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PekomeHgauum no nogrotoske dpepepanbHbiMU OpraHamMmu UCNOIHUTE/NIbHOMW BNACTU NepeyHei
AOKYMEHTOB, CO34aHu1e, XpaHEeHUe M UCMO0/Ib30BaHNE KOTOPbIX A0/IKHO OCYLULECTBAATLCA B popme
3/1IEKTPOHHbIX AOKYMEHTOB NPU OPraHU3aLnm BHYTPEHHEN AeATeNIbHOCTU

YTBEPXAEHbI
npukasom PocapxmBa
oT 29 anpens 2011 r. No 32 [2]

PekomeHgauum

no noAarotoBKe ¢enepanbHbIMU OPraHaMu UCNOJIHUTE/IbHO BAaCTU
nepeyHen A OKYMEHTOB, CO3A4aHMe, XPaHEeHUEe U UCNO0/Ib30BaHUE KOTOPbIX
BO/KHO OCYLLLECTBAATLCA B POpMe 3/IEKTPOHHbIX JOKYMEHTOB

npu opraHn3auum BHyTPeHHEN AeATeNbHOCTH

1. O6wue NoNoXKeHnsa

1.1. Hactoswue PekomeHZaumnm NogroToBAEHbl BO UCNOIHEHME NYHKTa 5 «[naHa meponpuaTuii no
nepexoay peaepanbHbIX OPraHOB UCMOIHUTENIbHOM BNAacTU Ha 6e36yMaXKkHbIN 4OKYMeHTOo60opoT npu
OpraHu3aLnmn BHYTPEHHEN AeATENbHOCTUY, YTBEPKAEHHOIO pacnopskeHnem MpaBnUTeNbCTBa
Poccuitckoit ®epepaumm ot 12 dpespana 2011 r. Ne 176-p (CobpaHue 3akoHoaaTenbCcTBa Poccuiickom
depepauum, 2011, Ne 8, ct. 1151).

1.2. PekomeHZaLmMmM onpeaensaioT eamHble Noaxoabl B paboTeno noarotoske deaepanbHbIMU OpraHamm
NCMNONHWUTENLHOW BNACTU NepeYHei 4OKYMEHTOB, CO34aHNe, XpPaHEHME U UCNO/Ib30BaHME KOTOPbIX
[OJIXKHO OCYLLEeCTBAATLCA B GOPME 3/IEKTPOHHbIX AOKYMEHTOB NPW OPraHn3aLmMm BHyTPEHHEN
OEeATeNbHOCTU, C YYETOM COBPEMEHHOrO 3Tana nepexoga Ha 6e36ymakHbIn LOKYMeHTO060pOT.

1.3. MNpwn pa3paboTke PekomeHAaLMI YUTEHDI NONOKEHNA CAEAYIOLMX 3aKOHOAATENbHbIX U UHbIX
HOPMaTMBHbIX NPaBOBbIX aKTOB B chepe MHPOPMaLMK, LOKYMEHTALMN, aPXUBHOIO AeNna:

denepanbHbiv 3aKOH OT 22 oKTA6pA 2004 r. Ne 125-P3 «06 apxmBHOM Aene B Poccuiickom

Pepepaunn» [3] (CobpaHune 3akoHoaaTenbcTBa Poccuiickoit ®eaepaunn, 2004, Ne 43, cT. 4169; 2006,
Ne 50, cT. 5280; 2007, Ne 49, ct. 6079; 2008, No 20, ct. 2253; 2010, Ne 19, cT. 2291, Ne 31, cT. 4196);

depnepanbHbIit 3aKoH oT 27 utona 2006 r. Ne 149-¢3 «06 nHdpopmaumm, MHGOPMALMOHHBIX TEXHONOTUAX
1 3awuTe nHpopmaummn» (CobpaHue 3akoHogaTenbcTea Poccuiickoit degepaumm, 2006, Ne 31 (1 4.),
cT. 3448; 2010, No 31, cT. 4196; 2011, Ne 15, cT. 2038);

NocTtaHoBneHwme MpasutenbcTea Poccuiickon Peaepaumm ot 15 mioHa 2009 r. Ne 477 «O6 yTBep:KaeHUmn

