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OG6 yTBepkaeHHR
ITpaBun 1€/I0NPOA3BOICTBA B rOCYAapCTBEHHBIX OPraHax,
Opranax MecTHOTO CaMOYNpaBJIeHHS

B coorBerctBHu ¢ mommyHkToM 3 myHkTa 6 Ilonoxenns o QenepasbHOM
apXHBHOM areHICTBe, yTBepxIeHHoro YxasoM [Ipesunenta Pocculickoil ®enepainun
ot 22 mona 2016 roga Ne 293 «Bompocsl PenepanbHOTO apXMBHOTO areHTCTBaY
(Cobpanue 3akoHomarenberBa Poccuiickoi ®eneparyu, 2016, Ne 26, ct. 4034; 2018,
No52,cr.8239), npuKka3biBalio:

1. VrtBepauts TpujIaracMele IIpaBuna JIeTIONPON3BOJICTBA B
roCyJapCTBEHHBIX OpraHax, OpraHaxX MECTHOTO CaMOYIIPaBIIeHHS.

2. Hacrosaummii mpuka3 BCTYHAeT B CHIYy C MOMEHTa BCTYIUIGHHS B CHILY
nocraHoBneHus IIpasuTenscTBa Poccutickoll @enepanyi 0 NpU3HAHKUE YTPATHBIIIM
cuy myHKTa 1 mocranopnenus [Ipasurensctsa Poccuiicko#t @enepanmu ot 15 mons
2009 r. Ne 477 «O6 yrBepxaeHuu IIpaBun AeNONpousBoACTBa B (edepalbHBIX
OpraHax MCIIOJHHTEIbHOM BIACTHY.

PykoBOZHUTENH AH. Aprzos


https://www.mosexp.ru

YTBEPXIEHbI

MPHKA30M
DenepalbHOrO apxUBHOTO areHTCTBA

ot 22 mas 2019 1. Ne 71

l'[paBlma [eJIONPOU3BOACTBA
B rocy1apcTBeHHLIX OPraHax, opraHax MeCTHOr0 CaMOyINpaBJICHUS

I. OGmue MOJI0XKEHUS

1.1. IlpaBuna [eIONPOU3BOACTBA B TOCYJApCTBEHHBIX OpraHaxX, OpraHax
MECTHOTO caMoyIpaBieHus (manee — IIpaBuia RelONpPOH3BOACTBA) pa3spaGoTaHb
B COOTBETICTBHM C NOAmyHKTOM 3 mnyHkta 6 Ilomoxenus o ®ezepamsroM
apxXMBHOM areHTCTBE, yTBepXKAeHHOro VYkasoM [Ilpesunmenta Poccuiickoit
Denepaupnn  oT 22 mrons 2016 roma MNe293  (CobpaHue 3aKOHOZATENBCTBA
Poccuiickoit ®eaepanun, 2016, Ne 26, ct. 4034; 2018, Ne 52, ct. 8239).

1.2. TIpaswia JIeNONPOU3BOACTBA pazpaboTaHsl B Lenax
COBEpIISHCTBOBAHHS JeJIONPOU3BOACTBA H IOBBIMIEHNA 5P(PeKTHBHOCTH paboTHI
C IOKyMEHTaMH IIyTeM perjaMeHTaluH Ha €AWHOH IpaBOBOHM OCHOBE IPABUI
CO37IaHKs NOKYMEHTOB, TEXHONOIHMii paGOTHl C HMMM, OpraHH3aLHMK TEeKyLIEro
XpaHeHusi JOKYMEHTOB M TIIOATOTOBKM K Iiepefaye B apxHB oOpraHa
TOCYNapCTBEHHOM BIIACTH, OpraHa MECTHOTO CaMOYIIPaBICHHMS.

1.3. [JleiictBue IlpaBun  JenonpoM3BOACTBA  paclpOCTPaHACTCS  Ha
benmepanbHble  OpraHbl  FOCYyIapCcTBEHHONW — BIAacTH, WHBIE (elepaTbHble
rOCYZapCTBEHHEIE OpraHbl, OpraHsl TOCYIAPCTBEHHOW BIACTH M  HHEIE
roCyIapCTBEHHBIe OpraHel cyobekToB Poccuiickoit denepaniu, opraHsl MECTHOTO

caMoyupaBlleHMs (Zalee — TOCYHapCTBEHHBle OpraHbl, OpraHbBl MECTHOrO
CaMOYIIpaBIIeHUs).
1.4. TpeGoBanus ITpaBun JIETOTIPOU3BOLCTBA TIPUMEHSIOTCS

K GyxranTepckoll, KafApoBoH M ZApyroif CHELHANbHOH AOKYMEHTAallMHd B 4YacTH
o0mux MPUHIMIOB PaboTHl ¢ JOKYMEHTaMM, a4 TAKKe IOATOTOBKH AOKYMEHTOB
K nepejiaue Ha apXUBHOE XpaHEeHHe.
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1.5. Jeiicteue IlpaBun jenonpom3BojCcTBA He pacNpOCTpaHSETCS Ha
OpraHH3aIMIO PabOTHL C JOKYMEHTaMM, COJIEPXKAIFIMHU CBEAEHHMS, COCTABIISIONIHE
FOCYIapCTBEHHYIO TaliHy.

1.6. Ilopsgok  paccMoTpeHHMs  oOpamieHWid  rpaxzgaH  Poccuiickoi
Oenepanuy, HWHOCTPAHHBIX TIPaXAaH, JHIl 0e3 rpaxIaHCTBa, OObeAMHEHUIT
rpax<aaH, B TOM YHCIE IOPHIMYECKHX JIHMI (fjaee — oOpallleHHe rpa’kKJaHhHa,
OpraHU3alliM), U BeJleHHE JICNIONPOU3BOACTBA IO OOpaIlleHHSAM TpaxiaH,
OpraHM3alMil YCTaHABIMBACTCA B TOCYJapCTBEHHOM OpraHe, OpraHe MECTHOTO
caMOyMpaBiIeHUus B COOTBeTCTBHH ¢ PejepansHbiM 3ak0OHOM oT 2 Mas 2006 r.
Ne 59-®@3 «O mopsgke paccMoOTpeHusi oOpauieHuit rpaxaad Poccuiickoii
(Dez[epaunﬂ»l.

1.7. Opranusanust paboTHl ¢ 3aNpOCaMH IOPHAUIECKUX U (PH3MUIECKUX JIHIL
B I'OCYIapCTBEHHBIH OpraH, OpraH MeCTHOTO CaMOYTIPaBJIeHHS O NpeJOCTaBlIeHHH
uHGOPMAUH O JESTeTBHOCTH 3TOTO OpPraHa OCYIIECTBIAETCA B COOTBETCTBHU
¢ OepepanbHBIM 3aKOHOM OT 9 deBpamst 2009 . Ne 8-®3 «O6 obecneueHun
JIOCTyIIa K MHQOpPMALUH O AEATEIHOCTH IOCYAapCTBEHHBIX OPraHOB H OPraHOB
MECTHOTO CAMOYIIPABIEHHUs .

Opranusauns paboThl €  3ampocaMH  TpakJaH W OpraHM3aiMii
O MPENOCTABICHUN TOCYAapCTBEHHBIX, MYHHUIMIIANBLHBIX YCIYT OCYIIECTBIIAETCS
B coorBeTcTBHH ¢ DemepanbHeiM  3akoHOM oOT 27 mioma 2010 r. Ne 210-03
«O06 opraHm3ai  [pPeNOCTaBIeHHs TOCYAapCTBEHHBIX W  MYHHIHIIATBHBIX
ycnyr»3.

1.8. Ha ocuoBe IIpaBun menonpoHn3BOACTBA B TOCYAapCTBEHHBIX OPraHax,
OpraHax MeECTHOrO CaMOyTpaBleHus paspabarbiBaeTcss HHCTPYKIHS IO
JIeTIONPOU3BOJICTBY, YTBepIK/iaeMasl IPaBOBBIM aKTOM roCyIapCTBEHHOTO OpraHa,
opraHa MECTHOTO CaMOYTpaBieHHs (Hajiee — HHCTPYKIHA 1O JeJIONpPOU3BOACTBY)
[10CIIE €€ COrNIaCcOBAHMHS :

! @enepanbubiit 3akon oT 2 mas 2006 1. Ne 59-®3 «O mopsjike paccMOTpeHHs OGpalieHHH IpaxaaH
Poccutickoit Denepaiuu» {Cobparue 3akoHomatensctsa Poccuiickoii Meneparmm, 2006, Ne 19, cr. 2060;
2018, Ne 53, cr. 8454) (nanee — GenepanbHsiii 3akoH Ne 59-D3).

2 ®enepansubiii 3akon ot 9 pespans 2009 . Ne 8-03 «O6 ofecrieueHnn pocTyna K uHGOPMALMH O
JICATENLHOCTH TOCY/ApCTBEHHBIX OPraHOB M OPraHOB MeCTHOro camoympaenenus» (Cobpanue
3aKoHOJaTeNbCTBAa Poccmiickodi @emepauwm, 2009, Ne 7, cr. 776; 2018, Nel, ct. 7) (manee —
®enepanbHeiit 3akoH Ne 8-D3).

 QenepanbHeit 3akoH or 27 mong 2010r. Ne210-®3 «OG  OpraHHsauMM  MpPEAOCTABIEHHUS
roCyJapcTBEHHBIX M MyHULHMaIbHbIX yciyr» (Cobpanue 3akoHomatensctsa Poccuiickoit Demepariuy,
2010, Ne 31, c1. 4179; 2019, Ne 14, cT. 1461).

* Ilynxr 4.8 TIpaBui OpraHM3alli¥ XpaHEHHs, KOMIUVIEKTOBAHHS, YYeTa H HCIONB30BAHHA JOKYMEHTOB
ApxusHoro ¢ouzma Poccuiickoif ®enepalu B JpyrHX apXHMBHBIX TOKyMEHTOB B FOCYAapCTBEHHBIX M
MYHHLUOATGHBIX aPXHBAX, My3edX M OHONHOTEKaX, HayqHBIX OPraHU3ALMAX, YTBEPX/ICHHBIX MPHKA3OM
MuskynasTypst  Poccum or 18 sHpaps 2007r. Nel9 (manee — Ilpauna xpanenus 2007 r.)
(3apeructpuposad MumiocToM Poccun 6 mapra 2007 r., peructpaupoHsslii Homep 9059, «Bromierens
HOPMATHMBHbBIX aKTOB (heiepalbHBIX OPraHOB HCTOJHUTENHOM BnacTw» oT 14 mas 2007 r. Ne20), ¢
M3MEHEHUAMM, BHECEHHBIMM mNpuka3oM MuukyaeTypel Poccum ot 16 despana 2009 r. Ne 68
(sapeructpuposan Munioctom Poccuu 5 mas 2009 r., peructpaumonnbii Homep 13893, «Poccuiickas
raseta» ot 20 mas 2009 r. Ne 89).
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(elepanbHEIM OpPraHOM TOCYHapCTBeHHOM BIIACTH, WHBIM (pesepaabHBIM
rOCYJapCTBEHHBIM OPraHOM — C YIOJHOMOYCHHBIM (efepaibHEIM OpraHoM
HCTIONHUTEIHHOM BIIACTH B cpepe apXMBHOTO Jiea U JeJONPOU3BOICTBA;

OpraHoM TroOCyHapCTBEHHOH BIacTH M HHBIM TOCY[ApCTBEHHBIM OPraHOM
cybonsekra Poccuiickoii @Denmepauuy, OpraHOM MECTHOTO CaMOYINpPAaBIEHHS —
C YIONHOMOYEHHBIM OpPraHOM HCIOJHHTENbHON BiIacTH cyOwbekTa Poccuiickoit
Qenepanuy B chepe apxXyBHOIO JeNa WIH FOCYJapCTBEHHBIM (MYHHIUIAILHBIM)
apXHBOM B COOTBETCTBHH C IIPEJOCTABICHHBIMH €My ITIOJJHOMOYHAMH.

1.9. B opraHax WCHONHHTENbHOM BiIacT cyO0bexkToB Poccuiickoit
Odenepamy, OpraHaXx MECTHOTO CaMOYIPAaBICHHS, HCIOIL3YIOINX €IHHYIO
CHCTEMY 3JIEKTPOHHOTO TOKyMeHTooGopoTa (manee — COJI), MokeT mpruMeHATHCS
HHCTPYKIOHSA IO JeNONPOM3BOJCTBY, YCTAaHABIMBAIOLIAs €JUHBIA ITOPSIIOK
JIeJIOTPOU3BOACTBA B OpraHaX MCIIONHHTENIBHOH BIacTH cyOBekToB Poccuiickoit
®eepanuy 1wy OpraHaX MECTHOTO CaMOYyIIpaBJIeHHS.

1.10. OTBETCTBEHHOCTh 3a OpPraHU3ALHMIO, COCTOSHME [EJIONPOU3BOJCTBA
U cobmonenre TtpeboBanmit IlpaBun xeNOMPOU3BOACTBA B IOCYJApCTBEHHOM
opraHe, OpraHe MeCTHOIO CaMOYIIPaBIEHMS BO3JIaTaeTcs Ha €ro PyKOBOIMTEIL
00 Ha THIIO, UCHOJHSIONIee ero 0043aHHOCTH.

1.11. Opranu3zanusi, BeIeHHEe U COBEpIIEHCTBOBAHUE ACIONPOU3BOACTBA Ha
OCHOBE €IVMHOH NONUTHKH W TPUHIWIOB, NPHMEHEHHE COBPEMEHHBIX
HH(QOpPMaMOHHEIX TexHONoru#i B paboTe ¢ HOKyMEHTaMH, METOAHYECKOe
PYKOBOICTBO H KOHTPOJNb COOJNIONCHHUS YCTAaHOBJISHHOro MOpsJKka paboTs
¢ JIOKYMEHTaMH B IoCyJapCTBEHHOM OpraHe, opraHe MeCTHOIO CaMOYIIPaBJICHHS,
BO3JIaraeTcs HAa CTPYKTYpHOE IOfpa3/ieNieHne, HCHONHsmollee (YHKIMH II0
BEJIEHUIO JenonpousBoacTea (manee — Ciyx06a nenompoussoactBa). Ilpu ero
OTCYTCTBHUH OOS3aHHOCTH IO BeJEHHWIO JEJIONPOU3BOACTBA B rOCYAapCTBEHHOM
oprale, oprane MECTHOIO CaMOYIIPABICHHS BO3JIATalOTCS HA TOCYAAapCTBEHHOIO
(MyHHLIUIIUJIBHOTO) Cily>Xamero (paboTHuka).

BelleHue HeNONPOM3BOACTBA B HHBIX CTPYKTYPHBIX IOApa3JeiCHIUIX
rOCy/JapCTBEHHOTO OpraHa, OpraHa MeCTHOIO caMOYIpaBIICHHs BO3JaraeTcs Ha
TrOCYJApCTBEHHBIX  (MyHMIMIANBHBIX)  ClOyXamux (pabOTHHKOB)  JaHHBIX
CTPYKTYPHBIX NOJApa3feieHuii rocyJapCTBEHHOIO OpraHa, opraHa MECTHOTO
camoymnpasiieHus (Aaiee — IeTONPOU3BOAUTEINE IOPa3AeIICHHS).

B TeppuTOpHATBLHEIX OpraHax (emepanbHOTO TOCYJApCTBEHHOIO OpraHa
B cyOpektax Poccuiickoit ®epepauun u  opraHax, IOJBEIOMCTBEHHBIX
rocygapcrBeHHOMY opraHy cyobekra Poccuiickoii Depmeparuu, opraHu3aIus
Y BeJIeHHe NEJIONPOU3BOACTBA OocyIecTBILIOTes Ciry:kOoit eNonpou3BOACTBA UK
rocyJapCTBEHHEIM CiyxamuM (paboTHHKOM), Ha3HAYEHHBIM OTBETCTBEHHBIM 3a
BeJIcHHE JIeNOIPON3BOJICTBA MPaBOBBIM aKTOM COOTBETCTBYIOLIETO
rocyIapCTBEHHOIO OpraHa.
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1.12. Cmyx6a menomnpou3BoacTBa JEeHCTBYeT Ha OCHOBAaHHM MOJOXXEHUS
0 Hell, yTBepXKIaeMOTro pYKOBOAMTEIEM TOCYJapCTBEHHOr0 OpraHa, oOpraHa
MECTHOTO CaMOYIpaBlIeHHMS H ompelensiomiero HauMeHoBaHHe CiIy>xObt
NIeTOTIPOU3BOACTBA, €€ CTPYKTYPY, 3a1auH U $HyHKIHH.

JomxHaocTHEIe 006s3aHHOCTH crHeluaniucToB CiyxOBl JeTompOU3BOACTBA
U JIeTIOTIpOU3BOAUTENICH MOApasfieNicHuii rocydapcTBEHHOrO OpraHa, OpraHa
MECTHOIO CaMOYIpPaBie€HUs YCTaHABIUBAIOTCS JAOJDKHOCTHBIMHU perJIaMeHTaMH
(TOTDKHOCTHBIMH UHCTPYKIUSIMH).

1.13. Ha mepuox OTHyCKa, KOMAaHIUPOBKH, B ClIydae YBOJIBHEHHS
U mepeMerieHusd  (mepeBofa)  paGOTHHKH — CTPYKTYPHBIX — IOIpasielieHui
rOCY/IapCTBEHHOrO OpraHa, 0praHa MeCTHOTO CaMOyIIpaBlieHus 00s3aHbl epeaaTh
BCe HaxONAIIMEeCSs Y HUX Ha MCIOJHEHHH IOKYMEHTHl METONPOH3BOAUTEIO
HOZpa3fie/ieHus WM HHOMY pabOTHHKY MO YKa3aHHMIO PYKOBOIMTENS
NOZIpa3/ie/ieHHs ¢ COOTBETCTBYIOLIEH OTMETKOW B YUeTHRIX ¢(opmax, a Jeina,
MOJIyYEHHBIE BO BpeMeHHOE IIOJIb30BaHME M3 apXHBa FOCYJ[APCTBEHHOI'O OpraHa,
opraHa MeCTHOT'O CaMOYINpAaBJIeHUS, BO3BPALIeHE B apXUB.

ITpu cMeHe neNONPOM3BOANTENS OAPA3AEIeHHs COCTARIIETCS aKT MpreMa-
nepenavyy JOKYMEHTOB H Jell.

1.14. TocymapcTBeHHbIE CUyXalllie H pPabOTHHKH TrOCYyIapCTBEHHOTO
opraHa, opraHa MeCTHOIO CaMOYTIPaBJICHHA JOJDKHBI OBITh O3HAKOMIICHBI
C HHCTPYKIMEHl MO JENONpOM3BOACTBY M HHBIMH HOPMATHBHBIMH aKTaMH,
YCTAHABAHBAIOIIUMH IOPAZOK paboTBl C JOKyMEHTaMH B roCyJapCTBEHHOM
opraHe, OpraHe MECTHOTO CaMOYTIPaBIICHHUS.

1.15. ConepxaHne CiyXeOHBIX IOKYMEHTOB (IIPOEKTOB HOKYMEHTOB) HE
MOMJIEXHT PAasTIIAlICHHIO, 32 WCKIIOYCHHEM O0OmefocTymHoi HHbpopManmm
O AEATENBHOCTH TOCYAApCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIIpaBJIeHHS,
OpeNOCTABIsAEMOli  HEOrpaHHYeHHOMY  KpyTy JHIl B COOTBETCTBHH
¢ 3aKOHOJaTeNbCTBOM Poccuiickoit denepanu’.

II. ToxyMeHTHpOBaHHE YIPABICHIECKOH AEATEIBHOCTH

2.1. Cocras JOKyMEHTOB, obpasyromuxcs B IeATENBHOCTH
rocyIapCTBEHHOTO OpraHa, OpraHa MECTHOIO CaMOYIPABICHHS ONPENeNAeTC €T0
TOJHOMOYHSAMY,  KPYyroM  BBINOJIHAEMBIX  FOCYJapCTBEHHBIX  dyHKumi
U [PEJIOCTABIISIEMBIX FOCYAapCTBEHHBIX YCIYT, MOPSAKOM pa3pellieHHs BOIPOCOB,
00BEMOM H XapakTepoM B3aWMOCBA3¢H C MHEIMH rocyJapCTBEHHBIMH OpPTaHaMHu,
OpraHamMH MeCTHOrO CaMOYIpaBJieHHs, OPraHU3aLFsIMH, TPAXIaHAMH.

° denepanshbie 3akoHsl Ne 8-®3, ot 22 nekabps 2008 r. Ne 262-®3 «O6 obecneuennu A0CTYna K
wHQOpMaUMH © JesTenbHOCTH cynoB B Poccuiickoit Pemepamum» (Cobpanue 3aKOHOHATeNbCTBA
Poccuiickoit ®enepaunn, 2008, Ne 52, c1. 6217; 2018, Ne 1, cT. 7).



2.2. B rocymapcTBeHHOM oOpraHe, OpraHe MECTHOTO CaMOYIpPaBICHHS
CO37al0TCsl TOKYMEHTBI Ha OYMa)XKHOM HOCHTENe, SJIeKTPOHHBIE JOKYMEHTHI
W JIEKTPOHHBIE KOINMHM JOKYMEHTOB, ITONyYeHHBIE B pe3ylbraTe OLM(POBKU
(HanpuMep, CKaHMPOBaHHSA) JOKYMEHTOB Ha OyMaXKHOM HOCHTEJE.

2.3. C3J], ucnoms3yeMsle B (elepalbHbIX OpraHax HCHOJHHTEIbHOH
BACTH,  [OOJDKHBI ~ COOTBETCTBOBATH  (QYHKIMOHANBHBIM  TpeGOBaHHSM,
YCTaHOBJIEHHBIM YIIOIIHOMOYEHHBIM (eliepaibHBIM OpraHOM HCIIOJHUTENbHON
BJIACTH B Chepe apXHBHOIO Je/a U AeONpOM3BOACTBA’.

2.4. JIokyMeHTBl  TOCYAapCTBEHHOIO  OpraHa, OpraHa  MeCTHOIO
CaMOyIIpaBlieHUsT MOTYT CO3/aBaThCi U XPaHUTHCS HCKIIOYHTENHHO B ¢opMe
JNEKTPOHHBIX JOKYMEHTOB BHE 3aBHCHMOCTH OT CpPOKOB HX XpaHEHHs, €Cld
XpaHeHHe U©X B (OpME  OJIEKTPOHHBIX  JIOKYMEHTOB  MPEAyCMOTPEHO
3aKOHOJAaTeIbHEIMH akTaMu Poccuiickoit @epepanuu I HOPMAaTHBHBIMH
MIPABOBEIMH aKTaMH YIOMHOMOYEHHOTO (elepalbHOTO OpraHa HCIIONHHTeNbHOH
BIIACTH B c()epe apXUBHOIO JeJIa i JeJIONPOU3BOJICTBA.

[lepeueHp BHIOB HOKYMEHTOB, 0Opa3yIOLIHXCSA B IpOLeCCe AESTEIbHOCTH
(ellepanbHEIX OpPraHOB HCIOJHHUTENBHOM  BIAacTH, CO3NaHHe, XpaHEeHUe
U HUCIIONG30BAHUE KOTOPHIX JOJDKHBI OCYIIECTBISThCS B (DOpME DIEKTPOHHBIX
JOKyMEHTOB IpH OpraHu3aldd BHYTPEHHEH JAEATENBbHOCTH, MOJJICKAT
COTJIacOBaHMI0 C  (eAepaybHBIM  OpPraHOM  HCIOJHHUTENBHOH  BJAcTH,
YITOTHOMOYEHHBIM B C(epe apXHBHOTO JieNia H AeTONpOH3BOACTEA -

2.5. JIOKyMCHTH  TOCYAAapCTBEHHOTO  OpraHa, oOpraHa  MECTHOTO
camMoympaBiieHHss  OQOPMJIIIOTCS Ha  ONaHKaX ¢ BOCHPOHM3BEACHUEM
TI'ocynapcrBenHoro repba Poccuiickoi (I)enepauuus, repba (repaJbaUYecKOro
3HaKa) cyosexTa Poccuiickoit @eepaniiii B COOTBETCTBUH C 3aKOHOJATENBECTBOM
cy6bektoB Poccuiickoit ®enepanun, repba (repajibIHYecKOro 3HaKa) opraHa
MECTHOTO CaMOYNpPAaBIE€HHS B COOTBETCTBHHM C MYHHLUNANBHBIMH IPABOBBEIMHU
aKTaMy, Ha jucrax Oymaru gopmara A4.

