MeTtoguueckue peKomeHgaumMmu nNo paspaboTKke MHCTPYKLMIA NO AeN0NPOU3BOACTBY B deAepanbHbIX
opraHax UCNOSIHUTE/IbHOW BAacCTH

YTBEPHKEHDI
npukasom Pocapxuea
oT 23 aekabps 2009 r. No 76 [2]

He Hy)KaaeTcAa B rocy4apCTBEHHOM perncrTpaumm
(nncbmo MuHtocta Poccum ot 26 anpens 2010 .
Ne 01/6756-[K)

I. O6wme nonoxkeHua

MeToanyeckme pekomeHaaummn no paspaboTke HCTPYKLMIA NO AeN0NpoM3BOACTBY B desepanbHbIX
opraHax UCNoIHUTENbHOM BNaCcTK (Aanee — MeToanyeckme pekomeHAaummn) paspaboTaHbl B
COOTBETCTBUM C NYHKTOM 4 noctaHoBneHuA MpaButenbcTBa Poccuinckoit Pegepaumm ot 15 ntoHa 2009 r.
Ne 477 «O6 yTBepraeHum Mpasun genonponssoacTea B deaepanbHbIX OpraHax UCNOHUTENbHOM
Bnactu» (CobpaHue 3akoHoaaTenbcTBa Poccuiickon Pegepaumm ot 22 uioHs 2009 r. Ne 25, cT. 3060) B
Lenax onTMMM3aLnmn npoueaypbl n nopagKa paspabotkm degepasbHbIMM OpraHaMmn UCNOAHUTENbHOM
B/1ACTU UHCTPYKLUMI NO AeN10NPOU3BOACTBY, ONpeneneHna nx CTPYKTypbl U cogepKaHua, u
npumeHsatoTca pegepanbHbIMU OpPraHaMM UCMONHUTENIBHOM BNACTU U X TEPPUTOPUANBHBIMM OpraHamMm.

MeToauyeckme pekomeHaaLmMm paccymTaHbl Ha NPUMeEHEHUe noapasaeneHmamm deaepanbHbiX
OpraHoB MCMONHUTENbHOM BNACTM, OTBETCTBEHHbIMM 32 OPraHM3auUmio U BeAeHne AeNonpon3BoACTBa
(nanee — Cnyxba aenonponssoacTsa), npu paspaboTke MU MHCTPYKLMK NO AeN0NPOMU3BOACTBY
denepanbHOro opraHa UCNONHUTENLHOM BNacTK (aanee — IHCTPYKLMA No AeN0NPOon3BOACTBY).

MeToanyeckne pekomeHgaUMM He PacNPOCTPAHAIOTCA Ha OpraHM3aumio pa60Tb| C AOKYMEHTaMM,
coaepxawmnmm ceegeHnA, coCrtasaAarowme rocyaapCrBeHHYO Tal‘;1Hy.

MNpumeHeHne MeToguMYecKnx peKomeHaaumin 4oKHO CNocobCTBOBATL CO34aHNI0 eAUHOM
MeToANYECKON OCHOBbI BeAeHUA AeN0Npon3BoACTBa B peepanbHbIX OpraHax MCNONHUTENbHOW BAacTu
N UX TEPPUTOPUA/bHBIX OpraHax.

Mpwn pa3pa60TKe MeToanyeckunx peKOMeH,EI,aLI,Mﬁ YUYTEHbI NONNOXKEHNA CeayroWwnX 3aKOHO4aTe/IbHbIX
N NHbIX HOPMATUBHbIX NPaBOBbIX aKTOB B cd)epe MHd)OpMaLI,MM, AOKYMEHTaLU NN, apXUBHOIo Aena:

1. PepepanbHblit 3aKoH OT 14 utoHa 1994 r. Ne 5-03 «O nopaake onybaMKoBaHUS U BCTYNAEHMA B CUAY
denepanbHbIX KOHCTUTYLIMOHHbIX 3aKOHOB, deaepasibHbIX 3aKOHOB, aKToB nanat PegepanbHOro
CobpaHusa» (CobpaHue 3akoHoaaTenbcTsa Poccuinckoit depepaummn, 1994, Ne 8, ct. 801; 1999, Ne 43,
cT. 5124).

2. depepanbHbI KOHCTUTYLIMOHHBIM 3aKOH OT 25 aekabpsa 2000 r. Ne 2-PK3 «O FocyaapcTtBeHHOM repbe
Poccuitckoin Pepepaumn» (CobpaHune 3akoHoaaTenbcTsa Poccuiickoit Pepepaumm, 2000, Ne 52 (yactb I),
cT. 5021; 2002, Ne 28, cT. 2780; 2003, N2 27 (4.1), cT. 2696; 2009, Ne 46, cT. 5417).

3. depepanbHbIit 3aKoH oT 10 AHBaps 2002 r. Ne 1-d3 «06 sneKTpoHHOM undpoBON NogNUCU»
(CobpaHue 3akoHogaTenbcTBa Poccuinckoit deaepaumm, 2002, Ne 2, ct. 127; 2007, Ne 46, cT. 5554).
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4. depepanbHblii 3aKOH OT 22 okTABPA 2004 r. N2 125-d3 «06 apxmBHOM aene B Poccuiickoit
depepaunn» (CobpaHune 3akoHogaTenbcTBa Poccuiickont Pepepaunn, 2004, Ne 43, ct. 4169; 2006,
Ne 50, cT. 5280; 2007, Ne 49, ct. 6079; 2008, Ne 20, cT. 2253).

5. ®epepanbHblit 3aKoH OT 2 mas 2006 r. Ne 59-d3 «O nopaake paccmoTpeHma obpalleHnin rpaxaaH
Poccuitckoit Pepepaumn» (CobpaHune 3akoHogaTenbcTBa Poccuiickoit degepaumn, 2006, Ne 19,
cT. 2060).

6. PesepanbHbIi 3aKoH oT 27 utona 2006 r. Ne 149-d3 «06 nHpopmaLmn, MHPOPMaLMOHHbIX
TeXHOoN0rnaX u o 3awmTe nHdopmaumm» (CobpaHue 3akoHoaaTenbcTa Poccuiickoit depepaumum, 2006,
Ne 31 (uacTb 1), cT. 3448).

7. depepanbHblit 3aKoH oT 27 utona 2006 r. Ne 152-@3 «O nepcoHasnbHbIX AaHHbIx» (CobpaHue
3aKoHogaTenbcTBa Poccuiickon depepaunu, 2006, Ne 31 (1 4.), ct. 3451; 2009, Ne 48, cT. 5716; 2009,
Ne 52, (1 4.), cT. 6439).

8. PepepanbHbi 3aKOH 0T 9 peBpansa 2009 r. Ne 8-d3 «0O6 obecneyeHun AocTyna K MHGopmaumm o
AeATeNbHOCTU rocyAapCTBEHHbIX OPraHoOB M OPraHOB MecTHOro camoynpasneHusa» (CobpaHue
3aKoHoaaTenbcTBa Poccuiickon deaepaumu, 2009, Ne 7, cT. 776).

9. YKas Npe3sunaeHTta Poccuiickon ®egepauymm ot 2 maa 1996 r. Ne 638 «O nopagKe noaroToBKM
NPOEKTOB YKa30B, pacnops»keHui MpesngeHTa Poccuiickoit Peaepaunm, npeaycmaTpUBatoLNX
NPUHATME NOCTAHOBAEHWI, pacnopsKeHui MpasuTenbctea Poccuiickondenepaunn» (CobpaHune
3aKoHoaaTenbcTBa Poccuiickon deaepaumm, 1996, Ne 19, ct. 2257).

10. YKas Mpe3sungeHTa Poccuinckoit egepaumm ot 23 mas 1996 r. Ne 763 «O nopaake onyb1MKoBaHUA U
BCTYN/IeHUs B CUy aKToB pe3naeHTa Poccminckon @egepaumm, MpasuTenbcrsa Poccninckom
denepaunn 1 HOPMaTMBHBIX MPABOBbIX AaKTOB deAepasibHbIX OPraHOB UCNOIHUTENIbHOW BAACTUY
(CobpaHue 3akoHogaTenbcTBa Poccuiickoit depepaumm, 1996, Ne 22, cT. 2663; 1997, Ne 20, cT. 2242;
1998, Ne 33, ct. 3967; 2005, Ne 28, cT. 2865).

11. YKas Mpe3sungeHTa Poccuinckoit Pepepaumm ot 6 mapTta 1997 r. Ne 188 «O6 yTBEpKAEHUN NEepeyHs
cBeAeHu KoHduaeHUMaNnbHOro xapaktepa» (CobpaHue 3aKoHoAaTeNbCTBa Poccuiickon ®eaepaunn,
1997, Ne 10, cT. 1127; 2005, Ne 39, ct. 3925).

12. NoctaHosneHue Mpasutenbcrea Poccuiickon Pepepaumnn ot 3 Hoabpa 1994 r. Ne 1233

«06 yTBEPKAEHMM NONOKEHUA O NOPALAKe 0bpaLLeHuaA co cayKebHon nHpopMaLmelt orpaHNUYEeHHOro
pacnpocTpaHeHun B begepasibHbIX OpraHax UCNoNHUTebHOM BaacTu» (CobpaHme 3aKoHoAaTeNbCTBA
Poccuitckoit ®egepaumm, 2005, Ne 30 (u. I1), cT. 3165).

13. NocraHoBneHue MNpasutenbctea Poccuitickont Pegepaunn ot 27 aekabpsa 1995 r. Ne 1268

«06 ynopano4eHnn N3roToBAeHUA, UCNOJIb30BAHWUA, XPAHEHUA U YHUUTOXKEHUA NevaTen U 61aHKOB C
BOoCnponsseaeHmem locygapcTeeHHoro repba Poccuiickoit degepaumnmn» (CobpaHue 3akoHoaaTeNbCTBA
Poccuitckoit ®epepaumm, 1996, Ne 2, ct. 123; 2001 Ne 24, cT. 2461; 2006, Ne 52, cT. 5587).

14. NoctaHoBneHue Mpasutenbcrea Poccuiickon Pepgepaunm ot 13 asrycta 1997 r. Ne 1009

«06 yTBepxaeHUN MpaBua NOAFOTOBKM HOPMATUBHbIX NPaBOBbLIX aKTOB deaepanbHbIX OPraHoB
NCMNOIHUTENBHOM BNACTU U UX TOCYAaPCTBEHHOM pernctpaunmn» (CobpaHune 3aKkoHOLATENbCTBA
Poccuitckoit ®epepaummn, 1997, Ne 33, c1. 3895; 1997, Ne 50, ct. 5689;1998 , Ne 47, ct. 5771; 1999, Ne 8,
cT. 1026; 2006, Ne 29, cT. 3251; 2009, Ne 2, cT. 240; 2009, Ne 12, cT. 1443; 2010, N2 9, cT. 964 ).



15. MoctaHoBneHue Mpasutenbctea Poccuiickoit Peapepaumn ot 01 ntoHs 2004 r. Ne 260 «O PernameHTte
MpasuTenbctea Poccuiickon Peaepaunn u MNonoxkeHmn o6 Annapare MpaButenscTsa Poccninckoit
depepaunn» (CobpaHune 3akoHoaaTenbcTBa Poccuiickont Pepepaumm, 2004, Ne 23, ct. 2313; 2006,

Ne 23, c1. 2514; 2006, Ne 29, ct. 3251; 2007, Ne 32, ct. 4150; 2008, Ne 14, cT. 1413; 2008, Ne 21,

cT. 2459; 2008, Ne 49, ct. 5833; 2009, Ne 11, cT. 1302; 2009, Ne 12, cT. 1443; 2009, Ne 19, cT1. 2346; 2009,
Ne 36, cT. 4358; 2009, N2 49 (2 u.), cT. 5970; 2009, N2 49 (2 u.), cT. 5971; 2009, Ne 52 (2 4.), cT. 6609).

16. MocTaHoBaeHue MpasuTtenbcTBa Poccuiickoin Peagepauymm ot 19 aHeapa 2005 r. Ne 30 «O TMnosom
pernameHTe B3aumoaencTema degepasnbHbiXx OPraHOB UCNONHUTENbHOM BhacTu» (CobpaHue
3aKoHogaTenbcTBa Poccuiickon depepaumu, 2005, Ne 4 cr. 305; 2005, Ne 47, cT. 4933; 2007, Ne 43,
cT. 5202; 2008, N2 9, cT1. 852; 2008, Ne 14, cT. 1413; 2009, Ne 12, cT. 1429; 2009, Ne 25, ct. 3060; 2009,
Ne 41, ct. 4790; 2009, N2 49 (2 u.), cT. 5970).

17. NocraHoBneHue MNpasutensbcrea Poccuitickont Pegepaunn ot 28 miona 2005 r. Ne 452 «O Tmnosom
pernameHTe BHYTPeHHeN opraHmnsauun deaepanbHbIX OPraHOB UCMOAHUTENbHOM BhacTu» (CobpaHue
3aKoHoaaTesibeTBa Poccuinickon ®egepaumm, 2005, Ne 31, ct. 3233; 2007, Ne 43, cT. 5202; 2008, Ne 9,
cT. 852; 2008, Ne 14, ct. 1413; 2008, Ne 46, ct. 5337; 2009, Ne 12, cT. 1443; 2009, Ne 19, cT1. 2346; 2009,
Ne 25, cT. 3060; 2009, N2 47, c1. 5675; 2009, N2 49 (2 u.), cT. 5970; 2010, N2 9, cT. 964).

18. MoctaHoBneHUe MNpaButenbctea Poccuiickon Peaepaumm ot 15 utoHs 2009 r. Ne 477
«06 ytBepxaeHuun Mpasua genonponssoacTea B defepasnbHbix opraHax MCNOJHUTENbHOM BAACTU»
(CobpaHue 3akoHoaaTenbcTsa Poccuitckoit depepaumm 2009, Neo 25, ct. 3060).

19. NocraHoBneHue MNpaButenbcTea Poccuitickont Peagepaumnn ot 22 ceHtabpa 2009 r. Ne 754
«06 yTBepKAEHUN [TONOKEHMA O CUCTEME MEKBEAOMCTBEHHOIO 3/IEKTPOHHOIO AOKYMEHTOObopOTa»
(CobpaHue 3akoHogaTtenbcTBa Poccuinckoit deaepaumm, 2009, Ne 39, cT. 4614).

20. NocTtaHosneHue MNpasutenbctea Poccuiickoit ®epepaumm ot 20 despansa 2010 r. Ne 72 «O BHeceHUH
N3MeHeHU B HEKOTOpble akTbl MpaBuTenbcTBa Poccuiickol Pesiepaumm B CBA3U C NPUHATUEM
denepanbHoro 3akoHa «06 aHTUKOPPYMLMOHHOM 3KCNEePTN3e HOPMATUBHbIX MPABOBbIX AKTOB U
NPOEKTOB HOPMATUBHbIX MPABOBbIX akTOB» (CobpaHune 3akoHOoZaTeNbCTBA Poccuiickon Gepepaumy,
2010, Ne 9, cT. 964).

21. NoctaHoBneHue MpaButenbcTsa Poccuinckon Pegepaumnm ot 26 pespana 2010 r. Ne 96
«0O6 aHTMKOPPYNLMOHHON 3KCNEepTU3e HOPMATMBHbIX NPABOBbLIX aKTOB U NMPOEKTOB HOPMATUBHbIX
npaBoBbix akToB» (CobpaHue 3aKoHoAaTenbcTBa Poccuiickoit ®eaepaumm, 2010, Ne 10, cT. 1084).

Il. NopAaAoK pa3paboTKu, yTBepKAeHUsA, BHECEHUA U3MeHeHU B MHCTPYKLUIO NO 4eN0NPOU3BOACTBY

MHCTpYKLMA Mo AenonpounsBoacTey paspabaTbiBaetcs Cayb60l Aenonpon3BoacTBa Ha OCHOBaHMMU
npuKasa ¢peaepanbHOro opraHa UCNOAHUTENBHOW BNACTK, B COOTBETCTBMU C [paBuaamm
AenonpounssBoactsa B peaepasibHbIX OpraHax UCNONHUTENbHOM BnacTu (aanee — MNpasuna
OeNonpousBoACTBa), YTBEPKAEHHbIMW NocTaHoBAeHMeMm MNpaBuTenbcTBa Poccuiickoit depepaumm ot
15 mtoHa 2009 r. Ne 477[1], c yueTOM NOIOKEHUI AaHHbIX MeToauyecKkmnx pekomeHaauuii.

MpoeKT MHCTPYKUMKM NO AeN0NPOn3BOACTBY COMNAcoBbIBAETCA C COOTBETCTBYOWMMM
nogpaszeneHnamu dpesepasnbHOro opraHa MCNOSHUTEIbHOW BAACTU U C 3aMecTUTeleM PyKoBoAUTeNA
dbenepanbHOro opraHa UCMONHUTENBHOM BNACTU, KYPUPYHOLWMM BONPOCHl MHPOPMALMOHHOTO U
AOKYMEHTaUMOHHOro obecneyeHus.
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B cooTtBeTCcTBUM C NyHKTOM 3 [paBMA AenonponsBoacTsa B dbeaepasnbHbiX OpraHax MCMNOMHUTEIbHOM
BAacTu deaepanbHblii OpraH UCNONHUTEIbHOW BNACTM HANPaBAAET NPoeKT MHCTPYKLMM Mo
AeN0nponsBoACTBY Ha cornacoBaHue B degepanbHoe apxXMBHOE areHTCTBo [2].

Mpn Hannunmn y PepepanbHOro apxXMBHOMO areHTCTBA 3amMeYvaHunii No NpoeKkTy MHCTpyKumm no
aenonpowussoactsy, Cnyxxba aenonponssoactsa denepasbHOro opraHa UCNONHUTENBHOW BAACTU
AopabatbiBaeT NPoeKT MHCTPYKLMM NO AeN0Npon3BOACTBY M MOBTOPHO NPeACTaBAAET €ro Ha
cornacosaHue B PeaepanbHOe apxXMBHOE areHTCTBO.

Ecnn no npoekTy MHCTPYKLUMn no Aenonpons3BoACcTBY MMEIOTCA pa3Hornacusa, nposoasaTca
cornacuTenbHble Npoueaypbl (coBewaHna) mexay npeacrasurenamm denepanbHOro apxMBHOro
areHTcTBa 1 deaepanbHOro opraHa UCNONHUTEIbHOW BAACTU B LeNAX BbipaboTKM B3auMONpUemMIeMoro
peleHus.

PeweHune o cornacoBaHum MHCTPYKUMM MO Aenonpomn3soactsy ohopmaseTca NMCbMOM
desepanbHOro apxXMBHOIO areHTCTBa, HanpaBaAeMbiM B agpec denepanbHOro opraHa UCNOAHUTEIbHOM
BAACTM.

MNocne cornacoBaHuA ¢ CDe,u,epaanbw\ dPXUBHbIM areHTCTBOM VlHCTpYKLI,MFI no genonponssoacrtey
yTBEPKAAETCA NPUKA3OM ¢ep,epaanoro OpraHa WCNONIHUTEIbHOM BNACTM.

Y1BepaeHHan VHCTPYKLMA No AeN0Npon3BoACTBY AOBOANTCS A0 CBEAEHUA CTPYKTYPHbIX
noapasaeneHuii denepasibHOro opraHa UCNOIHUTENbHOM B1aCTu.

BHeceHne n3meHeHU B MHCprKLI,VIlO no genonponssBoacrtay OCYyLWECTBNIAETCA NPUKA30OM
d)ep,epaanoro OpraHa NCNONTHUTENbHOM BNAACTU NOC/E UX COMTaCoOBaHMA C dJep,epaanbuv\ dPXUBHbIM
aAreHTCTBOM.

I1l. CTpyKTypa U copgepaHme UHCTPYKL MM NO AeNonpousBoaCcTBY
3.1. O6wme nonoxkeHma

B pasgene «O6wme nonoxeHna» NHCTpyKLMM NO 4e/10NPON3BOACTBY PEKOMEHAYETCA YKa3aTb
Ha3Ha4YeHMe MHCTPYKUUKM, 061aCcTb ee NPUMEHEHMA, NPABOBbIE OCHOBAHWUSA Pa3paboTKM MHCTPYKLUN,
nopaAaoK ee NpUMEHEHMUA.

B pasgene «O6Lwme NONOKEHUA», LeNecoobpasHO OTMETUTD, YTO:

MHCTpYKUMA NO AeIoNnpon3BOACTBY pa3pabaTbiBaeTcs B LeAsAX YCTAHOBNEHUA eANHbIX TPeOOBaHWIA K
noarotoBke, 06paboTKe, XpaHEHWUIO U MCNOIb30BAHUIO 06PA3YOLWLMXCA B AEATENBHOCTU deaepanbHOro
opraHa UCMOIHUTENIbHOM BAACTU AOKYMEHTOB, COBEPLUEHCTBOBAHMA AeN10NPOM3BOACTBA dpeaepasibHOro
opraHa UCMOHUTENIbHOM BAACTN U NOBbIWEHUA ero 3pPeKTUBHOCTY;

npaBoBbIM OCHOBaHMEM ONA pa3p360TK|/| MHCTF)YKLI,VIM no genonpon3soacrtey ABAAKOTCA
3aKOHO4aTe/IbHble N NHbIE HOPMATUBHbIE NPABOBbIE AKTbI Poccuinckol (De,u,epau,MM B cd)epe
MHd)OpMaLI,MM, AOKYMEHTAUNN N apXUBHOIO Aena, a TakXKe nosioKeHune o d)e,a,epaanON\ opraHe
NCNOSIHUTEIbHOM BNaCTu, pernameHT d)ep,epaanoro OpraHa WUCNONHUTENbHOW BNACTU U yTBEPKOEHHbDbIE
(Dep,epaanblM dPXUBHbIM areHTCTBoOM MeTtoanyeckume pekomeHaaunm no pa3pa60TKe VIHCTPYKLI,VIf/JI no
Aenonponssoncrsey B d)ep,epaanblx OopraHax NCNONHUTENbHOM BNacCtu,
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nosioxKeHna MHCTPYKLMM No Ae10MNPOM3BOACTBY PAaCNpPOCTPAHAIOTCA HA OpraHM3aLmio paboTbl ¢
OOKYMEHTaMM HE3aBMCMMO OT BMAA HOCUTENS, B TOM YUC/E C SNIEKTPOHHBIMU AOKYMEHTAaMM, BKALOYAA
noAroToBKy, 06paboTKy, XpaHEHWE M UCNONb30BaHME AOKYMEHTOB, OCYLLECTBAAEMbIE C MPUMEHEHMEM
MHPOPMALMOHHBIX TEXHONOTNI. CUCTEMBI IEKTPOHHOIO AOKYMEHTOOB0pOTa (cncTembl
aBTOMaTU3MPOBAHHON 06PabOTKN AOKYMEHTOB), MpMMeHsAeMble B deaepaibHOM OpraHe
NCNOSIHUTENbHOW BNACTU, AOKHbI 0becneymBaTb BbiNnosHEHUe TpeboBaHMt MHCTpyKLmMK no
OEeNonponsBoACTBY;

nonoxeHna NHCTpyKLMM No 4eN10NpPOon3BOACTBY HE PAaCNpPOCTPAHAOTCS HAa OpraHn3aLmio paboTsl C
AOKYMEHTaMM, CoOAepKallMmMmmM CBeAeHMA, COCTaBAIOWME roCyAapPCTBEHHYIO TalHY;

0cobeHHOCTM paboTbl C AOKYMEHTaMM, coaepKawumm KoHduaeHUManbHY MHGopmaLmio (cnyxebHyto
W MHYIO TalHY, NePCOHa/bHbIE JaHHbIE), PEryMpyloTCA CreumasbHbiIMUM HOPMATUBHBIMKW aKTaMu
(MHCTPYKUMAMMK, NONOKEHUAMMU, NPaBUAAMUN), YTBEPIKAAEMbIMU PyKOBOANUTENeM deaepanbHOro opraHa
WCMOJIHUTE/IbHOM BNacCTy;

TpeboBaHMA MHCTPYKLMM NO 4eN0NpoM3BOACTBY K paboTe ¢ byxranTepckon, Hay4HO-TEXHUYECKOM U
APYroi cneumanbHO AOKYMEHTaLUMeN PacnpoCTPaHAITCA ANLLb B YacTu 0BLWMX NPpUHLMNOB paboTbl C
AOKYMEHTaMM, a TaK}Ke NOArOTOBKM AOKYMEHTOB K nepeaaye Ha apXMBHOE XpaHeHUe;

opraHu3aumuio, BeeHne U coBepLIeHCTBOBaHUE Ae/10NPoM3BOACTBA HAa OCHOBE eANHOMN MNOAUTUKN,
MCNONb30BaHUE COBPEMEHHbIX MHPOPMAaLIMOHHbIX TEXHONOMNI B paboTe C IOKYMeHTamMu,
MeToANYECKOoe PYKOBOACTBO M KOHTPO/Ib 338 COB10A4EHNEM YCTaHOBIEHHOIO NopsAaKa paboTsl ¢
OOKYMeHTaMM B CTPYKTYPHbIX NoapasaeneHuax ocyllecrtesnaet Cayxxba aenonponssoacrsa
denepanbHOro opraHa UCMOJIHUTE/IbHOM BNACTH;

dYHKLMK, 334a4M, NpaBa M OTBETCTBEHHOCTb CyKbbl Ae10NPON3BOACTBA PerfameHTUPYHOTCS
NOJI0XKEHUEM O HEM, LONKHOCTHbIe 06A3aHHOCTM paboTHUKOB CiyKbbl Aenonpon3BoaCcTBa U
pPaboTHMKOB, OTBEYAIOLLMX 33 OPraHM3aLMIo PaboTbl C AOKYMEHTAaMM B CTPYKTYPHbIX NOAPa3AeNeHnax
dbeaepanbHOro opraHa UCMOAHUTENLHOM BNACTH, YCTAaHABAMBAIOTCA A0IKHOCTHLIMU perfiameHTamu;

HenocpeacTBEHHOE BeAeHME Ae/I0NPOU3BOACTBA B CTPYKTYPHbIX NoApa3Ae/ieHUsAX OCyLecTBAAETCA
paboTHMKOM, Ha3HaYeHHbIM MPUKA30M pyKoBoAMUTENS dpeaepasibHOro opraHa UCMOIHUTENbHOM BNACTU
M COBMELLAIOWMUM BbINOMHEHUE Ae/10MPOnU3BOACTBEHHbIX 06A3aHHOCTEN C GYHKLMOHANbHbIMM
obA3aHHOCTAMMU.

