IIPUKA3
MHuHMCTEPCTBA KYIBTYPE M MacCOBBIX KOMMYHUKAIHIA
Poccuiickoit Depepanyy
ot 8 Hoabps 2005 r. Ne 536

O Tunosoil MECTPYKIMH N0 AS/IONPOR3BOACTBY
B (henepa/bHEIX OPragax HCMOJHATENHHON BAACTH

3apezucmpuposar Muniocmom Poccuu 27 aneaps 2006 2.
Pezucmpauuonnuii No 7418

B coorBercteuH ¢ m. 11.1 TEnoBoro pernaMeHTa B3auMogeicTBus dene-
PATBHBLIX OPTaHOB HCIOJHHTENBHON BIACTH, YTBEPXASHHOrO MOCTaHOBIECHUEM
Ipasurenscria Poccniickoii @eaepamuu ot 19 ausaps 2005 r. Ne 30 (Cobpanue
3akoHoparenscrsa Poccuiickoit @emepartmu, 2005, Ne 4, cr. 305), mpuka3ssiBaio:

1. YrBepouTh npmiaracMyr0 THITOBYI0O MHCTPYKIMIO IO AEJIONMPOU3BOACTBY
B (befepaibHEIX opraHaX UCIONMHUTEAbHON BIIaCTH.

2. INpuka3 DenepancHoii apxuBHOI ciryX0w Poccun or 27 Hoa6psa 2000 r.
Ne 68 “O6 yrBepxmeHuM TWIOBOM HMHCTPYKIIMM IO JENOTIPOM3BOACTBY B
demepaTbHBHIX OpraHaX MCIOJHMTENLHON BNIAacTH”, 3aperMCTPUPOBAHHLINA B
MuHHKcTepeTBe 10CTHIIMM Poccuiickoil Menepanym 26 aexabps 2000 r., pern-
crpauoHHbIH Ne 2508, pHU3HATh YTPATHBLIAM CHITY.

3. KoHTpoNb 33 HCIOMHEHHEM HACTOALIETO MPHKa3a BO3JOXUTh Ha 3aMec-
tareia Munucrpa JI.M. AmyH1a.

Munmcrp A.C. Coxonon

Ilpunoxcenue

THITOBAA MHCTPYKIIUA
IO A€JIONPOH3BOACTBY B (heJepaibHbIX OPraHax
HCIOIHATELHOM BAACTH

1. O0mue nosoxKennn

1.1. TunoBast MHCTPYKIMSA IO AEJIOTIPOMIBOACTBY B peACpaibHEIX OpraHax
VCIIOIHUTEIBHOM BJacTH pa3paboTaHa B COOTBETCTBHM C IIOCTAHOBICHHEM
HpasutenscrBa Poccuiickoil ®enepanuu ot 19.01.2005 Ne 30 “O Tumosom
perJlaMeHTe B3anMOIeHCTBHA (eiepabHBIX OPraHOB UCTIONHUTENLHOM BIacTH”
(CobGpanue 3akoHomaTenscTBa Poccuiickoii @enepamu, 2005, Ne 4, ct. 305),
Ha OCHOBe (eiepalbLHBIX 3aKOHOB, akTOR IIpesuacHTa Poccuiickoit Menepanuu
u IIpasutenbcTBa Poccuiickoit Oeaepanuu.

1.2. TmoBast HHCTPYKLUA IO AETONPOU3BOIACTBY B (pellepajibHEIX OpraHax
MCITOJIHUTENILHOM BJIacTH (Hasiee mMeHyerca — THUITOBasg MHCTPYKIMA) YCTaHAB-
JmBaeT o6uue TpeGoBaHus K GYHKIMOHUPOBAHMIO CITYK0 JOKYMEHTALIUOHHOTO
obecrie4eHUs yTipaBIeHHs, JOKYMEHTHPOBAHHUIO YIIpapAeHYECKO JeaTeIIbHOC-
TH U OpraHu3aluy paboThl ¢ JOKYMEHTaAMH B delepabHEIX OPTaHaXx MCITOMHH-
TEIBHOM BIACTM — MHHUCTEPCTBAX, CAyX0aX, areHTCTBAaXx.

1.3. ®eaepanbHbIe OPTaHBl UCHONHUTEIBHOR BIACTH OPTaHU3YIOT U BEXYT
JIENONPOU3BOJCTBO Ha OCHOBe THMITOBOIO perjaMeHTa BHYTPEHHEH OpraHu3a-
HUM (pelepaTbHBIX OPraHOB MCIIONHUTEIBHOM BIacTn, YTBEPXIEHHOTO II0CTa-
HoBneHneM Ilpasutenncrsa Poccmitckoif Pepepanum or 28 mong 2005 r.
Ne 452 (Cobpanne 3akoHomarenscTBa Poccniickoit denepanmn, 2005, Ne 31,
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cT. 3233), HHAWBARYAIIBHEIX WHCTPYKIMIA HO AEIOMPOM3BOACTBY, PEINIAMEHTOB
(beZiepasIbHBIX OPraHOB MCIIOMHHTENIBHOM BIAACTH, IPYTHX HOPMAaTHBHO-METO-
JIUYEeCKUX JOKYMEHTOB M Hacrosmeil TMIoBoi HHCTpYKIIMH.,

WnpuBnayanbHbIe MHCTPYKIIMK TI0 JEJIOTIPOM3BOACTBY YTBEpXKAAIOTCA pY-
KOBOAMTENSAMU helepaTbHEIX OpPraHOB UCTIONHUTENEHOM BIACTH MOCNE COa~
coBaHus ¢ OenepalbHEM apXUBHEIM ar€HTCTBOM.

1.4. Tlonoxenuss TumoBoM MHCTPYKLMH PacHpPOCTPAHAIOTCH Ha OpraHU3a-
uuIo paboThl C JOKYMEHTAMH HE3aBHCHMMO OT BHAa HOCHTENA, BKIIOYAT HMX
MOJZIPOTOBKY, PETUCTPAIMIO, YYET ¥ KOHTPOJb HCIIOIHCHHS, OCYIIECCTBIsIEMbIe
¢ IOMOUIBIO ABTOMATH3MPOBAHHEIX (KOMIIBIOTEPHBIX) TEXHONOTUI.

ABTOMaTH3UPOBaHHBIE TEXHOJIOTHH 06paboTKH JOKYMEHTHOM uHbopMa-
UMM, IPUMEHSIEMEIE B (DeAepaTbHOM OpraHe MCIIONHMTEIBHOM BIIaCTH, JOJDK-
HEL OTBEeYATh TPeGOBAHMAM HHCTPYKIHH IO ICIONPOM3BOICTBY STOTO Op-
raHa.

1.5. IlpaBuna paGoTHI C AOKYMEHTaAMM, COIEPXallFIMH CayXeGHYIO HHDOp-
MALMIO OTPAHWYEHHOIO DPACIPOCTPaHECHMs, YCTaHOBAECHHI B IlonoxeHun o
nopsaKe oOpalueHUsT ¢o cyxeOHoit MHdbopMallieil orpaHM4EHHOIO Paclpo-
CTpaHEHHA B (eAepanbHbIX OpraHax UCHOJTHUTEILHON BIACTH, YTBEPXICHHOM
nocraHoBacHueM IpaBurenscrBa Pocculickoit @enepaiiu ot 3 Hoabpa 1994 1.
Ne 1233 (Cobpanne 3axoHogaTenscTsa Poccutickoit ®enepamm, 2005, Ne 30
(u. II), cr. 3165).

1.6. Opranu3zaiys, BeAeHHE U COBEPUICHCTBOBAHME CHCTEMEl JOKYMEHTa-
IHOHHOTO obecneyeHUs VIIPaBIcHHs HA OCHOBE €IMHOU TEXHMYECKOH monu-
THKM ¥ IPAMEHEHHASA COBPEMEHHEIX TEXHUYECKHX CPEICTB B paboTe ¢ JOKYMEH-
TaMHA, METONWYECKOE PYKOBOICTBO M KOHTPOJL 33 COOMOAEHHEM
YCTaHOBJICHHOTO ITOPSiAKa paboTEl ¢ JOKYMEHTAMH B IHoApasmeicHuAX dene-
PaIbHOTO OpraHa HCHOJHHTCABHOM BJIACTH OCYIIECTRIAIOTCS CTPYKTYPHBIM
nofpasgeeHHeM, Ha KOTOPOe BO3NMOXCHH (DYHKIMH 110 JOKYMEHTAIHOHHOMY
o0ecneueHIO YIIpaBlieHus (nanee uMenyercsa — cnyxba JI0Y) denepanbioro
OopraHa MCIIOMHUTEILHOM BIACTH,

1L IIpaBaia noAroTOBKA B OQOpMICHAS AOKYMEHTOB

2.1. IloaroToBka H 0(OpMICHHE NPOCKTOB 3AKOHONATEIHALIX AKTOB
Poccniickoii Menepaman

2.1.1. degepanbHble OpraHbl HCIIONHUTEABHOM BIACTH, OCYMIECTBISIONIHE
byHkuyn 110 BRIpabOTKE TOCYNAPCTBEHHOM MOJIUTUKH H HOPMAaTHBHO-IIPABO-
BOMY PeTyTMpOBAaHHIO B YCTAHOBJICHHOI chepe HeATeNbHOCTH, pa3pabaTHBaIOT
MPOeKTH (hegepalbHEIX 3aKOHOB BO MCIIOJIHEHHWE AKTOB 3aKOHONATEJILCTBA
Poccuiickoit Peaepanyii, MIAHOB 3aKOHONPOEKTHOH aeqarenbHocTH IlpaBu-
TENbLCTBA M COOTBETCTBYIOIMX TMOPYYEHWil, a TakKke 1O COOCTBEHHOM WHM-
ITHATHBE.

2.1.2. 3aKOHOIPOEKTH, MOATOTABIMBACMEIC il BHeceHU B IIpaBurenbeT-
Bo Poccuiickoit ®epepainiy, meuararorcs mpudroM Ne 15 Ha cTaHIapTHRIX
mcrax 6yMarn opMara A4.

Ha mepBoit cTpaHMIle 3aKOHONIPOEKTAa B IpelesiaX BepXHed U MpaBoii
TpaHML TEKCTOBOTO ITOJIA IIpocTaBisgeTcd nmoMerka: “BHocurcsa IIpaBurenber-
BoM Poccuiickoit @eaepanun”. IloMerka meuaraerca uepe3 1 vHTepBal U
BLIPAaBHMBAETCS IO JIEBOM IDAaHMUIIE.

Ha paccTrodHHH MeXCTPOYHOIO MHTEpBajia 24 NT OT MOMETKM Y IpaBoi
TPaHHUIBI TEKCTOBOT'O ITONA revaraercs choso “Ilpoekt”.
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2.1.3. 3aKOHONPOEKT MMEET CICOYIOIHE PCKBU3UTHI:

HaumeHoBanue rocynapctsa — POCCUMCKAS OEJEPAITUA — neyva-
TAeTCA MPOMMCHBIME GYKBaMH M BHIAEISAETCA MOMYXKUPHBIM WipudToM. BrpaB-
HUBaeTCH IO LEHTPY.

Haumenosanne Buia akra — OEJEPAIBHBIA KOHCTHUTYIIMOH-
HBIM 3AKOH wm ®EJXEPATBHBIN 3AKOH — oTnensieTcss OT NEPBOro
PEKBU3HUTa MEXCTPOYHBIM MHTEPBAJIOM 24 IIT, IeYaTacTCAd NMPONMCHLIMM GyK-
BaMU pa3sMepoM IpHdTa He 6onee Ne 17 1 MOXeT OBITh BHIEICHO MOy XKBPHHM
nmipuc¢ToM. BelpaBHMBaeTCS IO LICHTPY.

3aroJioBOK OTAEASICTCA OT MPEABIMYIIEIO PEKBH3NTAa MEXCTPOYHBIM HHTEP-
BayioM 36 nT U medaraerca depe3 | WHTEpBAN, BRUICNSACTCH IONYXUPHHIM
mpHdTOM ¥ BHIpaBHHBAaeTcd MO IeHTpy. IIMinerca ¢ mpomicHoO! OyKBHL U
oTBeuaeT Ha Bonpoc: “O yem?” M3liaH 3aKOH WIHM B HEM IIPHBOJNTCA HasBaHUe
KofieKca (HampuMep: ApOGyMTpaXHEI MpoueccyalbHEIM Komekc Poccuiickoit
®ecaepanun). Toyka B KOHIE 3arojIOBKA HE CTaBUTCS.

B 3arojioBKe 3aKOHONIPOEKTa O BHCCCHHM M3MEHEHUI B JelicTyrone
3aKOHH HEOOXOTHMO Ha3bIBaTh IPUYMHBI BHECCHNA U3MEHEHUIA WIN KOHKpET-
HYIO HOpDMY, B KOTODYIO BHOCATCH H3MCHEHWS, a B Clydac HEOTHOKpATHOTO
HU3MEHEHHNS OXHON M TOM Xe HOpMBI — JOMOJMHUTENLHO YKA3HBaTh, B KaKOW
MMEHHO YaCTH OHA H3MCHSICTCH.

Hampumep:

O BHECEHMM M3MEHCHHII B 3aKOHOIATEbHbIE aKTH Poccuiickoii ®Denepanmmu
00 aVMBEMCTPATHBHLIX HPABOHAPYIICHHAX
B CBA3M ¢ NpHHATHEM 3emebHoro Komerca Poccniickoit ®enepaman

HWin

O sHeceHmH u3MeHenwi B nynkT 2 cTaThl 855 I'pakmauckoro Koxekca
Poccniickoii ®enepanum B 9ACTH WIATEXel B (10mKeT
H BO BHEOHOmKeTHRIE (OB

TekcT oTAeNseTCA OT 3arOJIOBKA MEXCTPOYHBIMH MHTEpBanaMu 36—48 nr
M T1eYaTaeTcs Yepe3 MEXCTPOYHKI WHTepBan 24 mT.

TexcToBast 4aCTh 3aKOHOIPOEKTA MOXET TOAPAAENATLCS HA peaMOyny u
OCHOBHYIO YaCTb.

OCHOBHas YacCTh TEKCTa 3aKOHONPOEKTa MOXET MOAPA3ACISTECS Ha Yacry,
pasenbl, MOAPaseNbl, TNaBH, naparpagnbl, CTaTbU.

3aroJIOBKM 4acTeil ¥ pasfelioB MeYaTaloTC MPOMACHEIMM GYKBaMH nony-
XMpPHbIM MIpU(TOM ¥ BHIPABHHBAIOTCA 1O LEHTPY. TOYKA B KOHLIC 3aro/ioBKa
He craBurca. HoMepa TpocTarisgioTcs pUMCKHMH LHbpaMHu.

Hanpumep:

PA3BJAEN I
ITPABO COBCTBEHHOCTH M IPYTUE BEIITHBIE ITPABA

Toapazaen uMeeT MOPAIKOBBIM HOMEpP, 0003HaYEHHBIH PHAMCKHMH HHb-
pamu, ¥ HaUMeHoBaHHe. O003HAYCHNE TOApa3eia NeYaracTes ¢ MPONMCHOM
OYKBHI ¢ ab3aHOoro orcryna. HauMeHOBaHME Nopa3iea [ieuyaTaeTcs Oy Xup-
HBIM HIpU(BTOM.

Hampumep:

Tloppasaen 1. O6mme nonoxenns 00 odA3aTeIBCTBAX

I'maBsl HyMepylorcs apaGcKMMH 1HdbpaMu M UMeloT 3arojoBku. Obo3Ha-
YEHHUE TJIABHI [TeMaTacTCo ¢ MPOMMCHOI BYKBEI ¢ ab3aliHOro OTCTYIHA. 3ar0JIOBOK
IJIABEL I1eYaTaeTcsd MOJYXUPHBEIM 1IPHUGTOM B OJHY CTPOKY ¢ 0003HAYEHHEM
HOMeEpa, MOCNe KOTOPOT'O CTaBUTCA TOYKA.
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Hanpumep:
I'masa 5. Ilpasa, 0643aMHOCTH A OTBETCTBEHHOCTE

ITaparpatd o6o3Hadaercsi 3HAKOM §, HMeEeT TIOPSIKOBHIE HOMEp, 0603Ha-
YeHHBIH apabCcKuMu DMbpaMH, @ 3arONOBOK. 3aroJioBoK mnaparpada numercs
¢ IIPONKCHO# OYKBBHI IIONYXMPHHIM NIPH(TOM B OOHY CTPOKY ¢ 0003HaYeHHEM
HOMepa naparpada, Iocie KOTOpPOro CTaBUTCA TOYKA.

Hanpumep:

§ 1. XossicTBEHHbIC TOBAPHINECTBA ¥ OOMIECTBA

Cratha UMEIOT SIMHYIO CKBO3HYIO HyMepauuio. IlopankoBeiit HoMmep cra-
Th 0003Ha4YaeTcsl apabckuMu mubpamu, Q003HaUeHUE CTAaThM NEYATacTcd C
MpONUCHOH OyKBH ¢ a03allHOro OTCTYNA. 3arolOBOK CTATBU TIEYATACTCH C
IIPOMUCHOI GYKBBI MOAYXHPHBIM MIPHGTOM B OIHY CTPOKY ¢ 00O03HaueHHUEM
HOMEpa, MOCJIC KOTOPOTO CTABHTCH TOYKA.

Hanpumep:

Crarpa 33. Cepradwkanus

B MCKIMIOUMTENLHBIX CyYasX CTaThd MOXET He MMeTb 3arojioska. Ilpu ero
OTCYTCTBHH CIOBO “CTaThd” H HOMED BBHIJEJTIOT NOJYXHUDHEIM IPHGTOM.

B 3aBHCHMOCTH OT COJepXaHMS CTaThd MOXET NOAPa3Ne/IITECSA Ha YacTH,
TYHKTH, TOANYHKTH, a63anbl. YacTn 06o3HavyaloTed apaGcKuMi UugpaMu C
toukoit. Hymepallid MyHKTOB ocymecTssercs: apabckuMy 1iudbpaMH ¢ 3aKphi-
Baroleil kpyrmoii ckobkoii. TToamyHKTH 0003Hayalorcss GYKBAMH PYCCKOIO
andaBuTa ¢ 3aKpHIBAIOIIECH KpPYIJIOH CKOOKOM.

Tlommumce OTHENACTCA OT TEKCTA MEXCTPOYHEIM HHTEpBAIOM 36 nr u
coctonT U3 cnoB “IIpesuneHT Poccmiickoit @enepaumn”. Ciopa “IIpesnment”
u “Poccuiickoit Meaepann” mevyatawTes B 2 CTPOKK 4Yepe3 OIUH MEXCTPO4-
Hulif mHTepBal. CnoBa “Poccuifckoiit @ejepalliy™ IE€YaTaiOTcs OT JICBOH
TPaHMIbl TEKCTOBOTO MO, a ¢I0BO “Ilpe3uieHT” BRIpAaBHMUBAETCA HO LICHTDY
OTHOCHMTEJIBHO 3THX CJIOB.

Wuniman uMenu U davmmsa Ipesupenta Poccniickoii Peaepanym yka-
3BIBAIOTCS IIpK 0QOPMIIEHIH TIPHHATOTO 3aKoHa B 'ocymapcTBeHHOI Jyme.

Bu3bl MpoCTaBAAIOTCA Ha IMLEBOH CTOPOHE IIOCHECIHETO IMCTA 3aKOHOIIPO-
€KT4 B HXHEH €ro 4acru.

OO6pasen ohopMIICHHS 3aKOHOIIPOCKTa MPHBOLUTCH B MPWIOXKECHHH Ne 1.

2.1.4. TpeGopanus o odOpMICHUIO TTOACHUTEILHOM 3alMCKHU K 3aKOHO-
TIPOEKTY.

IlosicHHTENBHASA 3aINCKA K 3aKOHOMPOEKTY mevaractcs mpudTom Ne 14
HA CTAHAAPTHBIX JIMCTaX OyMaru hopmara A4 M HMEET CIISAYIOLHE DEKBUSHTHI.

HaumeHoBanue BUAA AOKYMEHTa — II€4aTACTCs NMPONMMCHBIMU OyKBaMM
HMXKE I'PAHHAIBI BEPXHETO TIONA CTPAHUIIB Ha 24 IIT, BRACHSICTCS MOTYXHPHHIM
mpuchTOM ¥ BHIPAaBHUBAETCS TI0 1IEHTPY.

3aroaoBOK OTACNSETCA OT NPEANAYILETO PEKBU3NTA MEXKCTPOYHBIM HHTEp-
BAJIOM 24 TIT, IEYATACTCA CTPOYHBIMM GyKBaMHU 4epe3 1 WHTEpBaN, BHIEISIETCH
TIONYXWAPHEIM 1pudTOM U BHIpaBHHUBaeTCsA MO LieHTpY. Touka B KOHILE 3aro-
JIOBKA HE CTaBHTCH.

B 3aronoBke K TEKCTY YKa3bIBacTCsi MOTHOE Ha3sBaHME 3aKOHONPOEKTA, K
KOTOpOMY TOJITOTOBJICHA MIOSCHUTENbLHASA 3alIHCKa.

Hanpnmep:

K mpoexry denepansnoro 3agona “O pHeceHHH M3Menenmii B craToio 1 Jaxona
Poccniickoit enepanan “O nopoxoxuoM Hajnore ¢ pU3mIECKAX N

TeKCT OTAEAAETCH OT 3aro/ioBKa MEXCTPOYHBIM HHTCpBaNoM 24—36 nir u
reYaTaeTca Yepe3 MHTepBal 18 nT Ha paccTosHMM 1,25 cM OT JIeBOEi IpaHMIIbI
TEKCTOBOIO ITOJIA.
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Tekcr HOKEH cofepXath 00OCHOBAHHUE HEOOXONUMOCTH TIPUHATHS 3aKO-
HOIIPOEKTA, BKIOYAIOUICE PA3BEPHYTYIO XapaKTEPUCTUKY 3aKOHOIIPOEKTa, ero
1erei, OCHOBHBIX TIONOXCHMI, MECTA B cHCTEME ACHCTBYIOIIETO 3aKOHOIATE /b~
CTB2, a TAKXKE TPOTHO3 CONUANLHO-IKOHOMHYECKIX M HHHX MOCICACTBUIA €ro
TMPUHATHY.

2.2. llogroToBka u oopMieHne NPOEKTOB AKTOB
Tipesanenra Poccniickoii Meaepanmn

2.2.1. TlonroroBka u odopmiacHHe MpoekToB akToB (YKA3OB u PACIIO-
P}DKEHI/IFI) Hpe3unenra Poccuiickoii @eacpaliiil MPpOH3BOAATC (enepans-
HBIMH OpraHaMM HCTIOHHUTENLHOI BIACTH B COOTBETCTBHHM C TIOPSIIKOM, YCTa-
HoBAeHHBIM IIpeaumenroM Poccmiickoit Pepmepanuu, AIMUHUCTpAIHCi
Ipe3upenTa Poccutickoit Menepaimi, IpasurensctBoM Poccuiickoil Denepa-
1IMHE ¥ Hacrogmei Tumosoil MHCTpyKIMEH.

2.2.2. IIpoexTH akToB IIpe3nueHTa Poceniickoil Memepayy ¥ MpHIOXe-
HHUS K HHMM TIeYaTaloTcd Ha CTaHJapTHHIX Jncrax Oymarm A4 (210 x 297)
mpudrom Ne 15. BepxHee mojie JOKYMEHTa YCTAHABJIMBACTCd I'DAaHWHAMM
Gianka. JIeBoe nmone — 2,75 cM, npaBoe — 2,25 CM H HIDKHEE — He MeHee 2 CM.
ITpu odopmiieHun npoekTa axkTa Ha ABYX M Golee CTpaHMIAX BEpXHee IONE
BTOPO#l U MOCHCAYICIIHUX CTPaHHUD, COCTABIMET HE MEHee 2,5 CM.

2.2.3. IIpoexTH aktoB Ilpesunenra Poccuiickoii ®emepanyu HMEIOT Cie-
IyIONIME peKBH3UTH: HaUMeHoBaHye BHa akTa (Yka3s Ilpesunenta Poccuiickoii
Oenepanmu wiK pacnopsekeHne Ilpesuaerta Poccuiickolt ®egepanuu), 3aro-
JIOBOK M TEKCT.

3aronoBoOK IMEYaTaeTCA HAa PaCCTOSHMH HEe MEHEee 9 CM OT BEpXHEro Kpas
JI¥CTa, MMWETCH ¢ MPOMUCHO OYKBHI, BHIACHACTCS MONYXUPHLIM MIPUGTOM.
Touxa B KOHILIE 3aTOJIOBKA HE CTABUTCA. 3aroJIoBOK, COCTOAIIMIA U3 ABYX M 6osice
CTpPOK, MHeuaTaeTcd yepes 1 MeXCTpOYHBIH MHTEpBAJ.

Hauano u KOHeU XKaxxoil CTPOKH 3arojIOBKa LIEHTPUPYIOTCS OTHOCHTEJILHO
cmoB “IIpesmnenT Poccuiickoit Penepauyn”. B OTACABHBIX PACTIOPSTKEHHAX
IpesunenTa Poccuifckoit Mefepallii 3aroJIOBOK MOXET OTCYTCTBOBATD.

TekcT oTHenseTcd OT 3arojioBKa AOMOIHUTENBHHM WHTCPBAIOM 24 1T U
neJaraercd yepes uaTepsan 18 nrl,

TexcT nmeyaTaeTcsl OT JIeBOi IpaHWIIB TEKCTOBOTO II0JIA M BHIDABHMBACTCSH
1o JIeBO M IIpaBoii rpaHuMLaM TekcToBoro mons. Ilepsasg crpoka a63auna
HaYMHAETCA Ha paccTOAHHM 1,25 cM OT JICBOi FpaHHLIBI TEKCTOBOTO MO,

TexcToBass YacTh MOXET MOAPAIAENATECS HA KOHCTATHUPYIOIYIO 49acTb
(ripeamOyIy) M HOCTAHOBJISIICINYIO YACTh (B pACTIOPSDKEHHM — PacTIOPSAUTE b~
HYIO YaCTbh).

IIpeambysia B ykasax Ilpesmnenra Poccuiickolt @enepalliid 3aBEpIUIacTCA
CJIOBOM “NMOCTAaH OB A 10", KOTOPOE TI€YaTacTcd B PaspaaKy.

IIyHKTH B TeXCTE HyMEPYIOTCSI apaOCKHMHM LM paMu ¢ TOYKOM H 3aTONOB-~
KOB HE HMEIOT.

TIyHKTH MOTYT pa3lienaThCAd Ha OANMYHKTH, KOTOPHE MOTYT HYMEpOBaThCs
apabckumu mucpaMM MM CTPOYHBIME OYKBAMM C 3aKpHIBAIOILCH KpYEIoii
CKOOKOIA.

Bce M3MEHeHHsI M JIOIIONHCHWS, BHOCHMEIE B paHee IPHHATHIA YKa3
(pacniopskeHHe), JOJDKHB COOTBETCTBOBATDL CTPYKTYPE OCHOBHOIO HOPMATHB-
HOTO aKTA.

lJIorlycl-:ae’rcsx YMEHBIICHIE MHTEPBAJIOB MEXKAY PeKBH3HTaMHu “3aronosox”, “Texer”, “Ion-
mucs” 1 “Mecro uslanua” Npu HeoOXOXAMOCTH PasMELLCHHS TEKCTa TIPOEKTA YKa3a, PacTiopsoKe-
uws Ilpesupenta Poccniickoit Mefepaldi Ha OIHO# CTpaHHLE.
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Ilpy HaMYUK NPUAOXKECHHI K YKasy (pacnopskenuio) Ilpesunenra Poc-
cuiickoiit @emepallii B TEKCTE Ha HUX 00M3aTEIBHO AEAaCTCA CChLIKA.

JlonyckaeTcst IieYararhb IPOIMCHBIMM GYKBAMH U BRIIEISTE pHdTOM Apyroit
HacCBHILEHHOCTH (haMuKi TIPH NOATOTOBKE NMPOEKTOB YKa30B {pacIOpSKCHMIT)
IMpeasumenTa Poccuiickoit Meaepalidi 110 BOIPocaM HarpaXaeHHs TOCyJapCTBEH-
HbIMHM HarpajiamMi, NPUCBOCHMS MOYETHBIX, BOMHCKUX W CNEIMANGHHIX 3BaHMI
Poccuiickoit ®epepamuy (B Apyrux CIydasx He peKOMEHIYETCS).

Ilognnch OTAEASACTCA OT TEeKCTa HONONHHUTEIBLHBIM HHTCpBAIOM 32 T H
cocrout H3 coB “Ilpe3upenTt Poccuiickol Peaepanun”, MANNMAIA HMEHH U
damwmn IIpesumenta Poccuiickoii enepauumn.

CnoBa “IlpesumeHT” M “Poccuiickoit ®epepallid” IeYaTaloTcss B ABE
CTPOKH Yepes 1 MeXCTpOouHHI HHTepBai. OT rpaHUIIb JICBOTO TIOJIS IIEYaTAIOTCS
cnoBa “Poccuiickoit @eaepanum”, a cjioBo “IIpe3MiieHT” NEHTPUPYETCHA OTHO-
CHTENBHO 3THX cjioB. MHuuan umeHH v damunua [IpesunenTa Poccuiickoit
@erepaliMy IIEYaTAOTCA Y NMPAaBoil rPAHHUIH TEKCTOBOTO TTOJISL.

Mecro u3gaHuA OTAENSIETCS OT MOAIMCH, KaK NPaBUiIo, JONOJIHUTENEHBIM
HHTEPBATOM 48 NT, MEXCTPOYHHIMH MHTCPBAJIAMM, U TICYATACTCA OT IPaHUIB
neBoro nonsg: Mocksa, KpeMin.

Ha pacnopskeHHsIX MECTO M3IaHMsA HE MeYaTacTCA.

Jdara npocraBisiercs Mocie HNOANMCAaHMA AOKYMEHTa, oQOpMIISAETCH CJO-
BECHO-LM(POBHIM CIOCOGOM M OTAENAETCS OT pekBH3UTa “Mecro M3aHug”
MeXCTpOYHHIM uHTepBaioM 18 mT. IledaTaercsa oT JIeBo# IrpaHMIEI TEKCTOBOTO
TOJIAL.
Homep npocrapisieTcs mocie MONNMUCAHRA, IIEYaTacTCs OT JICBOM rpanmn
TCKC’li()sBOI'O NOJIA ¥ OTACNSETCS OT peKBH3UTa “Jlara” MEXCTPOYHBIM WHTEPBA-
JioM 18 1.

K nmopgaxosoMy HoMepy pactopsaxcHuS Ilpesuaenra Poccuiickoii ®ene-
patan yepe3 Jecuc nobaBisioTca CTPOYHEIE OYKBH “pm”.

TIpunoxeHUs: K MPOEKTaM yKa3oB M pacniopsokeHmii ITpesunenra Poccuii-
cKoit @encpanun oGopMISIOTCS Ha OTACIBHBIX JIMCTaX GyMard.

Paszmepst monel, wpudTEl 1 MEXCTPOUHBIC MHTEPBAIH TMPH NCYATAHHUH
NPWIOXKCHKY WACHTHYHB pa3MepaM, TIPUMEHSEMBIM NpY TIeYaTaHUY TEKCTOB
YKa30B (paclopsoKCHMIA).

TIpMnoOXeHUSAMH SBIFIOTCA TIONOXEHHS, PEIJIaMEHTHI, IIEPEYHH, CIMCKH,
rpabuku, TabiMubl, ofpasubl JOKYMEHTOB M Ap. IIpHIOXEHHS BM3HPYIOTCHA
PYKOBOXUTENEM OpraHa, BHECIIETO MPOEKT.

Ecnu B TeKCTe HaeTCHd CCHUIKA “COIMIACHO NMPHIOXEHHUIO”, TO Ha IICPBOM
CTpaHMIIC NPIOKCHUS B IIPABOM BepxHeM yriy rmitercsa ciaoBo [TPUIIOXE-
HHE, Huxe depe3 MeXKCTPOYHHBIE HHTEPBaJ 18 NIT AaeTcs CChUIKa Ha yKa3 WIH
pacmopsokenne Ilpesunenra Poccriickoit ®enepauyu. Bee cocTaBHBIE YacTu
PEKBH3NTA NEHTPYIOTCA OTHOCUTENILHO CAMOM JUIMHHON CTPOKM M NeYaTaloTCs
yepe3 1 MeXXCTpOYHBIN HHTepBal. [1pH HAIMYKMHM HECKOJIBKUX NPHIOXEHUH OHU
HYMEDYIOTCS.

Hanpumep:

TTPUJIOKEHME Ne 1

K Ykasy [IpesuneHTa
Poccuiickoii exepariuu
Ne

TIpunoxeHus 3aKaHYWBAIOTCS YEPTOM, PACIIONOKEHHOM IO HEHTPY TEKCTa
Ha pacCTOSHUK MPUMEPHO 3 MEXCTPOYHBIX MHTESPBAJIOB. JMHa 4epTH COCTaB-
Jsier 2—3 cMm.

IIpH HamuuyMM B TEKCTE akTa GOPMYIHPOBKH “YTBepIUTh” (IpuiiaracMoc
TIOJIOXKEHHE, COCTaB KOMHCCHH, IiepeuyeHb MEpONMpHUATHA U T..) Ha CaMOM
TIPWIOXKEHWH B IIPaBOM BEPXHEM YOIy pacmoiaraercd cioso YTBEPKIEHO
wii YTBEPXJIEH co cchliKoif Ha HOPMATHBHEIH aKT, €ro JaTy, HOMep.
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Hanpumep:
YTBEPXIEHO

Ykasom Ilpe3uaenra
Poccuiickoit Mepepanyu

Cnoa YTBEPXJIEHO u YTBEPX/IEH B npWIOXeHHSX COITNACYIOTCA B
poIIe U YHCie ¢ BHAOM YTBEPXKIaeMOro NOKyMcHTa: nonoxcuue — YTBEPXK-
JEHO, nporpamMa — YTBEPXKIIEHA, meponipustusa — YTBEPXKIEHHEI.

3aroJIoBOK K TEKCTY MPWIOXECHHS eYaTacTCA LIEHTPOBAHHEIM CIIOCOGOM.
HavMeHoBaHME BUIA JOKYMEHTa — MPWIOXKECHMS (TIEPBOE CJIOBO 3arojIoBKa
IPWIOKCHUA) BRIENSIETCH NPONMMCHEIMHE OyKBaMH, TIONYXUDHAM HIPHPTOM U
MOXeT OHTL HaneyaraHo B paspaaky (IIOJIOXEHHWE, HEPEYEHD,
CIINCOK u T.4.). MeXCTpOUHBIH HHTEPBAN MEXAY IEPBOM CTPOKOM 3aro-
JNIOBKA H YTOCHEAYIOMMMY CTPOKAMU MOXET OBITh yBeNnmYeH Ha 6 TiT.

3aroJIoBOK NIPWIOXKEHUS OTHEIIACTCSA OT AaThl U HOMEPA aKTa JOIOHATENb-
HHIM HHTCpBaIioM 70 NT, MHTEpBaJlaMM OT TEKCTa NPWIOXKECHUA — JONOJIHMA-
TEJIbHBIM HHTEPBANOM 24 1T,

Ilpu HaMYHK B TEKCTe MPHIOXCHUA HECKOJBKHX Pa3leliOB MX 3aTOJIOBKH
TEeYATAIoTCA EHTPOBAHHBIM CTIIOCO00M (OTHOCHTENLHO IpaHMIl TeKcTa). Touka
B KOHIIE 3arojIoBKa He cTaBurca. JlomycKaeTcsl BBIENATH 3aTOJIOBKH Pa3ieioB
TIOJIYXHpHBIM 1UpHdTOM.

