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I1paBm1a aesionpom3ssoanctea B rocyaapCrBeHHbIX
OpraHax, opraHax MeCTHOro camMmoynpasJieHumA

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

NMpaBuna penonpousBoacTBa
B rocyapCTBeHHbIX OpraHax, opraHax MecTHOro camoynpaBJieHuUs

I. O6LwMe noNo>XXeHuUus

1.1. nMpaBuna A[enonpomsBoACTBa B rOCYAApPCTBEHHbIX OpraHax, oOpraHax MeCTHOro
camoynpaBfieHns (panee - [lpaBuvna [enonpom3BoAcCcTBa) pa3paboTaHbl B COOTBETCTBUM C
noonyHKTOM 3 nyHKTa 6 lonoxeHns o depepasibHOM apXMBHOM areHTCTBE, YTBEPXKAEHHOro
Yka3om [pe3supeHTa Poccunckon Pepepaumm oT 22 uoHA 2016 ropga Ne 293 (CobpaHume
3aKoHogaTenbcTBa Poccuinckonm ®epepaunm, 2016, Ne 26, cT. 4034; 2018, Ne 52, cT. 8239).

1.2. MNpaBuna genonponsBoacTBa pa3paboTaHbl B LieN 19X COBEPLUEHCTBOBAHNS AE/IONPON3BOACTBA U
NoBbILLEHNS 3DHEKTUBHOCTY PaboTbl C JOKYMEHTAMU NMyTeM perjiaMeHTauun Ha eanHON NpaBoBoOWA
OCHOBE MpaBWal CO3AaHUS [OKYMEHTOB, TeXHOJIornin paboTbl C HMMWU, OpraHU3aUUN TeKyLLero
XpaHeHNs OOKYMEHTOB M MOArOTOBKM K MNepefaye B apXMB OpraHa rocyfapCTBEHHONM BacTwy,
opraHa MecTHOro camoyrnpaBfieHUs.

1.3. [OencrtBue [paBnn [enonponsBoACTBa pPaCMpoOCTPaHAETCA Ha denepajibHble OpraHbl
rocynapCTBEHHOM  BNacTW, WHble  depepajbHble rocyfapCTBEHHble  OpraHbl, OpraHbl
rocyapCTBEHHON BJIACTU U UHblE FOCYyAapCTBEHHbIE opraHbl cybbekToB Poccuinckon denepaumn,
opraHbl MeCTHOro camMoynpaBfiieHna (Oanee - rocyfapCTBEHHbIE OpraHbl, OpraHbl MeCTHOro
camoyrnpaBJieHns).

1.4. TpeboBaHusa MpaBna 0enonpon3BoACTBa NMPUMEHSATCSA K ByXranTepckon, KaapoBOn 1 Apyrown
cneymanbHOM OOKYMEHTauumM B YacTu o6Wux NpuHUMMOB paboTbl C OOKYMEHTaMM, a Takxe
MOArOTOBKWN LOKYMEHTOB K Nepefadvye Ha apXMBHOE XpaHeHune.

1.5. OencTtemne MMpaBua OenonpouM3BOACTBa HE pacCnpoCTpPaHAeTCAa Ha opraHmsauumio paboTbl C
OOKYMeHTaMun, coaep kallMmMimn CBeAeHNs, COCTaBASAIOWME roCy4apCTBEHHYO TalHy.

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

obpalueHunii rpaxaaH Poccuitckoin Pepepaunm»t,

1.7. OpraHusaumnsa paboTbl C 3anpocaMn LPUANYECKUX N DU3NYECKMX NNL B FOCYyLapCTBEHHbIN
OopraH, opraH MecTHOro caMmoyrpaBJieHUs 0 NpefoCcTaBJIeHUN NHpoOpPMaLM O OeATeSIbHOCTU 3TOro
opraHa ocyLecTBAsgeTCa B COOTBETCTBUN ¢ PenepasibHbIM 3aKOHOM 0T 9 ¢eBpangd 2009 r. Ne 8-93
«06 obecneyeHnn focTyna K MHpopMaLn 0 AeATeNbHOCTU roCyAapCTBEHHbIX OPraHOB U OpraHoB
MEeCTHOro camoynpasieHnsa»2.,

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

ycnyr»B,
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1.8. Ha ocHoBe [lpaBun [OenonponsBOACTBa B rOCyfapCTBEHHbIX OpraHax, opraHax MeCTHOro
camoynpaBieHuns pa3pabaTbiBaeTCa MHCTPYKLMA N0 OeN10NPONU3BOACTBY, YTBEPXKAAEMasA MPaBOBbIM
aKTOM rocynapCTBEHHOro opraHa, opraHa MeCcTHOro camMoynpaBseHus (ganee - NMHCTPYKUMSA Mo
[enonpon3BoAcTBy) nocse ee cornacosaHna®:

henepanbHbIM OPraHOM roCcyAapCTBEHHOM BIACTU, UHbIM hefepasibHbIM roCyAapCTBEHHbIM
OpraHoM - C YMNoJIHOMOYeHHbIM efepasibHbiM OPraHOM MCMOJHUTENbHOW BNacTu B ciepe
apXWBHOroO Aefla 1 AeNonponu3BoacTBa;

OpraHoOM rocCcynapCTBEHHOM BAAaCTM M WHbIM FOCYAAaPCTBEHHbIM OpraHoM cybbekTa
Poccuinnckon ®depepaunmn, opraHoM MeCTHOroO CaMOyMpaBAe€HUss - C YMNOJIHOMOYEHHbIM
OpPraHoM WCMOJIHUTENbHOW BRnacTu cybbekTa Poccuickon depepaunmn B chepe apxXmMBHOMO
oena WM  rocynapCTBeHHbIM  (MyHMUMNaNAbHbIM) aApPXMBOM B  COOTBETCTBUMU C
npenocTaB/ieHHbIMU €My NOJIHOMOYUSAMMU.

1.9. B opraHax ucnosiHUTeNbHOM BacTu cybbekToB Poccuinckon degepaunin, opraHax MeCcTHOro
camMoynpaB/ieHNs, UCNOJb3YIOLWNX eAUHYI0 CUCTEeMY 3JIEKTPOHHOro AokKyMeHToobopoTa (panee -
C31), MOXeT MPUMEHATbCA WHCTPYKUUA MO Lesonpou3BOACTBY, YCTaHaB/MBawWas enuHbin
MopsiooK [OesionpoM3BOACTBA B OpraHax MWCNOJHUTENbHOW BRacTu cybbekToB Poccuinckon
depepaumu U/mnm opraHax MeCTHOro caMmoynpasJsieHuns.

1.10. OTBeTCTBEHHOCTb 3a OpraHusauuio, COCTOSIHWE [esIoNpou3BOACTBAa W cobnwoaeHune
TpebosaHun [paBun penonpousBoacTBa B rOCYOAPCTBEHHOM OpraHe, OpraHe MeCTHOro
caMoynpaB/iieHMsa BoO3NaraeTca Ha ero pykosogutensa nambo Ha MU0, WCMOJSIHAKOWEE ero
obs3aHHOCTWN.

1.11. OpraHumsauus, BedeHMe N COBEPLUEHCTBOBaHME [O€/0MNpOM3BOACTBAa Ha OCHOBE enuHOWN
MOJINTUKN N MPUHLMMOB, NPUMEHEHNE COBPEMEHHbIX MH(OPMaLMOHHLIX TexHosornnm B pabote ¢
OOKYMeHTaMn, MeToan4eckoe PYyKOBOOCTBO WM KOHTPOJIb COBMIOOAEHNA YCTAaHOBMEHHOIrO nopsaka
paboTbl C [OOKYMEHTaMW B TrOCydapCTBEHHOM OpraHe, OpraHe MeCTHOro caMoyrnpaBJieHus,
BO3JlaraeTCcs Ha CTPYKTypHoe nogpa3fesieHne, uUcnonHswuwee ©QyHKUMKM N0  BeAeHUto
nenonpounsBoacTtea (panee - Cnyxba genonponssoncTtea). Mpu ero oTcyTcTBUM 06893aHHOCTU MO
BeEeHNI0 OesIoNpou3BoACTBa B FOCYyAapCTBEHHOM OpraHe, OpraHe MECTHOro caMoyrnpaBieHUs
BO3J1aratTCsa Ha roCyAapCTBEHHOr0 (MyHMLWNANBLHOI0) cay>kallero (paboTHuKa).

BeneHne nenonponsBOACTBa B MHbIX CTPYKTYPHbIX MoApa3fdesieHNsiX rocynapCTBEHHONO OpraHa,
opraHa MeCTHOroO CaMoyrnpaBJieHUs BO3JlaraeTcsa Ha roCYyAapCTBEHHbIX (MYHULMUNANIbHbIX)
cny>xawmx (paboTHUKOB) AaHHbLIX CTPYKTYPHbIX MoApa3Ae/ieHni rocy4apCTBEHHOM0 opraHa, opraHa
MEeCTHOro caMoyrnpaBieHus (fanee - 4enonpon3BoANTENb NoapasaeneHuns).

B TeppuTopmanbHbiX opraHax genepanbHOro rocynapCcTBEHHOro opraHa B cybbekTax Poccuiickoi
denepaumn 1M opraHax, NoABEOOMCTBEHHbIX FOCyAapCTBEHHOMY opraHy cybbekTa Poccuminckon
denepaunn, opraHuMsaums U BeOeHMe  OeslonpouM3BOACTBa  ocyuwlecTBasiTca  Cny»xboi
Oenonpon3BoACTBA WM FOCYOAPCTBEHHbIM  CcAyXawuMm  (paboTHMKOM),  Ha3HAYEHHbIM
OTBETCTBEHHbLIM 3a BeAeHMe [efIoNpou3BOACTBa MPaABOBbIM AKTOM COOTBETCTBYHLLENO
rocygapCTBEHHOro opraHa.

1.12. Cnyxxba genonpousBoacTBa OAENCTBYeT Ha OCHOBaHWUM MOJIOXKEHWSA O HEN, yTBEP)XOaeMoro
pyKkoBoauTeneM rocyfapCcTBEHHOMO opraHa, opraHa MecTHOro caMmoyrpaBJfieHNs u onpegensioLlLero
HanMeHoBaHue Cny>bbl enonpon3BOACTBA, €e CTPYKTYPY, 3a4a4m U PyHKLNW.

[onmKHOCTHbIe 06s3aHHOCTU cneumanmucToB Cny>kbbl AenonponM3BOACTBA U OesIoNpon3BoanTeNei
nonpasnesieHnii rocyJapCTBEHHOro opraHa, opraHa MeCcTHOro CamMoyrnpaBJ/ieHUs yCTaHaBNBAOTCS
JOJDKHOCTHBIMU persiaMeHTamMu (A0/IXKHOCTHLIMU UHCTPYKLNAMK).

1.13. Ha nepuoa OTnyCkKa, KOMaHOWPOBKW, B CJly4ae YBOJIbHEHUSA U nepemeweHuns (nepesopa)
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PabOTHUKN CTPYKTYPHbIX MOApPa3fAefieHNA roCy[apCTBEHHONO OpraHa, opraHa MeCTHOro
camoynpaBrnieHns o6s3aHbl MepefaTh BCE HaxOAAWMECS Yy HUX Ha WCMOJIHEHUN [OKYMEHTbI
[eNionpov3BOAMTENO MOoApPa3AeNieHNss WM WHOMY paboTHUKY MO YKA3aHUIO PyKOBOAUTENS
noapasnenieHnss ¢ COOTBETCTBYIOLWEN OTMETKOW B y4eTHbIX (hopMax, a fAena, NoJlyYeHHble BO
BPEMEHHOE MOoJIb30BaHMWe W3  apxMBa rOCYAapCTBEHHOrO OpraHa, oOpraHa MeCTHOro
caMoynpaBJieHNs, BO3BPaLLEHbl B apXMB.

Mpu cMeHe fenonpon3BoanTeNs noapasaesieHns COCTaBNSeTCS akT NpueMa-nepeaavyn JOKYMeHTOB
n gen.

1.14. FocypapCTBEHHbIE CNy>XXaliMe U paboTHUKM roCydapCTBEHHOro opraHa, OpraHa MeCTHOro
caMmoynpaB/ieHNs O0J/KHbl 6blTb 03HAaKOMJIEHbI C MHCTPYKUMEN MO AEeN0onpon3BOACTBY U MHbIMU
HOPMaTMBHbLIMW aKTaMun, yCTaHaBAMBAOLWMMN NOPAAOK paboTbl C LOKYMEHTaMN B rOCYyAapCTBEHHOM
opraHe, opraHe MeCcTHOro camoyrnpaBJsieHUs.

1.15. Coaoep>xaHue cny>XebHbIX JOKYMEHTOB (MPOEKTOB JOKYMEHTOB) He MOAJIEXUT pasrialleHuio,
3@ UCKJoYeHneM ob6LenocTynHon WHGpOopMaLunM O AesATeNbHOCTU rocyAapCTBEHHOro opraHa,
opraHa MeCTHOro caMoynpaB/ieHUs, MpPeaoCTaB/ISEMON HEOrpaHWYEeHHOMY Kpyry Juil B

COOTBETCTBUM C 3aKOHOJaTebCTBOM Poccuiickon depepauunt.,

Il. JoKyMeHTUpOBaHUe yNnpaBJIeHY€CKON JeATesSIbHOCTHU

2.1. CocTaB OOKYMEHTOB, 0bpa3yloLINXCa B AeATEeNbHOCTU roCydapCTBEHHOro opraHa, opraHa
MECTHOro CcaMoyrnpaBieHUsl OonpenenseTcs €ero MoJHOMOYUAMMK, KPYroM  BbIMOJSIHAEMbIX
rocyapCTBEHHbIX PYHKLUIA N NMPeaoCcTaBAseMbIX FOCYapCTBEHHbIX YCAYT, MOPSAKOM pa3peLleHuns
BOMPOCOB, 06BLEMOM U XapakKTepoM B3aMMOCBSA3€A C WHbLIMW TOCYAAaPCTBEHHbLIMW OpraHamu,
OpraHaMy MECTHOro CamMoyrnpaBJ/IeHUs, OpPraHn3aLnsaMu, rpaXkaaHaMu.,

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

2.3. C3[, wcnonb3yemble B GefepasibHbiX oOpraHax WCMNOJIHUTENbHON BAAcTU, OOJIKHbI
COOTBETCTBOBaTb  (PYHKUMOHaNbHbIM  TpeboBaHMAM, YCTAHOBJIEHHbIM  YMNOJIHOMOYE€HHbIM
thefepasbHbIM OpraHoOM UCMOHUTENBLHON BAACcTW B chepe apxMBHOro Aefa 1 Aesonpon3BoacTBalt,

2.4. IoKyMeHTbl FOCYapCTBEHHOr0 OpraHa, opraHa MeCcTHOIro caMmoynpaB/ieHUs MOryT CO30aBaThCs
N XPaHUTLCSA UCKITIOYUTESNIbHO B (POPME 3JIEKTPOHHLIX JOKYMEHTOB BHE 3aBMCUMOCTU OT CPOKOB UX
XPaHeHUs, ecqin XpaHeHne Uux B GOpMe SJIeKTPOHHbIX [JOKYMEHTOB MNpedyCcMOTPEHO
3aKOoHOAaTeNbHbIMU akTaMu Poccuiickoin depnepauun UAM HOPMATUBHLIMU MPaBOBbLIMU aAKTaMU
YyMOJIHOMOYEHHOro )efepasibHOro opraHa WCMOJIHUTENbHOW BNAacTU B Chepe apXMBHOro Aena u
[enonpon3BoaACTBa.

MNepevyeHb BMOOB AOKYMEHTOB, 06pa3yloLnXCcs B NpoLecce AesTeNbHOCTU delepalibHbIX OpraHoB
NUCMOJIHUTENIbHON  BNACcTW, CO3[aHWEe, XpaHeHMe W  WCMOJIb30BaHME KOTOPbIX  AOJKHbI
OCYLLECTBASATLCA B (OPME 3IJIEKTPOHHbLIX [JOKYMEHTOB TMPU OpraHM3aunn BHYTPEHHEN
0eATeNnbHOCTW, MOANEXWUT COrjlacoBaHuilo C denepasibHbiM OPraHoOM WCMHOSHUTENBLHOW BNacTw,
YMOJIHOMOYEHHbIM B cchepe apXUBHOro Aena 1 fenonpomssoncteall.

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

2.6. BbnaHKm [JOKYMEHTOB rOCYydapCTBEHHOr0 oOpraHa, opraHa MeCTHOro camoyrpaB/ieHus
pa3pabaTbiBalOTCA B COOTBETCTBUN C TpebOBaHUAMU, YCTAaHOBIEHHbIMU HaLMOHaNbHbIM CTaHOAPTOM
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FOCT P 7.0.97-2016 n YTBEPXOATCA B COCTaBe UHCTPYKLMM NO 0e710NPpOonU3BOACTBY NN
MpPaBOBbIM aKTOM roCy4apCTBEHHOr0 OpraHa, opraHa MeCcTHOro caMmoyrnpaBsieHUs.

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

2.8. 2OneKkTpoHHble wWabnoHbl (YHUPUUMPOBAHHbIE (OPMbI) OOKYMEHTOB, WCMOJIb3YEMbIE MpU
CO34aHUN 3JIEKTPOHHbIX [OOKYMEHTOB, MO COCTaBY PEKBM3UTOB [HOJ/DKHbI OblTb WAEHTUYHbI
OOKYMeHTaM Ha ByMa>kHOM HocuTene.

2.9. lMpoeKkTbl OOKYMEHTOB, MOArOTOB/IEHHbLIX FOCYAapCTBEHHbIM OPraHOM, OPraHOM MECTHOro
caMoyrnpaBJieHNsl NoAJIeXXAT COrlacoBaHUIo.

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

MpoeKT AOOKYMeHTa, WUMeLWero OJINTENIbHbIA CPOK XpPaHEeHUs W nognexawero nognmcaHuto
(yTBEPXAEHUIO) N MOCNenyOWEeMY XPaHEHUIO Ha ByMa)KHOM HOCUTeNe, B C/ly4ae ero corjlacoBaHus
B C3[], noMewaeTca Ha XpaHeHWe B [esi0 BMeCTe C JIMCTOM COrjlacoBaHus, COCTaBAAlOWMM ero
HeoTbeMJIEMYIO HYacCTb. JINCT cornacoBaHus, pacnevyaTaHHbin n3 C3/[1, A0J)KEH COAEP>KaTb CBeAEHUS
0 paTte ero GOpPMUPOBAHUA U HaUMEHOBAHUW CUCTEMbl, B KOTOPOM MPOBOANIIOCH 3N1EKTPOHHOE
corjniacoBaHue.

CornacoBaHuve MnpoekTa OOKYMeHTa, CO3[4aHHOro B rocyfapCTBEHHOM OpraHe, opraHe MeCTHOro
caMmoynpaBiieHus, C APYrUMN rocyAapCTBEHHbIMW OpraHaMu, opraHaMmm MecTHOro caMmoyrnpaBs/leHus,
opraHusaumamMm odgopmMmnseTca rpudomM (IMCTOM) COrsacoBaHUs, MPOTOKOSIOM, MUCbMOM O
COrslacoBaHUK, a TakXXe, B YCTAaHOBIEHHbIX 3aKOHOAATEeNbCTBOM Poccuinckonm depepaunm cnydanx, B
thopMe 3aKJIIoHeHIn, 0T3bIBOB, Nonpasok L.,

2.10. MNoAroToBsieHHble, OPOPMJIEHHbLIE U COrJlacoBaHHbIE MPOEKTbl JOKYMEHTOB MOAMUChIBAOTCSA
(yTBEpP)XOAlOTCA) PYKOBOAUTESNIEM MOCYHapPCTBEHHOIO OpraHa, opraHa MeCTHOro CamMoyrpaBJieHNs
NN UHBIM YNOJIHOMOYEHHbBIM UM A0/XKHOCTHbLIM JINLLOM.

[OKYMeHTbl Ha 6YMa)KHOM HOCUTese NMOAMNUCLIBAOTCSA COBCTBEHHOPYYHOW NOAMNUCHLIO PYKOBOANTENS
rocygapCTBEHHOro opraHa, opraHa MeCTHOro CamMoyrnpaB/ieHUs WA UHOTO YMNOJIHOMOYEHHOr0 UM
[OJKHOCTHOrO nua.

DNeKTPOHHblE [OOKYMEHTbI, HarpaB/iiseMble B roCyAapCTBEHHble OpraHbl U OpraHbl MeCcTHOro
camoynpaBJfieHNs, MOAMNUCLIBAIOTCA YCUJIEHHOW KBaJU(ULMPOBAHHON 3/EKTPOHHOW MOAMUCKHID
OOJDKHOCTHOIO Jiba oOpraHa rocyfapCTBEHHOro oOpraHa, opraHa MeCTHOro camoyrnpasieHus,
NnopsanoK NMPUMEHeHUA KOTOPOon ycTaHoBNeH PefepasibHbiM 3aKOHOM OoT 11 anpens 2011 r. Ne 63-93
«O6 23NeKTPOHHOW MNOAMUCM» WU  WHLIMW HOPMATWUBHLIMW MPaBOBLIMW aKTaMu POCCUICKOMN
®epepauun*2,

B C2[1 rocynapCTBeHHOro opraHa, opraHa MeCTHOro camoyrpasilieHUs MOryT WCNOJb30BaTbCs
crnocobbl NOATBEPXKAEHUS AENCTBUN C SNEKTPOHHBLIMU AOKYMEHTAMM, MPU KOTOPbIX NCMONb3YHOTCS
VHble BUAbl 3JIEKTPOHHbLIX MOANNCEN B COOTBETCTBUM C PefepasibHbiM 3aKOHOM Ne 63-P3.

