O TuNoBOW UHCTPYKLMM MO AENONPOV3BOACTBY B hefiepaibHbiX OpraHax UCMOHUTENbHON BNacTu

CraTtbs 33. CepTudukauums

B NCKNOYUTENIbHBIX Cly4aaX CTaTbst MOXXET He UMETb 3arosioBka. [pun ero oTCyTCTBMM CNOBO "CTaTbs" U
HOMep BbILENSAT NOAYXUPHLIM LPUGTOM.

B 3aBMCMMOCTHM OT COLepXXaHus CTaTbs MOXKET NoApa3fenaTbCs Ha YaCTu, NYHKTbl, NOANYHKTLI, ab3aLbl.
Yactn 06o3HavatoTCs apabckumm uudpamm ¢ To4Kon. Hymepaumsa NyHKTOB OCyLLECTBAAETCA apabckmumu
umncpaMuy € 3aKpbiBatoLLen Kpyraon ckobkon. MoanyHKTbl 0603Ha4YaTCa BykBaMu pycckoro andasuta ¢
3aKpbIBalOLLLEN KPYT0 CKOBKON.

MoAnncb OTAENAETCA OT TeKCTa MeXCTPOYHbIM MHTEPBaoM 36 NT 1 COCTOUT M3 CnoB "lpe3naeHT
Poccuinckon ®epepaummn”. Cnosa "Mpe3ngeHT" n "Poccninckon Pegepaumn” neqataloTca B 2 CTPOKK Yepes
OAMH MEXCTPOYHbIN nHTepsan. Cnosa "Poccuinckon ®epepaumn” nevyaTatoTCs OT IEBOW FpaHuLb
TEKCTOBOro NnoJss, a c/1oBo "[lpe3nfeHT" BbIpaBHUBAETCA MO LLeHTPY OTHOCUTEJIbHO 3TUX CJOB.

NHuuman nmenn n pamumnmna MNpesngeHta Poccunckon ®egepaumnm ykasbiatoTCa Npu ohopMaeHnn
NPUHATOro 3aKoHa B [ocyfapcTBeHHON [lyMe.

Bu13bl NPOCTaBAATCA Ha IMLLEBON CTOPOHE NMOC/AeAHero INCTa 3aKOHOMPOEKTa B HVXKHEN €ro YacTu.
ObpaseL, 0hopMSIEHNS 3aKOHOMPOEKTa NPUBOAMTCA B npunoxxeHun N 1.

2.1.4. TpeboBaHMA N0 0HOPMAEHUIO NOACHNTENIBHOWN 3aMNNCKU K 3aKOHOMPOEKTY.

MoscHUTeNbHas 3anncka K 3aKOHOMNPOoeKTY nevaTaeTcs wpudTom N 14 Ha cTaHAaPTHbLIX ncTax Bymarn
opmaTa A4 1 nMeeT cnepyloLine peKBusnNThI.

HanmeHoBaHMe BUAa LOKYMEHTa - MeYyaTaeTCa NPonnCHbIMM ByKBaMU HUXKE FPaHLIbl BEPXHErO Moss
CTpaHWUbl Ha 24 NT, BbIAENAETCSA NOJYXMUPHBIM WPUGTOM N BbIPABHUBAETCS MO LLEHTPY.

3aronoBOK OTAENAETCA OT NpenblAyLero pekBnsnTa MeXCTPOYHbIM NHTEpPBaJIOM 24 NT, NevyaTaeTcs
CTPOYHbIMK BYKBaMU 4Yepe3 1 MHTepPBaJl, BblAENAETCS NOJYXKMPHLIM LIPUPTOM U BbIPAaBHMBAETCA MO
LeHTpY. TOYKa B KOHLLe 3aro/i0BKa He CTaBUTCA.

B 3aronoBke K TEKCTY yKa3blBaeTCs NOJSIHOE Ha3BaHWE 3aKOHOMPOEKTa, K KOTOPOMY NOArOTOB/EHA
NosICHUTENbHasA 3anuncka.

Hanpumep:

K npoekTy (hefepasibHOro 3akoHa "O BHeCEHUU N3MEHEHUI B CTaTbio 1

3akoHa Poccuinckon Pepepauun "O NOJOXOAHOM Hanore ¢

pusnyecknx any"

TeKCT OTAeNseTCsa OT 3aroJIoBKa MeXXCTPOYHbIM MHTepBasioM 24-36 NT 1 NevyaTaeTca Yepes uHTepsan 18 nr
Ha paccTosHuM 1,25 cM OT NEeBOW rpaHULLbl TEKCTOBOI0 NOJS.

TekCT fomKeH cogepxaTb 060CHOBaHNE HEOBX0AMMOCTY MPUHATMA 3aKOHOMNPOEKTA, BKJOYaloLLee
pa3BEPHYTYIO XapaKTEPUCTMKY 3aKOHOMPOEKTA, ero Lesien, OCHOBHLIX MO/I0XKEHWI, MeCTa B cucTeme
LEeNCTBYIOLLEro 3aKoHOAaTeNbCTBA, @ TakXe MPOrHO3 COLNAIbHO-3KOHOMUYECKUX U UHbIX NOC/eACTBUN ero
NPUHATKS.

2.2. MoaroToBKa 1 ohopMSeHNE NPOeKTOB akToB lMpe3unaeHTa Poccuinckon ®eaepauymm

2.2.1. NoparoToBka 1 odhopmaeHme NpoekToB akToB (YKA3OB un PACIMOPSXEHWI) Mpe3npeHTa Poccuinckon
depnepaumm NponsBoaATCS pegepanbHbIMU OPraHaMmn UCMOJIHUTEIbHON BJIACTW B COOTBETCTBMM C
NnopsAKoM, YyCTaHOBJIEHHbIM [pe3naeHToM Poccunckon denepaunu, AoMUHUCTpauven MpesnaeHTa
Poccuiickon ®epepaumu, MpaButenbcTBoM Poccuinckon ®epepaumy n HacToswen TUNOBOA MHCTPYKLUMNER.
2.2.2. NpoekTbl akToB lNpe3ngeHTa Poccunckon Gegepaunm 1 NpuIoKEHNS K HUM NevyaTaloTcs Ha
CTaHZapTHbIX fncTax bymaru A4 (210 x 297) wpudTtom N 15. BepxHee none LOKYMEHTa yCTaHaBAMBAETCA
rpaHuuamm bnanHka. Jlesoe none - 2,75 cm, npasoe - 2,25 CM 1 HUXHee - He MeHee 2 cM. Mpu odhopMaeHnn
NpoeKTa akTa Ha ABYyX W Bonee cTpaHULax BEpXHee MnoJsie BTOPON 1 NOCAeAYIOLWNX CTPaHUL, COCTaBASET He
MeHee 2,5 cM.

2.2.3. MNpoekTbl akToB lNpe3naeHTa Poccunckon ®egepaunm MMEOT Ceaylowme peKBU3NTbI:
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HauMeHoBaHMe Buaa akTa (Yka3 lMNpe3ngeHTa Poccunckon Gegepauum nnm pacrnops>keHue NpesngeHTa
Poccuinckon degepaunn), 3aroioBOK U TEKCT.

3aronoBOK NeYyaTaeTCs Ha PacCTOAHUN He MeHee 9 CM OT BEPXHEro Kpas JIMCTa, NMULLIETCA C MPONMCHON
OyKBbI, BbIAENSETCSA NOJIY>XUPHbIM LWPUDTOM. TOYKa B KOHLLE 3arofloBKa He CTaBUTCS. 3aroJ/oBoK,
cocToAwmnn n3 aByx n 6onee CTpok, nevataeTcs Yepes 1 MEXCTPOYHbIA MHTEpBa.

Hayvano n KoHew, KaX 4o CTPOKM 3arojioBka LLIEHTPMPYOTCA OTHOCUTESIbHO ¢c1oB "lpe3naeHT Poccninckom
depepaummn". B oToenbHbIX pacnopsxxeHusx MpesngeHTa Poccuinckon ®epepauimm 3aronoBOK MOXeT
OTCYTCTBOBaTb.

TeKCT 0TAeNdeTcs OT 3aro/ioBKa AOMNOJHUTESIbHBLIM MHTEPBANOM 24 NT U NevyaTaeTcs Yepes nHTepsasn 18
nT.

TeKCT nevyaTaeTcs OT NEBOW FPaHMLbl TEKCTOBOMO NOSA U BbIPaBHMBAETCA MO JIEBOW 1 MPaBON rpaHMLam
TekCcToBOro noss. Nepeas cTpoka ab3aua Ha4yMHaAETCA Ha paccTosaHUK 1,25 CM OT N1IeBo rpaHuLb
TEKCTOBOro Mnons.

TekCToBas 4acTb MOXET NOAPA3[ENATbCA Ha KOHCTATUPYIOLLYIO YacTb (Npeambyny) n NOCTAHOBASIOLLYO
4acTb (B paCcnopsXKeHnM - pacnopaanTeNbHYO YacTb).

MNpeambyna B yka3ax lpe3naeHTa Poccuiickon Penepaunm 3aBepLUaeTcs CIOBOM "NOCTaHOBASI", KOTOpoe
neyaTaeTcs B pa3spsaLKy.

MYyHKTbI B TEKCTE HYMEPYIOTCS apabCcknMm uudpamm € TOYKON 1 3ar0/I0BKOB HE UMEIOT.

MyHKTbI MOTYT pa3fenaTbCs Ha NOAMNYHKTbI, KOTOPbIE MOFYT HYMepOoBaThLCA apabCckummn uudpamm nim
CTPOYHbIMK BYKBaMU C 3aKPbIBAOLLEN KPYr IO CKOOKONA.

Bce n3MeHeHmsa n fOonoNHEeHUs, BHOCMMbIE B paHee NPUHATHLIN YKa3 (pacnops)XeHne), 40SKHbI
COOTBETCTBOBaTb CTPYKTYype OCHOBHOIMO HOPMaTWBHOIO aKTa.

Mpun HanM4YMM NPUNOXXEHUR K yKa3y (pacnopsxxeHuto) MNpesngeHTta Poccuinckon Gegepaunm B TEKCTE Ha
HUX 0653aTenbHO AenaeTcs CCbiIKa.

JlonyckaeTcs nevyaTaTb MNPOMMUCHBLIMU BYKBaMU 1 BLIAENSATb WPUGPTOM APYro HACLILLLEHHOCTY haMuanm
npv NOLArOTOBKE MPOEKTOB YKa30B (pacnopsxxeHuin) MNpesngeHta Poccuinckon depepaumm no Bonpocam
Harpax4eHus rocy4apCTBEHHbLIMI Harpagamu, MPUCBOEHNS MOYETHbIX, BOUHCKMX 1 CHeLManbHbIX 3BaHWUN
Poccuinckon ®degepaunm (B Apyrux cnyvyasax He pekoMeHayeTcs).

Mognuch oToEeNAeTCa OT TeKCTa LOMNOJHUTENbHBIM MHTepPBasoM 32 MT U COCTOMT 13 cnoB "Mpe3naeHT
Poccninckon ®degepaumn”, uHMUMana uMeHn n pamununm MpesngeHta Poccuiickon ®eaepauymn.

CnoBa "Mpe3npeHT" n "Poccminckon ®epepaumn” nevyaTaloTca B ABE CTPOKN Yepe3 1 MeXXCTPOUHbIN
nHTepsan. OT rpaHuLbl 1EBOr0 NOJIA NevyaTalTcs caoBa "Poccuinckon denepaunn”, a cnoso "Mpe3ngeHT"
LEeHTpUpyeTCcs OTHOCUMTENbHO 3TUX C10B. MHuuman umeHn n pamunma NMpesumaeHTta Poccuinckon ®egepalimm
neyaTalTCs Y NPaBON rpaHuULbl TEKCTOBOIO MOAS.

MecCTo n3faHuna oTaenseTcs oT NOANUCK, Kak Npasunfio, AONOJIHUTEbHBIM UHTepBasioM 48 T,
MEXCTPOYHbIMU MHTEPBAJIAMK, U NeYyaTaeTcs 0T rpaHuLbl 1eBoro noas: Mockea, Kpemisb.

Ha pacnops»xeHunsx Mecto n3gaHus He nevaTaeTcs.

[JaTa npocTaBngeTca nocae NoANUCaHNs OKYMEHTa, 0hOpMASETCS CIOBECHO-LMEPOBLIM CNOCOBOM 1
OTAENAETCA OT peKkBM3uTa "MecTo n3gaHma" MeXxXcTpoyHbIM nHTepBanoM 18 nT. MNevaTaeTcs oT neBow
rpaHunLbl TEKCTOBOIO MONS.

Homep npocTaBnseTcs nocne NoAnMcaHns, nevyaTaeTcs OT JIeBON MPaHuLLbl TEKCTOBOIO NoAA 1 OTAENSeTCS
OT pekBu3nTa "[aTa" MeXCTPOYHbIM UHTepBasioM 18 nT.

K nopsgkosoMy HoMepy pacnopsxxeHus MpesumaeHTa Poccunckon ®epepaunn Yepes getuc nobasnsaoTcs
CTPOYHbIe ByKBbI "pn".

MprnoxeHUs K NpoekTaM yKasos 1 pacnopsxxeHun NMpesunageHTta Poccunckon ®epepaumm oopMaSIOTCA Ha
OTAEeNbHbIX AncTax bymarn.

Pa3mepbl nonew, WPUGThl U MEXXCTPOYHbIE MHTEPBaJbl NPY NevYaTaHUU NPUAOKEHUN NAEHTUYHbI
pa3MepaM, NPUMeEHSEMbIM NPX NeYaTaHUN TEKCTOB YKa30B (pacnopsKeHun).
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MpunoxxeHnaMn ABAAIOTCA NONOXKEHNS, PerfiaMeHThl, MePeYHr, CNUCKK, rpaduku, Tabauusl, obpasubl
LOKYMEHTOB U Ap. MprnioxeHns BU3NPYIOTCA PYKOBOAMTENEM OpraHa, BHECLLEro rNpoekKT.
Ecnn B TeKCTe JaeTcs CChiaka "CoraiacHO NPUoXKEHU0", TO Ha NepBoM CTPaHMLLE NPUIOXKEHWS B NPaBOM
BepxHeM yray nuwetca cnoso MPUJTOXKEHNE, Huxe Yepes MeXCTPOoYHbIA MHTepBan 18 NT gaeTcs CCblyika
Ha yKa3 unu pacnopsxxeHue MpesngeHTa Poccuinckon depepauun. Bce cocTaBHbIe HacTy PEKBU3UTA
LEHTPYIOTCA OTHOCUTESNIbHO CaMOMN AJIMHHOW CTPOKM M NeYaTarTcsa Yepe3 1 MexXCcTPoYHbIA nHTepBal. MNpu
HaNUYUN HECKONbKUX MPUNOXKEHU OHW HYMEpYIoTCS.
Hanpumep:
MPUNOXEHME N 1
K Yka3sy lNpe3ngeHTa
Poccninckon depepaunmn

N
MpUNoXXeHns 3aKaH4YMBAKOTCH YEPTOM, PACMOSIOKEHHOW MO LEHTPY TeKCTa Ha pacCTosAHUM NPUMEpPHO 3
MEXCTPOYHbIX MHTEPBAJOB. [JIMHa YepTbl COCTaBASAET 2-3 CM.
Mpy Hann4mMm B TEKCTE aKTa GOpMyANpPoBKKN "YTBEPAMTL" (MpuaraemMmoe noso)KeHme, CoCTaB KOMUCCUN,
nepevyeHb MeponpuaTUN U T. [.) Ha CaMOM MPUIOXKEHUW B NPaBOM BEPXHEM YIy pacnosiaraeTcs c1oBo
YTBEPXKOEHO vnnun YTBEPXKIEH co CCbIIKON Ha HOPMATUBHLIN aKT, ero faTy, HoMep.
Hanpumep:
YTBEPXIEHO
YKka3om lNpe3ngeHTa
Poccunckon ®epepalmm

N
Cnosa YTBEPXIEHO v YTBEPXEH B NnpnioXXeHnsx COrnacytoTcs B pofe 1 Yncie ¢ BUaom
yTBEpXAaeMoro oKyMeHTa: nosoxenuve - YTBEPXKIAEHO, nporpamma - YTBEPXXAEHA, meponpuaTtus -
YTBEPXXJEHbI.
3arofIoBOK K TEKCTY MPUAOXKEHUS NeYaTaeTCs LeHTPOBaHHbIM cnocobom. HaumeHoBaHmMe Baa LOKYMEHTa
- IPUI0XEeHNA (NepBoe CJI0BO 3ar0/I0BKa NMPUIoXKeHns) BblAenseTcs NponucHbIMM ByKBamMu, NOAYXXUPHBIM
LWPNDTOM 1 MOXKET bbITb HanevyaTaHo B pa3paaky (MOJIOXKEHWE, MEPEYEHbL, CMTNCOK n T. 4.).
MeXXCTPOYHbIN NHTEPBaN MeXAy NePBON CTPOKOMN 3arofioBKa 1 NOCAEAYOWUMN CTPOKaAMUN MOXET bbiThb
yBeJIN4eH Ha 6 NT.
3aronoBOK NPUIOXKEHNA OTAENAeTCS OT AaThl U HOMepa akTa AOMOJHUTEeNIbHbIM MHTepBasaoM 70 nT,
WNHTEepBaJlaMun OT TeKCTa MPUI0OXKEHNS - LOMOJIHATESIbHBIM UHTEPBaJIOM 24 nT.
Mpy HaNU4YMKM B TEKCTE NPUIOXKEHNA HECKOJIbKMX Pa3AesioB NX 3aro/loBKM NnevyaTaTCs LeHTPOBaHHbIM
cnocobom (0THOCUTENIbHO rpaHnL, TeKCTa). Touka B KOHLe 3aro/l0BKa He CTaBuTCA. [lonycKaeTcs BblAeNnaThb
3aro/0BKM pasfesios MoayXUpPHbIM LWPUGHTOM.
TekCT npunoxeHns MoxeT BbITb ochopMeH B BUAe Tabnuubl. Fpadbl U CTPOKM Tabnunubl LOKHLI UIMETb
3aro/I0BKW, BblPa)eHHbIE UMEHEM CYLLLECTBUTESIbHBIM B UIMEHUTE/IbHOM Nafiexe. [1043arosoBku rpag un
CTPOK rpaMMaTUYeCKN AOJKHbI ObITb COrTAacOBaHbI C 3ar010BKaMMU.
Ecnn Tabnuuy nevyaTtatoT 6os1ee 4em Ha OOHOW CTPaHMLE, 3aro/I0BOYHAA YacTb Tabanubl (HanmMeHoBaHUe
rpad) NOBTOPSETCS Ha KaXX4omn CTpaHuLe.
JINCTbI NPUIOXKEHUSA HYMEPYIOTCSA CaMOCTOATE/IbHO HaYMHas Co BTOPOro JINCTa.
MpW HaNMYMKM B TEKCTE NPUIOXKEHUI CChIIKM Ha CHOCKY OHa 0(hOpMJISeTCA 3Be3404K0N 1K LMdpon co
CKOBKOIM. TEKCT CHOCKM NevyaTaeTcs Yepe3 1 MeXXCTPOUYHbIN UHTEPBA B KOHLLE KaXKA0W CTpaHULbl Nau
nocne npuioXeHnsa B LESIOM rnoj 4epTon. Mocie CMMBOJIa CHOCKM ee TeKCT neyvaTaeTcs C NPONUCHON
OyKBbI. B KOHLIE TEKCTa CHOCKM CTaBUTCA TOYKaA.
Ha ofHOM cTpaHuue He A0JHKHO NPoCTaBAAaTLCA bosee Tpex CHOCOK.
B nonoxeHusx, nporpammax, ycTaBax v Apyrux nofobHbIx JOKYMeHTax pa3fefibl U riaBbl HyMepylTCs,
Kak npaswJ/io, pUMCKUMN unpamm, a NyHKTbl U NOAMYHKThI - TaK XKe, Kak U B TEKCTE yKa3a
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(pacnopsixeHuns) Mpe3naeHTa Poccninckon Pegepaummn. B yka3aHHbIX JOKYMEHTAX UX COCTaBHbIE YacTu
(pa3pensl, noapasaens!, MyHKTbI, MOAMYHKThLI) MOXHO Tak)Xe HYMepoBaTb apabckumu undpamu.
Monopa3aenst HYMepPYIOT B Npefenax pasgesa. Homep nogpasgena LO/HKEH COCTOATb U3 HOMepa pasfesa u
HOMepa noapa3fena, pa3feseHHbIX To4Kon (Hanpumep, 1.2). Homep nyHKTa OOJ/KEH COCTOATb U3 HOMepa
pa3fena, nogpasgena u NyHKTa, pa3fesieHHbIX ToYKamu (Hanpumep, 2.3.1). MyHKTbl Npu HeE0bX0AMMOCTM
MOryT NoApa3fensaTbCa Ha MNOAMYHKTbI, KOTOPblE AOJHKHbBI MMETb NOPAAKOBYIO HyMepaLuto B npeaenax
Ka)goro nyHkTa (Hanpumep, 1.2.2.1).

Bun3bl npocTaBnstoTCcs Ha 060pOTHOM CTOPOHE NMOCAeAHEro NNCTa NPOEKTa YKa3a (pacnopsi>KeHus) B
HUXXHEN ero 4yacTu.

Ha npunoxxeHnax K NpoekTaM yKa3oB (pacnopsXeHuin) BU3bl MPOCTaBAAOTCA Takxe Ha 060poTHONM
CTOPOHE NnocsieAHero IUCTa NPUNoXKeHNS.

Obpa3sey, ohopmaeHns NpoekTa yka3sa Mpe3ngeHTa Poccunckon ®epepaummn npnuseaeH B npuaoxxedmm N 2.

[lonycKkaeTcsa yMeHbLUEHME UHTEPBAIOB MeXAy pekBuM3mTamu "3aronosok", "TekcT", "Mognuce" n "MecTo
n3gaHns" npum HeobxoaMMOCTM pasMeLLLeHMa TEKCTa NPOeKTa yKasa, pacnops»xeHus MpesngeHTa
Poccunckon ®efepalimm Ha O4HON CTpaHULe.

2.3. MoaroToBKa 1 0hopMIeHNE NPOEKTOB akToB MpaBuTenbcTBa Poccunckon deaepauuu

2.3.1. MoaroToBka 1 odopMaeHne npoekTos akTos (MOCTAHOBJIEHWI n PACNOPAXKEHWW) MpasutenscTea
Poccuiickon ®epepalimm NpousBoasTCA eaepabHbIMU OpraHaMmn NCMONHUTENLHON BAACcTH B
COOTBETCTBMUM C MOPAAKOM, yCTaHaBAMBaeMbIM MpaBuTenscTBoM Poccuinckon ®egepaumm.

2.3.2. TIpoeKT NocTaHoBAeHMA nan pacnopsxxeHus MNpasuTtenscTsa Poccuinckon Gefepauun neyaTaeTca Ha
CTaHZapTHOM nucTe bymaru popmaTta A4 wpndgTom pasmMepom N 14. MpoekT akTa UMeeT ciefyoLine
PEKBU3UTHI:

HanmeHoBaHWe BUAa akTa - NoCcTaHoBeHUe MNpaBuTenscTBa Poccuinckon ®efepaum uanm pacnopsxeHme
MpaBuTenbcTBa Poccninckon deaepaumn.

[laTa aKTa OTAeNnseTCca OT HaVMEeHOBaHWS BUa aKTa, Kak NpaBuio, MeXCTPOYHbIM MHTEpPBaNoM 24 nT,
0hOpMASETCA CAI0BECHO-LUMGPOBbLIM CMOCOBOM, MeyaTaeTCa LeHTPOBaHHbIM cNocoboM, NpocTaBaseTCa npu
noAnncaHnm akTa.

NHpekc (Homep) nevaTaeTcsd apabCckumm Lumngpamm n cocTomT U3 3Haka "N" 1 NOpsAAKOBOro HoMepa
OOKyMeHTa, Hanpumep, N 143.

K nopsagkoBoMy HOMepy pacnopsxxeHus Yyepes aeguc fobasnsercsa byksa "p", Hanpumep, N 153-p.

MecTo nsgaHus - oTaenseTcs oT peksnsnTos "daTta" n "Homep" MeXXCTPOYHbIM MHTEpPBaANOM 24 NT U
ohopMnAeTCS LLEHTPOBAHHLIM CNOCO60M.

3aronoBOK - NOPSALOK OPOPMJIEHNS 3ar0/I0BKa aHaJIornyeH opopMJIEHUNIO 3TOM0 PEKBM3MTA B MPOEKTaX
yKa30B (pacnopsixeHun) NMpe3ngeHTta Poccuinckon denepaumnn.

TeKkCT OTAeNsAeTCsa OT 3aroJIoBKa MeXCTPOYHbIM UHTepBaJioM 24-36 NT 1 NevyaTaeTcs WpUMTOM pa3mMepom
N 14 c nHTepsasnom 18 nt.

TekCT nevyaTaeTcs OT NEBOW rpaHMLbl TEKCTOBOMO NOJIA U BbIPaBHMBAETCA MO IEBOW 1 NPaBON rpaHMLam
TeKCTOBOro nons. MNepeas cTpoka ab3aua Ha4yMHaeTCA Ha PaccTosHMM 1,25 CM OT NeBOW FpaHuLbl Nons.
TekCT MOXXeT noapa3aenaTbCa Ha KOHCTATUPYIOLWLYIO YacTb (Npeambyy) 1 MOCTaHOBASIOLLYIO YacTb (B
PacnopsKeHUsX - PacnopsaauTeNbHYIO).

Mpeambyna B NpoekTax NocTaHoBNeHU MpaBuTensCcTBa Poccuinckon ®epepaummn 3aBepLUaeTcs C10BaMu
"MpaBuTenscTBo Poccninckon Gegepaunm NnocTaHOBAAET", Noc/iefHee CI0BO NeYvyaTaeTCs Moy KUPHbIM
LWPUDTOM B pa3psaaky.

Mpeambyna MOXXeT OTCYTCTBOBaTb, €CAN MPeANNCbIBAaEMbIE LENCTBMA HE HYXKAAIOTCS B Pa3bACHEHUN.
MocTaHoBAALLWasA (pacnopaanTesibHas) YaCTb NPOEKTOB NOCTaHOBMIEHUI (pacnops>XeHuii) MNpaBnTensLCTBa
Poccunckon ®egepalimm, Kak npasuio, Nogpasfensercs Ha NyHKThI.

MyHKTbI HyMepytloTCs apabCcknMm LugpamMm ¢ TOYKON 1 3ar0/I0BKOB HE UMEIOT.
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Mpun HaNV4YMM NPUNIOXKEHNN K MOCTAHOBNEHMIO (pacnopsxxeHunto) MNpasuTenbcTBa Poccniickon deanepaumn B
TeKCTe Ha HMx 06g3aTeNbHO AenaeTcs CCblnKa.

Mognuch oToEeNAeTCa OT TEKCTa MEXCTPOYHbBIM MHTEpPBasoM 36 NT U COCTOUT U3 cnos "lMpencenaTesib
MpaBuTenbcTBa Poccninckon degepaumn”, nHMLMaNa UMeHN 1 hamununm Mpeacenatens MpaButenscTea
Poccuinckon ®egepaumn. Cnosa "Mpencenatens MNpasntensctea" un "Poccuinckon Gepepaumnn' nevyaTaTcs
B [BE CTPOKM Yepe3 1 MeXCTPoYHbIn nHTepsas. Cnoea "Mpeacenatens MpaBnTensCTBa" NnevaTaroTCs oT
NEeBOW rpaHULLbl TEKCTOBOMO NoJs, a cnoBa "Poccunckon ®epepauyn” LEHTPUPYIOTCA OTHOCUTENBHO
nepBoN CTPOKKU pekBu3suTa. MHnumnan numenn n hamununs Mpeacegatens MNpasuTtenbcTBa Poccninckon
defepaumm neyaTaTCa Yy NpaBon FpaHuLLbl TEKCTOBOMO Moss.

MpunoXxeHns K NpoekTaM akToB (NOCTaHOBAEHUI 1 pacrnopsxeHuin) MpaBuTenbCcTBa Poccunckom
depepaunm NevaTaloTCs Ha OTAEbHLIX NCTax ByMarn n BU3NPYOTCA.

