3apeructpuposaHo B MuHiocte Poccum 27 pekabpsa 2019 r. N 57023

®EAEPAIbHOE APXUBHOE ATEHTCTBO

NMPUKA3
ot 22 maa 2019 r. Ne 71

OB YTBEPXKOEHWUU NMPABUN
DENONPON3BOACTBA B FTOCYAIAPCTBEHHbBIX OPTAHAX, OPTAHAX
MECTHOIO CAMOYNPABJIEHUA

B cooTBeTcTBUM € noanyHKTOM 3 nyHKTa 6 MonoxeHus o PeaepanbHOM apXMBHOM areHTCTBe,
yTBEpKAeHHOro YKasom MpesmaeHTa Poccuiickont depepaumm ot 22 utoHa 2016 roga N 293 "Bonpocsl
depepanbHoro apxmsHoro areHtctea" (CobpaHue 3akoHogaTenbcTea Poccuitickoit depepaumm, 2016, N
26, c1. 4034; 2018, N 52, cT. 8239), npuKasbisato:

1. YTBEepauTb npunaraemole lpasuaa 4enonpomMs3BoACTBa B rOCYAapCTBEHHbIX OpraHax, opraHax
MeCTHOro camoynpaBsaeHuaA.

2. Hactoswmii npuKkas BCTynaeT B CWUAY C MOMEHTA BCTYN/JEHMA B CWUAY NOCTaHOBAEHMA
Mpasutenbctea Poccuitickoit depepaumn 0 NpUsHaAHWUKM YTPATUBLUMM CUAY MyHKTAa 1 NocTaHOBAEHUSA
MpasuTenbctea Poccuiickonr ®epepaunn ot 15 umoHa 2009 r. N 477 "O6 yrtBepxaeHun [pasun
AenonpounssoacTea B dpeaepanbHbiX OpraHax MCNONHUTENbHOM BAacTn'.

Pykosoautenb
A.H.APTU30B

B COOTBETCTBMM C NYHKTOM 2 AaHHbIA AOKYMEHT BCTYMWA B CUNY C MOMEHTA BCTYM/IEHUA B CUAY
noctaHoBneHua [lpaButenbctBa Poccuitickolt degepaumm 0 NPU3HAHUKM yTPaTUBWMM cuay nyHKTa 1
noctaHosneHus Mpasutenbctsa Poccuiickon Peaepauum ot 15.06.2009 Ne 477.

MoctaHoBneHue [paBuTtenbctea Poccuitickoit Pepepaumm ot 01.02.2020 Ne 71, npusHaslee
YTPaTUBLLUMM CWAY MYHKT 1, BCTYNWAO B CMAY MO MCTeYEHMM 7 pgHel nocne AHA oduumanbHOro
onybavnkosaHua (onybaukosaHo Ha OduUManbHOM UHTEpPHET-MopTase npasBoBoi MHbopMaLMm
http://www.pravo.gov.ru - 04.02.2020).

Hauauo neiicreus noxkymenta — 12.02.2020.



YTBEpKAeHbl

npukasom ®enepanbHoro
APXMBHOrO areHTCTBa

oT 22 maa 2019r.N71

NPABUNA
DENONPON3BOACTBA B FTOCYAJAPCTBEHHbBIX OPTAHAX, OPTAHAX
MECTHOIO CAMOYNPABJIEHUA

|. Obwme nonoxeHus

1.1. TpasBuna AOenonpoussBoAcTBa B  rOCYAapCTBEHHbIX OpraHax, oOpraHax MeCTHOro
camoynpasneHus (ganee - Mpaeuna 4eNonNpon3BoACTBa) pa3paboTaHbl B COOTBETCTBMM C MOAMNYHKTOM 3
nyHKTa 6 MNonoxeHus o PegepanbHOM apXMBHOM areHTCTBe, YyTBepMAeHHOro YKasom [pesuaeHTa
Poccuiickoit ®epepaumn ot 22 uoHa 2016 roga N 293 (CobpaHue 3akoHoaaTenbcTBa Poccuitckol
depepaumn, 2016, N 26, ct. 4034; 2018, N 52, cT. 8239).

1.2. NMpasuna aenonponssoacTsa paspaboTaHbl B LLEAX COBEPLIEHCTBOBAHNA AeN10MNPOM3BOACTBA
M NoBbllweHna 3pPeKTUBHOCTM PaboTbl C AOKYMEHTaMM NyTem perfameHTaunmM Ha eaAnHOW NpPaBoBOM
OCHOBE NPaBWA CO34aHMA AOKYMEHTOB, TEXHOIOTUIM PaboTbl C HUMM, OPraHN3aLLMM TEKYLLLETO XpPaHeHUA
[OOKYMEHTOB M MOArOTOBKM K Mepejaye B apxMB OpraHa rocyAapCTBEHHOW BAacTM, opraHa MeCTHOro
camoynpasneHus.

1.3. [Oeiictene [MpaBuMn p[enonpous3BOACTBA pPacnpocTpaHAeTca Ha deaepasnbHble OpraHbi
rocy4apCTBEHHON B/acTU, UHble deaepanbHble rocyAapCTBEHHbIE OpraHbl, OpraHbl rocyAapCTBEHHOM
BJaCTU U MHble rocyAapcTBeHHble opraHbl cybbekToB Poccuiickoit depepaunn, opraHbl MECTHOMO
camoynpaBsaeHus (aanee - rocyaapcTBeHHble OpraHbl, OpraHbl MECTHOrO CaMOoyMpPaBAEHUA).

1.4. TpeboBaHus MpaBua 4eN0NPOM3BOACTBA NPUMEHAIOTCA K ByXranTepcKol, KaapoBoit U Apyroi
cneunanbHOM AOKYMEHTALMMN B YaCTM 0BLWMX NPUHUMNOB PaboTbl C LOKYMEHTAMM, a TaKKe NoAroTOBKM
AOKYMEHTOB K NepeZiaye Ha apxMBHOE XpaHeHUe.

1.5. [feicteue MpaBun Aenonpovs3BOACTBA He PACMpPOCTPaHAETCA Ha opraHusaumio paboTbl C
AOKYMEHTaMM, COAEPKALLMMMN CBEAEHMSA, COCTABAAIOLLME FOCYAAPCTBEHHYIO TaliHy.

1.6. Mopagok paccmoTpeHuna obpalueHuii rpaxkgaH Poccuiickoii degepaunn, MHOCTPAHHbIX
rpaxkgaH, Ay 6e3 rpaxaaHcTsa, obbeauHeHWU rpa)KaaH, B TOM YMc/ie opuandeckux auy (aanee -
obpalleHne rpaxaaHunHa, opraHMsaumm), U BeaeHue Oe/0NPOU3BOACTBA NO 06palleHUAM rpaXKaaH,
OpraHuM3auuii ycTaHaBAMBAEeTCA B rOCyAapCTBEHHOM OpraHe, OopraHe MECTHOrO CamoynpaB/ieHUa B
cootBeTcTBUM ¢ DepepanbHbiMm 3akoHOM oT 2 man 2006 r. N 59-d3 "0 nopsake paccmoTpeHus obpalueHni
rpaxkaaH Poccuitckont depepaumn” <1>.

<1> depepanbHbiit 3akoH oT 2 maa 2006 r. N 59-93 "O nopagKke paccmoTpeHus obpalieHui
rpaxkgaH Poccuitckoit Pepepaunn” (CobpaHue 3akoHogatenbcTsa Poccuitckoit deaepaumm, 2006, N 19,
ct. 2060; 2018, N 53, ct. 8454) (panee - deaepanbHblii 3akoH N 59-d3).

1.7. OpraHusaumsa paboTbl C 3aNpocamu OPUANYECKUX U PUSUYECKUX NINL, B FOCYAAPCTBEHHbIN
opraH, opraH MecTHOro CamoynpaB/ieHUs 0 NPeAoCcTaBNeHUM MHPOPMALLMM O AeATEIbHOCTM 3TOMO OpraHa
ocyllecTeasetca B cooTBeTcTBMM c PepepanbHbiM 3akoHoMm oT 9 ¢espansa 2009 r. N 8-d3 "06
obecneyeHnn AocTyna K MHGOPMALMK O AeATENbHOCTU rOCYyAapPCTBEHHbIX OPraHOB M OPraHOB MECTHOTO
camoynpasneHusa" <2>.




<2> depepanbHblit 3aKoH oT 9 dpespana 2009 r. N 8-93 "06 obecneyeHnn aocTyna K MHGopmaLmnm
0 [eATeNbHOCTU rOCYZapCTBEHHbIX OPraHOB W OPraHOB MeCTHoro camoynpasneHus' (CobpaHue
3aKoHoAdaTenbcTBa Poccuiickoit Pepepaumm, 2009, N 7, ct. 776; 2018, N 1, cT1. 7) (nanee - denepancHbiit
3aKkoH N 8-03).

OpraHusaums paboTbl C 3anNpocamu rpaxaaH M opraH13aumnin o NpeaoCcTaBAeHNN roCy4apCTBEHHbIX,
MYHULMNANbHbIX YCAYT OCYLLLECTBAAETCA B COOTBETCTBUMN ¢ PeaepanbHbim 3akoHOM oT 27 uona 2010 r. N
210-93 "06 opraHM3aL MM NpeaoCcTaBieHNUA rocy4apCTBEHHbIX U MyHULMNANAbHbIX yeayr" <3>.

<3> depepanbHbili 3akoH oT 27 wmona 2010 r. N 210-®3 "O6 opraHM3aumn npeaocTaBieHUn
rocygapCTBeHHbIX M MyHUUMNanbHbIX ycayr” (CobpaHue 3akoHogaTenbctBa Poccuitickoit depepaunu,
2010, N 31, c1. 4179; 2019, N 14, cT. 1461).

1.8. Ha ocHoBe Mpasun genonpousBoOACTBA B FOCYAAPCTBEHHbIX OpraHax, opraHax MecTHOro
camoynpasaeHna pa3pa6aTbIBaETCﬂ UHCTPYKUMA NO AenonpomsBoacTtBy, YyTBepXAaemaa MNpaBOBbiM
dKTOM TOCyAdapCTBEHHOIO OpraHa, OpraHa MeCTHOro camoynpasseHuA (,a,anee - WHCTPYKUMA NO
lCI,eI'IOI'IFJ()I/13BOLI,CTBV) nocsie ee corfacoBaHms <4>:

<4> TMyHKT 4.8 MpaBuMn OpraHU3auUUM XPaHEHUA, KOMMNNEKTOBAHMA, ydeTa M WMCNOo/b30BaHMA
OOKYMeHTOB ApxuBHOro ¢oHaa Poccuitckoit depepaumm U APYrUX apXMBHbLIX [AOKYMEHTOB B
roCyAapCTBEHHbIX M MYHUUMMAAbHbIX apxvBax, myseax U 6MBAMOTEKax, Hay4yHbIX OpraHM3auuax,
yTBEPMKAEHHbIX NPUKazom MuHKyabTypbl Poccum ot 18 ansapa 2007 r. N 19 (ganee - Mpasuna xpaHeHus
2007 r.) (zapeructpuposaH MuHioctom Poccum 6 mapta 2007 r., permctpaumoHHbiit Homep 9059,
"BronneTeHb HOPMaTUBHbIX aKTOB peaepanbHbIX OpraHoB UcnoHUTeNbHOM Bnactn' ot 14 maa 2007 r. N
20), ¢ U3MEHEeHUAMM, BHECEHHbIMK MpUKazoMm MuHKyAbTypbl Poccumn ot 16 ¢espana 2009 r. N 68
(3apeructpupoBaH MuHtoctom Poccum 5 mas 2009 r., perncrtpaumoHHbii Homep 13893, "Poccuitckasn
raseta" or 20 mas 2009 r. N 89).

denepanbHbiM OpPraHOM rOCYAapCTBEHHOM BAAacTWU, MHbIM denepanbHbiM FOCYAapCcTBEHHbIM
OpPraHom - C YNOJHOMOYEHHbIM desepasnbHbiM OPraHOM MCNOAHUTENbHOM BAacTh B chepe apXMBHOrO
Aena v genonponsBoacTBea;

OpraHOM rocygapCTBEHHOW BAACTM M MHbBIM FOCYAapPCTBEHHbIM OpraHom cybbeKkTa Poccuiickoi
depepalymm, opraHOM MECTHOTO CamoynpaBAeHUA - C YNONHOMOYEHHbIM OPraHOM MCMOAHUTENbHOWN
Bnactm cybbekta Poccuiickoii degepaumm B cdepe apxMBHOro gena WAM ToCyAapCTBEHHbIM
(MyHMLMNaNbHBIM) apPXMBOM B COOTBETCTBMU C NPEAO0CTaBAEHHbIMU eMY MOJHOMOUYUAMM.

1.9. B opraHax ucnosHMTeNbHOW BAacTU CybbeKkToB Poccuitickolt depepaumnn, opraHax MecTHOro
CaMOyNpaBAEHUsA, UCMOb3YIOWMNX eAMHYI0 CUCTEMY 3EKTPOHHOro AoKymMeHToobopoTa (ganee - C34),
MOXET MNPUMEHATbCA WHCTPYKUMA MO Ae/fonpoM3BOACTBY, YCTaHABAMBAOWAA eAMHbIA  NopAaok
AeNonponsBoACTBa B OpraHax MCMNOAHUTENbHOM BnacTu cybbekToB Poccuiickon Peaepaumm u/vam
opraHax MecTHOro cCamoyrnpaBaeHus.

1.10. OtBeTcTBEHHOCTb 3a OopraHusauuio, COCToAHME AenonpounsBoactea W C06ﬂl0,£l,eHMe
Tp66OBaHMVI Mpasun genonponsBoACTBa B rocy4apCTBEHHOM OpraHe, opraHe MecTHOro camoynpas/ieHnsA
BO3/1araeTcAa Ha ero pykosoauntena nmbo Ha nnuo, ucnonHawulee ero oba3zaHHOCTY.

1.11. OpI'aHM3aLI,MF|, BeaeHne 1 coseplleHCTBoOBaHME AenonpomsBonctBa Ha OCHOBe e,ﬂ,MHOVI
NONNTUKN U NPUHLMNOB, NPUMEHEHNE COBPEMEHHbIX MHd)OpMaLI,MOHHbIX TEXHO/IOTUIA B pa60Te C
AOKYMEHTaMU, METOANYECKOE PYKOBOACTBO N KOHTPOJIb CO6!'HO,£I,€HMFI YCTaHOBNEHHOIO NopAaKa paGOTbI
C OOKYMEHTaMMn B rocyaapCrBeHHOM OpraHe, opraHe MEeCTHOro camoynpaBieHuA, BO3/1araetcA Ha



CTPYKTYpHOE noApasaeneHue, ucnosiHawuee GyHKLMM NO BeAeHMIO Aenonpon3BoacTea (ganee - Cayxba
Aenonpoussoactea). lMpu  ero oTcyTcTBUMM  06A3aHHOCTM MO BEAEHMIO AENOnNpou3BOACTBA B
rocy4apcTBeHHOM OpraHe, opraHe MeCTHOro Camoynpas/ieHMA BO3MaraloTcA Ha rocy4apCTBEHHOrO
(MyHMUMnNanebHoro) cnyxauero (paboTHMKaA).

BeaeHune AenonponsBOACTBa B MHbIX CTPYKTYPHbIX MOApa3aefieHnAX rocyaapCTBeHHOro opraHa,
opraHa MecTHOro CamoynpaBAeHWs BO3/1araeTca Ha rocyAapCTBEHHbIX (MYHUUMMAAbHbIX) CAYXalLMX
(pabOTHMKOB) AaHHbIX CTPYKTYPHbIX MOApa3AeNeHuin rocyaapCTBEHHOro OpraHa, opraHa MeCTHOro
camoynpaBsneHus (ganee - 4eNONPON3BOANTEND NOAPA3AENEHNA).

B TeppuTOpManbHbIXx opraHax ¢egepanbHOro rocygapcTBeHHOro opraHa B cybbektax Poccuiickoi
depepaumnm M opraHax, MOABEAOMCTBEHHbIX T[OCYAapCTBEHHOMY oOpraHy cybbekTta Poccuiickoi
depepaumm, opraH1saLms U BeAeHNe 4eN0NPoM3BOACTBa ocylecTBAAoTcA Cay»boli genonporssoacTsa
WU TOCYAApCTBEHHbIM cayKawmm (paboTHMKOM), Ha3HaYyeHHbIM OTBETCTBEHHbIM 33 BeAeHue
AeNonpon3BoACcTBa NPaBoOBbIM aKTOM COOTBETCTBYIOLLErO FOCYyA4apCTBEHHOro OpraHa.

1.12. Cnhy6a Aenonpous3BoACTBa AEMCTBYET HA OCHOBAaHWW MO/IOXKEHUA O HEW, YTBEPKAAEMOro
pyKoBoAMTENeM roCyapCTBEHHOrO OpraHa, opraHa MEeCTHOrO CamoynpaB/ieHMA W onpeaenstolero
HaumeHoBaHue CnyK6bl 4EeN0NPOM3BOACTBA, €€ CTPYKTYPY, 3a43a4u U GYHKLMUK,

LJONKHOCTHbIE obAsaHHOCTH cneunanncrtos C}'Iy)-K6bI Aenonpon3soactea U p,enonpom330p,menel71
no,a,pa3p,eneHm7| rocyaapCtBeHHOro opraHa, OpraHa MeCTHOro CamoynpaBieHnA YCTaHaB/IMBAKOTCA
AO/KHOCTHbIMU pernameHTamm (,CI,OI'I)KHOCTHI:IMM VIHCprKU,MFlMM).

1.13. Ha nepurog oTnycka, KOMaHAMPOBKK, B C/ydae yBO/bHEHUA U nepemelleHuna (nepesoaa)
PabOTHUKM CTPYKTYPHbIX NOAPa3AeeHNIN rocy4apcTBEHHOrO OpraHa, opraHa MecTHOro camoynpaBaeHusa
06s3aHbl Nepeaatb BCe HAXOAALWMECA Y HMX Ha WMCMOAHEHUU [OKYMEHTbl Ae/f0npou3BoaUTENtO
noapasgeneHns  WAM  MHOMY pPaboTHMKY MO  YKasaHUIO PYKOBOAWUTENA NOAPA3AENeHus C
COOTBETCTBYIOLLEN OTMETKOM B y4eTHbIX Gopmax, a Aena, NoslyyeHHble BO BpeMEHHOE No/ib30BaHME U3
apXuBa rocyAapCcTBEHHOro opraHa, opraHa MecTHOro CamoynpaB/ieHNs, BO3BPALLEHbI B apXMB.

NMpn cmeHe pgenonpousBoanTENA NOApPa3fesieHNA COCTaBAAeTCA aKT npuema-nepesaym
AOKYMEHTOB U Aen.

1.14. TocymapcTBeHHbIE CAyXKalime U paboTHWKKU rOCyAapcTBEHHOrO opraHa, OopraHa MecTHOro
CaMOoynpaBAeHUA [AO/MKHbl ObiTb O3HAaKOM/EHbI C WMHCTPYKUMEN MO AeNonpov3BOACTBY M MHbIMU
HOPMaTMBHbIMM aKTamM, YCTaHaBAMBAIOLWMMM NOPASOK PaboTbl C AOKYMEHTAMKM B rocyAapCTBEHHOM
opraHe, opraHe MecTHOro Camoynpas/ieHus.

1.15. CoaeprkaHue cnyebHbix AOKYMEHTOB (MPOeKTOB AOKYMEHTOB) He MNOA/ENKMUT pasrialleHuto,
33 UCKNOYEeHMEM 06LLeAoCTyNHOW MHPOPMaLMN O AeATeNbHOCTM roCyAapCTBEHHOro opraHa, opraHa
MECTHOIrO Camoynpas/ieHUs, NPeAOCTaBASEMON HEeOorpaHMYEHHOMY Kpyry /vl B COOTBETCTBUM C
3aKoHogaTenbcTBoM Poccuiickon deaepauunm <5>,

<5> depepanbHble 3akoHbl N 8-03, o1 22 aekabpsa 2008 r. N 262-d3 "06 obecneueHnun goctyna K
nHdopmauum o pgesTenbHocTM cyaoB B Poccuitckoint degepaumn” (CobpaHue 3aKoHOAATE/NbCTBA
Poccuiickoit deaepaumn, 2008, N 52, ct. 6217; 2018, N 1, ct. 7).

Il. AoKymeHTUpOBaHME YyNpaB/ieHYECKOW AeATeNbHOCTH

2.1. CocTaB OOKYMEHTOB, 0OPaA3YIOLMXCA B AEATENbHOCTU rOCY[apcTBEHHOro OpraHa, opraHa
MECTHOr0 CaMoynpaB/eHMUs ONPeaeNAeTcs ero NONHOMOUYNAMMU, KPYTOM BbIMONHAEMbIX FOCY4aPCTBEHHbIX
dYHKUMI M NpesocTaBAfseMblX rocyAapCTBEHHbIX YCIYr, NOPAAKOM paspelleHns Bonpocos, o6bemom u
XapaKTepom B3aMMOCBA3EAW C WHbIMW  FOCYAAPCTBEHHbIMM  OpPraHamMu, OpraHamm MecTHOro



camoynpasaneHuna, opraHn3aunAMM, rpakaaHamm.

2.2. B rocyfapCTBEHHOM OpraHe, opraHe MeCTHOrO CaMOyMNpaB/AEHMA CO34al0TCA AOKYMEHTb! Ha
6YMaXKHOM HOCUTesle, 3/1IeKTPOHHbIE AOKYMEHTbl U 3/IeKTPOHHbIE KOMUW AOKYMEHTOB, MOAyYeHHble B
pe3ynbTaTe oundposKM (HaNpUmep, CKAHUPOBaAHWA) LOKYMEHTOB Ha BYMaXKHOM HocuTene.

2.3. C3[, wucnonb3yemble B deaepanbHblX OpraHax WCNOAHUTENbHOW BNACTU, AO/XKHbI
COOTBETCTBOBaTb QYHKLMOHANbHBIM TPeBOBaHMAM, YCTaHOBAEHHbIM YNOHOMOYEHHbIM deaepanbHbIm
OpraHoOM MUCMONHUTENIbHOM BAacTU B chepe apXMBHOro Aena U Aenonpounssoacrtsa <6>.

<6> NoanyHKT 4 nyHKTa 6 NMonoxeHuns o Pocapxuse.

2.4. [JokyMeHTbI roCyAapCTBEHHOrO OpraHa, opraHa MecTHOro camoynpaBaeHnAa MOTyT co34aBaTbCA
N XPaHUTbCA WMCKAOUYUTENbHO B GOPME 3NEKTPOHHbIX AOKYMEHTOB BHE 3aBMCMMOCTM OT CPOKOB WX
XpaHeHWA, ecnn XpaHeHue ux B Gopme 31eKTPOHHbIX 4OKYMEHTOB NPeayCMOTPEHO 3aKOHOAATE /IbHbIMM
aktamu Poccuiickoii ®depepaumm MAM  HOPMATUBHLIMM MNPABOBbIMUM  aKTaMW  YMNOJHOMOYEHHOTO
benepanbHOro opraHa UCNOAHUTENbHON BNAcTU B chepe apXMBHOro Aena v 4eNonpon3BoACTBa.

MNepeyeHb BNAOB AOKYMEHTOB, 06pa3y+0u1,14xcn B npouecce AeATeNbHOCTU d)e,a,epaanblx opraHos
WUCNOJIHUTENbHOW BNAaCTH, Cco34aHue, XpaHEHUE N UCNOJSIb30BAHNE KOTOPbIX AO0/XKHbI OCYLWEeCTB/IATLCA B
d)opme INIEKTPOHHbIX AOOKYMEHTOB nNpuU oOpraHnsaunun BHYTpEHHeVI AeATENBbHOCTU, NOANEXUT
cornacosaHmto cC d)e,a,epaanblM opraHom WCNOJIHUTENbHOM BAACTH, YNONIHOMOYEHHbIM B cd)epe
dPXMUBHOIo gena n agenonponssoacrea <7>.