2.6. BraHKM HOKYMEHTOR TOCYJapCTBEHHOIO OpraHa, OpPraHa MECTHOTO
CaMOYIPaBIIeHHs  pPa3pabaTHIBAIOTC B COOTBETCTBHH C  TpeOOBaHHAMH,
YCTaHOBJIEHHBIMH HallMOHAJIBHBIM CTaHAAPTOM Ir'OCT P 7.0.97-2016°

¢ IMoanyukt 4 mynkra 6 [onoxxenus o Pocapxuee.

7 AG3an 12 nmoamyskra 4 ynxta 9 Ykasa Ilpesupmenta Viasom [Ipesumenta Poccuiickoii Mepepaumun
or 22 wmions 2016 roma Ne 293 «Bompoce ®enepansHoro apxupHoro areHrcrsa» (CobpaHue
3akoHoaarenscTea Poccuiickoii @epepanun, 2016, Ne 26, cr. 4034; 2018, Ne 52, cr. 8239).

® Mocranosnesue Ipaputensctea Poccuiickoii Oegepaumu ot 27 mexabps 1995r. Ne 1268 «O6
YHOPAAOYEHUH W3rOTOBNMEHHS, HCHOJb30BaHMHSA, XPaHeHWA H YHHYTOKEHHs TNeuareli W GraHKOB
¢ BocrpousBefendeM I'ocyaapcreeHHOro rep6a Poccuiickoit @enepamun» (CoGpaHue 3aKOHOAATENbCTBA
Poccuiickoii Qepeparuu, 1996, Ne 2, ct. 123; 2018, Ne 13, ct. 1808).

® Pasnen 6 «bnamku nokyMentoB» I'OCT P 7.0.97-2016 «Cucrema cranaaprop mo uHdopMmaLud,
6ubmuoTeuHOMy M U3ZaTeNbCKOMY fiey. OpraHM3alHOHHO-PACTIOPAAMTENbHAS NOKYMEHTAI[HA.
TpeGosanus k odopmieHHIO 1oKyMeHTOB» (¢ M3menenuem Ne 1). — M.: Cranpaprundopm, 2018 (nanee
—TOCT P 7.0.97-2016).



U YTBEPXKHAIOTCA B COCTaBe MHCTPYKIHHM MO JEIONPOM3BOACTBY HIIH HPABOBHIM
aKTOM rocyfapCTBE€HHOIr0 Oprana, oprana MECTHOIo CaMOyIIpaBJICHHA.

2.7. CocraB peKBH3UTOB JOKYMEHTOB, CO3JaBaeMBIX B [OCYJapCTBEHHOM
opraHe, opraH¢ MeCTHOTO CaMOYIIPaBICHHs, MpaBuila HX OpOpMIIEHHs, pasMepsl
CIy)XeOHRIX mojell Ha JOKYMEHTEe M TpeOOBaHHMsA K CO3HaHUIO [OKYMEHTOB
YCTaHaBIMBAIOTCA HHCTPYKOHEH II0 JEJONPOH3BOACTBY TOCYJapCTBEHHOrO
opraHa, opraHa MECTHOTO CAMOYIIPABJICHHS B COOTBETCTBUH C MOJIONKEHHSIMU
I'OCT P 7.0.97-2016".

2.8. DnexTpoHHble MAabNOHBI (YHA(UUHAPOBaHHBIE (GOPMEI) JIOKYMEHTOB,
UCIIONIb3yeMbIE IIPU CO3aHHU 3JEKTPOHHBIX JOKYMEHTOB, II0 COCTaBY PEKBU3HTOB
JIOJDKHEL GBITH HAEHTHYIHBI JOKyMEHTaM Ha GYMa)KHOM HOCHTENe.

2.9. TIpoexTsl TOKYMEHTOB, NOATOTOBJICHHBIX I'OCYJapCTBEHHBIM OPraHoM,
OpraHoM MECTHOTO CaMOYIIpaBICHHA MOAJICKAT COITIaCOBaAHHIO.

CornacoBanne MpoeKTa NOKYMEHTa B IOCYJapCTBEHHOM OpraHe, oprahe
MECTHOIO CaMOyIpaBleHHs O(hOPMIIIETCS BH30H PYKOBOAHTEN CTPYKTYPHOIO
Hojipa3fielieHus MM HHOTO YIIOJIHOMOUYEHHOTO JOJDKHOCTHOTIO JIMIA.

Ilpoext  nHOKyMeHTa, HMEIOIEr0  IINMTENBHLIH  CPOK  XpaHeHHA
Y MO/IeXaniero MOANUCAaHNI0 (YTBEP)KACHHIO) M TIOCIEAYIONIeMY XPaHEHHIO Ha
OymaKkHOM HOCHTeNle, B cCiydae ero coriacosanmss B COJ, momemaercs Ha
XpaHeHHe B [iel0 BMECTE C JIMCTOM COIJIACOBaHMsA, COCTaBILIOIIUM €ro
HEOTheMIIEMYI0 4YacTh. JIMCT coriacoBaHusi, pacnedataHHbiii n3 COJI, momkeH
conepxaTh CBENCHHA © JaTe ero (OpMHpPOBaHHA H HAUMEHOBAaHHHM CHCTEMBL,
B KOTOPOH NPOBOAMIIOCH YIEKTPOHHOE COIIaCOBAaHHE,

Cornacopanue TIpOeKTa MOKYMEHTa, CO3JAaHHOTO B TIOCYAapCTBEHHOM
opraHe, opraHe MECTHOIO CaMOYMIpaBJieHHSA, C JAPYTMMH ToOCyJapCTBEHHBIMH
opraHami, opraHaMHl MeCTHOIO CaMOYIpaBJIeHHs, OpraHH3alisiMu oQOpMIIseTCs
rpudoM (JIMCTOM) COTIACOBAHMSA, MPOTOKOIOM, IIMCBMOM O COIJIACOBAaHHM, a
TaKk)Ke, B YCTAHOBJICHHBIX 3aKOHOZaTeNbCcTBOM Poccuiickoii Penepanyy ciydasx,
B JopMe 3aKITFOUeHHH, OT3HIBOB, nonpaBOK“.

2.10. TloprotoBieHHBlE, OQGOPMIIEHHBIE H  COIVIAaCOBAHHBIE IPOEKTHI
JOKYMEHTOB TIOAIUCHIBAIOTCSA (yTBEpKAaoTCA) PYKOBOAUTENEM
TOCYOapcTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIPABICHHS WIM HHBIM
YIOJTHOMOYCHHBIM UM JOJXKHOCTHBIM JIULIOM.

10 paspenpr 3 «O6mpe TPeGOBAHHS K CO3NAHMIO JIOKYMEHTOBY, 4 «PEKBHIUTHI JIOKYMEHTa),
5 «Odopmienne pexBusutoB Jokymentos» 'OCT P 7.0.97-2016.

1 Cratbs 26.4 @enepansuoro 3akona ot 6 okTabps 1999 r. Ne 184-03 «O6 06IIEX NPHHLHAIAX
OpraHM3alHM  3aKOHONATENBHBIX  (MPEJCTABUTENBHBIX) M HCHOJHHTENBHBIX  OPraHoB
roCyJapcTBEHHOI BiacTH cyObekToB Poccuiickoil Deneparuu» (CobpaHue 3aKOHOAATENLCTBA
Poccuiickoii ®epepanun, 1999, Ne 42, ct. 5005; 2019, Ne 42, c1. 5801) (ganee — OenepanbHbIid
3akoH Ne 184-03).
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JlokyMeHTBl Ha OyMaXXHOM HOCHTENC MOJMHMCHIBAIOTCS COOCTBEHHOPYYHOM
HOANKCHI0 PYKOBOAMTENS TIOCYAapCTBEHHOTO OpraHa, oOpraHa MeCTHOTrO
CaMOYTIPABIEHHS WM HHOTO YIOTHOMOYCHHOTO UM JOJDKHOCTHOTO JIHIA.

DNeKTpOHHbIE JOKYMEHTEHI, HalpaBllsieMble B TOCYJAapCTBEHHbIE OpPTaHBI
W OpraHbl ~ MECTHOrO  CAMOYTIPABJCHHS,  NOAMHCHIBAIOTCA  YCHIIEHHOM
KBATH(UIMPOBAHHON 3JICKTPOHHON MOANHMCHIO IOJDKHOCTHOTO JiMIja OpraHa
FOCYAapCTBEHHOTO OpraHa, oOpraHa MeECTHOrO CaMOYNpaBIeHHS, ITOPSAOK
NPUMEHEHUs] KOTOopoi#l ycTaHoBieH PenepaibHbIM 3aKkoHOM oT 11 ampens 2011 r.
No 63-03 «O0 >NeKTpOHHOH TOAMHMCH» W HHBIMA HOPMATHBHBIMU MPAaBOBBIMU
axkTamu Poccuiickoit (I)e,uepaunnlz.

B CO 1 rocynapcTBeHHOTO OpraHa, OpraHa MECTHOTO CaMOYTPaBIEHHS MOIYT
HCHONIB30BATECd  CIOCOOBI  TOATBEPXKIEHUS OEHCTBHH ¢ SJICKTPOHHBIMH
JIOKyMEHTaMH, NPH KOTOPHIX HCIONB3YIOTCS WHBIE BHIBI JIEKTPOHHBIX MOAMHCEH
B COOTBETCTBHH ¢ PepepaLHEIM 3aK0HOM Ne 63-@3.

2.11. Ha JOKYMEHTAX, YTBEPXKIaeMbIX MpaBOBBIMH aKTaMH
TOCYIAapCTBEHHOIO  OpraHa, oOpraHa MeCTHOTO  CaMOYNpPAaBIeHHS  HIH
PYKOBOMHUTENEM TOCYJIapCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIpaBIeHHS
(MHBIM YTHOJNHOMOYEHHEIM MM JOJDKHOCTHBIM JIMIIOM), odopMisieTcs TIpud
YTBEDKJCHHS.

2.12. B HEO6XOOUMBIX CIIy4asx COOCTBEHHOPYTHAS ITONUCH PYKOBOAHUTEIL
rOCyHNapCTBEHHOTO OpraHa, OpraHa MECTHOrO CaMOYNpaBI€HHS WIH HHOTO
YIIOJIHOMOYEHHOI'0O KM JHIla 3aBepsAeTcs NeYaThio IOoCYJapCTBEHHOrO OpraHa,
OopraHa MeCTHOTO CaMOYIpaBJlIeHHS C BOCIIPOH3BelecHHeM [ ocyaapcTBEHHOTO
repba Poccuiickoit Penepamuu (repba (repaibauueckoro 3HaKa) cyOBeKTa

12 Crareu 5,6 ®enepanssoro 3akoma ot 11 ampens 2011r. Ne 63-®3 «O6 smekTpoHHO#
moamucu» (Cobpanue 3akononarenscrea Poccuiickoii denepanuu, 2011, Ne 15, cr. 2036; 2016,
Ne 1, cr. 65; 2016, Ne 26, ct. 3889) (nanee — Oenepaibhbiii 3akon Ne 63-D3); mocTaHOBICHAA
IlpaButensctBa Poccuiickoit ®epepamun ot 9 despama 2012r. Ne1ll «O6 anekTpoHHOIM
MOJIUCH, HCIONB3YEMON OpraHaMM HCIIONHHTENFHOH BJIACTH M OpraHaMH MECTHOTO
CaMOYIIpaBJIeHHs [IPH OPraHU3aNHMHU JJIEKTPOHHOTO B3aMMOACHCTBUA MexIy coboi, 0 mopsake
€e HCIOJIb30BaHUA, a TaKkKe 00 yCTaHOBJICHAM TpeOOBaHMM K O0ECHEYEHHIO COBMECTHMOCTH
cpencrs 3MeKTpoHHOM noamuck» (Cobpanue 3aKoHoAaTenscTBa Poccuiickoit ®eneparuu, 2012,
Ne 8, cr. 1027; 2018, Ne 49, ct. 7600); ot 25 mions 2012 r. Ne 634 «O BHEaX 3NEKTPOHHOH
TMOANNACH, HCMONB30BAaHHE KOTOPBIX JONMycKaeTcs TNpH OOpamieHAH 32 IOJydeHHeM
TOCYJJApCTBEHHbIX H MyHHIIANLHBIX ycuayr» (Cobpanme 3akoHOAATeNsCTBAa PoccHiickoi
®denpepanmu, 2012, Ne 27, cr. 3744; 2018, Ne 36, ct. 5623); ot 25 aBrycra 2012 r. Ne 852 «O6
yrBepxaennn [IpaBii HCIIONB30BaHUA YCHIICHHOH KBATH(PHIPOBAHHOM IEKTPOHHOI moqIHCH
TipH OOpaimeHny 3a MOJYHYCHHEM TOCYNapCTBCHHBIX H MYHHIHMINATBHBIX YCAYT M O BHECCHHH
usMeHeHHs B IlpaBuina paspaGoTKM ¥ yTBEpXKACHHS AaIMHHHCTPATHBHBIX PErJIAMEHTOB
mpefocTaBleHuss rocymapcrseHHbix yeiayr» (CoOpanue 3axoHomatenscTBa Poccmiickoi
®enepanun, 2012, Ne 36, ct. 4903; 2017, Ne 44, cr. 6523); ot 25 nexabps 2014 r. Ne 1494
«O06 yTBepkpeHuu IIpaBmn oOMeHa JOKyMEHTaMHM B 3JIEKTPOHHOM BHJE IIPH OPraHH3aLUH
uHpopmaronnoro B3aumozeiictems» (Cobpanme 3akoHomarenscrBa Poccuiickoii ®@enepanun.
2015, Ne 1, ct. 284; 2018, Ne 49, c1. 7600) (nanee — moctanoBnenne Ne 1494).
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Poccuiickoit ®enepauun, repba (repaibau4eckoro 3HaKa) OpraHa MeECTHOTO
caMOYIIpaBIeHUA).

2.13. OcoGeHHOCTH  MOATOTOBKH  OTHENBHBIX  BHJOB  JOKYMEHTOB
YCTaHABIHBAIOTCS HHCTPYKUMEHl 10 JAeJIONPOU3BOACTBY TIOCYAAPCTBEHHOTO
opraHa, opraHa MECTHOro caMoynpaBJICHMSI.

II1. Opranuzanus IOKyMeHToo60poTa

3.1. B mpouecce qoKyMeHTO0060pOTa 00ECIeYuBaeTCs:

TIpHEM U nepBHYHast 06paboTka BXOAAIIMX JOKYMEHTOB;

TIpeABapUTENHHOE PACCMOTPEHHE BXOMAIMX JOKYMEHTOB;

PErucTpalHs BXOJAIINX, HCXOIAMIUX U BHYTPCHHHX JOKYMEHTOB;

PaccMOTpeHHE AOKYMEHTOB PYKOBOJCTBOM;

JIOBEJICHIE JOKYMEHTOB JIO HCIIOJHUTENeH;

MIOJrOTOBKA IIPOEKTOB JTOKYMEHTOB;

COIIaCOBAHUE IIPOEKTOB JOKYMEHTOR;

TOATIMCaHHE IPOEKTOB JOKYMEHTOB;

ompelleNieHHe  MeCTa  XpaHeHHsi JOKyMeHTa (KOMHH  HOKyMEHTa)
U BKJIFOUYEHHE JOKyMEHTa (KOIIMH JOKYMEHTa) B AEO;

00paloTka 1 OTnpaBKa HCXOMAIINX JOKYMEHTOB.

3.2. DnexTpoHHEIH HOKYMEHTOOOO0POT TrOCYAAapCTBEHHOTO OpraHa, opraHa
MECTHOI'O CaMOYIIpaBJIeHUs OCYIIECTBIIeTCs ¢ Henoib3oBanueM COJI.

HudopmauroHrbile CHCTEMBI TOCYJAPCTBEHHOTO OpraHa, OpraHa MecTHOTO
caMoympaBlieHH®, oOOecHeunBalome paboTy ¢ OTHENBHBIMH KOMILIEKCAMM
JIOKyMEHTOB, NOJDKHBI ObITh HHTerpupoBansl ¢ COJl B meiax peanusanuu
¢$yHKIMH 0TOOpa JOKYMEHTOB BpeMEHHBIX (CBbIIIe 10 JieT) H MOCTOsSHHOTO CPOKOB
XpaHeHHs JUIS Iepeliady Ha XpaHeHHe B apXuB roCyIapCTBEHHOTO OpraHa, opraHa
MECTHOTO CaMOYIIPaBJICHHs H BBIACIIEHHI K YHMYTOXEHHIO NOKYMEHTOB, CPOKH
XpaHeHUs KOTOPhIX HCTEKIIH.

3.3. Cnyx6a [meTONpoOM3BOACTBA TOCYAApPCTBEHHOTO OpraHa, opraHa
MECTHOTO CaMOYIIPAaBJICHHUA, [eJIONPOU3BOAWTENH IOAPA3ACICHUH, a TaKkxke
pabOTHUKHM TOCYAAapCTBEHHOTO OpraHa, OpraHa MeECTHOrO CaMOYIIPaBICHHA
B COOTBETCTBUM C IPEJOCTABIECHHBIMM KM TpaBaMH 00eCHEeYHBAIOT BKIFOYCHHE
B COJI noxyMeHTOB (IIPOEKTOB JOKYMEHTOB), CBEJIEHHI 0 JOKyMeHTax (IIpoeKTax
JOKYMEHTOB), CBEI€HH O PACCMOTPEHHH U PE3yJIbTAaTaX HCIIOMHEHHs JOKYMEHTOB
(zanonuenue noneit IPK).

3.4. JlokyMeHTY (BXOIAIIEMY, HUCXOZAIIEMY, BHYTpEeHHeMy) IIpH
BnodeHHH ero B COJI mpucBamBaeTcsl perdcTpalioHHBIH Homep. CTpykTypa
PErHCTPallMOHHOIO HOMEpa [JOKyMEHTa OIpeJensercs MHCTpyKuued 1o



JIeJIOIPON3BOICTBY rOCyZapCTBEHHOTO oprasa, opraHa MECTHOTO
CaMOYyTpaBIeHHUS.

Ipu BxmoueHnn B COJ] MPOEKTOB [IOKYMEHTOB, HOArOTOBKA KOTOPBIX
OCYIIIeCTBIIAETCS rOCyIapCTBEHHBIM OpraHoM, OpraHOM MECTHOTI'0
CaMOYIIPaBJICHU, UM IIPUCBAMBACTCS YYETHBIN BHYTPUCHCTEMHBINH HOMeEp.

3.5. Peructpauuss ZHOKYMEHTOB (BXOAAIIMX, HCXOMAUINX, BHYTPEHHHX)
BeJleTcs B IpeeaxX KaJeHIapHOro roja.

3.6. B 10KyMeHT0O0G0pOTe rOCYyQapCTBEHHOIO OpraHa, OpraHa MECTHOTO
CaMOYMpaBIeHHsI BBIIENSIOTCS JTOKYMEHTOIOTOKH: BXOAAMHE (IIOCTyTAIONHe)
JOKYMEHTHI; HCXOAAINHe (OTIpaBiIsieMbie) JOKYMEHTHI; BHYTPCHHHE JOKYMEHTBL

B cocTaBe BXOASIINX U HCXOMAMINX JOKYMEHTOR BBIACISIIOTCS:

JIOKyMEHTHl OpPraHOB TI'OCYJapCTBEHHOW BIIACTH, OpPraHOB MECTHOro
CaMOyTIpaBlICHUS; JOKYMEHThl TEPPATOPHANGHEIX OPTaHOB TOCYAAPCTBEHHOTO
opraHa B cyorekTax Poccuiickoii @efepaiun (IpH HX HATHYHH);

JIOKyMEHTH OpraH{3aLHii;

fapJiaMeHTCKYe 3alpOCk] H OTBETH Ha HHX;

3anpockl gemyTatos ['ocynapcreennoit Jlymsl u wieHoB Copera Demepan,
JICTYyTaTOB ~ 3aKOHOAATENBHBIX  (IIpeNCTABUTENBHBIX) OPraHOB  CYOBEKTOB
Poccuiickoit ®enepaini ¥ OCMyTaTOB IPENCTABHTENLHBIX OpPraHOB MECTHOIO
CaMOYIIpaB/ICHUA X OTBETHI Ha HUX;

obpallieHUs TIpakJaH, OpraHH3alui, 3aIpochl TIpaKAaH, OpraHH3aLUH
O IpeoCTaBIeHUH MH(OPMAUMH O MAEATENBHOCTH TOCYAapCTBEHHOrO OpraHa
W/WH 0 IPeOCTaBIeHHY FOCYJapCTBEHHBIX YCIYT H OTBETHI Ha HUX;

JIOKYMEHTSHI U3 NPaBUTENBCTBEHHBIX M HENPaBUTEIbCTBEHHBIX OpraHU3aIHit
3apy0eXHBIX CTpaH M JpyrHe IpyIIbl JOKYMEHTOB.

3.7. JdoctaBKa 4 OTIpaBKa JOKYMEHTOB B I'OCYJapCTBEHHOM OpraHe, opraHe
MECTHOTO CaMOYIIPaBJICHUS OCYIIECTBISAIOTCA BHAAaMH CBS3M: IIOYTOBOH,
¢denpanverepckoil, Kyphepckoll, HHBEIMH BHOaMH CHELUANIbHOH  CBA3H,
dakcuMuIpHOM, TenerpagHoi, TeneQOHHOM, MOCPECTBOM 3JIEKTPOHHOM MOUTEHI,
C3OJ, cuCTEMBI MEXBEIOMCTBEHHOTO 3JIEKTPOHHOTO AOKYMEHTOOOopoTa (falee —
MBJIO), dYepe3 caliT TrOCYAapCTBEHHONO OpraHa, oOpraHa MeECTHOTO
caMoOyTpaBlIeHNs, TIOCPEACTBOM denepansHoi roCyapCTBEHHOH
HHGPOPMALIHOHHOR CHCTEMBI «EnunsIit noprai rocyIapCTBeHHBIX
H MyHHUUMOANGHBIX  yeuyr  (QyHkumii)»  WMiIM  perHoHanbHBIA  HOpTal
roCyapCTBEHHBIX U MYHHLIUNATBHBIX ycuyr (zanee — [lopran rocyaapcTBeHHBIX
ycIyr).

3.8. Opraumsanus pabotsl c 9IIEKTPOHHBIMH JIOKyMEHTaMH,
MMOCTYMAlOMIMMKA M OTIHpaBisgeMbiMH mocpexctBoM MOJIO, ocymiecTrasercs
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B cooTBeTCTBUM ¢ [loNOKEeHHEM O CHCTeMe MEXBEIOMCTBEHHOIO BIIEKTPOHHOTO
JoKymMeHTooGopoTa’”.

39. IlpueM wu mepBuuHas  ob6paGoTKa  BXOMALMX  JOKYMEHTOB
ocymectaisiercss Ciyx00ii JeJ0npou3BOACTBa rOCYJAPCTBEHHOTO OpraHa, OpraHa
MeCTHOTro camoymnpasienus. [Ipuem u mepBuuHas o6paboTka 3aIpocoB rpaxkAaH,
OpraHu3aluii O NPENOCTABICHUH TOCYJapPCTBEHHBIX (MYHHMIMIIANBHBIX) YCIYT
MOXET OCYIIECTBIITECSA UHBIM CTPYKTYPHBIM MOAPa3AEICHHEM rOCy JapCTBEHHOTO
oprasa, opraHa MECTHOTO CaMOYTIPABICHHS.

3.10. Bce mnocrynuBuIME€ B TOCYyHapCTBEeHHBII OpraH, OpraH MECTHOTO
CaMOYTIpaBlIeHHS! JOKYMEHTHl Ha OyMaKHOM HOCHTEN€ IOMJIEKAT MEpBUYHOMN
06paboTKe, BKIFOYAIOINCH:

TIPOBEPKY NMPABHUIBHOCTH JIOCTABKH JOKYMEHTOB;

MPOBEPKY LEIOCTHOCTH YITaKOBKH (KOHBEPTOB, IAKETOB);

BCKPBITHE YIAKOBKH (32 HCKJIIOUYEHHEM KOHBEPTOB, MAKeTOB C ITOMETKOMN
«JluyHo» W rpuaMH OTpaHHYEHHs JOCTYNa K JOKYMEHTY, He OTHOCSIIHXCS
K 00palieHUAM rpaXKiaH, OpraHu3aLuii);

MPOBEPKY LEIOCTHOCTH BXOAAIINX JOKYMEHTOB, BKIIOYas MPUIIOKEHHS;

YHHYTOXCHHE KOHBEPTOB, IIAKETOB WM YIAaKOBKH (38 HCKIIOUEHHEM
oOpaleHnid TpaXKJaH, OpraHM3alUi M HMHBIX AOKYMEHTOB 0e€3 yKa3aHHA JAThl,
aTaKKe B Cy4asiX, €CIH JOKYMEHT IIOCTYIMUI TO3Xe YKa3aHHOTO B TEKCTe
JIOKYMEHT2 CpOKa HCHONHEHMs (JaThl MEpONpHATHA) HJIM NpPH GONBIIOM
PacXOXKASHHH MEXIy AaTaMM ITOALMCAHUA H IIOyYEHHUs IOKYMEHTOB);

3.11. Omudouno JOCTaBJIEHHBIE JIOKyMEHTHI MePeChUIAIOTCS
[0 Ha3HAYEHUIO WIIM BO3BPAIAIOTCA OTIPABUTCIIO. JIOKyMEHTHI, IOCTYNHBINHE
B OBPEXXJEHHON YIAaKOBKE, NPOBEPSIOTCS Ha LEJNOCTHOCTh, B TOM YHCJIE Ha
HaJIMYie MeXaHHIECKHX IOBPEXICHHH.