Pa3smepsbl nonen, WpngThbl 1 MEXCTPOYHbLIE MHTEPBAJIbI MPU NeYaTaHUM TeKCTa UAEHTUYHbLI pa3Mepam,
NPUMEHSeMbIM Npu 0HOPMIIEHNN TEKCTOB MOCTAHOBAEHUI (pacnopsXKeHni).

Mopanok ohopMaeHNS NPUIIOXKEHUIN K MPOEKTY NOCTaHOBJIeHUS (pacrnops>xeHuns) MNpaBuTenbCcTBa
Poccuinckon ®enepalmm aHanorn4eH opopmaeHUo MPUSIOXKEHNA K MPOEKTaM yKa30B (pacnopsxeHunin)
Mpe3npeHTa Poccminckonm ®epepaunu.

Bu3bl npocTaBnaoTCA Ha 060POTHOM CTOPOHE NOCAeAHEr0 NCTa NepPBOro 3K3eMnasapa (NOAMHHUKA)
NPOeKTa NOCTaHOBAEHNS (PAaCNOPSIKEHNS) B HVXKHEN €ro YacTu.

ObpaseL, ohopmneHns noctaHoBneHns MpasuTenbcTBa Poccmnckon deaepauum NpuBeaeH B NPUI0KeHUN
N 3.

2.3.3. Ecnm B TekcTe npoekTa akTa lNpaBuTenbcTBa Poccuiickon ®degepaumm ynoMmHaloTCa paHee
npuHATble akThl Mpe3naeHTa Poccunckon ®epepauuu nnm MpasutenscTBa Poccuinckon degepaunu, To
[EeNaeTCs CCblNIKa Ha COOTBETCTBYIOLWMNIA 0PULNANBHBIA UCTOYHUK X ONy6AnKOBaHMS, Hanpumep:
"(CobpaHue 3akoHogaTenbCcTBa Poccuinckon depepaunn, 2005, N 3, cT. 6)".

Ecnn nogrotaenmnBaemolnt akT MpaButenscTBa Poccunckon Gepepaunn BieveT 3a cobon BHeCeHne
N3MEeHeHUN nnu OOMoNHeHU B Apyrue akTbl [paBuTenscTea Poccunckon ®enepaumm, 3T U3SMEHeHUa uu
LOMNOJIHEHMA BKIOYAIOTCA B NPOEKT NOArOTaBANBAEMOr0 aKTa WK NPeacTaBAAOTCSA B BUAE
CaMOCTOATE/NIbHOI0 aKTa 0A4HOBPEMEHHO C HUAM.

MpoekT akTa MpaBuTenscTBa Poccunckon ®epepaliyv No opraHn3aumnm NCNOSHEHNS efepanbHOro 3akoHa
nnu akTa Mpe3npeHTa Poccninckon denepaunmm OMKEH COAEP)KaTb CChIJIKY Ha COOTBETCTBYOLWLNIA
henepanbHbI 3aK0H UK akT MpesnaeHTa Poccuinckon Genepauun.

2.3.4. B npoekTax noctaHoBneHuUn MNpaBnuTenbcTBa Poccninckon Pegepaunm ynotpebnaoTca nosHble
omLmnanbHble HAUMEHOBaHMA OPraHOB M OpraHM3aunii, B NPOEKTax pacrnops>KeHNn - UX COKpaLleHHble
odmLMalibHble HAaUMEHOBaHMA.

2.3.5. JoKyMeHThl (MporpamMbl, MOJIOXKEHWS, PErIaMEHTbI, MJIaHbl, HOPMbI U T. M.), KOTOpLIE NpeaiaraeTcs
yTBEPAWNTL NOLrOTaBAMBaEMbIM NPOEKTOM akTa MpaBuTenscTBa Poccuinckon ®epepaumm, B 0643aTeIbHOM
nopsgke npunaraloTcs K JaHHOMY MPOEKTY akTa.

2.3.6. CnpaBKa K MpoeKTY NOCTaHOBAEHNS (pacnopsKeHnsa) 0hopMaseTCa Ha CTaHAapPTHbIX AncTax bymaru
thopmaTa A4 1 nmeeT crefyloline PeKBU3NTbI:

HanmeHoBaHMe BUAa LOKYMEHTa - MeYyaTaeTCa NponmncHbLIMM ByKBaMmn 2 MEXXCTPOYHBIMU UHTEpPBaNaMu
HV>Xe BEPXHEN rpaHuLbl TEKCTOBOrO NOJS, BbIAENSETCA NOMY>XXUPHBIM LLPUGMTOM 1 BbIpaBHMBAETCA MO
LEeHTPY.

3aronoBoOK OTAENAETCA OT NpefblayLlero peKBu3nTa 2 MeXCTPOYHbIMU MHTEpBaNaMu, nevyaTaeTcs
CTPOYHbIMK ByKBaMu 4yepe3 1 MHTepBas, BblLENAETCS NOJYXKMPHLIM LPUPTOM U BbIPAaBHMBAETCA MO
LeHTpY. ToYKa B KOHLLe 3aro/i0BKa He CTaBuTCA.

B 3arosioBke yKa3blBaeTCA NOAHOE Ha3BaHWe NPOeKTa NOCTaHOBAEHUS (PacnopsXXeHuns), K KOTOpoOMY
NoAroTOB/IEHA CrpaBKa.

TeKCT OTAeNAeTCA OT 3arojioBKa 3 MeXCTPOYHbIMU MHTEPBasaMy, NevyaTaeTcs WwWpupTom pasmepom N 14
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yepes 1,5 nHtepsana.

MepBas cTpoka ab3aua nevyaTaeTcs Ha PpacCToAHUM 1,25 cM 0T N1eBOI rpaHuLLbl TEKCTOBOMO MNoJis.

B TekcTe KpaTKO u3naratTcs MOTMBbLI BHECEHNS NPOeKTa, 060CHOBaHWE 1 CyTb MPOEKTa, Hanan4une
pa3Horaacuin, pesyabTaTbl NPOPaboTKN 1 SKCNEPTU3bI.

Mognuch OTAENAETCA OT TeKCTa 3 MEXXCTPOYHLIMUN MHTEpPBaNaMu.

Moannce BKAOYaET HaMMeHoBaHWe AO/MKHOCTU AnLa, NOAMMChIBAOLWEr0 CNPaBKY, ero ANYHY NOAMUCH U
pacwngpoBKY NoANMCK (MHULKANLI U haMUanio).

HavmeHoBaHMe fOMKHOCTM NevyaTaeTcsa OT IEBOV FPaHULbI TEKCTOBOMO Nos Yepe3 1 MeXCTPOYHbIN
NHTEepBaN N LEHTPMPYETCA OTHOCUTESIbHO CaMO OJIMHHON CTPOKM.

PaclwndgpoBka nognmcn pacnonaraeTcs Ha YpoBHE NociefHeNn CTPOKM HaUMeHOBaHMNA AOJHKHOCTK 6e3
npobena Mmexay UHMUManamu n pammnunen. NocnenHss 6ykea B paclungpoBKe NOAMUCKA OrpaHNYMBAETCA
NnpaBbIM MoJieM.

Mpy HaNN4YMM HECKONBKUX MOAMMCEN OHM pacnofiaraloTCca OAHa Noj APYron B COOTBETCTBMM C
3aHUMaEMbIMM SOJHKHOCTAMM.

Moanucy oTaenaoTca ogHa oT ApYyron 1-2 NyCcTbiMU CTPOKaMMW.

2.4. MoproToBka 1 ohopMeHE NPOEKTOB HOPMATMBHbIX MPABOBbIX aKTOB

thenepanbHOro opraHa UCMOJIHWTEIbHON BIACTK

2.4.1. HopmaTuBHbIE NPaBOBbIE aKTbl N34aOTCSA PeaepanbHbIMK OpraHaMy NCNOMHUTENBHOW BNacTW B
npenenax Mx KOMNETEHLMM B COOTBETCTBUM C MOJSIOXKEHNAMN O HUX B BUAE NOCTAHOBAEHWI, MPUKA30B,
pacrnops>KeHW, MpaBu, UHCTPYKLMIA 1 NOJIOXKEHWN.

2.4.2. I3gaHne HoOpMaTMBHbIX NPaBOBbLIX aKTOB B hefepasibHbiX OpraHax UCMONHNTENIbHOW BIACTU B BUAE
NMUCEM 1 TeJsierpamMmm He LOMNycKaeTcs.

2.4.3. MNopsiiok NOArOTOBKY 1 ohopMaeHUs denepasibHbIMU OpraHamMmmn UCMOMHNTENbHON BacTH
HOPMaTUBHLIX NPaBOBbIX aKTOB YCTaHaBMBaeTca MNpaBmnamm NoLroTOBKM HOPMaTUBHbIX MPaBOBbLIX aKTOB
(hefepanbHbIX OPraHOB UCMOJIHUTENbHON BACTM M UX FOCYAapCTBEHHON PerncTpaLmm, yTBEPKAEHHbIMY
noctaHoBneHuem MpasBuTtenscTBa Poccminckon depepauum ot 13.08.1997 N 1009 (CobpaHue
3aKoHogaTenbcTBa Poccuinckon ®epepaumm, 1997, N 33, cT. 3895), pernameHTamu efepasibHbix
MUHNCTEPCTB, heaepanbHbIX CNyX0 1 henepanbHbIX areHTCTB, pa3pabaTbiBaeMbIMU Ha OCHOBAHMM
TUNoBOro perfaMeHTa B3auMOAENCTBUSA peaepanbHbIX OPraHOB UCMOJIHUTEIbHON BIAaCTW, YTBEPXKAEHHOIO
noctaHoBneHnem MpaBuTenscTBa Poccuinckon ®epepaumm ot 19.01.2005 N 30 (CobpaHue
3aKoHogaTenbCcTBa Poccuinckon ®epepaunn, 2005, N 4, cT. 305), 1 TNoBOro pernaMeHTa BHYTPEHHEN
opraHusauunu enepasibHblX OPraHoB MCMOJHUTENbHOM BAACTW, YTBEPXKAEHHOIO MOCTAaHOBAEHNEM
MpaBuTenbcTBa Poccuiickon Pepepaunn oT 28 uons 2005 r. N 452 (CobpaHue 3akoHOAATENbCTBA
Poccumnckon ®egepaumm, 2005, N 31, cT. 3233), 1 yTBEpP)KAAEMbIMU PYKOBOAUTENEM COOTBETCTBYIOLLENO
(hefepanbHOro opraHa UCNOJHUTENbHON BAACTHU.

2.4.4. Tpn NOAroTOBKE AOKYMEHTOB PEKOMEHAYETCS NPUMEHATb TEKCTOBLIN pegakTop Word for Windows
Bepcum 6.0 1 Bbilwe ¢ ncnonb3oBaHnem wpudtos Times New Roman Cyr pa3mepom N 12 (ans odopmaeHns
TabnunyHbix MmaTepuanos), 13, 14, 15, Times DL pasmepom N 12, 13, 14 yepe3 1-2 uHTepBana.

2.5. BlaHKn [OKYMEHTOB

2.5.1. lokyMeHTbI (hbefepansHOro opraHa UCNOJIHUTENIbHOW BIACTU LOJ/KHbBI, KakK Npasuio, 0hopMaaThLCA
Ha 61aHKaX U UMeTb YCTaHOBIEHHbI KOMMJIEKC 0653aTe/IbHbIX PEKBU3NTOB M NMOPAAOK UX PacrooKeHMs.
BnaHkn JOKYMEHTOB U3rOTaB/IMBAOTCA Ha CTaHAAPTHbIX McTax 6ymaru copmaToB A4 (210 x 297 mm), A5
(148 x 210 MmM).

Ka)kablh INCT OOKYMeHTa, 0hOPMJIEHHbIN KaK Ha BiaHKe, Tak 1 6e3 Hero, OO/KEH MMETb NOS:

20 MM - neBoe;

10 MM - npaBoe;

20 MM - BepxHee;

20 MM - HMXXHee.
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2.5.2. B thepepasnibHbIX OpraHax CMOSHUTENbHOW BAACTU NPUMEHSAOTCS cneayolmne 6naHku:

obwunn bnaHk;

61aHK NncbMa;

61aHK KOHKPETHOr0 BAa NOKYMEHTa.

B 3aBMCUMMOCTU OT pacnosio)KeHns PEKBM3UTOB YCTaHaBAMBAOT ABa BapunaHTa 6/1aHKOB - Yr10BOW U
NPOAONbLHBIN.

PekBu3nTbI 61aHKa 1 OrpaHNYNTENbHbIE OTMETKMN AJ19 PEKBU3UTOB B NpeAenax rpaHuL, 30H pacrnosioXKeHuns
PEKBM3MTOB pa3MeLlaloT LEeHTPOBAHHO (Havyano 1 KOHEeL, KaXX4oW CTPOKN PEKBM3UTOB PaBHO yaasneHbl OT
rPaHnL, 30HbI PACMONOXEHNA PEKBU3NTOB) MM PJaroBbiM (Kaxx4as CTPOKa PEKBU3NTOB HAaYMHAETCS OT
JIEBOW FpaHULLbl 30HbI PACMON0XKEHNS PEKBM3MTOB) CNOCOBOM.

CocTaB BUAOB 1 hopMbl 61aHKOB, MPUMEHSEMbIX B hefepasibHOM OpraHe NCMONHUTENbHON BAACTH,
yTBEPXAAOTCA ero pykoBoAUTENEM NO NpeAcTaBaeHmnto ciayx6ul JOY.

2.5.3. bnaHkun c BocnpouseaeHnemM NocynapcteeHHoro repba Poccuinckon ®epepaumm M3roTaBanBaoTCs
noanrpauyecknMmn NPegnpuaTuaMm, UMELWNMN NNLEH3UN Ha COOTBETCTBYIOLLNA BN AEATENbHOCTH, NO
3aKa3aM (bedepanbHbIX OPraHOB UCMOJIHUTE/IbHON BIACTW.

2.5.4. bnaHkn fOKYMEHTOB (hefepasibHOro opraHa MCNOJHUTENLHON BNaCcTW noanexaT y4yeTy. Ha repboBbix
6n1aHkax Tunorpadckmm cnocobom nam HyMmepaTopoOM NPOCTaBAATCSA NOPAAKOBLIE HOMEpa.

2.5.5. BflaHKn 0OKYMEHTOB [10/1)KHbI MCM0/1b30BaTbCS CTPOro Mo Ha3Ha4YeHMIo 1 6e3 COOTBETCTBYHOLLIENO
paspeleHns He MOryT nepegaBaTbCa APYrUM opraHu3aunsam u uuam.

2.5.6. BeegeHve B obpalleHne no mepe HeobxoAMMOCTU HOBbIX 6/1aHKOB JOKYMEHTOB OCYLLIECTBASETCSA MO
pa3peLleHnto (Mopy4eHmnto) pykosoamTens genepanbHOro opraHa MCNOJHUTENbHOW BAacTHU.
CooTBeTCTBYIOLME NPEANOKEHNS BHOCATCA pykoBoguTenem ciyxbel OY BMecTe ¢ obpasuamu
npeanaraembix 6J1aHKOB.

O6pasubl 6naHkoB NpuBeaeHbl B npuaoxeHnsax N 11-18.

2.6. OthopMJsieHNe peKBM3NTOB B Npouecce NogroTOBKMN OOKYMEHTOB

B (hefepanbHbIX OpraHax UCNOJIHUTENbHON BAacTK

Mpy NOAroTOBKE OPraHM3aLnoOHHO-PaCNoOPAAMTENbHBIX LOKYMEHTOB PaboTHUKK hefepasibHbIX OpraHoB
NCMONHNTENIbHOWN BJIACTW 0hOPMAAIOT PEKBU3NTLI LOKYMeHTOB ¢ y4eToM FOCT P 6.30-2003
"YHnpuumpoBaHHble CUCTEMbI JOKYMEHTaUun. YHUpULMPOBaHHAa CMCTeMa OpraHM3aLnoHHo-
pacrnopsanTenbHOM AOKYMeHTauumn, TpeboBaHMa K 0hOpMAEHNIO OKYMEHTOB".

2.6.1. TocypapcTBeHHbIN repb Poccunckon ®epepaunn. FocyfapcTBeHHbIn repb Poccninckon depepalimm
noMeLatoT Ha 61aHKax LOKYMEHTOB B COOTBETCTBUN C PefiepalibHbIM KOHCTUTYLIMOHHBIM 3aKOHOM OT 25
nekabps 2000 r. N 2-®K3 "O lNocynapcteeHHoM repbe Poccuinckon ®enepauun (CobpaHue
3aKoHogaTenbcTBa Poccminckonm ®epepaunn, 2000, N 52 (4. 1), cT. 5021).

Mo 3aknoveHnto MuHiocTa Poccum TOCT P 6.30-2003 npu3HaH He Hy)KAaloLWwmmMcs B rocy4apCTBEHHON
perncTpaumm (nucbmo Muntocta Poccum ot 04.04.2003 N 07/3276-H0[1).

2.6.2. Kof (befiepalibHOro opraHa UCrosHUTEIbHOW BNacTu.

Kop hepepanbHOro opraHa UCNOMHUTESIbHON BAACTW NpocTaBasAoT no Obuwepoccunckomy
KNacCnuKaTopy OpraHoB roCyaapcTBEHHON BNacTu u ynpasneHus (OKOI'Y), a Takxke no
ObLwepoccuinckomy KnaccmgukaTopy npeanpuaTuin n opradmnsaumin (OKMNO).

2.6.3. OCHOBHOW roCyAapCTBEHHbIN PErNCTPALMOHHbIA HOMEpP KPUANYECKOr0 MLa.

OCHOBHOW rocylapCTBEHHbIA perncTpaLnoHHeIn Homep (OFPH) dheaepanbHOro opraHa UCMOAHUTENLHOW
BJIACTW NPOCTABAAIOT B COOTBETCTBMM C LOKYMEHTaMW, BblLaBaeMbIMN HAJIOrOBLIMU OpraHamum.

2.6.4. NoeHTN(pMKaLMOHHBIA HOMepP HanoronaaTesblLmKa/Kon NPUYnHbI MOCTAaHOBKM Ha yYeT.
NaeHTUDUKALMOHHBIN HOMEP HasIoronaTeNbLUnKa/Ko NPUYnHbI MOCTaHOBKMU Ha y4veT (MHH/KMM)
NPOCTaBAAT B COOTBETCTBMM C LLOKYMEHTaMW, BblAaBaeMbIMU HaNOrOBbIMY OpraHamu.

2.6.5. HaumeHoBaHue efepasbHOro opraHa UCNOAHUTENbHOW BAACTHU.
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HavmeHoBaHve (hefepanbHOro opraHa UCNOJIHUTENbHON BAACTM LO/KHO COOTBETCTBOBAThL €ro
HaVMEHOBaHWIO, YKa3aHHOMY B MOJ0XXeHUW 06 3TOM heaepasibHOM opraHe UCMOJIHUTENLHON BAACTK.
Mpy HaNN4YMM COKPALLEHHOMO HaMMEHOBaHUA heaepasibHOro opraHa UCNOAHUTENIbHON BNAcTh ero
noMeLLaloT B CKOBKax HMXKEe NOJIHOTO.

Han HavmeHoBaHMeM thenepanbHON cyxbbl Man defepasbHOro areHTCTBA, HAXOAALWMNXCA B BEAEHWN
(hefepanbHOro MMHUCTEPCTBA, YKa3blBaeTCsA NOAHOE AN COKPaLLEeHHOE HaMeHOoBaHue geaepanbHOro
MWUHNCTEPCTBA, B BEAEHMNMN KOTOPOr0 OHW HaXxoaAaTCs.

2.6.6. CnpaBoYHble AaHHble 0 hefepalsibHOM OpraHe UCMOSIHUTENBHON BAACTHU.

CnpaBoYHble flaHHble 0 (hefepasibHOM OpraHe NCMNOJIHUTENbHON BIACTW BKJOYAOT NOYTOBLIA agpec, HoMep
TenedoHa 1 gpyrue cBe4eHns no ycMoTpeHuto efepanbHOro opraHa UCNoJIHUTENbHON BAcTK (HoMepa
(hakcoB, TeNeKCoB, agpec 3NEKTPOHHOM NOYThLI U T. 4.).

2.6.7. HanmeHoBaHWe BMAa OOKYMEHTA.

HavmeHoBaHVe BMAa LOKYMEHTa, Co34aBaeMoro gefepasbHbiM OpraHOM UCMOAHUTENbHOW BNacTH,
[O/KHO COOTBETCTBOBATH BMAAM AOKYMEHTOB, NpefycMoTpeHHbIM OBLLEPOCCMCKUM KNacCUUKaTOPOM
ynpaBieH4yeckon gokymeHTauun (OKYL).

2.6.8. KoZ (hopMbl OKYMEHTa.

Kog hopMbl JOKYMEHTa NPOCTaBASAIOT B COOTBETCTBMM C O6LLEPOCCUNCKIM KNacCUpKaTopoM
ynpasiieHYeCcKon JOKYyMeHTaumuu,

YKa3blBalOT N0 yCMOTPEHMIO (hefepanbHOro opraHa UCNOSIHNTENbHON BACTMW.

2.6.9. JaTa OOKyMeHTa.

[laTon foKyMeHTa ABAAETCS faTa ero noAnucaHns (pacnopagnTesbHble JOKYMEHTbI, MMCbMa) Uan
cobbITrA, 3ahMKCPOBAHHOMO B OKYMEHTE (MPOTOKOJ, aKT). 114 yTBEP)XAAEMOro LOKYMEHTa (pernameHT,
naaH, MHCTPYKLNS, NOJIOXKEHNE, OTHET) - AaTa YTBEPXKAEHMS.

[laTa foKyMeHTa NpoCTaBAAeTCSA LOMKHOCTHbLIM JIMLLOM, NOAMNUCHIBAIOLLMM NN YTBEPXKAAOLWMM LOKYMEHT.
Mpy NOAroTOBKE MPOEKTa AOKYMEHTa NevyaTaeTcs ToJIbKo 0603HavYeHne Mecsala 1 roga.

Bce cnyxebHble 0TMETKUN Ha LOKYMEHTE, CBA3aHHbIE C ero NMPOXOXXAEHNEM N UCMOTHEHNEM, OOJIKHbI
AaTUpoBaTbCS M NOAMNUCLIBATLCA.

[lOKyMEHTbI, M34aHHbIE COBMECTHO ABYMA unn 6onee denepanbHbIMW OpraHaMy UCMOAHUTENBHOW BNacTu,
[AOJDKHbI UMETb OAHY (eAUHYIO) AaTy.

[aTy foKyMeHTa 0hopMAsAT apabCcknumn Lungpamm B NoCe0BaTe/IbHOCTU: AeHb Mecsla, Mecal, rof.
[leHb Mecsua 1 mecsl ohopMasioT ABYMSA NapaMu apabcknx uudp, pa3geneHHbIMU TOYKON; rof -
YyeTbIpbMs apabckumu undpamu.

Hanpumep:

14.03.2005

[lonyckaeTcs cnoBecHo-uudpoBomn cnocob ogopmaeHns gaTbl, Hanpumep: 14 mapta 2005 T.

2.6.10. PerncrtpauunoHHbI HOMEp AOKYMeHTa.

PerncTpaunoHHbIA HOMEP LOKYMEHTA COCTOUT U3 ero nopsiAKoBOro Homepa, KOTOPbIA MOXKHO LOMOSHATh
NHOEKCOM Aena Mo HOMEHKaType Aen, UHopMaLnen 0 KOppeCcnoHAEHTE, UCNOIHUTENAX U Ap.
PerncTpaunoHHbI HOMEP AOKYMEHTA, COCTABJIEHHOI0 HECKOJIbKUMIW IOpUANYECKMMU NLAaMKN, COCTOUT K3
NMPUCBOEHHBIX UMW PErnCcTPaLNOHHbIX HOMEPOB LOKYMEHTa, NepevynciieHHbIX B NopsaKe nepeyncieHns
aBTOPOB AOKYMEHTa Yepes KOCYIo 4epTy.

2.6.11. CcbiiiKa Ha perncTpaunoHHbI HOMEP 1 AaTy AOKYMEHTa.

Ccbl/IKa Ha perncTpaunoHHbI HOMEP U faTy AOKYMEHTa BK/OYaeT perncTpaunoHHbIn HoMep 1 gaTty
JNOKYMEHTa, Ha KOTOPbIN A0/KEH BbiTb AaH OTBET.

2.6.12. MecTO0 coCTaBneHUs WU N3LaHNA LOKYMEHTa.

MecCTo n3faHna OOKYMEHTa YKa3blBaeTCs B TOM CJiydae, eCn 3aTPYLHEHO ero onpegesieHne no
pekBn3nTam obuiero 6naHka nnm 61aHKa KOHKPETHOro BUAa AOKYMeHTa. MecTo COCTaBAeHMA K M34aHUS
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[OKYMEHTa YKa3bIBalOT C y4ETOM NPUHATOr0 aAMUHUCTPATUBHO-TEPPUTOPUNANIBEHOIO LENEeHUSA, OHO
BKJIIOYAET TOJIbKO OBLLENPUHATBIE COKPALLEHNS.

2.6.13. Agpecar.

LLOKYMeHTbl apecyoT OpraHu3aumnsam, x CTPYKTYPHbIM Noapa3geneHnsm, JOKHOCTHBIM UK GU3NYECKUM
muamM.

Mpw agpecoBaHMM OOKYMEHTa OpraHM3aunmn, ee CTPYKTYPHOMY noapasaeneHnto 6e3 ykasaHus
LOJDKHOCTHOIO LA UX HaMMEHOBaHWS NMULLYTCA B UMEHUTENIbHOM Nagexe.

[lonyckaeTcs UeHTPMPOBaTh BCE CTPOYKM pekBmM3nTa "AgpecaTt" Mo OTHOLLIEHUIO K CaMOW AJIMHHOM CTPOKE.
Hanpumep:

MUHNCTEPCTBO KYJIbTYpbI

N MacCOBbIX KOMMYHUKaLNiA

Poccuiickon ®epepaLmm

AOMUHNCTPATMBHO-MPABOBON

nenapTaMeHT

Mpwn HanpaBneHUn LOKYMEeHTa KOHKPETHOMY LOJ/KHOCTHOMY NMLLY HAaUMEHOBaHWA opraHu3aumm u
nogpa3feneHuns yKasblBaloTCAd B UMEHUTESIbHOM Nafexe, a JO/MKHOCTb U haMnng - B AaTEJSIbHOM.
Hanpumep:

MunHMCTEepCTBO 06pPa30BaHNS U HayKu

Poccuiickon ®epepaLmu

[enapTaMeHT yrnpasneHus genamu

Bepyllemy cneumnanncTy

A.W.MeTposy

MNpun agpecoBaHMM LOKYMEHTa PYKOBOLAUTESO OpraHm3aLmy ee HauMeHoBaHWe BXOAMT B COCTaB
HaMMeHOBaHUS JO/KHOCTW agpecaTa.

Hanpumep:

eHepanbHOMY OUPEKTOPY

obbeanHeHus "PoctekcTunb"

B.[./BaHoBY

B cocTaB pekBu3nTa "AgpecaT" MOXKET BXOAMTb NMOYTOBLIA aApec. INeMeHThbl MOYTOBOr0 agpeca
YKa3blBalOT B MOCNEA0BAaTENbHOCTH, YCTAaHOBAEHHON NpaBuiaMn oka3aHua yCayr No4YTOBOM CBA3M.
Mpy agpecoBaHny NMCbMa B OpraHn3aLMIo YKa3biBaloT ee HaMeHOoBaHWe, 3aTeM MOYTOBLIN agpec.
Hanpumep:

[loCcynapCTBEeHHOE yyYpexaeHne

Bcepoccminckuin Hay4Ho-mccnefoBaTeNbCKuii

WHCTUTYT LOKYMEHTOBELEeHMA

N apXMBHOIro fena

MpodcotosHas yn., a. 82, Mockea, 117393

Mpun agpecoBaHMM OOKYMEHTa (U3NYECKOMY JINLY YKa3biBalOT aMUIMIO U MHULKWALI NOoayYaTens, 3aTeM
MOYTOBLIN agpec.

Hanpumep:

benbpooson M.B.

HoBosiceHeBckuin npocn., A. 12, kB. 32

Mocksa, 117574

Mpy agpecoBaHny LOKYMEHTa AO/PKHOCTHOMY AINLY MHULMabI CTaBATCA nepeq haMuamen, npu
afpecoBaHUn GU3NYECKOMY NNLLY - MOCNE Hee.