2.11. Ha poKyMeHTax, yTBep)X[AaeMblX MpPaBOBbIMA aKTaMu FOCyOapCTBEHHOro OpraHa, opraHa
MECTHOro CaMOyrnpaB/ieHUs WA PYKOBOAMTENEM FoCyAapCTBEHHOro opraHa, opraHa MeCTHOro
camMoynpaBsieHns (MHbIM YNOJIHOMOYEHHbIM WM  [AOJDKHOCTHLIM JINLLIOM), odopMmaseTcs rpudg
YTBEPXXAEHUS.

2.12. B HeobxoauMbIX cnyvasax cobCTBEHHOPYYHas MOAMNUCbL PYKOBOAUTENS FOCYyAapCTBEHHOro
opraHa, opraHa MecTHOro CaMoyrpaBfiEHUS WKW WUHOIMO0 YMOJIHOMOYEHHOro MM JInLa 3aBepseTcs
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neyvyaTblo rOCydapCTBEHHOro OpraHa, OpraHa MEeCTHOro camoyrnpaBJieHUs C BOCMPOU3BEAEHMEM
FocynapcTtBeHHoro repba Poccuiickon ®epnepauun (repba (repanbamyeckoro 3Haka) cybbekTa
Poccuiickon ®epepaunn, repba (repanbimnyeckoro 3Haka) opraHa MeCTHOro camoynpaBsieHns).

2.13. OcobeHHOCTV MNOArOTOBKMN OTAEbHbIX BUAOB NOKYMEHTOB YCTAaHABIMBAOTCA UHCTPYKLMEN Mo
[leNIonpon3BOACTBY roCy1apCTBEHHOM0 OpraHa, opraHa MecTHOro CamMoyrnpaB/eHus.

I1l. OpraHusaumna poKyMmeHToOobOpoOTa

3.1. B npouecce pokymeHTo0b60pOTa obecneymBaeTcs:

* npmnemMm n nepBuyHasa 06pa60TKa BXOOALWLNX NOKYMEHTOB,

* NMpeaBapuTeNIbHOE PAaCCMOTPEHME BXOASALWMX JOKYMEHTOB;

® pernctpauunsa exogdawmnx, ncxogawmx 1 BHyTpeHHNUX JOKYMEHTOB,

* PAacCCMOTPEHME JOKYMEHTOB PYKOBOACTBOM;

* fJoBegeHmne nOKymMeHTOB A0 NUCMOJSIHNTENen;

® NMOAroToBKa NPOEKTOB NOKYMEHTOB,

® CcornacoBaHune NpPoeKkToB NOKYMEHTOB,

* rnoannMCaHmne NpoekToB AOKYMEHTOB,

e onpegeneHne Mecta XpaHeHUs OOKyMeHTa (Konuu AOKYMEeHTa) U BKJYeHUe OOKYyMeHTa
(konunn pokyMmeHTa) B 4eno;

e 06paboTka 1 oTNpaBKa NCXOAAWNX OOKYMEHTOB.

3.2. DNEeKTPOHHbIN  OOKYMeHTOo06OpOoT roCcynapCTBEHHOr0 OpraHa, oOpraHa MeCTHOro
camoyrpaBJieHUs OCyLLeCTBASAEeTCA C Ucnosib3oBaHuem CI.

NHdpopMaLnoHHbIE CUCTEMbl TOCYAapCTBEHHOrO OpraHa, OpraHa MEeCTHOro camoyrnpaBJfieHUs,
obecneymBalouwme paboTy C OTAENbHLIMA  KOMMJEKCaMXM  OOKYMEHTOB, [AOJDKHbl  OblTb
UHTerpupoBaHbl ¢ C3[ B uensx peanvsaumm GyHKUMM oTHopa AOKYMEHTOB BpPEeMEHHbIX (CBbille
10 neT) 1 NOCTOAHHOI0 CPOKOB XPaHEeHMs ANs nepefayvn Ha XpaHeHne B apXuB rocyAapCTBEHHOMO
opraHa, opraHa MeCTHOr0 CaMOyMnpaB/ieHUs N BblOENEeHUS K YHUYTOXXEHUI AOKYMEHTOB, CPOKMW
XPaHeHNs1 KOTOPbIX NCTEKIN.

3.3. Cnyxxba genonpon3BoAcCTBa FOCyAapCTBEHHONO OpraHa, opraHa MeCcTHOro caMoyrpaBJfieHus,
henonpousBoaMTenn noapasaesieHUn, a TakXe paboTHUKM rocynapCTBEHHOrO OpraHa, opraHa
MEeCTHOro camMoyrnpaBJieHUss B COOTBETCTBUM C NpPeaoCTaB/IEHHbLIMXW UM MpaBamMun obecneymBatoT
BktoYeHne B COLl OOKYMEHTOB (MPOEKTOB AOKYMEHTOB), CBEOEHUN O [OKYMeHTax (mpoekTax
OOKYMEHTOB), CBEAEHUN O PAacCCMOTPEHUN N pe3yJsibTaTax MCNOJIHEHNA OOKYMEHTOB (3anoJsiHEHME
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nonen 3PK).

3.4. [OokyMeHTy (Bxopsfwemy, ucxogsuwemy, BHYTpPeHHeMy) npum BkAYeHUn ero B C3[
NPUCBaMBaeTCA perucTpauMoHHbIn HoMmep. CTpyKTypa perucTpauuoHHOro HoMepa [AOKYMeHTa
onpepenseTcs MHCTPYKLUMEN No AefoNponu3BOACTBY rOCyAapCTBEHHOrO OpraHa, opraHa MeCcTHOro
caMmoyrnpaBiieHUs.

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

3.5. Peructpauus [OOKYMEHTOB (BXOASLUUX, WCXOASLIWX, BHYTPEHHUX) BeldeTCcs B npeaenax
KaJleHgapHoro roga.

3.6. B pokymeHToO60OpOoTe rocyngapCTBEHHOrO OpraHa, OpraHa MeCTHOro camoyrnpaBieHus
BbIAENAIOTCA  AOKYMEHTOMOTOKM:  BxoAsdwme  (NocTynawlwine)  AOKYMEHTbl;  mUcxopsaiwiune
(oTnpaBnseMbie) LOKYMEHTbI; BHYTPEHHME AOKYMEHTI.

B cocTaBe BXOAALWNX N NCXOOALLNX OOKYMEHTOB BblANAITCS:

* [OKYMEHTbl OpraHoB roCydapCTBEHHOW BNacCTW, OPraHOB MECTHOro camMoyrnpasJieHUS;
OOKYMeHThl TEPPUTOPMabHbIX OPraHoOB FOCYAapCTBEHHOIO opraHa B CybbekTax Poccninckonm
depepaumun (Npyn Nx HaAN4YUN);

e [IOKYMEHTbl OpraHu3aumni;

* MapJiaMeHTCKNeE 3arnpochbl N OTBETbI Ha HUX;

* 3anpockl genyTtaToB locypmapcTtBeHHouW Oymbl 1 4dneHoB CoseTa Pepepaunun, OenyTaTosB
3aKOHO4aTesNbHbIX (NpeacTaBUTENbHbLIX) OpraHoB cybbekToB Poccuinckon depepauumn u
OenyTaToB NpeAcTaBuUTENIbHbIX OPraHoB MECTHOr0 CaMoynpaBJ/iIeHNsA U OTBETbl Ha HUX;

e obpalleHns rpa>kgaH, opraHm3auui, 3anpockl rpa)kgaH, opraHn3auuninm o NpenocTaB/eHNN
MHopMauMnm o0 [eATeNbHOCTU rOCYyOapPCTBEHHOrO OpraHa W/wWAM O MNpeaoCcTaBJIEHUN
roCynapCTBEHHbIX YCAYT N OTBETbI Ha HUX;

* [JOKYMEHTbl U3 NMPaBUTENIbCTBEHHbIX U HEMPaBUTENbCTBEHHbIX OpraHuM3auunii 3apyb6exKHbiX
CTpaH 1 apyrve rpynnbl JOKYMEHTOB.

3.7. JlocTaBka ” OTMNpaBka [OOKYMEHTOB B rOCyO0apCTBEHHOM OpraHe, opraHe MeCTHOro
caMoynpaB/iieHUs OCYLWeCTBAAITCA BMAAMM CBA3M: MNOYTOBOW, (henbAberepCckon, KypbepCKon,
VHbIMN BUWAAMMN CneyuunasbHON CBA3U, aKCUMUIbHON, TenerpadgHon, TenedoHHON, NOCPeaCcTBOM
3/IEKTPOHHON no4yTbl, C3[l, CUCTEMbl MEXBEOOMCTBEHHOrO 3JIEKTPOHHOro AOKyMeHToobopoTa
(nanee - M3[0), 4epe3 calT rocygapCTBEHHOro0 opraHa, opraHa MeCTHOro camoynpaBJieHus,
nocpencTtsom enepasbHON rocyfapCTBEHHONW WHMOPMaLMOHHONW cUCTeMbl «EAuHbLIN nopTan
rocyfapCTBeHHbIX W  MYyHUUMNaNbHbLIX ycayr (YyHKUWA)»  W/MAnM  pervoHanbHbIN  nopTan
roCcy4apCTBEHHbIX N MyHULMMAaNbHbIX YCNyr (fanee - NopTan rocyaapCTBEHHbIX YCAYT).

3.8. OpraHusaums paboTbl C 3NEKTPOHHLIMU LOKYMEHTaMu, MOCTYMNaloWUMN U OTNPaBASEMbIMU
nocpeacTsoM M3J0O, OCylWeCTBASETCA B COOTBETCTBMM C  [lOSIOXKEHMEM O cucTeme
Me>XBeOMCTBEHHOI0 3/1eKTPOHHOro AoKyMeHToobopoTalt2.,
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3.9. lMpunem wu nepBuyHas o6paboTka BxOASAWUX [OOKYMEHTOB ocyuecTsnsetca Cnyxbon
0esonpon3BoAcTBa rOCyAapCTBEHHOrO OpraHa, OpraHa MeCTHOro camoynpassieHus. [pnem wn
nepsnyHas obpaboTka 3anpocoB rpakAaaH, OpraHM3auumn O NpenocTaBAEHMN FOCYyAaPCTBEHHbIX
(MYHMUMNANbHBIX) YCAYr MOXeT OCYLLEeCTBAATLCA WHbIM  CTPYKTYPHbIM  MNoApa3feneHnem
rocynapCTBEHHOrO opraHa, opraHa MeCTHOro camoyrnpaBJieHUS.

3.10. Bce nocTynuBLUNE B roCyAapCTBEHHbLIN OpraH, opraH MeCTHOro CaMoyrpaB/ieHUs [OKYMEHThI
Ha ByMa>KHOM HoCcuTesie NoAnexXaT NnepBuYHon 06paboTke, BKOYAIOLLEN:

* MPOBEPKY NPaBWUJIbHOCTU AOCTABKN AOKYMEHTOB;

* MPOBEPKY LIEIOCTHOCTU YNaKOBKN (KOHBEPTOB, MaKeTOB);

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

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

* YHUYTOXXEHNE KOHBEPTOB, MAKETOB WM YNAaKOBKM (33 UCKOYeHNEM obpalleHniA rpakaaH,
OpraHn3aumni N UHbIX OKYMEHTOB 6e3 yKa3aHus AaTbl, @ TakXe B CJlyvasX, eCiim LOKYMEHT
MOCTYMWJI MO3)Ke YKa3aHHOIro B TEKCTE AOKYMEHTA CPOKa UCMOJIHEHMS (AaTbl MeponpusTs)
NN Npu 6ONbLLIOM PAaCXOXXAEHUN Mexay AaTaMu NOANMUCAHUS U NONYYEHUS LOKYMEHTOB);

3.11. OwmnboYHO AOCTaBNEHHbIE OOKYMEHTbLI nepechbiylatoTCA Mo Ha3Ha4YeHWo 1NJin BO3BpallaloTCA
oTnpasuTento. [OKyMeHTbl, NOCTynuBLUME B nospe»(,u,eHHoM yNaKOBKe, TMPOBEPAKTCA Ha
LeJIOCTHOCTb, B TOM 4Hncne Ha Haan4me mexaHn4eCcKmnx nospem,u,eva.

O nosly4YeHun NoAo3pUTENIbHONO NMOYTOBOrO OTMNPABIEHNA OoKNaabiBaeTca pykosoanTento Crnyobbi
[enonpon3BoaAcTBa.

3.12. Mpu obHapy>XeHNN NoBpPeXXOeHNs BXOASALLEro AOKYMeHTa Ha ByMa)KHOM HocuTesie Uan ero
MPUNOXXEHN, NpN OTCYTCTBUM B KOHBepTe (MakeTe) AOKYMeHTa, ero 4acTu WaIn NPUSIOXKEHUN K
HeMy, a TakXe npu OTCYTCTBMM MOAMUCUA Ha BXOASLEM [OKYMEHTe COCTaBAAeTCHs akKT B ABYX
ak3eMnasgpax Ha bymMa>KHOM HocuTene, OAMH 3K3eMMAap akTa BbiCbllaeTcsa OTApaBuTento, 2-n -
npuobLiaeTcs K BXxoAsdleMy OOKYMEeHTY, W nepefaeTcs Ha perncTpaumio m npepBaputesibHoe
paccMoTpeHue.

3.13. KoHBepThbl (MakeTbl), uMewlMe OTMETKY «JIN4YHO», TFpudbl OrpaHnUYeHus [OocTyna K
NOKYMEHTaM, COoAep>XallMM CBeAeHUs KOH(PWUAEHLUMANbHOrO XapakTepa, He BCKPbIBAlOTCA W
nepepatoTCs:

* C OTMETKOW «JIM4YHO» - HEMoCpeACTBEHHO agpecaTy;

e C rpudamun orpaHnNyYeHns fOoCcTyna - B c1y>X0y KOH(hMAeHLnaNbHOro Aefonpon3BoACTBa UK
paboTHUKY Cnyx6bl genonpousBoacTBa, B 0653aHHOCTM KOTOpPOro BxoAuT o6paboTka
OOKYMEHTOB, COAEepXKalLUX CBeAeHNA KOH(UAEHLMalbHOro XapakTepa.

3.14. JJoKyMeHTbl, MNoCTynalowune u3 APYrnux rocynapCTBEHHbLIX OpPraHoB, OPraHOB MECTHOro
camMoynpaBJieHNs, OpraHn3aumin HenocpeaCcTBEHHO B CTPYKTYPHbIE NoApa3feneHuns, Ho Tpebytowume
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paccMOTpPEHNs PYKOBOACTBA, NepeaatoTcs AN perncTpaunm n npeaBapmuTesibHOro pacCMOTPEHUS B
Cny>x6by nenonpon3BoacTBa.

3.15. Ha Bcex NOCTYNMBLWINX OOKYMEHTaX, 3a UCKAK4YeHneM OOKYMEHTOB, MOCTynmBLUNX B q)opMe
SNIEKTPOHHbIX OOKYMEHTOB, npocTaBndaeTca OTMETKa o) noctynneHumm OOKYMEHTa B
FOCY,D,apCTBeHHbIVI opraH, opraH MeCTHOro cCamoyrnpaBJieHUs.

3.16. DNEeKTPOHHble [OOKYMeHTbl, MNOCTynuMBLUME OT APYrnX OpraHmsauMin n rpaxxgaH ro
3/IeKTPOHHON Mo4yTe, nocpenctsom C3M, M3[0, 4yepes calWT rocynapCTBEHHOro opraHa, opraHa
MEeCTHOro camoyrnpassieHus B ceTu «MHTepHeT», MNMopTan rocygapCTBEHHbIX YCyr NPUHUMAOTCS
Cnyx6on nenonpon3BoacTBa UK UHBIM CTPYKTYPHbIM nogpa3sgesieHneM, B 0693aHHOCTN KOTOPOro
BXOAUT oOpraHm3aumsa paboTbl C obpalleHnsaMm M 3anpocaMn rpakAaH M oOpraHumsauum o
npenocTtaBieHnn MHGoOpMaUUM O [eATeNbHOCTM FoCyAapCTBEHHOr0 opraHa, opraHa MecCcTHOro
caMmoynpaBiieHus, 0 NpenocTaBAeHUN roCcyf4apCTBEHHbIX (MyHMUMNANbHbBIX) YCAYT.

3.17. MopsanoK MHPOPMALMOHHOI0 B3aMMOAENCTBUA FOCYyapCTBEHHbIX OPraHoB, OpraHOB MEeCTHOrro
camoynpaBieHusa nocpeactsoMm obMeHa LOKYMeHTaMW B 3/E€KTPOHHOM BuAae, NepeyeHb BWUAOB
KOTOpbIX yTBep>XAaeTcs MNpaBnTensCTBOM PoCCUMNCKON CDep,epameM, 3a ncknw4vyeHmnem obmeHa
3/IEKTPOHHbLIMU JOKYMEHTaMU B paMKaXx npenocTaBsieHns rocy4apCTBEHHbLIX U MyHULUNANbHbIX
yCnyr, ycTaHoBneH MpaBunamm obMeHa OOKYMEHTaAMW B SNEKTPOHHOM BUAE NPW OpraHmM3aymmn
MHPOPMaLIMOHHOIO B3aumMopencTemat n TpeboBaHMAMU K OPraHM3aLMOHHO-TEXHNYECKOMY
B3aMMOOENCTBUIO.

3.18. BbisiBNeHHble B Xo4e MNPOBEPKU HECOOTBETCTBMA SBJATCA OCHOBaHMEM [/ OTKasa B
perucTtpaunmn JoKymMeHTa, GPOpMMPOBaHNA N HanpaBAeHWs OTNpaBUTeNto yeeaomiaeHns ob oTkase B
perncTpaunm C ykasaHnem npuymHbl 0TKasa.

3.19. IHCTpyKUMen No AeNonpon3BOACTBY MOXeET ObiTb NMpefyCcMOTpPeHa pacrneyaTKa 3/eKTPOHHbIX
OOKYMEHTOB C nocsiegylowen opraHmsaumen paboTbl C HAMU KakK C OKYMeHTaMn Ha ByMa>kHOM
HocuTene.

3.20. MNepBryHan obpaboTka [OKYMEHTOB 3aBepPLUAETCA UX pacnpeesieHNeM Ha permcTpupyemsbie u
HeperncTpvpyemble. K OOKyMeHTaM, He noanexalum perucTpaunmn, OTHOCATCA LOKYMEHTbI, He
Tpebylolmne NCNoSIHEHNS U He coaep Kallune MHpopMaunn, KoTopas MoXeT 6biTb UCMOJIb30BaHa B
CNPaBOYHbIX LEensaxX.

3.21. Pernctpauuns BXogsmx n NCXoasaLWmMx JOKYMEHTOB OCYLLIECTBSETCS He3aBUCKUMO OT cnocoba
MX OOCTaBKM oa4unH pa3: B Cnyxxbe genonpomnssoactea B CI3/1, MHOWM MHPOPMALNOHHON CUCTEME NN
WHOM  CTPYKTYPHOM nogpasaeneHumn rocyoapCTBEHHOro0  oOpraHa, oOpraHa MeCTHOro
caMoynpaB/ieHus, eC/qin Ha Hero Bo3a0)XeHbl 06543aHHOCTM N0 perncTpaunm n opraHmsaymnm paboThl
C OTAEeNIbHbIMU BUOaMN OOKYMEHTOB.

3.22. Pernctpaumsi BXOASWMX OOKYMEHTOB OCYLLECTBISETCS B [AeHb WX MOCTYMJIEHUS WAN Ha
cnepyowmii pabounii AeHb, ecnn 3akoHoAaTeNbCTBOM Poccuiickon ®denepaumm He yCTaHOBJIEHO
nHoe.

3.23. CBegeHnsa o BxoasweM [OKyMeHTe BHocATca B DPK C3[ wvnan perncrtpayMoHHO-YYEeTHYIO
opMy Ha ByMa>KHOM HoCuTesne, a MOCTYMUBLLUEMY OOKYMEHTY MPUCBAaMBAETCH PErucTpaunoHHbIN
HoMep.

3.24. [OKyMEHTbl, NoCTynuelIne Ha OyMa)kHOM HoCUTesNe, CKaHUPYITCHA, I/EKTPOHHas Konus
OOKYMeHTa BKYaeTcsa B C3[ v npucoeanHsaeTca Kk 9PK nokyMmeHTa.