MHCTpyKUuMen no AenonponsBoACcTBY NpeaycmaTpuBaeTcs, YTo:

cofieprKaHune cnyKebHbIX LOKYMEHTOB He NOANEKUT PasrialleHunio, nepeaada CayKebHbIX JOKYMEHTOB,
WX KOMWIA, NPOEKTOB CTOPOHHMM OpraHU3aumnaM AOMYCKAETCA TOJIbKO C pa3peLlleHuns PyKoBOAUTENS
denepanbHOro opraHa UCNOAHUTENILHOM BACTY;

PabOTHWMKN CTPYKTYPHbIX NogpasaeneHuii peaepanbHOro opraHa UCNOHUTEIbHOW BAACTU HecyT
ANCLMNAVHAPHYIO U MHYIO YCTAHOB/IEHHYIO 3aKOHOAaTeNbCTBOM Poccuitickoi depepaunm
OTBETCTBEHHOCTb 3a HecobtoaeHne TpeboBaHMIt MHCTPYKLUMM N0 AeN0NPOU3BOACTBY;

npuv yxoZe B OTNYCK, Bble3e B KOMaHAMPOBKY, Ha Bpemsa 601e3HU UK B C/Ty4ae YBOJIbHEHWA U
nepemelLeHunn no cay>be paboTHNKKM 0653aHbI NepeaaTh BCe HAXOAALWMECA Y HUX LOKYMEHTbI
pPaboTHMKY, OTBETCTBEHHOMY 3a AE/10MPON3BOACTBO CTPYKTYPHOIO NOAPA3AeNeHUs, U APYTromy



PaboTHMKY NO YKasaHMIO PYKOBOAUTENA NOAPa3AeNeHUA, NPU YBObHEHNN paboTHUKA UM NepeBoae
no cnyxbe nepegaya LOKYMEHTOB W A€/l OCYLLLECTBAAETCA MO aKTy.

3.2. OCHOBHbIe NOHATUA

AOKYMEHTUpoBaHue — d)MKcaLl,Mﬂ VIHd)OpMaLI,MM Ha MmaTepuaibHbIX HOCUTENAX B YCTAHOB/IEHHOM
nopAaake,;

AenonpounsBoACTBO — AeATe/IbHOCTb, 0becneynBaoLlan co3gaHme oduumanbHbIX LJOKYMEHTOB U
opraHmn3saumio paboTbl C HUMK B deaepanbHbIX OpraHax UCNOSIHUTENbHOM BAACTY;

AOKYMEHT — Od)MLI,MBIIbeIﬁ AOKYMEHT, CO3,ﬂ,aHHbIﬁ rocyaapCrtBeHHbIM OpraHom, opraHom MecTHOro
camoynpasaeHuna, npnan4eCkmum niun ¢M3M‘-IECKVIM nMUom, Od)OpMJ'IEHHbIVI B YCTAHOB/IEHHOM NMopAaKe n
BK/IIOYEHHbIN B lD,OKYMEHTOO6O|T)OT d)e,u,epaanoro OpraHa NCNONHUTENbHOM BNacCTu,

3/IEKTPOHHbIN JOKYMEHT [3] — JOKYMEHT, B KOTOPOM MHPOpPMaLMA NpeacTaB/ieHa B 3/1EKTPOHHO-
umdposoit popme;

aNeKTPOHHan unudpoBaa noanNUchb [4] — PEKBU3UT 31EKTPOHHOIO AOKYMEHTA, NpeAHa3HAaYeHHbIN ANs
3aLWMTbI AAaHHOMO 3NEKTPOHHOTO AOKYMEHTA OT NOAAENKMN, NMOJYYEHHDbIN B pesysibTaTe
Kpuntorpaduyeckoro npeobpaszosaHmA MHGOPMaALMM C UCNOIb30BaHMEM 3aKPbITOrO KAOYa
3/IEKTPOHHOM UMPPOBOM NOANMUCK M NO3BONAKOWMIA NAEHTUOULMPOBATb BAaAENbLA CEPTUDMKATA KtoUa
NoANMCK, a TaKKe YCTaHOBUTb OTCYTCTBME UCKAXKEHMA MHPOPMALMN B IEKTPOHHOM AOKYMEHTE;

PEKBU3UT AOKYMEHTA — 0053aTe/IbHbI 3/1eMeHT 0POPMAEHUA AOKYMEHTA;
NOA/IMHHUK AOKYMEHTA — NepBbIN AN eAUHCTBEHHbIM 3K3eMNAAP AOKYMEHTa;

KonuAa AOKYMEHTAa — AOKYMEHT, NOZIHOCTbIO BOCI'IpOMBBO,CI,FlLLI,MVI MH(I)OpMaLI,MPO NOANNHHUKA OOKYMEHTa
M ero BHewHMe Npn3HaKku, He MMEPOLLI,MVI POpMp,VILIeCKOﬁ CUnbl;

BOKYMEHTO060pOoT — ABUKEHME AOKYMEHTOB C MOMEHTA MX CO34aHMA UK NONYYEeHUS 40 3aBepLlleHnn
NCMNOJIHEHUS, MOMELLEHUA B AeN0 U (MN1K) OTNPaBKY;

perncTtpaumna AOKYMEHTa — NpucBoeHne AOKYMEHTY perncTtpaulMoHHOro Homepa n 3anncb B
YCTaHOB/IEHHOM NMopAAKe CBeAEHMﬁ O OOKYMEHTE,;

HOMEHKNATYpa AeN — CUCTEMaTU3UMPOBAHHbIN NepeyeHb HaMMeHoBaHMWI fen, GopMupyembix B
denepanbHOM opraHe UCNONHUTENbHOM BAACTH, C YKa3aHNMEM CPOKOB UX XPaHEHUS;

3KCNepTU3a L,eHHOCTU A0KYMEHTOB [5] — n3yyeHne OKYMEHTOB Ha OCHOBAHUM KPUTEPUEB UX LLEHHOCTU
B Le/AX onpeaesieHMa CPOKOB XPaHeHMA AOKYMEHTOB M 0TOopa MUX AN BKAKOYEHMA B COCTaB APXMBHOIO
doHaa Poccuiickoi Peagepaumnu;

AeNo — COBOKYNMHOCTb AOKYMEHTOB NN OT,EI,EﬂbeIﬁ AOKYMEHT, OTHOCAWMECA K OAHOMY BONPOCY Unun
Y4aCTKy 0eATE/IbHOCTU d)ep,epaanoro OpraHa NCNOJIHUTENbHOM BNaCTy;

cnyx6a [enonponsBoACTBa — CTPYKTYpPHOE nogpasgeneHve deaepanbHoro opraHa MCNONHUTENIbHOM
BJ1AaCTW, HA KOTOPOE BO3/10XKEHbI GYHKLMKM NO BeAEHUIO AeN0NPOM3BOACTBA, a TaKKe 1La,
OTBETCTBEHHbIE 33 BeAeHWe 4e/I0NPOU3BOACTBA B APYIMX CTPYKTYPHbBIX NoapasaeneHusx denepasibHoro
OpraHa MUCMoJIHUTENIbHOM BACTW.
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3.3. Co3pgaHue AO0KyMeHTOB B peaepaibHOM OpraHe UCNOJIHUTENbHO BNAacTU
3.3.1. BAaHKK AOKYMEHTOB

CornacHo n. 5 Mpasun genonpounsBoacTsa B peaepanbHbIX opraHax UCMONIHUTENbHOM BACTH,
YTBEPKAEHHbIX NOCTaHoBNeHUeM MpaBuTenbcTBa Poccuinckoit ®egepaumm ot 15 nroHa 2009 .
Neo 477 [6] AOKyMeHTbI, co3gaBaemMble B deaepasibHOM OpraHe UCNOAHUTENbHOM B1acTU, opopmaatoTca
Ha 61aHKax, Ha CTaHAaPTHbIX ncTax bymarn dopmata A4 (210 x 297 mm), A5 (148 x 210 mm) nnbo B
BUAE 3/1EKTPOHHbIX LOKYMEHTOB U AOJIKHbl UMETb YCTAHOBNEHHbIN COCTaB PEKBU3UTOB, UX
pacnonoxeHue n opopmaeHue.

B MIHCTPYKUMK MO Ae/10NPOn3BOACTBY LelecoobpasHO YCTaHOBUTL:

nopAaoK pa3paboTKn, U3rOTOBIEHMA U BBEAEHMA B AeAcTBUE 61aHKOB AOKYMEHTOB deaepasnbHbixX
OpraHOB UCMOJIHUTE/IbHOM BACTY;

BMAbl 61aHKOB;
TpeboBaHMA K U3roTOBJIEHWNIO B1AHKOB;
B HEOOXOAMMbIX C/Ty4aAX NOPALOK yyeTa 61aHKOB.

Cnyxxba genonponssoactsa benepasbHOro opraHa UCNOAHUTENIbHOM BIACTU NpU pa3paboTke u
N3rotoBaeHUM 61aHKOB LLOKYMEHTOB pyKoBoacTByeTcs PesepanbHbiM KOHCTUTYLMOHHBIM 3aKOHOM OT
25 pekabpa 2000 r. Ne 2-dK3 «O lNocyaapcteeHHOM repbe Poccuiickoit deaepaumm» (CobpaHue
3aKoHoaaTenbcTBa Poccuiickon depepaumm, 2000, Ne 52 (yactb 1), cT. 5021; 2002, Ne 28, c1. 2780; 2003,
Ne 27 (4. 1), cT. 2696; 2009, Ne 46, cT. 5417), noctaHoBNeHMem MpaButenbcTBa Poccuiickonn Pepepaunu
oT 27 aekabps 1995 r. Ne 1268 «06 ynopaao4eHUn N3roToB/IEHUA, NCMOJIb30BAHMUA, XPaHEHUA U
YHUUTOXKEHMA NedvaTel u 6i1aHKOB ¢ BocnpounsseaeHnem FocygapcTeeHHoro repba Poccuiickol
depepaunn» (CobpaHune 3akoHoaaTenbcTBa Poccuiickont Pepepaunn, 1996, No 2, ct. 123; 2001 Ne 24,
cT. 2461; 2006, No 52, cT. 5587).

depepanbHbIM KOHCTUTYLLMOHHbIM 3aKOHOM OT 25 aekabpa 2000 r. Ne 2-OK3 «O lNocygapcTBeHHOM
repbe Poccuinckoi Pepepaunmn» ycTaHOBAEHO, YTO Ha BnaHKax deaepanbHbIX OPraHOB UCMOHUTENBHOM
B/1ACTU Nomelaetca nsobpaxkeHune FocyaapcreeHHoro repba Poccuiickon Pegepaummn B o4HOLLBETHOM
BapuaHTe.

MoctaHoBneHnem MpasuTtenbcTBa Poccuinickoi ®epepaumm ot 27.12.1995 Ne 1268
«06 ynopagoyYeHNN N3roTOBIEHUA, XPaHEHUS U YHUUTOXKEHUA nedvatein n 61aHKOB C BOCNPOM3BEAEHNEM
rocygapctBeHHoro repba Poccuitickolt Pepepaummn» ycTaHOBAEHO, YTO U3FOTOB/IEHME NeYaTel 1
61aHKOB € BocnpousseaeHnem FocygapcteeHHoro repba Poccuiickoin ®eaepauymm ocyLwecTsaaoT
TONbKO nonurpaduyeckme u WTemnesibHo-rpaBepHble NpeanpuaATUA, UMetoLMe cepTUPUKATbI O
HA/IMYUM TEXHUYECKUX U TEXHOJIOTMYECKUX BO3MOMXKHOCTEN 417 U3rOTOB/IEHMA YKa3aHHOIo BMAA
NPOAYKLMM Ha AO0KHOM KayeCTBEHHOM YPOBHeE.

M3roToBneHue neyaten n 61aHKOB C BOCNpousBeaeHnem FocyaapcTBeHHOro repba Poccuiickoi
denepaumnn ocyLecTBAAETCA MO 3aKazam dpenepasibHbIX OPraHOB rocyapCTBEHHOM BNACTH.

B cooTtBeTcTBUM C lMpaBmnnammn 4enonponsBoacTsa obpasubl 61aHKOB GpeaepasbHOro opraHa
NCMNONHUTENbHOW BNACTM YTBEPKAAIOTCA NPUKa3oM deaepanbHOro opraHa UCNOAHUTENLHOM BAACTY.
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B MHCTPYKUMK NO AeN10NPOU3BOACTBY MOXET 6bITb NPeayCMOTPEHO UCMO/b30BaHNE CAeayOLMX
BMA0B 6/1aHKOB AOKYMEHTOB peaepasnibHOro opraHa UCNoIHUTEIbHOM BAACTH:

6/1aHK NpUKasa;

6/1aHK pacnopaxeHus;

6/1aHK yKasaHus;

6/1aHK NOCTAHOB/IEHUS;

6/1aHK NPOTOKON3;

6/1aHK nncbma peaepanbHOro opraHa UCNOJIHUTE/IbHOM BAaCTy;

61aHK NncbMa AO/KHOCTHOIO imua (pyKOBO,ﬂ,MTeﬂﬂ, 3aMecTuTena pykosoguntena cbe,u,epaanoro OpraHa
NCNOJIHUTENIbHOM Bl'laCTM);

61aHK CTPYKTYpPHOro noapasaeneHnn (KoopAMHALMOHHOTO UK COBELLLATENbHOMO OpraHa).
Mpu HEOHXOAMMOCTM MOTYT UCNOJIb30BATLCA 61aHKKN APYrMX BUAOB AOKYMEHTOB.

BnaHKn nokymeHTOB dpesepasbHOro opraHa UCNONIHUTEIbHOM BAAcTM pa3pabaTbiBatoTCA HA OCHOBE
YFNOBOrO WY NPOAOALHOMO BapMaHTa PacrnoNoXKeHNa PEKBU3UTOB: NPU YI/IOBOM BapuaHTe PEKBU3MUTDI
61aHKa pacnosiaraloTca B BEPXHEM IEBOM YTy, NPU NPOAO/IbHOM — MO CepeanHe A1cTa BAO/Ib BEPXHETO
nons.

PekomeHayeTca B UHCTPYKUMU MO 4eN10NPOU3BOACTBY PACKPbITb COCTAB PEKBMU3UTOB A/1A KaXKA0ro
Buaa 61aHKOB:

AnA 61aHKa NpuKasa (pacnopsaKeHus, NOCTaHOBAEHMUSA, MPOTOKOA):
locypapcteeHHbIM repb Poccuiickon Pepepaunu;

HanmeHoBaHWe denepasibHOro OpraHa MCNOAHUTENbHOM BNacTu [7];

BUA LLOKYMEHTa;

MECTO COCTaB/IEHUSA (M34aHUA) LOKYMEHT];

OTMETKM A1 NPOCTaBAEHMA AaTbl U PETUCTPALMOHHOrO HOMepa NpuKasa.
Ans 6bnaHka nucoma denepasibHOro opraHa UCNOHUTENIbHOM BNACTHU:
locypapctBeHHbIN repb Poccuiickon Pepepaunu;

HauMeHoBaHWe dpesepasbHOro opraHa UCMOJIHUTENIbHOW BAACTyH;

CNpaBoYHble AaHHble 0 ¢peaepasibHOM OpraHe UCMONHUTEIbHOM BAACTM (NOYTOBLIM agpec, Homepa
TenedoHa, TenedoHa-paKca, agpec 3/IeKTPOHHOM NOYTbI U ApP. CBeAeHUS);

OTMETKU ANA NPOCTaBaeHNA AaTbl U PETMCTPAUNOHHOIO HOMEpPa;

OTMETKHU ANA CCbIZIKN Ha MCXO,CI,HUJ,Mﬁ HOMepP U AaTy JOKYMEHTa agpecaHTa.
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ANnA 61aHKa NMCbMa A0/IKHOCTHOTO /iMua (pyKoBOAMTENA, 3aMecTUTeNs pyKosoauTena degepanbHOro
opraHa UCMONHUTENbHOM BAACTH):

lFocypapcTBeHHbIN repb Poccuiickoin Peagepaumu;
HanmeHoBaHWe peaepasbHOro opraHa UCMNOJIHUTE/IbHOM BNACTU;
[OO0JI}KHOCTb /LA, NOANMUCABLUEro A0KYMEHT;

CNpaBOYHblE AaHHble 0 peaepasbHOM OpraHe UCNOIHUTE/IbHOM BAAcTU (NOYTOBLIN aapec, Homepa
TenedoHa, TenepoHa-dakca, agpec 3NeKTPOHHOM NOYTbI U Ap. CBeAeHUn);

OTMETKM A/1A NPOCTaBAEHUA AaTbl U PEFUCTPALUMOHHOTO HOMEP];

OTMETKM A/1A CCbI/IKM HA UCXOAALLMIA HOMEP U AaTy AOKYMEHTA afpecaHTa.

Ana 6naHKa NMCbMa CTPYKTYPHOTO nogpasaenetms (KoopanHaLMOHHOIO UM COBELLATENbHOIO OpraHa):
locyaapcTBeHHbIN repb Poccuiickont Pepepaunu;

HaMmeHoBaHuWe deaepanbHOro opraHa UCNOSHUTENIbHOW BACTY;

HaMMeHOBaHMe CTPYKTYPHOro nogpasaeneHmsa (KOopANHALMOHHOIO UK COBELATENIbHOMO OpraHa);

CMNpPaBOYHble AaHHble O CTPYKTYPHOM NoApasaeneHnn (KoopamHaLMOHHOM WM COBELLATE/IbHOM
opraHe) ¢peaepanbHOro opraHa UCNONHUTENbHOM BAacTU (NOYTOBLIN aapec, Homepa TenedoHa,
TenedoHa-paKca, agpec 3/1eKTPOHHOM NoYTbl U Ap. CBeAeHUS);

OTMETKM A1 NPOCTaBAeHUA 4aTbl U PErUCTPALMOHHOTO HOMEPA;
OTMETKM O/1A CCbIJIKM Ha UCXOAALLMIA HOMEP U AaTy AOKYMEHTa afpecaHTa.
Mpu ncnonb3oBaHuM obuiero 61aHKa Ha HEM YKa3bIBAOTCA C/leayoL e PEKBU3UTDI:
locypapcteeHHbIM repb Poccuiickon Pepepaunuy;
HauMeHoBaHWe dpesepasbHOro opraHa UCMOJIHUTEIbHOW BAACTyH;
MECTO COCTaB/IEHUSA (M34aHUA) LOKYMEHT];
OTMETKM A4 NPOCTaBAEHNA AaTbl U PETUCTPALLMOHHOTO HOMEpa.

O6pa3sLbl 61aHKOB AOKYMEHTOB peaepanbHOro opraHa UCNOJIHUTENbHOW BAACTU NPUBELEHDI B
npunoxeHuax Ne 1-10.

B uenax obecneyeHus nopAaaka ncnosib3oBaHUA 61aHKOB AOKYMEHTOB Cny>+<63M aenonponssoncrtea
d)ep,epaanblx opraHos MCNOJIHUTE/IbHOM BNaCTU pekomeHAyeTCcA BeaeHNE y4eTa 6n1aHKoB. B aTOM
cnydae B IHCTpYKLMM NO 4en0onpom3BOACTBY YCTaHAB/INBAETCA:

noapasgeneHue (paboTHUK), OTBEYaOWMIA 33 BeAeHUe ydeTa 61aHKOB;
dopma KypHana ydeta 61aHKOB;

NopsAAOK BblAaun 6N1aHKOB B CTPYKTYpPHbIe NoapasaeneHus dpesepasbHOro opraHa UCnosHUTEIbHOM
BJ1aCTW, BO3BPaTa M YHUUTOKEHUA UCNOPYEHHbIX 61aHKoB (cm. pasgen 3.8.).



MHCTpyKLMeN No Aenonpom3BOACTBY YCTaHABAMBAIOTCA Pa3MepPbl C/IY*KebOHbIX Nosel Ha AOKYMeHTe,
KOTOpble J0NXKHbI 6bITb HE MeHee: 20 mm — nesoe; 20 Mm — BepxHee; 20 Mm — HUXKHee; 10 mm — npasoe.

3.3.2. OpopmneHmne peKBU3UTOB A,0KYMEHTOB

[JOoKymeHTbI, co3aaBaemble deaepasibHbIM OPraHOM UCNOJTHUTENbHOM BAACTU, MUMEIOT CTabuabHbIN
COCTaB PEKBU3UTOB, UX pacrnonoxKeHne n odopmaeHue.

Mpasunamu genonponssoncTea B peaepasbHbIX OPraHax UCMONHUTEIbHOM BAACTM YCTAHOB/EH
cneayowmii CocTaB PEKBM3NTOB AOKYMEHTOB defepanbHbiX OpraHoB MCNOAHUTENbHOM BAacTu [8]:

a) NlocypapctBeHHbIN repb Poccuiickon deaepauuu;

6) HaumeHoBaHWe desepanbHOro opraHa UCMOHUTENIbHOM BNACTH;
B) ZLO/IXKHOCTb /ML, NOANMUCABLUEro AOKYMEHT;

r) noanuch AONKHOCTHOIO NLA;

) BUA, AOKYMEHTa;

e) MecTo cocTaB/eHnA (M34aHUA) AOKYMEHTa;

) cnpaBoYHble AaHHble 0 pesepabHOM OpraHe UCMOHUTE/IbHOM BNacTy;
3) agpecar;

n) gaTa OKYMEHTa;

K) perMcTpaumoHHbli HOMep AOKYMEHTa;

/1) HaUMeHOBaHMe AOKYMEHTa;

M) TEKCT LOKYMEHTa;

H) CCblIKa Ha UCXOAAWMI HOMEP M AaTy AOKYMEHTa afpecaHTa;
0) OTMETKA O HaIMUYUWN NPUNONKEHUIA;

n) rpud cornacosaHus;

p) rpnd yTBEpPKAEHUS;

c) Bu3a;

T) OTTUCK NeyvaTy;

y) oTMeTKa 0 3aBepeHnn Konuu;

®) oTmeTKa 06 ucnonHuTene;

X) YKa3aHUA No UCNONHEHUIO AOKYMEHTa;

LI,) OTMETKa O KOHTpPO/1€ AOKYMEHTa;
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4) oTMeTKa 06 UCNOIHEHUWN AOKYMEHTa;
LLI) OTMETKA 0 KOHOUAEHUMANBHOCTMU.
CocTaB peKBU3NTOB KOHKPETHOrO JIOKYMEHTa onpeaensercs ero BUAOM U HasHaYeHUEeM.

Kpome nepeuncneHHbIx peKBU3UTOB, MPU NOATOTOBKE JOKYMEHTOB M B Npolecce paboTbl ¢
OOKYMEHTaMM MOTYT MCMNOb30BATLCA APYrne PEKBM3UTbI, HANPUMEP, OTMETKA O NOCTYMNAEHUM
JOKYMeHTa B pefepanbHblii OpraH UCMONHUTENBbHOM BNACTU; OTMETKM «CpoyHO», «OnepaTMBHO»,
«MoanexunT Bo3BpaTy» u ap.

Mpu noarotoBKe pasgena MHCTpYKUMM No 4eN0NpPoM3BOACTBY, YCTaHaBAMBAIOLLLETO NOPAAOK
0pOopMIEeHNA PEKBU3NUTOB LOKYMEHTOB, PEKOMEHAYEeTCA OCHOBbIBATbCA Ha Mpasuaax opopmaeHums
peKBU3NTOB (NpunoxeHue Ne 11).

3.3.3. NoaroToBKa NPOEKTOB 3aKOHOAATE/IbHbIX U MHbIX HOPMATUBHbIX NPAaBOBbIX aKTOB

depnepanbHble opraHbl UCNONHUTENLHOW BaCTM NpeacTaBasntoT B NpaBuTenbcTBo Poccuinckoi
degepaunm NpoeKThbI:

3aKoHOAaTeNbHbIX akToB Poccuitickon Pepepaunu;
YKa30B 1 pacnopsaxeHui NMpesnaeHTta Poccninckon ®egepauum;
NMoCTaHOBNAEHWUI U pacnopsarKeHui MpasuTenbcTsa Poccuinckoit epepaumm.

MoarotoBKa M odpopmaeHne NPOeKTOB 3aKoHOoAaTeNbHbIX akTOB Poccuiickoit deaepalmm, akToB
Mpe3sunaeHTa Poccuiickoit Pepepaunn n MNpasutensctsa Poccuiickoit Pepepaumm ocyecTsasercs
denepanbHbIMM OpraHamm UCNOHUTENbHOM BAACTU B NOPAJKE, yCTaHOBNEHHOM akTamu MpesnaeHTa
Poccuitckoin ®epepaumm n Npasutenbctsa Poccuinckoin ®epepauymm.

Mpw cocTaBneHnn gaHHOro pasgena MHCTpyKumMm No 4enonpounu3BoOACTBY YUMTbIBAKOTCA NOJTIOXKEHUA
cneayrouwmnx HOpMmaTUBHbBLIX aKTOB:

depepanbHbIi 3aKoH 0T 14 utoHa 1994 r. Ne 5-03 «O nopasKe onyba1MKOBaAHWA U BCTYN/IEHMA B CUAY
denepanbHbIX KOHCTUTYLIMOHHbIX 3aKOHOB, dedepabHbiX 3aKOHOB, aKTOB Nanat PeaepanbHOro
CobpaHua» (CobpaHue 3akoHogaTenbcTBa Poccuiickoit depepauymm, 1994, Ne 8, ct. 801; 1999, Ne 43,
cT. 5124).

YKas MNpe3ngeHTa Poccuiickon @eaepauymm ot 2 mas 1996 r. Ne 638 «O nopazKe NOAFOTOBKU MPOEKTOB
YKa30B, pacnopsaxeHui MpesngeHta Poccuiickon ®eaepauymm, npesycmaTpuBatoLLnX NPUHATHE
NnocTaHoBNEHWUI, pacnopskeHui MpasutenbcTBa Poccuinckoit Pepepaumn» (CobpaHne
3aKoHoaaTenbcTBa Poccuiickon deaepaumm 1996 r. Ne 19, cT. 2257);

YKas MNpesngeHTa Poccuiickon Peaepauymm ot 23 man 1996 r. Ne 763 «O nopagKe onybanKoBaHUA
BCTYyN/aeHMA B cuny akToB lNpe3naeHTta Poccuiickon ®@epepaunm, Npasutenbctea Poccuitckom
denepaunn 1 HOPMATMBHBIX MPABOBbIX AaKTOB PeaepasibHbIX OPraHOB UCMOHUTENbHOW BAACTUY
(CobpaHue 3akoHoaaTenbcTBa Poccuiickoit degepaumm, 1996, Ne 22, cT. 2663; 1997, Ne 20, cT. 2242;
1998, Ne 33, c1.3967; 2005, Ne 28, cT. 2865);



MocTtaHosneHue MpaBuTtenbcTBa Poccuitckon ®epepauymm ot 30 anpensa 2009 r. Ne 389 «O mepax no
COBEpPLUEHCTBOBAHMIO 3aKOHOMPOEKTHOM AeAaTenbHOCTH MMpaBuTennbcTBa Poccuinckon depepauum»
(CobpaHue 3akoHogaTenbcTBa Poccuinckoit degepaumm, 2009, Ne 19, cT. 2346);

MNocTtaHosneHue MpaBuTenbcTBa Poccuniickon ®epepauymm ot 2 asrycta 2001 r. Ne 576 «O6 yTBepXaeHUU
OCHOBHbIX TPe60BaHWUI K KOHLLENUMK 1 pa3paboTke NpoeKToB dpeaepasibHbix 3aKkoHOB» (CobpaHue
3aKoHogaaTenbcTBa Poccuiickon depepaumm, 2001, Ne 32, cT. 3335; 2004, Ne 35, cT. 3636; 2006, Ne 6,

cT. 714; 2009, Ne 12, cT. 1443; 2009, Ne 19, cT. 2346; 2010, N2 9, cT. 964);

MNocTtaHosneHue MpaBuTenbcTBa Poccniickon ®epepauymm ot 13 asrycrta 1997 r. Ne 1009

«06 yTBEpXAeHUN MpaBua NOATOTOBKM HOPMATUBHbIX NPaBOBbLIX aKTOB defepasnibHbIX OPraHoB
NCMONHUTENbHOM BNACTU U UX TOCYAapCTBEHHOM pernctpaunmn» (CobpaHune 3akoHOAATENbCTBA
Poccuiickoin Pepepaumm, 1997, No 33, c1. 3895; 1997, Ne 50, c1. 5689;1998 , N2 47, c1. 5771; 1999, Ne 8,
cT. 1026; 2006, Ne 29, cT. 3251; 2009, Ne 2, cT. 240; 2009, Ne 12, cT. 1443; 2010, N2 9, cT. 964 ).