<7> A63ay 12 noanyHkta 4 nyHkta 9 YKasa lpesngeHTa YKkasom [MpesugeHTta Poccuitckoi
depepaumm ot 22 nioHsa 2016 roga N 293 "Bonpockl deaepanbHOro apxmeHoro areHtctea' (CobpaHue
3aKoHogaTenbcTea Poceuiickont depepauun, 2016, N 26, cr. 4034; 2018, N 52, ct. 8239).

2.5. [JoKyMeHTbI rocy,apCTBEHHOrO OpraHa, opraHa MecTHOro camoynpasfieHna opopMAAIOTCA Ha
6naHKax c BocnpousBedeHuem [ocygapctBeHHoro rep6a Poccuiickon Pepepaumm <8>, repba
(repanbanyeckoro 3Haka) cybbekta Poccuitickoit degepauun B COOTBETCTBMM C 3aKOHOAATENbCTBOM
cybbekToB Poccuitckoin degepaumu, repba (repanbamMuyeckoro 3Haka) opraHa MecTHOro camoynpasieHus
B COOTBETCTBMM C MyHULMNANAbHBIMM NPABOBbIMW aKTamMM, Ha AncTax bymaru popmata A4.

<8> MocraHoBneHune MpaButencrtsa Poccuiickon ®epepauum ot 27 aekabpa 1995 r. N 1268 "06
ynopagoYeHun MU3roToB/NEHUA, MCMNONb30BaHWUA, XPAHEHUA W YHUUTOXKEHMA nNedateld M 61aHKOB C
BocnpoussegeHmem locygapcreeHHoro repba Poccuitickoit ®eaepaummn™ (CobpaHme 3akoHoAaTENbCTBA
Poccuiickoit deaepaumn, 1996, N 2, cr. 123; 2018, N 13, cr. 1808).

2.6. BnaHKM [OOKYMEHTOB TrOCY[apCTBEHHOrO OpraHa, OpraHa MeCTHOro CamoynpaBaeHuA
pa3pabatbiBalOTCA B COOTBETCTBUM C TPeHOBAHMAMM, YCTAHOBJEHHbIMW HaLMOHA/bHbIM CTaHAAPTOM
FOCT P 7.0.97-2016 <9> 1 yTBEpKAalOTCA B COCTaBE MHCTPYKLUKU NO AEN0NPOU3BOACTBY MAM NPaBOBbIM
aKTOM rocyapCTBEHHOIO OpraHa, opraHa MecTHOro caMoynpaBeHus.

<9> Pasgen 6 "BnaHkm gokymeHToB" FTOCT P 7.0.97-2016 "Cucrema ctaHAapToOB MO MHPOpPMALLUUK,
6MbanoTeyHOoMy W M3gaTenbckomy aeny. OpraHM3aLMOHHO-pacnopsauTesbHan  AOKYMeHTauun.
TpebosaHua K opopmaenunto gokymeHtos" (c MUsmeHeHnem N 1). - M.: CrangaptuHdopm, 2018 (ganee -
rOCT P 7.0.97-2016).



2.7. CocTaB peKBM3MTOB AOKYMEHTOB, CO34aBaeMblX B FOCY4apCTBEHHOM OpraHe, opraHe MecTHOro
camoynpasneHus, npasmaa ux obopMaeHUA, pasmepbl CAyKebHbIX Nosen Ha AoKymeHTe U TpeboBaHuA
K CO34aHWMI0 AOKYMEHTOB YCTaHaBAMBAOTCA MHCTPYKUMEN NOo Aenonpou3BOACTBY rocyAapCTBEHHOro
opraHa, opraHa MecTHOro camoynpas/ieHUs B COOTBETCTBUK ¢ nonoxkeHnamu FOCT P 7.0.97-2016 <10>.

<10> Paspenbl 3 "Ob6uwue TpeboBaHMUA K co3aaHUI0 AO0KYMeHTOB", 4 "PeKBU3nTbl A0KymeHTa", 5
"OdopmneHune peksnsnTos aokymeHtos" FOCT P 7.0.97-2016.

2.8. dneKTpoHHble wWabnoHbl (YHUOULMPOBaHHbIE GOPMbI) AOKYMEHTOB, WCMOAb3yeMble MpK
CO3ZaHMM 3/IEKTPOHHbIX AOKYMEHTOB, MO COCTaBY PEKBU3UTOB A0/KHbI ObITb NAEHTUYHBI OKYMEHTAM Ha
bymarKHOM HocuTene.

2.9. MpoeKTbl AOKYMEHTOB, MOArOTOB/IEHHbIX FOCYAAPCTBEHHbLIM OPraHOM, OpPraHOM MECTHOro
camoynpasaeHusa, MoANEekKaT COFNAacoBaHMIo.

CornacoBaHvMe MpoOEeKTa [AOKYMeHTa B [OCYAapCTBEHHOM OpraHe, OpraHe MecCTHOro
camoynpasieHus opOpPMAAETCA BU30M PYKOBOAWUTENA CTPYKTYPHOro MOApPasAeNneHua WAM UHOro
YNO/IHOMOYEHHOr0 A0/IKHOCTHOMO nLa.

MPOEKT AOKYMEHTa, MMEIOWEro AAUTENbHbIN CPOK XPaHEeHUA UM MOANEeXKALWero noAnucaHuio
(yTBEPXKAEHMIO) M NOCAeAylOLIEMY XPaHEHMIO Ha ByMaXKHOM HocuTese, B C/ly4ae ero CornacoBaHuA B
C3[, nomewiaeTca Ha XpaHeHMe B AEeN0 BMECTe C JIMCTOM COrNacoBaHMA, COCTaBAAOWMM €ero
HeoTbeMNEMYIO YacTb. JINCT cornacoBaHuA, pacneyataHHbid u3 C3[, foNKeH coaepaTb cBeAeHUA O
Jate ero ¢opMMpoBaHMA M HAUMEHOBAHWW CUCTEMbI, B KOTOPOM MNPOBOAMNOCL 3/EKTPOHHOE
cornacosaHue.

CornacosaHue MpoeKTa AOKYMEeHTa, CO3[4aHHOro B rocyapCTBeHHOM OpraHe, opraHe MecTHOro
camoynpasneHuna, ¢ APYrMMW rocyAapCcTBEHHbIMM OpraHamu, opraHamu MeCTHOrO CamoynpaB/ieHus,
opraHusaumamm obopmasetcsa rpudom (IMCTOM) cornacosaHms, NPOTOKONOM, MMCbMOM O COM1acoBaHMK,
a TaK)Ke, B YCTaHOBNEHHbIX 3aKoHOAaTeNbcTBOM Poccuitickoin deaepaumm cayyasnx, 8 Gopme 3aKa0UeEHUN,
0T3bIBOB, NMonpaBok <11>.

<11> CraTbs 26.4 denepanbHoro 3akoHa oT 6 oktabpsa 1999 r. N 184-®3 "06 o0bwmx npuHUMnax
opraHM3aumMmM 3akoHogaTesbHbIX (NpeacTaBUTENbHbIX) U UCMOAHUTE/bHLIX OPraHOB roCyAapCTBEHHOM
BnacTn cybbektoB Poccuiickoit deaepaumnm” (CobpaHue 3akoHogaTenbcTBa Poccuiickoit depepauuu,
1999, N 42, ct. 5005; 2019, N 42, ct. 5801) (aanee - degepanbHbiit 3akoH N 184-d3).

2.10. MogroTtoBneHHble, 0POPMIEHHbIE W COrNIAaCOBaHHbIE MPOEKTbI AOKYMEHTOB NOANUCHIBAOTCA
(yTBeprkaatoTca) pykosoamuTeseM rocyAapCTBEHHOro opraHa, opraHa MecTHOro Camoynpas/ieHus Uau
MHbBIM YNOJHOMOYEHHbIM MM AOMKHOCTHBIM NLOM.

JOoKymeHTbl Ha 6yMa)-KHOM HOoCcuTene noanucbiBakoTCA C06CTBeHHOpy‘-IHOVI noanuncbio
pykoBoAUTENA TOCYyAapCTBEHHOIoO OpraHa, OpraHa MEeCTHOro camoynpasaeHna wWan  KUHOIo
YNO/THOMOYEHHOIo UM 4O0/1KHOCTHOTIO 1nua.

KoHcynbTaHTlAOC: NpumeyaHme.
B opuumManbHOM TEKCTe JOKYMEHTa, BUAMMO, AOMNYLLEHA OMneyaTKa: nmeetca B Buay desepanbHblit
3akoH ot 06.04.2011 N 63-®3, a He oT 11.04.2011.



DNEeKTPOHHble AOKYMEHTbI, HanpaB/idemble B rOCYAapCTBEHHble OpraHbl M OpraHbl MEeCTHOro
CaMoynpaBAeHUs, MOAMMCLIBAIOTCA YCUAEHHOW KBAaAMPUUMPOBAHHOM  31EKTPOHHOM  MOAMMUCHIO
[OONIKHOCTHOTO /IMLA OpraHa rocy4apcTBEHHOrO OpraHa, opraHa MecCTHOro CamoynpaBfeHua, NopsAAoK
npumMeHeHUs KoTopoi ycTaHoBneH ®epepanbHbim 3akoHom oT 11 anpena 2011 r. N 63-93 "06
3/1eKTPOHHOM NoAnMcK” 1 MHbIMU HOPMAaTUBHbBIMK NPaBOBLIMKM akTamu Poccuiickon ®egepaumm <12>,

<12> Cratbu 5, 6 degepansHoro 3akoHa ot 11 anpena 2011 r. N 63-$3 "06 anekTpoHHOM nognucu'
(CobpaHue 3akoHopaTenbcTea Poccuiickot deagepaumm, 2011, N 15, cr. 2036; 2016, N 1, cT. 65; 2016, N
26, ct. 3889) (panee - depepanbHbit 3akoH N 63-d3); noctaHoBneHMA MpasuTenbcTBa Poccuiickoi
depepauum ot 9 despana 2012 r. N 111 "O6 3neKTpoHHOW NOANUCU, UCNONb3YeMOW OpraHamu
MCNONHUTENLHON BAACTM M OpraHaMm MECTHOrO CamoynpaB/ieHWA NPU OpraHM3aumMy 37EKTPOHHOro
B3aMMoencTBmA mexay cobol, o nopagKe ee UCNONb30BaHUA, a TaKKe 06 ycTaHOBAEHUU TpeboBaHUi K
obecneyeHno COBMECTMMOCTM CPeACTB 3/1eKTpoHHon nognucu” (CobpaHue 3aKoHOAaTeNbCTBA
Poccuiickoit ®egepaumu, 2012, N 8, ct. 1027; 2018, N 49, ct. 7600); ot 25 ntoHa 2012 r. N 634 "0 suaax
3/1eKTPOHHOW MOAMMCK, WUCMNO/Ab30BaHWE KOTOPbIX AONyckaetcA npu o6palleHUn 3a MNoaydyeHuem
rocyfapcTBeHHbIX U MyHMUMnanbHbix yeayr' (CobpaHue 3akoHogaTenbcTBa Poccuitckoit deasepaumm,
2012, N 27, ct. 3744; 2018, N 36, ct. 5623); ot 25 asrycra 2012 r. N 852 "06 ytsepxaeHuu Mpasun
MCMNONb30BaHUA YCUAEHHON KBanMOUUMPOBAHHOW 3/MEKTPOHHOW noAnuMcu npu  obpalleHnn 3a
NONyYEHNEM FOCYAAPCTBEHHbIX M MYHMUMMNANbHbLIX YCAYT U O BHECEHUW u3meHeHus B [lpasuna
paspaboTKn U yTBEPHKAEHWA aAMMHUCTPATMBHbLIX PEr1ameHTOB NpPeAoCTaB/leHUA roCyAapCTBEHHbIX
ycnyr" (CobpaHue 3akoHogaTenbcrea Poccuitckoit depepaumm, 2012, N 36, c1. 4903; 2017, N 44, cT. 6523);
ot 25 gekabps 2014 r. N 1494 "06 ytBepxaeHun MNpaBun obmeHa AOKYMEHTaMM B 3/1IEKTPOHHOM BUAe
npu opraHusauum uHbopmaumoHHoro e3amumogeiictemna” (CobpaHue 3akoHomatenbcTBa Poccuiickoi
depepauun, 2015, N 1, cr. 284; 2018, N 49, ct. 7600) (aanee - nocraHosneHue N 1494).

B C3[, rocyaapCTBEHHOro opraHa, opraHa MeCTHOro CamMoynpaBJAeHMA MOTYT MCMO/b30BaThCA
cnocobbl NOATBEPKAEHUA AEUCTBUN C INEKTPOHHBIMW AOKYMEHTAMM, MPU KOTOPbIX MCMOAb3YIOTCA MHble
BMAbl 3/1EKTPOHHbBIX NoAnuncei B cooTseTcTBmm ¢ eaepanbHbim 3akoHom N 63-03.

2.11. Ha AoKymeHTax, yTBEP)KAAEMbIX NPaBOBbIMM aKTaMW rOCyAapCTBEHHOro OpraHa, opraHa
MECTHOrO CaMOyMNpaBJeHUsA WAN PYKOBOAWUTENEM TOCYAAapPCTBEHHOrO oOpraHa, oOpraHa MecCTHOro
camoynpasieHua (MHbIM  YNOAHOMOYEHHbIM WM  AOMXMHOCTHBIM  MLOM), odopmasetca rpud
YyTBEPKAEHMA.

2.12. B HeobxoammbIx cnyyasx cobCTBEHHOPYYHas MOAMNWCH PYKOBOAMUTENA FOCYAAPCTBEHHOMO
opraHa, opraHa MecTHOro CamoynpaBAeHUA UM MHOTO YNOJHOMOYEHHOTO UM INL,A 3aBEPAETCA NeYaTbto
rocyapcTBEHHOro opraHa, opraHa MecTHOro Camoynpas/eHus ¢ BocnponsseaeHmem focy4apcTBEHHOIO
rep6a Poccuitckoin Pepepaummn (repba (repanbamyeckoro 3Haka) cybbekta Poccuiickoit degepauuu,
repba (repanbanyeckoro 3Haka) opraHa MecTHOro camoynpasfieHus).

2.13. OcobeHHOCTH noAroToBkM OTAE/IbHbIX BUAOB AOKYMEHTOB YCTAaHAB/IMBAOTCA MHCTpYKLLMEVI no
Aenonpon3soacTtey rocyaapCrtBeHHOro opraHa, opraHa MectHOro CamoynpaBiaeHuA.

[ll. OpraHnsauua gokymeHToob6opoTa
3.1. B npouecce gokymeHToo60p0oTa obecneymBaeTcs.
npvem n NneperMyHan 06paboTKa BXOAALLMX LOKYMEHTOB,;
npesgBapuUTeNbHOE PAaCCMOTPEHME BXOAALLMX AOKYMEHTOB;

perncrpauma Bxoaawmx, UCXoaawmx U BHYTPEHHUX AOKYMEHTOB,



paccMOTpeHne AOKYMEHTOB PYKOBOACTBOM;
AoBeAeHne OKYMEHTOB A0 UCNONHUTENEN;
NOAroTOBKa NPOEKTOB AOKYMEHTOB;
COrnacoBaHWe NPOEKTOB AOKYMEHTOB;
NoAnMcaHue NPOeKTOB AOKYMEHTOB;

onpeaeneHne Mecta XpaHeHUa AOKYMeHTa (KOonuu LOKYMEHTA) U BKAOYeHMe AOoKymeHTa (Konuu
[OKYMEHTa) B fieNo;

06paboTKa 1 OTNPaBKa UCXOAALLMX AOKYMEHTOB.

3.2.  DNeKTPOHHbIA  AOKYMEeHTOO6OpOT  rocy4apCTBEHHOrO  OpraHa, oOpraHa  MecTHOro
camoynpaBsaeHMA OCyLLecTBAAETCA C ucnonb3oBaHnem CI/.

NHpOpMaUMOHHbIE CUCTeMbl FOCYAAPCTBEHHOrO OpraHa, OpraHa MEeCTHOro CamMoynpaBieHMs,
obecneuynBatowme paboTy C OTAENbHBLIMN KOMMIEKCAMM AOKYMEHTOB, A0XHbl 6bITb MHTErPUPOBaHbI C
C3[, B uenax peannsaummn GpyHKUMM oTOOpa AOKYMEHTOB BpemeHHbIX (cBbiwe 10 neT) M nocroAaHHOroO
CPOKOB XpaHeHWA ANA nepefayn Ha XpaHeHWe B apXMB roCygapCTBEHHOrO OpraHa, opraHa MecTHOro
CaMoynpaBAeHUA U BblAENEHUA K YHUUTOXKEHWNIO JOKYMEHTOB, CPOKM XPaHEHUA KOTOPbIX UCTEKNU.

3.3. Cnyxba aenonpomsBoAcTBa roCyAapCTBEHHOrO OpraHa, opraHa MeCcTHOro camoynpas/ieHus,
AenonponssoanTenn nogpasaeneHui, a Takke paboTHMKM rocyaapCcTBEHHOro opraHa, opraHa MecTHOro
camoynpasaeHMA B COOTBETCTBMM C NPEAOCTaBAEHHbIMM UM NpaBamu obecneunsaloT BKAoYeHWe B CI/
[OKYMeHTOB (NPOEKTOB AOKYMEHTOB), CBEAEHMIN 0 AOKYMeHTax (MpoeKTax AOKYMEHTOB), CBeAEHUI O
paccMOTPeHWUM 1 pesynbTaTax UCMNONHEHUA AOKYMeHTOB (3anosiHeHue nonei dPK).

3.4. [JokymeHTy (BXogaulemy, wucxoAsulemy, BHYTpeHHemy) npu BKAoYeHun ero B C3[
NpMCBaMBaeTCA PEerucTpauMoHHbI  Homep. CTPYKTypa pPerMcTpauMoHHOrO HOMepa AOKYMEeHTa
onpeaenseTca MHCTPYKUMEN MO AeNonpov3BOACTBY FOCYAAPCTBEHHOrO OpraHa, OpraHa MeCTHOro
camoynpasaeHus.

Mpu BKAodeHun B C3I[, NPOEKTOB [AOKYMEHTOB, MNOArOTOBKA KOTOPbIX OCYLECTBAAETCA
rocy4apCTBEHHbIM OPraHOM, OPraHOM MECTHOrO CamoynpaB/iieHUs, MM MPUCBAMBAETCA Y4YeTHbIi
BHYTPUCUCTEMHbIN HOMEP.

3.5. Peructpauua AOKyMeHTOB (BXOAAWMX, MCXOOALMX, BHYTPEHHMX) BedeTca B npedenax
KaneHgapHoro roaa.

3.6. B [O0OKyMeHTOO6OpOTE rOCYyAapCTBEHHOrO OpraHa, OpraHa MEeCTHOro CcamoynpaB/ieHus
BblAENAIOTCA AOKYMEHTOMOTOKM: BXxogalme (noctynatwolime) AOKYMEHTbI; ncxogauwme (oTnpasasemble)
AOKYMEHTbI; BHYTPEHHWE AOKYMEHTbI.

B cocTaBe BXOAALLUX N NCXOAALMNX LOKYMEHTOB BblAENAKTCA:

[OKYMEHTbl OPraHoB rocyAapCcTBEHHON BNACTU, OPraHOB MECTHOrO CaMOYNpPaBNEHMUA; JOKYMEHTbI
TeppUTOPUaNbHbBIX OPraHoOB rocyAapcTBEHHOrO opraHa B cybbektax Poccuiickoit deasepaunn (npu mx
HanMumm);

AOKYMEHTbI opraHmsau,Mﬁ;
napnamMeHTCKUe 3anpocbl U OTBETbI HA HUX|

3anpocbl genytatoB locypapctBeHHol [Jymbl M uneHoB Coseta ®egepauuu, aOenyTaTtos



3aKoHOAaTeNbHbIX (NMpefcTaBUTENbHbIX) OpraHoB cybbekToB Poccuidickoit depepauumn M fAenyTaTos
NpeAcTaBUTENbHbIX OPraHOB MECTHOMO CaMOoyMNpPaBAeHUA U OTBETbl Ha HUX;

obpalleHna rparkgaH, OpraHWsauMini, 3anpocbl rpaK4aH, OpraHUs3aumin o npeaocTaBieHUU
NMHPOPMaLMKN O AeAaTeNIbHOCTM roCyAapCTBEHHOIO opraHa u/uMam o NpeaocTaBAeHUM roCyAapPCTBEHHbIX
YCNYF 1 OTBETbI HA HUX;

OOKYMEHTbI U3 NPaBUTENbCTBEHHbIX U HEMNPABUTE/IbCTBEHHbIX OpPraHM3aumnin 3apybeskHbIX CTpaH U
Apyrve rpynnbl AOKYMEHTOB.

3.7. [doctaBKa W OTNpaBKa [JAOKYMEHTOB B [rOCYAapCTBEHHOM OpraHe, OpraHe MeCTHOro
CaMoynpaBNEHNA OCYLLECTBAAIOTCA BUMAAMW CBA3M. MOYTOBOW, debaberepckon, KypbepcKomn, UHbIMU
BUAAMM CreumnanbHOM cBA3n, pakCUMUAbHOM, TenerpadHoi, TenepoHHOMN, NOCPeACTBOM 3/IEKTPOHHOM
noutsbl, C3[, cMcTeMbl MeXBEAOMCTBEHHOrO 3/1EKTPOHHOIO AOKyMeHToobopoTa (ganee - M30), yepes
CaliT rocyAapCcTBEHHOro oOpraHa, OpraHa MeCTHOro CaMoOynpaB/eHuA, nocpencTsom deaepanbHOiM
rocyapcTBeHHOM MHOOPMALMOHHOM cucTeMbl "EAMHBIN NOPTan rocysapcTBEHHbIX U MYHULMMAAbHbIX
yenyr (byHKUMIR)" n/Mamn pernoHanbHbIi NOPTan rocygapCTBEHHbIX M MyHUUMNANbHbIX ycayr (aanee -
MopTan rocyaapCcTBeHHbIX YCAyr).

3.8. OpraHusaums paboTbl C 3NEKTPOHHbIMU AOKYMEHTaMM, NOCTYNAOWUMM M OTNPABAAEMbIMU
nocpeactsom M30, ocyLLeCTBAAETCA B COOTBETCTBMM C [10IOKEHMEM O CUCTEME MEKBELOMCTBEHHOMO
3/1eKTPOHHOro AoKymeHToobopoTa <13>.

<13> MNocraHoBneHue MpasutenbcTea Poccuiickon degepaunn ot 22 ceHtabpa 2009 r. N 754 "06
yTBEPKAEHUN [lONOKEHNA O CUCTEME MENKBEAOMCTBEHHOMO 3/1E€KTPOHHOIO AOoKyMeHToo6opoTta"
(CobpaHue 3akoHoaaTenbcTBa Poccuitickoin eaepaumm, 2009, N 39, ct. 4614; 2019, N 12, ct. 1314).

3.9. Mpuem K nepBuuyHaa o06paboTKa BXOAALWMX [AOKYMEHTOB ocyllectBaserca Cnyxboi
AeNonpon3BoACTBa rocyAapCcTBEHHOro opraHa, opraHa MecTHOro camoynpassieHus. Mpuem 1 nepeBnYHan
06paboTKa 3anpocoB rpaxaaH, opraHM3aumii 0 NpeaocTaBieHNN rocyaapcTBeHHbIX (MyHULMNAAbHbIX)
YCAYT MOXKET OCYLLECTBAATLCA MHbIM CTPYKTYPHbIM NoApasaeseHMem rocy4apcTBEHHOro opraHa, opraHa
MECTHOrO CamoynpaB/ieHus.

