[okymeHT npepoctasneH KoHcynbTaHTI10C

3apeructpmpoBaHo B MuHiocte Poccum 27 gekabps 2019 r. N 57023

SENEPANIbHOE APXUBHOE ArEHTCTBO

NMPUKA3
oT 22 masa 2019r. N 71

OB YTBEPXXOEHWUM NPABUN
OENOMNPOMN3BOACTBA B TOCYOAPCTBEHHbIX OPTAHAX, OPTAHAX
MECTHOIO CAMOYIPABJIEHUA

B cootBeTcTBUM C nognyHkTom 3 nyHkTa 6 lNMonoxeHus o PepepanbHOM apxXvMBHOM areHTCTBe,
yTBepxaeHHoro Ykasom lNpesvaeHta Poccuickon ®egepaumm ot 22 umioHa 2016 roga N 293 "Bonpocsl
depepanbHoro apxmeHoro areHTcTBa" (CobpaHne 3akoHogatenbcTBa Poccuiickon depepaunm, 2016, N
26, c1. 4034; 2018, N 52, cT. 8239), npuka3sbiBato:

1. YTBepauTb npunaraemslie MNpaBuna AenonpousBoACTBa B rOCYAapCTBEHHbIX OpraHax, opraHax
MECTHOIO caMoyrnpaBneHus.

2. Hactoswwmi npuka3 BCTynaeT B CUly C MOMEHTA BCTYMMEHMS B CUMY MNOCTAHOBMEHUS
MpaButenbctBa Poccunckon Pepepaumm o0 NpuU3HaHMM yTpaTuBLLUMM CuNly nyHKTa 1 MOCTaHOBEHMWs
MpaeutenbctBa Poccuiickon depepaumm ot 15 uoHa 2009 r. N 477 "O6 yrtBepxaeHun [lpasun
AEeNONpoV3BOACTBA B hefiepalnbHbIX OpraHax UCNONMHUTENbHOM BNacTn'.

PykoBoguTtens
A.H.APTN30B

YTBEPXOEHDI

npukasom PenepanbHoro
apXMBHOro areHTcTBa

ot 22 mada 2019 r. N 71

NPABUNA
OENONPON3BOLOCTBA B rOCYOAPCTBEHHbLIX OPTAHAX, OPTAHAX
MECTHOIO CAMOYINPABNEHUA

l. O6LWwMme nonoxeHus

1.1. TlpaBuna [genonpousBoAcTBa B [OCYAApPCTBEHHbIX OpraHax, oOpraHax MeCTHOro
camoynpasrneHust (qanee - MNpaBuna genonponssoacTea) pa3paboTaHbl B COOTBETCTBUM C NOAMYHKTOM 3
nyHkta 6 lMonoxeHuss o ®degepanbHOM apxMBHOM areHTCTBe, yTBepXAeHHoro Ykasom [lpe3upgeHTa
Poccuiickon ®epepaunm o1 22 utoHa 2016 roga N 293 (CobGpaHue 3akoHogaTenbctBa Poccuiickon
depnepaumu, 2016, N 26, ct. 4034; 2018, N 52, c1. 8239).

1.2. Npasnna genonpon3soAcTea pa3paboTaHbl B Liensx COBEPLUEHCTBOBaHWNA AeNOoNpon3BoACTBa
N NoBblWeHNsA 3pHEKTUBHOCTU paboTbl C AOKYMEHTaMu nyTeMm perfiameHTauuMn Ha eQuHOW NpaBoBOM
OCHOBe NpaBwi CO34aHUs JOKYMEHTOB, TEXHONOMMIN paboTbl C HAMU, OpraHu3aLun TEKYLLEro XpaHeHus
AOKYMEHTOB M MOArOTOBKM K Nepefade B apxvMB opraHa rocydapCTBEHHOW BracTW, opraHa MeCTHOro
camoynpaBrieHusl.

1.3. [Hewncteue [paBun [enonpomsBoAcTBa pacnpoCcTpaHseTcs Ha dedepanbHble  opraHbl
rocygapCTBeHHOM BriacTu, MHble dpefeparnbHble rocygapCTBEHHbIE OpraHbl, OpraHbl rocygapCTBEHHON
BNacTM M WHble rocygapcTBeHHble opraHbl cybbekTtoB Poccuiickon ®degepaumn, opraHbl MECTHOrO
camoynpaBreHus (ganee - rocyaapCTBEHHbIE OpraHbl, OpraHbl MECTHOTO CaMOynpaBeHns).
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1.4. TpeboaHusa MNpaBun Aenonpor3BoacTBa NPUMEHAIOTCH K ByxranTepcKkon, KagapoBon U Apyron
crneynanbHOW AOKYMEHTauMu B YacTv oOLWux NprvHUUNOB paboTbl C JOKYMEHTaMmu, a Takke MogroToBKM
AOKYMEHTOB K nepefade Ha apXvMBHOE XpaHeHMe.

1.5. Oenctere lMpaBun Oenonpov3BOACTBA He pacnpoCTpaHsieTcss Ha opraHusauuto paboTbl C
AOKYMEHTaMM, cofepKalluMu CBeAeHMsl, COCTaBNSoLME FOCYAaPCTBEHHYIO TaliHy.

1.6. lMopsagok paccmoTpeHnsa obpaleHun rpaxaaH Poccuiickon ®epepauun, MHOCTPaHHbLIX
rpaxgaH, nuy 6e3 rpaxgaHcTBa, oObeAVMHEHMI TpaxdaH, B TOM YMCMe puauvdeckmx nuy (ganee -
obpalleHne rpaxgaHvHa, opraHv3aumu), U BedeHue Aenonpou3BOACTBA MO obpalleHusM rpaxaia,
opraHu3auuin ycTaHaBfMBaeTCA B rOCyJapCTBEHHOM oOpraHe, OopraHe MECTHOro camoynpaBreHusi B
cooTtBeTCcTBMU ¢ PeaeparnbHbiM 3akoHOM OoT 2 mast 2006 r. N 59-93 "O nopsgke paccMoTpeHWsi obpaLleHnin
rpaxkgaH Poccunckon degepaumn” <1>.

<1> ®egepanbHbii 3akoH oT 2 mas 2006 r. N 59-d3 "O nopsigke paccMoTpeHus obpalleHni rpaxkaaH
Poccuiickon ®epepaumn” (CobpaHue 3akoHogaTensctea Poccuiickon ®epepaumm, 2006, N 19, c1. 2060;
2018, N 53, cT. 8454) (nanee - ®egepanbHbinn 3akoH N 59-03).

1.7. OpraHusaumsa paboTbl C 3anpocamy PUANYECKUX N (PUNYECKMX MWL B rOCYAapCTBEHHbIN
opraH, opraH MeCTHOro caMoynpasnieHns 0 NpeaoCcTaBNeHUn MHopMaLumn o eATENBHOCTN 3TOrO opraHa
ocyulecTBnsieTca B cootBetcTBuM ¢ PepepanbHbiM 3akoHOM oT 9 dhespana 2009 r. N 8-03 "O6
obecneyeHun ocTyna K MHopmauum o AesaTenbHOCTU rocygapCTBEHHbIX OPraHoB U OPraHOB MECTHOrO
camoynpaBneHna" <2>,

<2> ®depepanbHbIn 3akoH oT 9 despansa 2009 r. N 8-93 "O6 obecneyeHnn gocTtyna Kk nHdopmaumm
O [JeATenbHOCTU rOCYOAPCTBEHHbIX OPraHoB M OpraHoB MecTHoro camoynpasneHusa" (CobpaHue
3akoHofartenbcTBa Poccuiickon ®epgepaummn, 2009, N 7, c1. 776; 2018, N 1, cT. 7) (nanee - ®egeparnbHbii
3aKkoH N 8-03).

OpraHusaumsa paboTbl C 3anpocamu rpaxaaH U opraHn3aunii o NpeaocTaBNeHnn rocyaapCTBEHHbIX,
MYHULMNAanbHbIX YCIYr OCYLLECTBASETCS B COOTBETCTBUN ¢ DefepanbHbiM 3akoHOM OT 27 uiona 2010 r. N
210-93 "O6 opraHu3aumy npegocTaBneHns rocygapCTBEHHbIX 1 MyHULUMNANbHbIX yenyr" <3>.

<3> depepanbHbli 3akoH oT 27 monga 2010 r. N 210-®3 "O6 opraHusauuu npeaocTaBrieHuUs
rocygapcTBeHHbIX M MyHuuunanbHbix yenyr" (CobpaHue 3akoHogaTtenbcTBa Poccuiickon ®epepauumu,
2010, N 31, cT. 4179; 2019, N 14, cT. 1461).

1.8. Ha ocHoBe [MpaBun genonpovsBoAcTBa B rOCYAAPCTBEHHLIX OpraHax, opraHax MeCTHOro
camoyrnpaBneHus paspabaTelBaeTCs MHCTPYKLMSA MO AENONPOM3BOACTBY, YTBEPKAaeMasi TPaBOBbIM aKTOM
rocyoapCTBEHHOTO OpraHa, opraHa MeCTHOTO CaMOynpaBneHus (Jarnee -  WHCTPYKUUs Mo
[Eenonpou3BoACTBY) NOCNe ee CornacoBaHust <4>:

<4> T[lyHkT 4.8 [MpaBun opraHu3auum XpaHeHus, KOMMIEKTOBaHWHA, yyeTa W MCMOoMb30BaHUA
AokymeHToB ApxuBHoro coHga Poccuiickon ®egepauum v Opyrux apxvBHbIX [AOKYMEHTOB B
rocygapCTBEHHbIX M MyHMUMNAmNbHBIX apxvMBax, My3esdx W OubnuoTekax, HaydHbIX OpraHu3aumsx,
yTBepPXAeHHbIX npukasomM MuHkynbTypbl Poccumn ot 18 aHBapsa 2007 r. N 19 (ganee - [NpaBuna xpaHeHus
2007 r.) (3apeructpupoBaH MwuHiocTom Poccum 6 mapta 2007 r., peructpaumoHHbIi HoMep 9059,
"BlonneTeHb HOPMaTUBHBIX akTOB dpefeparibHbIX OpraHoB UcnonHUTenbHon Brnactn" ot 14 masa 2007 r. N
20), ¢ U3MeHeHNsIMW, BHeCeHHbIMU npuka3oM MuHkynbTypbl Poccun ot 16 depans 2009 r. N 68
(3apeructpuposaH MuHioctom Poccun 5 masa 2009 r., peructpauuoHHbin Homep 13893, "Poccuitckas
raseta" ot 20 masa 2009 r. N 89).

denepanbHbiM OpraHOM TOCYAApPCTBEHHONW BRACTW, WHbIM dbedeparnbHbiM  FoCyaapCTBEHHbLIM
OpraHoM - C YMOJSIHOMOYEHHbIM (hefeparibHbIM OpraHOM MCMOSTHUTENbHON BRacTu B cdpepe apXMBHOIO
Aena v genonpousBoacTBa;
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OopraHoM rocygapCTBEHHOW BNacT U MHbIM TOCYAApPCTBEHHbIM OopraHom cybbekta Poccuiickol
depepaunmn, opraHoM MECTHOMO CaMOYNpPaBfieHWs - C YMOJIHOMOYEHHbIM OPraHOM WCTONHUTENbHOM
Bractu cybbekta Poccuiickoii ®Penepaumm B cdepe apxMBHOTO fefnia WM rocyAapCTBEHHbIM
(MyHMUMNAbHBIM) apPXMBOM B COOTBETCTBMM C NPeAoCTaBNeHHbIMU eMY NMOSTHOMOYMSIMM.

1.9. B opraHax ucnomnHuTenbHon Bnactn cyobektoB Poccuiickon deagepaumm, opraHax MecTHOro
camoynpaBneHusl, NCNOMb3YILINX eOUHYI0 CUCTEMY 3MNEKTPOHHOro AokyMeHToobopoTta (ganee - C3M),
MOXET MPUMEHATBCS WHCTPYKUMS MO AEenonpovM3BOACTBY, YCTaHaBnvBawlWaa eauHbii  nopsgok
Oenonpov3BoAcTBa B oOpraHax WCMNONHWTENbHOW Bnactm cyobektoB Poccuiickon depepauuun wn/vnm
opraHax MECTHOro CaMOYynpaBIieHus.

1.10. OTBETCTBEHHOCTb 3a OpraHM3auuio, COCTOsiHME [Jenonpou3BoacTBa M cobnogeHue
TpeboBaHwuii MpaBun genonpon3BoacTBa B rocy4apCTBEHHOM OpraHe, OpraHe MECTHOro camoyrnpasreHust
BO3riaraeTcs Ha ero pykoBOAMTeNsi MMB0 Ha NMUO, UCMOSHSIOLLEE ero 06s3aHHOCTW.

1.11. OpraHusauusi, BegeHMe U COBEpPLUEHCTBOBaHWE [enonpouM3BOACTBA Ha OCHOBE €aMHON
NOMWTUKA W MNPUHUUMNOB, MNPUMEHEHME COBPEMEHHbIX MH(OPMALMNOHHBLIX TExXHonornn B paboTte cC
AOKYMEHTaMu, MeETOANYECKOE PYKOBOACTBO U KOHTPOSb COOMIOAEHNST YCTAaHOBIIEHHOIO Nopsaaka paboTsl ¢
OOKYMEHTaMyM B rOCydapCTBEHHOM OpraHe, OpraHe MEeCTHOro CcaMOyMnpaBrieHWsi, Bo3naraeTca Ha
CTPYKTYpHOE nogpasgernenune, ncnomnHsowee yHKLUMM MO BeOEHWIO AenonponssoacTea (ganee - Cnyxba
genonpouseoactea). [lpu  ero oTcyTcTBMM 00A3aHHOCTM MO  BEAEHUIO OEerionpou3BoAcTBa B
rocygapCTBEHHOM oOpraHe, OpraHe MEeCTHOro CaMOynpaBfieHWs BO3NaralTCAd Ha rocygapCTBEHHOro
(MyHMUMNanbHOro) cnyxatiero (paboTHuKa).

BeneHne O0enonpon3BoACTBa B MHbIX CTPYKTYPHbIX MoapasaeneHnsax rocyqapCTBEHHOro oprawa,
opraHa MeCTHOro caMOynpaBfeHWsl BO3faraeTcs Ha rocyAapCTBEHHbIX (MyHUUMNArbHbIX) CryKalmx
(paBOTHMKOB) [aHHbIX CTPYKTYPHbIX MoApasgerieHMin rocyaapCTBEHHOro opraHa, opraHa MEeCTHOro
camoyrnpaeneHus (ganee - 4ernonpovsBoanTenb noapasaeseHns).

B TepputopumanbHbix opraHax defepanbHOro rocyaapCcTBeHHOro opraHa B cybbekrax Poccuiickon
degepaumm 1 opraHax, nNoABEAOMCTBEHHbIX TOCy4apCTBEHHOMY opraHy cybbekta Poccunckon
degepaumu, opraHmsaumsa 1 BeaeHue genonponssBoacTtaea ocyllectensaoTca Cnyxbon genonpons3sonctea
WM rocyaapCTBEHHbIM criyKawum (paboTHMKOM), Ha3Ha4eHHbIM OTBETCTBEHHbIM 3a BedeHue
Aernonpov3BoAcTBa NPaBoOBbIM aKTOM COOTBETCTBYIOLLEro rocy4apCTBEHHOIO OpraHa.

1.12. Cnyx06a genonpov3BOACTBa AEWCTBYET HA OCHOBAHMU MOJIOXKEHUS O HEW, YTBEPXOAEeMOro
PYKOBOAUTENEM TOCYAApCTBEHHOrO OpraHa, OpraHa MECTHOro CaMOyMpaBlieHUs U OonpeaensLLero
HanmeHoBaHme Cnyx0Obl 4enonpon3BOACTBa, €€ CTPYKTYPY, 3ag4auv 1 yHKUMK.

HomkHOCTHbIe 065s13aHHOCTK crelumanucToB Cnyx06bl genonponsBoacTea M Aenonpounssoauntenein
noapasfeneHunii rocyapCTBEHHOIO OpraHa, opraHa MECTHOro caMoynpaBfieHUs ycTaHaBMMBaKOTCA
AOIMKHOCTHLIMU pernamMeHTamu (4OMKHOCTHBIMU UHCTPYKLUAMMNY).

1.13. Ha nepvop oTtnycka, KOMaHOMPOBKKU, B Cnyyae YBOJbHEHUS U nepemelleHus (nepesona)
paboTHMKM CTPYKTYPHBIX NoapasaeneHnii rocygapCcTBEHHOMO opraHa, opraHa MeCTHOro camoynpaBneHust
00s3aHbl nepepaTtb BCE HaXOOALIMECH Y HMX Ha WCMOMHEHWUM [OKYMEHTbl Aeronpou3BOAUTENIO
nogpasaeneHnst UM MHoMy paboTHUKY MO YKa3aHWMI0 PyKOBOOUTENS NOApa3faerieHnst C COOTBETCTBYHOLLEN
OTMETKON B YYeTHbIX opmax, a JAena, MOoNyyYeHHble BO BPEMEHHOE MOMb30BaHWE W3 apxuBa
rocygapCTBEHHOIO opraHa, opraHa MeCTHOroO camoyrnpaBrieHusl, BO3BpaLLEeHbl B apXumB.

Mpu cMeHe Oenonpon3BoaUTenNs NoapasaeneHns CocTaBnseTcs akT npuema-nepeaadv 4OKYMEHTOB
v gen.

1.14. TocynapcTBeHHble criyalie M paboTHUKU roCcyAapCTBEHHOro opraHa, opraHa MecTHOro
camoynpaBlieHnst [OOMKHbl ObiTb O3HAKOMIIEHbl C MHCTPYKUMEW MO AEenonpov3BOACTBY W UHbIMU
HOPMaTMBHBLIMW aKTaMu, yCTaHaBNMBAOLWMMK NOPAOOK paboTbl C AOKYMEHTaMW B rocydapCTBEHHOM
opraHe, opraHe MecTHOro caMmoynpaseHus.

1.15. CogepxaHue crnykXebHbIX JOKYMEHTOB (MPOEKTOB LOKYMEHTOB) HE NOANEXUT pasrnalleHuto,
3a VCKIMoYeHneMm obLedoCTynHoOM MHopmMaumm O OesTeNnbHOCTW roCydapCTBEHHOrO opraHa, opraHa
MECTHOro CcamoynpaBneHus, npeaoCTaBnsieMON HEOrpaHWYeHHOMY Kpyry nuy B COOTBETCTBUM C
3akoHoaaTtenbcTBOoM Poccuiickon depepaumm <5>.




<5> depepanbHble 3akoHbl N 8-©3, oT 22 gekabpsa 2008 r. N 262-d3 "O6 obecneyeHnn gocrtyna K
WHpopMmaumm o peaTenbHocTM cygoB B Poccunckon Pepepauun” (CobpaHue 3akoHopaTenbCTBa
Poccuiickon ®epepauun, 2008, N 52, cT. 6217; 2018, N 1, cT. 7).

Il. JoKkymeHTMpOBaHNE ynpaBrneH4eCKon AeATeNbHOCTH

2.1. CoctaB [OOKYMEHTOB, obpasylolmxca B AEATENbHOCTU rOCY4apCTBEHHOrO opraHa, opraHa
MeCTHOro camoynpasreHua onpeaendeTca ero NnofiIHOMoO4YUAMU, KPpyrom BbiNONMHAEMbIX TOCyAapCTBEeHHbIX
dYHKUUIA 1 NpeaocTaBnsieMblX rOCYAapCTBEHHbIX YCMyr, MOPSAKOM pa3pelleHust BONpocoB, 06bemMom 1
Xapakrepom B3aMMOCBS3eNn C NHBbIMU rocyoapCrtBeHHbIMU opraHamu, opraHamum MeCTHOro
camMmoynpaBrieHua, opraHn3aunamm, rpaxgaHamu.

2.2. B rocynapCTBeHHOM opraHe, opraHe MeCTHOro camoyrnpaBrieHUs CO34aloTCs AOKYMEHTbl Ha
OyMaXHOM HocWTEerne, SMEKTPOHHbIE OOKYMEHTbl WU 3MEKTPOHHbIE KOMUW JOKYMEHTOB, MOMyYeHHble B
pesynbTate oundpoBKN (HaNpUMep, CKAaHNPOBaHUSA) JOKYMEHTOB Ha BymaXKHOM HocuTene.

2.3. C3[l, wcnonb3yemble B denepanbHbiX OpraHax MWCMOMHUTENbHOW BNAcTh, LOMXKHbI
cooTBeTCTBOBaTb (PYHKUMOHANbHLIM TPeOOoBaHMAM, YCTAHOBIEHHBIM YMNONTHOMOYEHHBIM doeaepanbHbiM
OopraHom UCMOJTHUTENBLHOM BNacTu B cchepe apXMBHOTO Aena u Aenonpon3eBoactea <6>.

<6> MNoanyHkKT 4 nyHkTa 6 MNMonoxeHus o Pocapxuee.

2.4. ﬂOKYMeHTbI rocyaapCTtBeHHOro opraHa, opraHa MecTtHOro camoynpasiieHUA MOryT co3aaBaTbCA
N XpPaHUTbCA WCKIMHOYUTENbHO B cbopme ONIEKTPOHHbLIX OOKYMEHTOB BHE 3aBUCUMOCTU OT CPOKOB WUX
XpaHeHuA, eciim XpaHeHne nx B q)opme ANEKTPOHHbLIX AOKYMEHTOB npegycMoTpeHO 3akoHoAaTesIbHbIMU
aktammn  Poccuiickom d)ep,epau,mw nnnm HopMaTtuBHbIMM MNpaBOBbIMMX  aktTaMn  yNnoJyIHOMO4Y€HHOro
q)ep,epaanoro opraHa NCNONHNTENBbHON BNacTu B cc*)epe apXuBHOIro aena v gernonpon3ssoacrea.

MepeyeHb BMOOB OOKYMEHTOB, 0OpasyroLLMXCS B NpoLecce AesiTeNbHOCTU dhedepanbHbIX OpraHoB
MCMOSHMTENbHOW BRiacT, co3daHue, XpaHeHne U UCMoNb30BaHNe KOTOPbIX AOSKHbI OCYLLECTBMAATLCS B
dopMe  3MEKTPOHHbIX [AOKYMEHTOB NPWU OpraHv3auuMn BHYTPEHHEW [OEesTenbHOCTW, MOANEXWUT
cornacoBaHuio ¢ defeparnbHblM  OpraHoM WCMOMHUTENbHOW BRNAacTW, YMNOMHOMOYEHHbIM B cdepe
apXMBHOrO Aiena u AenonponsBoacTea <7>.

<7> AbG3ay 12 noanyHkta 4 nyHkta 9 Ykasa [lpesugeHTa Ykasom [lpesmgeHTa Poccuiickon
dPepepaummn ot 22 noHa 2016 roga N 293 "Bonpocbl ®eagepansHoro apxmBHoro areHtcTea” (CobpaHue
3akoHogatenbcTBa Poccuiickon ®epepauun, 2016, N 26, cT. 4034; 2018, N 52, cT1. 8239).

2.5. [lokyMeHTbl rocyAapCTBEHHOIO opraHa, opraHa MecTHOro camoynpaBreHust ohopMIIsoTCS Ha
OnaHkax c BocnpousBedeHnem [ocygapctBeHHoro repba Poccuiickon ®epepauun <8>, repba
(repanbgudyeckoro 3Haka) cybbekta Poccuiickon Pepepaumm B COOTBETCTBMM C 3aKOHOAATENbCTBOM
cybbekToB Poccuiickon ®Pepepaumm, repba (repanbgnmyeckoro 3Haka) opraHa MECTHOIO CaMOyrpaBieHnst
B COOTBETCTBUM C MyHMLMMNANbHLIMK NPaBOBbLIMW akTaMu, Ha nuctax 6ymarn popmata A4.

