MNHWCTEPCTBO
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« 14 » anpens 2023 T. Ne 16-04/082

r. Maxaykasna

O6 yTBepXAeHUN VIHCTPYKLUMM MO Aes1onponu3BoACTBY
B MUHUCTEPCTBE NO PM3NUECKOW KyNnbType v cnopTy Pecny6nukn [darectaH

B uensx COBEPLUEHCTBOBAHUS  AOKYMEHTALMOHHOIO  0GecneyeHns v
opraHmsaumm paboTbl ¢ AOKYMeHTaMu B MuHMCTEPCTBE NO (IM3MYECKOWN KyNbType W
crnopTy Pecny6nnkn arectaH,

nmpmkKasbiBalko:

1. YTBepanTe  npunaraemyro  VIHCTpykuuro nNo  Aenonpous3BOACTBY B
MwuHMCTepCTBE NO (U3MYECKON KyNbType 1 cnopTy Pecny6nvku [larectaH.

2. Mpukaz MwuHMUCTepcTBa MO (YM3NYECKOW KynbType ¥ cnopTy Pecny6nmku
DarectaH oT 8 pgekabpa 2014 roga Ne 346 «O6 yTBepXaeHUM VIHCTPYKUUKU Mo
[enonpon3BoacTey B MuHUCTEPCTBE MO (DU3NYECKON  KY/bType U CMOpTy
Pecny6nvku [arectaH» npusHaTb yTPaTUBLUMAM CUSy.

3. PaamMecTnTb HacTosWwmMi npukas Ha omunanbHOM canTe MuHMCTepcTBa Mo
(hm3nMyeckon KynbType u cnopTy Pecny6nvkun [JarectaH B MH(OPMaLWUOHHO-
Te/IeKOMMYHUKaUMOHHOW CeTU «VIHTepHeT».

4. KOHTpO/b 32 WCMNOJIHEHMEM HACTOSALLEero npukasa BO3/MOXUTbL Ha [lepBoro
3amecTuTena MmHuctpa 3. CanayTanHoBa.

MuHucTp C.X. Caxunpos

Pa3ocnaHo: B AeNo, 3aMeCTUTENIIM MUHUCTPA, PYKOBOAWUTENSM CTPYKTYPHbIX MOAPa3AeNeHNA.



MWHUCTEPCTBO MO (PU3NYECKOW Ky/NbType YTBEPXOAKO
n cnopty Pecny6nivku [arectaH (hN3NYECKON KYNbType U
(tOnnkun OdarecTtaH

NMHCTPYKUNA 2023r.
Nno AENOMNPON3IBOACTBY
No

B MuUHMUCTEPCTBE MO (JM3UYECKON KyNbType
n cnopty Pecnybnukn farectaH

r.Maxaukana

I. O6Lme NoNoXKeHUs

EE HacTtodwaa WHCTpyKUuMa no genonpoussoActsy MuUHUCTEpCTBa MO
(hn3nMyeckon KynbType U cnopty Pecny6nuku [LarectaH (ganee - VIHCTpYKUuMSA)
NnoAroToB/ieHa B COOTBeTCTBUM Cc  [lpaBunamu  OenionpousBOACTBa B
rocyfapCTBeHHbIX opraHax, opraHax MecTHOro Ccamoyrpas/ieHUA YTBEPXKAEHHbLIM
npukasom ®efepabHOro apxmMBHOro areHtctea o1 22.05.2019r. Neo71,
MeToauYecKUMN  peKOMeHpaumMamMuM  No  pa3paboTke  UHCTPYKUMA Mo
[leNnonpon3BoACTBY B TOCY[JapCTBEHHbIX  OpraHax, opraHax MeCTHOro
camMoynpaB/ieHNs  YTBEPXKAEHHbLIMU npukasom ®efepasibHOro apxmBHOro
areHTcTtea oT 24.12.2020r. Ne199, NTOCTom P 7.0.97-2016 «Cucrtema cTtaH4apTOB
no uHgopmaumm, 6MbINOTeYHOMY W M3faTeslbCKOMy Aaeny, [onoXKeHnem o
MuHucTepcTBe cropta nNo (U3NYeCKOW KynbType U crnopTy Pecny6nuvkn
JarectaH, 1 NHbIMW HOPMaTMBHbLIMM MPaBOBbIMK akTaMu Poccuiickoi degepaunn
n Pecny6nuku [larecTaH.

1.2, WVHCTpyKUuss no  [efnonpov3BOACTBY  paspaboTtaHa B Lenax
COBEpLLEHCTBOBaHMA [e10Npon3BOACTBa U MOBbIWEHUA 3PGHEKTUBHOCTM paboThbl ¢
[OKYMeHTamMu nyTeM perfiameHTauum Ha efuHON nNpaBOBOM WM METOLMYECKON
OCHOBE MpaBun MOAroTOBKN AOKYMEHTOB, OpraHM3aummn nx TeKYLLEro XpaHeHus u
NoAroToBKe K nepegadye B apxmB MuHUCTepCcTBa MO (YM3MYECKUIA KYNbType U
cnopTy Pecny6nnkun AarectaH (ganee — MUHUCTEPCTBO).

1.3. T10NOXXEHUSA WHCTPYKUMW MO [eNonpou3BOACTBY MPUMEHAKOTCA K
OyXranTepcKon, KagpoBOM W APYroi CreumnanbHOM JOKYMEHTaUMN B YacTU 06X
NPUHUMMNOB PaboTbl C JOKYMEHTaMU, TaK XXe pacnpoCTPaHATCA Ha OpraHu3auuto
paboTbl C [OKYMEHTamMu He3aBUCMMO OT BWAa HOCUTeNs, B TOM 4ucne ¢



3N1EKTPOHHbLIMW AOKYMEHTaMW, BKKOYasA UX NOArOTOBKY, 06paboTKy, NCMNOMHEHNE,
KOHTPOMb 3a WCMOMHEHWEM, XpaHeHue, OCYLUECTBNSEMblE C MNPUMEHEHMEM
CUCTeMbl 3NEKTPOHHOIO AOKYMeHTO060opoTa (ganee — C3/).

1.4. TIONOXeHUsA WHCTPYKUMW He pacnpoCcTpaHATCA Ha opraHumsauuto
paboTbl €  AOKYMeHTamK,  cofepXXalMmu  CBefeHus,  COCTaBnstoLime
rocyfapCTBeHHYK TalHy. [lopagok paboTbl C AOKYMEHTaMK, CogepKalinmu
CNY>XeOHYH0 MH(OpMaLMIO OrpaHMYeHHOro pacnpocTpaHeHus, ornpeaenseTcs
COOTBETCTBYIOLLEN MHCTPYKLMEN MO 06ecrneveHnIo peXxmma CeKpeTHOCTMU.

Cofep)kaHue CNy>KeOHbIX [AOKYMEHTOB He MOANeXWUT pasrnaweHuto. C
[OKYMeHTamMu MOryT ObiTb O3HaKOMJIEHbI /MLA, UMeOLLNe HemnocpeacTBEHHOe K
HUM OTHOLUEeHMe. 3HAaKOMWUTb C COAepPXKaHMEM [OOKYMEHTOB APYrux Ay, wunm
npeacTaBNATb AOKYMEHTbI A1 ONy6/MKOBaHMA B nevaTtu [0oMnyckaeTcs TONbKO C
NUCbMEHHOI0 paspeLLleHns pykKoBoacTea MHuUCTepcTaa.

MNopagoK paccMOTpeHus obpalleHnini rpaxaaH Poccuidickoir depepaunn,
MHOCTPaHHbIX rpaXjaH, vy, 6e3 rpaxaaHcTea, O0bLeAMHEHUA TpaXKAaH, B TOM
yucne OPUANYECKMUX nuL (fanee - obpalleHWe rpakjaHuHa, opraHusayuu), u
BefeHNe  [eflonpou3BoACTBa MO ObpaweHuamM  rpaxkjaH,  opraHusauui
yCTaHaB/mBaeTca B MMHUCTEPCTBE B COOTBETCTBUN C PefepasibHbIM 3aKOHOM OT 2
mMas 2006 r. N 59-®3 "O nopsake pacCMOTPEHUs obpalleHnin  rpaxkaaH
Poccuinckon ®degepaunn’.

1.6. OpraHusaums, BefeHWEe U COBepLUeHCTBOBaHWE [enonpou3BoACTBa Ha
OCHOBE eAuHOM  MNOMUTUKA U TMPUHUUNOB, NPUMEHEHME  COBPEMEHHbIX
MH(POPMALMOHHbIX TEXHOMOrMM B paboTe C [OKYMeHTamu, MeToAmYecKoe
PYKOBOACTBO ¥ KOHTPO/b COG/MOAEHNA YCTaHOBMIEHHOro nopsagka paboTbl C
LOKYMeHTamMu B CTPYKTYPHbIX nogpasgeneHnax MuHuUcTepcTBa OCYLLECTBAAETCA
OThenomM no BornpocaM rocyfapCTBeEHHOW CyX6bl, KaapoB U [e/onpon3BoACcTBa
(nanee -- otaen).

®yHKUMKN, 3aja4n, npasa W OTBETCTBEHHOCTb OTAena MwuHUCTepcTBa
pernameHTUPYTCA NOIOXKEHNEM O HeM, AO/HKHOCTHble 06513aHHOCTUN PaboTHMKOB
OTAeNa yCTaHaB/IMBaKOTCA AO/HKHOCTHBIMU perfiaMeHTamum u MHCTPYKLUNAMMN.

1.7. OTBETCTBEHHOCTb 3a OpraHuM3auuio [enonpou3BOACTBa, COONOAEHME
YCTaHOB/IEHHbIX paBun paboTbl C JOKYMEHTaMU B CTPYKTYPHbIX MoApasfefieHnsx
MuHUCTEPCTBA BO3/1araeTcs Ha X PyKOBOAUTESEN.

1.8. HenocpeactseHHOe BedeHWe [efnonpou3BOACTBA B MoApasgenieHnax
MwnHUCTEPCTBA OCYLLECTBNAETCA [Oe/IONPON3BOAUTENIEM WM WHBIM  PabOTHUKOM
nogpasfeneHns, Ha KOTOPOro  BO3/I0OXEHbI 00513aHHOCTM MO0  BefEeHUIO
[lenonpons3BoACcTBa (fasnee - 4eIonpon3BoMTeNb NOAPAa3AeNeHuns).

1.9. Ha nepuog otnycka, KOMaHAMPOBKK, 60NME3HN UK B CNyYae YBOJIbHEHUS
PaboOTHUKM CTPYKTYPHbIX MNoApasfesieHnidi opraHusaumm 06si3aHbl nepegasBaTb BCe
HaxoAAaLMecs Ha UCMOMHEHUN AOKYMEHTbI 4eN0Nponu3BOAUTENO NOAPa3AeNeHns um
LApYyromy paboTHUKY MO YKa3aHUIO PyKOBOANUTENS MOAPa3AeNeHus.

Mpn cmeHe [enonpous3BoauUTens NoApasfeneHns COCTaB/IIETCA aKT npuemMa-
nepefayvn JOKYMEHTOB U ferl.



CofepXaHve  CNY)>KEOHbIX  [JOKYMEHTOB  He  MOANEXWT  pasrialleHunio.
B3anmopgeincTB/e Co cpeAcTBamn MaccoBOr MHGopMaumK, rnepegada UM Kakoin-nméo
NHOpMaLUUN NN JOKYMEHTOB U MX KOMUIA [OMNYCKaeTCA TONbKO C paspeLleHus
MUHWCTPA UM UHOTO YNOTHOMOYEHHOTO UM JO/MKHOCTHOI O /L.

PaboTHUKM MWUHUCTEPCTBA HECYT AUCUMIMINHAPHYIO, aAMWHUCTPATUBHYIO U
NHYIO,  YCTAHOB/IEHHYHD  3aKOHOJaTeNbCTBOM Poccuiickon  defepaumu,
OTBETCTBEHHOCTb 3a HapyLUeHWe CPOKOB XpaHeHUs [OKYMEHTOB, YyTpaty W
HeCaHKLNOHMPOBAHHOE YHNUYTOXEHWE CNY>KeOHbIX JOKYMEHTOB.

1.10. Tpm yTpate [OKYMEHTOB [e/0Npou3BoANTeENb  NoApasaesieHns
NH(OPMUPYET PYKOBOAUTENA CTPYKTYPHOrO MOApPasfeneHns U OTAen, Mocie 4Yero
OpraHn3yeTcs po3bICK JOKYMEHTOB.

Ecnn po3biCK AOKYMEHTOB He [AaeT pe3y/bTara, COCTaB/AETCA aKT, B KOTOPOM
YKa3blBatOTCA [aHHble YTpPayeHHOro AOKyMeHTa, a Takke 06CTOATeNbCTBa, MNpw
KOTOPbLIX Npou3oLLna yTpara, nocne Yero npeanpuHUMaroTCA Mepbl MO 3aMeLLeHNo
[lAHHOr 0 JOKYMeHTa 3aBEPEHHON KOMMen fJOKYMeHTa.

1.11. nMpaBuna paboTbl C [JOKYMeEHTaMW B CUCTEME 3/IEKTPOHHOrO
LOKyMeHTOo60poTa MuHucTepctBa (ganee - C3A) M UHbLIX MH(OPMALMOHHbBIX
cuctemax, B KOTOPbIX OCYLLECTB/AETCA co3faHue (BKIKOYEHME) W XpaHeHue
[IOKYMEHTOB, He [O/DKHbl BXOAMTb B MPOTMBOPEYME C MOMOXKEHUAMU HACTOALLER
NHCTpyKUMN.

1. OCHOBHbIe NMOHATNA

2.1. B VIHCTPYKLUMKN NPUMEHSIIOTCS ClieflyHOLLIME OCHOBHbIE MOHATUS:

NOKYMEHTMpOBaHME - dMKcaums MHAOPMaUUM Ha  MaTepuasibHbIX
HOCUTeNsIX B YCTAHOB/IEHHOM MOPS/KE;

NenonpousBoOACTBO -  [eATeNbHOCTb,  OGecrneymBaroWlas  co3daHue
ouUManbHbIX AOKYMEHTOB U OpraHM3aLuio paboTbl C HAMY;

OOKYMEHT - O(UUManbHbIA [JOKYMEHT, CO3[aHHbIA rocyaapCTBEHHbIM
opraHom, opraHoM MEeCTHOrO CamMOyMpaB/ieHUsl, OPUANYECKUM WU (PUNYECKIM
NNUOM, OMOPM/EHHbI B YCTAHOB/IEHHOM MOPSAKE W BK/IHOYEHHbIA B
[IOKYMeHT0060p0T MUHNCTEPCTBA;

3NEKTPOHHbIA  AOKYMEHT - AOKYMEHT, B KOTOPOM  WH(opMauus
npeAcTaB/ieHa B 3N1EKTPOHHO-LMGPOBOIA hopMe;

aBTOpP [AOKYMeHTa - (hM3MYecKoe WM HpUAMYeckoe UL, Cco3jaBluee
NOKYMEHT;

BUJ [OKYMEHTa - MPUHAANEXHOCTb AOKYMEHTa K ornpefeneHHoli rpynne
[NOKYMEHTOB M0 NPU3HaKaM COepXKaHWsi 1 LieNeBOro Ha3HaueHus:;

oopmneHne [OOKYMeHTa - MpoCTaB/ieHNe HeobXoAUMbIX PEKBU3MTOB,
YCTaHOB/EHHbIX NpaBuIamMn AOKYMEHTUPOBaHWS;

3NEeKTPOHHAA uUugpoBass MNOAMUCL — PEKBU3UT 3/1EKTPOHHOIO [AO0KYMEHTa,
npeAHasHaYeHHbIA AN 3aWnTbl AaHHOMO 3/1eKTPOHHOIO A0KYMEHTA OT NOAAENKMU,
NoyYeHHbI B pe3ynbTaTe KpUNTorpauyeckoro npeobpasoBaHmna MHGopMauun ¢
MCMOMb30BaHMEM  3aKpPbITOFO  K/oYa 3/1eKTPOHHOW  LMGpoBOA  nognucu 1
NO3BONSAOWNIA NAEHTUPULMPOBATL BNadenbla cepTUdmuKaTa Kaua noanucy, a



TaKXXE€ YCTaHOBUTb OTCYTCTBME WCKaXKEHUs WHGopMaUuMn B  3/1EKTPOHHOM
NOKYMEHTE;
PEKBM3NT AOKYMEHTA -- 06513aTe/IbHbI 3/1EMEHT 0(hOPMNIEHNS AOKYMEHTA,;
6NnaHK [OKYMeHTa - Habop PeKBU3WUTOB, WAEHTUDUUMPYIOLIMX aBTopa
ohLManbHOro NMUCbMEHHOI0 OKYMEHTa;

NOA/IMHHVMK [OKYMEHTa - MepBblii WAM  eAWHCTBEHHbIA  3K3eMNsp
NOKYMEHTa;
KONusi  [OKYMEHTa -  [OKYMEHT, MO/IHOCTbIO  BOCMPOU3BOASLLNI

MHOPMaUUo MOA/IMHHUKA AOKYMEHTA U ero BHeLWHWEe MPU3HaKW, He MMeoLunii
FOPUAMNYECKOW CUNbI;

3aBepeHHas Konusa - KOMuA [OKYMEHTa, Ha KOTOpOM B COOTBETCTBUM C
YCTaHOB/IEHHbIM MOPSALKOM MPOCTaBSAT HEOOX0AUMbIE PEKBU3UTLI, NMpuaatoLmne
el ropnanNYecKyro cuy;

obpallleHMe rpaxaaHuMHa - Harnpas/ieHHble B TOCYAapCTBEHHbIA OpraH,
opraH MeCTHOro CcamoynpaBfieHUs WU  [O/DKHOCTHOMY /INLY MUCbMEHHbIE
NpeanoXeHWs, 3as8BeHMe UK XKannoba, a TakKe YCTHOe obpalleHne rpaxgaHnHa B
roCy[apCTBEHHbIA OpraH, opraH MecTHOro camoyrnpas/ieHUs;

topuanyveckas cuna LOKYMEHTa - CBOWCTBO O(MUMa/IbHOTO AOKYMEHTA,
coobLlaemoe emMy [eNCTBYHOLMM 3aKOHOAATe/IbCTBOM, KOMMeTeHLUME n3hasLlero
ero opraHa v yCTaHOBJ/IEHHbIM MOPALAKOM O(POPMIEHMS;

yHUpUUMpoBaHHass ¢opmMa [OKYMeHTa - COBOKYMHOCTb PEeKBU3UTOB U
TUNOBbIX (PParMeHTOB TeKCTa [OKYMEHTa, YCTAaHOBJ/IEHHbIX B COOTBETCTBUM C
pelwaeMbiMn B [AaHHOW cepe AeATENbHOCTU 3ajayvyaMyv U PacrosiOXKEHHbIX B
onpegeneHHOM NopsAKe Ha HOcUTeNe MH(opMauunu;

WwabnoH 6naHka (YHU(UUMPOBAHHOW (OPMbI  AOKYMeHTa) - 6naHK
[OKyMeHTa (yHuUuuMpoBaHHas qopmMa [OKYMeEHTa), MNpeACTaB/eHHbIA B
3N1EKTPOHHOW hopMmeE;

LOKYMEHTOO60POT — ABMXKEHME [OKYMEHTOB C MOMEHTa UX CO3[aHUst WK
NoJslyyYeHus [0 3aBepLleHns UCMNOTHEHWSA, MOMELLEHUSA B Aeno 1 (Uun) OTNpaBKu;

06bemM [OKYMeHTOO60OpOTa - KOIMYECTBO [AOKYMEHTOB, MOCTYMUBLUMX B
opraHu3auuio 1 Co3faHHbIX €0 3a onpeaeneHHbI Nepuog;

perncTpaumsa [LOKYMeHTa - TPUCBOEHWE [OKYMEHTY PerucTpayuoHHOro
HOMepa 1 3anucb B yCTaHOBIEHHOM MOpPsAAKe CBEAEHUIA O AOKYMEHTE;

HOMEHK/aTypa e/l - CUCTEMATMU3VUPOBaHHbIN MepevyeHb HaMeHOBaHWIA aen,
opmupyembix B MUHUCTEPCTBE, C YKasaHNEM CPOKOB NX XPaHEHUS;

9KCMNepTmn3a LEHHOCTU AOKYMEHTOB — M3y4YeHVe OOKYMEHTOB Ha OCHOBaHUMU
KpuUTepmeB NX LEHHOCTU B LeNAX OnpefesieHUs CPOKOB XPaHeHUs OOKYMEHTOB
0T60pa UX AN BKNKOYEHNS B cOCTaB APXUBHOIO (hoHAa Pecny6nmnkn [JarectaH;

[leNo0 - COBOKYMHOCTb  [OKYMEHTOB WAW  OTAE/bHbIA  JOKYMEHT,
OTHOCALLMECH K O4HOMY BOMPOCY WM Y4acTKy AeATeNIbHOCTU;

PopmuMpoBaHMe gena — rpynrnmpoBKa MCMOMHEHHbIX OOKYMEHTOB B [E/0 B
COOTBETCTBMW C HOMEHKATYpOou aen;

cny>xba fenonpon3BoACcTBa — OTAEN, Ha KOTOPbIA BO3/0XKEHbI (DYHKLMKX MO
BeAEHMNIO [eNIoNPOMN3BOACTBA, a TakXKe /fnua, OTBETCTBEHHble 3a BefeHue



[enonpon3BoACTBa B APYrMX CTPYKTYPHbIX noapasaeneHnsx MuH1CTepcTBa,
BU3a- PEKBM3UT BbIPaXKatOLWMIA KaK Coriacue Uy Hecornacme AO/MHKHOCTHOMO NnLa

I11. JloKyMeHTNpOBaHMe ynpas/ieHYeCKON AesATe/IbHOCTU

3.1. lJokyMeHTbl MnHUCTEpPCTBa

3.1.1. CocTaB JOKYMEHTOB, 06pasyroLnXcs B geaTesisHoCTM MUHUCTEPCTBA,
onpefensietca ero rMno/IHOMOYMAMU, KPYroM BbIMOMHAEMbIX TOCYAAaPCTBEHHbIX
(QYHKUMA 1N NpefocTaBnseMblX rocyAapCTBEHHbIX YCNyr, MOpPAAKOM paspelleHus
BOMPOCOB, 06BLEMOM N XapakTepOM B3aMMOCBA3EN C MHLIMU TFOCY[APCTBEHHbLIMUN
opraHamu, opraHaMmy MeCTHOro camoynpaB/ieHUs, OpraHn3aumsaMn, rpaxkaaHaMu.

