3apeructpupoBaHo B MuHiocte P® 27 aHapsa 2006 r. N 7418

TUNOBAA UHCTPYKLINA
Nno AENOMNPOU3BOACTBY B ®EAQEPAJIbHbIX OPFTAHAX
MCNONHUTENBHOU BITACTU

|. O6Lwue nonoxeHus

1.1. TunoBasi WHCTPYKUUSA MO Oenonpou3BoAcTBY B deneparnbHbiX OpraHax WCMOMHUTENbHOW
BnacTu paspaboTaHa B cooTBeTCTBMM C [locTaHoBneHuneMm [llpaButensctBa Poccuiickon ®egepaumm ot
19.01.2005 N 30 "O TunoBomM perrnamMeHTe B3auMOAEWCTBUS defeparibHbIX OPraHoB UCMOSTHUTENBHOM
Bnactn" (CobpaHne 3akoHopatenbctBa Poccunckon depepaumm, 2005, N 4, ct. 305), Ha ocHoBe
denepanbHbix 3akoHoB, akToB [peangeHta Poccuiickon ®epepauumn u lNpasutensctea Poccunckon

depepaumn.
1.2. TunoBas WHCTPYKUUA NO AenonpousBoAacTBY B dedeparnbHbiX OpraHax WCMOMHUTENbHOW
BnactTum (ganee wumeHyeTca - TunoBas WHCTPYKUMA) YycTaHaBnuBaeT obwme TpeboBaHus K

YHKUMOHNPOBaHMIO CnyX0 OOKyMeHTauMoHHOro obecneyeHus ynpaBneHus, [OKYMEHTMPOBaHWIO
ynpaBrneH4yeckon OeATenbHOCTU W opraHusaumm paboTbl C AOKymMeHTamu B doefdeparbHbIX OpraHax
WCMNOMHUTENBHOW BIACTU - MUHUCTEPCTBAX, cnyxbax, areHTcTBax.

1.3. ®epepanbHble opraHbl UCMOMTHUTENBHOW BNACTM OPraHM3yloT M BeayT Oenonpou3BoaCcTBO Ha
ocHoBe TWMOBOro pernamMeHTa BHYTPEHHEW opraHu3auum depeparnbHbiX OpraHoB WUCMOMHUTENBHOW
BnacTu, yTBepxaeHHoro NoctaHoBneHmem lMpaButenscrBa Poccunckon deaepaumm ot 28 mrona 2005 r.
N 452 (CobpaHue 3akoHogaTtenbcTBa Poccuinckon ®epepauun, 2005, N 31, c1. 3233), nugnBmayanbHbIX
WHCTPYKLUUIA MO [enonpou3BoACTBY, pernaMeHToB defeparnbHbiX OpraHoB MCMOMHWUTENBHOW BRNacTtw,
OPpYrnX HOPMaTUBHO-METOANYECKMX AOKYMEHTOB 1 HacTosALWwen TUnoBomM MHCTPYKLMK.

MHamBruayanbHble  WHCTPYKUMM MO AEeronpoM3BOACTBY  YTBEPXKOAIOTCH  PyKOBOAUTENSAMM
q)ep,epaanblx opraHosB MCNONMHUTENBbHOW BNacTW MNOCMEe COrnacoBaHuUA C (Dep,epaanbm aAPXUBHbIM
areHTCTBOM.

1.4. TlonoxeHuss TuWNOBOM WHCTPYKUMM PaCMpOCTPAHAKTCA Ha opraHu3aumio paboTbl C
OOKyMEHTaMy He3aBUCUMO OT BuAa HOCUTENS, BKIOYaA UX NOArOTOBKY, PermcTpaumio, y4eT U KOHTPOIb
WCMNOSHEHUS, OCYLLECTBIISIEMbIE C MOMOLLI0 aBTOMaTU3MPOBaHHbLIX (KOMMBIOTEPHbIX) TEXHOMNOMMIN.

ABTOMaTM3NPOBAHHbIE TEXHOMOMMM 00paboTKM [OOKYMEHTHOM WHOPMaUUW, NPUMEHSEMbIE B
denepanbHOM OpraHe WCMOMHUTENbHOW BMAACTW, AOMKHbI OTBeYaTb TPebOBaHUAM WHCTPYKLMKU MO
[enonponsBoACcTBy 3TOro opraHa.

1.5. MNpaBuna paboTbl C AOKYMEHTaMW, COAEPKALUMM CITy)XeOHY0 MHopMaLno orpaHNYeHHOro
pacnpocTpaHeHusi, ycTaHoBmneHbl B lNMonoxeHun o nopsgke obpaleHus co cnyxebHon mHdopmaunen
OorpaHun4eHHoOro pacnpocTtpaHeHunsa B q)e,qepaanblx opraHax MCNONMHUTENBHON BnacTun, yTeBepXageHHOM
MocTtaHoBneHveMm lNpasutensctBa Poccuiickon ®egepauun ot 3 HoA6pa 1994 r. N 1233 (CobpaHue
3akoHoparernbcTBa Poccuickon ®egepauun, 2005, N 30 (4. 11), cT. 3165).

1.6. OpraHu3aumsi, BegeHWe N COBEPLLUEHCTBOBAHME CUCTEMbI JOKYMEHTALMOHHOIO obecrneyeHus
yrpaBfeHnss Ha OCHOBE €LMHOW TEXHWUYECKOW MOMUTUKM U NMPUMEHEHUST COBPEMEHHBIX TEXHUYECKMX
cpeactBs B paboTe C OOKYMEHTaMKW, METOAMYECKOE PYKOBOACTBO M KOHTPONb 3a cobnogeHnem
yCTaHOBMNEHHOrO nopsgka paboTbl C OOKyMEeHTaMuM B nogpasgeneHvax depepanbHoro opraHa
WCMNOSMHWTENBHOW BAacTU OCYLLECTBIISIOTCSA CTPYKTYPHbIM MoApa3gesieHMeM, Ha KOTOPOE BO3MOXEHbI
QYHKUMM MO OOKYMEHTaUMOHHOMY obecneyeHuno ynpaeneHust (ganee umeHyetcs - cniyxba [OY)
deaeparnbHOro opraHa UCNONMHUTENbHOW BacTu.

[l. MpaBuna nogrotoBkn n 0oHopMNeHUs JOKYMEHTOB

2.1. NopgrotoBka n oopmNeHe NPOEKTOB
3akoHoaaTenbHbIX akToB Poccuickon degepaumm

2.1.1. ®egepanbHble opraHbl UCNOMHUTENBHOW BRAcTU, OCyLLEeCTBNsWME pyHKUUN NO BbipaboTke
rocygapCTBEHHOM MOMUTMKM W HOPMATUBHO-NMPaBOBOMY PEryNMpOBaHW0 B YCTAHOBIIEHHOW cdepe
pestenbHOCTM, paspabaTtbiBaldT  NpoekTbl  dedepanbHbiX  3aKOHOB  BO  UCMOJIHEHWE  aKTOB
3akoHogarenbcTBa Poccuinckon ®egepaunm, NnaHoB 3aKkOHOMPOEKTHOW AeATenbHocTu [NpaBnuTensCcTBa U
COOTBETCTBYIOLLMX MOPYYEHUN, a TaKkKe No COOGCTBEHHOM MHMLMATUBE.

2.1.2. 3aKkoHOMpPOEeKTbl, noArotTaBnNMBaeMble AN BHeceHus B [lpaBuTtenbctBo Poccwuiickon
®epepaumm, nevatatotca wpudtom N 15 Ha cTaHaapTHbIX nMcTax Bymarn popmata A4.



Ha nepBon cTpaHuue 3aKkOHOMPOeKTa B NpeAenax BepxHew M NpaBoW rpaHuL, TEKCTOBOrO Mo
npoctaBngeTca nomeTtka: "BHocutca MNpaButensctBoMm Poccuiickon denepaumn”. lNomeTtka neyvataetcd
yepes 1 MHTepBan v BbiIpaBHMBAETCS MO JIEBOMW rpaHuLe.

Ha paccTostHum MeXCTpPOYHOro uHTepBarna 24 Nt OT NOMETKU y NPaBoOW rpaHuLibl TEKCTOBOMO MO
nevataeTtcs cnoso "lNMpoekT".

2.1.3. 3aKOHONPOEKT UMEET criegyroLume PeKBU3UTLI:

HaumeHoBsaHwne rocyaapctea - POCCUNCKASA ®EOEPALIMSA - neyaTtaeTcs NponUcHbIMM GykBamm
N BblAENSETCA NONYXMPHbIM PN TOM. BeipaBHMBaETCA MO LIEHTPY.

HauveHoBanne Bupga akta - OEOEPANBHLIA  KOHCTUTYUMOHHBLIA  3AKOH  wunm
®EMEPAJITbHbIN 3AKOH - oToensieTcs OT NepBOro PEKBM3WTA MEXCTPOUHBIM WHTEpBanom 24 T,
neyataeTcs MpoMuCHbIMU OykBamu pasmepom wWwpudta He Gonee N 17 M moxeT ObiTb BblAeneHo
NOMNYXMPHbIM PN TOM. BeipaBHMBaETCA Mo LEHTPY.

3aronoBok oTgensieTcd OT Mnpeablaylero peKkBusnTa MEXCTPOYHbIM WHTepBanoM 36 NT U
neyataeTtca yepe3 1 uHTEpBan, BblAENAETCA MOMYXMPHBIM LIPUATOM U BbIpaBHMBAETCS MO LEHTPY.
MuweTtcsa ¢ nponucHon GykBbl M oTBe4YaeT Ha Bornpoc: "O yem?" nsgaH 3akoH UM B HEM MPUBOAMUTCS
Ha3BaHue kogekca (Hanpumep: ApOuTpaxHbIn NpoLeccyanbHbin kogeke Poccuiickon degepaumm). Touka
B KOHLIe 3arofioBka He CTaBUTCA.

B 3aronoBke 3akOHOMPOEKTa O BHECEHWW W3MEHEHWN B OEeNCTBYLME 3akOHbl Heobxoammo
Ha3blBaTb NPUYUHbI BHECEHUS] U3MEHEHUI UM KOHKPETHYO HOPMY, B KOTOPYHO BHOCATCS U3MEHEHNS, a B
crny4yae HeOdHOKPaTHOro M3MEHEHUs] OOHOW W TOM Xe HOPMbl OOMOSIHUTENbHO YyKasbiBaTb, B Kakow
WMEHHO 4acTu OHa U3MEHSeTCS.

Hanpumep:

O BHeCeHUN n3aMeHeHu B 3akoHoAaTenbHble akTbl Poccunckon ®egepaunm
06 agMUHNCTPATUBHBIX MPaBOHAPYLUEHMAX
B CBsI3M C NpuHATMEM 3emernbHoro kogekca Poccuiickon depepaumm

nnn

O BHeceHUn n3aMeHeHu B NyHKT 2 ctatbu 855 MpaxagaHcKkoro kogekca
Poccuiickon depepaumm B Yactu nnatexen B 6rogpxkeT
1 BO BHeOOaXeTHble hoHAbI

TeKkcT oTAenseTcsa OT 3arofioBKa MEXCTPOYHbIMM MHTepBanamu 36 - 48 nNT 1 neyataeTcd 4depes
MEXCTPOYHbIN UHTepBan 24 nr.

TekcToBas 4YacTb 3aKOHOMPOEKTa MOXET Noapa3fensaTbcs Ha NpeamMmbyny Y OCHOBHYHO 4acTb.

OcHoBHas yacTb TEKCTa 3aKOHOMPOEKTa MOXET NOApa3AensTbCs Ha YacTu, pa3gensl, nogpasgens,
rnaBbl, naparpadbl, CTaTbu.

3aronoBkn 4yactem M pas3genoB nevyaTalwTcs MNPOMUCHBIMKM BykBaMy MOMNY>XUPHBIM LUPUADTOM U
BbIpaBHMBAIOTCS NO LEHTPY. Touka B KOHLE 3arofioBka He ctaBuTcs. Homepa npocTaBnsaiTca pUMCKAMMA

undppamm.
Hanpuwmep:

PASOEN |
NMPABO COBECTBEHHOCTW U OPYTME BELLHBLIE NMPABA

Moapasgen umeeT NOPSAKOBLIA HOMepP, 0603HAYEHHLIN PUMCKMMU LndpaMn, 1 HaMMeHoBaHMe.
O06o3HayeHVe nogpasgena nedataeTcs C NponucHon OykeBbl ¢ ab3auHoro oTctyna. HammeHoBanue
nogpasgena nevyataetcs NOMY>KUPHbBIM LPUATOM.

Hanpumep:

Moppasgen I. O6wwme nonoxeHus 06 obsasaTenLcTBax

"naBbl HymepytoTcs apabckumm Lmdpamu 1 MMetoT 3aronoskn. Obo3HayeHne rnasbl nevaTtaeTcs ¢
nponucHou BykBbl, ¢ ab3auHoro oTcTtyna. 3aronoBoK rnaBbl NevYaTaeTcs NOMYXUPHbIM LLUPUMTOM B OOHY
CTPOKY C 0O03Ha4YeHnemM HoMepa, NOoCre KOTOPOro CTaBUTCS TOYKa.

Hanpumep:

naBa 5. lNpaBa, 0653aHHOCTN M OTBETCTBEHHOCTb

Maparpad obo3HavaeTcAa 3HakoMm §, MMeeT MnopsaKoBbIM HOMep, 06O03HAYEHHbIN apabCcKMMK
umcdpammn 1 3aronioBoK. 3aronioBok naparpacda nuuweTcsa ¢ NponMcHON OyKBbl MOMYXUPHBIM LLIPUAITOM B
OfHYy CTPOKy ¢ 0603Ha4YeHnem HoMmepa naparpada, nocre KOTOporo CTaBUTCH TOYKa.

Hanpumep:

§ 1. Xo3ancTBeHHbIE TOBapuLLEeCTBa 1 obLiecTsa



CratbM VMEWT eOuHyl CKBO3HY Hymepauumio. [lopsgkoBbii HOmep cTaTbM oboO3HavaeTcs
apabckumun umdpamu. O6o3HaYeHUe cTaTbu neyaTaeTcd C nponucHon OykeBbl ¢ ab3auHoro oTcTyna.
3aronoBok cTaTbM nevaTaeTcss C MNPOMUCHOW OyKBbl MOMYXUPHbIM LWPUEPTOM B OOHY CTPOKY C
0603Ha4YeHnem Homepa, Nocne KOTOPOro CTaBUTCS TOYKa.

Hanpuwmep:

Cratbsa 33. CepTudmkaums

B wucknioumMTenbHbIX Criyyasx cTaTbsi MOXET He MMmeTb 3aronoBka. [lpy ero oTcyTcTBUM CrOBO
"cTaTbs" U HOMEP BbIAENSOT NONYXUPHBIM LWPUETOM.

B 3aBMCUMOCTU OT cofepaHus cTaTbsl MOXET noapasfensaTbCa Ha 4YacTu, MYHKTbl, NOAMYHKTbI,
absaubl. Yactn obosHavatoTca apabckumy LmdpaMm ¢ ToYkon. Hymepauus nyHKTOB OcyLlecTBhAsieTcs
apabckMmu umdpamuy € 3akpbiBatoLen Kpyrron ckobkow. MNognyHkTel 0603HavaTcs GykBaMu pyCccKoro
andasunTa C 3aKpbiBaOLLEN KPYITION CKOOKOMN.

Moannck oTaensaeTcsa OT TeKCTa MEXCTPOYHbIM MHTepBanom 36 Nt u coctout u3 cnos "lMpe3ngeHT
Poccuiickon ®epepaunn”. Cnoea "lNpesnaeHT" n "Poccuiickon Pepepauun” nevartarotcss B 2 CTPOKM
yepes OA4MH MEXCTPOYHbIM MHTepBarn. Cnosa "Poccuiickon ®egepauun” nevataroTcs OT NEBON rpaHuLbl
TEKCTOBOro nons, a croeo "lNMpe3ngeHT" BbipaBHMBAETCS MO LEHTPY OTHOCUTENbBHO 3TUX CMOB.

WUHuupman wumenn wn  damunna [MpesngeHta Poccuiickon ®egepaunn  ykasblBaTcs  Mnpu
0opMIIEHNUN NPUHATOrO 3aKkoHa B [ocyaapcTaseHHoM [yme.

Busbl npoctaBnsawTCA Ha NULEBON CTOPOHE MOCNeaHero nucTa 3aKoHOMPOEKTa B HUKHEW ero
yacTu.

O6paseL, odopmIieHus 3akoHonpoekTa npusoautcs B MpunoxeHmun N 1.

2.1.4. TpeboBaHus N0 0POPMITEHNIO NOSICHUTENBHOW 3aMNCKM K 3aKOHOMPOEKTY.

MosicHnTenbHasa 3anuMcka K 3aKoHOMPOeKTy nevataeTtcs wpudTtoMm N 14 Ha cTaHOApTHBIX NMCTax
Oymaru popmata A4 1 uMeeT creayrLme PeKBU3UTDI.

HanmeHoBaHve Buaa OOKyMeHTa - nevaTaeTcs NpPONUCHbIMKM OyKBaMu HmKe rpaHuLbl BEPXHEro
nonsi CTpaHuubl Ha 24 NT, BbiAENSeTCA NOMYXXMPHbBIM LUPUADTOM M BbipaBHUBAETCH MO LEHTPY.

3aronoBok oTAendeTca OT nNpeabiayLlero pekBuanTa MEXCTPOYHbIM MHTepBanom 24 nrT,
neyataeTcs CTPOYHbIMM OykBamMn 4Yepe3d 1 WuHTEpBarn, BbIAEMNSETCA MONYXMPHbIM  LWPUATOM U
BblpaBHMBAETCS NO LEHTPY. TOYKa B KOHLLE 3arofloBKa He CTaBUTCA.

B 3aronoBke K TEKCTY yka3blBaeTCH MOMHOE Ha3BaHWE 3aKOHOMPOeKTa, K KOTOPOMY MoAroToBrieHa
NosSICHUTENbHasA 3anucka.

Hanpumep:

K npoekty defepanbHoro 3akoHa "O BHECEHUM M3MEHEHUI B cTaTbio 1 3akoHa
Poccwuinckon depepaumm "O nogoxoaHOM Hanore ¢ omaundeckmx nuy"

TeKCT oTaensieTcsl OT 3arofioBKa MEXCTPOYHbIM MHTepBanom 24 - 36 NT M neyaTtaeTca 4depes
uHTepBan 18 NT Ha paccTosHumM 1,25 cM OT NEBON rpaHNULLbl TEKCTOBOIO NOMS.

TeKcT aomkeH copepxatb 060CHOBaHUE HEODXOANMMOCTU NPUHATUSA 3aKOHOMPOEKTA, BKIYatoLLee
pPas3BEPHYTYI0 XapaKTEPUCTUKY 3aKOHOMPOEKTA, €ro Lenen, OCHOBHbIX MOMOXEHWUA, MecTa B CUCTEME
OEeNCTBYIOLLEro 3aKoHOAATENbCTBA, a Takke MPOrHO3 CounarnbHO-9KOHOMUYECKUX U UHbBIX NOCReACTBUI
€ro MpUHSTUS.

2.2. MoaroToBka 1 ohopmeHne NPOEKTOB akToB
MpesngeHTa Poccuiickon ®eagepauunm

2.2.1. MoaroToBka 1 ocopmnerne npoektos aktoB (YKA30B n PACMOPSXXEHWI) MpesnaeHTa
Poccuiickon degepaumm npousBoantca  dedeparnbHbIMKM  OpraHamMu  UCMOSNTHUTENbHOW Bractm B
COOTBETCTBMM C MOPSAKOM, YCTaHOBMEeHHbIM [Mpe3ngeHTom Poccunckon deagepaumm, AogMUHUCTpaumen
MpesungenTa Poccuiickon depepaumm, MNpasutensctBom Poccuiickon depepaumm n HacToswen Tunosomn
WHCTPYKUUNER.

2.2.2. lNMpoekTbl akTtoB lNpe3ungeHTa Poccunckon deaepaumm n NpunoXeHUs K HUM neyaTaloTcs Ha
CTaHfapTHbIX nuctax Oymarm A4 (210 x 297) wpudptom N 15. BepxHee nomne [OoOKyMeHTa
yCTaHaBnMBaeTcs rpaHuuamm bnaxka. Jlesoe none - 2,75 cm, npaBoe - 2,25 cM U HWXKHee - He MeHee 2
cMm. Mpu ocbopmneHnn NpoekTa akTa Ha AByX U Bonee cTpaHuLax BeEpxXHee nosie BTOPOW M NocneayroLmx
CTpaHuL, COCTaBNSAET He MeHee 2,5 cm.

2.2.3. MNpoekTbl aktoB [lpesngeHTa Poccuiickon dPepepaumm MMeOT crnegylowmne pekBUsnUThb:
HaumeHoBaHue Buaa akTa (Ykas lNpesngeHTta Poccuiickon ®epepauun nnn pacnopsbkeHune MNpeangeHta
Poccuiickon depepaunmm), 3aronoBoK 1 TEKCT.



3aronoBok nevaTaeTcsi Ha pPaccTosHUM He MeHee 9 CM OT BEPXHEro Kpasi nucra, nuweTcsa ¢
nponucHon OykBbl, BbIAENSETCA MOMYXMPHbIM LWPUATOM. TOYKa B KOHLIE 3arofioBKa He CTaBUTCS.
3aronoBok, COCTOSILLMI U3 ABYX 1 Boree CTpokK, nevataeTcs Yepes 1 MEeXCTPOUHbIA MHTepBarn.

Ha4ano n KoHel, KaKOoW CTPOKM 3arofioBka LIEHTPUPYHOTCA OTHOCUTEenbHO cnos "lpe3ngeHT
Poccuiickon ®epepauun”. B oTgenbHbix pacnopsikenunsax [peanmpgeHta Poccuinckon depepaumm
3arofiloBOK MOXeT OTCYTCTBOBaTb.

TeKkcT oTaensieTcd OT 3arofioBka AOMOSNHWUTENbHbIM MHTEpBaNoM 24 nT M nevaTaeTca 4vepes
uHTepBan 18 Nt <*>.

<*> [lonyckaeTcs yMeHbLUEeHNe NHTepBanoB mexady peksusutamu "3aronosok”, "Tekct", "Mognuce”
n "Mecto wu3gaHua" npuv HeobxoOMMOCTM pa3MeLLleHUs TekcTa MpoeKkTa Yykasa, pacnopshkeHust
MpesunaeHTa Poccuiickon defeparmm Ha 04HOW CTpaHuLe.

TekcT neyataeTcs OT NEBOW rpaHWLbl TEKCTOBOrO MOMS U BblpaBHMBAETCH MO NeBOW U npaBoun
rpaHuuam TekcTtoBoro nons. epBas cTpoka ab3aua HadnHaeTcs Ha pacctogHumn 1,25 cm oT neBon
rpaHu1Lbl TEKCTOBOIO NONS.

TekcToBas 4acTb MOXET MNOApPas3genATbCA Ha KOHCTATMPYKOLWYK 4YacTb - npeambyny w
NOCTaHOBMSAIOLLYIO YaCTb (B pacCnopsXXeHUn - pacnopsanTENbHYIO YacTb).

Mpeambyna B yka3sax lNpe3ngeHTta Poccuiickon ®egepaumm 3aBepLiaeTcs CrioBOM "NocTaHoBMsA0",
KOTOpOEe nevaTtaeTcs B paspsaky.

MMyHKTBI B TEKCTE HYMepYyLoTca apabeknumu Lumdpamm ¢ TOHKOW U 3arofioBKOB HE UMEIOT.

MMyHKTBI MOTyT pas3genaTbCa Ha NOAMNYHKTbl, KOTOPblE MOrYT HyMepoBaTbCs apabckumn Lmdpamu
U CTPOYHBIMU ByKBaMU C 3aKpbIBatOLLEN KPYToM CKOGKOMN.

Bce uameHeHVss U OOMONHEHUSA, BHOCUMbIE B paHee MPUHATbIA yKka3 (pacrnopsbkeHue), OOMKHbI
COOTBETCTBOBATL CTPYKTYpPE OCHOBHOrO HOPMaTUBHOTO akTa.

Mpn Hanuuuu npunoxeHwn K ykasdy (pacnopsbkeHuto) lNpesvgeHTta Poccuickon depepaumm B
TEKCTe Ha HMX 006A3aTenbHO AenaeTcs CCebifKa.

Honyckaetca neyataTb MNpPONWCHbIMW OykBamMyn U BbIAENATb WPUEPTOM APYrol HaCbILEHHOCTU
dammnmMm Npu NOAroTOBKE MPOEKTOB YKa3oB (pacnopsikeHun) MNMpeangeHTta Poccuinckon depepauum no
BOMpoCaMm HarpaxgeHusi TrocyAapCTBEHHbIMW Harpagamu, MNPUCBOEHWS MOYETHbIX, BOWHCKUX U
cneumanbHbIX 3BaHUN Poccuiickon Pepepaumm (B ApYrMx Criydyasix He pekoMeHayeTcs).

Mopnnck oTaendeTca OT TekcTa AONOSNHUTENbHbIM WHTEpBarioM 32 NT M COCTOMT M3 CrioB
"MpesngeHt Poccunckon ®egepaumn”, uHuumana umeHn wn damunum [NpesmaeHta Poccuickon
depepaumn.

Cnosa "MpesngeHT" n "Poccunckon ®egepauun” nevataroTca B ABE CTPOKM Yepes3 1 MeXCTPOUHbIN
uHTepBan. OT rpaHuubl NeBoro nons nedvartatoTcs cnoea "Poccunckon Pepepauun”, a Ccroso
"MNpe3naeHT" LeHTpUMpyeTCa OTHOCUTENbHO 3TUX croB. WHuuman wumeHn u cdamunua [pesvageHTa
Poccuiickon ®epepaummn neyataloTcs y NpaBomr rpaHnLbl TEKCTOBOrO NOnsi.

MecTo usgaHusa otgensdeTcs OT NOAMWCK, Kak MpPaBumio, OOMOSHUTENbHbIM WHTEpBanom 48 nr
MEXCTPOYHBIMM UHTEPBaNaMm u nedaraeTcs oT rpaHubl nesoro nons: Mocksa, Kpemnb.

Ha pacnopshkeHusx MecTo n3gaHunst He nevarTaeTcs.

[aTta npoctaBngetca nocne nognucaHus [OOKyMeHTa, odopMnsieTca CrnoBeCHO-LN(POBbLIM
crnocobom 1 otaensieTcs ot pekeuauta "MecTto usgaHusa" MexcTpodHbiM nHTepsanom 18 nt. MNevataeTca
OT NTEBOW rpaHuLbl TEKCTOBOIO MOM4.

Homep npoctaBnseTca nocne nognucaHus, nedyaraetcsd OT NeBOW rpaHuLbl TEKCTOBOrO MOns u
oTaensieTca oT pekBusnta "[aTta" MexcTpoyHbIM MHTepBanom 18 nr.

K nopsigkoBoMy Homepy pacnopsbkeHus [MpesvgeHta Poccuinckon depepauun 4yepes geduc
nobaensTcs CTPoYHble OykBbI "pn"”.

MpunoxeHnss Kk npoektam ykas3oB W pacnopsbkeHun [MpesvgeHta Poccunckon ®epepauuu
0hOpMAATCA Ha OTAENbHBIX IMCTax bymaru.

Pa3mepbl nonen, WpndTbl U MEXCTPOYHbIE MHTEPBAnbl MPU NeYyaTaHun NPUIOXKEHNA MOEHTUYHBI
pasmepam, NpMMeHAEMbIM NpY NeYyaTaHUM TEKCTOB YKa30B (pacrnopsiKeHun).

MpunoxeHnamMn HBMAOTCS MOMOXEHUS, pernameHTbl, NepeyHu, Crnucku, rpadukn, Tadbnuupbl,
0o6pasubl JOKYMEHTOB 1 Ap. [1pnnoxeHnst BU3MpyrTCA pykoBOAMTENEM OpraHa, BHECLLEro NpoeKT.

Ecnu B TekcTe gaeTtcs ccbinika "CornacHo NPUoXeHWo", TO Ha NepBON CTpaHULE NPUMOXEHUs B
npasom BepxHem yrny nuwetca cnoso MNMPUTNTOXKEHWE, Huxe 4depe3 MexXCTpoudHbln uHTepsan 18 nt
[aeTcsa cebinka Ha ykas unm pacnopsibkeHue lNpesungeHta Poccuiickon ®epepaumun. Bece coctaBHble YacTu
peKkBU3MTa LIEHTPYIOTCH OTHOCUTESbHO CaMOMn AfIMHHOW CTPOKM M nevaTtarTcs vyepe3 1 MEeXCTPOYHbIN
uHTepBan. [pn HanNMYMM HECKONBKMUX MPUNOXEHUIN, OHN HYMEPYHOTCS.

Hanpuwmep:

[IPUMIIOXEHVE N 1



Kk Ykasy llpesumeHTa
Poccurickon demepalum

N

MNpunoxeHna 3akaHYMBaOTCA YepPTOM, pPacrofiOKEHHOW MO LUEHTPY TeKkcTa Ha pacCTOSHUK
NPUMEPHO 3 MEXCTPOYHbLIX MHTEPBANOoB. [1rMHa YepTbl cocTaBnseT 2 - 3 CM.

Mpn Hanuuun B TekcTe akTta opmynupoBku "YTBepauTb" (Mpunaraemoe MnoMoXeHne, cocTas
KOMUCCUM, NepedYeHb MeponpuaTuiA M T.4.) Ha CamMOM TMPUMOXEHMM B NPaBOM BEPXHEM Yrny
pacnonaraetcsa cnoso YTBEPXOEHO unu YTBEPXXOEH co ccbinko Ha HOpMaTMBHbLIA akT, ero aary,
HoMmep.

Hanpuwmep:

YTBEPXIEHO

YrkaszoM [lpesuneHTa
Poccurickonm denmepauum

N

Cnosa YTBEPXOEHO n YTBEPXXOEH B npunoxeHusx cornacyioTcs B poge M yucne ¢ Buaom
yTBEpPXOaeMoro JOKymeHTa: nonoxenue - YTBEP>XIEHO, nporpamma - YTBEPXOEHA, meponpusatms -
YTBEPXOEHbI.

3aronoBoK K TEKCTY MPUIMOXEHUs neyataeTcs LEeHTPOBaHHbIM crnocobom. HavmeHoBaHnune Buaa
OOKyMeHTa - NpunoxeHuns: (nepeoe CNoBO 3arofioBka NPUoXeHus) BblgenseTcs nponucHeiMmM Bykeamu,
NONYXXMPHbIM LLIPUATOM 1 MOXET BbITb HanevaTaHo B pa3psaaky (MONOXXEHUME, NMEPEYEHDL, CMIMCOK
T.4.). MeXCcTpoYHbIi nHTEepBan Mexay nepBoW CTPOKOW 3aronoBka M MOCHefylLwnMn CTPOKaMu MOXeT
ObITb yBEnMyeH Ha 6 nT.

3aronoBok NPUNOXeHUa oTaensieTca OT AaTthl MU HOMEpa akTa AOMOMHUTENbHbIM MHTepBanom 70
NT, MHTEpBanamu oT TEKCTa NPUNOXEHUS - JONONHUTENbHLIM MHTEPBAaNoMm 24 nt.

Mpy HanMuunm B TeKCTe MNPUNOXEHUA HECKOMbKNX pasfenoB WX 3arofloBKM  nevaTtarTcs
LEeHTPOBaHHbIM CMNOCOOOM (OTHOCMTENBHO rpaHuL, TekcTa). Toyka B KOHLle 3arofloBka He CTaBUTCH.
[onyckaeTcs BblAENATb 3arofoBKM pa3faernioB MNOSYXMPHbBIM LLUPUATOM.

TeKCT NpUnoXeHus MOXeT OblTb ocbopmIieH B Buae Tabnuubl. 'padbl 1 CTPOKM Tabnuubl AOMMKHbI
UMETb 3arofloBKW, BbIPaXXEHHbIE MMEHEM CYLLECTBUTENbHbIM B MMEHMUTENBHOM nagexe. NogsaronoBku
rpad n CTpOK rpaMMaTUYECKn AOMKHbI OblTb COrNacoBaHbl C 3arofioBKamMMm.

Ecnn Tabnuuy nevaTtaloT Oonee 4Yem Ha OOHOW CTpaHuLUe, 3arofioBoYHas 4actb Tabnuubl
(HanmeHoBaHwMe rpad) NOBTOPSAETCS Ha KaXaown CTpaHuLe.

JINCTbI NPUNOXEHUA HYMEPYIOTCH CaMOCTOATENBHO HAYMHasA CO BTOPOro nmcTa.

Mpn HanuumMu B TEKCTe MPUNOXEHUN CCbINKM Ha CHOCKY OHa OMOPMNAETCs 3BE340YKON MIu
umdpont co ckobkon. TeKCT CHOCKM nevyaTaeTcs 4vepe3 1 MEXCTPOYHbIA MHTEepBan B KOHUE Kaxaow
CTpaHuLbl UK NOCne NPUNoXeHus B LIeNoM noj Yeptou. [locne cumBona CHOCKM ee TEKCT nevataeTcs ¢
nponucHom 6ykebl. B KOHLIE TEKCTA CHOCKM CTaBUTCS TOYKA.

Ha ogHow cTpaHuLe He JOMKHO NPOCTaBNATLCS Gonee Tpex CHOCOK.