MoctaHoBneHue MNpaButenbctea Poccuiickoit Pegepaunn ot 15 mioHa 2009 r. Ne 477 «O6 yTBepKaAeHUH
MpaBua genonponsBoacTsa B dpesepanbHbIX OpraHax UCNoHUTENbHOM BhacTu» (CobpaHue
3aKoHoaaTenbcTBa Poccuiickon deaepaunu, 2009, Ne 25, cT. 3060);

MNocTtaHosneHue MpasuTenbcTBa Poccuinickon ®egepaumm ot 20 pespans 2010 r. Ne 72 «O BHeceHumn
M3MeHeHU B HeKoTopble akTbl MpasuTenbcTBa Poccninickon Pegepaumnn B CBA3N C NPUHATUEM
denepanbHOro 3akoHa «O6 aHTUKOPPYMNLUOHHOM 3KCNepTU3e HOPMAaTUBHbIX NPABOBbIX aKTOB U
NPOEKTOB HOPMaTMBHbIX NPaBOBbIX akToB» (CobpaHme 3akoHoaaTenbcTBa Poccuitickoit Peaepaumn,
2010, Ne 9, cT. 964);

MNoctaHoBneHwue MpasuTenbcTBa Poccuninckon ®epepauymm ot 26 pespansa 2010 r. Ne 96
«06 aHTUKOPPYNLMOHHOM 3KCNEPTU3E HOPMATUBHbBIX NMPABOBbLIX aKTOB U NPOEKTOB HOPMATUBHbIX
npaBoBbix akToB» (CobpaHue 3aKoHoAaTenbcTBa Poccuiickon deaepaumm, 2010, Ne 10, cT. 1084);

MpuKas MuHuUcTepcTBa tocTMLmMmn Poccuiickoin Peaepaumm u MHCTUTYTa 3aKOHO4ATENBCTBA U
CpaBHUTeNIbHOrO NpaBoBeaeHnA npu NpasuTtenbctee Poccuiickoit Pepepaumm ot 10 aHsaps 2001 r.
Ne 3/51 «O6 yTBepXAeHMM METOANYECKMX NPABM NO OPraHN3aLMM 3aKOHOMPOEKTHOW paboTbl
denepanbHbIX OPraHOB UCMOHUTENLHOM BAACTU» (He HyXAaeTcA B rocy4apCTBEHHOM perucTpaumm,
nucbemo MuHiocta Poccum ot 01.02.2001 Ne07-07-86-2001).

B MIHCTPYKUMK NO Ae10NPON3BOACTBY PEKOMEHAYETCA U30XKUTL NOPALOK pPa3paboTku un
npeacrasneHus B MNpaeutenbcTso Poccuiickoit Pepepaumm:

3aKOHOMPOEKTOB;

NPOEKTOB YKa30B M pacnopsAxkeHuit NpesungeHTa Poccuitickoit ®eaepauuu;

NPOEKTOB NOCTAHOBAEHUI U pacrniopaxkeHuit NMpasutensctea Poccuiickoit deaepaumm.
B pasaene MHCTpYKUMM NO 4e10NPOU3BOACTBY PacKpbiBaeTca:

nopsAAoK 0pOpMIEHNA NPOEKTa aKTa;

COCTaB AOKYMEHTOB, CONPOBOMKAAIOLWMNX NMPOEKT, U MPUIOKEHUA K HEMY;

nopAAOK NOAroTOBKU U Od)OpM/'IEHMFI conposoauTeNbHbIX AOKYMEHTOB;



npoueaypa cornacoBaHua NPOeKTa;
nopAAoK npeacrasneHna npoekra B MNpasutenbctso Poccuninckon Peaepaumu.

MpaBuna NoaroToBKM M NpeacTasneHna B Mpasutenbctso Poccuiickolt depepaLmm 3aKOHONPOEKTOB,
npoekToB akToB Mpe3naeHTa Poccuitickon Pepepaumm n Mpasutenscrtsa Poccuninickon ®eaepaunm
npeacrasneHbl B npuaoxKeHuax Ne 12-14,

3.3.4. MoaroroBKa HOPMaTUBHbIX NPABOBbIX aKTOB ¢eAepasibHOro opraHa UCNOIHUTENIbHOM BNACTU

HopmaTtuBHble NpaBoBble aKTbl heAepanbHbIX OPraHoOB UCMNOHUTEIbHOM BAACTU M34al0TCA Ha OCHOBE
1 BO UCNoNHEHWE deaepasibHbIX 3aKOHOB, YKA30B M pacnopaKeHnin NpesungeHTta Poccuiickoi
desepaumn, NOCTAaHOBAEGHWIA U pacnopskeHuii MNpasuTenbcTBa Poccuiickon Pesepaumu, a TakxKe Nno
MHUUMaTUBe deaepanbHbIX OPraHoOB UCNOJHUTENIbHOM BAACTU B Npeaenax X KOMNeTeHL MU,

«HopMaTMBHbI NPaBOBOI aKT — 3TO MUCbMEHHbI 0PULIMANbHBIA AOKYMEHT, MPUHATbIN (M3AaHHbIN) B
onpeaeneHHon popme NPaBoTBOPYECKMM OPraHOM B Npeaesiax ero KoMneTeHUUN U HanpaBAeHHbIN Ha
YCTaHOB/IEHUE, U3MEHEHWNE UM OTMEHY NPaBOBbIX HOPM. B cBOIO oyepesb, NoA NPaBoOBOM HOPMOW
NPWUHATO NOHUMaTb 0bLLe06A3aTENbHOE FOCY4aPCTBEHHOE NpeanucaHne NOCTOAHHOIO AN BPEMEHHOIO
XapaKTepa, pacCYMTaHHOE Ha MHOTOKpaTHOe npumeHeHue» [9].

B cooTBeTcTBMM C NyHKTOM 2 MpaBua NOAroTOBKM HOPMaTUBHbIX NPaBOBbIX aKTOB peaepanbHbIX
OpPraHoB UCMOIHUTEIbHOM BNACTU U UX rOCYAaPCTBEHHOW PErucTpaLmun, YTBEPKAEHHbIX
nocraHosneHnem Mpasutenbctsa Poccuinckoit Peagepaumm ot 13 asrycta 1997 r. Ne 1009 [10],
HOpPMaTUBHbIE MPaBOBbIE aKTbl U34at0TCA dpeaepanbHbIMU OpraHaMmn UCMOJIHATENIbHOM BNACcTU B BUAE
NOCTaHOB/IEHM, MPUKA30B, PACMOPAKEHUN, MPABUJ, NHCTPYKLUUIA U MOJIONKEHWNA.

Ha npakTuKe HopmaTUBHbIE MPaBOBbIe aKTbl defepasibHbIX OPraHOB UCMONHUTEIbHOM BNacTu
n34aloTcA B BUAE NPaBWU, MHCTPYKLMI, MONOXKEHUINA, PETNaMEHTOB, a4MUHUCTPATUBHbIX PEFNAMEHTOB,
YTBEPXKAAaeMbIX NPUKazaMu denepanbHOro opraHa UCNOJIHUTENbHOM BNACTU.

HopmaTtuBHble NpaBoBble aKTbl heaepanbHbIX OPraHoB UCNONHUTENbHOW BAACTU NogexaTt
rocyAapCTBeHHOM pernctpaunm, ecam oxm [11]:

a) coaepKaTt NpaBoBble HOPMbI, 3aTparMeaoLme:

rpaskaaHckue, NoaMTUYECKne, CoumaibHO-3KOHOMMUYECKME N MHble NpaBa, cBoboabl M 06A3aHHOCTH
rpaxgaH Poccuiickolt desepaumm, MHOCTPAHHbIX TpaxaaH 1 auu, 6es rpaxaaHcTea;

rapaHTUKN UX OCYLLECTBNEHMUSA, 3aKpenieHHble B KOHCTUTYLMKM Poccuiickoit deaepaLlmm u MHbIX
3aKoHoAaTeNbHbIX akTax Poccuitckon depepauuu;

MeEeXaHN3IM peannsauumun npas, CBO60,CI, n 06ﬂ3aHHOCTel>'I;

6) ycTaHaBAMBAIOT NPABOBOI CTATyC OpraHM3aLmMii — TUNOBbIE, NPMMEpPHbIE NON0XKeHUsA (ycTaBbl) 06
opraHax (Hanpumep, TeppPUTOPMAbHbIX), OPraHM3aLuaX, NOABEA0MCTBEHHbIX COOTBETCTBYIOLLMM
dbenepanbHbIM OpraHam UCMOJIHUTEIbHOM BNIACTK, a TaK»Ke YCTaHaB/IMBAOT NMPaBOBOW CTaTyC
OpraHun3aumii, BbINOMHAIOLWMX B COOTBETCTBMM C 3aKOHOAATENbCTBOM Poccuiickoit depepaumm
oTAeNbHble Hanbonee BaXKHble rocyAapCTBEHHblE GYHKLNNK;

B) UMEIT MeXKBEAOMCTBEHHbIN XapaKTep, TO eCTb COAEPKAT NPaBoOBble HOPMbI, 06s3aTeNIbHble A5
Apyrvx denepanbHbIX OPraHOB UCMONHUTEIbHOW BAACTU U (MKN) OpraHM3aumin, He BXOAALLMX B CUCTEMY
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denepanbHOro opraHa UCNOAHUTENLHOM BAACTH, U3aasLwero (4syx uamn 6onee dpeaepasnbHbIX OPraHoOB
NCMNONHUTENbHOW BNACTU, COBMECTHO U34aBLUMX) HOPMATMBHbIN NPaBOBOM aKT.

MoAroToBKa HOPMATMBHBIX NPABOBbIX aKTOB B pefepasibHOM OpraHe UCNONHUTEIbHOW BNacTU
OCYLLECTBAAETCA B COOTBETCTBUM C [paBMNammn NOAroTOBKM HOPMATUBHbIX NPABOBbIX aKTOB
deaepanbHbiX OPraHoB UCNOJTHUTEIbHOM BAACTU U UX TOCYAaPCTBEHHOW pernctpaunn» (aanee —
MpaBuaa No4roTOBKM HOPMATUBHbIX MPABOBbIX aKTOB). MPOEKTbl HOPMATUBHbIX MPABOBbLIX AKTOB
deaepanbHbiX OPraHoB UCNOJTHUTEIbHOM BAACTU NOAJ/IEKAT aHTUKOPPYNUMOHHOM 3KcnepTuse.

HopmaTunBHble NpaBOBble aKTbl MOTYT M34aBaTbCA COBMECTHO ABYMS Uan bonee deaepanbHbIMM
OpraHamm UCNONHUTENbHOW BNACTU. HOPMATUBHbIN NPaBOBOM aKT CYMTAETCA U34aHHBIM COBMECTHO,
€C/IN OH NoAnucaH (yTBepXKAaeH) pyKoBoAUTENSMU (NMLLAaMKN, UCNOTHAKOLWMMKN 0683aHHOCTU
pyKoBoAuTENEN) HECKONbKUX deaepanbHbiX OPraHOB MCMOJAHUTEIbHOM BAACTU U UHbIX OPraHOB

(opranusaumi) [12].

B NHCTPYKLUMM NO 4enonpom3BOACTBY PaCKpbIBaeTCA:
COCTaB PEKBU3NTOB HOPMATUBHOMO MPABOro aKTa U NOPAAOK UX 0POpPMAEHMUS;
NopAZLOK M CPOKM MOATOTOBKM NPOEKTA HOPMATMBHOIO NMPABOBOTO aKTa;

NnopAAOoK ero cornacoBaHus (cornacoBaHMe HOPMaTUBHOMO NPABOBOTO aKTa C AOKHOCTHbIMMU ML EAMU
dbenepanbHOro opraHa UCNONHUTENBHOM BNACTW, COTacoBaHMe NPOEKTa aKTa c APYrMmMmn opraHamu
denepanbHON UCNONHUTENBHOM BIACTU, €C/IM B HEM COZEPKATCA NOJIOXKEHUS, HOPMbI U MOPYYEHUS,
Kacatolmeca apyrux deaepanbHbiX OpraHoB UCNONHUTENbHOW BAACTU, MHbIX OPraHOB U OpraHn3aLuii,
NopAAO0K COrNacoBaHNA NPoeKTa HOPMaTUBHOTO akTa, NoAroToBAEHHOro dpeaepanbHOM cay»6oi unm
denepanbHbIM areHTCTBOM € pesiepanbHbIM MUHUCTEPCTBOM, B BEAEHUM KOTOPbIX OHM HaxoaATcA);

COCTaB AOKYMEHTOB, CONPOBOXAAOWNX NPOEKT, N I'IpM/'IO)KGHMVI K HeMy, nNpaBuia nx Od)OpMI'IeHMﬂ;

NopsAAOK NpeaCcTaBNeHUA HOPMATMBHOIO NPAaBOBOrO aKTa Ha 3KCMepTM3y B MUHUCTEPCTBO HOCTULUK
Poccuitckoin Pepepaumnu;

nopaAAoK NPUHATUA (MOANUCaHUA, YTBEPKAEHMA) HOPMATUBHBIX NPABOBbLIX aKTOB;
NOpsAAOK SOBEAEHUS HOPMATMBHOIO NPABOBOIO aKTa A0 UCMOJHUTENEN.

Hapagy ¢ HOpMaTUBHbLIMW NPABOBbIMM aKTaMM, NOAJSIEKALMMM rOCYAaPCTBEHHOM perncTpaumm,
desepanbHbie opraHbl UCMOAHWUTENbHOM BNACTU M34a0T NPaBOBbIe aKTbl, HE NoA/iexalume
npeacTaBNeHUIO Ha FOCYAapPCTBEHHYIO perncTpauntio[13]:

a) nHANBUNAYyabHbIE NPABOBbIE€ aKTbl,

NepCoOHa/IbHOIO XapakKTepa (O Ha3Ha4YeHUn nnaun OCBO60)K,£I,€HVIM OT AO0/IXKHOCTU, O NooWpeHNnN nan
HaNOXEeHWNN B3bICKAHUNA U T.I'I.);

ILl,el‘/JICTBl/Ie KOTOPbIX ncyepnbiBaeTCA OAHOKPATHbIM MPUMEHEHUNEM;
06 oTmeHe HOPMATUBHbIX MPABOBbIX aKTOB, CPOK AEﬁCTBMH KOTOPbIX NUCTEK;

onepaTMBHO-PACNOPASUTENILHOTO XapaKTepa (pa3oBble NopyYeHus);
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6) aKTbl, KOTOPbIMM PELLUEHMA BbILECTOALLMX FOCYAAaPCTBEHHbIX OPraHOB A40BOAATCA A0 CBeAeHUA
OpraHoB M opraHM3aLuin, NoABeA0MCTBEHHbIX dedepasbHOMY OpraHy UCNOAHUTENbHOM BAACTH;

B) aKTbl, HaMpaB/ieHHble Ha OPraHN3aLMI0 UCNONHEHWUA PELLEHWNI BbILLECTOALWMX OPraHoB Uan
cobcTBEHHbIX peweHuii deaepasibHbIX OPraHoOB UCMOJHUTENIbHOW B/1ACTU U HE CoAeprKallume HOBbIX
NpaBOBbIX HOPM;

r) TexHmnyeckne aktbl (TOCTbl, CHUlMbI, TapnudHO-KBaNUDUKALMOHHbIE CNPABOYHUKKN, GOpMbI
CTAaTUCTMYECKOTro HabMloAEHMA U T.M.), €C/IU OHWU He COAepPyKaT HOPMATMBHbIX NpeanucaHuii;

[) aKTbl peKOMeHaTeNbHOro XapaKTepa.

MpaBoBble aKTbl, COOTBETCTBYIOLWME NYHKTaM a (33 UCK/IOYEHNEM aKTOB, CPOK AENCTBUSA KOTOPbIX
ucrek), 6, B, usgatorca B egepanbHOM OpraHe UCMOIHUTENIbHOM BNacTU B GopmMe NPUKa3os U
pacnopseHnn. Kak npaBuio, NnpuKasbl U34aoTcs pyKoBoamTenem gpeaepanbHOro opraHa
NCNONIHUTENbHOMN BNACTU WU INLLOM, UCNONHAOWUM 06583aHHOCTM PYKOBOAMUTENA, PACNOPSKEHUSA —
3amecTuTenammn pykosogutensa ¢esepanbHOro opraHa UCNOIHUTENBHOM B1IACTU MO BONPOCaM UX
KomneTeHumu (pasaen 3.3.5.2).

3.3.5. OdpopmneHune oTAEeNbHBIX BUAOB AOKYMEHTOB B pefepanbHbiX OpraHax UCNONIHUTENIbHOM
B/1aCTH

3.3.5.1. CocTaB g0KymeHTOB dpeaepasibHOro opraHa UCNOJIHUTENIbHOW BNIACTU

B peaTtenbHOCTM defepanbHOro opraHa UCNOJIHUTE/IbHOM BAAaCTU CO34aeTCA KOMIMJIEKC
OpPraHM3aLMOHHO-PACNOPAANUTENbHbIX AOKYMEHTOB: NPUKasbl, NOMOXKEHWUS, MPABUAA, UHCTPYKLMUMY,
pernameHTbl, NOCTaHOBAEHUA (Konnernm dpeaepanbHOro opraHa UCNOJIHUTEIbHOM BAACTK), MPOTOKObI
3acefaHnii (coBeLlaTesibHbIX, KOOPAMHALMOHHbIX, SKCMEPTHbLIX U AP. OPraHOB), aKTbl, aHAUTUYECKUE
CNPaBKW, AOKNAAHbIE U CNYKeOHble 3aN1CKM, A0rOBOPbI (KOHTPAKTbI, COrNalleHns), Aen0Ban
(cnyxkebHan) nepenucka u ap.

KonnernanbHo obcy»aaemble BONPOChI M NPUHMMaeMble Mo HUM pelueHmns GUKCUpYLoTCA B
npoToKonax Koanernmn pesepanbHoro opraHa UCMONHUTENbHOM BAACTU, KOOPAUHALMOHHBIX 1
COBeLaTeNbHbIX OPraHOB, UHbIX 3aCeaaHNnit U COBELLAHUN.

B3anmHble 06s3aTenbcTBa pefepanbHOro opraHa UCNOIHUTEIbHOM BAACTU C €0 KOHTPAreHTamm u ux
perynnposaHue opopmaAloTCA B BUAE AOTOBOPOB, COMNALLEHMI, KOHTPAKTOB, MPOTOKO/I0B U Ap.
AOKYMEHTOB.

B 3aBucmumoctu ot KOHKPETHbIX 3a4a4 ynpasaeHUA B 4EATE/IbHOCTU d)ep,epaanoro OpraHa
NCNOJIHUTEIbHOM BAAaCTU CO34aloTCA Apyrne snabl AOKYMEHTOB: NJiaHbl, NPOrHO3bl, NPOrpammbl, OTYETbI

n ap.

B yCTaHOBNEHHbIX 3aKOHOAATENbCTBOM C/lyYanX B ¢pesepasibHOM OpraHe UCMOSHUTEIbHOW BNACTK
MOTYT U3aBaTbCA aKTbl COBMECTHO C APYrMMM OpraHamm BAacTu Mo BOMPOCam, NPeLCcTaBAAoWwmMM
B3aMMHbIN MHTEPEC M BXOAALWMM B KOMMNETEHUMIO 06enx CTOPOH. Takue akTbl 0GOPMAAIOTCA U
NyBAUKYIOTCA KaK eAuHbIA AOKYMEHT (MPMKas, NPOTOKO/, NOMOXKEHME M ApP.).

MHCprKLI,I/IFI no genonpon3Boacrtey yCTaHaB/IMBaET TPE6OBaHWiI K NoArotoBke OTAE/IbHbIX BUAOB
AOKYMEHTOB.



3.3.5.2. MpwukKas, pacnopaxeHue

MpuKasbl U pacnopsKeHusa, ABASOWMECcs UHANBUAYAIbHbIMM NPABOBLIMU aKTammu, 0obopMAALOT
pelleHns NepcoHanbHOro XxapaKkrepa (KagpoBble NpuKasbl), peleHms no onepaTUBHbIM,
OpraHM3aLUMOHHbIM U APYrMM Bonpocam paboTbl deaepasibHOro opraHa UCNOTHUTENbHOM B1ACTy,
paccYMTaHHbIE HA PA30BOE BbINOJIHEHME.

B VIHCTpYKUMM NO AeN10MNpPOon3BOACTBY PEKOMEHAYETCA U3/I0KUTb CNeAYIOLLME MONOKEHUA:
BMAbI MPMKA30B, Ha3HaYeHWe NPMKa3oB (pacnopsaXKeHNn) B ynpaBaeHYeCcKon 4eaTebHOCTY;

NopsAOK NOArOTOBKM NPWKa30B (pacnopsaxKeHuit) deaepanbHOro opraHa UCNOSHUTENbHOW BNACTH
(dYHKLMM CTPYKTYPHOTO NOAPa3aeNeHNA-UCTIONHUTENSA B NOATOTOBKE NPOEKTa NPMKasa,
(pacnopseHus), NOPAAOK B3aMMOAENCTBMA CTPYKTYPHbIX NOAPasAe/ieHnit B npoLecce NoAroToBKM
NPOEeKTa NPMKasa (pacnopsaxKeHusa), eCan UCNONHUTENEN HECKO/IbKO, OTBETCTBEHHOCTb NOAPa3AeeHus-
MCMO/IHUTENA 3a MOArOTOBKY NPOEKTa NpMKasa (pacnopsaxKeHus);

nopsAAoK opopmMeHNa NPoeKTa NpMKasa (pacnopaKkeHns): CoCcTaB PEKBU3UTOB NpMKasa
(pacnopsixkeHun), opopmieHme 3arooBKa K TEKCTY NpUKa3sa (pacnopsaskeHus), TpeboBaHMA K CTPYKType
N U3/I0XKEHMIO TEKCTA NPUKasa (pacnopsaykeHns), obopmaeHUE NPUNONKEHNI K MPOEKTY NPUKa3a
(pacnopsixkenusa) u ap.;

npoueaypa cornacoBaHMA NPoOeKTa NpuKasa (pacnopsaxeHnsa) c ykasaHuem o6a3aTesibHbIX MHCTaHLMIA
COr/NlacoBaHMA M YCTaHOB/IEHUS CPOKOB COINIaCcoBaHMA NPOEKTA NPUKa3a A0MKHOCTHBIMWU NLAMU
denepanbHOro opraHa UCMOJIHUTE/IbHOM BNaCTy;

NopAZOK NPeACTaBAeHMsA NPOEKTa NpuKasa (pacnopsaxKeHusa) Ha NoANMCh, MOAMUCAHME NPUKa3a
(pacnopsikeHus);

JoBefleHne NPMKasa (pacnopsKeHus) L0 UCNoNHUTENEN;
NnopaAaoK BHECEHUA U3MEHEHWI B paHee M34aHHbIM NPUKas (pacnopsaykeHue).