3.1.2. B MuHucTepcTBe €034at0TCA LOKYMEHTbI Ha OGyMaXKHOM HOCUTere,
3N1EKTPOHHbIE [OKYMEHTbl (4OKYMEHTbl, CO3[aHHble B LM(POBOA dopme u
MMeroLLne CTaTyCc MOA/IMHHUKA AOKYMEHTA) U 3NEeKTPOHHbIE KOMUN [OKYMEHTOB,
NoJlyYeHHble B pe3ynbTaTe OuMMPOBKM (Hanpumep, CKaHMPOBaHWUS) LOKYMEHTOB
Ha 6yMa)KHOM HOcuTere.

3.1.3. B C3[1 MwuHuUCTepcTBa, B KOTOPYH BK/OYAIOTCA 3/1IEKTPOHHbIE
AOKYMEHTbl, Mpu  BU3yam3aumm  3MIEKTPOHHbLIX  OOKYMEHTOB UM UX
BOCMpPOM3BEAEHMM Ha OYMa>KHOM  HOcUTene  AO/HKHbl  BOCMPOU3BOAMUTLCA
PEKBU3NTLI, 06a3aTe/IbHble /151 COOTBETCTBYHOLLErNO BMAA AJOKYMEHTA.

C3 MwuHucTepcTBa MOXET MNOAAepP>XMBaTb  (PYHKUMIO  CO34aHUS
3NEKTPOHHbIX JOKYMEHTOB.

3.1.4.Mpn  co3gaHNUM  3MIEKTPOHHbLIX  OOKYMEHTOB,  WCMOJb3YHOTCH
3N1EKTPOHHbIEe LWabMoHbl 6/1aHKOB U 3/1IEKTPOHHbIE WabioHbl (YHUPUUMPOBaHHbIE
(POpPMbl) [OKYMEHTOB, KOTOpPble MO COCTaBy PEKBU3UTOB [OKYMEHTOB [O/DKHbI
ObITb MAEHTUYHbI JOKYMEHTaM Ha OYMa)XHOM HOcuUTene. SNEeKTPOHHbIE LaboHbI
6/1aHKOB N 3M1EKTPOHHbIe LWAab/oHbl AOKYMEHTOB [O/HKHbI OblTb 3alMLLeHbl OT
HeCcaHKLMOHNPOBAHHbIX N3MEHEHWIA.

3.2. BnaHKN JOKYMEHTOB

3.2.1. JOKyMeHTbl, co3gaBaemble B MuHMCTEpCTBE, OMOPMAAIOTCA Ha
61aHKax, Ha CTaHZapTHbIX nnctax 6ymarun hopmata A4 (210x297 mm), A5 (148x210
MM) U B BUAE 3/1IEKTPOHHbLIX JOKYMEHTOB (LWab/ioHOB 6/1aHKOB) U AO/MKHbI UMETb
YCTaHOB/IEHHbIN COCTaB PEKBM3NTOB, UX PAcnosioXKeHMe N 0hopMIIeHNe.

3.2.2.9NeKTPOHHbIEe LWaboHbl 6/1aHKOB AOKYMEHTOB A0/KHbI ObITb NAEHTUYHBI
6naHKaM [OKYMEHTOB Ha 6yMa>KHOM HOCUTENe.

3.2.3.0n0a wW3rotoBneHMs LOKYMEHTOB B MMHUCTEPCTBE  WUCMOJb3YHOTCH

cnefytouime Buabl 61aHKOB:

61aHK nNpukasa (npunoxxeHme Nel)

6naHK pacrnopsbkeHus (npunoxxeHune Ne 2);

6naHK npoTokona (npunoxexue Ne 4);

6/1aHK NcbMa NPOAO/bHBIN (NpunoxxeHne Ne 3);

6naHK n1cbma yrnoson (npunoxeHue Ne3-a).

BeBegeHne B ob6palleHMe HOBbIX 6/1aHKOB OCYLLECTBNSAETCA TOMIbKO MO



MOPYYEHNIO MUHUCTPA.
Ons  ohopMaeHns  pe3ontouuii  Ha  [AOKYMeHTe B MuHUCTepCTBE
MCMONb3YHOTCA GNTaHKM PE30NIOLWIA.

3.2.4 BnaHkn [O0OKYMeHTOB MuHMCTEpCTBa pa3pabaTbiBalOTCA Ha OCHOBE
YIN0BOro UAM NPOAO/IbHOrO BapuaHTa PacrnosioKEHUS PEeKBU3UTOB: MpPU Yr/10BOM
BapuMaHTe pPeKBM3UTbI 6/laHKa pacrnonaratTcs B BEPXHEM JIEBOM YI/y B
cootBetcTBUM ¢ 5.1 K TOCT P 7.0.97-2016 npu NpoAo/bHOM BapuaHTe PeKBU3UTLI
6naHKa pacrosaratoTca nocepeanHe nucTa BAob BepxHero nona ¢ 6.2 k FOCT P
7.0.97-2016.

BnaHkn He nNpUMEHAIOTCA NpU MOATOTOBKE MEpPBOHAYa/IbHbIX BapuUaHTOB
(NMpoekToB) AOKYMeHTOB. [lpy MOArOTOBKE [OOKYMEHTOB B  MuUHUCTEpCTBE
NCMNONb3YKTCA 3/1EKTPOHHbIE WabnoHbl 6/1aHKOB € COGMOAEHNEM YCTaHOB/IEHHbIX
npasua 0hOPMIEHNSA LOKYMEHTOB.

3.2.5. bnaHk nucbMa MUWHUCTEPCTBA COAEPXUT CneayroLline pPekBU3NTLI:
MocypapcTBeHHbI repb Pecny6nvkn [arectaH, HavMeHoBaHWe MWHUCTEPCTBA,
crnpaBoyHble faHHble 0 MWHUCTepCTBE, OTMETKW [ANA NPOCTaBNeHua A[atbl U
PerncTpaynuoHHOro Homepa, OTMETKU AN CCbUIKM Ha UCXOAALWMIA HOMep W aaty
[IOKYMeHTa agpecaTa.

bnaHkn npukasa ©n pacnopsXkeHns cofepXkaT crefyloline pekBU3NTLI:

CocyapCTBEHHbIN repd Pecny6nmnku [larectaH, HaumeHoBaHWe MUHUCTEPCTBa, BUJ
[OKYMEHTa, OTMETKW 11151 NPOCTaB/eHUs AaThl U PEFUCTPALIMOHHOIO HOMEpa.

3.2.6 B MuWHUCTEPCTBE WCMONb3YIOTCA 3MEKTPOHHbIE [AOKYMEHTbI (6e3
npeABapuUTeNlbHONO AOKYMEHTUPOBAHNA Ha 6YMaXXHOM HOCUTesle) U 3/1IEKTPOHHbIE
Konun [OKyMeHTOB. [lpy co3gaHUM  3M1EKTPOHHBLIX [OKYMEHTOB B CUCTeMe
3NEKTPOHHOro AoKyMeHToo6opoTa (C3/L) MCMonb3ykTCA 3NEKTPOHHbIE LLIA6GMNOHbI
[IOKYMEHTOB, YTBEPXXAEHHble MUHUCTPOM. DNIEKTPOHHbIE AOKYMEHTbI CO34aH0TCH,
obpabaTblBalOTCA W XPaHATCA B CUCTEME 3/IEKTPOHHOrO AOKYMeHToo60opoTa
MuHMCTepPCTBA. DNIEKTPOHHbIA [AOKYMEHT A0/HKEH OblTb OGopM/IEH MO 06LMM
npasuiam [efionpov3BOACTBA W UMETb  PEKBU3UTLI, YCTAaHOBJ/IEHHblE A4
aHaNIOrMYHOro AOKyMeHTa Ha OyMaXKHOM HOcUTeNe, 3a UCK/IOYEHWEM PEKBU3NTA
«l"ocygapcTBeHHbIN repb Pecny6imkn [larectaH».

3.2.7. BnaHKM [OKYMEHTOB Ha OYyMaXKHbIX W 3MEKTPOHHbLIX HOCUTENAX
[O/DKHbI MCMNO/b30BaThCSA CTPOro MO HasHayYeHWIo M 6e3 paspeLleHnss pyKOBOACTBA
MwuHUCTepCTBa HE MOTYT MepeaaBatbCa APYrMM OpraHusauusaM v avuam. braHku
nmcem MuHUCTepCTBa Ha OYMaXKHbIX HOCUTENSX WCMOMb3YHOTCA B Clyyae, eciu
[JOKYMeHTbl afjpecyloTca uuam, He SABAAKOWMMCA  y4yaCTHMKaMW  CUCTEMb
3NEKTPOHHOro AoKyMeHToo6opoTta (C3/), B TOM YuMCe AOKYMEHTbI, 0O)OPM/IEHHbIE
AN nojavn B cyfebHble opraHbl, a TakKXke MNPy [ade OTBETA Ha 3asaB/iEHUA U
obpalleHuns rpaxiaH.

3.3. O6Lwue TpeboBaHUS K N3roTOBNEHNIO JOKYMEHTOB

3.3.1. Mpu noarotoBke LOKYMEHTOB PEKOMEHAYETCA MPUMEHSITb TEKCTOBbIM
pegaktop Y/orchor \Y1M<lo\lY8 ¢ wucnonb3oBaHvem LwpudTtos [MrtesHenyKoTan
pasmepom Ne 12 (ans othopmneHns TabnnyHbIX Matepuanos), Ne 14 (4ns TEKCTOB) -



yepes 1-1,5 MEXCTPOYHbIX WMHTepBasa. TeKCT AOKYMeHTa BblpaBHMBAETCA MO
LUVPUHE INCTA.

B cootBetctBuM ¢ FTOCT P 7.0.97-2016 cny>kebHble nons OOKYMEHTa,
O(POpPM/IEHHbIE KaK Ha 6naHKe, Tak U Ha CTaHAApTHOM fUCTe Oymaru, [AOJIKeH
MMETb MOMA He MeHee

20MM - neBoe (30 MM JOKYMEHTbI MOCTOSAHHOIO XpaHeHNs)

10 mm - npaBoe

20 MM - BepxHee

20 MM — HWXHee.

3.3.2. pu co3gaHMM [OKyMeHTa Ha AByX W 6onee cTpaHuUax BTOPYH U
nocnefytoLime cTpaHuLUbl HyMepyroT. HomMepa cTpaHuL, NpoCTaBATCA Mo cepenHe
BEPXHEero nosif 4OKYMeHTa Ha paccTosaHMM 10 MM OT BepXHero Kpas ncTa.

3.3.3. [JOKyMeHTbI, U3gaBaemMble OT MMEHM ABYX WK 6onee opraHu3aunia,
0hOPMNSAKOTCS Ha CTaHAAPTHbLIX NMcTax 6e3 6naHka (cMm. MNpunoxkeHne Nel9).

3.3.4 [OKyMeHT MOXEeT co3faBaTbCsi Ha JINLEBON M OBOPOTHOM CTOpPOHAaX
nucta. MNpu OBYCTOPOHHEM CO3[4aHUM [OKYMEHTOB LUMPUHA NEeBOro nonis u Ha
JIMLIEBOI CTOPOHE NICTa 1 NMpaBoro rnonsi Ha 060POTHOW CTOPOHE SINCTa AO/MKHbI
ObITb PaBHbI.

Mpn noaroTtoBke TEKCTOB [OKYMEHTOB MCMNOMb3yeTcs ab3auHblii OTCTyn,
paBHbIA 1,25. 3aronoBkyM pasfenoB WM nogpasfenioB neyararTcsa ¢ ab3auHbIv
OTCTYMOM W BbIPaBHMBAKOTCA MO LEHTPY.

AG3auUHbIiA  OTCTYN WUCMOMb3YeTCA TOMIbKO MPU  U3rOTOB/IEHMU  TeEKCTa
[OKYMEeHTa, HO He NpUMeHseTCA Npu 0PopMIEHUN PEKBU3UTOB.

3.4. OpopmMneHme PeKBU3NTOB JOKYMEHTOB

3.4.1. JOKYMEHT [0/HKEH UMEeTb YCTaHOB/IEHHbIN KOMMIEKC 06A3aTe/IbHbIX
PEKBU3NTOB, pPAaCrO/IOXKEHHbIX B OMpefesieHHOM ropsAke B COOTBETCTBUMWU C
nonoxeHnamm FOCT P 7.0.97.2016.

NepeyeHb PEKBU3UTOB, NCMOJb3YeMbIX MPU NOATOTOBKE AOKYMEHTOB:

01 .FocygapcTBeHHbI repb P/,

O2.HanmeHOBaHMe opraHmsaumn

03.cnpaBoyHble AaHHble 06 opraHM3alLnu

O4.HaMeHOBaHVe BUAa JOKYMEHTa

05.maTa OKYMeHTa

06.PerncrpaumoHHbIii HOMep AOKYMeHTa

07.ccblnKa Ha perncTpaumoHHbI HOMep ¥ AaTy NOCTYMMBLUEro AOKYMEHTa

08. mecTo cocTtaBnieHuns (U34aHNA) LOKYMEHTa

09.agpecar

FO.rpu yTBepXaeHnsa JOKyMeHTa

11 .3aron0BOK K TEKCTY

IKcT  pOKyMeHTa

13.0TMeTKa 0 NPUNOXEHNN

14.rpud cornacosaHus

15.BM3a

16.noanuck



17.0TMeTKa 06 3/1eKTPOHHOI noanucu

18.neyaTb

19.0TmeTKa 06 ucnonHuTene

20. 0OTMeTKa 0 3aBeEpeHUn Konum

21 .0TMeTKa 0 NMOCTYMN/IeHUN AOKYMeHTa

22.pe3onouus

23.0TMeTKa 0 KOHTpo/ie

24.0TMETKa 0 Harnpas/IeHUN B [ef0

3.4.2. PekBu3nT «I"0CyaapCTBeHHbIN repb Pecny6nvkn [larectaH»

N306paxkeHne ocygapcTBeHHOro repba Pecny6nukm [arectaH nomeLiatoT
Ha 6/1aHKaX [JOKYMEHTOB B COOTBETCTBUM C 3akOHOM Pecny6nukn [darectaH oT 19
Hos6psa 2003 roga Ne 25 "O FocygapcTBeHHOM repbe Pecny6nukn JarectaH".

Ha 6naHkax [oKyMeHTOB MwuHucTepcTBa [OCYy[apCTBEHHbIA  repb
Pecny6nvkn [arectaH nomMeLaeTcs B O4HOLLBETHOM NU306paXKeHUN.

3.4.3. PekBn3nUT «HanmeHoBaHne opraHm3aLmmn»

HanmeHoBaHMe MMUHMCTEPCTBA, MOSIHOE W COKpaLleHHoe, MoMellaemMoe Ha
61aHKax [OKYMEHTOB, [O/HKHO COOTBETCTBOBaTb HAMMEHOBAHWIO, YCTaHOB/IEHHOMY
nonoxxeHnem o Hem. CoOKpalleHHOe HaMMeHOBaHMe MOMELLAT B CKOOKax nof
NOJIHbIM HauMeHoBaHWeM MUWHUCTEPCTBA.

Hanpuwmep:
MUWHNCTEPCTBO MO (hM3NYeCKOo KybType 1 cnopTy Pecny6nvkn [larectaH
(MwuHcnopT PA)

3.4.4. CnpaBoYHble AaHHble MUHUCTEPCTBA YKa3blBatOTCSA B 61aHKax MmMcem
M BKKOYAKOT: MOYTOBbLIMA afpec MUHUCTEPCTBA; HOMep TeneoHa, hakca, agpec
3NEKTPOHHOW MOoYTbl, CETEBOW afpec.

3.4.5. PekBN3nT «HanmeHoBaHMe BMAa AOKYMeHTa»

HanmeHoBaHMe BMAa n3aaBaemMoro OOKYMeHTa (MPUKAS,
PACIMNOPAXEHWE, MPOTOKO/, AKT) BK/1HOYaeTCA B 6/1aHK
COOTBETCTBYIOLLEro BuAa [OKYMeHTa WM YKa3blBaeTCA COCTaBUTESIEM MNpU
NMOArOTOBKE JOKYMEHTa.

B nucbmax HaMmMeHoBaHWe BUAA AOKYMEHTa He YKa3blBaeTcs.

3.4.6. PekBn3nT «Jlata 4OKYMeHTa»

[artoil [JOKyMeHTa fABnfeTCcsA fata ero nognucaHua (pacnopaguTenbHble
[OKYMEHTbI, MUCbMa, AOKIafHble W CNy>XXebHble 3amnnCKW, akT), YTBePXXAeHUS
(MHCTPYKLUMA, MOMOXeHWe, NpaBuia, pPernameHT, MnaaH, oT4yeT U Ap.), COo6bITUS,
3ahMKCcMpoBaHHOIo B AOKYMeHTe (MPOTOKON).

[aTa OOKyMeHTa NpocTaBnsfeTca AO/HKHOCTHbIM NNLOM, NMOANUCHIBAOLLIUM
UNU yTBEepXAatoLWyM OKYMEHT, NN OTAENOM NpU peructTpaunm OKyMeHTa, Uan
HernocpeACcTBEHHO COCTaBUTENIEM MpPU ero MoAroToBKe (LOKNafgHas, Cny>KebHas
3anncka, 3aasfieHune n ap.).

[atoin [OKyMeHTa, M3[4aBaeMoro COBMECTHO [ABYMsSi Wan 6osiee opraHamu
MCMONHUTENIbHON BacTW, WMHbIMK oOpraHamy (opraHusauusmn), SBNSeTCsS farta
60/1ee No34HEeN NoANUCHK.



[aty nokymeHTa ohopMaaoT apabCKumMn LngpaMmm B NocsefoBaTelbHOCTU:
[JeHb MecAaua, mecsad, rof. [eHb Mecaua U MecsAd, opopMasatoT ABYMS napamu
apabCKux umgp, pasfeneHHbIMU TOYKON; rof - YeTblpbMsa apabCkummn uudpamm.

Hanpumep:«26.04.2010».

Ecnu kakoe-nnbo u3 yncen fABMAeTCA OA4HO3HA4YHbIM, Mepes HUM CTaBUTCHA
(Hosb).

JlonyckaeTcs cnoBeCHO-UUMPOBOA CNOCO6 ohopmieHUs aaTbl.

Hanpumep: «26 anpena 2010 roga».

OpfHaKo B TeKCTe KOHKPETHOro AOKYMeHTa UCMOo/b3yeTca OAUH U3 AaHHbIX
Crnoco6os.

Npy NOAroTOBKe NpPOeKTa [AOKYMeHTa MneyaTtaeTcsa TO/IbKO 0603HayeHue
Mecsaua 1 roga.

3.4.7. PeKBU3NT «PernctpaunoHHbI HOMEP AOKYMeHTa»

PerncTpaumoHHbIii HOMEP MpucBaMBaeTca co3gaBaeMoMy B MuHMCTepCcTBe
JOKYMEHTY TOcCfle ero noanucaHus (YTBEPXKAEHUA), a TakxkKe BXOAALEeMY
[OKYMEHTY Npu perncrpayun.