B nonoxeHusix, nporpammax, yctaBax W ApyrMx noAobHbIX OOKYMeHTax pasgenbl U [nasbl
HYMEpYITCH, KaK MpaBuiio, pUMCKUMMK Ludpamm, a MyHKTbl U NOAMYHKTbI - TaK Xe, Kak U B TEKCTe ykasa
(pacnopspkenus) MNpesngeHta Poccunckon depepauun. B ykasaHHbIX JOKYMEHTaX UX COCTaBHbIE YacTu
(pasgenbl, nogpasgenbl, MNyHKTbl, MOAMYHKTbI) MOXHO Takke HymepoBaTb apabckumu umdpamu.
Mogpasgenbl HymepyloT B npedenax pasgena. Homep nogpasgena OormkeH COCTOSATb M3 Homepa
pasgena M Homepa nogpasgena, pasgeneHHbiX Toukow (Hanpumep, 1.2.). Homep nyHkTa [omkeH
COCTOATb M3 HOMepa pasfgena, nogpasgerna W NyHKTa, pasgeneHHbIX Todkamu (Hanpumep, 2.3.1.).
MMyHKTBI Npy HEeobXooMMOCTM MOryT MOAPAa3nensTbCA Ha MNOAMNYHKTbl, KOTOPbIE [AOSPKHbI UMETb
NOpsIAKOBYIO HYMepaLuio B Npefdenax Kaxaoro nyHkta (Hanpumep, 1.2.2.1.).

Busbl npocTaBnsATcA Ha 060POTHOW CTOPOHE MOocneaHero nMcTa NpoekTa ykasa (pacnopsiKeHus )
B HWXXHEN ero 4actu.

Ha npunoxeHusx K MpoekTam yka3oB (pacrnopsiKeHWn) BU3bl NPOCTaBMASTCA Takke Ha 060pOTHON
CTOPOHE NOCMNEAHErO NNCTa NPUINOXEHUS.

Obpasey odopmneHunss npoekta ykasa [lpeangeHta Poccuiickon Pepepaumm npvBedeH B
MpunoxeHum N 2.

2.3. MogroToBka 1 oopMrieHMe NPOEKTOB aKTOB
MpasutenbctBa Poccuinckon denepaunm



2.3.1. MogrotoBka 1 odopmneHne npoektos aktos (NMOCTAHOBNEHUM u PACTMOPSXEHNIA)
MpasutenbctBa Poccuiickon Pepepaunm npounssogutca dedeparnbHbIMM OpraHamMu MCNOSTHUTENBHOMN
BlAaCTU B COOTBETCTBUM C NOPSIAKOM, YyCTaHaBnmMBaembim [NpaBuTtenbctBom Poccuiickon ®epepauun.

2.3.2. lpoekT noctaHoBNeHns unu pacnopshkennst lNMpaeBuTtenbctBa Poccuinckon depepaumm
nevaTaeTcsa Ha CTaHgapTHOM nucte bymarn chopmaTa A4 wpudTom pasmepom N 14. [poekT akta nmeet
cnegylowme pekBuUsnThbl:

HanmeHoBaHve Buaa akta - noctaHoBneHue [lpaButensctBa Poccuiickon ®depepauum unu
pacnopskeHue NpasutensctBa Poccuiickon egepaumu.

[aTta akta oTaenseTcs OT HAMMEHOBaHUSA BUAA akTa, Kak NpaBumo, MeXCTPOYHbIM UHTepBanom 24
nT, ocopmnseTcs CroBECHO-UMMPOBbLIM  CMOCOOOM, MevaTaeTcsi LEHTPOBAHHLIM  CMOCOOOM,
npocTaBnsgeTcs Npu NOANMCaHWUM akTa.

WHpekc (Homep) nevaTaeTtcs apabckumm Lmdpamum 1 coctouT u3 3Haka "N" n nopsakoBoro Homepa
JokymeHTa, Hanpumep N 143.

K nopsiakoBomMy HOMepyY pacnopsbkeHus vyepes gedmc gobaenserca 6ykea "p", Hanpumep N 153-p.

MecTo n3gaHus - otaensieTcst ot pekemauToB "[aTta" n "Homep" MeXCTpouHbIM MHTEpPBANoM 24 nT
1 opopmMnAeTCs LEHTPOBaAHHLIM CMNOCO6OM.

3aronoBok - nNopsaok oopMneHust 3arofioBka aHanornvyeH oOopMIEHUIO 3TOr0 pekBu3uTa B
npoekTax yka3os (pacnopshkeHuii) MpesmageHTta Poccuiickon degepaumm.

TekcT oTaenseTcs OT 3arofioBka MEXCTPOYHbLIM UHTepBanom 24 - 36 NT 1 nevyataeTcs WPUPTOM
pasmepom N 14 ¢ nutepsanom 18 nr.

TekcT neyaTaeTcss OT NEBOW rpaHWLbl TEKCTOBOrO MOMS U BblpaBHMBAETCH MO NeBOW U nNpaBou
rpaHuuam TekcToBoro nons. epBas cTpoka ab3aua HadnHaeTcs Ha pacctosHumn 1,25 cm oT neBon
rpaHnupbl Nons.

TekcT MOXeT nogpasfdenaTbCs Ha KOHCTaTUPYHOLLY 4acTb (npeamOyny) U MOCTaHOBMASIOLLYIO
YacTb (B pacnopsiKeHUsIX - pacnopsaAnNTENIbHYHO).

Mpeambyna B npoekTax noctaHoBneHun lNMpaBuTtenbctBa Poccuickon degepaumm 3aBepluaeTcs
cnosamn "lMpaButensctBo Poccuiickon Penepaumm nocTaHOBRSET", NocnegHee CrioBO nNevartaeTcs
NOMYXWPHBIM LWPUDOTOM B pas3psaKy.

Mpeambyna MoOXeT OTCYyTCTBOBaTb, €CNU npeanucbiBaeMble OENCTBUA HEe HYXXOAlTCa B
pasbsCHEHUM.

MocTaHoBRsOWAA (pacnopsguTernbHas) 4YacTb MNPOEKTOB MOCTaAHOBIEHWNA  (pacnopsikeHWU)
MpaButensctBa Poccuiickon denepaumu, Kak npasuno, NoApasaensieTcst Ha NyHKTbI.

MyHKTBI HyMepylTCa apabckMMu LidpamMmm ¢ TOYKOM U 3arofioBKOB HE UMELOT.

Mpn HanuuuMn npUNoOXeHWM K NOCTaHoBMNEeHuo (pacnopshkeHuio) [MNpaBuTensctBa Poccuickon
dPepfepaumm B TEKCTE Ha HUX 006A3aTENbHO AenaeTcs CCbika.

Mognuce oTdensieTca OT TeKCTa MEXCTPOYHbIM MHTepBanom 36 NT M COCTOUT U3 CroOB
"Mpeacenatens lMNpaButenscrtea Poccuickon ®egepaumn”, niuumana umeHn n oamunum MNpegceparens
MpaButenbctBa Poccuiickon ®epepaumn. Cnoea "lMpeacepatens [MpaButenbctea" m "Poccuiickon
depepaummn” nevatawTca B OBE CTPOKM 4yepe3 1 MexcTpoudHbll mHTepBan. Cnoea "lNpencepartens
MpaBuTenbcTBa" nevartarTCs OT NEBOKW rpaHuLbl TEKCTOBOro nonsi, a crioea "Poccuiickon ®enepaumn”
LEHTPUPYIOTCH OTHOCUTENBHO NEPBOW CTPOKU pekBusuTa. MHuuman nmenun un cdamunua lMpeacepatens
MpaBuTenscTBa Poccuiickon ®eaepauum neyaTaloTcs y NpaBon rpaHuLbl TEKCTOBOMO NONS.

MpunoxeHns K NpoekTamM akToB (NOCTaAHOBMEHUN N pacnopsikeHuin) NpasutenscTBa Poccumnckon
dPepepaumm neyataroTcs Ha OTAENbHBIX TMCTax bBymaru 1 BU3MpYyoTCS.

Pa3smepbl nonen, wpudTbl U MEXCTPOYHbIE WHTEpPBAnbl MpU MeyaTaHuuM TeKCcTa WOEeHTUYHbI
pasmepam, NpMMeHAEMbIM NpY 0POPMIIEHUN TEKCTOB NOCTAHOBIIEHWIA (PaCMOPSKEHUN).

Mopsigok odopMieHns NPUOXKEHNA K MPOEKTY NOCTaHOBNEHUs (pacnopsbkeHusi) MNpaButenbcTBa
Poccuickon ®egepauum aHanormdeH oopMIIEHNIO NPUMOXKEHUA K MPOEKTaM yKa30B (pacrnopsikeHui)
MpesungeHTa Poccuiickon depgepaumm.

Busbl npoctaBnsiTcA Ha OOOPOTHOW CTOPOHE MOCMAEQHEro mnucTta nepBoro 3k3emnnspa
(moanvHHKKa) NPoeKTa NOCTAHOBEHWS (PACMNOPSPKEHUS) B HUXKHEN €ro YacTu.

O6pasel ocopmneHus noctaHoBneHus [lpasutensctBa Poccuickon Pegepauun npuvsedeH B
Mpunoxexun N 3.

2.3.3. Ecnn B TekcTe npoekTta akta lNpaButenscrtea Poccuiickon ®efepaumn ynoMMHalOTCs paHee
npuHaTble akTbl [Npe3sngeHta Poccunckon depepaumm unu Mpasutensctea Poccuiickon depepalmm, 10
JenaeTcs Cccbiflka Ha COOTBETCTBYHOLUMI OMUUMANBHBIA UCTOYHMK WX OMyOnMKoBaHWsl, Hanpumep:
"(CobpaHue 3akoHogaTenbcTBa Poccuickon Pegepaumu, 2005, N 3, cT. 6)".

Ecnn noprotaBnuBaembin akT [lpaButenbctBa Poccuiickonn Pepepaummn Bnevet 3a cobon
BHeCeHne M3MeHeHUn unu OonorHeHwn B Apyrne aktbl [NMpaButensctBa Poccuiickon depepaumu, atm
N3MEHEHUS UNW OOMOSTHEHMS BKIOYAKOTCA B NPOEKT MOArOTaBfMBAEMOro akrta WMnv npeacTaBrnsioTcs B
BMAE CaMOCTOATENBHOrO akTa OAHOBPEMEHHO C HUM.



Mpoekt akta [lpaButenbctBa Poccuinickon ®degepaumm nNo  opraHM3auMm  UCMNOSIHEHUSA
denepanbHoro 3akoHa unu akta lNpeangeHTta Poccuinckon denepauun OOMKEH coaepX)aTb CCbIMKY Ha
COOTBETCTBYIOLWMI hefepanbHbii 3akoH nnn akT MNMpesnaeHTta Poccuiickon degepaumm.

2.3.4. B npoektax noctaHoBneHun [MpaButenbctBa Poccurickon depepaumm ynotpebnsitorces
NnonHble oduuManbHble HaMMEHOBaHWS OpPraHOB W OpraHuW3auui, B MPOEKTax pacnopsikeHunh - UX
COKpaLLleHHble ohuLmManbHble HaMMEHOBaHUS.

2.3.5. [JokymeHTbl (MporpaMMmbl, MOMNOXEHUS, pernaMeHTbl, MnaHbl, HOPMbl M T.N.), KOTOpble
npegnaraeTca yTBepauTb NoarotaBnmMBaemMbiM NpoekToM akta lMpasutensctea Poccuiickon ®egepaumn,
B 00A3aTenbHOM nopsake NpunararTcsa K JaHHOMY NPOEKTY akTa.

2.3.6. CnpaBka K NpoeKTy NoCTaHOBMEHUS (pacnopskeHns) 0hopMseTcs Ha CTaHOAaPTHbLIX NUCTax
Oymaru popmaTa A4 U UMeET criefyoLme pekBU3NTLI:

HanmeHoBaHve Buaa OOKYMEHTa - MedvaTaeTcss MpOMUCHbIMW OykBaMuM 2 MEXCTPOYHLIMU
WHTEpPBanNaMn HWXe BEPXHEW rpaHuLbl TEKCTOBOrO MOMs, BblAENSETCA MNOMNY>XUPHbIM LWPUEGOTOM U
BbIpaBHUBAETCS MO LEHTPY.

3aronoBok oTAensieTcs OT NPeablayLEro pekBmanTa 2 MEXCTPOYHbIMU MHTEepBanamu, nevyaraeTcs
CTPOYHbIMKM OykBamMu 4vepe3d 1 WHTepBarn, BbIOENSETCS MOMYXUPHBIM LPUEGTOM M BblpaBHMBAETCS MO
LeHTpy. ToYKa B KOHLIE 3arofioBka He CTaBuTCS.

B 3aronoBke ykasbiBaeTCsi MOMHOE Ha3BaHME MpoOeKTa MOCTaHOBMEHNA (pacrnopsbkeHust), K
KOTOPOMY MOArOTOBIIEHA CnpaBskKa.

TekcT oTpensieTca OT 3arofioBka 3 MEXCTPOYHbIMKM WHTEpBanamu, nevaraetcs LWpudTom
pasmepom N 14 yepes 1,5 nitepeana.

MepBas cTpoka ab3aua nevyataeTcs Ha paccToaHuM 1,25 cM OT NeBo rpaHuLbl TEKCTOBOIO MOMS.

B TekcTe kpaTKo uanaraloTcs MOTUBbLI BHECEHMS MPOeKTa, 000CHOBAHME U CyTb MPOEKTa, Hanu4me
pasHornacuwn, pesynbstatbl NPopaboTkn N 3KCNEPTU3bI.

Moannck oToensieTcs OT TEKCTa 3 MEXCTPOYHBbIMU MHTEPBaNamu.

Moannch BKMOYaeT HaMMEHOBaHWE OOIMKHOCTU NUuA, NOAMMCHIBAIOLWEro CMpaBKy, €ro JIMYHYH0
noannchb 1 pacndpoBKy Nognucu (MHMUManbl 1 hamunuio).

HanmeHoBaHMe [OMKHOCTM nevyaTaeTcsa OT JeBOM TIpaHuubl TEKCTOBOro nons 4yepes 1
MEXCTPOYHbLIN UHTEPBAan U LEHTPUPYETCH OTHOCUTENBHO CaMOW ANIMHHOW CTPOKW.

PacwundpoBka nognucu pacnonaraeTcst Ha YpoBHe NocrneaHen CTPOKNM HaMMEHOBaHUSA OOSMKHOCTU
6e3 npobena mexgy wHuumanamm un damunuen. llocnegHas 6Gyksa B pacwudpoBke nognucu
orpaHu4MBaeTCs NpaBbiM MOSIEM.

Mpy HanuuMM HecKoNnbKUX MOAMUCEN OHW pacnonaralTcs ofHa noA ApYyron B COOTBETCTBUM C
3aHMMaeMbIMX AOSHKHOCTAMMN.

Moanucn oTaensaTcsa ogHa oT Apyron 1 - 2 nycTbiMU CTPOKaMMU.

2.4. MogrotoBka 1 oopMreHe NPOEKTOB HOPMATUBHbIX NPaBOBbIX
akToB hefepanbHOro opraHa UCNosTHUTENBHOM BRacTu

2.4.1. HopmaTtuBHble npaBoBble akTbl mM3gatrTca denepanbHbiMM OpraHamMu UCMOMHUTENbHOWM
BNacTu B npegenax Mx KOMMeTeHUUn B COOTBETCTBUM C MOSIOXKEHUSAMU O HUX B BUAE MOCTAHOBMNEHUN,
Np1KasoB, PacnopsbkeHN, NpaBni, MHCTPYKUMIA U NONOXEHUI.

2.4.2. 'sapaHne HopMaTUBHbIX NPaBOBbIX aKTOB B dpefeparbHblX opraHax UCNONMHUTENBHOW BracTu
B BMe NUCeM 1 TenerpaMmm He 0nycKaeTcs.

2.4.3. lNMopagok noarotoBku 1 ocopmrieHus denepanbHbIMU OpraHamMn UCMOMHUTENbHOW BriacTu
HOPMAaTMBHbLIX MPAaBOBbIX AKTOB YyCTaHaBnuBaeTcs [lpaBunamy MOArOTOBKM HOPMATMBHBLIX MPaBOBbIX
aKToB (pbepepanbHbiX OpraHoB WCMOMHUTENbHOMW BNactM M UMX T[OCYLApPCTBEHHOW perncrpauum,
yTBepxaeHHbIMU [locTtaHoBneHvem [paButensctBa Poccunckon ®epepauumn ot 13.08.1997 N 1009
(CobpaHue 3akoHogartenbcTtBa Poccuinckon Pepepauumn, 1997, N 33, c1. 3895), pernameHtamm
degepanbHbIX MUHUCTEPCTB, deaepanbHbiX Cnyxb M degepanbHbIX areHTCTB, paspabaTbiBaeMbiX Ha
OCHOBaHWM TWMNOBOro perfiaMmeHTa B3aMMoOeucTBuS dedeparibHbIX OpraHoB MCMOSMHUTENbHOW BracTy,
yTBepxaeHHoro [loctaHoBneHnem [lpaButensctBa Poccuinckon ®Pegepaumm ot 19.01.2005 N 30
(CobpaHue 3akoHogatenbcTtBa Poccunckon depepaumm, 2005, N 4, c1. 305), n Tunosoro pernameHTa
BHYTpPEHHEN opraHusaumm defepanbHbiX OpPraHoB  WUCMOMHUTENbHOW  BRacTW, YTBEPXOAEHHOro
MocTtaHoBneHneMm [lpaButenbctBa Poccunckon Pepepaumm ot 28 umona 2005 r. N 452 (CobpaHue
3akoHogartenbcTBa Poccuiickon ®egepauun, 2005, N 31, cT. 3233), 1 yTBEpXOaeMbIX pyKoBOAUTENEM
COOTBETCTBYIOLLErO dhejeparnbHOro opraHa UCMNoIHUTENBHON BRacTu.

2.4.4. lpu nogrotoBke OOKYMEHTOB PEKOMEHAYETCS NMPUMEHATb TeKkcToBbii pepaktop Word for
Windows Bepcuu 6.0 1 Bbilwe ¢ ucnonb3osanveM wpnudToB Times New Roman Cyr paamepom N 12 (gns
odopmrieHns TabnuuHbix matepuano), 13, 14, 15, Times DL pasmepom N 12, 13, 14 yepe3 1 - 2
WHTEepBana.

2.5. bnaHkn oOKyMeHTOB



2.5.1. [okymeHTbl eaepanbHOro opraHa WCNOMHUTENbHOW BracTM [OMKHbI, Kak npaBurio,
odhopMnAaTbCH Ha BnaHkax u MMeTb YCTaHOBMEHHbIN KOMMIIEKC 06A3aTeNbHbIX PEKBU3MTOB Y MOPSO0K UX
pPacrnonoXeHusl.

BbrnaHkn gOKyMEHTOB M3roTaBnMBAOTCA Ha CTaHO4APTHbIX nucTtax 6ymarn opmartor A4 (210 x 297
MM), A5 (148 x 210 mMm).

Kaxxgbln nUCT 4OKyMeHTa, ohOpMIIEHHbIV Kak Ha BnaHke, Tak 1 6e3 Hero, AOMKEH NMeTb Nons:

20 MM - NeBOE;

10 MM - npaBoe;

20 MM - BepxHee;

20 MM - HUXHee.

2.5.2. B dhegepanbHbIX opraHax UCMONTHUTENbHOM BNAcTV NPUMEHSIOTCS criegyowme bnaHku:

o6 M 6naHk;

GraHK NucLMa;

GriaHK KOHKPETHOro Braa AOKyMEHTa.

B 3aBuCUMOCTM OT pacnonoXeHnst PEKBU3MTOB YCTaHaBNMBAIOT ABa BapuaHTa BraHKoB - YrioBoOM U
NPOAOSbHbIN.

PekBnanTtbl 6naHka M orpaHuyuTENbHbIE OTMETKM [ONS PEKBU3MTOB B MNpedenax rpaHuy, 30H
pPacnosioXXeHNs PEKBU3UTOB pPas3MELLaloT LEHTPOBAHHO (Havano M KOHEL KaKO4oW CTPOKU PEKBU3UTOB
paBHO ydaneHbl OT rpaHuL, 30Hbl pPacrofoXeHUs PEeKBU3UTOB) unu naroBbiM (Kaxaasa CcTpoka
PEKBM3UTOB HaYNMHAETCS OT SIEBOW rpaHuULbl 30HbI PACNONOXKEHNA PEKBU3UTOB).

CoctaB BUOoB M opMbl BGnaHKoB, MpuUMeHsieMbIx B defepanbHOM OpraHe WCMONTHUTENbHOM
BMNacTu, YTBEPKOAKTCHA €ro pykoBOAMTENEM MO NpeAcTaBneHunto cnyxosl JOY.

2.53. brnaHkm c Bocnpou3BegeHunem [ocygapctBeHHoro repba Poccunckon ®egepauun
N3roTaBnMBalTCA MNonMrpadUYecKUMn NpeanpuaTMsaIMu, UMELWUMA NNLEH3NM HA COOTBETCTBYHOLLMNA
BUA OeATEeNbHOCTU, NO 3aKa3am egepanbHbIX OpraHoB NCMONTHUTENBHOW BNACTU.

2.5.4. bnaHkn OOKyMEHTOB hbefepanbHOro opraHa MCMOSTHUTENbHOW BNacTu noanexar ydety. Ha
rep6oBbix 6rnaHkax Tunorpadckum cnocobom unm HymepaTopom NPOCTaBMAKTCHA NOPSAKOBbIE HOMEPA.

2.5.5. BnaHkM [OKYMEHTOB [JOMMKHbI MCMOMb30BaTbCA CTPOro Mo HasHavyeHuio wun  6es
COOTBETCTBYIOLLIErO pa3peLLeHns He MOTyT nepeaaBaTbCa ApYrMM OpraHnsaumsim 1 nuuam.

2.5.6. BBegeHve B obpaweHve nNo Mepe HeobXoOUMOCTU HOBbIX 6GNaHKOB [OOKYMEHTOB
OCYLLLeCTBMSETCSH N0 paspeLleHnto (MopyyYeHnto) pykoBoauTens geaepansHOro opraHa UCNonHUTENbHON
Bnactu. CooTBETCTBYIOLLME NPEANOXKEHNSI BHOCATCA pykoBoautenem cnyxobl JOY BmecTe ¢ obGpasLamm
npegnaraembix OnaHKoB.

O6pasubl 6raHkoB npuBeaeHsl B MNMpunoxeHuax N 11 - 18.

2.6. OhopmneHme pekBM3nTOB B NpoLiecce
MOArOTOBKMN [OKYMEHTOB B chejepasibHbIX opraHax
NCMONMHWUTENBHON BracTu

Mpn nogrotoBke OpraHW3aLMOHHO-paAcnoPAAUTENbHBLIX OOKYMEHTOB paboTHMKM beaepanbHbIX
OpraHoB WCMOSTHUTENbHOW BnacTn oOpMNAT PekBu3nTbl AokymeHToB ¢ ydyetom FOCT P 6.30-2003
"YHU(pMUMpOBaHHbIE  CUCTEMbI  JOKYMeHTauuu. YHuduumpoBaHHas cucTeMa  OpraHuM3auuoHHO-
pacnopsanTenbHON JokyMmeHTaumn. TpeboBaHus kK 0oOpMIEHMIO JOKYMEHTOB" <*>.

<*> Tlo 3sakntoyveHno MwuHiocta Poccum TOCT P 6.30-2003 npusHaH He HyxaaowuMmcs B
rocyaapcTeseHHon pernctpaumm (nucemo MuHiocta Poccuu ot 04.04.2003 N 07/3276-H0)

2.6.1. N'ocygapcTtBeHHbIn repd Poccuiickon Pegepaumm.

locypnapctBeHHbin repb Poccuickon ®Pegepauum nomewiaroT Ha OnaHkax [OOKYMEHTOB B
cootBeTcTBMM C PegepanbHbiM KOHCTUTYLUMOHHBIM 3akoHOM oOT 25 pgekabpsa 2000 r. N 2-©K3 "O
locymapctBeHHom repbe Poccuiickon ®epepauun” (CobpaHne 3akoHogaTenbcTBa Poccuiickon
depepaummn, 2000, N 52, yactsb |, cT. 5021).

2.6.2. Ko dhepgepanbHOro opraHa UCNOSHATENbHOW BNacTn <*>.

<*> YKkasbIBalOT N0 YCMOTPEHUIO peaeparibHOro opraHa UCMosTHUTENbHOW BriacTy.

Kog denepanbHOro opraHa WCNOMHUTENBHOW BracTu npoctaensAwT no Oblwepoccumnckomy
Knaccudukatopy OpraHoB rocygapCTBeHHonm Bractm u  ynpaeneHus (OKOIY), a Takke no
Obwepoccuiickomy knaccudpukatopy npeanpusatnin u opradmsaumi (OKIO).

2.6.3. OCHOBHOW rocyfapCTBEHHbIM PerMcTpaLuoHHbIA HOMEP PUaNYECKOro nuua <*>.

<*> YKa3blBaloT Mo YCMOTPeHUIo heaepanbHOro opraHa UCMoNHUTENBHOM BMacTy.



OCHOBHON roCydapCTBEHHbIN  perncrpaunoHHbini  Homep (OIPH)  depepanbHoro  opraHa
WCMNOMHWUTENBHOW BracTu MPOCTaBMAST B COOTBETCTBMM C AOKYMEHTaMW, BblAaBaeMbiMW HaNoroBbiMU
opraHamu.

2.6.4. \geHTnMKaLUMOHHLIN HOMEP HanoronnaTenbLmKa/kog NPUYMHBI MOCTAHOBKM Ha yyeT <*>,

<*> Yka3bIBalOT N0 YCMOTPEHUIO heaeparnbHOro opraHa UCMosTHUTENbHOW BIiacTy.

MAaeHTnnKaLmMoHHbIN HOMep HanoronnaTenbLmka/koga NpuYmnHbl NOCTaHoBKM Ha ydeT (MHH/KII)
NpOCTaBNSAT B COOTBETCTBMU C JOKYMEHTaMU, BbiAaBaeMbIMU HANOroBbIMW OpraHamu.

2.6.5. HanmeHoBaHue degepansHOro opraHa UCMOMHUTENbHOM BRacTy.

HanmeHoBaHve bepepanbHOro opraHa WCMNOMHUTENbHOW BMNacTM OOMKHO COOTBETCTBOBATb €ro
HaMMeHOBaHWI0, yka3daHHOMY B NMosfioxeHun ob aTom eepanbHOM opraHe UCMOMNHUTENbHOW BNacTu.

Mpn HanMumMM cokpaLLeHHOro HaMMeHoBaHUs dedepansHOro opraHa UCMONHUTENBLHOM BNacTu ero
noMeLLalT B CKoBKax HMXKe NOMHOro.

Hag HavmeHoBaHveMm depepanbHon cnyxbbl unu deaepanbHOro areHTCTBa, HaxoOALMXCS B
BeAeHun pegepanbHOro MWHMCTEPCTBA, YKa3biBaeTCA MOMIHOE WM COKpalleHHOe HavMeHOBaHue
dhenepanbHOro MUHUCTEPCTBA, B BEAEHUN KOTOPOro OHN HaxoasTCs.

2.6.6. CnpaBoYHble JaHHbIe 0 dhegepanbHOM OpraHe UCMOSNTHUTENBHOW BacTu.

CnpaBoyHble AaHHble O hegepanbHOM OpraHe WCNOMHUTENbHOW BNACcTW BKOYAKOT MOYTOBbLIN
agpec, Homep TenedoHa U Apyrue CBeAeHUs No yCMOTPeHuIo defepansHOro opraHa UCNOMHUTENbHOWM
Bnactu (Homepa hakcoB, TENEKCOB, agpec ANEeKTPOHHON NOYThbl U T.4.).

2.6.7. HanmeHoBaHWe B1aa AOKYMeEHTA.

HanmeHoBaHVWe BWAa [OKyMeHTa, cosfaBaemoro deaepanbHbiM  OpraHoM  UCMONHUTENLHON
BNacTW, [OMKHO COOTBETCTBOBaTb BuAaM [AOKYMEHTOB, NpedyCcMOTpeHHbIM  OO6LLepoCcCcMncKkum
Knaccucmkatopom ynpasneHyeckon gokymeHtaumm (OKY[).

2.6.8. Kog dhopMbl JOKyMeEHTa <*>,

<*> YKasblBatoT Mo YCMOTPEHUIO cbe,u,epaanoro opraHa NCMNONHUTENbHON BNACTU.

Kog c¢opmbl JOKyMeEHTa MpoCTaBmnsloT B cOOTBETCTBMM C OOLLEPOCCUMINCKMM KaccugrKkaTopom
ynpaBrneH4Yeckon JOoKyMeHTauumm.

2.6.9. [Jata ooKyMeHTa.

[daton gokymeHTa ABnsieTCs gata ero nognucaHus (pacnopsguternbHble JOKYMEHTbI, MMCbMa) Uin
cobbITHsA, 3adUKCUMPOBAHHOIO B AOKYMeHTe (MpoTokon, akT). [Ans yTeBepxaaemMoro AOKyMeHTa
(pernameHT, NnaH, UHCTPYKLMS, NOSOXeHWe, OTYET) - AaTa YTBEPKAEHUS.

[ata gokymeHTa MpocTaBnsieTcs OOSMKHOCTHBIM JIMLIOM, MOAMUCHLIBAOWMM UK YTBEPXOAOLWNM
AokymeHT. [py NnoarotoBke NpoekTa AOKyMeHTa nevyaraeTcs Tonbko 0603HayYeHne Mecsua n roaa.

Bce cnyxebHble OTMETKM Ha [AOKyMEHTe, CBS3aHHble C €ro MPOXOXAEHVWEeM W MWCNOMHEHMEM,
OOIMKHBI aTUPOBaTbLCA M NOANUCHLIBATLCS.

[oKyMeHTbIl, U3gaHHble COBMECTHO ABYMsi unv 6onee deaepanbHbIMU OpraHaMu UCMOSTHUTENbHON
BMNacTu, OOJKHBI UMETb OOHY (€4uHy0) AaTy.

Haty pokymeHTa odopmMnsoT apadbckumm uudpamm B nocrnegoBaTenbHOCTU: AeHb Mecaua, Mecsl,
rog. [eHb mecsaua n Mecsy, oopmMIIsaiT ABYMS napamu apabckmx undp, pasgeneHHbIMU TOYKOR; rog, -
YeTbIpbMs apabCckumm LUMdpamm.

Hanpumep:

14.03.2005

[onyckaeTtcsa crnosecHo-UndpoBon cnocob ohopmneHns gatel, Hanpumep: 14 mapta 2005 r.

2.6.10. PernctpauyunoHHbIn HoMep OOKYyMEHTa.

PeructpaumoHHbii HOMEp OOKyMeHTa COCTOMT W3 ero MOpsiAKOBOro HoMepa, KOTOPbIA MOXHO
OONOMHATbL MHAEKCOM Aena no HoMeHknaTtype aen, nHopmaumen o KoppecnoHAeHTe, UCTIONMHUTENSX U
Aap.

PervctpaumoHHbli HOMEp [OOKYMEHTa, COCTABMEHHOrO HECKOMNbKAMW HOPUANYECKMMU NULLAMU,
COCTOUT U3 MPUCBOEHHBIX UMW PErMCTPALMOHHBIX HOMEPOB [OOKYMEHTA, MEPEYUCIIEHHBIX B MOpsiaKe
nepeyvncrneHns aBTopoB JOKYMEHTa Yepes KOCYIo YepTy.

2.6.11. Ccbinka Ha permcTpaumoHHbIN HOMEep U aaTy LOKYMEHTa.

Ccbifka Ha perncrpauuoHHbIi HOMEpP M AaTy AOKYMEHTa BKIYaeT PervcTpaumOoHHbIA HOMEP U
[aTy AOKYMEeHTa, Ha KOTOpPbIA JOMKeH ObiTb AaH OTBET.

2.6.12. MecTo cocTaBneHns unu n3gaHus JOKyMeHTa.

MecTo nsgaHus JOKyMeHTa ykasblBaeTcd B TOM Cryyae, ecnu 3aTpygHeHO ero onpegeneHve no
pekBmanTam obuiero 6naHka unu GnaHka KOHKPETHOro BuMAa AOKymeHTa. MecTo coctaBneHust unu
n3gaHus JOKYMEHTa yKasblBatoT C Y4ETOM MPUHATOrO agMWHUCTPATMBHO-TEPPUTOPUANIBHONO LENeHus,
OHO BKIIOYAET TOSbKO OBLLENPUHATBIE COKPALLEHUS.



2.6.13. Agpecar.

[oKkyMeHTbl agpecyloT opraHusauusM, MX CTPYKTYPHbIM NoApasferieHnsiM, OOIMKHOCTHBIM MIu
dmsmyeckum nuuam.

lMpn apgpecoBaHWM OOKyMEHTa OpraHu3aumu, ee CTPYKTYpHOMY nogpasgeneHuio 6e3 ykasaHus
OOMKHOCTHOTO NMLA UX HAMMEHOBAaHWS NULLYTCA B UMEHUTENBHOM Nagexe.

[onyckaeTcsa LeHTpMpoBaTh BCE CTPOYKU pekBuauta "Agpecat” no OTHOLLEHUIO K CaMOWn OSIMHHOW
CTpOKe.