O monydYeHHH MOJO3PUTENHHOIO MOYTOBOTO OTIIPABIEHHS JOKIIAJBIBACTCS
pykoBonuteiro Ciry>xObl IeJI0NPON3BOACTBA.

3.12. Tlpu oO6Hapy>KCHHH IIOBPEXKAEHHUS BXOIMIEro JMJOKYMEHTa Ha
6yMa)XHOM HOCHTEJIE HJIK €T0 MPHJIOKEHHH, IIPH OTCYTCTBUH B KOHBEpTe (IIaKeTe)
JOKYMEHTa, ero 4Yacrtd WIH NPWIOKEHHH K HeMy, a Takke IPH OTCYTCTBHM
MOANIKCH Ha BXOJsIIeM JOKYMEHTE COCTaBIIeTCS aKT B IBYX DK3EMIUIIpax Ha
6yMa)XHOM HOCHTENE, ONMH JK3EMIUIApP aKTa BBICHUIAETCS OTIPABHUTENIO, 2-H —
npHOOIIAeTCS K BXOAAIEMY JOKYMEHTY. W TIepelaeTcsi Ha PpEerucTpalHio
4 MIpeBapUTeNIEHOE PAaCCMOTPEHHUE.

13 Tlocranosnenue Tlpasutenscrea Poccuitckoi Menepamuu ot 22 centsbps 2009 r. Ne 754
«O6  yreepxaenun IlONOXKEHMS O CHCTEME  MEXBEJOMCIBEHHOTO  3JIEKTPOHHOTO
JoxkymenTooGopota» (Cobpanne 3akoHomatenscTBa Poccmiickoit ®@epepanuu, 2009, Ne 39,
cr. 4614; 2019, Ne 12, cr. 1314).
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3.13. KonBeptsl (makeTsl), HMeloIe OTMETKy «JImuHO», TrpHBI
OTpaHHYeHHs  JOCTya K  JOKYMEHTaM, cofiepKaIuM CBeleHHA
KOH(GHACHIHANILHOTO XapaKTepa, He BCKPHIBAIOTCS U HEePEIatoTCs:

¢ oTMeTKo# «JIMUHO» — HeHOCPeACTBEHHO afpecary;

¢ rpudamu orpaHuWueHHs JocTyma — B CIyx0y KOH(pHIEHIHAIBHOTO
JeTOTIPOU3BOJICTBA WiIH paboTHUKY Ciy>6bl NeNONpOU3BOJACTBA, B OOSI3aHHOCTH
KOTOPOr0  BXOJAMT  00paboTka  JOKYMEHTOB,  COAEPXAaIIHX  CBEJCHHUA
KOH(UIEHIHATBHOTO XapaKTepa.

3.14. JlokyMeHTHI, IMOCTyHAoIHe H3 APYTMX ToCyJapCTBEHHBIX OpPTraHOB,
OpraHoB  MECTHOTO  CaMOYNpaBJIeHHs, OpraHM3alMi  HEMOCPEACTBEHHO
B CTPYKTYpDHbIE TOApa3JeieHHs, HO TpeOyIollHe pacCMOTPEHHS DYKOBOJCTBA,
NepefaloTcs M PETHCTPAlMH M TpeJBapHTeNbHOro paccMoTpeHus B CiyxOy
JIeTIOIPOU3BOJICTBA.

3.15. Ha Bcex mOCTYyMMBIIMX XOKyMEHTaX, 3a HCKIOYEHHEM JOKYMEHTOB,
IOCTYNMBIINX B (opMe 3JEeKTPOHHBIX AOKYMEHTOB, POCTABIAETCS OTMETKa
O IOCTYIUIEHNM JOKyMEHTa B TOCYJapCTBEHHBII OpraH, OpraH MECTHOrO
CaMOYTIPaBIICHHS.

3.16. DneKTpOHHBIC JOKYMEHTHI, HOCTYNHBIUHE OT APYrHX OpraHW3amuid
W TpaxiaH MO BJIEKTPOHHOM moure, mocpesctBoM COM, MOIJO, uepes caiir
TOCyIapCTBEHHOI'O OpraHa, OpraHa MeCTHOTO CaMOYIpaBlIe€HHsA B CETH
«Unrepuet», Ilopran rocyJapcTBeHHBIX ycuyr mnpuHAMarotca —Ciyx6oi
JEONIPOU3BOACTBA MM HMHBIM CTPYKTYPHBIM MOApa3JeleHHEM, B O0S3aHHOCTH
KOTOPOTO BXOJHUT OpraHu3anys paboTHl ¢ oOpalieHHsIMH M 3alpocaMM TpakIaH
U OpraHu3aIui 0 TpeOCTaBIeHIH nHbOpManuu o JeATeTbHOCTH
rOCYAapCTBEHHOIO oprasa, oprasa MECTHOTO caMOyIpaBJIeHH,
0 IPeJOCTaBIeHUHN FOCY JAPCTBEHHBIX (MyHHULIAIIANBHEIX) YCIYT.

3.17. Tlopsinok MHGOPMAIMOHHOTO B3aUMOAEHCTBHS TOCYJapCTBEHHBIX
OpraHoB, OpPraHOB MECTHOTO  CaMOYNpaBJeHH{ IOcpeJAcTBoM  oOMeHa
JOKYMEHTaMH B JJIEKTDOHHOM BHJE, NEPEYeHb BHOOB KOTOPBIX YTBEPXKIAeTCH
IIpaButensctBoM  Poccuiickoit (Denepaunnm, 3a HCKIIoueHHEM oOMeHa
SJIEKTPOHHBIMH JOKYMEHTaMH B paMKax IIPEROCTAaBIEHHS TOCYJapCTBEHHBIX
U MYyHHIHNATBHBIX YCIYr, ycTaHOBNeH IlpaBuiaMH oOMeHa JOKyMEHTaMH
B OJICKTPOHHOM BHJE NP OPraHH3aL|H MHQOPMALMOHHOTO B3aMMOICHCTBHS
1 Tpe6GoBaHMSAMU K OPTaHH3AIHOHHO-TEXHIIECKOMY B3aHMOEHCTBHIO.

3.18. BouBneHHBIE B XOJ€ IIPOBEPKH HECOOTBETCTBUSL  SBJIAIOTCS
OCHOBAaHHEM JJsi OTKa3a B pEruCTpalMH [OOKyMeHTa, (OpMHPOBaHMs

14 Pacnopsoxenne Ilpasutensctsa Poccmiickoit ®emepaumue ot 2 ampens 2015 . Ne 583-p
(CoGpanne 3akoHOKaTeNBCTBA Poccuiickoii demepamum, 2015, Ne 15, cr. 2293).
5 Mocranornenne Ne 1494.
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¥ HallpaBJIEHHs OTIIPABUTENIO YBENOMIICHHS 00 OTKase B PpeTrHCTpalHH
¢ yKa3aHHeM IPHYHHBI OTKa3a.

3.19. UHcTpyKuHeit Mo AeOnpou3BOACTBY MOXeET OBITH NpelyCMOTpeHa
paciieyaTka SJeKTPOHHBIX NOKYMEHTOB C MOCNeRyIomell opraHusauueil paboTel
C HHMMH KaK C JOKYMEHTaMH Ha 6yMa)XHOM HOCHTEJIe.

3.20. IlepBuynas o6paboTka JIOKyMEHTOB 3aBepIIaeTcs
HX pacupefielleHHeM Ha perHcTpHpyeMble B HeperucTpupyemsle. K mokymeHTam,
HE TNOJIEXAIIMM PpErucTpalii, OTHOCATCA JOKYMEHTHI, He Tpebyolme
HCIIONHEHHUS U He cofieprKaliye HHMOPMALMU, KOTOPas MOXeT OBITh HCIIONB30BaHA
B CIIPaBOYHBIX HEJISX.

3.21. Peructpauus BXOAAMIMX W HCXOIAIIUX HOKYMEHTOB OCYILCCTBIISTCS
HE3aBHCHMO OT crocoba MX JOCTaBKH OJMH pa3: B Ciyxk0e Henonpou3BOJCTBA
B COJI, nnoii nHGOPMAIIMOHHON CHCTEME HITH HHOM CTPYKTYPHOM IOJpa3/ieieHHU
TrOCYAAapCTBEHHOTO OpraHa, OpraHa MeCTHOTO CaMOYIIPaBJIEHMs, €CIM Ha HEro
BO3JIO)KEHEI 00S3aHHOCTH MO PETHCTPALMA U OPTraHH3allH pabOThl C OTAEIBHBIMU
BUaMH JOKYMEHTOB.

3.22. Perucrpanus BXOMIIMX MOKYMEHTOB OCYIICCTBISIETCS B IEHB HX
TOCTYIUICHUS. WM Ha CHeyolui pabouuit IeHb, €CH 3aKOHOAATEIBCTBOM
Poccuiickoii ®depepanyu He YCTaHOBJICHO HHOE.

'3.23. Ceegenus o BxomsmeMm jpokymente BHocArcs B OPK COJI wm
PerHCTpalOHHO-Y4eTHYI0 (opMy Ha OyMaXHOM HOCHTENE, a MOCTYNHUBIIEMY
JOKYyMEHTY MPUCBaUBaeTCs PerHCTPAMOHHBIN HOMED.

3.24. JloKyMeHTHI, IOCTYNHBIINEG HA OGYMakHOM HOCHTENE, CKaHUPYIOTCS,
3MEeKTpOHHAs Komus JNokyMeHTa Bkimodaercs B COJl m mpucoeaunsiercs k OPK
JIOKyMEHTa.

3.25. B menmix aBTOMATH3allMH WPHUCOEAHWHEHHUA OJICKTPOHHON KOIHH
pokymenta k OPK, a tamoke i obecniedeHust OBICTPOro MOMCKA 3JICKTPOHHOH
Komuu nokyMeHTa B COJ] rocyaapCTBEHHOrO OpraHa MOXET HCIIOJNB30BaThCs
LITPHXOBOE KOAUPOBaHHUE.

3.26. Peructpamus  (yd4er) ONEKTPOHHBIX  JokymeHToB B COJI
rOCYJAPCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIpaBlIeHHs — YYaCTHHKA
M3JIO ocyinecTBASETCS B COOTBETCTBHM C MHCTPYKLHEH IO JIeNIONPON3BOIACTBY
roCyJapCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIIPaBNICHHS, yIHTHIBAIOILEH
TpeGOBaHMs, YCTaHOBJEHHEIE YIOJIHOMOYEHHBIMH (efepanbHBIMU OpPTraHaMU
UCTIONHHUTENBHOM BMacTH B cepe MEXBENOMCTBEHHOTO  3JEKTPOHHOTO
HoKyMeHTO0GOpOTa 'S,

3.27. JloKxyMeHThI Ha HHOCTPAaHHBIX SI3BIKAX, MOCTYTIUBLINHE
B rOCYIapCTBEHHBIH OpraH, OpraH MeCTHOTO CaMOYTIPaBIIeHHs [IOCIe perUCTpalliy

1 naga III TpeboBaHuii K OpraHU3aLHOHHO-TEXHUYECKOMY B3aHMOAEHCTBHIO.
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B Ciyx6e mellonpon3BOJCTBa MEPENAIOTCA B COOTBETCTBYIOLICE MOApPA3JICIeHUe
MM pabOTHHKY rOCYHapCTBEHHOTO OpraHa, OpraHa MECTHOrO CaMOyIpaBleHHS
JUIS TIepeBOZia M Iocleyomieil mepenayn Ha pacCMOTpeHHe pyKoBojcTa. WHas
KOPPECTIOHJCHIIAS Ha MHOCTPAaHHBIX f3BIKaX TMepelaeTcsi M0 Ha3HAYCHHIO
HEMOCPeCTBEHHO B CTPYKTYPHEIE TIOAPa3ae/ieHU.

3.28. JlokyMeHTBI, NOCTYNHMBIIME B TOCYJAapCTBEHHBIA OpraH, OpraH
MECTHOTO CaMOYNpPABJICHHUS HOMJIEXKAT IPeABApUTENFHOMY pPacCMOTPEHHIO
B LIEJISIX pacHpe/ielleHHusI JOKYMEHTOB Ha JHOKyMeHTHI, TpeGyrouie pacCMOTPEeHHS
PYKOBOJHUTENEM TOCYAApPCTBCHHOIO OpraHa, OpraHa MECTHOIO CaMOYIIPaBJICHMS,
3aMECTHTENIMH pYKOBOJMTENS TOCYHAapCTBEHHOTO OpraHa, OpraHa MeCTHOro
CaMOYIIPaBJICHH B COOTBETICTBMHM C WX KOMIeETeHIHel, H JOKyMEHTBI,
HanpaBJIsieMble HeMOCPEACTBEHHO B CTPYKTYPHBIE IOApa3ieNieHHU.

CocraB JOKYMEHTOB, MOIEKAIHX MpPeIBAPUTENLHOMY pPacCMOTPECHHIO
B TOCYJapCTBEHHOM OpraHe, OpraHe MECTHOTO CaMOYNpaBJieHHS MOXeT OBITh
KOHKPETHU3HPOBaH B HHCTPYKLHH 110 AENOIPOU3BOACTBY.

JlokyMeHTEI, TpeOyrolde CPOYHOIO PacCMOTPEHHMS, a TaKKe TeNerpamMMEI
1 TenepOHOrpaMMEI nepesaloTest PYKOBOZACTBY Ha paccMoTpeHue
He3aMeIMTEIIBHO.

3.29. Pe3ynbTarhbl paccMOTpeHHS JIOKyMeHTa PYKOBOJHUTENIEM
rOCyJapCTBEHHOr0  OpraHa, oOpraHa MeCTHOTO  CaMOYNpaBJE€HHs, €ro
3aMECTHUTEIAME, DYKOBOAUTEISIMH MOApa3ieiecHHH oQopMILIOTCA B BHIC
pesouronuii (mopy4eHuit).

CBelleHHS O pe30MoLuM (HUCMONHHTENb, COAEPXKAHHE IOPYHYEHHS, CPOK
ucnonHenus) BHocsTes B OPK COJl, nocrne 4ero KCIOMHUTENH MOTYYar0T JOCTYI
K 3JIEKTPOHHOMY JOKYMeHTY (DJICKTPOHHON KOIIMH JOKYMEHTa).

3.30. [okyMeHTbI, MOCTymallnHe Ha OyMa)kKHOM HOCHTele, IMOCNe HX
peructpanuy, Baovenns B COJ] B BHIE SNEeKTPOHHBIX KOMMi M PacCMOTpPEeHHS
PYKOBOACTBOM HEPENAIOTCS B COOTBETCTBYIOIIHE CTPYKTYPHBIE OAPa3AENICHU Ha
UCIONHEeHre (B clydyae Ha3HAYCHHA HECKONBKHMX HCIOJHHTENeH — MO MeECTy
HAXOXJECHHA OTBETCTBEHHOr0 WCHONHWTENs) HiaM octailoteds B CiyxGe
JEeTIONPOM3BOJICTBA M NOCIE HCIONHEHHS BKIIOYAIOTCA B Jela B COOTBETCTBUM
C HOMEHKJIaTYpO#  JeN  rocy[JapcCTBEHHOTO  OpraHa, OpraHa  MECTHOTO
CaMOyIIpaBJICHHUS.

3.31. CtpyktypHble moppasfeneHus (paGOTHHKH) TOCYAapCTBEHHOrO
opraHa, opra€fa MeCTHOTO CaMOYNpPaBlIeHHs, Ha3HaueHHble B KayecTBe
HCITOJIHKUTENEN 110 NOKYMeHTY (IIOpY4YeHHIO), MHOIYydYaroT AOCTYN K JOKYMEHTY
u ero OPK B C3/] rocyjapcTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIpaBIeHus
U OPraHu3yioT paboTy ¢ TOKYMEHTOM.

3.32. Ilocne npuHATHS PpPYKOBOJHUTENEM pellleHHs 10 HCIIOJHEHHIO
IOKyMeHTa, mocrymuBimero mo MOJIO, anst vHGOPMHUPOBAHHS OPraHU3AIUHM-
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otmpasurens Cuyx0oif IeJOoNpou3BOACTBA HOMKHO OBITH  CHOPMHUPOBAHO
yBeIOMJIEHHE O NPHHATHH JOKyMEHTa K MCHOIHEHHIO, a B CJydae CMEHBI
OTBETCTBEHHOTO MCIIONHHTENS (HCIONHATES) B XOJ€ HUCIONHEHUS NOKYMEHTa —
yBeZIOMJIeHHe 00 H3MEHEHHH XO0/Ia HCTIONHEH s .

3.33. JlokyMeHTHI, MOATOTOBICHHBIE B I'OCYAApPCTBEHHOM OpraHe, opraHe
MECTHOTO CaMOYIpPABJICHUS, 3aBH3HPOBAHHBIC BCEMH 3aHHTEpPECOBaHHBIMH
JHULAMHA W TIOJMHCAHHBIE PYKOBOIWTENIEM WIH WHBIM YHOJIHOMOYEHHBIM HM
nuioM, BrmoyaroTes B COJl rocylapcTBEHHOro OpraHa, OpraHa MeCTHOIO
caMOyIpaBlICHHSL.

Ipu BKIOUEHHH MCXOAAUIEro NokyMeHTa B CDJl cBemeHHS O JOKyMEHTe
¢duxcupyroress B OPK, Kk KOTOpOHl MpPUCOEAHMHAETCS 3JIEKTPOHHAs KOMHS
OTHPABIIAEMOTO JOKYMEHTA.

Konust mokyMmeHTa Ha OGyMa)KHOM HOCHTENE C BH3aMH JOJDKHOCTHBIX JIHIT
moMeraeTcs B JeNO B COOTBETCTBHH C HOMEHKNATYpOil JieNl rocyqapCTBEHHOro
oprasa, opraHa MECTHOTO CaMOYTIPaBIIeHHS.

3.34. Tlepen BxmodeHueM wucxomsmux pokymeHtoB B COJI Ciyxba
JIeJTONPOU3BOACTBA TIPOBEPSAeT NPaBUIBHOCTH O(QOPMIIEHUS NOKYMEHTOR (B TOM
YHClie Haiu4de MOANMCel, B3, NMPABUJIBHOCTh HAMKMCAHHS aApEecOB), CBepsieT
CCBUIKY Ha pErMCTPAI[HOHHBIN HOMep U JaTy MOCTYNMBIIETO AOKYMEHTA, a TaKke
HaJlAYHe YKa3aHHBIX B HCXOJAINWX NOKyMEHTaX MNpPUIIOXKEHHH, COOTBETCTBHE
KOJTMYECTBA 3K3EMIUIAPOB KOJNHMYECTBY aJpecaToB MO YKAa3aTEII0 PacCBUIKH,
HaJIMYMe OTMETKU 00 HCTIONHHUTEE. '

3.35. BrioyeHdHe HCXOASAINUX JOKYMEHTOB, CO3JaHHBIX Ha OyMaXXHOM
HocHTene, U ux perucrpanus B COJI ocylnecTBIAIOTCS B ICHb HX MOATUCAHUS WIH
Ha CyIe IOl paboduii JeHs.

3.36. Ilpu perucrpauuu JOKyMEHTa, NpeJHA3HAYEHHOro Ul OTIPaBKH MO
MDBJI0, 8 COJ] oTnipaBUTENst JOIDKHEI (JOPMHPOBATECS CBEACHNS, YCTAHOBIECHHEIE
TpeGOBaHUAMHE K OPraHH3aIHOHHO-TEXHHYECKOMY B3aHMOJIEHCTBHIO .

3.37. 3PK, cozgannas B COJ] npu MoAroToBKEe MPOEKTa AOKYMEHTA, IPH
perucTpanui MCXOASNIET0 NOKYMEHTA JOMOJHAETCS CBEACHISIMH 00 HCXOIAIIeM

JIOKyMEHTe.

OrmpaBke afpecaraM nojnexar  JOKyMEHTEI, odopmiteHHEIE
B COOTBETCTBMM C  IPaBHJAMH, YCTAHOBICHHBIMH  HHCTpyKLHedt 1o
JeTIONPOU3BOACTBY rocyapCTBEHHOT'O opraHa, opraHa MEeCTHOrO

CaMOYNpaBlieHus, IOANMCAHHBIC pPYKOBOAHTENEM TOCYIapCTBEHHOTO OpraHa,
OpraHa MeCTHOTO CaMOYIIpaBieHHs HIH HHHIM YHOJHOMOYEHHBIM MM JIHLIOM,
BKIIIOYEHHBIE M 3apeructpupoBaHisie B COJI.

7 Tnasa III TpeGoBanuii K OPraHU3aLHOHHO-TEXHHIECKOMY B3aHMOJIEHCTBHIO.
13 Tj1aga I11 TpeGoranmit K OPraHM3AIHOHHO-TEXHHIECKOMY B3aUMOJIEHCTBHIO.



15

3.38. ObpaboTka KOpPPECHOHAEHIMH M1 OTIPABKH IIOYTOBOM CBA3BIO
OCYIIECTBIsIETCY B COOTBETCTBHH ¢ [IpaBmiaMH OKa3zaHHA YCIYT IOYTOBOH
ce3u'®, mpu OTMpaBKe CHENCBA3BIO — B COOTBETCTBHH C TPeGOBaHHSIMH,
NpEABSBISEMEIMU K COOTBETCTBYIOLINM BHAAM CIIEIICBI3H.

3.39. [lokyMeHTBl, HE UWMEIOLIME aJpecHOM 4YacTH, IpPHHUMAIOTCA Ha
OTIPaBKy € CONPOBOINMUTENHHHIMH [HCBMaMH (32 HCKIIOYEHHEeM KON
paclopsOUTeNbHBIX  JOKYMEHTOB, HAlPaB/seMbIX B  IIOBEIOMCTBEHHBIE
OopraHu3alyu).

HempaswipHo ~ oOpMIeHHBIE  JOKYMEHTHI M KOPPECTIOHACHIIHA
HeclyxeGHOro xapakrepa K OTIpaBKe He INPHHUMAIOTCS K BO3BPAaIAOTCA
HCIIONHHTEITIO.

3.40. Ornpaska nokymentoB 1mo MOJIO JomxHa OCYIECTBIATHCA
B COOTBETCTBHM ¢  TpeGoBaHMAMM K  OpraHH3allHOHHO-TEXHHYECKOMY
B3aMMOIEHCTBHIO .

Ilepen ormpaBkoii jgokymeHTa 1mo MOJIO IOMKHBEI OBITH MPOBEPEHEI
KOMILIEKTHOCTh TPAaHCIOPTHOrO KOHTeifHepa M HeHCTBUTENBHOCTh DJIEKTPOHHBIX
TIOZTINCEH, BXOUILIMX B €r0 COCTaB.

3.41. DneKTpoHHBIE JOKYMEHTBI MOCHe HX IIOANMHCAHHMSA 3NIEKTPOHHOMI
HOANNCBIO U OTIpaBKM afpecaTy xXpaHarcs B COJ] B 3MeKTPOHHBIX AeNax,
(OpMHpyEMBIX B COOTBETCTBHHM ¢ HOMEHKJIATYpO# Jiell TOCYAapCTBEHHOTO OpraHa,
OpraHa MeCTHOrO CaMOYTIPaBJICHH.

3.42. JlokymeHTBI, MOMICKAINHE OTIpPaBKe, MOJDKHEI 00padaThIBaTHCS
¥ OTIPAaBIATECS B JEHb WX MOANMCAHUS M PETHCTpald WIM Ha CIeXYyIOUui
paGouwuii feHs.

3.43. Jlocssika WM 3aMeHa paHee OTIPABICHHOrO  JJIEKTPOHHOIO
ZOKYMEHTA OCYIECTBIISETCS [0 YKAa3aHHUIO JIULA, NOANUCABILETO JOKYMEHT.