<8> NMoctaHoBneHue MpaButensctea Poccuickon ®Pepgepauun ot 27 gekabpsa 1995 r. N 1268 "O6
YNOPSIAOYEHNN W3TOTOBSIEHUS, WCMONb30BaHUSA, XPaHEHWUsI U YHUUTOXEHUs] nedatern u OBnaHKoB C
BocnpousBeneHnem ocygapcteeHHoro repba Poccuiickon depepaummn” (CobpaHne 3akoHogaTenbCcTBa
Poccuiickon ®epepauun, 1996, N 2, cT. 123; 2018, N 13, cT1. 1808).

2.6. BnaHkm [pOKYMEHTOB TrOCYyAapCTBEHHOrO OpraHa, opraHa MEeCTHOro caMOoynpaBrieHus
pa3pabaTtbiBaloTCA B COOTBETCTBUM C TpebOBaHWAMM, YCTAHOBIEHHLIMU HaLMOHaNbHBEIM CTaHOAPTOM
FOCT P 7.0.97-2016 <9> un yTBepXaaloTCcs B COCTaBe MHCTPYKLMM NO A4eNONpOU3BOACTBY UMK NPaBoBbIM
aKTOM rocyapCTBEHHOro opraHa, opraHa MECTHOro CaMoyrnpaBIieHus!.

<9> Pasgen 6 "BnaHkn gokymeHToB" TOCT P 7.0.97-2016 "Cuctema ctaHgapToB Mo MHGOpMaLmu,
oubnuotedHoMy u usgartenbckomy geny. OpraHu3auMoHHO-pacrnopsaguTenbHas  LOKYMEHTauus.


consultantplus://offline/ref=F6364C2D8B967010B88C4E4DF3FB318C383D91475C9E3303758204DDF95D1C698E308AA0D0479FC3EBC3EAD876W5v6D
consultantplus://offline/ref=F6364C2D8B967010B88C4E4DF3FB318C383292425D993303758204DDF95D1C698E308AA0D0479FC3EBC3EAD876W5v6D
consultantplus://offline/ref=F6364C2D8B967010B88C4E4DF3FB318C38329A4152993303758204DDF95D1C699C30D2ACD14181C0EFD6BC8930023757E40D7CA7FD15CB03W4vBD
consultantplus://offline/ref=F6364C2D8B967010B88C4E4DF3FB318C38329A4152993303758204DDF95D1C699C30D2ACD14180C6EED6BC8930023757E40D7CA7FD15CB03W4vBD
consultantplus://offline/ref=F6364C2D8B967010B88C4E4DF3FB318C393C9144579E3303758204DDF95D1C698E308AA0D0479FC3EBC3EAD876W5v6D
consultantplus://offline/ref=F6364C2D8B967010B88C4E4DF3FB318C383591445D9D3303758204DDF95D1C698E308AA0D0479FC3EBC3EAD876W5v6D
consultantplus://offline/ref=F6364C2D8B967010B88C4E4DF3FB318C383591445D9D3303758204DDF95D1C699C30D2ACD14183CBEDD6BC8930023757E40D7CA7FD15CB03W4vBD

TpeboBaHus k odopmneHunto gokymeHToB" (¢ MUameHeHnem N 1). - M.: CtaHgapTtuHdopm, 2018 (ganee -
OCT P 7.0.97-2016).

2.7. CocTaB peKkBU3NTOB JOKYMEHTOB, CO34aBaeMbIX B rOCy4apCTBEHHOM OpraHe, OpraHe MecTHOro
camoynpaBfeHus, Npasuia nx ooopMIIEHUS, pa3Mepbl CNY>KeOHbIX NONen Ha AOKYMeEHTe M TpeboBaHMs K
CO3[aH1I0 OOKYMEHTOB YCTaHaBMMBAKOTCA MHCTPYKLMEN MO AENONPOM3BOACTBY roCyaapCTBEHHOIO opraHa,
opraHa MecTHOro camoynpaeneHusi B cCootBeTcTBum ¢ nonoxeHnsamm FOCT P 7.0.97-2016 <10>.

<10> Pasgenbl 3 "O6wwne TpeboBaHUA K CcO34aHUI0 OOKYMeHToB", 4 "PekBuantbl gokymeHTta", 5
"OdopmneHmne peksnantoB gokymeHtoB" FTOCT P 7.0.97-2016.

2.8. OneKkTpoHHble WwabnoHbl (YHUUUMPOBAHHbIE (OPMbI) AOKYMEHTOB, MCMONb3yemble Mpu
CO30aHNN 3NEKTPOHHbIX AOKYMEHTOB, MO COCTaBY PEKBU3UTOB AOMMKHbI ObITb MAEHTUYHBI AOKYMEHTaM Ha
OymaxxHOM HocuTene.

2.9. TMpoeKkTbl OOKYMEHTOB, MOArOTOBMEHHbIX FOCYAAPCTBEHHbIM OpPraHoOM, OpPraHoM MeCTHOro
camoynpaBrieHusl, NoAnexaT CornacoBaHuIo.

CornacoBaHue npoekTa JOKyMeHTa B rocyapCTBEHHOM opraHe, opraHe MeCTHOro camoyrnpaBrieHus
ochopMnsieTcs BW3OW PYKOBOAWUTENSI CTPYKTYPHOrO MOApasfenieHns MM UHOrO  YNONTHOMOYEHHOro
[AOIMKHOCTHOrO nuua.

I'IpoeKT OOKyMeHTa, umMmetrouiero JJ,J'II/ITeJ'IbeII7I CPOK XpaHeHuna wun nopgnexawero noanucaHuro
(yTBEPXKOEHMIO) M NOCTEeayoLWEMY XpaHEHUIO Ha BymaXHOM HocuTene, B cny4vae ero cornacoBaHusi B CO/,
nomeLlaeTcs Ha XxpaHeHve B Aeno BMECTE C NINCTOM COrnacoBaHUs, COCTaBMSAIOWNM €ro HEOTbEMIIEMYIO
yacTb. JIucT cormacoBaHusl, pacnevyaTaHHbli M3 CO[, OoOmKeH copepxaTb CBeAEHWss O Jate ero
CbOpMI/IpOBaHI/Iﬂ N HanmeHoBaHUN CUCTEMbI, B KOTOpOI7I npoBOoAUNOCH 3NIEKTPOHHOE cornacoBaHue.

CornacoBaHve npoekTa OOKYMEHTa, CO34aHHOro B rOCy4apCTBEHHOM OpraHe, opraHe MeCTHOro
camoynpasneHus, ¢ ApYrMMU rocygapCcTBeHHbIMW OpraHaMu, opraHamMm MeCTHOro camoyrpaBneHus,
opraHusaumsamMu oopmnaeTcsa rpudom (IMCTOM) corfiacoBaHus, MPOTOKOIOM, MMCbMOM O COrlacoBaHuW,
a TaKkke, B yCTaHOBMNEHHbIX 3aKkoHoAaTenbLCcTBOM Poccunckon deaepalmm cryyasx, B popmMe 3aknioyeHuin,
OT3bIBOB, NOMNpaBok <11>.

<11> Cratbs 26.4 depepanbHoro 3akoHa ot 6 oktabpsa 1999 r. N 184-03 "O6 obLwimx npuHUunax
opraHusaumm 3akoHodaTernbHbIX (MpeacTaBUTENbHBIX) U UCTMOMHUTENBHBIX OPraHoOB rOCY4apCTBEHHOW
Bnactn cybwektoB Poccuinckon Pepepaummn” (CobpaHue 3akoHopgatenbctBa Poccuiickon ®epepauuu,
1999, N 42, c1. 5005; 2019, N 42, cT. 5801) (ganee - ®egepanbHbin 3akoH N 184-93).

2.10. MNogroToBneHHble, 0hOPMIIEHHbIE U COrMAacOBaHHbIE MPOEKTbl JOKYMEHTOB MOAMMCHLIBAOTCS
(yTBEpPXKOAOTCA) PYKOBOAWUTENEM TOCYLAPCTBEHHOrO OpraHa, opraHa MeCTHOr0 CaMOYMNpaBreHus unu
WHBIM YNOSTHOMOYEHHBIM UM OOMMKHOCTHBIM JIULLOM.

[lokyMeHTbl Ha GyMaXHOM HocuTene NoanuchiBalTCs COBCTBEHHOPYYHOWM NOAMNUCHI0 PYKOBOAMTENS
rocyAapcTBEHHOrO opraHa, opraHa MECTHOro CaMOynpaBfieHUsI MMM WMHOMO  YMOMHOMOYEHHOIO UM
AOIMKHOCTHOTO nmua.

KoHcynbTaHTlnoc: npumeyaHue.
B odmumnanbHOM TekcTe OOKYMeHTa, BUAMMO, OOoMnylleHa onedaTka: umeetcs B Buagy degeparibHbli 3aKOH OT
06.04.2011 N 63-®3, a He oT 11.04.2011.

OnEeKTPOHHbIE [OKYMEHTbI, HanpaBlisieMble B rOCYyAapCTBEHHblE OpraHbl M OpraHbl MECTHOro
camMoynpaBrieHnsi, NoanuCbiBalOTCA  YCUMEHHOW  KBanNMMUUUPOBAHHOW  3MEKTPOHHOW  MOAMNUCHI0
OOMMKHOCTHOrO fvua opraHa rocygapCTBEHHOINO opraHa, opraHa MecTHOro camMoynpaerieHusi, Mopsaok
NPUMEHEHNA KOTOpoW YycTaHoBneH ®PepepanbHbiM 3akoHom oT 11 anpens 2011 r. N 63-d3 "O6
3NEKTPOHHOWN NOANUCU" U UHBIMU HOPMATUBHBLIMUW NPABOBbLIMK akTaMmu Poccuickon depepaumm <12>.
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<12> Cratbu 5, 6 depepanbHoro 3akoHa ot 11 anpens 2011 r. N 63-d3 "O6 anekTpoHHon nognucu”
(CobpaHue 3akoHogaTenbcTBa Poccunckon ®egepaunm, 2011, N 15, c1. 2036; 2016, N 1, cT. 65; 2016, N
26, cT. 3889) (manee - ®enepanbHbin 3akoH N 63-O3); nocraHoBneHus lNMpaButensctBa Poccuickom
depepaumm ot 9 deBpana 2012 r. N 111 "O6 aneKkTpOHHOW MOAMUCK, WCMONb3yeMOW opraHammu
WCMOMHMTENBHOW BNacTM M OpraHamMy MECTHOTO CaMOYMNpaBfieHWs MpU OpraHu3auun 3NEeKTPOHHOro
B3aUMOOEWNCTBUS Mexay cobown, 0 nopsiake ee UCMorb30BaHus, a Takke 06 ycTaHOBNeHUn TpeboBaHWi K
obecneyeHnto COBMECTUMOCTU CPEACTB anektpoHHom nognucu" (CobpaHne 3akoHogaTenbCTBa
Poccuiickon ®epepauuu, 2012, N 8, ct. 1027; 2018, N 49, cT. 7600); ot 25 mioHa 2012 r. N 634 "O sugax
3NEKTPOHHOW MOANUCK, WUCMONb30BaHUE KOTOPbIX [JonyckaeTtcda npu obpalleHun 3a nonyvyeHuem
rocyaapCTBeHHbIX 1 MyHuumnanbHbix yenyr" (CobpaHue 3akoHopatenscTtBa Poccuiickon ®epepauun,
2012, N 27, ct. 3744; 2018, N 36, cT. 5623); ot 25 aBrycta 2012 r. N 852 "O6 yrBepxaeHuu MNpasun
NCNONb30BaHUA YCUNEHHOW KBannuLMpoBaHHOW 3NEKTPOHHOM noanucy npu obpalleHnn 3a nonyvyeHmem
rocygapCTBEHHbIX M MYHMUUNAmNbHbIX YCIYr M O BHECEeHMM uaMmeHeHus B [MpaBuna pas3paboTkm u
YyTBEPXXAEHUSA aAMUHUCTPATUBHBIX PErfaMeHTOB NpeaocTaBrneHnsa rocygapcrBeHHbix yenyr' (CobpaHuve
3akoHogartenbcTBa Poccuiickon Pepepaummn, 2012, N 36, cT. 4903; 2017, N 44, c1. 6523); oT 25 gekabps
2014 r. N 1494 "O6 ytBepxaeHun NpaBnn obmeHa JOKyMEHTaMM B SNIEKTPOHHOM BUAE MpU OpraHnsaumm
nHdopmaumoHHoro B3anmogericteua” (CobpaHme 3akoHogaTenbcTBa Poccuiickon ®egepauun, 2015, N 1,
cT. 284; 2018, N 49, cT. 7600) (nanee - noctaHoBnexHve N 1494).

B C3O[ rocygoapCTBEHHOro OpraHa, opraHa MeCTHOrO CaMOynpaBfeHUs MOryT WMCMonb30BaTbCs
cnocobbl NoATBepXAEeHUA AEUCTBUMA C SMNEKTPOHHbIMU AOKYMEHTaMK, MPU KOTOPbIX UCMOMb3YIOTCH MHbIE
BMUAbI 3NEKTPOHHbIX Noanucen B cootTBeTcTBuM ¢ eaepanbHbiM 3akoHOM N 63-D3.

2.11. Ha pokymeHTax, yTBepXAaemblX MpaBOBbIMW akTamy roCydapCTBEHHOrO opraHa, opraHa
MECTHOro CaMOyMnpaBfieHUst WM PYKOBOAMTENIEM rOCYOAPCTBEHHONO OpraHa, opraHa MEeCTHOro
camoynpasneHnsi (MHbIM YMOMTHOMOYEHHBIM MM JOIMKHOCTHBIM JTMLLOM), 0OPMASIETCSA rpUd YTBEPXKAEHUS.

2.12. B HeobOxoaumbIx cnyvasix COBCTBEHHOpy4YHasi NoAMNUCb PYKOBOAMTENS rocyaapCTBEHHOrO
opraHa, opraHa MecTHOro caMoynpasfieHNsi UM MHOFO YMONTHOMOYEHHOMO UM NuLa 3aBepseTcs nevyaTbio
rocygapCTBEHHOIO opraHa, opraHa MecTHOro caMoynpaBIieHNs ¢ BOcnpon3BeaeHnem 'ocyaapCTBEHHOMO

repba Poccuiickon depepauun (repba (repanbamyeckoro 3Haka) cybobekta Poccunckon ®enepauum,
repba (repanbanyeckoro 3Haka) opraHa MECTHOrO camMoynpaBeHust).

2.13. OcobeHHOCTM NOAroTOBKM OTAENbHbLIX BUAOB OOKYMEHTOB yCTaHaBJIMBalOTCA MHCTPYKLlMeVI no
aenonpon3eoacTBy rocygapCTtBeHHOro opraHa, opraHa MeCcTHOro camoynpasieHU4.

lll. OpraHnM3auus AoKymMeHToo6opoTa
3.1. B npouecce gokymeHToob6opoTa obecneymBaeTcs:
npvem u nepemyHas obpaboTka BXOASALLUNX OOKYMEHTOB;
npeaBapuTENbHOE PACCMOTPEHME BXOAALLNX JOKYMEHTOB;
perncTpaumsi BXOOALNX, UCXOAALLMX U BHYTPEHHUX JOKYMEHTOB;
paccMOTpPeHNe AOKYMEHTOB PYKOBOACTBOM;
JoBefeHne JOKYMEHTOB A0 UCMNONHUTENEN;
NMOAroTOBKa NPOEKTOB JOKYMEHTOB;
cornacoBaHue NPOEKTOB AOKYMEHTOB;
noanucaHue NPoeKTOB JOKYMEHTOB;

onpegeneHne Mecta XpaHeHust JOKyMeHTa (KOMvMM OOKYMeHTa) U BKIYEeHWe OOKyMeHTa (Komuu
OOKYMeEHTa) B Aeno;

o6pa60TKa M oTnpaBka ncxogdawmx OKyMeHTOB.

3.2. OnNeKTpoHHbIA  OOKYMEHTOOOOPOT  roCyQapCTBEHHOrO  OpraHa, oOpraHa  MeCTHOro
camoynpaBfeHns OCYyLLECTBIISAETCS ¢ ucnonb3oBaHnem C3I.

WHopMaLMOoHHbIe CUCTEMbI FOCYAapCTBEHHOIO OpraHa, opraHa MECTHOro camoyrnpaBrieHus,


consultantplus://offline/ref=F6364C2D8B967010B88C4E4DF3FB318C383D954256983303758204DDF95D1C699C30D2ACD14181C1E9D6BC8930023757E40D7CA7FD15CB03W4vBD
consultantplus://offline/ref=F6364C2D8B967010B88C4E4DF3FB318C383D954256983303758204DDF95D1C699C30D2ACD14181C6EFD6BC8930023757E40D7CA7FD15CB03W4vBD
consultantplus://offline/ref=F6364C2D8B967010B88C4E4DF3FB318C3834934B55963303758204DDF95D1C698E308AA0D0479FC3EBC3EAD876W5v6D
consultantplus://offline/ref=F6364C2D8B967010B88C4E4DF3FB318C383D9743549A3303758204DDF95D1C698E308AA0D0479FC3EBC3EAD876W5v6D
consultantplus://offline/ref=F6364C2D8B967010B88C4E4DF3FB318C393D9345579D3303758204DDF95D1C698E308AA0D0479FC3EBC3EAD876W5v6D
consultantplus://offline/ref=F6364C2D8B967010B88C4E4DF3FB318C383493445C963303758204DDF95D1C698E308AA0D0479FC3EBC3EAD876W5v6D
consultantplus://offline/ref=F6364C2D8B967010B88C4E4DF3FB318C383D954256983303758204DDF95D1C698E308AA0D0479FC3EBC3EAD876W5v6D

obecneumnBatone paboTy ¢ OTAENbHBIMU KOMMIIEKCAMWU OOKYMEHTOB, AOMKHbI ObiTb UHTErPUPOBaHbI C
C3[ B uensix peanu3auun yHKUMM OTOOpPA OOKYMEHTOB BPEMEHHbIX (cBbile 10 neT) n NocTOAHHOro
CPOKOB XpaHEeHWs AOnsi nepefadn Ha XpaHeHWe B apXuB rocydapCTBEHHOrO opraHa, opraHa MeCTHOro
camMoynpaBreHUs U BbIAENEHNS K YHUUTOXEHUIO JOKYMEHTOB, CPOKN XPaHEHUSI KOTOPbIX UCTEKIN.

3.3. Cnyxba genonpon3BoAcTBa rocyaapCTBEHHOIO OpraHa, opraHa MeCTHOro caMoynpaBrieHus,
Aenonpov3sBoauTenu noapasfeneHui, a Takke paboTHUKM rocyaapCTBEHHOrO opraHa, opraHa MecTHOro
camoynpaBneHus B COOTBETCTBMM C NpeaoCTaBneHHbIMU UM npaBammn obecneyvnBaioT BknoveHne B CI[
AOKYMEHTOB (NPOEKTOB AOKYMEHTOB), CBEAEHMN O AOKyMeHTax (npoekTax AOKYMEHTOB), CBEAEHUN O
paccMOTPEHMM U pe3ynbTaTax UCMOSTHEHUS OKYMEHTOB (3anonHeHue nonen OPK).

3.4. [okymeHTy (BXoAsLLEMY, WCXOAsLIeMYy, BHYTPEHHeMy) npu BkodeHnn ero B C3[
npucBamBaeTCs  pPerncTpaunoHHbli  Homep. CTpykTypa perMcTpauuMoHHOro Homepa [OOKyMeHTa
onpeaensieTcs MWHCTPYKUMEH MO OEenonpou3BOACTBY TOCyAapCTBEHHOrO OpraHa, opraHa MEeCTHOro
camoyrnpaBneHus.

Mpn BknoyeHun B COI0 npoekToB [OOKYMEHTOB, MOArOTOBKA KOTOPbIX OCYLIECTBNSAETCA
rocyAapCTBEHHbIM OpraHoM, OpPraHoM MECTHOrO CaMoynpaBrieHusl, WM MpUCBaMBaETCA Y4YeTHbIN
BHYTPUCUCTEMHbIN HOMEP.

3.5. Peructpauusi OOKYMEHTOB (BXOOSLUMX, WCXOOSALUMX, BHYTPEHHWX) BedeTcs B npegenax
KaneHgapHoro roga.

3.6. B pokymeHTOO6OpOTE rOCyAapCTBEHHOrO OpraHa, opraHa MEeCTHOro CcamoyrnpaBneHus
BbIJENAOTCA OOKYMEHTOMOTOKU: BXoAsiluMe (MocTynatowmne) AOKYMEHTbI; ucxoasiwme (oTnpasnsieMble)
AOKYMEHTbI; BHYTPEHHNE LOKYMEHTbI.

B cocTtaBe Bxoaswmx 1 nCXogsLmnx OOKYMEHTOB BblAeNATCA:

OOKYMEHTbl OpraHoB rocy4apCTBEHHOW BMacTu, OPraHOB MECTHOrO CamoyrnpaBreHus; JOKYMEHTbI
TeppuTOpManbHbIX OpPraHoB rocyAapCTBEHHOrO opraHa B cybbektax Poccuiickon Pepepaumm (npy mx
Hanu4un);

[OKYMEHTbI OpraHn3aLuii;
napnamMeHTCK1e 3anpochl M OTBETbI HA HUX;

3anpockbl pgenytatoB [ocygapctBeHHon [Oymbl u uneHoB Coseta ®epfepauun, Jenytatos
3aKkoHofdaTenbHbIX (MpeacTaBuTENbHBIX) OpraHoB cybobekToB Poccuiickon ®degepaumm n genytaToB
npeacTaBUTENbHbIX OPraHOB MECTHOIO CaMOYNPaBEHNS U OTBEThI HA HUX;

obpalleHns rpaxkaaH, opraHusauuii, 3anpochbl rpaxgaH, opraHusauuMin o npegocTaBneHun
MHpopMaUMN O AesiTEeNbHOCTU roCyAapCTBEHHOro opraHa W/vnn o npenocTaBlieHNU rocyaapCTBEHHbIX
YCIYT  OTBETbI Ha HUX;

OOKYMEHTbI U3 MPaBUTENbCTBEHHbIX W HEMPABUTENbCTBEHHbLIX OpraHM3aLuin 3apybexHbIX CTpaH u
ApYyrve rpynnbl 4OKYMEHTOB.

3.7. [octaBka un oTnNpaBka [OOKYMEHTOB B [OCYAapCTBEHHOM oOpraHe, opraHe MeCTHOro
camMoynpasrieHNss OCYLLECTBNSAIOTCA BUOAMU CBSA3W: MOYTOBOMW, (henbAberepckon, Kypbepckon, UHbIMM
BMoaMm crneumanbHON CBA3U, hakCUMMWUITbHOW, TenerpagHon, TenedoHHON, NocpeacTBOM 3EKTPOHHON
noytbl, CO[l, cucTeMbl MEXBEOOMCTBEHHOIO 3NIEKTPOHHOIrO JOoKyMeHToobopoTa (ganee - M3[00), yepes
CaT rocyaapCTBEHHOro opraHa, opraHa MeCTHOro camoyrnpasreHus, nocpeacTsoM deaepansHom
rocyaapCTBEHHON WHMOPMAaUMOHHON cucTemMbl "EAMHBIA nopTan rocyAapCTBEHHbIX U MyHULMMNANbHbIX
yenyr (pyHKUMA)" n/mnm pervoHanbHbIA NopTan rocyAapCTBEHHbIX M MyHUUMManbHbIX ycnyr (ganee -
MopTan rocyaapCTBEHHbLIX YCNYr).