Hanpwumep:

MMHMCTEPCTBO KYJIbTYPH
I MaCCOBEIX KOMMyHMKaHMﬁ
Poccurickonm denmepauun

AOMMHMCTPATUBHO-NIPaBOBOM
OernapTaMeHT

Mpy HanpaBneHun OOKyMeHTa KOHKPETHOMY [OIDKHOCTHOMY MWLy HauMeHoBaHue opraHusaumm u
noapasaeneHns ykasblBaeTcs B UMEHUTENBHOM Nagexe, a JOMKHOCTb U haMunus - B JaTenNbHOM.
Hanpuwmep:

MyHMCTEPCTBO 0O0Opa30BaHUA M HAYKU
Poccurickon demepalum
HenapTaMeHT YopapJIEHMA OeJjiaMM
Benymemy crneumanmcrty

A. V. lleTpoBy

Mpn agpecoBaHMM OOKYMEHTa PyKOBOAUTEM OpraHu3auvum ee HavMeHOBaHue BXOOUT B COCTaB
HaVMeHOBaHUs OOIMKHOCTW agpecaTa.
Hanpumep:

I'eHepaslbHOMY IOUPEKTOPY
obwvenmHeHus "PocrexcTuip"

B.I. VIBaHOBY

B coctaB pekBuauta "Agpecat" MOXeT BXOAMTb MOYTOBbLIN agpec. ONemMeHTbl NoYTOBOro agpeca
yKasblBaloT B NocregoBaTenbHOCTU, YCTaHOBNEHHOW NpaBunammn okasaHus yCnyr no4TOBOW CBA3W.

Mpu agpecoBaHWmM NCbMa B OpraHM3aumio yKkasblBaloT ee HanmeHoBaHWe, 3aTeM NOYTOBbLIN agpec.

Hanpumep:

Tl'ocymapCTBEeHHOE yUpexIeHMe
BcepoCcCUMCKUM Hay4YHO-MCCJIeNOBaTeJIbCKUM
MHCTUTYT IOOKYMEHTOBEeIeHUA
M apXMBHOTO I»ejia

llpodcowzuasg yna., n. 82, Mockea, 117393

Mpy agpecoBaHUN JOKyMEHTa (hU3NYECKOMY MLy YKasbiBaOT hamMunuio n MHULMansl nonyyaTens,
3aTeM - NOYTOBbIV agpec.
Hanpumep:

Benbnmosom M.B.

HoBosceHeBCKkMM oOpocI., O. 12, kB. 32
Mockea, 117574

Mpn agpecoBaHnN AOKYMEHTa OOMKHOCTHOMY NULY WHWUManNbl CTaBATCcA nepepn hamunuen, npu
afpecoBaHuK hmsmyeckomy nuuy - nocne Hee.

2.6.14. YTBepxaeHue OKyMeHTa.

Ha pokymeHTax, nognexalwiux yTBepXOeHWut, rpud yTBepXAEeHWUs MNpoCTaBnseTcs cnpaBa Ha
BEpPXHEM Mnone nepBoro NUCcTa JOKyMeHTa.

Mpnd yTBEPXKOEHMSA 0OPMNAETCA Criegyowmm obpasom:
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YTBEPXIAIO

Pykopomurens demepa’liIbHOT'O
APXMBHOI'O aAaI'€HTCTBa

(MrMuHas nDomOnMchb) (MHMLIMAJE, (aMmiimsa)
00.00.0000

Mpn yTBEPXOEHUM [OOKYMEHTa MNOCTAHOBMEHWMEM, pPEeLIeHUEM, MNPUKasoM, MNPOTOKONOM rpud
yTBEepxaeHus coctouT us crnos YTBEPXIOEHO (YTBEPXOEHA, YTBEPXOEHbI unu YTBEPXIOEH),
HaMMeHOBaHUS YTBepXOalwLlero JOKyMeHTa B TBOPUTENbHOM Najexe, ero gatbl U Homepa. CroBo
"YTBEP>XOEHQ" cornacyetcs B poe 1 yucne ¢ BUAOM YyTBEPXKAAEMOro JOKYMEHTa.

YTBEPXIEHO

[lpukasoMm Pocapxuea
or 16.03.2005 N 1505

2.6.15. Pesontouus.

B cocTtaB pesonioumm BXOAAT criefylolme anemMeHTbl: aMunusa UCNONHUTENS (MCnonHuTenen),
coaepkaHue nopyyeHusi, CpoK UCMOMHEHNs, NOANUCL, AaTa.

B cnyyasx, korga nopyyeHve gaetcs ABYM WNW HECKOMNbKMM NWUaM, paBHbIM MO LOSMKHOCTM,
OCHOBHbIM MCMOMHUTENEM SABMSETCA NMUO, YKasaHHOe B MnopyyeHun nepsbiM. EMy npepocrtaBnsercs
npaBo CO3blBa COMCTIONMHUTENEN U KOOpAUHaLUUS UX paboThbl.

OCHOBHOW UCMONHUTESNb U COUCMOSTHUTENb BrpaBe AaBaTb NOpyyYeHUs B BUAE Pe3onioumin nuuam,
HenocpeacTBEHHO MM NMOAYUMHEHHbIM.

Ha pokymeHTax, He TpeOyloWwmx yKasaHWA MO MUCMOMHEHUIO W WUMEIOLWMX TUMOBbIE CPOKK
WCMONHEHNs!, B Pe30SoLMN YKa3blBaOTCA UCNOMHUTENb, NMOANWCL aBTopa pesonioumu, gaTa.

Pesontoumnsa MoxeT opopMNSATLECA Ha OTAEMBbHOM NNCTE C YKasaHWeM perncTpaumoHHOro Homepa u
AaTbl AOKYMEHTa, K KOTOPOMY Pe3osioLus OTHOCUTCS.

2.6.16. 3aronoBoOK k TEKCTY JOKYMEHTA.

3aronoBok K TEKCTYy [OKyMeHTa [OfKeH ObITb KpaTKuM, TOYHO nepedaBaTb CoaepxaHue
OOKyMeHTa. 3aronoBoK JOMMKEH BbITb COrnacoBaH C HaMMeHOBaHMEM BUAa AOKYMEHTa.

3aronoBoK JOMKEH OTBeYaTb Ha BOMPOCHI:

"o yem?" ("o kom?"), Hanpumep:

NPNKA3
O6 n3MeHeHWUM LITaTHOro pacnucaHns

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

HomKkHOCTHas MHCTPYKLUMS

rmaBHoro Gyxrantepa

3aronoBokK COCTaBNAETCSA NMULOM, FOTOBSALLMM NPOEKT AOKYMEHTA.

K Tekcty [OKymMeHTOB, oO(OpMIieHHbIX Ha 6naHkax dopmata A5, 3arofnoBoK MOXeT He
COCTaBNATLCS.

2.6.17. OTMeTKa 0 KOHTpOre.

OTMeTKY O KOHTpOSe 3a UCMONHEHNEM OOKYMeHTa 0603HadvatoT Oyksor "K", cnoBom mnuv wramnom
"KoHTpons".

2.6.18. TekcT gOKyMeHTa.

TekcT LOKyMeHTa ohopMIIStOT B BUAE aHKETbI, Tabnuubl, CBA3HOIO TEKCTa UW B BUAE COEOUHEHUS
3TUX CTPYKTYP.

MMpn cocTtaBneHus TekcTa B BMAE aHKETbl HAUMEHOBAHWS NPU3HAKOB XapakTepu3yemoro obbekra
OOMKHbI BbITh BblIpaXXeHbl UMEHEM CYLLECTBUTENbHBIM B MMEHUTENBbHOM Nafdexe unm croBoCoYeTaHNEM
C rmarofioMm BTOPOro fiMua MHOXECTBEHHOrO Ymcna HacTosAWero unv npolwegwero BpemMeHn (nveete,
Oblnn, HaxoAMnuUCb M T.4.). XapaKTepuUCTUKKN, BblpaKeHHble CIIOBECHO, AOIMKHbI ObiTb cormacoBaHbl C
HaVMeHOBaHUAMU NPU3HaKOB.

Mpadbbl 1 cTpoku Tabnuubl AOMKHLI UMETb 3arofloBKW, BbIPaXEHHbIE UMEHEM CyLLIECTBUTENbHbLIM B
uMeHuTenbHoM nagexe. NoasaronoBku rpad M CTPOK AOSMKHBI ObiTe COrnacoBaHbl ¢ 3arofioBkamn. Ecnu
Tabnuuy neyataloT 6onee Yem Ha OfHOW CTpaHuue, rpadbl Tabnuubl AOMKHbI OblTb MPOHYMEPOBaHbI U
Ha cneayoLmMx CTpaHMLax AOIMKHbI ObITb HanevyaTaHbl TONbLKO HOMepa 3aTux rpad.
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CB#A3HbIN TEKCT, Kak nMpaBuno, COCTOUT U3 AByX YacTen. B nepBon YacTu ykasbiBaloTCA NPUYMHBI,
Lenu, OCHOBaHUSA CO3[4aHWA AOKYMEHTa; BO BTOPOW (3aKMOYMTENbHOW) - pelleHus, BbIBOAbI, MPOCLOLI,
pekoMmeHAaumMn. TeKCT MOXeT codepxaTb OAHY 3aKmuuMTenbHyl 4YacTb (Hanpumep, npukasbl -
pacnopsaunTernibHyl0 4YacTb 6e3 KOHCTaTUpyloLlen, nucbMa - npocbby 6e3 nosicHeHus). B TekcTe
OOKYMEHTa, MOArOTOBMEHHOITO Ha OCHOBaHWM WM BO WCMOMHEHWE paHee W3OaHHOro AOKYMEHTa,
yKasblBaloT €ro PekBU3nTbI: HAMMEHOBaHWE OOKYMEHTa U opraHusauuun-asTopa, AaTy, perucTpaumoHHbIN
HOMep, 3arofoBOK K TEKCTY.

Ecnun TekcT cooepXuT HEeCKOMNbKO pelueHui, BbIBOOOB M T.4., €ro MOXHO pa3butb Ha pasgensl,
MYHKTbI, KOTOPblE HYMepYIOT apabckumm Lmdpamu.

B pacnopsagntenbHbIX AOKYMEHTaxX opraHu3auvi, AeNCTBYIOWUX Ha NpUHUMNaxX eaMHoHavyanus, a
Takke BO BHYTPEHHWX [OOKYMeHTax, adpecOBaHHbIX PYKOBOACTBY, TEKCT u3naratoT OT MNepBoro nuvua
euHCcTBeHHoro ymcna ("npukaseiBaro”, "npegnarato”, "npowwy").

B gokymeHTax KommnervanbHbiX OpraHOB TEKCT mManaratoT OT TPeTbero nuua eanHCTBEHHOro Yucna
("moctaHoBngAeT", "pewwmn”).

B cCcOBMeCTHbIX [dOKyMeHTax TeKCT u3naraloT OT MepBoro nvua MHOXECTBEHHOro 4ucna
("npukasbiBaem", "pewmnnun®).

TekcT npoTokona usnaratT OT TPEeTbero nvua MHOXecTBeHHoro yicna ("cnywanu", "BbicTynunun®,
"pewwmnnn").

B nucbmax ucnonb3aytoT cnegyowmne opmbl U3NOXKEHUS:

OT NepBOro nvua MHOXeCTBEHHOro uyucna ("npocum npegocTasuTeb...'
appec");

OT NepBOro Nuua eaMHCTBEHHOro Yucna ("npouly BeicnaTh", "cumTato HeobxoaMMbIM";

OT TPETbEro Nuua eAMHCTBEHHOro Yncna ("MUHUCTEPCTBO He BO3paxaeT").

2.6.19. OT™MeTKa 0 HanM4nn NPUNOXEHNNA.

Ecnn nnucbmMo MMeeT NpunoxeHws, He Ha3BaHHble B TEKCTe, TO YKasbiBalT ero HauMmeHoBaHue,
YUCMO NNCTOB N YMCIO SKIEMNNAPOB; MPU HANNYUUA HECKONBKMUX NMPUNOXEHUI UX HYMEPYIOT, Hanpumep:

, "Hanpaensiem B Bauw

punoxenme: 1. CopaBka O ... Ha 3 J. B 2 BDK3.
2. MpoexT ... Ha 8 ;. B 3 BKS3.

Ecnv npunoxeHnsi cOGpoLLOpOBaHbl, TO YMCIIO NIUCTOB HE YKa3biBaloT.
Ecrnv k OOKYMEHTY npuraraeTcsi OpYyro [OKYMEHT, Takke WMEeKLMA MPUIoXeHue, OTMETKY O
Hanuymn NPUNoXeHns oOPMIISIOT CrieayoWwmum ob6pasom:

[MpuioxeHre : nucbMo Pocapxmea or 05.06.2005 N 02-6/172
U NPUIIOKEHME K HeMy, BCEeTro Ha 3 JI.

Ecnn npunoxeHne HanpaBnswT He BO BCE YyKasaHHble B JOKYMEHTe agpeca, TO OTMETKY O ero
HanM4Mn opopMNSAIT crneaytoLmm obpasom:

MpunoxeHune: Ha 3 Nn. B 5 3K3. TONMLKO B NEPBLIN agpec.

B npunoxeHnn K pacnopsauTenbHOMY AOKYMEHTY (MOCTaHOBMEHWS, NpuKasbl, PacrnopshkeHus,
npasuna, MHCTPYKUMMK, NOMOXEHUS, PELUEHUs) Ha NepBOM €ro nucTe B NPaBOM BEpXHEM Yriy MuwyT
"Mpunoxenne N" ¢ yKkasaHMeM HaMMEHOBaHWS pacrnopsauTEnbHOro AOKyMEHTa, ero datbl U
perucTpaumoHHOro Homepa, Hanpumep:

[Ipunoxexnue N 2
k [lpukasy PocapxmuBa
or 16.03.2005 N 261

Honyckaetca BblpaxeHue "TIPUJIOKEHME N" nevatatb nponucHbiMM GykBamn, a Takke
LeHTpupoBaTb 3TO BblpaXeHWe, HaMMEHOBaHWe [AOKYMeHTa, ero gaty W perucTpauuoHHbI HOMep
OTHOCUTENBHO CaMOW ANWHHOW CTPOKW, HanpuMmep:

[IPVMJIOXEHVE N 2
k [lpmkasy MmMHKyJIbTYpPBE Poccum
or 18.03.2005 N 234

2.6.20. Moanuce.

[loKyMeHTbI, HanpaBnsieMble B BbILLECTOSILLME OpraHbl, oegeparnbHble opraHbl NpeacTaBUTENbHON
n cynebHom BnacTu, MOAMUCHLIBAOTCA PYKOBOAMTENEM (hedeparnbHOro opraHa unm, no ero rnopyyeHuto,
nepBbIM 3aMeCTUTENEM PYKOBOOUTENS.
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[oKyMeHTbIl, HanpaBnsieMble MOAYMHEHHBIM U OPYTVM OpraHn3auusaM, rpaxkgaHam, NognmnceiBatoTes
pykoBoOAWUTENEM, €ro 3amMecTUTENAMW WM  PYKOBOAWUTENSAMWU  CTPYKTYPHbIX MNoApas3geneHvn B
COOTBETCTBMM C UX KOMMETEHLMEN.

B coctaB nognvucy BXOASIT: HauMEHOBaHWE [AOMMKHOCTM nuua, NOoAnNMcaBLUero AOKYMEHT (mpu
NCNOMb30BaHNM OOMKHOCTHOrO H6naHka HanMeHOBaHWEe OOIMKHOCTU He yKasblBaeTcsd), MMyHas nognvchb 1
ee pacwmpoBka (MHUUMansI U hamunms).

Ecnu gomkHOCTHOE NnLo, NOANUCL KOTOPOro 3aroToBMeHa Ha NPoeKTe OOKYMeHTa, OTCYTCTBYeT, TO
OOKYMEHT MOAMUCbIBAET MU0, UCNOMHALWee ero 00s3aHHOCTW, MnuM ero 3amectutenb. [lpu aToM
006s3aTeNnbHO yKkasbiBaeTcs hakTMdeckasl LOMMKHOCTb Nuua, NOANUCcaBLUEro AOKYMEHT, U ero chamunus
(ncnpaBneHnss MOXHO BHECTWU OT PYKM MMM MalMHOMNWCHBIM cnocoboM, Hanpumep: "m.o0.", "3am"). He
JonyckaeTcs noAnucbiBaTb AOKYMEHTbI C Npeariorom "3a" mnm npocTaBneHueM KOCOW 4epThbl nepen
HaVMeHOBaHUEM JOIMKHOCTH.

Mpn nognucaHmmM SOKyMEHTa HECKOSNbKMMMW OOJDKHOCTHLIMW NLaMK MX NOAMMCK pacrnonaratT Ha
OOQHOM YpOBHE wWNW OJHYy nog APYrom B MOCrefoBaTeNnbHOCTW, COOTBETCTBYIOLLEW 3aHMMaemown
OOIMKHOCTMW.

Mpn nmognucaHum OOKYMEHTa  HECKONMbKMMM  NUUaMu, paBHbIMM MO OOMMKHOCTM, HO
npeacTaBnAwLLMMK pa3Hble OpraHbl, MOANUCK pacnonaratoT Ha OQHOM YPOBHE.

2.6.21. CornacoBaHue NpoeKkTa JOKyMEeHTa.

CornacoBaHne npoekTa AOKYMeHTa NpoBOAUTCH NPy HEeOBXOAMMOCTM OLEHKM OBOCHOBaHHOCTM
[OKyMeHTa, COOTBETCTBUS €ro NPaBOBbIM akTaMm 1 paHee NPUHATLIM peLleHUsIM.

MpeactaBnseMmble Ha MNOAMUCH  JOKYMEHTbl  BU3MPYKOTCA  UCNOMHUTENEM (OTBETCTBEHHbLIM
ucnonHuTenem) u pykoBoauTenem noApasfeneHus, rae rotToBuncs NPoekT AoKyMeHTa. [JoKyMeHTbl,
cofepxaiume nopyyeHus pabotHukam cegepanbHOro opraHa MCMOSIHUTENbHOW BNacTtu, UMW OOMKHbI
ObITb 3aBU3NPOBaHBI.

CornacoBaHnme npoekta [AOKyMeHTa OdQOpMNsSeTcsa BM30W Ha [OOKYMEHTe (BHYTpEeHHee
cornacoBaHue) nnm rpndoM cornacoBaHus (BHELHEE CornacoBaHue).

Busa BknovyaeT B cebA AOMKHOCTb BU3MPYHOLLEro AOKYMEHT, NMYHYK Noanvch, paclumndpoBky
nognucu (MHuumansl, amunus) n gaTy.

Busa npocTtaBnsieTcs B HWXHEM 4acTm 0BGOPOTHOM CTOPOHbI MOCMEAHEro nucta NOANMHHMKA
HOPMAaTMBHO-NPABOBOro akta dedepanbHOro opraHa WCnonHuTenbHoW Bractu. Ha  npoekte
3aKoHOAATENbHOMO0 akTa, Ha BHYTPEHHEM AOKYMEHTE W Ha Konuu OTMNpPaBfsieMoro AOKYMEHTa BU3bI
NPOCTaBMATCH Ha NULIEBOW CTOPOHE AOKYMEHTA.

3ameyaHusi, ocobble MHEHMS 1 OOMOJTHEHUSA K MPOEKTY AOKYMEHTa OOPMIISTCA Ha OTAENbHOM
nucte. B aTom cnyyae Busa ocpopmniseTcs cnegyowmum obpasom:

BaMeduaHMsa npuiarawnTrcs

HauaabHUK DPMIOINYECKOI'O oTImeJla

JInuHasa nommnmuchb A.C. lVBaHOB
IDaTa

3ameydaHus goknagbiBaloTcst PyKOBOAUTENIO, MOANUCHIBAOLLEMY LOKYMEHT.

CornacoBaHne npoekTa [OKyMeHTa C doedeparnbHbiMU OpraHamym WCMOSNTHUTENbHOM Bnactn u
OpraHu3aumsiMn, MHTEPECh! KOTOPbIX B HEM 3aTparMBatoTCs, - BHELLHEE COrnacoBaHue.

BHelwHee cornmacoBaHue JOKYMEHTa opopMIsieTcsa rpudOM COrnacoBaHusl, KOTOPbINA BKMOYaeT B
cebsa cnoso COINTIACOBAHO, HameHOoBaHWe OOMKHOCTU Nnua, C KOTOPbIM COMfiacoBbIBAETCS JOKYMEHT
(BKIlOMasi HauMMEHOBaHME OpraHuM3auuu), JNUYHYK NOAMNMUCb, paclwndpoBKYy nognucu wn  garty
CornacoBaHus.

Hanpuwmep:

COTJIACOBAHO

3aMecTHUTeNlb MMHMCTPAa CTULUU
Poccurickon denmepalum

(IMuHas MOOINMUCH) (MEMUMAaIE, QaMuMIImsa)
00.00.0000

lpud cornacoBaHua pacnonaraeTcs Huxe pekBuauTta "llognuck” B NEBOM HWKHEM Mone
[OKYMEeHTa.
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pndbbl cornmacoBaHnA MOryT pacnonaratbCsa Ha oTtaenbHoM "llucte cornacoBaHus", ecnu
cofepXaHue [OKyMeHTa 3aTparMBaeT MHTepechl HECKONbKUX OpraHu3aumi. Ha gokymeHTe genaeTcs
oTmeTKa "JlucTt cornacoBaHus npunaraetca”.

CornacoBaHune JOKyMeHTa OCyLLeCTBNSETCA B CrieayloLern nocnegoBaTenbHOCTY:

C OOIPKHOCTHBIMU Nnuamn doeeparbHbIX OPraHoB UCMOMHUTENBHOW BriacTy;

C PYKOBOOUTENAMU NOAYMHEHHbIX OpraHM3auun, MHTEpPeChl KOTOPbIX 3aTparnBatTCs B JOKYMEHTE;

C denepanbHbiMM  OpraHaMmyM UCMOSMHUTENbHOW BNAcTW, WHTEPEeChbl KOTOPbIX 3aTparnBaeT
cogepkaHne OOKYMEHTa;

npyM HeobXoAMMOCTM C OpraHamu, OCYLUECTBMSIOWMMUN [OCYSAPCTBEHHLIN HaaBEe4OMCTBEHHbIN
KOHTpPOmb (Hag3op) B ONpederneHHon obnact (9KONorMyeckuin, NoXapHbIi U T.M.), ¢ 0BLLECTBEHHBIMU
opraHusaumnamu;

C BbIWECTOAWMMM OpraHamyM - B CIydasiX, Korga 3akoHOo4aTenbCTBOM MpefycMaTpuBaeTcs
BO3MOXHOCTb COBEPLLEHUS YNPABEHYECKNX AENCTBUN TONBKO C COrNacusi 3TUX OpraHos.

2.6.22. OTTUCK NevaTwn.

depepanbHbI OpraH MCNOMHUTENBHOW BNAcT MMEEeT nevatb ¢ n3obpaxeHnem focyaapCTBEHHOMO
repba Poccunckon depepaumm, UHble NevaTW, yKasaHHble B MOMOXEHMM O AaHHOM dhefepasibHOM
opraHe.

OtTtuck nevatn ¢ nsobpaxeHmem focygapcteeHHoro repba Poccuiickon degepaumm CtaBuTca Ha
OOKyMeHTax, Tpebyrwmx ocoboro ygocToBEpeHUst UX NoasiMHHoCTU. pocThle Kpyrnble nedatn (6e3
n300paxkeHns rocyapCTBEHHOW CMMBOJIMKM) CTABATCHA Ha KOMUSX AOKYMEHTOB Afsl yOOCTOBEPEHMUS UX
cooTBeTCTBUSA noAanuHHuMkam. OTTUCK neyaTu [OMKeH 3axBaTblBaTb OKOHYaHWE HauMeHOBaHMUS
[JOIDKHOCTM nuua, NognucasLLero JOKYMEHT.

2.6.23. OTMeTKa 0 3aBepeHNn KOMuun.

[na 3aBepeHWss COOTBETCTBMA KOMUU [OOKYMEHTa MOAMUHHUKY Hwxke peksusmTta "lMognuck”
NPOCTaBNAT 3aBEPUTENbHYIO HaanvMcb "BepHO", OOMKHOCTb Nuua, 3aBEpPMBLLETO KOMUIO, JIUYHYHO
noAanucb, pacwmndpoBKy NOANUCK, AaTy 3aBEPEHNS.

Hanpumep:

BepHo
VHCekTOop CIHyX0Obl KaIpOB JInuHaa nomnmchb A.Il. Ilerpora
DaTa

OTmeTka O 3aBepeHuM KOMMM YAOCTOBEpSieTCA OTTUCKOM nedvatu eaepanbHOro opraHa
MUCMONTHUTENBbHOW BNACTH.

2.6.24. OTmeTKa 00 UcnonHuTene.

OTtmeTka 00 wCMOMHUTENE LOKYMEHTa MNPOCTaBMSETCA B JIEBOM HWXHEM Yriy JIULEBOA WU
0BOpPOTHOW CTOPOHBI NOCNEAHEr0 NUCTa NOANIMHHUKA OKYMEHTA.

OTmMeTKa BKOYaeT nHMUMarnbl, amMuIiMio UCMOSTHUTENS N HOMEpP ero TeredoHa, Hanpumep:

H.C. MakcuMoOBa
334 46 406

Ha gokymeHTe, NoAroTOBNEHHOM MO MOPYYEHWNIO PYKOBOAMTENS rPYNMoON UCNONHUTENEN, B OTMETKE
06 ncnonHuTene ykasblBaeTcst paMunmns OCHOBHOIO UCMOMNHUTENS.

2.6.25. OTMeTKa 06 NCMONHEHWUM JOKYMEHTA.

OTtmeTka 00 MCMOMHEHNM OOKYMEHTa M HanpaBfieHMM ero B Aeno BKMo4yaeT B cebd crepyouwme
JaHHble: CCbINKy Ha AaTy U HOMep [OOKYMEHTAa, CBMAETENbCTBYHOLLEr0O O €ro WCMOMHEHWU, UNn Mpu
OTCYTCTBMM TaKOro AOKyMEHTa - KpaTkue cBegeHust o6 ucrnonHeHuu; cnosa "B geno"; Homep gena, B
KoTopom byaeTt xpaHutbcs AOoKyMeHT. OTmeTka 06 MCNONMHEHUU AOKYMEHTa U HanpaBleHun ero B Aeno
noanucbiBaeTcd W OaTUpyeTcss MUCMOMHWTENeM [OOKyMEHTa WM  pPYKOBOAMTENEM CTPYKTYPHOrO
noapasgeneHunsi, B KOTOPOM UCMOSTHEH AOKYMEHT.

2.6.26. OT™MeTKa 0 NOCTYNNeHN JOKyMEHTa.

OTmeTKa O MOCTYNneHun OOKyMeHTa B dhedeparnbHblili OpraH UCMONMHUTENBHON BriacTu COAEPXNUT
odyepegHoOV MNOpPSOKOBbLIA HOMEp W AaTy NOCTynreHus AokymMeHTa (mpu HeobxogumocTn - Bpems
noctynneHus). [lonyckaetcst NpocTaBnsATb OTMETKY O NOCTYNMEHUN AOKYMEHTa B BMAe LTamna.

2.6.27. UgeHTndukaTop aNEeKTPOHHON KONMUKU JOKYMEHTa.

VaoeHTuduKkaTtopoM  3MEeKTPOHHOM  KOMUM  [AOKYMEHTa  sBNseTcd OTMeTka  (KOMOHTUTYn),
npocTaBnsieMasi B JIEBOM HWKHEM YITy KaXKOOW CTpaHWubl JOKYMEHTa M coaepxallas HaMMeHOBaHue
aiina Ha MalMHHOM HocuTene, [AaTy W ApyrMe TMOUCKOBble AaHHble, YCTaHaBnMBaemble B
denepanbHOM OpraHe UCMONHUTENbHOW BNacTy.
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2.7. OcobeHHOCTM NOAroTOBKM U 0hOpMIEeHNs
OTAEnNbHbIX BUOOB AOKYMEHTOB

2.7.1. MNpuvkas, pacnopspkeHne

2.7.1.1. lMpukaszamn 1 pacnopspkeHusaMn oOPMNAIOTCS peLleHns HOPMAaTMBHOrO XapakTtepa, a
Takke Mo onepaTtuMBHbIM, OPraHW3auUMOHHBIM, KaapoBbIM U ApYrMM Bonpocam paboTbl dedeparnbHOro
opraHa UCnonHUTENbHOW BNacTu.

MpoeKTbl NpYKasoB (pacnopsKeHuin) roTOBAT U BHOCAT noAapasgefieHns Ha OCHOBaHWUM NOpYyYeHUn
pykoBoautensa denepanbHOro opraHa WCMOMHMTENbHOW Bnactu, ero 3amectutens nubo B
WHMLMATUBHOM MOPSAKeE.

MpoekTbl Npuka3oB MO KagpoBbiIM BOMpocam [OTOBMT KagpoBas cnyxba Ha OCHOBaHWM
COOTBETCTBYIOLLUX NPeacTaBneHnn.

Ob6ecneyeHne Ka4eCTBEHHOW NOATOTOBKN NPOEKTOB NPUKA30B (PacrnopsiKeHWI) n X cornacoBaHme
C 3aMHTEepecoBaHHbIMM CTOPOHaMK BO3naraeTcs Ha pykoBoguTenemn nogpasgerieHnii, Kotopble roToBAT U
BHOCST MPOEKT.

KoHTponb 3a NpaBuibHOCTBIO OOPMIIEHUS MPOEKTOB NPUKA30B (PacrnopsiKeHWi) ocyLLecTBnseT
cnyx6a [JOY.

2.7.1.2. TIpoeKkTbl NPUKa3oB (pacnopsKEHUn) N NPUNOXKEHUS K HAM BU3UPYIOTCA UCMONHUTENEM U
pykoBoauTernemM noApasfeneHns, BHECLUMM MPOEeKT, pykoBoAUTENSMU MoApasfeneHuin, KoTopbiM B
npoekTe npegycMaTpuBalOTCs 3afaHus M MOPy4YeHus, a Takke pykoBogutenem cnyxobl OOY un
topyanyeckon cnyxbbl (BU3MPYeT MPOEKTbl HOPMATUBHBIX MPaBOBbIX aKTOB). Bo3pakeHnst No npoekTy
npvkasa (pacrnopspkeHus), BO3HMKalOLMe MpW COrfacoBaHUKM, Wu3naralTcd B ChpaBke, KoTopasi
npunaraeTcs K NpoekTy.

Ecnn B npouecce cornacoBaHus B MPOEKT MpuKasa BHOCATCH M3MEHEHUS MNPUHLMNNANbHOro
Xapaktepa, TO OH MoASIEXNUT nepeneyvyaTke U MOBTOPHOMY COM1aCOBaHWIO.

MpoekTbl NprkasoB (pacnopsKeHun), npeacTaBnsemMble PyKOBOAMTENIO Ha MOANMChb, BU3NPYIOTCA
3aMecTUTENsIMU PYKOBOAUTENSA B COOTBETCTBUM C pacnpeneneHmem obs3aHHOCTEN.

2.7.1.3. TlpoekTbl npukasoB (pacrnopsbkeHWW) neyatalwwTca Ha CcTaHdapTHbIX  BnaHkax
yCTaHOBMNEHHOW (POpMbl M AOKNaAbiBaOTCA ANS NOAnUcKM npyv HeobXxogumocTh CO CrnpaBKoW, KoTopas
OOMKHa codepxaTb KpaTKoe M3MNoXeHue CyTW npukasa, 0bOCHOBaHWe ero HeobxOoAuMOCTM, a Takke
cBeJeHus O TOM, Ha OCHOBaHWM Yero MNoAroToBMEH MPOEKT U C Kem cornacosaH. [laton npukasa
ABMNsieTCA AaTta ero noanvcaHus.

Mpukasbl HyMepyrTCA NOPSOKOBOW Hymepauven B npedenax KarneHgapHoro roga; npukasel Mo
OCHOBHOW AeATENBHOCTH, MO NIMYHOMY COCTaBY M pacnopsiXKeHUs HYMepYHTCS OTAENbHO.

2.7.1.4. Konuun npukasos (pacrnopspkeHUn) Unmn nx pasmMHOXKEHHbIE SK3EMMIISAPbI 3aBEPSAIOT NeYaTbio
cnyx6bl JOY wu HanpaBnsiloT agpecatam B COOTBETCTBUM C yKasaTeneM pPacCbiiki, KOTOPbIN
cocTaBngeTca W nognuceiBaetcs  ucnonHutenem. Konms obsasaTenbHO HanpaBnsdeTcs  Takke
ncnonHuTeno u B cnyxoy JOY.

2.7.1.5. Mpukas (pacnopskeHne) nmeeT crneayoLlmne pekBusnTbI:

"ep6 Poccunckon ®egepaumu.

HanmeHoBaHve deaepansHOro opraHa UCNOMNHUTENBHOW BRacTu.

HanmeHoBaHve BYaa OKYMEHTa - NpUKas.

[ata n Homep npukasa. [ata odopmnsieTcss CrnoBecHO-LUMGpPOBbLIM CNOCOOOM, HOMEP COCTOUT U3
3Haka "N" 1 nopsgKoBOro Homepa npukasa.

3aronoBoK [OIMKEH KpaTKO M TOYHO OTpaxaTb coAepkaHue TekcTa Mpukas3a. Toyka B KOHUe
3arofioBKa He CTaBWUTCS. 3arofloBOK NevyaTaeTcs MOMYXMPHbIM LWPUAPTOM 4Yepe3 1 MEXCTPOUHbIV
WHTEpBarn.

