YTBEPKICHBI
IIpukasom Pocapxusa
ot 24 nexabps 2020 roga Ne 199

METOANYECKHUE PEKOMEHAITNHA
IT0 PASPABOTKE MHCTPYKIIUUA T10 AEJIOITPOU3BOJCTBY
B I'OCYIAPCTBEHHBIX OPT’TAHAX, OPTAHAX MECTHOI'O CAMOVIIPABJIEHUA

1. O6mme monoXxeHus

Metoanyeckre PEeKOMEHAAUMU MO pPa3paboTKe HMHCTPYKUMH MO JAEJIONPOU3BOJICTBY B
rOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOIO caMoylpaBieHus (namnee — Meroaudeckue
pEeKOMeHaluu) pa3paboTaHbl B LEISAX ONTUMH3AIMU TPOLEAYPbl M TMOpAIKa pa3pabOTKU
MHCTPYKUMN 1O JeJIONpPOU3BOACTBY (efepaibHbIMU OpraHaMu TOCYAapCTBEHHOW BIACTH,
UHBIMU (pesiepanbHBIMUA TOCYAAPCTBEHHBIMU OpraHaMy, OpraHaMu rOCyAapCTBEHHOW BIIACTH U
MHBIMU FOCYAapCTBEHHBIMU OpraHamu cyobekToB Poccuiickoit denepannu, opraHaMu MECTHOTO
CaMOYIIpaBIICHUS.

Meronuueckiue peKOMEHIAlMU TMpeAHa3HAuYeHbl [UIsi NPUMEHEHHsS B KadyecTBE €JAMHOMN
METOJMYECKOW OCHOBBI MOAPA3JEICHUAMH TOCYyJapCTBEHHBIX OPraHOB, OPraHOB MECTHOIO
caMOyIpaBJieHUsl, OTBETCTBEHHBIMU 3a OPTraHU3alMI0 U BEJEHUE AENONPOMU3BOJACTBA (Hajee —
Cayx0a nenonpous3BOJCTBa), NpU pa3pabOoTKe UMM MHCTPYKIHMH MO JeIONpPOU3BOACTBY
roCy/IapCTBEHHBIX OpPIaHOB, OPraHOB MECTHOrO camoynpasiieHus (manee — MHcTpyknus 1o
JIeTIOTIPOU3BO/ICTRY ).

[Ipu pazpabotke MeTOAMYECKHX PEKOMEHJAIMKA YYTEHBl TOJOXEHUS CIEAYIOMINX
3aKOHOJATEIbHbIX, HMHBIX HOPMAaTHBHBIX IIPaBOBBIX AaKTOB B cdepe uHpopmauuy,
JEJNONPOU3BOACTBA M ApPXMBHOIO J€J1a, HALUOHAJIBHBIX CTAHAAPTOB II0  YIPABICHUIO
JOKYMEHTaMU:

1. ®enepanbhblii 3ak0H OT 14 uions 1994 romga Ne 5-@3 «O mopsake omyOJIUKOBaHUS U
BCTYIUICHUS! B CHIIy (peliepalibHbIX KOHCTUTYIIMOHHBIX 3aKOHOB, (peliepalibHbIX 3aKOHOB, aKTOB
nanat degepansHoro Cobpanus» (Cobpanue 3akoHonaTenbcTBa Poccuiickoit denepannu, 1994,
Ne 8, ct. 801; 2019, Ne 18, ct. 2207).

2. ®enepanbHBI KOHCTHTYIIMOHHBIN 3akoH oT 25 nekadbps 2000 roma Ne 2-OK3 «O
lNocynapctBennom rep6e Poccuiickoit @eaepanumn» (Cobpanue 3akoHOoAaTeNnbcTBa Poccuiickoi
®eneparuu, 2000, Ne 52, c1. 5021; 2017, Ne 52, cT. 7916).

3. ®enepanbbiii 3ak0H OT 6 ampenst 2011 roga Ne 63-D3 «OO0 3MEKTPOHHOU TIOTUCKH
(Cobpanue 3akoHonmarenbcTBa Poccuiickoit @enepammm, 2011, Ne 15, ct. 2036; 2020, Ne 24 cr.
3740).

4. ®enepanbablii 3ak0oH OT 22 okTsi0pst 2004 roma Ne 125-03 «O06 apxuBHOM Jeie B
Poccuiickoii ®enepanun» (Cobpanue 3akoHogarenscTBa Poccuiickoit @eneparmu, 2004, Ne 43,
cT. 4169; 2018, Ne 1, ct. 19).

5. ®epnepanbublii 3akoH 0T 2 Mag 2006 roma Ne 59-@3 «O mnopsnke paccMOTpeHHUs
obpamenuii rpaxknan Poccuiickoit ®enepamumn» (CoOpanme 3akoHOmaTeNnbcTBa Poccuiickoii
Oeneparuu, 2006, Ne 19, ct. 2060; 2018, Ne 53, cT. 8454).

6. @enepanbubiii 3akoH oT 27 wuionst 2006 roma Ne 149-®@3 «O6 wunHdpopmanuwy,
MH()OPMAMOHHBIX TEXHOJIOTHSIX W o 3amuTe uHbopMmauum» (CoOpaHHe 3aKOHOIATEIHCTBA
Poccuiickoii ®eneparuu, 2006, Ne 31, ct. 3448; 2020, Ne 24, ct. 3751).



7. ®enepanbHblil 3akoH OT 27 utons 2006 roga Ne 152-03 «O nepcoOHANBHBIX JaHHBIX)»
(Cobpanue 3axkonomarenbcTBa Poccmiickoit @enepanuu, 2006, Ne 31, ct. 451; 2020, Ne 17, cr.
2701).

8. denepanbubiii 3akoH 0T 9 depanst 2009 roga Ne §8-D3 «OO6 obecneyeHH TOCTyIA K
uHpopMaMM O  JEATENFHOCTH TOCY/JAapCTBEHHBIX OpPraHOB M OPraHOB  MECTHOTO
camoynpasnenus» (Cobpanue 3akononarenbcrBa Poccuiickoit ®@enepaunu, 2009, Ne 7, cr. 776;
2018, Ne 1, ct. 7).

9. Vka3 Ilpesunenta Poccuiickoit ®enepanuu ot 2 mas 1996 roma Ne 638 «O nopsiake
MOJArOTOBKUA TMPOEKTOB YKa3oB, pacnopsokeHuil Ilpesuaenta Poccuiickoit  ®enepanuu,
IIPEAYCMATPUBAIOIIMX IPUHATHE ITOCTAaHOBIICHUH, pacnopsbkeHuid IIpaBurenscTBa Poccuiickon
Oenepanun» (Cobpanue 3akoHoaarenbeTBa Poccniickoit @enepanuu, 1996, Ne 19, ct. 2257).

10. Vka3 Ilpesunenta Poccuiickoit ®denepanuu ot 23 mas 1996 roga Ne 763 «O nopsiake
onmyOJIMKOBaHUS U BCTyIUleHHs B cuily aktoB [lpesugenta Poccuiickoit ®enepanum,
[TpaButensctBa Poccuiickoit ®enepaiud M HOPMATUBHBIX TPABOBBIX AaKTOB (heaepabHbIX
opraHoB wucnojgHuTeNbHOU BiacTh» (CoOpanme 3akoHOmaTenbcTBa Poccuiickoit deneparum,
1996, Ne 22, ct. 2663; 1997, Ne 20, ct. 2242; 1998, Ne 33, ct. 3967; 2005, Ne 28, ct. 2865; 2017,
Ne 23, ct. 3310).

11. Vka3 Ilpesunenta Poccuiickoit @eneparuu or 6 mapra 1997 roma Ne 188 «O06
yTBepkaeHun  [lepeuns  cBemeHWd — KoHpUACHIMadbHOro  xapakrepa»  (CoOpanue
3akoHojaarenbcTBa Poccuiickoit denepanuu, 1997, Ne 10, ct. 1127; 2015, Ne 29, c1. 4473).

12. TTocranosnenue IIpaButenbcrBa Poccuiickoit @eneparmu ot 3 HosaOpst 1994 roma Ne
1233 «O6 ytBepxkaenuu IlonokeHus o TMOpsIKEe OOpamIeHUs CO CIY)KEOHOW HH(pOpMaIHEH
OTPaHUYEHHOTO pacHpoCTpaHeHUs B (elepalbHBIX OpraHax HCIOJIHUTEIBHOW BJIACTH,
YIOJHOMOYEHHOM OpraHe ynpaBieHHs UCIOIb30BAaHUEM aTOMHON SHEPTUU U YIOJIHOMOYECHHOM
oprae 1o KocMuueckoil nestensHocTH» (CoOpanme 3akoHOmaTenbcTBa Poccuiickoit
®denepanun, 2005, Ne 30, ct. 3165; 2020, Ne 33 ct. 5389).

13. TIToctanosnenue IlpaButenscrBa Poccuiickoit @eneparyu ot 27 nekadps 1995 roga Ne
1268 «O06 ynopsiioueHnu U3rOTOBJICHUS, UCTIOIb30BaHMS, XPAaHEHHSI U YHUUTOXKEHUS reyarei u
6maHKOB ¢ Bocrpou3BeneHueM ['ocyaapctBenHoro repba Poccuiickoit @enepaunn» (Cobpanue
3akoHosaTenscTBa Poccuiickoit deneparuu, 1996, Ne 2, ct. 123; 2018, Ne 13, ct. 1808).

14. TlocranoBnenue IlpaButenscrBa Poccuiickoit @enepaunn ot 13 aBrycra 1997 roga Ne
1009 «O6 ytBepxneHuu I[lpaBui MOArOTOBKM HOPMATHBHBIX IMPaBOBBIX aKTOB (hefepaabHBIX
OpPraHOB HCIIOJIHUTENBHOW BJIACTM M HUX TocylapcTBeHHOM peructpauun» (CoOpanue
3akoHoJarenbcTBa Poccniickoit deneparmm, 1997, Ne 33, cr. 3895; OdunmansHblii HHTEPHET-
nopTas npaBoBoi nHGopMaluu (Www.pravo.gov.ru), 14 oktsaops 2020 r.).

15. Ilocranosnenue IlpaBurensctBa Poccuiickoit @eneparuu ot 1 nronst 2004 rona Ne 260
«O Pernmamente IlIpaButenbctBa Poccmiickoit denepanuu u [lonokennn o006 Amnmapare
IIpaButensctBa Poccuiickoit  ®enepaun» (CoOpanue 3akoHomaTenbcTBa Poccuiickoit
Oenepanun, 2004, Ne 23, cr. 2313; OdunmanbHbIi HHTEPHET-TIOPTA MMPABOBOKH HH(POPMAIIMH
(www.pravo.gov.ru), 14 oxts6ps 2020 r.).

16. ITocranoBnenue IIpaButensctBa Poccuiickoit @enepanuu ot 19 suBaps 2005 roma Ne
30 «O TunoBoM periamMeHTe B3auMOJICHCTBHSI ()eiepaIbHbIX OpPTraHOB UCIIOJIHUTEIBHON BIACTI
(Cobpanue 3axkonomarenbctBa Poccmiickoit deneparnmu, 2005, Ne 4, cr. 305; 2020, Ne 6, cr.
677).



17. IlocranoBnenue llpaBurenscrBa Poccuiickoit ®enepaunn ot 28 utons 2005 roma Ne
452 «O TumoBoM periaMeHTe BHYTpPEHHEW opraHusauuu (QenepajbHbIX  OpraHOB
ucnonHUTeNbHOM Biactu» (Cobpanue 3akoHomarenbctBa Poccuiickoit @eneparuu, 2005, Ne 31,
cT. 3233; 2020, Ne 6, ct1. 677).

18. ITocranosnenue [IpaButensctBa Poccuiickoit ®@enepauuu ot 22 centsiops 2009 roaa
Ne 754 «O06 yrtBepxkaeHun [lonoXkeHWS] O CHUCTEME MEXKBEIOMCTBEHHOTO JJIEKTPOHHOTO
nokyMmeHntooboporta» (Cobpanue 3akoHonmatenbctBa Poccuiickoit @eneparuu, 2009, Ne 39, cr.
4614; 2019, Ne 12, ct. 1314).

19. ITocranornenwue IIpaButenscTBa Poccuiickoit @enepanuu ot 26 despans 2010 roma No
96 «OO0 aHTUKOPPYNLMOHHON 3KCIEPTU3€ HOPMATUBHBIX IIPABOBBIX AKTOB U IIPOEKTOB

HOPMATHBHBIX MPaBOBBIX akToB» (CoOpanme 3akoHOomaTenbcTBa Poccuiickoit deneparuu, 2010,
Ne 10, ct. 1084; 2017, Ne 29, ct. 4374).

20. IlocranoBnenue IlpaBurensctBa Poccuiickoit @eaeparuu ot 6 centsiopsa 2012 roga Ne
890 «O wmepax MO COBEPIICHCTBOBAHUIO HJIEKTPOHHOTO JIOKYMEHTOOOOpOTa B OpraHax
rocynapctBeHHoOM BiaacTi» (CoOpanue 3akoHonaTenbcTBa Poccuiickoit deneparuu, 2012, No 38,
cT. 5102; 2014, Ne 30, cT. 4316).

21. Ilpuka3 MuHHCcTEpCTBa CBSI3U U MacCOBbIX KOMMYyHHKaIil Poccuiickoit denepaunn ot
2 cents0ps 2011 roma Ne 221 «O6 yrBepxkaeHun TpebGoBaHMi K MHPOPMALIMOHHBIM CUCTEMaM
AJIEKTPOHHOTO  JTOKYMEHTOOOOpoTa  (eliepalbHBIX OpPraHOB  HCIIOJIHUTEIBHOW  BIIACTH,
YUUTHIBAIOIIUX, B TOM YHCJIE€ HEOOXOAUMOCTh OOpaOOTKH MOCPEACTBOM JIAaHHBIX CHCTEM
ciIy’)keOHOM ~ MH(OpManuy  OrpaHMYEHHOTO  PACHpPOCTPAHEHUs»  (3apETUCTPUPOBAH B
MunucrepctBe roctuiun Poccuiickoit deneparmu 15 Hos6ps 2011 r., peructpanvoHHbIil Ne
22304; Poccuiickas rasera, 21 HosiOpst 2011 1., Ne 261).

22. Ilpuka3 MuHHCTEPCTBA CBSI3M U MAaCCOBBIX KOMMYHUKaluii Poccuiickoit denepanuu ot
31 wmrons 2014 roga Ne 234 «O06 yrtBepxkaenuu IIpaBun oxazaHHs yCIyr HOYTOBOW CBSI3U»
(3apeructpupoBan B MunucrtepctBe roctuiuu Poccuiickoit denepanuu 26 nekabps 2014 r.,
peructparnonnbiii Ne 35442; Poccuiickas raseta, 31 nekabps 2014 r., Ne 299 (ony6nukoBaH 0e3
npuioxeHus); OunranTbHbBIi UHTEPHET-TIOPTAI MTPABOBON HH(POpMAIMK (WWW.pravo.gov.ru),
10 urons 2019 1.).

23. IIpuka3 MuHucTepcTBa CBA3M U MaCCOBBIX KOMMYyHHUKaluil Poccuiickoit @enepanyn Ne
186, ®enepanbHoit ciayxObl oxpanbl Ne 258 ot 27 mas 2015 1. «O6 ytBepxaenun TpeGoBaHuit k
OpraHU3allMOHHO-TEXHUYECKOMY B3aMMOJICHCTBUIO roCyAapCTBEHHBIX OpraHoB U
rOCYJapCTBEHHBIX OpraHU3aIMil MOCpPeICTBOM OOMEHa JOKYMEHTAaMH B 3JIEKTPOHHOM BHUIE»
(3apeructpupoBan B MunuctepctBe roctuiinu Poccutickort @eaepamuu 22 centsops 2015 r.,
peructpanoHubiii Ne 38956; OdunuanbHblii MHTEpHET-TIOPTAN MPaBOBOM HHGPOpPMAaLUU
(www.pravo.gov.ru), 24 cearsiops 2015 r.).

24. Ilpuka3 MuHucTepcTBa CBA3M U MaCCOBBIX KOMMYHUKalui Poccuiickoit denepanuu ot
4 urons 2018 roma Ne 335 «OO0 yTBEp:KIEHHH METOJAMYECKUX PEKOMEHIAIMW M0 TMepexory
OpPraHOB HCIOJTHHUTEIbHONW BiacTu cyOwbekToB Poccuiickoit ®exepanii U OpraHoB MECTHOTO
caMOYTIpaBJIeHHUsT MYHHIIMIAIBHBIX 00pazoBaHuii Poccuiickoir denepanum Ha HCHOIB30BaHUE
OTE€YECTBEHHOTO O(PHCHOTO MPOTrpaMMHOIO OOECTeueHHUs, B TOM YHCIE paHee 3aKyIIEHHOTO
oducHOrOo TpOrpaMMHOTO oOecnedeHus» ([DnekTpoHHBIM pecypc] — Pexum gocryma:
https://www.garaNet.ru/products/ipo/prime/doc/71895754/).

25. llpukaz denepanpHoro apxuBHOro areHrctBa or 22 wmast 2019 roma Ne 71 «O06
yTBepxkaAeHUN [IpaBun nenonpous3BOACTBA B TOCYAApCTBEHHBIX OpraHax, OpraHax MECTHOTO
camoyImpasiieHus» (3apeructpupoBan B Munuctepctse roctuiuu Poccuiickoit ®@eneparuu 27



nexabpst 2019 r., peructpammonusiii Ne 57023; OcdunuanbHbIi MHTEPHET-MOPTA MPaBOBOU
uHpopmarmu (wWww.pravo.gov.ru), 30 nexabps 2019 r.).

26. TOCT P 7.0.8-2013. Cucrema craHaapToB 1Ho HHpOpMaLuu, OMOIMOTEUYHOMY H
U3JaTenbcKoMy Jely. Jeaonpou3BOICTBO U apXUBHOE Jen0. TepMuHBI U onpeneneHus. — M.:
Crannaptundopm, 2014.

27. TOCT P 7.0.97-2016. Cucrema cTaHZapTOB MO HH(POpPMALUHU, OUOIMOTEHHOMY U
u3garenbckoMy neny. OpraHu3alrOHHO-PaCIOpSIUTEIbHAS JOKyMEHTalus. TpeOoBaHUS K
odopmitenuto nokymeHToB (¢ smenenuem Ne 1). — M.: Crangaptundopm, 2018.

28. 'OCT P UCO 15489-1-2019. Cucrema ctanzapToB 1o nHpopManuu, OMOIHOTEIHOMY
U u3zarenbckomy neny. Mudopmanus u gokymeHTalus. YipasieHHe JokyMeHTamu. Yacts 1.
[Tonsitusa u mpununel. — M.: Ctangaptuadopm, 2019.

I1. ITopsmox pa3paboTKH, YTBEPIKACHNA,
BHECCHMS M3MECHEHHMI B HCTPYKIMIO IO AETOMPOU3BOICTBY

WNHcTpykuus 1o JeJonpou3BOJCTBY paspabarbiBaeTcst Ciyxk00i Jemonpous3BOACTBA Ha
ocHoBaHWM [IpaBui AEeTONPOM3BOACTBA B TOCYIAApPCTBEHHBIX OpraHax, OpraHax MECTHOTO
caMoyITipaBlieHus1, yTBepkJIeHHbIX [Ipukazom denepanbHOro apXMBHOIO areHTCTBa OT 22 Masd
2019 romga Ne 71 [1] (manee — IlpaBuia emompoU3BOJICTBA), C YUETOM TOJOKCHHUH HACTOSIINX
MeTtoanuecKkux peKOMEH I .

B coorBerctBun ¢ mynkrom 1.8 IlpaBun penompousBoictBa  MHCTpykuus 1o
JEJIONPOU3BOACTBY YTBEPXKAAETCS IPABOBBIM aKTOM TIOCYJapCTBEHHOIO OpraHa, opraHa
MECTHOT'O CaMOYIIPABJICHHUS IIOCIIE €€ COTTIACOBAHMUSA:

— (QenepalbHBIM  OpPraHOM TOCYJApCTBEHHOH  BIAcTH, WHBIM (eaepalbHbIM
rOCy/IapCTBEHHBIM OPTraHOM — C YIOJHOMOYEHHBIM (eJepabHBIM OPTaHOM HCIOJHUTEIBHON
BJIACTH B cdepe apXUBHOTO JeNia U JeI0Npou3BoACcTBa — DeepanbHbIM apXUBHBIM aréHTCTBOM
(PocapxuBoM); corjacoBaHuE MPOEKTOB MHCTPYKLHUN IO JCIONPOU3BOJICTBY OCYIIECTBISETCS B
cootBeTcTBUM ¢ [lonmoxkenuem o denepanbHOM apXHWBHOM areHTCTBE, YTBEPXKICHHOM YKa3oM
[Ipesunenta Poccuiickoit ®enepanuu ot 22 uroHs 2016 roma Ne 293 [2];

— OpraHoM TOCYAApCTBEHHOM BJIACTM W HHBIM TOCYJapCTBEHHBIM OpPraHoOM CyOBbeKTa
Poccuiickoii @enepanyiv, OpraHoM MECTHOTO CaMOYIIPABIEHUSI — C YIOJIHOMOUYEHHBIM OPTraHOM
WCTIOTHUTENIbHON BiiacTu cyObekta Poccuiickoit denepanuu B chepe apXMBHOTO Jejia WA
roCyJapCTBEHHBIM (MyHUIIMNIAIbHBIM) apXMBOM B COOTBETCTBUU C MPEIOCTABICHHBIMU €MY
IMOJITHOMOYHAMH, COIJIAaCOBAHHUE IIPOCKTOB I/IHCTPYKI_[I/Iﬁ o ACIOompOu3BOACTBY IMPOBOAHTCA B
MOPSI/IKE, YCTAHOBJIEHHOM IIPABOBBIM aKTOM YIIOJIHOMOYEHHOTO OpraHa UCIOJIHUTEIbHON BIACTH
cyorekta Poccmiickoit ®enepanmu B chepe apXUBHOTO Jiejla WM TOCYAapCTBEHHOTO
(MyHMIIMTIAJIBHOTO) apXHBa B COOTBETCTBUU C MPEIOCTABICHHBIMU €MY MTOJTHOMOYHUSIMHU.

[Ipn Hammuuu y DenepanbHOrO apXMBHOIO AareHTCTBA, YINOJHOMOYEHHOI'O OpraHa
UCTIONTHUTENBbHON BnacTH cyoOwekra Poccuiickoit ®enepanuu B cdepe apXuBHOro Jena,
roCy/IapCTBEHHOI0 (MYHMIIMIIAIbHOIO) apXuMBa B COOTBETCTBUU C NPEJOCTABICHHBIMU €MY
MOJTHOMOYMAMH (Zjajiee — apXMBHOE YUPEXJCHHME) 3aMeuaHUil Mo mnpoekTy MHCTpyKuuu mo
nenonpousBoacTBy Ciyx0a AeI0npou3BOACTBA T'OCYAAPCTBEHHOIO OpraHa, OpraHa MECTHOTO
caMmoyIipaBlieHHsI JopalaTbiBaeT NpPOoeKT MHCTpyKUMM MO JeloNnpou3BOACTBY U IMOBTOPHO
IIPEJCTABIISIET €0 HA COIVIACOBAHUE B APXUBHOE YUPEIKICHHE.

Ecin no npoexty MHCTpyKIMM 110 1€710MPOU3BOACTBY UMEIOTCS Pa3HOIIIACHUS, ITPOBOISTCS
COIJIACUTENbHBIE MTPOLEAYPHI (COBELIAHNS) MEKIY NPEACTABUTEIAMU apXUBHOTO YUPEKIACHUS U



rocyaapCTBCHHbBIM OpraHOM, OpraHoM MCCTHOI'0 CaMOYIpPAaBJICHUA B MHCIAX BBIpa60TKI/I
B3aUMOIIPHUEMIIEMOTI'0 PCIICHHA.

Pemenue o cornacoBaHuu I/IHCTPYKI_II/II/I o AeJIonpou3BOACTBY O(i)OpMJ'ISICTCSI IIMCHbMOM
COOTBCTCTBYIOIIECTO AaPXHMBHOI'O YUYPCKIACHUS, HAIPABIACMbIM B aApeC TOCyAapCTBCHHOI'O
opraHa, opraHa MECTHOIro CaMOYIIpaBJICHUS.

Ilocne cormacoBaHus C ApXUBHBIM Yy4pekaeHueM HHCTpyKIus MO AEIO0NpOU3BOJICTBY
YTBEPKAACTCS MPABOBBIM aKTOM I'OCYIapCTBEHHOI'O OpraHa, OpraHa MECTHOI'O CaMOYIIPaBJICHUS.

YTBep)KI[eHHaSI I/IHCTPYKL[I/I}I o  ACJIONPOU3BOACTBY  pPACCBUIACTCA  CTPYKTYPHBIM
nmoapa3aAciICHUAM roCy1apCTBCHHOI'O OpraHa, opraHa MECTHOIo CaMOYIIpaBJICHUA.

Bnecenue n3menenuii B I/IHCTPYKI_[I/IIO o ACJIONPOU3BOACTBY OCYHICCTBIIACTCA IMPABOBBIM
AKTOM TOCyAapCTBCHHOI'O OpraHa, OpraHa MCECTHOI'0 CaMOYIIPaBJICHHA IIOCJIC COIJIaCOBAaHHA
U3MEHEHHH C APXUBHBIM YUYPCIKIACHUECM, 3a HCKIIFOYCHUECM M3MEHEHUI TeXHUYECKOTO XapakTepa.

I[Iynkrom 1.9 IlpaBun  jenonpou3BOACTBA  MPEAYCMOTPEHO, YTO B  OpraHax
WCTIOTHUTENIbHOW  BiacTH  cyObekToB  Poccumiickoit ~ ®enepamuu, opraHax MECTHOTO
CaMOYIIpaBIJICHHSI, UCTIONB3YIOLINX EANHYIO CUCTEMY 3JIEKTPOHHOTO JJOKYMEHTO000pOTa (fanee —
CO/1), MoxeT mpuUMeHAThCA MHCTpyKIMS 1O JEIONPOU3BOICTBY, YCTAHABIMBAIOIIAS €IMHBINA
MOPSIIOK  IETIONPOM3BOJICTBA B OpraHax HCIOJIHUTEIBHOW BIIaCTU CyObekTOB Poccuiickoi
@denepali /WK OpraHax MECTHOTO camoyrpaBieHus. CoriiacoBaHUe TaKUX MHCTPYKIUH MO
JIEJIONIPOU3BOJICTBY C AapXMBHBIM YUYPEXKJICHUEM IMPOBOJUTCA B TOPSJKE, YCTAHOBJICHHOM
[IpaBunaMu Aen0NpoOU3BOACTBA ISl UHAUBUAYATbHBIX HHCTPYKIIMIM 110 1€JI0MPOU3BOJICTRY.

HNucTpykuus no aenonpou3BOACTBY JA0KHA MPeycMaTpUBaTh BOZMOXHOCTb BBITIOJHEHUS
JIEIOTIPON3BOICTBEHHBIX onepanmii BHe COJI B cimydae ee HEpaOOTOCTIOCOOHOCTH U MOPSIOK UX
BBITIOJIHCHHUSL.

locynapcTBeHHble OpraHel BIpaBe pa3padaThIBaTh THIIOBBIE W/WIM MPHUMEPHBIC
MHCTPYKLUU IO JEJIONPOU3BOJACTBY MJI TEPPUTOPUAIBHBIX OPraHOB M IOABEIOMCTBEHHBIX
OpraHu3alMi, pyKOBOACTBYSICh HACTOSIIUMHA METOINYECKUMH PEKOMEHIALASMH.

III. CtpyxTypa U coaepkaHHe HHCTPYKIMH IO AEJIOMPOU3BOACTBY
3.1. O0mue moIoKEHUA

B paspene «OOmme nonoxxeHus» MHCTpykunmu no Aenonpou3BOACTBY PEKOMEHIYETCS
yKa3aTh Ha3HAUE€HUE MHCTPYKLUH, 00JacTh €€ NPUMEHEHUs], IPaBOBbIe OCHOBaHMS pa3padOTKU U
MOPSAIOK PUMEHEHUS.

B pazmene «OOmme MOMOXKEHUS» LENeco00pa3HO OTMETHTh, 4TO WHCTpyKuus 1o
JeTOTIPOM3BO/ICTBY  pa3padaTbiBaeTcss B IEISIX YCTAaHOBJICHUS €IWHBIX TpeOOBaHUU K
HOATOTOBKE, OOpabOTKe, XpaHEHWIO M HCIOJIB30BAaHMIO JOKYMEHTOB, OOpa3yloluXxcs B
JEATENIbHOCTH  TOCYJapCTBEHHOIO  OpraHa,  OpraHa  MECTHOTO  CaMOYIIPaBJICHUS,
COBEPIICHCTBOBAHUS  JICJIONIPOM3BOJICTBA T'OCYJApCTBEHHOTO OpraHa, oOpraHa MeECTHOT'O
CaMOYIIpaBJICHHs U TOBBIMIECHHS €ro 3P PeKTUBHOCTH.

[IpaBoBEIM OCHOBaHHEM Jig pa3pabOTKu WHCTPYKIMU 1O JETONPOU3BOJICTBY SIBISIOTCS
[IpaBuna nenonpou3BoOJICTBA, a TAK)KE 3aKOHOAATEIIbHbIE U MHbIE HOPMATUBHBIE MTPABOBBIE AKThI
Poccuiickoii @enepanuu B chepe nHbOpMAIHK, ASIOMPOU3BOACTBA U APXUBHOTO JIeJIa, a TAKKE
MOJIOKEHUE O TOCYJIapCTBEHHOM OpraHe, perjaMeHT TOCyJapCTBEHHOTO0 OpraHa, ycCTaB
MYHHUIHMIIAJIBHOT'O 06p330BaHI/I$I W WHBIC HOPMATUBHBLIC JOKYMCHTBI I'OCYJAapCTBCHHOI'O OpraHa,



opraHa MECTHOI'O CaMOYTIpaBJICHHA.

B  pazgene  «OOmme  monoxeHus» — MHCTpYKIMM 1O JEJIOMPOU3BOACTBY
(mpemycMaTpUBaeTCs) OTMEYAETCSI, UTO:

— TIOJIO’KEHUSI MHCTPYKIIMU PACHPOCTPAHAIOTCS HA OPTaHU3AIMIO pabOThI ¢ TOKyMEHTaMU
Ha OyMa)KHOM HOCHUTENIE U JJEKTPOHHBIMU JTOKYMEHTaMH, BKIIOYas MOATOTOBKY, 00paboTKy,
XpaHEHHE U UCTIOJIb30BaHUE IOKYMEHTOB, OCYILECTBIIIEMbIE C IPUMEHEHNEM MH(POPMALIMOHHBIX
texHonoruit, a COJl, mnpumeHsemas B TOCYJapCTBEHHOM OpraHe, OpraHeé MECTHOTO
caMOyIIpaBJieHHsI, JOJDKHA oOOecreynBaTh BBIMOJIHEHHE TpeOoBaHuii MHCTpyKIuM 10
JIeJIONPOU3BOICTBY;

— mnojoxeHus MHCTpyKIMM 10 [€JONpPOU3BOJACTBY HE PacIpOCTPAHAIOTCS Ha
OpraHu3aluio  paboThl €  JOKYMEHTaMM, COJCpXAllUMH  CBEJICHMSA, COCTaBIIIOLIUE
roCy/1apCTBEHHYIO TaliHy;

— O0COOEHHOCTH paboThl C JOKYMEHTaMH, COAEpKAIMMHU CBEJIEHUS OIPaHMYEHHOTO
pacrpoCTpaHeHus, IIEpCOHAIbHBIE [aHHBIC, PEryJIHUPYIOTCA OTACIBHBIMA HOPMATUBHBIMU
aKTaMu (MHCTPYKLUMSMHM, IOJIO)KEHUSMHU, IpaBUJIaMH) TOCYJapCTBEHHOIO OpraHa, opraHa
MECTHOI'O CaMOYIIPABJICHMUS;

— TpeboBanust MHCTPYKIIMU 110 AETOMPOU3BOJICTBY K paboTe ¢ KaapoBOii, OyXranTepcKoi,
HAayYHO-TEXHUYECKOH U JPYrod CHEHHaTbHON JOKYMEHTALMEH pPaclpOoCTPaHsIOTCS JIUIIb B
qaCcTu O6IJ_[I/IX IIPUHIIUIIOB pa6OTBI C JOKYMCHTAMH, a TAKXKXC OpraHHU3allMi TCKYIICTO XPAaHCHUA
JOKYMEHTOB U IOJI'OTOBKHU X K Iiepeaye Ha apXHUBHOE XpaHEHHE.

B pazgene «O6ume nosnoxxeHusn» MHCTPYKIMU MO JETONPOU3BOACTBY T'OCYAaPCTBEHHOTO
OpraHa, oOpraHa MECTHOTO CaMOYTpAaBJICHHSI YKa3bIBA€TCS BKIIIOUEHUE/HE BKIIOUYCHHE
MI0JIO’KEHUH, PErYIUPYIOLINX NOPSAIOK PACCMOTPEHUS:

— oOpamenuit rpaxnan Poccuiickoit ®enepanuy, MHOCTPAHHBIX TIpaxaaH, Jull 0e3
rpaXJaHCTBA, OObEIUHEHUI TpaXkAaH, B TOM YHCIE IOPUIAMYECKUX JHIL (Jlanee — oOpalieHne
rpaXJaHWHA, OPTraHW3allMM), W BEJCHHWE JEIONPOM3BOJCTBA IO OOpAICHUSIM TpPaXKAaH,
opranuzauuii [3];

— 3aMPOCOB IOPUAMYECKUX U (PU3HMUECKUX JIUI B TOCYAAPCTBEHHBINH OpraH, OpraH MECTHOTO
caMOyIpaBJIEHHUs O MPEIOCTABICHUU UH(POPMAINH O AEITEILHOCTH 3TOro oprana [4];

— 3ampocoB TpaXJaH U OpraHW3alii O TPEJOCTaBICHHH TOCYJapCTBEHHBIX,
MYHUITUTIATBHBIX yCIyT [5].

B ciyuae ecnu MHCTpyKIUeH 1o I€TONPOU3BOJCTBY HE PErYIHPYETCs MOPSIOK paboThI C
YKa3aHHBIMU KOMIUIEKCAMHU JIOKYMEHTOB, B paszaene «OOmue MOJ0XKEeHHs» JOHKHO OBITh
yKa3aHO, KaKMMH HOPMATHBHBIMH aKTaMH B TOCYAAapCTBEHHOM OpraHe, OpraHe MECTHOTO
YHOpaBJICHUA YCTAHABIIMBACTCA MMOPAA0K pa6OTBI C JaHHBIMH KOMILIICKCaAMH JOKYMCHTOB.

B pasnmene «OOmme mnonoxeHus» WHCTpyKIMH IO ACIONPOU3BOACTBY JTOJDKHO OBITH
OTPEJIEICHO, YTO OTBETCTBEHHOCTb:

— 3a OopraHu3alri0 U COCTOSIHHUE ACIOMNPOU3BOJACTBA, 4 TAKIKC CO6J'IIO}IGHI/I6 Tpe6OBaHI/II71
HpaBI/IJ'I ACIIOIIPOU3BOACTBA B TIOCYJApPCTBCHHOM OpraHe, OpraHe MCCTHOTO CaMOYIPABJICHUA
BO3J1aracTcCAa Ha €Iro pyKOBOAUTEIIA h11%(s10) JIMIIO, UCITOJIHAIOIICC €TI0 O6$I?>aHHOCTI/I;

— 3a BEJCHUE U COBEPILUCHCTBOBAHUE JEJIONPOU3BOACTBA HA OCHOBE €IMHOMU IOJIUTUKU U
MPUHLIAIIOB, NPUMEHEHHE COBPEMEHHBIX WH(OPMALMOHHBIX TEXHOJOTMH B padore ¢



JOKyMEHTaMH, METOJIMYEeCKOEe PYKOBOJCTBO U KOHTPOJIb COOJIIOJICHUS YCTAaHOBJIEHHOTO MOpsAKa
paboTBl ¢ JOKYMEHTaMH B TOCYJapCTBEHHOM OpraHe, OpraHe MECTHOTO CaMOYIpaBJICHUS,
Boznaraercss Ha CayxOy [Aelonpou3BOJACTBA WM TOCYAAPCTBEHHOro (MYHHMLIMIAIBHOIO)
ciyxatero (paboTHUKA) TIpU €€ OTCYTCTBUU;

— 3a OpraHu3aluil padoThl C JOKYMEHTAMU B HMHBIX CTPYKTYPHBIX MOJpa3IeIeHUsX
rOCyIapCTBEHHOT'O OpraHa, OpraHa MECTHOT'O CaMOYIIPABJICHUS BO3JIaraeTcsl Ha PyKOBOIUTEIEH
TAHHBIX MOAPA3IEICHNUN J100 UL, HCTIONHSIOMIUX er0 00sS3aHHOCTH;

— 3a BEJCHHME [ICJONPOM3BOJACTBA B MHBIX CTPYKTYPHBIX MOJPAa3IEICHUIX
rOCYJapCTBEHHOTO  OpraHa, oOpraHa MECTHOIO  CaMOyINpaBJIEHUS  BO3Jlaraercs  Ha
TOCYJapCTBEHHbIX (MYHHIMIIAIBHBIX) CIyXalmux (paOOTHUKOB) JaHHBIX CTPYKTYPHBIX
MOJpa3/IeIeHuil TOCyAapCTBEHHOIO OpraHa, OpraHa MECTHOI'O CaMOyIpaBlIeHUs (Jajee —
JEJIONPOU3BOAUTENL CTPYKTYPHOTO IIOJAPA3/AEICHUs), KOTOpPbIE MOTYT BBIIOJHATH JAaHHBIE
0053aHHOCTH, B TOM YHUCJIE B TIOPSIJIKE COBMEIIECHUS.

OyHKIMM, 3a7add, TMpaBa U  OTBETCTBEHHOCTh  CiyxObl  JI€IOMPOU3BOJCTBA
PErIaMeHTHPYIOTCS TIOJOKEHHEM O Hel. JlomkHOocTHBIE 00s3aHHOCTH PabOTHHKOB CIryKObI
JIEJIONIPOU3BOJICTBA U JIEJIOMPOU3BOUTENCH CTPYKTYPHBIX MOAPA3ACICHUM TOCYJapCTBEHHOTO
opraHa, opraHa MECTHOTO CaMOYIPaBJICHUS, YCTAHABIMBAIOTCS JOKHOCTHBIMU PErIaMEHTaMH
(IOMKHOCTHBIMU UHCTPYKIIUSIMU).

Pazgenom «OOmume momnoxenus» WHCTpyKIMH 1O JEIONPOU3BOACTBY JTOJDKHBI OBITH
YCTaHOBJICHBI 00IIMe TPEOOBAaHUS K OpraHU3aIiK padOThl C JOKYMEHTaMH, B YaCTHOCTH:

— pabOTHUKHU CTPYKTYPHBIX MOJIpa3AeiieHU rOCyIapCTBEHHOTO OpraHa, OpraHa MeCTHOTO
camMoynpaBlieHUs] 0053aHbl 00ECIEUYUTh COXPAHHOCTh HAXOJSAIIUXCS Y HUX Ha UCTHOJIHEHUU WU
03HAKOMJICHUHU JJOKYMEHTOB M MPOEKTOB JOKYMEHTOB, a TaK)Ke€ HEpasrjalleHUe CoJiepKaliencs
B YKa3aHHBIX JOKYMEHTaX U MPOEKTaxX TIOKyMEHTOB CiIykeOHOM nHpopmanuu;

— mepefaya CIy>KeOHbIX JOKYMEHTOB, MX KONMH, MPOEKTOB KOHTpPAreHTam, CpeliCTBaM
MaccoBoW  HMH(pOpMAIMHK, HWHBIM  TOCYJAapCTBEHHBIM  OpraHaMm, OpraHaM  MEeCTHOTO
CaMOYIIPABIICHUs, OpraHM3alUsAM JIONYCKAeTCd TOJIBKO C Ppa3pelieHdus pPYyKOBOIUTEINS
rOCyIapCTBEHHOI'O OpraHa, OpraHa MECTHOI'O CaMOYIIPABIICHUS WJIA WHOTO YIOJIHOMOYEHHOTO
UM JIMLIA;

— TOCYHAapCTBEHHBIC (MYHHUIMITAJIbHBIC) CIIy)Kallue, paOOTHUKHU (nanee — pabOTHUKN)
CTPYKTYPHBIX HOJpa3JelieHUil rocy1apcTBEHHOIO OpraHa, OpraHa MECTHOI'O CaMOYIpaBJICHUs
HECYT IHUCIUIUIMHAPHYIO U HHYIO YCTAHOBJICHHYIO 3aKOHOJaTeNbCcTBOM Poccuiickoit @enepannu
OTBETCTBEHHOCTH 3a HecoOIroieHue TpeOoBaHni MHCTPpYKIIUH 110 J1€I0IPOU3BO/ICTBY;

— Iepel YXOJOM B OTIIyCK, BBIE3JIOM B KOMAaHJUPOBKY, B CIyuyae YBOJIbHEHUS WJIU
nepeBoja (mepeMenieHns) 1no ciayxo6e paboTHUKU 00s3aHbl IepeaTh BCE HAXOJSAIIMECS Y HUX
JOKYMEHTBI JITOTIPOU3BOAUTENIO CTPYKTYPHOTO MOAPA3ACICHUS WIM APYroMy pabOTHUKY IIO
YKa3aHHUIO PYKOBOJUTENSl CTPYKTYPHOTO TMojpa3ziesieHusi (MpU YBOJIbHEHUU paOOTHUKA WIU
IIEpPEBO/IE MO CiIyk0e nepesadya JOKYMEHTOB U JI€1 OCYLIECTBIISIETCS 10 aKTY).

3.2. OcHOBHEBIE TOHATHA

B nenax obecrieueHust 0IHO3HAYHOI'O M TOYHOI'O TIOHMMaHUs NosiokeHui MHcTpykiuu o
JIeJIONIPOM3BO/ICTBY BCEMH pPAOOTHUKAaMM TIOCYJAapCTBEHHOTO OpraHa, OpraHa MEeCTHOIo
CaMOYIPAaBIEHUS B KaYECTBE CAMOCTOATEIBHOIO pasjlieNia B MHCTPYKLMIO BKIIIOYACTCA pa3fel
«TepMuHBI U OIIPENETICHUS.



B pasmen «TepMuHBI U ompenencHUs» BKIIOYAIOTCS TEPMHUHBI, OINPENCICHUS KOTOPBIX
YCTAHOBJIEHBI ~ 3aKOHOJATEIbHBIMH,  WHBIMM  HOPMATUBHBIMHM  IIPaBOBBIMM  aKTaMH,
TEPMHHOJIOTMYECKMMH CTaHAapTaMu [6], a IpH HMX OTCYTCTBHM, — TEPMUHOJIOTHYECKUMU
cioBapsiMu [7], a Takke TEPMHUHBI, KOTOPbIE HE HMMEIOT YCTAaHOBJIEHHBIX OINpeeNeHUul, HO
KOTOpbIM MHCTpyKIIMEN 110 AEIONPOU3BOACTBY IIPUAACTCS BIIOJIHE OIIPEACICHHOE 3HAaYCHUE.

TepMmuHsl, BKiItouaeMble B IHCTpYKIMIO 110 A€TI0NPOU3BOJICTBY, MOAPA3IEIISIIOTCS Ha:

— TEPMUHBI, 0003HAYAIONIHE OOIINE MOHATUS (IIOKYMEHT, JIe0, PETUCTPAIHs JTOKYMEHTA,
HOMEHKJIaTypa JIed U JIp.);

— TepMUHBI, 0003HAYAIOIINE €AUHUYHbIE MOHATHS (HOMEHKJIaTypHbIE Ha3BaHUs), TO €CTh
MOHATHS, OTHOCSIIMECS TOJBKO K OJHOMY OOBEKTY M BBICTYNAIOIIME, KakK IPaBHIO, €ro
HauMeHOBaHHMEM (JlemapTaMeHT 5SJEKTPOHHOTO TMpaBUTENbCTBA, (OOIIECTBEHHBIN COBET,
KoHTponbHO-aHATNTHYECKOE YIIPaBICHHUE U Ap.).

OCHOBHBIC ACJIOIMMPOU3BOACTBCHHBIC TIOHATUA W HUX OINPCACICHUA TIPUBCIACHBI B
MMPUITOKCHUN Nelx HaCTOAIIIUM MeTOI[I/ILIeCKI/IM PEKOMEHAalHAM.

Ecim B UWHCTpyKmMM 1O  JETONPOM3BOJCTBY  YIOTPEOJSIOTCS ~ MHOTOCJIOBHEIE
HAaMMEHOBaHUs (CTPYKTYpPHBIX IOJPA3/ICICHUN, IOJDKHOCTEH, ITOKYMEHTOB M Jp.) H TIO
KOJIMYeCTBY uX Oosee 3 — 5, cocraBisieTcss MepeueHb COKpalieHuil. Ecim MHOTOCIOBHBIX
HAaVMCHOBAaHUW HEMHOTO, TIEPEUYCHb COKPAIICHUH HE COCTABJIACTCS, a IOCIEe IEPBOTro
yHnoTpeOJaeHus] B TEKCT€ WHCTPYKIMHM IOJHOTO HAUMEHOBAHUS BBOJMUTCS €T0 COKPANICHHOE
HaMEHOBaHKE, 0003HAYCHHOE CJIOBOM (CIIOBaMH) WIH aO0OpeBUATypOH, HAIIPUMEp:

«/lemapTameHT pernoHaiabHOTO pazButus (nanee — JIPP) co3gan B COOTBETCTBUH C...».

win: «JlemapraMeHT peruoHambHOrO pas3BuTusl (manee — JlemapramMeHT) co3gaH B
COOTBETCTBHH C...».

«[lonoxenue o padote ¢ obOparieHHsIMU TpakaaH B... (nanee — [lonoxeHue) ompenesser
MOPSIOK...».

3.3. JJoKyMEeHTHPOBaHNE YIIPABICHICCKOMN ASATEIHLHOCTH

3.3.1. JlokyMeHTbI roCyJapCTBEHHOTO OpraHa, OpraHa MECTHOT'O CaMOYIpaBlICHUS

[IpaBunamu penonpou3BojacTBa (IMyHKT 2.1) yCTaHOBJIEHO, YTO COCTaB JOKYMEHTOB,
00pa3yomuXxcs B ACSITEIbHOCTH IOCYJapCTBEHHOTO OpraHa, OpraHa MECTHOT'O CaMOYTIPaBJICHHUS
OTIpE/ICTSCTCS €ro TOJHOMOYHSIMH, KPYTOM BBITIOJHSEMBIX TOCYAApCTBEHHBIX (QYHKIHUNA U
MPEIOCTABIIIEMbIX TOCYJApCTBEHHBIX YCIYT, MOPSAKOM pa3pelieHuss BONPOCOB, 00bEMOM U
XapaKkTepoOM B3aMMOCBA3€H € HMHBIMH TOCYJAapCTBEHHBIMU OpraHaMH, OpPraHaMd MECTHOTO
caMOyNpaBlieHUs, OPraHU3alUsIMHU, TPakJaHAMHU.

VYcranaBnuBaercs Takoke (MyHKT 2.2 [IpaBui 1enonpou3BoACTBa), 4YTO B TOCYJapCTBEHHOM
OpraHe, opraHeé MECTHOIO CAMOYIIPaBIECHHs CO3JAIOTCS JOKYMEHThl Ha OyMa)KHOM HOCHUTEIE,
3JIEKTPOHHBIE JOKYMEHTHI (JJOKYMEHTBI, CO3JaHHbIe B IM(pPOBOI (opMe M HMEIOLIHE CTaTyC
MOJJMHHUKA JOKYMEHTAa) W JJIEKTPOHHbBIE KOMHM JOKYMEHTOB, IOJY4YEHHbIE B pE3yJbTaTe
ouu(poBKU (HaIIpUMep, CKAHUPOBAHHUS) TOKYMEHTOB Ha OyMa)KHOM HOCHTEIIE.

B C3J] rocynapcTBEHHOro opraHa, OpraHa MECTHOTO CaMOYIpaBJICHUS WJIM HWHOU
MHPOPMAIIMOHHOW CHCTEME, B KOTOPYIO BKJIFOUYAIOTCS JJICKTPOHHBIC JIOKYMEHTBI, TIpU
BU3yalI3allUU DSJICKTPOHHBIX AOKYMCHTOB M HX BOCIIPOU3BCACHHWH Ha 6YMa)KHOM HOCHUTCIIC
JOJDKHBI  BOCIIPOU3BOJMTHCS  PEKBH3HTHI, 00s3aTelIbHBIC JJIi COOTBETCTBYIOLIETO BHIA



AOKYMCHTA.

COJl rocymapCTBEHHOTrO OpraHa, opraHa MECTHOTO  CaMOYIIPaBJIEHUS  MOJXKET
MOJICPIKUBATh PYHKIIUIO CO3JIaHHS AJIEKTPOHHBIX TOKYMEHTOB.

B coorBerctBun ¢ n. 2.8 IlpaBui nenonpousBOACTBAa NPU CO3JAHUM 3JIEKTPOHHBIX
JOKYMEHTOB, HCIOJb3YIOTCS 3JIEKTPOHHbIE LIA0NIOHBI OJAHKOB M 3JEKTPOHHBIE NIA0JIOHbI
(yauduuupoBanusie (HOpMbl) JOKYMEHTOB [§], B TOM 4YmMCle, HHTEPaKTHBHbIE [9], KOTOpBIE 1O
COCTaBY PEKBU3UTOB JIOKYMEHTOB JOJDKHBI OBITh HAECHTHUYHBI JIOKYMEHTaM Ha OyMa)KHOM
HOcHUTeNe. DIEKTPOHHbIE MIa0JIOHBI OJAHKOB M 3JEKTPOHHBIC IMIA0JIOHBI TOKYMEHTOB JIOJKHBI
OBITH 3aLUIIEHBI OT HECAHKIIMOHUPOBAHHbBIX U3MEHEHUH.

DJeKTpOHHBIE MA0IOHBI OJAHKOB M 3JIEKTPOHHBIE IM1Aa0J0HbI (YHUPHUIIMPOBAHHBIE (OPMBI)
JOKYMEHTOB BKIIOYAIOTCS B HCTPYKIHIO TIO JIEIOTPOU3BOICTBY WIIH YTBEPIKAAIOTCS OTIEIBHO
B BUJI€ aIb0OMa 11a0JI0HOB OJaHKOB U a0JI0HOB (YHU(DUIIMPOBAHHBIX ()OPM) JOKYMEHTOB.

3.3.2. braHku JOKyMEHTOB

JIOKyMEHTBI TOCYAapCTBEHHOTO OpraHa, OpraHa MECTHOT'O CaMOYIpPaBJICHUs Ha OyMaKHOM
HOCHTEJIE U3rOoTaBlIMBalOTCA Ha OnaHkax ¢opmarta A4 (210 x 297 mm) unu AS (148 x 210 mm),
npu HEoOXOAMMOCTM MOTYT UCHONb30BaThest Onanku Qopmara A3 (297 x 420 wmwm).
DJEeKTpOHHBIE JIOKYMEHTbl M3TOTAaBIMBAIOTCS HA OCHOBE JJIEKTPOHHBIX IIAOJOHOB M JIOJKHBI
MMETb YCTAaHOBJICHHBIM COCTAaB PEKBU3HUTOB, UX PAaCIIONIOKEHHE U 0hopMIICHHE.

bmankn JOKYMCHTOB U3IrOTAaBJIMBAKOTCA:

— B (pemepanbHBIX OpraHax rocyJapCTBEHHOW BJIACTH M MHBIX (peiepalibHbIX OpraHax ¢
BocnpousBeneHneM [ocymapctBeHHoro repda Poccwmiickoii denepanm B COOTBETCTBHH C
denepanbHbBIM  KOHCTUTYLHIMOHHBIM 3akoHOM oT 25 paekabps 2000 roma Ne 2-OK3 «O
INocynapctBennom repoe Poccuiickoit @enepanum» [10];

— B TOCYJIapCTBEHHBIX Oopranax cyownektoB Poccuiickoit @enepanyu ¢ BOCIPOU3BEICHUEM
repba (repaimbandeckoro 3Haka) cyowbekra Poccuiickoit @enepanmuu B COOTBETCTBHU C
3aKOHOJIATEILCTBOM CyOBeKkTOB Poccuiickoit denepanuu;

— B OpraHaXx MECTHOI'O CaMOYIIpaBJICHUSA — C BOCIIPOU3BECICHUCM rep6a (repanbzmqecxoro
3HaKa) oprada MECTHOI0 CaMOYIpPaBJICHHA B COOTBCTCTBHU C MYHUIMIIAJILHBIMH IPABOBBIMH
aKTaMu.

Wsrorosnenne 01aHKOB Ha OyMa)KHOM HOCHTEJE C BOCHPOHM3BEIeHUEM | ocy1apcTBEHHOTO
repba Poccuiickoii ®Denepanuu  OCYyHIECTBISIETCSI B COOTBETCTBHH C IOCTAaHOBJICHHUEM
[IpaBurensctBa Poccuiickoit deneparuu ot 27 nekadbps 1995 roga Ne 1268 [11].

UzroroBnenne mneyaTel M OJaHKOB C BOCHpOU3BeAeHHEM [ocynapcTBEHHOro repba
Poccuiickoii @enepanun, repda (repanbaudeckoro 3Haka) cyowekta Poccuiickoit denepanumy,
repOa (TepajapbAUYeCcKOro 3HaKa) OpraHa MYHHUIIMIAIHHOTO OO0pa3oBaHWs OCYIIECTBISECTCS IO
3aKa3aM rocy/1apCTBEHHOIO OpraHa, OpraHa MECTHOTO CaMOYTIPaBIICHHUS.

Cornacao nmyHkTy 2.6 [IpaBun nenonpoun3BoacTBa OJaHKU JOKYMEHTOB TOCYAapCTBEHHOTO
Oprasa, opraHa MeCTHOTO CaMOYTIpaBJiIeHUs pa3pabaThIBAIOTCS B COOTBETCTBUH C TPEOOBAHUSMU,
YCTaHOBJIEHHBbIMU HalMoHanbHbIM cTaHzaproM 'OCT P 7.0.97-2016 [12] u yTBepknatorcs B
coctaBe HCTPYKIIMU TIO JENIONPOU3BOACTBY MIIH B BHJIE KOMILIEKTa (albOoMa) OJIaHKOB.

bnaHky KOHKpETHBIX BUAOB NOKyMeHTOB (OnmaHk [Ipukasza, 6maHK pacropsiKeHus, OJaHK
MIOCTAHOBJICHUS M JIP.) U3TOTABIMBAIOTCS JJIsl TEX BUAOB JOKYMEHTOB, N3aHUE KOTOPBIX HOCHUT



peryisipHbIi Xapaktep. bilaHku JOKYMEHTOB CielyeT W3rOoTaBlIMBaTh Ha Oenoil Oymare wiu
Oymare CBETJIBIX TOHOB.

B UHcTpykumu no AeI0npou3BOICTBY L€1ec000pa3HO yCTaHOBUTH:

— MOPSIIOK pa3pabOTKU, M3TOTOBIICHUS W BBEJCHHS B JICHCTBHE OJAHKOB JOKYMEHTOB
roCyIapCTBEHHOI'O OpraHa, OpraHa MECTHOI'O CaMOYIIPABJICHUS,

— BHJIBI OJIaHKOB;

— TpeOOBaHUS K U3TOTOBJIEHUIO OJIAHKOB;

— B HEOOXOAMMBIX CITy4asX HOPsIOK y4yeTa OJaHKOB.

I'OCT P 7.0.97-2016 ycranaBnuBaeT TpHu BUJa OJIaHKOB TOKyMeHTOB [13]:
— o0ImMH OJIaHK;

— OJIaHK MMHCHMa;

— OJIaHK KOHKPETHOTO BUJA JOKYMEHTA.

OOmmii OyaHK TOCYIapCTBEHHOTO OpraHa, opraHa MECTHOTO camoyrpaBieHus [14]
BkuitouaeT pekBusuThl: 01 «I'ep6 (I'ocymapctBennsiii repd Poccuiickoit denepanuu, repbd
cyorekta Poccuiickoit  @enmepanmm, TepO (repaidbAWUecKWil 3HAK) MYHHIIHITAJHLHOTO
obpazoBanus)», 05 «HaumeHoBaHue opraHmzalum — aBTOpa JOKyMeHTay; 13 «Mecto
COCTaBJICHUS (U3/1aHUs) TOKYMEHTAY.

Ecnu oOmmii 651aHK MCHOJIB3yeTcs Kak OJaHK CTPYKTYPHOTO MOJpa3JeieHHs] WM OJaHK
JOJDKHOCTHOTO  JIMIIA, JIOMOJHUTEIBHO  yKa3biBaerca pekBusutr 06 «HaumenoBanue
CTPYKTYpPHOTO TOJpa3/AeTCHUs — aBTOpa TOKyMEHTa» WM, cOOTBeTCTBeHHO, 07 «HanmeHnoBanue
JOJLKHOCTH JIMLA — aBTOpPA JOKYMEHTAY.

Kpome nepeuncineHHbIX peKBU3UTOB, Ha 001IeM OJIaHKe MPOCTABIISIFOTCS OTPAaHUYUTETHHBIC
oTMeTKHu n7si pekBU3UTOB 10 «/laTta nmokymenTta»; 11 «PeructpalluOHHBIII HOMEp JOKYMEHTay;
16 «I'pud yTBepkaeHHs TOKYMEHTa»; 17 «3aroioBOK K TEKCTY».

OOumii OnaHK HCHOJB3YETCS A M3TOTOBJIECHUS JIOOBIX BUAOB JOKYMEHTOB, KpOMeE
JIeJI0BOTO (CIIy’EOHOT0) MUChMA.

bnaHk nucbMa rocyapcTBEHHOIO OpraHa, OpraHa MECTHOI'O CaMOYINpaBJIEHUsS BKIIOYAET
pexBusuthl: 01 «I'epd (I'ocynmapctBennsiii repd Poccuiickoit ®eneparun, repd cyObekTa
Poccuiickoit ®denepanun, repd (repaabIuvecKuil 3HAK) MYHHIIMIAIBHOTO 0OpazoBaHus)», 05
«HauMeHoBaHue opraHuzanuu — aBTopa JokyMeHTa»; 08 «CnopaBouHble JaHHBIE 00
OpraHu3aluy», a TAKKEe OrpaHUYMTEIbHbIE OTMETKH AJ1s1 pekBU3UTOB 10 «Jlata nokymenray; 11
«PeructpannoHsslii HoMep n0oKymMeHTa»; 12 «Ccblika Ha pPErucTpallMOHHBIE HOMEp U JaTy
MOCTYIMBIIIETO JOKYMEeHTa»; 15 «Anpecary.

B Onankax muceM CTPYKTYpHBIX MOJpa3[elieHU TOCYAapCTBEHHOIO OpraHa, opraHa
MCCTHOI'0O CaMOYIIPaBJIICHUSA OOIOJHHUTCIBHO K IEPCUHUCICHHBIM MCIIOJIB3YCTCA PEKBU3BUT 06
«HaumeHOBaHME CTPYKTYPHOTO IMOJpa3/eieHUs — aBTOpa JOKyMEHTa», a B OJIaHKaX MHUCEM
JOJDKHOCTHBIX JIMI — peKBU3UT 07 «HaumeHoBaHME NOKHOCTH JINLA — aBTOPA JOKYMEHTA.

brank KOHKpeTHOro BHJa JOKYMEHTa TIOCYJapCTBEHHOIO OpraHa, oOpraHa MECTHOIO
camoynpasieHuss BkiatouyaeT pekBu3uThl: 01 «I'epd (I'ocymapctBenHblii repd Poccuiickoii
Oenepanu, T1epd cyOwbekta Poccuiickoit ®epepanuu, repd (repanbIWYecKUil  3HAK)



MYHUIIUNAIBHOTO 0o0pazoBanus)», 05 «HaumeHoBaHue opranuzaiuu — aBTopa JoKymMeHTa»; 09
«HanmenoBanue Buaa JOKyMeHTa», 13 «MecTo cocTaBieHUs (M3IaHMsI) JOKYMEHTa», a TaKKe
OTrpaHUYMUTENIbHBIE OTMETKM i pekBu3uToB 10 «/lata mokymenta»; 11 «PerucrpanrioHHBbIN
HOMEp AOKyMeHTa»; 16 «'pud yTBep:kaeHus ToKyMeHTa»; 17 «3aroioBoK K TEKCTY».

Ecnu B rocynapCTBEHHOM OpraHe, OpraHe MECTHOIO CaMOYIPABIEHUS MCHOJb3YyeTCs
OJJaHK KOHKPETHOTO BHJIa JIOKyMEHTa CTPYKTYPHOTO TMOJpa3felieHus (IOJKHOCTHOTO JIWIA), B
ONmaHK  JOMOJNHUTENbHO BKiIouaercss pekBm3uUT (06 «HammeHoBaHHME  CTPYKTYpHOTO
MOApa3eNieHnus — aBTOpa JOKYMEHTa», UM, COOTBETCTBEHHO, — PeKBU3UT 06 «HammeHoBaHue
JOJKHOCTH JIMLA — aBTOPa JJOKYMEHTA.

B 3aBucumMocTH OT KOMIIETEHIIUH ToCydapCTBECHHOI'O OpraHa, oOpraHa MCECTHOI'O
CaMOYyIIpaBJICHUA U TOJTHOMOYHH PYKOBOJUTEIA MOXKET OBITE npeaAyCMOTPEHO HCIIOJIB30BaHUC
CJICOAYIOIUX BUI0OB 0JIaHKOB AOKYMCHTOB!

— Omank IIpukasa;

— OnaHK ykasa;

— OJIaHK ITOCTAaHOBIICHUSI;
— OJIaHK pacropsKeHUs;
— OJIaHK yKa3aHHS;

— OJaHK MpOTOKOJda (KOJUIETHH, COBEUIATEIBHOTO, KOOPAMHAIMOHHOTO, METOJAUYECKOTO
oprasa);

— ONaHK MUChMa TOCYydapCTBCHHOT'O OpraHa, OpraHa MECTHOTO CaMOYIIPAaBJICHUSA

— OJaHK NUCbMA JOJDKHOCTHOIO JMIA (PYKOBOIUTENS, 3aMECTUTENS PYKOBOIUTEIS
rOCyJJapCTBEHHOT'O OpraHa, opraHa MECTHOT'O CaMOYIIPaBIICHHS);

— OJlaHK THCbMa CTPYKTYPHOI'O MOAPAa3/eieHUsl TOCYJapCTBEHHOI'O OpraHa, OpraHa
MECTHOI'O CaMOYIIPaBIICHUS;

— OllaHK MHChMa TOCYAApCTBEHHOTO OpraHa, OpraHa MECTHOTO CAaMOYMPAaBICHHS s
MEPENUCKH C 3apyOS)KHBIMH KOPPECTIOH/ICHTAMH,

— OnmaHK (1) pe30IOLHIA;

— OJJaHKM WHBIX BHJIOB IOKYMEHTOB (TIOpYYEHHI, aKTOB, MIPEAYIIPEKACHUH, pa3pelieHuii 1
Ip.), W3JAaHUE KOTOPBIX IPEIyCMOTPEHO IOJIOKEHUSIMH, pErJIaMeHTaMd M HHBIMHU
HOPMAaTUBHBIMM aKTaMH{ IOCYAapCTBEHHOI'O OpraHa, opraHa MECTHOTO CAMOYIIPaBJICHMUS).

bnanku JOKYMEHTOB TrOCYJapCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYNpaBICHHS
pa3pabaTbIBalOTCS Ha OCHOBE YIJIOBOTO MJIM TIPOJOJBHOIO BapHaHTa PpacCIOJIOKEHUS
PEKBU3HUTOB: MPHU YTIOBOM BapuaHTE PEKBU3UTHI OJIaHKA PacroyaraloTcs B BEPXHEM JIEBOM YIITy
B coorBeTcTBUM c mpuwioxkeHuemM b.l x ['OCT P 7.0.97-2016, npu mnpogoibHOM —
BBIPABHMBAIOTCS 0 LIEHTPY BAOJIb BEPXHETO MOJIS JOKYMEHTAa B COOTBETCTBUH C MPUITIOKEHUEM

b2k I'OCT P 7.0.97-2016.

bonbmias 4vacte pekBU3UTOB OylaHKa pasMeniaerca B paboyeil 30HE JOKYMEHTa.
Uckmouenne cocraBisier pekBu3uT 01 «l'epd ([ocymapctBennblii 1epd Poccuiickoit
Oenepanun, r1ep0d cyoOwekra Poccuiickoit ®eneparuu, repd (repadbIUYeCKUd  3HAK)
MYHUIUNAIBHOIO  00pa3oBaHuUs)», KOTOPbIM  pacnosiaraercs  Haj — pekBu3urom 05



«HauMeHoBaHME OpraHu3alud — aBTOpa JOKYMEHTa», YaCTUYHO 3aXBaThIBas 4acTh BEPXHETO
moJst TokyMeHTa (e 6omee 10 mm).

B rocymapcTBeHHBIX OpraHax, OpraHax MECTHOTO CaMOYIpPaBJIeHHUS CyOBbEKTOB
Poccuiickoit @enepanny, UCHOAB3YIOMMX HApPsIAy C PYCCKUM S3BIKOM I'OCYJApCTBEHHBIN S3BIK
(rocynapcTBeHHBIE S3bIKM) pecnyOiauk B coctaBe Poccuiickoit denepanyu, UCHIONb3YIOTCS
OJTaHKHM JOKYMEHTOB Ha PYCCKOM SI3BIKE€ M TOCYAAPCTBEHHOM S3BIKE (TOCYNAapPCTBEHHBIX S3BIKAX )
pecny0nuk B coctaBe Poccuiickoit denepannu: yrioBsle (peKBU3UTHI GJIaHKA PACHOIAraroTcs Ha
OJIHOM YpOBHE: Ha PYCCKOM SI3bIKE€ — CJIEBA, HAa TOCYAApCTBEHHOM Ss3bIKE€ (TOCYJIapCTBEHHBIX
A3bIKax) pecnyOiauk B coctaBe Poccuiickoit ®enepauuu — crnpaBa) WIM NPOAOJIbHBIE (BCe
PEKBU3UTH OJIaHKa Ha pPYCCKOM S3bIKE — BBEpXY, HHXKE — BCE PEKBHU3UTHI OJlaHKa Ha
rOCYJapCTBEHHOM si3blke (IOCYJapCTBEHHBIX fA3bIKaxX) peclnyOnuk B cocTaBe Poccuiickoit
denepanun).

Jl1g nepenucku ¢ MHOCTPAHHBIMH KOPPECIIOHJEHTAMH I'OCYNapCTBEHHbBIE OPTaHbl, OPraHbl
MECTHOTO CaMOYTIPaBJICHUs] MOTYT HCIIOJIb30BAaTh YIJIOBBIE OJIAHKHA JTOKYMEHTOB Ha PYCCKOM
A3bIKE U OJJHOM U3 MHOCTPAHHBIX SI3bIKOB (PEKBU3UTHI OJIaHKA PAcIoaratoTcs Ha OJJHOM YPOBHE:
Ha PYCCKOM $I3bIKE — CJIEBA, HA OJHOM M3 MHOCTPAHHBIX SI3bIKOB — CIIpaBa) WJIM IMPOJOJIbHBIE
(pexBU3UTHI OJIaHKa Ha PYCCKOM SI3bIKE€ — CBEPXY, HMKE — PEKBM3HUTHI OJlaHKa Ha OJHOM M3
MHOCTPaHHBIX SI3bIKOB). OOpa3ubl OJaHKOB JOKYMEHTOB TOCYIApCTBEHHBIX OPIaHOB, OPraHOB
MECTHOI'O CaMOYIIPABJICHUs IPHUBENEHbI B NpuwIokeHHH Ne 2 k HactosmmM MeTonudecKkum
PEKOMEHIALUSAM.

Cnyxba  nelonpou3BOACTBA  TOCYJAapCTBEHHOIO  OpraHa,  OpraHa  MECTHOTO
caMOyTpaBlieHUs BIIpaBE BECTH yUeT MCIOIB30BaHUs ONaHKOB. B aToM ciywyae B MHCTpykuuu
IO JIeJIONPOU3BO/ICTBY YCTAHABINBAIOTCS:

— monpaszaenenue (pabOTHUK), OTBEYAIOIINN 32 BEACHHE y4eTa HCIOIb30BaHMs OIaHKOB
JIOKYMEHTOB;

— ¢opma xypHasIa yyeta 0JaHKOB;

— IMOPAAOK BblAa4Un OJIaHKOB B CTPYKTYPHBIC IMOAPA3ACIICHUSA I'OCYJapCTBCHHOI'O OpraHa,
opraHa MECTHOI'O CaMOYIIpaBJICHHA, BO3BpaTa U YHUYTOXKCHUA UCIIOPYCHHBIX 0JIaHKOB.

3.3.3. O6mue Tpe6OBaHMA K M3TOTOBJICHHIO JOKYMEHTOB

WMucTpyknmen 1o IeNonpoM3BOACTBY TI'OCYJAPCTBEHHOIO OpraHa, OpraHa MECTHOTO
CaMOYIIpaBJICHHUs YCTaHABIUBAIOTCS pa3Mepbl CIy)KeOHBIX IOJIed Ha JOKyMEHTE, IpaBHia
HyMepaluH CTpaHMIl JOKYMEHTa, TapHUTYypa (FapHUTYpPHI) LIPUPTOB, MEKCTPOUHBIE UHTEPBAJIbI
U JIpyrre 0COOEHHOCTH BHEUIHET0 0(POPMIICHHS JOKYMEHTA.

B cootserctBuun ¢ 'OCT P 7.0.97-2016 ciry>xeOHbIe 1OJIsE HAa JOKYMEHTE JIOJDKHBI OBITh HE
Menee [15]:

— 20 MM — JIEBOE;

— 20 MM — BepxHeg;
— 20 MM — HIKHEE;
— 10 MM — ipaBoe.

B mpoekTtax 3akoHOMATEIBHBIX aKTOB, akTOB [Ipe3nnenta Poccuiickoit deneparuu (ykazoB
u pacnopsbkenuit), aktoB IlpaButensctBa Poccuiickoit ®enepanuu (IOCTaHOBIEHUH U



pacmopsHKeHUI) yCTaHABIUBAIOTCS TOJIS, B COOTBETCTBUHU C MOPSIKOM MOJATOTOBKH yKa3aHHBIX
akToB (cM. pazzaen 3.3.5.).

WucTpyKiMel Mo JAeNOonpoOu3BOJACTBY MOXKET OBITh MPEAYyCMOTpPEHAa BO3MOXKHOCTH
CO37aHUsl JOKYMEHTOB Ha JIMIIEBOM M OOOpOTHOW cTopoHax mucta. llpu nBycTopoHHEM
CO3/1aHUU JOKYMEHTOB IIMpPUHA JIEBOTO IOJIA Ha JTUIEBOM CTOPOHE JIUCTA M MPABOBOTO MOJS HA
00OpOTHOM CTOPOHE JINCTA JOKHEI OBITh PABHBI.

[lpr co3maHuu JOKyMEHTa Ha JBYX W 0o0jee CTpaHUIAX BTOPYIO W IOCIEIYHOIINE
CTpaHMIIBI HyMEpYIOT apabCcKuMu IdpamMu MocepeIuHe BEPXHETO MO JIMCTa 0e3 KaKuX-JIn00
JOTIOJTHUTENBHBIX 3HAKOB (THpE, AehUCOB: — 3 -) HIIH CIIOB «C.», «CTP.» (CTpaHHUIIA).

I'OCT P 7.0.97-2016 ycrtaHoBieHO, 4YTO MJIs CO3JaHUS JIOKYMEHTOB HEOOXOJIUMO
WCIIOJIh30BaTh CBOOOHO pacmpocTpaHseMble OecruiatHbie mpudTel pazmepoB Ne 12, 13, 14 [16].
310 NOKEH ObITh HWPUQT, SBIAIOUIMHACA METPUUECKUM aHaJOroM TapHUTYpel Times Neew
RomaNe, oOnagaromuii crneAyroluMu XapakTepucTukamu: mpudt ¢ 3aceukamu (serif),
NPONOPLHUOHATIBHBIN, TPAJUIIMOHHOTO HaYepTaHUs, AeI0BOro cTuis. [Ipu coctaBieHnn Tabiui
MOTYT Hcrosib3oBaTbes mpudter Ne 10, 11, 12.

Hcnonb3yemast U1t CO3/1aHUs TOKYMEHTOB F'apHUTYpa IIpU(Ta JOIKHA:

— peanu30BBIBaTh HA0OOP CUMBOJIOB JIATUHCKOTO WM KUPWLINYECKOTO aja(aBUTOB, a TAKKE
an(haBUTOB TOCYAAPCTBEHHBIX SI3BIKOB pecnyOnuk B coctaBe Poccuiickoit denepanuu U WHBIX
SI3BIKOB Hapo10B Poccuiickoit denepaiinu, onpeaenseMblx 3aKOHOAATEIbCTBOM pecityOnuk [17];

— pacIpoCTpaHATbCA MPaBOOOJIAAATEIeM Ha OCHOBE MPOCTON (HEHCKIIIOUUTEIbHOM)
JIMIIEH3MH, COOTBETCTBYIOLIECH TpeboBaHMAM 3aKoHojaaTenbcTBa Poccuiickoir ®expepauuu u
IIPEJOCTABIIAONIE HEOrPaHUYEHHOMY KpyTy JIUI] Ha O€3BO3ME3HOW OCHOBE Ha BECh CPOK
NEWCTBUSL HUCKIIOYUTEIBHBIX TIpaB Ha TapHUTYpbl IIPU(TOB NpaBa Ha HCIOJIb30BaHMUE,
pacnpocTpaHeHHe, BOCIIPOU3BeIeHnEe U MOJU(UKALIMIO TAPHUTYP MIPU(TOB HA BCEH TEPPUTOPUHN
Poccuiickoii @enepanuu 0e3 Kakux-11u00 orpaHUYCHUN.

[Ipn nmoAroroBke TEKCTOB JOKYMEHTOB HCIOJIb3YETCs ab3alHbI OTCTYII, paBHbIN 1,25 cM.
3aroJ0BKM pa3zesioB M MOJAPA3/EioB MeYaTaroTcs ¢ a03alHbIM OTCTYIIOM WJIM BBIPAaBHUBAIOTCS
0 LIEHTPY.

AG3a1HbIil OTCTYN HMCNOJIB3yeTCS TOJIBKO IPU M3rOTOBJICHMM TEKCTa JOKYMEHTa, HO HE
npuMeHsieTcss Tpu O(QOPMIICHUH PEKBU3UTOB. PEKBU3WTBHI JOKYMEHTA: 3arojloBOK K TEKCTY
(odopmiseMblii cieBa MOJ PEKBU3UTaMU OJlaHKa), OTMETKA O MPUJIOKEHUH, HOAMNHUCh, OTMETKA
00 HCIIONHUTENE), a TAKXKe 3aKIIOUUTENbHas dTHKETHas (pasa «C yBaKeHHEM,» MEUaTArOTCA
HEIOCPEACTBEHHO OT I'PaHUIIbI JIEBOTO MOJIA.

Tekcr nokymenrta, B coorBerctBuu ¢ ['OCT P 7.0.97-2016, neuaraercs yepe3 1 — 1,5
MEXKCTpPOUHBIX WHTepBaia [18]. DTo o3Hawaer, YTO TPH COCTABIECHWU JOKYMEHTOB MOXKET
UCIIONIb30BAThCS MEKCTPOYHBINH uHTepBan (mpoben) ot omgHoro mo 1,5. Ilpu moaroroBke
JIOKyMEHTOB B TEKCTOBOM PEIAKTOPE MEKCTPOUHBINA MPOOEIT MOKET OBITh YCTAHOBJICH B PEXKUME
«MHOXUTENBY» U U3MEPITHCS BETUYMHAMU B ITPOMEXyTKe oT 1 110 1,5.

MHOFOCTpO'—IHBIe PEKBU3UTHI II€HATAOTCA 4YCPE3 OAUH MG)I(CTquHBIfI HWHTEPpBAJ,
COCTAaBHBIC YAaCTH PECKBU3UTOB [19] OTACIOTCA JOIIOJHUTCIIbHBIM MHTCPBAJIOM.

Ecimu AOKYMCHT I'OTOBHUTCA IJId U3JaHUA C YMCHBIICHUCM MaCH_ITa6a, TCKCT IICYATaACTCA
qcpe3 2 MCXKCTPOUYHBIX MHTCPBAJIA.

WutepBan mexay OykBaMH B CIIOBaxX — OOBIUHBIA, WHTEPBAI MEXIY CIOBAMU — OJMH



mpoben [20].

CobmroieHue JaHHBIX MOJIOKEHUH 00ecrieunBaeT 3proHOMUYHOCTh IIPU paboTe C TEKCTOM
JTOKyMEHTA.

3H€KTpOHHbIe AOKYMCHTHI I'OCYJapCTBCHHOT'O OpraHa, opraHa MECTHOI'O CaMOYITPaBJICHUA
JOJIDKHBI CO3JaBaTbCid B (bOpMaTaX, O6€CH€'~II/IBaI-OH_[I/IX AYTCHTUYHOCTh, OOCTOBCPHOCTD,
HEJIOCTHOCTDb U HCUSMCHHOCTD 3JICKTPOHHBIX JOKYMCHTOB, IPUTI'OAHOCTD UX IAJId UCIIOJIB30BAHUA.

[IporpamMmMHoOe oOecriedeHHe TEKCTOBBIX M TaOJUYHBIX PEIAKTOPOB, HUCIOJIb3YEMBbIX IS
CO3JIaHMs, PEJAKTUPOBAHUS U COXPAHEHUS TOKYMEHTOB, JOJDKHO obecrieunBath [21]:

— CO3JIaHUE D3JICKTPOHHBIX TEKCTOBBIX JIOKYMEHTOB, B TOM umcie B (opmarax OpelNe
DocumeNet Format u Office OpeNe XML (OOXML, DOCX);

— OTKPBITHE CYIIECTBYIOIINX JJIEKTPOHHBIX TEKCTOBBIX JOKYMEHTOB, B TOM YHCIIEC B
dhopmatax OpeNe DocumeNet Format u Office OpeNe XML (OOXML, DOCX);

— COXpaHEHHUE JIIEKTPOHHOTO TEKCTOBOTO JTOKYMEHTa B (opmarax, MOAIEp>KUBAEMbIX
mporpaMMHBIM oOecrnieueHreM, B ToM yucie B ¢dopmarax OpeNe DocumelNet Format, Office
OpeNe XML (OOXML, DOCX) u Portable DocumeNet Format (PDF);

— CO3JIaHME HOBBIX JJIEKTPOHHBIX TAOJIMYHBIX JOKYMEHTOB, B TOM YHCIe B (popmarax
OpeNe DocumeNet Format u Office OpeNe XML (OOXML, XLSX);

— OTKPBITHE CYIIECTBYIOMIMX JJIGKTPOHHBIX TAOIWYHBIX JTOKYMEHTOB, B TOM 4HCIE B
dbopmatax OpeNe DocumeNet Format u Office OpeNe XML (OOXML, XLSX);

— COXpaHeHHe TabmuIl B (popMaTax, MOJIEPKUBAEMBIX MPOTPAMMHBIM 0OeCrieueHHEM, B
toMm umucie B gopmatax OpeNe DocumeNet Format, Office OpeNe XML (OOXML, XLSX) u
Portable DocumeNet Format (PDF).

ITporpammuOe oOecrieueHue, UCIOIb3yeMOe sl CO3JIaHMs AIICKTPOHHBIX TOKYMEHTOB B
¢dopmare Portable DocumeNet Format (PDF).

@Daiinibl ANMEKTPOHHBIX JIOKYMEHTOB M JJICKTPOHHBIX KOMUU JOKYMEHTOB, TEepeaaBacMbIX
nocpeactsoM M3JIO, ¢ BHEAPEHHBIMH IpapUUECKUMU 3JIEMEHTAMH PETUCTPALIMOHHBIX JaHHBIX
(maTel MOKYMEHTa W PETHCTPAIlMOHHOTO HOMEpa JOKYMEHTa) M OTMETOK 00 3JICKTPOHHOU
MOAMHKCH JT0DKHBI uMeTh (hopmat PDF/A-1 [22].

ONEKTPOHHBIE JOKYMEHTBI, CO3[aBa€Mble B TOCYJapCTBEHHOM OpraHe, COCTOST W3
KOHTEHTa (CoJlepKaHusl) U MeTaJaHHbIX [23].

OO0s3aTenbHON COCTABHOM 4YacThlO METAaJ@aHHBIX SBIAIOTCSA JaHHbIE, (PUKcHpyemble B
AJIEKTPOHHOM PETUCTPALlMOHHOM KapTouke JoKyMeHTa (fanee — DPK).

3.3.4. OdopMiieHHE PEKBU3UTOB JOKYMEHTOB

[IpaBunamu nenmompousBonacTBa (MyHKT 2.7.) YCTaHOBIEHO, YTO COCTaB PEKBU3UTOB
JOKYMEHTOB, CO3/1aBa€MbIX B TOCYJAapCTBEHHOM OpraHe, OpraHe MECTHOI'O CaMOYyIpaBleHUS,
npaBwia WX O(GOpMIIEHHUS, pa3Mephl CIIy)KEOHBIX TOJeH Ha JOKyMEHTe W TpeOOBaHUS K
CO3/IaHHI0  JOKYMEHTOB  YCTaHAaBJIMBAIOTCS  WMHCTPYKIHMEH 1O  JIEJIOMPOU3BOJCTBY
roCyJapCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIIPABJICHHS B COOTBETCTBUU C TOJIOKEHUSIMHU
I'OCT P 7.0.97-2016.



[lepeueHb pEKBU3UTOB, HCIOJNB3YEMBIX IPU MOATOTOBKE JOKYMEHTOB, OIpEAENICH B
paszaene 4 cranmapra:

01 — rep6 (I'ocynapctBennsiit repd Poccuiickoii @enepanuu, repd cyobekra Poccuiickoii
®denepanyn, rep0d (repaibIMYeCKUil 3HaK) MyHHUIHITATLHOTO 00pazoBanus); [b] [24]

02 — smbnema; [B]

03 — ToBapHbIii 3HaK (3HaK 0OcmykuBaHus); [b] [25]

04 — xox hopMBI TOKYMEHTA,

05 — HauMeHOBaHKME OpraHU3allui — aBTOpa TIOKyMeHTa; [b]

06 — HauMeHOBaHUE CTPYKTYPHOTO MOJApa3/IeJICHUsI — aBTOpa JOKyMeHTa;[b|
07 — HauMeHOBaHME JOJKHOCTH JIMLA — aBTOpa AOKyMeHTa; [B]
08 — cipaBouHbIe 1aHHBIE 00 Opranu3amuy; [b]

09 — HaumeHOBaHUE BUJIA JOKYMEHTa; [B]

10 — nata nokymeHTa; [<]

11 — perucTpanmoHHbI HOMEp JOKYMEHTa; [<]

12 — ccblIka Ha perucTpalMoOHHBIM HOMEpP U 1aTy NOCTYIMBILETO IOKYMEHTa; [<]
13 — MecTo cocraBneHus (U3Aanus) J0KyMeHTa; [b]

14 — rpu¢ orpaHuueHus AOCTyMa K JOKYMEHTY;

15 — anpecar;

16 — rpud yTBEp>KIAEHUS TOKYMEHTA;

17 — 3aroinoBOK K TEKCTY;

18 — TEKCT JOKYMEHTA;

19 — oT™MeTKa 0 NPUITOKEHHH;

20 — rpud cornacoBaHus TOKYMEHTA;

21 — Bu3a;

22 — NOMINCE;

23 — oTMeTKa 00 AJIEKTPOHHOM MOIHCH;

24 — meyarts;

25 — oTrMeTKa 00 UCIOIHUTEIIE,

26 — oTMETKa O 3aBEPEHUU KOIUU;

27 — OTMETKA O MOCTYINNICHUU NOKYMCHTA,



28 — pe3omtonus;
29 — oTMeTKa 0 KOHTPOJIE;
30 — oTMeTKa O HanpaBJIeHUH JOKYMEHTA B JEJO0.

JlokyMeHTBI, co3faBaeMble (QelnepaibHbIM OpPraHOM HMCIIOJHUTEIbHON BIAacTH, HMEIOT
CTaOWJIBHBIN COCTAaB PEKBU3UTOB, UX PACIIONOKEHHE U OQPOPMIICHHUE.

Cocrasn PEKBU3UTOB KOHKPETHOTO JOKYMCHTA OIIPEACIACTCA €TI0 BUJOM U HA3HAYCHUECM.

Kpome nepeuncieHHbIX peKBU3UTOB, IIPH MOJITOTOBKE JOKYMEHTOB U B Ipoliecce paboThl ¢
JOKYMEHTaMH MOTYT HCIIOJIb30BAaTbCS JIPYTHME€ PEKBHU3UTHI, OTMETKH, Hampumep: «CpouHO»,
«OnepaTtuBHO», «I[lonnexur Bo3BpaTy» H 1Ip.

[Ipu nonroroBke pasnena WHCTpyKUMH MO J1€JIONPOU3BOJCTBY, YCTaHABIMBAIOIIETO
NopsI0K 0hOPMIICHUSI PEKBU3UTOB JOKYMEHTOB, PEKOMEHJIyeTCS OCHOBbIBaThcs Ha IlpaBmimax
oopMIIeHHs PEKBU3UTOB JOKYMEHTOB B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO
camoynpasinenus (IIpunoxenne Ne 3 k HacToAmMM MeTOAMUECKUM PEKOMEHIALIUAM).

3.3.5. [Ipomeaypa NOATOTOBKA AOKYMEHTA

B coorBerctBuM ¢ myHkToM 2.9 IlpaBun aenonpou3BOJACTBa MPOEKTHI JOKYMEHTOB,
MOATOTOBJICHHBIX TOCY/IapPCTBEHHBIM OPTaHOM, OPTAaHOM MECTHOTO CaMOYTPABJICHHUS, MOIJICKAT
cornacoBanuto [26]. CocraB JAOMKHOCTHBIX JIMI, COTJACYIOUIUX MPOEKT JOKYMEHTAa,
OTIPEIEISAETCS CTPYKTYPHBIM TIOJIpa3IeIICHUEM — UCTIOTHUTEIICM.

CornacoBaHue MNpOEKTa JOKYMEHTa B TOCYJapCTBEHHOM OpraHe, OpraHe MECTHOTO
caMmoyTipaBiieHHsT OQopmIsieTcss TPUPOM corjacoBaHus (TP BHEIIHEM COTJIACOBAHWH) HITH
BU30H (TIpY BHYTPEHHEM COTJIACOBAHUH).

I'pud cormacoBanus odopmisieTcss B COOTBETCTBHM C IyHKTOM 19, a Bu3a — B
CcOOTBETCTBUU € MyHKTOM 20 npusnioxeHus Ne 3 k HacTosuM MeToIMYeCKUM PEKOMEHIAlHSIM.

Pewenne o coracoBaHuM IPOEKTa JOKYMEHTA, CO3JAHHOIO B TOCYJApCTBEHHOM OpraHe,
OpraHeé MECTHOTO CaMOYIMPABICHHUS C JAPYTMMH TOCYJAPCTBEHHBIMH OPTraHAMM, OpraHAMH
MECTHOT'O CaMOYTIpaBJICHUs, OPTaHU3ALMSIMUA MOXKET ObITh 0()OPMIIEHO MHCHMOM WIIM OTPAXKEHO
B IIPOTOKOJIE 3aCEJaHusl KOOPAMHALMOHHOTO WJIM COBEILATENBHOIO OpraHa, B 3TOM CIIy4ae B
rpude coryiacoBaHus yKa3blBaeTCsl HAMMEHOBaHHUE rOCYIapCTBEHHOIO OpraHa, opraHa MeCTHOTO
CaMOYyNpAaBJICHUs, KOOPAMHALMOHHOTO WJIM COBEINATEIBHOIO OPraHa COTJACOBABIIErO INPOEKT
JOKyMEHTa, Jara W PEerUCTPallMOHHBIN (MCXOJAIMil) HOMEep MUChbMa WM JaTa W HOMEp
IIPOTOKOJIA.

[lpy HanmMYMKM HECKOJBKUX COIJIACYIOIIMX HWHCTAaHIMHA IMpU BHEUIHEM W BHYTPEHHEM
COTJIACOBAaHUHM OTMETKH O COTJIACOBAHUU (TPUQBI COTIIACOBAHMUS, BU3bI) MOTYT OBITH OQOPMIICHBI
Ha JIUCTE COIJIACOBAHUS.

CornacoBaHue NMPOEKTOB TOKYMEHTOB MOKET IIPOBOAUTHCS B 3JEKTPOHHOM Buae B CO/I.
ITo 3aBepuieHMH NPOLEAYPHI TEKTPOHHOI'O COIJIACOBAHUS B ClIydyae, €CIU JOKYMEHT HMEET
JUINTENbHBIA CPOK XpaHeHMs (cBbllie 10 J€T) M MOIEKUT MOANUCAHUIO (YTBEP)KIEHUIO) U
HOCTEYIOEMY XPaHEHUIO0 Ha OyMa)KHOM HOCHTEIE, JIUCT COIJVIACOBAHUS, pacledaTaHHbIA M3
CO/1, mpunaraeTcs K JOKYMEHTY U COCTAaBJIIET €r0 HEOThEMIIEMYIO 4acTh. JIMCT corimacoBaHus
3aBepsieTcss nmoanuchio  paboTHuka  CiyxObl  J€ONPOU3BOACTBA  (EIONPOU3BOIUTENS
CTPYKTYPHOTO TOJpPAa3JEICHUS-UCIIONHUTENS), C yKa3aHHMeM JaaThl ero (OpMHUpPOBaHHUA U
HalMEHOBAHHUS CUCTEMBI, B KOTOPOH MTPOBOIMIIOCH 3JIEKTPOHHOE COITIACOBAHUE.



[ToaroroBneHHbIE, OKOHYATETFHO OGOPMIICHHBIE M COTJIACOBAHHBIE TPOEKTHI JOKYMEHTOB
MOAMUCHIBAIOTCS  (YTBEPXKIAIOTCS) PYKOBOAMWTENIEM TOCYJAapCTBEHHOTO OpraHa WJIA WHBIM
YIOJHOMOYEHHBIM UM JIOJDKHOCTHBIM JMIIOM. B yCTaHOBIEHHBIX 3aKOHOJATENBCTBOM CIydasx
MOJIKMCH JTOJXKHOCTHOTO JIMIA Ha JIOKYMEHTE 3aBEpSE€TCA IME4YaThi0 TOCYJApCTBEHHOTO OpraHa,
OpraHa MECTHOI'O CaMOYIPABJIEHUS.

B cootBerctBum ¢ mynkrom 2.10 IIpaBui nenaonpou3BoACTBa JOKYMEHThI Ha OyMa)kHOM
HOCUTEeNIE MOJNHMCHIBAIOTCS COOCTBEHHOPYYHOH MOJMMCHIO PYKOBOAUTENS TOCYJIAapCTBEHHOI'O
Oprasa, opraHa MECTHOTO CaMOYIIPABJICHUS WM MHOTO YIIOJHOMOYEHHOTO JOJKHOCTHOIO JIUIA.
CoOcTBeHHOpYUYHAs MOJMKUCH TOHDKHOCTHOTO JIMIAa Ha TOKYMEHTe 0(OpMIISETCSI B COOTBETCTBUU
¢ myHKToM 21 npunoxenust Ne 3 k HacTosiiiuM MeToIu4eCKUM peKOMEHIALIUSM.

DNEKTPOHHBIE JOKYMEHTHI MOJIMUCHIBAIOTCS 3JEKTPOHHOU MOJIMUCHI0 B COOTBETCTBUU C
®denepanbubiM 3akoHOM OT 11 ampemnst 2011 roga Ne 63-D3 «O0 37M€KTPOHHOW TOANKUCH» H
MHBIMM HOPMAaTUBHBIMU I1paBOBbIMU akTaMu Poccuiickoit @enepauuu [27].

B coorBerctBum ¢ myHkroMm 2.11 IlpaBui pgenmonpons3BoAcTBA Ha JOKYMEHTaX,
NOJyYaloIuX IOPUAMYECKYI0 CWIy B pe3yjbTare yTBEpXKIeHus, odopmisiercs rpud
YTBEPKIACHUS. Y TBEP)KICHHUIO TOJIeKaT HOPMAaTUBHbBIE MPABOBbIE aKThI (MIpaBUIIa, MOJOKEHUS,
MHCTPYKIIMHU, PETJIAMEHTHI U Jp.), BHyTPEHHHE HOPMATHUBHBIE aKThl IOCYAapCTBEHHOI'O OpraHa,
OpraHa MECTHOTO CaMOYTIpaBJICHUS, a TaKXKe JIOKYMEHTbl IJIUTENBbHOrO JeWUCTBUS (TUIaHBI,
IpOTrpaMMbl, OTYETHl O HUX BBIIOJHEHUHM W HEKOTOpble JApPYrHe JIOKYMEHTHI). JlOKyMEeHTHI
YTBEP>KIAIOTCS MPABOBBIM aKTOM (IIOCTaHOBJIEHHEM, yKa3oM, [Ipruka3om, pacrnopsskeHueM) Uiu
HEINOCPEACTBEHHO  PYKOBOAMTENIEM  TOCYJAapCTBEHHOIO  OpraHa, OpraHa  MeCTHOIO
CaMOYTIPABJICHUs WM WHBIM YIOJHOMOYEHHBIM MM JOJDKHOCTHBIM JIMIIOM IIOCPEICTBOM
MIPOCTaBJICHUSI COOCTBEHHOPYYHOU MOJMHCHU B TpH(e yTBEPIKICHHUS.