2.6.14. YTBep)XOeHune fOoKyMeHTa.

Ha pokymeHTax, nognexallinx yTBepXXAeHUI0, rpud YTBEPXXAEHMA NPOCTaBAAETCA CNpaBa Ha BEPXHEM
noJie NepBoro JiMCTa JOKYMEHTa.
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MNpnd yTBEPXAEHUS 0DOPMASETCS CneayLlmnum obpa3om:
YTBEPXIARO

PykoBogutens ®efepanbHoro

dPXMBHOI0 areHTCTBa

(AnyvHasa nognuck) (MHMUMansl, damMuins)

00.00.0000

Mpw yTBEPXAEHUN LOKYMEHTA MOCTAaHOBJIEHNEM, PELLEHNEM, MPUKA30M, MPOTOKOIOM rpud yTBEPKAEHMUA
coctouT n3 cnos YTBEPXKIOEHO (YTBEPXXIOEHA, YTBEPXXOEHbI nnn YTBEPXXIEH), HaumeHoBaHMS
yTBepXJaloLero JOKYMeHTa B TBOPUTEJSIbHOM nagexe, ero gatbl n HoMepa. Cnoso "YTBEPXKIEHO"
corfacyeTcs B poae v Yucne ¢ BUAOM yTBEP)KOAEMOr0 LOKYMEHTA.

YTBEPXKJEHO

npukasom Pocapxusa

o1 16.03.2005 N 1505

2.6.15. Pe3ontouus.

B cocTaB pe3onounmn BXogaT ciefyoline sneMeHTbl: GaMuans ncnoaHuTens (McnonHmuTenen),
copepXXaHue rnopyy4yeHuns, CpoK UCNoJIHEHUS, NOLMUCE, AaTa.

B cnyyasax, Korga nopyveHue 0aeTcs ABYM UKW HECKOIbKMM NnLaM, PpaBHbIM MO LOMXKHOCTM, OCHOBHbLIM
NCMONHUTESIEM ABJSISETCA NNL0, YKa3aHHOe B NopyyYeHun nepsbiM. EMy npefnoctaBnseTcs npaBo Co3biBa
COUCMONHMUTENEN 1 KoopAuHauun nx paboTsbl.

OCHOBHOW UCMONMHNTENb U COUCMONHNTENb BNPaBe AaBaTb NOPYYEHUS B BUAE PE30JIIOLNA InLaMm,
HenocpenCcTBEHHO UM NOAYUHEHHbLIM.

Ha pokymeHTax, He Tpebylowmnx yKasaHnin No NCMOJTHEHNIO U NMEIOLLNX TUMOBbLIE CPOKW NCMOJIHEHNS, B
pe30JIloLMN YKa3bIBATCA UCNONHUTENb, MOAMNUCL aBTOpa pe3osiiouun, gaTa.

Pe3onouma MoXxeT 0hopMaATLCS Ha OTAENbHOM JINCTE C YKa3aHMeM pPerucTpaunuoHHOro Homepa 1 aaThbl
LOKYMEHTA, K KOTOPOMY PEe30JtoLMNsA OTHOCUTCS.

2.6.16. 3aroJIoBOK K TEKCTY OOKYMEHTa.

3aronoBOK K TEKCTY AOKYMEHTa A0/KEH ObiTb KPAaTKMM, TOYHO NepefaBaTh COep)KaHMe OOKYMEHTa.
3aronoBoK fo/mxeH BbiTb COrNacoBaH C HAVMEHOBaHNEM B/AA OOKYMEHTa.

3aronoBOK AO/KEH 0TBeYaTb Ha BOMPOCHI:

"o 4yem?" ("o KOM?"), HanpumMep:

MPUKA3 O6 nameHeHNN WITAaTHOrO pPacnncaHns

"yero?" ("koro?"), Hanpumep:

[OJHKHOCTHaA UHCTPYKLMA

rnaBHoro byxrantepa

3aroJI0BOK COCTaBASAETCS JINLOM, FOTOBALLUM NPOEKT LOKYMEHTA.

K TeKcTy 0OKYMeHTOB, 0DOpMIeHHbIX Ha BiaHKax hopmaTa A5, 3aro/lOBOK MOXXET HE COCTaBNATbLCS.
2.6.17. OTMeTKa 0 KOHTpoJe.

OTMEeTKY 0 KOHTpOJ1e 3a UCMOJIHEHNEM AOKYyMeHTa obo3Ha4vatoT bykson "K", CZIOBOM UAK LUTaMMNOM
"KoHTponb".

2.6.18. TeKCT JOKyMeHTa.

TekCT LOoKYMeHTa 0DOpMASIOT B BUAE aHKETbI, Tabauubl, CBA3HOO TEKCTA WM B BUAE COEAUHEHUS STNX
CTPYKTYP.

Mpy COCTaBNEHUN TEKCTa B BUAE aHKETbl HAUMEHOBaHMNA MPMU3HAKOB XapakTepm3yemMoro obbekTa AOIKHbI
ObITb BblpaXXeHbl UMEHEM CYLLECTBUTESIbHBIM B UMEHUTENIbHOM MafeXe UM C/IOBOCOYETAHUEM C I1arosioM
BTOPOro ANLA MHOXECTBEHHOIO YMCAa HAaCTOALWEro NaK NpoLleaLero BpeMeHn (MmeeTe, bbinu,
HaxoaMANCb N T. A.). XapaKTEPUCTUKHN, BbIPaXKEHHbIE C/IOBECHO, A0KHbI ObITb COrlacoBaHbI C
HaUMEHOBAHUSAMW NMPU3HAKOB.
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Ipachbl M CTPOKM TabnWLbl LOMKHBI UMETb 3ar0/10BKU, BbIPaXKE€HHbIE UMEHEM CYLLECTBUTENbHbLIM B
UMEHUTENbHOM Nagexe. MoA3aronoBkmM rpad) U CTPOK A0JKHbI ObITh COrlacoBaHbI C 3aronoBKaMu. Ecim
Tabnuuy nevaTtatoT 6osee YeM Ha OAHON CTpaHmLe, rpadbl Tabanubl 4OMKHBI BbITb NPOHYMEPOBaHbLI U Ha
cnefylwmnx cTpaHmLax AoKHbI 6bITb HanevYaTaHbl TOJIbKO HOMepa 3TuX rpad.

CBSI3HbIN TEKCT, KaK NpaBnao, COCTOMT M3 ABYX YacTen. B nepBoi YacTy YKa3bIBAOTCSA NPUYUHBI, Lienu,
OCHOBaHMA CO3[1aHNA OOKYMEHTA, BO BTOPOW (3aK/IHOYNTESIbHON) - PeLleHns, BbIBObI, NMPOCLObI,
pekoMeHpaummn. TeKCT MOXeT coep)KaTb OOHY 3aKJI0YMNTEsbHYI0 YacTb (HanpuMep, NpuKasbl -
pacnopsanTenbHYH YacTb 6€3 KOHCTaTMpYyoLLEN, NCbMa - Npocbby 6e3 NnosicHeHns). B TekcTe OOKYMeHTa,
NOArOTOBJIEHHOIO HA OCHOBAHUW UM BO UCMONIHEHNE paHee U34AaHHOro JOKYMEHTa, YKa3blBaloT ero
PEKBU3UTBI: HAUMEHOBaHME JOKYMEHTa W OpraHu3auun-asTopa, faTy, perncTpaunoHHbIN HoMep,
3aron0BOK K TEKCTY.

EC/in TEKCT COOepXMUT HECKOJIbKO peLleHni, BbIBOAOB U T. Ai., €r0 MOXHO pa3buTb Ha pasfensl, MyHKThI,
KOTOpbIE HYMepYyT apabCcknmm uudpamu.

B pacrnopsanTenbHbIX JOKYMEHTax opraHu3aumnin, 4enCcTBYIOWNX Ha NPUHLMNAX eAMHOHaYaIns, a Takxe BO
BHYTPEHHNX [OKYMEHTax, afpPeCcoBaHHbLIX PYKOBOACTBY, TEKCT U3aaratT OT NepBOro ivua eguHCTBEHHOIO
yucna ("npuka3sbiBato”, "npegnarat”, "npowy").

B LoKyMeHTax KosiermanbHbIX OpraHoB TEKCT M31araloT OT TPETbero Jinua e AMHCTBEHHOro Y1cna
("nocTtaHoBnseT", "pewmnn").

B COBMeCTHbIX JOKYMEHTaXx TEKCT MU3aratoT OT NepBoro JnLa MHOXECTBEHHOr0 Ynucna ("npukassizaem”,
"pewwmnnn").

TeKCT NPOTOKOJ1a U3naratT OT TPeTbero AnLa MHOXXeCTBEHHOro Yucna ("caywanu”, "BbiICTynman",
"pewmnnn").

B nncbMax ncnosib3yoT ciefyowme GopMbl U3I0XKEHUS:

OT NEepPBOro AnLa MHOXECTBEHHOrO Yncaa ("npocnM npeaocTaBmTh...", "Hanpasnsem B Baw agpec");

0T NepPBOro AnLUa eaAnHCTBEHHOro Ynucna ("npoLuy BeicnaTk", "cynTato HeobxoammbiM");

OT TPeTbero Jnua eAnHCTBEHHOro Yucna ("MMHUCTEPCTBO He Bo3paxkaeT").

2.6.19. OTMETKa 0 HaMYUN NPUIOXKEHUN.

Ecav NnCbMO MMeeT NpUIoXKeHne, He Ha3BaHHOE B TEKCTeE, TO YKa3blBalOT €ro HauMeHoBaHUe, Y1CIo
JINCTOB W YNCJI0 3K3EMNASPOB; NPU HAMYNUN HECKONBKUX MPUNOKEHNA X HYMEPYIOT, HanpuMmep:
MpunoxeHune: 1. CnpaBka o ... Ha 3 . B 2 3K3.

2. MpoekT ...Ha 8 N1. B 3 3K3.

Ecnin npunoxxeHuns cOpOLLOPOBaHbI, TO YMACIIO JIMCTOB He YKa3biBaloT.

Ecnn K [OKYMeHTY npunaraeTcs ApYron LOKYMEHT, Tak)Xe UMeoLWnin NpuioXKeHune, 0TMETKY 0 HaJInynu
NPUAOXKEHUS 0POPMASIOT cnefyowum obpasom:

MpunoxeHue: nucbmo Pocapxmea o1 05.06.2005 N 02-6/172 v npunoxeHue K HeMy, BCEro Ha 3 1.

Ecqiv npunoxxeHve HanpasfsaloT He BO BCe yKa3aHHble B JOKYMEHTe agpeca, TO OTMETKY O ero Hajan4umm
othopMASIT ceaytowmum obpasom:

MpunoxeHue: Ha 3 . B 5 3K3. TO/IbKO B NepBbIA afpec.

B npuao)xeHmmn K pacnopagnuTesibHOMY OOKYMEHTY (MOCTaHOBAEHWIO, NPUKa3y, PaClopsXXeHWIo, NpaBuiam,
WUHCTPYKLMM, NOJIOXKEHWNIO, PELLEHWNIO) HA NEPBOM ero IMCTE B MPaBOM BEPXHEM yriy nuwwyT "MpunoxxeHune
N" c ykazaHneM HauMeHOBaHWA pPacnopsAnTesSIbHOro JOKYMEHTa, ero AaTbl U perncTpaumoHHOro HomMepa,
Hanpumep:

MpunoxeHue N 2

K npuka3sy PocapxuBa

o7 16.03.2005 N 261

JonyckaeTtcs BbipaxeHue "MPUNTOXKEHNE N" nevyaTaTb NponncHbIMK ByKBaMu, a Takxxe LLeHTpUpoBaTh 3TO
Bblpa)Ke€HNe, HAUMeHOBaHMe OOKYMEHTa, ero AaTy U perncTpaunoHHbI HOMep OTHOCUTENbHO CaMon
LJIMHHON CTPOKM, Hanpumep:
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MPUTOXKEHWE N 2

K npukasy MuHkynbTypbl Poccun

oT 18.03.2005 N 234

2.6.20. Moanuce.

[lOKYMeHTbl, HanpaBiseMble B BbILIECTOALLNE OpraHbl, hefepanbHble OpraHbl NpeAcTaBUTEbHON U
cynebHon BnacTu, NOANMCLIBAOTCSA PYKOBOAMTENEM (hefepasibHOro opraHa Wi, no ero NopyyYeHunio,
nepBbIM 3aMeCcTUTeNIeM PYKOBOAUTENS.

[OKyMeHTbI, HanpasaseMble MOAYMHEHHBIM U APYTrUM OpraHu3aunsaM, rpaxxgaHaM, noanucbIBaoTCA
PYKOBOAWUTENIEM, €r0 3aMeCTUTeNAMU WIN PYKOBOAUTENSMMN CTPYKTYPHbIX MOApPa3ae/ieHnin B COOTBETCTBUM
C UX KOMMEeTeHuNen.

B cocTaB nognucu BXoASAT: HAMMEHOBaHWe [O/DKHOCTU Anua, NoAnMcaBLlero JOKYMeHT (npu
MCMNO0/b30BaHUN AOMKHOCTHOro 611aHKa HauMeHoBaHMe AOMKHOCTY HE yKa3blBaeTCa), MYHas NOANUCE U ee
pacwmngpoBKa (MHULMansLl 1 haMuans).

Ecnn 0OJHKHOCTHOE NNLo, NOAMUCh KOTOPOro 3aroTOBJIEHA Ha MPOeKTe AOKYMeHTa, OTCYTCTBYeT, TO
LOKYMEHT NOAMUCBIBAET ANL0, NCHOSHAOLWEee ero 0653aHHOCTY, WK ero 3aMecTuTenb. Mpu 3ToMm
0643aTeNbHO YKa3blBaOTCA (haKTNYecKas AOKHOCTb AnLa, NMOAMMCABLUErO AOKYMEHT, U ero hamMuimns
(McnpaBfeHNs MOXKHO BHECTW OT PYKU 1AW MalMHONUCHBLIM cnocobom, Hanpumep: "u. 0.", "3am."). He
J0MyCKaeTCcs NOANUCbIBaTb AOKYMEHThI C MPEeAsorom "3a" nam NnpoCTaB/IEHNEM KOCOM YepThl Nepeq
HavMeHOBaHMEeM [LO/KHOCTMU.

Mpun nognucaHnn JOKyMeHTa HECKOJIbKUMU LOJHKHOCTHLIMU JINLaMKN UX NMOAMUCK pacrosiaratoT Ha O4HOM
YPOBHE WAN O4HY NoA APYrON B MNOCNe[0BaTENIbHOCTW, COOTBETCTBYIOLLEN 3aHMMaeMON JO/IKHOCTH.

Mpy noAnMcaHUN OKYMEHTa HECKONbKUMW NINLLaMK, PaBHbIMU MO OOJHKHOCTU, HO NPeACcTaBAAOWUMA
pa3Hble opraHbl, MOAMUCK pacnonaralT Ha O4HOM YPOBHE.

2.6.21. CornacoBaHune nNpoekTa LOKYMeHTa.

CornacoBaHue NpoeKTa AOKYMEHTa NPOBOAMTCSA Npu HEOBX0AMMOCTH OLEHKN 060CHOBAaHHOCTY JOKYMEHTa,
COOTBETCTBUSA €ro rNPaBoBbIM aKTaM U paHee NPUHATLIM PeLUeHUsM.

MpefcTaBnseMble Ha NOANMWUCb OKYMEHTbI BU3UPYIOTCA UCNOSIHUTENEM (OTBETCTBEHHLIM UCMONHUTENEM) U
pykoBoAuTeNeM nogpasfeneHns, rae roToBuaCA NPoekT AOoKYMeHTa. [JoKyMeHThl, cogepxaliune
nopy4eHus paboTHUKaM efepanbHOro opraHa MCNOJIHUTENIbHON BAACTW, UMW AOSXKHbI BbITh
3aBM3MPOBaHbI.

CornacoBaHue npoekTa AOKYMeHTa 0hOPMIISETCSA BU30ON Ha AOKYMEHTe (BHYTpPEHHee COorflacoBaHue) nam
rpudom corsiacoBaHns (BHELLHEe COrjacoBaHme).

Bu3sa BkOYaeT B ceb5 [OKHOCTL BU3MPYIOLWEr0 AOKYMEHT, JIMYHYIO MOAMWCh, PACLUM(POBKY NOAMNCH
(MHMUMansl, hamnnna) n gaty.

Bu3a npocTaBnseTCs B HMXKHEN YacT 060POTHOM CTOPOHBI MOCNEAHEr0 MNCTA NOAJMHHMKA HOPMaTWBHO-
NpaBOBOro akTa efepasibHOr0 OpraHa UCMOJHUTENLHOM BAacTU. Ha NpoekTe 3aKOHOAATENbHOM0 akTa, Ha
BHYTPEHHEM LOKYMEHTE M Ha KOMUWN OTMNPaBAsSEMOro JOKYMEHTa BM3bl MPOCTaBAATCSA Ha ANLEBOW
CTOPOHE LOKYMEHTA.

3ameyaHus, ocobble MHEHUS N LOMNOSIHEHMSA K NMPOEKTY AOKYMEHTa opopMAAoTCA Ha OTAENbHOM ncTe. B
3TOM CJly4ae BU3a ohopMAsfeTCs cneayrowmm obpasom:

3aMeyvaHua npuiaralTcs

HavanbHWK lopnanyeckoro otnena

JinyHaa noanuck A.C.BaHOB

[aTa

3aMeyaHunsa OOKNaAblBAOTCA PYKOBOAUTENIO, NOAMNUCHIBAIOLLEMY OOKYMEHT.

CornacoBaHue npoekTa AOKYMeHTa C hefilepanbHbIMU OpraHaMm UCMONHUTENBHOW BAAacTu U
opraHuMsaunsaMn, UHTEpeckl KOTOPbLIX B HEM 3aTparnuBaloTCs, - BHELIHee CorjiacoBaHue.

BHellHee cornacoBaHue LOKYMeHTa 0hopMaseTcs rpudomM cornacoBaHns, KOTOPbIN BKOYaeT B ceba
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cnoso COTJIACOBAHO, HavMeHOBaHMe O0/KHOCTY nLa, C KOTOPbIM COMr1aCOBLIBAETCS AOKYMEHT (BK/OYas
HaMMEHOBaHWe opraHM3aunmn), IMYHYIO NOAMNNCH, PacLUNGPOBKY NOANUCK U AaTy COrjiacoBaHus.

Hanpumep: COMNTACOBAHO 3amecTuTtenbs MUHUCTPa toCcTuLun Poccunckon ®epepaumm
(AnyHasa noanuce) (MHMUmnansl, amununda) 00.00.0000

"pnd corsiacoBaHMa pacnosiaraeTcs HUKe pekBusnTa "fMoannce” B N1€BOM HMXKHEM MoJie LOKYMEHTa.
"punbl cornacoBaHMsa MOryT pacrnoslaratbCs Ha oTAeNbHOM "JIncTe cornacoBaHns", ecnv cogep)xaHue
LOKYMEHTa 3aTparnBaeT MHTEPEChl HECKONbKUX OpraHmM3aunin. Ha noKymeHTe oenaetcd oTMeTKa "Jinct
corsiacoBaHma npunaraetca".

CornacoBaHue JOKYMEHTa OCYLLECTBASAETCS B C/IeAyioLLen NoceoBaTENbHOCTH:

C AO/MKHOCTHBLIMK NNLaMK hefepasibHbiX OPraHoB NCMOMHUTENLHOW BAACTH;

C PYKOBOAUTENSMUN NOAYMHEHHbBIX OpraHu3aumin, UHTEpeChl KOTOPbIX 3aTParMBaloTCa B LOKYMEHTE;

C dhefepanbHbIMU OpPraHaMmn NCNOJIHUTENLHON BIACTW, MHTEPECH! KOTOPLIX 3aTparnBaeT COAEpPKaHme
LOKYMEHTa;

npv HeobXoAUMOCTU C OpraHaMu, OCYLLECTBASIOLWNMN FOCYAaPCTBEHHbIN HaABEAOMCTBEHHbIM KOHTPOJIb
(Hap30p) B onpeneneHHon 061acTu (3KOOrNYECKNIA, MOXAPHBIA 1 T. MN.), C 06LWECTBEHHbIMK

opraHusauunsamu;
C BbILLECTOALWMUMN OpraHaMu - B CJyvasix, KOrga 3akoHoA4aTeIbCTBOM MpeaycMaTPUBaeTCA BO3MOXKHOCTb
COBEpLUEHNS YNpaBJIeHYeCKNX AENCTBUIA TOJIbKO C COrlacus 3TUX OPraHoB.

2.6.22. OTTUCK NeYvaTun.

®enepanbHbIN OpraH NCNONHUTENBHOM BAacT UMEET nevaTh C n3obpaxxeHnem FocynapcTeeHHOro repba
Poccunckon ®enepalimm, UHbIE NeYaTy, yKasaHHble B NMOJIOXKEHUN O LaHHOM (hefilepalibHOM OpraHe.
OTTnCK NevaTm c n3obpaxxeHmem FocynapcTeseHHoro repba Poccuinckon ®efepaumy CTaBUTCA Ha
LOKYMeHTax, Tpebytowmx 0coboro yaoCcToBEPEHNS UX NOLJIMHHOCTHW. MpoCTblie Kpyrible nevatn (6e3
n306pakeHns rocyapCTBEHHOW CMMBOJIMKM) CTABATCA Ha KONUSAX LOKYMEHTOB ANS YAOCTOBEPEHUS UX
COOTBETCTBUA NOOJMHHMKAM, OTTUCK NeYyaTyn AO/KEH 3aXBaTbiBaTb OKOHYaHME HaMMEHOBaHWA LOJIKHOCTM
Jimua, NoAnncaBLLero JOKYMeHT.

2.6.23. OTMeTKa 0 3aBEepeHUn Konuu.

[ns 3aBepeHmna COOTBETCTBUSA KONUN LOKYMEHTa NOOJMHHUKY HXe pekBu3uTa "Moanunuck" npocTasasioT
3aBepuTesibHYI0 HaANNCb "BepHo", JO/DKHOCTL LA, 3aBepPUBLLErO KOMUIO, JINYHYIO NOAMUCH,
pacwmngpoBKY NOAMUCH, OATY 3aBEepPeHNS.

Hanpumep: BepHo MHcnekTop cnyxbbl kKaapos JIndHaa nognuce A.M.MeTposa faTa

OTMeTKa 0 3aBEepeHMM KOMnmM yO0CTOBEPAETCSA OTTUCKOM NevaTu hefepasbHOro opraHa NCnoHUTENbHOW
BJIACTMW.

2.6.24. OTmeTKa 06 ucnonHuTene.

OTmeTKa 06 ncnonHuTene LOKyMeHTa NPOCTABAAETCS B JIEBOM HVXKHEM Yry NNLEBOVA NAN 060POTHON
CTOPOHbI NOC/IeAHEro IMCTa NOAJNHHUKA LOKYMEHTA.

OTmeTKa BKJIOYaeT MHULKAIbI, (PaMUINI0 UCTIONIHUTESIA U HOMep ero TeneoHa, HanpuMep:
H.C.MakcmmoBa

334 46 46

Ha poKyMeHTe, NOArOTOBAEHHOM MO MOPYYEHWIO PYKOBOAUTENSA FPYNMNoOn NCNOSIHUTENEN, B 0OTMeTKe 06
NCMNOJIHWUTENe yKa3blBaeTCsa (PaMuing OCHOBHOIO UCMOJIHUTENS.

2.6.25. OTMeTKa 06 UCNONIHEHUN OOKYMEHTa.

OTmeTKa 06 NCNOSHEHUN LOKYMEHTa ¥ HanpaBAeHWM ero B Aes0 BKAoYaeT B cebs cneaylolime AaHHble:
CCbUIKY Ha [aTy U HOMep LOKYMEeHTa, CBULAETENIbCTBYIOLWEro 0 ero UCMOHEHNI, WK MPU OTCYTCTBUM
TaKoro JOKYMeHTa - KpaTKune cBefeHuns ob ncnonHeHun; cnoea "B aeno"; Homep nena, B KOTopom 6yneTt
XPaHUTLCS LOKYMEHT. OTMeTKa 06 NCNONHEHUN JOKYMEHTa 1 HanpaBiAeHWn ero B Aefo NOANUCLIBAETCS U
[aTUPYeTCs UCMOoJIHUTENEM LOKYMEHTa WK PYKOBOAUTESIEM CTPYKTYPHOr0 noApa3fesieHns, B KOTOPOM
NCMNOJIHEH NOKYMEHT.
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2.6.26. OTMeTKa 0 NOCTYMNNEeHUN OOKYMEHTA.

OTMeTKa 0 NOCTYMN/JeHUN AOKYMeHTa B pefiepasibHbl OpraH UCNOJIHUTENbLHON BNACTU COAEPXKMNT
o4YepenHON NOPSALKOBLIN HOMEP U AaTy NOCTYNAeHNs OKyMeHTa (npyn HeobxXxoAnMMoCTH - BpeMms
nocTynneHns). [lonyckaeTcs NpocTaBAsTb OTMETKY O NOCTYMNAEHUN JOKYMEHTa B BUAE WTaMna.

2.6.27. WpeHTUGMKaTOP 31IEKTPOHHON KOMWUW AOKYMEHTA.

NOeHTUPUKaTOPOM 3/1EKTPOHHOM KOMUUN JOKYMEHTa ABASETCSH OTMETKA (KOJIOHTUTYN), NpoCcTaBssemMas B
NIEBOM HUXXHEM YIy KaXXA0W CTPaHWLbl LOKYMEHTa U CoAepiKallias HauMeHoBaHue daiia Ha MallMHHOM
HocuTene, JaTy U Apyrue nouckoBble AaHHbIe, yCTaHaBAUBaeMble B (hefiepaslbHOM opraHe
NCNONHNTENbHOW BAACTMU.

2.7. OcobeHHOCTM NOArOTOBKM 1 0hopMIIEHUS

OTAeJIbHbIX BUAO0B AOKYMEHTOB

2.7.1. MNpukas, pacrnopsxeHue

2.7.1.1. MNpuKazamm 1 pacnopsrKeHnsIMmn ohopMIAITCA pelleHns HOPMATUBHOIO XapakTepa, a TakXXe no
onepaTVBHbLIM, OPraHn3aLMOHHbLIM, KaZPOBLIM U APYrM BONpocaM paboTsl heaepanbHOro opraHa
NCAONHUTENbHOW BACTU.

MpoeKTbl NPMKa30B (pacnopsXXeHuin) rOTOBAT Y BHOCAT NoApasAesieHna Ha OCHOBaHWUM NOpyYeHnI
pykoBoauTensa efepasbHOro opraHa UCNONHUTENbHOW BNAcTK, ero 3amMectutens ambo B MHULMATUBHOM
nopsiake.

MpoeKTbl NPYKa30B N0 KaApOoBLIM BOMPOCaM FrOTOBUT KagpoBas cnyxba Ha OCHOBaHUN COOTBETCTBYIOLLNX
npeacTaBeHUN.

ObecneyeHne Ka4eCTBEHHOW NOArOTOBKM MPOEKTOB MPUKa30B (PacnopsiXKeHUN) 1 nx cornacoBaHme c
3aMHTepecoBaHHbLIMU CTOPOHAMM BO31aralTCa Ha PyKoBoAUTENe NoApa3ae/ieHunin, KOTopble roTOBAT U
BHOCAT NPOEKT.

KOHTPOMb 3@ NPaBWIbHOCTbIO OPOPMIIEHUS NMPOEKTOB NPUKA30B (pacnopsXKeHuin) ocyLecTBnsaeT ciyxba
noy.

2.7.1.2. NpoeKTbl MPUKa30B (pacnops>KeHUn) N NPUAOXKEHUS K HAM BU3NPYIOTCA UCMOSHUTENEM U
pykoBoAuTenem nogpasfeseHns, BHeCWM NpoekT, PYKOBOAMTENSAMN NOAPa3Ae/IeHNI, KOTOPbIM B
NpoeKkTe NpeayCcMaTpUBaOTCS 3alaHUS U NMOPYYEHUS, a TakxKe pykoBoauTenem ciyxbol JOY n
topUAnYecKon Ciyx6bbl (BU3MPYET NPOEKTbl HOPMATUBHLIX NPABOBbLIX akTOB). Bo3pa)keHUs no npoekTy
nprKasa (pacnopsKeHus), BO3HUKatoLMe Npy CorlacoBaHUW, U3naralTcs B CpaBke, KoTopas
npunaraeTcsa K NpoeKTy.