MNpaBua genonpounssBoacTsa B peaepanbHbiXx OpraHax UCNOIHUTENbHOM BAactu» [4] (CobpaHue

3aKoHogaTenbcTBa Poccuiickon deaepaumu, 2009, Ne 25, cT. 3060);

Pacnops:keHue MNpasutenbctea Poccuiickon Peaepaunn ot 20 oktabpa 2010 r. Ne 1815-p
«O rocyaapcTBeHHol nporpamme Poccuiickoit degepaumnm «MHPopmaumnoHHoe obuwectso (2011-
2020 roabl)» (CobpaHue 3akoHoaaTenbcTBa Poccuninickon Pepepaumu, 2010, Ne 46, cT. 6026);
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MpurKkas MMUHUCTEPCTBA KYAbTYPbl M MAaCCOBbIX KOMMYHUKaLUMI Poccninckon Pegepaumm ot 18 aHBapa

2007 r. No 19 «0O6 yTBepaeHMU MNpaBua opraHM3aLmm XpaHeHs, KOMMJIEKTOBaHMSA, y4eTa n

MCNOJIb30BaHMA AOKYMeHTOB ApxmBHoro ¢oHaa Poccuiickon Peaepaumnm n Apyrux apxmseHbIX

OOKYMEHTOB B rocyZapCTBEHHbIX M MYHULMNAIbHbIX apXMBax, My3eax n bubanoTekax, opraHM3aumnsax

Poccuitickoli akagemmm Hayk» [4](3apeructpmpoBaH B MuHUcTepcTBe tocTuumnmn Poccuinckont deaepaumm
06.03.2007, peructpaumnoHHbiii Ne 9059);

Mpurka3 MuHucTepcTBa Ky/bTypbl Poccuinckon Penepaumm ot 25 asrycta 2010 r. Ne 558

«06 yTBEpPKAEHUM NEepeYHs TUNOBbIX YNPaBAEHYECKUX aPXMBHbIX JOKYMEHTOB, 06pa3yoLmxca B

npouecce AeATe/IbHOCTUN rocyAapCTBEHHbLIX OPraHOB, OPraHOB MeCTHOIro CamoynpaBaeHNAa u

opraHM3aLmii, C YykKasaHMem CPOKOB XpaHeHua» [5] (3apernctpmposaH MUHUCTEPCTBOM HOCTULLIUN

Poccuiickolt ®epepaumm 8 ceHTabpsa 2010, pernctpaumoHHbii Ne 18380);

MeToamyeckne pekomeHaaumm no pa3paboTke NHCTPYKLUMI NO Ae10NPOn3BOACTBY B deaepasibHbIX

opraHax UCMoaHUTEeNIbHOW BAACTU, YTBEepPXKAeHHble NpMKa3om Pocapxusa ot 23 aexkabpa 2009 r.

Ne 76 [6] (Mpu3HaHbl He HYXXAAIOLMMCA B FOCYAaPCTBEHHOW perncrpauum, nucbMo MuHUcTepcTsea
tocTnumm Poccuitickoit deaepaumm ot 26.04.2010 Ne 01/6756-1K).

2. OnpepeneHune coctaBa fOKYMEHTOB,

BK/IIOYAEMbIX B NepeyYHU [OKYMEHTOB, CO34aHue, XpaHeHue,
MCNoNb3oBaHMeE KOTOPbIX B peaepanbHbIX

opraHax UCMOJIHUTENIbHOM BNACTH OCYLLECTBAARTCA

B GOpMe INEKTPOHHbIX AO0KYMEHTOB

2.1. PaboTa no nNoAroToBKe NepeyHel JOKYMEHTOB, CO3laHWE, XpaHEHUWE, UCMO/Ib30BAHNE KOTOPbIX B
bepepanbHbix OpraHax UCMOHWUTEIbHOM BNACTU OCyLLECTBAAETCA B GOPME 3/1eKTPOHHbBIX JOKYMEHTOB
(nanee — NMepeyHn 3[), ocylLecTBAAETCA B paMKax BEAOMCTBEHHbIX M1aHOB Mo nepexoay denepanbHbIX
OpraHoB UCMOJIHUTENIbHOM BNACTU Ha 6e36ymarkHblii JOKYMEHTOOH0POT NPU OpraHn3aLMm BHYTPEHHEN
[eaTeNnbHOCTY.