3.44. Pemrenre o cmocobe JOCTaBKH JOKyMEHTa ajpecaTy NpHHHMAcTCH
HCIIONHUTENeM 1O  comiacoBaHuio co  CuyxOoff  [eNoNpoH3BOACTBA
rocyJapCTBEHHOIO OpraHa, OpraHa MECTHOTO CaMOYIIpaBJIeHH .

3.45. OrBersl Ha oOpalmieHUs TpakgaH, OpPraHH3alMi HaNpaBIAIOTCI
3ajABUTEMO B (opMe DIEKTPOHHOIO NOKYMEHTa II0 aJpecy JJIEKTPOHHOH ITOYTH,
yKa3aHHOMY B OOpalileHWH, MOCTYNHBIIEM B TOCYAApCTBEHHBIH OpraH, oprad

!9 Ilpukas MunncTepcTBa CBASH W MAacCOBHIX KoMMyHHKaumii Poccmitckofi ®emepammuu
or 31 urons 2014 r. No234 «O6 yrBepxpmenur I[IpaBmii oka3aHUsl YCNYT IIOYTOBOH CBSI3H»
(3aperucrpuposan MuHHcTepcTBOM IocTHIMH Poccuiickoit @enepamum 26 nexabps 2014 r.,
peructpanuoHHbId Ne 35442), ¢ u3MEHEHHAMH, BHECEHHBIMH MpHKa3zaMH MuHKOMCBS3H Poccun
or 13 deppamss 2018 . Ne61 (3aperucTpupoBaH MunucTepcTBOM IoCTHIHM Poccmiickoit
®enepaunn 28 mapra 2018 r., perucrpannosusni Ne 50545); ot 13 Hoabpz 2018 r. Ne 619
(sapeructpupoBan  MHHHCTEPCTBOM IOCTHIHH Poccmiickoit ®epepaunu 19 Mapra 2019r.,
peructpaunoHHbit Ne 54090); ot 27 mMaprta 2019 r. Ne 106 (3apeructpupoBan MHUHKCTEPCTBOM
focTHuH Poccuiickoit Meneparun 7 mrors 2019 r., peructpanuonHbni Ne 54893).

% nasa II TpeGoBaHuii K OpraHU3AIHOHHO-TEXHHUECKOMY B3aHMOJICHCTBHIO.
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MECTHOTO CaMOYTpaBJIeHHs. WK JOJDKHOCTHOMY JHIy B GOpMe 3JIEKTPOHHOTO
JOKYMeHTa, W B IIHCBbMEHHOH (opMe MO IIOYTOBOMY ajpecy, YKa3aHHOMY
B OGpAIIIeH Y, TIOCTYIHBIIEM B ITHCHMEHHOH dopMe>’.

3.46. Tlo BEIOOpY 3asBUTeNeil TOCYNapCTBEHHEI OpraH, OpraH MeCTHOIO
caMoyIpaBlieHHss MpPeJOCTaBiIAeT HHGbopMamuio B (OpMe D3IEKTPOHHBIX
JOKYMEHTOB, IOJAMUCAHHBIX YCHICHHOH KBaJIH(UIUPOBAHHOH 3I€KTPOHHOH
MOATHKCHIO, He3aBUCHMO OT (opMmbl WIH crocoba obpallieHus 3asBUTeNeH, 3a
HCKIIOYEHMEM CIIy4aeB, eclI HHOM HOPSIOK NPeROCTaBIeHUs Takod HHbOopMaIuu
YCTaHOBNEH (enepaNbHBIMH 3aKOHAMH WM MHBIMU HOPMATHBHBIMH IIPABOBBIMH
aktaMH  Poccuiickoit ~ dDepmepanyy, perynupyomMMH — IPaBOOTHOIIEHUS
B YCTAHOBJIGHHOH cdepe AeATeBHOCTH .

3.47. TocymapCTBeHHEIH OpraH, OpraH MECTHOTO CaMOYIIPaBJIeHHs O0s3aH
[peNOCTaBIATs 0 BBIOOpY 3asBuTelNell uHpOpMamuio B (OpMe SNEKTPOHHBIX
JIOKyMeHTOB TocpencTBoM [loprana rocynapcTBEHHBIX YCIYr B COOTBETCTBHH
¢ @epnepansHeIM 3aK0HOM «OO0 OpraHH3alliM MPENOCTABIEHUS TOCYIapCTBEHHBIX
U MyHUIUDATGHBIX YCIyr», €CIM (elepalbHBIMU 3aKOHAMH WIH NIPUHAMAaeMBIMH
B COOTBETCTBHM C HHMH HOPMAaTHBHBIMH IIPaBOBBIMH akTaMu Poccuiickoit
Qenepanuy He YCTAHOBIIEHO HHOE.

3.48. Ha mnocTynuBinee B TIOCYAAapCTBEHHBI OpraH, OpraH MECTHOIO
caMoympaeieHus oOpallleHHe TIpaXJaHWHA, OpraHH3alUH, COAEpiKallee
MpeANoXKeHue, 3asBIeHHe WIH >kanoby, KOTOpEIe 3aTParHBalOT HHTEPECHI
HEOIPEeAeNICHHOr 0 Kpyra JIHI], B YaCTHOCTH Ha oOpaleHue, B KOTOpOM o0xKaiyeTcs
cynebHOe pellleHHe, BBIHECEHHOE B OTHONICHHWH HeompeJelIeHHOro Kpyra JIHI,
OTBET, B TOM YHCJIe C pa3bsiCHEHHEM Topsiaka 06XkaloBaHusi CyaeGHOrO peleHus,
MOXXeT OBITB pasMelleH Ha OQHIMAILHOM CcaiiTe TOCYAapCTBEHHOTO OpraHa,
OpraHa MeCTHOTO CaMOYIIPABICHHs B ceTH «IHTepHeT» .

3.49. TIpoxoxIeHHEe BHYTPEHHUX NOKYMEHTOB Ha 3Tamax HX I[OJTOTOBKH
7 opopMIEeHHA  [OJDKHO  COOTBETCTBOBATh  IPOXOXICHHIO  HCXOISAIIUX
JIOKyMEHTOB, a Ha 3Talle HCIIOJHEHUS — BXOIINX JOKYMEHTOB.

3.50. IlpaBmwibHO OGOpMIICHHBIE H COITIACOBAHHBIE ¢ 3aHHTEPECOBAHHBIMH
JMIIaMH, TIPOEKThl NpPaBOBBIX AKTOB MEPeNAlOTCS Ha MHOAIHNCH PYKOBOIUTEIIO

2! Yacry 4 cratem 10 ®denepanpHoro 3akona Ne 59-03.

2 ®DecnepanbHbiii 3akoH Ne 63-03; mynktsl 2, 3 IlpaBun ocymecTBieHHs B3aHMOACHCTBHA
B 2JIEKTPOHHOM ¢opMe rpaxmaH (QU3MYECKMX JIMI) ¥ OpraHM3anuifi ¢ opraHamu
rOCYIapCTBEHHONM BIACTH, OpPraHaMH MECTHOTO CaMOYIpaBleHHS, C OpraHH3alHAMH,
OCYILECTBISIONIMMA B COOTBETCTBUH C (pefiepaTbHbIMH 3aKOHAMH OTHENbHBIE ITyOIHYHbIE
HOJIHOMOYHS, YTBEPXKIEHHEIX MocTaHosleHHeM [IparutensctBa Poccuiickoit Denepanuu oT
9 urons 2016 . Ne 516 (Cobpanue 3akoHonarenscTBa Poccuiickoit ®eneparuu, 2016, Ne 25,
cr. 3803).

2 Yacrs 4 ctatou 10 ®depepanpHoro 3akoxa Ne 59-03.
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TOCYHAapCTBEHHOTO OpraHa, OpraHa MECTHOro CaMOYNPABJIEHHA HIH HHOMY
YIIOJTHOMOYECHHOMY UM JIHITY.

3.51. IHonnucaHHbIe MPAaBOBBIE AKThHI (IOCTAHOBJICHHS, PEILIEHHs, IPUKa3bI,
PACTIOPSOKEHUS) PETHCTPHPYIOTCS B JEeHb MOAMMCAHMA WM Ha CIEIyIOmMi
pabouuii [eHs.

B Bufe SNMeKTPOHHBIX KOIHAM IPaBOBBIE aKTH I'OCYJAPCTBEHHOIO OpraHa,
opraHa MecTHOro camoymnpapieHHs Bkiodaiotcs B COJ] rocymapcTBeHHOro
opraHa, 3a HCKJIIOUEHHEM [PaBOBbIX AaKTOB, COAEPXKAILUX CBEJCHUS
OrpaHHYCHHOI'O JOCTYIA.

3.52. TloanMHHHUKY MPaBOBBIX aKTOB (OPMHPYIOTCS B J€Nla HA OCHOBAaHUH
HOMEHKJIATypsl ~ Jel  TOCyJapCTBEHHOr0  OpraHa, OpraHa  MeCTHOIO
CaMOYINpaBJeHHs B  COOTBETCTBHH  C myHkTaMH  6.23-6.24  IlpaBun
JIeJIONMpPOU3BOJICTBA.

Hcnonnurtenu u yuua, Ha3HA4YEHHbIE B Ka4eCTBE HCIONHUTENEH, NOJKHEI
OBITH MPOUHGOPMHPOBAHbI O HOANHCAHHBIX IIPUKA3aX, paCIOPSKEHHUAX.

3.53. IIpoToxomnsl 3acelaHui, COBEIIaHHIA KOJIIETHAJIbHBIX,
COBELIATENbHBIX, METONUYECKUX, NPEACTABUTENBHBIX U HHBIX MOCTOSHHBIX WA
BpEMEHHBIX OpraHoB peructpupyorcs B Ciyx0e Jel0Npou3BOACTBA HIH
ceKperapsMi (HHBIMH PaOOTHUKAMH, B JOJDKHOCTHbIE OOM3AHHOCTH KOTOPBIX
BXO/IUT BEJCHHE JENONPOH3BOJCTBA COOTBETCTBYIOIIETO OpPraHa), M0 KaKAOMY
BHZY [IPOTOKOJIOB OTAENBHO.

3.54. TloANMUHHYUKH MPOTOKOJNOB IO MECTY HX PETHCTPALHH GOpMHPYIOTCA
B J€JNa B COOTBETCTBHU C HOMEHKIIATYpoil Jiel rocyIapCcTBEHHOTO OpraHa, opraHa
MECTHOT'0 CaMOYNpaBICHUS.

Konun mnpoTokonoB (BBITACKM M3 HPOTOKONOB) B 3NEKTpOHHOH (opme
IOBOOATCS JO CBEJESHMS BCEX WUIEHOB COOTBETCTBYIOIIEIO OpraHa WM
pasMelaroTcs Ha JICKTPOHHOM HMH(OPMAIMOHHOM pecypce rocyIapCTBEHHOTO
opraHa, OpraHa MECTHOTO CaMOYIIpaBiIeHH .

3.55. BHyTpeHHUE DOKYMEHTHl Ha HMs PYKOBOAMTENS TOCYAapCTBEHHOIO
opraHa, opraHa MeCTHOTO CaMOYIpaBICHHs, 3aMECTHTENICH pPYKOBOXUTEIS,
pyKoBoauTeins (pyKOBOZHUTENeH) CTPYKTYPHOIO MOJpPa3fesIeHHs PerHCTPHPYIOTCS
B COJl wiu (TIpu OTCYTCTBHM Takux Bo3MoxkHocTedt B COJI) — B mompasieneHuy,
MOATOTOBUBIIEM JOKYMEHT.

3.56. Yuer KkomudecTBa JOKYMEHTOB, [IIOCTYNHBLINX, CO3JAHHBIX,
OTIIPaBJIECHHHIX 3a OMNpEAENIeHHBIN NepHOJA BpeMeHH, MOXET IPOBOAMUTHCSA IIO
TOCYJapCTBEHHOMY OpraHy, OpraHy MeCTHOI'O CaMOYIpPaBIeHHS B MEJIOM, IO
OTHENBHBIM CTPYKTYPHBIM MOIpAasieieHHAM, MO TpyniaM IOKyMEHTOB, B TOM
4ycie, MOJUIHHHUKAM M KOIIUSM, KOPPECTIOHACHTaM, AeHCTBHAM, IIPOU3BEeIEHHBIM
¢ IOKyMeHTaMH, U IPYTHM IapamMeTpaM, HeoOXOIWMBIM Il aHaiu3a padoTHI
€ JIOKYMEHTaMHU B LIE/ISX €€ COBEPILICHCTBOBAHUSL.
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3.57. Ilpu ydere o6peMa JOKyMeHTOOG0OPOTA TONCYMTHIBAETCS KOJIHYECTBO
JIOKyMEHTOB BEIIIENIEHHOH IPyNINBL. Yder KOJIUIeCTBa JOKYMEHTOB IPOBOAWTCS TI0
JaHHBIM COJl, MHEIX perHCTPalMOHHO-YYETHEIX HOPM.

3.58. 3a enuHuIy ydera KONMYECTBA JOKYMEHTOB IPUHMMAETCS SK3EMITIAP
JOOKyMeHTa (IIOMIMHHHMK WK KOIWS, €CIM KOIUS — €JMHCTBEHHBIH SK3eMILAp
JokyMmeHTa). Konun noxyMeHTOB, cosnaBaeMble IS PACCHUIKA MM BHYTPEHHETO
HCTIOJB30BaHMU, IIPH HEOOXOAMMOCTH UX y4eTa IOACHHTHIBAIOTCS OTAEIBHO,

Ilpu ydere uCXOAAIMUX JOKYMEHTOB COINPOBOJMTENBHOE IHCHMO
H IpUNaraeMele K HeMy JJOKYMEHTHI IPHHUMAIOTCS 32 ONHUH JOKYMEHT.

3.59. HlaHHEIE O KONWYECTBE NOKYMEHTOB 0000LIaroTCs (C HAPacTArOUIAM
HTOTOM), aHAH3UPYIOTCS H IPEACTaBIAIOTCA PYKOBOJUTENIO TOCYHApCTBEHHOTO
opraHa, OpraHa MeCTHOTO CaMOYIIPaBJIeHHs WIIH MHOMY YIONHOMOYEHHOMY MM
IHIy B BHOE CIPaBOK (CBOJOK, OTYETOB) CTATHCTHYECKOTO W aAHATUTHIECKOTO
XapakTepa ¢ yCTaHOBICHHO! [IEpHOANYHOCTHIO (MeCALl, KBapTal, IOIyToANe, FOx).

IV. YnpasneHue J0KyMEHTaMH B CHCTEMeE
3JIEKTPOHHOTO HOKyMeHTooG0pOoTa

4.1. Joctyn k paGote B COJ] rocyapcTBEHHOTO OpraHa, OpraHa MeCTHOTO
CaMOYTIPaBJICHHUS! JOJDKHEL MIMETh TOJBKO 3apErHCTPHPOBAHHEIE MONB30BATENH.

4.2. BxmoueHne mokyMeHTOB B C3] ocymiecTBmsieTcs MHOCPEACTBOM
sartonHeHus rnonedt OPK, co3gaHua  NEKTpOHHOW  KONMHU  AOKYMeHTa
(ckaHUpOBaHMA), eclid IOKYMEHT ObUI co34aH Ha OyMaXHOM HOCHTene,
IIPECOeIMHEHHS HIeKTpOoHHOM Koy gokyMerTa K OPK, pasmemenus nokyMeHTa
B coorBercTByfomeil COJl B COOTBETCTBUH C ee KacCU(PHKanUOHHON CXeMOH.

43. B xonme paccMOTpeHHMS IOKYMEHTa, IIOJJIEXAIero MCIIONHEHHIO,
PYKOBOZICTBOM IOCYIapCTBEHHOTO OPraHa, OpraHa MECTHOTO CaMOYIPAaB/ICHHS HITH
B XOJIe COITIaCOBAHMSA [IPOCKTa JOKYMEHTA, 3alIOJTHAIOTCA COOTBETCTBYIOIIME MO
OPK. B pesynbTare coryiacoBaHHA NpoekTa gokyMeHTa B COJI dopMmHpyerTcs auCT
COTVIaCOBaHUSL.

4.4, Tlpu pxmodennn B COJl BXOAAINMX JOKYMEHTOB, MX PETHCTPAINH,
paccMoTpeHMH W ucnonHeHMH B OPK BHocsATCa chexyromme CBeOSHUS
0 JOKyMEHTe:

1) HanMeHoBaHHME TOCYHNapCTBEHHOIO OpraHa, oOpraHa MECTHOIO
CaMOyIIpaBJeHus, OpraHi3aliy (KOPPeCHOHASHTa);

2) HaWMeHOBaHHE BHJA HOKYMEHTa ';

3) narta JOKyMeHTa;

4) perucTpanHOHHBIN HOMep HOKYMEHTA;

% HammenoBaHMe pasiena B CIIPABOMHHKE (K1accH(puKaTope) BHAOB HOKYMEHTOB, K KOTOPOMY
OTHOCHTCH IOKYMEHT, BKiodaeMsiii B COJI.
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5) GaMuaHs B MHEDEANEL JTHNA, HOAMHCABLIETO JOKYMEHT;

6) nara mOCTYIUICHUS NOKYMEHTa;

7) BXONAIIMi pErHCTPAIIAOHHLI HOMEP;

8) cmocob JocraBkM JOKyMEHTa;

9) 3aronoBOK K TEKCTY (KPATKOE Coiep/KaHue JOKYMEHTA);

10) KOmMM4ECTBO JMCTOB OCHOBHOIO JOKYMEHTA,;

11) ormMerka o nmpunoxeHHH (KONHYECTBO IPWIOXeHHH, ofIuee
KOJIHYECTBO JIUCTOB MIPHIIOKEHHIN);

12) cBenenus o CBS3aHHBIX JOKyMeHTax (HaUMEHOBaHHE BHJA HOKYMEHTa,
7laTa, PETUCTPALIOHHBIA HOMEp, THUII CBI3H);

13) pezomouus (MCHOMHUTEND (HCIONHUTENM), MOPYYEHHE, NODKHOCTHOE
MO, AaBllee opyyueHne, AaTa GOPMHEPOBAHUA IIOPYIECHHUA);

14) cpok mcnonHeHNA JOKYMEHTa;

15) wuHnekc mena no HOMEHKIAType He,;

16) cBeneHus o mepeafpecalHyl JOKyMeHTa;

17) orMeTKa O KOHTpOIIE;

18) rpud orpanmyYeHHs AOCTYNa K JOKYMEHTY,;

19) cBenenust 06 311eKTPOHHON MOMIHCH;

20) pesynsTaT MPOBEPKH AJEKTPOHHOM noamacH>;

21) ameKTPOHHEIH afipec KOPPECHIOHACHTA;

22) cceuikM Ha (aiil TOCTYNHBIIETO JOKyMeHTa M aiin (daiinbr)
ApHIIoKeHus (IPHTOKEHHI) K JOKYMEHTY.

4.5. Tlpu Bxmrouennn B COJI mcxomammx mokymMeHToB B OPK BHOCATCA
CIIeAYIOIINE CBEJICHUS O JOKYMEHTe:

1) HauMeHOBaHHe TOCYJApPCTBEHHOTO OpraHa, oOpraHa MECTHOTO
CaMOYTIpaBJICHHsI, OPTAaHU3ANNM - aflpecaTa;

2) daMuIHs ¥ MHUNUATIE] JIMIA, TTOANHCABINETO IOKYMEHT;

3) HauMeHOBaHHE BUJA TOKyMeHTa™®;

4) para JOKyMeHTa;

5) perucTpalHOHHEIX HOMepP JOKYMEHTa;

6) 3aroJI0BOK K TeKCTy (KpaTKoe cofiepikaHue JOKYMEHTa);

7) cBemeHHS O CBS3aHHBIX NOKYMeHTaxX (HaMMEHOBAHHE BHA JOKYMEHTa,
JlaTa, PerUCTPAIIHOHHBIA HOMED, THI CBA3H);

8) KomMecTBO IMCTOB OCHOBHOI'O JOKYMEHTA,

9) HHIEKC Ieiia o HOMEHKIAType Ael;

10) orMeTka © OpHWIOXKEHHH (KONM4YECTBO IpPHIOXKeHHH, obmee

% Bymouatores B C3JI, €c/lH MOCTYNHBIIEM JOKYMEHT HOAMMCAH YCHICHHOH 3IEKTPOHHOM
HOJIUCHIO.

2% HaumeHOBaHHE pa3feia B CHPaBOYHHKE (KIACCHOHKATODE) BUAOB JOKYMEHTOB, K KOTOPOMY
OTHOCHTCH JOKYMEHT, BKnodaemslii B COJL.
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KOJIMYECTBO JINCTOB NPHIIOKEHHUIA);

11) rpud orpanudeHHs ZOCTyIa K JOKYMEHTY;

12) noppasneneHue - OTBETCTBEHHBIH MCIIONHUTEND JOKYMEHTA;

13) cBeneHms 00 NEKTPOHHOU MOJIINCH;

14) ccpuiku Ha daiin ormpaBinsieMoro JgokyMeHra u ¢aiin (daiinbr)
TIPUNOXeHHUs (IPUIOKEHHH ) K JOKYMEHTY;

15) osnexTpoHHBIH afipec KOPPECIOHICHTa;

16) cmoco6 mocTaBKu JOKyMeHTa ajipecary.

4.6. Tlpn sxmouennu B COJl BHyTpeHHHX ZoKymeHTOB B DPK BHOCATCH

crnenyromde CBEACHU O I[OKyMBHT627:

1) HaumeHOBaHHe MOJpPa3AeieHHsl, IOJIOTOBUBILETO MPOEKT JOKYMEHTA;

2)  HAUMEHOBaHHE BHJA JOKyMEHTa"

3)  [nmara JOKyMEHTa,;

4)  perucTpalMOHHBIA HOMEP JOKYMEHTa,

5)  rpu¢ orpaHHUYEHHs AOCTyMa K JOKYMEHTY;

6)  daMumHA 1 HHAIMANEI JIHLA, [IOAMHCABLIEr0 JOKYMEHT;

7) cBeleHWs O CBS3aHHBEIX [JOKYMeHTax (HauMEHOBaHHME BHZA
JOKYMEHTa, IaTa, peTHCTPALMOHHEIH HOMEep, THII CBA3H);

8)  3aroJoBOK K TeKCTy (KpaTkoe coiepikaHHe JOKyMEHTa);

9)  mnozmpaszmeneHue (JOMmXHOCTHOE JIHIIO) —  HCIIONHHTENb
(OTBETCTBEHHBI UCIIOIHUTEND) ROKYMEHTA;

10) KOJIMYECTBO JMCTOB OCHOBHOTO JJOKYMEHTa;

11) orMerka O mnpuioKeHuH (KOJHYECTBO MPHIOXCHHH, obimee
KOJIMYECTBO JTMCTOB MPUIOKEHHMIT);

12) wuHAeKc Aena MO HOMEHKIATYpe Jel;

13) pesomouwns (UcnonHWUTENb (WCIIOMHUTENH), MOpydYeHHe, JaTa
HCIIONHEHMNS, AaTa (OPMHUPOBAHUS IIOPYUEHHNS);

14) oTmeTka 0 KOHTpOIIE;

15) ccobuiku Ha Gaitn mOCTynHBINETO HOKyMeHTa M Gaiin (daiinsr)
nprokenus (IPUIOKEHHIH) K JOKYMEHTY.