3.25. B uengax aBToMmaTumsaumm npncoegnHeHmMA 3J'IeKTpOHHOIZ KOMnMn AOKyMeHTa K 9IPK, a TakxXe ons
obecneveHns 6bICTpOFO noncka 3J'|eKTpOHHOI7I KON OOKYMEHTa B cao4 rocygapCcTtBeHHOro opraHa
MOXEeT NCMNOJIb30BaTbCAd LUTPMNXOBOE KOONPOBaHME.

3.26. Pernctpauus (y4eT) a/1IeKTPOHHbIX A0OKyMeHToB B C3J rocynapCTBEHHOro opraHa, opraHa
MeCTHOIro camoynpassieHus - y4acTHMKa M3[0 ocyuwecTBAAeTCs B COOTBETCTBUM C UHCTPYKLMEN NO
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[enonpon3BoACTBY roCcyapCTBEHHOr0 opraHa, opraHa MeCcTHOro CaMoyrnpaB/ieHNs, YYUTbIBAOLLEN
TpeboBaHUs, yCTAHOBJIEHHbIE YMOJIHOMOYEHHbIMM (enepasbHbIMU OpraHaMn WCMOJIHUTENIbHON
BJIaCTU B cchepe MeXBeLOMCTBEHHOMO 3/1eKTPOHHOro AoKyMeHToo6opoTa*él,

3.27. [OKYMEHTbl Ha MHOCTPaHHbIX fA3blKax, MOCTYMNUBLUME B rOCYAAPCTBEHHbIA OpraH, oprax
MEeCTHOro camoynpaBJieHUs nocne peructpauum B Cnyxbe penonpousBoacTBa NepeparoTcs B
COOTBETCTBYlOLLEE NoApa3feneHne unm paboTHUKY rocydapCTBEHHOro opraHa, opraHa MeCcTHOro
caMoynpaBJieHuUss ANs rnepesofa W nocneaytoulen nepenayn Ha pacCMoTpeHne pykoBoacTea. MHas
KOPPEeCcnoHAeHUNs Ha WMHOCTPAHHbLIX A3blKax MepefaeTcs Mo Ha3HAYeHWI HemnocpenCcTBEHHO B
CTPYKTYpPHble NoApa3aesieHus.

3.28. [LOKyMeHTbl, NOCTYNMBLUNE B rOCyAapCTBEHHbIM OpraH, opraH MeCTHOro CaMmoyrnpaB/ieHUs
noanexaTt npeaBapuTenbHOMY pacCMOTPEHUID B Uensax pacnpegenieHns OOKYMEHTOB Ha
OOKyMeHTbl, Tpebyolune pacCMOTPEHMSA PyKoBOAMTEsNeM [OCYyAapCTBEHHOrO OpraHa, oOpraHa
MEeCTHOro camMoyrnpaBJfieHUs, 3aMeCcTUTENsAMN PYKOBOAUTENA roCcyfapCTBEHHOrO opraHa, opraHa
MeCTHOro camMoyrnpaBJflIeHUS B COOTBETCTBUM C UX KOMMETEHUWEN, U AOKYMEHTbI, HanpaBasieMbie
HenocpenCTBEHHO B CTPYKTYpPHbIE noapa3fesieHuns.

CocTas OOKYMEHTOB, nogneXawunmx npegsapntesiHOMY paCCMOTPEHUIO B roOCyJapCTBEHHOM OpraHe,
opraHe MeCTHOro camMoynpaBsieHNna MOXeT ObITb KOHKpPEeTun3nposaH B WHCTPpyKUUK MO
nenonponssoncTBy.

[oKyMeHTbl, TpebylouMe CpPOYHOro PacCMOTPEHUS, a TakKXe TeslerpaMmbl U TenedoHOrpaMmbi
nepenalTCsl PyKOBOACTBY Ha pacCMOTPEHMe He3aMeaINTEesbHO.

3.29. Pe3ynbTaTbl PaCCMOTPEHNA OOKYMEHTA PYKOBOAMUTENIEM rocyfapCTBEHHOro opraHa, opraHa
MeCTHOro caMoyrpaBJieHUs, ero 3aMmecTuTeNnaMn, pyKoBoaAUTENaMM nogpasgeseHnin opopMasaoTcs
B BUAE pe3osiioumni (mopydeHnn).

CeefieHMs 0 pe3osiounn (UCMOSIHUTENb, COAdEeP)XaHWe MOPYYEHUs, CPOK UCMOSIHEHWS) BHOCSATCS B
9PK C3[1, nocne 4ero UCNOJHUTENN MOJIyHaloT AOCTYN K 3/eKTPOHHOMY AOKYMEHTY (3/1IeKTPOHHOM
KOMUW [OKYyMeHTa).

3.30. [JoKyMeHTbl, NnocTynatwuwme Ha BymMakHOM HOCUTENE, MOCNE UX PerncTpauuun, BKIAKOYEHUS B
C3[1 B BUAE 3/IEKTPOHHbIX KOMUIM N PaCCMOTPEHUS PYKOBOACTBOM NepenarTCsa B COOTBETCTBYOLME
CTPYKTYpHbIe nogpa3sgesieHns Ha NCnosHeHne (B Csly4yae Ha3Ha4YeHMs HECKOJIbKUX NCMOJTHUTeNen -
Mo MecTy HaxX0XXAEeHNSA OTBETCTBEHHOIr0 UCMOMHUTENS) UK ocTatoTcA B Cny>xbe nenonpon3BoacTBa
N NOCNe WCMOJIHEHMS BKJKOYaAlOTCA B [Aesla B COOTBETCTBMW C HOMEHKJAATypon gen
rocynapCTBEHHOrO opraHa, opraHa MeCTHOro camoyrnpaBJiIeHUS.

3.31. CTpykTypHble nopgpasgeneHna (paboTHMKK) rocyaapCTBEHHOro0 OpraHa, opraHa MeCTHOro
caMoynpaB/ieHUs, Ha3HaYeHHbIE B KA4eCTBE UCMOJIHUTENIEN N0 AOKYMEHTY (MOpYYeHMI0), MoayyatoT
0OCTYyNn K JOKyMeHTy U ero 3PK B C3I1 rocynapCTBEHHOro oOpraHa, opraHa MeCTHOro
CaMoynpaBieHUSA U OpraHnU3yoT paboTy C AOKYMEHTOM.

3.32. MNMocne NpUHATNA pyKoBoAUTENIeM pPeLUeHNs Mo UCMOSIHEHUIO AOKYMEHTa, NOoCTYnmMBLLEero no
M20, ona uHdopMMpoBaHUS opraHusaumn-oTnpasuTens Cny>xbon genonpons3BoACTBa AOJIKHO
ObITb CHOPMUPOBAHO YBEAOMJIEHNE O MPUHATUN LOKYMEHTa K WCMOJIHEHMIO, @ B CJlydae CMEHbI
OTBETCTBEHHOI0 UCMNOJHUTENSA (MCMONIHUTENSA) B XO0O€ NUCMOJIHEHUS AOKYMEHTa - yBedoMmaeHune ob
N3MeHeHUn xoma ncrnonHeHnat,

3.33. [OOKyMeHTbl, nMnoAroToBJIeHHble B TOCYyJapCTBEHHOM oOpraHe, opraHe MeCTHOro
camoyrnpaBJ/ieHUs, 3aBU3NPOBaHHble BCEMU 3aUHTEepPecoBaHHbIMW AuUaMU U MOAMNUCaHHbIE
pykoBoaAuTeNEM WIN UHBLIM YNOJIHOMOYEHHBLIM UM JINLOM, BKJoYaTca B CIOL rocyaapCTBEHHOro
opraHa, opraHa MeCTHOro caMmoynpaJfieHus.

Mpn BKAOYEHUM UCxoasdwero gokymeHTa B C3/[1 cBegeHUsa o AoKyMeHTe ¢dukcmpyroTca B IPK, K
KOTOPOW NPUCOEAVNHAETCA /IEKTPOHHAsA KONusA OTNpaBaseMoro 4OKyMeHTa.
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Konus goKyMeHTa Ha ByMa)kHOM HoOCUTesie C BM3aMu [OJIKHOCTHbIX JINL, MOMeLlaeTcss B Aefo B
COOTBETCTBMW C HOMEHKNATypoh fOen rocyfdapCTBEHHOro OpraHa, oOpraHa MeCTHOro
camoynpaBieHus.

3.34. MNMepen BKAOYHEHMEM UCXOAAWMX OOKYMeHTOB B C2[1 Cnyxba genonpoussBoncTBa nNpoBepseT
MPaBWbHOCTb O(OPMJIEHNA LOKYMEHTOB (B TOM 4uCse Haau4me noAanucen, BU3, NMPaBUIbLHOCTb
HanMcaHuss afpecoB), CBePSeT CCbUJIKY Ha PerucTpauuoHHbIA HOMep W AaTy MNOCTynuBLLEro
OOKYMEHTa, a TakKXe HaJinyme yKasaHHbIX B UCXOAALLUMX OOKYMEHTaX MPUoXKeHnn, COOTBETCTBUE
KOJINYECTBA 3K3EMIMISPOB KOJIMYECTBY aApecaToB MO yKasaTeslo PacCbi/IKN, Hann4yne oTMeTkn ob
ncnonHuTene.

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

3.36. [lpn peructpaumn [OKyMeHTa, MpefHasHayeHHoro nsa otnpaBkym no M3400, B C3[
oTnpaBuTens  OO/DKHbI  (POPMUPOBATLCA  CBeAeHUsd, YCTaHOBAEHHble TpeboBaHuaMU K
OpraHn3aunOHHO-TEXHNYECKOMY B3avMopencTemio e,

3.37. 3PK, co3paHHas B C3[] npy NoAroTOBKe NpoekTa AOKYMEHTa, NMpu perucTpaumnm Ncxoaaero
[OKYMEHTa [OMNONHAETCS cBeAeHNs MU 06 NCXOASILLEM AOKYMEHTE.

OTnpaBke apgpecaTtamM noasexaT [LOOKYMEHTbl, O(OpMNEHHbLIE B COOTBETCTBUM C MpaBuiamMuy,
YCTAHOBJIEHHbIMU WHCTPYKUMEN MO [AesIonpov3BOACTBY rOCyAapCTBEHHOrO0 opraHa, opraHa
MeCTHOro camoyrnpasieHuns, MOoAMMCaHHble PYKOBOAUTENIEM FOCYyAapCTBEHHOrO OpraHa, opraHa
MEeCTHOro camMoynpaBieHUs WM WHbIM  YMOJHOMOYEHHbIM UM  JINLUOM, BKJIIOYEHHble U
3aperncrtpupoBaHHble B C3/1.

3.38. O6paboTka KOppecnoHOeHUUWU ANA9 OTMPaBKWM MNOYTOBOM CBA3bID OCYLECTBAAETCA B
CooTBeTCTBMM C [paBUIaMmM OKa3aHWUa ycayr noyTosoin ceasn™?, npu oTnpaske cnewLcBasbio - B
COOTBETCTBMU C TpeboBaHUAMMN, NPEeAbABIAEMbIMN K COOTBETCTBYIOLLMM BUAAM CMeELCBSA3N.

3.39. [JOKYyMeHTHI, He nmMmerLine aﬂ,peCHOIZ HacTn, NMPUHNMaKOTCA Ha OTrNnpaBKY C
conposoanTeNlbHbIMMN  MUCbMaMW (3a wvckYeHneM Konun pacnopaanTenbHbIX OOKYMEHTOB,
HanpaBJiseMbIX B NoaBeAOMCTBEHHbIE opraHmaau,mm).

HenpaBuibHO 0OGOPM/IEHHbIE [OKYMEHTbl M KOPPEecrnoHAeHUMs Hecsy)KebHoro xapakTepa K
OTMNpPaBKEe He NPUHUMAIOTCSA U BO3BPALLAOTCS UCMOSHUTESIO.

3.40. OTnpaBKa AOKYMeHTOB Mo M300 foJsi>KHa OCyLLEeCTBAATbCA B COOTBETCTBUMU C TpeboBaHuamMuM
K OpraHm3aunoHHO-TEXHNYECKOMY B3aumogeicTauot,

MNMepen oTNpaBKoOM AOKYyMeHTa rno M30 fosxHbl OblTb MPOBEPEHbLI KOMMJIEKTHOCTb TPAHCMOPTHOIoO
KOHTelHepa 1 AeNCTBUTENbLHOCTb 3/IeKTPOHHbIX MNOAMNNCEN, BXOASALLINX B ero COCTaBb.

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

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

3.43. [locblIsIKa nnun 3aMeHa paHee OTrnpaBJIEHHOIO 3JIEKTPOHHOIO AOKYMEHTa OCYLLeCTBAAETCA Mo
YKa3aHWio nnuda, nognmcaslero JOKyMeHT.

3.44. PelwieHue o crnocobe [OCTaBKM OOKYMeHTa ajapecaTy MPUHUMAETCS WCMNOJIHUTENeM Mo
cornacosaHumto co Cnyx6oi [enonpovM3BOACTBa rOCyAapPCTBEHHOrO OpraHa, opraHa MeCTHOro
camoynpasJieHus.

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

3.46. Mo BbIbOpPY 3asiBUTENEN roCydapCTBEHHLIA OpraH, opraH MeCTHOro caMoynpaB/ieHus
npenocTaBnseT MHGopMaLuio B (OpMe 3JIEKTPOHHLIX [JOKYMEHTOB, MOAMUCAHHbLIX YCUIEHHOMN
KBaJIMPULINPOBAHHON 3/IEKTPOHHOM MOAMNUCHLIO, HE3AaBUCMMO OT (POPMbl UM cnocoba obpalleHuns
3aABUTENIEN, 33 UCKJIOYEHNEM CJIYYaEB, eC/IN NHOW MOPSAA0K NMpPeaoCcTaB/ieHns Takon NHGopMaLInmn
yCcTaHoBJIeH dhefiepasibHbIMU 3aKOHAMWN WU MHBIMU HOPMATUBHBLIMU NPABOBLIMU aKTaMun Poccuinckom
depepaLnu, perynpyoLMI NPaBoOTHOLLEHWNSA B YCTaHOBNEHHOI cihepe aesTensHocTu?2,

3.47. FocynapCTBEHHbLIA OpraH, opraH MeCTHOro camoyrnpaBneHuss obssaH MpenocTaBAATb MO
BbIbOpYy 3aaBuTenen uHdopmauunio B HOpMe 3/IEKTPOHHbIX OOKYMEHTOB nocpenctsoMm [lopTana
rocyfapCTBEHHbLIX YCAyr B COOTBeTCTBMM C defnepasbHbiM  3akoHOM «O6 opraHmsaumu
npenoCTaBNeHNS rOCYyAAPCTBEHHbIX U MYHUUUMAJbHbBIX YCYr», eCcnv pefepasbHbIMU 3aKOHaMU Uin
MPUHUMAEMbIMW B COOTBETCTBUM C HUMWU HOPMATUBHLIMW MPABOBbIMKA aKTaMu Poccunckon
depepaumn He yCTaHOBJIEHO UHOE.

3.48. Ha nocTynuellee B rocygapCTBEHHLIN OpraH, opraH MecTHOro camoynpassieHns obpalleHune
rpa>kgaHuWHa, opraHmM3auun, copep)xkallee npensioKeHne, 3asaBieHMe unm >xanoby, KoTopble
3aTparnmeBaloT MHTEpPeCbl HeonpeaeseHHOro Kpyra auu, B YaCTHOCTU Ha obpalleHue, B KOTOPOM
ob>xxanyetcs cynebHoe pelleHne, BbIHECEHHOE B OTHOLLUEHUN HeOMpeaeneHHoro Kpyra auu, oTBeT, B
TOM Yncne c pa3bscHeHMeM nopsaka ob)xanoBaHusa cynebHoro pelleHns, MoXeT BbiTb pa3sMeLleH
Ha oduuUMaNbHOM CalTe rocygapCTBEHHOro OpraHa, OpraHa MeCTHOro CaMoOyrnpaBJ/ieHUs B CeTU
<<|/|HTepHeT>>@.

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

3.50. MpaBnnbHO oOgOpMJIeHHbIE U COrjlacoBaHHble C 3auHTepPeCcOoBaHHbIMU NULLAMU, MPOEKThbI
MPaBOBbIX aKTOB rMepenarTcd Ha noanmcb PYyKoOBOAUTENHO FoCcyaapCTBeHHONo opraHa, opraHa
MeCTHOro camoynpasneHmsa nim NHOMy ynoJiIHoOMoO4eHHOMY UM numuy.

3.51. lMopnucaHHble MpaBoBbie aKTbl (MOCTAHOBAEHUS, pPELIeHUs, MPUKasbl, pPacrops>KeHUs)
PErnCTPUPYIOTCA B A€Hb NOAMUCAHUS UM Ha cneanylownin pabovnii geHsb.

B BMAE 3MEKTPOHHbLIX KOMWIA TMpaBOBble aKTbl FOCYAAPCTBEHHOrO OpraHa, opraHa MeCTHOro
camoynpaBsieHns BkJo4vatoTcs B CI3[ rocyfapCTBEHHOro OpraHa, 3a MCKJOYeHWEM MNpaBOBbIX
aKTOB, CoAep>XKaLlMX CBEAEHMNs OrpaHNYeHHOro AoCcTyna.

3.52. TIoAIMHHUKWN MNPaBOBbIX aKTOB (OPMUPYIOTCHA B Aesla Ha OCHOBAaHUWM HOMEHKJATypbl Aen
rocyfapCTBEHHOro opraHa, opraHa MeCTHOro caMoyrpasJfieHUss B COOTBETCTBUW C MNYHKTaMu
6.23-6.24 lNMpaswun 0esonpon3BoACTBa.

NcnonHuTenn ©n  nvua, Ha3HAYeHHble B KAayecTBe  WUCMOJNIHUTENeil,  OOJ/KHbl  ObiTb
NPOVHMOPMUPOBaAHbI O MOAMNCAHHbIX MPUKa3ax, PAacrops>KEeHUSIX.

3.53. [lpoTokoabl 3acedaHnin, COBelWlaHWN KOJIIernasibHbiX, COBelWlaTe/lbHbIX, METOANYECKUX,
npencTaBuUTEsIbHbIX N MHbIX MOCTOSAHHbIX WM BPEMEHHbLIX OpPraHoB peructpupytotca B Cnyxxbe
nenonpousBoAcTBa WM cekpetapaMu (MHbIMM paboTHMKaMWU, B AOJHKHOCTHble 0653aHHOCTMU
KOTOPbIX BXOAWT BeOeHMe [esIoNpoM3BOACTBA COOTBETCTBYIOLLErOo OpraHa), Mo KaXgomy BuAY
MPOTOKOJ/I0B OTAESIbHO.

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

Konuu npoToKo10B (BbIMUCKX M3 NPOTOKOJIOB) B 3JIEKTPOHHOI (hopMe A0BOASTCSA A0 CBEAEHMS BCeX
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4/IEHOB COOTBETCTBYIOLLEro OpraHa 1uav pasmeLLalnTcs Ha 31eKTPOHHOM MHOPMAaLIMOHHOM pecypce
rocyapCTBEHHOr0 OpraHa, opraHa MecTHOro camoyrpaB/ieHus.

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

3.56. YYeT Koin4yecTBa AOKYMEHTOB, NMOCTYNUBLLNX, CO3AaHHbIX, OTNPABJ/IEHHbIX 3a onpeaesieHHbI
nepuos BPEMEeHW, MOXeT TMPoBOAUTLCA MO rOCYAapCTBEHHOMY OpraHy, OpraHy MeCTHOro
caMoynpaBJsieHUss B LeJSIoM, MO0 OTAEeJSIbHbIM CTPYKTYPHbIM MoApa3feneHnsM, Mo rpynnam
IOKYMEHTOB, B TOM 4uC/Je, TMOAJIMHHMKAM WU KOMWAM, KOPPEeCnoHAEeHTaM, AeNCTBUAM,
NPOV3BeLEHHbIM C AOKYMEHTaMu, N APYyruMm napameTpam, HeobxoauMbIM AN aHanv3a paboTbl C
IOKYMEHTaMU B LieIAX ee COBEPLUEHCTBOBAHUS.

3.57. Mpun y4yeTe ob6bbemMa [oKyMeHTOOOOpPOTa MNOACYMTLIBAETCA KOJINYECTBO [OKYMEHTOB
BblAENIEHHOW Trpynnbl. Y4eT KoAM4YecTBa [OKYMEHTOB MPOBOAMTCA MO AaHHbiM C3[, WHbIX
pPerncTpaunoHHO-Y4YEeTHbIX (QOPM.

3.58. 3a eagnHnuy y4eTa KoJindiecCcTBa AOKYMEHTOB NMPUHNMaeTCA 3K3eMNNIApP AOKYMEHTa (MO gNMHHNK
WAN  KOMuUs, ecsnm KOomnusa - eaNHCTBEHHbIN aK3eMnnAap JJ,OKyMeHTa). Konun [OOKYMEHTOB,
CcO34aBaeMble ONA pacCCblJIKN UIN BHYTpPeHHEero Mncnojib30BaHWUA, Mnpwu HeobxoaAMMOCTU nX ydyeTa
noACHUTbLIBaAOTCA OTOE/IbHO.