PerncTpaymoHHbIii  HOMep [AOKYMeHTa COCTOMT M3 HOMEHK/IATYPHOro
NHAeKca 1 NopsAKOBOro HoMepa.

PerncTpaymoHHbIii  HOMep [OKYMEHTa, COCTaB/IEHHONO HECKOJ/IbKMMU
HOPUANYECKUMN NTNLAMMU, COCTOUT U3 MPUCBOEHHbLIX PEerucTpauyMoHHbIX HOMEpPOB
[OKYMeHTa, Nepevnc/ieHHbIX B NopaaKe nepevyncrieHns aBTopoB AOKYMEHTa yepes
KOCYH0 YepTy.

3.4.8. PekBuant «CcbliKa Ha pPerncTpayuMoHHbIA  HOMEp U Jaty
NOCTYMMBLLET0 JOKYMeHTa»

Ccbllka Ha UCXOAAWMIA  PernmcTpaumoHHbI HOMep W gaTy [OKYyMeHTa
BK/IIOYAETCA B COCTaB PEKBM3UTOB OnaHka nmucbMa MuHucTepcTBa. Cceblka Ha
pPerncTpaumoHHbI HOMEpP U AaTy AOKYMeHTa MpocTaB/sieTCa UCMONHUTENleM Mpu
NOAroTOBKE 3/1IEKTPOHHOIO MMCbMa-0TBeTa /NMO60 COTPYAHWKOM OTAena npu
perncTpaumm NCXoAALLEero JOKyMeHTa Ha 6YyMaXKHOM HOCUTESe.

Hannuune gaHHOro peksmsnTa rno3BoNsSeT Nosyyartesto 6bICTPO HANTK KONUIO
LOKYMEHTa, Ha KOTOpbIA npucnaH oTeeT. [ata u HOMep, Ha KOTOPbIA UAET CCbI/Ka,
nepenncbIBaeTCca CoCTaBuUTeNleM OTBETa U3 MHULMATUBHOIO AOKYMEHTa LM(POBbLIM
crnioco6oM. Hanpumep: «Ha Ne 06-24/117 ot 25.03.2011».

3.4.9. PekBn3nT «MecTo cocTaBneHusa (M3gaHns) AJOKYMeEHTa»

MecTo cocTaBfeHnss (M34aHMA) [OKYMeHTa YKasblBaeTCs Ha 6naHKax
[LOKYMEHTOB MUHNCTEPCTBA, 3a UCK/THOUYeHEeM 6/1aHKOB MUCEM.

3.4.10. PekBum3nT «Agpecar»

JOKYMeHTbl aflpecyloT B OpraHbl BnacTu, opraHusaunmn, ux CTPYKTYpHble
noApaszeneHns, 4O/MKHOCTHLIM N1LaM, rpaXkaaHam.

Npn agpecoBaHUM [OOKYMeHTa B OpraH BnacTW, OpraHu3aunilo unu
CTPYKTYpHOe nopgpasgeneHve (6e3 ykKasaHMA  JO/DKHOCTHOrO  nnua)  ux
HaMMeHOBaHWNA NULLYTCA B UMEHUTE/IbHOM NajeXxe.

Hanpumep:

MwuH1CTepcTBO toCcTULUKMKM Pecny6nukun [arectaH
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nnu
YnpasneHve genamu AgMmuHucTpauum I nasbl
n MpaButenscTBa Pecnybnunkn JarectaH

Npn agpecoBaHUM [OOKYMeHTa pPYKOBOAUTE/NO OpraHusauum HauMeHOoBaHue
opraHmsauum BXOAUT B COCTaB HauMMEHOBaHWA  OO/MKHOCTM  ajpecata,
HavMeHoBaHVe A0/MKHOCTU YKa3bIiBaeTCs B AaTe/IbHOM Majexxe.
Hanpumep:
PykoBoauTento Pecny6nKaHCKON Cy»0bl Mo Tapudam
Maromegosy LL.A.

Npn HanpaBneHWM [OKYMEHTa KOHKPETHOMY [AO/DKHOCTHOMY  Nuvuy
HanvMeHoBaHVe opraHusauun u noapasfeneHns ykasblBaloTCA B MUMEHUTE/IbHOM
nagexe, a AO/MHKHOCTb N paMununa B gaTeslbHOM.

Hanpumep:
MWHNCTEPCTBO 3KOHOMUKWN U TEPPUTOPUasIbHOrO pa3BuTtus Pecny6nnkmn JarectaH
YnpaBreHne rocygapCcTBeHHbIX yCnyr
Ha4va/ibHUKY
Anvesoin C.M.

B pekBusute «Apfpecar» [OMYyCKaeTCA WCMOMb30BaTb  OMUMASIbHO
NPUHATbIE COKpalleHHble HauWMEHOBaHMA OpPraHoB roCcyapCTBEHHOW B/acTy,
OpraHoB MeCTHOIro camoynpas/ieHns, OpraHn3auuii.

MouToBbIN aApec B CcOCTaBe pekBU3NTA «Ajpecar» YKas3blBaeTCs B
nocnenoBaTe/lbHOCTW, YCTaHOB/IEHHOW [1paBuviamMu OKasaHWs YCnyr ro4YToBOM
CBA3W, YTBEPXKAEHHbLIMM  NpuUKasoM MUHUCTEPCTBA CBA3M U MacCCOBbIX
KOMMYHUKaumin P® 0131.07.2014r.Ne234).

MoYTOBbLIN aApec He yKa3blBAaeTCH B JOKYMEHTaX, HanpasnsieMblX B BbICLLNE
opraHbl rocyfapCTBEHHOW BfacTW, [Apyrve opraHbl WCMONHUTE/IbHOW BacTw,
TeppuUTOpUasIbHble OpraHbl WUCMOMHUTENLHOW BnacTu B Pecny6svke [arecTaH,
NMOCTOSAHHbLIM KOPPECnoHAEHTaM.

MNpu agpecoBaHUN [OKYMEHTa [OO/DKHOCTHOMY WM (M3MYEeCKOMY Jnuy
NHUUMasbl CTaBATCA Nocne hamunmm,

PekBM3NT «AfpecaTr» pacrnosaraeTcs B NpaBoM BepxHeM Yrny AOKYMEHTA.

CTpOKu pekBuanTa «Agpecar» LEHTPYHTCA OTHOCUTE/IbHO CaMOi [A/IMHHOW
CTPOKMW.

Hanpumep:

["ocypapcTBeHHass MHCNEKUMS Tpyda
B Pecny6nunke [arecTaH,
MaHdwunosa yn., a. 38, r. Maxaukana, 367089

Hanpumep:
Pama3aHoBy M.U.,
MeTpa | npocnekT, 4. 60, kB. 3, r. Maxaukana, 367000
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3.4.11. PekBun3nT «Ipud yTBEpPXXAEHUA».

Ha [JOoKymeHTax, nognexawmx YTBEPXKAEHUIO, Tpud yTBepXAeHUS
NMPOCTaB/IAETCA B BEPXHEM MPaBOM Yrny AOKYMEHTA.

Hanpumep:

YTBEPXOAIO
MWHUCTP NO (PN3NYECKON KY/bTYpE U
crnopty Pecny6nukn AarectaH
Pecny6nunku [arecTaH
nognucek, N.0.®amunnusa
faTa

Mpn yTBEepPXAEHUN [OKYMeHTa pacrnopaauTesibHbIM - OOKYMEHTOM TpuUd
yTBEPXAEeHUA cocTtouT u3 cnosa «YTBEPXXAEHO» («YTBEPXOEHA»,
«YTBEPXXAEHbI» wnnn «YTBEPXOEH»), HanMeHOBaHUA YTBEPXXAAOLLEro
JOKYMeHTa B TBOpPWUTE/NIbHOM najexe, ero fJdatel U Homepa. Cnoso
«YTBEPXOEHO» cornacyetca B poge W 4ucne ¢ BUAOM YTBEPXKAAEeMOro
[IOKYMeHTa.

Hanpumep:

(PernameHT) YTBEPXAEH
Mpukaszom MunHucTepcTBa N0 (PU3NYECKON
KynbType u cnopty Pecny6nvkn [darectaH
oT 25.mapTa 2022r. Ne

3.4.12. PeKBU3NT «3aro/ioBOK K TEKCTY»

HavmeHoBaHMe [OKYMeHTa, KpaTKOe cofep)kaHue (3arofloBOK K TEKCTY)
[IOKYMEeHTa COCTaB/IIeTCA KO BCeM [AOKYMeHTaM, 3a WCKIYEeHWEM [OKYMEHTOB,
NMEKLLMX TEKCT HEOO/bLLIOIo 06bema (A0 4-5 CTPoK).

3arofloBoK K TeKCTY AOKYMeHTa AO/DKeH ObITb KpaTKUM, TOYHO nepefasaTb
cofep)aHne [OKyMeHTa, [O/MKeH OblTb cornacoBaH C HavMeHOBaHMEM Buia
AOKYMeHTa. 3arofioBOK [O/KeH OTBeYaTb Ha BOMPOCHI «0 YeM?» («0 KOM?») WK
«yero?» («Koro?»). Hanpumep:

«lMNpuKas o0 BblAeNeHUN CPeACcTB Ha NPUOBPETEHNE OPIrTEXHUKN;

«[McbMO 0 NoAnMcaHNM TPeXCTOPOHHero CornalleHusa»;

«[paBnna BHYTPeHHero TpyA0BOro pacrnopsagka.

3aro/slIoBOK COCTaB/IAETCA NNLLOM, TOTOBALLMM MPOEKT AOKYMEHTa.

HavmeHoBaHMe [OKyMeHTa OMOpPMASeTCA Noj peksmantamm 6GnaHka u
3aHMUMaeT 4-5 cTpok no 28-30 3HaKOB B CTpPOKe. B npoekTax 3aKOHOAATesIbHbIX,
MHbIX HOPMAaTUBHbIX MPaBOBbIX AKTOB 3arofIoOBOK K TEKCTYy O(OpMsSeTca no
LUMPUHE CTpaHuLbl LEHTPUPOBAHHbLIM COCO60M.
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3.4.13. PeKBU3UT «TeKCT JOKYMEHTa»

TekcT AOKYMEHTa u3faraetcad pPyCcCKUM NNTepaTypPHbIM A3bIKOM C YYETOM
0CO6eHHOCTeN OhMLNaNbHO-AEI0BOr0 CTUASA, BUAA AOKYMEHTa U ero HazHayeHus
B ynpaB/ieHYeCKONn fAeAaTenbHOCTU. Copep)aHue [OKYMeHTa [O/DKHO OblITb
N3N0XEHO KPaTKO, NOrMYHO, TOYHO U ACHO.

TeKcTbl LOKYMEHTOB M3naratoTcs OT:

1-ro numua eguHCTBEHHOro 4ucna: «llpukasbiBatdo  MOArOTOBUTH U
npeacTaBUTb  Ha  pacCcMOTpeHue...», «llpowy paccMOTpeTb  BOMpoc 06
YCTaHOB/IEHUWN NIbIFOTHbIX TApUIOB...»;

3-ro nvua  eAMHCTBEHHOro uyucna:  «Konnerms  noctaHoBuWna...»,
«MWHUCTEPCTBO CUNTAET BO3MOXKHbLIM...»;

1-ro nMua MHOXECTBEHHOro uucna: «lpocum NpeAcTaBUTb AaHHbIE O...»,
«[peacTaBnsgemM Ha pacCMOTPEHME U YTBEPXKAEHUE...»,

B COBMECTHbIX OKYMEHTax TEKCT 13naratoT OT 1-ro inmua MHOXXECTBEHHOr 0
yucna: «l'1punkasbiBaeMm...», «PeLlunnu..,».

B TekcTe AOKYyMeHTa, NOArOTOBMEHHOIO Ha OCHOBaHWW 3aKOHOAATE/bHbIX,
MHbIX HOPMATUBHbIX MPaBOBbIX aKTOB, U3[aHHbIX OpraHamMmu BnacTu 1 ynpas/ieHUs,
[IOKYMEHTOB, paHee u3daHHbIX MWHUCTEPCTBOM, YKa3blBaeTCad HauMeHOBaHue
BMAa OOKYMEHTa, HaMMeHOBaHWe opraHa, 13gasllero AOKYMEHT, fata MpPUHATUS
NN YTBEPXKAEHNS [OKYMEHTa, ero perucTpaumoHHbIA HOMEp, a TakXke 3arofioBoK
LOKYMEHTA, 3aK/THOUEHHbIN B KaBbIUKMU.

Hanpumep: «B COOTBETCTBUM C MOCTaHOBMeHMEM [1paBuTenbLCTBA
Pecny6nvku [arectaH oT 2 okTa6pa 2008 roga Ne 333 «O TunoBOM persiameHTe
BHYTPEHHEN opraHusaunun OopraHoB WUCMOSIHUTENbHOW Bnactn  Pecny6/mKu
JarectaH».

Ecnn TekCT cofepXXMUT HECKONBbKO MOPYYeHUI, peLleHnin, BbIBOAOB, B TEKCTE
BblAeNATCA pa3gensl, noapasaenbl, NyHKTbl, MOAMNYHKTLI.

TeKCT AOKYyMeHTa O(hopMIseTca B BULE CBA3HOIO TeKCTa, aHKeTbl, Tab/mubl
WAN  COeAVHEHUS 3TUX CTPYKTYp. B TeKCT [OKyMeHTa MOryT BK/1HOYaTbLCA
(hparmMeHTbl, ODOPM/IEHHbIE B BUAE Tab/nLbl NN aHKETbI.

Cn/IOWHON CBA3HbIA TEKCT [AOKYMEHTa MPUMEHSETCA NpU MNOArOTOBKe
yCTaBOB, MOJIOXKEHWUWA, NPaBW/i, WHCTPYKUMIA, MNPUKa30B, PacnopsKeHUi,
NPOTOKO/OB, aKTOB, [Or0OBOPOB, KOHTPAKTOB, COrnawleHuin, AOKNaAHbIX 3anncok,
nncem, cnpaBokK K T.4. CBA3HbIA TEKCT, Kak NpaBuio, COCTOUT U3 4BYyX YacTen. B
NnepBoOi, KOHCTaTUPYHIOLEN 4YacTW, YKasblBatOTCA MPUYMHBI, LENN, OCHOBaHWUSA
co3faHuA [OKyMeHTa. B aTol vactm npu HeobXOAMMOCTU [O/DKHA ObITb
YCTaHOB/IEHa B3aMMOCBA3b C paHee MU3JaHHbIMU NPaBOBbLIMW aKTaMn WU ApYTrUMn
[OKYMEHTamM1 No AaHHOMY Bomnpocy. B TekcTe AOKYMeHTa, MOArOTOB/IEHHOIO Ha
OCHOBaHUM WX B pa3BuUTHE LOKYMEHTOB OpraHoB UCMO/IHATE/IbHOW BNacTW, UHbIX
opraHoB (opraHusauunin) wnuM paHee W3LaHHbIX [JOKYMEHTOB MWHMCTEPCTBa,
YKas3bIBalOTCA UX PEKBU3UTbLI: HauMMeHOBaHMe BuAa [AOKYMEHTa, HavMeHOBaHue
opraHu3auumn - aBTopa AOKYMeHTa, AaTa, PerMcTpauyoHHbIA HOMeP W 3arofloBOK K
TEKCTY [JOKYMeHTa.

Bo BTOpOi (3aKNHOUNTENBHOM) YacTN N3M1aratoTcs peLleHns, pacnopskeHus,



13

BbIBOAbI, MPOCLOLI, MPeA/IOXEHNS, peKOMEHJALNN.

Ecnn  copepxaHne [OOKYMeHTa He HYXAaeTcd B MOACHEHUUM WUn
060CHOBaHWN, TO TEKCT MOXXET COAEPXKaTb TO/IbKO 3aK/HOUYNTENIbHYHO YacTb.

Hanpumep: npukasbl - pacropsigutesibHyr0 4YacTb 6e3 KOHCTaTMpYHOLLEi
(Kak npasuio, NpukKasbl Mo JIMHHOMY COCTaBy), MUCbMa — NMPOCLOY 6e3 NOACHeHWS.

TeKCT [OKYyMeHTa, perynupyrollero paeatensHoctb MWHUCTEPCTBa, €ro
CTPYKTYPHbIX noApasfeneHnin, npasa W 0053aHHOCTU  AO/DKHOCTHbLIX 1L,
(nonoxkeHwne, AO/MKHOCTHOW pernameHT W T.4.), COCTOUT U3 pas3fesnioB, MYHKTOB U
NoANYHKTOB. Kaxapblin pa3gen fo/mKeH MMeTb HOMeP U 3aro/ioBOK.

CB#A3HbIN TEKCT AONYCKAETCA pa3fenAaTh Ha pasfesbl, nogpasgenbl, NyHKThI,
NOAMYHKTbI, KOTOpble HyMepyloTcs apabCckmmu  ungpamn, pasgeneHHbIMU
TOYKaMWU.

Pasgenbl 1 nogpasgenbl MOryT UMETb 3arofioBku (NoA3aronoBku), KOTOpble
NULWYTCA C MPONUCHON ByKBbl. TOUKa B KOHLIe 3aro/loBKOB M M0A3aroslIoBKOB He
npoctaBnsieTca. [yHKTbl M NOANYHKTbl HYMEPYKOTCA apabCKumn Lngpamu,
pasfeNneHHbIMU TOYKaMW. TeKCT MYHKTOB W MOAMYHKTOB MULLETCA C MPOMUCHOW
OYKBbI 1 3aKaH4YMBAETCA TOUKOA.

Mpn NoAroToBKe AOKYMEHTOB MO OA4HOTUMHBLIM cuUTyaumsam (NpuKasos Mo
IMYHOMY COCTaBy, aKTOB U T.4.) CnefayeT WCMO/b30BaTh YHU(PUUMPOBAHHbIE
TEKCTbI.

Mpn cocTaBneHUM TeKCTa B BUAE aHKeTbl HaMMeHOBaHUA MPU3HAKOB
XapakTepnu3yemMoro 06beKkTa JO/MKHbI 6bITh BblpaXXeHbl UMEHEM CYLLECTBUTE/IbHbIM
B WMEHUTE/IbHOM MajeXe WX C/I0BOCOYeTaHMeM C [/1aro/ioM BTOPOro Jvua
MHOXECTBEHHOI0 YMc/a HaCTOALEro UAK NpoLueawero BpeMeHn (umeete, 6biw,
HaxoAuNncb N T.4.). XapaKTepuCTUKK, BbIPaKEHHbIE C/IOBECHO, [AO/HKHbI ObITb
cornacoBaHbl ¢ HAMMEHOBaHUAMMN MPU3HaKOB.

Mpathbl M CTPOKM Tabnuubl [O/MKHbI WMETb 3aro/lIOBKW, BbIPaXKEHHbIE
NMEHEeM CYLLECTBUTE/IbHbIM B MMEHUTENbHOM nafexke. [loa3arofioBku rpag wu
CTPOK AO/MKHbI ObITb COr/lacoBaHbl ¢ 3arosioBkamu. Ecnm 1abnuuy nevartaroT 60see
yemM Ha OfHOI cTpaHuue, rpadbl TabaMLbl AO/HKHBI ObITb NMPOHYMEPOBaHbI U Ha
CNeAyroLWmMX CcTpaHMLax A0/MKHbI ObITb HarnevaTaHbl TO/IbKO HOMepa 3TUX rpad.

CTpaHunupbl TeKCTa HyMepyroTcs apabCKMMn Lngpamm nocepeamHe BepxHero
nons.

3.4.14. PekBM3NT «OTMETKA 0 NPUIOXKEHUNN»

OTmMeTKa 0 HanMyuMM MNPUIOXKEHUA WCMOJMb3yeTcAa npu  OPopMIEHNN
COMPOBOAMTESIbHBIX MUCEM U MPUIOXKEHUI K NPUKasaMm, pacrops>KeHUaM, niaHam,
nporpaMmmam, oOT4yeTaM, [0rosopam, MNOMOXEHUAM, NpaBunaMm, WHCTPYKUUAM W©
APYTMM LOKYMEHTaM.

OTMeTKa 0 Ha/IMUUK MPUIOXKEHUA OPOPM/IAETCA OT rpaHuLbl S1IeBOr0 Mons.
Hanpumep:

«[lpunoxkeHune: Ha 5 n. B 1 3K3.».

Ecnn  npunoXxeHve Ha3BaHO B TeKCTe, B OTMETKE 0 MNPUIOXKEHUN
YKas3blBaeTCA KO/INYECTBO /INCTOB M KO/IMYECTBO IK3EMIJ/IAPOB MPUNIOXKEHUA.