I'pud yrBepkaeHnss opopmIIsieTcss B COOTBETCTBHM C MYHKTOM 15 mpumoxkeHus Ne 3 k
HACTOSIIIUM MeToIMYeCKUM peKOMEHJalUsM.

[IpumepHBIil nepedyeHb yTBEp)KIAEMbIX JTOKYMEHTOB IIPHUBEAEH B IpuiokeHHn Ne 4 k
MeToau4ecKuM peKOMEHAALHSAM.

B cootBerctBuu ¢ myHkTOM 2.12 IIpaBun nenonpou3BOACTBA B HEOOXOAMMBIX CIydasx
COOCTBEHHOpPYYHAsI TOAMHUCH PYKOBOJMTENS TOCYJAAPCTBEHHOTO OpraHa, OpraHa MECTHOTO
CaMOYTIPaBJICHUsT WM  HMHOTO  YIOJIHOMOYEHHOTO WM  JIMIA  3aBEpAETCS  Ie4YaThio
TrOCyJJapCTBEHHOTO OpraHa ¢ Bocmpou3BeneHueM [ocymapcTtBeHHoro rtepba Poccuiickoit
Oenepanuu win repda (repanbIndeckoro 3Haka) cyowekra Poccuiickoit denepanuu wim repdba
(repanpaMUecKOro 3HaKa) OpraHa MECTHOTO caMoympaBiieHus). [lpumepHBId mepedeHb
JOKYMEHTOB,  3aBEpSAEMBbIX I[€YaThbl0 TOCYJapCTBEHHOTO OpraHa, oOpraHa MeECTHOTO
CaMOYIIpaBJICHHs TTPUBEICH B MPUIoKeHUU Ne 5 K HacTosmuM MeToau4ecKuM peKoMEeHAalrsIM.

3.3.6. CocTaB JOKYMEHTOB, 00pa3ylOmuXcs B JEATEIbHOCTH I'OCYJapCTBEHHOTO OpraHa,
OpraHa MECTHOTO CaMOYTIPaBJICHUS

HyHKTOM 2.13 HpaBI/IJ'I ACIIOINPOU3BOACTBA YCTAHOBJICHO, YTO 0COOEHHOCTHU OATOTOBKHU
OTACIIBbHBIX BHUAOB JOKYMCHTOB YCTAaHAaBJIMBAKOTCA I/IHCTPYKHI/IGI\/'I mo JACJIOIPOU3BOJACTBY
rocy1apCTBCHHOT'O oprasna, opraHa MECTHOI'O CaMOYyIIpaBJICHUS. I/IHCprKL[I/Ieﬁ 110
ACIOIMPOU3BOACTBY JOJI’KCH OBITh OMMPEACIICH MOPAJO0K IMOATOTOBKHU IIPOCKTOB 3aKOHOAATCIIbHBIX
U UHBIX HOPMATUBHBIX MPABOBLIX AKTOB, B COOTBCTCTBHUU C IMOJITHOMOYHUAMHU TI'OCYHApPCTBCHHOTO
opraHa, opraHa MECTHOTO CaMOYIIpaBJICHUA, ONPCACICHHBIMU IIOJOXKCHHUEM O HEM, a TaKXKE
MOPAAOK MOATOTOBKH OPTaHU3AIUOHHO-PACTIOPAAUTCIIBHBIX JOKYMCHTOB, CO3/1aBACMBIX B HCIIAX
pcain3anunun TTOJTHOMOYHH TOCYJapCTBEHHOTO OpraHa, OpraHa MECTHOIO CaMOYIpaBJICHUA M



JOJDKHOCTHBIX JIMII.

B memax perynupoBaHHs JEATEIBHOCTH TOCYIAapCTBEHHOIO OpraHa, OopraHa MECTHOTO
CaMOYIIpaBJIEHHsI, OPraHU3AI[H BBIMOJIHEHHs FOCYIapCTBEHHBIX (MyHHLIMIAIBHBIX) QYyHKIMNA 1
MIPEIOCTABIIEHUSI TOCYAAPCTBEHHBIX (MYHUIUNAIBHBIX) YCIYyT, YNpaBiI€HUsS TOCYJapCTBEHHBIM
(MyHMLIMIIAIBHBIM) HMMYIIECTBOM M DPELIEHHUS HHBIX 3a]ad, YCTaHOBJIEHHBIX (elepaabHbIMU
3akoHaMH (3akoHaMu cyOwrekTa Poccuiickoit @enepanui) 1 MHBIMA HOPMATUBHBIMHU MTPABOBBIMU
aKTaMH, ONPENCIAIOIUMU JEATENBHOCTh TI'OCYAAPCTBEHHOIO OpraHa, OpraHa MECTHOIO
CaMOYIIPaBJICHUs F'OCYIaPCTBEHHBIN OpraH, OpraH MECTHOT'O CAMOYIIPAaBJICHUS B IIpEeiIax CBOEH
KOMIIETEHIINM U3/1aeT:

— TpaBOBBIE aKTHl B (popMe MOCTaHOBJIECHUH, pemieHui, [IpukazoB, mpaBuil, NOJIOKECHUH,
MHCTPYKLUM, PErjlaMeHTOB, aJIMWHHUCTPATHBHBIX PETJIaMEHTOB, JOJDKHOCTHBIX DPEIVIAMEHTOB,
MIOPSIAKOB U JIp.;

— UHAMBHUIYyaJIbHbIE TIPAaBOBbIE aKThl (pacloOpsAIUTENIbHbIE JIOKyMEHTHI) B (¢opMme
IIpukas3oB, pacnopsKeHU;

— JIOKaJbHbIE HOPMATUBHBIE AaKThl, HU3JaBacMble B (OpME MONOKEHUM, MpaBull,
MHCTPYKIUH, pEerJaMeHTOB, OPSAKOB U IPYTUX IOKYMEHTOB;

— TPOTOKOJBI 3acelaHuil (KOOPAMHAIMOHHBIX, COBEIIATENbHBIX, METOJUYECKUX,
IKCIIEPTHBIX U JPYTHUX OPTAHOB);

— WHPOPMALMOHHO-aHAIUTHYECKUE JOKYMEHTHl B ()OpME aKTOB, AHAIUTHYECKUX MU
MH(GOPMALIMOHHBIX CIPABOK, JOKJIAIHBIX W CIYy’KEOHBIX 3alMCOK, JeJ0BOH (CIy>KeOHON)
NEPENUCKH U Jp.

B 3aBucuMoCTH OT KOHKPETHBIX 3aJau YIpPaBIEHHUS B JEATEIBHOCTH T'OCYJapCTBEHHOTO
OpraHa, opraHa MECTHOI'O CAaMOYINPAaBJIECHMs CO3JAIOTCS APYTHE BHJIbI JOKYMEHTOB: IUIAHBI,
IIPOrHO3bI, IPOTPaMMBbl, OTYETHI U JIp.

B ycTaHOBIIEHHBIX 3aKOHOAATEJLCTBOM ClIyyasiX TOCYJapCTBEHHBbIH OpraH, OpraH
MECTHOI'O CaMOYyMpaBJIEHUS MOXKET M3/1aBaTh JOKYMEHTbl COBMECTHO C JAPYTMMHU OpraHamMu
BJIACTU [0 BOIPOCAM, MPEACTABJIAIOLIMM B3aUMHBIA MHTEPEC M BXOJSIIUM B KOMIIETEHIIHIO
obenx cTopoH. Takue akThl O0OPMISIOTCS M MyONMKYIOTCS Kak eauHbId gokymeHT ([Ipukas,
IIPOTOKOJI, TIOJIOKEHUE, JIEJI0BOE ITMChMO U JIp.).

3.3.7. IloaroroBka MPOEKTOB 3aKOHOJATEIBHEIX ¥ MHBIX HOPMAaTHUBHBIX IIPABOBBIX AKTOB

Cucrema  mOpaBOBBIX  aKTOB,  M3/JaBaeMbIX  (IpUHUMaeMbIX)  ¢eaepantbHbBIMU
rOCYJapCTBCHHBIMH OpraHaMH, TOCYJapCTBEHHBIMH OpraHaMu CyObeKToB Poccuiickoit
denepanny, OpraHaMM MECTHOTO CAMOYIIPABJIEHHS, B COOTBETCTBUM C IIPEJAOCTABIECHHBIMU UM
MOJTHOMOYHSIMH, BKJIIOYAeT B ceOsi 3aKOHbBI, MHbIC HOPMAaTHBHBIC MPABOBBIE aKThl Poccuiickoit
®denepanun, cyobpekToB Poccuiickoit deaepannn, MyHUIIATIATbHBIC TIPABOBBIC AKTHI.

IIpaBoBbIE aKTBl TOCYJApCTBEHHBIX OPraHOB, OPraHOB MECTHOIO CaMOYIIPABIICHUS
u3Ja0Tcs B (hOpMe HOPMATUBHBIX MPABOBBIX aKTOB [28] M MHAMBUAYAIbHBIX NPABOBBIX aKTOB,
IIPaBOBBIE aKThl OPTaHOB MECTHOI'O CaMOYMIpAaBJICHUs M3JMAIOTCS B (popMe MyHHMIMIAIBHBIX
HOPMAaTUBHBIX IIPABOBBIX aKTOB M MYHUIIUIIAJIbHBIX ITPABOBBIX aKTOB [29].

K HOpMaTuBHOMY NpaBOBOMY aKTy HNPEIbABISIOTCS Celyrolue TpeOOBaHuUs:

1) npuHATME (MU37aHUE) aKTa TOCYAAPCTBEHHBIM OpPraHOM, OPraHoM MECTHOIO
CaMOYIIpaBJIEHUs B IIpeJelaX ero KOMIETeHIINY;



2) npunHiATHe (M3JaHME) aKTa B MOpAake U 1o  ¢GopMme, YCTAaHOBJICHHBIMU
3aKOHOJATEIbCTBOM;

3) obecrieueHHOCTh pean3aluy MPaBOBbIX NPEANUCAHUN aKTa;

4) cornacoBaHHOCTb aKTa C APYTMMU HOPMAaTUBHBIMU ITPABOBBIMU aKTaMU;
5) cornacoBaHHOCTb NIPABOBBIX HOPM OJHOTO U TOT'O K€ aKTa MEXy COOOH;
6) COOTBETCTBHE aKTa YCTAHOBJIEHHBIM MPaBUIIaM IOPUINUECKON TEXHUKH.

HopmaTuBHBIMM TIpaBOBBIMM akTaMH MOTYT OBbIThb YTBEP)KJEHBI MpOrpamMMbl, IPaBHIIA,
IIOJIOKECHUS, HWHCTPYKUUH, pErJaMeHTbl, a TaKKe HWHbIE JOKYMEHTBI, SIBIIIOLIUECS
IIPWIOKEHUSAMU K HOPMAaTUBHOMY IIPAaBOBOMY AaKTy U €ro HEOTbEMJIEMBIMU COCTABHBIMH
4acTAMH U 00J1aJatoIlye PaBHOW ¢ HUM IOPUINUECKON CHIIOM.

[lopsimoK MOATOTOBKH, NPHUHATHSA, OIYOJUKOBAaHHWS, BCTYIUIGHUS B CUIY, JACHUCTBUS,
W3MEHEHUs, TNpPU3HAHUSA YTPATUBLIIMMU CHWJIIy M OTMEHbl HOPMATHBHBIX IIPABOBBIX AKTOB
perynupyercss Koncrurynuein Poccuiickoit denepanuu, ¢enepaabHbIMH KOHCTUTYLMOHHBIMU
3aKOoHaMH, (¢eAepalbHBIMU 3aKOHAMHM M HHBIMH HOPMATUBHBIMU TIPAaBOBBIMH  aKTaMH
Poccuiickoii ®denepanuy; KOHCTUTYLUSAMH (yCTaBaMH), 3aKOHAMHM M HWHBIMM HOPMAaTHBHBIMHU
MpaBOBBIMU aKTaMHu cyObekToB Poccuiickoit ®enepanuu; ycTaBamMHM MYHHIMIAIbHBIX
00pa3oBaHMi U MHBIMH MYHUIIUNIAILHBIMH HOPMAaTHBHBIMH aKTaMH.

[ToaroroBka u oopmiieHHE MPOEKTOB 3aKOHOAATENbHBIX akTOB Poccuiickoit denepanuu,
aktoB lIpesunenta Poccuiickoii ®enepaunu u IlpaBurensctBa Poccuiickoin denepanuu
OCYILIECTBJISICTCS TOCYJIapCTBEHHBIMA OpraHaMH, OpraHaMM MECTHOTO CaMOYMpPABJIEHUS,
MMEIOIIMMH COOTBETCTBYIOIIME MOJHOMOUHUS, B MOPSAJIKE, YCTAHOBIEHHOM akTamu lIpe3nnenta
Poccuiickoit ®enepanuu u IlpasurenscrBa Poccuiickoi @enepanum.

HpI/I COCTAaBJICHUHN pas3aciia I/IHCTPYKI_[I/II/I o ACJIOIPOU3BOACTBY, YCTAaHABJIIMBAIOLICTO
MOPAAOK IMOATOTOBKHU HOPMATHUBHBIX IPABOBBLIX AKTOB, YUUTBIBAIOTCA IMOJIOKCHUS CICAYIOIIUX
HOPMATUBHBIX aKTOB U MCTOAUYCCKUX JOKYMCHTOB:

— @enepanbHblif 3akoH OoT 14 uions 1994 roma Ne 5-@3 «O mnopsiike onyOJIMKOBaHUS U
BCTYIUICHUS B CHIIy (peliepalibHbIX KOHCTUTYIIMOHHBIX 3aKOHOB, (peliepalibHbIX 3aKOHOB, aKTOB
nanat degepansHoro Cobpanus» (Cobpanue 3akoHonaTenbcTBa Poccuiickoit denepannu, 1994,
Ne 8, cr. 801; 2019, Ne 18, ct. 2207);

— Yka3 Ilpe3sunenta Poccuiickoit ®enepanuu ot 2 mas 1996 roga Ne 638 «O nopsiake
MOArOTOBKHA TMPOEKTOB YKa3oB, pacnopsokeHuidl I[lIpesuaenta Poccuiickoin  ®@enepanuu,
IpeyCMaTpUBAIOIIUX IIPUHATHE IOCTAHOBIEHUH, pacnopsbkeHui lIpasurenscTBa Poccuiickoin
Oenepanun» (Cobpanue 3akonoaarenbcTBa Poccuiickoit @eneparuu, 1996, Ne 19, ct. 2257);

— Yka3 IIpesuaenta Poccuiickoit @enepanuu ot 23 mas 1996 roga Ne 763 «O nopsinke
OIyOJMKOBaHUS U BCTyIUleHHs B cuily akrtoB [lpesunenra Poccuiickoit ®Penepanuu,
[IpaButensctBa Poccuiickoit denepanun ¥ HOPMATUBHBIX IPABOBBIX aKTOB (heaepaibHBIX
opraHoB wucnojgHuTenbHoU Biactw» (CoOpanue 3akoHomatenbcTBa Poccuiickoit denepanum,
1996, No 22, c1. 2663; 2017, Ne 23, c1. 3310);

— nocraHoByieHue IlpaButensctBa Poccuiickoit denepanun ot 13 aBrycra 1997 roma Ne
1009 «O6 ytBepxknaenuu I[lpaBui MOArOTOBKM HOPMATHBHBIX IMPAaBOBBIX aKTOB (efepaibHBIX
OpPraHOB HCIIOJIHUTENIBHOW BJIACTM M HUX TocylapcTBeHHOM peructpauun» (CoOpanue
3akoHo/aTenbcTBa Poccuiickoit @enepammu, 1997, Ne 33, ct. 3895; OdunmanbHpii HHTEPHET-
NopTaj npaBoBoit nHpopMmarmu (Www.pravo.gov.ru), 14 okrsops 2020 r.);



— nocta”oBienue [IpasutensctBa Poccuiickoit @enepanuu ot 2 arycra 2001 roma Ne
576 «O6 ytBepxkaeHun OCHOBHBIX TpeOOBaHUN K KOHIENIWH M pa3paboOTKe MPOEKTOB
denepanpHbIX 3akoHOBY (CobOpanme 3akoHomarenbcTBa Poccuiickoit ®enepammu, 2001, Ne 32,
cT. 3335; 2015, Ne 12, ct. 1758);

— nocraHoBieHue [IpaBurenscrBa Poccuiickoir ®@enepaunn ot 30 anpens 2009 roma Ne
389 «O Mepax MO COBEPIIEHCTBOBAHWIO 3aKOHONPOEKTHOM aestenbHOocTH IlpaBuTenbcTBa
Poccuiickoii ®enepannn» (Cobpanue 3akoHogarensctBa Poccuiickoit @enepanmu, 2009, Ne 19,
cT. 2346; 2020, Ne 36, ct. 5618);

— noctranoBienue IIpaBurenscTBa Poccuiickoit @enepanmu ot 26 deBpans 2010 roga Ne
96 «OO0 aHTUKOPPYNLMOHHON 3KCIEPTU3€ HOPMATUBHBIX IIPABOBBIX AKTOB U IIPOEKTOB
HOPMATHBHBIX MPaBOBBIX akToB» (CoOpanme 3akoHOomaTenbcTBa Poccuiickoit deneparuu, 2010,
No 10, ct. 1084; 2017, Ne 29, ct. 4374);

— Ilpukaz MununcrepctBa roctunuu Poccuiickonn  ®enepamun u MHcTuTyTa
3aKOHOJATENbCTBA W CpPaBHUTEIBHOrO IpaBoBeneHus npu [lpaButensctBe Poccuiickoit
Oenepanuu ot 10 sHBaps 2001 roma Ne 3/51 «O0 yTBEepKAECHUU METOAMYECKUX IPABUI TIO
OpraHu3alM 3aKOHONPOEKTHOW paboThl (eiepaabHBIX OPraHOB MCIOJHUTENLHONW BiIacTW» (He
HYKJaeTCsl B FOCYJAapCTBEHHOW perucTpanuu, nucbMo Muniocta Poccun ot 1 despans 2010
roga Ne 07-07-86-2001; tekct Ilpukaza omyOaukoBaH He ObLT);

— Ilpuka3 MunucrepcerBa roctunun Poccuiickoit @enepanuu ot 23 ampens 2020 roga Ne
105 «O06 ytBepxknenuu Pa3bsicHeHuii o mnpumeHeHun IlpaBuin MOArOTOBKM HOPMAaTHBHBIX
MIPAaBOBBIX AaKTOB (elepalbHbIX OPraHOB HCIOJHHUTEIBHOW BIACTH M WX TOCYJIApCTBEHHOMN
peructpanumn» (3apeructpupoad Muntocrom Poccun 27 anpens 2020 r., peructpaliuoHHbIA Ne
58222); OdunmanbHBIA HHTEPHET-MOPTal TpPaBOBOW HHPOpManuu (Www.pravo.gov.ru), 27
anpens 2020 r.);

— Meronudyeckue PEKOMEHIAIMU IO  FOPUIUKO-TEXHHYECKOMY  O(POPMIICHUIO
3aKOHOIPOEKTOB (HarpaBjieHbl muchbMoM Amnmapara ['ocymapctBeHHo#t Jlymbr denepaibHOTO
Cobpanus Poccuiickoit @eneparmu ot 18 HOosi0pst 2003 roga Ne BH2-18/490).

[Ipy nOAroTOBKE MJOKYMEHTOB U TMPOEKTOB aKTOB, MpeAcTaBisieMbix [lpesuaeHty
Poccuiickoit ®enepauuu u B IlpaBurensctBo Poccuiickoin denepanuu, y4UTBIBAKOTCS
TpeOOBaHMs, YCTAHOBICHHBIE COOTBETCTBYIOIIMMH HWHCTPYKIIUSMU IO JEIONPOU3BOJICTBY B
Anvmunuctpauun Ilpesunenta Poccuiickoit ®egepaunu u B Amnmapate IlpaButenbcTBa
Poccutickoit @eneparum [30].

IIpaBuna noaroroBku u npencrasieHuss B IIpaBurensctBo Poccuiickoir dPenepanuu
3aKOHOIIPOEKTOB, MOJArOTOBKH MPOEKTOB akToB IIpesnnenrta Poccuiickon denepanuu, NpoeKTOB
akToB [IpaBurenscrBa Poccuiickoii denepanyy NpencTaBieHbl B NpHIoKeHHAX Ne 6 — 8 k
HacTOSIMM MeToIMYeCKUM pEKOMEHIalHsIM.

FOCY,Z[apCTBeHHHe OopraHbl, OpraHbl MECTHOI'O CaMOYIIpaBJICHUA, UX HOJIKHOCTHBIC JIMIAa
pa3pa6aTHBa10T 1 IPUHUMAIOT HOPMATHUBHBIC ITPABOBLIC AKThI B MIPCACIaxX CBOCH KOMIICTCHIIMH.

['ocymapcTBeHHBIN OpraH, OpraH MECTHOTO CaMOYIIPaBJICHHS MMEET MpPaBO Ha HW3JaHUE
HOPMAaTUBHBIX MPABOBBIX aKTOB TOJILKO OIpPE/IEICHHBIX BUAOB (yKa3, moctaHoBleHue, [Ipuka3 u
np.), 3akperieHHoe B Konctutymmu Poccuiickoit denepanuu, deaepaqbHOM 3aKOHE, 3aKOHE
cyorekta Poccuiickoit ®Dexnepanuy, HOPMATHBHOM TIPaBOBOM aKT€ OpraHa MECTHOTO
caMOyIpaBJICHUSA, HWHOM HOPMATHBHOM IIpaBOBOM 4KT€ MW TOJIBKO II0 TEM BOIIpOCaM,
peryaupoBaHue KOTOPBIX BXOAUT, COOTBETCTBEHHO, B KOMIIETEHIIMIO T'OCY/IAPCTBEHHOT'O OpraHa,
OpraHa MECTHOI'O CaMOYIIPaBJICHHUS.



[IpoekT HOpPMATHBHOTO MPABOBOTO akTa (Jajee — MPOEKT aKTa, MPOEKT) MOKET OBITh
pa3paboTaH Kak:

— HOBBIII HOPMAaTHUBHBIN IIPAaBOBOU AKT;
— U3MEHEHHME HOPMATUBHOIO IIPABOBOIO AKTa.

HpOCKT HOPMATUBHOI'O IPAaBOBOI'0 aKTa MOAJICKUT COrIaCOBAHUIO C 3aMHTCPECCOBAHHBIMU
opraHamu (OpraHu3alMsIMH), €ClIM TaKO€ COTJacoBaHHE MNPEAYCMOTPEHO 3aKOHOJATEIbCTBOM
Poccuiickoit ®enepaiuu, 3aKOHOJIATENbCTBOM CyOBekTOoB Poccuiickoit ®enepaiyu, OpraHos
MECTHOI'O CaMOYIIPaBJICHHUS.

CormacoBaHre TpOEKTa HOPMATUBHOTO MPABOBOIO aKTa MPOBOJIUTCS OJHUM U3
CJIEYIOIIUX CIIOCOO0B:

1) BeIpaskeHHE B MTUCHbMEHHOW (opMe coriacus JIMOO Hecoryiacusi opraHa (OpraHu3aIym) C
COOTBETCTBYIOIIUM MPOEKTOM HOPMATHUBHOTO IMPABOBOIO aKTa ¢ OOOCHOBAHHUEM HMEIOLIUXCS
3aMEYaHUN U NPEUIOKEHUN;

2) BU3HpOBaHHE pYKOBOJIUTENIEM oOpraHa (OpraHu3alMd) IPOEKTa HOPMATUBHOTO
[IPaBOBOTO aKkTa (NP HAJUYMHU 3aMEUYaHUH U MPeUI0KEeHUH — MX 000CHOBaHHUE C MPUII0KEHUEM
npeyiaraeMoi peakiiy MpoeKTa HOPMATUBHOTO aKTa WM €r0 OTAENbHBIX MOJIOKEHUH ).

CornacoBaHue TIPOEKTa HOPMATHBHOIO IIPaBOBOIO AaKTa IPOM3BOAMUTCA B CPOKH,
YCTaHOBJICHHBIE, COOTBETCTBEHHO, 3aKOHAMW W WHBIMM HOPMAaTHBHBIMH IPAaBOBBIMH aKTaMU
Poccuiickoii denepanyu, 3aKOHAMH ¥ MHBIMM HOPMATUBHBIMU IPAaBOBBIMU aKTaMH CYObEKTOB
Poccuiickoit denepanuyn, MyHUIMIAIBHBIMA HOPMaTUBHBIMY IIPABOBBIMH AKTaMU.

HopMmatuBHBIN ITpaBOBOM aKT JOJKEH CONEPKATh:
1) yka3anue Ha popmy (BUa) aKTa;

2) HauMeHOBaHME (3arojioBOK), B KpaTkoil Qopme oOo03Hayaromee MpeaMeT
pEryJIUpOBAHUS;

3) moamwch nwna (HAMMEHOBAaHWE MOJDKHOCTH, MHULMANBI W (haMuius), oduimaisHO
YHOJHOMOYEHHOT'O TOJMUCHIBATH COOTBETCTBYIOIIUNA HOPMAaTUBHBIH ITPAaBOBOM aKT;

4) naty, MecTO NIpUHATHUSA (M34aHKSI) U HOMEp aKTa.

B cirydae Heo0X0AMMOCTH B HOPMATHBHBIM NIPAaBOBOW aKT MOYKET BKIIOYATHCS MpeaMOyia
(BBezeHue), ONpeeNnsonas ero Ueiau 1 3a1ayn.

CamocrosTenbHbIe TPABOBbIE MPEANMHUCAHMS B TpeaMOyITy (BBelIeHHE) HE BKIIFOYAIOTCS.
[Ipeambyna (BBeneHne) He (GOPMHUPYET PEIMETa PEryIUPOBAHUS aKTa U HE HyMEPYeTCHI.

OcCHOBHas 4acTh TEKCTAa 3aKOHOMNPOEKTa MOXET MOJpa3JeisAThCi Ha 4YacTH, pa3lebl,
moipa3eiibl, 1aBbl, maparpadsl, cratbu. CTaThs MOXKET MOAPA3ACIATHCA HA YaCTH, UMEIOIIHE
MOPSAAKOBBIE HOMEpPA WIM HE UMEIOLIUE TAKOBBIX. B 4acTAX CcTaTbU MOTYT CONEPKATHCS ITYHKTHI
U TIONMYHKTHI, KOTOpPBbIE HMEIOT OYKBCHHYIO WM HH(PPOBYIO HyMepamuio Hu ab3amel. B
HEOOXOUMBIX CITy4asX CTaThsd MOKET UMETh HAMMEHOBAHUE.

B wmHbIX HOPMATUBHBIX IIPABOBLIX dKTaX IIPABOBBLIC NPCAINIMCAHUA H3JIararoTCd B BHUIC
ITYHKTOB. HYHKTI)I MOT'YT IIOAPA3ACIIATLCA HAa IOAITYHKTHI.



Cratbu (HYHKTBI) OJIM3KOTO COACPKaHHUA 3HAYUTCIIbHBIX II0 O6’[>€My HOPMAaTUBHBIX
IMPaBOBBIX AKTOB MOI'YT 06’Bel]I/IH$ITI)C${ B I1aBel. B HGO6XOJII/IMBIX ClIydasx TJaBbl MOTYT
O6’E>GJII/IH$ITBC${ B pa3JacCiIbl.

TCpMI/IHI)I yHOTp€6J'I$IIOTC$[ B HOPMATHBHOM IIPAaBOBOM aKT€ B OJHOM 3HA4YCHUU B
COOTBCTCTBHUHU C O6H.[€HpPIH$[TOfI TepMHHOHOFHCﬁ.

B HOPMAaTUBHOM IIPpAaBOBOM 4aKTC HAWMMCHOBAHUSA TOCYyAapCTBCHHBLIX OpPraHOB, OpPraHoOB
MCCTHOI'O CaMOYIIPaBJICHHA, OpFaHI/I3aI_[I/II\/'I YKa3bIBalOTCA B COOTBETCTBHU C HX O(bI/II_II/IaJ'ILHBIMI/I
HaUMCHOBAHUAMU, NPCAYCMOTPCHHBIMH 3aKOHOAATCILCTBOM, YCTaBaMU, IMOJIOKCHHUAMA, HHBIMU
YUYPCAUTCIbHBIMU JOKYMCHTaMU, PEIICHUAMH O CO3JaHHHU, HNEPCUMCHOBAHMHM H APYTUMH
IMIPpaBOBbBIMU AKTaMH.

CchlTKM B CTPYKTYPHBIX €IMHHMIIAX HOPMATHBHOTO IPABOBOTO aKTa Ha JPYTHe €ro
CTPYKTYpHBIC E€IMHHIIBI, & TaKKe Ha HWHbIC MPABOBBIE aKThl, MX CTPYKTYPHBIC €IUHUIIBI
MPUMEHSIOTCS B ClOydasx, KOrjJa HEOOXOAWMO TI0Ka3aTh B3aWUMHYIO CBSI3b IIPABOBBIX
Mpeanucanuii oo n30eXaTh MOBTOPEHHUIA.

He nomyckatoTcst OTChUIKM K HOPME, KOTOpasi B CBOIO O4Yepelb OTCHUIAET K IPYroil HOpMe.

CchulkM B HOPMATHBHBIX IPABOBBIX aKTaX Ha HEACHCTBYIOIIUE IPABOBBIC aKThl HE
JOIYCKAKOTCSL.

BHecenne W3MEHEHMH B HOPMATHBHBIM IIPaBOBOM aKT, NPHU3HAHWE HOPMATUBHOIO
[IPaBOBOI'O aKTa YTPATUBIIUM CHILY, €0 OTMEHA IPOU3BOAATCS B MOPSAKE, YCTAHOBICHHOM JUIS
MIPUHATHUS CAaMOI'0 HOPMATUBHOTO IIPABOBOT'O aKTa.

@denepanbHble MMHUCTEPCTBA, OCYIIECTBISAS (YHKUMH IO HOPMATHBHO-TIPABOBOMY
pEryJIMpOBaHMIO B YCTAaHOBJIEHHBIX C(epax NesATeNbHOCTH, WU3/1al0T HOPMAaTUBHBIE IPaBOBbBIE
akThl. Bunael npuHMMaeMbIX —(eaepanrbHbIM < MHUHHMCTEPCTBOM aKTOB — yCTAHABJIMBAIOTCS
(benepanbHBIM 3aKOHOIATEIECTBOM.

QenepanbHas ciyxb6a U QenepaabHOE areHTCTBO HE BIpaBe OCYLIECTBIATH B
YCTaHOBJIEHHOH cdepe AeATeIbHOCTH HOPMAaTHBHO-IIPABOBOE PETryJIMPOBAHUE, KPOME CIIydacs,
ycraHaBnuBaeMblx ykazamu Ilpesunenra Poccuiickoit denepanuu MM [OCTaHOBICHUAMHU
IIpaBurensctBa Poccuiickoit denepanuu.

HopmatuBHBIC TpaBOBBIC aKThI (he/IepaTBbHBIX OPTaHOB WCIIOTHUTEIIBHON BJIIACTH M3JAIOTCS
Ha OCHOBE U BO UCTIOJHEHHE (peiepalIbHbIX KOHCTUTYIIMOHHBIX 3aKOHOB, (peiepalbHbIX 3aKOHOB,
yka3oB u pacnopspkeHuid I[lpesmpnenta Poccuiickoii  @enepanuu, TMOCTAHOBICHUN U
pacniopsbkenuit  [IpaBurensctBa Poccuiickonn  ®exepanuu, a Takke MO0 HHULMATUBE
(benepalbHBIX OPTaHOB MCTIOJHUTEIHFHOM BJIACTH B MpeJeIaxX UX KOMIIETEHITUH.

[ToarotroBka HOpPMAaTHBHBIX HPAaBOBBIX AKTOB (heAepalbHBIX OPraHOB HCIOJHUTEILHON
BJIACTU OCYLIECTBIISIETCS B COOTBETCTBMM € [IpaBHMiaMu mOArOTOBKM HOPMATHMBHBIX IPABOBBIX
aKTOB (peepanbHBIX OPraHOB HMCIIOJHUTEIBHOM BIACTH M MX TOCYJapCTBEHHOH perucrpanuu
(manee — IlpaBuia mMOATOTOBKM HOPMAaTHBHBIX IIPABOBBIX aKTOB), YTBEPKIECHHBIMU
[IpaBurensctBoM Poccuiickoit ®@enepanuu [31] u ¢ yyetom Pa3bpsicHeHMiI O TpUMEHEHUU
[IpaBui, yTBepxkaeHHBIX MuHucTepcTBOM tocTulinu Poccuiickoit @eneparuu [32].

®denepaiabHble OpraHbl MCIOJHUTEILHOM BJIACTH, B COOTBETCTBUM C MyHKTOM 2 IIpaBui
IIOATOTOBKH HOpMaTI/IBHBIX HpaBOBLIX aKTOB, B npez[enax CBOUX HOJIHOMO‘II/If/’I nU3Jar0T
HOpPMAaTHUBHBIE MPABOBBIE aKThl B BHUJIE€ NOCTaHOBJIEHUM, [Ipuka3zoB, mpaBuWi, UHCTPYKIUA U
MOJI0XKCHHUH.



Ha MMPAKTUKC HOPMATUBHBIC IPABOBBIC AKTLI (I)C,HepaHBHBIX OpraHOB HUCIIOJIHUTEILHOMN
BJIACTU M3OAaKOTCA B BUJC IIPaBUIIL, HHCTPYKHHﬁ, HOJIO)I(CHI/II)’I, PErIaMCeHTOB, A/IMUHHUCTPATUBHBIX
PEriIaMCHTOB, YTBCPIKAACMBIX HpI/IKaSaMI/I (I)C,[[epaHBHOFO opraHa HCIIOJIHUTEILHOM BIACTH.

CTpyKTypHBIE TIOJpPA3CICHUS W TEPPUTOPHAIBHBIC OpraHbl (efepaibHBIX OpraHOB
UCTIONTHUTENbHON BimactTu B cyOwbekTtax Poccuiickoit ®enepanuu He BIpaBe H3AaBaTh
HOPMAaTHUBHBIE TPABOBBIC AKTHI.

B cooTtBercTBHU C IIYHKTOM 3 HpaBI/IJ'I IMOAIOTOBKHM HOPMATHBHBIX IIPABOBBIX 4KTOB
HOpMaTI/IBHHﬁ HpaBOBOﬁ aKT MOXET OBITh n3gad COBMCCTHO HECKOJIBKMMH (bellepaJIBHbIMI/I
OopraHaMu HCITOJTHUTEIIFHOM BIIACTH WJIH OJIHUM M3 HHUX I10 COINIaCOBAHUIO C IPYTUMMU.

[IpoekT HOpPMATUBHOIO INPAaBOBOIO aKTa M HOPMATUBHBIA IIPABOBOM aKT CO3JAIOTCS HaA
OyMaXHOM HOcHTENE WU B (OpMe AIIEKTPOHHBIX JJOKYMEHTOB, 32 UCKIIFOUEHUEM CIIy4aeB, KOra
IIPOCKT HOPMATHUBHOI'O IIPABOBOIO0 aKTa M HOPMATHUBHBIN IPABOBOM aKT COAEPIKAT CBEACHMS,
COCTABJISIFOLIME TOCYAAPCTBEHHYIO TalHY.

[TpoekT HOpMaTUBHOTO MPABOBOTO aKTa MOJICKHUT COTJIACOBAHMIO C 3aMHTEPECOBAHHBIMU
denepanbHBIMA OpPraHAMH HCITOJIHUTEIBHON BJIACTH, €CJIH TaKOe COIVIACOBAHHUE SBISICTCS
00s13aTeIbHBIM B COOTBETCTBUM C 3aKOHOAATENhCTBOM Poccuiickoit denepaiuu, a TakKe eCiu
MIPOEKT HOPMATUBHOTO MPABOBOTO aKTa COACPKUT IMOJOKEHUS MEKOTPACIEBOr0 3HAYCHUS WU
MpelycCMaTPUBAET COBMECTHYIO I€ATEIbHOCTh (hefepaibHbIX OPraHOB MCIIOJHUTEIHHON BIACTH.

[IpoekT HOPMATUBHOTO MPABOBOTO aKTa MOMJICKHUT O00S3aTEIHHOMY IMPEABAPUTEIHHOMY
OOCYXXJICHHIO Ha 3acelaHusAX OOIIECTBEHHBIX COBETOB NpU (elepalibHbIX OpraHax
WCIIOJIHUTENIbHOM BJIacTU (MIPU HAJIMYMK YKAa3aHHBIX COBETOB) B ClIy4asiX, YCTaHOBJICHHBIX
noctaHoBiienreM IIpaBurensctBa Poccuiickoit ®eneparuun  «O0  yTBEp)KICHHH COCTaBa
HOPMATHBHBIX MPaBOBbIX AKTOB W  HMHBIX JOKYMEHTOB, BKJIIOYas MPOrpaMMHBIE,
pa3pabateiBaeMbIX (eiepalibHbIMU OpraHaMU UCIIOTHUTEIBLHON BIACTH, KOTOPHIE HE MOTYT OBITh
MIPUHSTHI 0€3 TPeIBAPUTEIHLHOTO O0CYXKICHUS HA 3aceJaHUsIX OOIIECTBEHHBIX COBETOB MPH ITUX
(dhenepallbHBIX OpraHax UCIIOJTHUTEIIBHON BiacTm» [33].

HopmatuBHble TpaBOBBIE aKThl (eAepaNbHBIX OPraHOB HCIOJTHHUTEIBHOW BJIACTH,
3aTparuBaoIINe MpaBa, CBOOOIBI U 00sI3aHHOCTH YEJIOBEKA U TPakJIaHWHA, YCTAHABIIUBAIOIIHE
MPaBOBOM CTAaTyC OpraHU3ALMI WM HMEIIINE MEKBEIOMCTBEHHBIM XapakTep, MOAJIekKaT
TOCYJapCTBEHHOW pErucTpanuu, ONMyOJWKOBAaHMIO ¥ BCTYMAalOT B CHWIYy B TOPSIKE,
YCTaHOBJICHHOM 3aKoHoAaTtenbcTBOM Poccuiickoit @eneparuu [34].

TpeOoBaHusl K JTOKyMEHTaM, HCIIOJIB3YeMBIM IPH TPEJOCTABICHUN TOCYIaPCTBCHHBIX U
MYHULUINAIBHBIX ~ YCIYl,  YCTAaHABIMBAIOTCA B  AJAMUHUCTPATHBHBIX  pErJIAMEHTax,
pa3zpabaTeiBaeMbIX Ha ocHOBe DenepanbHoro 3akona ot 27 uronst 2010 roga Ne 210-d3 «O6
OpraHu3allMi  TpPEeJOCTaBIEHUS  TOCYJAAPCTBEHHBIX W MYHHLIMOAIBHBIX  yCIyD» |
COOTBETCTBYIOIIMX TMPABUJ, YTBEPKIAEHHBIX IMOcTaHoBiIeHUEM I[IpaButenscTtBa Poccuiickoi
®enepauuu [35].

HopmatuBHbie mnpaBoBble akThl cyOBbekTOB Poccuiickoit ®epepanuu HU3AAIOTCA 110
nmpeaMeTaM  coBMecTHOro BeneHus Poccuiickoit ®enepamun u  cyobekToB Poccuiickoit
Qenepauny, a Takke BHE mnpeaenoB BeneHus Poccuiickoir denepan M MOJIHOMOYMHI
Poccuiickoit ®denepany 1o mnpeaMeTaM COBMECTHOro BeneHus Poccuiickon ®Denepanuu u
cyobektoB Poccuiickoit denepanmu.

CucremMa HOPMATHUBHBIX TPABOBBIX aKTOB OPTraHOB TOCYAApCTBEHHOM BIIACTH, CyOBEKTa
Poccuiickoii @enepanyu ycTaHaBIUBAeTCS B KOHCTHUTYIMHU (ycTaBe) cyOwbekTa Poccuiickoii
Oenepaunn B cooTBeTcTBUM ¢ KoHctutynumeit Poccuiickoit ®epepanuu u DenepaibHbIM



3akoHOM «OO0 OOmMX NPUHIMIIAX OPraHU3allUu 3aKOHOJATENbHBIX (NMPEACTaBUTENBHBIX) U
HCIIOJTHUTENIbHBIX OPraHOB rOCyAapCTBEHHON BiIacTH cyobekToB Poccuiickoit @eneparum» [36].

3akoHOJaTeIbHbIe (IpEeACTaBUTENIbHBIE) OpraHbl T'OCYAAPCTBEHHOM BIACTH CyOBEKTOB
Poccuiickoii @enepanny NpUHUMAIOT KOHCTHTYIHHU (PeCIyOJIMKH) M YCTaBHI (Kpas, 00JacTH,
ropoza ¢eaeparbHOr0 3HAUE€HUs,, aBTOHOMHAsl 00J1aCTh, aBTOHOMHBIE OKPYTI'a), a TaK)Ke 3aKOHbI
cyobsekta Poccuiickoit deneparnum.

Bricmiee nomkHOCTHOE U0 cyOBbekTa Poccuiickort deaepannu (pPyKOBOJIUTEIb BBICIIETO
UCTIOJIHUTENILHOTO OpraHa TOCyAapCTBEHHOM BiacTH cyObekTa Poccuiickoit Deneparun) u3naet
yKa3bl (IIOCTAHOBJICHUS ) M PACTIOPSKCHHS.

CyOnextsl Poccuiickoit denepanuy BhopaBe NMPUHUMATh 3aKOHBI O IMPABOBBIX aKTaxX, B
KOTOPBIX OMNpPEJENSIFOTCS BHJIbI HOPMATHBHBIX IPABOBBIX aKTOB, YCTaHABJIMBAIOTCS O0OIIUE
TpeOOBaHUS K MX MOJATOTOBKE, OQOPMIICHHIO, NMPUHATUIO, OIMyOJUKOBAHUIO U BCTYIUICHHIO B
CHITY.

B cootBerctBuM ¢ mnocrtaHoBinenueMm IlpaBurensctBa Poccuiickoit ®epepaunn ot 29
HOs10pst 2000 roma Ne 904 «O6 yrBepxaeHuu IlonoxeHus o nmopsake BeaeHUs (heaepaabHOro
perucTpa HOpMaTHBHBIX IPABOBBIX aKTOB CyObekToB Poccuiickoit denepanyn» KOHCTUTYLMU
(yctaBbl), 3aKOHbl M WHbIE HOPMATHBHBIE IPAaBOBbIE aKThl OPraHOB 3aKOHOAATEJIbHOU
(mpencraBuTenbHOIM) BiracTu cyObekToB Poccuiickoit denepanyy, HOpMAaTUBHBIE NPAaBOBBIE
aKThl BBICIIMX JOJKHOCTHBIX JIHUI] cyObeKkTOB Poccuiickoil deneparuu (pyKoBOIUTENEH BBICILINX
OpraHOB  HCIOJHUTEIbHOW BiacThd cyObekToB Poccuiickoii ~ denepamnuu), OpraHos
UCIIOJIHUTENIbHOM BiacTu cyObekToB Poccuiickoit ®enepanuu (rocylapcTBEHHBIX COBETOB,
IIPAaBUTENILCTB, KAaOMHETOB MMHHUCTPOB, AIMHHUCTPALUM, MAIpHUHA, MUHHCTEPCTB U HHBIX
OpraHOB), 3aTparvBalOIIUe TpaBa, CBOOOABI M OOS3aHHOCTH 4YelOBeKa M TpaKIaHWHA,
YCTaHABIMBAIOIUE IPaBOBOM CTATyC OpraHU3aluil MWIM HMEIIUE MEKBEJOMCTBEHHBIN
XapakTep, BKIIOYAIOTCS B (efepalbHbI PETUCTP HOPMATHBHBIX IPABOBBIX aKTOB CyOBEKTOB
Poccuiickoit ®enepaunn, BeIEHHUE KOTOPOrO OCYILECTBISAETCS MUHUCTEPCTBOM IOCTUIIMU
Poccuiickoit deneparum.

3akmoyeHuss Munucrepcerba roctuiiun Poccuiickoit @epepaiuu no pe3yabTraraM IpaBoBOM
Y aHTUKOPPYNIIMOHHOW DKCIEPTU3 yYKA3aHHBIX aKTOB BKIIIOUYAIOTCSA B (pelepalibHBI PETUCTP B
KaueCTBE JIONOJHUTENbHBIX CBEICHUIA.

B cootBercTBUE ¢ DenepanbHbIM 3aKOHOM OT 6 okTs0pst 2003 roga Ne 131-D3 «O6 olmux
MPUHIMIIAX OpPraHW3allMM MECTHOro camoympasieHus B Poccuiickon ®enepanum» OpraHsl
MECTHOI'O CaMOYyNpaBIEHUS H3JAl0T MYyHULUNAJbHbIE IIPAaBOBBIE aKThl. B cucremy
MYHHIIMIIAIbHBIX MPAaBOBBIX aKTOB BXOIAT [37]:

1) ycTaB MyHHLIIMIIAIBHOTO 00Opa30BaHus;

2) mpaBOBBIE AKTHI, IPUHSITHIE HA MECTHOM pedepeHayme (cxoje TpakaaH), HOpMaTUBHBIC
Y MHBIE [IPABOBBIE aKThl IPEACTABUTEIBLHOIO OpraHa MyHHUIIMIIAIBHOTO 00pa30BaHus;

3) mpaBOBBIE AaKThl TIJIaBBl MYHHIIMIIATLHOTO 0Opa3oBaHMs, TOCTAHOBIEHUS W
PaCIOps>KCHUA TJIaBbI MECTHOH AIMUHUCTPALMHU, WHBIX OPraHOB MCCTHOI'0 CaMOYIIPABJICHHUA U
JOJHKHOCTHBIX JIMII MECTHOTO CaMOYyMpaBIeHUS, MPEIyCMOTPEHHBIX YCTABOM MYHHUITUIIAIBEHOTO
o0Opa3oBaHws;

4) rjlaBa MyHUIUIIAJIBHOT'O 06p330BaHI/IH B IIpeacjiax CBOUX HOHHOMO‘II/II}’I, YCTaHOBJICHHBIX
YCTaBOM  MYHHUIHUIIAJIBHOT'O 06pa3013aHHs[ U PCIICHHUAMHW  MNPCACTABUTCILHOIO0  OpraHa
MYHUIUIIAJIBHOT'O O6paSOBaHI/ISI, HU34acT TIIOCTAHOBJICHHUA U PACHOPSKCHUA TII0 BOIIPOCAM



OpraHu3alM JAEATEIIbHOCTH IPEJCTABUTEIBHOTO OpraHa MYHHMLIMIAIBHOIO 00pa3oBaHMsA B
cillyyae, €CIM  IJIaBa  MYHHUIMNAJIBHOTO  0Opa3oBaHMs  SBISETCS  IpeJcenaTesieM
NPEJCTaBUTEIIFHOTO OpraHa MYHHUIMIAIBHOTO O0pa3oBaHMsA; B Ciydae, €ClIM IJlaBa
MYHHIIMIIAJIBHOTO O0pa30BaHUs SBISIETCA TJ1aBOM MECTHOM aJMMHUCTpAllMM, OH U3JaeT
IIOCTaHOBJICHMS 110 BOIIPOCAM MECTHOT'O 3HAYEHUS U BOIIPOCAM, CBSI3aHHBIM C OCYIIECTBICHUEM
OTJIETBHBIX T'OCYJIaPCTBEHHBIX MMOJHOMOYMH, NEPEAAHHBIX OpraHaM MECTHOT'O CaMOYIPABJICHUS
benepanbHBIMH  3aKOHAMM U 3akoHaMHM cyObekToB Poccuiickoil @enepaunuu, a Takxe
pacrnopsKeHUs 10 BOIIPOcaM OpraHU3alii padoThl MECTHOM aIMUHUCTPAIUH.

5) npeacenareyib MnpeACTaBUTCIIbHOTO OpraHa MYHUIHUIIAJIBHOTO O6paSOBaHI/I5I n3gacT
IMOCTAHOBJICHUSA 1 PACTIOPSKCHUS IO BOIMPOCaM OpraHu3al JCATCIbHOCTH NPEACTABUTCIIBHOTO
OopraHa MyHUIIUITAJIbBHOT'O O6pa3OBaHI/I$I.

Wnrie AOJDKHOCTHBIC JIMITa MECTHOI'O CaMOYIIPABJICHUA U30AK0T PACIIOPSAKCHUA U HpI/IKa3LI
110 BOIIpoCaM, OTHECCHHBIM K HUX IMTOJJHOMOYUAM YCTABOM MYHHUIIUIIAJIIBHOT'O 06p330BaHI/IH.

[Ipu noAroroBKe HOPMATUBHBIX MPABOBHIX AKTOB B FOCYJApCTBEHHBIX OpraHax CyOBEKTOB
Poccuiickoii @enepanuu, opraHax MECTHOTO CaMOYIIPAaBJICHMS YUWUTHIBAIOTCS TpeOoBaHUS,
YCTAQHOBJICHHBIE 3aKOHOJATENBCTBOM CyOBbekToB Poccuiickoit depepannu, HOPMAaTUBHBIMU
MPaBOBBIMHU aKTaMu CyObeKTOB Poccuiickoit deneparnmm.

B pasaeiie HHCTPYKLII/II/I 1o ACJIONMPOU3BOACTBY, YCTAHABJIIMBAKOIIUM IMOPAAOK IMOATOTOBKHA
HOPMAaTHUBHBIX ITPABOBBIX AaKTOB, PACKPBIBACTCA:

— NOpsA0K 0OPMIICHHS MTPOEKTA aAKTa;

— COCTaB JIOKYMEHTOB, COIPOBOXKAAIOUIUX MPOEKT, U MPUIIOKEHHUS K HEMY;
— TIOPSIIOK MTOATOTOBKH U OPOPMIICHHUST COTIPOBOTUTEIIBHBIX JOKYMEHTOB;
— MpoIielypa COTIacOBaHUs IPOEKTA;

— HOPAAOK HNPHUHATHA aKTa (HOIIHI/IcaHI/ISI, yTBep)K,Z[eHI/Iﬂ) WK TMOPSAO0K HTPCACTABICHUA
IMPOCKTa aKTa B BBIHIGCTOSIHJ;PIIZ HCITOJTHUTEILHBII OopraH uin Hpe)ICTaBI/ITeJ'II)HI)II\/'I opras.

['ocynapcTBeHHBIE OpraHbl, OpraHbl MECTHOTO CaMOYIIPaBJIEHUs BIIpaBe pa3padarbiBaTh U
yTBEP)KIaTh OTAE/bHbIE HOPMATHUBHbBIE JOKYMEHTHI (IpaBUjia, MOJIOXKEHHS), YCTAaHABINBAOIINE
MOPSI0OK TOATOTOBKM HOPMATHBHBIX INPAaBOBBIX aKTOB (MYyHMLMIAIBHBIX IPABOBBIX aKTOB),
BKJTIOYAs MTPaBHUJIa UX O(OPMIICHHSI, COTJIACOBAHUS, IPUHATHUS (YTBEPKIEHHS), OITy OITMKOBAHMUSL.

3.3.8. IloaroroBka MHOWBHIYATGHEIX IIPABOBHIX aKkTOB (pacIOpAAUTENBHBIX JOKYMEHTOB)
rOCy/IapCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYTIPAaBICHUS

B nmensx perynumpoBaHus AESITEIBHOCTH TOCYJApPCTBEHHOIO OpraHa, OpraHa MECTHOTO
CaMOYTIpaBJICHHsI, OPTaHU3ALMU BBIMIOJIHEHHSI TOCYAAPCTBEHHBIX (YHKIUN W TPEIOCTABIICHHS
rOCYJapCTBEHHBIX YCIYT, YHPABJICHUS TOCYAapCTBEHHBIM (MYyHHULUNAIbHBIM) MMYLIECTBOM M
pelIeHHs] HWHBIX 3a7a4, YCTAHOBJEHHBIX 3aKOHOJATENbCTBOM Pocculickoit ®denepauuu,
roCyIapCTBEHHBIE OPIaHbl, OPraHbl MECTHOTO CAMOYTIPABJICHMS], JOJKHOCTHBIE JIUIA B MIpeAeax
CBOEM KOMIIETEHLMH W3/1al0T TPaBOBblE€ akThl B (hOpMe MpaBuil, MOJOKEHUH, MHCTPYKIH,
periaMeHTOB, MOPSIKOB U JIp., @ TaKKe MHAMBUAyalbHbIE MPABOBbIE aKThl B (popMe yKas3os,
MIOCTaHOBJIEHUH, pemenuid, Ilpuka3oB, pacnopspkeHuil (nanee —  pacrnopsIUTENbHbIE
JIOKYMEHTHI).

Pacniopsiqutenbable  JOKYMEHTBI H3AIOTCS O BOIMPOCAM OCHOBHOM JI€ATEIBHOCTH U
aIMUHHUCTPATUBHO-XO034MCTBEHHBIM BoIpocam [38]:



— Ha3HauCHUA, NCPCMCUICHUA WA OCBOGO)K,I[GHI/IH OT JOJDKHOCTH, KOMAaHIWPOBAHHA,
HarpaXacHusa opacHaMu MW MCOAIAMHM, IPUCBOCHHUA IIOYCTHOTO WM BOWHCKOI'O 3BaHWU,
MNpEMHUPOBAHUs, HA3HAUCHUA HepCOHaHBHOﬁ NCHCUH, 3aKpCIUJICHHUA JKWIBIX W HCKUIBIX
l'IOMeH_[eHI/Iﬁ " IpCAO0CTAaBJICHUA JIbI'OT U MPEUMYIIECTB KOHKPETHBIM JIMIIAM U AP.;

— JIeficTBHE KOTOPBIX UCUEPITBIBAETCS OAHOKPATHBIM MPUMEHEHUEM;
— OIIEpPaTUBHO-PACIIOPSAIUTEIILHOTO XapakTepa (pa3oBble NOPYUEHUS);
— CO3bIBa COBEILAHUN, KOH(EPEHLUH, ChE3T0B U 1p.;

— COOPYXKEHHUsI NaMSTHUKOB, OI0OCTOB, MOHYMEHTOB;

— CTPOUTENBCTBA U PEKOHCTPYKLUUU KOHKPETHBIX 3[aHUN, COOPYKEHUU IPEANPUATHA U
ITyCKE UX B DKCIUTyaTalLMIo;

— BBIJICJICHHUS MATEpPUaJOB, MAIlMH, 000PYIOBaHUs, TOBAPOB, M3JIENINH; O BBIACICHUU U
pa3peleHn pacxo10BaTh JIEHEKHbBIE CPECTBA HA MTPOBEJIEHUE KOHKPETHBIX MEPONPUSITUI;

— OTCPOYKH NOTAHICHUS 3a10JIDKCHHOCTHU 110 CCYyIaM;
— OTBOJZIa 3€MCJIb OTACJIIbHBIM NPCAIIPUATHAM, YUPCKACHUAM, OpraHHU3alluiaIM.
— O BHCCCHUH IPABOBBIX AKTOB U UX ITIPOCKTOB HA PaCCMOTPCHUEC U YTBEPIKIACHHUEC,

— HaIpaBJICHHbIE HA OPraHU3allMI0 HCIIOJHEHUS paHee YCTAaHOBJIEHHOTO MOpSAIKA U HE
coJieprKalire HOpM (B TOM YHCJIE aKThl, COAEpKaHUE KOTOPBIX CBOJIUTCS K M3BEILEHUIO 00 aKkTax
JIPYTUX OPTaHOB);

— TEXHHYECKOro Xxapakrepa (TapuHO-KBaTU(PHUKAIMOHHBIE CIPABOYHHUKH, (POPMBI
CTaTHCTHYECKOTO HAOJIOAEHHS U JIp.), €CIIM OHU HE CO/IEPKaT MPABOBBIX HOPM;

— PCKOMCHAATCIILHOT'O XapaKTepa,
- XOSHI\/JICTBGHHO-paCl'IOprI[I/ITCJ'H)HOFO XapakTepa.

HpOGKTBI pacnopsAguTEIIbHBIX  JOKYMCHTOB  T'OTOBAT W BHOCAT  MOAPA3ACICHUSA
rocyaapCTBCHHOIO oOpraHa, MCCTHOIo CaMOYIpPaBJICHUA B IIJIAHOBOM IIOPAIKE b0 Ha
OCHOBaHHUH HOpy‘ICHI/Iﬁ PYKOBOOHUTEIA IOCYJApCTBEHHOI'0O OopraHa, MECTHOI'O CaMOYITPAaBJICHHUA
00 MHOTO YHOOJIHOMOUYCHHOTO JOJIPKHOCTHOTI'O JIMIIA.

ObecnieueHne KaueCTBEHHOM MOATOTOBKH MPOEKTOB PaCHOPSAUTEIbHBIX JOKYMEHTOB IO
OCHOBHOM J€ATENIbHOCTH FOCYAApCTBEHHOIO OpraHa, opraHa MECTHOIO caMmoynpasieHus [39] u
UX COINIACOBAHUE C 3aUMHTEPECOBAHHBIMH CTOPOHAMM BO3JIATacTCs Ha PYKOBOIUTEIEH
MIOAPA3IEIICHUN, KOTOPbIE TOTOBAT U BHOCAT IIPOECKT.

KoHTpons 3a mpaBHIBHOCTBIO O(GOPMIICHHS MPOEKTOB PACIOPSAUTENBHBIX JTOKYMEHTOB
ocymectBisier Cnyx6a AeIonpou3BOJICTBA TI'OCYNAapPCTBEHHOIO OpraHa, oOpraHa MEeCTHOIO
CaMOYIIPaBJICHUSI.

B I/IHCTPYKI_[I/II/I I10 ACJIOIMPONU3BOACTBY PEKOMECHAYCTCA U3JIOXKUTH CICAYIOIIUC ITOJIOKCHMA:

— BHUABl PACHOPSAMTENIbHBIX JOKYMEHTOB, WX Ha3Hau4€HHE B JCSITEIbHOCTU
roCy/IapCTBEHHOI'O OpraHa, opraHa MECTHOTO CaMOYTIpaBJICHMUS;

— HOpsAAOK NOATOTOBKH IIPOCKTOB PACHOPAAUTCIIBHBIX HOKYMCHTOB TI'OCYAapCTBECHHOI'O



opraHa, oOpraHa MECTHOTO camoymnpaBieHUs ((QYHKUUU CTPYKTYPHOTO IOJpa3/ieeHus-
UCIIOJTHUTENIS B MOATOTOBKE MPOEKTa, MOPSIOK B3aUMOICHCTBHS CTPYKTYPHBIX MOJpa3ieiIeHHM
(IOJKHOCTHBIX JIMI[) B TPOILECCE MOATOTOBKU IPOEKTa, €CIU HCIOJHUTENEH HECKOJIbKO, —
OTBETCTBEHHOCTb IMOAPA3/ICICHUS-UCIIONHUTENS (JOHKHOCTHOIO JIMIIA) 3a MOATOTOBKY MPOEKTa
[Tpukasa (pacnopspkeHus);

— HOPSAOK OQOPMIIEHHS MPOEKTa PACIOPSIUTENBHOIO JOKYMEHTa: COCTaB PEKBU3UTOB,
oopmieHre 3arooBKa K TEKCTY JOKYMEHTa, TpeOOBaHUS K CTPYKTYpe M H3JIOKEHHIO TEKCTa,
oopmMIIeHHE TIPUITOKEHUH K TIPOEKTY PaCTIOPSAIUTEIBHOTO TOKYMEHTA U JIp.;

— MPOIelypy COIJIacCOBaHUS (BU3UPOBAHUS) MPOEKTa PACHOPSAIUTEIHHOTO JIOKyMEHTa C
yKa3zaHUEeM OO0s3aTeNIbHBIX WHCTAHLUI COTJIACOBaHMS M YCTAHOBICHHS CPOKOB COTJIACOBAHUS
MPOEKTa JOHKHOCTHBIMHU JIMIIAMUA U MHBIMU PaOOTHHKAMU TOCYAapCTBEHHOIO OpraHa, opraHa
MECTHOI'O CaMOYIIPaBJICHUS;

— MOPSAAOK MPEACTABIICHHA IIPOCKTAa HA MNOANWUCH, MOAMNHUCAHHUEC PACTIOPAAUTCIBHOTO
HAOKYMCHTA,

— omyOiuKoBaHUE (pa3MeIleHre) pacropsAUTeNbHOTO JokyMeHTta B COJ] wiu wuHOU
WHPOPMAIIMOHHOM CUCTEME, IOBEICHUE PACTIOPSIUTEIBHOTO TOKYMEHTA /IO UCTIOJIHUTEIEH;

— IIOPAJIOK BHECEHUS] U3MEHEHM B paHee U3AaHHBIA PaCIIOPSAUTEIbHBIN JOKYMEHT.
3.3.9. IlonoxxeHus, npaBuia, HHCTPYKIUU

HNHCeTpyKnpa 10 I€NOIPOM3BOACTBY MOXKET COIEPKaTh  CIEAYIOIIME IIOJOKEHUS,
OIpENEeIIAIONINE MOPSAOK IOJArOTOBKU JIOKAJIBHBIX HOPMAaTHBHBIX akToB (manee — JIHA),
U371aBaeMbIX B (JOpME MOJIOKEHHMA, TIPABUII, HHCTPYKIHUIL:

— HaszHauenne JIHA B gesaTenbHOCTH TOCYJapCTBEHHOTO OpraHa, opraHa MECTHOTO
CaMOYIIPaBJICHHUS;

— nopsinok noarotoBku JIHA u mopsaok ux odopmiieHus;

— cormacoBaaue JIHA ¢ 3aMHTCPECOBAHHBIMU CTPYKTYPHBIMH HOAPA3ACICHUAMU U
AOJDKHOCTHBIMH JIMIAMHA I'OCYJapCTBCHHOI'O OpraHa, opraHa MECTHOTI'O CaMOYIIPaBJICHHA

— nopsAIoK yTBepxkaeHus JIHA;

— onyOnukoBanue (pasmeuienue) JIHA B COJl unu uHOll MH(OpManMOHHON cucTeMe,
nosenenne JIHA no ucnosHUTENEH;

— BHeceHue u3mMenenui B JIHA.
3.3.10. IIpoTokoxn 3acenanus (COBEIIAHNU)

JlesTeNnbHOCTh [0 COBMECTHOM BBIPa0OTKE pELICHHH Ha 3acelaHusiX, COBCLIAHHSX,
COBETax, CX0J1aX, COOpaHMsIX U ap. 0HOpMIISIETCS] TPOTOKOJIAMH.

B UHCTpyKIIMK 110 AEIOTTPOU3BOACTRY MEeJIeCO00pPa3HO ONPEICTUTh:

— BHJIbI IPOTOKOJIOB, UCHOJIB3YyEMBIX B JIEATEIbHOCTH FOCYIapCTBEHHOI'O OpraHa, OpraHa
MECTHOI'O CaMOYIIPaBJICHUS;

— TopsAAoK 0oGOpMIICHHSI MPOTOKOJIOB (COCTaB PEKBU3UTOB, OCOOEHHOCTHU MOCTPOCHUS



TEKCTa, 0COOCHHOCTH 3alMCH PEICHUH, 0COOBIX MHEHHH, pe3yJIbTaTOB TOJIOCOBAHUS U JIP.);
— CPOKH HOJTOTOBKH IPOTOKOJIA;
— MOPAJOK MOAMUCAHUS IPOTOKOJIOB;

— omyOnukoBaHue (pa3MmeleHue) mpoTokosna 3aceganus B COJl wiam  vHOM
nH(GOPMaLMOHHOM cUcTeMe (J0BeJeHHE MPOTOKOJIA 0 UCTIOTHUTENEH);

— oopMIIeHUE BBIIMCKU U3 IPOTOKOJIA U .

[Mopsimox  odopmiieHUsT TMPOTOKOJIOB 3acelaHWuil MpUBEACH B NpuiokeHHH Ne 9 k
HACTOSIIMM METOIMYECKUM PEKOMEHIAIIHSIM.

3.3.11. TenoBoe (ciayxebHOE) MICEMO

JenoBoe (cmy>ke0HO€) MUCHMO TOTOBUTCS B TOCYJIaPCTBEHHOM OpraHe, OpraHe MeCTHOTO
CaMOYyIpaBJIEHUS KaK:

— Jnokian o BemoJHeHMH nopydeHud IIpesmpnenta Poccuiickont ®enepannn u
[IpaButenscrBa Poccuiickon denepannu;

— OTBET Ha 3arpoc QeaepabHOr0 rocyIapcTBEHHOTO OpraHa;

— OTBET Ha 3alpoc TEPPUTOPHAIBHOIO OpraHa (heepajbHOro OpraHa HCIOJHUTEIbHON
BJacTu B cyowsekte Poccuiickoit denepanmu;

— OTBET TOCYJIapCTBEHHOTO opraHa cyobekrta Poccuiickoit denepanuu O BBITIOTHEHUN
NOpy4YeHus: IJIaBbl pecryOnuku B coctaBe Poccuiickoit denepanuu, pyKOBOAWUTENS Kpas,
o0racTy, aBTOHOMHOW 00J1aCTH U aBTOHOMHOT'O OKpyra B coctaBe Poccuiickoii @enepanuu;

— otBeT Ha 3ampoc wieHa Cosera ®enepauun dPenepansHoro Cobpanus Poccuiickoit
®denepauuu;

— OTBCT Ha HapHaMeHTCKI/Iﬁ 3aIIpocC;

— otBeT Ha 3ampoc aemyTtara [ocymapctBeHHou Jlymbr ®enepanbHoro CoOpanus
Poccuiickoit ®enepanum, AemyTara TNpPEICTaBUTEIBHOTO opraHa cyObekTa Poccuiickoit
®enepanuy;

— OTBET Ha OOpaleHHe IPaXKTaHUHA WA OpTraHU3aIiH;

— OTBCT Ha 3alpoC rpaxJaHWHaA WKW OpraHu3anuvu O IMPEAOCTABICHHUU I/IH(I)OpMaI_[I/II/I (6]
ACATCIIBHOCTU I'OCYJApCTBCHHOT'O OpTraHa,

— CONPOBOJUTENBHOE MHCHMO K MpOEKTaM (eaepaabHbIX 3aKOHOB, MPOEKTaM aKTOB
IIpesunenra Poccuiickonn @enepaunu u IlpaBurensctBa Poccuiickonn @enepanuu, mpoeKTam
3aKOHOB M MHBIX HOPMATUBHBIX MIPABOBBIX aKTOB cyObekTa Poccuiickoit @enepanuu;

— OTBCT Ha 3aIllpoC MHOTO roCyAapCTBCHHOI'O OpraHa, OpraHu3anuun;

— 3ampoc O TMPEIOCTaBJICHUU JOMOJHUTEIBHONH HH(pOpMAIMM B XOJE€ HCIOIHEHUS
roCy/IapCTBEHHON yCIyTu Win 00 0TKa3e B MPeJ0CTaBICHUH rOCYapCTBEHHOM YCIyTH U Jp.;

— WHHUIHWATUBHOE TMHCHMO, HAaMpaBisieMoe B IENIX HCHONHEHHS  (PyHKIUN
rOCyJJapCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIPAaBJIEHHUS, MOJTHOMOYHN TOJDKHOCTHBIX



JIMI TOCYAapCTBCHHOI'O OpraHa, opraHa MECTHOT'O CaMOYIIPAaBJICHUSA;

— B JIPYTUX Clydasx, TpeOYIOIIMX HampaBJeHHUsS 3ampoca (MpockObl) O MPEeIoCTaBICHUN
uH(bOopMaInu (JIOKyMEHTOB, CBEICHUI) WJIM OTBETA HA MOCTYMUBILIUHK 3aripoc (IpochOy).

B MHCcTpyKIMu 110 AENONPOU3BOACTBY PEKOMEHAYETCS YCTAHOBHTD:

— MOPSAOK OOPMIICHHS JIETOBBIX (CIY>KEOHBIX) MHCEM, B TOM YHCJIE Ha JIOJDKHOCTHBIX
OJIaHKax;

— TpeOOoBaHUSI K TEKCTaM JEJOBBIX (CIY>KEOHBIX) MHCEM, OCOOEHHOCTH COCTaBJICHUS
WHUIMATUBHBIX THCEM, MHCEM-OTBETOB, OTBETOB Ha OOpallleHHs Tpa)xJaH U OpraHu3alu,
MIOCTYTIAOIINX B IT'OCYIaPCTBEHHBIN OpraH, OPraH MECTHOI'O CaMOYIIPABIICHHUS;

— MPOIIeIypy COTJIACOBAHUS I€JIOBbBIX (CIIyKEOHBIX) MHICEM;
— 0COOCHHOCTH COCTaBIIEHUSI U O(DOPMIICHHUSI COBMECTHBIX MTUCEM;

— 0COOEHHOCTH MPUMEHEHHsS] B JEATEIbHOCTH TOCYAAPCTBEHHOIO OpraHa, oOpraHa
MECTHOTO CaMOYIPABJICHUS CPEACTB AJIEKTPOCBS3U, HH(OPMAIMOHHO-KOMMYHHMKAIIMOHHBIX
TEXHOJIOTHH 171 MOTYYEeHHsI U OTIPABKH JIEIOBBIX (CIIy>KEOHBIX) MUCEM U APYTUX TOKYMEHTOB.

B WHcTpykuuu nmo Jesonpou3BOACTBY PEKOMEHIYETCSl YCTAaHOBUTb COCTAB PEKBU3UTOB,
UCTIOJIb3YEMBIX MPH O0(POPMIICHHH JETOBBIX (CITY>KEOHBIX) MUCEM:

— ajpecar;

— J1aTa JOKYMEHTA;

— PErUCTPAMOHHBIA HOMEP TOKYMEHTA;

— CCBUIKA HAa PETUCTPALIMOHHBIN HOMEP U ATy MOCTYMUBIIETO TOKYMEHTA;
— 3aroJI0BOK K TEKCTY;

— TEKCT JOKYMEHTA;

— OTMETKa O HAJIMYHMH TPUIIOKECHUI;

— BU3Q;

— MOJIINCH;

— OTMETKa 00 D3JIEKTPOHHOW MOANUCH (B CIy4ae MOJITOTOBKH M OTIIPABKH JIEIOBOTO
(cmy»xeOHoro) mucbMa B pOpMe AJIEKTPOHHOT'O TOKYMEHTA);

— OTMETKA 00 UCIIOJIHUTEIE.
B MHCTPpYKIKH 110 AETONPOU3BOACTBY PEKOMEHIYETCS OTMETUTh, YTO:

— penoBble (Ciy>)keOHBIC) MUChMa TIEUATAIOTCS Ha ONaHKaX YCTaHOBIEHHOW (opmbl
(pazmen  3.3.2 MeToaudyeckux pEKOMEHJIANMN); CIIyKeOHbIe THChMa, TMOAMUCHIBAEMBIC
PYKOBOJUTENSIMU JIBYX U OoJiee (eiepalibHbIX OpraHOB HCIIOJHUTEIBHON BIACTH, OOPMIISIFOTCS
Ha CTaHJapTHOM JucTe Oymaru (opmata A4, mpu STOM HAMMEHOBAHHUS OPTraHOB BIIACTH —
aBTOPOB JIOKYMEHTA — YKa3bIBaloTCs B pekBU3UTe «Iloanucey;

— CPOKHU ITOATOTOBKH OTBETHBLIX IHCEM YCTAHABJIMBAIOTCA HOPMATUBHBIMH IIPABOBBIMH



aKTaMU WK B PE3OTIONUAX (MMOPYICHHUSAX) TOTKHOCTHBIX JIUI TOCYIapCTBEHHOTO OpraHa, opraHa
MECTHOTO CaMOYTPABIICHUS, CPOKH TIOJTOTOBKM WHHUIIMATUBHBIX IMHCEM OIPEACIISIIOTCS
PYKOBOAMTENAMH CTPYKTYPHBIX MOAPA3AEIECHUN TOCYJapCTBEHHOTIO OpraHa, OopraHa MECTHOTO
caMOYTIpaBJICHUS;

— TEKCTbl OTBCTHBIX IMMHUCEM HOJLDKHBI TOYHO COOTBETCTBOBATH MHAHHBIM IIOPYUCHUM,
MOCTYIIMBUIUM 3aIllpocaM, YKa3aHUAM IO MCIIOJTHCHUIO JOKYMCHTOB,

B JICJIOBBIX (CIIy’K€OHBIX) IHMCbMax HCIOJIb3YeTCS PEKBU3UT «3arojOoBOK K TEKCTY»,
oTBeYarouMii Ha Borpoc «O ueM?» U popMyIHpyIOIMi B KpaTKoil popme TeMy nuchma,

— B JICJIOBBIX (CIIy’)keOHBIX) MHMCbMAax HCHOJIb3YIOTCS (pa3bl STUKETHOTO XapakTepa
«YBaxkaeMblil...|» — B Hayaje MHUCbMa, HaJ TEKCTOM U «C yBaXEHHMEM,» B 3aKIHOUYUTEIBHOU
4acTy MUChbMa, HaJ MOJAINKCKHIO; STUKETHBIE (pa3bl EeUaTaIOTCs UCIOIHUTEIEM MPHU MOATOTOBKE
IIPOEKTa UChMa;

— JIeJIOBbIE (CITy>KeOHbIE) MUChMa U3JIAratoTCs:

— oT l-ro numa mHoXecTBeHHOro uucia («[Ipocum mpenoctaBuTh HMHGOPMAIUIO...»,
«Hamnpagisiem Ha 3aKJIIOYEHHUE MPOEKT...» U Jp.);

— oT 3-ro numa CINHCTBCHHOI'O YHCJIa (((MI/IHI/ICTepCTBO HE CUHMTACT BO3MOXHBIM...»,
<<(DeﬂepanLHOe APXUBHOC ar¢HTCTBO NMpCAJIaracTt paCCMOTPECTh B03MO)KHOCTL...)));

— 0T 1-ro uIa eIMHCTBEHHOTO YHCIIa, €CIH JIeI0Boe (CITy:ke0HOe) TUChMO 0OPMIICHO Ha
nomkHocTHOM Omanke («lIpomry Bac mpenctaBuTh cBefeHHSA O...», «CUuUTar0 BO3MOKHBIM
MIPUHSTH Y4acTHUE B...»);

— JienoBble (city)keOHbIE) MHCbMa B yCTaHOBIEHHOM MHCTpyKIueil no aenonpou3BOICTBY
MOpPSIIKE  MPOXOJAT  MPOUEAYpPY  COIJIacOBaHUA  (BU3MPOBAHMS)  3aMHTEPECOBAHHBIMU
JOJKHOCTHBIMH JIMLIAMU FOCYJaPCTBEHHOT'O OpraHa, OpraHa MECTHOI'O CAMOYIIPaBJICHUS;

— JieNioBble (CiTy)keOHBIC) MHChbMa TOIMUCHIBAIOTCS PYKOBOAHMTEIIEM TOCYAAPCTBEHHOTO
opraHa, €ro 3aMEeCTHTE/ISIMH, WHBIMH YIOJTHOMOYEHHBIMH JODKHOCTHBIMH JIUIIAMH B
COOTBETCTBHHM C paclpeaeneHueM O0OsS3aHHOCTEH, YCTAaHOBIEHHBIM TIPAaBOBBIM  aKTOM
rocy/1apCTBEHHOI'O OpraHa, opraHa MECTHOTO CaMOYTIpaBJICHMUS;

— B Clly4ae HCIIOJHEHUSI OOS3aHHOCTEH BPEMEHHO OTCYTCTBYIOLIETO PYKOBOAMTEIS
JeNIoBble  (CoykKeOHblE) NHChbMa HW3rOTaBIMBAIOTCS Ha OJaHKaX BPEMEHHO OTCYTCTBYIOLIUX
JOJDKHOCTHBIX JIHIL; B pekBu3nTe «[loamuce» B 3TOM cityyae yKa3bIBaeTCsl CTaTyC JOJDKHOCTHOTO
T, TOJMHUCHIBAIOIIETO JOKYMEHT, B COOTBETCTBHM ¢ llpukazom 00 WCIOTHEHUH
o0s13aHHOCTEH, Hanpumep: «l.0. MuHUCTpa» WK «VcomHAIOMKUI 0053aHHOCTH MUHHCTPaY;

— B YCTAaHOBJICHHBIX 3aKOHOJATEILCTBOM CIIy4asx JCJIOBbIC (CIIy»KeOHBIC) MHUChMa
3aBEPSIOTCA ME€YAThI0 TOCYJApCTBEHHOTO OpraHa, OpraHa MECTHOIO CaMOYINpAaBIICHHS, a B
MUChMaX, COACpXKAIMUX CIy)XeOHyr0 HH(OPMALUIO OrPAaHUYCHHOTO PACHpPOCTPaHEHUS,
npoctaBisiercss pekBU3UT «I'pud orpaHuueHuss AOCTyNma K JIOKYMEHTY», KOTOPBIH MOXKET
JOTIOJHATHCS HOMEPOM 3K3EeMILISPa.

3.3.12. 3amcka (aHaUTHYECKAsA, JOKIaxHAsA, CIyXKeOHas1, 00BACHUTEIbHAS)

B UncTpyK1mu no aei1onpou3BOJCTBY PEKOMEHAYETCS OMPEACIUTh:

— BHIBI 3aIIMCOK, CO3JJaBA€MbIX B TOCYAJAapCTBCHHOM OpraHe, oOpraHe MCCTHOIO
CaMOYIIpaBJICHUA W HCIOJIb3yCMbIX JJIS I/IH(I)OpMaI_[I/IOHHOl" 0 oOMeHa MCKAY CTPYKTYPHBIMU



MOJPa3/ICIEHUSIMH, JJOJDKHOCTHBIMU JIMIIAMH, PAOOTHUKAMU;
— MOPSZIOK COCTABJICHUS 3aIIMCOK (Ha OyMaKHOM HOCHTEJIE V/MJTH B SJIEKTPOHHOM BHUJIE);
— PEKBHM3HTHI 3aIMCOK PAa3IMYHBIX BUIOB U MX 0OPMIICHUE;

— CTPYKTypy TEKCTa AaHaTUTHYECKON (IOKIaIHOM, CIyKeOHOH, OOBICHUTEIHLHOM)
3aMHCKU;

— PEKBU3UTHI JOKJIAHON (aHATUTUYECKOH, CIy’eOHOU, 00bICHUTEIBHOM) 3aMUCKU:
— HAMMEHOBAHUE CTPYKTYPHOTO MOAPA3JEIICHUS — aBTOPA JOKYMEHTA;

— BUJI TOKYMEHTA;

— J1aTa TOKyMEHTa,

— pPEerucTpalMOHHBIA HOMED;

— 3ar0JIOBOK K TEKCTY (IIPH HEOOXOAUMOCTH);

— azpecaTr (JOJDKHOCTHOE JHUIO (JIMIa) TOCYJapCTBEHHOTO OpraHa, OpraHa MECTHOTO
caMOyTpaBJIeHUs ),

— IIOAIINCH,

— OTMeTKa 00 ucHoaHUTENE (MIPU HEOOXOAUMOCTH).
3.4. Opraau3anus JOKyMeHTO000pOoTa
3.4.1. IlpuHOUIEI OpraHW3aIii JOKYMEHTO000pOTa

B coorBerctBum ¢ myHktoM 3.1 IlpaBuyi  nenonpouM3BOACTBA B Ipoliecce
JOKYMEHT0000poTa o0ecreunBaeTcs:

— MpUeM U MepBUYHAast 00paboTKa BXOAAIIUX TOKYMEHTOB;

— IIpeIBapUTEIHLHOE PACCMOTPEHUE BXOAIINX JTOKYMEHTOB;

— perucTparus BXOISIINX, UCXOSIITNX U BHYTPEHHUX JTOKYMEHTOB;
— paccMOTpeHHUEe T0KyMEHTOB PYKOBOACTBOM;

— JI0BEJICHUE JOKYMEHTOB /10 UCIIOJIHUTENIEH;

— TIOJITOTOBKA MTPOEKTOB JIOKYMEHTOB;

— COTJIaCOBaHHE MPOEKTOB JOKYMEHTOB;

— MOJIMHUCAHKUE MPOEKTOB JJOKYMEHTOB;

— oTpeerieHNe MeCTa XpaHEeHHUs IOKyMeHTa (KOMUU JOKYMEHTA) U BKIIOUEHUE JOKYMEHTA
(Komuu JOKYMEHTa) B JIEN0;

— 00paboTKa 1 OTIPaBKa HCXOSAIINX JOKYMEHTOB.

[Tpu ycraHoBieHuu TpeOOBaHUM K OpraHU3alMu JOKYMEHTOOOOpOTa B rOCYJapCTBEHHOM



Ooprase, OpraHe MECTHOI'O CAMOYIIPABJICHUS CJIEYyEeT UCXOAUTh U3 CIAEAYIOIIUX TPUHIUIIOB!
— NEHTPAJIN3ALUH ONepaluii 110 IPUEMY U OTIPABKE JOKYMEHTOB;

— pacrpeneneHust JOKyMEHTOB Ha JIOKYMEHTOIIOTOKH, UMEIOLINE OAMHAKOBBIA MapLIpyT
(MapupyTH3aIys 10KyMEHTOB);

— OpraHu3alyi NpeABAPUTCIBEHOTO paCCMOTPCHUSA MOCTYIAOIMINX TOKYMCHTOB,

— UCKJIFOUEHHsI BO3BPATHBIX JBIDKCHHI JIOKYMEHTa, HE OOYCIIOBJICHHBIX JICJIOBOM
HEOO0XOINMOCTEIO;

— OJIHOKPATHOCTH PETUCTPAIIH TOKYMEHTOB;
— yCTpaHEeHHUsI HEOOOCHOBAaHHBIX COTJIACOBAHMI MPOCKTOB JOKYMEHTOB;
— perJIaMeHTAIlMH oTepanuii mo 00pabdoTKe, PACCMOTPEHHUIO M COTJIACOBAHUIO JIOKYMECHTOB.

JIoOKyMEHTOOO0POT TOCYJapCTBEHHOTO OpraHa, oOpraHa MECTHOIO CaMOYIIPABJICHUS
oCymIecTBIsieTcs ¢ ucnoibp3oBanueM COJl u  WHBIX  MH)OPMAIMOHHBIX  CHCTEM,
obecreunBaoIUX paboTy ¢ OTAECIbHBIMU KOMIUIEKCAMH JIOKYMEHTOB.

B cootBerctBuu ¢ mynktom 3.2 IlpaBui nenonpousBojcTBa UH(GOPMAIIMOHHBIE CHCTEMBI
rOCYJapCTBEHHOTO OpraHa, OpraHa MECTHOIO CaMOYIIpaBlieHHs, oOecreuuBaroimue padboTy ¢
OTACTbHBIMU KOMIUIEKCAMHU JIOKYMEHTOB, JIOJKHBI ObITh MHTerpupoBanbl ¢ COJl B mensx
peasnnzanuu GyHKIMH 0TOOpa TOKYMEHTOB BPEMEHHBIX (CBbIlIe 10 JeT) U HOCTOSIHHOTO CPOKOB
XpaHeHus AJis NepeJaud Ha XpaHEHUE B apXUB T'OCYJAapCTBEHHOI'O OpraHa, OpraHa MECTHOTO
CaMOYNpaBJIeHUS! U BBIJCIECHUS K YHMYTOXXEHHUIO JOKYMEHTOB, CPOKHM XPaHEHHUS KOTOPBIX
UCTEKIIH.

B cootBerctBum ¢ mynkrom 3.3 IlpaBun menompousBonactBa Ciyx0a IeIonpon3BOICTBA
rOCYJapCTBEHHOTO  OpraHa, oOpraHa MECTHOI'O CaMOYIMpAaBJIEHUs, JAEJIONPOU3BOIUTEIN
CTPYKTYPHBIX IOJIpa3ieNIeHH, a TaKkke paOOTHUKU IrOCyIapCTBEHHOI'O OpraHa, OpraHa MECTHOTO
CaMOYIIpaBJIEHHsI B COOTBETCTBUU C MPEJOCTaBIEHHBIMH UM @paBaMu 00eCHeYuBaIOT
BKitoueHue B COJ] 1oKyMeHTOB (IPOEKTOB AOKYMEHTOB), CBEJIEHUI O JOKyMEHTax (IIpOeKTax
JOKYMEHTOB), CBEJEHMH O pAacCMOTPEHHHM U pe3yjbTaTaXx MCIOJHEHUs JOKYMEHTOB U
pe3yibTaTax ucnojgHeHus (3amnonHeHue noiei DPK).

B noxymeHTOO00pOTE TOCYAapCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIIPaBIICHHS B
COOTBETCTBHH C OCOOEHHOCTSIMH TEXHOJIOTMYECKOH 00pabOTKH JOKYMEHTOB BBIJCISIOTCS
JTOKYMEHTOIIOTOKH: TOCTYyTMaomas JOKyMEHTaluus (BXOJsIIas); OTIpaBisieMasl JOKYMEHTAIHs
(ucxopsmiasi); BHyTpeHHsIsl TOKyMeHTalus. B coctaBe Bxojsien U UCXOAAIICH JOKYMEHTAIMN
MOTYT BBIJICIISATHCA:

— JOKYMEHTHI, ocTynuBiune u3 Aamunuctpanuu [Ipesnnenta Poccuiickoit @enepanmu,
CoBera ®enepaunu denepanbHoro Cobpanusi Poccuiickoit ®enepanuu, ['ocynapcTBeHHOM
Hymblr  ®enepanbHoro CoOpanus Poccuiickoit ®enepanmu, [IpaButensctBa Poccuiickoit
®enepanun, Beictux cynoB (Konctutynmonnoro, BepxosHoro), CuetHoi manatel Poccuiickoit
@enepanuu, LlentpanbHoro 6anka Poccuiickoit @enepaunu u Apyrux ¢enepaabHbIX OPraHoB
TOCyJIapCTBEHHOM BJIACTH M UHBIX (heJepaTbHBIX TOCY/IaPCTBEHHBIX OPTaHOB;

— JIOKYMEHTHI OpPraHOB TOCYJapCTBEHHOW Biactu cyObekToB Poccuiickoit denepanumy,
OpraHOB MECTHOT'O CaMOYIIPaBJICHUS;

— JIOKYMEHThl TEPPUTOPHAIIBHBIX OPraHoB (eneparbHbIX OPraHOB HCHOJHUTEIBHOM



BIIACTH B cyObekTax Poccuiickoit @enepanuu (Ipu X HATUYUN);

— MapJIAaMEHTCKHUE 3aMpocCkl, 3aMpockl aenytatoB ['ocynapcreennon Jymbl denepanbHOTO
CoOpanus Poccuiickoit @eneparun u cenaropo Cosera denepaunu PenepanbHoro CodpaHus
Poccuiickoii ®enepanuu, OeMyTaTOB 3aKOHOJATENbHBIX OpraHoB cyOBbekToB Poccuiickoit
®denepauy 1 OpraHOB MECTHOI'O CaMOYIIPABIICHUS;

— oOparieHus TpaxiaaH U OpraHu3alui;

— 3ampochkl TPaXJaH, OpraHU3ANMK O TPEAOCTaBICHWH HH(POPMAIUU O JACSITEIBHOCTH
rOCy/IapCTBEHHOT'O OpraHa W/UIu O MPEOCTaBICHUHU TOCYJapPCTBEHHBIX YCIYT U OTBETHI HA HUX;

— JOKYMEHTBI T'OCYZJapCTBEHHBIX U HETOCYAAapCTBEHHBIX OpTraHU3ALINiL;
— IOKYMEHTbI OOILIECTBEHHBIX M PEIUTHO3HBIX OpraHU3alHii;

— JIOKyMEHTbl U3 IIPABUTCIILCTBEHHBIX W HEIPABUTEIbCTBEHHBIX OpraHU3allul
3apyOexXHBIX CTpaH U JPyrue rpynmbl JOKYMEHTOB.

Opranuzanus ABMKEHHUs JOKYMEHTOB U JIOCTYTa K JJOKYMEHTaM B YCIOBUSAX JIEKTPOHHOIO
JOKYyMEHTOO00POTa OCYILECTBIIAETCS B COOTBETCTBHUM C pAcCIpelelieHueM JOKYMEHTOB Ha
JOKYMEHTONOTOKH, HMEIOIINE OJMHAKOBBIM MapIIpyT (MapIIpyTH3alusi JOKYMEHTOB) U
oco0eHHOCTsIMH 00pabOTKH TOKYMEHTOB ¢ mpuMeHeHneM COJl. MapmpyTsl JOKyMEHTOITOTOKOB
JOJDKHBI OBITH ONTHUMAJIBHBIMHM IO 3aTpaTaM BPEMEHH, HE JOJKHBI JOMYyCKaTh AyOJIUPYIOMIUX
orepanuii ¥ BO3BPATHBIX IBUKEHUH, HE 00YCIOBICHHBIX JIEIIOBOH HEOOXOIUMOCTBIO.

B cootBerctBuu ¢ mynkrom 3.7 IlpaBui 1enonpon3BoACTBa B TOCYIaPCTBEHHOM Oprase,
OopraHe MECTHOT'O CaMOYIIpaBJEHHUsl JOCTaBKa M OTIIpaBKa JOKYMEHTOB OCYIIECTBISIOTCS
CpeICTBaMH TMOYTOBOH, (penbaberepCckoi, KypbepCKO, MHBIMU BHUJAMH CIIELHUATbHON CBS3H,
(bakcuMuIbHOH, TenerpadHol, TenedoHHON, TOCPEACTBOM MEKTPOHHOH 1mouThl, CO /I, cucTeMBbI
MEXBEJIOMCTBEHHOT'O JJIGKTPOHHOTO JIOKyMeHTooOopora (manee — MDJIO), depe3 cait
rOCYJapCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIIPaBIICHHs, MOCPEACTBOM (enepaabHOi
rocy/1apcTBeHHOM HHGOpPMAaLMOHHONW cucTteMbl «EAMHBI moOpTam rocylapcTBEHHBIX U
MYHHIUMATBHBIX  yCIyr (QyHKUIWN)» W/WIH PETHOHANBHBIA IMOpTal TOCYJapCTBEHHBIX U
MYHHIMINAIBHBIX YCIyT (nanee — [lopran rocy1apcTBEHHBIX yCIyT).

JlocTtaBka M OTHpaBKa AJIEKTPOHHBIX JOKYMEHTOB cpenctBamu MOJIO ocymecTBisieTcs B
coorBerctBMM ¢ [losokeHMeM O  cHCTeME  MEXBEJIOMCTBEHHOIO  3JIEKTPOHHOTO
nokymMeHTtoobopota u IlpaBunamMum oOMeHa JOKyMEHTaMHM B JJIEKTPOHHOM BHIE TpHU
opranuzanuu uHpopManroHHoOro B3aumoeiicTaus [40].

3.4.2. IIpueM n mepBuIHasT 00paboTKa MOCTYNAOIMX JOKYMEHTOB

B HMHCTpyKumu 1O JENONPOU3BOJACTBY ONpPEEISACTCS CTPYKTYpHOE TIOIpa3esicHue
(mozmpaszenenus), OCyLIECTRISIONEE NMPUeM U 00pabOTKy MOCTYMHaloLeil B rocynapcTBEHHBIN
OpraH, OpraH MECTHOTO CaMOYIPaBJICHHS KOPPECIOHACHINH, MOCIEA0BATEIbHOCTh M TOPSIOK
orepanuii, BEIMOIHAEMBIX B Ipoliecce 00pabOTKU MOCTYIAIOIIEeH KOPPECTIOHICHIINY.