4.7. Tlpu snouenun B COJI obparmenuii rpaxaaH, OpraHu3aIiii i OTBETOB
Ha obpamenus B DPK BHOCATCA cliellylomue CBECHUS:

1)  damumus, uMs, 0TUECTBO (MPH €ro HATHYHHU) IPaXKTaHUHA,

2)  HaWMeHOBaHUE OpraHH3alUH — a[pecara;

3)  nara oOpalieHus rpaxIaHHHa, OPTaHU3AlKH;

4)  perucTpaUWOHHEI#  HOoMep  ofpameHus (1A oOpamieHHH
OpraHus3aIii);

5) nara donpononmennnom JOKyMeHTa (B ciydae Iepeaapecalvi

z Konkpernsrif coctaB cBefieHud, BHOcHMBIX B COJl mpH perHcTpandH BHYTPEHHHX
JOKYMEHTOB, 3aBHCHT OT BHJIA PETUCTPUPYEMOT0 JOKYMEHTA.
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obpareHns);

6)  Jara HOCTYIUICHHs oOpalleHus IrpaXJaHHHa, OpraHH3aLHH;

7)  BXOJAIIUI perucTpallMOHHBINA HOMEp;

8)  kparkoe cojepxanve obpaleHus rpaXJaHKHA, OpPraHU3aLHH;

9)  KONHYECTBO JIACTOB OCHOBHOT'O JIOKYMEHTa;

10) ormeTka O TpPHIOKEHHH (KONHYECTBO MpPWIOXKeHHH, obIee
KOJIHYECTBO JINCTOB IPUITOKEHMIA);

11) cBemeHHMs O CBS3aHHHIX JOKyMeHTaX (HaWMEHOBaHHME BHJA
JNOKYMEHTa, Jara, PEernCTPAlMOHHBIH HOMep, THN CBA3H, B T.4. CBEJICHHA
O MpeABILYIIUX OOpalleHusX B Cydae, eClii JaHHOe OGpalieHHe MOBTOPHOe);

12) pesomonus (ACIIOMHUTENH (MCIIOMHUTENH), TOPYUeHHe, TODKHOCTHOES
JIMLIO, JaBIIee IOPYYCHHE, AaTa Pe30IOLHH);

13)  cpok HcroNHeHUA JOKYMEHTa;

14) uHAEKC Jena 10 HOMEHKIIAType e,

15) cBeneHms O mepeafpecanud OOpalieHHs TpakKIaHHHA, OpPraHH3aWH
(maTa, HOMep CONPOBOAUTENHHOTO [JOKYMEHTa; HaHMEHOBaHHE OpraHa BJACTH,
OpraHH3alHy

16) oTMeTKa 0 KOHTpOJIe;

17) cBemeHns 00 9SneKTPOHHON mNommHUCH (B CilIydyae MNOCTYIUICHHS
3NIEKTPOHHOTO  OOpallleHMs  rpakAaHWHA, OpraHM3alldd, [OANHCAHHOIO
3JIEKTPOHHOH MOAMHCEIO);

18)  pe3synbTAT MPOBEPKH IMEKTPOHHON MOATIACH™;

19) sneKkTpOHHBIH afpec KOPPECIIOHIeHTa (TPakiaHiHA, OPraHA3aIVH);

20) IOYTOBEI a/[pec KOppeCIOHAEHTa (TpaykIaHHHA, OPraHU3allKH);

21) Bompoc HO TeMaTHYECKOMY KIacCCHUKATOPY;

22) cchuUikH Ha ¢aill mocTymuBIIero oOpaiieHus u ¢aiin orBera Ha
obparmenue.

4.8. JlononHHUTENFHO K YKa3aHHBIM CBEJCHHSM O BXOMSIIHX, HUCXONAIIUX
4 BHYTPEHHUX MOKyMeHTax, ofpallleHHi rpaxnaH, opraHmsanuii B OPK COJ]
MOTYT BHOCHTBCS HHbIE CBEJCHHUS.

4.9. Ilpy BKIOYEHMH NOKYMEHTOB M HPOCKTOB JOKyMeHToB B C3I/I,
aTake Mpu BkiodyeHnu ceeneHuit B OPK B mpomecce XH3HEHHOTO IMKJIA
JIOKYMEHTA HCTIOJHHUTENH JODKHEI CO3IaBaTh CBA3M AAHHOTO JIOKyMeHTa (IpoeKTa
IOKYMEHTa) ¢ APYTHMH JOKYMEHTaMH U IIyHKTaMU IIOpYUCHUH.

Ilpu cosmanvu cBsizell mOKyMeHTa (IPOEKTa HOKYMEHTa) C IpYTUMH
JIOKYMEHTaMH HCIIOJIb3yeTCs CIIPABOYHHUK THTIOB CBS3EH.

28 Bymouatoress B COJI, ecii MOCTYNMBUIME JOKYMEHT MOJNHCAH YCHIEHHOH 3IEKTPOHHOM
[IOXIHCHIO.
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4.10. B nmensx pasmemieHus AokyMeHToB B COJI, momcka JOKYMEHTOB,
BeJeHHMS CIpPaBOYHOH paboTHl 1O JOKyMeHTaM, BKmoueHHBIM B (3],
HCIIONB3YIOTCS KIIaCCH(UKATOPHI H CIIPABOYHUKHU, B TOM HHCIIE:

KITacCU(UKATOphl: KOPPECIIOHAEHTOB, BHAOB HOKYMEHTOB, CTPYKTYpPHBIX
ToJipa3sfieficHuii TOCYJapCTBEHHOrO OpraHa, OpraHa MECTHOIO CaMOYIIpaBJICHUS,
JOIDKHOCTHEIX  JIMI ~ TOCYAAapCTBEHHOTO  OpraHa, oOpraHa  MeCTHOTO
CaMOyNpaBleHUs, HCHONHUTeNeH MO MOKYMEHTaM; TeMaTHYecKduil (BOIpPOCOB
JeATeIbHOCTH), HOMEHKJIaTypa [IeJl TOCYyJapCTBEHHOI'O OpraHa, OpraHa MeCTHOTO
caMOYIpaBICHUS;

CIPaBOYHMKM:  CPOKOB  HCIOJHEHHA,  pe3oyoluil  (mopydeHHIR),
SJEKTPOHHBIX aJPECOB IIOCTOSHHBIX KOPPECIOHACHTOB, IIAGIOHOB OJIAHKOB
JOKYMEHTOB M IIa0JIOHOB NOKYMEHTOB, THIOB CBsi3eil ¢ APYTMMH JOKyMEHTaMH
(cBsI3aHHBIMH JJOKyMEHTaMH).

V. KoHTpons UCTIONHEHUS JOKYMEHTOB (TIOpydIeHHil)

5.1. KoHTponb HCIHONHEHUS JOKYMEHTOB (MOpYUYeHHUit) BeaeTca B LeNIX HX
CBOEBPEMEHHOT0 U KaueCTBEHHOTO HCTIONHEeHHUS.

5.2. KoHTpOIB NCTIOTHEHHA JOKYMEHTOB (TIOPYY€HHI) BEACTCS:

HCIIONHEHUS NOKYMEHTOB (IOPYYEHHi) IO CYIIECTBY — PYKOBOIMTENEM,
WHBIMHA JOJDKHOCTHBIMH JTMLIAMH TOCYJapCTBEHHOTO OpraHa, OpraHa MECTHOrO
CaMOYTIpPaBIICHHS;

CPOKOB  HCIIONHEHWs  JOKYMEHTOB  (mopyueHui) —  CmyxOGoii
JIeTIONPOU3BOCTBA FOCYAapCTBEHHOTO OpraHa, OpraHa MeCTHOTO CaMOYIIpaBICHHUS
WK HHBIM CTPYKTYPHBIM HOAPA3JESICHACM, Ha KOTOPOE BO3/IOKCHA 3Ta YyHKIHA.

KoHTpomo momnmexar BCe 3aperMCTpHUpPOBaHHBIE AOKYMEHTEHI, TpeOylomue
HCIIOTHEHHS.

5.3. PacnopsauresbHbIe JOKYMEHTEI, IPOTOKOJBI 3acefaHuil (COBEWIaHuI),
ecii 3apMKCHPOBaHHEIE B HUX PellleHHs He 0QOPMIIIOTCA B BHJIe MOCTaHOBICHUMH
HITH pellleHui, coliep)xaiue MOPYUeHNsI ¢ KOHKPETHBIMH CPOKaMH HCIIONHEHHS,
CTaBATCH Ha KOHTPOJIb IT0 KXKAOMY IOPYICHHIO OTAETBHO.

Opranuzauus HCHOONHEHHMs IopydeHHd W ykasaHuii IlpesumenTta
Poccuiickoit ®enepaiiii UCTIONHAIOTCA B COOTBETCTBHHM ¢ YKasoM Ilpesunenra
Poccuiickoii ®enepamuu ot 28 mapra 2011 1. Ne352 «O Mepax mo
COBEpLICHCTBOBAHHIO - OPraHM3alid HCIONHEHHs TOpYYeHHH M yKasaHWH
IIpesunenta Poccuiickoii Depeparn»”.

® Ykas Tlpesunenta Poccniickoit ®epepaupm or 28 Mapra 2011 r. Ne352 «O mepax mo
COBEpIICHCTBOBAHHIO OpraHM3allid HCIOJHEHHs MOpydeHMH M yKasanuit IIpesnnenra
Poccuiickoit ®epepanumn» (Cobpanue 3akonogatensctBa Poccuiickoit Geneparmu, 2011, Ne 14,
ct. 1880).
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5.4. KoHTpoIIb CPOKOB MCIIONHEHHs JOKyMEHTOB (IIOpYYeHHit) BKJIIOYaeT
B ceb:

IMOCTAaHOBKY JIOKyMEHTOB (NIOpyUeHHIT) Ha KOHTPOJIb,

IIPOBEPKY CBOEBPEMEHHOCTH JOBEACHHI JMOKYMEHTOB (IIOpydeHHH) IO
WCIIOJIHUTENICH;

[IpedBAPUTEIbHYIO IPOBEPKY H PperylHpOBaHHE XOHa HCHOJHEHHSA
JIOKYMEHTOB (TIOpyJYEeHHIA);

CHATHE C KOHTPOJIA JOKYMEHTOB (MOpYyJYeHUit);

ydeT, 00o0llleHHe M aHAIH3 Pe3yJIBTATOB XOJa HCIOJHEHHS NOKYMEHTOB
(nopyuenuti);

WH(POPMHPOBAaHHE PYKOBOAMTENEHl O XOJAe WUCIOJHEHUSA JOKYMEHTOB
(mopydenuit) ¥ COCTOSHHHM UCTIONHUTENBCKOM JUCIMILIHHEL.

5.5. Cpox wmcHonHeHHMsS [JOKYMEHTa YKa3blBaeTCi HENOCPEACTBCHHO
B JOKYMeHTe, IOPyYEHHH HIIH B Pe30TIOLHH K JOKYMEHTY.

5.6. CpoKy HCHOJHEHUS! HCUUCIAIOTCH B KANCHAApHBIX OHAX C JAThl,
clenyroueit 3a JaTol perucTpauud IlOKyMeHTaSO.

Cpoxud  HMCHONHEHHMS  MPOTOKOJIBHBIX  IOpydYeHW#, KaK IIpaBUIIO,
YCTaHaBIMBAIOTCS B IMPOTOKOJEC M HCUHCIAIOTCA C JAaThl, CIEAYIOLICH 3a DaToH
IIPOBE/IEHUA 3ace/laHusA (COBELIAHHA).

5.7. Ecnu mocnenHuit IeHb CpOKa HCIOJHEHUS NOKYMEHTa (IOpydeHHs:)
TPUXOOUTCS Ha Hepaboumil JeHb, TO MAOKYMEHT MOMJIEXKHUT HCHONHEHHIO
B GmmwKaiimmit cexyiommii 32 HUM paGoumii neHp’ .

5.8. Cpokr HCIONHEHHS MAOKyMEHTOB (TMOpy4YeHHMil) YCTaHABIMBAIOTCS
PYKOBOIUTEIEM, UCXOIA U3 CPOKA, YCTAHOBJICHHOTO OpraHM3alieH, HalpaBUBIIEH
JOKYMEHT, WM CpOKOB, YCTAaHOBIEHHBIX 3aKOHOJATEJNLCTBOM Poccuiickoi
®epnepanyu.

5.9. JloxyMeHTEl (mOpY4YeHMS) MOAJIEXXAT HCIONHEHHIO B CleqyIonie
CPOKH:

YCTQHOBJICHHbIE  3aKOHOJATEJNBHEIMM  HJIH  HHBIMH  HOPMaTHBHBIMH
IIPaBOBBEIMH aKTaMH (THIIOBOH CPOK HCIOJIHEHMHS);

C KOHKPETHO# J1aToi HCIIOIHEHUA — B YKa3aHHBIH CPOK;

0e3 yxa3aHuUs KOHKPETHOM JaThl HUCIIOMHEHHs, HMEIOIIHe B TEKCTE IIOMETKY:

«BechbMa CPOYHOY» — B TEYCHHE OJHOTO-IABYX HHEHH;

30 Crares 191 Ipaxnanckoro xofekca Poccuiickoli deneparmn (CobpaHve 3aKOHOAATENECTBA
Poccuiickoit enmeparuun, 1994, Ne 32, ct. 3301; 2019, Ne 12, c1. 1224).

31 Crarps 193 T'paxpanckoro kozekca Poccuitckoit ®emepammn (CobpaHHe 3aKOHONATENHCTEA
Poccuiickoit ®enepannu,1994, Ne 32, c1. 3301; 2019, Ne 12, ct. 1224). B denepanbHBIX opranax
HCTIOJHUTENLHOM BIAcTH, B COOTBETCTBMM ¢ IiyHKToM 6.1.1 TumoBoro periameHTa
B3auMOJieHCcTBUASL  (efepalbHBIX  OpraHOB  HCIOJHHTENbHOH  BJIACTH,  YTBEPKICHHOIO
noctaHoByienueM Ne 30, eciin mocnegHuit I€Hb CPOKA MCIOJHEHUS NOPYYCHHS NPHXOAMTICA HA
Hepaboumii IeHb, OHO MOUIEKAT UCIIOJHEHHUIO B IPEAIIECTBYIONIHH eMy pabodnii JeHs.
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«CPOYHO» — B 3-JHEBHBIH CPOK;

«ornepaTuBHO» — B 10-7HEBHBIH CPOK;

ocTalbHble — B Cpok He Oonee 30 nHell, ecmd HHOe HE YCTaHOBJIEHO
(denepanpHBIMU 3aKOHAMHL.

5.10. [lara ucrnionHeHHs JoKyMeHTa (mopy4eHus) ¢pukcupyercsa B OPK COJT
WIH UHOHN PErHCTPalHOHHO-YYETHOH (opMe, HCHONB3yeMOH il OTCIEXKMBaHMS
CPOKOB UCIOJIHEHUS HOKYMEHTa (IOPyUCHHUS).

5.11. ITprOCTaHOBHUTH MCTIONHEHHE KOHTPOIBHOTO JOKYMeHTa (IOPYYeHHS),
a Talke OTMEHHTH €ro MOXeET PYKOBOAUTENb, MOAMHCABIIMA JOKYMEHT HIIH
JaBIIHi opy4eHue (Pe30IIIOLHIO).

5.12. B ciy4ae ecnum CpOK HCHOOJHEHHWS JOKyMeHTa (mOpy4eHHs)
IpeBBIIAeT ONUH MECHI, B LeJX OOecHedeHHs CBOEBPEMEHHOTO HCIIONHEHHS
JOKyMeHTa (1opydeHHs) IPOBOMHTCS  MNpeABAPUTENBHBIN  KOHTPONb H
HAMOMMHAHHS UCTIONHUTENSM O TMPHOMKEHUH CPOKOB HCIIONHEHHs IOKYMEHTOB
(opyyenmit).

5.13. HamoMmrHaHHe WCHONHUTENSAM O MPUONIDKEHUH CPOKOB HCTOMHEHHS
JOKYMEHTOB (TIOpYY€HHI) MOXET OCYIIECTBISATHCS B aBTOMATHYECKOM peKHME
nocpectsoM COJ] HIH ¢ UCIIOJIB30BAHNEM DJIEKTPOHHOM MOYTEL.

HanmomuHaHHA HCHONHUTENAM, a Takke HH(popMmanua o6 HCIONHEHHH
JIOKyMEHTOB (IIOpY4eHHit), MONy4eHHasd OT HUCHONHHTENCH, pukcupyrores B OPK
C3/1 viM MHBIX PerHCTPALMOHHO-YUETHRIX (popMax, HCHOIB3YEMBIX Ul KOHTPOIS
HCIIONHEHUs JOKYMEHTOB (IOpYy4eHuit).

5.14. TIpu Heo6XOOMMOCTH H3MEHEHHs CpOKa HCIONHEHMS NOKyMEHTa
(HOpy4YeHHA) OTBETCTBEHHBIM HCHONHWUTENL O00s3aH MPEACTABHTh HAa HMS
pyKoBOAWTeNs, HaBlIero IHopydyeHue, oOOCHOBaHHE (IOKIAmHYIO (CiyxeGHYI0)
3aM#cKy) O MPOANEHHH CpoKa C YyKasaHHEM MNPUYHH TpPOMJICHHS W JaThl
HCIIOJIHEHHUS.

OGocHOBaHHEe MNPOMNEHHS CpPOKa HCIIONHEHHS IOKyMeHTa (IOpYydeHHs)
JIOJDKHO OBITH HAanpaplIeHO COOTBETCTBYIOIEMY PYKOBOAMTENIO HE TO3NHEES YeM
[0 UCTEYEHHH ABYX TPETBUX CPOKA HCIIOMHEHUS NOKyMeHTa (IOpY4eHHs), a ecil
CPOK HCHIONHEHHWS IOpY4YeHHs MpPEBBIACT OBa Mecsla, IPEIOXKEHHS O €ro
TIPOJUICHUH TIPE/ICTABIAIOTCS B TedeHHe [-ro Mecsiia Cpoka, OTBEAEHHOTO Ha
HCTIOJHEHHUE OPYYCHHUS.

CpoKku WCIOJHEHHS CPOYHBIX MOpYYeHHE He MpOIJIeBalOTCS H He
KOPPEKTHPYIOTCS.

006 u3MeHeHNH CPOKa HCIIONHEeHHUs JOKyMeHTa (TopydeHHs ) OTBETCTBEHHBIIH
HCHONHUTENB HHPopMupyeT Ciy )0y HeNompon3BOICTRA.

HsMmeHenns B cocTaBe HCHONHUTeNeH HOKyMeHTa (IIOpy4YeHHS) MOMKHEI
APOU3BOTUTECA C 00s13aTeNbHBIM HHpOpMUpoBaHHeM CiryxOsl 1eJI0MpPON3BO/ICTRA.
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5.15. JIOKyMeHT CYMTACTCsI HCIOTHEHHBIM U TOUIEXKUT CHATUIO C KOHTPOJLA
mocie (PaKTHYECKOro HMCIOJHEHHS BCeX COJep)KaIluXcsi B HEM IOpyYeHHH,
JIOKYMEHTAJIBHOTO MTOJTBEPIKIEHHUS €ro MCIOJIHEHUS U COOOLIEHHs pe3ylbTaToB
€ro pacCMOTPEHUSI 3aMHTEPECOBaHHBIM OpraHaM, OpPraHHU3allUAM M JIHLaM.

IMpomexyTounas HH(pOpPMAIHA [0 HCIONHEHHIO NOKYMEHTa He SBIIIeTCA
OCHOBAHHEM ISl CHSITHSL €0 ¢ KOHTPOJIS.

5.16. JlokyMeHTHI ([IOpY4eHHs), HaXOAAI(Hecs Ha KOHTpOJE, CHUMAIOTCA
C KOHTPOJIS HA OCHOBAHHH [TOArOTOBIEHHOTO OTBETA.

Pemenne 06 wucnonHeHun OOKyMeHTa (MOpYyYeHHs), He TpeOyromwero
HampaBlieHHs OTBeTa, NPHHUMAET PYKOBOJWTENb, IIOCTABHBIIMK JOKYMEHT
(mopydeHne) Ha KOHTpONb, C o0s3arenbHBIM HHpOpMuUpoBaHHeM CiryxGbl
JIENOMPOU3BO/ICTBA.

CaeneHus o6 WCIIONHEHHH JOKyMeHTa (mopydeHus) BHocaTcs B OPK COJ]
WIH HHYIO PETHCTPAl[MOHHO-YYETHYI0 (OpMy, HCHONL3YEMYIO JUIS KOHTPOIL
HCITONHEHHS.

517. B cnyyae ecnM  JOKyMeHT (IOpy4eHHE) He  HCIOJNHEH
B YCT@QHOBJIEHHBIH CPOK, OH IPU3HAETCS HEUCTIOMHEHHBIM H OCTaeTCsl Ha KOHTpOJIE.
OO6513aHHOCTH M0 €r0 HUCIIONHEHHIO COXPAHAETCA 33 HCIIOJHUTEINEM.

5.18. Cmyx0a mellonpoH3BOACTBA AHAIA3UPYET COCTOSHHE H PE3yILTaThI
HCIIOJIHEHUS JAOKYMEHTOB (TIOpDYYEHHI) H COCTOSHHE HCIIOJIHHUTEIHCKOH
JUCIHHUIUIVHE U HAMpaBiseT PYKOBOAUTENIO IOCYHapCTBEHHOTO OpraHa, OpraHa
MECTHOTO CaMOYIIPaBlIeHHsT M PYKOBOAMTENSAM CTPYKTYPHBIX MNOApa3ieieHHH
OTYETBI O KONHYECTBE J[JOKYMEHTOB, HCIONHEHHBIX B CPOK, HCIOJNHEHHBIX
C MPO/UICHHEM CpOKa HCHOJNHEHHs, He HCMONHEHHBIX, HaXOMALIMXCA HA
UCIIOJIHEHHH II0 TOCYJAPCTBEHHOMY OpraHy, OpraHy MECTHOTO CaMoOyIIpaBlieHHS
BIIEJIOM, [0 CTPYKTYpHBIM MOApasfefieHHsM W, [pH HEeoOXOAUMOCTH, IO
OTJETILHBIM UCTIOJIHHTEIIM.

5.19. TocymapcTBEHHBIE OpraHbl, OpPraHBl MECTHOIO CaMOYIIPaBJICHHUS
eXeMeCcIuHO TpeAcTaBiAioT B Anmunuctpamuio Ilpesupenta Poccuiickoit
®eqepalliil B JIEKTPOHHON (opMe HHPOPMALIHIO O Pe3yJbTaTaX pacCMOTpeHUS
obparueHuil I'paxiaH, OpraHd3aluii, a TaKke O MepaX, HMPHHATHIX IO TaKHM

O6paleHnsM 2.

32 ykas [pesupenta Poccniickoit ®enepanun ot 17 ampens 2017 r. Ne 171 «O MoHHTOpHHTE
U aHATH3e pe3yJIbTaTOB paccMOTpeHHs ofpamieHH# rpaxaaH u oprasuzamuity (CoGpanne
3aKoHozxarenbcTa  Poccmifickoit  ®emepaumun, 2017, Nel7, cr.2545). HWadopmaruio
O pe3yibTaTax paccMOTpeHus OOpameHHH TpakIaH M OpPraHH3alMil MPEACTABIAIOT TaKkKe
OpraHsl MECTHOTO CAMOYIIPABJIEHHs, FOCYIapCTBEHHbIE W MYHULUNANbHBIE YIPEKACHUS, HHBIE
OpraHN3ayH, OCYLIECTRISIOIIE [TyOTHYHO 3HAYUMEIE (QYHKIHH.
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V1. JlokyMeHTanbHBIH (HOHJ FOCYJapCTBEHHOTO OpraHa,
OpraHa MECTHOIO CaMOYIpaBJIeHUs

6.1. JlIokyMeHTHI, CO3JaHHBIE M TOIyYeHHBIE B MPOIECCE AEATENHHOCTH
rocyJapCTBEHHOI0 OpraHa, OpraHa MeCTHOIO CaMoOyIpaBleHHs, o0pa3yloT
JOKyMEHTANBHBIH  (QOHA  TOCYHapCTBEHHOTO OpraHa, oOpraHa MECTHOTO
CaMOYTIpaBJIeHHS.

6.2. TocymapcreeHHble opraHsl Poccuiickoii ®enepanun pa3zpabaThiBalOT
U yTBEDK/JAIOT INEPeYHH JOKYMEHTOB, O0OpasyloIlMXCs B Ipolecce Hux
JeATENbHOCTH, a TaKKe B IpoLecce JEATEIbHOCTH HOABEAOMCTBEHHBIX MM
opraHusamui, C YKa3aHHEM CpPOKOB HX XpaHCHHA IO COIJIaCOBaHHIO
C YIIOJTHOMOYEHHBIM (efepabHEIM OpPraHOM HCHOJHHTENBHON BiacTH B chepe
APXMBHOTO JIe/Ia U JISJIONPOH3BOACTBA .

6.3. T'ocymapcTBeHHBIE opraHbl Poccuiickoi ®enepanun
U rocyZlapCTBEHHEIE OpraHel cyOBekToB Poccumiickoii ®@enepauuu, umeromue
NOABEIOMCTBCHHEIE OpraHM3alliH, BIpaBe pa3pabaTBIBATD M YTBEp)KAATh MO
COTJIACOBAHUIO C YIONHOMOYEHHBIM (elepalbHBIM OpPraHOM HCIOJHHUTENEHOH
BJIaCTH B cdepe apxXHBHOTO JeJia H JCITONPOU3BO/ICTBA HIU C COOTBETCTBYIOIUM
YIIOTHOMOYEHHBIM OPTaHOM HCIHONHHUTEIBHOM BiacTH cyGbekta Poccuiickoit
®denepannn B chepe apxUBHOIO Jeia TUNOBBIE H NPHMEPHBIE HOMEHKIIATYPBI Jel
JUIS TIOABE JOMCTRBEHHBIX OpraHH3aLfii.