Ecnn nucbmo vmeeT NpunoXeHwe, He Ha3BaHHOE B TEKCTe, TO YKa3blBaloT
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€ro HaMMeHOBaHWe, KO/JIMYECTBO JINCTOB W 3K3EeMNAAPOB; NpU  Hannymu
HECKOJIbKUX MPUIOXKEHNIA UX HYMepYIoT. Hanpumep:

«[MpunoxkeHne: 1. 3aKNOUYEHNE Ha NMPOEKT... Ha 5 1. B 2 3K3.

2. CnpaBKa 0 lopaboTKe... Ha 8 /. B 3 3K3.».

Ecnm npuno)keHnss copoLLOpoBaHbl, TO YMCNO JINCTOB He yKasblBatoT. Ecnn
K [JOKYMEHTY rnpwunaraetcs ApPYron OOKYMEHT, Takke VMEOLWNn MPUnoXxKeHue,
OTMETKY O HaIMyMn MPUIoXKeHNs ohOpMAAIOT CneayroLmm o06pa3om:

«MpunoxeHne: nucbMo MuHHay, P/ ot | gekabps 2013 roga Ne 01-06/987
1 NPUNOXEHMEe K HeMy, BCero Ha 3 n.».

Ecnn npunoxXeHne HanpasnsArOT He BO BCe YKasaHHble B JIOKYMeHTe ajpeca,
TO OTMETKY O ero Ha/imumm ohopM/IAIOT Credyowmm 06pasom:

«MpunoxeHwne: Ha 3 N. B 5 3K3. TO/IbKO B NEPBbINA afpec».

Ecnn  npunoxeHnaMn K CONPOBOAUTENIbLHOMY  MUCbMY  ABNAKOTCA
[OKYMEHTbI, cofepkawive MHGpopMaLnio  KOH(PUAEHUNAIbHOIO  XapakTepa,
OTMETKA 0 MPUIOXKEHNN OPOPMIIAETCA CNeayroLMM 06pa3om:

«MpunoxeHne: cnpaBka 0 HeNIaTeXecrnocobHbIX NpPeAnpuAaATUaAX, ANs
Cny>ebHOro nosib3oBaHus, per. Ne 26-acr, Ha 2 N. B 1 3K3.».

Ecnu npunnoxxeHne K npukasy, pacrnops>XeHU0 He TPeOyoT YTBEPXKAEHUS, B
TEKCTe MpuKasa, pacrnopskeHUs faeTcs CCbl/IKa «COrNnacHO NPUIoXKeHU». B 3ToM
Cnyyae Ha NepBOM JIUCTe MPUSIOXKEHUS B NMPaBOM BepxXHEM Yr/y neyartatoTca 6e3
KaBblyeK C/1I0BO «[1puoXKeHMe», a TakKe CnoBa «K npukasy (Pacrnops>KeHU)».
Ecnn  npunoXeHnin  HeCKONbKO, OHM  Hymepytotca  (MpunoxeHne Ne 1,
MpunoxeHne Ne 2). B 0TMeTKe 0 MPUIOXKEHUN YKa3biBaeTCA HaMMeHOoBaHVe BMAa
OCHOBHOI0 JOKYMEHTa, ero akra u Homep:

Hanpumep:

MpunoxeHwne
K npukasy MwuHcnopta P/,
oT 16 doeBpans 2014 roga Ne 17

Ecnu npunoykeHme ofHO, OHO He HyMepyeTcs.

3.4.15. PekBu3uT «["pud cornacosaHma»
CornacoBaHve npoekTta [AOKYMeHTa C [ApYrMMW  ToCy[AapCTBEHHbLIMU
opraHamu BNacTu U opraHusauuaMn, WMHTEpPEeChbl KOTOPbIX B HEM 3aTparmsaroTcs,

othopmnseTcs rpudgom COrnlacoBaHus. CornacoBaHue [NOKYMeHTa
OCyLLecTBASAETCA C:

BbILLECTOALLMMU opraHamu B cyyvasx, npeyCMOTPEHHbIX
3aKOHO/aTEeIbCTBOM;

opraHamu WCMNOMHUTENIbHOM BMacTW, WHTEPECbl KOTOPbIX 3aTparnsaeT
cofep>kaHne fOKYMEHTa;

opraHamu BfacTW, OCYLLIECTBAAKOWMMN  FOCYAApCTBEHHbIA  KOHTPO/b
(Hap3op) B onpeneneHHoM 061acTy (3KONOrMUYECKUIA, HAOroBbIA U ap.);



15

noABefOMCTBEHHbIMU OpraHu3aunsamu;

06LLIeCTBEHHbIMY OpraHm3aLusamMu.

[NMpoeKT [OKyMeHTa COrsacoBbiBaeTcad HenocpeaCcTBEHHO AO/HKHOCTHbLIM
JIMLOM — PYKOBOAUTENEM, MPOTOKO/IOM KO/ernasibHOro opraHa uay Cny>ebHbIM
MNCbMOM.,

Hanpumep:

COI'JIACOBAHO

3amecTnTenlb MUHMCTPa N0 (PU3NYECKON KYNbTYpe 1 CNOpPTY
Pecny6nvku [arecTaH

noAnuch, paclumdpoBKa nognucu
narta

Mpu cornacoBaHUs OGOPM/ISETCA Ha MOCNeAHEM /IUCTe Mof TEKCTOM C
yKazaHMeM HauMeHOBaHWs [OKYMeHTa, KOTOpblii  COrnacoBbiBaeTCs, €C/u
cofepXKaHve QOKYMeHTa 3arparmBaeT MHTEPeCbl HECKOMbKUX opraHusauui. Mpwu
3TOM Ha OCHOBHOM [OKYMEHTe, Ha MecTe, MpefyCMOTPEHHOM A1 Pacro/ioXeHUs
rpuoB cornacoBaHus, fenaeTca OTMeTKa «JIUCT corfacoBaHus npuiaraeTca»
(MpunoxxeHneNe7).

CornacoBaHue HEKOTOPbIX BUAOB MHOMOCTPaHUYHbIX AOKYMEHTOB (OTYETbI,
NHCTPYKUMN 1 4p.) 0hopM/ISeTCA Ha TUTY/IbHOM JINCTE.

CornacosaHue ogopmaseTcs MNoANUCAMN YYaCTHUKOB COr1acoBaHUA, Kak
NnpaBW/Io, Ha O4HOM 3K3eMI/ifApe AOKYMEHTA.

3.4.16. PekBn3nT «Busa»

Bu3oin odhopmnsieTca cornacoBaHve NpoekTa JOKYMeHTa C AO/HKHOCTHbIMU
IMUamMm 1 creynanmncTamm-coucnoIHUTENSIMIA.

Busa BkOYaeT B CcebA NMYHYIO MNOAMUCH, PacLUIUMPOBKY MNOAMNUCK
(MHUUYManbl, amunusa) n gaty. Npu He06XOAMMOCTUN YKa3blBaeTCHd HauMeHOBaHWe
[O/MKHOCTY 1L, BUSNPYIOLLETO AOKYMEHT.

Hanpumep:

HavmeHoBaHMe f0/MKHOCTU

noAnuchb, paclumndgpoBka Nognmcu

(MHMYKManb!, hammnnng)

fara

Ha [JoKymeHTax, nMOA/MHHUKA  KOTOPbIX  MOMellaloTca B gena
MwuHuMCTepCTBa, BU3bl NPOCTaBNAKTCA Ha 0GOPOTHOW CTOPOHE MOC/eAHEro nucra
[OKyMeHTa (NpuKasbl, PacropskeHUs n ap.).

MNpy HannuuuM 3amMeyvyaHuii, 0COObIX MHEHWN, AOMOSHEHUA K MNPOEKTY
[LOKYMeHTa BM3a JOMNOHAETCSA COOTBETCTBYHOLLMM YKa3aHEM.

Hanpumep:

MmetoTcs 3ameyaHmns (CornaceH ¢ y4eToMm 3aMevaHuin 1 ap.)

HanmeHoBaHMe [O/MKHOCTH

noAnuck, paclumngpoBka noanmcu
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(MHMUWanbl, hamuama)

fara

3.4.17. PekBun3uT «lMoannck 4O/MKHOCTHOIO nLa»

B cocTtaB nognucu BXoAAaT: HaMMeHOBaHWE LO/DKHOCTW fnua, NnoanucasLlero
[OKYMEHT (Npy MCNO/b30BaHNN AOMHKHOCTHOIO 6/1aHKa HaMMeHOBaHWe LO/HKHOCTU
He YKasblBaeTCH), MYHaA NOAMUCh U ee pacLuM@poBKa (MHUUWaNbI, (hamMnuing vyepes
npo6en).

Hanpumep:

MuHncTp MNoanuck N.0. damnnusa

He ponyckaeTcs MNOAMMUCLIBaTL [AOKYMEHTbl C MPeAsioroM «3a»  Wan
NpocTaBNeHWEM KOCOW 4epTbl Meped  HaMMeHOBaHMEM  AOMKHOCTW. Ecnu
AOMKHOCTHOE /L0, MNOAMWCH KOTOPOro O(OpPM/IeHAa Ha MPOEKTE [OKYMEHTA,
OTCYTCTBYET, [OKYMEHT MOANUCLIBAET 3aMecTUTeNlb PYKOBOAUTENS, WMEHOLLINIA
NpaBo MOAMMWCLIBaTb JOKYMEHTbI 3a PYKOBOAMTENS, UM UHOe AOMXHOCTHOE UL,
MMeloLLlee MpaBO MOAMNUCK B COOTBETCTBMM C MPUKA30OM O pacnpefeneHunm
00513aHHOCTel,, nNpyM  3TOM  YyKasblBaeTcsl  (paKTUueckas  [OMKHOCTb  nnua,
NOAMNMCABLUEr0 AOKYMEHT, €ro amunus. lcnpaBneHns B MOArOTOBNEHHbI
AOKYMEHT MOTYT 6bITb BHECEHbI OT PYKU NIULOM, MOAMNUCHLIBAIOLLMM [JOKYMEHT.

Mpy noanucaHUM [OKYMEHTa /ULIOM, MWCMOMHAOWMM B COOTBETCTBUM C
NPMKa3om 0653aHHOCTM BPEMEHHO OTCYTCTBYHOLLEro pykKoBoautens (OTMYycK,
60ne3Hb, KOMaHAMPOBKaA), NOANWUCH 0hOPMAISIETCS CNeAyHOLLMM 06pa3oM:

.0. MMHUCTpa MNoanuch N.0. damunua
nnu

McnonHsaowmin 0643aHHOCTY

MUHUCTPa MNoanuck N.0. damnnus

[Npy nognucaHMM [OKYMEHTa HECKONbKUMW [AO/MKHOCTHbIMW fMUaMn UX
nognucu  pacnonaraldT  OAHY noh — Apyroin B MOCNef0BaTe/lbHOCTU,
COOTBETCTBYHOLLEN MepapXnn AO/HKHOCTEN.

Hanpumep:

MUWHUCTP NO h13NYeCKOr KybType 1 CNopTy
Pecny6nvku JarectaH noanuch N.O. Pamunmsa

3am. MuHMUcTpa No PrU3nNYecKoi KynbType u cnopTty
Pecny6nvkn JarectaH NnoAMnCh N.0. damnnms

Mpn  NOANUCAHUN AOKYMEHTa HECKONbKUMW LMW, PaBHbIMKA MO
AO/MKHOCTW, HO MPEeACTaBNAOLWMMM pasHble OpraHbl, NMOAMMCK pacronaratT Ha
0[JHOM YPOBHE.
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Hanpumep:

MWHUCTP N0 (PU3NYECKON KYNbTYpe 1 MwuHNCTp hmHaHcoB P/
cnopty Pecny6nmkn [arectaH

noanucb N.O.Pamumnunsa
A noAnmch N.0.Ddamnnus

HanmeHoBaHMe [0/MHKHOCTU B PeKBU3UTE «IloAnucb» rnevaTaeTcs OT JIEBOW
rpaHnLbl TEKCTOBOIO MO Yepes OANH MEXCTPOUHbIN NHTepBa.

B [OKyMeHTax, COCTaB/IEHHbIX KOMWCCUEN, YKa3blBaOTCA He [0/HKHOCTU
vy, noanucaBlIMX [AOKYMEHT, a WuX 00683aHHOCTM B COCTaBe KOMWUCCUWN B
COOTBETCTBMW C pacnpefeneHvem B angaBUTHOM MOpsAAKe Hada/lbHbIX OYKB
hamunmn.

3.4.18.PekBun3NT «OTMETKA 06 3/1IEKTPOHHOM NOANMMUCU»

OTmeTKa 00 9MEeKTPOHHOW MOAMUCU  WUCMOMb3yeTcAa [ANA  BU3yamsauum
3N1EKTPOHHOM nognucK rnony4vateneM AOKYMeHTa MNpyv 0O6MeHe 3MeKTPOHHbIMU
[OKYMeHTaMu, MOAMUCaHHbIMU YCUIEHHON KBa/IM(PULMPOBAHHOW 3/1eKTPOHHOM
NoANUCHIO.

B cooTBeTCTBMM C 3aKOHOAATENbCTBOM Poccuinickoin depepaumm oTMeTKa 06
3NEeKTPOHHOW noAnucu  OpMUPYETCA U BU3yasIM3MPYeTCA  NPOrpaMmHbIMU
cpeactBamn. OTMeTKa 06 3/IEKTPOHHOM noAnucu BKAO4YaeT dpasy "[AoKyMeHT
noanucaH 3NeKTPOHHOW MOAMUCLID"”, HOMep cepTuduKaTa K/tova 3/1eKTPOHHOM
nognucu, gaMmuanio, MMs, OTYEeCTBO BagenbLla cepTudmMKarta, CPOK AeNcTBUS
cepTumKaTa Kk4ya 3aNeKTPoOHHOW nognucu. Hanpumep:

JOKYMEHT MoANnmMCAH
SNIEKTPOHHOW MOAMNCBIO
AnpekTop CepTudmkaT 1a111aaa000000000011 N.0. ®amnins
Bnapeney ®amunma Mima OT4YecTBO
[encteuteneH ¢ 01.12.2012 no
01.12.2017

MopnucaHne (yTBepXKAeHWe) AOKYMeHTa OCYLLEeCTBSeTCA B COOTBETCTBUM C
NYHKTOM 3.4.17. HaCTOSLLLEN UHCTPYKLUMUN.

3.4.19. PekBun3nT «leyatb»

MWHUCTEPCTBO MMeEET neyaTb C U306pakeHneM [TocyaapCTBEHHOro repba
Pecny6nukn [arectaH W WHble nMe4yaTn, YyKasaHHble B [10/I0OXXeHUN 0
MuHuncTepcTBe.

MeyaTb ¢ n3obpakeHnem [rocygapcTBeHHOro repba Pecny6nunku [darectaH
CTaBUTCA Ha JJOKYMeHTax, Tpebytowmx 0cob0ro yocToBepeHnsa nx nogNHHOCTMW.

MNpocTble  Kpyrnble neyatn (6e3  M300paXKeHMs  rocyaapCcTBEHHOW
CMBOJINKN) CTaBATCA Ha KOMUAX [OOKYMEHTOB ANA YAOCTOBEPeHUs  UX
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COOTBETCTBUS NOA/IMHHUKAM. NeyaTb CTaBUTCA Ha CBOOGOAHOM OT TEKCTa MecTe, He
3axBaTblBas NIMYHOW MOAMUCK OO/MKHOCTHOrO nvua. MeyaTb MOXET 3aXxBaTbIBaTb
YyacTb HAMMEHOBaHWUA AO/HKHOCTW NnLa, NOANMCABLLUETO AOKYMEHT.

B poKymeHTax, MOArOTOB/IEHHbIX HAa OCHOBE YHUMPMUMPOBaAHHbLIX (HOpPM,
neyaTtb CTaBUTCHA Ha MecTe, 0603Ha4YEHHOM OTMETKOMN «MTI1» 1M nHbIM 06pasom.

3.4.20. PekBun3nT «OTMETKa 06 UCMOMHUTENE

OTmeTKa 06 UCnofHUTEeNe AOKYMEHTa MpocTaB/seTca Ha /IMLEBOIA CTOPOHE
NnepBoro incTta NoA/IMHHNKA B JIEBOM HUDKHEM YTY.

OTMmeTKa BKIOYaeT (hamMuanko, UMsA, OTYECTBO MCMOSIHUTENS U HOMep ero
TeneoHa (pasmep wipndgta Ne 8).

Hanpumep:

Maromegos Maromes MycaeBuy

(8-722) 69-00-00

Ha foKyMeHTe, MOArOTOB/IEHHOM MO MOPYYEHUIO PYKOBOAWUTENS TPYMMNoW
MCNONHUTENEN, B OTMeTKe 00 MCMNOMHUTENe yKa3blBaeTCA (aMuninsg OCHOBHOIO
NCNONHUTENS.

OTmeTKka 006 WCMOMHUTENE MOXET [AOMOMHATLCA YKasaHMeM [OO/HKHOCTU
NCNONMHNTENA U CTPYKTYPHOIro NnoApasfeneHus.

B [OKyMeHTax, MMeKLWMX OTMETKY 0 KOH(PUAEHUMAIbHOCTU, OTMeTKa 00
MCMNOMIHUTE e NMPOCTAB/IAETCA Ha 060pOTe MOCNeAHEr0 NCTa KaXKA0ro aK3emMmnispa
JOKYMeHTa M BK/IWOYaeT B CebdA: YyKasaHMe KOo/mM4yecTBa OTMevyaTaHHbIX
3K3eMMNAPOB, (aMUInIo  UCNOMHUTENs, (amMuanMio paboTHMKA, MevyaTaBLUero
[OKYMEHT, AaTy neyataHus OKYMEHTA.

3.4.21. PekBu3nT «OTMeTKa 0 3aBEPEHUN KOMUN»

Ona  cBUAETeNbCTBOBaHMA BEPHOCTM Konuu  (BbIMUCKU M3  LOKYMEHTA)
NOAJ/IMHHUKY OOKYMEHTA Ha MocnegHEM NUCTe KoMK (BbIMUCKU U3 OKYMEHTA), Ha
CcBOOOAHOM MecCTe Moj TEKCTOM OdopmNseTcs pekBu3nT «OTMeTKa 0 3aBepeHun
KONUW», BK/OYaKOLWMA CNoBo «BepHO», HauMmeHOBaHWe [O/MKHOCTM g,
3aBepuBLLEro KOMUIO, JIMYHYIO MOANUCH, PacLUM(POBKY NOAMUCK, AaTy 3aBEepPeHUs.

Hanpumep:

BepHo
["naBHbIA crieynanncT

HanmeHoBaHue nogpasgenennsa Mognuce  U.0. damunns

Jata

OTmMeTKa 0O 3aBepeHUn KOMuM YAOCTOBEPSETCA MPOCTOM  MeYartbho
MWHNCTEPCTBA, a 3M1EKTPOHHbIX OKYMEHTOB — 3/1IEKTPOHHOW MOAMUCHIO.

JINCTbl MHOFOCTPaHUYHbIX KONWiA (BbIMUCOK M3 AOKYMEHTA) HYMEPYHOTCS,
OTMETKa 0 3aBEePEHMN KOMNUWU [OMNOJSHAETCA YKasaHMEM KOSIMYEeCTBa SIMCTOB KoMK
(BbINUCKM M3 OOKyMmeHTa: «Bcero B konuu _ .»). JlonyckaeTcA 3aBepsTb
OTMETKOWN «BepHO» KaXKAblil IMCT MHOMOCTPaHNUYHOM KOMUN JOKYMEHTA.
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3.4.22. PekBn3nT «OTMETKa 0 MOCTYMNNEHNN AOKYMEHTa»

OTmMeTKa O MOCTYM/IEeHUN [AOKYMeHTa CNYXUT A1 MOATBEPXKAEeHMA daKTa
NOCTYN/JIeHN [OKYMeHTa B MWHWUCTEPCTBO M BK/IHOYaeT AaTy MOCTYN/eHnsa W
BXOAALNA PErncTpauuoHHbIA HOMep [AOKymeHTa. OTMeTKa O NOCTYMJ/eHUK
[OKYMEHTa MOXXET MPOCTaBATLCA C MOMOLLbLIO LUTamna.

3.4.23. PekBM3NT «OTMETKA 0 KOHTPOJ1IE JIOKYMeHTa»

OTMeTKy 0 KOHTpOJie 3a WCMOJMIHEHWEM [OKYyMeHTa 00603HadatoT C/10BOM
«KOHTPO/Ib» Ha BepXHEM MoJe 4OKYMEHTa Crpasa.