Hanpumep:

06 yTBEpXAEeHUM BpeMeHHOW NHCTPYKLUUK Mo 4enonponssoacTey
B LieHTpanbHOM annapate ®enepanbHON HanoroBow crnyxobl

3aronoBok K [JOKyMeHTaMm, OQOPMISIEHHbIM Ha OnaHkax C MNPOAOSIbHLIM  PAaCMONOXEHUEM
PEKBU3NTOB, BbipaBHUBAETCS MO LEHTPY.

PacnopsikeHus, kak NpaBuIio, 3arofloBka He UMEIOT.

TekcT oTgensieTcst OT 3arofioBka 2 - 3 MEXCTPOYHbIMM MHTEpBanamu u nedaTaeTcs LPUEPTOM
pasmepom N 14 yepes 1,5 nHTepBana OT NeBOW rpaHULbl TEKCTOBOIO MNOMS U BblpaBHUBAETCS NO JIEBOM U
npaBoK rpaHuuamM TekcToBoro nons. lepBasi cTpoka ab3aua HauMHaeTcst Ha paccrtosiHum 1,25 cm ot
NeBOW rpaHnLbl TEKCTOBOMO MOSS.

TekCT npukasa MOXET COCTOATb W3 2 JacTen: KOHcTatupywwen (npeambynbl) 1
pacnopsaanTensHON.
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B koHCTaTMpyloLLlen YacTy KpaTko ManaratTcs Lenu v 3agadu, daktbl U coObITUSA, NOCAYXNBLLME
OCHOBaHMeM ANs1 u3gaHus npukasa. OHa MoXeT HauyMHaTbCs crnoBamm "B Lendax”, "Bo MCMOMHeHue" u T.4.
Ecnu npukas usgaertcs Ha OCHOBaHUWM OPYroro JOKYMeHTa, TO B KOHCTaTMPYHOLLEN 4acTu ykasbiBaeTcs
HaVMeHOBaHWe 3TOro JOKYMeHTa B poaAuTENbHOM Nnafjexe, ero aBTop, Aara, HOMep 1 3arofoBOK.

lMpeambyna B npoekTax NpuWKa3oB 3aBeplLuaeTcs CIIOBOM MNpuKasbiBald, KOTOPOe nevyataeTcd B
paspsaaky.

PacnopsagutenbHaa 4acTb [AOMKHA codepxaTb NepeduncrieHne npeanucbiBaeMbiX AEUCTBUN C
yKasaHMeM MCMONHUTENS Kaxaoro AEeWCTBMS M CPOKOB UCMONHEeHus. PacnopsgutensHas 4acTb MOXET
OEennTbCS Ha MYyHKTbl U NOAMYHKThI, KOTOPblE HYMepytoTca apabckummn uudpamu. [encTems ogqHOPOSHOro
Xxapakrepa MoryT ObiTb MepeyucrieHbl B OOHOM MyHkTe. B kayecTBe wcnonmHuTenern ykasbliBaloTCA
CTPYKTYpHble  rnoApasferneHus UM KOHKpeTHble  OOSMKHOCTHble  nuua. [locnegHuin  nNyHKT
pacnopsanTenbHON YacTu MOXET COAepXKaTb CBEAEHUS O NoapasferieHny UM OOSPKHOCTHOM fuue, Ha
KOTOpPOEe BO3Maraetcs KOHTPOSb 3a UCMOJNTHEHMEM NprKa3a.

Ecnu npukas namMeHsaeT, OTMEeHSIeT UM OOMNOMHAET paHee U34aHHbIN OKYMEHT UIN Kakne-TO ero
NOMOXEHNs, TO OAWH W3 MYHKTOB pacnopsauTenbHOW YacTu TekcTa AOfKeH CoaepXaTb CCbIIKY Ha
OTMEHSIEMbIA AOKYMEHT (NMYyHKT JOKYMEHTa) C yKa3aHueM ero Aatbl, HOMepa W 3arofioBka. TekcT nyHKTa
OOIMKeH HaynHaTbea cnosamu "MpusHaTb yTpaTuswmnm cuny...".

B npukasz He cnegyet BkmwoyaTh NyHKT "lNpukas goBectn Oo ceefeHus...". ogpasgeneHus
(OomKHOCTHBIE nMua), A0 CBeAdeHMs1 KOTOPbIX [AOBOAMTCHA NpuUKas, MepeyncrnsarnTcsa B ykasaTene
pacchbInku, KOTOPbIN UCNONHUTENb FOTOBUT BMECTE C NPOEKTOM MpuKasa.

Bu3bl BkMOYaOT AOMKHOCTU BUSUPYIOLWNX, MNYHbIE NOAMNUCU, paclUMAPOBKY NoanuMcen u aary.
MecTo pacnonoxeHusi BU3 aHanorMyHo UX pacriofnioXeHmo Ha ykasax (pacnopsbkeHusix) NpesnaeHTta
Poccunckon ®egepaumn.

Mognuck COCTOMT U3 HaMMEHOBAHWST AOMMKHOCTY Nnua, NOANNCABLLErO OKYMEHT, JIMYHON NOANUCK
1 pacwmncpoBku nognucy (MHUUManbl, amunms).

HanmeHoBaHMe [JOMKHOCTM nevaTaeTcss OT JIEBOW rPaHuLUbl TEKCTOBOrO MONHA, WHMUMAnNbl U
damunms - oT NpaBon rpaHuMLbl TEKCTOBOMO NOSIS.

Mpukasbl (pacnopsxeHns) nognucbiBaeT PyKOBOAMTENb hedepanbHOro opraHa MCMNONHUTENBHON
BNacTu, a B €ro OTCYTCTBME - NNLIO, €r0 3aMeLlaloLLiee.

MpunoxeHnss K nNpukasy BU3MPYIOTCS  PYKOBOAMTENEM  CTPYKTYPHOro  nogpasgeneHus,
NoAroTOBMBLLErO NMPOEKT. [Mpn HanMUYUMM HECKONBbKUX MPUMOXEHWUI MPUNOXEHUS HyMepytoTcsa. BHeceHue
WU3MEHEeHUn B NOANUCaHHbIA NPUKa3, pacrnopsikeHne, a TakkKe B COrfacoBaHHbIA MPOEKT AOKYMEHTa He
JonyckaeTcsi.

2.7.1.6. CoBMecCTHble npukasbl deaeparnbHbIX OpraHoB MCMOSIHUTENBLHOW BIacTy nevyaTalTcs Ha
CTaHZapTHbIX Nuctax dymaru popmata A4 (210 x 297 mm).

Mpun ocbopmeHN COBMECTHOIO NpuKasa:

HaMMeHoBaHus deadepanbHbIX OpPraHoOB WCMOMHUTENbHOW BNAcTVM pacrnonaratTCsd Ha OAHOM
YPOBHE;

HavMMeHOoBaHue Buaa AOKYMEHTa - MpUKas - pacnonaraetcs LeHTPOBaHHO;

JaTa COBMECTHOrO npukasa - eauHas, CooTBeTcTByeT aate 6onee no3gHen nognmcy;

pPErncTpaLmoHHbIN HOMEpP AOKYMEHTA, COCTaBMIEHHOrO COBMECTHO ABYMSA U Bonee opraHm3auusamu,
COCTOUT M3 PErncTpauLmMoOHHbIX HOMEPOB AOKYMEHTa KaXZoW M3 3TMX OpraHu3auumn, npocTaBnseMblX
yepes KOCYHo YepTy B NopsaKke ykazaHus aBTOPOB B IOKYMEHTE;

noanucu pykosoautenen geaepanbHbIX OpraHoB UCNOMHUTENBHOW BRAacTy pacrnonaralTCa Huxe
TEeKCTa Ha OHOM YPOBHeE.

O6pasubl 0hopMIEHNS NMPUKA30B U pacnopshkeHnr npuseaeHsbl B MNpunoxeHuax N 5 - 7.

2.7.2. lNonoxeHue, npaBuna, MHCTPYKLMSA

2.7.2.1. TlonoxeHne MpuUHMMaeTCss B TOM Cryvyae, €crnM B HEeM YCTaHaBfMBalOTCA CUCTEMHO
CBsi3aHHble Mexay cobor npasuna nNo BOMpocaM, OTHECEHHbIM K KoMMneTeHuun deaepanbHbiX OpraHoB
MUCMONTHUTENbHOW BNACTH.

B npaBunax ycraHaBnvBalTCs HOpMbl 1 TpeboBaHus, oba3aTenbHbIe A58 BbINOSTHEHWS.

B MHCTpyKUMM un3naraeTcs MOPSAOK OCYLLECTBIEHUS KakoW-Mbo OesATEenbHOCTM WM NOpPsSiOoK
NPUMEHEHNS NMONOXEHWUIA 3aKOHOA4ATENbHBLIX U MHBIX HOPMAaTUBHbIX aKTOB.

MonoxeHnss (NpaBwuna, WHCTPYKUUKM) MPUMEHSIIOTCA Kak CaMOCTOSTENbHbIE MPaBOBLIE aKThl,
KOTOpble MOAMUCLIBAIOTCS PYKOBOAWUTENEM, WM Kak akTbl, yTBEpXAaewmble denepanbHbiM OpraHom
WCMNOSMHWTENBHOW BracTu; yTBepxaeHue odopmisieTca B ¢opme rpuda yTBepXaeHuss wunm nytem
u3gaHus pacnopsigMTenbHOro [OKyMeHTa 00 ux yTBepxaeHuu. PelweHve o nopsigke NpuHATUS
NOSNOXKEHWN, MpPaBuUil U UHCTPYKUUW HaxoauTCa B BedeHUM enepanbHOro opraHa WCNOSHUTENbHOMN
BNacTu.

2.7.2.2. MNopsigok NogroToBKN NpoekTa NofioXeHnst (MpaBuil, MHCTPYKLMK) COOTBETCTBYET o0LLeMy
nopAaKy NoAroToBKM MPOEKTOB HOPMAaTMBHbLIX aKTOB.
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2.7.2.3. TekCT npoekTa MONOXeHUA (MpaBuil, WHCTPYKUMM) Medataetca Ha obwem 6naHke
degepanbHOro opraHa WCMonHWTenbHOM Bnactu. Ecnm nmpoekT nonoxeHus (npaswi, WHCTPYKUWM)
yTBEpXXOaeTCcsa pacnopsauTenbHbIM JOKYMEHTOM, TO NonoxeHue (npasuna, MHCTPYKLUMS) nevaTtaeTcs Ha
cTaHgapTHoM nmucte bymaru dpopmata A4.

TekcT usnaraeTcs OT TpeTbero nuua eamHCTBEHHOTO WM MHOXECTBEHHOro uucna. B Tekcte
nucnonb3ylTcs crnosa: "gomken", "cnegyeT”, "HeobxoamMmo", "s3anpelyaetcs”, "He gonyckaeTcs".

3aronoBoOK K TEKCTY NOMNoxeHusi (Npasun, NHCTPYKLUMK) oTBeYaeT Ha Bonpoc "O yem?"; 3aronosok K
WHCTPYKLUK, codepxaller OOIMKHOCTHble TpeboBaHuS M nopsgok nposedeHus paboT (O4ormkHOCTHast
WHCTPYKLUSA), oTBeYaeT Ha Bonpoc "Koro?" (JomkHOCTHast MHCTPYKLUSA rfaBHOro cneuuanucta).

KoHcTaTupytowen 4actblo nonoxeHuss (MpaBur, WHCTPYKUUKW) cnyxuT pasgen  "Obwme
nornoxeHus", B KOTOPOM YKa3blBalOTCA OCHOBaHMS pa3paboTku, OCHOBHOE Ha3HayeHwe HOPMaTWMBHOMO
akta n cdepa ero pacnpocTpaHeHusi, OTBETCTBEHHOCTb 3a HapylUeHue YCTaHOBMEHHbIX NpaBun U
TEXHOIOTNI.

OCHOBHON TEKCT MOMOXeHus (NpaBwr, WHCTPYKUMW) MOXET AenuTbCH Ha rnasbl, MYHKTbl U
NOANYHKTbI. [MaBbl AOMKHLI UMETb Ha3BaHWs.

[MaBbl HymepyloTCAa pUMCKMMUK umndpamun. Hymepaumsi nyHKTOB M MOAMYHKTOB NPOM3BOAUTCSA
apabckumu Ldpamm.

O6paseL, oopmneHus nonoxexHus npuseaeH B MNMpunoxeHum N 8.

2.7.3. MNMpoTokon

2.7.3.1. TlpoToKon COCTaBNAETCH Ha OCHOBaHMM 3anucen, NPou3BeAeHHbIX BO BpPeMsl COBeLLaHus
(3acepanws), npedcTaBneHHbIX TE3MCOB AOKTAA0B M BbICTYMNEHWI, CNPaBOK, MPOEKTOB PELUEHUA 1 Ap.

2.7.3.2. B pepmepanbHbIX opraHax MWCMOMHUTENbHOW BriacTM MNPOTOKOMbI MOMyT mM3gaBaTbCA B
MOMHOM UNn KpaTKon hopMe, Npu KOTOPOW OMyCcKaeTcsa Xo4 obcyxxaeHus Bonpoca 1 (UKCUPYETCS TOMbKO
NPUHATOE MO HEMY peLLEHNeE.

2.7.3.3. TeKCT NoNHOro NpoTOKOMa, Kak MpaBuIio, COCTOMT U3 ABYX YacTel: BBOLHON N OCHOBHOM.

Bo BBOAHOM YacTh yKkasblBaloTCS:

Mpeacepatens nnu NpeaceparensCcTBYOLWNNA

CekpeTapb

MpucyTtcTBOBanNM (NOAYEPKMBAETCS) - CMUCOK MPUCYTCTBOBABLUMX MMM OTCbINKa K npunaraeMmomy
CMUCKY NPUCYTCTBOBABLLIMX, €CMNN NX KONNYECTBO NpeBbIlLaeT 15 yenoBek.

BBoaHas 4yacTb 3akaHuMBaeTCsd MNOBECTKOM [HA - MepeyeHb paccMmaTpvBaeMbiX BOMPOCOB,
nepeYncrieHHbIX B NOPSIAKE NX 3HAYMMOCTM, C YKa3aHWeM LOKNaAuMKa Mo KaKOOMY MYHKTY MOBECTKU OHS.
Kaxgbin Bonpoc HymepyeTcs apabckon umdpon U ero HammeHoBaHWe HadvHaeTcs ¢ npegnora "O"
("OB"), KoTOpas neyaTaeTcsa OT rpaHMLbI NEBOrO NOJs.

OcHoBHasa 4acTb MPOTOKOMNa COCTOUT U3 pasdernoB, COOTBETCTBYIOLMUX MYHKTaM MOBECTKU OHS.
TekcT KaXxgoro pasgerna CTPoMTCS MO CXeMe:

CITYWAIIN - BbICTYTIUIIN - NMOCTAHOBUITA (PELLUWIIN).

OcHoBHOE coaepXaHue [OoKNagoB W BbICTYMNNEHUA MOMELLAeTCss B TEKCTE MpOToKona wunu
npunaraeTca K Hemy; B MOCnegHeM crnydae paenaetca B TeEKCTe CHocka "TekCT BbICTynneHus
npunaraetcs". [locTaHoBNeHMe (pelleHve) - B TeKCTe MNpOoToKona nevyataeTcd MNOMHOCTLI; MNpu
HeOOX0AMMOCTUN NPUBOASTCSA UTOM FONTOCOBaHUS.

CopepxaHne 0coboro MHeHusi, BbICKa3aHHOrO BO BpeMsi 0OCYXXOEHMUS, 3anvcbiBaeTcs B TeKCcTe
NPOTOKOra Nocne COOTBETCTBYIOLLErO NOCTAaHOBMNEHUS (peLLeHns).

2.7.3.4. TekcT KpaTKOro npoTOKoNna Takke COCTOMT U3 [OBYyX 4acten. Bo BBogHOM 4acTtu
yKasblBalOTCS MHMUMansl u damunun npeacenartensCTBylOWero (npeacepartens), a Takke OOMMKHOCTH,
WHMUManbl, amunun nuu, NpUCyTCTBOBaBLUUX HA 3acegaHuu.

Crnogo "lMpucyTcTBOBanM" neyaTaeTcs OT rpaHuLbl JIEBOrO MOMs, NOAYEPKNBAETCS, B KOHLE CrOBa
cTaBuTCH [fBoeToume. Hwxe ykasbiBalOTCA HaMMEHOBaHUA [OMKHOCTEW, WHUUManbl u  damunum
NPUCYTCTBYIOLWMX. HanmeHOBaHMSA JOMKHOCTEN MOTYT yKa3blBaTbCs 0606LLEHHO, Hanpumep:

3amecTtutens MnHuCTpa KynbTypbl 1 MaccoBbIX KOMMYyHUKaumi Poccuinckon ®egepaumm

3amecTtutenu Pykosogutens ®egepanbHOro apxmeHoro areHTctea Poccunckon ®egepaumn.

MHOroCcTpoYHble  HaMMEHOBaHUSA  [OKHOCTENW MPUCYTCTBYIOLWMX  YyKasbiBalOTCcsa yepe3 1
MEXCTPOYHbIA MHTEepBan.

Cnuncok otaensieTcst OT OCHOBHOM YacTu NPOTOKONa CNIOLHOW YEPTOMN.

OcHoBHas YacTb NPOTOKOMA BKMOYAET pacCMaTpuBaemMble BOMPOCHI Y MPUHATBIE MO HUM PELLEHUS.
HaumeHoBaHMe Bompoca HymMepyeTca puMMCKOM UMdpor M HavvHaetcs ¢ npegnora "O" ("O6"),
nevataeTcs LEHTpOBaHHO pa3mepom wpudpTta N 15 n nogyepkmBaeTcs 0gHOM YEepPTON HUXE nocneaHen
cTpoku. [og 4yepTonm ykasbiBalOTCA (aMunMu OOSDKHOCTHBIX WL, BbICTYMMBLUMX MpU  0GCYyXaeHun
AaHHoro Bonpoca. ®amunum neyataroTcsa yepes 1 MeXCTPOYHbIN MHTepBar.

3aTtem ykasbiBaeTCH NPUHATOE MO BOMPOCY peLUeHue.
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2.7.3.5. lpoTokon nognucbiBaeTcs npeacefaTenbCTBYOWMM Ha 3acefaHuun 1 cekpetapem. [laTton
NpOTOKONa ABMseTCs gaTa 3acefaHus.

[MpoTokonam npucBavBalTCs NOPSAOKOBbIE HOMepa B nNpejenax kaneHgapHoro roga oTaensHo Mo
Kaxdomn rpynne MpOTOKOMOB: MPOTOKONbI 3acedaHuin KONmernm, npoTOKOmMbl TEXHUYECKMX, HAy4HbIX U
3KCMEpPTHbIX COBETOB M Ap. [lpoTOKOMbI COBMECTHbIX 3acedaHui MMET COCTaBHble HOMepa,
BKITIOYaloLLME NOpsaKoBble HOMEpPa NPOTOKOMOB OpraHu3auuin, NPUHMMaBLLUX yYacTue B 3acegaHunu.

Homepa noctaHOBNEHWN (peLleHuit), NPUHATBIX Ha 3acedaHusix, COCTOAT M3 HOMepa NpoToKona,
HOMepa paccMaTpvBaeMoro Bonpoca B NoBeCTKe OHSA U NOPSAOKOBOrO HOMepa NOCTaHOBMNEHUS (peLLeHuns)
B Npefenax Bonpoca.

K HomMepam MnpOTOKOMOB M MOCTAHOBMEHWN (pelueHnii) MoryT npubaenaTbca OyKBeHHblE koObl B
COOTBETCTBUM C NMOUCKOBON CUCTEMOW, NPUHATON B (befepanbHOM OpraHe UCNOSNHUTENBHON BracTu.

2.7.3.6. Konun npoToKonoB Npy HEO6X0OUMOCTH paccChinarnTCcs 3aMHTEPECOBaHHBIM OpraHu3aumnsm
W [OOMMKHOCTHBIM NuUaM B COOTBETCTBMM C YyKasaTeNleM pacCblUlKW; yKasaTenb COCTaBNseT u
NnoAanMCbiIBaeT OTBETCTBEHHbIN MCMOMHWUTENb Noapas3genieHns, roTOBUBLLEro pacCMOTPEHWe BOMpoca.
Konnn npoToKonoB 3aBepsitoTCs nevaTbio cryxobl [JJOY.

MpuHATbIE pelleHns OOBOAATCA OO MCMOMHWTENEen B BMAE BbIMUCOK M3 MPOTOKOSIOB, KOTOPbIE
0hOpPMIIAKTCA HAa COOTBETCTBYIOLEM OnaHke u 3aBepsaloTca nevaTbto cnyxoel JOY.

2.7.3.7. MMpoTokonbl nevaTaTcs Ha cTaHaapTHOM GraHke npoTokona pasmepom wpudta N 14 unn
Ha obuwem bnaHke denepanbHOro opraHa UCMONMHUTENLHON BNactTn popmaTta A4 n nMmeloT crnegytowme
PEKBU3UTBI:

HanmeHoBaHue pokymeHta - cnoso [MPOTOKOJ1 nevataetcs OT rpaHuubl BepxHero nons
NponucHeiMM OykBamMn B paspsigky, NOMYXWUPHbIM wWpudgToMm pasmepom N 17 1 BbipaBHMBaEeTCsA Mo
LEHTPY;

Bug 3acepaHus, coBellaHus - OTAEnsieTcss OT NpeablgyLlero pekBmamTa 2 MEeXCTPOYHbBIMU
WHTEpBanamMu, neyataeTcs NONY>XMPHbIM LWPMATOM Yepe3 1 MHTepBan 1 BbIpaBHMBAETCS MO LEHTPY.

MecTo npoBefeHus 3acefaHusi, COBellaHuMsi - YykasbiBaeTcs (MpyM HeobXoaMmocTu), y KOro
nNpPoOBOAMTCA COBeLlaHne, BblpaBHMBAETCS MO LEHTPY U oTaendetrca OT pekBu3uToB "gata" m "Homep"
NPOTOKOSa NIMHENKOWN.

Hata n Homep npoTokona. [ata odopmnseTcs CnoBecHO-LM@POBbIM CNOCOBOM U nevaTaeTcs
yepe3 2 MEXCTPOYHbIX MHTepBana Hwxe npeablgylliero peksuauta. Homep npoTtokona nevartaeTcd
apabckmmu uudppamm n coctouT n3 3Haka "N " 1 nopsiAKoBOro Homepa NPOToKonNa.

OcHoBHas yacTb NPOTOKOMa nevyataeTcs Yepes 1,5 MeXCTPOUHLIX MHTepBana.

Mopnuck oToenseTcs OT TekcTa 3 MEXCTPOYHbIMUM WMHTEpBanamMu U BKIOYaeT HavMeHOBaHue
OOIMKHOCTM nuua, npeacedaTenbCTBOBaBLUIENO Ha 3acedaHun (CoBellaHun), ero fMYHOW MNoAnuvcH,
pacLmngpoBKM NoANUCY (MHULManbl 1 damunms).

HanmeHOBaHWe [OMKHOCTM MevyataeTcd OT JeBOW [paHuubl TEKCTOBOro nons vepes 1
MEXCTPOYHbIN UHTEpBas U LEHTPUPYETCA OTHOCUTENBHO CaMOM ASIMHHOW CTPOKN.

PacwudpoBka nognucy pacnonaraetcsi Ha ypoBHe NOCneaHen CTPOKM HaMMEHOBaHNS OOMKHOCTU
c npobenom wmexgy wHUUManamu u damunuen. [lNpyn  odopmneHnn pacmndgpoBKn noanucuy,
BKIIOYAIOLLEN TONMbKO UHULUMAN MMEHN K hamnnuio, npoben mMexay TOYKOM Mocne MHuumMana UMeHu u
damunuen He ctaButcs. MNMocneaHasa Byksa B paclunpoBke orpaHNYnMBaEeTCs NpaBbiM NOEM.

O6paseL odhopMneHns NonHoOro NnpoTokona npueedeH B MNpunoxeHnn N 9.

O6pasel, oopmIieHUs KpaTKoro npoTokona npueedeH B MNpunoxerun N 10.

2.7.3.8. [llpu peweHnn npaBoOBbIX HOPMATUBHbLIX BOMPOCOB dhedeparibHble  OpraHbl
UCMNOMHUTENBHOW BNactM B MNpedenax CBOEW  KOMMETEeHUMM M3daloT  NOCTAHOBMEHMSA  Kak
CaMOCTOATENbHbIE JOKYMEHTBHI.

OdopmneHne pekBM3MTOB MOCTAHOBMIEHMS a@HaNOrM4Ho n. 2.7.1.6 JaHHOM TUMOBOW WMHCTPYKLUUK
(MpunoxeHue N 4).

2.7.4. CnyxebHble nMcbMa

2.7.4.1. CnyxebHble nucbma tegepanbHbIX OPraHoB UCMNONMHUTENBHOWN BacTu roTOBATCS:

Kak oTBeTbl O BbINOMHEHUM nopyyveHun [NpesngeHta Poccuiickon ®epepaumm m NpasButenscrea
Poccunckon degepaumm;

Kak oTBeTbl dheeparnbHblX areHTCTB U hegepanbHbiX Cryx6 Ha NOpy4YeHUs MMHUCTEPCTB;

Kak ucnonHeHue nopyyeHun lMpesmaeHTta Poccuinckonn denepaumm u MNpasutensctBa Poccuickon
depepaumm no obpalleHsaM rpaxkgaH Mo BOMPOCaM, OTHOCALMMCS K KOMMAEeTeHUMu denepanbHbiX
OpraHoB VUCMOJTHUTENbHON BNAaCTW;

Kak COnpoBOAWTENbHbIE MMCbMAa K MPOEKTaM 3akoHoAaTenbHbIX akToB Poccunckon depepaumu,
npoekToB akToB [NpeangeHTta Poccuiickon ®enepauum n aktos MNpaeutenscrea Poccuiickon depepaumy;

Kak OTBETbI Ha 3anpOoChl Pa3fnUYHbIX OpraHn3auun, NPeanpuUATMn U YacTHbIX NnL;

KaK MHMUMaTMBHbIE NMMCbMa.
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2.7.4.2. CpoK/M MOArOTOBKM OTBETHbIX MUCEM YCTaHaBNMBAIOTCS PE30SIoUMElN PYKOBOAMTENSA Ha
OCHOBaHUM WMEIOLLUXCA CPOKOB WCMOMHEHWUS] MOPYYEHWUA, 3anpoCoB MMM MO pELUeHMIO aBTopa
pes3ontouun.

TeKkCTbl OTBETHbIX MWUCEM AOIMKHbI TOYHO COOTBETCTBOBATb MOPYYEHUSM, 3aPUMKCMPOBAHHLIM B
pesontouun pykosogutens. Cpokn NOAroTOBKM MHULMATMBHBIX MMCEM OMpenensitoTcs pykoBOOUTENsiMM
CTPYKTYPHbIX NogpasgeneHun.

2.7.4.3. CnyxebHble nucbMa nevyaTalTCA Ha CTaHAapTHbIX 6GnaHkax dopmata A4 wunn A5;
n3rotoBrneHne 6GnaHkoB nucem € usobpaxeHuvem rocygapcTBeHHoro repba Poccuiickon ®depepaunm
cpeacTBaMm 3neKTPOHHO-BbIYNCIIUTENBHOM TEXHUKN 3anpeLlaeTcs.

CnyxebHble nucbMa, noAnvcbiBaeMble PyKOBOAUTENSAMWU OBYX M Oonee deaepanbHbIX OpraHoB
WCMNOSHUTENBHOW BNacT, oopMnsioTCs Ha cTaHgapTHOM nucte Oymarn copmaTta A4. Tpu aTtom
JaHHble O HauMMeHoBaHWM defepanbHbiX OPraHoB WCMOMHWUTENBbHOW BRacTW, MOAMUCABLUMX MUCBMO,
BKIMOYAIOTCA B HAMMEHOBaHWE OOMKHOCTU B pekBmn3nTe "noanmce”.

Mpn odopmneHun nmuceMa Ha ABYX M Bonee cTpaHuuax BTOpas W nocnegywowme CTpaHuubl
HyMEepYyITCH MO cepearHe BEPXHEro nons fimcra apabeknumm umdpamm.

CnyxebHoe nucbmo pepepanbHbIX OpPraHoOB MCMOSMIHUTENBHOW BNacTW, HanpasnsemMoe BHYTpU
CTpaHbl, COCTaBMSIETCA Ha PYCCKOM A3blKe. TEKCT crny>kebHOro nMcbMa, kak npaBumno, AOSMKEH KacaTbCs
OZHOro BOMpOCa UM HECKOSbKMX BOMPOCOB, €CNU OHU B3aMMOCBA3aHbl M OyayT paccMaTpuBaTbCs B
OZHOM CTPYKTYPHOM NoAapasaerneHum opraHnsauum-agpecara.

2.7.4.4. TekcT nucbma nsnaraeTcs ot 3-ro nuua eaANHCTBEHHOro Ymcna.

Hanpuwmep:

"MuHucTepcTBo cumtaert...", "degepanbHoe areHTCTBO paccMmoTpeno...".

Ecnu nucbmo ogopMneHo Ha BnaHke JOMKHOCTHOTO nuua, TO ero TeKCT uanaraetcs ot 1-ro nuua
€MHCTBEHHOro Yucna: "npowy...", "Hanpasensio...".

TekcT mMcbMa, Kak MpaBuiio, COCTOMT U3 AByX 4yacTewh. B nepsow 4actu manaraetcs npuyumHa,
OCHOBaHue nnm obOoCHOBaHWE COCTaBMEHUS NMMCbMa, NPUBOASATCA CChIIKM Ha OOKYMEHTbI, SBNSALWNECH
OCHOBaHMeM MOAroToBKW NMMcbMa. Bo BTOpow 4actu, HaunHawwencs ¢ ab3aua, NoMeLalTCca BbIBOObI,
NpeanoXeHns, Npocbbbl, peleHns n T.4.

2.7.4.5. Nata nucbma - gaTa NPUHATUSA pelleHus, 3adMKCMpOBaHHOro B TekcTe. [laTton nucbma
ABNSAETCA Aara ero nognncaHus.

MpaBo nognuncu cny>kebHbIX NMcCeM yCTaHaBNMBAETCS B MOMOXEHWUM, B TOM YACTE, B NMOMOXEHUSIX O
CTPYKTYPHbIX noapasaeneHnsax, B [OOMKHOCTHbIX WMHCTPYKUMAX W B OOIMKHOCTHBIX pernameHTax; B
Ha3BaHHbIX [OOKYMEHTax [JOJbKeH ObiTb NpPefyCcMOTPEeH MNOpsifoK MOAMUCAHWS Mpu OTCYTCTBUM
PYKOBOASALLMNX JOJIPKHOCTHbBIX JNLL.

[ll. OpraHu3saums 4OKyMEHTOO60pPOTa U UCMONHEHNS JOKYMEHTOB
3.1. OpraHusaums gokymeHToobopoTa

3.1.1. BuxeHne OOKYMEHTOB B dhedepanbHOM OpraHe UCMOMHUTENbHOW BracTM C MOMEHTa MX
CO30aHNs UNK NosyYeHns 0 3aBePLUEHUS UCNONTHEHUS UK OTNpaBku obpasyeT AOKYMEHTOOBOopOT.

3.1.2. TNopsgok NpoxoXaeHUs JOKYMEHTOB W onepauuun, NpomM3BOAMMbIE C HUMK B ddedeparnbHOM
opraHe UCMOMHUTENbHOW BMacTW, pernameHTUpyrTcs TUNOBbIM pernaMeHToM B3auMMOAEWCTBUSA
deneparnbHbIX OpraHOB MCMOMHUTENbHOW BRacTu, yTBepXAeHHbIM [locTaHosneHuem [lpaButenbcTBa
Poccuiickon ®epepaumm ot 19.01.2005 N 30 (CobpaHue 3akoHopaTenscTBa Poccuiickon depepaunm,
2005, N 4, ct. 305), TvnoBbiM pernaMeHTOM BHYTPEHHEN oOpraHusaumm degepanbHbiX OpraHoB
WCNOSTHUTENBLHOM BracTu, yTBepxaeHHbIM [NoctaHoBneHeM NpaButensctea Poccunckon ®egepauum ot
28 mona 2005 r. N 452 (Cobpanue 3akoHogaTenbctBa Poccunckon ®egepauun, 2005, N 31, c1. 3233),
WHCTPYKLUMEN NO Aenonpov3BOACTBY, pernameHToM dedepanbHOro opraHa WCMNONMHUTENbHOW BNacTwy,
Tabenem yHUOUUMPOBAHHBLIX (POPM [OOKYMEHTOB, MOSNIOXEHUSAMU O CTPYKTYPHbIX MOApa3geneHusx,
OOIMKHOCTHBIMW MHCTPYKUMSIMU U AOIKHOCTHBIMW pernaMmeHTamu.

3.1.3. lNpun npumeHeHun B deaepanbHbIX OpraHax WCNOMHUTENbHON BMNACTU 3NEKTPOHHOMO
JokymeHToobopota cnyxbon [OOY coBmecTHO co cnyxbon asTomatmsaumm paspabaTbiBaloTcs
MapLUPYTbl ABWXKEHWS JOKYMEHTOB.