Tekcr MpUIOXEHUST MOXeT ObITh odopMieH B Buae Tabmmipl. padput 1
CTPOKHM TaOMIE! JOJDKHB UMETh 3ar0JIOBKH, BEIPAKCHHBIC MMEHEM CYHICCTBY-
TEIbHEIM B HMEHUTEbHOM Majiexe. Iloasaronosku rpad M CTpOK rpaMMari-
9eCKM JODKHBI OBITh COTTIACOBAHBI C 3arOJIOBKAMU.

Ecm Tabauily nevyaraioT Oojee 4yeM Ha OAHOR CTpaHMIle, 3arojIOBOYHAs
yacTh TAONMIEI (HauMeHOBaHHE rpady) MOBTOpAETCA Ha KaXIOM CTpaHHLE.

JlMcrel NIPUAOXKCHUA HYMEPYIOTCH CaMOCTOSTENIRHO HauyMHAsA CO BTOPOTO
JcTa.

TIpu HAIMYMH B TEKCTE NPUIIOKECHMIA CCHUIKM Ha CHOCKY OHa odopmiseTcs
3Be3noukoit WM umdpoit co ckobkoi. TekcT CHOCKM mevaracTes yepe3 1 Mex-
CTPOYHBI MHTEPBaI B KOHLE KAKAOH# CTPAaBUIB WIH NOCHE NMPHUIOXKCHMUSA B
HeJIoM Tof YepToif. ITocie CHMBONIA CHOCKM €¢ TEKCT 1eJaTaeTcs ¢ MPOMHUCHOM
OVKBHL. B KOHIIe TEKCTa CHOCKM CTaBHTCSI TOUKA.

Ha oaHoii crpaHuile He AOJKHO IIPOCTABAATECS GoJiee TpeX CHOCOK.

B nonoxenusx, nporpaMMax, yCTapax M JpYrdX IHONOOHBIX HOKYMEHTaX
pa3mcnbl ¥ [JIaBbl HyMepyloTcs, Kak [IpaBUIo, pUMCKUMHM IyidpaMu, a IYHKTH
¥ TOANYHKTSH — TaK Xe, Kak ¥ B TeKCTe yKa3a (pacnopsxkenus)) [Ipesunenra
Poccuitickoit ®epepauyy. B yKasaHHBIX AOKYMEHTaX WX COCTABHBIC 4aCTH
(pazmesibl, HOXPA3AENH], TYHKTH, NOAITYHKTEI) MOXHO TakKXke HyMepOBaTh apa6-
ckuMH uugpamu. Iloapasnensl HyMEpYIOT B IpeAenax pasacna. Homep noapas-
JeJia JOJDKEH COCTOATH M3 HOMEpa pas3jelia M HoMepa Tojpasiena, pasielIeHHbIX
TOYKO# (Hampumep, 1.2). HoMep nyHKTa JODKEH COCTOATh H3 HOMEpPa pasnena,
IoApasieNia ¥ IyHKTa, pasfe/eHHbIX TOUKaMi (Harpamep, 2.3.1). TIyHKTH ipu
HEOOXOOUMOCTH MOIYT TONPA3HENAThCS HAa TOLIYHKTH, KOTOPHIE NOJKHBI
nmegbl )nop;mxonylo HYMEpAIMIO B TpeAeiaX KaXHoro IyHKTa (Hampumep,
1.2.2.1).

Busel npocTaBiIgioTcs Ha 060POTHOM CTOPOHE ITOCTEIHETO JIICTA TIPOEKTa
yKa3a (pacropsoKeHUs) B HIDKHEH €ro 4acrTd.

Ha npuroxXeHusX K NPOCKTaM YKa30B (pacliopsKeHHH) BI3H NPOCTapiid-
IOTCS TAKKe Ha 00OpOTHOM CTOPOHE MIOCHENHETO JUCTA NPWIOKCHUS.

O6pazen odbopMieHus mpoekTa ykasza IHpesunenra Poccuiickoit ®Pexepa-
LMY OPHBEACH B NpUnoxXeHun Ne 2.
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2.3. TlogroToBka n ofopMieHne NPOSKTOB AKTOB
TIpasutenncTsa Poccuiickoii Degepampn

2.3.1. ITonroToBKa 1 odopmicHue npoekToB aktoB ((IOCTAHOBJIEHU A
" PACHOPH)KEHI/IH) TIpaBuTenscTBa Poccuiickoit @efepallii MpoMU3BOAST-
ca enepanbHEIMM OpraHaMM MCIOMHUTENBHOUM BJIACTH B COOTBETCTBUM C
TIOpAIKOM, ycTaHaBmuBaeMbIM IIpaButenncrBoM Poccuiickoii Peneparmm,

2.3.2. IIpoekT ITOCTAHOBNCHUA WiN pacropskeHus Ilpapurenscrsa Poc-
cuiickoii Pegepalyy neyaTaeTcd HAa CTAaHIAPTHOM JHCTe Oymard dopMara A4
mpudToM pasmepoM Ne 14, TIpoekT akTa MMeeT CICAYIONIAS PEKBU3HTHL:

HaumMeHoBaHMe BUAa aKTa — nioctaHoBieHne IIpaBurenscrBa Poccuiickoi
Oenepanym UK pacnopsokenue IpasutenscrBa Poccuiickoit Meacpauuu.

Jlara axTa oTHeNseTcAa OT HAaMMEHOBAHUS BUIA aKTa, KaK IpPaBHIIO, MEX-
CTPOYHBEIM MHTEPBAIOM 24 TIT, 0hOpMIISETCA CIOBECHO-IIMMPOBEIM CIIOCOOOM,
neYyaTaeTcs LIEHTPOBAaHHBIM CIIOCOOOM, IPOCTABISETCSA NMPH NONITHCAHHH aKTa.

Wnnexc (HoMep) mevaraercs apabcKumu nmMdpaMd M COCTOMT M3 3HAKa
“No” ¥ mopsiEKOBOro HOMEpa JOKyMEHTa, Hanpumep, Ne 143.

K mopsaxoBoMy HOMepY pacnopsxeHus yepes achnc nobdasnsercd 6ykpa
“p”, Hanpumep, Ne 153-p.

MecTo M3gaHuA — oTheagerca or pekBusuToB “Jlata” u “Homep” MeX-
CTPOYHBIM MHTEPBAIOM 24 NT M odopMiIsieTca LIEHTPOBAHHEIM CIIOCOOOM.

3aroyIoBoK — MOpAROK 0OpMIECHMS 3ar0JIOBKA aHAJIOTHYCH 0(hOPMIICHUIO
3TOTO PEKBH3HTA. B IIPOCKTaX YKa30B (pacriopsxeHuit) IIpesupenta Poccuiickoi
Oexepanyu.

TekcT OTHENASTCSA OT 3ar0J0BKa MEXCTPOYHBIM MHTEpBaioM 24—36 it u
nedaTtaercs wpudrom pasMepoM Ne 14 ¢ unTepBanoM 18 mT.

Texcr meyaTaeTcsl OT JIEBOM IPaHHI(Bl TEKCTOBOTO TOJI M BHIPABHHUBAETCS
Mo JIeBOM M TIpaBoOil IpaHHWIIAM TeKcToBoro monsa. Ilepas crpoka aG3aua
HauyHHaeTcs Ha paccTogHMM 1,25 ¢M OT JIcBOi rpaHHIbI N0,

TeKCT MOXET TIOAPA3HAEHITECH Ha KOHCTaTHPYIOIIYIO YacTh (TIpeaMoyIy) U
TMOCTAHOBISIIONIYIO YaCTh (B PACTIOPSDKEHMSX — PacTiOPSAMTENBHYIO).

ITpeam6Gysa B poekTax rocraHosnenuit ITpaButenscrBa Poccuitckoil ®Oe-
Jepanuu 3apepiaerca cioBamu “IIpasurenscteo Poccwmiickoit PDenepaiym
NOCTAHOBJAAET”, MOCICAHES CJIOBO IECYATACTCS IONYKHUPHBIM WIpHGTOM B
pa3pauKy.

IIpeamOyna MOXeET OTCYTCTBOBaThb, €CIV IIPENIIMCEIBAEMBIC IEHCTBHA HE
HYXIAIOTCA B pa3bsCHEHHUU.

ITocraHoBNAIOIIASA (PACTIOPATUTENIBHAS) YACTh IIPOSKTOB IIOCTAHOBICHUH
(pactopsxenmir) [Tpaputenscrea Poccuiickoit Deneparyy, KaK npaBuio, NOA-
pa3fensieTcs Ha IyHKTHI.

IlynkTel HymepyloTcs apabckumu IAdpaMM ¢ TOYKON M 3arolioBKOB He
HMEIOT.

[Ipu HaMYMK MPUROXKEHUI K IIOCTAHOBJICHUIO (pacropspkeHuto) IIpaBu-
TenbcTBa Poccuiickoit @enepalldd B TEKCTE Ha HHMX 00A3aTeNbHO AEIacTCsA
CCBUIKA.

Monmick OTAENAETCA OT TEKCTA MEXCTPOYHBIM HHTEpBaioM 36 nT M
cocrour u3 cnoB “TIpencemarens IpasutenscTBa Poccumiickoii Mepeparm”,
uHANMAIa UMeHH U damiwmav IIpepcegarens IlpaButenscTsa Poccuiickoii
®crepauun. Crosa “IIpencenarens [paBurenscTBa” B “Poccuiickoit Oenepa-
mu” TeYaTaloTcs B JBE CTPOKM depe3 1 MeXCTpouHbIA uHTepBaj. CloBa
“TIpencenarens IIpaBUTENLCTBA” TTEYATAIOTCA OT JIGBOU I'paHMIBI TEKCTOBOIO
1oJs, a cnosa “Poccuiickoit @eaepanin” [EHTPUPYIOTCA OTHOCHTEIBHO Iep-
Boit crpoxu pekBusuta. WHUNMan umeHA U damvuwmus [Ipeacenarens [Ipasu-
TenbeTBa Poccuiickoii Meaepaliny MeYaTaloTcsl ¥ IIPaBoii rpaHMIb! TEKCTOBOTO
OIS,
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TIpunoxeHus K IMPOCKTaM aKTOB (IIOCTAHOBJICHUM M paciiopsokeHuMit) [Ipa-
BuTenscTBa Poccuiickoii Pepepaliny NeyaTaloTcd Ha OTACHLHBIX TUCTaX OyMaru
¥ BH3IUAPYIOTCA.

Pasmepr mosieit, mpN@TH M MEXCTPOYHHIC MHTCPBANH IIPM YeYaTaHUU
TEKCTa MICHTUYHEI pasMepaM, HIPHUMEHACMEIM NpH OhOPMIICHHH TEKCTOB IIO-
CTAaHOBACHMIA (pacTopsXeHmit).

Hopagoxk ohopMICHAA MPHWIOKCHHE K MPOCKTY MOCTAHOBNASHHUA (Dacio-
psoxennst) Ipasurenncrea Poccuniickoil ®eaepaliuy aHAIOrH4IeH 0(pOpMICHAIO
TMPWIOKCHWH K TpoeKTaM YKa30B (pacriopsokenuif) Ilpesunenra Poccuiickoii
DOexepanyn.

BH3bl MpocTaBiAOTCA Ha OOOPOTHOI CTOPOHE MOCICIHETO JIMCTA IEPBOID
IK3EMIUIAPa (HOATMHHHKA) TIPOCKTA TTOCTAHOBICHHUS (PACTIOPSOKCHUA) B HUX-
HE# ero 4acTH.

Obpaseni oopmienna noctaHoraenus [IpaBurenscTBa Poccuiickoii ®e-
JISpAlAM TIPUMBEIACH B NpUNoXeHUH Ne 3.

2.3.3. Ecim B Texcre npoekTa akTa IIpasurennctsa Poccuiickoit ®enepa-
HWH YIOMMHAIOTCH paHee npuHaTHe akThl Ipesngenta Poccuiickoit ®enepa-
muu wiu Tlpaeurenscrea Poccmiickoit Oeaepalii, TO AeaeTcsl CCHUIKa Ha
COOTBETCTBYIOIIMA O(HMIMANBHENA MCTOYHHK MX ONYOIMKOBAHMS, HAIpUMED:
“(Cobpanuve 3akoHomaresscrsa Poccuiicxoit ®enepatiay, 2005, Ne 3, cr. 6)”.

Ecimu moproraBnusaeMunii akt IIpaBurenscrea Poccuiickoiit Depepaumu
BAeder 3a co0Ol BHeceHHe H3MEHCHHWM WIH JONONHEHHA B ADYTHME aKThi
Tpasurenscrsa Poccuiickoit defeparum, 3TH M3MEHEHUS. WIM JOMONTHEHUS
BKJTIOYAIOTCS B MIPOEKT MOATOTABIMBACMOIO aKTa WIM NPEACTaBAdIoTCs B BHIE
€aMOCTOATEILHOTO aKTa OMHOBPEMEHHO C HMM.

IIpoext axta HpaButenncTBa Poccuiickoii ®enepaliyy mo opraHn3aluy
HCHOHEeHHs (helepalbHOTO 3aKoHa WM akrta IIpesunenra Poccuiickoit Dene-
ALy JO)KEH COASPXAaTh CCHUIKY Ha COOTBETCTBYIOLIMIA (peAcpalibHBIH 3aKOH
unu akt Ipesupenta Poccmitckoit Mepepaumm.

2.3.4. B nipoekTax nocranoenenmii [Ipasurenscrsa Poccuiickoit Mepepa-
u¥ ynoTpeGisiioTesl TIONHBIe opUITAANbHBIE HAUMEHOBAHHUA OpraHoOB M Opra-
HHU3aUMi, B MPOEKTaX pacIOpAXCHHH — HX COKpaHICHHBIC OGQHIHANLHEIE
HaMMEHOBaHU.

2.3.5. ToxyMeHTH (TIporpaMMBl, TONOXKCHIS, PETJIAMEHTHI, TIJIaHBI, HOPMB
1 T.1L.), KOTOPHE MpeiaraeTcd YTBepAUTE MOATOTABIMBACMEIM IIPOEKTOM aKTa
TIpasurenscTBa Poccuiickoit Meaepaituu, B 0643aTeIbHOM OPSIOKE NIPHIIara-
10TCH K JaHHOMY IPOEKTY aKTA.

2.3.6. CrpaBka K IpOEKTY TIOCTAHOBJIEHHS (PacIiopsDKeHus) odopMIIseTcst
Ha CTAHIAPTHHIX JiMcTax Gymary dopmata A4 M MMeeT CICaYIOIME PEKBHIUTEL

HaumeHoBaHMe BUI2 TOKYMEHTA — TEYaTacTCs TIPONMCHEIMY OyKBamy 2
MEXCTPOYHRIME WHTEPBANIAME HUXE BEpXHEeil I'PaHMLIB TEKCTOBOIO TIOJS,
BBIJICNISICTCA MONYXHUPHRIM MIPH(GTOM H BRIpaBHHMBAaeTCA IO LCHTPY.

3aroJoOBOK OTACAACTCA OT IPEAHAYINETO PEKBU3UTA 2 MEXCTPOUHBIMU
HHTEPBATAMM, [IeYaTacTCA CTPOYHBIMM GYKBaMH 4epe3 1 MHTEpBal, BHIEIACTCS
TIOJIYXMPHBIM WIpH(MTOM ¥ BRIpaBHMBAETCS IO LEHTPY. ToYKa B KOHLE 3aro-
JIOBKA HE CTaBUTCS.

B 3arojioBKe YKAa3hIBaeTCA IOJHOC HA3BaAHWE MPOCKTAa ITOCTAHOBJCHUSA
(pacnopsixeHHs), K KOTOPOMY TOATOTOBJICHA CIIPaBKa.

TeKCT OTHCHACTCS OT 3arojioBKa 3 MEXCTPOYHHIMH MATEpBaaMH, fcdata-
ercq wpMbToM pa3mepoM Ne 14 uepes 1,5 uHTEpBana.

Tleppas cTpoka ab3ana FeyaTacTcs Ha paccrosHuu 1,25 cM or JieBO#
IpaHUIBl TEKCTOBOTO ITOJIA.

B TeKCTe KpaTKO M3JIAaraloTcs MOTUBBI BHECCHUS IpOEKTa, 000CHOBaHHE U
CYTh IIPOEKTA, HAJTUYKe Pa3HOTNACHIA, pe3yNbTaTH NpopaboTKY M SKCTIEPTU3HL.
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Tloamich otaendercs oT TeKcrd 3 MEXCTPOYHRMH HHTEPBaNaMH.

Iogmacs BKMOYACT HAUMEHOBAHHAE JOJDKHOCTH JIMHA, MOAIMCHBAIOLIETO
CIIPaBKY, €ro JIMYHYI) MOANKCh WM PAcIIM(POBKY MOANMCHA (MHULIMAIBI ¥
pavummio).

HaumMeHOBaHHE ZOJKHOCTH TEYATAECTCA OT JIEBOM TPpaHUIBI TEKCTOBOIO
MoJs Yyepe3 1 MeXCTPOYHBI MHTEPBAJ H INCHTPUPYETCH OTHOCUTENILHO CaMOM
JUIMHHO# CTPOKH.

PacmindpoBKa MOAIMCH paclIONAracTcsl Ha YpOBHE IOCIHEAHEN CTPOKH
HAaWMEHOBAaHMSA JODKHOCTH 6e3 mpodena MexXay HHNLHaIaMa U paMuineit.
Hocnepnss 6yksBa B pacimidpoBKe TONNMMCH OrpaHUYMBACTCA INPABBIM
moJIEM.

Tipy HaMMIUH HECKOJNBKMX NOJIMCEH OHM pacmonaralorcss OiHa IoJ
JPYroi B COOTBETCTBMM C 3aHMMaeMBIMM JOJDKHOCTSMM.

ToamucH oTAEAAITCA OJHA OT APYroi 1—2 mycThIMU CTPOKAMH.

2.4. Tloaroroska 1 oopmMiIenHe MPOSKTOR HOPMATHBHRIX MPABOBBIX AKTOB
¢emeparbHOr0 Opraua HCIOIHEATENLHOM BIACTH

2.4.1. HopMaTHBHEIE NpaBOBHIE aKTH H3HaI0TCA (peAcpaIbHEIMU OpraHAMM
HCTIONHUTENBHONM BIACTH B IpefiefiaX MX KOMIICTCHIMM B COOTBETCTBHM C
MOJIOXeHUSAIMH O HMX B BHEE ITOCTAHOBNCHHI, NMPHKA30B, PACIOpPSIKCHMIA,
IpaBwI, UHCTPYKIMIA U TTOJIOXCHUIA.

2.4.2. U3nanre HOPMATHBHBIX MPABOBHIX aKTOB B defepanbHHX OpraHax
WCTIOMHATENEHOM BIACTH B BUC MUCEM M TEJIETPAMM He AOITycKaeTcs.

2.4.3. Tlopamox moarotoBkd m odopMiacHHS (eaepabHHMU OpraHAMHA
UCTIONHUTENFHOM BAaCTH HOPMATHMBHBIX IPABOBBIX AKTOB YCTaHABJIUBACTCH
IIpaBunaMy MOATOTOBKM HOPMATHBHBEIX MPaBOBHIX aKTOB (heAepalbHbBIX Opra-
HOB MCITOMHUTEABHON BJACTH M UX FOCYJAapPCTBEHHOM PErucTpalldd, YTBEDXK-
JeHHBIMM TioctaHoBleHueM IlpaBurenbcTBa Poccuiickoit @emepanuu ot
13.08.1997 Ne 1009 (Cobpanue 3akoHomartenscrBa Poccuiickoit Denepanmn,
1997, Ne 33, cr. 3895), peryiamentamu (befiepaTbHEX MHHHCTSPCTB, denepans-
HBIX cIyX06 U ¢enepaJbHHIX arcHTCTB, pa3pabaThHiBaeMBIMH Ha OCHOBAHHMH
TumoBoro periaMmeHTa B3auMoacHcTBAsA telepabHBIX OPraHOB NCTIONHUTENb~
HOM BJIAaCTH, YTBepXIeHHOro mocraHosieHnem IlpasurenbcTBa PoccHiickoi
Oepepauuu or 19.01.2005 Ne 30 (Cobpanme 3akoHOIaTeNIbeTBa PoccHificKoii
®epepariun, 2005, Ne 4, cr. 305), v THOOBOro perjaMeHTa BHYTPEHHEH
oprann3allnu deaepalbHbBIX OPraHOB HCTIONHUTENLHOM BNACTH, YTBEPXIACHHOTO
mocraHoBieHueM IIpaBuTenncrsa Pocconiickoit ®enepaiyu ot 28 mons 2005 r.
Ne 452 (CoOpanme 3akoHogarenncTBa Poccuiickoit ®emepatm, 2005, Ne 31,
CT. 3233), ¥ YTBEDXIaSMEIMHA PYKOBOIMTEIIEM COOTBSTCTBYIOILETO (heicpaibHO-
TO OpraHa HCIIOJIHMTEIHHOM BIACTH.

2.4.4. TIp¥ MOATOTOBKE NOKYMEHTOB PEKOMEHIYETCH TPHMEHSTh TEKCTO-
BBl pemakrop Word for Windows Bepcuu 6.0 M BHIIIE ¢ MCIONL30BaHHEM
mpucdroB Times New Roman Cyr paamepom Ne 12 (wis odopmienns tabmmy-
HEIX MatepHuaioB), 13, 14, 15, Times DL pa3smepom Ne 12, 13, 14 yepes 1—2
HHTepBana.

2.5. BAaHEX NOKYMEHTOB

2.5.1. JoxkyMeHTH (elepaTbHOrO OpraHa MCMOJHHUTEBHOM BRACTH HOK-
HH, KaK IpaBuno, oQoOpMISTLECA Ha OJaHKAX W MMETh YCTAHOBICHHEBIN KOM-
IUIEKC 00S3aTEIbHEIX PEKBU3UTOB M TIOPSAOK HX PacHONOXCHHS.

baaHK# JOKYMEHTOB M3rOTaBIMBAIOTCH HAa CTAHJAPTHHIX JMcTaX Oymaru
dopmaros A4 (210 x 297 mm), AS (148 x 210 mm).
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Kaxaptii JMcT JOKyMEeHTa, 0bOpMIICHHEIH Kak Ha OGlaHKe, Tak ¥ 6e3 HeTo,
JOJXEH UMETh TOJIS:

20 MM — JeBoe;

10 MM — mpasoe;

20 MM — BepxHEE;

20 MM — HIDKHEE.

2.5.2. B dbemepanbHbBIX OpraHax MCIIOJHUTEIBHOM BIACTH MPHUMEHSIOTCH
CICAYIOIMMEe ONaHKM:

ofumii 6asK;

6;1aHK IMChMa,

61aHK KOHKPETHOIO BUAA JOKYMEHTA.

B 3aBMCHMMOCTH OT pacTONOXCHMS PEKBU3HTOB YCTAaHABIMBAIOT JIBa Bapli-
aHTa OJ1aHKOB — YTJIOBOU W TIPOAOIBHBIMA.

PexBu3uTHl ONIAaHKA M OTPAaHMYHMTENLHEIC OTMETKM /UI PCKBH3UTOB B
npejenax IpaHML 30H PAcIlOIOXEHUA PEeKBU3UTOB pasMeNIaloT IeHTPOBAHHO
(HaYano M XOHEL KaXIOoi CTPOKH PEKBY3HUTOB PABHO YJAJNICHH OT TPaHMII 30HBI
PacIIONOXCHUA PEKBH3WTOB) WM IaroBbiM (KaXmasd CTPOKa PEKBH3HUTOB
HAYMHAECTCA OT JIEBOM IPAHMILI 30HBI PACIONOXEHHA PEKBU3UTOB) CIIOCOOOM.

Cocras BunioB ¥ ¢OpMH G1aHKOB, IPUMEHAEMEIX B deaepaibHOM OpraHe
VCIIOJIHUTENIbHOM BACTH, YTBEPXKIAIOTCA €r0 PYKOBOAHTENEM IO NMPEICTaBIIc-
Hu10 cyx0er 10V,

2.5.3. bnauku ¢ Bocrpon3seacHueM 'ocynapersedHoro rep6a Poccniickoit
O@enepaiii H3TOTABIMBAKTCA MOMUIpadIecKUMH IPSANPUATHSME, MMEIO-
UMM JTALEH3UH Ha COOTBETCTBYIOIIMIA BUA JEATEILHOCTH, TI0 3aKa3aM dege-
panbHBIX OPraHOB MCTIONHHUTEIBHOM BJIACTH.

2.5.4. bnanku JoxyMeHTOB eaepalbHOI0 OpraHa UCIIONHUTEIbHOH BIacTH
nomwiexkar ydery. Ha repOoBhIX GnaHKax THIIOrpadCcKHAM CIIOCOGOM WM HyMe-
pPATOPOM MPOCTABIIOTCSA TOPSAIKOBEIE HOMEDA.

2.5.5. BnaHku JOXYMEHTOR AOJKHBI UCTIONL30BATLCHA CTPOro 0 Ha3Haye-
HUIO B §€3 COOTBETCTBYIOLIETO Pa3pelicHUs He MOTYT INepeiaBaThCs JPYruM
OpraHMU3alliAM | JIIIaM.

2.5.6. BeenieHue B obpallieHde IO Mepe HeoOXOIMMOCTH HOBEIX OJIAHKOB
JIOKYMEHTOB OCYIIECTRIAETCH [0 pa3pelieHUIo (MOPYYEHWIO) PYKOBOMHTEIIA
denepansHOro opraHa MCIONHUTENbHON BiIacTH. COOTBETCTBYIONIME NMPEAJIO-
XCHHS BHOCATCA pYKoBOAMTENeM cyXx6n {OY BMecTe ¢ ofpasnaMu mpemia-
racMuiX 6J1aHKOB.

OO6pa3iEl 6IaHKOB MIPUBEICHEI B IprioxeHmix Ne 11—18,

2.6. Odopmacare PEKBHIATOB B NPONECCE TOTOTORKH JIOKYMEHTOB
B (erepaIbBLIX OPrasax HCHONHATENBHOA BIACTH

TIpx MOATOTOBKE OPraHU3aLMOHHO-PACHOPSAMTEILHEX TOKYMEHTOR pa-
BGOTHHKH eepanbHEIX OPraHOB MCIIOHUTENBHOMN BIAaCTH O(hOpMIISIOT PEKBHM-
3uTH JOKyMEHTOB ¢ yueToM 'OCT P 6.30—2003 “YuuduimpoBaHHHE CUCTEMHBI
JOKYMCHTAaIA. YHHMHIHEPOBAHHAA CHCTEMAa OpraHA3amMOHHO-PACIIOPSAN-
TeNbHOM JIoKyMeHTaluE. TpeGoBaHus X ohopMIeHHIO TOKYMEHTOB™ L.

2.6.1. T'ocynapcrBeHHnli repd Poccuiickoit ®enepanvn. I'ocynapcTBEHHbIA
repG Poccuiickoit @efiepallii MOMEIZIOT Ha OaHKaxX JOKYMCHTOB B COOTBET-
crern ¢ PeseparbHbiM KOHCTHTYIIHOHHEIM 3aKOHOM OT 25 mekaOps 2000 r.
Ne 2-®K3 “O FocyaapcrBeHHOM repbe Poccumiickoiit @enepaiun” (Cobpanue
3akoHONaTenLeTBa Poccuiickoit Menepaimau, 2000, Ne 52 (4. 1), cr. 5021).

o saxmovenuio Musnocra Poceun TOCT P 6.30—2003 NPUSHAH HE H. IOLIUMCA B
TOCYIapCTBEHHOM perucTpanuy (micsMo Mumiocra Poccun or 04.04.2003 Ne 07/3276-101).
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2.6.2. Kon deaepanbHOro opraHa HCIOMHUTENBHOM Bractu!.

Kon ¢enepanpbHoro opraHa MCNONHWATENBHON BIACTH TIPOCTABISAIOT IIO
O6wepoccuiickoMy KiacChHKATOpY OPraHOB TOCYHApCTBEHHOM BIAaCTH M
ynpapienusa (OKOIY), a takke nmo O6miepoccmiickoMy KiaccudHKaropy
npeanpuATHiA 1 opranmnzanuii (OKIIO).

2.6.3. 9CHOBHOﬁ rOCyJapCTBEHHEI perMCTPaLlMOHHLIN HOMED IopUANYeC-
KO0 JInua .

OcHOBHOM rocygapcTBeHHBIH perucrpauMoHHbii Homep (OI'PH) dene-
pPAJIbHOTO OpraHa MCINOMHHTEIBHOM BIACTH MPOCTaBAAIOT B COOTBETCTBMH C
JOKYMCHTAMH, BHIaBaCMBIMM HAJIOTOBEIMH OpraHaMH.

2.6.4. I/Incnmdnilxaunonnnﬁ HOMEP HAJIOTOIUIATENbIMKA/ KO NIPUYHHB
TIOCTAaHOBKH Ha YYET .

UnenTHdUKANMOHHEIM HOMED HAJIOTOIIATeNbIIHKA/KOA NPMYMHE] IOCTa-
HoBKH Ha yder (MHH/KIIII) npocTaBisioT B COOTBETCTBHM ¢ JOKYMEHTaMH,
BBIAABACMBIMH HAJICTOBHIMHA OpPTaHAMM.

2.6.5. HamMeHoBanHe delcpaIbHOTO OPraHa HCTIOMHUTENIBHOM BIacTH.

HaumeHoBanme deiepaibHOTO OpraHa MCIOJHUTEIBHOM BAACTH JOJDKHO
COOTBETCTBOBAaTh €r0 HAHMMEHOBAHHWIO, YKA3aHHOMY B IOJOXCHMM 06 3TOM
(denepanbHOM OPraHe MCIIOJTHUTEILHOH BIACTH.

TIpy HaIMYuM COKpAICHHOIO HAMMEHOBaHUA elepalbHOTO OpraHa Mc-
ITOJTHATENILHOM BJIACTH €I'0 IIOMEINAIOT B CKOOKaX HITKe IMOJHOTO.

Han narMeHoBaHuEeM deaeparbHOM Cy X651 WiH reIepaibHOTO areHTCTBA,
HAXOMAMIMXCA B BeACHUH (elepalbHOTO MUHHCTEPCTBA, YKA3HIBACTCA HONHOE
WIH COKpalllcHHOe HaMMeHoBaHHe delepalbHOr0O MHHUCTEPCTBA, B BEJICHHHM
KOTOPOTO OHM HaxOHSITCA.

2.6.6. CnpaBoyHBIC HaHHBIE O (pelicpaTbHOM OPraHe HCIONHUTCALHOM
BJIACTH.

CripaBouyHbIe JaHuHbie O ¢heAeparTbHOM OpPraHe HCIOJIHHUTENbHOR BIacTH
BKJTIOYAIOT TIOYTOBHIM afipec, HOMeEp TeliehoHA W APYrHE CBEACHUS IO YCMOT-
peHmo ¢eIepaJbHOro opraHa MCHOJHUTENbHOM BiacTH (HoMepa (akcoB, Te-
JACKCOB, aipeC ICKTPOHHOM! IOYTH M T.X.).

2.6.7. HauMcHOBaHMEe BAAA JOKYMEHTA.

HavMeHoBaHue BHAa JOKYMEHTa, co3jaBacMoro deAcpanbHEIM OPTraHoOM
MCTIOHUTEIbHOM BIACTH, JOIDKHO COOTBETCTBOBATH BHJIaM JOKYMEHTOB, IIPefi-
YCMOTpeHHBIM OO01mepocCHiiCKMM KiaccH(HUKATOpOM YIIPaBICHYCCKOM JOKY-
MeHTaumu (OKV]I).

2.6.8. Kox ¢opMel I.IOKYMCHTa].

Kox dopMBbI AOKYMEHTA IIPOCTABJAIOT B COOTBETCTBUH ¢ OOLIEPOCCUHCKIM
KJIacCH(PUKATOPOM YIIPABAECHYCCKOH JOKYMCHTALIVH,

2.6.9. lata noKyMeHTA.

Jatoil NOoKyMeHTa SIBNSCTCA JaTa ero IOANHCcaHWA (paclopsiiUTE/IbHBIC
JOKYMEHTHI, IIHChbMa) WIH COOBITHA, 3aDHKCHPOBAHHOTO B JOKYMEHTE (TIpOTO-
Kol, akT). A yTBepXIacMoro NOKYMEHTa (PErJIaMEHT, IDIaH, WHCTPYKIA,
TIONIOXEHUE, OTYET) — JIaTa YTBEPXKICHHA.

JlaTta OKyMEHTA IIPOCTABIACTCA NOJDKHOCTHBIM JIMIIOM, TIOANMUCHIBAIOLIVM
WIH YTBEPXKAAIOINM HOKYMEHT. TIpy moAToToBKE MpoekTa JOKYMEHTa IieyaTa-
ercA TOJIbKO 0003HaYeHHe MecsaIa W ToAa.

Bce ciyxeOHpIe OTMETKH Ha JJOKYMEHTE, CBA3aHHBIC C €r0 NPOXOXACHUEM
M UCTOMHEHHEM, JOJDKHBI JaTAPOBATHCA W TTOMIHUCHIBATHCS.

JIOKYMEHTEI, HU3TaHHBIE COBMECTHO ABYMs W Oonee dbeacpalbHBIMU
opraHaMH UCHOJHUTCIILHOM BIaCTH, JOKHK HMETh OOHY (SAMHYIO) AATy.

lykaspBaioT o yeMOTpeHHIo (ecpalbHOTO OpraHa HCIIOMHHUTCILHOM BIACTH.
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Jary moxymenta odopmigior apabcKumMK IddpamMm B MOCAETOBATEIBHOC-
TH: ACHL MecsIIa, Mecoll, rojl. JleHs Mecsana 1 MecsL oopMASIOT ABYMs NapaMi
apabexkux uncdp, pasaeIeHHBIMA TCYKOM; TOX — HeTHIpbM#A apaObcKuMu mud-
paMM.

Hanpumep:

14.03.2005

Jomnyckaerca cioBecHo-1udpoBoii cniocof odopMIeHUs JaTH, HAPUMED:
14 mapra 2005 T.

2.6.10. PerucTpauMOHHbINH HOMED JOKYMEHTA.

PerncrpanoHHEI HOMEp AOKYMEHTA COCTOUT M3 €T0 MOPSIAKOBOIO HOME-
pa, KOTOpHIf MOXHO JOMOJIHATHE HMHIEKCOM Jejia 110 HOMEHKJAType Ien,
aHdopMaLMeil 0 KOpPeCHOHACHTE, HCIIONIHUTENAX U JID.

PeructpauMOHHBI HOMEP JOKYMEHTA, COCTABIICHHOTO HECKOJIBKUMU I0pH-~
JNYECKUMH JTHIIAMU, COCTOMT U3 TIPHCBOCHHBIX UMM PErICTPATHOHHEIX HOME-
POB JIOKYMEHTAa, TICPCYNCICHHEIX B IIOPANKE NEPEYHUCICHUSA aBTOPOB JOKYMEHTa
Jepe3 KOCYyIO Uepry.

2.6.11. CcpUika Ha pervCcTpaMOHHEIH HOMEDP W JaTy AOKYMEHTA.

CchulKa Ha pericTpallMOHHHIM HOMep M JaTy AOKYMEHTa BKIIOYaeT
PETHCTPAHOHHBIA HOMED ¥ JIaTy JOKYMEHTa, Ha KOTOPHL JOKeH ObITh AaH
OTBET.

