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I1paBm1a aesionpom3ssoanctea B rocyaapCrBeHHbIX
OpraHax, opraHax MeCTHOro camoynpasJieHumA

YTBEPXXOEHbI
npukasom PenepaabHOro apxXMBHOIO areHTCTBA
oT 22 Mas 2019 r. Ne 71 [1]

NMpasuna penonpousBoAcTBa
B rocyfapCTBeHHbIX OpraHax, opraHax MecTHoOro camoynpasJieHus

I. O6LwMe noNo>XeHus

1.1. nMpaBuna [enonpomsBoACTBa B rOCYAApPCTBEHHbIX OpraHax, oOpraHax MeCTHOro
camoynpaBfieHns (panee - [lpaBuvna [enonpomsBoAcTBa) pa3paboTaHbl B COOTBETCTBUM C
noaonyHKTOM 3 nyHKTa 6 lonoxeHus o depepasibHOM apXMBHOM areHTCTBE, YTBEPXAEHHOro
Yka3zom [pe3supeHTa Poccuinckon Pepepaumm oT 22 uoHA 2016 roga Ne 293 (CobpaHume
3aKoHogaTenbcTBa Poccuinckonm ®epepaunm, 2016, Ne 26, cT. 4034; 2018, Ne 52, cT. 8239).

1.2. MNpaBuna genonpounssoacTBa pa3paboTaHbl B Lies19X COBEPLUEHCTBOBAHNS AE/IONPON3BOACTBA U
NoBbILLEHNS 3DHEKTUBHOCTY PaboThbl C JOKYMEHTAMU NMyTEM perjiaMeHTauun Ha eauHON NpaBoBoOWA
OCHOBE MpaBW/il CO3AaHUS [OKYMEHTOB, TeXHOJIOrnin paboTbl C HMMWU, OpraHU3aUUN TeKyLLero
XpaHeHNs1 OOKYMEHTOB M MOAFOTOBKM K MNepefaye B apXMB OpraHa rocyfapCTBEHHOM BacTw,
opraHa MecTHOro camoyrnpaBfieHUs.

1.3. [OencrtBue [paBnn [enonponsBoACTBa pPaCMpPOCTPaHAETCA Ha denepajibHble OpraHbl
rocynapCTBEHHOM  BNacTW, WHble depepajbHble rocyfapCTBEHHble  OpraHbl,  OpraHbl
rocyapCTBEHHON BACTU U UHble FOCYyAapCTBEHHbIE opraHbl cybbekToB Poccuinckon denepaumn,
opraHbl MeCTHOro camMoynpaBfiieHua (Oanee - rocygapCTBEHHbIE OpraHbl, OpraHbl MeCTHOro
camoyrnpaBJieHns).

1.4. TpeboBaHusa MpaBnna 0enonpon3BoACTBa NMPUMEHSATCSA K ByXranTepckon, KaapoBOn 1 ApYyrown
cneymanbHOM OOKYMEHTauMM B YacTu O6WMX NpUHUMMIOB paboTbl C OOKYMEHTaMM, a Takxe
MOArOTOBKWN LOKYMEHTOB K Nepefadvye Ha apXMBHOe XpaHeHune.

1.5. OencTtemne [MpaBua Oenonpoun3BOACTBa HE pacnpoCTpaHAeTCAa Ha opraHmsaumio paboTbl C
OOKYMeHTaMun, coaep kallMmMin CBeaeHns, COCTaBASAIOWME roCy4apCTBEHHYO TanHy.

1.6. Mopapok paccMmoTpeHuss obpauwieHuin rpaxkaaH Poccuiickon ®depepauunn, MHOCTPaHHbIX
rpa>kaaH, nuu 6e3 rpa>xgaHcTea, 06beguHEHWI rpa)kaaH, B TOM YUCIe lopuagndeckux nuy (oanee -
obpalleHmne rpa>xgaHnHa, opraHnusaummn), n BeaeHne 0enonponsBoacTBa no obpaleHnaM rpa>kaaH,
opraHmsauminm ycTaHaB/IMBaeTCsa B roCyfapCTBEHHOM OpraHe, opraHe MecTHOro camoynpaB/ieHns B
cooTBeTCTBUU C PepepabHbIM 3aKOHOM OT 2 Mas 2006 r. Ne 59-03 «O nopagke paccMoTpeHus

obpalueHunii rpaxaaH Poccuitckoin Pepepaunm»t,

1.7. OpraHusaumnsa paboTbl C 3anpocaMn LPUANYECKUX N PU3NYECKMX NNL B FOCYyLapCTBEHHbIN
OopraH, opraH MecTHOro caMmoyrpaBJieHUs 0 NpefoCcTaBJIeHUN NHPOPMaLM O OeATeSIbHOCTU 3TOro
opraHa ocyLecTBNsgeTCA B COOTBETCTBUN C PenepasibHbIM 3aKOHOM 0T 9 ¢eBpand 2009 r. Ne 8-93
«06 obecnevyeHnn focTyna K MHpopMaLmm 0 AeATEeNbHOCTU roCyAapCTBEHHbIX OPraHOB M OpraHoB
MECTHOro camoynpasieHnsa»2.,

OpraHmnsauyma paboThl C 3aNpocamMm rpakaaH U opraHm3auni o NnpeaocTaB/IeHUN roCy4apCTBEHHbIX,
MYHUUMNANbHbBIX YCNYr OCYLLEeCTB/SeTCA B COOTBETCTBUM C defepasibHblM 3aKOHOM OT 27 w0
2010 r. Ne 210-®3 «06 opraHu3aumn npenocTaB/IeHUs FOCYAAPCTBEHHbLIX N MYHUUMWMNaNbHbIX

ycnyr»B,
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1.8. Ha ocHoBe [lpaBun [OenonponsBOACTBa B rOCyOapCTBEHHbIX OpraHax, opraHax MeCTHOro
camoynpaBieHuns pa3pabaTbiBaeTCa MHCTPYKLMA MO 4eN10NPONU3BOACTBY, YTBEPXKAAEMasA MPaBOBbIM
aKTOM rocynapCTBEHHOro opraHa, opraHa MeCcTHOro camMoynpaBseHus (ganee - NMHCTPYKUMS Mo
[enonpon3BoacTBy) nocse ee cornacosaHna®:

henepanbHbIM OPraHOM FroCyAapCTBEHHOW BIACTUW, UHbIM hefepasbHbIM roCyAapCTBEHHbIM
OpraHoM - C YMNoJIHOMOYeHHbIM efepasibHbiM OPraHOM MCMONHMUTENbHOW BNacTu B ciepe
apXWBHOroO Aesla 1 Aenonponu3BoacTBa;

OpraHoM rocCcynapCTBEHHOM BAACTM M  WHbIM FOCYAAapPCTBEHHbIM OpraHoM cybbekTa
Poccuinckon ®depepaunmn, opraHoM MeCTHOrO CaMOYMpaBAE€HUss - C YMNOJIHOMOYEHHbIM
OpPraHoOM WCMOJIHUTENbHOW BRnacTu cybbekTa Poccuickon depepaunmn B chepe apxXmMBHOMO
oena WM  rocynapCTBeHHbIM  (MyHMUMNaNAbHbIM) aApPXMBOM B  COOTBETCTBMU C
npenocTaB/ieHHbIMU €My NOJIHOMOYUSAMMU.

1.9. B opraHax uUcnosiHUTeNnbHOM BracTu cybbekToB Poccuinckon Pegepaunin, opraHax MeCcTHOro
caMmoynpaBJ/ieHNs, UCNOJb3YIOLWNX eAUHYI0 CUCTEeMY 3JIEKTPOHHOro AokyMeHToobopoTa (panee -
C21), MOXeT MPUMEHATBCA WHCTPYKUUA MO Lesonpou3BOACTBY, YCTaHaB/MBawWas enuHbin
MopsiooK [OesionpoM3BOACTBA B OpraHax MWCNOJHUTENbHOW BRacTu cybbekToB Poccuinckon
depepaumu U/mnm opraHax MeCTHOro caMmoynpasJieHuns.

1.10. OTBEeTCTBEHHOCTb 3a OpraHu3auuMio, COCTOsSIHWE [eslIoNpou3BOACTBAa U cobnwoaeHune
TpebosaHun [paBun penonpousBoacTBa B rOCYOAPCTBEHHOM oOpraHe, oOpraHe MeCTHOro
caMoynpaB/ieHMsa BoO3NaraeTcsa Ha ero pykosogutensa nambo Ha MU0, WCMOJSIHAKOWEE ero
obs3aHHOCTWN.

1.11. OpraHumsauuns, BedeHMe N COBEPLUEHCTBOBaHME [O€/0MNpOM3BOACTBAa Ha OCHOBE eOMHOWN
MOINTUKN N MPUHLMMOB, NPUMEHEHNE COBPEMEHHbIX MH(OPMaLMOHHLIX TexXHosornm B pabote ¢
OOKYMeHTaMn, MeToOn4eckoe PYyKOBOACTBO WM KOHTPOJIb COBMIOOAEHNA YCTAHOBMEHHOIro nopsaka
paboTbl C OOKYMEHTaMW B TrOCydapCTBEHHOM OpraHe, OpraHe MeCTHOro caMmoyrnpaBJieHus,
BO3JlaraeTcs Ha CTPYKTypHoe nogpa3fesieHne, UcnonHswwee ©QyHKUMM N0  BeAeHUto
nenonpounsBoacTtea (panee - Cnyxba genonponssoncTea). Mpu ero oTcyTcTBUM 0693aHHOCTU MO
BeEeHNI0 OesIoNpou3BoACTBa B FOCYyAapCTBEHHOM OpraHe, OpraHe MECTHOro caMoyrnpaBieHUs
BO3J1aratTCsa Ha roCyAapCTBEHHOr0 (MyHMLWNANBLHOI0) cayxkaulero (paboTHuKa).

BeneHve nenonpovsBOACTBa B MHbIX CTPYKTYPHbIX MoApa3fdefieHNsiX rocynapCTBEHHOIO OpraHa,
opraHa MeCTHOro CaMoyrnpaBJieHUs BO3JlaraeTcsa Ha roCYyAapCTBEHHbIX (MYHULMUNANbHbIX)
cny>xawmx (paboTHUKOB) AaHHbLIX CTPYKTYPHbIX MoApa3AesieHni rocy4apCTBEHHOI0 opraHa, opraHa
MECTHOro caMoyrnpaBieHus (fanee - 4enonpon3BoANTENb NoapasaeneHuns).

B TeppuTopmanbHbIX opraHax genepanbHOro rocy4apCcTBEHHOro opraHa B cybbekTax Poccuiickon
denepaumn 1M opraHax, NoABEOOMCTBEHHbIX FOCyfapCTBEHHOMY opraHy cybbekTa Poccuminckon
depnepaunn, opraHuMsaums U BeOeHMe  OeslonpouM3BOACTBa  ocyuwlecTBasioTca  Cny»xboi
Oenonpon3BoACTBA WM FOCYOAPCTBEHHbIM  CcAyXawuMm  (paboTHMKOM),  Ha3HAYEHHbIM
OTBETCTBEHHbLIM 3a BeAeHMe [efIoNpou3BOACTBa MPaBOBbIM AKTOM COOTBETCTBYHOLLENO
rocygapCTBEHHOro opraHa.

1.12. Cnyxxba pgenonpousBoacTBa OAENCTBYeT Ha OCHOBaHWUM MOJIOXKEHWSA O HEN, yTBEpP)XOaeMoro
pyKkoBoauTeneM rocynapCcTBEHHOMO opraHa, opraHa MecTHOro camoyrpaBJfieHNs 1 onpegensioLlLero
HanMeHoBaHue Cny>Xbbl enonpon3BOACTBA, €e CTPYKTYPY, 3a4a4m U PyHKLNN.

[onmxHOCTHbIe 06s3aHHOCTU cneumanmucToB Cny>kbbl Aenonpon3BOACTBA M OesIoNpon3BoaMTeNei
nonpasnesieHnii rocy]apCTBEHHOro opraHa, opraHa MeCTHOro CamMoyrnpaBJ/ieHUs yCTaHaBMBAOTCS
JOJDKHOCTHBIMU persiaMeHTamMu (A0/IXKHOCTHLIMU UHCTPYKLNAMK).

1.13. Ha nepuoa OTnyCkKa, KOMaHOWPOBKW, B CJly4ae YBOJIbHEHUSA U nepemeweHuns (nepesopa)
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PabOTHUKN CTPYKTYPHbIX MOApPa3fefieHNA roCy[apCTBEHHONO OpraHa, opraHa MeCTHOro
camoynpaBnieHns o6s3aHbl MepefaTh BCE HaxOAAWMECS Yy HUX Ha WCMOJIHEHUN [OKYMEHTbI
[eNionpov3BOAMTENO MNoApa3fAeNieHnss WA WHOMY paboTHUKY MO YKA3aHUIO PyKOBOAUTENS
noapasnenieHnss ¢ COOTBETCTBYIOLWEN OTMETKOW B y4eTHbIX (hopMax, a fAena, NoJlyYeHHble BO
BPEMEHHOEe MOoJIb30BaHMWe W3  apxMBa rOCY[apCTBEHHOrO OpraHa, oOpraHa MeCTHOro
CcaMoynpaBJieHNs, BO3BPaLLEHbl B apXMB.

Mpy cMeHe Oenonpon3BoanTeNs noapasaesieHns COCTaBNSeTCS akT NpueMa-nepeiavyn JOKYMeHTOB
n gen.

1.14. FocypapCTBEHHbIE CNy>XXaliMe U paboTHUKM FoCydapCTBEHHOro opraHa, OpraHa MeCcTHOro
caMmoynpaB/ieHNs O0J/KHbl OblTb 03HAaKOMJIEHbI C MHCTPYKUMEN MO AEeN0onpon3BOACTBY U MHbIMU
HOPMaTMBHbLIMW aKTaMu, yCTaHaBAMBAOLWMMN NOPAAOK paboTbl C LOKYMEHTaMMN B rOCyAapCTBEHHOM
opraHe, opraHe MeCcTHOro camoyrnpaBJsieHUs.

1.15. Coaoep>xaHue cny>XebHbIX JOKYMEHTOB (MPOEKTOB JOKYMEHTOB) He MOAJIEXUT pasrialleHuio,
3@ UCKJoYeHneM ob6LenocTynHon WHGpOopMaLunM O AesATeNbHOCTU rocynapCTBEHHOro oOpraHa,
opraHa MEeCTHOro CcaMoyrnpaB/ieHUs, MpPeaoCTaB/ISEMON HEOrpaHWYeHHOMY Kpyry Juil B

COOTBETCTBUM C 3aKOHOJaTebCTBOM Poccuiickon depepauunt.,

Il. JoKyMeHTUpOBaHUe ynpaBJiIieHY€CKON JeATesIbHOCTHU

2.1. CocTaB OOKYMEHTOB, 0bpa3yloLINXCa B AeATeNbHOCTU roCydapCTBEHHOro OopraHa, opraHa
MECTHOro CcaMoyrnpaBieHUsl OnpenenseTcs €ero MoJIHOMOYUAMMK, KPYroM  BbIMOJSIHAEMbIX
rocyapCTBEHHbIX PYHKLUIA N NMPeaoCcTaBAseMbIX FOCYapCTBEHHbIX YCAYr, MOPSAKOM pa3peLleHuns
BOMNPOCOB, 06BHLEMOM U XapakKTepoM B3aMMOCBSA3€A C WHbLIMW TOCYAAaPCTBEHHbLIMW OpraHamu,
OpraHaMy MECTHOro CamMoyrnpaBJ/IeHUs, OpraHn3aUnsaMu, rpaXkaaHaMu.,

2.2. B rocypnapcTtBeHHOM OpraHe, opraHe MeCcTHOro camoyrpas/leHUs CO34alTCA OOKYMEHTbl Ha
ByMa>KHOM HOCMTeNe, 3NEKTPOHHbIE OOKYMEHThI U 3NEKTPOHHbIE KOMUN AOKYMEHTOB, MOJIy4YEHHbIE B
pe3ynbTaTe OUNGPOBKN (HanpnMep, CKaHUPOBAHMSA) LOKYMEHTOB Ha BYMa>kHOM HoCuTene.

2.3. C3[, wcnonb3yemble B defepasibHbiX OpraHax WCMNOJIHUTENbHON BAAcTU, OOJIKHbI
COOTBETCTBOBAaTb  (PYHKUMOHaNbHbIM  TpeboBaHMAM, YCTAHOBJIEHHbIM  YMNOJIHOMOYE€HHbIM
thefepasbHbIM OpraHoOM UCMOSHUTENLHON BAAacTW B chepe apxXMBHOro Aefa 1 Aesonpon3BoacTBale,

2.4. IoKyMeHTbl FOCYapCTBEHHOr0 OpraHa, opraHa MecTHOro caMmoynpaB/ieHUs MOryT CO3aBaThCs
N XPaHUTLCSA UCKITIOYUTESNIbHO B (POPME 3JIEKTPOHHLIX JOKYMEHTOB BHE 3aBMCUMOCTU OT CPOKOB UX
XPaHeHUs, ecqin XpaHeHne Uux B GOpMe 3JIeKTPOHHbIX [OOKYMEHTOB MNpedyCcMOTPEHO
3aKOoHOAaTesNbHbIMU akTaMu Poccuiickoin depnepauunn UAM HOPMATUBHLIMU MPaBOBbLIMU AKTaMU
YyMOJIHOMOYEHHOro )efepasibHOro opraHa WCMOJIHUTENbHOM BNAacTW B Cpepe apXMBHOro Aena u
[enonpon3BoaAcTBa.

MNepevyeHb BMOOB AOKYMEHTOB, 06pa3yloLNXCcs B NpoLecce AesTeNbHOCTU delepalibHbiX OpraHoB
WUCMOJIHUTENIbHON  BNAcTW, CO3[aHWEe, XpaHeHMe W  WCMOJIb30BaHME KOTOPbIX  AOJKHbI
OCYLLECTBASATLCA B (OPME 3IJIEKTPOHHbLIX [OKYMEHTOB TMPWU OpraHm3aunn BHYTPEHHEN
0eATeNnbHOCTW, MOANEXWUT COrjlacoBaHuilo C denepasibHbiM OPraHoM WCMNOJHUTENBHOW BRacTy,
YMOJIHOMOYEHHbIM B cchepe apXUBHOro Aena 1 genonponssoncteall.

2.5. JokyMeHTbl FroCyAapCTBEHHOIr0 opraHa, opraHa MecTHOro caMoynpaB/ieHUsA 0POPMAAITCA Ha
6naHKax c BocnpousseeHneM MocyaapcTBeHHoro repba Poccuiickoin ®egepauunnt?!, repba
(repanbanyeckoro 3Haka) cybbekTa Poccunckonm depgepauymm B COOTBETCTBUN C
3akoHoOaTenbCcTBOM CcybbekToB Poccuinckon depepaunn, repba (repasnbanyeckoro 3Haka) opraHa
MECTHOIro CamMoyrnpaBJIEHNS B COOTBETCTBUM C MYHULIMMNAJIbHBIMU MPaBOBbIMU aKTaMW, Ha INCTax
bymaru cbopmaTta A4.

2.6. bnaHKm [JOKYMEHTOB [rOCYydapCTBEHHOr0 OpraHa, opraHa MeCTHOro camoyrpaB/ieHus
pa3pabaTbiBalOTCA B COOTBETCTBUN C TpebOBaHUAMU, YCTAaHOBEHHbIMU HaLMOHaAbHbIM CTaHOAPTOM
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FOCT P 7.0.97-2016 n YTBEPXOATCA B COCTaBe MHCTPYKLMM NO 0e710NPpOonU3BOACTBY NN
MpPaBOBbIM aKTOM roCy4apCTBEHHOr0 opraHa, opraHa MeCcTHOro caMoyrnpaBsieHUs.

2.7. CocTas PEKBU3NTOB AOKYMEHTOB, CO3aBaeMbIX B roCygapCcTBeHHOM OpraHe, opraHe MecTtHoOro
camoynpaBfieHns, npaBuia WX OQOPMJIEHMSA, pa3Mepbl CAY>KeOHbIX Monern Ha [AOKYMeHTe W
Tpe608aHI/IF| K CO34aHNIO AOOKYMEHTOB YCTaHaBJINBAOTCA I/IHCprKLI,I/IeI7I no pesionpomssoncTtBy
rocygapCctBeHHOro opraHa, opraHa MeCcTHOro camoynpasyjieHUa B COOTBETCTBUUN C MOJIOXKEHUNAMU
rOCT P 7.0.97-20162%,

2.8. 2neKkTpoHHble WabnoHbl (YyHUPUUMPOBAHHbIE (OPMbI) OOKYMEHTOB, WCMOJIb3yEMbIE MpU
CO34aHUN 3JIEKTPOHHbIX [OOKYMEHTOB, MO COCTaBY PEKBM3UTOB [HAOJ/DKHbI OblTb WAEHTUYHbI
OOKYMeHTaM Ha ByMa>kHOM HocuTene.

2.9. MpoeKkTbl OOKYMEHTOB, MOArOTOB/IEHHbLIX FOCYAapCTBEHHbIM OPraHOM, OPraHOM MECTHOro
caMoynpaBJieHNsl NoAJIEXXAT COrlacoBaHUIo.

CornacoBaHue NMPoeKTa OOKYMEHTa B rocygapCcrBeHHOM opraHe, opraHe MeCTHOro
caMmoynpassieHns odopmnsaeTcs BU30M pykoBoounTena CTPYKTYPHOro noapasaesieHna mam MnNHoro
YMNOJZIHOMOYEHHOIo A0JIXXHOCTHOIO nda.

MpoeKT AOKYMeHTa, WUMEeWLWero OJINTENIbHbIN CPOK XpPaHEeHUs W nognexawero nognmcaHuto
(yTBEPXAEHUIO) 1 MOCNenyOWEMY XPaHEHUIO Ha ByMa)KHOM HOCUTeNe, B C/ly4ae ero corjlacoBaHus
B C3[], noMewaeTca Ha XpaHeHWe B Oesl0 BMeCTe C JIMCTOM COrjlacoBaHus, COCTaBAAOWMM ero
HeoTbeMJIEMYIO HYacCTb. JINCT cornacoBaHus, pacnevyaTaHHbin n3 C3/[1, A0J)KEeH COAepP>KaTb CBeAEHUS
0 paTte ero GOpPMUPOBAHUA U HaUMEHOBAHUW CUCTEMbl, B KOTOPOMN MPOBOANIOCH 3N1EKTPOHHOE
corjnacosaHue.