Mpun yyeTe ncxoasmnx JOKYMEHTOB CONPOBOAMTENbHOE MUCbMO U NpUlaraemMble K HeMy NOKYMEHTbI
NPUHUMAIOTCS 3a OAUNH [OKYMEHT.

3.59. laHHbIe 0 KoNn4ecTBe AOKYMeHTOoB 0606uatoTcs (C HapacTaloWwmMM NTOroM), aHan3npyoTCs
N NpencTaBAAOTCA PYKOBOOAMTENO rOCYAapCTBEHHOrO opraHa, opraHa MecTHOro caMoyrnpaBfieHns
NN MHOMY YMOJHOMOYEHHOMY MM MUY B BUAE CMpPaBOK (CBOAOK, OTYETOB) CTAaTUCTMYECKOro U
aHaJZIMTNYECKOro XxapakTepa C yCTaHOBJIEHHOW NEPUOANYHOCTbIO (Mecsu, KBapTaJs, noayroaue, ron).

IV. YnpaBneHue B OKyMeHTaMM B CUCTEME 3JIeKTPOHHOIro A O0KyMeHToobopoTa

4.1. JocTtyn K pabote B C3I rocygapCTBEHHOro opraHa, opraHa MeCTHOro camoynpaBJ/ieHus
OOJDKHbI UMEeTb TOJIbKO 3aperucTpupoBaHHbIe MoJib30BaTe .

4.2. BknwoyeHne pokyMmeHToB B C3[ ocywecTBnseTcs nocpencTBoM 3anosHeHus nonein IPK,
CO34aHUS 3JIEKTPOHHOM KOMUU [AOKYMeHTa (CKaHWpOBaHMA), eCcinm [OKYMEeHT Obll co3haH Ha
ByMa>KHOM HoOCuUTene, MNpPUCOeOUNHEHNS 3NEKTPOHHOW Konum AokyMeHTa K IPK, pasmeleHuns
OOKyMeHTa B cooTBeTcTBYlOWen C3[] B COOTBETCTBUN C €€ KIaCCUPMKaALNOHHON CXEMON.

4.3. B xopme pacCcMOTpeHMa OOKYyMeHTa, noajiexawero WCMoJIHEHUI, pPYKOBOACTBOM
rocyfapCTBEHHOro OpraHa, opraHa MecTHOro caMoyrnpaB/ieHUSA UM B XO4€e COr/lacoBaHMA NpoeKkTa
OOKYMeHTa, 3anoJIHAITCA cooTBeTcTByoWwMe nong 3PK. B pesynbTaTe corsiacoBaHWs MpoekTa
OoKyMeHTa B C3[] chopMumpyeTca NMNCT CorsiacoBaHus.
4.4. MNpw BkoveHun B C31 BXOoOAWMNX AOKYMEHTOB, NX pernucTpaummn, pacCMOTPEHUN U UCTIOSTHEHUN
B DPK BHOCATCA crieaylowime cBejeHns 0 AOKYMEHTE:
1) HamMeHOBaHMe TroCyfapCTBEHHOrO oOpraHa, opraHa MeCTHOro camoynpasJieHns,
opraHu3aunm (KoppecrnoHaeHTa);

2) HanuMeHOoBaHue BUAa [oKyMeHTa?4;

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

5) hamnnng n nHnymanel nnua, NOANMUCaBLUEro LOKYMEHT;
6) maTa NOCTYNAeHnsA OOKYMEHTa;

7) BXOAAWMNINA perncTpaumnoHHbIN HOMep;

8) cnocob foCTaBKU AOKYMEHTa;

9) 3arosIoBOK K TEKCTY (KpaTKoe cogep>XaHne goKyMeHTa);
10) KOIM4eCTBO IMCTOB OCHOBHOIO AOKYMEHTa;

11) oTMeTKa O NpPUAOKEHUN (KONMYEeCTBO MNpuaoXeHun, obuiee KONAMYeCTBO JIMCTOB
NPUIOXKEHNN);

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

13) pesontouma (MCNoHUTENb (MCMONHUTENN), NOPYyYeHue, OO/DKHOCTHOE uuo, fasBliee
rnopy4deHune, nata OPMMPOBaAHNSA NMOPYHEHUNS);

14) CcpoK NCNOAHEHUS OOKYMEHTa;

15) nHgekc gena rno HOMeHKaType aen;

16) ceeneHns o nepeagpecaunm JOKYMEHTa;
17) oTMeTKa 0 KOHTpoJE;

18) rpud orpaHmyeHna JoCTyna K 4OKYMEHTY;
19) cBeneHuns 06 31eKTPOHHOM NOAMUCK;

20) pe3ynbTaT NPOBEPKM 3NEKTPOHHON noanncnt?>’;

21) 3NEeKTPOHHbIN agpec KOpPeCnoHOeHTa;

22) CCbIIKM Ha ann nocTynuBllero AOKyMeHTa W dann (dannbl) nNpuioxxeHus

(MpuNoXXeHnn) K LOKYMEHTY.

4.5. Mpn BkaYeHUn B COO ncxodsawmx AOKYMeHTOB B DPK BHOCATCA clefylolive CBeAeHUs o
OOKYyMeHTe:

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

2) haMuans n MHULMabl T1LUa, NOANMUCABLUEro NOKYMEHT;

3) HanMeHOoBaHMe BUAa fOKyMeHTa?%;

4) naTa NOKYMEHTa;

5) perncTpaLUnoHHbIN HOMEP AOKYMEHTA;

6) 3aro/sIoBOK K TEKCTY (KpaTKoe cogep>XaHne goKyMeHTa);

Page 13 of 32



MpaBuna penonpouMsBOACTBa B rocyAapCTBEHHbIX OpraHax, opraHax MecTHoOro camoynpas,
OnybankoBaHo Ha canTte PepepanbHoe apxmBHoe areHTcTBO (http://archives.ru)

7) cBegeHUs O CBfI3aHHbIX [OKyMeHTax (HauMeHoBaHMe BuAa [OOKyMeHTa, pAaTa,
perncTpaunoHHbIA HOMep, TUN CBA3N);

8) KONM4eCcTBO JINCTOB OCHOBHOIO JOKYMEHTAQ;
9) nHpeKc nena no HOMeHKNaType nen;

10) oTMeTKa O nNpPUIoXKEeHUN (KONMMYECTBO MNPUIoXKeHUN, obliee KOAMYeCTBO JIMCTOB
MPUI0XKEHUIN);

11) rpund orpaHnU4eHnsa OocTyrna K JOKYMEHTY;
12) nogpasgeneHne - OTBETCTBEHHbIM UCMOJIHUTEb AOKYMEHTA;
13) ceepeHnsa 06 31eKTPOHHON MOAMNUCK;

14) ccbinkn Ha pann oTnpaBaseMOro JAoKyMeHTa W ann (dannbl) NpunoxeHus
(MpUNoXXeHnn) K LOKYMEHTY;

15) 3/1eKTPOHHbLIN afpec KOppecnoHOeHTa;

16) cnocob pgocTaBKM OOKYMEHTa agpecaTy.
4.6. MNpwn BkAoYeHUN B COLl BHYTPEHHUX OOKYMeHTOB B 3PK BHOCATCA cnepyiowme csegeHusa o
nokymeHTe?:

1) HanmMeHoOBaHWe NoapasaesieHns, MOAroTOBUBLLErO MPOEKT AOKYMEHTa;

2) HanMmeHoBaHWe BUOa OOKYMeHTa60;

3) naTa OOKYMEHTa;

4) perncTpaynoOHHbIN HOMEP AOKYMEHTA;

5) rpug orpaHnYeHus oocTyna K AOKYMEHTY;

6) hammnna n nHuymanel nnua, NOANMUCaBLUEro LOKYMEHT;

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

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

9) noapasgeneHme (LOMKHOCTHOE NINLO) - UCMONHUTENb (OTBETCTBEHHbIM WUCMNOJHUTEND)
OOKYMeHTa;

10) KoIM4eCcTBO IMCTOB OCHOBHOIO AOKYMEHTa;

11) oTMeTKa O MNPUIOXKEHUN (KONNYEeCTBO MpuaoXeHUn, obliee KoAM4YeCcTBO JINCTOB
NPUNOXKEHNN);

12) nHgekc gena rno HoOMeHkKaType oen;

13) pesonounsa (ucnoaHuTesnb (MCMONHUTENN), MNOpyYeHMe, paTa WCNOJIHEHUs, pfaTa
(hopMNPOBaHUSA NMOPYYEHUSA);
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14) oTMeTKa 0 KOHTpPOJIE;
15) ccbinkm Ha danna nocTynuBLUEro p[okyMeHTa u  dann  (dannbl) MNpUIoKeEHUS

(MpuNoXXeHnn) K LOKYMEHTY.

4.7. Mpwn BkAoYeHnn B CI[, obpalleHnin rpakaaH, opraHm3auni n oTeeToB Ha obpalwieHnsa B IPK
BHOCATCA ciefyolme cBegeHns:

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

2) HanMeHoBaHMe opraHm3aunm - agpecaTa;

3) paTa obpaweHna rpaxgaHnuHa, opraHusauun;

4) perncTpaunoHHbIn HoMep obpaweHuns (ana obpaweHnit opraHnusaumn);

5) maTa conpoBoAMTENIbHOrO OKYMEHTa (B CilyYyae nepeagpecaunm obpalleHuns);

6) moaTa nocTynaeHnsa obpalleHns rpa>kgaHnHa, opraHmsaunm;

7) BXOAALWWNA pErncTpaunoHHbIN HoMep;

8) KpaTKoe coaep)xaHune obpalleHns rpa>kgaHuHa, opraHnu3aunm;

9) KOIMYECTBO IMCTOB OCHOBHOIO AOKYMEHTAa;

10) oTMeTKa O NpPUIOXKEHUN (KONMYEeCTBO MNpuaoXeHun, obuiee KOAMYECTBO JNIMCTOB
MPUIOXKEHUN);

11) cBefmeHMA O CBSA3aHHbIX [OOKYMeHTax (HaumMeHoBaHMe BUAa [OOKYMeHTa, AaTa,
PErncTPaLMOHHbLIAN HOMep, TUM CBA3M, B T.4. CBEAEHMA O npeabiaylimx obpalleHusax B
cnyvae, ec/iv faHHoe obpalleHne NoBToOpHoOE);

12) pesonwouma (McnosHMTeNb (MCMOAHUTENN), NOPYyYeHUe, OO/HKHOCTHOE NMuUOo, AaBliee
rnopydeHune, naTa pesosounn);

13) CpoK NCMONHEHNSA OOKYMEHTA;
14) nHpekc gena no HOMeHkKNaType aen;

15) cBepmeHus o nepeagpecaunm obpalleHusa rpakgaHwHa, opraHusauumn (gaTta, HoMep
CONpPOBOAUTESILHOIO OOKYMEHTA; HauMeHOBaHMe opraHa BaacTu, opraHmsaummn

16) oTMeTKa 0 KOHTpOJIE;

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

18) pe3y/ibTaT NPOBEPKU 1eKTPOHHOM noanucnté;
19) 5NeKTPOHHbIN afgpec KoppecrnoHAeHTa (rpakgaHuHa, opraHusaunm);
20) NoYTOBLIN agpec KoppecnoHAeHTa (FpakAaHWHa, opraHusauun);

21) BONpPOC N0 TEMATUYECKOMY KlaCCUPUKATOPY;

22) CCbIIKM Ha (paln nocTynueLiero obpalweHus u dann oTeeTa Ha obpalleHue.
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4.8. [OONONHUTENIbHO K YKa3aHHbIM CBeAEeHUWsM O BXOAAWMX, WUCXOAAWUX U BHYTPEHHUX
OOoKyMeHTax, obpalleHnn rpaxaaH, opraHusauni B 3PK C31 MOryT BHOCUTLCH UHbIE CBEAEHUS.

4.9. MNpn BKIOYEHUN [OKYMEHTOB W MPOEKTOB AOKyMeHToB B C3[I, a Takxe npu BKJOYEHUU
cBefleHuln B PK B mpouecce »XM3HEeHHOro LuKaa OOKYMEeHTa WCMOJIHUTENN OOJ/IKHbI CO34aBaTb
CBAA3U JAHHOro AOKYMeHTa (MpoeKTa AOKYMeHTa) C APYrMMM AOKYMEHTaMu N NyHKTaMn NopyyHeHnn.

Mpn co3zpaHun CBA3EN OOKYMeHTa (MpoekTa AOKYMeHTa) C ApYrUMMm AOKYMEHTaMM UCMOoSib3yeTcs
CrNpaBOYHUNK TUMOB CBSA3EN.

4.10. B uensx pasmelleHns ookymeHToB B C3/1, noncka AOKYMEHTOB, Be4eHNs CrpaBo4YHON paboThl
Nno AOOKYMeHTaM, BKJOYeHHbIM B C3[], MCNOMb3YIOTCA KAacCUPUKaTopbl U CNPaBOYHUKU, B TOM
yucne:

* KJlaCcCM(UKATOPbI: KOPPECNOHAEHTOB, BUAOB LOKYMEHTOB, CTPYKTYPHbIX MoApasaefeHunin
rocygapCTBEHHOro oOpraHa, opraHa MeCTHOro CaMOyrpaBieHUsl, HOOJ/DKHOCTHbIX JnL,
rocygapCTBEHHOro OpraHa, OpraHa MeCTHOro CaMoynpaBJ/ieHWUs, WCNOJHUTENen o
OOKYMeHTaM;  TeMaTuyeckuih  (BOMpPOCOB  AeATesNlbHOCTWM),  HOMeHKJaTypa  Aen
rocygapCTBEHHOro opraHa, opraHa MecTHOro caMoyrnpaB/ieHuns;

® CMPaBOYHUKW: CPOKOB WCMOJIHEHMS, pe3osounin (NOpPyYeHUin), 3S/IEKTPOHHLIX agpecoB
NMOCTOSAHHbIX KOPPECNOHAEHTOB, WabfloHOB 6/1aHKOB AOKYMEHTOB U LWIabJIOHOB AOKYMEHTOB,
TNUMNOB CBA3EN C APYrMMKN OOKYMeHTaMK (CBA3aHHbIMW AOKYMEHTaMM).

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

5.1. KOHTpPO/Ib MCMOJIHEHUSI OOKYMEHTOB (MOpPYyYeHWin) BeAeTCs B LensaX UX CBOEBPEMEHHOro U
KayeCTBEHHOro UCMOJIHEHWS.

5.2. KOHTPOJIb UICNOJIHEHNS OOKYMEHTOB (MOpy4YeHn) BeoeTcs:

® NCMNOJIHEHNA  OOKYMEHTOB (nopyHeHvu7|) no cyuwectBy - pykKoBoamTenem, WHbIMU
OOJIKHOCTHBIMU NNUaMn rocyaapCTBeHHOIo opraHa, opraHa MeCTHOro CamMoyrnpaBJieHuns,

®* CPOKOB WCMOJIHEHUSA  OOKYMEHTOB (nopydeHun) - Cnyxboli agenonpon3BoAcTBa
rocygapCcTBEHHOro opraHa, opraHa MeCTHOro CaMoynpaBi€HUS UIN UHbIM CTPYKTYPHbIM
noapasaesieHnem, Ha KOTopoe BO3JI0XKEeHa 3Ta PyHKUUS.

KOHTpoJIl0 NoafieXxxaT BCe 3aperncTpupoBaHHble JOKYMEHTbI, TPeOyoLMe NCMOSTHEHUS.

5.3. PaCI'IOpFI)J,VITeJ'IbeIe OOKYMEHTbI, MPOTOKOJ1bI 3acefaHui (coBewaHnn), ecnum 3anI/IKCVIpOBaHHbIe
B HUX peLleHnsa He ohopMNAoTCA B BUAe MOCTaHOBAEHU NN DELIJeHVIIZ, coaepxxawume nopyyeHuma C
KOHKPETHbIMN CPOKaMWN UCMONIHEHUA, CTAaBATCA Ha KOHTPOJ1b MO Ka>XXAOoMY NMOpPy4YeHUIO OTOENIbHO.

OpraHusauma WCNOJHeHUs nopyyeHun ©n ykasaHun [lpe3npgeHTa Poccuinckon @epepauumn
WCMOJIHAKTCHA B COOTBETCTBUU C YKa3oMm lNpe3ngeHTta Poccnnckonm ®epnepaunm ot 28 mapta 2011 r.
Ne 352 «O Mepax Mo COBEPLUEHCTBOBaAHMIO OpraHusauuMn WCNOJIHEHUA MOPYYEHUN U YKa3aHUi

Mpe3upgeHTa Poccuitckon ®epepaLum»2l,

5.4. KOHTpO/1b CPOKOB NCMOJSIHEHUS OKYMEHTOB (MOpyYeHunin) BKAYaeT B cebs:
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* NMOCTAHOBKY AOKYMEHTOB (MOpYy4YeHNN) Ha KOHTPOJIb;

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

e NpenBapuUTENbHYIO TMPOBEPKY W  PEeryiMpoBaHMe XxXoda WCMOJIHEHMSA  OOKYMEHTOB
(nopy4eHunn);

® CHAATUE C KOHTPOJIA OOKYMEHTOB (MOpy4YeHunn);

* yyeT, obobLLieHne 1 aHaNn3 pe3ynbTaToB X04a UCTMOJIHEHUA LOKYMEHTOB (MOpyYeHuin);

* MH(POPMUPOBAHNE PYKOBOAUTENEN O XOAEe WCMOJIHEHUS [OOKYMEHTOB (Mopy4YeHuin) wu
COCTOSIHUN UCMOJTHUTENBLCKON ANCLUMIINHBI.

5.5. CpoK UCMONIHEHNSI AOKYMEHTA YKa3biBAaE€TCA HEMOCPeACTBEHHO B IOKYMEHTE, MOpyyYeHun nnm B
pPe30IoUNN K OKYMEHTY.

5.6. CPOKM WCMOJIHEHNS WCHUCASIOTC B KaJleHAapHbIX AHAX C AaThl, Cleayolleil 3a AaToil
peructpauun nokymeHTa=%,

CpOKI/I NCMOJNTHEHUA MPOTOKOJIbHbIX ﬂOpy‘-IeHI/IIZ, KaK MnpaBwuio, YCTaHaB/NBaAlOTCA B MPOTOKOE U
NCHNCNAKTCA C AaThl, CﬂQD,yiOIJ.I,GI?I 3a fgaTomn npoeeneHmMAa 3acenaHms (coBewaHus).

5.7. Ecnun nocnegHnin eHb CPOKa UCMONHEHUS OOKYMEHTa (NopyveHuns) NpMxoamMTcs Ha Hepabouuni
LeHb, TO JOKYMEHT MOAJEXUT NCMOMHEHMIO B BAVKANLLNIA CneayoWwuii 3a HUM pabounii geHb=H,

5.8. Cpoku ncnosHeHNa AOKYMEHTOB (Mopy4YeHWin) yCTaHaBAMBAOTCA pyKoBoAUTENleM, NCX0As U3
CpOKa, YCTaHOBJIEHHOrO OpraHu3auuen, HanpasuBLUEN OOKYMEHT, WIN CPOKOB, YCTaHOBJIEHHbIX
3aKOHoOZaTenbCcTBOM Poccuimnckonm degepaynn.

5.9. lokyMeHTbI (Mopy4eHnsa) nogne)xxaT UCMNOJIHEHMIO B ciefytoumne CpoKu:

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

® C KOHKPETHOM JaTOW UCMONIHEHUS - B YKa3aHHbIN CPOK;

e be3 YKa3aHus KOHerTHOVI naTbl NCMOJIHEHUA, NMeloL e B TeKCTe NOMETKY:

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

* «CPOYHO» - B 3-AHEBHbIN CPOK;

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

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

5.11. NMpnoCcTaHOBUTb UCMNOJIHEHNE KOHTPOJILHOIO AOKYMEHTa (MopyyYeHuns), a TakKe OTMEHUTb ero
MO>XeT pyKOBOOUTEb, NOAMNNCABLUNA OOKYMEHT WX AABLUWN Mopy4dYeHmne (pe3onoumio).

5.12. B cnyvyae ecnm Cpok UCMOJIHEHUS OOKYMeHTa (Nnopy4YeHus) npeBbillaeT OANH Mecsl, B Uensax
obecneveHus CBOEBPEMEHHOI0 NCMNOJIHEHNS OOKyMeHTa (nopyyeHns) npoBoOnTCA
npegBapuTesibHbIA KOHTPOJIb U HANOMUHAHWUA NCNONHUTENAM 0 NPUBANKEHNN CPOKOB NUCMOSHEHNS
OOKYMEHTOB (Mopy4eHuni).

5.13. HanoMuHaHne NCNONHNUTENAM O MPUBINIKEHNN CPOKOB MCMOSHEHNS OKYMEHTOB (MOpyYeHunin)
MOXKET OCYLIeCTBNSATbLCS B aBTOMAaTM4YE€CKOM pexume nocpenctsom CI3[ maM C MCNONb30BaHUEM
3/IEKTPOHHOM MOYTbI.