Ecnn B npoLiecce cornacoBaHna B NPOEKT NPYKa3a BHOCATCA U3MEHEHWA MPUHLMUNMANBHOMO XapakTepa, To
OH MOANIEXMUT nepeneyaTke 1 NOBTOPHOMY COr1acoOBaHUI0.

MpoeKTbl NPYKa30B (pacrnopsXeHuin), NpefcTaBaseMble PyKOBOAUTENO Ha NOAMUCH, BU3UPYIOTCA
3aMeCcTuTeNAMN PYKOBOAUTENS B COOTBETCTBUM C pacnpefeneHnem obasaHHoOCTEN.

2.7.1.3. NpoeKTbl NPUKa30B (pacnops>KeHnin) nevyaTaloTCs Ha CTaHAAPTHbLIX 6NaHKax yCTaHOBNEHHOW
(hOpMbl U LOKNALbIBAIOTCA 418 MOANMNCU MPU HEOBXOAMMOCTU CO CMPaBKOM, KOTOpPas AO/KHA COAepXaTb
KpaTKOe U3N0XEeHNE CyTKM nNprKasa, 060CHOBaHMe ero Heo6X0AMMOCTH, a TakXKe CBEAEHNS O TOM, Ha
OCHOBaHWW 4Yero NoAroTOBJIEH NPOEKT U C KeM CorflacoBaH. [laTon npukasa aBaseTcs faTa ero
noAnncaHuns.

MpuKa3bl HyMepyTCA NOPAAKOBON HyMepaLlMen B Npeaenax KajaeH4apHoro rofia; nprkasbl N0 OCHOBHOW
LesATeNbHOCTH, MO JIMYHOMY COCTaBY WU PACNOPSXXEHUS HYMEpYTCS OTAEbHO.

2.7.1.4. Konun npuka3oB (pacnops>KeHWUn) nam nx pa3MHOXXEHHbIE 3K3eMMIAPbl 3aBEPA0OT NeYaThio
cnyx6bl IOY 1 HanpaBAaloT agpecaTaM B COOTBETCTBMU C yKa3aTesleM pacChlikK, KOTOPbIA COCTaBNseTCA
1 NOANUCEIBAETCA ncnonHntenem. Konum oba3aTenbHO HAMpPaBAsOTCS TakXe UCMONHUTENO 1 B CyXOy
Joy.

2.7.1.5. Npuka3s (pacnopsykeHne) MMeeT CeayoLine pekBU3nNTbI:

epb Poccuinckon ®epepauumn.
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HavmeHoBaHve (hefepanbHOro opraHa UCNOJHUTENLHON BAACTM.

HanmeHoBaHMe BMAa OOKYMEHTa - NpUKas.

[laTa n HoMep Npukasa. [JaTa oopmaseTcs COBECHO-LMPPOBLIM CNOCOBOM, HOMEpP COCTOUT M3 3Haka "N"
1N NOPSAKOBOr0 HOMepa NpuKasa.

3arofI0BOK LOJIKEH KPaTKO 1 TOYHO OTparkaTb COAEepXXaHUe TeKCTa npukasa. To4ka B KOHLEe 3arosioBka He
CTaBUTCA. 3ar0/10BOK NneYyaTaeTcs NoayXMPHbIM WPUGTOM Yepe3 1 MeXCTPOYHbIA NHTepBal.

Hanpumep:

06 yTBepXAeHUN BpeMeHHON VHCTPpYyKLUKM No 4enonpon3BOLCTBY

B LLEHTpasibHOM annapaTte ®egepanbHON HaNoroBow CNyXObl

3aronoBoOK K AOKYMeHTaM, 0pOpMIEHHbIM Ha B1aHKax C MPOAO0JIbHBLIM PAaCMON0XKXEHNEM PEKBU3NTOB,
BbIPAaBHWBAETCA MO LIEHTPY.

Pacrnops»keHuns, Kak NpasBwuJsio, 3arojioBKa He UMeoT.

TeKCT OTAeNAeTCs OT 3arofoBKa 2-3 MEXCTPOYHbIMM MHTEpPBaNaMM U NevyaTaeTcs wpudTom pasmepom N
14 yepes 1,5 nHTepBana OT NEBON rPaHMLLbl TEKCTOBOIO MOJSIS U BblpaBHUBAETCA MO JIEBOW 1 NPaBon
rpaHuLam TekCToBoro noss. Mepeas cTpoka ab3ala HaYMHAETCA Ha paccTosHUK 1,25 cm oT neson
rpaHunLbl TEKCTOBOIO MO,

TeKCT NpuKasa MOXET COCTOSATb U3 2 YacTew: KOHCTaTupytowen (npeambynbl) 1 pacnopagnTebHON.

B KOHCTATMpPYIOLLEN YaCcT KPaTKO M3araloTcs Lenu v 3agadu, @akTbl U COObITUS, MOCTYXMBLUNE
OCHOBaHMEM N5 n3daHus npukasa. OHa MOXeT HauYMHaTbCs cloBaMu "B Liensax”, "Bo UCNOSHeHWe" 1 T. 4.
Ecnn npukas n3gaeTcsd Ha OCHOBaHWM LPYroro AOKYMEHTa, TO B KOHCTaTUPYIOLWEN YacTh YKa3blBalOTCH
HaMMeHOBaHME 3TOro JOKYMEHTa B POAUTEIbHOM Nafexe, ero aBTop, gaTta, HOMEpP 1 3arosioBoK.
Mpeambyna B MpoeKkTax NPMKa30B 3aBepLUaeTCs C/IOBOM MPMKa3biBalo, KOTOPOE NevyaTaeTcs B pa3psaky.
PacnopaguTenbHasa 4acTb OOJHKHA COAepXXaTb nepedncieHme npeanncoiBaeMbiX LENCTBUN C yKa3aHNeM
NCMNOJIHNTENSA KaXXA0ro AeNCTBMSA 1 CPOKOB UCMONHeHNS. PacnopaanTenbHasa YacTb MOXET AEeUTLCS Ha
MYHKTbI 1 MOAMNYHKTbI, KOTOPLIE HYMepYTCS apabckumm uudpamu. [eincTBus 04HOPOAHOr0 XapakTepa
MOryT BbITb MepeyncneHbl B 04HOM NYyHKTE. B Ka4yecTBe MCMONHUTENEN YKa3bIBaAlOTCA CTPYKTYPHbIE
noapasfeneHns Uan KOHKPETHbIE AO/MKHOCTHbIE Anua. MocnegHUn NyHKT pacnopsaanTebHOM YacTu
MOXET Coflep)XaTb CBEAEHNS O NOAPA3AENEHUN NN OOHXKHOCTHOM JiMLLE, HA KOTOPOEe BO3JlaraeTcs
KOHTPOJIb 3a UCNOJSIHEHNEM MNPUKa3a.

Ecnv npukas n3mMeHseT, OTMeHAET UM OOMNOSHAET paHee U34aHHbIN LOKYMEHT UM Kakne-TO ero
MOJIOXKEHUS, TO OAUH U3 MYHKTOB PacrnopsaAnTeNbHOM YaCTu TEKCTa AOJ/DKEH COAEP)KaTb CCbINIKY Ha
OTMEHSEMbIN [OKYMEHT (MYHKT LOKYMEHTa) C yKa3aHWeM ero AaTbl, HOMepa U1 3arofioBka. TeKCT MyHKTa
LOJDKEH HayMHaTbCAa cnoBamu "flpu3HaTb yTpaTUBLLKUM Cuiy...".

B npuka3s He cneayeT BKAYaTb NYHKT "Mpuka3 oBecTn 4o ceefeHmns...". MoapasgeneHms (LOMKHOCTHbIE
mua), 0o CBeAeHMA KOTOPbIX LOBOAUTCS MPUKas, NepedncasioTca B yKasaTene pacchblfiku, KOTOPbI
NCNONHUTESIb FOTOBUT BMECTe C NPOEKTOM NpuKasa.

Bu13bl BKAOYAOT JO/DKHOCTU BU3UPYIOLLKX, INYHbIE NOANNCK, paclungpoBKy nognucen n gaty. Mecto
pacnosioXXeHNs BU3 aHa0rMYHO MX PaCroNOXEHWUIO Ha YKa3ax (pacnopsxeHusax) MpesungeHTa Poccninckon
depnepauymm.

Mognucb COCTOMT U3 HAUMEHOBAHUSA AO/KHOCTW AnLa, NOAMUCABLLEro AOKYMEHT, JIMYHON MNOAMNCKA 1
pacwnpoBKU NOANNCK (MHMLManNbI, haMnuans).

HavMeHoBaHMe fOMKHOCTM NeYyaTaeTcs OT 1I€BOW FPaHULbl TEKCTOBOMO NMOS, MHULMALI U (haMununsg - oT
npaBoW rpaHnLbl TEKCTOBOro MoJis.

MprKasbl (pacnops»xeHns) NoANNCLIBAET PyKOBOANTENb (hefepasibHOr0 OpraHa UCMOHNTENbHOW BAacTy, a
B €ro OTCYTCTBME NNLIO, €r0 3aMeLlatoLLee.

MpunoxxeHnsa K Nprukasy BU3MPYIOTCA PyKOBOAUTENEM CTPYKTYPHOro nogpasaeneHuns, noaroTosMBLLEro
NpoekT. Mpn HaNNYNN HECKONBKUX NPUIOXKEHNIA OHWN HYMepYIOTCA. BHeCeHne n3MmeHeHnin B NoANNCaHHbIN
NpuKas, pacnopskKeHne, a Tak>Xe B COrnacoBaHHbIA MPOEKT AOKYMEHTA He J0MyCKaeTcs.
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2.7.1.6. CoBMeCTHble NpuKa3bl heaepasnbHbiX OPraHoOB MCMOJHATENBHON BAACTX NeYyaTaTCs Ha
CTaHAAPTHbIX McTax bymaru popmata A4 (210 x 297 Mm).

Mpun ohopMsieHn COBMECTHOrro npukasa:

HavMeHoBaHWs hedepasnbHbIX OPraHOB UCMOJHUTENLHON BAACTW pacnonaratloTcs Ha O4HOM YPOBHE;
HavMeHOBaHVe B1Aa LOKYMEHTa - NpuKas - pacrnosaraeTcs LeHTPOBaHHO;

[aTa COBMECTHOr0 Npukasa - einHas, COOTBETCTBYET AaTe 6onee no3gHen NoANNCH;

perncTpaLmoHHbIN HOMEp LOKYMEHTa, COCTAB/IEHHOr0 COBMECTHO ABYMS 1 Bosee opraHu3auusamMm, CocTonT
N3 perncTpaunoHHbIX HOMEPOB AOKYMEHTA KaXX4O0W 13 3TUX OpraHM3aunin, MpoCcTaBAseMbIX Yepes KOCYyHo
4yepTy B NOPALKe yKa3aHWs aBTOPOB B LOKYMEHTE;

NoAnucK pykosoauTenen enepasbHbIX OpraHoB UCMOJHUTENBHOW BACTU PacrnonaratoTCa HUXKe TeKCTa
Ha OHOM ypOBHe.

O6pa3ubl ohopMaeHUS NPUKA30B U PACNOPSXKEHUA NpUBEAEHbI B NpunoxxeHusx N 5-7.

2.7.2. MonoxeHne, Npasunia, NHCTPYKLKNA

2.7.2.1. TlonoXeHne NpuHMMaeTCs B TOM CJly4ae, ec/ii B HeM yCTaHaBMBAOTCSA CUCTEMHO CBA3aHHbIe
Mexxgy coboi npasuna No BONPOCaM, OTHECEHHbLIM K KOMMNETEHLNN (hefepalibHbiX OpraHoB
NCNONHNTENIbHOWN BIACTW.

B npaBumnax ycTaHaBAUBAOTCA HOPMbI 1 TpeboBaHus, oba3aTenbHble 419 BbINOJHEHNS.

B MHCTPYKLMM n3naraeTcs NOpsAoK OCYLLECTBAEHUS KaKoN-Nnbo AeaTeNbHOCTM Unn NOPSAA0K NPUMEHEHNS
MOJIOXKEHWUA 3aKOHOAATENbHbIX U UHBIX HOPMATUBHbIX aKTOB.

MonoxeHns (NpaBunaa, UHCTPYKLMIN) MPUMEHSAIOTCS KakK CaMOCTOATESIbHbIE MPABOBbIE aKThbl, KOTOPbIE
NOAMNUCHIBAIOTCA PYKOBOLAUTESNIEM, UM KaK aKTbl, yTBEpXKAaeMble heepasibHbiM OPraHoOM UCMONHUTENbHON
BJIACTW; YTBEPXAEHNE ohopMIaeTCs B hopMe rpuda yTBepXAeHUA Uin NyTeM n3gaHus
pacnopsanTeNbHOr0 AOKYMEHTa 00 UX yTBEpP)KAEHUN. PelleHne 0 NopsiaKe NPUHATUS MONOXEHWIA, NPaBWA
N MHCTPYKLUUIA HAXOAUTCS B BeleHUN hefepasibHOro opraHa UCNOAHUTENbHOW BAacTy.

2.7.2.2. Nopagok NoaroTOoBKM NPOEKTa NOM0XKEHUS (NpaBu, MHCTPYKLUKN) COOTBETCTBYET 0bLLEMY
nopsaKy NoAroTOBKW NPOEKTOB HOPMATUBHbBIX aKTOB.

2.7.2.3. TeKCT npoeKTa NoJoXeHNs (MpaBuJl, MHCTPYKLMM) nevaTaeTcs Ha obuiem bnaHke epepanbHOro
opraHa NCNOAHUTENbHOWN BNacTU. ECAIM NpOeKT NonoXKeHus (Npasun, MHCTPYKLUMKN) yTBEP)KOAETCA
pacnopsanTenbHbIM JOKYMEHTOM, TO NOJI0XKEHMe (MpaBuia, MHCTPYKLMSA) nevYaTaeTca Ha CTaH4AapTHOM
nucTte bymaru chopmaTa Ad.

TeKkCT usnaraeTcs oT TPETbero Jnua eMHCTBEHHOr0 Ui MHOXECTBEHHOr 0 Y1ca. B TekcTe ncnosib3yoTes
cnoBa: "gomkeH", "cnegyeTt", "Heobxoamnmo", "3anpellaetcs”, "He gonyckaeTcs".

3arofI0BOK K TEKCTY NOJIOXKEHUS (MpaBu, MHCTPYKLUKN) OTBEYaeT Ha Bonpoc "O 4yem?"; 3arofioBoK K
NHCTPYKLMK, CofepKaLllen JOSKHOCTHble TpeboBaHMA 1 NOPSAAOK NpoBeaeHns paboT (4oKHOCTHas
WNHCTPYKLUMA), 0TBEYaeT Ha Bonpoc "Koro?" (40MKHOCTHAsA MHCTPYKLUNSA F1aBHOro CneumnanmcTa).
KoHCTaTupyloLLEen HYaCTbio MON0XKEHNS (NPaBWUI, UHCTPYKLMKN) CAYXNUT pasgen "Obwme nonoxeHns", B
KOTOPOM YKa3bIBalOTCA OCHOBaHUS pa3paboTKu, 0CHOBHOE Ha3Ha4YeHNe HOPMATKMBHOIO akTa 1 cepa ero
pacrnpocTpaHeHuns, 0TBETCTBEHHOCTb 3a@ HapyLUeHMe YCTaHOB/EHHbIX MPaBua U TEXHOIOM ).

OCHOBHOW TEKCT NOJIOXKEHUS (MpaBu, MHCTPYKLNN) MOXET AEANTbCA Ha F1aBbl, MYHKTbI U MOANYHKTLI.
NaBbl 4OJKHbI UMETb Ha3BaHWUS.

[NaBbl HYMEPYTCA pUMCKUMU LndpamMn. Hymepaumsa NyHKTOB U NOAMNYHKTOB NPOM3BOANTCSA apabcknumu
unpamum.

ObpaseL, 0hopMIEHNS NONOXKEHUS NPUBELEH B NpuoxxeHun N 8.

2.7.3. MpoTokon

2.7.3.1. TIpOTOKOJ1 COCTaB/IAETCA Ha OCHOBAHMWM 3anncen, NPonU3BeleHHbIX BO BpeMs COBeLLaHuns
(3acepaHug), NnpefCTaB/eHHbIX TE3UCOB AOKNALO0B W BLICTYMNEHWUA, CNPABOK, MPOEKTOB peLleHnin n ap.
2.7.3.2. B henepanbHbiX opraHax MCAOJHUTENLHON BAACTX NPOTOKObI MOFYT N34aBaTbCsA B MOJHON MK
KpaTKow popMe, Npu KOTOPOIM OMyCKaeTCa xoh 06CyXaeHna Bonpoca U (MKCUPYETCSA TONbKO NPUHATOE Mo
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HeMy peLleHune.

2.7.3.3. TeKCT NOJIHOro NPOTOKOJIa, Kak Npasufio, COCTOUT U3 ABYX YaCTel: BBOAHOWN N OCHOBHOM.

B BBOOHOW 4aCTu yKa3biBalOTCA:

Mpepcenatens unu MpeacenaTensCTBYOLWNN

CekpeTapb

MpucyTcTBOBaAM (NOAYEPKMBAETCS) - CMUCOK NPUCYTCTBOBABLUMX MW OTCbINIKA K MpuJiaraemMoMy Crncky
NPUCYTCTBOBABLUMX, €CAN UX KONNYECTBO MpeBbIlaeT 15 YyesoBex.

BBOAHAasA YaCTb 3aKaH4YMBaAETCA NOBECTKOMN AHA - NepeyeHb pacCMaTPUBAEMbIX BOMPOCOB, MEPEYNCIEHHbIX B
NOPSAKE MX 3HAYMMOCTU C YKa3aHWeM OOKJIaA4MKa N0 KaXKA0MY MYHKTY NOBECTKU AHS. KaX 4kl BOMPOC
HyMmepyeTcs apabCKon LnGpPon 1 ero HaMMeHoBaHNe HavyuHaeTcs ¢ npegsora "0" ("06"), koTopoe
neyaTaeTCs OT rpaHuMLbl IEBOro Nons.

OCHOBHa$ YacTb NPOTOKOJIa COCTOMT 13 pa3fesioB, COOTBETCTBYIOLWMX NMYHKTaM MOBECTKN OHSA. TEKCT
Ka)XK4oro pa3gena CTpoUTCA No CXeMe:

CNYLIANN - BEICTYNUIW - TOCTAHOBW (PELLUWIN).

OCHOBHOE cofep)XaHue OOKNAA0B U BbICTYMIEHNA MOMELLAeTCa B TEKCTE MPOTOKOMA WK NpuiaraeTcs K
HeMy; B NOCJIeAHEM CJly4ae [eslaeTCa B TEKCTe CHOCKA "TeKCT BbICTyneHnsa npuiaraerca”.
MocTaHoBsIEHUNE (peLleHne) B TEKCTE NPOTOKOMNA NeYaTaeTCsa NOJHOCTbIO; Npu HeEO6X0AMMOCTM NPUBOAATCS
NUTOrM rOSI0COBaHUS.

CopeprxaHune 0coboro MHeHUS, BbICKa3aHHOI0 BO BpeMs 06CyXAeHWs, 3aNnCbiIBaeTCA B TEKCTE NPOTOKOA
nocjie COOTBETCTBYHOLLLErO MOCTAaHOBAEHUS (peLLeHns).

2.7.3.4. TeKCT KpaTKOro NpOTOKOJ1a TakXXe COCTOUT M3 [BYX YacTewW. B BBOLHOM YaCcTW YKa3blBalOTCH
NUHUUMaNbI 1 hamuans npeacenaTenbCTBYOWEro (Npeacenatens), a TakxKe LOHKHOCTW, MHULMabI,
haMuamm nuy, NPUCYTCTBOBABLUMX Ha 3acefaHuu.

Cnogo "lMpucyTcTBOBaAN" NevyaTaeTCsa OT rpaHULLbl 1€BOr0 MOJIA, NOAYEPKMBAETCSH, B KOHLLE C/10Ba CTaBUTCA
ABoeTo4ne. Humxe yKasblBaloTCA HAMMEHOBAHNS LOMKHOCTEN, NHULMASbLI U PaMUany NPUCYTCTBYIOLWNX.
HavmeHoBaHMS AO/MKHOCTEN MOTYT yKa3biBaTbCA 0606LLEHHO, HanpuMep:

3aMecTnTenb MMHNCTPa KyJIbTYPbl 1 MAacCOBbIX KOMMYHUKaLMin Poccniickon depepaunu;

3aMecTuTenn pykosoautens ®egepanbHOro apxmMBHOrO areHTCcTBa Poccunckonm ®epepauuu.
MHOroCTpOYHbIe HAMMEHOBAHNS LO/MKHOCTEN NPUCYTCTBYIOLMUX YKa3blBalOTCA Yepe3 1 MeXCTPOYHbIN
NHTepBa.

Cnncok oTaenseTcs oT OCHOBHOW YaCTU NPOTOKOJa CMJIOLHON YepTOoN.

OcHOBHa#s YaCTb MPOTOKOJ1a BKAOYAET pacCMaTpUBaeMble BOMPOCH! U MPUHATLIE MO HUM peLleHWs.
HanmeHoBaHMe BOMpoCa HyYMepyeTCs pUMCKOW LIMPON 1 HauymHaeTca ¢ npeanora "0" ("06"), neyaTaeTcs
LeHTpoBaHHO pa3mepoM wpugTa N 15 n nogyepknBaeTcs 04HON 4epToW HKe nocnenHen CTpoku. Mog
4epTON YKa3blBalOTCA (DaMUANK LO/MDKHOCTHBIX WL, BLICTYMMBLUMX NPY 06CYXXAEHNM AaHHOr0 BOMpOCa.
damMninmm nevaTaloTCsa Yepes 1 MeXCTPOYHLIN NHTepBa.

3aTeM yKa3blBaeTCsa NPUHATOE MO BOMPOCY peLleHune.

2.7.3.5. TIpOTOKOJI NOANMCBLIBAETCA NpefcefaTe/IbCTBYIOWMM Ha 3aceflaHnn 1 cekpeTapeM. [aTon
NPOTOKOJa ABASETCA AaTa 3acefaHuns.

MpoToKoaM NPUCBaNBaOTCA NOPSALKOBLIE HOMEPa B Npedenax KaJeHO4apHoro roga oTAeIbHO Mo KaxXkaow
rpynne NpoTOKO0B: NPOTOKOJIbI 3acefaHnin KONNErnm, MPoTOKObl TEXHUYECKMX, HaYUYHbIX 1 SKCNEPTHbIX
COBETOB 1 Ap. [IPOTOKOJIbI COBMECTHbIX 3aceaHnin UMelT COCTaBHble HOMepa, BKoYatoLwme nopsagkosble
HOMepa MPOTOKO/OB OpraHn3aLmi, NPUHUMABLLMX y4acThe B 3acedaHunu.

Homepa nocTaHOBAEHN (peLleHnin), NPUHATBIX Ha 3acedaHnsiX, COCTOAT M3 HOMepa NPOTOKONa, HOMepa
paccMmaTpMBaEMOro BONPOCa B MOBECTKE AHSA 1 NOPAAKOBOro HOMepa NocTaHOBNEHNS (pelleHuns) B
npegesax Bonpoca.

K HoMepaMm NpoTOKOJI0B 1 NMOCTAaHOB/IEHNI (peLleHnin) MoryT NpnbaBnsaTbCs ByKBeHHbIE KOabl B
COOTBETCTBUM C MOMCKOBOW CUCTEMON, MPUHATON B hefepasibHOM OpraHe NCMOAHUTENbHOW BNACTHU.
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2.7.3.6. Konum npoToKoN0B Npu HEOH6X0AMMOCTW PacChiNaTCs 3aUHTEPECOBAHHbBIM OpraHn3aLmam un
LLO/MKHOCTHBIM SlMLlaM B COOTBETCTBUM C yKa3aTesleM pacChliKK; yKa3aTe b COCTaBAsSeT U noanuceiBaeT
OTBETCTBEHHbIN NCNONHUTENb NOApa3AeneHns, roTOBMBLLEr0 pacCMOTPeHMe Bonpoca. Konum npoToKosioB
3aBepsATCA nevaTblo cyxbbl JOY.

MpuHATLIE pelleHns LOBOAATCA A0 UCNONHUTENEN B BUAE BbINUCOK N3 NPOTOKOJ/I0B, KOTOPbIE OPOPMASAIOTCS
Ha COOTBETCTBYOLWEM BaHKe 1 3aBepsalTCs nevaTbto cyxobbl JOY.

2.7.3.7. NIpOTOKO/bI MeYaTalTCa Ha CTaHAapTHOM 6iaHKe NpoTokona pasmepom wpnudTta N 14 nnm Ha
obuwem bnaHke henepasbHOro OpraHa UCMONHUTENbHOW BRacTu hopMaTa A4 1 nMeloT cienytoLlne
PEKBU3UTbI:

HavmeHoBaHve fokymeHTa - cioBo [1P O T O K O J1 nevyaTaeTcsa OT rpaHULbl BEPXHEro rnoJif MPOnucHbIMK
bykBamMu B pa3psanky, NoJY>XUPHbIM WPUDTOM pa3mepom N 17 1 BblpaBHMBAETCS MO LEEHTPY.

Bup 3acefaHns, coBelLaHUs - OTAENAeTCS OT nNpeablAyLero pekBm3nTa 2 MeXXCTPOYHbIMU UHTepBasiiaMu,
nevyaTaeTCs MoNY>XXUPHbLIM WPUPTOM Yepes 1 nHTepBan 1 BbIPaBHMBAETCA MO LEHTPY.

MecTo NpoBefeHNs 3acefjaHns, COBELLAHUS - yKa3biBaeTcs (Mpm HeobXoAMMOCTH) Y KOro NPOBOAMTCA
COBeLlaHue, BbIpaBHUBAETCA MO LLeHTPY U OTAENseTCs 0T PeKBU3NTOB "aaTta" n "Homep" NnpoToKosa
JINHENKON.

[JaTa 1 Homep npoTokona. Jata 0hopMIAeTCa CI0BECHO-LMMPOBLIM CNOCOBOM 1 NevaTaeTcs Yepes 2
MeXXCTPOYHBIX MHTEPBaa HMXKe NpeablayLwero peken3nTa. Homep NpoTokoia nevyaTaeTcs apabckmmum
umdpamm n coctomT 13 3Haka "N" 1 NOPsSAKOBOro HoMepa NPOTOKOa.

OCHOBHas 4acCTb NPOTOKOMA NevyaTaeTcs Yepes 1,5 MeXXCTPOYHbIX MHTEepBana.

MoAnncb OTAENAETCA OT TeKCTa TPEMS MEXCTPOYHBIMU NHTEPBAJIaMN U BKJIlOYaeT HaMeHOBaHMe
LOJDKHOCTM nLa, npeacefaTensCTBOBABLUEro Ha 3acefjaHuny (CoBeLLaHum), ero IMYHY0 NoANUCh,
pacwngpoBKY NoanMcK (MHULMaNbLI U hamMuinio).

HanmeHoBaHWe LOMKHOCTY NevyaTaeTCsa OT NEBON rPaHuLLbl TEKCTOBOI0 Moss Yepes 1 MeXXCTPOUHbIN
WHTepBaN N LEHTPUPYETCS OTHOCUTENIbHO CaMOW AJNHHON CTPOKMN.

Paclwundposka noanucu pacnonaraeTcs Ha YPoBHE NocsieiHEN CTPOKM HAaUMEHOBaHUA LOJIKHOCTHY C
npobenom mexagy nHnumnanamu n amuanen. NMpu opopmaeHnn paclinpoBKN NOANUCK, BKIKOHAIOLLEN
TONBLKO UHMLMAN UMeHN 1 haMuanio, Npoben Mexay TOYKON Nocse NHMLMaNa MEeHN 1 paMuanen He
cTaBuTcs. NocnegHssa 6yksa B paclUMgpoBKe OrpaHM4MBaAETCS NPaBbIM NOJIEM.

Obpa3sel, ohopMAEHNS NOSIHOTO MPOTOKONA NpUBeEH B npunoxerHun N 9.

ObpaseL, ohopMaeHNa KPaTKOro NpoToKoa npuseneH B npunoxexum N 10.

2.7.3.8. lNpu peLueHnm npaBoBbIX HOPMATUBHLIX BONPOCOB hefepasibHble OpraHbl UCANOJHUTENBHON BAACTY
B Npenesiax CBoen KOMNeTeHUUN N3[atoT NOCTaHOBJIEHNS KaK CaMOCTOATESIbHblEe OOKYMEHTHI.
OcopMieHne peKBM3NTOB MOCTAHOBEHNS @aHaNOrMYHOo n. 2.7.1.6 faHHOW TUNOBON NHCTPYKLMK
(npunoxxeHune N 4).