B nannoMm pasznene MHCTpyKIuu 1O AeIONPOU3BOACTBY PEKOMEHYETCS IIPEyCMOTPETh:

— HIPOBECPKY MNPaBUIBHOCTH aApCCOBAHHA IMOCTYINHBIIUMX AOKYMCHTOB M IIPaBUJIIBHOCTH
AOCTAaBKH JOKYMCHTOB;

— IIPOBEPKY LIETTOCTHOCTH YIAaKOBKH (KOHBEPTOB M ITAKETOB);



— BCKPBITHE YMAKOBKH (32 MCKIIOYCHHEM KOHBEPTOB M MAKETOB C MOMETKOW «JImuHO» U
rpudaMy OrpaHUYCHHS JIOCTYINa K JOKYMEHTY, HE OTHOCSIIUXCS K OOpalieHHsIM TpakIaH,
OpraHU3aINii);

— MPOBEPKY LHECIOCTHOCTH BXOAAINX JOKYMCHTOB, BKIIFOYAA IIPHUITIOKCHUS

— YHUYTOXXCHHE KOHBEPTOB M TAKETOB WJIM YIAKOBKH (32 HCKIIOYEHUEM OOpaImieHun
rpax<JaH, OpraHu3aIlyii, CyeOHBIX U MHBIX JTOKYMEHTOB 0€3 yKa3aHUs JaThl, a TAKXKE B CIy4asX,
€CITU JTOKYMEHT TMOCTYINWIJI MO3KE YKA3aHHOTO B TEKCTE JOKYMEHTa CPOKA WCIIOJHEHUS (IaThl
MEPOIPUSTHS) WIH TPH OOJBIIOM PACXOXKACHUUA MEXKIY IaTaMHU IMOANMHCAHUS U TIOTYYCHHS
JIOKyMEHTOB);

— COPTHPOBKY JOKYMEHTOB Ha TMOJIeXKAIlMe W HE MOJAJeKallue perucrpanuu (B
npwiokeHnn K WHCTpyKIMM TO0 ACIONMPOU3BOJACTBY IIEIECO00pa3HO TIPHBECTH TMEpPEUYCHB
JIOKYMEHTOB, HE MoJyiexaiux peructpauuu) [41]. [IpumepHsblil nepeueHb HEPETUCTPUPYEMBIX
BXOJSIIMX JIOKYMEHTOB TmpuBeAeH B npwioxkeHuu Ne 11 k Hacrosamum MeToauyeckum
PEKOMEHIALIUSIM;

— Tepemady JOKYMEHTOB, TpPEOYIOUIUX PETUCTpAIlMM, Ha Y4YacTOK PpErucTpaluv |
CKaHUPOBAHUS JOKYMEHTOB;

— BBIJIEJICHUE JOKYMEHTOB, AaJpPECOBAHHBIX B CTPYKTYypHbIC IIOAPA3ICIICHUS
roCyIapCTBEHHOI'O OpraHa, OpraHa MECTHOIO CaMOYIPaBJICHUS U1 IepeJadyd JOKYMEHTOB
HEIOCPEICTBEHHO B CTPYKTYPHOE MOAPA3IeICHUE, MUHYS PYKOBOJICTBO;

— repenavyy AOKYMEHTOB, He TPeOYIOINX PETUCTPallii B CTPYKTYpPHBIE MOJIpa3aAesieHusl U
JOJKHOCTHBIM JIULAM;

— CpOKM 00pabOTKM [TOKYMEHTOB M IEepeladd WX Ha Y4YaCTOK PETUCTpallud WIH B
CTPYKTYpHBIE MOJpa3/eleHus] B Cllyyae IMOCTYIUIEHHsI JIOKYMEHTOB B paboyee W Hepabouee
BpeMS;

— MOpSAAOK JEHCTBMH B cCilydyae YCTAHOBJICHMsA (pakTa HENpaBWIBHOW ajpecalyu
JIOKYMEHTOB, HEKOMIUJIEKTHOCTU JOKYMEHTOB, IIOBPEKIEHUS IOKyMEHTA UM KOHBEPTA (T1aKeTa),
HaJINYMA Ha KOHBepTe (Iakere) rpuda OorpaHuyeHus JIOCTyNna K JOKYMEHTY WIH ITOMETOK
«JInuno», «Cpouno», «OnepatuBHO» U Ap.

B MWHcTpykimu 1O JAETONPOU3BOJACTBY PEKOMEHAYETCS TMPEAYCMOTPETh CICAYIOIIHNE
MOJIOKEHUS:

— omubO0YHO AOCTABJICHHBIC NOKYMCHTBI IICPECHUIAOTCA 110 HA3HAYCHUIO MU
BO3BpAlIArOTCs OTIIPABUTEIIIO,

— JIOKYMEHTBI, TIOCTYNHBIIME B TOCYJApCTBEHHbIH OpraH, oOpraH MECTHOIO
camMoynpaBlieHUs B pabouee BpeMs, MPOXOIAT MEPBUUHYI0 00pabOTKy U MepeAaroTcs Ha
PETUCTPAIIMIO B ICHb TIOCTYTUICHUS WK Ha CIICIYIOIUN pabounii JICHb;

— Mpu OOHApPYKEHUU TOBPEXKICHUS BXOJAIIETO JOKYMEHTa WM €ro MPWIOKEHUH, Npu
OTCYTCTBHUHU JIOKYMEHTA, €r0 YaCTU WUJIU IIPWIOKEHUN K HEMY, a TaKKe IIPU OTCYTCTBUU IOAIIUCH
Ha BXOJSIIEM JOKYMEHTE COCTaBIISETCS akT B JBYX JK3eMIUIIpax (OAMH HK3EMIUISIp aKTa
BBICBUIAETCS OTHPABUTENIO, 2- — MPUOOIIAETCS K BXOJAIIEMY JOKYMEHTY U IepelaeTcss Ha
PETUCTPALIMIO U MTPEIBAPUTENILHOE PACCMOTPEHHE);

— KOHBEPTBI, B KOTOPBIX HOCTYIIUIN OOKYMCHTBI, YHUYTOXAIOTCS (33. HCKIIFOYCHUEM
O6paHICHI/II\/'I TpaXXJaH U UHBIX JOKYMCHTOB, €CJIM TOJIbKO IO KOHBCPTY MOXKCT OBITE YCTAHOBJICH



azipec OTIPABUTENS W/WIN JaTa OTIPABKH, a TAKXKE B CIy4asx, €CIU JOKYMEHT MOCTYIUII TT03XKe
YKa3aHHOTO B TEKCTE JOKYMEHTa CpOKa MCHOJIHEHMs (aThl MEPONPUATHS) UIH MPHU OOIBILIOM
PacxXoKJIEHUU MEXy JaTaMH MOANKMCAHUS U NIOJyYEHUs! JOKYMEHTOB);

— KOHBEPTHI (IIaKeThl), UMEIOLUE OTMETKY «JIMuHO», Tpu(bl OorpaHUYEHHs] JOCTyNa K
JIOKyMEHTaM, COJEepXalluM CBEACHUS KOH(QUACHIMAIBHOIO XapaKTepa, HE BCKPHIBAIOTCS M
NEPENAOTCS:

— C OTMETKOH «JImuHO» — HEIIOCPCACTBCHHO agpecary,

— ¢ rpudamMu orpaHuueHHUs aocTyna — paboTHUKY CiyObl IelIonpou3BOJCTBA, B
00s3aHHOCTH  KOTOPOTO  BXOJAWUT  00pabOTKa  JOKYMEHTOB, COJEpKaIllMX  CBEICHHS
KOH(HICHIIMATIBHOTO XapaKTepa;

— JJOKYMEHTBI, TOCTYNUBIINE ¢ OTMeTKaMu «CpouHoy, «OnepaTUBHO» U JIp., IEPEAAIOTCS
Ha PETUCTPALUIO HE3aMEUIUTEIIBHO;

— uHbpopmupoBanue pykoBoautenss CiryKObl J€IONPOU3BOACTBA TPHU IMOCTYIIICHUN
MIOIO3PUTEIBHBIX IIOYTOBBIX OTIIPABICHUMN.

B MWHCTpyKuMH 1O JEJIONPOU3BOJACTBY JOHKHO OBITh IPEIyCMOTPEHO, 4YTO IpH
MOCTYIUIGHUH JOKYMEHTOB U3 JIPYTMX TOCYAapCTBEHHBIX OpPraHOB, OpPraHOB MECTHOTO
CaMOYIPAaBJIEHUs, OpraHU3alUil HENOCPEACTBEHHO B CTPYKTYpHBbIE NOJpa3AcieHusi, HO
TpeOylolIre pacCMOTPEHUsI PYKOBOJICTBA, MEPEAOTCs JUIsl pErUCTpallui U MPeABapUTEIbHOTO
paccmotpenus B Ciy:x0y [e10NpOM3BOJACTBA TOCYJApCTBEHHOTO OpraHa, OpraHa MECTHOTO
caMOyIpaBJICHUSI.

B cootBerctBum ¢ myHktom 3.15 IlpaBun aenompon3BOACTBA Ha BCEX MOCTYMHBIIHUX
JOKyMEHTaX, 3a UCKIIOUYEHUEM IOKYMEHTOB, TOCTYIIMBIIUX B (DOPME AIEKTPOHHBIX TIOKYMEHTOB,
MIPOCTABIISIETCS OTMETKA O MOCTYIUIEHUU JOKYMEHTa B TOCYAapCTBEHHBIN OpraH, OpraH MECTHOTO
camoymnpasiienus (cM. myHKT 26 Ilpunoxenus Ne 3 k HacrosamuM MeToanueckum
PEKOMEHIAIUSM).

B coorBercTBuM ¢ nyHkToM 3.16 IlpaBuin n1enonpon3BOACTBA 3JIEKTPOHHBIE JOKYMEHTHI,
MOCTYNUBUIME U3 IPYTUX OPraHU3alMi U rpa)KaH I0 3JIEKTPOHHOH noute, nocpeacrsom CO/I,
MDBJIO, depe3 callT TrocyJapCcTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOyIIpaBJCHUS B
MH(POPMALIMOHHO-TEIEKOMMYHUKAMOHHON ceTn «MHTepHeT», llopTran rocygapcTBeHHBIX u
MYHUIUNATIBHBIX YCIYyT, MpUHUMAatOTCs Ciry>k001 AETONpPOU3BOICTBA MM UHBIM CTPYKTYPHBIM
MOJpa3/ieIeHueM, B OOA3aHHOCTU KOTOPOrO BXOAUT OpraHu3anus paOoTbl ¢ OOpallleHUsMU U
3ampocaM TpaKAaH M OpraHu3allii O TPEJOCTaBICHUM HH(OpPMAIMH O JAEATEIbHOCTH
rOCYJapCTBEHHOTO OpraHa, oOpraHa MECTHOI'O CaMOYIpaBJIEHUs, O MpeloCTaBICHUU
roCy/1apCTBEHHBIX (MyHULIMIIAIbHBIX) YCIIYT.

B cootBerctBuM ¢ myHkToM 3.17 [IpaBun nenonpousBocTBa MOPSIOK HHPOPMAILIMOHHOTO
B3aUMOJICUCTBUSA IOCYJaPCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIIPABJICHHS IIOCPEACTBOM
oOMeHa JOKyMEHTaMH B DJJEKTPOHHOM BHJIE, IE€pPEYEeHb BHJIOB KOTOPHIX YTBEp)KIAeTCs
[TpaButensctBOM Poccuiickoit @enepanuu [42], 3a HUCKIOUYEHHEM OOMEHA AIIEKTPOHHBIMU
JOKYMEHTaMH B pPAMKax IPEJOCTaBICHUS TOCYJApCTBEHHBIX W MYHHULUIAIBHBIX YCIYT,
ycraHoBieH [IpaBunmamu oOMeHa JOKYMEHTaMH B JJIEKTPOHHOM BHUAE MpPU OpraHU3alUH
nH(pOpMallMOHHOTO B3auMojieicTBus [43] u TpeGoBaHUSIMH K OpraHU3alMOHHO-TEXHUYECKOMY
B3aUMOJICUCTBHUIO [44].

B cootBerctBum ¢ mnynkrom 3.19 IlpaBun nenompousBoicTBa MHCTpykimei 1o
JIeTIONIPOM3BO/ICTBY MOXKET OBITh MHPEAyCMOTPEHA pacreyaTka 3JEKTPOHHBIX JIOKYMEHTOB C



nocienyoomneil opranuszanueit paboTsl C HUMH Kak ¢ JOKYMEHTaMHU Ha OyMa)kHOM HOCHUTEJIE.
3.4.3. IIpensaputensHOE PACCMOTPEHNE JOKYMEHTOB

B MHcTpykuuu no Jenonpou3BOACTBY TOCYJAapCTBEHHOTO OpraHa, OpraHa MECTHOTO
caMOympaBlieHUs]  ClelyeT MmpeaycMoTpeTh mpoBeaeHue CaykOoi  Ielonpou3BOACTBA
IIPEIBAPUTEIBHOTO PACCMOTPEHMSI JIOKYMEHTOB B I€JIIX BBIJEIECHHS W3 BCErO0 MAaccUBa
MOCTYNUBIIEH KOPPECIOHACHIUN JOKYMEHTOB, TPEOYIOUIMX 00s3aTeIbHOTO PAacCMOTPEHUS
PYKOBOJUTENIEM TOCYIapCTBEHHOIO OpraHa, opraHa MECTHOTO CaMOYIIPaBJIEHUS, 3aMECTUTEISIMU
PYKOBOJUTENS, WHBIMU JIOJDKHOCTHBIMM JIMIIAMU TPU HAJIWYUM Yy HUX COOTBETCTBYIOIIMX
MIOJIHOMOYMM. JIOKyMEHTBI, IOCTYNMBIIME B TOCYJAapCTBEHHBI OpraH, OpPraH MECTHOIO
caMOyNpaBJieHUs MO0 BOMPOCaM, HEe TPEOYIOUIMM PacCMOTPEHUSI PYKOBOJCTBOM, HAIPABIISIOTCS
Cayx00i1 1e10npon3BOJCTBA HETIOCPEACTBEHHO B CTPYKTYpHBIE mozapasziencHus. OcHOBaHHEM
JUIA TIPUHATHSL PEUIeHHs] B XOJE MPEIBAPUTEIBLHOTO PACCMOTPEHHs SBISETCS COAepKaHHe
JOKYMEHTA, a HE aIpECOBAHHME JOKYMEHTA COOTBETCTBYIOIEMY JTOJKHOCTHOMY JIMILY.

Pe3ynbraroM mpeaBapUTENIbLHOTO PACCMOTPEHHS JOJKHO OBITh HaIpaBJieHHE JOKYMEHTa
HENOCPEICTBEHHO TEM JOJDKHOCTHBIM JIMLAM, KOTOPBIE HAJEJIEHbl ITOJHOMOYMSIMHU II0 HX
pacCMOTPEHUI0O B COOTBETCTBMM C YCTAHOBJIIEHHBIM B TOCYJAapCTBEHHOM OpraHe, OpraHe
MECTHOTO CaMOYIpPAaBIIEHUSI pachpelelieHneM OOsS3aHHOCTEH MeXAy pPYKOBOJIUTENIEM, €ro
3aMECTUTEIISIMU U UHBIMU JOJIKHOCTHBIMH JIUIIAMMU.

B cootBerctBuum ¢ nynkroM 3.28 IlpaBui Aenonpou3BOACTBA COCTaB JIOKYMEHTOB,
MOJIJIEXKALIUX [IPEABAPUTEIIBHOMY PACCMOTPEHHIO B TOCYITAPCTBEHHOM OpIaHe, OpraHe MECTHOTO
CaMOYyIpaBJIEHUS, MOXKET ObITh KOHKPETHU3UPOBaH B HCTPYKLIKHU MO EIONPOU3BOICTBY.

3.4.4. Peructpanus MOCTYIAIONINX JOKYMEHTOB

B UHcTpyKuuuy 1o 1enonpou3BOJCTBY PEKOMEHIYETCS ONPEICIHUTD:

— MECTO M CHOCO0 PerucTpany JOKYMEHTOB, MOCTYMAIONIMX B TOCYJapCTBEHHBIN Oprax,
OpraH MECTHOTO camoympaBiieHus (IpuU cMellaHHOM (opme opraHuzaluu JeJONpPOU3BOACTBA
JOJDKHO OBITH ONpEETICHO, KaKue JTOKYMEHTHI peructpupytorcs B CiyxOe J1enonponu3BoCTBa,
KaKhe — B MHBIX CTPYKTYPHBIX HOJpa3efICHUsIX TOCYIapCTBEHHOIO OpraHa, opraHa MECTHOTO
caMOyIpaBJICHUS);

— CPOKH PETrUCTPALMY MOCTYNAIOIMNX JOKYMEHTOB (B JI€Hb MOCTYIJICHUS, HA CIEAYIOLIUI
palouuii neHp (B ciiyyae MOCTYIUIEHUS JTOKyYMEHTa B Hepabouee BpeMsi), He3aMeIJIUTENbHO (C
orMeTkaMu «CpouHo», «OnepaTuBHO» U 1Ip.), B TeUEHHE TpeX AHEW (oOpalleHus rpakiaH u
OpraHu3aluii, 3ampochl TIpaxJaH O MPEJOCTaBI€HUH HHPOpPMALUU O JeSTEIbHOCTH
rOCyJapCTBEHHOI'O OpraHa, OpraHa MECTHOI'O CaMOYIIPABIICHUS) U JIp.;

— CTPYKTYpY PETrMCTPAllMOHHOIO HOMEpa BXOISIIEr0 JOKYMEHTAa U HUCIOJIb3yeMble s
3TOr0 KJIacCU(UKATOPHI (KIACCU(PHUKATOP CTPYKTYPHBIX IOApa3AeiIeHUN, HOMEHKJIaTypa ael
rOCYJapCTBEHHOTO OpraHa, OpraHa MECTHOIO CaMOYIPAaBJICHUS, KIACCUPUKATOP TOKHOCTHBIX
T, KIacCu(UKATOP BUIOB JOKYMEHTOB, KJIACCH(PUKATOP KOPPECIIOHCHTOB H JIp.);

— PEKBM3UTHl JOKYMEHTA M JApPYyIHMe CBEACHUS O JOKyMeHTe, BKitodaemble B COJI
rocy/1apCTBEHHOI'O OpraHa, opraHa MECTHOTO caMOyIpaBieHus [45];

— nepefady JOKYMEHTOB Ha pPETUCTPALMIO TOJNBKO IOCIE HUX IPEeIBAPUTEILHOTO
paccMOTpeHuUs;

— perucTpaIuio JOKYMEHTOB HE3aBUCHMO OT CIIOCO0a MX JOCTABKU;



— perucTpalnmio JOKYMEHTOB B IMpeiAeliax JIOKYMEHTONOTOKOB, BBIJICJICHHBIX B
roCyJJapCTBEHHOM OpraHe, OpraHe MECTHOTO caMoynpaBieHus (cM. paznen 3.4.1.);

— HNPOCTABJICHHUEC Ha MOCTYHAKOIMHUX HOKYMCHTAX OTMCETKHU O IOCTYIUJICHUHU C YKA3aHHUCM
AAaTbl MOCTYIUICHUA U BXOAAIICTO PErUCTPALIMOHHOIO HOMEpPA JOKYMCHTA,

— BHECEHHE COOTBETCTBYIOIIUX cBeleHUH o nokymeHTe B DPK nmokymenta B COJ] wim
PETUCTPAIIMOHHO-YYETHYI0 (GopMy Ha OyMaKHOM HOCHUTENE, TPUCBOCHHE MOCTYIUBIIEMY
JIOKYMEHTY PErUCTPallMOHHOTO HOMEDA,

— MOPsIIOK olU(PPOBKU (CKAaHUPOBAHUS) JOKYMEHTOB, MOCTYNUBIINX B TOCYJapCTBEHHBIH
opraH, opraH MECTHOTO CaMOYIpPaBJICHHS Ha OyMa)KHOM HOCHUTEJE, W TOPSJAOK BKIIFOUCHHS
3JIEKTPOHHBIX IOKYMEHTOB U 3JIEKTPOHHBIX KON JOKYMEeHTOB B CO/I;

— BO3MOXXHOCTb HCIOJIb30BAaHUS IITPUXOBOTO KOAMPOBAHMSI JOKYMEHTOB B IIEJNISAX
aBTOMaTHU3allUd MNPUCOETUHEHUS JJIEKTPOHHOM Komuu JokymeHTta k OPK, a Ttakke ans
obecriedeHrst OBICTPOrO TIOMCKA SJIEKTPOHHOW Komuu JokymMeHta B CDJl rocymapCTBEHHOTO
oprasa, opraHa MECTHOTO CaMOYTIpaBJICHUS;

— pa3paboTKy B LEISIX PETUCTPAIMU M ydeTa JIOKyMEHTOB B TOCYJapCTBEHHOM OpraHe,
OpraHe MeCTHOI'0 CaMOYIIpaBJIeHUs KJIacCU(PUKATOPOB (CIPAaBOYHUKOB):

— CTPYKTYPHBIX MOJpPa3/IEICHN;

— BUJIOB JJOKYMEHTOB;

— IIOJDKHOCTHBIX JIMLI;

— KOPPECIIOHACHTOB;

— MPEAMETHO-TEMATUYECKOTO (BOIIPOCOB JI€ATENBHOCTH);
— YKa3aHHUH 110 UCTIIOJTHEHUIO IOKYMEHTOB;

— UCIIOJIHUTEICH;

— pe3y/ibTaTOB UCTIOJHEHUSI IOKYyMEHTOB U JIp.;

— OCOOEHHOCTH PErucTpalMM 3JIEKTPOHHBIX JOKYMEHTOB, MOCTYIHUBLIMX IO CHCTEME
MEXBEJIOMCTBEHHOTO 3JICKTPOHHOTO JOKyMeHTooOopora (mamee — MOJIO), mo cucreme
MEXBEJIOMCTBEHHOT'O ~ 3JIEKTPOHHOrO  B3ammojenctBus (mamee — CMOBB), B C3J]
rocyJapCTBEHHOTO OpraHa, opraHa MECTHOTO camoyripaBieHus. [Ipyu nocTynieHuu JOKyMEHTOB
nmo MOJIO wmm CMDB ciienyeT yduThiBaTh TpeOOBAHHWS, YCTAHOBJIEHHBIC YIOJHOMOYCHHBIM
denepanbHBIM OPraHOM HCIOJHUTEILHON BiIacTh B chepe MEKBEIOMCTBEHHOTO 3JICKTPOHHOTO
JIOKyMEHTO0O0poTa [46];

— MOPSAAOK PErUCTpAlMU JOKYMEHTOB Ha MHOCTPAHHBIX S3bIKAX, IIOCTYIHUBIIUX B anpec
rocy/IapCTBEHHOI'O OpraHa, OpraHa MECTHOTO CaMOYIIPaBJIeHUS (B COOTBETCTBHHU C IMMyHKTOM 3.27
IIpaBun nemonpous3BOACTBA JOKYMEHTHI Ha WHOCTPAHHBIX SA3BIKaX IIOCJIE MX PETUCTpalUU B
Ciyx0e nenonpou3BOACTBA NEPEJAIOTCA B COOTBETCTBYIOLIEE MOAPA3ICIEHUE WIN PaOOTHUKY
roCyJapCTBEHHOI'0 OpraHa, OpraHa MECTHOI'O CaMOYIIPABJICHUs I NEPEBOAA U MOCIEAYIOLICH
Iepeaadyd Ha PAcCMOTPEHHE PYKOBOJCTBA; MHAsl KOPPECIOHACHIMS HA MHOCTPAHHBIX S3BIKAX
nepeaaeTcs Mo Ha3HAYSHUIO HEMOCPECTBEHHO B CTPYKTYPHBIE MTOJIPA3/ICICHuUs ).

3.4.5. Tlopsamok pacCMOTPEHHUS JOKYMEHTOB PYKOBOJACTBOM M JOBEACHHS NOKYMCHTOB /0



HCTIOJTHUTEICH

B HWuHcTpykumu 1O  JelONpPOU3BOACTBY  PEKOMEHAYETCS  ONPEAENUTh  MOPSI0K
pPacCMOTpPEHHsI JOKYMEHTOB PYKOBOACTBOM TOCYJapCTBEHHOTO OpraHa, OpraHa MECTHOTO
CaMOYMIpaBlieHUS C Y4YeTOM YCTAaHOBJICHHOTO pachlpeielieHuss O0OS3aHHOCTEH  MExIy
PYKOBOAMTENIEM, €r0 3aMECTUTEISIMU U WHBIMHU JOHKHOCTHBIMU JIMIIAMH U B COOTBETCTBUU C
pe3ylbTaTaMu MPeBAPUTEIHLHOTO PACCMOTPEeHHs TOKyMeHTOB B Ciryx0e Aenomnmpon3BOICTBRA, a
TaKKe MOPSIOK JOBEICHUS IOKYMEHTOB JI0 UCTIOTHUTEIICH.

B UHcTpykumu no AeI0npou3BOICTBY Le1ec000pa3HO yCTaHOBUTh, YTO:

— JIOKYMEHTBI TEPeJaloTCs Ha PACCMOTPEHHE PYKOBOIUTEIIO W WHBIM JOHKHOCTHBIM
JUIIAM TOCYJapCTBEHHOIO0 OpraHa, oOpraHa MECTHOIO CaMOYIPABJICHUS TOJBKO IIOCIIe
peructpanuu (UCKIFOUYEHUEM MOTYT OBITh TOJBKO JOKYMEHTBI, TPEOYIONIe He3aMeITUTEIIEHOTO
WCIIOJTHEHUS, a TaKXKe HEPErHMCTPUPYEMble JIOKYMEHTBI, IpEIHA3HAYCHHBIC PYKOBOIUTEIIIO
rOCy/IapCTBEHHOT'O OpraHa, OpraHa MECTHOTO CaMOYIPAaBJICHHUS WJIM WHBIM JIOJDKHOCTHBIM
JUIam);

— TMOCJIE PACCMOTPEHUS JOKYMEHTOB PYKOBOACTBOM, pPE3OJIIOLMU (TIOPYUYEHHS 10
nokymeHTam) neperocsarcs B OPK (B UHCTpyKIny 1Mo Ae10npor3BOICTBY YCTaHABINBACTCS, KEM
U KaKuM 00pa3oM 3TH cBezieHust BHocsATcs B DPK);

— JIOCTYI K 3JIEKTPOHHOMY JOKYMEHTY (3JIEKTPOHHOM KONMUU JOKYMEHTA) HUCIOJHUTENIN
MOJIYYaroT MOCJIe BHIHECEHUS Pe30JIoLui (MOpyUeHHU O JOKYMEHTY);

— MECTO XpaHEHHs TOJIMHHHMKA JIOKYMEHTAa, €CJIM JOKYMEHT IMOCTYNWI Ha OyMa)KHOM
Hocutene (B Ciyx0e neI0npou3BOJICTBA WIM B CTPYKTYPHOM IOApa3AeiCHUH, Ha3HAYCHHOM
UCIIOJIHUTENIEM (OTBETCTBEHHBIM HCIIOJHUTENIEM) IO JOKYMEHTY);

— nepefadya JOKYMEHTOB MEXKIY CTPYKTYPHBIMHU TMOJPA3IECICHHUSIMU T'OCYJIapCTBEHHOTO
oprasa, opraHa MECTHOTO CaMOYIIpaBJIeHHs ocylecTBisieTcs yepe3 Ciryx0y 1e10npon3BoACTBa
WM ¢ o0s3aTenbHbIM yBeaoMieHrneM Ciry»kObl 1€I0NPOU3BOCTBA.

[Tocne npuHATHA PyKOBOAMTENEM pEIIEHHs MO MCIOJHEHHIO JOKYMEHTA, MOCTYNUBIIETO
no MDJIO, anst uHGOPMHUPOBAHHS OPTraHU3AIMU-OTIPABUTEINS JTOJKHO OBITH C(HOPMHUPOBAHO
yBEJIOMJICHHE O MIPUHATHH JOKYMEHTa K UCIIOJIHEHHIO, CoJleprKalliee cleayrolue faHHbie [47]:

a) naty/BpeMs (HopMHpPOBaHHS YBEIOMIICHUS;

0) KpaTkyro HHPOPMAIMIO O TIOCTYNUBIIEM JTOKYMEHTE, K KOTOPOMY OTHOCHUTCS
YBEJOMIICHHUE;

B) MH(POPMAIUIO O MyHKTE TOKyMEHTA, IPUHATOM K UCHIOJIHEHHIO (ONIMOHAIBHO);

r) uHbopmalnul0 00 aBTOpe pe3oNoLUU (PYKOBOAMTENE, 3aMECTUTENE PYyKOBOIMTEINS
opranusanuu — yyactauka M9J10);

1) THPOPMAIIHIO O PYKOBOIUTEIE ITOIPA3/ICICHUSA-UCIIOTHUTEIIS;
e) uadopmanuo 00 OTBETCTBEHHOM HUCIOTHUTENE (UCIIOTHUTENE).

Ecnu B xone ucnonuenus: nojrydeHHoro nmo M3JIO nokymeHTa, MEHSIETCSI OTBETCTBEHHBIN
UCIONHUTENb (UCHOJIHUTENb), Uil MH(DOPMHUpPOBAaHUS oOpraHuzanuu-otnpaButens Ciyx0o0it
JeTOTIPOU3BOICTBA (popMupyeTcs yBeaoMieHne 00 M3MEHEHHH X0/1a UCIIOJHEHUs, CoJIeprKallee
ClIelyIoIlre JaHHbIE:



a) nary/BpeMs (OpMHUPOBAHUS YBEIOMIICHUS;

0) KpaTkyr0 HH(POPMAIMIO O TIOCTYNHUBIIEM JOKYMEHTE, K KOTOPOMY OTHOCHUTCS
YBEIOMIICHHUE;

B) WHQPOPMALMIO O IyHKTE JOKYMEHTa, MO KOTOPOMY MEHSETCS XOJ HCIOTHCHHUS
(OTBETCTBEHHBIN MCIIOTHUTEIND);

r) uHbopmamuio 00 H3MEHEHMHM XOJa HWCHOJHEeHus (MHpopMamus 00 H3MEHEHUH
OTBETCTBEHHOTO UCITOJTHUTEIIS (MCTIOJTHUTEIIA);

1) uHOOPMAIMIO O JTOKYMEHTE — OCHOBAaHMM HM3MEHEHHs XOJa HCIOJHECHHUS TOKYMEHTa
(OTBETCTBEHHOM HCTIOJHUTENE (UCTIOJTHUTEIE).

3.4.6. Opranusanus paboThl ¢ OTIPABISIEMBIMU JOKYMEHTaMU

B nanHOM pasjesne MHCTPYKIMU ONPEACISIFOTCS OCHOBHBIC 3TAIbl MPOXO0XKICHUS IPOCKTOB
UCXOJSIIUX JOKYMEHTOB B TIPOIECCe WX TOJITOTOBKH, COTJIACOBAHHUS U  IOJANUCAHUS
(YyTBEepKICHUS).

B I/IHCprKL[I/II/I 10 ACJIOIIPOU3BOJACTBY uenecooGpa3Ho YCTAaHOBUTH, YTO:

— OTBETCTBEHHOCTh 3a COCTaBJICHHE W O(POPMIICHHE JIOKYMEHTAa B COOTBETCTBHH C
NpaBUJIaMHU, YCTAHOBJICHHBIMH B TOCYJIApCTBEHHOM OpraHe, OpraHe MECTHOTO CaMOYTpaBJICHUS,
a TakKXe COIVIACOBaHWE IMPOEKTa JOKYMEHTa C 3aWHTEPECOBAHHBIMH OpraHaMH BIACTH |
opranuzaiusMyd (BHEUIHEE COTJIACOBAaHWUE) M JODKHOCTHBIMU JIMI[AMHU TOCYIapCTBEHHOTO
opraHa, OpraHa MECTHOTO CaMOYIpaBJCHUS (BHYTPEHHEE COIJIaCOBAHUE) BO3JIAracTcsi Ha
CTPYKTYpPHOE IOJIpa3/IeICHUe — UCTIOJIHUTEIb JIOKYMEHTA,

— MPOEKTHl JOKYMEHTOB I'OCYJapCTBEHHOI'O OpraHa, OpraHa MECTHOTO CaMOYIIpPaBJICHUS
TOTOBATCS B (JOPME AIIEKTPOHHBIX JOKYMEHTOB MJIM JOKYMEHTOB Ha OYMa)>KHOM HOCHUTEIIE;

— TPH TOJTOTOBKE AJIEKTPOHHBIX JOKYMEHTOB HCIIOJB3YIOTCS DJIEKTPOHHBIC IIa0JIOHBI,
JIOKyMEHTOB Ha OyMa)XHOM HOCHTeNe — OJaHKM YCTaHOBIEHHOW (opmbel wim Oymara
CTaHJIApPTHOTO (hopMaTa;

— MPOEKThI JOKYMEHTOB I'OCY/IapCTBEHHOI'O OpraHa, OpraHa MECTHOTO CaMOYIIpaBJICHUS,
MOJrOTOBJICHHBIE B ()OPME FIIEKTPOHHBIX JOKYMEHTOB, BKIto4aoTcss B COJl rocy1apCTBEHHOTO
OpraHa, OpraHa MECTHOTO CaMOYIIPaBJICHUS;

— JI0 TIPEJICTABJICHUSI HA TOAINUCH MCIOJHHUTENb MPOBEPSET MPABHIBHOCTh OPOPMIICHHS
AOKYMCHTOB, IIPABUJIBHOCTbH aApCCOBAaHUsS, HAJINYHC HeO6XOHI/IMBIX BU3, HpI/IJ'IO)I(eHI/II;'I, npu
HEOOXOJIMMOCTH — CIPABOK, TIOSICHUTEIBHBIX 3alUCOK, PAa3bACHSIONIUX  COJCpPKAHUE
MOJIFOTOBJICHHBIX JOKYMEHTOB, IPU HEOOXOMMOCTH — CTIHCKa (JIUCTA, yKA3aTesl) PACCHUIKH;

— COIIAaCOBAHUE MTPOCKTOB OTMPABISAEMBIX JOKYMEHTOB MOXET MPOBOAUTHCS B COJl mim B
¢dopmMe BH3MPOBAaHUS MPOEKTa HCHOJIHUTENEM (PYKOBOIMTENEM IMOJPA3JEICHUs WM €ro
3aMecTUTeNIeM), TpU HeoOXOOUMOCTH pabOTHUKAMHU JAPYTUX CTPYKTYPHBIX MOJpa3/ieeHHI;
BU3bl Ha OTIPABISAEMBIX JOKYMEHTaX IPOCTABIAIOTCS HAa KOMHMHM (BM30BOM JK3EMIUIPE)
JIOKYMEHTa, Ha 00OPOTHOM CTOPOHE IMOCJIETHErO JIMCTa MOJAJUHHUKA JOKYMEHTA WIM Ha JIUCTE
COTJIAaCOBaHUS (BU3MPOBAHUS);

— 4 OTIpaBKU  AJOKYMCHTOB, HC HMCIOIUX aHPGCHOﬁ qaCTHu, TOTOBATCA
COIMPOBOAUTECIIBHBIC ITHCbMaA.



3.4.7. Perucrpamus OTpaBIIeMBIX JOKYMCHTOB

B HUHCTpyKLIMU 10 AETOMPOU3BOICTBY PEKOMEHIYETCSl ONPEAETUTh MECTO, CIIOCO0, CPOKH
pPErUcCTpalvy OTIPABISEMBIX T0KyMEHTOB. [Ipu 3TOM yunThIBaeTcs, 4ro:

— OTHpaBKe ajpecaraM IMOJyUIekaT JOKYMEHTbI, O(OpMIIEHHbIE B COOTBETCTBUHM C
[IpaBWJIaMH, YCTAaHOBJIEHHBIMU MHCTpyKIMEN MO 1eI0NPOU3BOJICTBY TOCYIapCTBEHHOIO OpraHa,
OopraHa MECTHOTO  CaMOYIpaBJIEHHs, MOJNMCAHHbIE pPYKOBOAMTENEM  (3aMeCTUTENIEeM
PYKOBOJUTENSI) TOCYIapCTBEHHOI'O OpraHa, OpraHa MECTHOTO CaMOYIpPAaBJIEHUS WIM HHBIM
YIOJIHOMOYEHHBIM UM JOJLDKHOCTHBIM JIMIIOM, BKJIFOYEHHBIE U 3aperucTpupoBanHelie B CO/L.

— JIOKyMEHTHI TiepeiatoTcsi Ha peructpanuio B Ciyx0y IelIOnpoM3BOJACTBA MM HWHOE
CTPYKTYpHOE TOJpa3jeiieHHe, OMpeleleHHOe B Ka4eCTBE MECTa PErucTpalii OTIPaBISIEMbIX
JIOKYMEHTOB;

— Ciyx0a 1enonpou3BOACTBA OCYIIECTBISIET MPOBEPKY NPaBUIBHOCTH O(OPMIIEHUS
JOKYMEHTOB (B TOM 4HCJIE€ HAJIMYUE TOAIUCEN, BU3, IPABUIBHOCTh HAIIMCAHMS aIPECOB, CBEPSIET
CCBUIKY Ha PEruCTpallMOHHBIA HOMEP U JaTy MOCTYNHUBIIETO JTOKyMEHTa, HAJIMYUE OTMETKU 00
UCTIOJIHUTENIE), KOMIUIEKTHOCTH JOKYMEHTOB (HAJMYME YKa3aHHBIX B MCXOMSANIMX JTIOKYMEHTax
MPWJIOKEHNH) M COOTBETCTBHSI KOJMYECTBA DSK3EMIULIPOB JOKYMEHTAa CIHCKY PacChUIKU;
HEMpaBUWIBHO O(OPMIICHHBIE TOKYMEHTbI BO3BPAIIAIOTCS UCIIOTHUTEIIO;

— DJIGKTPOHHBIE JOKYMEHTHI, oTmpaBisieMble mo MJOJI0, CMD3B, snekTpoHHON mouTe
MOJMUCHIBAIOTCS YCUJICHHON KBaTU(UIIMPOBAHHOM MOAINKUCHIO;

— perucTparysi OTHPABISEMbIX JOKYMEHTOB OCYIIECTBIISCTCS B JCHb WX IOANMUCAHUS
(YTBepIKIeHUs) WM HA CIEAYIOIINN paOovnii 1eHb;

— IpY BKJIFOYCHUH MCXOZSIIEro JokyMenTa B COJl cBeneHHs 0 TOKYMEHTe (PUKCHPYIOTCS
B OPK, K KOTOpOI1 mprcoeauHAETCS IIEKTPOHHASI KONUS OTIPABIIIEMOTO IOKYMEHTA;

— ecnmu OPK Opima co3mana B COJl mpu MOArOTOBKE NPOEKTa JOKYMEHTa, TO IpH
PETUCTpALlMA UCXOJAIIEr0 JOKYMEHTa B Hee J00aBISIOTCS CBEACHHUS O PErucTpariOHHOM
HOMeEpe, JAaTe PEerucTpaly U Apyrue CBeAeHUs: 00 UCXOAIIEM T0KYMEHTE;

— peructpanusda HCXOAAIUX IOOKYMCHTOB BCIACTCA B COOTBCTCTBUU C BBIACIACMBIMU
JOKYMCHTOIIOTOKAMM;

— peFI/ICTpaLII/IOHHHﬁ HOMCp JOKYMCHTA W JaTa pPETruCTpaluu IIPOCTABJIAIOTCA Ha
MOJJIMHHHUKE JOKYMCHTA B PCKBU3HUTAX OJaHKa U Ha KOITHH, OCTammeﬁCH B JICJIC OpraHHU3alnu,

— KOs JOKYMCHTA Ha 6YMa)KHOM HOCHTCIIC C BU3aMH AOJXKHOCTHBIX JIMII ITIOMCINACTCA B
J€J10 B COOTBETCTBHHU C HOMeHKHaTypOfI ACT TOCyAapCTBCHHOrIo opraHa, opraHa MECTHOTI'O
CaMOYIIpaBJICHUA

— DJJIEKTPOHHBIE JOKYMEHTBI, 3JI€KTPOHHBIE KOMHH JOKYMEHTOB, IOJIOTOBJIEHHBIX Ha
OyMa)XHOM HOCHTEJIE, IOMEIIAIOTCS B 3JIEKTPOHHBIE JIe/Ia B COOTBETCTBUU C HOMEHKJIATYPOM Je
roCy/1apCTBEHHOI'O OpraHa, OpraHa MECTHOTO CaMOYIIpaBJICHMUS;

— IIpYU HEOOXOIMMOCTH XPAHEHHUS KOMUHU UCXOSIIEro TOKyMEHTa Ha OyMaXHOM HOCHUTEIEe
KOIUS ¢ BU3aMU U NPWIOKEHUAMHU MOJIINBAETCSA B JEJI0 B COOTBETCTBUU C HOMEHKJIATYpOH JIEN
roCy/1JapCTBEHHOI'O OpraHa, OpraHa MECTHOTO CaMOyMpaBieHUs (BXOASIIMNA JOKYMEHT
IIEpPElaeTCsl Ha XpaHEHHE B JI€J0 BMECTE C JIOKyMEHTOM-OTBETOM, KOIMS HCXOJISAIIETO
JOKyMEHTa 3aBepsAeTcsl OTMETKOH «BepHO» M pocnuchlo paOOTHHKA, OTBETCTBEHHOIO 3a
OTIIPaBKy MUCXOJAIIEH KOPPECTIOHACHIINN).



[Ipn peructpanum OOKyMEHTa, IpelHa3HadyeHHoro s ornpaBku no MOJIO, B COJ]
OTIIpaBUTENsl JIOJDKHBI  (OPMHpPOBATHCS  CBEACHMS, YCTaHOBIEHHble TpeOOBaHUSAMHU K
OpraHMU3allMOHHO-TEXHUUYECKOMY B3aUMOJEHCTBHIO [48]:

a) perucTpaloOHHbI HOMEpP U J1aTa PErUCTpaluy T0KyMEHTA;

0) nJIeMEHThl BU3yalHM3al[Ml PErHCTPAIMOHHBIX JAaHHBIX JOKyMEHTa (AaThl TOKYMEHTa U
PETUCTPALIMOHHOTO HOMEpPa JOKYMEHTa) W 3JIEKTPOHHOM MOANMCH JOHKHOCTHOIO JIMIA,
MOJMKCABIIETO TIOKYMEHT (0OTMETKa 00 3JIEKTPOHHON MOJIIUCH);

B) JAHHBIE O MECTOIIOJIOKEHUM DJIEMEHTOB BM3YyaJU3allMd PETUCTPALMOHHBIX JAHHBIX U
OTMETKHU 00 3JIEKTPOHHON MOJMUCH (KOOPIUHATHI).

WMHCTpyKLuMs O JeT0NpOn3BOICTBY YCTaHABIMBAET CTPYKTYPY PErHCTPALMIOHHOIO HOMEpa
UCXOSIIEro JOKYMEHTa U HCIOJIb3yEeMble JIJIsl PErUCTPallii Ki1acCu(UKaTOPBHI.

3.4.8. OTnpaBKa JOKyMEHTOB

B MHcTpyKIuu 1o Aes10npou3BOACTBY IIPELyCMaTPUBAIOTCS CPOKU OTIIPABKU TOKYMEHTOB,
omepanuu, BbmoiaHsemMble CoykO00W Aenonpous3BOACTBa Tpu 00pabOTKE OTHPABIISIEMBIX
JIOKyMEHTOB, OCOOCHHOCTH OOpaOOTKM JOKYMEHTOB B 3aBHCHMOCTH OT BHJA CBS3H,
UCIIONBE3YEMOM ISl OTHPABKH IOKYMEHTOB. Y CTAHABIIUBAETCS, YTO:

— pemeHue O crnoco0e JMJOCTaBKM JOKyMEHTa JApPYrUM ajpecataMm, a Takke o
HEO0OXOIMMOCTH JIOCBUIKU aJipecary MOJJIMHHUKA JOKyMEHTa Ha OyMa)kHOM HOCHTEJIE B CiIydae
OTIPABKU JIOKYMEHTa IO AJICKTPOHHON MOYTE MNPUHUMAET TMOJIpa3/eieHUe-UCTIOJHUTEIb B
COOTBETCTBHM C MOPSJIKOM, YCTAaHOBJIEHHBIM B TOCYJapCTBEHHOM OpraHe, OpraHe MEeCTHOIO
CaMOYITIpaBJICHUS;

— 00paboTKa KOPPECHOHICHIMH JUIsl OTIPABKUM MOYTOBOW CBS3BIO OCYIIECTBIISETCS B
cooTBeTCTBUM C IIpaBuimamu oka3aHus yciIyr MOYTOBOW cBs3u [49], mpu OTIpaBKE HHBIMU
BUJAMHU CBSI3U — B COOTBETCTBUHU C TPeOOBAaHUSAMH, MPEABABIIEMBIMH K COOTBETCTBYIOLIUM
BUJIAM CBSI3HU;

— JOKYMCHTBI, HC HMCIOIIUC aHPGCHOﬁ 4aCTH, MNPUHUMAIOTCA Ha OTIIPaBKy C
CONMPOBOAUTCIIBHBIMU T[TUCbMaMH (321 HWCKIIOUEHHEM KOTHH pacniopsAauTCIbHBIX HOKYMCHTOB,
HaIMpasBJIsICMbIX ITOABCAOMCTBCHHBIC opraHmaum/I);

— HeNpaBWIbHO O(OPMIICHHBIE JOKYMEHTHI U KOPPECHOHICHIMS HECTy>KeOHOro
XapakTepa K OTIpPaBKe HE MPUHUMAIOTCSA U BO3BPAILIAIOTCS UCIIOJIHUTEITIO;

— DOKYMCHTBI, TOAJIC)KAIMHUE OTIIPABKE, JOJIPKHBI O6pa6aTBIBaTLC$[ " OTHPABJIATECA B ICHDb
UX TOANUCAHUS U PETUCTPAIMU UM Ha CIEeIyIOMUil pabounii 1eHb (CpOUYHasi KOPPECTIOHICHITHS
OTIIpaBJISIETCS B NIEPBYIO OUYEPEh);

— JIOKYMEHTBI, IIPEIHAa3HAYEHHBbIE 1JI OTIPABKU AUILNIOMATHYECKOM IOYTOM, NEpenatoTcs
B MOApa3feiIeHNue, OTBeUarollee 3a padoTy ¢ JOKYMEHTaMH, COACPKAIUMH T'OCYIAPCTBEHHYIO
TalHy;

— OTIpaBisieMasl 10 MOYTE€ KOPPECIOHIEHLUS MPOXOIUT YMAaKOBKY, agpecoBaHue (mpu
HarpaBJIeHUU JIOKyMeHTa Oojee 4eM B 4 ajpeca — B COOTBETCTBUHU C yKa3aTeJeM PacChUIKH,
KOTOPBIM COCTaBIISIETCS UCIIOIHUTEIEM JOKYMEHTA), IPOCTABIEHUE CTOUMOCTH IIOYTOBBIX YCIYT
U Iiepejady Ha OTIPaBKY B OTAEJICHHUE ITIOYTOBOU CBSI3U;

— JOKYMCHTBI, HAIIPaBJISACMBIC IIOYTOBOM CBS3bI0 B OJHUH aapeC, BBIKIIAAbIBAOTCA B OJHUH



KOHBCPT,

— Ha 3aKa3HYI0 KOPPECHOHACHIIMIO, HAa KOPPECIIOHJIEHIMIO, HANpaBIIEMYyI B aJapec
WHOCTPaHHBIX OpraHW3alMid, Ha JOKYMEHTBI C MOMETKOH « /s ciay»eOHOro IMOJIb30BaHMSDY
COCTABIISIETCSI CITUCOK, KOTOPBIH 3aTeM Bo3Bpamiaercs B Ciry:xk0y AeTOMPOU3BOICTBA C MOIMUCHIO
pabOTHUKOB IOYTOBOTO OTIEIICHUS CBS3HM, Kypbhbepa WJIM HHOTO JIHIA, OOECIeYHBAIOIIETO
OTIPaBKY JOKYMEHTOB.

OtnpaBka J0KyMeHTOB 1o MOBJIO nomKHAa OCYIIECTBISETCS B COOTBETCTBHM €
TpeGoBaHUAMH K OpraHU3alMOHHO-TEXHUYECKOMY B3aumozeicTBuio [50]. Jns ormpaBku
nokymeHTa 1o MDJIO nosmkHbI ObITE C(HOPMUPOBAHBI:

a) TpaduuecKUe IEMEHThl BU3yalU3allii PErUCTPALMOHHBIX JaHHBIX (JaThl JOKYMEHTa U
PETUCTPALIMOHHOTO HOMEpa JIOKyMEHTa) U OTMETKH 00 3JIEKTPOHHOM MOANUCH JOKHOCTHOTO
JIM1IA, MOJIMMCABIIET0 JOKYMEHT, a TaKkKe JJaHHbIE 00 MX MECTOIOJIOKEHUHU (B cly4ae, eClIM OHU
He ObuTH c(hOPMHUPOBAHBI IPU PETUCTPALIUU JOKYMEHTA);

0) TpaHCIIOPTHBIN KOHTEIHEp s epeaun JIEKTPOHHOTO JOKYMEHTA.

ITepen otmpaBkoit moxkymenta mo MOJIO momkHBI OBITHh MPOBEPEHBI KOMIUIEKTHOCTH
TPAHCIOPTHOIO KOHTEHHEpa U JIEUCTBUTENIBHOCTh 3JIEKTPOHHBIX NOJAMNUCEW, BXOIAIIUX B €ro
COCTaB.

3.4.9. Peructpanus U IpoxoxKAcHNE BHYTPEHHUX JOKYMEHTOB

B HHcTpyKiMu 1o AEIONPOU3BOJACTBY OIPEACISIIOTCS OCOOCHHOCTH JTOKYMEHTOOOOPOTa
BHYTPEHHUX JIOKYMEHTOB. [Ipoxok/ieHre BHYyTpEHHUX JOKYMEHTOB Ha 3Talax UX MOATOTOBKH U
oopMIIeHHSI COOTBETCTBYET NPOXOXKICHHUIO OTHPABISIEMbIX JOKYMEHTOB, a Ha JTame
UCIIOJIHEHUS — IIOCTYNAIOIIUX TOKYMEHTOB.

B UncTpyKumu no aenonpou3BOACTBY PEKOMEHAYETCS IPEAYCMOTPETh:

— npoueaypy HpOXOXKACHHs NpOoeKTOB I[IpHka3oB rocyaapCTBEHHOrO0 OpraHa, OpraHa
MECTHOI'O CaMOYIPABJIEHUS 10 OCHOBHOW JAEATEIBHOCTU M IO JMYHOMY COCTaBy, OCHOBHBIE
MHCTaHIMK Bu3upoBaHus [Ipukas3oB, mecto peructpanuu [IpukazoB, MOpsIOK pPETUCTpALlUU U
MECTO XpaHeHMs Mo UIMHHUKOB [Ipuka3oB, nopsaok omyoaukosanus IIpuka3os (pa3MelieHus B
CO/1 unu vHOM MHPOPMALIMOHHOW CUCTEME), TTPU HEOOXOIMMOCTH — pacchulku Konwid [Tprka3os
B CTPYKTYpPHBIE TOJPA3AEICHUs, 3aUHTEPECOBAHHBIM JIMLAM, TEPPUTOPUAIBHBIM OpraHam
(benepanbHBIX OPraHOB MCIIOTHUTENBHOM BiIacTH B cyObekTax Poccuiickoit deneparmm, qpyrum
OpraHH3aLMsIM;

— OpraHwW3aIyio MPOTOKOJILHON PadOTHI (CPOKM IMOATOTOBKH MPOTOKOJIOB 3acelaHUd U
COBEILIAaHUI, MECTO PEerucTpanyy MPOTOKOJOB, MOPSAJOK PETUCTPALlUH MPOTOKOJIOB, MECTO
XpaHEHHs TOJJIMHHUKOB IMPOTOKOJIOB, CHOCOO JIOBEACHHUS MPHUHATHIX PEIICHUM 10 CBEIACHUS
3aMHTEPECOBAHHBIX JIUI U UCTIOJTHUTENEH);

— MECTO U CIIOC00 peructpanuu BHYTPCHHUX I/IH(I)OpMaI_[I/IOHHO-CHpaBOQHBIX AOKYMCHTOB
(}IOKJ'Ia)IHI)IX, CJ'IY)K66HI)IX, AHAJIMTUYCCKUX 3aIIMCOK, CIIPABOK N }Ip.), B TOM YHCJIC, CO3/1aBACMbIX
B (bOpMe 9JICKTPOHHBIX JOKYMCHTOB, IOPAAOK HEpcAadn NJOKYMCHTOB MCKAY CTPYKTYPHBIMH
nmoapa3aAciICHUAMHA IrOCy1IapCTBECHHBIX OpPTraHOB, OpraHOB MECTHOT'O CaMOYIIPpaBJICHUS.

3.4.10. ITopsimok 06paboTKH ¥ y9eTa HHOCTPAHHOH KOPPECIIOHACHIAN

B NHCTpyKIIMK 110 AEIONPOU3BOACTBY ONPENEIISIOTCS:



— CTPYKTypHbIE TOJIpa3/ieJIeHUus1 TOCYJapCTBEHHOI'O OpraHa, oOpraHa MECTHOTO
camMOympaBJlieHUs], OCYIIECTBIISAIONINE padoTy C MOCTYMAaoIIEl HHOCTPAHHON KOPPECTIOHCHIINEH
U JOKYMEHTaMH, HAalPaBIIIEMbIM 3apyOeKHBIM KOPPECTIOHICHTaM;

— TOPSIIOK 00pabOTKH TOCTYMAIOMIEH M OTHPABISIEMON MHOCTPAHHOW KOPPECTIOHICHINH
(cTpykTypHOE NoJIpa3ciicHuE, o0ecreunBarolee PETUCTPALIHIO MHOCTpPaHHOU
KOPPECIOHACHIINN, TOATOTOBKAa aHHOTALlMM HA NOCTYIMBIINE JOKYMEHTHI, MOPSAIOK MEeperadyu
JOKYMEHTOB, NOCTYIMBIIUX HAa UM PYKOBOIMTENS, €r0 3aMECTUTENEHN, B aJpeC CTPYKTYpPHBIX
MOJpa3/IeIeHUil; MECTO XpaHEHUs MOUIMHHUKOB TOKYMEHTOB, IOCTYIHBIIUX OT 3apyOe:KHBIX
KOPPECIOHJIEHTOB, MOPSAAOK UX XPaHEHHUS; IOPSAAO0K IPOX0XKAECHUS TOKyMEHTOB, OTIPABIIAEMBIX
B aJpec WHOCTPAaHHBIX OPraHW3alMil M TPaKIaH, MECTO PETHUCTPAlMd M OCOOCHHOCTH
PETUCTPALIMA TAaKHUX JOKYMEHTOB, KOJIMYECTBO DK3EMIUIAPOB JIOKYMEHTA, S3bIK JOKYMEHTA,
0Cc00EHHOCTH 0(OPMIICHHSI TOKYMEHTOB).

3.4.11. Yder u aHanu3 00bEMOB JOKYMEHTOO00pOTa

B WHcrpykumu mo Jenonpou3BOACTBY PEKOMEHAYETCS MPEAyCMOTPETh IMOJOXKEHHUS O
IPOBEAECHUN PabOTHl MO Y4YEeTy M aHaJIU3y JOKYMEHTO00OpoTa B TOCYJapCTBEHHOM OpraHe,
OpraHe MECTHOT'O CaMOYIIPABIICHHUS.

VYder u aHanu3 00bEMOB JOKYMEHTOOOOPOTa, COCTaBa U CTPYKTYPhI JOKYMEHTOIIOTOKOB
BEJIETCA B LIEJIAX:

— COBEpPIICHCTBOBAHUS OpraHU3alMK pabOThI C JOKYMEHTAMH;

— MPUHATHUS PELIEHUI 0 NPUOOPETEHUN CPEICTB KOMIBIOTEPHON TEXHUKH U OPTTEXHUKHU;
— pacdeTa ONTUMAJIbHOW YMCIEHHOCTH PaOOTHUKOB, 3aHSTHIX B JI€JIOIPOU3BO/ICTBE;

— HOPMHPOBAHUSA TPY/a;

— NOBBILIEHUS UCIIOJTHUTENBCKON AUCIUIUIMHBI.

JlanHbple O KOJHMYECTBE JOKYMEHTOB o00OoOmarorcs, aHammsupyiorcs Ciyx0oit
JIeTIONPOU3BOJICTBA T'OCY/IaPCTBEHHOIO OpraHa, oOpraHa MECTHOTO CaMOYIpaBJICHHS |
NPE/ICTABISIOTCS PYKOBOJCTBY I'OCYAapCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIIPaBIICHUS B
BHUJIE CIIPABOK (CBOJIOK, OTYETOB) CTATUCTHYECKOTO M aHAJTMTHYECKOTO XapaKTepa.

Y4yer xonudyecTBa JOKYMEHTOB (TIOCTYMAIOIINX, OTIPABISEMbIX, BHYTPEHHUX) MPOBOTUTCS
M0 PETHCTPAIIMOHHBIM JTAHHBIM B MECTaX PETUCTPANMU JOKYMEHTOB, B TOM YHUCJIC TIO0 YYCTHBIM
JaaaeiM COJI.

3a CAMHUIY Yy4d€Ta KOJIMYCCTBA MOOKYMCHTOB IPHUHUMACTCA OK3CMIUIAP AOOKYMCHTA
(HO,Z[J'II/IHHI/IK WJIn KoIus, €CJIM 3TO GHHHCTBCHHLIﬁ IK3EMILIIP ,Z[OKYMGHTa).

B nensx oueHku Tpyno3aTpar A€I0NpPOU3BOJICTBEHHOTO MEPCOHANA, HOPMUPOBAHUS TpyJa
B TOCYJIapCTBEHHOM OpraHe, OpraHe MECTHOI'O CaMOYIIPaBJICHHUS MOXKET BECTHUCh y4eT KOIUil
JOKYMEHTOB (KOIIMH JIOKyMEHTOB Ha OyMa)KHOM HOCHUTEJIE, 3JEKTPOHHBIX KOMHH JOKYMEHTOB
(yka3oB, TmOCTaHOBJIEHUH, pemieHuid, [lpuka3oB, pacmopsbKeHUN, MPOTOKOJIOB, HHBIX
JOKYMEHTOB), pacCchblIa€éMbIX B CTPYKTYpHBIE MOAPA3/IEIEHNs TOCYJapCTBEHHOT0 OpraHa, opraHa
MECTHOIO CaMOYIIPaBJICHUSA, JODKHOCTHBIM JIMIIaM, B IOJIBEIOMCTBEHHBIE OpraHbl H
OpraHM3alIyHu.

HpI/I YUETC UCXOAAIIUX JOKYMCHTOB COITPOBOAHTCIBHOC MHMCbMO W IMpHJIAracMbI€ K HEMY
AOKYMCHTBI IIPUHHUMAIOTCA 3a OAUH JOKYMCHT.



3.5. YnpaBineHne JOKyMEHTaMH B CACTEME 3ICKTPOHHOTO JOKYMEHTO000pOTa

Paznen V IlpaBun aenonmpow3BOACTBA YCTAHABIMBAET OCHOBHBIC TIIOJIOKEHUS 00
ynpaBieHun JokymeHtamMu B COJl u ompenensier coctaB BKIouaeMbix B COJl cBeaenuit o
BXOOAIUX HJOKYMCHTAX, HCXOAAIIUX JOKYMCHTAX, BHYTPCHHHUX OJOKYMCHTAaX, O6paHIGHI/I$IX
rpakJaaH.

B MHcTpyKnuio 1o Aesonpou3BOoACTBY LEIECO00Pa3HO BKIIOYUTH MOJOKEHHUS O TOM, YTO:

noctyn kK pabore B CDOJl rocyaapcTBEHHOro oOpraHa JOJDKHBI HMETh  TOJBKO
3apETUCTPUPOBAHHBIC TIOJI30BAaTENIM C  O0s3aTEIbHOM TMPOLEAYpPOH HACHTH(PHKAIUUA U
ayTeHTU(UKALIUU;

BKJIOUEHHUE JTOKyMeHTOB B COJ] ocymiecTBiseTcss mocpeacTBOM 3arnosiHeHus noisei OPK,
ouudpoBkr (CKaHUpPOBAHUS) JOKYMEHTa, €CIM OH CO3/aH Ha OyMa)KHOM HOCHTEJeE,
IIPUCOEANHEHNS DJIEKTPOHHOM Kommu AokyMeHTa k OPK, pasmemenus nokymenta B COJl B
COOTBETCTBHH C €€ KJIaCCU(PHUKAIMOHHOIN CXeMOii;

B TIPOIIECCE JKU3HCHHOTO IMKIA JIOKYMEHTa (CO3JaHMe MPOCKTa JOKYMEHTA, BKIIFOUCHHE
CO3JTaHHOTO WJIM TOJy4eHHoro aokymeHta B CDJI, paccMoTpeHHE NOKYMEHTa W BBIHECEHHE
pesomtonuii  (MOpydYeHwit) IO JOKYMEHTY, COTJIacOBaHHME IPOEKTa JOKyMEHTa | Jp.)
(bopMHUPYIOTCS CBEICHUS O TIOKyMEHTe, BKIFouaeMble B COJ] rocy1apcTBEHHOTO OpraHa, opraHa
MECTHOTO CaMOYTIPaBJICHUS;

BKJIFOYEHHE CBEJICHUN O JOKYMEHTE (BXOJAIIEM, UCXOIAIEM, BHYTPEHHEM) U O Mpolieccax
YIIPaBJICHUS JOKYMEHTaMU OCYIIECTBIISAECTCS OCPeACTBOM 3anoiHeHus nojeid PK CO/I.

BrutoueHue ycTtaHoBIEHHOro Habopa cBeaeHMH o jgokymeHtax B CDJ] mo3Boiser
¢dopmupoBate B CDJ] rocynapcTBEHHBIX OpraHOB, OPraHOB MECTHOIO CaMOYIIpPaBJICHUS
COIOCTaBUMBbIE HAOOpPHI METAaJaHHBIX O JOKyMEHTaX, HE3aBHCUMO OT TOro, B kakyio C3/]
BKJIFOUEHBI JOKYMEHTBI U KaKHe TEXHOJIOTUH HCIIONb3YIOTCS JIUIsl YIIPAaBJICHUS JOKYMEHTaMH.

B MHcTpykumu mo enonpou3BOACTBY Liedecoo0pa3HO YCTAaHOBUTH, KaKHe CBEJCHHS M Ha
KaKOM dTarie KM3HEHHOTO ITKJIa JTOKyMeHTa BkitodaroTcs B DPK (perucrtparus, paccMoTpeHue
JOKYMEHTa PyKOBOJICTBOM, dTalle COTJIACOBaHMsI, MOAMUCAHUS WM UHOM) U B Kakoi (opMme.

[Iynkramun 4.4 — 4.7 IlpaBun Aenonpou3BOJACTBA OMNPENEICH COCTaB CBEACHHI,
BKIItOUaeMbix B COJ] B mpoliecce JKU3HEHHOTO IUKJIA JOKYMEHTA.

[lynkrom 4.4 IlpaBun nenonpousBojcTBa ycTaHoBieHO, uro B OPK COJl BHocsTCs
CJICAYIOIINE CBE/ICHUS O IOCTYIUBILIEM JOKYMEHTE:

1) HauMEHOBaHHE TOCYJapCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIPaBIICHHUS,
opraHu3anuu (KOpPECIoOHICHTA);

2) HauMEHOBaHKe BUa 10KyMeHTa [51];

3) naTta 1OKyMEHTa;

4) perucTpanMOHHBIA HOMEP JOKYMEHTA;

5) bamMuius ¥ MHULUATIBI JIMLA, TIOANHMCABIIETO JJOKYMEHT;

6) nara NoCTyIUIEHUsI JOKYMEHTa;



7) BXOASIIIMIA pErUCTPALIMOHHBIN HOMED;

8) croco0 A0CTaBKU JOKYMEHTA;

9) 3aro0BOK K TEKCTY (KpaTKOe CoJepKaHue JOKYMEHTA);
10) KoMM4YECTBO JUCTOB OCHOBHOT'O JOKYMEHTA;

11) ormerka O npuOKE€HUU (KOJIWYECTBO MPHIOKEHUH, 0OIIee KOJIUYECTBO JIMCTOB
MIPUIIOKEHUH ),

12) cBemeHus O CBSI3aHHBIX JOKYMEHTaX (HAaMMEHOBAaHME BHJA JOKYMEHTa, Jara,
PErUCTPaIIMOHHBIA HOMEp, THII CBSI3H);

13) pe3omouust (MCHOTHUTEND (MCIIOIHUTENN), MTOPYUYCHHUE, TOHKHOCTHOE JIMIO, JIaBIIee
nopydeHue, 1ara GoOpMUPOBaHHUS IOPYUEHUS);

14) cpok UCTIOTHEHUS TOKYMEHTa;

15) unaexc aena no HOMEHKJIAType el

16) cBenenus o mepeaapecauy JOKyMEHTa,

17) oTMeTKa 0 KOHTpOJIE;

18) rpud orpannueHus 10CTyMA K JOKYMEHTY;

19) cBenenust 06 >MEKTPOHHOM MTOITUCH;

20) pe3ynbTat MPOBEPKHU AIEKTPOHHON moanucu [52];
21) BEeKTPOHHBIN aJipec KOPPECTIOHICHTA;

22) ccbuikd Ha (Gaill MOCTYNMUBLIETO JOKyMeHTa M Qailn (¢aiibl) NpuioxKeHHUs
(IpUOXKEeHMI) K JOKYMEHTY.

[lynkrom 4.5 IlpaBun nenonpousBojcTBa ycraHoBieHo, uro B OPK C3OJI BHocsTcs
CIIETYFOIIIE CBEICHNSI 00 OTIIPABISIEMBIX (MCXOASIINX) JOKYMEHTaX:

1) HauMMmeHOBaHME TOCYJAapCTBEHHOI'O OpraHa, OpraHa MECTHOI'O CaMOYIpaBJEHHUS,
OpraHu3aly — aJpecara;

2) damMuaus 1 MHULKAMBI JIUIA, TOJMHCABLIETO JOKYMEHT;
3) HaMeHOBaHuE BUa TOKYMEHTA;

4) nara 1OKyMEHTa;

5) perucTpanioHHBI HOMEP JOKYMEHTa;

6) 3aroJ0BOK K TEKCTY (KpaTKoe COJepKaHue TOKyMEHTA);

7) cBeleHHS O CBS3aHHBIX JIOKYMEHTax (HaUMMEHOBAaHUE BMJA JOKyMEHTa, Jara,
PErUCTPALIMOHHBIA HOMED, THII CBSI3H);

8) KOJIMYECTBO JINCTOB OCHOBHOT'O JIOKYMEHTA;



9) HHACKC cJia 10 HOMCHKIIATYPC ACII;

10) orMerka O HpPUIIOKEHUU (KOJIWYECTBO MPHIOKEHUH, 0OIIee KOJIMYECTBO JIMCTOB
MIPUIIOKEHUH ),

11) rpud orpanuueHus 10CTyMNa K JOKYMEHTY;
12) noapaznenenne — OTBETCTBEHHBIH UCIIOTHUTENb JOKYMEHTA;
13) cBeneHus 00 37IEKTPOHHON MOAIHCH;

14) ccpuikum Ha (aiin oTmpaBIseMOro JOKyMeHTa u  ¢ain (daiinbl) npuitokeHus
(TIpUITO’KEHHI ) K TOKYMEHTY;

15) aneKTpoHHBIN agpec KOPPECTIOHCHTA;
16) coco6 gocTaBKU JOKYMEHTA aJipecary.

[Ipu Brimoyenuu B COJl BHYTpeHHUX JOKyMeHTOB B DPK BHOCATCS cieyroiye cBeAeHuUs
0 nokyMmeHnTe (myHkT 4.6 [IpaBui 1e10npon3BoICTBA):

1) HanMeHOBaHKE MOAPA3CICHHS, TTOTOTOBUBIIIETO MPOEKT JOKYMEHTA;
2) HauMEHOBaHHE BUJIA IOKYMEHTA;

3) naTa 1OKyMEHTa;

4) perucTpaOHHBI HOMED TOKYMEHTA;

5) rpud orpaHuYeHHs IOCTyMA K JOKYMEHTY;

6) dhamMWIHs ¥ UHUIHAIIBI JTUIA, TOAMKUCABIIETO JOKYMEHT;

7) cBeneHHs O CBA3aHHBIX JOKYMEHTaX (HAaMMEHOBAaHWE BHUJA JOKYMEHTa, JiaTa,
perucTpaloHHbII HOMep, TUI CBSI3H);

8) 3aroJI0BOK K TEKCTY (KpaTKO€ COAepk aHHe TOKYMEHTA);

9) moapaznenenue (IOHKHOCTHOE JIUIIO) — MCHOJHUTEIh (OTBETCTBEHHBIM HCITOJTHUTEID)
JIOKYMEHTA;

10) KOJTM4ECTBO JINCTOB OCHOBHOT'O JOKYMEHTA;

11) oTmeTka O MNPUIOKEHUM (KOJIMYECTBO MPHIOKEHHUH, oOIlee KOJINYECTBO JIMCTOB
MIPUIIOKEHUH );

12) uHaekc aena o HOMEHKJIaType JeT;

13) pesomonusa (MCMOMHUTENb (MCIONHUTENH), MOpPYYCHUE, JaTa WCIOJHEHHs, Jara
(dbopMHpOBaHUS TOPYUEHUS);

14) oTMeTKa O KOHTPOJIE;

15) ccpuiku Ha (daill MOCTYNUBIIETO JOKyMeHTa W (aiin (haiibl) NpUiIoKEeHUs
(TIpUITO’KEHM ) K TOKYMEHTY.

Omnpenensist cocTaB CBEACHNUN O BHYTPEHHUX JOKYMEHTax, BKitodaeMblx B COJI, IlpaBuna



JEJIONPOU3BOACTBA OTMEYAIOT, YTO B 3aBUCUMOCTH OT BHUAA PETUCTPUPYEMOrO IJOKYMEHTA
COCTaB CBEJICHUI MOXKET ObITh KOHKPETU3UPOBAH.

[TynxTom 4.7 IlpaBun neaonpousBOJCTBA OMpEIeNieH COCTaB CBEACHUH, (HOPMUPYEMBIX B
CO/I nmpu BKIIIOYEHUH B CUCTEMY OOpaIlleHUd TpaXk/iaH, OpraHU3allii 1 OTBETOB Ha OOpaIeHUs:

1) dbamwmmst, umst, OTYECTBO (IPH €TI0 HAJTUYHMH) TPAKIaHUHA;

2) HauMEHOBaHUE OpTaHHU3AINH — a/IpecaTa;

3) nata oOpalieHus TpaxIaHIHA, OPTaHU3AIUH;

4) perucTpaMoOHHbBIH HOMEp oOpaieHus (11l OOpalleHnii OpraHu3aIui);

5) nara compoBOIUTENHLHOTO TOKYMEHTA (B CiIydae nepeajpecannn oopalieHus);
6) naTa MoCTyIUICHUsST oOOpaIeHus TpaXKJaHuHA, OpraHN3allnuu;

7) BXOSIIIMIA pErUCTPAIIMOHHBIN HOMED;

8) KpaTkoe coliep:kaHue OOpalleHus TpakJaHuHA, OpPTraHU3aIUH;

9) KOMYECTBO JTUCTOB OCHOBHOT'O JJOKYMEHTA;

10) oTmeTka O MNPHIOKEHUM (KOJMYECTBO MPHIOKEHHH, oOIlee KOJINYECTBO JIUCTOB
IIPUIIOKEHUN);

11) cBemeHus O CBSI3aHHBIX JOKYMEHTaX (HAaWMMEHOBAaHHWE BHJA JOKyMEHTa, Jara,
PETUCTPAIIMOHHBIA HOMED, TUI CBSI3H, B T.4. CBEICHHUS O MPEIBIIYIINX OOpaIeHHUSIX B clydae,
€CJIM TaHHOE OoOpaIeHre TOBTOPHOE);

12) pe3ontonust (MCHOTHUTEND (MCIIOMHHUTENH), MTOPYUYCHHE, TOHKHOCTHOE JIMIO, JIABIICe
MOpyYEHUE, aTa PE30TIOINN );

13) cpok HCTIOTHEHUST TOKYMEHTA;
14) unaexc aena no HOMEHKJIAType Aell;

15) cBenenuss o mepeanpecanu OOpamleHHWs Tpa)KIaHWHA, OpPTaHU3alMH (IaTra, HOMEp
COTMPOBOJUTENHHOTO TOKYMEHTA; HAMMEHOBAHKE OpraHa BJIacTH, OPTaHU3alINN;

16) ormMeTKa 0 KOHTPOJIE;

17) cBenenust 00 SJIEKTPOHHOM mToOANUCH (B Ciy4yae IOCTYIUIEHUS 3JIEKTPOHHOTO
oOpaleHus TpakIaHiHa, OpraHu3aluH, TOJAMUCAHHOTO AIEKTPOHHON TOMHCHIO);

18) pe3ynbTar MPOBEPKHU IEKTPOHHOHN MOMATNCH;

19) aneKkTpOHHBIH aipec KOppECoHIeHTa (TpaXK1aHuHA, OPTaHU3AIH);

20) moYTOBEIH aJipec KOPPECIOHIeHTa (TpaKJaHIHA, OpTaHU3aIIH );

21) Bompoc 1Mo TeMaTHIeCKOMY Kiaccu(puKaTopy;

22) cchUIKM Ha (aiiyl MOCTyNUBIIEro oOpaiieHus 1 (a1 oTBeTa Ha oOpallIeHHe.

HpaBI/IJ'IaMI/I ACJIOMPONU3BOACTBA YCTAHOBJICHO (HYHKT 48), 4TO OOIIOJITHUTCIBHO K



yka3zaHHbIM cBesieHusIM B OPK CO/] MoryT BHOCUTBCSI MHBIE CBEJICHUS.

[IpaBunamMu AenONpPOU3BOACTBA MPEILYCMOTPEHO, UYTO IpPH BKIIOYEHUU JOKYMEHTOB U
IpoeKkToB AokyMeHTOoB B CDOJI, a Ttaxke mpu BriarodeHuu ceeneHuit B OPK B mponecce
KU3HEHHOTO IMKJIa JIOKyMEHTa HCIIOJIHUTENH JIOJDKHBI CO37aBaTh CBS3HM JAHHOTO JOKyMEHTa
(mpoekTa T0KyMeHTa) C IpYTMMHU JOKyMEHTaMM U IyHKTaMH MOpYYSHHH.

[Ipn cozmanum cBsizell AOKyMeHTa (IIpOEKTa JOKYMEHTa) C JPYIMMM JOKYMEHTaMu
UCIIOJIb3YEeTCsI CIIPABOYHUK THIIOB CBSI3€Hl.

[IpaBunamu npenonpousBojcTBa (MyHKT 4.10) Takke yCTaHOBJICHO, 4YTO B MLEJAX
pa3MenieHust JokyMmMeHToB B COJI, moucka IOKyMEHTOB, BEACHMS CIPaBOYHOW pabOTHI MO
JOKYMEHTaM, BKIOUYeHHbIM B C3OJl, HCHONB3YHOTCS CIPAaBOYHUKH, B TOM YHUCIE:
KOpPpECHOHJIEHTOB  (axpecaTtoB), BUIOB  JOKYMEHTOB, CTPYKTYPHBIX  MOJipa3iesieHuit
roCy/IapCTBEHHOI'O OpraHa, AOJDKHOCTHBIX JIMI[ FOCYAApCTBEHHOTO OpraHa, HCIOJHUTENEH IO
JOKYMEHTaM, TEeMaTU4YeCKud (BOMPOCOB JESATENILHOCTH), CPOKOB HCIOJHEHUS, PE30JIHOLUI
(mopyueHHii), 3JIEKTPOHHBIX aJIpPEecOB IOCTOSHHBIX KOPPECIOHJEHTOB, MIA0JIOHOB OJIAHKOB
JOKYMEHTOB U IIa0JIOHOB JIOKYMEHTOB, THUIIOB CBSI3€H C JIPYTUMHU JOKYMEHTaMH (CBS3aHHBIMHU
JOKyMEHTaMH), HOMEHKJIaTypa JIeJl TOCYJapCTBEHHOTO OpraHa.

3.6. KoHTpOIE HCIOMHEHNS JOKYMEHTOB

B Huctpykuuu mo Jenonpou3BOACTBY TOCYJApCTBEHHOTO OpraHa, OpraHa MECTHOTO
camMOynpaBlieHUs JODKHO OBITh ONpEAENIEeHO CTPYKTYpHOE MojpaszzesieHue (Moapa3ieieHus ), B
00513aHHOCTH KOTOPOTO (KOTOPHIX) BXOJUT KOHTPOJb UCTIOTHEHUS TOKYMEHTOB (TIOPYUYCHHIA).

HNHcTpyKknpen 1o Aeonpon3BOACTBY YCTaHABINBAKOTCS:

— OpraHM3anus KOHTPOJIsl UCIIOJIHEHUS JOKYMEHTOB (IIOpy4€eHuit);

— 3TaIlbl KOHTPOJIS;

— CPOKH UCTIOJIHEHUS IOKyMEHTOB (MIOPYUYEHHIA);

— MOPSIIOK UCYHUCIIEHUSI CPOKOB UCIIOJIHEHMSI JOKYMEHTOB;

— cocTaB (BUbI) TOKYMEHTOB, IOPYYEHHM, OJIEKALINX KOHTPOIIIO;

— OCOOCHHOCTH KOHTPOJSI MCIIOJHEHUS JOKYMEHTOB (IMOPY4YEHHUM), MOCTYMAIOIIUX U3
BBILIIECTOSIIIUX TOCYAAPCTBEHHBIX OPraHOB MCIIOJHUTEIBHOM BJIACTH UM UHBIX TOCYAApCTBEHHBIX
opranoB (Aamunuctpauuu IIpesunenta Poccuiickoit denepanuu, Anmapara [IpaButenbcTBa
Poccuiickoit ®enepanuun, ['ocynapctBennort Jlymsl m Coera ®enepanuu PenepaibHOTO
Cobpanus Poccuiickoit @enepanuu u ap.);

— TEXHOJIOTUSI KOHTPOJIS UCIIOJIHEHUS JOKYMEHTOB (IIOpyUYeHuil);

— OpraHu3anys aHAJUTUYECKOM paldoThl MO pe3yjibTaTaM HCIOJHEHHUS JIOKYMEHTOB
(mopyuenuii), nopsiiok (popma U cpoku) MHPOPMUPOBAHUS PYKOBOJICTBA TOCYAAPCTBEHHOTO
OpraHa, opraHa MECTHOI'O CaMOYIIPAaBJIEHUSI O pe3yJIbTaTaX KOHTPOJIS MCIIOJHEHUS JOKYMEHTOB
(mopy4enuii) u zip.

HpI/I periamMeHTallin  KOHTPOJIsI  UCIOJHCHHUA  JOKYMCHTOB B I/IHCTPYKI_II/II/I 10
ACIOIMPOU3BOACTBY CIICAYET O6paTI/ITI) BHUMAHHMC HA CICAYIONIUC ITOJIOXKCHUA:

— KOHTPOJIIO IIOJJICKAT BCC 3apCTrUCTPUPOBAHHBIC JOKYMCHTHEI, Tpe6yfoume HCIIOJIHCHUAA,



CPOK MCIIOJTHEHHSI JOKYMEHTa MOKET OBbITh THUHOBHIM (YCTaHOBJIEH 3aKOHOAATEIbHBIMU
WIA WHBIMA HOPMAaTHBHBIMH TPAaBOBBIMH aKTaMH) WM WHIWBUAYAIGHBIM (THIIOBBIE CPOKH
UCTIOJIHEHUSI JTOKYMEHTOB (TOpY4YeHHUH) NpuBeACHbl B MpuiaoxkeHud Ne 12 K HacTOSILUM
MeTtoauueckuM — peKOMEHJAlusM); HHIMBUIYaJbHbIE CPOKH HCIOJIHEHHUS JOKYMEHTOB
(mopy4eHuii) ycTaHaBIMBAIOTCSA PYKOBOAMUTEIEM IOCYAAPCTBEHHOIO OpraHa, opraHa MECTHOTO
CaMOYyNpaBJieHUs, €ro 3aMEeCTHTENSIMH, HWHBIMU JODKHOCTHBIMU JIMIIAMH B  PE30JIOLUAX
(mopy4eHHsIX) 0 JOKYMEHTY, B PacIOPSIAUTENBHBIX JOKYMEHTaX, IPOTOKOJIAX 3aCEIaHni;

— UHAUBUIYAJTbHBINA CPOK MUCTIONHEHHUS TOKyMEHTa (TTIOPYyYEeHHsI) MOXKET ObITh 0003HAUCH:
— KOHKPETHOM JIaTOM;

— MOMETKOI «BecbMa CPOYHO» (JIOKyMEHT JOJDKEH OBITh MCIOJIHEH B TEUEHHE OJIHOTO-
JBYX JAHEW); «CPOUYHO» — B 3-THEBHBII CPOK; «OnepaTuBHO» — B 10-THEBHBIN CPOK;

— €CJIM CPOK UCTIOJTHEHUSI TOKYMEHTA HE YCTAHOBJICH, IOKYMEHT JIOJDKEH ObITh UCTIONIHEH B
cpok He Oonee 30 nHeit;

— Jara WCHojiHeHus AokyMmeHTa (mopydenus) ¢uxcupyercs B OPK COJ] wim uHoM
pETUCTPAIIMOHHO-Y4eTHOU (opme;

— CPOKH MCIIOJIHEHUSI CPOYHBIX IOPYUYEHUN HE MTPOJIEBAOTCS U HE KOPPEKTUPYIOTCS;

— Opra"usanus HCIOJHEHUS IMOopydyeHUM U ykazaHud IIpesumenra Pocculickoit
denepanuy UCHOJIHAIOTCS B COOTBETCTBHU ¢ YKa3oM lIpesuaenta Poccuiickoit denepanuu ot
28 mapra 2011 roma Ne 352 «O mepax IO COBEpPUICHCTBOBAHUIO OPraHU3ALMH HCIIOIHEHMS
nopyudeHuit u ykasanuit [Ipesnnenra Poccuiickoit ®denepanum» [53];

— CPOKH HCIIOJIHEHUSI JOKYMEHTOB (IIOPYYEHMI) MCUMUCISIOTCS B KaJIEHAAPHBIX THIX C
JaThl, CIEAYIOIIeH 3a JaToil perucrpanuu JOKyMeHTa (3Ta HOpMa ycTaHOBJIeHa cTaThbed 191
I'paxxnanckoro konekca Poccuiickoit @eneparuu [54]);

— CPOKU HCIIOJIHEHUS MPOTOKOJBHBIX MOPYUYEHUH, KAk IMPaBWIIO, YCTAHABIMBAIOTCS B
MPOTOKOJIE M UCUUCIISIOTCS C IaThl, CICIYIONIEH 3a TaTOW MPOBECHUS 3aceanusl (COBEIIAHNUsA);

— €CIIM TOCJEIHUIN JeHb CpPOKa MCIOJHEHUs JOKYMEHTa (IIOpY4YeHMs) MPUXOJUTCS Ha
Hepabounii JIeHb, TO JOKYMEHT MOJUICKUT WCIIOJHEHUIO B OJIMKAWIINN CIEAYIOMUN 32 HUM
paboumii neHp (3Ta HOpMa ycTaHoBIeHa crtaTheil 193 I'paxkmanckoro komekca Poccuiickoit
Oeneparru [55]), 3a WCKIOUYeHHWEM (eAepaTbHBIX OPraHOB HWCIOJHUTEIBLHOW BIIACTH, JUIS
KOTOpbIX MyHKTOM 6.1.1 TumnoBoro perjamMeHTa B3aUMOJEHCTBUS (enepalbHbIX OpraHoB
WCIIOJIHUTENIBHON BJIACTH, YTBEP’KJIECHHOrO nocTaHoBiieHHeM IIpaBurenscTtBa Poccuiickoi
®enepauun ot 19 suBaps 2005 roga Ne 30, ycTaHOBJIEHO, YTO €CIM MOCIEIHUN J€Hb CpPOKa
WCIIOJTHEHUS] TOPYYEHUs MPUXOAUTCS Ha HepaOouuil JI€Hb, OHO MOAJEKHUT HUCIOJIHEHHIO B
MpeIIecTBYIOMUi eMy pabounii AeHb [56];

— HPUOCTAHOBUTH HCIIOJITHCHUC KOHTPOJIBLHOIO IOOKYMCHTA (HOpyquI/IH), a TaKXE
OTMEHHUTh €r0 MOXET PYKOBOJIWTENb, IOMIMUCABIIMK JIOKYMEHT WM JaBIIMH TMOpYYCHHE
(pe3odto1uio).

— 00 HW3MEHEHHWU CpOKa KCIONHEHUS [OKyMeHTa (NOpydYeHUs), MOApa3JeiIeHUs —
UCTIOJIHUTEIS, COCTaBa UCHONHUTeNe 00s3aH nmpouHpopmupoBath Ciry:k0y AeI0NmpOU3BOJICTBA
WIA WHOE I[OJpa3/ielieHne, Ha KOTOpPOE BO3JIOKEH KOHTPOJb MCIOJHEHHUS JOKyMEHTa
(mopyuenus);

— JOKYMCHT CHHUMACTCA C KOHTPOJIA IIOCJIC (1)3KTI/I‘-I€CKOFO HUCIIOJIHCHHUA BCEX



coJiepkKaluXcsd B HEM MOPYYEHHUH, JOKYMEHTAJIBHOIO MOATBEPKICHUS €ro HUCIOJHEHUS U
COOOIICHUST PE3yIbTATOB €ro PACCMOTPEHHS 3aMHTEPECOBAHHBIM OpTaHaM, OpraHU3alUsIM |
JIAIAM;

— cBeJieHUs] 00 MCMONMHEHUU JOoKyMmeHTa (mopydenus) BHocsaTcs B OPK COJl unu mnyro
PEruCTpalMOHHO-YUYETHYIO0 (POpPMY, HCHIOIB3YEMYIO ISl KOHTPOJIS UCIIOTHEHHUS;

— cuyx0a J1eJIoNpou3BOJCTBA TOCYJAPCTBEHHOIO OpraHa, OpraHa MECTHOI'O
cCaMOyMpaBJIeHUS] aHAIM3UPYET COCTOSIHUE U PE3YJIbTaThl UCTIOJHEHHS IOKyMEHTOB (TIOpYUYEHUIT)
U COCTOSIHME MCIOJHUTEIHCKON JUCIUIUIMHBI U HAIMPaBJISET PYKOBOJUTEIIO FOCYJapCTBEHHOTO
OopraHa, opraHa MECTHOI'O CaMOYIIPABJICHHS, UHBIM JOHDKHOCTHBIM JIMIIAM C YCTAHOBJIEHHOM
MEPUOANYHOCTEI0 W 10 YCTAHOBJICHHBIM (opMaM OTYETHI O KOJHYECTBE JOKYMEHTOB,
UCIIOJTHEHHBIX B CPOK, MCIIOJIHEHHBIX C TMPOJJICHHEM CpOKa HCIIOJIHEHUS, HE HCIIOJIHEHHBIX,
HaxOJAIIMXCS Ha WCIOJHEHUH, KakK [0 TOCYJapCTBEHHOMY OpraHy, OpraHy MeECTHOTO
CaMOyMpaBJIEHUS B LIEJIOM, TaK U MO CTPYKTYPHBIM HOJpa3AeNeHUSIM U, IPU HEOOXOJUMOCTH, IO
OTJIETTbHBIM UCIIOJIHUTEIISIM;

— ©XEMEeCAYHO TOCyAapCTBEHHbIE OpraHbl, OpraHbl MECTHOTO camoymnpaBieHus [57]
npencTaBisitoT B AaqmuHuctpanuio [Ipesunenra Poccuiickoit denepanuu B 31eKTpoHHOU hopme
nH(GOpPMaLIMIO O pe3yibTaTax PacCMOTPEHHUs OOpallleHHM Tpa)kiaH, OpraHu3aluii, a TakXke O
Mepax, IPUHATHIX [0 TaKUM oOpateHusM [58].

3.7. PaboTa HCIIOMHUTEINA € JOKYMEHTAMHA

HpaBI/IHa ACJIOIIPOU3BOACTBA HEC COACPIKAT HOHO)KGHHﬁ, YCTaHaBJIMBAIOIIUX Tpe60BaHI/I}I K
opraHu3alin pa6OTLI HUCIIOJIHUTEIIA € JOKYMCHTaMMU, BMECTE C TCEM, IIpaKTHKa pa3pa60T1<H
I/IHCTp}/KI_II/Iﬁ o ACJIONPOU3BOACTBY CBUACTCILCTBYCT O TOM, YTO, KaK IPABUJIO, B UHCTPYKIHAX
M0 ACJIOIIPOU3BOJACTBY TaKHUE pa3acCiibl COACPIKATCA.

[Tpu BrmoueHnH B MHCTPYKIMIO MO AEIONPOU3BOJCTBY pasfesia 00 opraHu3aluu padoThl
UCTIOJIHUTENL C JIOKYMEHTAMH PEKOMEHIYETCsl OTpa3suTh B HTOM pas3liele CIeayroliue
MOJIOKEHHUS:

— opraHuzamus pabOTBl C JIOKyMEHTAMH B CTPYKTYPHBIX MOJPa3JEICHUSIX
roCy/IapCTBEHHOI'O OpraHa, OpraHa MECTHOTO CaMOYTPAaBJICHHS OCYIIECTBIISIETCS Ha OCHOBAaHUU
pe3ostonMii  (Opy4yeHUil) PYKOBOAMUTENS TOCYJAapCTBEHHOTO OpraHa, OpraHa MECTHOT'O
CaMOyNpaBlieHUs, €ro 3aMECTHUTEJIeH, PYyKOBOAUTENEH CTPYKTYpPHBIX MOJpa3feNieHuil, HHbBIX
JOJDKHOCTHBIX JIML, HAJIEJIEHHBIX COOTBETCTBYIOIIMMH [TOJIHOMOYUSIMU;

— MOApa3/ielIeHUEe-UCIIONHUTENb MOMyYaeT JTOKYMEHTbI B BO3MOXHO KOPOTKHE CPOKH (B
JIeHb X PACCMOTPEHUS! COOTBETCTBYIOIIUM JOKHOCTHBIM JIMIIOM HIIM Ha CIEAYIOUMHA pabounit
JIeHb), CPOUYHBIE IOKYMEHTHI IIepeatoTCsl UCIIOTHUTENI0 He3aMeAJTUTENbHO;

— JIOKyMEHTBI, MOCTYIIMBIIME B CTPYKTYpPHOE IOAPA3JAEIECHUE C PE3OJHOLUIMU
(mopy4eHHUsIMH) Ha UCTIOTHEHUE TEPENAr0TCsl UCIOJHUTESAM TOJIBKO TMOCIE MX PACCMOTPEHUS
PYKOBOJMTEINIEM NOAPA3IAECIECHUS.

Hcnonaurenu B mpouecce UCIOTHEHUS JOKYMEHTA OCYIIECTBIISIOT:
— cbop u 00paboTKy HEOOXOAMMOM HHPOPMAIIHH;

— HOATOTOBKY HPOEKTa JOKYMEHTa U BCEX HEOOXOJUMBIX MPHUJIOKEHUH ¢ cOONI0IeHueM
IIpaBUJl JTOKYMEHTHPOBAHHUs, YCTAaHOBJICHHBIX B TOCYJAPCTBEHHOM OpraHe, OpraHe MECTHOTO
CaMOYIIpaBIICHUS;



— COI'JIaCOBAaHHUC MPOCKTAa NOKYMCHTA € 3aMHTCPCCOBAHHBIMHA JTOJKHOCTHBIMU JIMIIAMU

— TIOJITOTOBKY CBOJIKH OT3BIBOB (¢ KoMMeHTapueM «IIpuusaTo», « OTKIOHEHOY ¢ yKa3aHHEM
npuuuH, «[I[pHHITO YaCTUYHO» C COOTBETCTBYIOIIUM MOSICHEHHEM);

— OpabOTKy MPOEKTa JOKYMEHTA 10 3aMEUYaHHsIM, ITOJIYICHHBIM B XOJI€ COTIIACOBAHUS;

— IIOBTOPHOE COIJIACOBAHUE MPOEKTA JOKYMEHTA (B CIIy4ae €ro Cepbe3HOW KOPPEKTUPOBKHU
10 pe3yJIbTaTaM IEPBOI0 COIIACOBaHUA);

— B HEOOXOAMMBIX CITy4asiX — IMOATOTOBKY CIHUCKa (yKa3aTelsi) pacChUIKH JTIOKYMEHTA;
— MpeCTaBlIeHUE MPOEKTa JOKYMEHTA Ha MOJMUCH (YTBEPKICHHE) PYKOBOJACTBY;

— ompeeNieHNe MecTa XpaHeHUs JOKYMEeHTa (KoMUY JOKYMEHTA) MPOCTaBIEHUEM OTMETKHU
C YKa3aHHeM HOMepa Jiesia 0 HOMEHKIJIAType JieJl, B KOTOPO€ JOKEH OBbITh IOMEIIEH IOKYMEHT.

B HHcTpyKuuu 1mo Jenonpou3BOACTBY L€IecO00pa3HO MPeayCMOTPETh MOPAIOK pabOThI
HaJ IOKyMEHTOM B CIIy4asiX, €CJIM UCIIOJTHEHHE JOKYMEHTa MOPYyUYE€HO HECKOJIbKUM JIUIIAM, B TOM
qucie:

— (I)yHKI_II/II/I OTBCTCTBCHHOI'O HCIIOJIHUTCIIA U (I)YHKI_II/II/I COMCIIOJIHUTENICH B HOATOTOBKEC
IIPOCKTa JOKYMCHTA,

— HpaBO OTBCTCTBCHHOI'O HCIIOJIHUTCIIAA CO3bIBATH COMCIIOJIHUTENCH IJIsI BBIpa60TKI/I
COBMCCTHOI'O PCIICHUSA,

— NOPAAOK U CPOKHU NPCACTABIICHUSA IIPOCKTOB OTBETCTBCHHOMY HCIIOJIHUTCIIHO.

B MHcTpykuuu 1o JEJIONPOU3BOACTBY IIPEIyCMaTPUBACTCS BO3MOKHOCTH IPOIJICHUS
CpOKa HCIOJHEHUS JOKyMEHTa (C COOTBETCTBYIOIIMM OOOCHOBAaHHMEM, IPEICTABISEMbIM
PYKOBOJICTBY), €CJIM OTCYTCTBYIOT PEAJIbHBIE YCIIOBUS BBINOJIHEHUS 3a/1aHus, A€JaTh IOMETKU Ha
nokyMeHTe uiau B COJ] 0 BpeMeHM ero NOCTYIUIEHMs, O JaTax IPOMEXYTOYHOIO HCIOJHEHUS
(TenedoHHBIX M MUCHMEHHBIX 3aMPOCax), O JaTe U pe3yJbTaTe OKOHYATEIbHOTO UCTIOTHEHUSI.