3.8. OpraHuzauma paboTbl C 3MEKTPOHHLIMU AOKYMEHTaMu, MOCTynawWwuMn 1 OTNpaBnsgeMbiMm
nocpeactsom M30, ocylecTBnseTca B COOTBETCTBUM C [TONOXeHNEM 0 cucteme MeXBegOMCTBEHHOIO
3NEKTPOHHOro AOKyMeHToobopoTa <13>.

<13> lNocTtaHoBneHuve MNpasutensctBa Poccuiickon deaepaumm ot 22 ceHTabps 2009 r. N 754 "O6
yTBepXaeHun [lonoxeHus O cCuUCTeMe MEXBEOOMCTBEHHOIO 3MEKTPOHHOrO AoKymeHToobopoTa"
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(CobpaHue 3akoHogaTenbcTBa Poccuickon ®enepaumm, 2009, N 39, cT. 4614; 2019, N 12, cT. 1314).

3.9. Mpvem u nepBuyHas o6paboTka BXOAAWMX [OOKYMEHTOB ocyllecTBnsietca Cnyxboit
Aenonpon3BoACTBa rocyaapCTBEHHOIO opraHa, opraHa MecTHOro camoynpaeneHust. Mpuem n neperyHas
ob6paboTka 3anpoCcoB rpaxaaH, opraHu3auuii 0 NPegoCTaBEHUM FOCYAAPCTBEHHbIX (MYHULMNAMbHBIX)
YCIYr MOXET OCYLLECTBISATLCS UHBbIM CTPYKTYPHBIM noapasfesieHnemM rocyaapCTBEHHOro opraHa, opraHa
MECTHOrO camoyrnpaseHus..

3.10. Bce nocTynuBLLME B rOCyJapCTBEHHbIN OpraH, opraH MeCTHOro caMoyrnpaBneHnss JOKYMEHTbI
Ha OymakHOM HocuTene noanexaT nepBuyHon obpaboTke, BKITHOYaIOLLEN:

NMPOBEPKY NPaBWUbHOCTU AOCTaBKN JOKYMEHTOB;
NpOBEPKY LIeNOCTHOCTM YNakoBK/ (KOHBEPTOB, MaKeTOB);

BCKpPbITUE YMAKOBKM (3@ WUCKIHOYEHMEM KOHBEPTOB, NakeToB C nomeTkon "JIMyHO" u rpucamum
OrpaHN4eHnst 4OCTyna K JOKYMEHTY, HE OTHOCALLMXCA K 0OpalLeHnsiM rpaxaaH, opraHusaumn);

NPOBEPKY LEJTIOCTHOCTU BXOOALWNX JOKYMEHTOB, BKITlOYaaA NPUNoXeHUA,;

YHUUYTOXEHME KOHBEPTOB, MaKETOB WM YNakoBKM (3a UCKM4YeHWeM oOpalleHuii rpaxaaH,
opraHusaumi 1 HbIX OKYMeHTOB 6e3 yka3aHus AaThl, a TakkKe B Cryyasx, eCrv JoKyMeHT NocTynui nosxe
YKa3aHHOro B TEKCTE JOKYMEHTA CPOKa UCMONHEHUS (4aTbl MEPONPUSATUS) UMW NPY BOMbLLIOM PAaCX0XAEeHUN
Mexay AaTaMu NOANUCaHUS U NOMyYeHUs JOKYMEHTOB);

3.11. OwnboyHO JocTaBneHHble AOKYMEHTbl NepechinatTcs No HasHaAYeHUo UM BO3BpaLLaloTCs
oTnpasuTento. [lokyMeHTbl, NOCTYNMBLUME B MOBPEXAEHHON YNakoBKe, MPOBEPSAIOTCH Ha LENOCTHOCTb, B
TOM YMCIIe Ha HanNMuYMe MexaHNYecKUX NoBPEXOEHUN.

0] nonyyeHnn nogo3pnUTesibHOro NOYTOBOro OTnpaBrieHNA AOKNaabiBaeTCA PyKOBOOUTEIHO CJ'Iy)K6bI
genonpon3eoacTea.

3.12. lMpun oBHapyXeHMn NoBpexaeHus BXoOdAWero JOKyMeHTa Ha ByMaxHOM HOocuTene unu ero
NPUNOXEHWI, NPn OTCYTCTBMM B KOHBEPTE (NakeTe) AOKYMEHTa, ero 4acTu Win NPUIOXKEHUA K HeMy, a
TaKke Npu OTCYTCTBUM MOAMNWCK Ha BXOAsLLEM [OKYMEHTE COCTaBMSeTCS akT B OBYX 3K3emnnspax Ha
ByMaxHOM HocuTene, OAVH 9K3EMMIIAP akTa BbICbIIaeTCs OTNpaBuTento, 2-1 - npuobLiaeTcs K BXoasLeMy
AOKYMEHTY 1 nepefaeTcs Ha perncTpaumio u npeasapuTenbHOe pacCMOTPEHME.

3.13. KoHBepThl (NakeThl), umetoLmne oTMeTKy "INTM4HO", rpudbbl orpaHuyeHns 4ocTyna K AOKyMeHTaMm,
copepxalimm cBedeHns KoHpMaeHUManbHOro xapakrepa, He BCKpbIBalOTCA U NepeatoTCs:

c oTmeTKon "JIM4HO" - HenocpeaCcTBEHHO agpecary;

Cc rpudammn orpaHMyeHus Joctyna - B cryx0y KoHMUAEeHLManbHOro Aeronpou3BOACTBA MMM
paboTHuky Crniyxbbl genonpou3BoacTBa, B 00683aHHOCTM KOTOPOro BXOAUT 0OpaboTka [OOKYMEHTOB,
cofepxallmx cBeeH1s KOHOMAEHUMANbHOro Xxapakrepa.

3.14. [JokyMeHTbl, nocTynawowme u3 Apyrnx rocyaapCTBEHHbIX OpraHoB, OpraHoB MECTHOro
camoyrnpaBrieH1s, OpraHuM3auuii HenocpeACTBEHHO B CTPYKTYpHble noapasgeneHus, Ho Tpebywolme
paccMOTPEHUss PYKOBOACTBA, MepefalTcs ANns perncrpauum n npefaBapuTenbHOro pacCMOTPEeHUst B
Cnyx6y genonpounssocTaa.

3.15. Ha Bcex nocTynuBLUMX OOKYMEHTaXx, 3a UCKIOYEHNEM LOKYMEHTOB, NOCTYNUBLUMX B hopme
3NEKTPOHHbIX [JOKYMEHTOB, MPOCTaBnseTcd OTMEeTKa O MOCTYNMeHMU OOKYMEeHTa B rocy4apCTBEHHbIV
opraH, opraH MecTHOro camoynpasreHus.

3.16. QNeKTPOHHbIE AOKYMEHTbI, NMOCTYNUBLLNE OT APYruxX OpraHn3auuin U rpaxkgaH no aneKTpoHHON
noyte, nocpeacteom C3[, MBOO, uepes caWT rocyaapCTBEHHOrO OpraHa, opraHa MeCTHOro
camoynpaeneHms B cetn "VIHTepHeT", [lopTan rocyaapCTBEHHbIX YCnyr npuHuMatotest Cnyx6on
OENOnpoM3BoACTBA WM MHBIM CTPYKTYPHbIM nogpasgerneHneM, B 00S3aHHOCTU KOTOPOro BXOAUT
opraHusaumsi paboTbl C obpalleHUsMU K 3anpocaMmy rpaxgaH WM opraHmusauuii O npenocTaBleHun
WHpopMaLMm O [eATenbHOCTM rOCyAapCTBEHHONo oOpraHa, opraHa MeCTHOro camoynpasfeHusi, O
npegocTaBneHnm rocyaapcTBeHHbIX (MyHULMNANbHbLIX) YCAYT.

3.17. nopﬂ,D,OK MH(*)OpMaLI,I/IOHHOFO B3aUMOAENCTBUSA rocygapCTtBeHHbIX OpraHoB, opraHoB MeCTHOIro



camoynpaBsrieHnsi NOCPeACcTBOM OOMeHa JOKYMEHTaMu B 3MIEKTPOHHOM BuAe, NepeyeHb BUAOB KOTOPbIX
yrBepxxaaetcs MNpasutenscteoM Poccuiickon ®egepaunm <14>, 3a UCknio4YeHMeM obMeHa 3NEeKTPOHHBbIMU
OOKYMEHTaMy B pamKax NpeaocTaBfieHMsl FOCYAapCTBEHHbIX M MyHUUMNANbHbLIX YCIyr, yCTaHOBMEH
lMpaBunamn obOMeHa [OOKyMeHTaMy B SMEKTPOHHOM BMAE Npu opraHu3auum MHOPMAaLMOHHOIO
B3aumogencTeus <15> n TpeboBaHMAMUN K OPraHM3aLMOHHO-TEXHNYECKOMY B3aMOAENCTBUIO.

<14> PacnopspkeHue [MpaButensctBa Poccuiickon depepaumm ot 2 anpens 2015 r. N 583-p
(CobpaHune 3akoHogaTenbcTBa Poccuickon degepaumn, 2015, N 15, c1. 2293).

<15> lNocTtaHoBneHne N 1494,

3.18. BhbisiBNeHHble B X04€e NPOBEPKM HECOOTBETCTBUSA SIBMSAKOTCA OCHOBaHMEM ANs OTKasa B
perncTpaumm OoKymeHTa, (bopMMpOBaHWS M HanpasreHus OTrnpaBuTENtO yBegomMreHus o6 oTkase B
perncTpaumm ¢ ykasaHMeM NnpuymHbl OTKasa.

3.19. VIHcTpyKkumen no AenonponsBOACTBY MOXeT ObiTb NPeAyCMOTpeHa pacneyaTtka 3MeKTPOHHbIX
AOKYMEHTOB C nocriegyloLlen opraHusaumen pabotbl C HAMM Kak C OKYMEHTaMn Ha ByMaykHOM HocuTene.

3.20. MNepBunyHasa obpaboTka JOKYMEHTOB 3aBepLUaeTCs UX pacnpeneneHmemM Ha peructpupyemMble
n Hepeructpupyemble. K OoKymMeHTaMm, He mnognexawumm permcrpaumum, OTHOCHATCA OOKYMEHTbI, He
TpeOylolimMe MCMOMHEHUS W He coaepxalumMe MHdopMaumu, KoTopas MOXeT ObiTb MCrofib3oBaHa B
CNPaBOYHbIX LIensAX.

3.21. Pernctpaums BXOAALLMX U UCXOAALLMX JOKYMEHTOB OCYLLECTBNAETCHA He3aBUCUMO OT criocoba
nx JocTaBku oauH pas: B Cnyx6e genonpoussoactsa B CO[l, MHOW MHPOPMaLMOHHON CUCTEME UITN NHOM
CTPYKTYpPHOM MoApasaeneHun rocygapCTBEHHOro opraHa, opraHa MeCTHOro camoyrnpaBfieHusl, ecnm Ha
HEero BO3MNOXeHbl 00A3aHHOCTM MO perucTpaumMm K opraHmsauumn paboTbl C OTAENbHBIMKM BUAAMM
AOKYMEHTOB.

3.22. Peructpaumsa BxogdAWMX OOKYMEHTOB OCYLLECTBNSAETCA B AeHb WX MNOCTYNNEHUs Unn Ha
cnegyowun paboynn geHb, ecny 3akoHodaTenscTBom Poccunckon ®egepauun He yCTaHOBIIEHO MHOE.

3.23. CBepeHusa o Bxogsawem aokymeHTe BHocaTca B OPK C3[ unu pernctpaumoHHO-YyYEeTHYHO
dopMy Ha ByMakHOM HocuTene, a NoCTYNMBLUEMY LOKYMEHTY NPUCBanUBaETCA PerMcTpaumoHHbIN HOMEP.

3.24. [JOKyMeHTbl, NOCTynNuBLUME Ha OYMaXHOM HOCWUTErNe, CKaHWPYIOTCS, 3MEeKTPOHHAas Komus
AoKyMeHTa BkntoyaeTtca B C3[ n npucoeguHseTcsa k OPK gokymeHTa.

3.25. B uensix aBTomaTusauum NpUcoeamHeHns aneKTpPoHHONM konuu gokymeHTa k 3PK, a Takke ans
obecneyeHns ObICTPOro Novcka aneKTpoHHOM Konuu AokyMeHTa B C3[] rocyaapCTBEHHOro opraHa MoXeT
UCMNomnb30BaTbCA LWTPUXOBOE KOAUPOBAHME.

3.26. Peructpauusa (y4yeT) anekTpOHHbIX AOKyMeHToB B C3[l rocyaapCTBEHHOro opraHa, opraHa
MECTHOro camoynpasneHus - yyactHuka M3OO ocywecTBnseTca B COOTBETCTBUM C WHCTPYKUMEN Mo
AEenonpon3BOACTBY rOCY4AapCTBEHHOINO OpraHa, opraHa MEeCTHOro CamoOynpaBreHus, Y4YuTbiBaloLLEen
TpeboBaHWs, yCTaHOBMEHHbIE YNONTHOMOYEHHbIMW hedepanbHbIMUM OpraHaMy UCMONTHUTENbBHON BNacTu B
chepe MexxBeJOMCTBEHHOTO 3NTEKTPOHHOIO JOKYMeHToobopoTa <16>.

<16> naga lll TpeboBaHWU k OpraHN3aLMOHHO-TEXHUHECKOMY B3aUMOAENCTBUIO.

3.27. [JOKyMEeHTbl Ha WHOCTpaHHbIX A3blKax, MOCTYNMBLUME B rOCYAAPCTBEHHBLIN OpraH, opraH
MECTHOrO caMoynpaBrieHuss nocne peructpaumm B Cnyxbe pgenonpous3BoAcTBa nepejarTcsi B
COOTBETCTBYlOLlee noapasaeneHme unu paboTHUKY rOCy4apCTBEHHOrO OpraHa, opraHa MecCTHOro
camoynpasreHns Ans nepesofa M nocneaylowen nepefadm Ha paccMOTpeHue pykoBoAcTBa. WMHas
KOppeCcnoHAeHUMs Ha WHOCTPaHHbLIX A3blkaX MnepefaeTtcss Mo  HasHaAYeHU HEernocpeACcTBEHHO B
CTPYKTYpHbIE NogpasaeneHus.

3.28. [JOKyMeHTbI, NOCTYNMBLUME B rOCYQAPCTBEHHbIA OpraH, opraH MecTHOro camoynpasfieHus,
noasiexxat npeaBapuTesibHOMY PacCMOTPEHWUIO B LENsX pacrnpeferieHnsi JOKYMEHTOB Ha [OKYMEHTb,
Tpebyolme pacCMOTPEHUs  PYKOBOAWUTENEM  TOCYAAapCTBEHHOrO  opraHa, opraHa  MeCTHOro
camoyrnpaBlieHus, 3amMecTUTENAMU PYKOBOAUTENS TOCYAAPCTBEHHONO oOpraHa, opraHa MecTHOro
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CamMOyrpaBIieHNst B COOTBETCTBUM C UX KOMMETEHLMEN, Y JOKYMEHTLI, HanpaBisieMble HENOCPEeACTBEHHO
B CTPYKTYpHble noAapasaeneHus.

CocraB AOOKYMEHTOB, noanexalwinx npeasaputersibHoMy pacCMOTpPEHUIO B rocygapCTBeHHOM OpraHe,
opraHe MeCTHOro camoynpasiieHusa, MOXeT ObITb KOHKpPEeTU3npoBaH B MHCTPYKUMM NO Oenonpon3BoCcTBY.

[lokyMeHTbl, TpebyioliMe CPOYHOro PacCMOTPEHMsl, a Takke Tenerpammbl U TenedoHorpamMmbi
nepenaroTcs PykoBOACTBY Ha pacCMOTPEHNE He3aMeanuTenbHO.

3.29. PesynbTaTbl pacCMOTPEHUSA OOKYMEHTa PyKOBOAWTENEeM rocyaapCTBEHHOro opraHa, opraHa
MECTHOro CamoynpaBsfieHUsi, ero 3amecTUTENsSAMU, PYKOBOAUTENAMWU nogpasfeneHun ogopmnsiTcs B
BUAE pe3onouunin (NopyyYeHun).

CeepgeHusa 0 pesontoumm (UCNomHUTENb, COAEPXKAHNE MOPYYEHUS, CPOK MUCMOJTHEHMS) BHOCATCS B
OPK C3[, nocne 4ero UCNonHMTENMW NOMyYatoT AOCTYN K 3NEKTPOHHOMY AOKYMEHTY (3NEKTPOHHOM KOMuK
OOKYMEHTA).

3.30. [lokyMeHTbI, nocTynatrwue Ha OymakHOM HOcUTene, Nocrie UX perncTpauun, BKIOYEHUS B
C3[0 B BUAE 9MNEKTPOHHbLIX KOMUA U PacCMOTPEHMSI PYKOBOACTBOM NepedaroTcs B COOTBETCTBYHOLUME
CTPYKTYpHblE MOApa3feneHns Ha MUCMOonHeHue (B criydae HasHadeHWst HECKOMbKUX UCMOSNHUTENENn - no
MECTY HaxoXaeHunss OTBETCTBEHHOIO UCNONHUTENSA) unm octatoTca B Cnyxbe genonponssoacTea 1 nocrne
WCMONTHEHUS1 BKMOYAlOTCA B [ena B COOTBETCTBMM C HOMEHKNATYpOW Aen rocyaapCTBEHHOrO opraHa,
opraHa MecTHOro camoyrnpasneHus.

3.31. CTpykTypHble nogpasgeneHus (paboTHMKWM) rocygapCTBEHHOro oOpraHa, opraHa MEeCTHOro
camoynpaBneHunsl, Ha3Ha4YeHHble B KayeCTBE WCMOMHUTENEeW Mno AOKYMEHTY (MOpyyYeHuto), nonydaroT
[ocTyn Kk aokymeHTy n ero OPK B C3/1 rocyaapCTBEHHOro opraHa, opraHa MECTHOro camoynpaBneHusi n
opraHusytoT paboTy C JOKYMEHTOM.

3.32. MNocne npuUHATUS PyKOBOAWUTENEM PELLUEHWUS MO WCMOSNIHEHMIO AOKYMEHTa, MOCTYNUBLLIEro no
M3O, ana nHdopMMpoBaHUs opraHnsauum-otnpasuTens Cnyxbon oenonpousBoacTBa AOMMKHO ObiTb
chOopMUPOBaHO YBEAOMIEHME O MPUHATUN AOKYMEHTa K UCMONHEHMIO, @ B Cly4ae CMeHbl OTBETCTBEHHOTO
ucnonHuTenst (UCNOMHUTENS) B XOA4E MWCMOSMIHEHMS OOKyMeHTa - yBegomnieHve 00 M3MeHeHuu xopa
UCNonHeHns <17>.

<17> naBa lll TpeboBaHU kK OPraHN3aLNOHHO-TEXHUHECKOMY B3aUMOAENCTBHUIO.

3.33. [JOKyMeHTbl, NOArOTOBMEHHbIE B TOCYOAapCTBEHHOM OpraHe, opraHe MEeCTHOro
camoynpaBneHus, 3aBM3MPOBaHHblE BCEMW  3aMHTEPECOBAHHbIMW  NMUaMWU W MOAMUCaHHbIE
PYKOBOAUTENEM UM UHBIM YNONTHOMOYEHHbIM UM NNLIOM, BKrtovatoTca B COJl rocyaapCTBEHHOro opraHa,
opraHa MeCTHOro camoyrnpaBfeHus.

Mpwn BKktOYEHMM ncxopsaLero gokymeHTa B C3/l ceegeHuns o gokymeHTe gukcupyrotea B OPK, k
KOTOPOM NPUCOEUHAETCH ANEKTPOHHAsA KONUs oTnpaBniaemMoro AoKyMeHTa.

Konusa gokymeHTa Ha GymMakHOM HOCUTENe C BU3aMu OOSDKHOCTHbIX MWL NoMellaeTcsl B Oerno B
COOTBETCTBUM C HOMEHKMNaTypO Aen rocy4apCTBEHHOro opraHa, opraHa MECTHOrO CamoyrnpasreHus.

3.34. MNepepn BkNoYeHNEM ncxogawmx gokymeHtos B C3[1 Cnyxba genonponssoicTea npoBepsieT
NPaBUINbHOCTb OGPOPMIIEHUS OOKYMEHTOB (B TOM YMCfle HanuyvMe noAnucen, BW3, NpPaBUiIbHOCTb
HanuncaHusi agpecoB), CBEPSIET CCbINKY Ha PerncTpaLMoHHbI HOMep U AaTy NOCTYNMBLLErO LOKYMEHTa, a
TaKkKe Hann4yme YykKasaHHbIX B UCXOOAWMX OOKYMeHTax I'IpI/IJ'IO)KeHI/IVI, COOTBETCTBUE KONn4yecTBa
9K3EeMMISIPOB KOMNMMYECTBY afpecaToB MO ykasaTernto pacChifiki, Hann4ne oTMeTkM o6 NcnonHuTene.

3.35. BkntoveHme ncxogsawmx JOKYMEHTOB, CO34aHHbIX Ha ByMaXXHOM HOCUTENe, N UX permctpauus
B C3/[] ocyLlecTBNAOTCA B AEHb UX MOANUCAHMSA UMW HA CriefyoLwmin pabounii 4eHb.

3.36. lpu peructpauumn [OKYMeHTa, npedHasHayeHHoro Ans otnpasku no M3OO, B C3[
oTnpaBuTENs AOMMKHbI (POPMMPOBATLCA CBEAEHWS, YCTAHOBMNEHHbIE TpeboBaHUAMUN K OpraHn3aLmoHHO-
TEXHUYECKOMY B3anMOAenCcTBnio <18>.
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<18> maBa Il TpeboBaHuI K OpraHM3aLNOHHO-TEXHUYECKOMY B3aUMOAENCTBUIO.

3.37. OPK, co3paHHasa B CO[l npu noarotoBke NpoekTa AOKYMEHTAa, NpU PErncTpaumm NCXOASILLEro
OOKYMeHTa A0MofHAeTCcs cBegeHnsiMmn ob ncxogsilem JOKyMeHTe.

OTnpaBke agpecataM noanexat [AOKYMEHTbl, OpOpMIeHHble B COOTBETCTBUM C MpaBunamu,
YCTAHOBMEHHbIMW WHCTPYKUMEN NO [OEenornpou3BOACTBY rOCYAapCTBEHHOrO OpraHa, opraHa MECTHOro
caMoyrnpaBreHusl, TMOANWCaHHblE PYKOBOAMTENEM [OCYQAapCTBEHHOrO oOpraHa, opraHa MEeCTHOro
caMoynpaBeHUsl UM UHBIM YNOSTHOMOYEHHBIM UM FIMLOM, BKITHOYEHHbIE U 3aperncTpupoBaHHble B CO/.

3.38. O6paboTka KOppecnoHAeHUUM [Orsi OTNpaBKM MOYTOBOW CBSI3blO OCYLLECTBISETCS B
cooTBeTCTBMM C [MpaBunamu okasaHusi YCInyr MOYTOBOW CBA3M <19>, Mpu OTNpaBKe CMELCBA3bI - B
COOTBETCTBUU C TpeboBaHMAMM, NPpeabsABNAEMbIMM K COOTBETCTBYIOLLMM BMOAM CNELICBSA3N.