MopAgoK NoAroToBKM M 0dOpMIEHMA NPUKA3a (pacnopsarkeHUs) npuseneH B npuaoxeHnn Ne 15,
3.3.5.3. NMonoxeHune, NnpaBuna, UHCTPYKLMUA

MHCTPYKLMA MO AeN0NpoM3BOACTBY MOMKET COAEPKATb NMONOXKEHUA, ONpeaenaoLLmne:
Ha3Ha4YeHuWe NpPaBuU, NONOXKEHWNIN, MHCTPYKLNIA;
NopAaAOK NOArOTOBKM NPABUA, NONOXKEHUN, MHCTPYKLMA U NOPAJOK UX 0pOopMAeHUs;

cornacoBaHue npasun, I'IOﬂO)KEHVIﬁ, VIHCprKLI,I/Iﬁ C 3anHTEepeCcoBaHHbIMU OONKHOCTHbIMU TNUaMHU
d)ep,epaanoro OpraHa NCNONHUTENbHOM BN1aCTU, MHbIMU TOCYAaPCTBEHHbIMU OpPraHamun m
OpraHnsaumamm;

NOPAAOK YTBEPKAEHNA NPaBUA, NONOKEHUIN, MHCTPYKUMIA (NprKasom degepanbHOro opraHa
NCMONHUTENBHOW BNACTU UM HEMOCPELACTBEHHO pyKoBOoAuUTEleM dpesepasbHOro opraHa
NCMNONHUTENbHOW BNACTK);

AoseaeHune npasun, NONOXKEHUN, VIHCprKLI,Mﬁ ao NUcnonHUTeNen;



BHECEHME U3MEHEHUI B YTBEPKAEHHbIE NPABW/IA, NONOKEHWUA, UHCTPYKLUU.
3.3.5.4. MpoTtoKon 3acegaHusa (coBeltaHus)
B MHCTpYKLMA No Aenonpon3BoAcTBY LiesiecoobpasHo onpeaennTb:
BUAbl NPOTOKOJ10B, UCMNOJ1b3yeMblX B AeATE/IbHOCTU d)e,u,epaanoro OpraHa MCNO/IHUTENIbHOM BNaCTH,

nopsAoK opopmieHUa NPOTOKO0B (COCTaB PEKBU3UTOB, 0COBEHHOCTU MNOCTPOEHMNA TEKCTA,
0CO6EHHOCTM 3anuncK peLleHnit, 0cobbix MHEHWI, pe3ybTaToB rOI0COBaHMA U 4p.);

CPOKM NOAroTOBKU MPOTOKOANAQ;
NnopsaAoK NoANUCaHNA NPOTOKO/OB;
[oBefieHe NPOTOKON0B AN UCNONHUTENeN;
odopmeHne BbINMUCKN U3 MPOTOKOIA U 4p.
Mopaaok odpopmieHMs NPOTOKOJIOB NpMBeaeH B NpunoxeHnn Ne 16.
3.3.5.5. CnykebHaa nepenucka
Cny»kebHble nucbma desepasibHbIX OPraHOB UCMOJHUTE/IBHOM BNACTM FOTOBATCA:

KaK AoKNagbl 0 BbINOAHEHUM nopyyeHuit MpesunaeHTa Poccnitickolt epepaumm 1 MpaBnutenbCcTsa
Poccuiickoin Pepepaunu;

KaK goKNaabl pegepanbHbIX areHTCTB U peaepasnbHbIX CNyK6 Ha MopyYeHUs MUHUCTEPCTB;

KaK ncnosiHeHMe nopy4veHui MpesunaeHTta Poccnitckoit Pegepaumm un Mpasutenbctsa Poccuiickoli
denepaumnn no obpalLeHNAM rparkaaH Nno BONpPocam, OTHOCALLMMCA K KoMNeTeHuun deaepanbHbixX
OpPraHoOB UCMOJIHUTEILHOM BNACTK;

KaK COnpoBogMTe/IbHbIE MMCbMA K MPOEKTaM 3aKOHOAaTeIbHbIX akToB Poccunitickon Pepepaumn,
npoeKToB aKToB lMpe3naeHTa Poccuiickon ®eaepaumm n aktos Npasutennctsa Poccuiickoin Pepepaumnu;

KaK OTBETbI Ha 3aNPOCbl PA3/IMYHbIX OPraHMU3aLmMi, NPeAnPUATUIA N YaCTHbIX ANLL;
KaK MHULMATUBHbIE MUCbMA.
B MHCTPYKUMKM NO AeN0NPON3BOACTBY PEKOMEHAYETCA ONPeAeUTb:

nopsAoK opopMmeHUs CyKeBHbIX NMcem, B TOM YMc/ie 0COBeHHOCTU 0popMIEHNA CYKEBHbIX Nncem
Ha JO/IXKHOCTHbIX 61aHKaX;

TpeboBaHMA K TEKCTAM CAYKebHbIX NUcem, 0COBEHHOCTU COCTaBAEHUA MHNULMATUBHBIX NUCEM, NMUCEM-
OTBETOB, OTBETOB Ha 0bpalleHUNn rpaxkaaH, nocTynatowmx 8 deaepanbHbll opraH UCNOSHUTENbHOM
BNACTY;

npoueaypa cornacosaHuA Cﬂy)Ke6HbIX nncem;

0COH6EHHOCTM COCTaB/IeHUSA U Od)OpM/'IeHVIFl COBMECTHbIX NUcem;



ocobeHHOCTH npumeHeHnAa B AeATE/IbHOCTU d)e,u,epaanoro OpraHa NCMNOJIHUTENbHOM BNACTU cpeAacts
91EKTPOCBA3N ANA nepefavyn JOKYMEHTOB.

Mpu ycTaHoBeHUW TpeboBaHMIA K AeN0BOW Nepenucke B MHCTPYKLMM NO 4eN10NpOoM3BOACTBY
AONIKHbI BbITb YUTEHBI NOIOXKEHUA CNEAYIOWMX HOPMATUBHbBIX aKTOB:

noctaHosneHue MpasutenbcTea Poccmninckon @egepaumnm ot 15 anpens 2005r. Ne 221
«06 yTBepxaeHMM MpaBma oKasaHuMA ycayr nodytoBoi ceasn» (CobpaHne 3akoHOAaTeNbCTBA
Poccuitckoit ®epepaummn, 2005, Ne 17, cT. 1556);

noctaHosneHue MpaButenbcrsa Poccuinckoit Pepepaumm ot 15 anpens 2005r. Ne 222

«06 yTBepxaeHUn Mpasua oKkaszaHus ycayr TenerpadHoii ceasmn» (CobpaHune 3akoHOAATENbCTBA
Poccuitckoit ®epgepaummn, 2005, Ne 17 ct. 1557; 2008, Ne 8, cT. 749; 2008, Ne 23, cT. 2715; 2009, Ne 12,
cT. 1429);

noctaHosneHue MpaButenbcrTea Poccuinckoit Pepepaunm ot 18 masa 2005r. Ne 310 «O6 yTBepxKAeHUM
MpaBnA OKa3aHUA YCAYr MECTHOW, BHYTPU3OHOBOMW, MEXAYTOPOAHOM U MeXKAYHAPOAHOM TenePpoHHOM
ceasn» (CobpaHune 3akoHogaTenbcTBa Poccuiickon deaepaumm, 2005, Ne 21 cr. 2030; 2005, Ne 27, cT.
2768; 2006, Ne 2, cT. 195; 2007, Ne 7, cT. 898; 2007, Ne 31, ct. 4094; 2008, Ne 8, cT. 749; 2009, Ne 12, cT.
1429);

nocrtaHoBsseHue MpasutenbcTBa Poccninckon @egepaumm ot 24 mapta 2006 r. Ne 160 «O6 yTBepxaeHUK
HOPMATMBOB YacTOTbl COOpPa M3 NOYTOBLIX ALLMKOB, OOMEHA, NEPEBO3KM U AOCTAaBKN MUCbMEHHOM
KOPPEeCnoHAEHLMM, a TaKKe KOHTPOIbHbIX CPOKOB MEPECHIIKM MUCbMEHHOM KOPPECNOHAEHLUNY
(CobpaHue 3akoHogaTenbcTBa Poccuinckoit deaepaumm, 2006, Ne 14 cT. 1540).

B MHCTpYKUMK NO [,e10NpPOn3BOACTBY PEKOMEHAYETCA PACKPbITb COCTaB PEKBU3UTOB, UCMO/Ib3YyEMbIX
npy obopmMmaeHUN cnyxebHbIx nucem:

locypapcteeHHbIN repb Poccuiickon Pepepaunu;
HauMeHoBaHWe dpesepasbHOro opraHa UCMOJIHUTEIbHOW BAACTyH;
AOJIKHOCTb ML, NOAMMCABLLIETO JOKYMEHT;

CMpPaBOYHbIE AaHHble 0 dpeaepasibHOM OpraHe UCMOJIHUTE/IbHOM BAACTH;
afpecar;

[aTa fOKYMEHT];

PEerncTpaunoHHbIN HOMeP SOKYMEHT3;

HauMeHOBaHWe JOKYMEHTA (3aro/IoBOK K TEKCTY);

CCbI/IKa HAa UCXOAALLMIA HOMEP U AaTy AOKYMEHTA aAPecaHTa;
TEKCT SOKYMEHT3;

OTMETKA O Ha/IMYMUU NPUNOKEHNN;

BU3a;

noanucb AO0/IXHOCTHOIO inua;



OTMeTKa 06 ncnonHutene;
B NHCTpYKLMM NO £en10Npon3BOACTBY PEKOMEHAYETCA OTMETUTb, YTO:

cnyebHble NMcbMa nevaTatoTcs Ha 6baaHKax yctaHosieHHoM dopmbl (pasaen 3.3.1.); cnykebHble
nMcbMa, NOANUCbIBaEMblE PYKOBOAUTENAMM ABYX U Bonee dpeaepanbHbIX OPraHOB UCNOJAHUTENBHON
BN1ACTU, 0POPMAAIDTCA Ha CTaHAAPTHOM niucTe 6ymarmn dopmata A4, npy 3STOM HAMMEHOBAHMA OPraHOB
BNACTV — aBTOPOB AOKYMEHTA YKa3blBalOTCA B pekBM3uTe «MoAnmcb A0NKHOCTHOMO NLa»;

CPOKM NOArOTOBKM OTBETHbIX MMCEM YCTAHAB/IMBAOTCA HOPMATUBHbLIMM NPABOBLIMU aKTaMU UK
YKa3aHUAMM N0 UCMOSHEHWNIO LOKYMEHTOB pyKoBoAnTeNs denepasibHOro opraHa UCNoIHUTEIbHOM
B/1aCTU, CPOKKN NOATrOTOBKN MHULIMATUBHbIX MUCEM OMPeaenArTCcA PyKOBOANTENAMU CTPYKTYPHbIX
nogpasgeneHnn esepasbHOro opraHa UCNONHUTENIbHOW BAACTW;

TEKCTbl OTBETHbIX MUCEM A0/KHbI TOYHO COOTBETCTBOBATbL AaHHbIM NOPYYEHUAM, NOCTYNUBLLMM
3anpocam, yKasaH1sAM Mo UCMOIHEHUIO AOKYMEHTOB;

K CNyXKebHbIM NMMCbMaM COCTaBAAETCA PEKBM3UT HAMMEHOBAHME AOKYMEHTA (3aro/IoBOK K TEKCTY),
oTBeYaoLWmit Ha Bonpoc «O yeM?» U GOPMYINPYIOLWLMIA B KpaTKo popme TeMy NMUCbMA;

B C/IY»KeBHbIX MUCbMaXxX UCMO/b3YIOTCA $hpasbl STUKETHOrO Xxapaktepa «YBaskaemblid...!» — B Hauane
n1cbMa, Hag TeKcTom U «C yBaXKeHUeM,» B 3aKNHYMTENbHOM YacTh NUCbMa, Hag, NOANMUCHIO; STUKETHbIE
¢dpa3sbl MeyaTaroTCA UCMONHUTENEM MPU MOArOTOBKE NPOEKTa NUCbMa;

cnyebHble NMcbMa M31aratoTca: oT 1-ro iMua MHOXKECTBEHHOTO Yncna («Mpocum npeaocTaBuTb
MHopMaUMIO ...», «HanpaBasem Ha 3aKNtoUeHMEe NPOEKT ...» 1 Ap.), OT 3-ro AnLa eaUHCTBEHHOTO YMcaa
(«MMHUCTEPCTBO HE CUMTaET BOSMOMKHbBIM ...», «DegepanbHoe apxXMBHOE areHTCTBO npeaaaraer
PaccMOTPETb BO3MOMKHOCTb...»), Ha A0/IKHOCTHbIX 6/1aHKax - OT 1-ro Mua eANHCTBEHHOTO YMcna
(«Mpowy Bac npeactaBuTtb AaHHbIE O...», «CUMTa0 BO3MOMKHbIM MPUHATL y4acTue B...»);

cnyKebHble NMCbMa B YCTAaHOBAEHHOM MHCTpyKLUMeN No 4enonpoms3BoacTBy NopagKe npoxoaat
npoueaypy BU3MPOBaHUA 3aMHTEPECOBAHHbIMMN AOMKHOCTHBIMU AULAMK defepanbHOro opraHa
NCMNONHWUTENbHOW BNACTK;

cnyxebHble NMcbMa NoAMNUCHIBAOTCA PyKoBoAMTeleM deepasibHOro opraHa UCNOIHUTEIbHOW BAACTH,
3aMecTUTe/IeM PYKOBOAUTENA UM PYKOBOAUTEIEM CAMOCTOATE/IbHOMO CTPYKTYPHOIO noApasaeneHus 8
COOTBETCTBUU C pacnpeseneHmem 06a3aHHOCTEN MeKay PYKOBOAUTENAMM, YCTAaHOBAEHHbIM NPUKa3oM
denepanbHOro opraHa UCNONHUTENIbHOW BNACTH,

nnCbma d)VIHaHCOBOFO XapaKTepa, a TakXe NnCbMa, coaepKalimne O6F|3aTefIbCTBa, 3aBepPAKTCA NevyaTbio
d)ep,epaanoro OpraHa NCNONHUTENbHOM BN1aCTH, a B NUCbMmax, coaepalwmnx VIHd)OpMaLI,MI-O
OrpaHNYeHHOro pacnpoCcTpaHeHUA, NPOCTAaBNAETCA PEKBUSUT «OTmeTKa o KOHd)VIAeHLI,I/IafIbHOCTVI».

Ob6pasey, opopmaeHna cny>kebHoro NMcbma NpUBeAEH B NpuaoxKeHum Ne 17.
3.3.3.6. 3anucka (aHanuTUUecKan, JOoKNaAHasA, cnyXKebHasa, 06bACHUTEeNbHAA)
B NHCTpyKUMKM No fenonponsBoacTBY peKOMeHAyeTca onpeaenmTb:

BMbl 3aNMNCOK, CO34aBaeMblix B pesepanbHOM OpraHe UCNONHUTENbHOW BAACTU U UCMO/b3yeMblX A1A
MHPOPMaLMOHHOTO 0BMeHa MexXAay CTPYKTYPHbIMU NogpasaeneHUAMU, LOKHOCTHBIMU NLAMMU,
paboTHMKamu;



NopsAoK COCTaBAEHMA 3aNUCOK (Ha BymaxKHOM HOCUTENE UK B SNIEKTPOHHOM dopme);
PEKBU3UTbI 3aMUCOK PA3/IMYHBIX BUAOB M UX 0bopMIeHNE;

CTPYKTYPY TEKCTa aHaNUTUYECKOM (A0KNaAHOM, CNY>KeBHOWN, 0B bACHUTENLHOW) 3aNUCKK;
PEKBU3UTbI OKNAAHOM (aHANUTUYECKOM, CNYKeBbHOMN, 06 bACHUTEIbHO) 3aMUCKK:
HaMMeHOBaHMe CTPYKTYPHOrO NoApasaeieHna — aBTopa AOKYMEHTa;

BUA LLOKYMEHTa;

[aTa OKYMEHTa,

PervcTpaLmnoHHbIi Homep (ecam B deaepanbHOM OpraHe UCNONHUTENbHOW BNACTU BEAETCA yueT
BHYTPEHHMX MHPOPMALMOHHO-CMPABOYHbIX JOKYMEHTOB);

Ha3BaHMe AOKYMEHTa (3aro/IoBOK K TEKCTY), ec/in TeKCT 6onee 4-5 CTPOK;
aapecar (go/KHOCTHOE AnLo deaepasibHOro opraHa UCNOHUTEIbHOW BAACTK);

noanuco.

3.4. OpraHusauusa poKymeHToobopora
3.4.1. MpuHUMNbI OpraHU3aLnmM 4oKymeHTo060poTa

B paspene «OpraHusauma JOKYMeHToobopoTa» MHCTPYKLMM NO AeN0oNpon3BOACTBY PEKOMEHayeTca
N3N10KWUTb NOJIOXKEHMUA, YCTaHaBAUBaAlOLLME:

npuem m nepBMYHyt0 06paboTKy NOCTYNatOWNX JOKYMEHTOB;
npesBapuTenbHOE PAaCCMOTPEHME AOKYMEHTOB;
NopsAoK PErncTpaLLmMmn NOCTyNaoWwmx 4OKYMEHTOB;

NopAAO0K PaCCMOTPEHUA AOKYMEHTOB PYKOBOACTBOM deiepanbHOro opraHa UCNONHUTENbHOMN BAACTU U
[0BefieHNA AOKYMEHTOB A0 UCMONHUTENEN;

NoOpPAAOK perncTpauumn oTnpasBasemMblX 4OKYMEHTOB;
NOpPAAOK OTNPABKU AOKYMEHTOB;

nopsAaoK 06paboTKM 1 yyeTa MHOCTPaHHOM KOPPECNOHAEHLMK;
NOPAAOK PErncTpaunn 1 NPOXoKAeHUA BHYTPEHHNX OKYMEHTOB;
yyeT 1 aHannM3 06beMOoB AOKYMEHTO060pOoTa;

OpraHMn3aLMio paboTbl C JOKYMEHTaMM B CTPYKTYPHbIX NoApa3saeneHunnx ¢peaepanbHOro opraHa
NCMNONHWUTENbHOW BAACTU.

Mpu ycTaHoBeHUW TpebOBaHWIA K OpraHM3auun 4OKYMeHTOobopoTa B pesepasbHOM opraHe
MCMONIHUTENbHOW BNACTU CIe4yeT UCXOAUTb U3 CIeAYIOLWNUX NPUHLMNOB:



UeHTpannsauma onepau,vn‘/'l no npuemy mn oTnpaske AOKYMEHTOB,

pacnpegeneHme OKYMEHTOB Ha AOKYMEHTONOTOKWN, UMEoLWMe OANHAKOBbIA MapLIpyT
(MaplwpyT1saumsa 4OKYMEHTOB);

OpraHusaLma NpeaBapuUTeNbHOro PacCMOTPEHMA MOCTYNAOWMX AOKYMEHTOB;
WCKItOMEHME BO3BPATHbIX IBUXKEHUI OKYMEHTa, He 06YCN0BAEHHbIX AeN10BO HE0H6X0AMMOCTbIO;
OAHOKPAaTHOCTb perncTpaumnm JOKYMEHTOB;

yCcTpaHeHne He0bOCHOBaHHbIX COr1aCOBaHNM MPOEKTOB IOKYMEHTOB;

pernameHTauma onepaunii no o6paboTke, PpacCMOTPEHMIO U COINAacoOBAHMIO AOKYMEHTOB.

B flOKymeHToob60opoTe deaepanbHOro opraHa UCNONHUTENIbHOM BAACTU B COOTBETCTBUM C
0COBEHHOCTAMM TEXHOIOTMYECKO 06pabOoTKM BbIAENAOTCA LOKYMEHTONOTOKK: NOCTYNaoLan
AOKYMeHTauma (Bxoaalan); oTnpasaseman AOKYMeHTaUMA (Mcxoaalan); BHYTPEHHAS AOKYMeHTauus. B
coCTaBe BXOAALEeN U UCXoasLen AOKYMEeHTaUnumM MoryT BblAeNATbCA:

OOKYMEHTbI, NOCTyNMBLIKE U3 AgMUHUCTpaLmm MNpesunaenta Poccuiickoit ®eaepaunn, Coseta
depepaunn u NocypapcreeHHol ymel, Mpasutenbctsa Poccuitckon ®egepaumm, BbICLLIMX CYA40B
(KoHcTUTYuMoHHOro, BepxosHoro, Beicliero apbutpaxHoro), CueTHol nanatbl Poccuiickoit degepaumm,
LleHTpanbHOro 6aHka Poccuitickoit Pegepaumm n apyrmx nogo6HbIX OpraHM3aunii;

[OKYMEHTbI M3 Apyrux OpraHoB rocyAapCTBEHHOM BAacTU, OpraHoB MEeCTHOIO CaMoynpaB/ieHus;

OOKYMEHTbI TepPUTOPUA/IbHbBIX OPraHoB dpeaepanbHOro opraHa UCNOIHUTENbHOW BNACTU B cybbeKTax
Poccuiickoin Pepepaunu;

obpalleHMA rpaykaaH;

3anpocsbl genyTatos FocyaapcteeHHol [dymbl n uneHos Coseta Peaepaumm, AenyTaTos
3aKoHoZaTe/IbHbIX OpraHoB CybbekToB Poccuitickoit degepaumm n opraHoB MeCTHOIO CaMoynpaBeHUS;

AOKYMEHTbI U3 rOCYy4apCcTBEHHbIX M HErOCY4apCTBEHHbIX OpraHn3aLmii, He NoABeA0MCTBEHHbIX
denepanbHOMy opraHy MCNOHUTENbHOW BAACTYH;

AOKYMEHTbI U3 MNPaBUTENbCTBEHHbIX U HEMPABUTENbCTBEHHbIX OpraHn3aumnin 3apybexHbIX CTpaH u
Apyrve rpynnbl 4OKYMEHTOB.

B d)ep,epaano:v\ opraHe WMCNONHUTE/IbHOM BNACTH A0CTaBKa U OTNpPaBKa AOKYMEHTOB
OCyLWecTBnAKOTCA CpeacTBamum NoYTOBOM CBA3M, d)enb,u,berepCKoﬁ CBA3U N SNN1EKTPOCBA3NU.

3.4.2. NMpuem 1 nepsBuyHan 06paboTKa NOCTyNaloLWMX AOKYMEHTOB

B MIHCTpYKUMK NO AeN10NPOn3BOACTBY, ONpeaenseTcs CTPYKTypHOe nogpasaeneHue,
ocyuiecTeastoLee npuem n 06paboTky noctynatoweit B pegepanbHbli OpraH MCNONHUTENBHOM BNACTU
KoppecnoHAeHUMM, NOCNeA0BaTeIbHOCTb U NOPAAOK ONepaLmii, BbINoAHAEMbIX B npoLuecce 06paboTku
nocTynatoLLein KoppecnoHaeHUUN. B AaHHOM pa3gene MHCTPYKLUW Mo Ae/I0NpPon3BOACTBY
pekomeHayeTcA NpeayCcMoTPeTh:



NpoBepPKY NPaBUIbHOCTU aApeCcoBaHNA NMNOCTYyNaOWMNX AOKYMEHTOB, NPaBU/IbHOCTU AOCTAaBKUN U
KOMMNEKTHOCTU AOKYMEHTOB,

COPTUPOBKY AOKYMEHTOB Ha NOA/EXKALLME U HE MOoA/IeXKaLLME PErUCTPALLMM (B MPUNONKEHUM K
MHCTPYKLMM NO AeN0onpoun3BoACTBY LLes1lecoobpasHO NPUBECTU NEPEYEHb LOKYMEHTOB, HE NOAAEKALLMX

pervctpauun) [14];

BblAe/IeHMe AOKYMEHTOB, aipeCOBaHHbIX B CTPYKTYpHble NoapasaeneHunn degepanbHoro opraHa
NCMONHUTENBLHOW BNACTU AN1A Nepeaayn AOKYMEHTOB HEMOCPEACTBEHHO B CTPYKTYPHOE NoAapasaesieHne,
MWHYA PYKOBOACTBO;

CPOKM 06paboTKM LOKYMEHTOB M Nepeaayn X Ha y4acToK perncTpaLmm Uan B CTPYKTYpHble
nogpasgeneHus B c/lydae NocTyniaeHmsa 4OKYMeHTOB B pabouyee 1 Hepaboyee Bpems;

NOpPsAAOK AeWCTBUI B C/lydae 06HapYKeHNA HEKOMMNIEKTHOCTU JOKYMEHTA, NOBPEXKAEHUA AOKYMEHTa
WY KOHBEpPTa (YNaKoBKM), HAANUYMA Ha KOHBepTe (YNaKoBKe) OTMETKM 0 KOHOMAEHUMANBHOCTH, a TaKKe
NOMETOK «JInyHo», «CpoyHo», «OnepaTUBHO» U Ap.

B MIHCTPYKUMK NO AeN0NpOn3BOACTBY PEKOMEHAYETCA NPEAYCMOTPETb CAEAYIOLLME NONOKEHUS:

[OKYMEHTbI, NOCTynuBLUME B peaepasibHbI OpraH UCMOIHUTE/IbHOM BNacTu B paboyee Bpems, NPoOXoasaT
nepBuYHyto 06paboTKy U NepeaatoTca Ha perncTpaumio B AeHb NOCTYNAeHMA, NPU NOCTYNAEHUN B
Hepabouyee Bpema — Ha c/ieayowmin paboumin AeHb;

COCTaB/IeHME aKTa B TpexX 3K3emnaspax npu 06HapyXeHUN OTCYTCTBUA AOKYMEHTOB UAN NPUNONKEHUN K
HUM (0AMH aKT ocTaeTca B Chyxbe AenonponsBoacTBa, BTOPOM NpuobulaeTca K NocTynusLlemy
JOKYMEHTY, TPeTUIA HanpaBAAETCA OTNPABUTENIO AOKYMEHTA);

COXpaHeHue KOHBEPTA, B KOTOPOM MOCTYNWUA AOKYMEHT, B C/Ty4anX, €C/IM TONbKO NO KOHBEPTY MOXKET
6bITb YCTAaHOB/IEH afpec OTNPaBUTENA U AaTa NOCTYNAeHUA;

OOKYMEHTbI, NOCTyNuBLLMe ¢ oTMeTKaMn «CpoyHo», «OnepaTnsHoO» n ap.,
nepeaaroTca Ha PerncTpaumio HesameaanTeNbHO.

3.4.3. NpepBapuTeNbHOE PAaCCMOTPEHUE AO0KYMEHTOB

B MHCTpyKLMK NO 4e10NPOM3BOACTBY PEKOMEHAYETCA NpeaycMoTpeTh NposeaeHne Cayk6oi
AeNonponsBoACcTBa NpeaBapuTEIbHOrO PaCCMOTPEHUA LOKYMEHTOB B LieNIfX BblAe/eHUA U3 BCEro
MaccuBa NOCTyNUBLIEN KOpPPecnoHAEHLMN LOKYMEHTOB, Tpebytolwmx 0643aTeIbHOro PacCMOTPEHUA
pyKkoBoacTBom desepasnbHOro opraHa UCNoIHUTEIbHOM BAacTU. [LOKYMEHTbI, MOCTYNMBLUNE B
denepanbHbIii opraH UCNOAHUTENBHOW BNACTU MO BOMPOCAaM, He TPebYIoWMM pacCMOTPEHNA
pyKoBoACTBOM, HanpaeasatoTcs CyKbo fenonpors3BoACTBa HEMOCPEACTBEHHO B CTPYKTYPHbIE
noapaszeneHunn. OCHoBaHVEM A/1A NPUHATUA PELLeHUs B XO4e NPeABapUTENbHOTO PacCCMOTPEHUA
ABNAETCA COAeprKaHMe OKYMEHTA, a He agpecoBaHne OKYMEHTa COOTBETCTBYIOLLEMY AOKHOCTHOMY

nmuy.

Pe3yf|bTaTOM npegBapuTesibHOro pacCMoTpeHnA O0/1XKHO 6bITb Hanpas/ieHNe AOKYMEHTA
PyKOBOOAUTENIO d)e,u,epaanoro OopraHa NCNONHUTENbHOW BNACTU UM 3aMECTUTeNAM pykoBoAUTENA B
COOTBETCTBUU C YCTAHOBJ/IEHHbIM B d)ep,epaanON\ opraHe NMCNO/IHUTENIbHOM BNAaCTU pacnpegeneHnem
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0653aHHOCTEN MeKay PYKOBOAMTENEM, €0 3aMECTUTENAMM U UHBIMWN A0NMHOCTHBIMKU ULEAMU ANA
BbIHECEHMA YKa3aHMA N0 UCNONHEHUIO JOKYMEHTA.