2.6.12. MecTo cocTraBieHUs WM U3TaHUA JOKYMEHTA.

MecTo u3naHud JOKYMEHTA YKA3HIBAETCA B TOM Cydae, €CJIM 3aTpYAHECHO
€ro orpelicicHue MO pPeKBH3UTaM oblIero 6naHka win 6JaHKa KOHKPETHOIO
BHJZIAa JOKYMeHTa. MeCTO COCTABNICHUS WIM M3AHUs AOKYMEHTAa YKA3LIBaIOT C
YYETOM IIPUHATOrO aTMUHHCTPATHBHO-TEPPUTOPHAIBLHOTO HEIEHMS, OHO BKJIIO-
a€eT TOJIBKO OGIISIIPUHATHIE COKPAIICHUS.

2.6.13. Anpecar.

JIOKYMEHTH aJipeCcyioT OpraHM3alHAM, UX CTPYKTYPHLIM NONPa3ACICHAAM,
JOJDKHOCTHEIM WIH (DH3MYESCKHM JIHIIAM.

Ilpu agpecoBaHNM AOKYMCHTA OPTaHK3alMM, ¢¢ CTPYKTYPHOMY NMOApaszie-
JeHHIO 0e3 YKa3aHHfA MOJDKHOCTHOIO JIMIIA WX HAUMEHOBAaHWS NUIIYTCA B
MMEHHTEIBHOM TaJEXKe.

JlonycKaercsa IeHTpUpOBaTh BCe CTPOYKH PeKBH3HUTA “AfpecaT” 1o OTHO-
HICHHIO K CaMOM JUIMHHOM CTPOKE.

Hanpumep:

MHHHCTEPCTBO KYNBTYPHI
¥ MaCCOBBIX KOMMYHHKaIMIi
Poccuiickoit @enepanmn

AIIMMHUCTPATHBHO-IIPaBOBOM
JeTrapTaMeHT

TIpu HampapJIeHUH TOKYMEHTa KOHKPETHOMY JOJDKHOCTHOMY JIMILY HAauMe-
HOBaHMS OPTaHK3alMM ¥ OAPA3CICHUS YKa3blBAIOTCA B HMEHHTEIBHOM ITa-
Jexe, a JOIDKHOCTh U ¢haMius — B JaTEJIEHOM.

Hanpumep:

MuHucTepeTBO 00pa3oBaHHA M HAYKU
Poccuiickoii ®enepanun
JdemapTaMeHT VIIpaBleHus JeiaMu
BeaymeMy crienyaiucry

A.W. TlerpoBy
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Ilpu agpecoBaHUM JOKYMEHTA PYKOBONHTCHIO OPraHH3AlM €€ HAUMEHO-
BaH¥E BXOJAWT B COCTAB HAWMEHOBARMA JO/IKHOCTHY ajlpecaTa.
Hanpumep:

T'eHepaTbHOMY AUPEKTOPY
o0onenuHennda “PocrekcTium”™

B.JI. UBaHOBY

B cocTaB pekBu3NTa “AJipecaT” MOXeT BXOIUTH IIOYTOBHIH afipec. DleMeH-
TH HOYTOBOTO Aafpeca YKa3WBaIOT B TOCIENOBATENEHOCTH, YCTaHOBJICHHOM
TIPaBWIAMH OKA3aHUS YCIYT TIOYTOBOM CBSI3H.

IIpu agpecoBaHWHM MMCEMA B OPraHM3aUIO YKA3BIBAIOT €€ HAMMEHOBaHUE,
3aTEM IOYTOBHI ajpec.

Hanpumep:

T'ocyapcTBEHHOE YUpEXNEHHE
BcepoccmifCKiii Hay9HO-MCCACA0BATCIIBCKHH
MHCTATYT JOKYMEHTOBEICHUS
H apXUBHOTO Jejia

IIpodcoroszHan ya., a. 82, Mocksa, 117393

IIpu ampecoBaHIU JOKYMEHTa (GU3HYMECKOMY JHUILY YKasHBaloT haMWiMio
¥ MHHUIMANE [OJTydaTesisl, 3aTeM TOYTOBHIM ajipec.
Hampumep:

Bembaosoii M.B.

HososiceneBeKuit nipoct., 1. 12, k8. 32
Mocksa, 117574

IIpu agpecoBaHKH JOKYMEHTA JHODKHOCTHOMY JIMLY WHHLMANBL CTaBITCH
nepex paMiuIHeid, IpU agpecoBaHNH HUIHICCKOMY JINIY — IOCHE Hee.

2.6.14. YTBepXAeHHE JOKYMGHTA.

Ha jokyMmeHTax, NOMIeXallUX YTBEPXKACHHIO, Ipud yTBEepXICHWA TpPO-
CTABASICTCS CIIpaBa HAa BEPXHeM IOJIe IEPBOTO JUCTA JOKYMEHTA.

Tpud yrBepxaeHUs: ohopMISETCH CASAYIOIIUM 06pa3oM:

YTBEPXIAIO

PyxoBoautens DenepanbHOTO
apXHBHOTO ar¢HTCTBA

(mayHas MOXNKCH)  (MHHUHMANLE, baMuus)

00.00.0000

IIpu yTBepXICHUY JOKYMEHTA MMOCTAaHOBJICHUEM, PCIICHUEM, IIPUKA30M,
IIPOTOKOJIOM I'pH® YTBEPXICHHA cocTouT u3 cnoB YTBEPXIEHO (VT-
BEPXIEHA, YTBEPXIEHB! unu YVIBEPXJIEH), nanMeHOBaHUS YT-
BEPXIAIONIETO AOKYMEHTa B TBOPMTEJILHOM IafeXe, ero JaTHl M HOMeEpa.
Cnopo “YTBEPXIEHO” contacyercs B polc ¥ YHche ¢ BUAOM YTBEpXKia-
€MOro JOKYMEHTa.
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YTBEPXJIEHO

npukasoM Pocapxusa
or 16.03.2005 Ne 1505

2.6.15. PesomoLus.

B cocTaB pe30omMouMH BXOAAT CICAYIONIHE SIeMCHThI: GaMHIHA HCIONHU-
Teas (MCHONHHUTENE), conepXanne OPYUCHHUS, CPOK MCIIONTHEHNs, MOIUCh,
Jiara.

B cnyuasx, xorja nopydeHHE JacTcd JByM WM HECKONBKHM JIHIIAM,
PABHHIM 110 KOJDKHOCTH, OCHOBHBIM MCITOJIHHTEIEM SIBISICTCA JIMLIO, YKa3aHHOE
B HOpyYeHUY NepBbiM. EMy NnpefocTaBasercs IIpaBo CO3HBA COMCITOMHHUTENEH
H KOOpIMHAUUH WX pabOoTHL.

OCHOBHOI HCIIOJHUTENEL H COMCHOJHUTETb BIpaBe JaBaTh IOPYYCHHUS B
BHJIE Pe3OIONUI IMIaM, HEIIOCPEACTBEHHO UM MOXYMHEHHEIM.,

Ha goxymeHTax, He TpeOyIoIMX YKa3aHUH 10 MCIIONHEHMIO ¥ MMEIOIIUX
THIIOBBIE CPOKM MCIIOMHEHUS, B PE3OMIOIMH YKA3bIBAIOTCSA UCIOMHUTEND, 10 -
ITHCH aBTOPA PE3OJIOLIAY, AATA.

Pesomonua Moxer oopMIATECS Ha OTACILHOM JINCTE C YKa3aHHEM peri-
CTPAIMOHHOTO HOMEPA M IATH JOKYMCHTA, K KOTOPOMY Pe30JIOLMS OTHOCHTCS.

2.6.16. 3aroJioBOK K TEKCTY JIOKYMEHTA.

3aroJIOBOK K TEKCTY JOKYMEHTA JOJDKEH OBITh KpaTKUM, TOYHO NEPenaBaTh
comepXKaHue JOKyMEHTa. 3arojioBOK JOKeH OHTH COTIAcOBaH ¢ HAaUMEHOBA-
HHEM BUIA JOKYMCHTA.

3aroJIoBoK AOJDKEH OTBEYaTh Ha BOTIPOCHI:

“oyem?” (“o koM?”), HarpuMep:

IIPHKA3
00 H3MeHEHHH INTATHOrO PACTIHCAHMS

“gero?” (“xoro?”’), Hanpumep:
JloIKHOCTHAs. MHCTPYKIIVS
maBHOro Oyxrairrepa

3arosoBoK COCTAaBNSICTCS JIALHOM, FOTOBALMM IPOCKT JOKYMEHTA.

K texcry moxyMeHTOB, 0OopMIICHHHX Ha OJ1aHKaX (hopMaTa AS, 3arojloBoK
MOXET H¢ COCTABMATHCS.

2.6.17. OTMETKA O KOHTPONE.

OTMeTKy 0 KOHTpOJIE 32 HCIIOJIHEHWEM JOKyMeHTa ODO3HauyaloT OYKBOM
“K”, cioBoM Wi mrammnoM “KoHrpois”.

2.6.18. TekCT HOKyMEHTA.

Tekct foKymeHTa oOpMIAIOT B BUAE aHKETHI, TaOJHMIIBI, CBA3HOrO TEKCTa
WIM B BUAC COCIMHCHUS 3THX CTPYKTYD.

Ilpy cocTaBIEHHMM TEKCTa B BUAE AHKETH HaUMEHOBAHMS NPHU3HAKOB
XapaKTepU3yeMOTO OOBEKTa IOJDKHE OHTH BHIPAXKCHB! MMEHEM CYIECTBUTEIb-
HBIM B IMCHHTEILHOM TIAKEXE HITH CJIOBOCOYSTAHHEM C ITIAr0JIOM BTOPOTO JINLIA
MHOXECTBEHHOI0 YHMCIA HACTOMINETO WIM IpOIIEMIEro BpeMeHH (uMeere,
OBUIM, HAXOMAIACH | T.J.). XapaKTCPHCTHKH, BHIPAXCHHLIE CJIOBECHO, JOJDKHEI
OBITh COITIACOBAHBI C HAUMEHOBAHMSIMU ITPU3HAKOB.

I'padbnl ¥ CTPOKH TabMMUB ACDKHE HMETb 3arojIOBKH, BBIPAXCHHBIC
HMEHEM CYINEeCTBHTEJIBHBIM B HMCHHTENEHOM Tanexe. IMoazaronoeku rpad u
CTPOK JQJDKHH OBITH COTMIACOBAHHI C 3arojioBkaMu. Eciam TaGnMity nedaTaior
GoJiee 4eM Ha OfHOM crpaHUIE, rpadsl TaOaUIB JOCKHEL GBITh IPOHYMEPOBA-
HH ¥ Ha CIEAYIOUIMX CTPaHMLIAX JOJDKHBI OBRIThH HAIEYaTaHBI TOJIBKO HOMepa
THX rpad.
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Caa3Hbli TEKCT, KaK NPaBIIO, COCTOMT M3 ABYX Yacrteil. B nepeoit yactu
YKa3eBaloTCA NPUYUHE, UEMU, OCHOBAHMS CO3MaHMsA JOKYMEHTa, BO BTOpOMH
(3aKMOYATENBHOM) — pEIIeHNUs, BHIBOALL, NPoCchOH, pekomeHpauuu. Tekcr
MOKCET COREPXaTh OAHY 3aKMIOYHTCJIBHYIO YacTh (HanpuMep, MpPHKa3bl —
PacTOpSAMTEBHYIO 4JacTh 0e3 KOHCTATHPYIOWICH, TMHChMa — MpockOy 6e3
TOACHEHHs). B Tekcre JOKYMEHTa, MONTOTOBICHHOIO Ha OCHOBAHMM WIH BO
MCIIOJIHEHME paHee H3IaHHOTO JOKYMEHTA, YKa3hIBalOT €70 PEKBU3UTHL: HAUME-
HOBAHHE AOKYMCHTA M OpPraHH3aidU-aBTOpa, Jary, peTHCTPALIMOHHBIA HOMED,
3aroNoBOK K TEKCTY.

Ecim TeKCT CONEpXUT HECKOJIBKO pellleHUi, BHBOJIOB U T.J., €[0 MOXHO
pa3OMTh Ha pa3fielibl, IyHKTHI, KOTOpPEIE HYMEPYIOT apabckxuMu nmdpamu.

B pacniopsamTeIbHRIX JOKYMEHTAX OPraHW3alMii, AeHCTBYIOLIMX HA NPUH-
Mnax efWHOHAYAMs, a TAKKE BO BHYTPCHHHX AOKYMEHTAX, aApcCOBAHHEIX
DPYKOBOJICTBY, TEKCT H3JAraloT OT [EpBOro JIMIA eIMHCTBEHHOrO Yyucaa (“mpu-
Ka3uBawo”, “Ipeiarain”, “mpoury™),

B moxkyMeHTax KOJUIETHAJbHBLIX OPraHOB TEKCT M3/AraloT OT TPETHETO JIMLA
€IMHCTBEHHOTO YUCHa (“MOCTaHOBIAET”, “pelnan’™).

B cOBMECTHEIX JOKYMEHTAX TEKCT MIJIAraloT OT IEPBOFC JIMIIA MHOXECT-
BEHHOIO Yucia (“npHKasnBaecM”, “pelmmm’).

TeKCT NMPOTOKOJa M3/ATalOT OT TPETHETO JIMIA MHOXECTBEHHOIO YMCJa
(“cayimanu”, “BHICTYNHIH”, “permmu’).

B nuceMax HCHoONb3yIOT cheayomue GopMBl HITOXCHUA:

OT TEPBOrO JIMLIA MHOXECTBEHHOTO YMCiaa (“MPOCHM TIPeNOCTaBHUTE...”,
“HanpasisieM B Bam agpec™);

OT TIEPBOrO JIMIA €XMHCTBEHHOrO 4ucna (“mpouly BEICIATh”, “CUWTAl0
HeOOXOTUMEIM”;

OT TPETHLErC NMNa eIUHCTBEHHOro 4Mciaa (“MMHHCTEPCTBO HE BO3pa-
xaet”).

2.6.19. OTMETKE O HANVYNU NIPHIIOXKEHIHA.

Eci MMCBEMO MMeeT NPUIOKEHUE, He Ha3BaHHOE B TEKCTE, TO YKa3biBaloT
€r0 HAaMMCHOBAaHHE, WHCIIO JICTOB M YHMCIO SK3eMIUIAPOB; NpH HaNMYMU
HECKOJIPKIX TIPWIOXKEHHH X HyMEepYIOT, HallpuMep:

ITpunoxenue: 1. CripaBka o ... Ha 3 II. B 2 5K3.

2. Ipoekr ... Ha 8 1. B 3 3K3.

Eciv npunoxenns cOpollOpoBaHHl, TO YKHCIIO JHCTOB HE YKa3biBaloT.

Ecmi x JOKyMeHTY Tipuiaraercs APYTOM JOKYMEHT, TakKe HMeEIommii
TIPWIOXEHWE, OTMETKY O HAJMYMM TPWIOXEHUS OGOPMISIOT CHEAYIOMM
o0pazoM:

IIpunoxenne: muceMo Pocapxupa ot 05.06.2005 Ne 02-6/172 u mpmioxe-
HHE K HeMy, BCETO Ha 3 1.

Ecnu npunoXeHue HATIPpaBASIOT HE BO BCE YKa3aHHHIC B JOKYMEHTE afipeca,
TO OTMETKY O €ro HATHYUHN O(OpPMIAIOT CIEIYIOHIMM obpa3oMm:

IMpunoxenue: Ha 3 JI. B 5 9K3. TOJIBKO B NepBhIii afpec.

B npuiioXeHWH K pacliopSAUTEIbHOMY JIOKYMEHTY (IIOCTAHOBIEHUIO, NPH-
Ka3y, pacnopsKCHHIO, TpaBWiaM, MHCTPYKHWH, MONOXECHUIO, PENICHUIO) Ha
MEPBOM €ro JIMcTe B npaBoM BepxHeM yrry nmumyT “TIpmioxenue Ne” ¢
YKa3aHWEM HAaMMEHOBAHMSI PACTIOPAAUTENEHOTO JOKYMEHTA, €0 AT U peru-
CTPaMOHHOTO HOMEpa, HanpAMep:

IIpunoxenue Ne 2
K npuka3y Pocapxua
ot 16.03.2005 Ne 261
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Honyckaerca supaxedne “ITPHJIOXKEHHWE Ne” nmewatars NPOMUCHBIME
OyKBaMH, a TakKe HEHTPHPOBATh 3TO BHIPAXEHHE, HANMEHOBAHUE HOKYMEHTA,
€ro J1aTy M PETUCTPalliOHHEI HOMEP OTHOCHTENHHO CAMOM JUIMHHOM CTPOKH,
Harpumep:

HPATOXEHUME Ne 2
K npukasy Munkynsrypsl Poccun
or 18.03.2005 Ne 234

2.6.20. IToanuce.

JIOKYMEHTHI, HallpaBIsieMbie B BbIMICCTOSINME OpraHbl, deepaibHbIE Op-
raHbl PeICTaBUTEIbHOM 1 cyaeOHOM BIACTH, NMOANHCHBAKCTES PYKOBOAUTEIEM
tenepasibHOTO OpraHa Wi, IO €ro NMOPYYEHWIO, NIEPBHIM 3ame§rm‘e.nem PYKO-
BOIMTEIA.

JIOKyMEHTHI, HampaBificMBb¢ TMOMYMHEHHHIM W JDYTHM OpPTaHM3AIHsIM,
rpaxgaHaM, MOAIKCHIBAIOTCS PYKOBOJNUTENEM, €r0 3aMECTUTCIIAMM WIH PYKO-
BOOMTENSAMH CTPYKTYPHBIX MOJIpa3iie/IeHH B COOTBETCTBHM ¢ MX KOMIIETCH-
LHEH.

B cocraB nmoAmnucy BXOAAT. HAMMEHOBAHME JOJDKHOCTH JIMLIA, TIOATIUCAB-
IETOo JOKYMEHT (MpH MCTIONB30BAHUH JOJDKHOCTHOIO GlaHKa HaMMEHOBaHME
JOJDKHOCTH HE YKa3BIBaeTCs), JINYHAS NOANUCH U €€ paclIn(poBKa (MHULIHAANBI
u damuus).

Ecm IOIDKHOCTHOE JIMIIO, TIOAMMCH KOTOPOTO 3arOTOBJICHA HA IIPOEKTE
JOKYMEHTA, OTCYTCTBYET, TO JOKYMEHT NOANMMCHBACT JHLIO, HCIIOIHAIONIIES Ero
0BSI3aHHOCTH, WM €ro 3aMeCTHTEb. IIpH 3ToM O0S3aTENBHO YKasHBAalOTCH
(axkTyeckas AODKHOCTh JIMIA, MOAIIMCABIIErO JOKYMEHT, U €ro (paMuius
(MCIpaBicHHS. MOXHO BHECTH OT PYKH WIM MAIUHHONMCHBIM CIIOCOOOM, Ha-
mpuMep: “u.o0.”, “3am.”). He momyckaeTcs MOANMMCHIBATh JOKYMEHTEl C Npel-
JIOToM “3a” WK NpOCTABICHHEM KOCOU YepThl mepes HAMMEHOBAHMEM JIOJIXK-
HOCTH.

TIpy mopnMcaduy JOKYMCHTA HECKOJBKUMY HOIDKHOCTHBRIMU JAUIIAMM UX
TIOATMCH PACITONIATAIOT Ha O(HOM YpPOBHE WIHM ONHY HOX JPYroii B mocienosa-
TENBHOCTH, COOTBETCTBYIONICH 3aHMMacMOM JOIDKHOCTH.

IIpn moANMCAaHAM JOKYMEHTA HECKOJABKUMH JIMIIAMH, PaBHBIMU 110 JOJDK-
HOCTH, HO TpPEACTABIMIOIIMME pa3Hble OpraHsl, MOAIMMCH pacriojaralorT Ha
OJTHOM YPOBHE.

2.6.21. CorlacoBaHue IPoeKTa AOKYMEHTa.

ComlacoBaHHe NpoeKTa AOKYMEHTAa IPOBOJUTCH NpHU HEOOXOOUMOCTH
OIICHKH 0DOCHOBAHHOCTM JNOKYMEHTA, COOTBETCTBMSA €ro IIPaBOBBIM aKTaM H
paHee TIPUHSITHIM PEIICHUAM.

IIpencraBnsemMele Ha IOAMHCH JAOKYMEHTH BU3HPYIOTCHA HCITOMHUTEICM
(OTBETCTBEHHBIM MCIOMHUTENIEM) U PYKOBOJUTEJIEM ITONpA3IeiIicHHs], FJIE [OTO-
BHJICA IIPOEKT JOKYMEHTa. JIOKYMEHTH, collepXallliie NMopydyeHHs paGoTHHKAM
thesepasibHOTO OpraHa MCIIONHUTENLHOM BIACTH, MMM JIOJDKHB OBITH 3aBM3N-
POBaHEI.

CorlacoBaHe TMPOEKTa AOKYMEHTa OGopMIAeTCSl BH30M Ha IOKYMEHTE
(BHYTpEHHEC COTAacOBaHHE) WM rpHdOM COINAacOBaHHS (BHEIIHEE COIIACco-
BaHUE).

Bmza Bkmovyaer B ¢e0fl JOJDKHOCTE BH3HMPYIOWICTO JOKYMEHT, JTHYHYIO
TIOANKCH, pacuiMGpoBKY HOAIMCH (MHALIMANH, daMIIus) M AaTy.

Bu3a mpocTaBnsercd B HIDKHEH 4aCTH OOOPOTHOM CTOPOHEI NOCHEHHEIO
JIHCTA FMOMIHHHMKA HOPMAaTHBHO-NIPABOBOrO akTa thelepaJhbHOro opraHa HMc-
TIOJIHATENbHOM BiaacTH. Ha mpoekTe 3aKOHOJATEIPHOIO aKTa, Ha BHYTPCHHEM
JMOKYMEHTE U Ha KOIIMH OTNPAaBIsAEMOI0 JOKYMEHTR BHU3H NPOCTABNSIOTCH Ha
JHMIEBOI CTOPOHE NOKYMEHTA.
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3ameuanus, ocobble MHSHHS ¥ JIONOJHEHHA K IPOCKTY TOKYMEHTa odop-
MILSIIOTCS Ha OT/C/IBHOM JicTe. B 5ToM ciiydae Bi3a 0OpMIIETCH CISAYIOIMM
o6pa3oM:

3amevyaHUs NpHUNATAIOTCH

HavalbHUK I0pHAMYECKOTO OTHENA

JInyHas moAnUChH A.C. UBaHoB
JaTa

3aMeyaHMs AOKIAALIBAIOTCA PYKOBOZUTENIO, TMONIMCHIBAIOLIEMY IOKY-
MEHT.

CornacoBaHde IIPOEKTa JOKYMEHTA ¢ (elepailbHEMU OpraHaMK MCTIOTHM-
TENMbHOM BNACTM M OPraHU3alUsIMU, HHTEPECH KOTOPHX B HEM 3aTparuBaloT-
CAl, — BHCIIHCC COITIaCOBaAHHC.

BHelnHee cormacoBaHie AOKyMeHTa odopMigercd rpudboM CorIacoBaHuS,
KoTophiil BKimovaer B cebs cioso COTTIACOBAHO, HauMEHOBaHHE JOJIKHOC-
TH NHIA, ¢ KOTODHIM COIVIACOBHIBACTCA JOKYMEHT (BKIIOYas HAUMEHOBAHHE
OpraHH3alK), IMYHYI0 TONHCH, pacniidbpOBKYy TOAMMCH M Jary COrIaco-
BaHMSL,

Hanprwmep:
COI'TACOBAHO

3amecTHTeNh MAHHCTPA IOCTHLHH
Poccuiickoit @enepanuu

(prdHag NonmKck) (MHANMANLE, hamunus)

00.00.0000

I'puc cormacoBaHMA PacHoNaracTCad HICKe pexBH3UTa “TIOAIMICE” B JICBOM
HICKHEM T0JIE JOKYMEHTA.

T'pudb cormacoBaHus MOIYT pacnoiaraThesi Ha oTAeNnsHOM “JIKcTe cora-
COBaHMA”, eC)IM COIEepXaHWe NOKYMEHTAa 3aTparuBacT MHTEPECHl HECKONBKHX
opraHu3auuii. Ha mokyMeHTe Aenaerca orMerka “JIuct cormacoBaHMS NpHia-
raerca”.

ComnracoBaHWe JOKYMEHTA OCYHICCTBIETCS B CIEIYIOWICH MOCeA0BaTE b~
HOCTH:

C HOJCKHOCTHBIMH AHMIAM¥ (pelCpallbHEX OpPTraHOB UCTIONHMTENLHOMN Bia-
CTH;

C PYKOBOXUTEISAMH MOAYMHEHHBIX OpraHM3alyii, MHTEpPeCH KOTOPHIX 3a-
TParuBaloTCA B IOKYMEHTE;

¢ benepanbHBIMK OPraHAMM MCIIOTHMTENILHOM BIIACTH, HHTEPECHl KOTOPBIX
3aTparMBacT cofiepXaHue JOKYMCHTA;

NpH HEOOXOAMMOCTH ¢ OpPraHaMH, OCYHIECTBISIOUIMM TOCYIApCTBCHHBIA
HaJBeIOMCTBEHHEBI KOHTPOJb (Hai30p) B onpeleieHHON obaacTh (9KOoNoru-
YeCKHii, MOXApHBIN M T.I.), ¢ OOMIECTBEHHBIMM OpraHU3al{sIMN;

C BHINECTOMIIMMHM OpPraHAMH — B CIy4adX, KOTAA 3aKOHOMATEIECTBOM
MPENyCMaTPUBAETCA BO3MOXHOCTh COBEPIIEHMS YNpPaBICHYECKUX NCHCTBHIA
TOJIKO C COTJIACHS 3THX OPTaHOB.

22



2.6.22. OTTHCK IICYaTH.

DenepanbHbIN Opral UCHOTHATEABHOM BIaCTH HMEET IeYaTh ¢ H300paxe-
nueM TocyaaperBenHoro repba Poceniickoil ®engepaini, MHBIE NeYaTH, yKa-
3aHHBIC B IOJIOXCHAN O TAHHOM (elepalbHOM OpTaHe.

Orrick neyatd ¢ u3oOpaxeHueM locynapcreeHHoro repGa Poccuiickoit
Oenepany CTaBHTCH Ha TOKYMEHTAX, TPeOYIommx ocoBboro yIocTOBEPEHHS HX
nommHHocTH. TIpocTeie Xpyrisie iedaTy (663 H306pakeHUs ToCyJapCTBEHHOM
CHMBO)IMKH) CTABATCHA Ha KOIMAAX JOKYMEHTOB ISt YIOCTOBSPEHHS HX COOTBET-
CTBUA MOMIMHHUKAM. OTTUCK NEYaTH NOICKEH 3aXBaTHIBATh OKOHYaHHE HAMMe-
HOBAaHHSA JXOIDKHOCTH JIUNA, ITOJNHCABUIETO HOKYMEHT.

2.6.23. OT™MeTKa 0 3aBepeHHY KOITHH.

Jlng 3aBepeHWsT COOTBETCTBHS KOIIMK JOKYMEHTA NMOTMHHIAKY HUXE peK-
Bu3nTa “Ilognmuch” TIPOCTABNSIOT 3aBCPUTCIABHYIO HAAMMChL “BepHO”, IOIDK-
HOCTH JIMIIa, 3aBEPHUBIIETO KOIHIO, JIMYHYIO MIOAIINCh, PACHINGPOBKY MONIIHUCH,
Iary 3aBepeHms.

Hanpumep:

Bepro

HHcnekTop ciiyX0H KaJpoB JIwynas moamnch A.IL IlerpoBa
Jlata

(OrMeTKa 0 3aBepeHHM KOMMM YIOCTOBEPAETCS OTTHCKOM MedaT deaepanb-
HOTO OpraHa HCIIOMHUTEIBHON BIIACTH.

2,6.24. OT™MeTKa 06 MCTIONMHUTCTE.

OTMeTKa 00 MCTOJHUTENE NOKYMEHTa IPOCTABASCTCA B JIEBOM HUXKHEM
YOIy IHUEBOH MM 060POTHOM CTOPOHH TIOCHIEMHETO IUCTA ONTMHHUKA JOKY-
MEHTAa.

OTMeTKa BKMIOYAET MHUIMANH, GaMWIMI0 WCHOJIHHTENS! H HOMEpP €ro
TenedoHa, HaIpUMep:

H.C. MakcvMoBa
334 46 46

Ha JokyMeHTe, NOATOTOBJIEHHOM TIO TIOPYYSHWIO PYKOBOAMTENA TPYIIION
VICTIOJIHUTEJIEH, B OTMETKE 00 MCIIOJIHUTENE YKa3hiBacTcsl (DaMUIIHA OCHOBHOTO
HCTIONHMTENS.

2.6.25. OrMeTka 00 MCIIONHEHHNH HOKYMEHTA.

OTMeTKa 00 MICTIONHEHNH TOKYMCHTA M HATIPABICHHH €r0 B IJIO BKIIOYACT
B ce0d CHEAYIOHIME JaHHbIC: CCHUIKY Ha JATY ¥ HOMep JOKYMCHTA, CBUIETCNb-
CTBYIOLUETO O €r0 MCIIOJHEHWW, WIHA NPH OTCYTCTBMH TaKoro JOKYMEHTa —
KpaTkue cBeleHuA 06 MCIOMHeHHH; cJioBa “B neno”; HoMep jena, B KOTOPOM
OyJeT XpaHUThCH JOKyMeHT. OTMeTKA 00 HMCIIOIHEHHA JOKYMEHTA M HallpaB-
JISHHH €70 B JIEI0 NOAMACHBAETCA H JATHPYETCS MCIIONHUTENEM TOKYMEHTA WK
PYKOBOIMTENIEM CTPYKTYPHOTO IOApA3IeNeHUs, B KOTOPOM HCIOJIHEH IOKY-
MEHT.,
2.6.26. OTMeTKa O MOCTYIUICHHH HOKYMEHTA,

OT1MeTKa 0 MOCTYILICHHH TOKyMeHTa B defiepaibHBIi OpraH HCIONHUTEb-
HOM BJIACTH COACPXWUT OYEPEHHOM IMOPAAKOBHI HOMEP M ATy IMOCTYILICHW
TMOKyMeHTa (IIpH HeOGXOMUMOCTH — BpeMs TOCTYIUIeHMs). JlonmycKkaeTcs mpo-
CTABNASITH OTMETKY O MOCTYILICHHH JOKYMCHTA B BHIC IITaMIIa.
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2.6.27. ApeHTNIUKATOP 3NEKTPOHHOM KOIMK JOKYMEHTA.

WnenTndukaTopoM 3MEKTPOHHOM KONMM JOKYMEHTA SBASCTCS OTMETKA
(KOXOHTHTYN), NMpPOCTABNSAEMasd B JIEBOM HIDKHEM YIJIy KaXNOW CTpaHHWIIBI
JOKYMCHTA W COAcpXaliasi HauMeHoBaHWe ¢aiiia Ha MaOIMHHOM HOCHTENE,
Jary u Jpyrue MOUCKOBHIEC JaHHEIE, YCTaHABIMBaeMEIe B (eaepaibHOM OpraHe
HCTIOMHUTENLHOM BIACTH.

2.7. OcobeHHOCTH TIOATOTOBKA H OOpMICHHA
OT/EJIbHBIX BAXOB JIOKYMEHTOB

2.7.1. TIpugas, pacnopmxeHye

2.7.1.1. IIpuKa3zaMyu ¥ pacnopsLKEHUAMH 0QOpMASIOTCS pelieHUd HOpMa-
THBHOTO XapakTepa, a TAKKe 110 ONepPaTUBHBIM, OPTraHH3AIMOHHBIM, Ka[POBKIM
U APYrdM BOTpocaM paboOTH (heaepallbHOrO OpraHa UCIOJHUTENBHONW BIACTH.

TIpoeKTH NpUKa30B (pacmopsCKeHYI) TOTOBST M BHOCAT IOApa3ie/icHHs Ha
OCHOBaHUHM OPYYEHHI pyKOBOIUTENS (elepallbHOr0 OPraHa UCTIOMHMTEIBHOM
BJIACTH, €T0 3aMecTHTeNsd 60 B MHANMATHBHOM IIOPSAJIKE.

TIpoexTH NMpHKAa30B HO KaJpOBHIM BONIPOCAM rOTOBMT KaipoBas ciyx0a Ha
OCHOBaHWM COOTBETCTBYICLUX MPEACTABICHMMN.

OGecneyeHre xa9eCTBCHHOM MOATOTOBKHM MPOCKTOB HpHKA30B (pacmops-
XeHHH) U MX COIIacOBAHHE ¢ 3aMHTEPECOBAHHEIMM CTOPOHAMH BO3/AraloTcs
Ha PYKOBOJHTEJNEH rionpa3neneHuil, KOTOPHE TOTOBAT H BHOCST MPOCKT.

KoHTpons 3a npaBMIbHOCTEI0O OOPMICHUS TIPOCKTOB NPHKa3oB (pacno-
pPSDKEHHI) ocyiecTsiisger ciyx6a TOY.

2.7.1.2. TIpoexTsl NPUKA30B (PaCTIOPSDKECHHMIA) M IMPWIOKEHHS K HUM BH3H-
PYIOTCS MCIIONTHUTEIEM M PYKOBOJMTEJIEM IOApa3fieiieHnsA, BHECIIMM IPOEKT,
PYKOBOIOMTEIAMH IOIpasiAecHUil, KOTOPHM B IIPOEKTE NpeJyCMaTpHBAIOTCSH
3afaHus H HOpYYEHHA, 2 TAKKE PYKOBOARTENEM CIyX0H JIOY u roprmyecKoi
cnyx0bl (BU3UPYET MPOCKTH HOPMaTHBHEIX TIPABOBHIX aKTOB). Bo3paxkeHus 1o
TPOSKTY NPUKa3a (pacmopskKeHWs), BO3HUKAWOIUYE DU COrNacOBAHWH, U3Na-
TAaKOTCH B CTIPABKE, KOTOPas NMPWIAaracrcd K POeKTy.

Ecim B npouecce cOMacoBaHUSA B MPOEKT IIPUKA3a BHOCATCA U3MEHEHUS
TMPHHITATIHANIBHOTO XapaKTepa, TO OH TOMIEXKUT MepernedyaTke W MOBTOPHOMY
COTIACOBAHMIO.

TIpoexkTh! NpHKa3oB {(PaCIIOPAXCHUIT), IIPEICTABNIEMbIC DYKOBOAUTENIO HA
TIOATIHCH, BU3HPYIOTCS 3aMECTHTENIAMM PYKOBOAMTENS B COOTBETCTBUM C pac-
npeacicHueM 00A3aHHOCTe.

2.7.1.3. TIpoeKThl IPUKA30B (pacnOPSKEHU) neyaTaoTest Ha CTAaHNAPTHLHIX
fnaHKax ycTaHOBJICHHOM (OPMBl M AOKJIANBIBAIOTCH IS MOANKMCH NPH HEOO-
XOMMMOCTH CO CIIPaBKOM, KOTOPasA HOJKHA COISPXATh KPaTKOoe HINOXEHUE CYTH
npuKa3za, o60CHOBaHME €ro HEOOXOHMMOCTH, a TaKKE CBEACHMS O TOM, Ha
OCHOBAHMH Yero TOAroTOBNEH NMPOEKT M ¢ KeM corjiacoBad. JlaToil mpukasza
ABJIIETCSA JATA €0 MOAMUCaHUS.