<19> lNpukas MMHMUCTEPCTBA CBSA3M U MacCOBbLIX KOMMYHUKauu Poccuinckon degepaumm ot 31 nions
2014 r. N 234 "O6 yrtBepxaeHwn [MpaBun okasaHWs ycnyr MOYTOBOW CBSA3W" (3aperncTtpupoBaH
MuHucTepcTBoMm tocTuuumn Poccuiickon Pepepaummn 26 gekabpsa 2014 r., pernctpaumoHHbin N 35442), ¢
N3MEHEHNsIMWN, BHECEHHbIMW npukazamyn MuHkomcBaAsn Poccun ot 13 deBpana 2018 r. N 61
(3apeructpupoBaH MwuHuctepcteom toctmumm  Poccuinckon  ®epepaummn 28 mapta 2018 r,
pernctpaunoHHbin N 50545); ot 13 Hoabps 2018 r. N 619 (3apernctpuposaH MnMHMCTEPCTBOM OCTULIMM
Poccuiickon ®epepaunm 19 mapta 2019 r., peructpaumoHHbin N 54090); ot 27 mapta 2019 r. N 106
(3apeructpupoBaH MuHuctepcTeom toctuumm Poccunckon ®egepaumm 7 nioHsa 2019 r., pernctpaumoHHbI
N 54893).

3.39. [OKymMeHTbl, He wuMeloWmne agpecHom YacTh, MpPUHUMAKOTCA Ha OTNpaBKy C
COMPOBOAUTENMbHBIMM  MUCbMaMW (32  WUCKIMIOYEHUEM  KOMWW  pacnopsauTernbHbiX — OOKYMEHTOB,
HanpaBnsembIX B NOABE4OMCTBEHHbIE OpraHun3aumn).

HenpaBunbHO OMQOpPMMEHHbIe AOKYMEHTbl M KOPPECMOHAEHUMS HecnyxebHoro xapakrepa K
OTrNpaBKe He NPVHMMAIOTCH M BO3BPAaLLAOTCA UCMOMHUTENIO.

3.40. OTnpaBka gokymeHToB No MO0 fomkHa ocyLecTBNATLCA B COOTBETCTBUMN C TpeboBaHNsIMM
K OpraHv3aunoHHO-TEXHNYECKOMY B3auMOAencTButo <20>.

<20> 'maga Il TpeboBaHuWIn K OpraHM3aLNOHHO-TEXHMYECKOMY B3aMMOOENCTBUIO.

Mepen otnpaBkow gokyMmeHTa no M3OO pomkHbl BbiTb MPOBEPEHBLI KOMMIIEKTHOCTH TPAHCMOPTHOTO
KOHTEHepa 1 AeNCTBUTENBbHOCTb 3NEKTPOHHbIX NOAMUCEN, BXOASILLMX B €0 COCTaB.

3.41. OneKTpoHHble AOKYMEHTbl MOCMe WX MOAMUCAHUS SNEKTPOHHOW MOAMUCHID M OTMpaBKM
agpecarty xpaHsatcsa B COJ1 B aNeKTPOHHbIX Aenax, (hopM1MpyeMbiX B COOTBETCTBUM C HOMEHKNATypoi aen
rocygapcTBEHHOIO opraHa, opraHa MecTHOro camoynpaBsieHus.

3.42. [JokymeHTbI, NoAnexaline oTnpaske, AOMKHbI 006pabaTbiBaTbCA U OTNPABNATLCS B A€Hb WX
noanucaHna 1 perucTpauum Unm Ha CneayoLLmnii paGoUnin AeHb.

3.43. Jocbinika unm 3aMeHa paHee OTNpaBfeHHOro 3NeKTPOHHOIO AOKYMEHTa OCyLLEeCTBNAeTCs no
yKasaHuio nuua, NoanmMcaBLUEero 4OKYMEHT.

3.44. PeweHne o cnocobe [O0CTaBKM [OKYMEHTa agpecaTty MNpUHUMAETCA MCMOMHUTENEM Mo
cornacosaHuio co CnyxGoii [enonpousBoACTBa rOCYOapCTBEHHOTO OpraHa, opraHa MeCTHOro
camoynpasneHus.

3.45. OTBeTbl Ha OOpalleHVs rpaxpaH, OpraHM3auuMi HanpaensloTCsa 3asBuTento B dopme
9MEeKTPOHHOro JOKYMEHTa No ajpecy 3MEeKTPOHHOW MOoYThl, yka3aHHOMY B oOpalleHun, NocTynuBLLEM B
rocyapCTBEHHbI OpraH, opraH MECTHOrO CamOynpaBfieHUst UNM AOSHKHOCTHOMY nuudy B dopme
SMNEKTPOHHOro AOKYMEHTa, U B MUCbMEHHOW bopMe No NMOYTOBOMY aApecy, ykasaHHOMY B obpalueHuu,
NOCTYNMBLLEM B MUCbMEHHON dhopMe <21>.
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<21> Yactb 4 ctatbn 10 ®egepanbHoro 3akoHa N 59-03.

3.46. Tlo BbIOOpY 3asBMTENEN TrOCYOAPCTBEHHLIN OpraH, opraH MEeCTHOro camoynpaBrieHus
npegoctaBnseT uWHgopMauuto B OpPME  3MEKTPOHHbIX OOKYMEHTOB, MOAMUCAHHBLIX YCUITEHHON
KBannuuMpoBaHHON 3NEKTPOHHOW MNOAMMWCHLI0, He3aBUCUMO OT opMbl MM cnocoba obpalleHus
3agBUTENEN, 3a WUCKIIOYEHWEM CIy4aeB, €CnM WHOW MOpSOOK NpedocTaBleHMsl Takon uHdopmaumnm
yCTaHoBMeH heaepanbHbIMU 3aKOHAMW MMM UHBIMW HOPMATUBHLIMK MPaBOBbIMU akTamun Poccuinckon
depepaumm, perynmpyoLimmMm NPaBoOTHOLLEHWS B YCTAHOBMEHHOMN cdepe AeATeNnbHOCTM <22>.

<22> ®epepanbHbin 3akoH N 63-®3; nyHkTbl 2, 3 [paBui OCYLLECTBEHUS B3aMMOAENCTBUSA B
3NEeKTPOHHON dhopme rpaxaaH (pmamdecknx nuu) n opraHnsauni ¢ opraHamm rocygapCTBEHHON BNacTw,
opraHamMu MEeCTHOro CaMOynpaBrieHUs, C opraHuM3auusMu, OCYLLUECTBAAKLWUMM B COOTBETCTBUMU C
denepanbHbiMM  3aKOHaMKU  OTAENbHbIE MNYOMWYHbIE MONTHOMOYUS, YTBEPXAEHHbIX MOCTaHOBNEHNEM
MpaButensctBa Poccunckon depepauumn ot 9 uwoHa 2016 r. N 516 (CobpaHue 3akoHogaTenbCTBa
Poccuiickon ®epepauun, 2016, N 25, ct. 3803).

3.47. TocynapcTBeHHbI OpraH, opraH MEeCTHOro caMoyrnpaBfeHusi 06si3aH NpedocTaBnsATb Mo
BblbOpy 3asBuTenein WHdopmaunio B (OpMe 3MeKTPOHHbIX [JOKYMEHTOB rnocpeacTBoM [lopTana
rocygapcTBEHHBIX yCryr B cooTBeTCTBUM ¢ ®epeparnbHbiM 3akoHoM "O6 opraHusaummn npenocTaBrieHns
rocygapcTBEHHBIX Y MyHUUMMAnbHbIX ycnyr", ecnu deaepanbHbiMU 3akoHaMK UM MPUHUMaEMbIMU B
COOTBETCTBUW C HUMM HOPMaTMBHbLIMU MpPaBOBbIMK akTamu Poccuiickoin degepauny He yCTAHOBIEHO
nHoe.

3.48. Ha noctynuBliee B rocygapCTBEHHbIN OpraH, opraH MecTHOro camoynpasneHus obpalieHve
rpaxgaHuHa, opraHv3aumu, cogepxatlee NpeanoxeHvne, 3adBreHne unm xanoby, KoTopble 3aTparnBaroT
WHTEpecChl HEOMNPEeAENEeHHOro Kpyra nuy, B YacTHOCTU Ha obpalleHne, B KOTOpOM obxanyeTcsa cyaebHoe
peLleHne, BbIHECEHHOE B OTHOLLEHMW HEONPEAENEHHOIO Kpyra nuy, OTBET, B TOM YMCIIE C pa3bsCHEHMEM
nopsigka obanoBaHus cygebHOro pelleHunsi, MoXeT ObiTb pasMelleH Ha odumumansHom canTe
rocygapCTBEHHOIO opraHa, opraHa MECTHOro camoynpasneHusi B cetn "HTepHeT" <23>.

<23>Yactb 4 ctatbu 10 PegepanbHoro 3akoHa N 59-03.

3.49. MNpoxoxaeHne BHYTPEHHUX OOKYMEHTOB Ha 3Tanax MX MOATOTOBKM U 0OPMIIEHWUS OOMKHO
COOTBETCTBOBATb MNPOXOXAEHUIO WUCXOASALIMX [OOKYMEHTOB, @ Ha 3Tane WCMOMHEeHUs - BXOOSLUMX
[OKYMEHTOB.

3.50. MNpaBunNbHO O(OPMIIEHHbIE M COrflacoBaHHble C 3aMHTEPEeCOBaHHbIMK NULEaMK, NPOEKTHI
NpaBoOBbIX aKTOB MEepPefaloTCs Ha NOANUCH PYKOBOAMTENIO FOCYAapCTBEHHOrO opraHa, opraHa MeCTHOro
camoynpaBeHusl UM UHOMY YNONTHOMOYEHHOMY UM NULLY.

3.51. TNognucaHHble NpaBoBble akTbl (MOCTAHOBMNEHWS, pPeELUeHUd, MNpUKasbl, pacnopsKeHus)
pPErncTpupytoTCcs B A€HbL NOANMCAHNS UMM Ha CreayoLwmi pabouni aeHb.

B Buae 3nEeKTPOHHbIX KOMWA MpaBOBble aKTbl FOCYAApPCTBEHHOrO OpraHa, oOpraHa MECTHOro
camoynpaneHus BkrovatTcs B COLl rocyaapCcTBEHHOro opraHa, 3a WCKIOYEeHWEM MNPaBOBbLIX aKTOB,
cofepxaLlnx CBeleHUs1 OrpaHUYEHHOro JOCTyna.

3.52. ToAnMHHMKM NpaBoOBbIX akToOB (POpMUPYIOTCS B Aena Ha OCHOBaHWM HOMEHKNaTypbl Aer
rocyapCTBEHHOro opraHa, opraHa MecTHOro camoynpasrneHusi B COOTBETCTBMM C NyHKTaMmn 6.23 - 6.24
MpaBun genonponssoacTea.

Wcnonuutenn 1 nuua, HasHayeHHble B  KayecTBe  WCMOMHWTEneW, AOMKHbl  BbiTb
NPOVMHMOPMUPOBaHbI O NMOAMNMUCAHHBIX NPUKa3ax, PacropsKEHNSX.

3.53. MpoToKkonbl 3acedaHwil, COBELLaHWA KonnervanbHbIX, COoBellaTenbHbIX, MEeTOAUYECKUX,
MPeacTaBUTENbHBLIX UM UHbIX MOCTOAHHBIX WNW BPEMEHHbIX OpraHoB perucTpupylotcss B CnyxGe
[ernonpou3BoacTBa UINN cekpeTapsMu (MHbIMU PaboTHUKaAMW, B [OIHKHOCTHblIE 0BS3aHHOCTU KOTOPbIX
BXOOWUT BedeHMe [eronpousBOACTBa COOTBETCTBYIOLLEro opraHa), Mo KaxaoMy BuOY MNPOTOKONOB
OTAEenbLHO.
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3.54. MoaNMHHMKM NPOTOKOSOB MO MECTY MX perncTpaumm hopMUpyoTcs B Aena B COOTBETCTBUU C
HOMEHKaTypOoW [en rocyaapCTBEHHOIO opraHa, opraHa MECTHOTO CamMOoyrpaBIiEHUS.

Konuu npoToKomnoB (BbINUCKA M3 MPOTOKOSIOB) B 351EKTPOHHON hopMe AOBOAATCA A0 CBeAEeHUs! BCeX
YNEeHOB COOTBETCTBYIOLLIErO OpraHa WNM pasMelLaloTcs Ha SMEeKTPOHHOM WMHMOPMAaLMOHHOM pecypce
rocyqapcTBEHHOro opraHa, opraHa MecTHOro camoynpasneHus.

3.55. BHyTpeHHMe AOKYMEHThbI Ha MMSI pYKOBOAUTENSI FOCYAapCTBEHHOMO OpraHa, opraHa MecTHOro
camMoynpaBrieHusl, 3aMecTUTENEeN pyKkoBOAWUTENSs, PYKOBOAUTENS (pykoBOAUTENeW) CTPYKTYPHOro
nogpasgeneHns peructpupytotrca B COL wunu (npu OTCYTCTBMM TakMx Bo3mMoxHocTten B CO[l) - B
noapasaeneHun, NoAroToOBMBLUEM LOKYMEHT.

3.56. Y4eT konunyectBa AOKYMEHTOB, MOCTYMNMBLUKX, CO3AaHHbIX, OTNPaBEHHbIX 32 ONpeaeneHHbIi
nepuog BpEMEHMU, MOXXET NMPOBOAUTLCS MO rOCy4apCTBEHHOMY OpraHy, opraHy MecTHOro caMmoynpaeneHus
B LEeNoM, MO OTAENbHbIM CTPYKTYPHbIM MoApasferneHnsiM, no rpynnam [OKYMEHTOB, B TOM u4ucrie
NOANMHHUKAM W KOMWSM, KOPPEecrnoHAeHTaM, OEUCTBUSIM, NPOM3BEAEHHbIM C AOKYMEHTaMM, U OpYrum
napameTpaM, HeobxoaAMMbIM A4S aHanm3a paboTbl C JOKYMEHTaMM B LIENSIX €€ COBEPLLUEHCTBOBAHMSI.

3.57. Tpun y4yeTe o06bemMa [OOKYMeHTOOOOpPOTa MNOACYUTLIBAETCS KOMMYECTBO [OOKYMEHTOB
BblAEMNEHHON Trpynnbl. Y4YeT KONMu4ecTBa [JOKYMEHTOB MpoBOAMTCA MO AaHHeiM  C3[, uHbIX
perncTpaumoHHO-y4eTHbIX OPM.

3.58. 3a eagnHuLy yyeTa KONMYecTBa JOKYMEHTOB NPUHUMAETCS 9K3eMMsp AOKYMeHTa (MOANIMHHMK
UMW KOMKWSi, ECININ KONWS - € AUHCTBEHHBIA 3K3eMNnsip AoKyMeHTa). Konum JOKYMEHTOB, co3faBaemMble s
PacchbInKW UK BHYTPEHHETO UCNOMb30BaHMs, NP HEO6XOAMMOCTU X yYeTa NOACHUTLIBAKTCS OTAENBLHO.

anI ydyeTe ncxoadawmx JoOKyMeHTOB conpoBoguTesribHOE NMNCbMO 1 npunaraemMmble K HeMY OOKYMEHTDI
NPUHNUMAKTCA 3a OANH OOKYMEHT.

3.59. [laHHbIe 0 KoNnuyecTBe AOKYMEHTOB 0606LwaloTcs (C HapacTalLWwmM UTOrom), aHanm3npyTes
W NpeACTaBnATCA PYKOBOAWUTEMIO rOCYAAPCTBEHHOIO OpraHa, opraHa MecTHOrO CamoymnpaBeHust unu
WHOMY YMOSIHOMOYEHHOMY MM NLLY B BUJE CNPaBoK (CBOAOK, OTYETOB) CTAaTUCTUYECKOTO M aHANUTUYECKOTO
XapakTepa C yCTaHOBJIEHHOM NepUOaNYHOCTLIO (MecsiL, KBapTan, nonyrogue, roa).

IV. YnpaBneHue AOKyMeHTaMu B cucteme
3NEeKTPOHHOro AOKyMeHToobopoTa

4.1. Noctyn k pabote B CO[] rocynapCTBEHHOro opraHa, opraHa MeCTHOro CamoyrnpaBneHns 4OMKHbI
MUMETb TOSIbKO 3aperMcTpMpoBaHHbIe MNOb30BaTENN.

4.2. BkniovyeHve pokymeHtoB B C3[1 ocyuectBnsetrca nocpedcTBoM 3anonHeHus nonen OPK,
CO3[aHNs 3NEKTPOHHOW KONUWM AOKYMeHTa (CKaHMpOBaHMWS), eCnv AOKYMEHT Obin co3gaH Ha BymakHOM
HocuTene, MNpPUCOEOUHEHUsSI SMNEKTPOHHOW KonMuu [okymeHTa kK OJPK, pasmelieHua [OoKymeHTa B
cooTtBeTcTBytoLLen CO[l B COOTBETCTBUM C €€ KNAaCCUPUKALMOHHON CXEMOMN.

4.3. B xope paccMOTpeHMs [OOKYMeHTa, noAfiexallero UCMOSIHEHU, PYKOBOACTBOM
rocygapCTBEHHOINO opraHa, opraHa MECTHOrO camoyrpaBfieHMsl UM B XO4e COrnacoBaHUsi MpoekTa
OOKYMEHTa, 3anonHatoTcsa cooTBeTcTBYOWME nons APK. B pe3ynbTate cornacoBaHus NpoekTa AOKYMeHTa
B C3[0 chopmupyeTcsa NUCT cornacoBaHus.

4.4. INMpu BrknoyveHnn B COL BXoOAWMX AOKYMEHTOB, UX perucTpaLum, pacCMOTPeHUU U UCNONHEHU
B OPK BHOCATCA crieaytoLimne CBEAEHUS O JOKYMEHTE:

1) HaMMeHOBaHWE roCydapCTBEHHOrO OpraHa, opraHa MEeCTHOro caMOynpaBIieHWsi, OpraHu3aumm
(koppecnoHaeHTa);

2) HaMMEHOBaHWe BMAA AOKYMEHTa <24>;

<24> HanmeHoBaHWe pa3gena B crnpaBoyvHuKe (KnaccudukaTtope) BUOOB AOKYMEHTOB, K KOTOPOMY
OTHOCUTCS JOKYMEHT, BKMtoyaembin B CO/.

3) oaTta AOKYMEHTa;



4) perncTpaumnoHHbIN HOMEP OOKYMEHTA;

5) damunmsa n namymranel nuua, NogNMCcaBLLIEro AOKYMEHT;

6) AaTa nocTynneH1s JOKYMEHTa;

7) BXOASALMNN pErncTpaLmoHHbIN HOMEP;

8) cnocob gocTaBkM AOKYMEHTA;

9) 3aronoBOK K TEKCTY (KpaTKoe coaepXaHne AOKYMEHTa);

10) KONNYECTBO NIMCTOB OCHOBHOIO JOKYMEHTA;

11) oTMeTKa 0 NpUNoXeHnn (KONMYEeCTBO NPUMOXEHUI, 00LLee KONMMYECTBO NNCTOB NPUIOXEHWUNR);

12) cBefieHnA O CBA3aHHbIX JOKYMEHTaXx (HaVIMeHOBaHl/Ie Bnaa OOKyMeHTa, aarta, peFVICTpaLlVIOHHbIVI
HOMeED, TN CBFI3I/I);

13) pesontoums (MCMOMHUTENb (MCMNOMNHWTENW), MNOPYYEeHWe, AOIPKHOCTHOE §Muo, [AaBliee
nopyyeHve, gata GopMMpPoOBaHNS NOPYYEHUs);

14) CPOK MCMOJNTHEHMS OOKYMEHTA;

15) nHOekc aena no HoMeHKnaType gen;

16) cBegeHnst 0 nepeagpecauun JOKYMEHTa;
17) oTMeTKa O KOHTpOne;

18) rpuc orpaHnyeHns goctyna K JOKYMEHTY;
19) cBegeHusa 006 aNeKTPOHHOW Noanucy;

20) pesynbTaT NPOBEPKM ANEKTPOHHOW nognucu <25>;

<25> Bknoyvatotca B C3[, ecnu nocTynuBLUMIA OOKYMEHT MOAMUCAH YCUMEHHOW 3MNEKTPOHHOWN
NoAMUCHIO.

21) aneKTPOHHbIN agpec KOPPeCnoHAEHTa;

22) ccbinkn Ha harn NocTynusLLEero AOKyMeHTa u dann (dainnbl) NpUnoXeHns (NPUNoXeHun) K
AOKYMEHTY.

4.5. MNpwn BktodeHun B C3[ ucxogsawmx gokymeHtoB B OPK BHocsTCA cnegyiowme csegeHus o
[OKYMeHTe:

1) HanMeHOoBaHue rocyaapCTtBeHHOro opraHa, opraHa MecCcTHOro camoyrnpasieHud, opraHnsauunm -
agpecara;

2) hamunus n HULManbl nuua, NoANUCaBLIEro OKYMEHT;

3) HaMMeHOBaHWe Buaa JOKYMeHTa <26>;

<26> HanmeHoBaHWe pa3gena B CnpaBoYvHMKe (KnaccudukaTope) BUOOB AOKYMEHTOB, K KOTOPOMY
OTHOCUTCS JOKYMEHT, BKMtoyaembln B C3[.

4) pata JOKYMEHTa;
5) perncTpaumoHHbI HOMEpP AOKYMEHTA;

6) 3aronoBOK K TEKCTY (KpaTKoe coaepXaHne AOKYMEHTa);



7) cBeLEeHUsi O CBA3AHHbIX JOKYMEHTaxX (HaMMeHOBaHWe Buaa AOKYMEHTA, AaTa, PerMcTpauoHHbIN
HOMeEp, TUM CBSA3N);

8) KONMYecTBO NUCTOB OCHOBHOIO JOKYMEHTA;

9) nHoekc aena no HoOMeHknaType gen;

10) oTMeTKa O NPUNOXEHUN (KONMYECTBO MPUITOXKEHMI, ObLLee KONMYECTBO NIMCTOB MPUIIOXKEHUN);
11) rpnd orpaHnYeHns gocTyna K AOKYMEHTY;

12) nogpasgeneHue - OTBETCTBEHHbIN UCNOSNHUTENb AOKYMEHTA;

13) cBeaeHnsi 06 3NEKTPOHHOW MOAMMUCH;

14) ccbinkn Ha dann oTnpasnsemMoro 4okymeHTa u dann (dannsl) NPUNoXeHns (MPUNoXeHUn) K
AOKYMEHTY;

15) aneKTpOHHbI agpec KOPPECMNOHAEHTA;
16) cnocob gocTaBkv 4OKyMEHTa agpecary.

4.6. MMpu BktodeHnn B CO[ BHYTpeHHMX gokyMeHToB B OPK BHocATCs criegyolimMe cBedeHust O
OOKyMeHTe <27>:

<27> KoHKpeTHbIV cocTaB cBegeHui, BHoCuMbIX B C3[] npu perncTpaumm BHYTPEHHUX JOKYMEHTOB,
3aBUCUT OT BMAA PErncTpUpyemMoro JOKyMeHTa.

1) HaMmeHoOBaHWe NoapasgeneHnst, NoAroTOBMBLLErO NPOEKT JOKYMEHTA;
2) HaMMeHoOBaHWe BMaa AOKyMeHTa <60>;

3) AaTa AOKYMEHTa;

4) perncTpaumnoHHbIN HOMEP OOKYMEHTA;

5) rpud orpaHuYeHnss 4ocTyna K AOKYMEHTY;

6) hamunnsa 1 MHUYWansl nuua, NoAnMcaBLLEro AOKYMEHT;

7) cBefeHusi 0 CBA3aHHbIX JOKYMeHTax (HaMMeHOoBaHWe Buaa AOKYMEHTA, AaTa, PperMcTpaumoHHbIN
HOMep, TUM CBS3N);

8) 3aronoBoK K TEKCTY (KpaTKoe coaepXaHne AOKyMeHTa);

9) nogpasgeneHve (OOMKHOCTHOE NULO) - UCMONMHUTENb (OTBETCTBEHHbI UCMOMNHUTENL) JOKYMEHTA;
10) KONMYECTBO NUCTOB OCHOBHOMO JOKYMEHTA;

11) oTMeTKa 0 NpUNoXeHnn (KONMYeCTBO NPUOXEHWI, 00LLee KONMMYECTBO NINCTOB NPUITOXKEHWUN);
12) nHpekc gena no HoOMeHkKnaType gen;

13) pesontouuns (McnonHUTENb (MCNONHUTENN), NOPYYeHUe, AaTa UCNONHEHNS, JaTa POPMUPOBaHUS
nopyyeHuns);

14) oTMeTKa O KOHTpOIE;

15) ccbinkn Ha harin NocTynuBLLEro AOKyMeHTa v dann (dawnbl) NpUnoXeHUs (NPUNoXeHun) K
AOKYMEHTY.