3.4.4. Perncrpauma nocTynamoLWwmx AOKYMEHTOB
B UHCTpYKLMKM NO Aenonpoun3BOACTBY peKOMeHAYyeTCa onpeaenunTb:

MecCTO 1 cnocob perncTpauum 4OKYMeHTOB, NocTynaowmx B deaepanbHblii 0praH UCNONHUTENbHOM
Bnactu (echm B peaepanbHOM opraHe UCNONHUTENbHOW BAACTU NPUMEHSAETCA Tak HasbiBaemas
CMellaHHasa popma opraHM3aLmm 4eNonpon3BOACTBa, AO/KHO BbiTh ONpeaeieHo, Kakme AOKYMEHTbI
perucTpupytoTca B ciy»kbe AenonponsBoacTBa, Kakue — B CTPYKTYPHbIX NoapasaeneHusax peaepanbHoro
opraHa UCNosIHUTENbHOW BNACTH);

CPOKM perncrpaLmm NocTynamlmnx AOKYMEHTOB (B ieHb NOCTYNAEHUA, Ha CieayioLnii pabounit AeHb (B
cnyvae NocTynneHuna AOKYMeHTa B Hepabouee Bpemsa), HesameaMTeNbHO (C oTmeTKamu « CpoUHOY,
«OnepaTMBHO» 1 Ap.), B TeueHUe Tpex AHel (0bpaleHna rparkaaH) u ap.;

CTPYKTYPY PerncTpaLmMoHHOro Homepa BXoAALLEero AOKYMeHTa M UCMoib3yeMble ANS 3TOro
Knaccuduratopbl (KnaccuduKkaTop CTPYKTYPHbIX NoApasaeneHuii, HomeHknaTypa gen deaepanbHoro
opraHa UCNONHUTENbHOW BNACTU, KNaCCUPUKATOP A0NKHOCTHbIX UL, KNacCuduKaTop BUAOB
OOKYMEHTOB U Ap.);

nepedvyeHb CBEAEHMVI O AOKYMEHTE, BK/IIOHYaEMbIX B CUCTEMY I3TEKTPOHHOIO AOKyMEHTOO60pOTa
d)ep,epaanoro OpraHa NCNONHUTENbHOM BNACTY;

NOPAAOK CKaHNMPOBAHNA AOKYMEHTOB, MOCTYNUBLLMX B dpeaepasibHblii OpraH UCMNOMHUTEIbHOM BAACTU Ha
H6yMarKHOM HoCuTe e, U MOPAAOK BKAOYEHUA SNEKTPOHHbIX 06Pa30B AOKYMEHTOB U 3/1EKTPOHHbIX
AOKYMEHTOB B CUCTEMY 3/1EKTPOHHOIO AOKYMEHTO060pOTa;

nepegavy A4OKYMEHTOB Ha PerncTpauunto To/1IbKO nNocsie nx npeaBapuTesibHOro paCCMOTPEHUA;
perncTpaunio 4OKyMeHTOB HE3aBUCUMO OT cnocoba mx AOCTaBKMH,

perncTpaumio AOKYMeHTOB B nNpeaenax BblaeneHHbIx B degepasibHOM OpraHe UCMOJTHUTEIbHOM BAacTu
[OKYMEHTOMOTOKOB. Hanpumep, B Ka4yecTBe OTAE/bHbIX PErMCTPUPYEMbIX MaCCMBOB AOKYMEHTOB MOryT
6bITb BblAENEHbI: JOKYMEHTbI, MOCTYNatolme B peepasbHblit OpraH UCNONHUTENbHOM BAACTU U3
BbILIECTOALLMX OPraHOB B/IACTU, U3 TEPPUTOPUNAIbHBIX OpPraHoB ¢heaepanbHOro opraHa UCMONHUTENbHOM
BA1ACTW, 0BpaLLeHMA rPaKaaH, LOKYMEHTbI, MOCTYNMBLUME OT 3apy6erKHbIX KOPPECNOHAEHTOB 1 Ap. (cMm.
pasgen 3.4.1.);

NpPoOCTaB/ieHNe Ha NOCTyNaroWnUX JOKYMEHTAX Ha 6yMa)-KHOM HOCUTene, nognexawumx permctpauumu, B
HUXHEM NPaBoOM yrny nepBoro 1MCta A0OKYMEHTA OTMETKU O NOCTYN/NEHNUN C YKa3aHUEM aTbl
nocTynaeHmAa n exoaAawero permcTpauMoHHOro Homepa AOKyMeHTa,

BHECEHME COOTBETCTBYHOLLUNX CBe,Cl,eHMﬁ O noctynarowem 3aNEKTPOHHOM JOKYMEHTE B 3aBOAMMYIO B
cncreme aNeKTPOHHOTO ,CI,OKYMEHTOO60pOTa PErMCTPaynNOHHYO INEKTPOHHYHO KapPTOYKY OOKYMEHTAa;

pa3paboTKy B LENAX PErMcTpaLmm 1 yd4eta AOKYMEHTOB B dpefepasibHOM OpraHe UCMONAHUTENbHOM
BA1ACTN KNnaccndrKaTopos (CNpaBoOYHUKOB):



CTPYKTYPHbIX NoapasgeneHum;

BUAOB IOKYMEHTOB;

AOMKHOCTHbIX L,

KOpPPecnoHAeHTOB;

npeamMeTHO-TeMaTUUYecKuii (BonNpocoB AeATeIbHOCTH);
YKa3aHu1ii N0 UCNONHEHUIO AOKYMEHTa;
NCNONIHUTENE;

pe3ynbTaToB UCMOIHEHUA AOKYMEHTOB U Ap.

3.4.5. MopAAOK PacCMOTPEHUA AO0KYMEHTOB PYKOBOACTBOM defepanbHOro opraHa UCMONHUTENbHOM
B/1IaCTU U 0,0BeAEHUA AOKYMEHTOB A0 UCNONHUTENe

B MHCTPYKUMK NO AeN0NPOn3BOACTBY PEKOMEHAYETCA ONPeAeUTb NOPAAOK PACCMOTPEHUSA
[OKYMEHTOB PyKOBOACTBOM ¢eaepasibHOro opraHa UCNOIHUTEIbHOW BAACTU C y4ETOM YCTaHOBAEHHOMO
pacnpeaeneHusa 06A3aHHOCTEN MEXAY PYKOBOAUTENIEM, €70 3aMECTUTENSAMU U MHBIMU A0NKHOCTHLIMM
IMLLAMM 1 B COOTBETCTBUM C pe3yNbTaTaMm NpeaBapuTeNbHOIO PacCMOTPEHUA AOKYMeHTOB B CyKbe
AeN0NPon3BOACTBA, a TaK:Ke NopALOoK A0BeAeHUA JOKYMEHTOB A0 UCMONHUTENEN.

B MHCTPYKUMK NO AeN0Npon3BOACTBY LenecoobpasHo OTMETUTb, YTO:

AOKYMEHTbI NepesatoTca Ha PAacCMOTPEHNE PYKOBOAUTEIO U UHBIM SO/IKHOCTHBIM IML,aM
desepanbHOro opraHa MCNOMHUTENbHOW BAACTM TOIbKO NOC/IE perucTpaumm;

noc/sie paccCMOTPEHMA PYKOBOACTBOM AOKYMEHTbI BO3BPALLAIOTCS B CNYKOY Aen10nponsBoaCcTBa AN
nepeHeceHns yKasaHuii No UCNONHEHUIO OKYMEHTA B PErMCTPALMOHHO-KOHTPObHYIO dopmy (PKD);

B COOTBETCTBMM C YKa3aHUAMM NO UCMOJAHEHWNIO NOAANHHUK SOKYMEHTA HanpaBaseTca PyKoBOAUTENIO
CTPYKTYPHOrO NoApasaeneHuns — 0TBETCTBEHHOMY UCMONHUTENO, COMCNONHUTENAM HaNpPaBAAOTCA
KOMWUW SOKYMEHTOB (M3roToBAEHME KOMUIA JOKYMEHTOB A8 PACChIZIKM UCNOAHUTENAM ABAAETCA
dyHKuMer CnyxKbbl 4eN0NPOU3BOACTBA);

nepegaya AOKYMEHTOB MeXAy CTPYKTYPHbIMU NoapasgeneHnamm desepanbHoro opraHa
NCMNONHUTENBLHOW BNACTK ocylecTeaneTca Yyepes Cnykby AenonponsBoAacTBa.

3.4.6. OpraHusauma paboTbl C OTNPABAAEMbIMU SOKYMEHTAMMU

B naHHOM pasaene MHCTPYKUMM onpenenAaroTCca OCHOBHbIE 3Talnbl NPOXOXAOEHNA MPOEKTOB
nexo4AWMX AOKYMEHTOB B npouecce nx noarotoBku, CornacoBaHMA U noanmcaHmaA (YTBep)K,CI,EHMFI).

B MHCTDYKLI,VII/I no genonpon3soacrtey LI,EI'IECOO6pa3HO YCTaHOBWUTb, YTO!

OTBETCTBEHHOCTb 3a COCTaB/ieHNE N od)opn/meHme AOOKYMEHTa B COOTBETCTBUUN C YCTAHOBJ/IEHHbLIMU B
¢ep,epaan0M opraHe NCNONHUTENbHOW BAACTH npaBu1aMu, a TaKXKe CornacoBaHmMe NPoOeKTa AOKYMEHTA



C 3anHTepecoBaHHbIMN OpraHamun Ba1aCTU U OpraHn3aumnaAmMmmn (BHEUJHee cornacosaHme) n
AO0/KHOCTHbIMU UMK d)ep,epaanoro OopraHa NCNONHUTENbHOW BNAaCTh (BHYTDEHHee cornacosaHme)
BO3/1araeTcAa Ha CTPYKTYpHOE nogpasaeneHne — UCNoJIHNTEIb AOKYMEHTaQ;

NPOEKTbl LOKYMEHTOB peaepanbHOro opraHa UCNOJAHUTENbHOM BAACTU rOTOBATCA HA BaaHKax
YCTaHOBIEHHOWN GOPMbI; A1A OTNPABKU AOKYMEHTOB, HE UMEIOLLMX a4PECHOM YacTu, FOTOBATCA
COMNpoBOAUTE/IbHbIE MUCbMA;

[0 NpeACTaBNeHNA Ha NOANMCh UCMOJIHUTE b NPOBEPAET NPABUAbHOCTb 0POPMIEHUN AOKYMEHTOB,
NpPaBMUbHOCTb aAPECOBAHUSA, HA/IMUYME HEOOXOAMMbIX BM3, MPUIOKEHUI, NPK HEOBXOANMMOCTU —
CMPaBOK, NMOACHUTE/IbHbIX 3aMNCOK, Pa3bACHAIOLMX COAEPKAHNE NOArOTOBAEHHbIX JOKYMEHTOB, NCTa
(ykasaTtens) paccbinkuy;

NPOEKTbl AOKYMEHTOB BU3NPYIOTCA UCMONHUTENEM (PyKOBOAUTENEM Noapa3aeneHusa UK ero
3amecTuTenem), Npu HeobxoAMMOCTU PAabOTHUKAMM APYTUX CTPYKTYPHbIX NoApasaeneHunii; Bu3bl
NPOCTaBAAIOTCA Ha IMLEBOM CTOPOHE NOoCAeAHEro IMCTa AOKYMEHTa B HUXKHEN ero 4actu, Ha BTOPOM
aKk3emnasape (Konun) AOKYMeHTa MU Ha INCTE COrlacoBaHMs.

3.4.7. Peructpauusa oTnpasBnfaembiX 4OKYMEHTOB

B MIHCTPYKUMK NO AeN0NPOn3BOACTBY PEKOMEHAYETCA ONPeaeMTb MECTO, CNOCob, CPOKK
pernctpauumn oTnpasBaseMbIX 4OKYMEHTOB. [1py 3TOM, y4nTbIBAETCSA, UTO:

[OKYMEHTbI, NOANWCAHHbIE PYKOBOAMTENIEM (3aMecTuTeilem pykoBoauTens) desepasbHOro opraHa
MCMNONHUTENBHOW BNACTU NepesatoTcs Ha perncrpaumio B Cay:kby nenonponsBoactsea (LOKYMEHTbI,
NOAMMCaHHbIE PYKOBOAUTENAMM CTPYKTYPHbIX NoApa3geneHunii pesepanbHOro opraHa MCNOAHUTENbHOWM
B/J1aCTU, MOTYT PErMCTPUPOBATLCA B CTPYKTYPHbIX MOAPA3AENEHUAX U NepeaaBaTbCa HA OTMNPABKY B
Cnyx6y aenonpousBoactsa ¢enepanbHOro opraHa UCNOJIHUTENbHOM BNACTH);

Cnykb6a 0enonpon3BoACTBa OCYLLLECTBAAET NPOBEPKY NPABUALHOCTU OGOPMIEHUNA AOKYMEHTA,
KOMMNNEKTHOCTU AOKYMEHTA U COOTBETCTBUA KOMYECTBA IK3EMMNIAPOB AOKYMEHTA CMUCKY PaCChIKY;
HenpaBMAbHO 0POPMIEHHbIE AOKYMEHTbI BO3BPALLAIOTCA UCMONHUTENIO;

perucTpaums oTnpasBaseMbiX JOKYMEHTOB OCYLLECTBAAETCA B Ae€Hb UX NOANUCaHUSA (YTBEPKAEHMA) Un
Ha cneaytowmii pabounii geHb;

CBEAEHUA O PETUCTPUPYEMbIX SOKYMeHTax BHocATcA B PKP 6a3bl gaHHbIX dpeaepanbHOro opraHa
NCMNONHUTENBHOW BNACTU, UCNO/b3yEMOW AR YUYETa, NOMCKA, XPaHEHMA U MCNO/Ib30BaHUA AOKYMEHTOB;

perMCTpaLl,l/IOHHbllz HOMEP OAOKYMEHTA U AaTa perncrpaunm npoctasaAaAoTCA Ha NOA/IMHHUKE OOKYMEHTA
B PeKBU3UTaxX 61aHKa M Ha Konun, OCTaIOUJ,EﬁCH B Aene opraHn3sauuu,

KOMnA AOKYMEHTA C BU3aMU U NPUNTOKEHNAMU B COOTBETCTBUN C HOMeHKﬂaTypOﬁ Aen noauwnBaeTca B
aeno (BXOAHIJJ,Mﬁ AOKYMEHT nNepenaeTca Ha XpaHeHWe B Ae/10 BMECTe C AOKYMEHTOM-OTBETOM), KonuAa
nexoaAwero 4OKyMeHTa 3aBepAeTCA OTMETKOM « BepHo» (MO)KET NPOCTaBNATLCA C NTOMOLLLbBIO LUTaMI'Ia) n
pocnucbro pa6OTHVIKa, OTBETCTBEHHOIO 3a OTNPABKY MCXOLI,HLLI,eﬁ KoppecnoHAaeHUNN,

perncTpauma ncxogawmx 4OKyMeHTOB BeeTCA B COOTBETCTBUU C BblaeNAEMbIMUN JOKYMEHTOMNOTOKaMW.



MHCTPYKUMA NO A4eN0NPOn3BOACTBY YCTaHABAMBAET CTPYKTYPY PErMCTPaLMOHHOIo Homepa
NCXOAALLEro AOKYMEHTa U UCNO/b3yemble ANA pPerncTpaumnm KnaccudmrkaTopbl.

3.4.8. OTnpaBKa AOKYMEHTOB

B MHCTpYKUMM No AenonponsBoAcTBY NpeaycmMaTpMBatOTCS CPOKM OTMPaBKU AOKYMEHTOB, onepauuuy,
BbinosiHsemble Cny»X60l aesonpomsBoacTBa Npmu 06paboTke oTnpaBaAeMbIX AOKYMEHTOB, 0COBEHHOCTU
06paboTKN AOKYMEHTOB B 3aBUCUMMOCTM OT BMAA CBA3U, UCMOIb3YEMON AN OTNPABKU AOKYMEHTOB.

Mpw aToMm, onpeaensaeTca, 4To:

OTNPaBKy UCXOAALWMX JOKYMEHTOB NPOM3BOAMUT 3Kcneanumna deaepasbHOro opraHa UCNOHUTENIbHOM
B/1aCTy;

aKCcneanumnAa nposepAeT NpaBnIbHOCTb Od)OpMI'IEHVIH nexoaAaAWwmnMX AOKYMEHTOB, MPOn3BoaAUT COPTUPOBKRY
[JOKYMEHTOB Mo cnocoby A0CTaBKU KoppecnoHaeHUMK aapecaTy (NpocTan, 3aKasHas, MeXayHapoaHan un
ap.);

HenpasuabHO 0GOPMIEHHbIE JOKYMEHTbI U KOPPECNOHAEHLUMA HeCNY>KeBHOro xapakTepa K oTnpaBsKe He
NMPUHUMAIOTCA 1 BO3BPALLAIOTCA B NOApPa3sae/ieHune;

[OKYMEHTbI NoA/IexKaT OTNpaBKe B AEeHb UX PErncTpaLmMn UK Ha cieayowmin paboumin AeHb;
CPOYHanA KoppecnoHAEeHUMA OTNPABAAETCA B NepPBYHO oYepeab;

AOKYMEHTbI, npeAHa3Ha4YeHHblEe AN1A OTNPaBKU ,ﬂ,MﬂﬂOMaTMHECKOVI noyTon, nepegarTca B
nogpasaeneHne, oteevalollee 3a pa60Ty C JOKYMEHTaMM, coaepKawnmm rocyaapCrBeHHyo TaVIHy,‘

OOKYMEHTbI, NOANUCAHHbIE PYKOBOAUTENIEM UAN 3aMECTUTENAMU PyKOBOANUTENA deaepasibHOro opraHa
NCNOJTHUTENbHOM BNACTH, Hanpasasaemble B AgMUHUCTpaLmto MNpesnaeHTa Poccuiickonn egepaunn,
MpasutenbcTso Poccuiickoint Peagepaumm, Annapat MNpasutenocrea Poccminckon depepaumnm, Coset
depepaunn n frocygapcteeHHyto lymy, CoeT besonacHoctu Poccuitckoit ®epepauymm, CueTHyO nanaty
Poccuiickolt depepaumm (Aanee — BbiCLIME OPraHbl FOCYAapPCTBEHHOM BAACTU), OTNPABAAIOTCA
denbaberepcKoit CBA3bIO UK NO CUCTEMAM MEXBEAOMCTBEHHOTO 3/IEKTPOHHOO AOKYMEHTO060pOTa;

peleHne o cnocobe A0CTaBKM AOKYMEHTa APYrMM agpecaTtaM, a TakKe 0 He0bX0AMMOCTUN AOCbIKK
agpecaTy NoOAJIMHHUKA AOKYMEHTa Ha BymarKHOM HOoCUTene B Cyvae OTNPaBKM SOKYMEHTA Mo
$GaKCMMUNBHOM CBA3M UKW SNIEKTPOHHOW NOYTE NPUHUMAET NoapasaeeHune - UCNONHUTENb;

OoTnpas/siAemMan No no4vte KoppecnoHAeHLUMA NPoXoanUT yNnaKoBKY, agpecoBaHue (an Hanpas/ieHUU
AOKYMEHTa 6onee yuem 4 ajpeca - B COOTBETCTBUMU C YKa3aTenem pPacCbl/iky, KOTOprI7I cocraBniAeTcA
ncnonHUTeENEM AOKVMEHTa), npocTtaBaieHne CTOMMOCTU NMOYTOBbLIX YCNYT U Nepeaady Ha OTNpPaBKy B
MeCTHOE oTAeNeHne CBA3un,

AOKYMEHTbI, Hanpas/siAemble NoYTOBOM CBA3bIO B O4uH agpec, BK1aAblBalOTCA B OANH KOHBEPT,

Ha 3aKa3HYl KoppecnoHAeHUMIO, Ha KoppecnoHAeHUWIO, HanpaBaAeMYyIO B aapPeC MHOCTPAHHbIX
opraHM3au,m71, Ha AOKYMEHTbI C NOMETKOM «Ona CHY)'K66HOI'O NnoNb30BaHUA» COCTABIAETCA pPeeCTp,
KOTOprI?I 3aTeM BO3BpaWlaeTCa B akcnegnuuntio c paCﬂMCKOﬁ pa6OTHI/IKOB noYyToOBOro oTaeneHumaA CeA3n,
Kypbepa nam MHoro nanda, O6eCﬂe‘-IMBaIOLLI,EI'O OTNPaBKY OOKYMEHTOB;



C MOMOLLbIO CPE/CTB 3N1EKTPOCBA3M OCYLLECTBAAETCA nepeaaya Tenerpamm, (Tenerannorpamm,
TeNeKcoB), pakcorpamm, TesiepoHOrpaMm, 3N1eKTPOHHbIX COOBLEHMIA, NepeaaBaeMblx MO cUCTeme
MeXBeJOoMCTBEHHOro (BeJOMCTBEHHOI0) 3/1eKTPOHHOro AoKymeHToobopoTa (cm. pasgen 3.6.);

OOKYMEHTbI, NpegHa3HaYeHHble A5 OTNPaBKM MO paKCMMMUIbHON CBA3U, Nepegatotca B Cnyxoy
OEeNonpounsBoACTBa C yKasaHnem Homepa TenedoHa-dakca agpecara;

06paboTKa AOKYMEHTOB A/1A OTNPaBKM NOYTOBOW CBA3btO ocyLLecTBaseTca Cny»boi aenonponssoacTsa
B COOTBETCTBMM C [paBMaaMmM OKa3aHUA YCAYT NOYTOBOWM CBA3M, YTBEPKAEHHBIMW NOCTAHOBAEHNEM
MpasuTensctea Poccuiickon deaepaumn ot 15 anpensa 2005 r. Ne 221 (CobpaHue 3aKOHOAATENbCTBA
Poccuitckoit ®epgepaumm, 2005, Ne 17, cT. 1556), AOKYMEHTOB, NpeaHa3HaYeHHbIX 418 OTNPaBKU
TenerpadHoN cBA3blO, B COOTBETCTBMM C [IpaBUAaMM OKa3aHUA ycayr TenerpadHom ceasu,
YTBEPKAEHHbIMM NOocTaHoBAeHUeM [pasuTenbcTBa Poccuiickoin ®eaepauymm ot 15 anpena 2005 r.

Ne 222 (CobpaHue 3akoHogaTenbcTBa Poccuiickoit Pegepaunm, 2005, Ne 17 ct. 1557; 2008, Ne 8, cT.
749; 2008, Ne 23, cT. 2715; 2009, Ne 12, cT. 1429).

3.4.9. Peructpauua n npoxoxxaeHne BHYTPEHHUX AO0KYMEHTOB

B MIHCTpYKUMK NO AeN0NPOon3BOACTBY ONpenenstoTcd 0Co6eHHOCTU LOKYMEHTOO60pOTa BHYTPEHHNX
OOKYMEHTOB. MpoxosKaAeHNe BHYTPEHHUX AOKYMEHTOB Ha 3Tanax UxX NoAroToBKM U opopmaeHus
COOTBETCTBYET NPOXOXKAEHNIO OTNPABASEMbIX JOKYMEHTOB, a Ha 3Tane UCNOJIHEHWUA — MOCTYNaLWMX
OOKYMEHTOB.

B VIHCTPYKLUMA NO Ae10MNpon3BOACTBY PEKOMEHAYETCA NpeayCMOTPeTb:

npoueaypy NPOXOXKAEHUA NPOEKTOB NPUKA30B dpeaepasbHOro opraHa UCMOAHUTENLHOM BAACTM NO
OCHOBHOI AeATe/IbHOCTM U MO IMYHOMY COCTaBY, OCHOBHbI€ MHCTAaHLMN BU3MPOBAHMWSA NPUKA30B, MECTO
perncTpauumn Np1Kasos, NOPALOK PErMCTPALUN U MECTO XPaHEeHNA NOAANHHMKOB NPMUKa30B, NOPAAOK
PacCblIKM KoMUY MPUKA30B B CTPYKTYPHbIE NOAPa3AeNeHuUs, 3aMHTEPECOBAHHbIM IML,AM,
TepPUTOpPUaNbHbIM opraHam denepasbHbiX OPraHoOB MCNOAHUTENIbHOM BAcTK B cybbeKTax Poccminckoit
depepaunu, 4pyrum opraHnsaumam;

OpraHmn3aLmio NPOTOKObHOW PaboTbl (CPOKM NOArOTOBKM NPOTOKO/I0B 3aceAaHnii U COBEeLLaHNi, Mecto
perncTpauumn NPOTOKON0B, NOPALOK PErMCTPaLMM MPOTOKO/IOB, MECTO XPaHEeHUA NOANNHHUKOB
NPOTOKO/0B, CNocob A0BeAEHMA MPUHATLIX PELEeHNI 40 CBeAeHMNA 3aMHTEPECOBaHHbIX UL U
ncnonHutenemn);

npoueaypy npoxoxgeHmAa rpa*Xa4aHCKo-npaBoBbIX 40roBopos, MecCTto U cnocob umx perncrtpaynmn, mecto
XpaHeHnA NOANTMHHUKOB 40roBOpPOB,

MecTO 1 cnocob perncrpaunmn BHYyTPEHHUX VIHd)OpMaLI,MOHHO-CFIpaBO‘-IHbIX AOOKYMEHTOB (LI,OKI'IaAHbIX,
Cl'ly)KeﬁHbIX, AHAINMTUHECKUNX 3aNNCOK, CNPaBOK U p,p.), nopA4oK nepeaadn JOKYMEHTOB MeXAyY
CTPYKTYPHbIMU noAgpasaeneHnamm d)e,u,epaanoro OpraHa NCNONHUTENbHOM BN1aCTU,

nepeaavy AOKYMEHTOB MeXAy CTPYKTYPHbIMK NnoapasaeneHnamm peaepanbHOro opraHa
NCMNONHUTENbHOW BNacTu Yepes Cny:Kby AenonponssoacTsa.



3.4.10. NMopapok 06paboTKM 1 yyeTa MHOCTPAHHOI KOppecnoHAEeHL UK

B MIHCTPYKUMK NO AeN10NpPOon3BOACTBY ONpenenstoTcs CTPYKTYpHbIe NoapasaeneHus,
ocyuiecTeastolwme paboTy ¢ NoCTynatoLLei MHOCTPaHHOW KOPPeCNoHAEHLMEN U AOKYMEHTaMM,
HanpasaAembiM 3apybekHbIM KOPPeCcnoHAEeHTaM.

B MHCTpYKUMM NO Ae10NpPOn3BOACTBY LiesnecoobpasHo npeaycMoTpeTb: NopsaaoK 06paboTku
nocTynatolLeit MHOCTPaHHOM KoppecnoHAeHLUMN; CTPYKTYPHOe noapasaeneHune, obecneunsatollee
NoAroTOBKY aHHOTALMM Ha NOCTYNUBLUME AOKYMEHTbI U PErMcTpaLmnio AOKYMEHTOB; NOPAAOK Nepeaayn
OOKYMEHTOB, MOCTYNUBLUMX HAa UMSA pyKoBoAnUTeNa dpeaepanbHOro opraHa UCNOJHUTENbHOM BAACTH, €ro
3amecTuTenen, B agpec CTPYKTYPHbIX NoapasaeneHuii; Mecto XpaHeHUa NoAIMHHUKOB AOKYMEHTOB,
NOCTYNUBLLMX OT 3apybHerkHbIX KOPPECNOHAEHTOB 1 NOPAAOK UX XPaHEHUA; NOPAAOK NPOXOMXKAEHUSA
OOKYMEHTOB, OTNPABASEMbIX B 34pEC MHOCTPAHHbIX OpPraHM3aLmMii U rparkaaH, Mecto permcTpauum u
0CO6EHHOCTM perucTpaumnmn Takux 4OKYMEHTOB, KOJIMYECTBO 3K3eMNAAPOB AOKYMEHTA, A3bIK AOKYMEHTa,
0C06eHHOCTN 0DOPMNEHUA LOKYMEHTOB.