CornacoBaHuve npoekTa OOKYMeHTa, CO3[4aHHOro B rocyfapCTBEHHOM OpraHe, opraHe MeCTHOro
caMmoynpaBiieHus, C APYrUMN rocyAapCTBEHHbIMW OpraHaMu, opraHaMmm MecTHOro caMmoyrnpaBs/leHus,
opraHusaumamMm odgopmnseTca rpudomM (IMCTOM) COriacoBaHUs, MNPOTOKOSIOM, MNUCbMOM O
COrslacoBaHUK, a TakXXe, B YCTAaHOBNIEHHbIX 3aKOHOAATENbCTBOM Poccuinckonm depepaunm cnyyanx, B
thopMe 3aKJII0HeHNn, 0T3bIBOB, Nonpasok L.,

2.10. MNoAroToBsieHHble, OPOPMJIEHHbLIE WU COrJlacoBaHHbIE MPOEKTbl JOKYMEHTOB MOAMUChIBAOTCSA
(yTBEpP)XAAlOTCA) PYKOBOAUTESNIEM MOCY[ApPCTBEHHOIO OpraHa, opraHa MeCcTHOro CamMoyrpaBJfieHNs
NN UHBIM YNOJIHOMOYEHHbBIM UM A0/XKHOCTHbLIM JINLLOM.

[OKYMeHTbl Ha 6YMa)KHOM HOCKTese NMOAMNUCLIBAOTCSA COBCTBEHHOPYYHOW NOAMNUCHLIO PYKOBOANTENS
rocygapCTBEHHOro opraHa, opraHa MeCTHOro CamMoyrnpaB/ieHUs WA UHOTO YNOJIHOMOYEHHOr0 UM
[OJDKHOCTHOrO nua.

DNIeKTPOHHblE [LOKYMEHTbI, HarpaB/isieMble B roCyAapCTBEHHble OpraHbl U OpraHbl MeCcTHOro
camoynpaBJfieHNs, MOAMNUCLIBAIOTCA YCUJIEHHOW KBaJU(ULMPOBAHHON 3/EKTPOHHOW MOAMUCHID
OOJDKHOCTHOIO Jinba oOpraHa rocyfapCTBEHHOro OpraHa, opraHa MeCTHOro camoyrnpasieHus,
NnopsanoK NMPUMEHeHNsA KOTOPOon yCcTaHoBNeH PefepasibHbiM 3aKOHOM oT 11 anpens 2011 r. Ne 63-93
«0O6 >3NEeKTPOHHOW MNOAMUCKM» U  WHLIMWA HOPMATWUBHLIMW MPaBOBLIMW aKTaMu POCCUICKOMN
depepauun*2,

B C3[1 rocymapCTBeHHOro opraHa, opraHa MeCTHOro camoyrpasilieHUs MOryT WCNoJib30BaTbCs
crnocobbl NOATBEPXKAEHUS AENCTBUN C SNEKTPOHHBLIMU AOKYMEHTAMU, MPU KOTOPbIX NCMNOJb3YHOTCS
VHble BUObl 3JIEKTPOHHbLIX MOANNCEN B COOTBETCTBUM C PefepasibHbiM 3aKOHOM Ne 63-D3.

2.11. Ha poKyMeHTax, yTBep)XAaeMblX MpaBOBbIMA aKTaMu FOCyOapCTBEHHOro opraHa, opraHa
MECTHOro CaMOyrnpaB/ieHUs WA PYKOBOAMTENEM FoCyAapCTBEHHOro OopraHa, opraHa MeCTHOro
camoynpaBsieHnss (MHbIM  YNOJHOMOYEHHbIM WM  [AOJDKHOCTHLIM JINLLIOM), odopMmaseTcs rpudg
YTBEPXXAEHUS.

2.12. B HeobxoauMbIX cnyyasax cobCTBEHHOPYYHas MOAMNUCbL PYKOBOAUTENS FOCYyAapCTBEHHOro
opraHa, opraHa MecTHOro CaMoyrpaBfi€HUS WKW WUHOIMO0 YMOJIHOMOYEHHOro MM JinLa 3aBepsieTcs
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neyvyaTblo rOCyAapCTBEHHOro0 OpraHa, OpraHa MECTHOro camoyrpaBJieHUs C BOCMPOU3BEAEHMEM
FocynapctBeHHoro repba Poccuiickon ®denepauun (repba (repanbamyeckoro 3Haka) cybbekTa
Poccuiickon ®epepaunn, repba (repanbimnyeckoro 3Haka) opraHa MeCTHOro camoynpaBsieHns).

2.13. OCobeHHOCTY NOArOTOBKMN OTAEbHbIX BUAOB NOKYMEHTOB YCTAaHABIMBAOTCA UHCTPYKLMEN Mo
[leNIonpon3BOACTBY roCy1apCTBEHHOM0 OpraHa, opraHa MecTHOro CamMoyrnpaBeHus.

I1l. OpraHusauuna poKyMeHTOoObOOpoOTa

3.1. B npouecce pokymeHTOoOb60OpOTa obecneymBaeTcs:

* npmnemMm n nepBnuyHasa 06pa60TKa BXOOALWLNX OOKYMEHTOB,

* NMpeaBapuUTeENIbHOE PAaCCMOTPEHME BXOASALWMX JOKYMEHTOB;

® pernctpauunsa exogdawmnx, ncxogawmx 1 BHyTpeHHNX JOKYMEHTOB,

* PacCMOTPEHME JOKYMEHTOB PYKOBOACTBOM;

* fJoBegeHmne nOKymMeHTOB A0 NUCMOJSIHNTENen;

® NMOAroToBKa NPOEKTOB NOKYMEHTOB,;

® CornacoBaHune NpPoeKkToB NOKYMEHTOB,

* rnoanncCaHmne NpoekToB AOKYMEHTOB,

e onpegeneHne Mecta XpaHeHUs OOKyMeHTa (Konuu AOKYMeHTa) WU BKJYeHUe OOKYyMeHTa
(konnn pokyMmeHTa) B 4eno;

e 06paboTka 1 oTNpaBKa NCXOAAWNX OOKYMEHTOB.

3.2. DJNEeKTPOHHbIN  OOKYMeHTOo06OpOT TroCynapCTBEHHOr0 OpraHa, oOpraHa MeCTHOro
camoyrpaBJieHUs OCyLLeCTBASAEeTCA C Ucrnosib3oBaHuem CI/.

NHdpopMaLnoHHbIE CUCTEMbl FOCYAapCTBEHHOrO OpraHa, OpraHa MEeCTHOro camoyrnpaBJfieHUs,
obecneymBalouwme paboTy C OTAENbHLIMA  KOMMJAEKCaMXM  OOKYMEHTOB, [AOJDKHbl  OblTb
UHTerpupoBaHbl ¢ C3[ B uensx peanvsaumm GyHKUMM oTHopa AOKYMEHTOB BpPEeMEHHbIX (CBbille
10 neT) 1 NOCTOAHHOI0 CPOKOB XPaHEeHMs ANs nepefayvn Ha XpaHeHne B apXuB rocyAapCTBEHHOMO
opraHa, opraHa MeCTHOrO CaMOYyMnpaB/ieHUS U BblOENEeHUS K YHUYTOXXEHUI AOKYMEHTOB, CPOKMW
XPaHeHNs KOTOPbIX NCTEKN.

3.3. Cnyxxba genonpon3BoAcCTBa FOCyAapCTBEHHONO OpraHa, opraHa MeCcTHOro caMoyrpaBJfieHus,
henonpousBoaMTenn noapasaenieHUn, a TakXe paboTHUKM rocyoapCTBEHHOrO OpraHa, opraHa
MEeCTHOro camoyrpaBJieHUss B COOTBETCTBUM C NpPeaoCTaB/IEHHbLIMXW UM MpaBamMun obecneymBatoT
BkatoYeHne B COLl OOKYMEHTOB (MPOEKTOB AOKYMEHTOB), CBEAEHUN O [OKYMeHTax (mpoekTax
OOKYMEHTOB), CBELEHUN O PAaCCMOTPEHUN N pe3yJsibTaTax MCNOJIHEHNA OOKYMEHTOB (3anoJsiHEHME
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nonen 3PK).

3.4. [OokyMeHTy (Bxopsfwemy, ucxogsuwemy, BHYTpPeHHeMy) npu BkaYeHun ero B C3[
NPUCBaMBaeTCA perucTpauMoHHbIn HoMmep. CTpyKTypa perucTtpauuoHHOro HoMepa [AOKYMeHTa
onpepenseTcs NMHCTPYKLUMEN No AefoNpou3BOACTBY roOCyAapCTBEHHOrO opraHa, opraHa MeCcTHOro
caMmoyrpaBieHuUs.

Mpn BkMOYeHUM B C3J] NPOEKTOB [OOKYMEHTOB, MOAFOTOBKA KOTOPbIX OCYLECTBISETCS
rocyfapCTBEHHbIM OPraHOM, OpraHOM MECTHOro CaMoyrnpaBieHusl, UM MPUCBaNBAETCH YYETHbIN
BHYTPUCUCTEMHBIA HOMeEp.

3.5. Peructpauus [OOKYMEHTOB (BXOASLUUX, WCXOASLWINX, BHYTPEHHUX) BedeTCcs B npeaenax
KaJieHgapHoro roga.

3.6. B pokymeHToOo6OpoTe rocygapCTBEHHOrO OpraHa, OpraHa MeCTHOro camoyrnpaBieHus
BbIAENAIOTCA  AOKYMEHTOMOTOKM:  BxoAsdwme  (NocTynawlwiune)  AOKYMEHTbl;  mncxopsiuiune
(oTnpaBnseMblie) LOKYMEHTbI; BHYTPEeHHME AOKYMEHTbI.

B cocTaBe BXOAAWNX N NCXOOALLNX OOKYMEHTOB BblANAITCS:

* [OKYMEHTbl OpraHoB roCydapCTBEHHOW BNAacCTW, OPraHOB MECTHOro camMoyrnpasJieHUS;
OOKYMeHTbl TEPPUTOPMabHbIX OPraHoOB FOCYAapCTBEHHOIO opraHa B CybbekTax Poccninckonm
depepaumn (Npyn Nx HaAN4YUN);

e [IOKYMEHTbl OpraHu3aumni;

* MapJiaMeHTCKNeE 3arnpochbl N OTBETbI Ha HUX;

* 3anpockbl genyTtaToB locypmapcTtBeHHou LOymbl 1 4dneHoB CoseTa Pepepaunun, AenyTaTosB
3aKOHO4aTesNbHbIX (NpeacTaBUTENbHbLIX) OpraHoB cybbekToB Poccuiickon depepauumn u
OenyTaToB NpeAcTaBUTENIbHbIX OPraHoB MECTHOr0 CaMoynpaBJ/IeHNs U OTBETbl Ha HUX;

e obpalleHns rpa>kgaH, opraHm3auuni, 3anpockl rpa)kgaH, opraHn3auunin o NpenocTaB/eHNN
MHhopMauMnm o0 [eATeNbHOCTU rOCYyOapPCTBEHHOrO OpraHa W/wWMAM O nNpeaocTaBJIEHUN
roCyAapCTBEHHbIX YCAYT N OTBETbI Ha HUX;

* [JOKYMEHTbl U3 NMPaBUTENIbCTBEHHbIX N HEMPaBUTENbCTBEHHbIX OpraHmM3auunii 3apyb6exKHbIX
CTpaH 1 apyrve rpynnbl JOKYMEHTOB.

3.7. JlocTaBka ” OTMNpaBka [OOKYMEHTOB B rOCyO0apCTBEHHOM OpraHe, opraHe MeCTHOro
caMoyrnpaB/iieHMUs OCYLWeCTBAAITCA BMAAMM CBA3M: MNOYTOBOW, (henbAberepckon, KypbepCKon,
VHbIMN BWAAMMN CneyuunasbHON CBA3U, PakKCUMUIbHON, TenerpadgHon, TenedoHHON, NOCPeaCcTBOM
3/IEKTPOHHOM no4yTbl, C3[l, CUCTEMbl MEXBEOOMCTBEHHOrO 3JIEKTPOHHOro AOKyMeHToobopoTa
(nanee - M3[0), 4epe3 caWT rocygapCTBEHHOro0 opraHa, opraHa MeCTHOro camoyrnpaBJieHus,
nocpencTtsom enepasbHON rocyfapCTBEHHONW WHMOPMaLMOHHONW CcUCTeMbl «EAuHbLIN nopTan
rocyfapcTBeHHbIX W MYHUUMNANbHbIX ycnyr (YyHKUWA)»  W/MAnM  pervoHanbHbI  nopTan
roCcy4apCTBEHHbIX N MyHULMMaNbHbIX YCNyr (fanee - NopTan rocyaapCTBEHHbIX YCAYT).

3.8. OpraHusaums paboTbl C 3NEKTPOHHLIMU [OKYMEHTaMW, MOCTYMNaloWUMU U OTNPaBASEMbIMU
nocpeacTtsoM M3J0, OCylWeCTBASETCA B COOTBETCTBMM C  [lOSIOXKEHMEeM O cucTeme
Me>XBeOMCTBEHHOI0 3/1eKTPOHHOro AoKyMeHToobopoTalt?.,
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3.9. lMpnem wu nepBuyHas o6paboTka BxOASAWUX [OOKYMEHTOB ocyuecTsasetca Cnyxbon
0esonponsBoAcTBa roCyfapCTBEHHOrO OpraHa, OpraHa MeCTHOro camoynpaBsieHus. [pnem n
nepsnyHas obpaboTka 3anpocoB rpakfaaH, OpraHM3auumn O NpenocTaBAEHMN FOCYyAaPCTBEHHbIX
(MyHMUMNANbHBIX) YCAYr MOXeT OCYLEeCTBAATbCA WHbIM  CTPYKTYPHbIM  MNoApa3faeneHnem
rocynapCTBEHHOrO opraHa, opraHa MeCTHOro camoyrnpaBJieHUS.

3.10. Bce nocTynuBLUNE B roCyAapCTBEHHbLIN OpraH, opraH MeCTHOro CaMoyrpaB/ieHUs [OKYMEHThI
Ha ByMa>KHOM HoCuTesie NoAnexXaT NnepBmnYHon 0b6paboTke, BKOYAIOLLEN:

* MPOBEPKY NPaBWUJIbHOCTU AOCTABKN AOKYMEHTOB;

* MPOBEPKY LIESIOCTHOCTU YNaKOBKN (KOHBEPTOB, MaKeTOB);

e BCKpPbITME YMaKOBKM (3@ WCKJIOYEHWEM KOHBEPTOB, MAaKeTOB C MOMETKOM «JIM4HO» U
rpudamm orpaHUYeHns AOCTyna K OOKYMEHTY, He OTHOCAWMXCA K obpalleHnsam rpakaaH,
opraHmsauunn);

* MPOBEPKY LEeJIOCTHOCTU BXOOALLNX AOKYMEHTOB, BK/1KO4YaaA NMPUNOXKEHNA,

* YHUYTOXXEHNE KOHBEPTOB, MAKETOB WM YNAaKOBKM (33 UCKOYeHNEM obpalleHnii rpakaaH,
OpraHu3aumni N UHbIX OKYMEHTOB 6e3 yKa3aHus AaThl, a TakXe B CJlyvasX, eCiim LOKYMEHT
MOCTYMWJI MO3)Ke YKa3aHHOIro B TEKCTE AOKYMEHTA CPOKA UCMOJIHEHMS (AaTbl MeponpusTns)
NN Npu 60NbLLIOM PAaCXOXXAEHUN Mexay AaTaMu NOANMUCAHUS U NONYYEHUS LOKYMEHTOB);

3.11. OwmnboYHO AOCTaBNEHHbIE OOKYMEHTbLI nepechbiylatoTCA Mo Ha3Ha4YeHUo NJin BO3BpallaloTCA
oTnpasuTento. [JOKyMeHTbl, MNOCTynuBLIME B nospe»(,u,eHHoM yNaKOBKe, TMPOBEPAKTCA Ha
LeJIOCTHOCTb, B TOM 4Hncne Ha Haan4me mexaHn4eCcKmnx nospem,u,eva.

O noslyYeHun NoAo3pUTENIbHONO NMOYTOBOrO OTMNPABEHNA OoKNaabiBaeTca pykosoanTento Crnyobbi
[enonpon3BoaAcTBa.

3.12. Mpu obHapy>XeHNN NoBpeXXOeHNs BXOASALLEro AOKYMeHTa Ha ByMa)KHOM HocuTesie Uan ero
MPUNOXXEHN, NpN OTCYTCTBUM B KOHBepTe (MakeTe) AOKYMEHTa, ero 4acTu WIn NPUSIOXKEHUN K
HeMy, a TakXe npu OTCYTCTBMM MOAMUCUA Ha BXOASLLEM [OKYMEHTe COCTaBAAeTCH akKT B ABYX
ak3eMnasgpax Ha bymMa>KHOM HocuTene, OAVH 3K3eMMAAp akTa BbiCbllaeTcsa OTApaBuTento, 2-n -
npuobLiaeTcs K BxoAsdleMy OOKYMEHTY, U nepefaeTcs Ha perncTpaumio m npepBaputesibHoe
paccMoTpeHue.

3.13. KoHBepThbl (MakeTbl), uUMewLwMe OTMETKY «JIN4YHO», TFpudbl OrpaHnUYeHus [OocTyna K
NOKYMEHTaM, COoAep>XaluM CBeAeHUs KOH(PWUAEHLUMANbHOrO XapakTepa, He BCKpbIBAlOTCA W
nepepnatoTCs:

* C OTMETKOW «JIN4YHO» - HEeMoCcpeACTBEHHO agpecaTy;

e C rpudamm orpaHnUyeHns OoCTyna - B cy>X0y KOH(hMAeHLNaNbHOro Aefonpon3BoACTBa UK
paboTHUKY Cnyx6bl genonpousBoacTBa, B 0653aHHOCTM KOTOpPOro BxoAuT o6paboTka
OOKYMEHTOB, COAEepXKalLUX CBeAeHNA KOH(UAEHLNalbHOro XxapakTepa.

3.14. JJoKyMeHTbl, MnocCTyrnalowune u3 APYrux rocynapCTBEHHbLIX OpPraHoB, OPraHoOB MECTHOro
camMoynpaBJieHNs, OpraHn3aumin HenocpeaCcTBEHHO B CTPYKTYPHbIE NoApa3fenerHuns, Ho Tpebytowume
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pPaccMOTpPEHNs PYKOBOACTBA, NepeaatoTcs AN perncTpaunm n npeaBapmuTesibHOro pacCMOTPEHUS B
Cny>x6by nenonpon3BoacTBa.

3.15. Ha Bcex NOCTYNMBWINX OOKYMEHTaX, 3a UCKAKYeHneMm OOKYMEHTOB, MOCTynMBLUNX B q)opMe
SNIEKTPOHHbIX OOKYMEHTOB, npocTaBndaeTcAd OTMETKa 0] noctynneHumm OOKYMEHTa B
FOCY,D,apCTBeHHbIVI opraH, opraH MeCTHOro camoyrnpaBJieHUs.

3.16. DONEeKTpPOHHble [OO0KYMeHTbl, MNOCTynuMBLIME OT [APYrnX OpraHmsauMn n rpaxxdaH ro
3/IeKTPOHHON Mo4yTe, nocpenctsom C3M, M3[0, 4yepe3 calWT rocynapCTBEHHOro opraHa, opraHa
MEeCTHOro camoyrpassieHus B ceTu «HTepHeT», MopTan rocygapCTBEHHbIX YCayr NPUHUMAOTCS
Cnyx6on nenonpon3BoacTBa UK UHBIM CTPYKTYPHbIM nogpa3sgesnieHneM, B 06493aHHOCTN KOTOPOro
BXOAUT oOpraHm3aumsa paboTbl C obpalleHnsaMm M 3anpocaMn rpakAaH M oOpraHuMsauum o
npenocTtaBieHnn MHGoOpMaUnUn O [eATeNbHOCTM FoCyAapCTBEHHOr0 opraHa, opraHa MecCcTHOro
caMoynpaBiieHus, 0 NpenocTaBAeHUN roCyfapCTBEHHbIX (MyHUUMNANbHbBIX) YCAYT.

3.17. MopsanoK MHOPMaLMOHHOI0 B3aMMOAENCTBUA FOCYyapCTBEHHbLIX OPraHoB, OpraHOB MEeCTHOrro
camoynpaBieHusa nocpeactsoMm obMeHa LOKYMeHTaMW B 3/E€KTPOHHOM BuAae, NepeyeHb BWUAOB
KOTOpbIX yTBEep>XOaeTcs MNpaBnTenbCTBOM PocCUMNCKoOM CDep,epameM, 3a nckn4vyeHnem obmeHa
3/IEKTPOHHbLIMUN JOKYMEHTaMU B paMKaXx npenocTaBsieHns rocy4apCTBEHHbLIX U MyHULUNANbHbIX
yCnyr, ycTaHoBneH MpaBunamm obMeHa OOKYMEHTAMW B SNEKTPOHHOM BUAE NPW OpraHn3aumnm
MHPOPMaLIMOHHOI O B3aumMopencTemat n TpeboBaHNAMU K OPraHM3aLMOHHO-TEXHNYECKOMY
B3aMMOOENCTBUIO.

3.18. BbisiBNeHHble B Xo4e MNPOBEPKU HECOOTBETCTBMA SBJAKTCA OCHOBaHMEM [/ OTKasa B
perucTtpaunmn ooKymMmeHTa, GPoOpMMPOBaHNA N HanpaBAeHWs OTNpPaBUTeNto yBeaomaeHns ob oTkase B
perncTpaunm C ykasaHnem npuymHbl 0TKasa.

3.19. NIHCTpyKUMen No AeNonpon3BOACTBY MOXeET ObiTb MpefyCcMOTPeHa pacrneyaTka 3/eKTPOHHbIX
OOKYMEHTOB C nocsiegylowen opraHmsaumen paboTbl C HAMU KaK C OKYMeHTaMn Ha ByMa>kHOM
HocuTene.