VcrionHuTens He NOJKEH pasriamarhk COJIepKaHUE MOCTYIMBIINX K HEMY JTOKYMEHTOB U
MOJTOTOBJICHHBIX MPOEKTOB CIIY)KEOHBIX TOKYMEHTOB, C HHMH MOTYT OBITb O3HAaKOMJICHBI
TOJIBKO JIMIIA, IMEIOIINE OTHOIIEHUE K UX MCIIOJHEHUIO.

3.8. JloxymeHTanbHBEI (GOHX TOCYZapCTBEHHOTO OpraHa, OpraHa  MECTHOTO
CaMOYTIPABJICHHS

3.8.1. Pa3zpaboTka u BeicHME HOMEHKIIATYPHI 1€

B cootBerctBum ¢ myHkToM 6.1 IlpaBun nemonpou3BOACTBAa JTOKYMEHTHI, CO3AAHHBIE U
IOJyYeHHblE B IIpoLEecce JEeSATEIbHOCTH TIOCYJapCTBEHHOIO OpraHa, oOpraHa MECTHOIO
caMmoyIipaBlieHHs, 00pa3yloT JOKYMEHTAJIbHBIA (D)OHJ TOCYAApCTBEHHOTO OpraHa, oOpraHa
MECTHOrO camoymnpaBiieHusl. JlokyMeHTanbHBIH (QOHI — COBOKYMHOCTh JIOKYMEHTOB,
00pa3yIoMXCsl B JeSITEIBHOCTH Opranu3anuu [59].

B cootBerctBuu ¢ ®denepanbHbiM 3akoHOM OT 22 okTsiOpst 2004 roma Ne 125-03 «O0
apxuBHoM nene B Poccuiickoii ®@enepauun» M nyHKToM 6.2 IlpaBuin aenonmpous3BOACTBa
rocyJapcTBeHHble opranbl Poccuiickoit @enepanuu pa3padaTbBalOT W IOCIE COTIACOBAHUS C
YIOJIHOMOYEHHBIM (efiepanibHbIM OpraHOM HCIIOJIHUTENBHON BIACTH B cepe apXUBHOTO Jea U
JIEJIOTIPOU3BOACTBA [58] yTBEpKAAIOT MEPEUYHU JAOKYMEHTOB, OOpa3yIOIIMXCS B MPOIECCE MX



NEeATENbHOCTH, a TaKKe B IPOLECCe ACATEIBHOCTH IOJBEJIOMCTBEHHBIX MM OpraHM3alUi, C
YKa3aHUEM CPOKOB UX XPAaHEHHMs, KOTOPBIM CTPYKTYypHBIE MOJPa3JelIeHUs] TOCYJIapCTBEHHOTO
oprana Poccuiickoii ®Penepanuu pPyKOBOACTBYIOTCA IIPU OIPENECICHUM CPOKOB XPAHECHMS
JOKYMEHTOB TMpPH COCTaBJI€HUM HOMEHKJIATypbl Jel, (popMHUpoBaHUM U OGOPMIICHUH e,
OpraHu3alliy UX XpPaHCHHUs.

B cootBerctBumn ¢ nynkrom 6.3 IlpaBuin aenonpou3BOACTBa TOCYJAapPCTBEHHBIE OpraHbl
Poccuiickoii @enepanyii U rocygapcTBEHHbIE Opranbl cyObekToB Poccuiickoit denepanuu,
UMEIOLIME TI0JBEJOMCTBEHHbIE OpraHu3alliy, BIIpaBe pa3padaTbiBaTh W yTBEPKAATh 110
COIJIACOBAHUIO C YIOJHOMOUYEHHBIM (eiepalbHbIM OPraHOM HCIOJIHMUTENBbHOM BIAcTH B cdepe
aApXMBHOTO JIeJIa U JIEJONPOU3BOJICTBA WM C COOTBETCTBYIOIIMM YIIOJIHOMOYEHHBIM OpPraHOM
UCTIOJIHUTENIbHON BiacTH cyObekTa Poccuiickoit @enepanuu B cepe apXUBHOIO Jieja TUIIOBbIE
Y IPUMEPHBIE HOMEHKJIATYPhI JEJI U1l [I0JIBEIOMCTBEHHBIX OPTaHU3aLlUN.

TumoBas HOMCHKJIaTypa [A€J1 YCTaHaBJIMBACT COCTAaB [J€JI, 3aBOAMMEBIX B OpraHu3alusax
OIMPCACICHHOIO TUIIA, U ABJIACTCA HOPMATUBHBIM TOKYMCHTOM.

[IpumepHass HOMEHKJIaTypa JeJ YCTaHaBIMBAET NMPUMEPHBIA COCTaB J€J, 3aBOJIUMBIX B
ONHOTHUIIHBIX  OpraHu3alusAx, Ha KOTOpbIE OHA  pPaCIpOCTpaHSAETCs, MW  SABISIETCH
PEKOMEHATENbHBIM IOKYMEHTOM.

Co3naHue JTOKYMEHTaJbHOTO (OHAA TOCYAAPCTBEHHOIO OpraHa, OpraHa MECTHOTO
CaMOYyIpaBJIEeHUs] MCIOJHUTEIBHON BiacTu ocyiecTsisercss Ciyx00il enonpon3BoiCcTBa
MyTeM COCTaBJICHUSI HOMEHKJIATYpHI Ael, GOpMUPOBaHUS U OPOpPMIICHHUS JeN, 00eCTedeHus X
COXpPaHHOCTH, y4YeTa U Tepelavn e B apXuB (e1epaibHOr0 OpraHa HCIIOJHUTEIBHOMN BIIACTH.

B coorBerctBuM ¢ myHKTOM 6.4 [IpaBHi aenonpou3BOACTBA HOMEHKJIATypa el
rOCYJapCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYINpPaBJICHUS 3aKpeIruisieT Kiaccu(UKaLuio
(TpynmnupoBKYy) JOKYMEHTOB B jeia (JIEKTPOHHBIC Jeia), 00eCleuynBaeT CUCTEMATU3AINI0 U
MHJICKCAIUIO JIeJ, IOPSIIOK (POPMHUPOBAHUS U yUeTa JIeN B AeTIOMPOU3BOJICTBE.

HomeHnknatypa nen rocyaapCTBEHHOTO OpraHa, oOpraHa MECTHOTO CaMOYIIPaBIICHUS
BiroyaeTcss B COJl B KkauecTBe CHPaBOYHMKA, OMPEICISIOUIETO MOPSJIOK CHUCTEMaTH3alluu
3JIEKTPOHHBIX JOKYMEHTOB M 3JICKTPOHHBIX KONUW TOKYMEHTOB, BKJIt0OUaeMbIX B CO/I.

B UHcTpykumu no AeI0npou3BOICTBY MOCYJapCTBEHHOI'O OpraHa cjelyeT yCTaHOBUTb:

— MOPSIIOK Pa3pabOTKU HOMEHKJIATYPhI Jed FOCYAapCTBEHHOIO OpraHa, OpraHa MECTHOTO
CaMOYIIpaBJICHHsI, BKJOYas BOINPOCHl COIVIACOBAHUS M YTBEPXKICHHMS HOMEHKIATYphl Hed,
€KEr0JIHOM KOPPEKTUPOBKU HOMEHKJIATYpHI JIE;

— CTPYKTYpY HOMEHKJATypbhl €N, B TOM YHCJIE, MOPSIOK PACIOJIOKEHHUS pPa3/CiiOB B
CBOJHOW HOMEHKJIATYpPE JIET;

— [paBuJIa UHACKCAIUU OEJI, COCTABJICHUS 3ar0JIOBKOB ACII;
— IMOPAAOK MHACKCALIUN OCJI U OIIPECACIICHUA CPOKOB XpaHCHUA JOKYMCHTOB,
— 0COOEHHOCTHU OTPAXXCHUA B HOMCHKJIATYPC ACII SJICKTPOHHBIX ICII;

— TIOPSIIOK YCTAHOBJICHUSI CPOKOB XPAHEHUS! JOKYMEHTOB C MH(OpMAIeld 0 TOM, Kakue
[IEPEYHU JOKYMEHTOB CO CPOKAMH XPaHEHUs IPUMEHSIIOTCS ISl ONPEAETIEHUs CPOKOB XPaHEHUS
JIOKYMEHTOB;

— HopsAAOK BEACHHUA HOMCHKIIATYPBI JC€JI B TCEUYCHHUE JCIOIPOU3BOACTBCHHOI'O



(I(aJ'ICHI[apHOTO) roaa v nopssaoK €€ KOppCKTUPOBKU;

— COCTaBJIEHUE UTOTOBOM 3alMCHU O KOJMYECTBE U KaTEropusx e, c(hOpMHUPOBAHHBIX B
JIeTIONIPOM3BO/ICTBE TOCYAAPCTBEHHOIO0 OpraHa, OpraHa MECTHOTO CaMOYIIpaBJIEHHs B TE€UEHUE
roza.

B UHcTpykinuy 1o nenonpou3BOICTBY 1Le1eco00pa3Ho MPeayCMOTPETh, YTO:

— IIPU COCTaBJIEHUU HOMEHKIIATYPHI JIe] CIEAYET PyKOBOACTBOBATHCS 3aKOHOAATEIbCTBOM
Poccuiickoii  ®epepanuy, 3aKkoHOAATENbCTBOM  cyObekra  Poccuiickoit  ®denepanumy,
ONPEACIISIIOIINUM AEATEIBHOCTh TOCYJapCTBEHHOTO OpraHa, OpraHa MECTHOI'O CaMOYIIPaBJICHUS,
MOJIOKEHUEM O TOCYJIapPCTBEHHOM OpraHe (OpraHe MECTHOTO CaMOYMPAaBJICHHs), PETJIAMEHTOM
rocyJapCTBEHHOT0 OpraHa (OpraHa MECTHOTO CAMOYIIPaBJICHUS), MOJIOKEHUSIMU O CTPYKTYPHBIX
MOJpa3/IeICHUsIX, INTATHBIM  pPAacHUMCaHWEM, [UIAHOBOM M OTYETHOM  JIOKYMEHTalWew,
HOMEHKJIaTypOH JeN 3a MPOIIeAIINe T'0/lbl, HOPMATUBHBIMU aKTaMH IOCYJJapPCTBEHHOTO OpraHa,
opraHa MECTHOTO CaMOYTPAaBIICHUS, COJCPKAIMMU CBEACHHS 00 o0Opasyrommxcs B
NEeSATENbHOCTH JOKYMEHTaX, TUIIOBBIMH M TPUMEPHBIMH HOMEHKJIaTypaMu jen (mpu ux
HaJU4HH), TIEPEYHIMHU JOKYMEHTOB, 0Opa3yIOIIMXCS B TpoIecce ACATEIBHOCTH (peneparbHbIX
OpraHOB TOCYJapCTBEHHOW BIJIACTH, MHBIX FOCYJAapCTBEHHBIX opraHoB Poccuiickoit denepanumy,
a TaKKe B Mpollecce AESATEIbHOCTH MOJBEIOMCTBEHHBIX UM OpPraHU3alui, C YKa3aHUEM CPOKOB
WX XpaHEHUS,

— B TOCYIapCTBEHHOM OpraHe, OpraHe MECTHOTO CaMOYIPABJICHHUS COCTaBIISIOTCS
HOMEHKJIaTyphbl el CTPYKTYPHBIX MOJpa3/eleHHii M HOMEHKIATypa Jell ToCyJapCTBEHHOTO
opraHa, OpraHa MECTHOTO caMoympaBiieHus (cBomHasi). DOpMbl HOMEHKIATYpPHI el
CTPYKTYpPHOTO TOJpa3/ieieHus] 1 HOMEHKIATyphl JeJl OpraHu3alii ycTaHoBleHbl [IpaBunamu
OpraHu3allMi XPAaHEHHs, KOMILJIEKTOBAHMSI, y4ye€Ta M HCIIOJb30BaHUSA JTOKYMEHTOB APXHBHOTO
donna Poccuiickoit denepannu U Ipyrux apXUBHBIX JOKYMEHTOB B OpraHax rocyJapCTBEHHOM
BJIACTH, OPTaHaXx MECTHOT'O caMOyIpaBJeHus1, opranu3aiusax [60] u mpuBeIeHbl B TPUIOKEHUSIX
No 13 u Ne 14 x HacTossmM MeToIMYECKUM pEKOMEHIALIHSIM;

— HOMEHKJIaTypa JIeJ CTPYKTYPHOTO MOAPA3/JEIICHUs] COCTABISAETCS AEIONPOU3BOIUTEIEM
CTPYKTYpHOTO TOJpa3fefieHuss TMpH yYaCTUM BEAyIIMX CIEIHATUCTOB CTPYKTYpPHOTO
MOJIpa3/ieNICHUs, COTJIACOBBIBAETCSl C JKCIEPTHOW KOMMCCHEH CTPYKTYPHOI'O IOJPA3AEICHUS
(mpu ee HamU4MUM), TMOMAINUCHIBACTCS PYKOBOAUTENS CTPYKTYpPHOTO IMOJApA3JCICHUs H
npencrasisiercs B CiykOy JeIOMpOU3BOJCTBA TOCYAAPCTBEHHOTO OpraHa, OpraHa MECTHOTO
CaMOyIpaBIICHUS;

— HOMEHKJIaTypa JeJl TOCYAapCTBEHHOIO0 OpraHa, OpraHa MECTHOTO CaMOYIPaBIICHHS
coctasisieTcst Ciry>k00H IeT0MPON3BOJICTBA M3 HOMEHKIIATYP JIENI CTPYKTYPHBIX TOpa3/IeIICHU,
HOMEHKJIaTypa Jiel TOCYJapCTBEHHOTO OpraHa, oOpraHa MECTHOTO CaMOYIpaBJICHUS
noJnuceBaeTcss pykoBoautesneM Ciry:KObl IIOTPOU3BOJICTBA, BHU3HPYETCS PYKOBOAUTEIIEM
apxuBa (JHMIIOM, OTBETCTBEHHBIM 32 apXUB), YTBEPHKJIACTCS PYKOBOJAUTENIEM T'OCYIapCTBEHHOTO
oprasa, opraHa MECTHOT'O CaMOYTPaBJIE€HUS MOCIIE€ COTJIaCOBAHMS MPOEKTa HOMEHKIATYPHI JIEJ C
LEHTPAIbHONW SKCIEPTHOW KOMHUCCHEH (PKCIEPTHOM KOMMCCHEH) rocylapCTBEHHOIO OpraHa,
opraHa MECTHOTO CaMOYIIPaBIICHHSI W OJUH pa3 B 5 JIET ¢ IKCIEPTHO-TIPOBEPOYHON KOMHCCHUEH
(manee — OIIK) cootBercTByIOImEro (eaepaabHOro rocylapcTBEHHOro apxusa [61],
YIIOJITHOMOYEHHOT'O OpraHa MCIIOJIHUTENbHOMN BiacTh cyobekTa Poccuiickoit denepanuu B chepe
apXMBHOTO Jena [62] uiaM rocylapcTBEHHBIM (MYyHHUIMIIAIBHBIM) apXHBOM B COOTBETCTBUH C
MIPEIOCTaBIEHHBIMU €My MOJTHOMOUUsAMU [63];

— HOMCHKIJIATYypa ACJI ITOCyAapCTBEHHOI'O OpraHa, OpraHa MECTHOI'O0 CaMOYIIPpABJICHUS B
KOHIC KaXJ0ro roaa yTO4YHACTCA, YTBCPKIAACTCA PYKOBOAUTCICM I'OCYyAapCTBCHHOI'O OpraHa,
OopraHa MECTHOI'0 CaMOYIpaBJICHUSA W BBOJUTCA B JIECTBUE C 1 sSHBaps CICAYIOIICTO



KaJICHAApHOI'O IroJia;

— BHOBbB CO3JJaHHOE TIOJ[pa3/IelIieHe B MECSYHBIA CPOK pazpadaThIBaeT HOMEHKIATYPY e
nojpaszzeneHuss u npeacrapiseT ee B CiyxO0y IelIONpOU3BOICTBA TOCYAAPCTBEHHOTO OpraHa,
opraHa MECTHOTO CaMOYIpaBJCHUS [JI1 COTJIACOBAaHUS ¢ YTBEPXKICHUS B TOPSIIKE,
YCTaHOBJICHHOM [IJIsl COTJIaCOBAaHUS M YTBEPXKICHHUS CBOJHON HOMEHKJIATYPHI JEN, MOCJIE Yero
JaHHBIA pa3lien MPUCOEOUHSIETCS K JEHCTBYIOIIEH HOMEHKIAType el ToCcydapCTBEHHOTO
Oprasa, opraHa MeCTHOTO CaMOYTIPaBJICHHUS;

—  CTpykTypHOoe mojapasaenenue uHpopmupyer CayxOy  AeI0mpoM3BOJCTBA
roCy/IapCTBEHHOI'O OpraHa, OpraHa MECTHOT'O CaMOYIIPaBJICHUS O BKJIIOUYEHUH B HOMEHKIIATYPY
JeNl HOBBIX Jen; ¢ 3Toi menpto B CiyxOy Ienonpou3BOJACTBA IPEICTABISCTCS CIy)KeOHas
3alyMcKa 3a MOJIMUCHI0  PYKOBOAWUTENS  (3aMECTUTENs PYKOBOAMTENS) CTPYKTYpHOTO
MOJIpa3/iesIeHusl C YKa3aHUEM MHJIEKca JIela, €r0 3aroJioBKa, CPOKa XpPaHEHUs U OCHOBAHUS JJIs
3aBe/ieHus JIena;

— HOMCHKJIATypa MOCJI TOCYHApCTBCHHOI'O OpraHa, OpraHa MCECTHOI'O0 CaMOYIPAaBJICHUA
COCTAaBJIFICTCA B TPEX SK3CMILIAPAX:

— 1-i 5K3eMIUIAP yTBEPKACHHON HOMEHKIIATYPHI €T SBISETCS JOKYMEHTOM MOCTOSIHHOTO
XpaHEHHsI, TOMEMIAeTCs] B OTAENbHOE JIeJI0 M BKJIIOYAETCS B HOMEHKIIATYpY M€l B paslen
Cmy>x0bl AETOMPOU3BO/ICTBA;

— 2-%1 SK3eMIUISp Mepe/laeTcs B apXWB TOCYAapCTBEHHOrO OpraHa, opraHa MECTHOTO
caMOyIpaBlieHUs B KaYeCTBE YUETHOTO JJOKYMEHTA,

— 3-11 5K3eMIUIsAp MepeaeTcs B roCyAapCTBEHHBIN (MyHHUIMIIAIBHBIN) apXUB, HCTOUHUKOM
KOMIUIEKTOBAaHHUS  KOTOPOTO  fBJISIETCS  TOCYJAapCTBEHHBbIM  OpraH, OpraH  MECTHOTO
CaMOYIIpaBIICHHS;

— HOMEHKJIATypa Jed TOCYJapCTBEHHOTO OpraHa, OCYIIECTBIISAIOLIETO ACIO3UTapHOE
XpaHeHHe JOKyMeHTOB ApxuBHoro ¢ounaa Poccuiickoit @enepauuu, HaxoIAIIUXCS B
denepanbHOH  COOCTBEHHOCTH, COCTaBISIETCS B JIByX OJK3eMIUIIpax: |- dK3eMIusip
YTBEPKACHHON HOMEHKJIATypbl J€l  SBJISETCS JOKYMEHTOM IIOCTOSIHHOTO — XpaHEHus,
MIOMEIIAETCSl B OTAEIBHOE J€JI0 M BKIIOYAETCS B HOMEHKJIATYpy Jen B paznen CiayxOsl
JEJIONPOU3BOACTBA; 2-1 IK3EMIULAP NEPENAETCS B apXUB I'OCYJapCTBEHHOTO OpPraHa B KAYECTBE
YUYE€THOI'O JOKYMCHTA,

— B KauecTBe pabodero sk3emiisipa B Ciry:xOe Iemornpon3BOACTBA MCIIOIb3YETCS KOMHS
YTBEP)KJICHHOH  HOMEHKJIATYyphl ~ JIe1  TOCYAApCTBEHHOIO  OpraHa, OpraHa MeCTHOTO
CaMOYNpaBJICHUS WJIM €€ OJJIEKTpOHHas (opma; B  CTPYKTypHBIE  IIO/PA3JCIICHUS
rOCyIapCTBEHHOI'O OpraHa, OpraHa MECTHOTO CaMOYIIPaBJICHUs HOMEHKIIATypa A€ pacChlIaeTcs
Ciry:x00#1 /1€10IpON3BOJICTBA B 3JEKTPOHHOM BHJIE WJIM B BUAE KONHMH COOTBETCTBYIOIIUX
pa3zienoB Ha OyMa)KHOM HOCHTENE (B COOTBETCTBUU ¢ yHKTOM 6.17 IIpaBui nemonponsBoacTBa
pabouymMii  SK3eMIUIIp HOMEHKIATypbl Jen  Xpanutcs B CoyxOe  1e10npou3BOJCTBA
rOCYIapCTBEHHOI'O OpraHa, OpraHa MECTHOTO CaMOYIIPaBJIE€HHUs OO TeX Iop, MOKa Ha Jena,
cOopMHUpPOBAaHHBIC B COOTBETCTBHU C HOMEHKIIATYPOIl J1eJ1, He OyAyT COCTaBICHBI OIMCH JIEI IS
nepeaay B apXuB TOCYJapCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIIPaBJICHHUS );

— B clly4ae U3MeHeHus (QYHKUUH M CTPYKTYypbl TOCYJapCTBEHHOTO OpraHa, OpraHa
MECTHOI'O CaMOYIIPaBJIEHUSI HOMEHKJIATypa JIel COCTaBIISETCS 3aHOBO, coryacoBbiBaercs ¢ OIIK
(benepanbHOro rocy1apCTBEHHOI'O apXMBa, YIIOJIHOMOUYEHHOTO OpraHa MCIOJIHUTEIbHOU BIACTH
cyobekrta Poccuiickoit @eneparuu B cdepe apxXUBHOTO Jeia WIM TOCYJapCTBEHHBIM
(MyHUIIMDIAIBHBIM) apXUBOM B COOTBETCTBUU C IPEJOCTABICHHBIMH €My MOJHOMOUYUSMU H



YTBCPIKAACTCA PYKOBOJUTCIIEM I'OCYJAapCTBCHHOTO OpTraHa, OpraHa MECTHOTO CaMOYIIPpaBJICHUS.

— HAaMMEHOBAHUSIMU Pa3/1€JI0B HOMEHKJIATYpPbI A€ SBJSIOTCS HAMMEHOBAaHUS CTPYKTYPHBIX
MOJpa3/ieIeHuil  roCyJapCTBEHHOIO  OpraHa, OpraHa  MECTHOIO  CaMOYIIpaBJICHMS,
KOJUJIETHAJIbHBIX, COBEILATENbHBIX, METOAMYECKHX W HHBIX OpraHoB (B oOpraHax MECTHOTO
cCaMOYIIpaBJieHHsI JOMycKaeTcsi pa3paboTka HOMEHKIATyp Jel (YHKLIHMOHAJIbHOTO THIIA,
CHUCTEMAaTH3alus JOKYMEHTOB B KOTOPBIX OCYILECTBIISIETCS B COOTBETCTBHM C HANpaBICHUSIMU
NesITeIbHOCTH);

— B TEUEHHE roja B pab04Mii SK3eMIUISIP HOMEHKJIATYPHBI Il MOTYT BHOCUTHCSI YTOUHCHUS
B 3arojIOBKM JieJl, B HEOOXOAUMBIX ClIydasiX — B CPOKU XPAHEHUS JOKYMEHTOB, a TAaKXKe MOIYT
BKJIIOUAThCSl 3arojJIOBKM JI€J, HE IPEAyCMOTPEHHbIE IIpU pPa3pabOTKE M  YTBEPKIACHUU
HOMEHKJIATyphbl JeJ1 (HOBbIE 3ar0JIOBKHU /1€ BHOCSTCS B TaK Ha3bIBa€éMbIC B PE3EpPBHBIE HOMEPA,
IIPETyCMOTPEHHBIE B KaXKI0M pa3Jiesae HOMEHKIATYPBI AEI;

— CPOKH XpAaHEHHMs TOKYMEHTOB, BKIIFOUCHHBIX B HOMEHKJIATypy J€Jl, YCTaHABINBAKOTCS B
COOTBETCTBUM C (enepalbHbBIMH 3aKOHAMH, WHBIMH HOPMATHBHBIMH TIPAaBOBBIMH aKTaMH,
MEePEYHSIMU THIOBBIX APXUBHBIX JOKYMEHTOB, MEPEYHSIMH JIOKYMEHTOB, OOpa3yIOIUXCs B
nporecce  JACATEIbHOCTH  (eiepajbHBIX ~ OpPraHOB — TOCYJAapCTBEHHOW — BIIACTH,  HHBIX
roCyIapCcTBEHHbIX opraHoB Poccuiickoii ®enepanuu, a Takke B MpoIEcCe ACATEIbHOCTH
MOABEAOMCTBEHHBIX WM OpraHW3alldid, C YKa3aHHEM CpPOKOB UX XpaHEHusa (naiee —
BEJIOMCTBEHHBIMH TIE€PEUHSIMHU); CPOKHM XpAaHEHHUS JOKYMEHTOB YyKa3blBaloTcsi B rpade 4
HOMEHKJIaTypbl JIeI CO CCBhUIKOM Ha CTaThlo (eAepalbHOrO 3aKOHa, THUIOBOTO HIIH
BEJIOMCTBEHHOT'O IIEpEYHS);

— MO0 3aBEpLICHWH KaJeHJApHOTO ToAa B KaXJAOM CTPYKTYPHOM HOJpa3JesIeHUH
oopmisiercss WTOrOBasi 3amMCh K HOMEHKIAType [eNl, B KOTOPYIO BHOCSTCS CBEICHHS O
KOJINYECTBE 3aBEJCHHBIX €Nl C Y4YeTOM KOJMYecTBa TOMOB (rpada 3 HOMEHKJIATyphl Jen),
OTIEJIbHO TOCTOSHHOTO M BPEMEHHBIX CPOKOB XpaHEHHs, BPEMEHHBIX CPOKOB XpaHEHUS C
ormeTkol «3OIIK» M mepexosmux; UTOroBasl 3alUCh IOINOJHIETCS NAaHHBIMH O KOJUYECTBE
ANIEKTPOHHBIX JIe]l COOTBETCTBYIOIIMX CpPOKOB XpaHeHuss u nepenaercs B CiyxOy
JIeTIONIPOM3BO/ICTBA; BMECTE€ C WTOTOBOHM 3alMChI0 NEPeAaloTCs JaHHble 00 M3MEHEHUsX |
JIOTIOJIHEHUSIX, BHECEHHBIX B HOMEHKJIATYpy JI€] CTPYKTYPHOTI'O [O/Ipa3/iesieHusl B TEUEHUE TO/a;

— B UTOTOBYIO 3aIlUCh CBOJHOM HOMEHKJIATYpBI JI€] CBEIEHHUS BHOCATCS Ha OCHOBAHWH
JAHHBIX, IEPENAaHHBIX W3 CTPYKTYPHBIX IOAPA3ACICHUM IOCYJapCTBEHHOIO OpraHa, opraHa
MECTHOIO CaMOYIIPABJICHUS; CBEICHMsS WTOTOBOM 3allUCH CBOJHOM HOMEHKJIATYpbl J€I
[IEPEAAOTCS B APXUB T'OCYJAPCTBEHHOIO OpraHa, OpraHa MECTHOI'O CaMOYyIPABJICHMS, O YEM B
HOMEHKJIaType [JeJ IPOCTAaBIAETCA OTMETKAa C YKa3aHMEM JOJDKHOCTH W IOMINUCH JIHIA,
NIEPEAABLIETO CBEJICHNUS;

— Ciyx0a J1e10nmpou3BOJCTBA TOCYAAPCTBEHHOTO OpraHa, OpraHa MECTHOTO
CaMOYTIPaBJICHUSI HA OCHOBE MOJYYEHHBIX U3 CTPYKTYPHBIX MOAPA3ACIICHUNA TAHHBIX TOTOBUT:

— WUTOTOBYIO 3allMCbhb O KaTCropudax M KOJUYCCTBE ACI, 3aBCACHHBLIX B IOCyAapCTBCHHOM
OopraHe, OpraHe MCECTHOI'0 CaMOYIIpaBJICHUSA B TCEYCHHUC Troaa, CBCACHHUA HUTOTOBOM 3aIlMCHU
NepeAaaAr0TCA B apXuB IroCyaapCTBCHHOI'0 OpraHa, opraHa MCCTHOI'0 CaMOYIIpaBJICHHA, O UEM B
HOMCHKIJIATYpE HACJI MNPOCTABIIAACTCA OTMETKA C YKa3aHHWEM MOOJDKHOCTU W MIOAIMCHU JIMIa,
NnepeaaBIICro CBCACHUA,

— JOIIOJJHCHHUEC K HOMCHKIATYyp€ MO€JI, B KOTOPOM IIOCICAOBATCIBHO B COOTBETCTBHUH C
pasaciiaMi  HOMCHKIIATYPBI €] YKA3bIBAIOTCA  3aroJIOBKM [€JI, HC MPCAYCMOTPCHHLIC
YTBEPKACHHBIM OK3CMILISAPpOM HOMCHKIJIATYPbI A€, JOIIOJIHCHHEC K YTBep}I(,HeHHOﬁ
HOMCHKIJIATYpPEC ACJI MNOANHCBIBACTCA PYKOBOAUTCICM CJIy)KGBI ACIIOMPOU3BOACTBA U BMCCTC C



HUTOTOBOM 3aIllMChIO, HpI/IO6I_I_[aeTC$I K YTBCPKACHHOMY 3K3CMILIAPY HOMCHKIIATYPbI ACII;

— HOMEHKJIaTypa JeJl MCIOJb3yeTCs B KA4eCTBE OCHOBBI JUIS COCTaBJIEHUS ONUCEH el
CTPYKTYPHBIX MOJpa3JelIeHU MOCTOSHHOIO, BpeMeHHbIX (CBbIle 10 JIeT) CpOKOB XpaHEHUs, B
TOM 4YHUCII€ IO JHMYHOMY COCTaBy, aKTOB O BBIJIECJICHMM K YHMUYTOXKEHUIO JOKYMEHTOB, HE
MOJUIeXKAIUX XPAaHEHHUIO, a TAaKXKe JUIs ydeTa JeJl BpeMeHHbIX (10 10 JeT BKIIIOYUTEIbHO) CPOKOB
XpaHeHusl.

[Topsimox 3amonHeHusi rpad HOMEHKJIATYpbl el MpHUBeAEeH B mpuwioxkeHun Ne 15 k
HACTOSIIMM MeTOIMYECKUM PEKOMEHIalIHsIM.

3.8.2. ®opmupoBaHHe i€ U UX TEKyIIee XpaHEHHE

[lynkramu 6.23 — 6.27 IlpaBuin 1eonpou3BOACTBA ONPEIEIIEHbl OCHOBHBIE IPUHIIMIIBI
dbopMupoBaHus /e, 0COOCHHOCTH (POPMHUPOBAHUS B JieTla OTJACIbHBIX KaTerOpuil TOKYMEHTOB, B
TOM 4YHCJIE, IEKTPOHHBIX TOKYMEHTOB. COOTBETCTBEHHO, JAHHBIC IOJIOKEHUS JTOJKHBI OBITh
ompezaeneHs! B IHCTPYKIUH 10 JETI0NPOHU3BOICTBY TOCYIapCTBEHHOTO OpraHa, OpraHa MECTHOTO
CaMOYTIPaBIICHHUSI.

K ocHoBHBIM npuHIMnam (mpasuiaM) GOpMHUPOBAHUS JIeN, KOTOPBIE CIEIyeT OTMETHUTDH B
WHCTpyKIMM 1O JIEJIONPOU3BOJCTBY, OTHOCATCS — cienyromme (myHKT 6.23  IlpaBun
JIEIOTIPOU3BOICTBA):

— B JIEJI0 BKJIIOYAKOTCA JOKYMEHTHl OJHOIO KaJIEHIApHOIO TI0Ja, 3a MCKIIYEHUEM
MEePEXOAIINX 1], CYAeOHBIX JeJI, TUYHBIX JIeT;

— JOKYMEHTBI TOCTOSSHHOTO W BpPEMEHHBIX CPOKOB XpaHEHHUs TPYNIUPYIOTCS B Jeja
pa3aebHo;

— B JIEJIO IOMEIIAIOTCS IOKYMEHTBI IPaBUIIBHO U MOJTHOCTHIO 0(hOpMIIEHHBIE (JOKYMEHTBI
JOJDKHBI UMETh JaTy, HOJANKCH U IPYTHe He0OX0IMMbIe PEKBU3HTHI);

— B JIEJIO0 BKJIFOUAETCS 1O OJTHOMY IK3EMILISIPY KaXXA0ro JOKYMEHTa;

— MPUJIOKEHUS BKJIIOYAIOTCS B JIEJIO BMECTE C OCHOBHBIM JIOKYMEHTOM (IIPHUIIOXKEHUS
06beMoM cBbie 100 TMCTOB MOTYT BBIACTATHCS B OTJCIBHBINA TOM J1€N1a);

— (hakcorpamMMmBbl, TeJIETPaMMBbI, TEIEPOHOTPAMMBI IIOMENIAIOTCS B JieJia C TIEPETHCKOM;

— B JIETI0O HE BKJIIOYAIOTCA JOKYMEHTBI, MOAJIEKAIINE BO3BPATY, JIUITHUE SK3EMILUISPHI U
YEPHOBUKH (32 UCKITFOUCHUEM 0CO00 IIEHHBIX ),

— JIeNio, BKIIIOYAOIIee JOKYMEHThl Ha OyMa)KHOM HOCHTENe, Mo 00beMy HE JOJDKHO
npeBbimaTh 250 JIMCTOB MPU TONIIMHE HE OoJiee 4 cM (TOJIIMHA Je]l CO CPOKAMH XPaHEHUS JI0
10 ner He noyKHA MpeBbIIaTh 10 ¢M); MPU NPEBBIICHHN TAHHOTO 00beMa 3aBOJUTCS BTOPOH U
MOCEIYIOIMEe TOMa; Ha KaXIOM TOME NPOCTaBISIOTCS WHAEGKC M 3aroJIoBOK Jiena ¢
no6asieHreM 0003HaYCHHSI HOMEpa TOMa U, ITPH HEOOXOIMMOCTH, 3arojIOBKa TOMA;

— MHAOKYMCHTBI BHYTpH J[JcCJIa pacCrojiararorca B XpOHOHOFH‘-IGCKOﬁ (CBCpXY BHI/IS),
BOHpOCHO-J’IOFH‘—IGCKOﬁ MOCJICAOBATCIBPHOCTH WJIIM UX COYCTAaHUMU.

— Kpome yxazaHHbIX mosoxeHuil B IHCTpYKIMHU 1O AEIONPOU3BOJICTBY LIEIECO00PA3HO
yKa3aTb:

— MecTo Tekymiero xpanenus aen (Cmyxx0a aenonpous3BOACTBa U (WIM) CTPYKTYpHBIE



noapa3aciiCHUuA roCy1apCTBCHHOI'O opraHa, oprana MECTHOro CaMOynpaBHeHI/IH);

— METOJUYECKYI0 (YHKIMIO apxXuBa TIOCYJapCTBEHHOIO OpraHa, OpraHa MECTHOI'O
caMOYIIpaBJIeHHsI B BOIPOcax (pOpMUPOBAHUS JIEIT;

— CpOK Iepeayd HCIOJIHUTEIeM (OTBETCTBEHHBIM HCIOJIHUTENIEM) 3aKOHYEHHOTO
JIeJIONPON3BOACTBOM JIOKYMEHTa B JIeJI0 (CPOK Mepenadyu JOKyMEHTa B JIeJO YCTaHaBJIMBAETCS
roCyJapCTBEHHBIM OPT'aHOM, OPraHOM MECTHOTI'O CaMOYMPABIICHUS U HE JOJKEH mpeBbaTh 10
JTHEH 1ociie JaThl UCTIOHEHUS JOKYMEHTA);

— paOOTHHUKOB, OCYIIECTBISIONINX (POPMHUPOBAHUE JEN B CTPYKTYPHBIX MOJAPA3ICICHUIX
rocy/IapCTBEHHOI'O OpraHa, opraHa MECTHOTO CaMOYTIpaBJICHMUS;

— pabOTHHUKOB, ONPECIISIONIMX MECTO XPaHCHHUsI TOKYMeHTa (MHICKC JieNia, K KOTOpOMY B
COOTBETCTBHM C HOMEHKJIATYpPOW JeJ JOJKeH OBITh OTHECEH WCIIOJTHCHHBIN JOKYMEHT
(KOMILIEKT JOKYMEHTOB);

— YCJIOBHUA TCKYUICTO XpaHCHUSA ACI B CTPYKTYPHBIX HNOAPA3ACICHUAX TOCYyAapCTBCHHOI'O
oprasa, opraHa MECTHOIro CaMOyIIpaBJICHUA;

— NOpAJOK y4deTa ACII;
— MOPAJAOK BbIAa4u A€ BO BPEMCHHOC ITOJIL30BAHUE,
— IMOPAAOK U3BATHUA JOKYMCHTOB M3 [€Ja,

— noapazaenenus (Ciyx0a 1emonpon3BoICTBA, ApXUB TOCYAAPCTBEHHOTO0 OpraHa, opraHa
MECTHOI'O CaMOYIIPaBJICHHUS), OCYILECTBISIONINE KOHTPOJIb 3a MPaBUIBHBIM (hOpMHpOBaHHEM
Jel B CTPYKTYPHBIX MOAPA3JEICHUAX TOCYJapCTBEHHOIO OpraHa, oOpraHa MECTHOIO
caMOyNpaBJIeHUs, MPOBEPKH HAJTUUUS U COCTOSTHUS JIETI.

OcobeHHocTH (OPMHUPOBAHUS B JleNa OTAEIbHBIX KaTErOpuil TOKYMEHTOB M OpraHU3aluu
UX TEKYyLIero XpaHeHMs ([0 Mepeiayd B apXUB IOCYIAapCTBEHHOIO OpraHa, opraHa MECTHOTO
caMOyYIIpaBJieHHs) TpuBeAeHbl B mnpuwiokeHMH Ne 16 k HacrosmuMm MeToauYecKUM
PEKOMEHIALIUSIM.

3.8.3. IToaroToBka JOKYMEHTOB H Il K Ilepeiade Ha apXUBHOE XpaHEHHe

B HHcTpykunu no Aeaonpou3BOJICTBY PACKPHIBAETCSl KOMILIEKC padoT, BBIIOJHSAEMBIX B
rOCyJapCTBEHHOM OpraHe, OpraHe MECTHOIO CaMOYIIPaBIEHUS B LEJIAX IOATOTOBKU J€l K
neperadye Ha XpaHEHHE B apXUB T'OCYIapPCTBEHHOI'O OPIraHa, OpraHa MECTHOIO CaMOYIPaBICHUS
Y Ha YHUYTOXKCHUE.

[Tynkrom 7.3 TIlpaBus Aenonpou3BOJACTBA YCTAaHOBJIEHO, YTO JieJa IOCTOSIHHOTO U
BpeMeHHBIX (CBbImIe 10 J1eT) CPOKOB XpaHEHUS MEPEIAIOTCS B apXUB TOCYIapCTBEHHOI'O OpraHa,
opraHa MECTHOT'O CaMOYIMPABJICHUsI HE paHee YeM uepe3 OJMH TOJl U He TIO3JHEee YeM uepe3 TpU
rojga ToOCJi€ 3aBepuieHus JAen B jenonpousBoiactBe [64]. Ilepemawa nen B apXxuB
roCcyJapCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIIPaBJCHUS IMPOBOJUTCA HAa OCHOBAHUU
OMHCEH JIe7T CTPYKTYPHBIX MOJPA3CICHUI MOCTOSHHOTO M BpeMEeHHBIX (cBbIme 10 J1eT) CpOKOB
XpaHEHUS U JIeJl TI0 IMYHOMY COCTaBy.

Hena BpemeHHbIXx (70 10 €T BKJIIOYMTEIBHO) CPOKOB XpaHEHHs B  apXHB
roCy/1apCTBEHHOI'O OpraHa, OpraHa MECTHOI'O CaMOYIPABJIEHUS HE IEPEeNaroTCs U MOIJIekKaT
BBIICJICHUIO K YHUYTOXEHHUIO TI0 MCTE€YEHUH CPOKOB UX XPAHEHUS B COOTBETCTBHH C MyHKTAMH
7.17 —7.21 llpaBun nenonpousBonacTsa [65].



[ToaroroBka MOKyMEHTOB M €Nl K NEpelaye Ha apXUBHOE XpPaHEHUE U HA YHUUYTOKECHHE
MpeayCMaTPUBACT:

— DKCIEPTU3Y IEHHOCTH IOKYMEHTOB;
— oopmitenue nen;
— COCTaBJICHHE OMKCEH JIeIT 110 pe3ysibTaTaM 3KCIePTH3bI HX [IECHHOCTH;

— COCTaBJICHHE aKTOB HAa YHUYTOXXEHUE IOKYMEHTOB M €] C HCTEKIIMMH CpPOKaMu
XpaHECHMUS.

[Topsimok mpoBeeHUS SKCIIEPTU3bI ICHHOCTH IOKYMEHTOB OIpejiesieH MyHKTamu 7.4 — 7.6
IIpaBun penonpousBoactBa U nyHkTamu 4.3 — 4.13 IlpaBun 2015 r. B HHctpykuuioo 1o
JENIONPON3BOACTBY  TOCYJapCTBEHHOTO  OpraHa, OpraHa MECTHOTO  CaMOYyIpaBleHUS
PEKOMEHIYETCSI BKIFOUUTD CIIEIYIOIINE MTOJI0KEHHUS:

— DJKCHepTH3a LEHHOCTH JOKYMEHTOB OCYIIECTBIIIETCS €XErOQHO B CTPYKTYPHBIX
MOAPA3NEICHUAX  TOCYAApPCTBEHHOIO  OpraHa, oOpraHa  MECTHOIO  CaMOYyIIpaBJICHUS
JEJNONPOU3BOIUTEISIMU CTPYKTYPHBIX IOIPA3/IECICHUN;

— Ui OpraHu3alliM W TPOBEJCHMS OHKCIEPTU3bl ILIEHHOCTH JIOKYMEHTOB B
roCy/1apCTBEHHOM OpraHe, OpraHe MECTHOI'O CaMOYIIPaBJIEHUs CO3/1a€TCsl dKCIIEPTHAs] KOMUCCHS
[66] (manee — OK), B opraHax, MMEIOLIUX CIOXHYIO CTPYKTYpY W/WIN TOJBEIOMCTBEHHbIE
OpraHu3alliy, — LEHTpalbHas dKcrnepTHas komuccus [67] (manee — LIDK), nmeiicTByromue Ha
OCHOBAHUU TIOJIOKEHUSI, OINPENeNAIOIEero 3aaaun, (pyHKIUM, NpaBa U OpPraHU3alMio padoThI
2K (OK) u yTBepkmaeMoro mpaBOBBIM aKTOM TOCYAapCTBEHHOTO OpraHa, OpraHa MeCTHOTO
CaMOYIIpaBIICHHS;

— JKCHepTU3a IEHHOCTH JOKYMEHTOB NPOBOJMUTCS Ha OCHOBE (elepaabHBIX 3aKOHOB,
MHBIX HOPMATUBHBIX MpaBOBbIX akToB Poccuiickoil denepanuu, nepeyHeil TUIIOBBIX apXUBHBIX
JOKYMEHTOB C YyKa3aHHEM CpPOKOB XpaHCHHUsS, MEpeuHed OKYMEHTOB, OOpa3yroNIMXCs B
mpouecce  JeATENbHOCTH  (peiepalbHBIX ~ OpPraHoB  TOCYHApCTBEHHOW  BIACTH,  HHBIX
roCyJIapCTBEHHBIX oOpraHoB Poccuiickoii @enepaunu, a TaKXKe B MPOLECCE JACATEIbHOCTH
MOJABEOMCTBEHHBIX UM OpPraHU3allHil, C YKa3aHUEM CPOKOB XPAaHEHHUs, TUIIOBBIX U MPUMEPHBIX
HOMEHKJIATyp JeJ.

[Ipu npoBeieHNH SKCHEPTU3BI IEHHOCTH JOKYMEHTOB OCYIIECTBIISIETCS:

— 0TOOp JAOKYMEHTOB HOCTOSIHHOTO M BpeMeHHbIX (CBbime 10 jeT) CpOKOB XpaHEHUs, B
TOM 4YHCJIE€ MO JUYHOMY COCTaBYy, JJI MEpeladd B apXUB IOCYJapCTBEHHOI'O OpraHa, OopraHa
MECTHOT'0 CaMOYyTpaBJICHUS;

— 0oTOOp JOKYMEHTOB BpeMEHHBIX (10 10 JieT BKIIOYHTEIHHO) CPOKOB XPAHECHUS U C
nometkamu «/lo MuHOBaHUS HaHOOHOCTHY, «Jl0 3aMEHbI HOBBIMIY, TOAJICKAIIUX JaJbHEeHIIeMy
XPAaHEHHIO B CTPYKTYPHBIX MOAPA3ACICHUSIX;

— BBIACJICHUEC K YHHUYTOXCHHUIO JCJI 3a NPCAbIAYHIME T'OJbl, CPOKH XPAHCHHUA KOTOPBIX
HUCTCKIIN.

HpI/I MNPOBCACHUHN OSKCHECPTU3BI ILEHHOCTH OOKYMCHTOB OJHOBPCMCHHO IIPOBCPIACTCA
KaueCTBO U TMOJIHOTa HOMCHKIIATYPbI J€JI TOCYyAApCTBCHHOI'O0 OpTraHa, OpraHa MECTHOTI'O
caMOyIpaBJICHUA, IPAaBUJIbHOCTL OMPEACIICHUA CPOKOB XPAHCHUA JICI.

Hena ¢ ormetkoit «OIIK» [68] moajexaT MOIUCTHOMY MPOCMOTPY B LEAX BBISIBJICHUS



JOKYMEHTOB, IMOJJICKAIIUX MMOCTOSIHHOMY XpaHEHUIO. BBISBICHHbIE B TaKUX JIeJaX JTOKYMEHTHI
MIOCTOSTHHOTO XPAHEHUS BBIACTSAIOTCS W TMPHCOCTUHSIOTCS K OIHOPOJHBIM JIeiNaM  FUTH
(bopMHpyIOTCS B cCAaMOCTOSITENbHBIE Jiena [69].

OcranbHble TOKYMEHTHI ¢ oTMeTKol «OIIK» Bkitouarorcs B akT Ha yHHuTOXkeHue. [Ipu
stoM oT™MeTKa «IIIK» B akre He yka3pIBaeTcs.

[lo pe3ynbraraM sKcHepTHU3bl HEHHOCTU JOKYMEHTOB B FOCYAApCTBEHHOM OpraHe, OpraHe
MECTHOIO  CaMOYIPaBJICHHUS COCTABISIOTCS OMUCH JeN CTPYKTYpHBIX MOJpa3iesieHui
IIOCTOSIHHOTO XPAHEHMs,, BPEMEHHBbIX (cBbimle 10 J€T) CPOKOB XpaHEHMs, B TOM YHCIE IO
JUYHOMY COCTaBY, JJICKTPOHHBIX JTOKYMEHTOB (mpmiokeHus Ne 17 — 18 [70]), mpoBoguTcs
oopmieHue ngen, a TaKKe COCTABISIIOTCA AKThl O BBIACICHHM K YHHUTOXCHHIO [€J, He
MOJICKALNX XPaHEHUIO.

[opsimok coctaBieHus omHced JeNl MOCTOSITHHOTO, BpeMeHHbIX (cBbimie 10 JieT) cpokoB
XpaHEHMs], IO JIMYHOMY COCTaBy, JJIEKTPOHHBIX J€Jl IpUBEAeH B MnpuioxkeHnn Ne 19 k
HACTOSIUM MeToINYeCKUM peKOMEHIALHsIM.

[To 3aBepiieHnn EIOMPOU3BOCTBEHHOTO TO/Ia U 1O PE3yJIbTaTaM 3KCIEPTHU3bI [IEHHOCTH
JOKYMEHTOB JieJla TOCYIapCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYMIpaBIEHUS TMOJUIekKaT
o OpMIICHHIO B COOTBETCTBHH C TIPABIJIaMU O(OPMIICHHS JIe] ¥ TIOJITOTOBKH JIEN K TIepeadye Ha
apxuBHOe xpaHeHue (nmpunoxerne Ne 20 k HacTosSIIMM MeToINYeCKUM PEeKOMEHIAIHSIM).

Odopmnenne gen mnpoBoautcs paboTHukamMu  ChoykObl  JIEIONPOU3BOACTBA U
JETOTIPON3BOIUTEIISIMUA  CTPYKTYPHBIX TOJPA3JIeICHUl TOCYAapCTBEHHOTO OpraHa, oOpraHa
MCCTHOI'0O CaMOYIIpaBJICHUA, IIpU MeTOZ[H‘{eCKOI;'I nomMomu W 104 KOHTPOJEM apxuBa
rOCYJJapCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYITPABIICHHSL.

Hns odopmieHuss 1en W TMOATOTOBKM HX JUId Tepeladyd Ha XpaHEHHE B apXHB
roCy/IapCTBEHHOI'O OpraHa, OpraHa MECTHOTO CaMOYIIPaBJICHHUS, a TaKXke JUIs MOJTOTOBKU JIeT K
nepeaays B rocyJlapCTBEHHbIN (MYHUIIMNAIBHBIN) apXUB, BKIIOYAIONIEH BeCh LMK PabOThI C
JNOoKyMeHTamMH (odopmiieHHe JeJl, COCTaBJICHHUE T'OJIOBBIX Pa3/IeloB OMUCEH M MPEIUCIIOBUS K
OMUCSM  JIed, HCTOPUYECKOW CHpaBKM K (OHAY) MO JOrOBOPY MOTYT IPHUBIEKATHCS
CHeIMATU3UPOBAHHbIE OPTaHU3AIINH.

3.8.4. YENUYTOXKCHHE JOKYMEHTOB H ACJ C HCTEKIIAMH CPOKaMHA XPaHEHWA

B nmanHom pasznene MHCTpyKIMM 1O JEJONPOU3BOACTBY PEKOMEHIYETCS PACKPHITH
MOPSIOK OTOOpa JOKYMEHTOB C MCTEKIIMMH CPOKAMU XPAaHEHUs K YHMUYTOXKEHHUIO, MOPSAIOK
COCTABJICHMSI AKTOB O BBIJICJICHUM JOKYMEHTOB K YHHUYTOXKECHHMIO, WX COIJIaCOBaHUS H
YTBEPXKACHUA B COOTBETCTBUU C IIOJIOKEHMSMH, YCTAaHOBJIIEHHBIMM NyHKTamu 7.16 — 7.22
[IpaBun genonponsBoacTBa u nyHkTamu 4.11 —4.13. IIpaBun 2015 1.

HpI/I 9TOM 0C000€ BHUMAaHUE HCJ’IGCOO6p&3HO YACIHUTD CICAYIOIINUM ITOJIOKCHUAM:

— Ha JeNa C HCTeKIIMMHU CpPOKaMU XPaHEHHUS JCJIONPOU3BOAUTENIN CTPYKTYPHBIX
MoJipa3ieNieHnii rocyapCcTBEHHOIO OpraHa, OpraHa MECTHOTO CaMOYIIPABJICHUS COCTABIISIIOT
MPEAJIOKEHUST K aKTy O BBIJCIICHUHM K YHHUUTOXXCHHUIO JTOKYMEHTOB, HE MOJJICKAIIUX XPAHEHUIO
o ¢opme akTa, ycraHoBiaeHHoro [Ipasumamu 2015 1. (mpunoxenue Ne 21);

— Ha Jella ¢ UCTEKIIMMH CpPOKaMU XpaHEHHMs B CTPYKTYPHBIX IIOApa3IEICHUsAX
OpraHu3allMM COCTABISIOTCS MPEUIOKEHUS K aKTy O BBIJICICHUU K YHHUYTOXEHHUIO JOKYMEHTOB,
HE MOJUIeKAILNX XpaHEeHHIO (110 ¢popMe aKTa, yCTaHOBJIEHHOH mpuioxkeHneM Ne 21 k [IpaBunam
2015 r.); dopmMa aKTa O BBLAECTECHUH K YHUUYTO)KCHHUIO apXMBHBIX JJOKYMEHTOB, HE MOAJIEKAIINX



XPpaHCHUIO TPHUBCACHA B IPHUIIOKCHUN Ne 21 k HacToAIKUM MeToau4ecKuM PCKOMCHAAHAM;

— Cnyx0a [memonpou3BOACTBA TOCYJAPCTBEHHOTO OpraHa, OpraHa MeECTHOTO
CaMOYMIpaBlieHUS Ha OCHOBE MPEUIOKEHHUN CTPYKTYPHBIX MOJApa3elieHui COCTaBIIAET aKT
(aKThI) O BBIACICHUH K YHUYTOXXEHHUIO JOKYMEHTOB, HE IMOJUICKAIIUX XPAHEHUIO (TIPUIIOKEHHE
Ne 21 k nHacrosamuM MeToandecKuM peKOMEHAIUAM );

— Jiefla BKJIFOYAIOTCS B aKT, €CJIM YCTaHOBJIEHHBIH JUIsi HUX CPOK XpaHEHUS UCTEK K 1
SIHBapsl roJla, B KOTOPOM COCTaBJIEH aKT (HarpuMep, 3akoHdeHHble B 2016 roay aena ¢ 3-neTHUM
CPOKOM XpaHEHHUsI MOTYT ObITh BKJIIFOUEHBI B aKT, COCTAaBJICHHBIN He panee | suBaps 2020 r.);

— gena ¢ otmeTkon «OIIK» momyiekar mMoOJMCTHOMY NPOCMOTPY B LEJSAX BBISBICHUS
JOKYMEHTOB, MOJUIEkKAIIUX MMOCTOSHHOMY XPaHEHHIO; BBISABICHHBIE B TaKUX J€JaX JOKYMEHTHI
MOCTOSTHHOTO CpPOKa XPaHEHUS BBIJACISIOTCS U HPUCOENUHSAIOTCS K OJHOPOAHBIM JiejaM WU
(bopMHpYIOTCS B CAMOCTOSITENIbHBIE JIET1a;

— ocCTalbHble JOKyMEHTbl ¢ oTMmeTkol «JIIK», mpomeamme skcnepTusy ILIEHHOCTH,
BKJIIOYAIOTCS B aKT O BBIJCJIICHUU K YHHYTOXXCHHMIO JOKYMEHTOB, HE IOJUICKALINX XPAHEHMIO,
pu 3ToM oTMeTKa «IIIK)» B akTe He yka3bIBaeTcs;

— aKT O BBIJIEJIEHUM K YHMUYTOXKEHUIO JOKYMEHTOB, HE IOJUIEkKAIUX XPAHEHUIO, Kak
IPaBUJIO, COCTABISETCA HA Jieda BCEro TOCYAAPCTBEHHOIO OpraHa, oOpraHa MECTHOIO
caMmoyIpaBiieHHss (IIpY 3TOM Jeja KakIOro CTPYKTYPHOIO MOAPAa3AEICHHUs COCTaBISIOT
CaMOCTOSITENIbHYIO TPYIITy 3arojOBKOB, a 3aroJIOBKM OJHOPOAHBIX JIed, OTOOpaHHBIX K
YHUUYTOXKEHHUIO, MOT'YT OBbITh BHECEHBI B aKT I10J{ OOIIMM 3aroJIOBKOM € yKa3aHMEM KOJINYeCTBa
JIeJ1, OTHECEHHBIX K JaHHOH rpyIIe);

— 0T60p JOKYMCHTOB K YHUYTOXKCHHIO U COCTABJICHUC aKTa O BBIJCIICHUU K YHUUYTOXCHUIO
AOKYMCHTOB, HC IMOMJICKAIUX XPAHCHUIO, IIPOU3BOJUTCA MOCIIC COCTABJIICHHUA CBOJHBIX oIuceu
ACIT IOCTOSAHHOI'O XpaHCHUA 3a TOT KEC IIEPHUO;

— aKThl O BBIACICHUM K YHHUYTOXCHUIO JOKYMEHTOB, HE TMOJICKAIINX XPAHCHHUIO,
paccmarpuBatotcsi Ha 3aceganuu [[OK (OK) omHoBpeMeHHO C omucsMu e, JTOKYMEHTOB
MOCTOSIHHOTO XPaHEHHUS U TI0 JINYHOMY COCTaBY;

— cornacoBanneie [IOK (OK) rocymapctBeHHOro opraHa, opraHa MECTHOTO
CaMOYNpaBJIEHUS aKThl O BBIACNECHUM K YHUYTOXKEHHIO JOKYMEHTOB, HE MOAJEKAIIUX
XPaHEHUIO, YTBEP)KIAIOTCS PYKOBOIMUTEIEM TOCYAAPCTBEHHOTO OpraHa, OpraHa MECTHOIO
CaMOYNIpaBJIEHUSI TOJBKO TOCIE YTBEPXKICHHUS OMHUCEH [el MOCTOSHHOIO XpaHEHUS H
COTJIACOBAaHUS OMMCEH Jell, JOKYMEeHTOB 1o Ju4yHoMy cocTtaBy OIIK ¢denepanbnoro
rocyaapctBeHHoOro apxuna, JIIK ynoiHoMO4YeHHOro opraHa MCHOJHUTENBHOM BIACTH CyOBbeKTa
Poccwiickoii @enepanyu B cepe apXUBHOTO Jelia WM TOCYJapCTBEHHBIM (MYHHUIIUTIATBHBIM )
apXUBOM COTJIACHO MPEIOCTaBICHHBIM €My IOJTHOMOYHUSM; IOCJE YEro Jea, BbIICICHHBIE IO
aKTy K YHHYTO)KEHHUIO, MOTYT OBITh IepelaHbl Ha yTUIH3AIIHIO;

— Tiepeaya e, BRIICTICHHBIX K YHHUTOXXCHHUIO, HA YTHIIM3AIUI0 0(OpMIISIETCS TTPUEMO-
CHATOYHOM HAKJIaJIHOM, B KOTOPOM YKa3bIBAIOTCS JlaTa Mepeaadyu, KOJIUYeCTBO CAaBAEMbIX A€l U
BeC OyMaXKHOW MakymnaTypsl (IIOCIIe YHHUTOXKEHHS JIe7T B HOMEHKJIATYpe €] TOCYIapCTBEHHOTO
opraHa, opraHa MECTHOT'O CaMOYIIPaBJIEHUSI MPOCTABISETCS OTMETKAa «YHHUUYTOXKEHO. CM. aKkT
oT... Ne..» ¢ ykazaHHeM JOJDKHOCTH, (haMUJIMH, TOJMUCH JIUIA, OTBETCTBEHHOTO 3a Iepenady
JIe]l HA YHUYTOXKCHHE, U IaThI).

Ha SJICKTPOHHBIC JOKYMCHTBI ¢ UCTCKIIUMHU CPOKaMU XPaHCHHA COCTABJIACTCS OTI[GJ'ILHI:Iﬁ
adKT Ha OCHOBC (I)OpMLI dKTa O BBIACJICHUHW K YHHUYTOXKCHHUIO HNOKYMCHTOB, HC IIOJICIKAIIUX



XpaHeHuto, ycraHoBieHHOW IlpaBunmamm 2015 r. (mpunoxkenme Ne 21 k  HacToAIUM
MeToau4eckiuM peKOMEHIaLUsIM).

OJEeKTPOHHBIE JOKYMEHTHI C UCTEKIIMMH CPOKAMU XPAHEHHs] YHUUTOXKAIOTCS IPOrPpaMMHO-
TEXHUYECKUMHU CpEACTBAMU C COOTBETCTBYIOLIEM OTMETKOM B aKkTeé O BBIIEICHUH K
YHUYTO)KEHUIO  JIEKTPOHHBIX ~ JTOKYMEHTOB.  DJIEKTPOHHBIE  JOKYMEHTBl  CUHMTAIOTCS
YHUUTOKEHHBIMH, €CJIM UX HeNb3s BOCCTAHOBUTH CPEACTBAMU MH(POPMAIMOHHON CHCTEMBI Ha
HOCUTENAX UH(OPMAIMU U U3 PE3EPBHBIX KOMHUH.

AKTBI O BBIJICJICHUM K YHUYTOKEHUIO JIOKYMEHTOB, HE MOJICKALIUX XPAHEHUIO, XPAHATCA
MTOCTOSIHHO B Jiesie hoH/a.

3.8.5. Ilepemaua menm Ha XpaHCHHE B apXWB I'OCYJApCTBEHHOI'O OpraHa, OpraHa MECTHOTO
CaMOYTIpaBJICHHS

B UncTtpykumu mo Aenonpous3BOACTBY OMpeAesaeTcs MOPSAOK Mepeadyd el B apXuB
rOCy/IapCTBEHHOI'O OpraHa, OpraHa MECTHOIO CaMOYIIPaBJICHUS, IpeayCcMaTpUBaIOIIUI
CJIEYIOIINE YCIOBUS:

— Ieperada JOKYMEHTOB B apXHWB TOCYJapCTBEHHOIO OpraHa, OpraHa MECTHOTO
CaMOYIIpaBJICHHsI OCYLIECTBISICTCS MO TpaduKy, COITACOBAHHOMY C PYKOBOJUTEISIMHU
CTPYKTYPHBIX TOJPA3ACIICHUM, NEPEeNaNUX [JOKYMEHTBl B apXWB, W YTBEPKICHHOMY
PYKOBOAMTEIIEM OpraHU3aluiy;

— nepeaaya Aes IPOU3BOAUTCSA 10 OMUCAM /eI CTPYKTYPHBIX MOApa3ieIeHHIH;

— JleJla ¥ OIIUCH Ha CaBaeMble JOKYMEHTBI JOCTABISAIOTCS B @pXUB JEJIONPOU3BOAUTEIIMU
CTPYKTYPHBIX TIOAPA3JEIEHUN C CONPOBOJUTEIbHBIM IHMCHbMOM, B KOTOPOM YKa3blBaeTcs
KOJIMYECTBO JIeJI W OIHUCEH, MNepefaBaeMblX B apxXWB (OTBETCTBEHHOCTb 3a COXPAaHHOCTh
JOKYMEHTOB IIpH TPaHCIIOPTUPOBKE M CAauy WX B apXUB HECET CTPYKTYpPHOE IOJpa3/eliCHuE,
nepeaaolee JOKYMEHThI);

— TpUeM Jell NPOM3BOAUTCA PaOOTHUKOM apXuMBa TOCYAAPCTBEHHOIO OpraHa, opraHa
MCCTHOI'O CaMOYIIpaBJICHUA B MPUCYTCTBHUU ACIOIMPOUIBOAUTEIA CTPYKTYPHOI'O IMOJAPA3ACICHUA
C MPOCTaBJIEHUEM B JBYX JK3EMIUIIpaX OMMUCEN €N CTPYKTYPHBIX NOJpa3AeiEeHUN OTMETOK O
HaJIM4YUM KaXJa0ro Jcijia (B KOHIC KaXIOT0 JK3EMINIApPAa OIIMCH YKAa3bIBACTCA KOJIHNYCCTBO
(bakTHUECKU MPUHATHIX e, JaTa npueMa-repesadu e, a TakKe MOANUCH pabOTHHKA apXUBa
rOCyJapCTBEHHOTO OpraHa, OpraHa MECTHOIO CAMOYIIPABICHMs M JIMIA, MEPENaBLIEro Jena);
nocie mepenaud Aen B rpade «lIpumeuanue» HOMEHKIATYphl Jell MPOCTABISIETCS OTMETKA
«Ilepenano B apxuB, OIUCH OT.... Ne....».

B cootBerctBum ¢ nynktom 4.34 IlpaBun 2015 r. nepenaya 35I€KTPOHHBIX TOKYMEHTOB B
apXuB OpraHu3alliy TMPOU3BOAUTCS HA OCHOBAaHUHM OMNMCEH AIIEKTPOHHBIX J€J, JOKYMEHTOB
CTPYKTYPHBIX TOJpa3/ieieHuil 10 HHPOPMALMOHHO-TEIEKOMMYHHUKAIIMOHHON ceTH (Tpu
HAIMYMM B apXWBE OpraHM3alui WHQOPMAIMOHHOW CHUCTEMbI) WM Ha (QHU3HUECKH
000CO0JIEHHBIX MaTepHAIbHBIX HOCUTENSAX, KOTOpbIE MPEACTABIAIOTCA B ABYX HAEHTHUHBIX
9K3EMIUIIpaXx.

B UHcTpykuuu 1no Aenomnpou3BOACTBY I€JIECOO00pa3HO OTMETUTh, YTO HPU JTUKBUIAIIUN
WIM PpEopraHu3aluy CTPYKTYpPHOTO IOJApAa3JeJIeHUus TOCYJapCTBEHHOIO OpraHa, oOpraHa
MECTHOIO  CaMOYIpPAaBIIEHUS  JIEJIONPOU3BOJIUTENb  JIMKBUAUPYEMOrO  (peopraHu3yeMoro)
CTPYKTYPHOTO TMOJpA3JeiCHUs] B TMEPUOJA MPOBEACHUS JUKBUAAIMOHHBIX MEPONPUITHI
(MeponpusiTuii MO peopraHu3anuu) (QOPMHUPYET BCE HUCIOJHEHHBbIE JOKYMEHTHl B Jea,
oopmisier nmema W mepemaeT HUX B apXWUB TOCYAApPCTBEHHOIO OpraHa, OpraHa MECTHOTO



CaMOYIIpaBJIEHHsI ~HE3aBHUCUMO OT CPOKOB XpaHeHus (MpW JMKBUJAMU) JMOO B
COOTBETCTBYIOIINE CTPYKTYpHBIC TOJApa3fencHus (B ciydae peopranmsanum). [lepemaua nen
OCYILIECTBIISICTCS 110 OMHUCSM (JIeIa MOCTOSIHHOTO M JTOJTOBPEMEHHOI'O CPOKOB XpaHEHMS, B T.U.
0 JINYHOMY COCTaBY) M HOMEHKJIaTypam Jiel (aena BpemeHHoro (1o 10 jieT) cpokoB XpaHeHus).
[Tpuem-niepenaua aen 0hopMIIIETCS AKTOM.

[Ipunoxenus

ITpunosxenue Ne 1

TEPMUWHBI U OITPEAEJIEHU S

Tepmun

Ornpenenenue

HUctounuk

0JIaHK TOKYMEHTA -

JAUCT OyMaru Win 3JIEKTPOHHBII
11a0JIOH C PEKBU3UTAMU,
WICHTH(QHUIUPYIONIMMHA aBTOPa
o(pHLMaIBHOTO JOKYMEHTa

I'OCT P 7.0.8-2013, m.
43

BU/J] IOKyMEHTA -

KJIaCCU(PUKAIMOHHOE TIOHATHE,
0003HavaroIIee MPUHAICKHOCTh
JIOKYMEHTA K OTpeAeNICHHON TpyTIIe
JIOKYMEHTOB TIO TIPU3HAKY OOITHOCTH
(GYHKIIMOHATHHOTO HAa3HAYCHHUS

F'OCT P 7.0.8-2013, m.
42

BHYTPEHHSS OIUCH -

JIOKYMEHT, BKJIFOUaeMbIi B JIEJ0 IS
y4eTa JIOKYMEHTOB Jejia

I'OCT P 7.0.8-2013, m.
95

BH3a -

PEKBU3UT, BBIpa}KaI-OH_[I/Iﬁ corjiacuc nuin
HECOIrJIaCuc JOJIXKHOCTHOIO JIvIla C
COACPIKAaHUEM JOKYMCHTA

I'OCT P 7.0.8-2013, m.
50

BKJTFOUCHHE JIOKYMEHTA
B CO/JI -

OCYILECTBIICHUE JEHCTBUM,
o0ecrneunBaroIuX pa3MelleHne
CBEJICHUH O JIOKYMEHTE W/UITH
JIOKyMEHTa B CUCTEME AJIEKTPOHHOTO
JIOKYMEHTO000pOoTA.

I'OCT P 7.0.8-2013, m.
73

BPEMEHHOE XpaHEHUE
JOKYMEHTOB -

XpaHEHHE TOKYMEHTOB B TEUCHUE
CPOKOB, YCTaHOBJICHHBIX
HOPMAaTHUBHBIMU IIPABOBBIMU aKTaMU

I'OCT P 7.0.8-2013, m.
37

BBIIIMCKa U3 JOKYMCHTA

KOIIUA 4aCTU JOKYMCHTA, 3aBCPCHHAA B
YCTAaHOBJICHHOM IIOPAOKE

I'OCT P 7.0.8-2013, m.
25

rpu¢ orpaHUuYEHUs
JOCTyTa K IOKyMEHTY -

PEKBH3UT, CBUIETENILCTBYIOIIHNHA 00
0co00M xapakrepe HHPOpMaLUU
JIOKYMEHTa U OIpaHUYMBAIOIINM TOCTYI
K HEMY

I'OCT P 7.0.8-2013, m.
57




rpud yTBEPKIACHUS -

PEKBH3UT O(QUIIUATBHOTO JOKYMEHTA,
CBUJIETEIBCTBYIOLIUI O PaBOBOM
cTaTyce JTOKyMEHTa

I'OCT P 7.0.8-2013, m.
56

rpud coriacoBaHus -

PEKBU3HT, BBIPAXKAKOLIUI COrIacue
OpraHM3aliy, He SABISIOLIEICS aBTOPOM
JIOKYMEHTA, C €r0 COAep KaHUuEM

I'OCT P 7.0.8-2013, m.
51

roCy1apCTBEHHBIE OpraHbl rOCY1IapCTBEHHOMN BIaCTH denepanpHbIi 3aKOH OT

Oprassl - Poccuiickoit denepanuu, oprassl 9 ¢espans 2009 roga Ne
TOCYJIapCTBEHHOM BIACTH CYOBEKTOB 8-D3 «O6 obecrieueHUn
Poccuiickoi denepanuu U UHbIC JOCTyTA K MH(opMaIu
roCy/1apCTBEHHbIE OPTaHbl, 00pa3yeMble | O AeATEIbHOCTH
B COOTBETCTBHUH C 3aKOHOAATEIBCTBOM | FOCYAapCTBEHHBIX
Poccuiickoit denepanymy, OpraHoOB M OPTaHOB
3aKOHOJATEJIHCTBOM CYOBEKTOB MECTHOI'O
Poccuiickoit ®enepanyn CaMOYIIpaBJICHUS», CT.,

. 2

JEII0 - JOKYMEHT WJIM COBOKYITHOCTb I'OCT P 7.0.8-2013, m.
JIOKYMEHTOB, OTHOCSIIIUXCS K ofHOMY |90
BOIIPOCY WJIM Y4aCTKy A€ATEIbHOCTH,
IIOMEIIEHHBIX B OTJIEJIBHYIO 00JI0KKY

JIE€JI0TPOU3BOJICTBO - eITEJIbHOCTD, 00eCcIIeYnBaroas I'OCT P 7.0.8-2013, 1. 1
JOKYyMEHTHUpOBaHHUE, 00paboTKY,
HCIIOJIb30BAaHUE U ONIEPATUBHOE
XpaHEHUE JTOKyMEHTOB

JOKYMEHT - 3auKkcupoBaHHAsi HA HOCUTETIE I'OCT P 7.0.8-2013, m. 7

uHbOpMaIus C peKBU3UTaAMH,
MIO3BOJISIFOIIMMU €€ WACHTH(PHUIINPOBAThH

JOKYMEHTHI (records) -

JOKYMEHTHpOBaHHAst HH(OpMAIHS,
CO371aHHas, IIOJIyYeHHAas U CoXpaHseMas
OpraHu3alye WIA YaCTHBIM JIMLIOM B
KaueCTBE JI0KA3aTeNIbCTBA U AKTUBA IS
MOATBEPKACHUS TPABOBBIX
00513aTeNIbCTB W JIEJIOBON TpaH3aKLUU

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

JOKYMEHTAIlHOHHOE
obecrieyeHue
(ympasinenus), IOV -

NeSITebHOCTD, 1eJICHANPaBICHHO
oOecnieunBaromas GpyHKIUN
yHpaBJIeHUS T0KyMEHTaMH.

I'OCT P 7.0.8-2013, 1. 2

JOKYMEHTAIbHBIN (HOH]T

COBOKYITHOCTH JTOKYMEHTOB,
00pa3yromuxcs B IeATEILHOCTH
OpraHHU3aINH

I'OCT P 7.0.8-2013, m.
88

JOKYMEHTUPOBAHHAsI
nHpopmanus -

JTOKYMEHTUPOBaHHasl WH(OpMaIUs —
3apukcupoBaHHAs HA MaTEPHATILHOM
HOCHTEJE IyTEM JIOKyMEHTUPOBAHUS
uHbopMaIus C peKBU3UTaMH,
MO3BOJIIOIMMU OINIPEAETIUTH TAKYIO
MHGOPMAIUIO WIH B YCTAHOBJICHHBIX

®denepanbHbIi 3aKOH OT
27 nrong 2006 roga Ne
149-@3 «O6
uHdopmarumy,
MH(POPMALIMOHHBIX
TEXHOJIOTHSIX U O 3aIUTe




3aKOHOATEILCTBOM POCCUICKON
degepannu ciydasx ee MaTepuaibHbINA
HOCHUTEJb

uHbOpMAaIUN», CT. 2, 1.
11.

JOKYMEHTUpOBaHue - | 3anuch uHpopmanuu Ha Hocurene no  |['OCT P 7.0.8-2013, m.
YCTaHOBJICHHBIM IIpaBUJIaM 39

JOKYMEHTO000POT - JBUKEHHE JOKYMeHTOB B oprannzauun |['OCT P 7.0.8-2013, m.
C MOMEHTA UX CO3IaHUs TN 68
MIOJTyYEHUS 10 3aBEPIICHUS
WCTIOJTHEHUSI I OTIIPaBKU

JOKYMEHTOINOTOK - COBOKYMHOCTh JOKYMEHTOB OJIHOT'O I'OCT P 7.0.8-2013, 1.

BUa WJIKW HA3HAYCHHUA, UMCIOIIIUX
€IMHBIA MapIIPYyT

71

JOJIDKHOCTHOC JIHNIO -

JIUII0, TOCTOSIHHO, BPEMEHHO HJIU IO
CHeUaIbHOMY MTOJTHOMOYHIO
OCyHIECTBIISOIIEEe (PYHKIINU
NpeACTaBUTENs BIACTH OO
BBITOJIHSIONIEe OpraHU3aluOHHO-
pacropsiiuTeNbHbIe, a AMUHUCTPATUBHO-
X03siiicTBeHHbIE (DYHKIIUU B
roCy/1apCTBEHHOM OpraHe Ui OpraHe
MECTHOT'O CaMOYIIPaBJICHUS

®denepanbHbIN 3aKOH OT
02.05.2006 Ne 59-®3 «O
MOPSIIKE PACCMOTPEHUS
oOpartieHuit Tpaxaan
Poccuiickoi
®denepauuny, cT. 4, 011 5

OyOnuKaT TOKyMeHTa -

MOBTOPHBIN AK3EMILISIP MOJIMHHUKA
JIOKYMEHTa

I'OCT P 7.0.8-2013, m.
21

3aBEPEHHAS KOIHS

KOINs TOKyMEHTA, Ha KOTOPOU B

I'OCT P 7.0.8-2013, m.

JIOKyMEHTA - COOTBETCTBUU C YCTAaHOBJIEHHBIM 24
MOPAAKOM IIPOCTABJICHBI pCKBU3UTHI,
o0ecrnevnBaroIIne ee IPUINIECKYIO
3HAYUMOCTDb
3ampoc - oOparieHue moJib30BaTeIst ®denepanbHbIN 3aKOH OT

uHpopMaLueil B yCTHOM nin
NUCbMEHHOHU (hopMe, B TOM YHCIIE B
BH/JIE YIEKTPOHHOIO JOKYMEHTA, B
roCyJapCTBEHHBIN OpraH WA OpraH
MECTHOT'O CaMOYIPAaBJICHUs JINOO K €ro
JOJDKHOCTHOMY JIAILY O
Hpe0CTaBIeHUH HH(POPMALIUU O
JESATEIILHOCTH 3TOTO OpraHa

9 dbeBpamnst 2009 rona Ne
8-D3 «O06 obecrieueHnn
JnocTyna K nHpopMamuu
0 JIeATSIIBHOCTH
rOCy1apCTBEHHBIX
OpPTaHOB U OPTaHOB
MECTHOTO
CaMOYIIPABIICHUS, CT.,
m 4

HHJIEKC Jea -

1 poBoe Wi OYKBEHHO-ITU(PPOBOE
0003HaueHue [e1a B COOTBETCTBUHU C
HOMEHKIIATypO JIeT OpraHu3aIiuu

I'OCT P 7.0.8-2013, m.
97

WHIUBUYaJIbHBINA CPOK
HUCIOTHEHUS
JOKYMEHTA -

CpOK HUCIIOJIHCHU A I[OKyMeHTa,
YCTaHOBJICHHBI OpPTraHU3aI[MOHHO-
paCHOpHILI/ITeJIBHBIM ILOKYMGHTOM
OpraHMU3alMK WU PE30TIOLHEI

I'OCT P 7.0.8-2013, m.
85




MH(POPMAIMOHHO-

TCXHOJOTHMYCCKasa CUCTEMA,

®denepanbHbIN 3aKOH OT

TEJICKOMMYHHUKALMOHH |[IpeIHA3HAYCHHAas U IIepefadyu 1o 27 nrong 2006 roma Ne
asi ceTh - JMHUAM CBs13u uHpopMarmn, foctyn k| 149-03 «O06
KOTOPOI OCYIIECTBIISIETCS C uH(pOopMaIuy,
WCIIOJIb30BAaHUEM CPEJCTB WH(POPMAITHOHHBIX
BBIYUCIIUTEILHON TEXHUKHU TEXHOJIOTHSIX U O 3aIUTE
uHpOpMaIUU», CT. 2, 1. 4
KJ1accupuKanus CUCTeMaTH4ecKas uACHTU(UKALIHS I'OCT P UCO 15489-1-
(classificatioNe) - W/WIM YyHIOpsI0UEHHUE IEI0OBON 2019, . 3.5
JeSATETLHOCTH W/WJIH IOKYMEHTOB TIO
KAaTEerOpUsIM B COOTBETCTBHH C
JIOTUYECKH CTPYKTYPHPOBAHHBIMU
YCIIOBUSIMU, METOAAMHU U
MPOIEAYPHBIMHU TIPABHIIAMHU
KOHBEPTUPOBAHUE MPOIIECC MEPEBOIA IOKYMEHTOB U3 I'OCT P UCO 15489-1-
(coNeversioNe) - oZIHOTO (popmaTa B Ipyrou 2019, . 3.6

KOHTPOJIb UCITOJTHCHHUA

COBOKYIHOCTb JEHCTBUH,

I'OCT P 7.0.8-2013, m.

JIOKYMEHTOB - 00€eCIIeunBarOIINX CBOCBPEMEHHOE 83
UCIIOJIHEHHE IOKYMEHTOB
KOH(UICHIIMATLHOCTE | 00s13aTeIbHOE /IS BRITIOTHEHUS JTUIoM, | DeaepanbHbIi 3aKOH OT
uHdopmaum - MOJYYHBIIUM JOCTYM K onpeaeneHHon |27 uroist 2006 roga Ne
uHpOpManuu, TpeOOBaHUE HE 149-@3 «O6
nepeaaBaTh TaKyr HHPOPMAIIUIO uHbopMalu,
TPETHUM JIMIIaM Oe3 coriacus ee UH(POPMAITMOHHBIX

oOJazareis

TEXHOJIOTUSX M O 3aIINTE
uHpOpPMALIUNY, CT. 2, 1.
7.

KOIlnsl JOKyMCHTA -

JK3EMIULSIP JOKYMEHTA, IIOJTHOCTHIO
BOCTIPOU3BO/ISIIIINN UHPOPMAITUIO
MOJUIMHHUKA JOKYMEHTA

I'OCT P 7.0.8-2013, m.
22

JINCT-3aBCPUTCIIb ACJIa -

JIOKYMEHT, COZIEPIKAIIlUi CBEICHHS O
KOJIMYECTBE JINCTOB Jiefia, (PU3NUECKOM
COCTOSTHUU JTOKYMEHTOB U
0COOCHHOCTSX (hopMHpOBaHUS JIea

I'OCT P 7.0.8-2013, m.
96

JIUCT COorjiaCoBaHUA

qacCTb O(l)I/IIII/IaJ'II)HOFO AOKYMCHTA C

I'OCT P 7.0.8-2013, m.

(BU3UpOBaHUs) OTMETKaMH (BU3aMHM) O corjacoBanuu |49

JIOKYMEHTA -

MEXBEJOMCTBECHHOE OCYIIECTBIIIEMOE B TEIAX ®denepanbHbIN 3aKOH OT

MH(POPMALIMOHHOE IIpe0CTaBIEHNUs ToCcy1apcTBeHHbIX 1 |27 nrons 2010 roga Ne

B3aUMO/ICHCTBUE - MYHUIUTIIAIBHBIX yCIIyT 210-®3 «O6
B3aMMO/ICIICTBHE TIO BOTIpOCAaM OOMEHa | OpraHu3aliu
JOKYMEHTaMH ¥ UH(OpMaluel, B TOM | peAoCTaBICHUS

YUCIIe B QJIEKTPOHHOH (opme, MEKIY
OpraHaMi, IPe0CTaBISIOIIUMHI
rOCy/apCTBEHHBIE YCIIyTH, OPraHaMH,

rOCy/IapCTBEHHBIX U
MYHI/IHI/IHaJ'II)HBIX ycnyr»,
cr.2,1m. 9




MPEIOCTABIISIONIMMEI MYHHIIUTIATbHBIC
YCIIyTH, TIOJIBEIOMCTBEHHBIMHU
rOCYJJapCTBEHHBIM OpraHam WJIH
OpraHaM MeCTHOTO CaMOYIIpaBJICHUS
OpraHU3aIMSIMH, YUYaCTBYIOIIUMH B
MPEIOCTaBICHUH MPETYCMOTPEHHBIX
qacThio 1 ctaThbu 1 HacTOAIIErO
®denepabHOTO 3aKOHA
rOCYJapCTBEHHBIX WU
MYHHIIUTIATBHBIX YCIYT, UHBIMH
rOCyJIapCTBEHHBIMHU OpraHaMH,
OpraHaMH MECTHOTO CaMOYIIPaBJICHHUS,
MHOTO(YHKIIHOHATHHBIMHU IICHTPAMHU;

MeETa/IaHHbIC
JIoKyMeHTOB (metadata
for records) -

CTPYKTYpUPOBAHHAS WU
HOJYCTPYKTYpHUpOBaHHas HH(OpMaIus,
KOTOpasi II03BOJISIET CO3/1aBaTh,
YIPAaBIATh U UCIIOJIB30BATh JOKYMEHTBI
B Pa3HOE BpeMS U B Pa3IUUHbIX
001acTsAX AEATeNbHOCTU

I'OCT P UCO 15489-1-
2019, . 3.12

Murpanus (migratioNe)

IIPOLECC NEPEMEILECHUS JOKYMEHTOB U3
OJIHOM aImapaTHOW MM IPOrPAMMHON
KOH(UTrypanuu B Apyryro 6e3
u3MeHeHus popmara

I'OCT P NCO 15489-1-
2019, . 3.13

HOMEHKJIaTypa el -

CUCTEMAaTHU3UPOBAHHBIN NEpPEUCHb
3aroJIOBKOB J€JI, CO3/IaBa€MbIX B
OpraHM3allly, C yKa3aHUEM CPOKOB MX
XpaHeHUs

I'OCT P 7.0.8-2013, m.
89

HOCHUTEND MaTepUaTbHBI OOBEKT, I'OCT P 7.0.8-2013, 1.
(TOKYMEHTUPOBAHHON) |IIpeIHa3HAYCHHBIN JJIS 3aKpeTICHUS, 11
UHpOpPMALINH - XpaHeHus (1 BOCIIPOU3BENCHNUS)
peUYEeBOi, 3BYKOBOM WJIN
n300pa3uTeNbHON HH(OpMAIH
oOpareHne HaIIpaBJICHHBIEC B IOCY1apCTBEHHBIN @denepanbHbIi 3aKOH OT
rpakJaHuHa - OpraH, opraH MeCTHOTO 2 mas 2006 roga Ne 59-
caMOyIpaBJIeHUs WK JOJLKHOCTHOMY | D3 «O nopsaxe
JUIY B TUCbMEHHOU (hopMe WK B paccMOTpeHus
¢dopme IEKTPOHHOTO JTOKYMEHTa oOpalleHuii rpaxaan
npeIoKeHHe, 3asiBIeHNe WK kanoba, | Poccuiickoii
a TaKKe YCTHOE OOpaIeHne denepauuny, cT. 4, 1. 1
rpakAaHWHA B TOCYAapCTBEHHBIN
Opras, opraH MECTHOTO
caMOyIpaBIlIeHUS
00BeM KOJINYECTBO TOKYMEHTOB, I'OCT P 7.0.8-2013, .
JOKYMEHTO00O0pOTa - | IOCTYNMBILKX B OPTaHU3ALIUIO U 70

CO3/IaHHBIX €10 33 OMPEe/IEICHHBIH
nepuoa




OIICPAaTUBHOC XPaHCHUC

XPaHEHHUE TOKYMEHTOB B CTPYKTYPHOM

I'OCT P 7.0.8-2013, m.

JOKYMEHTOB - HOJpa3JeNIEHUH JI0 UX Nepeadu B 87

apX¥B OPTaHU3ALWH WU YHUUTOXKCHHUS
OIUCH eI YUETHBIM JOKYMEHT, BKIIIOYAIOIINHA I'OCT P 7.0.8-2013, m.
CTPYKTYpPHOTO 3aroJ0BKH Jiell, c(pOpMUPOBAHHBIX B 98
HOJpa3/IeeHus - CTPYKTYPHOM IIOJIpa3/ICIICHUH 1

HOJUIeXKALINX NIepeiaye Ha apXUBHOE

XpaHeHHE
odunmansHOE nepBasi MyOJIMKAalKs [MOJIHOTO TEKCTa I'OCT P 7.0.8-2013, m.
oIy OJIMKOBaHUe 3aKOHOJATEIHHOTO U HHOTO 67
JTOKyMEHTA - HOPMAaTHUBHOTO MPABOBOTO aKTa B

o(UIMaTbEHOM W3JaHUU WIIM €TO0 MEePBOe

pa3MenieHre Ha OPUIHATEHOM

WntepHer-noprane
oumanbHbINH JOKYMEHT, co3/1aHHbli, ropuanueckum, |[['OCT P 7.0.8-2013, m. 8
JOKYMEHT - JOJPKHOCTHBIM W (PU3HUECKUM

JULIOM, O(OPMJIICHHBIH B
YCTaHOBJICHHOM IOPSIIKE

oUITHATBHBIA CAT
rocyJJapCTBEHHOTO
opraHa Wi OpraHa
MECTHOT'O
caMOYTIpaBJICHUS
(manee — opurmanbHBINA
caur) -

caiT B nH(OpMaAITMOHHO-
TEJIEKOMMYHUKAIIMOHHON CEeTH
«HTEepHET», CoAepKaIIMi
UH(POPMALIUIO O JESITeTbHOCTH
rOCyJapCTBEHHOTO OpraHa WJIH OpraHa
MECTHOTO CaMOYTpPaBIICHHUS,
3JICKTPOHHBIN apec KOTOPOTO
BKJIIOYAET JIOMEHHOE UMs, IpaBa Ha
KOTOpOE MPUHAIIICKAT
roCyJJapCTBEHHOMY OPTaHy WM OpraHy
MECTHOTO CaMOYTPAaBIICHHUS.
®denepalibHBIM 3aKOHOM MOXKET OBITh
MIPETYCMOTPEHO CO3/IaHUE STUHOTO
noprasna, Ha KOTOPOM pa3MeIIaroTCs
oduIMaIbHBIC CAUTH HECKOJIBKHUX
roCyJJapCTBEHHBIX OPTraHOB

®denepanbHbIN 3aKOH OT
9 dbeBpamnst 2009 roma Ne
8-D3 «O06 obecrieuenun
JOCTyTa K HH(popMaIu
0 JIeATEILHOCTH
rOCyIapCTBEHHBIX
OpraHOB ¥ OPTaHOB
MECTHOT'O
CaMOYTpAaBIICHUS, CT.,
m 5

odopmiteHne
JOKyMEHTA -

IMMPOCTABJICHUC HA JOKYMCHTC
H606XO,I[I/IMBIX PCKBU3UTOB

I'OCT P 7.0.8-2013, m.
47

nepBUYHas 00paboTka

00paboTKa JOKyMEHTOB (ITpOBEpKa

I'OCT P 7.0.8-2013, m.

JIOKYMEHTOB IEJTOCTHOCTH, KOMIUIEKTHOCTH, 77

(3KCTIeUITMOHHAS COPTUPOBKA U Jp.) MPHU MOCTYIIJICHUH B

o0paboTka OpTaHU3AIHIO

JIOKYMEHTOB) -

neyars - YCTPOMCTBO, UCIIOIB3yEMOE ISt I'OCT P 7.0.8-2013, 1.