3.2. OpraHusauns JoCTaBKU JOKYMEHTOB

3.2.1. JocTtaBka OOKYMEHTOB B dpeepanbHblii opraH UCNONHUTENBHOW BMAcTU OCYLLECTBMSETCS,
KaK npaBwuso, cpeacTBammn No4TOBOW, oeNbaberepckon U 3NeKTPUYECKON CBSA3N.

C nomoLllblo NOYTOBOWN CBA3M B doefeparnbHbii OpraH WCMOSIHUTENBHOM BracTuM AOCTaBMsieTcs
NMNCbMEHHasl KOPPECMOHAEHUMS B BMAE MNPOCTbIX WU PErucTpMpyeMbIX MUCEM, MOYTOBbLIX KapTOYek,
OaHaeponen n Menkux NakeToB, a TaKkKe nevaTHble n3gaHus.
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3.2.2. Tlo kaHanam 9MneKTpUYEeCcCKoOW CBA3W MOCTynawT: TenerpaMmbl (TenetannorpamMmbl),
dhakcorpammbl, TenedoHOrpaMmbl, dNEKTPOHHbIE AOKYMEHTbI.

3.3. NMpuem, obpaboTka n pacnpenenexHne
MOCTyNarLmMX JOKYMEHTOB

3.3.1. JokymeHTbI, nocTynawwme B dpegeparnbHbli opraH UCMONMHUTENbHOM BNACTW Ha ByMadkHbIX
HOCUTENSAX, NPOXOAAT nNepBUYHYl0 00paboTky, npeaBapuUTENbHOE pPacCMOTPEHue, permcTpaumio,
paccMOTpeHne pyKOBOACTBOM W AOCTaBNSATCA UCMONHUTENSM.

Mpuem n nepBuyHas o6paboTka AOKYMEHTOB OCyLLEeCTBNATCA paboTHMKaMm cnyxoel JOY.

KoHBepTbl C OOKYMEHTaMW BCKpbIBAlOTCA (3@ WCKIOYEHUMEM KOHBEPTOB C MOMETKOM "fM4HO"),
NnpoBepsieTCA NPaBUITbHOCTb JOCTaBKW, LIENTOCTHOCTb YNakoBKU OOKYMeHTOB. OwWnBOYHO OOoCTaBneHHbIe
OOKYMEHTbI NMepechbinatTcs Mo NPUHAANEXHOCTN MM BO3BpaLLarTca oTnpasuTento. [pn oTcyTcTBUM Ha
OOKyMeHTe agpeca oTrnpaBuTeNns KOHBEPT NpunaraeTcs K JOKYMEHTY.

lMony4eHHbIN OOKYMEHT pPEerucTpupyetca B PerncTpaumoHHO-KOHTPONbHOW dopme (ganee
umeHyetcsa - PK®). Ha nonyd4eHHOM [OOKyMeHTEe MpPOCTaBMSETCA pPEerucTpauMOHHbIA  Tamm.
PervctpaunoHHbIn WTamn NPoCTaBnseTcs B NPaBoW HDKHEN YacTu NMLEBON CTOPOHbI NEPBOW CTPaHULbI
OOKyMeHTa. PernctpaumoHHbIv WTamn COAEpXUT COKpalleHHOe HaumeHoBaHue defeparnbHOro opraHa
WCMNOSTHUTENBHOM BNacTu, 4aTy U PErMcTpaLuoHHbIA HOMEP.

3.3.2. [lokyMeHTbI, agpecoBaHHble PyKOBOACTBY befiepanbHOro opraHa UCMONTHUTENBHOW BracTuy,
a Takke 0e3 yka3aHWs KOHKPETHOro nuua Wnu CTPYKTYPHOro nogpasfeneHns npeaBaputeribHo
paccmatpuBatoTca B cnyxbe [1OY, a 3aTem HanpaBnaoTCA PYKOBOACTBY UMW B NoApasfeneHue.

MpenBapuTenbHOe pacCMOTPEHWE [OOKYMEHTOB MNPOBOAUTCSA C  UENbl  pacrnpeferneHus
NMOCTYMMBLUMX [OOKYMEHTOB Ha Tpebywowmne o6s3aTenbHOro pacCMOTPEHWUst PYKOBOACTBOM U
HanpaBnsieMble HENOCPEACTBEHHO B CTPYKTYPHbIE NOAPa3ferieHNsi U OTBETCTBEHHbLIM UCMONMHUTENSM.

MpenBapuTenbHOe pacCMOTPEHME OCYLLECTBNSAETCA, UCXOA4A M3 OUEHKU WX COAepXaHus, Ha
OCHOBaHUM yCTaHOBMEHHOIO B OpraHu3auun pacnpegeneHnsa 06sa3aHHOCTeN.

bes3 npeagBaputenbHOro paccCMOTPEHMS NepeaatoTCs Mo Ha3HaAYeHU OOKYMEHTbI, afpecoBaHHbIe
HernocpeacTBEHHO CTPYKTYPHbIM NoApa3aeneHnsaM Unm OMMKHOCTHLIM fuaMm.

PaccmoTpeHHble pykOBOACTBOM OOKYMEHTbI Bo3BpalLatoTes B cnyxby JOY, roe B PK® BHocuTcA
coaepkaHvue pesontouun, a AOKYMEHT nepegaeTcs Ha UCTOMHEHNE.

MoANUHHMK AOKYMEHTa, KOTOPbIA UCMOMHAETCS HECKOMbKUMWU CTPYKTYPHbIMU nogpasgeneHnsamu,
nonyyaeTt OTBETCTBEHHbIN NCNONHUTENb, OCTalNbHbIM UCMIONHUTENSM NepeaatoTcs KOMuu.

3.3.3. lNocTynuBLUKeE TenerpaMmmbl NPUHMMAKOTCA MO, PAciMCKy C MPOCTaBMEHNEM AaTbl N BPEMEHU
npvema, perucTpmpyoTcs, a 3aTem NepefaroTcs Ha pacCMOTPEHME PYKOBOACTBY M UCTOMHEHNE.

3.3.4. TekcT noctynuBlien TenedoHorpaMMbl 3anucbiBaeTcs (Meyataetcd) nonyyatenem Ha
OnaHke, perMcTpupyeTcsi 1 onepaTyMBHO NepegaeTcs pykoBOAUTENMO, KOTOPOMY OHa agpecoBaHa.

3.3.5. lNpu nepepade n npvemMe AOKYMEHTOB MO KaHanam pakCMMWUIIbHOM CBA3W Heobxoaumo
PYyKOBOACTBOBATLCHA CneayowumMmn TpeboBaHUAMK:

obbem nepegaBaemMoro JOKyMeHTa (TeKcTa, CxeMbl, rpacomyeckoro n3obpakeHns), BbINOSIHEHHOrO
Ha Bymare chopmaTta A4 YepHbIM LBETOM, HE JOMMKEH NpeBbIWaTh 5 NUCTOB;

OOKYMEHT Ang nepegadv no kaHany GakCMMUMbHOW CBSA3M COAETCH C 3asBKOW YCTAHOBEHHOMO
obpasua, nognncaHHoOn pykoBoauTenem noapasaeneHus. 3asBkvM XpaHATCA B Te4eHUe OOHOro roaa;

OTBETCTBEHHOCTb 3a COAepXaHue nepefasaemMoV MHGoOpMauuy Bo3naraeTcsi Ha MCNOMHUTENS,
NoAroToBMBLLENO AOKYMEHT K Nepefaye, ¥ pykoBoauTens COOTBETCTBYIOLEro NogpasaeneHuns;

cdhakcorpamMmmbl Ha WMHOCTPaHHbLIX SA3blKax OTNPaBASATCA MPUM HanNUuMU NepeBoda, 3aBEPEHHOro
nyLOoM, NoanucasLInmM akcorpaMmmy;

3anpeLyaeTcs nepegaBaTbh TEKCT JOKYMEHTOB ¢ moMeTkon "[ns cnyxebHoro nonb3oBaHns";

noanexawmn nepegadye OOKYMEHT pernctpupyetcs. [MoanvHHMKM OOKYMEHTOB Mocne nepegayu
BO3BpAaLLaloTCs UCMIOMNHMTENSIM C OTMETKON O BPEMEHMW OTMPaBKY;

nocTynueLUMe bakcorpamMMbl PErMCTPUPYIOTCS, NepedarnTca agpecatam nog pacnucky B OeHb UX
nprvema, CPoYHbIE - HeMea eHHO;

NOCTYNUBLUNIA BCreq 3a hakcorpaMmMon NOAMMHHMK JOKYMEHTa HanpasnsieTcs B COOTBETCTBYOLLEE
noapasgeneHne-ucnonHUTerb;

(hakcorpammbl Ha MHOCTPaHHbIX A3blkax 4OCTaBNATCA agpecaTy 6e3 nepesoaa.

KoHTponb 3a ucnonb3oBaHMEM (PakCUMUIBHOW TEXHUKW, YCTAHOBMEHHOW B noapasaeneHunsx,
OCYLLECTBMSETCH UX PYKOBOANTENSIMMU.

3.3.6. [JokyMeHTbl B aNeKTpOHHOM BuAe, NocTynawlme B deaeparnbHbli opraH UCNONHUTENBHON
BNacTvM, npoxogaT npueM, peructpauuio, npeaBapuTeNibHOE  PacCMOTPEHME, pacCMOTPEHue
PYyKOBOACTBOM W JOCTaBIISAOTCS UCTIONHUTENSAM.

Mpnem n pernctpauus JOKYMEHTOB B 9M1IEKTPOHHOM Buae B PK®, NOCTyNMBLUMX Ha 3NEKTPOHHbIN
agpec degepanbHOro opraHa WMCMNONHUTENbHOW BNacTu, OCyLLecTBAsieTcss cnyxoon OOY unu gpyrym
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CTPYKTYPHbIM NoApasaeneHneM Mo paspelleHnto pykoBoautens dedepanbHOro opraHa UCNonHUTENbHOM
BracTu.

MpaBuna npuema, 06paboTkn U pacnpedesneHns JOKYMEHTOB B 3MTEKTPOHHOM BUAe onpeaensieTcs
WHCTPYKUMEN MO Aerionpou3BOACTBY (hefepasibHOro opraHa WCMOMHWUTENbHOW BRacTu, C Y4eToMm
bYHKUMOHMPYIOLWMX B (befepasibHOM OpraHe MCMOSIHUTESbHOM BRacTM TEXHUYECKUX U MPOrpaMMHbIX
CpencTs.

3.4. OpraHunsauusa obpaboTtkun 1 nepegayn
OTNpaBNsAeMbIX JOKYMEHTOB

[okymeHTbl, oTnpaBnsieMble denepanbHbiM OpPraHoM WCMOSHWUTENBHOW BriacTu, nepegarTcs
MOYTOBOW U 3MEKTPUYECKON CBSA3LIO.

Ob6paboTka [OKYMEHTOB [fisi OTMNpaBKM MOYTOBOM CBA3bK oOcyulecTBngaeTca cnyxbon [OOY
degepanbHOro opraHa WCNOSIHUTENbHOM BrlacTM B COOTBETCTBMM C  Aencteyrowmmu [Npasunamum
OKa3aHus ycrnyr MOYTOBOW CBA3M.

C nomoLubio cpefcTB anekTpudeckon ceasmn cniyxba OOY ocyuwecTBnser nepegady Tenerpamm,
(pakcorpamm, TenedoHOrpaMmm, 3NeKTPOHHbIX JOKYMEHTOB.

Buabl 4OKyMEHTOB, MHpOpMaLUS KOTOPLIX NepedaeTcs no KaHanam dMNeKTPUYEeCcKon CBA3N, a Takke
HeoOX0AMMOCTb M MOPSOO0K AOCHLITKM UX BymaKHOro opurMHana agpecaty OnpeaensioTCcs UHCTPYKUUEN
no genonpoussBoacTBy dedepanbHOro opraHa UCMONHUTENBHOW BNACTH, C Y4eTOM (PYHKLUMOHUPYIOLMX B
denepanbHOM opraHe UCMONMHUTENBHOW BNACTN TEXHUYECKUX N NPOrPaMMHbIX CPEACTB.

[oKyMeHTbl Ons OTNpaBKkM NepefatoTcsl NOSHOCTbIO 0hOPMITEHHBIMUY, 3apPErMCTPUPOBAHHLIMU C
yKasaHMeM Mo4YTOBOro agpeca (Homepa TenedoHa), IMEeKTPOHHOro agpeca WM C ykasaHuem Ha
paccbIfKy.

[okymeHTbl, nognexawme oTnpaBke, AOMKHbl obpabaTbiBaTbCA WM OTNPaBnATbCA B AEHb WX
NOANMCaHNS UKW He NOo3aHee criegyrowlero paboyero gHs.

Hocbinka unu 3ameHa pas3OoCnaHHOrO paHee OOKYMEHTa OCYLIEeCTBNAETCA MO yKa3aHuio nvua,
NoAnucaBLLErO JOKYMEHT, unu pykooautens cnyxoel JOY.

3.5. Nopsaok NpoxoXaeHUst BHYTPEHHUX JOKYMEHTOB

3.5.1. MNpoxoxaeHne BHYTPEHHUX OOKYMEHTOB Ha dTanax MX MOArOTOBKM M OPOPMNEHNS OOSMKHO
COOTBETCTBOBATb MPOXOXOEHUI0 OTNPaBMsieMblX JOKYMEHTOB, @ Ha 3Tane UCMNOMHEHUS - NOCTynatoLLmMX
[OKYMEHTOB.

3.5.2. TlpoekTbl pacnopaauTenbHbIX [AOKYMEHTOB MOCre MNOArOTOBKM M COrfacoBaHus C
3aUHTEPECOBAHHBIMU MOApPAa3deneHnsaMn 1M OOSDKHOCTHBIMU nvuaMu nepegatotcs B cnyxby OOV,
KOTOpasi OCYLLECTBIISIET KOHTPOSb 3@ NPaBUIIBHOCTbLIO X 0POPMIEHNS.

OdbopMneHHble OOKYMEHTbl MepedarTcss Ha MOAMUCH PYKOBOACTBY B COOTBETCTBUM C MPaBOM
noanucu  OOKYMEHTOB W pacnpegeneHnem obsasaHHocten. [locne nognucaHust  OOKYMEHTbI
perncTpmpyroTcs.

3.5.3. PasMHOXeHHble 3K3eMnnspbl MOAMUCAHHbLIX PYKOBOOMTENAMU W 3apermcTpupoBaHHbIX
pacnopaguTenbHbIX OOKYMEHTOB B ob6dA3aTenbHOM  MOpsiAke  pacchbiialoTcs B CTPYKTYPHble
nogpasgeneHuns, B BEOeHMUM KOTOPbIX HAXo4AaTCA paccMmaTpuBaeMble BONPOCHI.

3.5.4. MNepepaya OOKYMEHTOB MEXAY CTPYKTYPHbIMU noapasfeneHnsMn ocyLLecTBnsieTcs vepes
nuu, OTBETCTBEHHbLIX 3a BedeHWe [Oenonpou3BOACTBA B KOHKPETHOM CTPYKTYPHOM MoApasfeneHun.
[okymMeHTbl NepefaloTcs ¢ COOTBETCTBYOWEN OTMeTKoN B PK®.

3.6. YueT konnyectsa JOKYMEHTOB

3.6.1. YyeT KonnyecTBa JOKYMEHTOB 3a ONpeaesieHHbI Nepuog BpeMeHu (rog, Mecsil) NpoBOAMTCS
no PK® no mecty permctpaumm JOKyMEHTOB.

PesynbTatbl yyeTa konuyectBa OOKYMEHTOB obobwiatotca cnyxbon OOY wm npepcrasnaioTcs
pyKoBOACTBY.

3.6.2. 3a eguHuLy y4eTa KoONnMMYecTBa AOKYMEHTOB MNPUMHUMAETCS caM LOKYMEHT, C Y4eToM
Pa3MHOXEHHbIX 3K3eMMSIPOB.

Pa3aMHOXeHHbIEe 3K3eMMNMspbl NOACYMTLIBAOTCS OTAENbHO Ha OCHOBE MPUHATOM B dedeparnbHOM
opraHe UCMOMHUTENBHOW BIlaCTN CUCTEMBI y4eTa JOKYMEHTOB.

Y4yeT konuyectBa OOKYMEHTOB MOXET NMpOBOAUTLCA NO dpedeparibHOMYy OpraHy WCMOMHUTENbHOW
BMNacTu B LLEeMOM MIn N0 OTAENbHBIM NOAPA3AENEHNSIM.

MocTynatowwme n co3garoLumecs JOKYMEHTb NOACHUTBLIBAOTCHA OTAENBHO.

MToroBble [OaHHble nogcdeta npeacraensawTcda B TabnuyHom dopme (Mpunoxenne N 19 -
npumepHoe). Mo kaxgow rpynne y4ymTbiBaeTCs KONMMYECTBO AOKYMEHTOB U OTAENbHO X Tupax (undpbl
NPOCTaBNATCA Yepes KOCYo YepTy UM B OTAENbHLIX rpadax).
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3.7. PaboTta vcnonHutenen ¢ JOKyMeHTamu

3.7.1. VicnonHeHne gokyMeHTa npegycMaTtpuaeTt: cbop n o0b6paboTky Heobxooumon nHdopmMaumm,
MOArOTOBKY MpOEKTa AOKYMeHTa, ero odopMIieHME, COrnacoBaHue, NpPeAcTaBfeHve Ha nognucaHue
(yTBEpPXOEHME) PYKOBOACTBOM (hedepanbHOro opraHa MCMOMHWUTENbHON BNacTu WM PyKoBOAMTENSMU
CTPYKTYPHbIX NoAapasaeneHnn, NoAroToBKyY K Nepechinke agpecary.

WcnonHutenb onpegensieT HeoOXOAMMOE KONMMYEeCTBO JK3eMMNSIPOB  AOKyMEeHTa, nepedaet
OOKYMEHT Ha TUpaxupoBaHue. Ha JOKyMeHT, paccbinaeMblin 6onee 4em B YeTbipe agpeca, UCMONMHUTENb
rOTOBWUT yKa3aTeslb Ha pacchblfiky.

3.7.2. Tpn onepaTMBHOM peLLUeHUN BOMPOCOB 6e3 COCTaBNEHUS OOMOSTHUTENbHBLIX OOKYMEHTOB
UCMONHWUTENb AenaeT OTMETKUM Ha [AOKYMeHTe: O gaTe nocTynneHust (ecnu obpasoBarncs uHTepBan
BPEMEHU MeXAY NOCTYNNEHMEM OOKYMEHTA M ero JOCTaBKOW MCMOMHUTENIO), O AaTax NPOMEXYyTOYHOro
UCMONHEHUs1 (3anpoc CBeAeHW, TenedoHHble MeperoBopbl W T.4.), O pAaTe W pesynbraTax
OKOHYaTENbHOrO UCMONHEHNS.

Bce oTmMeTkM pasmeLatoTcs Ha CBODOAHbBIX OT TEKCTA MECTax.

IV. MNounckoBaga cuctema no AOKyMeHTam
4.1. Pernctpaums JOKYMEHTOB

4.1.1. OCHOBOW MOCTPOEHUSA MOWUCKOBBLIX CUCTEM SBMSETCH perncrpauus AOKYMEHTOB - 3arucb
YYETHbIX [aHHbIX O [JOKYMEHTe MO YCTaHOBMEHHOW opme, dukcupyowas dakT ero cos3gaHus,
OTNpPaBNEeHNs UKW NOMyYEHNsI.

4.1.2. Pernctpauun nognexar Bce AOKYMEHThI, TpebytoLme yyeta, NCMONTHEHNS U NCMOMNb30BaHMs
B CMPaBOYHbIX LENsx.

Pernctpupylotcss OOKYMeHTbI, MOCTynawLwme U3 OpyrMx opraHu3daumi n oT u3nMyeckux nuud, a
TaKke co3gaBaeMble - BHYTPEHHUE U OTMNpaBnseMble.

[OKyMeHTbI PErMcTpupyroTCa He3aBUCUMO OT cnocoba ux 4OCTaBKKU, Nepeaayn unum co3gaHus.

4.1.3. [JoKyMeHTbl perucTpmpyoTcs oguH pas: nocTynatolme - B 4eHb NOCTYNMEHUS, Co3AaBaeMble
- B AeHb noanucanuns unu yteepxaeHus. Npun nepegade 4OKyMeHTa U3 OQHOro nogpasaeneHns B opyroe
HOBbIV PErmcTpaLnoHHbIN HOMEP Ha JOKYMEHTE, Kak NpaBuIio, He NPOCTaBnNsAeTCs.

4.1.4. Pernctpauunsa OOKYMEHTOB NPOU3BOAUTCA B npegenax rpynr, B 3aBUCUMOCTU OT HasBaHWA
BMAa [OKyMEHTa, aBTopa W cogepXaHusa. Hanpumep, OTOENbHO PErncTpypyroTcs  OOKYMEHTHI,
noctynuewine us lpasutenbctBa Poccunckon depepaunn, npukasbl pykoBoautensa deaepanbHOro
opraHa UCMNOMHUTENBHOW BI1AaCTU MO OCHOBHOW AeATENbHOCTU, NPUKa3sbl MO FINYHOMY COCTaBy, CryXebHas
nepenucka, obpalleHns rpaxkaaH.

4.1.5. Perncrpauus nocTynawLwmx, BHYTPEHHNX N OTNpPaBNsSeMbIX OOKYMEHTOB MPOM3BOAMTCS B
MeCTax UCMOMHEHNA U co3daHna AOKYMeHTOB. [IokyMeHTbl, nonyveHHble u3 [NpasuTtensctBa Poccuickomn
depepaummn, AgmuHnctpaumn MpesngeHTta Poccuiickon depepaumm, NocTynarolme Ha paccMOTpeHue
pykoBoauTens  degepanbHOro  opraHa  MCMOMHWUTENbHOWM  BMAcTM M ero  3aMecTuTenew,
pacnopsguTenbHble OOKYMEHTbl M Mnepenucka 3a MOAMUCLI0 PyKoBOAUTENS deaepansHoro opraHa
WCMONHUTENBHON BNAacTh, NPOTOKOSbl M PeLleHns KonmnernanbHbiX OpraHoB PerncTpupyrotca B crnyxbe
Ooy.

[JokymeHTbl, co3fgaBaeMble MO HanpaeneHusam  AeaTenbHocTM  doedepanbHOro  opraHa
WCMNOMHWUTENBHOW BIACTU, MOTYT PEMMCTPUPOBATLCS B CTPYKTYPHbIX NOApa3aeneHusx.

[okymeHTbl, nepefaBaeMble WAM  MPYHUMAEMble MO  KaHanaM  (PakCMMUITbHOW  CBA3M,
peructpupytotcs B cniyxbe JOY vnun B CTPYKTYPHbIX NogpasgeneHnsx, OCyLEeCTBASALWNX UX NpUemM 1
nepegavy.

4.1.6. [okymeHTbl peructpupytotcs B PK® - TpagMUMOHHBIX WKW SNEKTPOHHBIX KapTO4Kax,
XypHanax.

4.1.7. PeructpaumoHHbI HOMEpP AOKYMEHTa COCTOUT U3 NOpPsAKOBOro Homepa, KOTOpbIvA, MCXOASA U3
WHPOPMALMOHHBIX NOTPebHOCTEN dhefepansHOro opraHa UCMOSTHUTENBHON BNAcTW, MOXeT AONOMNHATLCS
OyKBEHHBIM MU UMEPOBLIM UHAEKCOM CTPYKTYPHOro noapasaeneHns, UHAeKCOM Aena no HoMeHknartype
Aen, Kogom JOKYMeHTa Mo KnaccudukaTtopy KOppecrnoHOeHTOB, ucrnonHutenen n gp. CoctaBHble 4acTu
perucTpaumoHHOro Homepa oTAeNsTCa ApYyr OT Apyra KOCON YepTown.

4.1.8. Ona co3gaHus MOUCKOBLIX CUCTEM U AOCTUXEHUS WH(OPMaLMOHHOW COBMECTUMOCTU
PErMCTpPauUMOHHbIX AaHHbIX YCTaHABNMBAETCS CMEAYOLNIA COCTaB OCHOBHbLIX PEKBU3MTOB pPerMcTpaunm:

HavMeHOBaHWe opraHm3aumm (aBTopa UM KOppeCcnoHAeHTa);

HaMMeHOoBaHve B1aa AOKYMEHTa;

AaTta u permcTpaumMoHHbIN HOMEpP OOKYMEHTa;

AaTta v NHAEKC NOCTYMNEHNS;

3arofoBOK K TEKCTY (KpaTkoe coaepXkaHue OOKYMeHTa);
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pesoniouns (MCNoMHUTENb, CoAepPXXaHne NopyveHnsi, aBTop, AaTa);

CPOK MUCMOJSTHEHNS OOKYMEHTA;

oTMeTKka 06 UCNOSNTHEHNN AOKYMEHTA M HanpaBreHnmM ero B Aero.

CocTtaB OCHOBHLIX PEKBU3UTOB pEeructpauum B 3aBMCUMOCTM OT XapakTepa OOKyMeHTa M 3agad
NCNonb30BaHUSA NHGPOPMaLMM MOXET AOMOSTHATLCS APYTMMUN PEKBUSNTAMMN:

rpuc (oTmMeTKa) orpaHMyYeHns 4OCTyna K AOKYMEHTY;

BHYTPEHHASA Nepeagpecaums JOKYMEHTOB MO UCMOMHUTENAM;

KOA MO TeMaTudecKoMy KnaccmdukaTopy;

KNtoYeBble CIOBa;

KOMNMMYeCTBO NUCTOB JOKYMEHTA;

HanmMune NpPUNoXeHun;

OOIMKHOCTHOE NULL0, MOCTaBMBLLEE JOKYMEHT Ha KOHTPOIb;

NMPOMEXYTOYHBIE CPOKM MCMOMNHEHUS;

NepeHoC CPOKOB UCTIOSNTHEHNS;

CPOK XpaHEeHUs1 AOKYMEHTA;

cTaTyc JOKyMeHTa (NpoeKT, Bepcusl);

BMA Nepefayum JoKyMeHTa (NovTon, hakcom u T.4.) 1 ap.

4.1.9. Peructpauusa OOKYMEHTOB-OTBETOB ocyllecTBnsieTca B PK® MHUMUMATUBHBLIX OOKYMEHTOB.
[okymMeHTy-0TBETY  MnpucBavMBaeTCa  MOPSOKOBbIA  HOMEp B npegenax  COOTBETCTBYHOLLEro
perncTpaunoHHOro MaccmBea.

4.2. OpraHusauus noMCKOBOW CUCTEMbI MO AOKYMEHTaM

4.2.1. Ana obecneyenns acppekTMBHOIO UCMosib3oBaHUA MHOPMaUMK NMpU NPUHSATUN PELLEHUN B
defepanbHbIX OpraHax WCMOMHUTENBHOW BNacTM CO34alTCA MOUCKOBBIE CUCTEMbI MO AOKYMEHTaM.
lMouckoBble cMCTEMbI MOTYT CO340aBaTbCs Kak B TPAANLMOHHOM, Tak U B 3NIEKTPOHHOM BUeE.

4.2.2. Nudbopmauusa o AOKyMeHTax, MoslydeHHas npuv UX permcrpauuu, noctynaeT B MOWCKOBYIO
CcuUCTEMY, KOTOpas BKMOYaeT B cebsi KapToTekn 1 KnaccumKaumMoHHbIE CNIPaBOYHUKN.

4.2.3. MNpn TpagnLUMOHHON KapTOYHOW perucTpaumm neyataetcd Heobxoammoe konuyectso PK®,
KOTOpble MOryT COCTaBnATb Creaylolmne KapTOoTeku: CnpaBoyvHble (N0 KoppecrnoHAeHTaMm, Buaam
OOKYMEHTOB, aBTopaM [dOKYMEHTOB W [Ap.), KOHTPONbHO-CMpaBOYHble, KOAMMUKALMOHHbIE, MO
obpalueHnsm rpaxaaH, andaBnTHble 1 Apyrie B 3aBUCMMOCTH OT 3agady noucka nHgpopmavmm.

4.2.4. JDddekTnBHOCTE paboTbl MNOWCKOBOW CUCTEMbI OOCTUraeTcss nyTem pas3paboTku
KnaccumKaLMOHHbIX CNPaBOYHUKOB:

KnaccudmkaTopa BONpOCOB AeATENbHOCTU dhedeparnbHOro opraHa UCNOMNHUTENBHOW BRacTy;

KnaccudukaTopa BUO0B JOKYMEHTOB;

KnaccudmkaTopa KOppeCcrnoHOEHTOB;

KnaccudukaTopa pesontounn;

KnaccudpukaTopa UCnonHuTeneu;

KknaccudukaTopa pesynbTaToB UCMIONHEHNST JOKYMEHTOB;

HOMEHKNaTypbl Aen.

[MOMMMO nNepeyYnCrneHHbIX B KOHKPETHOW MOMCKOBOW CUCTEME MOryT UCMNOMb3oBaTbCA U Apyrve
KnaccmdumkaTopbl B 3aBMCMMOCTM OT NoTpebHoCcTen BBOAA M NoUcKa JOKYMEHTOB U MHpopmMaLmu.

4.25. B aBTOMaTM3MpOBaHHbIX MacCMBax MOUCK KOHKPETHOro [JAOKyMeHTa wnuM nonbopku
MaTepuanoB OCYLLECTBNSAETCA MO PEeKBU3UTAM (3arofioBoK, BUO AOKyMeHTa, faTa MNpUHATUSA, HOMep
OOKYMeHTa M T.M.) UM Mno KOHTEeKcTy (no nibomy crnoBy unu dpase, COAEpXalMMCs B MCKOMOM
OOKYMeHTe).

[MounckoBbIV 3aNpoc MOXET codepxaTb 0Oy KOMOMHALMIO PEKBU3UTOB M 9NTIEMEHTOB TEKCTa.

4.2.6. lNouckoBble cuCTEMbI AOMMKHbI ObecneynBaTb MNOWUCK WHOpMaUMM O [EeATENbHOCTU
deaeparnbHOro opraHa UCNOMHUTENbHOW BiacTu.

V. KOHTPOrb NCMONMHEHNS JOKYMEHTOB

5.1. Tlopsgok KOHTpPONS W CPOKM WUCMOMHEHUS [OOKYMEHTOB B dedepanbHbiX OpraHax
MCMNONHUTENBLHON BRNacTu onpegenawTcs TUMNOoBbIM perfnameHToM B3anMoaencTeus denepanbHbIX
OpraHoB WCMOMHUTENBbHOW BracTu, yTBepXAaeHHbIM [locTtaHoBneHvem [lpaButenbctBa Poccuiickon
®epepaumm ot 19.01.2005 N 30 (CobpaHne 3akoHogaTensctBa Poccunckon ®egepaunn, 2005, N 4, cT.
305), n TunoBbIM pernameHTOM BHYTPEHHEN opraHusaumm degepanbHbIX OPraHoB WCMOMHUTENBHOW
BnacTu, yTBepxaeHHbIM [NocTtaHoBneHnem lNpasutensctBa Poccuiickon ®enepauun ot 28 urona 2005 r.
N 452 (CobpaHue 3akoHogatenbcTBa Poccunckon ®epepauun, 2005, N 31, c1. 3233).

5.2. KOHTpOmnb WCMONHEHUA [OKYMEHTOB BKIOYAET MNOCTAHOBKY [OOKYMEHTa Ha KOHTPOJb,
perynMpoBaHne xoga WCMOSTHEHUSl, CHATUE WCMOJSIHEHHOrO [OOKYMEHTa C KOHTPOSA, HarnpasBfieHune
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WCMOSMHEHHOTO OOKYMeHTa B fAeno, yyer, oboblieHne u aHanm3 xoda M pe3ynbTaToB WUCMOMHEHUs
[OKYMEHTOB, MH(POPMUPOBAHME PYKOBOAUTENEN O COCTOSAHUM UCTIONHEHNUS] OKYMEHTOB.

5.3. KoHTponito noagnexaT BCe 3apermcTpypoBaHHble AOKYMEHTbl, Tpebyolme UCNOMHEHws,
nepedeHb KOTOPbIX yTBEpXAaeTcs pykoBoguTenem degepanbHOro opraHa UCNONHMTENBHOW BRiacTw.

[Mpn nocTaHoBKE AOKYMEHTa Ha KOHTPOSb B NPaBOM BEPXHEM MOMe JOKYMEHTa CTaBMTCA OTMETKa O
KOHTpone, koTopyto ob6o3HavatoT Gykson "K" unu cnosom (wtamnom) "KoHTponb".

5.4. KoHTponb ucnonHeHus obecneuvvBaeTcs onpedeneHHbiM B pernameHTe degepanbHoro
opraHa UCMNofHUTENbHOW BracTu CTPYKTYPHbLIM NnoapasneneHmnem.

5.5. CTpykTypHOe nopgpasgerneHne, obecneymBatoliee KOHTPOSMb WCMOMHEHUs, Kak npaBwurlo,
exeHefenbHO MpeacTaBnsieT pPyKOBOAMTENO (hedepanbHOro oOpraHa WCMONHUTENbHOW  BrnacTw,
3aMecTUTENAM pykoBoauTens egepanbHOro opraHa WCMOMHUTENBHOW BracTu U PyKOBOAUTENSAM
CTPYKTYPHbIX MoOApasfAeneHnn MHGOPMaUnMio O HaxOASLMXCA Ha KOHTpOne [OKyMeHTax Mo dopwme,
onpeaerneHHon pykosoautenem degepanbHOro opraHa UCNOMHUTENBHOW BIIacTu.