Pa3spaboTka MepeuHelt 3/ B deaepasnbHbIX OpraHax MCNOAHUTENIbHOM BNACTU OCYLLECTBAAETCS
cnybamu 4enonporsBoacTBa U apxmBammn peaepasibHbIX OPraHOB UCNONHUTENbHOW BAACTU NpK
Yy4acTUK CNeLmanmncToB CTPYKTYPHbIX NoApa3aeneHui.

2.2. Mpu nogrotoske MNepeyHen 3/ ncnonbaytotca: «MNepeyeHb TUNOBbLIX YNPABAEHYECKMX aPXMBHbIX

OOKYMEHTOB, 06pa3yoLmxcs B npoLecce AesTelbHOCTU roCyAapCTBEHHbIX OPraHOB, OPraHOB MECTHOIo

CaMoynpaB/eHUA U OPraHM3aLUnNi, C YKa3aHUEM CPOKOB XPaHEHMSA» [7], yTBep)-KAEHHbIﬁ NPUKasom

MuHucTepcTBa KyAbTypbl Poccuiickoit ®eaepaumm oT 25 asrycta 2010 r. Ne 558 (nanee — MepeyeHb
TUNOBBIX LLOKYMEHTOB), U NEPEYHUN LOKYMEHTOB, 06pasylowmecs B NpoLecce AesTe/IbHOCTH
denepanbHbIX OPraHOB UCMNONHUTENIBHOM BAACTU M NOABEAOMCTBEHHbIX UM OpraHM3aumii, C yKasaHUem
CPOKOB XpaHEeHMUA, a TaKKe HOMEHKNATYpbl gen desepanbHbIX OPraHOB UCNONHUTENIBHON BNACTM.

2.3. CPOKM XpaHEeHUS AOKYMEHTOB, YCTaHOB/IEHHbIE NePeYHAMM U yKa3aHHble B HOMEHKNATypax Aen,
eAUHbl AN JOKYMEHTOB Ha BYMasKHbIX M 3NEKTPOHHbIX HocuTensx (n. 1.4. Obwmx nonoeHui MepeyHs
TMNOBbIX AOKYMeHTOB [7]).

2.4. B MepeyHun O[] pekomeHAayeTcA BKAKOYATD:
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2.4.1. BOKYMEHTbI, KOTOPbIM YCTaHOBMEH, B OCHOBHOM, BPEMEHHbIN CPOK XPaHEHUA: NPOEKTbI
HOPMaTMBHbIX, PAacCNOPALMUTENbHbIX, OPraHM3aLMOHHBIX U MHbIX OKYMEHTOB; M/1aHOBbIE, OTYETHbIE
OOKYMEHTbI, noaneKalme 0606LeHno; MIHGOPMaLUMOHHbIE AOKYMEHTbI; CMPAaBOYHbIe AOKYMEHTbI;
AOKYMEHTbI MO OnepaTUBHbIM BONPOCAM; BHYTPEHHIOK NepenucKy; AOKYMEHTbI N0 PerncTpaumm, yyety
N KOHTPOIO U Ap. (NpunoxkeHue);

2.4.2. BOKYMEHTbI, BeAeHMe KOTOPbIX B 3/1EKTPOHHOM dopme npesycMoTpeHo dpeaepasbHbIMM
3aKOHaMW, HOPMaTMBHbIMM NPaBOBbIMK akTamu lMNpesnaeHTa Poccuitickoin Peaepaumm n NpaBuTenbCTea
Poccuiickolt depepaumm, HOPMATUBHBLIMKU NPABOBLIMU aKTamMK dpeaepabHbIX OPraHOB UCNOHUTEIbHOM
BJ1ACTW, BHE 3aBMCUMOCTM OT CPOKOB XPaHeHus.