Tpuxassl HYMepy10TcA TIOPSAKOBONM HyMepalueii B peeNax KaleHIapHO-
TO Toja; NPUKA3kl 10 OCHOBHOM AEATENBHOCTH, 110 IMYHOMY COCTaBY H paclio-
pSOKEHHAS HYMEPYIOTCA OTACJIBHO.

2.7.1.4, Konuu npuKa3oB (pacopsDKSHMIA) WM X Pa3SMHOXEHHBIC JK3EM-
IDIAPHI 3aBEPAIOT TeyaThio COYXOH JIOY M HampaBnsmoT aipecaTaM B COOTBET-
CTBHH C YKA3aTeJICM pACCHUIKM, KOTOPHIM COCTABNAETCS ¥ MOAMMCHBACTCS
HenoaauTeneM. Koy 0093aTeIbHO HATIPaBIAIOTCH TAKKe MCIIONHUTENIO H B
cayx0y J10OY.

2.7.1.5. IIpuka3s (pacOPSDKCHHE) UMEET CIEAYIOIIME PEKBU3UTHL:

Tep6 Poccuitckoit Oenepaimin.

HanmeHoBaHHe (elepansHOro opraHa UCIIOTHUTEIBHOM BIIACTH.

HauMeHoBaHMe BUJIA JOKYMEHTA — TIpPHKa3.
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Jlara u HoMep npukasa. Jlata opopmasiercs cnoBecHO-IHGPOBHIM CTIOCO-
60M, HOMEp COCTOMT M3 3HaKa “No” M MOpSAKOBOTO HOMepa IpHKa3a.

3aroyioBOK JIOJIKEH KPATKO M TOYHO OTPAKaTh COJCPXAHME TCKCTA [IPUKa3a.
Touka B KOHLE 3arojIOBKa HE CTABUTCA. 3arOJIOBOK IMEYATASTCS IONYXKUPHBIM
nipudToM Yepe3 1 MEXCTPOYHRINM HHTEPBAIL.

Hanpumep:

OO0 yrBepxknennd Bpemennoii FIHCTPYKIM N0 1eJI0NPOR3BOACTRY
B HEHTPAILHOM amnapare Denepaibaoil HATOTOBOR CIYROB

3aroioBoK K AOKYMEHTaM, OQOpMICHHBIM Ha OJAHKAX C IMPOJOJHGHHEIM
pacHoJOXeHUEM PEKBU3UTOB, BEIPABHMBACTCH 110 HEHTDY.

PacriopsckeHHs, Kak TPaBUiIo, 3ar'0JI0OBKa He HMEIOT.

Tekcr oTaensieTcas OT 3arojioBKa 2—3 MEXCTPOYHBIMM HHTEPBANAMH H
neyaTaeTcs mpudToM pasMepoM Ne 14 yepes 1,5 WHTEpBaja OT JICBOM rpaHULIbI
TEKCTOBOTO MO M BHIPaBHHUBAETCA 10 JIEBOM ¥ MpaBoif TpaHHIIaM TEKCTOBOIO
moJia. IMeppad cTpoka ab3aua HauyMHaeTca Ha paccrosHuM 1,25 cM oT JeBoi
TPAHHUIBI TEKCTOBOIO TIONS.

TekCT mpHKa3a MOXET COCTOSTh M3 2 JacTeil: KOHCTaTHpyoleil (peaM-
Gynibl) K pacHOPAAUTENLHOM.

B KOHCTaTUpYROIIEH YacTH KpaTKO H3NAraloTcd LICJH W 3amauH, GakTH U
cOOBITHS, TIOCNYXUBIIUE OCHOBAHMEM U W3daHus NpHKa3a. OHa MOXer
HAYMHATBCA CIOBAaMH “B LEJHAX”, “Bo HMCHONHEHMe” M T.A. Ecim npukas
U3ZaETCA Ha OCHOBAHWM JAPYIOro HOKYMEHTa, TO B KOHCTaTHPYIOWICH 4acTH
YKA3HBAIOTCd HAaMMEHOBAaHUE 3TOTO JOKYMEHTA B POAMTEIHLHOM TajieXe, €ro
aBTOp, JaTa, HOMEP M 3aroJIOBOK.

IIpeaMOyna B IIpOCKTaX NMPHKA30B 3aBEpUIAETCA CIOBOM IIPHKA3HIBAlO,
KOTOpOE TIEYaTAETCA B Pa3pAIKYy.

PacnopsnaTeibHasi 4acThb JOJDKHA COAEPKATh MEPSYHUCICHHE MPEANVCHIBA-
eMEX ACUCTBHIl C yKasaHUEM HCIONHMTENS KaXIOro OEHCTBHUS M CPOKOB
ucrionHenus. PacropsauTebHas 9acTh MOXET JENTHCS HAa NMYHKTH W NOA-
TIYHKTHI, KOTOPEIE HyMepyloTcs apabckumu nudpama. JIeficTBHS 0OHOPOAHOTO
XapakTepa MOIYT OHITh TIEpEYUCICHE B OJHOM ITyHKTe. B KayecTBe MCIONHHU-
TeJIei YKa3hIBaIOTCA CTPYKTYPHEIE MOAPa3AeeHI WK KOHKPETHHE JOJDKHOCT-
Hoie nuna. ITocaemHuit MyHKT pacmOpAIMTENBHOM YacTH MOXET CofepXaTh
CBEICHMSA O MOApa3Ie/ICHUM WA JOJKHOCTHOM JIMIE, HA KOTOPOE BO3JIaraercs
KOHTpOJIb 32 MCITOJIHEHHEM TIPHKA3a.

Ecim mnpukas M3MeHsieT, OTMEHAeT WIM JONMOAHACT DaHee M3JAaHHBIN
JOKYMEHT WIH KaKHe-TO €ro IIOJIOKSHUS, TO OAWH M3 IIYHKTOB PaCIIOPSAUTENh-
HOM YacTH TEeKCTa JOJLKEH COIEpXXaTh CCHUIKY Ha OTMEHSEMEI JOKYMEHT
(IYHKT JOKYMEHTa) C YKa3aHHEM €ro AaThl, HoMepa | 3arojioBka. TekcT myHKTa
JOJDKCH HAYHHATECA cloBaMH “IIpU3HaTh yTpaTHBIIMM CHITY...”.

B npuKkas He cielyeT BKIIIOYaTh MyHKT “TIpMka3 TOBECTH IO CBEACHMA...”.
ITogpasaeneHus (TOKHOCTHBIC JIULIA), IO CBEACHHSA KOTOPHIX JOBOIUTCS TIPH-
Ka3, MEePeYHCHAAIOTCS B YKasaTesle pacChUIKH, KOTOPEIH HMCIIOIHHTENL TOTOBUT
BMECTE C IIPOEKTOM TIPMKA3a.

Bu3bl BKIIOYAIOT JOJDKHOCTH BU3MPYIOHIMX, THYHBIE HOAMUCH, paciuud-
POBKY MoIIucel v mary. MecTo pacroyioxeHusl BU3 aHAIOTHYHO HX Paciojio-
XEeHMIO Ha yKa3ax (pacnopmxkennax) Ipesunenra Poccniickoit ®eaepann.

Moamuicsk COCTONT M3 HAUMEHOBAHUA MOJDKHOCTH JIMLA, ITOAIMHCABUICTO
JOKYMEHT, JIMYHOH IOOIMCH M pacHlIu(poBKH NOAIKACH (WMHMIMANB], ¢a-
MMITISA).

HauMeHOBaHMe JOJDKHOCTH HEYATAeTCA OT JIEBO IPaHMIBI TEKCTOBOIO
noJisd, HHULIHAIE ¥ $aMMIUA — OT MpaBoil TPaHUIIEI TEKCTOBOTO MO,
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IIpuxasn (pacmopsKeHMS) MOMITUCHIBACT DPYKOBOIMTENE (eAepalbHOTO
OpraHa HCIIONHUTEILHOM BJIACTH, & B €T0 OTCYTCTBHE JIHIIO, €r0 3aMeHIalolLEe.

IIpMnoxeHus K NpUKa3y BU3HPYIOTCS PYKOBOIMUTEICM CTPYKTYPHOTO TTOJ-
Pa3ieNieHus, TOATOTOBMBILETO NMPOeKT. [IpH HAMYHK HECKOJNBKHX MPHIIOXe-
HMIl OHH HyMepyloTca. BHecenHe H3MeHEHMI B MOJNMMCAHHE NIPUKA3, Paciio-
PAXEHHE, a TAKKE B COrNIACOBAHHHIM NPOEKT JOKYMEHTA HE JIONMYCKAETCH.

2.7.1.6. CoBMeCTHHE NPUKa3Hl (PelepalbHBIX OPraHOB HCIIOIHHTCIBHOM
BIACTH I[ICYATAIOTCA Ha CTAaHJAPTHRIX JHMCTax Gymarm cdopmara A4 (210 x
297 MMm).

IIpu odopmieHMM COBMECTHOTO TIpHKA3a:

HaUMEHOBAHHUS (eACPANIbHEIX OPraHOB UCTIONHUTENEHON BAaCTH pacnoiia-
ralorca Ha OJIHOM YPOBHE,

HaWMEHOBAaHUE BHIA AOKYMEHTa — TMPHKa3 — pacloliaracrcd LEHTPO-~
BaHHO;

Jara COBMECTHOTO NpHMKa3a — eIuHasi, COOTBETCTBYET Aare Oolee MO3MHEH
TOATIHCH;

PETUCTPAMOHHEBIYH HOMED JIOKYMEHTA, COCTABIIEHHOTO COBMECTHO JABYMS U
fosice OpraHM3alMsIMH, COCTOMT M3 PETMCTPALIHOHHBIX HOMEPOB JOKYMECHTA
KaJXIOH M3 STHX OpraHH3aliMii, MPOCTABIACMBIX Yepe3 KOCYIO YePTY B TMIOPAAKE
YKa3aHWs aBTOpPOB B IOKYMEHTE;

TIOATMACH PYKOBOAUTENCH (peicpallbHEIX OPTaHOB MCIIOMHUTENBHON BIACTH
PacIIoaraloTcs HUXKE TEKCTa Ha OJJHOM YPOBHE,

OOpasus odopMTeHHs IPUKA30B U PaCIIOPSDKEHMIA MPUBSICHEL B TIPUIIO-
xenmax Ne 5—7.

2.7.2. Tlonoxenne, NPaBAIA, MECTPYKINAS

2.7.2.1. Ilonoxeuuwe IPUHUMAETCS B TOM CIIy4ac, €CJIM B HEM YCTaHABIH-
BAIOTCS CUCTEMHO CBA3AHHBIE MEXJy coDoii IpaBwia IO BOTIPOCaM, OTHECEH-
HBIM K XOMIeTeHIH#M (efepATLHBIX OPraHOB MCIIOAHUTENLHON BIACTH.

B mpaBuMnax ycraHaBIMBAalOTCH HOPDMBL M TpeOoBaHM#A, 00S3aTeNBHBIC ANA
BHITIOTHEHHAA.

B WHCTPYKIIMM H3JIAracTCa HOPSAROK OCYILCCTRICHHS Kakoit-mubo nearesnb-
HOCTH W4 TNOPAAOK TNPKMEHEHMS IIOJNOXCHMH 3aKOHOANATENbHHX W MHBIX
HOPMAaTHBHBIX aKTOB.

TTonoxenus (paByiia, AHCTPYKIHH) NPUMEHAIOTCS KaK CAMOCTOATEIbHbIE
TIPABOBHIC aKTH, KOTOPHE MOIIMCHBAIOTCA PYKOBOIMTEAEM, WIM KaK AaKThI,
yTBepXiaeMele dhexepalbHEIM OPraHOM UCTIOTHUTENIBHOM BIACTH; YTBEDXICHUE
odopmngeTca B dopMme rpHda YTBEpXISHUSA WIH MYTEM M3JAHUA pacliopaam-
TEJIBHOI0 AOKYMEHTa 00 HX YTBepXiIcHUH. PellleHHe o mopsake NPUHATHA
TIOJIOKEHWH, TpaBMJI M HHCTPYKIMIA HAaXOAWTCA B BEACHHM (QenepaibHOIo
OpraHa MCIIONHHTENBLHOM BIACTH.

2.7.2.2. TlopsioK NOATOTOBKH NPOEKTA NONOXEHHA (TIpaBIll, MHCTPYKIHN)
COOTBETCTBYET 06illeMy NMOPSAKY NMOATOTOBKH IIPOSKTOB HOPMATHUBHBIX aKTOB.

2.7.2.3. TekcT poeKTa MONOXEeHH (IPaBWI, HHCTPYKIIMM) TI€4aTacTCA Ha
o0meM biaHke defepallbHOTO OpraHa MCIIONHUTENbHOM BIacTh. EciiM nmpoekr
TIONOXECHAS (MpaBHJ, WHCTPYKIAK) YTBEPXAACTCS PACIIOPSIIUTCIBHEIM JOKY-
MEHTOM, TO TOJIOXCHUE ([IPaBuia, WHCTPYKUNSA) NCYATACTCS HA CTAHIAPTHOM
xmcre 6ymarn topmara A4.

TexcT u3naraercsi OT TPETLETO JIMLA SAMHCTBEHHOTO WM MHOXECTBEHHOIO

9 ¢

yycna. B Tekcre MCronb3yloTes cnoBa: “HOIKeH”, “cnefyer”, “HeobxoguMo™,
“3anpelnaercda”, “He JOIMYyCKaeTcsa”.
3aroJIoOBOX K TEKCTY IONOXEHHMA (IIpaBUN, HMHCTPYKLIMM) OTBEYaeT Ha

Borpoc “O 4eM?”; 3arojloBOK K HHCTPYKIIMH, COZepXaHici MOJOKHOCTHHIE
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TpebOBaHUSA U MOPSIOK MPOBEACHUA paboT (MODKHOCTHAS MHCTPYKIUSA), OTBC-
yaer Ha Bonpoc “Koro?” (RoJKHOCTHAS MHCTPYKIMA MABHOTO CHELRATNCTA).

KoHcratupyiolieit 4acTei0 MONOXeHUs (TIPAaBUJ, HHCIPYKUHW) CIIYXHT
pa3gen “Obumre MoNoXKeHHA”, B KOTOPOM YKa3HBalOTCH OCHOBaHHS pa3pabor-
K#, OCHOBHOE Ha3sHaYeHHE HOPMATHBHOTO aKTa M cdepa ero pacpocTpaHeH s,
OTBETCTBEHHOCTE 33 HapylleHUe YCTAHORICHHKIX TIDABUI Y TEXHOMOTHIMA.

OCHOBHOI TEKCT TIONIOXKEHUA (TIPaBWiI, HHCTPYKIMK) MOXET NEIUTECA Ha
IJIaBH, ITyHKTH ¥ IOAIYHKTEL. 1J1aBBI JOKHB UMETh HA3BAHUS.

I'naBel HymepyloTcs pUMCKUMH IudpamMu. HyMepanusa IyHKTOB H IO~
ITYHKTOB NMPOU3BOAUTCA apabcKuMu g paMi.

O6pase;, ohopMICHMS MOJOXEHUS IIPUBEACH B IIpHjIoXeHUH Ne §.

2.7.3. TIporokon

2.7.3.1. IlpoTokon coCTaB/IsIETCA Ha OCHOBAHKM 3aTTHCCii, IPOM3BEACHHEIX
BO BpeMs COBEIUAHMS (3acelaHMsd), NpEACTABACHHBIX TE3HCOB ICKIAAOB M
BHICTYILIGHHI, CTIPABOK, TIPOCKTOB PENICHMIA H Jp.

2.7.3.2. B deacpalbHEX OpraHaX WCIONHUTENBHOU BJIACTH NPOTOKONBI
MOTYT M3JaBaThCsl B ITOMHOM WM KpaTKoi (hopMe, NIpU KOTOPO# omyckaercsa
xod ofcyXIeHnst Borpoca 1 (HKCHPYETCS TONBKO IPUHATOE IO HEMY pellicHHE.

2.7.3.3. TekcT MOMHOTO MPOTOKOJIA, KaK APaBUIO, COCTOMT H3 ABYX 4acTeil:
BBOJHOI 1 OCHOBHOM.

B BBOAHOM YACTH YKA3BIBAIOTCH:
Ipencemarens win IpenceaaTeabCTBYIONIMEA
Cekperapb

TlpucyrcTBoBanu (MOAYEPKHMBACTCH) — CIUCOK NPUCYTCTBOBABIUMX WUTH
OTCBHUIK2 K TIpWIaracMoOMY CIIMCKY NPHMCYTCTBOBABUIMX, €CJIM MX KOJINYECTBO
TpeBHNNaeT 15 yenoBex.

BrogHas 4acTh 3aKaHYMBACTCA TOBSCTKOM AHS — IIEPEYcHb pacCMaTpyBa-
€MEIX BOTIPOCOB, IICPEYHMCICHHHIX B MOPSAIKS MX 3HAYMMOCTH C YKa3aHMEM
JOKIIAMINKA IO KAXKAOMY NYHKTY MOBecTKM NHS. Kaxablii Bonpoc HyMepyeTcs
apabckoif mudpoii U ero HaMMEeHOBaHKWE HAYAHAETCA ¢ Tpeiora “0O” (“06”),
KOTOpOE TEYATaeTCA OT TPAHMLEL JICBOTO TIOJIA.

OcCHOBHasl YacTh NPOTOKOJIA COCTOHT M3 PasficioB, COOTBETCTBYIOLIMX
TYHKTAM ITOBECTKM JiHSL. TeKCT KaXAOro pasjeliia CTPOUTCS MO CXEME:

CIYIINAJIA — BBRICTYIIWIHA — ITIOCTAHOBUWIH (PEINWIN).

OCHOBHO¢ COICPXAaHHEC JNOKIANOB M BHCTYIUICHUI MMOMEIIACTCA B TEKCTE
TIPOTOKOJIa WAM TIPWIAracTcsa K HEMY; B IOCJCAHEM ciydac AENacTcs B TEKCTE
cHocka “TekcT BHICTYIUICHMs npwiaractcs”. ITocraHoBlieHHe (pellicHHE) B
TEKCTE MPOTOKOJNA MEYaTaeTCAd MOJHOCTHIO; NPH HEOOXOAMMOCTH NPHBOAATCA
WTOTH TOJIOCOBAHMS.

CoznepxaHue 0cobOro MHEHHS, BHICKa3aHHOTO BO BpeMS OOGCYXACHWS,
3aNMCKIBACTCH B TEKCTE IIPOTOKONIA MOCHE COOTBETCTBYIONIErO NOCTAHOBJICHMS
(pemeHus).

2.7.3.4. TekcT KpaTkoro NpOTOKOIA TakKKe COCTOMT M3 ABYX vacrteii. B
BBOJ{HOM YaCTH YKa3BIBAIOTCS HHHLIMANH W (GaMIHA NpeaceAaTeNbCTBYIOLIEro
(IpencepaTens), a TakKKe ZOKHOCTH, HHHLMANDBI, GaMUIHH JIUL, IPUCYTCTBO-
BaBIIMX HA 3aCeNAaHUN.

CnoBo “IlpucyTCTBOBANM” MEYATAETCHA OT TPAHHIH JEBOTO MO, MoxYep-
KHMBaeTCA, B KOHIIC CIOBa CTABUTCS ABocToune. Hibke yKa3biBaloTCs HAMMEHO-
BaHAA JOJDKHOCTEH, MHUIUANBI ¥ (haMHIJIH IpUCyTCTBYIoIMX. HameHoBaHMs
JOJDKHOCTEH MOFYT YKa3biBaThes 00001MeHHO, HallpuMep:
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3aMecTUTeNh MUHHCTPA KYIBTYPH M1 MACCOBBIX KOMMYHHMKaumii Poccuii-
ckoit Gepepanyu;

3aMECTHTEIM pyKoBomTens DefepalsHoro apxHBHOTO areHTeTBa Poccuii-
ckoii Qeaepanuu.

MHorocTpoyHble HAUMEHOBAHUA JOJDKHOCTEM NPUCYTCTBYIOIIMX YKa3bIBa-
oTcs depe3 1 MeXCTPOUHLI MHTepBa.

CIEcoK OTACNASTCA OT OCHOBHOM YacCTH MPOTOKOJA CIVIOHIHOM YepTOi.

OCHOBHasl Y4CTb IIPOTOKOJIA BKNIOYACT pPacCMATPUBACMEIC BOMPOCHL M
TIPUHATHIE IT0 HUM pelleHHA. HauMeHoBaHHE BOpoca HyMepyeTcs pHMCKO#
nudpoit 1 HayMHaetcs ¢ npemrora “0O” (“06”), meyaracTcsi IEHTPOBAHHO
pasmepoM wpudra Ne 15 ¥ MOAYEpKHUBACTCA OFHOM YepToil HIXKE TIOCHeIHei
ctpoku. Ilox weproit ykasuiBaorcd (aMWINH JODKHOCTHBIX JIMI], BHICTYITHB-
LIMX TPpH 00CYXAEHUH JAHHOTO Bompoca. PaMIIUK nevaTaoTes Yepes 1 Mex-
CTPOYHLIN MHTEpBA,

3areM YKa3bIBaeTCA NPUHATOE IO BOIPOCY pELlieHHE.

2.7.3.5. IIpoToKo NOANMCHIBACTCH NIPEACEAATENLCTRYIONUM Ha 3aCCHaHIH
1 cekperapeM. JlaToif MpoToKoOJa ABNAETCH HaTa 3aCeaHMs.

TIporokonaM IpHUCBAMBAIOTCSA MOPSAAKOBLIE HOMEpA B MpeJieax KaneHaap-
HOTO Iofia OTAEABHO O KaXIOU IpyIiNe IIPOTOKOJOB: MPOTOKOJBI 3aCeAaHMit
KOJUIETHH, MPOTOKONBI TEXHUYECKHMX, HAyYHBIX M SKCIIEPTHBIX COBETOB M Ip.
IIpoTOKONEI COBMECTHBIX 3aCEAAHMI HMECIOT COCTaBHEIE HOMEpa, BKIIIOYAlolIHe
TOPANKOBEIE HOMEpa TIPOTOKOJIOB OPraHHM3alMif, MPUHUMABIINX YYACTHE B
3aceIaHNM.

HoMepa nocraHoBieHuUit (peilieHuid), IPUHATHIX Ha 3aCEAAHUAX, COCTOAT
3 HOMepa TIPOTOKOJa, HOMEpA pacCMaTpMBAeMOro BOIIPOCa B MOBECTKE AHA U
TIOPSAKOBOrO HOMepa TTOCTAHOBNCHUS {PEIICHU) B MpeAeiiax BOIpoca.

K HOMepaM IPOTOKONIOB ¥ NOCTAaHOBNCHNH (pelicHuil) MOTYT IpUOaBiIsTh-
¢ OVKBEeHHBIE KOIOBI B COOTBETCTBHHM C IOMCKOBOW CUCTEMOH, NMPUHATON B
dbenepanbHoM opraHe UCTIONHUTEILHON BIaCTH.

2.7.3.6. Konuy nIpoTOKONOB IpK HEOOXOMUMOCTH PacChUIAIOTCS 3aHHTEepe-
COBaHHHIM OPraHM3aLMAM 1 JODKHOCTHBIM JIMLIAM B COOTBETCTBHU € yKa3aTe-
JIeM PacCHIIKH, YKA3aTellb COCTABAbeT M MOAIMCHRBAET OTBETCTBEHHBIA HCIION-
HHMTENb ITOApAa3NieicHMs, TOTOBHBIIETO PAacCMOTpPeHHEe Bompoca. Komun
TIPOTOKOJIOB 3aBEPSIOTCA TeuaThio Ciyx0u JOV.

TIpuHATHE pELICHUS AOBOAATCA OO HCIOJHMTENECH B BHAC BHITMCOK M3
TIPOTOKOJIOB, KOTOpHE 0(hOPMIIAIOTCS Ha COOTBETCTBYIOLLEM OJIaHKe U 3aBeps-
I0TCsl NIEYaThIo cyX0m JIOV.

2.7.3.7. IpoTokoinl MNEYaTaloTCAd Ha CTAHAApTHOM 6naHKe MpOTOKONa
pasmepom mpudgTa Ne 14 unum Ha obieMm GnaHke demRepanbHOrC OpraHa
MCTIONHMTENBLHOM BiracTi dopMara A4 U UMEIOT CEAYIONAe PEKBA3HTHI:

HanmenoBanue jpoxkymenta — ciaoBo IIPOTOKOJI mnewaraerca or
TpaHHIK BEPXHETO ITOJIA MPONMMCHLIMH OYKBaMH B PaspsaiKy, TOJYXWUPHBHIM
mpudToM pazMepoM Ne 17 U BHIpaBHMBAETCH N0 LIEHTPY.

Buy 3acenanus, COBCHIAHHUSA — OTACIACTCA OT IPCIBIIYIETo PEKBH3NUTA 2
MEXCTPOUHBIMUM MHTEpBallaMH, TE€YaTaeTCAd MONYXHPHBHIM 1WpudTOM uepes
1 uHTEpBaN M BHIPABHUBACTCA MO IEHTPY.

MecTo npoBeieHUs 3acelaHis, COBEIIAHUS — YKa3HBaeTCH (IIpU HeobXo-
JAMOCTH) Y KOro INpOBOJAMTCH COBCIAHHME, BHIPABHHBACTCA IO LEHIPY U
OTHENISIETCS OT PEKBH3UTOB “Aara” M “HOMEpP” MPOTOKOJA IMHEHKOM.

Jlata u HoMep TipoTokona. dara odopmisercs cnoBecHO-UUGPOBLIM CHO-
cO00OM M HeuaTaeTcs uYepe3 2 MeXCTPOIHBIX WHTEPBANa HIDKE NpPeHbIAYLICro
pexsusuTa. HoMep npoToKosa neyaraeTcsa apabckuMu LimcpaMi ¥ COCTONT M3
3HaKa “Ne” ¥ MOPAAKOBOTO HOMEpa NPOTOKONA.
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OcHOBHas 9acTh NPOTOKOJIA TICYaTacTcH Yepes 1,5 MeXCrpouyHHX MHTEp-
Baja.

Tlonmics OTHENACTCA OT TEKCTa TPeMsl MEXCTPOYHEIMH HMHTCpPBANAMH H
BKII0YAeT Ha¥IMEHOBaHHE HNOJDKHOCTH JIHMIIA, TpeACeNaTeli-CTBOBABIIETO Ha
3acefaHud (COBEIAHKM), Er0 JIMYHYIO MOIITUCH, PacIlidPOBKY HOAMHCH (MHH-
mmansl H GaMumio).

HaumeHOBaHWe AOMKHOCTH NEYaTacTcd OT JICBOM TPaHHI TeKCTOBOTO
TOJA yepe3 1 MEXCTPOYHBIA MHTEpBaN ¥ UCHTPUPYETCA OTHOCHTENIBHO CaMOM
JIAHHOMA CTPOKH.

PacumdppoBKka IOANHCH pacToiaraercd Ha YpOBHE HOCJCHHEH CTPOKH
HAVIMEHOBAHUA JIOJDXHOCTH ¢ MpobesoM MexXXny MHummanamu u bamwtaeii. Ipu
odopminenrn pacihpoBKU NOMIMHUCH, BKIIOYAIOHICH TONEKO HHALAT KMCHA
M pamMumio, npobesr MeXIy TOYKOM MOciie HHUIMANA UMEHH M daMmineii He
craBurcs. ITocneaasas Gyksa B pacnmnpoBKe OrpaHNYHBACTCH MIPABHIM TOJIEM.

OGpa3sen odopMIIeHHS ITOJTHOTO MPOTOKOJIA NPHBEIEH B IIPHIOXeHHU Ne 9.

O6pazen; ohopMIIeHHA KpaTKOIO IMPOTOKOJA NpHBEJEH B NPHIOXCHUM
Ne 10.

2.7.3.8. Ilpu peuieHuH MPABOBHIX HOPMATHBHBIX BOTIPOCOB (hezepanbHbie
OpPraHH HMCUONHWTENLHON BIACTH B IpeHcNiaX CBOCH KOMITCTCHIMH M3IAI0T
TIOCTaHOBJCHM!A KaK CaMOCTONTENbHEIC JOKYMEHTH.

OdopmiicHIE PeKBU3HTOB MOCTAHOBICHUS aHANOTHYHO 1. 2.7.1.6 qaHHOM
TurI0BO#M HHCTPYKIIMH (MpUIoxXeHHe Ne 4).

2.7.4. Caymebubie micsma

2.7.4.1. CnyxeOHne NHCbMa (defepabHEIX OPraHOB HCIMONHUTEIBHOM
BJIaCTH FOTOBSTCH KaK:

OTBETH O BHMoMHeHUH nopyuyeHuil Ipesngenrta Poceniickoit Oenepamyn
u Hpasurenscrea Poccuiickoii Peaepaiid;

OTBEeTH (heficpAIbHBIX AIrcHTCTB M GelepalbHbIX CIYX0 Ha NOpY4CHHA
MMHHCTEPCTE;

ucnoaHeHue mopydeHmii Ipesupenta Poccmiickoit @epepaumu u Ilpa-
BHTEARCTBA Poccmiickoit Mepepanmm mo oGpalicHHAM TpaXIaH Mo BOMpo-
CaM, OTHOCSIIMMCA K KOMIICTCHIIMM delepaibHbIX OPraHOB HCIIOMHHTENBHOM
BAcCTH;

COTIPOBONMTCIIFHBIC IIACHMA K MIPOEKTaM 3aKOHOAATENMbHEIX akToB Poccuii-
ckoii Menepanum, npoektaM akroB Ilpesumenta Poccuiickoit ®epepanym u
akror IlpaBuTtenscTBa Poccuiickoii Menepariu;

OTBETHl Ha 3aNpPOCH PA3IMYHBIX OpraHU3alyii, MPEANpPUATHH W YAaCTHLIX
JIHL;

MHUIAATUBHBIC IMACEMA.

2.7.4.2. CpoK# IOATOTOBKHM OTBETHHIX IMHCEM YCTaHABIMBAIOTCS PE30JIO-
Heil PYKOBOIWTENS HA OCHOBAHUM MMEIOIIMXCA CPOKOB MCIOJIHEHUS TIOpYYe-
HHIA, 3aMpOCOB WIH [0 PEIIEHHIO aBTOPAa PE30TIOLIMH,

TekcTH OTBETHHIX MHUCEM HOJLKHBI TOYHO COOTBETCTBOBATH IOPYYEHMSIM,
3a(bMKCHPOBAHHLIM B PE30JIIONMHA PYKOBOAUTENA. CPOKM MOATOTOBKU WHHIH-
aTHBHEIX IHCEM ONPEHENSIOTCI PYKOBOIUTEISIMH CTPYKTYPHHIX IIOApasne-
JICHMH.

2.7.4.3. CiryxeOHbIC MHChMA IICYATAIOTCS Ha CTAHAAPTHHIX Onankax dop-
MaTta A4 Wi A5; U3roToBlieHMe GJIaHKOB ImUceM ¢ M3oOpaxenueM I'ocymapcr-
BeHHOTO repba Poccuiickoit @enepalliii CpeACTBaMH 3NEKTPOHHO-BHYHMCIIH-
TEJILHOW TEXHWKW 3aNpeliacTc.
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Ciyxe6HHE NHcbMa, NMONNMCHIBACMEIC PYKOBOJMTENISIMM JABYX M Oonee
(desepanbHBIX OPraHOB ACTIONHATEBHOMN BIACTH, OGOPMIISTIOTCH Ha CTAHAAPT-
HOM Jucre 6yMaru dopMata A4. IIpH 5ToM JaHHEE 0 HAUMEHOBaHMH (dele-
PaJIbHHX OPraHOB MCIONHUTEIBHOM BIACTH, NMOANMCABIINX IMACEMO, BKIIOYA-
IOTCSL B HAUMCHOBAHNE JOJDKHOCTH B PEKBU3MTE “TIORMUCH”.

IIpu odopmieHuK MuckMa Ha JBYX M GoJiee CTpaHMLIAX BTOpas W Moclie-
IyIolie CTPaHHUIE HYMEPYIOTCS TI0 CEPSIMHAE BEPXHETO TOJIS JINCTa apabCKuMu
nudpamu.

CnyxebHoe muchMO deaepaTbHbX OPraHOB MCIIOJIHHTENBHOM BIACTH, Ha-
NpaBAsieMOe BHYTPH CTPaHbi, COCTABISICTCSH HA PYCCKOM s3bKe. TexcT ciayxed-
HOT0 MACHMA, KaK IPaBUJIO, HOJDKEH KacaThCA OAHOTO BONMPOCA WM HECKONMBKHUX
BOIIPOCOB, €CJIH OHHM B3aMMOCBA3AHH W OYAYT DacCMaTpMBarbCsd B OXHOM
CTPYKTYPHOM MOApAasACICHUHM OpraHu3allMi-aapecara.

2.7.4.4. TexcT MAChbMa H3JIAaracTcA OT 3 IMIa eAMHCTBCHHOIO YHCHA.

Hanpumep:

“MUHHCTEPCTBO CYMTAET...”, “DefecparbHOe aTeHTCTBO PACCMOTpeENo...”

Ecnu mucsMo opopMiaeHo Ha 6ilaHKe AOXHOCTHOTO JIMIIA, TO €TI0 TEKCT
H3J1araeTcsa oT 1 Ml eMUHCTBEHHOIO YHCA: “Ipomry...”, “Hanpasigio...”.

TexcT muckMa, KakK NpaBUIO, COCTOMT M3 JBYX dacteii. B mepBoit yacTu
HM31araloTcsl NPHYNHA, OCHOBaHME WMM OOOCHOBAHHE COCTaBICHHSA ITHCHEMA,
MPUBOAATCS CCHUIKH Ha AOKYMEHTH, SBIAIOIUHECS OCHOBAHUEM IOATOTOBKH
nmHuchMa. Bo BTopoil yacTu, HaunHalolleiica ¢ ab3ana, MOMEIAIOTCS BHBOMHI,
NpeVIOXEHHS, IPOCHOEI, PENICHHS U T.JX.

2.7.4.5. Jlata muckMa — JaTa NPWHATHS pellcHUA, 3aPHKCHPOBAHHOIO B
TeKoTe. JlaToii muceMa ABISeTCS HaTa €ro MOAMCAHM.

TIpaBo mogmucu cayxeGHBIX ITMCEM YCTAHABIMBACTCS B TIONOXEHHH, B TOM
YHCNIE B MOJOXESHMAX O CTPYKTYPHEIX TOXPA3NCIACHHAX, B JOJDKHOCTHBIX WH-
CTPYKIMSAX U B JOJDKHOCTHEIX PEINIAMEHTAX; B HA3BAHHBIX JOKYMEHTAX JOJDKCH
OBITHL TIPEAYCMOTPEH IMOPANOK TIOATIMCAHWA NPH OTCYTCTBHM PYKOBOASIHX
TOJDKHOCTHBIX JIHIIL.

II1. Oprasu3amms AoKyMenrT0000pOTA
1 ACOONHEHAR JOKYMEHTOB

3.1. Opranmsamas JOKyMeHT0000pOTA

3.1.1. [IpixeHHe JOKYMEHTOB B (eHEPaJbHOM OPraHe MCIIONMHMTENBLHOMN
BJIACTH ¢ MOMEHTA WX CO3MaHWA WA TMONyYeHH A0 3aBEpLICHHA MCTONHEHUS
WIH OTIIPABKKU 06pasyeT AOKYMEHTOOOOPOT.