3.4.24. PekBn3nT «OTMETKa 0 Hamnpas/ieHUN JOKYMeEHTa B Ae/10»

OTMeTKa 0 Hanpas/fieHUX [OOKYMeHTa B [e/I0 onpenenseT MecTo XpaHeHus
[LOKYMeHTa Mnoc/ne 3aBepLUeHnss paboTbl C HAM M BK/IKOYaeT: cnoBa «B pgeno»,
WHOEKC pf[ena no HOMeHK/natype fJefn, B KOTOPOe MOMeLlaeTca [AOKYMEHT Ha
XpaHeHue, C YyKasaHuMeM roga, AO/MKHOCTU uvua, OMOPMUBLLETO OTMETKY,
nognwucw, Aatbl. Hanpumep:

B peno Ne 01-18 3a 2021 .
Hau. skoHoMm, oTaena

Mognuck Jata

3.5. Npouenypa NogroToBKN AOKYMeHTa

3.5.1. MNpoeKTbl AOKYMEHTOB MOArOTOB/IEHHbIX MWUHWUCTEPCTBOM Moaexar
cornacosaHnio. CocTaB [O/MKHOCTHLIX /AL, COrNacyroLwmnx MPOeKT [AOKYMeHTa,
onpepnenseTca CTPYKTYPHbIM noapasgenieHneM-ncnonHUTeNeM

CornacoBaHue MNpoeKTa JOKYMeHTa B MUHUCTEPCTBE OhOPMIAETCH Tpudom
cornacoBaHuss (NpyY BHELUIHEM CcOrnacoBaHuM) wanm BU30A (MPU  BHYTPEHHEM
cornacosaHum).

Mpnd cornacoesaHua oopmMaseTca B COOTBETCTBMW C NyHKTOM 3.4.15, a
BM3a — B COOTBETCTBUM C NYHKTOM 3.4.16 HacToALLel NHCTPYKLNW.

3.5.2. CornacoeaHve npoekTta AOKYMeHTa NPOBOAMTCA A0 ero noAanucaHus
MUHUCTPOM B LIeNAX OLEHKM COOTBETCTBUA MPOeKTa 3aKOHOAATeNbCTBY Poccuinckom
degepaunn, Pecnybnukn JarectaH, HOpMaTMBHbLIM akTaM MUHUCTEPCTBA, KavyecTsa U
3(h(PeKTMBHOCTY Npea/1araeMoro peLLeHus.

CornacoBaHve MpoeKTa [OKYMeHTa OpraHusyeTcs  HenocpefCcTBEeHHbIM
ncnosiHuTenemM (CocTaBuTeNleM) U PYKOBOAUTENEM MOAPa3AeNeHNsa-uCcnoiHATENs W«
NpPOBOAUTCA B NMpefenax yCTaHOB/IEHHOIO CPOKa UCMOJTHEHNS.

3.5.3. MNpn C3/[ cornacosaHMe MNPOEKTOB [AOKYMEHTOB OCYLLEeCTB/AeTCA B
aBTOMaTU3NPOBaHHOM peXXuMe MOCPELACTBOM HarnpaB/ieHUs MPOEKTOB [JOKYMEHTOB
NMyaMm, HasHayeHHbIM B KayecTBe COrfacyrowmx, U O0¢OopMIEHUA pes3y/ibTaToB
cornacosaHusa B C3/.

3.5.4 TMpoeKTbl JOKYMEHTOB COrnacyrTcs:

HenocpeaCTBEHHbIM  UCMOMIHUTENEM W PYKOBOAWUTENEM  nojpasneneHus-
NCNOJIHUTENS;

coucnonHuTenammn (Mpu ux Han4vmmn);
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PYKOBOAUTENSAIMU CTPYKTYPHbIX NoApasgenieHnii, paboTHUKaMn opraHusauun,
HanpasneHns OeAaTe/lbHOCTU  W/unn - (YHKUMOHa/IbHble  06A3aHHOCTM  KOTOPbIX
3aTparvBaroTcsi B NPOEKTe JOKYMEHTA U/UIM KOTOPbIE YKa3aHbl B NPOEKTE JOKYMEHTA
B KayecTBe WCNOAHUTeNen (B Clyvyae BPEMEHHOIO0 OTCYTCTBUA PYKOBOAUTENS
nogpasgeneHns MpoekT AOKYMEHTa BU3UPYeT /INLO, BPEMEHHO MCMOJHAOLLEE ero
0653aHHOCTN);

3aMeCTUTENAMN MUHUCTPA, KYPUPYIOWMMN 3aTPOHYThIE B MPOEKTe LOKYMeHTa
BOMPOCbI (ECNM AOKYMEHT NOAMMUCHIBAETCA (YTBEPXKAAETCH) MUHUCTPOM);

HOPUAMYECKON CNY>KO0i (MPOEKTOB HOPMAaTMBHbLIX aKTOB, MPOEKTOB MPUKA30B);

OT/AEe/IoM.

MpoeKTbl LOKYMEHTOB, peasn3aums KOTOpbIX TpebyeT (hMHAHCOBbLIX 3aTpar,
COrNacoBbIBAKOTCA C YNpaBnieHNnemM 3KOHOMUKN, PUHAHCOB 1 KOHKYPCHbIX NpoLeayp.

He ponyckaetcd HanpaBnaTb Ha coOrnacoBaHWe MNPOEKT  [OKYyMeHTa
OHOBPEMEHHO ABYM Unn 605ee paboTHMKaM OAHOr0 CTPYKTYPHOrO NojpasmeneHus.
B kayectBe uL, cOrfacyrowmMx nMNPOEKT [AOKYMEHTA, [O/DKHbl  BbICTyNaTb
NPeMMYyLLLECTBEHHO PYKOBOANTENN CTPYKTYPHbIX NoApa3ae/eHuni.

3.5.5.BHelwHee  cornacoeaHve  MNpoekTa  [JOKYMEHTa  OCYLLecTB/AeTCA
NOCPeACTBOM HanpaB/eHUsi MpPoeKTa B APYroin opraH WCNOAHUTE/IbHOW BnacTu ¢
COMPOBOAMTENBbHBIM MUCbMOM, B KOTOPOM YKa3blBaeTCA CPOK COriacoBaHus.

3.5.6.CpoKn cornacoBaHusi AOKYMEHTOB yCTaHaBNMBaKOTCA VIHCTPyKUmMein no
[leNonpon3BoACTBY B 3aBUCUMMOCTW OT BMAA [OKYMEHTa U 06bema [OKYMEHTa,
BK/IKOYas NPUIOXKEHMSA K HeMy. CpOKM cornacoBaHus JOKYMEHTOB COCTaB/AOT:

NPOeKTbl AeNoBbIX (CNyXebHbIX) Nucem -1-3 paboumx AHs;

NPOeKTbI NPUKAa30B 6e3 NPUIoXKeHUI -1-3 pabounx AHS;

MPOEKTbl NPUKA30B C MPUIOXKEHUAMU CrPaBOYHOro Xapakrepa - 3-5 paboumx
[IHeNn;

NPOEKTbl NPUKa30B C MPUIOXKEHNEM HOPMATUBHbLIX aKTOB B 3aBUCUMMOCTU OT
nx o6vema (He 6o0snee 50 cTpaHuL) - 5-10 paboumx AHEN;

MPOEKTbl HOPMATUBHbIX aKTOB, YTBEPXKAAEMbIX HEMOCPeLCTBEHHO MOAMUCHIO
pykosoanTens (He 6onee 50 cTpaHul) - 5-10 paboumx OHEN;

NPOeKTbl MPOTOKO/MOB 3acefaHnin (CoBewaHuin) npu HeobxoAMMOCTU KX
corniacoBaHus, B 3aBUCMMOCTU OT 06bemMa JOKYMeHTa - 1-3 paboumnx AHS.

CpoKn corfacoBaHusi MPOEKTOB AOKYMEHTOB, HarpaBiseMblX Ha BHELUHee
cornacoBaHue He J0/MKHbI COCTaBsATL 60ee 30 KaneHAapHbIX AHENA.

B KOHKPETHbIX Cny4yasx B 3aBUCMMOCTM OT COAEPXaHWS W Ha3Ha4eHWs
[LOKYMEHTA CPOK COrfiacoBaHMs MOXeT ObITb COKpPaLLEH WUN YBENINYEH MO PeLLEHNIO
PYKOBOAUTENS, KYPUPYIOLLEro Hanpas/ieHVe AeATeNbHOCTU, M0 KOTOPOMY roTOBUTCA
MPOEKT peLleHus.

3.5.7. CornacoBaHve BHYTPEHHUX [OOKYMEHTOB, CO3[aHue, XpaHeHue Wu
MNCNOMb30BaHNE KOTOPLIX OCYyLlecTBNseTca nocpeacTsom C3/[, nposoantca B C3/M B
3N1eKTPOHHOM BUfe.

3.5.8.MMpun cornacoBaHUN MPOEKTOB BHYTPEHHUX [LOKYMEHTOB, CO3[aHHbIX Ha
OyMaXXHOM  HOCWUTefe, BW3bl MNPOCTABMAKTCA HEMNOCPeACTBEHHO Ha MpPOeKTe
[AOKYMeHTa.
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3.5.9.B xope cornacoeaHus MnpoekTa AOKYMeHTa paboTHWK, COrnacyroLwui
[LOKYMEHT, NPUHUMAET OAHO U3 CNeAYHOLMX PELLEHNIA:

cornacoBatb NPOEKT AOKYMeHTa 6e3 3ameyvaHuii;

cornacosaTb NMPOEKT JOKYMEHTA C 3aMeYaHUAMMU;

OTK/IOHUTb NPOEKT AOKYMEHTa.

Bo3pakeHns MO MpoekTy npukasa (pacrnopskeHus), BO3HUKaKOWMe npu
COrsiacoBaHuUn, u3naralTcad B CMpaBKe, KOTopas npunaraeTca K MNPOEKTY, Wn
BHocuTcA B C3/[.

Ecnn npoekT [OKyMeHTa COrnacoBaH C 3amMe4dyaHWAMW, 3TO O03HAYaeT, 4TO
3aMeyaHusi HOCAT pefakUMOHHBIN XapakTep, U nocnie UX NPUHATUSA UCMONHUTENEM
MPOEKT He TpebyeT NOBTOPHOIO COrlacoBaHus.

[NpOoeKT AOKYMEHTa OTK/IOHAETCA /INLOM, COrNacyroLnM JOKYMEHT, B CyYasX:

Ha/INYMS CYLLLECTBEHHbIX 3aMeYaHuii Mo NPOEKTY JOKYMEHTE;

Hecornacusa ¢ NPOEKTOM JOKYMEHTa.

3.5.10.HecornacoBaHHbI  MPOEKT [JOKyMeHTa TpebyeT [A0pabOTKM Mo
BbICKa3aHHbIM 3aMeyaHuAM, NepeoopMIeHNss U NOBTOPHOIO COr/laCoBaHUA.

3.5.11. lo0KyMeHTbl, n3faBaemble OT UMeHW MWHMUCTEPCTBa, MOAMUCHLIBAKOTCA
MUHUCTPOM WM MHbBIMU  YNO/IHOMOYEHHLIMA UM [O/DKHOCTHLIMW - ML aMu
(3amecTUTENS MU MUHUCTPA, PYKOBOAUTENSIMU CTPYKTYPHbIX NoApasgeneHunii).

3.5.12.0T14enbHbIe BUAbI BHYTPEHHUX  [OKYMEHTOB (cny>kebHble,
00BbACHUTENIbHbIE 3aMUCKK) Ha MMS PYKOBOAMTENS CTPYKTYPHOro nogpasgenieHuns
MOAMUCBLIBAKOTCA WUCMOMHUTENIeM (COCTaBUTENIEM), eCnM paspellaemble NpPU 3TOM
BOMPOCHI HE BbIXOAAT 3a Npejesibl ero KOMNeTeHUUn.

3.5.13./10KyMeHTbI, Harpas/isemMble B BbICLUME OpraHbl rocyAapCTBEHHOM
BN1aCTN, Ha UMS MNEPBbIX PYKOBOAWUTENEN (efepasibHbIX OpraHoB WMCMOMHUTE/IbHOWN
BM1IACTU NOAMMUCHIBAOTCA MUHUCTPOM U NINLLOM, UCMOSTHAIOLMM ero 0653aHHOCTH.

3.5.14. [IOKyMeHTbl, Hanpas/isgemMble B TMOABEAOMCTBEHHble W CTOPOHHWE
opraHusauuun, noanucbiBatoTCA 3aMecTUTENI MU MWUHUCTPA, UHBLIMU [O/HKHOCTHLIMU
nmuamu MUHUCTepPCTBa B COOTBETCTBUM C NPEAOCTaB/IEHHBLIMW UM NMOTHOMOUYUAMN.

3.5.15./IOKyMeHT noAnucbiBaeTcs [AByMA wAn 6onee nvuamu, ecnu  3a
cofepxaHve  OOKYMeHTa HeCyT OTBETCTBEHHOCTb  HECKO/IbKO  pabOTHUKOB
(LOKYMEHTHI, NMOArOTOB/IEHHbIE HECKO/IbKMMU nogpasaeneHmamm nnu
opraHusauyumsmMu, paéouein rpynmnom, KOMUCCUeNn).

3.5.16.lMoanuncbiBaeTcA, KakK NpaBWIo, OAMH  3K3eMnnap  [JOKYMEHTa.
COBMECTHbI  JOKYMEHT MOAMNUCLIBAETCA B KO/IMYECTBE, COOTBETCTBYIOLLEM
KO/IMYeCTBY OpraHu3aunia, Co3aaBLUMX LOKYMEHT.

MpUMEPHbIA NepeyeHb YTBEPXKAAEMbIX AOKYMEHTOB MNPUBEAEH B NPUIOXKEHUN
Ne 22 K HacToawen MHCTPYKLUNN.

3.6. CoctaB [OKYMEHTOB, 06pa3syroLnxcs B  [eATe/IbHOCTU
MUHWUCTepCTBa
3.6.1. B uensx perynmpoBaHust CBOen AeaTelbHOCTU MUHUCTEPCTBO U3JaET:
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npaBoBble akTbl B (POPMe MOCTaHOBNEHWIA, PeLleHniA, NPUKa3oB, MNpasBu/,
MOSIOXKEHNIA, WHCTPYKUWIA, pPernameHToB, aAMWHUCTPATUBHbLIX PersiameHToB,
OO/IHKHOCTHbIX PernaMeHToB, NOPAAKOB U Ap.;

UHAMBMAYa/IbHble  MpaBOBble  aKTbl  (pacnopsaguTesibHble  LOKYMEHTbI)
B hopme NPUKa30B, PacCroOpPsHXKEHWNA;

NIOKa/IbHble HOPMaTUBHbIE aKTbl, N3aBaemble B hopMe NOJSIOXKEHWIA, NpaBun,
WMHCTPYKUWIA, pernameHToB, NOPALKOB U APYTUX LOKYMEHTOB;

NPOTOKONbI 3acefaHnii (KOOpAMHAUVOHHBIX, COBeLaTe/IbHbIX, 3KCMEPTHbIX
n APYrux opraHos).

3.7 loAroToBKa NPOEKTOB 3aKOHOAAaTe/IbHbIX WU UHbLIX HOPMATUBHbLIX
NMpaBOBbIX aKTOB

3.7.1. TlpoeKkTbl akToOB [0 BHeceHMs ux B [MpaBuTensCcTBO Pecnybnnku
[arectaH nognexxat 06sA3areslbHOMY COr/1laCoBaHWIO C PYKOBOAUTENSAMU OpraHoB
MCMONHUTENIbHON BNacTn (MHbIMW OpraHaMu rocyAapCTBEHHOW BnacTun), KOTOPbIM
B HOPMaTVMBHOM aKTe MNpeaycMaTpuBatoTCA MOPYUEHUs, a TakXKe pPyKOBOAUTENNAMUN
APYrMX 3anHTepecoBaHHbIX opraHusaumin. CornacoBaHuve MPOBOAUTCA MO
yCTaHOB/IEHHOW (hopMme.

[MpoekTbl akToOB, MpeAycMaTpuBaloLlMe pacxogbl 3a CYET CPeacTB
COOTBETCTBYIOLMX OHOLKETOB, MoA/exaT 06sa3aTe/lbHOMY COr/lacoBaHU0 C
MwuHMCTEPCTBOM (hrHaHCOB Pecny6nnkun JarectaH.

Ecnun B Xo4e npopaboTKM UM cOornacoBaHus MpoekTa akTa B HEr0 BHOCATCS
CYLLLeCTBEHHbIE W3MEHEHWA, TO OH MOANEXUT TMOBTOPHOMY COr/1aCOBaHUIO.
MOBTOPHOIO corsacoBaHusi He TpebyeTcsa, ecnn Npu AopaboTKe B MPOEKT aKTa
BHECEHbI YTOUHEHUSA, He MEHSAIOLLME ero CyTu.

MNpoeKT akTa MedyaTaeTcAa Ha CTaHOAPTHbIX NMcTax bymarn dgopmata A4
(210x297 mm) wpudtom TnteslNNexyKoTan pasmepom Ne 14,

Ha paccTosHMM OAHOro MeXCTPOUHOro WMHTepBasia OT BepXHEeW rpaHuubl
Nnosis OT NOMETKM Y MPaBon rpaHuULbl TEKCTOBOIO MOJIA NULLETCA CI0BO «IMpOeKT».

3.7.2. T1pOeKT akTa UMeeT CcrieaytoLime peKBU3UTbI:

HanmeHoBaHue opraHa - NMPABUTENNBCTBO PECIMYBJ/INMKN
OATECTAH - neyaTtaetcs MpornuCHbIMKM OYKBamMn U BbILENAETCA MONY>KUPHbIM
LpngTOM pasmepom He 60see Ne 16. BbipaBHMBAETCA MO LEHTPY.

HanveHoBaHue Buga HopmaTtmBHoro akta - [NOCTAHOBJ/IEHVE wnun
PACIMNOPAXEHWME - oTaensdetcd OT npeablaywero peksusnTta  [ABYyMA
MEXCTPOUHLIMW MHTEpBasiaMK, MeyaTtaeTcsa MPOMUCHLIMU OyKBaMU B PaspsafKy
pasmepoMm wpugpta He 6onee No 16, BbIAENAETCA MONY>KUPHbIM  LLPUGTOM,
BbIpaBHMBAETCA MO LEHTPY.

3aro/fioBOK OTAensAeTcA OT MNpeabiayLllero pekBusuta 2-3 MeXCTPOUYHbLIMU
NHTepBa/lamMK, MeyaTaeTcs yepe3 OAWMH MHTepBas wipugTom Ne 14, Bblgensercs
NOMY)KUPHbIM  LUPU(PTOM M BblpaBHMBaeTCA MO JIeBOW  rpaHWUe  nons.
MocTaHOBNEHMA [O/MKHbI MMETb 3aro/ioBOK, B KPaTKO (hopme OTpaxkaromnii nx
cofepxkaHne. Pacrnops>KeHusl, Kak npaBunso, 3arofloBKa He NMEIOT.

TekcT oTgensetcad OT 3arosioBka 2-3 MeXCTPOYHbLIMU WHTEpBasiaMU U
nevartaerca wpndTom pasmepom Ne 14 yepes 1-1,5 MEXCTPOUHbIX MHTepBasa.
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TeKCT neyaTaeTcs OT JIEBOWN rPaHULbl TEKCTOBOrO MO U BblpaBHUBAETCA MO
NNIEBOI 1 NpaBoOK rpaHuLam TeKCTOBOro noss. NMepsas cTpoka ab3ala HauMHaeTcA
Ha paccTosHMM 1,25 ¢M OT JIEBO rpaHuULbl MONs.

TeKCT MOXET NoapasfenaTbCA Ha KOHCTaATUPYIOLWYH YacTb (nMpeambyny) u
NMOCTaHOB/IAIOLLLYHO 4acTb (B pacrnopsXXeHUAX — pacrnopsaanTe/IbHYIO).

Mpeambyna B  NpOeKTax MNOCTAaHOB/IEHWA  3aBepLUaeTcsa  C/ioBaMu
«[paButenbcTBo Pecnybnvkn [darectaH noCTaHOBASET:». [locnegHee CNoBo
neyaTaeTcs MPOMUCHbIMKU OyKBaMM C HOBOW CTPOKM MOMY>KUPHbIM LWPURPTOM B
paspaaky, wpugTom Ne 14 1 BbipaBHMBAETCS MO JIEBOWN FPaHULE.

Mpeambyna MOXET OTCYTCTBOBaTb, €C/M MpeanucbiBaemble LeNCTBUA He
HY>XJal0TCA B PasbACHEHUM.

MNocTaHoBAAOWAA (pacnopsaanTenibHad) 4YacTb MPOEKTOB, Kak Mpasuio,
noApasfenseTrca Ha NyHKThI.

MyHKTbI HYyMepyloTca apabCckMmn uuppamm ¢ TOYKOW W 3aroflOBKOB He
NMetoT.

Mpy HaNMUMU MPUIOXKEHNA K MNPOEKTY B TEKCTe Ha HUX 06s3aTesibHO
[lenaeTca CCbl/Ka.

MpUNoXXeHNA K NpoeKTaM MneyaTarTcA Ha OTAe/IbHbIX ncTax oGymarn u
noAnucbIBatoTCA.