3.10. Bce nocTynuBLIMe B rOCYyAapCcTBEHHbIN OpraH, opraH MeCTHOrO CamMmoynpaB/ieHNA AOKYMEHTbI
Ha BymayKHOM HocUTeNe NoANEeKAT NePBMUYHON 06paboTKe, BKAIOUAIOLLEN:

NpoBepKy NPaBUAbHOCTU AOCTaBKU SOKYMEHTOB;
NPOBEPKY LLeNOCTHOCTM YNaKoBKM (KOHBEPTOB, NaKeToBs);

BCKpbITME YMaKOBKM (33 MCKAOYEHMEM KOHBEPTOB, NaKeToB C MomeTkoi "/inuHo" u rpudamwu
orpaHMyeHusa AOCTyNa K AOKYMEHTY, He OTHOCALLMXCA K 06paLleHnAM rpasxkaaH, opraHusauui);

NPOBEPKY LENOCTHOCTMN BXOAALWMNX AOKYMEHTOB, BKAOYAA NPUIOHKEHUSA,

YHUYTOXEHUE KOHBEPTOB, MAKETOB WM YMNAKOBKU (3a NCKNIOYEHNEM 06pa|.I.I,EHVIﬁ rpaxaaH,
opraHmsau,Mﬁ N UHbIX OOKYMEHTOB 6es YKa3aHMA OaTtbl, @ TaKXe B C/ly4aax, eCin JOKYMEHT noctynun
Nno3)e YKa3aHHOro B TeKCTe AOKYMEHTA CPOKa MUCNO/IHEHUA (p,aTbI MepOI'IpVIFITMFl) nan npu 60nbWwoM
pacxoxaeHnn mexay Aatamn noanmncaHnAa U nonyyvyeHmA AOKyMeHTOB);

3.11. OwmnboyHo AO0CTaB/IeEHHbIE AOKYMEHTbI NepecbiNatoTCA MO HAa3HAYEHUIO NN BO3BPaALLAOTCA
otnpasutento. lokymeHTbl, NOCTyNMBLWINE B I'IOBpE)K,LI,EHHOﬁ YNaKoBKe, NPOBEPAOTCA Ha UENOCTHOCTb, B
TOM YUCNE HA HaTMYne mexaHN4eCKknx I'IOBpE)K,CI,EHMﬁ.



O nonyy4eHuUn NoA03pUTENLHOTO MOYTOBOrO OTNPABAEHUA AOKNaAblBaeTcA pykoBoanutento Caybbl
AenonponsBoacTsa.

3.12. Mpwn obHapyXeHMM NOBPEeXAEHNA BXOAALLErO AOKYMEHTa Ha ByMaXKHOM HOCUTeNe UAU ero
NPUIOXKEHUI, NPU OTCYTCTBMM B KOHBepTe (MaKeTe) AOKYMEHTA, Ero YacTu UAKU NPUNONKEHUIA K HEMY, A
TaKXe Mpu OTCYTCTBMM NOAMWUCK HA BXOAALLEM AOKYMEHTE COCTAaBASAETCA aKT B ABYX dK3emnaspax Ha
6yMa)KHOM HoOcuTesle, OAMH 3K3eMNAAP aKTa BbiCblAaeTcA oTnpasuTento, 2-M - npuobuiaeTcs K
BXO4ALLEMY AOKYMEHTY M NepeaaeTcsa Ha PerncTpaumio U npeasapuTesibHoe paccMoTpeHeE.

3.13. KoHBepTtbl (nakeTbl), MMelowme OTMeTKy "JIMYHO", rpudbl OrpaHudeHMa A[ocTyna K
OOKYMEHTaM, CoaepKallMm CBeAeHNA KOHOUAEHLMANbHOMO XapaKTepa, He BCKPbIBAOTCA M NepeaatoTcs:

c oTMeTKo "J/InuHo" - HenocpeACTBEHHO aapecarty;

C rpudamm orpaHuMyeHua AocTyna - B CAyK6y KoHOUAEHUMaNbHOro AEeNonpousBoAcCTBa MAU
paboTHUKY Cny:K6bl Aenonpous3BoAcTBa, B 06A3aHHOCTM KOTOPOro BXoAuT o6paboTka AOKYMEHTOB,
coAepsKalmnx ceeaeHms KoHOMAeHUMaNbHOro XapaKTepa.

3.14. [loKymeHTbl, MOCTynatowme M3 OPYruX rocyAapCTBEHHbIX OPraHoB, OPraHOB MECTHOro
CaMoynpaBaeHUs, OpraHM3aLuii HenmocpeacTBEHHO B CTPYKTYpHble noapasfeneHus, Ho Tpebylowme
paccMOTPeHUA PYKOBOACTBA, NepeaaloTca Aaa PerucTpaumm M npenBapuTesibHOro PacCMOTPEHMA B
Cny6y aenonponssoacTsa.

3.15. Ha Bcex nMocTynuBLUMX AOKYMEHTaX, 32 UCKAOYEHWEM AOKYMEHTOB, NOCTYNMBLWNX B dopme
3/1EKTPOHHbIX AOKYMEHTOB, NPOCTaBAAETCA OTMETKa O MOCTYN/JeHUU AOKYMEHTA B roCyAapCTBEHHbIN
opraH, opraH MecTHOro CaMoynpaBAeHus.

3.16. DNeKTpPOHHbIE LOKYMEHTbI, NOCTYNMUBLUNE OT APYIUX OPraHN3aLMIA U FPakaaH No 31eKTPOHHOM
noyte, nocpeactsom C3[, M3[0O, 4yepes calT rocygapcTBEHHOro OpraHa, oOpraHa MeCTHOro
camoynpasneHma B cetu "MHTepHeT”, lopTan rocyAapCTBEHHbIX YCAyr npuHMmatotca Cayxb6oi
AEeNonpousBoACTBa WMAM WMHbIM CTPYKTYPHbIM MNoApasgeneHnem, B 06583aHHOCTUM KOTOPOro BXOAWUT
opraHusauma paboTbl ¢ 06palleHNAMM M 3anpocamu rparKaaH M opraHM3auMii 0 NpeaocTaBieHUM
MHPOPMALMN O [EeATeNbHOCTU TOCYAapCTBEHHOrO OpraHa, OpraHa MEeCTHOrO CamoynpaBieHuA, O
npeaocTaBAeHUN roCyAapCTBEHHbIX (MYHULMMNANbHbIX) YCAYT.

3.17. Mopagok WHOOPMALMOHHOIO B3aMMOAOEWCTBUA TFOCYHAPCTBEHHbIX OPraHOB, OPraHoOB
MECTHOr0o caMoynpaBaeHMaA NoCcPeaCcTBOM 06MeHa LOKYMEHTAMM B 3NEKTPOHHOM BUAE, NepeyeHb BUA0B
KoTOpbIX yTBEpAaeTca [paBuTenbctBom Poccuiickoin ®egepaummn <14>, 3a ucKatoueHMem obmeHa
3/1EKTPOHHbIMW AOKYMEHTaMM B paMKax MpeaoCcTaBJeHNA rocyaapCcTBEHHbIX U MyHULMNAAbHbIX YCAYT,
ycTaHoBneH [lpaBunamm  obmeHa [OKYMEHTaMM B 3/1€KTPOHHOM BuAe NpW  OpraHusauuu
MHpopMaLMoHHOro B3aummopgencTena <15> u TpeboBaHMAMU K OPraHM3aLMOHHO-TEXHUYECKOMY
B3aMMOAENCTBUIO.

<14> PacnopseHue [MpaButenbctea Poccuitickonr Pegepauymm ot 2 anpena 2015 r. N 583-p
(CobpaHue 3akoHoaaTenbcTsa Poccuiickoi ®egepaumm, 2015, N 15, c1. 2293).

<15> NocraHoBneHne N 1494.

3.18. BbisiBNeHHble B Xoae npoBeEPKU HECOOTBETCTBUA ABNAKOTCA OCHOBaHMEM AONA OTKasa B
perncTpaummn OOKyMeHTa, d)OpMVIpOBaHMFI N Hanpas/eHWA OTNpaBUTENO yBEeOOMIEHUA 06 oTKase B
perncTpaummn Cc ykasaHmMem npmyYmnHbl OTKa3a.

3.19. MHCTpyKUuMEl No AeNonpon3BOACTBY MOXKET BbITb NpeLyCMOTPEHa pacneyaTka 3NeKTPOHHbIX
OOKYMEHTOB C Moc/eayloweil opraHusaumeint paboTbl C HUMM KaK C AOKYMEHTAMKM Ha BymarkHom



HOocuUuTene.

3.20. NepBunyHasn 06paboTKa 4OKYMEHTOB 3aBEPLLAETCA UX pacnpeaesieHnemM Ha PerncTpupyemble
N HeperucTpupyemble. K AOKYMEHTaM, He MogieKallym Perncrpaumu, OTHOCATCA OOKYMEHTbl, He
Tpebylolme UCMONHEHUA W He coAep)Kale MHPopMauumn, KoTopas MOXKeT 6biTb MCMNONb30BaHa B
CNPaBOYHbIX LLeNax.

3.21. Pernctpauma BXoaawmx N UCXOAALMX AOKYMEHTOB OCYLLLECTBAAETCA HE3AaBMCMMO OT cnocoba
WX 00CTaBKM o0A4uH pas: B Cnyxbe aenonponssoactsa B C3/, MHOM MHGOPMALIMOHHOW CUCTEME NN MHOM
CTPYKTYPHOM noAapasaeneHnn rocyaapcTBeHHOro opraHa, opraHa MecTHOro CamoynpaBfieHnsa, ecan Ha
Hero BO3/10)KeHbl 06A3aHHOCTM NO PEerucTpauuMuM M opraHusauumn paboTbl C OTAENbHLIMW BUAAMM
[OOKYMEHTOB.

3.22. Peructpaums BXOAALIMX AOKYMEHTOB OCYLLIECTBAAETCA B AeHb WX MOCTYMAEHUA WAN Ha
cneayowmnini paboumnii AeHb, eciv 3aKoHoAaTeIbcTBOM Poccuiickoit deaepalmm He YyCTaHOBAEHO UHOE.

3.23. CBegeHna o BxoadAwem AOKymeHTe BHocaTca B IPK CO[ uauM perncrpaumoHHO-yYETHYIO
dopmy Ha BymarKHOM HOCUTeNe, a NOCTYNUBLLEMY AOKYMEHTY NPUCBaNBaETCA PErMCTPALMOHHbIA HOMED.

3.24. [JOKyMeHTbl, NOCTYNUBLUME HA BYMaXKHOM HOCUTENE, CKaHWPYIOTCA, 3NEKTPOHHAaA Konus
AOKyMmeHTa BK/tovaeTcs B C3/1 1 npucoeamHaetca K IPK aoKkymeHTa.

3.25. B uensax aBTomat3aLmMm NPUCOeANHEHUA SINEKTPOHHOM KoMK AOKYyMeHTa K IPK, a TakKe ans
obecneyeHnn BbICTPOrO NONCKA NEKTPOHHOM KoNuK AokymeHTa B C3/], rocy4apcTBEHHOIO OpraHa MoKeT
MCNO/Nb30BaThCA LITPUXOBOE KOAMPOBAHME.

3.26. Pernctpauua (y4er) 31eKTPOHHbIX AOKymeHToB B C3[l rocyaapcTBEHHOro opraHa, opraHa
MECTHOro caMoynpasAeHMA - yyacTHMKa M3A0 ocyliecTBAAETCA B COOTBETCTBMM C MHCTPYKUMEN Mo
AeN0onpon3BOACTBY FOCYAapCTBEHHOrO OpraHa, opraHa MEeCTHOro CamoynpaB/ieHWA, Y4YMUTbiBaloLWEN
TpeboBaHMWsA, YCTAaHOB/IEHHbIE YNTONHOMOYEHHbIMKU deaepanbHbIMU OpraHammn UCNONHUTENbHOM BNACTH B
chepe MerKBeaO0MCTBEHHOIO 3/1EKTPOHHOIO A0KyMeHToo60opoTa <16>.

<16> Mnasga lll TpeboBaHW K OPraHM3aLUOHHO-TEXHMYECKOMY B3aUMOAENCTBUIO.

3.27. [JOKyMeHTbl Ha WMHOCTPAHHbIX fA3blKax, NOCTYMMBLIME B rOCYAapPCTBEHHbLIA OpraH, opraH
MECTHOro camoynpasieHMsas nocne peructpauun B Chayxbe aenonpovsBoacTsa nepegatoTca B
cooTBeTCTBylOWEe noAapasaeneHne A paboTHMKY roCynapCTBEHHOrO OpraHa, opraHa MeCTHOro
camoynpaBneHua gna nepeBoga M nocieaylollen nepefadnm Ha paccMOTpeHuWe pyKkoBoacTsa. MHas
KOPPEeCnoHAEHUMA Ha MHOCTPaHHbIX A3blkax NepenaeTca NO Ha3HAYeHW0 HenocpeacTBEHHO B
CTPYKTYpPHble NogpasaeneHus.

3.28. [LOKyMeHTbI, NOCTYNMBLUME B FOCYAapCTBEHHbIN OpraH, opraH MecTHOro CamoynpaB/ieHus,
noAanexart npeaBapuTeNbHOMY PacCMOTPEHMUIO B LEeNAX pacnpeaeneHusa SOKYMEHTOB Ha LOKYMEHTHI,
TpebylolwmMe pPacCMOTPEHMSA  PyKOBOAMUTENEM  [OCYAAPCTBEHHOrO OpraHa, oOpraHa MecTHOro
camoynpasneHusa, 3amecTUTeNAMM PYKOBOAWUTENS T[OCYAAPCTBEHHOrO OpraHa, OpraHa MecCTHOro
CaMoynpaB/iEHMA B COOTBETCTBMM C X KOMMNETEHLMEN, U AOKYMEHTbI, HanpaB/iAemMble HENOCPeACTBEHHO
B CTPYKTYPHbIe NogpasaeneHus.

CocrtaB AOKYMEHTOB, noanexawumx npeaBaputesibHoOMy pPacCMOTPEHUIO B TOCyaapCTBEHHOM
OopraHe, oOpraHe MECTHOro camoynpaB/sieHnA, MOXKET 6bITb KOHKPETU3NpPOBaH B WHCTPYKUUU MO
aenonpon3soacTay.

[OKyMeHTbI, TpebylolmMe CPOYHOTO PACCMOTPEHMA, a TaKXKe Tenerpammbl U TenedoHOrpammbl
nepeaalrTca pyKoBOACTBY Ha PaCCMOTPEHUE HE3aMEAANTENBHO.



3.29. Pe3synbTaTbhl PaCCMOTPEHUA [OKYMEHTa PYKOBOAMUTE/IEM FrOCYAapCTBEHHOro opraHa, opraHa
MECTHOrO CaMoynpas/ieHus, ero 3aMecTUTENAMMU, PYKOBOAMTENAMU MoApasaeneHnii obopmnsatoTca B
BUAE pe3ostoumin (nopyyeHuit).

CeefeHun o pesonounn (MCNOAHUTENb, COAEPIKAHUE NMOPYYEHUS, CPOK UCMOAHEHWA) BHOCATCA B
9PK C3/[, nocne 4ero UCNOSHUTENW NOYHYALOT AOCTYN K 31IEKTPOHHOMY AOKYMEHTY (3/N1EeKTPOHHOM Konuu
OOKYMEHTA).

3.30. JoKymeHTbI, MocTynatoume Ha BymaxkHOM HOcUTene, Nocne UX PerucTpaumm, BKAYEHUA B
C3/[, B BMAE 3/N1EKTPOHHbIX KOMUIA M PAacCMOTPEHUA PYKOBOACTBOM MepeaaloTca B COOTBETCTBYIOLME
CTPYKTYpHble noapasgeneHna Ha ucnosHeHue (B caydae HasHaYEHMA HECKO/IbKUX UCMOAHUTENEeN - No
MEeCTY Hax0oX4eHMA OTBETCTBEHHOro UCNOHMTENA) UaK ocTatoTca B Cay:kbe AenonponssoacTsa u nocne
MCMO/IHEHUA BKAKOYAlOTCA B AeNa B COOTBETCTBUM C HOMEHKNATYpPOM AN rocygapCTBEHHOro opraHa,
opraHa MecTHOro camoynpas/ieHus.

3.31. CTpykTypHble nogpasgeneHuna (paboTHWMKKM) rocyaapCTBEHHOrO OpraHa, opraHa MecTHOro
camoynpasieHus, Ha3HauYeHHble B KayecTBe WCNONHWUTENEel Mo AOKYMeHTy (MopydyeHuto), noaydaroT
AOCTYN K AOKYMeHTY 1 ero IPK B C3/] rocyaapcTBEHHOro opraHa, opraHa MecTHOro camoynpas/ieHus 1
OpraHu3yloT paboTy C AOKYMEHTOM.

3.32. Mocne NPUHATUA PYKOBOAMTENEM PeLleHUA MO UCMNOAHEHUIO AOKYMEHTa, NOCTYNMBLLIEro no
M3[0, ana nHbopMmmnposaHmMa opraHusauumn-otnpasmTens Cay»6oii aenonponssoacTsa A0MKHO 6bITb
chopmmMpoBaHO yBEAOMIEHUE O MPUHATUM AOKYMEHTA K UCMONHEHUIO, @ B C/ly4ae CMeHbl OTBETCTBEHHOIO
ncnonHutena (MCNonHMTENs) B XOA4e MCMONHEHUSA AOKYMeHTa - yBeAoMaeHMe 06 M3MeHeHUW Xoaa
ncnonHeHus <17>.

<17>naga lll TpeboBaHW K OpraHM3aLUOHHO-TEXHMYECKOMY B3aUMOAENCTBUIO.

3.33.  [JOKyMeHTbl, MOAroTOBAEHHble B T[OCYAAPCTBEHHOM OpraHe, OpraHe MecTHOro
CaMoynpaBneHusa, 3aBM3UPOBaHHblE BCEMM 3aMHTEPECOBAaHHbIMM  ANLAMWU U MOAMMUCAHHbIE
PYKOBOAUTENEM UM MHBIM YNIONHOMOYEHHbBIM UM IMLOM, BKAtoYatoTcA B C3/, rocy4apCTBEHHOMO OpraHa,
opraHa MecTHOro camoynpaBAeHus.

Mpy BKAOYEHUN UCXOZALLErO AOKYMeHTa B CI/l cBegeHMA 0 AOKyMeHTe duKcupytotea B IPK, K
KOTOPOM NPUCOEAMHAETCA 31EKTPOHHAA KONWA OTMNPABAAEMOro AOKYMEHTA.

Konuna gokymeHTa Ha 6yMa)-KHOM HOocuTene C Bu3amMmm AO/IKHOCTHbIX /UL, NOMeLWLaeTCcA B AE/10 B
COOTBETCTBUU C HOMeHKﬂaTypOVI Aen rocyaapCrBeHHOro opraHa, opraHa MmectHOro camoynpasneHuA.

3.34. MNepea BKAOHEHUEM UCXOAALLMX AOKYMeHTOB B CI/] Cny»ba aenonpomnssoactsa nposepsaeT
NPaBuUAbHOCTL OPOPMIEHUA [AOKYMEHTOB (B TOM 4MCAe HanuvumMe noanuceid, BU3, MPaBUAbHOCTb
HanucaHWA afpecos), CBEPAET CCbI/IKY Ha PErMcTPaLMOHHbIA HOMEP M AaTy NOCTYNMBLUEro 40KYMEHTAa, a
TaKe HanMuMe YKasaHHbIX B UCXOAALWMX [AOKYMEHTax MPUIOXKEHUN, COOTBETCTBME KO/IMYecTBa
3K3eMNIAPOB KONNYECTBY aApecaToB No YKa3aTeto PaccbliKK, Haanuyme oTMETKN 06 ncnonHutene.

3.35. BKAtoueHuMe ncxogamnx AOKYMEHTOB, CO34aHHbIX Ha ByMaxKHOM HocuUTe e, U UX pernctpaumsa
B CO/[] OCyLLECTBAAIOTCA B A€Hb UX NOAMNUCaHUA UAU Ha cnedylowmii pabounit aeHb.

3.36. MMpu perucTpaumMm LOKYMEHTa, NpegHasHayeHHOro Aana otnpaBku no M340, B C3[
OTNpPaBUTENA LOMKHbI GOPMMPOBATLCA CBEAEHMSA, YCTAaHOB/EHHble TpeboBaHMAMM K OpraHM3aLMOHHO-
TeXHMYECKOMY B3anmogencrauto <18>,




<18> nasa lll TpeboBaHMit K OpraHNU3aLMOHHO-TEXHUYECKOMY B3aUMOAENCTBUIO.

3.37. 9PK, co3gaHHas B CO/[1 npu NOAroTOBKE NPOEKTa AOKYMEHTa, NPU PerncTpaumnm UcXoanllero
[OKYMEHTA A0MONHAETCA CBEAEHUAMM 06 UcxoaALLEM AOKYMEHTE,

OTnpaBke agpecaTam MNOANENKAT AOKYMEHTbl, O0pOpPMEHHble B COOTBETCTBMM C MpaBuUIamM,
YCTaHOBNEHHbIMU MHCTPYKUMEN NO AEeN0NPOU3BOACTBY FOCYAAapPCTBEHHOIO OpraHa, opraHa MecTHOro
caMoynpasieHus, MOAMNUCaHHble PYKOBOAWUTENEM T[OCYAapCTBEHHOrO oOpraHa, opraHa MeCTHOro
CcaMoynpasBAeHUA UAWU UHbIM YNOAHOMOYEHHbIM UM JIULLOM, BKAOYEHHbIE U 3apernctTpupoBaHHblie B CI/A,.

3.38. ObpaboTKka KoppecnoHAeHUMU ANA OTNpPaBKM MNOYTOBOM CBA3bIO OCYLLECTBASAETCA B
cooTBeTcTBUM C lpaBuaamMM OKasaHMA YCAyr noytoBoW ceasu <19>, npu oTnpaeKe cCheucBAsbio - B
COOTBETCTBUM C TpebOoBaHNAMM, NPeabABAAEMbIMWN K COOTBETCTBYHOLLMM BMAAM CNELCBA3M.

<19> Mpukas MUHUCTEPCTBA CBA3M M MACCOBbIX KOMMYyHMKaumMii Poccuiickont ®epepaummn ot 31
niona 2014 r. N 234 "06 yTteepxaeHun MNpaBua oKasaHUA yCayr noytoson ceasm” (3apernctpuposaH
MuHucTepcTBOM tocTMumMmM Poccuitickoit ®eaepaumm 26 aekabpa 2014 r., pernctpaumorHbin N 35442), ¢
M3MEHEHUAMMU, BHECEHHbIMU MpuKaszamm MuHKkomcBasmM Poccumn ot 13 odespana 2018 r. N 61
(3apeructpupoBaH MuHucTepctBOM tocTMumm  Poccuiickon depepaummn 28 mapta 2018 .,
pernctpaumoHHbiit N 50545); ot 13 Hoa6pa 2018 r. N 619 (3apernctpuposaH MUHUCTEPCTBOM HOCTULUM
Poccuitckoin depepaunn 19 mapra 2019 r., perncrpaumonHbin N 54090); ot 27 maprta 2019 r. N 106
(3apernctpuposaH MuHUcTepcTBOM  OCTUUMKM  Poccuiickoi  depepaummn 7 umoHs 2019 r.,
pernctpaumoHHbiit N 54893).

3.39. [OKymeHTbl, He uMmeloWwMe aApPecHOW YacTh, MNPUHMMAIOTCA Ha OTNpPaBKy C
COMNPOBOAMTENbHbIMA  NUCbMaMK (33 UCKAOYEHMEM  KOMWI  PacropagMTeNbHbIX  AOKYMEHTOB,
HanpaBAAeMbIX B MOABEAOMCTBEHHbIE OpraHM3aumm).