3aBCPCHUA TOAJIMHHOCTH ITOAIINCH
AOJKHOCTHOI'O JIMIA IMOCPEACTBOM
IMPOCTABJICHUA €0 OTTUCKA Ha
JAOKYMCHTC

66




IIpEIBApUTEIBLHOE
paccMOTpeHue
JOKYMEHTOB -

HN3YUCHUC NOKYMCHTA, ITIOCTYIIMBIICTO B
OpraHu3aluio, I OIIPCACICHUA
JOJKHOCTHOT'O JIMIIA, B KOMIICTCHIIUIO
KOTOPOI'0 BXOAUT €TI0 paCCMOTPECHUC

I'OCT P 7.0.8-2013, m.
78

IMPU3HAKH 3aBCACHUA
Jcia -

OCHOBaHU$, B COOTBETCTBUH C
KOTOPBIMU (hOPMYITHPYETCS 3aroJIOBOK
nena u popMupyercs Aeo

I'OCT P 7.0.8-2013, m.
91

MOMJIMHHUK JOKYMCHTA

NIEPBBIA WA €IMHCTBEHHBIN 3K3EMILISAP
JIOKyMEHTa

I'OCT P 7.0.8-2013, m.
20

MHOIIIUCaHNE 3aBEpPEHUE TOKYMEHTA I'OCT P 7.0.8-2013, 1.
(1oxymeHTa) - COOCTBEHHOPYYHOH HOIMUCKHIO 52

JOJHKHOCTHOTO MJTH (PU3UIECKOTO JIUIA

10 YCTaHOBJICHHOU (hopMe
MOAIHUCH - PEKBH3UT, MPEACTABISAIONINI cOO0M I'OCT P 7.0.8-2013, 1.

COOCTBEHHOPYUHYIO POCIHCH
JOJKHOCTHOTO WK (PU3UYECKOTO JTUIa

53

MMOCTOSAHHOC XPAHCHUC
HAOKYMCHTOB -

BC€YHOC XpaHCHHUEC JOKYMCHTORB 0e3
IMpaBa UX YHUYITOXKCHUA

I'OCT P 7.0.8-2013, m.
37

PETHCTPAIIIOHHO-
yuetHas ¢popma -

JOKYMEHT yCTaHOBJIEHHOM (pOpMBI
(kapTouka, )XypHai), B TOM YHUCJIE B
3JIEKTPOHHOM BUJI€, UCIIOJIB3YEMBbIH s
3aMKCy CBEJCHUM O TOKYMEHTE B LIEJSAX
yueTa, IOUCKa U KOHTPOJIs

I'OCT P 7.0.8-2013, m.
81

PETUCTPAIMOHHBIN
HOMEp JOKyMEHTa
(perucTparioHHBIHI
WHJIEKC TOKYMEHTA) -

1 poBoe i OyKBEHHO-IIU(PPOBOE
0003HaUYeHNE, IPUCBANBAEMOE
JOKYMEHTY TIPH €r0 PerucTpaluu

I'OCT P 7.0.8-2013, m.
80

perucTpanms
JIOKyMEHTA -

MIPUCBOCHUE JIOKYMEHTY
PETUCTPAIIMOHHOTO HOMEPA U 3aMUCh
JAHHBIX O JOKYMEHTE 10
YCTaHOBJICHHOH (hopMe

I'OCT P 7.0.8-2013, m.
79

PEKBU3UT JOKYMEHTA -

AJIeMEHT O(pOpMIIEHUS TOKYMEHTA

I'OCT P 7.0.8-2013, m.
31

PEKBU3UTHI JOKYMCHTA
(8 MDJIO) -

daiin popmara XML onpeneneHHOM
CTPYKTYPHI C YKa3aHHBIM COCTaBOM
9JIEMEHTOB U UX aTpHOYyTOB

Texunueckue
TpeOOBaHUS K
OpraHu3aIu
B3aNMOICUCTBHUS
CHCTEMBI
ME>KBEIOMCTBCHHOT'O
ANIEKTPOHHOTO
JIOKYMEHTO0000poTa C
CHCTEMaMH
AJIEKTPOHHOTO
JIOKyMEHTO00O0pOTa




(denepanbHBIX OpPraHOB
UCTIOTHUTENFHOU BIIACTH,
YTB. paCHOpsKCHHEM
[IpaBuTenscTBa
Poccuiickoit enepanyn
ot 2 okta6ps 2009 rona
Ne 1403-p

PE30ITIOLHS -

PEKBU3HT, COACPKAUN YKA3aHUS
JOJKHOCTHOTO JIMLIA 110 UCIIOJIHEHHIO
JIOKyMEHTA

I'OCT P 7.0.8-2013, m.
60

CalT B CETH
«HTepHeT» -

COBOKYITHOCTb ITPOrPaMM JJIs
JJIEKTPOHHBIX BBIYMCINUTEIBHBIX MAINH
U MHOU uHpOpMaIuy, coaepxaiiencs B
UH(POPMALMOHHON CUCTEME, JTOCTYTI K
KOTOpO o0OecriedrBaeTcs MoCpeICTBOM
UH(POPMALIMOHHO-
TEJIEKOMMYHUKAIIMOHHOMN CeTH
«/HTEpHET» IO TOMEHHBIM UMEHAM U
(WH) 1o CETEeBBIM afipecam,
MO3BOJISIOIIUM HJICHTU()UIUPOBATH
caitel B ceTu « HTEpHET»

denepanpHbIi 3aKOH OT
27 nroist 2006 rona Ne
149-®3 «O6
uHpOpMaLny,
MH(GOPMaIIMOHHBIX
TEXHOJIOTHSIX U O 3alUTe
uHboOpManum», CT. 2, 1.
13

CETeBOM azpec -

UICHTU(HUKATOP B CETH Nepeiadn
JAHHBIX, ONPEACIIAIOMINN IPU OKa3aHUU
TENIEMAaTHUECKHUX YCIYT CBSA3H
a0OHEHTCKUI TepMHUHAI WA UHBIE
CpE/ICTBa CBSI3HU, BXOISIIINE B
UH(POPMALMOHHYIO CUCTEMY

®denepanbHbIN 3aKOH OT
27 uronst 2006 roga Ne
149-®3 «O6
uHpOpMaLnH,
nH(}OpPMAITHOHHBIX
TEXHOJIOTHSIX U O 3aIUTe
uHopmamy, CT. 2, 1.
16

cucrema
MEXBEJIOMCTBEHHOTO
AJIEKTPOHHOT'O

JOKYMEHT0000poTa -

benepanbHas nHGOPMAIMOHHAS
cucrtema, obecrieunBaronias B
ABTOMATH3HPOBAHHOM PEKUME
3alUIIEHHBIH 0OMEH 31eKTPOHHBIMU
COOOIIIEHUSIMHU, B TOM YHCIIE
COOOILIEHUSIMU, COZEPKAIIUMU
UH(OPMALINIO, OTHECEHHYIO K
CBEJICHUSIM, COCTABIISIOLIUM
CIIy’)K€OHYIO TaiiHy, MEXTY
Anmunucrtpauueit [Ipesnaenra
Poccuiickoit @enepanun, Anmnaparom
[IpaBuTenscTBa Poccuiickoit
Oeneparyn 1 heaepanTbHBIMUA
OpraHaMH HUCIIOJHUTEJIBHOM BJIACTH, a
TaK)Ke MHBIMU (efiepaTbHbIMU
OpraHaMy rocyAapCTBEHHON BIACTH

TexHuueckue
TpeOOBaHUS K
OpraHu3aIu
B3aMMOJICICTBUS
CUCTEMBI
MEXKBEJOMCTBEHHOTO
AJIIEKTPOHHOTO
JIOKYMEHT0000poTa ¢
CHUCTEMaMH
AIIEKTPOHHOTO
JIOKYMEHTO0000pOoTa
benepanbHBIX OPraHOB
WCTIOTHUTEIILHOU BIIACTH,
YTB. pacopsiKeHUEM
IIpaBuTenscTBa
Poccuiickoit ®enepanyiun
ot 2 okTs10pst 2009 rona
Ne 1403-p

CUCTEMaA SJICKTPOHHOTI'O

CHUCTEMA aBTOMAaTHU3allnn

Texanueckue




JIOKyMEHTO00O0pOTA -

JIeTTOTIPON3BO/ICTBA U
JTOKYMEHT0000poTa B (heiepaabHOM
OpraHe UCIOJHUTEILHON BIIACTH,
o0ecrieunBaromas BO3MOXHOCTH
BHYTPEHHETO JIEKTPOHHOTO
JOKyMEHTO000pOoTa

TpebOBaHUS K
OpraHu3aIu
B3aMOJICUCTBUS
CHCTEMBI
ME>KBEOMCTBECHHOT'O
AIIEKTPOHHOTO
JIOKyMEHTO000pOTa C
CHCTEMaMH
AIEKTPOHHOTO
JIOKYMEHTO0000poTa
(denepanbHBIX OpPraHOB
HCIIOJHUTEIBHOM BIIACTH,
YTB. PACTIOPSIKEHUEM
[IpaBuTenscTBa
Poccuiickoit enepanyn
ot 2 okta6ps 2009 rona
Neo 1403-p

ciryx0a CTPYKTYpPHOE TIOJIpa3/ieliCHUE, Ha I'OCT P 7.0.8-2013, . 5
JeTI0NIPOU3BO/ICTBA - KOTOPOE BO3JIOKEHbI (PYHKIIUH I10

BEJICHUIO JIETIONPOU3BOJICTBA, & TAKKE

JM1Ia, OTBETCTBEHHBIE 32 BE/ICHUE

JIeJTOTIPON3BO/ICTBA B IPYTHX

CTPYKTYPHBIX HOJPa3IeIeHHUIX

OpraHu3aIIH
COTJIaCOBaHUE OIICHKA MPOEKTa OPHUITHATHEHOTO I'OCT P 7.0.8-2013, m.
JTOKyMEHTa JIOKYMEHTa 3aUHTEPECOBAaHHBIMU 48
(BU3UpOBaHUE) - OpraHU3ALMAMU, JOJIKHOCTHBIMA

JUIamMu, CriICiuaancraMu

CPOK XpaHEHHUsI
JTOKYMEHTOB -

NepUOJ] BPEMEHH, B TCUCHHE KOTOPOTO
JIOJKHO 00ECTIeYnBaThCS XpaHEHHE
JIOKYMEHTa B COCTaBe
JOKYMEHTAJIBHOTO MJIH apXHUBHOTO
donma

I'OCT P 7.0.8-2013, m.
35

THUIIOBOM CPOK

CPOK HCITIOJIHCHUA JOKYMCHTA,

I'OCT P 7.0.8-2013, m.

WCTIOJTHEHUS YCTaHOBJICHHBIN HOPMAaTUBHBIM 84
JIOKyMEHTA - MIPABOBBIM aKTOM
YHUUTO)KEHHE UCKJIIOYEHHE TOKYMEHTOB U3 I'OCT P 7.0.8-2013, m.
JTIOKYMEHTOB - JIOKYMEHTAJIBHOTO WJIM aPXHUBHOTO 99

(doHIa 1Mo UCTEUSHUH CPOKa MX

XpaHEHUs C MOCIETyIOIINM

YHUUTOKEHUEM (yTHIIM3ALMEN)
YHHUUYTOXKEHUE npouiecc yunutoxkenus wiu yaanenus |[[OCT P UCO 15489-1-
(destructioNe) - JIOKYMEHTOB 03 Kakoi-11udo 2019, m. 3.7

BO3MOXHOCTHU UX BOCCTAHOBJICHUS

dhopmupoBanue nena -

TpyHOIuvpoOBKa UCIIOJTHCHHBIX
JAOKYMCHTOB B I€JIO B COOTBCTCTBUU C

I'OCT P 7.0.8-2013, m.
92




HOMEHKJIATypOH JeJI U UX
CUCTEMATH3alMsl BHYTPH 1€l

XpaHCHUEC NOKYMCHTOB

OpraHMU3aIysl PalMOHAIBEHOTO
pa3menieHus 1 o0ecredeHnue
COXPAaHHOCTH JIOKyMEHTOB

I'OCT P 7.0.8-2013, m.
33

OKCIICpTU3a HECHHOCTH
HOKYMCHTOB -

M3y4YeHUe JOKYMEHTOB Ha OCHOBAaHUU
KPUTEPHUEB UX LIEHHOCTHU B LIEJIAX
OTIpEIeTICHUSI CPOKOB XPaHEHUS
JOKYMEHTOB M 0TOOpa UX IS
BKJIFOYCHHS B COCTaB ApPXHUBHOTO (pOH/Ia
Poccuiickoi denepanuun

denepanpHbIi 3aKOH OT
22 oktsa6ps 2004 roga Ne
125-®3 «O6 apxuBHOM
neine B Poccuiickoi
®denepanuny, cT. 3, m. 18

OJICKTPOHHAA MOAIUCH -

uHpOpMaLUs B JIEKTPOHHOU hopme,
KOTOpast MPUCOEANHEHA K JPYron
UH(POPMALIUH B 3JIEKTPOHHOU (hopme
(moamucsIBaeMoil MHpOpMAaLMK) WK
UHBIM 00pa30oM CBsI3aHA C TAaKOM
UHPOPMALIUEH 1 KOTOpast UCTIONIb3YeTCS
JUIsL OTIpeJICJICHUS JTUIIa,
MOIMHUCHIBAIOIIETO WH(DOPMAITHIO

denepanbHbIi 3aKOH OT
6 anpeinst 2011 roga Ne
63-D3 «OO0 31eKTPOHHOM
MMOAIIACH», CT. 2, II. 1

OJICKTPOHHAasA KOITUA

KOImuA JOKYMCHTA, CO3JaHHAas B

I'OCT P 7.0.8-2013, m.

JIOKyMEHTA - 1 poBoit popme 23
3JIEKTPOHHBIN JOKYMEHTUPOBaHHAast UH(OpMAIHs, ®enepanbHbIi 3aKOH OT
JIOKYMEHT - MIPEJCTABIICHHAS B DJICKTPOHHOM 27 nrong 2006 roga Ne
dbopme, To ecTh B BHJIE, MpUrogHoM i | 149-D3 «O6
BOCIIPUATHUS YEIIOBEKOM C uHbopManu,
HCII0JIb30BAHUEM 3JIEKTPOHHBIX UH(POPMAITMOHHBIX
BBIUMCIUTEIbHBIX MAIlIMH, a TAKXKE JJI | TEXHOJIOTHSIX U O 3alUTe
nepeaayn 1no uHpHopMamoHHO- uHpOpPMALIUU, CT. 2, 1.
TEJIEKOMMYHHUKAIIMOHHBIM CETSIM WJIN 11.1).
00paboTKK B MHPOPMALTUOHHBIX
cUCTeMax
3JIEKTPOHHBIN JOKyMeHT000opoT ¢ ucnois3zoBanuem |['OCT P 7.0.8-2013, m.
JOKYMEHTO000pOT - aBTOMATHU3UPOBAaHHON 69
UHGOPMAIMOHHON CUCTEMBI (CUCTEMBI
AIIEKTPOHHOTO JIOKYyMEHTO000pOTA)
IOpUIUYecKas CBOMCTBO JJOKYMEHTA BBICTYIIaTh B I'OCT P 7.0.8-2013, m.

SHAYUMOCTDb JOKYMCHTA

Ka4yeCcTBE MOATBEPKACHUS JIETTOBOM
NEeATEILHOCTH JIN00 COOBITHH JIMYHOT'O
xapakrtepa

13

IOpUINYECKas CHIla
JIOKyMEHTA -

CBOICTBO O(I)I/II_[I/IaJ'IBHOFO JAOKYMCHTa
BbBI3bIBAThb OIMPCACIICHHBIC ITPABOBLIC
MNOCJICACTBUA

I'OCT P 7.0.8-2013, m.
14




Hctounuku:

— @enepanbHblii 3aK0H OT 22 okTsa0pss 2004 roma Ne 125-03 «O06 apxuBHOM Jene B
Poccuiickoin denepanumy.

— @enepanbHblil 3akoH 0T 2 Masg 2006 roma Ne 59-@3 «O mopsake paccMOTpeHUs
oOpamienuit rpaxaad Poccuiickoit denepanum.

— ®epnepanpublii 3akoH oT 27 wmrona 2006 roma Ne 149-®@3 «O6 wunHdpopmanuwy,
MH(GOPMALIMOHHBIX TEXHOJIOTHSIX U O 3aIlUTe HHPOPMALUI.

— @enepanbHblif 3akoH 0T 9 despanst 2009 roga Ne 8-O3 «O0 obecrieueHHH I0CTyMa K
WHPOpPMALIMM O  JACATENBHOCTH TOCYJApCTBEHHBIX OpPraHOB W  OpPraHOB  MECTHOTO
CaMOYITIpaBIICHUD.

— ®epnepanbupiii 3akoH or 27 wumions 2010 roma Ne 210-®3 «OO6 opranuzanuu
IIPEJOCTABIIEHUS FOCYIaPCTBEHHBIX U MYHUIUIAIBHBIX YCIYI».

— denepanpHbii 3akoH OT 6 anpenst 2011 roxa Ne 63-D3 «O06 37eKTPOHHON MOMUCHY.

— T'OCT P 7.0.8-2013. Cucrema craHmapToB 1O HHPOPMALUH, OUOIHMOTECUHOMY H
U3/1aTeNbCKOMY Jieny. Jleonpon3BoICTBO U apXHMBHOE Aei0. TepMuHBI U onpeaeneHus. — M.:
Crannmaptundopwm, 2013.

—T'OCT P UCO 15489-1-2019. Cucrema cTranmapToB 1o HHGOpMAIHH, OUOIMOTEUHOMY H
u3natenbekoMy neny. MHbopmamms u nokymMeHTanus. YTpaBieHHe JoKymMeHTamu. Yacth 1.
[Tonstusa u npuniunsel. — M.: Ctangaptuadopm, 2019.

[Tpunoxenue Ne 2

OBPA3IBI BJTAHKOB JOKYMEHTOB

MMHUCTEPCTBO (HA3BAHHE)
POCCHUCKOU OEJIEPAILTNN

(MUH... POCCUN)
TIPUKA3

MockBa

Oo6paszen 6manka IIpukasa ¢eaepaqbHOr0 MUHUCTEPCTBA



IIponomxenue nmpuinoxxeHns Ne 2

MUHUCTEPCTBO (HA3BAHUE)
POCCUICKON ®EJIEPALINU

(MUH... POCCHI)

yn. HazBanue, 1. 00, Mocksa, 100000
tein. +7 (495) 000-00-00; daxc +7 (495) 000-00-00
e-mail:aaa@gov.ru; http://www.aaa.ru

No

Ha Ne oT

O6pa3zen 6anka nrcbMa ¢eiepaaIbHOr0 MHHACTEPCTBA

[Iponomxenue npunoxxenus Ne 2

MHUHHCTEPCTBO (HASBAHUE)
POCCHUNCKOU OEJEPALIN

(MUH... POCCUN)

CTATC-CEKPETAPbD -
3AMECTUTEJIb MUHUCTPA

yi. Hazpanue, 1. 00, Mocksa, 100000
tei. +7 (495) 000-00-00; daxc +7 (495) 000-00-00
e-mail:aaa@gov.ru; http://www.aaa.ru

No

Ha Ne oT

O06pasern OaHka MUChMa JOKHOCTHOTO JIMIIA
(cTaTtc-cexpeTaps — 3aMECTHTEIISI MUHHICTPA)

[Iponomkenne npunoxerus: Ne 2



MHWHUCTEPCTBO (HA3BAHIE)
POCCHUNCKOU DOEJIEPALINN

(MUH... POCCUN)

AJIMMHUCTPATHBHBIMI
JETTAPTAMEHT

yia. Haszanue, 1. 00, Mocksa, 100000
ten. +7 (495) 000-00-00; dake +7 (495) 000-00-00
e-mail:aaa@gov.ru; http://www.aaa.ru

No

Ha Ne oT

O6paszer 6;1aHKa MUCbMa CTPYKTYPHOTO MOAPA3ICICHUS

[Iponomkenue npunoxeHus: Ne 2

MMHUCTEPCTBO (HABBAHUE) POCCUMCKOI ®EJIEPALINN
(MHH... POCCHM)
[TPOTOKOIJI

Mocksa

O6paser 6;1anka TPOTOKOIA PeaepaTbHOTO MUHHACTEPCTBA

[Iponomxenne npunoxxenus No 2

MMHUCTEPCTBO (HAMUMEHOBAHUE) POCCUCKON ®EIEPAIIN



®EJIEPAJIBHA S CJIYXKBA (HA3BAHMUE)
(POC...)
[TPUKA3

Mocksa

O6pa3sern 6anka [Ipukasa ¢peaepanbHOl CITy)OBbI, TOABEAOMCTBEHHOM
benepanbHOMYy MUHUCTEPCTBY

IIponomxenue nmpuinoxenns Ne 2

MMHH... POCCHUHA

®EJIEPAJILHASI CJTY)KBA
(HA3BAHMUE)

(POC...)

yi. Ha3anue, 1. 00, Mocksa, 100000
tein. +7 (495) 000-00-00; daxc +7 (495) 000-00-00
e-mail:aaa@gov.ru; http://www.aaa.ru

No

Ha Ne oT

Oo0paser Oranka nmuckMa (heaeparbHON CITyKObI, ITOABETOMCTBEHHON
denepaaTbHOMY MUHHCTEPCTBY

[Iponomkenue npunoxerus: Ne 2

I'ep6 *

3AKOHOJATEJIBHOE COBPAHUE
(HA3BAHUE CYBEBEKTA POCCHUNUCKOU ®EJIEPAIINN)

ITOCTAHOBJIEHUE

r. Ha3Banue




* T'epb (repanbaudeckuii 3HaK) cyobekTa Poccuiickoit denepanuu.

O6pa3zern 6;1aHKa TOCTAHOBJICHUS NMPEACTABUTEIBHOTO OpraHa
cyonekTa Poccuiickoit @enepanyu

[Iponomkenne npunoxerus: Ne 2

I'ep6 *

3AKOHOJATEJIBHOE COBPAHUE
(HABBAHUE CYBBEKTA POCCUNCKOU ®EJJEPALINN)

TIPEJICEJIATEJIb
PACTIOPSKEHUE

r. Ha3zBanue

* T'epb (repanbaudeckuii 3HaK) cyobekTa Poccuiickoit denepanuu.

O0pasern OaHka pacOpsHKEHUS MpeiceaTeNs MPeICTaBUTEIIEHOTO
oprana cyowsekta Poccuiickoit deneparun

[Iponomkenne npunoxerus: Ne 2

I'ep6 *

3AKOHOJIATEJIbHOE COBPAHUE
(HA3BAHUE CYBEBEKTA
POCCUIICKOI ®EJIEPALIMN)

yi. Ha3Banue, a. 00, r. Hazganue, 100000
ten. +7 (000) 000-00-00; dpaxc +7 (000) 000-00-00
e-mail:bbb@sss.ru; http://www.bbb.ru

No

Ha Ne oT

* I'ep0 (repanbpamueckuii 3HaK) cyonekTa Poccutiickont denepariim.

O6pa3ern 6i1aHka MUCbMa MPEICTaBUTENILHOTO OpraHa cyObeKTa
Poccuiickoin denepanun

IIponomxenue nmpuinoxxenns Ne 2

I'ep6 *




3AKOHOIATEJIbHOE COEPAHUE
(HABBAHUE CYBBEKTA
POCCHUUCKOU OEJAEPALINN)

TIPEJICEJIATEJIb

yn. Hazsanue, 1. 00, r. Hazpanue, 100000
teit. +7 (000) 000-00-00; daxc +7 (000) 000-00-00
e-mail:bbb@sss.ru; http://www.bbb.ru

Ne

Ha Ne oT

* T'epb (repanbaudeckuii 3Hak) cyobekTa Poccuiickoit denepanuu.

Obpa3zers 6aHka nrcbMa IpeaceaaTeNs NpeICTaBUTEIbHOTO OpraHa
cyOnekTa Poccuiickoit @enepanyu

[Tponoikenne npunoxerus Ne 2

I'ep6 *

TJIABA (T'YBEPHATOP)
(HA3BAHUE CYBBEKTA POCCUMNCKON ®EIEPALINN)

I[TOCTAHOBJIEHUE

r. HaumenoBanue

* T'epb (repanbaudeckuii 3HaK) cyobekTa Poccuiickoit denepanuu.

Obpa3zer] O;1aHKa NOCTAaHOBJIEHUS TJaBbl (TyOepHaTOpa) cyObeKTa
Poccniickoit denepanun

[Tponomkenne npunoxerus Ne 2

I'ep6 *

TJIABA (T'YBEPHATOP)
(HA3BAHUE CYBBEKTA POCCUMCKON ®EIEPALINN)

PACIIOPAKEHUE

Mocksa



* ['ep0 (repanpanueckuii 3HaK) cyobekra Poccutickonn @enepanuu.
p p Y p

OO0pa3zer GaHka pacopspKEHUs I1aBbl (IyOepHaTopa) cyObeKTa
Poccniickont ®enepanun

[Iponomxenue npunoxxenus No 2

I'ep6 *

AJIMUHUCTPALIUS
(HA3BAHUE CYBBEKTA
POCCHUICKOI ®EJIEPALINN)

yia. Hasanue, 1. 00, r. HazBanue, 100000
ten. +7 (000) 000-00-00; dpaxc +7 (000) 000-00-00
e-mail:bbb@sss.ru; http://www.bbb.ru

No

Ha Ne oT

* I'ep0 (repanbpanueckuii 3HaK) cyonekta Poccuiickoit denepariuim.

Obpa3zerr O1aHKa MUChbMa aJIMUHUCTPAINN CyObEKTa
Poccuiickoit deneparuu

IIponomxenue nmpunoxenns Ne 2

['ep6 *

I''TABA (I'VBEPHATOP)
(HASBAHUE CYBBEKTA
POCCHUUCKOU DOEJIEPALINN)

yin. Hazsaunue, 1. 00, r. Hazpanue, 100000
teit. +7 (000) 000-00-00; daxc +7 (000) 000-00-00
e-mail:bbb@sss.ru; http://www.bbb.ru

Ne

Ha Ne oT

* ['ep0 (repanpanueckuii 3HaK) cyobekra Poccutickoit @enepanuu.
p p Y p

Oo0pa3zer 61aHka nrcbMa IiaaBbl (TyOepHaToOpa) cyObekTa
Poccniickont ®enepanun



I'ep6 *

[IEPBBI 3BAMECTUTEJIb
I''IABBI (I'YVBEEPHATOPA)
(HA3BAHUE CYBEBEKTA

POCCUIICKOU ®EJIEPALINN)

ya. Ha3zBanue, 1. 00, r. Ha3Banue, 10

Tent. +7 (000) 000-00-00; daxe +7 (000) 000-00-00

0000

e-mail:bbb@sss.ru; http://www.bbb.ru

Ne

Ha Ne oT

[Iponomkenne npunoxerust Ne 2

* T'epb (repanbaudeckuii 3HaK) cyobekTa Poccuiickoit denepanuu.

O06pasern 6y1aHka MUChMa MEPBOTO 3aMECTUTENS TJIaBbI
(rybepnaropa) cyonekTa Poccutickoit deneparim

['ep6 *

AJIMAHUCTPALIUS
(HA3BAHUE CYBBEKTA
POCCUIICKOI ®EJIEPALINN)

VIIPABJIEHUE JJEJIAMUA

yi. Ha3anue, a. 00, r. Hazganue, 100000

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

No

Ha Ne oT

ru

[Iponomkenne npunoxerust Ne 2

* I'ep0 (repanbpamueckuii 3HaK) cyonekTa Poccutiickont denepariim.

O6pa3err 6y1aHKa TUChMa CTPYKTYPHOTO TIOIpa3IeTICHUS
aaMUHHUCTpanuu cyobekta Poccuiickoii @eneparumn

I'ep6 *

IIponomxenue nmpuinoxxenns Ne 2



AIMUHUCTPALIAA
(HA3BAHUE CYBBEKTA POCCUUCKOU ®EJIEPAIINN)

MHUHHUCTEPCTBO OBPA30BAHUWA
[TPUKA3

r. HamumeHoBanue

* I'ep0 (repanbpamueckuii 3HaK) cyonekta Poccuiickoit denepariim.

O6paser 6ianka [Ipukasa oprana UCTIOTHUTEIIBHON BIIACTH
aaMuHHCTpannu cyobekra Poccuiickoii denepanumn

IIponomxenue npuinoxenus Ne 2

I'ep6 *

AIMUHUCTPALIUA
(HABBAHUE CYBBEKTA
POCCHUUCKOU OEJIEPAILINN)

MUWHUCTEPCTBO OBPA30OBAHUA

yn. Hazsanue, 1. 00, r. Hazpanue, 100000
teit. +7 (000) 000-00-00; daxc +7 (000) 000-00-00
e-mail:bbb@sss.ru; http://www.bbb.ru

Ne

Ha Ne oT

* T'epb (repanbaudeckuii 3HaK) cyobekTa Poccuiickoit denepanuu.

O6pa3ern 61aHKa MUChMa OpraHa UCHOTHUTENBHOM BIIaCTH
agMuHuCcTpauu cyonrekra Poccuiickoit deneparun

[Tponomkenne npunoxerus Ne 2

I'ep0 *

HA3BAHUE CYBBEKTA POCCUMCKOU
®EJIEPALIUU

AJIMUHUCTPALINSA
(HA3BAHUE MYHULIUIIAJILHOT'O
OBPA30BAHUS)



yin. Hazsanue, 1. 00, r. Hazsanue, 100000
ten. +7 (000) 000-00-00; daxc +7 (000) 000-00-00
e-mail:cccl@mmm.ru; http://www.ccc.ru

Ne

Ha Ne OoT

* I'epb (repanbaudeckuii 3HaK) MYHULIMTIATBHOTO 00pa30BaHMUsL.

Oopaszern Gi1aHka NMCbMa aIMUHUCTPALUU
MYHHIMIIAJIBHOTO 00pa30BaHus

[Tponomxenue npunoxxenus No 2

I'ep6 *

HA3BAHUE CYBBEKTA POCCUNCKON ®EJEPALIUU

MVYHULIUITAJIBHOE COBPAHUE
(HABBAHUE MYHULIUITAJIBHOI'O OBPA3OBAHLIA)

PEILIEHUE

HasBanue HaceneHHOTO ITyHKTa

* I'epb (repanbandeckuii 3HaK) MyHULIMTIATBHOTO 00pa30BaHMUsL.

Oopa3zern 61aHKa pelieHus IpeACcTaBUTENLHOIO OpraHa
MYHHIMIIAJIBHOTO 00pa30BaHus

[Tponomxenue npunoxxenus No 2

I'ep6 *

HA3BAHUE CYBBEKTA POCCUMCKON ®EJEPALINU
[JIABA (HABBAHUE MYHUIIUIIAJIBHOT'O OBPA3OBAHNS)
[IOCTAHOBJIEHUE

Ha3panue HaceneHHOTrO ITYHKTa

* I'ep0 (repanbanuecKkuii 3HaK) MYHUIIMITAILHOTO 00pa30BaHUs.



OO6pa3err 6s1aHKa TTOCTAHOBJICHUS TJIABBI
MYHHIIMIIATFHOTO 00pa30BaHus

IIponomxenue nmpuinoxxenns Ne 2

I'ep6 *

HA3BAHME CYBBEKTA POCCUICKOU ®EJIEPALINN
['JIABA (HABBAHUE MYHUIIUIIAJIBHOT'O OBPA3OBAHN )
PACIIOPSI>)KEHUE

Haspanne HaceneHHOTO IIyHKTa

* T'epb (repanbandecKuii 3HaK) MYHUIIUTIATBHOTO 00pa30BaHMsL.

Obpa3zers 61aHKa pacOPsHKEHUS TI1aBbI
MYHHIIMIIAJILHOTO 00pa30BaHus

[Iponomkenne npunoxerust Ne 2

I'ep6 *

HA3BAHUE CYBBEKTA POCCUMCKOM ®EJIEPALIUN
AJIMUHUCTPALIUS (HABBAHUE MYHULTUIIAJIBHOI'O OBPA3BOBAHI )

KOMUMTET I1IO VIIPABJIEHUIO
MYHULIUITAJIBHBIM UMYIIECTBOM

[NTPUKA3

HasBaHne HaceneHHOTO IMyHKTa

* T'epb (repanbandecKkuii 3HaK) MYHUIIUTIATBHOTO 00pa30BaHMsL.

Oobpa3zers 6manka [Iprukasza HCMIOTHUTENILHOTO OpraHa
MECTHOI'O CaMOYIIpaBJICHUS

[Tponomkenne npunoxerus: Ne 2

['ep6 *




HA3BAHUE CYBBEKTA POCCUMCKOU
®EJIEPALINN

AJIMAHUCTPALIUSA
(HA3BAHUE MYHULIUTIAJIEHOTO
OBPA30BAHUS)

yn. Hazpanue, 1. 00, r. Hazpanue, 100000
tei. +7 (000) 000-00-00; daxc +7 (000) 000-00-00
e-mail:ccc@mmm.ru; http:// www.ccc.ru

No

Ha Ne oT

* I'ep0 (repanbanuecKuii 3HaK) MyHUIIMITAILHOTO 00pa30BaHUsI.

Obpazern Os1aHKa MUCbMa aIMUHUCTPALIAN
MYHHUIIUNAIBLHOTO 00pa30BaHUs

ITpunoxxenne Ne 3

ITPABUJIA
ODPOPMIIEHM S PEKBU3NTOB TJOKYMEHTOB B I'OCYJAPCTBEHHBIX OPI’TAHAX,
OPT'AHAX MECTHOI'O CAMOYIIPABJIEHMS [71]

1. I'ep6 (I'ocymapcrBerHRIH repd Poccmiickoit denepammu, repdb cybnekra Poccuiickoit
®denepanun, rep0 (repabAUIecKHii 3HaK) MyHHIMIIATHHOIO 00pa30BaHNsA)

Nzob6paxenne ['ocynapcrBennoro rep6a Poccuiickoit denepanny BOCTIPOU3BOAUTCS Ha
OJlaHKax JIOKYMEHTOB B COOTBETCTBHU ¢ DeiepalbHBIM KOHCTUTYIIMOHHBIM 3aKOHOM OT 25
nexabps 2000 roga Ne 2-OK3 «O T'ocymapctBenHoMm repbe Poccuiickoit deneparun» [72].
N3oOpaxkenne repba (repaibpauueckoro 3Haka) cyObekta Poccuiickoit ®enepanuu uinu
MYHHIIMIIAJILHOTO 00pa30oBaHMs BOCIPOM3BOIUTCS Ha ONaHKaX TOKYMEHTOB B COOTBETCTBUU C
3aKOHOJIATEIbHBIMH M WHBIMH HOPMATHUBHBIMHU TPAaBOBBIMH aKTaMH CyObeKTOB Poccuiickoit
®denepaly UM MyHUITUTIATbHBIMH HOPMATHBHBIMH MPABOBBIMH aKTaMHU.

N3o6paxenune rtepba ([ocymapctBenHoro, cyOnekta Poccuiickoit ®enepanmm, repOa
(repanpaMUecKOro 3HAKa) OpraHa MECTHOTO CaMOYIpAaBJIEHHWs) TIOMEIIaeTcs Ha OJlaHKe
JOKYMEHTa HaJ PEeKBU3UTaMH OpPTaHM3AIMH — aBTOPa OKYMEHTA, 3aXBaThIBasl 4aCTh BEPXHETO
noJist (Ha pacctostHUM 10 MM OT BEpXHEro Kpas JINCTa) M BBIPaBHUBAETCS OTHOCUTEILHO CaMoi
JUIMHHOW CTPOKM B HAUMEHOBAHMUM TOCYJApCTBEHHOTO OpraHa, OpraHa MECTHOTO
CaMOYITIPaBIICHHSL.

3akoHoM 0 l'ocymapctBenHoM repbe Poccuiickoit denepanmy ycTaHOBJICHBI BapHaHTHI
n3o0pakenus ['ocynapcrBennoro repba Poccuiickoit deneparuu:

- MHOFOHBeTHHﬁ Ha repajibJU4CCKOM HIUTC;



— OJIHOLIBETHBIN Ha repaibANUYeCKOM ILUTE;

— OJIHOLIBETHBIN 0e3 repalbIHYecKoro IUTa (B BUAE TNIABHOW (QHUTYpHI — ABYTJIABOTO
opna).

— MHorouBeTHbIii BapuaHT wu3o0paxeHusi ['ocynapctBenHoro repba Poccuiickoit
®denepanuu nomeiaercs Ha OJ1aHKax:

— (erepabHBIX KOHCTUTYIITHOHHBIX 3aKOHOB U (eIepaTbHBIX 3aKOHOB;
— yKa30B U pacnopsbkenuil [Ipesunenta Poccuiickon @enepaunu;

— mnoctaHoBieHuit CoBera @enepanuu DenepanpHoro Cobpanus Poccuiickoit
®enepauuy;

— mocrtanoBnenuit ['ocymapctBenHoit [lymer ®enepanbroro CoOpanusi Poccutickoit
®enepanuy;

— MOCTaHOBJICHUH U pacniopstkeHuid [IpaBurensctBa Poccniickoin denepanmu;
— pemienuid Koncturyuuonnoro Cyna Poccuiickoit denepaiuy;

— pewenuii BepxoBuoro Cyna Poccuiickoit ®@enepanuu;

— IIpesnaenta Poccuiickoit deneparnuu;

— Cosera ®enepanuun Oenepanpaoro Codpanust Poccuiickoit denepanuu;

— l'ocynapcrBennoit J{ymsr @enepansnoro Cobpanust Poccuiickoit denepanuu;
— IIpaButenscTBa Poccuiickon @enepannu;

— Koncturynmonnoro Cyzaa Poccuiickoi @enepannu;

— Bepxosnoro Cyaa Poccuiickoit denepanuu;

— OpnnouBeTHBId BapuaHT wu300paxkeHus: [ocymapcTBenHoro repba Poccuiickoit
denepanun 6e3 repabANIECKOro MUTA MOMEIIAOT Ha OJIaHKaXx:

— MeXBeJOMCTBEHHOM KOMHUCCHUY 110 3aIIUTE I'OCY1apCTBEHHOM TalHBbI,

— OpraHoB, opranuzanui u yupexaenui npu [Ipesunenre Poccuiickoit denepanuu;

— OpraHoB, opraHu3auui u yupexaenui rnpu [Ipasurensctse Poccuniickon denepannu;
— (eIepabHBIX CYJIOB;

— OpraHoB Npokyparypel Poccuiickoit @enepannu;

— CIEICTBEHHBIX OpraHoB U YyupexnaeHu CnenctBeHHoOro komutera Poccuiickoi
®denepauuu;

— opraHoB H yupexaenuii CyneoHoro nernapramenta mmpu Bepxosaom Cyne Poccuiickoit
®enepauuy;

— JUIUIOMATHYECKUX IMPEICTABUTENBCTB, KOHCYJbCKUX YUPEXKICHHMM UM  HHBIX
ounmaneHeIx TpeacTaBUTENsCTB Poccuiickoit @enepauun 3a npenenamu  Poccuiickoit



denepauuu.

I'epObr cyOwbexToB Poccuiickoir denepanum MOMENIal0OT Ha OJlaHKaX JOKYMEHTOB B
COOTBETCTBHHM C NPABOBBIMU akTaMH cyObekToB Poccuiickoit denepanun — pecnyOnuK, Kpaes,
obnacreii, ropo10B (erepanbHOro 3HaYSHNs], aBTOHOMHOM 00J1aCTH, aBTOHOMHBIX OKPYTOB.

B cootBerctBuM ¢ DenepanbHbIM 3aKOHOM OT 28 aBrycra 1995 roma Ne 154-d3 «O6
o0IIMX TPUHIMIIAX OpraHW3allid MECTHOTO camoympasieHuss B Poccuiickoir ®exnepauuny»
COOCTBEHHYIO CUMBOJIUKY (TepObl, SMOJIEMBI U JIp.), OTPAXKAIOILYI0 UCTOPUYECKUE, KYJIbTYpHEIE,
COLIMAJIbHO-D)KOHOMUYECKHE, HAIMOHAIbHBIE W WHBIE MECTHBIC TPAJUIIMM, BIPABE HMETh U
MyHHIIMIIAJIbHBIE OOpa3oBanus [73] (MyHUIUDAIbHOE OOpa3OBaHUE — TOPOJICKOE, CEIbCKOEe
MOCENICHNE, HECKOJBKO TOCENCHUN, OOBEAMHEHHBIX OOIIEH TeppUTOpHel, YacTh IOCEIICHUS,
WHAs  HaceJeHHas TEPPUTOpUS, B IMpelenax KOTOPbIX  OCYIIECTBISIETCS  MECTHOE
caMOyTpaBlieHUE, UMCIOTCSI MYHHUIIUTIATbHASS COOCTBEHHOCTh, MECTHBIN OIO/IKET M BBIOOPHBIC
OpraHbl MECTHOTO CaMOYIPaBIICHUS).

@enepanbHblii 3akoH oT 6 okTA0ps 2003 roma Ne 131-®3 «O6 oOmmMx NpUHIMIAX
OpraHu3aIMi MECTHOTO camoympasieHus B Poccuiickort @eneparumny [74] ycTaHaBIMBaET:

«l1. MyHI/ILII/IHaJ'IBHBIe O6p330BaHI/I$[ B COOTBCTCTBHUH C Q)ez[epaanLIM 3aKOHOA4AaTCIbCTBOM U
repajJbJUYCCKUMU TIPpaBUJIaMU BIIPpaBE YCTaHABJIMBATH O(bI/IHI/IaJ'II)HI)IC CHUMBOJIBI, OTpaXKaroumme
HCTOPUYCCKUC, KYJIbTYPHBIC, HAINMOHAJIBHBIC 1 UHBIC MCCTHBIC TPAAULINN U 0COOEHHOCTH.

2. OdunmanbpHble CHMBOJIBI MYHUIIUIATBHBIX 00pa30BaHUI MOAJIEKAT TOCYAaPCTBEHHON
perucTpanuy B NOpsiiKe, yCTAaHOBIEHHOM (heZiepalibHbIM 3aKOHOAATEIbCTBOM.

3. OdunuanbHble CUMBOJIBI MYHUIIUNAIBHBIX 00pa30BaHUN M TMOPSAIOK OQHUIMATBHOTO
UCIOJIb30BAaHUSl  YKa3aHHBIX CHMBOJIOB  yCTAHaBIMBAIOTCS yCTaBaMU  MYHHMIMIAIbHBIX
oOpa3oBaHMii W (WJIM) HOPMATUBHBIMU TPABOBBIMHM aKTaMH TPEACTAaBUTEIbHBIX OPIaHOB
MYHHIMIATIBHBIX 00pa30BaHUI».

Vkazom Ilpesunenra Poccuiickoit @eneparuu ot 21 mapra 1996 rona Ne 403 yrBepkaeHO
[Tonoxenne o I'ocynapctBeHHOM repanbandeckoM peructpe Poccuiickon @enepanuu. Peructp
CO3J1aH B LIEJISIX CHCTEMAaTHU3allUU M YHOPSIOYEHHs UCIOIb30BaHUs O(PHUIMATIBHBIX CUMBOJIOB U
OTJIMYUTENBHBIX 3HaKOB. Peructp Bener ['epanpauyecknii coset npu Ilpesnnente Poccuniickon
Oeneparn (B 1992 — 1994 — TocymapctBeHHasi Tepanbaudeckas ciyx0a Poccuiickoii
@enepaunu, B 1994 — 1999 — Tl'ocynapcrBennast repoibaust npu Ilpesunente Poccuiickoit
Ddenepanyn).

B peructp BHOCATCA oduumanbHbie CUMBOJIBI Poccuiickoit ®dexepanmu U cyOBEKTOB
Poccuiickoit ®denepanun (daaru, repObl); odHIMATbHBIE CHUMBOJBI (eaepaibHBIX OpraHOB
rOCy/IapCTBEHHOW BIIACTH ¥ OPTraHOB TOCYJapCTBEHHOW BIACTH CYOBEKTOB Poccuiickoi
Oenepanuu  (daaru, rTepObl, 5MOJIEeMbI); OQUIHMATBLHBIE CHMBOJBI OPraHOB MECTHOTO
CaMOYTIpaBJICHHsI U WHBIX MYHHLIUNAIBHBIX 0Opa3oBaHuil ((pmarm, repObl, 3MOJIeMBbl); 3HAKH
OTJIMYUSA W Pa3luuus, Harpaabl ¢efepalbHbIX OPraHOB HCIOJHUTEIBHOM BJIACTH U OPraHOB
UCTIOJIHUTENIbHON BIacTu cyobekToB Poccuiickoit denepanuu.

CornachHo ct. 8§ ®denepaibHOro KOHCTUTYIMOHHOTO 3akoHa «O T'ocymapcTBeHHOM repOe
Poccuiickoii ®@eneparn» repObl (repajipauueckie 3Hakn) cyObekToB Poccuiickoit denepanuu,
MYHHIIMIIAJIBHBIX 00pa30BaHUil, OOIIECTBEHHBIX OObEIMHEHUH, MPEeINpUATUH, YUpEeKIEeHUN U
OpraHuzaluii He3aBUCUMO OT (opM COOCTBEHHOCTH HE JIOJKHBI OBITh HICHTUYHBI
I'ocynapctBennomy repOy, u ['ocynapcTBeHHbIN repd HE MOXKET ObITh MCIIOJIb30BAH B KaUeCTBE
repajibMuecKoil OCHOBBI TepOoB (repanbIuuecKuX 3HakoB) cyobekToB Poccuiickoit dexepanuu,
MYHHIIMIIAJIBHBIX 00pa30BaHUil, OOIIECTBEHHBIX OObEIWHEHUH, MPEeINpUATUN, YUpEeKIEeHUN U



OpraHMu3aLMii.

2. OMbOnema

N306paxkenne smMOeMBbl, pa3pabOTaHHOW M YTBEPKACHHOH B YCTAHOBJIIEHHOM IOPSJIKE,
MOMeIaeTcsl Ha OJlaHKax JOKyMEHTOB B COOTBETCTBHM C HOPMAaTHBHBIMHU IPAaBOBBIMH aKTaMH
TOCYJapCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIpaBJiCHHUs (32 HMCKIIOYCHHEM CIyYaes,
IpeayCMaTPUBAIONINX HCIOJIb30BaHUE H300pakeHus ['ocynmapctBeHHoro repba Poccuiickoit
Oenepanun, rtepba (repanbauueckoro 3Haka) cyOwekra Poccuiickoit ®enepanmu  Uiu
MYHHIIMIIATFHOTO 00pa30BaHus).

N3obpakenne »5MOIeMbl MOMeNIaeTcss Ha ONaHKe JOKyMEHTa HaJ PpPEKBU3UTAMHU
OpraHM3alliy — aBTOPa IOKyMEHTa, 3aXBaThIBas 4YacThb BEpXHEro nois (Ha paccrossHuu 10 MM OT
BEPXHEr0 Kpas JMCTAa) U BbIPABHUBAETCS OTHOCUTEIBHO CaMOW JUIMHHOM CTPOKH B
HaMMEHOBAHMH I'OCYJIapCTBEHHOI'0 OpraHa, OpraHa MECTHOIO CaMOYIIPaBJICHUSI.

[opsimoxk uCHoNb30BaHUS HM300paKeHUsT AMOJIEMbl YCTaHABIMBAET COOTBETCTBYIOLIMHA
roCyJapCTBEHHBIN OpPraH.

3. Kox ¢opmer JoKkymeHTa

PexBu3uT mpocramisercs Ha YHU(PHUIMPOBAHHBIX (OpMaxX TOKYMEHTOB, BKIIOYCHHBIX B
YHH(HUIMPOBAHHBIE CHCTEMBI JIOKyMEHTAallMHM, B COOTBETCTBHUM ¢  OOImepocCHiiCKuM
knaccupukaropom  ympaBineHueckod — gokymeHTammu — (OKYJl)  wnm  1OKandbHBIM
knaccupukaropoM. Kox hopMer mokymeHTa pacriosaraeTcst B IpaBOM BEPXHEM YTy pabodero
MoJIsl JTOKYMEHTa, COCTOMT u3 clioB «®opMa 1o (HaMMEHOBaHME KIaCCUPHUKATOPA)» U
1 poBOTo Koja.

4. HaumeHOBaHHE roCyaJapCTBEHHOI'O OpraHa, Oprana MECTHOI'O CaMOYIIPDABJICHUA

HaumeHoBaHue TOCy1apcTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIIpaBJICHUs Ha OJiaHKe
JIOKyMEHTa JIOJXKHO COOTBETCTBOBATh HAMMEHOBAHHUIO, YCTAHOBJICHHOMY IIPABOBBIM aKTOM O
CO3/IaHUU TOCYAApCTBEHHOIO OpraHa, OpraHa MECTHOTO CaMOYIPABIICHUS U MOJIO)KEHUEM O HEM.
Ha Gyiankax JOKYMEHTOB YKa3bIBa€TCS MOJTHOE O(PHUIIMATFHOEC HAMMEHOBAHKE TOCYJapCTBEHHOTO
oprana, opraHa MECTHOTrO camoyrnpasiieHus. Hag HauMeHOBaHMEM roCcydapCTBEHHOTO OpraHa,
OpraHa MECTHOIO CaMOYIPaBJIEHUS YKa3bIBA€TCsl IOJHOE WJIM COKPALEHHOE HAaUMEHOBaHHE
BBIIIECTOSIIIIET0 OpraHa (IIpH ero HaJIUYUH).

COKpaH_IeHHOG HaMMCHOBAHHC (HpI/I €ro HaJ'II/I"II/II/I) rocyJapCTBCHHOTO OpraHa, OpraHa
MCCTHOI'O CaMOYIIpaBJICHUA IMTOMCIIAIOT B CKOOKax 1o IMMOJITHBIM HAMMEHOBAHUEM.

B Gyiankax JOKYMEHTOB TOCYAApCTBEHHBIX OPraHOB, OPTaHOB MECTHOTO CaMOYIIPaBICHHUS
pecny6nuk B coctaBe Poccuiickoit denepanny, UCIONb3YIOMUX HAPSIy € PYCCKUM SI3bIKOM Kak
rOCyJJapCTBEHHBIM s13bIKOM Poccuiickoit deneparuy rocy1apcTBEHHbIN A3bIK (TOCY1apCTBEHHbBIE
S3BIKM)  pecryOnMK, HaWMEHOBaHWE TOCYJAapCTBEHHOTO OpraHa, oOpraHa MeCTHOTO
CaMOYIIpaBJICHHs YKa3bIBAa€TCAd Ha PYCCKOM SI3bIKE KaK TIOCYIapCTBEHHOM si3blke Poccuiickoit
@enepallii U Ha TOCYJApCTBEHHOM SI3bIKE (TOCYAApCTBEHHBIX S3bIKAaX) pECIyOJIMK B
COOTBETCTBHMHM C 3aKOHO/ATENLCTBOM pecityOimk B coctaBe Poccuiickoit deneparyu.

HaunmenoBanme 1 OCYJAapCTBCHHOI'O OpraHa, oOpradHa MCECTHOIO CaMOYIPpAaBJICHUA Ha
PYCCKOM A3BIKE pasMeIacTCs:

— Ha OmaHkax ¢ YTJIOBBIM PACIIOJIOKCHUCM PCKBU3HUTOB — CJICBA, HAWMMCHOBAHUWA
rocyaapCTBEHHOIO oOpraHa, opraHa MECTHOTO CaMOYIIpaBJICHHUA Ha TOCYJApCTBEHHOM S3BIKC



(1" OCYJAapCTBCHHBIX SI3LII(3.X) peCHYGJII/IKI/I — CIIpaBa OT HAMMCHOBAHUA Ha PYCCKOM A3BbIKC,

— Ha OJaHKax C MPOJOJIbHBIM PACIOJIOKEHUEM DPEKBU3UTOB — CBEPXY, HAaUMEHOBAHMSI
rOCyJapCTBEHHOI'O OpraHa, OpraHa MECTHOI'O CaMOYIIPABJICHHWS Ha TOCYJapCTBEHHOM S3bIKE
(rocyapCTBEHHBIX S13bIKaX) PECIyOIMKHN — II0J] HANMEHOBAHUEM Ha PYCCKOM SI3BIKE.

5. HamMeHOBaHHE CTPYKTYpHOTO IOApa3felieHHs IOCyJapCTBEHHOTO OpraHa, OpraHa
MECTHOT'O CaMOYTIPaBJICHAS

VYkazpiBaercsi B OJJaHKaX CTPYKTYPHBIX MOAPA3CICHHA B CIIydae, €CIIM UX MCIIOJIb30BaHHE
YCTAaHOBJIEHO  HOPMATUBHBIMH  IPaBOBBIMM  aKTaMM TOCYJapCTBEHHOIO OpraHa WiIH
MYHMIMIIAJIbHBIMU [TPAaBOBBIMU aKTaMU, M YKa3bIBA€TCA 110/] HAMMEHOBAaHUEM IOCYJapCTBEHHOTO
oprasa, opraHa MECTHOTO CaMOYTpaBJICHUS.

CoOcTBeHHbIE OMAHKU MO THUITy OJIAHKOB CTPYKTYPHBIX IOJpa3/eiIeHUl MOTYT HMETh
KOOpJIMHAIIMOHHBIE, COBEIIAaTEIbHbIE, METOJUUYECKHE OPTaHbl TOCYJapCTBEHHOTO OpraHa, opraHa
MECTHOI'O CaMOYITIpaBJICHUS

6. HamMmeHOBaHMeE NODKHOCTH JIAIA

HaumenoBanme AOMKHOCTH JIUMIA — PEKBU3ZHUT OJIaHKA JTOHKHOCTHOTO JUIA (PYKOBOIUTES,
3aMeCTUTENe PYKOBOAUTENS, MHBIX JTOJKHOCTHBIX JIHUI] TOCYJapCTBEHHOI'O OpraHa, OpraHa
MECTHOTO CaMOYTIPaBJICHUsI, UMEIOIINX MPABO UCIOJIb30BATh OJIAHKHU JTOHKHOCTHBIX JIUIT).

HaumeHoBaHue JOMKHOCTH JIMLA YKa3bIBaeTCsl MOJ] HAaMMEHOBAaHUEM  (TIOJHBIM,
COKpAIIEHHbIM ) I'OCYJapCTBEHHOT'O OpPraHa, OpraHa MECTHOI'O CaMOYIIPaBJICHUSI.

7. CnpaBoq}me AAHHBI€ O TOCYAapCTBEHHOM OpraHe€, OpraH€ MECTHOI'O CaMOYIIPaBJICHUA

Vka3piBaloTCsi B ONaHKax MHCEM W BKIIOYAIOT: TMOYTOBBIA aApec TOCYAapCTBEHHOTO
oprana, opraHa MECTHOTO camoympaBieHusi, HoMmep(a) Tenedona(oB), dakca, OPUIHATBHBIN
aZpec AIEKTPOHHOMU MOYTHI, CETEBOU aipec U, MpU HEOOXOAUMOCTH, IPYTUE CBEICHUS.

8. HanmeHoBaHWE BA1a JOKyMEHTa

VYka3pIBaeTcsi Ha BCEX JOKYMEHTaX, 3a HCKJIIOYEHHEM JENOBBIX (CIyKeOHBIX) IMHCEM,
pacmojaraeTcsi TOJl HAUMCHOBAHHMEM  OpraHW3aluu  (CTPYKTYPHOTO  IOAPA3JICICHUS,
JOJDKHOCTH).

Ilpy wu3manuu JOKyMEeHTa Ha OyiaHke KOHKpeTHoro Buaa jaokymenra (IIpukasa,
[IOCTAHOBJICHHs, MPOTOKOJA M Jp.) HAaMMEHOBAHHWE BHJIA JOKYMCHTA SIBJISCTCS PEKBH3UTOM
OsaHka.

9. lata moKyMeHTa

CootBercTBYyeT Aare moAmnucaHus (yTBEp>KICHHs) JOKyMEHTa WM JaTe coObITHs (B
MIPOTOKOJIaX ), 3a(MKCUPOBAHHOTO B JJOKYMEHTE.

I[aTa JOKYMCHTA 3aIlIMCBbIBACTCS B IOCICAOBATCILHOCTH: JC€HDb MECAld, MECAL[, I'0OJ OJHUM
U3 IBYyX CIoco0OB:

— apabckumu udpamu, pazaeneHapIMU Toukoit: 05.08.2020;

— coBecHO-1IU(poBEIM criocobom: 5 aBrycta 2020 T.



Ha noxymenrax, odopmiseMblx Ha OnaHKe, Jara JOKYMEHTa IPOCTaBISIETCS TIOJ]
PEKBU3NTAMH «HAUMEHOBaHHUE BHJIA JJOKyMEHTa» (B OJaHKaX KOHKPETHBIX BUOB JOKYMEHTOB) U
«CIIPaBOYHBIE JAHHbIE O TOCYJapCTBEHHOM OpraHe, OpraHeé MECTHOTO CaMOYIIPaBICHHUS» (B
OJlaHKax MHUCceM).

JlaToif OKyMeHTa, U3JaHHOTO COBMECTHO [JBYMs WM 0Oojee OpraHu3alusIMH
(1OJPKHOCTHBIMM JIMIIAMHU ), SIBJISI€TCS 1aTa MOJANMCAHNS JOKYMEHTa MOCIeAHEN CTOPOHOM.

10. PeructpanroHHBIH HOMEpP JOKYMEHTA -

mubpoBol WM OyKBEHHO-IIMGPPOBON HUACHTU(DUKATOP JOKYMEHTA, COCTOSIIUNA U3
MOPSIKOBOTO HOMEpA TOKYMEHTA, KOTOPBIM 110 YCMOTPEHUIO FOCYAApCTBEHHOIO0 OpraHa, OpraHa
MECTHOIO CaMOYIIPaBICHUS MOXET JIOMOJIHATHCS IU(PPOBBIMH WM OYKBEHHBIMH KOAAMH
(uHOEKCaMM) B COOTBETCTBHM C HCIOJB3YEMBIMU KiIacCH(pHUKATOpaMu (MHICKCOM Jena I10
HOMEHKJIaType JeJl, KOJIOM KOPPECIOHACHTa, KOJAOM JAOHKHOCTHOIO JIMIIA U Ap.).

Ha JOKYMCHTC, COCTAaBJICHHOM COBMCCTHO [IBYMS U Ooiee ToCyaapCTBCHHbBIMU OpraHaMu,
opraHaMu MECTHOI'O CaMOYyIIpaBJICHUA, IMPOCTAaBJIAIOTCSA PErUCTPpainOHHEBIC HOMEpa,
IMPUCBOCHHBIC KaKIbIM U3 HUX. PCFI/ICTpaI_II/IOHHBIe HOMCpa OTACIAIOTCA APYT OT Apyra KOCOM
'—IGpTOfI U TOPOCTABIIAKOTCA B IMOPAAKE YKa3aHUA HaMEHOBaHUM TOCYJapCTBEHHBIX OPraHoOB,
OpraHoB MCCTHOI'O CaMOYIIPABJICHUA B 3aroJ0BOYHOM YaCTH WU npeaM6lee AOKYMCHTA.

11. Ccbutka Ha peTHCTPAMOHHBIA HOMEP ¥ AaTy MOCTYIMMBIIETO JOKYMEHTa

PexBu3uT ucnonb3yercs B OMaHKAaX MUCEM, BKJIIOYAET PErHCTPALMOHHBIA HOMEp W JaTy
BXOJIAIETO (MMOCTYMUBIIET0) JOKYMEHTa, Ha KOTOPBII 1aeTCsl OTBET.

Ccpulka Ha PErMCTPALlMOHHBIN HOMEP U ATy MOCTYIHUBIIETO JOKYMEHTA paclojaraercs
II0Jl PEKBU3UTAMU «JlaTa TOKyMEHTa» U «PETUCTPALUMOHHBIA HOMEP TOKYMEHTA».

B TekcT mmchbMma-oTBeTa CBEIEHUS O PErUCTPAIMOHHOM HOMCPE U JATC ITOCTYIIMBIICTO
IHUChbMa HE BKIIIOYAKOTCA.

CcpllKka Ha peI‘I/ICTpaI_II/IOHHHﬁ HOMEp U AaTy AOKYMCHTA IIPOCTABJISACTCA HMCIOJHUTCICM
IIpU IMMOATOTOBKE IMUCbMAa-OTBCTA.

12. MecTo coctaBieHus (M30aHUA) JOKyMEHTa

VYka3piBaeTcsl B OJIaHKaX JOKYMEHTOB, 332 MCKJIIFOYCHHEM OJAaHKOB JIEJIOBBIX (CITY>KEOHBIX)
nuceM (B OJIaHKe MUChMa 3Ta HHPOPMAIHS COACPKUTCI B PEKBU3UTE «CIIPABOYHBIC JAHHBIE 00
OpraHu3alii»), a TAK)KEe BHYTPCHHUX MH(POPMAIMOHHO-CIPABOYHBIX TOKYMEHTOB (IOKJIAIHBIX,
CITy)KeOHBIX 3alUCOK, 3asBICHUNA U APYTUX).

Mecto cocraBnenuss (WM3IaHWs) JOKYMEHTa HE YKa3bIBae€TCs, €CIW OHO BXOJIUT B
oduIHMaTEHOC HANMEHOBAHKUE TOCYAAPCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYyTPaBIEHUS.

MecTo u3naHus yKa3blBa€TCs C YYETOM MPUHATOrO aJMUHHCTPATUBHO-TEPPUTOPHAIBHOTO
nenenusi: Mocksa, r. HoBocubupck, r. Knmua MockoBckoii obnactu. [Ipu ykazanuu B KadecTBe
MecCTa COCTaBJIeHHs (M3TaHUs) TOKYMEHTa TopojoB QemepanbHoro 3HaueHus [75] (Mockaa,
Cankr-IlerepOypr, CeBacTomnoib) cI0BO «TrOpo1» B BUAE IPaUUECKOrO COKpAILLECHHS «T.» HE
YKa3bIBaeTCsl.

13. I'pu¢ orpanmdeHus JOCTyIa K JOKyMEHTY

PekBu3uT mpocTaBiiseTcs B MPAaBOM BEPXHEM YTy MEPBOro JHUCTa JOKYMEHTa (MpoeKTa



JOKYMEHTA), MPWIOKEHUH K HEMy MpU HaJU4Md B HUX HHQPOpPMAIUH, AOCTYN K KOTOPOI
OTPaHMYEH B COOTBETCTBUM C 3aKOHOAATENbCTBOM Poccuiickoit ®dexpeparuu, a Takxke Ha
CONIPOBOJUTENBHOM ITUCHME K TAKUM JTOKYMEHTAM.

B ¢enepanbHbIx opraHax UCIOJHUTEIBHOMN BIACTH, YIIOJTHOMOYEHHOM OpPIraHe yIpaBlIeHUs
UCTIOJIb30BAHUEM aTOMHOM SHEPTHH U YIIOJIHOMOYEHHOM OpraHe M0 KOCMUYECKOH JeATeIbHOCTH
IpU HAJIMYUM B JOKYMEHTE CIy>KeOHOH HH(pOpMAIMK OTrPaHMUYEHHOTO pPaclpOCTPAHEHUS B
kayecTBe rpuda orpaHuuYeHHs JOCTyNa Ha JOKyMeHTax odopmiisercs mnomerka «Jlms
CITY»K€OHOTO0 TIOJIL30BaHUs [76].

14. Agpecar

PexkBu3uT wucnonp3yercs npu odOpMICHUM AENOBBIX (CIyKeOHbIX) MHUCEM, BHYTPEHHHUX
MH(POPMALIMOHHO-CIIPABOYHBIX  JTOKYMEHTOB  (JOKJIQAHBIX, CIYXEOHBIX, OOBICHUTEIBHBIX
3aIMCOK, 3asBICHUI U 1p.).

AnpecatoM JOKyMEHTa MOXeT OBbITh TOCYJapCTBEHHbBIM OpraH, OpraH MECTHOTO
caMOymlpaBlieHUs,, TOCyJapCTBEHHAas WJIM  HErocyJapCTBEHHAas  OpraHu3alus, Trpymnmna
OpraHM3alMid, CTPYKTypHOE IOJApa3JelIEHUE TIOCYyJapCTBEHHOIO OpraHa, OpraHa MECTHOTO
CaMOYIIPABJICHMsI, OPTaHU3ALUH, JOJPKHOCTHOE JIUIO, TPaKJaHHH.

PexBusuT «agpecat» mpocTaBiseTcs B BepXHEH MpaBoil yacTH JOKyMeHTa (Ha OnaHKe C
VIJIOBBIM ~ PACIOJIOKEHUEM PEKBHU3WTOB) WIIM CIpaBa IMOJ PEKBU3UTaMU OjaHka (mpu
MPOJOTBFHOM  PACIOJIOKEHUHM  pPEKBU3UTOB  Onanka). CTpOKM  pEKBH3UTA  «aJpecar»
BBIPABHUBAIOTCS [0 JIEBOMY Kpar WM BBIPABHUBAIOTCSA MO LIUPUHE OTHOCUTEIBHO CaMOU
JUITMHHON CTPOKH.

I[Ipu  agpecoBaHuMM  JTOKyMEHTa  PYKOBOAMTENIO  (3aMECTUTENIO  PYKOBOJUTEIS)
rOCyIapCTBEHHOI'O OpraHa, OpraH MECTHOI'O CaMOYIIPAaBJICHHs, OPraHW3alMM YKa3blBACTCA B
JaTEJIbHOM IIa/IeK€ HAaUMEHOBAHUE JIOJKHOCTU PYKOBOJUTENS (3aMECTUTENSI PYKOBOAMUTENS) U
HAaUMEHOBAHHUE T'OCYAAPCTBEHHOIO OpraHa, OpraHa MECTHOIO CaMOYIpaBJICHMs, OpraHU3aluy,
bamunus, nHUIMANE Jnna. Hanpumep:

PykoBoaurento ®enepanbHOro apXuBHOIO areHTCTBA

AptuszoBy A.H.

[Ipn angpecoBaHMM TOKYMEHTOB JIOJDKHOCTHBIM JIMIIAaM T'OCYJIapCTBEHHBIX OpPraHOB, B
KOTOPBIX IpeIyCMOTPEHAa BOEHHas WM HWHas TOCYAAapCTBEHHas Ciyx0a, Mociie JOKHOCTH
YKa3bpIBalOT BOMHCKOE WJIM crienuanbHOe 3BaHue. Hampumep:

HanmeHnoBanue
roCyIapCTBEHHOIO OpraHa
Hauvansauky /lenapramenta
(HaMMEHOBaHUE)
reHepaI-Manopy MOJIUIAH

damumua U.0.

[lepen damunmeil TOMKHOCTHOTO JIMLA JOMYCKAETCS YHOTPEOJATh COKpAIIEHUE «T-HYy»



(rocnoguHy), e€ciaM aapecaT MY)KUMHA, WU «T-Xe» (TOCIOXKE), €Cclu aJpecaT >KEeHIIUHA.
Hanpuwmep:

Mbspy MockBsl

r-uy Co6siauny C.C.

[Mpencenarento Komurera

0 JIeIaM MOJIOJICKHU
3akoHonarensHOT0 CoOpanHwms
PecriyOnuku (HanMeHOBaHUE)

r-xe Cumonosoii C.C.

[Ipu agpecoBanuu mucbMa B roCcyJapCTBEHHBIM OpraH, opraH MECTHOI'O CaMOYTPaBIICHMUS,
OpPraHM3alMI0 YKa3bIBAaCTCsl IOJHOE WJIM COKpAalleHHOE HAaMMEHOBAHHE TOCYIapCTBEHHOTO
opraHa (opraHu3alnyy) B MMEHUTEIbHOM najexe. Hanpumep:

®denepanbHOE apXUBHOE
arcHTCTBO
WITH:

Pocapxus

[Ipu anpecoBaHuu AOKyMEHTa B CTPYKTYPHOE IOJpa3feiieHUE roCyJapCTBEHHOTO OpraHa,
OpraHa MECTHOI'O CaMOYIpaBJIEHUs, OPraHU3allid B DPEKBU3UTE «aJapecaTy yKa3blBaeTCs B
MMEHUTEJIBHOM I1aJIe)keé HAaUMEHOBAHWE OpPIraHM3allMM, HM)KE — HAaUMEHOBAHUE CTPYKTYpPHOTO
noapasnenenus. Hanpumep:

MuHucTepcTBO UGPOBOTO Pa3BUTHS, CBI3U

Y MAaCCOBBIX KOMMYHHUKauuii Poccuiickont @enepaunu

JlemapraMeHT 2JEKTPOHHOTO MPABUTEIBCTBA

[Ipu agpecoBaHnM NMUCbMa PYKOBOJUTEO CTPYKTYPHOTO NOAPA3AEICHUS YKA3ZBIBAIOTCSA: B
MMEHUTEILHOM TMaJIe)Ke HAMMEHOBAaHWE OpraHu3alliy, HIKE B JaTEJIbHOM  MAJIEKe

HAaVMEHOBAHME JIOJDKHOCTU PYKOBOJIHMTENS, BKIIOYAIONIEE HAMMEHOBAaHUE CTPYKTYPHOTO
nospaszenenus, pamuwins, nHUIMansl. Hampumep:

Pocapxus

PykoBogutento @UHAHCOBOTO YIPaBIECHUS

damumua U.0.

[Ipu paccbuike NOKYMEHTa THUIIOBOTO COJIEpPXkKaHUS TOCYAapCTBEHHBIM OpraHaM, opraHam
MECTHOTO CaMOYIIPABJICHUs, OpraHU3allMsIM WM B CTPYKTypHBIE NOJApa3JEICHUs, aapecar
yKa3bIBaeTcsi 00o0menHo. Hanpumep:



PykoBogurensam
TEPPUTOPUAIBHBIX OPTraHOB
®denepanbHOro Ka3HayencTa

B cyObekTax Poccuiickoit denepannn

[Ipu paccbUike [JOKyMEHTa HE BCeM OpraHaM (OpraHu3alusM) WIH CTPYKTYPHBIM
MOJPA3/ICICHUsIM, TIOJl PEKBU3UTOM «AJpecaT» B CKOOKax YKasbIBaeTcs: «(IIO CITHCKY)».
Hanpuwmep:

PykoBonuTensam denepanbHbIX OPraHOB UCTIOTHUTEIBLHOM BIIACTH

(o crHcKy)

Ecnu nucbMo HampasiisieTcsi, KpoMe OCHOBHOTO ajipecaTa, JUIsl CBEIEHUS ellle HECKOJIbKUM
azpecaraMm, oOLIee KOJUYECTBO aJpecaToB HE JOJDKHO IIPEBBINIATh 4YeThIpeX (Kpome
IpolecCyabHBIX JOKYMEHTOB), IIPU 3TOM OCHOBHOW ajpecar ykas3blBaeTcs mepBbiM. CIoBO
«Konusa» nepes BTOPbIM, TPETHUM, YETBEPTHIM a/ipecaTaMy HE YKa3bIBACTCS.

[Ipu appecoBanuu AOKyMEHTa (U3MYECKOMY JIMILy YKA3bIBAIOTCS: (aMUIIUS, WHUIIUAIIBI
JIMLA B AATEIBHOM IaJIe’kKe, MOYTOBBIN aapec KoppecnonaeHTa. Hanpumep:

®ammms N.0.
yia. Becennsis, 1. 5, kB. 124,

Mocksa, 119235

OJeMeHTBl TOYTOBOIO ajpeca YKas3blBAIOTCS B IOCIEAOBATEIbHOCTH, YCTaHOBJIEHHOU
[IpaBuiaMu oka3zaHusi ycayr HOYTOBOM cBsi3u [77]:

a) IS IOPUIMYECKOTr0 JIMIA — MOJIHOE WIIM COKpPAIlleHHOEe HauMEHOBaHUE (IIPHU HAJUYUN),
JUTS TpaXKTaHuHa — (paMuITust, ©Msl, OTUYECTBO (TTOCIIEAHEE TP HATTMYNH );

0) GaHKOBCKHE PEKBHM3UTHI ([IJIs1 MOYTOBBIX MEPEBOJIOB, HAMpPABISEMBIX HOPUIUYECKOMY
JIMILY WU IPUHUMAEMBIX OT IOPHIMYECKOTO JIUIA);

B) Ha3BaHUE YJIMIIbI, HOMEp JI0Ma, HOMEP KBapTHUPHI;

T') Ha3BaHUE HACEJIEHHOTO ITyHKTA;

1) Ha3BaHHe paiioHa,

€) Ha3BaHHUe pecnyOInKH, Kpas, 001acT, aBTOHOMHOTO OKpyra (00JacTH);
’K) Ha3BaHUE CTPaHbI (IJI1 MEXyHAPOJHBIX TIOYTOBBIX OTIIPABICHUH);

3) HOYTOBBINA MHJIEKC.

[Ipu oTmipaBKe MUChMa IO IEKTPOHHON NOYTE WK 1O (PaKCUMIITLHOH CBSI3U (0€3 TOCHUIKH
[0 TOYTe) MOYTOBBIM ajpec He ykasbiBaeTcs. lIpm HEOOXOOUMOCTH MOXKET OBbITh YyKa3zaH
ANIEKTPOHHBIHN ajipec (Homep Tenedona/pakca). Hampumep:



MI/IHI/ICTCpCTBO OKOHOMHYCCKOI'O0 PA3BUTHA

Poccuiickoit ®eaepanuun
abcd@gov.ru

[TouroBBIif ajgpec MOKET HE YKa3blBaThbCi B JOKYMEHTaX, HamlpaBisieMblX B BBICIIHE
OpraHbl BJIACTH, BHIIIECTOSIIME OPraHU3aliH, 10ABEJOMCTBEHHbIE OPTaHU3aIMU U TOCTOSIHHBIM
KOPPECHOHIEHTaM (3a UCKJIFOUEHUEM HalpaBJIEHUs IMCEM YKa3aHHbBIM ajJpecaTaM B KOHBEPTaX C
MIPO3pAYHBIMU OKHAMH).

15. I'pud yTBepKOCHUA JOKyMEHTa

IIpocraBnsieTcs Ha AOKYMEHTE, YTBEPKAAECMOM HEIOCPEACTBEHHO JOJKHOCTHBIM JIMIIOM
(pykoBoAMTENIEM  WJIM  HWHBIM  YIOJHOMOYEHHBIM UM  JIOJDKHOCTHBIM  JIMIIOM)  HJIHU
pacnopsAUTEIbHBIM JOKYMEHTOM (YKa30M, IOCTaHOBIEHHEM, [IprKkazom, pacriopsKeHUEM).

I'pud yrBepxkaeHus odopmiseTrcss B MpaBOM BEpXHEM YLy MEpBOro JIUCTa
YTBEPKAAEMOT0 JOKyMeHTa. CTpOKM PEKBH3WUTA BBIPABHMBAIOTCS B IIPEAETIaxX 30HbI, 3aHATOU
PEKBU3HUTOM, 10 JIEBOMY KPar0 WU MO HEHTPY OTHOCUTEIHHO CaMOM JUIMHHOM CTPOKH.

[Ipu yTBepKACHUH JOKYMEHTa HEMOCPEACTBEHHO JODKHOCTHBIM  JIMIIOM  TpHU}
yTBepxkaeHus BKItouaeT cioBo «YTBEPXIIAKO», B umeHUTENHHOM Majieke HAaMMEHOBAHUE
JNOJDKHOCTH JIMIIA, BKJIIOYAIOIIEe HAMMEHOBAaHUE TOCYJapCTBEHHOTO OpraHa WM oOpraHa
MECTHOTO CaMOYIIpaBJeHUs, COOCTBEHHOPYYHYIO MOMUCH TIOJDKHOCTHOTO JIUIA, €r0 MHUITUAIIBI,
dbamunuio u naTy yrBepxaeHus. Hanpumep:

YTBEPXJIAIO

PyxoBomurens denepanbHOro

apXHUBHOTO areHTCTBA
[Hoanuce A.H. Aptuzos
Hara
[Ipu yTBepkIeHUM PaCHIOPSAUTEIBHBIM JOKYMEHTOM TpuU( yTBEPKACHUS COCTOUT H3
cioBa «YTBEPXJEH» («YTBEPXJIEHA», «YTBEPXIEHbBI» wm «YTBEPXJIEHOY),

CcorjzaCoBaHHOI'O C Ha3BaHUCM BuUJaa YTBCPIKAACMOI'O AOKYMCHTA, HaMMCHOBaHUA
YTBEPKAAKIICTO JOKYMEHTA B TBOPUTCIBHOM IIAJICKE, €0 JaThl, HOMEpPA. HaanMep:

(Pernamenr) YTBEPXJIEH
IIpukasom denepanbHOro
apXHWBHOT'O areHTCTBA
ot 5 urons 2020 roga Ne 82
(ITpaBuna) YTBEPX/IEHbI

IIOCTAaHOBJICHUCM qDe;[epaanoro
APXHUBHOI'O ar¢cHTCTBA



ot 22 mag 2019 roma Ne 71

16. 3aroroBOK K TEKCTY

3aroj0BOK K TEKCTYy — KpaTKoe co/iepKaHhe JOKyMEHTa. 3aroJIoBOK K TEKCTy OTBEYaeT Ha
Bompoc «o ueM?» (popmymmpyercst ¢ mpemiorom «O» («O0») WIM Ha BOMPOC «UETO?».
Hanpumep:

[Tpuka3 (o yem?) O co31aHUM ATTECTAMOHHOW KOMHCCUU
nucbMo (0 yem?) O mpenocraBieHuU HHPOPMAITUH
akT (4ero?) mpuema-nepeaadu e

IMPOTOKOJI (qero?) 3acCIaHusa BKCHCpTHOﬁ KOMHCCHH

B nenoBeix (cimykeOHBIX) MUChMaxX 3aroJIOBOK K TEKCTY O(OPMIISETCS MOJA PEKBU3UTAMU
OJlaHKa OT TPAHWIBI JIEBOTO TIOJS, B HOPMATHBHBIX IPABOBBIX aKTaX, PACIOPSIATEIBHBIX
JOKYMEHTaX 3arojoBOK oopMIISeTCsl HaJl TEKCTOM U BBIPABHUBAETCS IO LEHTPY OTHOCUTEIHHO
caMoi ITMHHOW cTpoku. Hampumep:

006 ytBepxkaenuu [lonoxeHus o cucTeMe MEXBEOMCTBEHHOTO

QJICKTPOHHOT'O ,I[OKYMCHTOO60p0Ta

17. Texct moxymeHTa

TekcT MOKyMeHTa JOJKEH OBITh COCTaBIIEH TPAMOTHO, SICHO, TIOHSATHO U TI0 BO3MOXKHOCTHU
KpaTtko. TeKCT AOKyMEHTa JOKEH COJepkKaTh JOCTOBEPHYIO M aKTyaIbHYIO WH(OPMAIHUIO,
JOCTATOYHYIO JUIsl TPUHATUS PEUICHUM WM HUX HCIONHEHUS, U HE JOJDKEH JOIyCKaTh
Pa3TUYHBIX TOJIKOBAHHH.

TexkcT JOKyMeHTa B TOCYAapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIpaBJIEHUs
COCTAaBJIAETCS. HAa PYCCKOM #A3bIKE KaK TIOCYyJAapCTBEHHOM s3blke Poccuiickoit ®enepauuu,
rOCy/IapCTBEHHBIX SI3bIKaX pecmyOnuk B cocTaBe Poccuiickoii denepanvi W MHBIX S3bIKAX
HaponioB Poccuiickoit denepaliiu, onpeaesieMbIX 3aKOHOJATEIHCTBOM peciryOnnk [78].

B Tekcre nokymMeHTa He JO0IyCKaeTcsl ynoTpedieHue:
— IIPOCTOPEYHOM U DKCIIPECCUBHOM JICKCUKH;
— WHOSI3BIYHBIX 3aMMCTBOBAHUH IIPpU HAJIMYNH SKBUBAJICHTOB HAa PYCCKOM SA3BIKE;

— 0000IIIEHHBIX PACCYKICHUH, BOCKIHMIIAHUH, TPU3bIBOB, 00PA3HbIX CPABHEHHIA, SITUTETOB,
MeTadop;

— ab0peBuatyp © TpaQUUYECKUX COKpaAlICHUH, KpPOME OOMICTIPUHATHIX WU
pacimpoBaHHBIX B TEKCTE JOKYMEHTA;

— HEHOPMATUBHOM JIEKCUKH.

B Tekcre AOKYMEHTA, IIOAIOTOBJICHHOM Ha OCHOBAaHHWH 3aKOHOJATCIBbHBIX WM HWHBIX
HOPMATUBHBIX IPABOBBIX AKTOB, PpPaHCC HU3JAHHBIX PACHOPAAUTCIBbHBIX JOKYMCHTOB,
YKa3bIBAKOTCA UX PCKBU3UTHI:



HAaUMEHOBAaHHUE JOKyYMEHTa, HAMMEHOBAHUE T'OCYJApCTBEHHOIO OpraHa, opraHa MECTHOIO
CaMOYIIPABJICHUs, W3/aBIIETO JOKYMEHT, JaTa JIOKyYMEHTa, pETrUCTPAllMOHHBIA HOMEP
JOKYMEHTA, 3ar0JI0BOK K TEKCTY;

HaMMCHOBAHWEC TOCYyAapCTBCHHOI'O OpraHa, oOpraHa MCCTHOro cCaMOYIPaBJICHUSA WU
AOJIDKHOCTHU JIMIIA, YTBECPAUBIICTO NOKYMCHT, AaTa YTBCPKACHUA JOKYMCHTA.

TekcT MOKyMEHTa MOXET COAEp)KaTh pas3feibl, MOAPA3JeNbl, ITyHKTHI, IOJIMYHKTBI,
HyMepyeMmble apaOCKuMu LHu]paMu, 3a HCKIIOUEHHEM HOPMATHUBHBIX IIPABOBBIX aKTOB, B
KOTOPBIX pazlesibl HyMEpyIOTCsl PUMCKUMHU Lu(ppaMu, a MyHKTH — apabckumu [79]. YpoHeit
pyOpHKaIy TeKCTa He JOJKHO ObITh O0JIee YeThIpEeX.

Tekct AOKYMCHTA U3JIaracTcs:
— B IIOCTAHOBJICHUAX — OT TPETHErO JIMla CAUMHCTBCHHOI'O YUCJia («... IIOCTAHOBJIACT:...»

— B [Ipukasax, M3IaHHBIX €AMHOJIWYHO, — OT TIEPBOTO JIMIA EIMHCTBEHHOTO Yucia («...
[Ipuka3zpiBato:...»);

— B IIOCTaHOBJIEHUAX, [IpuKazax, W3IaHHBIX COBMECTHO JBYyMs WiIH OoJjee
rOoCy/lapCTBEHHBIMH ~OpraHamMi, — OT [€pPBOrO0 JIMLA@ MHOXXECTBEHHOro 4ucia («...
ITpukasbiBaeM:...») WM OT TPETHETO JINI[A MHOKECTBEHHOT'O YHUCIIa (IOCTAaHOBIISIOT: ...»;

— B MPOTOKOJIAX 3aceaHuil — OT TPEThEro Juia MHOXKecTBeHHOTO uncna («CJITYIIAJINy,
«BBICTYTIUJINY, «ITOCTAHOBWJIN» unu « PEILLIIINY);

— B JICJIOBBIX NHUCbMax, O(OPMIIEHHBIX Ha OJaHKax OpraHu3alMu, — OT IEpBOro JuIa
MHOKECTBEHHOI0 umncia (IIpoCHUM, HampasiseM, I[peylaraéM) WM OT TPETbero Jula
€IMHCTBEHHOI0 4Hciaa («MUHUCTEPCTBO HE BO3PAXKAET...», «AIMHHUCTPALUs CUUTAET
BO3MOXKHBIM...»);

— B JIEJIOBBIX MUCHhMaxX, 0()OPMIICHHBIX Ha OJIaHKaX JTOJKHOCTHBIX JIMIL, — OT TMIEPBOTO JIUIIA
€IMHCTBEHHOTO YHUCNa (KIIPOIIY...», «Ipeajaraw...») WId OT TPEThEro JIMla €eIWHCTBEHHOTO
qucia («... JenapTaMeHT He pacloyaraerT...», «... aleHTCTBO TOTOBO PACCMOTPETb...»);

— B JIOKJIAJIHBIX U CIYXXCOHBIX 3alMCKaX, 3asABJICHUSAX — OT MEPBOTO JIUIA SAMHCTBEHHOTO
yucia («IpoIry...», «CIUTaI0 HEOOXOANUMBIM...»);

— B JJOKYMEHTaX, YCTaHaBIMBAIOMIMUX (YHKIMH (00S3aHHOCTH), IpaBa U OTBETCTBEHHOCTh
CTPYKTYPHBIX TOJApa3AeieHuld, paOOTHUKOB (ITOJIOKEHHE, MHCTPYKIHUS, PETJIAMEHT), a TaKkKe
COJIep>KalllX OIMUCAaHHE CUTyaluil, aHaiu3 ()aKTOB U BBIBOABI (AKT, CIIpaBKa), UCIOJIb3yeTCS
dopma H3IIOKEHHUs] TEKCTa OT TPEThEro JIMLA EAWHCTBEHHOTO MM MHOXXECTBEHHOTO dYHCIa
(«oTmen ocymecTBisieT (PyHKIHUU...», KKOMUCCHUS IPOBENA IPOBEPKY...»).

CrnoBa «mocranoBisieT», «llpuka3piBaio» mNedaTaroTCs Bpa3psAAKy M MOTYT BBIIEIATHCS
MOJTY>KUPHBIM HIPU(GTOM.

HpI/I IMOATrOTOBKE TCKCTAa JOKYMCHTa CJCAYCT CO6J'IIOI[3.TB IpaBujia HAIIUCAHUA
O(bHHHaHLHBIX HaHMeHOBaHHﬁ, YHUCIUTCIBbHBIX 1 CAUHUL] U3MCPCHU.

B TekcTax HOKYMEHTOB YIMOTPEOJSIOTCS OOMICTIPUHAThIE a00OpeBHATYphl M TpadUuecKue
COKpAIleHHsI.

[Tpu ykazanuu B TekcTe aMUIINU JIUIA HHUIUAIBI CTaBSTCA 1ociie (haMUIuH.

B nenoBbIx (ciykeOHBIX) MUCbMAaX UCTIOIB3YIOTCS:



— BCTYIUTENBHOE OOpalleHue:

YBaxaewmslii rocniosiuH Ipencenarens!

VYBakaeMblii rocioiiH MuHucTp!

VYBaxkaeMbIH TocIiouH MBaHOB!

VYBakaemas rocnioka [lerposa!

VBaxxaembiii UBan [letpoBuy!

VBaxaemast AuHa HukonaeBHa!

VBaxkaeMble rocmnoa!

— 3aKJIFOYMTENIbHAS 3TUKETHAs (pasa: «C yBaKCHUEM,...».

HaunmenoBanue JOJDKHOCTU BO BCTYIIUTCIIbBHOM 06paH_ICHI/II/I MNUIICTCA C HpOHHCHOﬁ 6yKBBI,
B O6paH16HI/II/I 1o q)aMI/IJ'H/II/I HWHHUIWAJIBI JIMIAa HE YKAa3bIBAIOTCH.

B Texkct JOKYMCHTA MOTYT BKJIIOYAaTbCs Q)paFMCHTBI, Oq)OpMJ'IeHHHC B BHJC Ta6J'II/II_[BI nin
AHKCTHI.

CrpaHunpl TEKCTa HyMepyroTcs apaOCKuMH LUdpamMu 10 CepeiuHE BEpXHEro Mo ¢
OTCTYIIOM OT Kpas nucra — 10 Mm.

18. OT™MeTKa 0 IIPHIIOKEHUU

CopepxHUT cBeleHHs O JOKYMEHTe ([JOKyMEHTax), MpuiaraeMoM (TpuiaraeMbix) K
OCHOBHOMY JOKYMEHTY.

B COIMPOBOAUTCIIBHBIX IMMCbMAaX W HWHBIX I/IH(l)OpMaHHOHHO-CHpaBOqHBIX JOKYMCHTax
OTMETKA O TPWIOKEHHH O(POPMIIIETCS TOJ TEKCTOM OT TPAHMIIBI JIEBOTO TIOJNS OJHHM HX
CJIEIYIOIINX CIIOCOOOB:

— €CJI PUJI0KEHUE Ha3BaHO B TEKCTE:
[Ipunoxxenue: Ha 2 1. B 1 3K3.
— eclu TPWIOKEHHEe HEe Ha3BaHO B TEKCTE€ WM €CIU MPUIOKEHUH HECKOJIbKO
(YKa3bIBalOTCSl Ha3BaHUSl JOKYMEHTOB-IIPWJIOKEHHH, KOJIMYECTBO JIMCTOB U HK3EMIUISIPOB

KaXXJa01ro u3 HI/IX) .

[Tpunoxenue: 1. [Tonoxenne o Jlenapramente ¢puHaHCOB Ha S 1. B 1 9K3.

2. CpaBka 0 KaJJpoBOM cocTaBe JlenaprameHnTta puHaHCOB Ha 3 JI. B 1 3K3.
— €CJIM MPUJIOKEHHE (TIPHIIOKEHHS) COPOLIIOPOBAHbI MITH MPOIINUTHI:
[Ipunoxenune: JloroBop o corpyaanuectse oT 12 mas 2020 roga Ne 65 B 2 3k3.

— €CJIM TOKYMEHT, SIBJIAIOIIMICS NPWIOKECHUEM, UMEET IPUIIOKEHHUS C CaMOCTOSATEIbHON
HyMeparuei CTpaHuIL:



[Ipunoxenne: nucemo DKV «l'ocynapcrBennbiii apxuB Poccuiickoii denepanumn» OT
05.06.2020

Ne 02-6/172 u npunoxeHus K Hemy, Bcero Ha 5 1.

— €CJIM NIMCbMO HAIIPaBIIETCA HECKOJIBKUM apecaraM, a JOKYMEHT-IPUIIOKEHUE TOIbKO
IIEPBOMY W3 HUX:

[Tpunoxxenue: Ha 3 1. B 1 3K3. TOJIBKO B IEPBHIH azipec.

— €CJIU MMPUJITIOKCHUEM SABJIAIOTCA NJOKYMCHTBI, 3allTMCAHHBIC Ha (1)I/ISI/I‘I€CKI/I 000CO0JICHHBIN
SHGKTpOHHBIﬁ HOCHTCIIb:

[Ipunoxenue: DVD-R B 1 3k3.

[Ipu sToM Ha Bkianeinie (KOHBEPTE), B KOTOPBIH IOMEIIAETCsS HOCHUTENb, YKa3bIBAIOTCS
HAUMEHOBAaHHS JOKYMEHTOB, 3allMCAaHHBIX HAa HOCHTENIh, MMEHa (ailioB, o0beM B OaiiTax.
JlomoTHUTENBHO MOXKET ObITh YKa3aH (popmar daiina (docx, pdf, odt nnu uHoi).

[Ipn HaMMYMKM TPUIIOKEHUH, TOJITOTOBJICHHBIX B ()OpPME DJICKTPOHHBIX JOKYMEHTOB U
NepechlIaeMbIX M0 HH()OPMAIIMOHHO-TEICKOMMYHHKAIIMOHHON CETH, OTMETKY O MPUJIOKCHUU
pexoMeHayeTcs opOpMIIATh CIEAYIOMMM 00pa3oM (KOJMYECTBO SK3EMIUISIPOB TPU 3TOM HE
YKa3bIBAETCs):

[Tpunoxxenue: AHamuTHYECKas crpaBka o... Ha 20 1., Cnpaska 195.pdf, 55 Kb.

Eciu npuioxeHui HeCKOIbKO, OHM MOTYT BKJIFOUATLCS B OJMH apXWUBHBIN (aiin ¢popmaTa
Zip ¢ yKazaHHeM KoiumuecTBa (ailloB, NMOMENICHHBIX B apXWB, U UX oObema B Oaiitax (c
nobapiieHneM WHGOPMAIMK Ui BOCCTAHOBJIEHUS HEe MeHee 5% or obmiero odobema (aitia B
¢dopmare zip). Hanpumep:

[Ipunoxenue: 5 npunoxxeHuit B onHoM (aiine (ums daiisia ¢ pacumpeHuem zip) 00beMom
(B Oaiftax).

B pacnopsmuTenbHbIX — JAOKyMeHTax  (IIOCTaHOBJIEHMSIX, pelieHusax, [Ipukazax,
pacnopspKEHUsX), OroBOpax, IOJIOKEHUSX, MpaBUiIaX, MHCTPYKIUSAX U APYTUX JOKyMEHTaxX
OTMETKa O MPUJIOKEHUH 0OPMIISIETCS CIAEAYIOUIIM 00pa3oM:

— B TEKCTE JOKyMEHTa TpU MEPBOM YINOMHUHAHUH JOKYMEHTA-TIPHIOKEHUS B CKOOKax
YKa3bIBaeTCA: ... (MpWIOKEHWE) Wi ... (mpwioxkeHue 1); mepen HOMEPOM MPHIOKEHUS
JIOITYCKAeTCs CTABUTh 3HAK HOMeEpa: ... (mpuiokenue Ne 1);

— Ha IICPBOM JIUCTC JOKYMCHTA-IIPHUJIOKCHUS B IIPABOM BCPXHEM YIJTY YKA3bIBACTCA:

[punoxenne Ne 2

k Ilpukasy (HaumeHoBaHue rocygapCTBEHHOr0  OpraHa, oOpraHa  MECTHOTO
caMOYTIpaBJICHUs )

ot 15 aBrycra 2020 roga Ne 112

B ormMeTrke 0 TDpPWIOKEHMHM MOXKET YKa3blBaTbCsl COKPAIIEHHOE HAaWMEHOBaHHE
TOCYJapCTBEHHOTO OpraHa, oOpraHa MeCTHOro camoynpaBieHus). CTpOKHM peKBH3HTa
BBIPaBHUBAIOTCS IO JIEBOMY KParO WM HEHTPUPYIOTCSI OTHOCUTENIBHO CaMOM JUIMHHOW CTPOKH.



Ecnu npuitokeHreM K paclopsiAUTEIbHOMY JOKYMEHTY SIBJISIETCS HOPMATUBHBIN IIPAaBOBOU
aKT WJIM WHOM JOKYMEHT, YTBEPKIAEMbII JaHHBIM PaCIOPSAUTEIBHBIM TOKYMEHTOM, Ha IEPBOM
JMCTE TMPUIIOKEHUS TPOCTABIISIETCS] OTMETKA O MPUIIOKEHUH (0€3 CChUIKU Ha pacopsIUTEIbHBIN
JOKYMEHT) W Tpu] YyTBEpXKACHUSA, B KOTOPOM YKa3bIBAIOTCS JaHHbIE PACHOPSIUTEIBHOTO
JIOKYMEHTA, KOTOPBIM YTBEPXKICH JOKYMEHT-IIpuiioxeHue. Hampumep:

[Ipunoxenne Ne 1

YTBEPXIEHO
[Ipukazom (HaumeHoBanme  rocyaapCTBEHHOTO oprasa, opraHa  MECTHOI'O
CaMOYIIpaBIICHHS)

ot 18 mag 2020 roma Ne 67

Ecnu ogHUM pacnopsiAMTENbHBIM YTBEPKIACTCS HECKOJIBKO JIOKYMEHTOB, Ha KaXJIOM M3
HUX 0(OPMIISIOTCS OTMETKU O MPUIIOKEHHUH, BKIIIOYAIOIIUE TPUQ YTBEPKICHUS.

19. I'pu¢ cormacoBanus JOKyMEHTa

[IpocTaBnsieTcs Ha JOKYMEHTax, COTJIACOBAaHHBIX OpraHaMH BIACTH, JOJDKHOCTHBIMH
munamu. ['pug corimacoBaHus B 3aBUCHUMOCTH OT BHJA JOKYMEHTa U OCOOEHHOCTEH ero
o(opMIIeHHST MOXKET MPOCTABIATHCS:

— Ha TIEPBOM JIUCTE JOKYMEHTA (€CITU JOKYMEHT UMEET TUTYJIbHBIN JTUCT, — HA TUTYJIHLHOM
JUCTE) B JIEBOM BEPXHEM YUy Ha ypoBHE rpuda YTBEPKICHUS WIH IOJI HAMMEHOBAHUEM
JOKYMEHTa OJIMKe K HIDKHEMY TTOJTIO);

— Ha IMOCJICAHEM JINCTE JOKYMCHTA 110 TECKCTOM,
— Ha JUCTC COIJ1aCOBaHUs, ABJIAIOIINMCA HEOTHEMJIEMOM YaCThIO HAOKYMCHTA.