HanoMuHaHWA UCMONHUTENSAM, @ Takxe UHhopMaumsa 06 NCNOMHEeHNN OOKYMEHTOB (MOpyYeHuin),
noslydeHHas oT ucnosHuTenen, pukcupytotca B 3PK C3O MAn MHbIX PErncTpauUOHHO-YHETHbIX
opmMax, NCNoJib3yeMblX AN KOHTPOA NCNOJIHEHUS LOKYMEHTOB (Nopy4yeHun).

5.14. NMpn HeobXxoAMMOCTN U3MEHEHWUSI CPOKA UCMONHEHUS AO0KYMEHTa (Mopy4YeHnsi) OTBETCTBEHHbIN
ncnonHnTens o6s3aH NpeacTaBMTb Ha MMS PyKOBOOWUTEeNs, OaBliero rnopydyeHue, obocHoBaHue
(moknagHyto (cny>xebHyr) 3anncKy) 0 NPOASIEHNN CPOKa C YKa3aHWEM MNPUYUH NPOAJEHUSA U OaTbl
NCMOJIHEHUS.

O6ocHoBaHMe npoaneHmsa Cpoka MCrNoJiIHeEHNA OOKYMEHTa (nopyquvm) OOJKHO 6bITb HarnpaBJZIeHO
cooTBeTCTBYHWOLWEMY pykKOoBOOWTENIIO He no3gHee 4eM MNno ucrtedeHnn pnOByx TpPeTbUX CPOKa
NCMNMOJIHEHUA OOKYMEHTa (nopyquvm), a €eCc/qin CPOK WUCINOJZIHEHUA NOpy4YeHUa npeBbilLlaeT [ABa
Mecsua, NpensioKeHns 0 ero nponJsieHun npencTaBfAlRTCA B TedyeHuMe 1-ro Mecsua Cpoka,
oTBeAEeHHOro Ha NCcrnoJiHeHMe nopy4yeHun4.

CpOKM UCMONHEHNSI CPOYHbIX MOPYYEHUIA HE NPOAIEBAOTCA U HE KOPPEKTUPYIOTCS.

O6 w3MeHeHMM CpoKa WCMOJIHEHMA [OOKYMeHTa (nopyYeHus) OTBEeTCTBEHHbIA WCNOJHUTENb
nHdopmumpyeT Cnyxby nenonponssoncTsa.

N3MeHeHNa B cCoCTaBe WCMNONHUTENen OOKYMEHTa (nopyHeva) AOJDKHbI Mpon3BoaANTbCA C
obs3aTeNnbHbIM MH(opMUMpoBaHUEM Cﬂy)KﬁbI nenonpon3soacTBa.

5.15. [IoKyMeHT CYUTAeTCs UCMOJIHEHHbIM U MOANEXUT CHATUIO C KOHTPOJISA nocslie pakTUYeCcKoro
NCMNOJIHEHUS BCEX COAEPXKALUUXCSA B HEM MOPYYEeHUN, OOKYMEHTasIbHOro MoATBEepXAEHUs ero
NUCMNONIHEHUS U coobLlleHns pe3ysibTaTOB €ro pPacCMOTPEHUS 3aMHTEpPecoBaHHbLIM OpraHam,
opraHmMsauusM n nuuam.

MpoMexxyToyHas MHGOoPMaLUUs Mo UCMOJIHEHUIO AOKYMEHTa He SIBASIeTCS OCHOBAHWEM ONS CHATUA
€ro C KOHTpoS.

5.16. loKkyMeHThbl (Mopy4YeHns), HaxoasLlmMecss Ha KOHTPOJ1e, CHMUMAIOTCS C KOHTPOJIS Ha OCHOBaHUMK
NoAroToOB/IEHHOIr0 OTBETA.

PeweHne 06 wcnonHeHUM p[okymeHTa (nopyyeHus), He Tpebyloulero HanpaBsieHUs OTBETa,
NPMHUMAET PYKOBOAUTENb, MOCTAaBMBLUMIA AOKYMEHT (MOpyYeHME) Ha KOHTPOJb, C 0653aTeslbHbIM
NHopMuposaHuem Cnyxbbl Aenonpon3BoACTBA.
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CeepeHus 06 wucnonHeHunm pokymeHTa (mopyyeHuns) BHocaTca B IOPK C3O0 wnu  umHyto
perncTpaunoHHO-y4eTHYI0 (hOpMY, NCMONb3YyEMYIO AN KOHTPOJIS NCNOJIHEHNS.

5.17. B cniy4ae ecnm [OKYMEHT (MopyyYeHune) He NCMOJIHEH B YCTAHOBJIEHHbIA CPOK, OH NMpU3HaeTCs
HEeNCMNOJIHEHHbIM M OCTaeTCs Ha KOHTpose. O6A3aHHOCTb MO ero MCMOJIHEHUIO COXPaHseTCs 3a
NCNONHUTENEM.

5.18. Cnyx6a 0enonpon3BoACcTBa aHaIM3NPYET COCTOAHMNE N Pe3yJibTaThl UCMONHEHUSA [OKYMEHTOB
(Mopy4YeHnin) N COCTOSAHME WCMOJIHUTENIbCKON AUCLUMINHBL W HanpaBnseT pPYyKOBOAUTESIO
rocyapCTBEHHOro OopraHa, opraHa MeCTHOIro CaMoyrnpaBieHUs U PYKOBOAUTENAM CTPYKTYPHbIX
noapasaesieHNin oTYeTbl O KOMMYECTBE [AOKYMEHTOB, WCMOJIHEHHbIX B CPOK, MCMOJIHEHHbIX C
NPOAZIEHWEM CPOKA WCMNOJIHEHUS,, HE WCMNOJIHEHHbIX, HaXOASLWMUXCA HA WCMNOJHEHUM MO
rocygapCTBEHHOMY OpraHy, OpraHy MeCTHOro CaMoynpaBfiIeHUs B LEJOM, MO CTPYKTYPHbIM
noapasaesieHnsM 1, Npu HeobxoaMMOCTH, MO OTAESIbHbIM UCMOHUTENIAM.

5.19. N'ocynapcTBeHHbIe OpraHbl, OpraHbl MECTHOIO CaMOYrpaBJ/ieHUs eXeMeCAYHO NpeacTassifioT B
AoMmuHucTpauuio lMpe3npeHTa Poccuinckon depepaumm B 3€KTPOHHOW opMe MHGpOopMauuio o
pe3ynbTaTax paccMOTpeHnsa obpalleHuin rpa)kgaH, opraHm3aumnin, a TakXe 0 Mepax, NPUHATLIX MO

Takum obpatleHnam=>2,

VIi. JoKkyMeHTaNbHbIX (POHA rocynapCTBEHHOro opraHa,
opraHa MecTHOro camMoynpaBJieHus

6.1. lIOKyMeHTbl, CO3[aHHbIE 1 MOJIyYeHHbIe B MPoLLecce AeATebHOCTN roCyJapCTBEHHOI0 OpraHa,
opraHa MecTHOro caMoynpasieHusl, 06pa3yloT JOKYMEHTaIbHbIA (QOHO roCyaapCTBEHHOrO OpraHa,
opraHa MecTHOro camoyrnpaBJieHus.

6.2. N'ocypnapcTBeHHble opraHbl Poccuinckon depepaunn paspabaTbiBaloT U YTBEPXKAAOT MepeyvHun
OOKYMeHTOB, 06pa3ylowmxca B Npouecce nx AeATeNbHOCTU, @ TakXe B Mpouecce OeATesIbHOCTHU
MOABEAOMCTBEHHbLIX MM OpraHusauuin, C yKasaHueM CPOKOB WX XpPaHEeHUs Mo CcorjiacoBaHUIO C
YNOJIHOMO4YEeHHbIM dhefepasibHbiM OpPraHOM MCNOJHUTENbHOW BMAcTuM B chepe apXMBHOIO gena u
nenonpounssoncTea®l,

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

TnnoBad HOMeHKNaTypa Aes YycCTaHaB/MBaeT COCTaB [feJs, 3aBOAMMbBIX B OpraHmsauunsax
onpeaneneHHoro Tuna, N ABndeTca HOpMaTUBHbIM OOKYMEHTOM.

MpuMepHas HOMeHKaTypa Aes yCTaHaB/IMBAET NPUMEPHbIA COCTaB fes, 3aBOANMbIX B OAHOTUMHbIX
opraHm3aumsx, Ha KOTopble OHa PacnpPOCTPaHAETCS, U ABNSETCA peKOMeHdaTesIbHbIM OKYMEHTOM.

6.4. [Ona obecneyeHnss nopsigka GopMuMpoBaHUs U yyeTa [nen B  [Ae/lonNpou3BOACTBE
roCcy4apCTBEHHbI OpraH, opraH MeCTHOro camoynpas/ieHus pa3pabaTbiBaeT W yTBepXKAaeT
HOMEeHKaTypy aen.

HomMmeHKNnaTypa Oen rocygapCTBEHHOro opraHa, opraHa MeCcTHOro caMoynpaBfieHuUsa 3akpennseT
Knaccugpumnkauuno (rpynnupoBKy) OOKYMEHTOB B Aefla (3N1eKTpoHHble gena), cuctemMaTusauunto u
MHOEeKCaunIo ges, CPOKU NX XpPaHEeHUS, ABASETCA OCHOBHbIM Y4€THbIM LOKYMEHTOM.

HomeHkNnaTypa gen rocyaapCTBEHHOrO opraHa, opraHa MecTHOro caMoynpaBJ/IEHUNSA BKJIIOHaeTCsa B
C3[ B Ka4decTBe CrnpaBoOYHWMKA, onpegenswowero nopaaoK cucTemMaTmsauum 3NeKTPOHHbIX
OOKYMEHTOB (3/1€KTPOHHbIX KOMNUN OOKYMEHTOB), BKJO4YaeMbix B CI/.
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6.5. HomeHknaTypa MOen sBASIETCA OCHOBOW AN COCTABJIEHUA OMUCENn pOen CTPYKTYPHbIX
noapasaesieHNn NoCTOSSHHOIO, BPeMeHHbIX (CBbilie 10 NieT) CPOKOB XpaHeHWs, B TOM 4YUC/e Mo
JINYHOMY COCTaBY, aKTOB O BblAEJIEHUN K YHUUYTOXEHNIO JOKYMEHTOB, HE MOAIeXaLlNX XPaHEHMIo, a
TaK)XXe A9 ydeTa Aefl BpeMeHHbIX (40 10 neT BK/IYNTESIbHO) CPOKOB XPaHEHMS.

6.6. MNpn cocTaBfeHUN HOMEHKNATypbl Aen crnefyeT PYKOBOACTBOBaTbCHA 3aKOHOLATESIbCTBOM
Poccuinckonm depepaunmn, 3akoHoAaTeNbCTBOM CybbekTa Poccminckon denepaumm, onpeaensowmm
0eAaATeNbHOCTb rOCYAapCTBEHHOrO0 OpraHa, opraHa MeCTHOro CaMOyMnpaBAeHUs, MONOXKEHUEM O
rocynapCcTBEHHOM OpraHe (opraHe MeCTHOro camMoyrnpaBJ/ieHNs), pernaMeHTOM rocyaapCTBEHHOrro
opraHa (opraHa MeCTHOro camoynpas/ieHUs), MONOXKEHUSAMU O CTPYKTYPHbIX noapa3sfeneHusx,
WTaTHbIM pacnncaHMeM, TMMJaHOBOM W OTYETHOM [OOKyMEeHTauuen, HOMEHKIaTypon nen 3a
npowegawmne rogbl, HOPMaTWUBHbLIMW aKTaMW [OCYyOapCTBEHHOrO oOpraHa, oOpraHa MeCTHOro
caMmoynpaBJ/ieHnNs, codepXxkalmmm cBefeHnss o6 obpa3yrlnxcs B OEeATENbHOCTU OOKYMEHTaXx,
TUMOBLIMX N MPUMEPHbLIMW HOMEHKNATypaMu Aen (Npy X Hannm4mu), rnepeyHsIMuM OOKYMEHTOB,
obpa3yoLlmxca B npouecce aesaTeNbHOCTU hefepabHbIX OpraHoOB rocyaapCTBEHHOW BNACTU, NHbIX
rocyfapcTBEHHbIX OpraHoB Poccuinckon dDepepaumn, a TakXe B Npouecce [esATeNbHOCTU
noaBeAOMCTBEHHbIX UM OpraHu3auni, C ykadaHUeM CPOKOB NX XPaHEeHUS.

6.7. HomeHknaTypa [Jen TrocyfapCTBEHHOro oOpraHa, oOpraHa MeCTHOro caMoynpaBieHus
COCTaBNAETCA Ha OCHOBE U3YYeHMs COCTaBa M CoAep>KaHWs LOKYMEHTOB, 06pa3ylolunxcs B ero
[esaTeNbHOCTHU, BKJIOYas OKYMEHTbI, MOCTYNMBLUNE U3 APYTUX FOCY AaPCTBEHHbIX OPraHoB, OPraHoB
MECTHOro CaMoyrnpaB/eHns, OpraHn3auUnin, rpa)kaaH.

6.8. HomeHknaTypa oen rocyfapCTBEHHOr0 opraHa, opraHa MecTHOro camoyrnpassieHus (cBoaHas)
cocTtaBnsieTca Cnyxbon penonpom3BoACTBa Ha OCHOBAaHWM HOMEHKNATYP QL& CTPYKTYPHbIX
noapasgeneHnn (HanpaBieHWNW AedATeNbHOCTM) no ¢dopMaM, YCTaHOBJIeHHbIM [lpaBuaamMu
OpraHm3aunm XpaHeHuns, KOMMJIEKTOBaHMSA, y4eTa U NCNOJIb30BaHUS OKYMEHTOB APXMBHOIo ooHAa
Poccuniickon ®depepaunm n Opyrnx apxmBHbIX OOKYMEHTOB B OpraHax rocynapCTBEHHON BJacTw,
opraHax MecTHOro camoynpaseHus, opranusaunax>* (nanee - Mpasuna xpaHenus 2015 r.).

6.9. HaMeHoBaHMAMYN pa3efioB HOMEHKAaTypbl A€ rocy4apCTBEHHOrO OpraHa, OpraHa MecTHOro
camMoynpaBfeHNs SBASIOTCA HaWMEHOBaHUA CTPYKTYPHbIX Mofpa3feneHnii rocyfapCTBEHHOro
opraHa, opraHa MecTHOr0 CaMOyMpaBfieHWNs, KoJ/lernasbHbIX, CoBellaTeNbHbIX, METOANYECKMX W
NHbIX opraHos>,

6.10. HomeHknaTypa pngen rocynapCTBEeHHOro opraHa, oOpraHa MeCTHOro camoyrnpasiieHus
nognucbiBaeTcs pykoBoanTenem Cny>xbbl 4enonpon3BoACTBa, BUIMPYETCS PYKOBOANTENIEM apXMBa
(nMuoM, OTBETCTBEHHbLIM 3@ apxuvB), YTBEPXAAETCA PYKOBOAMTEsSIEM roCynapCTBEHHOIrO OpraHa,
opraHa MeCTHOro camoynpaBJ/ieHUa TMocjie COorsiacoBaHMA MpPoOeKTa HOMEeHKNaTypbl Aen ¢
LLleHTpaJIbHOW 3KCMepPTHOM KOMUCCUEN (3KCNEePTHON KOMNCCNEN) FrOCYAapCTBEHHOr0 opraHa, opraHa
MeCTHOro camoynpaBJ/ieHUs N OAWH pa3 B 5 NeT C 3KCNepTHO-NPOBEPOYHON KOMUCCcuMen (panee -
3MK) dhenepanbHOro rocyaapCcTBEHHOro apXI/IBa[il, 3MNK ynoaHOMO4Y€eHHOro opraHa
NCNONHNUTENbHOW BNacTu cybbekTa Poccuiickoin ®enepaLmm B cpepe apxmsHoro gena” nam
rocynapCcTBEHHbLIM (MyHULMMNANbHBIM) apXUBOM B COOTBETCTBUM C NMPEnOCTaBNEHHbIMU eMY
nonHomounam=8l,

B cnyyvyae unsMeHeHUA QYHKUUA N CTPYKTYpbl FOCYAAPCTBEHHOrO OpraHa, oOpraHa MeCTHOro
caMoyrnpaB/ieHNss HOMEHKNaTypa nOen noasIeXnUT MnepecocTaB/leHUto, coraacoBaHuwo ¢ MK
denepasbHOro rocyaapcrtBeHHoro apxwuBa, 3MNK ynosHOMOYEHHOrO OpraHa WCNOJHUTENIbHON
Bractu cybvekTta Poccunckon ®Pepepaumm B chepe apxXMBHOrO Aeflia WM roCydapCTBEHHbIM
(MyHMUMNaNbHbLIM) apXMBOM B COOTBETCTBUW C MpPenoCTaB/IEHHbIMW €My TMOJIHOMOYMAM U
yTBEPXOEHUIO.

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

COCTaBNdeTCA B TpeX 3K3eMrsidpax:

1-n 3k3eMnnap yTBEPXAEHHOW HOMEHKIATypbl OeN SBASETCA OOKYMEHTOM MOCTOSIHHOMO
XPaHEHWS, MoMeLlaeTcs B OTAENbHOE Oe/10 U BK/OYaeTCa B HOMEHKNATypy Oen B pa3aen
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Cny>x6bl 1enonpon3BoacTBa;

2-1 3K3eMNAsAp nepenaeTcs B apXuB rOCyAapCTBEHHOro OpraHa, oOpraHa MeCTHOro
CaMOynpaB/eHNsI B KA4eCTBe yYETHOro AOKYMEHTA;

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

B kayectBe paboyero sk3emnnaspa B Cnyxbe [OenonpousBoAcTBa WCMOJb3yeTcsa Konus
YTBEPXXAEHHON HOMEHKNATYpPbl A€J1 FOCYyAapCTBEHHOIr0 OpraHa, opraHa MecTHOro camoynpaBJ/iEHUS.

B CcTpykTypHble nogpa3fefieHns rocyfapCTBEHHOrO OpraHa, opraHa MeCTHOro CaMoyrnpaBiieHUs
HOMeHKNIaTypa Aen paccbinaetcs Cnyxx6oi 0enonponsBoACTBa B 3/IEKTPOHHOM BUAE WU B BUAeE
KOMWUI COOTBETCTBYIOLLMNX pa3aesioB Ha 6yMa>kHOM HocuTene.

6.12. B KOHLE Ka)xOoro roja HOMeHK/aTypa Aesl roCcylapCTBEHHOro opraHa, opraHa MecTHOro
CaMoynpaBJieHNS YTOYHSIETCS U YTBEPXXAAETCA PYKOBOAUTENIEM rOCy4apCTBEHHOr0 OpraHa, opraHa
MECTHOIro CaMoyrnpaBJieHUS.

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

B cnyvyae u3MeHeHUs QYHKUUNA W CTPYKTYpbl rOCyAapCTBEHHOro opraHa, opraHa MecTHOro
camoynpaBJ/ieHNns HOMeHKNaTypa Aefl COCTaBAsSeTCs, COrflacoBbiBaeTCA B NopaaKe, yCTaHOBAEHHOM
B COOTBETCTBUM C NyHKTaMu 6.8-6.10 MNMpaBunn oesonponsBoACTBa, U YTBEPXKXLAETCH 3aHOBO.

6.14. B HoMeHKNaTypy [en BKJYaloTCA 3aroJioBKM Aes1, oTpaXkallme AeaTeslbHOCTb CTPYKTYPHbIX
nonpasnesieHnin rocyaapCTBEHHOro OpraHa, OpraHa MeCTHOro CamMoyrpaBJfieHMS MOCTOSHHO W
BPEMEHHO [eNCTBYIOLNX COBELLATENbHLIX U KOOPAWHALMOHHbLIX OPraHoB (KOJJleruii, COBETOB,
KOMUCCUA MU Ap.), B TOM 4YuUCNe OOKYMEHThl, COoAep)Xalliue CBeAeHUs OrpaHunyYeHHOro [OOoCTyna,
PEerucTpaLnoHHbIE U YYeTHble XXYpPHaibl, KapToTeku, 6a3bl AaHHbIX, B HEOOXOAUMbIX Cay4vasx -
KOMUN [IOKYMEHTOB.

3arojIoBKN 3NEKTPOHHbIX Aesl BKJKYalTCA B HOMEHKATYpy Aes Mo TeM >Ke rnpasuiaM, 4YTo U
3aroJZiIoBkuy gen Ha 6yMa)KHOM HocuTene.

He BktOYalOTCSA B HOMEHKAATYpy Aefl nepuoanyeckmne n3faHus, KHUru, GpoLtopsi.

6.15. BHOBb CO34aHHOE NN peopraHM30BaHHOE CTPYKTYpPHOE noapa3saeneHmne LO/KHO B MeCSYHbIN
Cpok pa3paboTaTb HOMeHKNaTypy Aen W npenctasuTb ee B Cnyxby p[enonponsBoacTBa.
HomeHknaTypa nAen BHOBb CO34aHHOrO CTPYKTYpPHOro mMoApasfeneHnss CcornacoBbiBaeTcs W
YyTBEP)XAAETCA B COOTBETCTBUM C NYHKTOM 6.10 MpaBuna AenonponsBoACTBa, M NOC/ie yTBEPKAEeHMS
NpPUCoeanHSETCA K AeNCTBYOLWEN HOMEHKNaType Aes roCyAapCTBEHHOr0 opraHa, opraHa MecTHOro
caMoyrnpaBJieHus.