4.7. MNMpwn BrnoveHnn B COL] obpalleHnid rpaxaaH, opraHnsaumi n oTBeToB Ha obpalleHnst B OPK
BHOCATCS CneaytoLime CBeAeHUs:

1) hamunug, nma, oT4eCTBO (NPY €ro HanNU4YUK) rpaxgaHuHa;



2) HanMeHoBaHWe opraHu3aLmu - agpecara;

3) naTta obpalleHus rpaxgaHvHa, opraHmsaunu;

4) perncTpaunoHHbIn HoMep obpalleHus (ans obpalleHunin opraHusauui);

5) pata conpoBoaUTENLHOrO OKYMEHTa (B crnyvyae nepeagpecauun obpalleHus);

6) gaTa nocTynneHus obpalleHuns rpaxgaHvHa, opraHMsaunm;

7) BXOASLMNIN pErMcTpaLmoOHHbIN HOMEP;

8) kpaTKkoe copepxaHue obpalleHuns rpaxkgaHnHa, opraHnsauum;

9) KONMYECTBO NMNCTOB OCHOBHOIO AOKYMEHTA;

10) oTMeTKa O MPUNOXKEHUN (KONMYECTBO MPUITOXKEHWI, ObLLEe KONMYECTBO NTIMCTOB NPUIIOXKEHWUN);

11) cBegeHUs 0 CBA3aHHbIX AOKYMEHTax (HaMMeHOBaHWe BMAA JOKYMEHTa, AaTa, perMcTpaumoHHbIn
HOMEp, TMN CBS3M, B T.4. CBEAEHUs O npeabiaylmx obpalleHmsax B criyvyae, ecrnv gaHHoe obpalleHue

NOBTOPHOE);

12) pesoniouns  (UCNONMHUTENb  (MCTMOMHUTENK), MNOpy4YeHue, [OOMMKHOCTHOEe INWUo, [OaBllee
nopyyeHve, agata pe3oniouunn);

13) CpOK MCMNONHEHNSA AOKYMEHTA;
14) nHpekc gena nNo HoOMeHknaType gen;

15) cBedeHusi O nepeagpecaunn o6palleHuss rpaxdaHuWHa, opraHusauumn (oata, Homep
COMpPOBOAUTENBHOMO AOKYMEHTa; HaMMEHOBaHe opraHa BMacTui, opraH13aumm;

16) oTMeTKa O KOHTporne;

17) cBefeHust 06 SMNEKTPOHHOW MoAnucu (B criydae MOCTYMNEHNUS SIEKTPOHHOTO O6palleHus
rpakgaHuHa, opraHu3aumm, NoANUCaHHOTO 3MEeKTPOHHONM NOAMNUCKIO);

18) pe3ynbTaT NPOBEPKM INEKTPOHHOW nognmcu <28>;

<28> Bknovatotca B CO[l, ecnu nOCTynUBLUMA OOKYMEHT MOAMNWCAH YCUINIEHHOW 3NEKTPOHHOM
NoAMNMCHIO.

19) aneKkTPOHHbLIN agpec KoppecnoHAeHTa (rpaxaaHuHa, opraHmsauun);

20) noyTOBLIN agpec KoppecnoHaeHTa (rpaxaaHuHa, opraHnsaumm);

21) BONpoC No TemMaTnyeckomy krnaccudumkaTopy;

22) ccbinkn Ha charn nocTynueLlero obpatleHns u dann oTeeta Ha obpalleHue.

4.8. [IoNONHUTENBHO K YKa3aHHbIM CBEAEHUSAM O BXOAALLNX, UCXOASLNX U BHYTPEHHUX JOKYMEHTAX,
obpalleHnii rpaxaaH, opraHusauun B OPK C3[1 MoryT BHOCUTBLCS! UHbIE CBELAEHUS.

4.9. Tpu BKMOYEHUN OOKYMEHTOB W MNpPoekToB AokymMeHToB B C3[], a Takke npu BKNIOYEHUU
ceefeHun B OPK B nmpouecce XU3HEHHOrO LMKNa AOKYMEHTA WCMONHUTENN OOIDKHbI CO34aBaTb CBS3W
OAHHOIo JOKYMEHTa (MpoekTa AOKYMEHTA) C APYrMMIN JOKYMEHTAMU U MyHKTaMW NOPYYEHUA.

Mpu co3paHuM cBsA3el OKYMeHTa (MpoekTa AOKYMEHTa) C APYrMMU JOKYMEHTaMMU UCMOMb3yeTcs
CNpaBOYHMK TUMOB CBA3EN.

4.10. B uensx pasmeLleHuns nokymeHToB B CO[1, noucka AOKYMEHTOB, BeieHUS CNpaBo4HOM paboThl
no AOKyMeHTaMm, BKIoYeHHbIM B CO/1, ncnonb3yrTcs KnaccudukaTopbl U CNPaBOYHUKA, B TOM YUCHE:

KrnaccuduKaTopbl:  KOPPECMNOHAEHTOB, BWAOB [OKYMEHTOB, CTPYKTYPHbIX MNOApasfdeneHuii



rocygapCTBEHHOIO opraHa, opraHa MeCTHOTO CaMOYMpaBIieHUs, AOMMKHOCTHBIX JNL, FOCYAapCTBEHHOIO
opraHa, opraHa MECTHOIO CaMOyMNpaBfeHUsl, UCMOJTHUTENEN MO AOKYMEHTaM; TeMaTU4eckuin (BONpocoB
AesTeNbHOCTUN), HOMeHKNaTypa Aen rocy4apCTBEHHOIO OpraHa, opraHa MeCTHOIO CaMoyrnpaBlieHus;

CNPaBOYHUKMN: CPOKOB WUCMOSIHEHWS, pPe3ontouni (MopyYeHnin), 3NeKTPOHHbIX aapecoB MOCTOSHHbIX
KOppeCnoHAEHTOB, WabnoHoB 6raHkoB AOKYMEHTOB U LWABNOHOB AOKYMEHTOB, TUMOB CBA3EN C APYrMMU
AOKYMeHTaMu (CBA3aHHbIMW AOKYMEHTaMK).

V. KOHTponb ncnonHeHnA AOKYMEHTOB (Mopy4eHuni)

5.1. KOHTpOsb UCMOSIHEHUS] OOKYMEHTOB (MOPYYEHWUIA) BEAETCS B LENSX UX CBOEBPEMEHHOMO U
Ka4yeCTBEHHOTO NCMONHEHWS.

5.2. KoHTponb McnonHeHns OKyMeHTOB (MOpy4YeHnin) BegeTcs:

MCNoJIHeHNA OOKYMEHTOB (nopyquw?l) no cyuwecTtBsy - pykosogutenem, UHbIMU OOJDKHOCTHbIMU
nnuamum rocygapCTtBeHHOro opraHa, opraHa MecTtHOro camoynpasiieHUA;

CPOKOB MCMOSMHEHWSA AOKYMEHTOB (nopydeHuit) - Cnyxbon genonpousBoAacTBa rocyaapCTBEHHOroO
opraHa, opraHa MECTHOro camMoynpaBneHuUs WU WUHbIM CTPYKTYPHbIM MoapasgerieHnemMm, Ha KoTopoe
BO3roXeHa ata pyHKUuS.

KoHTponto nognexart Bce 3aperncTpmpoBaHHble JOKYMEHTbI, TPeOyoLmne NCNONTHEHMS.

5.3. PacnopsagutenbHble  OOKyMEHTbl,  MPOTOKOMbl  3acedaHuWn  (COBellaHwi),  ecnu
3apmKcnpoBaHHbIe B HUX peLleHns He 0popMIISIOTCS B BUAE NOCTAHOBMEHUIN UNW peLLEeHNIA, cogepxalume
NOpyYeHUs1 C KOHKPETHbIMWU CPOKaMu WCMOSTHEHWS, CTaBATCA Ha KOHTPOfMb MO KaxAoOMy MOPYYEHMIO
oTAEnNbHO.

OpraHmsaums UCNOMHEHUs nopyyYyeHun un ykasaHun [lpesmgeHta Poccunckon ®egepaumm
MCMNOSHATCA B COOTBETCTBMM C YKa3oM Npe3ngeHTta Poccuiickon Pepepaumm ot 28 mapta 2011 1. N 352
"O Mepax MO COBEPLUEHCTBOBaAHUIO OpraHU3auum MCMOMHEeHUs nopydeHun n ykasaHuin [NpesngeHTta
Poccuiickon ®eagepaunn” <29>.

<29> Yka3s [llpesngeHta Poccuiickon dPepepauum ot 28 mapta 2011 r. N 352 "O mepax no
COBEPLUEHCTBOBAHMIO OpraHnsauny UCMOMHeHUs nopyvyeHun un ykasaHun [lpesvpgeHta Poccuinckon
depepaummn” (CobpaHune 3akoHogaTenbcTBa Poccuickon Peapepaumm, 2011, N 14, cT. 1880).

5.4. KOHTpOMb CPOKOB MCNOMHEHUSA AOKYMEHTOB (NOpyYeHuiA) BKNtoYaeT B cebs:

NMOCTaHOBKY JOKYMEHTOB (MOPYYEHWUN) HA KOHTPOIb;

NpOBEpPKY CBOEBPEMEHHOCTW AOBEAEHUSA AOKYMEHTOB (MOPYYEHUIA) 8O UCMONHUTENEN;

npenBapuTENbHYIO MPOBEPKY U PErynmpoBaHne X04a UCTMIONMHEHNS JOKYMEHTOB (MOpydeHunn);

CHSITUE C KOHTPOrnS JOKYMEHTOB (NOpy4eHui);

y4yeT, 0606LLeHNe M aHanM3 pe3ynbTaToB XoA4a UCMOMHEHWS] JOKYMEHTOB (MOPYyYeHUiA);

NHOPMUPOBAHNE PYKOBOAMUTENEN O XOAE WCMOSIHEHWUSI AOKYMEHTOB (MOPYYEHWUA) M COCTOSHUU
WCMOMHUTENLCKOW ANCLMMIUHBI.

5.5. Cpok MCMNONHEHWs1 JOKYMEHTa yKa3blBaeTCs HENOCPEACTBEHHO B JOKYMEHTE, NOPYyYEHUN UMK B
pe3onouun K AOKYMEHTY.

5.6. Cpoku WCMOMHEHMS UCYUCNATCA B KaneHAapHbIX OHAX C gaThl, Creaylollen 3a gaTton
perncTpaunm aokymeHta <30>.

<30> Crartbs 191 NpaxgaHckoro kogekca Poccunckon depepaumm (CobpaHune 3akoHogaTenbCcTea
Poccuiickon ®epepaunn, 1994, N 32, ct. 3301; 2019, N 12, cT. 1224).
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CpoKM UCMONHEHNsI NMPOTOKOMbHBIX MOPYYEHUI, Kak MpaBuIo, yCTaHaBNMBalOTCA B MPOTOKoNe u
MCYMCNSAIOTCA C AaThl, crieaytollen 3a aaTo NpoBefeHns 3acefaHuns (CoBeLlaHuns).

5.7. Ecnvn nocnegHuin geHb cpoka UCMONHEHUS OOKYMEHTa (MopyYeHnst) mpuxoguTcsa Ha Hepabo4uumn
O€Hb, TO JOKYMEHT NOANEXUT UCMOMHEHMIO B Bnukanwwimi cnegyroLwmnin 3a HAM pabounin aeHb <31>.

<31> Crartbs 193 NpaxxgaHckoro kogekca Poccuinckon depepaumm (CobpaHne 3akoHogaTenbCcTBa
Poccuiickon ®epepaummn, 1994, N 32, ct. 3301; 2019, N 12, c1. 1224). B dhenepanbHbIXx opraHax
WCMNOSNHUTENBHOM BnacTu, B COOTBETCTBUM C nyHKTOM 6.1.1 TunoBoro pernameHTa B3anMMoOOeNCTBUSA
denepanbHbiX OpraHOB WCMOMHUTENbHOW BrRacTu, yTBepxaeHHoro noctaHosneHnem N 30, ecnu
nocrnefHUn OeHb CpoKa WCMOMHEHWUs MOpyYeHUs MNpUXoauTcsl Ha Hepabouui AeHb, OHO MNOAMEXMWT
WCMOMHEHNIO B NpeLecTBYOWMN emy pabounii AeHb.

5.8. Cpoku MCMONHeHMs OOKYMEHTOB (NMOpPYYeHWIA) YCTaHaBNUBAKOTCA PyKOBOAMTENEM, UCXO4A U3
CpoKa, YCTaHOBIIEHHOrO OpraHu3auuen, HanpaBMBLUEN [OOKYMEHT, WM CPOKOB, YCTaHOBMEHHbIX
3akoHogaTenbcTBOM Poccuiickon ®epepaunn.

5.9. [lokymeHTbI (Nopy4YeHnUs) noasiexxat UCMONTHEHNIO B ClieayioLLMe CPOKM:

YCTaHOBJIE€HHbIE 3aKoHOoAaTellbHbIMMN UM UHBIMKA HOPMAaTUBHbIMW MNPaBOBbIMU aKTaMu (TVII'IOBOIZ
CpOK l/ICﬂO.I'IHeHVIﬂ);

C KOHKPETHOWN OAaTOW UCMNONHEHNS - B YKa3aHHbI CPOK;

0e3 yKkasaHusi KOHKPETHOW AaThl UCMOMHEHUS, UMEIOLLIME B TEKCTE MOMETKY:

"BecbMa CpoOYHO" - B TeYEHNEe O4HOro-ABYX AHEN;

"CPOYHO" - B 3-OHEBHbIN CPOK;

"onepaTuBHO" - B 10-4HEBHbIN CPOK;

ocTanbHble - B Cpok He 6onee 30 gHeN, ecnu NHoe He YCTaHOoBMEHO dheaepanbHbIMU 3aKOHaMU.

5.10. [Oata wcnonHeHus JokymeHTa (nopyyeHus) dukcupyetca B OPK C3O wnn wuHon
perucTpaunoHHO-y4eTHON dopme, UCMOMb3yeMoW AfS OTCNEXVMBaHWA CPOKOB WUCMOMHEHWS OOKYMEeHTa
(nopyyeHus).

5.11. MNprocTaHOBNTb UCMONHEHNE KOHTPOMBHOIO AOKYMEHTa (MOpyYyeHus), a Takke OTMEHUTb ero
MOXET PYKOBOAUTEMb, NOANUCABLUUIN OKYMEHT UNu AaBLuni nopydeHne (pe3ontouuto).

5.12. B cnyyae ecnv CpoK UCMONHEHNS OOKYMeHTa (MOpyYeHUs) npeBbillaeT OAMH Mecsl, B Lensx
obecneyeHnss CBOEBPEMEHHOrO WCMOMHEHWUS AOKyMeHTa (MopyyeHusl) NMpoBOAWTCA MpeaBapuTeribHbIN
KOHTPOSb ¥ HAaNOMWHAHWSA UCTIONHUTENSIM O NPUBNKEHUN CPOKOB UCTIONHEHNS AOKYMEHTOB (NMOPYYeHUI).

5.13. HanomunHaHne ucnonHuTensiMm 0 NpubnmKeHnn CPOKOB UCTIONHEHNST AOKYMEHTOB (MOpyYeHNiA)
MOXET OCYLLECTBNATbCA B aBTOMaTU4eCcKoM pexume nocpeactsom CO[ wvnn ¢ MCNOMb30BaHMEM
SMNEKTPOHHOW NOYTHI.

HanomuHaHuna vcnonHutensam, a Takke MHdopmaunsa o6 MCNOoNHEeHUN OOKYMEHTOB (MOopydeHui),
nonyyeHHas ot ucnonHutenen, cukcmpyrotcd B IPK C3[ nnum MHbIX pernctpaumoHHO-y4eTHbIX hopMax,
NCMNOMb3yeMbiX Afst KOHTPOMS UCMONHEHUS JOKYMEHTOB (MOPYYEHUIA).

5.14. Ipn Heo6X0ANMMOCTM N3MEHEHUS CPOKA UCMOSNTHEHMS JOKYMEHTa (MOpyYeHWsi) OTBETCTBEHHbIN
ucnonHuTenb o006s3aH NpeacTaBUTb Ha WMS  PYKOBOAMTENS, AaBllero nopyyeHue, obOcHOBaHve
(moknagHyto (cnykebHyl0) 3anucky) O MPOANEHWM CpoKa C yKa3aHMeM MpUYUH MPOANeHus U Aathbl
UCMOMHEHWNS.

O6ocHoBaHWe NpoasieHNs Cpoka UCMONMHEHNA OOKYMeHTa (MopyYeHusl) AOMMKHO ObiTb HanpaBreHo
COOTBETCTBYHOLLEMY PYKOBOAMTENIO HE MO3JHEE YEM MO UCTEYEHUWM OBYX TPETbMX CPOKa WCMONHEHWUS
[AOKyMeHTa (Mopy4eHust), a eCnv CPOK UCMOSTHEHUS MOPYYEHNUS MpeBbILLAET ABa Mecsua, NPeasioKeHUs o
€ero npoaneHun NpeacTaBnaTCA B TedeHue 1-ro Mecsilia cpoka, OTBEAEHHOr0 Ha UCMOHEHWE NopyYeHus.
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CpOKI/I NCNOJNTHEHUA CPOYHbIX nopyquvM He npoaneBakTCA U HEe KOPPEKTUPYKOTCA.

O6 u3MeHeHMM cpoKa MWCMOSIHEHUSA [OOKYMeHTa (MopyyYeHWsi) OTBETCTBEHHbIN WCMONHUTENb
nHpopmupyet Cnyxby oenonpon3BoacTBa.

MiameHeHMss B coOCTaBe WUCNONMHUTENEN [OOKyMeHTa (MOopyyvyeHus) OOMKHbl MPOM3BOOUTBCHA C
obs3aTenbHbIM MHOPMMpoBaHueM Cnyx0bl 4enonpon3BoACTBa.

5.15. ,D,OKyMeHT CUMTaEeTCA UCNOJIHEHHBbIM U NOANIEXUT CHATUIO C KOHTPOJ1A Mnocne (*)aKTVI‘-IeCKOI'O
NUCNOJIHEHUA BCEX coaepXKalluxca B HEM nopyquw?l, OOKYMeHTarlbHOro noareepXxaeHua ero MCnoJiHeHns
1 coobLeHns pe3ynbTaTtoB €ro pacCMOTpEeHUA 3anHTepecoBaHHbIM OpraHam, opraHnusaunam n nuuam.

I'IpowlemyTquaﬂ I/IHd.)OpMaLI,I/IH Nno UCNOJNIHEHNIKD OOKYMEHTa He ABNAeTCA OCHOBaHMEM O5A CHATUA
€ro C KOHTpoJi4.

5.16. [JokyMeHTbI (MOpyYeHUst), HAXOOSALUMECS Ha KOHTPOSIe, CHUMAKTCS C KOHTPOINS HAa OCHOBaHWU
NoAroTOBMEHHOro OTBeTA.

PeweHve 06 wucnomHeHwn pAokymeHTa (MopydeHus), He Tpebyiowlero HanpasneHus oOTBeTa,
NPUHMMaeT PYKOBOAUTENb, MOCTaBUBLLMIM OOKYMEHT (MOpyYeHWe) Ha KOHTponb, C o06s3arenbHbiM
nHdopmuposaHnem Cnyx6bl 4enonpon3BoacTBa.

CeepeHna 06 wncrnonHeHMM [JokymeHTa (nopyyeHus) BHocsitca B OPK C3OO wnm  umHyto
PErMcTPaLMOHHO-YYETHYIO POPMY, MCNOSb3YEMYHO AJ1S1 KOHTPOSIS UCMONHEHMS.

5.17. B cnyyae ecnu JOKYMEHT (NOpyYeHWEe) He UCTOMNHEH B YCTAHOBIIEHHBIN CPOK, OH NPU3HaeTCs
HENCMNONHEeHHbIM W OcTaeTca Ha KoHTpone. O6BA3aHHOCTb MO €ro WCMOMHEHWI COXpaHAeTcd 3a
NCMONHUTENEM.

5.18. Cnyxba genonponsBoAcTBa aHaNM3MpyeT COCTOSHUE U pe3yrbTaTbl NUCNOSNIHEHWS JOKYMEHTOB
(mopy4yeHu) U1 COCTOSIHUE  WUCMOMHUTENbCKOW  AUCUMNIWHBI M HampaBsnseT  pykoBOAUTEMIO
rocygapCTBEHHOro oOpraHa, opraHa MeCTHOrO CaMOYMNpaBrieHWss W PYKOBOAMTENSIM  CTPYKTYPHbIX
noapasaeneHuii oT4eTbl O KONMYECTBE JOKYMEHTOB, UCMNOMHEHHbIX B CPOK, UCMOSIHEHHbIX C MPOANEHVeM
CpOKa MWCMOMHEHMUS, HE WCMONHEHHbIX, HaXOAALWMXCA Ha WCNOSIHEHWU NO FOCYAapCTBEHHOMY OpraHy,
opraHy MeCcTHOro camoyrnpaBsfeHUs B LefnoM, Mo CTPYKTYPHbIM NoapasgeneHnsm 1, npu HeobxoammocTw,
Mo OTAeNbHbIM UCTIONHUTENSM.

5.19. N'ocypapcTBeHHbIE OpraHbl, OpraHbl MECTHOTO CamMOyNpaBrieHUs eXXEMECAYHO NPEACTaBNSAT
B AomuHuctpauumio [NpesugeHta Poccuiickon depepaumm B 3nNeKTpOHHOM dopmMe MHGOopMaumio o
pesyrnbTaTtax pacCMOTpeHUs1 obpalleHni rpaxaaH, opraHnsaunii, a Takke 0 Mepax, MPUHATBIX N0 Takum
obpalleHnsim <32>.

<32> Ykas [Npe3ngeHta Poccuiickon denepaumm ot 17 anpenda 2017 r. N 171 "O MoHuTOpUMHre n
aHanuse pesynbTaToB paccMoTpeHuss obpaweHun rpaxgadH u  opraHm3daumn”  (CobpaHue
3akoHogartenbcTBa Poccunckon ®epepaumm, 2017, N 17, ct. 2545). NHdopmauuio 0 pesynbraTtax
paccMOTPeHUss OOpalleHUn rpaxgaH W opraHusauuMin npeacTaBnslOT TakKe oOpraHbl MEeCTHOro
CaMOynpaBrieHWsi, TOCYAapCTBEHHbIE W MYHUUMMANbHbIE  YYPEXOEHWs,, WHble  OpraHu3auuu,
ocylecTBraoLWme Ny6nmnMyHo 3HauYMMble OYHKLNN.

VI. JokyMeHTanbHbIN hOHA rocyAapCTBEHHOro opraHa, opraHa
MeCTHOro camoynpasfieHu1A

6.1. [JokyMeHTbI, CO34aHHbIE U MOMYyYeHHbIE B NpoLecce AeATeNbHOCTM rocyaapCTBEHHOrO opraHa,
opraHa MecTHOro camoynpasneHus, o6pasyoT AOKyMeHTanbHbIN hoHA roCyaAapCTBEHHOIO OpraHa, opraHa
MECTHOro camoyrnpasfeHus.