I'pud cornmacosanus cocrout u3 cioBa «COI'JTACOBAHOY, 10oMmKHOCTH JIAIA, C KOTOPBIM
COTJIaCOBaH JOKYMEHT (BKIIIOYAas HAaWMEHOBAaHHE OpraHW3aliu), €ro COoOCTBEHHOPYYHOM
MTOIMTMCH, MHHUIIUAJIOB, (DaMUJINH, JaThl coriacoBanus. Hampuwmep:

COT'JIACOBAHO
PykoBoautens JlenapramenTa
3/1paBOOXpPaHEHUs

[Moanmuce N.0O. ®amunus

Jara

Ecin COIIaCOBaHUE OCYLIECTBIIAETCS COBCILATENBHBIM, KOOpJMHALIMOHHBIM
MCTOAUYCCKUM WX HWHBIM OpPraHoM, B FpI/I(be CorjiaCoBaHus YKa3bIBA€TCSA HAMMCHOBAHUWC
opraHa, JaTa ¥ HOMEp IPOTOKOJIa, B KOTOPOM 3a()MKCUPOBAHO PELICHHE O COIVIACOBAHUM.
Hanpuwmep:

COI''TACOBAHO

Hay‘—IHO-TeXHI/I‘-IeCKI/IM COBETOM



(mpoTOKOJI OT Ne )

Ecnu cormacoBanme OCYHICCTBIACTCA IMHUCBMOM, YKa3blBalOTCA BHJA  OJOKYMCHTA,
HaNMMCHOBAHUC OpraHa, COTJIaCOBABLICTO JOKYMCHT, JaTa U HOMECP ITHUCbMaA. HaHpHMep:

COT'JTACOBAHO
nucbMo PenepanbHOro apXUBHOTO

are’HTCcTBa OT Ne

20. Bu3a

Buza saBugercas OTMETKOM O BHYTPEHHEM  COINIaCOBAHUHN IIPOCKTAa JOKYMCHTA,
CBUACTCIIBCTBYET O COIIaCHMH MJIM HECOITIACHH OOJIKHOCTHOIO JIMIa C COACPKAaHHUEM IIPOCKTa
HAOKYMCHTA.

Bu3za BriroyaeT HAMMEHOBAHUE JOJHKHOCTH JIMIA, BU3UPYIOLIETO JOKYMEHT, YKa3aHHOE B
MMEHUTEIILHOM TMajieke, MOAMNKUCH, PAacHIM(PpPOBKY MOANHCH (MHULKANBI, (aMHIWIO) U JAaTy
BU3UpoBaHus. Hanpumep:

PykoBoguTens 0OpUANYECKOTO OTIEIA
IMonmuce N.0. ®amunns

JlaTa
[Tpu HanMuUMK 3aMeYaHMii K TOKyMEHTY BU3Y O(DOPMIISIOT CIEeIyIOIIMM 00pazoMm:

3ameuaHus IpUJIararTCs.
PykoBoguTens 0OpUANYECKOTO OTEIA
IMonmuce N.0. ®amunns

JlaTa

B rocynapcTBeHHBIX OpraHax, opraHax MECTHOTO camoyIpaBiieHus, npumenstomux CO/1,
COIIACOBAaHUE MOXKET MIPOBOAMUTHCS B 2JIEKTPOHHOU (hopMe.

B nokymeHTax, MOAJMHHMKHM KOTOPBIX XpaHITCA B TOCYAApCTBEHHOM OpraHe, OpraHe
MECTHOI'O CaMOYNpAaBIEHUS BU3bl IPOCTABISAIOT Ha IOCJIEIHEM JIUCTE JOKYMEHTA IIOJ
HOJKCHI0, HA 0OOPOTHON CTOPOHE MOCIIETHEro JINCTA MOIJMHHMKA JOKYMEHTa WIN Ha JIMCTE
COIIacCOBaHUS (BU3UPOBAHUs), IPUIIAra€MOM K JIOKyMEHTY.

B HCXOOAIMNX JOKYMCHTaxX BHU3bI IPOCTABIIAIOTCA Ha JK3CMILIApax JOKYMCHTOB,
noMECIacMbIX B JCJIO.

[Ipn HE0OXOIMMOCTH MOXKET MPUMEHSATHCS MOJUCTHOE BU3MPOBAHME JOKYMEHTa U €ro
MIPUJIOKEHUH.

21. ITogmuce



[loanuck BKIIOYAaeT: HAaMMEHOBAHHE JOLKHOCTH JIMIA, MOAMMCABILEr0 JOKYMEHT (Tpu
UCIIOJIb30BaHUHU OJlaHKa JIOJDKHOCTHOTO JIMIla HAaMMEHOBAHME JOJKHOCTH HE YKa3bIBaeTcs),
JMYHYIO MOJIUCH U €€ paclupoBKy (MHULIMANBI U (hamuuio). Hanpumep:

3amMecTUTENb PYyKOBOIUTEIS [Tonmuce N.0. Gamunus

Ecmm noxymeHT odopmiieH He Ha OjlaHKe, B HAaMMEHOBAaHWE JODKHOCTH BKIIOYACTCS
HaMMEHOBaHME opranuzanuu. Hampumep:

3amecTuTeNb PyKOBOIUTENS
denepanbHOTO APXUBHOTO
areHTCTBa [Moanuce A.B. IOpacos

Ecmu moxymeHT (nmenoBoe muchbMoO) odopmiieH Ha OJIaHKE MHChMa TOCYIapCTBEHHOTO
OpraHa WJIM OpraHa MECTHOTO CaMOYIIPABJICHUS, HO TOJMUCHIBACTCS PYKOBOAUTEIEM
CTPYKTYPHOTO TMOApa3fcieHuss (P HaJUYUM y HEr0 TaKuX TOJHOMOYHWI), B TOAMUCH
yKa3bIBAETCsl IOJDKHOCTD JIMIA U HAMMEHOBAaHUE CTPYKTYPHOTO mojpasnenenus. Hampumep:

PykoBoaurens
JenapramenTa
KaMepaJIbHBIX MPOBEPOK [Tonmuce N.0. Gamunus

[Tpu opopmiieHnH 10KyMeHTa Ha OJaHKe JOJKHOCTHOIO JIMIA AOJIKHOCTh ATOTO JIMLA B
MOAINUCH He yKa3biBaeTcs. Hanpumep:

Iloanuce N.0. ®amunus

[Ipu moamucanuu MOKYMEHTa HECKOJBKHUMH JOJKHOCTHBIMU JIUIIAMHU, 3aHHUMAIOITUMHU
pa3HOe TOJIOKEHHE, WX MOJINUCH PACIOiaraloTcsi OJHA MOJ JAPYrod B MOCIEAOBATEIbHOCTH,
COOTBETCTBYIOIEH cTaTyCy JojkHOCTH. Hampumep:

3aMecTUTENb PYKOBOIUTES Ilonnuce N.0. ®amunnus

['maBHBI OyxranTep [Tonnuce N.0. Gamunus

HpI/I MOoATMMCAHUN JOKYMCHTA HCCKOJIBKMMH JIMAaMH PaBHBIX )IOJ'DKHOCT@fI HUX IIOAITMCHU
pacnojrararorcd Ha OAHOM YPOBHC. HaHpI/IMepZ

3amMecTUTEh MUHUCTPA 3amMecTuTeh MUHUCTPA
1Mo (MHAHCOBBIM BOTIPOCaM 10 a/IMUHUCTPATUBHBIM BOIIPOCaM
IToamce N.0. Gamunusa TToamce N.O. ®amunus

B nokymeHTax, MOATrOTOBJIEHHBIX KOMMCCHEH, B IMOJAINUCH YKa3blBae€TCAd CTATyC JIMIA B
cocraBe komuccuu. Harmpumep:

[Ipencenarens komuccuu [Tonnuce N.0. ®amunus



YrieHbl KOMUCCUU Tloamuce N.0. ®amunus

Tloamuce N.0. ®amunus

HpI/I MNOANMUCAaHUMU JOOKYMCHTA JIMOOM, HWCIOJHAOIIUM 00s13aHHOCTH PYKOBOOUTEIIA,
noanuch ohopMIISIETCS ¢ YKa3aHHUEM CTaTyca JIOJHKHOCTHOTO JIMIA B COOTBETCTBUHU ¢ [Ipukazom
(pacnopsixenuem). Hanpumep:

N.o. nupekropa Jlemapramenrta
MH(POPMALMOHHBIX TEXHOJIOTUN [Toanuce N.0. ®amunus

HJIN:

Hcnonusromuii 00s13aHHOCTH
nupekropa [lenapramenTa
MH()OPMAITMOHHBIX TEXHOJIOTHUHA Iloxmuce HN.0. ®amnnnsa

CrnoBa «UCHONHSIONUI O0S3aHHOCTH» MUIIYTCS TOJHOCTHIO WU B BUAE TpadUvecKoro
COKpAIICHHS «1.0.» (HE: «BPEMEHHO HCTIOTHSIOMNUNA 00S3aHHOCTIY, «BPHUOY»).

HpI/I MNOANMUCAHUN NOKYMCHTA JIMOOM, UMCIOLIUM IIpaBO HOANHNCH B ClIydya€ BPEMCHHOI'O
OTCYTCTBHA PYKOBOAUTCIIA, HCIIPABJIICHHA B HAWMCHOBAHHUE OOJDKHOCTU H paCHII/ICprBKy
(l)aMI/IJ'II/II/I MMOATOTOBJICHHOI'O MU COITIACOBAHHOI'O IMPOCKTA HJOKYMCHTA BHOCATCA OT PYKU HIIU C
HCIOJIb30BAHUECM COOTBCTCTBYIOIIUX IITAMIIOB. He AO0IYCKAC€TCA CTaBUTh KOCYIO UCPTY, HAAIINCH
«3a» nepea HauMMCHOBAHHUEM JOJKHOCTH JIMIAa B MOAIIUCHU, €CJIN JOKYMCHT MOAIMUCBIBACT HHOC
JOJIDKHOCTHOC JIMIIO.

22. OTMeTKa 00 3JIEKTPOHHOM MOAIHCH

PexkBu3uT wucnonb3yeTcss AN BH3YaJIM3alMU AJIEKTPOHHOW MOJAINKCH IMOJIydaTesieM
JOKYMEHTa TMpU OOMEHE OJJICKTPOHHBIMH JIOKYMEHTAMH, TIOJIUCAHHBIMU  YCHUJIICHHOMN
KBIM(ULIMPOBAHHOMN 3JIEKTPOHHOM MOAMHUCHIO.

Otmerka 00 SJEKTPOHHOM MOANUCH (HOPMUPYETCS U BHU3YAIU3UPYETCS MPOTrpaMMHBIMU
CpEICTBaMH B COOTBETCTBHHM C yCTaHOBJIEHHbIMU TpeboBanusamu [80]. Hampumep:

JlnpexTop menapraMeHTa AOKYMEHT NOANMCAH N.0. ®amunus
INEKTPOHHOA NOANMCHIO
Cepruduxar 1322 2ppp00000000001 1
Baageney Pamnmen Maa Orvectso
Aedcrauresen ¢ 01.06,2019 no 01.06. 2022

23. Ileuarts

[leyats 3aBepseT MNOUIMHHOCTh MOANKCH JOJDKHOCTHOTO JIMIA HAa JOKYMEHTax,
YIOCTOBEPSAIOLINX paBa JINL, GPUKCUPYIOMUX (PaKThl, CBA3aHHBIE ¢ (PUHAHCOBBIMU CPEICTBAMH,
a TaKkKe Ha MHBIX JOKyMEHTax, IPEeIyCMAaTPUBAIOIIUX 3aBEPEHUE IOANUCH II€YaTblO B
COOTBETCTBHH C 3aKOHOAATENBLCTBOM Poccuiickoit denepanuu.

JlokyMeHTBl ~ (eiepalIbHOTO  TOCYJapCTBEHHOI'O  OpraHa 3aBepsiloT  Ie4aTbio ¢
BocmpousBenaeHnemM [ocymapctBenHoro rep6a Poccuiickoit ®denepanuu, rocyaapCTBEHHOTO
oprana cyobekta Poccuiickoit ®enepanuu — T1e4YaTBIO C BOCIPOM3BEICHHEM Tepoda



(repanbpauueckoro  3Haka) cyObekra  Poccuiickoit  @enmepanuu, opraHa  MECTHOTO
caMOympaBlieHUs] — Ie4aThl0 C BOCIpOM3BEACHHEM repla (repanbIndyeckoro 3Haka) opraHa
MECTHOT'O CaMOYIPaBJICHUSI.

OTTHCK TIeYaTH TMPOCTABISETCS, HE 3axXBaThiBas COOCTBEHHOPYYHOH TIOANMCH JIUIIA,
MOJMHUCABIIET0 JOKYMEHT HIM Ha Mecre, oOo3HaueHHOM «MII» («Mecto medatm»), ecnu
JOKYMEHT TIOJrOTOBJICH Ha OCHOBE YHU(PHUIIMPOBAHHON (opMBI (11abIoHa).

24. OTMeTKa 00 UCIIOHHUTENE

Bxurouaer daMunnio, UM M OTYECTBO HCIOJHUTENS (OTBETCTBEHHOIO HCIOIHUTEIS),
HOMEp ero TenedoHa, MOXKET JOIMOJHATHCA HAMMEHOBAHUEM JIOJDKHOCTH HCIIOJTHHUTENS
(paboTHUKA, TOArOTOBHMBIIETO MPOEKT JOKYMEHTa), HANMEHOBAaHHEM CTPYKTYpPHOTO
MO/Ipa3esICHUs U aIpeCOM IEKTPOHHOM NOYTHI UCIIOTHUTEIS.

OtmeTrka 00 wucnonHuTene oQopmisgeTcss Ha JMIEBOW CTOPOHE TIOCIETHEro JIMCTa
JOKYMEHTa OT TPAaHUIIbI JIEBOTO TOJIA WM, TPU OTCYTCTBUU MECTa, — HA OOOPOTHOW CTOpPOHE
BHU3Y cieBa. Hanmpumep:

WBanos MBan MBanoBu4, KOHTpOJIBHOE ynpaBiieHHE, BETYIIMNI CIIEIIMAIACT

+7 (499) 900-00-00, IvaNeov Il@gov.ru

BHYTpeHHI/IMI/I HOPMAaTUBHBIMHU  JOKYMCHTAMU T'OCYyHAAPCTBCHHOI'0O OpraHa, OpraHa
MCCTHOI'O CaMOYIIPAaBJICHHUA MOXKET OBITH npeaAyCMOTPCHO YKAa3aHUC B Ka4YCCTBC HCIIOJIHUTEIICH
HAOKYMCHTa pyKOBOHHTeHeﬁ CTPYKTYPHBIX HOI[paSI[eJ'IeHI/Iﬁ HWIN MHBIX JOJDKHOCTHBIX JIMII.

OTmeTka 00 UCTIONHUTENE MOXKET OQOPMIISATHCS KaK HIKHHNA KOJOHTHUTYJ M IeYaTaTbCs
mpu(TOM MEHBIIIETro pasmepa.

25. OT™MeTKa 0 3aBEpeHUH KOIIUH

Odopmiisiercst A MOATBEPKACHUS COOTBETCTBUS KONHMM JOKyMEHTa (BBIUCKH U3
JOKYMEHTa) MOJJUHHUKY JoKyMeHTa. OTMeTka O 3aBepeHUH KOMHUU NPOCTAaBISETCS Ha
CBOOOJHOM OT TEKCTa MECTe IOJ TMOANMUCHI0 (TMPH €€ HaJMYUHM) WIH, NPH OTCYTCTBUHU
CBOOOJHOIO MECTa Ha JINIEBON CTOPOHE TOKYMEHTa, Ha 000pOTE JOKYMEHTA U BKJIIOUYAET: CIOBO
«BepHOo», HaMMeHOBaHWE JOJHKHOCTU JIMIlA, 3aBEPUBLIETO KOMMIO; €ro COOCTBEHHOPYUHYIO
MOJMKUCH; pacIn(poBKY NOAMUCH (MHULIMAIBI, (PaMUIIUIO); ATy 3aBEPEHUs] KOTUU (BBIUCKHU U3
nokyMeHTa). Harmpumep:

BepHao

3aB. OTJEIOM TOCYJapCTBEHHOM
CI1y>KOBblI, KaJIpOB U Harpaj
Hara

Iloamuce HN.0. ®amnnns

Eciu komms BeIaeTCsA A NpCACTaBJICHHUA B OPYT ot I‘OC}’I{&pCTBCHHHﬁ opraH, opraH
MCCTHOI'0O CaMOYIIPABJICHHUA WM OpraHu3alunio, OTMETKa O 3aBCPCHUU KOIIMU JOIIOJIHACTCSA
3alMUCbI0 0 MCECTC XpPaHCHHA NOKYMCHTaA (HOI[J'II/IHHI/IKa niIn 3aBepeHH0171 KOHI/II/I), C KOTOpPOro
OblJ1a U3rOTOBJICHA KOITUA, U 3aBEPACTCA MCYAaTbIO OpraHu3aluu.

[MoyMHHNK TOKYMEHTa HaxoauTcs B «HanMeHoBaHHME TOCYJapCTBEHHOTO OpraHa, OpraHa
MeCTHOTO caMmoympasienus» B nene Ne 01-05 3a 2019 r.»



Ha xommsx MHOTOCTPAHUYHBIX NOKYMCHTOB OTMCTKA O 3aBCPCHHUU KOIMUH IMPOCTABIIACTCA
Ha KaXXJIOM JIMCTC JOKYMCHTA MW HA MOCICAHEM JIUCTE IMPOMINUTOro HWJIN CKPECIJIICHHOI'0O MHBIM
o6pa30M AOKYMCHTA. 3amuck 0 MecTe HaxXOXXIACHUA TONJIMHHUKA ITPOCTABIACTCA TOJIBKO Ha
MOCJICIHEM JIUCTC JOKYMCHTA.

I[J'ISI 3aBCpCHUA KOIIMU HOOKYMCHTA, W3rOTOBJICHHON Ha 6YMa)KHOM HOCHTCIIC, MOXCET
HCIIOJBb30BAaThCsA IITAMII.

Konum  3MeKTpOHHBIX  JOKYMEHTOB,  HAampaBisieMblX [0  HH(GOPMAIUOHHO-
TEJIEKOMMYHUKAIIMOHHBIM KaHallaM (cetu «Mutepuer»y, CDOJl), 3aBepsroTcss 3IEKTPOHHOU
MOJIMKUCHI0 PYKOBOAUTENSI OpraHU3allui UM UHOTO YIOJHOMOYEHHOTO UM JIMIIA U BBICBHLIAIOTCS
MOJTyYaTEN 0 C COMPOBOJIUTEIHHBIM TUCHMOM B (DOPME IIEKTPOHHOTO JJOKYMEHTA.

Kormmu OJICKTPOHHBIX JOKYMCHTOB Ha CbI/ISI/I‘IeCKI/I 000CO0JICHHBIX HOCHTEJSAX BEICBIJIAFOTCS
oJIy4aTeiro ¢ COImpoBOAUTCIIbHBIM ITMCbMOM Ha GYMa)KHOM HOCHUTCIIC.

B COIIPOBOAUTCIIBHOM IMHUCHME K KOITHUAM 3JICKTPOHHBIX JOKYMCHTOB YKAa3bIBACTCA:
— HAUMCHOBAHHUC HH(bOpMaHHOHHOﬁ CHCTEMBI, B KOTOpOfI XpaHATCA JOKYMCHTBI;
— HAMMCHOBAHUA JOKYMCHTOB, KOIIMHU KOTOPBIX HAIIPABJIAIOTCA MMOJTYHYATCIIIO,

— Ha3BaHMA (aiJIOB JOKYMEHTOB C YKa3aHHWeM (opMmaroB (aillioB M oObeMa KaXkIoro
¢aiina B GaiiTax;

— JAaTa U3roToBJICHUA U 3aBCPCHUA KOIIHU.

[Ipu »ToM Ha Qu3nMyecku O00OCOOJEHHOM HOCHUTENE HECMBIBAEMBbIM MapKepoM
ykasbiBaetcs: «IIpunoxenue k nmuceMy ot (nata) Ne ...».

Komust a1ekTpoHHOro MOKyMEHTa, NpeAcTaBiIeHHas B BHAE JTOKyMEHTa Ha OyMa)kKHOM
HOCHUTeNe, 3aBepsieTcs B TOpPSJIKE, YCTAHOBJIEHHOM ISl 3aBepeHHs] KONHUM JOKYMEHTOB Ha
OyMa)XHOM HOCHUTEJe, C yKa3aHHEeM, B Kakod HH(OPMAIMOHHONH CHCTEME XPaHUTCS
3JIEKTPOHHBIN TOKYMEHT.

26. OT™MeTKa 0 IOCTYIUICHNH JJOKYMEHTa

CayXuT 1711 TOATBepkKAeHUs (hakTa MOCTYIUICHUS JOKyMEHTa B TOCYAapCTBEHHBINA OpraH,
OpraH MECTHOTO CaMOYINpaBJICHUS M BKIIOYAET JaTy IMOCTYIUIGHHS M BXOZSIIHNA
pEeTUCTpaIMOHHBII HOMEp JOKyMeHTa. [Ipu HEeoOXOTUMOCTH OTMETKAa O TMOCTYIUIEHHH MOXKET
JOTOJHATECSA yKa3aHHEM BPEMEHH IOCTYIUICHHS B 4acaX M MHHYTaX W CIOco0a JOCTaBKU
nokyMeHTa (Harpumep, «Iloctynuno no MO/10»).

OTMeTKa O TIOCTYIUICHHH JIOKYMEHTa MOXET MPOCTABISITBCS C ITOMOIIBIO IITamIia
(1rraMios).

27. Pe3omommsa

Pesomiorss Ha JOKyMEHTEe — YyKa3aHHE II0 WCIOJHEHUIO JOKyMeHTa. Pesomrorms
oopmisieTcss Ha CBOOOTHOM MecTe pabouero moiisi AOKyMEHTa, Ha OJIaHKe pPEe30JIOIHMU WU
BHOcHTcs HenocpeacTBeHHO B OPK nokymenrta B CO/L.

Pezomronust  gomkHa BKIHOYATh:  pammwinio  (pamMHInM), HHULIHAAIBL  HMCIIOJHUTEIS
(ucnonmHuTENEH), MOPYUYEHUE IO TOKYMEHTY (KOHKPETHOE 3aJaHue MO HUCIOIHEHHUIO JOKyMEHTa
Wi GOpPMYIUPOBKY LEJIHU PACCMOTPEHHUS JOKYMEHTA), P HEOOXOAUMOCTH — CPOK UCIIOJIHEHUS,



MOAIUCH JIMIA, BBIHCCHICTO PEC30JIFOIINI0, JATy PC30JIIOLUH.

HpI/I YKa3aHN HECKOJIbKUX HCIIOJIHUTEIICH (1)aMI/IJ'II/Iﬂ OTBCTCTBCHHOI'O HCIIOJITHUTCIIA
YKa3bIBaACTCA nepBoﬁ, MMOAYCPKUBACTCA NI 0003HaYaeTCs CIOBOM «OTB.)» (((OTBCTCTBGHHBIﬁ))).

28. OT™meTKa 0 KOHTpOJIE

OtMmeTKa CBUACTCIILCTBYET O IIOCTAHOBKC JOKYMCHTA Ha KOHTPOJIb, IPOCTABIIACTCA
mTaMIIOM ((KOHTpOJ'IB» Ha BCPXHEM II0JIC IOKYMCHTA.

CBenieHHs 0 MOCTAaHOBKE HA KOHTPOJIb JIEKTPOHHOTO TIOKyMeHTa pukcupyrorcs B OPK.

29. OTMeTKa O HaMpaBIICHUH JOKYMEHTA B AEJIO0

Omnpeznensier MeCTO XpaHeHHs JOKYMEHTa I0CJIE 3aBEPIICHUs Pa0OThl ¢ HUM M BKIIIOYAET:
cioBa «B neno», MHIEKC Aella MO HOMEHKIATYpE JEJ, B KOTOPOE MOMEINAETCS NOKYMEHT Ha
XpaHEeHHe, C yKa3aHWeM Troja, JOJDKHOCTH JIUIA, O(OPMHBILETO OTMETKY, IOJAIMUCH, IaTHI.
Hanpumep:

B neno Ne 01-18 3a 2020 1.
3aB. OT/EJIOM ayanuTa

[Toamuck [ara

OTMeTKa 0 HaIllpaBJICHUKU JOKYMCHTA B ACJIO MOXKET OOIOJHATHCA KPAaTKUMH CBEACHUAMUA O
XapaKTepeC UCIIOJIHCHUA JOKYMCHTA.

CBenenus o 1ierne, B KOTOPOE BKIIFOUEH 3JIEKTPOHHBINA JOKyMEHT, Gpukcupyercs B DPK.

[Tpunoxxenue Ne 4
ITPUMEPHBII ITEPEYEHD YTBEPXXJIAEMBIX JIOKYMEHTOB

1. AxTel (B cilydae, €claM 3TO MPEIyCMOTPEHO YHUGHUIMPOBAHHOW (opmoil akra win
HOPMAaTHUBHBIMU IIPABOBBIMHU aKTaMH).

2. I'papuxu paboT, OTIYCKOB, CMEHHOCTH.

3. JIoMKHOCTHBIE HHCTPYKIIMH, TOJKHOCTHBIE PETIIAMEHTEHI.

4. UHcTpyKuuu (TEXHOJIOTUYECKHUE, 10 TEXHUKE O€30MacHOCTH U Jp.).
5. Knaccudukatopsl vHGOpMaIH, JOKyMEHTOB.

6. MeTtoanueckne peKOMEeH1allui, METOANYECKNE YKa3aHUsl, METOIUKH.
7. Homenkiatypa Jei opraHu3aiuu.

8. HopMbl u HOpMaTuBBl (BPEMEHM, YHCIEHHOCTH pAOOTHUKOB, pacxoja ChIPbi U
MaTepHUasioB, dJICKTPOIHEPTHH ).



9. Onucu aen (OCTOSAHHOTO, BPEMEHHBIX (CBbILIE 10 JIET) CPOKOB XpaHEHHUS U 10 IUYHOMY

COCTaBy).

10. OtueTs! (O BBINOJIHEHUH TUIAHOB, IPOTPaMM U JIp.).

11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.

[epeunu (moMmKHOCTEH, OpraHU3aMid, BUIOB HH()OPMAIIHH, JOKYMEHTOB).

[1nanb! (KpoMme OnepaTUBHBIX).
[Tonutukwu.

ITonoxenus.

[Topsiaxn.

IIpaBuna.

[Iporpammsl.

PernmamenTs (B TOM 4HCIie aIMUHUCTPATUBHBIC).

CranzapThl OpraHU3aluu.

CrpykTypa ¥ mTaTHasi YUCICHHOCTb.
YcTaBHL.

YuudunupoBanHsie GOpMbI JOKYMEHTOB.

[[IraTHOE pacnucaHue.

ITpunoxenue Ne 5

ITPUMEPHEIN IIEPEYEHD JIOKYMEHTOB, 3ABEPSEMBIX ITEYATEIO

1. ApxuBHas crpaBka.

2.

AKTBl  (TIpueMa 3aKOHYEHHBIX CTPOUTEIHCTBOM

BBIIIOJIHCHHBIX pa60T, CIIMCaHu, BKCHepTI/BH).

00BEKTOB,

00opyIoBaHU,

3. Konuu W BBIIUCKH U3 AOKYMCHTOB, BbLIJABACMBIX [JIsI MNPCACTABICHUSA B OPYruc
OopraHu3anunu.

4. OO6pa3upl OTTHCKOB IeYareil M MOoAmMucedl paOOTHUKOB, MMEIOMIMX IPAaBO COBEPIIATH
(MHAHCOBO-XO03HCTBEHHBIE ONEpaLUU.

5. HopyquI/I;[ (6IO,Z[)KGTHLIG, 6aHKOBCKI/Ie, TIICHCUOHHBIC, IIJIAaTC)KHBIC, HHKACCOBBLIC B 0aHK
Ha MOJTYYCHUC MHBAJIIOTBI CO CUCTOB, IIEPCBO/ BaJ'IIOTBI).

6. IlpencraBiaeHuss W xoparaiicTBa (0 HarpaxJIe€HMM TIOCYIAapCTBEHHBIMH HarpagamMu MU
MIPEMUSIMH).



7. PeecTpbl (4eKOB, IOPYUYEHUH, TPEICTABIAEMBIX B OaHK).
8. CBeieHHs O TPYIOBOM JAESITEILHOCTH PaOOTHHUKA.

9. CrmpaBku (0 goxojax (DPU3UYECKHUX JIKI[, O BBIILUIATE CTPAXOBBIX CYMM, O OaJaHCOBOM
CTOMMOCTH OCHOBHBIX (DOHJIOB, 1O NMEPCOHU(PULIUPOBAHHOMY YyUeTy, OPOPMIICHHIO CTPAaXOBBIX
CBHJIETCIILCTB, 110 3alpocaM OpraHU3alldil, M0 JOKYMEHTaM, MPEJOCTaBIIEMBbIM B CYI, — IO
HEOOXOAUMOCTH).

10. TpyioBble KHXKKA PaOOTHHKOB.

11. YaocToBepeHus: pabOTHUKOB.

ITpunoxxenne Ne 6

IIOJTOTOBKA
¥ O®OPMJIEHHE IIPOEKTOB 3AKOHOJATEJIbHBIX AKTOB
POCCHMCKOM ®EIEPAITAN

1. TocymapcTBeHHbIE  OpraHbl, OCYIIECTBISIOUIME  (QYHKIMM TIO  BBIpabOTKe
rOCyJapCTBEHHOM IOJUTUKM M HOPMAaTHUBHO-IIPABOBOMY pEryJHMPOBAaHUIO B YCTAHOBIICHHOMN
chepe AeSITeTbHOCTH, pa3pabaThIBAlOT MPOEKTH (eiepaIbHbIX 3aKOHOB BO HCIIOJIHEHHE aKTOB
3akoHojatenbcTBa Poccuiickon  @enepanuu, IUIAHOB  3aKOHOMPOEKTHOM  AESTEIbHOCTH
[IpaBuTenscTBAa M COOTBETCTBYIOUIMX MOPYUYEHUH, a Takke B MOpPSAKE 3aKOHOAATEIbHOM
HNHUIINATHUBEIL.

2. 3aKOHOMPOEKTHI, MOJAroTaBivMBaeMbie sl BHeceHuss B IlpaButenscTtBo Poccuiickoi
®enepanyn, nevatarotes mpudTom Ne 15 Ha cTangapTHBIX JrcTax Oymaru ¢popmara A4.

Ha nepBoil cTpaHuile 3aKOHONPOEKTA B MpeaeaaXx BEpXHEW M MPaBOW IpaHUIl TEKCTOBOTO
noist nmnpocrasisieTcss nomerka: «Buocutca IlpaBurensctBom Poccuiickonn  denepanum.
[TomeTka neuvataercs yepe3 | HHTEpBaI U BBIPABHUBAETCS T10 JIEBOW IPAHUIIE.

Ha paccrosinun mexxctpouHoro uHTepBasia 24 nt [81] OT mOMETKH y MpaBOW TpaHUIbI
TEKCTOBOTO 1oJIs eyaTaercs ciioBo «IIpoekTy.

3. 3aKOHOMPOEKT UMEET CIeAYIOUINE PEKBU3HUTHI:
HaumenoBanwue Bua akra -

®EJIEPAJIBHBI KOHCTUTYIIUOHHBIN 3AKOH nmu ®EJEPAJIBHBIA 3AKOH —
OTACIIACTCA OT CJIOBA «HpoeKT» MECKCTPOYHBIM HHTEpPBAJIOM 42 T, IeYaTacTCA MPOINHNCHBIMU
OykBamu pasmepoMm Immpudra No 22 ¥ MOXKET OBITh BBIJECICHO TONYKUPHBIM HIPUPTOM.
BripaBHuBaeTcs 110 LEHTpY.

3arooBOK OTHENSETCS OT MPEABIIYIIEr0 PEKBU3UTA MEKCTPOUYHBIM MHTEpBajIoM 38 MT U
nevaraercss yepe3 | WHTepBaj, BbIAEISETCS MOMYKUPHBIM IIPUPTOM MU BBIPABHUBAETCS IIO
ueHtpy. Ilumercs ¢ nmponucHoi OyKBbI U OTBe4aeT Ha Borpoc: «O yem?» u3/laH 3aKOH WU B
HEM IMPHUBOJMUTCS Ha3BaHHME Kojekca (Harmpumep: ApOUTpa)xKHBIH MPOLECCYyalbHBIM KOAEKC
Poccuiickoii @eneparum). Touka B KOHIIE 3ar0JIOBKa HE CTABUTCHI.



B 3arosoBke 3aKOHONPOEKTa O BHECEHHMM U3MEHEHMM B JCUCTBYIOIIUE 3aKOHBI
HEO0OXOJUMO Ha3bIBaTh MPUYMHBI BHECEHHUS MU3MEHEHHM MM KOHKPETHYI0 HOPMY, B KOTOPYIO
BHOCATCS W3MEHEHHs, a B Cllydac HEOJHOKPATHOTO H3MEHEHHUS OJHOW M TOH KE HOPMBI
JOTIOJTHUTENBHO YKA3bIBaTh, B KAKOM MMEHHO YaCTH OHA U3MEHSETCH.

Hanpuwmep:

O BHeceHMHM U3MEHEHUW B 3aKOHOJaTelnbHble akThl Poccuiickoii ®denepanuu 00
aJIMMHUCTPATHUBHBIX NIPAaBOHAPYILIEHUAX B CBSI3U C IPUHATHEM 3eMeNIbHOro Kojekca Poccuiickoit
denepaunu

nin

O BHeceHMM H3MEHEHUM B MYHKT 2 ctatbM 855 I'paxknmanckoro koxaekca Poccuiickoit
denepanyu B 4aCTH IJIATS)KEH B OFOKET M BO BHEOIOKETHBIC (DOHIBI

TekcT otaensercs OT 3arojoBKa MEXCTPOYHBIMU MHTEpBasiaMu 36 — 48 NT U medataeTcs
yepe3 MeXCTPOUYHbIM UHTEpBal 24 NT.

TexkcToBasi 4acTh 3aKOHONPOEKTAa MOKET IMOJAPa3AeiATbCsA Ha mpeamOyly U OCHOBHYIO
4acTb.

OcCHOBHass 4acTh TEKCTa 3aKOHOMPOEKTa MOXET MOJpa3JeisaThCi Ha 4YacTH, pa3leibl,
MOApa3/Iesibl, TIaBkl, maparpadbl, CTaThU.

3arojoBKM 4YacTedl UM pa3[elioB IeyaTaloTCs MPONMCHBIMU OYKBaMH MOJY>KUPHBIM
mpUPTOM ¥ BBEIPAaBHUBAIOTCS MO IHEHTPY. Todka B KOHIIE 3aroyioBka He crtaBuTcs. Homepa
MPOCTABISAIOTCS pUMCKUMHU Idpamu. Hanpumep:

PA3JIEJ

[NPABO COBCTBEHHOCTHU U IPYIT'ME BEIIIHBIE ITPABA

[Monmpasmen wumeeT TMOPSAAKOBBI HOMEp, OOO3HAYEHHBIH PUMCKUMH IH(pamu, Hu
HanMeHoBaHue. OOoO3HaueHHe MoJpaszesa Ie4aTaeTcsi C INPOMHCHOW OYKBBI C a03amHOro
orctyna. HaumeHoBaHue nmoapas/iesia nevaTaeTcs MoIy>KUPHBIM MPU(TOM.

Hampumep:
[Toapazaen 1. O6mue monoxeHus: 06 00s3aTeTHLCTBAX

['maBel HymepyroTcsi apaOCKUMHM IM(ppaMHd U UMEIOT 3aroyioBku. O003HaueHUe TIJIaBbl
MeJaTaeTcss ¢ MPOMUCHOM OyKBBI, C a03alHOrO OTCTyma. 3arojlOBOK TIJIaBbI II€YaTaeTcs
MOJYKUPHBIM IIPU(PTOM B OJHY CTPOKY € O00O3HAUEHHEM HOMepa, MOcje KOTOPOro CTaBUTCS
TOYKA.

Hanpuwmep:
I'naBa 5. IlpaBa, 00s3aHHOCTH U OTBETCTBEHHOCTH

[Taparpa¢ o6o3HayaeTcsi 3HaKOM §, UMEET MOPSAIKOBBINH HOMEP, 0003HAYEHHBIH apaOCKUMU
uudpamMu U 3arojoBOK. 3arojloBOK Maparpada NMUIIeTCs] ¢ MPOMUCHON OYKBBI MOIYXKUPHBIM
mpUGPTOM B OFHY CTPOKY ¢ 0003HaUCHHEM HOMepa naparpada, mocjae KOTOPOro CTaBUTCS TOUKA.



Hanpumep:
§ 1. Xo3siicTBEeHHbIE TOBAPHUILECTBA U OOIIECTBA

CraThu HWMEIOT CKBO3HYIO Hymeparuio. [lopsakoBelii HOMep cTaThbul 00O3HAYaeTcs
apabckumu mudpamu. OO003HAYCHHE CTAaThU TI€YaTaeTCs C MPOMHCHOW OYKBBI C a03aIHOTO
OTCTyma. 3arojOBOK CTaThbU TEYaTaeTCsl C MPOMUCHOW OYKBBI MOMYXUPHBIM MIPU(TOM B OTHY
CTPOKY C 0003HaUeHHUEM HOMEpa, MOCie KOTOPOTO CTABUTCS TOUKA.

Hanpuwmep:
Cratbs 33. Ceprudukanus

B uckmrounTenbHBIX Cay4asx CTaTbss MOXKET HE MMETh 3arojoska. Ilpu ero orcyrcrBuu
CIIOBO «CTaTbhsD» U HOMEP BBIACISAIOT MOIYKHUPHBIM IIPUPTOM.

B 3aBHCMMOCTH OT COZEp)KaHUSI CTaThsi MOXET IOIPA3JCIATECA HA YaCTH, IYHKTBI,
MOAMYHKTHI, ab3arpl. Yactu o6o3HagaroTcst apabckumu mudpamu ¢ Toukod. Hymepamms
MYHKTOB OCYIIECTBIISIETCS apaOCKHUMHU ITU(PPaMU € 3aKPBIBAIOIIEH KPYTIIOi cKOOKOH. [ToamyHKThI
0003Ha4ar0TCsI OyKBaMHU PYCCKOTO alipaBUTa C 3aKPBIBAIOIICH KPYTIIOH CKOOKOM.

[Tognuce oTaensercs OT TEKCTa MEKCTPOYHBIM HMHTEPBAJIOM 36 NT U COCTOUT U3 CIIOB
«IIpesunent Poccuiickoit Penepanum». Cnosa «llpesunent» u «Poccuiickoit denepanumn»
IeYaTarTCsa B 2 CTPOKH 4epe3 OJIMH MEXCTpOUHbI uHTepBail. CiioBa «Poccuiickon @enepannm»
[IeYaTarTCsd OT JIEBOM I'PaHULBI TEKCTOBOIO IO, a clIoBO «lIpe3suaeHT» BbIpaBHUBACTCS IO
LIEHTPY OTHOCUTEIIBHO ITUX CIIOB.

Wuumman umenun u Qpamunus [lpesunenta Poccuiickoit @enepanyu ykas3bplBalOTCS MPHU
odopmIIeHNN IPUHATOTO 3aK0Ha B ['ocynapcTBenHoi [Jyme.

Buser IIPOCTaBJIAIOTCA Ha HHHCBOﬁ CTOPOHE IOCJICAHETO JIMCTAa 3aKOHOIIPOCKTa B HWKHEH
€ro 4acTtu.

4. OdopmiieHne TOSICHUTENBHON 3allUCKU K 3aKoHONpoekTy. [losicHuTenpHas 3amucka K
3aKOHOIPOEKTy meyaraercs: mpudpTom Ne 14 Ha craHmapTHBIX JucTtax Oymaru ¢gopmara A4 u
UMEEeT CIeAYIOINE PEKBU3UTHL.

HaumeHoBaHue BuAa JOKyMEHTa — I€4aTaeTcs MPONMHUCHBIMU OyKBaMH HW)KE TPAHUIIbI
BEPXHET0 MOJISl CTPaHMIIbl Ha 24 NT, BBIIEISIETCA MOMYKUPHBIM IIPUPTOM U BBIPABHUBAETCS 110

LEHTPY.

3aroyIoBOK OTHENAETCA OT MPEAbIAYLIEr0 PEKBU3UTAa MEXKCTPOUYHBIM HMHTEpBAJIOM 24 1T,
revyaTaercss CTPOYHBIMU OykBamMH udepe3 | MHTepBaj, BBIICISIECTCA MOIYXKUPHBIM IIPUPTOM U
BBIPABHMUBAETCS 110 LIEHTPY. TOUKa B KOHIIE 3ar0JIOBKAa HE CTABUTCSL.

B 3aromoBke k TEKCTY YKa3bIBACTCA IIOJTHOC HAa3BAHHC 3aKOHOIPOCKTA, K KOTOPOMY
OATOTOBJICHA IMOACHUTCIIbHAA 3aIIMCKa. HaHpHMep:

K mnpoekty d¢enepanbHoro 3akoHa «(O BHeCeHWHM HW3MEHEHHWH B crarthio 1 3akoHa
Poccuiickoii ®eneparuu «O MOJ0XOAHOM HAJIOTE ¢ (PU3UISCKUX JIHID)

TekcT oTaensieTcs OT 3arojoBKa MEKCTPOYHBIM HMHTEpBajioMm 24 — 36 NT W mevaraercs
yepe3 uHTepBai 18 0t Ha paccTostHuu 1,25 cM OT 1€BOi rpaHUIBI TEKCTOBOTO MOJIS.



TekcT momKeH cojepkaTh OOOCHOBaHHWE HEOOXOIMMOCTH TPUHATHS 3aKOHOMPOEKTa,
BKJIIOUAIOIIEE PA3BEPHYTYIO0 XapaKTEPUCTUKY 3aKOHOINPOEKTa, €ero Iejed, OCHOBHBIX
MOJIOKEHUH, MECTAa B CUCTEME JEHCTBYIOILIEr0 3aKOHOAATENIbCTBA, & TAK)KE MPOTHO3 COLUATIBHO-
SKOHOMHUYECKUX ¥ MHBIX TTOCIICJICTBUNA €T0 MPUHSATHS.

Obpa3zer; oopmiIeHHs 3aKOHONIPOEKTA IpUIaraeTcs.

Bnocurcs IIpaBurenscTBom
Poccuiickon @enepanumn

A
24 ot |
\V
[Ipoexr
A
|
42 nr | |
Vv
®EJIEPAJIBHBIN 3AKOH
A
|
38 it |
V

O MOCKOBCKOM roCyJJapCTBEHHOM YHUBEPCHUTETE
umenu M.B. JlomonocoBa u Cankr-IletepOyprckom
rOCy/apCTBEHHOM YHUBEPCUTETE

A

24 ot |
V
Cratbs 1. OTHOWIEHMS, perynupyemble HacTosmMuM DeepaabHbIM 3aKOHOM

1. Hacrosimmum @DenepanbHbIM 3aKOHOM OIPEIEISIFOTCS OCOOCHHOCTH TTPABOBOTO
MOJIOKEHUSI BEOYIIMX KJIaCCHYEeCKUX yHuBepcuTeToB Poccuiickoit denepauuu -
(denepaTbHOTO  TOCYJApCTBEHHOTO 00pa30BATEIbHOTO YUPEKACHHUS BBICIIETO
npodeccnoHansHOro0 00pa3oBanHus «MOCKOBCKHIA FTOCYAapCTBEHHBIA YHUBEPCUTET UMEHU
M.B. JlomoHocoBa» (nanee — MOCKOBCKHIA TOCy1apCTBEHHbIN YHUBEPCUTET UMeHU M.B.
JlomoHOCOBA) W ...

A
| ([lanee TekcT HE MPUBOAUTCS)
36 T
V
IIpesunent

Poccuitckoit deneparuu

O6pa3zer; opopmiIeHHs 3aKOHOTIPOEKTa

ITpunosxenue Ne 7



TIOATOTOBKA ¥ O®OPMJIEHUE 5
TIPOEKTOB AKTOB (VKA30B 1 PACTIOPSDKEHU)
TIPE3UIEHTA POCCHVICKOY ®EEPAITII

1. IToaroroBka U odopmiieHHEe HMPOEKTOB akTOB (yKa3oB U pacrnopsbkeHuil) [Ipesuaenrta
Poccuiickoit @enepanuu OCYyLIECTBISETCS T'OCYIapCTBEHHBIMU OPraHAMM B COOTBETCTBUM C
NopsiAkoM, ycTaHOBJIeHHBIM [Ipesunentom Poccuiickoit  @enepanuu, AIMHUHUCTpauen
IIpesunenra Poccuiickont denepanun, [IpasurenscrBom Poccuiickoit @enepanuu.

2. Ilpoextsl aktoB Ilpesunmenta Poccuiickoii @Pepepanuu M NOPUIOKEHUS K HUM
neyaTaroTcs Ha CTaHAApTHHIX jJuctax Oymaru A4 (210 x 297) mpudtom Ne 15. Bepxnee noie
JOKyMEHTa yCTaHaBJIMBaeTCs rpaHuiiaMu Onanka. Jleoe mone — 2,75 cM, mpaBoe — 2,25 ¢cM u
HIDKHee — He MeHee 2 cM. [Ipu opopmieHnn mpoekTa akTa Ha JABYX M OoJjiee CTpaHUIaX BepXHee
110JIe BTOPOM U MOCIEAYIOLUX CTPAHULL COCTABIISIET HE MEHee 2,5 cM.

3. IlpoexTtsl aktoB IIpe3unenra Poccuiickoit denepauinv UMEIOT CIEAYIONIUE PEKBU3UTHI:
HauMmeHoBanue Buja akta (Yka3 llpesupenta Poccuiickoit denepanuu Wik pacnopsiKeHUE
[Ipesunenta Poccutickoii denepariim), 3aroa0BOK U TEKCT.

3aroyIOBOK NEYATAETCs HA PACCTOSTHUM HE MEHEE 9 CM OT BEPXHETO Kpas JUCTa, MULIETCA C
MPOMUCHOW OYKBBI, BBIACNSETCA NOMYKUPHBIM MIpUPTOM. Touka B KOHIE 3arojioBka He
CTaBUTCS. 3aroJIoBOK, COCTOSIIIMI U3 OBYX U Ooyiee CTPOK, meyaraercs uyepe3 1 MexCTpOUHBIH
WHTEpBAaJ.

Havano u KoHel KaXI0W CTPOKM 3arojioBKa IEHTPUPYIOTCS OTHOCUTENIBHO CJIOB
«IIpesnnent Poccuiickoit @enepannn». B otaenbHbix pacniopstkeHusx [pesuaenta Poceuiickoin
denepary 3aroJ0BOK MOXKET OTCYTCTBOBATb.

TekcT oTnensieTcst OT 3aroj0BKa JIOMOJHUTEIbHBIM UHTEPBAJIOM 24 NIT U MeYaTaeTcs yepes
uHrepBan 18 ot [82].

Tekcr medaraercst OT J€BOW TI'paHUIIBI TEKCTOBOTO MOJISI M BBIPABHMBAETCS IO JIEBOM U
MpaBo# TpaHMIIAM TEKCTOBOTO moJis. [lepBas cTpoka aG3ama HauMHAETCs HA paccTostHUM 1,25 cm
OT JIEBOM T'PaHULIBI TEKCTOBOTO MOJIA.

TexcToBass 4acTh MOXKET MOJPa3JEIAThCS HAa KOHCTATUPYIOUIYI0 YacTh — MpeamOyiy U
MOCTAHOBJISIFOIIYIO YacTh (B PACTOPSKEHUH — PACTIOPSIAUTENBHYIO YacTh).

[Ipeambyna B ykazax Ilpesunmenra Poccuiickoit ®enepainuu 3aBepliaeTcsi CIOBOM
«TIOCTAHOBJISIIO», KOTOPOE MeYaTaeTcs Bpa3psaKy.

[TyHKTBI B TEKCTE HyMEpYIOTCSl apaOCKUMU IIUPpaMH ¢ TOYKON U 3ar0JIOBKOB HE UMEIOT.

[IyHKTBI MOTYT pa3ziensTbCsl Ha MOAMYHKTBI, KOTOPbIE MOTYT HYMEpOBaTbCsl apaOCKUMH
U paMu UM CTPOUHBIMU OYKBaMU C 3aKpbIBarOILEi KpyTiaoi CKOOKOM.

Bce u3sMmenenuss u J0MONHEHUS, BHOCUMBIE B paHee NPHUHATHIA yKa3 (pacrnopsikeHue),
JIOJKHBI COOTBETCTBOBATH CTPYKTYPE OCHOBHOI'O HOPMAaTUBHOI'O AKTA.

[lpu wammuum npunoxeHudd K ykasy (pacnopsbkenuio) IIpesunenta Poccuiickoii
denepanyy B TEKCTE HA HUX 00s13aTEIbHO JIEIAETCs CChLIKA.

JlomyckaeTcsi Tme4atarh TMPOMHCHBIMEH OyKBaMU M BBIICISATH IMIPUGTOM  APYroi
HACBIIIEHHOCTH ()aMUJIMKM TIPU TOATOTOBKE MPOEKTOB YKa30B (pacmopspkenuii) Ilpesumenta



Poccuiickoit @enepauuu 1O BONPOCAM HArpaXkJACHHUs TOCYIAApCTBEHHBIMM HarpajJaMu,
MIPUCBOEHUS MOYETHBIX, BOMHCKUX M ClleualbHbIX 3BaHUi Poccuiickoit denepanuu (B apyrux
CIIy4asiX HE pEKOMEHAYETCS).

[Toanuce oTnensieTcss OT TEKCTa JOTOJHUTEIHHBIM HHTEPBAJIOM 32 MT U COCTOUT U3 CIIOB
«IIpesunent Poccuiickoit denepanuny, naunuana nmenu u ¢pamunnu pesunenta Poccuiickoii
denepanuu.

CnoBa «lIpe3unent» u «Poccuiickoit denepanumy nedararoTcss B JIBE CTPOKH uepe3 |
MEXCTPOUHBIM MHTepBai. OT rpaHMLBl JEBOro Mojis Inedararorcs cioBa «Poccuiickoit
Oenepaumn», a cnoBo «IIpesuneHT» LHEeHTpUpYEeTCd OTHOCUTENIBHO 3TUX €10B. MHunMan umenu
u ¢amunus Ilpesunenra Poccuiickoii Pepepannu nedaTaroTcs y NpaBoil TPaHUIBI TEKCTOBOTO
TOJIA.

Mecto HU3JJaHus OTHCIACTCA OT NOANHNCH, KaK MPaBHUJI0, JOTTOJIHUTCIIbHBIM UHTCPBAJIOM 48
IT MEXKCTPOYHBIMH MHTCPBAIaMU U NTE€YATACTCA OT I'paHUILIbI JICBOT'O ITOJIA: MOCKBa, erMJ'H).

Ha PacCopsZKCHUAX MECTO U3AHUS HE IICHYATACTCA.

JlaTa mpocTaBIiseTCs MOCIe MOAMUCAHUS TOKYMEHTa, OPOPMIISIETCS CIIOBECHO-ITU(PPOBBIM
CIIOCOOOM M OTACNSIETCS OT PEKBH3UTa «MECTO W3IaHUsS» MEXKCTPOYHBIM HHTEpBaJioM 18 mT.
[TeuaraeTcs OT 1€BOM IPaHULIBI TEKCTOBOTO IOJIS.

HOMep IMPOCTABJIACTCA IMOCIIC MOANMHCAHUA, MEYATACTCA OT JIEBOM Ir'paHHUlbl TCKCTOBOI'O
IOJIAA U OTACIACTCA OT pCKBU3UTA «I[aTa» MCKCTPOYHBIM HHTCPBAJIOM 18 mr.

K mnopsankoBomy Homepy pacnopsbkeHus lIpesmnenta Poccuiickoit ®enepanuu udepes
neduc 1006aBIAIOTCS CTPOUHBIE OYKBBI «PID).

[IpunosxxeHus Kk npoexkraMm yka3oB U pacnopstkenudt Ilpesunenrta Poccuiickont ®@enepanun
o(opMIISIOTCS Ha OT/AENBHBIX JINCTaX Oymary.

Pazmepsl mosneil, mpuThl U MEXCTPOUYHBIE HHTEPBAJIbl NMPU MEUATAHUU TPHIOKCHUN
UACHTUYHBI pa3MepaM, IPUMEHSIEMbIM MpU NIeYaTaHUN TEKCTOB YKa30B (pacropsyKeHHi).

[TpunoskeHUs MU~ SIBJSIFOTCSL  TIOJIOKEHMSI, PETJIAMEHTBI, TEepPeYHH, CHHUCKH, Tpadukm,
TaOnuIpl, 0o0pasnbl JOKYMEHTOB M Ap. [lpuiokeHus BU3UPYIOTCS PYKOBOIUTENIEM OpraHa,
BHECLIETO MPOEKT.

Ecin B TeKCTe maercsi CChUIKA «COIJIACHO IPWJIOKEHHIO», TO Ha IEPBOM CTpaHUIIE
NpUJIOKEHUs B TpaBoM BepxHem yriy numercs cinoBo [IPMJIOXKEHUE, nwxe uyepes
MEXCTPOUHBIM MHTepBasl 18 NT naeTcs ccbulka Ha ykKa3 WM pacnopsbkeHue [lpesnnenra
Poccuiickoit ®enepauuu. Bce cocraBHble 4YacTH PEKBU3UTA BBIPABHUBAIOTCS 10 IEHTPY
OTHOCHUTEJILHO CaMOW JJIMHHOW CTPOKM M IedartaroTcs depe3 1 mMexxcTpouHslid uHTEpBal. Ilpu
HaJM4YMH HECKOJIBKUX MPUIIOKEHHUM OHM HyMepyroTcs. Hanpumep:

ITPUJIOXKEHUE Ne 1
K Yka3zy IIpe3unenra
Poccuiickoit denepanyun
oT Ne

[IpunoxeHns 3aKaHYUBAIOTCS YEPTOM, PACIIOJIOKEHHON 110 LEHTPY TEKCTAa HA PACCTOSHUU
IIPUMEPHO TPEX MEKCTPOUHBIX UHTEPBAJIOB. /JINHA YEPTHI COCTABIAET 2 — 3 CM.

[Ipu Hammuum B TeKcTe akTa (QOPMYJIHUPOBKU «YTBEpAMTH)» (TpHIIaraeMoe IMOJI0KEHHE,



COCTaB KOMHCCHUH, MEepPeueHb MEPOMPHUSATHI U Jp.) HA CaMOM MPHIOKEHHUU B MPABOM BEPXHEM
yriry pacnionaraercs cioo Y TBEPXK/IEHO wnun YTBEPX/IEH co cchuikoii Ha HOpMaTHUBHBIN
aKkT, ero gaty, Homep. Hanpumep:

YTBEPXIEHO
VYkaszom IIpesnnenra
Poccuiickoi denepanun
oT Ne

Cnosa YTBEPXK/IEHO n YTBEPX/IEH B npuiokeHusAX COINIACYIOTCS B POJIE U YUCIE C
BUJIOM YTBEpXKJaeMoro JokyMeHTa: nonoxenne — YTBEPXKXJEHO, mnporpamma —
YTBEPXIEHA, meponpustus — Y TBEPXX/IEHDBIL.

3aroj0BOK K TEKCTYy MPUJIOKEHHUs NedaTaeTcs LEeHTPOBaHHBIM crocoOoM. HammeHnoBaHue
BUJA JOKyYMEHTa — TMPWIOKEHUs (TEepBOE CIIOBO 3arojoBKa NPUJIOKEHUS) BBIIEISAETCS
NPONMCHBIMU OYKBaMH, MOJYXUPHBIM IIPU(GTOM M MOKET OBITh HaleyaTaHO B Ppa3psKy
(ITOJIOXKEHHUE, IIEPEYEHDB, CIIMCOK wu np.). MexXCTpouHbli MHTEpBaJ MEXIY IEpBOM
CTPOKOH 3aroJIoBKa M MOCIEAYIOIUMHI CTPOKaMHU MOXKET ObITh yBEJIMYEH Ha 6 IT.

3aroioBoK MMPUIIOKCHUA OTACIICTCA OT JaTbl W HOMECpA aKTa AOOIOJHHUTCIbHBIM
HUHTCPBAJIOM 70 T, UHTCpBaJIaMH OT TCKCTAa IMPHUIO0XKCHUA — AOINOJTHUTCIbHBIM HHTCPBAJIOM 24
IIT.

[Ipn HanuuuM B TEKCTE MPWJIOKEHUS HECKOJIBKMX Pa3[eloB MX 3aroJIOBKH Ie4aTaroTCs
LIEHTPOBAHHBIM CMOCOOOM (OTHOCHTENBHO TpaHMIl TeKcTa). Touyka B KOHIIE 3arojoBKa He
ctaBuTCs. [lomyckaeTcst BBIIEIATH 3ar0JIOBKH Pa3/iesioB MOMYKUPHBIM HIPU(DTOM.

TexkcT npunoxeHus: MOXKeT ObITh oopMiIeH B BUAE TaOMUIbl. ['padbl U CTPOKH TaOIHUIIBI
JIOJDKHBI IMETh 3ar0JIOBKH, BBIPAKEHHBIE HIMEHEM CYIIECTBUTEIHHBIM B UMEHHUTEIEHOM I1aJIeKe.
[TonzaronoBku rpad M CTPOK rpaMMAaTHYECKH JOJDKHBI OBITh COTJIACOBAHBI C 3ar0JIOBKaMH.

Ecnu tabnumy nedaTtaroT Oosee yeM Ha OJHOM CTpaHUIIE, 3arojIOBOYHAsl YacTb TAOJIUIIBI
(HamMeHOBaHMe Tpad) MOBTOPSAETCS HA KAXKION CTpaHHIIE.

JInctel NPUITOKCHUA HYMCPYIOTCA CaMOCTOATCIIbHO HAYHWHAA CO BTOPOTI'O JIMCTA.

[Ipy Hanmuuuu B TEKCTE MPUIOKEHUU CCHUIKM Ha CHOCKY OHa O(OpMIISIETCS 3BE3I0YKON
i uudpoii co ckoOkoil. TeKCT CHOCKU TedaraeTcst yepe3 | MeKCTPOUHBIM WHTEpBAll B KOHIIE
KQKJIOM CTpaHUIbl WM IOCJE NMPUIOKEHUs B LeJIoM noJ deprtol. Ilociie cumBona cHocku ee
TEKCT MeYaTaeTcs C MPOMUCHOM OYKBHI. B KOHIIE TekcTa CHOCKHM CTaBUTCS TOUKA.

Ha onHo# cTpanmIile He JOKHO MPOCTABISATHCS 00JIee TPEX CHOCOK.

B nonoxkenusix, mporpaMMax, ycTaBax U JPYrux MOJTOOHBIX JOKYMEHTaX pa3/aeiibl U TJIaBbl
HYMEpYIOTCS, KaK MPaBHIO, PUMCKUMH ITU(PpPaMU, a MyHKTHI U MOAMYHKTHI — TaK ke, Kak U B
TekcTe ykasa (pacropspkenusi) [Ipesunenta Poccutickoit denepanuu. B ykazaHHBIX TOKYMEHTax
MX COCTaBHbIE YacTU (pa3zesibl, MOAPA3/IENbl, YHKTbI, TOAMYHKTbI) MOKHO TaKK€ HYMEpPOBAaTh
apabckumu mudpamu. [loapaszaenst HymepyroT B peaenax pasaena. Homep moapasnena qomxeH
COCTOSITh M3 HOMEpa paszjiesia U HOMepa MoJpasjesa, pa3felieHHbIX TOYKoW (Hampumep, 1.2.).
Homep myHKTa DOJDKEH COCTOSATH M3 HOMEpPA pasfena, MoApas/iesia M IyHKTa, Pa3fesIeHHBIX
toukamu (Hampumep, 2.3.1.). ITIyHKTBI Tpu HEOOXOAMMOCTH MOTYT TMOJPA3AENIAThCA Ha
MOAMYHKTBI, KOTOPHIE JIOJDKHBI UMETh MOPSIKOBYIO HYMEDPAIMIO B Tpeeiax KakKIOoTO IMyHKTa
(mampumep, 1.2.2.1.).



Busel mpocraBnsitorcss Ha OOOPOTHOM CTOpPOHE TMOCIETHEr0 JINCTa TWpPOEeKTa yKasa
(pacmiopsikeHHs) B HUKHEH €ro 4acTH.

Ha mpunokeHHsIX K MPOEKTaM YKa30B (paclopsHKEHUN) BHU3bI MPOCTABIISIOTCS TAKKE HA
00OPOTHOI CTOPOHE MOCIESIHETO JIUCTA TPUIIOKCHUSI.

O6pa3upl  oopmieHuss mpoekToB akToB IIpesumenta Poccuiickoit  ®Depepanmn
IIPUJIArat0TCsL.

A
[Ipoekt |

VKA3 He MeHee 9 cMm |

MIPE3WIEHTA POCCHUHCKOU ®EJEPAITN
V
06 ytBepxkaenuu [lonoxenus
00 Ynpasnenuu [Ipesunenta Poccuiickoit @deneparuu
[0 TOCYAApCTBEHHBIM Harpajam
A
18 o |
V
1. YtBepauth npuiiaraemoe Ilomoxxenune o6 Ynpasnennu [Ipesunenra Poccuiickoit
®depepanuu 1Mo TOCyAapPCTBEHHBIM HarpaiaM.
2. Hacrosimuii yka3 BCTynaeT B CHIIY CO JHsI €r0 MOANKUCAHUSI.

N

32 HlT |
V
[Ipe3uneHt

Poccuiickon ®enepanuun
A

48nT|

V

Mocksa, Kpemiib
A
| 18 ot

V
Jara

A\
| 18 ot

Y,
Ne

O6pasen opopmieHus npoekra ykasa [Ipesuaenra
Poccuiickoit ®exneparuu



YTBEPXJIEHO
Vkazowm [Ipe3unenra
Poccuiickoit ®enepanyun
OT No

[HOJIOXKEHUE
00 Ympasnenuu [Ipesnnenta Poccuiickoit @eaepanmm
10 TOCYAAPCTBEHHBIM Harpajaiam

1. Vnpasnenue llpesunenta Poccuiickoii ®enepanuu Mo rocylapCTBEHHBIM Harpaaam
(manee — VYmpaBieHHe) SBISETCS CAMOCTOSTEIbHBIM MOJApA3JeIeHueM AJIMUHHUCTpAIUH
IIpesunenra Poccuiickoit denepanuu.

2. VYnpaBieHue B CBOEH JAedTenbHOCTH pyKoBojcTByerca Koncturynueit Poccuiickoit
®enepanyy, GenepaabHbIMU 3aKOHAMU, yKa3aMU U pacnopsbkeHusMu [Ipesunenta Poccuiickoit
@enepauuy, nonoxxkeHueM o0 Axamunuctpauuu [Ipesunentra Poccuiickoit ®enepanum,
pacnopsbkeHuaMu Anmuauctpanuu [Ipesunenra Poccniickoit denepannu, a Takke HACTOAIUM
IIOJIO’KEHUEM.

([Janee Texct He mpuBOAUTCS)

A
[Ipoekr |

PACIIOPSDKEHUE He MeHee 9 cMm |

[IPE3UJIEHTA POCCHUICKOU ®EJEPALINN
V

1. Beizenuts B 2020 romy u3 PesepsHoro ¢onma [Ipesuaenta Poccuiickoii
denepanuu:

40 wmmH pyOsneil mpaBUTENBCTBY... obOmactu anst [ocymaapcTBEHHOTO
HCTOPUKO-APXUTEKTYPHOTO U  XYJO0XKECTBEHHOTO MYy3es-3allOBEIHHUKA... Ha
MPOBEJCHNE PEMOHTa W pEecTaBpallid TMaMsITHUKA HUCTOPUU H KyJIbTypa...,
PaCIOJIOKEHHOTO TIO aJIPECy...;

([lanee TekcT HE MPUBOAUTCS)

A

32 ot |
V
IIpe3uneHt
Poccuiickoit @eneparmn
A\

48HT|

V



Obpazen opopMIIeHHS TPOEKTA PACTIOPSIKEHUS
IIpesunenra Poccuiickon denepanuun

ITpunosxenune Ne 8

IIOATOTOBKA 1 O®POPMJIEHHE 3
ITPOEKTOB AKTOB (IIOCTAHOBJIEHWY, PACTIOPSDKEHUI)
IMTPABUTEJIbCTBA POCCUHUCKOU ®EJIEPAITNHN

IMonroroBka M oQoOpMIIeHHE TPOEKTOB aKTOB (TIOCTAHOBICHUM U pacloOpsKEHUH)
[IpaButensctBa  Poccuiickoit ~ ®denepauuu  npoBoauTcs  (denepaibHbIMU  OpraHamMu
UCIIOJIHUTEIIBHOM BIIACTU B COOTBETCTBUHU C IOPSAIAKOM, yCTaHaBIMBaeMbIM lIpaBurenscTBOM
Poccuiickoit deneparum.

IIpoekr mocranoBneHuss winn pacnopspkeHus lIpasurensctBa Poccuiickoit dPenepanuu
MeYaTaeTcss Ha CTaHIAPTHOM Jiucte Oymaru (opmara A4 mpudrtom pasmepom Ne 14. TIpoekt
aKTa UMEET CIENYIOLINE PEKBU3UTHIL:

HaumenoBanue Buja akra — nocranoBieHue [IpaBurenscta Poccuiickoin deaepanun wim
pacniopsbkenue [IpaButensctBa Poccuiickoit deneparumu.

Jlata akra oTAenseTcs OT HAaWMEHOBAHMS BMJA AaKTa, KaK IPaBWIO, MEXCTPOUYHBIM
uHTEepBaJoM 24 1T, opopMIIIETCS CIOBECHO-LU(POBBIM CIIOCOOOM, MeUaTaeTCsl IECHTPOBAHHBIM
CIOCOOOM, MPOCTABIIAETCS MPH MOANMUCAHUN AKTa.

Homep meuataercst cpasy mocie naThl apaOCKUMH IH(pamMu B COCTOMT M3 3HaKa Ne u
MOPSIKOBOTO HOMEpa, IPUCBAUBAEMOr0 IOKYMEHTY OCIe ero MoAnucanus, Hanpumep, Ne 143.

K nopsigxoBomy HOMEpy pacmopsbkeHus depe3 neduc modapisercs OykBa «p», HapuMep,
No 153-p.

Mecro wusnaHus — orAensercs OT pekBU3HTOB «/[latay u «Homep» MeXCTpOYHBIM
UHTEepBaJIOM 24 1T U 0(hOPMIISETCS [ICHTPOBAHHBIM CIIOCOOOM.

3aroyIOBOK IeyaTaeTcs Ha paccTossHUM He MeHee 10 cM OT BepXHEro kpas JHcTa C
MIPOMUCHOW OYKBBbI, 4epe3 OAMH MEXKCTPOUHbI MHTEpPBal M BBIACIAETCS MOJYKUPHBIM
mpudTOM. 3aroioBOK, Kak MPaBMIIO, OTBEYAET HAa BONPOC: O 4eM (0 KOM) M3/aH JOKYMEHT.
Touka B KOHIIE 3ar0JIOBKA HE CTABUTCS.

TekcT oTaensercss OT 3arojloBKa MEXCTPOUHBbIM MHTEpBAIOM 24 — 36 NT U Ie4YaTaercs ¢
UHTEpBAJIOM 18 mT.

TexcT meuaTaeTcs OT JIEBOM Ir'paHHUObI TEKCTOBOI'O IIOJIA W BBIPABHUBACTCA II0 JIEBOH H



IpaBoil rpaHuIaM TekcToBoro nois. Ilepsas crpoka ab3ama HauMHaeTCs Ha paccTosHuu 1,25 cm
OT JIEBOM T'PaHHUILIBI MOJIA.

TexkcT MOXeT mMoApa3NeisIThbCsl Ha  KOHCTAaTHPYIOUIYl0 4YacTh (mpeamOyny) U
MTOCTAHOBJISIFOIIYIO YacTh (B PACMIOPSKEHUSIX — PACTIOPSIUTENBHYIO).

[IpeamOyna B mpoektax mnoctaHoBieHuid IIpaButenbctBa Poccuiickoit ®Denepanuu
3aBepmiaercs ciaoBamu «lIpaButenscTtBo Poccuiickoit denepanuu MOCTAHOBISIETY», MOCIEIHEES
CJIOBO IeYaTaeTCs MOIY>KUPHBIM HIPU(TOM B pa3psaKy.

[IpeamOyna MOXET OTCYTCTBOBATh, €CIU IMPEANUCHIBACMbIC JEHCTBUS HE HYXKIAOTCS B
Pa3bSICHCHUH.

[TocTanoBsromas (pacnopsAUTENbHAS) YacTh MPOEKTOB MOCTAHOBJIEHUH (pacropsiKeHuil)
[IpaBurenscTBa Poccniickoit denepanuu, Kak MpaBuilo, IOAPA3AEIAETCS HA ITyHKTHI.

[TyHKTBI HyMepYIOTCS apaOCKUMU LIU(PpPaMu C TOUKOW U 3ar0JIOBKOB HE UMEIOT.

[Ipy Hanuuuu nTpPUIOKEHUH K TOCTaHOBIEHUIO (pacnopsbkenuto) IlpaBurenbcTBa
Poccutiickoii deneparuu B TEKCTE Ha HUX 00S3aTEIBHO JIETACTCS CChITKA.

[Tonnuce oTnensieTcss OT TEKCTa MEKCTPOYHBIM MHTEPBAJIOM 36 NT U COCTOMT M3 CJIOB
«[Ipencenarens IlpaButensctBa Poccuiickoit ®enepaunmn», HWHUIMATA UMEHH M (aMITUH
[Ipencenarens [IpaBuTenscTBa Poccuiickoi denepanuu. CioBa «IIpencenarens
[IpaButenscTBa» u «Poccuiickoit denepanyn» NevaTaroTcs B IBE CTPOKHU 4yepe3 | MeKCTpOUHbII
untepBain. Cnosa «IIpencenarens IlpaBurenscTBa» mevaTaroTCs OT JIEBOM IPAHULIBI TEKCTOBOTO
nois, a cinoBa «Poccuiickoil denepauun» UEHTPUPYIOTCS OTHOCUTEIBHO NEPBOM CTPOKH
pexkBu3uta. Muumman wumenn wu ¢damunus [lpencemarenss IlpaButennctBa Poccuiickoit
denepanny reyaTaroTCs y IpaBoi rpaHULbl TEKCTOBOTO MOJIS.

[TpunoxeHuss K IpoeKTaM aKTOB (MOCTaHOBIEHMH W pacnopspkeHuil) [IpaBurenbcrBa
Poccuiickoii @enepanuy neyaTarTcs Ha OTACIBHBIX JTUCTaX OyMaru U BU3UPYIOTCHL.

Pa3smeps! noneit, mpudThl 1 MEXCTPOUYHBIE HHTEPBAJIBI IIPY MEYaTaHUU TEKCTA WICHTUYHBI
pasmepam, pUMEHSAEMbIM NPU 0(OPMIIEHUHN TEKCTOB IMOCTAHOBICHUN (pacHOpsKEHHIA).

[opsimoxk odopmileHHs] TPHWIOKEHUH K TPOEKTY TOCTAaHOBJICHUS (PacHOpsHKEHUS)
[TpaButenscTBa Poccuiickoit @enepanun aHanoruueH oGOpMIICHHIO MPHIOKEHUNH K MPOEKTaM
yka3oB (pacnopsbkenuit) [lpesuaenta Poccuiickoit @enepanuu.

Busbl npocraBisroTcs Ha 0OOPOTHOH CTOPOHE IOCIEIHEr0 JIMCTa MEPBOr0 3K3eMIUIIpa
(MOUIMHHUKA) IPOEKTa IOCTAHOBJICHUS (PacloOpsKEHUs) B HUKHEHN €ro 4yacTH.

Ecimn B Texcre mpoekra akrta [IpaBurenbctBa Poccuiickoin ®enepanny yIOMHUHAKOTCS
panee npuHsATbie akThl [Ipesunenra Poccuiickoit @enepannu win [IpaBurenscrBa Poccuiickoin
denepanun, TO JENMACTCS CCHUIKA HA COOTBETCTBYIOMIMKA OQUIIMATBHBIA HCTOYHHK HX
omyOnukoBanus, Hanpumep: «(Cobpanue 3akoHonarenbcTBa Poccuiickoit @enepannu, 2017, Ne
14, ct. 2062)».

Ecnu moarorasnuBaemslil akt [IpaButenbctBa Poccuiickoit @eneparnuu BiaedeT 3a co0oit
BHECCHME W3MEHEHMIM WIM JONOJHEHWM B Jpyrue akTtel [IpaBurensctBa Poccuiickoin
®denepannu, 3TH U3MEHEHUSI WIH JOMOIHEHUS BKIIIOUAIOTCS B MPOEKT MOJArOTAaBIMBAEMOr0 aKTa
WJIY MIPEJCTABIISIIOTCS B BUAE CAMOCTOSITEIbHOTO aKTa OJJTHOBPEMEHHO C HUM.

[Ipoekt akta IlpaButennscTtBa Poccuiickoit ®dexpepainuu Mo opraHu3aldyd HCIOJIHEHUS



denepanpHOro 3akoHa wiaM akta llpesunmenta Poccwiickoii denmepanuu JODKEH COAEPKATH
CCBUIKY Ha COOTBETCTBYyIOUIMH (denepanpHbId 3akoH wWian akT Ilpesunmenta Poccuiickoit
denepauuu.

B mpoexrax mnocranoBnenuit IlpaButenbctBa Poccuiickoii denepanuu ynoTpeOnstoTes
MoJIHbIe Oo(UllMaTbHbIE HAUMEHOBAHHSI OPTaHOB M OpPraHMU3AlMM, B MPOEKTaX PACIOPSHKEHUN —
WX COKpaIlleHHbIC OUITHATbHbIC HAUMEHOBAHUS.

JIoKyMeHTBI (TporpaMMbl, MOJIOKEHHUS, PErJaMeHThl, IUIaHbI, HOPMBI U Jp.), KOTOpPbIE
MpeyiaracTcs yTBEPAUTh MOArOTaBIMBAacMbIM IpoekToM akta IIpaBurenscTtBa Poccuiickoi
®Oenepanyu, B 0043aTeILHOM MOPSIIKE MPHIIAratOTCs K JAHHOMY MPOEKTY aKTa.

IIpoexter axktoB IIpaBurensctBa Poccuiickonn @epepanuuu  NPEACTABISIOTCS B
[IpaBurenscTBo Poccuiickoit @enepanyu € CONPOBOAMTENBHBIM IMHCBMOM, B KOTOPOM
YKa3bIBaCTCsl OCHOBAHUE BHECEHMS IIPOCKTA aKTa, a TAKXKE COACPIKATCSA CBEACHUS O CONECpPKAHUU
U COTJJaCOBAaHMWU TMPOEKTa aKTa WJIM OTCYTCTBUU COTJIaCOBaHMA (C YyKa3aHMEM MPUYHH).
ComnpoBoaMTEIbHOE MHUCHMO  TOANUCHIBACTCS  PyKOBoAUTeNeM  (heAepalibHOTO — OpraHa
WCIIOJTHUTENIbHOM BJAacTU WM JIMIIOM, HWCIOJHSAIOMUM ero oOs3aHHocTd. [IpoekT akra
BU3UPYETCA JIMLOM, BHOCSIIMM IIPOEKT, U COIJACOBBIBAETCS B IOPSAKE, YCTaHOBIECHHOM
PernamenTom IlpaButensctBa Poccuiickoit @enepanumu.

OO6pa3ubl  opopmieHus mpoekTtoB akTtoB IlpaButensctBa Poccuiickoit deneparyu
IIPUJIATAFOTCA.

[Ipoexr

[IPABUTEJILCTBO POCCUICKOM ®EJIEPALIMU

[NOCTAHOBJIEHUE
A
| 24 ot
V
OT «__ » romaNe
A
| 24 ot
V
MOCKBA

06 ytBepxxaennu [IpaBun nenonponsBoacTBa B GenepaabHbIX
OpraHax MCIOJIHUTEIbHON BIACTH
A
| 24 -36 0t
V
B cootBerctBuM co cratheit 11 depepanpHoro 3akona «O06 nHpopmanuy,
MH(POPMALMOHHBIX TEXHOJIOTHSX U 0 3ammte nHpopmarum» [IpaButenscTBo Poccuiickoi
denepanyiy IOCTAHOBIISET:
1. Y1Bepaute npuinaraemsele 1lpasuna ...

([lanee TekcT HE MPUBOAUTCS)

A

36HT|



V
[Ipencenarens [IpaButenbcTBa
Poccuiickoit ®enepanuu N. Gamunus

O6pasen odopMieHHs MPOEKTa MOcTaHOBIeHUs [IpaBuTeNbCTBA
Poccuiickoit ®eneparuun

ITpoexr
[IPABUTEJIbCTBO POCCHUNCKON ®EJIEPALIU

PACIIOPSKEHUE
A
| 24 ot
V
OT «__ » romaNe
A
| 24 ot
V
MOCKBA
A
| 2436t
V
YTBeple/ITI) npujaaracéMbIi€ TCEXHHYCCKUEC Tpe6OBaHI/ISI K oOpranumsanu
B3aUMOJICHCTBHS CHCTEMBl MEXBEJIOMCTBEHHOTO 3JIEKTPOHHOTO IOKYMEHTO00O0pOTa C
CHCTEMaMH 3JIEKTPOHHOTO JOKYMEHTOO00POTa (eiepatbHBIX OPraHOB UCIIOTHUTEIILHOM

BJIACTH.
A

36 an |
V
[Ipencenarens [IpaButenbcTBa
Poccuiickoit ®enepanuu N. Gamunus

O6pasen opopmieHus npoekra pacnopsbkenus [IpaButenscTBa
Poccuiickoit ®eneparuun

ITpunoxenne Ne 9

ITOPAIOK . .
O®OPMIJIEHUA ITPOTOKOJIOB 3ACEJAHHNU (COBEILLIAHUN)

[Iporokon cocTaBiseTcs Ha OCHOBaHMM 3aIllMCEH, NPOM3BEIEHHBIX BO BpPEMS 3acelaHUs
(coBemanusi), TNpEACTABICHHBIX TE3UCOB, JAOKIAJAOB M BBICTYIUIEHUH, CIpPAaBOK, MPOEKTOB
peLIeHU U IPYTUX MaTepUaos.



B rocypapcTBeHHBIX OpraHax, opraHax MECTHOTO CaMOYMPABICHUS MPOTOKOJIBI MOTYT
W3/1aBaThCsl B TOJTHOW (popMme mimm KpaTkoil ¢opmMe, PU KOTOPOH OIMyCKaeTCsl X0 00CYKICHUS
BOMpOCa ¥ (PUKCUPYETCS TOJBKO MPUHSITOE TI0 HEMY PEIlIeHHE.

TekcT moJIHOrO IPOTOKOJIA, KaK IMPAaBUIIO, COCTOUT U3 ABYX YACTEW: BBOJHOM M OCHOBHOM.
B BBOJHOM 4acTH YKa3bIBAIOTCS bamunun u VMHULUAJIbI npenaceaaTens
(mpeacenaTeNbCTBYIOLIET0), CEKpeTaps, JMI, NPUCYTCTBOBABIIMX HA 3acelaHuu, W, IpH
HEOOXOMMOCTH, JIMII, NPUIJIAIICHHbIX Ha 3acefaHue. Eciu KOIMUYECTBO MPHUCYTCTBYIOLIMX
npeBbllIaeT 15 dYenoBeK, B BBOJHOM 4YacTW TMPOTOKOJIA JIENAE€TCS CChUIKA Ha CIHCOK
IIPUCYTCTBYIOIINX, SBJIIOIINNCS HEOTHEMIIEMOH YaCThIO IPOTOKOJIA, HAIPUMED:

[IpucyrcTBoBayu: 25 4ei. (CIUCOK IMpUIaraeTcs).

Ecnin B 3aceganuu (COBEIIaHWM) MPUHUMAIOT Y4yacTHE MPEACTaBUTEIN Pa3HBIX
rOCy/IapCTBEHHBIX OPraHOB, OPIaHOB MECTHOT'O CAMOYIPABJIECHMsI, OpPraHU3allui, yKa3bIBacTCs
MECTO paboThl M JOHKHOCTh KaXAOro Juia. MHOrocTpoyHble HAaWMEHOBAHHS JODKHOCTEH
MIPUCYTCTBYIOIIMX I€YATAKOTCS YEPE3 OJIUH MEKCTPOUHBIN MHTEPBAIL.

BBogHas wacTe MpOTOKOJNA 3aKAHYMBAETCS TMOBECTKOW [HA, COAEpPKAIICH IepeuyeHb
paccMaTpuBaEeMbIX BOMNPOCOB, MEPEUMCICHHBIX B MOPSAKE UX PACCMOTPEHUsS HA 3aCEelIaHUM, C
YKa3aHUEM JOKJIAJYUKa [0 KaXJIOMy pacCMaTpMBAeMOMYy BONpPOCYy. Bompocel moBeCTKHM IHS
GOopMyIHUPYIOTCS € TPEIOTOM  «O0» («00»), TMeyaTaroTcsl OT TpaHMIBl JIEBOTO TOJS H
HYMEpYIOTCS apaOCKUMU LIUPPAMHU.

OcHOBHas 4acTh IIPOTOKOJAa COCTOUT U3 pa3acCiiOB, COOTBECTCTBYIOUIUX ITYHKTaM INOBCCTKH
nHsA. TekCT Kaxxgoro pasaciia CTPOUTCA 110 CXCMCE!:

CJIVIIAJIA:
BBICTVYIINJIN:
[NOCTAHOBWJIN: (wnu PEIIWJIN:).

OcHOBHOE cOJiepKaHUE JIOKJIAZO0B M BBICTYIUICHHH BKIIIOYAETCS B TEKCT MPOTOKOJIA WIN
IIPUJIAraeTcs K HEMy B BUJIE OTJENIbHBIX MAaTEPUAJIOB; B IOCIEIHEM CIy4yae B TEKCTE MPOTOKOJIA
nenaercsi oTMeTKa «TeKCT BBICTYIJICHHUs npuiiaraercsk». [loctaHoBneHue (pelieHue) B TEKCT
MIPOTOKOJIa BHOCUTCS TIOJHOCTBIO B TOM (POpMYJIMPOBKE, KOTOpasi OblIa MpUHATA Ha 3aCEaHUU;
IIpU HEOOXOIUMOCTH MPUBOASTCS MTOTU TOJIOCOBAHMS: «3a — ..., IPOTHB — ..., BO3/EPKAIOCH
— .

Copnepxanrie 0coOOTO0 MHEHHsI, BBICKa3aHHOTO BO BpeMsi OOCY)KICHHS, 3alHCHIBACTCS B
TEKCTE IMPOTOKOJIA MOCJIE COOTBETCTBYIOIIETO MOCTAHOBIICHUS (PELLICHHUS).

Tekecr KpaTKoro mpOTOKOJIA TaKKe COCTOMT M3 JABYX dacre. B BBOAHOW wyacTu
YKa3blBalOTCAd MHULMAIBI U GaMWIUKM IpeacenaTens (IpeacelaTelbCTBYIOLIEro), cekperaps, a
TaKKe WHUIHMAIB U (PaMUIMK TPUCYTCTBOBABIIHX JIUI.

CroBo <<HpI/ICYTCTBOBaJ'II/I>> neyaTacTCsa OT IrpaHUIBI JICBOT'O ITOJIA, MOAYEPKHUBACTCA, ITOCIIC
CJIoBa CTaBUTCA JABOCTOYHC. Huxe ncyaTaroTCA HaMMCHOBaHMHA JOJDKHOCTEH
MNPUCYTCTBOBABIINX, a CIIpaBa OT HAMMCHOBAaHUWA )IOJI)KHOCTefI — HMX HWHHUIOUAJIbl U q)aMI/IJ'II/II/I.
HanmeHoBaHUs TOJDKHOCTEH MOTYT YKa3bIBaTLCA 0606H_ICHHO, HaIpuMmcep:

IIpucyrcrBoBanu:
3amecTuTenb MUHUCTPAa SKOHOMUYECKOTO
pa3Butus Poccuiickoi denepannu N.0. ®amunus



3amectuTenu pykoBoauTens Pocapxusa N.0. ®amunus

B ocHoBHOI yacTu IMMPOTOKOJIa YKA3bIBACTCA HOMEP BOIIPOCAa B COOTBECTCTBUU C IMOBECTKOM
AHA, COACPIKAHUC BOIIPOCa U MPUHATHIC PCUHICHUSA.

HaumeHoBaHme Bompoca HymepyeTcsl apaOckoi mudpoit u GopMyIupyercs ¢ Mpeiorom
«o» («00»), meyaTaeTcsi IECHTPOBAHHO, MTOTYEPKUBACTCS OJHON YEPTOU HIDKE TIOCIEIHEN CTPOKHU
Ha paccTosHMM He Oosiee MHTepBaia. [loa yepToi yka3pIBalOTCS (aMHIMH TOHKHOCTHBIX JIWII,
BBICTYIIUBIINX TIpH OOCYXJIEHHUH JaHHOrO Bompoca. DamMWwidsg OCHOBHOTO JOKJIaTIMKa
yKa3bIBaeTcs nmepBoi. DaMuIIny mevyararoTcs uepe3 | MeXCTPOYHbBIN HHTEpBal.

Huxe neyaTaeTcst mpuHATOE 110 BOMPOCY PEIICHUE.

[TpoToxon monamuceIBaeTcs MpeacenaTeNIbCTBYIONINM Ha 3acelaHnu U cekpetapeM. Jlatoit
MPOTOKOJIA ABJSETCS JaTa 3aceiaHus (COBEIaHMs).

IIpoToKOJIIaM TPHUCBAMBAIOTCS IOPSAKOBBIE HOMEPA B Ipelenax KaJeHIapHOro roja
OTIEIBHO IO KaXIOW TpyIMIE IIPOTOKOJIOB: IPOTOKOJIBI 3aCEAAHUM KOJUIETHH, ITPOTOKOJIBI
KOOPJMHALIMOHHBIX, METOJWYECKHMX, SKCIHEPTHBIX COBETOB M JApPYIMX OpraHos. lIpoTokosnsr
COBMECTHBIX 3aCEIaHMi HMEIOT COCTaBHBIE HOMEPA, BKIIIOYAIOIIME IIOPSAAKOBBIE HOMEpa
IIPOTOKOJIOB OpraHU3allli, IPUHUMABIINX Y4aCTHE B 3ACEIaHNH.

Howmepa nocraHoBieHuit (perienuii), u3aaBaeMblX Ha OCHOBAaHUHU IPOTOKOJIOB 3ace/laHuM,
MOTYT COCTOAATh U3 HOMEpA IPOTOKOJIa, HOMEPA PACCMaTPUBAEMOIO BOIIPOCA B IIOBECTKE JHSI.

K HOMEpam NmpoTOKOJIOB M MOCTAHOBJICHUN (pEIIeHUH) MOTYT NMPUOABIATHCS OyKBEHHBIE
KOZbl B COOTBETCTBUM C CUCTEMOW PErvCTpalyy, IPUHATON B rOCYAapCTBEHHOM OpIaHe, OpraHe
MECTHOI'0 CaMOYyIPaBJICHUS.

Kormu IMPOTOKOJIOB npu HCO6XOI[I/IMOCTI/I pacChblIaOTCA 3aUHTCPECOBAHHBIM
opranuzanvsaM MW JOJDKHOCTHBIM JIMIAM B COOTBETCTBHMU C YKa3aTCJICM PACCBUIKH; YKa3aTClib
COCTAaBIISIET W IIOAIMCHIBAECT OTBETCTBEHHBIM MCIOJHUTEIb CTPYKTYPHOI'O TOApa3aCIICHUA,
FOTOBHUBLICTO PAaCCMOTPEHUE BOIIpOCaA. I[OBCI[CHI/IG IMPOTOKOJIOB OO0 3aWHTCPCCOBAHHBIX JIMIL
MOKET OCYHICCTBJIATHCA B 3JICKTPOHHOM BUC.

B oTnenpHBIX ClIy4dasx MPUHATBIC PCHICHUA MOT'YT JOBOAUTHLCA 0 3aMHTCPCCOBAHHBIX JIMIL
B BHUAC BBIIIMCOK H3 IIPOTOKOJIOB, KOTOPEBIC O(l)OpMJ'IHIOTCH Ha COOTBCTCTBYHOLICM 6J'IaHKe,
MOAIIUCBIBAOTCA MPEACCAATCIICM (HpCHC@I{&TeHBCTBy}OH_II/IM) " CCKPCTApCM WJIM 3aBCPAIOTCA 110
IIpaBujiaM 3aBCPCHUSA KOITHI JOKYMCHTOB.

[IpoTokomnbl medaTaroTcss Ha OJaHKe MPOTOKOJa, 00IIeM OJaHKe WM CTaHAAPTHOM JIUCTE
Oymaru hopmaTta A4 ¥ UIMEIOT CIICTYIONTUE PEKBU3HUTHI:

— HaMMEHOBAaHME TOCYIAapPCTBEHHOIO OpraHa, OpraHa MECTHOTO CaMOYIpaBJIEHUS —
yYKa3bIBa€TCsl TMOJHOE oO(HIMaIbHOE H  COKpamieHHoe (B CKOOKax) HaWMMEHOBaHUS
rOCyJJapCTBEHHOTO OpraHa, OpraHa MECTHOI'O CaMOYIIPaBICHHUS;

— Bug nokymenta — [IPOTOKOJI (ecau mpoTtokon odopMisieTcst Ha 00IIeM OJIaHKe WU
ctangaptHoM Jmcte Oymaru, cioBo [IPOTOKOJI mewartaeTcss NpONUCHBIMH OyKBamMu
Bpa3psAKy, MOTyKUPHBIM HIprudToM pazmepom Ne 17 v BeIpaBHUBAETCS I10 IICHTPY);

— BHUJ 3aCEIaHMs, COBEHIAHUS OTIECISAETCS OT NPEAbIAYIIEr0 PEKBU3UTA JABYyMS
MEXCTPOUHBIMH HWHTEpBAJaMH, Te4aTaeTcsl MONYKUPHBIM MIPUPTOM H BBIPABHUBACTCS IO



LEHTDY;

— MECTO NIpOBEICHMs 3acefaHMs (COBELIaHMs): yKa3biBaeTcs (Mpu HEOOXOIUMOCTH), Y
KOTO NMPOBOJIUTCS COBEIAaHNE UM B KAKOM MECTe; IevyaraeTcs yepe3 2 MeXCTPOUHBIX MHTEpBaja
IMOCJIC pCKBU3UTA «BU A 3aCCAaHNUA, COBCIIAHUA» U BBIPABHUBACTCS IO LCHTPY,

— J1aTa MpoTOKOJIa;
— PETHCTPAIIIOHHBIN HOMEpP MPOTOKOJIA;
— TEKCT MPOTOKOJIA;

— NOANHCh (MOAMUCU) — OTHENSIeTCS OT TeKCTa 2 — 3 MEXCTPOYHBIMH HHTEpBAJIAMU U
coctoutr u3 cnoa «llpencenarensy, ecau 3acemaHue (COBEIIAHME) MPOBOJMIOCH TIOA
PYKOBOJICTBOM KOJUIETHAILHOTO WJIM COBEUIATEIHbHOT0 (KOOPAMHAIIMOHHOTO, METOJUYECKOrO)
opraHa, WM HAaUMEHOBAaHHS JOJDKHOCTH JIMIA, IPEICEAaTEIbCTBOBABILIETO HA 3aceAaHUuu
(coBemanum), CeKpeTaps, JUIYHOW MOANMKUCH (TIOANUCEH ), pacIIMPPOBKHU MOAMUCEN (MHUITAATBI 1
damunusi(n). B OTAENBHBIX, YCTAaHOBJICHHBIX 3aKOHOJIATENbCTBOM Poccuiickoit ®Denepanuu
cllydasx (Hampumep, MPOTOKOJIbl aTTECTAMOHHBIX, KOHKYPCHBIX KOMHUCCHI{), TOJIHCHIBAIOTCS
BCEMU YJIEHAMU KOMHCCHHU.

[Toanuce (moamucK) nevyataeTcs OT JEBOW IpaHUIbl TEKCTOBOTO OIS JOKYMEHTA.

OO6pa31bl IPOTOKOJIOB MPHIIATalOTCS.

I'ep6 * |

[HAMUMEHOBAHUME I'OCYJJAPCTBEHHOI'O OPT’TAHA, OPTAHA MECTHOI'O
CAMOVIIPABJIEHN ]

[MPOTOKOJI
3acefanus Hay4Ho-TeXxHHYECKOro coBeTa

Ne

MockBa

[IpencenarenscTBytomumii — @amunus 1.0.
Cekperapp — ®amumnus 1.0.
[TpucyrcrBoBanu: 30 yenoBek (CMUCOK MPUTIATACTCS)

[NOBECTKA IHA:

1. O Mepax 1o peann3anuy MPOrPaMMHI ...
Joxman 3amectutens PykoBonurens ...
2. ..

1. CJIYHIAJIA:
@amunus U.0O. — TekcT qoKnana npuiaraeTcs



BBICTYIINJIA:
@amumnus 1.0. — kpaTkas 3a1uch BBICTYIUICHUS
@amunus M.0. — kpaTkas 3a1UCh BBICTYIUICHUS

ITOCTAHOBUWJINA:

1.1.

1.2. ...

2. CJIYHIAJIA:

[IpencenarenbcTByOMIMIA [Toanuce N.0. Gamunus
Cexkperapp [Toanuce N.0O. ®amunus

* TocynapctBennbiii rep0d Poccuiickoit ®eneparumn, repd (repaibAUYecKUd 3HAK)
cyobekta Poccuiickoit deneparyii, MyHUIIUIIAIHFHOTO 00pa30BaHMUS.