6.16. YTOYHEHNS B 3arosIoOBKU Aes1 U HOBblE 3aroJIoBKW Aesl, He NpeayCMOTPEHHbIE YTBEPXKAEHHON
HOMEHKNATYypoun Aes, BHOCATCA B COOTBETCTBYlOWME pa3fesibl HOMEHKNaTypbl gen CTPYKTYPHbIX
noapasaesieHnin. HoBble 3arosioBKU A€l BKAYAlOTCA B NpeayCMOTpPEHHbIe 418 3TOro pe3epBHbie
HoMepa.

Mo 3aBeplleHUN roga pAOaHHble 06 W3MEHEHUAX W [OMOJIHEHUAX, BHECEHHbIX B pasaesbl
HOMEHKJ/IaTypbl A& CTPYKTYPHbIX Noapa3aefieHnin, BMecTe C UTOroBbIMU 3armncaMm o KaTeropusax u
KONMYeCcTBe [eJl, 3aBefeHHbIX B CTPYKTYPHOM MoApasfesieHun B TeyeHue roga, nepenalwTcs B
Cnyx6y OenonponsBoAcTBa roCyapCTBEHHOr0 OpraHa, opraHa MecTHOro caMoynpaBsfieHuns.

6.17. Cnyx6o nenonponsBoacTBa rocyaapCTBEHHOINO OpraHa, opraHa MecTHOro camoynpaB/ieHuns
Ha OCHOBE MOJIYYEHHbIX U3 CTPYKTYPHbIX Nogpa3fesieHnn gaHHbIX 06 U3MEHEHNAX N OOMNOJSIHEHUSAX,
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BHECEHHbIX B pa3fesibl HOMEHKNATypbl Aesl, FOTOBMTCA [HAOMOJIHEHWE K HOMEHKNaType [hefn, B
KOTOPOM MOC/iefoBaTe/IbHO B COOTBETCTBMM C pa3fesiaMyM HOMEHKJATypbl Aes YyKa3blBaloTCs
3aroJIoBKY Aen, He npeayCcMOTPEHHbIE YTBEPXKAEHHbBIM 3K3EeMMJIAPOM HOMEHKJIaTypbl Ae.

[ononHeHne K YTBEP)XAEHHOW HOMEHKNaType JAen noAnucbiBaeTcss pykoBoauTesnem Cny»x6bl
0eslonpon3BoACTBa U BMECTe C UTOr0BOW 3aMnChbio O KAaTeropusax N KoJIM4ecTBE A€, 3aBefleHHbIX B
rocyapCTBEHHOM OpraHe, opraHe MeCTHOro CaMoyrnpaBJ/iEHUs B Te4vyeHue roda, npuobllaeTcs K
YTBEPXAEHHOMY 3K3EeMMNIAPY HOMEHKaTypbl Oe.

Pabounin 3K3eMniap HOMEHKNaTypbl [Aen TroCyAapCTBEHHOr0 OpraHa, opraHa MeCTHOro
camoynpaBsieHuss xpaHuTcs B Cnyxbe paenonpou3BoAcTBa A0 Tex Mop, MNoka Ha Aena,
ChOpMUpPOBaAHHbIE B COOTBETCTBUN C HOMEHKJIATypoi aen, He BynyT cocTaBsieHbl onucK aen ans
nepenayv B apxmB rocyapCTBEHHOro opraHa, opraHa MecTHOro caMoyrnpaBieHus.

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

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

3arosioBOK Aena O0J/HKeH OoTpaXkaTb NMpuU3Hak (MprU3HaKK), No KOTOPOMY(bIM) OHO CHOPMUPOBAHO:

a) HOMMHaJNbHbIM - Ha3BaHMe BMAa Aena (nepenuncka, KypHasa, Oeno) Wan Buaa OOKYMEHTOB,
BKJIOYEHHBIX B A€/10 (MPOTOKOJIbl, MPUKa3bl);

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

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

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

e) reorpadmyeckuin - Ha3BaHWE MECTHOCTU (TeppuTopuun), C KOTOPOW CBHA3aHO coAdep)xaHue
OOKYMEHTOB Aena;

X) YKa3aHune Ha KOMUNHOCTb OOKYMEHTOB Aena.

6.20. Ipacha 3 HoMeHKnaTypbl gen «KonmyecTBo pen (TOMOB)» 3aroJIHAETCA MO OKOHYaHUU
KafleHgapHOro roga, B rpagpe ykKasblBaeTCAa KOJMYECTBO (akKTUYeCcKn CHopMUPOBaAHHbLIX Oen
(TomoB).

6.21. CpokKu XxXpaHeHus [OOKyMeHTOB (rpaa 4 HOMEHKMaTypbl Aen) ycTaHaB/AMBalOTCA B
COOTBETCTBMU C hedepasibHbIMN 3aKOHAMW, UHBIMW HOPMaTUBHbLIMW NPaBOBbLIMU aKTaMu, TUMOBbLIM
MepeyvyHs MM apXMBHbIX [OOKYMEHTOB, TMepeYyHAMU [OOKYMeHTOB, obpasylwmnxcs B npouecce
0eATesnbHOCTU hedepasibHbIX OPraHOB rocygapCTBEHHOW BNACTW, NHbIX FOCYy[apCTBEHHbIX OPraHoB
Poccuiickon degepaumn, a Tak>xe B npouecce AeaTeNlbHOCTY No4BeAO0MCTBEHHbIX UM OpraHu3aLmni,
C YKa3aHueM CPOKOB UX XpaHEeHUS.

6.22. Mo 3aBepLleHnN KaneHOapHOro roga B KaxAoM CTPYKTYPHOM nogpa3sneneHnn oopmaseTcs
NTOroBas 3anncb K HOMeHKaType Aen, B KOTOPY BHOCATCS CBEAEHUS O KOMYECTBE 3aBeAeHHbIX
Aen C y4yeToM KonmyecTBa TOMOB (rpaca 3 HOMEHKJIaTypbl Aen), OTAENbHO MOCTOSHHOrO W
BPEMEHHbIX CPOKOB XPaHEHUs, BDEMEHHbIX CPOKOB XPaHEHUs C 0OTMeTKON «IMK» 1 nepexonsiinx.
NToroBasi 3anmcb AOMOJIHAETCS AaHHbIMU O KOJINYECTBE 3/EeKTPOHHbIX [es1 COOTBETCTBYIOLLNX
CPOKOB XpaHeHus.
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B mTOroByw 3amucb CBOAHOW HOMEHKAATypbl Aesl CBEAEHWS BHOCSATCA Ha OCHOBAHWUW [HaHHbIX,
nepenaHHbIX N3 CTPYKTYPHbIX NoApa3aeneHuni

rocyapCTBEHHOro opraHa, opraHa MecTHOro camoynpasJieHUs.
CBefeHuns, copep)xawmecsas B WTOrOBOW 3anMuCu HOMEHKNATypbl Oef, NepenalTca B apxuB
rocyfapcTBEHHOro oOpraHa, opraHa MeCTHOro caMoyrnpaBJ/ieHMS, O YEeM B HOMeEHKJaType nen
MPOCTaB/IAETCA OTMETKa C YKa3aHMeEM [0J/IKHOCTU 1 nognncu anua, nepenasLllero CBeaeHmns.

6.23. Mpwn popmMmnpoBaHUM gen [o/KHbI cobnoaaTbCs cnenyowme npasnna:

e B [1€J10 BKJIOYAIOTCS UCMOJIHEHHbIE [OKYMEHTbI, COOTBETCTBYHOLLME MO CBOEMY COAEPKAHUIO
3aroJiIoBKy Ziefla Mo HOMeHKaType aen;

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

* B [€J210 BK/KWOYalOTCA AOOKYyMEeHTbl OOHOMo KaJieHaapHOro roga, 3a WCKJIIYEeHUEM
nepexogdawnx aen, Cy,ﬂ,e6HbIX nen, Nn4HbIX gen.

NOKYMEHTbI MOCTOSAHHOI O M BPEMEHHbIX CPOKOB XpPaHEeHUs rpynnupyoTcs B Aena pa3aesbHo;

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

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

* B [€J10 NOMEeLalTCa OOKYMEHTbl MPaBWIbHO U MOJIHOCTbIO OQOPMIIEHHbIE (LOKYMEHTbI
AOJ/DKHbI UMETh AaTy, NOAMNUCHL U Apyrue HeobXoanMble PEKBU3UTDI);

e B €10 He BKJIOYATCA AOKYMEHTbl, MogJiexxallinue BO3BpaTy, JINLIHUE 3K3eMNAspbl U
4YepPHOBUKUN (33 UCKJIOYEeHMEM 0cob0 LeHHbIX); Mo 06beMy Aeno, BK/oYallee JOKYMEHThI
Ha ByMa)KHOM HocCuTesle, He OOJIKHO NpeBbiaTbh 250 MMCTOB NMpu ToswwuHe He 6onee 4 cm
(TonwmHa Oen co cpokamu xpaHeHuss Ao 10 neT He OOJ/KHA MnpeBbiwaTh 10 cm). Mpwu
npeBbllleHNN [aHHOro obbemMa 3aBOAUTCSA BTOPOW M nociedyolime ToMa. MNpu Hannyum B
fene HeCKONbKUX TOMOB, WHAEKC W 3arojloBOK [efla NPOCTaBJIATCA Ha KaX[IoM ToMe C
nobasneHnem 0603Ha4YeHNA HoMepa ToMa U, Npu HeobXoAMMOCTHN, 3arosloBKa TOMa;

e OOKYMEHTbl BHYTPW Aefsia pacrnosiaraloTcsa B XPOHOJIONMYECKON (CBepXy BHWU3), BOMNPOCHO-
JIOrMY4eCKOW MocsiefoBaTeNbHOCTU UIN UX COYETaHWN,

6.24. TlpaBoBble aKTbl, pacnopsguTesbHble AOKYMEHTbl FpynnupyloTcsa B Aesla No BuAaM WU
XPOHOMOTMM  C  OTHOCALMMUCA K HUM  TMPUNOXKEHUAMU. [OOKYMEHTbl - OCHOBaHUS K
pacnopsaanTeNbHbIM OKYMEHTaM BKJIOHYAOTCA B OTAe/IbHOe Aero.

lMpoTOKO/bI B Aesie pacrosiaratoTca B XPOHOJIOrMYeCKOM MopsaaKe 1 no HoOMepam.

,D,OKyMeHTbI K 3acefaHusam (coBeLlaHnsamMm) rpynnmpyroTca B OoTAeNIbHOeE AeJsio, eC/im KOoJIn4eCTBO
NNCTOB B gene C NpoTokKoJlaMun n NpninoXXeHnamMmm K HAM He npesBbillaeT 250 nucros.
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[OKYMeHTbl K MPOTOKOJIaM, €C/IN OHW CrpynrnupoBaHbl B OTAEJIbHble [efna, CUCTEMATU3NPYIOTCS
BHYTPW OeJla Mo XPOHOJIOrMn 1 NMopsiKy HOMEpPOB NPOTOKOJIOB.

HopMaTuBHbIE aKThl, yTBEPXAEHHbIE pacnopaanTenbHbIMA OOKYMEHTaMn, ABNAKOTCA
MPUNOXKEHNAMN K HUM N BKIKOHAlOTCA B A€J10 BMeCTe C YKa3aHHbIM OOKYMEHTaMW.

MocTaHOBNEHUS, PeLleHUs, NPUKa3sbl, PacrnopsXXEHUs MO OCHOBHOW AeSTeNbHOCTU rPynnupyoTCs
OTHOENbHO OT MPUKa30B, PacropPs KEHWU MO JNYHOMY COCTaBy WM MNPUKa30B, Pacrops>KeHWi no
aAMUHNCTPATUBHO-XO3ANCTBEHHOW AesTenbHocTnE%,

MpurKa3sbl, pacnops>XeHns No JINYHOMY COCTaBy (POPMUPYIOTCS B Aesla B COOTBETCTBUN CO CPOKaMu
XpaHeHus.

ﬂ,OKyMEHTbI B JINYHbIX AeslaX pacnoJjiaraldotcad B XPOHOJIOrM4YeCKOM nopdaake Mo mMepe Uux
noctynneHnms4.

MnaHbl, OTYeTbl, CMeTbl FPYMMAMPYIOTCA OTAENbHO OT pacyeToB K HMUM. [lnaHbl U OTYeThl
rpynnupytoTcsa B Aiefa TOro rofa, K KoTOPoOMY OHU OTHOCSITCS MO CBOEMY COAEPXXAHMI0, HE3AaBUCMMO
OT BPEMEHWN MX COCTaBJsieHus. MNaHbl, pacCYNTaHHbIE HA HECKOJIbKO NIeT, hopMuMpytoTCca B Aena rno
HayYya/iIbHOMY rofly UX OeWACTBUS; OTYETbl O BbIMOJIHEHUN TakUX MaaHoB GOPMUPYIOTCSA B Aefla no
nocsiegHeMy rony AencTBUs MNaHa.

OOKyMeHTbl WMHGMOPMALMOHHOINO XapakTepa NO WCMNOJHEHMIO TMPaBOBOro akTa Poccumnckon
depnepaumn nnn cybbekta Poccuiickon ®depepaunm (cnpaBkKW, OTYEThI), HaxoAsllemMycs Ha
KOHTpOJ1e, NOALWNBAIOTCA B 3aBeAeHHOe Ha 3TOT aKT Aeso. B ciydae ecnn Ha NpaBOBOW akT A€o He
3aBOAMNOCb, TO AOKYMEHTbl MOALWMBAOTCA B [0 C MNepernnuckonm MOCTOAHHOrO XpaHeHusa 3a
TeKyLwuin rog.

Mopy4eHusa lMpe3vpeHTa Poccunckonm depnepaunnm U OOKYMEHTbI MO UX WUCMOJIHEHUIO COCTaBAAIOT
eUNHbIN KOMMJIeKC OOKYMEHTOB N (hOpMUPYIOTCA B Oesla B XPOHOJIOrM4YeCKOM nopsaake no gaTtam
OTBETOB.

MNMepenucka rpynnupyeTcsa B Aefa no TeMaTuKe U/UN KOPPeCroHAeHTaM U CUCTeEMaTU3MpyeTcs B
XPOHOJIOrMYECKOW MocsiefoBaTesIbHOCTU: AOKYMEHT-OTBET MOMeLLaeTCs 3a AOKYMEHTOM-MpPoCcbLOoi
(obpauweHnem, 3anpocom). [Mpy BO30OHOBNEHUM MEPEnUCKKM Mo onpeaesieHHOMY BOMPOCY,
HavyaBLUENCs B NpelbiAylleM rogy, AOKYMEHTbl BKJIIOYAOTCA B A€JI0 TEKYLLIEro roaa C ykasaHuem
UHOEeKCa gena npeabiayLiero roaa.

6.25. DNeKTpOHHble OOKYMEeHTbl (OPMUPYIOTCA B 3JIEKTPOHHbIe [esla B COOTBETCTBUU C
HOMEeHKNaTypon aen.

B HOMeHKaType oen yKa3blBaeTCs, 4TO Aesi0 BefeTCsd B 3ﬂeKTpOHHOIZ tdopme.

DNeKTPOHHbIE OOKYMEHThLI MOC/Ae WX WCMOJIHEHUS WAW OTMNpPaBKW MNoanexxaT XpaHeHuwo B C3[
henepanbHOro opraHa WCNOMHUTENbHOW BNAacTU B TEYEHWE CPOKOB, MPenyCMOTPEHHbIX ANnA
aHaJIOrNYHbIX JOKYMEHTOB Ha ByMaXkHOM HocuTene.

6.26. DN1eKTPOHHbIE OKYMEHTbI HE3aBUCMMO OT X 0bbeMa BKJIIOYAIOTCS B OJHO 3JIEKTPOHHOE A0
6e3 pasgeneHus Ha ToMa.

B cnyyae ecnm OOKYMEHTbI gefa npeacTaBieHbl Ha GyMaXKHOM HocuTesne U B hOopMe 3/IEKTPOHHbLIX
OOKYMEHTOB («rmbpunagHoe Aeno»), AOKYMeHTbl Ha ByMaXKHOM HoCcuTesie noasiexxaT oundpoBKe ”
BKJIIOYEHNIO B 3JIEKTPOHHOEe penio. B pgeno, koTopoe BeneTca Ha OyMa)kHOM HocuTene, B
COOTBETCTBUM C NyHKTaMn 6.23,6.24 MNpaBua 0enonpon3BoaCcTBa BKIOYAOTCS TONIbKO JOKYMEHTHI,
CO3QaHHble (NoCcTynuBLUNE) Ha ByMa)kHOM HocuTene. B HOMeHKNaType hOen 3JIEKTPOHHOE [eno n
0esno Ha ByMa)kHOM HOCUTesle OTPaXaloTCS Kak [IBa TOMa, UMEIoLLIME OAUNH 3arosloBoK, MHAEKC U
CPOK XpaHeHus.

Page 24 of 32



MpaBuna penonpouMsBOACTBa B rocyAapCTBEHHbIX OpraHax, opraHax MecTHoOro camoynpas,
OnybankoBaHo Ha canTte PepepanbHoe apxmBHoe areHTcTBO (http://archives.ru)

6.27. dopMmpoBaHMe U XxpaHeHNe oen 0o rnepenayvyn nx B apxme rocygapCTBEHHOro opraHa, opraHa
MEeCTHOro CaMOynpaBJIEHUA OCYLUECTBJSETCA CTPYKTYPHbIM moapa3geneHneMm u/mnm Cnyxéon
0esIonpou3BOACTBA, 3JIEKTPOHHLIX aen - B C3[ rocynapCTBEHHOro opraHa, opraHa MeCcTHOro
caMoyrpaBJieHUs.

6.28. [lena Ha 6yMa)KHOM HOCUTene B CTPYKTYPHbIX NoApasfeneHunsx pasmellatoTcs B LKagax,
cenndpax, B Cnyxbe nenonponsBoAcTBa - B LWWKagax, Ha cTesaxkax.

Hdena [o/KHbI pacrnoflaraTbCA BEPTUKANIbHO, KOPELKaMu HapyXy W B COOTBETCTBUU C
HOMeHKNaTypol aen ans obecrneyeHns BU3yasibHOMO KOHTPOJISE UX Han4ms n 6biIcTporo noncka. Ha
Kopellkax 0610>KeK aen yKasblBaloTCa MHAEKChI Aief M0 HOMeHKAaType gen.

6.29. [lena, HaxoaaLWMeCs Ha onepaTUBHOM XpaHeHun B Cny>xbe nenonpon3BoACcTBa, BblAAOTCS BO
BPEMEHHOE MoJIb30BaHMe COTPYAHUKaM CTPYKTYPHbIX Nogpa3neneHnn B nopsnke, yCTaHOBAEHHOM
WHCTPYKLMEN NO OeN0Npon3BoACTBY.

VMHbIM rocyfapCTBeHHbIM OpraHaMm, opraHamM MeCTHOro camoyrnpaBJ/ieHUs U OopraHusaunam pena
(}J,OKyMeHTbI) BblOalOTCA Ha OCHOBaHWN UX MUCbMEHHbIX 3arfnpoCOB C pa3pelleHna pykoBoguTend
rocygapcrtBeHHoOro opraHa, opraHa mMmecCTtHOro camoynpasiaeHma nJainm MHOro ynoJiHomMmo4eHHoro mm
Nnuda C coCTaB/ieHNneM akKTa O Bblga4e Aesi BO BpeMeHHOe rnoJib3oBaHue.

6.30. MN3bATME (BbleMKa) OOKYMeHTOB, 00pa30BaBLUMXCA B [OEATE/IbHOCTW rOCydapCTBEHHOro
opraHa, opraHa MecTHOro camoynpasJ/ieHNs, MPON3BOANTCSA B COOTBETCTBUN C 3aKOHOLATEIbCTBOM
Poccunckon degepaunmm Ha OCHOBaHUM MNMUCbMEHHOr0 pacrnops>XeHust (MocTaHOBAEHUSA)
COOTBETCTBYIOWEro opraHa BJlAaCTU W paspelleHns pykKoBoAUTeNsd rocynapCTBEHHOrO opraHa,
opraHa MeCTHOro caMOyrnpaBJieHUs WAM WNHOM0 YMNOJIHOMOYEHHOro UM Auua C U3BeLleHuem
pyKOBOAMTENSA MOApa3aesieHNs, AOKYMEHTbI KOTOPOro U3biMaloTCs.