HenpaBunbHO 0GOPMAEHHbIE OOKYMEHTbl M KOPPECNOHAEHUMA Hecny:KebHoro xapakrepa K
OTNpaBKe He NPUHMMAIOTCA U BO3BPALLLAIOTCA UCNOAHUTENIO.

3.40. OtnpaBKa goKkymeHToB no M3/0 A01KHa OCYLWECTBAATLCA B COOTBETCTBUM C TpeboBaHUAMM
K OpraH13aunoHHO-TEXHUYECKOMY B3anmogencteuio <20>.

<20> Mnaga lll TpeboBaHW K OpraHM3aLNOHHO-TEXHMYECKOMY B3aUMOAENCTBUIO.

Mepen oTnpaBKoi AoKymeHTa no M0 AonXKHbl 6bITb NPOBEPEHbI KOMMNEKTHOCTb TPAHCNOPTHOrO
KOHTeliHepa 1 AeNCTBUTENbHOCTb 3/1EKTPOHHbBIX NoANUCEN, BXOAALLMX B €r0 COCTaB.

3.41. JNeKTPOHHble AOKYMEHTbl NOCAe WX MOAMUCAHWA 3NEKTPOHHOM MNOAMUCHIO U OTMPABKK
aapecaty xpaHatca B C3/], B 3/1eKTPOHHBbIX Aenax, POPMUPYEMbIX B COOTBETCTBMM C HOMEHKNATYPON Aen
rocy4apcTBEHHOro OpraHa, opraHa MecTHOro camoynpaBAeHuUs.

3.42. [lokyMeHTbl, noAaneskallime oTnpasBKe, A0NXKHbl 06pabaTbiBaTbCA M OTNPABAATLCA B A€Hb WX
NoANNUCaHUA U PerncTpaLmm A Ha cneaytowmnii pabounin aeHb.

3.43. JocbinKa nnn 3ameHa paHee OTNPaBAEHHONO 3/IEKTPOHHOIO AOKYMEHTa OCyL,ecTBaAeTCcA no
YKa3aHHuio nuda, noanmncasliero JOKyMeHT.

3.44. PeweHue o cnocobe AOCTaBKM AOKYMEHTa ajgpecaty NpUHMUMaeTCca UucnonHuntTenem no
cornacosaHmo co CI'IY)K6OI7I agenonpon3soacrtea  rocyaapCrBeHHOro opraHa, oOpraHa MeCcTHOro
camoynpasaeHuA.



3.45. OtseTbl Ha oObpalleHWA rparKaaH, OpraHM3auuin HanpasAAOTCA 3aasBuTeno B dopme
3/1eKTPOHHOr0 AIOKYMEHTa MO agpecy 3/1eKTPOHHOM MoYTbl, YKasaHHOMY B 06palleHnmr, NOCTYNMBLIEM B
rocy4apCTBEHHbIA OpraH, OpraH MeCTHOro CamoynpaBieHUA MAW AO0MKHOCTHOMY Auuy B dopme
3/IEKTPOHHOr0 AOKYMEHTa, U B NUCbMeHHOW Gopme No NoYTOBOMY afpecy, YKasaHHOMY B obpalueHuu,
NocTynuBelLEem B NUCbMeHHOWN popme <21>.

<21> Yactb 4 ctatbun 10 depepanbHoro 3akoHa N 59-93.

3.46. Mo BblbOpy 3asBUTENEN TOCYAAPCTBEHHbLIN OpraH, opraH MEeCTHOro camoynpasiaeHUus
npegoctaBnsetr uHoopmaumio B GOPME 3NEKTPOHHbLIX AOKYMEHTOB, MOAMUCAHHbLIX YCUAEHHOW
KBaNMPUUMPOBAHHOW 3/M1EKTPOHHOM MOANUCLIO, He3aBucMmo OT Gopmbl MaM crnocoba obpalieHus
3aABUTENEN, 3@ MCKAIOYEHMEM C/yYaeB, €CAW MHOW NOopAAOK NPeaoCTaBAeHWMA Takon WMHGopmauun
ycTaHoBneH dpenepanbHbIMU 3aKOHAMU UAU UHBIMWU HOPMATMBHbIMU NPABOBbIMM aKTamu Poccuiickoi
depepaumm, peryanmpyowmmm NpaBooTHOLWEHMSA B YCTaHOBEHHOM chepe aeaTenbHoCTH <225,

<22> depepanbHbin 3akoH N 63-P3; nyHKTbl 2, 3 MpaBUA OcyLECTBeHUA B3aUMOAENCTBUA B
3/N1IEKTPOHHOM dpopme rpaxkaaH (GM3NYECKUX N1L) U opraHMU3aL i C opraHamm rocyaapcTBeHHOM BnacTy,
opraHaMM MeCTHOrO CamMoynpaBAeHUA, C OPraHM3aumMAMMK, OCYLLECTBAAIOWMMMU B COOTBETCTBUM C
denepanbHbIMM 3aKOHaMKU OTAeNbHble MNy6/AMYHbIE MONHOMOYUA, YTBEPXKAEHHbIX MNOCTAaHOBAEHUEM
MpasuTenbctea Poccuiickoit degepaunn ot 9 umoHa 2016 r. N 516 (CobpaHue 3akoHoAaTeNbCTBA
Poccuitckoint degepauun, 2016, N 25, ct. 3803).

3.47. TocyaapcTBEHHbIN OpraH, opraH MecTHOro camoynpas/ieHua o6A3aH NpeaocTaBAATb Mo
BbibOpy 3asBMTenei WHPopmaumio B GOpMe 3NEeKTPOHHbLIX [AOKYMEHTOB nocpenctBom [lopTana
rocyfapCTBEHHbIX YCIYr B COOTBETCTBUN ¢ PeaepanbHbiM 3aKoHOM "O6 opraHMsauum nNpeaocTaBaeHms
rocyAapCTBEHHbIX U MyHMLUMNANbHBLIX ycayr”, ecnn dpesepanbHbiIMU 3aKOHAMMW AU MPUHUMAEMbIMU B
COOTBETCTBMM C HUMM HOPMATUBHLIMW NPABOBbLIMW aKTamu Poccuiickoii Pegepaunm He yCTaHOB/IEHO
WHoe.

3.48. Ha noctynuBluee B rocyAapCTBEHHbIN OpraH, opraH MecTHOro camoynpas/ieHus obpalyeHue
rpaskaaHuvHa, opraHMsaLuuu, cogeprkallee npeanoKeHne, 3aaBaeHne UK Kanoby, KoTopble 3aTparnsatoT
MHTEepecbl HeonpeaeNeHHOro Kpyra /ML, B YaCTHOCTU Ha obpalleHune, B KoTopom obxkanyeTcsa cyaebHoe
peleHne, BbIHECEHHOE B OTHOLEHMM HEONPEAENEHHOrO KPYra UL, OTBET, B TOM YMC/E C PasbACHEHUEM
nopsaka o06)KanoBaHWA cyaebHOro pelweHus, MOXKeT 6biTb pasmelleH Ha odouumanbHOM caiiTe
rocy4apcTBEHHOrO OpraHa, opraHa MecTHOro camoynpasneHus B cetu "UHTepHeT" <23>.

<23> Yactb 4 ctatbu 10 degepanbHoro 3akoHa N 59-P3.

3.49. MNpoxoxKaeHne BHYTPEHHMUX AOKYMEHTOB Ha 3Tanax MX NoAroToBKM U 0QOPMAEHMUA O0/MKHO
COOTBETCTBOBATb MPOXOMKAEHUIO MCXOAALWMX AOKYMEHTOB, @ Ha 3Tane MWCMNOAHEHMA - BXOAALLMX
[OKYMEHTOB.

3.50. MNpasunbHO Od)OpM/'IEHHbIe MU CcornacoBaHHble C 3aUHTEPECOBAHHbIMU NNLLAMU, MPOEKTbI
NpPaBOBbIX aKTOB NepeaarTca Ha NoANnnMCb PYKOBOAUTENO rOCyaapCTBEHHOINO OpraHa, opraHa MecTtHOro
camoynpasaieHna nam NHoOmy ynolHOMOYe€HHOMY UM NINLLY.

3.51. MoanucaHHble npaBoBble akTbl (MOCTAHOBAEHUA, pelleHUs, MPWKasbl, PaCNOPAXKEHMUSA)
PerncTpupytoTcs B A€Hb NOAMNMCAHNA UK Ha ceayowmnii paboumnii AeHb.

B BuAe 3/1eKTPOHHbIX Konui NnpaBoBbleé aKTbl rOCYyAapCTBEHHOrNo OpraHa, opraHa MECTHOro



camoynpasneHusa BKAodatoTca B CI[], rocyaapCTBEHHOrO opraHa, 3a MCKAYEHMEM NPaBOBbIX aKTOB,
coAepKalmx CBeAeHMA OrpaHMYeHHOro 4ocTyna.

3.52. NogAMHHMKM NPaBOBbIX aKTOB GpOPMUPYIOTCA B Aefla Ha OCHOBAaHMM HOMEHKAATYpbl Aen
rocygapcTBeHHOro opraHa, opraHa MecTHOro CamoynpaBiaeHUsa B COOTBETCTBUM C MyHKTamu 6.23 - 6.24
MpaBua genonponsBoacTea.

McnonHuTenn WM AMua, Has3HayeHHble B KayecTBe  WCMOAHWUTENEW, OO0/MXHbl  6bITb
NPOMHPOPMMPOBaHbI O MOAMMCAHHbIX MPUKA3aX, PaCNopPAKEHUAX.

3.53. MMpoToKo/bl 3acedaHui, COBelaHWA KOAMernasbHblX, COBellaTesbHbIX, MEeTOAMYECKMX,
NPeAcTaBUTENbHbIX W WMHbIX MOCTOAHHbIX WAM BPEMEHHbIX OpraHoB perucTpupytotca B Cayxbe
AenonpounsBoAcTea Man cekpetapammn (MHbIMKM PabOTHMKaMK, B AO/KHOCTHbIe 06A3aHHOCTM KOTOPbIX
BXOAMUT BefeHWe AeNoNpOoM3BOACTBA COOTBETCTBYIOWErOo OpraHa), No KasKAoMy BuAy NPOTOKONO0B
oTAEe/bHO.

3.54. NMoAAMHHMKM NPOTOKOA0B MO MECTY UX Perncrpaunmn GopmmpyroTca B Aena B COOTBETCTBUM C
HOMEHKNATYypOl Aen rocyapCTBEHHOrO opraHa, opraHa MecTHOro camoynpasaeHus.

Konuun npoTtokonos (BbII'IMCKVI n3 I'IpOTOKOJ'IOB) B 3ﬂeKTpOHHOﬁ d)opme A40BOAATCA A0 CBeAEHUA BCEX
4Y/1€eHOB COOTBETCTBYHOLWErO OpraHa UM pPa3mellatoTCA Ha 3/1IEKTPOHHOM MHd)OpMaLI,MOHHOM pecypce
rocygapCTtBeHHOro opraHa, opraHa MeCTtHOro camoynpasaieHnA.

3.55. BHyTpeHHMEe OKYMEHTbI Ha MMA PYKOBOAWUTENA FOCYAapCTBEHHOMO OpraHa, opraHa MecTHoro
camoynpaBfeHns, 3amecTuTefneil pyKoBOAMTeNs, pykosoauTena (pykoBoamuTenei) CTPYKTYpPHOro
noapasaeneHuna perucrpupytorca 8 C3 mam (Npu OTCYTCTBMM TaKMX BO3MOMKHOCTe B C3[) - B
noApasaeneHnn, NoAroToBUBLLEM LOKYMEHT.

3.56. YyeT KonnuyecTea AOKYMEHTOB, NOCTYNUBLINX, CO34aHHbIX, OTNPAB/IEHHbIX 3a OI'Ipe,CI,EI'IEHHbIﬁ
nepunog BpemMeHn, MOXET NpoBOoAUTBCA MO TrocyaapCTtBeHHOMY OpraHy, OpraHy MmMeCcTHOro
CcamoynpaBaeHnA B LLeJIOM, NO OTAENNbHbIM CTPYKTYPHbIM noApasaeneHnam, no rpynnam AOKYMEHTOB, B
TOM 4Yncne NnoOANIMHHUKaM U KONnAm, KOppeCnoHOEHTaM, AEVICTBMHM, nponssegeHHbIM C JOKYMEHTAMMU,
M Ogpyrum napametpam, HEO6XOAMMbIM ana  aHaAn3sa pa6OTbI C [AOKYMeéHTamMkh B UeNAax ee
coBeplleHCTBOBaAHUA.

3.57. Mpu yueTe o0b6BEMA [OKYMEHTOOOOPOTa MNOACYMUTHLIBAETCA KONMYECTBO [OKYMEHTOB
BbIAENEHHON Trpynnbl. YYeT KoAMYecTBa [AOKYMEHTOB NpoBoAMTCA No  AaHHbiM  C3, WHbIX
PEerncTPaLmoHHO-yYYETHbIX GopM.

3.58. 3a eauvHuuy yyeTa KoOAMYECTBA [AOKYMEHTOB MNPUMHMMAETCA 3K3eMMNIAp AOKYMEHTa
(MOANMHHMK MAM KONUA, eCAn KOMUA - eAUHCTBEHHbIM 3K3eMNAAp AOKYMeHTa). Konuu O0KYMeHTOB,
co3gaBaemble AN PACCbIIKM MAWM BHYTPEHHEro MCMO/Ab30BaHWA, MpU HeobXOAMMOCTM WX yyeTa
NOACYMTbIBAOTCA OTAENbHO.

Mpu yyeTe UCXOO4AWMX [AOKYMEHTOB COMPOBOAUTENIbHOE MUCbMO W Npuaaraemble K Hemy
AOKYMEHTbI NPUHMUMAKOTCA 3a OANH AOKYMEHT.

3.59. [laHHble 0 KoAnyecTse AO0KYMeHTOB 0606LatoTea (C HapacTaloWmMm UTOroM), aHaNU3MpPYoTCA
N NPeACTaBAAOTCA PYKOBOAMTENO rOCYAapCTBEHHOIO OpraHa, opraHa MecTHOro CamoynpaB/eHna Uam
MHOMY YMOJIHOMOYEHHOMY WM AWMLY B BMAE CrNpaBoK (CBOAOK, OTYETOB) CTAaTMCTUYECKOro U
aHaIMTUYECKOro XapaKTepa € YCTaHOB/IEHHOM NepuoanMYHOCTbIO (MecAL, KBapTas, NoAyroame, roa,).

IV. YnpaBneHue goKymeHTaMM B cucteme
3NEKTPOHHOro A0KYyMeHToo6opoTa

4.1. Joctyn K pabote B C3[ rocyaapcTBEHHOro OpraHa, opraHa MeCTHOro CamoynpaB/ieHus



AO0/KHblI UMETb TOJ/IbKO 3apPermMcTpmpoBaHHbI€ NO/b30BaTE/NIN.

4.2. BKnoyeHue goKymeHToB B CI[] ocyllecTB/iAeTcA NOCPeACcTBOM 3anonHeHus nonei IPK,
CO3/aHUA 3NEKTPOHHOMN KOMUU [OKYMeHTa (CKaHMPOBaHMSA), ECM AOKYMEHT Bbl CO3aH HAa ByMarkHOM
HOCUTene, MPUCOEAMHEHUA 3SNEeKTPOHHOM KonmuMM p[OKymeHTa K IPK, pasmelieHWs [AOKyMeHTa B
cooTBeTcTBYlOWEN CI/1 B COOTBETCTBMMU C €€ KacCMPUKALLMOHHOMN CXEMOW.

43. B xope pacCMOTPEHUs AOOKYMEHTa, NOANEXKAWErOo WCMNOJHEHUIO, PYKOBOACTBOM
rocygapCcTBEHHOIO OpraHa, OpraHa MEeCTHOro CamoyMpaBieHUA WAW B XO4Ee COrfacoBaHUA MPOEKTa
[LOKYMEHTA, 3an0o/IHATCA cooTBeTCTBYOWMe nonsa IPK. B pesynbTaTe cOrnacoBaHUA NpoeKTa AOKYMEHTA
8 C3/[] dopmmpyeTca ANCT COrnacoBaHus.

4.4, Npw BrAtoYeHMM B C3[], BXOAALWMX AOKYMEHTOB, MX PEFMCTPALMU, PACCMOTPEHUN U UCNIONHEHUM
B DPK BHOCATCA Cedytolme CBEAEHUA O AOKYMEHTE:

1) HanmeHoOBaHMe rocyaapcTBEHHOro OpraHa, opraHa MecTHOro caMoynpasieHMsA, OpraHn3aunm
(koppecnoHaeHTa);

2) HaMmeHOBaHWe BUAA AOKYMeHTa <24>;

<24> HaumeHoBaHWe pasfena B cnpaBoYHMKe (Knaccudukatope) BUAOB AOKYMEHTOB, K KOTOPOMY
OTHOCUTCA AOKYMEHT, BK/to4aemblit B CI/.

3) aaTta AOKYMeHTa;

4) perucTpaumMoHHbIi HoMep AOKYMEHTa;

5) bamunana n MHMUManbl AMLA, NOAMMUCABLLETO AOKYMEHT;

6) aaTta nocTynieHUsa AOKYMEHTa;

7) BXOOALMIN PErncTpaLMoHHbIA HoMep;

8) cnocob A0CTaBKM AOKYMEHTA;

9) 3aro/10BOK K TEKCTY (KpaTKoe cofepKaHue AOKYMeHTa);

10) KoMYecTBO IMCTOB OCHOBHOIO AOKYMEHTA;

11) oTmeTKa 0 npuaoKeHum (KONMYECTBO NPUNOKEHMI, 0BLL,EE KONNYECTBO JINCTOB NPUIONKEHUIA);

12) cBepeHVMA O cCBA3AHHbIX AOKymeHTax (HaMmeHoBaHMe BMAA [AOKyMeHTa, [Aara,
PerncTpaLmoHHbIi HoMep, TUM CBA3N);

13) pesonouma (McnonHuTenb (MCNoAHWUTENM), MNOpydYeHWe, [AOKHOCTHOE /IMUO, AaBliee
nopyuyeHue, gata GopMMpPOBaAHMA NOPYYEHUS);

14) cpoK ncnonHeHUa AOKYMEHTa;

15) uHaeKc aena no HOMeHKAAType aen;

16) cBepeHuA 0 nepeaspecaumm 4OKYMeHTa;
17) oTmeTKa 0 KOHTpoOE;

18) rpud orpaHnUeHna foCTyna K AOKYMEHTY;



19) cBefieHNA 06 3N1eKTPOHHOW Noanucy;

20) pe3ynbTaT NPOBEPKM INEKTPOHHOM Noanucy <25>;

<25> Bkatouatotca B8 C3/[, ecnm MNOCTYNMBLUMIA OOKYMEHT MOAMMCAH YCUAEHHOW 3/1eKTPOHHOM
NOAMMUCHIO.

21) aneKTPOHHbIN afpec KOPPECTOHAEHTA;

22) ccbinkun Ha daiin noctynueliero AoKymeHTa v ¢ain (daiinbl) npunoskeHus (NPUNOKEHUN) K
[OKYMEHTY.

4.5. Mpw BrAtoyeHnn B CI[ mcxoaAlMX AOKYMeHTOB B IPK BHOCATCA cnepylolimMe cBedeHusa o
OOKYMEHTE:!

1) HanmeHoBaHWe rocyaapCcrtBeHHOro opraHa, opraHa MmectHOro camoynpas/sieHunAa, opraHn3aumum -
ajpecaTta,

2) bamuana n nHMUManbl AMLA, NOANNCABLLErO AOKYMEHT;

3) HaumeHoBaHWe BMAA AOKYMeHTa <26>;

<26> HanmeHoBaHMe pa3gena B cnpaBoyHuKe (KnaccudukaTope) BUAOB AOKYMEHTOB, K KOTOPOMY
OTHOCUTCA AOKYMEHT, BKAto4aemblit B CI/,.

4) naTa AOKYMEHTa;
5) perncTpaumoHHbIA HOMEpP AOKYMEHTa;
6) 3aro/I0BOK K TEKCTY (KpaTKoe cofepKaHue AOKYMEHTa);

7) cBeaeHMA 0 CBA3AHHbIX JOKYMeHTax (HaumeHOoBaHWe BUAa AOKYMEHTA, AaTta, PErMcTpaLMOHHbIN
HOMep, TUM CBA3K);

8) K0/IMYecTBO NIMCTOB OCHOBHOIO AOKYMEHTA;

9) MHAEKC Aena No HOMeHKNaType [en;

10) oTmeTKa 0 npuaosKeHum (KONMYECTBO NPUNOKEHMI, 0BLLEE KONNYECTBO JINCTOB NPUIONKEHUIA);
11) rpud orpaHnYeHUa AOCTYNa K AOKYMEHTY;

12) noapasgeneHue - OTBETCTBEHHbI UCMOHUTEIb AOKYMEHTa,

13) cBepeHMA 06 31EKTPOHHOM NOANNCH;

14) ccbinkun Ha daitn oTnpasnsaemoro AokymeHTta v daitn (painbl) npuaoxeHus (MPUNOKEHUI) K
[LOKYMEHTY;

15) 371eKTPOHHbI aapec KOpPeCcnoHAEHTa;
16) cnocob AocTaBKM AOKYMeEHTa agpecary.

4.6. Npu BrkAtoYeHUN B CI[, BHYTPEHHUX AOKYMeHTOB B IPK BHOCATCA creaylolme CBeAEeHUA O



[OKyMeHTe <27>:

<27> KOHKpeTHbII cocTaB cBeAeHMIA, BHOCUMbIX B CI/], Npu perncTpaumm BHyTPEHHUX LOKYMEHTOB,
3aBMCUT OT BMAA PErUCTPUPYEMOrO AOKYMEHTA.

1) HaumeHoBaHMWe NoapasfeneHns, NOATOTOBMBLLETO NPOEKT JOKYMEHTA;
2) HaMMeHOBaHWe BMAA AOKYMeHTa <60>;

3) paTa LOKYMEHTa;

4) perncTpaumoHHbIi HOMep AOKYMEHTa;

5) rpud orpaHnYeHMA 4OCTYNa K AOKYMEHTY;

6) bamuana n nHMUManbl AMLA, NOANNCABLLErO AOKYMEHT;

7) cBeaeHMA O CBA3AHHbIX JOKYMeHTax (HaumeHOoBaHWe BUAa AOKYMEHTA, AaTa, PErMcTPaLMOHHbIN
HOMep, TUM CBA3W);

8) 3aro/I0BOK K TeKCTy (KpaTKoe coaepiKaHue 4OKYMEHTa);

9) nopgpasgeneHve (AOMKHOCTHOE /WULO) - WCMNOAHUTENb (OTBETCTBEHHbLIA WMCNONHUTEND)
LOKYMEHTA;

10) KoNM4ecTBO IMCTOB OCHOBHOTO AOKYMEHTA;
11) otmeTKa o npunoxKeHum (KONMYECTBO NPUNOKEHUI, 0BLLEE KONNYECTBO INCTOB NPUNONKEHUIA);
12) uHpeKc flena no HOMeHKNaType aen;

13) pesonouma (McnonHuTeNb (MCNONHUTENN), NOPYYEHME, AaTa UCNONHEHUA, AaTa GOPMUPOBaHNA
nopyyeHus);

14) otmeTKa 0 KOHTpOE;

15) ccbinikn Ha daiin noctynueliero AoKymeHTa u daiin (dbaitnbl) npunoxeHus (NPUNOKEHWUIA) K
[LOKYMEHTY.