THunoBas HOMEHKIAaTypa Hejl YCTAaHAaBIMBaeT COCTaB e, 3aBOJHMBIX
B OpraHH3aLHUsX OIPEJEIICHHOTO THIIA, U SIBJISETCA HOPMATHBHEIM JIOKYMECHTOM.

IIpuMepHass HOMEHKIATypa AeJl YCTaHAaBJIHBAaeT HNPHUMEPHBIH cOCTaB Hell,
3aBOJUMBIX B OJHOTHIHBIX OpPTaHM3allMsIX, Ha KOTOpble OHA PacHpOCTPAHSETCH,
4 SBIAETCS PeKOMEHIATENFHEIM JOKYMEHTOM.

6.4. lnx  obecrevenuss TopAnKa (OPMHPOBaHHS ©  ydeTa Jel
B JIEJIOTIPOM3BO/ICTBE TOCYNAPCTBEHHEIH OpraH, opraH MeCTHOTO CaMOYTIPaBlIeHHS
pa3pabaThIBaeT U YTBEPXKAAET HOMEHKIATYPY Aell.

Homenknarypa Jen rocymZapCTBEHHOro OpraHa, OpraHa MeCTHOTO
caMOyTIpaBIeHIS 3aKperusieT kiacCuGUKaniio (rpynnHpoBKy ) JOKYMEHTOB B Jiela
(3MEeKTPOHHBIE fieNia), CUCTEMATH3aLMIO ¥ MHIEKCAIMIO Jell, CPOKH MX XPaHCHU:,
SIBISIETCSA OCHOBHBIM YYETHBIM JOKYMEHTOM.

Homenxnatypa Jel rocyJapCcTBEHHOrO OpraHa, oOpraa MECTHOTO
camoytipaBieHus BiurogaeTcs B COJl B KauecTBe CIPaBOYHHKE, OMpeeIIOIEro
MOPANOK CHCTEMATH3alUH 3NIEKTPOHHBIX JOKYMEHTOB (3JIEKTPOHHBIX KOMUMH
JIOKyMEHTOB), BKimoyaeMbIx B COJI.

» [Tynxr 1 craten 23 @enepanbHoro 3axkoHa ot 22 okrsa6psa 2004 r. Ne 125-@3 «O6 apxasHOM
nmene B Poccuiickoit ®enepauun» (CoGpanue 3akoHomarensctBa Poceniickoit ®enepauuu, 2004,
Ne 43, ct. 4169; 2018, Ne 1, cT. 19).
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6.5. HomeHknaTypa Jien SBISETCS OCHOBOM NS COCTABJICHHS OIUCEH e
CTPYKTYPHBIX IOZpa3JefeHHi ITOCTOSHHOTO, BpeMeHHbIX (CcBblme 10 ieT) cpokoB
XpaHeHHs, B TOM 4YHCI€ IO JIMYHOMY COCTaBy, AaKTOB O BBIJEJICHUH
K YHHYTOXEHUIO JJOKYMEHTOB, HE NOAeXALUX XpaHEHHIO, a TAKOKe AJIs y4eTa Jiel
BpeMeHHBIX (1o 10 J1eT BKIFOUMTENBHO) CPOKOB XPaHEHHU.

6.6. IIpu cocTaBlleHHMH HOMEHKIATyphl el CIEeAyeT PyKOBOACTBOBATHCS
3akoHoZaTenscTBOM Poccuiickoit epepaliy, 3aKOHOAATENBECTBOM CyOBeKTa
Poccuiickoit ®enepanyy, onpeAeNSIOMUM AESTENBHOCTh TOCYJapCTBEHHOTO
opraHa, opraHa MECTHOTO CaMOYIIPAaBJICHHS, IONOXKEHHEM O TOCYJapCTBEHHOM
oprane (opraHe MeCTHOIO CaMOYIpPaBJIeHHS), perIaMeHTOM TOCYyapCTBEHHOTO
oprana (opraHa MECTHOTO CaMOYIIPABICHHSA), MMOJOKEHHUSIMH O CTPYKTYPHBIX
nojApasfieNeHusX,  IOTaTHBIM  paclHUcaHHeM, IUIAHOBOH M OTYETHOM
JIOKyMeHTaluell, HOMEHKIAaTypoll Ien 3a MNpolleJiide TOAbl, HOPMATHBHBIMU
aKTaMH FOCYJapCTBEHHOTO oOpraHa, oOpraHa MeCTHOIO CaMOYMpaBIICHHS,
COfIepXKAIlMMHU CBeleHHsT 00 oOpasyloluxcsi B AEATENIBHOCTH JOKYMEHTAX,
THIIOBBIMM M IIPMMEPHBIMA HOMEHKJIATypaMH e (MpH UX HAIU4YHH), IEPpSIHAMHA
JOKYMEHTOB, 00pa3yIoIUXCs B IIpoliecce AEATeNbHOCTH (eiepalbHBIX OpPraHOB
TOCYHapCTBEHHOH BIACTH, HHBIX TOCYIAapCTBEHHBIX OpraHoB Poccuiickoii
Oe¢nepalldd, a Takke B MpPOLHECCEe MACATENBHOCTH IOJBEJOMCTBCHHBIX HM
OpraHu3alfuii, ¢ yKa3aHHeM CPOKOB HX XpaHCHUS.

6.7. Homernknatypa Jen rocyJapCTBEHHOIO OpraHa, oOpraHa MeCTHOTO
CaMOyIIpaBlICHUs. COCTAaBIETCS Ha OCHOBE M3YYEHHUs COCTaBa M COJEpXaHUA
JOKYMEHTOB, 00pa3yloIUXCi B €ro [IeATeNbHOCTH, BKIIOYas JOKYMEHTEI,
MOCTYNMBIIME ©3 JPYIMX TOCYJapCTBEHHBIX OpPraHOB, OpPraHOB MECTHOTO
CaMOyYIIpaBJICHM, OpraHU3alluii, IPaXKaaH.

6.8. Homenknarypa fen rocylapCcTBEHHOrO OpraHa, OpraHa MECTHOIO
camoynpaBneHus (cBomHas) cocrapisercss Ciyx6oif JeloONpon3BOACTBA Ha
OCHOBaHMH HOMEHKJIATyp JeJ CTPYKTYPHBIX Tojjpa3fielleHuii (HanpaBlIeHHH
JIesTeIbHOCTH) Mo GopMaM, YCTaHOBNIEHHBIM [IpaBuiiaMu opraHu3alum XpaHeHHUs,
KOMIUIEKTOBAaHHUSA, Y4eTa H HCTIONb30BaHHA JIOKyMeHTOB ApxuBHOro ¢onaa
Poccuiickoit @epepaumi ¥ IPYTHX AapXUBHBIX [JOKYMEHTOB B OpraHax
FOCYJIaPCTBEHHOM BIACTH, OPTAaHAX MECTHOTO CAMOYNPABJIEHHs, OPraHH3aLHAX
(manee — [IpaBuna xpanenns 2015 r.).

3* Tpunoxenns Ne 25, Ne 26 k IlpasniamM opraHu3alyy XpaHEHHsA, KOMIUIEKTOBaHHA, y4eTa
M MCIOJIBE30BaHUA JIOKYMEHTOB ApxuBHOTo doHna Poccuiickoii @enepayu u ApYrux apXHBHBIX
JOKYMEHTOB B OpraHax TIOCYZ[apCTBCHHOH BJIACTH, OpraHaX MECTHOTO CaMOYNpaBICHHUS,
OpraHH3alMsAX, YTBEPXKACHHBIM HpHKa3oM MuHncTepeTBa KynsTyphl Poccuiickoit deaepannm
ot 31 Mapra 2015r. Ne526 (3apeructpupoBan B MumuctepcTBe IocTHIMH Poccriickoii
®Gepnepanyn 7 centabps 2015 r., perucrpanuonnsii Ne 38830; OduuuanbHelil HHTEpHET-NOPTAN
npasoBoii mH(popManuu hitp://www.pravo.gov.ru, 10 centabps 2015 r.).
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6.9. HauMeHOBaHHAMHU pa3fesioB HOMEHKIATYpPHl A€l TOCyAapCTBEHHOTO
OopraHa, oprasa MECTHOIO CaMOYIIPaBJEHHSA SBJISAIOTCA  HAaUMEHOBAHUA
CTPYKTYPHBIX MOJpa3felleHuil TOCyJapCTBEHHOTO OpraHa, OpraHa MeCTHOIrO
CaMOYIIpaBJIeHHs, KOJUICTHANBHBIX, COBELIATENbHBIX, METOAUYECKMX M HHBIX
OpraHoB®,

6.10. HomenkiaTypa nen TocylJapCTBEHHOrO OpraHa, OpraHa MeCTHOTO
caMOyTpaBlieHHs HONIUCEIBaeTCS pykopojuteneM CiryxObl AeI0NpOU3BOICTBA,
BU3HMpYETCS pYKOBOJHWTENEM apxuBa (JIHIOM, OTBETCTBEHHBIM 3a apXHB),
YTBEPXIAETCd DPYKOBOAMTENEM TIOCYAApCTBEHHOIO OpraHa, OpraHa MeECTHOIO
CaMOyIpaBlleHUsi  TOCJIe  COrVIACOBAaHUS  IPOEKTa  HOMEHKJIATypsl el

¢ LEHTPAIBHOM SKCIIePTHOH KOMHCCHEH (axcmepTHOH KOMHCCHEIH)
rOCyJapCTBEHHOI'O OpraHa, OpraHa MECTHOTO CaMOYTIpaBIICHHS U OUH pa3 B 5 neT
C OKCHepTHO-TIpoBepouHOit Komuccuedl (mamee — OIIK) deneparbHOro

rocynapcTBeHHoro apxupa>’, SIIK YIOTHOMOYEHHOro OpraHa HCTONHHTETHHOM
BIacTH cy6pexta Poccuiickoii (efepamuu B cepe apXHBHOTO Jena’ WM
roCyJapCTBEHHBIM (MyHHIIUTIAIBHBIM) apXUBOM B COOTBETCTBUH
C IIPEIOCTABICHHBIMU €My ITOTHOMOYHSM ..

B cnyuae msMeHeHus (QYHKLUHH M CTPYKTYPBI TOCYJapCTBEHHOrO OpraHa,
OopraHa  MeCTHOrO  CaMOYMpaBIEHWs  HOMEHKJarypa  Jel  TOAJICKHUT
nepecocTaBieHuio, coriacopanmio ¢ OIIK ¢enepanbHOro rocynapCTBEHHOTO
apxuBa, OIIK yIOJNHOMOYEHHOTO OpraHa HCIOJHUTENBHON BJIACTH CyOBEeKTa
Poccuiickoii @Depmepanpii B cdepe apxMBHOrO Jella HIH OCYJapCTBEHHBIM
(MyHHOUNATBHEIM) apXWBOM B COOTBETCTBHH C MPEJNOCTABICHHBIMH €My
MOJTHOMOYHSAM U YTBEPHACHHUIO.

6.11. Homenknarypa Hen rocyJapCTBEHHOTO OpraHa, OpTraHa MECTHOTO

CaMOYIpaBIIeHHS COCTABIAETCS B TPEX IK3EMILIIPaX:

¥ B opraHax MeECTHOTO CAMOYIpAaBJEHHSA JOIyCKaercs pa3paboTka HOMEHKIATYp Hen
GYHKUHOHANTBHOTO THIIA, CHCTEMATH3alMsd JOKYMEHTOB B KOTOPBIX — OCYIMECTBIAETCA
B COOTBETCTBUHE C HANPaBJICHUAMH ACATENBHOCTH.

% JlpumepHoe IONOXeHHE 00  OKCIEPTHO-IPOBEPOUHON  KOMHCCHH  (enepaibHOro
TOCYJIapCTBEHHOTO AapXWBa, YTBEPXKACHHOE IIpHKa3oM OejiepallbHOrO apXHBHOTO areHTCTBA
oT 13 mrons 2018 r. Ne 62 (3apermcTpupoBaH B MuHucrepcrBe rocTHUHM Poccuiickoi
OQepeparuu 15 utons 2018 r., peructpanuonssii Ne 51357; OdunuansHblii HHTEPHET-IOPTAN
l'I7paB0B0ﬁ unopmanuu http://www.pravo.gov.ru, 7 aprycra 2018 r.).

37 [pumepHoe monoxeHne 06 IKCMEPTHO-IPOBEPOUHON KOMHCCHH YTIOJIHOMOSEHHOTO OpraHa
HCTIONHUTENBHON Biactu cyOpekra Poccmiickodt ®enmepauun B chepe apXHBHOrO Jena,
YTBEPKIEHHOE IpHKazoM @efepaJbHOTO apXHBHOro areHTcrBa OT 13 mroms 2018 r. Ne 63
(3apeructpupoBan B MumnuctepcTBe focTuimn Poccuiickoit ®emepanuu 6 asrycta 2018r.,
peructpanuonnsit  Ne 51794; OduuuansHeli HHTEpHET-OPTan IpaBoBoll HMH(OpPMAIMK
http://www.pravo.gov.ru, 7 aBrycra 2018 r.).

3% Tynkr 4.18. [pasun xpanenns 2015 .
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1-i 3K3eMIUISp yTBEp)KAEHHOH HOMEHKIATypHl HeNl SBIACTCS NOKYMEHTOM
NOCTOAHHOTO XPaHEHHs, ITIOMEIIAeTCs B OTAENbHOE JeJI0 M  BKIFOYAETCA
B HOMEHKJIATypy Jel B pasgen Ciryx6bI 1eonpou3BoCTBa;

2-#t 3K3eMIULAp IIepeflaeTCs B apXHB TOCYJApCTBEHHOIO OpraHa, OpraHa
MECTHOTO CaMOYIIPaBJIeHUs B Ka4eCTBE Y4ETHOrO JIOKYMEHTa,

3-if 5K3eMIUIAp mnepejaeTcs B roCyJapCTBEHHbIH (MyHHLIUNATLHEIN) apXuB,
HCTOYHHKOM KOMIUIEKTOBaHHUS KOTOPOro SBIACTCS TOCYHApCTBEHHBIH oOpras,
OpraH MECTHOTO CaMOYpPaBIeHHS.

B xadectBe pabodero sk3emmuipa B CuyxOe [Ielnonpou3BOACTBa
HCTIONB3YeTCA KOMMA YTBEpXKICHHONH HOMEHKIATYphl Hell TOCyJapCTBEHHOTO
opraHa, opraHa MECTHOTO CaMOYIIPaBJICHHUS.

B crpykTypHble mompa3snmeNieHHs TOCYJapCTBEHHOrO OpraHa, OpraHa
MECTHOrO CaMOYINpaBlieHHs HOMEHKiatypa Jien pacceimaercs Cmyx6oit
JeJIONPOH3BOJICTBA B 3IEKTPOHHOM BHJE WIIH B BHJE KOIHH COOTBETCTBYHOLIMX
pasgienoB Ha OyMaXXHOM HOCHTeENe.

6.12. B KkoHIe KaXHOro roJa HOMEHKIATypa Jel TIoCyJapCTBEHHOTO
OpraHa, opraHa MECTHOTO CaMOYNpaBJIEHHs YTOYHACTCA H YTBEPKAAeTCs
PYKOBORHMTENEM FOCYAapCTBEHHOIO OpraHa, OpraHa MECTHOTO CaMOYIIpaBIIeHHS.

6.13. YTBepxIcHHas HOMEHKJAaTypa nen BBOXHUTCA B JeHcTBHe ¢ 1-ro
SIHBApA CIEAYIOLIEr0 KaJleHIapHoro roja.

B cirydae msMeHeHHs GYHKUMH M CTPYKTYpPHI rOCYAapCTBEHHOTO OpraHa,
opraHa MeCTHOTO CaMOYIpaBlIeHHs HOMEHKIaTrypa Jel  COCTaBISIeTCH,
COTTIACOBBIBAETCSA B IIOpSAKE, YCTAHOBICHHOM B COOTBETCTBHH C IIyHKTaMH
6.8—6.10 IIpaBu AeNONMPOU3BOJICTBA, U YTBEPKIACTCS 3aHOBO.

6.14. B HOMeHKIaTypy i€/l BKIIOYAIOTCS 3arojIOBKH Jell, OTpakalollue
JIeTeNBHOCTh CTPYKTYPHBIX HOApPa3feNieHHi rocyNapCTBEHHOTO OpraHa, opraHa
MECTHOTO  CaMOYMpaBJICHHS IIOCTOSHHO M BpPEMEHHO  AeHCTBYIOMIHMX
COBCINATEeNbHBIX M KOOPAHHAIIMOHHBIX OPraHOB (KoJuierwti, COBETOB, KOMHCCHUH
H Jp.), B TOM 9HCIIe JOKYMEHTHI, COAepIKaIIie CBeIEHUs] OTPaHHYEHHOTO JOCTYIIa,
PeTHCTpallMOHHble M yd4eTHBIE OKypHallbl, KapTOTeKH, O0a3bl JaHHBIX,
B HEOOXOUMBIX CIydasx — KOIHU JOKYMEHTOB.

3aroJIoBKH 3MEKTPOHHHIX Jell BKIIOYAIOTCS B HOMEHKIATYpPY Jel 10 TeM ke
TpaBIIaM, YTO U 3aroJIOBKH JeJi Ha OyMa)KHOM HOCHTENe.

He BxmiouaroTcss B HOMEHKJIATYpY A€ HEPUOAMYECKHE H3JaHHA, KHHTH,
6GpONIOPEL.

6.15. BHOBs  cO3maHHOE  WJIH  PEOpPraHU30BaHHOE  CTPYKTYpHOE
MOApa3JeicHHe JOJDKHO B MeCAYHBI CpPOK pa3paboTaTh HOMEHKIATYDY Hel
u npefcrasuth ee B Cmyx0Oy nmemompousBoxctBa. HoMeHnknarypa nen BHOBB
CO3JJAHHOrO CTPYKTYPHOro MOApasfieNieHHs COrNACOBBIBACTCA M yTBEpXKZaeTcs
B COOTBeTCTBHM ¢ myHKTOM 6.10 TIpaBum ndenonmpousBOACTBA, M IOCHE
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YTBEP)KACHHA  NPUCOEAUHACTCA K  JACHCTBYIOIIEH  HOMEHKIAType  Jel
roCyapCcTBEHHOI'O OpraHad, OpraHa MECTHOI'O CaMOYIIPaBIICHHUSL.

6.16. VTouHeHns B 3arojloBKM JielI M HOBBIE 3arolIoBKH JieJl, He
IPeXyCMOTPEHHBIE YTBepKAEHHOH HOMEHKIIaTypoit zen, BHOCSTCS
B COOTBETCTBYIOILME pa3/ielibl HOMEHKIIATYPEI A€ CTPYKTYPHBIX MOApa3lelIeHHMH.
HoBble 3aroyioBKU A€/ BKIIOYAIOTCS B IPeLyCMOTPEHHbIE AN 3TOTO pe3epBHBIE
HOMEpA.

Ilo 3aBCPIICHUH 0/la XaHHBIE 00 M3MEHEHHUAX U JOMOJHCHHUAX, BHCCCHHBIX
Bpasgensl HOMEHKIATYpsl Jel  CTPYKTYPHBIX  MOApasfieNieHHH, BMecTe
C UTOTOBBIMHA  3aNMCAMHA O KaTreropuax M KOJIHYECTBE J[€JI, 3aBCACHHBIX
B CTPYKTYPHOM TIOApa3JIEICHAH B TedeHHe roma, nepemaiorcs B CriyxO6y
JIeTIOTNIPOU3BOACTRA TOCYJapCTBEHHOTO opraHa, opraHa MECTHOTO
CaMOYTIpaBIIeHHS.

6.17. Ciyx060# JIeOIpOU3BOJACTBA [OCYJJApCTBEHHOIO OpraHa, OprasHa
MECTHOTO CaMOYIpaBIEHHWI Ha OCHOBE IONYyYEHHBIX M3 CTPYKTYPHBIX
moJipa3/ieNieHHit JaHHBIX 00 M3MEHEHHUAX U JONMONHEHUSAX, BHECEHHBIX B pa3fielibl
HOMEHKJIATYPHl JIe, TOTOBHTCA JOMOJHEHHE K HOMEHKIAType Ael, B KOTOpOM
[IOCJICIOBATCIIHHO B COOTBETCTBHH € pa3/ieslaMH HOMEHKIIATYPHI A€ yKa3bIBAlOTCA
3arOJIOBKH  Jell, He [PSAYCMOTPEHHbIE YTBEPXKJICHHBIM  OK3EMIUIIPOM
HOMEHKJIaTYpHI Ae.

HomonHeHHe K YTBEpXKISHHOH HOMEHKJIAType JeNl HOANHCHIBACTCS
pyxoBoguteneM CiyxObl NETONPOM3BOACTBA U BMECTE C HTOrOBOH 3aIHCHIO
O KaTeropuax 1 KOJHYECCTBE O€J1, 3aBEACHHBIX B rOCYJapCTBEHHOM OpraHe, oprate
MECTHOTO CaMOYNpaBlIeHUs B TEUEHHE Tofa, MpHOOINAeTCA K YTBEP)KACHHOMY
JK3eMILBIPY HOMEHKJIATYPHI Jell.

Pabounit sk3eMIUIsIp HOMEHKJIATYPBI A€M FOCYIapCTBEHHOrO OpraHa, oprana
MECTHOTO CaMoynpaBlieHHs XpaHHTCA B Ciyx0e Jenonpon3BoJCTBa A0 TEX IIOp,
[OKa Ha Jiena, chOpMHUPOBaHHEIE B COOTBETCTBHU C HOMEHKIIATYpO# Ael, He 6yxyT
COCTaBJICHBI OTIACH [eJ1 AJIA Tepeiadyi B apXUB TOCyJapCTBEHHOTO OpraHa, opraHa
MECTHOTO CaMOYIIPaBICHHS.

6.18. 3aronoBku nAen, BKIIOYEHHbIE B HOMEHKIATYpY AeNl CTPYKTYpHOro
moApasleneHus, HHAeKcHpyiorcs. HWMHpekc Jiena ykaseiBaercs B rpade 1
HOMEHKJIATYPHI el 1 GOpMHpYeTCs B MOPSJIKE, YCTAHOBICHHOM HHCTPYKIHEH Mo
JIeTTOMPOU3BOJICTRY roCyIapCTBEHHOTO opraHa, opraHa MECTHOTO
CaMOYIIpaBIECHUS.

6.19. 3aromoBox fgena (rpada 2 HOMEHKIATypHl Jiell) JOIDKEH
B 0000IIeHHOM (popMe OTpaxkaTh OCHOBHOE COZIEpXKaHHE U COCTaB JIOKYMEHTOB
Jena.

3aronoBok sieNia JOMKEH OTpaxaTh MPHU3HAK (MpU3HAKK), IO KOTOPOMY(BIM)
0HO c(OpMHIPOBAHO:
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a)  HOMHHAIBHEIA — Ha3sBaHMe BUJA Jiena (ITepernucKa, KypHai, AeN0) WiH
BH/Ia JOKYMEHTOB, BKIIOUEHHBIX B /IeJI0 (IIPOTOKOIEL, IPHKA3bI);

6) aBTOpcKHMHi — HAHMEHOBAHHE TOCTOSIHHO JIEHCTBYIOIETO HIIA
BPEMEHHOI0 OpraHa, AOJKHOCTHOTO HJIH MHOTO JIMIIA, CO3/aBIIHX TOKyMeHT(bL);

B)  KOpPpECHOHIACHTCKHH - HAUMEHOBAaHUE OPraHH3allly, JIULA, KOTOPOMY
a/ipecOBaHBI WK OT KOTOPOTO IMOITY4eHbI JOKYMEHTEI;

r)  NpeIMEeTHO-BOIPOCHHIH — KpaTKoe colepaHue JOKYMEHTOB JeJia;

I)  XpOHOJOTHMYeCKHMii — pgata (TepHOX), K KOTOpoii(oMy) OTHOCATCA
JOKYMEHTHI JIeNna;

e) reorpaduyueckuil — Ha3BaHHE MECTHOCTH (TEPPHUTOpPHH), C KOTOPOH
CBS3aHO COJZIep)KaHHe JJIOKYMEHTOB JefIa;

K)  yKa3aHWue Ha KONMHHOCTb HOKYMEHTOB Hena.

6.20. I'pada 3 HoMeHKIATYpHI Aen «KonuuecTBo fen (TOMOB)» 3alONHASTCS
II0 OKOHYaHMH KaJleHJapHOro rofia, B rpade yKa3blBaeTcsi KOJHYECTBO
(daKTHIeCKH CHOPMHPOBAHHEIX IeN (TOMOB).