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

6.32. |-|pVI N3BATUN NOOJTMHHUKOB OJOKYMEHTOB B A€J10 NOMeLLlaeTCA 3aBepeHHada KONnna AOKyMeHTa,
Ha 060poTe KOTOPOM YyKa3blBaeTCs OCHOBaHWE W3bATUA MOAJIMHHMKA, CPOK BO3BpaTa, AaTa U
nognucb paboTHMKa, OTBETCTBEHHOro 3a (OPMUPOBaHME W/MNN XpaHeHue pena. MoANMHHUK
OOKYMEHTa, N3bAThbIN N3 aena (4eno) nocne pacCMOTPEHMA N peLleHNs BOMPOCa, BO3BpalLaeTCs B
0eno, Npu 3ToM Konus, NoOMeLeHHas B Aes10 BMECTO MOAJIMHHMNKA, N3bIMAETCS.

6.33. B uensax YCTaHOBJ1IEHNA ql)aKTVI‘-IeCKOFO HaM4ma OOKYMEHTOB U A€J1 genonpom3ssoantenammn

nogpasgeneHnin n Cnyx6bon [nenonponsBoACTBa AOJKHbI MPOBOAUTHLCS MPOBEPKM  YCJI0BUIA
XpaHeHNs OKYMEHTOB, HaJIN4YMNS N COCTOSIHUA LOKYMEHTOB U Aen:

* NMepes nepenaven NOKYMEHTOB B apXWB roCy[apCTBEHHOro opraHa, opraHa MeCTHOro
camoynpaBJieHus;

e Mpuv NepemMelleHnn aen;

* NMPU CMeHe pPYKOBOAUTENS CTPYKTYPHOro nogpasgeneHuns, pykosoautens Cnyx6bl
[leNIonpon3BOACTBa;

* MNPV peopraHn3aunum ” AMKBUAALMWM TFOCYAapPCTBEHHOrO OpraHa, opraHa MeCTHOro
caMoynpaBJ/ieHUs UNK CTPYKTYPHOro nogpasneneHus.
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Mo nToram NpPoBEPKN COCTABASETCS aKT NPOBEPKM, B KOTOPOM (DUKCUPYIOTCS BCe 0BHapyXeHHbIe
HEeNOCTaTKN B COCTOSIHUMM Aen. AKTbl MPOBEPKM MPEeACTaB/SOTCA 3aMeCcTUTEeslo pyKoBoAMTENN
rocygapCTBEHHOro oOpraHa, opraHa MEeCTHOro CaMoyrnpaB/ieHUs, KypupylolleMy MpoBepsemMoe
CTPYKTYypHOE noapasfefieHune.

6.34. Mpw 06Hapy>KeH|/||/| OTCYTCTBUA OeN, HNCNAWmnxca no HoMeHKNaType Ae€Ji, pykKoBOoOCTBOM
no,u,pa3,u,eneH|/||7| MPUHNMAKTCA Mepbl MO UX pPO3bICKY. B cny4ae ecnu po3biICK fen He fpaet
pe3ynbTaTa, COCTaBJIAeTCA ChnpaBKa O MPUYNHaAX WX OTCYTCTBUA, KOTOpada noAanncbiBaeTCd
pykoBoaguTenem nogpasgeneHna n npeactaBndaeTcqa B CJ'Iy)K6y oenonpon3soacTBa.

6.35. ®akT yTpaTbl gena (Ooen) GQUKCUMpyeTCsa B aKTe, COCTaBJsSeMOM W MOAMNUWCbIBAEMOM
pykosoauTenem Cnyxbbl O0en0onNpou3BOACTBa M PYKOBOAUTENIEM CTPYKTYPHOro noapasfeneHus
(ymosIHOMOYEHHbIM MM JINLUOM) B ABYX 3K3eMnaspax (Mpu yTpaTe Oefsia BpeMeHHbiX (oo 10 net
BKJIOYMNTENIbHO) CPOKOB XPaHEHUS) UK B Tpex aK3emnaapax (Npu yTpaTe Aen BPEMEHHbLIX (CBbilLe
10 neT) CPOKOB XpPaHEHUSA NN MOCTOAHHOIO0 XpaHeHus). Mo 0gHOMY 3K3eMMNAApY akKTa XPaHUTCS B
Cny>xbe gpenonponsBoACcTBa U CTPYKTYPHOM noapa3geneHun; npn yTpaTe Aen BpeEMEHHbIX (CBbile
10 neT) CPOKOB XpPaHEHMUA UM MOCTOAHHOIO XpaHEeHUs K3EMMAAP aKTa NpeacTaBsseTCsd B apXuB
rocynapCTBEHHOro OpraHa, opraHa MecTHOro caMoyrnpaBieHuns Npun nepenadvye gen CTPYKTypHOro
noapasaesieHns Ha apX1MBHOE XpPaHEHMe.

O,EI,HOBpeMeHHO C 3TUM NMPUHNMAOTCA Mepbl MO 3aMelleHNo YTpa4YeHHOIro 40KyMeHTa ero Konumen.

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

7.1. ExeropHo Cnyxbon penonpoum3BoACTBa roCydapCTBEHHOrO opraHa, opraHa MecCTHOro
camoynpaBJ/ieHUs, OeNonpom3BoaANTENSAMUN MoApa3faesIeHN COBMECTHO C 3KCMepTHOM KoMuccuen
rocyfapCTBEHHOro opraHa, opraHa MeCTHOro camoynpassieHua (panee - 3K) npoBoauTcs
3KCMnepTu3a LEeHHOCTN OOKYMEHTOB.

7.2. Mpwn npoBefeHNN 3KCNEPTU3bl LEHHOCTU OOKYMEHTOB OCYLLECTBAAETCA:

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

e 0oT6Op [OOKYMEHTOB BpPEMEHHbLIX (00 10 neT BKJIYUTENIbHO) CPOKOB XpaHeHUs un c
nomMeTkaMmm «J1J0 MWUHOBAHUA HadobHOCTWM», «[O 3aMeHbl HOBLIMU», MOANEXKALUNX
JanbHenweMy XpaHeHUo B CTPYKTYPHbIX Noapa3feneHunsx;

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

O,D,HOBpeMEHHO npoBepAaeTCda Ka4eCTBO U NOJIHOTa HOMEHKJ1aTypbl AeJ1 roCcyAapCTBEHHOIO OpraHa,
OpraHa MeCTHOIro CamMmoynpaieHnsa, NpaBMJibHOCTb onpenesieHna CPOKOB XpaHeHNA aen.

7.3. [lena nocTOAHHOrO U BpeMeHHbIX (CBbille 10 /IeT) CPOKOB XpaHeHUs nepenalnTcsa B apxuB
rocyZlapCTBEHHOr0 OpraHa, opraHa MecTHOro CamMoyrnpaB/IEHUsl HE paHee YeM Yepes OAUH rod U He
no3aHee 4eM Yyepes Tpu roda rnocsjie 3aBepLleHns aen B 0enonponsBoacTee. Nepenayva oen B apxume
rocygapCTBEHHOro opraHa, opraHa MecTHOro caMoyrpaB/ieHUst MPOBOAMTCS HA OCHOBAHMWU OMUCEN
Nen CTPYKTYPHbIX Noapa3aesieHnin MoCTOAHHOI0 N BPEMEHHbIX (CBbille 10 fIeT) CPOKOB XPaHEHUS U
[en no JINYHOMY COCTaBy.

Hena BpeMeHHbIX (40 10 neT BKAYNTENBHO) CPOKOB XPaHEHWS B apXUB roCcyAapCTBEHHOIr0 opraHa,
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opraHa MecTHOro caMoyrpaBfieHUsa He nepefalTcsa U nognexaT BblASNEHNIO K YHUYTOXEHUIO MO
NCTEeYEeHNN CPOoKa UX XPaHEHNSA B COOTBETCTBUMN C NyHKTamun 7.17-7.21 MNpasnn genonpon3BoncTsa.

7.4. DKcnepTM3a LEHHOCTM OOKYMEHTOB MPOBOAUTCS Ha OCHOBE (hedepalibHbliX 3aKOHOB, MHbIX
HOPMaTMBHbLIX MPABOBbIX aKTOB Poccuinickon depepaunn, rMepevyHern TUMOBbLIX aPXUBHbLIX
[OKYMEHTOB C YKa3aHWEeM CPOKOB XPaHEHWs, MepeyHeln AOoKYMeHToB, obpa3syowmnxcs B npouecce
neAaTenbLHOCTU hefepasibHbIX OPraHoB roCyAapCTBEHHOW BACTU, MHbIX FOCYapCTBEHHbIX OpraHoB
Poccuickon denepaunm, a TakxKe B Npouecce AesTesIbHOCTU NoABeloMCTBEHHbIX UM OpraHn3aLni,
C YKa3aHMeM CPOKOB XpPaHeHus.

7.5. Ona opraHusaumm un npoBegeHUs paboTbl MO 3KCMNepTM3e LEHHOCTU [OOKYMEHTOB B
rocyapCTBEHHOM OpraHe, opraHe MecTHOro caMoyrpaBJ/ieHUs NPUKa3oM PyKoOBOAUTENA Cco3faeTcs
3KCNepTHast KOMUCCUSA, LeHTpasibHada aKcnepTHaa komuccums (9K, L3K).

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

7.6. Mo pe3ynbTaTaM 3KCNepTu3sbl LEHHOCTM OOKYMEHTOB B rocyaapCrtBeHHOM OpraHe, opraHe
MeCTHOIro camMmoynpaBjieHnda COCTaBNIAKTCA ONMUCKU O€eN CTPYKTYPHbIX nop,pa3p,eneH|/||7| MOCTOAHHOI O
XpaHeHnA, BPeMEHHbIX (cBbiie 10 neT) CpOKOB XpaHeHWnd, B TOM 4Hucine no JIN4HHOMY COCTaBYy,
MPOBOANTCSA OpOpMIIeHME e, @ TaKXXe COCTaBNATCHA aKTbl O BblAEJIEHUN K YHUYTOXXEHUIO e, He
noanexawmnx XxpaHeHunto.

7.7. 0Onucn gen B CTPYKTYPHbIX MOApa3aesieHUsaxX COCTaBAATCA Nog MeTOANYECKNM PYKOBOACTBOM
Cnyx6bbl penonpovm3BoACTBa W apxmMBa IOCYAapCTBEHHOro OpraHa, oOpraHa MEeCTHOro
camMmoynpasseHuns no opmam, yctaHoBsIE€HHbIM [MpaBunamMu xpaHeHuns 2015 r.140],

Ha nena BpeMeHHbIX CPOKOB XpaHeHus (0o 10 neT BKAOYMUTENbHO) OMUCU He COCTAaBJIAIOTCS, U B
apXuB rocy0apCTBEHHOro opraHa, opraHa MecTHOro camoyrpaB/ieHUst Takne Aefa He nepenalTcs.

Onucn pen CTPYKTYPHbIX Nogpa3feneHnin CoCTaBAATCA OTAENbHO Ha Aesia MOCTOSAHHOro
XpaHeHns; aena BpeMeHHbIX (cBbile 10 fieT) CPOKOB XpaHeHWs; Oena no JIMYHOMY COCTaBy,
3/IEKTPOHHbIE O€eNla, a TakXe Ha Aena, CocToswmne N3 OOKYMEHTOB, XapaKTEepHbIX OS89 AaHHOWN
opraHmsaunn (cynebHble, cnenCcTBEHHbIE Aesa, Hay4YHble OTYETHLl MO TEMaM, Hay4YHO-TEXHMNYECKas
OOKyMeHTaums).

OcCHOBOI COCTaBJ/IeHUS ONMUCeNn Aen CTPYKTYPHbIX NoApa3feneHnin ABnaeTca HoOMeHKnaTypa aen.
7.8. Mpn cocTaBneHMn onucem pen CTPYKTYpHOro nogpasfesieHna cobniogalTca cnepyowine

TpeboBaHuUs:

* 3aro/lIoBKM [Jen BHOCATCS B OMWUCb Aesl B COOTBETCTBUM C CUCTeMaTu3auunen nen B
HOMEeHKJaType aern;

e Ka)xAoe Oeslo BHOCUTCS B ONUCb NOJA4 CAaMOCTOSATENIbHbIM MOPAOKOBLIM HOMEpPOM (ecnun Oeno
COCTOUT U3 HECKOJIbKMX TOMOB, TO Ka)XAbli TOM BHOCUTCS B ONWCb MOJ CAaMOCTOSATENIbHbIM
HOMEpOoM);

* NMopAaAnooK HyMepauunnm gen B ornnucun - BaJIOBbIN;

e rpadbl ONUCK 3aMNOJIHAKTCSA B COOTBETCTBUM C TEMU CBEAEHUSMU, KOTOPbIE BbIHECEHbI Ha
06n10XXKy pnena;

* Mpun BHECEHNW B ONUCb noapAan gen (TomMOB) C 0OAMHAKOBLIMW 3arosI0BKaMun 3arosIoBKK BCeX
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nen (TomMmoB) NULIYTCS MOJIHOCTBIO;

* rpaca onucu gen «MpuMeyaHns» NCNONb3yeTca A1 OTMETOK 0 npueme aesn, ocobeHHOCTAX
nx OU3NYECKOro COCTOSIHUSA, O nepenaye Aen APYyruMm CTPYKTYPHbIM roApasfefieHMeM co
CCbINIKOW Ha aKT, 0 HaJIMYnM 3JIEKTPOHHbLIX KOMWIA ae.

B nToroBomn 3anmcu onncu ykasbiBatoTcsa (LmudpaMu 1 Nponmncbio) KOMYeCcTBO A€, YNCAAWMXCS No
OMncK, NepBbIn U NOCIeaHUA HOMepa Aen No onucu.

7.9. B onnucb 3M1eKTPOHHbLIX Aes, OOKYMEHTOB BKJIIOYHAETCA MNPUJIOXKEHNE K OMUCU - peecTp
3/IEKTPOHHbIX OOKYMEHTOB (KOHTEMHEPOB 3/IeKTPOHHbIX AOKYMEHTOB), B KOTOPOM YKa3blBalOTCA
cBefeHmns 06 sNeKTPOHHbIX AOKYMEHTaX, BKJIIOYEHHbIX B KaXK40e 3/1IeKTPOHHOe Aeno.

7.10. Onncu pen CTPYKTYPHOro nogpasfeneHnss U3roTtaB/MBAlOTCA B ABYX 3K3eMnjaspax Ha
6yMa>kHOM HoCuTesle, MOAMMCHLIBAIOTCA PYKOBOAUTENEM noApa3sfesieHuns, cornacosbiBatloTcs K
CTPYKTYPHOIro nogpasaenenus (npy ee Hanmyium) n pykosogutenem Cny>xbbl AenonponsBoacTBa.
PeecTp 3N1eKTPOHHbIX OKYMEHTOB, SABJISIOLWMIACSA NPUNO0XKEHNEM K ONUCU 3NIEKTPOHHbIX JOKYMEHTOB,
NoAMNNCbIBAETCS COCTAaBUTENIEM peecTpa C YKasaHUeM OO/KHOCTU, MHALMANoB, (haMUinn.

OauH 3K3eMnNaap OnNncK gen CTPYKTYPHOro nogpasaeneHns nepenaetca BMecTe ¢ AeflaMn B apXmBs
rocyapCTBEHHOro OpraHa, OpraHa MeCTHOro caMoyrnpaBilieHMS BTOPOM OCTaeTCss B KadecTBe
KOHTPOJIbHOIr0 3K3eMMJisipa B CTPYKTYPHOM nogpasaeneHnn. B apxmB rocynapCcTBEHHOro opraHa,
OopraHa MecTHOro caMoyrpaBJieHUs Tak)Xe rnepenaeTcs rno 3K3eMnaspy onucen aen CTPYKTYPHbIX
rnoapasfesieHUn B 3/IEKTPOHHOM Buae B pedakTupyemoMm dopmate AN WUCNONb30BaHUS B
JanbHenweM s noaroToBKM apXUBHbIX ONMcen aen, OKYMeHTOB (rofoBbiX pa3fenos).

7.11. OchopmMneHune gen Ha ByMakHOM HocuTerne, NnpefHa3Ha4YeHHbIX A4 nepefadn Ha XpaHeHune B
apXuB TrocCyfapCTBEHHOro opraHa, oOpraHa MeCTHOro caMoyrpasJieHUs, OCYLWeCTBASeTCA B
COOTBETCTBMU C NyHKTaMu 4.19-4.30 lMNMpaBun xpaHeHnsa 2015 r.

7.12. MoAroToBKa 3NEKTPOHHbLIX LOKYMEHTOB K MNepefaye B apXvMB FoCyfapCTBEHHOro oprada,
opraHa MeCTHOro camoyrnpaBJ/ieHUs OCYLLEeCTBAAETCA B COOTBETCTBUM C MyHKTOM 4.34 [paBun
xpaHeHnsa 2015 r. CTPpyKTYpHbIM nogpa3sfenleHneM rocygapCTBEHHOro opraHa - noJsib3oBaTesnieM
COOTBETCTBYOLWEN WMHPOPMALIMOHHON CUCTEMbl COBMeCcTHO co Cnyx6olr penonpousBoAcTBa W
noapasaeneHnem (paboTHukoMm), obecrnedymBawLWUM  (QYHKLUMOHUPOBaAHME WHMOPMALMOHHON
CUCTEMBI.

7.13. MMpu noaroTtoBKe 3JIEKTPOHHbLIX [OOKYMEHTOB, OTOOpaHHbIX K nepefaye B apxuB
rocyfapCTBEHHOro oOpraHa, OpraHa MEeCTHOro CaMOyrpaB/eHUs BbIMOJHATCA clefytoune
OCHOBHbIe Mpoueaypbl paboTbl C LOKYMEHTaAMU:

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

e (hOopMMpPOBaHME B WH(POPMALMOHHOW CUCTEME OMUCE 3NEeKTPOHHLIX Aesl, AOKYMEHTOB
CTPYKTYPHbIX NoApa3aesieHni;

e hopMUpoBaHMe B MHPOPMALIMOHHOM CUCTEME rOCyAapCTBEHHOrO0 opraHa, opraHa MecTHOro
CaMoynpaBiieHNSA KOHTEMHEPOB 3JIEKTPOHHbLIX [OOKYMEHTOB, BKJIOYAOWNX: KOHTEHT W
MeTajaHHble 3/1IEKTPOHHOI 0 O0OKYMeHTa, thannbl 3/1IEKTPOHHbIX noanucen,
BM3YaNN3NPOBaHHYIO KOMMNIKO TEKCTOBOIO 3JIEKTPOHHOI0 JOKyMeHTa B popMmaTe PDF/A-1;
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opMmpoBaHMe B MHDOPMALIMOHHOW CUCTEME roCyapCTBEHHOr0 OpraHa, opraHa MecTHOro
CaMOYMpaB/eHNUs  3EKTPOHHbIX  fefl, ABASIWMUXCA COBOKYMHOCTbI  KOHTEMHEepoB
3JIEKTPOHHbIX JOKYMEHTOB U/ KOHTEMHEPOM 3JIEKTPOHHOI0 IOKYMEHTA;

e MUrpauna >3/EeKTPOHHbLIX [OOKYMEHTOB Ha Quindecku ob6ocobneHHbIe MaTepualJibHble
HOCUTENN, eCn OOKYMEHTbLI nepenarTcd B apXmMB roCcygapCrtBeHHOrNo opraHa, OpraHa
MeCTHOro caMmoyrnpasJieHNs He Mo MHPOPMALMOHHO-KOMMYHUKALWOHHbLIM KaHanaMm;

* MpoBepKa BOCMPON3BOAMMOCTN 3JIEKTPOHHbIX JOKYMEHTOB;

* MpPOBEPKaA 3/1EKTPOHHbIX OKYMEHTOB Ha HaJIn4ymMe BPeOOHOCHbIX KOMMbIOTEPHbIX MPOrpaMm;

e hopMUpOBaHME TPAHCNOPTHONO KOHTENHepa, CoOep)Kallero 3JIEKTPOHHbLIE gena,
BKJIIOYEHHbIE B OMUNCh 3JIEKTPOHHbIX e, LOKYMEHTOB CTPYKTYPHOro nogpa3snenerHms (onncb
Oen MNOCTOSIHHOro XpaHeHUs, BpPeMeHHbIX (cBbile 10 neT) CpoOKOB XpaHeHusa, gen no
JINYHOMY COCTaBy).

7.14. lena nepepatoTca B apXuUB rocyfapCTBEHHOr0 opraHa, opraHa MeCcTHOro caMmoynpaBJieHNs B
COOTBETCTBMM C rpaukoM rnepefadyn [OKYMEHTOB, COrjlacoBaHHbIM C pPyKOBOOUTENAMMU
CTPYKTYPHbIX MoapasgesieHuin, nepejarwwmnmx LOKYMEHTbl B apxvmB, W YTBEPXAEHHbIM
pykoBoAMTesieM roCydapCTBEHHOro0 oOpraHa, opraHa MEeCTHOro caMoyrnpaBieHUs WIN WHbIM
YNOJIHOMOYEHHbLIM UM JINLIOM.

NMpueM-nepenaya fen B apxXuB rocyfapCTBEHHOr0 opraHa, opraHa MeCTHOro camMoyrpaBJieHUs
OCYLLLEeCTBNAGTCA B COOTBETCTBUN C NYHKTaMn 4.33-4.34 lNMpaBun xpaHeHna 2015 r.