3.20. MNepBuryHan obpaboTka [OKYMEHTOB 3aBeEpPLUAETCA UX pacnpelesieHNeM Ha permcTpupyemsblie u
HeperncTpmpyemble. K OOKyMeHTaM, He noaiexalwum perucTpaunmn, OTHOCATCA AOKYMEHTbI, He
Tpebylolmne NCNoNHEHNS U He coaep Kallune MHGopMaunn, KoTopas MoXeT 6biTb UCMOJIb30BaHa B
CNPaBOYHbIX LEnsaxX.

3.21. Pernctpauuns BXoasmx n NCXoasaLWmMxX JOKYMEHTOB OCYLLIECTBSEeTCS He3aBUCKUMO oT cnocoba
NX OOCTaBKM oaunH pa3: B Cnyxxbe genonpomnssoactea B CI3/1, MHOWM MHPOPMALNOHHON CUCTEME NN
WHOM  CTPYKTYPHOM nogpasgeneHumn rocygapCTBEHHOro0  oOpraHa, oOpraHa MeCTHOro
caMoynpaB/ieHus, eC/qin Ha Hero Bo3a10)XeHbl 06543aHHOCTM N0 perncTpaunm n opraHmsaymm paboThl
C OTAEeNIbHbIMW BUOaMN OOKYMEHTOB.

3.22. Pernctpaumsi BXOASLWMX OOKYMEHTOB OCYLLECTBISETCS B AeHb WX MOCTYMJEHUs WAM Ha
cnepyowmii pabounii AeHb, ecny 3akoHoAaTeNbCTBOM Poccuiickon ®denepaumm He yCTaHOBJIEHO
nHoe.

3.23. CBegeHusa o BxoasweM [OKyMeHTe BHocATca B DPK CI3[ wvnanm perncrtpayMoHHO-YYEeTHYIO
opMy Ha ByMa>KHOM HoCuTesne, a MOCTYMUBLLUEMY OOKYMEHTY MPUCBaMBAETCH PErucTpaunoHHbIN
HoMep.

3.24. [OKyMEHTbl, NoCcTynuelIne Ha OyMa)kHOM HoCuTesNe, CKaHUPYITCHA, I/EeKTPOHHas Konus
OOKYMeHTa BKYaeTcsa B C3[ u npucoeanHsaeTca Kk OPK nokyMmeHTa.

3.25. B uengax aBTomMaTmsaumm npncoegnHeHmMA 3J'IeKTpOHHOIZ KOMnMn AOKyMeHTa K IPK, a TakxXe ons
obecneveHns 6bICTpOFO noncka 3J'|eKTpOHHOI7I KON OOKYMEHTa B cao4 rocygapCctBeHHOro opraHa
MOXET NCMNO0JIb30BaTbCAd LUTPMNXOBOE KOONPOBaHME.

3.26. Pernctpauus (y4eT) 3/1IeKTPOHHbIX A0OKyMeHToB B C3J rocynapCTBEHHOro opraHa, opraHa
MeCTHOIro caMmoynpassieHus - y4acTHMKa M3[0 ocywecTBAAeTCS B COOTBETCTBUM C UHCTPYKLMEN MO
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[enonpon3BoACTBY roCcyapCTBEHHOr0 opraHa, opraHa MeCcTHOro CaMoyrnpaB/ieHNs, YYUTbIBAOLLEN
TpeboBaHUs, yCTAHOBJIEHHbIE YMOJIHOMOYEHHbIMM (enepasbHbIMWU OpraHaMn WCMOJIHUTENIbHON
BJIaCTU B cchepe MeXBeLOMCTBEHHOMO 3/1eKTPOHHOro AoKyMeHToo6opoTa*él,

3.27. [OKYMEHTbl Ha MHOCTPaHHbIX A3blKax, MOCTYMNUBLUME B rOCYAAPCTBEHHbIA OpraH, oprax
MEeCTHOro camoynpaBJfieHUs nocne peructpauum B Cnyxbe penonpousBoacTBa NepeparoTcs B
COOTBETCTBYlOLLEE Noapa3aeneHne unm paboTHUKY rocydapCTBEHHOro opraHa, opraHa MecTHOro
caMoynpaBJieHUss ANs rnepesofa W nocneaytoulen nepenayn Ha pacCMoTpeHne pykoBoacTea. MHas
KOPPEeCcnoHAeHUNs Ha WMHOCTPAHHbLIX A3blKax MepefaeTcs Mo Ha3HAYeHWI HemnocpencTBEHHO B
CTPYKTYpPHble NoApa3aesieHuns.

3.28. [LOKyMeHTbl, NOCTYNMBLUNE B FOCyAapCTBEHHbIM OpraH, opraH MeCTHOro CaMmoyrnpaB/ieHUs
noanexaTt npeaBapuTenbHOMY pacCMOTPEHUID B Uensax pacnpegenieHns OOKYMEHTOB Ha
OOKyMeHTbl, Tpebylolwune pacCMOTPEHMSA PyKoBOAMTEsNeM [OCYyAapCTBEHHOrO OpraHa, oOpraHa
MEeCTHOro camMoyrnpaBJfieHUs, 3aMeCcTUTENAMN PYKOBOAUTENA roCcyfapCTBEHHOrO opraHa, opraHa
MEeCTHOro camMoyrnpaBJflIeHUS B COOTBETCTBUM C UX KOMMETEHUWEeN, U AOKYMEHTbI, HanpaBasieMbie
HenocpenCTBEHHO B CTPYKTYpPHbIE noAapa3fesieHuns.

CocTas OOKYMEHTOB, nognexawunmx npeaBapntesiHOMY paCCMOTPEHUIO B rOCyJapCTBEHHOM OpraHe,
opraHe MeCTHOro camMoynpaByieHNna MOXeT ObITb KOHKpPEeTun3nposaH B WHCTPyKUUK MO
aenonponssoncTBy.

[oKyMeHTbl, Tpebyloue CpPOYHOro PacCMOTPEHUS, a TakKXe TeslerpaMmbl U TenedoHOrpaMmbi
nepenalTCs PyKOBOACTBY Ha pacCMOTpPeHMe He3aMeaINTesbHO.

3.29. Pe3ynbTaTbl PaCCMOTPEHNS OOKYMEHTA PYKOBOAMUTENIEM rocyfapCTBEHHOro opraHa, opraHa
MeCTHOro caMoyrpaBJieHUs, ero 3aMmecTUuTeNaMnN, pyKoBoANTENSAMM noapasaeseHnin opopMasaoTcs
B BUAE pe3osiioumni (mopydeHnn).

CeefieHMs 0 pe3osiounn (UCMOSIHUTENb, COAEeP)XaHWe MOPYYEHUs, CPOK UCMOSIHEHUS) BHOCSATCS B
9PK C3[1, nocne 4ero UCNOJHUTENN MOJIyHaloT AOCTYN K 3/e€KTPOHHOMY AOKYMEHTY (3/1IeKTPOHHOM
KOMUN [OKYyMeHTa).

3.30. [JoKkyMeHTbl, NnocTynatwuwme Ha BymMakHOM HOCUTEeNE, MOCNE UX PerncTpaunun, BKAKOYEHUS B
C3[1 B BUAE 3/IEKTPOHHbIX KOMUIM N PaCCMOTPEHNS PYKOBOACTBOM NepenarTCsa B COOTBETCTBYOLWME
CTPYKTYpHbIe nogpa3sgesieHns Ha NCnosiHeHne (B Csly4ae Ha3Ha4YeHMs HECKOJIbKUX NCMNOJTHUTeNen -
Mo MecTy HaX0XXAEeHNSA OTBETCTBEHHOIr0 UCMOMHUTENS) UK ocTatoTcA B Cny>xbe nenonpon3BoacTBa
N MNOCNe WCMOJIHEHMS BKJKOYaAlOTCA B [Aesla B COOTBETCTBMW C HOMEHKNAATypon gen
rocynapCTBEHHOrO opraHa, opraHa MeCTHOro CamoyrnpaBJiIeHUS.

3.31. CTpykTypHble nopgpasgeneHna (paboTHMKK) rocyaapCTBEHHOrO0 OpraHa, opraHa MeCTHOro
caMoynpaB/ieHUs, Ha3HaYeHHbIE B KA4eCTBE UCMOJIHUTENIEN N0 AOKYMEHTY (MOpYyYeHMI0), MoayyatoT
0OCTYyNn K JOKyMeHTy U ero 3PK B C3I1 rocypapCTBEHHOro oOpraHa, opraHa MeCTHOro
CcaMoynpaBieHUSA N OpraHnU3yoT paboTy C AOKYMEHTOM.

3.32. MNMocne NpUHATNA pyKoBoAUTEsIeM pPeLUeHUNsa Mo UCMOSIHEHUIO AOKYMEHTa, NOoCTYnmMBLLEro no
M20, ona uHdopMMpoBaHUS opraHusaumn-oTnpaBuTens Cny>xbon genonpon3BoACTBa A0JIKHO
ObITb CHOPMUPOBAHO YBEAOMJIEHNE O MPUHATUN LOKYMEHTa K WCMOJIHEHMIO, @ B CJlydae CMEHbI
OTBETCTBEHHOr0 UCMNOMHUTENSA (MCMONIHUTENSA) B X0O€ NUCMOJIHEHUS AOKYMEHTa - yBedoMmaeHne ob
N3MeHeHUn xoma ncrnonHeHnat,

3.33. [dOKyMeHTbl, nNnoAroToBJIEHHble B TOCYyJapCTBEHHOM oOpraHe, oOpraHe MeCTHOro
camoyrnpaBJ/ieHUs, 3aBU3NPOBaHHble BCEMU 3aUHTEepecoBaHHbIMW AuULaMU U MOAMNUCaHHbIE
pykoBoAuTeNEM WIN UHBLIM YNOJIHOMOYEHHBLIM UM JINLOM, BKJoYaTca B CIOL rocyaapCTBEHHOro
opraHa, opraHa MeCcTHOro caMmoynpaJfieHus.

Mpn BKAOYEHUN UCxoasdlero gokymeHTa B C3/[1 cBegeHUsa o OokyMeHTe ¢dukcmpyroTca B IPK, K
KOTOPOW NPUCOEAVNHAETCA /IEKTPOHHAasA KONusa OTNpaBaseMoro 4OKyMeHTa.
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Konus goKyMeHTa Ha ByMa)HOM HoOCUTesie C BM3aMu [AOJDKHOCTHbIX JINL, MOMeLlaeTcss B Aefio B
COOTBETCTBUN C HOMEHKNATypoh fOen rocyfdapCTBEHHOro OpraHa, oOpraHa MeCTHOro
camoynpaBieHus.

3.34. MNMepen BKAOYEHMEM UCXOQAWMX AOKYMeHTOB B C2[1 Cnyxba genonponssBoncTBa nNpoBepseT
MPaBWIbHOCTb O(OPMJIEHNA LOKYMEHTOB (B TOM 4uCsie HaJn4me noanucen, BU3, NMPaBUIbLHOCTb
HanncaHusi afpecoB), CBePSeT CCbUIKY Ha PerucTpauuoHHbIA HOMep W AaTy MNOoCTynuBLLEro
OOKYMEHTa, a TakXe Ha/inyme yKasaHHbIX B UCXOAALLMX OOKYMEHTaX MPUoXKeHun, COOTBETCTBUE
KOJINYECTBA 3K3EMIMISPOB KOJIMYECTBY aApecaToB MO yKasaTeslo PacCbl/IKN, Hann4yne oTMeTkn ob
ncnonHuTene.

3.35. BKtoYeHne ncxogsmnx 4OKYMEHTOB, CO3AaHHbIX Ha ByMa)kHOM HOCUTeNe, N NX perncTpaums
B C3[0 oCcyLLEeCcTBASATCSA B A€Hb UX NOANMNCAHNA UK Ha cneaylowmn paboynin oeHsb.

3.36. [lpn peructpaumn [OKyMeHTa, MpefHasHayeHHoro nna otnpaBkn no M3400, B C3][
oTnpaBuTens  OO/DKHbI  (POPMUPOBATLCA  CBeAeHUs, YCTaHOBAEHHble TpeboBaHuaMUM K
OpraHn3aunOHHO-TEXHNYECKOMY B3avMopencTemio e,

3.37. 3PK, co3paHHas B C3[] npy NoAroTOBKe NMpoekTa AOKYMEHTa, NMpu perucTpaumnm Ncxoaaero
[OKYMEHTa [OMNONHAETCSA cBeaeHNs MU 06 NCXOASLLEM AOKYMEHTE.

OTnpaBke apgpecaTtamM noasexaT [LOOKYMEHTbl, O(OpMNIEHHLIE B COOTBETCTBUM C MpaBuiamMuy,
YCTAHOBJIEHHbIMU WHCTPYKUMEN MO [AesIonpov3BOACTBY rOCYyAapCTBEHHOrO0 oOpraHa, opraHa
MeCTHOro camoyrnpasieHuns, MOoANMMCaHHble PYKOBOAUTENIeM FOoCYyAapCTBEHHOr0 OpraHa, opraHa
MEeCTHOro camMoynpaBieHUs WM WHbIM  YMOJHOMOYEHHbIM UM  JINLUOM, BKJIIOYEHHble U
3aperncrtpuposaHHble B C3/1.

3.38. O6paboTka KoOppecnoHOeHUUWU ANA9 OTMPaBKWM MNOYTOBOM CBA3bID OCYLECTBASAETCA B
cooTBeTCTBMM C [paBUiIaMmM OKa3aHWUa ycayr noyTosoi ceasn™?, npu oTnpaske cnewLcBasbio - B
COOTBETCTBMU C TpeboBaHUAMMN, NPEeAbABIAEMbIMN K COOTBETCTBYIOLLMM BUAAM CMeELCBSA3N.

3.39. [JOKyMeHTHI, He nmMmerLine aﬂ,peCHOIZ HacTny, NMPUHNMaOTCA Ha OTNpaBKYy C
conposoanTesNlbHbIMMN  MUCbMaMW (3a wvckYeHneM Konun pacnopaanTenbHbIX OOKYMEHTOB,
HanpasJiseMbIX B NoaBeAOMCTBEHHbIE opraHmaau,mm).

HenpaBuibHO 0OGOPM/IEHHbIE [OKYMEHTbl M KOPPEecrnoHAeHUMs Hecsy)KebHoro xapakTepa K
OTMNpPaBKe He NPUHUMAIOTCSA U BO3BPALLATCS UCMOJHUTESIO.

3.40. OTnpaBKa AOKYMeHTOB Mo M3[00 foJsi>KHa OCyLLEeCTBAATbCA B COOTBETCTBUU C TpeboBaHuamMHM
K OpraHm3aunoHHO-TEXHNYECKOMY B3aumogeicTauotY,

Mepen oTNpaBKoOM AOKyMeHTa rno M30 fosxHbl ObiTb NPOBEPEHbBI KOMMJIEKTHOCTb TPAHCMOPTHOI0O
KOHTelHepa 1 AeCTBUTENbHOCTb 3/IeKTPOHHbIX MNOAMNUCEN, BXOASALLINX B ero COCTaBb.

3.41. DNeKTPOHHble HAOKYMEHTbl MOCAEe WX MNOAMUCAHUS 3NIEKTPOHHOW MOAMUCLID U OTMPaBKMK
agpecaTty xpaHaTca B CO[] B 3INEKTPOHHbIX Aenax, GopMUpyeMbIX B COOTBETCTBUM C HOMEHKNIATYpOW
[en rocyfapCTBEHHOro opraHa, opraHa MecTHOro caMoyrnpaB/ieHUS.

3.42. JoKyMeHTbl, Noasexalline oTnpaBKe, A0/KHbl 06pabaTbiBaTbCsA U OTNPABAATLCA B A€Hb UX
noanucaHusa n perucTpaunm nam Ha cnegyowmnn pabodnn geHs.

3.43. [locblIsIKa nnn 3aMeHa paHee OTrnpaBJIEHHOIO 3JIEKTPOHHOIO AOKYMEHTa OCYLLeCTBAAETCA Mo
YKa3aHWo nnua, nognmcaslero JOKyMeHT.

3.44. PelweHue o crnocobe [0OCTaBKW OOKYMeHTa ajapecaTy MPUHUMAETCS WCMNOJIHUTEeNneM Mo
cornacosaHunto co Cnyx6oi [enonpovM3BOACTBa rOCyAapPCTBEHHOrO OpraHa, opraHa MeCTHOro
camoynpasJieHus.

3.45. OTBeTbl Ha obpaleHna rpaxhaH, OpraHuM3auui HanpaBAATCA 3asaBUTento B dopMme
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3/IEKTPOHHOr0 [OKYMEHTa MO0 aApecy 3/IeKTPOHHON Mo4YTbl, YKa3aHHOMYy B obpalleHuu,
NMOCTYMNUBLLUEM B rOCYAapPCTBEHHbIN OpraH, opraH MecTHOro CaMOyMnpaBAeHUs WU OO0/XKHOCTHOMY
Mgy B (hOopMe 3JIeKTPOHHOrO [OKYMeHTa, U B MUCbMEHHOW ¢(opMe Mo MNo4YTOBOMY afpecy,
yKa3aHHOMy B 06palleHunm, NoCTyNuBLIEM B MUCbMeHHo (hopmel?H,

3.46. Mo BbIbOpPYy 3asiBUTENEN roCydapCTBEHHLIA OpraH, opraH MeCTHOro caMoynpaB/ieHus
npenocTaBnseT MHGopMaLuio B (OpMe 3JIEKTPOHHLIX [JOKYMEHTOB, MOAMUCAHHbLIX YCUIEHHOMN
KBaJIMPULIMPOBAHHON 3/IEKTPOHHOM MOAMNUCHLIO, HE3AaBUCMMO OT (POPMbl UM cnocoba obpalleHuns
3aABUTENIEN, 33 UCKJTIOYEHNEM CJIYYaEB, eC/IN NHOW MOPSAA0K NMpeaoCcTaB/ieHns Takon NHGopMaLInmn
yCcTaHoBJIeH dheiepasibHbIMU 3aKOHAMWN WU MHBIMU HOPMATUBHbLIMU NPABOBLIMU aKTaMun Poccuninckom
defepaLnu, perynpyoLMI NPaBoOTHOLLEHWNSA B YCTaHOBNEHHOI ciepe aesTensHocTu?2,

3.47. TocynapCTBEHHbLIA OpraH, opraH MeCTHOro camoyrnpaBneHuss obssaH MpenocTaBAATb MO
BblIbOpYy 3aaBMTenen uHdopmauuto B OpMe 3/IEKTPOHHbIX OOKYMEHTOB nocpenctsoMm [lopTana
rocynapCTBEHHbLIX YCAyr B CoOTBeTCTBMM C depnepasbHbiM  3akoHOM «O6 opraHmsauynun
npenoCTaBNeHNS rOCYyAAPCTBEHHbIX U MYHUUUMAJbHbBIX YCYr», ecnv pefepasbHbIMU 3aKOHaMU Uin
MPUHUMAEMbIMNU B COOTBETCTBUM C HUMWU HOPMATUBHLIMW MPABOBbIMKA aKTaMu Poccunckon
depepaumn He yCTaHOBJIEHO UHOE.

3.48. Ha nocTynuBlee B rocygapCTBEHHbLIN OpraH, opraH MecTHOro camoynpassieHns obpalleHmne
rpa>kgaHunHa, opraHmM3auun, copep)xkallee npensioKeHne, 3asaBieHne unm >xanoby, KoTopble
3aTparnmBaloT MHTEpPeCbl HeonpeaesieHHOro Kpyra auu, B YaCTHOCTU Ha obpalleHue, B KOTOPOM
ob>xxanyetcs cynebHoe pelleHne, BbIHECEHHOE B OTHOLLUEHUN HeOoMNMpeaeneHHoro Kpyra auu, oTBeT, B
TOM 4Yncne c pas3bscHeHMUeM nopsaka ob>xanoBaHua cyaebHoro pelleHns, MoXeT BbiTb pa3sMeLleH
Ha oduuUManbHOM CalTe rocygapCTBEHHOro OpraHa, OpraHa MeCTHOro CaMoOyrnpaBJ/ieHUs B CeTwu
<<|/|HTepHeT>>@.

3.49. I'Ipoxomu,eHl/le BHYTPEHHNX OOKYMEHTOB Ha 3TalaX UX noaroTtoBkKn u oq)opMneva AOJIXKHO
COOTBETCTBOBATb MPOXOXAOEHUNIO UCXOAAWMX OOKYMEHTOB, a Ha 3Tane WUCMNOJIHEHUA - BXOAALNX
OOKYMEHTOB.

3.50. MpaBnnbHO OgOpMJIeHHbIE U COrjlacoBaHHble C 3auHTepPecOoBaHHbIMU NULLAMU, MPOEKThbI
MPaBOBbIX aKTOB rMepenarTcd Ha noannmcb PYKOBOAUTENHO FroCcyaapCTBeHHOro opraHa, opraHa
MeCTHOro camoynpasneHma nim NHOMy ynoJiIHOMO4eHHOMY UM numuy.

3.51. lMognucaHHble MpaBoBbie aKTbl (MOCTAHOBNEHUS, pPeELIeHUs, MPUKasbl, pPaCrops>KeHUs)
PErNCTPUPYIOTCA B A€Hb NOAMUCAHUS UM Ha cnenyrowmnin pabovnii geHsb.

B BMAE 3NEKTPOHHbIX KOMWIA TMpaBOBble aKTbl FOCYAAPCTBEHHOrO OpraHa, opraHa MeCTHOro
camoynpaBsieHns BkJo4vatoTcs B CI3[ rocyfapCTBEHHOro OpraHa, 3a MCKJOYeHWEM MNpaBOBbIX
aKTOB, Coep>XallMXx CBEAEHMNs OrpaHNYeHHOro AocTyna.

3.52. TIoAIMHHUKN MNpPaBOBbIX aKTOB (POPMUPYIOTCHA B Aesla Ha OCHOBAaHUW HOMEHKATypbl Aen
rocyfapCTBEHHOro opraHa, opraHa MeCTHOro caMoyrpasJfieHUss B COOTBETCTBUW C MNYHKTaMu
6.23-6.24 lNpaswun 0enonpon3BoACTBa.

NcnonHuTenn ©“  nvMua, Ha3HAYeHHble B KAyecTBe  WUCMOJIHUTENeil,  OOJ/KHbl  ObiTb
NPOVHMOPMUPOBaAHbI O MOAMNCAHHbIX MPUKa3ax, Pacrops>KEeHUSIX.