4.7. Npu BrAtoveHnn B C3/] obpalueHunit rpaxaaH, opraHMsaumii U 0TBETOB Ha obpalleHna B IPK
BHOCATCA CAeaylolime CBEAEHUA:

1) pamunusa, uma, otyectso (Npu ero HaaUuMUmM) rparkaaHuHa;

2) HauMeHOoBaHMe opraHn3aumu - agpecara;

3) aata o6palleHun rpaxaaHmHa, opraHmsaumm;

4) perncTpaumoHHblit Homep obpatlueHua (ans obpalleHnii opraHusaumin);

5) pata conpoBoamMTENbHOMO AOKYMeHTa (B ciydae nepeaapecauumn obpalieHms);
6) aata nocrynnexHusa obpalleHVs rpaxaaHnHa, opraHMsauuu;

7) BXOAALLMIN PpErucTPaLMOHHbIA HOMEp;



8) KpaTKoe coaeprkaHue obpaLLeHUs rpaXkaaHNHA, OPraHU3aLuK;
9) KONMYECTBO SINCTOB OCHOBHOIO AOKYMEHTA;
10) otmeTKa 0 npuaoKeHun (KONMYECTBO NPUNOKEHWUI, OBLLEE KONMYECTBO IMCTOB NPUIOKEHUI);

11) cBepeHMA O CBA3AHHbLIX AOOKYMeHTax (HaMMeHOBaHve BWAA [AOKYMeEHTa, [Jarta,
PEerucTpaLmnoHHbIA HOMEpP, TMN CBA3KM, B T.4. CBEAEHUA O NpeaplayuimMx obpalleHuax B ciyyae, ecau
JaHHoe obpalleHure NOBTOPHOE);

12) pesoniouus (McnonHuTENb (MCMONHUTENM), MOPYYEHUE, [O/KHOCTHOE /MU0, AaBliee
nopyyeHue, aata pesoniouum);

13) cpoKk UCNoNHEHMA AOKYMEHTA;
14) nnaekc aena no HoOMeHKNaType gen;

15) cBegeHuMAa o nepeagpecaumm obpalleHua rpak4aHWHa, opraHusauuu (gata, Homep
COMPOBOANTENIbHOIO IOKYMEHTa; HaMMeHOBaHMe opraHa BAacTU, OpraHu3auuu;

16) oTmeTKa 0 KOHTpOAE;

17) cBepeHua 06 3neKkTpoHHOM nognucu (B caydae MOCTYMN/IEHUA 3NeKTPOHHOro obpalieHus
rpaskaaHunHa, opraHmn3aumm, NoANMCaHHOro 31EKTPOHHOW NOANUCHIO);

18) pesynbTaT NpoBEpPKM 3NEKTPOHHOM noanuck <28>;

<28> Bkatouatotca B C3/[, ecnim MNOCTYNUBLUMIA AOKYMEHT NOANUCAH YCUNEHHOMN 3N1EKTPOHHOWM
NOAMMUCHLIO.

19) 3n1eKTpOHHbIN aapec KoppecnoHaeHTa (rpaskaaHuHa, opraHusaumn);

20) nouToBbI agpec KoppecnoHaeHTa (rpaxaaHuHa, opraHusaumm);

21) Bonpoc no TemaTMYecKoMy Knaccudpukartopy;

22) ccbinku Ha daitn noctynusluero obpatieHun n Gaita otTeeTa Ha obpalleHue.

4.8. [ononHWUTENbHO K YKasaHHbIM CBEAEHUAM O BXOAAWMX, WMCXOOAWMX W  BHYTPEHHMUX
AOKYMeHTax, 0bpalleHunii rpaxaaH, opraHmsauuii 8 3PK C3/, moryT BHOCUTLCA MHblE CBEAEHWA.

4.9. MNMpK BKNIOYEHUN OOKYMEHTOB W MPOEKTOB AOKYMeHTOB B C3[, a TaKXKe Npu BKAOYEHUU
cBedeHuit B OPK B Npouecce KU3HEHHOTO UMKAA AOKYMEHTa UCMOAHUTENN O0/XHblI CO34aBaTb CBA3U
AaHHOro AoKyMeHTa (NpoeKTa AOKYMEHTA) C APYrMMM AOKYMEHTaMM M MYHKTaMU MOPYYEHUIA.

Mpun co3gaHmnm ceaseit goKymeHTa (NpoekTa AOKYMeHTa) C APYrMMU AOKYMEHTaMMU MUCMONb3yeTca
CMPaBOYHMK TUMOB CBA3EN.

4.10. B uenax pasmelLeHnn 4oKymeHToB B CI/1, NOMCKa 4OKYMEHTOB, BEAEHMA CNpaBo4HOM paboTbl
No AOKYMEHTaM, BKAOYEHHbIM B CI/[],, MCNONb3YIOTCA KNAacCMPMKATOPbI M CNPaBOYHUKM, B TOM YMUC/E!

KnaccuduKaTopbl: KOPPECNOHAEHTOB, BWAOB [AOKYMEHTOB, CTPYKTYPHbIX MoApasgeneHunit
rocy4apCTBEHHOro opraHa, opraHa MecCTHOro CaMoynpaBAeHMA, AOMKHOCTHbIX /ML, TOCYAapPCTBEHHOMO
opraHa, opraHa MecTHOro camoynpas/ieHus, UCNONHUTENeN MO AOKYMEHTaM; TemaTuyeckunin (Bonpocos
AeATeNbHOCTM), HOMEHKNATypa e/ rocyAapCTBEHHOro opraHa, opraHa MecTHOro camoynpasieHus;



CNPaBOYHMUKM: CPOKOB UCTONHEHWSA, PE30NIOLMIA (MOPYYEHMIA), INEKTPOHHbIX AAPECOB NOCTOAHHbIX
KOppPecnoHAEHTOB, Wab10HOB 61aHKOB AOKYMEHTOB 1 LWab10HOB JOKYMEHTOB, TUMOB CBA3EN C ApYruMu
[OKyMeHTamu (CBA3AHHbIMU AOKYMEHTaMM).

V. KOHTpOAb UCNONHEHUA OKYMEHTOB (Nopy4eHuiA)

5.1. KOHTPO/Nb UCMNONHEHUS AOKYMEHTOB (MOPYYEHWIA) BEAETCA B LENSX UX CBOEBPEMEHHOIO U
KauyecTBEHHOrO UCMOHEHMA.

5.2. KOHTPO/Ib UCMOAHEHMA AOKYMEHTOB (NopyYeHuit) BeaeTca.

MCNONIHEHUA AOKYMEHTOB (NMOpPy4YeHuid) MO CyLLEeCcTBY - PYKOBOAUTENEM, UHBIMU AONKHOCTHbIMMU
NIMLLAMM rOCYAapCTBEHHOMO OpraHa, opraHa MecTHOro Camoyrnpas/ieHns;

CPOKOB UCMONHEHWA AOKYMeEHTOB (nopy4yeHnit) - Cayx6oi AenonponsBoacTBa rocy4apCcTBeHHOMo
opraHa, opraHa MecTHOro CamoynpaBAeHUA UAM MHbIM CTPYKTYPHbIM NogpasaeneHuem, Ha KoTopoe
BO3/10’KE€Ha 3Ta GYHKLMA.

KoHTpoo nognexaT BCe 3aperMcTpmMpoBaHHble 4OKYMEHTbI, Tpe6y|om,we MCNONHEHNA.

5.3.  PacnopagutenbHble  AOKYMEHTbl, NPOTOKOAbI  3acegaHuii  (coBewaHuit), ecau
3adUKCMPOBaHHble B HUX pelleHMAa He oGOPMAAIOTCA B BUAE MOCTAHOBAEHUIA WAU pPeLLeHU,
coaeprKallme Nopy4eHUs ¢ KOHKPETHbIMW CPOKaMM UCMOJIHEHUA, CTaBATCA Ha KOHTPO/b MO KaKaomy
NopYy4YeHUIO OTAENbHO.

OpraHusauma MCNOAHEeHUA Mnopy4eHMn U yKasaHuin [lpesnaeHTa Poccuiickon dPeaepaumnm
WCMNOJIHAOTCA B COOTBETCTBUM C YKaszom Mpe3sunaeHTa Poccuinickont ®egepaunm ot 28 mapta 2011 r. N 352
"O mMepax MO COBEPLIEHCTBOBAHMIO OpPraHW3aLMuM UCNONHEHMA NOPYYEHWUA M yKasaHuI MpesungeHTa
Poccuitckoit depepaumn” <29>.

<29> VYkas lMpesngeHTta Poccuitckoit Pepepauum ot 28 mapta 2011 r. N 352 "O mepax no
COBEPLUEHCTBOBaHNIO OpraHM3aLun UCMOJHEHMA MOPYYeHUIn U yKasaHui [pe3amgeHta Poccuiickol
depepaummn" (CobpaHue 3akoHoaaTenbCTBa Poccuitickoin degepaumm, 2011, N 14, cr. 1880).

5.4. KOHTPO/Ib CPOKOB UCMONHEHUA AOKYMEHTOB (Nopy4YeHunit) BKAoUYaeT B cebs:

MOCTaHOBKY AOKYMEHTOB (MOpyYeHuit) Ha KOHTPOb;

NPOBEPKY CBOEBPEMEHHOCTUN A0BeAEHUA AOKYMEHTOB (MopydeHnit) 40 CNoNHUTENeN!;
npeasapuTesibHYI0 NPOBEPKY 1 PeryiMpoBaHue Xo4a UCNONHEHUA AOKYMeHTOB (nopyyeHuit);
CHATUE C KOHTPOAA A0KYMEHTOB (NopyyeHmnin);

yuyeT, 0606LeHMe U aHaNN3 Pe3yIbTaToB X043 MCNOIHEHUA AOKYMEHTOB (nopyyeHuit);

MHGOPMMUPOBaHME PYKOBOAMUTENEN O XO4e WUCMONHEHUA AOKYMeHTOB (MopyvyeHuit) M COCTOAHMM
MCMNONHUTENBbCKOM ANCLUNANHDI.

5.5. CpOK MCNONTHEHNA AOKYMEHTA YKa3biBaeTCA HENOCPEACTBEHHO B JOKYMEHTE, NOPYHYEHUN NN B
pe3ontounmn K OKYMEHTY.

5.6. CpOKM WCNOSIHEHUA MCYMCNAIOTCA B KaNeHAapHbIX AHAX C AaTbl, CleAyloliei 3a Aartoun
pernctpaunmn gokymenTta <30>.



<30> CraTba 191 paxkaaHckoro Kogekca Poccuiickont ®epepaumumn (CobpaHme 3aKOHOAATENLCTBA
Poccuiickoii ®epepaumn, 1994, N 32, cr. 3301; 2019, N 12, c1. 1224).

CpoKM MCNOAHEHUA NPOTOKOJ/IbHbIX MOPYYEHMIA, KaK MpaBuIo, YCTaHaBANBAIOTCA B MPOTOKO/E U
MCYMCNAIOTCA C AaTbl, CNeayloLLel 3a AaToW NpoBeeHUs 3aceaHus (CoBeLLaHums).

5.7. Echn nocneaHwWiA fieHb CPOKa UCNONHEHUA JOKYMEHTA (NOpyYeHuUs) NPUXOLUTCA Ha Hepabouuii
AeHb, TO AOKYMEHT NOANEXUT UCNONHEHUIO B BIMKaNLLIMIA cneayowmii 3a HUM pabounii aeHb <31>.

<31> CraTba 193 paxkgaHcKkoro Kogekca Poccuitickoit ®egepaunn (CobpaHume 3akoHoAaTeNbCTBA
Poccuiickoin Pepepaumm, 1994, N 32, cr. 3301; 2019, N 12, cr. 1224). B dpeaepanbHbix opraHax
WCMONHWUTENbHOW BNAacTW, B COOTBeTCTBMM C nyHKTOM 6.1.1 Tunosoro pernameHta B3aMmoaemncTsma
denepanbHbIX OPraHOB WCNONHUTENBbHOW BAacTU, yTBepXAeHHoro noctaHosneHvem N 30, ecam
nocneaHUin AeHb CPOKa MCNONHEHMA MNOPYYEeHUA MPUXOAUTCA Ha Hepabouuint fieHb, OHO MOANENKUT
WCMONHEHWIO B NpeALLecTBYOWMNi emMy pabounii feHsb.

5.8. CpoKM MUCMONHEHMA AOKYMEHTOB (Mopy4YeHmnit) yCTaHaBAMBAIOTCA PYKOBOAMTENEM, UCXOAA U3
CPOKa, YCTaHOBNEHHOro oOpraHuWsauuein, HanpaBuBLIEN [OOKYMEHT, WM CPOKOB, YCTaHOBIEHHbIX
3aKoHoZaTenbcTBOM Poccuiickon ®eaepaumn.

5.9. JokymeHTbI (Mopy4eHunn) noasieskaTt MCNOMHEHUIO B CeAytoLMe CPOKMN:

YCTaHOB/IEHHbIE 3aKOHOAATE/IbHbIMU UK NHBIMU HOPMATUBHbIMW NMPAaBOBbIMU aKTaMM (TMI'IOBOVI
CPOK MCI'IOI'IHeHMﬂ);

C KOHKPETHOI AaTOM MCNONHEHWA - B YKa3aHHbIN CPOK;

6€3 yKa3aHMA KOHKPETHOM AaTbl UCMIONHEHWUSA, UMEIOLLME B TEKCTE MOMETKY:

"BecbMa CpOYHO' - B TEYEHME OHOro-ABYX AHEN;

"cpoyHO" - B 3-AHEBHbIN CPOK;

"onepatmBHo" - B 10-AHEBHbIN CPOK;

ocTasibHble - B CpoOK He 6onee 30 aHel, ecam MHOE He YCTaHOBEHO deaepasnbHbIMM 3aKOHaAMM.

5.10. [aTta ucnonHeHua [nokymeHTa (nopydenus) o¢ukcupyerca 8 IPK C3[ uamM  umHoM
perncTpaunoHHO-y4eTHON popme, UCNONb3yeMON A OTC/IEXKMBAHUA CPOKOB UCMONHEHUA AOKYMEHTA
(nopyueHms).

5.11. NMpHoOCTaHOBMTb UCMONHEHNE KOHTPOIbHOMO A0KYMeHTa (NopyYeHms), a TaKKe OTMEHUTb ero
MOXeT pyKOBOAUTE b, MOANUCABLLMI AOKYMEHT UK AaBLWIKIA nopydeHue (pe3osoumio).

5.12. B cnyyae ecav CPoK UCMONHEHWUA AOKYMeHTa (MopyYeHuns) NpeBbilaeT OANH MeCALL, B LLeNax
obecrneyeHns CBOEBPEMEHHOIO MCMOMHEHUA AOKYMeHTa (Mopy4yeHua) NpoBOAMUTCA NpeaBapuTe/IbHbIN
KOHTPO/Ib M HaNOMWHaHMA WCMONHUTENAM O NPUBAMMKEHUM CPOKOB MWCMONHEHUA [OKYMEHTOB
(nopyueHuit).

5.13. HanomuHaHMe WCMONHUTENAM O MPUBAMKEHUM CPOKOB MCMNOAHEHMA [OOKYMEHTOB
(nopydyeHMit) MOXeT OcCyWecTBAATbCA B aBTOMaTMYeCKoM pexkume nocpeactsom C3 wmam ¢
MCNONb30BaHWEM 3/IEKTPOHHOI NOYTbI.



HanoMWHaHWA UCMONHUTENAM, 3 TaKKe MHPopMaLMsa 06 UCMONHEHUU LOKYMEHTOB (NopyyeHuit),
noflyd4eHHan oT ucnonHutenen, pukcmpyrorca B SPK C3/ naAn UHbIX PerncTpaumoHHo-yYeTHbIX Gopmax,
MCNONb3YyEeMbIX A1 KOHTPOA UCMONHEHUSA AOKYMEHTOB (MOPYYEHUIA).

5.14. TMpu HeobXxoOMMOCTM U3MEHEHUA CPOKA MWCMONHEHWUA [OKyMeHTa (nopydyeHus)
OTBETCTBEHHbIN MCMOAHUTENb 06A3aH MNPeAcTaBUTb Ha WMMA PYKOBOAMUTENA, OABLUErO MOpy4YeHue,
obocHoBaHue (goKknagHyto (cay»ebHyto) 3anNncKy) o NPoAeHUN CPOKa C YKasaHWeM NPUYMH NPoaeHnn
W AaTbl UCMOAHEHUA,

O6ocHOBaHWE NPOASIEHMA CPOKA UCMONHEHMA AOKYMeHTa (MopydYeHmns) A0NKHO BbiTb HanpaBAEHO
COOTBETCTBYIOLEMY PYKOBOAUTENIO HE MO3gHee YemM Mo UCTeYEeHMM ABYX TPETbUX CPOKAa MCMOAHEHMSA
AOKymeHTa (nopy4yeHuns), a eCmn CPOK MCNONHEHWUA NOPYYEeHMUA NPeBbIWAeT ABa MecALa, NPea/ioKeHUA O
ero npoasieHnn npeacTaBAAlOTcA B TeyeHWe 1-ro mecAua CpPOKa, OTBEAEHHOTO Ha MCMOAHEHMWe
nopy4yeHus.

CPOKM UCNOAHEHUA CPOYHbIX MOPYYEHMIA HE MPOAIEBAOTCA U HE KOPPEKTUPYIOTCA.

06 M3MeHeHUW CpoKa MCMNONHEHMA AOKYMeHTa (NopyyeHus) OTBETCTBEHHbIM WCMOAHUTENb
nHpopmupyet Cnyxby aenonpomssoacTsa.

M3meHeHMAa B cocTaBe WCMOAHMUTENel AOKymeHTa (mopydeHus) AO0MKHbI MPOU3BOAMTLCA C
06a3aTenbHbIM MHbOPMMpoBaHMem CnyKbbl Ae/10NPOM3BOACTBA.

5.15. [IOKYMEHT CYNTaETCA UCMOHEHHbIM U MNOANENKUT CHATUIO C KOHTPOAA nocie GpaKkTUYeckoro
WCMONHEHUA BCeX CcoAepaluxca B HeM MOpyYEeHWN, AOKYMEHTa/NbHOro MNOATBEP)KAEHUA ero
NCMNONHEHWA U COOBLLEHNA Pe3ybTaToB ero PpacCMOTPEHMA 3aMHTEPEeCOBaHHbIM OpraHam, opraHu3aLmam
W IMLAM.

MpomexkyTouHas MHd)OpMaLI,MH Nno UCNOTHEHUIO AOKYMEHTA He ABNAETCA OCHOBaHUEM ANA CHATUA
€ro C KoOHTpoAA.

5.16. lokymeHTbl (NopyyeHun), HaxoAALLMECA Ha KOHTPO/IE, CHUMAIOTCA C KOHTPO/IA Ha OCHOBaHUM
NoAroTOB/NIEHHOrO OTBETA.

PeweHne 06 ucnonHeHMM pokymeHTa (nopydeHus), He Tpebylollero HanpasneHMs OTBETa,
NPUHUMAET PYKOBOAMTE/b, MOCTaBMBLUMIA AOKYMEHT (nopydeHue) Ha KOHTPO/b, C 0b6sA3aTeNbHbIM
nHpopmmnpoBaHnem Cny»bbl AeN0NPON3BOACTBA.

CeeseHna 06 wcnonHeHnM AoKymeHTa (nopyyeHusa) BHocaTca B IPK C3[ wan  uHylo
pernucTpaunoHHO-y4YeTHY0 GopMy, UCMOb3YyeMYIO A8 KOHTPOAA UCNOHEHWA.

5.17. B ciyyae ecnm AoKyMeHT (nopyyeHue) He UCNOJIHEH B YCTaHOB/EHHbIW CPOK, OH NMpu3HaeTca
HEWUCNONHEHHbIM M OCTaeTcd Ha KoHTposne. O6A3aHHOCTb MO €ro WCMOMHEHWUIO COXpaHAeTca 3a
NCMNONHUTENEM.

5.18. Cny:x6a aenonpomsBoaCcTBa aHaAN3MPYET COCTOHME U Pe3ybTaTbl UCMONHEHUA AOKYMEHTOB
(nopyyeHnit) M  cOCTOAHME  WCMOAHWUTENbCKOW  AMCLUMMAMHBI M HaMpasAsfeT pPYyKoBOAMTENO
rocy4apCTBEHHOrO OpraHa, OpraHa MeCTHOrO CamMoynpaB/ieHUA U  PYKOBOAWUTENAM CTPYKTYPHbIX
noapasaeneHnin oTyeTbl 0 KOIMYECTBe AOKYMEHTOB, MCNOIHEHHbIX B CPOK, MUCNOJIHEHHDBIX C NPOoANEeHUEM
CPOKa MCMONHEHWA, HE WMCMNOJIHEHHbIX, HAXOAALLMXCA HAa WUCMONHEHUN MO FrOCYAapPCTBEHHOMY OpraHy,
OpraHy MecTHOro CaMoynpaBAeHUsA B LLEJIOM, NO CTPYKTYPHbIM NOAPasAeNEHUAM U, NPU HEOBXO4UMOCTH,
No OTAENbHbIM UCNONHUTENAM.

5.19. TocyaapcTBeHHbIE OpraHbl, OpraHbl MECTHOTO CAMOYMNPaBIEHUA eXXeMECAYHO NPeaCcTaBAsAOT
B AgmuHucTpaumio lMpesngeHTta Poccuiickont Pepepaummn B 3NeKTPOHHON dopme MHPOpMaLUIO O
pe3ynbTaTax PaccCMoTPeHUA obpaLLeHnI rpaxaaH, OpraHn3aumii, a TakKe 0 Mepax, NPUHATLIX MO TaKNUM



obpalleHmam <32>.

<32> Ykas MNpe3ngeHTa Poccuiickon deaepaumnm ot 17 anpens 2017 r. N 171 "O moHUTOpUHre U
aHanu3e pes3y/nbTaToOB  PacCMOTpeHus obpalyeHuit  rpaxgaH u  opraHusaumin”  (CobpaHue
3aKoHopaTenbcTBa Poccuiickont ®epepaumu, 2017, N 17, cr. 2545). UHdopmaumio o pesynbTartax
paccMoTpeHua obpalleHuit rpakgaH W OpraHMsaumini NPeACTaBAAIOT TaKKe opraHbl MECTHOro
CaMOYyNpaBAEHUA, TOCYAAPCTBEHHbIE W MYHMUMNANbHbIE YYPEKAEHWA, WHble OpraHM3auuu,

ocyuiecteaatowme ny6aAMYHO 3HaYNMble GYHKLUMN,

V1. JloKyMeHTaNbHblIi POHA rocyaapCcTBEHHOrO opraHa, opraHa
MeCTHOro camoynpas/ieHus

6.1. loKyMeHTbI, CO34aHHbIE 1 NONYYEHHble B MPOLECcce AeATeIbHOCTU rocyAapCTBEHHOMO opraHa,
opraHa MeCTHOro CamoynpaBfieHus, 06pasyloT AOKYMeHTanbHbIA (OHA roCyAapCTBEHHOro opraHa,
opraHa MecTHOro CamoynpaB/ieHus.

6.2. TocyaapcTBeHHble opraHbl Poccuiickont ®eaepauumn paspabatbiBaloT U YTBEPKAAIOT NepeyHu
OOKYMEHTOB, 06pasyiolMXca B npolecce UX [AeATeNbHOCTM, a TaKXe B npouecce AeATebHOCTU
noABeAOMCTBEHHbIX MM OpraHM3auuMii, C yKasaHMEeM CPOKOB WX XPaHEHWA MO COrfacoBaHUIO C
YNONHOMOYEHHbIM deaepanbHbiM OpPraHOM WCMNOAHUTENbHOW BAacTM B chepe apxXMBHOro Aena U
AenonpoussoacTtea <33>.