6.2. N'ocypapcTBeHHble opraHbl Poccuiickon depepaumm paspabdaTtbiBaloT M YTBEPXKOAKT NEPeYHn
OOKYMEHTOB, 00Opasyllmxca B npouecce MX [AesTeNbHOCTW, a Takke B npouecce AeATenbHOCTU
noaBeAOMCTBEHHbIX WM OpraHusauui, C YyKa3aHMeM CPOKOB WX XpaHeHUs MO COorfacoBaHuio C
YMOMHOMOYEHHbIM  befepanbHbiM OpraHoM WCMONHUTENbHOW BractTu B cdepe apxmBHOro Aena wu
gernonpousBoacTea <33>.
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<33> lNyHkT 1 cTatbn 23 denepansHoOro 3akoHa ot 22 oktsabpsa 2004 r. N 125-03 "O6 apxvBHOM
aene B Poccuiickon ®epepaunn” (CobpaHue 3akoHogaTenbctBa Poccuiickon ®epepauun, 2004, N 43, cT.
4169; 2018, N 1, cT. 19).

6.3. NocynapcTtBeHHble opraHbl Poccuiickon ®egepauun 1 rocygapCTBEHHbIE OpraHbl CyObEKTOB
Poccuiickon ®depgepaunn, vmerowmMe MNOABEAOMCTBEHHbIE OpraHusauun, BrnpaBe paspabaTbiBatb WU
yTBEpXAaTb NO COrNacoBaHMIO C YNONMHOMOYEHHbIM beaeparnbHbIM OpraHOM MCMOMHUTENbBHOW BriacTu B
chepe apxuBHOro gena v OenonpomsBOACTBA UMM C COOTBETCTBYIOLLMM YMOMHOMOYEHHbIM OpraHom
ncnonHUTENBLHOM BnacTn cybwbekta Poccuiickon depepauumn B cepe apxmBHOro gena TUMOBbIE U
npUMepHble HOMEHKNaTypbl Aen ANs NoABeAOMCTBEHHbIX OpraHn3aLumnn.

Tunoeas HOMeHKnatypa pAen YycCTtaHaBnuMBaeT COCTaB pfern, 3aBogMMbIX B oOpraHum3auunax
onpegeneHHoro tuna, n AenAaeTcA HopmMaTMBHbIM JOKYMEHTOM.

anIMepHaFI HOMEHKNnaTtypa gen yctaHaBsliMBaeT npmmeprlﬁ CocCTaB gen, 3aBognmMbiX B OAHOTUMHbIX
OopraHn3aumnax, Ha KOTopblie OHa pPacnpoCTpaHAeTCA, U ABNAEeTCA peKkoMmeHaaTeNbHbIM JOKYMEHTOM.

6.4. [Ona obecnevyeHns nopsgka dOpPMMPOBaHNSA U ydyeTa pfAen B Oenonpov3BOACTBe
rocyaapCTBEHHbIN OpraH, opraH MeCTHOrO CaMoyrnpaBsreHus paspabaTbiBaeT U yTBepX4aeT HOMeHKNaTypy
aen.

HoMeHknaTypa gen rocynapCTBEHHOrO opraHa, opraHa MeCTHOroO camoynpaBlieHus 3akpennseT
knaccudukaumo  (rpynnmMpoBKY) [OOKYMEHTOB B [Jena (9MNeKkTpoHHble pfena), cuctemaTusauumoo u
WHOEKCauUnIo ger, CPoKN X XpaHeHUs, ABNAETCA OCHOBHbIM YYETHbIM AOKYMEHTOM.

HomeHknaTtypa gen rocyaapCTBEHHOro opraHa, opraHa MecTHOro camoynpasfieHus BKIOYaeTCcs B
C3[] B KayecTBe CrnpaBOYHMKA, ONPEAEnsoWero Nopsaok cuctemaTnsauumn 3NEKTPOHHbIX AOKYMEHTOB
(3NEeKTPOHHbIX KONWI AOKYMEHTOB), BkItovaemblx B CI[.

6.5. HomeHknatypa pgen 4BnAeTcs OCHOBOW ANS COCTaBfeHuUs Onucen pJden CTPYKTYPHbIX
noapasgeneHnin NoCTOsIHHOrO, BpEMEHHbIX (CBbile 10 NeT) CPOKOB XpaHEeHWs, B TOM YMCHe MO NINYHOMY
COCTaBY, aKTOB O BbIAEMNEHUN K YHUHTOXEHUIO JOKYMEHTOB, HE NoAMeXallmx XpaHeH o, a Takke A yyeta
Aen BpeMeHHbIX (8o 10 neT BKNIOYUTENBbHO) CPOKOB XpPaHEHUS.

6.6. MNpn cocTtaBneHnM HOMEHKNATypbl Aen credyeT PyKOBOACTBOBATbCS 3aKOHOAATENbCTBOM
Poccuiickon ®epepaumun, 3akoHogaTenbCTBOM cybbekta Poccunckon ®Pepepauun, onpegensitomm
0eATenbHOCTb TrocydapCTBEHHOro oOpraHa, opraHa MeCTHOro camoyrnpaBieHud, nonoXeHnem o
rocyaapcTBeHHOM OpraHe (opraHe MecTHOro camoynpasfneHust), perfnaMmeHToOM rocyaapCTBEHHOro opraHa
(opraHa MecCTHOro camMoynpaBfeHWsl), MOMOXEHUAMW O CTPYKTYPHbIX MOApa3fAeneHusx, LWTaTHbIM
pacnucaHueM, NNaHOBOW W OTYETHOW [OOKYMeHTauueWn, HOMEeHKNaTypoW Aen 3a npoweluve rogbl,
HOpMaTMBHBIMW aKTamy roCy4apCTBEHHOro opraHa, opraHa MeCTHOro CaMoynpaBfeHusl, coaepXXallnmMmm
cBefeHns 06 obpasylomxca B AeATeNbHOCTM AOKYMEHTaX, TMNOBbIMU U NPUMEPHbIMWA HOMEHKNaTypamm
gen (NpyM WX HanuMuuMu), nNepeyHsAMM LOKYMEHTOB, oOpasylolmxcsd B Mpouecce OeSATeNnbHOCTM
denepanbHbIX OpraHoB rocyaapCTBEHHOW BRacTW, WHbIX FOCYAapCTBEHHbIX opraHoB Poccuickon
depepaummn, a Takke B npouecce OeATeNbHOCTM MOABEOOMCTBEHHbIX UM OpraHusauun, ¢ ykasaHuem
CPOKOB X XpaHeHu4.

6.7. HomeHknaTypa Jen rocygapCTBEHHOrO opraHa, opraHa MeCTHOro caMoynpaBfieHus
COCTaBMsieTCA Ha OCHOBE M3YYEHUS COCTaBa W COAEpPXaHWst [OKYMEHTOB, o0Opasyllmxcs B ero
OEeATENbHOCTU, BKIOYAS LOKYMEHTbI, MOCTYMMBLUME M3 APYrMX rOCyAapCTBEHHbLIX OpraHoB, OpraHoB
MECTHOr0 CamMoyrnpaBfieHUs, OpraHn3auuin, rpaxaaH.

6.8. HomeHknaTypa gen rocygapCTBEHHOro opraHa, opraHa MecTHOro camoynpaBneHus (cBoaHas)
coctaBnsetca Cnyxbol Oenonpou3BOACTBA Ha OCHOBaHUM HOMEHKNATyp Aen  CTPYKTYPHbIX
nogpasgeneHun (HanpaBneHun OesTenbHOCTU) No dopmam, yCTaHOBNEHHbIM [MpaBunamm opraHm3aumm
XpaHeHus, KOMMMEKTOBaHUA, y4yeTa M UCNOMb30BaHUA OOKYMeHTOB ApxuBHOro coHga Poccunckon
depepaumm U Opyrux apxvmBHbIX JOKYMEHTOB B OpraHax rocygapCTBEHHOW BriacTu, opraHax MecTHOro
camoynpaBsneHusi, opraHusaumsax <34> (ganee - Npasuna xpaHeHus 2015 r.).

<34> lMpunoxenns N 25, N 26 k lNpaBunam opraHMsauumn xpaHeHusi, KOMMMEKTOBaHWS, yYeTa U
ncnonb3oBaHUA 4oKyMeHTOB ApxuBHoro poHaa Poccuiickon ®efepauunm n Apyrux apxXmBHbIX JOKYMEHTOB
B OpraHax rocyiapCTBEHHON BracTu, OpraHax MeCTHOIo CaMoyrnpaBneHusi, opraHn3aumsx, yTeepxaeHHbIM
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npukasom MwuHucTepcTBa KynbTypbl Poccuiickon ®epepaumm ot 31 mapta 2015 r. N 526
(3apeructpupoBaH B MwuHuctepctBe toctuumm  Poccuiickon ®epepaumm 7 ceHtsiopa 2015 r,
pernctpaumorHbin -~ N 38830; OdmumanbHbii  MHTEPHET-NopTan  MNpaBOBOW  WHAopMauum
http://www.pravo.gov.ru, 10 ceHTsa6ps 2015 r.).

6.9. HanmeHoBaHnAMM pa3genoB HOMEHKNaTypbl AeS1 FoCyAapCTBEHHOMO opraHa, opraHa MeCTHOro
camoynpaBneHus SBMSITCA HaMMEHOBaHWSA CTPYKTYPHbIX NOApa3feneHvui rocygapCTBEHHOro opraHa,
opraHa MeCcTHOro camMmoyrnpasneHus, KomnnervanbHbiX, coBelaTenbHbIX, METOOUYECKNX U NHbIX OpraHoB
<35>,

<35> B opraHax MeCTHOro camoynpaBfieHuUsi gonyckaeTcs paspaboTka HOMeHKnaTyp pnen
bYHKLUMOHANBLHOrO TWMa, cucTeMaTusaums JOKYMEHTOB B KOTOPbIX OCYLLECTBMSETCA B COOTBETCTBUM C
HanpaeneHnaMn OeaTenbHOCTU.

6.10. HomeHknaTypa gQen rocygapCTBEHHOrO OpraHa, oOpraHa MEeCTHOro CcamoynpaBreHus
nognuceiBaeTcs pykosogutenem Cnyxbbl 4enonpov3BoACTBa, BU3MPYETCS PYKOBOOUTENEM apxuBa
(nMuoM, OTBETCTBEHHBIM 3a apxvB), YTBEPXOAETCS PYKOBOAMTENEM rocygapCTBEHHOro opraHa, opraHa
MECTHOro CaMOYMNpaBfieHNs1 MOCre COrfacoBaHWsi MNpoekTa HOMEHKNaTypbl Oen C  LeHTparbHOM
9KCNEPTHON KOMMUCCUMEN (3KCMEPTHOM KOMWUCCWMEN) TOCYAapCTBEHHOIO oOpraHa, opraHa MeCTHOro
camoynpaBreHnsi U OAMH pa3 B 5 NeT ¢ 3KCnepTHO-NPOBEPOYHON kKoMuccuen (aanee - AlMK) denepansHoro
rocygapcrBeHHoro apxmea <36>, OIK ynonHOMOYEHHOrO opraHa MCMOMHUTENBHOW BnacTn cybbekTa
Poccuiickon ®egepauun B cdepe apxuBHOro gena <37> unm rocyaapCTBEHHbIM (MyHULMMAANbHbLIM)
apXxMBOM B COOTBETCTBWM C NPEAOCTABIIEHHBIMW €MY NONTHOMOYNAMU <38>.

<36> T[lpumepHoe nonoxeHne 00 3KCNEPTHO-NMPOBEPOYHOM  KoMUCCUKM  degepanbHOro
rocyaapCTBEHHOIO apxuBa, yTBepXXaeHHoe npukasom degepanbHOro apxmMBHOrO areHTcTea oT 13 MIOHS
2018 r. N 62 (3apeructpupoBaH B MuHuctepctae toctuuum Poccuinckon ®epepauun 15 mnoxHa 2018 r.,
permctpaumoHHein N 51357;  OdpmumaneHbli  MHTEpHeT-nopTan  nNpaBoBOM  UHOpMaLuUn
http://www.pravo.gov.ru, 7 asrycta 2018 r.).

<37> lpumepHoe nonoxeHne 00 3KCNEepPTHO-MPOBEPOYHON KOMMUCCUM YMONTHOMOYEHHOrO OpraHa
UCMNonHMTENbHOW BracTu cydbekta Poccunckonn Pefepaumm B cepe apxMBHOIo Aena, yTBeEpXOeHHoe
npukasom ®depepanbHoro apxmsHoro areHtctBa oT 13 wmoHa 2018 r. N 63 (3apeructpupoBaH B
MwuHuctepctBe toctuuumn Poccuiickon ®epepauumn 6 asrycta 2018 r., peructpaumoHHbeln N 51794,
OdmumanbHbI MHTepHeT-nopTan npasoson nHdopmMaumm http://www.pravo.gov.ru, 7 aerycta 2018 r.).

<38> lNyHKT 4.18 MNpasun xpaHeHusa 2015 r.

B cnyyae u3meHeHus YHKUMIA W CTPYKTYpbl FOCYAApCTBEHHOIO OpraHa, opraHa MEeCTHOrO
camoynpaBrieHNst HOMeHKNaTypa gen NoanexuT nepecoctaBneHuto, cornacosanuto ¢ OMNK degepansHoro
rocygapcrBeHHoro apxua, OlMK ynonHOMOYEHHOrO oOpraHa WCMONMHUTENbHOW BMactu cybbekTa
Poccuiickon ®eaepaumm B ccpepe apxmMBHOro gena unm rocygapcTBeHHbIM (MyHUUMNAaNbHbIM) apXMBoOM B
COOTBETCTBMM C NPELOCTABMEHHBIMW MY NMOMHOMOYUAMM U YTBEPXKOEHMIO.

6.11. HomeHknaTypa pfen rocygapCTBEHHOrO oOpraHa, opraHa MeCTHOro camMoynpaBfeHus
COCTaBnsieTCs B TPEX 3K3eMNspax:

1-i4 3K3eMNNAp YyTBEPXKAEHHON HOMEHKNAaTypbl Aen ABNSETCH JOKYMEHTOM MOCTOSIHHOTO XpaHeHus!,
noMellaeTcss B OTAENbHOE [Aeno W BKOYaeTcs B HOMEHknaTypy pgen B pasgen Cnyx6bl
LEeNONpPOU3BOACTBA;

2-11 3K3eMMNNsAp nepeaaeTcs B apXuB rocyaapCTBEHHOro opraHa, opraHa MecTHOro caMoynpasneHust
B KayecTBe Y4eTHOro JOKYMEHTa;

3-n 9K3eMnnAaAp nepegaeTtca B Focyﬂ,apCTBeHHbIVI (MyHMLI,I/IFIaﬂbeIIZ) apxmB, WCTOYHUKOM
KOMMIEKTOBaHUNA KOTOPOIro ABNAETCA FOCy,D,apCTBeHHbIVI opraH, opraH MeCTHOro camoynpaJieHUA.

B kadectBe pabouero osk3emnnsipa B Cnyxbe [genonpou3BoAcTBa MWCMOMb3yeTcs  KoMnwusi
YTBEPXKLAEHHOM HOMEHKNATYpPbI AeN rOCyAapCTBEHHOIO OpraHa, opraHa MecTHOIO CaMoynpaBeHusl.


consultantplus://offline/ref=F6364C2D8B967010B88C4E4DF3FB318C383596415D993303758204DDF95D1C699C30D2ACD14181C2E3D6BC8930023757E40D7CA7FD15CB03W4vBD
consultantplus://offline/ref=F6364C2D8B967010B88C4E4DF3FB318C38359641519C3303758204DDF95D1C699C30D2ACD14181C2E3D6BC8930023757E40D7CA7FD15CB03W4vBD
consultantplus://offline/ref=F6364C2D8B967010B88C4E4DF3FB318C3A3D974457963303758204DDF95D1C699C30D2ACD14182C0E9D6BC8930023757E40D7CA7FD15CB03W4vBD

B cTpykTypHble nogpasgeneHvs rocydapCTBEHHOIO opraHa, opraHa MEeCTHOro camMoynpaBreHust
HOMeHKnaTypa Aen paccbinaetcs Crnyx6oi enonpov3BOACTBa B 3IEKTPOHHOM BMAE WM B BUAE KOMUIA
COOTBETCTBYHOLLUX pa3aenoB Ha 6yMakHOM HocuTene.

6.12. B KOHLEe Kaxaoro roga HoMeHKnaTypa [Aen rocyaapCTBEHHOro opraHa, opraHa MeCTHOro
camoyrnpaBleHns YTOYHSETCA U YTBEpPXKOaeTcA PyKoBOAWTENEeM rocydapCTBEHHOrO opraHa, opraHa
MECTHOrO camoynpasieHus..

6.13. YTBepxaeHHass HOMeHknatypa Aen BBOOUTCA B AencTBue € 1-ro dHBapsa cnegyloullero
KaneHgapHoro roga.

B cnydyae u3ameHeHus QYHKUMIA U CTPYKTYpbl FOCYAapCTBEHHOIO oOpraHa, opraHa MeCTHOro
camoyrnpaBneHusl HOMeHKNnaTypa [en COCTaBMsieTCs, COrnacoBbIBAETCS B Nopsake, YCTaHOBMEHHOM B
COOTBETCTBMM C NyHKTamu 6.8 - 6.10 NpaBmn genonpon3BoacTBa, U YTBEPXKAAETCs 3aHOBO.

6.14. B HOMeHKNaTypy A4en BKNIOYalTCs 3arofioBKM e, OTpaxatoLue AedaTenbHOCTb CTPYKTYPHbIX
nogpasgeneHni rocyqapCTBEHHOIroO opraHa, opraHa MeCTHOro camMoyrnpaBfeHNsi NOCTOSIHHO U BPEMEHHO
OENCTBYIOLLMX COBELLaTeNbHbIX M KOOPAMHALMOHHBIX OPraHoB (KOMnernn, CoBeToB, KOMUCCHIA 1 Ap.), B TOM
yncre OOKYMEHTbl, coAaepXalime CBeAEeHUs OrpaHMyYeHHOro [OCTyna, pPerncrpaumoHHble U y4YeTHble
XXypHansbl, kapToTeku, 6a3bl AaHHbIX, B HEOOXOAUMBIX Cry4asX - KONMU AOKYMEHTOB.

3aronosku QNEKTPOHHbIX Aes1 BKM4YarTCA B HOMEHKNnaTypy Aen no TemM Xe npasunam, 41o “
3aroJioBku aen Ha 6yMa)KHOM HOocuTene.

He BkntovatoTcs B HOMEHKNnaTypy Aaen nepnognyveckne n3gaHnd, KHuru, 6pOL1JI'0pr.

6.15. BHOBb cO30aHHOE UK PeopraHn3oBaHHOE CTPYKTYpHOE noapasaeneHne A0MKHO B MECHYHbIN
CpOK paspaboTaTb HOMEHKNaTypy Aen u npeacrtasutb ee B Cnyxby aenonponssoacTtea. HomeHknatypa
Aen BHOBb CO3[JaHHOIo CTPYKTYPHOIO NoapasferieHns CornacoBbiBAeTCA U YTBEPXKAAETCA B COOTBETCTBUM
c nyHkTom 6.10 lNMpaBun genonpon3BOACTBa, M MOCME YTBEPXKOEHUS NPUCOEANHAETCA K AENCTBYIOLLEN
HOMeHKNaType Aen rocyaapCTBEHHOro opraHa, opraHa MeECTHOIO CamoynpaBreHus.

6.16. YTOUHEHUs B 3arofioBKv [en 1 HOBble 3arofoBky Jen, He NPeayCMOTPEHHbIE YTBEPXOEHHOMN
HOMEHKNaTypoh [en, BHOCATCSA B COOTBETCTBYWOLUME pasfdenbl HOMEHKNAaTypbl Aen CTPYKTYPHbIX
nogpasaeneHuii. Hoeble 3aronoBku Aen BKIOYAOTCS B NPEAYCMOTPEHHbIE 41151 3TOro pe3epBHble HoMepa.

Mo 3aBeplleHWn roga faHHble 06 M3MEHEHUSIX W OOMOMHEHUSX, BHECEHHbIX B pasgenbl
HOMEHKNaTypbl [en CTPYKTYPHbIX MoApa3sferieHvin, BMecTe C WUTOroBbIMW 3anucsMy O KaTeropusix u
KOnuuyecTBe Aen, 3aBefeHHbIX B CTPYKTYPHOM NoapasfeneHun B TeveHue roga, nepegatrcs B Cniyxoy
AenonponsBoACcTBa rocy4apCTBEHHOIO OpraHa, opraHa MeCcTHOro camoyrpaBreHus.

6.17. Cnyx06or genonponsBoacTBa rocyAapCTBEHHOIO opraHa, opraHa MeCTHOro caMoyrnpaBeHns
Ha OCHOBE MOSIYYEHHbLIX W3 CTPYKTYPHbLIX MOAPA3AeNeHUn AaHHbIX 06 WM3MEHEHUSIX U [OMOSNHEHUSX,
BHECEHHbIX B pasgernbl HOMEHKNaTypbl Aen, FOTOBUTCS AOMOMHEHME K HOMEHKNaType Aen, B KOTOPOM
rnocrnefoBaTenibHO B COOTBETCTBMU C pasfefiaMuM HOMEHKMaTypbl Aen yKasblBaloTCA 3arofioBkM Aer, He
npeaycMOTPEHHbIE YTBEPXKAEHHBIM 3K3EMMIISIPOM HOMEHKNaTYpbI Aer.

JononHeHne Kk yTBepXOEHHOM HOMEHKNaType [fen noAnuceiBaeTcs pykoBoautenem Cnyxobl
[EenonpousBoacTBa M BMECTe C MTOrOBOM 3anucbio O KaTeropusix U KonuyecTeBe Aen, 3aBefdeHHbIX B
rocynapCTBEHHOM OpraHe, OpraHe MECTHOrO CaMOynpaBrieHusi B TeuyeHue roaa, npuobliaeTcss K
YTBEPXXOEHHOMY 3K3EMNMAPY HOMEHKNATYpPbI Aen.

PaGounit 3K3eMnnaAp HOMEeHKNaTypbl [en rocydapCTBEHHOIO opraHa, opraHa MECTHOro
camoynpasneHust xpaHuTca B Cnyx6e Aenonpon3BoAcTBa A0 Tex nop, noka Ha aena, copMrpoBaHHbIe
B COOTBETCTBUM C HOMEHKNaTypoi Aen, He GyayT cocTaBrneHbl OnNUcK Aen AnA nepejadn B apxuB
rocyaapCTBEHHOro opraHa, opraHa MecTHOro camoynpasneHus.

6.18. 3aronmoBku fgern, BKMOYEHHblE B HOMEHKNaTypy Aen CTPYKTYPHOro nogpasgeneHus,
nHgekcupytotes. iHaekc aena ykasbiBaetcs B rpadpe 1 HomeHknatypbl Aen n hopmupyeTtcs B nopsagke,
YCTaHOBMEHHOM WHCTPYKLUMEN NO AenonpousBoAcTBY rOCYAapCTBEHHOrO oOpraHa, opraHa MecTHOro
camoynpasneHus.

6.19. 3aronosok gena (rpacda 2 HOMeHKNnaTypbl Aen) JoMkeH B 0006LLEHHONW hopMe OTpaxaTb
OCHOBHOE COflepXaHWe U COCTaB JOKYMEHTOB aena.