6.21. Cpoxu xpaHeHHs JOKyMeHTOB (rpada 4 HOMEHKIATYpHl [el)
YCTAHABIMBAIOTCS B COOTBETCTBHH C (efepaJbHbIMM  3aKOHAMH, WHEIMH
HODMATHBHEIMH  [PAaBOBBIMH  aKTaMH, THIOBBIM IIE€PEYHSMH  apXHBHBIX
JIOKYMEHTOB, MepeYHSIMH JOKYMEHTOB, 00pa3yloLUMXcs B IpoLiecce ACATENFHOCTH
denepalbHEIX OPraHOB TIOCYJapCTBEHHOH BIIACTH, HWHBIX TIOCYAapCTBEHHBIX
opranoB Poccuiickoii Pefepanuu, a Take B MpoHecce AeSTeIbHOCTH
TIOZBEIOMCTBEHHBIX UM OpraHU3allKi, ¢ yKa3aHHeM CPDOKOB MX XPaHCHHS.

6.22. TTo 3aBepLICHHMH KaJICHAAPHOIO TIOAa B KaXJIOM CTPYKTYPHOM
noxgpasieneHuy oopMIIIETCS HTOroBas 3alUCh K HOMEHKIATYpe O€I, B KOTOPYIO
BHOCSTCSI CBEZECHHS O KOJIMYECTBE 3aBENCHHBIX Jie)l C YIeTOM KOJM4ecTBa TOMOB
(rpadba 3 HOMEHKIATYphl AEN), OTACIBHO MOCTOSHHOIO H BPEMEHHBIX CPOKOB
XpaHeHHs, BpEMEHHBIX CPOKOB XpaHeHHA ¢ orMeTkoit «OIIK» M nepexomsinux.
HTorosas 3amuch JAOLONHAETCS JAHHBIMH O KOJNHYECTBE 3IICKTPOHHEIX €I
COOTBETCTBYIOIIHX CPOKOB XPaHEHH.

B uTOroByro 3amuch CBOIHOM HOMEHIJIATYpPHI el CBEJEHHS BHOCATCS Ha
OCHOBAaHMHM  [AHHBIX, MEpeJaHHBIX M3  CTPYKTYPHBIX  IOJpa3JicJCHH
roCyJapCTBEHHOr0 OPraHa, OpraHa MECTHOTO CaMOYIIPaBIICHH.

CeefieHHs, COfepXalldecss B MTOTOBOM 3alHCH HOMEHKIATYpHl Jel,
mepefaloTCss B apXWB  TOCYJAapCTBEHHOrO  OpraHa, oOpraHa  MECTHOTO
CaMOYMpaBlieHHs, O UYeM B HOMEHKJIaType Jell TPOCTAaBIIeTCs OTMETKa
C yKa3aHHeM [OJDKHOCTH U MOJIHCH JIHLA, IEPE/IaBIIero CBEACHHS.

6.23. Tlpu QopmupoBaHHH Jeil JOIDKHBL COONIOJATBCA — CHEXYIOIIHE
TpaBHIa:
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B JJIO BKIIOYAIOTCS HCIONHEHHBIE IOKYMEHTBI, COOTBETCTBYIOUIHE IO
CBOEMY COJEPKaHMIO 3aTONOBKY Jiella [0 HOMEHKIIaType Ael;

OPHJIOXKEHHUS BKJIFOYAIOTCS B €O BMECTE C OCHOBHBIM JOKYMEHTOM
(mpunoxxeHus 00BeMOM CBEIIe 150 TUCTOB MOTYT BBILENATHCS B OTAEIBHEIH TOM
Zena);

B JIeIO BKITIOYAIOTCS JOKYMEHTHI OJHOTO KaJleHIapHOro ropja, 3a
HCKITIOUEHNEM MepeXOoAsIInX el, CyNeOHbIX e, TUIHBIX Jell.

JIOKYMEHTB! TOCTOSIHHOTO U BPEMEHHBIX CPOKOB XPaHEHHsSI IPYNITMPYIOTCS
B Jiesia pasfielbHo;

B JIeJIO BKJIIOYAETCS ITO OJHOMY 9K3EMIUIIPY KaXJI0TO IOKYMEHTa;

(akcorpammei, TemerpaMMel, TeneOHOTPAMMBI TIOMELIAIOTCA B Jeiia
C IepenucKoii;

B JIeNI0 NMOMENIAIOTCS JOKYMEHTHI MPABHIBHO U MOMHOCTBIO OGOPMIICHHBIE
(IOKYMeHTHI HOIKHBI KMETE ATy, HOMIKCE H APyrHe HEOOXOAUMEIE PEKBU3HTHI);

B JIeJI0 He BKIIOYAIOTCS JIOKYMEHTHI, MOJUIeXXallliieé BO3Bpary, JHUIIHHE
SK3EMIUIPEl M YEPHOBHKH (33 HCKIIOUCHHEM 0CO00 LEHHBIX); [0 00BeMY Heo,
BKJIOYalomee JOKyMEHTH Ha OyMaKHOM HOCHTeNe, HE NOJDKHO IPEBEHILIATh
250 nucros npu TonmuHe He Gonee 4 cM (TOJNLIMHA [EJ CO CPOKAMH XpaHEHHUS JI0
10 et He nomknHa mnpeBpimars 10 cM). IlpH npeBBIICHHH JaHHOTO 0OO0BEMa
3aBOAUTCA BTOPOH M MOCHEAYIOIIME TOMA. IIpH Hajiuuuu B Jefe HECKOJIBKHX
TOMOB, HHJEKC M 3arOJIOBOK Jiela IIPOCTaBISIOTCA Ha KaXIOM TOMeE
¢ JoOaBleHHeM 0003Ha4YeHHs HOMEpa TOMa W, NpH HEOOXOMMMOCTH, 3arojoBKa
TOMa,

JOKYMEHTbl BHYTPH I€Ja PpAacIojlaraloTcsi B XPOHOJIOTMYECKOH (CBEpXyY
BHM3), BOIIPOCHO-JIOTHYECKO# [IOCIIEJOBATENBHOCTH MM X COYETaHHH.

6.24. IlpaBoBEIe aKTBI, PACHOPSOUTENBHBIC JOKYMEHTHl TIDYIITHPYIOTCS
BJleNa IO BHAAaM U XPOHOJOTHH C OTHOCSAIIMMHUCS K HHUM IIPHJIOXEHHUIMH.
JIOKyMEeHTBI — OCHOBaHHMS K pACIOPATUTENBHBIM IOKYMEHTaM BKIIIOYAOTCS
B OTJEJIBHOE AEJIO.

IIpoTokonbl B AENe PacroyaraloTCs B XPOHOJIOTHYECKOM IOPSAKE M IO
HOMepaM.

JIOKyMeHTEI K 3acefaHusM (COBELIAHWSIM) IPYMIHMPYIOTCS B OTAEIBHOE
JIeJI0, €CITH KOJIMYECTBO JIUCTOB B JAeNe C IPOTOKOJIAMH M NPHIOKEHUIMH K HUM HE
npesbimaet 250 THCTOB.

JIOKyMEHTHI K NIPOTOKOJIaM, €CIIH OHM CIPYIIUPOBAHEI B OTACNIBHBIE JIENa,
CHCTEMAaTH3UPYIOTCS BHYTPH Jela II0 XPOHOJNOTMH W TOPSAKY HOMEpOB
IIPOTOKOJIOB.

HopMaTuBHEIE aKTHI, yTBEpXKICHHBIE PACHOPSAUTEILHEIME JOKYMEHTAMH,
ABIISFOTCS NPUIOKEHUAMH K HHM M BKJIFOYAIOTCS B JIEJI0 BMECTE C yKa3aHHBIMH
JTIOKYMEHTaMH.
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IlocTaHOBNEHMA, peIIeHMs, NPUKa3bl, PpPacHOPHKCHHA MO OCHOBHOM
JISATENBHOCTH IPYNIUPYIOTCS OTACIBHO OT IPUKA30B, PACTIOPHKEHHUI 110 THTHOMY
COCTaBy M [MpPHMKAa30B, paclOpsHKEHHA IO aJMHHUCTPATHBHO-XO3AHCTBEHHOMH
JEATETBHOCTH .

Ilpuka3sl, pacHoOpsHKEHHMs IO JMYHOMY COCTaBy (OpPMHpYIOTCS B JAena
B COOTBETCTBHUHM CO CPOKAMH XpaHEHHS.

JIOKyMEHTBI B THUHBIX JIe)IaX pacloiaraioTcs B XPOHOJIOTHYECKOM MOpsAKe
TI0 Mepe UX MOCTYIUICHHS.

IInaHsl, OTYETHl, CMETHl TPYNIIHPYIOTCA OTAEIBHO OT DPAacieTOB K HHUM.
IInanel ¥ OTYETHI TPYNNHPYIOTCA B Jielia TOTO rofia, K KOTOPOMY OHH OTHOCSITCSA IO
CBOEMY COJIEpXKAHHUIO, HE3aBUCHMO OT BpeMeHH HX coctapieHusa. [DnaHer,
paccuMTaHHBIE HAa HECKOJIBKO JeT, GOpMHUPYIOTCS B Jie/la M0 HA4YaJlbHOMY Oy HX
JEHCTBUS; OTYETH O BHIMOJNHEHUHM TAKWX IUIAHOB (OpMHpPYIOTCS B Jenia 1o
MOCJIEIHEMY IOy AeiCTBHS IUIaHa.

JloxyMeHTBl UH(GOPMALMOHHOTO XapakTepa MO MCIOJHEHHIO IPaBOBOrO
akta Poccuiickoit ®enepanuu wim cyobekta Poccuiickoit ®denepauun (crnpaBKH,
OTYETHI), HAXOAAIIEMYCs HA KOHTpPOIE, MOAIIMBAIOTC B 3aBEICHHOE Ha 3TOT aKT
zIeno. B ciydae ecnM Ha NpaBOBOH akT [efi0 HE 3aBOAMIOCH, TO JOKYMEHTHI
NOJIIMBAIOTCA B IENIO € MEPENUCKON MIOCTOHHOIO XpaHEHHs 32 TEKyLIHH rox.

INopyuenus Ilpesupenra Poccuiickoii ®@epepalu u AOKYMEHTHI IO HX
HCIIONTHEHUIO COCTABIIIOT €JUHBIH KOMIUIEKC JOKyMEHTOB B (JOPMHpPYIOTCA B Jena
B XpOHOJIOTHYECKOM MOpPsAKE IO JaTaM OTBETOB.

INepenucka rpynmupyeTcss B Jefla 0 TeMaTHKE W/IM KOPPECIOHACHTaM
M CHCTEMaTH3HpyeTCS B XPOHOJIOTHUECKOM MOCIEA0BATENFHOCTH: JOKYMEHT-OTBET
MoMeInaeTcs 3a JOKyMEHTOM-pock0oil  (oOpamieHueM, 3ampocom). [lpu
BO30OOHOBJICHHWH IIEPENIHCKH 1O  ONpelellecHHOMY BOIIPOCY, HadaBIIeidcs
B OpeAbIAyLIeM ToXy, IOKYMEHTHl BKIIOYAIOTCI B JeJ0 TeKyllero roma
C yKa3aHHeM HHJEKca JieJia NpeJsIayLIero roza.

¥ B cootserctsun ¢ [lepeuneM THIOBHIX YNPARICHYECKHX APXMBHBIX JOKYMEHTOB, 0GpasylOMHXCS B
npolecce NEATeNIbHOCTH TOCY[AapCTBEHHBIX OpPraHoOB, OPraHOB MECTHOrO CaMOYNpaBleHHS H
opraHusaliii, ¢ yKa3aHMEM CPOKOB XpaHEHHs, YTBEP)KACHHBIM MNMPHKa30M MHHMCTEPCTBAa KyJbTyphI
Poccuiickoii ®enmepauuu or 25 aerycra 2010r. Ne 558 «O6 yreepxmenuu [Ilepeuns Tunosbix
YNPaBIeHYeCKHX apXMBHBIX JOKYMEHTOB, 00pa3ylOMUXCA B MPOLIECCE NEATeNbHOCTH FOCYIapCTBEHHBIX
OpraHoOB, OPraHOB MECTHOTO CAMOYMpABJICHHS W OPraHM3alMi, ¢ YKA3aHUEM CPOKOB XPAaHCHW»
(3apeructpupoBan MunucrepcTBoM toctHuum Poccuiickoit ®epepauun 8 centabps 2010 r,
perucrpaunoHHbii Ne 18380), ¢ H3MEHEHHAMH, BHECEHHBIMH MNpPHKa3oM MHUHHCTEPCTBA KyJIBTYpHI
Poccniickoii ®enepauun or 16 peppains 2016 r. Ne 403 «O sHeceHnn u3MeHeHHii B [lepeyeHb THITOBBIX
YNpPaBAeHYECKUX apXMBHBIX JOKYMEHTOB, 00pasylomuxcs B Mpolecce JASATENBHOCTH FOCY AapCTBEHHBIX
OpraHoOB, OpPraHOB MECTHOrO CaMOYNpaBJACHHA M OpraHH3allui, ¢ YKa3aHHEM CPOKOB XpaHCHMH,
yTBepKAEHHBIH npHkazom MuHHCTepcTBa KYNbTyphl Poccuiickoit denepauun ot 25 arrycra 2010r.
Ne 558» (3apeructpupoBan MuHHcTepcTBOM focTHuu Poccuiickoit ®epepanmm 15 mapra 2016 1,
perucTpauuoHHbiii Ne 41414), Kk aAMHHHCTPAaTHBHO-XO3AHCTBEHHOHM JIEATEABHOCTH OTHOCATCA BOMpPOCHI
MO COGMIOACHHIO NMPaBIIT BHYTPCHHETO PacHopAAKa, SKCIUTYaTallHH CITy>KeOHBIX 3/[aHHH, TPaHCIIOPTHOMY
o6ciyKMBaHHIO, BHYTPeHHEl CBA3H, obecneueHHIo 6e30nacHOCTH OpraHH3aLuid.
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6.25. DneKkTpoHHBIE JOKYMEHTH (GOPMHPYIOTCS B DJIEKTPOHHBIE Jela
B COOTBETCTBHH C HOMEHKIIAaTypoO# Jell.

B HoOMeHKIaType Aen YyKa3blBaeTcs, YTO MAENO BeJeTcsi B 3JIEKTPOHHOI
¢dopme.

ONeKTpOHHEIE JOKYMEHTHI IIOCNE HX HCIIONHCHHS WIH OTHPAaBKH IOIEXAT
xpaennio B COJl ¢emepabHOro OpraHa HCIOIHHTENBHOH BNacTH B TeYeHHE
CPOKOB, IIPElyCMOTPEHHBIX U1 AHAIOTHYHBIX JOKYMEHTOB Ha OGyMakKHOM
HOCHTEJIE.

6.26. DyeKTpOHHBIE JOKYMEHTHI HE3aBHCHMO OT MX O00BeMa BKITIOYAIOTCS
B OJIHO 3JIEKTPOHHOE HeIo Oe3 pa3/ieNicHus Ha TOMa.

B ciyuae eciiir TOKyMeHTHI Jiefia IPEACTABICHBI Ha OyMa)KHOM HOCHTENE U B
¢dopMe 3EKTPOHHBIX TOKYMEHTOB («THOpHIHOE Jieno»), MJOKYMEHTHl Ha
GyMaXKHOM HOCHTEINe HOIeXkaT ONU(POBKe U BKIIOYCHHIO B 3JIeKTPOHHOE Jiero. B
JleJIo, KOTopoe BeleTcs Ha OyMasKHOM HOCHTENe, B COOTBETCTBUM C IIyHKTaMU
6.23, 6.24 TlpaBun  JeNONpPOU3BOJCTBA  BKIIOYAIOTCS  TOJNBKO  JAOKYMEHTHI,
co3faHHble (IIOCTYNMHBINME) Ha OymMaxHOM HocHTene. B HoMeHKiaType nen
SJIEKTPOHHOE JIeJI0 M JeNl0 Ha GYyMaXXHOM HOCHTeNle OTpPaXkaroTCs KaK JBa TOMa,
HMEIOIIHE OJHH 3aroJIOBOK, HHAEKC U CPOK XpaHEeHHs.

6.27. ®opmupoBaHHE M XpaHEHHEe el A0 Mepefadd HX B apxuB
roCyJapcTBEHHOTO OpraHa, OpraHa MECTHOIO CaMOYIIPaBJIEHHs OCYILECTBIAETCS
CTPYKTYpHBIM  mofipazieneHueM  w/mmn  CioyxOoff  JelonmpoH3BOJCTBA,
9NeKTpOHHBIX Jen — B COJI rocyaapcTBEHHOTO OpraHa, OpraHa MECTHOIO
caMoyTIpaBIIeHHS.

6.28. lena Ha OyMaXXHOM HOCHUTeNe B CTPYKTYPHBIX HOJpa3AeleHHsIX
pasMernaioTes B Iukadax, cefidax, B Ciyxbe AeonpoH3BOACTBa — B IKadax, Ha
CTeNIaxax.

Hdema MOMKHBI pacHoNaraTbCi BEpPTHKAIBHO, KOpPEIIKaMH  HapyXy
U B COOTBETCTBUH ¢ HOMEHKJIATYPOH Jien s o0ecriedeHs BU3yaIbHOTO KOHTPOJIA
uX HamMuus H OpicTporo momcka. Ha kopemkax oOloXek el YKa3bIBAalOTCs
HHIEKCHI Jiell 0 HOMEHKJIaType Jell.

6.29. Jlena, Haxonsmuecs Ha OlepaTHBHOM xpaHeHHH B CiyxGe
IeNONpOU3BOACTBa, BHIAIOTCA BO BpeMEHHOe IONB30BaHHE COTPYJHHKAM
CTPYKTYPHBIX IOIpa3JefleHHi B INOpAAKe, YCTAHOBIEHHOM HHCTPYKLHEH @0
JIeTIOTIPOM3BOCTBY.

HHBIM TOCyapCTBEHHBIM OpraHaM, OpraHaM MECTHOTO CaMOYNpaBJIeHHS
M OpraHu3anusM gena (IOKYMEHTHI) BHINAIOTCS Ha OCHOBaHHHM WX IMHMCHMEHHBIX
3a[pOCOB C paspelleHHs pPYKOBOJMTENs TOCYNapCTBEHHOrO OpraHa, Oprasa
MECTHOIO CaMOYNpaBJIeHWsS MWIM HHOr0 YNONTHOMOYEHHOro MM  JiHIa
C COCTaBIICHHEM aKTa O BblJaue JeN BO BpeMEHHOE MOJb30BaHHE.
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6.30. Vsnatre (BBIEMKa) JOKYMEHTOB, 00pa3OBaBIIUXCS B AEATEIHOCTH
rOCYIapCTBEHHOTO OpraHa, OpraHa MeCTHOIO CaMOYIIPaBIEHMS, IPOU3BOAUTCI
B COOTBETCTBHHM C 3aKOHOHATeIbCcTBOM Poccuiickoit Ddemepanuu Ha OCHOBAHHH
[KMCBMEHHOTO pacrlopsokeHus (TIOCTaHOBIIEHHS) COOTBETCTBYIOIIETO OpraHa
BJIACTH M pa3pelleHHs PYKOBOAUTENS rOCy AapCTBEHHOI'O OpraHa, opraHa MeCTHOTO
CaMOYIIPaBIIEHUS WM HHOrNO YIOJHOMOYEHHOr0O HM JIMIIAa C H3BEIIEHUEM
PYKOBOIMTENS MOApa3AeIeHNs, JOKYMEHTEl KOTOPOTO H3BIMAIOTCA.

6.31. ®akTt uzbsTus (BHIEMKH) NOKYMEHTOB (DUKCHpyeTCs B IIPOTOKOJIC
(axkre) u3pATHA (BBIEMKH) NOKYMEHTOB, KOTOPHIH COCTAaBIAETCI HE MeHee 4eM
B IBYX OK3€MIUISIpaX WM MOAMNHCHIBAETCA YIIONHOMOYEHHBIMH IpPEJICTABUTEIIMHA
OpraHu3alid H COOTBETCTRYIOMIEr0 rocyZapcTBeHHOro opraHa. K mpotoxomy
(aKTy) mpHUIaraeTcs ONMKUCH (PEeCTp) UIBATHIX JOKYMEHTOB (Ie).

6.32. TIpy W3BATHH TOIMHHUKOB JOKYMEHTOB B J€NO IOMELIAETCs
3aBepeHHAs KOIMSA JOKyMEHTa, Ha o0OpoTe KOTOpOH yKa3bIBaeTcsi OCHOBaHHE
M3BATHS MOAJNHHHHKA, CPOK BO3BpaTa, Jara © MOANHCH pabOTHHKA,
OTBETCTBEHHOTO 32 (OpPMHpOBaHHE W/HAM XpaHeHHe Hena. [loMIMHHUK
JIOKYMEHTa, U3BATHIA U3 Aena (es10) Mocle pacCMOTPEHH U pellieHHs BOIpoca,
BO3BpallaeTcs B ACN0, [IPH 3TOM KOIUsl, IIOMEIIEHHAs B AE0 BMECTO MOAJIHHHMKA,
W3bIMAETCS.

6.33. B uensx ycTaHOBIEHHA (PaKTHYECKOrO HATHYAS AOKYMEHTOB H AEIN
JIeJIONIPOU3BOIUTENAME TofpasaeneHuil U Ciyx6oii 1eonpon3BoACTBA AOIKHEI
TIPOBOJIUTECS TIPOBEPKH YCIOBMI XpaHEHHA JOKyMEHTOB, HANHYMS U COCTOSHHS
JOKYMEHTOB U Je:

nepej nepepadeil JOKyMEHTOB B apXHUB rocyJapCTBEHHOTO OpraHa, OopraHa
MECTHOTO CaMOYIpaBJICHUS;

TIpY MepeMEEeHHH e,

IIPU CMEHE PYKOBOAMTENSI CTPYKTYPHOrO MOApAa3ZeNeHHs, pyKOBOAUTENS
CiyxOBI IeJIONMPOH3BOACTBRA;

NP peopraHW3allid M JHKBUAALMH TOCYJApCTBEHHOTO OpraHa, OpraHa
MECTHOTO CaMOYIPABJIECHHUS WITH CTPYKTYPHOTO IOJpa3AeieHHUsI.

Ilo wuTOoraM TPOBEPKH COCTaBJIETCA AaKT MPOBEPKH, B KOTOPOM
¢dHKCHpYIOTCH BCe OOHapYXeHHbIE HENOCTATKU B COCTOSNHHH Jiel. AKThI IPOBEPKH
NPEACTABILIIOTCA 3aMECTHTENIO PYKOBOJHTE rOCYAapCTBEHHOTO OpraHa, opraHa
MECTHOTO  CAaMOYNpPaBJIeHHsS, KypHUPYIOLEMY MpoOBepsieMoe  CTPYKTypHOE
noapasieneHue.

6.34. IIpu obHapyXeHHUH OTCYTCTBHSA NN, YUCISIIMXCSA MO HOMEHKJIAType
Jiell, PYKOBOACTBOM MOJpasfelieHuii NPUHUMAIOTCS MEphl MO HX pO3BICKY. B
CJIydae eCJIM PO3BICK €Nl He JJaeT pe3yJibTaTa, COCTABISEeTCS CIpaBka O MPUYUHAX
UX OTCYTCTBHA, KOTOpasd HOJIMHMCHIBAETCS PYKOBOJMTENEM I[IOApa3/eNeHHs
U npeAcTaBisercs B Ciryx0y Aelonpon3BoACTEa.
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6.35. @axt yrparsl fena (nmen) QUKCHpYeTCs B akTe, COCTaBIsIEMOM
U TIOAMICEIBAEMOM PYKOBOAUTEIIEM Ciryx0651 JIeJIOTIPOHU3BOICTBA
U PYKOBOJHUTENIEM CTPYKTYPHOTO IOApa3feneHus (YIOTHOMOYEHHBIM UM JIHIIOM)
B IIByX 9K3eMILUIspax (fipu yTpare jAejia BpeMeHHBIX (o 10 JieT BKIIIOYHTENBHO)
CPOKOB XpaHEHHs) Wwid B TpeX 3K3eMIuIapax (IIpH yTpare el BpeMEeHHbIX (CBBIIIE
10 jieT) CpOKOB XpaHEHMs HIIM IIOCTOSHHOTO XpaHeHHs). [To OgHOMY SK3eMILISIpY
akra xpanutcs B Cryx6e Jenonpou3BoACTBa H CTPYKTYPHOM MoApa3aeIeHuH; IpH
yTpaTe nel BpeMeHHbIX (CBHIIe 10 JeT) CPOKOB XpaHEHHs HIH ITOCTOSHHOTO
XpaHeHHs SK3EMIUIp aKTa IPEJCTaBIAETCS B apXHUB rocyJapCTBEHHOTO OpraHa,
oprana MeCTHOTO CaMOYINpAaBIEHHs [pU Iepefade [el CTPYKTYpHOTO
NOJIpa3IeNICHUS Ha apXUBHOE XpaHEHHE.