B denepanbHbix MUHUCTEPCTBaxX CTPYKTYpPHOe noapasgeneHve, obecneymBarollee KOHTPOSb
WCMOSHEHNS, B T€ K€ CPOKW MpeacTaBnseT aHanorMyHyo nHgopMauuio pykosogmtensam denepanbHbiX
cnyx6 n degepanbHbIX areHTCTB, HAaXoA4ALWUXCSA B BegeHun begepanbHOro MMHUCTEPCTBA.

5.6. KOHTpOsb MCNOMHEHNs1 JOKYMEHTOB CTPOUTCS Ha 6ase perncTpaumMoHHbIX AaHHbIX.

KoHTponbHasi kapToTeka CUCTEMATU3NPYETCS MO CPOKaM  WCMOSTHEHWUSI OOKYMEHTOB, MO
WCNOMHUTENSM, rpynnamM AOKYMEHTOB.

V1. Opransame pa6OTbI C AOKyMeHTaMu B enonpon3soacrtee

Opranusaumsi paboTbl C AOKyMEHTaMu B OEeNOonpoun3BOACTBE NpeactaBnsieT cobor COBOKYMHOCTb
BMAOB paboT, obecnedvmBaloLnX COXPAHHOCTb, YYET, CUCTEMAaTU3aUMIO OOKYMEHTOB, (DOPMUPOBAHME U
odopmMreHne gen Ha Oenonpoun3BOACTBEHHOM CTaauMu M WX nepegady B apxuB edepanbHOro opraHa
WCMOMHWTENBHOW BriacTuM  (ganee MMeHyeTcsa - apxvmB) B COOTBETCTBUM C  TpeboBaHUsIMMU,
YyCTaHOBMNEHHBbIMY HOPMAaTUBHO-METOANYECKMMM AOKYMEHTaM1 MO apXUBHOMY Aeny U OenonponsBoacTByY
MuHucTepcTBa KynbTypbl M MacCOBbIX KOMMYHuKauui Poccuinckon @depepaumn, PepepanbHOro
APXMBHOIO areHTCTBa U Apyrux (pep,epaanblx opraHoB WCMNOSNTHUTENbHOW BNAacTU.

6.1. CocTtaBneHne HoOMeHKnaTyp gen

6.1.1. HomeHknaTypa gen - cucteMaTU3npOBaHHbIA NepeyveHb 3arofioBKOB (HaMMeHOBaHUN) aen,
3aBOAMMbIX B dpefdeparnbHbiX OpraHax WCMOSTHUTENbHOW BMNAcTW, C YKa3aHMEM CPOKOB WX XpPaHEHUs,
0hOPMIIEHHBIN B YCTAHOBIIEHHOM MOPSiAKE.

HomeHknatypa pQen npegHasHaveHa pnnis rpynnyMpoBKM WUCMOSHEHHbIX [OOKYMEHTOB B Jena,
cuctemMaTmMsaumMm M ydeTa dern, onpedeneHus CPOKOB WX XpaHeHMs U SBNSAETCS OCHOBOW AN
COCTaBIIEHMSI OMUCEN OeNT MOCTOSAHHOrO U BpeMeHHoro (cebiwe 10 neT) XxpaHeHus, a Takke Ansa ydyeTa
nen BpemeHHoro (0o 10 neTt BKHOYNTENBHO) XpaHEHMS.

6.1.2. lpn cocTtaBneHnM HOMEHKNATypbl Aen cregyeT PYKOBOACTBOBATbCS MOSNOXKEHUAMU O
denepanbHOM OpraHe WCMNOMHUTENBHOM BRAcTM W ero CTPYKTYPHbIX NOApasfeneHusix, LWTaTHbIM
pacnucaHuem, nraHamu u oTdyeTamm O paboTe, NepeyvyHs MM OOKYMEHTOB C YKa3aHMEM CPOKOB WX
XpaHeHWsi, HOMEHKnaTypamn Aen 3a npejlwecTByowme rogpl. Miayyatotca gokyMeHThl, obpasytowmecs B
JedatenbHOCTM cheepanbHOro opraHa UCNOMHUTENBbHOW BNACTW, UX BUAbI, COCTaB U COAEPXaHue.

6.1.3. B denepanbHbix opraHax WCMOMHUTENbHOW BracTM COCTaBMSOTCA HOMEHKNaTypbl Aen
CTPYKTYpHbIX nogpasgenenni (npunoxeHne N 20) n cBogHas HOMeHKnaTypa gen deaepanbHoro opraHa
ncnonHuTensHom Bractu (npunoxenne N 21).

6.1.4. HomeHknaTypa gen CTPYKTYpHOro nogpasgenieHvs coctaBnsdetca (He nosgHee 15 Hoabps
TeKyLLero roga) cekpetapem nogpasgesnieHns v CoTpyaHMKOM, OTBETCTBEHHBIM 3a A4EeNOnpon3BoACTBO,
corrnacoBbiBaeTcs C¢ apxvBoM u cnyxbon [OY, nognucbiBaeTcs pykoBoauTEneM noapasgeneHus u
npeacraensetca B cnyxoy JOY.

BHoBb co3gaHHOe nogpasgeneHve 06s3aHO B MECsIYHbIA CPOK paspaboTaTb HOMEHKNaTypy Aen
nogpasaenenns n npeactasutb ee B cnyxby [OY denepansHOro opraHa UCNOMHUTENBHOW BNAacCTu.

6.1.5. CBogHas HoOMeHknaTypa gen coctaensietcs cnyxbon [JOY Ha ocHOBe HOMEHKNaTyp Aen
CTPYKTYpPHbIX NoApasfeneHvid npuv  MeToauveckom nomMowm apxvmeBa defeparnbHoro opraHa
WCMOSTHUTENBHOM BacTy.

6.1.6. CogHas HOMeHkNatypa Jden degepanbHOro opraHa WCMNOMHUTENbHOW  BNactu
noanucbiBaeTca pykoBogutenem cnyx6bbel [JOY, cornacoBbiBaeTcsd ¢ LleHTpanbHOM 3KCNepTHOMW
Komuccuen (ganee mmeHyetca - LIOK) denepanbHOro opraHa MCMOMHUTENBHOW BiAcTU, C 3KCMEPTHOM
npoBepoYHOn Komuccuen (panee mmeHyetca - JAMK) denepanbHOro apxmsa, B KOTOPbIA OOKYMEHTbI
nepefalTCad Ha MOCTOSHHOE XpaHeHue, W yTBepXaaeTcsa (He no3gHee KOoHua TeKywero roga)
pykoBoauTenem defeparnbHOro opraHa ucnonHuTeneHow Brnactu. CornacoBbiBaeTcs HOMeHKNaTypa aen
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C degepanbHbIM apxvMBOM HE pexe OAHOro pas3a B 5 neT, ecnvM He ObiNo KOPEHHbIX U3MEHEHWUA B
YHKUMAX U CTPYKTYpe beaepanbHOro opraHa UCNoNTHUTENbHOM BNacTy.

6.1.7. MNocne yTBepXxaeHMs CBOLQHOW HOMEHKNATypbl Aen noAapasgeneHns denepanbHOro opraHa
WCMNOMHWTENBHOW BriacTy NMOMy4YaoT BbIMMCKU N3 COOTBETCTBYIOLLUMX €€ pa3fdernoB Afs UCMOMb30BaHWS B
paborTe.

6.1.8. CBogHass HOMeHknaTypa [fen neyaTaeTcd B HeEOOXOAMMOM KONMYECTBE IK3EMMNSPOB.
MepBbIi YTBEPXKOEHHBIA 3K3EMMNNAP HOMEHKNaTypbl AeNn sBNsieTcs AOKYMEHTOM MOCTOSAHHOIMO CpoKa
XpaHeHVs 1 BKIOYaeTCca B HOMeHKNaTypy Aen B pasgen cnyx6sl JOY. BTopon ncnonbsyetcs B cnyxbe
OOVY B kavecTBe pabodyero. TpeTuii - NpUMeHseTCA B apxmBe beaepanbHOro opraHa MCMONHUTENbHON
BnacTtu. YeTtBepThil - B peepanbHOM apxmBe, C KOTOPbIM COrfacoBbliBanacbs HOMeHKnaTtypa aen.

6.1.9. CBoAHast HOMeHKNaTypa Aen B KOHUE KaXaoro roga yTovHsieTcs, yTBepXKaaeTcs U BBOOUTCA
B AelcTBue ¢ 1 AHBapsi CeayloLero KaneHgapHoro roaa.

6.1.10. CeogHasi HOMeHknaTypa Aen COCTaBMNseTCA W COrMacoBbIBAETCS 3aHOBO B criyyae
KOPEHHbIX U3MEHEHUN OYHKLMIA N CTPYKTYPbI (heaepanbHOro opraHa UCnosIHUTENbHOM BacTu.

6.1.11. HasBaHusiMuM pas3genoB HOMEHKNaTypbl Aen denepanbHOro opraHa WCNONMHUTENbHON
BNacTu SABMSOTCS Ha3BaHUSA CTPYKTYPHbIX nogpasgeneHun. B cBogHow HomeHknatype gen pasgenbl
pacnonaratTCa B COOTBETCTBMM C YTBEPXKOEHHOW CTPYKTYpPON dpeaeparnibHOro opraHa MCNOMHUTENbHOM
BnacTu.

6.1.12. B HOMeHKNaTypy Aen BKMNOYAKTCS 3arofoBKU Aen, oTpaxarwlime BCe OOKYMEHTUPYEMbIe
yyacTkm paboTbl dheepanbHOro opraHa UCMOSTHUTENbHOW BNACTMU.

B HoMeHknaTypy oen He BKMYalTcs nepnognyeckue nsgaHus.

6.1.13. Npadhbl HOMeEHKNATYp AeN 3aMNONHATCS cnegyLwmnm obpasom.

B rpade 1 HoOmeHknaTypbl Oen MNpOCTaBMASKOTCA WMHAEKCHl KaXKOoro Jena, BKIAKYEHHOro B
HomeHknaTtypy. VHgekc gena coctouT M3 yCTaHOBMEHHOrO B dyefepanbHOM OpraHe WMCMNOSHUTENbHOM
BNacTu umdpoBoro 0603Ha4YeHns CTPYKTYPHOro nogpasgernieHnst u nopsgkoBOoro Homepa 3arofnoska gena
Nno HOMEHKNaType B npegenax CTPyKTypHoro nogpasgenerus. Mugekcel gen obosHavaotca apabekmmm
umcpamu. Hanpumep: 12-05, rae 12 - obo3HaveHne CTPYKTypHOro nogpasgenenus, 05 - nopsgkoBbiv
HOMep 3arofioBka gena no HoOMeHKnaType.

B HOMeHknaType gen pekomMeHOyeTCsl COXPaHATb OAMHAKOBbIE MHAEKCHI AN OOHOPOAHbLIX Aen B
npegenax pasHblX CTPYKTYPHbIX NOApa3aeneHui; ons nepexogsawmx gen MHOeKC coxpaHseTcs.

B rpachy 2 HOMeHKNaTypbl Aen BKMNOYaTCS 3aronosku aen (ToMoB, YyacTen).

3aronoBok Aerna AoMmKeH YeTko, B 0606LeHHON hopme OTpaxaTb OCHOBHOE coepKaHue 1 cocTaB
[OKYMEeHTOB aena.

He ponyckaetcs ynotpebneHve B 3arofioBKe [Jena HEKOHKPETHbIX hopMynmnpoBoOK ("pasHbie
MaTepuans!”, "obwiaa nepenvcka” n T.4.), a Takke BBOAHbLIX CIIOB M CNOXHbIX 060poToB. He gonyckaeTtcs
ynoTpebrneHne COKpalleHHbIX CMOB W COKpPalleHHbIX HauMEeHOBaHWM dedeparnbHbiX  OpraHoB
WCMOMNHUTENTbHOW BIACTU U YYpEXOEHUN.

3aronoBok gena COCTOWUT M3 3MIeMEHTOB, pacrnofiaraemblX B Crefylollen nocnenoBaTernibHOCTY:
Ha3BaHuWe Bvda gena (nepenucka, XXypHan v T.4.) Wiy pasHOBUOHOCTU JOKYMEHTOB (MPOTOKONbI, NPUKa3bl
W T.4.); Ha3BaHMe dedepanbHOro opraHa UCNONTHUTENBHOW BNACTU WNKU CTPYKTYPHOro nogpasgeneHus
(aBTOp AOKyMeHTa); HasBaHMe opraHusauuu, Kotopow OyayT agpecoBaHbl uUNu OT KOTopon OyayT
nonyyeHbl OOKYMEHTbI (agpecaT WU KOPPEeCcnoHAEHT AOKYMEHTAa); KpaTKoe coAepXaHue LOKYMEHTOB
Jena; Ha3BaHve MEeCTHOCTM (TeppuTopuMu), C KOTOPOM CBA3AHO coAepXaHue OOKYMEHTOB Aena; aaTta
(nepuopn), K KOTOPbIM OTHOCATCSA JOKYMEHTbI Aena.

B 3aronoBkax pfen, cogepxawmx [OOKYMEHTbl NO OAHOMY BOMPOCY, HO HE CBA3aHHbIX
nocnegoBaTenbHOCTLIO UCMOMHEHWS, B Ka4ecTBe BMAa Aerna ynoTpebnsaerca TepMuH "AOKyMeHThl", a B
KOHLIe 3arofioBka B CKOOKax yKasblBalOTCA OCHOBHbIE Pa3HOBMOHOCTWM [OKYMEHTOB, KOTOPbIE [OJIKHbI
ObITb CrpynnMpoBaHbl B Aene (MraHbl, CIUCKW, oKNaabl U T.4.).

Hanpumep:

[okymeHTbl O MpoBefeHny cemMmnHapoB, KOHdEepPeHL M No Bonpocam AestensHocTn ®egepansHOro
apXUBHOIO areHTCTBa (NnaHbl, CIMCKK, AoKnagpl, MHpopmauum)

B 3aronoBkax gen, coaepxawux Mepenncky, YKasbiBaeTCs, C KEM M MO KaKoOMy BOMPOCY OHa
BefdeTcs.

B 3aronoskax gen, cogepXalimx nepenucky ¢ OAHOPOOHbIMU KOppeCcnoHAeHTaMu, NocneaHne He
yKa3blBalOTCSA, a yka3blBaeTcs ux obLiee BUOOBOE Ha3BaHWe.

Hanpuwmep:

Mepenucka c apxXuBHbIMK YYpexOeHUAMU O KOMMNIekToBaHuu ApxuBHOro coHga Poccuickon
degepaumm HayYHO-TEXHUYECKOW AOKYMEHTaunemn

B 3aronoBkax gen, cogepXalmx Nepenncky ¢ pasHOPOLHbIMY KOPPECTNOHAEHTaMu, NocneaHme He
nepeyvncnsoTCs.

Hanpumep:

Mepenucka o HarpaxaeHun paboTHMKOB, MPUCBOEHMN MOYETHBIX 3BaHWN
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B 3aronoBke gena ykasbiBaeTCA KOHKPETHBIN KOPPECMOHOEHT, €Cnn nepenncka Be4eTcs TOMbKO C
HUM.

Hanpumep:

Mepenucka c [locypgapcTBeHHOM dMHaHCOBOW akagemuen npu [MpaButensctBe Poccuinckon
depepaumm nNo Bonpocam NOAroTOBKW kagpoB

Mpn o6o3HayeHnn B 3aronoBkax Aen agMUHUCTPATUBHO-TEPPUTOPMANbHBIX €OUHUL, YYUTbIBAeTCA
crnegyolee: ecnu coaepxaHuwe fAerna KacaeTcsl HEeCKONbKUX OAHOPOAHbIX  aAMUMHUCTPATMBHO-
TepputopuanbHbiX €AMHUL, B 3arofioBke [Jena He YKasblBalTCA WX KOHKPETHble HasBaHus, a
ykasbiBaeTcs Mx obLiee BUAOBOE Ha3BaHMWe.

Hanpuwmep:

Mepenwucka ¢ rmaBamu agMUHUCTPaLMA obnacTen o coumanbHOW 3awuTe HaceneHus

Ecnn cogepxaHne pena kacaetcd OOHOW  aAMWMHUCTPATUBHO-TEPPUTOPMANbHOM  €4MHUUbI
(HaceneHHoro nyHkTa), ee (ero) Ha3BaHuWe yka3blBAeTCS B 3arofioBke gena.

Hanpumep:

Mepenucka ¢ YyebHbiMm LeHTpom PenepanbHom HamoroBon cnyxobl (r. HwkHuim Hoeropog) no
BOMpocam MOAroTOBKM KaapoB

B 3aronoskax gen, cogepxalimx MraHOBYK UM OTYETHYI OOKYMEHTauuio, ykasblBaeTcs nepuog
(kBapTan, roa) Ha (3a) KOTOpbIN COCTaBMEHbI NMaHbl (0TYETHI).

Hanpuwmep:

"opoBble NnaHbl UHAHCOBBLIX MEPONPUATUIA

["ogoBble cTaTUCTMYECKUE OTYETLI O pacxofax Ha CoaepXaHne aBToTpaHcnopTa

Ecnu peno 6yaeT cocTosTb U3 HECKONbKNX TOMOB UMW YacTen, TO COCTaBNsAeTCst ObLLMA 3aronoBoK
gena, a 3ateM npuv HeobxoaMMOCTM COCTaBMSTCA 3arofloBKM KaXOoro Toma (4actum), yTOYHSALWme
cofepkaHve 3aronoBka gena.

3aronoBokK NpunoxeHus K geny, copMmMpoBaHHOIO B OTAEMbHBIN TOM, AOMMKEH COOTBETCTBOBATL
3arofioBKy MOMELLIEHHOrO B 3TOT TOM AOKYMEHTa.

Mopsgok pacnonoXeHus 3arofioBKOB Aer BHYTPW pasdernoB M MOoAapasdernioB HOMEHKNaTypbl gen
onpegensieTcsl CTeneHbo BaXXHOCTM JOKYMEHTOB, COCTaBMSAIOWMNX Aena, U Ux B3aumocBsa3blo. B Havane
pacnonaratoTCs 3arofioBkM Aen, cogepXalumx opraHn3aunoHHO-pacnopsaauTenbHy0 AOKYMEHTaUMIO.

3aronoBku gen MoryT yTOYHATLCS B npouecce hopMMpoBaHus 1 ohopmnenns gen.

Npadba 3 HoOMeHKNaTypbl Aen 3anosiHAeTCA N0 OKOHYaHUK KarneHaapHOoro roga.

B rpade 4 ykasbiBaeTcs CpoK XpaHeHus gena, HoMepa ctaTei No NepeyHto, a Npu ero oTCyTCTBUM
- MO TWUMNOBOW UMM MPUMEPHOW HOMEHKNAType Aen WM cornacoBaHHbIN C LleHTpanbHOW 3KcrnepTHO-
NpoBepoYHON KoMuccnen PenepanbHOro apXMBHOIO areHTCTBA CPOK XPaHEHMS.

B rpacde 5 "lMpumedaHme" ykasbiBalOTCH Ha3BaHWe nepeyHein LJOKYMEHTOB, UCMOSb30BaHHbIX Npu
ONpeaerneHny CPoKOB XpaHeHUs en, NPOCTaBNASTCA OTMETKM O 3aBeAeHUM AeN, O NEPEXOAALLMX aenax
(Hanpumep, nepexogsiwiee ¢ 2004 r.), 0 BblAENEHUN AEN K YHUUTOXEHMIO, O NMLAX, OTBETCTBEHHbIX 3a
dopmupoBaHune gern, o nepefade gen B Apyron hedeparnbHbI OpraH MCMONHUTENbHOM BRactu Angd
NPOAOITDKEHNs 1 Op.

6.1.14. Ecnn B TeyeHune roga B dpegepansHOM OpraHe UCMONMHUTENBLHON BNacTy BO3HUKAKOT HOBbIE
OOKYMEHTUPOBaHHbIE y4yacTku paboTbl, HenpegyCcMOTPEHHbIe Aerna, OHWM OOMOSHUTENbHO BHOCATCA B
HomeHknaTtypy. [Ing BHOBb 3aBOAUMBIX AN B KaXXOOM pasfene HOMeHKnaTypbl OCTaBMASOTCA pe3epBHbIe
Homepa.

6.1.15. o okoHYaHWW rofa B KOHLE HOMEHKNaTypbl Aen AenaeTcs UToroBas 3anncb O Konum4ecTse
3aBefieHHbIX Aern (ToMoB).

6.2. dopmumpoBaHue n ocopmneHne gen

6.2.1. dopmupoBaHMe fen - rpynnupoBKa MCMNOSIHEHHbLIX AOKYMEHTOB B Jefna B COOTBETCTBUM C
HOMEHKNaTypomn gen n cucTtematusaums JOKYMEHTOB BHYTpM gena.

6.2.2. [lena dopmupytoTca B doegepanbHOM OpraHe WUCMONTHUTENBHOW BNacTW, Kak MNpaBuIio,
OeLeHTpann3oBaHHo, T.e. B CTPYKTYPHbIX NOApasaeneHusx.

6.2.3. VIcnonHeHHble 1M 3aKOHYEHHble Oenonpoun3BOACTBOM OOKYMEHTbl AOMXHbl B 10-OHEBHbIN
CpPOK cOoaBaTbCsl MCMOMHUTENEM, B 3aBUCUMOCTM OT MPUHATON CUCTEMbI BEEHMS OEeNOonpon3BoacTBa, B
cnyxby [OOY wnuM nuuam, OTBETCTBEHHbIM 3a BeJeHuMe [eNnonpousBoAcTBa B CTPYKTYPHbIX
noapasgenexusx, ons dopmupoBaHMa ux B gena. Homep gena, B koTopoe [ormkeH ObiTb noawwut
OOKYMEHT, onpefenseT pyKoBoAUTENb CTPYKTYPHOIO NoAapasgenieHns U UCMNOSTHUTENb B COOTBETCTBUM
C HOMEHKaTypow gern.

6.2.4. KoHTpornb 3a npaBuibHbIM (hOPMUPOBaHMEM Aen ocyLlecTBnsaeTcsa cnyxoon JOY.

6.2.5. MNpn chopmupoBaHmMn gen HeobxoamMmo cobnogaTth cnegyowme obwme npasuna: nomewlatb
B OEeno TOMbKO MCMOJSIHEHHbIE AOKYMEHTbl, B COOTBETCTBUM C 3arofioBkamu Aeri N0 HOMEHKNaType;
rpynnupoBaTbe B Aen0 AOKYMEHTbl OAHOrO KaneHOapHOro roga, 3a WUCKIYEHVeM nepexoasawunx Aen;
pasaenbHO rpynnMpoBaTh B fena JOKYMEHTbI MOCTOSHHOMO M BPEMEHHbIX CPOKOB XpaHeHUsl; noMeLlaTth B
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gena kcepokonuu dakcorpamm, TenedoHOorpaMmbl Ha OOLMX OCHOBAHWSIX; B [OEN0 HEe [LOJIKHbI
nomeLlaTbCa OOKYMEHThI, noanexaiwue Bo3BpaTy, NULLHWE 3K3eMNMspbl, YEPHOBMKN; MO 0ObeMy Aeno
He OOImKHO npeBbiwaTtb 250 nuctoB. MNpn HanuuMKu B fene HECKONbKMX TOMOB (YacTen) HoMmep (MHOEKC) u
3arosioBOK Aiena NpocTaBnsAlTCA Ha KaxxgoM Tome ¢ gobasnexHvem "1. 1", "1. 2" n 1.4.

6.2.6. [JokymMeHTbl BHyTpW [Oeria pacnonaralTcsi CBEpPXYy BHW3 B XPOHOJOMMYECKOW, BOMPOCHO-
nornyeckon NocnegoBaTenbHOCTU NN UX COMETAHUM.

PacnopsagutenbHble JOKYMEHTbI FPYNNUPYOTCS B Aena no Bugam U XpOHOOMMU C OTHOCALLMMUCS K
HUM MPUNOXEHUSIMMA.

B oToenbHble gena no XpoHOMNornu, B 3aBUCMMOCTM OT BuAa JOKYMEHTOB, (hOPMUPYIOTCS KOMUU
NPUHATBLIX dhefeparnbHbiX 3akoHOB, akToB [Npe3sngeHta Poccuiickon ®enepaunn, aktos NpaBuTenscTea
Poccuiickon ®epepauumn m BbINMUCKA M3 COOTBETCTBYIOLLMX MPOTOKOMNOB 3acefaHun [MpaButenscrtBa
Poccuiickon ®epepauuun unu ero Npesnguyma.

Bce OOKYMEHTbI OTYETHOIO M MHGOPMALIMOHHOIO XapakTepa Mo MCnofiHeHuto akta [Mpe3ungeHTa
Poccuiickon ®epepauun unu lNpaeutensctBa Poccuiickon denepaumm, HaxoOsLWErocs Ha KOHTpore,
NoALMBalOTCA B 3aBedeHHOe Ha 3TOT akT geno. Ecnm Ha akT geno He 3aBogwnochb, TO OTYETHbIE
OOKYMEHTbI NoALLMBAOTCA B 4EN10 NEePENMCKN MOCTOAHHOIO CPOKa XpaHeHWs 3a TEKYLLUIA ro.

Ecnn nmeeTtca AOKYMEHT O CHATMM C KOHTPONSA HECKONbKMX akTOB, MOALUUTBLIX B pasHble gena, 1o
cnegyeTt nogwmMtb HEOBXoAMMOE KONMUYECTBO KOMWUA 3TOr0 LOKYMEHTa B COOTBETCTBYKWOLWME fena C
yKasaHmeM HoMepa fena, B KOTOPOM MOALINT NOAMNMHHMK 3TOro JOKYMEHTa.

[oKyMeHTbl Konnerun rpynnupyoTca B ABa Aena: NPOTOKOMbl U pelleHnst Konnernu; AoOKYMeHTbl K
3acefiaHusM Konneruu.

lMonoxeHnsi, WHCTPYKUMK, YTBEPXOAEHHblE pacnopsauTenbHbIMU  JOKYMEHTaMu, SBMSOTCA
NPUNOXEHNSIMU K HAM U TPYNNUPYIOTCS BMECTE C YKa3aHHbIMWU AOKYMEHTaMMU.

MpurKasbl MO OCHOBHOW AEATENbHOCTM FPYNNUPYIOTCS OTAENBHO OT NPMKA30B MO JIMYHOMY COCTaBy.

lMpoTokonbl B Aene pacnonaralTcs B XPOHOMOMMYECKOM MopsAake Mo HomepaM. [OKyMeHTbI K
NpOTOKOMaM, CrpynnmMpoBaHHble B OTAErNbHbIE AeNna, CUCTEMaTU3NPYIOTCA MO HOMEpPaM NPOTOKOMOB.

YTBEepXXOeHHble MNNnaHbl, OTYETbl, CMETbl, JIMMUTbI, TUTYMbHbIE CMAWUCKW W OPYrne OOKYMEHTbI
rpynnupyloTCsa OTAENBHO OT NPOEKTOB.

[okyMeHTbI B NIMYHBIX Aenax pacnosaratoTcsa N0 Mepe Ux NoCTynreHus.

MpeonoxeHus, 3asBneHns M Xanobbl rpaxgaH no Bonpocam paboTbl deaepanbHbIX OpraHoB
WCMOSNHUTENBHOM BNAacTM U BCE [AOKYMEHTbl MO WX PACCMOTPEHMIO U UCMOMHEHMIO TPYNNMpPYOTCA
OTAENbHO OT 3asBNEHNU rpaxaaH no fiMYHbIM BONpoCcaMm.

Mepenucka rpynnupyeTcs, Kak NpaBumno, 3a Nepuod KaneHaapHoro roga U cuctemaTmsnpyeTcs B
XPOHOJIOTMYECKON NOocneaoBaTeNbHOCTU; AOKYMEHT-OTBET NMOMELLAeTCsl 3a JOKYMEHTOM-3anpocom. [pu
BO30OHOBIEHMM NEPENUCKM MO ONPEAENEHHOMY BONPOCY, HA4YaBLUENCs B NpeablayLeM rogy, AOKYMEHThI
BKITIOYAOTCA B 40 TEKYLLEro roga ¢ ykasaHuem nHAaekca Agena npeablgyLlero roga.

6.2.7. [ena denepanbHOro opraHa MCMNOMHUTENbHOW BRacTv noanexat OOPMIIEHMIO NPU KX
3aBefeHun 1 no 3asepllieHun roga. OchopmneHne gena - NoAroToBka Aena K xpaHeHuto. OdopmneHune
gerna BkntovaeT B cebsi komnniekc paboT no onucaHuto gerna Ha obnoxke, OpollopoBke, HyMepauun
NCTOB N COCTaBMNeHuIo 3aBeputenbHon Hagnucen. OdopmneHne gen NnpoBoanTcs paboTHMKaMM Criyxobl
OOY 1 cooTBETCTBYIOLNX CTPYKTYPHbIX nogpasaeneHnn, B 0653aHHOCTb KOTOPbIX BXOOUT 3aBedeHue 1
dopmmpoBaHue Aen, nNpyv MeToAMYecKOn MOMOLUM M MOA KOHTponeMm apxuBa (edepanbHOro opraHa
WCMOSTHUTENBHOM BRacTy.

6.2.8. B 3aBMCUMOCTM OT CPOKOB XpaHEeHWUs MPOBOAUTCS NOMHOE UNKN YacTUYHOE ohopMIIEHNE aern.
MonHoMmy odbopmMneHuto noanexart fena MOCTOSIHHOro, BpeMeHHoro (cBbilwe 10 neT) xpaHeHus 1 no
nnyHomy cocTtaBy. [NonHoe odopmrneHne gena npegycMaTpuBaeT: opopMIIeHNe PEKBU3UTOB OBMOXKKM
Jena no ycraHoBrneHHow dopme (npunoxeHue N 22); Hymepaumio NIMCTOB B Aerie; COCTaBleHne nucra-
3aBeputens gena (npunoxenne N 23); cocTaBneHWe B HeEOOXOOUMBIX CryyYasix BHYTPEHHEN onucu
nokymeHToB gena (mpunoxeHve N 24); noalwuvBKy wunu nepennet gena; BHECEHWE HeobxoaumbixX
YTOYHEHUI B PEKBU3NTBI OBITOXKM Aera.

6.2.9. Obnoxka gena NocTosiHHOro, BpeMeHHoro (cebiwe 10 feT) XpaHeHust 1 No NMMYHOMY COCTaBy
odopmnseTcs No yctaHoBneHHon hopme. Ha obnoxke gena ykasblBalOTCA PEKBU3UTLI: HAMMEHOBaHMEe
dhegepanbHOro opraHa MCNoMNHUTENbHOW BracTu (poHaoobpasoBaTens); HaMMeHOBaHWe CTPYKTYPHOMO
nogpasaeneHns; Homep (MHOEKC) Aena; 3aronoBoK Aena; Aata Agena (ToMa, 4yacTu); KONM4ecTBO NUCTOB B
Jerne; cpok XpaHeHus fena; apxvBHbIv WP aena.

PekBn3nTbl, npocTaBnsiemble Ha O06noXke pJena, o0QOpPMISATCA cregylwmm obpasom:
HavMMeHOBaHWe edepanbHOro oOpraHa WCMOMHUTENbHOW BMAAcTUM  YKa3biBAeTCA MOMHOCTbIO, B
UMEHWTENBHOM Najexe, C ykazaHuem oduumnanbHO MPUHSATOrO COKPaLLEeHHOro HauMeHOBaHWs, KOTOpoe
yKa3blBaeTCsi B CKOOKax nocre MosIHOro HaMMeHOBaHWS; HAUMEHOBaHME CTPYKTYPHOro NogpasfaeneHus -
3anncbiBaeTCA Ha3BaHWe CTPYKTYPHOrO noapasgenieHvst B COOTBETCTBUM C YTBEPXKAEHHOW CTPYKTYpOW;
HOMep Jena, - npocraBnsieTcs umdpoBoe ob6O3Ha4YeHne (MHAEKC) Aena no HOMEHKnaTtype gAen
degepanbHOro opraHa MCNOMHUTENBHOW BNACTW; 3arofioBOK Aena - NepeHOCUTCs U3 HOMEHKaTypbl aen
degepanbHOro opraHa UCMNONMHUTENbHON BriacTu, cornacoBaHHon ¢ MK deagepansHoro apxvea; gata
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Jena - ykasbiBaeTca rof(bl) 3aBedeHUS M OKOHYaHMA fena B Aenonpoussoactee. [aton gen,
cofepXallmx pacnopsigMTenbHy0 JOKYMEHTaUuIo, a Takke A5s Oefl, COCTOAWMUX U3 HECKOMbKMX TOMOB
(yacten), aBnAKTCA KparHMe OaTbl JOKYMEHTOB Aena, T.e. faTbl (YMCno, Mecsu, rog) perncrpaumm
(cocTaBneHnst) camoro paHHero uM camoro nO3gHEero [AOKYMEHTOB, BKOYEHHbIX B geno. [aton
NPUNOXeHNst K geny, copMmMpoBaHHOMY B OTAEMNbHbLIN TOM, SBNAETCA AaTa pernctpaumm OCHOBHOTO
OOKYMeHTa, MpUroXeHue K KOTOPOMY mnoMelleHo B 3TOT ToMm. [lpu aTtom ymcno m rog obosHavarTes
apabckMmu uudppamm, HazBaHMe Mecsua NUWETCH NONMHOCTLIO CroBamu.