3aronoBok Aena JoSMKeH oTpaxaTtb NpusHak (Npu3Hakm), No KOTOpoMy(bIM) OHO CHOPMUPOBAHO:

a) HOMWHamnbHbLIA - Ha3BaHWe BuAa Aena (Nepenucka, XypHamn, Aeno) unv Buaa AOKYMEHTOB,
BKMIOYEHHbIX B Aeno (MpOTOKONbI, NpuKasbl);

©) aBTOPCKMIN - HAUMEHOBaHME NOCTOSIHHO AEeNCTBYIOLLErO UM BPEMEHHOIO OpraHa, JOMKHOCTHOMO
WITM MHOTO LA, Co3aaBLUNX AOKYMEHT(bl);

B) KOppecrIOHD,eHTCKVIVI - HanmMmeHoBaHue opraHun3auun, nuua, KOToOpoMy apgpecoBaHbl UM OT
KOTOPOro nony4vyeHbl JOKYMEHThI,

r) Npe4MEeTHO-BOMNPOCHGIN - KpaTKOe cofepXaHne JOKYMEHTOB Aena;
) XpoHOnorMyecknii - gata (nepuog), kK KoTopor(omy) OTHOCATCH AOKYMEHThI AeNa;

e) reorpaduyeckMii - HasBaHUE MECTHOCTU (TeppuTOpuM), C KOTOPOW CBA3aHO coAepaHue
[OKYMEHTOB [ena;

X) yKasaHune Ha KONMAHOCTb AOKYMEHTOB Aena.

6.20. 'pacdha 3 HomeHknatypbl gen "KomuuecTtBo gen (TOMOB)" 3anorfiHAETCS MO OKOHYaHWK
KaneHgapHOro roga, B rpade ykasbiBaeTcsa KONMYecTBO hakTnyeckm chopMmnpoBaHHbIX aen (TOMOoB).

6.21. Cpoknm xpaHeHus [OKymMeHTOB (rpacpa 4 HOMeHKknaTypbl [Aden) YyCTaHaBnMBalTCA B
COOTBETCTBMM C bedepanbHbIMU 3aKOHaMW, WHBIMW HOPMAaTUBHbIMW MPAaBOBbIMW akTamu, TUMOBbIMU
nepeyYHsaIMU apXMBHbIX JOKYMEHTOB, NEPeYHAMM JOKYMEHTOB, 0Opa3syoLmxcs B NpoLuecce AesaTeNbHOCTM
denepanbHbIX OpraHoB roCyaapCTBEHHOW BRacTW, WHbIX FOCYAapCTBEHHbIX opraHoB Poccuickon
degepaummn, a Takke B npouecce AeATenbHOCTM NOABEAOMCTBEHHbIX UM OpraHusauun, C ykasaHuem
CPOKOB MX XPaHEHWS.

6.22. o 3aBepLUEeHUN KaneH4apHOoro roga B KaXaom CTPYKTYPHOM noapasgeneHun ogopmnaeTcs
UTOroBas 3anvcb K HOMEHKNaType Aerl, B KOTOPY BHOCATCHA CBEAEHUSI O KONMYECTBE 3aBEAEHHbIX e C
y4eTOM KOnm4yecTBa TOMOB (rpada 3 HOMeHKNaTypbl Aen), OTAENbHO NOCTOSAHHOTO U BPEMEHHbBIX CPOKOB
XpaHEeHUsl, BPEMEHHbLIX CPOKOB XpaHeHust ¢ otmeTkon "OlK" n nepexoaswmx. WtoroBass 3anucb
AOMNOJHSETCSA AaHHBIMU O KONMYECTBE 3NEKTPOHHbIX AEN COOTBETCTBYIOLLMX CPOKOB XpaHEHMS.

B wToroByio 3anvMcb CBOOHOW HOMEHKMATypbl AE€Nn CBEAEHWS BHOCATCS Ha OCHOBAaHUM AaHHbIX,
nepedaHHbIX W3  CTPYKTYPHbIX nodpasdeneHn rocydapCTBEHHOrO0 opraHa, oOpraHa MeCTHOro
camoynpaBrneHusl.

CeefeHusa, cogepxalwmecs B WTOMOBOW 3anMuCU HOMEHKNaTypbl Aen, MepefakwTcs B apxuB
rocyadapCTBEHHOIO OpraHa, opraHa MEeCTHOro CaMOynpaBlieHUd, O 4YeM B HOMeEHKnaTtype pgen
NPOCTaBMsIeTCs OTMETKA C yKa3aHWeM OOIMKHOCTU M NOANUCY Nuua, NepenaBLUero CBegeHUS.

6.23. Npun chopmupoBaHMmM gen A0rmkHbI cOONoaaThCs cneayroLine npasuna:

B [Oeno BKMYalTCA WCMNOMHEHHble OOKYMEHTbl, COOTBETCTBYKOLLME MO CBOEMYy COAepXaHuio
3aronoBky Aena no HoMeHknaType aer;

NPUNOXEHNS BKIMOYAKOTCS B 4EIT0 BMECTE C OCHOBHbIM JOKYMEHTOM (MPUIOXEeHUS 00 bEMOM CBhbILLE
150 nMcTOB MOrYT BbIAENATLCS B OTAEMNbHbIN TOM Aena);

B A€o BKIYaloTCs AOKYMEHTbI OQHOMO KaneHAapHoro roda, 3a UCKIYEHMEM Nepexoasiunx aern,
cynebHbIX gen, NUYHbIX gen.

OOKYMEHTbI NMOCTOAHHOIO N BPpEMEHHbIX CPOKOB XpaHeHUA rpynnupyroTca B Aena pa3gesibHo;
B AeN10 BKIO4YaeTCA No OQHOMY 3K3eMMIApYy KaXXaoro JOKyMeHTa;
CbaKCOFpaMMbI, TenerpamMmmbl, Teﬂe(bOHOI'paMMbl nomMeLwlarTcA B aena c I'IepeI'II/ICKOIZ;

B JeNno MoMeLLaloTCcsl JOKYMEHTbl MPaBUIbHO M MOJTHOCTbIO OPOPMITEHHbIE (JOKYMEHTbI AOMKHbI
“MeTb AaTy, noanuch U apyrue HeobxoarMble PEKBUUTLI);

B [IeN10 He BKIIOYAKTCS JOKYMEHTbI, Noasiexalyne Bo3Bparty, JIMLLHNE 3K3EMMAPLI U YEPHOBUKM (32
WCKITHOYEHMEM 0COD0 LiEHHBIX); N0 00bEMY Aeno, BKoYaloLee AOKYMEHTbI Ha OyMaXXHOM HocuTene, He



OOJIMKHO npeBbiwaTth 250 NMCTOB Npu TOMNWKWHE He 6onee 4 cm (TonwuHa Aen co cpokamm xpaHeHust go 10
net He pormkHa npeBbiwatb 10 cm). lNpu npeBbileHMN AaHHOro obbema 3aBOAUTCS BTOPOW U
nocriegyowme Toma. lNMpu HanMuMmM B fene HECKONbKUX TOMOB, MHOEKC M 3arofIoBOK Aeria NpoCTaBsioTCs
Ha Kaxgom Tome ¢ gobaBneHnem obo3HayeHnss Homepa ToMa U1, Npyu HeobXoAMMOCTH, 3arosioBka TOMa;

AOKYMEHTbI BHYTPY Aena pacronaratoTcsl B XpOHOSIOrMYecKol (CBEpXY BHU3), BOMPOCHO-TTOMMYeCKoi
nocnegoBaTenbHOCTM UMW UX COMeTaHuM.

6.24. lNpaBoBble aKkTbl, pacnopsguTenbHble AOKYMEHTbl FPYMNNUPYKOTCS B Aena no BugaMm wu
XPOHOJOMMM C OTHOCALUMMUCHA K HUM MPUIOXKEHUAMU. [JOKYMEHTbI - OCHOBaHWSI K pacrnopsiavTenbHbIM
AOKYMEHTaM BKIoYaloTCsl B OTAENbHOE Aerno.

npOTOKOJ'IbI B Agene pacnofaratoTcd B XpOHOJIOrM4eCkoM rnopsaake n no Homepam.

JdokymeHTbl K 3acefaHusM (COBELLaHWAM) TpynnUpyTca B OTAENbHOE Aerio, ecrnv KonM4ecTBo
NNCTOB B Ai€Ne C NPOTOKONaMm1 1 NPUNOXEHUAMU K HAM He npeBbiwaeTt 250 nucTos.

[OoKyMeHTbl K NPOTOKONaM, ecliv OHW CrpynnuMpoBaHbl B OTAENbHbIE Aena, CUCTEMaTU3MPYTCS
BHYTPM Aena no XpOHOMNOrMun 1 nopsiiky HOMepPOB NPOTOKOSIOB.

HOpMaTVIBHbIe aKThbl, yTBEpPXOEHHbIe pacnopaguTenbHbIMU OOKYMeHTaMu, ABNAKOTCA
NPUINOXeHNAMN K HUM U BKINKOYaKoTCA B AeJ10 BMeCTe C YKa3aHHbIMU JOKYMEHTaMMW.

lMocTaHoBMEHUS], peLleHnsi, NpuKasbl, PacrnopsXXeHNs N0 OCHOBHOW OEATENbHOCTU IPYNnMpYOTCS
OTAENbHO OT MPUKa30B, PAaCMOPSDKEHMM MO JIMYHOMY COCTaBy M MPUKA30B, PaCMOPSHKEHUA MO
aAMWNHUCTPATMBHO-XO3SNCTBEHHOW AEATENbHOCTN <39>.

<39> B cootBeTrcTBUM C [lepeyHeM TUMOBbIX YNpPaBNEHYECKNX apXUBHbIX [OKYMEHTOB,
obpasylowmxca B npouecce AeATenbHOCTW  FOCYAapCTBEHHbIX OpraHoB, OpPraHoB  MECTHOro
CaMoynpasrfieHnss W OpraHv3auumi, C YyKasaHMeM CpPOKOB XPaHEHWsl, YTBEPXAEHHbIM MpPUKa3oM
MuHucTepctBa kynbTypbl Poccuiickon Pepepaumm ot 25 asrycta 2010 r. N 558 "O6 yTBepxaeHUn
lMepeyHs TMNOBbLIX YNpaBEHYECKMX apXMBHbIX JOKYMEHTOB, 0Opa3yoLmxca B Npouecce OesTENbHOCTH
rocyapCTBEHHbIX OpraHoB, OpraHoOB MECTHOro camoyrnpaBneHWs U opraHuM3auun, C ykasaHuem CpOKOB
XpaHeHua" (3aperncrtpupoBaH MuHucTepcTBoM tocTuumm Poccuiickon ®epepaumm 8 ceHtabpsa 2010 r.,
pernctpaumorHHbin N 18380), ¢ uM3MeHeHUAMU, BHECeHHbIMW npukazoM MuHUCTepcTBa KynbTypbl
Poccuickon degepaumm ot 16 despans 2016 r. N 403 "O BHeceHUN nameHeHuin B [NepeyeHb TUNOBbIX
yNpaBreHYeCKNX apXuBHbIX AOKYMEHTOB, 06pasyloLmxca B npouecce AesTeNbHOCTU rocygapCTBEHHbIX
OpraHoB, OpraHoB MECTHOIO CaMOYMNpPaBlieHUs W OpraHusauui, C YyKa3aHMeM CPOKOB XpaHeHwUs,
yTBEPXAEHHbIN npukasom MuHnuctepcTa KynbTypbl Poccuiickon egepaumm ot 25 asrycta 2010 r. N 558"
(3apeructpupoBaH MwuHuctepctBom toctuumm  Poccunckon  ®depepaumm 15 mapta 2016 r.,
pernctpaunoHHbin N 41414), K agMUHUCTPATUBHO-XO3SUCTBEHHOW OEATENBHOCTM OTHOCATCSA BOMPOCHI MO
cobnofgeHnio NpaBun BHYTPEHHEro pacnopsigka, akcnnayataumm cnyxebHbiX 3g4aHuin, TPpaHCNOpPTHOMY
0o6CnyX1MBaHWIO, BHYTPEHHEN CcBA3N, obecneyeHnto 6e3onacHOCTM opraHu3aLui.

anKa3bI, pacnopaxeHud no NM4HOMy CoCTaBy (bOpMI/IpyPOTCﬂ B Aena B COOTBETCTBUN CO CPOKaMun
XpaHeHus.

,D,OKyMeHTbI B JIMYHbLIX [denax pacnonararTcd B XPOHOJIOrm4ecKkomMm nopAaake no mepe ux
NOCTYyNNeHn4.

|_|J'IaHbI, OT4YeThbl, CMEeTbl rpynnmpyroTca OTAEeNIbHO OT pacyeToB K HUM. [MnaHbl 1 oT4yeThl
rpynnupyoTca B Aena Toro roga, K KOTOPOMY OHW OTHOCATCHA MO CBOEMY COAepXXaHWIo, He3aBUCUMO OT
BpeMeHn ux coctaBneHus. [MnaHbl, paccyMTaHHble Ha HECKOMbKO neT, opmupyloTcsa B gerna no
HavyanbHOMY rofy WX [OEWCTBUS; OTYETbl O BLINOMHEHUUM TakMX MnaHoB OPMUPYIOTCA B gena no
nocnegHemMy rogy AevMCcTBUA NnaHa.

[oKymeHTbl MHOPMAaLMOHHOrO Xxapaktepa Mo WCMOMHEHWI0 MpaBoBoro akrta Poccuinckon
Pepepaummn unmn cybovekta Poccuiickon Pegepaumm (CnpaBku, OTYETHI), HAXOASILLEMYCS Ha KOHTpOre,
noALIMBaloTCA B 3aBeleHHOe Ha 3TOT akT Aeno. B cnyyae ecnu Ha npaBOBOW akT 4eno He 3aBOAMIOCh, TO
OOKYMEHTbI NOALWMBAKOTCA B AENO C NEPENUCKON NOCTOSAHHOIO XpaHEeHUs 3a TEKYLLUIA rof.

MopyueHus lNpesngeHta Poccuiickon ®enepauum M OKYMEHTbI MO UX MUCMOMHEHUIO COCTaBNSAOT
€[VHbIN KOMIMJEKC AOKYMEHTOB U (hOPMUPYIOTCA B Aena B XPOHOOrM4eckoM nopsigke no gatam OTBETOB.
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Mepenucka rpynnupyeTcs B Aena no Tematuke W/unv KoppecnoHOeHTam U cucTeMatusmpyeTcs B
XPOHOMOTMYECKol NocneAoBaTeNbHOCTU:  JOKYMEHT-OTBET MOMELLaeTcsl 3a [AOKYMEHTOM-MPOCbGOoN
(obpaweHunem, 3anpocom). Mpy BO30GHOBIEHMN NEPENUCKU MO OnpederieHHOMY BOMpocy, HayaBLleics B
npeablayliemM rofy, OOKYMEHTbl BKIOYalTCs B [eNio TeKyllero roga C ykasaHuMeMm MHOekca nena
npeablayLiero roga.

6.25. OneKTPOHHble [OOKYMEHTbl (OPMUPYIOTCA B 3MEKTPOHHblE [ena B COOTBETCTBUM C
HOMEHKNaTypown gen.

B HomeHknaType gen ykasblBaeTcd, YTO AeN0 BeAeTCH B 3NIeKTPOHHOW hopMme.

OneKTPOHHbIE [AOKYMEHTbI MOCME WX WCMOMIHEHUS UMM OTMpaBKM noanexaT xpaHeHuo B CO[
dhenepanbHOro opraHa UCNOMHUTENbHOM BacTy B TEHYEHNE CPOKOB, NPeayCMOTPEHHbIX AN aHaNOrMYHbIX
[OKYMEHTOB Ha DymMaxHOM HocuTene.

6.26. ONeKTPOHHbIE AOKYMEHTbI HE3aBMCMMO OT MX 06 bema BKIOYaTCS B OOHO SMEKTPOHHOE Aeno
6e3 pasgeneHuns Ha Toma.

B cnyuae ecnu gokymeHTbl Aena npeAcTtasrneHbl Ha ByMaxxHOM Hocutene 1 B oopMe 3MEKTPOHHbIX
pokymeHtoB ("rubpuagHoe pgeno"), OOKyMEHTbl Ha OymakHOM HocuTene noanexaT ouudposke wu
BKITIOYEHUNIO B 9NEKTPOHHOE Aerno. B geno, kotopoe BegeTcs Ha BymaxHOM HocuTene, B COOTBETCTBUM C
nyHktamn 6.23, 6.24 T[lpaBun [enonpousBOACTBA BKIHOYAKOTCA TOMbKO [AOKYMEHTbl, CO3[4aHHble
(noctynuBlune) Ha BymaxkHOM HocuTene. B HoMeHknaType Aen aneKkTPoHHoe Aeno 1 Aeno Ha GymaxHom
HOCUTene OTpaxalTecs Kak ABa TOMa, MMeloLLMe OAUH 3arofioBOK, MHAEKC U CPOK XpaHeHwus.

6.27. dopmunpoBaHve u xpaHeHue gen Ao Nepefayn nux B apxve rocygapCTBEHHOro opraHa, opraHa
MECTHOro CamoyrnpaBfeHUs OCYLLECTBNSAETCA CTPYKTYpHbIM noapasgeneHvem  w/unum  Cnyxbon
AEenonpov3BOACTBa, 9MEKTPOHHbIX den - B CO[l rocymapCTBEHHOro opraHa, opraHa MeCTHOro
camoynpasneHus.

6.28. [lena Ha GymMaxXHOM HOCUTENE B CTPYKTYPHbIX MOOPA3fAeneHusix pasmeLLarTca B Lkadax,
cendax, B Cnyxbe genonpons3BoacTsa - B LUKadax, Ha cTennaxax.

Jdena pomkHbl pacnonaratbCsi BepTUKanbHO, KOPELUKaMW HapyXy W B COOTBETCTBUMU C
HOMeHKnaTypon Aen Anst obecnevyeHus BU3yaribHOrO KOHTPOSsSt MX Hanuuust u BbicTporo nowucka. Ha
KopeLLKax 06noxek Aen ykasbiBalTCs MHAEKCHI AeN No HOMeHKNaType aern.

6.29. [lena, HaxoasaLwWuMecs Ha onepaTUBHOM XpaHeHun B CrnyxGe 0enonpon3BOACTBa, BblAaoTCs BO
BpEeMEHHOe MoNb30BaHUEe COTPYOHWKaM CTPYKTYPHbIX noapasfeneHuii B nopsiake, YCTAHOBNEHHOM
WHCTPYKLMEN NO Aernonpon3BoacTBY.

WHbIM rocyaapCtBeHHbIM opraHam, opraHamMm MeCTHOro camoynpaBlieHna U opraHmsauunam pgena
(,D,OKYMeHTbI) BblJAKOTCA Ha OCHOBaHUM WX MUCbMEHHbLIX 3anpoCoB C paspelleHnda pykoBoaUTENA
rocygapCTtBeHHOro opraHa, opraHa MecTtHoro camoynpasieHnda nin MHoro ynosIHoMO4eHHoOro nm nuua c
COCTaBJlieHneM aKkTta O Bblaa4de aesn Bo BpeMeHHOE NnoJjib3oBaHMe.

6.30. N3bATre (BbleMKa) JOKYMEHTOB, 00pa30BaBLUMXCH B 4EATENbHOCTM rOCYAapCTBEHHOMO OpraHa,
opraHa MeCTHOro caMoynpaBrieHUsl, NPOU3BOAUTCA B COOTBETCTBMM C 3aKOHOAATENbLCTBOM Poccuimckon
degepaumm Ha OCHOBAHUU MUCbMEHHOIO PacnopsikeHus (MOCTaHOBIIEHWS) COOTBETCTBYHIOLLEro opraHa
BNACTU N pa3peLLeHnst PYKOBOAUTENS roOCYyAapCTBEHHOIO OpraHa, opraHa MeCcTHOro CaMmoyrnpaBeHnst nm
WHOIO YNOMTHOMOYEHHOIO MM fnua C U3BELLEHMEM PYKOBOAMTENSA NoapasfeneHns, JOKYMEHTbl KOTOpOro
n3biMaloTcs.

6.31. ®aKkT n3bATUSA (BbIEMKU) OOKYMEHTOB (DPUKCUPYETCS B NPOTOKOME (akTe) U3bATUS (BbIEMKM)
AOKYMEHTOB, KOTOPbIi COCTaBNsieTCA He MeHee 4YeM B [BYX 9K3eMnnspax W MnoanucbiBaeTcs
YMONTHOMOYEHHbIMU MpeacTaBMTENSIMU OpraHu3aumn n COOTBETCTBYIOLLErO rocygapcTBeHHoro opraHa. K
NpoTOKONy (aKkTy) NnpunaraeTcs onuch (peecTp) n3bATbIX JOKYMEHTOB (gen).

6.32. [Mpn n3baTMN NOSMHHNKOB AOKYMEHTOB B €0 NoMeLlaeTcs 3aBepeHHas Konms JOKYMEHTa,
Ha 00opoTe KOTOPOWM YKa3biBAeTCs OCHOBaHME U3bSATUSA MOANMHHUKA, CPOK BO3BpaTa, AaTta W nognuchb
paboTHMKa, OTBETCTBEHHOMO 3a (hopMUPOBaHME U/Unu xpaHeHve aena. MNoanUHHNK AOKYMEHTa, N3bATbIN
n3 gena (geno) nocrie pacCMOTPEHUSI U pPeLleHnss Bomnpoca, BO3BpaLlaeTcs B Aero, Npu 3TOM KOnus,
nomMeLleHHas B 4eno BMEeCTO NOASIMHHMKA, U3bIMaeTCsl.

6.33. B uensx yctaHoBneHns (pakTMyeckoro Hanu4nsa SOKYMEHTOB U Aen AenonponsBoguTensmm



nogpasgeneHnin u Cnyx6oit 4enonpoussoAcTBa AOSIKHbI NMPOBOAMTLCS MPOBEPKU YCIOBUIA XpPaHEHUs
[AOKYMEHTOB, HanM4ns U COCTOSIHWS [OKYMEHTOB U den:

nepen nepefdaveil [OKYMEHTOB B apXMB TOCYQApPCTBEHHOTO oOpraHa, opraHa MeCTHOro
camoynpasneHus:;

npv nepemMeLleHnn aen;

npy  CMEHe  pPYKOBOOAWTENS  CTPYKTYpHOro  nogpasgenedHusi,  pykosoautens  CnyxGbl
LLeNnonpoun3BoACTBa;

npu peopraHnsaunm u NMKBUAaLUM rocygapCTBEHHOIO opraHa, opraHa MecTHOro camoynpaBlieHus
UNn CTPYKTYPHOTO NoApasaeneHus.

Mo nToram NpoBEpKM COCTaBIISAETCS aKT NMPOBEPKW, B KOTOPOM (PUKCUPYIOTCS BCE OBHapyXeHHbIe
HedoCTaTkKM B COCTOSHWM gAen. AKTbl MPOBEpPKM MNPeAcTaBnaloTcs 3aMecTUTEerno  pyKoBOAUTENs
rocyfapCTBEHHOrO OpraHa, opraHa MeCTHOTO CaMOyMnpaBneHus, KypupyloweMy npoBepsieMoe
CTPYKTYpHOE noapasfeneHue.

6.34. lpu obHapyxeHun OTCYTCTBMSA Aen, YMCNAWMXCS MO HOMeHKnaType Aern, PyKOBOACTBOM
nogpasaeneHuii NPMHNUMalTCs Mepbl NO MX Po3biCKy. B crniydae ecnu posbick gen He gaeT pesynbTara,
COCTaBnseTCa CcrpaBka O MpuYMHaX WX OTCYTCTBMSA, KOTopas MNoANUCHIBAETCS pykoBoauTeNnem
noapasaeneHus u npeacrtaensetcsa B Cnyxby genonponssoacTaa.