OnHOBpPEMEHHO € 3THM IIPHHIMAIOTCA MEpHl M0 3aMelIeHHIO YyTpaueHHOTO
JIOKyMEHTa ero KOImHeH.

VIIL IToxroroBka JOKyMEHTOB K Nepeiade Ha XpaHEeHHE
B apXUB roCyAapCTBEHHOTO OPraHa; BBLIEICHUE K YHUYTOXEHHUIO
JOKyMEHTOB C HCTEKIIUMU CPOKAMH XpaHEHHs

7.1. Exeroguo Ciyx60il JeIonpoH3BOACTBA TOCYNAPCTBEHHOIO OpraHa,
opraHa MeCTHOIO CaMOYIIPaBJIEHHSA, MeJIONPOH3BOAUTEISIMH MOApa3/eNieHUui
COBMECTHO C 9KCTIEpTHOH KOMECCHE} rocy JapCTBEHHOI'O OpraHa, opraHa MECTHOTO
camoymnpasnenus (panee — 9K) npoBouTcs SKCrepTH3a HEHHOCTH JOKYMEHTOB.

7.2. Ilpu IIpOBEACHAHU 3KCHEPTH3BI LIEHHOCTH JIOKyMEHTOB
OCYILECTBIISIETCAL:

OTOOp IOKYMEHTOB MOCTOSIHHOTO U BpeMeHHHIX (CBbIme 10 JierT) cpoxos
XpaHeHHs, B TOM 4YHCJIe IO JIMYHOMY COCTaBy, IJIA [Iepefiaud B apXuB
rocyAapcTBEHHOTO OpPraHa, OpraHa MeCTHOTO CaMOYIIpaBJIeHHS;

oT00Op HOKyMeHTOB BpeMeHHbIX (n0 10 INeT BKIOYUTENBHO) CPOKOB
XpaHeHHus U ¢ nmoMerkamu «Jlo MIHHOBaHUI HaJOOHOCTHY, «Jl0 3aMEHBI HOBEIMEY,
MOTE)KAIUX JaTbHeHIIIeMy XpaHeHHIO B CTPYKTYPHBIX NOJpa3ieeHHIX;

BBIJICTICHHEe K YHHYTOXEHHIO JeJ 3a HpeJblAyLiHe rofbl, CPOKH XpaHEeHHS
KOTOPBIX UCTEKIIH.

OnHOBpEMEHHO MpPOBEPSETCA KaueCcTBO M IIOJIHOTA HOMEHKJIATYpPhI Jel
rOCYAapCTBEHHOI'0 OpraHa, OpraHa MECTHOTO CaMOYIpaBJCHHSA, MPaBUILHOCTH
OIpEJENICHUA CPOKOB XPaHEHHMs IE.

7.3. Jlena TOCTOSIHHOTO H BpeMeHHBIX (cBhimie 10 jieT) cpoKOB XpaHeHHA
MepefaloTcsi B apxXUB TOCYAApPCTBEHHOTO OpraHa, oOpraHa MeCTHOTO
CaMOyIpaB/ieHHs] He paHee YeM Yepe3 OAUH ol M He MO3JHee YeM 4Yepes TpU roja
mocie 3aBepiieHHs Jel B JenonpomsBoacTBe. [lepemada pmenm B apxus
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TOCYAapCTBEHHOTO OpraHa, OpraHa MECTHOI'O CaMOYIpPaBIEHHS HPOBOTUTCS Ha
OCHOBaHMH OICeH Aei CTPYKTYPHBIX OJpa3AesieHuit MOCTOSHHOTO U BPEMEHHBIX
(cBbime 10 JeT) CPOKOB XpaHEHHUs U AN IO JTUIHOMY COCTaBY.

Jena BpeMeHHBIX (o 10 €T BKIFOYMUTENBHO) CPOKOB XPaHEHHS B apXHB
TOCYIapcTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIpPAaBIEHHsS HE INepelaroTcs
M MOAJIEXKAT BBIIENCHUIO K YHUYTOXKEHHIO IO HCTEYEHHH CpoKa HX XpaHEHUS
B COOTBETCTBHH ¢ IyHKTaMu 7.17-7.21 IIpaBun Aenonpou3BOACTBA.

7.4. DkcmepTu3a IIEHHOCTH JOKYMEHTOB IIPOBOIMTCS Ha  OCHOBE
(denepaNbHBIX 3aKOHOB, WHBIX HOPMATHMBHBIX MPaBOBBIX akToB Poccuiickoit
®Denepanny, mepedHeil THIOBBIX ApXUBHBIX JOKYMEHTOB C YKa3aHHEM CPOKOB
XpaHeHHUd, MepedHel NOKYMEHTOB, O0pa3yIoIuxcs B IIpolecce OeATeNbHOCTH
(demepanbHBIX OpPraHOB TOCYAapCTBEHHOM BIAcTH, HHBIX TOCYHapCTBEHHBIX
opraHoB Poccuiickoii @ezepanuy, a Takxke B Ipoliecce IeATENBHOCTH
MOJBEJOMCTBEHHBIX MM OPraHH3aLui, C yKa3aHUEM CPOKOB XPaHEHMUSI.

7.5. Jina opraHu3alli¥l M NPOBeIeHUS paboTHl MO 3KCIEepTH3Ee LEHHOCTH
JOKyMEHTOB B TOCYJapCTBEHHOM OpraHe, OpPraHe¢ MECTHOr0 CaMOYIIPaBJICHMs
TPUKa30M pPYKOBOIWTENS CO3JAeTcs JKCIEpTHAas KOMHCCHS, LEHTpalbHas
skcneptHas kKomuccns (JK, LIDK).

3anma4u, ¢ynkuuy, npasa, opranusanus pabotel K (LIDK) ompenemnsorcs
TOJIOXKEHUEM O HEH, YTBEPKJAEMOM MPAaBOBBIM aKTOM I'OCYJAPCTBEHHOIO OpraHa,
opraHa MECTHOTO CaMOYIIPaBJICHHUs.

7.6. Ilo pe3ysibTaTaM 3KCIEPTU3BL [EHHOCTH JIOKyMEHTOB
B FOCYHapCTBEHHOM OpraHe, OopraHe MECTHOTO CaMOYIPABIEHHS COCTaBIAIOTCA
omucH JieJ CTIPYKTYPHBIX TOJpa3fielieHdii IOCTOSHHOTO XPaHEeHHs, BPEMEHHBIX
(cBeime 10 1eT) CpOKOB XpaHEHUS, B TOM YHCIIE II0 JINYHOMY COCTaBY, IPOBOAMTCS
odopmieHHe [eNl, a TakXKe COCTABIMIOTCS AKTHI O BBIACICHHH K YHHUYTOXCHHUIO
Jiel1, He MOJIe)KalMX XPaHEHHIO.

7.7. Ommcu fen B CTPYKTYPHBIX MOAPa3ACICHHSIX COCTABISIOTCA TMOZ
METOAMYECKHUM  pykoBojcTBoM CoyxObl  JeJIONpOM3BONCTBA M apXHBa
TOCYZapPCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYMNpaBlieHHs mo ¢opMam,
ycraHOBIeHHbIM [IpaBunamu xpasenus 2015 .Y,

Ha mena BpeMeHHBIX cpOKOB xpaHeHus (0 10 JieT BKIIOYMTENBHO) OIHUCH He
COCTaBIIIOTCA, W B apXHB TOCYJapCTBEHHOTO OpraHa, oOpraHa MECTHOIO
caMOyYIIpaBJIEHHS TaKHe JA€Ia He NepeialoTcs.

OnrcH JieNT CTPYKTYPHBIX NOJIpa3/eIeHui COCTABISIIOTCS OTAECIBHO Ha Jiena
MOCTOSIHHOTO XpaHEeHHS; IeJia BpeMeHHBIX (CBhIme 10 1eT) CpokoB XpaHEHHS; Jena
Mo JMYHOMY COCTABY, DJEKTPOHHEIE feNa, a Takke Ha Jena, COCTOSAIIME H3

0 TTpunoxenns Ne 23, Ne 24 « [papunam xpanerns 2015 T.
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JOKYMEHTOB, XapaKTepHBIX Ul JaHHOH opraHmsaluu (cyneGHEIE, CIeCTBEHHEIE
JieJ1a, HAyYHBIE OTYETHI 10 TEMaM, HayJHO-TEXHUYESCKast JOKyMEHTalHs).

OCHOBO#1 cocTaBlIeHHs onucell el CTPYKTYPHBIX NMOApa3AeNeHHil SBIIeTCs
HOMEHKJIaTypa Jell.

7.8. Ilpu cocTaBieHHH OMNHUCEH Jel CTPYKTYpPHOIO MOAPa3iclICHUs
COOJTIOAAIOTCSA CAEAyIOMHe TPeOOBAHHUA:

3aroJIOBKM A€ BHOCSTCS B OIKCH el B COOTBETCTBHH C CHCTEMaTH3aluel
ZIeNT B HOMEHKJIAaType Jell;

KaOXJ0e JAeN0 BHOCHTCA B ONHKCh IOJ CaMOCTOSTENBHBIM MOPSIIKOBBIM
HOMepOM (€CJIH AEN0 COCTOUT M3 HECKONBKHX TOMOB, TO KaXAbI TOM BHOCHTCA
B OIIMCH [10]] CAMOCTOATEIBHBIM HOMEPOM);

TIOPSIOK HyMEepaIlid JieJl B OTIUCH — BAJIOBEIIA;

rpadbl OMUCH 3aOMHAIOTCS B COOTBETCTBUM C TEMH CBEAEHHIMHU, KOTOpPbIE
BBIHECEHBI Ha 00JIOXKKY Jena;

[IPH BHECEHHH B OIMCH MOAPAN A€ (TOMOB) ¢ OJMHAKOBBIMH 3ar0JIOBKAMH
3aroJIOBKH BCex JeN (TOMOB) MULIYTCS HOJHOCTHIO;

rpacda omnucu aen «[IpumMedaHus» HCTIONb3YeTCs I OTMETOK O TIpUeMe Jied,
0CcOOEHHOCTX HX PU3NIECKOTO COCTOAHHMA, O Mepefade AN APYIHM CTPYKTYPHBIM
Mo/Ipa3AeIEHUEM CO CCBUIKOH Ha aKT, O HAMHYKH JIEKTPOHHBIX KOMHUI Aedl.

B wutorosoit 3amucu omucH ykasbBaioTcs (HMQpaMH W TPOIMKCHIO)
KOJIHUECTBO Jell, YHCILIIIUXCS II0 ONKCH, IEPBBIH U ITOCHEAHUI HOMepa [ell Mo
ONHCH.

7.9. B onuch 3NMEKTPOHHBIX JeJ, MOKYMEHTOB BKIIOYAETCS IPHIIOXKESHHE
KOIUCH — peecTp IEKTPOHHBIX JOKYMEHTOB (KOHTEHHEpOB 3JIEKTPOHHBIX
IOKYMEHTORB), B KOTOPOM YKa3BIBAIOTCS CBeIEHHs 00 3IEKTPOHHEBIX AOKYMEHTaX,
BKJIFOUEHHBIX B KO IEKTPOHHOE JeJIO.

7.10. Onmcu nen CTPYKTYPHOTO NOApa3eNieHus W3TOTABJIMBAIOTCA B ABYX
SK3eMIUIApax Ha OyMa)kHOM HOCHMTENe, MOJIMUCHIBAIOTCS PYKOBOAHUTENEM
nozipasjieneHys], cornacopbiBatorcsi DK cTpykTypHOrO moapasgmenenus (Tpu ee
Hapaun) u pykopogureneM CiyXGbl Ielonpou3BojCcTBa. PeecTp 31eKTpOHHBIX
JOKyMEHTOB, SBIIAIONMICS IPHJIOKEHHEM K OMHMCH SJEeKTPOHHBIX JOKYMEHTOB,
IOJIICHBACTCA COCTaBHTENIEM peecTpa ¢ YKa3aHWeM IOJDKHOCTH, WHHIHAJIOB,
amunun.

OnuH 3K3eMIUIAp OMHCH el CTPYKTYPHOTO MOJIpasfielieHUus MNepenaeTcs
BMECTe C JelNaMd B AapXWB TIOCYAapCTBEHHOIO OpraHa, OpraHa MeCTHOrO

' CaMOYMpAaBJeHUs BTOPO# OCTaeTcss B KAa4eCTBE KOHTPOJBHOIO 3K3eMIULIpa
B CTPYKTYPHOM IIofpa3/iefieHi. B apXuB roCyaapCTBEHHOTO opraHa, Oprasa
MECTHOTO CaMOYNIpaBIICHHS TaloKe IMepefaercs Mo J3K3eMIULIpy Omuceit men
CTPYKTYPHBIX NOJpa3JeleHHH B 3JIEKTPOHHOM BHJE B pelaKTUpyeMoM (opMmarte
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/IS WCIIONIB30BAaHHS B JajbHeHIeM i1 IMOATOTOBKH apXMBHBIX ONHCeH Jed,
JOKYMEHTOB (TOJTOBBIX Pa3/IeiioB).

7.11. Odopmierue aen Ha OyMaXHOM HOCHTeNle, MPEAHA3HAYEHHBIX AJIS
NepeAavn Ha XpaneHHEe B apXHB IOCYAApCTBEHHOTO OpraHa, OpraHa MeCTHOTO
CaMOYTIpaBJICHHsI, OCYLIECTBISIETCS B COOTBETICTBHH C IyHKTamMH 4.19-4.30
IIpasun xpanenus 2015 r.

7.12. TloarotoBka SJEKTPOHHBIX AOKYMEHTOB K Iepelaye B apXuB
roCcyapcTBEHHOTO OpraHa, OopraHa MECTHOrO CaMOYIMpPAaBJIEHHUs OCYLIECTBISACTCS
B coorBercTBuH ¢ mnyHKToM 4.34TlpaBun xpanenus 2015r. CTPYKTYpHBIM
HnofApaszielicHHeM rocyJapCTBEHHOTO OpraHa — HOJIb30BATENIEM COOTBETCTBYIOMIEH
UH(OPMaIMOHHOH CcHCTeMBI coBMecTHO co Ciyx6oif JieonpoH3BOACTBa
u noppasnenennem  (paboTHuKOM), obecnedMBalOUIUM  (QYHKOHMOHHPOBAHHE
HHGOPMAIMOHHOH CHCTEMBIL.

7.13. Ilpu MOATOTOBKE 3JIEKTPOHHBIX JOKYMEHTOB, OTOOpaHHBIX K Mepeade
BapXuB TIOCyJapCTBEHHONO OpraHa, oOpraHa MECTHOrO CaMOYIpPaBICHUS
BHITIOJTHSAIOTCS CleIyIOLye OCHOBHEIE NPOLEeAyph! paboThl C JOKyMEHTaMH:

IpeoOpa3oBaHHEe TEKCTOBBIX SIEKTPOHHBIX JOKYMEHTOB B (opMar
apxuBHOro xpaneHus PDF/A-1, eciu »nekTpoHHBIH HOKYMEHT OBUI CO3HaH HIH
BKJIIOYEH B CHCTEMY B HHOM QopMare;

¢dopmrposanre B HHGOPMALMOHHOH CHCTeMe OMHCell 3IMEeKTPOHHBIX Hell,
JOKYMEHTOB CTPYKTYPHBIX IIOJpas/ielicHHI;

(opMupoBanre B MHPOPMAIMOHHO! CHCTeMe FOCYJapCTBEHHOTO OpraHa,
OpraHa MECTHOTO CaMOYIPAaBJICHUS KOHTEHHEPOB 3JIEKTPOHHBIX JIOKYMEHTOB,
BKJIFOYAIOIMX: KOHTEHT W METaJaHHBIe OJIEKTPOHHOTO NOKYMEHTa, (ailiibl
3JIEKTPOHHBIX HOMIHKCEH, BU3YATH3UPOBAHHYIO KOIHIO TEKCTOBOTO AJIEKTPOHHOTO
nokymeHnTta B popmate PDF/A-1;

¢opMupoBanre B HHPOPMALHOHHOMN CHCTEMe TOCYJapCTBEHHOTO OpraHa,
opraHa MECTHOTO  CaMOYIpaBi€HUs  SACKTPOHHBIX  Jeld,  ABIAIOLINXCS
COBOKYITHOCTBIO KOHTEHHEPOB 3JIEKTPOHHBIX JOKYMEHTOB MIH KOHTEHHEpOM
3NEKTPOHHOTO TOKYMEHTa;

MUTpanus JJEKTPOHHBIX JOKYMEHTOB Ha ¢usHdecku 000co0IeHHbIe
MaTepHalbHBle  HOCHTENIM, €CJIH  JOKyMEHTBI MepeflaloTcsi B apXuB
FOCYHAapCTBEHHOTO OpraHa, OpraHa MECTHOIO CcaMOyIpaBlIeHHA He IO
HH(POPMAIIHOHHO-KOMMYHHUKALHOHHEIM KaHallaM;

MpOBepKa BOCIIPOU3BOAUMOCTH 3MEKTPOHHEIX JIOKYMEHTOB;

TpOBepKa  JJIEKTPOHHBIX JOKYMEHTOB Ha Haldude BpeIOHOCHBIX
KOMITBIOTEPHBIX IPOIPaMM;
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¢opMupoBaHHe TPaHCIOPTHOIO KOHTeiiHepa, collepiallero 31eKTPOHHBIC
JieNia, BKJIIOYEHHbIE B OINCH 3JJEKTPOHHBIX Je], HOKYMEHTOB CTPYKTYPHOTO
nofipasieNieHns (ONUCh e HOCTOSTHHOTO XpaHeHMs, BpeMeHHHBIX (cBblie 10 jet)
CPOKOB XPaHEHHsI, Ael 110 JITIHOMY COCTaBY).

7.14. lena nepemaroTcsi B apXWB TI'OCYJapCTBEHHOO OpraHa, opraHa
MECTHOTO CaMOYIpaBlIeHHs B COOTBETCTBUH C I'paMKOM Iepeads NOKyMEHTOB,
COIJIaCOBAHHBIM C PYKOBOAMTEISIMU CTPYKTYPHBIX IOApa3fesicHUH, [epelaloliiux
JOKyMEHTHl B apXWB, H YTBEPXKJIEHHBIM PpYKOBOIHUTENEM TOCYAapCTBEHHOIO
OpraHa, OpraHa MeCTHOIO CaMOYINpPaBleHHs WIH HHBIM YIIOJHOMOYEHHBIM KM
JIULIOM.

Ilpuem-niepenada nen B apXuB rOCYJapCTBEHHOTO OpraHa, opraHa MECTHOIO
CaMOYIpaBJIeHHs OCYIIECTBIIAETCS B COOTBETCTBUH C IyHKTaMu 4.33—4.34 [IpaBun
xpaHeHus 2015 r.

7.15. B cnyyae JHMKBMEALMH HWIH peoOpraHu3alii  CTPYKTYPHOIO
HOJpa3IeeHNs TOCYIapCTBEHHOTO OpraHa AeNONpPOM3BOIUTEND MOJpa3jeieH s
B IIEPHOA IIPOBEIeHWs JIMKBUNAIMOHHBIX MepompusTuii (opMupyeT Bce
HMEIOIIVECS JOKYMEHTHI B ieNa, 32 HCKIIOYeHHEM HEHCIIONHEHHBIX JOKYMEHTOB,
odopmisieT fena u nepepaet ux B CiyxOy NeTONPOU3BOACTBA rOCYAAPCTBEHHOIO
oprasa.

7.16. Ha ocHOBe NpenjioeHHH CTPYKTYpHBIX mnofpasjeneHmii Ciryx6a
JIeJIOTIPOU3BO/ICTBA rOCYJApCTBEHHOI0 OpraHa, OpraHa MECTHOTO CaMOYIIpaBJIeHHs
COCTaBJIIET aKT (akThl) O BHIICICHHH K YHHYTOXKEHHIO JOKYMEHTOB, He
MOJUISKAIINX XpaHeHHo, mo ¢opMe, ycraHoBleHHo# IlpaBmwiamMu XpaHeHUS
2015 1"

Ha onekTpoHHBIE JOKYMEHTBI C HCTEKIIMMH CpPOKAMHM XpaHCHWSA
COCTaBJSIETCSL OTHENBHBEIE aKT Ha OCHOBe (OpPMBI aKTa O BBLACICHHU
K YHUUTOXKEHHIO JOKYMEHTOB, He TMOIJICKALIUMX XPaHCHHIO, YCTAHOBICHHOH
IlpaBunamu xpanenus 2015 r.

7.17. Jena BKIIOYAIOTCSA B aKT O BHIENIEHHH K YHHUTOXEHHUIO JOKYMEHTOB,
He MOAJENAIIUX XpaHEHWIO, eClM NPeAyCMOTPEHHBIH JUIs HHX CPOK XpaHEeHHUS
WCTEK K 1 sIHBaps rofa, B KOTOPOM COCTaBJIEH aKT.

7.18. Hdena ¢ ormerkoit «OIIK», mpoluenmne SKCIEPTU3y LEHHOCTH,
BKJIIOYAIOTCS B aKT, Ipy 3ToM oTMeTKa «JIIK» B akTe He yka3bIBaeTCs.

7.19. AKT 0 BbIZeNIeHHH K YHHYTOXXEHHIO XOKYMEHTOB, HeE IOJJIEXKAIIIX
XpaHEHUIO, YTBEPXKAAeTCs PYKOBOAMTENEM TOCYIapCTBEHHOTO OpraHa, OpraHa
MECTHOTO  CaMOyIpaBiieHHs 1ocie yreepxaeHuss OJIIK  ¢enepansHOro
rocyzfapcTBeHHoro apxusa, OIIK ymonHoMo4eHHOro opraHa WCIONHHMTENBHOM
Bractd cyOpekra Poccuiickoii ®@enepaunm B chepe apXWBHOTO [eNa WIH

4 Tpunoxerne Ne 21 k ITpasmnam xparenus 2015 r.
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roCyIapCTBEHHBIM (MYHHUIHIIAIbHEIM) apXHBOM COLJIACHO NPENOCTABICHHEIM eMy
[IOJIHOMOYHSM OIMHCeH Jei, AOKYMEHTOB MMOCTOSHHOTO XPaHEHUs U COTIaCOBaHHS
onMcel Ael, JOKYMEHTOB 10 TMIHOMY COCTaBY, IIOCIIE YeTo Jefia, BblAeIEHHBIE 10
aKTy K YHHYTOXXCHHIO, MOTYT OBITh IlepefaHbl Ha YTHIIH3ALHIO.

7.20. Tlepenaua fen, BBIOCNEHHBIX K YHHYTOXECHHIO, HAa YTHIM3AIUIO
odopMIIIEeTCs TPHEMO-CAATOYHOH HaK/IaHOH.

B HOMeHKJAaType Jel TPOCTABIAIOTCA OTMETKH 00 YHHUTOKEHUH
JOKYMEHTOB C yKa3aHHeM JaThl H HOMepa aKTa, 3aBepseMble NOAMUCHIo paboTHHKa
CiyxGB1 IeNONpPON3BOACTEA.

7.21. DneKkTpoHHBIE JOKYMEHTHl C HCTEKIIMMH CpPOKaMH XpaHeHHA
VHHYTOXAIOTCA TIPOTPaMMHO-TEXHHUYECKUMH CPEACTBAMH C COOTBETCTBYIOIIEH
OTMETKOH B aKTe O BBIACICHHU K YHHYTOKEHHIO DNIEKTPOHHBIX JOKYMEHTOB.

OJNEKTpOHHbIE NOKYMEHTHl CUMTAIOTCS YHUYTOXEHHBIMH, €CH HX HeNb3s
BOCCTAaHOBUTh  CpPEJCTBAMH  WH(OPMAIMOHHONH CHCTEMBI HA  HOCHTEJISX
HHQOpMALIUK U U3 pe3epBHBIX KOMHUI.

7.22. AKTEBI O BBLIENIEHUH K YHHYTOXKEHUIO JOKYMEHTOB, HE MOMIESIKALTUX
XpaHEHHIO, XpaHATCS IOCTOSHHO B jeiie GoHIa.


https://files.stroyinf.ru/Data2/1/4293724/4293724418.htm