2.7.4. CnyxebHble nucbMa

2.7.4.1. CnyxebHble nucbMa denepasnbHbIX OPraHoB NCMOJHUTENBHON BNACTW FOTOBSATCS Kak:

OTBETbI 0 BbINOJIHEHUN NopyyeHui Mpe3naeHTa Poccunckon ®epepaumm u MNpasntenbcTsa Poccuinckom
depnepauymnu;

0TBETHI (hefepabHblX areHTCTB U pefepasibHbIX CNY>XO Ha NOPYYEHNS MUHUCTEPCTB;

ncnosiHeHue nopyyeHun MpesnaeHta Poccninckon Gegepaunn n MpasuTenbcTea Poccuinckon ®egepaumm
no obpalleHnsaM rpaXkaaH no BONpoCcaM, OTHOCALLMMCS K KOMMNETEeHLUUN efepasbHbIX OpraHoB
NCNONHUTENLHOW BRaCcTU;

COMPOBOANTENbHbBIE MNCbMa K MPOEKTaM 3aKOHOAAaTebHbIX akToB Poccminckon ®epepaunm, NnpoekTam
akToB lpe3naeHTa Poccunckon ®epepaumm n aktos MpasutenscTBa Poccunckon ®epepaumnu;

OTBETbl Ha 3anpoChl Pa3/IMYHbIX OPraHn3aL i, NPpeanpuaTUA N YacTHbIX UL,

NHULMATUBHbIE MNCbMA.

2.7.4.2. CpoKM NOAFOTOBKM OTBETHbIX MNCEM YCTaHaBIMBAKOTCA Pe30JIOLNEN PYKOBOAUTENA Ha OCHOBaHMU
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NUMEILLNXCA CPOKOB UCMOHEHNS NOPYYEHWUI, 3aMPOCOB UM MO PeLLEHNIO aBTOPa Pe30JloLmn.

TeKCTbl OTBETHbIX NUCEM L0JKHbI TOYHO COOTBETCTBOBATL NMOPYYEHUSAM, 3a(hMKCUPOBAHHBLIM B Pe30J1toLnn
pykosoauTens. CpoKu NMoAroTOBKY MHULMATUBHBIX MUCEM OMPeLeNiatoTCsa PYKOBOAUTENAMU CTPYKTYPHbIX
nogpasaeneHunn.

2.7.4.3. CnyxebHble NMcbMa NeYvaTaloTCsa Ha CTaHAApTHbIX 6naHkax opmaTa A4 unn A5; N3rotossieHne
6n1aHKoB nucem ¢ n3obpaxxeHnem MocygapcTeeHHoro repba Poccuiickon ®epepaumm cpeacTeamm
3N1€KTPOHHO-BbIYNCAUTENLHON TEXHUKN 3anpeLLaeTcs.

CnyxebHble nucbMa, NOANUCbHIBaEMbIE PYKOBOAMTENAMU ABYX U Bonee heaepanbHbIX OpraHoOB
NCMONHUTENLHOW BNAcTK, 0OPOPMASIOTCSA Ha CTaHAAPTHOM nncTe Bymarn opmaTa A4, Mpn 3TOM AaHHbIE 0
HauMeHOBaHWKW hefepanbHbiX OPraHOB UCMNOJIHUTENIbHON BAACTK, NOAMNNCABLUMX MUCbMO, BKIOYAIOTCS B
HauMeHOBaHMe OO/HKHOCTU B PeKBU3MTe "noanmce".

Mpwn ohopmneHnm NucbMa Ha ABYyX 1 Bonee cTpaHULax BTopas 1 nocneaytowime CTpaHuLbl HYMepyTCs No
cepeauvHe BEPXHEro noas Ancta apabCckumm undpamu.

Cny>xebHoe nmucbMo heaepabHbIX OPraHoOB UCMOAHUTENLHOW BNACTKW, HanNpaBisgeMoe BHYTPW CTPaHb,
COCTaBSAETCS Ha PYCCKOM fA3blKe. TeKCT cayxebHoro nncbma, Kak NpaBuio, LOMKEH KacaTbCA OLHOro
BOMpPOCa WM HECKOJIbKMX BOMPOCOB, €C/IN OHM B3aUMOCBA3aHbl U ByayT pacCMaTprBaTbCS B OAHOM
CTPYKTYPHOM MoApasfefieHun opraHnsaunm-agpecaTa.

2.7.4.4. TekCT NncbMa n3siaraeTcs ot 3 nua egMHCTBEHHOr0 Yncia.

Hanpumep:

"MWHUCTEPCTBO cyMTaeT...", "GefepanbHOe areHTCTBO paccMoTpeno..."

Ecnm nucbmMo opopmneHo Ha BnaHke AOMKHOCTHOrO NnLa, TO ero TeKCT n3naraeTca ot 1 avua

, "Hanpasnso...".

TeKCT NUCbMa, Kak NpaBmao, COCTOMT U3 ABYX YacTeil. B nepBon 4acTu n3naraloTca NpuyYmMHa, OCHOBaHUe
nnv 060CHOBaHME COCTaBEeHNS NUCbMa, MPUBOAATCS CChIIKN Ha AOKYMEHTHI, SBAAIOLLINECH OCHOBAHNEM
NoAroTOBKM NCbMa. Bo BTOpo YacTu, HaymHatowencsa ¢ ab3aua, NOMeLaTCa BbIBOAbI, NMPEAJSIOKEHNS,
npockbebl, peleHna n T. 4.

2.7.4.5. laTa nncbMa - faTa NPUHATMA pelleHns, 3apuKCMpoBaHHOro B TeKcTe. [laTon NMcbMa ABNAeTCS

eMHCTBEHHOr 0 Y1cna: "npoLuy...

faTa ero noanucaHuns.
Mpaso noanucy cny>xebHbIX NMCEM YCTaHABIMBAETCA B NMOJIOXKEHUUN, B TOM YUCE B MOSI0XKEHNAX O
CTPYKTYPHbIX NOAPa3aeneHnsax, B LOHKHOCTHbLIX MHCTPYKLUNAX U B AOJKHOCTHbLIX perfiaMeHTax; B
Ha3BaHHbIX OKYMEHTax [0/KeH OblTb NpeayCMOTPEH NOPSAA0K NOANUCAHNS NPU OTCYTCTBUN
PYKOBOASALLNX LOMKHOCTHBIX ANL,

[ll. OpraHm3auuns ookymeHToobopoTa

N NCNOJIHEHUS LOKYMEHTOB

3.1. OpraHusauuns fokymeHToobopoTa

3.1.1. IBu>XeHne OOKYMEHTOB B pefepasibHOM OpraHe UCNOJIHUTEIbHON BAACT C MOMEHTa UX CO34aHuns
WAV NOJTyYEHNA [0 3aBEPLUEHNS UCMOJHEHUS UK OTNPaBKKU 0b6pa3yeT OOKYMeHTO060pOT.

3.1.2. MopsaoK NPOXOXAEHNS OKYMEHTOB 1 OnepaLmmn, Npou3BoAnMbIE C HAMK B hefepanbHOM OpraHe
NCNOJIHNTEIbHON BNIACTW, periaMeHTUpyrTcs TUNoBbIM perfaMeHToOM B3auMOAENCTBINS befepanbHbIX
OpraHoB UCMONHUTENLHON BNACTW, YTBEPXKAEHHLIM MOCTaHOBNAEHWEM [paBUTeNbCTBa POCCMINCKO
®epepaumm ot 19.01.2005 N 30 (CobpaHue 3akoHomaTenbcTBa Poccuinckon ®egepaumm, 2005, N 4, cT.
305), TunoBbIM pernamMmeHTOM BHYTPEHHEN OpraHu3auumn deaepasnbHbiX OPraHoB NCMOJIHUTENLHON BNAaCTH,
yTBEPXXAEHHbIM NOCTaHOBNeHNEM MpaBuTenscTBa Poccninckon depepauun ot 28 niona 2005 r. N 452
(CobpaHue 3akoHomaTenbCcTBa Poccuinckon ®epepaumm, 2005, N 31, cT. 3233), UHCTPYKLMEN MO
L,Ee710NPOM3BOACTBRY, pPeraMeHToM pefepasibHOro opraHa UCMOJHUTENLHOW BlacTu, Tabenem
YHUULNPOBAHHBIX (HOPM AOKYMEHTOB, MOJIOXKEHNSAMMN O CTPYKTYPHbIX NOoAPa3aeNeHNsX, LOJHKHOCTHLIMN
WUHCTPYKLUMAMU N AOJHKHOCTHBIMU periaMeHTamu.

3.1.3. Mpu npuMeHeHUn B hefepanbHbIX OpraHax UCNOJIHUTENbHON BIACTW 31EKTPOHHOM O
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noKymeHToobopoTa ciyx6bon LOY coBMecTHO co cnyxboi aBToMaTM3auumn pa3pabaTbiBaloTCS MapLUPYThI
ABVKEHUS LOKYMEHTOB.

3.2. OpraHm3auma LOCTaBKN LOKYMEHTOB

3.2.1. [locTaBKa OOKYMEHTOB B (hefilepalibHbl OpraH UCMOJIHUTEIbHON BIACTW OCYLLECTBIAETCS, Kak
npaBsunio, cpeacTBaMm NOYTOBON, DENbABErEPCKON N INEKTPUYECKON CBA3N.

C nomoLLbto NOYTOBOM CBA3MN B (hegepanbHbll OpraH NCMONHUTENbHOW BAAaCTU JOCTaBASETCA NMUCbMEHHas
KOPPEeCMNoHAEHLMSA B BUIE MPOCTbIX Y PETUCTPUPYEMBIX MUCEM, MOYTOBbLIX KapTo4ek, baHaeponen n Menknx
MakeToB, @ TaKXXe nevyaTHble n3gaHua.

3.2.2. o KaHaJlaM 371eKTPMYeCKon CBA3M NOCTYNAKT: TenerpamMmmel (TeneTannorpamMmmel), hakcorpaMmmbl,
TenedoHOrpaMMmsbl, 31€KTPOHHbLIE LOKYMEHTHI.

3.3. Mpuem, obpaboTka 1 pacnpeneneHne

NoCTynamwLwmx JOKYMEHTOB

3.3.1. [lokyMeHTbl, NocTynatwoLme B heaepasbHblil opraH NCMOAHUTENbHON BNACTU Ha ByMaXHbIX
HOCMTENAX, NPOXOAAT NePBUYHYI0 06paboTKy, NpeaBapuTesibHOE PaCCMOTPEHMNE, PErMCTPaLIo,
pacCMOTpEeHne pyKOBOACTBOM M AOCTaBAAOTCA NCAOJHUTENSAM.

Mprem n nepenyHas 0bpaboTka JOKYMEHTOB OCYLLECTBAAIOTCA paboTHUKamMn cnyxbel JOY.

KOHBEpPTbI C AOKYMEHTaMW BCKPbIBAOTCA (3@ MCKOYEHNEM KOHBEPTOB C MOMETKON "Nn4YHO"), MpoBepseTcs
NPaBWALHOCTb AOCTABKU, LLeIOCTHOCTb YNaKOBKMN AOKYMEHTOB. OWMO0YHO AOCTaBNIEHHbIE OKYMEHTSI
nepeckINatTCa No NPUHAZIEXHOCTU WX BO3BPALLAOTCS oTnpaBuTeo. MNpun oTCyTCTBUM Ha AOKYMEHTE
agpeca OTNpaBUTENS KOHBEPT MpuaaraeTcsa K LOKYMEHTY.

Mony4YeHHbIN LOKYMEHT PErncTpupyeTcsa B PErncTpaunoHHO-KOHTPOIbHON hopMe (Lasiee UMeHyeTCs -
PK®). Ha nony4eHHOM fOKYMEHTE NPOCTaBASeTCA PErNCTPaLUMOHHbINA WTaMn. PErncTpaLMOHHbIN LWTaMmnm
NPOCTaBASETCS B NPABOA HUXKHEN YaCTW JIMLLEBON CTOPOHbLI MEPBOM CTPaHULbI 4OKYMEHTA.
PerncTpaumnoHHbIN WTamMn COAEPXKMUT COKPALLEHHOE HaMeHOBaHMe heLepanbHOro opraHa
NCNOJIHNTENIbHON BIACTW, AaTy U PerucTpauoHHbIN HOMep.

3.3.2. [lokyMeHTbl, agpecoBaHHble PYKOBOACTBY (heepasibHOro opraHa UCNOJHUTENbHON BNACTK, @ Takxe
6e3 yKa3zaHMa KOHKPETHOro AnLa uan CTPYKTYPHOro NoapasaeneHmns npeaBapuTensHoO pacCMaTpMBatoTCA B
cnyxbe 10Y, a 3aTeM HanpaBnsAlTCS PYKOBOACTBY UK B Noapa3feseHune.

MpenBapuTesibHOE PacCMOTPEHMe LOKYMEHTOB NPOBOAUTCA C LieJibio pacnpenesieHns nocTynmBLLINX
LOKYMEHTOB Ha Tpebytouime 0653aTenbHOro pacCMOTPEHNSA PYKOBOACTBOM M HanpaBaseMble
HenocpenCcTBEHHO B CTPYKTYpPHbIe noapa3feieHnst U OTBETCTBEHHbLIM UCMIONHUTESAM,

MpenaBapuTesibHOE PaCCMOTPEHME OCYLLECTBAETCA NCXOASA M3 OLLEHKUN UX COAEPXKaHWS, Ha OCHOBAHUN
YyCTaHOBJ/IEHHOIO B OpraHu3aumm pacnpegeneHmns obsa3aHHOCTEN.

bes3 npefBapuTesIbHOro0 PpacCMOTPEHMA NepefatoTcs Mo Ha3Ha4YeHWIoO JOKYMEHThI, apecoBaHHbIe
HernocpeaCcTBEHHO CTPYKTYPHbIM NoApa3feneHnsaM Uan GOKHOCTHBIM AnLAM.

PaccMoTpeHHble pyKOBOACTBOM JOKYMEHTbI BO3BpaluatoTca B cnyxby AOY, roe B PKO BHocHTCS
copep)xaHne pesoniounn, a LOKYMeHT nepefaeTcs Ha UCNOJIHEHME.,

MOONMHHMK OOKYMEHTA, KOTOPbIA UCNONHAETCSH HECKONbKMMU CTPYKTYPHbLIMIU NOAPA3AENEHUAMN, NOyYaeT
OTBETCTBEHHbIN UCMOAHNUTENb, OCTasIbHbIM UCMOHUTENAM NepefanTCsa Konuu,

3.3.3. MNocTynuBLLMe TenerpaMmbl NPMHUMAIOTCA NO4 PaCANCKY C MPOCTaBAEHUEM AAThbl U BPEMEHU NMPUEMa,
PerncTpupyoTcs, a 3aTeM nepefarnTCa Ha PacCMOTPEHNE PYKOBOACTBY U UCMONHEHNE.

3.3.4. TekcT nocTynueLUen TeneoHOrpamMmbl 3aNnNCbIBAeTCS (NevyaTaeTcs) nosyyaTenemM Ha bnaHke,
perncTpupyeTcs 1 onepaTUBHO NepefaeTcs PyKOBOAMTENO, KOTOPOMY OHa afipecoBaHa.

3.3.5. Mpu nepenaye n npueme JOKYMEHTOB MO KaHanaM hakCMMUILHON CBA3N Heobxoaumo
PYKOBOZCTBOBaTLCS Clieayowmmm TpeboBaHUAMU:

obbeM nepeflaBaeMoro OKyMeHTa (TeKcTa, CXeMbl, Fpadmyeckoro nsobpaxkeHus), BbINOJIHEHHOIO Ha
bymare hopmaTa A4 4epHbIM LIBETOM, HE [0JI)KEH MpeBbIWAaThL 5 NCTOB;

LOKYMEHT Ans nepefayn no KaHany hakCUMUIbHON CBA3M CAAETCS C 3a8BKOW yCTaHOBNEHHOM 0 obpasua,
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NoANMCaHHON pyKoBoAUTENEM nogpasfesieHns. 3a8BKN XPaHATCA B Te4eHne 04HOr0 roaa;
OTBETCTBEHHOCTb 3a COepXKaHue nepegaBaeMon NMHMOPMaLLIMM BO3STaraeTca Ha UCMONHUTENS,
NMOArOTOBMBLLErr0 AOKYMEHT K Mepefaye,  pyKoBOAMTENA COOTBETCTBYIOLWEro NoApasaeneHuns;
(hakcorpaMMmbl Ha MHOCTPAHHbIX f3blKax OTNPaBAATCA NPY HaIMYMKM NepeBoia, 3aBEPEHHOr0 NLOM,
NnoAnuncaBsLLMM (hakcorpammy;

3anpeLLaeTca nepeaaBaTb TEKCT AOKYMEHTOB C MOMeTKON "[Ons cnyxebHoro nonb3oBaHUs";
noAnexallui nepefade NOKYMeHT pernctpupyeTtcs. MoAANHHUKN OKYMEHTOB NOC/ie nepesayn
BO3BPALLAOTCA NCAOAHUTENSAM C OTMETKOW O BPEMEHUN OTMNPaBKMK;

NoCTynuBLUMeE (haKCorpaMMbl PErMCTPUPYIOTCA, NepeaalnTcs agpecaTaM rnoj pacnuncky B AeHb UX Npuema,
CPOYHbIE - HEMELJIEHHO;

NOCTYNWBLUUIA BCAeA 3a (hakcorpaMMon NoAANHHUK LOKYMEHTa HanpaBaseTCs B COOTBETCTBYIOLLeE
nogpasfeneHve-ncronHuTeNb;

hakcorpaMmbl Ha MHOCTPaHHbIX A3blKaxX AO0CTaBNAOTCS agpecaTy 6e3 nepesoaa.

KOHTpPOJIb 3@ UCMO/b30BaHNEM (PAKCUMUNBHON TEXHWUKN, YCTAHOBNAEHHOW B MOoApa3ae/ieHunsx,
OCYLLLeCTB/AETCS UX PYKOBOAMTENAMMU.

3.3.6. [loKkyMeHTbl B 3JIEKTPOHHOM BME, NOCTynawLwme B pefepasbHblil opraH NCMOAHUTENbHOW BNacTu,
NPOXOAAT MPUeM, perncTpauunio, NpeaBapuTenbHoe pacCMOTPeHNe, paCCMOTPEeHNe PYKOBOACTBOM U
LOCTaBNATCA UCMONHUTENAM,

Mpuem 1 perucTpauma LOKYMEHTOB B 9N1€KTPOHHOM Bue B PK®, NOCTYNMBLINX Ha 3NEKTPOHHLIN agapec
thenepanbHOro opraHa UCMOJIHUTENBHON BAACTU, OCYLLECTBAATCA cnyxbon OOY nnn apyrum
CTPYKTYPHbIM nogpasfesieHneM rno paspeLleHnto pykosoguTtens enepanbHOro opraHa UCnoJIHUTeSIbHOM
BJ1ACTMW.

Mpasuna nprema, 06paboTKM 1 pacnpefeneHns [OKYMEHTOB B 3IEKTPOHHOM BUAE OMNPeAENstoTCs
WHCTPYKLMER No 4enonpon3BoACTBY heflepaibHOM0 OpraHa UCMOSHUTENbHOM BAACTU C Y4ETOM
(DYHKUMOHMPYOWMX B hefepasbHOM OpraHe NCMONHUTENbHOM BAACTN TEXHUYECKUX U NPOrpaMMHbIX
cpencTs.

3.4. OpraHusauuns 0bpaboTku n nepeaayn

OTNpPaBAsSEMbIX JOKYMEHTOB

[OKYMeHTbl, oTApaBasemMble hefepanbHbiM OPraHOM UCMNOHUTEIbHON BAACTH, NepeaatoTca NoYTOBON 1
3JIEKTPUYECKON CBA3bIO.

ObpaboTka LOKYMEHTOB 415 OTNPABKM NOYTOBOMN CBA3bIO OcyLlecTBAseTca cnyxbon LOY dhenepansHoro
opraHa NCMOMHUTENbHON BNAaCTW B COOTBETCTBMM C AeNCTBYOWMMY MpaBunaMm okasaHus yCayr No4YTOBOW
CBA3N.

C nomoLbto CpeacTB aneKkTpuyeckon cesazm cnyxba AOY ocywecTBASET nepefayy Tenerpamm,
(hakcorpamm, TeneoHorpamMMm, 3N1eKTPOHHbIX LOKYMEHTOB.

Buabl LOKYMEHTOB, MH(OPMALIMA KOTOPbIX NepefaeTca no KaHanaM dNeKTPUYECKON CBA3W, a TakxXe
HeobX04MMOCTb 1 MOPSAAOK AOCHIIKN X BYMaXKHOro opurMHalia agpecaTy OnNpenensoTCs MHCTPYKLUMER No
Lenonpou3BoAcTBY pefepasibHOro opraHa UCNOSIHUTESIbHON BIACTU C Y4eTOM (DYHKLIMOHMPYIOLNX B
thenepanbHOM opraHe NCMOSHUTENbHOW BAACTN TEXHUYECKNX U NPOrpaMMHbIX CPeacTB.

JOKyMeHTbI 419 OTNPaBKK NepefarnTcsa NoJHOCTbIO 0hOPMAEHHBIMU, 3apPernCTPUPOBaAHHBIMU C YKa3aHUeM
NMoYTOBOr0 agpeca, HoMepa TesedoHa/3JIeKTPOHHOI0 agpeca WK C YKa3aHMeM Ha pacCblKy.
[IOKYMeHTbI, NoAfieXxxallne oTnpaBke, AoHKHbI 06pabaThiBaTbCA 1 OTNPABAATHCSA B EHb UX NOAMNNCAHNS
nnn He No3fgHee cnepytowlero paboyero aHA.

[loCblSIKa MK 3aMeHa pa30C/iaHHOr0 paHee AOKYMEHTa OCYLLEeCTBSETCS MO yKa3aHuo mua,
NOAMMCaBLUEr0 AOKYMEHT, AU pykoBoanTens cnyx6el LOY.

3.5. MopsAfoK NPOX0XKAEHNS BHYTPEHHNUX LOKYMEHTOB

3.5.1. MpoxoXaeHne BHYTPEHHUX OOKYMEHTOB Ha 3Tanax Ux noAroToBKM U 0POpPMSIEHNS OOJIKHO
COOTBETCTBOBaTb MNPOXOXAEHUIO OTMPABJIAEMbIX JOKYMEHTOB, @ Ha 3Tarne UCMOJIHEHNS - NOCTYNaKLLNX
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LLOKYMEHTOB.

3.5.2. MNpoeKTbl pacnopsaanTenbHbIX JOKYMEHTOB NOC/ae NOArOTOBKN U COrfiacoBaHns ¢
3aMHTEepPeCcoBaHHbLIMU NoApa3AeneHnaMn N GOSHKHOCTHBIMU AnuaMn nepegatotca B cayxby [0Y, koTopas
OCYLLECTBSAET KOHTPOJIb 3@ NPABUJIbHOCTbLIO X OPOPMIIEHNS.

OhopMIeHHbIe LOKYMEHTbI NepefalTcs Ha NoOANNCb PYyKOBOACTBY B COOTBETCTBMM C NPaBoOM Noanmcu
LOKYMEHTOB 1 pacnpenenieHnem obs3aHHocTeln. MNocne noannCcaHns LOKYMEHTbI PErucTpupyoTCs.

3.5.3. PazaMHO)XXeHHbIe 3K3eMMAsapbl NOANMUCAHHBLIX PYKOBOAUTENAMU N 3apEruCTPUPOBAHHbIX
pacnopsanTebHbIX JOKYMEHTOB B 0053aTe/IbHOM MOPsAAKE PacCbIaloTCS B CTPYKTYPHbIE MOAPa3AeNeHNs,
B BEJEHMNMN KOTOPbIX HAXOAATCS paccMaTpMBaeMbIE BOMPOCHI.

3.5.4. MNepefadya LOKYMEHTOB MeXAY CTPYKTYPHbIMU NoApasgeneHnsMn oCcyLLeCcTBAAETCS Yepes nd,
OTBETCTBEHHbIX 3a BeLleHVe OeSIoNPOoM3BOACTBA B KOHKPETHOM CTPYKTYPHOM noapasfesieHnn. JokyMeHTbI
nepenalnTcs C COOTBETCTBYOLWEN OTMETKON B PK®.

3.6. Y4yeT KonmyecTBa OOKYMEHTOB

3.6.1. Y4eT Konm4ecTBa LOKYMEHTOB 3a onpenesieHHbIN Nepnog BpeMeHun (rog, Mecau,) NnpoBoanTcsa no PK®
no MecTy perucTpaumm LOKYMEHTOB.

Pe3ynbTaThl y4eTa KoMYecTBa AOKYMeHTOB obobuiatoTcs cnyxbon OOY n npeacTaBnsoTCS PyKOBOACTBY.
3.6.2. 3a eAUHMNLY y4eTa KOJIN4eCTBa JOKYMEHTOB NPUHMMAETCA caM LOKYMEHT C y4eTOM Pa3MHOXEHHbIX
3K3eMraspos.

Pa3MHOXXeHHble 3K3eMMApbl NOACHUTbLIBAOTCSA OTAE/bHO Ha OCHOBE MPUHATON B hefepasibHOM OpraHe
NCNOJIHNTEJIbHON BIACTW CUCTEMbI y4eTa AOKYMEHTOB.

YyeT KoJIn4ecTBa JOKYMEHTOB MOXET NMPOBOAUTLCA MO hefepasibHOMY OpraHy MCMOJIHATENLHOW BNacTu B
LLe/I0OM UK NO OTAEsIbHbIM Mofpa3fesieHNsM.

MocTynatowme n cosfarowmecs 4OKYMEHTbl NOACHUTLIBAIOTCSA OTAE/bHO.

IToroBble AaHHble NOACYETa NPeAcTaBasaoTCA B TabanyHon dopme (npunoxerHne N 19 - npumepHoe). Mo
KaXKZOMN rpynne y4nTbiBalTCA KOANYECTBO LOKYMEHTOB U OTAEbHO NX TUPaX (Lngpbl MPOCTaBAAOTCS
yepes KOCylo YepTy WK B OTAEJIbHbIX rpagax).

3.7. PaboTa ucnosHuTenen ¢ fOKyMeHTaMm

3.7.1. icnonHeHne goKyMeHTa npegycMaTpmBaeT: cbop n 06paboTky Heobxoammon nHopmaumu,
NnoAroTOBKY NpOeKTa LOKYMeHTa, ero ohopMsieHne, CornacoBaHue, npegcrtaBiaeHne Ha nognucaHme
(yTBEpPXAEHME) PYKOBOACTBOM (hefepasibHOro opraHa UCNOSHUTENbHOM BAACTW WK PYKOBOAUTENSMM
CTPYKTYPHbIX NOApPa3aeneHnin, NOAroTOBKY K Nepechbiike agpecaTy.

VicnonHnTens onpegenset Heobxogmmoe KoMYeCTBO 3K3eMMNIAPOB OKYMEHTa, nepefaeT AOKYMEHT Ha
TUpPaXKnpoBaHMe. Ha JOKYMeHT, paccblnaeMbli bosiee 4em B YeThIpe agpeca, MCMOSHUTENb FOTOBUT
yKa3saTeJib Ha pacChblKy.

3.7.2. MNpwn onepaTUBHOM peLLEHN BONpPOCOB 6e3 coCTaBNeHNs AOMNOJIHUTENbHbIX OKYMEHTOB
NCNOJIHUTENb AeNlaeT OTMETKM Ha AOKYMeHTe: 0 AaTe NocTynneHns (ecam obpa3oBascs NHTEPBaS BPEMEHN
MeXAay NoCTYrnjeHnemM JOKYMEHTa M ero 4OCTaBKOW UCMONHUTENI0), O AaTax NPOMEXYTOYHOr0 UCMOJIHEHUS
(3anpoc cBegeHun, TenedoHHbIe NeperoBopsl U T. 4.), 0 AaTe U pe3ysbTaTax OKOHYaTESIbHOr0 UCNOJIHEHNUS.
Bce oTMeTKM pa3MellatoTca Ha CBOBOAHbIX OT TEKCTa MecTax.