6.35. ®akt yTpatbl gena (gen) dwukcupyetcs B akTte, COCTaBMsSieMOM W MNOAMMCbIBAEMOM
pykoBogutenem Cnyxbbl [Oenonpov3BOACTBA W PYKOBOAMTENEM CTPYKTYPHOrO nogpasgerneHvs
(ynonHOMOYEHHbIM MM NWUOM) B ABYX 3k3emnngpax (npu ytpaTe gena BpeMeHHbix (go 10 net
BKITHOUYMTENBHO) CPOKOB XpaHEHUS) UMW B TPEX aK3emnnsapax (npy yTparte Aen BpemeHHbix (cebiwe 10 ner)
CPOKOB XpaHEHUS UMM MOCTOSIHHOrO XpaHeHus). Mo ogHoMy ak3eMnnspy akta xpaHutca B Crnyxbe
AEenonpon3BOACTBA U CTPYKTYPHOM nogpasgeneHnm; npu yrparte gen BpemeHHbIx (cebiwe 10 neTt) cpokos
XPaHEeHWs1 UM MOCTOAHHOIO XPaHEHUS JK3EMMMAP akTa NpeacTaBnseTcd B apXMB rocyAapCTBEHHOMO
opraHa, opraHa MECTHOro CcamoyrpaBfieHusl Mpu nepefave Aen CTPYKTYPHOro nogpasfenieHus Ha
apXuBHOE XpaHeHwe.

O,EI,HOBpeMeHHO C 3TUM NPUHUMAIOTCA Mepbl NO 3aMeLleHNI0 yTpadYyeHHOro JOKyMeHTa ero Konuem.

VII. MoarotoBKa JOKYMEHTOB K nNepegaye Ha XxpaHeHue
B apXMB rocyfapCTBEHHOIro opraHa; BblaernieHMe K YHUYTOXEHUIO
OOKYMEHTOB C UCTEKLUMMU CPOKaAMM XpPaHEeHUsA

7.1. ExerogHo Cnyx0bon [Jenonpov3BOACTBa rOCyAapCTBEHHOIO oOpraHa, opraHa MeCTHOro
camoynpaBneHus, Aenonpov3BoauTENAMN MOApPa3feNeHUn COBMECTHO C  SKCMEPTHOW KOMUCCUEN
rocyaapCTBEHHOrO OpraHa, opraHa MecTHOro camoynpasneHus (ganee - OK) nmpoBoguTcs akcnepTusa
LIeHHOCTWN JOKYMEHTOB.

7.2. MNMpu npoBeAeHNM 3KCNEPTU3bl LLEHHOCTU AOKYMEHTOB OCYLLECTBMSETCS:

0oT6Op AOKYMEHTOB MOCTOSIHHOIO U BpeMeHHbIX (cBbille 10 NeT) CPOKOB XpaHeHUs!, B TOM YuCre Mo
NMYHOMY COCTaBy, AN Nepeaayn B apxue rocyaapCcTBEHHOro opraHa, opraHa MecTHOro CamoynpaBneHus;

0TOOpP JOKYMEHTOB BpPEMEHHbIX (80 10 NeT BKMYUTENBHO) CPOKOB XpaHEHUss U ¢ noMmeTkamu "o
MUWHOBaHWs HagobHocTK", "o 3amMeHbl HOBLIMMK", Noanexawmnx ganbHeENWEeMY XpPaHEHUIO B CTPYKTYPHbIX
nogpasgeneHusx;

BblaeneHne K yHUYTOXEeHUIO Aen 3a npegbigyune rogbl, COOKN XpaHeHUA KOTOPbIX UCTEKIN.

OnOHoBpEMEHHO NPOBEPAETCS KAYeCTBO U MOMHOTa HOMEHKNATYpbl Aen rocyqapCTBEHHOro opraHa,
opraHa MecTHOro camoynpasfeHusi, NPaBUbHOCTL ONpeaeneHnsl CPOKOB XpaHeHUs aen.

7.3. ena nocTosiHHOro M BpeMeHHbIX (cBbie 10 neT) CPOKOB XpaHeHUs nepeaarTcs B apXus
rocygapCTBEHHOro opraHa, opraHa MeCTHOrO CamMoyrpaBlieHUsl HE paHee YeM 4Yepe3 OOUH rog U He
nosgHee 4yem 4depes Tpu roga nocrie 3aBeplUeHUs gen B genonpoussogctee. [lepejada gen B apxus
rocygapCTBEHHOro opraHa, opraHa MeCcTHOrO cCamoyrpaBfieHVsl MPOBOAMTCA Ha OCHOBAaHMKU OMMCEN Aen
CTPYKTYPHbIX NodpasgernieHnii NOCTOSIHHOMO U BpeMeHHbIX (cBbilwe 10 neT) CpokoB XpaHeHus U gen no
NNYHOMY COCTaBy.



[ena BpeMeHHbIX (00 10 NeT BKMHOUYUTENBHO) CPOKOB XpaHeHUsl B apXMB rocy4apCTBEHHOIO opraHa,
opraHa MECTHOTrO CaMOYMpaBrieHUs He MNepedaloTcs U MOANexXaT BbIAENEHUIO K YHUUMTOXEHWUIO MO
NCTEYEHUM CPOKa VX XpaHEHWs1 B COOTBETCTBMM C NyHKTamu 7.17 - 7.21 MNpaBun g4enonpoussoacTsa.

7.4. JkcnepTm3a LEHHOCTM JOKYMEHTOB MPOBOAMTCS Ha OCHOBe dedepanbHbiX 3aKOHOB, WHbIX
HOpMaTMBHLIX MpaBoBbIX akToB Poccuiickon denepauum, nepevyHen TUMNOBbIX apXMBHbIX OOKYMEHTOB C
YyKa3aHMEM CPOKOB XpaHeHWsl, nepeyvyHen [OOKyMEeHTOB, obpasylolmxcsa B npouecce AeATeNbHOCTU
denepanbHbiX OpraHoB roCcyAapCTBEHHOW BMNACTW, WHbIX FOCYQApPCTBEHHbIX OpraHoB Poccuickom
depepaumm, a Takke B npouecce OeATeNnbHOCTM MOABEOOMCTBEHHbIX UM OpraHu3auun, ¢ ykasaHuem
CPOKOB XpaHeHUs.

7.5. Onsa opraHv3aumm wn npoBegeHnss paboTbl MO 3KCMEpPTU3e LEHHOCTUM [OKYMEHTOB B
rocygapCTBEHHOM OpraHe, opraHe MEeCTHOro caMOyNpaBlieHWs MpUMKa3oM pPyKoBOAUTENs CO30aeTcs
3KCnepTHasa KoMuccus, LieHTpanbHas akcnepTHasa komuccus (3K, LISK).

3apauun, yHkuun, npaea, opraHusaumsa pabotel 3K (LISK) onpegenstoTca nonoxeHnem o Hew,
yTBEPXXAaeMbIM MPaBOBbIM aKTOM rocyapCTBEHHOro opraHa, opraHa MECTHOrO CaMoyrnpaBrieHusl.

7.6. Mo pesynbTatam 3KCNepTU3bl LEHHOCTM OOKYMEHTOB B rocy4apCTBEHHOM oOpraHe, opraHe
MECTHOro camoyrnpaBfeHus COCTaBNSATCA ONUCK Aen CTPYKTYPHbIX NogpasgernieHnii NnoCTOSIHHOMO
XpaHeHus1, BpeMeHHbIX (cBbiwe 10 neT) CPOKOB XpaHeHwus, B TOM Yucne No NMMYHOMY COCTaBy, MPOBOAMTCSH
odhopMreHne gern, a Takke COCTaBMSIOTCH aKTbl O BblIAENEHUN K YHUYTOXEHMIO den, He nognexawux
XpaHeHuto.

7.7. Onucu gen B CTPYKTYPHbIX NogpasgeneHnsix COCTaBNAlnTCAa No4 METOANYECKUM PYKOBOACTBOM
Cnyx6bl 4enonpon3BoacTBa U apxuBa rocygapcTBEHHOIO OpraHa, opraHa MeCTHOroO camoyrnpaBreHus no
dopmam, ycTaHoBMEeHHbIM [MpaBunamu xpaHeHus 2015 r. <40>.

<40> Mpunoxernsa N 23, N 24 k NpaBunam xpaHeHus 2015 .

Ha pena BpeMeHHbIX CpokoB xpaHeHusi (0o 10 neT BKMYUTENBHO) OMUCKU HE COCTaBMAKTCS, U B
apXxvB rocy4apCTBEHHOrO OpraHa, opraHa MeCTHOro camoyrnpaBreHus Takme gena He nepeaaroTes.

Onvcy gen CTPYKTYpHbIX MNoApasfeneHuii CoCTaBMsloTCA OTAENbHO Ha Jena MOCTOSIHHOro
XpaHeHust; Aena BpeMeHHbIX (cBbilwe 10 NeT) CPOKOB XpaHeHWs; Aena no IMYHOMY COCTaBy, SNEKTPOHHbIE
[ena, a Takke Ha aena, CocTosiLMe U3 JOKYMEHTOB, XapakTepHbIX AN AaHHOW opraHu3auum (cyaebHole,
CneAcTBeHHble ieNna, HayyYHble OT4eTbl N0 TeMaM, Hay4YHO-TEXHUYECKast JOKYMeHTauus).

OcHoBoWl cocTaBneHus onucemn gen CTPYKTYPHbIX nop,paap,eneHMVl ABIIAETCA HOMEHKNaTypa aern.

7.8. Tpw coctaBneHun onucem pen CTPYKTYPHOro noApasgeneHus cobniogarTca cnegyrowme
TpeboBaHus:

3arofioBKM el BHOCATCHA B ONWUCb AeNn B COOTBETCTBUM C cUCTEMaTU3aumen gen B HOMeHKnaTtype
Aaen;

Kaxgoe Aesno BHOCUTCA B ONUCh Noa CaMOCTOATENTbHbIM NOPAAKOBbIM HOMEPOM (ecnm Aerno CocTouTt
N3 HECKOJSIbKMX TOMOB, TO KaXKablA TOM BHOCUTCS B ONUCb NOA4 CaMOCTOATENbHbIM HOMepOM);

nopAaAaokK Hymepauum gen B onucu - BanoBbIN;

rpadbl ONUCK 3aMNOMHAIOTCA B COOTBETCTBUM C TEMU CBEOEHUAMU, KOTOPbIE BbIHECEHbI Ha 0BMOXKY
aena;

npu BHECEHWUW B OMUCb NoApsa Aen (TOMOB) C OAMHAKOBbLIMW 3arofioBKaMu 3arofioBKU BCeX Aen
(TOMOB) MULIYTCH NOSTHOCTLIO;

rpacba onucu gen "lMpumevaHusa" ncnonb3dyeTcs Anst OTMETOK O nMpueme Aen, 0COOEHHOCTAX WX
dU3NYECKOro COCTOSIHUSA, O nepefade aen Apyrum CTPYKTYPHbIM noapasaeneHnem co CChINKOW Ha akT, o
HanNU4MM ANEKTPOHHbIX KOMWN Aen.

B nTorosou 3anucu onucu ykasbisatoTcs (Ludpammu 1 NPONmUChbo) KONNMYECTBO Aen, YNCASALWNXCH Mo
onucu, Nepebli 1 NOCNeaHNn Homepa Aen No Onucu.
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7.9. B onncb 3neKTPOHHbLIX [Oen, OOKYMEHTOB BKIOYaETCH MPUIOXKEeHWe K Onucu - peecTp
3MEKTPOHHbIX JOKYMEHTOB (KOHTEMHEPOB 3MEKTPOHHbLIX JOKYMEHTOB), B KOTOPOM YKa3bIBAlOTCA CBEAEHUS
06 3MEeKTPOHHbIX AOKYMEHTaX, BKIIOUYEHHbIX B KaXK40€e 3/1eKTPOHHOE AEero.

7.10. Onucu Jen CTPYKTYpHOrO nogpasfAeneHus M3rotaBnuBalOTCA B OBYX 9K3eMnnspax Ha
OymaxxHOM HOcuUTene, NOOMNUCLIBAKOTCS pyKoBOAMTENeM noAapasaeneHuns, cornacosbiBatotcs 3K
CTPYKTYPHOro nogpasaenenuns (npyn ee Hanndum) n pykosogutenem Cnyx6bl genonpoussoacTtea. Peectp
9NEKTPOHHbIX [JOKYMEHTOB, SBMSIIOWNACA MNPUMOXKEHUEM K OMUCKM  3NEKTPOHHbIX [OKYMEHTOB,
noanncbIBaeTCs COCTaBUTENEM peecTpa C yKkasaHMeM AOMKHOCTU, MHULMAnNoB, hamunuu.

OpuH ak3eMnnsap onucy aen CTPYKTYPHOro noapasaeneHns nepegaeTcs BMecTe ¢ Aenamn B apxus
rocyaapCTBEHHOroO oOpraHa, OpraHa MeCTHOro camoyrnpaBrneHus, BTOPOW OCTaeTcsa B KavecTBe
KOHTPOMbHOroO 9K3eMnnisipa B CTPYKTYPHOM noapasaeneHun. B apxve rocygapcTBEHHOro opraHa, opraHa
MECTHOro camoyrnpaBreHus Takke nepegaeTcs no 9K3eMNnsApy onncen Aen CTPYKTYPHbIX nogpasgeneHun
B SMNEKTPOHHOM BuAe B pedaktupyeMom dopmMaTe Ans UCMOoMb30BaHWSA B JanbHenwem Ans NOAroTOBKU
apXuBHbIX onucen gen, AOKYMEHTOB (rod0BbIX pa3genos).

7.11. OdbopmneHue gen Ha BymaxHOM HocuTerne, NpegHasHavYeHHbIX AN nepeaayn Ha XpaHeHne B
apxvB rocyaapCTBEHHOr0 OpraHa, opraHa MecTHOro CaMoynpaBfieHuWs, OCYLLECTBNAETCA B COOTBETCTBUM
¢ nyHkTammn 4.19 - 4.30 MNpaBun xpaHeHusa 2015 r.

7.12. ToaroToBKa 3NEKTPOHHbIX JOKYMEHTOB K Nepegaye B apxXvB rocyaapCTBEHHOro opraHa, opraHa
MECTHOro CaMoynpaBfeHNs OCYyLLLEeCTBNSETCA B COOTBETCTBUN C NMyHKTOM 4.34 Npasun xpaHeHusa 2015 r.
CTPYKTYPHbIM MnoAapasgeneHvemM rocygapCTBEHHOro opraHa - Monb3oBaTenemM COOTBETCTBYHOLLEN
WMHOPMAUMOHHON CUCTEMbI COBMeCTHO co Cniyxbov genonpoussoactBa W nogpasfjeneHviem
(paboTHMKOM), 06ecnevmBaroLnM PYHKLMOHUPOBaHNE NHAOPMALIMOHHOW CUCTEMBI.

7.13. Tlpy nNOAroToBKE SMEKTPOHHbIX [OOKYMEHTOB, OTODpaHHbIX K Mepejade B apxus
rocygapCTBEHHOro opraHa, opraHa MeCTHOro camoyrnpaBfieHus, BbIMOMHATCA Creaylowmne OCHOBHbIE
npouenypbl paboTbl C JOKYyMEHTamu:

npeobpasoBaHne TEKCTOBbIX AMNEKTPOHHbIX AOKYMEHTOB B hopmaT apxmBHOro xpaHeHus PDF/A-1,
€CINN 3NEKTPOHHbIN JOKYMEHT Obln CO34aH MNW BKITIOYEH B CUCTEMY B MHOM dhopmare;

dhopmMupoBaHme B UHPOPMALMOHHOW CUCTEME ONUCEN SNEKTPOHHLIX Aer, AOKYMEHTOB CTPYKTYPHbIX
nogpasgeneHuu;

dopMmmnpoBaHne B MHMPOPMALMOHHOMW CUCTEME [OCYAAapPCTBEHHOro oOpraHa, opraHa MeCTHOro
camoynpaBfeHnst KOHTEMHEpPOB SMNEKTPOHHbIX [OKYMEHTOB, BKMIOYAKOLWUX: KOHTEHT U MeTadaHHble
3NEKTPOHHOro [OKYMeHTa, pannbl 3MeKTPOHHbIX MNOoAMUCEN, BU3YyanuU3nMpPOBaHHYHO KOMUIO TEKCTOBOMO
3NEeKTPOHHOro AokymeHTa B coopmate PDF/A-1;

dopMmmnpoBaHne B MHMPOPMALMOHHOM CUCTEME [OCYAAapPCTBEHHOro oOpraHa, opraHa MeCTHOro
camMmoynpaBlieHnA OINEeKTPOHHbIX aen, ABNALWKUMXCA COBOKYMNHOCTbHO KOHTeVIHepOB ONEeKTPOHHbIX
OOKYMEHTOB UINN KOHTEMHEPOM 3MEKTPOHHOIO AOKYMEHTA;

MUTPaLMs SNEKTPOHHBIX JOKYMEHTOB Ha dm3ndeckn 060cobreHHble MaTepuarbHble HOCUTENN, ecnu
[OKYMEHTbI MepenaloTca B apXuB rocyaapCTBEHHOrO opraHa, opraHa MeCTHOro CaMoynpaBfieHusl He Mo
MH(OPMAaLIMOHHO-KOMMYHUKALMOHHBIM KaHanam,;

npoeepKa BOCNpon3BoANMOCTU 3NTEKTPOHHbLIX AOKYMEHTOB;,
npoeepKa 3N1IeKTPOHHbIX AOKYMEHTOB Ha Hann4ine BpeoOHOCHbIX KOMMbOTEPHbIX NPpOrpamMmm;,

hopmMMpoBaHne TPaHCMOPTHOrO KOHTEWHepa, codepKallero 3MNeKTPOHHble Aena, BKMYEHHble B
OMNWCb 3MEKTPOHHbIX Aer, AOKYMEHTOB CTPYKTYPHOrO noapasaeneHuns (onvMcb Aen nocTOSAHHOMO XpaHeHus,
BpeMeHHbIX (cBblle 10 neT) cpokoB XpaHeHus, Aen no NMYHOMY COCTaBy).

7.14. [lena nepefatoTcs B apxvB rocy4apCTBEHHOIO OpraHa, opraHa MecTHOro CaMoynpaBneHusi B
COOTBETCTBMU C rpacduMkoM nepenayn OOKYMEHTOB, COINMAcOBaHHbIM C PYKOBOOUTENSMMU CTPYKTYPHbIX
noapasaeneHuid, nepeatLmnx JOKYMEHTbI B apXMB, Y YTBEPXKOEHHBIM PYKOBOAUTENEM FOCYAAPCTBEHHOIO
opraHa, opraHa MecTHOro CamoynpaBreHUsi UM UHbIM YNOMHOMOYEHHBIM UM TNULLOM.

Mpuem-nepegaya gen B apxuB rocygapCTBEHHOrO oOpraHa, opraHa MEeCTHOro camoynpaBreHus
OCYLLECTBNSAETCA B COOTBETCTBUM C NyHKTamu 4.33 - 4.34 NpaBun xpaHeHusa 2015 r.
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7.15. B cnyyae nuKsMaaUuM Unv peopraHnsaummn CTpyKTypHOro noapasneneHunsi rocyaapcTBEHHOro
opraHa [enonpou3BOAUTENb NOApas3deneHuss B nepuon MnpoBedeHVs NUKBUOALMOHHBIX MepOonpUuaTui
dopmrpyeT Bce WMelolMecs [OOKYMEHTbl B [Aefna, 3a WCKIOYEHWEM HEMUCMOSTHEHHbIX [OOKYMEHTOB,
ocbopmnsieT gena v nepepaeT ux B Cnyx6y Aenonpon3BoACTBa rocyAapCTBEHHOMO opraHa.

7.16. Ha ocHoBe npeanoXeHun CTPYKTYpHbIX noapasgeneHnn Cnyxkba genonpousBoacTea
rocyapCTBEHHOro opraHa, opraHa MeCTHOro camoynpaBfeHUsl COCTaBMseT akT (aKkTbl) O BblAENEHUUN K
YHUUTOXEHNIO OOKYMEHTOB, He MnoAnexalux XpaHeHuo, no dopme, ycTaHoBneHHou [lpaBunamu
xpaHeHusa 2015 r. <41>.

<41> MNMpunoxeHne N 21 k MNMpasunam xpaHenunsa 2015 r.

Ha aneKkTpoHHble OOKYMEHTbI C UCTEKLUMMU CPOKaMU XpPaHEHUSA COCTaBNSETCHA OTAENbHbIN akT Ha
ocHoBe (POpMbl akTa O BbIAEMNEHUN K YHUYTOXEHWIO [OOKYMEHTOB, HE mnoAfiexalinx XpaHEeHuIo,
ycTaHoBrneHHou NpaBunamun xpaHeHns 2015 .

7.17. [ena BKMOYalOTCA B aKT O BblAENEHUN K YHUHYTOXEHNUIO OOKYMEHTOB, HE noanexawmx
XpaHeHuto, ecnu I'Ipe,D,yCMOTpeHHbIIZ ONA HUX CPOK XpaHEeHUA UCTEK K 1 AHBaAp4 roga, B KOTOpPOM cocTaBlieH
aKT.

7.18. Oena ¢ otmeTkon "OlK", npoweawme akcnepTnsy LEHHOCTU, BKIOYAOTCA B akT, NPy 3TOM
otmeTka "OlK" B akTe He ykasblBaeTcs.

7.19. AKT O BbIAENEHNUN K YHUHTOXEHUIO JOKYMEHTOB, HEe MOANexXallumx XpaHeHuio, yTBepxaaeTcs
pykoBOAUTENEM rocyapCTBEHHOro opraHa, opraHa MeCTHOro caMmoyrnpaBsneHus nocne yreepxaeHus MK
denepanbHoro rocygapcrseHHoro apxuea, JK ynonmHOMOYEHHOro opraHa WCMONHUTENbHOW BracTu
cybbekta Poccuiickon ®egepaunn B cpepe apxvMBHOro gena unu rocyaapCTBeHHbIM (MyHULMMNANbHbLIM)
apXMBOM COrMacHO nNpefoCTaBfieHHbIM €My MOSIHOMOYMSIM Onucel Aen, OOKYMEHTOB MNOCTOSIHHOIO
XpaHEHUsi U COrMacoBaHms onuncen Aern, JOKYMEHTOB Mo IMYHOMY COCTaBy, NOCre Yero Aena, BblAeneHHble
MO aKTy K YHUUTOXEHMIO, MOTyT BbITb NepeaaHbl Ha yTUNU3aLmio.

7.20. MNepepava fen, BblAeMNEHHbIX K YHUUTOXEHUIO, Ha yTunusaumioo odopmMmnseTcs npuemo-
coaToOYHOW HaknaaHoW.

B HOMeHKNnaType Aen npoctaBAlTCA OTMETKAU 06 YHUYTOXEHUN OOKYMEHTOB C yKa3aHnemM Oathbl U
HOMeEpa akTa, 3aBepAaeMblie noanmncbro pa6OTHVIKa CJ'Iy)K6bI genonpon3BoacTtBa.

7.21. aﬂeKTpOHHble OOKYMEHTbl C UCTEKWNMU CPOKaMWn XpaHeHUA YHUYTOXKarTCA MporpamMmMHO-
TeXHN4YeCkMmMmn cpeancrtesamm C COOTBeTCTByIOLLLeVI OTMETKOW B aKkTe O BblAeNeHun K YHUYTOXEHUIO
ONEeKTPOHHbIX OOKYMEHTOB.

ONEKTPOHHbIE JOKYMEHTbI CYUTAIOTCH YHUYTOXEHHbLIMU, €CNN UX HEeMb3st BOCCTAHOBUTL CpeacTBamMu
MHPOPMALIMOHHONM CUCTEMbI HA HOCUTENSIX MHCDOPMaLIMK 1 U3 Pe3epPBHbIX KOMUM.

7.22. AKTbl O BbIOENEHUN K YHUUTOXEHWUIO OOKYMEHTOB, HE MOANEXALUMX XPAHEHWUIO, XPAHSTCA
NOCTOSIHHO B Aene dhoHaa.
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