B uensax obecneyvyeHnss COXpPaHHOCTM W 3aKpeEnneHus nopsiaka pacrnonoXeHus OOKYMEHTOB,
BKINIOYEHHbIX B A€o, BCE €ro NUCTbl, KpOMEe NUcTa 3aBepuTensl U BHYTPEHHEN OMNuCK, HyMepYHOTCS.
JICTbl HyMepyloTCst MPOCTbIM KapaHAalloM CBepXy BHWU3, UMdpbl MPOCTaBMAAIOTCA B NMPaBOM BEpPXHEM
yrny nucra.

Jlnct 6onbworo dopmarta, NOAWMUTBIA 3a OOUH KpaW, HyYMepyeTcs Kak OOUH JIUCT B MNpaBoOM
BEPXHEM YrITy.

[okymeHTbl ¢ COBCTBEHHON HyMepauuen NIMCTOB, B TOM Y/Che neyaTHble u3gaHus, HyMepyrTcs B
obuwem nopsigke.

JlncTbl gen, COCTOAWMX M3 HECKOSTbKMX TOMOB WMWK YacTeln, HYMEPYIOTCS MO KaXOoMy TOMY unu
YacTu OTAENbHO.

doTorpacuu, YepTexu, guarpaMmbl U Apyrne UNCTPaTUBHbIE U crieunduyeckue AOKYMEHThI,
NpeacTaBnaloWne CaMOCTOSATENbHLI NIUCT B Aene, HyMepylTcd Ha OBOpPOTHOW CTOPOHE B NEBOM
BEPXHEM YTIy.

MoawwuTble B 4eno KOHBEPTHLI C BIIOXEHUSIMU HYMEPYIOTCH: CHavana KoHBepT, a 3aTeM o4YepeaHbIM
HOMEPOM KaXd0e BIOXEHUE B KOHBEPTE.

MpunoxeHua K geny, NocTynuBwne B nepenniete, ohOpMASIOTCA Kak CaMOCTOATENbHbIA TOM U
HYMEepYyHTCHA OTAENBHO.

lMocne 3aBeplleHUs Hymepauuu JUCTOB COCTaBNSETCA 3aBepuTernbHas Haanucb, KoTopas
pacnonaraetcs B KoHUe Aena. 3aBepuTenbHas HagnMCb COCTaBMsAeTCS B Aerie Ha OTAENbHOM fucTe-
3aBepuTtene gena. B 3aBeputensHon Hagnucy undpamm n NPonmChbio yKasbiBaeTCs KONMYECTBO JIMCTOB B
JaHHOM Jerne, 0COBeHHOCTM OTAENbHbIX AOKYMEHTOB (YepTexu, doTtorpadumm, pucyHku v T.n.).

3aBepuTenbHas HagnNUCb NOANMCLIBAETCA ee cCocTaBMTeNneM C ykasaHueM paclumdpoBKM NOAMUCH,
OOIMKHOCTM M AaTbl cocTaBneHus. KonuyecTBo NMCTOB B Aerne NpocTaBnseTcd Ha obnoxke gena B
COOTBETCTBMM C UTOrOBOW HaAMMUCHIO.

PekBnanT "Cpok XxpaHeHust gena" nepeHocuTcs Ha OOnOXKYy [fena u3 COOTBETCTBYHOLLEN
HOMEHKNaTypbl Aerl Mnocrie CBEepKU €ero CO CPOKOM XPaHEeHWs, YKa3aHHbIM B MepevyHe TUMoBbIX
OOKYMEHTOB MMM B MepeyHe [OKYMEHTOB, 0Opasylowmuxcs B OeATeNbHOCTU dedepanbHOro opraHa, ¢
yKa3aHWeM CPOKOB XpaHEHMUSI.

Ha genax nocTosiHHOro xpaHeHus nuweTcs: "XpaHUTb NOCTOSIHHO".

ApxuBHbIN WGP gena (CocTtont n3 Homepa oHaa, HoOMepa ONUCKM U HOMepa Aena no onuMcK) Ha
0o6noXkax [den MNOCTOSIHHOrO  XpaHeHus MpocTaBnsieTcs B apxvuBe degepanbHOro  opraHa
WCMNOMHWUTENBHOW BNACTW YEPHBIMU YEPHUITAMK TOMNBKO MOCME BKIMHOYEHUS 3TUX AeN B roAoBble pa3genbl
CBOOHbIX onucew, yTeBepxaeHHbix OlK cooTBeTcTBYlOWEro dedepansHOro apxvea (4O 3TOr0 OH
npocTaBnsaeTcs kapaHaaLloMm).

Ha obnoxkax gen MnOCTOSHHOrO XpaHeHus npegycMaTpmBaeTcs MeCTO ANd HauMeHOBaHuWS
denepanbHOro apxuBa, B KOTopbli OyayT nepepaBaTbCA fgena, KoAoB dhegepanbHOro apxvmea U
denepanbHOro opraHa ucnonHutensHon Bnactu no ObLepoccuinickomy knaccudpmkaTopy npeanpusaTuii
n opranmsaumi (OKMO) n OB6wepoccuiickoMy KnaccudukaTtopy OpraHoB rocyfapCTBEHHOW Bractu U
ynpaeneHus (OKOIY).

Mo okOH4YaHWM roga B HaAMMCKM Ha OBNOXKax Aerl MOCTOSIHHOMO M BpeMeHHoro (cebiwe 10 ner)
XpaHEHNs1 BHOCATCA YTOYHEHMS: MpU HECOOTBETCTBMM 3arofioBka Aern Ha obnoxke cogepXaHuto
NOALUNTBIX JOKYMEHTOB B 3arofioBOK Aena BHOCATCS U3MEHEHWS U JOMOSTHEHMS.

HanmeHoBaHua doHgoobpasoBaTens u nogpasgeneHnsi, rog 1 HoMep aena MoryT NpocTaBnsaTbes
Ha 0bnoXKe LTaMrnom.

6.2.10. Ina yyeTa OOKYMEHTOB onpedeneHHbIX KaTeropuii NOCTOSHHOMO M BPEMEHHOro CpPOKOB
(cBbiwe 10 neT) xpaHeHus, yyYeT KOTOPbIX Bbi3blBaeTCA crneuudukon gaHHOW OoKymeHTauun (ocobo
LEeHHble, NMYHble Aena U T.4.), COCTaBMNseTCs BHYTPEHHSAS ONUCb LOKYMEHTOB Aena.

BHyTpeHHsI1 onncb OOKYMEHTOB [eria COCTaBnseTCcs Takke Ha gena noCToSHHOMo U BPEMEHHOro
(cBbiwe 10 neT) xpaHeHus, ecrnivm OoHW CHOPMUPOBAHLI MO Pa3HOBUMOHOCTSM [OKYMEHTOB, 3arorioBku
KOTOPbIX HE PacKpbIBalOT KOHKPETHOE COAEPXKAHNE LOKYMEHTOB.

HeobxoaumMoCTb COCTaBNeHMs BHYTPEHHEN OMUCKM OOKYMEHTOB Aena Onpeaensercss MHCTPYKUMEn
no BeJEeHWIO Oenonpou3BoacTBa B dpeepanbHOM OpraHe WCMONTHUTENbHOW BnacTu. BHyTpeHHsAs onuck
COCTaBNsE€TCA Ha OTAENbHOM JMCTE MO YCTaHOBIEHHOM ¢)OopMe, KOTopasi COAEPXWUT CBedeHus O
NnopsigKOBbIX HOMEepax AOKYMEHTOB Adena, Ux MHAekcax, gatax, 3arofioBkax u Homepax nMcToB Aerna, Ha
KOTOPbIX PaCMONOXeH Kaxabl OOKyMeHT. K BHYTpEeHHel Onucu COCTaBnsAeTcs MTOroBas 3anucb, B
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KOTOpOW yKa3blBaeTcs Ludpamv 1 NPONUCHI0 KONMYECTBO BKITIOYEHHbIX B HEe JOKYMEHTOB U KONIMYECTBO
NINCTOB BHYTPEHHEN ONuCHK.

BHYTpeHHsA onvcb AOKYMEHTOB Aena NoAMnvCbIBaeTCs COCTaBUTENeM C ykasaHueM paclumdpoBKu
MOANWCK, OOIMKHOCTU M AaTbl COCTaBMeHWs onucu. 3aBepeHHas CoCTaBuTeNeM BHYTPEHHAS OMUChb
[OKYMEHTOB Aiena NOoAKMenBaeTCs 3a BEPXHUN Kpal K BHYTPEHHEN CTOPOHE NULEBOM OBOMOXKKKM Aena.

6.2.11. [lokyMeHTbl, coCTaBnsioLWmMe Aerno, NOALWNBAOTCA Ha YeTbipe Npokona B TBepayto 06M0xXKy
N3 KapToHa unu nepenneTarTcd C y4eTOM BO3MOXHOrO CBOBOOHOrO YTEHUS TeKCTa BCEX OOKYMEHTOB.
lMpu noaroToBke Aen K noawwmeke (nepenneTty) mMeTannuyeckue ckpenneHus (bynasku, CKpenku) u3
OOKYMEHTOB yAansTCs.

HOena BpemeHHoro (oo 10 neT BKAYUTENBHO) XpaHEHUA OOMYCKaeTca XpaHUTb B
cKopoclUMBaTensx, He MpPOBOAUTL MepecucTteMatmsaumio [OKYMEHTOB B [Jene, IUCTbl Jdena He
HymepoBaTb, 3aBepuTeSbHblE HAAMWUCU HEe COCTaBNATb.

6.3. OpraHusauus onepaTMBHOIO XpaHeHNs1 AOKYMEHTOB

6.3.1. C MOMeHTa 3aBefeHus U OO Nepedayn B apxvB dheaeparnbHOro opraHa UCMOSTHUTENBHON
BNacTu fgerna XpaHaTcsa no MecTy ux (hopmMuposaHus.

PykoBoautenu CTpyKTypHbIX noapasgeneHun u coTpyaHukn, oTBevarowmne 3a 4enonponssoacTso,
0653aHbI 0becneynBaTb COXPAHHOCTb AOKYMEHTOB U Aen.

B uenax noBbiWeHMs onepaTMBHOrO Moucka AOKYMEHTOB Jena pacnonarawTca B Lkadax B
COOTBETCTBMM C HOMEHKnaTypow pAen. HomeHknatypa Qen unu BbINMCKA U3 Hee MNOMeLaeTcsl Ha
BHYTPEHHEN CTOpOHe Lwkada.

Ha kopelukax obnoxek Aen yka3biBalOTCS MHOEKCHI MO HOMEHKIAType Aern.

3aBeplleHHble fena MOCTOSHHOMO WM AONroBpeMeHHoro (cebiwe 10 neT) CpOKOB XpaHeHust
XPpaHATCHA N0 MEeCTy nx (bopMUPOBaHMA B TEYEHME Tpex NeT, a 3aTeM CAalTCA B apxuB dedeparnbHOro
opraHa UCnonHUTENbHOW BnacTu.

6.3.2. Boigaya gen gpyrum nogpasgeneHnsam nponsBoauTCs C paspeLleHnst pyKOBOAUTENS CIYXObl
OOY. Bblgada gen coTpyaHvkam noapasgeneHvui ang paboTbl OCyllecTBhAsieTcss nop pacnucky. Ha
BbldaHHOE [eno 3aBOAUTCHA KapTa-damecTuTenb. B Hen ykasblBaeTcsi CTPYKTYpHOe nogpasgenexHuve,
MHOEKC dena, jata ero Bblgayn, KOMy [eno BblAaHO, AaTta ero BO3BpalleHus, npegycmaTtpuBaloTcs
rpadbl 45t pacnucok B NONy4YeHUU n npueme gena.

[ena BbigaloTcst BO BPEMEHHOE MONb30BaHUE COTPYAHMKAM CTPYKTYPHbIX NOApPa3fernieHnii Ha Cpok
He Bonee ogHoro Mmecsiua. Nocne UcTeyeHMs1 yKasaHHOro Cpoka [eno AOMKHO ObiTb BO3BpALLEHO Ha
MECTO ero XpaHeHusl.

CTOpPOHHMM oOpraHuM3aumMsiM fgena BblAATCA Ha OCHOBAHWMM WX MUCbMEHHBIX 3anpocoB C
paspelleHns pykoBogutens dedepanbHOro opraHa WCMOMHWUTENbHOW BracTu WM ero 3aMecTuTens,
KypupytoLlero cnyx6y [10OY, no akram.

N3bsaTue JOKyMEHTOB M3 gefnl MOCTOAHHOIO XpaHeHUs OOMNyCKaeTCs B UCKMIOYUTENBHBIX CIlydasix u
NpOM3BOAMTCA C paspelleHns pykoBoauTensd deaepanbHOro opraHa MWCMNOMHUTENbHOW Brnactn ¢
OoCTaBlieHnemM B gerne 3aBepeHH0|7| KOnnn OOKyMeHTa M akTta O NpuyvnHax Bblgavyn nogriMHHUKA.

VII. Mopsgok nepegavm JOKYMEHTOB Ha XPaHEHWE B apXxuvB

[dokymeHTbl cbefepanbHOro opraHa WCNOMHUTENBHOW BRactu  ABNATCA  dhedeparnbHom
CODCTBEHHOCTBIO M MOCre MNPOBEAEHMST 3JKCNEpPTM3bl WX LEHHOCTUM B NOpsiAKe, YCTaHOBMEHHOM
denepanbHbIM apXMBHLIM areHTCTBOM, noasiexart obs3atenbHoON nepegade Ha NocTOAHHOE XpaHeHne B
deaepanbHbI apxmB Kak YacTb ApxmBHoro ooHaa Poccuinckon degepaumn.

Ona xpaHeHus pokymeHTOB ApxmBHoro doHga Poccunckon Pepepaumm, OTHOCALIMUXCH K
rocyaapCTBEHHON COOCTBEHHOCTW, M [OOKYMEHTOB BpeMeHHoro (cebiwe 10 neT) cpoka XpaHeHus,
UMEKLNX MpPaKTUYECKOe 3Ha4YeHWe, a Takke [JOKYMEHTOB MO JIMYHOMY COCTaBy, WX Yy4yeTa,
NCnonb30BaHus, otbopa M NoaroToBKM K Mepefade Ha MOCTOSHHOE XpaHeHue doefeparnbHbI opraH
WCNOMHUTENBHOW BriacTn obpasyeTt apxuB.

MoarotoBka [OKYMEHTOB K Mepejaye Ha XpaHeHne B apxvuB begepanbHOro  opraHa
WCMNOSMHUTENBHOW BMNacTu BKYaeT paboty cnyxkObbl OOY M nuu, OTBETCTBEHHbIX B CTPYKTYPHbIX
noapasgeneHnsx 3a BefeHue Aenonpou3BoAcTBa, MO NPOBEAEHMIO IKCNEPTU3bl LEHHOCTU JOKYMEHTOB,
dopMMpoBaHUIO U OPOPMAEHUIO Aen, COCTaBMNEHUIO ONUCEN Aen U aKTOB O BbIAENEHUN K YHUHTOXEHUIO
OOKYMEHTOB U1 Aen.

7.1. QkcnepTu3a LeHHOCTU JOKYMEHTOB
7.1.1. 3kcnepTv3a LEeHHOCTU OOKYMEHTOB - M3y4YeHWe OOKYMEHTOB Ha OCHOBAHUWM KPUTEPUEB MX

LEHHOCTU B LIENSAX onpeaerieHnst CPOKOB XpaHEHMs1 JOKYMEHTOB M OTOOpa UX Ans BKIKOYEHMS B COCTaB
ApxusHoro coHaa Poccuiickon ®epepauun.
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7.1.2. OkcnepTn3a LEHHOCTU OOKYMEHTOB B dhedepasnibHOM OpraHe WMCMOMHUTENbHOW BriacTv Ha
cTagun [Oernonpov3BOACTBA MNPOBOAWUTCS: MpU  COCTaBNEHMM HOMEHKNaTypbl [fen; B mnpouecce
OpMMpPOBaHUA OeN U NPOBEPKE NPaBUIBHOCTN OTHECEHUS JOKYMEHTOB K Aeriam; Npv NoAroToBke Aen K
nepegave B apxms egepanbHOro opraHa UCMONTHUTENbHOW BNACTU.

7.1.3. Ona opraHu3aumm m npoBefeHust 3KCMepPTU3bl LIEHHOCTM OOKYMEHTOB B deaepanbHOM
opraHe WCMOSMHUTENbHON BracTU CO3[aeTcd MOCTOAHHO AEWCTBYLWas LeHTpanbHas 3KcnepTHas
komucens (ganee nmenyetca - LISK) u, npu Heo6xoamMMocCTK, aKCcnepTHbIE KOMUCCUK (ganee nMeHyeTcs -
OK) B CTPYKTYpHbIX nogpasgeneHumsx.

7.1.4. Oynkumm un npaBa LUS3K (BK), a Takke opraHusauus ux paboTbl onpegensioTcs
NOMNOXeHWsIMK, KOTOopble YTBepXdalTca pykoBoauTeneMm degepansHoro opraHa  WCMOSTHUTENbHON
Bnactu (ansa L3K) n pykoBogutenem cTpyktypHoro nogpasgenenus (ang JK). Nonoxenune o LU3K go ero
yTBEPXOEHMS MOANIEXUT cornacoBaHuio ¢ PegepanbHbIM apXMBHBIM areHTCTBOM.

7.1.5. JkcnepTu3a LEHHOCTU JOKYMEHTOB MOCTOAHHOIO U BPEMEHHOIO XpaHEHUS OCYLLECTBAETCSH
€XEerogHo B CTPYKTYPHbIX MoapasgeneHusax dedepansHOro opraHa  MCMOMHWUTENbHOW  BRacTwu
HenocpeacTBEHHO NMLAaMK, OTBETCTBEHHbIMU 3a BeAeHue genonpomsBoactBa coBmecTHo ¢ LIOK (OK),
noJ HeNnoCpeACTBEHHbIM METOANYECKUM PYKOBOACTBOM apXuBa.

7.1.6. Tpwn npoBegeHuUn IKCNepTU3bl LIEHHOCTM [OOKYMEHTOB oOcyllecTBnseTca otbop Aaen
NMOCTOSIHHOIO U BpeMeHHoro (ceblwe 10 neT) xpaHeHus Ans nepegadv B apxueB hegepansHOro opraHa
WCNOMHWUTENBHOW BriacTu; OTOOP Aen C BPEMEHHbLIMWU CPOKaMW XpaHeHus 1 ¢ nomeTkon "[lo MMHoBaHUS
HagobGHOCTM", nNoanexalmx danbHenleMy XpaHeHWIo B CTPYKTYPHbIX MoApasfeneHusx; BbiaereHue K
YHUYTOXEHUIO Aien 3a npedblayLlmne rofbl, CPOKN XpaHeHNst KOTOPbIX NCTEKMW.

7.1.7. OT60p OOKYMEHTOB AN MOCTOSIHHOTO XpaHEeHWsi MPOBOAMTCA Ha OCHOBAHMWU MepeyHen
OOKYMEHTOB C YKa3aHMEM CPOKOB MX XpaHEHMs W HOMeHKnaTypbl gen degepansHoro opraHa
WCMNOMHWUTENBHOW BRAcTu NyTeMm MOSIMCTHOrO NpocMoTpa Aen. B genax nocTosaHHOro xpaHeHus nognexar
n3bATUIO aybneTHble 3K3eMnnspbl JOKYMEHTOB, YEPHOBUKN, HEO(OPMIIEHHBIE KOMUMA OOKYMEHTOB U He
OTHOCSLUMECS K BOMPOCY AOKYMEHTbl C BPEMEHHBIMU CpPOKaMu XpaHeHus. OKoHYaTenbHoe peLleHre no
pesynbTataMm 9KCMepTu3bl LEHHOCTM AOOKYMeHTOB npuHumaeT LOK denepanbHoro opraHa
WCMNOMHWUTENBHOW BriacTu.

7.1.8. Tlo pesynbTatam 9KCNepTusbl LEHHOCTM [OKYMEHTOB COCTaBNAlTCA OnMCKM  Aen
NOCTOSIHHOrO, BpeMeHHoro (cebiwe 10 neT) XpaHeHMs U MO MWYHOMY COCTaBy, a TaKkKe akTbl O
BblAENeHn Aen K YHUUYTOXEHNIO.

7.1.9. Onucb gena - apxvBHbIA CMPaBOYHMK, COAEPXalUUi CUCTEMaTM3UPOBAaHHLIN MNepeveHb
€[VHUL, XpaHeHUs1 apXMBHOro (poHAa, KOMMeKuUn u npefHasHayeHHbld And MX yyeTa U packpbiTus
cogepxanusa. OTgenbHas onucb npeacTaBnsieT cobor nepeyeHb Oen C CaMOCTOSATENbHOM BarioBoOW
(MOpsiAKOBOW) 3aKOHYEHHOW HYMepaunen.

7.1.10. OnucK cocTaBmnAlTCA OTAENbHO Ha Aernia MOCTOSHHOIO XpaHeHud; gena BpPeMEHHOro
(cebiwe 10 neTt) xpaHeHus; gena no NIMYHOMY COCTaBy; Ha Aena BpeMeHHoro (o 10 neTt) xpaHeHus
OMNMCK HE COCTaBIAIOTCS.

7.1.11. B cbegepanbHOM OpraHe MCMONHUTENbHOM BNACTU B KaXKAOM CTPYKTYPHOM MOApa3aenieHum
onncM Ha dena MNOCTOSHHOrO XPaHEeHWs COCTaBMAIOTCA €XerogHo Mo  HenocpeaCcTBEHHbIM
MeTOAMYECKMM PYKOBOACTBOM apxmBa dpedeparibHOro opraHa UCnonHUTensHon Brnactu. o atum onmcam
OOKYMEeHTbI CAalTCsA B apxXuB hedeparibHOro opraHa.

Onwucu gen, NOAroToBNEHHbIE CTPYKTYPHBIMM NogpasgeneHusmMu, criyxaT OCHOBOW AN NOAroTOBKM
CBOOHOM onucu gen degepanbHOro opraHa WCMNOMHUTENbHOW BNAcTW, KOTOPYHO TOTOBUT apxus
degepanbHOro opraHa M MO KOTOPOM OH cAaeT fena Ha rocydapCTBEHHOE XpaHeHWe B
COOTBETCTBYIOLWNIA cbefieparnbHbli apXumB.

7.1.12. Onucu gen CTPYKTYPHbIX MOApasderneHun COCTaBMSTCA MO YCTaHOBMEHHOW dopme
(mpunoxenne N 25) n npeacraBngawTca B apxvB befeparnbHOro opraHa UCMOMHUTENbHOW BRacTu He
nosgHee Yem Yyepes Tpu roga nocrne 3aBepLueHns Aen B Aernonpon3BoacTBe.

7.1.13. OnucatenbHasi ctaTtbs ONWCU Aen CTPYKTYPHOro noapasgernieHvs MMeeT criefyloume
3rIEMEHTbI: NOPSAKOBLIN HOMEp Aena (Toma, 4YacTu) Mo Oonucu; MHAEKC gena (Toma, 4acTu); 3arofloBOK
gena (Toma, Yactu); gata gena (Toma, 4yacTu); KOfM4eCTBO NUCTOB B Aene (TOMe, YacTu); CPOK XpaHeHust
aena.

7.1.14. Tlpn coctaBneHMn onucu Jen cobniogatoTcs criegylowme TpeboBaHUA: Kaxpgoe Aeno
BHOCUTCS B ONWCb MOA CaMOCTOSITENbHBLIM NOPSAKOBLIM HOMEPOM (ecnu Oeno COCTOUT U3 HECKOMbKUX
TOMOB (4acTei), TO KaXabl TOM (4acTb), B TOM Ymcne chopMMpPOBAHHOE B OTAENbHbIA TOM MPUNOXEHNEe
K Oeny, BHOCMTCA B OMUCb MOA CaMOCTOATENbHbIM HOMEPOM; MOPSAOK HymMepauuwn Aen B Onucu -
BasnoBbll; rpadbl ONMCK 3aMNONHATCSA B TOYHOM COOTBETCTBUM C TEMU CBEAEHUSIMU, KOTOPbIE BbIHECEHBI
Ha OOnoXKy Aerna; NpM BHECEHWM B ONWCb NOApPsiA Aen C OOWHAKOBLIMWU 3arofioBKamMu MULLETCS
MOMHOCTLIO 3arofioBOK MEPBOro Aera, a Bce ocTanbHble 0gHOPOoAHble Aena obo3HavarTca crnoBamu "To
Xe", npy 3TOM Apyrne cBefeHnsi O Aernax BHOCATCS B ONUChb MOMHOCTLIO (Ha KaXdoM HOBOM NINCTE OMUCK
3arosioBOK BOCMPOU3BOAUTCA MOMHOCTLIO); rpada onucu "mpumedaHme” ucronb3yeTcs Ansi OTMETOK O
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npueme pger, ocobeHHOCTAX MX (PU3NYECKOro COCTOsHMA, O nepegaye Aen APYrMM  CTPYKTYPHbIM
noapasaeneHnsM Co CCbINKOM Ha HeOBXOAMMbIV aKT, O HanMMYMM KOMWUM U T.0.

7.1.15. B koHUe onucu Bcrnep 3a nocnegHen onucaTenbHOW cTaTbeln JenaeTcs UTorosasi 3anuch, B
KOTOpOW ykasbiBaeTcs (UMdpamu M MPOMUCHI) KOMUYECTBO Aen, YUCNAWMXCH MO Onucu, NepsBbin U
nocrnegHVn Homepa gen no Onucu, a Takke OoroBapumsaloTCA OCOBEHHOCTUM Hymepauun gen B Onucu
(nTepHble HoMepa v NponyLleHHbIE HoMepa).

7.1.16. Onucb gen CTPYKTYpPHOro nogpasfeneHns nognmMcbiBaeTcs cocTaBuTeNeM C ykasaHuem ero
OOMMKHOCTK, cornacoBbiBaeTcss € pykosogutenem cnyx6bol OOY wn yTBepxgaeTca pykoBoauTenem
CTPYKTYPHOrO nogpasaeneHus.

Mpn HanmuuMm B CTPYKTYpHOM mnoapasgeneHun degepansHoro opraHa JK onucb gen o ee
yTBEpXAeHUst formkHa ObiTb cornacoBaHa ¢ OK.

7.1.17. Onucb [Jen CTPYKTYpHOro nodpasfdeneHns opraHusauum CcocTaBnseTcsd B - ABYX
aK3eMnnsapax, OAMH W3 KOTOpbIX MepedaeTcs BMecTe C genamu B apxuB dedeparnbHOro opraHa
WCMONHWUTENBbHON BMNacTu, a BTOPOW OCTaeTCs B KavecTBe KOHTPONBbHOro 3K3eMnnspa B CTPYKTYPHOM
nogpasgenexdun. MNpn HanuumMm B CTPYKTYpHOM nofpasfgeneHnn 9K onucb Aen cocTaBnsieTcs B Tpex
3K3eMnnApax, Tak kKak OAMH 3K3eMnnap onvcu nepegaetca B K AnNg pacCMOTPEHUs U CornacoBaHus.

7.1.18. OT60p OOKYMEHTOB 3a COOTBETCTBYIOLUMIA NEPUOA K YHUHTOXEHMIO U COCTaBMEHNE akTa o
BblAENEeHNN UX K YHUUTOXEHUIO (NpunoxeHne N 26) nponsBoamnTcs nocrne CoCTaBneHns CBOAHLIX onucemn
Aen MNOCTOSIHHOTO XpaHeHus 3a 9TOT e nepuod. YKasaHHble ONUCU U akTbl paccMaTpyBaloTCs Ha
3acegaHum LISK (OK) dhegepanbHOro opraHa UCNONHUTENBHON BNAcTU OgHOBpeMeHHO. CornacoBaHHble
LU3K (BK) chbenepanbHOro opraHa MWCMOMHUTENbLHOW BMAACTU akTbl YTBEPXOAlTCA pyKOBOAMTENEM
defeparnbHOro opraHa MCMOSTHUTENbHOW BMNAacTU TOSMbKO MOCMe YTBEPXKOEHUS 3KCMEePTHO-MPOBEPOYHOWN
komuccuen (panee wumeHyetca - OlMK) cooTBeTcTBytowlero degepanbHOro apxvea, onvcen pAen
MOCTOSIHHOIO XpaHeHWs; nocfie 3TOro opraHu3auus UMeeT MPaBO YHUUTOXUTb Aerna, BKIYEHHble B
AaHHble aKTbl B COOTBETCTBUM C YCTAHOBMEHHbLIM MNOPSAKOM.

7.1.19. AKT 0 BblAENEHNN AOKYMEHTOB K YHUUYTOXEHMNIO COCTaBMAETCS, Kak NpaBumno, Ha Aena Bcero
dhenepanbHOro opraHa UCNoMHUTENbHOW BnactTu. Ecnu B akTe ykasaHbl Aena HeCKOMbKMX CTPYKTYPHbIX
noapasaeneHnn, To HasBaHWe KaxQoro CTPYKTYPHOro nogpasferneHuns ykasbiBaeTcs nepep rpynnou
3arofioBKOB Aen 3Toro nogpasgeneHus.

7.2. MoaroToBka v nepegava AOKYMEHTOB B apXvB

7.21. B apxvB egepansHOro opraHa WCNONHUTENBHOW BMRacTX nepefalwnTcsa Jena ¢
WCMNOMHEHHBbIMWU [JOKYMEHTaMU MOCTOSHHOIO, BpeMeHHOro (cBbiwe 10 neT) XpaHeHus M Mo JIMYHOMY
coctaBy. VIx nepegada npov3BOAMTCS TOMbLKO MO ONUCSAM Aen.

7.2.2. ena ¢ WCNOMHEHHBIMA [OKYMEHTaMM MOCTOAHHOTO W BpemeHHoro (cebiwe 10 neT)
XpaHeHWs nepegarnTcsa B apxmB pefeparnbHOro opraHa MCNONHUTENBHOW BNAcTW He No3gHee Yem vepes
TpW roga nocrne nx 3aBepLleHns B enonpou3BoacTBe.

7.2.3. dena BpemeHHoro (oo 10 neT BKIIUNTENBHO) XpaHeHUs nepenade B apxvme degepanbHoro
opraHa WCMNOMHUTENbHOW BracTW, Kak npaBuno, He noanexat. OHW XpaHATCA B CTPYKTYPHbIX
nogpasgeneHvsax M no WUCTEYEeHUU CPOKOB XPaHEHUS noanexar YHUYTOXEHMIO B YCTaHOBIIEHHOM
nopsigke.

7.2.4. MNepenaya gen B apxuB dpeaepanbHOro opraHa MCMOMHUTENbHOW BNAacTU OCYLLEeCTBSeTCA
no rpadguky, COCTaBfIEHHOMY apXuBOM, COrflaCOBaHHOMY C PYKOBOAUTENAMU  CTPYKTYPHbIX
noapasfeneHuin n yTBepxxaeHHoOMY pykoBoauTenem cnyx6ool JOY.

7.2.5. B nepvog noarotoBKM Aen CTPYKTYPHbIM nNoApasfernieHMeM K nepejade B apxuB
defepanbHOro opraHa MCMNOMHWUTENBHOW BRacTu COTPYAHMKOM apxvBa MpedBapuTEnbHO NpoBepsieTcs
NpaBuUNbHOCTE UX (POPMUPOBAHMS, OPOPMIIEHUA U COOTBETCTBME KONMMYECTBA A€, BKIOYEHHBbIX B
ONnCb, KONMMYECTBY Oen, 3aBedeHHbIX B COOTBETCTBMM C HOMEHKNaTypon gen degepanbHOro opraHa
MCNONHUTENBbHOW BriacTn. Bece BbiSBrIEHHbIE NPU NpOBEpKe HeJoCcTaTkn B (hopmMmpoBaHMm 1 ohopmieHnn
aen paboTHWKN CTPYKTYPHOro noapasgeneHns obs3aHbl yCTpaHUTb.

7.2.6. lNpuem kaxgoro pfgena npouM3BOAMTCS 3aBedyloWwuM apxmBa defepanbHOro opraHa
WCMNOMHUTENBHOW BNacTu B NPUCYTCTBMM paboTHMKa CTPYKTYpHOro nogpasgeneHus. MNpu atom Ha obomx
3K3emnnspax onucu NpoTMB KaXKOoro Aena, BKIOYEHHOro B Hee, AenaeTcs OTMeTKa o0 Hanuuuu gena. B
KOHLe Kaxadoro 9K3emmnnsipa Onucu ykasbiBaloTca undpamm U MPOnuUCbio KONMMYECTBO (hakTUyecku
NPUHATBLIX Aern, fgaTa npuema-nepegadv gen, a takke nognvucy 3aBedyowero apxmBom deaepansHoro
opraHa UcnonHUTeNbHOW BNnacTu v nuua, nepedasLuUero gena.

Bmecte c pgenamu B apxvB deaepanbHOro opraHa WCMONMHUTENBHOW BRacTy nepefarTcs
pPErMcTpaumoHHble KapTOTEKU Ha [OOKYMEHTbl M (Mnn) nporpaMmmHble cpeactBa M 0asbl AaHHbIX,
cogepxaiime uHgopMauulo O perncTpauum u UCMOMHEHUW nepefaBaeMbiX LOKYMEHTOB. 3arofioBok
KaXXdomn KapToTeku unm 6a3sbl JaHHbIX BKITHOYaETCH B OMUCh.