IV. onckoBasa cucTeMa rno AOKyMeHTaM

4.1. PerncTpauunsa LOKYMEHTOB

4.1.1. OCHOBOW NOCTPOEHUS MONCKOBLIX CUCTEM ABJIAETCA PErncTpauns AOKYMEHTOB - 3aMnCb YY4ETHbIX
JaHHbIX O JOKYMEHTE M0 YCTaHOBMEHHOW (hopMe, huKcupytowas GakT ero co3gaHuns, oTnpaBaAeHUS Nan
noJly4YeHus.

4.1.2. Pernctpaunu nognexaT BCe AOKYMEHTbI, Tpebylolme yyeTa, MCNOJHEHNS 1 NCMONb30BaHUS B
CMpPaBOYHbIX Lenax.

PermctpumpyloTcs AOKYMEHTbI, NOCTYNatoLe U3 ApYrx OpraHn3aunin n oT UsNYECKUX L, a Takxe
CO3[,aBaeMble - BHYyTPEHHME W OTMpaBAsEMbIE.

CkavaHo Ha canTe «3akoHbl PO» — https://actrf.ru Ctp. 22 n3 34



JOKyMEeHTbI pErnCcTpUpYTCA HEe3aBUCUMO OT crnocoba nx fOCTaBKKU, Nepeaayn uamn cosgaHus.

4.1.3. IOKYMEeHTbl perncTpupyroTca OANH pa3: NnocTynaoLwme - B AeHb NoCTYNAeHUs, Co34aBaeMble - B eHb
noanucaHna unn yteepxxaeHusa. Npn nepenaye JOKYMeHTa U3 04HOro Nogpa3aeseHns B 4pyroe HOBbIN
perncTpaLmMoHHbIN HOMEP Ha OOKYMEHTE, Kak MpaBusio, He NpoCcTaBAseTCs.

4.1.4. Perncrtpauns LOKYMEHTOB NPOU3BOAUTCA B Mpefenax rpynn, B 3aBUCUMOCTU OT Ha3BaHMA BUaa
[OKYMeHTa, aBTopa 1 cogepxaHua. Hanpumep, oTAENLHO PErMCTPUPYIOTCA OOKYMEHTI, MOCTYNMUBLUNE U3
MpasuTenscTBa Poccunckon deaepaunm, Npukassl pykoBoanTens enepasbHOro opraHa UCMOHUTENbHON
BJ1IACTW MO OCHOBHOWN AeATEeNbHOCTY, MPMKasbl MO JAMYHOMY COCTaBy, CNlyxebHasa nepenncka, obpalieHns
rpaxkaaH.

4.1.5. Perncrpaums nocTynatoLwmx, BHYTPEHHNX 1 OTMPaBASAEMbIX JOKYMEHTOB MPOU3BOANTCA B MecTax
NCNOJIHEHUSA W CO3[aHNSA LOKYMEHTOB. [JOKYMeHThI, NosyYeHHble 13 MNpaBuTtenscTBa Poccuinckon
®epepaumnmn, AoMnHncTpaunn MpesngeHTa Poccuinckon ®epepaumm, NocTynalowme Ha pacCMOTPeHME
pykosoanTena defepanbHOro opraHa UCNOAHUTENbHON BAACTU U €ro 3aMecTUTeNien, pacnopsaanTesbHble
LOKYMEHTbI U nepenuncka 3a NoAnnCbio PyKoBOAMTENA (heflepasibHOro opraHa UCnosHnTeIbHoM BNacTu,
MPOTOKOJIbl U PELLUEeHUs KOJIIernaabHblX OPraHoOB perncTpupytoTcs B ciyxbe LOY.

JOKyMeHTbI, CO34aBaeMble Mo HanpasaeHUaM AeATesIbHOCTY (hefepalibHOro opraHa NCnoaHUTeIbHOM
BJ1IACTKW, MOF'YT PErucTpUpPOBaTLCA B CTPYKTYPHbIX NOoApa3fe/ieHUsX.

JoKyMeHTbI, NepefaBaemble Uan MPUHUMAeEMbIE NO KaHalaM (hakCUMWUSIbHOW CBSA3M, PErMCTPUPYIOTCS B
cnyxbe OOY nnm B CTPYKTYPHbIX NOAPA3AeNeHNAX, OCYLLECTBAAIOWNX X MPUEM 1 nepedady.

4.1.6. JOKYMEHTbI perncTpupytoTcsa B PK® - TpaOULMOHHBLIX NN 3IEKTPOHHBIX KapTO4YKaX, XXYpHanax.
4.1.7. PerncTpaunoHHbIN HOMEP LOKYMEHTa COCTOMT M3 NOPSLKOBOr0 HOMepa, KOTOPbIA NCX04S U3
MH(OPMaLIMOHHBIX NoTpebHoCTen heaepanbHOro opraHa UCMOAHUTENLHOW BACTUN MOXET AOMOHATLCA
OYKBEHHbLIM NN LMDPOBLIM MHAEKCOM CTPYKTYPHOro Noapa3aeneHns, UHAEKCOM Aena no HOMeHKNaType
Lef, KOLOM OOKYMEHTa Mo KfaccupmkaTopy KOppeCcnoHAEHTOB, ucnosHuTenen n ap. CocTaBHble YacTu
perncTpaumMoHHOro HoMepa OTLEeNATCS APYr OT Apyra KOCON 4epToN.

4.1.8. [Ins co3gaHna NOUCKOBLIX CUCTEM U AOCTUXEHUS MH(POPMaLIMOHHON COBMECTMMOCTM
pPerncTpaumoHHbIX AaHHbIX YCTaHaBIMBAETCA CAeAY oL COCTaB OCHOBHbIX PEKBU3UTOB PErncTpaLmnm:
HavMeHOoBaHve opraHu3aunm (aBTopa Nan KoppecrnoHaeHTa);

HavMeHOBaHWe B1Aa OOKYMEHTa;

fAaTa 1 perncTpaumoHHbIN HOMEP AOKYMEHTa;

faTa n MHAEKC NOCTYMJIeHUs;

3aroJI0BOK K TEKCTY (KpaTKoe Collep)XaHne JOKYMEHTa);

pesontouns (MCNONHUTENb, COAEPXXaHNe NopyveHus, asTop, AaTa);

CPOK UCMOJIHEHNA OOKYMEHTa;

O0TMeTKa 006 UCMONHEHMN [OKYMEHTA W HanpaBieHUN €ro B 4e0.

CocTaB OCHOBHbIX PEKBM3UTOB pernucTpaLny B 3aBUCUMOCTY OT XapakTepa AOKYMeHTa 1 3ajad
NCNONb30BaHNSA MH(OPMaLUU MOXXET LOMONHATLCA OPYTUMU PEKBUSUTAMMN:

rpug (0OTMeTKa) orpaHmyeHnsa OoCTyrna K LOKYMEHTY;

BHYTPEHHAA Nepeajpecauns LOKYMEHTOB MO UCMONHUTENAM;

KOA, Mo TemMaTu4eckoMy KiaccugukaTopy;

KJIl0Y€eBbIe CJI0Ba;

KOJINYeCTBO JINCTOB LOKYMEHTa;

Hanu4yme npuIoXeHui;

LOJDKHOCTHOE NINLL0, NOCTaBMBLLEEe OOKYMEHT Ha KOHTPOJIb;

NPOMEXYTOYHbIE CPOKWN UCMOJIHEHUS;

NnepeHoC CPOKOB NCMOIHEHNS;

CPOK XpPaHEeHUs OOKYMEHTa;

CTaTyC AOKYMeHTa (NpoeKT, Bepcus);
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BUA nepefayn OOKYMeHTa (noyTon, hakcom n T. 4.) 1 ap.

4.1.9. Perncrpauma LOKYMEHTOB-0TBETOB OCyLlecTBAAETCA B PK® MHULMATMBHbLIX LOKYMEHTOB.
[lOKyMeHTY-0TBETY NPMUCBaNBaAETCA NOPAAKOBLIN HOMEP B NpeAesiax CoOOTBETCTBYOLEr0
perncTpaumoHHOro Maccumea.

4.2. OpraHm3auuns NoMCcKOBON CMCTEMbI MO OKYMEHTaM

4.2.1. Ins obecneyeHns spHeKTUBHOr0 NCMOJIb30BAHNSA MHGOPMALIUK MPU NMPUHATUN PELLEHNIA B
hefepanbHbIX OpraHax UCNOJIHNTENbHON BJIACTW CO34at0TCSA MOUCKOBbIE CUCTEMbI MO AOKYMEHTAM.
MoMCKOBbIE CUCTEMbI MOFYT CO34aBaTbCA Kak B TPAAULMOHHOM, TakK 1 B 3JIEKTPOHHOM BUAE.

4.2.2. nuhopmauma o JOKYMEHTax, Noly4eHHasa npu nx perncTpauunm, nocTynaeT B NONCKOBYIO CUCTEMY,
KOTOpas BKOYAET B cebs KapTOTEKU U KNacCUUKaLNOHHbIE CPABOYHMKN.

4.2.3. Mpun TPaANLMOHHOWN KapTOYHOW perncTpaunmn neyataetca Heobxoammoe KomyecTso PK®, koTopble
MOryT COCTaBAATh CAeAyloLine KapTOTEKU: CNPaBOYHbIE (MO KOPPECNOHAEHTaM, BUAAM LOKYMEHTOB,
aBTOpPaM JOKYMEHTOB 1 Ap.), KOHTPONbHO-CNPaBOYHbIE, KOANDUKALMOHHLIE, MO 0OpaLLEHNAM FpaXkaaH,
anaBUTHbIE U ApYyrue B 3aBUCUMOCTM OT 3afay Noncka nHpopMaLmu.

4.2.4. 3heKTMBHOCTb paboTbl MONCKOBOWN CUCTEMbI 4OCTMIaeTCs NyTeM pa3paboTKm KnacCuduKaLMoHHbIX
CMpPaBOYHUKOB:

KnaccuukaTopa BOMNpPOCOB AeATENbHOCTY hefepasibHOro opraHa UCMOSHUTENbHOM BacTy;
KfaccudunkaTopa BUAOB [OKYMEHTOB;

KJlaccuukaTopa KOppecrnoHAEeHTOB;

KnaccndukaTopa pe3osouni;

KnaccngukKaTopa UCnonHmMTenen,

KnaccugukaTopa pesy/ibTaToB UCNOJIHEHUS LOKYMEHTOB;

HOMEeHKaTypbl gen.

MOMMMO NepeyvnCcieHHbIX B KOHKPETHOW NMOWCKOBOW CUCTEME MOMYT UCMOMIb30BaThLCA 1 Apyrue
KNaccudukaTopbl B 3aBUCMMOCTUN OT NOTPeOHOCTEN BBOAA W NMOMCKA AOKYMEHTOB U MHGOPMaLMK.

4.2.5. B aBTOMaTMN3MPOBaHHbIX MacCMBax MONCK KOHKPETHOIO AOKYMEHTa UM noabopkn MaTepuasios
OCYLLLeCTB/IAETCS MO PEKBM3UTAM (3arosIoBOK, BUA AOKYMEHTa, AaTa NPUHATUS, HOMep A4OKYMeHTa 1 T. M.)
WA N0 KOHTEKCTY (no NtoboMy cnoBy unm pase, COAEPXKALLMMCA B UICKOMOM AOKYMEHTE).

MoMCKOBbLIN 3anpoc MOXXET codepXaTb NobYI0 KOMBUHALMIO PEKBU3MTOB U 3/IEMEHTOB TEKCTa.

4.2.6. MonckKoBble CUCTEMBI A0JIKHbI 06ecneynBaTb NOUCK UHGOPMaLIUK O AeAaTeNbHOCTU delepasbHOro
opraHa NCNONHUTENbLHOWN BNaCTK.

V. KOHTPOJIb UCNONHEHNS OOKYMEHTOB

5.1. MopsAfOK KOHTPOJIS U CPOKU UCMOJIHEHUS LOKYMEHTOB B (hefiepalibHblX OpraHax UCroHUTEebHOW
BJIACTM onpefensanTcs TUNoBbIM pernamMeHToM B3auMoaencTBmMA heaepasibHbiX OpraHoB NCMOAHUTENbHOW
BJTACTU, YTBEPXKOEHHLIM NOCTaHOBAeHNeM NpaBuTtenbcTBa Poccuinckon ®epepaumm ot 19.01.2005 N 30
(CobpaHune 3akoHomaTenbcTBa Poccuinckonm ®epepaumm, 2005, N 4, cT. 305), u TUNOBLIM pernaMeHToM
BHYTPEHHEN opraHu3auny enepasibHblX OPraHoB UCMOJHUTENbHOW BNACTW, YTBEPXKAEHHbIM
nocTaHoBneHueM MpasuTtenscTBa Poccunckon ®epepaumnm ot 28 nons 2005 r. N 452 (CobpaHue
3aKoHogaTenbcTBa Poccuinckon ®epepaunn, 2005, N 31, cT. 3233).

5.2. KOHTPOJ/Ib NCMOSTHEHMA OKYMEHTOB BKJHOYAET NOCTAHOBKY AOKYMEHTA Ha KOHTPOJIb, PeryanpoBaHmne
X04a UCNONHEHUS, CHATUE UCMIOSIHEHHOMO AOKYMEHTa C KOHTPOJ1S, HanpasfieHWe UCMOJIHEHHOIO AOKYMEHTa
B €10, Y4€eT, 0606LLEHNE 1N aHaNN3 X043 W Pe3yJIbTaTOB UCMOJIHEHMSA LOKYMEHTOB, UH(OPMMPOBaHNE
PYyKOBOAWUTENEN O COCTOAHUN NCMONHEHNS [ OKYMEHTOB.

5.3. KoHTposIl0 noanexxaT BCe 3aperncTpnpoBaHHbie 4OKYMeHThI, TpebyoLme NcnosiHeHns, nepeyeHb
KOTOPbIX YTBEPXAAETCS pyKOBOAUTENEM hefepasibHOro OpraHa UCNONHNTESIbHOWN BACTH.

Mpun NocTaHOBKE LOKYMEHTa Ha KOHTPO/Ib B MPaBOM BEPXHEM MoJjie OKYMeHTa CTaBUTCS 0TMETKa 0
KOHTpOJ1e, KoTopyto 0603HavatoT bykson "K" unm cnosom (wtamnom) "KoHTponb".

5.4. KOHTpOJIb ncnonHeHns obecnevymBaeTcs onpenesieHHbIM B pernaMeHTe defepasbHOro opraHa
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NCNOJIHATENIbHON BIACTW CTPYKTYPHbIM NOApa3aeNieHneM.

5.5. CTpykTypHoe noapa3aeneHue, obecneymBaloliee KOHTPOSIb UCMOJIHEHUS, KaK NPaBUII0, EXXeHeLelbHO
npeacTaBnseT PYKOBOAMTENO (hefepasibHOro opraHa NCNoHNTENbHOW BAACTH, 3aMeCcTUTENAM
pykoBoanTeNs denepasbHOro opraHa NCMOAHUTENBHON BAACTU U PYKOBOAUTENAM CTPYKTYPHbIX
noapasfaeneHnini MHGQOPMaLMIO 0 HAXOAALMUXCA Ha KOHTPOJIe JOKYMEHTax No opMe, onpeaeneHHon
pykosoaunTenem enepanbHOro opraHa NCNOAHUTENbHON BAACTHU.

B dhenepanbHbIX MUHUCTEPCTBAX CTPYKTYPHOE NoapasaeneHune, obecneynBatoliee KOHTPOb UCMONHEHNS,
B T€ )Ke CPOKW MpeacTaBAseT aHaJIorMyHy0 MHOPMaLMI0 PYKOBOANTENSM hefepanbHbiX CyX6 u
(hbenepanbHbIX areHTCTB, HaXo4AWMXCA B BeAEeHMM pefepanbHOro MMHUCTEPCTBA.

5.6. KOHTPOJIb NCMOHEHNS LOKYMEHTOB CTPOUTCA Ha Ha3e perncTpauMoHHbIX AaHHbIX.

KOHTpOJ/IbHas KapToTeka CMCTEMATU3NPYETCA MO CPOKAM UCMONHEHNS LOKYMEHTOB, MO UCMONHUTENSM,
rpynnaM OOKYMEHTOB.

VI. OpraHusauns paboTbl C JOKYMEHTaMu B A€10Mpon3BoOACTBe

OpraHun3saumsa paboTbl C LOKYMEHTaMM B 4ENONPON3BOACTBE NpeacTaBsseT cobo COBOKYNHOCTb BUAOB
paboT, obecneynBaLL X COXPAaHHOCTb, YHeT, CUCTEMATU3aLNI0 LOKYMEHTOB, (hOpMUPOBaHME U
ohopMsieHMe Oen Ha 4enonpom3BOACTBEHHON CTaaAnn U Ux Nnepefavy B apxme henepasbHOro opraHa
NCNOJIHNTEIbHON BNIAaCTK (fanee UMeHYeTCS - apXxnB) B COOTBETCTBUM C TpeboBaHNAMU, yCTaHOBAEHHbLIMU
HOPMATMBHO-METOANYECKUMWN JOKYMEHTaMM N0 apXMBHOMY Aefly U 4enonpon3BoAcTBy MUHUCTepCTBa
KYNbTYPbl U MaCCOBbIX KOMMYHMKaLWin Poccuinckon ®epepaummn, PenepasbHOro apXmMBHOrO areHTCTBa 1
APYrux hefepasbHbiX OpraHoB UCMOAHUTENbHOW BAACTH.

6.1. CocTaBneHne HOMeHKNaTyp Aen

6.1.1. HomeHknaTypa fen - CucTeMaTU3MPOBAHHLIN NepeYyeHb 3aroJIoBKOB (HaMMeHOBaHWI) gen,
3aBOAUMBIX B (hefiepasibHblX OpraHax UCAOAHUTENbHON BNACTU, C YyKa3aHNEM CPOKOB UX XpPaHeHUS,
0hOpMJIEHHbIV B YCTAaHOBJIEHHOM MOPSAKE.

HomeHknaTypa fen npefHasHavyeHa a5 rpynnupoBKy NCAONHEHHbLIX JOKYMEHTOB B Aena,
cucTemMaTu3aumm 1 ydyeTa fen, onpefenieHns CPoKOB UX XPaHEHNS U ABNSETCS OCHOBOMW A5 COCTaB/eHUA
onuncen gen NOCTOSHHOIO M BpeMeHHOro (cBbie 10 feT) XpaHeHuns, a Takxxe A5 y4eTa Aef1 BDEMEHHOro
(0o 10 neT BKAOYUTENLHO) XPaHEHUS.

6.1.2. MNpun cocTaBNeHUN HOMEHKATYpbI feN cnefyeT pyKOBOACTBOBATHLCS MONOXKEHNAMN O (hefepalsibHOM
opraHe NCNONHUTENbHON BNACTU U ero CTPYKTYPHbIX NOAPa3AeNIeHUsX, WTaTHbIM pacnucaHmneM, niaHamm
1 oTyeTamuy o paboTe, NepevyHAMN OOKYMEHTOB C YKa3aHNEM CPOKOB UX XPaHEHWS, HOMEHKIaTypaMu aen
3a npefwecTByloume rogsl. M3y4aloTca 0OKyMeHTbl, 06pa3yolinecs B AedaTelbHOCTU heaepasbHOro
opraHa UCNOJIHUTENbHOM BNaCTK, UX BUAbI, COCTaB U COAEPKaHNe.

6.1.3. B dhegepasibHbIX OpraHax MCMOAHUTENbHOW BAACTWN COCTaBASAIOTCA HOMEHKATYPbl AeN CTPYKTYPHbIX
nogpasgenenun (npunoxenume N 20) n ceogHas HOMeHKaTypa Aen beaepansHOro opraHa
NCNOJIHNTENbHON BlacTu (NpunoxeHue N 21).

6.1.4. HomeHknaTypa Oen CTPyKTYpPHOro nogpasnefieHns coctaBnseTcs (He no3aHee 15 HOos6ps TekyLlero
rofa) cekpeTapem noapasgeneHuns nam coTpyaHMKOM, OTBETCTBEHHbLIM 3a 4Ee/10NPON3BOLCTBO,
COrIacoBbIBAETCA C apxunBoMm n cnyxbon [OY, noanucbiBaeTCs pyKoBOAUTENIEM NOAPA3AENEHNS U
npeacrtasnseTcs B cnyxby JOY.

BHOBb CO3aHHOe noapasaeneHmne 0683aH0 B MeCAYHbIN CPOK pa3paboTaTb HOMEHKNATYPY Aen
nonpasfeneHns n npeacTaBmTb ee B cNyxby [0OY denepanbHOro opraHa UCNONHNUTENLHON BNacTy.

6.1.5. CBogHas HOMeHKNaTypa Aen coctaBnseTcs cnyxbom JOY Ha 0CHOBE HOMEHKNATYP OeN CTPYKTYPHbIX
nogpasgeneHunii npyu MeTOAMYECKON MOMOLLM apxuBa (hefepasibHOro opraHa UCMOHUTENbHOW BAACTH.
6.1.6. CBogHasa HoMeHKNaTypa Aen enepasbHOro opraHa UCNOJIHUTEIbHOW BAACTM NOANMCLIBAETCA
pykosoaunTenem cnyxbol JOY, cornacoBbiBaeTcs € LleHTpanbHOW 3KCNepTHOM KoMUCCHhen (oanee
nmeHyetcs - U9K) dhegepanbHOro opraHa UCNOSAHUTESIbHOWN BAACTW, C 3KCNEPTHON NPOBEPOYHON
kommuccuen (ganee umeHyetcs - IMNK) benepanbHOro apxmea, B KOTOPbIA AOKYMEHTbI MepefalnTcs Ha
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NMOCTOAAHHOE XpaHeHwue, N yTBEepXAaeTcs (He No34Hee KOHLa TeKyLero roga) pykosogutenem
(hefepanbHOro opraHa UCNoJIHUTENbHON BNacTW. CornacoBbiBaeTCs HOMEHKaTypa Aen ¢ penepasnbHbIM
ApPXUBOM He pexe 04HOro pasa B 5 feT, ecnn He 6bi10 KOPEHHbIX U3MEHEHUI B (DYHKLMAX U CTPYKTYpe
thenepanbHOro opraHa UCMNOHUTENLHON BAACTHU.

6.1.7. Mocne yTBepXXAeHUS CBOAHOW HOMEHKNATYypbl e nofApasfenieHns dheaepasbHOro opraHa
NCNOJIHATESIbHON BIACTM MOJYyYatoT BbIMUCKM U3 COOTBETCTBYIOLLMX ee pa3aesioB 415 UCNOJb30BaHNA B
paboTe.

6.1.8. CBogHasa HOMeHKaTypa A&/ nevyaTaeTcs B HE0OXOAUMOM KOIMYeCTBE 3K3eMMIAPOB. [epBbIi
YTBEPXAEHHbIV 3K3eMMIAP HOMEHKNATYpPbl e ABAAeTCS LOKYMEHTOM MOCTOSHHOI0 CPOKa XpaHeHus 1
BKJIO4AETCA B HOMEHKNaTypy Aen B pa3fen cnyxbol JOY. BTopoi ncnonb3yetcsa B cnyxbe NOY B KayecTBe
paboyero. TpeTuin MPUMEHSAETCA B apXxmBe hefepasbHOro opraHa MCNOJIHUTENbHON BNacTW. YeTBEPTLIN - B
(hefepanbHOM apxuBe, C KOTOPbLIM COrjlacoBbiBasiaCb HOMEHKIaTypa Aen.

6.1.9. CBogHas HOMeHKNaTypa AeJ1 B KOHLE KaXA0ro rofia yTo4HSAeTCs, yTBepK4aeTCcs U BBOAUTCS B
LencTBue ¢ 1 AHBapsa cnenyiowlero KajeHhapHoro roga.

6.1.10. CBogHast HOMeHKNaTypa Lef COCTaB/IAeTCA U COracoBbIBAETCA 3aHOBO B CJ/ly4ae KOPEHHbIX
N3MEHEeHUN YHKLNA 1 CTPYKTYpPbI (hefepasibHOro opraHa UCNoSIHATENIbHON BACTW.

6.1.11. HazBaHMAMM pa3fenoB HOMEHKNATYpbl Aen hefepanbHOro opraHa UCNOHUTEIbHON BNaCTH
ABNATCA Ha3BaHNA CTPYKTYPHbIX NOApa3aeneHunin. B CcBOAHON HOMEHKaType Aen pashenbl
pacnofaraloTCs B COOTBETCTBUM C YTBEPXKAEHHON CTPYKTYpol hefepasbHOro opraHa UCMOSHUTENbHON
BJIACTWN.

6.1.12. B HOMeHKNaTypy LeJ1 BKIYaloTCs 3arofIoBKMU Aesl, 0TpaxkatLme Bce JOKYMEHTUPYEeMble YHacTKU
paboTbl hefepasibHOro opraHa UCMOJHUTENBHOW BACTHU.

B HOMeHKNaTypy Aen He BKJ0YalTCA Nepuoanyeckne nsgaHus.

6.1.13. I'padhbl HOMEHKNATYP AN 3aMOJHSATCA Ceayowmm obpasom.

B rpache 1 HOMeHKNaTypbl Aes MPOCTaBAATCA UHLAEKCHI KaXKA0ro fesa, BKJIYEHHOr0 B HOMEHKNaTypy.
VIHOeKC fena coCTOUT U3 YCTAHOBJIEHHOMO B (hefilepasibHOM OpraHe UCNOJIHUTESIbHOW BlIaCcTW LG POBOro
0603Ha4YeHNs CTPYKTYPHOro noapasfeneHns n nopsgKkoBoro HOMepa 3arosoBka Aesa No HOMeHKaType B
npegenax CTPYKTYpHOro noapasaeneHuns. MHaekcel aen obosHavaoTcs apabckmumm yugpamn. Hanpumep:
12-05, rpe 12 - obo3HauveHne CTPYKTYpHOro nogpasaenenus, 05 - nopsaakoBbin HOMep 3arosioBka Aesa no
HOMeHKJIaType.

B HOMeHKNaType fesl peKOMeHAyeTCs COXPaHATb OMHAaKOBble MHAEKCh! AJ19 OAHOPOAHbIX A& B npefenax
pa3sHbIX CTPYKTYPHbIX NOAPa3AeIeHUN; A1 Nepexoaawmx gen nHOeKC CoXxpaHaeTcs.

B rpady 2 HOMeHKNaTypbl AEN BKJOYAKTCS 3aroioBkn gen (TOMoB, YacTen).

3arofIoBOK Aiefla AoJKeH 4eTKo, B 0606LLeHHON hopMe 0TpakaTb OCHOBHOE COAEp)KaHUe 1 CoCTaB
[OKYMEHTOB Jena.

He ponyckaeTtca ynotpebneHve B 3arofioBke fesa HEKOHKPETHbIX (POPMYANPOBOK ("pa3Hble MaTepuansl”,
"obwas nepenncka" 1 T. 4.), @ TakXXe BBOAHbIX C/I0B U C/IOXHbIX 060p0oTOB. He gonyckaeTcsa ynoTpebneHune
COKpALLEHHbIX CJI0B 1 COKPaLLEHHbIX HAUMEHOBAHWUI (heflepalibHblX OPraHoB UCMOJIHUTESIbHOW BAacTu v
YyYpEXAEHNNA.

3aronoBoK Aena CoCTOUT M3 3/1eMeHTOB, pacnosiaraeMbix B cneyloLlen nocnesoBaTe/lbHOCTU: Ha3BaHme
BMAa fena (nepenncka, XypHana 1 T. 4.) Uan pa3HOBMAHOCTU AOKYMEHTOB (MPOTOKOJIbI, NPUKa3bl U T. A4.);
Ha3BaHue hefepasbHOr0 opraHa UCMONHUTENBHON BNACTU UK CTPYKTYPHOrO NoapasaeneHus (asTop
NOKYMEHTA); Ha3BaHMe opraHm3aunmn, KoTopon ByayT agpecoBaHbl UK OT KOTopon ByayT nosyyeHsl
LOKYMEHTbI (agpecaT Uan KOppecrnoHAEHT OKYMEHTA); KpaTKoe COAepKaHne LOKYMEHTOB Aena;
Ha3BaHWe MeCTHOCTU (TeppuTopumn), C KOTOPOW CBA3AHO COLEpXaHMe LOKYMEHTOB ena; gaTa (nepnog), K
KOTOPOW OTHOCATCS LOKYMEHTbI fena.