B npunoxxeHnax pasmepbl Noseint, WPUMTbI U MEXXCTPOUHbIE UHTEPBASbI MPU
neyataHMM TeKCTa WAEHTUYHbI pasMepam, MNPUMEHAEMbIM Mpu  O0OPMIEHUN
npoekKTa.

MNopgnuck oTaenseTca OT TeKCTa TPEMSA MEXCTPOUHLIMU WHTEepBaIamMu U
coctont m3 cnoe: «[peacepatens [MpaButensctBa Pecny6nvku [arectaH»,
nHUUManos n gammnmn. Cnosa «lpepcenatens MNpaBuTenscTBa» U «Pecny6/mku
JarectaH» neyaTtaloTCA B [Be CTPOKM 4Yepe3 OAUH MEXCTPOYHbIA MHTepBaa U
BbIPaBHMBAIOTCA MO JIEBOW rpaHuLe TeKCToBOro nons. WHunyuwansl n damunms
neyaTaroTCs y NpaBoi rpaHuLbl TEKCTOBOIO MNOJIS.

Bu13a NpocTaBfiseTcss B HMKHENM YacTU KadKAOro nncra npoekTa BHOCKMMOro
aKTa 1 BK/KOYaeT B CebA HauMeHOBaHWE AO/MKHOCTU BU3UPYIOLLEro, ero SIMYHYH
NoAMNUChb, PacLUNPOBKY NOAMUCKU 1 [aTy.

Mpyn HaNMuMKn y NnUua, BU3NPYOLLETO MPOEKT, 0CO60ro MHEHUS (3aMeYvaHunin)
OH fenaeT 06 3TOM OTMETKY Mpu BusnpoBaHuUW. Ocoboe MHeHMe (3amevaHus)
BM3MPYIOLLLEro MO MPOEKTY, KaK MpaBuio, U3naraeTca OoTAe/lbHO U npunaraeTca K
NPOEKTY aKTa.

3.7.3. loAcHUTeNbHaA 3anmMcka K MPOEKTY akrta OgopMaseTca Ha
CTaHAapTHbIX IMCcTax 6ymaru opmata A4 1 UMeeT crefytouine peKBU3UTbI:

HanmeHoBaHne Bupaa pokymeHta - NMOACHUTEJ/IbHAA 3ATMNNCKA -
neyaTaeTcs MPOMUCHLIMU OyKBaMM Yepe3 ABa MEXCTPOUHbIX MHTepBana HuKe
BEPXHEN TrpaHuLUbl TEKCTOBOrO Mo/sA, BbIAENSETCA MONY>KUPHLIM  LIPUPTOM 1
BblpaBHMBAaeTCA MO LeHTpY wpudTtom INMTe3 Noxy KoTan pasmepom He 6osee
Ne 16.

3arosioBOK OTAENAeTCA OT NpeAblAyLiero peksm3nTa AByMS MeXCTPOUYHbIMU
WHTepBaslaMW, neyartaeTcsd CTPOYHbIMM  OyKBamMM 4Yepe3 OAWH  WHTepBa,
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BbIAENAETCHA NONY>XXUPHbBIM LLUPU{TOM 1 BblIPaBHMUBAETCS MO LEeHTPY. TOUKa B KOHLEe
3arofloBKa He CTaBUTCA. B 3arosioBke YKasblBaeTCA MOJIHOE Ha3BaHWE MPOeKTa
aKTa, K KOTOpOMY MOAroToB/ieHa NOACHUTE/IbHasA 3anuncka.

TekcT oTAenseTca OT 3arofioBka 2-3 MeXCTPOYHbIMU  UHTepBanamu,
neyaraetcs wpudgrtom TlTes KoTan pasmepom Ne 14 yepe3 oAWH UHTepBal.
MepBass cTpoka ab3ala neyataeTcs Ha paccTosHuM 1,25 cM OT /1eBOM rpaHuLbl
TEKCTOBOro nons.

B TekcTe KpaTKO M3naratoTCs MOTUBbI BHECEHUS MpPOeKTa, 060CHOBaHWME U
CYTb MPOEKTa, Ha/inume pasHornacuii, pesysbTaTbl NPOPaboTKN U IKCMEPTU3bI.

3.7.4. TIpOeKTbl aKTOB W npunaraemble K HUM 3aK/IHOYeHUA, MOpy4veHus,
(DMHAHCOBO-3KOHOMUYECKME OOOCHOBaHWSA W Apyras [OKYMeHTauus ABAHTCA
CTPOro KoHuaeHUnansHom (Cny>kebHoi) NHgopmaLmen.

C cogepxaHMeM TMPOEKTOB aKTOB MOryT ObITb O3HAKOM/IEHbI TO/IbKO Te
[O/MKHOCTHbIE /LA, KOTOPble MMEKOT OTHOLLEHUE K UX UCNOSTHEHUIO.

3.8. NMogrotoBka MHAMBUAYa/IbHbLIX NPaBOBbIX aKTOB MUNHUCTEPCTBA

3.8.1.B [eATeNlbHOCTH MuHuncTepcTBa co3faeTcs KOMMEKC
OpraHu3auVoHHO-pacnopsaanTeibHbIX [AOKYMEHTOB: MNpPUKasbl, pPacnops>xeHus,
MOSIOXKEHUA, nNpaBwia, WHCTPYKUUWN, pPerfameHTbl, NPOTOKO/bI  3acefaHunin

(coBewjaresibHbIX, IKCNEPTHbIX WU Ap. OpraHoB (KOMWUCCUIA), akTbl, aHa/IMTUYECKNEe
CrpaBKW, [OKNagHble U  CNy)XebHble  3anMCKW,  [OroBopbl  (KOHTPakThl,
cornaweHuns), genosas (cny»kebHas) nepenucka n ap.

KonnernansHo o6cy»aaemMble BOMPOChI U MPUHUMAaEMble MO HUM pPeLLeHNs
(OMKCUPYHOTCA B MNPOTOKOMaX COBeLaHnin MuHUCTepCTBa, MHbIX 3acefaHuii u
COBELLIaHW.

B 3aBMCMMOCTM OT KOHKpPETHbIX 33jay B [AesATeflbHOCTM MuHUCTepcTBa
co3farTcs apyrve Buabl LOKYMEHTOB: M/aHbl, NPOrpaMmmMbl, OTYETbI 1 Ap.

MHCTpYyKUMA no  OenonpoumsBOACTBY  YyCTaHaB/MBaeT TpeboBaHWUS K
NOAroTOBKe OTAE/IbHbIX BUAOB AOKYMEHTOB.

3.8.2. lNpwukas.

MNpuykasamn oPopMIAIOTCH peLLeHns HOPMaTMBHOIO XapakTepa, a TakXe Mo
onepaTuBHbIM, OpPraHn3auMOHHbLIM, KagpoBbIM U APYrMM BOMpocam BHYTPEHHel
paboTbl MUHUCTEPCTBA.

MpoeKkTbl NpPUKa3oB (pPacropsXKeHWi) TOoTOBAT W BHOCAT CTPYKTYpHble
nojapasfenieHnss Ha OCHOBaHUM MOPYYEHUA MUHWUCTPA, ero 3amectuTenen nvbo B
NHUUMATUBHOM ropsigke. OTBETCTBEHHOCTb 3@ Ka4yeCTBEHHYIO MOArOTOBKY MPOeKTa
npukKasa, corfiacoeaHue 1 npasBW/IbHOE O(OPMJIEHWE MPOEKTa HeceT PYKOBOAWUTESb
noapasfeneHns, KoTopbld rOTOBUT MPOEKT NpuKasa v NpeacTaBseT ero Ha NoAnuch.
MpOeKTbI MPUKA30B MO KaApoBbIM BOMPOCaM rotoBUT OTAEN.

3.8.3. TIpoeKT npuKasoB NOANEXUT 06a3aTe/lbHOMY COr1acoBaHUIO C
KYPUPYIOLLMMKN 3aMECTUTENSIMU MUHUCTPA. ECnn nNpoekTbl HOCAT HOPMATMBHbIN
Xapaktep - C Ha4daJ/lbHMKOM OTAena, puctoM. [1poekTbl, 3arparuvsaroLine
BOMNPOCbI  (PUHAHCUPOBaHWA, NoA/fexaT 00sA3aTe/lbHOMY  COr/laCOBaHUO €
Haya/lbHUKOM YNpPaB/eHNss 3KOHOMMUKM, (OMHAHCOB M KOHKYPCHbIX npoueayp
MwuHucTepcTBa.
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[MpoLuecc cornacoBaHMA KOHTPOIMPYET aBTOP MPOEKTA.

3amMeyaHus MO TMPOEKTYy MNpuKasa, BO3HMKaKLMe TMNpu CcoraacoBaHU,
n3nararoTcA B CrnpaBke, KOTopas npunaraetcd K npukasy. Npu aTtom Ha obopoTte
npoekTa npukasa nuwietcsa «C 3amedaHuamun. NpunararoTca» U CTaBATCS NOAMNUCH
N Aata BU3MPOBaHUS.

Ecnu B npouecce cornacoBaHns B NPOEKT MpuKasa BHOCATCA U3MEHEeHUA, TO
OH NOANEXUT nepeneyvyaTke ¥ MOBTOPHOMY COr/1acoBaHuIo.

MognucbiBaeT MNpuUKasbl W PacnopsdKeHUss  MUHUCTP  Nnbo  nnuo,
NCNOMHSAOLWEE ero 0653aHHOCTH.

3.8.4. TMoanucaHHbIA opuUrvHan npukasa (PacropskeHns) nocTynaeT B
OTgen KagpoBOM  MNOMUTUKM U MNPaBOBOr0  COMNPOBOXAeHUSA.  [MpuKasbl
PerncTpupyroTcs nopsaaKoBoi HyMepauUven B npeaenax KaleHaapHoro roja.

[aToin npukKasa ABNSETCS AaTa ero perncrpaummn.

OdopMneHHbI NpUKas (pacnopsiXKeHWE) nepeaaeTcst UCMONMHUTENSIM.

OpurnHanbl MpUKasoB (pacropsXKeHWin) Mo OCHOBHOW [AesiTeNlbHOCTWU, MO
KaZpoBbIM BOMpocam, M0 KOMaHAMPOBKaM XpaHATca B OTAene KaapoBOWA
MOJIMTUKWM U MPaBOBOIro COMPOBOXAEHUS.

Npuka3 neyataeTcs Ha 6n1aHKax YCTaHOB/MEHHOro ob6pasua LWpUOTOM
THnNes3 Kowan pasmepom Ne 14.

3.8.5. lpukas uMeeT cneayroline pPekBu3nTbl: [TOCyaapCTBEHHbIN repb
Pecny6nuku [arectaH, HaumMeHoBaHMe MUHUCTEPCTBa, BUA AOKYMeHTa (MpuKas,
pacrnopsbkeHne), aaTa, perncTpaumoHHbIA HOMEP, MECTO COCTaB/IEHMS, 3aro/lIoBOK
K TEKCTY, noAnucb, B13bl (NpunoxxeHue Neol).

PeKBM3UTbI MpuKasa rnevaTardTca TUNOrpacCKUM Crnocooom, PeKBUIUT
«MECTO COCTaBfieHMs (M34aHus) [OOKYMEHTa» Mpyv Heob6XOoAMMOCTU BHOCUTCS
NCNOMHUTENEM NPU NOATOTOBKE AOKYMEHTA.

[aTta odopmnseTcss C/OBECHO-LMMPOBLIM Criocobom, Hanpumep: 5 deBpans
2010 ropga. 3aro/ioBOK MpuKasa [O/MKEH KPaTKo M TOYHO OTpakaTb cofepykaHue
TEKCTa NpuKasa. To4yKa B KOHLE 3arofioBKka He CTaBUTCA. PacnopsXKeHus, Kak
npaBnio, 3aro/loBKa He MMEIOT.

TekcT oThenseTca OT 3arofioBka 2-3 MeXCTPOYHbIMU UHTepBa/laMu U
neyaraetcs wpudTom pasmepom Ne 14 yepes 1-1,5 nHTepBasa OT N1EBOM rpaHuLbI
TEKCTOBOro Mo/ U BblpaBHMBAETCA MO /IEBOW M MPaBOM rpaHuLaM TEKCTOBOIO
nons.

MNepBass CTpoOKa ab3ala HayMHaeTcAa Ha paccTosHMM 1,25 cM OT N1eBOW
rpaHnLbl TEKCTOBOrO Nons.

TeKCT npuKasa COCTOMT M3 2 4yacTel: KOHcTatumpytoulen (npeambynbi) u
pacrnopaguTesibHOM. B KOHCTaTMPYHOWEN 4YacTu KpaTKo u3nararotrcs uenm u
3aga4yn, (hakTbl U COObITUS, MOCMY>XMBLUME OCHOBaHMEM AONA MU3AaHWUS MpUKasa.
OHa MOXeT HauyMHaTbCA C/ioBaMU «B LENAX», «B COOTBETCTBUM», «BO
NCronHeHue» N np. Ecnn npmukas n3gaetca Ha OCHOBaHUW APYroro JOKYMeHTa, TO
B KOHCTaTMpYIOLLEN 4YacTM YKa3blBaeTCsS HaMMEHOBaHME 3TOro [AOKyMeHTa B
TBOPUTE/IbHOM NajgeXxe, ero Aata, HOMep U 3aro/I0BOK.

MNpeambyna B NpPOeKTax MNPUKa30B 3aBepLUAETCA C/I0BOM «IPUKa3bIBato»,
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KOTOpOe neyaTtaeTcs B paspsaKy NPOMUCHbIMU ByKBamMK, NOMYXUPHbIM LPURNTOM
Ne 14 uyepe3 | MEXCTPOUHbIA WHTEPBa/I OT KOHCTAaTUPYHOLLEN YacTu W
BblpaBHMBAETCA MO /IEBOMY Kpato.

3.8.6. PacnopaanTensHaa 4acTb npuKasa HauyMHaeTCcs C/I0BOM «MpuKa3biBa
t0», KOTOPOE neyvataeTcs CTPOUHbIMU BYKBaMM BPaspsaaKy.

PacnopagntenbHas 4acTb MOXET COAepXKaTb:

peLleHns opraHn3aunoHHOro xapakrepa (yTBepauTb, co3dartb, Npeobpa3osarth,
NIMKBUANPOBATb, MPU3HATbL YTPATUBLLUM CUNY);

KOHKPETHbIe MOpYYeHNs ¢ yKazaHUeM UCMONHUTENSE (MCNONHUTENEN) 1 CPOKOB
NX BbINO/IHEHNS.

3.8.7. Kaxkgoe pewueHune (nopy4veHune) ohopmnseTcs B NpuKase Kak OTAe/NbHbIN
MYHKT. TyHKTbI NpMKasa pacronaratoTcs B /IOrMKO-BPEMEHHOIN Mocnef0BaTe/lbHOCTY
U HymepyroTcs apabckummn uudpamun. Ecnm  nopyyeHue [aeTcsd KOHKPETHOMY
noapasfeneHnto, ero HaMeHoBaHWe MULLIETCA MOMHOCTbIO, B CKOOKax YKa3bIBatOTCH
(haMunus 1 NHULMabl PYyKOBOAMTENS NOAPAa3AeNieHNs B UMEHUTENIbHOM nagexe. Ecnn
rnopyyeHne [aeTcA KOHKPETHOMY WCMOSIHUTEN, €ero AO/HKHOCTb M (haMununs
yKa3blBatoTCA 6e3 CKOOOK B AaTe/IbHOM Majexe.

3.8.8. Ecnn ogHOMY WCMNOMHUTENHO HEOOXOAMMO MOPYUYUTb HECKO/bKO
pasHbIX 3a4aHun C OAHUM CPOKOM BbIMOJIHEHUS], OTBETCTBEHHbIN UCTO/HUTE/b W
CPOK MCMOMIHEHNSA YKa3blBalOTCA OAWH pa3 B OCHOBHOM MYHKTE, a Mopy4yeHus
BbIAENAKOTCA B OTAE/IbHble MNOAMNYHKTbl. ECNM y nopy4veHUiA pasHble CPOKM
MCMONHEHNSA, CPOKMN YKa3blBatOTCA He B OCHOBHOM MYHKTE, a B KXXA0M MOAMYHKTE.

CpOK WUCMOSIHEHUA [JO/MKeH ObITb peasibHbIM, COOTBETCTBOBaTb 06bLEMY
npeanonaraemMbix paboTt. [NMpu ycTaHOBMEHUM CPOKa CredyeT YYUTbIBaTb BPEMS
[l0BefleHNs1 JOKYMeHTa [0 KOHKPETHbIX UCMOTHUTENEN.

CpoK WCMOSIHEHUA B MYHKTax pacrnopsanTenisbHOM 4YacTu Mpukasa He
YKa3blBaeTCsA B C/ly4yasix, €Cnv [OeiCTBUS HOCAT PerynspHbIA XapakTep U ux
BbINOJ/IHEHME NPEANUCLIBAETCA Ha BeCb MNepuopg AencTBus npukasa. Konmyectso
UCMONMHUTENE N0  KaXKAOMY MyHKTY (NOANYHKTY) He  orpaHnUYMBaeTcs.
OTBETCTBEHHbI UCMOMHUTESb YKa3blBaeTCA NEPBbIM.

3.8.9. EcM npukas n3MeHsieT, OTMeHsieT WM [AOMOMHSAET paHee W34aHHbIR
[JOKYMEHT WM KaKMe-TO ero MosIoXKeHus, TO OAMH U3 MYHKTOB pacnopsanTesbHOM
4yacTM TeKCTa [O/DKEH CcofepXXaTb CCbIIKYy Ha OTMEHSieMblid JOKYMEHT (NMyHKT
[JOKYMeHTa) C yKasaHueMm ero gatbl, HOMepa ¥ 3arofioBka. TeKCT MyHKTa [AO/KeH
HauyMHaTbCA crnoBamn «IpuU3HaTb YTPaTUBLLIUM CUTTY...».

3.8.10. MocnegHWIn NYHKT MpuKasa - MNyHKT 0 KOHTPO/e, B HEM YKa3blBatOTCA
LO/HKHOCTb NNLA, OTBETCTBEHHOIO 3a UCMOJSIHEHWE AOKYMEHTA B Lie/IoM, ero haMmmnuns
N NHULUMANbI.

3.8.11. Bu3bl cornacoBaHMa BKIKOYAKOT AO/HKHOCTU BU3MPYIOLLNX, MINYHbIE
noanucu, pacwingpoBKy nognucen n Aaty, NpoCcTaB/AOTCA Ha OTAe/IbHOM NINCTe
cornacosaHusa. [llognucb COCTOMT M3 HaMMEHOBaHUA  OO/DKHOCTU  fivua,
nognucaswero AOKYMeHT, JIMYHOW noanMcu U paclumdpoBKM  NOAMUCK
(MHUYanel, pamnnns). HammeHoBaHVe LOMKHOCTHOIO /ML NeyaTaeTcs OT JIeBOW
rpaHnLbl TEKCTOBOIO MOJIS.
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3.8.12. B npukasax He fonyckaeTcs:

N3MEHEHWE paHee YCTaHOB/IEHHbIX CPOKOB BbIMO/IHEHUS MOPYYEHNA B CTOPOHY
NX yBeNNYEHNS;

NPUMEHEHME MNPOM3BOJIbHBLIX COKPALLEHWIA WM UCKaXeHWe HavMeHOBaHWi
CTPYKTYPHbIX NOoApasaeneHnii , No4BeL0MCTBEHHbIX OpraHn3auuii - UCMoNHUTENENR;

NPUMeHeHue MNPOU3BOJIbHLIX U APYTUX TEPMUHOB, COKpAaLLEHHbLIX C/0B U
HanMeHOBaHWA.

3.8.13. Tpu HammMunm NPUIOXKEHUA B TEKCTe MpuKasa B COOTBETCTBYHOLLMX
MYyHKTax pacrnopsignuTeNbHON 4acTu [JatoTcA OTCbUIKU: ... (npunoxxeHuwe Ne 1);
(NnpunoxkeHne Ne 2); .. «COMMacHO MPUNIOXEHMIO», Ha MPUIOXKEHUN OgopmIseTca
OTMETKA O MPUIOXKEHUMN.

N3paHne BMecTe C NPUKa3oM MPUIOXKEHUI, He YMNOMAHYTbIX B TeKCTe
[OKYMEHTa, He [0oMYyCKaeTCs.