7.2.7. B cnyyae nukBugauumn vnu peopraHusaumm CTPYKTYPHOro nogpasgeneHuss degepanbHoro
opraHa WCMNOMHWUTENbHOW BracTU nNUUO, OTBETCTBEHHOE 3a BeAdeHue [AenonpounsBoacTBa LaHHOro
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CTPYKTYPHOTO rnogpasfenieHnsi, B nepuod npoBeaeHusl NMMKBUAALMOHHBIX MeponpusTuil hopmMmnpyeT Bce
nMeloLecs OOKYMeHTbl B gena, odopmisieT dena v nepedaeT MX B apxuB degeparibHOro opraHa
MCMONHUTENBHON BMacTW, HE3aBMCUMMO OT CPOKOB XpaHeHusl. [Nepenaya gen ocyLecTBnseTcs no onucsm
Oen u HoMeHknaTtype aern.

Mpunoxexue N 1
kKn.2.1.3

Brocurca IllpaBUTEILCTBOM
Poccurickon demepalum

[IpoexkT
POCCUMCKAS OEIEPAILIMA
OEIEPAJILHHNM 3AKOH
06 apxmBHOM IneJjie B Poccumickom demepaumm
TnaBa 1. OOmMe MNOJIOXEHMUS
T'nmaBa 8. MexIyHapOOHOE COTPYIHMUUECTBO
Craresa 28. MexIyHapoOHOEe COTPYOHMUYECTBO B OOJIaCTHU apPXUBHOTO

nejia

OpTraHE T'OCYIapCTBEHHOM BJIACTM, OPTaHEl MECTHOI'O cCaMoylpaBJIeHusd,
TOCYHAapPCTBEHHBEIE VM MYHMUUITATIBHEIE ot v vt v oo oo oo nennennennennennss

[lpesuneHT
Poccumickom Odenmepaumum

O6pa3seL, opopMIeHUsI 3aKOHOMpPOoEeKTa

MpunoxeHue N 2
Kn. 2.2.3.

MpoekT

YKA3
NIPERUIOEHTA POCCHMUCKON OENEPALUN

06 yTBepxneHuu I[lojoxeHmsa o0 YnpabJjeHuM Ilpes3mmeHTa
Poccurickom Odenmepaluuy IO BHYTPEHHEN IIOJIUTUKE

1. YrBepouTh npuiaraemoe IlloJioxXeHME

2. llpyBHATH YyTPATUBLMM CUITY :

3. Hacrosmmy YkKaz BCTyNaeT B CUJIy CO IOHS eT'0 MOIONMCAaHUA.
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[lpesuneHT
Poccurickonm denmepauum

Mockea, Kpewmib
IaTa
Homep

Bu3el (Ha OOOPOTHOM CTOPOHE)

O6paseL, ohopmrieHus npoekTa ykasa NpesngeHta Poccunckon Gegepaumm

MpunoxeHue N 3
Kn.2.3.2

MpoekT

[IPABUTEJILCTBO POCCUMCKOW OEIEPALNU

[IOCTAHOBIJIEHUE
or " " r. N
MOCKBA
O Beikyne B 2004 ronmy y BJaeliblieB — I'paxiaH Poccurickoy demepauum

VMERIMXCA Yy HUMX I'OCyIapCTBEHHHX Ka3HaueMckux obazarenbcTe CCCP
n ceprTudmkaToB COeperarenbHOTo OaHka CCCP, pasMeleHHBEX Ha
TeppuTopum Poccurickoy demepauur mo 1 gHBapsa 1992 .

B COOTBETCTBUU co craTtbem 137 denepaliIbHOT'O 3akKoHa
"0 denepallbHOM BoomxeTe Ha 2004 Tom" IpaBMTeNbLCTBO POCCHUMCKOM
denmepauyum IIOCTAHOBJIIAET:

YTBEepOUThL NpUlaraeMue :

1. TIPABUIIA BBIKYTIA « ¢ o o o o o o s o o o oo o s oo oosossonnnessonesessens

2. PABMEPH CPEICTB « v v v v vt v v e e eeeeeeeeeeseeseeeeeaaaaaeeees

[lpencenaTerns [IpaBuTeNILCTBa
Poccunickom denmepaumum . dammnamsa

Buse (Ha ODOPOTHOM CTOPOHE)

O6pasel, odhopmMIIEHNS MpOeKTa NOCTAaHOBNEHNS
MpaButenbctea Poccuiickon ®egepaunmn

Mpunoxexune N 4
Kn. 2.7.3.8.

T'ep6 Poccum

OENEPAJILHASA CJIYXBA T'OCYIAPCTBEHHOM CTATUCTUKA
(POCCTAT)
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[IOCTAHOBJIEHNE

MockeBa

06 yTBEpPXIOEeHUM CTATUCTUUECKOI'O MHCTPYMEeHTapud
OJig opraHM3auuM CcTaTUCcTudeckoro Habsonmenms Ha 2005 ron

denmepanibHasg ciyxfa TOCYyIAPCTBEHHOM CTATUCTUKM [IOCTAHOBJIAET:
1. YrBepmuTh npuiaaraemele GopMmel demepasibHOTO TOCYIapCTBEHHOTO
CTAaTUCTUUYECKOTO HAOJIOIOEHUS M BBECTM MX B LOENUCTBUE:

2. YCTaHOBUTH npencTaBJieHue TOCYIapCTBEHHONM CTAaTUCTUUYECKON
OTUEeTHOCTU 10 YKasaHHEM B II. 1 HacToAmWeIro NoCTaHOBJeHMs dopmaMm
bemepaslIbHOTO T'OCYIAPCTBEHHOT'O CTATUCTUUECKOT'O HafJomeHus B aIpeca
M CPOKM, YCTaHOBJIEHHHE B dopMax:

3. C BBEIEHUEM YKa3aHHOTO B II. 1 HaACTOAWEeI'O INOCTAaHOBJIEHUS
CTaTUCTUUYECKOI'O MHCTPYMEHTAPMA NPU3HATH yTpaTUBIMMHA cuily QOpPMEL
benmepalIbHOTO T'OCYOapCTBEHHOT'O CTATUCTUUECKOT'O HaOJIOOEeHMS :

PykoronouTesb lNomnuce PacumppoBka NOONMUCHU
Bu3bel (Ha OOOPOTHOM CTOPOHE)

O6pasel, ocpopMIieHUsi NOCTaHOBNEHMs dhedeparnbHON CryXobl

MpunoxeHne N 5
Kn.2.7.1.6.

T'ep® Poccum
MVHUCTEPCTBO KYJIBTYPH ¥ MACCOBHX KOMMYHMKALUNA
POCCHUICKON OENEPALUN
(MVMHKYJILTYPH POCCUMN)

[IPVKA3

Mockea
06 yTBepXOeHUM VHCTPYKUMM IO HOeJIONPOU3BOICTBY

B cBasu c

(ocHOBaAHUE)
IPMKAa3LEBAW
1. YTBepouTh " BBECTU B IOEeNCTBME MNpuiaraeMyilo VHCTPYKLMUIO 10
LOEeJIOIPOU3BOICTRY .
2.

3. [pyBHATHL YyTPaTMBUIMM CUIIY IIPUKAa3
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4. KOHTpOHb 3a MCIIOJIHEHMEM HACTOAULeT'O IIpMKa3a BO3JIOXMTH Ha

MuHMCTP [Tlognuce PacumppoBKa MNOONMUCHU
Buse (Ha ODOPOTHOM CTOPOHE)

O6pa3sel 0dopMIeHUs NpMKka3a MUHUCTePCTBA

MpunoxeHne N 6
Kn.2.7.1.6.

T'ep6 Poccum

MVHVCTEPCTBO KYJIBTYPH M MACCOBHX KOMMYHVKALVI
POCCUNMCKOM ®EIEPALINN

SEJEPAJIBHOE APXVBHOE ATEHTCTBO
(POCAPXUB)

[IPUYKA3

Mockea

06 yTBEepXIeHUM VHCTPYKLUM
IO IeJIONPOM3BOICTBY B PocapxuBe

B cBasu c

(ocHOBaHME)
IIpMKa3EBalo:
1. YTBepIUTL M BBECTU B nencTeue npuiaraeMyno VHCTPYKLMIO
IO IOeJIONPOMBBOICTBY B demepalZIbHOM apXMBHOM areHTCTBE.

2.

3. HpMSHaTb YyTpaTumuBIVIM CUIIY IIPUMKa3

4. KOHTpPOJIbB 3a MCIOJIHEHMEM HACTOAWEI'O IpMKa3a BO3JIOXUTE Ha

PyxkoromuTesb [Mopnuce PacumppoBka NOONMUCHU
Bu3bel (Ha OOOPOTHOM CTOPOHE)

O6paseL, opopmrieHns npukasa egepanbHOro areHTCTBa

MpunoxeHne N 7
Kn.n. 2.7.1.6

T'ep® Poccum

MVHUCTEPCTBO
KYJBTYPH M MACCOBHX KOMMYHUKALMA
POCCHUICKON OENEPALUN
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(MMHKYJIBTYPH POCCUN)

PACIIOPAXEHUE
N
Mockea
Bo ucnosHeHue
(ocHOBaHME)

1. YreepouThb

2. [pusHaATL yTPaTUBIMUM CUITY

3aMecTuTesb MMHMCTPa [loonmce PacumppoBka NOONMUCHU

Bu3el (Ha OOOPOTHOM CTOPOHE)

O6paseL, 0hopMITEHUS PACNOPSPKEHUS MUHUCTEPCTBA

MpunoxeHue N 8

YTBEPXIEHO
TIPUKABOM v v v v v o v v o neens
OT ... N oo,

IIOJIOXEHME
O (HaMMEeHOBAaHME CTPYKTYPHOTO NOApa3IneJIeHUS)

I. OfOume MIOJIOXEeHUS

II. 3amaun

ITII. CrpykTypa

IV. dyHKUUMK

V. IlpaBa

VI. B3aMMOOTHOWEHMS UM CBA3U C IPpyI'MM CTPYKTYPHEM IIOOPA3IEJIEHVEM

VII. OTBEeTCTBEHHOCTbD

PykoronouTesnb
CTPYKTYPHOTO INOoOpasnesieHud [Tognuce PacumppoBkra
IOIIINCHU

O6paseL, 0hopMIIEHUS NOMOXKEHMS

Kn. 2.7.2.3
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MpunoxeHne N 9
Kn.2.7.3.7

T'ep6 Poccum

MVHVCTEPCTBO KYJIBTYPH ¥ MACCOBHX KOMMYHUKAIVI
POCCHUICKON OENEPALUN

SEJEPAJIBHOE APXVBHOE AT'EHTCTBO
(POCAPXUB)

[TPOTOKOJI
3acenanusa HayuHoro CoBeTa

MockeBa

[lpencenatenbcTBylouMy — M.0. daMmiamsa
Cekperapp - N.O0. dammnamsa
IpucyrcreoBaym: 30 uejyioBek (CIMCOK IIpuiaraeTcs)

[IOBECTKA [HA:

1. O Mepax 1o pealmzauuym benepaJibHOW LIEJIEBOYV MNPOI'PAMMEH. . .
Iokrian 3zamMecTuUTesid PykKoBOOMUTETS. . .
2. 0

1. CIYIAJN:

N.0. damMmima - TeKCT OOoKJlIada Npuiaraercs
BHCTYIIVIIN :
N.0. damMmima - KpaTkKasd 3alucChb BBICTYIJIEHUA
N.0. damMmima - KpaTkKasd 3alucChb BBICTYIJIEHUA
[TIOCTAHOBWIIN :
1.1.
1.2.

2. CIIVIAJIN:
BHCTYIIVJIN :
[TIOCTAHOBWIIN :

[IpencenaTelibCTRYIIOWMUN [loonuceb PacumppoBKa MNOONMUCHU
CekpeTapb [Topgnuce PacumppoBka nomonmcu

O6pasel, 0hopMIIEHMS MOJNHOIO NPOTOKOSA

Mpunoxerne N 10
Kn.2.7.3.7

T'ep6 Poccum
ITPOTOKOJI

coBellaHua y PykoBommuTesid CDenepaanor'o APXMBHOT'O ar'eHTCTBAa

37



n.0. OAMUIINA

MockBa
N
[IlpycyTCTBOBAJIN :
g;;;;;;;;;;;_;;nXHOCTM - n.0. dammnmsa
HamMeHOBaHME IOOJDKHOCTU - n.0. dammnmsa
HamMeHOBaHME IOOJDKHOCTU - n.0. dammnusa
HamMeHOBaHME IOOJDKHOCTU - n.0. dammiimsa

VIHULIMaJs u
bamMmnmm

B ajl®aBUTHOM
Iopsanke

I. O BBIIOJIHEHMM T'OOOBOTO I1IJIJaHA HAYYHO-MCCJIEOOBATEJIbCKOM padoTH
BHVMIATL

(Pammnmsa, damvmmunusa, damunmsa, dammunusa, damMmims)

1. IpMHATE K CBEIEHUD. ..
2 ."IvpexTopy BHUNMIOAL. ..

IT. O BBemeHuUM Mep IO...

(Pammnms, davmmnmsa, Pamunms, dammnms, damMmIImsa)
2. TIpMHATHL K CBEOEHMD. . .

Pykopomurens denmepalibHOT'O
APXMBHOTO ar'eHTCTBa n.0. dammnmsa

O6paseL, 0cpopMIEHUsI KPATKOrO NMPOTOKOMa

Mpunoxexne N 11
kKn.2.5.6

T'ep6 Poccum

MVHUCTEPCTBO KYJIBTYPH ¥ MACCOBHX KOMMYHMKALUNA
POCCHICKON OENEPALUN

SEJNEPAJILHOE APXVBHOE AT'EHTCTBO
(POCAPXUB)

Mockea N

O6paseL, odopmrieHus obLero npogonbHOro brnaHka deaepanbHOro areHTcTBa
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MpunoxeHne N 12
Kn.2.5.6

T'ep6 Poccum
MVHVCTEPCTBO KYJIbTYPH
M MACCOBHX KOMMYHMUKALIVNA
POCCUVMCKOM OEIEPALINNU

SEIEPAJIEHOE APXVBHOE AT'EHTCTBO
(POCAPXNB)

N

Mockea

O6pasel ocpopMrieHust obLero yrroBoro 6rnaHka degeparnbHOro areHTcTea

MpunoxexHne N 13
Kn.2.5.6

T'ep® Poccum

MVHUCTEPCTBO KYJILTYPH
Y MACCOBHX KOMMYHMKALM
POCCHMICKON OENEPALUN
(MMHKYJIBTYPH POCCUN)

Kurarroponckuy npoesn, n. 7/, crp. 2, Mockea, 109074.
Tes. 925 11 95. daxkc 928 1791.
OKIIO 00013327, OTI'PH 1047796333672,
VIHH/KIII 7705596843/770501001

N

Ha N

O6paseL, odhopmIieHUs yrnoBoro 6naHka NMcbMa MUHUCTEPCTBA

MpunoxeHne N 14
kKn.2.5.6

T'ep® Poccum

MVHUCTEPCTBO KYJILTYPH
I MACCOBHX KOMMYHMKALM
POCCHUICKON OENEPALUN

SEJNEPAJILHOE APXVBHOE AT'EHTCTBO
(POCAPXVB)

WnbuHKA yJja., O. 12, MockBa, 103132.

Ten. 206-35-31. daxc 206-55-87.
OKIIO 00018483, OI'PH 1047710027683,
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VHH/KIII 7710474216/771001001

N

Ha N

O6paseL, odhopmIieHns yrrnoBoro dnaHka nucbma egepanbHOro areHTcTea

Mpunoxexne N 15
Kn.2.5.6

T'ep® Poccum
MVHVCTEPCTBO KYJIBTYPH UM MACCOBHX KOMMYHMKAHMﬂ
POCCUVMCKOM ®EIEPALINNU
(MMHKYJIBTYPH POCCUN)
Kuranroponckum npoesn, n. 7/, crp. 2, Mockea, 109074.
Tesm. 925 11 95. daxc 928 1791.
OKIIO 00013327, OI'PH 1047796333672, MHH/KII 7705596843/770501001

N

Ha N

O6pasel, odopmneHns NpoaorbHOro 6naHka NnMCbMa MMHUCTEPCTBA

MpunoxexHne N 16
Kn.2.5.6

T'ep6 Poccum

MVHVCTEPCTBO KYJIBTYPH ¥ MACCOBHX KOMMYHUKALVIA
POCCHUICKON OENEPALUN

SEJEPAJIBHOE APXVBHOE ATEHTCTBO
(POCAPXUB)

UnbuHKa yJja., O. 12, MockBa, 103132.
Ten. 206-35-31. daxc 206-55-87.
OKIIO 00018483, OI'PH 1047710027683, VMHH/KII 7710474216/771001001

N

Ha N

O6pa3seL odopmeHnst NpoaonbHOro 6raHka nMcbMa
denepanbHOro areHTcTBa

Mpunoxerne N 17
Kn.2.5.6

T'ep6 Poccum
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MVHUCTEPCTBO KYJIBTYPH M MACCOBHX
KOMMY HUKALIVN
POCCUVMCKOM ®EIEPALINNU
(MMHKYJIBTYPH POCCUN)

MMHUCTP
Kurarroponckuyt npoesn, n. /7, crp. 2, Mockea, 109074.
Tes. 925 11 95. dakc 928 1791.
OKIIO 00013327, OI'PH 1047796333672,
VIHH/KIII 7705596843/770501001

N

Ha N

O6paseL, ohopmrieHns 6naHka 4OMKHOCTHOrO fvua MUHUCTEPCTBA

MpunoxeHne N 18
Kn.2.5.6

T'ep® Poccum

MVHUCTEPCTBO KYJILTYPH
/I MACCOBHX KOMMYHUKALIM
POCCHICKON OENEPALUN

SEJIEPAJILHOE APXVBHOE AI'EHTCTBO
(POCAPXUB)

SAMECTUTEJIE PYKOBOIUTEJIA

UnbuHka yija., O. 12, MockBa, 103132.
Ten. 206-35-31. daxc 206-55-87.
OKIIO 00018483, OI'PH 1047710027683,
VHH/KIOI 7710474216/771001001

N
Ha N
O6paseL, opopmneHus 6naHka AOMKHOCTHOroO nuua denepanbHOro areHTcTea
MpunoxeHne N 19
Kn. 3.6.2
CIIPABKA
06 ob6BeMe HOOKyMeHTOoOOopoTa
3a 200
(mMmecsi)
[okymeHTbI KonnyecTtBo JOKYMEHTOB Bcero
NOAJIMHHUKM TUpax
noctynawoLime
oTnpaeBnsemMble
BHYTPEHHME
Ntoro
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HamMeHOBaHME IOOJIXKHOCTU

pPyKoOoBOOMUTETIA

ITaTa

CIIyX0u J1OY

[Tonnmce

Pacumpposkra
IIOONNCHU

dopmart A5 (148 x 210 mm)

dopma crnpaBku 0 JOKYMEHTOO6opoTE

Mpunoxexne N 20

Kn.6.1.3

HamMeHOBaHMe GenepalibHOT'O OopIraHa
MCIOJIHMTEJILHOM BJIACTU
HamMeHOBaHME CTPYKTYPHOTO
nmogpasneJyieHnd
HOMEHKJIATYPA [EJ
00.00.0000 N

(MecTO CoOCTaBJIEHUSA)
Ha Tonm
MHupekc 3aronoBok gena Kon-Bo gen Cpok xpaHeHus gena NMPUMEYAHW
nena (Toma, yacten) (Tomos, (Toma, yactn) n N E

yacten) cTarten no NepeyHto

1 2 3 4 5
HasBaHue pasgena

HamMeHOBaHUE

CTPYKTYPHOT'O

ITaTa

COTJIACOBAHO

HammMeHoOBaHME
PYKOBOIUTEIA

ITaTa

IOOJIKHOCTHM PyKOBOOMUTEJS
nonpasnesyeHus

IOOJIDKHOCTU
CJIyX0Ou 1OY

3aBenyouMil apxXMUBOM

(;muo,

ITaTa

VToroBad 3amnmMcChb O KaATETroOpMAX UM KOJI-Be nesl,

OTBETCTBEHHOE 3a apXMB)

B CTPYKTYPHOM [OIpPasAeJIeHUN

[loonmce PacumppoBra

nogrnmncm

[Topgnuce Pacumpposkra

ImoOrnmcm

[Noonmce Pacumpposkra

IIOONMCU

[IpomosmxkeHMe
npunoxeHus N 20

3aBEIEHHEIX B rony
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Mo cpokam xpaHeHus

Bcero |B Ttom uncne:
nepexogsaLmnx ¢ otmeTkon "IrK"

1

2 3 4

MNocTosiHHOrO

BpemeHHoro (cBbiwe 10 net)

BpemeHHoro (oo 10 net
BKITHOYMTENBHO)

NTOro:

HamMeHOBaHMEe OOJIKHOCTM OTBETCTBEHHOTO

3a IOeJIONIpOM3BOIOCTBO

IDaTa

JITOTOBEHE CBEeIEeHMS IepelaHH B Cciayxdby IOV

HauMeHOBaHME OOJLDKHOCTU InepenaBmero

CBeI€eHUA

ITaTa

[lonnucob PacumppoBkra
IIOONIUCHK

[lonnmce PacumppoBra
IIOONNCHU

®opmat A4 (210 x 297 mm)

¢opma HOMEHKNAaTypbl Aesn CTPYKTYPHOro nogpasaerieHnA
cbep,epaanoro OopraHa MCMNONHUTENBHOW BRacTu

Mpunoxexne N 21

Kn.6.1.3
HamMmeHOBaHMe demepallbHOT'O opraHa
VICIIOJIHUTEJIbHOM BJIACTU
YTBEPXIIAI
HOMEHKJIATYPA IEJI
HammMeHOBaHME IOOJDKHOCTU
00.00.0000 N pykoBomuTena QernepalibHOT'O opTaHa
VICIIOJIHUTEJIbHOM BJIACTU
(MecTO cCcocTaBJIeHUSA)
[lonnucob PacumppoBra
Ha infepit IOONMCH
IDaTa
Mupekc 3aronoBok gena Kon-Bo gen Cpok xpaHeHus gena NMPUMEYAHN
aena (Toma, yacten) (Tomos, (Toma, yactn) n N E
yacren) cTarten No NepeyHto
1 2 3 4 5
HassaHwve pasgena
| I |
HauMeHOBaHME IOOJDKHOCTU
PykoBomuTesia cJyxOvr JOY
benmepasIbHOTO OpraHa
VICIIOJIHUTEJIbHOM BJIACTHU [loonmce Pacumpposkra
IIOONUCHK
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ITaTa

Buza 3aB. apxmuBOM

(Muua, OTBETCTBEHHOTO 3a aApXUB)

COTJIACOBAHO

[IpoTokosn 32K
oT N

COTJIACOBAHO

[Iporokomn JIIK denmepalslbHOTO apxmba

oT N

[IponoirxeHMe
npuyoxeHus N 21

VIToroBas 3almch O KaTeropmax M KOJI-Be nOeJl, 3aBEeIE€HHBIX B
B demepalJibHOM OpPTaHEe MCIOJIHUTEJIbLHOM BJIACTHU

rony

Mo cpokam xpaHeHus

Bcero |[B TOM yucne:

nepexogawmnx

c otmeTkomn "OlK"

1

2 3 4

MNocTosiHHOrO

BpemeHHoro (cBbiwe 10 net)

BpemeHHoro (oo 10 net
BKITHOYMTENBHO)

NTOro:

HamMeHOBaHME IOOJDKHOCTU
PykoBomuTesia cJyxOvr JOY

IDaTa

[Tonnmce

VITOTOBEIE CBEeIEeHMA [epelaHbl B apXuB

HamvMeHOBaHME IOOJIKHOCTU
lepenaBllerT0 CBEIEHUA

ITaTa

[omonuce

PacumppoBra
IOONIMCHU

PacumpposBra
IOIONINCHU

dopmat A4 (210 x 297 mm)

dopma HOMeHKNaTypbl gen

¢epeparnbHOro opraHa MCNOMHUTESTbHOW BlacTu

koI Gdenmepa’sibHOTO apxuBa

KOO @eﬂepaanoro OopraHa
VICIIOJIHUTEJIbHOM BJIACTU

MpunoxeHne N 22
Kn.6.2.8

o. N
Om. N
. N
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(HAIMEHOBAHME OEIEPAJIBHOT'O APXVBA)

(HAVMEHOBAHME OEIEPAJILHOT'O OPTAHA JVCIIOJIHUTEJIBHOM BJIACTU
M CTPYKTYPHOI'O INOIOPA3IEJIEHNA)

IEJIO N TOM N

(3AT'OJIOBOK IEJIA)

(LATA)
Ha JINCT
XpaHuThb
®. N
Om. N
IO. N
®opmat C4 (230 x 320 mm)
dopma o0bnoxkn gena
NMOCTOSAHHOIO U BpeMeHHOro (cBbiwe 10 neT) xpaHeHus
MpunoxeHne N 23
Kn.6.2.8
JIncr-3aBepurenes mejsa N
B mesie momumMTO M NPOHYMEPOBAHO JucT (oB) ,
(umdpaMm M NOPONMUCHIO)
B TOM UMCJIE JIMTEPHHE JIMCTEH IPONylleHHBIE HOMepa
+ JIMCTOB BHYTPEHHEM ONMCU
OCOBEHHOCTU ®U3SUNYECKOIO COCTOAHNA U N N nuctos
OOPMNPOBAHUNA OENA
1 2
HOJIXHOCTB [Mopgnmuce Pacumpposka
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Imoonmncum

IDaTa
®opmat A4 (210 x 297 mm)
CDopma NNCTa-3aBepuTend agena
MpunoxeHne N 24
Kn.6.2.8
BHYTPEHHAA OIIMCH
IOOKYMEHTOB nejia N
N nn |WHgekc [ata 3aronoBok Homepa MpumeyaHue
OOKYMEHTa OOKYMEHTa OOKYMEHTa JINCTOB Aena
1 2 3 4 5 6
VToro IOKYMEHTOB
(LMbpaMmu M MOPONUCHI)
KomruecTBO JIMCTOB BHYTPEHHEMW ONNVCHU
(undpaMm M OPONUCHIO)
HauMeHOBaHME IOJDKHOCTM JMlia,
COCTaBMBIIET'O BHYTPEHHKK OIIMCH
IOKYMEHTOB neja [Tonnuce PacumppoBkra
TIOONVCHU

IDaTa

®opmat A4 (210 x 297 mm)

d)opma BHyTpeHHeﬁ onucun OOKyMeHTOB gena

Mpunoxexne N 25
Kn. 7.1.12

(HamMeHOBaHMEe OQenmepaJsibHOT'O OpIr'aHa MCIIOJIHMTEJIbLHOM BJIACTM)

(HaMMeHOBaHME CTPYKTYPHOT'O HOAPAa3neJIeHUS)
YTBEPXIAIO

HayMeHOBaHME IOOJDKHOCTU PYyKOBOIMTEJIS
CTPYKTYPHOTO NOOpasnelIeHNS

I[oonmce
NOONMCU

PacumppoBra
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ITaTa

OICh N

N |WHpekc |3aronoBok gena [ata pena KonuyectBo Cpok xpaHeHus
nn | gena (Toma, yactm) (Toma, NNCTOB B aena (Toma, Mpumeyvanne

(Toma, yacTn) nene (Tome, yacTu)

4yacTu) 4yacTu)
1 |2 3 4 5 6 <*> 7
HassaHwve pasgena
B OaHHYI OIMCB BHECEHO nesa ¢ N

(undpaMm ¥ HOPONIUCHI)
no N , B TOM UMCJIE:
JIMTEPHBEIE HOMEPaAa:
IIPOIIyHIeHHBIE HOMEPa:
HamMeHOBaHME IOOJIXKHOCTU
COCTaBUTEJIA ONUCHU [Tognuce PacumppoBra
Imonormcum

IDaTa

COTJIACOBAHO

HamMeHOBaHME IOOJLDKHOCTU

COIJIACOBAHO <**>

[lpoTokoa 3K CTPYKTYPHOI'O

pykoBOOUTENA CIyX0Oel JOY nompasneJsyieHnud
[Topgnuce PacumppoBKa MNOONMUCHU oT N
IDaTa
[IponmoirkeHMe
npuioxenmsa N 25
[lepenan nen
(undpaMm M HOPONIUCHI)
u PETUCTPALIMOHHO-KOHTPOJIBHEIX KapTOTEK K
(umbpaMm M NOPONMUCHIO)
OOKyMeHTaM <***>
HamMeHOBaHME HOOJDKHOCTM COTPYIOHMKA
CTPYKTYPHOT'O IOOpa3nesyieHnda [Mopgnuce Pacumpposka
IIOONNCHU
IDaTa
[IpuuAan nejl u
(umbpaMm M NOPONMUCHIO) (umbpaMm M NOPONMUCHIO)
PETUCTPALMOHHO-KOHTPOJIBHEIX KAapPTOTEK K INOKyMEHTaM
HamMeHOBaHME HOOJDKHOCTM paboTHMKA
apxuBa O¢enepasibHOTO OpIr'aHa
VICIIOJIHUTEJIbHOM BJIACTU Monnuceb PacumppoBkra

IDaTa

Inmoanmncum
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<*>[padha 6 onyckaeTcsa B oNnUCAX Aen NOCTOSAHHOrO XpaHeHMs!.
<**> [Npn Hanuuumn K CTPYKTYPHOro nogpasaeneHus.
<***> [NepeaaloTcs BMeCTe C Aenamu KaHUenspun.
dopmat A4 (210 x 297 Mm)

dopma onucu gen NoCTosiHHOro, BpeMeHHoro (cBbiwwe 10 neT)
XpaHeHus 1 No NIMYHOMY COCTaBYy CTPYKTYPHOro nogpasgeneHus

MpunoxeHne N 26

kn.7.1.18
HamMeHOBaHMe GelepalibHOT'O
opraHa MUCIOJIHUTEJILHOM BJIACTHU YTBEPXIA
AKT HamMeHOBaHME IOOJDKHOCTU
pykoBOoOUTEJNA GermepalJibHOI'O opTaHa
MCIIOJIHUMTEJILHOM BJIACTU
N [Noonmce PacumpposBra
IIOONNCHU
IDaTa
(MecTO CcoOCTaBJIEHUA)
O BHBHIOCJICHUNM K YHMUYTOXEHMI ITOKYMEHTOB,
He IrnonmjiexalrMxX XpaHEeHMIO
Ha ocHoBaHMM
(HaSBaHMe VI BEIXOIOHEIE IOAHHEBEIE TIe€epedHA IOOKYMEHTOB
C yKasaHMEM CPOKOB MX XPaHEHUH)
OTOGpaHH K YHUYTOXEHUIO Kak He Memrmmne HayQHO—MCTOqueCKOﬁ
IIEHHOCTHM 1Z yTrpaTmBume IIPaKTNUUYeCcKoe SHAUYEeHNMe JOKYMEHTEL
donma N
(HazBaHue ¢oHma)

N nn |3aronosok HaTta Homepa WHpekc gena Konunyec- Cpoku MpumeyaHune
aena wnu aena vnu onucem (Toma, TBO gen XpaHeHus
rpynnoBomu KpanHue (HOMEHK- yactu) no (Tomos, gena (Toma,
3aronoBokK hatbl gen nartyp) 3a HOMeHKnaType yacTen) yacTtu) u
aen rogbl unn N gena HoMepa

no onucu crarten no
nepeyHio

1 2 3 4 5 6 7 8

VToro oeJl 3a I"OObL

(umdppaMm ¥ OPONMCHIO)

Onmcm meJji NOCTOSHHOTO XPaHEeHMS 3a Tonel yTBEPXIESHEL,
a 1o JIUYHOMY COCTaBy COTIJilacOBaHE C OJIIK

(HaMMeHOBaHMEe apxXMUBHOTO
yUpeXOeHMs)
(mpoToKOJ OT N )

HamMeHOBaHMEe OOJDKHOCTM JiMLla,
IIPOBOOMBIIET'O BSKCIIEPTU3Y
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LIEHHOCTM IOKYMEHTOB [Tonnmce Pacumpposkra

NOONMUcCHu
IDaTa
COIJIACOBAHO
[IpoTokos ISK (3K)
oT N
[IponoirxeHne
npuyoxeHus N 26
,HOKyMeHTI::I B KOJIMYeCTBEe neJs,
(umdpaMm M NOPONUCHIO)
BEeCoM KI' COaHBEL B

(HauMeHOBaHME OpITaHM3allnM)
Ha HepepaboTKy IO NPMEMO—-CHATOUHOM HAKJIAOHOM OT
N

HamMeHOBaHME HOOJDKHOCTM pabOOoTHMKA

bemepasIbHOTO oOpraHa MUCIIOJHUTEJLHOM

BJIaCTY, CHOABLWETO OOKYMEHTEL [Toonmce PacumppoBra
IOONMCHU

VIsMeHeHVa B yUeTHEHE IOKYMEHTH BHECEHEH.

HamMeHOBaHME HOOJDKHOCTHU paboTHMKA

apxuBa (cayx6el JOY), BHecweIro

V3MEHEHMS B YUETHBE IJOKYMEHTE [loonuchb PacumbpoBka
IOINNVCHU

IDaTa

®opmat A4 (210 x 297 mm)

CDopma aKTa O BblAeJIeHUN K YHUHTOXEHUO JOKYMEHTOB,
He nognexawmnx XxpaHeHunto
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