B 3arosioBkax gen, cogepkalmx SOKYMEHTbl M0 O4HOMY BOMPOCY, HO He CBA3aHHbIX NOC1e40BaTeIbHOCTbIO
MCMNOJIHEHUS, B Ka4YeCTBe BMAa Aena ynoTpebnaeTcs TepMuH "LOKYMEHTHI", a B KOHLLe 3arofioBka B Ckobkax
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YKa3bIBalOTCA OCHOBHbIE PA3HOBUAHOCTM AOKYMEHTOB, KOTOPbIE AO/KHbI ObITb CFPYMMMPOBaHLI B Aese
(nnaHbl, CNNCKK, AOKNagbl 1 T. 4.).

Hanpumep:

[loKyMeHTbI 0 MPOBEEHNIN CEMUHAPOB, KOH(EPEHLMIA MO BONPOCaM AesTensHocTn PeagepasbHOro
APXMBHOMO areHTCTBa (MaaHbl, CMUCKK, AOKNaAbl, MHDOpMaLMm)

B 3aronoBkax fes, cogep)xallmx nepenncky, ykasblBaeTcs, C KEM 1 M0 KakoMy BOMPOCY OHa BegeTcs.

B 3aronoBkax e, COAep)Xallmx nepenncky C 04HOPOOHbIMU KOPPECMOHAEHTaMU, NOC/eAHNeE He
YKa3blBalOTCA, @ YKa3blBaeTCs Ux obLiee BMAOBOE Ha3BaHMe.

Hanpumep:

Mepenncka c apXmBHbLIMK YHPEXAEHNAMM O KOMMIEKTOBaHUN ApXMBHOIO hoHAa Poccuinckon ®epepaumm
Hay4YHO-TEXHUYECKON fOKYMEHTaLunen

B 3aronoBkax nes, COAep>Xallx Nepenncky C pa3HOPOAHbLIMW KOppecnoHAeHTaMu, NocaefHne He
nepevncnaTCs.

Hanpumep:

Mepenucka o HarpakaeHnn paboTHNKOB, NPUCBOEHNM MOYETHbIX 3BAHUN

B 3aronoBke fgena yka3blBaeTCA KOHKPETHbLIM KOPPECMNOHAEHT, eC/N NEPEnnCcKa BeEeTCS TONbKO C HUM.
Hanpumep:

MNMepenwncka ¢ FocypoapcTBeHHOW (hHAaHCOBOWM akagemmen npu MpasntenscTee Poccunckon ®egepaunm no
BOMPOCaM NoAroTOBKMN KafpoB

Mpy 0603Ha4YeHUN B 3aron0BKax Aesl agMUHUCTPATUBHO-TEPPUTOPUASIbHBIX €4MHNL YYNThIBAETCS
cnenyloLlee: ecan cofepXXaHue fefla KacaeTcs HECKONbKUX 0A4HOPOAHbLIX aAMUHUCTPATUBHO-
TeppuTopuasbHbIX €4MHINL, B 3aroJIOBKe Aefla He YKa3blBaloTCA UX KOHKPETHbIE Ha3BaHUS, @ YKa3blBaeTCs
nx obLuee BNIOBOE Ha3BaHMe.

Hanpumep:

Mepenncka ¢ rnaBaMy aAMUHUCTPaLUMA obacTeln 0 CoLMabHON 3alMTe HaceneHns

Ecnn copepxaHue fena KacaeTcs 04HOW aAMUHUCTPATUBHO-TEPPUTOPMAbHON e AnHNLbI (HaceNeHHOro
NnyHKTa), ee (ero) Ha3BaHMe yKa3blBaeTCs B 3aro/ioBKe gena.

Hanpumep:

Mepenucka c Y4ebHbiM LieHTpoMm PefnepanbHON Hanorosom cnyxbbl (r. HuxHuin Hosropon) no Bonpocam
NOArOTOBKMW KaLpoB

B 3aronoBkax nes, COAep>Xallix MJaHOBYIO AN OTHETHYIO LOKYMEHTaLMI0, yKa3blBaeTCa nepuog (KBapTan,
ron), Ha (3a) KOTOPbLIA COCTaB/IEHbI MaHbl (OTHYETHI).

Hanpumep:

of0Bble NMaaHbl QUHAHCOBLIX MEPONPUATUIA

lof0Bble CTaTUCTUYECKME OTHETHI 0 pacXofax Ha cofep)KaHue aBToTpaHCnopTa

Ecnn peno 6yaeT coCcToATh U3 HECKOIbKMX TOMOB WM YacCTeln, TO COCTaBnAeTCs obLwunin 3aronoBoK Aena, a
3aTeM npu HeoBXOAMMOCTU COCTABASAIOTCS 3ar0I0BKI KaXXA0ro ToMa (4acTu), yTOYHAKLWNE COLepXKaHme
3arosioBkKa aena.

3aronoBOK NPUIOXKEHNA K Aeny, CPopMUPOBAHHOIO B OTAENbHbIA TOM, LO/KEH COOTBETCTBOBATh
3aro/0BKYy NMOMELLIEHHOrO B 3TOT TOM [OKYMEHTa.

MopsaaoK pacnosioXXeHNs 3ar00BKOB Aes1 BHYTPW pa3aesioB U Noapa3aesioB HOMEHKAATYpbl 4en
onpeLenseTcs CTENeHbI0 BaXXHOCTN AOKYMEHTOB, COCTaBASIOWNX Aena, U X B3aMMOCBA3b0. B Havane
pacrnonaraloTCs 3arofIoBKU e, CoaepXallnx opraHn3aLMOHHO-PacnopsAanTEeNbHYI0 JOKYMEHTALNIO.
3aronoBKK gen MoryT YTOYHATBLCA B npouecce hopMnpoBaHns n oopmneHns gen.

pacha 3 HOMEHKNATYPbI AeN 3aMOSHAETCA N0 OKOHYAHWMN KaseHOapHoro roga.

B rpage 4 yka3blBaloTCA CPOK XpaHeHMs fena, HoMepa cTaTel Mo NepeyHto, a Mpu ero oTCyTCTBUM - NO
TUNOBOW WX MPUMEPHON HOMEHKNATYpe AE MW COrNacoBaHHbIN C LleHTpanbHOM 3KCNepTHO-NPOBEPOYHOM
Komuccuen defepasibHOro apxXmMBHOMO areHTCTBa CPOK XpPaHeHus.
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B rpadhe 5 "lNpumedvaHmne" yKa3biBaloTCA Ha3BaHWE NepeYvyHen NO0KYMEHTOB, NCMOJIb30BaHHbIX NpK
onpefeneHnn CPOKOB XpaHeHUs Aesi, NPOCTaBAATCA OTMETKM O 3aBefleHnUmn e, 0 nepexoasimx genax
(Hanpumep, nepexogsiiee ¢ 2004 r.), 0 BbIAENEHUN A€ K YHUYTOXEHUIO, O NLAX, OTBETCTBEHHbIX 3a
(hopMupoBaHue fen, 0 nepefaye nen B Apyron hefepasbHbll OpraH UCNOJIHUTENbHOW BACTM 4114
NPOLOJDKEHUSA U Ap.

6.1.14. Ecnm B TeyeHme roga B peepasbHOM OpraHe UCMOJSIHUTEIbHOW BACTW BO3HUKAKT HOBbIE
LOKYMEHTUPOBAHHbIE YHaCTKM paboThbl, HENPeayCMOTPEHHbIE Aefla, OHU AOMOJHUTENLHO BHOCATCSA B
HOMeHKJ1aTypy. 15 BHOBb 3aBOAMMBIX el B KaXXA0M pa3fesie HOMEeHKJaTypbl OCTaBASATCA pe3epBHble
HoMepa.

6.1.15. o 0OKOHYaHWW rofa B KOHLe HOMEHKJIaTypbl e feflaeTCcs UTOroBas 3anmncb 0 KoJmyecTse
3aBefeHHbIX fen (TomMoB).

6.2. DopMupoBaHme 1 opopmsieHne aes

6.2.1. ®opMupoBaHue fen - rpynnmupoBKa UCMOJIHEHHbIX OKYMEHTOB B [esla B COOTBETCTBUM C
HOMEHKJ1IaTypomn Len n cuctemaTusaums LOKYMeHTOB BHYTPU Aena.

6.2.2. lena chopmupytoTcs B hefepasbHOM OpraHe UCNOSHUTENIbHOM BAACTW, Kak NpaBuio,
LeLeHTPaIn30BaHHo, T. €. B CTPYKTYPHbIX NoApa3aeSieHUsX.

6.2.3. AiCNONIHEHHbIE N 3aKOHYEHHbIe Ae/10NPOM3BOACTBOM LOKYMEHTbI LO/MKHbI B 10-AHEBHbIN CPOK
CAaBaTbCA NCMOJIHUTENIEM B 3aBUCMMOCTW OT NMPUHATON CUCTEMbI BEAEHWNS A,EN0NPON3BOACTBA B CyXOy
AOY vnu nnuam, 0TBETCTBEHHbLIM 3a BeileH1e [efIoNpon3BOACTBa B CTPYKTYPHbIX NoApa3aeneHusax, Ans
dopMunpoBaHnsa nx B aena. Homep aena, B KOTOPOE A0JKEH ObITb MOALWNT OOKYMEHT, onpeaenseT
PYKOBOANTESNb CTPYKTYPHOIro Nofpa3aeneHns uiv NCNoaHUTENb B COOTBETCTBMM C HOMEHKIATypown Aerl.
6.2.4. KOHTpPO/b 32 NpaBWabHbLIM (hOPMUPOBaHMEM fen ocylecTBaseTcs cnyxbon JOY.

6.2.5. Mpu hopmmpoBaHun oen Heobxoaumo cobnogaTs cneayoume obline npaBuna: NoMeLlaTb B 4eN0
TOJIbKO UCMOJIHEHHble OOKYMEHTbl B COOTBETCTBUM C 3aroJIoBKaMuy AeJsi N0 HOMeHKJ1aType; rpynnupoBaTh B
[lesio LOKYMeHTbl OHOro KaJIeHAapHOro roga, 3a UCKJIlYeHneM nepexonaimnx nes; pasfesibHo
rpynnupoBaTh B fefia JOKYMEHTbl MOCTOAHHOIO U BPEMEHHbIX CPOKOB XpaHeHuWs; noMellaTth B fena
KCepokonuu hakcorpamm, TeneoHorpaMmbl Ha 06LLIMX OCHOBaHMAX; B AeS1I0 He AOJKHbI MOMeLlaTbCs
LOKYMEHTbI, MOAJIeXXallne BO3BPaTy, JIMLLHNE 3K3EMMNAAPLI, YEPHOBUKK; N0 06bEMY AEN0 HE JOJIKHO
npesbiWwaTb 250 AMCTOoB. MpK HanMymMm B Aene HeCKObKNX TOMOB (4acTen) HoMep (MHAEKC) W 3arofioBOK
Jena NpocTaBfAlTCS Ha KaX oM ToMme ¢ nobasnerHunem "1. 1", "1.2" n 1. 4.

6.2.6. [loOKyMeHTbl BHYTPY Aena pacnonaraTcsa CBepXy BHU3 B XPOHOIOr M4E€CKOW, BONPOCHO-10r M4eCKon
nocnefoBaTesIbHOCTU WK UX COYEeTaHUN.

PacnopsaguTesnbHble LOKYMEHTbI FPYNnUpyoTCs B Aef1a N0 BUAAM Y XPOHOIOM MW C OTHOCALLUMUCS K HUM
NPUIIOXKEHUAMMU.

B oTOenbHbIe Oena Mo XPOHOJIOrUK B 3aBUCMMOCTHY OT BUAA SOKYMEHTOB (DOPMUPYHOTCS KOMUN NPUHATBIX
thenepanbHbIX 3aKOHOB, akToB lNpe3naeHTa Poccuinckon Pepepaunn, aktos MpaBuTenbcTBa Poccnitckom
defepalm 1 BbINUCKM U3 COOTBETCTBYHOLLMX NPOTOKOJI0B 3acedaHuni MNpaBuTtenscTBa Poccuinckonm
®epnepauunm unu ero lNpesnagnyma.

Bce [OKYMEHTbI OTHETHOI0 M MHDOPMALMOHHOIO XapakTepa Nno NCNOoHEeHNO akTa Mpe3naeHTa Poccuinckon
®epepaumm nnu NpasutenbcTea Poccuinckon deagepaumv, HAXOAALLEroCs Ha KOHTPoJ1e, NOAWMBAIOTCA B
3aBejleHHOe Ha 3TOT aKT Aeno. Ecnu Ha akT Aeno He 3aBOANII0Ch, TO OTHYETHblEe LOKYMEHTbI MOALUNBAOTCS
B Le/10 NepenncKn NOCTOSHHOMO CPOKAa XPaHEeHMA 3a TeKYLLNA FoA,.

Ecniv nmeeTCs OOKYMEHT O CHATUM C KOHTPOJIA HECKOJIbKMX aKTOB, NOAWMNTLIX B pa3Hble Aena, To cnegyeT
NoALWMNTb HeoHX0AMMOE KOJIMYECTBO KOMWUIA 3TOF0 AOKYMEHTa B COOTBETCTBYIOWME Aefa C YKa3aHneMm
HOMepa [fesia, B KOTOPOM MOALUUT NOAJMHHUK 3TOr0 OKYMEHTa.

[OKYMeHTbl Konnernin rpynnupyoTca B ABa Aefla: MPOTOKObl U peLleHns KONernm; [OKYMeHThl K
3acefaHunAaM KoJiiermm.

MoNoXeHNs, UHCTPYKLNW, YTBEPXKAEHHbIE PAaCropAANTESIbHbIMU LOKYMEHTaMU, ABAATCS NPUIOKEHNAMN
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K HAM 1 TPYNNMPYIOTCA BMECTE C YKa3aHHbIMN LOKYMEHTaMMU.
MprKa3sbl N0 OCHOBHOW AEATENbHOCTW FPYNMNMPYTCS OTAENLHO OT NPUKa30B Mo JNYHOMY COCTaBY.
MpoTOKO/IbI B Aef1e pacnoaralnTcs B XPOHOIOrMYECKOM NOPAAKe Mo HOMepaM. [loKyMeHTbl K MPOTOKO1aM,
CrpynnupoBaHHble B OTAEbHbIE Aefa, CUCTEMATM3UPYOTCA N0 HOMepPaM NPOTOKOJIO0B.

YTBep)XAEHHbIE MaHbl, OTYETbI, CMETbI, JIMMUTbI, TUTY/IbHbIE CANCKK N APYrMe 4OKYMEHTbI FPynnupyoTca
OTAENbHO OT MPOEKTOB.

[lOKyMEHTbI B JINYHbIX AefilaX pacrnosiaraloTca no Mepe nx nocTyniaeHns.

MpennoXxeHns, 3asaBneHUs 1 xanobbl rpaXkaaH no BonpocaM paboTbl henepasibHbIX OpraHoB
NCMNOJIHATESIbHON BJIACTW W BCE AOKYMEHTbI MO UX PACCMOTPEHUIO 1 UCMONHEHNIO TPYNMMPYIOTCS OTAENBHO
OT 3aABJIEHUI rpaxk4aH Nno JMYHbIM BONPOCaM.

Mepenucka rpynnupyeTcs, Kak Npasuio, 3a Nepuos KaJeH4apHoro roga u cuctemaTusnpyeTcs B
XPOHOJ/1I0r M4eCKOM NoCeA0BaTEe/IbHOCTY; JOKYMEHT-OTBET NOMELLAETCS 3a LOKYMEHTOM-3amnpocoMm. Mpu
B0O30OHOBNEHMMN NEPENUCKN MO ONPELENEHHOMY BOMPOCY, HaYyaBLLENCA B NPeAblAYLLEM FOaY, LOKYMEHTHI
BKJIIOHAOTCSA B €10 TEKYLLEro roga C ykasaHMeM MHAEKCa Aefla NpeablayLuiero roga.

6.2.7. lena henepasbHOro opraHa MCNOJHNTENbHOW BAACTV NoANeXaT 0hOPMIEHNIO MPU UX 3aBEAEHUN U
no 3aBepLueHun roga. OcopmaeHune nena - NOAroToBKa Aena K xpaHeHuto. OhopMaeHne nena BKYaET B
cebsa komnnekc paboT No onmcaHuMo aena Ha 0610XKKe, 6POLLIOPOBKE, HYMEpPaL MM NCTOB U COCTABJIEHNIO
3aBepuTeNibHOM Hagnucu. OdopmneHune fen npoBoanTcs paboTHUKaMmu cinyxbbl JOY 1 COOTBETCTBYIOLLNX
CTPYKTYPHbIX NoApa3aeneHnin, B 0653aHHOCTb KOTOPbIX BXOAWT 3aBeAeHne 1 hopMnpoBaHme aen, npu
MeTOANYECKON NOMOLLW U MOJ KOHTPOEM apxmBa peaepasbHOro opraHa UCNoSIHUTEIbHON BIACTW.

6.2.8. B 3aBMCMMOCTM OT CPOKOB XPaHEHWS MPOBOAUTCS MOJIHOE MU YacTUYHOe odopmeHme agen. MonHomy
ohopMaeHMIO NogaexaTt gena NoCcTOSHHOro, BpeMeHHOoro (cebiwe 10 feT) XxpaHeHns 1 1o ANYHOMY
cocTaBy. [MonHoe ohopmaeHne aena npeaycMaTprBaeT: 0oDOPMIEHNE PEKBU3NTOB 0610XXKIK fena no
yCTaHoB/eHHON hopMe (npunoxxeHne N 22); HyMepauuto IMCTOB B AeJle; COCTaBJIEHNE ICTa-3aBepuTens
aena (npunoxeHue N 23); cocTaBneHne B HEOBXOAUMBIX Cly4asix BHYTPEHHEW ONNCK AOKYMEHTOB AefNa
(npunoxenne N 24); noaLWNBKY UK NepensieT Aefa; BHECEHNE HEOBX0ANMbIX YTOYHEHWI B PEKBU3UTDI
06710)KKM gena.

6.2.9. Obnoxxka aena NoCTOSHHOIr0, BPEMEHHOr o (CBbille 10 NeT) XpaHEHNS U MO JIMYHOMY COCTaBY
0hopMASETCA MO YCTaHOBAEHHON hopMe. Ha 0610XKe fena yKa3blBaloTCA PEKBM3UTLI: HAaMMEHOBaHME
henepanbHOro opraHa NCNoaHWTENbHON BlacTu (hoHAo0obpa3oBaTens); HAUMEHOBaHME CTPYKTYPHOMO
noapasfeneHns; Homep (MHOEKC) Aena; 3aronoBOK Aena; AaTa Aefa (ToMa, YacTu); KOMYeCcTBO JIMCTOB B
Aene; CPoK XpaHeHUs Aena; apxXuBHbIA Wngp gena.

PekBu3nTLI, NpocTaBnseMble Ha 0610)KKe Aena, ohopMasfoTCa cneayowmm obpa3oM: HaUMEHOBaHME
hefepanbHOro opraHa UCMOJIHUTENbHON BAACTM YKa3blBAeTCSA MOSHOCTLIO, B UMEHUTENbHOM NMagexe, ¢
yKa3aHneM opuLmnanbHO NPUHATOrO COKPALLLEHHOr0 HAMMEHOBaHMNS, KOTOPOE YKa3blBaeTCA B CKOBKax
nocJie NoJIHOro0 HaUMeHOBaHMNA; HaMMEHOBaHNE CTPYKTYPHOro noapasaeneHuns - 3anncblBaeTcs Ha3BaHue
CTPYKTYPHOIro noapasfeneHns B COOTBETCTBMM C YTBEPXKAEHHOW CTPYKTYPON; HOMep Aena -
npocTaBnseTcsa ungposoe o6o3HavyeHme (MHOEKC) fesla No HOMEHKNAType aen efaepasibHoro opraHa
NCNOJIHNTEIbHON BJIACTW; 3ar0/I0BOK fefa - NePEeHOCUTCS N3 HOMEHKAATYpbl Aen defepasbHOro opraHa
NCMONHNTENIbHOW BAIACTK, cornacoBaHHomM ¢ MK denepanbHOro apxmea; AaTa Aena - ykasblBaeTcs rof(bl)
3aBeAeHNs N OKOHYaHWUS gena B Aenonpoun3BoAcTBe. [laTon aen, cogepxalimx pacnopsaanTensHyto
LOKYMEHTaLMIO, @ TakXe ANa Aen, COCTOALLNX U3 HECKOJIbKMX TOMOB (YacTen), ABNA0TCA KpaHue aaThbl
LLOKYMEHTOB AieNna, T. €. AaThl (Y1C0, Mecal, rofl) perncrpauuy (CocTaBaeHns) caMoro paHHero 1 camoro
No34Hero OKYMEHTOB, BKJIIOYEHHbIX B A€/10. [laTON NpuaoXeHus K geny, CQopMmMpoBaHHOMY B OTAE/bHbIN
TOM, ABASIETCA AaTa PermcTpaum 0CHOBHOro AOKYMEHTA, NMPUI0XKEHNE K KOTOPOMY MOMELLLEHO B 3TOT TOM.
Mpw 3TOM Yncno n rog obosHavatoTCa apabckmumm yudpamm, HasBaHne MecsLa NULETCS NOMHOCTbIO
CNoBaMu.

B uensx obecneyeHns COXpaHHOCTY W 3aKpeneHnsa NopsaKa pacnonoXXeHns 4OKYMEHTOB, BK/IIOYEHHbIX B
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[leno, BCe ero NNCTbl, KpOMe JINCTa 3aBEepUTENS U BHYTPEHHEN OMUCKU, HYMepYITCS. JINCTbI HyMepyoTCs
NPOCTbIM KapaHAALLOM CBEPXY BHU3, LN PLI NPOCTaBASIOTCSA B MPABOM BEPXHEM Yriy NMCTa.

Jlnct Bonbluoro hopmaTa, NOALINTLIA 38 OAMH Kpall, HYMepyeTCa Kak OAWH NNCT B NPaBOM BEPXHEM Yry.
[LOKYMeHTbI C COBCTBEHHON HyMepaLnen IMCTOB, B TOM YUC/IE NeYaTHbIE N3JaHus, HyMepyTcs B 0bLiem
nopsizike.

JINCTbl fen, CoCTOALLMX U3 HECKONBKMX TOMOB WM YacTel, HYMepytoTCa N0 KaXX40My TOMY WU YacTu
OTLENbLHO.

doTorpaduu, YepTexu, AmarpaMMbl U Apyrue UaNKCTpaTUBHbIE U Ccheunduyeckmne LOKYMEHThI,
NpeacTaBNAoLME CaMOCTOATENbHBIN NCT B AeNe, HYMEPYTCSA Ha 060POTHOM CTOPOHE B JIEBOM BEPXHEM
yray.

MoAWwwnTble B N0 KOHBEPTHI C BAOXKEHUAMU HYMEPYIOTCS: CHa4Yana KOHBEPT, a 3aTeM 04epelHbIM HOMEPOM
KaXK[l0e BJIOXXEeHWe B KOHBepTe.

MpunoXxeHus K feny, NoCTynuBLUNE B NepenseTe, oPopMASIOTCA Kak CaMOCTOATENbHbBIA TOM U HYMeEpYIoTCS
OTLENLHO.

Mocne 3aBepLlUeHNs HyMepaLu NMCTOB COCTaBNSETCS 3aBepuTeNbHas Haanncb, KOTopas pacnosaraeTca B
KOHLe Aena. 3aBepuTesibHas HaAnN1Cb COCTaBARTCS B AeJie Ha OTAeSIbHOM NucTe-3aseputesne gena. B
3aBepuUTEeNbHON HaANMCK LnucdpaMm U NPonmncbio YKasbiBalTCA KONNYECTBO IMCTOB B LlaHHOM fene,
0C0BEHHOCTN OTAE/IbHBIX JOKYMEHTOB (YepTexu, poTorpadum, pucyHk: u T. m.).

3aBepuTesibHas HaAMNUCb NOAMUCLIBAETCA €e COCTaBMTeNeM C yKa3aHneM paclinpoBKM NOAMUCH,
LOSKHOCTM U AaTbl COCTaBneHUs. Konn4ecTso IMCTOB B Aiefie NpocTaBaseTcs Ha 0bnoxke gena B
COOTBETCTBUMN C UTOFOBOW HAAMUCHIO.

PekBM3UT "CPOK XpaHeHns fena" nepeHocuTcs Ha 06N0XKY fena U3 COOTBETCTBYIOLLEN HOMEHKATYpbl Aen
nocne CBEPKMN ero Co CPOKOM XPaHeHWs, yKa3aHHbIM B NepeyHe TUNOBbLIX OKYMEHTOB WK B NepeyHe
LOKYMEHTOB, 0bpa3syowmnxcs B fedaTenbHOCTU hefepasbHOro opraHa, C ykasaHMeM CPOKOB XpaHEeHMS.

Ha penax noCTOAHHOro XpaHeHusa nuweTcs: "XpaHUTb NOCTOSHHO",

ApPXVBHBIA Wgp Aena (CoOCToMT M3 HOMepa (hoHAa, HOMepa OnMMCK 1 HOMepa Aena no onucK) Ha 0610XKKax
[ile/1 MOCTOAAHHOIO XpaHeHUs NpoCTaBASETCA B apxuBe defepasbHOro opraHa CNoJHUTENbHON BNacTu
YEePHbIMU YEPHWUSIAMU TOIbKO MOCE BKOYEHUS 3TUX AN B rO40BbIE pa3Aesibl CBOAHbLIX OMUCEN,
yTBepXXAeHHbIX 3K cooTBeTCTBYIOLEro efepasbHOro apxmea (40 3TOr0 OH NPOCTaBAAETCSH
KapaHZallom).

Ha 0610)Kax fen NoCTOSAHHOrO XpaHeHa NpeaycMaTpruBaeTCs MeCcTo AN HaMeHOBaHUS hefepanbHoro
apxvBa, B KOTOPbIA ByAyT nepefaBaTbCa Aena, KoAoB efepasbHOro apxmea U hefepansHoro opraHa
NCNOMHNTENLHOW BNacTK No O6LepoCcCninckoMy KnaccumkaTopy NnpeanpusaTuin n opraHusaumin (OKMO) un
Obwepoccninckomy KnaccmgmrkaTopy opraHoB rocyf4apCTBEHHON BACTK 1 ynpasaeHus (OKOIY).

Mo okOHYaHUW rofa B HAAMWUCU Ha 0610)KKax Aef NOCTOSHHOIO 1 BpeMeHHoro (cBbiwe 10 neT) xpaHeHns
BHOCATCS YTOYHEHUS: NPY HECOOTBETCTBUM 3arofioBKa Aefl Ha 0610XKKe CofepXXaHMio MOALNTBIX
LLOKYMEHTOB B 3aroJI0BOK [eJila BHOCATCSH U3MEHEHUSA U LONOSHEHWS.

HanmeHoBaHna oHaoobpa3oBaTens n nogpasnenieHns, rog u Homep aena MoOryT NPOCTaBAATLCS Ha
0b6n0XKKe LWTaMmnom.

6.2.10. lna y4yeTa LOKYMEHTOB onpefeneHHbIX KaTeropui NoCTOSHHOIO Y BPEMEHHOr0 CPOKOB (CBbile 10
NeT) XpaHeHUs, y4eT KOTOPbIX BbI3bIBAETCH CNELUPUKON AaHHOW LOKYMeHTauun (0cobo LeHHbIe, IYHbIe
[enaun T. 4.), COCTaBNASETCA BHYTPEHHAS ONUCb [JOKYMEHTOB Aena.

BHYTpeHHAS oNuCb LOKYMEHTOB [lela COCTaB/AeTCsA TakxXe Ha [esia NOCTOAHHOrO U BPEMEHHOr 0 (CBbiLle
10 neT) XxpaHeHus, ecnm OHU CHOPMUMPOBaHLI MO Pa3HOBUAHOCTAM LOKYMEHTOB, 3aroJIoBKWN KOTOPbIX He
pacKpbIBAOT KOHKPETHOE cofiepXKaHue OOKYMEHTOB.