2.5. B lMepeyHn 3[] He pekomeHAayeTcA BKAKOYaTb:

2.5.1. BOKYMEHTbl NOCTOAHHOIO CPOKA XPAaHEHMUA, 33 UCKNOYEHNEM YKA3aHHbIX B NyHKTe 2.4.2
HacToAwmMx PekoMeHZaumi;

2.5.2. JOKYMEHTbI, CPOK XPaHEHUA KOTOPbIX HE YCTAHOB/EH.
2.6. dNeKTpoHHble 06pa3sbl AOKYMEHTOB Ha ByMaXKHbIX HocuTenax B MNepeyHn 3/, He BKAKOYAKOTCA.

2.7. MNpu noarotosKke pasaenos MNepeuHeit 3 deaepanbHbie OpraHbl UCNONHUTENIbHOM B1IaCTU MOTYT
MCcnoab3oBaTh cneaytowme ctatbM [lepeyHa TMNOBbLIX AOKYMeHTOoB [7]: 7, 18, 19, 20, 24, 26, 29, 30, 31,
42,58, 59, 65, 66, 67, 72,73, 82, 84, 87, 88, 89,91, 93, 109, 175, 176, 177, 178, 194, 196, 202, 203, 204,
205, 206, 212, 213, 214, 216, 217, 218, 220, 222, 225, 238, 249, 256, 257, 258, 259, 260, 263, 264, 266,
269, 283, 284, 285, 286, 288, 289, 290, 291, 292, 293, 295, 296, 298, 303, 304, 315, 319, 323, 331, 332,
359, 367, 414, 461, 463, 464, 470, 475, 476, 477, 479, 483, 487,497, 498, 511, 512, 514, 521, 522, 523,
524,525,527, 529, 535, 538, 540, 547, 555, 556, 557, 561, 564, 578, 580, 585, 586, 595, 596, 600, 608,
649, 650, 651, 652, 673, 674, 675, 685, 686, 687, 693, 694, 695, 702, 705, 707, 742, 779, 781, 783, 785,
811, 818, 819, 824, 825, 845, 846, 852, 853, 903, 913, 917, 918, 919, 957, 960, 963.

B MNepeyeHb [, moryT 6bITb BKAOYEHDbI M APYrMe AO0KYMEHTbl, 06pasyolumecs B AeATe/IbHOCTH
denepanbHOro opraHa UCNOSHUTENBHOW BACTK, OTParKatowwme cneunduky ero AeATeNlbHOCTH, C y4eTOM
NOI0XKEHWUN NYHKTOB 2.4 1 2.5 HacToAwwmMx PekomeHgaunii.

3. OdopmneHune nepeyHeii 4OKYMEHTOB, CO34aHUe, XpaHeHue,
MUCNoab30BaHUE KOTOPbIX B peaepanbHbIX

OopraHax UCMOJIHUTE/IbHOW B/IACTU OCYLL,ECTBAARTCA

B Popme 3/1IeKTPOHHbIX JOKYMEHTOB

3.1. OpopmneHue MNepeuHeir I, degepanbHbIX OPraHOB UCMONHUTEIbHOW BAACTU COOTBETCTBYET
odopmneHuto NepeyHs TMNOBLIX JOKYMEHTOB [7].

3.2. NepeyeHb 31 umeeT yeTbipe rpadsbl: rpada 1 — Homep No NopsaaKy; rpada 2 — BUA AOKYMEHTa;
rpada 3 — CPOKM XpaHeHUA AOKYMEHTOB; rpada 4 — npumeyaHuA (yKasblBaloTCA COOTBETCTBYHOLLME
nepeyYHn JOKYMEHTOB, MPU UX OTCYTCTBUN — HOPMATUBHbBIE aKTbl, FAe NPUBEAEHbI CPOKU XPaHEHUA
OaHHbIX JLOKYMEHTOB).

3.3. lNMepeyeHb 3/, cocTOMT U3 pa3aenos 1 NoAPa3AeN0B, aHANOMUYHbIX CTPYKTYpe [TepeyHsa TMNOBbIX
OOKYMeHTOoB [7].
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3.4. NepeveHb 3/ peaepanbHOro opraHa UCNOMHUTENbHOW BNAACTU YTBEPKAAETCA pyKoBOAUTENEM
denepanbHOro opraHa UCNOAHUTENLHOM BAACTM MO COrNacoBaHMIo ¢ PocapxmBom.