7.15. B cnyyae NMKBMAALUUN UK peopraHmM3aumm CTPYKTYPHOro noapa3saesieHnsa rocy4apCTBEHHOI 0
opraHa [henonpovsBoAUTeslb MNogpasfeneHns B Nepuod MNPOBeAEeHUs  JINKBUMOALUMOHHbIX
MeponpusTUiA popMnpyeT BCE NMEKLMECs LOKYMEHTbI B AeNa, 3@ UCKJIloYeHNEM HEeNCMNOJIHEHHbIX
[OKYMEHTOB, ohopmMnsdeT nena v nepepaet ux B Cnyx6by AenonpovMsBoAcTBa rocyfapCTBEHHOro
opraHa.

7.16. Ha ocHOBe nMpeasioxXeHUn CTPYKTYPHbIX noapa3geneHnn Cnyxba penonpon3BoacTBa
rocyfapCTBEHHOr0 OpraHa, OpraHa MeCTHOro camoynpaBJ/ieHUa CcocTaBnaseT aKT (akTbl) O
BblAENEHUN K YHUYTOXEHNIO JIOKYMEHTOB, HE NoaJsiexallnx XxpaHeHuto, no opme, yCTaHOBJIEHHON
MpasBunamu xpaHeHns 2015 r 4,

Ha 3n1eKTpOoHHble OOKYMEHTbl C UCTEKLUMMUN CPOKaAMU XPaHEHUSA COCTaBNSAETCHA OTAENbHbIM aKT Ha
OCHOBe (hOpPMbl aKTa O BbIAENEHUN K YHUYTOXKEHUKD OOKYMEHTOB, HE MOoAJieXaluX XpaHeHMUIo,
yCTaHoBJsieHHOM MpaBunaMun xpaHeHunsa 2015 r.

7.17. [dena BK/OYAKTCA B aKT O BblAeJIEHUM K YHUYTOXKEHUIO OOKYMEHTOB, He nogJexaljmnx
XPaHEHUIO, ecan NpeagyCcMOTPEHHLIN AN HUX CPOK XpaHeHUs UCTEK K 1 sHBaps roga, B KOTOPOM
COCTaBJIeH akKT.

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

7.19. AKT 0 BblAENEHNN K YHUHTOXXEHUIO JOKYMEHTOB, He nogJjiexallunXx XpaHeHuto, yTBep>XgaeTcs
pykoBoauTesnieM rocyfapCTBEHHOro opraHa, opraHa MeCTHOro camoynpasJieHna nocne
yTBepXxgeHnsa 3IlMK denepanbHOro rocygapcrtBeHHoro apxumsa, IlK ynosnHOMOYeHHOro opraHa
NCNOJIHNUTENbHON BNacTu cybbekTa Poccuiickon ®depepaunm B cdhepe apxXMBHOro nena wuau
rocygapcTBeHHbIM (MyHMUWMANbHbIM) apXMBOM COrJlaCHO NpPenocTaBsIEHHbIM €My MOJIHOMOYUSM
onucen pen, AOKYMEHTOB MOCTOSAHHOIMO XpPaHeHUs U CornacoBaHMsa onucen fen, LOKYMEHTOB Mo
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NNYHOMY COCTaBYy, nocyse 4ero gena, BbigesieHHble MO akKTy K YHUYTOXXEHUNIO, MOy T ObITb nepenaHbl
Ha yTunnnsauuto.

7.20. lMepepava pen, BblAeJIEHHbIX K YHUYTOXKEHMUIO, Ha yTwiansauuo odopmiseTcs npuemo-
CAaTOYHON HaKJlagHOWN.

B HOMeHKnaType Aen NpPoCcTaBAATCS OTMETKM 06 YHUYTOXXEHUN AOKYMEHTOB C YKa3aHWeM AaThl U
HOMepa aKTa, 3aBepseMble NoAnNuckio paboTHMKa Cny>xObl 0e/10NpPon3BOACTBa.

7.21. DNEeKTPOHHbIE AOKYMEHTblI C UCTEKLIMMM CPOKaMN XPaHEHUSI YHUYTOXXAKTCS MPOrpamMmMHO-
TeXHN4YeCKUMN CpeacTBaMu C COOTBETCTBYIOLLEN OTMETKON B aKTe O BblAENIEHUN K YHUYTOXXEHUIO
3/IeKTPOHHbIX LOKYMEHTOB.

DNEKTPOHHbIE JOKYMEHTbI CYUTAOTCSH YHUHTOXKEHHBIMU, €CJIN UX HEJIb35 BOCCTAaHOBUTb CPEACTBAMM
NHMOPMALMOHHOM CUCTEMbI Ha HOCUTESIAX MHDOPMALIMM U N3 Pe3ePBHbIX KOMUIA.

7.22. AKTbl O BblgesieHUn K YHNYTOXKEHUIO OOKYMEHTOB, HEe noanexawunx XpaHeHWUHo, XpaHATCA
MOCTOAHHO B Aesie choHAa.

[1] ®PepepanbHbIn 3aKoH OT 2 Mas 2006 r. Ne 59-®3 «O nopaake paccMoTpeHUs obpalleHunin rpakaaH Poccuinckon depepaumnmn» (CobpaHne
3akoHopaTenbcTBa Poccuickon denepaumm, 2006, Ne 19, cT. 2060; 2018, Ne 53, cT. 8454) (nanee - ®enepaibHbiil 3aKOH Ne 59-03).

[2] ®epepanbHbIf 3akoH oT 9 cheBpans 2009 r. Ne 8-d3 «O6 obecneveHnn [ocTyna K MHOOPMaLMK O AEATENIbHOCTU roCcy4apCTBEHHbIX OPraHoB U
OpraHoB MeCTHOro camoynpasneHus» (CobpaHue 3akoHofnaTenbcTBa Poccuinckon ®epepaunm, 2009, Ne 7, cT. 776; 2018, Ne 1, cT. 7) (Banee -

depepanbHbii 3aKOH Ne 8-D3).

[3] ®epepanbHbI 3aKoH 0T 27 nions 2010 r. Ne 210-03 «O6 opraHM3aLmm NpefocTaBieHNs rocyapCTBEHHbIX M MyHULMNanbHbIX ycayr» (CobpaHue
3aKkoHopaTenbcTBa Poccunckon depepaumm, 2010, Ne 31, cT. 4179; 2019, Ne 14, cT. 1461).

[4] NyHKT 4.8 MNMpaBun opraHn3aLnmn XpaHEHUSA, KOMMNIEKTOBaHNSA, y4eTa U UCNOb30BaHNA OKYMeHTOB ApxmuBHOro poHaa Poccunckon depepauunm n
OPYrUX apXMBHbIX JOKYMEHTOB B FOCYAapPCTBEHHbIX U MYHULIMNANbHBIX apXmnBax, My3eax 1 6ubanotekax, HayyYHblIX OpraHn3aLnsx, yTBEpPKAEHHbIX
npukasom MnHkynbTypbl Poccun ot 18 aHBapsa 2007 r. Ne 19 (panee - Mpasunna xpaHeHusa 2007 r.) (3apernctpmposaH MuHiocTom Poccnn 6 mapTa
2007 r., peructpaumnoHHbIi Homep 9059, «blonieTeHb HOPMaTUBHLIX aKTOB (hefepaslbHbIX OPraHOB UCMONHUTENLHON BAacTu» oT 14 mas 2007 r.

Ne 20), ¢ U3MEHeHUsIMW, BHECEHHBLIMWU NMPUKa30M MUHKYNbTYpbl Poccumn oT 16 cepana 2009 r. Ne 68 (3apeructpuposaH MuHtoctom Poccum 5 mas

2009 r., pernctpauunoHHbIn HoMmep 13893, «Poccuinckas raszeta» ot 20 masa 2009 r. Ne 89).

[5] ®epepanbHble 3aKoHbl Ne 8-P3, oT 22 gekabps 2008 r. Ne 262-03 «06 obecneyeHun JocTyna K MHGOpMaLuum o AesTenbHOCTM Cy[oB B Poccuiickon
depepauun» (CobpaHue 3akoHofaTenbCcTBa Poccuiickon ®epepaumm, 2008, Ne 52, cT. 6217; 2018, Ne 1, cT. 7).

[6] MoanyHKT 4 nyHkTa 6 NonoxeHnsa o Pocapxuse.

[7] A63ay, 12 nognyHKTa 4 nyHkTa 9 Yka3a Mpe3ngeHTa Ykasom MpesngeHTa Poccuinckon depepaumnm ot 22 uioHa 2016 roga Ne 293 «Bonpochl
depnepaibHOro apxmMBHOro areHTcTBa» (CobpaHue 3akoHofdaTenbcTBa Poccuinickon ®epepaunn, 2016, Ne 26, cT. 4034; 2018, Ne 52, cT. 8239).

[8] NocTaHoBneHwme MpaBuTenbcTBa Poccuinckon ®Pepepaunn ot 27 aekabps 1995 r. Ne 1268 «0O6 ynopsaao4eHUN N3roToBAEHNS, UCMOb30BaHUS,
XpaHeHNs N YHUYTOXEHNS neYvaTen n 6naHKoB ¢ BocnpounssBeaneHnem FocyaapcTeeHHoro repba Poccuiickon ®epepauyunn» (CobpaHune

3aKoHogaTenbcTBa Poccunckon depepaumm, 1996, Ne 2, cT. 123; 2018, Ne 13, cT. 1808).

[9] Pa3pen 6 «bnaHku pokymeHToB» FOCT P 7.0.97-2016 «CncTema cCTaHAapTOB Mo MHpopMaunmn, bubnmoTe4yHoMy 1 n3gaTesibCKOMy geny.
OpraHun3aunoHHo-pacnopsaanTenbHas AoKyMeHTaumns. TpeboBaHmsa K ohopMieHmnto LOKyMeHTOB>» (C i3MeHeHnem Ne 1). - M.: CTaHgapTuHpopm, 2018

(nanee - rOCT P 7.0.97-2016).

10] Paspensbl 3 «Obwume TpeboBaHUSA K CO3AaHNI0 AOKYMEHTOB», 4 «PeKBU3UTbI OKYMEHTa», 5 «OopMaeHne pekBn3nToB 4okymeHToB» TOCT P
7.0.97-2016.

11] CTtaTba 26.4 depnepalibHOro 3akoHa oT 6 oKTA6ps 1999 r. Ne 184-03 «0O6 06LLMNX NPUHLUNAX OpraHn3aumm 3aKoHoAaTeNbHbIX
(NpencTaBMTESNbHBIX) N MCMONHUTENbHBIX OPraHOB FrOCYAapCTBEHHON BlacTu CybbekToB Poccuiickon ®epepaumm» (CobpaHue 3akoHodaTeNbCTBa

Poccuiickonn ®epepaumm, 1999, Ne 42, cT. 5005; 2019, Ne 42, cT. 5801) (nanee - ®epepanbHblii 3akKoH Ne 184-D3),

[12] CtaTbK 5, 6 ®PepepanbHoOro 3akoHa ot 11 anpensa 2011 r. Ne 63-®3 «O6 s3nekTpoHHOM noanucn» (CobpaHune 3akoHodaTenbCTBa Poccumnckonm
®depepaumn, 2011, Ne 15, cT. 2036; 2016, Ne 1, cT. 65; 2016, Ne 26, cT. 3889) (nanee - ®enepasnbHblin 3akoH Ne 63-P3); nocTaHOBAEHUSA
MpaButenbctBa Poccuinickonn ®epepaunm ot 9 cepana 2012 r. Ne 111 «O6 31eKTPOHHOM NOANMUCKU, NCNOJIb3YyEeMOWN opraHamMmn UCNOJHUTENLHOM BAcTU
1 OpraHamMm MecTHOr0 CaMOyrnpaB/eHNs MPU OpraHM3aLmnmn 3JIeKTPOHHOI 0 B3anMOAEeNCTBMA Mexay cobol, 0 MopsaAKe ee NCMoJIb30BaHWS, a Takxe 06
yCcTaHoBNeHUN TpeboBaHUi K 06ecrneyeHnto COBMECTUMOCTN CPEACTB 3JIEKTPOHHOM noanucu» (CobpaHne 3akoHonaTenbCcTBa Poccuinckon depepaumu,
2012, Ne 8, cT. 1027; 2018, Ne 49, cT. 7600); oT 25 nioHs 2012 r. Ne 634 «O BUAax 3NeKTPOHHOW NOAMNNCK, UCMOJIb30BaHNE KOTOPbIX AONyCKaeTcsa npu
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obpalleHnr 3a NoslyYeHUeM rocyapCTBEHHbIX U MyHUUMNanbHbIX ycnyr» (CobpaHue 3akoHopnaTenbcTBa Poccunckon depepauunm, 2012, Ne 27,
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29] Yka3 lMpe3unaeHTa Poccuiickon ®epepaumm oT 28 mapTa 2011 r. Ne 352 «O Mepax Mo COBEPLUEHCTBOBAHMWIO OPraHM3auum UCNOJHEHNS MOPYyYeHUIA
1 ykasaHuin Mpe3snpeHTta Poccuinckon ®epepaunmn» (CobpaHme 3akoHopaTenbcTBa Poccuinckon depepaumm, 2011, Ne 14, cT. 1880).

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

[31] CtaTbs 193 MpaxpaHckoro kopekca Poccninckon ®epepaunn (CobpaHue 3akoHonaTenbcTBa Poccunckon ®depepaumnm, 1994, Ne 32, cT. 3301;
2019, Ne 12, cT. 1224). B hbenepanbHbiX OpraHax MCNOJHUTENbHOM BNacTU, B COOTBETCTBUN C NYHKTOM 6.1.1 TunoBoro pernameHTa B3aMMoaencTens
henepanbHbIX OPraHoOB UCMONHNTENILHOWN BNACTW, YTBEPXKAEHHOro noctaHosneHnem Ne 30, eCiv NoCNeAHNA eHb CPOKa NCMOJIHEHNA NOPyYeHUs

npnuxoonTca Ha Hepa60~1|m71 OeHb, OHO NOAJIEXXUT NCNONHEHNIO B NPeaLecTBYOWNn emy paﬁoqwh AeHb.

32] Yka3 Mpe3uaeHTa Poccuiickon ®epepaumn oT 17 anpens 2017 r. Ne 171 «O MOHUTOPUHTE 1 aHan3e pe3y/ibTaToB paccMOTpeHns obpalleHnia
rpakaaH n opraHusauun» (CobpaHne 3akoHoaaTenbCcTBa Poccuiickon ®epepaumm, 2017, Ne 17, cT. 2545). Hdopmauuio o pesynbTaTax
paccMoOTpeHus obpalleHnin rpaxaaH 1 opraHu3aunii NpeAcTaBAsioT TakxXe opraHbl MECTHOMO CaMoyrpaB/ieHNs, roCyJapCTBEHHbIE U

MYHWLMNAbHbIE YYPEXAEHUS, MHbIE OPraHN3aLMm, OCYLLECTBASAOLME NYBINYHO 3HAaUYUMbIE PYHKLUN.

33] MyHKT 1 cTaTbk 23 GenepanbHOro 3akoHa oT 22 okTabps 2004 r. Ne 125-®3 «O6 apxvBHOM Aene B Poccuinickont depnepauunmn» (CobpaHue
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MpaBuna penonpouMsBOACTBa B rocyAapCTBEHHbIX OpraHax, opraHax MecTHoOro camoynpas,
OnybankoBaHo Ha canTte PepepanbHoe apxmBHoe areHTcTBO (http://archives.ru)

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

[34] NpunoxxeHns Ne25, Ne 26 K MNpaBnnam opraHn3aunm XpaHeHNs, KOMIMJIEKTOBaHNS, y4eTa U UCMO0JIb30BaHUSA AOKYMEHTOB ApXMBHOro hoHAa
Poccuiickon ®epepaumm 1 Apyrux apxmBHbIX SOKYMEHTOB B OpraHax rocyAapCcTBEHHON BAACTW, OPraHax MeCTHOrO CaMoyrnpaB/ieHNs, opraHu3aumsax,
yTBEPXXAEHHbIM NpuKa3oMm MuHncTepcTea KynbTypbl Poccuinckon ®epepaunm ot 31 mapTa 2015 r. Ne 526 (3apeructpupoBaH B MuHucTepcTsee
rocTuummn Poccuiickonn ®epepaumn 7 ceHTabps 2015 r., pernctpaunoHHbin Ne 38830; OdurunanbHbii MHTEPHET-NopTan NpaBoBoi MHGopMaumn

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

35] B opraHax MecTHOro camoynpas/ieHns AonycKkaeTcsa pa3pa60TKa HOMeHKNaTyp gen GyHKUNOHANbHOro Tuna, cucTteMmaTmsaumsa LOKYMEHTOB B

KOTOPbIX OCYLLEeCTBAETCA B COOTBETCTBUU C HanpaB/eHNAMN OeATeNIbHOCTW.

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

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

37] MprMepHOoe NonoxxeHne 06 3KCNepTHO-NPOBEPOYHON KOMUCCUM YNOJIHOMOYEHHOIO OpraHa UCMONHUTENbHOM BNacTn cybbekTa Poccuiickoi
depnepaumn B chepe apxXMBHOIo Aesa, yTBepaeHHoe rnprkasom denepasibHOro apxXmMBHOro areHTCcTBa OT 13 uioHa 2018 r. Ne 63 (3aperncTpupoBaH B
MuHuncTepcTBe tocTuumm Poccuninickon ®epepaunm 6 asrycta 2018 r., pernctpaunoHHbii Ne 51794; OdurunanbHbIi MIHTEPHET-NopTaJs NpaBoBOMN

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

38] MyHKT 4.18. MNpasnn xpaHeHns 2015 r.

[39] B cooTBeTCTBUYM C lMepevyHeM TUMOBbIX YNPaBileHYEeCKMX apXUBHbIX OKYMEHTOB, 06pa3yoLMXCcs B NpoLecce AeaTeNbHOCTU FroCyAapCTBEHHbIX
OpraHoB, OPraHoB MeCTHOr0 CaMOyMnpaB/eHNS N OPraHM3aLUmni, C yKa3aHneM CPOKOB XpPaHeHWs, YTBEPXKAEHHbIM NPNKa3oM MUHUCTepCTBa KybTypbl
Poccuiickon ®epepaumm ot 25 aBrycta 2010 r. Ne 558 «O6 yTBepxaeHuM MNepeyHs TUNOBbLIX YNpaB/ieHYeCKUX apXMBHbIX OKYMEHTOB, 06pa3yoLmnxcs
B npoLiecce feATeNbHOCTU roCyJapCTBEHHbIX OPraHOB, OPraHOB MECTHOrO CaMOoynpaB/ieHNs 1 OpraHn3aLmnii, C yka3aHMeM CPOKOB XpaHEeHUsA»
(3aperncTpupoBaH MMHUCTEPCTBOM OCTULMKN Poccuiickon ®epepaumm 8 ceHTabps 2010 r., pernctpaumnoHHbii Ne 18380), ¢ nsmeHeHnamu,
BHECEHHbIMUN NMprnkKa3oM MnHncTepcTBa KynbTypbl Poccuiickon ®epepaumn oT 16 depansd 2016 r. Ne 403 «O BHeceHUN nsMeHeHun B MNepeyeHb
TUMNOBbIX YNPaBJIeHYE€CKUX apXMBHbIX AOKYMEHTOB, 06pa3yowmnxcsa B npoLuecce AesTelbHOCTY roCy4apCTBEHHbIX OPraHoOB, OPraHOB MeCTHOro
camMoyrnpaBJ/IeHUs N OpraHn3aunii, C yKkasaHWeM CPOKOB XpaHeHWs, yTBepXXAeHHbI Npuka3om MrHUCTepcTBa KynbTypbl Poccuiickon ®epnepaumm ot

25 aBrycta 2010 r. Ne 558» (3apernctpupoBaH MnHNCTEpCTBOM tOCTULNN Poccuinckon Penepaumm 15 mapta 2016 r., pernctpaumoHHbii Ne 41414), k
aAMUHUCTPATUBHO-XO0351MCTBEHHON AeSTENbHOCT OTHOCATCS BONPOChI N0 COBMI0AEHMIO NPaBW BHYTPEHHEro pacrnopsiaka, sKCnayaTaunm cny>xebHbix

30aHUIA, TPAHCNOPTHOMY 06CNy>XXMBaHWIO, BHYTPEHHeN cBA3K, obecnevyeHno 6e30nacHOCTY opraHn3aumni.
[40] NpunoxxerHns Ne 23, Ne 24 Kk MNpaBunam xpaHeHns 2015 r.
[41] NpunoxeHne Ne 21 Kk MpaBunam xpaHeHus 2015 r.

Oony6nukoBaHo: 10.01.2020, nocneaHee nameHeHume: 10.01.2020

MUcTouHuK: http://archives.ru/documents/rules/office-work-rules-gos.shtml

CcbUIKM:

[1] http://archives.ru/documents/prik71_2019.shtml
[2] http://www.pravo.gov.ru

[3] http://archives.ru/taxonomy/term/56
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