O06paserr opopMIICHHS ITOJTHOTO TPOTOKOIA

I'ep0 * |

[MPOTOKOJI

COBCIIAHUA Y PYKOBOI[I/ITCJUI [HaI/IMeHOBaHI/Ie rocyaapCTBE€HHOTI'O
opraHa, opraHa MECTHOT'O CaMOYHpaBJ'IeHI/ISI]

NBAHOBA N.N.
N
Mocksa
[IpucyrcrBoBanu:
HanmenoBanue T0KHOCTH — damummug U.0.
HanmenoBanue T0OKHOCTH — damummug U.0.

1. O BBIITOJTHEHHUHU I'OA0BOT'O IIJIaHA Hay‘lHO—HCCHCI[OBaTCHBCKOﬁ pa6OTBI
BHUWJIA

(Pamumus U.0., @amunus U.0., Gamunus U.0. ...)



1. ITpuHATH K CBEACHUIO ...
2. Mupexropy BHUNJAL ...

2. O BBEEHUH MEP IO ...

(Pammmus U.0., Gamunus N.0., amunus 1.0. ...)

1. YcranoBuTth, 4ToO ...
2. O0ecreunTs ...

PykoBogurens N.0. damunug

* TocynapcrBennbiii rep0d Poccuiickoit ®enepanumn, repd (repanbAUyYecKudl 3HAK)
cyonekTa Poccuiickoit denepannu, MyHUIIUNIATHHOTO 00pa30BaHUsl.

O6pa3zer; oopmiIeHUS KPaTKOTO MPOTOKOJIA

ITpunosxxenue Ne 10

I'ep6 * |
| |
[HAMMEHOBAHUE I'OCYJJAPCTBEHHOI'O OPI'AHA, 3aMECTUTENI0  JUPEKTOpa
OPI'’AHA MECTHOI'O CAMOVIIPABJIEHMA] no Hay4Hoil pabore HUU Tpyna

U 3apaboOTHOM  mIaThl

yi. I'enepana Epmornosa, a. 12,

Mocksa, 103000 [Terposy ILII.
tern. 8 (495) 000-00-00,
tein./pake 8 (495) 000-00-00 e-mail: trud777@mail.ru

e-mail: aaa@gov.ru; http://www.aaaa.ru

Ha Ne oT

Ne

O nampaBieHUH 3aMeYaHUuN
Ha IJIAH-TIPOCIIEKT HAYYHOTO JIOK/Iaaa

YBaxaewmsiii [1etp IletpoBny!

HanpaBJmeM Bam 3ameuanus u MNPEAJIOKCHUA Ha IUIAH-IIPOCIICKT HAYYHOTO



nokiana «O Mepax Mo CTHUMYJMPOBAHHIO POCTa 3apaOOTHOM IUIAThl B PA3TUYHBIX
OTpaciigX SKOHOMUKHU: OTEUECTBEHHBIN U 3apyOCIKHBII OIBITY.

[Ipunoxenue: Ha S 1. B 1 3K3.
C yBaxkeHuew,
3aMecTUTENb PYKOBOAUTENS N.H. HoBukos

BacunbseBa Bepa BacunbeBHa — Benyuuii cieriuaiuct Jlenapramenra ...,
8 (495) 000-00-00, e-mail: Vasileva VV(@gov.ru

* TocynapcrBennniii rep0d Poccuiickoit ®epepanum, repd (repanbAUyYecKudl 3HAK)
cyonekTa Poccuiickoit denepannu, MyHUIIUNIATHLHOTO 00pa30BaHUs.

Ob6pa3zer; opopmiieHUs cIy)eOHOro MUChbMa

ITpunoxxenue Ne 11

[TPUMEPHBIN [TEPEYEHD
HEPETMCTPUPYEMBIX BXOIAIINX JOKYMEHTOB [83]

1. AHKeTHI (pe3toMe), HarpaBJsieMble B LIETSAX TPYAOYCTPONUCTBA.

2. Byxrantepckue NOKyMEHTHI (OyXraiarepckas OT4E€THOCTb, cueTa, cueTa-(PaKTyphl, aKTh
CBEPKH B3aMMOPACUETOB, aKThl IPUEMKHU-TIEPEAaul OCHOBHBIX CPEACTB, TOBAPHBIC HAKIIAIHBIE).

3. T'OCTsbl, TexHMUYECKHE pErJaMEHThl, PYKOBOJAIIME U JApPYyrUe JOKYMEHTBI IIO
TEXHUYECKOMY PETYJIMPOBAHUIO U CTAaHAAPTU3ALINY.

4. I'paduixu, HapsIbl, 3asBKU, pa3HAPSAIKY.

5. JlokyMeHTHI (TIPOEKTHI JIOKYMEHTOB), TpEOYIOIIe TMOMIMUCAHUS (COTJIACOBAHWSI,
YTBEPKACHUS) U TIOCIIEAYIOUIETO BO3BpaTa.

6. KonkypcHas ToKkyMeHTaIusl.

7. Hay4HO-TexHUYECKasl U IPOECKTHAs JOKYMEHTALIMS.

8. Koppecnonaenus, agpecoBanHas pabOTHUKAM OpraHU3aliK ¢ HTOMETKON «JInuHo».
9. Otuers1 0 HUP.

10. IleyaTtHble u3gaHus (KHUTH, KypHaJbl, ra3eThl), KaTajloru, TEXHUYECKas JUTepaTypa,
TEMaTUYeCKHe U ClelualbHble COOPHUKH, ITAKATHI.

11. Ilo3npaBuTenbHbIe THUCbMa U T€JIErpaMMBbl, 0J1aroJapcTBEHHbIE MUChbMa U TeJIErpaMMBl,
NPUTTIACUTEIbHbIE OUIIETHI.



12. IIpeiickypaHTHI.

13. IlpurnacutenbHble OUIETHI, MPUTIIAIICHNUS.

14. TTporpammbl KOH(GEPESHITHI, COBEIIIAHUN.

15. Peknamuble MaTepuaiibl (MMCbMa, IMCTOBKHU, IPOCIIEKTHI, OYKIIETHI).

16. YueOHble MmIaHbl, IPOrpaMMBI.

17. ®opMbl 1 O6J1aHKH, B TOM YHCIIe (POPMBI CTATUCTUYECKONW U MHON OTYETHOCTH.

[Tpunoxenue No 12

THUITOBBIE CPOKM UCIIOJIHEHWS JOKYMEHTOB
B I'OCYJAPCTBEHHOM OPI'AHE, OP’TAHE MECTHOI'O CAMOVIIPABJIEHUA

Bun noxkymenrta

CpoOK UCITOTHEHHSI

OcHoBaHue

[TapnameHTCKMit
3anpoc (3ampoc
Coseta ®@enepanuu,
I'ocynapcTBeHHOM

JympbI)

HE Mo3/Hee YeM yepes 15
JTHEU CO JIHA MOTyYEeHUs
MapJIAMEHTCKOTO 3a1poca
WUJIM B UHOM,
YCTaHOBJICHHBIH
COOTBETCTBYIOIIECH MaJIaTON
®denepanpHoro Codbpanmst
Poccuiickoi ®enepanun
CpPOK

Yactse 3 ctateu 13 PenepanbHOTO
3akoHa ot 8§ mast 1994 roma Ne 3-®@3
«O craryce unena Copera @enepanun
U cTaTyce Jemnyrara I'ocy1apcTBeHHON
Hymbr @enepanbroro Cobpanus
Poccuiickoit denepanumn»

3amnpoc wiena CoBera
®enepanuu, genyrara
l'ocynapcrBenHoM
JlyMbI (IemyTaTcKoMy
3anpocy)

He no3aHee yeMm yepes 30
IHEU cOo IHA €ro
MOJTYY€HHMS WU B UHOM,
COTJIaCOBAHHLIM C
WHUIIMATOPOM 3arpoca
CpOK

Yactsp 3 crateu 14 OenepanbHOTO
3akoHa oT 8 Mast 1994 roma Ne 3-@3
«O craryce unena CoBera @enepanuu
U cTaTyce JenyTaTa ['ocynapcTBeHHOM
Hymbr @enepanbroro Cobpanus
Poccuiickoit denepanumny»

[IpencraBnenue B TeueHue 30 nueli co nua | Yacte 4 crateu 26 denepanbHOro
CueTHOU maiaThl BHECEHUS MpeAcTaBiIeHus B |3akoHa oT 5 anpens 2013 roga Ne 41-
Poccuiickoit 00bekT aynuta (kouTpois) | D3 «O CuerHoit nanare Poccuiickoit
denepanuu [84] denepanumn»

[Ipotect npokypopa |He no3nHee yeM B 10- Yacts 2 crathu 23 PenepanbHOro

Ha [IPOTUBOpEYAILHAN
3aKOHY IPaBOBOM aKT

JTHEBHBIN CPOK C MOMEHTa
€ro NMOCTYIUJIEHUS, a B
cily4yae IPUHECSHUS
MPOTECTa Ha PEIICHHE
MPEACTABUTENHHOTO
(3aKOHOJATEIIBHOTO)
oprana cyobeKkTa

3akoHa oT 17 sauBaps 1992 roga Ne
2202-1 «O npoxkypatype Poccuiickoi
denepanum»




Poccuiickont @enepanyun
WJIN OpTraHa MECTHOT'O
CaMOYIIPaBJICHUS — Ha
Omkaiiiem 3acelaH|H
[85]

MeKBeIOMCTBEHHBIE
3aIpochl O
MPeICTaBICHUN
JOKYMEHTOB U (WJIH)
nH(pOpMaluu B LEIAX

5 pabouux JHEH co AHS
MOJTy4eHUs 3ampoca

Yacte 3 crathu 7.2 OenepaibHOro
3akoHa oT 27 urons 2010 roga Ne 210-
®3 «O06 opranuzanuu
MIPEI0CTABIEHUS I'OCYIAPCTBEHHBIX U
MYHUITUTIATBHBIX YCIIYT

IIPEIOCTABIICHUS

roCy/1apCTBEHHBIX U

MYHUIUTAIBHBIX

yCIIyr

JKanoba Ha 15 paboumux nHEH co aHS Yacts 6 crateu 11.2 denepanbHOTO
HapyIlIeHHE MOpSAKa | PEeruCTPaIH KaIOObI 3akoHa oT 27 nroinsa 2010 roga Ne 210-
IIPEA0CTABIICHHUS @3 «O06 opraHuszaun
roCy/1apCTBEHHON WM IIPEIOCTABIIEHUS TOCYIaPCTBEHHBIX U
MYHUITUTTATEHON MYHUIIUTATBHBIX YCIYD»;

yCIIyTu nocraHosyeHue [IpaBurenscTBa

Poccniickoit denepanuu ot 16
asrycra 2012 roga Ne 840 «O nopsinke
MOJIa4¥ U PAaCCMOTPEHHUS Kanob Ha
perieHus u aericteus (6e3nelicTrure)
dbenepabHBIX OPTaHOB
UCTIOJIHUTENILHON BJIACTH U UX
JOJDKHOCTHBIX JTUI, (heepaibHBIX
rOCYJJapCTBEHHBIX CITY>KallHX,
JOJDKHOCTHBIX JTUI] TOCYTApPCTBEHHBIX
BHEOI0/KETHBIX (oHA0B Poccuiickoit
®denepanun, rocy1apCTBEHHBIX
KOpIOpaluii, HaJIeICHHbIX B
COOTBETCTBUH C (pesiepaTbHBIMU
3aKOHaMHM MTOJTHOMOYUSIMH T10
MPEIOCTAaBIEHUIO TOCYIapCTBEHHBIX
yCIyT B YCTaHOBJIEHHOH cepe
NEeSITETPHOCTH, M X TOJDKHOCTHBIX
JIMLI, OPTaHU3aIMHA, TPeayCMOTPEHHBIX
yacTeio 1.1 craten 16 denepanbHOro
3akoHa «O0 opranuzanuu
MPEIOCTaBIEHUS TOCYITaPCTBEHHBIX U
MYHUIUMAIBHBIX YCIYT», U UX
pabOTHHKOB, a TAaKXKe
MHOTO()YHKIIMOHAJIBHBIX LIEHTPOB
MPEIOCTaBIEHUS TOCYITAPCTBEHHBIX U
MYHUIUNAIBHBIX YCIYT U UX
pabOTHHUKOBY

JKanoba Ha oTkas
oprasa,

5 pabouux JHEH co AHS
perucTpanuu

[TynkT 15 mocraHoBieHUs
IIpaBurensctBa Poccuiickoit




MIPEOCTABIISIONIETO
rOCy/IapCTBEHHYIO
YCIIyTy, €To
JOJKHOCTHOTO JIUIIA,
MHOTOQYHKIIMOHAIbH
OT0 ILIEHTpA, €ro
JOJDKHOCTHOTO JINTIA,
paboTHUKa,
IIPUBJIEKAEMON
OpraHu3aIlvu, ee
pabOTHHKA B TIpUEMe
JOKYMEHTOB Y
3asBUTENS MO0 B
UCIIPaBICHUU
JOMYIIEHHBIX
OTeYaToK M (MJIH)
OIMOOK HJIN B CITydae
00XanoBaHUs
3asBUTEIIEM
HapyIICHUS
YCTaHOBJIEHHOTO
CpOKa TaKuxX
WCTIPABJICHU I

®enepanuu ot 16 aBrycra 2012 roga
Neo 840 «O nopsiake noaauu u
pPacCMOTPEHHS HKaJI00 Ha peleHus U
nerctBus (0e3nericTBre)
(denepaibHBIX OPraHOB
UCTIOTHUTENBHOM BIIaCTH U UX
JOJKHOCTHBIX JIUII, (heTepaTbHBIX
TOCY/IapCTBEHHBIX CITYKaIUX,
JIOJDKHOCTHBIX JIUI] TOCYIapCTBEHHBIX
BHEOIOKeTHBIX (hoHI0B Poccuiickoit
®denepannu, rocy1apCTBEHHBIX
KOpPIOpaluii, HaIeICHHBIX B
COOTBETCTBUH C (eiepaTbHBIMU
3aKOHAMU MTOJTHOMOYHSIMHU 10
MPEIOCTABICHUIO TOCYIaPCTBEHHBIX
YCIIyT B YCTaHOBJICHHOH cdepe
NeSATEeTbHOCTH, U UX JOJIKHOCTHBIX
JIUII, OpTraHU3aIuii, MPeayCMOTPEHHBIX
yacTeio 1.1 crateu 16 denepanpHOro
3akoHa «O0 opraHu3anuu
MIPEI0CTaBICHUS TOCYIAPCTBEHHBIX U
MYHHIIHUTNATIBHBIX YCIYT», U UX
pabOTHHUKOB, a TaKXKe
MHOTO(YHKIIMOHAIBHBIX IEHTPOB
MPEI0CTaBICHUS TOCYIAPCTBEHHBIX U
MYHHIIUTIATBHBIX YCIYT U UX
pabotaukoB» (BMecTe ¢ [IpaBumamu
MOJIa4¥ U PACCMOTPEHHUS Kanoo Ha
peieHus u aevictus (6e3aeiicTrue)
benepanbHBIX OPraHOB
WCIIOJIHUTEIILHON BJIACTH U UX
JOJKHOCTHBIX JIUI, (heiepabHbBIX
TOCYJIapCTBEHHBIX CITY>KaIlUX,
JOJKHOCTHBIX JIUI TOCYIaPCTBEHHBIX
BHEOIOKeTHBIX oHI0B Poccuiickoit
Oenepalyu, a TaKxKe
I'ocynapcTBeHHOM KOprOpanuu 1o
aToMHO# 3Hepruu «Pocatom» u ee
JTOJKHOCTHBIX JIHI)

[TucemenHoe
oOpareHue

rpakJIaHnHA,
OpraHu3aIu

30 gueii co guA
perucrpauuu (B
UCKITFOUUTEIBHBIX CITyqasx
IPOJJICHUE CPOKa
paccMOTpeHHs OOpaIICHHS
He Oonee yem Ha 30 gHEi)

[Tynktel 1, 2 crateu 12 depepaabHOTO
3akoHa oT 2 mast 2006 rona Ne 59-@3
«O nopsiike pacCMOTPEHUS
oOpauienuii rpaxxaad B Poccuiickoit
denepanum»

ITucemMenHoOe
oOpareHue
rpaKJaHUHA,
OpraHu3aIfu O
(hakTax BO3MOXKHBIX

20 gHeN co aHA
perucTpanuu

[lynkr 1.1 crateun 12 ®enepanpHOro
3akoHa Ne 59-03




HapyILIEeHUH
3aKOHOJATEIbCTBA
Poccuiickoit
®enepanyu B chepe
MUTpaluu

3amnpoc
rOCyIapCTBEHHOTO
opraHa, opraHa
MECTHOT'O
CaMOYIIPaBJIEHUS WU

JAOJDKHOCTHOTO JIMIIa B

CBSI3U C
paccMOTpEHHEM
oOparnieHuit rpaxiaa,
OpraHu3aLuit

15 nuen

Yactsp 2 ctateu 10 @enepanbHOTO
3akoHa Ne 59-@3

3arnpoc uHpopmau
0 IeATEITBHOCTH
rOCyJJapCTBEHHBIX
OpPTaHOB M OPTaHOB
MECTHOTO

30 gHeit co aHs
PETHUCTpAIIAH, €CITH UHOE HE
MPEyCMOTPEHO
3aKOHO/IaTeIHLCTBOM
Poccuiickoii @eneparuu (¢

Cratps 18 ®enepanbHOro 3akoHa ot 9
despaia 2009 roga Ne 8-D3 «O6
o0ecreyeHny A0CTyna K HH(popMaIuu
0 JIeSITeIbHOCTH TOCYAapCTBEHHBIX
OpraHOB U OPraHOB MECTHOI'O

CaMOYIIPaBIICHHS BO3MOXXHBIM TIPOJUICHUEM | CAMOYTIPABIICHHS
CpOKa pacCMOTPEHHS
3ampoca He 6osee ueM Ha
15 nueit)
3anpoc, He B T€YCHUE 7 JHEU CO IHA Cratps 18 ®enepaibHOro 3aKkoHa ot 9
OTHOCSIIITUHCS K perucTpanuu 3anpoca (B depans 2009 roma Ne 8-d3 «O6
JeSITeTbHOCTH rOCyJJapCTBEHHBIH OpraH o0ecreyeHny A0CTyna K HH(popMaIuu
roCy/1apCTBEHHOIO WJIM OpraH MECTHOTO 0 JIeSITEIbHOCTH FOCYAapCTBEHHBIX

opraHa Win opraHa
MECTHOT'O
CaMOYTIpaBJICHUS, B
KOTOpBIE OH
HarpaBJieH

caMOyIIpaBJIEHUS, K
MOJTHOMOYHSIM KOTOPBIX
OTHECEHO INPENOCTaBICHNE
3ampanimBaeMon
UHPOpPMALIUH)

OpraHOB U OPraHOB MECTHOI'O
CaMOyTIpaBJICHHSD)

3anpoc opraHos
rOCYJJapCTBEHHOTO
KOHTpOJIs (Haa30pa),
OpraHoB
MYHUIUIIAJIBHOT'O
KOHTPOJIS

He Oosiee 5 pabounx AHEH
CO JIHS TOCTYTIICHUSI

[lynkr 4 [IpaBun HanpaBiieHUs
3aIpoca U NOJy4YeHUs Ha
0€3BO3ME3THOM OCHOBE, B TOM UHCIIC B
3JIEKTPOHHOH (opMe, JOKYMEHTOB U
(unm) uHpOPMALIMU OpraHaMu
roCyAapCTBEHHOIO KOHTPOJIS
(Hamzopa), opraHamu
MYHHIANIATIBHOIO KOHTPOJIS IIPU
OpraHM3aliy U IPOBEIECHUH IPOBEPOK
OT MHBIX T'OCYIapCTBEHHBIX OPraHoB,
OpraHOB MECTHOI'O CaMOYIIpaBJICHUS
71100 MOIBEJOMCTBEHHBIX
roCy/apCTBEHHBIM OpraHaM WUJIu
OpraHaM MeCTHOT'O CaMOYIIpaBJICHHUS
OpraHu3alyii, B paclopsLKCHUN




KOTOPBIX HAXOJAATCS ITH TOKYMEHTHI U
(unu) uHdopmanus, B paMKax
MEXBEIOMCTBEHHOT'O
UH(POPMALIMOHHOTO B3aMMO/IEHCTBHS,
YTBEP’KACHHBIX TIOCTAHOBJIEHUEM
IIpaBurenscTBa Poccuiickoit
®eneparuu ot 18 anpensa 2016 roga
Ne 323

3anpoc
VYHOJIHOMOYEHHOTO 110
IpaBaM 4eJIOBEKa B

He no3aHee 15 gHeit co aus
MOJTydeHUS 3arpoca (eciiv B
CaMOM 3arpoce He

Yacts 2 crathu 34 OenepanbHOro
KOHCTUTYILIMOHHOT'O 3aKOHa OT 26
despanst 1997 rona Ne 1-OK3 «O06

Poccuiickoit YCTaHOBJIEH UHOH CPOK) YII0IHOMOYEHHOM IO ITpaBaM
Oenepaunu yesoBeka B Pocculickon @enepauym»
3axnro4eHue MECSAYHBIN CPOK Cratps 35 ®enepajibHOTO

Y OJIHOMOYEHHOTO 110
IpaBaM 4eJOBEKa B

KOHCTUTYI[MOHHOTO 3aKOHA OT 26
despanst 1997 rona Ne 1-OK3 «O06

Poccuiickoit YI0THOMOYEHHOM TIO NTpaBaM
Oenepanuu yesoBeka B Poccuiickont @enepauym»
Obparenue B TeueHue 30 nueli co nua  |Yacts 1, 2 crateu 17 denepanpHoro
OO6mecTBeHHOM €ro peructpanuu (B 3akoHa ot 4 anpens 2005 roga Ne 32-
T1aJ1aThl UCKITIOUUTENBHBIX cinydasx | D3 «O6 OOmecTBeHHOM nanare

MPOJICHUE CPOKa Poccuiickoit deneparum»

paccMoTpeHus He Ooee

yeMm Ha 30 gHE)
3ampoc He no3anee yeMm yepe3 30 |Yacte 3 cratbu 24 denepaibHOrO
OOmecTBeHHOU JTHEH CcO HS MOJIy4EHUs 3akoHa oT 4 anpenst 2005 roma Ne 32-
nanatel Poccuiickoit | 3ampoca (B ®3 «O6 Ob6mIecTBEHHOM Manare
denepanuu UCKIIIOUUTEIIBHBIX ciiydasx, | Poccuiickon ®denepannm»

0 PEIICHUIO

OOI1eCTBEHHOI MaIaThl, —

HE Mo3aHee yeM yepes 14

JTHEH)
3anpoc B TeueHuu 30 nueli co nHa  |Yacte 2 crateu 12 denepanpHoro
OO6mecTBeHHOM perucTpanuu 3anpoca (B 3akoHa oT 23 uroHs 2016 roga Ne 183-
nayiaTbl CyObeKTa UCKIIIOUUTENBHBIX ciiydasdx | D3 «O06 obmux npuHIunax
Poccuiickoit npojieBaeTcs He Oouiee, OpraHMU3allK U JeSTeIbHOCTH
®denepanuu yem Ha 30 gHei) 0OIIIECTBEHHBIX MAJIAT CYObEKTOB

Poccuiickoit deneparum»
3anpoc B TeueHHue 7 JHel co AHA [Tynkr 1 crateu 20.3 denepanbHOro
apOUTPaKHOTO MoJTydeHUs 3arpoca 6e3 3aKkoHa oT 26 okTsi0pst 2002 roma No
YIIPaBIIAIOLIETO B3UMAaHUs I1JIaThI 127-®3 «O HecoCcTOATEIBHOCTH
(6aHKpOTCTBE)»

3anpoc B CPOK, He npeBblnatomuil | @enepanbHblil 3akoH oT 7 Masg 2013

YIOJIHOMOYEHHOTO T10
npaBam
npeanpuHUMaTenen

15 nHe#t co nHA nonyyeHus
COOTBETCTBYIOLIETO
oOparteHus

roga Ne 78-@3 «O06 ynoiaHOMOYEHHBIX
I10 3alllUTe MpaB MpealpUHUMaTeIel B
Poccuiickoit denepanun»
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HanmeHnoBaHue OopraHru3anu

HanmeHnoBaHue CTPYKTYpPHOT'O

MOJpa3/IeJICHUs
HOMEHKIJIATYPA JIEJI
Ha rox
Wnpnexc nena | 3aronosok gena | Kommuectso Cpoxk xpanenus u Ne | [Ipumeuanue
TOMOB (4acTei) | CTaTbM MO NEPEeUHIO+
1 2 3 4 5

Hassanue paznena

HaumenoBanue noJKHOCTH pyKOBOJMTEIS
CTPYKTYPHOTO MOAPA3ACICHUS [Tonnuce Pacumdposka noanucu

Hara

COTI''TACOBAHO *
[Ipotokon IK cTpykTypHOTrO
noJipa3iesieHus

oT Ne

®opmat A4 (210 x 297 mm)

* IIpn Hammuun DK cTpyKTypHOTO MOIpa3IeeHusl.

dopMa HOMEHKIIATYPBI JIeJI CTPYKTYPHOTO MOAPa3ACIICHUS
roCy/IapCTBEHHOT'O OpraHa, OpraHa MECTHOTO CaMOYTIPaBJICHHUS

[Iponomkenue npunoxerus: Ne 13

Htorosas 3anmch o KaTeropuiax U KOJIMYCCTBE JICJI,
3aBC/ICHHBIX B roay B opraHusanuu

ITo cpokam xpaneHus Bcero B ToMm uuce:




MePEXOIAITUX ¢ ormeTko# «IITK»

1 2 3 4

TlocTostHHOTO

Bpemennoro (cBoimie 10 jer)

Bpemennoro (mo 10 et
BKJIFOYUTEIIBHO)

HUTOI'O:

HauMeHoBanne qOKHOCTH
pykoBouTens ciyxos1 JJOY [loanuce Pacmm¢poBka noanucu

Jara
HUtorosnie CBCACHUA NICPCAaHbI B apXUB.

HaI/IMeHOBaHI/Ie JOJDKHOCTH JIMIIA,
MepeaBIliero CBeACHUs IMoamnuce Pacmmdposka moanucu

Hara

®dopmar A4 (210 x 297 mm)

[Tpunoxenue Ne 14

HanmenoBanue opranusanuu

HOMEHKIJIATYPA JIEJI YTBEPXJIAIO
PykoBoauTens opranuzanuu
Ha roa IMoxamuce Pacmmdposka
MOJIUCH
ara

HMupekc gena 3aroioBoK Acjia KonunuectBo pI(SA) | CpOK XpaHCHHUA U Ne HpI/IMe‘laHI/Ie
CTaTbH 110 MEPCUHIO

1 2 3 4 5

HasBanue paznena




HaumeHoBaHMe JOKHOCTH
pykoBoauTens ciyxos1 JOY
OpraHu3aIu [Monmuce Pacmm¢poBka noanucu

Buza pykoBoaurens apxusa
(J1na, OTBETCTBEHHOTO 33 apXUB)

COI''TACOBAHO COI'JTACOBAHO
[Iporoxon LIOK (OK) [Tporoxon DIIK apxuBHOTO yupexaeHHUs
oT Ne oT Ne

dopma HOMEHKJIATYpbI A€J TOCYJapCTBEHHOT'O OpraHa, OpraHa
MECTHOT'O CaMOYIIpaBJIeHUs (CBOIHON HOMEHKJIATy bl JeN)

[Iponomkenne npunoxenus Ne 14

HTrorosas 3amuch o KaTCropuax U KOJUYCCTBE A€, 3aBCICHHBIX
B roay B OpraHusanuu

ITo cpokam xpaHeHus Bcero B ToM uucne:

MEePEXOASAIINX ¢ ormeTko# «IITK»

1 2 3 4

ITocTossHHOTO

Bpemennoro (cBoimie 10 ser)

Bpemennoro (mo 10 et
BKJTFOYUTEIIBHO)

HUTOI'O:

HanmeHnoBaHue 10KHOCTH
pykoBouTens ciyxos1 JJOY [Toanuce Pacmm¢poBka noanucu

ara
HUtoroseie CBCACHUA NICPCAaHblI B apXUB.

HaunmeHoBaHMEe MOHDKHOCTH JINIIA,
MepeIaBIlIero CBEACHUS IToammce Pacmdposka moanucu

Hara

®dopmar A4 (210 x 297 mm)
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TITOPAIOK
3AIIOJIHEHUS I'PA® HOMEHKIJIATYPEI JEJI TOCYJAPCTBEHHOI'O
OPI'AHA, OPTAHA MECTHOTI'O CAMOVIIPABJIEHUA

HomeHxmatypa nem rocyaapCTBEHHOIO OpraHa, opraHa MECTHOIO CaMOYIIPaBIICHUs
COCTaBJISIETCS 110 ycTaHOBJICHHOU opme (prmoskeHus Ne 14, 15 k Hacrosuum MeTtoandeckum
PEKOMEHIALUSAM).

B cootBerctBuu ¢ myHktoMm 6.14 IlpaBun genonpous3BOACTBA B HOMEHKJIATYpPYy eI
BKJIFOYAIOTCSA 3arojOBKU [I€J, OTpaXKarollue MAESITeNbHOCTh CTPYKTYPHBIX THOJpa3aeieHuil
rOCyJapCTBEHHOIO OpraHa, oOpraHa MECTHOTO CaMOYINPABICHHUsS IIOCTOSHHO W BPEMEHHO
JEHCTBYIOIUX COBEIIATEIbHBIX M KOOPAUHAIMOHHBIX OPTraHOB (KOJUIETHid, COBETOB, KOMUCCHI
op.), B TOM UHCIE JIOKYMEHTBI, COJAEpIKallue CBEACHHUS OrPAaHMYEHHOTO JOCTyma
(OrpaHUYEHHOTO PACIPOCTPAHEHUS), PETUCTPALIMOHHBIC U YUYETHBIE KYpPHAIbI, KAPTOTEKH, 0a3bl
JAHHBIX, B HEOOXOAMMBIX CIy4asix — KOIIMH IOKYMEHTOB.

3aroJIoBKu OJICKTPOHHBIX A€ BKIIFOYAIOTCA B HOMCHKIATYPY ACII 110 TEM XK€ IIpaBUjIaM, 4YTO
" 3aroJiIOBKH JICJI Ha GYMEDKHOM HOCHUTCIIC.

He Bximrogarorcs B HOMCHKJIATYpPY ACI NCPUOJUICCKHUEC U3JaHUA, KHUT'H, 6p0HHOpBI.

B rpade 1 HOMEHKIATYpBI €N MPOCTABISIOTCS MHACKCHI KaXIOTO Jeja, BKIIOUYSHHOTO B
HOoMeHKJIatypy. Wupmekc nenma Qopmupyercs B TOpsIKe, YCTAHOBICHHOM HWHCTPYKIHEH 110
JEJIONPOU3BOJICTBY TOCYAAapCTBEHHOTO OpraHa, OpraHa MECTHOro camoympasieHus. Kak
NpaBWIO, MHIEGKC Jella COCTOUT W3 YCTaHOBJIEHHOTO B TOCYAApCTBEHHOM OpraHe, OpraHe
MECTHOTO camoympaBieHuss 1udpoBoro (OykBeHHO-IM(ppoBOro) obo3HaueHus (Kona)
CTPYKTYPHOTO TIOZAPA3JENICHNUs W IMOPSIKOBOrO HOMEpa 3arojioBKa Jena B Ipenenax pasjena
HOMEHKJIATypsl en. MHnekcs! aen o6o3HavaroTes apadckumu nudpamu. Hanpumep: 12-05, rae
12 — ko cTpykTypHOro mnonpaszienenusi, 05 — nopsIKoBbIiI HOMEp 3arojioBKa Jieja B pasfelie
HOMEHKJIATypBbI Je71.

B HOMeHKIaType J1eJ1 peKOMEHIyeTCsl COXPaHATh OJIMHAKOBBIE MHICKCHI JJIsi OJTHOPOIHBIX
JeJd B MpeaeliaXx pa3HbIX CTPYKTYPHBIX MOJPA3ACIICHUHN; M MNEPEeXOJAlluX el HHICKC
COXpaHseTCsl.

B rpady 2 HoMeHKIaTyphbl 1€ BKIOYAOTCs 3ar0JIOBKH J1e]1 (TOMOB).

B cootBercTBHM ¢ myHKTOM 6.19 IlpaBHa AeIONPOU3BOACTBA 3ar0jOBOK JieNia TOJDKECH B
00001IeHHON (OopMe OTpakaTh OCHOBHOE COJICPIKAHUE M COCTAB JOKYMEHTOB JIeiia.

3arooBOK Jena JODKEH OTpaxaTbh NpPU3HAK (MPU3HAKH), MO KOTOPOMY(BIM) OHO
copmupoBano. [Tpu3Haku, IO KOTOPBIM CTPOSITCSA 3ar0jOBKH JIeNl ¥ MPUMEPHI 3aT0JIOBKOB eI
npuBeeHbl B Tabnuie 1.

Ta6mna 1. IIpuzaaku GopMHPOBAHHUA 3ar0JIOBKOB JIEJT

OcHoBHOM 3HaueHue Npu3HaKa [Tpumep 3aroja0BKOB
MpU3HAK

1) HOMUHATBHBIN | yKa3aHUE B 3arosioBke aena | [Ipukasbl ynpaBieHus M0 OCHOBHOM
HauMMCHOBAHUA BUAA ACATCIIbHOCTHU




JIOKyMEHTa(0B),
BKJIFOUEHHBIX B
JIeNI0/Ha3BaHUS
COBOKYITHOCTHU

JIOKyMEHTOB
(«mepemnucka)/00001IEHHO

ro Ha3BaHUS «AOKYMCHTBD»
%

* Ilocne cioBa
«ITIOKYMEHTBI» B CKOOKaX
NEPEUUCIISIIOTCS JBa — TPH
Ha3BaHUsI BHJIOB
JIOKYMEHTOB, BKJIFOUEHHBIX
B JIEJIO;

CJIOBO «JIEJIO»
UCTIONB3YETCSI, €CIIU B JIEJIO0
BKJIIOYAIOTCSL Pa3HbIE 10
BUY JIOKyMEHTHI, HO
OTHOCSIINECS K OTHOMY
JUIY WIH 00BEKTY

[Tpuka3pl MUHUCTEPCTBA 110 HAJIOTAM U
coopam. Kormuu

PacrniopsixeHust pyKoBOIUTENS
YIPAaBJIEHUS TI0 OCHOBHOM JIE€ATEIBHOCTH
[TpoToKoIBI 3ac€IaHUI KOJUIETHH
VYnpasnenus PHC no r. Mockse
Kuuru u peructpsl o Oyxraiarepckomy
yuery

IIepenucka ¢ ['maBHBIM yIIpaBiaeHuEM
rOCyJJapCTBEHHOM CTyKObI U KaJpOB O
TIOBBIIIEHUH KBATU(UKAIIMN CITY>KaIHX
Ilepenncka co cpeacTBaMu MaccoOBOU
UHPOpMALIUU

OOparenus rpax/iad 1 nepenucka 1no ux
PaccMOTPEHUIO

JloKyMeHTHI (CipaBKH, pacueThl, aKThl U
JIp.) 00 OpTaHU3ANNA U TIPOBEICHUH
DKCIEPTU3BI

Jleno o011ecTBeHHOr0 00bEAMHCHHUS,
IIPOLIEIIIETO TOCYJapCTBEHHYIO
PETrUCTpALINIO

2) aBTOPCKHI

yKa3aHHE B 3aroJOBKE Jelia
Ha3BaHMs aBTOPa(OB)
JIOKYMEHTOB
(opranuzauuu,
CTPYKTYpPHOTO
MOJpa3JIeNIeHus,
COBEMIATEIBHOTO HJIH
KOOP/IMHAILIMOHHOTO
opraHa, JOJDKHOCTHOTO
JMLA ¥ JIp.)

ITnansr pa6OTBI KOJUIETU MUHUCTECPCTBA
Ha 2019 rox

[Tporoxonsl 3acenanuii Coeta
JTUPEKTOPOB 00IIECTBA

JloknaiHbIe 3aITUCKU PYKOBOIUTEICH
CTPYKTYPHBIX HOJpa3IesIeHUH
PYKOBOJICTBY 00III€CTBa

3)
KOPPECTIOHIEHTCK
7071

yKa3aHHe B 3aroJIOBKE Jela
Ha3BaHUS OpraHU3AIUN
(opranuzanuit),
JIOJKHOCTHBIX JIHIL U JIP.,
OT KOTOPBIX TOTYUYEHBI
JIOKYMEHTBI, BKITFOUCHHBIC
B JIEJIO

[lepenucka ¢ uncnexuusimu ®HC no
ropoay Mockse o Bompocam
OyXrajaTepcKoro y4eTa U OTYETHOCTH
[Tepenucka ¢ npeANpUITHIMEI TPYTITIBI
koMranuii «CeBepcTaliby O MOCTAaBKe
MIPOTYKITUH

4) npeamMeTHO-
BOIIPOCHBIN

OTPaKCHHE B 3aT0JIOBKE
Jiea KpaTKoro
CO,Z[Cp)KaHI/ISI I[OKyMCHTOB
Jena

KypHnan yyera oTka3oB B
rOCy/IapCTBEHHON perucTpanuu
0OIIECTBEHHBIX 00bEIMHEHHIA

[lepenucka o BomnpocaMm HOTapuaTa,
aJIBOKATypPhI ¥ MPABOBOU IMOMOIIU
HoxymenTts (IIpukassl, cornameHus
MeEXy HOTapuycaMH, 3asBJICHHUS, TUChMa-
PEKOMEH/IalluH) O Tiepeade MOJTHOMOYHIMA
BPEMEHHO OTCYTCTBYIOIUX HOTAPHUYCOB

5)

yKazaHue Aatbl (mepuoja),

[[IratHoe pacnucanue I’ maBHOTO




XPOHOJIOTHYECKHUH | K KOTOPOMY(BIM) ynpasnenus Ha 2019 r. Konus
OTHOCSTCSI IOKyMEHTHI ITnane! pabotel ['1aBHOTO yripaBieHus U
nena ero nojapasaenenuil. [lomyrogoseie

byxranrepckuit 6ananc. ['omoBoii
byxranrepckuii 6ananc. KapraiabHblit
Pacuetsl cmetsl Ha 2019 1. o
O1O0/1’KETHBIM aCCUTHOBAHUSIM.

6) BKJIIOUEHUE B 3ar0JIOBOK 3akoHOAATeIbHbIE, HHbIE HOPMATUBHbBIE

reorpauuecKuil | iena Ha3BaHUs MECTHOCTH |IIPABOBBIE AKThI IPEJCTABUTEIILHBIX U
(Teppuropun), c KOTOPOl | MCIIOJIHUTENBHBIX OPraHOB BJIACTH TOPOAA
CBSI3aHO COJEpKaHUE MockBbI
JTOKYMEHTOB JIeJ1a OTueTsl 00pa30BaTENIbHBIX YUPEKIECHUI

o011ero npogecCHoHaTbHOTO
o0pa3zoBaHus 3amagHOTO
aJIMMHUCTPATUBHOIO OKpyra ropoja
MockBbI

7) oTMeTKa yKa3zaHue Ha KonuiHocTh | IIpuka3sel o0O1iecTBa Mo OCHOBHOM

«Komun» JIOKYMEHTOB JI€J1a; nesitenbHOCTH. Konun
BKJIIOYAETCS B JIFOOOM [Ipukassl u pacniopsikeHust MuHIOCTa
3aroJI0OBOK Jieja, €CJIH B Poccuu no opranuzanuu paboTsl
JIeJI0 TIOMEUIA0TCsl KOMUK | CyIeOHBIX MPUCTABOB-UCIIOIHUTEIEH.
JIOKyMEHTOB Konun

3aroloBOK  Jiea  COCTOMT W3  JJIEMEHTOB,  paclojaraeMplx B  CIeAyIOLIei

[I0CJIeI0BATENbHOCTH: Ha3BaHUE BUAA Jiena (Iepemnucka, KypHal W JAp.) WIM Pa3HOBUIHOCTH
JOKYMEHTOB (mpoTokoJjbl, [Ipukassl M 1p.); Ha3BaHUE TOCYAAPCTBEHHOI'O OpraHa, oOpraHa
MECTHOT'O0 CaMOYTpPaBJIEHUs, CTPYKTYPHOTO MOJpPA3JeNIEHUs] WIM JOJDKHOCTHOTO JHLa (aBTOp
JOKYMEHTa); Ha3BaHHE OpraHW3alud, KOTOPOH OyAyT aJpecoBaHbl WIH OT KOTOPOH OymyT
MOJy4YeHbl JIOKYMEHTHI (azpecaT WIM KOPPECIOHJAEHT JOKYMEHTa); KpaTKoe CoJepiKaHue
JOKYMEHTOB Jlea; Ha3BaHME€ MECTHOCTU (TeppUTOpUHU), C KOTOPOW CBSA3aHO COJEp)KaHUE
JOKYMEHTOB JieJIa; Aarta (epruos), K KOTOPOH OTHOCATCS TOKYMEHTBHI Jiea.

Ecnu peno, BKIOYaeMOe B HOMEHKJIATYpy €, COCTOMT M3 OIMHAKOBBIX BHJIOB WIIU
Pa3HOBUAHOCTEM JOKYMEHTOB, B 3arOJIOBKE TaKOI'O J€Jla YKa3blBACTCS HAMMEHOBAaHUE BHJIOB
JIOKYMEHTOB, HAaIIpUMep:

[Ipuka3pl MUHUCTEPCTBA IO OCHOBHOM JI€ATEIBHOCTH.

B 3aromoBkax nen, coiepiKalux AOKYMEHTBI IO OJHOMY BOIPOCY, HO HE CBS3aHHBIX
[IOCJIEI0BATEIBHOCTBIO  MCIIOJHEHHs, B KauecTBe BHJAA Jella YNoTpeOsseTcs TepMUH
«JOKYMEHTBbI», a B KOHIIE 3arojioBKa B CKOOKaX YKa3bIBalOTCS OCHOBHBIE Pa3HOBHIHOCTHU
JTOKYMEHTOB, KOTOPBIE JIOJDKHBI OBITH CIPYIITUPOBAHHI B Jieie (0030pbl, CBOJIKH, CIIPABKH M T.]1.),
Harpumep:

JIOKYMEHTBI O PAcCMOTPEHHH OOpamieHuil TpaxaaH (0030pbI, CBOIKH, AHAIUTUYCCKUE
CIIPABKH).

B 3arosoBkax e, coleprKaiiux MepernucKy, YKa3blBaeTcs, ¢ KeM U MO0 KaKOMY BOIPOCY
OHa BEJETCH.

B 3aromoskax ACJl, coACpKaluX MEPCIIMCKY C€ OAHOPOAHBIMU KOPPCCIIOHACHTAMU,



MOCJICIHUC HC YKA3bIBAOTCA, a4 YKA3BIBACTCA UX 0611166 BUJ0BOC HA3BaHUC, HAIIPUMCP:

[Tepenmicka ¢ apXWUBHBIMH YUYPEKACHUSIMH O KOMIUIGKTOBAHHA ApXHBHOTO (oHIA
Poccuitckoit denepariuy HayYHO-TEXHUYECKON TOKYMEHTALUEM.

B 3aronoBkax nen, colepXkKaluX HEPEenucKy ¢ Pa3’HOPOIHBIMU KOPPECHOHICHTaMH,
NIOCJIETHUE HE MEPEUnCIIAIOTCS, HallpUMeED:

[lepernucka 00 opraHuzalii CEMUHAPOB M COBEIIAHHUH 1O BONpOCaM JOKYMEHTHPOBAHHUS
YIpaBJIeHYECKON s TETbHOCTH.

B 3aronoBke nena ykasplBaeTCsi KOHKPETHBI KOPPECHOHAECHT, €CIU IEPENUCKa BEIETCs
TOJBKO C HUM, HallpUMeEp:

[Tepenucka ¢ PenepanbHbBIM apXUBHBIM ar€HTCTBOM O METOJAMKE PaOOTHI C JOKYMEHTaMH U
nepeaaye ux B cocraB ApxuBHoro ¢onaa Poccuiickoit @enepannu.

[Ipu oOo03HaueHHWH B 3arojioBKax Jell aJMHUHUCTPATUBHO-TEPPUTOPUATBHBIX EIUHMIL
YUMUTBIBACTCA CIHEAYIOIIECE: €CIU COJAEpKAHME Jiela KacaeTcsi HECKOJIBKUX OJHOPOIHBIX
aAMUHUCTPATUBHO-TEPPUTOPHAIBHBIX €IMHHUI, B 3arojIOBKE Jejla HE YKa3bIBAlOTCS UX
KOHKpPETHBIC Ha3BaHMS, a YKa3bIBaeTCs UX o0Ilee BUI0BOE Ha3BaHHE, HAIPHUMED:

[epemnucka ¢ rmaBamMu aJMHHUACTPAIA 00IacTeil O COMATBHON 3aIIUTe HACEIICHHS.

Ecnmu conmepkanue nena KacaeTcsl OJHOW aJMUHUCTPATHBHO-TEPPUTOPUATBHON €IMHUIIBI
(HaceJIeHHOTO MYHKTA), ¢ (ero) Ha3BaHHe YKa3bIBAETCS B 3ar0JIOBKE Jieja, HalpuMep:

[Tepenucka ¢ punnanom PIAHT/L (r. Camapa) 06 UCIIONIb30BaHUN apXUBHBIX IOKYMEHTOB
IIPU PEKOHCTPYKIIMU TEXHUUECKUX OOBEKTOB.

B 3arosnoBkax nien, copepikanyx IUIAaHOBYIO MJIM OTYETHYIO JIOKYMEHTAIWIO, YKa3bIBaeTCs
nepuo (KBapTai, Tof), Ha (3a) KOTOPBIM COCTAaBJICHBI IUIaHBI (OTYETHI), HATPUMED:

lomoBble  OTY4ETHI ~ AJIMUHUCTPATUBHO-XO3SUCTBEHHOIO  ympaBieHWss O  padote
aBTOTPAHCIIOPTA.

Ecimu geno 6YJICT COCTOATh M3 HCCKOJIBKHMX TOMOB WM qaCTeﬁ, TO COCTaBJIACTCA 06H.IPII>1
3aroJIOBOK acJjia, a 3aTEM IIpUu HGO6XOJII/IMOCTI/I COCTaBJIAIOTCA 3aroJIOBKM KaKa0ro ToMma (‘—IaCTI/I),
YTOUYHAIOMIKUC COACPKAHUEC 3aroJioBKa J1cJia.

He pekomenmyercss ymoTpeOssiTh B 3arojioOBKe Jieia HEKOHKpPETHbIE (HOPMYITHPOBKH
(«pasHble MaTepHabl», «00IMas MepenucKa» W JAp.), a TAK)Ke BBOJHBIC CJIOBAa U CIOXHBIC
00OpOTHI.

Mogenu 3aroyioBKOB Jied (MIPUMEPHBIC CXEMbl OINUCAaHHS COCTaBa W  COJCPKAHUS
JJOKyMEHTOB B 3aroJIOBKE JieJia) IPUBEICHBI B Ta0OIHIIE 2.

Tabmuma 2. Mogenu 3aroloBkoB el (IpHMEpHBIE CXEMBI OIMCaHHA COCTaBa H
COIEpKaHMs JOKYMEHTOB B 3ar0JIOBKE 1€NIa)

[Ipu3nak IIpumep 3arosioBka aena
1) Homunan (c ykazanuem [Tonoxxenne 06 HHCTIEKITUU
Pa3HOBHUJIHOCTHU AOKYMEHTa, | CBHAETENBCTBO O PETUCTPALUU
7ena) JInunsle kapTouku (popma T-2)




JInyHble nena

2) Homunan — aBtop

[Ipotokomnsl 3aceqanuii CoBeTa TUPEKTOPOB OOIIECTBA
[TonoxeHus o CTPYKTYPHBIX MOIPa3ICIICHUSIX
JlenaprameHTa KyJIbTypBl

busnec-nnan obuiecTsa

3) Homunan — aBTop —
coepkaHne

[Ipukasbl 001IECTBA 110 TUYHOMY COCTaBY

Pemenus kommernn ®HC Poccuu o Bommpocam
OpraHu3aiyy padoThl HATOTOBBIX OPraHOB

Nucrpykunn n Mmeroanueckue ykazanuss @HC o Bonpocam
HAJIOT000JI0KEHHSI FOPUINYECKUX U (PU3UYECKUX JIUI]
OT4eTsl TEpPUTOPUATIBHBIX OPTaHOB O BBIMOJIHEHUN
¢unancoBoro 1iana 3a 2018 rox

4) Homunan — coaepxkanue

Buneozanucu o mpoBeACHUH CIIEIUATBHBIX
UCIOJIHUTEIbHBIX NEUCTBUI

JIoKyMeHTHI (CIIpaBKH, CITy>KeOHbBIE 3aMUCKH,
O0OBSCHUTENLHBIE 3aIUCKHU U JIP.) O IPOBEACHUH
CITyKeOHBIX paccieI0BaHUI

XKypHan peructpanuu NocTynaroumx J0KYMEHTOB
AKTBI CBEpKH B3aUMOPAcCUETOB

[lepenucka o Bompocam nprema u nepeBoja
TOCYIapCTBEHHBIX TPAKIAHCKUX CITYKAIIHX
CrnenctBeHHbIE Jiena 1Mo 0co00 TSHKKUM MPECTYIUICHUSAM
O0630pHsI 0 paboTe HAIOTOBLIX OPTAaHOB
[IpennoxxeHus: IO COBEPLUICHCTBOBAHUIO HAJIOTOBOTO
3aKOHO/ATEIhCTBA

5) Homunan — coaepxanue —
XpOHOJIOTHS (TOA/TIEPHO.T)

OTuer o pe3ynbpTaTax KOHTPOJIBHON paboThl. ['010BO# (.
Ne 2-HK)

Ortuer o noxonax u pacxonax. KsapraabHbiii

I'paduix noBelIeHNs KBaTU(PUKALUKA PAOOTHUKOB OT/IeNIa Ha
1-e nonmyronue 2019 rona

6) Homuuan — xpoHosorus
(ron/mepuoy)

taTHoe pacniucanue Ha 2019 rox;
Howmenxknarypa aen npennpusitust Ha 2019 rog;
®uHaHCOBBIN 1aH. ['010BOM

7) HomuHan — KOppecioHEHT
— cozlepKaHue

AHanUTUYECKUE CIIPaBKU paOOTHUKOB OT/eNa (KypaTopoOB)
0 pe3yJbTaTax MPOBEPOK pabOTHI IPYIIT PO3BICKA
[Iepenucka ¢ TeppUTOpUATBHBIMU OPIaHAMHU O KOHTPOJIBHO-
HA/I30PHOM e TETLHOCTH

[Iepenucka ¢ mpaBOOXpaHUTEIBHBIMU OPIaHAMM 10
BOIPOCaM OCHOBHO# JIEITETbHOCTH UHCTICKIIHH

8) Homunan — koppecnoHAeHT
— TEPPUTOPHUSL — COJIEpPIKaHUE

Ilepenucka ¢ TeppuTopualibHBIMU OpraHamu LleHTpaibsHoro
®denepanbHOTO OKpyra 00 00yUeHHUH U TOBBIIICHUN
KBaJIU(HUKALMK PAOOTHUKOB

9) Homunan — aBTop —
TEPPUTOPUS — COJICPIKAHHE

OTt4eTsl aIMUHUCTPATUBHBIX opraHoB Ceepo-BocTouHoro
aJIMMHHUCTPATUBHOIO OKpyra ropojia MockBsl 0
MEPOIPUATHSX IO MIPETOTBPALLEHHUIO TIPAaBOHAPYIIEHUN




[Topsimok pacroyioKeHus 3arojIOBKOB JIeJ1 BHYTPHU Pa3/eioB U MOAPA3/IeIOB HOMEHKIATYPbI
JIeJ OTIPECIIAETCS CTENEHbIO0 BAXKHOCTH JOKYMEHTOB, COCTaBIISIOIINX J€N1a, U UX B3aUMOCBS3bIO.
Bnauane pacnonaratoTcsi 3arojoBKH i€, COJEPKalIUX OpraHU3allMOHHO-PACHIOPSAUTEIbHYIO
JIOKYMEHTAIUIO.

3aroJI0BKH JIe7l MOTYT YTOYHATHCS B mporiecce GopMupoBaHus U 0HOPMIICHHUS JIEI.

I'pada 3 HOMeHkmatypwl aen «KomwuecTBO nen (TOMOB)» 3alOJHSETCS 10 OKOHYAHHU
KaJIeHJIapHOTO Troja, B Tpade yKas3bIBAaeTCs KOJWYECTBO (DaKTHUECKH C(HOPMHUPOBAHHBIX JIENT
(TOMOB).

B rpade 4 ykasbiBaeTcs CpOK XpaHEHHMs Jejia, HOMEpa cTaTeil Mo NepedHIo, a MPH €ro
OTCYTCTBHMH — IO TUIIOBOM MJIM IPUMEPHON HOMEHKJIAType JEl.

B rpade S5 «lIlpumeuaHuwe» YKa3bIBAIOTCS HAa3BaHUs TEpEeYHEH JOKYMEHTOB,
WCIIOJIb30BAHHBIX TPU ONPEICIICHUH CPOKOB XpaHEHWS JeJI, IMPOCTaBISIOTCS OTMETKH O
3aBeJilcHUU Jien (B TOM 4YHCJIE€ B 3JCKTPOHHOM BHJE), O MEPEeXOIAIIuX Jenax (Hampumep,
nepexogsiiee ¢ 2019 r.), o BbIIENECHUU A€ K YHHUYTOXKEHHUIO, O JMIAX, OTBETCTBEHHBIX 3a
dbopmupoBaHuEe €N, O Tepeaadye Jen B JPYrodl TOCYAapCTBEHHBIM OpraH, OpraH MECTHOTO
caMOyTpaBIICHUS ISl IPOJAOKESHUS U JIp.

Ecnu B TedyeHwe roma B roCylIapCTBEHHOM OpraHe, OpraHe MECTHOTO CaMOyIIpaBJiICHUS
BO3HUKAIOT HOBBIC JOKYMEHTHPOBAHHBIC YUACTKH PaOOTHI ¥ (POPMHUPYIOTCS COOTBETCTBYIOIIUE
JieJa, OHM JOIOJHUTEIBHO BHOCSTCS B HOMEHKJIATypy Jeid. Ui BHOBb 3aBOJUMBIX i€l B
Ka)KJIOM pa3zielie HOMEHKIIATyPbl OCTABIISIOTCSA PE3EpBHBIE HOMEDA.

IIo oxoHuannm rogza B KOHIC HOMCHKIATYPBI A€ 3aIlOJHACTCA HTOroBas 3allluCb O
KOJIMYCCTBEC U KaTCTrOpUAX 3aBCACHHBIX IOCII (TOMOB).

ITpunosxenue Ne 16

TITOPAIOK
OOPMHNPOBAHUSI IEJI B ITOCYJAPCTBEHHOM OPT'AHE, OPTAHE MECTHOI'O
CAMOVIIPABIJIEHNA, YVUYETA 1 XPAHEHUA IEJI

IIpu dopmupoBaHuM Aen B CTPYKTYpPHBIX IOJpa3/eiCHUSAX TOCYIapCTBEHHOIO OpraHa,
OpraHa MECTHOTO CaMOYTMpaBJICHHUs HEOOXOAMMO YUHUTHIBaThb OCOOEHHOCTH, XapaKTEpHbIE s
OTJEIbHBIX KATETOPUM TOKYMEHTOB.

[IpaBoBBIE aKTBI, pacCHOPSAWUTEIBHBIE JOKYMEHTHI TPYNIHUPYIOTCS B Jieja IO BHJIAM H
XpPOHOJIOTMM € OTHOCAIUMMMCS K HUM [PUIOXKEHHUAMHU. JIOKYMEHTBI — OCHOBaHUSA K
PacCHOpPSIUTEIBHBIM JOKYMEHTAM BKIIIOYAKOTCS B OTAEIBHOE JIEIIO.

HpOTOKOHBI B JICJIC pacCIiojararoTcs B XpOHOJOTMYCCKOM IIOPAAKE U 110 HOMEPaAM.

JIOKyMEHTBI K 3acellaHusIM, COBELIAHHUAM (TPOEKTHI PpEIICHUH, CIpPaBKH, TE3HCHI
BBICTYIUICHUA W Jp., HE SBISIONIMECS MPWIOXKEHUSMU K MPOTOKOJaM) TPYyHIHUPYIOTCS B
oTAenbHOe Aemo [86] (Takue TOKYMEHTHI K IPOTOKOJIaM, €CIM OHHM CTPYMIHUPOBAHbI B OT/IEIBHOE
neno (nena), CUCTEMATU3HPYIOTCS BHYTPU Jejla IO XPOHOJOTMH U TMOPSJKY HOMEpPOB



MIPOTOKOJIOB).

HopmaTuBHBIE aKThl, yTBEPKICHHBIE PACTIOPSAUTEILHBIMUA JOKYMEHTAMH, SIBIISIIOTCS
MPUIOKEHUSMA K HHUM U BKIIOYAIOTCS B JEJI0 BMECT€ C YKa3aHHBIMH JIOKYMEHTaMH
(MHOTOCTpaHMuHbIE TpwiIokeHUus: oobemMoMm 100 u Oosee CTpaHUIl MOTYT BBIIETSATHCA B
OTJIENbHBIN TOM JIeTia).

[Ipukaspl, pacnopssKeHUsT MO OCHOBHOM JIEATENIBHOCTH TPYNIUPYIOTCA OTAEJIBHO OT
[Ipuka3zoB, pacnopssk€HU 10 JUYHOMY coctaBy W IIpuka3oB, pacnopspkeHuUd 1o
aIMUHHUCTPATUBHO-XO3IMCTBEHHOM €S TENbHOCTH.

[Tpukaspl, pacropsHKEHUS TI0 JIMYHOMY COCTaBy (POPMHPYIOTCS B JIeJia B COOTBETCTBHH CO
cpokaMu xpaHeHus [87].

[Inanbl, OTYETHI, CMETHI TPYNIUPYIOTCA OTAETHLHO OT PACYETOB K HUM; IUIAHBI U OTYETHI
TPYNIHUPYIOTCS B JielNa TOrO0 Toja, K KOTOPOMY OHHM OTHOCSTCS IO CBOEMY COJAEP)KaHHUIO,
HE3aBHCUMO OT BPEMEHM UX COCTaBJICHHUS, IUIaHBI, PACCUMTAHHBIE HA HECKOJBKO JIET,
dbopMupyrOTCA B AeNa MO0 HauyadbHOMY TOY MX JEHCTBHSI; OTYETHI O BHITIOJHEHUH TaKHX IJIAHOB
(bopMHpYIOTCS B Jieia Mo MOCeTHEMY TO1y IEeHCTBHS TUTaHa.

JlokyMeHThl HH(GOPMALIMOHHOTO XapaKTepa M0 MCIOJIHEHUIO MPaBoBOro akra Poccuiickoit
Oenepannu win cyonekra Poccuiickoit denepanuu (CpaBKH, OTYETHI), HAXOMAANIEMYCS Ha
KOHTpOJIE, MOJIIMBAIOTCS B 3aBEJICHHOE Ha 3TOT aKT Jejo. B cioyuae eciiu Ha mpaBoOBO# akT A€o
HE 3aBOJIUJIOCH, TO JJOKYMEHTHI MOAMIUBAIOTCS B JCJIO C MEPENUCKON MOCTOSIHHOTO XpaHEeHHUs 3a
TEKYIIUH TOI.

ITopyuenus Ilpesunenra Poccuiickonn ®Pepepanvu M AOKYMEHTBI II0 HUX HCIIOJIHEHUIO
COCTaBJISIOT €IUHBIA KOMILJIEKC JOKYMEHTOB W (OPMHPYIOTCS B Jiela B XPOHOJOTHYECKOM
MOPSIIKE TI0 JaTaM OTBETOB.

[lepenmcka rTpymmupyercs B JAella 1O TEMaTHKE W/HIW  KOPPECHOHIEHTaM |
CHCTEMATH3HPYETCS B XPOHOJIOTHYECKON TIOCIIEIOBATEIbHOCTH: JJOKYMEHT-OTBET ITOMEIIAeTCs 3a
JOKYMEHTOM-TIPOCK0Oi  (OOpamieHneM, 3ampocoM); MPH BO30OHOBJICHHH TICPEITUCKU  I10
OIPEICIECHHOMY BOMPOCY, Ha4YaBIIEHCS B MPEIBbIIYIIEM IOy, JOKYMEHThI BKJIFOYAIOTCS B JIEIO
TEKYIIETO roJla ¢ yKa3aHHeM MHJIEKCa JIea MPeIbIAYIIero roja.

B otnenpHBIC N€71a MO XPOHOJIOTHH, B 3aBUCUMOCTH OT BHJIa JOKYMEHTOB, (DOPMHPYIOTCS
KOIMM TPUHATHIX (efepanbHbIX 3aKOHOB, akToB Ilpesuaenrta Poccuiickoit dexepannu, akToB
[IpaButensctBa Poccuiickoit denepaniu ¥ BBIIUCKM M3 COOTBETCTBYIOUIMX IMPOTOKOJIOB
3acenanuii [IpaBurenscTBa Poccuiickon ®@enepanny Ui ero OpraHos.

Bce nokymMeHTBl OTYETHOro M HH(OPMALMOHHOTO XapakTepa MO HCHOJHEHHIO aKTa
IIpesunenra Poccuiickoir Pepepaunu  wim  lIpaBurenscrBa Poccuiickoir  dPenepauuu,
HaXOJSIIErocs Ha KOHTPOJIE, NOAIIMBAKOTCS B 3aBEICHHOE Ha JTOT akT Jeno. Ecnu Ha akT aerno
HE 3aBOJWIOCH, TO JJOKYMEHTHI ITOALINBAKOTCSA B /0 IMEPENUCKU ITIOCTOSIHHOIO CPOKa XpaHEHUS
3a TEKYILIUU Tof.

I[OKYMGHTBI B JIMYHBIX ACJIaX PacCIIOJararoTCsa B XpPOHOJOTHYCCKOM HOPSAAKE IO MEPEC HUX
MOCTYILJICHUA.

JIunieBble cueTa 1Mo 3apaboTHON IIaTe pabOTHUKOB I'PYNIHUPYIOTCS B OTIACIBHBIC JeNa U
pacrosiaratotcsi B HUX 1o ajagaBuTy (paMuinii, IMEH U OTYECTB.

OO6parienus (MpeasioKeHus, 3asBICHUS U Kajlo0bl) TpaskJjaH U OpraHu3aluil o Bonpocam
paboThl TOCYAapCTBEHHOI'O OpraHa, OpraHa MECTHOTO CaMOYIIPaBIIEHHs, €ro CTPYKTYPHBIX



HOHpaBHCHeHI/Iﬁ HJIN ITOABCAOMCTBCHHBIX OPI! aHPI3aLII/II>'I " BCC JOKYMCHTHI 110 UX paCCMOTPCHUTIO
W UCTIOJIHCHUIO I'PYIITUPYIOTCA OTACIBHO OT 3asIBIICHHI rpaxxziaH 1o JUYHBIM BOITpOCaM.

DNEeKTPOHHBIE JOKYMEHTHl (OPMHUPYIOTCS B DJIEKTPOHHBIE Jella B COOTBETCTBHH C
HOMEHKJIaTypOil JiesI; B HOMEHKJAaType JeNl YKa3bIBaeTcCs, YTO JEJO0 BEAETCS B 3JIEKTPOHHOU
dbopme. OTMEeTKa O TOM, YTO JAENO BEIETCS B DJIEKTPOHHOM BHUJE, MPOCTaBisieTcs B rpade
«IIpumevanre» HOMEHKIATYpPhbI Jell.

DNEKTPOHHBIE JOKYMEHTBI MOCJE UX HCMOJIHEHHS WIM OTIPABKU MOJUIEkKAT XPaHEHUIO B
CO]J] rocynapCTBEHHOrO oOpraHa, OpraHa MECTHOIO CaMOYIpPaBJI€HHUsS B TEUYEHHE CPOKOB,
MPEeyCMOTPEHHBIX ISl aHAJIOTHYHBIX JJOKYMEHTOB Ha OyMa>KHOM HOCHTEIIE.

DNEKTPOHHBIC TOKYMEHTHI HE3aBUCHUMO OT UX 00bEMa BKIIOYAIOTCS B OJHO JJICKTPOHHOE
nenno 0e3 pa3aeeHus Ha TOMa.

B cnyuae ecnmu mOKyMEHTHI JAenia MpeACTaBlIeHb Ha OyMa)KHOM HocuTede W B (opme
ANIEKTPOHHBIX IOKYMEHTOB («THOPUIHOE JIETI0%»), TOKYMEHTHI Ha OyMa)KHOM HOCHUTEIE TIOJIeKAT
oun(poBKke M BKIIOYEHHUIO B JJIEKTPOHHOE aeno. B meno, koTtopoe Bemercs Ha OyMaKHOM
HOCHUTEJE, BKJIIOYAIOTCA TOJBKO JOKYMEHTHI, CO3JlaHHble (IOCTYNMBIIKE) HAa OyMa)KHOM
HocuTene. B HOMeHkmaTtype Jen 5SIeKTPOHHOE [elN0 M JelI0 Ha OyMaXKHOM HOCHTENe
OTpa)karoTcs Kak JBa TOMa, UMEIOIUE OJIUH 3ar0JI0BOK, MHAEKC U CPOK XPAHEHUSI.

dopmMupoBaHUE U XpaHEHHE e Ha OyMaKHOM HOCHUTENE [0 MepeJayd UX B apXuB
roCy/1IapCTBEHHOI'O OpraHa, opraHa MECTHOTO CaMOYTIPABJICHUSI UM BBIJIEICHNUS K YHUUYTOKEHUIO
ocymectBisiercss B Ciyx0Oe [elonpou3BOACTBA W/HWIM B CTPYKTYPHBIX MOJpa3fesieHUs X
rOCYJapCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIPAaBJICHUS IO MeCTy HX (OPMHPOBAHUS,
ANEeKTPOHHBIX Jien — B COJ] rocy1apcTBEHHOTO OpraHa, Oprana MECTHOIO CaMOYITPaBJICHUS.

[locne wucCHoONHEHUS NOKYMEHTOB M OKOHYaHMA pPAabOTBl C HHUMH OHHM IOMEUIAIOTCS
(moamuMBaTCS) B TBEPJIbIE OOOKKH WM MANKU-PETUCTPATOPHI Al obecrieueHus: Gu3nyecKou
COXpaHHOCTH. Jlema cuMTaeTcss 3aBEACHHBIM C MOMEHTAa BKIIOUEHUS B HETO IEpPBOrO
MCIIOJTHEHHOTO JOKYMEHTA.

B CcTpyKTypHBIX mMOApa3feleHUsX TOCYJapCTBEHHOIO OpraHa, OpraHa MECTHOTO
CaMOYNPABIICHUS  JIEJNONPOU3BOJUTENN  CTPYKTYPHBIX  MOJpa3feieHU  00ecreunBaroT
COXPAHHOCTb JOKYMEHTOB U JIElI.

st obecriedeHrsl COXpAaHHOCTH U y4eTa JOKYMEHTOB U JIeJ, JOCTyNa K HAM MPOBOIUTCS
KOMILIEKC paboT:

— CO3JaHUEC OIITUMAJIBHBIX TEXHUYCCKUX ((I)I/BI/I"ICCKI/IX) YCJIOBI/II>'I XpaHCHUA JOKYMCHTOB U
nen;

— pa3MelleHue Jel;
— npOBepKa HaJINYUA U COCTOAHUA I[OKyMeHTOB n Oci,
— coOJTI0/IeHre TIOPsIIKA BbIIAYN JE.

Jlena pasmemnialoT B pabounMx KOMHATaX WJIM CIEIHATbHO OTBEICHHBIX IS OTOW IeH
MMOMEIIEHUSIX Ha CTeIIaXax, B mkadax, ceidax.

Jena ans ux y4yera U IMOUCKA PacIoNiaratoTcsl BEPTUKAJIbHO, KOpPEIIKaMU HapyXKy U B
COOTBETCTBHM C HOMEHKJIAaTypoil aen. Ha kopemkax o0JIOKEK /1€l yKa3bIBalOTCS MHICKCHI I10
HOMEHKJIaType Aeil. HoMeHknaTypa neia Wiu BBIIKMCKA W3 Hee MOMeENIaeTcs Ha BHYTPEHHeEH



CTOPOHC mKa(ba WK CTOMKE CTeiaxa.

[Ipu noucke kakoro-1100 JOKyMEHTa BHayalsle cleAyeT HalTH HY>KHBIM 3arojoBOK Jefa, a
3aTeM 110 MHJEKCY JieJa — COOTBETCTBYIOIIYIO MAIKy Ha MOJIKE.

Jlena  poKyMeHTalbHOrO  (OHAA TOCYNApCTBEHHOTO OpraHa, oOpra€Ha MECTHOTO
camMOympaBlieHUs, HaXOAIIMecs Ha TEKyIlleM XpaHeHHH, mojuiexar yuety. Kak npasuio, nepen
nepesavyeii B apXuB roCyIapCTBEHHOTO OpTraHa, OpraHa MECTHOTO CaMOYIPABICHUS ITPOBOIUTCS
MPOBEpPKAa HAIUYUS M COCTOSHHUS JOKYMEHTOB M JIeJI B IENSIX YCTAaHOBJIEHUS (HaKTUYECKOTO
HAJTMYUS Je]l ¥ COOTBETCTBUS UX KOJIMYECTBY IO HOMEHKIIATYpPE JEII.

[TpoBepka HaJIMYMS U COCTOSTHUS IOKYMEHTOB U I MPOBOJUTCS MPH MEpEeMEIeHUH Jie,
IIPY BO3BpaTe JeJ, NPU CMEHE PYKOBOAUTENS CTPYKTYPHOTO IOAPA3JEICHUS, PYKOBOIUTEIS
Cny>x0bl J1€70MPOU3BOJCTBA, IPU PEOpraHU3alUN W JTUKBHUJAIUN TOCYIapCTBEHHOI'O OpraHa,
OpraHa MeCTHOT'O CaMOYIIPaBJIEHUs WM €0 CTPYKTYPHOTO NIOJIpa3AcIeHUsI.

IIpoBepka HaIM4UMs MPOBOJIUTCS IMyTEM CBEPKH CTATE HOMEHKJIATYPBI JEJN C ONMHCAHUEM
7en Ha OOJIoKKe, a (U3MYecKoe COCTOSHHE JeNl Ompefensercs IMyTeM HX BH3YalbHOIO
npocMoTpa. Bce oOHapyKeHHble HEIOCTaTKM (PUKCUPYIOTCS B aKT€ NPOBEPKU HAIUYUS U
COCTOSIHUS JIe.

B cimydae yTpaThl JOKYMEHTOB M J€JI TPOBOAMTCS CIY>KEOHOE paccieoBaHUe, IO
pe3yabTataM KOTOpPOTrO JIMIIO, BUHOBHOE B yTpaTe, HECET OTBETCTBEHHOCTb B YCTAHOBIIEHHOM
MOPSAJIKE.

Bbimaua nen paGoTHHMKaM JApPYyTUX CTPYKTYPHBIX TMOJpa3ieiIeHU MPOU3BOIAUTCS C
pasperieHust pykoBoautenss CryObl JEJIONPOU3BOJACTBA WIM PYKOBOJHUTENS CTPYKTYPHOTO
MOpa3ciICHUs 110 MECTy XpaHECHMs Aeila. Beinada nesm BO BPEMEHHOE IOJIB30BAHUE B JIPYToe
CTPYKTYPHOE IOAPA3JEIICHNE MOJJIEKUT YUETY.

Jlena BpIalOTCS BO BPEMEHHOE MOJIb30BaHUE COTPYAHUKAM CTPYKTYpPHBIX MOJpa3iesieHui
Ha CPOK He 0oJiee OHOTO Mecsla U MOCje ero UCTEUEeHUs MOAJIeKaT BO3BPaTYy.

HHBIM rocy1apCcTBEHHBIM OpraHaM, OpraHaM MECTHOI'O CaMOYIIPABIICHUs U OpraHU3alusIM
Jea BBIJAIOTCA HA OCHOBAHMM UX IIMCBMEHHBIX 3alPOCOB C pa3peliCHUSA PYKOBOIUTENS
roCyIapCTBEHHOI'O OpPraHa, OpraHa MECTHOI'O CaMOYIIPABJIEHUS WJIA UHOTO YIOJIHOMOYEHHOIO
UM JIMLa. Beinaya e noATBepKAaeTcss akTOM BbIIAuH J€Jl BO BPEMEHHOE IT0JI30BAHHUE.

[Tpunoxenue Ne 17
HaumenoBanue opranuzanuu

HaumenoBanue cTpyKTypHOTO
1oJipa3esieHus

OITNCDH Ne

pi(SA) |



Ne | Hunekc 3aroyi0BoK Kpaiinue Cpox Komnuects | [Ipumeuanue
n/n nena nena JIaThl XpaHeHus * | 0 JUCTOB
1 2 3 4 5 6 7
HasBanue paznena
B nannyto onuces BHECEHO aen

(unpamu 1 IPOMHUCHIO)

¢ Ne

o Ne , B TOM YHCJIE:

JIMTCPHBIC HOMEpaA:

POy LIEHHBIE HOMEpaA:

HauMeHoBanne qOKHOCTHU
PYKOBOJIUTEIISI CTPYKTYPHOTO
MOpa3IeICHUS

Hara

COI'JTACOBAHO
HaumeHoBaHMe JOIKHOCTH
pyxoBoauTens ciyx0s1 JJOY

[Tognuce Pacmmdposka
[Honmucu
Hara

[Tognuce PactmmmdpoBka noanucu

COT'JIACOBAHO **
[Iporokon OK cTpykTypHOrO
noJipa3iesieHus

oT Ne

* I'pacha omyckaeTcst B OIUCH J1eJ]1 HOCTOSIHHOT'O CPOKa XPAaHEHHUS.

** [Tpu nanmuun DK CTPYKTYPHOTO MOApa3AeIeHuUs.

®dopma onucH ziea1 CTPYKTYPHOIO Moipa3iesieHus (I0OCTOSIHHOTO
CpOKa XpaHeHUsl, BpeMeHHBIX (cBblle 10 j1eT) CpoKOB XpaHEHus,

110 INYHOMY COCTaBY)

[Iponomxenue npunoxxenus Ne 17

[Tepenan
nen
(unpamMu ¥ IPOIUCHIO)
u PEruCTpaliMOHHO-KOHTPOJIBHBIX KapTOTEK K JJOKYMEHTaM.
(unpamMu ¥ IPOIUCHIO)
HanmenoBanue 10/KHOCTH paOOTHUKA
CTPYKTYPHOTO IOJIpa3/IeIeHUs IMonmues  PacmmgpoBka noanucu
[Tpunsin nen




(unpamMu U IPOIUCHIO)

u PEruCTPallMOHHO-KOHTPOJIBHBIX KAPTOTEK K JTOKYMEHTAM.

(unpamu 1 IPONHUCHIO)

HaumenoBanue 10mKHOCTH
paboOTHHKA apXHUBa [Toamuce

Hara

®opmat A4 (210 x 297 mm)

HanmenoBanue opranuzanuu
OIINCDH Ne

QJICKTPOHHBIX J€JI, JOKYMCHTOB

Pacmmdposka moanucu

[Tpunoxenne Ne 18

Ne | Unnekc 3aroy0BoK Kpaitnue Cpox O6wem, MO | [Tpumevanus
n/ nena nena narel * XpaHeHUs
1 2 3 4 5 6 7
HaumenoBanwue pazaena
B nannbIil pazaen onucu BHECEHO Jell,

(unpamu 1 IPONHUCHIO)
c Ne 1o Ne
00beMOM MGO.

HanmenoBanue nomKkHOCTH
PYKOBOAMTEIS CTPYKTYPHOTO

NOJpa3aeIeHUs ITonmnuce Pacmm¢poBka nognucu
Harta
COI'NTACOBAHO COI''TACOBAHO **
HaunmeHnoBanue nomKkHOCTH [Tporokon DK cTpykTypHOTO
pykoBouTens ciyxosl JJOY [OApa3AeIeHus
[Tonnmucsr PacmmdpoBka oT Ne

ITommucu

Harta



* I'pacdha omyckaeTcst B OIUCH A€ MOCTOSHHOTO CPOKa XPaHEHUSL.

** [Tpu Hammuuu DK cTpyKTypHOTO MOapa3ieieHus.

®opma OIUCH EKTPOHHBIX e, JOKYMEHTOB
CTPYKTYPHOTO TO/Ipa3/ieJICHuUs

[Iponomxenue npunoxxenus Ne 18

[Tepenan
bi ()
(mdpaMu ¥ TPOTHCHIO)
u PETUCTPALIMOHHO-KOHTPOJIBHBIX KAPTOTEK K JOKYMEHTaM,
(dpaMu ¥ TPOTHCHIO)
00BeMOM M6.
HaumenoBanue qomKHOCTH pabOTHUKA
CTPYKTYPHOTO HOAPA3IEIICHUS [Moamucey  Pacmmdposka nmoamucu
[Ipunsin zen
(mdpamMu ¥ IPOITHCHIO)
" PETUCTPAIIMOHHO-KOHTPOJIBHBIX KAPTOTEK K JOKYMEHTAM,
(1mudpaMu ¥ IPOITHCHIO)
00BbEMOM MBO.

HaunmenoBanue 10KHOCTU
pabOTHHKA apXHUBa [MTogmuce  Pacmmdposka moanucu

Hara
®dopmar A4 (210 x 297 mm)
[Iponomkenne npunoxxkenus Ne 18
[MPUJIOXEHUE K OITUCU No

OJICKTPOHHBIX A€JI, JOKYMCHTOB

Peectp n0KyMEHTOB (KOHTEHHEPOB 3JIEKTPOHHBIX JOKYMEHTOB) 3JIEKTPOHHOTO JIeJa:
b3

No enn. xp. mo onucu Hunexc nena

3aroJioBOK faeia

ara Peroga Ne HaumenoBanue nokyMeHnra O6bem, M6 | [Ipumevanus
JIOKYMEHTa | JIOKyMEHTa

1 2 3 4 5




HaumenoBanue 10KHOCTH
COCTaBUTEIIS OIIUCU IToanuce Pacmm¢poBka noanucu

®opmat A4 (210 x 297 mm)

* CocTaBIsIeTcsl Ha KaXK10€ JIEKTPOHHOE JIEIO.

[Tpunoxenne Ne 19

ITOPAIOK
COCTABJIEHHA OITUCEH JIEJI TOCTOSHHOT'O, BPEMEHHBIX (CBHIIIIE 10 JIET)
CPOKOB XPAHEHWM, ITO IMYHOMY COCTABY, 3JIEKTPOHHBIX JEJI [88]

B rocymapcTBeHHOM opraHe, opraHe MECTHOTO CaMOYIPAaBIEHUS B KaXJI0M CTPYKTYpHOM
MOZIPA3JCIICHUN €XETOAHO COCTABIIAIOTCS OIMCHU HA JIENIa MOCTOSHHOTO XPaHEHUs, BPEMEHHBIX
(cBpimie 10 5eT) CpoKOB XpaHEHHS, MO JMYHOMY COCTaBYy, JIEKTPOHHBIX Aen. Omnucu nen
COCTABJISIIOTCS O]l METOJAMYECKUM PYKOBOJICTBOM apXHMBa IOCYIJapCTBEHHOIO OpraHa, opraHa
MECTHOro camoynpasiieHus. [1o 3TUM onucsM JOKYMEHTHI CAAIOTCSI B apXUB rOCYJapCTBEHHOTO
Oprasa, OpraHa MECTHOI'O CaMOYIIPaBJICHUS.

Omnuchk fAen CTPYKTYpPHOTO TIOApa3/eNieHus TPEACTaBlgeT coOOM TMepedeHb Jen ¢
CaMOCTOSITeNILHOM BajoBOH (MOPSAIKOBOM) HyMepanuei aen. OCHOBOW COCTaBJICHUS OMUCEH Jen
SIBJISIETCSI HOMEHKJIATypa Jedl.

Onucu e, MOATrOTOBICHHBIE CTPYKTYPHBIMU IMOAPA3JCICHUSIMH, CIy>KaT OCHOBOW JJIs
MOATOTOBKA  CBOJIHBIX  ONUCEH Jed  TOCYJIapCTBEHHOIO  OpraHa, oOpraHa MECTHOTO
caMOympaBlieHUs, KOTOpble TOTOBUT apXUB TOCYJapCTBEHHOIO OpraHa, OpraHa MEeCTHOTO
CaMOYTIPABJICHUS U MO KOTOPBIM OH CJIAeT JeJia Ha TOCTOSIHHOE XPaHEHHUE B COOTBETCTBYIOIIHUI
roCy/IapCTBEHHbBIN WM MyHHUIIUIIATbHBINA apXUB.

Onucu Jnien CTPYKTYpPHBIX MOJpA3JeNieHH COCTABISAIOTCS MO YCTaHOBJIEHHOH (opme
(mpunoxenust Ne 17, 18 x HacTosmuM MeToInYecKUM pEeKOMEHIAMsAM) B ABYX IK3EMILIspax U
MIPEACTABIISIIOTCA B apXUB TOCYAApCTBEHHOIO OPraHa, opraHa MECTHOI'O CaMOYIIPaBIICHHs HE
MO3HEE YEM YePe3 OJIUH I'OJI ITOCIIE 3aBEPIICHUA €Il B JCIIONPOU3BOICTBE.

B onmcax pmen ykasbiBaercs moiHoe (0e3 COKpalleHHi) HauMEHOBaHUE CTPYKTYpPHOTO
MOJIpa3/IeNIeHus], B KOTOPOM Jiena ObUTH C(OPMHUPOBAHBI U 3aKOHUYEHBI ICTIONMPON3BOJICTBOM.

OmnmcarenbHas CTaThs OIMCH A€ CTPYKTYPHOr'o mnoapasaciICHHusA COACPKUT CICAYIOIIUC
9JICMCHTBI:

— MOPSAKOBBIN HOMEP Jiesa (ToMa) Mo OIHCH;

— MHACKC Aena (Toma),



— 3aroJIOBOK Jiena (Toma);
— nara niena (Toma);

— KOJHMYECTBO JIUCTOB B JeJie (ToMe) Wir o0beM B MO B ONUCH JJIGKTPOHHBIX JEI,
JIOKYMEHTOB;

— CPOK XpaHeHus Jena (Toma).

[Tepen BHECEHHEM 3aroJIOBKOB € B OIMUCH JEJ MPOBEPSIETCS] Ka4eCTBO (OPMUPOBAHUS U
odopmIteHHUs AT

B onmch 210€KTPOHHBIX JA€l, NOKYMEHTOB JOIIOJIHHUTENBHO BKIIIOYAETCS NPUIOKEHHE K
OIIUCU — PEECTpP D3JIEKTPOHHBIX JOKYMEHTOB (KOHTEMHEPOB JJIEKTPOHHBIX JOKYMEHTOB), B
KOTOPOM YKa3bIBAIOTCA CBEJEHUS OO0 OSJIEKTPOHHBIX JOKYMEHTaX, BKJIIOYEHHBIX B KaXKa0€
JJIEKTPOHHOE JAEII0.

[Ipu cocTaBiieHNH OTIMCH JIENT COOTIOAAIOTCS CASAYIOIINE TPEOOBaAHUS:

— 3aroJIOBKH JIeJI BHOCATCSI B OMUCh B COOTBETCTBUU C MPHUHITON CXEMOW CHCTEMaTH3aINH
Ha OCHOBE HOMEHKJIATYpPhl JEJI;

— Ka)XJI0€ J1eJI0 BHOCUTCS B OIKCH 10/ CAaMOCTOSITEIbHBIM MOPSIKOBBIM HOMEPOM (€ciu
JIeTI0 COCTOMT M3 HECKOJNBKHX TOMOB, TO KaXIblii TOM, B TOM 4YHuclie C(HOPMHUPOBAHHOE B
OTAEIbHBIN TOM NPUIIOKEHHE K JeTTy, BHOCUTCS B OIUCH IO CAMOCTOATEIbHBIM HOMEPOM);

— NOPpAAOK HyMCpaluu €I B OITUCH — BaHOBLIﬁ;

— MOPSIIOK IPUCBOCHMSI HOMEPOB OIUCSAM CTPYKTYPHBIX ITOJPA3/IEICHUN YCTaHABINBACTCS
I10 COIVIACOBAHMIO C aPXUBOM I'OCYJapCTBEHHOTO OpraHa, OpraHa MECTHOI'O CaMOYIIPaBJICHUS;

- rpa(i)m OIMMCHU 3aIllOJIHAKOTCA B TOYHOM COOTBETCTBUHM C TCMU CBCIACHUAMU, KOTOPLIC
BBIHECCHBI Ha O6J'IO)KKy Jecia,

— MHOI'OTOMHBIC ACJIa B OIMMMUCHb BHOCATCA IO MOPAAKY HOMCPOB TOMOB; IIpU BHCCCHHUU B
OIMKCh MOCIICAHCTO TOMA ITOCJIE HOMECpPA TOMaA lIO63BJ'I$IeTC$[ cioBo «Ilocaemamiiy.

['pada onucu «IIpumMedanus» UCHOIB3yETCS 11 OTMETOK O IpUeMe Je]l, 0COOCHHOCTSIX UX
(U3HYECKOTO COCTOSIHHSA, O Iepenade el IPYTUM CTPYKTYPHBIM TOIPA3ICICHUSIM CO CCHLITKOM
Ha COOTBETCTBYIOIIMM aKT, O HAJIMYUU KOIIUHI U 1.

B xonme ommcum Beliea 3a IMOCHEeAHEH OIMCATEIILHOM CTaThbeM 3amoJHSETCS HTOTOBas
3aMuch, B KOTOPOH YKa3bIBaeTcs (MU(ppaMu U MPOIUCHIO) KOJUYECTBO JCN, YUCISAIIUXCS I10
OIHCH, TIEPBBIN U MOCIEAHUN HOMEPA JIeJI 110 OMKCH, B OITUCH 3JEKTPOHHBIX €], JOKYMEHTOB —
o0muii 00beM IEKTPOHHBIX Aes B MO.

Omnuck Aca CTPYKTYPHOT'O noapa3aciiCHus OO CBIBACTCSA PYKOBOIUTCIICM
nmoapa3aciiCHusd rocyaapCTBEHHOT'O oprasHa, oprana MECTHOTI'O CaMOYyIIpaBJICHUA,
COTJIACOBLIBACTCA C PYKOBOJUTCIICM CJ'IY)K6LI ACJIOMPONU3BOACTBA. HpI/I HaJIMYUHU B CTPYKTYPHOM
mnmoapasaciiCHuu 3KCHepTHOI\/’I KOMHCCHUH OIIMCh JCJI 10 €€ YTBCPKACHUA JOJKHA OBITE
corjzacoBaHa € BKCHepTHOﬁ KOMMCCHEH CTPYKTYPHOTI'O MOAPA3ACICHUA.

PeecTp »5eKTpOHHBIX JTOKYMEHTOB, SIBISIOIIMNACS NPUIOKEHHUEM K OIHCU AJIEKTPOHHBIX
JTOKYMEHTOB, MOJIHCBHIBACTCS COCTABUTEIEM pEecTpa C yKa3aHHWEM JOJDKHOCTH, MHUIIMAJIOB,
bamuum.



Onuce Jen  CTpyKTYpHOro IMOJApAa3[elieHUus OpraHu3allid COCTaBJSIETCd B JIBYX
JK3EeMIUISIpax, OJUH M3 KOTOPBIX MepeAaeTcs BMECTe C JieJaMH B apXWB TOCYJapCTBEHHOTO
OpraHa, opraHa MECTHOI'O CaMOYIIPaBJIEHHs, a BTOPOM OCTAaeTCsi B KadeCTBE KOHTPOJIBHOTO
SK3EMIUIsIpa B CTPYKTYpPHOM IOJpa3JelieHnu. B apXuB rocynapCTBEHHOTO OpraHa, opraHa
MECTHOI'O CaMOYIPAaBJICHUSI TAaKXKe IMepeAacTcs IO HK3EMIULIPY ONUCEH Nel CTPYyKTYpPHBIX
noJipa3fiefiecHuii B 3JEKTPOHHOM BHUJAE B peIakTUpyeMoMm ¢dopMare Uis HCIOJIb30BaHUS B
JanbHeHIeM Uil NOArOTOBKY apXUBHBIX OMHUCEH JIell, JOKYMEHTOB (TO/I0OBBIX pa3/iesioB).

[Ipy Hanuuumm B CTPYKTYpPHOM NOJAPA3JAEICHUU DKCIEPTHOM KOMMCCHM OIACH JEl
COCTABJISIETCS B TPEX DK3EMILUIApaxX, TaK KaK OAWH JK3EMILIAP ONUCH NEPENACTCS B OKCIEPTHYIO
KOMHCCHIO JJI1 PACCMOTPEHUS U COIVIACOBaHUS.

[Tpunosxxenue Ne 20
ITPABAJIA
OOOPMIJIEHVS AEJI U IIOAI'OTOBKU JEJI K ITEPETAYE
HA APXYBHOE XPAHEHUWE

Odopmiienne nen Ha OyMa)XHOM HOCHTENE, MOUISKAIIUX TIeperaye B apXuB
roCyJJapCTBEHHOT'O OpraHa, OpraHa MECTHOI'O CaMOYIIpaBJIeHUs, ipeaycMmarpusaet [89]:

— IOJIUMBKY JTOKYMEHTOB B JIEJI0 UJIU NIEPEILIET JEIa;

— HyMEPALMIO JINCTOB B JIENE;

— COCTAaBJICHHE JINCTA-3aBEPUTEIIS J1€N1a;

— COCTaBJICHHE B HEOOXOUMBIX CIIydasix BHyTPEHHEH ONUCH TOKYMEHTOB JIefIa;
— o(hopmiieHuEe PEKBU3UTOB OOJIOXKKH Jiena.

O06nokKa (TUTYJBHBIHN JMCT) JieNia MOCTOSHHOTO, BpeMeHHOTo (cBbime 10 et) XxpaHeHus u
M0 JIMYHOMY COCTaBy OQoOpMIIsIeTcs TO YCTaHOBIeHHOW (opme (mpwioxkennme No 22
HacToAmMM MeTronudeckuM pexoMmeHnanusMm). Haamuen Ha oOnoxkax Aen (TOMOB) clemyeT
BBITIOJIHATh YEepPHUIAMH, pa3dopurBo, 0e3 cokpameHwil. Ecim Ha 00J0XKKY HakKJIeHBaeTcs
TUTYJBHBIN JIUCT, U3TOTOBJICHHBIN TUNOTPA(CKUM UM UHBIM MEYaTHBIM CIIOCOOOM, TO HAIIHCH
Ha HEM TaKke MOTYyT OBITh HameyaTaHbl. TUTYJIBHBIH JIUCT PEKOMEHIYETCS HAKIEHBATh C
HAKJIaJKOW KJIes Ha BCIO TOBEPXHOCTH JINCTA C TeM, YTOOBI O] HUM He 00pa30BBIBAIOCH MYCTOT.

Ha o6noxke nena yKa3bIBarOTCs PEKBU3UTHI:

— HaWMEHOBaHHE TIOCYJIapCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYITPaBJICHUSI
(pormo0OpazoBarens);

- HaNMEHOBAaHUE CTPYKTYpPHOTO MOpa3IeIICHUS donmgoobOpazoBaTers,
JEJOTIPOM3BOICTBEHHBIN HOMEP (MHIEKC) era (MHISKC Jeia 0 HOMEHKIIAType Jiel);

— 3aroJIOBOK J€JIa,

— nara niena (Toma);



— KOJIM4ECTBO JIUCTOB B JICIIE;
— CPOK XpaHEHUs JeJ1a U HOMEP CTAaThH 110 NEPEYHIO;
— apXUBHBIN mUQp 1ena.