3.4.11. YueTt 1 aHanu3 o6vemoB g0KyMeHToO60opoTa

B MHCTPYKUMK NO AeN0NPOnN3BOACTBY PEKOMEHAYETCA NPEAYCMOTPETb MOIOXKEHMA O NPOBEAEHUN
paboTbl MO y4eTy M aHaNMU3y AOKYMeHTO060poTa B peaepanbHOM OpraHe UCMOAHUTENBHOM BNACTY.

Yyet 06bemM0oB AOKYMeHTO060pOTa BEAETCA B LLe/IAX COBEPLUIEHCTBOBaHNA OpraHn3aumm paboTsl C
[OKYMEHTaMM 1 pacyeTta ONTUMasIbHOMN YNCNIEHHOCTU PabOTHUKOB, 3aHATbIX B [€/10NPON3BOACTBE.

AHanu3 061eEMOB AOKYMEHTO060POTA, CTPYKTYPbl JOKYMEHTOMOTOKOB U COAEPKAHUA LOKYMEHTOB,
noctynatowmx 8 degepanbHbllii OpraH UCNONHUTE/IbHOM BAACTU U CO34aBaeMbIX UM, BEAETCA B LLeNAX
paunoHaNbHOro pacnpeaeneHna JOKYMEHTONOTOKOB, NOBbILWEHNA UCMONHUTENBCKON ANCLMUMNINHDI,
KayecTBa 1 3G GEKTUBHOCTU NPUHMUMAEMbIX PELLEHUN.

[aHHble 0 KoAnYecTse AOKYMeHTOB 0606LatoTca, aHanmsunpytotca Cy»boi AenonponssoacTea
denepanbHOro opraHa MCNONHUTENBHOM BAACTU M NPEACTaBAAOTCA PYKOBOACTBY defepasibHOro opraHa
NCMNOSIHUTENIbHOW BNACTM B YCTAaHOBNEHHOM MOPAAKE B BUAE CNPaBOK (CBOAOK, OTYETOB)
CTAaTUCTUYECKOro 1 aHa/IMTMYECKOro Xapakrepa.

YyeT KoinyecTsa OKYMEHTOB NPOBOAUTCA NO PerncTpaunMoHHbIM AAHHbIM B MeCTax pernmcrpaumm
AOKYMEHTOB.

3a eAMHULY YYeTa KOJIMYECTBa AOKYMEHTOB MPUHMMAETCA 3K3EMMNIAP AOKYMEHTA (MOANMHHMK UK
KOMNWsA, eCN 3TO eANHCTBEHHDbIM 3K3eEMNAAP AOKYMEHTA). DK3eMNAAPbl AOKYMEHTA, NOJly4aemMble B
pe3ynbTaTe KONMMPOBaHUA U TUPAKMPOBAHMA AOKYMEHTA, B 06beme LOKYMEHTOO60POTa He
YUYUTbIBAOTCA.

YyeT KonmpyembixX U TUPAXKNPYEMbIX SOKYMEHTOB MOKET BECTUCH OTAE/IbHO MO YYETHbIM AAHHbIM
KOMMPOBA/IbHO-MHOKUTE/IbHOTO B1OPO ANs OnpeseseHuns 3arpy3kn TeEXHUYECKUX CPeACTB, pacyeTa
noTpebHOCTM B HOBOM 060pYA0BaHNN, HOPMUPOBAHWA TPYAa NEePCOHaNa KONUPOBasIbHO-
MHOXUTENbHOTo 610PO 1 oNpeaeneHNa YUCAEHHOCTU NepcoHana.

an ydyeTte ncxogAawmnx JOKymeHToB conpoBoanTesibHoOe MMCbMO U nNpuiaraemble K HEMY OOKYMEHTbI
NPUHUMAOTCA 3a OANH OOKYMEHT.



3.5. lokymeHTanbHbIN GOHA PeaepanbHOro opraHa UCNO/IHUTENbHOM B1IaCTU
3.5.1. Pa3paboTKa u BegeHMe HOMEHKNATYpPbI aen

dopmupoBaHMe gOKyMeHTanbHoro ¢poHaa deaepanbHOro opraHa UCNONHUTENIbHOM BNACcTU
ocyuwecteaseTca Cny»kb6oin AenonpomnsBoacTBa NyTeM COCTaBAEHUS HOMEHKNATYPbI Aen, popMnpoBaHUS
n obopmneHuns aen, obecneyeHns X COXPaHHOCTHM, y4eTa U nepenaym aen B apxus peaepanbHoOro
opraHa UcnoaHuTenbHom Bnactm [15].

HomeHKknaTypa aen ucnonbsyetca Ana rpynnmpoBKU UCNOAHEHHbIX AOKYMEHTOB B AeNa,
cMcTemaTtusaumMu U yyeTa gen, onpeaesieHUs CPOKOB NX XPaHEHUA 1 NOUCKA AOKYMEHTOB.
HomeHKnaTypa aen ABNAeTCA OCHOBOW [1/1A COCTaB/IeHMA ONUCeld Aen NOCTOSHHOMO U BPEMEHHOTO
(cBbiwe 10 neT) xpaHeHus, a TaKkXe A4 ydeTa Aen spemeHHoro (40 10 neT BKAUNTENIbHO) XpaHeHus.

HomeHKnaTypa gen ABnseTcs 0CHOBOM GOPMUPOBAHMA AOKYMEHTaNbHOMO poHaa deaepanbHoro
opraHa UCNOIHUTENIbHOM BAacTU. JOKyMeHTanbHbI GpoHA peaepanbHOro opraHa MCNOHUTENbHOM
BJ1aCTN COCTABAAIOT AOKYMEHTbI, CO3AaHHble B peaepasibHOM OpraHe v NnoyyeHHble UM B pesyabTarte
B3aMMOENCTBMA C APYTMMIN OpraHaMmu ynpasieHUs, OpraHn3aumamMmm 1 rpaxaaHamu.

B MIHCTpYKUMK MO AeN0Npon3BoACTBY delepanbHOro opraHa UCNoNHUTENbHOW BAACTM onpeaenseTcs
NopsAoK pa3paboTKu, cocTaBieHnn, opOPMAEHNA, COFNACOBAHMUA U YTBEPKAEHMA HOMEHKNATYpPbI 4e, a
TaKXe NopsAAoK BeAeHMA HOMEHKNATYPbl A€/ B TeYeHe Ae10MNPon3BOACTBEHHOrO (KafieHaapHoro)
roga.

B MHCTpYKUMK No AeNonpon3BoACTBY B peaepasbHOM OpraHe UCNOJIHUTEIbHOM BAacTu
LenecoobpasHo NpesycMoTpeTb, YTo:

HOMEHKNaTypa AeN COCTaB/AETCA Ha OCHOBE U3ydYeHUA NON0XKeHUA o deaepanbHOM opraHe
NCNOJIHUTENbHOW BNACTU, pernameHTa desepasibHOro opraHa UCNOIHUTENIbHOM BAACTU, NOJIOXKEHUI O
CTPYKTYPHbIX NOAPa3AeNeHNaX U APYrux AOKYMEHTOB, perfiaMeHTUPYIOWUX AeATeNbHOCTb
depnepanbHOro opraHa UCNONHUTENIbHOW BIaCTU U NOPALOK €€ AOKYMEHTUPOBAHUSA, a TaKKe
HOMEHKANATYp AeN 3a NpeALlecTBYoLWMe rofbl U LOKYMEHTOB, 06pa3syloLMXCs B AeATENbHOCTH
denepanbHOro opraHa UCNOIHUTEIbHOM BNACTY;

B deaepasbHOM OpraHe UCNOJHUTE/IbHOM BAACTU COCTABAAKOTCA HOMEHKNATYPbI AN CTPYKTYPHbIX
nogpasaeneHuii (npunoxenune Ne 18) n HomeHkNaTypa aen desepansHoro opraHa UCNOMHUTENbHOM
BJ1ACTW, AW CBOAHAA HOMEHKNaTypa Aen (npunoxkeHune Ne 19);

HOMEHKANATypa AeN1 CTPYKTYPHOro noapasgeneHna CoCtaBiAaeTcAa pa6OTHMKOM, OTBETCTBEHHbLIM 3a
BeaeHune genonpon3soactea CTPYKTYPHOro noapasgeneHna, CornacoBbiBaeTcAa C apxXxmnBom
d)ep,epaanoro OpraHa NCNONHUTENbHOM BN1aCTu, Cny>+<6017| agenonpomn3ssoactea, noanncbiBaeTcA
pyrkosoauTenem nogpasgenieHnAa n npeacraBnaeTca B Cny>K6y Aenonpon3soacTtsea,

BHOBb CO34,aHHOE NoApa3ae/ieHNe B MECAYHbIV CPOK pa3pabaTtbiBaeT HOMEHKAATYPY Aen
noapasgeneHunn u npeacrasnset ee B Cnyxby genonpomssoactsa deaepanbHOro opraHa
NCMNONHWUTENbHOW BNACTK;

HOMEHKNATypa Aen dpesepasbHOro opraHa UCNoJIHUTENbHOM BAacTu coctasaseTca Cay»K6oi
AeN0onpon3BoACTBa U3 HOMEHKNATYP AN CTPYKTYPHbIX NOAPa3aeNeHnit;
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MeToOANYEeCKY0 MOMOLLb NPU COCTaB/IEHNN HOMEHKNATYPb! Aen d)ep,epaanoro OpraHa NCNOJIHUTENbHOM
B/1aCTU OKa3bIBaAKOT apXunB d)ep,epaanoro OopraHa NCNONHUTENbHOW BAACTU U LI,eHTpaanaﬂ 9KCNepTHaA
KOMUCCHA ¢e,u,epaanoro OpraHa NCNONHUTENbHOM BNacTu,

OAMH pa3 B 5 neT HoMeHKNaTypa Aen deaepasbHOro opraHa UCMONHUTEIbHOW BAACTM COMIacoBblBaeTcA
C 3KCNEPTHO-NPOBEPOYHOW KoMuUccHelnt denepanbHOro rocyapCTBEHHOMO apXmBa, B KOTOPbIN
nepeaalTca Ha NOCTOAHHOE XpaHeHWe obpasylolmecs B NpoLecce AeATeNbHOCTU dpeaepanbHOro
opraHa MUCMNOJIHUTENIbHOM BIACTN AOKYMeHTbl ApxueHoro ¢poHaa Poccuiickoli degepaumy;

HOMeHKNaTypa Aen ¢peaepasnbHOro opraHa UCNONHUTEIbHOW BAACTU, NoANMCaHHAA PyKoBOAMTENEM
Cny»K6bl 4,eNonpon3BOACTBA, YTBEPKAAETCA PYKOBOAMTENEM delepasibHOro OpraHa UCMONHUTEIbHOW
B/J1aCTUW NMOC/IE €€ COMacoBaHMA C LieHTPabHOM 3KCNepTHOM Komuccren dpesepanbHOro opraHa
NCMOMIHUTENbHOW BNACTM He No3AHee KOHLA TEKYLLLEero roaa v BBoAUTCA B AelicTene ¢ 1 aHBapA
cneayloLLero roaa;

B C/ly4ae M3MeHeHUn GpYHKLUMIA U CTPYKTYPbl dpeaepasnbHOro opraHa MCNoIHUTENbHOM BAacTU
HOMEHKNATypa AeN NoANeKUT nepepaboTKe M COrNacoBaHMIO C IKCNEPTHO-NPOBEPOYHON KOMUCCUEN
dbenepanbHOro rocy4apCcTBeHHOro apxmBa;

HOMEHKNATYpPa AeN FOTOBUTCA HE MeHee YeM B YeTbIpex aKk3emnaapax: 1-i aKk3emnaap Kak AOKYMEHT
NOCTOAHHOrO CPOKa XpaHeHua nomewlaetca B geno Cny»bbl AenonpomnssoacTsa, 2-i UCNONb3yeTca B
Cnyx6e oenonpounsBoAcTBa Kak pabounii aksemnaap, 3-i — npumeHaeTcA B apxmse dpeaepasbHOro
opraHa UCnoJIHUTeNbHOM BacTh, 4-i1 — B peaepasibHOM rocyaapCcTBEHHOM apXMBe, C KOTOPbIM
cornacoBbiBanacb HOMeHKNaTypa Aen. Pabounii ak3emnnsap HOMeHKNAaTYpPbl A&/l MOXET BECTUCH B
Cny»xbe genonponssoacTsa ¢penepasibHOro opraHa UCNOJIHUTENbHOM BIAaCTU B 9/1EKTPOHHOM BUAE.

B MHCTpYKUMK Mo AeN0onpon3BOACTBY desepanbHOro opraHa UCNoNHUTENbHOM BAacTU
npeaycmaTpuBaeTca: NopALO0K COCTaBAEHUA HOMEHKAATYPbl e/, B YaCTHOCTU, NOPSALOK PAacnoNoXKeHUs
pasfAenoB B CBOAHOW HOMEHKNATYpe Aen, NpaBuaa MHAEKCcaUUK e, COCTaBNeHME 3aro/I0BKOB Aen U
nocnenoBaTe/IbHOCTU UX Pacno/IoXKeHUA B pasaenax HOMeHKAaTypbl Ae, NOPAAOK YCTaHOBAEHUsA
CPOKOB XpaHeHWsA AOKYMEHTOB U Ae/l, NOPALOK KOPPEKTUPOBKM HOMEHKNATYPbI AeN B TeYeHue
AeN0Npon3BoACTBEHHONO roaa (YyToO4HEHME 3aro/I0BKOB Ae/, BHECEHWE 3ar0/1I0BKOB AeN, He
npeAyCMOTPEHHbIX MPU COCTaBNEHUN HOMEHKATYPbl A&/, BHECEHME CBEAEHUI O KONNYECTBE U KpalHUX
JaTax eAMHUL, XpaHeHus (TOMOB, YacTell Aena), BHeceHWe OTMETOK B rpady «MpumeyaHme» u ap.),
COCTaB/IEHME UTOTOBOW 3aMMNCK O KOIMYECTBE M KaTeropusax aen, chopMmUpoBaHHbIX B
AenonpounssoacTtee ¢peaepasnbHOro opraHa MCNOJHUTENIbHOM BAACcTU B Te4eHMe roaa.

B naHHOM pa3gene MHCTpyKLMM NO AeN0onpon3BOACTBY COAEPHKUTCA MHOOPMALMA O TOM, Kakne
nepeyYHn AOKYMEHTOB CO CPOKaMM XPaHeHUs (nepevyeHb TUMNOBbIX YNPaBAEHYECKMX AOKYMEHTOB,
BE4,OMCTBEHHbI NepeyeHb) NpuMeHsatoTca B deaepasbHOM OpraHe UCMOIHUTENbHOM BNACTU ANs
onpeaeneHna CPOKOB XpaHEHNA AOKYMeHTOB. PeaepanbHble OpraHbl UCMOAHUTENbHOM BAACTU COMNacHo
noAanyHkTa 6 nyHkTa 26 MNpasua AenonponsBoacTBa B pesepasibHbiX OpraHax UCNOSHUTENBHOW BAACTH,
YTBEPXKAEHHbIX NOoCcTaHOBAeHUeM MpasuTenbctea Poccuiickoit Peagepaumm ot 15 ntoHs 2009 r.

Ne 477 [16] pa3pabaTbiBatoT 1 YTBEPKAAIOT MO COMIAcoBaHuIo ¢ denepasibHbIM OPraHoOM
NCNONHUTENbHOM BNacTM B 061acTW apXMBHOTO Aena nepeyeHb JOKYMEHTOB, 06pasytoLLmnxcs B
AeAaTenbHoOCTU dpefepanbHOro OpraHa UCNOHUTENbHOM BAACTU U NOABEAOMCTBEHHbIX eMy
opraHuMsauuii.

MopAAoK 3anonHeHus rpad HOMeHKNATYpbl Aen NnpuBeaeH B npuaoxkeHun Ne 20.
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3.5.2. dopmupoBaHUue Aen U UX Tekylllee XxpaHeHue

[Jena dopmuMpytoTCs B COOTBETCTBUM C HOMEHKNATYPOW Aie, a TaK¥Ke C cobatogeHnem
NPMHLMMNOB CMCTEMATM3ALMMU AOKYMEHTOB M UX pacnpeaeneHuns (rpynnuMpoBKKn) Ha Aena NOCTOAHHOrO,
BpemeHHoro (cebiwe 10 neT) xpaHeHus, B TOM YMC/Ie Ha Aena No IMYHOMY COCTaBy, U Ha gena
BpemeHHoro (40 10 neT BKAOUUTENbHO) XpaHeHus. [17]

PekomeHayeTcs B MHCTPYKLMM MO AeN0NPOM3BOACTBY ONPEAENUTD:

npuHUMN dopMmmnpoBaHma aen (LeHTpannsosaHHoe — B Cyxkbe genonponssoacTsa nam
AeLeHTpann3oBaHHoe — B CTPYKTYPHbIX NoAapasaeneHunsax deaepanbHOro opraHa MCNoAHUTENbHOM
BN1acTH);

MecCTO TeKylllero xpaHeHus aen (Cny»x6a aenonponssoacTsa U/Unmn CTPYKTYPHbIe nogpasaeneHus
desepanbHOro opraHa UCNOJIHUTENbHOM BacTu);

meToanYeckyto YHKUMIO apxmBa deaepanbHOro opraHa UCNONHUTEIbHOM BAACTK, a NpU
HeobX0AMMOCTN — U COOTBETCTBYIOLLEro ¢peepasbHOro apxmsa B Bonpocax GopMmMpoBaHUa aen;

CPOK nepeaaym UCnonHUTeNeM 3aKOHYEHHOro AeN10MNPoM3BOACTBOM AOKYMEHTA B A0 (CPOoK nepeaauun
OOKYMeHTa B AeN0 yCcTaHaB/IMBaeTcs ¢peaepasibHbiM OPraHOM UCNONHUTENIbHOW BNACTU, HO HE A0/IKEeH
6bITb 60n1ee 10 aHeln);

pPaboTHMKOB, ocyLWecTBAAOWMX GOpMUPOBaHME AeNl B CTPYKTYPHbIX NoApasaeneHnax ¢eaepanbHoro
opraHa UCMOIHUTE/IbHOM BAACTY;

paboTHMKOB, ONPeAenAIoLLMX MECTO XpaHeHNA AOKYMEHTa (MHAEKC Aena, B KOTOPOe B COOTBETCTBUM C
HOMEHKNATYPOI AN A0/KeH 6biTb NOALIMNT UCNONHEHHDbIN LOKYMEHT (KOMMNEKT LOKYMEHTOB);

YCNI0BWA XPaHEHUA AeN B CTPYKTYPHbIX NoapasgeneHnsax ¢efepanbHoro opraHa UCNoHUTENbHOM

BAACTH;
nopagoK ydyeTa gen;

NopAZOK BblAauM Aen BO BpeMeHHOe NoJib30BaHue;
NOPAAOK U3bATUA AOKYMEHTOB U3 AeNa;

noapasaenenun (Cnyxba AenonponsBoacTsa, apxms peaepasnbHOro opraHa UCNOHUTENbHOM BAacTH),
OCYLLECTB/IAIIOLLME KOHTPO/Ib 3@ MPABUIbHbIM GOPMUPOBAHMEM AEN B CTPYKTYPHbIX NOAPa3LENEHUAX
denepanbHOro opraHa UCNOAHUTENLHOM BAACTM, MPOBEPKM HAIMUMA U COCTOAHUA AeN.

Mpasuaa GopmnpoBaHUA AeN B CTPYKTYPHbIX NogpasaeneHusax emepanbHOro opraHa
NCMONHUTENbHOW BNACTK, YYeTa AeNl U OPraHn3aLLmMm UX XpaHeHUs NpUBeAeHbI B NpuaoxkeHun Ne 21,

3.5.3. MoaroToBKa AOKYMEHTOB U AieN1 K Nnepeaye Ha apXuBHOeE XpaHeHue
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B MHCTPYKUMKM NO AeN0NPOU3BOACTBY PAaCKPbIBAETCA KOMMEKC paboT, BbINOAHAEMbIX B
dbeaepanbHOM opraHe UCNONHUTENIbHOM BIACTU B LLEAX NOATOTOBKM e K Nepejaye Ha XpaHeHue B
apxus ¢peaepasbHOro opraHa UCNOSIHUTENbHOM BAACTU U HA YHUUTOXKEHME.

MoAroToBKa AOKYMEHTOB U Ae K nepeaaye Ha apXMBHOE XpaHeHMe U Ha YHUUTOXKEeHUeE
npeaycmaTpuBaerT:

9KCNEepTM3Y LLEHHOCTU AOKYMEHTOB;

odopmneHue gen;

COCTaB/IeHUe onucel Aen no pesyabTaTaM 3KCNepPTU3bl UX LLIEHHOCTY;

COCTaB/ieHMe aKTOB Ha YHNYTOXeHNe JOKYMEHTOB U AeNl C UCTEKWWNMU CPOKaMUN XPaHEHUA.
PekomeHpyeTtca B UHCTPYKLUMIO NO A4eN0ONPOU3BOACTBY BKAKOUYNUTL Cieaytowme NONOXKEHUA:

ANA OPraHMn3aLLmMm 1 NPOBEAEHNA SKCNEPTM3bI LLEHHOCTU AOKYMEHTOB B peaepanbHOM opraHe
NCMNONHUTENBHOW BNACTU CO343ETCA NOCTOAHHO AEMCTBYIOLLAA LLEeHTPaIbHAA 3KCNepTHan KOMMUCCUA U,
NPy HEOBXOAMMOCTH, SKCMEPTHbIE KOMUCCUM B CTPYKTYPHbIX NMOApa3aeieHnax, 4eACTByowme Ha
OCHOBaHWW NOJIOXKEHWUI, YTBEPKAAEMBIX, COOTBETCTBEHHO, pyKoBOAUTENEM degepanbHOro opraHa
NCMONHUTENbHOW BNACTM AN PYKOBOAUTENEM CTPYKTYPHOrO NoApa3ae/ieHns;

3KCnepTu3a LLeHHOCTU AOKYMEHTOB NOCTOAHHOMO M BPEMEHHOTO XPaHEHWNA OCYLLLECTBAAETCA eXeroiHo B
CTPYKTYPHbIX NoApasaeneHunsax ¢eaepanbHOro opraHa UCNosIHUTENbHOM BlacTU paboTHUKaMM,
OTBETCTBEHHbIMW 33 BeJeHne AeN0npoM3BOACTBA, COBMECTHO C LLeHTPaibHOM 3KCNepTHOM Komuccuei
(3kcnepTHOM KoMKUCcHen) Noa MeToAUYECKUM PYKOBOACTBOM apXu1Ba;

npu NpoBeAeHMM 3KCNePTU3bl LEHHOCTU LOKYMEHTOB OCYLLLECTBAAETCA OTOOP AN NOCTOAHHOIO U
BpemeHHoro (cebiwe 10 neT) xpaHeHUa ana nepesayum B apxus peaepasibHOro opraHa UCMONHUTENIbHOM
BAacTh; oTbop Aen c BpemMeHHbIMU cpoKamu xpaHeHus (go 10 neTt) u c nomeTKol « 1o MMHOBAHMSA
HaA0BHOCTMY», NoA/IexallmMX Aa/ibHENLEMY XPAaHEHMIO B CTPYKTYPHbIX NOApPa3aeneHuaAX, a TakKe
BblAE/IEHME K YHUUTOKEHUIO AN 33 NPeAblayLme rofbl, COOKM XpaHEeHUA KOTOPbIX UCTEKAN;

0oT60p AOKYMEHTOB A/1A NOCTOAHHOIO XpaHeHMsA NPOBOANTCA Ha OCHOBaHMM 3aKOHOAATE/bHbIX U UHbIX
HOPMaTMBHbIX NPaBOBbIX aKTOB Poccuiickoit Peaepaumm, nepeyHelt SOKYMEHTOB C YKa3aHWEM CPOKOB
MX XPaHEHUA U HOMEHKAaTypbl Aen deaepanbHOro opraHa UCMOAHUTENBHOM BNACTH;

Nno pe3yabTaTam 3KCNepTU3bl LLeHHOCTU AOKYMEHTOB COCTaBAAIOTCA ONMUCK el MOCTOAHHOTO,
BpemeHHoro (cBbiwe 10 neT) xpaHeHUa 1 4en No IMYHOMY cocTaBy (npunoskeHue Ne 22), a TakXkKe aKTbl 0
BblAENIEHUN AeN K YHUUTOXKEHUIO (NopAaoK cocTaBaeHMA onuceit Aen npuseaeH B npunoskeHum Ne 23);

Nno 3aBepweHnn genonpon3BoacrseHHoOro roga U no pe3yabratam aKCNepPTU3bl LEHHOCTU AOKYMEHTOB
Aena cbe,u,epaanoro OopraHa MCNONHUTENbHOM BNaCTU noanexart Od)OpMI'IEHVII'O B COOTBETCTBUU C
npasniamm O¢Ole'IEHWFI Aen n noAarotoBku gen K nepenadye Ha apxXxmBHOE XpaHeHUe (npmnomeHme
Ne 24);

odpopmaeHne gen nposoautca paboTHMKamm Cny:k6bl 4enonpoms3BoacTBa U paboTHMKamu,
OTBETCTBEHHbIMM 33 [,e/I0NPOU3BOACTBO B CTPYKTYPHbIX NOAPA3AeNeHNaX pelepanbHOro opraHa
MCMNONIHUTENbHOW BNACTU, NPU METOAMYECKOM NMOMOLLM M MO KOHTPOIEM apxMBa dpeaepasbHOro opraHa
UCMOIHUTE/IbHOW BNACTH;



nonHomy oGopMAEHUIO NOAAEKAT AeNa NOCTOAHHOIO U BpeMeHHOoro (cebiwwe 10 neT) XpaHeHus, B TOM
yncae gena no IMYHOMY COCTaBy, Aena BpemeHHoro (Ao 10 neT) noanexar 4acTMyHoMy 0pOPMAEHUIO;

nosHoe odopmMmaeHune aena npeaycmatTpmsaeT: odopmMmaeHMe PEKBU3UTOB 0BN0KKKN Aena no
ycTaHoB/IeHHOM dopme (npunoskeHune Ne 25); HymepaLmio INCTOB B Ae/ie U COCTaBNeHne IncTa-
3aBeputens gena (npunoxerHue Ne 26); coctaBneHne B HEOHBXOANUMBIX Cy4asAX, BHYTPEHHEN onumcK
OOKYMeHTOB aena (npunoxkeHune Ne 27); noAWwMBKY U NepenneT Aena; BHeceHMe HeobXxoaMMblx
YTOYHEHWUI B PeKBU3UTbI 0BNIOXKKM gena.