3.53. [llpoTokonbl 3acedaHunin, COBeLWlaHWN KOJIIernasibHbiX, COBelWaTe/lbHbIX, METOANYECKUX,
npencTaBuUTesIbHbIX N MHbIX MOCTOSAHHbIX WM BPEMEHHbLIX OPraHoB peructpupytotca B Cnyxxbe
nenonpousBoAcTBa WM cekpetapaMu (MHbIMM paboTHMKaMW, B AOJHKHOCTHble 0653aHHOCTMU
KOTOPbIX BXOAWUT BeOeHMe [esIoNpoM3BOACTBA COOTBETCTBYIOLLErOo OpraHa), Mo KaXgomy BUAY
MPOTOKO/I0B OTAESIbHO.

3.54. MoANIMHHMKN NPOTOKOJIOB MO MECTY UX perncTpaunmn hopMnpyoTcs B Aefla B COOTBETCTBUM C
HOMEHKJIaTypon AeN rocy4apCTBEHHOro opraHa, opraHa MecTHOro camoyrnpaB/ieHus.

Konuu npoToKo10B (BbIMUCKW M3 NPOTOKOJIOB) B 3JIEKTPOHHOI (hopMe A0BOASTCSA A0 CBEAEHMS BCeX
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4/IeHOB COOTBETCTBYIOLLEro OpraHa v pasmeLLalnTcs Ha 31eKTPOHHOM MH(OPMAaLIMOHHOM pecypce
rocyapCTBEHHOr0 OpraHa, opraHa MecTHOro camoyrpaB/ieHus.

3.55. BHyTpeHHMEe OOKYMEHTbl Ha UMS PYKOBOAUTENA rOCyAapCTBEHHOrO OpraHa, opraHa MecTHOro
caMoynpaBJieHNsl, 3aMecTUTenen pyKoBoaAUTENs, PYKOBOAUTENS (pykoBoguTenen) CTPYKTYpHOro
noapasaeneHns peructpupytotcs 8 CIO nnam (Npu oTCyTCTBUU TaKUX BO3MOXKHocTen B C3[) - B
noapasaesieHnn, NoAroToBMBLUEM LOKYMEHT.

3.56. Y4eT Koin4yecTBa JOKYMEHTOB, NMOCTYNUBLLNX, CO3AaHHbIX, OTNPABJ/IEHHbIX 3a onpeaesieHHbI
nepuos BPEMEHW, MOXeT TMPoBOAUTLCA MO rOCYJapCTBEHHOMY OpraHy, OpraHy MeCcTHOro
caMoyrnpaBJieHUss B LeJSIoM, MO0 OTAEeJSIbHbIM CTPYKTYPHbIM MoApa3feneHnsM, Mo rpynnam
IOKYMEHTOB, B TOM 4uCie, TMOAJIMHHMKAM WU KOMWAM, KOPPEeCnoHAEeHTaM, AeNCTBUAM,
NpPoOn3BeLEeHHbIM C AOKYMEHTaMu, N APYyruMm napameTpam, HeobxoauMbIM AN aHanvM3a paboTbl C
IOKYMEHTaMU B LieNIAX ee COBEPLUEHCTBOBAHUS.

3.57. Mpun y4yeTe ob6bbemMa [oOKymMeHTOOOOpPOTa MNOACYMTLIBAETCA KOJINYECTBO [OKYMEHTOB
BblAENIEHHOW Trpynnbl. Y4eT Ko/AM4yecTBa [OKYMEHTOB MpPOBOAMTCA MO AaHHbiM C3[, WHbIX
pPerncTpaunoHHO-Y4YEeTHbIX (DOPM.

3.58. 3a eagnHnuy y4eTa KoJindiecCcTtBa AOKYMEHTOB NMPUHNMaeTCAd 3K3eMNNIApP AOKYMEHTa (MO oNMHHNK
WA  KOMuUs, ecsnm KOomusa - eaNHCTBEHHbIN aK3eMnnap JJ,OKyMeHTa). Konun [OOKYMEHTOB,
cO3aaBaeMble ONA pacCCblJIKN UIN BHYTpPeHHEero Mncnojib30BaHWUA, Mnpu HeobxooAMMOCTU UX ydyeTa
noACHUTbLIBaAOTCA OTOE/IbHO.

Mpun yyeTe NcxoOsmnx JOKYMEHTOB CONPOBOAMTENbHOE MNCbMO 1 NpUlaraemMble K HeMy NOKYMEHTbI
NPVHUMAIOTCS 3a OAUNH JOKYMEHT.

3.59. laHHbIe 0 Konn4yecTBe AOKYMeHTOoB 0606uatoTcs (C HapacTaloWwmMM NTOroM), aHan3npyoTCs
N NpencTaBAAOTCA PYKOBOOAMTENO rOCYAapCTBEHHOIO opraHa, opraHa MecTHOro caMoyrnpaBfieHns
WA MHOMY YMOJHOMOYEHHOMY MM MUY B BUAE CMpPaBOK (CBOAOK, OTYETOB) CTAaTUCTMYECKOro U
aHaJZIMTNYECKOro XxapakTepa C yCTaHOBJIEHHOW NEPUOANYHOCTbIO (Mecsu, KBapTaJs, nosayroaue, ron).

IV. YnpaBneHue B OKyMeHTaMM B CUCTEME 3JIeKTPOHHOIro A 0KyMeHToobopoTa

4.1. JocTtyn K pabote B C3M rocygapCTBEHHOro opraHa, opraHa MeCTHOro camoynpaBJ/ieHus
OOJDKHbI UMeTb TOJIbKO 3aperucTprupoBaHHbIe MoJib30BaTe .

4.2. BkntoyeHne pokyMmeHToB B C3[ ocywecTBnseTcs nocpencTBoM 3anosHeHus nonen IPK,
CO34aHUS 3JIEKTPOHHOM KOMUU [AOKYMeHTa (CKaHWpOBaHMA), eCcnnm [OKYMEeHT Obll co3haH Ha
ByMa>KHOM HoOCuUTene, MNpPUCOeOUNHEHUS 3SNEKTPOHHOW Konum AokyMeHTa K IPK, pasmelleHuns
OOKyMeHTa B cooTBeTcTBYlOWen C3[] B COOTBETCTBUN C €€ KIaCCUPMKALMOHHON CXEMOWN.

4.3. B xopme pacCcMOTpeHMa OOKYMeHTa, noajiexawero WCMoJIHEHUI, pPYKOBOACTBOM
rocynapCTBEHHOro OpraHa, opraHa MecTHOro caMoyrnpaB/ieHUSA N B XO4€e COr/lacoBaHMA NpoeKkTa
OOKYMeHTa, 3anoJIHATCA cooTBeTcTByoWwMe nong 3PK. B pesynbTaTe corsiacoBaHWs rMpoekTa
OOoKyMeHTa B C3[1 chopMumpyeTca NMNCT CorsiacoBaHus.
4.4. MNpw BkoveHun B C31 BXoOAWMX AOKYMEHTOB, NX pernucTpaummn, pacCMOTPEHUN U UCTIOSTHEHUN
B DPK BHOCATCA Crieaylowime cBeeHns 0 AOKYMEHTE:
1) HamMeHOBaHWe roCynapCTBEHHOrO oOpraHa, opraHa MeCTHOro camoynpasJieHns,
opraHu3aunm (KoppecrnoHaeHTa);

2) HanMeHOoBaHMe BUAa [oKyMeHTa?4;

3) maTa OOKYMeHTa;
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4) perncTpaunoHHbIN HOMEpP AOKYMeHTa; 24

5) hammnnng n nHmymanel nnua, NOANMUCaBLUEro LOKYMEHT;
6) maTa NOCTYNAeHnsA OOKYMEHTa;

7) BXOAAWMNNA perncTpaumnoHHbIN HOMEp;

8) cnocob foCTaBKU AOKYMEHTa;

9) 3aro/sIoBOK K TEKCTY (KpaTKoe cogep>XaHne goKyMeHTa);
10) KOIM4eCcTBO IMCTOB OCHOBHOIO AOKYMEHTa;

11) oTMeTKa O NpPUIOXKEHUN (KONMYEeCTBO MNpuaoXeHun, obliee KOAMYeCTBO JSIMCTOB
NPUIOXKEHNR);

12) cBemeHMs O CBSi3@aHHbIX [OKYMeHTax (HauMeHoBaHMe BuAa [OOKyMeHTa, naTa,
pPerucTpaunoHHbIN HOMep, TUM CBA3N);

13) pesontouma (MCnosHUTENb (MCMONHUTENN), NOPYyYeHue, OO/HKHOCTHOE uuo, faBliee
rnopy4deHune, nata GOPMMPOBAHNSA MOPYHEHUNS);

14) CcpoK NCNoAHEHUS OOKYMEHTa;

15) nHgekc gena rno HOMeHKaType aen;

16) ceefeHns o nepeagpecaunm OKYMEHTa;
17) oTMeTKa 0 KOHTpoJE;

18) rpud orpaHnyeHna JOoCTyna K 4OKYMEHTY;
19) cBeneHuns 06 31eKTPOHHON NOAMUCK;

20) pe3ynbTaT NPOBEPKM 3EKTPOHHON noanncunt?>’;

21) 3NEeKTPOHHbIN agpec KOppPeCnoHOeHTa;

22) CCbIIKM Ha ann nocTynuBllero JAOKyMeHTa W dann (dannbl) npuioxeHus

(MpuNoXXeHnn) K LOKYMEHTY.

4.5. Mpn BkawYeHUn B CO ncxodawmx AOKYMeHTOB B DPK BHOCATCA cnepylolive CBeAeHUs o
OOKYyMeHTe:

1) HauMMeHOBaHWe TroOCyOapCTBEHHOro OpraHa, OpraHa MeCTHOro camoynpaBfieHUs,
opraHmMsauuu - agpecaTa;

2) haMuans n MHULMabl 11LUa, NOANMUCABLUEro NOKYMEHT;

3) HanMeHOoBaHMe BUAa fOKyMeHTa?%;

4) naTa NOKYMEHTa;

5) perncTpaLUnoHHbIN HOMEpP AOKYMEHTA;

6) 3arosIoBOK K TEKCTY (KpaTKoe cogep>XaHne goKyMeHTa);
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7) cBegoeHUs O CBfI3aHHbIX [OKyMeHTax (HauMeHoBaHMe BuAa [OOKyMeHTa, pAaTa,
perncTpaunoHHbIA HOMep, TUN CBA3N);

8) KONnM4eCcTBO /INCTOB OCHOBHOIO JOKYMEHTAQ;
9) nHpeKc nena no HOMeHKNaType nen;

10) oTMeTKa O nNpPUIOXKEHUN (KONMMYECTBO MNPUIoXKeHUN, obliee KONAMYeCTBO JIMCTOB
MPUI0OXKEHUIN);

11) rpud orpaHu4eHnsa OocTyna K JOKYMEHTY;
12) nogpasgeneHne - OTBETCTBEHHbIM UCMOJIHUTENb AOKYMEHTA;
13) ceepeHnsa 06 31eKTPOHHON MOAMNUCK;

14) ccbinknm Ha pann oTnpaBaseMOro JAoKyMeHTa WU ann (dannbl) NpunoxeHus
(MpuNoXXeHnn) K LOKYMEHTY;

15) 3/1eKTPOHHbLIN afpec KOppecnoHOeHTa;

16) cnocob gocTaBKM AOKYMEHTa agpecaTy.
4.6. MNpwn BkAoYeHUN B COL1 BHYTPEHHUX OOKYMeHTOB B 3PK BHOCATCA crnepylowme csegeHus o
nokymeHTe?:

1) HanmMeHoOBaHMe NoapasaesieHns, MNOAroTOBUBLLErO MPOEKT AOKYMEHTa;

2) HanMmeHoBaHWe BNUOa OOKYMeHTa60;

3) OaTa OOKYMEHTa;

4) perncTpaynoOHHbIN HOMEP AOKYMEHTA;

5) rpug orpaHny4eHusa oocTyna K AOKYMEHTY,;

6) hammnna n nHuymanel nnua, NOANMUCaBLUEro LOKYMEHT;

7) cBepeHUss O CBSI3aHHbIX [OKYMeHTax (HauMeHOoBaHMe BMAa [OKYMeHTa, JaTa,
perncTpaumoHHbIn HOMep, TN CBSA3N);

8) 3arosioBoK K TEKCTY (KpaTKoe cofep>XaHne AOoKYMeHTa);

9) noapasgeneHne (LOMKHOCTHOE NNLO) - UCMONHUTENb (OTBETCTBEHHbIM WUCMNOJHUTEND)
OOKYMeHTa;

10) KoIM4eCcTBO IMCTOB OCHOBHOIO AOKYMEHTa;

11) oTMeTKa O MNPUIOXKEHUN (KONNYEeCTBO MpPUaoXKeHUn, obliee KoOAM4YeCcTBO JINCTOB
NPUNOXKEHNN);

12) nHgekc gena rno HoOMeHkKaType oen;

13) pesonounsa (ucnoaHuTesnb (MCMONHUTENN), MNOpyYeHMe, paTa WCNOJIHEHUs, pfaTa
(hopMNPOBaHUSA NMOPYYEHMNSA);
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14) oTMeTKa 0 KOHTpOJIE;
15) ccoinkm Ha anna nocTynuBLUEro p[okyMeHTa wu  dann  (dannbl) NpUIoKeEHUS

(MpuNoXXeHnin) K LOKYMEHTY.

4.7. Mpwn BkNoYeHnn B CI[, obpalleHuin rpakaaH, opraHm3auni n oTeeToB Ha obpalwieHnsa B IPK
BHOCATCA caefyolme cBegeHuns:

1) dbaMmunma, nmMs, 0TYECTBO (MNPU €ro Hann4YnMKn) rpa>kaaHunHa;

2) HanMeHoBaHMe opraHM3auum - agpecaTa;

3) paTa obpaweHna rpaxgaHnHa, opraHusauunn;

4) perncTpaunoHHbIN HoMep obpaweHns (ana obpaweHnit opraHnsaumn);

5) maTa conpoBOAMTENIbHOrO OOKYMEHTa (B C/lydyae nepeagpecaunm obpalieHuns);

6) maTa nocTynaeHnsa obpalleHns rpa>KgaHnHa, opraHmsaunm;

7) BXOAALWWNA peErncTpaunoHHbIN HoOMep;

8) KpaTKoe coaep)xaHune obpalleHns rpa>kgaHuHa, opraHu3aunm;

9) KOIMYECTBO IMCTOB OCHOBHOIO AOKYMEHTAa;

10) oTMeTKa O NpUIOXKEHUN (KONMYEeCTBO MNpuaoXeHun, obuiee KOAMYECTBO JNIMCTOB
MPUNOXKEHUN);

11) cBefmeHMa O CBA3aHHbIX [OOKYMeHTax (HaumeHoBaHMe BUAa [OOKYMeHTa, AaTa,
PErncTPaLMOHHbLIA HOMep, TUM CBA3WM, B T.4. CBEAEHMA O npeabiaylinx obpalleHusax B
cny4ae, ecv faHHoe obpalleHne NoBTOpHOE);

12) pesonwouma (McnosHUTeNb (MCMONHUTENN), NOPYYeHUe, OO0/HKHOCTHOE NMuUo, AaBliee
rnopydeHune, naTa pesoaounn);

13) CpoK NCMONHEHNSA OOKYMEHTA;
14) nHpekc pena no HOMeHKNaType aen;

15) cBepmeHus o nepeagpecaunn obpalleHusa rpakgaHwHa, opraHusauummn (gaTta, HoMep
COMNpPOBOAUTESILHOIO OOKYMEHTa; HauMeHOBaHMe opraHa BJacTu, opraHmsaummn

16) oTMeTKa 0 KOHTpOJIE;

17) cBepeHus 06 31eKTPOHHOW Nnognucuy (B ciyvyae NoCTYNAeHNs 3/IeKTPOHHOro obpallieHns
rpa>kgaHnHa, opraHMsaunm, NOANNCaHHOI0 3NEKTPOHHON NOAMUCHIO);

18) pe3y/ibTaT NPOBEPKU 1eKTPOHHOM noanucnt?é;
19) 5NeKTPOHHbIN afgpec KoppecrnoHAeHTa (rpakgaHuHa, opraHusaunm);
20) NoYTOBLIN agpec KoppecnoHAeHTa (Fpa)kAaHWHa, opraHusauun);

21) BONpOC N0 TEMAaTUYECKOMY KlaCcCUPUKATOPY;

22) CCbIIKM Ha (paln nocTynueLliero obpalweHus u dana oTeeTa Ha obpalleHue.
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4.8. [OONONHUTENIbHO K YKa3aHHbIM CBeAEeHUsM O BXOAAWMX, WUCXOAAWUX U BHYTPEHHUX
OOoKyMeHTax, obpalleHnn rpaxnaH, opraHusauni B 3PK C31 MOryT BHOCUTLCH UHblE CBEAEHUS.

4.9. MNpn BKIOYEHUN [OKYMEHTOB W MPOEKTOB AOKyMeHToB B C3[I, a Takxe Nnpu BKJIOYEHUU
cBefleHUln B OPK B mpouecce »XM3HEeHHOro LuKaa OOKYMEHTa WCMOJIHUTENN OOJ/IKHbI COo3[4aBaTb
CBAA3U JAHHOr0 AOKYMeHTa (MpoeKTa AOKYMeHTa) C APYrUMM AOKYMEHTaMu N NyHKTaMn nopydHeHnn.

Mpn co3zpaHUn CBA3EN OOKYMeHTa (MpoekTa AOKYMeHTa) C APpYrUMMnm AOKYMEHTaMM UCMNoSib3yeTcs
CrNpaBOYHUNK TUMOB CBSA3EN.

4.10. B uensx pasmelleHns ookymeHToB B CO/1, noncka AOKYMEHTOB, BE4eHNS CrpaBoYHON paboThl
Nno AOKYMeHTaM, BKJOYeHHbIM B C3[, MCNOMb3YIOTCA KAacCUPUKaTopbl U CNPaBOYHUKU, B TOM
yucne:

* KJlaCCM(UKATOPbI: KOPPECNOHAEHTOB, BUAOB LOKYMEHTOB, CTPYKTYPHbIX MoApa3aeneHuni
rocygapCTBEHHOro oOpraHa, opraHa MeCTHOro CaMOYMpaBleHUs, HOOJ/KHOCTHbIX JnL,
rocygapCTBEHHOro oOpraHa, OpraHa MeCTHOro CaMOynpaBJ/ieHWUs, WCNOJHUTENen o
OOKYMeHTaM;  TeMaTuyeckuih  (BOMpPOCOB  AeATesNlbHOCTW),  HOMeHKJaTypa  Aen
rocygapCTBEHHOro opraHa, opraHa MecTHOro caMoyrnpaB/ieHuns;

® CMPaBOYHUKU: CPOKOB WCMOJIHEHMS, pe3ostounin (NOpPyYeHUin), 3S/IEKTPOHHLIX agpecoB
NMOCTOSAHHbIX KOPPECNOHAEHTOB, WabsloHOB 6/1aHKOB AOKYMEHTOB U LWIabJIOHOB LOKYMEHTOB,
TNNOB CBA3EN C APYrMMKN OOKYMEeHTaMK (CBA3aHHbIMW AOKYMEHTaMU).

V. KOHTPO/b UCNONTHEHUA J,0KYMEHTOB (NOpy4YeHu#n)

5.1. KOHTpPO/b MCMNOJIHEHUSI OOKYMEHTOB (MOpPYyYeHWn) BeAeTCs B LessaX UX CBOEBPEMEHHOro U
KayeCTBEHHOro UCMOJIHEHWS.

5.2. KOHTPOJIb UICNOJIHEHNS OOKYMEHTOB (MOopy4YeHn) BegeTcs:

® NCMNOJIHEHNA  OOKYMEHTOB (nopyHeHvu7|) no cyuwectBy - pykKoBoamTenem, WHbIMU
OOJIDKHOCTHbLIMU NUUaMn rocyaapCTBeHHOIo opraHa, opraHa MeCcTHOro CamMoyrnpaBJieHun,

®* CPOKOB WCMOJIHEHUSA  OOKYMEHTOB (nopydeHun) - Cnyxboi agenonpoun3BoAcCTBa
rocyfapCcTBEHHOro opraHa, opraHa MeCTHOro CaMoynpaBi€HUS UIN UHbIM CTPYKTYPHbIM
noapasaesieHnem, Ha KOTopoe BO3JI0XKeHa 3Ta PyHKUUS.

KOHTpoJIl0 NoafieXxxaT BCe 3aperucTpupoBaHHble JOKYMEHTbI, TPeOyoLMe NCMOSTHEHUS.

5.3. PaCI'IOpFI)J,VITeJ'IbeIe OOKYMEHTbI, MPOTOKOJ1bI 3acefaHui (coBewaHnn), ecnum 3anI/IKCVIpOBaHHbIe
B HUX peLleHnsa He o(hopMNATCA B BUAe MOCTaHOBAEHU NN DELIJeHVIIZ, coaepxxawume nopyyv4eHuma C
KOHKPETHbIMN CPOKaMWN UCMONIHEHUA, CTAaBATCA Ha KOHTPOJ1b MO Ka>XXAOoMYy NMOpPyYeHUIO OTOENbHO.

OpraHusauma WCNOJHeHUs nopyyeHun ©n ykasaHun [lpe3npgeHTa Poccuinckon @epepauumn
WCMOJIHAKTCA B COOTBETCTBUU C YKa3oM lpe3ngeHTta Poccunckonm ®epnepaunm ot 28 mapta 2011 r.
Ne 352 «O Mepax Mo COBEpPLUEHCTBOBaHUIO OpraHusauuvn WCNOJIHEHUA MOPYYEHUN U YKa3aHWi

Mpe3upgeHTa Poccuitckon ®epepaLum»2,

5.4. KOHTpO/Ib CPOKOB NCMOSIHEHUS OKYMEHTOB (MOpyYeHnin) BKAOYaeT B cebs:
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* NMOCTAHOBKY AOKYMEHTOB (MOpPYy4YeHWNN) Ha KOHTPOJIb;

* MMPOBEPKY CBOEBPEMEHHOCTN AOoBeAEHUNA OOKYMEHTOB (I'IOpy‘-IeHI/II7I) 00 UCMOJTHUTeNen;

e NpeABapuUTENbHYIO TMPOBEPKY W  pPeEryiMpoBaHMe Xxoda WCMOJIHEHMSA  OOKYMEHTOB
(nopy4eHunn);

® CHSAITUE C KOHTPOJIA OOKYMEHTOB (MOpy4YeHunn);

* yyeT, obobLLieHne N aHaNn3 pe3ynbTaToB X043 UCTMOJIHEHUA LOKYMEHTOB (MOpyyYeHuin);

* MH(POPMUPOBAHNE PYKOBOAUTENEN O XOAe WCMOJIHEHUS [OOKYMEHTOB (Mopy4eHuin) wu
COCTOSIHUN UCMOJTHUTENBLCKOW ANCLUMIINHBI.