PexBu3nTHI, TpOCTaBIseMble Ha OOJIOKKE (THUTYJIHHOM IIMCTE) JAeNa, OQOPMIISIFOTCS
CJIEIYIOIIAM 00pa3oM:

— HaMMEHOBaHWE TOCYIApCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIPaBIICHHUSI
YKa3bIBA€CTCA IIOJHOCTBIO B HMCHUTCIIBHOM IAACKE C YKa3aHUCM O(bI/IHI/IaJ'II)HO IIPUHATOT'O
COKpAIllEHHOTO HAMMEHOBAaHHWs, KOTOPOE YKa3blBaeTCs B CKOOKAax TIOCJIE  MOJHOTO
HAaUMEHOBaHMS. B cllydasx, Korja B TEUYEHHE TIoJa, 3a KOTOPBIA O(QOpMIIIIOTCS Jena,
TOCYJapCTBCHHBI  OpraH, OpraH MECTHOTO  CaMOyINpaBJIeHUs ObLI  MEpPeUMEHOBaH
(mpeoOpa3oBaH) ¥ 3TO HE BBHI3BAIIO BOSHUKHOBEHHUS HOBOTO (POHI000pa30BaTENs, MO CTAPBIM
€ro HAMMCHOBAHHEM THUILETCS U HOBOC HAUMCHOBAHHE;

— HAUMMEHOBAHHE CTPYKTYpPHOIO IIOJpa3ZefieHUs: 3allUChIBACTCSI €ro Ha3BaHUE B
COOTBETCTBHUHM C YTBEP)KIEHHOW CTPYKTypod (ecid B TeueHHE ToJa HauMEHOBaHHE
CTPYKTYpPHOT'O IOJpa3AeieHUs] MEHSUIOCh WM JI€J0 ObUIO IEpEaHo B IPYroil rocyJapCTBEHHBIM
OpraH, OpraH MECTHOI'O CaMOYIpPAaBJICHUS WM JAPYroe CTPYKTypHOE IMOApa3JeleHHue, CTapoe
HaMMEHOBAHUE 3aKJII0YAETCsl B CKOOKH, HOBO€ HAMMEHOBAHHE MUIIETCS 10/1 CTAPhIM);

— JIETIOTIPON3BOICTBEHHBIN HOMEp (MHICKC) JIeja: MpocTaBisieTcs udpoBoe 0003HAUCHHE
(MHIEKC) Aena Mo HOMEHKJIATYpe JIEN; €CIHU JEeTI0 COCTOUT U3 HECKOJIBKUX TOMOB, TO Ha OOJIOKKE
MIEPBOTO TOMA yKa3bIBAETCSI KOJIMIECTBO TOMOB 3TOTO JIeNa, a Ha MOCIEeIYIOIUX TOMaxX — HOMEp
OUYEPETHOTO TOMA, Ha TIOCTIEAHEM TOME TOCIIe €ro HoMepa 100aBIISETCs CIIOBO «IOCTIEIHUNY;

— 3aroJIOBOK (HAMMEHOBAHHE) JeJIa IEPEHOCUTCS U3 HOMEHKJIATYPHI J1e], B HEOOXOIUMBIX
Clly4asix B 3aroJIOBOK BHOCSTCS yTouHeHHs: Homepa I[Ipuka3oB, mpoTokonoB u np. Ecnm
HAaMMEHOBAaHME JIeJla HE PACKPHIBACT COJEpP)KaHHE MOMAIIUTHIX B HEM JOKyMeHTOB («Pa3zHas
nepenuckay, «[lepemnucka mo oOUMIM Bompocam» U T.II.), COCTaBIISIETCS HOBBIN 3ar0JIOBOK JIena,
OTpaXKaroIUK COoAepIKaHNE TTOANIUTHIX B JIeTie JOKYMEHTOB;

— Jarta Jiena: yKasbIBaroTcs Toj(bl) 3aBEJCHUS M OKOHYAHUS Jelia B JICIOIPOHU3BOICTBE.
JlaToii e, comeprKalux paclopsAUTEIbHYI0 JOKYMEHTAIUIO, 8 TAaKXKe JJIS JIeJl, COCTOSIINX M3
HECKOJIbKUX TOMOB, SIBJISIFOTCSl KpaiiHUE JaThl JOKYMEHTOB Jieja, TO €CTh JaThl (YMCIIO, MECSII,
roJl) perucrpauuud (COCTaBJCHHUSI) CaMOr0 PpAHHEr0 M CaMOro IMO3[HEro JIOKYMEHTOB,
BKJIFOYEHHBIX B Jneno. [Ipu stom uymcio (aBa 3HaKa) W roj (YEThIpe 3HaKa) 0003HAYAIOTCS
apaOckuMu mEdpaMu, Ha3BaHUE MeCsIa MUIIETCS CIOBOM. EClM B €10 BKITFOYEHBI JOKYMEHTBI
(IpUITOKEHHST U JIP.), NaThl KOTOPBIX BBIXOJAT 3a KpailHME ATkl jieja, TO MOJ JaTaMu Jela, C
HOBOW CTPOKH JenaeTcsi 00 3TOM 3amuch: «B 1ene MMeroTcsl JOKYMEHTHI 3a ... Toj(bl)». JlaTsr
Jie7ia MOTYT HE YKa3bIBaThCs Ha OOJIOKKE eI, CONEpIKAIIUX, HAIIPUMEp, TOJIOBBIC TUIAHBI U
OTYETHI, TAK KaK OHU OTPAXKAIOTCS B 3arOJIOBKAX JIEI.

ﬂﬂﬂ pl(SA) 8 C(l)OpMPIpOBaHHI)IX U3 ONOKYMCEHTOB IIO HOMHHAJIBbHOMY IIPpU3HAKYy, TO €CTH IIO
BUJaM NJOKYMCHTOB (HpI/IKaBBI, PaCHoOpsAKCHUA, aKThl U ,I[p.), I[aTOﬁ Hadajia ACJIa ABJIACTCA AdaTa
MNoAINMUCaHUuA HWIW YTBEPXKIACHUA CaMOr'o paHHEro JOKyYMEHTA, a JI&TOfI OKOHYaHuA — Jaara
oA CaHUA (yTBCp)KIICHI/ISI) CaMoOro nNo3gHero JOKyMcHTa.

Hatoit nena, comeprKallero MpOTOKOJbI 3aceJaHui, SBISETCS AAaThl YTBEPKACHHS (eciu
OHHU YTBEPKAAOTCS) WIH JAThl IEPBOTO U MOCTEAHETO MPOTOKOIOB, BKIIOYEHHBIX B JEIIO.

KpaitHumu naramu nu4HOro jAena sBISAIOTCA AaThl noanucanus Ilpuka3oB o mnpueme
(Ha3HAYeHWHU) ¥ YBOJbHEHUHU (OCBOOOXKICHUH OT JODKHOCTH) JIMIIA, HA KOTOPOE OHO 3aBEJICHO.



B cinyuae cmepTH JaMIa, Ha KOTOPOE 3aBEACHO JIMYHOE JeJI0, KOHEYHOH JaToil sBisieTcs naTta
JIOKYMEHTa, TOATBEPKIAIOIIEr0 CMEpPTh JIMIA, WM 3aliCh 00 ITOM COTPYIHHUKA KaJapOBOH
CITYKOBI.

Jns pen, comepikalux MEpeNnucKy, JaTOW Hauyana Jena sBIsieTcs Jara MOCTYIJICHUS
MEPBOTO BXOJAIIETO WM JaTa MEpPBOrO0 HUCXOJSIIET0 JTOKYMEHTa, a JaTOW OKOHYaHWs — JaTa
CaMOTO TO3JTHETO BXOJSIIETO WIIM UCXOJSIIEr0 JTOKYMEHTa HE3aBUCUMO OT MECTa HaXOXKJICHUS
UX B JIeNe.

KomnnuectBo MMPOHYMCPOBAHHBIX B ACJIC JIMCTOB IIPOCTABIACTCA Ha OCHOBAHWU JIUCTA-
3aBCpUTECIIA ACJ1a, 0e3 ydu€Ta KOJIMYECTBA JIMCTOB BHYTpeHHeﬁ OIIMCHU JOKYMCHTOB /JICJIa U JIUCTA-
3aBCpUTCIIA ACa.

PexBusut «Cpok XpaHEHHUs Jiela U HOMEp CTAaTbU IMEPEUHS» MEPEHOCUTCS Ha OOJIOKKY
Jiella U3 COOTBETCTBYIOIIEW HOMEHKJIATYPBI [ IIOCIE CBEPKU €ro CO CPOKOM XpaHECHUS,
YKa3aHHBIM B INCPEUYHEC TUIIOBBIX JOKYMCHTOB WJIM B IEPECUHC JOKYMCHTOB, O6p213y}0HII/IXC$I B
JESATEILHOCTH T'OCYIapCTBEHHOIO OpraHa, C yKa3aHMEM CPOKOB XpaHEHWs (IIpY BBEIECHUHU B
HeﬁCTBHe HOBBIX nepequﬁ JOKYMCHTOB CO CpOKaMM XpaHCHUS CTApPbIC 3allMCH 3a4CPKUBAIOTCA,
a CBEpXy WJIM PsJIOM NMIIYTCS HOBBbIE JaHHbIE). Ha nenmax MOCTOSHHOrO XpaHEHUs NMUILETCS:
«XpaHUTh MOCTOSTHHOM.

ApxuBHbli mu¢p nena (cocTOMT U3 HOMepa (OHJA, HOMEpa OMHMCHU M HOMepa Jiena Mo
omnucu) Ha OOJOXKKax Jel IOCTOSHHOTO XpaHEHUs MPOCTABIAETCS UYEpPHWIAMU B apXHBE
roCyIapCTBEHHOI'O OpraHa, opraHa MECTHOIO CaMOYIPAaBJIECHHsI TOJIBKO IOCIIE BKIIOUEHUS 3THUX
Jell B TOJOBbIE paslienbl CBOAHBIX ONMUCEH JeN, JOKYMEHTOB, yTBepkaeHHbIXx OIIK
COOTBETCTBYIOLIETO (henepanbHoro apxusa, DIIK cooTBeTCTBYOIIEr0 YIIOJTHOMOUYEHHOTO OpraHa
WCTIOJTHUTENIbHON BiacTu cyOwnekra Poccuiickoii ®Denepanuu B chepe apXWBHOTO Jiela HITU
rOCYJapCTBEHHbIM (MYHUIMNAJIbHBIM) apXUBOM B COOTBETCTBMM C IPEAOCTABICHHBIMH UM
MIOJIHOMOYMSIMHU (10 3TOTO OH MPOCTABIISAETCS KapaHIalloM).

Ha 06mosxkax e MOCTOSHHOTO XpaHEHUs MpeaycMaTpUBaeTCs MECTO JUIsl HAMMEHOBAHUS
rOCYJapCTBEHHOTO (MYyHHIMIAIBHOTO) apXHBa, B KOTOPBIA OYyAyT IepenaBaThCs jeia, KOJOB
roCy/IapCTBEHHOIO (MYHUIIMIIAIBLHOTO) apXUBa U TOCYJAapCTBEHHOIO OpraHa, OpraHa MECTHOTO
camoympasieHust 1o OOmepoccuiickoMy KiacCupUKaTopy MpeanpusiTHA W OpraHu3anui
(OKIIO) m OOmmepoccuiickoMy KJIacCH(UKATOPYy OPraHOB TOCYJApCTBEHHON BJIAcCTH |
ynpasinenus (OKOI'Y).

HaumeHnoBanus goHg000pazoBaTens U CTPYKTYPHOIO MOJApa3/esieHus, TOJ U HOMep Jeia
MOTYT MPOCTABISATHCS HA OOJIOKKE IITAMIIOM.

B nensax obecriedeHns: COXpaHHOCTH M 3aKpEIUICHHUS MOPsiIKa PACIIONIOKEHNS TOKYMEHTOB,
BKJIFOUEHHBIX B JI€JI0, BCE €r0 JUCTHI, KPOME YMCTHIX, JINCTA-3aBEPUTEIS U BHYTPEHHEHN OINCH,
HYMEpYIOTCSl B Pa3BEpHYTOM BuJe apaOCKUMU U paMu, BalIoBOil Hymepalueil. YnucTole TUCThI
U3 Jena u3bIMaloTcs (06e3 MOBPEeXIEHMs LEJNOCTHOCTH JieNa) M YHHUYTOXKarTcs. JIMcTh
HYMEPYIOTCS ITPOCTBIM KapaHJAIIOM CBEPXY BHH3 B BO3PACTAIOLIEM MTOPSIIKE HOMEPOB, HAUMHAS
c mepBoro. Lludpsl mpocTaBisfOTCSs B MpPaBOM BEpXHEM YNy JIMCTa, HE 3a7eBas TEKCTa
JNOKYMEHTOB. JINCTBI BHyTPEHHEH OIMCU HyMEPYIOTCS OTAENBHO.

JIMCTBI Aei, COCTOSIINX U3 HECKOIBKUX TOMOB, HYMEPYIOTCSA 110 KaXA0MYy TOMY WIN YacTH
OTAENHHO, HAYMHAA ¢ IepBOTO. [IpHIoXKeHH K J1eiy, MOCTYHUBIIUE B MeperieTe, 0popMIISIOTCS
KaK CaMOCTOSATEJIHBIE TOMAa U HYMEPYIOTCSA OTAEIBHO.

JIoOKyMeHTBl ¢ COOCTBEHHOW HyMmepauueill JIMCTOB, B TOM 4YHCIE TE€YaTHbIE H3JaHMA,
HYMEpYIOTCSI B OOILIEM TOpPSJKE WM COXPaHSIIOT COOCTBEHHYIO HyMEpalHio, €CId OHa



COOTBCTCTBYCT NOPAAKOBOMY PACIIOJIOKCHUTIO JIMCTOB B JICJIC.

dororpaduu, YEepTEKH, AUATPaMMBbl M JPyTHE HIUIIOCTPATUBHBIE W CHenU(UIEecKHe
JOKYMEHTBI, MPEeACTaBIISIIOIME CAaMOCTOATENbHBIM JUCT B Jelle, HyMEpYITCs Ha 00OpOTHOM
CTOpPOHE B JIEBOM BEPXHEM YTIIy.

CrnoxxeHHbIH JIUCT 60mbIimoro ¢popmara (popmara A3, A2) pazBopauyuBaeTcs U HyMepyeTcs
B IPaBOil yacTu BepxHero mouis jucta. [Ipu sToM nuct moboro ¢popmara, HOJMUTHIN 32 OJUH
Kpal, HyMepyeTcsi KaK OJMH JIUCT; a JIUCT, CJIOXKEHHBIA U MOAIIUTHINA 32 CEpeIuHy, MOAIEKUT
NEepeIIMBKE U HyMEpyeTcsi Kak OJIMH JIUCT.

Jluct ¢ HarmyXxo HakJIeeHHBIMU JTOKyMeHTaMu ((oTorpadusiMu, BeIpe3KaMH, BBIMUCKAMH U
1p.) HyMepyeTcsl Kak OJIMH JIUCT; B HIDKHEW 4acTW WJIM Ha O00OpOTE TAaKOTO JIUCTA JeNIaeTcs
OIUChH HAKIJIEEHHBIX HAa HETO JOKYMEHTOB. Bo BHyTpeHHE! ONKCH U B JINCTE-3aBEPUTENIE B KOHIIE
Jena 0 TaKuX JIMCTax Jenaercs oroBopka. Hampumep: «Ha nucte 6 HakiieeHo 5 ¢oTorpaduit
COIJIACHO OIUCH Ha 00OPOTE JIUCTa».

KapTel U cxeMmbl, CKI€EHHbIE W3 HECKOJIBKUX JHCTOB, HYMEPYIOTCS Kak oauH JucT. Ha
TaKHUX JIHCTax Ha 000pOTe MM CBOOOJHOM OT TEKCTa MECTE yKa3bIBAETCS] KOJIUYECTBO JIUCTOB B
ckiieiike. Bo BHyTpeHHel OnucH u B IMCTE-3aBEPHUTEIIE JIeNa O TAKUX JIMCTAX JIENIAeTCsl OTOBOPKA.
Hanpumep: «Jluct 7 — kapra-ckielika u3z 10 1uctoBy.

Ecnu k oKyMeHTy (JIMCTY) MOAKIEEHbI OJHUM KpaeM JApyrue JOKYMEHTHI (BCTaBKU TEKCTa,
IIEPEBO/IbI, BBIPE3KHU, CIIPABKU U Jp.), TO KX/l JOKYMEHT HyMEpYeTCs OTAEIIbHO, OUEPEIHBIM
MOPSIIKOBBIM HOMEPOM.

HOIII_HI/ITBIC B JICJIO KOHBCPTHI C BJIOKCHHUAMHU HYMCPYIOTCA: BHA4YaJIC KOHBCPT, a 3aTCM
O4YCPECAHBIM HOMCEPOM KaXOOC BJIOKCHHC B KOHBEPTC. HaubGonee IECHHBIC B HCTOPHUYCCKOM U
XYOOXKXCCTBCHHOM OTHOIICHHUU JOKYMCHTBI (qepTexcH, PYKOIIHUCH, rpaq)m(a n I[p) HE
MMOAIIHNBAIOTCA, 4 BKIAABIBAOTCA B KOHBCPTHI.

Ecnu B HyMepalnuu JIMCTOB AOMYIIEHO MHOTO OMIMOOK, BCE N0 HyMepyeTcs 3aHoBo. [1pu
3TOM CTapble HOMEpaA 3aUYE€PKUBAKOTCA OJIHOW HAKJIOHHOW 4YEpTOW MU PAOM CTABUTCA HOBBIN
HOMeEp JucTa. B KOHIE Jena cocTaBisieTcs HOBBIM JIMCT-3aBEpUTENb JENa, MPU ITOM CTapbIid
JINCT-3aBEPUTEIIb 3aUYECPKUBACTCS, HO COXPAHAETCS B JI€JIe; BO BHYTPEHHIOK OIMCHh TaKKe
BHOCATCS UCIIPABIICHUS WM BHYTPEHHSS! OIIUCh COCTABIISIETCS] 3aHOBO.

[Ipn HanMUYUU OTAETHHBIX OMIMOOK B HyMEpaIlMH JIMCTOB B JeNIaX MPH MOJITOTOBKE HX K
claye B apXuB JIOMYCKAeTCA IO COIVIACOBAaHUIO C apXUBOM YINOTpeOJIeHHE JIUTEPHBIX (C
OYKBCHHBIMU JIONIOJTHEHUSIMHU ) HOMEPOB JIMCTOB.

[locne 3aBepumieHHMsT HyMepaluM{d JIMCTOB  COCTaBISICTCA  JIMCT-3aBEpUTENb  JIeIa
(3aBepuTEnbHAS HAJINUCH), IOMEIIAEMBIN B KOHIIE Aena. JIucT-3aBepuTenb COCTaBIsAETCS B JIENE
Ha OTJAEIHHOM JIMCTE-3aBEpUTENIe Jejia MO YCTaHOBIeHHOW ¢opme (mpuiokenue Ne 23 k
HacTosIUM MeToAMYecKMM peKoMeHJalusM). B nucre-3aBepurene nudpamMu M MpPONHUCHIO
YKa3bIBaeTCsl KOJMYECTBO JIMCTOB B JAaHHOM JieJie, OTMEYAaroTCsl OCOOCHHOCTH OTAEIbHBIX
JTOKYMEHTOB (uepTexH, (poTorpaduu, puCyHKH U Jp.) U (PU3NYECKOTO COCTOSIHUS TOKYMEHTOB
(momapku, Hepa300PUMBBIN TEKCT, TOPBAHHBIE JIUCTHI U JP.).

Jlucr-3aBeputenb  MOANMUCHIBAETCS €r0  COCTABUTEIEM C YKA3aHUEM  JIOJKHOCTH,
pacimdpOBKY TOIITUCH U TAThI COCTABIICHUSI.

Jlis y4yeta TOKyMEHTOB OIPEEICHHbBIX KaTerOpuil MOCTOSHHOTO U BpeMEeHHbIX (cBblmie 10
JIeT) CPOKOB XPAHEHUSI, yUET KOTOPHIX BBI3BIBACTCS CIIEUM(PUKON TaHHON JOKyMEHTau# (0co00
LIEHHbIE, JIMYHbIE JeJa, Jeja C JOKYMEHTaMH OTPaHUYEHHOIrO JIOCTyIa U Jp.), COCTaBJseTCS



BHYTPEHHSISI ONUCh JOKYMEHTOB Jena (mpuioxkeHue Ne 24 k HacrosmmMm MeToauyeckum
PEKOMEHIAIIHSIM).

BHyTpeHHsAsT omMch JOKYMEHTOB Jefla COCTaBIseTCS Takke Ha OObeMHbIE Jena
MIOCTOSTHHOTO U BpeMEHHBIX (cBbliie 10 J1eT) CPOKOB XpaHEHMs, €CIi OHU CPOPMHUPOBAHBI IO
Pa3sHOBUIHOCTSIM JOKYMEHTOB, 3arOJIOBKH KOTOPBIX HE PACKPHIBAIOT KOHKPETHOE COJEepiKaHue
JOKYMEHTOB, B LEISIX yuyeTa M 0Oojee OBICTpOro HaXOXKJAEHUS IOKYMEHTOB B Jene. Bo
BHYTPEHHIOIO OINUCh MOMUMO JOKYMEHTOB, MOJALIMTHIX B JEJ0, JOJDKHBI ObITh BHECEHBI M BCE
OTHOCSIIIMECS K HUM IPUIIOKEHUSI.

JlucTbl BHYTpEHHEW OMKMCH MOJAUIMBAIOTCS B Hayaie jena. Eciau neno meperuieTeHo Wiu
noamuTO 0e3 BHYTPEHHEH ONMUCH JOKYMEHTOB, TO COCTaBJICHHAs IO YCTaHOBIJICHHOH (opme
BHYTPEHHSISI ONKMCh HAKJIEUBAETCS 32 BEPXHUI Kpail K BHyTpEHHEH CTOpPOHE JHMIIEBOU OOJIOKKH
nena.

HCO6XO)II/IMOCTI) COCTaBJICHUA BHYTpeHHeI\/'I OIMUCU JOKYMCECHTOB JA€JIa OTACIBHBIX OCJI
onpexaensiercss VHCTpyKIMed 1o AEIONpOM3BOJACTBY TI'OCYIapCTBEHHOTO OpraHa, oOpraHa
MECTHOTO CaMOYIIPABIICHUSI.

BHy’[‘peHH}IH OIMUCh HNOKYMCHTOB [€JIa COACPIKUT CBCACHUA O MOPAAKOBBIX HOMCpPaAX
AOKYMCHTOB A€Jia, UX HHACKCAX, AaTax, 3aroJIOBKax M HOMEpax JIMCTOB [€JIa, Ha KOTOPLIX
PacCIIOJIOKCH Ka)KI[BIﬁ JAOKYMCHT. K BHYTpeHHeﬁ OIMHMCU HJOKYMCHTOB [CJIa COCTaBJIACTCA
nuroroBas 3aIiucCh, B KOTOpOfI YKa3bIBACTCA HHq)paMH " MPOIUCHIO KOJUYCCTBO BKIIIOYCHHLIX B
HEC NOKYMCHTOB, HpI/IJ'IO)KeHI/Iﬁ K €Iy U KOJIMYCCTBO JIMCTOB BHYTpCHHeﬁ OIINCH.

[Ipu n3menenuu cocraBa JOKYMEHTOB Jieia (M3bATHUH, BKIIOYEHUH JOKYMEHTOB, 3aMEHE UX
KOMUSIMU U JIp.) 9T U3MEHEHUS OTPAXKAIOTCS BO BHYTpeHHEU omnucu B rpade «IIpumedanuey» co
CCBUJIKAMH Ha COOTBETCTBYIOIIME aKThl M MPU HEOOXOAMMOCTH COCTABIISICTCS HOBAas UTOTOBAs
3aIUCh.

BHYTpeHHSIﬂ ONMUCb HAOOKYMCHTOB JCJjIa MOAIMUCBIBACTCA COCTABUTCIIEM C YKa3aHHUCM
JOJIDKHOCTH, paCHII/I(i)pOBKI/I HNOANIHMCH M JaTbl COCTaBJICHUS.

I[OKYMGHTBI B JCJIaX TOCTOAHHOI'O, BPEMCHHBIX (CBBIH_IG 10 J'ICT) CPOKOB XpaHCHHA U I10
JIMYHOMY COCTaBYy MOAIIMBAIOTCA HA YETBIPC IMPOKOJIa NPOYHBIMU HUTKaMH B TBEPAYIO O6J'IO)KKy
N3 KapTOHa WM TEPCIUICTAOTCA € YUYETOM BO3MOXKXHOCTU CBO6OI[HOI‘O YTCHHUA TCKCTa BCECX
AOKYMCHTOB, JaT, BU3 U pe3omou1/n?1 Ha HUX. TeKCT He HOKEH NOAXOJUTH K JIMHUU ITOAIIHNBKHU
(nepenneTa) ommxke 2 CM, a JIMCTBI HC NOJIKHBI BBICTYIIATH 3a Kpast 00110kKH. B ClIydasx, Korga
TCKCT Ha JOKYMCHTC PaCIIOJIOKCH 0IU3KO K Kparo JIMCTa, K TaKOMY JIMCTY IIOAKJICUBACTCA
IIOJIOCKa 6YM8.FI/I, 34 KOTOPYIO JOKYMCHT INOAIINBACTCH (nepeHHeTaeTc;I) B A€CJIO0.

Pezomronnu PYKOBOJACTBA, BU3bI, COCTABJICHHLIC Ha OTACJIBHBLIX JIMCTAX, pPa3MCIIAlOTCA
nepea 10KyMEHTOM, K KOTOPOMY OHH OTHOCATCA, U B TAKOM IOPAAKE IMMOAIIMNBAIOTCA B A€JI0.

[Ipu moaroroBke Jnen K MOAIIMBKE (MEpeIuieTy) TMpoBEpsieTCs MPaBHIBHOCTh HX
¢dbopmupoBanus, ohopMIICHHS, METaJUIMYECKUE CKperuieHus (OyaBKH, CKPENKH) U3 JOKYMEHTOB
YIAJISAI0TCS.

B ACIaX IMOCTOAHHOIO XpaHCHUA TIOAJICIKAT UIBATHIO I[y6J'IeTHI>I€ SK3CMILIAPLI
AOKYMCHTOB, YCpHOBUKHU, HCO(I)OPMHCHHBIG KOIMMHU JOKYMCHTOB U HC OTHOCAIIHECA K BOIIPOCY
AOKYMCHTBI C BDEMCHHBIMU CPpOKaMU XpaHCHHA.

Jlena MOCTOSIHHOTO XpaHEHHUs, COCTOSIIUE U3 JOKYMEHTOB 0CO00i HayYHO-UCTOPUUECKOH,
XYA0KECTBEHHOH M WHOW IIEHHOCTH WJIM He(OPMATHBIX JOKYMEHTOB (KapThl, CXEMBI, IJIaHBbI,
4epTeku, (POTOCHUMKHU U JIPyTHe JOKYMEHTHI 0oJbIIoro ¢popmMara), B LeNIX UX COXPAHHOCTU U



yoOCTBa MOJIb30BaHMsA HE IMOJIIMBAIOTCS B JIeNa, a XPAaHATCSA CIOKEHHBIMH B 3aKPBITHIX
TBEPABIX MamKax ¢ TpeMs KJallaHaMU U C 3aBsi3KaMH WM B KapTOHHBIX (pyTiisgpax (kopoOkax) B
KayecTBe MPUJIoKeHUH K fenam. Ha kaxayro nanky (KopoOKy) cocTaBiseTcsl BHYTPEHHSS ONUCh
HaXOSIIMUXCS B HEM TOKYMEHTOB.

Ecmn B geno B xone ero GopMupoBaHUs ObLIM HOJIINTHI JTOKYMEHTBI C Pa3IUYHBIMU
CpPOKaMHU XpaHEHHs, TO JeJ0 pacliuBaeTcss U (GOPMUPYIOTCS HOBBIE Ji€a, UCXOJS U3 CPOKOB
XpaHeHus1 JOKyMEHTOB. [Ipy 3TOM 1OKYMEHTBI C UCTEKIIUMHU CPOKAMU XPAaHEHUs] YHUUYTOXKAIOTCS
10 aKTaM B YCTAaHOBJICHHOM MOPSJIKE.

OO0n0XKHU 11 ¢ JOKYMEHTaMH, UCIIOJTHEHHBIMU HA CTaHJAPTHBIX JIMCTAX, JOJKHBI UMETh
pasmepsl 229 x 324 mm. OOJIOKKH JeNl ¢ JOKYMEHTaMH, U3TOTOBJIEHHBIMU Ha HECTaHIAPTHBIX
JMCTaX, MOTYT UMETh pa3Mepbl, COOTBETCTBYIOIINE pa3MepaM MOJIINTHIX B HUX JIHCTOB.

OOnoXKu Jen ¢ JOKYMEHTaMH, HMEIOIIMMH JUuTenbHble (25 u Oonee JeT) Cpoku
XpaHeHusl, JOKHBI ObITh U3TOTOBJICHBI U3 TBEPAOro KapToHa. J[is o0noxek Jel, cjaBaeMbIX Ha
roCyJapCTBEHHOE XpaHEHHE, IPUMEHSIETCS] OECKUCIOTHBIN KapTOH.

Jns mpenoxpaHeHus JOKYMEHTOB OT MEXaHMYECKOM IOpYM HAa NEPBOM M IOCIIEIHEM
JUCTax Jena, ToMma Iiepel] INPOIUMBKOM HAKICUBAIOTCS IIOJOCKH TOHKOIO KapTOHA, Yepes
KOTOPBIE U IIPOITYCKAETCS IIHYP.

[Ipu odopmieHHH 1e1 TPUMEHATh KAHIEIAPCKUA (CHUJIMKATHBIN) KIIEH, MYYHOH H
KpaxMaJbHbIN KJIEUCTEPHI HE JHOIYCKACTCA.

B coorBerctBum ¢ nyHktamu 7.12 — 7.13 llpaBun [enonpou3BOACTBAa IOATOTOBKA
JJIEKTPOHHBIX JIOKYMEHTOB K Ilepefjaue B apXUB IOCYAAPCTBEHHOIO OPraHa, OpraHa MeCTHOTO
CaMOYIIpaBJICHUs] ~ OCyIIecTBIsieTcss B coorBerctBUM ¢ [lpaBumamm 2015 1.,
npexycmarpusarommmu [90]:

— MOJTrOTOBKA 3JIEKTPOHHBIX JEJ, JOKYMEHTOB K Iepefaye B apXuB I'OCYJapCTBEHHOTO
opraHa, opraHa MeCTHOTO CaMOYIpPaBJIEHUS] OCYLIECTBISETCS CTPYKTYPHBIM MOJPA3/IeIeHUEM —
MOJIb30BATEIEM COOTBETCTBYIOMIEH WH(MOPMAIIMOHHON cHucTeMbl coBMecTHO co Ciyk00i
JIeTIONIPOM3BO/ICTBA U TOApaszeneHreM (paboTHUKOM), oOecreunBalomM (yHKIIMOHUPOBAHUE
MH(POPMALMOHHOW CUCTEMBI;

— MpU TOATOTOBKE OJIJIEKTPOHHBIX JOKYMEHTOB, OTOOpaHHBIX K Ilepefadye B apXuB
roCy/IapCTBEHHOI'O OpraHa, OpraHa MECTHOI'O CaMOYIPAaBJICHUS, BBIIOJIHSIOTCS CIEAYIOLIUE
OCHOBHBIE MTPOLIEYPHI PaOOTHI C JOKYMEHTAMU:

— TIpeoOpa3oBaHNe TEKCTOBBIX AJIEKTPOHHBIX TOKYMEHTOB B ()OpMaT apXUBHOTO XPaHEHHS
PDF/A-1 unm uHOM (popMaTr Mo COTJIACOBAHHUIO C apXMBOM TOCYJApPCTBEHHOTO OpraHa, opraHa
MECTHOTO CaMOYTIPaBJICHHUS, €CIIH dJEKTPOHHBIN TOKYMEHT OB CO3/IaH WJIH BKJIIOYEH B CHCTEMY
B UHOM (popmare;

— ¢opmMupoBaHUe B MH()OPMAIIMIOHHON CHUCTEME OMUCEH AIIEKTPOHHBIX e, JOKYMEHTOB
CTPYKTYPHBIX HOJIpa3AeiIeHUl;

— ¢opmupoBanue B HMHPOPMAIIMOHHOW CHCTEME TOCYJapCTBEHHOTO OpraHa, opraHa
MECTHOT'O CaMOYIIPaBJICHHUS KOHTCHHEPOB 3JEKTPOHHBIX JOKYMEHTOB, BKIIOUAIONINX: KOHTEHT U
MeTaJlaHHbIe JIEKTPOHHOTO JOKYMEHTa, (ailibl JIEKTPOHHBIX MONUCEH, BU3yalIn3UPOBAHHYIO
KOIHMIO TEKCTOBOTO 3JIEKTPOHHOrO JoKymeHTa B (opmare PDF/A-1 wnm muHoMm dopmare 1o
COTJIACOBAHUIO C APXMBOM I'OCYapPCTBEHHOTO OpPraHa, OpraHa MECTHOTO CaMOYIIPABIICHHS;

- (I)OpMI/IpOBaHI/Ie B HH(I)OpMElL[HOHHOfI CUCTCMC TOCYyHapCTBCHHOI'O OpTraHa, OpraHa



MCCTHOI'O CaMOYIIPAaBJICHUA JJICKTPOHHBIX HOCJ, ABJIAOINNUXCA COBOKYIIHOCTBIO KOHTeﬁHepOB
SJICKTPOHHBIX JOKYMCHTOB HUJIN KOHTCfIHQpOM OJICKTPOHHOT'O TOKYMCHTA,

— MUTrpanus 3JICKTPOHHBIX JOKYMCHTOB Ha CI)I/ISI/I‘ICCKI/I 000CcO0IEHHBIE MaTCpHaJIbHbIC
HOCHUTCIIN, €CJIIN NJOKYMCHTEI MEPCAAIOTCA B AapXHUB I'OCYJApPCTBEHHOT'O OpraHa, OpraHa MECTHOI'O
CaMOYIIpaBJICHUS HEC I10 I/IH(1)OpMaI_II/IOHHO—KOMMYHI/IKaI_II/IOHHBIM KaHajlaM,

— IIPOBEPKa BOCIIPOU3BOIUMOCTH 3JIEKTPOHHBIX IOKYMEHTOB;

— TMpOBEpKa DJEKTPOHHBIX JIOKYMEHTOB Ha HaJM4Me BPEIOHOCHBIX KOMIIBIOTEPHBIX
IpoTrpaMM;

— (¢opMupoBaHHE TPAHCHOPTHOTO KOHTEHHEpa, COAEPIKAIero 3JEKTPOHHbIE Jena,
BKJIFOYEHHBIE B ONMChH AJIEKTPOHHBIX JIEJ, TOKYMEHTOB CTPYKTYPHOTO MOApa3zeieHHs (ONUCh
JIeJ1 TIOCTOSIHHOTO XpaHEeHUs, BpeMEHHbIX (cBbllie 10 J1eT) CpoKOB XpaHEHUs, A€l MO JIUYHOMY
COCTaBy).

ITpunoxxenue Ne 21

HanmenoBanue opranusanuu

YTBEPXIAIO
AKT PykoBoauTens opranuzanuu
Ne
[Toanuce Pactmdporka
O BBIJICJIEHUH K YHUUYTOXKEHUIO HOJIHCH
aApPXUBHBIX JTOKYMEHTOB *, [Hara

HC IMOJICKallINX XPaHCHUIO

Ha ocnoBanun
(Ha3BaHME M BBIXOJHBIC JJAHHBIC MEPEYHS JOKYMEHTOB C YKa3aHHUEM
CPOKOB UX XpaHEHUS)

OTOOpaHbl K YHHYTOXKCHUIO KaK HE HMMEIOIINE HAYYHO-MCTOPUUECKON IEHHOCTH U
YTPATUBIIKNE MPAKTUICCKOE 3HAYCHUE TOKYMEHTHI (poHIa No
(na3Banue GoHmA)

Ne | 3aronoBok nena | I'oger | Homep | Homep en. | Konnuec Cpoxu ITpume
n/n (rpynmnoBoii OIUCH Xp. 10 TBO €. XpaHEHUs U | yaHHe
3aroJ0BOK X OIIHCH Xp. HOMeEpa cTaren

JIOKYMEHTOB) 110 IIEPEYHIO
1 2 3 4 5 6 7 8

Uroro el. Xp. 3a roJibl




(udpamu ¥ MPOMUCHIO)
Ornrcn nen MoCcTOsTHHOTO XPaHEHUs 3a roziel yrBepkaeHsl JI1K

(HaMMEHOBaHUE APXUBHOTO YUPEKICHUS)
(IPOTOKOI OT Ne )

HaumenoBanue 10mKHOCTH
PYKOBOJUTENSI apX1Ba
(;tuma, OTBETCTBEHHOTO 3a apxuB)  [loamuch PactmidpoBka noamnucu

COI'JTACOBAHO
[Tpotokon [I9K (3K) opranuzaruu
OT No

* Ilpu BbIIENEHUM K YHUUYTOKEHUIO JIOKYMEHTOB C HMCTEKIIMMHU CPOKAMM XpaHEHMs W3
CTPYKTYpPHBIX MOJpa3JeIeHUl opraHu3anuu, Npu O(GOPMIIEHHH aKTa CIIOBO «APXHUBHBIW»
UCKJIFOYAETCS.

** Tlpu BBIIENCHUHM K YHHUUYTOXKEHHUIO JOKYMEHTOB MpHU IMOATOTOBKE JEN K Iepeaade B
apXuB opraHu3anuu, rpadsl 4, 5 He 3aNOTHSIIOTCS.

CDopMa aKTa O BBIACJIICHMU K YHUYTOKCHHUIO APXUBHBIX TOKYMCHTOB,
HE MOJJICKAIINX XPaHCHUIO

[Iponomkenue npunoxxkenus Ne 21
JIOKYMEHTBI B KOJTHUECTBE el. Xp.:

— Ha 6YMa)KHOM HOCHUTCIIC BECOM KI' CIaHbl HA YHUYTOKCHUC,
— Ha 3JICKTPOHHOM HOCHTCJIC CAaHbl HA YHUYTOXKCHUC

(cioco0 YHUUYTOKEHHUS )

HaunmeHnoBaHue AOIKHOCTH pabOTHUKA,
CHABILIEr0 JOKYMEHTHI IToanuce Pacmm¢poBka noanucu

ara

N3menenus B YUYCTHBIC JOKYMCHTBI BHCCCHBI.

HanmeHoBaH#e TOMKHOCTH pabOTHUKA

apXuBa, BHECIIETO N3MEHEHUS

B YYETHBIE JOKYMEHTBI ITonnuce Pacmm¢poBka noanucu

ara

®opmat A4 (210 x 297 mm)
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(HauMeHOBaHHUE rOCYJapCTBEHHOTO (MyHHUIIMIIAILHOTO) apX1Ba)

(HaMMEHOBaHUE OPTaHU3ALINH )

(HauMEHOBaHHE CTPYKTYPHOTO MOApa3AeICHNs)

JEJIONe  TOM Ne

(3arosoBOK Jena)

(xkpaiiHue JaThl)

Ha JMCTax
XpaHuTh
|
@. Ne
Om. Ne
JI. Ne
|
®opmat A4 (210 x 297 mm)

dopma 00JI0KKH J1ea

JINCT-3ABEPUTEJIb AEJIA Ne

B nene noammurto u MMPOHYMCPOBAHO
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JINCTOB

(mdpamMu ¥ IPOTHCHIO)
c Ne o Ne

, B TOM UHCIIC:

JIMTCPHBIC HOMEpPA JIUCTOB

MMPpOMyHIICHHBIC HOMEpA JIUCTOB

+ IMCTOB BHYTPEHHEH ONUCH

OcobeHHocTH (PU3NIECKOT0 COCTOSIHUA U (OPMHUPOBAHUS AeTa

Howmepa nmucros

1

2




HaumenoBanue 10KHOCTH
paboTHHKA [Toanuce Pacmm¢poBka noanucu

[ara
®opmat A4 (210 x 297 mm)

dDOpMa JIMCTAa-3aBCPUTCIIA ACJIa
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BHYTPEHHA OITUCH
JIOKYMEHTOB jiesa Ne
Ne | PeructpaiiioHHBIH [Hara 3aroyioBOK Howmepa nucros | [Ipumeuanue
/Tl | UHJIEKC TOKYMEHTa | JIOKyMEHTa JIOKyMEHTA nena
1 2 3 4 5 6
Hroro JIOKYMEHTOB.
(T pamMu 1 IPOTTUCHIO)
KonngecTBO TMCTOB BHYTPEHHEHN ONKCH
(unpamMu U IPOIUCHIO)
HaumeHoBaHMe JOKHOCTH JINLA,
COCTABUBIIETO BHYTPEHHIOK OIHCH
JOKYMEHTOB JIeJIa IMognucs  PacummdpoBka noamnucu
Jara
®opmat A4 (210 x 297 mm)
@®opMa BHYTPEHHEHN ONKMCHU JTOKYMEHTOB €1
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nHPOpPMAIIMK O  JICATEIBHOCTH TOCYJApPCTBCHHBIX OPraHOB W  OPraHOB  MECTHOTO
camoynpasneHus» (Cobpanue 3akonomarenbctBa Poccuiickort @enepammu, 2009, Ne 7, ct. 776;
2018, Ne 1, ct. 7) (nanee — @enepanbHblil 3akoH Ne 8-D3).

[5] Denepanbubiii 3axkoH or 27 wuronsg 2010 roma Ne 210-®3 «O6 opranuzanuu
MIPEIOCTABIICHUST TOCYIAPCTBECHHBIX M MYHUIMNAIBHBIX yciyr» (CoOpaHHe 3aKOHOAATEIhCTBA
Poccuiickoii @eneparun, 2010, Ne 31, ct. 4179; 2020, Ne 31, c1. 5027).

[6] TOCT P 7.0.8-2013. Cucrema cranaapToB no uHpopManuu, OUOIMOTEYHOMY U
U3/1aTeNbCKOMY Jieny. Jlenonpon3BoACTBO M apXuBHOE Aei0. TepMuHbl U onpexaeneHus. — M.:
Crannaptundopm, 2014.

[7] YmpaBnenue nmoxkymentamu. Tepmunbsl u omnpeneneHus. Cioaps. — M., BHUNUIA/,
2013. — 120 c.; CnoBapp BUAOB M Pa3HOBUIHOCTEM COBPEMEHHOM YINpPaBICHUECKON
nokymentaruu/Pocapxus, BHUNJIAL. — M., 2014. [DnexkTpoHHsbIi pecypce]| — Pexum nocryna:
http://archives.gov.ru/sites/default/files/2014-slovar-upravl-documeNets.pdf.

[8] DnextpoHHBI mabmoH OmaHka — OlaHK [JOKyMeHTa B IdpoBoi  (dopme,
UCIIOJIb3YEMBIH [UIsl CO3/IaHMUS IOKYMEHTOB B MH(GOPMAIIMOHHOM CHCTEME; JJICKTPOHHBIN M1a0I0H
JIOKyMeHTa — YHU(DUIIMPOBaHHAS (OopMa JOKYMEHTa UCIIOb3yeMast Uil CO3J[aHus JIOKYMEHTOB B
UH()OPMAIIMOHHOI CHCTeMe M ColeprKalliasi He TOJBKO PEKBU3MUTHI OaHKa B HUPPOBOIA Gopme,
HO ¥ MTOCTOSIHHBIC YaCTH TEKCTa JIOKYMEHTA.

[9] UnaTepakTuBHAs (popMa JOKyMEHTa MO3BOJISIET CO3/aBaTh AJICKTPOHHBIN JOKYMEHT B
MH(POPMALIMOHHOW CHUCTEME B MPOLIECCE TUaora ¢ MOoJIb30BaTEeNIeM, MPU STOM HpPEAIoIaraercs,
4TO UHTep(delc CONEePKUT Pa3IMYHbIC SJIEMEHTHI YIIpaBieHUus (MEHIO, KOMaH/IHbIE KHOTIKH, TTOJIS
Ui BBOAA WHQOpPMAIUH, CIUCKHW), Oyiarogapsi KOTOPBIM TOJB30BATEb MOXKET (POpMHpPOBATH
nokyMeHT. OCOOEHHOCTh JOKYMEHTOB, CO37aBaeMbIX Ha OCHOBE HMHTEPAKTHBHBIX (OpM, — UX
CBsI3b C 0a30i JaHHBIX, MOCKOJIBKY B TIPOIECCE CO3JaHUs JOKYMEHTa 3HAYUTENbHAs 4acTh
uHpopMaluu BbIOMpaeTcs U3 0as3bl JaHHBIX, a Ta YacThb MH(GOpPMAlLMU, KOTOpasi BKIIOYAETCS B
JOKYMEHT KakK HOBasi ”H(GOpPMAITUsi, CTAHOBUTCS YaCThIO 0a3bl JAHHBIX.

[10] denepanbHBIE KOHCTUTYIIMOHHBIM 3akoH OT 25 aekadpst 2000 roma Ne 2-OK3 «O
I'ocynapctBennom repbe Poccuiickoit @enepannun» (CoOpanue 3akoHoaaTenscTBa Poccuiickoit
®enepanuun, 2000, Ne 52, ct. 5021; 2017, Ne 52, cT. 7916).

[11] [TocranoBnenue IIpaButenbctBa Poccuiickoit @enepanuu ot 27 nekadps 1995 rona
Ne 1268 «O06 ynopsgoyeHUM W3rOTOBIEHUS, MWCIIOJIb30BAHUSA, XPAHEHUS M YHHUYTOKEHUS
nevyareid u OIaHKOB ¢ BocmpousBeneHueMm ['ocynapcrsennoro repba Poccuiickoit denepammm»



(CoOpanme 3akoHonmatenbcTBa Poccuiickoit @enepanuu, 1996, Ne 2, ct. 123; 2018, Ne 13, cr.
1808).

[12] TOCT P 7.0.97-2016 «Cucrema craHaapToB 1o HHpOpMaLuu, OMOIMOTEYHOMY U
u3garenbckoMy neny. OpraHu3alrOHHO-pacTOpSIUTeIbHAs JOKyMEHTalus. 1pe0oBaHUsS K
oopmienuto nokymeHToB» (¢ M3menenuem Ne 1). — M.: Crannaptundopm, 2018. Pazngen 6
(manee —I'OCT P 7.0.97-2016).

[13] O6pa3iibl 61aHkoB oKyMeHTOB TipuBeaeHb! B [Ipunoxxennu b xk TOCT P 7.0.97-2016.

[14] B Hacrosimiee Bpemsi oOIIMi OJMaHK BBIXOAUT U3 ymoTpebieHus. Ero ucnomb3yror
rOCy/lapCTBEHHbIE  OpraHbl, = OpPraHbl ~ MECTHOTO  CaMOYIpAaBJIEHUS,  IPUMEHSIONINE
UCKITIOUUTENIbHO OJTaHKK Ha OyMa)XHOM HOCHUTENE, U3rOTaBIMBaeMbIe THIIOTPaPCKUM CIIOCOOOM.
B rocynapcTBeHHBIX opraHax, opraHax MECTHOTO CaMOYIIPaBJICHUS, HE UCIIOJIB3YIOIUX OJaHKH,
M3TOTOBJICHHbIE TUIIOTPA(CKUM CIIOCOOOM, BMECTO OOIIETO OJIaHKA MCIIONB3YIOTCS AIEKTPOHHBIE
11a0JI0HBI KOHKPETHBIX BUOB TOKYMEHTOB.

[15] TOCT P 7.0.97-2016 ycranaBianBaeT Takke, 4TO JOKYMEHTHI JUIUTEIbHBIX (CcBbIIIE 10
JIET) CPOKOB XpaHEHUs JOJHKHBI UMETH JieBoe mojie He MeHee 30 MM. DTO TMOJIOKEHHE MOXKET
OBITh y4TEHO MpHU pa3paboTke OJTAaHKOB T€X BHJIOB JOKYMEHTOB, KOTOpPbIe UMEIOT ATUTEIbHBIC
CPOKH XpaHEHUSI.

[16] CranmapT HE Ha3bIBa€T KOHKPETHBIX TapHUTYP IIPU(TOB, HCIOIB3YEMBIX IPH
CO3JIaHMM JIOKYMEHTOB, B CBSI3U C TE€M, 4TO nocTtaHoBieHHeM lIpaBurenbcrBa Poccuiickoin
Oenepanuu ot 16 HosA0ps 2015 roma Ne 1236 «OO0 ycTaHOBJICHMHM 3ampera Ha JOMYCK
MPOrPaMMHOTO 00ECIEYCHHSI, TPOUCXOMASIIIETO W3 HWHOCTPAHHBIX TOCYNapCTB, IS IIeNei
OCYIIECTBIICHUS 3aKyMOK [UIsi 00eCledYeHHs] TOCYyAapCTBEHHBIX M MYHHUIHUMAIbHBIX HYXKID»
(Cobpanme 3axonomarenscTBa Poccuiickoit @eneparun ot 23 Hosiops 2015 roga Ne 47 cr. 6600;
2019. Ne 15. Cr. 1754) BBe/ieH 3alpeT HA UCIIOIB30BAHUE OpraHaMH TOCYJapCTBEHHOM BIACTH U
OopraHaMu MECTHOT'O CaMOYIIPaBJIEHUs MPOrPaMM JJIS SJIEKTPOHHBIX BBIUUCIUTEIBHBIX MAIIUH U
0a3 JaHHBIX, MPOUCXOAUINX U3 MHOCTPAHHBIX TOCYJApCTB, a pacnopsbkeHueM llpaBurennbcTa
Poccuiickoit ®enepanun ot 26 wutons 2016 roma Ne 1588-p yTBepKaeH IIaH Iepexoja
(denepanbHBIX OPraHOB HCIOJHUTENIBHON BJIACTU M IOCYJApCTBEHHBIX BHEOIOKETHBIX (POHIOB
Ha UCTOJIH30BAaHUE OTEYECTBEHHOTO O(DUCHOTO MPOTPAMMHOT0 00ECIICYCHHUS.

[17] Cratbst 16 3akona Poccuiickoit ®deneparuu ot 25 oktadps 1991 roma Ne 1807-1 «O
s3pIkax HapoaoB Poccwuiickoii ®Deneparum» (BegoMocTu che3na HApPOAHBIX JACMYyTaTOB U
Bepxosuoro Cosera Poccuiickoit deneparuu ot 12 gexadbps 1991 r., Ne 50, ct. 1740; CoOpanue
3akoHo/arenbcTBa Poccuiickoit denepanuu, 2020, Ne 31, ct. 5027).

[18] MexcTpouHblii mpoOen (MHTEpBal), WIM HHTEPIUHbSDK, — PACCTOSHHUE MEXIy
CTPOKaMHU B TEKCTE, TOYHEE, — PACCTOSIHUE MEXAY HIKHEH W BEPXHEH JIMHUSAMU CMEKHBIX
CTPOK. MEKCTPOUHBI MHTEPBAl M3MEpSAETCS B IYHKTaX WM HHTEpBanax. MeKCTpOUYHBII
MHTEpBAJI U IIar NUCbMa (PacCTOSTHUE MEX/ly COOTBETCTBYIOIIMMH TOUKaMHU OCEBBIX JIMHUH ABYX
CME)KHBIX 3HAKOB, HAXOSILMXCS Ha OJHOM CTPOKE) MpH CO3AAHUU JOKYMEHTOB YCTaHAaBJIMBAET
crangapt MCO 4882:1979 «OducHple MammHbl U 00opynoBaHHE Al OOpaOOTKU JaHHBIX.
WuTepBaibl MeXIy CTpOKaMH W 3HaKamm». MeXcTpouHblii mHTEepBan paBeH 4,233 mm (1/6
moiiMa); mar nucbma — 2,54 mMm (1/10 grorima).

[19] B 1enonpou3BOACTBEHHONW TEPMHUHOJOTMM HET TMOHSATUS «COCTaBHAs 4YacTb
pekBH3UTa». OCHOBBIBASICh HAa MPAKTHKE JOKYMEHTHPOBAHHS, MOXKHO IPEAIOJIOKHTh, YTO O
COCTaBHBIX 4YaCTSIX PEKBU3WTA MOXHO TOBOPHTH, HAmpuMep, Mpu OQPOPMIICHUU PEKBU3HTA
«Anpecat» B Cllydasx, €CIH B COCTaB€ 3TOr0 PEKBH3UTA YKa3bIBaeTCS IIOYTOBBIM ajpec
KoppecrnoHieHTa (HoMep TennedoHa-(pakca Win aapec IEKTPOHHOM MOYTHI).



[20] MexOykBeHHBIH MpoOera — ITO He3aledaTaHHbIE MPOMEKYTKH MEXAy OYKBEHHBIMHU
3HaKaMH, a MEXCJIOBHBIN MpoOen (amporr) — mpoOest, OTACISIONINI OJTHO CIIOBO OT JPYTOTO.

[21] [HocTanosnenue IlpaBurensctBa Poccuiickoit ®enepanuu ot 23 mapta 2017 roga Ne
325 «OO0 yTBep)KIEHUH JOIMOJHUTENbHBIX TpeOOBaHUM K mporpammam JUisl 3JIEKTPOHHBIX
BBIYMCIUTENBHBIX MAIlMH M 0a3aM JaHHBIX, CBEICHHS O KOTOPHIX BKIIIOUEHBI B PEECTp
POCCHUHCKOTrO MPOrpaMMHOr0 OOecreueHusl, 1 BHECEHUU U3MEHEHUI B MpaBuia GOpMUPOBaHUS
U BefeHWss EnuHOro peectpa pOCCHICKHX MPOTpaMM JUIsl SJEKTPOHHBIX BBIUHCIUTEIHHBIX
MaiuH 1 0a3 nanabix» (CoOpanue 3akoHonatenbcTBa Poccuiickoit @enepanuu, 2017, Ne 14, cT.
2062; 2018, Ne 12, c1. 1683).

[22] Pazgmen III TpeOoBaHWii K OPraHMU3aNMOHHO-TEXHUYECKOMY B3aMMOJICHCTBHUIO
rOCy/IapCTBEHHBIX OpPraHOB U TOCYAApCTBEHHBIX OpraHM3alMii MocpencTBOM oOMeHa
JIOKyMEHTaMU B DJJIGKTPOHHOM BHJIe, yTBEpkIeHHbIX [Ipukazom MuHHUCTEpCcTBa CBS3U U
MaccoBbIX KoMMyHHKaiuii Poccuiickoit ®enepanuu Ne 186 u denepanbHOi ciykObl OXpaHbI
Poccuiickoit ®@eneparun Ne 258 ot 27 mas 2015 r. (3apeructpupoBaH B MUHUCTEPCTBE
octunun  Poccuiickoit ®@eneparuu 22 centsiops 2015 r., perucrpamuonasid Ne 38956;
OdunuanbHbIl UHTEPHET-TIOPTAN MPaBOBOM HMHMOpManuu (WWWw.pravo.gov.ru), 24 ceHTsa0ps
2015 r.) (manee — IIpuka3z Munkomcsizu Poccun u @CO Poccum Ne 186/258).

[23] MeragaHHble — JaHHbBIE, ONMCHIBAIOLIME KOHTEKCT, COJEPKAHUE, CTPYKTYpy
JOKYMEHTOB U mpoueccoB ympasienuss umu Bo Bpemenu (I'OCT P UCO 30300-2015 «Cucrema
CTaHAapTOB MO HH(popManuu, OMOIMOTEYHOMY M H3JIaTeNbCcKoMy aeny. WMudopmanus u
nokyMeHnTamusi. Cuctemsl ynpaBiieHUs: JoKyMeHTaMu. OCHOBHBIE TIOJIOKEHUS U CIIOBaphy». — M.:
Crannaptundopm, 2016).

[24] [B] — pexBU3HTHI OJlaHKa JAOKyMEHTa; [<] — PEKBU3HTHI, I KOTOPHIX Ha OJlaHKE
MIPOCTABJISIFOTCS. OTMETKH, TTOKA3bIBAIOIINE MECTO UX PACIIONIOKEHHUSI.

[25] PexBU3UT HE HCIHOJNB3YETCS B TOCYJApCTBEHHBIX OpraHax, OpraHax MECTHOTO
CaMOYNIpaBJIEHUS; MOKET HCIOJNb30BaThbCsl B  OpraHU3alUsAX, YUYPEAUTEISIMH  KOTOPBIX
BBICTYIIAIOT TOCY/IaPCTBEHHBIE OPIaHbl, OPraHbl MECTHOTO CaMOYIIPaBJICHHUS, IPU YCIIOBUH, YTO
TOBapHbI 3HaK (3HAK OOCIY)XKMBaHMsS) 3apETUCTPUPOBAH B YCTAHOBJICHHOM IMOpAIKE (CM.
I'paxxnanckuii kogexc Poccuiickoit @enepauuu, gacts [V, crates 1480).

[26] VYcraHOBIEHHBIM B paszzeiie HOPSAIOK COTJACOBAHUSA IMPOEKTOB JOKYMEHTOB HeE
pacnpoCTpaHsAeTCsl Ha IMOPSIOK COIJIaCOBAHMS IIPOEKTOB HOPMATHMBHBIX IPAaBOBBIX aKTOB
(benepanbHBIX OPraHOB HCIIOJHUTENBHOM BJIACTH, MOPSIOK COIVIACOBAHUS KOTOPHIX YCTaHOBJIEH
nocraHoBieHueM IIpaBurensctBa Poccuiickoit @enepanun ot 13 aBrycra 1997 roga Ne 1009
«O0 yTBepxaeHuu [IpaBui1 moAroTOBKM HOPMATHUBHBIX MPABOBBIX aKTOB (pe/iepabHBIX OpPraHOB
UCTIOJIHUTENIHOW BJIACTU M WX TocyaapcTBeHHOU peructpanumn» (CoOpaHHe 3aKOHOIATENHCTBA
Poccuiickoit @enepanun, 1997, Ne 33, cr. 3895; OdunmanbHblii HHTEPHET-NIOPTA MPABOBOM
uHpopmanmu  (Www.pravo.gov.ru), 14 okta6ps 2020 r1.) (mamee — TOCTaHOBJICHHE
[IpaBurenscTBa Poccuiickoit deneparuu Ne 1009).

[27] ®enepanbhbiii 3ak0H OT 6 ampens 2011 roga Ne 63-D3 «O0 31eKTPOHHON MOAIHUCHY
(CoOpanme 3akoHomarenbcTBa Poccuiickoit @eneparuu, 2011, Ne 15, cr. 2036; 2020, Ne 24 cr.
3740); myskTsl 5, 6 moctaHoBneHus: [IpaButensctBa Poccuiickoit @enepanmu ot 9 deBpans
2012 roma Ne 111 «OO6 >7€KTpOHHOW MOAINKCH, HCIOIb3yEMON OpraHaM{ HCIOJHUTEIbHOU
BIACTM U OpraHaMHM MECTHOTO CaMOYIIPaBJ€HHUA TIPH OpraHuU3allid  3JIEKTPOHHOTO
B3aUMOJICHCTBUSI MEXIy COOOH, O TOpSAJKE €€ HUCIOJIb30BaHUs, a Takke 00 yCTaHOBJICHUH
TpeOoBaHUIl K OOECHEeUeHUI0 COBMECTHMOCTH CPEACTB 3JeKTpoHHOU moanucu» (CoOpaHue
3akoHoaTenbcTBa Poccuiickoit @eneparmu, 2012, Ne 8, ct. 1027; 2018, Ne 49, ct. 7600); ot 25
utoHs 2012 roma Ne 634 «O BuAax 5JIEKTPOHHOM MOINUCH, HCIOIb30BAHHE KOTOPBIX



JIOMyCKaeTCcsl NMpU 0OpallleHUH 3a TMOJTYYEHHEM TOCYJapCTBEHHBIX W MYHHMLIMIAIBHBIX YCIyID»
(Cobpanue 3akononatenbcTBa Poccuiickoit deneparuu, 2012, Ne 27, ct. 3744; 2018, Ne 36, cT.
5623); ot 25 aBrycta 2012 roma Ne 852 «O6 ytBepkaeHuu [IpaBui ucnonb30BaHus yCUICHHOM
KBAIM(UUMPOBAHHON  3JEKTPOHHOW  MOJAMUCH  TNpH  OOpalleHHMH 3a  IHOJyYeHUEM
rOCYJapCTBEHHBIX U MYHUIMIIAIBHBIX YCIYT ¥ O BHECEHUH M3MeHeHus B [IpaBuna pa3paboTku u
YTBEPKIACHUSI aIMUHUCTPATUBHBIX PErJIAMEHTOB MPEAOCTABICHUS T'OCYAapCTBEHHBIX YCIYyI»
(CoOpanme 3akoHonatenbcTBa Poccuiickoit denepanuu, 2012, Ne 36, ct. 4903; 2017, Ne 44, crT.
6523); nocranoBienue IlpaBurensctBa Poccuiickoin ®enepauuu ot 25 aexadbps 2014 roga Ne
1494 «O6 ytBepxkaenuu [IpaBun oOMeHa JOKyMEHTaMU B 3JI€KTPOHHOM BHJIE TIPU OpraHU3aLluN
nHpopmarnmonHoro B3auMozeicTBus» (CoOpanue 3akoHomarenbcTBa Poccuiickort denepanuu.
2015, Ne 1, ct. 284; 2018, Ne 49, ct. 7600).

[28] HopmaTHBHBIA MpaBOBO aKT — OQHIMAIBHBIA MUCHBMEHHBIA JOKYMEHT, MPUHSTHIA
(M31aHHBIN) B ONpeNeNeHHONH (popMe NMPaBOTBOPUECKUM OPraHOM B Mpeeiax ero KOMIETEeHIIMN
Y HANPABJICHHBIM HA YCTAHOBJICHUE, U3MEHEHNE WIA OTMEHY IPAaBOBBIX HOPM. B cBOrO odepens,
[I0J1 IPaBOBOI HOPMOM NMPHUHATO MOHUMATh 00I1E00s3aTeNbHOE FOCYJapCTBEHHOE MPEIITICaHue
IIOCTOSIHHOTO WJIA BPEMEHHOI'O XapakTepa, PacCYMTAHHOE HAa MHOTIOKPAaTHOE IIPUMEHEHUE
(mocranosnenue I'ocynapctBennoit ymel @enepansnoro Cobpanust Poccuiickoit ®@enepanuun
ot 11 Hos10pst 1996 roma Ne 781-11 I'[T).

[29] Cratbu 2, 43 denepanbHoro 3akoHa Poccutickoit deneparuu ot 6 okTsa6psa 2003 roga
Ne 131-®3 «O06 o0mmx MpUHIMIIAX OPraHMU3aLMH MECTHOTO camoymnpaBiieHHs B Poccuiickoit
Oenepanun» (Cobpanue 3akoHomaTenbcTBa Poccuiickoir @eneparuu, 2003, Ne 40, cr. 3822;
2020, Ne 46, ct. 7214).

[30] [ynkr 11.2 TumoBoro periaMeHTa B3aUMOJEHCTBUS (elepalibHbIX OPraHOB
WCIIOJIHUTENIbHOM BJAcTH, YTBEP>KJIEHHOro mnoctaHoBieHueM IlpaBurensctBa Poccuiickoit
Oenepannn ot 19 suBaps 2005 roma Ne 30 «O TumoBoM perjiaMeHTE B3aMMOJCHCTBHS
denepanbHBIX OPraHOB HCHONHUTENbHOU BiacTu» (CoOpaHme 3akoHOAaTenbCcTBa Poccuiickoii
®denepanun, 2005, Ne 4, ct. 305; 2020, Ne 6, cT. 677).

[31] [TocTanosnenue IlpaBurenscrBa Poccuiickoit @eaepaunu Ne 1009.

[32] Ilpuxkaz Muntocta Poccun ot 23 ampens 2020 roma Ne 105 «O06 yTBep:kieHUU
Paspacuenuit o mnpumeHeHun IIpaBun MOATOTOBKM HOPMATHUBHBIX IPaBOBBIX aKTOB
(denepanbHBIX OpPraHOB HCIOJHHUTENBHOM BIACTH M HUX TOCYJApCTBEHHOH pETHUCTpaIiim»
(3apeructpupoBan B MuHucrepcTBe toctunuu Poccuiickoit denepanuu 27 anpens 2020 r.,
peructparonabiii Ne 58222; OduumanbHplii MHTEpHET-TIOPTAN IMPABOBOM HH(pOpMALIUID
(www.pravo.gov.ru), 27 anpens 2020 r.).

[33] Iloctanosnenue IlpaButenscrBa Poccuiickoit @eneparun ot 1 centsiops 2012 roxa
Ne 877 «O06 yTBepXkJeHHU COCTaBa HOPMATUBHBIX MPABOBBIX AKTOB M HHBIX JOKYMEHTOB,
BKJIIOYass MpOrpaMMHbIe, pa3pabaThIBaeMbIX (QelepaabHbIMH OpraHaMu HCIIOJHUTEIbHON
BJIACTH, KOTOPbIE HE MOTYT OBITh MPHUHATHI 0€3 MPEeIBAPUTEIHLHOTO 00CYKIEHUS Ha 3aceaHusIX
OOIIIECTBEHHBIX COBETOB MPH ATUX (elepaTbHbIX OpraHax HCIOJHUTEIbHON BiacTi» (CoOpaHue
3akoHomarenscTBa Poccuiickoit deneparuu, 2012, Ne 37, c1. 4997; 2017, Ne 29, c1. 4374).

[34] [TocTanoBnenue IIpaButenscrBa Poccuiickoit @eaepaunu Ne 1009.

[35] ®enepanbubiii 3akoH ot 27 wuions 2010 roma Ne 210-®@3 «O6 opranuzanuu
MIPEIOCTABIICHUSI TOCYIAPCTBEHHBIX M MYyHUIMNAIbHBIX yciyr» (CoOpaHue 3aKOHOAATEIhCTBA
Poccuiickoii ®enepanuu, 2010, Ne 31, cr. 4179; 2020, Ne 31, cr. 5027); mocTaHOBJICHHE
[IpaBurensctBa Poccuiickoit deneparmuu ot 16 mas 2011 roma Ne 373 «O pazpabotke u
YTBEPKICHUH aIMUHUCTPATUBHBIX PETJIAMEHTOB HCIOJIHEHHUS TOCYIAapPCTBEHHBIX (DYHKIMN WU



aJIMMHUCTPATUBHBIX PETrNIaMEHTOB TIPEJOCTaBICHHSI TOCYJAapPCTBEHHBIX YCIyr» (BMECTe C
HpaBI/IHaMI/I paBpa6OTKI/I N  YTBCPXKICHUA AAMHUHUCTPATUBHBIX PCTIIAMCHTOB HWCIIOJHCHUA
rocynapcTBeHHbIX (GyHKIMH, [IpaBumamu pa3paOOTKM W YTBEpXKICHHUS aIMHUHHCTPATHBHBIX
pErlaMeHTOB IPENOCTaBICHUS TOCYIAPCTBEHHBIX yCIyr, [IpaBuiiaMu mpoBeeHHs HKCIIEPTU3bI
MPOEKTOB aJIMUHUCTPATUBHBIX PETJIAMEHTOB TMPEJOCTAaBICHUS TOCYJapCTBEHHBIX YCIYT)
(Cobpanue 3akononatenbcTBa Poccuiickoit deneparuu, 2011, Ne 22, ct. 3169; 2018, Ne 46, cT.
7050).

[36] ®enepanbHbIil 3ak0H OT 6 OKTAOPS 1999 roma No 184-D3 «O06 00mUX MPUHIIUTIAX
OpraHM3alli  3aKOHOJATENbHBIX  (TPEJACTaBUTENbHBIX) H  HCIOJIHUTENBHBIX  OPraHOB
rocynapcTBeHHoU Biactu cyOwbekToB Poccuiickoit @enepanumn» (CobpaHue 3aKOHOAATEILCTBA
Poccuiickoii @eneparun, 1999, Ne 42, ct. 5005; 2020, Ne 29, ct1. 4504).

[37] Cratesa 43 DenepanbHoro 3akona ot 6 oktsaops 2003 roma Ne 131-d3 «O6 obmmx
MIPUHIIAIIAX OPraHu3allid MECTHOro camoyrnpasieHus B Poccuiickoit @enepanun» (CoOpanue
3akoHosatenscTBa Poccuiickoit deneparuu, 2003, Ne 40, ct. 3822; 2020, Ne 46, cT. 7214).

[38] Ilymkr 14 PazwsicHenuii mo mnpuMeHeHuro [lonokeHus O TOpSAKE BEIACHHS
(denepanbHOTO PETUCTpa HOPMATHBHBIX IMPABOBBIX aKTOB CyOBekTOB Poccuiickoit dexeparum,
yTBep)kIeHHbIX [Ipukazom Muntocta Poccum ot 20 aBrycta 2013 roma Ne 144
(3apeructpupoBan B Muntocre Poccum 30 aBrycra 2013 r.; peroma Ne 29854; Poccuiickas
razeta, 11 centsops 2013 r., Ne 202; OpuumansHplii HHTEpHET-MOPTA IPaBOBOK HHPOPMAIIH
(www.pravo.gov.ru), 17 okts6ps 2019 r.).

[39] IIpoekTsl pacnopsAUTENbHBIX JOKYMEHTOB (yka3oB, IIpuka3oB, pacnopskeHuil) 1o
BONPOCaM TOCYAapCTBEHHON (MyHMLMIAIBLHON) CIyXObl U KaJIpoB TOTOBUT KaJpoBas CiyxO0a
roCyJapCTBEHHOI'O OpraHa, OpraHa MECTHOI'O CaMOYITPABIICHMUS.

[40] IToctanosnenus IIpaButensctBa Poccuiickoit deneparuu ot 22 centsops 2009 roxa
Ne 754 «O06 ytBepxnenun IlonoxkeHuss O cHCTEME MEXKBEJOMCTBEHHOTO JIIEKTPOHHOTO
nokymeHToobopotay (Cobpanue 3akoHomaTenbcTBa Poccuiickoit Denepammu, 2009, Ne 39, cr.
4614; 2019, Ne 12, ct. 1314); ot 25 nexadps 2014 roma Ne 1494 «O6 yrtBepxkaenun [IpaBun
oOMeHa JOKyMEHTaMH B DJJIEKTPOHHOM BHUJAE TMPU OpraHu3alMu HUH(POPMALMOHHOTO
B3aumoeiicTBus» (CoOpanue 3akononatenbcTBa Poccuiickoit denepanuu, 2015, Ne 1, cr. 284;
2018, Ne 49, ct. 7600) (manee — [TocranoBnenue Ne 1494).

[41] K HepeructpupyeMbIM JIOKyMEHTaM OTHOCATCS JOKYMEHTBI, He Tpelyromue
UCIIOJTHEHUS U HE cojepkamue WHGOpMaluu, HWCHOJIb3YyeMOM B CIPABOYHBIX IEJAX
(Oyxranrepckue OT4eTHI, cueTa, cueTa-(akTyphl, akThl CBEPKH B3aMMOPACUYETOB, aKThl IPUEMKH-
Iepeaadyn OCHOBHBIX CpEACTB, ToBapHble HakiaaHsele;, ['OCTBI, TeXHWYECKHE pErIaMeHTHI,
PYKOBOJSIIME U JPYrHMe JOKYMEHTBHl IO TEXHHYECKOMY PEryJIMpOBAaHUIO M CTaHAApTH3ALUY;
aHkeThl (pe3tome); rpauku, HapsAAbl, 3asABKH, pa3HApSJIKK, Hay4HbIE OTYEThl, HAy4YHO-
TEXHUYECKass M TMPOEKTHAs JOKyMEHTAlMs; MeYaTHble W3aHus (KHUTH, XYpPHAJbl, Ta3eThl),
KaTaJoru, TEeXHWYeCKas JHUTepaTrypa, TeMaTHUYecKue M CIelualbHble COOPHUKH, IUIAKAThI;
MO3/IpaBUTENIbHBIE TMHCbMA U TellerpaMMbl, OJaroJapCTBEHHbIE NHCbMa W TEJIErPaMMBbI,
MpUrIacuTeIbHble OUIIEThI; HOPMBI JOKYMEHTOB, OJIAHKU U Ap. TOKYMEHTHI.

[42] Pacniopstxenue IlpasurensctBa Poccuiickoin ®enepannu ot 2 anpenst 2015 roma Ne
583-p (Cobpanue 3akoHomatenbcTBa Poccuiickoit @eneparuu, 2015, Ne 15, cr. 2293).

[43] ITocTtanoBneHnue Ne 1494.

[44] ITpuka3 MunkomcBsizu Poccun u @CO Poccun Ne 186/258.



[45] [lepeunu cBeAeHUH O BXOASIINX, HCXOJAIINX, BHYyTPEHHUX JJOKYMEHTaX, 0OpaIleHUIX
rpaxkJaH, BKiItogaeMblx B COJl rocyjapCTBEHHOr0 opraHa, OpraHa MECTHOTO CaMOYIIpaBJIeHNUS,
yCcTaHOBJIEHHI B paszene [V IIpaBun genonpounsBonactsa.

[46] TTpuka3 Munkomcsizu Poccun 1 @CO Poccun Ne 186/258. Paznen 11 «TpebGoBanuii
K  OpraHM3allMOHHO-TEXHUYECKOMY  B3aUMOJCWUCTBUIO  TOCYJApCTBCHHBIX  OpPraHOB U
rOCyIapCTBEHHBIX OPTraHU3allni TOCPEACTBOM OOMEHA JJOKYMEHTAMH B DJICKTPOHHOM BHJIEY.

[47] Ipuka3z MunkomcBsizu Poccun u @CO Poccum Ne 186/258. Paznen 11 «TpebGoBanuit
K  OpraHu3alMOHHO-TEXHUYECKOMY  B3aUMOJEHCTBHUIO  TOCYJApCTBEHHBIX  OpPraHoB U
roCy/IapCTBEHHBIX OpraHu3aluii MOCPEACTBOM OOMEHa TOKYMEHTAMHU B 3JIEKTPOHHOM BHJIE.

[48] [Tpukaz Munkomcsizu Poccun 1 @CO Poccun Ne 186/258. Paznen 11l «TpeboBanuit
K  OpraHM3allMOHHO-TEXHUYECKOMY  B3aUMOJEHCTBUIO  TOCYJIAapCTBEHHBIX  OpPraHoB U
rOCy/IapCTBEHHBIX OpPraHU3alliii TOCPEACTBOM 0OMEHa TOKYMEHTAMHU B SJICKTPOHHOM BHJIEY.

[49] [Ipuka3 MuHucTEepCTBa CBSI3U U MAacCOBBIX KOMMYyHUKanuii Poccuiickoit deneparun
or 31 urons 2014 roga Ne 234 «O6 ytBepkaeHuu IIpaBun okazaHMs yCIIyT MOYTOBOM CBS3M»
(3apeructpupoBan B MunuctepcTBe foctuiuu Poccmiickoii denepanuu 26 nekabps 2014 r.,
peructpanonsbiit Ne 35442), ¢ namMeHeHussMu, BHeceHHbIMU [Ipukazamu Munkomcesizu Poccun
ot 13 ¢espans 2018 roma Ne 61 (3apeructpupoBaH B MHHHCTEPCTBE FOCTUIMH Poccuiickoit
®enepanuu 28 mapra 2018 r., peructpanuonssiii Ne 50545); ot 13 Hos6ps 2018 roma Ne 619
(3apeructpupoBan B MunucrepctBe toctuumu Poccuiickoit ®deneparuu 19 mapra 2019 r.,
peructpanonsbiii Ne 54090); or 27 mapra 2019 roma Ne 106 (3apeructpupoBaH B
MunucrepctBe toctuuuu Poccuiickoit ®@enepanuu 7 utons 2019 r., peructpauuoHHbiii Ne
54893).

[50] ITpukaz Munkomcsizu Poccun 1 @CO Poccun Ne 186/258. Paznen Il «TpeboBanuit
K  OpPraHM3allMOHHO-TEXHMYECKOMY  B3aMMOJCHCTBHIO  T'OCYJAapCTBCHHBIX  OpPraHOB U
rOCyIapCTBEHHBIX OpPTraHU3alliii TOCPEACTBOM OOMEHA JJOKYMEHTAMH B JICKTPOHHOM BHJIE.

[51] 3mecs u pganmee: B COOTBETCTBUM CO CIPAaBOYHMKOM (KJIACCM(UKATOPOM) BHIOB
JOKYMEHTOB, K KOTOPOMY OTHOCHUTCS IOKYMEHT, BKIItouaeMblii B CO/I.

[52] 3mecy m nmanee: Bkimovaercss B COJl, ecnmu MOCTYNMBIIMKA JTOKYMEHT MOAMHCAH
YCUJIEHHOM 3JIEKTPOHHOU MOJIHUCHIO.

[53] Yka3 IIpesunenta Poccuiickoit @enepannu ot 28 mapta 2011 roga Ne 352 «O mepax
[0 COBEPIICHCTBOBAHHMIO OPTraHU3allMM HWCIOJHCHHS IMOpPYy4YeHHM W ykasaHui [Ipesumenta
Poccwiickoii ®enepamun» (Cobpanue 3akoHoaarenscTBa Poccuiickoit @eneparmm, 2011, Ne 14,
ct. 1880).

[54] Crarpa 191 I'paxnanckoro konekca Poccuiickoii ®denepaunn: «Tedenue cpoka,
OTIpEICTIEHHOTO TMEPHOJOM BPEMEHH, HAUMHAETCS Ha CICAYIOLIUI JIeHb MOcie KaJleHAapHOU
JIaThl WIM HACTYIJIGHHS COOBITHS, KOTOpbIMM ompeneneHo ero Havaio» (CoOpaHue
3akoHosarenscTBa Poccuiickoit deneparuu, 1994, Ne 32, ct. 3301; 2020, Ne 31, cT. 5021).

[55] Crarbs 193 I'paxnanckoro koaekca Poccuiickoit ®@enepanuu: «Eciu nocnenHuii
JCHb CPOKa MPUXOIUTCS Ha HEpaOOUYWH JIeHb, JHEM OKOHYAHHS CPOKa CUHUTACTCS ONVOKAMIIUi
crenyromuid 3a HUM pabounii neHb» (CoOpanue 3akoHomatenscTBa Poccuiickoit ®Deneparui,
1994, No 32, ct. 3301; 2020, Ne 31, cT. 5021).

[56] m. 6.1.1 TumoBoro periamMeHTa B3aUMOACHCTBUSA (eAepaTbHbIX OpPraHoB
WCIIOJIHUTEIIBHOM  BJIACTH. YTBEpXKAEH Inocra”HoBieHueM IlpaBurensctBa  Poccuiickoi
Oenepanuu ot 19 suBapst 2005 roma Ne 30 (CoOpanume 3akoHomarenbcTBa Poccuiickoit



®enepanun, 2005, Ne 4, ct. 305; 2020, Ne 6, ct. 677).

[57] Undopmaruio o pe3yibTaTax pacCMOTpPEHUs OOpalleHWd TpaKIaH W OpraHU3aIui
MPEJICTABIISIIOT TAaK)Ke TOCYAapCTBEHHBbIE M MYHUIIMTIAIBHBIE YUPEXKIEHUS, HHbIE OpraHu3alluy,
OCYIIECTBIISIOLINE MyOJINYHO 3HAYUMbIE (DYHKLIUU.

[58] Vka3 Ilpesunenra Poccuiickoit ®eneparuu ot 17 ampenst 2017 roga Ne 171 «O
MOHHTOPHHIE W aHAIU3€ PEe3yIbTaTOB PACCMOTPEHHs OOpaIIeHUH TpakJaH W OpraHu3aIuii»
(Cobpanue 3axkoHonarenscTBa Poccuiickoit @eneparuu, 2017, Ne 17, cT. 2545).

[59] TOCT P 7.0.8-2013. Cucrema cTaHgapToB 1O HHpOpMaluu, OHOIMOTEYHOMY H
M3/1aTeNbCKOMY Jieny. Jlenonpon3BoACTBO M apXHWBHOE Aen0. TepMuHbI U onpeaeneHus. — M.:
Crannaptundopm, 2013, . 88.

[60] IlpaBuna opraHu3zalMM XpaHEHUs, KOMIUIEKTOBAaHUS, yd4eTa M HCIOJIb30BAHUS
IOKyMeHTOB ApxuBHoro ¢onga Poccuiickoit ®@enepauuu U APYruxX apXUBHBIX JTOKYMEHTOB B
OpraHax rocyJapCTBEHHOH BJIaCTH, OpraHax MECTHOTO CaMOYIIpaBJICHUs, OpraHU3alusIX. YTB.
ITpukazom MunucrepctBa KynabTypsl Poccuiickoit @enepanuu ot 31 mapra 2015 roma Ne 526
(3apeructpupoBan B MunucrepctBe roctuiiuu Poccuiickoit @enepanuu 7 centsops 2015 r.,
peructpanonsbiii Ne 38830; OdunuanbHblii MHTEpHET-NOPTAN MPaBOBOM HHGpOpPMaLUU
(www.pravo.gov.ru), 10 cearsiopst 2015 r.) (nanee — [IpaBuna 2015 r.). [Ipunoxxenust Ne 25, 26.

[61] TlpumepHoe moNOXKEHHUE 00 HKCIEPTHO-MPOBEPOUYHON KOMHCCHH (henepanbHOro
roCy/1apCTBEHHOI'O apxuBa, yTBepkaeHHoe [Ipukazom PenepanbHOro apXMBHOIO areHTCTBA OT
13 wmrons 2018 roma Ne 62 (3apermctpupoBan B MuHHCTEpCTBE rOCTUIIMK Poccuiickoit
@enepanyu 15 utons 2018 r., peructparmonssiii Ne 51357; OdunmansHblii HHTEPHET-IOPTAT
paBoBOM MHGOpMaIK (Www.pravo.gov.ru), 7 aBrycra 2018 r.).

[62] Ilynkr 4.18 IlpumepHOro mONOXKEHUS 00 3KCIEPTHO-IPOBEPOUHOM KOMHCCHH
YIIOJTHOMOYEHHOT'O OpraHa UCIIOJIHUTEILHOMN BiacTh cyonhekTa Poccuiickoit denepanuu B chepe
apXUBHOIO Jeina, yrBepxacHHoe [Ipukazom PenepanbHOro apXMBHOIO areHTCTBa OT 13 mioHA
2018 roma Ne 63 (3apeructpupoBaH B MuHuctepcTBe toctuiiuu Poccuiickoit denepauuu 6
aBrycra 2018 r., peructpaunonusiii Ne 51794; OdunuaneHblii MHTEPHET-NIOPTAl MPaBOBOM
uHpopmaruu (Www.pravo.gov.ru), 7 aBrycra 2018 r.).

[63] [IpaBun 2015 r.

[64] B coorBeTcTBUM ¢ ITyHKTOM 4.1. IIpaBun 2015 r. «1OKyMEHTHI 110 JINYHOMY COCTaBY
TOCYJapCTBEHHbBIX TPaXJAHCKUX CIYXallMX W MYHULIUNAIbHBIX CIYXKalllUX, YBOJEHHBIX C
rOCYJapCTBEHHOM T'PaKJaHCKON CITyKOBbI MJIM MYHUIUIIAJIBHON CITyKOBI, EpeJaroTcs B apXuB
opraHu3zainu 1o uctedyeHuu 10 JieT co 1HSA YBOJIbHEHUS».

[65] B coorBercTBuM ¢ nyHKTOM 4.2 IlpaBuin 2015 r. «B HCKIIOYUTENBHBIX CIydasx IO
PELICHUI0 PYKOBOJUTENS OpraHu3alliu Jiesia BpeMeHHbIX (10 10 J1eT BKIIOUHUTENIHHO) CPOKOB
XpaHEHUsl IMEepelalTCsi B apXUB OpraHu3aluy 10 ONHUCAM I, JOKYMEHTOB WM 11O
HOMEHKJIAType JIENL.».

[66] IIpuka3 Pocapxua ot 11 ampens 2018 roma Ne 43 «O6 yTBep>KA€HUU HNPUMEPHOTO
MOJIO)KEHUSI 00 OSKCIEPTHOW KOMHUCCHUHM OpraHu3aluu» (3aperucTpupoBaH B MMHHCTEPCTBE
octuin - Poccuiickoit  ®enepauuu 15 wurons 2018 1., perucrtpaumonnsiidi Ne 51357;
OdunmanpHBI HHTEPHET-TIOPTAN MTPaBOBOHM mH(MopMau (Www.pravo.gov.ru), 18 urons 2018

T.).

[67] ITpuka3 Pocapxusa ot 25 ¢eBpanst 2019 roga Ne 31 «O6 yTBepKIeHUN PUMEPHOTO
MOJIOKEHHS O LEHTPAJIbHOM 3KCIEPTHOM KoMmuccuu (eaepaabHOro OpraHa rocyJapCTBEHHOM



BJIACTH, MHOTO (eIepaIbHOr0 TOCYJapCTBEHHOTO OpraHa» (3aperucTpupoBad B MUHHCTEPCTBE
octunn - Poccuiickoit  ®depeparuun 24 wurona 2019 1., peructpammonnsiii Ne  55005;
OdunmanbHbI HHTEPHET-MIOpTaANl MPaBoBO MH(opMaruu (Www.pravo.gov.ru), 24 utons 2019

T.).

[68] Otmetka «3IIK» o3HayaeT, 4TO YacTh JOKYMEHTOB MOXET OBITh OTHECEHa K CPOKY
XpaHEHUs KIIOCTOSTHHOY.

[69] ITynkt 4.11. IIpaBun 2015 r.

[70] ®opmbl omuceil e MOCTOSIHHOTO XpaHEHHs, BpeMEHHBIX (cBbime 10 jeT) cpokos
XpaHeHUs, B TOM YHUCJIE€ MO JIMYHOMY COCTaBY, 3JIEKTPOHHBIX JOKYMEHTOB, COCTaBJISIEMBIX B
CTPYKTYPHBIX INOAPA3JEICHUAX IOCYyIapCTBEHHOIO OpraHa, opraHa MECTHOI'O CaMOYIIpaBJICHHUS
ycranoBieHsl [IpaBunamu 2015 r.

[71] IIpaBuna opopmiieHUs] pEKBU3UTOB B FOCYJIapCTBEHHBIX OpPraHax, OpraHax MECTHOTO
camoynpasiieHus: noAarorosyeHsl B cootBercTBUU ¢ [OCT P 7.0.97-2016 ¢ yuerom crienuduku
oopMiIeHHs1 JOKYMEHTOB B FOCYJapCTBEHHBIX OpraHax, OpraHaX MECTHOTO CaMOYTpaBJICHUS.

[72] DenepalibHbI KOHCTUTYIHMOHHBIA 3aK0oH OT 25 nexabps 2000 roma Ne 2-OK3 «O
I'ocynapctBenHom repoe Poccuiickoit deaepannmn» (Cobpanue 3akoHOAaTeNbcTBa Poccuiickoi
®enepanuun, 2000, No 52, ct. 5021; 2017, Ne 52, ct. 7916).

[73] ®enepanbubiii 3akoH oT 6 OkTAOpsS 2003 roma No 131-d3 «O6 o0mUX MpUHIUATIAX
OpraHM3alii  MECTHOTO camoymnpaBineHuss B  Poccuiickoit  ®enepauun» (Cobpanue
3akoHosaTenbcTBa Poccmiickoit Denepammu, 2003, No 40, cr. 3822; 2020, Ne 46, ct. 7214).
Cratpg 11.

[74] Vxa3. cou. CtaTbs 9.
[75] Koncturyuust Poccuiickoit @enepanun. Ctatbs 65.

[76] Ilonoxkenue o mopsiake OOpalIeHUss CO CIy>KeOHOM HMHpOpMaIeld OrpaHUYEeHHOTO
pacripocTpaHeHHs B (eiepaabHBIX OpraHax MUCIIOJHUTEILHON BIACTH, YITOTHOMOUYEHHOM OpraHe
yIpaBJICHUs] HCIIOJIb30BaHUEM aTOMHOW SHEPIUU M YIMOJTHOMOUYEHHOM OpraHe 1o KOCMHUYECKOH
NesTenbHOCTH. YTB. moctaHoBieHueM llpaBurensctBa Poccuiickoit denepanuu oT 3 HOAOpS
1994 roma Ne 1233 (CobOpanue 3akoHonmatenbcTBa Poccuiickoit @eneparuu, 2005, Ne 30, cT.
3165; 2016, Ne 13, ct. 1833). Ilynkr 1.4.

[77] IlpaBuiia oka3zaHusl yCIyT MOYTOBOM CBSI3H, yTBEepxkAeHHbIE [Iprkazom MunucrepcTsa
CBSI3M U MAaccOBbIX KoMMyHuKanuii Poccuiickoit @eneparuu ot 31 uronst 2014 roma Ne 234
(3apeructpupoBan B MunucrepctBe toctuiuu Poccuiickoii denepanuu 26 nekabps 2014 r.,
peructpanmoHHbid Ne 35442; Poccuiickas rasera, 31.12.2014, Ne 299 (omybOmukoBaH 0e3
npuioxeHus); OduimanbHblii MHTEPHET-MOPTaNl MPaBOBOM HMH(pOpMAMU (WWW.pravo.gov.ru),
10 urons 2019 r.).

[78] 3akon Poccuiickoii ®enepanuu ot 25 oktsa0ps 1991 roma Ne 1807-1 «O s3bikax
HapoaoB Poccuiickoit ®enepaunn» (Benomoctu cbe3na HapoIHBIX AENyTaToB U BepxoBHOro
Cosera Poccuiickoit ®eneparuu ot 12 mekabps 1991 1., Ne 50, cr. 1740; CoOGpanue
3akoHosiatenbcTBa Poccuiickoit @enepanuu, 1998, Ne 31, cr. 3804; 2014, Ne 11, ct. 1094). Cr.
16.

[79] IlynkT 6 IIpaBui mOArOTOBKM HOPMATHBHBIX MPABOBBIX aKTOB (heepabHBIX OPraHOB
WCTIOJTHUTEIIFHOW BJIACTH M WX TOCYAAPCTBEHHOW pPETHCTPAldH, YTB. MOCTAaHOBJICHHUEM
IIpaButensctBa Poccuiickoit @eneparu Ne 1009.



[80] ITpuka3z Munkomcesizu Poccun u @CO Poccun Ne 186/258.

[81] IIyHKT (COKpallleHHO — MT, 1) — MPUHATAs B U3AATEIBCKOM JIeJI€ SAMHHIA U3MEPEHUSI,
paBHas 1/72 moiima (0,376 MM). DTa equHHIIA HU3MEpPEHUS HCMOIB3YeTCS B TEKCTOBBIX
pemakTopax st 0003HAYCHHS pa3MepPOB MIPU(TOB U UHTSPBAJIOB.

[82] HomyckaeTcsi yMEHBIIEHUE UHTEPBAJIOB MEXAY PEKBU3UTAMU «3aroioBoKk», « TekcT»,
«ITogmuck» u «MecTo W3IaHUs» MPU HEOOXOAMMOCTH Pa3MEIIECHUS TEKCTa MPOEKTa yKasa,
pacniopsbkenus [Ipesuaenta Poccuiickoit denepaiinu Ha OHOM CTpaHULIE.

[83] Ecnu yka3aHHbIE JHOKYMEHTBHI MOCTYNHUIU C COMPOBOJUTEIBHBIM MUCHMOM, MHUCHhMa
PETUCTPUPYIOTCS B  TIOPSJIKE, YCTaHOBJIEHHOM WHCTpyKnMeld TmO  JIeJOMPOU3BOJICTBY
rocyJapCTBEHHOT0 OpraHa, OpraHa MECTHOT'O CAMOYITIpaBJICHUS.

[84] Cpox BBITIONHEHUS] TPEACTABICHUS MOXKET OBITh NMPOJUIEH MO PEIICHHIO KOJUIETHH
CyetHoli maynaThl, HO He 60JIee OJTHOTO pa3a.

[85] Ilpu MCKIIIOUMTENBHBIX OOCTOATENBCTBAX, TPEOYIOIIMX HEMEJIEHHOTO YCTPAaHEHUS
HapylIeHUsl 3aKOHa, IPOKYypOp BIIPaBE YCTAHOBUTH COKPALUEHHBI CpPOK PacCMOTPEHUs
IpoTecTa.

[86] B mynkte 6.24 [IpaBun nenomnpousBojcTBa GopMyIupoBKa ad3ama 3 JaHHOTO IMyHKTa
(«lokyMeHTBl K 3aceJaHHsM (COBEIIAHUSAM) TPYIIUPYIOTCS B OTAEIbHOE [€JI0, €CIU
KOJIMYECTBO JINCTOB B JIEJI€ C IPOTOKOJIAMH W TPUIOKEHHAMM K HUM He mpebimaer 250
JIMCTOBY) HEKOPPEKTHA.

[87] B cootBerctBuM ¢ IlepeyHeM THUIOBBIX YINPaBICHYECKUX APXMBHBIX JTOKYMEHTOB,
00pa3ylomuxcst B IpoLecce JeATeIbHOCTH TOCYAapCTBEHHBIX OPraHoOB, OPraHOB MECTHOIO
CaMOYIIPaBJICHHs] M OpraHu3aluid, C YyKa3aHUEM CpPOKOB HX XpaHeHus. YTB. [Ipukazom
PocapxuBa ot 20 nexabpss 2019 roga Ne 236 (3apeructpupoBaH B MHHHCTEPCTBE HOCTHLIUU
Poccuiickoit @enepanmn 6 ¢espans 2020 r., perucrpaunonabiii Ne 57449; OdunmanbHbIR
WHTEPHET-TIOpPTall mpaBoBoil uHPopMarmu (Www.pravo.gov.ru), 7 ¢espans 2020 r.) [Ipukassl,
pacnopspKeHUs MO JIMYHOMY COCTaBY U JOKYMEHTHI (JIOKJIAIHbIE 3allUCKU, CIPABKH, 3asBIICHUS)
K HUM UMeIoT cpoku xpaHeHus 50/75 net OIIK u 5 ner.

[88] Cwm. taxoke myHkTsl 4.31, 4.32. [1paBun 2015 r.

[89] Mena BpemeHHBIX (0o 10 5eT BKIIOYUTENBHO) CPOKOB XpaHEHUS MOJUIeKaAT
YaCTUYHOMY O(OPMIICHHIO, IPU KOTOPOM Jiela MOTYT XPaHUThCA B MANKaX-CKOPOCIIMBATENX,
MSTKHX OOJIO)KKaX, CHCTEMaTH3allusl TOKYMEHTOB B JeJie HE MPOBOIUTCS, JIUCTHI Jella He
HYMEpPYIOTCS, JIMCTBI-3aBEPUTENIM JieJa HE COCTaBJSAIOTCA. PeKBU3UTHI OOJIOXKKHM Jema
3aIONTHAIOTCST MO YNPOUICHHOW cXxeMe (0e3 MpocTaBIIeHUs apXWBHOTO MH(dpa, KOIMYEeCTBA
JIUCTOB B JICJIE).

[90] ITynkr 4.34. [IpaBun 2015 1.
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