3.5.4. YHMNUYTOXEHHue AOKYMEHTOB U Aen C UCTEKLWUUMU CPOKaMU XPpaHEeHUA

B faHHOM pasgene MHCTpyKumMm No 4enonpon3BOACTBY PEKOMEHAYETCA PacKpbITb NOPALOK 0T6opa
AOKYMEHTOB C UCTEKLIMMM CPOKAMM XPAaHEHUSA K YHUUTOXKEHMIO, MOPALOK COCTAaBNEHMSA aKTOB O
BblAE/IEHUN AOKYMEHTOB K YHUUTOMKEHUIO, UX COrNAcoBaHUA 1 yTeepKaeHus. Npun atom ocoboe
BHMMaHMeE LLenecoobpasHo yaenuTb caeayowmm NONOKEHUAM:

pe3ynbTaTbl 0T60pPa LOKYMEHTOB K YHUUTOMKEHMIO, CPOKM XPaHEHMA KOTOPbIX UCTEKM, 33
COOTBETCTBYIOLWMI NepMos, BpeMeHN 0GOPMAAIOTCA aKTOM O BblAENEHWUM SOKYMEHTOB K YHUUTOXKEH MO
(npunokeHune Ne 28);

OENa BK/I0YAloTCA B aKT, €C/IM YCTAaHOB/IEHHbIN A1 HUX CPOK XpaHeHua UCTeK K 1 AHBaps roaa, B
KOTOPOM COCTaB/IEH aKT (Hanpumep, 3akoHYeHHble B 2004 roay gena ¢ 3-1eTHUM CPOKOM XpaHeHMUs
MOTYT ObITb BK/IKOUYEHbI B aKT, COCTaB/EHHbIN He paHee 1 sHBaps 2008 r.);

aKT O BblAENIEHNN K YHUUTOXEHUIO JIOKYMEHTOB, HE NOoA/IesKallyX XPaHEHMIO, Kak NpPasuo,
cocTaBaAeTcs Ha Aena Bcero ¢peaepasbHOro opraHa UCNOAHUTENbHOM BNACTKM (NPY 3TOM AeNa Kaxaoro
CTPYKTYPHOrO noapasaeneHna CoOCTaBAAT CaMOCTOATE/NbHYIO FPYNMY 3aro/I0BKOB, a 3ar0/10BKK
O4HOPOAHbIX A/, 0OTO6PAHHbIX K YHUUTOMEHWNIO, MOTYT BbITb BHECEHbI B aKT No4, 06LLMM 3aro/I0BKOM C
YKa3aHMeM KOIMYecTBa Aefl, OTHECEHHbIX K AaHHOM rpynne);

0T60P AOKYMEHTOB K YHUUYTOMKEHMIO M COCTAB/IEHUE aKTa O BblAENEHUN AOKYMEHTOB K YHUUTOMXKEHMIO
npou3BoAUTCA NOC/e COCTaB/IeHMA CBOAHbIX ONMCEN Aen NOCTOAHHOIO XpaHEeHMA 3a 3TOT e Nepuoa,
(onucK 1 aKkTbl paccMaTpPUBAOTCA Ha 3aceaHNK LLEeHTPaIbHOM SKCNepPTHON KOMUCCUEN (SKcnepTHOM

Komuccuein) deaepanbHOro opraHa UCNONHUTENIbHOM BAACTU OAHOBPEMEHHO);

COr/NlacoBaHHble LEHTPaIbHOM 3KCNEePTHOM KoMmccueit (3KCnepTHOW Komnccuein) peaepanbHOro opraHa
NCNONHUTENBHOW BNACTU aKTbl YTBEPKAAIOTCA pyKoBOoaUTEleM peaepasibHOro opraHa UCnoiHUTEIbHOM
B/1aCTU TOJIbKO MOC/IE YTBEPKAEHUA IKCNEPTHO-NPOBEPOYHON KOMUCCMEN COOTBETCTBYIOLLETO
denepanbHOro apxmea onucelt Aen NOCTOAHHOIO XpaHeHUs;

nocse yTBepXAeHUA pykosogutenem penepasbHOro opraHa UCNOHUTE/IbHOM BNACTU aKTOB O
BblAE/IEHUN AOKYMEHTOB K YHUUTOKEHUIO AeNa nepeaatotca Ha nepepaboTky (yTMansaumio) no npuémo-
CAATOYHOM HaK/MaAHOW, B KOTOPO YKa3bIBAOTCA AaTa nepeaayu, KoanyecTBo CAaBaeMbIX 4eN U BEC
H6YMarKHOM MaKynaTypbl (MOCAE YHUUTOXKEHUA AeN B HOMEHKNAType Aen ¢pelepanbHOro opraHa
NCMNONHUTENBHOW BNACTM NPOCTABAAETCA OTMETKA «YHMUTOXKEeHO. CM. aKT oT... N2...» € yKazaHnem
AONKHOCTM, damuanm, NOANUCKU AN, OTBETCTBEHHOrO 3a Nepeaady Aen Ha YHUUTOXKeHWe, 1 AaTbl.

3.5.5. Nepepaya aen Ha apxMBHOE XpaHeHue



B MHCTpYKUMK NO AeN0NpPOoun3BOACTBY OnpeaenseTca Nopagok nepenaum aen B apxus ¢peaepanbHoro
opraHa UCMONHUTENbHOM BAACTW, NpeayCMaTPMBaloOWMIA CreaytoLme yCIoBUA:

B apxmB deaepasbHOro opraHa UCNONHUTEIbHOW BNACTU NepesatoTcs 4ena NOCTOSHHOMO, BPEMEHHOro
(cBblwe 10 neT) xpaHeHWA 1 Aen No IMYHOMY COCTaBYy;

nepeaava AOKYMEHTOB B apxue dpeaepasibHOro opraHa UCMoHUTENbHOM BAACTU NPOU3BOAMTCA MO
YTBEPXKAEHHbIM ONUCAM Aen;

Aena NnoCToAHHOIo U BpeMeHHOro (CBbILLle 10 J'IeT) XpaHeHUA nepenaroTca B apXmB d)e,u,epaanoro
OpraHa NCNOSIHUTENbHOW BNACTU He paHee 4em 4yepe3 rog n He no3gHee yem 4yepes 3 roga nocne roga, B
KOTOPOM AOKYMEHTbI 6b1n nomeuleHbl B 4710 Ha XpaHEHUE,

[ena BpeMeHHoro xpaHeHus (ao 10 neT) nepegaye B apxus peaepanbHOro opraHa UCMONHUTEIbHOM
BNACTW, Kak NPaBUIO, He noaaexaT (OHWM XPaHATCA B CTPYKTYPHbIX NoApasaeneHusax U no uctedeHnm
CPOKOB XpaHEHWA NOANENKaT YHUUTOXKEHWNIO B YCTaHOBAEHHOM MopsAaKe);

nepegaya gen B apxms ¢peaepanbHOro opraHa UCMONHUTENbHOM BAACTU OCYLLECTBAAETCA MO rpaduKy,
COCTaB/IEHHOMY apPXMBOM WM COTNIACOBAHHOMY C PYKOBOAUTENAMM CTPYKTYPHbBIX NoApasaeeHnii u
Cny»b60l1 1e1onpon3BoACTBa;

npuem aen Npom3BoanTca PpaboTHUKOM apxmea dpeaepanbHOro opraHa UCMONHUTENbHOM BNacTK B
NpPUCYTCTBUM PaboTHMKA CTPYKTYPHOrO NoApasaeneHns ¢ NpocTaBieHNeM B ABYX IK3eMNAApax onucu
AeN OTMETOK O Ha/IMUYMKN KaXKaoro Aena (B KOHLE KaXKA0ro 3K3eMnaspa OnmcK YKasbiBaeTcA KOIMYEeCTBo
baKTUYECKM NPUHATLIX Aen, AaTa Npuema-nepenadn aen, a Takxe nognucu paboTHMKa apxusa
denepanbHOro opraHa MCNOAHUTENLHOM BAACTU M KL, NepeaasLlero Aena);

Aena v onucu Ha CaaBaemble AOKYMEHTbI AOCTaBAAIOTCA B aPXMB COTPYAHMKAMM CTPYKTYPHbIX
noapasaesneHuii C ConpoBoANTE/IbHBIM MUCbMOM, B KOTOPOM YKa3blBAaeTCA KONMYECTBO 4N U ONUCei,
nepefaBaemMblX B apXMB (OTBETCTBEHHOCTb 3@ COXPaHHOCTb AOKYMEHTOB NPU TPAHCMOPTUMPOBKE U caady
WX B apXMB HECET CTPYKTYpHOE NoapasaeneHne, nepegatoliee 4OKYMEHTbI).

B MHCTpYKLMK NO 4e10NPOM3BOACTBY LLes1eco0bpasHO OTMETUTb, YTO NPU INKBUAALUK UK
peopraHn3aLmmn CTPYKTYPHOro nogpasaeneHus ¢egepanbHOro opraHa UCNOAHUTENbHOM BNACTU, ML,
OTBETCTBEHHOE 3a BeAeHUe AeN0oNpoM3BOACTBA A4AHHOMO CTPYKTYPHOro noapasgeneHus, B nepuos
nposeseHUsa TMKBUAALMOHHbIX MEPOMPUATUIA GOPMUPYET BCE MMEIOLLMECA LOKYMEHTLI B AeNa,
odpopmnser gena v nepesaer Ux B apxue ¢peLepanbHOro opraHa UCNONHUTENbHOW BAACTM, HE3AaBUCUMO
OT CPOKOB XpaHeHus. MNepeaaya gen ocyLecTBAAETCA No ONUCAM AeNl U HOMEHKAAType aen.

3.6. OcobeHHOCTM paboTbl C IN1EKTPOHHbIMU JO0KYMEHTaMMU

B MIHCTPYKLUMM NO AeN0NpoM3BOACTBY YCTaHAaBAMBARTCA NOPAAOK CO34aHUA, NoyYeHusa, 06paboTku,
XPaHEHUS U UCMONb30BAHNA 3/IEKTPOHHbIX IOKYMEHTOB B YC/IOBUAX MPUMEHEHUA BEAOMCTBEHHOW
CUCTEMbI 3/1IEKTPOHHOTO AIOKYMEHTO060POTa, a TaKXKe NOPAAOK OTMNPABKM, MONYYEHUA U pernctTpaumm
3/IEKTPOHHbIX COOBLLEHNA.

Mpu 3TOM, LelecoobpasHo NpesyCcMOTPETL CAeAyIoLMe NOOKEHUS.



Mprem 3NeKTPOHHbIX AOKYMEHTOB M3 APYrMX OpraHoB BAAacTM M OpraHn3aumii U oTnpaBKa
3/1EKTPOHHbIX AOKYMEHTOB ocyLecTeasAtoTca Cnykboi genonponssoactea pesepasbHOro opraHa
MCMONHUTENbHOW BNACTHU.

INEeKTPOHHbIe AOKYMEHTbI co34atoTcs, 06pabaTbiBatOTCA U XPAHATCSA B CUCTEME I/IEKTPOHHOIO
AOKymeHToobopoTa denepanbHOro opraHa UCMOIHUTENbHOM BAAcTU. JOKYMEHTbI, CO34aBaeMble B
denepanbHOM opraHe UCNONHUTENbHOM BAACTM M NocTynatowme B degepanbHblii opraH
NCMNONHWUTENbHOW BNACTM Ha BYMaXKHOM HOCKTE/Ie, BKNHOYAOTCA B CUCTEMY 3/1EKTPOHHOIO
AOKYMeHTO060pOoTa Noc/ie CKAHMPOBAHUA U CO34aHMA 3NEKTPOHHbIX 06Pa30B LOKYMEHTOB. BKiloueHne
3/1eKTPOHHOro 06pasa AOKYMEHTA B CUCTEMY 3/IEKTPOHHOMO AOKYMEHTO060pOTa BO3MOXKHO MOC/e ero
BepudMKaunm (CpaBHEHMUM 31EKTPOHHOro 06pasa AOKYMEHTA C NOAIMHHUKOM AOKYMEHTA).
MoaTteeprKAeHWe COOTBETCTBUSA 3/1IEKTPOHHOIO 06pasa NOAMHHUKY SOKYMEHTa OCyLLLEeCTBAAETCA C
NMOMOLLbIO 3NEKTPOHHOM Nognucy paboTHMKa Cny»Kbbl 4eN0NpoM3BOACTBA, BbIMOAHAOWErO AaHHYIO

npoueaypy.

DNeKTPOHHble Co0bLIeHNA, NOCTYNatoLWMe Mo CUCTEME MEXKBEAOMCTBEHHOIO 3/1IEKTPOHHOMO
[OKYMeHTO060pOoTa, NPOXOAAT PErMCTPALMIO B CUCTEME 3NIEKTPOHHOIO JOKYMEHTO060opoTa
dbenepanbHOro opraHa MCNONHUTENbHOM BnacTu [18], B nopaakKe, yctaHoBAEHHOM MHCTPYKLUMen no
AenonpounssoacTtey. CUCTEMa 31EKTPOHHOIo A0KyMeHToo60poTa peaepasibHOro opraHa
NCMNONHUTENBHOW BNACTM A0XHA NpeaycMaTpuBaTh perncTpaumio (y4eT) v BKAoYeHUe B cuctemy
3N1EKTPOHHbIX COOBLLEHMI, OTNPABAAEMbIX 1 NOCTYNAOLMX MO CUCTEME MEXKBEAOMCTBEHHOIO
3N1EKTPOHHOrO AOKYyMeHToo60opOoTa.

lMpu 3arpysKe 3/1eKTPOHHOIO COObLLIEHUNA B CUCTEMY 3/IEKTPOHHOrO AOKYMeHToobopoTa
denepanbHOro opraHa UCNONHUTENBHOMN BNACTU PEKBU3UTLI, COAEPIKaLLMeca B COOTBETCTBYIOWEM XML-
daiine 31eKTPOHHOro CoobLLEHMA, MOTYT UCMO/1b30BaThCA AR 3aM0/IHEHUA NOAEN PerncTPaLMoHHO-
KOHTPOJIbHOM KapTOUYKM NOCTYMMUBLUErO JOKYMEHTa B 3/IeKTPOHHOM popme.

CocTasneHue, opopmaeHMe 1 COrnacoBaHNE MPOEKTOB INEKTPOHHbIX AOKYMEHTOB OCYLLEeCTBAAETCA
no o6wum npasunaam Ae0NPOn3BOACTBA, YCTAHOBAEHHbIM B OTHOLIEHMM aHANOMMYHbIX 4OKYMEHTOB Ha
H6yMaXKHOM HoCUTeNe. DNEKTPOHHbIN LOKYMEHT L0/IKEH UMETb PEKBU3UTLI, YCTAaHOB/EHHbIE /1A
aHaNIOTMYHOro AOKYMEHTa Ha ByMarKHOM HOCUTe e, 33 UCKAOYEHMEeM OTTUCKA NevaTy.

[na noateepXAeHUA NOAANHHOCTY 3NEKTPOHHBIX 4OKYMEHTOB B dpefepanbHOM opraHe
NCNONHUTENBbHOM BNACTM UCMO/b3YHOTCA 3/1EKTPOHHbIE LMdpPOoBbIE MOANUCH.

Mcnonb3yemble cpeacTBa 31€KTPOHHOM LMdPOBOM NOANNCH O0NKHbI BbITb CEpTUGULMPOBAHDI B
YyCTaHOB/IEHHOM NopAgKe.

Mpu NoAyYeHUM 3NEKTPOHHDBIX JOKYMEHTOB OT APYr1X OPraHoB BAACTU WM OopraHusauuii Cny»xba
AenonpounssoacTsa dpenepasbHOro opraHa UCNOJIHUTENIbHOM BNACTU OCYLLECTBSET NPOBEPKY
NoA/IMHHOCTU 3/1EKTPOHHOM LMdpPOoBOIM NoAnUCH.

Mpn paccMoOTpeHMN 1 COrTIaCOBAHMMN SNEKTPOHHbIX LOKYMEHTOB, a TaKXKe Npu NoAnNncaHum
BHYTPEHHUX I/IHd)OpMaLI,I/IOHHO-CFIpaBO‘-IHbIX OOKYMEHTOB (LI,OKIIa,CI,HbIX, CI'Iy>K€6HbIX 3aMnUCOK, CNpaBoK,
CBOAOK M p,p.), CO34aBaembliX B BHEKTpOHHOﬁ d)opme, B CUCTEME 3/IEKTPOHHOTO AOKyMEHTOOGOpOTa
d)ep,epaanoro OpraHa NCNOJIHUTENbHOM B1ACTH MOryT NCNONb30BaTbCA cnocobbl noaresepxaeHuAa
ILl,el‘/JICTBl/Il‘/JI C 3NEKTPOHHbIMU OOKYMEHTAMMU, NMPU KOTOPbIX 3N1EKTPOHHAA LI,VId)pOBaFI noanncb He
MCNoNb3yeTCA. Takue npasuaa moryrt 6bITb YCTaHOB/IEHbI NPU YCZIOBUK, YTO NpOrpammHblie CpeacTsa,
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ncnoab3lyemblie B JaHHOM d)e,u,epaanON\ opraHe NUCNONHUTENbHOM B/N1aCTU, NO3BONAKOT OAHO3HAYHO
VI,EI,eHTM(bVILI,MpOBaTb N0, noanncasllee NN 3aBnsnposBasLlee JOKYMEHT.

B cooTBeTCTBMM C NpuioKeHnem K MpaBunam aenonponssBoacTBa B deepanbHbIX OpraHax
NCNONIHUTENbHOM BNACTH, YTBEPKAEHHBIM NOCTaHOBAeHMeM Mpasutensctea Poccuitickoit Pepepaunm ot
15 mioHa 2010 r Ne 477, [19]dbenepanbHblie opraHbl UCMOAHUTENIbHOW BAACTM NPUMEHSIOT MNepeyeHb
00653aTeNbHbIX CBEAEHUIN O JOKYMEHTAX, MCMO/Ib3yEMbIX B LENAX y4eTa U MOUCKa JLOKYMEHTOB B
CUCTEMAX INEKTPOHHOTO AOKYyMeHTOO60pOTa desepasibHbIX OPraHOB UCMOAHUTENBHOM BAACTW. K Takum
CBeAEHUAM OTHOCATCA:

1. AgpecaHT

2. Agpecart

3. JonKHOCTb, GaMUAMA N MHUUMAAbI INLA, NOANUCABLLETO SOKYMEHT
4. Bua [OKYMeHTa

5. [laTa gOKymeHTa

6. Homep goKymeHTa

7. [lata nocTynneHnA AOKYMeHTa

8. BxogAwmn Homep fOKYMEHTa

9. CcblniKa Ha Ucxo4AaWwmMn Homep U AaTy AOKYMEHTA
10. HaumeHoBaHUe TeKcTa

11. UHpeKe pena

12. CBeneHuA o nepeagpecaumm JOKYMEHTa

13. Koan4yecTtBo NMCTOB OCHOBHOIO AOKYMEHTa

14. KonnyecTBo NpUoKeHUM

15. ObLLee KONNMYECTBO INCTOB MPUNONKEHUI

16. YKazaHmA No UCNOJIHEHUIO AOKYMEHTA

17. fonKHOCTb, daMUANA U MHULMANBI UICNOTHUTENA
18. OTmeTKa 0 KOHOUAEHUMANBHOCTH

MHCTpyKUuMen No Aenonpon3BoACTBY MOXKET BbiTb NPeayCMOTPEHO BKAKOUYEHME B CUCTEMY
3/1EKTPOHHOTO AOKYyMeHToobopoTa dpesepasbHOro opraHa UCNOJIHUTEIbHOW BAACTU AOMNONHUTENbHbIX
CBEAEHUIN 0 AOKYMEHTaxX. B coOCTaB fONONHUTENbHBIX CBEAEHU 06 3/1EKTPOHHOM AOKYMEHTE MOTYT
6bITb BK/IOYEHbI CBEAEHMA: HAMMEHOBAHME aBTOPa AOKYMEHTa (ecnun aBTop He COBNAAaeT C a4pecaHToM
(oTnpaBuTENEM) SNEKTPOHHOTO AOKYMEHTA), OTMETKA O NMEePEHOCe CPOKA UCMOJIHEHWUS AOKYMEHTa, CPOK
XpPaHeHWsA JOKYMEHTA, HAMMEHOBAHMA NMPUIOXKEHUIN K 3/IEKTPOHHOMY [OKYMEHTY, K/loueBble C/10Ba U

Ap.
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EAMHMLEN yYeTa INEeKTPOHHOTO AOKYMEHTA ABNAETCA 3/1E€KTPOHHbIN AOKYMEHT, 3aperncTpmMpoBaHHbIN
B CUCTEME 3/IEKTPOHHOIO AOKYMEHTO060poTa defepabHOro opraHa UCMOIHUTENIbHOM BAACTH.
INEKTPOHHbIV AOKYMEHT, UMEIOWMIN NPUNOKEHUS, PETUCTPUPYETCA KaK OANH LOKYMEHT.

Mocne oTnpaBKM 3NEKTPOHHOIO AOKYMEHTA, 3aBEPEHHOTO 3/IEKTPOHHOM NOANUCHIO
YNOJIHOMOYEHHOIO AOIKHOCTHOIO /IMLLA, AOCbIIKM aApecaTy ero Konmm Ha BymaxkHOM HocuTene, Kak
npasuao, He TpebyeTcs, 3a UCKNOYEHMEM OTBETOB HA 06PALLEHMA FPaXKAaH, NOCTYNMUBLLMX MO
NHGOPMALNOHHO-TENEKOMMYHUKALMOHHbBIM KaHanam, Ha KOTopble B cOOTBETCTBMM ¢ PeepasibHbIM
3aKOHOM oT 2 mad 2006 r. Ne 59-d3 «O nopagKe paccMoTpeHus obpalleHuii rpaxkaaH B Poccuiickomn
depepaunn» (CobpaHune 3akoHogaTenbcTBa Poccuiickonn Pegepaumm, 2006 r. Ne 19, cT. 2060),
3aABUTEIO JAETCA MUCbMEHHbIA OTBET, HanpaBAAEMbI/ MO NOYTOBOMY afpecy, ykasaHHOMY B
obpauieHun.

McnonHeHHble S/1EKTPOHHbIE JOKYMEHTbI CUCTEMATUIUNPYIOTCA B A€/1a B COOTBETCTBUN C
HOMEHK!’IaTypOﬁ aen d)ep,epaanoro OpraHa WUCMOJIHUTENIbHOM BNACTM. Mpwu cocTaBNeHN HOMEHKNATYpPbl
A€eN B 3aro/1I0BOK AeNa BKNKOYAETCA YKa3aHue ((3}16KTp0HHbIe AOKYMEHTbI», Hanpumep:

Mepenucka 06 aOMUHUCMPAMUBHO-X03AUCMBEHHOM 06CAYHUBAHUU. 1eKMPOHHbIe OOKYMEeHMbI

CpOKM XpaHeHMUA 3NEKTPOHHbIX AOKYMEHTOB COOTBETCTBYIOT CPOKaM XPaHEHUA JOKYMEHTOB,
YCTaAHOB/IEHHbIX 3aKOHOAATe/IbHbIMU U UHbIMU HOPMaTUBHbIMW NPaBOBbIMW aKTaMu Poccuiickoin
depepaunn, TMNOBLIMU UAN BEAOMCTBEHHbIMM NEPEUYHAMU AN aHANOTUYHbIX JOKYMEHTOB Ha
6ymasKHOM HocuTene.

MecTo XpaHeHUA 3NEKTPOHHbIX OKYMEHTOB [0 UX Nepeaaqu B apxus, BUA, HOCUTENEN, Ha KOTOPbIX
OHW XPaHATCA, a TaKKe GOPMaTbl MX NOCTOSHHOMO U A/IMTE/IbHOMO CPOKOB XPaHEeHMs ONpesenstoTcs C
yyeTom QyHKLMOHMPYIOLWMX B degepabHOM OpraHe UCMOIHUTE/IbHOM BAAcTU NPOrpaMmmHO-
TEXHUYECKMX CPEACTB M HOPMATUBHbIX U METOAMYECKUX AOKYMEHTOB CNeLmanbHO YNOJAHOMOYEHHOTO
Mpaeutenbcteom Poccuiickoin eaepaumm deaepanbHOro opraHa UCNOAHUTENBHOM BNAcTM B 061actu
apXMBHOTO gena.

3KCMepTM3a LLeHHOCTM 3/1IEKTPOHHbIX JOKYMEHTOB OCYLLECTBAAETCA B 06LLEeM NopsAaKe,
YCTaHOB/IEHHOM B OTHOLUEHWUN AOKYMEHTOB Ha BymaxHom HocuTene. lMoc/ie ncTedeHns CpokKa,
YCTaHOB/IEHHOrO AN XPaHEHWA 3NEKTPOHHbIX AN (3N1eKTPOHHbIX 4OKYMEHTOB), Ha OCHOBaHWM aKTa 0O
BbIAE/IEHUMN UX K YHUUTOXEHUIO, YTBEPKAAEMOro pykosoautenem dbeaepanbHoro opraHa
NCMONIHUTENbHOW BNACTK, YKa3aHHbIE 3/1EKTPOHHbIE Aena (3/1eKTPOHHbIE AOKYMEHTbI) noasieskar
YHUUTOMKEHMIO.

MocTynuBLUME U3 CTPYKTYPHbIX NOAPa3AeNeHunl B apxmB dpeaepasibHOro opraHa MCNoAHUTENbHOM
B/1aCTU 3N1EKTPOHHbIE LOKYMEHTbI NepeaatoTcs no onmcam ¢ opopMIeHNEM aKTa Npuema-nepesaym
3N1EKTPOHHbIX AOKYMEHTOB Ha apXMBHOE XpaHeHMe.