5.5. CpoK UCMONIHEHNSI OKYMEHTA YKa3biBAae€TCA HEMOCPeACTBEHHO B IOKYMEHTE, MopyyYeHun nnm B
pPe30IoUNN K OKYMEHTY.

5.6. CPOKM WCMOJSIHEHNS WCHUCASIOTC B KaJeHAapHbIX AHAX C AaThbl, Cleayolleil 3a AaToil
peructpauun nokymeHTta=%,

CpOKI/I NCMOJNTHEHUA MPOTOKOJIbHbIX ﬂOpy‘-IeHI/IIZ, KaK MnpaBwuio, YyCTaHaB/NBaAlOTCA B MPOTOKOE U
NCHNCNAKOTCA C AaThl, cneu,yrou_l,eﬂ 3a gaTomn npoeeneHmMA 3acenaHms (coBewaHus).

5.7. Ecnun nocnegHnin eHb CPOKa UCMONHEHUS OOKYMEHTa (MopyveHuns) NpmMxoamuTcs Ha Hepabouuni
LeHb, TO OKYMEHT MOAJEXUT NCMOMHEHMIO B BAVKANLLNIA CneayoWwuii 3a HUM pabounii aeHb=H,

5.8. Cpoku ncnosHeHNa AOKYMEHTOB (MOopy4YeHWin) yCTaHaBAMBAOTCA pyKoBoAUTENleM, NCX0As U3
CpOKa, YCTaHOBJIEHHOrO OpraHu3auuen, HanpasuBLUEN OOKYMEHT, WIN CPOKOB, YCTaHOBJIEHHbIX
3aKOHoOZaTenbCcTBOM Poccuimnckonm degepaynn.

5.9. lokyMeHTbI (Mopy4YeHnsa) nogne)xxaT UCMNOJIHEHMIO B Ciefytoumne CpoKu:

* YCTAHOBJIEHHbIE 3aKOHOLATE/IbHbIMN WIN WHbIMA HOPMaTUBHbLIMW MPABOBbLIMW aKTaMu
(TMNOBOW CPOK NCMNOJIHEHNS);

® C KOHKPETHON AaTOW UCMONIHEHUS - B YKa3aHHbIN CPOK;

e be3 YKa3aHus KOHerTHOVI AaTbl NCMOJIHEHUA, NMeloL e B TeKCTE NOMETKY:

* «BECbMa CPOYHO» - B TE€YEHUE OJHOr0-ABYX AHEN;

* «CPOYHO» - B 3-AHEBHbI CPOK;

* «onepaTuUBHO» - B 10-AHEBHbIN CPOK;
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e OCTajlbHble - B CPOK He bonee 30 OHen, ecnm UHOE He YCTaHOBNEHO deaepasbHbIMU
3aKoHaMW.

5.10. [HaTa wcnonHeHMs [oOKyMeHTa (nopyyeHus) dukcupyetca B 3IPK C3O wuam  wvHom
perncTpaunmoHHO-y4eTHON ¢opMe, WUCMNOoSb3yeMON AN OTC/AEXMUBAHUA CPOKOB WCMOJIHEHUS
DOKYMeHTa (nopy4yeHus).

5.11. NMpNoCTaHOBUTb UCMNOJIHEHNE KOHTPOJILHOIO AOKYMEHTa (MopyyYeHuns), a TakXKe OTMEHUTb ero
MO>XeT pyKOBOOUTENb, NOAMNNCABLUNA OOKYMEHT WIW AABLUWNA Mopy4deHmne (pe3onoumio).

5.12. B cnyyae ecnm Cpok UCMOJIHEHUS OOKYMeHTa (Nopy4YeHus) npeBbillaeT OANH Mecsl, B Uensax
obecneveHus CBOEBPEMEHHOI 0 NCMNOJIHEHNS OOKYyMeHTa (nopyyeHns) npoBoOnTCA
npegBapuTesibHbIA KOHTPOJIb U HANOMUHAHWUA UCNOAHUTENAM O NPUBANKEHNN CPOKOB UCTMOSHEHNS
OOKYMEHTOB (Mopy4eHuni).

5.13. HanoMuHaHne NCNOAHNUTENAM O NMPUBINIKEHUN CPOKOB MCMONHEHNS OKYMEHTOB (MOpyYeHunin)
MOXKET OCYLIeCTBNSTbLCS B aBTOMAaTM4YE€CKOM pexume nocpenctsom CI3[ maM C MCNONb30BaHUEM
3/IEKTPOHHOM MOYTbI.

HanoMuHaHWA UCMONHUTENSM, a Takxe UHhopMaumsa 06 NCNOMHEHUUM OOKYMEHTOB (MOpyYeHuMin),
noslydeHHas oT ucnosHuTenen, pukcupytotca B 3PK C3 Man MHbIX pPErucTpauUOHHO-yHETHbIX
opmMax, NCNoJib3yeMblX AN KOHTPOA NCNOJIHEHUS LOKYMEHTOB (Nopy4yeHun).

5.14. NMpn HeobXxoaAMMOCTN U3MEHEHWUSI CPOKA UCMONHEHUS AOKYMEHTa (Mopy4YeHnsi) OTBETCTBEHHbIN
ncnonHnTens o6s3aH NpeacTaBMTb Ha MMS PyKOBOAWUTEeNs, OaBliero rnopydyeHue, obocHoBaHue
(moknagHyto (cny>xebHyro) 3anncKy) 0 NPOASIEHNN CPOKa C YKa3aHWEM MNPUYUH NPOAJIEHUSA U OaTbl
NCMOJIHEHUS.

O6ocHoBaHuMe npoaneHmsa Cpoka MCrNoJIHeEHNA OOKYMEHTa (nopyquvm) OOJKHO 6bITb HarnpaBJZIeHO
cooTBETCTBYHWOLWEMY pyKOoBOOWTENIIO He no3gHee 4eM MNno ucrtedeHunn p[OByx TpPEeTbUX CPOKa
NCMOJIHEHUA LOOKYMEHTa (nopyquvm), a €eC/qin CPOK WUCINOJIHEHUA NOpy4YeHUa npesBbilLaeT [ABa
Mecsua, NpensioKeHns 0 ero nponJsieHun npencTaBfAlRTCA B TedyeHuMe 1-ro Mecsua Cpoka,
oTBeAEeHHOro Ha NCrnoJiHeHMe nopy4yeHun4.

CpOKM UCMONHEHNSI CPOYHbIX MOPYYEHUIA HE NPOAJIEBAOTCA U HE KOPPEKTUPYIOTCS.

O6 wn3MeHeHMM CpoKa WCMOJIHEHMA [OOKYMeHTa (nopyYeHus) OTBETCTBEHHbIA WCNOJHUTENb
nHdopmumpyeT Cnyxby nenonponssoncTsa.

N3MeHeHNa B CoCTaBe WCMNONHUTENen OOKYMEHTa (nopyHeva) AOJDKHbI  Mpon3BoaAnNTbCA C
obs3aTeNnbHbIM MH(opMUMpoBaHMEM Cﬂy)KﬁbI nenonpon3soacTBa.

5.15. [IoKyMeHT CYUTAeTCs UCMOJIHEHHbIM U MOANEXUT CHATUIO C KOHTPOJISA nocsie pakTUYeCcKoro
NCMNOJIHEHUS BCEX COAEPXKALUUXCSA B HEM MOPYyYEeHWUN, OOKYMEHTasIbHOro MoATBEepPXAEeHUs ero
NCMNONIHEHUS U cooblleHns pe3ysibTaTOB €ro pPacCMOTPEHUS 3aMHTEpPecoBaHHbLIM OpraHam,
opraHmMsauusM u nuuam.

MpoMexxyToyHas MHGOoPMaLUs Mo UCMOJIHEHUIO OOKYMEHTa He SIBASIeTCS OCHOBAHWEM ONS CHATUA
€ro C KOHTpoS.

5.16. loKyMeHThbl (Mopy4YeHUs), HaxoaslmMecss Ha KOHTPOJ1e, CHMUMAKOTCS C KOHTPOJIS Ha OCHOBaHUMK
NoAroToOB/IEHHOIr0 OTBETA.

PeweHne 06 wcnonHeHUM p[okymeHTa (nopyyeHus), He Tpebyloulero HanpaBsieHUs OTBETa,
NPMHUMAET PYKOBOAUTENb, MOCTAaBMBLUMIA AOKYMEHT (MOpyYeHME) Ha KOHTPOJb, C 06s3aTeslbHbIM
nHopMuposaHuem Cnyxbbl Aenonpon3BoaACTBA.
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CeepeHus 06 wucnonHeHunm pokymeHTa (mopyyeHuns) BHocaTca B IOPK C3O0 wnm  umHyto
perncTpaunoHHO-y4eTHYI0 (hOpMYy, NCMONb3YyEMYIO AN KOHTPOJIS NCNOJIHEHNS.

5.17. B cnly4ae ecnm [OKYMEHT (MopyyYeHune) He NCMOJIHEH B YCTAHOBJIEHHbIA CPOK, OH NMpU3HaeTCs
HEeNCMNOJIHEHHbIM M OCTaeTCs Ha KOHTposie. O6A3aHHOCTb MO ero MCMOJIHEHUIO COXPaHseTCs 3a
NCNONHUTENEM.

5.18. Cnyxxba 0enonpon3BoACcTBa aHaIM3NPYET COCTOAHMNE U Pe3yJibTaTbl UCMONHEHUSA [OKYMEHTOB
(Mopy4YeHnin) N COCTOSAHME WCMOJIHUTENIbCKON AUCLUMANHBL W HanpaBnseT pPYyKOBOAUTESIO
rocyapCTBEHHOro OopraHa, opraHa MeCTHOIro CaMoyrnpaBieHUs U PYKOBOAUTENAM CTPYKTYPHbIX
noapasaesieHNin oTYeTbl O KOMMYECTBE [AOKYMEHTOB, WCMOJIHEHHbIX B CPOK, MCMOJIHEHHbIX C
NPOAZIEHWEM CPOKA WCMOJIHEHMS,, HE WCMNOJIHEHHbIX, HaXOASLWMUXCA HA WCMNOJIHEHUM MO
rocygapCTBEHHOMY OpraHy, OpraHy MeCTHOro CcamoyrnpaBfieHUs B LEJOM, MO CTPYKTYPHbIM
noapasaesieHnsM 1, Npu HeobxoaMMOCTH, MO OTAESIbHbIM UCNOHUTENIAM.

5.19. N'ocynapcTBeHHbIe OpraHbl, OpraHbl MECTHOIO CaMOYrpaBJ/IeHUs eXXeMeCAYHO NpeacTassisfioT B
AoMmuHucTpauuio lMpe3npeHTa Poccuinckon depepaumm B 3J€KTPOHHOW opMe MHpopMauuio o
pe3ynbTaTax paccMOTpeHnsa obpalleHuin rpa)kgaH, opraHm3aumnin, a TakXXe 0 Mepax, NPUHATLIX MO

Takum obpaleHnam=>2,

VIi. JoKyMeHTaNbHbIX (POHA rocynapCcTBEHHOro opraHa,
opraHa MecTHOro camMoynpaBJieHus

6.1. lOKyMeHTbl, CO3[aHHbIE U MOJIyYeHHbIE B MPoLLecce AeATebHOCTN roCyJapCTBEHHOI0 OpraHa,
opraHa MecTHOro caMoynpasieHusi, 06pa3yloT JOKYMEHTaIbHbIA (QOHA roCyAapCTBEHHOrO OpraHa,
opraHa MecTHOro camoyrnpaBJieHus.

6.2. N'ocynapcTBeHHble opraHbl Poccninckon depepaunn paspabaTbiBaloT U YTBEPXKAAOT MepeyvHun
OOKYMeHTOB, 06pa3ylowmxca B Npouecce nx AeATeNbHOCTU, @ TakXe B Mpouecce OeATesIbHOCTHU
MOABEAOMCTBEHHbLIX MM OpraHusauuin, C yKasaHueM CPOKOB WX XpPaHEeHUs Mo CorjiacoBaHUIO C
YNOJIHOMOYEeHHbIM hefepasibHbiM OpPraHOM MUCNOJHUTENbHOW BNAcTU B chepe apXMBHOIO gena u
pnenonpounssoncTea®l,

6.3. F'ocynapcTBeHHble opraHbl Poccuinckon depepauunm U rocyfapcTBEHHbIe opraHbl CybbekToB
Poccuinckon ®depepauunmn, uMmeolne noasefoMCTBEHHbIE OpraHu3aumm, Brnpase pa3pabaTbiBaTb U
yTBepXAaTb MO COracoBaHUK C YMNOJIHOMOYEeHHbIM defepasbHbiM OpPraHOM WCAOJIHUTENbLHON
B/1IaCTU B Chepe apXMBHOIro Aesia U AesIoNnpon3BOACTBa NN C COOTBETCTBYIOWNM YMOJITHOMOYEHHbIM
OpraHoM WUCNOJIHUTENbLHOW BRacTun cybbekTa Poccuiickon depepaummn B chepe apxXMBHOro gena
TUMNOBbIE N NPUMEPHbIE HOMEHKNaTYpbl Aen 018 NoABeLOMCTBEHHbIX OpraHu3aunn.

TnnoBad HOMeHKNaTypa Aes YycCTaHaBMBaeT COCTaB [feJs, 3aBOAMMbBIX B OpraHmsauunsax
onpeaneneHHoro Tuna, N ABndeTca HOpMaTUBHbIM OJOKYMEHTOM.

MNpuMepHas HOMeHKaTypa Aes yCTaHaB/IMBAET NPUMEPHbIA COCTaB [ies, 3aBOANMbIX B OAHOTUMHbIX
opraHm3aumsx, Ha KOTOpble OHa PacnpPOCTPaHAETCS, U ABNSETCA peKOMeHdaTesIbHbIM IOKYMEHTOM.

6.4. [Ona obecneyeHnss nopsigka GopMMpoBaHUA W yyeTa [nen B  [Ae/loNpou3BOACTBE
roCy4apCTBEHHbIN OpraH, opraH MeCTHOro camoynpaBs/ieHus pa3pabaTbiBaeT U yTBepXKAaeT
HOMEeHKaTypy nen.

HomMmeHKNnaTypa Oen rocygapCTBEHHOr0 opraHa, opraHa MeCcTHOro caMoynpaBfieHUa 3akpennseT
Knaccugpumnkauno (rpynnupoBKy) OOKYMEHTOB B Aefna (3N1eKTpoHHble gena), cuctemMaTusauunto u
MHOEeKCaunIo ges, CPOKN NX XpaHEeHUS, ABASETCA OCHOBHbIM Y4€THbIM LOKYMEHTOM.

HomeHKkNnaTypa gen rocyaapCTBEHHOr0O opraHa, opraHa MecTHOro caMoynpaBJ/IEHUNSA BKJIIOYAeTCsa B
C3[ B Ka4decTBe CnpaBoOYHWMKA, onpegenswowero nopaaoK cucTemMaTmsauum 3SNeKTPOHHbIX
OOKYMEHTOB (371€KTPOHHbIX KOMNUN OOKYMEHTOB), BKJOYaeMbix B CI/.
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6.5. HomeHknaTypa MOen sBASIETCA OCHOBOW AN COCTABJIEHUA OMUCeNn pOen CTPYKTYPHbIX
noapasaesieHNn NoCTOSSHHOIO, BPeMeHHbIX (CBbilie 10 NieT) CPOKOB XpaHeHus, B TOM 4YUC/e Mo
JINYHOMY COCTaBY, aKTOB O BbIAEJIEHUN K YHUYTOXEHNIO JOKYMEHTOB, HE MOANIEeXaLlNX XPaHEHMIO, a
TaK>XXe A1 ydeTa Aefl BpeMeHHbIX (40 10 neT BKIYNTENIbHO) CPOKOB XPaHEHMS.

6.6. MNpn cocTaBfeHNUN HOMEHKNATypbl Aen crnefyeT PYKOBOACTBOBaTbCHA 3aKOHOLATESIbCTBOM
Poccuinckonm depepaunmn, 3akoHofaTeNbCTBOM CybbekTa Poccminckon denepaumm, onpeaensowmm
0eAaATeNbHOCTb rOCYAapCTBEHHOrO OpraHa, opraHa MeCTHOro CaMOyMnpaBAE€HUs, MONOXKEHUEM O
rocynapCcTBEHHOM OpraHe (opraHe MeCTHOro camMoyrnpaBJ/ieHNs), pernaMeHTOM rocyaapCTBEHHOrro
opraHa (opraHa MeCTHOro camoyrnpaB/ieHUs), MONOXKEHUSAMU O CTPYKTYPHbIX noapa3sfeneHusx,
WTaTHbIM pacnncaHMeM, TMJaHOBOM W OTYETHOM [OOKyMEeHTauuen, HOMEHKIaTypon nen 3a
npowegawmne rogbl, HOPMaTWUBHbLIMWM aKTaMW [OCYOapCTBEHHOrO oOpraHa, oOpraHa MeCTHOro
camMmoynpaBJieHNs, codepXkalmmm cBefeHnss 06 obpa3yrlnxcs B OeATENbHOCTU OOKYMEHTaXx,
TUMOBLIMX W MPUMEPHbLIMW HOMEHKNATypaMu Aen (Npy X Hannm4mu), rnepeyHsMuM OOKYMEHTOB,
obpa3yoLlmxca B npoLecce AesaTeNbHOCTU pefepabHbIX OpraHoOB rocyaapCTBEHHOW BNACTU, UHbIX
rocyfapcTBEHHbIX oOpraHoB Poccuinckon dDepepaumn, a TakXe B Npouecce [esATeNbHOCTU
NnooBEeAOMCTBEHHbIX MM OpraHu3auni, C ykadaHUeM CPOKOB NX XPaHEeHUs.

6.7. HomeHknaTypa [Jen rocyfapCTBEHHOro oOpraHa, oOpraHa MeCcTHOro caMoyrnpaBieHus
COCTaBNAETCA Ha OCHOBE U3Y4YeHMs COCTaBa M coAep>KaHWUsi LOKYMEHTOB, 06pa3ylolunxcs B ero
[esaTeNbHOCTHU, BKJIOYas OKYMEHTbI, MOCTYNMBLUNE U3 APYTUX FOCY AaPCTBEHHbIX OPraHoB, OPraHoB
MECTHOro CaMoyrnpaBeHns, OpraHn3aUnin, rpa)kaaH.

6.8. HomeHknaTypa oen rocyfapCTBEHHOr0 opraHa, opraHa MecTHOro camoyrnpassieHusa (cBoaHas)
cocTtaBnsieTca Cnyxbon penonpom3BoACTBa Ha OCHOBAaHWM HOMEHKNATYP QL& CTPYKTYPHbIX
noapasgeneHnn (HanpaBieHWN AedATeNbHOCTM) no dopMaM, YCTaHOBJIeHHbIM [lpaBuiamMun
OpraHm3aunm XpaHeHuns, KOMMJIEKTOBaHMSA, y4eTa U NCNOJIb30BaHUS OKYMEHTOB APXMBHOIMo hoHAa
Poccuniickon ®depepaunm n gpyrnx apxmBHbIX OOKYMEHTOB B OpraHax rocynapCTBEHHON BfacTw,
opraHax MecTHOro camoynpasneHus, opranusaunax>* (nanee - Mpasuna xpaHerus 2015 r.).

6.9. HauMeHoBaHMAMYN pa3efioB HOMEHKAaTypbl A€ roCcy4apCTBEHHOrO OpraHa, OpraHa MecTHOro
camMoynpaBfeHNs SBASIOTCA HaVMEHOBaHUA CTPYKTYPHbIX Mojpa3feneHnii rocyAapCTBEHHOro
opraHa, opraHa MeCTHOr0 CaMOyrpaBfieHWNs, KoJlernasbHblX, CoBelaTeNbHbIX, METOANYECKMX W
NHbIX opraHos>,

6.10. HomeHknaTypa pnen rocynapCTBEeHHOro opraHa, oOpraHa MeCTHOro camoyrnpasieHus
nognucbiBaeTcs pykosoanTenem Cny>xbbl 4enonpon3BoACTBa, BUIMPYETCS PYKOBOANTENIEM apXUBa
(nMuoM, OTBETCTBEHHbLIM 3@ apxuvB), YTBEPXKAAETCA PYKOBOAMTEsSIEM rOoCynapCTBEHHOIrO OpraHa,
opraHa MeCTHOro camoynpaBJ/ieHUa TMocjie COorjiacoBaHMA TMpPoOeKTa HOMEeHKNaTypbl Aen ¢
LLleHTpaJIbHOW 3KCMepPTHOM KOMUCCUEn (3KCNepPTHON KOMUCCUEN) FrOCYAapCTBEHHOr0 opraHa, opraHa
MeCTHOro camoynpaBJ/ieHUs U OAWH pa3 B 5 NeT C 3KCNepTHO-NPOBEPOYHON KOMMCCcuMen (panee -
3MK) dhenepanbHOro rocyaapCcTBEHHOro apXI/IBa[il, 3MNK ynoaHOMO4Y€eHHOro opraHa
NCNONHNUTENbHOW BNacTu cybbekTa Poccuiickoin ®enepaLmu B cpepe apxmsHoro gena” nam
rocynapCTBEHHbLIM (MyHULMMNANbHBIM) @apXUBOM B COOTBETCTBUM C NMPEenOCTaBNEHHbIMU eMY
nonHomounam=8l,

B cnyyvyae unsMeHeHUA QYHKUUA N CTPYKTYpPbl FOCYAAPCTBEHHOrO OpraHa, oOpraHa MeCTHOro
caMoyrnpaB/ieHNss HOMEHKaTypa nOesl NoaJIeXUT repecocTaBsieHnto, corsacosaHuioo ¢ 3K
denepanbHOro rocyaapcTBeHHoOro apxwusa, 3MNK ynosHOMOYEHHOrO OpraHa WCNOJHUTESIbHON
Bractu cybbvekTta Poccunckon ®Pepepaumm B cepe apxXMBHOrO Aefa WM roCydapCTBEHHbIM
(MyHMUMNaNbHbLIM) apXMBOM B COOTBETCTBUMW C MpPenoCTaB/IEHHbIMW €My MOJIHOMOYMAM U
yTBEPXOEHUIO.