3.1.2. TlopaaoK MpOXOXACHUSA HIOKYMEHTOB M ONEpALlii, IPOU3BOAUMEIC C
HUMH B GefAcpaNbHOM OpPraH¢ MCTIONHHTCIBHON BAACTH, PEITIaMEHTHUPYIOTCS
TUNOBEIM PETIIAMEHTOM B3aUMOACHCTBUA (DEACPATBHBIX OPraHOB MCIIONHM-
TENLHOM BAACTH, YTBEPXACHHHIM mMocraHoBiIcHUEM IIpaBurenscrBa Poccuii-
ckoii ®enepanmu ot 19.01.2005 Ne 30 (Cobpanme 3axoHonarenbcrBa Poccumii-
ckoit ®epeparun, 2005, Ne 4, cr. 305), TUTIOBHM PETNIAMEHTOM BHYTPEHHEH
opraHu3anuu deaepanbHBIX OPTaHOB HCIIOIHUTENBHOM BIACTH, YTBCPXICHHEBIM
nocranosacHueM Ipapurenscrsa Poccniickoii @eneparuw or 28 mons 2005 r.
Ne 452 (Cobpanue 3akoHomatenscrBa Poccuiickoit @epepamym, 2005, Ne 31,
cr. 3233), MHCTpYKIMEH MO AeJIONPOU3BOACTBY, PErJIaMEHTOM (heaepalbHOro
Ooprana HCHONHUTE/IbHOM BiiacTH, TabeeM YHA(PUIMPOBAHHEBIX (JOpM JOKYMEH-
TOB, IIOJIOXXECHWSMH O CTPYKTYPHBIX TOJAPA3NECCHMAX, NOJDKHOCTHHIMH WH-
CTPYKUMAMH H JOJDKHOCTHHIMM pEerIaMEHTaAMM.
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3.1.3. Ilpu npuMeHEHHH B (eAcpalibHBIX OpraHax NCTIOMHUTENLHOM BIacTi
3NIEKTPOHHOIO IOKyMeHTooGopoTa cnyxboii JIOY coBMecTHO co ciyx6oit
aBTOMaTH3alMM pa3pabaTHBaIOTCA MApIUPYTH IBIDKCHUA JOKYMCHTOR.

3.2. Opranuzanmus KOCTABKH OKYMEHTOB

3.2.1. JocraBka HOKYMEHTOB B (elepalbHEIA OPraH MCIOJHMTEIBHOM
BJIACTH OCYIIECCTBAACTCA, KaK NMpPaBWIO, CPCACTBAMM IIOYTOBOM, (elIbIberep-
CKOI ¥ 3NCKTPHYESCKOM CBA3H.

C moMOINBIO TOYTOBOM CBA3H B deliepalbHbd OpraH HCIOIHHTEABHON
BIACTH [JOCTARISICTCA NMUCEMCHHAs KOPPECTIOHACHIMA B BWIE TNPOCTHIX H
PErACTPUPYEMBIX IIHCEM, TIOYTOBBIX KapToueK, GaHaeponeli K MEIKHNX TIaKETOB,
a TaKXKe TeYaTHbIE M3JaHus.

3.2.2. ITo kaHanmaM 3MEKTPUYECKOil CBSA3H IIOCTYNAIOT: TeJIETpaMMBI {Tere-
TAlIIOrpaMMel), (akcorpaMmH, TeledOHOrpaMMBI, SMEKTPOHHBIE JOKYMEHTHI.

3.3. Iipuem, 00paGoTKa M pacmpenesieHue
HOCTYNAWIMX JOKYMEHTOB

3.3.1. JokyMeHTHI, HOCTyNaow#e B heacpalbHbli Oprad UCIIOMHUTEIBHOI
BJIACTH Ha GYMaXHBIX HOCHUTENISX, NPOXOMAT NEPBUYHYI0 06paboTKy, NMpeaBa-
PHUTEIBHOE PACCMOTPCHHE, PETUCTPALIHIO, PACCMOTPEHHE PYKOBOACTBOM U J0-
CTABJIIIOTCS MCTIOHUTEIISAM.

IpneM u neppuyHag o6paboTKa JOKYMEHTOB OCYLIECTRISIOTCS pabOTHH-
Kamu| cnyxOu IOY.

KoHBepTH C HOKYMCHTAMH BCKPHIBAIOTCS (33 MCKIIOYEHHMEM KOHBEPTOB C
IIOMETKOM “JINYHO™), TIPOBEPSIETCH NPABIUIBHOCTD JOCTABKH, LIEJIOCTHOCTD YIIa-
KOBKH JOKYMEHTOB. OIIMG0YHO JOCTABICHHBIC JJOKYMEHTH TIEPECHUTAIOTCS TI0
MPUHALICKHOCTH WM BO3BpauaTes ornpasuremo. IIpH oTcyTrcTBIH Ha Jo-
KYMEHTe afpeca OTIPaBUTEN KOHBEPT NpwiaraeTcs K JOKyMEHTY.

Ilony4yeHHHI JOKYMEHT PETHCTPUPYETCH B PErUCTPATUOHHO-KOHTPONBHOM
dbopme (manee nMeHyercsa — PK®P). Ha nonyyeHHOM HOKYMEHTE NNPOCTABNSAETCS
PErHCTPAaLMOHHBIA 1TaMNl. PerdcTpallMOHHEIN ITaMI MPOCTaBJIsAETCHA B Npa-
BOii HIDKHEU 4acTH JIMIEBOM CTOPOHE MEPBOM CTpaHHIEl JOKYMEHTa. Peru-
CTPaUMOHHBIA 10TaMIT COAEPXHT COKPALICHHOE HANMEHOBaHHUe deaepaibHOTO
OpraHa HCTIONMHUTENLHOM BIACTH, ATy M PETHCTPAIMOHHEI HOMED.

3.3.2. JTokyMeHTHI, aApecOBaHHBIE PYKOBOACTBY ¢heAepabHOrO opraHa
UCTIONHATSNFHOM BJIAaCTH, a TakKke Oe3 yKa3zaHWs KOHKPETHOTO JHIA WM
CTPYKTYPHOTO TOApAa3icACHNs TPEABapUTENLHO PacCMaTPUBAIOTCA B clyxOe
JOY, a 3aTeM HanpapISIOTCs PYKOBOACTBY W B IOIpa3fe/iCHHE.

IIpenBapuTCIbHOS PACCMOTPEHHE JOKYMEHTOB IIPOBOAMTCS C LIEABIO pac-
NpeNeNicHnst TTIOCTYIMMBLIMX HOKYMEHTOB Ha Tpebyromue o0A3aTeabHOIO pac-
CMOTpEHHUA PYKOBOICTBOM H HanpaBJisieMBE HEMIOCPESACTBEHHO B CTPYKTYPHEIE
MOJPA3NCIICHHS ¥ OTBETCTBCHHEIM MCIIOTHHUTEISM.

IlpenBapATeRbHOE PACCMOTPEHKE OCYIIECTBIISIETCA UCXOIA M3 OIEHKH WX
COIEPXaHNA, HA OCHOBAaHWM YCTAHOBJICHHOTO B OPraHM3alliél pacipeacieHus
00513aHHOCTEH.

Be3 npeBapuATeIbHOTO pACCMOTPCHMS TIEPENAIOTCs 0 Ha3HAUYEHMIO JOKY-
MEHTBI, aAPSCOBAHHEIC HEMIOCPEACTBCHHO CTPYKTYPHBIM MOAPA3IeICHHUIM TN
JOJDKHOCTHBIM JIAIIAM.

PaccMoTpeHnbie PYKOBOACTBOM IOKYMEHTHI BO3BpAaIAIOTCH B CHYXOY
OOV, roe B PK® BHOCHTCS COliepXaHNe pe30IOLH, a NOKYMEHT NepeaaeTcs
Ha HCIIOJTHEHHE.

IToMIMHAYIK TOKYMEHTA, KOTOPKIA UCTIONHACTCA HECKONBKUMM CTPYKTYD-
HBIMH TIOZIpasfieNIieHMAMH, TIOJIyJacT OTBETCTBEHHbIN HCTIONMHUTENb, OCTANBHBIM
MCTIONHUTENAM NEPENAOTCA KOIUH.
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3.3.3. IlocTynuBiiye TejerpaMMbl IPUHUMAIOTCA TIOT PACIIMCKY C IPOCTAB-
JeHAEM [IaThl U BPEMEHM IIPUEMA, PETHCTPUPYIOTCH, a 3aTeM IepeaaloTcs Ha
DPACCMOTPCHUE PYKOBOACTBY M MCIIOIHEHNE,

3.3.4. TekeT noctynueInei TeedOHOrpaMMEL 3aIMCHBAcTCA (TIEYATASTCH)
noJiyyareneM Ha GiaHKe, peTHCTPHPYSTCS M ONEPATHBHO TepeNaeTcss pykoBo-
JUTEIO, KOTOPOMY OHa ajpecoBaHa.

3.3.5. IIpu nepepaye ¥ npueMe TOKYMEHTOB N0 KaHaiaM GaKCUMUIBHOM
CBA3HM HEOOXOAMMO PYKOBOICTBOBATHCS CJCSAYIOIMMH TpeGOBaAHUAMU:

o0BeM NepeiaBaeMoro IOKyMEHTa (TeKCTa, CXeMH, rpadudyecKoro n3oépa-
XCHHA), BEIOTHEHHOro Ha Oymare popmara A4 4epHEIM 1IBETOM, HE JOJLKCH
MPEBHIIIATE S IUCTOB;

JOKYMEHT I Tiepefiaud TIo KaHany (hakCHMIWILHOM CBSA3H CHacTCH ©
3as(BKOM YCTaHOBJICHHOrO 00pasia, IOJITUCAaHHOH PYKOBOAUTEIEM IIONPA3Ne-
JIeHNA. 3asBKH XpaHATCH B TeYeH¥e ONHOIO Iona;

OTBETCTBEHHOCTE 3a CoZiepXXaHKeE NepeaaBaeMoii HHbOpMaIlii BO3IaraeTcs
Ha WCIIOJIHMTENSA, MOJrOTOBHBILETO JOKYMEHT XK NEpeAadye, M PYKOBOJUTENS
COOTBETCTBYIOLIETO TOJpa3jiceHHst;

dakcorpaMMBI Ha MHOCTPaHHHIX $3HIKAX OTTIPABIAIOTCH MPH HaIWIUHU
TIepeBOHaA, 3aBEPEHHOTO JUIIOM, TIONITACABIINM (PaKcOrpaMMy;

3anpeliaeTcd MepeAaBaTh TEKCT JOKYMEHTOB ¢ moMeTKo#H “Jlns cayxebHoro
MOJIE30BAHHUA™;

TMOUIEXAIWIH TIepeaaye JOKYMEHT perucrpupyercsa. IIOIMMHHMKU NOKY-
MEHTOB ITOCKE ITepegavd BO3BPAIAIOTCS UCTIOTHUTESIM C OTMETKOM O BpeMEHU
OTIIPaBKH;

TIOCTYIIUBINKE (hbakcOrpaMMbl DETMCTPUPYIOTCH, HEpEHaloTCsl aapecaraM
TOJ1 PACIMMCKY B JIeHb MX IIPUEMa, CPOYHBIC — HEMEIJICHHO;

TIOCTYIMBIUMIL Belex 33 hakcorpaMMoil MOUIMHHUK JOKYMEHTA HapaBJisi-
€TCS B COOTBETCTBYIOLLCE TIOAPa3ACACHUEC-HCIIONIHHTEID;

(akcorpaMMbI Ha HHOCTPaHHEIX SI3BIKAX JIOCTABIISIOTCA aapecary be3 nepe-
BOJIA.

KonTtpons 3a ucnons3oBanueM (paKCMMHIILHOM TEXHWKH, YCTaHOBJICHHOH
B IMOJpAsAeNeHNsIX, OCYILIECTRISETCH UX PYKOBOJIVITEISIMM.

3.3.6. JIoKkyMeHTHl B 3JCKTPOHHOM BHJE, HOCTynaomme B deepanbHEIi
OpraH HCHONHMTEIBHON BIACTH, MIPOXOJAT MPHEM, PETUCTPANMIO, TPSABApHU-
TEJIBHOE PACCMOTPEHUE, PACCMOTPEHME PYKOBOACTBOM M JOCTABIIAIOTCA UCHON-
HUTENAM.,

IIpueM M permcTpanusi JOKYMEHTOB B 3JieKTpOHHOM Biae B PK®, mocrty-
TIMBIIKX Ha 3MCKTPOHHBIA ajipec delepanbHOTO OpraHa HCIIONIHUTENBLHOM B1ac-
TH, OCYIIECTBIISIIOTCH CIyXCoii JIOY Win IpyTHM CTPYKTYPHBIM MOAPA3Ie/ICHU-
eM M0 paspellicHHI0 PYKOBOAHTENA (heAepalbHOTO OpraHa MCIOMHHMTENBHOM
BIACTH.

TIpaBuna npuemMa, o6paboTKH U pacTIpeICICHU JOKYMCHTOB B 3/IEKTPOH-
HOM BHJC ONPEHC/IAIOTCA WHCTPYKIMEH 1o ACNIONPOM3BOACTBY (helcpaNbHoro
OpraHa UCTIOJHUTEILHOM BIACTH C yueToM GYHKIMOHMpYIONIMX B henepanbHOM
opraHe MCTIONHMTENILHOM BIACTH TEXHWYECKNX W MPOTPAMMHBIX CPEACTB.

3.4. Oprasmzanasa o0paloTKN H nepeaH
OTHPABISIEMBIX OKYMERTOB

JIOKYyMEHTHI, OTHparisicMHC (eAcpalbHBM OpPraHOM MCIIOJIHUTEABHOM
BJIACTH, MEepeHaloTca MOYTOBOM M SNEKTPHYCCKONH CBA3BKO.

0O6paboTKa JOKYMERTOB JUIS OTIPABKH MOYTOBO CBA3BIO OCYMIECTBIICTCH
ciyx6oii OV denepanbHoro opraHa HCIOMHMTEIBHOIM BIACTH B COOTBETCTBUHA
¢ neiicreyiomuMi ITpaBrnaMyu oka3aHMsl YCIIYT IOYTOBOI CBA3M.
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C noMomsio cpeicTB 3eKTpuuecKoil cBasu cayx6a JTOY ocymecTriser
mepefavyy TejerpaMm, dakcorpamMM, TenedoHOrpaMM, SNEKTPOHHBIX JOKY-
MEHTOB.

Buns 1oKyMeHTOB, HH(MOpMaIa KOTOPBIX IEPEAACTCA 10 KaHaaM JIEKT-
PUYECKOM CBA3H, a TAKKE HEOOXOMUMOCTh H NOPANOK JOCHUIKH X OYMaXKHOTO
OPMTHHANA afipecaTy ONpeAciAIoTca WHCTPYKUMEH 10 AEMONpPON3BOACTBY de-
JEpaisHOTO OpraHa MCTIOMHMTEARHOM BIACTH ¢ ydeToM GYHKIMOHMPYIOIINX B
¢eaepaIbHOM OPTaHE HCIIONMHHUTEILHOM BIACTH TEXHHYECKUX M MPOrpaMMHBIX
CPEJICTB.

JIOXyMEHTH IS OTTIPaBKH HepelaloTCs MOMHOCTBIO 0hOpMICHHRIMH, 3a-
PErMCTPUPOBAHHBIMH C YKa3aHHEM ITOYTOBOIO afpeca, HoMepa tencdoHa/anek-
TPOHHOTO afipeca WK ¢ YKa3aHUEM Ha PacChUIKY.

HJoXyMeHTH, MOJUICKallMe OTNpaBKe, A0JKHEI 00pabaTHBaTECI U OTIIPaB-
JIATECA B ICHb UX MOAIUCAHWSA WIH HE MO3/Hee cleAaylollero paboyero aHs.

JOCHUTKa HAM 3aMeHa PAa30CIaHHOro paHee AOKYMEHTA OCYIICCTBAACTCS 1O
YKa3aHMIO JWLa, TOAMHCABIIETO JOKYMEHT, HIH pYKOBoauTeNd cryx0u JJOV.

3.5. Hopsanox npoxoxnenss BHYTPEHHHX JOKYMEHTOB

3.5.1. TIpoxoXacHNE BHYTPEHHHMX JOKYMCHTOB Ha 3TallaX MX NOATOTOBKH
¥ 0OPMIICHHSA JOJDKHO COOTBETCTBOBATE NMPOXOXACHHIO OTTIPABISCMEBIX JOKY-
MCHTORB, a Ha 3TAll€ UCIMONHEHHS — YOCTYHAIOIIMX JOKYMEHTOB.

3.5.2. TIpocKTH pacOpAIMTENEHHX JOKYMECHTOB ITOC/HE IMOATOTOBKH U
COIJIaCOBAHMA C 3aMHTEPCCOBAHHBLIMH TIOAPA3ACIICHWSIMH M AOLKHOCTHBEIMHU
JUIAMM Tepenaloresi B cayx0y JOY, xoTropas OCYIIECTBISIET KOHTPOJIb 33
MPaBUIBHOCTHIO MX OGOpMICHHSL.

OdopMIeHHBIE JOKYMEHTHI TIepelaloTcs Ha MOXNKUCH PYKOBOJACTBY B COOT-
BETCTBHH C TIPaBOM IOATIMCH HOKYMEHTOB M paclipelie/icHieM o0A3aHHOCTeH.
IMocne mopmucaHus AOKYMEHTEI PETUCTPUPYIOTCS.

3.5.3. Pa3sMHOXEHHBEIE SK3¢MIUISPHI ITONMMCAHHBIX PYKOBOIUTEIAMH W
3aperuCTPHPOBAHHEIX PaCIIOPAAMTEIBHBIX JOKYMEHTOB B 00513aTeIbHOM ITOPSifI-
KE€ PacCHINAIOTCA B CTPYKTYPHEIE WOAPA3ACACHUS, B BCICHHM KOTOPHIX HaXo-
JATCA pacCMaTpHBAaEMEIE BOTIPOCHI.

3.5.4. Tlepegaga NOKYMEHTOB MEXIY CTPYKTYPHEIMM HOIpa3ACICHUAMHA
OCYIIECTBIACTCA Yepe3 JIML, OTBETCTBEHHHIX 324 BEACHHE ACJONPOM3BOICTBA B
KOHKPETHOM CTPYKTYPHOM IOoApa3ieiaeHuM. JJOKYMEHTHI IEPEAaOTCsL ¢ COOT-
BeTCTBYIONIEH oTMeTKOM B PK®.

3.6. YueT xoiuecTBa JOKYMEHTOB

3.6.1. Yuer KoinMuecTRa JOKYMSHTOR 32 ONpEACICHHEIN eproll BpeMeH!
(ron, mMecsr) npoBoxurest o PK® 1o MecTy pericTpallii JOKYMEHTOB,

PesyneraTH yYeTa KOJXHYECTBA TOKYMEHTOB obo0wmarTces cyx6oii JIOY u
TIPEACTABISIOTCS PYKOBOJCTBY.

3.6.2. 3a eauHUMIy y4era KONWYCCTBA HOKYMCHTOR NpPWHUMAETCH CaM
JIOKYMEHT C YYETOM Pa3MHOXCHHEIX 3K3eMILIIPOB.

PasMHOXeHHBIC 3K3eMIDIIPH MOACYHTHIBRIOTCH OTAENBLHO Ha OCHOBE IIPH-
HATOH B delepanbHOM OpraHe MCTIONMHHUTEIBHOM BIACTH CHCTEMEL YYETa JOKY-~
MEHTOB.

Yuer KomHYecTBa JOKYMEHTOB MOXET IPOBOAMTLCA IO (deAcpalbHOMY
opraF?f HMCIIOJHHUTEILHOM BIACTH B I1EIOM WIH 110 OTIEEHEIM NOAPa3ACIICHHSM.

OCTYIAIOLIHE ¥ CO3NAI0IIMecH TOKYMEHTH MIOJNCYHTHIBAIOTCA OTIEIBHO.

HTorosrie aHHBIC IOJACYETA MPEACTABIIOTCA B Tabmuyunoii dhopMe (rpu-
noxeHre Ne 19 — npumepHoe). 1o KaXaoii Ipynne YIUTHIBAOTCS KOTUIESCTBO
JOKYMEHTOB 1 OTACTHLHO KX THPaX (LIUGMPH IPOCTABIAIOTCA YEPE3 KOCYIO YepTy
WIM B OTJICNbHBIX Tpadhax).
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3.7. Pabora ucnosmnTelel ¢ JOKyMeHTaMH

3.7.1. VicionHeHMe BOKYMEHTA IIPEAYCMarpuBaeT: c60p M oOpaboTKy He-
00XoIUMOH MHGOpMalWK, TOArOTOBKY IPOEKTA JJOKYMEHTA, €ro odopMIcHHE,
COLNACOBAaHME, IIPEACTABICHUC HA TIOMIIMCAHNE (YTBEPXICHUE) PYKOBOACTBOM
(eAepasibHOTO OpTaHa MCIIONHUTEALHOU BAACTH WM PYKOBOAHTEIAMH CTPYK-~
TYPHBIX TIOJpa3felieHuid, TOArOTOBKY K MEPeCKUIKE agpecary.

Hcnonnutens onpedender HeoOXOAMMOE KOMMYECTBO SK3EMITHSIPOB JOKY-
MEHTa, IepeAacT JOKYMEHT Ha TupaxupoBanue. Ha JOKyMeHT, pacchuiaeMBbIil
Oonee 4eM B YETHIpe ajpeca, MCIIOMHKWTENb TOTOBUT YKAa3aTellb Ha PacChUIKY.

3.7.2. TIpu omepaTUBHOM pellleHHH BOIIPOCOB Ge3 COCTaBICHUS JOTONHH-
TEJIbHBIX JOKYMEHTOB MCIOIHUTENb ACJHAeT OTMETKH Ha JOKYMEHTS: O JaTe
nocrymeHus (ecau o6pa3oBajicd MHTEPBaJ BPEMEHM MeXAy IOCTYIUIEHHEM
JIOKYMEHTa W €ro JOCTABKOU UCIIONHUTENIO), O JATaX MPOMEXYTOYHOIO UCIION-
HeHUA (3alpoc CBEACHUN, TeedOHHBIC TIEPErOBOPH M T.A.), O aTe M Pe3yib-
TATaX OKOHYATEILHOTO MCIIOJTHEHUS,

Bce oTMeTKH pa3sMenialoTced Ha CBOOOIHBIX OT TEKCTA MECTax.

IV. Iouckonasi cicTeMa N0 JOKYMEHTAM

4.1. Peructpaums JOKyMEHTOB

4.1.1. OcHOBOI IOCTPOEHMS MOUCKOBHIX CHCTEM ABISIETCA pErvcTpalms
JOKYMEHTOB — 3allUCh YYETHHIX JAHHBIX O JIOKYMEHTE IO YCTAHOBJIEHHOI
dopme, dukcnpyromas dakr ero co3NaHKs, OTIPABTCHHA WIN IOTYICHUSA.

4.1.2. Peructpauuy ojIeXar BCe AOKYMCHTEL, TpeOyIollye y4eTa, NCIo-
HEHMS W MCTIONBL30BAHHS B CIPABOYHEEX IIEJIfX.

PerucTpupyIoTcsa JOKYMEHTH, IIOCTYIAIONTHE M3 APYriX OpraHu3aluii ¥ oT
(bu3MIecKUX IMII, a TAKKE CO3JaBacMble — BHYTPEHHHE M OTIPABIAECMBIC.

JIOKYMEHTH pETHCTPUPYIOTCH HE3ABHCHMO OT CII0C00a MX IOCTaBKH, Tiepe-
FaYd WM CO3NaHU.

4.1.3. JJOKYMEHTH PETHUCTPHPYIOTCS OAMH pa3: MOCTYIAIONMe — B JiCHb
MOCTYIDICHHSI, CO3NaBaeMBbleé — B JcHb MOANMCAHMA WIM yrBepXaeHus. Ilpu
nmepeia4ye JOKYMCHTA M3 OXHOTO MOAPA3AE/IeHKs B IPYIroe HOBHIA perucTpau-
OHHEIl HOMEp Ha JOKYMEHTe, KaK NMpaBWIO, HE IPOCTABNISCTCH.

4.1.4. Peructpanmus AOKYMCHTOB ITPOM3BONMTCH B Mpeleiaax Fpyim, B
33aBHCHMOCTH OT Ha3BaHUA BUIA JOKYMEHTA, aBTOpa M cofepxXauud. Hanpumep,
OTIENIBHO PETUCTPUPYIOTCA AOKYMEHTHI, noctyrmsime u3 Ilpasurenscrsa Poc-
cuiickoii ®eacpande, NMpUKa3kl PyKOBOAMUTENS GefepanbHOr0 opraHa UCIoi-
HHTEIBHOM BIACTH IO OCHOBHOM AeATeIbHOCTH, TIPUKA3HI [0 IHIHOMY COCTaBY,
CJIyXeOHas NEeperMcKa, 00PalleHUs TPpaXaaH.

4.1.5. Peructpanust NOCTYIAIOMMX, BHYTPCHHHUX M OTIPAaBAAEMEIX JOKY-
MCHTOB MPOW3BOAMTCH B MECTAX UCTOIHCHUSI H CO3NAHUA JOKYMEHTOB. JIoKy-
MCEHTHI, TonyyeHHule u3 IlpaBurenberBa Poccumiickoii ®enepanun, AIMHHHA-
crpaumyn  IIpesupenta Poccwmiickoit ®Dejepanyn, IOCTymMalollide Ha
paccMoTpeHMe pykoBouTena deaepalbHONO OpraHa UCIIONHUTENBHOM BIIACTH
H ero 3aMECTHTENCH, pacOpIANTENbHEE AOKYMCHTH H MEPETHCKA 32 MOIITH-
CbI0 PYKOBOJUTENA heliepalbHOTO OpraHa HCIIOMHHUTENLHOM BIACTH, IIPOTOKO-
JIBL M pellIeHUA KOJIETHAJIBHBIX OPTaHOB perucTpHpyioTes B ciyxbe JIOY.

JOKYMEHTEL, CO3IABaCMBIC TIO HaNpaBICHASIM ACATCABHOCTH (eAcpaibHO-
TO OpraHa MCIIOJIHUTEIBHOM BJIACTH, MOTYT PETHCTPHPOBATBLCA B CTPYKTYPHBIX
MOApAa3NeNeHUIX.

JIOKYMEHTHI, nepefaBaeMbie MM TIPUHUMAEMBIE 110 KaHaJIaM HaKCHMHIIb-
HO#M CBSI3H, perucTpupyloTcd B ciyx6e TOY wiu B CTpyKTYpHBIX NOApa3aelie-
HMSX, OCYIICCTBAAIONIAX WX IIPHEM U Tiepeavy.
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4.1.6. JoxkymeHTBl peructpupyiorc B PK® — TpaIMIMOHHBIX WIH JJIeK-
TPOHHBIX KapTOUKaX, XypHaJax.

4.1.7. PermcrpaumoHHbi HOMep JOKYMEHTa COCTOHMT H3 IIOPSAKOBOYO
HOMEpa, KOTOPHINA MCX0ad U3 UHGOPMALIMOHHBIX MTOTpeOHOCTEH deaepalbHOTO
OpraHa UCIONHUTENHHOM BIACTH MOXET JOIONHATHCS OGYKBSHHBEIM MMM LU(D-
POBBIM MHIEKCOM CTPYKTYPHOTO MOAPA3ACICHHSA, HHACKCOM Aeia MO HOMEH-
XJIaType e, KOIOM JOKYMEHTa 1Mo KlacCHGUKATOPy KOPPECHOHZEHTOB, MC-
noyHATeNe! U Ip. CocraBHLIE YacTH PETHCTPALIMOHHOTO HOMEPA OTICHSIOTC
JPYT OT ApYyra KOCOM 4epToi.

4.1.8. Ing co3naHus MIOMCKOBRIX CHCTEM M JOCTIKCHHMA HHGOOpMATHOHHOM
COBMECTUMOCTH PETUCTPALMOHHBIX JAHHBIX YCTAHABIMBACTCA CIICAYIONMIA co-
CTaB OCHOBHEIX PEKBHU3WTOR PETMCTpAIIN:

HauMeHOBaHME OpraHM3alii (ABTOpPAa WIM KOPPECNIOHECHTA);

HaMMEHOBaHHE BHIA JOKYMEHTA;

JiaTa ¥ PETUCTPAllHOHHBINH HOMEp JAOKYMEHTa;

JlaTa ¥ HHAEKC TOCTYILUICHMS

3arOJIOBOK K TEKCTy (KPaTKOe CONECPXAHME JOKYMECHTA);

pe3omonus (MCIOMHUTENb, COACPXaHKE TOpyYeHHsl, aBTOD, AATa);

CPOX UCIMOJHCHUS JTOKYMEHTA;

OTMETKA 00 HCIIOTHEHMH JOKYMEHTA M HallpaBJIEeHHM €ro B AETO.

CocTaB OCHOBHBIX PEKBH3WTOB PErHiCTPAIlMH B 3aBUCHMOCTH OT XapakTepa
JOKYMEHTA M 33734 UCTIONB30BaHuA HHGOpMaMKM MOXET JOTIOJHATHCA APYIH-
MU PeKBH3UTaMM:

rpud (OTMETXa) OrpaHWYCHM JOCTYHA K JOKYMEHTY;

BHYTPEHHSA Nepeaipecalisa JOKYMEHTOB [0 UCTIOTHUTEISAM;

KOJI, TIO TeMAaTUYeCKOMY KJIacCH{pHUKaTOpy;

KJIIOYEBLIC CJIOBa;

KOJIMYECTBO JIUCTOB JOKYMEHT;

HaIMYHE IPUIOXKCHMIA;

IOICKHOCTHOE JIMIIO, MOCTABUBILEE NOKYMEHT Ha KOHTPOIND;

TNPOMEXYTOYHBIE CPOKHU MCTIOTHEHNS,

TIEPEHOC CPOKOB MCIIOHCHUS;

CPOK XpaHEHMS NOKYMEHTa;

CTaTYC JOKYMEHTA (IIPOEKT, BEpCHA);

B, lTepeaadi JOKYMEHTa (oyToil, pakcoM M T.4.) ¥ Jp.

4.1.9. Pervcrpanust JOKyMEHTOB-OTBETOR ocyniecTBasiercss B PK® unnm-
ATUBHHX NOKYMEHTOB. JIOKYMEHTY-OTBETY NPKCBANBACTCA TIOPAAKOBHI HOMED
B IpefesiaX COOTBETCTBYIOIIEIO PETUCTPAIIMOHHOIO MACCHBA.

4.2, OprasM3anus OKCKOBOM CHCTEME! 0 JOKYMEHTAM

4.2.1. qng obecrieyeHus 3hGeKTHBHOTO HCIIONH30BaHHA HHGOpMAITAH IPH
TNIPYHSTHH pEeIIeHUI B (DeepaibHBIX OpTaHaX WCTIOMTHWTEIBHON BIACTH CO3Aa-
IOTCI TIOMCKOBHIC CHCTEMBI II0 JOKYMeHTaM. ITOMCKOBHIE CHCTEMBI MOTYT
CO3/1aBaThC KaK B TPaAUIMOHHOM, TaK U B 3JICKTPOHHOM BHIC.

4.2.2. lnpopManust 0 JOKYMEHTAX, MONyYeHHAd IMPU WX DerMCTpaliu,
TOCTYIIAET B ITOMCKOBYIO CHUCTEMY, KOTOpas BKIIOYAeT B ce0f KapTOTCKH H
KNacCU(PHUKAIMOHHBIC CIIPABOYHUKH.

4.2.3. Nlpu TpaauuoOHHOW KapTOYHOU pPEerHCTpalyH Ievyaraercd Heod-
xomumoe kKoimyecTso PK®, KoToprie MOTYT COCTaBIAThH CIAEAYIOLME KApTO-
TE€KU: CNpaBOYHbIE (110 KOPPECMOHACHTAM, BHAAM JOKYMEHTOB, aBTOpam
JOKYMEHTOB M Jp.), KOHTPOJILHO-CIIPABOYHBIE, KOOW(PUKALNOHHEIE, ITO 00-
palieHHAM IpaXxiaH, andaBUTHBIE U JApYTHE B 3aBUCHMOCTH OT 332124 IIOHCKa
HHGOpMaIuuy,

35



4.2.4, DbdekTHBHOCTH PabOTH MOMCKOBO# CHCTEMHB AOCTHTAETCA IIYTEM
Ppa3paboTKM KIaCCH(PUKALMOHHEIX CIIPaBOYHUKOB:

xiaccuduxaropa BOIPOCOB ACATENBHOCTH (elepaTBHOIO OpraHa HCIFOM-
HWTENBHOM BJIACTM,

Kiaccuduxraropa BUIOB JOKYMEHTOB;

Knaccu(uKaTopa KOppeCoHAEHTOB;

KIaccHUKATOPA pe30JTIOLIHiA;

KJIacCH(PUKATOPA MCIIOHUTEICH;

KJIacCH(pUKATOpa pe3yIbTaTOB HCIIONHEHUS JOKYMEHTOR;

HOMEHKIIATYPH Je.

TloMMMO TIEPSYHCIIEHHBIX B KOHKPETHOM TMOMCKOBOI CHCTEME MOTYT HC-
MOJIb30BATLCH M JIPYTHe KNACCU(MKATOPbI B 3aBHCHMOCTH OT HOTpeGHOCTEH
BBOJa M NIOMCKA JOKYMEHTOB U HH(pOPMALH.

4.2.5. B aBTOMarn3MpOBaHHAIX MaCCHBaX IIOMCK KOHKPETHOTO JIOKYMEHTA
HIH MoAOOPKM MAaTepHAIOB OCYIIESCTBAAECTCA MO PEKBU3MTAM (3ar0OJIOBOK, BUJL
JOKYMEHTa, JaTa MPUHSITHA, HOMEP AOKYMEHTA M T.I.) WIK 10 KOHTEKCTY (1o
JoGoMy cIoBy WiE ¢pase, COACPXKAIMMMCI B HCKOMOM JTOKYMEHTE).

ITOHMCKOBHI 3aIIpOC MOXET COAEpXATh IOOYI0 KOMOHHALIMIO PEKBHU3MTOB
H DIEMEHTOB TCKCTA.

4.2.6. IToHCKOBHE CHCTEMBI JIOJDKHB 00CCIIEYHBATh IOUCK HHMOPMALIH O
JieaTeIbHOCTH QelepabHOIO OpraHa MCIONHUTELHOM BIacTH.

V. KoHTpOss BCToTHEHHs TOKYMEHTOB

5.1. TIopsnok KOHTPOJS M CPOKH UCTIONIHEHHS IOKYMEHTOB B eiepaibHBIX
OpraHax MCTIOJHUTENIEHON BNaCcTH ONpelesIoTes THUIIOBGIM pErflaMeHTOM B3a-
HMOJEHCTBHA (egepaJbHBIX OPTaHOB HCITOMTHHTENBHOM BIACTH, YIBEPXICHHBIM
nocraHosieHueM IIpasutenscrsa Poceniickoii ®eaeparm ot 19.01.2005 Ne 30
(Cobpauue sakoHomarenbeTBa Poceniickoit @epeparmu, 2005, Ne 4, cr. 305),
1 TUITOBBIM peraaMeHTOM BHYTpeHHEM OpraHusalmd dexepalbHBIX OPraHoB
HMCIIOJHUTEILHOM BIAacTH, YTBEPXICHHHM NOCTaHOBNeHHeM IIpaBUTenbCTRA
Poccuitckoit @enepamym ot 28 mronsa 2005 r. Ne 452 (CobpaHue 3aKOHOZATENb-
cTBa Poccuiickoit @eaepanmu, 2005, Ne 31, cr. 3233).