<33> MNyHKT 1 cTaTbyn 23 PegepanbHoro 3akoHa ot 22 oktabps 2004 r. N 125-d3 "06 apxusHom aene
8 Poccuiickoin ®egepaummn” (CobpaHue 3akoHoaaTenbcTsa Poccuiickoin egepaumn, 2004, N 43, ct. 4169;
2018,N 1, ct. 19).

6.3. TocyaapcTBeHHble opraHbl Poccuiickoi Pegepaumm U rocyaapcTBEHHbIE OpraHbl Cy6bekToB
Poccuiickoin deaepauumm, nmetowme nNoABeAOMCTBEHHblE OpraHM3auuu, BrnpasBe paspabaTbiBaTb U
YyTBEPKAaTb MO COrNACOBaHMIO C YNOJHOMOYEHHbIM peaepasibHbiM OpraHOM MCMNOHUTENbHOW BAacTU B
cpepe apxmBHOro Aena M AeNONPON3BOACTBA MAWU C COOTBETCTBYHOWMM YMNOJHOMOYEHHbIM OpPraHoM
MCMONHUTENBHON BAacTU cybbeKkTa Poccuiickoint dPepepauymn B chepe apxXMBHOTO Aena TUMOBblE M
NPUMepPHbIe HOMEHKAATYpPbl AeN ANA NOABEAOMCTBEHHbIX OPraHN3aumii.

TunoBaAa HOMeHKNaTypa [Aenl YyCTaHaB/MBaeT COCTaB Aesl, 3aBOAMMbIX B OpraHmsaumax
onpeaneneHHoro Tmna, K ABNAeTCA HOPpMaTUBHbIM JOKYMEHTOM.

NMpumepHaa HOMeHKnaTypa JAen ycTaHaB/iuBaeT anN\eprlﬁ CoCtaB pgen, 3aBOoAMMbLIX B
OAHOTUNHbIX OpPraHM3aunAax, Ha KOTOpbleé OHa pPaCnpoOCTpaHAETCA, U ABNAETCA PEKOMEHOATEJ/IbHbIM
AOKYMEHTOM.

6.4. [Ona obecneyeHus nopsaKka GOPMMPOBAHMA M yyeTa Jen B Ae/N0NPoU3BOACTBE
rocy4apCTBEHHbI OpraH, oOpraH MeCTHOro camoynpasieHus paspabaTtbiBaeT W yTBeprKaaeT
HOMEHKNATYpy gen.

HomeHKnaTypa Aen rocyfapcTBEHHOro OpraHa, opraHa MECTHOrO CamoynpaB/ieHUs 3akpennser
Knaccuoukaumio (rpynnupoBKy) OOKYMeHTOB B fAena (31eKTpoHHble Agena), cucTemaTvsaumio
WHAOEKCALMIO AN, COOKM UX XPaHEHUSA, ABNAETCA OCHOBHbIM YYETHbIM LOKYMEHTOM.

HomeHKnaTypa Aen rocyAapcTBeHHOro opraHa, opraHa MecTHOro CamoynpaBAeHUs BKAOYaeTcs B
C3/1 B KayecTBe CNPaBOYHMKA, ONpPeaenAoWero NOPAAOK CUCTEMATM3ALUNN SNEKTPOHHbIX AOKYMEHTOB
(3N1€KTPOHHBIX KOMWIA AOKYMEHTOB), BKAoYaembix 8 CI/.



6.5. HomeHKnaTypa [4en SABASETCA OCHOBOW A/A COCTaBAEHWA OMNWUCEeN Aen CTPYKTYPHbIX
noapasfeneHnin NoCcToAHHOro, BpeMmeHHbIX (cbilwe 10 neT) cpoKoB xpaHeHUs, B TOM YMCaE NO INYHOMY
COCTaBy, aKTOB O BbIAENEHNN K YHUUTOXKEHMIO AOKYMEHTOB, HE NOAJeXallUMX XpaHeHUo, a TakKe Ana
yyeTa aen BpemeHHbIX (80 10 neT BKAHOUYUTENBHO) CPOKOB XPaHEHMS.

6.6. Mpu cocTaBNeHUM HOMEHKAATYpbl Aen cnefayeT PyKOBOACTBOBATbCA 3aKOHOAATe/IbCTBOM
Poccuiickon ®epepaunn, 3akoHodaTenbCTBOM cybbeKTa Poccuitckoii Pepepaumn, onpeaenatowmm
[eAaTeNbHOCTb TOCYAapCTBEHHOrO OpraHa, opraHa MEeCTHOro CaMOYMpPaBAeHUA, TONOKEHUEM O
rocyaapcTBeHHom opraHe (opraHe MecTHOro camoynpas/ieHuns), pernamMmeHTOM rocy4apCTBEHHOro opraHa
(opraHa mecTHOro camoynpaBAeHUsA), MONOMNKEHUAMM O CTPYKTYPHbIX MNOAPA3AENEHUAX, LUTaTHbIM
pacnucaHuem, NAaHOBOM M OTYETHOW [OKyMeHTauuen, HOMEHKNATypoi Aen 3a npouweguive rofsbl,
HOPMaTUBHbIMM aKTaMW roCcyaapCcTBEHHOrO OpraHa, opraHa MecTHOro camoynpaBsieHus, CoAepKaLllmm
cBesieHns 06 06pasyoLmXca B AeATENbHOCTU AOKYMEHTAX, TUMOBLIMU U MPUMEPHbIMU HOMEHKAATypamm
aen (Npy WX HanuuuK), nNepeyHAMM [OKYMEHTOB, 06pasyloWwmxca B Mpouecce AeATeNbHOCTU
denepanbHbIX OpraHOB rocygapCTBEHHOW BAAaCTU, MHbIX FOCYAapCTBEHHbIX OpraHoB Poccuitckol
depnepaunu, a TakKe B npouecce AeATeNbHOCTU NOABEAOMCTBEHHbIX MM OpraHM3aumii, C yKasaHUEM
CPOKOB MX XpaHEHUS.

6.7. HomeHKnaTypa n4en rocyaapCTBEHHOrO OpraHa, opraHa MeCTHOro CamoynpasBaeHusA
COCTaB/IAGTCA Ha OCHOBE W3yYeHMs COCTaBa WM COAEP)KaHWA [OKYMeHToB, obpasylowmuxca B €ero
AEeATENbHOCTU, BKAOYAA OOKYMEHTbI, MOCTYNMBLUME W3 APYTUX FOCYAAPCTBEHHbIX OPraHOB, OpPraHoB
MECTHOTO CamoynpaB/ieHNa, OpraHn3auni, rparkaaH.

6.8. HomeHKnaTypa Aen rocyaapcTBeHHOro opraHa, opraHa MecTHoro camoynpasneHus (cBogHas)
coctaBnsetca Cnyx6oil p[enonpovsBoacTBA Ha OCHOBAaHMM  HOMEHKAATyp A& CTPYKTYPHbIX
noapasaeneHuii (HanpasneHuit AeaTenbHOCTK) No dopmam, YyCTaHOBAEHHbIM paBunamm opraHmsaunm
XpaHEHWA, KOMMNEKTOBaHUA, y4yeTa M MCMNONb30BaHUA AOKYMeHTOB ApxuBHOro ¢oHaa Poccuiickoi
denepaunn 1 gpyrux apxmMBHbIX AOKYMEHTOB B OpraHax rocyZapCTBEHHOM BAACTU, OpraHax MeCTHOro
camoynpasneHus, opraHmsaumax <34> (ganee - NMpasuna xpaHerHua 2015 r.).

<34> Mpunoxkenna N 25, N 26 k MNpaBunam opraHM3auum XpaHeHUs, KOMMIEKTOBAHUSA, yyeTa U
MCMNONb30BaHUA AOKYMeHTOB ApxmBHOro ¢oHaa Poccuiickoir Peasepaumm U gpyrux  apxXMBHbIX
AOKYMEHTOB B OpraHax rocyAapCTBEHHOM BNACTM, OpraHax MecTHOro CamoynpaB/ieHWsa, OpraHn3aunsax,
YTBEPKAEHHbIM NPUKazom MUHUCTePCTBa KynbTypbl Poccuiickoit Peaepaumm ot 31 mapta 2015 r. N 526
(3apernctpuposaH B MuHUcTepcTBe tocTUuMKM  Poccuitickont ®depepaummn 7 ceHtabpa 2015 r.,
pernctpaumoHHbit N 38830; OduumanbHbl  MHTEpPHET-NOpPTan  npasoBon  MHOpMaumu
http://www.pravo.gov.ru, 10 centabps 2015 r.).

6.9. HaumeHoBaHMAMMU pa3agenoB HOMEHKANATYPbI Aen rocyaapCcrBeHHOro opraHa, opraHa mectHoro
camoynpas/sieHNA ABNAAKOTCA HAUMEHOBAHUA CTPYKTYPHbIX no,u,pasp,eneHMﬁ rocyaapCrBeHHOro opraHa,
OopraHa MeCTHOro camoynpasieHunAa, KoanernazbHbix, coBelwate/ibHbIX, METOOANYECKUX U UHbIX OpPraHOB
<35>.

<35> B opraHax MeCTHOro CamoynpaB/ieHUAa [ONycKaeTca paspaboTKa HOMEHKNaTyp Jen
GYHKLMOHANBbHOMO TUMA, CUCTEMATU3AUNA LOKYMEHTOB B KOTOPbIX OCYLLECTBASETCA B COOTBETCTBMM C
HanpaBAEHUAMW AEATENbHOCTU.

6.10. HomeHKnaTypa J4en rocyfapCTBEHHOrO OpraHa, OpraHa MecTHOTO CamoynpaB/ieHus
noAnucbiBaeTca pykosoautenem Chayxbbl OeN0Npou3BOACTBA, BM3MPYETCA PYKOBOAWUTENEM apXMBA
(nMuom, oTBeTCTBEHHbIM 33 apXMB), YTBEPIKAAETCA PYKOBOAMTE/IeM FrOCyAapCTBEHHOrO OpraHa, opraHa
MECTHOrO CaMoOynpaBAeHMA MOC/Ae COr/facoBaHMA MNPOEKTa HOMEHKNATypbl A€ C UEeHTPasbHOM



3KCNEPTHOW KomMWccHeln (IKCMepTHOM KOMMUCCUEN) roCy[apCTBEHHOTO OpraHa, OpraHa MecTHOro
camoynpasieHuUs 1 0A4MH pas B 5 eT € IKCNepTHO-NPOBEPOYHOMN Komuccueli (ganee - MK) depepansHoro
rocygapcrteeHHoro apxusa <36>, 3K yno/AHOMOYEHHOrO OpraHa WMCMOIHUTENbHOW BAacTU cybbeKTa
Poccuiickoin depepaunn B cdepe apxuBHoro gena <37> uAu rocyfapcTBEHHbIM (MYHULMMNANbHBIM)
apX1MBOM B COOTBETCTBMM C MPEAOCTABAEHHbIMWN eMy NoAHOMOYNAMM <38>.

<36> T[llpuMmepHoe nosioKeHMe 06 3IKCNEepPTHO-NPOBEPOYHON Komuccun  dedepanbHoro
rocyAapCTBEHHOroO apxmBa, yTBepPKAeHHoe npuKkasom deaepasnbHOro apxXmMBHOro areHTcTsa oT 13 uioHA
2018 r. N 62 (3apeructpupoBaH B MuHUcTepcTee toctuumm Poccuitickoin Pegepaumm 15 mions 2018 r.,
pernctpauuoHHbii N 51357; OduumanbHblt  UHTEpHeT-NopTan  npasoBol  MHpopmauum
http://www.pravo.gov.ru, 7 aerycta 2018 r.).

<37> MpumepHoe NonoxKeHne 06 IKCNEepTHO-NPOBEPOUYHON KOMUCCMM YNOJIHOMOYEHHOrO OpraHa
NCMNONHUTENLHON BRacTn cybbeKkTa Poccuiickon Pepepaumm B chepe apxMBHOTO Aena, yTBepPKAeHHoe
npukasom ®egepanbHoro apxvmsHoro areHtctea or 13 wutoHa 2018 r. N 63 (3apeructpupoBaH B
MuHucTepcTBe tocTuunmn Poccuiickoir depepaummn 6 asrycta 2018 r., peructpaumoHHbii N 51794;
OduumanbHbIi MHTepHET-NopTan NpasoBoit MHbopmaumm http://www.pravo.gov.ru, 7 asrycta 2018 r.).

<38> MyHKT 4.18 Mpasun xpaHeHus 2015 .

B cnyyae u3ameHeHMs OYHKUMIA M CTPYKTYpbl TOCYAapCTBEHHOrO OpraHa, opraHa MeCTHOro
camoynpasaeHMsA HOMEHKATypa Ae/l NOA/NEXUT NepecocTaBaeHuio, cornacosaHuto ¢ MK deaepanbHoro
rocyaapctBeHHoro apxuea, 3MK ynoAHOMOYEHHOro opraHa WCMNOAHWUTENbHOW BAacTM cybbeKkTa
Poccuiickont denepauun B chepe apxXMBHOMO Aesa UK rocyaapcTBeHHbIM (MyHULMNA/bHbLIM) apXMBOM B
COOTBETCTBUM C NPEAOCTaBNEHHbIMM EMY NOSTHOMOYUAMMU U YTBEPKAEHUIO.

6.11. HomeHknaTypa n4en rocyAapCTBEHHOrO OpraHa, OpraHa MeCTHOro CamoynpaBaeHuA
COCTaB/AETCA B TPEX 3K3eMnAapax:

1-i K3emnnap yTBep)K,EI,EHHOﬁ HOMEHKNaTypbl AEN ABNAETCA AOKYMEHTOM NOCTOAHHOIO XpaHeHUA,
nomeuwlaeTcA B OTAe/NIbHOeE [AeNno U BKAKYaeTCA B HOMEHKNATYypy Aen B pasgen CJ'Iy)-K6bI
Aenonpon3BoacTsa,

2-1 IK3eMnaAp nepenaeTca B apXmB rocyaapCrBeHHOro opraHa, opraHa MectHOro camoynpasieHuaA
B KayecCTBe YYEeTHOro AO0KYMEHTa,

3-1 3Ksemniap nepegaetca B rocyAapCTBeHHbIM  (MyHWUMNAAbHbIA) apXuMB, WCTOYHWKOM
KOMMN/IEKTOBaHMA KOTOPOrO ABAAETCA roCyAapCTBEHHbIM OpraH, opraH MecTHOro caMoynpasieHus.

B KauecTtBe pa6oqero aK3emMmnnAapa B Cny)K6e Aenonponssoanctea MUCNOJIb3YeTCA KoMuA
yTBep)Kp,eHHOVI HOMEHKNATYypbl Aen rocyaapCrBeHHOro opraHa, opraHa MeCctHOro camoynpasseHuA.

B CTpYKTypHble noapasAeneHus rocyaapcTBEHHOro opraHa, opraHa MecTHOro CamoynpaBaeHus
HOMeHKNaTypa Aen paccbinaetca Cnyx60i 4e10nponsBoACTBa B 3/1IEKTPOHHOM BUAE MW B BUAE KOMUIA
COOTBETCTBYOWMX Pa3aenoB Ha BymarKHOM HocuTene.

6.12. B KOHLEe Ka*Xaoro roga HOMeHKNatypa Aen rocygapCrBeHHOro opraHa, opraHa MecTtHOro
camoynpaBneHnAa YTOYHAETCA W YyTBepXKAAeTCA pPyKoBOAUTENEM TOCYyAapCTBEHHOrNoO OpraHa, OpraHa
MEeCTHOro camoynpaBsineHuA.

6.13. YTBepxkAaeHHaa HOMeHKnaTypa Aen BBOAUTCA B AeicTBMe ¢ 1-ro AHBapsA cieayiollero
KaneHgapHoro roaa.

B cnyyae u3meHeHMs OYHKUMIA M CTPYKTYpbl TOCYAApPCTBEHHOrO OpraHa, opraHa MeCTHOro



CaMoynpaBNeHMsAs HOMEHKAaTypa AeN COCTaBAAeTCs, COrnacoBbiBaeTcA B NopagKe, YCTaHOBAEHHOM B
CoOoTBeTCTBUM C NyHKTamun 6.8 - 6.10 MpaBmn genonponsBoACcTBa, 1 YTBEPKAAETCA 3aHOBO.

6.14. B HoMeHKnaTypy Aen BKAOYAOTCA 3ar0/10BKU AeN, OTpaKalouime AeaTeNbHOCTb CTPYKTYPHbIX
noapasaesieHunii rocyAapcTBeHHOro opraHa, opraHa MecTHOro camoynpasaeHUa NOCTOAHHO U BPEMEHHO
[AeNCTBYIOWMX COBELLATE/IbHbIX M KOOPAMHALMOHHbLIX OpraHoB (KoAneruii, COBETOB, KOMUCCUIA U Ap.), B
TOM YMC/e AOKYMEHTbI, COAEepIKallue cBeieHMA OrpaHUYeHHOro A40CTyna, PerncTpaumoHHble U yYeTHble
YKYPHasibl, KAPTOTEKK, 6a3bl AaHHbIX, B HEOBXOAMMbIX CAyHanX - KOMUU A OKYMEHTOB.

3aronoBKK 9/1IEKTPOHHbIX AeN BKAKYAKTCA B HOMEHKNATYPY AEN MO TEM Xe MNpaBuiam, 4YTo U
3aroz1I0BKn gen Ha 6yMa)+(HOM HOocuTene.

He BKAIOYAlOTCA B HOMEHKAATYPY e nepunognveckme nsgaHua, KHUru, 6p0UJl'Opr.

6.15. BHOBb CO34aHHOE WAM PeopraHM3oBaHHOE CTPYKTYpHOE noApasfaeneHne AO/KHO B
MecAYHbIA CpoK paspaboTaTb HOMEHKNATYpy Aen U npeactasutb ee B Cnyby Aenonpov3BoACTBa.
HomeHKnaTypa 4en BHOBb CO34aHHOIO CTPYKTYPHOro NoapasaeneHus CorlacoBbiBaeTCA U yTBEPKAAETCA
B cooTBeTCTBUM C NyHKTOM 6.10 MpaBun AenonpounsBoAcTBa, U NOCE YTBEPKAEHUA NPUCOeANHARTCA K
AeNCTBYIOLLE HOMEHKNATYype AeN rocyAapCcTBeHHOro opraHa, opraHa MecTHOro caMoynpasaeHus.

6.16. YTOYHEHWA B 3ar0/I0BKM A€ U HOBbIE 3ar0/I0BKU AeN, He NPeAyCMOTPEHHbIe YTBEPKAEHHON
HOMEHKNATypoOl Aen, BHOCATCA B COOTBETCTBYIOWME pPa3AeNnbl HOMEHKAATypbl AN CTPYKTYPHbIX
noapasaeneHunit. HoBble 3arofoBKM AN BKAKOYAKOTCA B NPeAyCMOTPEHHble ANA 3TOro pesepsBHble
Homepa.

Mo 3aBepweHUM rofda [aHHble 06 M3MeHeHUusX U AONO/HEHUNAX, BHECEHHbIX B pasaenbl
HOMEHKANATypbl AeN CTPYKTYPHbIX nop,pa3,a,eneHMV1, BMecCTe C UTOroBbiMU 3anNMNCAMU O KaTeropmax u
Konn4yecrtee Aen, 3aBegeHHbIX B CTPYKTYPHOM noapasgeneHnn B tTedeHne roga, nepenarortca B Cny)K6y
Aenonpon3soactea rocydapCrBeHHOrNro opraHa, opraHa MeCcTtHOro CamoynpasneHuAa.

6.17. Cnyx60¥ fenonponsBoACTBa rocyAapCTBEHHOMO opraHa, opraHa MecTHOro camoynpaBaeHus
Ha OCHOBE MOJIyYEHHbIX M3 CTPYKTYPHbIX NOAPa3AeNeHU AaHHbIX 06 U3MEHEHUAX M AOMOJHEHUAX,
BHECEHHbIX B pa3aesibl HOMEHKNATYpbl Ae/, TOTOBUTCA AOMNONHEHWE K HOMEHKNAType e, B KOTOPOM
nocnenoBaTe/lbHO B COOTBETCTBMM C pasfesiaMy HOMEHKNATYPbl Ae/l YKa3blBaloTCA 3aro/loBKM Aen, He
npeayCcMOTPEHHbIE YTBEPKAEHHbIM 3K3EMMNAAPOM HOMEHKNATYPbI Aen.

[ononHeHWe K yTBEPXKAOEHHOM HOMEHKNaType Aen noAanucbiBaeTcAa pykosoauTenem Cny6bbl
AEeNonponsBoAcTBa U BMeCTe C UTOFOBOM 3anMCbi0 O KaTeropusax M KosMyecTse Ae/l, 3aBedeHHbIX B
rocy4apCTBEHHOM OpraHe, opraHe MeCTHOrO camMoynpaBieHuA B TeyeHMe roga, npuobuiaerca K
YTBEPKAEHHOMY 3K3EeMNAAPY HOMEHKNATYPbI Aen.

Pabounit 3K3eMnaAp HOMEHKNATypbl [eN roCyAapCTBEHHOro OpraHa, oOpraHa MecTHOro
camoynpasneHus xpaHutca B Cnyxbe aenonponsBoAcTBa A0 TeX Nop, NOKa Ha Aena, cGoOpPMMpPOBaHHbIe
B COOTBETCTBMM C HOMEHKNATypOl Aen, He ByayT cCOCTaBNeHbl ONUCKU AeN ONa nepeaadn B apxus
rocyAapcTBeHHOro opraHa, opraHa MecTHOro CamoynpaBaeHus.

6.18. 3aronoBKM [Aen, BKAKOYEHHbIE B HOMEHKNATYpy JAen CTPYKTYPHOro noapasaeneHus,
MHAEeKcMpytoTca. MHOEeKe Aena yKasbiBaeTcs B rpade 1 HOMeHKnaTypbl gen u GopmupyeTca B Nopaake,
YCTaHOB/IEHHOM MHCTPYKUMEN MO AeNonpoM3BOACTBY FOCYAAPCTBEHHOIO OpraHa, OopraHa MeCTHOro
camoynpasneHus.

6.19. 3aronoBok agena (rpada 2 HomeHKNaTypbl gen) AonxeH B 0606LieHHON popme OTpaxaTb
OCHOBHOE COZEP*KaHWUEe N COCTaB LOKYMEHTOB Aena.

3aro/sI0BOK AeNa A0/MKEH OTpaXKaTb NpusHak (MpusHaku), No KoTopomy(biMm) OHO chOPMUPOBAHO:



a) HOMMWHaNbHbIA - Ha3BaHWe BuAA fena (Nepenucka, XKypHan, AeNo) UAW BUAA AOKYMEHTOB,
BKJ/IIOYEHHbIX B AeN10 (MPOTOKO/bI, MPUKasbl);

6) aBTOPCKMI - HAMMEHOBaHWe NOCTOSHHO AeMCTBYIOLLENO UM BPDEMEHHOTO OpraHa, AO/KHOCTHOMO
WM MHOTO N1LA, CO34aBLUNX JOKYMEHT(bI);

B) KOppeCI'IOHLI,eHTCKVII‘;I - HanmeHoBaHWe opraHumsaunun, nnua, KOTOpomMy agpecoBaHbl UAN OT
KOTOPOro noJslydyeHbl AOKYMEHTbI,

r) NpeaMeTHO-BOMPOCHbIN - KpaTKOe CoAepKaHMe AOKYMEHTOB Aena;
[) XpoHonornyeckuit - aata (nepmog), K KOTopo(omy) OTHOCATCA AOKYMEHTbI Aena;

e) reorpaduyecknii - HasBaHMe MECTHOCTU (TeppuUTopuMM), C KOTOPOM CBA3AHO codepKaHue
OOKYMEHTOB Aena;

)K) YKa3aHUe Ha KOMUMNHOCTb AOKYMEHTOB Aena.