Mocne yTBepKaeHua NepedHeli D[ B HOMeHKAATypax Aen ¢peaepasnbHbIX OPraHOB UCMONHUTEbHOM
BAACTU B rpade «MpUMeYaHUna» K COOTBETCTBYIOLWNM AeNam, AOKYMEHTaM, Co34aHune, XpaHeHue,
MCMO/Ib30BaHME KOTOPbIX OCYLLLECTBAAETCA B 3/1eKTPOHHOM popme, AenaeTcs oTMeTKa «3/».

3.5. MNepeyHun 3[] BeayTca Ha BymarKHOM HOCUTE/Ie U B 31EKTPOHHOM dopme.

MpunnoxkeHune

K PekomeHaaumam no NoArotToBke

denepanbHbIMM OpraHaMmn UCMOJTHUTE/IbHOM B1IaCTH
nepeyHen AOKYMEHTOB, CO34aHUeE, XpaHeHue

N UCNO/Ib30BaHUE KOTOPbIX A0/IXKHO OCYLLECTBAATLCA
B GOpMe 3N1EeKTPOHHbIX LOKYMEHTOB NPY OpraHnsaLmm
BHYTPEHHEN AeATe/IbHOCTU

PekomeHgyembii nepeyeHb

BUA0B ynpaBaeHUYeCKUX AOKYMEHTOB, CO3AaHue, XpaHeHue, UCNoib30BaHMUe KOTOPbIX
B8 deaepanbHbIX OpraHax MCNONHUTENbHOM BNACTU OCYLLECTBAAETCA

B Gopme 3INEKTPOHHDbIX OKYMEHTOB NPU OpraHM3aLmMmu BHyTPEHHel A,eATeNIbHOCTH

1. [MpoeKTbl AOKYMEHTOB
1.1. MpoekKTbl pacnopAamTeNbHbIX, HOPMATUBHbIX, OPraHU3aLMNOHHbIX U UHbIX JOKYMEHTOB.
1.2. lIOKYMEHTbI K HUM (K MpoeKTam).
1.3. lokyMeHTbI Mo ux paspaboTke (Mo pa3paboTKe NPoeKToB).
2. MnaHoBble, OTYETHbIE AOKYMEHTbI, UHPOPMaLUA KOTOPbIX NoaBepraeTca 0606wweHuto
2.1. MNnaHbI:
2.1.1. TekyLwLero naaHMpPoOBaHUA;
2.1.2. onepaTMBHble NaaHbl paboTbl pesepanbHOro OpraHa UCMONHUTEIbHOM BAacTK;
2.1.3. nnaHbl paboTbl CTPYKTYPHbIX NOAPA3AENEHUNA;
2.1.4. nHAMBMAYaIbHbIE NAaHbl PabOTHUKOB;
2.1.5. nnaHbl NpoBeAEHUA PA3/IUYHBIX MEPONPUATUN;
2.1.6. rpadmKu yyeta paboyero BpemeHu;

2.1.7. rpadmKuM NpoBeaeHMA Pa3NYHbIX MePONPUATUIA;



2.1.8. rpadmKu NnpoBeaeHUA aTTecTalmm, NoBbIWEHUS KBaAUdUKaLUN.
2.2. OT14eThbl:

2.2.1. 0 BbINO/SIHEHMM NAAHOB PaboTbl pedepasbHOro opraHa UCNOAHWUTENbHOW BAacTu (KBapTanbHble,
MecsYHble);

2.2.2. 0 BbIMNOAHEHUN NNAHOB PAabOTbI CTPYKTYPHbIX NogpasaeneHuii (KBapTaibHble, MecAYHble);

2.2.3. 0 BbINOJIHEHUN NHANBUAYA/IbHbIX N1aHOB PAabOTHUKOB;

2.2.4. 0 poKyMeHTo0bopOTE OpraHM3aumn.

2.3. [loKyMeHTbI K NaaHam, rpaduKkam, cxemam, oT4eTam.