3.8.14. CoBMecCTHble Npukasbl MUHUCTEPCTBA MeyaTaloTCca Ha CTaHAaPTHbLIX
nictax 6ymarn opmara A4 (210x297 mm) 6e3 6naHka. [Npu  odopmneHnn
COBMECTHOI0 rMpuKasa HauMeHOBaHWSA OpraHu3auuini pacrofaratoTcd Ha OAHOM
YpOBHe; HauMeHOBaHWE BUAa OOKYMEHTa — NMpuKas — pacrnonaraetca LeHTPOoBaHo;
flaTa COBMECTHOro npukasa - eAuHas, COOTBETCTBYeT parte 6osiee MO34HeNn
noanucKn, pacnosiaraeTcs LEHTPOBAHO; PerncTpaumoHHbI HOMEP [OKYMEHTa,
COCTaB/IEHHOr0 COBMECTHO [BYMA W 060fee opraHuM3aumsiMm, COCTOUT U3
PErmcTpaumMoHHbIX HOMEPOB AOKYMEHTa KaXK4OW U3  3TUX OpraHusauui,
NPOCTaBNAeMbIX 4Yepe3 KOCYH 4epTy; MOAMUCU PYKOBOAWUTENEN pacnonararorcs
HWXe TeKcTa Ha OAHOM ypoBHe (cM. [NMpunoxkeHne Nel9).

O6pa3seL, ohopmneHns NpUKasa NpuBeaeH B NpunoxxeHnm Ne 1,

3.8.15. Pacnopsi>keHue.

PacnopshkeHMe -  NPaBOBOM aKT, M3[aBaeMblii B LENSAX paspeLleHuns
onepaTMBHbIX BOMPOCOB, WMEET OrpaHUYeHHbIN CPOK [eUCTBUS W  KacaeTcs
onpefeneHHOro Kpyra WCMNOSIHUTENE B OT/MYME OT MpuKasza, SABNSIOLLErocs
pacrnopsanTenbHbIM CNYXXeO6HbIM JOKYMEHTOM A/INTENbHOIO AeACTBUS.

3.8.16. TekcTt pacrnopsi>XeHus nveet KOHCTaTUPYHOLLYHO n
pacrnopsiguTeslbHyt0 4acTu. B nepBoM yKasbiBalOT UMb  WIN  MPUYHNHY
pacropshkeHuss, BO BTOPOW, HauuHawowerca cnoBoM «OBA3bIBAKO», -
npegnucbiBaeMble  AeCTBMA. B KOHCTaTupylowenh 4YacTu  uenecoobpasHo
MCMONb30BaTb YCTONUMBbLIE (POPMY/IMPOBKU: «B COOTBETCTBUM», «B cBA3M», «B
Lensax» u T.0.

3.8.17. TlogrotoBka ¥ OQOPM/IIEHME PaCMOPSHXKEHUA  MPOBOAATCA B
COOTBETCTBMW C YCTAHOB/IEHHbIM MOPAAKOM TMOATFOTOBKM U OOPMIEHUS
NPUKas3o0B..

3.8.18. [lonyckaeTcs rOTOBUTb pacropsikeHne 6e3 KOHCTaTUPYHOLLer vacTu.
B [daHHOM c/yyae K/IKOYEBOE C/IOBO «0053blBat0» HEe MULLETCH, a TeKCT
pacrops>KeHns COCTOMT TOIbKO U3 pacrnopsanTe/IbHOM YacTu.

PacnopsykeHns nocne noagnvcaHua HyMepyrTCa N XpaHATCA B OTAENe.

OdopmnieHVe  pacriopsXKeHUs  aHaslorTMyHO  OChOPM/IEHUIO  MpuKKasa
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(cm. npunoxxeHmneNel).

O6paseL, 0hopMIEHNS pacnopsXKeHNs NpuBeaeH B NPUIOXKeHUN Ne 2.

3.9. NonoxeHwe, NpaBuNa, UHCTPYKLUN

3.9.1. MonoxkeHne mn3gaeTcsd B TOM C/lyyae, eCiM B HEM yCTaHaB/IMBalOTCA
CUCTEMHO CBfi3aHHble MeXay CO060i rnpaBwnia Mo BOMPoOcaMm, OTHECEHHbIM K
KoMneTeHUMn MuHUCTepcTBa.

B npaBunax ycrtaHaB/MBalOTCA HOpPMbl U TpeboBaHuA, obsa3aTefibHble AN
BbIMNOJIHEH WS,

B  MHCTpyKUMM un3naraetcd NOpAAOK  OCYLLECTBNEHMA  KaKOW-/Mbo
[LeATeNbHOCTN UKW MOPSALOK NPUMEHEHUS MOMOXXEHUIA 3aKOHOAATE/bHbIX U UHbIX
HOPMaTMBHbIX aKTOB.

MonoxkeHna (Npasuna, UHCTPYKLUMN) MPUMEHAOTCA KaK CaMOCTOATe/IbHble
npaBoOBble  aKTbl, KOTOpble MOAMUCLIBAIOTCA  MWHUCTPOM;  YTBEepPXAeHue
opopmnseTca B (hopme rpuda  YyTBEPXKAEHUS UM NyTeM  U3daHusd
pacnopaguTenibHOro AOKYMeHTa 06 X YTBEPXKAEHUN.

3.9.2. lNopsAfoK NOAroTOBKM MpOeKTa MosioXKeHusa (npaswun, WHCTPYKLUUN)
COOTBETCTBYET 06LLEeMYy NOPSAKY MOANOTOBKU NMPOEKTOB HOPMATUBHBLIX akToB (CM.
MNpunoxeHue Ne 17).

TekCT npoekta MonoXeHws (NpaBuf, WHCTPYKUUWN)  YTBEPXAaeTca
pacrnopsiauMTesibHbIM AOKYMeHTOM. [leyaTaeTcsi Ha cTaHZapTHOM JiuCcTe Gymarmu
opmaTta A4.

TeKCT n3naraetTca OT TPETbEro /mua egqUHCTBEHHOro WM MHOXECTBEHHOIO
yucna. B TekcTe MCMONb3YHOTCA CNOBA: «AO/HKEH», «CNefyeT», «HeobXoAnmOo»,
«3anpeLaeTca»”, «He AonycKaeTcs».

3arofloBOK K TEKCTY MonoXeHns (npasui, NHCTPYKLUK) OTBEYaET Ha BOMpPOC
«0 YeM?», 3arofioBOK K WHCTPYKUUKM, cofep Kalleil fO/MKHOCTHble TpeboBaHUs K
NopagoK MnpoBedeHUs paboT ([O/MKHOCTHAA WMHCTPYKUMSA), OTBevaeT Ha BOMPOC
«KOro?» ([o/mKHOCTHaA MHCTPYKLUNA BeAYLLEro cneynanmncra).

3.9.3. KoHcTatupytoLwlein 4acTblo MOSMIOXKEHUA (Npasus, WHCTPYKLN)
CNYXXUT pasgen «O6ume MnONOXKEHUS», B KOTOPOM YKa3blBalOTCA OCHOBaHUS
pa3paboTKX, OCHOBHOE Ha3HauyeHMe HOPMaTMBHOrNO akta W cdepa ero
pacrnpocTpaHeHUsl, OTBETCTBEHHOCTb 3a HapyLleHWe YCTaHOB/IEHHbIX MNpaBuI U
TEXHONOTU.

3.9.4. OCHOBHOI TEKCT MoNoXeHUs (npasu, NHCTPYKLNN) MOXKET Ae/INTbCA
Ha rnaBbl, MYHKTbl W NOANYHKTbl. [1aBbl HYMEpPYHOTCA PUMCKUMWU Uuppamn u
[O/HKHbI UMETb Ha3BaHUA.

Hymepaumsa NyHKTOB M NOAMYHKTOB MPOU3BOANTCA apabCcKumn umdgpamu.
MoANYHKTbI MOryT HYMepoBaTbCA CTPOYHbIMKM OyKBamMM C 3aKpblBatoOLLENCS
KPYTr/10i1 CKOGKO.

3arofioBKM rnaB M MyHKTOB MNeyaTalTcsa  MNPOMUCHbIMA  ByKBamMu
NONY>XUPHbIM LLUPUGTOM, OTAENAKTCA OAWH OT APYroro OAHWUM MEXCTPOUHbIM
WHTEPBa/IOM N BbIPaBHUBAIOTCA MO LIeHTPY. 3aronoBKM MOAMYHKTOB MeyvaTtakTcA
NPOMUCHLIMWN ByKBamKn. TOYKa B KOHLIe 3aro/ioBka He CTaBUTCA.

TekCT nonoXkeHuss  (NpaBwn, WHCTPYKUMKM)  3aKaHYMBAETCHA  YepTon,
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PacnoNOXXeHHOM MO LIEHTPY HWMKe TeKCTa 4yepe3 2-3 MEXCTPOUHbIX WHTepBasia.
JNnvHa 4yepTbl cocTaBnaeT 2-3 CMm.

3.9.5. Ha nonoxeHusax (npasunax, MHCTPYKUUAX) BU3bl MPOCTaBNSAOTCA Ha
060pPOTHOWN CTOPOHE MocnefHero nMcTa AOKyMeHTa.

BHeceHVe  UM3MeHEHWIA B YTBEPXKAEHHble  MNONOXeHus  (NpasBuna,
NHCTPYKLMN) NPON3BOAUTCA NPUKA30OM MUHUCTPA.

3.10. NpoToKON 3acefaHnA

3.10.1. MNpoTOKON — [OKYMEHT, B KOTOPOM (PUKCUPYeTCA XOA4 06CYXAeHWUs
BOMPOCOB M MNPUHATUA peLleHUi Ha cobpaHmaX, COBELLaHUSAX, KOH(EepPeHUUs X W
3acejaHnAX KoernasibHbIX OpraHos.

MPOTOKON COCTaBNSAETCA Ha OCHOBaHWM 3anunceit, NPON3BeLeHHbIX BO BPeEMS
coBellaHna (3acefaHuns), NPeAacTaBNEHHbIX TE3UCOB [0KMNaf0B W BbICTYM/IEHWUNA,
CNpaBoK, MPOEKTOB pelUeHnid 1 ap. Matepmanbl K 06CY>XAEHUIO NpeAcTaBIArTCA
CTPYKTYPHbIMW nogpasgeneHnamm MuHuUcTepcTsa n Apyrmmm opraHmsaunsamu, Ha
KOTOpble BO3/I0XKEHa WX MOAroTOBKa, He Mo3gHee, YyeM 3a 5 [AHe [0 [Jarthl,
npeaycMOTPEHHOW NIaHOM paboTbl KONMErnaribHOro opraHa.

3anucy BO BpemMsA 3acefaHus, cO6op MaTepuanoB U MNOArOoTOBKa TeKCTa
BO3/1araeTcad Ha  CeKpeTapsa  KO//IerMa/ibHOro  opraHa W COTPYAHMKOB
noApasaesieHnin, roTOBMBLLMX BOMPOCHI K 06CY>KAEeHNIO. TeKCT NPOTOKO/Ia AO/MKEH
ObITb N3rOTOB/IEH HE MO34Hee, YeM Yepe3 3 AHA Noc/e AHA 3acefaHus.

MNpoToKOM MNOANUCLIBAETCA MpefAcefare/lbCTBYHOWMM  Ha 3acefaHun  u
cekpeTapeM. Ha KOHhepeHUUsAX, cobpaHusX, 3acefaHnax, rae NpUHATUE peLLeHns
TpebyeT  onpefeneHHOro  KBOpyMa,  YKa3bIBaeTCs, CKO/IbKO  4esioBeK
npucyTcTBoBano. 0O6s3aTeNbHOMY MNPOTOKONMPOBAHMIO MOAeXaT 3acefaHus
NMOCTOAHHO [AeNCTBYHOLLMX KONernanbHbIX opraHoB. MpOTOKONbI OhopMAAKOTCA
Ha 00bIYHbIX NnUcTax 6ymaru opmata A4.

3.10.2. TMpOTOKO/IbI MOTYT 6bITb MOIHBIMU N KPaTKNMW.

B KpaTkmx nNpoTOKOMax YyKasblBalTCsH (amMunua [AoKnagymka, Tema
JoKnaga, aMuinm BbICTYMUBLUMX U NPUHATOE pewleHne. Takue MNPOTOKO/bl He
[aloT npeacTaB/ieHMa 0 Xofe 00CYXXAeHWUs1 BONpoca, NMO3TOMy UX pPeKOMeHAYeTcA
BECTM TOrga, Korfa sacefiaHvne CTeHOrpauMpyeTca uan, Korga TeKCTbl AOKNa40B U
BbICTYMN/IEHNIA TOTOBbI 3apaHee W OyAyT NPUIOXKeHbl K MPoTokony. KpaTko
NPOTOKONMPOBaTb MOXHO COBeLLlaHMA OrnepaTUBHOrNO XxapakTtepa. Bo Bcex
OCTa/lbHbIX CNy4asx NPOTOKO/ AO/MKEH ObITb MOSIHLIM, TO €CTb COAEpPXKaTb 3arnuncb
BCEX BbICTYM/IEHWNA.

Cnoso «[lpucyTtcTBoBa/IM» MeyaTaeTcs OT rpaHuLlbl  N1IeBOr0  Mons,
nogyepkmMBaeTcsd, CTaBuMTCA [ABOeTouMe. HwKe neyartarTcd HaMMeHOBaHUS
[O/MKHOCTEN MPUCYTCTBYHOLMX, a CcnpaBa OT HaMMEHOBAaHUA [LO/HKHOCTEN — KX
NHUUManbl 1 gamuamn. CAMcoK OoTAeNnsieTca OT OCHOBHOM 4acTW MNPOTOKO/a
CMJ/IOLLUHON YepTOW.

B no/sHOM NpOTOKOMEe OCHOBHOE cofepXkaHwe [OKNafoB W BbICTYM/IEHUN
nomeLLaeTcA B TEKCTe MPOTOKO/A UK NpunaraeTca K Hemy; B MOCNeAHeM Ccryyae
[leNaeTcA B TEKCTe CHOCKa «TeKCT BbICTYMNMeHUs npunaraetcsa». NoctaHOBeHME
(peweHne) B TeKkCTe MNPOTOKO/A MeyaraeTcA MOJIHOCTbIO; MpU HeobXOoAMMOCTM
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NPUBOAATCA UTOrM rosiocoBaHma. OCHOBHaa 4acTb MPOTOKOMA MeyaTaeTca uyepes
1,5 MeXcTpouHbIX WHTepBana. B pasgen «CJ/IYLWWAJIV» B MonHOM NpOTOKO/e
BK/tOYaetTca U nopgpasgen «BOIMPOCbI», B KOTOpPOM (PUKCMPYHOTCHA BCe
NMOCTYMNMMBLLUWE BOMPOCblI K [AOKNaguMKy W OTBETbl Ha Hux. B pasgene
«BbICTYTMNJ/IN»  yKasblBalOTCA  (PaMuang, UHULWAALI  BbICTYMNAKOWEro wu
cofiep>aHue BbICTYMN/IEHNS.

Danee cnepyet pasgen «PELLINIIN», nepef KOTOPbIM CTaBUTCH NMOPSAAKOBbINA
HOMep BOMpoca, MO KOTOpPOMY MPUHUMaeTCA [aHHOe MOCTaHOB/EHNUE.
[NocTaHOBNAKOLWAA YaCTb MOXKET COCTOATb U3 HECKOJIbKUX MYHKTOB.

NpoTOoKON noAnucbiBaeTcA nMpeacefatesieM W CeKpeTapem 3acefaHus,
KOTOPbIN JO/MKEH TWaTe/IbHO OTPeAaKTMpoBaTh TEKCT NPOTOKOA.

3.10.3. MNpoToKON UMeeT cnepyroLne pekBmsnTbl (Cm.MpunoxxeHne Ned):

HameHoBaHMe MMUHUCTEPCTBA - YKasblBaeTCA MOMHOe OoduunaibHoe
HanmMeHoBaHVe MWHNCTEPCTBA,

HanMeHOBaHMEe [OKYMeHTa - CNoBO «[1pOTOKON» MedaTaeTcsa OT rpaHuubl
BEPXHEr0 NONAA MNPOMUCHLIMW OyKBamMW B pPaspsaKy, MONY>KUPHbIM  LLIPUDTOM
pa3mepom Ne 16 1 BbIpaBHUBAETCA MO LIEHTPY;

BUA 3acefaHus, COBelaHua - OTAeNnseTca OT npeablayllero peksusnTa
2 MeXCTPOYHbIMU MHTepBasiaMW, MevyaTaeTcs MONY>XXVUPHbIM LIPUPTOM pa3mMepoM
Nel4 yepe3 | MHTepBas U BblIpaBHUBAETCA MO LEHTPY;

MEeCTO NpoBefeHNs 3acefjlaHnA, COBeLLaHNS — YKa3blBaeTCA Npy 0POpMaIeHNN
MPOTOKO/I0B COBELLIAHNSA B TOM Cflyyae, eCM OHO MPOUCXOAMN0 He Ha 0ObIYHOM
MeCTe; rnevaTaeTca 4epe3 ABa MEXCTPOYHbLIX WMHTEpBasia Moc/ne PeKBU3NTa «BUA
3aceflaHns, COBELLaHUA», OTAENAeTCA OT Hero JINHEWKOW W BblpaBHUBAETCS MO
LEeHTPY;

JaTa nNpoTOKO/Na - pfgata nMpoBedeHMA 3acefaHus. [laTa npoTokona
ohopmMnseTcs UMGPOBLIM WU CNOBECHO-LUMPOBLIM CrOCO60OM UK MedvaTaeTcs
yepes 2 MEeXCTPOUHbIX MHTepBa/ia HWXe npeablayllero peksusuta. [poTOKO/bI
HYMepYyrTCS NOPSAAKOBbIMW HOMEpaMn B npefenax KaieHAapHOro roga oTAeNibHO
MO KaXaoil rpynne MNPOTOKOMOB: MPOTOKO/blI COBewaHnin MUHUCTepPCTBa,
NPOTOKO/bl KO/IJIErnK, NMPOTOKO/IbI 3acefjaHNii 3KCNepTHO-MPOBEPOYHON KOMUCCUN
n 1.n. HomMepa nNocTaHOBNEHUI (peLleHnin), NPUHATBLIX Ha 3acefaHuu, COCTOAT U3
HOMepa MpPOTOKO/a, HOMepa paccMaTpMBaeMOro BOMpoca B TMOBECTKE [AHA U
NMOpsiAKOBOr0O HOMepa MOCTaHOBMeHUA (peweHWs) B Mpegenax Bonpoca.
MpPOTOKO/MbI COBMECTHbIX 3acefjaHU MMEKT COCTaBHble HOMepPa, BK/KOYaroLlue
NnopsagKoBble HOMepa TMPOTOKO/IOB OpraHu3auuii, MpUHUMaBLUMX Yy4yacTue B
3aceflaHuu;

OCHOBHas 4acTb MPOTOKO/A — MeyvaTaeTcs Yepe3 | MeXCTPOUHbI NHTepBaT,

noanncb —OTAENAETCA OT TeKCTa 3 MeXCTPOUHbIMU UHTepBaiaMu U
BK/lOYaeT HaMMeHOBaHMe [O/DKHOCTW Nunua, npeacefaTeNbCTBYIOLLEro  Ha
3acefjaHUN, ero JINYHYK  NoAnucb, pacwugposky nognucu  (P.LN.0.).
HanmeHoBaHWe [O/HKHOCTU MeyaTaeTcs OT /IeBOW rpaHuLbl TEKCTOBOrO Mosis
yepe3 1| MeXCTPOUHbIA UHTepPBaN N LEHTPUPYETCA OTHOCUTE/IbHO CaMOW [/IMHHOW
CTPOKMW.
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PaclungpoBka noAnucK pacronaraeTca Ha YpPOBHe MNOCNegHEN CTPOKU
HauMeHOBaHMA [O/MKHOCTM 6e3 npobena Mexay WHUUManamu u  pamunnei.
MocnenHsa 6ykBa B pacLUM()POBKE OrpaHNUnBaeTCs npasbiM MOJEM.

3.11. AenoBoe (cny>xkebHoe) NUCbMO

3.11.1. CnyxebHass nepenucka - pasnyHble BUAbl  O(OULNANBHBIX
[AOKYMEHTOB MH(OPMaLMOHHO-CNPAaBOYHOro Xapaktepa, WCMNONb3yeMbIX A/1A
obmeHa MHopMaLmein B AeaTeNbHOCTU OpPraHoB BNacTu, OpraHmn3auuii n rpakaaH.

CnyxebHass nepenucka BK/IOYaeT B cebd nucbMa  (CNy>XebGHble,
rapaHTUitHbIE), Tenerpammbl, TeseoHOrpamMmbl, (akcorpaMmmbl, 3/1IEKTPOHHbIE
nncbma.

3.11.2. [enosoe (cny>kebHOE) MNUCbMO FOTOBUTCA Ha 6naHKe nucbMa. Mpu
COCTaB/IEHUN MUCEM OhOPM/IAIOTCA PEKBU3UTLI: afpecar, 3arofloBOK K TEKCTY, TEKCT,
NoAnucb, OTMeTKa 06 WCMo/iHUTeNe, B HEOOXOAMMbIX CflyyasX - OTMeTKa o
npunoXxeHmn.  PekoMeHAyembld  obpasey,  0()OpMIeHUs  4enoBOro  nucbma
(MpwunoxeHne Ne 3).