6.20. Tpada 3 HomeHKnaTypbl Aen "KonuyectBo aen (Tomos)" 3amnonHAETCA MO OKOHYAHWUK
KaneHaapHoro roga, B rpade yKasbiBaeTca KOMYecTBo GpakTUYecKkn chopmMUpPoBaHHbIX Aen (TOMoB).

6.21. Cpoku xpaHeHuAa QOOKymeHTOB (rpada 4 HOMEHKAaTypbl nOen) YyCTaHaB/AMBalOTCA B
COOTBETCTBUMN C deaepanbHbIMKU 3aKOHAMWU, MHbIMU HOPMATMBHbIMW MPABOBbLIMM aKTaMu, TUMNOBbIMU
nepeyHAMM apXMUBHbIX JOKYMEHTOB, NepeyYHAMM AOKYMEHTOB, 06pa3yHoLLMXCA B NpoLEecce AeATeNbHOCTH
denepanbHbiX OPraHOB roOCyAapCTBEHHOW BAacTWU, WHbIX FOCYAAPCTBEHHbIX OpraHoB Poccuiickoi
denepaumn, a TakkKe B npouecce AeATEeNbHOCTU NOABEAOMCTBEHHbIX UM OpraHmsauuii, ¢ ykasaHuem
CPOKOB WX XPaHEHMUS.

6.22. Mo 3aBepLIEHMM KaNeH4APHOro roAa B Kax4oM CTPYKTYPHOM nogpasaeneHnm opopmaseTcs
NTOroBas 3anmncb K HOMEHKNATYpe Aefl, B KOTOPYI BHOCATCA CBEAEHMNA O KOIMYECTBE 3aBeAEHHbIX Aen C
yyeTom Konmndectsa Tomos (rpada 3 HomeHKnaTypbl Aen), OTAeAbHO NOCTOAHHOIO M BPEeMEHHbIX CPOKOB
XpPaHEeHWA, BPEMEHHbIX CPOKOB XpaHeHMsa ¢ oTmeTkon "IMK" M nepexogawmx. UTorosasa 3anmcb
AOMONHAETCA AaHHbIMW O KOIMYECTBE INEKTPOHHbIX AEN COOTBETCTBYHOLLMX CPOKOB XPaHEHMA.

B uTtorosyto 3anucb CBOAHOﬁ HOMEHKNaTypbl Aen ceegeHna BHOCATCA HAa OCHOBAHUW AOaHHbIX,
nepegaHHbIX U3  CTPYKTYPHbIX nop,pa3p,eneHm71 rocyaapCrtBeHHOro opraHa, oOpraHa MeCTHOro
camoynpasianeHuaA.

CeepeHua, coagepxawmneca B NTOroBOM 3anucm HOMEHKANATypbl Aen, nepeaarTca B apxXuB
rocyaapCtBeHHOro opraHa, oOpraHa MeCTHOro camoynpassieHnAa, O 4Yem B HOMEHKANaType naen
NPOCTaBNAETCA OTMETKA C YKa3aHMeM OO01KHOCTKU U noannucn nnua, nepeaasllero ceeaeHuA.

6.23. MNpu popMmnpoBaHMM Aen A0MKHbI COBAOAATbCA cneaytolimMe NnpaBuna:;

B AO€eN10 BKAKYAKTCA WUCNOJ/IHEHHbIE AOOKYMEHTbl, COOTBETCTBYHOLWMNE MO CBOEMY COAEPHKAHUIO
3aro/I0BKy Aena Nno HOMeHKANaType gen,

MPUNOMNKEHNA BK/OYAKOTCA B €710 BMECTe C OCHOBHbIM AOKYMEHTOM (npuaoxeHus obbemom
cebilwe 150 N1McToB MOryT BblAENATLCA B OTAENbHbIN TOM Aena);

B /10 BK/IK0YAIOTCA AOKYMEHTbI OAHOM0 KaNeH4apHOoro roga, 3a UCKAYeHnemM nepexoasiumx gen,
cyaebHbIX Aen, NNUHbIX gen.

OOKYMEHTbI MOCTOAHHOIO N BPEMEHHbIX CPOKOB XpPaHEHUA TPYNMNUPYHOTCA B AeNa pa3aesibHo,

B A,€10 BKAKOYAETCA MO OAHOMY 3K3EeMNANAPY KaXKA0ro AOKYMEHTaA,



daKcorpammbl, Tenierpammsl, TesiepoHOrpaMmmbl MOMELLLAIOTCA B AeN1a C NePEenmnCcKon;

B [1€/10 NOMELLAOTCA AOKYMEHTbI NPaBUILHO U NONHOCTbIO OPOPMAEHHbIE (LOKYMEHTbI [OKHbI
UMEeTb AaTy, NoANUCh U Apyrue HeobXxoaMMble PEKBU3UTLI);

B [€/10 He BK/OYAKOTCA AOKYMEHTbI, Noa/exKalime Bo3Bpaty, AUWHME IK3EMMNAPbI U YePHOBUKK
(32 uckntoueHnem ocobo LieHHbIX); NO 06beMy [eN10, BKKOYAIOLLEE AOKYMEHTbI Ha ByMarKHOM HocuTene,
He A0MHO npeBbiwaTh 250 AincTos Npu TonwmHe He 6onee 4 cm (TONLLMHA e/l CO CPOKAMM XPaHEHUS 10
10 net He gomkHa npesbiwatb 10 cm). Mpu npesbllleHUM AaHHOTO ob6bema 3aBOAWUTCA BTOPON M
nocneaytoume Toma. Mpu HaAMYMK B AeNle HECKO/IbKUX TOMOB, MHAEKC M 3aro/I0BOK Aena NPOCTaBAATCA
Ha KarKaom Tome ¢ gobasneHmem o603HaYeHMsA HOMepa TOMa U, NPy HeobXo4MMOCTH, 3aro/I0BKa TOMa;

OOKYMEHTbl BHYTPWM Aena pacnosaraloTca B XpoHoaorvyeckoi (CBepxy BHM3), BOMPOCHO-
NIOTMYECKOM NOCNeA0BaTeIbHOCTM MU UX COYETAHMUM.

6.24. MpaBoBble aKTbl, pacnopaauTe/ibHble AOKYMEHTbl FPynnuMpyloTca B Aefa No BuAamM W
XPOHONOTMM C OTHOCALMMMUCA K HUM NPUNOKEHMAMM. [LOKYMEHTbI - OCHOBAHMUA K PacnopaanTebHbIM
AOKYMeHTaM BK/OYAIOTCA B OTAe/IbHOe Aefo.

[MpoTOKObI B Aene pacrnonaratoTca B XPOHO/IOrMYeCKOM NopAaaKe 1 N0 HOMepaMm.

JOKYMeHTbl K 3acefaHuam (COBeLU,aHMﬂM) rpynnnpyroTca B otaenbHoe Aeno, eCinm KONN4YecTteo
JINCTOB B gene C NpOTOKO/1IaMN U NPUNOKEHNAMU K HUM HE NPEBbILWAET 250 nucros.

JOKYMeHTbl K MPOTOKO/AaM, eCNnu OHWU CrpynnMpOBaHbl B OTAE/IbHble Aena, CMCTeMATUIUPYIOTCA
BHYTPW Aena No XpOHOIO0rMn n nopAaaKy HOmepoB MNPOTOKO/10B.

HopmaTtunsHble aKTbl, yTBepXAeHHble pacnopagnTenbHbiMmn AOKYMEHTaMMU, ABNAKOTCA
NMPUNOKEHNAMU K HAM U BKNIKOYAIOTCA B AE€/10 BMECTe C YKa3aHHbIMU JOKYMEHTaAMMW.

MocTaHOBAEHUSA, peLleHMs, NPUKa3sbl, PACNopAMKeHUA N0 OCHOBHOMN AeATeNbHOCTU FrpynnupytoTca
OTAEeNbHO OT MNPUKas0B, PacrnopsAXeHW Mno AMYHOMY COCTaBY M MPMKa30B, PaCropaAMKeHUin no
aAMUHUCTPATMBHO-X03ANCTBEHHOMN AeATeNbHOCTN <39>,

<39> B cooTtBeTcTBMM C [lepeyHEM TUMOBbLIX YMPAB/AEHYECKMX aPXMBHbLIX LOKYMEHTOB,
obpasylowmxca B Mpouecce AeATeNbHOCTM FOCYAAaPCTBEHHbIX OPraHoB, OPraHOB MECTHOro
CaMOynpaBAEHMA W OpraHU3aumii, C YKasaHWMEM CPOKOB XPaHEHUA, YTBEPMKAEHHbIM MPUKA30M
MuHucTepcTBa KynbTypbl Poccuiickoit depepaummn ot 25 asrycta 2010 r. N 558 "06 yTtBepaeHuu
MepeyHa TMNOBbIX YNPABAEHUYECKMX apPXMBHbIX AOKYMEHTOB, 06pa3syIoLLIMXCA B NpoLecce AeATe/IbHOCTH
rocyAapCcTBEHHbIX OpPraHoB, OPraHOB MECTHOrO CaMOynpaBAEHMA M OpraHM3aLuit, C yKasaHMEM CPOKOB
xpaHeHua" (3apermctpuposaH MuHucTepcTBOM tocTuumMm Poccuitckon ®epepaummn 8 centabpa 2010 r.,
pernctpaumonHbiit N 18380), ¢ M3MeHeHWAMM, BHECEHHbIMM MPUKa3oM MUHUCTEPCTBA KyAbTypbl
Poccuinckoit depepaumm ot 16 despansa 2016 r. N 403 "O BHeceHUU U3MeHeHU B NepeyeHb TUNOBbIX
yNpaBAEHYECKMX apXMUBHbIX LOKYMEHTOB, 06pPa3syIoWMXCA B NpoLecce AeaTebHOCTU rocyAapCTBEHHbIX
OpraHoB, OPraHOB MECTHOTO CaMOYMNPaBNEHUA W OpPraHM3auui, C yKasaHMEM CPOKOB XpaHeHwus,
YTBEPKAEHHbIV NpMKaszoMm MuHUCTepcTBa KyAbTypbl Poccuiickont ®eaepaumm ot 25 asrycta 2010 r. N 558"
(3apernctpuposaH MuHuUcTepcTBOM tOCTUUMKM  Poccuinickont  depgepaummn 15 mapra 2016 r.,
pernctpaumoHHbliit N 41414), K aAMUHUCTPATUBHO-XO3ANCTBEHHOM AeATEIbHOCTU OTHOCATCA BOMPOChI MO
cobnoaeHNo NPaBMA BHYTPEHHErO pacnopsagKa, 3KcnayaTauum CayxKebHbIX 34aHUi, TpaHCMOPTHOMY
06CNyKMBAHUIO, BHYTPEHHEN CBA3U, 0becneyeHnto 6e30nacHOCTM opraH1saLuii.

MprKasbl, pacnopsaxKeHna No AMYHOMY cocTaBy GOPMMUPYIOTCA B AeN1a B COOTBETCTBUM CO CPOKaMM
XpaHeHus.



JOKYyMeHTbl B JIMYHbLIX Aenlax pacnosiaratoTcA B XPOHONOTMYECKOM MopAagKe MNo mepe ux
nocTtynaeHumAa.

MnaHbl, OTYETbl, CMETbI FPYMNMNUPYIOTCA OTAE/NbHO OT pPacyeToB K HUM. [lnaHbl U OT4YeTbl
rpynnupyoTca B Aena Toro roga, K KOTOPOMY OHM OTHOCATCA MO CBOEMY COAEpPXaHUIo, HeE3aBUCUMO OT
BpeMeHU ux cocrtasneHua. lnaHbl, paccuMTaHHble Ha HECKOAbKO feT, GbopmMupyloTca B Aena no
HayaNbHOMY rofly WX [AeWCTBUA; OTYETbl O BbIMOJHEHMM TaKUX MAaHoB GOPMUPYIOTCA B Aena no
nocneaHemy rogy AeWCTBUA NaaHa.

[dOoKymeHTbl MHOOPMALMOHHOIO XapakTepa MO WCMOJHEHWIO NPaBOBOro aKkta Poccuiickoi
depepaumm unmn cybbekta Poccuiickont Pegepaumm (CNpaBKKM, OTYETHI), HAXOAALLEMYCA HA KOHTpO/e,
NoALWNBAIOTCA B 3aBeAEHHOE Ha 3TOT aKT Ae0. B cnydae ecnn Ha NpaBoOBOM aKT 4€10 He 3aBOAMNO0Ch, TO
AOKYMEHTbI NOALIMBAOTCA B 410 C NEPEnMCKo NOCTOAHHOIO XpaHeHMA 3a TEKYLLMIA roA,.

MopyuyeHua MpesnaeHTa Poccuiickoin Peaepaumm U AOKYMEHTbI MO UX UCMNONHEHWUIO COCTABAAIOT
eAMHbI KOMMNIEKC AOKYMEHTOB 1 GOPMUPYIOTCA B A€N1a B XPOHO/IOTMYECKOM NopAAKe Mo AaTaM OTBETOB.

Mepenucka rpynnupyeTca B Aena No TeMaTthke n/uam KoppecnoHAeHTam U CUCTEMATU3MPYETCA B
XPOHONOrMYECKOW NOCNeA0BaTeNbHOCTU, AOKYMEHT-OTBET MoMelaeTca 3a [AOKYMEHTOM-Npocbboit
(oBpauteHnem, 3anpocom). Mpu BO306HOBAEHUN NEPENUCKM MO onpeaesieHHOMY BOMPOCY, HavasLwencs
B Npeablaywem rogy, AOKYMEHTbl BK/OYAKOTCA B A€/10 TEKYWero roda C ykasaHuem MHAEKca Aena

npeablayLwero roaa.

6.25. JNeKTpOHHble AOKYMEHTbl (GOPMUPYIOTCA B 3NEKTPOHHble Aefna B COOTBETCTBUM C
HOMeEHKNaTypol aen.

B HOmeHKNaType Aen yKasbiBaeTcA, YTo 4e10 BeAEeTCA B 3/NeKTPOHHOMN dopme.

3}'IeKTp0HHbIe AOKYMEHTbI nocne unx MUCNOJIHEHUA UMW OTNPaBKU NoAanexXaT XpPaHEHWUKO B Ca,ﬂ,
d)ep,epaanoro OopraHa WUCNONHUTENbHOM BNACTM B Te4YEHUE CPOKOB, NpeayCMOTPEHHbIX A4NA aHAaTOTNMYHbIX
AOKYMEHTOB Ha 6YMa)KHOM HOCcuTene.

6.26. 3/'IEKTpOHHbIe AOKYMEHTblI HE3aBUCUMO OT UX obbema BKAOYAlOTCA B OAHO 3/1eKTPOHHOE Aeno
6es pa3ageneHna Ha Toma.

B ciyyae ecam AOKYMEHTbI Aena npeacTaBfieHbl Ha 6ymarkHOM HocuTene 1 B Gopme 3NEKTPOHHbIX
aokymeHTtos ("rmbpuaHoe Aeno”), OOKYMEHTbl Ha BymaxkHOM HocuTesle noanexar ouudposKe W
BK/IIOYEHMIO B 3/IEKTPOHHOE Aeno. B aeno, Kotopoe BegeTca Ha BymaskHOM HocUTene, B COOTBETCTBUM C
nyHKkTamm 6.23, 6.24 [paBun [AenonpovsBOACTBA BKAKOYAKOTCA TOJIbKO [AOKYMEHTbI, CO3[aHHble
(noctynuewwue) Ha BymaskHOM HocuTene. B HomeHKNaType Aen 3NeKTPOHHOE A0 U 4810 Ha ByMaKHOM
HOCUTEe/le OTPAXKaloTCA KaK ABa TOMA, UMetoLMe OANH 3aro/IoBOK, MHAEKC M CPOK XpaHeHWUs.

6.27. DopmnpoBaHMe U XpaHeHWe AeN 40 Nepesayn ux B apxXmB rocyapCcTBEHHOIO opraHa, opraHa
MECTHOrO CaMoOyMpaB/eHUA OCYLLECTBASAETCA CTPYKTYpPHbIM noapasgeneHvem wu/wuan  Cnyxbol
AeNonpon3BOACTBa, 3SNEKTPOHHbIX Aen - B C3[, rocysapCTBEHHOrO oOpraHa, oOpraHa MecTHOro
camoynpasaeHus.

6.28. [lena Ha BymaxkHOM HocUTeNe B CTPYKTYPHbIX MNOApasgeNeHnax pasmelLaloTca B WKadax,
celipax, B Cnybe AenonponsBoACTBa - B WKadax, Ha CTe1aKax.

Jena p[o/KHbI pacnosaratbCA BepPTUKA/NbHO, KOpelwKamMu HapyXy W B COOTBETCTBUM C
HOMEHK!’IaTYDOﬁ aen ona obecnevyeHus BU3Yya/ZIbHOT0O KOHTPOA UX HaAN4na un 6b|CTpOI’O noucka. Ha
KOpeLKax obnoxek AeNn yKa3sbliBaloTCA MHOEKCHI AeN N0 HOMEHKNATYpPE Aen.

6.29. flena, HaxoAALLMECA Ha onepaTUBHOM XpaHeHuu B Ciy»kbe AenonpounsBoacTsa, BblAaloTCA BO
BpeMeHHOoe MO/b30BaHWe COTPYAHWKAM CTPYKTYPHbIX nogpasgeneHuii B nopagke, yCTaHOBAEHHOM



WHCTPYKLMEN No AeN0npon3BoACTBY.

MHbIM rocygapCTBEHHbIM OpraHam, opraHam MecTHOro CaMoynpaBAeHUA U OpraHU3aumam gena
(AOKVMEHTbI) BblAalOTCA HaA OCHOBaAHUKU UX MNUCbMEHHbLIX 3aMNpPoOCOB C pa3peweHnA pykoBoaAUTENA
rocyaapCTtBeHHOro opraHa, opraHa mectHoro camoynpasaeHna nam NHoro yno1IHOMoO4eHHoOro nm nnua c
COCTaB/ieHMEM aKTa O Bblaa4ye Aenl BO BpeMeHHOE NoJ/ib30BaHUeE.

6.30. U3bAaTMe (BblemMKa) AOKYMEHTOB, 06pPa30BaBLUMXCA B AeATENbHOCTU FOCYAApPCTBEHHOrO
opraHa, opraHa MeCTHOro CamoynpaB/ieHWs, NPOM3BOAMUTCA B COOTBETCTBMM C 3aKOHOAATEbCTBOM
Poccuiickoir  degepaumm  Ha  OCHOBAaHMM  MUCbMEHHOrO  pacrnopsa)KeHua  (MocTaHOBAEHUR)
COOTBETCTBYIOLErO OpraHa B/AAacTUM W paspelleHMs PyKOBOAMTENA roCyAapCTBEHHOro opraHa, opraHa
MECTHOTO CamoynpaB/ieHNA WAM MHOFO YMNOAHOMOYEHHOTO MM AMLA C MU3BELWEHUEM PYKOBOAUTENS
noApasaeneHunsn, LJOKYMEHTbl KOTOPOro U3bIMatOTCA.

6.31. daKT M3bATUA (BbIeMKM) OOKYMEHTOB PUKCMpyeTCcA B NPOTOKo/e (aKTe) M3bATUA (BbleMKM)
[OKYMEHTOB, KOTOpPbI COCTAaBAAETCA He MeHee YemM B [ABYX IK3eMnasApax W noanucbiBaeTca
YNOJIHOMOYEHHbIMM NPeaCTaBUTENAMU OPraHN3aLMK 1 COOTBETCTBYIOLLErO rocyAapCcTBEHHOro opraHa. K
npotokony (akTy) npunaraeTtca onunck (peectp) U3bATbIX AOKYMEHTOB (aen).

6.32. Mpun U3bATUM NOANNHHUKOB LOKYMEHTOB B [,e/10 NOMeLLLaeTCA 3aBepeHHan Konma A0KYMeHTa,
Ha 06op0Te KOTOpOﬁ YKa3blBaeTCA OCHOBaHWE U3bATUA NOAJIMHHWUKA, CPOK BO3BpaTa, AaTa U NoANUNCb
pa6OTHMKa, OTBETCTBEHHOrIO 3a d)OpMMpOBaHVIe M/M}'IM XpaHeHue gena. [MNogNNHHUK LOKYMEHTa, N3bATbIN
13 gena (p,eno) nocne paCcCMoOTpeHNA N peleHnA BOMNpoCa, BO3BpalWlaeTca B A€o, Npn 3TOM KOoMuA,
nomeuileHHaA B Aes10 BMeCTO NOAJZIMHHUKA, N3blIMa€eTCA.

6.33. B Lenax yctaHoBfeHNA GaKTUUECKOro HanNYMA OOKYMEHTOB U AeN Ae0MNpPonusBoaAnTeNsIMm
noapasaeneHnin n Cny6oi 4enonponsBoacTBa AO/KHbI NPOBOAMTLCA MPOBEPKU YCAOBUIM XpaHEHUA
AOKYMEHTOB, HAa/IMYMA U COCTOAHUA AOKYMEHTOB U Aen.

nepepg nepep,aqeﬁ AOOKYMEHTOB B apXuMB TroCyaapCTBeHHOro oOpraHa, OpraHa MeCTHOro
camoynpasieHuns,

npun nepemeweHnu aen,

NpM CMEHe  PYKOBOAMTENA  CTPYKTYPHOro  noapasgeneHusa,  pykosogutena  Caykbbl
AeN0onpon3BoACTBa;

npv peopraHMsaLmm U IMKBUAALNM rOCYyAapCTBEHHOrO OpraHa, opraHa MecTHOro caMmoynpaBaeHus
WU CTPYKTYPHOrO nNogpasaeneHus.

Mo “Toram NPOBEPKM COCTABAAETCA aKT NPOBEPKU, B KOTOPOM GUKCUPYIOTCA BCe 0BHapyKeHHble
HeLOCTaTKM B COCTOAHUM gen. AKTbl NPOBEPKM MPeAcTaBAAOTCA 3aMecTUTeNto PyKoBOAWUTENS
rocyfapCTBEHHOrO OpraHa, oOpraHa MeCTHOro CamMoynpaBieHMA, KypUPYIOWEMY nNpoBepsemoe
CTPYKTYpHOE noapasgeneHue.

6.34. Mpu oBHapyKEeHUN OTCYTCTBUA A/, YUCAALWMXCA NO HOMEHKNATYpe Aef, PYKOBOACTBOM
noApasaeneHnin NPUHUMAlOTCA Mepbl NO UX PO3bICKY. B cayyae ecan posbicK Aen He AaeT pesynbTaTa,
COCTaBNAETCA CNpaBKa O MNPUYMHAX WX OTCYTCTBMA, KOTOpas MNOAMNWUCLIBAETCA PYKOBOAMTENEM
noapaszeneHus v npeacrasnsertca B Cyxby AenonponsBoacTBa.

6.35. dakt yTtpatbl adena (gen) ¢uKcupyetca B aKTe, COCTaBAAEMOM W MNOAMUCHIBAEMOM
pykosogutenem Cnybbl [enonpovsBoAcTBA M PYKOBOAMTE/NEM CTPYKTYPHOro nNoApasaeneHus
(ynonHomoueHHbIM MM AMLOM) B ABYX 3K3emnaspax (npu ytpate gena sBpemeHHbix (go 10 ner
BK/IOYMTE/IbHO) CPOKOB XpaHeHUA) UK B Tpex aKk3emnaapax (npu ytpate gen spemeHHbix (cebiwe 10 net)
CPOKOB XpaHeHWA WAM MOCTOAHHOro XpaHeHus). Mo oAHOMY 3K3eMnaApy akta xpaHutca B Cayxbe
[.e/10NPON3BOACTBA M CTPYKTYPHOM NoApasaeneHnu; npu ytpate gen spemeHHbix (cebiwe 10 net) cpokos



XPaHEHUA WMAM MOCTOAHHOIO XPaHEHWUA 3K3eMMNAAP aKTa NPeACTaBAfAeTca B apXMB rocyaapCTBEHHOro
opraHa, opraHa MeCTHOro CamoynpaB/ieHUs Npu nepegade Aen CTPYKTYPHOro noApasgefieHns Ha
apXMBHOE XpaHeHMKe.