5.2. KOHTpOJIb MCTIOTHEHMS IOKYMEHTOB BKITIOUAET ITOCTAHOBKY JOKYMEHTA
Ha KOHTPOJb, PeTyIMPOBAHNE XOJia MCIIONHEHHKS, CHATHE UCTIOTHEHHOI'O JOKY-
MEHT4d ¢ KOHTDOJS, HAIPaBICHUEC WCIIONIHEHHOIO JOKYMEHTa B JAENO, YUeT,
0000nIeHMe W AHANA3 XOMa ¥ Pe3yJILTATOB HCTIOJIHEHMS AOKYMEHTOB, HHbop-
MHPOBaHME PYKOBOAUTENICH O COCTOSHUY UCIONHECHUSA JOKYMCHTOB,

5.3. KoHTpomo noanexar Bce 3aperiCTpUpOBaHHbE JOKYMEHTHI, TpeOylo-
IMe¢ UCIIOMHEHNS, MepeYeHb KOTOPHIX YTBEPXKAACTCH PYKOBOAMTEIEM dene-
PAJILHOIC OpraHa HUCTIOJHUTCIBHON BIACTH.

Ilpu mocTaHOBKE JOKYMEHTa Ha KOHTPOJIL B IIPABOM BEPXHEM IIOJIE IOKY-
MCHTa CTABMTCSI OTMETKa O KOHTpOJE, KOTopyio obo3HavaioT Oyksoii “K” win
ci1oBoM (mramriom) “KoHTpoins”.

5.4. KoHTpOJIH MCIONHEHMS 00ecTIeUMBacTCS ONPEACTICHHEIM B PEIIAMEHTE
tenepasbHOrO OpraHa WCIONHUTENBRHON BIACTH CTPYKTYPHBIM IIOApa3ecie-
HHEM.

5.5. CTpykTypHOe TioapasieicHHe, obecliednBalolice KOHTPOJIb UCIIQJIHE-
HES, KaK TIPaBHIO, EXCHEICIBHO MPEACTARNAET PYKOBoAUTEMO deaepansHoro
OpraHa UCTIOMHHTELHON BIACTH, 3aMCCTUTEIISIM PYKOBOAMTENA (peAcpanbHOro
opraHa WCTIONHHUTEIHHOM BIACTH M PYKOBORUTENSAM CTPYKTYPHBIX IOJpa3-
JeNeHui MHGOPMANIO 0 HAXOMAIMMXCS Ha KOHTpOJNEe NOKyMeHTax no d¢op-
Me, onpeneleHHoi pykoogureneM deaepalbHOTO OpraHa MCIIOTHHUTEIHLHOM
BACTH.
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B deneparbHBIX MUHUCTEPCTBAX CTPYKTYPHOE TIOApasAecHUe, obecedn-
BAIOLUCE KOHTPOJIL UCIIOMHEHHUS, B TC XE CPOKH IIPEACTARIAET aHANOTHYHYIO
HHGOPMALIMIO PYKOBOIUTENAM GeacpaIbHbIX CIyX0 M (eepalbHEIX areHTCTB,
HaXOXALIMXCS B BeACHHM defepaibHOIO MUHKCTEPCTBA.

5.6. KOHTpOJIb HUCIOGIHEHHA JOKYMEHTOB CTPOHTCA Ha 6ase perucrpamu-
OHHBIX JaHHBIX.

KoHTponbHasi KapToTeKa CHCTEMATH3UPYETCS 1O CPOKaM MCTIONHEHHS
JOKYMEHTOB, IO MCIIOTHHTEISIM, IPYNIaM JOKYMEHTOB.

VI. Opranu3anus paGoTs ¢ ZOKYMEHTAMH B IEIONPON3BOACTBE

Opranuzanys paboThl ¢ JOKYMEHTaAMW B HEJIONIPOU3BOACTEE NPESICTABNISAET
coBoll COBOKYNIHOCTH BHIOB pPaloT, 00eCTeyHBalONIMX COXPaHHOCTb, YYET,
CHCTEMaTH3aLMIO JOKYMEHTOB, (DOpPMUPOBaHUE H OoGOpMICHHE JACH Ha JCNO-
NPOU3BOICTBEHHON CTafiuM ¥ MX Iepefady B apxuB ¢efepanbHOr0 opraHa
HCIIONHUTENBHOM BIACTH (Janee HMEHYETCS — apXWMB) B COOTBETCTBHM C
TpeOOBaHHUSIMH, YCTAHOBICHHHMH HOPMAaTHBHO-METOAMYECKUMH JOKYMEHTa-
MH IO apXMBHOMY €Ny M HAENONPOM3BONCTBY MUMHHCTEPCTBA KYINETYPH M
MAacCOBEIX KoMMYHUKamuii Poccuitckoit @exepauuut, PelepantHOro apxMBHO-
TO arcHTCTBA U JpYruX heAepaibHbIX OPraHOB HCIIONHETEILHON BIACTH.

6.1. Cocrasienne HOMEHKIATYP el

6.1.1. HoMeHKIaTypa Jell — CUCTeMAaTU3UPOBAHHbII NepedeHb 3ar0JIOBKOB
(HaMMEHOBAHUIT) e, 3aBOAHMEIX B deicpabHBIX OpraHaX MCIIONMHUTCABHOMN
BJIACTH, C YKa3aHUEM CPOKOB MX XpaHCHUS, OOpMIICHHHIA B YCTAHOBICHHOM
opAJKE.

HomMeHknaTypa Jci npefHa3HaueHa JJid TPYNIMPOBKH HCIIONHEHHBIX J0-
KYMEHTOB B Jejia, CUCTCMaTU3alWd M ydeTa Ael, ONpeAeNcHHUA CPOKOB HX
XpPaHEHHs M SIBJISETCS OCHOBOM A/ COCTABJIEHMS OIMCEH el TOCTOAHHOTO ¥
BpeMeHHoro (cBhIe 10 jier) XpaHcHMS, a TaKkKe IS ydeTa Jed BPpeMeHHOTro
(1o 10 JeT BKIIOMMTENIFHO) XpaHeHUWA.

6.1.2. TIpn cocTaBleHHHM HOMECHKMATYPHL NIEN CICHYeT PYKOBOACTBOBATECA
TIOJIOKEHHUAMH O (eaepalbHOM OpraHe MCIONHUTENIBHOM RIACTH H €ro CTPYK-
TYPHHX TIOAPasNCICHUSX, IITATHHM PAcMUCaHUeM, IUIAaHAMH W OTYETAMH O
pabote, nepeYHIMH JOKYMEHTOB ¢ YKAa3aHHEM CPOKOB MX XPaHEHMS, HOMCH-
KXnarypaMu JeJt 3a npexuiecTByionie roasl. M3yuaorcsa JOKyMEHTH, 00pa3yio-
mpecs B ACATENEHOCTH (DEAECPaNbHOrO OpraHa HCTIOMHUTENBHOM BIACTH, WX
BHIIbI, COCTaB M COACPXKaHUE.

6.1.3. B denepaibHbBIX opraHax HCMOMHUTEIBHON BIACTH COCTaBIISIOTCS
HOMEHKIATYPH Je)l CTPYKTYPHEIX moapasacicHuii (npumoxenne Ne 20) m
CBOJHAA HOMEHKJIaTypa Aein ¢eaepaJbHOTO OpraHa MCHONHMTEILHON BIACTH
(mpunroxenme Ne 21).

6.1.4. HoMeHKIaTypa AeN CTPYKTYPHOTO MOApA3NeNeHHs CoCTABMNIeTCA (He
nosaaee 15 HosOpA TEKYLIEro rojia) CEKpeTapeM IopasAeicHAS WIH COTPYA-
HMKOM, OTBETCTBCHHEBIM 32 JICJIONPOMU3BOJICTBO, COITIACOBRIBAECTCSA C apPXMBOM H
cnyx6oit IOV, noAnmMChIBacTCA PyKOBOAWUTENIEM MOApa3feicHHA W NPEACTaB-
nsercda B cryx6y JI0V.

BHoBB co3naHHOe moppascieHue 006g3aHo B MECAIHELH CpOK pa3paboTarh
HOMCHKIIATYDY JeJI IOApa3IeAcHUs M NPEJICTABUTD e¢ B cayxoy KOV dpenepans-
HOIo OpraHa MCHOJHHUTEIBHOMN BJIacTH.

6.1.5. CeoxHast HOMEHKIaTypa JeJ] COcTaBisercs cayx60it JIOY Ha ocHOBe
HOMEHKJIATYP ACJI CTPYKTYPHBIX TORPA3ACHEHMIT TIPH METOAMYCCKON MOMOIIN
apxuBa (eAcpaibHOTO OpraHa MCHOMHUTEIbHOM BIACTH.
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6.1.6. CBoxHast HOMCHKIIATYPa JeJl (peepansHOro Oprala HCIOJHUTENBHON
BIACTA TIOANMCHIBACTCA pyKOBomuTeneM ciyx0nl JIOY, cormacoBeBaeTcd ¢
IMenTpanbHOl 3KeIepTHON KomuccHei (ganee uMenyerca — 119K) denepain-
HOTO OpraHa UCTIONHUTENEHON BIIACTH, € SKCIEPTHO! IPOBEPOYHOH KOMUCCHEH
(manee umenyercsi — IDIIK) denepaibHOre apxupa, B KOTOpPHI JOKYMEHTHI
nepefaloTcd Ha ITOCTOSTHHOE XpaHCHUE, M YTBepXiaeTcd (He MO3NHee KOHIA
TEKYILEro rofia) pykoBoaureneM GeacpanbHOro oprana UCTIOMTHHTEIBHOM BIac-
TH. CorNacoBhIBacTCA HOMEHKIIATYpa JEN ¢ (elepalsyeM apXHBOM He pexe
OOHOIO pa3a B 5 JieT, €c/ii He ObUIO KOPEHHBIX U3MEeHSHMA B byHKIMAX H
CTPYKTYpe (efcpalbHOrO OpraHa HCHONHUTEIBHOM BIacTH.

6.1.7. Tlocne yrBepXAeHHSA CBOTHOM HOMEHKIATYPHI AN IONpa3NcAcHHs
deIepanbHOro opraHa MCIIONMHHUTEIBHOM BJIACTH IONYYaloT BEITMCKH U3 COOT-
BETCTBYIOLIMX €€ Pas3feloB I UCIIONbL3OBaHMS B pabote.

6.1.8. CBomHAas HOMEHKJIATYpA JEJ ITeYarTacTcs B HEOOXOIHMOM KOIHYECTBE
3Kk3eMITIAPOB. [lepBulil YTBEPXACHHBINA HK3EMILIAD HOMEHKIATYPH! e ABJS-
ercs AOKYMEHTOM MOCTOSHHOTO CPOKA XpaHEHMS M BKIIOYAeTCH B HOMEHKIIA-
TYpY Jenl B pasfen cayxosl JTOY. Bropoit mcronbsyerca B ciayxbe JOY B
xauecrBe pabodero. Tperuil mpuMeHsieTca B apxXuBe delepankHOTO OpraHa
HCIIONHUTENBHOM BNAacTU. YeTBepThlii — B (emepalibHOM apXuBe, ¢ KOTOPHIM
COriacoBLIBAIaCh HOMEHKIIATypa Jelt.

6.1.9. CpomHas HOMEHKIATYpa JEJ B KOHIE KaXAOro roga YTOUHSACTCH,
VTBepXIaeTCAd M BBOAWTCH B ACHCTBHE C 1 AHBaps CIeAYIOLIETO KaeHIApHOIO
roxa.

6.1.10. CpoaHas HOMeHKJIAaTypa JCi COCTABISETCS H CONIACOBBHIBAETCH
3aHOBO B CJIydae KOpPeHHBIX H3MeHeHU byHKIMIf ¥ CTpyKTYpH (heliepanbHOro
OpraHa HCTIIOMHHUTEIRHOM BIACTH.

6.1.11. HazpaHuAMH pa3sneioB HOMEHKIATYDHI Jied deaepaabHOro opraHa
MCIIONHATENBHOM BIACTH ABIAIOTCS Ha3BaHWA CTPYKTYPHHIX MoApasaeicHuii. B
CBOJIHOI HOMEHKJIATYpe ANl pa3fieNId pacloNaraloTcsl B COOTBETCTBHH C YT-
BEPXICHHOH CTPYKTYpPO# (heAepATbHOI0 OpraHa UCIOJHATENBHOM BJIACTH.

6.1.12. B HOMEHKJIATYpY AcN BKIIOYAIOTCH 3arOJIOBKH JEN, OTpaXalolye
BCE JOKYMEHTHpPYEMBIC YUYacTKH paGothl deliepalbHOro opraHa HCIONHUTEb-
HOMH BIACTH.

B HOMEHKIATYpy AeNl HE BKIIOYAIOTCS IICPHOIMYECKHE H3NAHUS.

6.1.13. I'pachbt HOMEHKIATYD JAET 3aNIOJHAIOTCS CHEAYIONMM 0GpasoM.

B rpagpe 1 HOMEHKNATYpH e/l MPOCTABIIAIOTCS MHACKCH KaXIoro Jeia,
BKJIIOYCHHOTO B HOMEHKJIATypy. MHIEKC Jiefia COCTOMT U3 YCTAHOBJIEHHOIO B
dbenepanbHOM opraHe MCIOMHHTEABHOM BIACTH HU@poBoro o603HAYCHMS
CTPYKTYPHOIO TIOApA3jiciicHMs M TIOPSAKOBOIO HOMEpa 3arojioBka Jejia o
HOMEHKJIaType B Npefesiax CTPYKTYPHOTO noapasgeiacHud. VIHjaexch aen obo-
3HavaloTcs apabekumu mudpamu. Hanpumep: 12-05, rre 12 — oGo3HaucHHE
CTPYKTYpHOTO noapasaeneHusi, 05 — nopsakoBbIf HOMEp 3aroNioBKa Achia no
HOMEHKJIaType.

B HOMEHKIIATYpE e/ peKOMEHIOYCTCS COXPaHSATh ONMHAKOBBIE HHACKCHL ISt
OIHOPONHEIX JIEN B MpeieNiaX pasHbIX CTPYKTYPHEIX ITOAPA3ENCHUI; I mepe-
XOMAIMX AeN MHACKC COXPaHAETCA.

B rpady 2 HOMEHKIATYpH AEN BKIOYAIOTCA 3arolOBKH JeN (TOMOB,
qacrteif).

3arosioBoK Jiena JOJKEeH 4eTKO, B 00061eHHO# dhopMe OTpaXaTh OCHOBHOE
coliepXXaHWe U COCTaB JIOKYMEHTOB Jeia.

He pomyckaercs ymotpeQIeHHE B 3ar0NIOBKE Jelia HEKOHKPETHHIX (opMy-
JMPOBOK (“pa3sHHE MaTepUaIH”, “o0Imas nepeniucka™ v T.1.), a TAKKe BBOTHBIX
CJIOB M cNOXHBIX 060poToB. He nomycKaetcs ynorpebiieHHEe COKpallIEeHHBIX CII0OB
M COKDAIlIEHHLIX HawMeHOBaHUM demepalbHBIX OpPraHOB HMCIHONHMTENLHON
BJIACTH M YYPEXKICHUM,
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3arojyioBoK Jieia COCTOMT H3 3JEMEHTOB, PacHONaraéMBIX B CICAYIOmEi
NOCNENOBATENBHOCTI: Ha3BaHHE BUNA Acia (Mepenvicka, XypHan ¥ T.X.) WM
Pa3sHOBHIHOCTH NOKYMEHTOB (IIPOTOKOJBI, IIPHKa3k W T.1.); Ha3sBaHHE dege-
PaNBHOTO OpraHa UCTIONHMTCIBHOM BIACTH UM CTPYKTYPHOTO MOAPA3ACCHUA
(aBTOp HOKYMEHTA); Ha3BaHUE OPraHW3aLUN, KOTOPOit GYAYT aApecOBaHH Wil
OT KOTOpo#i OyAYT IMoNMy4eHBl JOKYMEHTH (apecaT WIH KOPPECIIOHACHT HOKY-
MEHTA); KpaTKoe COliepXaHHe JOKYMEHTOB JENa; Ha3BaHWe MECTHOCTH (Teppu-
TOPHH), ¢ KOTOPOI CBA3aHO cofiepXaHHue NOKYMEHTOB Jejia; jata (Iepuon), K
KOTOPOI OTHOCATCH JOKYMEHTH Jeha.

B 3aronoBkax Jej, comepXalpX JOKYMEHTH JIO OAHOMY BONpOCY, HO He
CBA3AHHBEIX TIOCTENOBATEILHOCTHIO UCTIOHCHMSA, B KaUSCTBE BUJ@ JEia YIIOT-
pebJisieTess TEPMMH “HOKYMEHTH”, a B KOHIIE 3aroJloBKa B CKOOKaX yKa3blBaloTCs
OCHOBHHIC Pa3HOBHJHOCTH JOKYMEHTOB, KOTODHE JOJIKHB GHThL CIPYIIMpPO-
BaHH B Jejie (TUIaHbl, CIIMCKH, JOKJIAOsl M T.1.).

Hanpumep:

OKyMEHTEL O YIDOBCACHHH CEMHHAPOB, KOHMEPCHIHIA 10 BOIPOCAM Jes-
TeapHOCTH @EAepabHOIO apXWBHOTO ATeHTCTBA (IUIAHBI, CIHCKH, AOKIGAH,
nadopmanmm)

B 3aromoBkax Jeh, CONEPXAIHX NMEPEHHCKY, YKA3bIBAETCH, ¢ KeM H 110
KaKoMY BOIIPOCY OHa BEAETCS.

B 3aroyoBskax Jiex, cColepXAIIHX NEPENMCKY ¢ OXHOPOTHBEIMH KOPPECIIOH-
IeHTaMM, TOCACHHME He YKA3hBAIOTCA, a YKAa3sHBAaeTcd MX ofllee BMIOBOE
Ha3BaHHe.

Hanpumep:
[Mepenucka ¢ apXMBHBIMH YIPEXICHUSIMHA O KOMIDICKTOBAHHU APXHBHONO
tdonna Poccuiickoit Mepepaiiivi HaydHO-TEXHHUECKOM JOKyMeHTalMeH

B 3aronoBkax jes, coiepXalux IEPENMCKY ¢ Pa3HOPOAHBIMH KOPPeCIIOH-
ACHTAMM, MOCICIHKUE HE TICPEYHCIISIOTCA.

Hampumep:
HlepermucKka o HarpaxaeHUH pabOTHMKOB, NPUCBOSHUY NMOYETHRIX 3BAHMI

B 3arooBKe JieNa yXa3HBaeTeHd KOHKPETHBIM KOPPECOHAEHT, €CIM Iepe~
NHCKa BeJleTCH TONBKO ¢ HAM.

Hanpumep:

Tepemucka ¢ I'ocymapcTBeHHOM duHaHCcoBOl akanemuelt npu IlpaBurens-
crBe Poccuiickoit demepalini 10 BONpOCaM ITOETOTOBKY KanpoB

ITpu 0603HaYCHUU B 3aroJIOBKAX AE aAMAHHUCTPATUBHO-TCPPUTOPUAILHBIX
eIMHAL YIUTHIBAETCS CICAYIOLIEe: €CIM CONEPXKaHMe Jela KacaeTcsd HECKONb-
KUX OOHOPOIHBIX aIMHHUCTPATUBHO-TEPPUTOPHANBHBIX €AMHMI, B 3ar0JI0OBKE
JieJia He YKasBiBAalOTCS WX KOHKDETHHIC Ha3BaHMs, a yKasbiBaercd MX oliuce
BUIOBOC Ha3BaHME.

Hanpumep:
IlepemicKa ¢ r1aBaMi amiMHHHCTpAIUil obnacTedt 0 cOLMANBHON 3aluTe
HacelleHHs

Eciu comepXanue 1ena Kacaercss OTHOW aqMHHHMCTDATHBHO-TCPPMTODH-
ATLHOIM eTUHMIBL (HACENCHHOIO NMyHKTA), ee (ero) Ha3BaHME YKa3BIBAeTCs B
3aroyioBKe JIeJia.

Hanpumep:
Hepenncka ¢ YueOHBIM LeHTpoM DeiepaibHOit HaIOroBOH CIIYXOBI
(r. Hixxamit HoBropon) no BonpocaM MOAICTOBKM KaJpoB
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B 3aronopkax Jiel1, cofiepXalliX IUIaHOBYIO WIH OTYETHYIO JOKYMEHTALMIO,
yKasplBaercd Iepuol (KBapTaj, rox), Ha (3a) KOTOpKIA COCTaBJIEHH IUIAHBL
(oTYeTEI).

Hanpumep:

TonoBbie TUIaHBL GHHAHCOBLEIX MCPOIIPUSTHIA

T'omoBBIC CTATHCTHYECKHE OTYETHI O PAcXOfaxX Ha COACpXaHWE aBroTpaHC-
nopra

Ecmu peno 6ymeT coCToATh M3 HECKOJIbKHX TOMOB WM YacTel, TO COCTaB-
JgeTca OOIMii 3arojIOBOK Aejia, a 3aTeM INpH HeOOXOIMMOCTH COCTaBIAIOTCH
33aTONIOBKM KaXJOro ToMa (4acTH), YTOUHAIONIME CONiepXKaHUe 3aTOJIOBKA Jea.

3aronoBOK TPHIOXEHNS K aeny, chOpMHUPOBAHHOIO B OTHCABHBIA TOM,
JIOJDXEH COOTBETCTBOBATD 3aroJiOBKY MOMEIIEHHOTO B 3TOT TOM JHOKYMEHTA.

ITopanok pacHoNOXEHNA 3ar0JIOBKOB JI€ BHYTPH pa3iclioB M IMOAPa3ICiOB
HOMCHKJIATYPHI JEJI ONpPeIeISeTcs CTEIEHbBIO BAXKHOCTH AOKYMEHTOB, COCTaB-
JEIOIMX [efla, ¥ X B3aMMOCBA3LI0. B Havaye pacronaraioTcs 3aroJIOBKH JIeH,
COIEPXKAIIX OpraHU3aLMOHHO-PACTIOPSTUTENBHYIO JOKYMEHTAIMIO.

3aroJIOBKM ASA MOTYT YTOMHATRCA B npornecce hopMupoBarud # odopmie-
HHSA Je.

I'padha 3 HOMEHKIATYPHl eI 3aO0NHACTCSA N0 OKOHYAHHH KAIEHIapHOro
roja.
B rpade 4 yKa3pIBaIOTCst CPOK XpaHEHUA Jielia, HOMEpa CTaTel 110 NePeyHIo,
a IIPH €70 OTCYTCTBHH — TIO THIIOBOM MM NPHMEPHOI HOMEHKIATYpe ACT WU
coryiacoBaHHEI ¢ IleHTparbHOI PKCHepTHO-NPOBEepOYHOi Komuccucei Dexe-
PaTBPHOTO apXMBHOTO areHTCTBA CPOK XPAHCHUAL.

B rpade 5 “TIpnMedanne” yKasbIBaIOTCS HA3BaHME MepeuHeil JOKYMEHTOB,
WCIIONIL30B2HHBIX TPH OMNpEIeIeHWN CPOKOB XpaHCHHS MEJ, MPOCTaBISIOTCS
OTMCTKH O 3aBEACHMH JE), O TIEpeXOAMUMX AcHaX (HanpuMep, nepexoisiiee ¢
2004 r.), 0 BHIICICHHH Ael K YHUITOXCHHIO, O JIHI[AX, OTBETCTBCHHBIX 33
dopmupoBaHue e, 0 nepegaye Jen B Apyroit deaepansHHH OpraH UCHONHU-
TEJIBHOM BJIACTH IS MPONOCKEHUS U Jp.

6.1.14. Ecau B TeYeHMe Tofa B ¢elepaJbHOM OpraHe HMCIIOMHHUTCIbHOI
BJIACTV BO3HMKAIOT HOBHIE JOKYMCHTHPOBAHHBIE YYACTKH pabOTH, HeMpenyc-
MOTPEHHBIC JeJIa, OHH JONOMHMTENILHO BHOCATCA B HOMEHKaTypy. i BHOBE
3aBOMUMBIX Jie] B KaXIOM paslelic HOMEHKJIATYPHI OCTABNSIOTCS pPE3cpBHEIC
HOMEDA.

6.1.15. ITo oKOHYaHHK TOJIa B KOHLIE HOMEHKJIATYPHI JEJI JCNACTCSH MTOr0-
Bas 3alKCh O KOJIMYCCTBE 3aBENCHHEIX e (TOMOB).

6.2. ®opmuponanne u oopmrenne Jaen

6.2.1. @opMupOBAHNE JE/I — TPYNITAPOBKA MCIIOJHEHHBIX JOKYMEHTOB B
Jea B COOTBCTCTBMM C HOMEHKJIATYPOH JeN M CHCTeMaru3anus IOKYMEHTOB
BHYTPH Jig)ia.

6.2.2. lena dopmMupyorca B deaepalbHOM OpraHe HCIIONHUTEIBHOM Blac-
TH, KaK TPaBWIO, JACIEHTPAIA30BAHHO, T.€. B CTPYKTYPHBIX IOAPA3NCICHUAX.

6.2.3. McnonHeHHBIe M 3aKOHYEHHBIE JEJIOMPOM3BONCTBOM JOKYMEHTHI
JOmXHel B 10-AHEBHBIM CPOK CHABATHCA HUCIQIHUTENEM B 3aBUCUMOCTH OT
NPUHATOM cHcTeMHB BeJCHHMS JelOnpoH3BOACTBA B ciyx0y JIOY umu mumam,
OTBETCTBEHHEIM 3a BeJICHIE ACAONPOU3BOACTBA B CTPYKTYPHEIX NOAPa3AeicH-
ax, Wi GopMMpOBaHKA HMX B Jeiaa. Homep Jena, B KOTOpoe IODKeH OBITh
TIOMIIUT JOKYMEHT, OIPEHENseT PYKOBOOUTEh CTPYKTYDHOIO IOMpa3fie/ieHHs
HWIH KCIIOJIHUTENb B COOTBETCTBUM ¢ HOMEHKIIATYDOH AEI.

6.2.4, KoHTpoNb 3a NMpaBWIbHBIM (POPMHUPOBAHMEM JEN OCYLUECTBIISAETCS

cryx6oii IOV,
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6.2.5. Tlpu ¢opMHpOBaHMH JENl HeoGXONMMO COGJIONATH CICAYIONIME
o0LIHe NIpaBUia; NIOMEIATE B IENIO TONBKO MCIIOTHEHHBIC JOKYMEHTHI B COOT-
BETCTBUHM C 3aroJIOBKaMU IeNl 0 HOMEHKJIATYpe; IPYIIIMpOBaTh B AENC JOKY-
MEHTH ONHOTO KAJNCHHAPHOTO TIojd, 3a WCKIIOYEHWEM TEPEeXOIsauIux e,
pa3leNbHO TPYNMIMHUPOBATh B JAeia MOKYMEHTH ITOCTOSHHONO M BpPEMEHHBIX
CPOKOB XpaHeHMS; IOMellaTh B Jelia KcepoKonuu dakcorpaMMm, tenegoHo-
TpaMMEI Ha OOIMX OCHOBAaHMSAX; B JICIO HE AOJDKHEI MTOMEIUATHCH JOKYMEHTHI,
nmoIIeKallie BO3BpaTy, THIIHNE 2K3eMIUBIPH, YCPHOBUKY; IO 00beMY JEN0 He
JOJDKHO TipeBbImaTe 250 jucroB. IIpW HAMMYWK B JIEiE¢ HECKOMBKMX TOMOB
(qacTeit) HoMep (MHIEKC) M 3aroNOBOK JEJa IPOCTABMSAIOTCH Ha KAXKAOM TOME
¢ qobaBneHueM “rt. 17, “r. 2” U T.1I.

6.2.6. JIOKYMEHTHI BHYTpPH Jiea PACIOJIaraloTCs CBEPXY BHH3 B XPOHOJO-
TAYECKOl, BOIPOCHO-JIOTMYECKOM NOCISHOBATENLHOCTH T X COYSTAHUMN.

PacnopsiiuTenbHeIe JOKYMEHTHI IPYITIMPYIOTCS B Aeja 110 BUAAM M XPOHO-
JIOFHH ¢ OTHOCSAIIUMMCS X HUM IIPUIOXKEHUAMHA.

B otaenbHule Aesa MO XPOHONOTMM B 3aBUCHMOCTH OT BUAA JOKYMEHTOB
bopMHpYIOTCS KONMMM NMPMHATHIX denepaibHbIx 3aKOHOB, akToB IIpe3uaeHTa
Poccuiickoit ®enepaun, aktop IIpaButenncrBa Poccuiickoit ®emepaund 1
BBIIIMCKM M3 COOTBETCTBYIOLIMX IIPOTOKOJIOB 3aceAaHuit IlpaButenscrea Poc-
cuiickoit ®enepain wm ero Ilpesnmuyma.

Bce TOKyMeHTH 0TYeTHOro M MHGOPMAIMOHHOIO XapakTepa IO UCIIOMHE-
Huio akra IIpesnnenta Poccutickoit depepaimm wim IIpasurensera Poccmii-
ckoli Mexepanyy, HaXOASIIETOCH Ha KOHTpOJie, MOALIMBAIOTCA B 3aBSACHHOS
Ha 3TOT aKT aeno. EC/IH Ha aKT Jeio He 3aBOAWIOCH, TO OTYCTHBIC AOKYMEHTHI
MOALIMBAIOTCA B JIEJI0 TIEPEIMMCKU MOCTOSSHHOTO CPOKA XpaHEHHWS 33 TEeKYILMiA
To7.

Ecmu uMeercs ZOKYMEHT O CHATHH ¢ KOHTPOJA HECKOJNBbKUX aKTOB, MO~
IIATHX B pasHbie Jeia, TO CIeayeT MOJNMTE He00X0IUMOE KOTMYECTBO KOMHUIA
9TOro JOKYMEHTa B COOTBETCTBYIONIHE JC/a C YKa3aHMEM HOMepa JeNa, B
KOTOPOM IOJIIIMT TIOIMHHUK 3TOTO JOKYMEHTA.

JIOKYMEHTBI KOJIIETHA TPYIITUPYIOTCSA B ABA JcJia: NPOTOKOJIH M pelICHUSA
KOJUICTHH; TOKYMEHTH K 3aCelaHUAM KOJUIETHH.

ITonoXeHus, MHCTPYKIUM, YTBEPXICHHEIC DACIOPSNUTCILHHIMH JIOKY-
MCHTaMH, SBIIOTCA TIPHIOXEHUSIMHA K HUM M TPYNITHPYIOTCS BMECTE C YKa3aH-
HBIMH JOKYMEHTaMH.

TIpMKasH 110 OCHOBHOM JEATEILHOCTH FPYIITHPYIOTCA OTHEIBHO OT MPHKA-
30B 10 JJMYHOMY COCTaBY.

IIpoToKONEI B Jefie pacmofiaraloTc B XPOHONOTHYECKOM IHOPSAKE IO
HoMmepaM. JOKYMEHTHI K MPOTOKOJIaM, CTPYIITIMPOBAHHHE B OTAENABHHIE Jicha,
CHCTEMATU3HAPYIOTCS IO HOMEPaM IPOTOKOJIOB.

YTBepKOEHHHIC IIIaHbI, OTYETHI, CMETHI, TUMUTHI, TUTYJILHBIE CIHCKH U
JIpyrue JOKYMEHTHI IPYIIUPYIOTCS OTACIBHO OT IPOEKTOB.

JIOKYMEHTHI B JIMYHBIX JEJ1aX Pacroiaralorcd Mo Mepe UX MOCTYILICHUA.

IIpennoxeHus, 3asgBIeHHA M XaIo0bl TpaXaaH IO BONPOcaM paGoThHI
dbenepanbHEIX OPraHoB MCIIONHUTEIBHOM BJIACTH U BCE NOKYMEHTH HO HX
PacCMOTPEHHIO M UCTIONHEHHUIO TPYIITHPYIOTCH OTHCIBHO OT 3aABJICHHI rpax-
JIaH TIO JMYHEIM BOIIPOCAM.

INepenmcka rpynmmpyercst, Kak NpaBuiIo, 3a MEPUOA, KaJIeHAAPHOTO Tofa 1
CHCTCMAaTH3UPYETCS B XPOHOJIOTMYESCKOH IOCIIEHOBATEIbHOCTH; HOKYMEHT-
OTBET IOMeEIaeTCs 3a JOKYMEHTOM-3anpocoM. TIpH BO30GHOBNEHMH IIEpeHc-
KU TI0 OTIPEASICHHOMY BOTIPOCY, HayaBIleiica B MPeabIAYIIEM Iofy, AOKYMEHTSI
BKJIIOYAIOTCA B €0 TEKYIIETo roja ¢ YKasaHueM MHIEKCA Jelia NpeIblaylero
rojia.

6.2.7. Hena cdesepalbHOTO OpraHa WCIOMHHTEIEHOM BIACTH TOMJICKAT
othopMIIEHMIO IIPY MX 3aBSICHHM H IO 3aBEpIIeHUH roga. OdopMICHHE Jeia —
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TOZIrOTOBKA JieNa K XpaHeHHI0. OdopmiicHHE Jic/ia BKIIOYAET B ¢e0S KOMIUIEKC
paboT 10 ONMUCAHUIO JAcAa Ha O0JOXKe, GPOIIIOPOBKE, HYMEPALMH JIMCTOB W
COCTaBICHUIO 3aBepUTEIbHOI Hammmcn. OdopMiIeHue el TIPOBOXUTCS padot-
HUKaMu cnyXx0u JIOY M COOTBETCTBYIOINHMX CTPYKTYPHBIX MOApa3NeleHuil, B
0053aHHOCTb KOTOPHIX BXOAUT 3aBeAcHHE U (hOPMHUPOBAHUE A, IPH METOAM-
4eCKOlf TTOMOLUM M TOJ KOHTpOJieM apXuBa ¢heIepalbHOTO OpraHa MCIIONHH-
TEABHOH BIACTH.

6.2.8. B 3aBUCHMOCTM OT CPOKOB XPAaHEHHHA IIPOBOAUTCS TIOIHOE WMIM
yacTHyHoe odopmieHue aen. IloaHoMy odOpMICHHIO MOIEXAT Jea IOCTO-
SIHHOrQ, BpeMeHHoro (cBbimie 10 5eT) XpaHEHHMS M O JHYHOMY COCTaBYy.
IMonHoe odopMIIcHHE AeNa TpeiycMaTpUBacT: ohOpPMICHHE PEKBH3UTOB 00-
JOXKH JieJia TI0 YCTAaHOBJIEHHOM (opMme (npuiaoxeHue Ne 22); HyMepaudio
JHUCTOB B JEle; COCTaBlieHHe JMCra-3aBepuTeas Jena (npunoxenue N 23);
COCTaBJICHHE B HEOOXONMMBIX CHy4afXx BHYTpEHHEH OINCH JOKYMEHTOB Agna
(mpunoxenue Ne 24); IONUIMBKY Win TIepeIUIeT JeNa; BHECEHUE HEOOXOIMMBIX
VTOYHCHHUI B PEKBU3MTHI OOJIOXKH JCTIA.