2.4. JoKymeHTbI No pa3paboTKe NnaHoB, rpadmuKoB, CXEM, OTHETOB.
3. WNHdopmauMOHHbIE JOKYMEHTbI

3.1. Joknaapl, 0630pbl MHPOPMALIMOHHOTO XapaKTepa.

3.2. UHPopMaLMOHHbIe, TEMaTUYeCKne, bubanorpadmyeckne noabopkn nHbopmaumnu.

3.3. CoobuieHusn, ctaTbk 0 AesTenbHocTM deaepasibHOro opraHa UCNOJTHUTEIbHOM BAaCTH.
4. CnpaBo4Hble AOKYMEHTbI

4.1. Cnucku agpecos, TesiepoHOB.

4.2. CNNUCKM PaCcCbISIKM JOKYMEHTOB.

4.3. Cnucku (nepeyHun) obopynoBaHus.

5. J0KymeHTbl (NPOTOKO/Ibl, CNPABKKU, CBEAEHUA, CBOAKU, PAcyeTbl, OTYETbI, AOKNAALHbIE U
cnyxebHble 3aNUCKU M Ap.) N0 ONepaTUBHbIM BONpocam

5.1. NopyyeHus pykosoauTtena ¢penepasbHOro opraHa UCNONHUTENIbHOM BAACTU CTPYKTYPHbIM
noapasgeneHuam.

5.2. lokyMeHTbl paboymx rpynn, KOMMCCUN ONEPATMBHOMO XapaKTepa.

5.3. [lOKyMeHTbI CTPYKTYPHbIX NOApasaeneHui, npeacraBasemole pykosoactsy deaepanbHoro opraHa
NCMNONHWUTENbHOW BAACTU.

5.4. JoKyMeHTbl N0 MHPOPMALMOHHOM AeATENbHOCTU.

5.5. JOKYMEHTbI N0 TPYAOBbIM OTHOLEHMAM U KaZpoBOMY obecrneyeHmto.
5.6. [lOKyMeHTbI N0 AOKYMEHTaLMOHHOMY obecneyeHunto ynpaBaeHus.
5.7. lOKyMeHTbI N0 aAMNHUCTPATUBHO-XO3ANCTBEHHON AEATENBbHOCTH.
5.8. JOKyMeHTbI N0 6bITOBbIM BONPOCaM.

5.9. JloKyMeHTbI NO opraHn3aumm gocyra.



6. BHyTpeHHAA nepenucka
6.1. BHyTpeHHAA nepenuncKa:
6.1.1. 0 peanunsaumm NPUHATbIX PeLIEHNN;
6.1.2. 0 NpUMEHEHUN HOPMATUBHbIX LOKYMEHTOB;

6.1.3. N0 OpraHM3aUMOHHbIM BONPOCAM AEeATENbHOCTU, B TOM YNC/IE NO NPOBEAEHUIO Pa3SNYHbIX
MepPONpPUATUIA;

6.1.4. no onepaTMBHbIM NPAaBOBbIM BONPOCaM;

6.1.5. no Bonpocam obecneyeHmns obopyaoBaHUEM;

6.1.6. no BonNpocam Aenonpoun3BoACTBa M APXMBHOIO Aena;

6.1.7. N0 XO3ANCTBEHHbLIM M AAMUHUCTPATUBHbLIM BONPOCaM;

6.1.8. no obecneyeHUto TPAHCNOPTOM, CBA3bIO;

6.1.9. no Kagposomy obecneyeHuo;

6.1.10. N0 9KOHOMMYECKUM, HAYYHbIM, KYJIbTYPHbIM U UHbIM CBA3AM.

B page cnyyaeB nepenvcka BXOAUT B COCTAB rPynbl JOKYMEHTOB, 06beAMHEHHbIX B OAHY CTaTbiO
«LOKYMEHTbI».

7. [ OKyMeHTbl N0 peructpaumm, yuety 1 KOHTPONIo
7.1. Knurn.
7.2. }ypHanbl.
7.3. KapToukKu.
7.4. PeecTpbl.
7.5. ba3bl AaHHbIX.

Ony6aunkosaHo: 07.07.2011, nocneaHee nsmeHeHue: 07.07.2011
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