OAHOBpEMEHHO C3TUM NPUHUMAIOTCA Mepbl MO 3amMeLlleHNI0 YTPaYeHHOro A40KyMeHTa ero Konuen.

VIl. NoaroToBKa AOKYMEHTOB K Nepegaye Ha XpaHeHue
B apXMB roCyf,apCTBEHHOro OpraHa; BblgeNeHUe K YHUUTOXKEHUIO
AOKYMEHTOB C MCTEKLUMMU CPOKaMM XpaHeHUA

7.1. ExerogHo Cnyx60ii [OenonpousBOACTBa rOCYAapCTBEHHOrO opraHa, opraHa MecTHOro
caMoynpaBieHus, AeNOoNPOM3BOAUTENAMM MOAPA3AENEHNA COBMECTHO C 3KCMEepPTHOW Komuccuen
rocyAapCTBEHHOro opraHa, opraHa MecTHoro camoynpasneHua (ganee - 3K) npoBoguTCA 3KcnepTM3a
LEHHOCTU AOKYMEHTOB.

7.2. Mpwv nposBegeHNn sKcNepTU3bl LLEHHOCTU AOKYMEHTOB OCYLLLEeCTB/IACTCA:

OT60p AOKYMEHTOB NOCTOAHHOIO N BPpeMEHHbIX (CBbIUJe 10 J'IET) CPOKOB XpaHeHunA, B TOM Ynucne no
JINYHOMY COCTaBY, ANA nepeaayvmn B apxXme rocyaapCTBEHHOro opraHa, opraHa MECTHOIo CaMoynpaBAeHUA,

0TOOpP AOKYMEHTOB BpemMeHHbIX (40 10 neT BKAHOUNTEIbHO) CPOKOB XpaHeHUA 1 ¢ nomeTKkamu "o
MUWHOBaHMA HagobHocTn", "[10 3aMeHbl HOBbIMU", NoANEXKaLMUX AaNbHENLEMY XPaHEHUIO B CTPYKTYPHbIX
noapasaeneHunsx;

BblaeneHne K YHUYTOXKEHUIO AeN 3a npedblayuine rogbl, COOKM XpaHEHUNA KOTOPbIX UCTEKN.

O,CJ,HOBpeMEHHO npoBepAeTcA Ka4eCTtBO U NOZIHOTAa HOMEHKNATYPbI AeN TOCYyAapPCTBEHHOIO OpraHa,
OpraHa mecTHOro camoynpasaneHuna, NPaBUAbHOCTb onpeaeneHnAa CPOKOB XpaHeHUA Aen.

7.3. dena nocToaHHOro M BpemeHHbIX (cebilwe 10 feT) CPOKOB XpaHeHMs MepenaroTca B apXus
rocy4apCTBEHHOrO opraHa, opraHa MecTHOTO CaMOynpaB/AeHMA He paHee Yem 4Yyepes OAUH rog U He
nosgHee yem yepes TpM roga Mnocne 3aBeplleHnn Aen B aenonpounssoacTtee. Nepedada Aen B apxus
rocyfapCTBEHHOro OpraHa, opraHa MecTHOro CaMmoynpaB/ieHNA NPOBOANUTCA Ha OCHOBAHUKM onuceit Aen
CTPYKTYPHbIX NOAPa3AeNeHNit NOCTOAHHOIO M BpemeHHbIx (cBbiwe 10 neT) cpoKoB XpaHeHMsa U Aen no
JIMYHOMY COCTaBy.

[Oena spemeHHbix (40 10 neT BKAOYMTENIbHO) CPOKOB XPaHEHUA B apXMB rocy4apCTBEHHOro opraHa,
opraHa MeCTHOro CamoynpaB/ieHNA He MNepeaaloTca M NogjekaT BblAeNEeHUID K YHUYTOXKEHUIO MO
NCTEYEHMU CPOKA UX XPAHEHUS B COOTBETCTBUM C NyHKTamu 7.17 - 7.21 MNpasun genonpomnssoacTea.

7.4. dKcnepTv3a LEHHOCTM AOKYMEHTOB NPOBOAMUTCA Ha OCHOBe ¢dedepanbHbIX 3aKOHOB, MHbIX
HOPMaTMBHbIX NPaBOBbIX aKTOB Poccuiickoii degepaumun, nepeyHeit TMNOBbIX apPXMBHbIX AOKYMEHTOB C
YKa3aHMeM CPOKOB XpPaHEHWA, nepeyHen [AOKYMEHTOB, 0bpasylowmxca B MNpouecce OeATe/bHOCTU
denepanbHbiX OPraHOB rOCYAapCTBEHHOW BAACTU, WMHbIX TOCYAAPCTBEHHbIX OpraHoB Poccuiickoi
denepauunn, a Takke B npouecce AeATENbHOCTU NOABEAOMCTBEHHbIX MM OpraHu3auuii, ¢ yKasaHWem
CPOKOB XpaHeHMUs.

7.5. Ana opraHusauMmM u npoBefeHMA paboTbl MO 3KcrnepTM3e UEHHOCTU [OKYMEHTOB B
rocygapCTBEHHOM OpraHe, opraHe MeCTHOro CamoyrnpaBiAeHMA MPUKA3OM PYKOBOAWUTENA CO3[aeTcA
3KCNEePTHasA KOMUCCUA, LLeHTPaNbHaA sKcnepTHan komuceua (K, LIK).

3agaun, GpyHKumMKM, npasa, opraHusauma pabotbl IK (LDK) onpeaensatorca nonosKeHMem o Hew,
YyTBEpPKAAaeMbIM NPaBOBbIM aKTOM roCy4apCTBEHHOrO opraHa, OpraHa MecTHOro cCaMmoyrnpaB/ieHunA.

7.6. No pe3ynbtatam 3KCNePTU3bl ULEHHOCTUN AOKYMEHTOB B rocygapCrBeHHOM OpraHe, opraHe
MeCTHOro camoynpas/sieHMA COCTaBNAKOTCA ONMUCKU AeNn CTPYKTYPHbIX nop,pasp,eneHm‘/'l NOCTOAHHOIO



XpaHeHwus, BpemeHHbIX (cabiwe 10 NeT) CpOKOB XpaHeHMs, B TOM YKC/IEe MO IMYHOMY COCTaBy, NPOBOAUTCA
opopmeHNe Aen, a TaKKe COCTAaBAAIOTCA aKTbl O BbIAENEHUN K YHUUTOMKEHWUIO AN, He nogierallmx
XPaHEeHUIO.

7.7. OnucK gen B CTPYKTYPHbIX NOAPA3AEeNeHUAX COCTaBAAOTCA NOA METOAMYECKUM PYKOBOACTBOM
Cny6bl 4€N0NPOM3BOACTBA M apXMBA rOCYAapPCTBEHHOrO OpraHa, opraHa MecTHOro caMmoynpasaeHusa no
dopmam, yctaHoBieHHbIM MpaBunamm xpaHeHus 2015 r. <40>.

<40> NpunoxeHunsa N 23, N 24 k Npasunam xpaHeHus 2015 .

Ha gena BpemeHHbIX CPOKOB XpaHeHuA (,LI,O 10 net BKﬂIOLIVITe}'IbHO) Onncn He CoCTaBNAKTCA, U B
dpPXnB rocyapcrBeHHOro opraHa, opraHa MecCTtHOoro CamoynpaBsiaeHnA Taknue aena He nepegaroTca.

Onucn pen CTPYKTYPHbIX no,a,pa3,c|,eneHm7| COCTaB/IAKOTCA OTAENNBHO Ha Adesla NOCTOAHHOro
XpaHeHuA,; Aena BpemMeHHbIX (CBbIUJe 10 !'IeT) CPOKOB XpaHeHuA,; Aena no NIMYHOMY COCTaBY, INNEKTPOHHbIE
Aena, a TakXkKe Ha Aena, coctoamne n3 JOKyMeHTOB, XapaKTepHbIX ANA lCI,«':!HHOI\/’I OopraHunsaunun (Cy,D,E6HbIe,
cneacTtBeHHblIE gena, Hay4vyHble OTYETbl NO TeMaM, Hay4YHO-TeEXHUYECKaA ,CI,OKyMeHTaLJ,VIFI).

OcCHOBOI cOCTaBNEHUA oNKUCeN AeNn CTPYKTYPHDbIX no,a,pasp,eneHMﬁ ABNAETCA HOMEHKNATypa Aen.

7.8. Mpu coctaBneHMM onucelt Aen CTPYKTypHOro noapasgeneHua cobntogaloTca cneayowme
TpeboBaHuA:

3aro/z10BKM Aen BHOCATCA B ONUCb AeNn B COOTBETCTBUN C cmmemamaau,meﬁ Aen B HOMeHKnNaTtype
nen;

Kaxgoe Aeno BHOCUTCA B ONMUCb NoA CaMOCTOATE/IbHbIM NOpPAAKOBbIM HOMEPOM (EC}'IM aAeno
COCTOUT U3 HECKOJZIbKNX TOMOB, TO Ka)KAbIVI TOM BHOCUTCA B ONKNCb NOA CaMOCTOATE/IbHbIM HOMepOM);

nopAAOK Hymepauun aen B onnucu - BaNOBbIN;

rpacdbl ONMUCKU 3aMOHAIOTCA B COOTBETCTBUMN C TEMU CBEAEHUAMM, KOTOPbIE BbIHECEHbI Ha 0B0MKKY
aena,

npu BHECEHWM B ONWUCb Noapaa Aen (TOMOB) C OAMHAKOBbLIMW 3aro/I0BKamMm 3aro/l0BKKN BCeX AeN
(TOMOB) NULIYTCA NOMHOCTbIO;

rpada onucu gen "MpumedaHma"™ UCNOAb3YETCA AN OTMETOK O Npueme Aes, 0CoBeHHOCTAX UX
($M3MYECKOro COCTOAHMA, O Nepegade Aen APYrMm CTPYKTYPHbIM NOApPa3aeieHNEM CO CCbIIKOM Ha aKT, 0
Ha/IMYNKN SNEKTPOHHBIX KONKUIA Aen.

B utorosoi 3anucu onucu YKa3blBalOTCA (Ll,Md)paMM n I'IpOI'IVICbI-O) KONN4ecTBo Aen, Yncnawmnxca no
onucu, I'IepBbIﬁ n I'IOCJ'IEAHMl\;I HOMepa Aen no onuncu.

7.9. B onucb INIEKTPOHHbLIX Aen, OOKYMEHTOB BK/KOYAETCA NpPUAOoKeEHUNEe K Oonncnm - peectp
INNEKTPOHHbIX OOKYMEHTOB (KOHTEVIHepOB 9/1IEKTPOHHDbIX ,D,OKyMeHTOB), B KOTOPOM YKa3biBakOTCA
cBegeHuA 06 INNEKTPOHHbIX AOKYMEHTAX, BK/IKOYEHHbIX B Ka*XA0€ 3/IEKTPOHHOE A€eNOo.

7.10. Onucn aen CTPYKTYPHOro nNoApasAenNeHMs W3roTaB/AMBalOTCA B ABYX 3K3emniApax Ha
6yMarKHOM HocuTesne, MNOAMMUCLIBAIOTCA pPyKoBOAMUTENEeM MoAapasgeneHusa, cornacosbiBatoTes K
CTPYKTYpHOro noapasaeneHusn (npu ee Hanmummn) n pykosoautesnem Cayxbbl genonponssoncrsa. Peectp
3/IEKTPOHHbIX AOKYMEHTOB, ABAAIOWMIACA MPUIOKEHUEM K OMNWUCU  INEKTPOHHBIX OOKYMEHTOB,
NOANMCLIBAETCA COCTaBUTENIEM PEECTPA C YKa3aHWEM L0/MKHOCTU, MHULMANOB, paMUNUN.

OanH IK3EMNNAP ONMNUCK AeN CTPYKTYPHOro noagpasaeneHna nepegaeTtca BMecrte C AeslaMin B apXuB



rocyAapCTBEHHOro oOpraHa, oOpraHa MeCTHOrO CcamoynpaBAeHuAa, BTOPOM OCTaeTcA B KauyecTse
KOHTPO/IbHOIO 3K3eMnAApa B CTPYKTYPHOM NoapasgeneHnn. B apxme rocyaapcTBEHHOro opraHa, opraHa
MECTHOTO CamMoOyMpaB/ieHWA TaKXKe MepesaeTcs MO  3K3eMMAApy Onucern naen  CTPYKTYPHbIX
noApasaeneHnin B 31eKTPOHHOM BUAE B pegakTupyemom dopmaTe 418 UCMNOb30BaHMA B AajibHelem
AN NOATOTOBKM apXMBHbIX ONUcel AeN, LOKYMeHTOB (ro40BbIX pa3sesnos).

7.11. OpopmneHne aen Ha BymaxkHOM HOCMTeNe, NpeAHa3HaYeHHbIX 41A Nepenadum Ha XpaHeHue B
apXu1B rocy4apCcTBEHHOro opraHa, opraHa MeCcTHOro CamoynpasAeHUsA, OCYLLECTBAAETCA B COOTBETCTBUM C
nyHktamu 4.19 - 4,30 Npasun xpaHeHua 2015r.

7.12. MoAroToBKa 3/1EKTPOHHbLIX AOKYMEHTOB K Mmepegadye B apxvB roCyAapCcTBEHHOro opraHa,
opraHa MecTHOrO CamMoynpaB/AeHNA OCYLLLECTBAAETCA B COOTBETCTBUM C NyHKTOM 4.34 MMpaBua xpaHeHus
2015 r. CTpYKTYpHbIM NoAapasaeseHMeM rocyaapcTBeHHOro opraHa - No/ib3oBaTesIeM COOTBETCTBYIOLLEN
MHPOPMALMOHHOM cuUcTembl coBmecTHO co Cayxboit  genonpoussBoacTBa W noapasgeneHuem
(paboTHMKOM), obecneunBaoWmMm GYHKLUMOHMPOBaAHNE MHGOPMALLMOHHOMN CUCTEMBI.

7.13. Mpu nNOArOTOBKE 3/1IEKTPOHHbLIX [AOKYMEHTOB, OTOBpaHHbIX K Mepegaye B apxus
rocyAapCTBEHHOro OpraHa, opraHa MecTHOro CamoyrnpaB/ieHWUsA, BbIMOMHAITCA chedylolwmne OCHOBHble
npoueaypbl paboTbl C AOKYMEHTAMMU:

npeobpasoBaHMe TEKCTOBbIX 3/IEKTPOHHbIX JOKYMEHTOB B popmaT apxuBHoro xpaHeHusa PDF/A-1,
€C/IN 3N1EKTPOHHbI AOKYMEHT BbIN CO34aH UM BKAOUYEH B CUCTEMY B MHOM popmare;

dopmupoBaHMe B WHPOPMALMOHHOW CUCTEME OMNUCEN INEKTPOHHbLIX AeN, [AOKYMEHTOB
CTPYKTYPHbIX NOApa3aeneHun;

dopmunpoBaHne B MHOOPMALMOHHON CUCTEME FOCYAAPCTBEHHOrO OpraHa, OpraHa MeCTHOro
CaMOynpaBieHUA KOHTEWHEPOB 3NEKTPOHHbIX AOKYMEHTOB, BK/IOYAMOWMX. KOHTEHT M MeTadaHHble
3/1EKTPOHHOrO A0KYMeHTa, $aiiibl 3NEKTPOHHbIX NOAMUCEN, BMU3YaAM3MPOBAHHYIO KOMWUIO TEKCTOBOrO
3N1EKTPOHHOrO A0KymeHTa B popmate PDF/A-1;

dopmupoBaHMe B WHPOPMALMOHHOM CUCTEME TOCYAapPCTBEHHOrO oOpraHa, opraHa MeCTHOro
CaMOYMNpPaBAEHUA 3/NEKTPOHHbIX AEN, ABAAIOWMXCA COBOKYMHOCTbIO KOHTEMHEPOB 3/1IEKTPOHHbIX
AOKYMEHTOB MM KOHTEMHEPOM 3/1EKTPOHHOIO AOKYMEHTA;

MuUurpaumna 3NEKTPOHHbLIX OOKYMEHTOB Ha ¢M3VILIECKM obocobneHHble maTepunasibHble HOCUTENN,
€C/I JOKYMEHTbI NepeatoTcA B apXmB rocyaapCcrBeHHOro opraHa, opraHa MectHOro camoynpasieHna He
no VIHd)OpMaLI,MOHHO-KOMMVHMKaLI,VIOHHbIM KaHanam,

NnpoBepKa BOCMPON3BOANMOCTUN SNEKTPOHHbIX AOKYMEHTOB,
NPOBEpPKa 3NEKTPOHHbIX AOKYMEHTOB Ha Hann4mne BpeOoHOCHbIX KOMMbIOTEPHbIX NPOrpamm;

dbopmMMpoBaHME TPAHCMOPTHOTO KOHTEMHEPa, COAEPKALLErO 3/EKTPOHHbIE AeNna, BKAOYEHHbIE B
OMUCb 3/IEKTPOHHbIX [Ae/l, OOKYMEHTOB CTPYKTYpHOro noapasgesneHuna (onucb Aen MoCTOAHHOMo
XpaHeHua, BpemeHHbIX (cBbiwe 10 neT) cpoKos xpaHeHUs, Aen No AMYHOMY COCTaBy).

7.14. lena nepepatoTca B apXmB rocyAapCTBEHHOrO OpraHa, opraHa MecTHOro CamoynpaB/ieHnn B
COOTBETCTBUM C rpadMKOM nepenaym AOKYMEHTOB, COr1aCcOBaHHbIM C PYKOBOAMUTENAMMU CTPYKTYPHbIX
noApasgeneHnin, nepepalowmMx AOKYMEHTbl B apxuB, W  YTBEP)KAEHHbIM  PYKOBOAMTENEM
rocy4apCcTBeHHOro opraHa, opraHa MecTHOro CaMoynpPaBAEHUA UM MHbIM YNOJTHOMOYEHHbBIM UM JIULOM.

Mpuem-nepegaya Aen B apxvB roCygapCTBEHHOrO OpraHa, opraHa MeCTHOro camoynpasaeHus
ocyuwiectBaseTca B cooTBeTcTBUM ¢ NyHKTamm 4.33 - 4.34 Mpasun xpaHeHua 2015,

7.15. B cnyyae AMKBUAALMU MM PEOPTraHM3aLMUK CTPYKTYPHOrO No4pasaAeneHus rocyapcTBeHHOro



opraHa genonpovseoauTeNb NogpasgeneHvsa B nepmos NpoBeaeHNUA NMKBUAALUMOHHbIX MEPONPUATUIA
bopmmupyeT BCce MMeloWMeca AOKYMEHTbl B Aefa, 33 MCKAYEHMEM HEMUCMONHEHHbIX AOKYMEHTOB,
odopmaneT gena n nepeaaet ux 8 Cay»by AenonponsBoaCcTBa rocyAapCcTBEHHOMO opraHa.

7.16. Ha ocHOBe Mpea/ioXeHUn CTPYKTYPHbIX nogpasgeneHnin Cny:kba AenonpovsBoacTsa
rocyapcTBeHHOro opraHa, opraHa MecTHOrO CamMmoynpaB/eHUs COCTaBAAET akT (aKTbl) O BbIAENEHUN K
YHUUTOXEHUIO OOKYMEHTOB, He MNoA/fiexawmux XpaHeHuto, no ¢opme, ycTaHoBAeHHOM [Mpasunammu
xpaHeHus 2015 r. <41>.

<41> NpunoxerHne N 21 k Npasunam xpaHeHuns 2015r.

Ha 3/1eKTPOHHbIE AOKYMEHTbI C UCTEKWMMMN CPOKAMM XPaHEHUA COCTABAAETCA OTAE/IbHbIM aKT Ha
ocHoBe GOPMbl aKTa O BbIAENEHUM K YHUUTOMKEHUIO [AOKYMEHTOB, He MOANEXKAlMX XPaHEHMIo,
ycTaHoBneHHoM Mpasunamu xpaHeHns 2015 r.

7.17. Jena BKNOYAKOTCA B aKT O BblAeNeHUN K YHUUTOXKEHMUIO OO0KYMEHTOB, He MoAnerKalunx
XpaHeHuto, ecnin HpeAyCMOTPEHHbIﬁ ANA HAUX CPOK XpaHEHNA NCTEK K 1 AHBaApAroga, B KOTOPOM COCTaB/NEH
aKT.

7.18. fena c otmeTKol "IMK", npowealmne sKcNepTU3y LLEHHOCTU, BKAKOYAIOTCA B aKT, NPU 3TOM
oTmeTKa "IMMK" B aKTe He yKa3blBaeTcA.

7.19. AKT 0 BblAENEHUN K YHUUTOKEHUIO LOKYMEHTOB, HE NOAEKALLUMX XPaHEHWNIO, YTBEPKAAETCA
pyKoBOAWTENEM rOCYAapPCTBEHHOrO OpraHa, opraHa MecTHOro caMmoynpaBaeHua noce yteepaeHua dMMK
denepanbHoro rocygapctBeHHoro apxusa, MK ynoNHOMOYEHHOro opraHa MCMOAHUTENbHOW BAacTu
cybbeKkTta Poccuiickoint degepaumun B chepe apxMBHOMO Aena UAW rocyaapcTBeHHbIM (MyHMLMNAAbHbBIM)
apXMBOM COTMacHO MpPeAoCTaBlEHHbIM €My MOJHOMOYMAM ONUcel Aen, OOKYMEHTOB MOCTOSHHOMO
XpaHeHWA M COrnacoBaHMA onucen Aen, AOKYMEHTOB MO JIMYHOMY COCTaBy, Nocie 4ero Aena,
BblAE/EHHbIE MO aKTY K YHUUTOMXKEHMIO, MOTYT 6bITb NepegaHbl Ha YyTUAN3ALMIO.

7.20. Mepepaya gen, BblAENEHHbIX K YHUUYTOXKEHUIO, Ha yTuUAM3auuio odopmaseTca npuemo-
CAATOYHOM HaKknaagHoM.

B HomeHKnaType Aen NnpocTaBAAOTCA OTMETKU 06 YHUYTOXEHNUN AOKYMEHTOB C YKa3aHWeM OaTbl U
HOMepa aKTa, 3aBepAemMble NOANMUCbIO pa6OTHMKa CI'IY)-K6bI Aenonponssoacrtea.

7.21. DNeKTPOHHblEe AOKYMEHTbI C UCTEKLWMMM CPOKAMU XPaHEHUA YHMUTOXKAIOTCA MPOrpammHo-
TEXHUYECKMMWN CPeACTBaMM C COOTBETCTBYHOLLEN OTMETKOM B aKTe O BbIAENEHUW K YHUUTONKEHWIO
3N1EKTPOHHbIX AOKYMEHTOB.

INEeKTPOHHbIE AOKYMEHTbI CHUTAIOTCA YHUUTOKEHHbBIMU, EC/IU UX HE/Ib3 BOCCTAHOBUTL CPEACTBAMM
WMHPOPMALMOHHOM CUCTEMbI HA HOCUTENAX MHDOPMALMU U U3 PE3EPBHbIX KOMUIA.

7.22. AKTbl O BbIAENEHUM K YHUUTOXKEHUIO AOKYMEHTOB, He MoA/eXalmx XpaHeHUo, XpaHATca
NOCTOAHHO B Aene poHAa.
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