6.2.9. O6noxka geina roCTOIHHOTO, BpeMeHHOTO (cBblilie 10 JieT) XpaHeHHs
¥ TI0 IMYHOMY cOCTaBy oopMisiercsa no ycraHosAaeHHo#H dopme. Ha obnoxxe
J€71A YKa3HBAIOTCSA PEKBU3MTH: HaMMEHOBaHHE (DENEPATHHOIO OpraHa WCIIOJN-
HUTCIBbHOM BaacTd (oHZo0Opa3oBaTeNa); HAMMCHOBAHME CTPYKTYPHOTO ITOJI-
pasjieneHus; HoMep (MHJIEKC) Jieia; 3aroIoBOK Jeia; Jata Aeia (ToMa, YacTH);
KOJIMYECTBO JIMCTOR B JieJie; CPOK XpaHCHMS iejia; apXUBHbI nmdp xena.

PexBU3ATH, POCTABISAEMEIE Ha OONOXKE Jiena, OhOPMIISIOTCS CACAYIOIHM
00pa3oM: HauMeHOBaHHUe deAepaNbHOTO OpraHa HCHOJMHUTCIBHON BlIacTH yKa-
3BIBaeTCA MONHOCTBIO, B UMEHHTEILHOM TafieXe, ¢ yKa3aHueM odMIMaNLHO
TMPUHATOrO COKPAILCHHOr0 HaHMEHOBAaHMSI, KOTOPOE YKa3BIBaeTcs B cKOOKax
MOCHE TIOJMHOTO HAMMCHOBAaHMS; HAHMCHOBAHWE CTPYKTYPHOTO IOIApasielic-
HHS — 3aIHCHIBAETCA HA3BAHUE CTPYKTYPHOTIO MOAPA3ACHECHUS B COOTBETCTBHH
C YTBEPXKIEHHON CTPYKTYpOH; HOMEp Jiela — MpoCTaBisiercd Iudporoe 060-
3HaYeHHe (MHJCKC) Aejia [0 HOMEHKIATYpe Aen dheaeparbHOrO OpraHa HCIIo-
HHUTENBbHOM BIACTH; 3aroJIOBOK JieJla — TNEPEHOCUTCA M3 HOMEHKJIATYPH JIea
denepanpHOro opraHa MCHOIHUTEILHOH BAacTH, cornacoBanHol ¢ DIIK de-
JEepaJbHOIo apXyBa; JIaTa iela — YKa3hBaeTcs rof(bl) 3aBeAACHHUS U OKOHYAHHA
Jena B JeaonpousBoacTse. Jdaroit xen, conepXalluyx pacropsaMTeIEHYIO JOKY-
MEHTAIMIO, & TaKKe M JEN, COCTOSALIMX W3 HECKOJNBKMX TOMOB (YacTeif),
ABJIAIOTCA KpaliHue JaThl AOKYMEHTOB JAeNa, T.e. JaThl (YUCAO, MECHL, TOX)
perucrpalyu {COCTaBJICHUA) CAaMOT0o PAHHETO M CAMOTO MO3AHETO AOKYMEHTOB,
BKJIIOYEHHBIX B Aeno. JaToil NpmioXeHWs K Heny, c(OpMHpOBaHHOMY B
OTHENBHBEIH TOM, ABISICTCA JaTa PETHCTPANMM OCHOBHOTO AOKYMEHTA, IMPWIIO-
XeHHe K KOTOpOMY ItoMellieHO B 31oT ToM. IIpi 3TOM 4HCIIO U rox 00o3Haya-
1oTca apabekumu LudpamMu, Ha3BaHUe Mecslla MUIIETCS MOTHOCTRIO CJIOBAMH.

B uensax oGecreNeHUs COXPaHHOCTH M 3aKPEIUICHUA TOPSIKa pacIIoNoxXe-
HUS JOKYMEHTOB, BKJIIOYEHHEIX B A€JIO, BCE €I JIMCTHI, KpOME JINCTa 3aBepUTEITA
H BHYTPCHHCH ONMMCH, HyMepyIoTCH. JIMCTH HyMEpYIOTCH TIPOCTHIM KapaHia-
1IOM CBEPXY BHH3, IU(DPH NPOCTABISIOTCS B IIPABOM BEPXHEM YTy JIHCTA.

Jluer 6Goapinoro dhopmara, HOANIATHIN 3a OMH Kpail, HyMepyeTcsa KaK OJ(HH
JIACT B NIPABOM BEpPXHEM YIIIY.

JOKYMEHTHI ¢ COOCTBEHHON HyMepalMeil IUCTOB, B TOM YHCIE NEYATHHIE
H3JaHKA, HYMEPYIOTCH B 00IEM IOpARKE.

JIMCTH Jen, cocTOAIUX U3 HeCKONBKUX TOMOB MM Yactel, HyMepyloTcs
TIO KAXIOMY TOMY HJIM YacTH OTAENLHO.

®otorpaduy, yepTeXu, THArpaMMBbI M ADYrHe WUOCTPaTUBHEIE M CTICI-
dugeckne MOKYMEHTHI, NPEACTABIAIOLNE CAMOCTOATEILHbIM IMCT B Ace,
HYMEPYIOTCS Ha 0GOpOTHOIT CTOPOHE B JICBOM BEPXHEM YIIIy.
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IlommuTEIe B JEJI0 KOHBEPTH C BIOXCHUSIMEH HYMEPYIOTCS: CHadaua KOH-
BEPT, 4 3aTEM OYEPEAHEIM HOMEPOM KaXJoe BIOXEHHE B KOHBEPTE.

IlpunoxeHuss K ey, TOCTYIMBIINE B Ieperuiere, odopMIsIOTCS Kak
CaMOCTOSTEIIEHBIA TOM M HYMEPYIOTCS OTAEIBHO.

ITocne 3aBepiieHUd HyMepaLMK JIMCTOB COCTABIIACTCS 3aBepUTENRbHAsA Hal -
ACh, KOTOpast pacroyaracrcs B KOHIIE Jiefla. 3aBepUTENbHAs HaalIHUCh COCTaB-
JsieTCs B JeJie Ha OTACIBHOM JIMCTES-3aBepHTeNic Jejia. B 3aBepHTENbHON Haj-
nucH IUdpaMHy ¥ NPOIMCHIO YKa3bIBAIOTCH KONMYECTBO JIUCTOB B JTAHHOM AeIe,
0CODEHHOCTH OTHENbHEIX AOKYMEHTOB (uUepTexH, (dororpaduu, pMCYHKH H
T.IL.).

3aBepuTeNbHAs HAANUCH TIONMNUCHIBAETCS €€ COCTABUTENIEM C YKa3aHHEM
paciadpOBKU HOANMMCH, TOJDKHOCTH M AaThl cocTaBleHUs. KoIMuecTBO JIMCTOB
B JieJie IIPOCTABIAETCS Ha 00JI0XKE IeJia B COOTBETCTBHH ¢ MTOIOBOI HaIIMHCHIO,

PexBu3nT “CpOoK XpaHCHHS JeNa” TICPCHOCHTCS Ha OOJOXKY Heia M3
COOTBETCTBYIOIEH HOMEHKIIATYPHI AEJT IIOCHIE CBEPKU €0 CO CPOKOM XpaHeHMS,
YKa3aHHBIM B IIEPEYHE THUIIOBHIX JOKYMEHTOB WJIH B IIEpPEYHE JOKYMEHTOB,
00pasylolIMXCca B AEATELHOCTH (helepalbHOrO OpraHa, ¢ YKa3aHHEM CpPOKOB
XpaHeHUH.

Ha jpenax nmoCTOAHHOIO XpaHeHWs MUIIeTCs: “XpaHUTh NOCTOSHHO”,

ApxuBHb mmdp gena (cocrout M3 HoMepa ¢OHEA, HOMEpa ONMKUCH W
HOMEpa JeJia 1O ONMHCH) Ha 00JIOXKAaX AeJl OCTOSHHOTO XpAaHCHHS NMPOCTABIIA-
ercid B apxwBe (elepalbHOrO OpraHa HCIIOJNHHUTENbHOI BJIACTH YEPHBIMH
YepHHJIAMH TOJBKO TOCIE BKIIOUSHHA STHX AET B FOAOBHIC pa3fielbl CBOAHBIX
omuce, yreepxaeHHEX DITK cooTBeTcTBYIOIErO (denepaibHOro apxusa (Jio
3TOr0 OH MPOCTABJIAETCS KapaHAAHIOM),

Ha o60XKax Je]l IIOCTOSHHOTO XpaHeHUs TPeIyCMaTPUBACTCH MECTO JUIsk
HaMMEHOBaHHUSA (defepaIbHOro apXrWBa, B KOTOPbIM OyIyT mepenaBaTbes Aeia,
KonoB (eiepaTbHOrO apXiBa U (efiepaTbHOro opraHa MCNIOTHUTEbHOM BIACTH
nmo O6iepoccuiickoMy KinaccutbUKaTopy TIpelnpUsSTHiA W OpraHM3aLMii
(OKIIO) u O6biepoccuiickoMy KiIacCHPUKaTOpy OpraHoB rocyJapCTBEHHOM
BIAcTM 1 ynpaeieHus (OKOTY).

Ilo oxoHYaHWM rojia B HANIMKMCH HAa 00JIOXKAX TSN MOCTOSHHOIO M BpeMeH-
Horo (ceemie 10 JieT) XpaHeHUS BHOCATCHA YTOUHEHWS: TPH HECOOTBETCTBHU
3aroJIoBKa Jie]l Ha oDJIOXKe COASPKAHUIO MOAIUUTEIX JOKYMEHTOB B 3aT0IOBOK
JieJia BHOCATCS M3MEHEHMS 1 JOTIONHEHHS.

HanMeHnoBanus GoHI000pasoBaTelsa M MOEPa3Ac/ieHN s, Iol, U HOMep Acia
MOTYT NPOCTABJIAThCA Ha 00JIOXKE LITAMIIOM.

6.2.10. Ins ygeTa JOKYMEHTOB OIPEACNEHHBIX KaTeTopHii MOCTOSHHOTO H
BPEMEHHOIO cpoKoB (cBhIILE 10 JIEeT) XpaHEHMS, YYET KOTOPHIX BEI3BIBAETCS
crenudUKoi TaHHOW AOKYMeHTaIMu (ocobo LeHHBIe, JIMYHBIE Jeila U T.1.),
COCTABJISIETCS BHYTPEHHSSI ONIUCH JOKYMEHTOB JICJia.

BHyTpeHHSIS1 OIMACH JOKYMEHTOB JIeJla COCTABIACTCS TAKXKE Ha Aela MOCTO-
SHHOTO M BpeMEHHOTO (CBbIIe 10 JIeT) XpaHeHH, e OHU chOPMUPOBAHH
[0 Pa3HOBUIHOCTAM AOKYMEHTOB, 3arOJIOBKH KOTOPHIX HE PacKpHIBAIOT KOH-
KPETHOE CONEPXaHUEC BOKYMECHTOB.

Heo6xomuMOoCTh COCTaBISHUS BHYTPEHHEU OITMCH JOKYMEHTOB €A OIIpe-
JeJIAETCS HHCTPYKIUEH 110 BEICHHIO JIEIONPON3BOJICTRA B (helepalbHOM OpraHe
KCTIONMHHTENBHOI BiacTH. BHYTpEHHSAS OMNMMCH COCTABIAECTCS Ha OTACIBHOM
JIICTE TIO YCTAaHOBICHHOM opMe, KOTOpas CONEPKUT CBEACHUS O MOPSAKOBHIX
HOMepaXx JOKYMEHTOB JieJia, MX MHACKCaX, AaTax, 3aroJloBKax 1 HoOMepax JIMCTOB
Jlefia, Ha KOTOPBIX PACTIONIOKEH KaXIelii JHOKyMeHT. K BHyTpeHHel ommcu
COCTaBIISICTCA MTOrOBas 3allMCh, B KOTOPO# YKa3bIBAIOTCH Iyi(paMu W TIponH-
ChIO KOIMYECTBO BKIIOUCHHBIX B HEE JOKYMCHTOB H KOJHYECTBO JHCTOB
BHYTPEHHEH omucH.

43



BHYTpeHHAA omMCh AOKYMEHTOB JieNa TIOAMUCHIBAECTCA COCTABUTENEM C
VKa3aHWeM pacImidhpoBKH TIOAIMHCH, JOJDKHOCTH H JATH COCTaBJICHHS OIMCH.
3JaBepeHHasl COCTABMTENIEM BHYTPEHHAS OIKCH JOKYMEHTOB Heja TOAKICHBA-
€TCH 3a BEpXHUH Kpaiil K BHYTpSHHEH CTOpOHE JTHLEBOH 00MOXKHU Iena.

6.2.11. JIOKYMEHTH, COCTABJSIIOIINE SO, TIOMIIMBAIOTCA Ha YETHIPE NMpo-
KOJIa B TBEPAYIO ODJIOXKKY U3 KapTOHA WM IEPEIICTAIOTCA ¢ YIETOM BO3MOX-
HOro CBOOONHOIO YTEHHA TEKCTa BCeX AOKYMEHTOB. IIpM MOAToTOBKE AEH K
NoANBKe (TiepervieTy) METaJUIMYecKue CKpelieHus (OynaBKH, CKpelKH) K3
JOKYMEHTOB YIAJISIOTCH,

Jena BpeMeHHOro (o 10 JeT BKIIOYHTENBHO) XpaHEHHUA AOITYCKACTCS
XpaHWTh B CKOPOCHIMBATENSAX, HE IIPOBOAUTE NEPECHCTEMATH3aIUIO0 JOKYMEH -
TOB B Jielie, JINCTH IEa HE HyMEpoBaTh, 3aBCPHTCABHBIE HAIONMCH HE CO-
CTaBJIATD.

6.3. Opranu3anns ONepaTHBHOIO XPAHEHAA JOKYMEHTOB

6.3.1. C MoMeHTA 3aBelIcHUA 1 O IepeJadu B apxUB deaepaisHOoro oprada
HCTIONHHUTENBHOM BIACTH Jeia XpaHATCa MO MecTy MX GopMEpOBaHMs.

PyKOBOAUTENH CTPYKTYPHBIX HOAPA3JeNieHUN H COTPYJHUKH, OTBEYAIOLIUE
33 JIeONPOU3BOACTBO, 0043aHR! 00eCeYBaTh COXPaHHOCTh JOKYMEHTOB M JEIL.

B uensax moBhMIeHHs ONIEPATUBHOTO ITOMCKA JOKYMEHTOR Jic/ia paciiojiara-
IoTcd B mMKadaxXx B COOTBETCTBHM ¢ HOMEHKIATypoli Jen. HomeHKiarypa Acn
WIN BRIMMCKA N3 Hee MOMEINASTCH Ha BHYTPeHHel cropoHe mKada.

Ha xopenikax 0G1oxeK Aen YKa3bBaloTCA HHACKCH 1O HOMEHKJIAType JelL.

3aBepllieHHEIE JieNla MOCTOAHHOTO W AOATOBpeMeHHoro (csbimue 10 Jer)
CPOKOB XpaHCHUS XpaHATCA MO MecTy MX (GOpMHUPOBAHUS B TCUCHUE TpeX JIET,
a 3aTeM CHAIOTCA B apXuB (eepaisHOTO OpraHa MCIONHUTEILHOM BIACTH.

6.3.2. Bolgava et ApyruM moapasfeIeHUaM MPOM3BOAUTCH C paspeIlcHUs
pykoBoauTeaa cayxou! JJOV. Buimaua ey coTpyAHMXaM Ioapa3acieHuid s
paboThl OCylIeCTBIAETCA NOA paciucky. Ha BHIIaHHOE Jieo 3aBOAMTCA KapTa-
3aMecTHTellb. B Helf YKa3sIBaloTCA CTPYKTYpHOC MoJipa3fesicHye, HHACKC jiea,
JaTa eTo BHINaYW, KOMY JEJI0 BHIJAHO, JaTa €ro BO3BpAllleHUs, NpeaycMaTpy-
Barorcd rpadbl A PacUCcOX B THONYYCHUH M TIpUEME JAENa.

Jena BHIOAIOTCA BO BPEMEHHOE MOJBL3OBAHUE COTPYAHUKAM CTPYKTYPHBIX
noApa3nc/ieHri Ha CpoK He 6oliee oHOro Mecsia. ITocie ncTeyeHUs yKa3aH-
HOTO CpOKa JIeJI0 XOJDKHO ORITh BO3BPAIIEHO HA MECTO €0 XpaHeHHA.

CTOpDOHHUM OpraHM3alvaM Jeia BHINAIOTCA HA OCHOBAHWM MX NMHCHMCH-
HEIX 3aIllpOCOB C pa3pellicHUsA PyKOBONUTENA (PEeACPATBHOIO OpraHa MCHONHU-
TEJILHOM BJIACTH WIHN €Y0 3aMECTHTCINA, KypHpyloniero cnyx0y IOV, mo akram.

WzpsaTHE JOKYMEHTOB W3 JHCN NOCTOSSHHOTO XPAaHCHHSA HOIycKaercsi B
WCKITIOYUTENLHEIX CIIY4asgX W TIPOM3BOAMTCHA C paspellleHrs pPYKOBOIWTENS
dbenepanbHOro opraHa HCIIOTHUTEILHOMN BJIACTH C OCTABJICHHEM B JieNe 3aBe-
PEHHOY KOIMWHU JOKYMEHTAa W aKTa O NMPpUYHMHAX BbIAaYU MOJIMHHUKA.

VII. Ilopanok nepenaun AOKYMEHTOB HA XPAHCHHE B APXHB

JloKyMeHTH (peAepalbHOrO OpraHa WCIOTHUTENbHOM BJIACTH SABISIOTCH
denepanbHOIt COGCTBEHHOCTHIO 1 ITOCNE NPOBEISHYs SKCIEPTU3H MX HEHHOCTH
B MOPSIKE, YCTAHOBICHHOM M¢icpaibHBIM apXMBHBIM aT¢HTCTBOM, IOMJICKAT
00s13aTe/IGHOM IEpeAiade Ha NMOCTOSHHOE XpaHeHre B (heepanbHbili apxus KaK
yacth ApxuBHoro ¢oHja Poccmiickoit ®@enepanyu.

s XxpaHeHus JOKyMeHTOB ApxdBHOro (onma Poccuiickoit ®egepanuu,
OTHOCSIMXCA K TOCYAAaPCTBEHHOM COOGCTBEHHOCTH, ¥ JOKYMEHTOB BPEMEHHOIO
(cebute 10 net) cpoxa XpaHCHHS, HMEIOIINX MPAKTHYECKOE 3HAYCHUE, A TAKXKE
JIOKYMEHTOB 110 JINYHOMY COCTaBy, MX y4eTa, MCIONb30OBaHUsA, 0TOOpa K NOI-
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TOTOBKM K TIEpEAaye Ha MOCTOIHHOE XpaHeHue ¢eNepaabHbii OpraH HCITOIHM-
TEJIBHOM BJIacTH 00pasyer apXuB.

IToaroToBKa JOKYMEHTOB K IIepeJaye Ha XpaHeHHe B apXuB (eaepaTbHoro
OpraHa HWCITOJMHUTENILHOM BAACTM BKIIoYaeT pabory cayxOwer JOY u jm,
OTBETCTBEHHBIX B CTPYKTYPHBIX NOAPA3NEICHHMAX 32 BelIcHHE NEeJOMPOU3BOACT-
Ba, 10 INPOBENEHMIO DKCHEPTH3H LEHHOCTH JOKYMEHTOB, (DOPMHUPOBAHMIO T
oOopMIIEHHIO IeJl, COCTABICHMIO ONMMCElt JIEN M aKTOB O BBIICICHHM K YHWITO-
XEeHHIO JOKYMEHTOB H JEI.

7.1, DRcnepTH3a NEHHOCTH JOKYMEHTOB

7.1.1. DKcnepTy3a LIEHHOCTA AOKYMEHTOB — U3y4eHHE NHOKYMEHTOB Ha
OCHOBAaHMM KPHUTEPHEB MX HECHHOCTH B LIEJISX ONpele/IieHUA CPOKOB XpaHECHHS
JOKYMCHTOB M OTOOpA MX JUIsSl BKIIOYEHHA B cOcTaB ApXHBHOTO (hoHna Poccuii-
cxoit Menepanyn.

7.1.2. Dxcneprusa HeHHOCTH AOKYMEHTOB B ¢hesiepaTbHOM OpraHe MCIIOJ-
HUTEJIBHOM BIIACTH Ha CTagUM AENOIMPOM3BOICTBA NIPOBOAUTCH: NP COCTABIIE-
HHUM HOMEHKJIATYpPHI JIe); B ponecce GopMUpOBaHUS e M IPOBEPKH MPaBHIb-
HOCTH OTHECEHMS NOKYMEHTOB K JejaM; IpM TOJATOTOBKE HEN K Iepenavye B
apxuB defiepaTbHOIO OpraHa MCIOJIHHUTE/ILHOM BIACTH.

7.1.3. [lng opraHu3aliy ¥ NPOBEACHHSA IKCIIECPTH3E HEHHOCTH JOKYMEHTOB
B (benepasIbHOM OpraHe HCTIONMHUTENLHOM BIACTH CO3HaETCH MMOCTOAHHO AcHCT-
BYIOILIASl LICHTpaNbHAA 3KcIepTHasaA Komuccus (mamree uMeHyerca — I1IDK) u
Npy HEOOXOTUMOCTH SKCIIEPTHHIC KOMHCCHH (Hanee uMMeHyerca — OK) B
CTPYKTYDHEIX TIOJIpa3ieIeHUMX.

7.1.4. ®ynxkuun U npasa [I9K (DK), a Takke opraHuszanus WX pabOTH
ONPEAEHAAIOTCS TIOJIOXCHUAMM, KOTOPHIE YIBEPXIAIOTCA pyKosogHTeNeM deje-
paJIbHOTO OpraHa MCIIONHHMTENBHOM Biacth (Wig IIDK) u pykoBomurenem
crpykrypHoro noapasaeneHus (g DK). IMomoxenne o IIDK 1o ero yreepx-
JIEeHUA TOMJICKUT COrlacoBaHMIo ¢ DeiepalIbHEIM ApXUBHEIM ar¢HTCTEOM.

7.1.5. DKcnepryu3a UEHHOCTH JHOKYMEHTOB IIOCTOSHHOTO M BPEMEHHOTO
XpaHeHHUA OCYIECTRISAETCA €XETOMHO B CTPYKTYPHEBIX MOApasfgefeHuax dene-
PAIbHOTO OpraHa MCMOJHMTEABLHOR BIacTH HENMOCPSICTBEHHO JIMLAMM, OTBET~
CTBEHHBIMM 3a BeJcHHE ACNONpom3BoAcTBa coBMecTHO ¢ IIDK (BK) mox
HETMOCPEICTBCHHHM METOIMYECKHM PYKOBOJCTBOM apXHBa.

7.1.6. TIpn nipoBedeHUN SKCIICPTH3E! LICHHOCTH JIOKYMEHTOB OCYIICCTRIIS-
eTcsi 0T0Op JE) MOCTOSHHOTO M BpeMEHHOTO (cBbuue 10 Jier) XpaHeHust aus
nepejavyd B apxuB (GeAepabHOrO OpraHa MICNOJIHUTEIEHOM BIAacTH; oTbop el
C BpEMEHHEIMH CPOKaMH XPaHCHHS H ¢ moMeTKo# “Jlo MMHOBaHMA HaxoOHOC-
TH”, IOMIEKAIUX NANbHEHIIEMY XpAHEHHIO B CTPYKTYPHHIX NMOAPa3NeNcHUAX;
BHIIGNICHHE K YHHYTOXEHHIO AeN 32 MPCABIYIIME TOABI, CPOKM XpaHCHHS
KOTOPHIX UCTEKIIH.

7.1.7. O100p MOKYMCHTOB Il IIOCTOSHHOTO XpaHCHHS IPOBOAHTCS Ha
OCHOBaHWM TiepeYHe# AOKYMEHTOB C YKA3aHHMEM CPOKOB MX XPaHECHHS M HO-
MEHKJIATYpHI JeN deiepalbHOIO OpraHa UCIIONIHUTCILHOM BAACTH ITyTeEM HOMH-
CTHOTO MPOCMOTpa Je)I. B Aenax NOCTOSHHOIO XpaHEHUS NMOMIEXKAT H3BATHIO
JyONeTHBIE SK3CMIUIFAPH JOKYMEHTOB, YEPHOBHKH, HEO(MOPMJIEHHBIE KONMWH
IIOKYMEHTOB M He OTHOCSIIMECS K BOIMPOCY JOKYMEHTHI ¢ BPEMEHHBIMU CPOKa-
M XpaHeHH. OKOHYATENbHOE PelICHUE MO PE3YABTaTaM SKCIEPTH3bl LEHHOC-
TH AOKyMecHTOB npuHHMaer LDK @eacpaibHOro opraHa HCNOMHUTEIBHOMN
BIIACTH.

7.1.8. o pe3yirpTaTaM 3KCHEPTH3BI LIEHHOCTA JOKYMEHTOB COCTABISAIOTCS
OIKCH JIeN MOCTOSHHOTO, BpeMeHHOTO (CBHhIlIe 10 JleT) XpaHEHUS U 110 JIMYHOMY
COCTaBY, a TaKKE aKThl O BHIICNICHUH A€ K YHHYTOXEHHIO.
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7.1.9. Onucek jiena — apxXHBHBIM CIIPABOYHMK, COAEPKALIMIA CHCTEMATH3M-
POBaHHEIA IIEpeYeHb CAUMHULL XpaHeHHs apXuBHOTO (OHAA, KOMIEKIMH H
IpeNHA3HAYCHHPIA U1 UX y4eTa ¥ pacKpHITHs coaepXaHua. OTHe/IbHAas ONHCh
npeacrasinseT coboil IepeyeHb Jell ¢ CAMOCTOSTENBHOM BAJIOBOM (IIOPSIKOBOIL)
3aKOHYEHHOMN HyMepauueid.

7.1.10. OnucH coCTaBNAIOTCS OTHENBLHO Ha JIENa TIOCTOSHHOIO XPaHEHUS,
Jena BpeMeHHOro (cBrime 10 neT) XpaHeHHS; JAela MO JMYHOMY COCTaBYy; Ha
Jeia BpeMeHHoro (1o 10 jiet) XpaHeHHS OIMCH HE COCTaBIIAIOTCS.

7.1.11. B dbenepanbsHOM OpraHe UCTIONHUTEIBHOM BIACTH B KaXIOM CTPYK-
TYPHOM OAPA3NCICHUH OMMCH Ha Aea MOCTOAHHOTO XPaHEHHS COCTABIIIOTCS
€XErofHO TOI HEMOCPEACTBEHHHM METOIUYECKHM PYKOBOJACTBOM apXuBa ¢e-
JEPaibHOTO OpraHa WCHOJMHMUTENIbHOM BiacTd. [fo 3TMM ommcaM HOKYMEHTHI
cHaloTCA B apXuB (denepaarbHoOro opraHa.

OnucH Aej, TOATOTOBNEHHBIE CTPYKTYPHBIMH TOJPa3ae/ICHUsIMH, CIyXat
OCHOBO# 11 TIOATOTOBKM CBOAHOM omMcH jaen chelepaibHOTO OpraHa MCHOJ-
HUTEIBHOM BIACTH, KOTOPYIO I'OTOBHT apXHB delepalbHOTO opraHa W 1o
KOTOPO# OH CHAeT JieJia Ha roCyJapCTBCHHOE XpaHEHHE B COOTBETCTBYIOIIMIEA
benepaasHBIN apXuB.

7.1.12. Onmcn Aea CTPYKTYPHHX IOAPA3CICHMI COCTABIMIOTCA N0 YCTa-
HOBNEeHHOU dopMe (TpunoxeHue Ne 25) ¥ IPEACTABIAIOTCA B apXHB (beiepaihb-
HOTO OpraHa MCIIOJIHUTEIEHOM BIACTH HE MO3IHEE YeM Jepe3 TPH rojia Tmoclie
3aBeplICHUS IS B ACAOIIPOH3BOJICTBE.

7.1.13. OmnucaTtensHasl CTaThsi ONMHMCH JACH CTPYKTYPHOIO IIOApa3mciAcHHS
HMeEET CIICHYIONMEe DICMCHTH: NOPANKOBHM HOMep Aena (ToMa, 4acTu) Io
OITKCH; MHICKC Jieya (ToMa, YAacTH); 3arojIoBOK Jcia (ToMa, YacTH); JaTy Aeia
(TOMa, YaCTH); KOJUYECTBO JIUCTOB B Jicjic (TOME, YacTH); CPOK XpaHCHHS JeJa.

7.1.14. Ilpu cocTaBlIeHUH OMUACH N cOBMOMAIOTCA CEAYIOIHE TpeboBa-
HUS: KaXKJIO€ JAENO0 BHOCUTCS B OIMMCh ITOJ CAMOCTOSATENBHBIM MOPSJKOBBIM
HOMEPOM (ECJIH AENO COCTOMT U3 HECKONBKUX TOMOB (YacTeif), TO KaKABIA TOM
(4acThb), B TOM yKcie ccopMUPOBAHHOE B OTACIBHEIA TOM NPWIOXCHHUE K ICITY,
BHOCHUTCS B OITUCH TIOK CAMOCTOATEIEHEIM HOMEPOM; TIOPSI0K HyMEpalUWH ACI
B OITHCH — BaJOBBIN; rpadbl ONMHACH 3aMONHAIOTCA B TOYHOM COOTBETCTBMM C
TEMH CBEHCHISIMH, KOTODHIE BHEIHECEHH Ha OGJIOXKKY JAeja; NPH BHECCHUH B
OITHCH TIOAPSA JeJl ¢ OXMHAKOBHIMH 3arojIOBKaMy MWUIETCS MOJHOCTBIO 3aro-
JIOBOK TIEPBOTO JeNla, a BCE OCTAIbHEIE ONHOPOXHBIC Jeia 0003HAYAIOTCH
CJIOBaMH “To Xe”, IIpH 3TOM JpyTHE CBEICHHS O JAciax BHOCSTCS B OINCH
MOJHOCTHIO (Ha KaXAOM HOBOM JIACTE OIMHMCH 3aroiOBOX BOCIPOM3BOIUTCS
MOJHOCTEIO); Ipada omucy “TipuMeYaHue” UCTIONb3YETCS JUIS OTMETOK O IpU-
eMe JieNI, OCODEHHOCTAX UX (U3HMYECKOTO COCTOSIHUSA, O mepeaade el ApyruM
CTPYKTYPHBIM ITONPA3AEICHIAM CO CCBIIKON Ha HeOOXOMMMBIM aKT, O HAIMYUM
KOTIMii M T.II.

7.1.15. B KoHLe omMCH Bciefd 3a IIOCICAHCH ONMMCATENLHOW CTaTheil
JenaeTcss UTOroBas 3aIlych, B KOTOPO# ykasbiBaloTcs (LiHdpaMu M IpONMCHIO)
KOJIUYECTBO JIeNT, YHCIALINXCS [10 OIIUCH, TIEPBEIH U IIOCICAHWI HoMepa Jel 1o
OIHCH, a TAKKe OTOBAapHMBAIOTCS OCOOCHHOCTH HyMEpanud JeN B ONMCH (JIH-
TEepHbIE ¥ MPOIMYILCHHEIC HOMEPA).

7.1.16. Omich Aen CTPYKTYPHOTO IOApA3NACICHUS IOJMUCHBAETCI COCTa-
BHUTEJIEM C YKa3aHHEM €ro NOKHOCTH, COIJTIACOBHIBAETCA C DPYKOBOZUTENIEM
cnyx6p61 JJOY M yTBepXaaeTcsl pyKOBOAMTENEM CTPYKTYPHOIO IOAPA3ACICHUS.

Tpu HaNWMYUK B CTPYKTYPHOM NoJpa3feneHun denepaibHoro opraga DK
OITHCBH JIeNI JIO €€ YTBEPXACHUS JOJDKHA GHTh comtacoBana ¢ DK,

7.1.17. Ommch Jien CTPYKTYPHOTO MOAPa3AcIeH:s OpraHU3ali COCTaBJIs-
€TCS B JBYX 3K3CMIUIApax, OAUMH U3 KOTOPHX INCPCAaCTCad BMECCTE C I€NaMH B
apxuB (efepalbHOTO OpraHa HCIOMHHUTEIBHOM BIIACTH, a BTOPOil OCTaeTcd B
Ka4eCTBE KOHTPOJNBHOIO 3K3eMIUISipA B CTPYKTYPDHOM IojpasncieHuun. Ilpm
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HaJIMIWHA B CTPYKTYPHOM Toapa3neneHnn DK ONMHCH eI COCTARMSIETCS B TPEX
SK3EMINIAPAX, TaK KaK OfHH 5K3eMIUBsIp ormcH nepenaercs B DK s paccmor-
PCHES | COTVIACOBAHMS.

7.1.18. Or00op IOKYMECHTOB 33 COOTBETCTRYIOIIMI NMEPHON K YHHYTOXCHHUIO
¥ COCTaBJICHHME aKTa O BHIICICHHH HMX K YHHUTOXEHHIO (MpwioxeHre Ne 26)
HPOH3BOJATCS IIOCJIE COCTARNCHMS CBONHBIX OIMMCEH e MOCTOSHHOTO XpaHe-
HHf 33 3TOT X¢ MepHoA. YKA3aHHKEEC OMMCH M aKTHl pacCMAaTpUMBAlOTCS Ha
sacexaanmy LIDK (DK) denepanrsHoro oprana HCHOJMHHTENBHOM BIACTH OTHO-
speMenHo. Cornacopannbie [IDK (DK) denepansHoro opraHa MCIONHUTENb-
HOIA BIIACTH aKTHI YTBEPXIAIOTCS PYKOBOAMTENEM (heAepaIbHOTO OpraHa UCIIo-
HWTCIIBHOM BJIACTH TOJNBKO TIOCHE YTBEPXICHHA SKCIEPTHO-NPOBEPOYHOI
xommccuel (manee umeHyerca — IJIIK) cooTrsercrByIOIIEro (eaepaibHOrO
apxwuBa, ONMCEH JE MOCTOSHHOIO XpaHEH!SI; IOCIIC 3TOF0 OPraHM3aUsS UMEET
TPaBO YHWYTOXWTDH JieNla, BKIMOYEHHbIE B JAHHBIE aKThi, B COOTBETCTBHH C
YCTAHORNEHHBIM TIOPSIKOM.

7.1.19. AXT 0 BHACICHUH JOKYMCHTOB K YHHYTOXCHHIO COCTARNACTCS, KaK
TIpaBHJIO, Ha Jie)ia BCero (heiepajibHOTro OpraHa MCIIONHHUTEIbHOMH BaacTi. Eciu
B aKTe YKa3aHH JeJla HeCKOJILKUX CTPYKTYPHBIX TOAPa3feeHH, TO Ha3BaHHE
KaXIOro CTPYKTYPHOTO IOAPAa3ACHCHUs YKAILIBACTCA Tepell FPYIIoi 3arojoB-
KOB JIC/I 3TOro NOApa3feIeHHs.

7.2. IlonroToBKA M MEPEAAYA IOKYMEHTOB B APXHB

7.2.1. B apxuB ¢enepanbHOTo opraHa HCIOJIHMTENBHOM BIACTH HEpeialoTes
Jeja ¢ HCIIOJIHEHHBIMU JOKYMEHTAMM IIOCTOSHHOTO, BpEMCHHOTO (cBHile 10
JIeT) XpaHeHUS U TI0 TMYHOMY coctaBy. VX Tiepesiaya MPOU3BOANTCS TONBKO MO
OITHACAM JE.

7.2.2. Jena ¢ MCNIOMHEHHBHIMH JOKYMEHTAMH TNOCTOSHHOIO ¥ BpEMEHHOTO
(ceeime 10 5eT) XpaHEeHHA MepefalOTCA B apXUB (elepaTbHOTO OpraHa UCTION-
HHUTCIIBHOM BJIACTH HE TMO3JHEE 9eM Yepe3 TPH Tojia IOCNC MX 3aBepllicHUs B
IEIONMPON3BOACTEE.