HeobxoaMMOCTb COCTaBNEHNS BHYTPEHHEWN ONnCY LOKYMEHTOB Aefla onpefenseTcs MHCTPYKLUMEN no
BeJEeHWI0 4e/onpon3BOACTBa B (pefepalisbHOM OpraHe UCNOJIHUTESIbHON BNaCcTWU. BHYTpeHH:AA onnch
COCTaBNIAETCA Ha OTAESIbHOM JINCTE MO YCTaHOBIEHHON (hopMe, KOTOpas COLEPXUT CBEAEHMUS O
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NopsiIKOBLIX HOMepax OOKYMEHTOB Aefa, UX MHAEKCaX, faTaX, 3arosoBKax U HoOMepax IMCTOB fiefia, Ha
KOTOPbIX PacrnosioXeH KaxK bl JOKYMeHT. K BHYTpeHHen onncy cocTaBaseTcs UTorosas 3anuch, B KOTOPOK
YyKa3bIBalOTCA LpaMm 1 MPONnCbo KOJIMYECTBO BKIIIOYEHHbIX B HEe JOKYMEHTOB U KOJINYECTBO JINCTOB
BHYTPEHHEN onuncu.

BHYTpeHHAS ONUCb LOKYMEHTOB [iena NoAMNUCbIBAETCA COCTaBUTESIEM C YKa3aHUeM pacLLndpOBKM NOAMMUCH,
LOJDKHOCTM M JaTbl COCTaB/IEHUA ONUCKU. 3aBepeHHas COCTaBUTESIEM BHYTPEHHSAA OMNUCb JOKYMEHTOB fesa
NOOKJIEMBAETCS 3a BEPXHUIN Kpall K BHYTPEHHEN CTOPOHE NnueBon 0610XKN aena.

6.2.11. [JoKyMeHTbI, COCTaBAsIIOLINE [0, MOALINBAOTCS Ha YEThIPE NPOKOJa B TBEPAYO 00J10XKKY U3
KapTOHa WK NepeneTalnTcs C Y4eTOM BO3MOXXHOIo CBOBOAHOMO YTEHNS TEKCTa BCEX AOKYMEHTOB. pu
NOLArOoTOBKE Aen K NoALuuBKe (nepenneTty) MeTannnyeckue ckpenneHus (bynasku, ckpenku) us
[OKYMEHTOB yAansoTCA.

Jena BpeMeHHOro (4o 10 neT BKAKYMTENbHO) XPaHEeHNS AOMYCKAeTCA XPaHUTb B CKOPOCLUMBATENSX, HE
NPOBOAMTL MepecncTemMaTu3aumnio LOKYMEHTOB B feJe, INCTbI Aefla He HYMepoBaTb, 3aBepuTesbHble
HaAMnMcKu He COCTaBNATb.

6.3. OpraHmsaumsa onepaTUBHOro XpaHeHNA LOKYMEHTOB

6.3.1. C MOMeHTa 3aBefeHNs 1 0 nepeldayn B apxus efepanbHOro opraHa UCNOJHUTENbHON BAacTK gena
XPaHATCA N0 MeCTy UX (hOpMUPOBaHNUS.

PykoBoOWTENN CTPYKTYPHbIX MOAPa3AENEHNA N COTPYAHMKM, OTBEYAIOLLME 3@ AEN0NPOU3BOACTBO, 0653aHbl
obecneymBaTb COXPAHHOCTb AOKYMEHTOB U .

B Lesiax NoBbILWEHUS OrnepaTUBHOMO MOMCKa AOKYMEHTOB [iesla pacrosiaratloTca B WKagax B COOTBETCTBUNY C
HOMeHKJ1IaTypon fen. HoMeHkaTypa Len Uian BbINMUCKa U3 Hee rnoMeLLaeTcs Ha BHYTPeHHeN CTOpoHe
wkada.

Ha kopelwKkax 0610XeK AeN yKa3biBaloTCA MHAEKCHI MO HOMEHKNAType Aen.

3aBepLUeHHbIe Aefla NOCTOSAHHOrO 1 LOArOBPEMEHHOro (CBbie 10 neT) CPOKOB XPaHEHUS XPaHATCA Mo
MeCTy Ux (hOpMMpPOBaHMA B TeYEHME TPEX JIeT, a 3aTeM CAAIOTCA B apxus hefilepanbHOro opraHa
NCNOJIHUTESIbHON BIACTW.

6.3.2. Bolgada gen opyrum nogpasfeneHnsam npom3BoanTCS C paspeLleHmns pykoBoanTens cayxber JOY.
Bblfaya oen coTpyaHWKaM noapasgenennii 4na paboTel OCyWeCcTBASETCSA NOA4 pacnuncky. Ha BolaaHHOe
Le/10 3aBOAMTCA KapTa-3aMecTuTeNb. B Hell yKa3biBalTCa CTPYKTYpHOe nogpasfeneHne, UHAeKC gena,
[laTa ero Bbl4ayn, KOMY [eJ0 BbiAAHO, JaTa ero BO3BpalleHns, npefycMaTpmuBaloTCa rpadbl 419 pacnmcok
B NMOJIy4YEHUMN U NpuemMe aena.

[lena BblAalOTCA BO BPEMEHHOE MO/b30BaHNE COTPYAHUKAM CTPYKTYPHbIX MOAPa3AeeHnin Ha CPoOK He
6onee ogHOro Mecsua. MNocne NCTe4YeHNs yKasaHHOO CPOKa AEN0 AOJHKHO BbiTb BO3BPALLEHO HA MECTO ero
XpaHeHus.

CTOpOHHMM OpraHM3aunsaM fefia BblAalTCH Ha OCHOBAaHUN MX MUCbMEHHbLIX 3anpoCcoB C pa3peLleHmns
pykoBoauTensa efepanbHOro opraHa UCNOAHUTENLHOW BAACTU UAW €ro 3aMeCTUTENS, KYPUPYIOLLEro
cnyx6y OOY, no akTam.

V3bATUE LOKYMEHTOB M3 e NOCTOAHHOIO XpaHeHWs AOMNYCKAeTCa B UCKIIOYUTEIbHBIX CllyvasXx v
NMPOM3BOANTCA C pa3peLleHmns pyKkoBoamTens heaepasibHOro opraHa MCNosHUTENbHOM BNacTh C
OCTaB/IeHVEeM B [ieJie 3aBePeHHON KONy AOKYMEHTa 1 akTa 0 MpuynHax BblAayu NOAJIMHHUKA.

VII. Mopapok nepefayn LOKYMEHTOB Ha XpaHeHWEe B apxuB

[lOKyMeHTbl hefilepanbHOr0 OpraHa NCNoJIHMTENbHON BNACTH ABNSAIOTCA (peaepasibHON COBCTBEHHOCTLIO U
nocJie NpoBefeHNs 3KCNepTn3bl UX LEHHOCTY B NopsaKe, yCTaHOBJIeHHOM defepalibHbIM apXUBHbLIM
areHTCTBOM, NoanexaT obs3aTenbHOM nepefaye Ha NOCTOSHHOE XpPaHeHWe B heepasibHbl apXUB Kak
YacTb ApXMBHOro hoHaa Poccuinckon ®epepaumn.

Ons xpaHeHns LOKYMeHTOB ApXUBHOro (hoHAa Poccunckon defepaum, 0OTHOCALLUXCA K FOCYLapCTBEHHON
COBCTBEHHOCTHU, U [OKYMEHTOB BPEMEHHOIO (CBbiwe 10 1IeT) CPOKa XPaHEHUS, UMEIOLLMX MPpaKTU4eckoe
3Ha4yeHune, a TakXe LOKYMEHTOB MO JIMYHOMY COCTaBY, UX y4eTa, NCNOJSIb30BaHWS, 0TOOpa 1 NOAFOTOBKM K
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nepenaye Ha NOCTOSAHHOE XPaHeHMe efepanbHbIi OpraH NCMONHUTENBHONM BlacTU 0bpa3yeT apxmB.
MogroToBKa LOKYMEHTOB K Nepefaye Ha XpaHeHne B apxmB hefepasbHOro opraHa UCNONHNTEIbHON
BJACTM BKAOYaeT paboTy cnyxbbl LJOY 1 nunL, 0TBETCTBEHHbLIX B CTPYKTYPHbLIX NOAPa3AeneHmnsax 3a
BeLeHVe OeNonpon3BOACTBa, N0 NPOBEAEHMNIO SKCNEPTU3bl LEHHOCTY OOKYMEHTOB, (hOPMUPOBAHNUIO U
0hopMAEHNIO AeN, COCTABEHNIO ONNCEN AEN N aKTOB O BbIAEIEHUN K YHUYTOXEHUIO JOKYMEHTOB 1 Lef.
7.1. OKcnepTmn3a LEHHOCTUN OOKYMEHTOB

7.1.1. 9KcnepTM3a LEHHOCTU LOKYMEHTOB - U3y4YeHNe OOKYMEHTOB Ha OCHOBaHUW KPUTEPUEB NUX LLIEHHOCTK
B LENAxX onpeneseHns CPOKOB XpaHEeHNS1 AOKYMEHTOB 1 0TOopa UX ANs BKIAOYEHUS B COCTaB APXMBHOIO
toHAa Poccuinckon depepauun.

7.1.2. 9KcnepTU3a LLEHHOCTM AOKYMEHTOB B (hefepasnbHOM OpraHe NCMOSHUTENbHOW BAAaCTU Ha CTaann
Aenonpon3BoACTBa NPOBOAUTCS: MPU COCTABAEHUM HOMEHKNATYpPbI AeN; B npouecce (hopMUpoBaHnsa gen u
NPOBEPKM NPaBUNbLHOCTN OTHECEHMA LOKYMEHTOB K AenaM; Npu noaroToBKe e K nepefaye B apxus
thefepanbHOro opraHa UCNOJHUTENbHON BAACTHU.

7.1.3. lns opraHn3aumm 1 NpoBefeHns 3KCnepTusbl LEHHOCTU LOKYMEHTOB B (hefiepasibHOM opraHe
NCNOJIHNTEIbHON BJIACTM CO34aeTCsA MNOCTOSAHHO AENCTBYOLAA LLeHTpaibHasa 3KCNepTHas KoMmuccmsa (ganee
nMeHyeTcs - L|9K) n npyn HeobxoAnMMOoCTM 3KCNEPTHLIE KOMUCCUM (fanee nuMeHyeTcs - 9K) B CTPYKTYPHbIX
nogpasaeneHmnsax.

7.1.4. ®yHkumm 1 npaea LIK (3K), a Takxe opraHusauns nx paboTbl onpegensoTcs NoJIOXEeHUsSIMN,
KOTOpble YTBEP)XAATCS pyKoBoAnTenem deaepanbHOro opraHa UCnosiHMTensHon Baactu (ans LK) un
PYKOBOAUTENEM CTPYKTYpHOro nogpasgenenus (ans 3K). NMonoxeHune o LL3K 0o ero yreepxaeHns
NoAJIEXUT cornacoBaHunio ¢ ®egepasbHbiM apXUBHbLIM areHTCTBOM.

7.1.5. 9KcnepTM3a LEHHOCTU LOKYMEHTOB NMOCTOAHHOIO Y BPEMEHHOr 0 XpaHeHUs OCYLLEeCTBISeTCA
€Xero4Ho B CTPYKTYPHbIX Nofpa3sfeneHnax gpeaepasbHoro opraHa UCNosHUTENIbHON BNacTh
HenocpeACTBEHHO NNLAMK, OTBETCTBEHHbLIMYM 3a BEAEHNe 4e/0Npon3BOACTBa COBMeCTHO ¢ LIIK (3K) nog
HenocpeaCcTBEHHbIM METOANYECKUM PYKOBOACTBOM apXMBa.

7.1.6. MNpn NpoBeAEHNN IKCNEPTU3bI LLIEHHOCTW LOKYMEHTOB OCYLLECTBAAETCS 0TOOP AeN NOCTOSAHHOMO U
BpeMeHHOro (cebiwe 10 neT) XxpaHeHUs ans nepefayv B apxue defepasbHOro opraHa NCNOAHUTENbHON
BJ1ACTK; 0TOOP Aen C BpEMEHHbIMI CPOKaMUN XpaHeHNa 1 ¢ noMeTkol "[lo MMHoBaHUs HagobHocTn",
noaaexxalnx ganbHeNnWemMy XpaHeHNIO B CTPYKTYPHbIX MNOAPa3AeNIEHUSAX; BbIAENIEHNE K YHUHTOXEHNIO Oen
3a npeablayLwmne rofbl, CPOKN XpaHEeHUS KOTOPbIX UCTEKIN.

7.1.7. OT60p OOKYMEHTOB /15 MOCTOSHHOIO XPaHEHNS MPOBOAUTCA Ha OCHOBaHWUM NepeYHen LOKYMEHTOB C
yKa3aH/NEeM CPOKOB UX XPaHEHWNS 1 HOMEHKNaTypbl Aen efepasbHOr0 opraHa UCNoAHNTENbHOW BAacTu
nyTeM NoJMCTHOrO NPOCMOTPa Aesl. B genax noCTOAHHOro XpaHeHMs noanexaT u3baTuio aybneTHole
3K3eMnAsApPbl LOKYMEHTOB, YEPHOBUKMW, HEODOPMIIEHHbIE KOMUY LOKYMEHTOB U He OTHOCALLMECS K BONPOCY
LOKYMEHTbI C BPEMEHHBIMU CPOKaMmn XxpaHeHUs. OKoHYaTeslbHOe peLleHne No pesynbTaTaM 3KCnepTu3bl
LEHHOCTW OOKYMEHTOB npmHmMMaeT LIIK thenepanbHOro opraHa MCNosHUTENbHOW BAACTH.

7.1.8. Mo pe3ynbTaTam 3KCNepTu3bl LEHHOCTU AOKYMEHTOB COCTABAATCA ONMUCK Aefl MOCTOSHHOrO,
BpeMeHHOro (ceblwe 10 neT) XxpaHeHUs 1 Mo JIMYHOMY COCTaBY, @ TakXXe aKTbl 0 BblAeNIeHUn Aen K
YHUYTOXEHUIO.

7.1.9. Onuncb gena - apxmBHbIA CNPaBOYHMK, COAEpXXallUi CUCTEMATU3NPOBAHHLIN NepevyeHb eqnHuL
XPaHeHUs apXMBHOIro hOHAA, KOSUIEKLMN U NpefHa3HaYeHHbIN AN X y4eTa U pacKpbiTUS CoAep)XaHuns.
OTgenbHas onncb NpeacTaBaseT cobol nepeyeHb Aen C CaMOCTOSTEIbHOW BasloBOW (MOPSAKOBOWA)
3aKOHYEHHON HyMepauuen.

7.1.10. Onuncuy coCcTaBAATCA OTAENIbHO Ha Aefla MOCTOSHHOr0 XpaHeHWs; Aesia BpeMeHHOoro (cebiwe 10
JIET) XpaHeHWs; fena rno JMYHoOMy COCTaBy; Ha Aefa BpeMeHHoro (4o 10 neT) XpaHeHMs ONncKu He
COCTaBASAOTCH.

7.1.11. B chbepepansHOM opraHe UCAOAHUTENLHON BAACTW B KaXKAOM CTPYKTYPHOM Noapa3geneHnn onncu
Ha gena NoCTOSHHOr0 XpaHEeHM COCTaBAATCS €XXero4HO Noj HenoCpenCcTBEHHbIM METOANYECKUM
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PYKOBOACTBOM apxuBa hefepasibHOro opraHa UCMOAHUTENbHOW BNacTU. M0 3TUM ONUCAM LOKYMEHTbI
CLalTCA B apxuB pegepanbHOro opraHa.

Onucw gen, NOAroTOB/IEHHbIE CTPYKTYPHLIMU NOAPa3AeNEHNSAMU, CAy)KaT OCHOBOW A5 MOATOTOBKMU
CBOZHOWN onucy fen enepasnbHOro opraHa UCNOSHUTESIbHOW BIACTU, KOTOPYIO FOTOBUT apXuB
theLiepanbHOrO OpraHa 1 no KOTopon OH CLaeT Aefia Ha rocylapCTBEHHOE XpaHeHWe B COOTBETCTBYOLLNIA
thenepanbHbIN apxmBs.

7.1.12. Onucun gen CTpYKTYPHbIX NOApa3AeSIeHUI COCTaBAAOTCA NO YCTaHOBAEHHON dopMe (npunoxxeHne N
25) n npeacTaBnATCA B apxmB hefepasbHOr0 opraHa UCMOAHUTENbHOW BNaCTU He MO34HEee YeM Yepes
Tpv roga nocsie 3aBepLleHns gen B 4enonpon3soacTBe.

7.1.13. OnucaTesibHas CTaTbs ONUCK Le CTPYKTYPHOro nogpasfeneHnsa umeeT cnefyioLline 31eMeHThl:
NopsiAKOBLIN HOMEP Aena (Toma, YacTu) No ONUCKU; MHAOEKC Aena (ToMa, 4acTu); 3aronoBok gena (Toma,
YacTu); faTy fena (ToMa, 4acTw); KONMYEeCTBO NNCTOB B Aefie (TOMe, YacTu); CPOK XpaHeHns fena.

7.1.14. Npwn cocTaBneHumn onucy aen cobnogaoTca cneayolime TpeboBaHUs: Kaxxa0e 0e0 BHOCUTCSA B
OMNMCb NOA CaMOCTOATESIbHbIM NMOPALKOBBIM HOMEPOM (ecn AeSI0 COCTOUT U3 HEeCKOJIbKMX TOMOB (YacTen),
TO KaXkAbl TOM (4aCTb), B TOM 4ucse chopMMpPOBaHHOE B OTAENbHbIA TOM MPUNOXKEHNE K AeSly, BHOCUTCH B
ONUCb NoJ CaMOCTOATENbHLEIM HOMEPOM; MOPALOK HYMepaLun Aen B ONUCK - BaJIOBbIN; rpadbl OnNucK
3aM0/IHAOTCSA B TOYHOM COOTBETCTBMM C TEMU CBEAEHUSAMM, KOTOPbIE BbIHECEHLI Ha 0610XXKY Aena; npu
BHECEHWW B ONMWUCb NOAPAL Aesl C OAUHAKOBbIMM 3ar0/10BKaMmM NULLIETCA NOJIHOCTbIO 3aroJIOBOK NEPBOro
Aena, a BCe 0CTajlbHble 0AHOpoAHbIE Aena 0603HavaoTCsa cnoBamu "To xe", Npy 3TOM Apyrue CBeLeHuns o
Aenax BHOCATCS B OMWCb MOJIHOCTbIO (Ha Ka)X40M HOBOM JIMCTE OMWCK 3ar0JI0BOK BOCMPON3BOAUTCA
MOJIHOCTbIO); rpada onnucy "NpmMeYdaHmne" NCnonb3yeTcs AN OTMETOK O NMpUeMe fesi, 0COBEHHOCTSX UX
(hr13M4eCKoro COCTOAHNS, 0 Nepefade aen ApYruM CTPYKTYPHbIM Nogpa3feseHns M Co CCbINKON Ha
HeobX04MMbIN aKT, O HAJIMYMM KOMUA 1 T. M.

7.1.15. B KoHUe onucy BCAeq 3a NociefHeln onncaTeNbHON CTaThel AenaeTcs MTOroBas 3anmcb, B KOTOPON
yKa3bIBaloTCa (Undpamm 1 Nponucbio) KOANYECTBO AEST, YNCAALWMXCS N0 ONUCK, MEPBLIA 1 NOCAEOHNIA
HOMepa 4ef Mo OMNKCK, @ TakXXe OroBapMBaloTCs 0COBEHHOCTM HyMepaLuun fen B ONUCK (TMTepHbIE 1
NponyLeHHbIe HOMepa).

7.1.16. Onucb fen CTPYKTYpPHOro nogpasfesieHns noanmcbiBaeTCcs COCTaBUTeNEM C YKa3aHWeM ero
LOJKHOCTM, COra1acoBbliBaeTCa C pykoBoauTeneM cnyxbel AOY 1 yTBepXLaeTCs pyKoBoAUTENEM
CTPYKTYPHOIro noapasaeneHus.

Mpy Hanu4mm B CTPYKTYPHOM nofpasfeneHnn penepasibHoro opraHa 3K onncb Aen Ao ee yTBepXXAeHNs
[O/MKHa ObITh cornacoBaHa ¢ 3K.

7.1.17. Onucb fen CTPYKTYpPHOro nogpasfesieHns opraHnm3aunm cocTaBaseTcs B BYX dK3eMnasapax, O4AunH
13 KOTOPLIX NepefaeTcs BMeCcTe C AenaMu B apxuB hefepasibHOro opraHa UCNoAHUTENbHOW BAacTu, a
BTOPOW OCTaeTCs B Ka4yeCTBe KOHTPOJIbHOIO 3K3eMnispa B CTPYKTYPHOM nogpasaeneHun. Npun Hanu4mm B
CTPYKTYPHOM nogpasgesieHnn 3K onucb el CoCTaBisaeTCs B Tpex 3K3eMnasapax, Tak Kak 04uH 3K3eMnasap
onucu nepegaetca B 3K g pacCMOTPEHMSA 1 CorlacoBaHus.

7.1.18. OT60p LOKYMEHTOB 3@ COOTBETCTBYIOLLUIA MEPUOL K YHUHTOXKEHUIO N COCTABJIEHNE aKTa 0
BbIAENIEHUN UX K YHUYTOXEHMIO (MpuaoxeHne N 26) npon3BoaaTCs nocjie COCTaBEHNSA CBOAHbLIX ONUCeN
[len NOCTOAHHOr0 XPaHeHWA 3a 3TOT XXe Nepuof. YKasaHHble OnvucK U akTbl pacCMaTpUBalOTCA Ha
3acefdaHum 3K (3K) henepanbHOro opraHa UCNOSIHUTENLHON BJIAaCTWM 04HOBpeMeHHO. CorflacoBaHHble
LU3K (3K) thegepanbHOro opraHa UCNOJIHUTE/IbHOW BAACTW aKThbl YTBEPXKAAOTCA PYKOBOAUTENEM
hefepanbHOro opraHa UCNOMHWUTENLHON BAACTY TONbKO NOCAE YTBEPXKAEHWNSA IKCNEPTHO-NPOBEPOYHON
Komuccuen (oanee umenyetcs - IMK) cOOTBETCTBYOLWErO (heiepasibHOr0 apxmnBa, onuncen aen
NOCTOAHHOIO XpaHeHWs; NOC/e 3TOr0 OpraHn3aLns MMeeT NpaBo YHUYTOXUTL AeNa, BKAOYEHHbIE B
[laHHble aKTbl, B COOTBETCTBUW C YCTAHOBIEHHLIM MOPALKOM.

7.1.19. AKT 0 BblAeNeHNN OOKYMEHTOB K YHUYTOXEHUIO COCTABIAGTCA, Kak NPaBuio, Ha Aefla BCero
henepanbHOro opraHa UCMOJIHNTENbHON BACTW. ECAM B akTe yKa3aHbl Aefla HECKOIbKUX CTPYKTYPHbIX
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noapasfeneHnii, TO Ha3BaHWe KaXX[oro CTPYKTYPHOro noapasfeseHns ykasbolBaeTcsa nepen rpynnom
3aron0BKOB [es1 3TOro nofpasaesieHus.

7.2. MNoAroToBKa v nepefadya LOKYMEHTOB B apXvB

7.2.1. B apxuB hefepasibHOro opraHa UCNOJHUTENIbHOW BNACcTW NepenatTcs Aena ¢ UCMOAHEHHbIMA
LOKYMEHTaMMn NOCTOSHHOI O, BPEMEHHOr 0 (CBbille 10 feT) xpaHeHnsa 1 No IMYHOMY cocTaBsy. x nepenaya
NPOVN3BOAUTCA TOJNILKO MO OMNUCAM Len.

7.2.2. lena C UCNOSHEHHbIMW LOKYMEHTaMun NOCTOAHHOIO U BpeMeHHOro (cabilwe 10 neT) xpaHeHus
nepenalnTcs B apxus hefepanbHOro opraHa UCNOIHUTENbHON BAACTM He NO34HEe YeM Yepe3 Tpu roga
nocJie ux 3aBepLueHns B esIoNpon3BOACTBE.

7.2.3. Jlena BpeMeHHoro (8o 10 neT BKAYNTENbHO) XpaHeHNA nepefade B apxmB hefepasibHOro opraHa
NCNOJIHNTENIbHON BNIACTW, KaK NpaBuio, He noasiexaT. OHM XPaHATCSA B CTPYKTYPHbIX NOoApPa3LeSIeHUsAX v
Mo UCTEYEHUN CPOKOB XPaHEHUs NoANeXaT YHUYTOXEHUIO B YCTaHOBIEHHOM MOPSALKE.

7.2.4. Nepenaya gen B apxvB eaepanbHOro opraHa MCNOJIHATENBHON BAACTU OCYLLLECTBSAETCS NO
rpauky, CoCcTaB/eHHOMY apX1MBOM, COrJlaCOBaHHOMY C PYKOBOAMTENAMU CTPYKTYPHbIX NoApa3aeneHui u
yTBEPXAEHHOMY pykoBoguTenem ciyxbol 4OY.

7.2.5. B nepvofZ NOArOTOBKW Aen CTPYKTYPHbIM MoapasaesieHnemM K nepefaye B apxus hefepasibHoro
opraHa UCNOMHUTENbHOW BAACTU COTPYAHUKOM apxuBa NpefBapuTesibHO NPOBEpAoTCSA NPaBUAbHOCTb UX
hbopMupoBaHUA, 0OPOPMIEHNA N COOTBETCTBUE KOIMYECTBA [eSl, BKJIIOYEHHbIX B OMUCb, KOJINYECTBY e,
3aBe[leHHbIX B COOTBETCTBUM C HOMEHKNATYpon Aen denepasbHOro opraHa UCNoNHUTENLHOW BRacTu. Bece
BbISIBJIEHHbIE MPY NPOBEPKE HEAOCTATKM B (HOPMUPOBAHMM N OhOpMAEHUN Len PpaboTHUKN CTPYKTYPHOrO
nofpasneneHns o6s3aHbl yCTPaHNUT.

7.2.6. Mpuem Kaxxaoro aena Npon3BOAUTCA 3aBeAYIOLLMM apxmBa hefepanbHOro opraHa UCNoJIHUTEIbHON
BNACTW B MPUCYTCTBUN pabOTHNKa CTPYKTYPHOrO noapasaeneHuns. Mpu 3ToM Ha 06omx 3K3eMnaspax onucu
NPOTMB KaXKA0ro Aesa, BKJAOYEHHOr0 B Hee, iIeNlaeTCs 0TMEeTKa 0 Hanuymu fena. B KoHue Kaxaoro
3K3eMrnasgpa onucK yKasbiBaloTCa LdpaMm U MPONuCbio KOJIMYECTBO (haKTUYeCKN NPUHATLIX AeN, fAaTa
npuemMa-nepefayv ges, a TakXxe Noanucu 3aBefyloLlero apxmsoM eaepasbHoOro opraHa UCNoJIHUTESIbHOM
BJIACTW 1 UL, NepepasLlero gena.

BMmecTe ¢ genamu B apxus pefepasibHOro opraHa UCNoSHATENIbHOM BACTW NepefalTCs perucTpaLoHHble
KapTOTEKN Ha LOKYMEHTbI 1 (1K) nporpaMMHble cpeacTBa U 6a3bl AaHHbIX, COAepXKaLlne MHGoPMaLMNio 0
perncTpaummn n NCNoJIHEHNN NepeaaBaeMbiX JOKYMEHTOB. 3ar0/10BOK Ka)XKAoM KapToTeKn unu 6a3sbl
[laHHbIX BKJI0YAETCs B OMNUCh.

7.2.7. B cnyvae nMKBMOaUMn Unm peopraHnsaumm CTPYKTYpPHOro nogpasaeneHuns denepasbHOro opraHa
NCNOJIHUTEIbHON BJIACTW IMLL0, OTBETCTBEHHOE 3a BefleHne Ae/0Nnpon3BoACcTBa AaHHOMO CTPYKTYPHOr O
nofpasfeneHuns, B Nepunoj NpoBeAeHNa NNKBUAALNOHHBIX MEPONPUATUAA POPMUPYET BCE UMEIOLLMECS
LOKYMeHTbI B fena, opopMaseT aena v nepefaeT Ux B apxus hefepasbHOro opraHa NCAOAHUTENbHON
BJ1IACTW, HE3aBNUCKMMO OT CPOKOB XpaHeHus. epefada fes ocyLecTBaseTcs No onucsam aen un
HOMeHKJIaType fen.

MpunoxeHue N 1

Kn. 2.1.3

BHocuTca NpaBuTenbLCTBOM

Poccuinckon ®degepaunmn

MpoekT

POCCUICKAS ®ELEPALINSA

®EJIEPAJIbHbBIN 3AKOH

06 apxusBHOM fene B Poccunckon depepauuu
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