3.7. Pabota ucnonHUTENA ¢ AOKYMEHTamMmu
PekomeHayeTcs B IHCTPYKLMM NO A€N0NPOU3BOACTBY NPeAyCMOTPETb CAeAyioLMe NONOKEHUA:

OpraHun3auma paboTbl C JOKYMEHTAMM B CTPYKTYPHbIX NogpasaeneHusax ¢egepanbHOro opraHa
NCMNONHUTENbHOW BNACTM OCYLLECTBAAECTCA Ha OCHOBAHWM YKa3aHMWI MO UCNONHEHWNIO OKYMEHTOB



pyKkoBoauTens ¢peaepanbHOro opraHa UCNOJHUTENbHOM BAACTU, €ro 3amecTuTesn1ei, pyKoBoauTens
CTPYKTYPHOrO noApasaeneHuns, HbIX AONKHOCTHbIX ML,

nogpasgeneHme — UCNOSHUTENb NOYYAET AOKYMEHTbI B BO3MOXKHO KOPOTKME CPOKM (B AEHb UX
pPacCMOTPEHUSA COOTBETCTBYIOLWMM PYKOBOAUTENIEM UM Ha C/leaytolmii pabounii AeHb), CPoYHbIe
OOKYMEHTbI NepesatoTca NCNONHUTENIO HE3aMeA/IUTENbHO;

AOKYMEHTbI, NOCTynnBLWKE B CTPYKTYPHOE noapasgeneHme C ykasaHmAmMmm no MUCNOJIHEHUIO JOKYMEHTOB
pyKoBOACTBa cbep,epaanoro OopraHa NCNONHUTENbHOM B/1aCTH, nepeaaroTca NCNoIHNTeNAM TO/1IbKO
nocne nx pacCMoTpeHUA pykoBoauTesiem nogpasaeneHna.

Cneunannctbl CTPYKTYPHbIX NoapasaeneHnii degepanbHOro opraHa MCNOHUTENbHOM BAACTU B
npoLecce UCNOJIHEHUA AOKYMEHTA OCYLLECTBAALOT:

cb6op 1 06paboTKy HeobxoaMMON MHbOPMaLUK;

NoAroTOBKY NPOEKTa AOKYMEHTa 1 BCeX He0BX0ANUMbIX MPUNONKEHUI ¢ cobalogeHnem npasu
AOKYMEHTUPOBaHWA, YCTaHOB/EHHbIX B deaepanbHOM OpraHe UCMONHUTEIbHOM BAACTH;

cornacoBaHue NPoekKTa C 3anHTepeCoBaHHbIMU OO0/TIXKHOCTHbIMU NINLLAMMU,;

MOAroTOBKY CBO/KM OT3bIBOB (C KOMMeHTapuem «IMpUHATO», « OTKNOHEHO» C yKa3aHMeM NPUYUH,
«MPUHATO YAaCTUYHOY» C COOTBETCTBYIOLMM MOACHEHNEM);

[0paboTKy NPoeKTa AOKYMEHTa Mo 3amMedaHnAM, Noay4eHHbIM B XOAe COracoBaHus (B caydae
CepbesHO KOPPEKTUPOBKM NPOEKTa AOKYMEHTa NPoBOAMTCA ero NOBTOPHOE COriacoBaHue);

B HEOBXOAMMbIX C/yHanx — NOArOTOBKY CMMCKa (yKa3aTena) paccbliIKK AOKYMeHTa);
npeacrasneHMe NPoeKTa AOKYMEHTa Ha noAnuch (YyTeepXaeHne) pyKkoBoacTsy;

onpeaeneHne MecTa XpaHeHUs AOKYMeHTa (Konuu AOKYMEHTa) NpoCTaBleHNeM OTMETKM C yKasaHUem
HOMepa fieNna No HOMEeHKNaType Ael, B KOTOPOe A0/KeH BbITb MOMELLEH JOKYMEHT.

B MHCTpYKLMK NO 4e10NPOM3BOACTBY Lies1ecoobpa3Ho NpesycMOoTPeTb NopAaoK paboTbl Hag,
AOKYMEHTOM B C/1y4anX, eCIM UCMOJHEHNE AOKYMEHTA NMOPYYEeHO HECKO/IbKMM NML,AM, B TOM YMCAE:

d)yHKLI,MFI OTBETCTBEHHOIO UCNONTHUTENA U d)yHKLI,MM COMCMNONHUTENEN B NOAroTOBKE NPOEKTa OKYMEHTAQ,

NpaBo OTBETCTBEHHOrO MCNOJIHUTENA CO3bIBaTb COMCNONHUTENEN ANA BbIPabOTKM COBMECTHOrO
pelleHus;

nopAAOK U CPOKK NpeacTaB/ieHUA NPOEKTOB OTBETCTBEHHOMY UCMO/THUTENIO.

PekomeHayeTcs B MIHCTPYKLMM NO A€N0NPOU3BOACTBY NPeAyCMOTPeTb MOPAAOK nepeaayn
[OKYMEHTOB B C/ly4ae OTCYTCTBUA UCMOHUTENSA (KOMaHAMPOBKa, OTNYCK, 60/1e3Hb) Apyromy
WCMONHUTENI0, @ TaKKe NOPALOK Nepesayn AOKYMEHTOB B C/ly4ae YBOJIbHEHUSA PabOTHUKA UK
nepexoga Ha ApYroi y4acToK paboTbl MO aKTy NpMema-nepeaaqn pyKoBoaMTeNlo NoapasaeieHna unm
MO ero yKasaHuio BHOBb Ha3HaY€HHOMY COTPYAHUKY.

B MHCTDYKLI,VII/I no genonpon3Boacrtey npeaycmMmatTpmnBaeTca BO3SMOXKHOCTb NpoasieHnA CpPOKa
MCNONTHEHNA OOKYMEHTA (C COOTBETCTBYHOLWL MM O6OCHOBaHMEN\, npeagcraBnaembimMm pYKOBO,ﬂ,CTBy), ecnn
OTCYTCTBYIOT pea/ibHble YCN0BUA BbIMNO/THEHNA 3a4aHNA, AeNaTb MOMETKN Ha JOKYMEHTE O BpEMEHMU ero



NOCTYN/JeHUA, O AaTax MPOMEKYTOYHOrO UCNONHEHNA (TenedOHHbIX M MUCbMEHHbIX 3anpocax), 0 AaTte u
pe3y/nibTaTe OKOHYaTe/IbHOro UCMOIHEHUA.

McnonHuTens He AONKeH pa3rnawartb coaep*XaHne NoCTynMBLNX K HEMY AOKYMEHTOB U
noAroToB/1IEHHbLIX MPOEKTOB Cﬂy)-l-(eﬁHbIX AOOKYMEHTOB, C HUMU MOTYT ObITb 03HAKOM/IEHbI TO/IbKO nua,

nmeruine oTHoweHune K X MCNOJTHEHUIO.

3.8. U3rotoBneHue, y4yeT, ncnonb3osaHue U XxpaHeHue neqareﬁ, WITaMnoB u 61aHKoB AOKYMEeHTOB

3.8.1. YueT neuyarteii u WUTaMnNoB

depepanbHble OpraHbl UCNOJHUTENBHOW BIACTU B COOTBETCTBUM ¢ PesiepasibHbIM KOHCTUTYLNOHHbIM
3aKoHOM oT 25 aekabps 2000 r. Ne 2-©K3 «O locyaapcTseHHOM repbe Poccuiickont Pegepaunn»
(CobpaHue 3akoHoaaTenbcTBa Poccuinckont deaepaumm, 2000, Ne 52 (vacTb 1), cT. 5021; 2002, Ne 28, cT.
2780; 2003, Ne 27 (4.1), cT. 2696; 2009, Ne 46, cT. 5417) NPUMEHAIOT NeYaTm c n3obpaxkeHnem
lFocypapcTBeHHoro repba Poccuiickoit Pegepaumn.

Kpome neuatu ¢ nsobparkeHnem FrocyaapcreseHHoro repba Poccuinickon ®epepaunn 8 deaepanbHoM
opraHe MCNo/IHUTE/IbHOM BAACTU MOTYT UCMO/1b30BaTbCA MEeYaT CTPYKTYPHbIX NOAPasAeneHuMI, nevaTm
[N OTAEeNbHbIX KaTeropuii 4OKYMeHToB («nsa naketos», «nsa AOroBopos», « 114 Konuiny),
MEeTaI/INYeCcKMe BbIXKMMHbIE MeYaTy 41s onevaTbiBaHNA NOMELLEHUA.

B MIHCTPYKUMM NO AeN0onpon3BOACTBY ONpeaenatoTca BUAbl U KOANMYECTBO nevaten, NPUMeHAEeMbIX B
denepanbHOM opraHe UCMONHUTENIbHOM BAACTU, MOPAAOK yHeTa, XPaHEHMA U YHUUTOXEHMSA nedvaTtei.
Mpu 3TOM, NpeaycMaTPUBaIOTCA CeAyoLLME MONOMKEHNS.

MeyaTn N3roTaBAMBAIOTCA B CTPOrO OrPaHMYEHHOM KONUYECTBE U UCKAHOYUTENBHO B CAYXKEBHbIX
uensx. PeweHune o HEO6XOAMMOCTUN U3rOTOB/IEHUSA NeYaTei U UX KOIMYECTBE NPUHUMAET PYKOBOAUTE b
depnepanbHOro opraHa UCNONHUTENIbHOW B1ACTU MO COrNacoBaHMIo € pykosoguTenem CyK6bl
OenonponsBoAacTBa.

3anBKa Ha U3roToBAEHME NeYaTh U ee 3CKM3 0POPMAIOTCA B COOTBETCTBYIOLMX NOAPA3AENEHUNAX U
nepeaaroTca B agMUHUCTPATMBHO-XO3AMCTBEHHYIO CYKOBY, KOTOpPasA pa3MeLLaeT 3aKas Ha NpeanpuaTum
— n3roTtoBuTeNE NeYyaTen.

B cnyyae cny»kebHOM HEOO6X0AMMOCTU MO peLleHuto pyKosoanTena ¢peaepanbHOro opraHa
NCMONHUTENbHOW BNACTU AOMYCKAETCA M3rOTOBEHWE AOMO/HUTENbHbIX IK3EMMNIAPOB NeyaTen.

MNMeyaTbto 3aBepPAOTCA NOANUCK PYKOBOAUTENA, €0 3aMecTuUTenen, raBHoOro 6yxranTepa, a TaKXxe
APYTrnUX ONKHOCTHbIX 1L, KOTOPbIM UM NPUKA30M d)ep,epaanoro OpraHa NCNONHUTENbHOWN BNACTU
UM goBepeHHOCTbIO NPedoCcTaB/ieHbl COOTBETCTBYOLWME MOJTHOMOYNA.

B MHCTPYKUMK MO AeN0NPOn3BOACTBY PEKOMEHAYETCA ONpeaeinTh:

nogpasaeneHune cbe,u,epaanoro OopraHa NCNONHUTENbHOWM B/1aCTH, Ha KOTOPOE BO3/10KEH y4eT neyaTten u
LWTamnos;

bopmy KypHana yyeTa neyaten 1 WITaMMNoB 1 NOPAAOK BeAEHMUA KypHaNa;



NnopsAoK BblgaumM neyaTem u WTamnos paboTHMKam deaepanbHOro opraHa MCNONHUTEIbHOM BNACTy;
NopAAOK XPaHeHUA neyaTen n WTammnos;

OTBETCTBEHHOCTb PAabOTHMKOB 33 HapyLLUEeHWe NopaaKa NPUMEHEHMA NeYaTelt U WTaMnoB, yTepto
neyaTten Man WITaMMOB;

nopAAOK nNpoBeaeHnA NPoBEPOK Mo COGI]I‘O,CI,eHM}O nopAagKka NnpuMmeHeHnA U XpaHeHUA neyartem u
WTaMnoB B CTPYKTYPHbIX noapa3geneHnax d)e,u,epaanoro OpraHa NCNONHUTENBHOM BNactu,

NOPSAAOK YHUUTOXKEHUA NeyaTen 1 WTaMnos.
B MIHCTPYKUMK MO AeN10NPON3BOACTBY PEKOMEHAYETCA NPEAYCMOTPETD, YTO:

YUYET nMetoLmnxcs B peaepanbHOM OpraHe UCMOIHUTEIbHOM BAACTU nevaTei U WTaMmnos BegeT
aAMMWHUCTPATUBHO-XO3AUCTBEHHAnA cy*Kba peaepanbHOro opraHa UCNONHUTENIbHOM BNACTU B XKypHase
y4yeTa neyarteii 1 WwWTamnos (npuaoxeHue N2 29) c npocTaBieHMEM UX OTTUCKOB (NCTbI KYpPHana yyeTa
neyatem U WITaMNOB HYMEPYHOTCA, NPOLLUHYPOBbLIBAOTCA M OMNEeYaTbIBaloTCA);

BblAa4a nevyaTtei v WTammnos paboTHMKaM, NEPCOHAIbHO OTBETCTBEHHbIM 3@ X MCMNO/Ib30BaHME U
XpaHeHue, OCYLLLECTBAAETCA NOA, POCMMCH B XypHasie yyeTa neyarei 1 WITaMmnos;

neyaTh 1 WTAaMMbl XPaHATCA B HALEKHO 3anupatoLmxca wradax;

nepegava nevarten NOCTOPOHHUM NNUAM U BbIHOC UX I'IOMELLI,EHMVI, 3aHMMaeMbIX d)ep,epaanblm
opraHom NCNONHUTENbHOM B/1aCTU, He A0NYyCKaeTCA,

OTBETCTBEHHOCTb 33 3aKOHHOCTb MCMO/b30BaHMA U HAAEKHOCTb XpaHeHMA neyaTel ¢ usobpaxkeHmem
lFocypapcTBeHHoro repba Poccuiickoit Pegepaumm Bo3naraeTcs Ha pykosoauTena peaepanbHOro
opraHa UCNoIHUTENbHOW BNACTU, OTBETCTBEHHOCTb 33 HAZEXHOCTb XPaHEHUA, 3aKOHHOCTb
MCMNO/Ib30BaHWUA APYrUX NeyaTel BO3araeTcsa Ha PyKoBoAUTEIel COOTBETCTBYHOLLMX NoApa3aeeHUN;

nevyaTtn mn WTamnsbl, Nnpuweawine B HeErogHoCTb U yTpatTusLllne 3Ha4eHUE, nognexaTt BO3BpPaTy NO MeCTy
Bblga4yn, rae OHM YHUYTOXKAKOTCA MO aKTy C COOTBETCTBleLLI,EVI OTMETKO B XypHane yyeTta;

nopAaoK XpaHeHUA nevyartem u WTamnos, NpPaBuUIbHOCTb UX MCMOJ1Ib30BaHUA B CTPYKTYPHbIX
nogpasgeneHnAax nposepAaeTca noapasaeneHmem, OTBeTCTBeHHbIM 3a yveT nevyartein.

3.8.2. Yuet 6/1aHKOB AOKYMEHTOB

OpraHusaumio paboTbl NO M3rOTOBAEHMIO U y4YeTy 61aHKOB AOKYMEHTOB peaepanbHOro opraHa
NCMONHUTENbHOW BNACTU PEKOMEHAYETCA BO3/IOKUTb HA aAMUHUCTPATUBHO-XO3ANCTBEHHYIO CYKOY,
KoTopas:

noJiy4YaeT oT CNy»K6bl AeN0NPON3BOACTBA 3aABKM HA U3rOTOBNEHWE B1aHKOB AOKYMEHTOB, a TaKXKe, Npu
HeobxoAMMOoCTH, UX 06pasLbl (MaKeTbl);

opopmAAeT 3aKasbl Ha U3rOTOB/IEHME NEeYaTHO-61aHOYHOM NPOAYKUMK B TUNOrpaduu;

OCYLLECTBAAET NONYYEHUE, yYeT NocTynneHms 6n1aHkos (npunoxeHune Ne 30) u Bbigauy B Cnykby
AeNonpon3BoACTBa U3roTOBAEHHbIX 61aHKOB AOKYMEHTOB.



[ns BepeHuna yyeta Bblgaum 61aHKOB, U3rOTOBAEHHbIX TUNOrPadCKMM CNOCOOBOM, B CTPYKTYPHbIE
noapasgeneHus ¢eaepanbHOro opraHa UCNOMHUTENbHOM BNACTU, 61aHKM JOKYMEHTOB HYMEPYIOTCS
TMnorpadpckum cnocobom nam Hymepatopom B Cny:kbe genonpomssoacTea. NopaaKosbli HOMmep
NPOCTaBNAETCA B HUKHEN YacTn 060POTHOM CTOPOHBI 61aHKa. YueT 61aHKOB BeAeTcA pa3aesibHO Mo
BMAam 61aHKOB B XKypHa/ie yyeTa Bblaauu 61aHKoB (npunoxeHue No 30).

PekomeHayeTtca B UHCTPYKLMK MO A€10NPOU3BOACTBY NPeayCMOTPETb CAeAyoLMe NON0KEHUA:

6.1aHKM Bbl4aloTCA paGOTHMI-(aM, OTBETCTBEHHbLIM 33 A€10MNPONU3BOACTBO B CTPYKTYPHbIX
nogpasaeneHnax, no4 poCcnucob B XXypHa/ie y4yeTa Bblaa4un 6ﬂaHI-(OB,'

B CTPYKTYPHbIX NoApa3saeneHnax 61aHKn LO0KYMEHTOB MCMO/Ib3YIOTCA CTPOro Mo Ha3HaYeHUIo U XpaHATCA
B HaAeXHO 3anunparowwmxca wradax;

nepegayva 621aHKOB APYrMM OpPraHM3aunaM U IMLAaM He A0MYCKaeTCs;

McnopyeHHble N HeBoCTpeboBaHHble 6AaHKM BO3BPALLAOTCA B NOApasAeneHne, ocylecTeaatollee yyer
61aHKOB.

M (CoBpaHue 3akoHozaTenbcTBa Poccuiicko degepaumu, 2009, Ne 25, cT. 3060)

) ALMUHUCTPATUBHBINM pernameHT no npegoctasaeHmnto degepanbHbiM apXMBHBIM areHTCTBOM
rocygapctBeHHoM ycnyrmn «CornacoBaHme No0XKEHUN O LLeHTPanbHbIX SKCNEPTHbIX KOMUCCHAX,
LEHTPaNbHbIX apPXMBaX U MHbIX HOPMATUBHbIX MPABOBbIX AKTOB MO apXMBHOMY Aeny deaepanbHbIxX
OpraHoB rocyapcTBEHHOM BAACTM U NOABEAOMCTBEHHBIX MM OPraHOB M OpraHM3auuii, a TaKxke
WHCTPYKLMI NO AenonponsBoactsy ¢peaepasbHbiX OPraHOB rocyAapcTBEHHOM BAACTUY (yTBEPKAEH
npuvKasom MunHUCTEPCTBaA Ky/IbTYPbl U MacCOBbIX KOMMYHUKaunin Poccuinickon ®Pepepauum ot 23 HoAbpA
2007 r. Ne 1322, 3apernctpmposaH MunHUcTepcTBomM toctnumm Poccniickon ®epepaumm 21 despana
2008 r., perncTpaumoHHbIi Ne 11202).

B3] depnepanbHbI 3akoH oT 10 sHBapa 2002 r. Ne 1-d3 «06 aneKTpoHHOMW umdpoBoi noanmcmu»
(CobpaHue 3akoHogaTenbcTBa Poccuinckoit deaepaumm, 2002, Ne 2, ct. 127; 2007, Ne 46, cT. 5554).

@ depepanbHbI 3aKoH 0T 10 sHBapAa 2002 r. Ne 1-d3 «O6 aneKTpoHHOM LmdpoBoi nognmcm»
(CobpaHue 3akoHoaaTenbcTBa Poccuiickoit deaepaumm, 2002, Ne 2, cT. 127; 2007, Ne 46, cT. 5554).

151 depnepanbHbI 3aKOH OT 22 oKTAbpA 2004 r. Ne 125-93 «06 apxuBHom gene B Poccuinckoi
depepaunn» (CobpaHune 3akoHogaTenbcTea Poccuiickont Pepepaunm, 2004, Ne 43, cT. 4169; 2006,
Ne 50, cT. 5280; 2007, Ne 49, ct. 6079; 2008, No 20, cT.2253).

® NocraHoBneHue MpasutennbcTBa Poccuiickon Pepepaunn ot 15 mioHs 2009 r. Ne 477
«06 yTBEpKAeHUN MMpaBua AenonponsBoacTsa B dpegepasibHblX OpraHax MCMONHUTEIbHOMN BAACTU»
(CobpaHue 3akoHogaTenbcTBa Poccuinckont deaepaumm, 2009, Ne 25, cT. 3060).

") 3neck u ganee B 6naHkax GeepanbHbIX CYK6 U GegepanbHbIX areHTCTB, NOABEAOMCTBEHHbIX
depepanbHbIM MUHUCTEPCTBAM HaZ HaMMeHOoBaHUeEM deepanbHOro OpraHa UCMOIHUTENbHOM BNACTM
YKa3blBaeTcA NO/HOE MK COKpalLeHHOe HaMMeHoBaHMe deaepanbHOro MUHUCTEPCTBA (CM.
npunoxexHuns Ne 1-10).



&) MyHkT 9 Mpasun genonpounssoacTea B deaepanbHbIX OpraHax UCMOAHUTENBHOM BAACTH,
YTBEPKAEHHbIX NocTaHoBAeHUeM MpaBuTenbcTBa Poccuitickon ®eaepaumm ot 15 nroHa 2009 .
Ne 477 (CobpaHue 3akoHogaTenbcTBa Poccuiickoit Pegepaunn, 2009, Ne 25, ct. 3060).

® NocraHosneHune locypapcteeHHoMn Qymbl PepepanbHoro CobpaHua Poccuiickoit Pepepaunm ot
11 HoabpAa 1996 r. Ne 781-II I «0O6 obpaweHnn B KoHcTuTyumMoHHbIM Cya Poccuiickoit Pepepaunmn».

(0] (CobpaHune 3akoHogaTenbcTBa Poccuinckoit ®egepaumm, 1997, Ne 33, c1. 3895; 1997, Ne 50, cT.
5689;1998, Ne 47, ct. 5771; 1999, Ne 8, ct. 1026; 2006, Ne 29, ct.3251; 2009, Ne 2, cT. 240; 2009, Ne 12,
ct. 1443; 2010, N2 9, cT. 964 ).

() Mpukas MuHucTepcTBa tocTuummn Poccuiickon ®eaepaumm ot 4 mas 2007 r. Ne 88 «06 yTBepKaeHUM
pa3bACHEHWUN O NpUMeHeHMM MNpaBua NOArOTOBKM HOPMATMBHBIX MPABOBbIX AKTOB PpeaepasibHbIX
OpPraHoB UCMOIHUTENbHOM BNACTU U UX TOCYAAPCTBEHHOM pPerucTpaunn». 3apernctpuposaHo B MuHtoocte
Poccumn 14 mana 2007 r. Ne 9449 (n. 12).

= Mpukas MuHucTepcTBa tocTuummn Poccuiickon ®eaepaumm ot 4 mas 2007 r. Ne 88 «06 yTBepKaeHUM
pa3bACHEHWUIN O NpuMeHeHUu MNpaBun NOArOTOBKM HOPMaTUBHbIX NPABOBbIX aKTOB dpefepasibHbIX
OpraHoOB UCMOJIHUTENIbHOM BNACTU U UX FOCYAAPCTBEHHOW perncrpaumm». 3apermctpupoBaHo 8 MuHiocTe
Poccuun 14 masa 2007 r. Ne 9449.

131 Tam *Ke, n. 15.

4 K noKyMeHTaMm, He NOA/IEKALLMM PErUCTPALMM, OTHOCATCA LOKYMEHTbI, HE TPEBYIOLLME UCMIOHEHUA
W He cofepKalume MHPOPMALLMK, UCMOIb3YEMOW B CNPABOYHbBIX LLENAX, HANPUMEP: NPUTNAcUTENbHbIE,
nosapasuTenbHble MMCbMa, TeNerpammbl, BUAETbI, NAaHbI, NPOrPaMMbl CEMUHAPOB, KOHPEPEHUMA,
CUMMO3MYMOB U Ap. NOA0OHbIX MePONPUATUIA, AOKYMEHTbI MO ByXranTepcKomy yyeTy, maTtepmanbHo-
TEXHUYECKOMY 0becrneyeHnto, NnaHoBble, GUHAHCOBbIE AOKYMEHTbI, NOCTynatowme 6es
COMNPOBOAUTENILHOIO MUCbMa, PEKNAaMHbIe AOKYMEHTbI, KOMMEpPYECKUE NPeasIoKeHNs, NevaTHble
n3paHuA, yHuouumMpoBaHHble popmbl M 61aHKM JOKYMEHTOB U 4.

() MyHKT 27 MNpaBun genonponssoacTsa B pesepanbHbIX OpraHax UCNOSHUTENbHOM BNACTH,
YTBEPXKAEHHbIX NOCTaHOBAeHWeM MpaBuTenbcTBa Poccuiickont Pepepaumm ot 15 nioHa 2009 r. Ne 477
(CobpaHue 3akoHogaTenbcTBa Poccuinckont deaepaumm, 2009, Ne 25, cT. 3060).

) NocraHosneHune MpasutennctBa Poccuiickon Pepepaunm ot 15 mioHs 2009 r. Ne 477
«06 ytBepxaeHuun Mpasua genonponssoacTea B penepasnbHbix opraHax UCNOJHUTEIbHOM BAACTU»
(CobpaHue 3akoHogaTenbcTBa Poccuiickoit degepauymm, 2009, Ne 25, cT. 3060).

7 Tam e, n. 30

(18] B cooTBETCTBUM C MONOKEHNEM O CUCTEME MEKBELOMCTBEHHOTO 3IEKTPOHHOO A0KYMEHTOO60pOTa,
YTBEPKAEHHOM NnocTaHoBeHMeMm MpaButenbcTBa Poccminckoit egepaumm ot 22 ceHTsbpa 2009 r.

Ne 754 (CobpaHue 3akoHogaTenbcTBa Poccuitickoit Pepepaumm, 2009, Ne 39, cT. 4614), aneKTPOHHOE
Co0bLIEHNE COCTOUT U3 CONPOBOAUTENILHON U CoAeprKaTebHOM YacTelt. ConpoBoAnTenbHas YacTb
npegHasHavyeHa 4aa agpecaunn coobleHms, cogepRaTtenbHan YacTb NpeacTaBaseT coboi TekcT
coobLeHns NMbo TEKCT coobLLEHMA C NPUcoegMHEHHbIMK dalinamm, coaepKaMMmN NEKTPOHHYIO
KOMMIO (3N1EKTPOHHbI 06pa3) AOKYMEHTA MW 3/1EKTPOHHbLIN AOKYMEHT, U UX PEKBU3UTbI, ONUCAHHbIE C
nomoulbto A3bika XML.



19 NocraHosneHue MpasuTtenoctea Poccuiickoit Pegepaumm ot 15 utoHs 2009 r. Ne 477
«06 ytBepxaeHuu MpaBua genonpounsBoacTea B penepasnbHbiX opraHax UCNOJHUTEIbHOM BACTU»
(CobpaHue 3akoHopgaTtenbcTBa Poccuiickoit eaepauymm, 2009 r. Ne 25, cT. 3060).
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