6.11. HomeHknaTypa [Qen rocygapCTBEHHOro opraHa, opraHa MeCTHOro camMoynpaB/ieHus

COCTaBNdeTCA B TpeX 3K3eMrsidpax:

1-n 3k3eMnnap yTBEPXAEHHOW HOMEHKIATypbl OeN SBASETCA OOKYMEHTOM MOCTOSIHHOMO
XPaHEHWS, MoMeLlaeTCcs B OTAENbHOE Oe/10 U BK/OYaeTCa B HOMEHKNATypy Oen B pa3aen
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Cny>x6bl 1enonpon3BoACcTBa;

2-1 3K3eMNnAsp nepenaeTcs B apXuB roOCyAapCTBEHHOro oOpraHa, oOpraHa MeCTHOro
CaMOynpaB/eHNsI B KA4eCTBe YYETHOro AOKYMEHTA;

3-m 3K3emMnnap nepefaeTcs B roCyfapCTBEHHbIA (MYHULUMNANbHLINA) apXuB, UCTOYHUKOM
KOMMJIEKTOBAHMSA KOTOPOro ABASETCA rOCYOapCTBEHHLIA OpraH, opraH MeCTHOro
caMmoynpaBfieHus.

B kavectBe paboyero 3k3emnnaspa B Cnyxbe [OenonpousBoAcTBa WCMOJb3yeTcsa Konus
YTBEPXXAEHHON HOMEHKNATYpPbl A€J1 FOCyAapCTBEHHOIr0 OpraHa, opraHa MecTHOro camoynpaBJ/iEHUS.

B CcTpykTypHble nogpa3fefieHns rocyfapCTBEHHOrO OpraHa, opraHa MeCTHOro CamMoyrnpaBiieHUs
HOMeHKNIaTypa Aen paccbinaetcs Cnyx6oi 0enonponsBoACTBa B 3/IEKTPOHHOM BUAE WU B BuAeE
KOMWUI COOTBETCTBYIOLLMNX pa3aesioB Ha 6yMa>kHOM HocuTene.

6.12. B KOHLE Ka)xOoro roja HOMeHK/aTypa Aesl roCcylapCTBEHHOro opraHa, opraHa MecTHOro
CaMoynpaBJieHNS YTOYHSIETCS U YTBEPXXAAETCA PYKOBOAUTENIEM roCy4apCTBEHHOr0 OpraHa, opraHa
MECTHOIro CaMoyrnpaBJiIeHUS.

6.13. YTBepXOeHHas HOMeHKnaTypa AeNn BBOAUTCA B AeNcTBue C 1-ro sAHBapsa chepywoulero
KasieH4apHoro roaa.

B cnyvyae u3MeHeHUs QYHKUUNA W CTPYKTYpPbl rOCyAapCTBEHHOro opraHa, opraHa MecTHOro
camoynpaBJ/ieHNns HOMeHKNaTypa Aefl COCTaBAsSeTCs, COrflacoBblBaeTCA B NopaaKe, yCTaHOBAEHHOM
B COOTBETCTBUM C NyHKTaMu 6.8-6.10 MNMpaBnna oesnonponsBoACTBa, U YyTBEP)XKXLAETCH 3aHOBO.

6.14. B HoMeHKNaTypy [en BKJYaloTCA 3aroJioBKM Aes1, oTpaXkalllme AeaTeslbHOCTb CTPYKTYPHbIX
nonpasnesieHnin rocyapCTBEHHOro OpraHa, OpraHa MeCTHOro CamMoyrpaBfieHMS MOCTOSHHO W
BPEMEHHO [eNCTBYIOLNX COBELLATEeNIbHLIX U KOOPAWHALMOHHbLIX OPraHoB (KOJiJleruii, COBETOB,
KOMUCCUA U Ap.), B TOM 4YuUCNe OOKYMEHThl, COoAep)Xallue CBeAeHUs OrpaHnyYeHHOro [OoCTyna,
PEerncTpaLnoHHbIE U YYeTHble XXYpPHalbl, KapToTeku, 6a3bl JaHHbIX, B HEOOXOAUMbLIX Cay4vasx -
KOMUUN [IOKYMEHTOB.

3arojIoBKN 3NEKTPOHHbIX Aefl BKJKYalTCA B HOMEHKATYypy Aes Mo TeM e rnpasuiaMm, 4To U
3aroJiIoBkuy gen Ha 6yMa)KHOM HocuTene.

He BktOYalOTCSA B HOMEHKAATYpy Aef nepuoanyeckmne n3fanus, KHUru, GpoLtopsi.

6.15. BHOBb CO34aHHOE NN peopraHn30BaHHOE CTPYKTYpPHOE noapa3saeneHmne LO/KHO B MeCSYHbIN
Cpok pa3paboTaTb HOMeHKNaTypy Aen W npenctasuTb ee B Cnyxby penonpounsBoacTBa.
HomeHKknaTypa nAen BHOBb CO34aHHOrO CTPYKTYpPHOro mMoApasfeneHnsi CcornacoBbiBaeTcss W
YyTBEPXXAAETCA B COOTBETCTBUM C NYHKTOM 6.10 MpaBun 0enonpon3BoACTBa, M NOC/ie yTBEPKAEeHMS
NpPUCoeanHSETCA K AeNCTBYOLWEN HOMEHKNaType Aes rocyAapCTBEHHOro opraHa, opraHa MecTHOro
caMoyrnpaBJieHus.

6.16. YTO4YHEHNS B 3arosIoOBKU Aes1 U HOBblE 3aroJZIoBKW AeJl, He NpeayCMOTPEHHbIE YTBEPXKAEHHON
HOMEHKNATYypoun AeJs, BHOCATCA B COOTBETCTBYlOWME pa3fesibl HOMEHKNATypbl gen CTPYKTYPHbIX
noapasaesieHnin. HoBble 3arosioBKU Aef1 BKAOYATCA B NpeayCMOTPEHHbIE 18 3TOro pe3epBHbie
HoMepa.

Mo 3aBeplleHUN roga pAaHHble 06 W3MEHEHUAX W [OMOJIHEHUAX, BHECEHHbIX B pasaesbl
HOMEHKJIaTypbl A& CTPYKTYPHbIX NoApa3aefieHnin, BMecTe C UTOroBbIMU 3armncaMmn 0 KaTeropusax u
KONMYecTBe [eJl, 3aBefeHHbIX B CTPYKTYPHOM MoApasfesieHun B TeyeHue roga, nepenalwTcs B
Cnyx6y OenonponsBoAcTBa roCy4apCTBEHHOro0 OpraHa, opraHa MecTHOro caMoyrnpaBsfieHus.

6.17. Cnyx6o nenonponsBoacTBa rocyaapCTBEHHONO OpraHa, opraHa MecTHOro camoynpaB/ieHuns
Ha OCHOBE MOJIYYEHHbIX U3 CTPYKTYPHbIX Nogpa3fesieHnn gaHHbIX 06 U3MEHEHNAX N OOMOJSIHEHUSAX,
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BHECEHHbIX B pa3fesibl HOMEHKNATypbl Aesl, FOTOBMTCA [HAOMOJIHEHWE K HOMEHKNaType [hefn, B
KOTOPOM MOC/iefoBaTe/IbHO B COOTBETCTBMM C pa3fesiaMyM HOMEHKJATypbl Aes YyKa3blBaloTCs
3aroJIoBKY Aen, He npeayCcMOTPEHHbIE YTBEPXKAEHHbBIM 3K3EeMMIAPOM HOMEHKJIATypbl Ae.

[ornonHeHne K YTBEP)XAEHHOW HOMEHKNaType JAen noAnucbiBaeTcsl pykoBoauTesneMm Cny»x6bl
0eslonpon3BoACTBa U BMECTe C UTOrOBOW 3aMnnChbio O KAaTeropusax N KoJIM4ecTBE A€, 3aBeleHHbIX B
rocylapCTBEHHOM OpraHe, opraHe MeCTHOro CaMoyrnpaBJ/IEHUS B TedyeHue roda, npuobllaeTcs K
YTBEPXAEHHOMY 3K3EeMMNIAPY HOMEHKaTypbl Oe.

Pabounin 3K3eMniap HOMEHKNaTypbl [Aen T[oCyAapCTBEHHOr0 OpraHa, opraHa MeCTHOro
camoynpaBsieHuss xpaHuTcs B Cnyxbe paenonpou3BoAcTBa A0 Tex Mop, MNoka Ha Aena,
ChOpMUpPOBaAHHbIE B COOTBETCTBUN C HOMEHKJIATypoi aen, He BynyT cocTaBsieHbl onucK aen ans
nepenayv B apxmB rocygapCTBEHHOro opraHa, opraHa MecTHOro caMoyrnpaBieHus.

6.18. 3aronoBkn p[en, BKJKOYEHHble B HOMEHKJNATYypy QOes1 CTPYKTYPHOro rnojpasfenieHuns,
nHaekcupytoTca. UHaoekc pena ykasbiBaeTca B rpade 1 HomeHKnaTypbl gen u opMupyeTcs B
nopsiike, yCTaHOBJIEHHOM MHCTPYKUMEN NO AeN0oNPoOnU3BOACTBY rOCYAapCTBEHHOr0 opraHa, opraHa
MEeCTHOro caMoyripaBJieHUs.

6.19. 3aronoBok gena (rpacda 2 HOMEeHKNaTypbl Aen) AosxkeH B 0606weHHO opMe oTpaxaTb
OCHOBHOE cofeprXaHue N CoCTaB JOKYMEHTOB Aerna.

3arosioBOK gena OO0J/HKeH OTpaXkaTb NMpuU3Hak (MprU3HaKK), No KOTOPOMY(bIM) OHO CHOPMUPOBAHO:

a) HOMMHaNbHbIM - Ha3BaHMe BMAa Aena (nepenuncka, XKypHasa, Oeno) Win Buaa OOKYMEHTOB,
BKJIIOYEHHBIX B Ae/10 (MPOTOKOJIbl, MPUKa3bl);

6) aBTOPCKUI - HAaMMEHOBaHNE NOCTOAHHO AENCTBYIOLLEro NN BPEMEHHOI0 OpraHa, A0/HKHOCTHOr o
WJIN HOTO NMUA, CO3AaBLUNX AOKYMEHT(bI);

B) KOppeCl'IOH)J,eHTCKI/IIZ - HanmMeHOBaHWe OopraHunsauun, nunila, KOTOpPOMY apgpecoBaHbl UM OT
KOTOPOro rnosy4vyeHbl JOKYMEHTbI,

r) NpeaAMeTHO-BOMPOCHbLIN - KpaTKOe coaep)XaHne OKYMEeHTOB fAena;
0) XpoHosnorn4yeckmnm - gata (nmepuoa), K KOTOpon(omMy) OTHOCATCHA OOKYMEHTLI Aena;

e) reorpadmyeckun - Ha3BaHWE MECTHOCTU (TeppuTopuun), C KOTOPOW CBSA3aHO coAep)xaHue
OOKYMEeHTOB Oena;

X) YKa3aHune Ha KOMUNHOCTb OOKYMEHTOB Aena.

6.20. Ipacha 3 HoMeHKnaTypbl gen «KonmyectBo pen (TOMOB)» 3aroJIHAETCA MO OKOHYaHUU
KaNeHOgapHOro roga, B rpage ykKasblBaeTCAa KOJNMYECTBO (akTUYeCKn CHoOpMUPOBaAHHbLIX aen
(TomoB).

6.21. CpokKu XxXpaHeHus [OOKyMeHTOB (rpaa 4 HOMEHKMaTypbl Aen) ycTaHaB/MBalOTCA B
COOTBETCTBMU C hedepasibHbIMN 3aKOHAMWU, UHBIMW HOPMAaTUBHbLIMW MPaBOBbLIMU aKTaMu, TUMNOBbIM
MepeyvyHs MU apXMBHbIX [OOKYMEHTOB, TMepeYyHAMN [OOKYMEeHTOB, obpa3ylwmnxcs B npouecce
0eATeNbHOCTU hedepasibHbIX OPraHOB rocygapCTBEHHOW BAACTMW, NHbIX FOCYy[apCTBEHHbIX OPraHoB
Poccuiickon ®egepaumn, a Tak>xe B npouecce AeaTeNlbHOCTY No4BeAO0MCTBEHHbIX UM OpraHu3aLumni,
C YKa3aHueM CPOKOB UX XpaHEHUS.

6.22. Mo 3aBepLleHnN KaneHOapHOro roga B KaXxAoM CTPYKTYPHOM nogpa3sneneHnn opopmaseTcs
NTOroBas 3anncb K HOMeHKaType Aen, B KOTOPY BHOCATCS CBEAEHUS O KOIMYECTBE 3aBeAeHHbIX
Aen C y4yeToM KonmyecTBa TOMOB (rpaca 3 HOMEeHKJIaTypbl Aen), OTAENbHO MOCTOSHHOrO W
BPEMEHHbIX CPOKOB XPaHEHWUs, BDEMEHHbIX CPOKOB XPaHEeHUs C 0OTMeTKoN «3IMK» 1 nepexonsiimnx.
NToroBasi 3anncb AOMOJIHAETCS AaHHbIMU O KOJIMYECTBE 3/EKTPOHHbIX [es1 COOTBETCTBYIOLLNX
CPOKOB XpaHeHus.
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B mTOroByw 3amucb CBOAHON HOMEHKATypbl Aesl CBEAEHWS BHOCSATCA Ha OCHOBAHWUW [HaHHbIX,
nepenaHHbIX N3 CTPYKTYPHbIX NoApa3aeneHuni

rocyapCTBEHHOro opraHa, opraHa MecTHOro camoynpasJieHUs.
CBefeHuns, copep)xawmecsas B WTOrOBOW 3anMuCu HOMEHKNaATypbl AOef, NepenalTca B apxuB
rocyfapcTBEHHOro oOpraHa, opraHa MeCTHOro caMoyrnpaBJ/ieHMS, O YEeM B HOMEHKJaType nen
MPOCTaB/IAEeTCA OTMETKa C YKa3aHMeEM [0/IKHOCTU 1 Nnognncu anua, nepenasLllero CBeaeHus.

6.23. Mpwn hopmMmnpoBaHUM gen Oo/XKHblI cobnoaaTbCs cnenyowme npasmna:

e B [1€J10 BKJIIOYAIOTCS MCMOJIHEHHbIE [OKYMEHTbI, COOTBETCTBYHOLLME MO CBOEMY COAEPIKAHUIO
3aroJiIoBKy Ziefla Mo HOMeHKaType aen;

NMPNNOXeHNA BKIKOHYalOTCA B O€J10 BMeCTe C OCHOBHbIM N OKYMEHTOM (I'IpI/IJ'IO)KeHI/IFI obbvemom
cBbiwe 150 nuctos MOT'yT BblAENIATLCA B oTAEeNbHbIA TOM Oena);

®* B [€J210 BKIKWOYalOTCA AOOKYyMEeHTbl OOHOMo KaJieHaapHOro roga, 3a WCKJIIYeHnEM
nepexogdawnx aen, Cy,ﬂ,e6HbIX nen, Nn4HbIX gen.

NOKYMEHTbI MOCTOSAHHOI O M BPEMEHHbIX CPOKOB XPaHEeHUs rpynnupyoTcs B Aena pa3faesbHo;

B O€/10 BKJIIOYAETCA MO OAHOMY 3K3EMIMNIAPY KaXX40ro A0KyMeHTa,

hakcorpamMmmebl, TenerpamMmmsbl, TesiePOHOrpaMMbl MOMeLLAOTCA B Aena C I'IepeI'II/ICKOI‘/‘I;

* B [€/10 NOMEeLalTCca OOKYMEHTbl MPaBUIbHO U MOJIHOCTbIO OQOPMJIEHHbIE (LOKYMEHTbI
AOJ/DKHbI UMETb AaTy, NOAMNUCHL U Apyrue HeobXoANMble PEKBU3UTDI);

e B €10 He BKJIOYATCA [OKYMEHTbl, MoAJiexxallnue BO3BpaTy, JINLIHUE 3K3eMNAspbl W
4YepPHOBUKIN (33 UCKIIOYEeHMEM 0cob60 LeHHbIX); Mo 06beMy Aeno, BK/oYallee NOKYMEHThI
Ha ByMa)KHOM HocCuTesle, He OOJ/IKHO NpeBbiwaTbh 250 MMCTOB NMpu TosluHe He 6onee 4 cm
(TonwmHa Oen co cpokamu xpaHeHuss Ao 10 neT He OOJ/KHA MnpeBbiwaTh 10 cm). Mpwu
npeBbllleHNN [aHHOro obbemMa 3aBOAUTCSA BTOPOW M nociedyolime ToMa. MNpu Hannyum B
fene HeCKONbKUX TOMOB, WHAEKC W 3arojloBOK [efla NPOCTaBJIATCA Ha KaX[oM ToMe C
nobasneHnem 0603Ha4YeHNa HoMepa ToMa U, Npu HeobXoAMMOCTHN, 3arosloBKa TOMa;

e OOKYMEHTbl BHYTpPW Aefsia pacrnofiaraloTcsa B XPOHOJIONMYECKON (CBepXy BHW3), BOMNPOCHO-
JIOrMY4eCKOW MocsiefoBaTeNbHOCTU UIN UX COYETaHUN,

6.24. TlpaBoBble aKTbl, pacnopsguTesbHble AOKYMEHTbl FpynnupyloTcsa B Aesla No BuAaM WU
XPOHOMOTMM  C  OTHOCALMMUCA K HUM  TMPUIOXKEHUAMU. [OKYMEHTbl - OCHOBaHUS K
pacrnopsaanTeNnbHbIM OKYMEHTaM BKJIOYAOTCA B OTAe/IbHOe Aero.

MpoTOKO/bI B Aesie pacrosiaratoTca B XPOHOJIOrMYeCKOM nopsaake n no HoMepam.

,D,OKyMeHTbI K 3acefaHusam (coBeLlaHunsam) rpynnmpyroTca B OoTAeNIbHOeE Aesio, eC/im KOoJIn4eCTBO
NNCTOB B gene C NpoTokKoJlaMun n NpniaoXXeHnamMmm K HAM He npesBbillaeT 250 nncros.
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[OKYMeHTbl K MPOTOKOJIaM, €C/IN OHW CrpynrnupoBaHbl B OTAEJIbHblE [efna, CUCTEMATU3NPYIOTCS
BHYTPW OeJsla Mo XPOHOJIOrMn 1 NMopsiKy HOMEpPOB NPOTOKOJIOB.

HopMaTuBHbIE aKThl, yTBEPXAEHHbIE pacnopaanTenbHbIMA OOKYMEHTaMN, ABNAKOTCA
NMPUNOXKEHNAMN K HUM N BKIKOHAlOTCA B €10 BMeCTe C YKa3aHHbIM OOKYMEHTaMW.

MocTaHOBNEHUS, PeLleHUs, NPUKa3sbl, PacrnopsXXeHUs MO OCHOBHOW AeSTeNIbHOCTW rPynnupyoTCs
OTHOeNbHO OT MPUKa30B, Pacrops KEHWU MO JMYHOMY COCTaBy WM MNPUKa30B, Pacrops>KeHWi Mo
aAMUHNCTPATUBHO-XO3ANCTBEHHOW AesTenbHocTnE%,

MpurKa3bl, pacnops>XeHUs No JINYHOMY COCTaBy (POPMUPYIOTCS B Aesla B COOTBETCTBUN CO CPOKaMu
XpaHeHus.

ﬂ,OKyMEHTbI B JINYHbLIX AeslaX pacnoJjiaratdotcad B XPOHOJIOrM4eCKOM nopaake Mo mMepe Uux
noctynneHums4.

MnaHbl, OTYeTbl, CMeTbl FPYMMAMPYIOTCA OTAENbHO OT pacyeToB K HMUM. [lnaHbl U OTYeThl
rpynnupytoTcs B Aiefla TOro rofa, K KoTOPOMY OHU OTHOCSITCS MO CBOEMY COLEPXXAHMI0, HE3AaBUCMMO
OT BPEMEHWN MX COCTaBJsieHus. MnaHbl, pacCYMTaHHbIE HA HECKOJIbKO NIeT, hopMupytoTCca B Aena no
Hayvya/lIbHOMY rofly UX OeWACTBUS; OTYETbl O BbIMOJIHEHUN TakUX MaaHoB GOPMUPYOTCSA B Aefla no
nocsiegHeMy rony AeWCcTBUS MNaHa.

OOKyMeHTbl WHGMOPMALMOHHOINO XapakTepa NO WCMNOJHEHMIO TMPaBOBOro0 akTa Poccumckon
depnepaummn nnn cybbekta Poccuiickon ®depepaunmm (cnpaBkKW, OTYEThI), HaxoAsllemMycs Ha
KOHTpOJ1e, NOALWNBAOTCA B 3aBeAeHHOe Ha 3TOT aKT Aeso. B caydae ecnn Ha NpaBOBOW aKT A€o He
3aBOAMNOCb, TO AOKYMEHTbl MOALWMBAOTCA B [0 C MNepernnuckonm MOCTOAHHOrO XpaHeHusa 3a
TeKyLwuin rog.

MopyyeHusa lMpe3vpeHTa Poccunckonm depnepaunmnm U OOKYMEHTbl MO UX WUCMOJIHEHUIO COCTaBAAIOT
eUNHbIN KOMMJIeKC OOKYMEHTOB N hOpMUPYIOTCA B Oesla B XPOHOJIOrM4YeCKOM nopsaake no gaTtam
OTBETOB.