7.2.3. Hena BpemenHoro (o 10 jeT BKIIOYHTENHHO) XpaHEHMSI Tiepeaaye B
apxuB ¢eIepalbHOrO OpraHa MCIHOMHHUTENBHON BIACTH, KAaK NpaBWIIO, HE
nomnexar. OHM XpaHATCd B CTPYKTYPHHX HOApA3CICHUAX M TIO0 HCTCYCHUM
CPOKOB XpaHEHMS NOMIEXAT YHUYTOXCHMIO B YCTAHOBJICHHOM HOPAAKE.

7.2.4. Mepenadya xen B apxuB (eACpPaNbHOTO OpraHa HCIIOAHUTEIBHOM
BJIACTH OCYINECTRISIETCH O TpadmKy, COCTABICHHOMY apXWBOM, COIJIACOBaH~-
HOMY C PYKOBONUTEISIMM CTPYKTYPHEIX TOApa3JeNcHU# M YTBCPXKICHHOMY
pyxkoBoguTeNeM cyxOm JJOV.

7.2.5. B nepuol NOATOTOBKH Ael CTPYKTYPHBIM MOAPAIACICHUEM K Nepe-
Jaye B apxue (eiepalbHOTO OpraHa MCIONHUTENBHOM BIACTH COTPYAHHUKOM
apXxuBa IMpPCABAPUTENBLHO IPOBEPSIOTCH MPABUILHOCTP HMX (HOPMMpOBaHUA,
odopMJIEHHS ¥ COOTBETCTBHE KONMUCCTBA AC), BKIIOYSHHEIX B ONMCH, KOJKNYC-
CTBY JIcl, 3aB¢ACHHHX B COOTBETCTBHM C HOMEHKIIATYpol Jen GenepalbHOro
opraHa MCIIOJIHUTENLHOM BaacTd. Bee BHISIBIICHHBIE TIPH MPOBEPKE HENOCTATKH
B (POPMHUPOBAHUH B 0OpMICHHH Ach PaGOTHUKH CTPYKTYPHOIO IOApA3eie-
H¥s1 0053aHB YCTPAHMTD.

7.2.6. IIpHeM KaXaoro AeJia IpON3BOAMTCS 3aBeAYIOIAM apXuBa heaepanb-
HOI'0 OpPTaHa HCIIOMHHATEABHOM BJIaCTH B IPHUCYTCTBUM PaOOTHHKA CTPYKTYPHOTO
nonpaznencuud. Ilpym s510M Ha 000MX SK3EMIDISpaX ONMMCH IMPOTHB KAXIOIO
Jena, BKIIOYCHHOrO B Hee, JeNaeTcd OTMETKa O HaNWIMM Jeia. B KoHue
KaXKAOro 9K3eMILTApA ONMCH YKa3hiBaloTCHA LH(paMy M IPONMACHI0 KOJHYECTBO
(dakTHIECCKH NPHHATHX JCN, AaTa MpUeMa-Tiepelayl Jiejl, a TaKKe MOMIHCH
3aBeJIyIOLICTO apXUBOM (beiepaITbHOTO OpraHa HCITOJHUTEIbHOM BIaCTH M JIMIIA,
NepcAaBIICIo Acia.
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BMmecte ¢ penamMu B apxHB (eaepajibHOTO OpraHa UCIIONHUTENBHON BIACTH
NEPENAIOTCA PETMCTPAITMOHHEBIE KAPTOTEKH Ha JOKYMEHTH H (MJIH) NPOTpaMM-
HBIE CpeJIcTBa M (ashl JaHHBIX, cojepXanme MHGOPMaIWIO O perucTpauyu 1
HCIONHCHHHN TEPEAaBacMBIX JOKYMEHTOB. 3arojoBOK KAXIOMH KapTOTEKH HIA
62361 JAaHHBIX BKIIOYAeTCI B OIHCH.

7.2.7. B cnyyac NAKBMAALMH WIH PEOPraHM3alliy CIPYKTYPHOIO IOApas-
JeneHus GeaepaqbHOTO oprada NCIOMHATEABHOM BIaCTH JIMIO, OTBETCTBEHHOE
3a BeleHHE JeJIONPOU3BOICTBA JAHHOIO CTPYKTYPHOIO IOIpa3iecHUd, B I1e-
PHOZ MPOBEASHUS IHKBUAAIMOHHBIX MEPOTIPHATHI (GOPMUDYET BCce MMEIOIIHE-
¢l HOKYMEHTH! B Jielia, oopMIIsieT efa U MepefaeT uxX B apxuB deaepansHoro
opraHa UCIIOJIHUTEIbHOM BIACTH, HE3aBUCHMO OT CPOKOB XpaHcHHs. [lepenaua
JIEJ OCYINECTRIACTCH IO OMUCAM Je] ¥ HOMEHKIAType AC.

[punoxcenue Ne 1
K 2.1.3
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Poccutickoit ®enepanuu
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Inasa 1. O0mm@e noroxenns

......................................................

I'napa 8. Mexnynapogaoe COTpYTHAYECTBO
Crarea 28. Mexnynapoimoe cOTpYAHHIECTRO B OGJIACTH APXHBHOINO Aeia

Opranbl rocyAapcTBEHHOH BJIACTH, OPTaHBI MECTHOTO CaMOYNpaBJIeHUS,
TOCYZAPCTREHHBIE M MYHMIIMIAMBHEBIC . .« . v v oo v v v vt oo e eeeeeeeeeeenns

IIpesupeHT
Poccuiickoit ®enepanyun

Obpasen odopmieHns 33KOBONPOEKTA



Ipunoncerue Ne 2
Km 223

TlpoexT
VKA3
HPESHAEHTA POCHI{CKON GENEPAITAA

00 yreepxnenun Ilonoxenus 06 Yupannenun [pesnneara
Poccniickoii ®eaepaumy N0 BEYTPERREH NOIMTHKE

1. YTBepours npuinaraeMoe [omoxenue

2. Ilpn3HaTh YTPATHBIINM CHY:

3. Hacrosmmii YKa3 BCTYIIAeT B CHIY CO JIHS €T0 TOMTACAHMS.

IpesuneHT
Poccuifckoit Meaepaiiuu

Mocksa, Kpemnb

Jara

Homep

Busn (na oGopoTHOI cTOpOHE)

O6pazen ogopmaenns npoexra yrasa ITpesnnenra Poccuiickoit ®epepamnn

Hpunoxcenue Ne 3
Km 232
IIpoekt
IIPABHTEJECTBO POCCHVICKON ®ETEPAITAN
ITOCTAHOBJIIEHHUE
or“_" r. Ne
MOCKBA

O euikyne B 2004 rony y sianeannes — rpaxnan Poccuiickoii ®enepamymm
HMEIONMXCA Y HHX TOCYIAPCTBEHHbIX Kasnaueiicknx odazarensects CCCP
" ceprudugaToB Coeperaresmuoro 6anka CCCP, pasmemenabix
Ha Tepparopan Poccuiickoii ®epepaupm no 1 sasapa 1992 r.

B cooTBeTCTRUM €O cTaTheil 137 PepepanbHoro 3akona “O DeacparbHOM
Groaxere Ha 2004 ron” IlpaBurenncrBo Poccuiickoii ®enepauyy mocTa-
HOBISAET:
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VTBepANTD NPHIATAEMBIC:
L.TIDABHIIA BEIKYIIA . - . . . oo ottt teeeee s nns s asannenannnnsas
2. Pa3MEDBL CPEACTB .+« v v v e v e eeeeetmeeeaeesaaenanenenes

Ipexcexarens IpaBurenbeTea
Poccniickoit ®epepanuun H. ®amums

Bu3u (Ha 060pOTHO# CTOPOHE)

Ofpasen odopMIeHEA NPOEKTA TOCTAROBIECHNS
Hpasureancrsa Pocemickoit Penepanyn

Hpunoocenue Ne 4
K1 2.7.3.8

@OEJEPAIBHAA CIYXBA TOCYJAPCTBEHHOM CTATUCTUKHA
(POCCTAT)

IIOCTAHOBJIEHUE

Mocksa

O6 yTBepKICHHN CTATHCTHYIECKOTO HHCTPYMEHTAPUS
U1 OPTAHM3ANHM CTATACTHEYECKOro Habmonenna na 2005 rog
OciepanbHag cyXx0a rocylapCTBEHHOM CTATHCTAKHA NOCTAHOBASAET:

1. YreepauTs npuinaracMeie GopMbl denepanbHoOro rocyIapcTBEHHOIO CTa-
THCTHYECKOIO HaOMIONCHHA M BBECTH UX B JeiicTBHE:

2. YcTaHOBUTH NPEACTABICHHE TOCYAaPCTBEHHOM CTATHCTHYECKOM OTYET-
HOCTH II0 YKa3aHHBIM B II. 1 HacTosmero mocraHoBrneHusa dhopMam deaepans-
HOro TOCYJAPCTBEHHOIO CTATHCTHYECKOro HabmioJileHus B aapeca W CPOKH,
YCTaHOBJICHHBIE B (hopMax:

3. C BBEJCHHMEM YKa3aHHOIO B X1, 1 HaCTOAIErO MOCTAHOBJICHUS CTATHC-
THYECKOTO MHCTPYMEHTAPHS TIDH3HAThH YTPaTHBIIMMH CWITy bopmer demepais-
HOTO TOCY/IAPCTBEHHOTO CTATHCTHYECKOro HaGMIONCHHUS:

PykoBomuTeNb Tlopmace PacumidpoBka noamucu

Bu3n (Ha 00OpPOTHOIM CTOpPOHE)

O6pazen odopmieHEn NOCTAROBICHAN (henepanbHOi CryKObI
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Hpunoxcenue No 5
@ Ko 2.7.1.6

MIHWCTEPCTBO KVIBTYPH M MACCOBBIX KOMMYHMKAINWH
POCCHMCKOH ®ENEPALINN
(MUHBKYIILTYPBHI POCCHAN)
ITIPHKA3

Ne

Mocasa

00 yrBepxaennE VIHCTPYKIHH DO AEIONPOM3BOICTBY

B cBiasu ¢

(ocHoBaHMeE)

NpHKa3k BaIo:

1. YTBepauTh M BBECTH B JeiicTBie NpHaaracMylo VHCTpYKIIMIO 10 JeNo-
npogsnoncmy.

3. IIpM3HaTs YTPaTUBHIIUM CHILY IIPHKA3

4, KOHTDOJ'II: 32 UCITOITHEHHEM HACTOSILICTO MPMKa3a BO3JIOXWUTH Ha

Munncrp Hoamuce PacunidpoBka MONNMUCH
Bu3sn (Ha 0GopoTHOIT CTOPOHE)

Obpasen odopmneHHsa IPHKA3A MHEHCTEPCTBA

Hpunoxcenue Ne 6
W K 27.1.6
MHHHACTEPCTBO KYJILTYPBI i MACCOBEIX KOMMYHUKAINAH

POCCHIACKO#M OENEPAITHH

OENEPATBHOE APXVMBHOE ATEHTCTBO
(POCAPXHB)

IIPHKA3
Ne

Mocksa

06 yrsepxnenmi Hncrpyxuan
no nenxonpomssoacTey B Pocapxmse

B cBa3u ¢

{ocHoBaHuc)

NPHKA3HBAIO;
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1. ¥YTBepIMTL M BBECTH B AciicTBHE npwiaraemyio MHcTpykmo no geno-
NPOU3BOACTBY B PejicpaIsHOM apXMBHOM arcHTCTBE.
2.

3. IIpM3HaTh YTPATUBIIIAM CHJIY IIPHKA3

4. KoHTpOJAb 33 HCHONHEHHEM HACTOAIIETO TIPHKA3a BO3JIOXMThL Ha

PyxoBopurens Tloamace PacumdpoBka noaucu
Buzn (Ha 0oGOpoOTHO# cTOpOHE)

Oopazen odopmnenns npukaza QelepAiLHOre ATEHTCTBA

Tpunosrcenue Ne 7
@ xm 2.7.1.6

MHHHMCTEPCTBO KYJILTYPEI I MACCOBBIX KOMMYHUMKAIIAT
POCCHMCKOM OENEPAIIAH
(MUHKYJILTYPEI POCCHH)

PACIIOPSDXEHUE

Ne

Mocgsa

Bo ucnonHenue

(ocHOBaHME)

1. YTBepnuTh

2. IIpu3HaTh YTpaTHUBIRMM CHITY

3amecturenb MuHucTpa Tloamice PaciundpoBKa NOANKCH
Bu3snl (Ha 000OPOTHO¥M CTOPOHE)

Od6pasen oopmienns pacnopsKeHHs MUHICTEPCTBA
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[fpunoocenue Ne 8
Ko 2.72.3

YTBEPXIEHO
TMPUKa30M
oT Ne

NOJNOXEHHUE
0 (HaHMEHOBAHWE CTPYKTYPHOIO IOJPa3ielcHNs)

I. Odmme nmonoxeHus

I1. 3anauu

IIL. Crpykrypa

IV. @Oyskupn

V. IIpasa

V1. B3aMOOTHOMIEHHS ¥ CBA3H C APYTIM CTPYKTYDPHBIM HOJPA3NEICHACM

VII. OTBeTCTBEHHOCTE

PykoBoaurenn
CTPYKTYPHOIO IMOAPa3NCICHUA Toanuce PacimudpoBka moanucu

Obpazen odopmiicHds NOJ0KCHAS
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1Hpunoxcenue Ne 9
KI. 2.7.3.7
MMHUCTEPCTBO KVIBTYPbI U MACCOBBIX KOMMYHHKAIIWH

POCCHACKOHN ®EJNEPALTAN

PGEIEPAJIGHOE APXHBHOE ATEHTCTBO
(POCAPXMB)

NPOTOKOI
sacenanns Hayuworo cosera

Ne

Mocksa

TIpexnceparenscrByiomuii — 1.0, ®aMuwis
Cekperaps — H.0. Gamunus
TIpucyrereopamy: 30 YeJOBEK (CIHCOK TIPHIIATACTCA)

IOBECTKA JIHA:

1. O Mepax 1o peanu3anun defiepanbHOi 1eJeBoi MporpaMMbl
JloKiian 3aMeCTUTENS PYKOBOXUTEIS
2.0

1. CIIVIIAJIH:
N.O. ®aMuaust — TEKCT JOKNAAA NpWIaracTcs
BHICTYITUIHA:

Y1.0. ®aMmmis — KpaTKas 3aluch BHCTYTUICHYS
H.O. ®amMunma — KpaTKas 3alliCh BRICTYIICHNS

HOCTAHOBWIIN:
0 P

BBICTYITHUJIH:
TTOCTAHOBWIIN:

TIpencenaTeabCTBYIONIMIA Monnuce PacimdpoBka noanmucu
Cekperapb Mommce Pacumdposka noamicu

Oopa3en odopvienns NONHOTO DPOTOKONA



punoscenue Ne 10
Ko 2.7.3.7

NPOTOKOJ

coremanus y Pyxosonuredsn Denepansaoro aApXMBHOTO Ar€ATCTBA
H.0. PAMWINA

Mockna
Ne

IIpucyrcreoBam:
HauMeHoBaHuE TOIDKHOCTH — NA.0. ®damunus
HanmMeHnoBaHHE JOIDKHOCTH - M.0. Pamumus
HaumeHoBaHHE TODKHOCTH - 1.0. ®ammmua
HawmMenopaHMe TOJDKHOCTH — NA.0. ®amunusa

Wanmmae 1

hammmmu

B andaBUTHOM

TIopAgKe

I. O BHIIOTHEHUH TOAOBOTO IUIAHA HAayYHO-HCCICAOBATCNBCKOMH paboThI
BHUHWIAL

(Davwns, Gamwnns, Pamiwmsa, Oavromis, Gavurmis)
1. TIpMHATH K CBEJSHAIO ...
2. Tupexropy BHUHAJIAL ...

1I. O BBEZCHHM Mep TIO ...

(Qammwmsa, Qavwmst, Pamwmisg, Gamunus, Oamunus)
2. IIpyHATE X CBEACHHUIO ...

Pyxosogurens Denecpanpioro
APXVBHOTO aICHTCTBA H.0. damums

Oopazen ogopMiIeHAS KPATEOrO NMPOTOKOAA
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Mpunoncenye Ne 11
K IL 2.5,6

MUHHVCTEPCTBO KYJILTYPBI H MACCOBEIX KOMMYHHKA LI
POCCUMCKO! GEJEPALHH

QENEPAJIBHOE APXUBHOE ATEHTCTBO
{(POCAPXHB)

Mocksa N

Oo6pasen odopmaenus 00mero npoAcabHOro 6JaHKa denepaiLAOro AreHTCTBA

Ilpunoncerue Ne 12
X1 2.5.6

MWUHHUCTEPCTBO KYJILTYPDE
1 MACCOBBIX KOMMYHHKALIAR
POCCHHCKOH GEJEPALIME

QEEPANILHOE APXMBHOE ATEHTCTBO
(POCAPXMB)

Ne

Mockna

Obpasen odopmienms o6mero YraoBoro 01anga deaepaibHore arenTcTsa
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3

MAHHRCTEPCTBO KYJILTYPhI
H MACCOBBIX KOMMYHHKALMI
POCCHHCKOH GETEPAIHN
(MHHKYJIbTYPBI POCCHH)

Kwradiroponcxuii npoean, 4. 7, erp. 2, Mocksa, 109074.
Tes, 925 11 95. daxc 928 1791.
OKIIO 0013327, OI'PH 1047796333672,
AHH/KIIIT 7705596843/770501001

Ne

Ha Ne

Hpunoxcenue No 13
K1 2.5.6

O6pasen odopvieHns YriaoBoro GJAHKA MMCHMA MHHHCTEDPCTBA

MUWHHCTEPCTBO KVJBTVPh
H MACCOBBIX KOMMYHHKALMHA
POCCHICKO# ®EIEPALIAH

QEIEPALHOE APXWBHOE ATEHTCTBO
(POCAPXHB)

Hnenka ya., n.12, Mocksa, 103132,
Ten. 206-35-31. dakc 206-55-87.
OKTIO 00018483, OI'PH 1047710027683,
WHH/KTIT 7710474216/771001001

Ne

Ha M

IIpunoxcernue Ne 14
K11 2.5.6

Oo6pazen odopmaenns yraosoro 6nanga muckMa deepaibHOrO arenTCTBa



Hpusoocenue Ne 15
K 2.56

MUHHUCTEPCTBO KYJBTYPBI f MACCOBBIX KOMMYHHUKAIIHIT
POCCHACKOM OEIEPALN
(MHHKYJIbTYPhI POCCHH)

Kuraitroponckuit npoesn, . 7, crp. 2, Mockea, 109074,
Ten. 925 11 95. daxc 928 1791,
OKTIO 00013327, OTPH 1047796333672, HHH/KTITIT 7705596843/770501001

#

Obpasen odopmienns OpoxoILHOI0 GIAHKA NACEMA MHEHCTEPCTBA

Ipunoxcenue Ne 16
KL 2.5.6

MHHHCTEPCTBO KYJILTYPLI H MACCOBBIX KOMMYHHUKALAA
POCCHIACKOH ®EAEPALH

DEJEPAILHOE APXABHOE ATEHTCTBO
(POCAPXUB)

HnbuKica yi, 512, Mockea, 103132,
Ten. 206-35-31. ®akc 206-55-87.
OKITO 00018483, OYPH 1047710027683, HHH/KIIT 7710474216/771001001

Ha Ne

Oo6pasen oopMaeHns NPOAOILHOTG GAanKa MACHMA (ENePAALHOTO ATCHTCTBA
58



Ipunoxcenue Ne 17
K. 2.5.6

MUHHCTEPCTBO KYALTYPbHI H MACCOBBIX
KOMM YHHKAUMHA
POCCHIICKON ®ETEPALUH
(MHHKYJBTYPBI POCCUM)

MHUHHCTP

Kuraiiropopckuit npoesr, a. 7, erp. 2, Mocksa, 109074,
Ten. 925 11 95. Mdaxce 928 1791.
OKItO 00013327, OTPH 1047796333672,
HHH/KIIIX 7705596843/770501001

Ne

Ha Ne

Obpasen oopmienns 6IAHKA JOIKHOCTHOTO JIHIA MEAMCTEPCTBA

IIpunoscenue Ne 18
KIL 2.5.6

MHHHUCTEPCTBO KY/IbTYPHI _
¥ MACCOBBIX KOMMYHUKANMIA
POCCUUCKON OEIEPALIHH

®EJEPANLHOE APXHBHOE ATEHTCTBO
(POCAPXMB)

3AMECTUTEJb PYKOBOAWTENA
Hunbheka ya., a.12, Mocksa, 103132,
Ten. 206-35-31, @axc 206-55-87.
OKTIO 00018483, OI'PH 1047710027683,
VIHH/KIIT 7710474216/771001001

Ne

Ha Ne

O6pazen odopmienus 0naHKa JOKHOCTHOIO Jina (eiepajbaOTO rERTCTBA
59



IHpunoxncenue Ne 19

K I. 3.6.2
CIIPABKA
00 oGBeme MOKYMERT0000pOTA
3a 200 r.
(mecan)
KonnuectBo JOKyMEHTOB
JlokyMeHTHI Bcero

TIO[UTHHHHKH THPaxX
HOCTYIAIOIIHS
OTIpABIAEMEIE
BHYTpCHHUE
Hroro
HamMeHOBaHHME HOJLKHOCTH
pyKoBoauTea ciyxou JJOY ITopnuck Pacumi¢ppoBka TOITUCH

Jara
®opmMar A5 (148 x 210 Mm)

@dopma cnpaBgm 0 XOKYMEHTOOG0pOTE

Hpunoxcenue Ne 20
K 6.1.3
Haumenosanue deneparbHOro oprata
UCIIOJIHUTENbHOMA BJIACTH
HaumMeHOBaHHE CTPYKTYPHOTO
HOApa3sAcIeHUA
HOMEHEJATYPA IEJ
00.00.0000 Ne
(MeCTO COCTaB/ICHH)
Ha rox
H 3aronoBok Kon-Bo gen Cpok xpateHus fenia
HIEKC Jiena (ToMoB, (Toma, YacTH) ¥ HoMepa TIpumeranne
fena (ToMa, wacreit) JacTei) CTaTeil 1o NEpedHIo
1 2 3 4 5

Haspanue pasaena
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HamMeHoBanwe FODKHOCTH PYKOBOJUTENS
CTPYKTYPHOTO IOAPA3NEICHUS Toanuch Pacumdposka nogmucu

Jara
COINTACOBAHO

HayMeHoBaHWe ROIDKHOCTH
PYKOBOIMTENS CIyX0H JIOY Hompmuce PacnmacdpoBka noammcu

Jara

3asemyrommii apXuBOM
(JIN1I0, OTBETCTBEHHOE 32 apXUB) IMonmice Pacmmdposka noamicu

Jlara

Hrorosasi 3amich 0 XATEropHsX ¥ KOJHYECTBE AE), 3aBEACHHEIX B rony
B CTPYKTYDHOM NOApa3AcAcHUM

B ToM umcie

o cpoxam xpaneHus Beero
TIepexosMX | ¢ oTMeTKoi “DITK”

1 2 3 4

TocTosiHHOTO

Bpemensoro (ceaiue 10 ser)

BpemenHoro (o 10 NeT BLIOYATENHHO)

HUTOIO:

HauMeHOBaHHIE JODKHOCTH
OTBETCTBEHHOTO 3a Aejonpoussoacrso Ilommucy Pacnmidposka moamucu

Jlata
Wrtoroprie cBeicHHUS NepeAaHbl B cayxoy JIOY

HamMeHoBaHWe JOIDKHOCTH
NEepeIaBLIEro CBEICHUA Ilommuce  PacumcdpoBka roAnucH

Jara

®opwmar A4 (210 x 297 MM)

DopMa HOMEHEIATYPHI JEJI CTPYKTYPHOTO HOAPAIACHCHHS
dbenepaibHOTO OPrasa MCHOIHATENLHOH BAACTH
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1lpunoncenue No 21
KT 6.1.3

HammeHoBaHue ¢efepalbHOro opraHa

UCIIOJIHATEILHOM BIACTH

HOMEHKJIATYPA JIENX

00.00.0000 Ne

(MECTO COCTARJICHUS)

YTBEPXIAIO

HaumeHOBaHHE JOKHOCTH
DPYKOBOIHTENS (deAepaibHOro opraHa
HCTIOMHUTCIBHOY BRaCcTH

Ha rog Ioamucs Pacimmdpopka nommucu
Jara
Hrpexs 3aronoBok Kon-Bo gen CpoK XpaHCHHUS Aeia
puaesiy nena (ToMoOB, (ToMa, 4acTd) ¥ HOMepa IpwmeyaHne
(ToMma, vacreit) qacreif crareil o MEePeYHIo
1 2 3 4 5
Haspanwe pasnena

HaumMeHOBaHUE JOKHOCTH
pykosoaurens cayxon J1OY
tdenepanbHOTO Oprata
HUCTIONHUTENIBHOM BIIaCTH Tommich Pacmumdporka mommucu
Jara
Buza 3aB. apxuBoM
(nu1ra, OTBETCTBEHHOIO 32 apXUB)
COTTTACOBAHO COT'NTACOBAHO
IIporoxon I[DK Hportokon DIIK denepansHOro apxusa
or Ne oT Ne
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HroroBas 3auch O KATETOPUIX H KOJIMYECTBE JCI, 3aBEJICHHbIX B rony
B (heEpabHOM OPTraHe UCIOMHUTE/IBHOM BIACTH

B ToM uncre

ITo cpokam XpaHeHHs Bceero
nepexommpx | ¢ ormerkoit “OIK”

1 2 3 4

INocrossHHOTO

BpemMenHoro (ceenue 10 Jier)

BpemenHoro (mo 10 neT BKIOYHTENHHO)

HTOTO:

HanMeHOBaHHAE JOIDXKHOCTHA
pyKoBomuTeNst ciyx0u JJIOY Ioanuck Pacumdpoeka HOAIMCH

HNata
WTOroBuie cBeNcHUS MEPEAAHEL B apXUB

HawuMeHnoBaHMe AOIKHOCTH
MepeaaBILIero CBEACHNA Hoamuce PacimdpoBKka MoAnmucH

Jata
®opmar A4 (210 x 297 mM)

PDopMa HOMEHKIATYPSI JIEX
(henepaisHOro OPrana MCHOJIHUTEILHOH BIACTH
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Hpunowcenue Ne 22
K1 6.2.8

KOJ (he/IepaTkHOTO apXuBa

Ko, (beiepaNbHOTO OpraHa
HCIIOJHHATENBHOM BJIaCTH

D, Ne

On. Ne

. Ne

(HammeHopaHue delepanbHOro apXuBa)

(HanMeHoBaHKe (edePaTEHOTO OpraHa HCIOMHUTENBHON BIACTH
M CTPYKTYPHOTO TIONpasneeHus)

JAEIO Ne TOM Ne
(3aroI0BoOK Aga)
(mara)

Ha JMCTax

o®. N\e XpaHuTh

on. Ne
. Ne ®opmar C4 (230 x 320 mMm)
@opma 00JI0KEH Jena
HOCTOSHAOTO H Bpemennoro (cabme 10 aer) xpanenas
[lpusoxcenue Ne 23
K 6.2.8
JIncT-3aBepurens gena Ne

B nene nomuuTo ¥ NMPOHYMEPOBAHO Jct(oB),

(uudpaMH H NPONUCHIO)

B TOM YMCJIE JIMTCPHBIC JIHCTHI » IPONYIICHHHE HOMCpa

+ JIMCTOB BHYTPCHHEH OIMUCH

OcobeHAocTd HHINYECKOTO COCTOAHMISA
# opmupoparms nema Howmepa mictoB
1 2
JomxHocTh lommuce PacimucdpoBka mommuc
JHara
®opMmar A4 (210 x 297 Mm)

PopMa JHCTA-3aBEPATENN HENA
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Ilpunoxcerue No 24

K1 6.2.8
BHYTPEHHAA ONUCH
JoKyMeHToB jeixa Ne
Ilrf'[ (?Hf‘:‘:{?m o ,Z[ar:m 2 | 3aronoBok Joxymenta m}gggepaw a | TpmMedanne
1 2 3 4 5 6
HToro JOKYMEHTOB.,

(undpamMa ¥ NPONTHCEHIO)
KonuyecTBo JIMCTOB BHYTPEHHEH OIMCH

(nudpaMu ¥ POTIMCHIO)

HanMeHOBaHME JOJDKHOCTH JTHIIA,
COCTaBHMBILICTO BHYTPCHHIOIO OIIMCh
JOKYMEHTOB Jejia IMommiace PacuudpoBKa noamnucu

Hara
®opmar A4 (210 x 297 mm)

@opMa BHYTPEHHEH ONMCH NOKYMEHTOB JiClIa

Hpunoxcenue Ne 25
K. 7.1.12

(HaumeHoBaHHUe (eNepaTbHOrO OPraHa UCIIOMHUTEBHON BIacTH)

(HAHMEHOBaHYE CTPYKTYPHOIO TIOAPA3ICICHHA)

YTBEPXIAIO

HaumMeHOBaHME HOKHOCTH PYKOBOOUTEI

CTPYKTYPHOTO IIOAPA3NeICHUS
Tlogmwuce PacimindpoBxa noamnucy

JHara
OIIACH Ne
HHzexe Jlata nena | KOUmUCCTBO CpoK XpaHeHHs
Ne | pena |3aromoBox menma (ToMa JUCTOB ena (Toma Tpumeyanye
m/m| (Toma, | (ToMa, 9acTH) | oo B fierne yacri)
YACTH) {Tome, yacTH)
i 2 3 4 5 & U

Haspanwe pasnena

ll'paqya 6 OrycKaeTcsi B OIHUCSIX JeJI MOCTOSTHHOTO XPaHeHHs].

3 3ax. 400 65



B manHyio onuch BHECEHO meac Ne
(mdpamu ¥ IPOMUCEIO)
mo Ne , B TOM 4HCHe:

JIHTEPHBIE HOMEPa:
NponylCHHbIE HOMEpa:

HauMenoBanme JOMKHOCTH

COCTaBHTENS ONHCH Hognucy PacummgpoBKa MOMNHCH

Hdata

COI'TACOBAHO COTIJTIACOBAHO!

HaumeHOBaHME NODKHOCTH IIporoxon BK crpykTypHOIO

pykoBomuTens ciyxGu J10Y Topas3acicHIs

Iloxanuce Pacumdposka noamucu oT Ne

Hata

Tlepegan nen
(uudpaMy ¥ TIPOTIVCHIO)

" PETMCTPAIHOHHO-KOHTPOJIBHBIX KAPTOTEK K ,JIOKYMCHTaMz.

(umdbpaMi M IPOITHCHIO)

HauMmeHOBaHHEe TODKHOCTH COTPYIHUKA

CTPYKTYPHOTO MOAPa3NeICHHA Ilogmuce Pacumdpopka nommucu
Hdata
ITpunsn IeNn U

(uedbpaMu B NIPOITHCHIO) (1mdpamMK ¥ TIPONKCHIO)

PEFUCTPAIMOHHO-KOHTPONBHEIX KAPTOTEK K NOKYMEHTAM.

HauMeHOBaHHKE JODKHOCTH paGOTHMKA
apxuBa denepalbHOrO OpraHa
HCTIONHUTCIILHOM BIIACTH INomnucy  Pacnmdbporka mopmucn

Hata

®opmMar A4 (210 x 297 MM)

DopMa omcH /el HOCTOSHHOIO, Bpemennoro (capme 10 ner) xpanenms
H 10 JHIHOMY COCTABY CTPYKTYPHOIO HOJPA3JEICHAN

[Ipy samusmi DK CTPYKTYPHOTO NOApa3AeNeHUs.
2Hepe)mm'rcn BMECTE C ASJIAME XKaHIEISPUH.
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HavmenoBanue deepaibsHOro
Oprasa HCITIOJHHTEIBHOM BIACTH

AKT

Ne

(mecTo cocTaBlieHHs)

Tpunoxcerue Ne 26
km 7.1.18

YTBEPXIAIO

HanmMeroBanwe NOIDKHOCTH

pyxoBoauTens (eaepajibHOro opraHa
HUCMOTHUTENLHOM BIACTH

IMommucek

Jara

0 BBIACJICHIH K YHHITOXKEHHIO JOKYMEHTOB,
He MOJJICKANMX XPAHEHIO

Ha ocHOBaHHH

PacmmdpoBKa mogmucu

(HasBaHWe M BHIXONHHIC JAHHKE TICPEYHA JOKYMEHTOB C YKa3aHHEM CPOKOB HX XPaHCHHs)

0TOGpaHH K YHUYTOXESHMIO KAK He MMEIOLIIe HAYYHO-HCTOPHYECKOI LIEHHOCTH
H YTpaTMBLIME NPAKTHIECKOE 3HAYEHUE NOKYMEHTH GoHma No

(Haspanme doHzR)

Wnnexc nexa Cpox# xpaHe-
3aronoBox Nara Howmepa (toma, wacTn) Kom- HHS (SR
JieNia Win onAceHi YeCTBO
Ne JeNia U O HOMEH- (ToMa, yactH)
TPYIIIOBO#H (HoMeH- Jen TIpuMeuanne
n/u KJATYPE WIH H HOMEpa
3aroIOBOK KIIATyp) (ToMOB, I
aen BATHL MEN| o rongy | HOMED ZoMa | ) orepd | - cTatedt no
IO ONACH MICPCIHIO
1 2 3 4 5 6 7 8
Hroro Jen 3a TOABL.

OnmcH JeX MOCTOSIHHOIO XpaHEHHA 3a
JYHOMY COCTaBY cOrfacoBaHE ¢ DTTK

(TIporokoi ot

(upamMu M NPOITKCHIO)

romsl YTBEPXKICHBI, a TI0

(HanMeHOBaHHE aPXHBHOTO YYPEXITCHHSA)

Ne

HanMeHOBaHUE NOJKHOCTY JIMIA,
TPOBOAMBIIETO SKCHECPTH3Y
LIEHHOCTH JIOKYMEHTOB

Jara

COTJIACOBAHO

oT

IIporokon LIDK (BK)
Ne

JIOKyMEHTHI B KOJIMYECTBE
BECOM

Ha 1epepaboTKy 110 IPUSMO-CAATOMHOM HaKIagHOol OT

Ne

).

Ilonmucy PacumndpoBka nogmscH
pi () 8
(undpamMu ¥ IPONUCHIO)
K CAAHEBI B
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(HaVMEHOBAHHE OPraHU3aLHH)




HaunmeHoBaHMe AOJCKHOCTH paGOTHHKA
(beepaNnEHOro OPraHa HCIIONHHTENBHON
BJIACTH, CIABIIETO JIOKYMEHTHI Mogmice  PacmmdpoBKa noamucu

W3McHeHHs B YUETHHIE JOKYMEHTH BHECEHHEL.

HauMeHOBaHuUE XOJDKHOCTH paOOTHHKA
apxuBa (cayx6u I0Y), BHecIEro
H3MEHEHUSI B YYETHHIC JOKYMCHTH Hommrces  Pacmimdporka noanmucH

Hata

@opmar A4 (210 x 297 MM)

®opMa aKTA 0 BHUICJICHHN K YHHITOXKCHHIO JOKYMCHTOB,
He HOUICKAIMX XPAHCHHIO
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http://files.stroyinf.ru/Index2/1/4293743/4293743098.htm