Mepenucka rpynnupyeTcsa B Aefa no TeMaTuKe U/UN KOPPeCroHAeHTaM U CUCTeMaTU3npyeTcs B
XPOHOJIOrMYECKOW MocsiefoBaTesIbHOCTU: AOKYMEHT-OTBET MOMeLLlaeTCs 3a AOKYMEHTOM-MpPoCcbLOoi
(obpauweHnem, 3anpocom). [Mpy BO30OHOBNEHUM MEPEnUCKKM Mo onpeaesieHHOMY BOMPOCY,
HavaBLUENCs B NpeabiaylleM rogy, NOKYMEHTbl BKJIIOYAOTCA B A€JI0 TEKYLLEro roaa C ykasaHuem
NHOEeKCa gena npeabiayliero roaa.

6.25. DNeKTpOHHble OOKYMEeHTbl (OPMUPYIOTCA B 3JIEKTPOHHbIe [esla B COOTBETCTBUU C
HOMeHKNaTypon gen.

B HOMeHKaType Loen yKa3blBaeTCs, 4TO Aesi0 BefeTCsd B 3ﬂeKTpOHHOIZ dopme.

DNIEeKTPOHHbIE OOKYMEHThLI MOC/Ae WX WCMOJIHEHUS WAW OTMNPaBKW MNoanexxaT XpaHeHuto B C3[
henepanbHOro opraHa WCNOMHUTENbHOW BNAacTW B TEYEHWE CPOKOB, MPenyCMOTPEHHbIX ANnA
aHaJIOrNYHbIX AOKYMEHTOB Ha ByMaXkHOM HocuTene.

6.26. DN1eKTPOHHbIE OKYMEHTbI HE3aBMUCMMO OT X 06 beMa BKJIIOYAIOTCS B OJHO 3JIEKTPOHHOE A0
6e3 pasgeneHus Ha ToMa.

B cnyyae ecnn OOKYMEHTbI gena npeactaBieHbl Ha OyMaXKHOM HoCUTesNe U B hOpMeE 3NIEKTPOHHbLIX
OOKYMEHTOB («rmbpunagHoe Aeno»), AOKYMeHTbl Ha ByMaXKHOM HOCUTesle nMoaJsiexxaT oundpoBKe ”
BKJIIOYEHNIO B 3JIEKTPOHHOEe penio. B pgeno, koTopoe BeneTca Ha OyMa)kHOM HocuTene, B
COOTBETCTBUM C NYHKTaMn 6.23,6.24 MNpaBua 0enonpon3BoaCcTBa BKIOYAOTCS TONIbKO JOKYMEHTHI,
CO3QaHHble (NoCcTynuBLUNE) Ha ByMa)kHOM HocuTene. B HOMeHKNaType hen 3JIEKTPOHHOE [eno n
0eno Ha ByMa)kHOM HOCUTEesle OTPaXalTCS Kak [IBa TOMa, UMEILLIME OAUNH 3arosloBoK, MHIEKC U
CPOK XpaHeHwus.
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6.27. dopMumpoBaHMe U XxpaHeHNe oen 0o rnepenayvyn nx B apxme rocygapCTBEHHOro opraHa, opraHa
MECTHOro CaMOynpaB/IEHUA OCYLUECTBJSETCA CTPYKTYPHbIM Moapa3geneHneMm u/mnm Cnyxéon
0esIonpou3BOACTBA, 3JIEKTPOHHLIX Aen - B C3[ rocynapCTBEHHOro opraHa, opraHa MeCcTHOro
caMoyrpaBJieHUs.

6.28. [lena Ha 6yMa)KHOM HoCUTene B CTPYKTYPHbIX NoApasfeneHunsx pasmellatoTcs B LKadgax,
ceindpax, B Cnyxbe nenonponsBoAcTBa - B WKagax, Ha cTeslaxkax.

Hdena [o/KHbI pacrnoflaraTbCA BEPTUKANIbHO, KOPELKaMu HapyXy W B COOTBETCTBUU C
HOMeHKNaTypol aen ans obecrneyeHns BU3yasibHOMrO KOHTPOJISE UX Han4ms u 6biICTporo noncka. Ha
Kopellkax 0610>KeK aen yKasblBatoTCa MHAEKCHI fief M0 HOMeHKAaType agen.

6.29. [lena, HaxoaaLWMeCs Ha onepaTUBHOM XpaHeHun B Cny>xbe nenonpon3BoACcTBa, BblAAOTCS BO
BPEMEHHOE MoJIb30BaHMe COTPYAHUKaM CTPYKTYPHbIX Nogpa3neneHnn B nopsnke, yCTaHOBAEHHOM
WHCTPYKLMEN NO OeN0oNpon3BoACTBY.

WMHbIM rocyfapCTBeHHbIM OpraHaMm, opraHamM MeCTHOro camoyrnpaBJ/ieHUs U OpraHusaunam pena
(}J,OKyMeHTbI) BblOalOTCA Ha OCHOBaHWN UX MUCbMEHHDbIX 3alnpoCOB C pa3pelleHna pykoBoguTend
rocygapCcrtBeHHoOro opraHa, opraHa mMecCTtHOro camoynpasjieHmna nJinm MHoOro yrnoJiHoMmo4eHHoro mm
Nnnuda C coCTaB/ieHNneEM akKTa O Bblga4e Aesi BO BpeMeHHOe rnoJib3oBaHue.

6.30. MN3bATME (BbleMKa) OOKYMeHTOB, 00pa30BaBLUMXCA B [OEATE/IbHOCTW rOoCyOapCTBEHHOro
opraHa, opraHa MecTHOro camoynpasJ/ieHNs, MPON3BOANTCSA B COOTBETCTBUN C 3aKOHOLAATEIbCTBOM
Poccunckon degepaunmm Ha OCHOBaHUM MNMUCbMEHHON0 pacrnops>XeHus (MocTaHOBEHUSA)
COOTBETCTBYIOWEro opraHa BJlaCTU W pa3pelleHns pykKoBoAUTeNs rocynapCTBEHHOrO oOpraHa,
opraHa MeCTHOro CcaMOyrnpaBJieHUs WAM WHOM0 YMNOJIHOMOYEHHOro UM nuua C U3BeLleHuem
pyKOBOAMTENS MOApa3AesieHNs, AOKYMEHTbl KOTOPOro U3biMaloTCs.

6.31. ®akT n3bATUA (BLIEMKN) LOKYMEHTOB (PUKCUPYETCHA B MPOTOKOJE (aKTe) n3bATuUS (BbleMKN)
OOKYMEHTOB, KOTOPbLIN COCTaB/SeTCAd He MeHee 4eM B [OBYX 3K3eMnjasapax M MnoanucbiBaeTcCs
YNOJIHOMOYEHHbLIMX MNpPeAcTaBUTENSAMU OpraHM3auunm N COOTBETCTBYIOLWLEro rocynapCTBEHHOro
opraHa. K npoTokony (akTy) npuaaraeTcs onnch (peectp) N3bATbiX JOKYMEHTOB (gen).

6.32. |-|pVI N3BATUN NOOJTMHHUKOB OJOKYMEHTOB B A€J10 NOMeLLlaeTCA 3aBepeHHada KONnnma AOKyMeHTa,
Ha 060poTe KOTOPOM YyKa3blBaeTCs OCHOBaHWE W3bATUA MOAJIMHHMKA, CPOK BO3BpaTa, AaTa U
nognucb paboTHMKa, OTBETCTBEHHOro 3a (OPMUPOBaHME WU/MNN XpaHeHue pena. MoANMHHUK
OOKYMEHTa, N3bAThbIN N3 aena (4eno) nocne pacCMOTPEHMSA N peLleEHNS BOMPOCa, BO3BpalLaeTCs B
0eno, Npu 3ToOM Konus, NoOMeLeHHas B 4es10 BMECTO MOAJIMHHMKA, N3bIMAETCS.

6.33. B uensax YCTaHOBJ1IEHNA ql)aKTVI‘-IeCKOFO HaJIM4nma OOKYMEHTOB U A€J1 genionpom3soantTenammn

nogpasgeneHnin n Cnyxbon [enonponsBoACTBa AOJKHbI MPOBOAUTHLCS MPOBEPKM  YCJI0BUIA
XpaHeHNs1 [OKYMEHTOB, HaJIN4YMNS N COCTOSIHNUA LOKYMEHTOB U Aen:

* NMepes nepenavyen OOKYMEHTOB B apXWB roCyZlapCTBEHHOro opraHa, opraHa MeCTHOro
camoynpaBJieHuns;

e Mpu NepemMeLlleHnn aen;

* NMPM CMeHe pPYKOBOAUTENS CTPYKTYPHOro noapasgeneHuns, pykosoautens Cnyx6bl
[leNonpon3BOACTBa;

* NPV peopraHu3aunum ” NAMKBUAAUMM T[OCYAApPCTBEHHOr0O OpraHa, opraHa MeCTHOro
caMoynpaBJ/ieHUs UNK CTPYKTYPHOro nogpasneneHus.
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Mo nToram NpPoBEPKN COCTABASETCS aKT NPOBEPKM, B KOTOPOM (DUKCUPYIOTCS BCe 0OHapyXeHHble
HEeNOCTaTKN B COCTOSIHMM Aen. AKTbl MPOBEPKM MPEeAcCTaB/STCA 3aMeCcTUTeslo pyKoBoAMTENs
rocygapCTBEHHOro OpraHa, opraHa MEeCTHOro CaMoyrnpaB/ieHUs, KypupylolleMy MpoBepsemMoe
CTPYKTYypHOE noapasfefieHune.

6.34. Mpw 06Hapy>KeH|/||/| OTCYTCTBUA OeNl, HNCnAWmnxca no HoMeHKNaType AeJsi, pykKoBOoOCTBOM
no,u,pa3,u,eneH|/||7| MPUHNMAKTCA Mepbl MO UX pPO3bICKY. B cny4Yae ecnu po3biICK fen He fpaet
pe3ynbTaTa, COCTaBJIAeTCA ChnpaBKa O MPUYNHaAX WX OTCYTCTBUA, KOTOpada noAanncbiBaeTCAd
pykoBoaguTenem nogpasgeneHnda n npeactaBndaeTcqa B CJ'Iy)K6y oenonpon3soacTBa.

6.35. ®akT yTpaTbl gena (poen) GQUKCUMpPyeTCsa B aKTe, COCTaBJSeMOM W MOAMNUWCbIBAEMOM
pykosoauTenem Cnyxbbl O0enonNpou3BOACTBa U PYKOBOAUTENIEM CTPYKTYPHOro noapasfeneHus
(ymoaIHOMOYEHHbIM MM JINLUOM) B ABYX 3K3eMnaspax (Npu yTpaTe Aefsia BpeMeHHbiX (oo 10 net
BKJIOYMNTENIbHO) CPOKOB XPaHEHUS) UK B Tpex aK3emnaapax (Npu yTpaTe Aen BPEMEHHbLIX (CBbilLe
10 neT) CPOKOB XpPaHEHUSA UM MOCTOAHHOIO0 XpaHeHus). Mo 0QHOMY 3K3eMMNAapY akKTa XPaHMUTCS B
Cny>xbe penonponsBoACcTBa U CTPYKTYPHOM noapa3geneHun; npn yTpaTe Aen BPpEMEHHbIX (CBbile
10 neT) CPOKOB XPaHEHUA UM MOCTOAHHOIO XpaHEeHUs K3EMMAAP aKTa NpeacTaB/seTCsd B apXuB
rocynapCTBEHHOro OpraHa, opraHa MecTHOro caMoyrnpaBieHuns Npun nepenadvye gen CTPYKTypHOro
noapasaesieHns Ha apXnMBHOE XpPaHEHMe.

O,EI,HOBpeMeHHO C 3TUM NMPUHNMAOTCA Mepbl MO 3aMelleHNo YTpa4YeHHOIro 40OKyMeHTa ero Konunen.

VIl. MoaroToBka AOKYMEHTOB K Nepepaye Ha XpaHeHue
B apXMUB rocyaapCTBEHHOro OpraHa; BbiaesieHue K YHUUYTOXKEHUIO
DOKYMEHTOB C UCTEKLUMMU CPOKaAMU XpPaHEeHUA

7.1. ExeropHo Cnyxbon penonpoum3BoACTBa rOCyOapCTBEHHOrO0 opraHa, opraHa MecCTHOro
camoynpaBJ/ieHUs, OeNonpom3BoaANTENSIMUN MoApa3faesIeHN COBMECTHO C 3KCMepTHOM KoMuccuen
rocyfapCTBEHHOro opraHa, opraHa MeCTHOro camoynpasseHusa (panee - 3K) npoBoguTcs
3KCMnepTu3a LeHHOCTN OOKYMEHTOB.

7.2. Mpwn npoBefeHNN 3KCNEPTU3bl LEHHOCTU OOKYMEHTOB OCYLLECTBAAETCA:

b OT60p OOKYMEHTOB MNMOCTOAHHOIo0 N BpPEMEHHbIX (cBbiwe 10 neT) CPOKOB XpaHeHWunsda, B TOM
qynucne no JINHHOMY CoCTaBy, ONA nepenaydnm B apXuUB rocyaapCcrBeHHOro opraHa, opraHa
MeCTHOIro CaMoynpaBjieHn4,

e 0oT6OP [OOKYMEHTOB BpPEMEHHbIX (00 10 neT BKJOYUTENIbHO) CPOKOB XpaHeHUs un c
nomMeTkaMmm «J1J0 MWUHOBaHUA HadobHOCTWM», «[O0 3aMeHbl HOBbIMU», MOANEXKALLUNX
JanbHenweMy XpaHeHUo B CTPYKTYPHbIX Noapa3sfeneHunsx;

®* BblaesieHne K YHUYTOXEHWIO Aen 3a npegbiayuine roabl, COOKN XpaHeEHUA KOTOPbIX NCTEKIN.

O,D,HOBpeMEHHO npoBepAeTCda Ka4eCTBO U NOJIHOTa HOMEHKJ1aTypbl AeJ1 roCcyAapCTBEHHOIO OopraHa,
OpraHa MeCTHOIro CamMmoynpaieHunsa, NpaBMJibHOCTb onpenesieHna CPOKOB XpaHeHNA aen.

7.3. [lena nocTOAHHOrO U BpeMeHHbIX (CBbille 10 f1IeT) CPOKOB XPaHeHUs nepenalnTcsa B apxuB
rocyZlapCTBEHHOr0 OpraHa, opraHa MecTHOro CamMoyrnpaB/IEHUsl HE paHee YeM Yepes OAUH rod U He
no3aHee 4YeM Yyepes Tpu roda rnocsjie 3aBepLleHns aen B 0enonpon3BoacTee. Nepenayva oen B apxume
rocygapCTBEHHOro opraHa, opraHa MecTHOro caMoyrpaB/ieHUst MPOBOAMTCS HAa OCHOBAHMWU OMUCEN
Nen CTPYKTYPHbIX NoApa3aesieHnNin MoCTOAHHOI0 N BPEMEHHbIX (CBbille 10 fIeT) CPOKOB XpaHEHUS U
[.en no JINYHOMy COCTaBy.

Hena BpeMeHHbIX (00 10 neT BKAYNTENbHO) CPOKOB XPaHEHWS B apPXUB roCyAapCTBEHHOIr0 opraHa,
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opraHa MecTHOro caMoyrpaBfieHUsa He nepefalTCcsa U nognexaT BblASNEHUNIO K YHUYTOXEHUIO MO
NCTEeYEeHNN CPOoKa UX XPaHEHNSA B COOTBETCTBUMN C NyHKTamun 7.17-7.21 MNpasnn genonpon3BoncTsa.

7.4. DkcnepTM3a LEHHOCTW OOKYMEHTOB MPOBOAUTCS Ha OCHOBE (hedepalibHbiX 3aKOHOB, MHbIX
HOPMaTMBHbLIX MNPABOBbIX aKTOB Poccuiickon depepaunn, rMepevyHern TUMOBbLIX aPXUBHbLIX
[OKYMEHTOB C YKa3aHWEeM CPOKOB XPaHEHWs, MepeyHeln AOoKYMeHToB, obpa3ylolwmnxcs B npouecce
neAaTensHOCTU heaepasibHbIX OPraHoB roCyAapCTBEHHOW BACTU, MHbIX FOCYapCTBEHHbIX OpraHoB
Poccuickon denepaunm, a TakxKe B Npouecce AesTesIbHOCTU NoABeoMCTBEHHbIX UM OpraHn3aLni,
C YKa3aHMeM CPOKOB XpPaHeHus.

7.5. Ona opraHusaumm un npoBegeHUs paboTbl MO 3KCMepTM3e LEHHOCTU [OOKYMEHTOB B
rocyapCTBEHHOM OpraHe, opraHe MecTHOro caMoyrpaBJ/ieHUs NPUKa3oM PyKoOBOAUTENA Co3faeTcs
3KCMNepTHas KOMUCCUSA, LeHTpasibHada aKcnepTHaa komuccus (9K, L3K).

3agayn, pyHKUMK, npaBa, opraHmsaumnsa pabotel 9K (LUDK) onpenensaoTcsa NONOKEHUEM O HeEWN,
yTBEp>XX4aeMOM MpaBoOBbIM aKTOM rocylapCTBEHHOIr0 OpraHa, opraHa MecTHOro caMmoynpasfieHus.

7.6. To pe3ynbTaTaM 3KCNepTu3sbl LEHHOCTM OOKYMEHTOB B rocyaapCrtBeHHOM OpraHe, opraHe
MeCTHOIro camMmoynpaBjieHna COCTaBNIAKTCA ONMUCKU €N CTPYKTYPHbIX nop,pa3p,eneH|/||7| MOCTOAHHOI O
XpaHeHnAa, BPeMEHHbIX (cBbie 10 neT) CpOKOB XpaHeHWnd, B TOM 4Hucine no JIN4HHOMY COCTaBYy,
MPOBOANTCSA OpOpMIIeHME e, @ TaKXXe COCTaBNATCHA aKTbl O BblAE/IEHUN K YHUYTOXXEHUIO aesl, He
noanexawmnx XxpaHeHunto.

7.7. 0nucn gen B CTPYKTYPHbIX MOApasaesieHNsax CoOCTaBAATCA Nog MeTOANYECKUM PYKOBOACTBOM
Cnyx6bl penonpovm3BoACTBa W apxmMBa rOCYAapCTBEHHOro OpraHa, oOpraHa MEeCTHOro
camMmoynpasseHuns no opmam, yctaHoB/IEHHbIM [1paBunamMu xpaHeHuns 2015 r.140],

Ha nena BpeMeHHbIX CPOKOB XpaHeHus (0o 10 neT BKAOYMUTENbHO) OMUCU HEe COCTABJIAOTCS, U B
apXuB rocyapCTBEHHOro opraHa, opraHa MecTHOro camoyrpaB/ieHUsl Takue Aefa He nepenalTcs.

Onucn pen CTPYKTYPHbIX Nogpa3feneHnin CcoCTaBAATCA OTAENbHO Ha Aesia MOCTOSAHHOro
XpaHeHns; aena BpeMeHHbIX (cBbile 10 feT) CPOKOB XpaHeHWs; Oena no JIMYHOMY COCTaBy,
3/IEKTPOHHbIE O€eNla, a TakXe Ha Aena, CoCToswne N3 OOKYMEHTOB, XapaKTEepHbIX OS89 AaHHOWN
opraHmsauunm (cynebHble, cnencTBEHHbIE Aesa, Hay4YHble OTYETHLI MO TEMaM, Hay4YHO-TEXHMNYECKas
OOKyMeHTaums).

OCHOBOI COCTaBJ/IEHUS ONMUCeNn Aen CTPYKTYPHbIX NoApa3feneHnin ABnaeTca HOMeHKNaTypa aen.
7.8. Mpn cocTaBneHMn onucem pen CTPYKTYpPHOro nogpasfesieHns cobnwogalTca chnepyowine

TpeboBaHuUs:

* 3aro/lIoBKM [en BHOCSATCS B OMUCb Aesl B COOTBETCTBUM C CUCTeMaTusauumen nen B
HOMEeHKJaType aern;

e Ka)KAoe Oeslo BHOCUTCS B ONUCb NOA CAaMOCTOSATENIbHbIM MOPAAKOBLIM HOMEpPOM (ecnun eno
COCTOUT N3 HECKOJIbKUX TOMOB, TO Ka)XAbli TOM BHOCUTCS B ONWCb MOA CaMOCTOSATENIbHbIM
HOMEpOoM);

® NMopAaAnooK HyMmepauunnm gen B ornnucun - BaJIOBbIN;

e rpadbl ONUCK 3aMNOJIHAKTCSA B COOTBETCTBUM C TEMU CBEAEHUSMU, KOTOPbIE BbIHECEHbI Ha
060Ky nena;

* Mpun BHECEHNN B ONUCb noapAan gen (TOoMOB) C 0OAMHAKOBLIMW 3arosI0BKaMun 3arosIoBKU BCeX
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nen (ToMoB) NULIYTCS MOJIHOCTBIO;

* rpaca onucu gen «MpuMedaHnsa» NCNONb3yeTCca A1 OTMETOK 0 npueme aes, ocobeHHOCTAX
nx OU3NYECKOro COCTOSIHUSA, O nepenade Aen APYruMm CTPYKTYPHbIM roApasfefieHMeM co
CCbINIKOW Ha aKT, 0 HaJIMYnM 3JIEKTPOHHbLIX KOMWIA ae.

B nToroBom 3anmcu onncu ykasbiBatoTcs (LmdpaMuy n Nponmncbio) KOMYeCcTBO A€, YNCAAWMXCS No
OMncK, NepBbIn KU NOCeaHUA HOMepa Aen No onucK.

7.9. B onucb 3M1eKTPOHHbLIX Aes, OOKYMEHTOB BKJIIOYAETCA MNPUIOXKEHUE K OMUCU - peecTp
3/IEKTPOHHbIX OOKYMEHTOB (KOHTEMHEPOB 3/IeKTPOHHbIX AOKYMEHTOB), B KOTOPOM YKa3blBalOTCA
cBedeHmns 06 sNeKTPOHHbIX AOKYMEHTAaX, BKIIOYEHHbIX B KaXK40e 3/1IeKTPOHHOe Aeno.

7.10. Onucu pen CTPYKTYPHOro nogpasfeneHnss U3roTaB/MBAlOTCA B ABYX 3K3eMnjspax Ha
6yMa>kHOM HoCuTesle, MOAMMUCHLIBAIOTCA PYKOBOAUTENEM MnoApa3sfesieHuns, cornacosbiBatloTcs K
CTPYKTYPHOIro nogpasaenenus (npy ee Hanmyium) n pykosogutenem Cny>xbbl 4enonponsBoacTBa.
PeecTp 3N1eKTPOHHbIX AOKYMEHTOB, SABJISOLWMIACA NPUNO0XKEHNEM K ONUCU 3IEKTPOHHbIX JOKYMEHTOB,
NoAMNNCLIBAETCS COCTAaBUTENIEM peecTpa C YKasaHueM OO0/KHOCTU, MHULMANoB, (haMUinn.

OauH 3K3eMnNaap ONncK gen CTPYKTYPHOro nogpasaeneHns nepenaetca BMecTe ¢ AeflaMun B apXumBs
rocyapCTBEHHOro OpraHa, OpraHa MeCTHOro caMoyrnpaB/ieHMS BTOPOM OCTaeTCss B KadecTBe
KOHTPOJIbHOIO 3K3eMMJisipa B CTPYKTYPHOM nogpasaeneHnn. B apxmB rocynapCcTBEHHOro opraHa,
OopraHa MecTHOro caMoyrpaBJieHUs Tak)Xe rnepenaeTcs rno 3K3eMnaspy onucen aen CTPYKTYPHbIX
noapasfesieHUn B 3/IEKTPOHHOM Buae B pedakTupyemoMm copmate AN WUCNONb30BaHUSA B
JanbHenweMm s noaroToBKM apXUBHbIX ONMcen aen, OKYMeHTOB (rofoBbiX pa3nenos).

7.11. OhopmMmneHune gen Ha ByMakHOM HocuTerne, npefHa3Ha4YeHHbIX A4 nepefadn Ha XpaHeHune B
apXuB TrocCcyJapCTBEHHOro opraHa, oOpraHa MeCTHOro caMoyrpasJieHUs, OCYLWleCTBAAeTCA B
COOTBETCTBMU C NyHKTaMu 4.19-4.30 lMNMpaBun xpaHeHnsa 2015 r.

7.12. lMoAroToBKa 3NEKTPOHHbLIX LOKYMEHTOB K MNepefaye B apXMB FoCyfapCTBEHHOro oprada,
opraHa MeCTHOro camoyrnpaBJ/ieHUS OCYLLEeCTBAAETCA B COOTBETCTBUM C MyHKTOM 4.34 [paBun
xpaHeHnsa 2015 r. CTPpyKTYpHbIM nogpa3sfesleHneM rocygapCTBEHHOro opraHa - noJsib3oBaTesnieM
COOTBETCTBYOLWEN WMHPOPMALIMOHHOMN CUCTEMbl COBMeCcTHO co Cnyxbor penonpowsBoAcTBa W
noapasaeneHnem (paboTHukom), obecrnedymBawWUM  (OYHKLUUOHUPOBaHWE WHMOPMALMOHHON
CUCTEMBI.

7.13. Mpu noaroTtoBKe 3/IEKTPOHHbLIX [OOKYMEHTOB, OTOOpaHHbIX K nepefaye B apxuB
rocygapCTBEHHOro oOpraHa, OpraHa MEeCTHOro CaMOyrpaBieHUs BbINMOMHATCA cleaytoune
OCHOBHbIe Mpoueaypbl paboTbl C LOKYMEHTAMU:

e npeobpa3oBaHMe TEKCTOBbIX IJIEKTPOHHbLIX AOKYMEHTOB B (DOPMAT apXMBHOr0 XpaHeHWs
PDF/A-1, ecnn 3NeKTPOHHbLIA [OKYMEHT Oblal CO34aH WAM BKAKOYEH B CUCTEMY B WHOM
¢dopmaTe;

e (hopMMpOBaHME B WH(POPMALMOHHOW CUCTEME OMUCEl 3NEeKTPOHHLIX Aesl, AOKYMEHTOB
CTPYKTYPHbIX NoApa3aesieHnii;

e hopMUpoBaHMEe B MHPOPMALIMOHHOM CUCTEME rOCYyAapCTBEHHOrO0 opraHa, opraHa MecTHOro
CaMoynpaBieHNSA KOHTEMHEPOB 3JIEKTPOHHbLIX [OOKYMEHTOB, BKJIOYAOWNX: KOHTEHT W
MeTajaHHble 3/1IEKTPOHHOI 0 O0OKYMeHTa, thannbl 3/1IEKTPOHHbIX noanucen,
BM3YaNN3NPOBaHHYIO KOMMNIO TEKCTOBOIO 3JIEKTPOHHOI0 JOKyMeHTa B popMmaTe PDF/A-1;
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hbopMmpoBaHMe B MHDOPMALIMOHHOW CUCTEME roCyapCTBEHHOr0 OpraHa, opraHa MecTHOro
CaMOYMpaB/eHUs  3EKTPOHHbIX  fefl, ABASIWMUXCA COBOKYMHOCTbI  KOHTEMHEepoB
3JIEKTPOHHbIX JOKYMEHTOB WU/ KOHTEMHEPOM 3JIEKTPOHHOI0 IOKYMEHTA;

e MUrpauna >3/eKTPOHHbLIX [OOKYMEHTOB Ha Quindecku ob6ocobneHHbIe MaTepunalJibHble
HOCUTENN, eCn OOKYMEHTbLI nepenarTcd B apXmMB rocygapCrtBeHHOro opraHa, OpraHa
MeCTHOro caMmoyrnpasJieHNs He Mo UHPOPMALMOHHO-KOMMYHUKALWOHHbLIM KaHanaMm;

e MpoBepKa BOCMPON3BOAMMOCTN 3JIEKTPOHHbIX JOKYMEHTOB;

* MpPOBEPKA 3/IEKTPOHHbIX OKYMEHTOB Ha HaJIn4ymMe BPeOOHOCHbIX KOMMbIOTEPHbIX MPOrpaMm;

e hopMUpPOBaHME TPAHCNOPTHONO KOHTENHepa, CoOep)Kallero 3JIEKTPOHHbLIE gena,
BKJIIOYEHHbIE B OMNCh 3JIEKTPOHHbIX AeJ, LOKYMEHTOB CTPYKTYPHOro nogpasnenerHms (onncb
Oen MNOCTOSIHHOrO XpaHeHUs, BpPeMeHHbIX (cBbile 10 neT) CpoKOB XpaHeHusa, gen no
JINYHOMY COCTaBy).

7.14. lena nepepatoTCca B apXuUB rocyfapCTBEHHOr0 opraHa, opraHa MeCcTHOro camoynpaBJieHNs B
COOTBETCTBMM C rpadukoM rnepefadn [OKYMEHTOB, COrjlacoBaHHbIM C pPYyKOBOOUTENAMMU
CTPYKTYPHbIX MoAapasfesieHuin, nepejawwmx LOKYMEHTbl B  apxmB, W YTBEPXAEHHbIM
pykKoBoAMTEesleM rOCyOapCTBEHHOr0 oOpraHa, opraHa MEeCTHOro caMoyrpaB/ieHUs WIN WHbIM
YNOJIHOMOYEHHbLIM UM JINLLOM.

NMpueM-nepenaya fen B apxXuB roCcyfapCTBEHHOrO opraHa, opraHa MeCTHOro camMoyrpaBJieHUs
OCYLLLEeCTBNAGTCA B COOTBETCTBUN C NYHKTaMn 4.33-4.34 lNMpaBun xpaHeHna 2015 r.

7.15. B cnyyae nMKBMAALUNN UK peopraHmn3aumm CTPYKTYPHOro noapasaesieHnsa rocyjapCTBEHHOI 0
opraHa [OenonpovsBoAUTeslb MNogpasfeneHns B Nepuod MNPOBeAEeHUs  JINKBUMOALUMOHHbIX
MeponpusTUiA popMnpyeT BCE NMEKLMECs: JOKYMEHTbI B AeNa, 3@ UCKJIloYeHNEM HEeNCMNOJIHEHHbIX
[OKYMEHTOB, ohopmMasdeT nena v nepepaet mx B Cnyx6by OenonpovMsBoACTBa rocyfapCTBEHHOro
opraHa.

7.16. Ha ocHOBe nMpeasioxXeHUn CTPYKTYPHbIX noapa3geneHnn Cnyxba penonpon3BoacTBa
rocyfoapCTBEHHOr0 OpraHa, OpraHa MeCTHOro camoynpaBJ/ieHUsa CcocTaBaseT aKT (akTbl) O
BblAENEHUN K YHUYTOXEHNIO LIOKYMEHTOB, HE NnoaJsiexalnx XxpaHeHuto, no opme, yCTaHOBJIEHHON
MpasBunamu xpaHeHns 2015 r.H*4,

Ha 3n1eKTpOoHHble OOKYMEHTbl C UCTEKLUMMUN CPOKaAMU XPaHEHUS COCTaBNSAETCA OTAENbHbIM aKT Ha
OCHOBe (hOpPMbl aKTa O BbIAENEHUUN K YHUYTOXKEHUKD OOKYMEHTOB, HE MOoAJIeXaluX XpaHeHMUIo,
yCTaHoBJsieHHOM MpaBunaMun xpaHeHnsa 2015 r.

7.17. [dena BKOYAKTCA B aKT O BblAeJIEHUM K YHUYTOXKEHUIO OOKYMEHTOB, He nogJexaljmnx
XPaHEHUIO, ecan NpeagyCcMOTPEHHLIN AN HUX CPOK XpaHeHUs UCTEK K 1 sAHBaps roga, B KOTOPOM
COCTaBJIeH aKT.

7.18. lena c oTtMmeTKoM «3MK», npolweawme 3KCNepTU3y LEHHOCTN, BKAKOYAOTCA B aKT, Npyn 3TOM
oTMeTKa «3lK» B aKkTe He yKa3blBaeTCH.

7.19. AKT 0 BblAENEHNN K YHUHTOXXEHUIO JOKYMEHTOB, He nogJjiexallunXx XpaHeHuto, yTBep>XgaeTcs
pykoBoauTesieM rocyfapCTBEHHOro opraHa, opraHa MeCTHOro camoynpasJieHua nocne
yTBepxgeHnsa 3IlMK denepanbHOro rocygapcrtBeHHoro apxusa, IlK ynosaHOMOYeHHOro opraHa
NCNOJIHNTENbHON BNacTu cybbekTa Poccuiickon ®depepaunnm B cdhepe apxXMBHOro nena wuau
rocygapcTBeHHbIM (MyHMUWMaNbHbIM) apXMBOM COrJlaCHO NpPenoCcTaB/IEHHbIM €My MOJIHOMOYUSM
onucen pen, AOKYMEHTOB MOCTOSAHHOIMO XPaHEeHUs U CornacoBaHMsa onucen fen, LOKYMEHTOB Mo

Page 29 of 32



MpaBuna aenonpoMsBOoACTBa B rocyAapCTBEHHbIX OpraHax, opraHax MecTHOro camoynpas,
OnybankoBaHo Ha canTe PepepanbHoe apxmeHoe areHTCcTBO (https://archives.gov.ru)

NNYHOMY COCTaBYy, nocyse 4ero gena, sbigesieHHble MO akKTy K YHUYTOXXEHUNIO, MOTYyT ObITb nepenaHbl
Ha yTunnnsauuto.

7.20. lMepepava pen, BblAeJIEHHbIX K YHUYTOXKEHMUIO, Ha yTwinsauuio odopmiseTcs npuemo-
CAaTOYHOM HaKJIagHOWN.

B HOMeHKnaType Aen NpPoCcTaBAATCS OTMETKM 06 YHUYTOXXEHUN AOKYMEHTOB C YKa3aHWeM AaThl U
HOMepa aKTa, 3aBepseMble NoAnuckio paboTHMKa Cny>xObl 0e/10NpPoV3BOACTBA.

7.21. DNEeKTPOHHbIE AOKYMEHTblI C UCTEKLIMMN CPOKaMWN XPaHEHUS YHUYTOXXAKTCS MPOrpamMmMHO-
TeXHN4YeCKUMN CpeacTBaMu C COOTBETCTBYIOLLEN OTMETKON B aKTe O BbIAENIEHUN K YHUHTOXXEHUIO
3/IeKTPOHHbIX LOKYMEHTOB.

DNEKTPOHHbIE JOKYMEHTbI CYUTAOTCSH YHUHTOXKEHHBIMU, €CJIN UX HEJIb35 BOCCTAaHOBUTb CPeACTBAMM
NHMOPMALMOHHOM CUCTEMbI Ha HOCUTESIAX MHDOPMALIMM U N3 Pe3ePBHbLIX KOMWUIA.

7.22. AKTbl 0 BblgesieHUn K YHNYTOXKEHUIO OOKYMEHTOB, HE noaneXxawunmx XpaHeHWUo, XpaHATCA
MOCTOAHHO B Aesie hoHAa.
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28] BkntovatoTcs B CI/[, ecnv NoCTYNUBLUNA AOKYMEHT NOAMNUCAH YCUIEHHOW 31eKTPOHHOM NOANUCHIO.

29] Yka3 lMpe3uaeHTa Poccuiickon ®epepaumn oT 28 mapTa 2011 r. Ne 352 «O Mepax Mo COBEPLUEHCTBOBAHMWIO OPraHM3auum UCNOJHEHNS MOPYyYeHUIA
1 ykasaHuin MpesnpeHTta Poccuinckon ®epepaunm» (CobpaHme 3akoHopaTenbcTBa Poccuinckon depepaumm, 2011, Ne 14, cT. 1880).

[30] CtaTbs 191 MpaxpaHckoro kopekca Poccninckon ®epepaunn (CobpaHue 3akoHonaTenbcTBa Poccunckon ®depepaumm, 1994, Ne 32, cT. 3301;
2019, Ne 12, cT. 1224).

[31] CtaTbs 193 MpaxxpaHckoro kopekca Poccninckon ®epepaunn (CobpaHue 3akoHonaTenbcTBa Poccunckon ®epepaumm, 1994, Ne 32, cT. 3301;
2019, Ne 12, cT. 1224). B henepanbHbiX OpraHax UCNOJHUTENbHOM BNacTU, B COOTBETCTBUN C NYHKTOM 6.1.1 TunoBoro pernameHTa B3aMMoaencTens
enepanbHbIX OPraHoOB UCMONHNTENILHOWN BNACTW, YTBEPXKAEHHOro noctaHosneHnem Ne 30, eCiv NOCNeAHNIA fleHb CPOKa UCMOJIHEHNA NOPyYeHUs

npnuxoonTca Ha Hepa60~1|m71 O€eHb, OHO NOAJIEXXUT NCNONHEHWIO B NPeaLecTBYIOWNn emy paﬁoqwh AeHb.

32] Yka3 Mpe3uaeHTa Poccuiickon ®epepaumn oT 17 anpens 2017 r. Ne 171 «O MOHUTOPUHTE 1 aHan3e pe3yibTaToB pacCMOTpeHns obpalleHnia
rpakaaH n opraHusauun» (CobpaHne 3akoHoaaTenbcTBa Poccuiickon ®epepaumm, 2017, Ne 17, cT. 2545). Hdopmaunio o pesynbTaTax
paccMoTpeHus obpalleHnin rpaxaaH 1 opraHvu3aunii NpeAcTaBAsioT TakxXe opraHbl MECTHOMO CaMoyrpaB/ieHNs, rocy4apCTBEHHbIE U

MYHWLMNANbHbIE YYPEXAEHUS, NHbIE OPraHN3aLMK, OCYLLECTBASAOLME NYBINYHO 3HAaYUMbIE PYHKLUN.

33] MyHKT 1 cTaTbk 23 GenepanbHOro 3akoHa oT 22 okTabps 2004 r. Ne 125-03 «O6 apxvBHOM Aene B Poccuinckonh depnepauunmn» (CobpaHune
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MpaBuna aenonpoMsBOoACTBa B rocyAapCTBEHHbIX OpraHax, opraHax MecTHOro camoynpas,
OnybankoBaHo Ha canTe PepepanbHoe apxmeHoe areHTCcTBO (https://archives.gov.ru)

3aKoHopaTenbcTBa Poccunckon depepaumnum, 2004, Ne 43, cT. 4169; 2018, Ne 1, cT. 19).

[34] NpunoxxeHns Ne25, Ne 26 K MNpaBnnam opraHn3aumnm XpaHeHNs, KOMIMJIEKTOBaHNS, y4eTa U UCMO0JIb30BaHUA AOKYMEHTOB ApXMBHOro hoHAa
Poccuiickon ®epepaumm 1 Apyrux apxmBHbIX SOKYMEHTOB B OpraHax rocyAapCTBEHHON BAACTW, OpPraHax MeCTHOrO CaMOymnpaB/ieHNs, OpraHu3aumsax,
YyTBEPXXAEHHbIM NpuKa3oMm MuHncTepcTea KynbTypbl Poccninckon ®epepaunm ot 31 mapTa 2015 r. Ne 526 (3apeructpupoBaH B MUHuUcCTEepcTBe
rocTuummn Poccuiickonn ®epepaumn 7 ceHTabps 2015 r., pernctpaunoHHbin Ne 38830; OdurunanbHbii MHTEPHET-NopTan NpaBoBoi MHGopMaumn

http://www.pravo.gov.ru [2], 10 ceHTa6psa 2015 r.).

35] B opraHax MecTHOro camoynpas/ieHns AonycKkaeTcsa pa3pa60TKa HOMeHKNaTyp Aen MYyHKUNOHANbHOro Tuna, cucteMmaTmsaumsa LOKYMEHTOB B

KOTOPbIX OCYLLEeCTBNAETCA B COOTBETCTBUU C HanpaB/eHNAMU OeATeNIbHOCTW.

36] MprMepHoe NonoxxeHne 06 3KkCNepTHO-NPOBEPOYHON KOMUCCUN (helepasibHOro rocyAapCTBEHHOI0 apX1Ba, YTBEP)KAEHHOE NMpuKasom
depepanbHOro apxXnMBHOro areHTcTBa oT 13 uioHa 2018 r. Ne 62 (3apernctpupoBaH B MuHucTepcTse ocTuunm Poccuiickon ®epepaumm 15 nioHs

2018 r., peructpaumoHHbii Ne 51357; OduumanbHbIi MHTEPHET-NopTaa NpaBoBon MHdopMaunn http://www.pravo.gov.ru [2], 7 aBrycta 2018 r.).

37] MprMepHOoe NonoxxeHne 06 3KCNepTHO-NPOBEPOYHON KOMUCCUW YNOJIHOMOYEHHOIO OpraHa UCMONHUTENbHOM BNacTn cybbekTa Poccuiickoi
depnepaumn B chepe apxMBHOIo Aesa, yTBepXaeHHoe rnprnkasom denepasibHOro apxXmMBHOro areHTCcTBa OT 13 uioHa 2018 r. Ne 63 (3aperncTpupoBaH B
MuHuncTepcTBe tocTuumm Poccninickon ®epepaunn 6 asrycta 2018 r., pernctpaumoHHbii Ne 51794; OdurunanbHbI MIHTEPHET-NopTas NpaBoBOMN

MHopmaumum http://www.pravo.gov.ru [2], 7 aBrycTta 2018 r.).

38] MyHKT 4.18. Npasnn xpaHeHns 2015 r.

[39] B cooTBeTCTBUYM C MepevyHeM TUMOBbIX YNPaBieHYECKMX apXUBHbIX OKYMEHTOB, 06pa3yoLmXCcs B NpoLecce AeaTeNbHOCTY FroCyAapCTBEHHbIX
OpraHoB, OPraHoB MeCTHOr0 CaMOyMnpaBEeHNS N OPraHM3aLmnii, C yKa3aHneM CPOKOB XpPaHeHWs, YTBEPXKAEHHbIM NPNKa3oM MUHMCTepCTBa Ky bTypbl
Poccuiickon ®epepaumm ot 25 aBrycta 2010 r. Ne 558 «O6 yTBepxaeHMM MNepeyHs TUNOBbLIX YNpaB/ieHYeCKUX apXMBHbIX OKYMEHTOB, 06pa3yoLmnxcs
B npoLecce feATeNbHOCTU roCyJapCTBEHHbIX OPraHoOB, OPraHOB MECTHOrO CaMOoynpaB/ieHNA 1 OpraHn3aLmnii, C yka3aHMeM CPOKOB XpPaHEHNsA»
(3aperncTpupoBaH MMHUCTEPCTBOM OCTULMKN Poccuiickon ®epepaummn 8 ceHTabps 2010 r., pernctpaumoHHbii Ne 18380), ¢ nsmeHeHmamu,
BHECEHHbIMUN NMprnkKa3oM MnHnUCcTepcTBa KynbTypbl Poccuiickon ®epepaumn oT 16 depansa 2016 r. Ne 403 «O BHeceHUN nsMmeHeHun B NepeyeHb
TUMNOBbIX YNPaBJIeHYE€CKUX apXMBHbIX fOKYMEHTOB, 06pa3yowunxca B npoLuecce AesTelbHOCTY roCcy4apCTBEHHbIX OPraHOB, OPraHOB MeCTHOro
camMoyrnpaBJ/IeHUs N OpraHn3aunii, C yKkasaHWeM CPOKOB XpPaHeHWs, yTBepXXAeHHbI Npuka3oMm MrHUCTepcTBa KynbTypbl Poccuiickon ®epnepaumm ot

25 aBrycta 2010 r. Ne 558» (3apernctpuposaH MUHNCTEpCTBOM tOCTULNN Poccuinckon Penepaumm 15 mapta 2016 r., pernctpaumoHHbii Ne 41414), k
aAMUHUCTPATUBHO-X0351MCTBEHHON AeSTENbHOCT OTHOCATCS BONPOChI N0 COBMI0AEHMIO NPaBW BHYTPEHHEro pacrnopsaka, aKCnayaTaunm cny>xebHbix

30aHUIA, TPAHCNOPTHOMY 06CNyXXMBaHWIO, BHYTPEHHeR cBA3n, obecnevyeHnto 6e30nacHOCTY opraHn3aumni.
[40] NpunoxxeHns Ne 23, Ne 24 Kk MNpasunam xpaHeHns 2015 r.
[41] NpunoxeHne Ne 21 Kk MpaBunam xpaHeHus 2015 r.

Oony6nukosaHo: 10.01.2020, nocneaHee nameHeHune: 23.06.2020

MUcTouHuUK: https://archives.gov.ru/documents/rules/office-work-rules-gos.shtml

CcbKu:

[1] https://archives.gov.ru/documents/prik71 _2019.shtml
[2] http://www.pravo.gov.ru

[3] https://archives.gov.ru/taxonomy/term/56
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