3.11.3. Ecnm nucbMo SiBNSieTCS 0TBETOM Ha NOCTYNMBLUMIA 3anpoc UK Npockoy,
3aro/HAETCA PEKBU3NT «CCbl/IKa HA PErMCTPaLMOHHBIN HOMEP W AaTy MOCTYMUBLLErO
nMcbma.

3.11.4. HanmeHoBaHWe B1Aa AOKYMeHTa («NMUCbMO») U Pa3HOBUAHOCTL MUCbMa
(Hanpumep, «npocbba», «MHMPOPMALMOHHOE», «COMPOBOAUTENBHOE», «3arpoc»,
«HarnoMuHaHue») B AeNoBbIX (CY>Ke6HbIX) MMCbMaXxX He YKa3bIBatoTCA.

3.11.5. Ecnn nucbMo HanpaBnseTcs agpecaty MO 3/1EKTPOHHOW no4yte uau no
(pakcy 6e3 [OCbIIKM MO MnoyTe, BMECTO MOYTOBOrO ajpeca YKasblBaeTCA afpec
3NEeKTPOHHOM NMOoYThl UK HOMep TenedoHa-jakca.

3.11.6. [denosoe (cnyxebHoe) MUCbMO [O/HKHO OblTb MOCBALLEHO OLHOMY
Bonpocy. Ecnm Heob6xogumo 06patuTbCs B OpraHM3auuio  O4HOBPEMEHHO MO
HeCKO/IbKMM BOMNpocaMm, PeKOMeHAYyeTCs COCTaBUThb OTAEe/IbHOE MUCbMO MO KaXAoMy
N3 HUX.

[NUCbMO MOXKET KacaTbCs HECKO/IbKUX BOMPOCOB, eC/I OHU B3aMOCBA3aHbI.

3.11.7.B ogHOM NUCbME He [A0/MKHO 6bITb 60/1ee YeTbIpeX afpecaToB, NPU 3TOM
OCHOBHOW ajpecaT YyKa3blBaeTCA MepBbIM, OCTa/lbHbIM agpecatam  MUCbMO
HanpasnseTca ANs CBeAeHus.

Mpn Heob6XOAMMOCTM HanpaBWUTb MUCbMO OOMbLLIEMY KOMMYECTBY afpecaTos,
rOTOBUTCA CMUCOK PAaCCbIIKK, U NMNCbMa PacChlakoTCa MO CrUCKY.

3.11.8. TekCT NnucbMa u3naraeTcs:

oT Ero snmuya MHOXeCTBEHHOro umcna («NPOCUM...», «Mpefnaraem...»,
KHAMOMWHAEM...»);

OT 3-ro imua eauHCTBEHHOIO Yncna («npeanpuaTue cHUTaeT BO3MOXHbBIM ..»
KNHCTUTYT He pacnosiaraeT BO3MOXHOCTLIO ...»);

oT Ero nuua egmHCTBEHHOro uyucna («npowy ..», «npegnarat ...»), ecnv
MUCbMO OpopMAAeTCA Ha AO/MKHOCTHOM BnaHKe.

3.11.9. Ecnu NpoekT AenoBoro (Cny»ebHoro) nucbMa HarnpasnseTcs agpecary
Mo MoyTe, NPOEKT FOTOBUTCH B ABYX 3K3EMMAsAPaX: OAUH 3K3eMMIAp 0hopmIseTCs Ha
GnaHKe, BTOPOM 3K3eMM/isAP, NpegHa3HauYeHHbIN AN BUNPOBAHUS) - HA CTaH4APTHbIX
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nimctax ymarw.

[enoBoe (cny>ebHoe) NUCbMO A0 NpeAcTaBNeHUs Ha NOAMUCL AO0/IKHO ObiTb
COrniacoBaHO (3aBM3MpPOBAHO) CO BCEMU 3aMHTepecoBaHHbIMK fvuamu. [lenosoe
(cny>kebHOE) MMCbMO MOAMUCLIBAETCA PYKOBOAUTENEM OpraHM3auum uamM  MHbIM
YNO/IHOMOYEHHbIM MM MuoM. [lognucaHHoe fenoBoe  (CMy>ke6bHOe) MUCbMO
MOANEXUT perncTpaunmn 1 oTnpaske.

He ponyckaeTcs OTnpaBnAaTb agpecatam MucbMa, He MWMerolpne AaTbl U
perucTpayMoHHOro Homepa.

3.11.10. MNocne nognucaHna NUcbmMa 1 ero perncTpaumu 3K3emnasp nucomMa c
BM3aMW 3aMHTEPECOBaHHbIX /L, MOMELLAeTCa B fefo.

3.11.11. [JoknagHaa (cnyxebHas) 3anmcka WMCMNOMb3yeTcA AN OMnepaTUBHOINO
NHPOPMALUMOHHOIO  0O6MeHa  MeXAy  CTPYKTYPHbIMW  MNoApasfefieHnsMu 1
PYKOBOACTBOM. O06s3aTe/IbHbIMU  PEKBU3UTaAMU  [AOKNaAHOM  (CMy>KeBHOW)  3anmncKu
ABMIAIOTCA: HauMMeHOBaHWe CTPYKTYPHOro noApasfefieHns, HavMeHOBaHWe BuAa
[OKYMeHTa (JOKMafHas 3anucka, Cny)ebHas 3anucka), Aata, 3arofioBOK K TEKCTY,
afpecat, TeKCT, NOAMUCH.

Mpu agpecoBaHUM  AOKNaAHbIX (CMY>KeOHbIX) 3anUCOK  YKasblBatOTCA B
[laTe/IbHOM MafeXe AO0/MKHOCTb Nnua, KOTOPOMY afpecoBaH [LOKYMEHT, hamuama u
NHULMASbI.

3.11.12. loknafHble (cny>kebHble) 3anncKu MOryT COCTaBNATLCA,
paccmaTpmBaTbCA M XPaHUTLCA B TEYEHME YCTAHOB/IEHHOIO CPOKa WUCK/IOYUTENLHO B
3NeKTpoHHoM Buze B C3/.

Mpn opraHuMzauum padoTbl C AOKNaAHbIMK (CNY>XXe6HbIMM) 3anmnckamn B
3N1eKTPOHHOM BW/e UCMONb3YHTCS 3/1EKTPOHHbIE LWAabM0HbI AOKNaAHON U Cy>XXeBHOM
3arnuncok.

3.11.13. TekcT pAoknagHoi (cny>kebHoM) 3anmcku, B 3aBUCMMOCTW  OT
CNIOXHOCTK COofepXXaHNs 1 NPUBOAUMON aprymeHTaumm, COCTOUT U3 OAHOW, ABYX UK
TPeX YacTeMu:

B MepBOI YaCTX U3nararTcA MPUUMHBIL, akTbl UM COObITUA, MOCNYXUBLUNE
MOBOAOM [/1A COCTaB/IEHUA JOKYMEHTE;

BO BTOPOM YacTU [aeTcsi aHa/M3 CNOXKMBLUEACS CUTyauun, BO3MOXXHbIE
BapuaHTbl ee peLleHns;

B TPETbEN YaCTX U3naratoTcs BbIBOAbI.

IV. OpraHmnsauns joKymeHToo6opoTa

4.1. MpnHUMNbI opraHmM3aumn JOKyMeHToobopoTa

B cootBetcTBUM ¢ nyHKTOM 1.1. HacTtosiwen WIHCTpyKumMn B npouecce
[NOKYMeHTO060poTa 06ecneynBaeTcs:

a) Npuem 1 NepBuYHas 06paboTka BXOAALLMX [OKYMEHTOB;

6) npeaBapuTe/IbHOE PACCMOTPEHNE BXOAALWMX JOKYMEHTOB;

B) paCCMOTpPeHne OKYMEHTOB MUHUCTPOM,;

r) AoBefeHne AOKYMEHTOB 0 UCMONHUTENEN;

[l) NOAroTOBKa MPOEKTOB JOKYMEHTOB;
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e) cornacoBaHme NPOeKTOB AOKYMEHTOB;

) nognucaHne NPOEKTOB JOKYMEHTOB;

3) onpegeneHne MecTa XpaHeHUst AOKYMeHTa (KOMuu AOKYMEHTA) U BK/IHOUEHME
[OKYMEHTa B A€eNo;

e) 06paboTKa 1 OTrpaBKa UCXOAALLNX LOKYMEHTOB.

OpraHu3aums 4OKyMeHT0060p0Ta OCHOBbIBAETCS Ha MPUHLMNAX:

LIeHTpanm3aumm onepawuii No npueMy 1 oTnpaBKe AOKYMEHTOB;

pacnpegeneHunst JOKYMEeHTOB Ha AOKYMEHTOMOTOKM, UMEOLLIME OAMHAKOBbII
MapLpyT (MapLipyTu3aums 4OKYMEHTOB);

opraHusauumn NpeaBapuTeNbHOro pacCMOTPEHNS BXOAALLMNX AOKYMEHTOB;

NCK/THOUEHNS BO3BPATHbIX ABWKEHWUI [OKYMEHTa, He 00YCOBMEHHbIX [e/10BOWA
He06X0AMMOCTbIO;

O[JHOKpPaTHOCTW perncTpawlmm 4OKYMEHTOB;

yCTpaHeHUss  HeO0OOCHOBaHHbLIX  COrfacoBaHWii  MPOEKTOB  [OKYMEHTOB;
BPEMEHHOW  pernameHTauun onepaunii  no  06paboTKe, PaCCMOTPEHUD U
COrnacoBaHuO AOKYMEHTOB

[JOKyMeHTO060pOT BKIKOYaeT BCH  MOC/eA0BaTe/IbHOCTb  MepeMeLLeHN
AOKYMEHTOB, a TakXe onepauuu, COBepLUaeMble C [JOKYMEHTaMu B MpoLecce WX
co3fdaHusi U ucnonHeHmst (Nony4veHune, OTMpaBKa, PerucTpauus, npeasapuTenbHoe
pacCMOTPEHME, pacCMOTpPeHMe pykoBoauTenem) (cM. MpunoxxeHme Neb).

Llenb opraHu3aumMmM [JOKYMeHTOO60opoTa - 06ecrneyeHne CBOEBPEMEHHOIO
NPUHATUA YNPaBAEHYECKUX PELLEeHNIA 1 UX UCNOMHeHWs. 3adada AJOKYMeHToobopoTa -
opraHvM3oBaTb [BWKEHME [JOKYMEHTOB MO HauMeHee KOPOTKOMY MyTu ¢
MUHUMa/IbHbIMW ~ 3aTpaTaMu  TpyAda W BPEMEHM, B YC/OBUSX 3MEKTPOHHOIO
NOKYMEHTO060poTa - 0becneuntb JOCTYN K AOKyMeHTam nosnb3oBatensm C3[ B
COOTBETCTBMM C NPeAOCTaBNEHHBIMI MM NpPaBamu.

B ycnoBusix npyumeHeHuss C3/[, B MMHUCTEPCTBE UCMOMb3YHOTCS 3/1EKTPOHHbIE
AOKYMEHTbI, a TaKXKe 3MEKTPOHHbIE KOMUW AOKYMEHTOB, MOJSYYEHHblE B pe3ysnbTaTe
CKaHMpPOBaHMA [OKYMEHTOB Ha OyMaXHOM HocuTene. [OKyMEHTbl, WMetoLme
BPEMEHHbIE CPOKM XpaHeHusi (40 10 neT BKAKOUUTENILHO) MOFYT C€O34aBaThCA,
XPaHUTbCA U UCMOMb30BATLCS UCKIOYMTENIbHO B (DOPME 3NEKTPOHHBIX JOKYMEHTOB.

MMepeyeHb [OOKYMEHTOB, CO34aBaeMblX, XPaHWMbIX U  WCMOMb3yEMbIX
NCK/TIOUNTENBHO B (HOPME 3/IEKTPOHHbIX AOKYMEHTOB, YTBEPXKAAETCA MUHUCTPOM.

OpraHuzaums  OBWKEHUSI  AOKYMEHTOB B YCMOBUSIX  3/IEKTPOHHOIO
AOKYMEHTO060pOTa OCYLUECTBNSETCS B COOTBETCTBUM C PersiaMeHTUPOBaHHLIMU
MapLLpyTamu, pa3pabaTbiBaeMbIMU OTAENOM. MapLupyTbl ABVKEHMS
opraH13auMoHHO-pacnopsaAnNTENbHbIX AOKYMEHTOB A0/MKHbI OblTb ONTUMAa/IbHLIMK MO
3aTpaTtaM BpeMeHW, He JO/KHbI JonycKaTb Ay6nMpyowmx onepaunii 1 BO3BPaTHbIX
LABVKEHWNIA, He 006YCNOBMEHHbIX Ae/10BO HEOOXOANMOCTbIO

B fokymeHT0060p0oTe MMHUCTEPCTBA BbIAENAOTCS LOKYMEHTOMNOTOKMN:

BXoAsLme (NocTynarowme) AOKYMEHTbI;

nexopgaume (oTnpasnseMble) AOKYMEHTI;

BHYTPEHHUE AOKYMEHTbI.

B cocTaBe BXOAALMX U UCXOAALLMX OKYMEHTOB BbIAENSAIOTCS:
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NOKYMEHTbl  OpraHoB  rocyfapCTBEHHOW  BfacTW, OpraHoB  MeCTHOrO
camoynpasneHus;

[IOKYMEHTbI (hMNnanoB U TeppuTopuanbHO 060CO6/MEHHbLIX NOoApa3AeneHui;
[IOKYMEHTbl M3 rOCyJapCTBEHHbIX W HErocyJapCTBEHHbIX OpraHu3auUuii; 3anpochl
penytatoB [ocygapctBeHHo [Aymbl M uneHoB CoseTa defepaunn, [enyTaTtoB
3aKOHOAaTe/lbHbIX OpraHoB cy6beKToB Poccuiickoin defepauumn U OpraHoB MeCTHOro
camoynpas/ieHUsi; 06paLLeHNs rpaxKaaH;

NOKYMEHTbI M3 MNPaBUTENbCTBEHHbLIX W HENPaBUTENbCTBEHHbLIX OPraHU3aL Wil
3apy6eXKHbIX CTpaH 1 Apyrue rpynnbl JOKYMEHTOB.

[ocTaBka 1 OTMNpaBKa AOKYMEHTOB B OpraHm3aumMyM OCYLLECTBASOTCS
CpeAcTBaMy MOYTOBOWM CBSI3W, (heflbAbErepcKoii U KypbepCKOWM CBA3WN, HAPOYHbIMU W
pa3MyHbIMKA BUAAMU 3MEKTPOCBA3N ((hakCUMWnbHas, TenerpadHas, TeneoHHas,
3N1eKTPOHHaA nouTa, cuctema MEe>XBeOMCTBEHHOIO 3N1EKTPOHHOI0
foKkyMeHToo6opoTa (M40, C34).

4.2. Mprem 1 nepBnyHasa 06paboTKa NocTynarLmx JOKYMEeHTOB

4.2.1. B opraHusaumo [OOCTaBNSIeTCA KOPPECMOHAEHUMS B BUAE MUCEM,
MOYTOBbLIX KapToyek, OaHAeponeil W MakeToOB, MeYaTHbIX W3AAHWIA, Tenerpamm,
(hakcorpamm, TeneoHOrpamm, 3MEKTPOHHbIX AOKYMEHTOB W 3MEKTPOHHbLIX KOMWIA
[IOKYMEHTOB.

Mprem OOKYMEHTOB OCYLLECTBSETCA OTAE/IOM roCcyAapCTBEHHON Cy>XXObl 1
aenonponsBoacTsa.  [OKyMeHTbl,  MOMAy4YeHHble  paboTHMKamMu  OT  ApYyrux
opraHusaumin, TaKke nepefaloTcd B OTAeN TOCYAapCTBEHHOW  CNyXObl ¥
[eN10Npon3BOACTBA 41 perncTpaumm n/mnm ydera.

Bce noctynuBwmMe B MWHUCTEPCTBO [AOKYMEHTbl MNOAMEXaT NepBUYHON
06paboTKe, BKHOYAIOLLEN:

NPOBEPKY NPaBUIbHOCTM aApecoBaHNs NOCTYNUBLUNX JOKYMEHTOB U
NPaBUNbHOCTU AOCTaBKUN JOKYMEHTOB;

NPOBEPKY LENOCTHOCTY YNaKOBKN (KOHBEPTOB, MNaKeTOB);

BCKpPbITME YNaKOBKM (3a UCKNHOUYEHMEM KOHBEPTOB, MaKeTOB C MOMETKO
«JIMYHO» 1 rpahamm orpaHMYeHNs 4OCTyna K AOKYMEHTY);

MPOBEPKY LIENOCTHOCTM BXOAALLMX AJOKYMEHTOB, BK/OUAsA MPUNIOXKEHWS;

YHNUTOXEHME KOHBEPTOB, MAKETOB /N YMaKOBKMU;

COPTUPOBKY JOKYMEHTOB Ha MoA/exatlee 1 He rnogsexatiee permcrpaymm (cm.
MpunoxeHne Ne24);

nepegavy AOKYMEHTOB, TPeOYHLMX perucrpauun, Ha y4vacToK permcrpauun
CKaHMpPOBaHWS AOKYMEHTOB;

nepegavyy [OKYMEHTOB He TPeOylLWMX pPerucTpaunm B  CTPYKTYPHbIe
noapasaeneHns 1 AOMKHOCTHBIM IMLAM;

npocTaB/ieHne OTMETKI O MOCTYMNJ/IEHUN JOKYMEHTA B OpraHu3auumio.

4.2.2. B WHCTPYKUMM MO AeNONPON3BOACTBY PEKOMEHAyeTcs npeaycMOTPeTb
ClefytoLLMe MOMOXEeHNA:

OWwmnBOYHO [0CTaB/eHHbIE AOKYMEHTbI MepecbliatoTca MO HasHaYeHU Wu
BO3BpaLLaloTCA OTNPaBUTESHO.

[OKYMEeHTbI, MOCTYNMBLLUME B TMOBPEXAEHHON YMNaKoBKe, MPOBEPSOTCA Ha
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LIe/TIOCTHOCTb, B TOM YMC/e Ha Ha/lnume MexaHNYeCKNX NOBPEXAEeHN.

[MouTOBbIE OTNPaBNEHNs, HECTaHAAPTHbIE MO Becy, pasmepy, hopMme, MMeroLme
HEePOBHOCTM MO 6GOKaM, 3aK/eeHHble JINKON NEHTOW, MMeloLmMe CTPaHHbIA 3anax,
LBeT, NPeAnoIOKUTENIbHO MMEOLLNE BMIOXKEHWA, He XapaKTepHble A5 MOYTOBbIX
OTMpaBfeHnin, He BCKpblBaloTCA. O nNoMyyeHUM MNOAO3PUTENBHOIO  MOYTOBOINO
OTNpaBNeHUs AOKNabIBaETCS PYKOBOAMTENIO OTAENa.

Mpy  NOCTYN/SIEHUM BXOAALLEro AOKYMeHTa B MOBPEXAEHHON YNakoBKe,
NOBPEXAEHUN [OKYMEHTa, Mpu OTCYTCTBMM B KOHBepTe (NakeTe) AOKYMEHTa, €ero
4acTU WM MPUNOXKEHWI K HEMY, a TakKe Mpu OTCYTCTBUM MOAMMCU Ha BXOAALLEM
[OKYMEHTE COCTaB/MSIeTCA aKT B [ABYX 9K3eMmnaspax Ha OyMa)KHOM HOCUTene,
NOANMCbIBaEMbIA ABYMSi pabOTHMKaMM OTAeNa.

OAMH 3K3eMnNsap akTa BMECTE ¢ BXOAALLMM LOKYMEHTOM N ero NpUIoXKeHNSMM
nepefaeTca Ha npeABapuUTeNibHOe PacCMOTPEHME U PErucTpaL Mo, BTOPOW 3K3eMnasap
aKTa BbICblN1aeTCA OTNPaBUTENIHO.

KoHBepTbl, NakeTbl UM YNaKoBKa COXPAHSAKTCA M NpunaratoTcs K BXOAALLMM
[IOKYMEHTaM B c/ly4asx:

€C/I1 TO/IbKO MO HUM MOXXHO YCTaHOBUTb OTNPaBUTeNA AN AaTy OTNpaB/eHUS;

ec/i BXOAALWMIA LOKYMEHT MOCTYNW/ NO3XKe YKa3aHHOro B TeKCTe [OKYMeHTa
CPOKa MCMOSTHEHUS UNW AAaTbl MEPOMPUATUS;

Npu 6OMbLLIOM PaCXOXKAEHUN MeXAy pAaTtaMu MoAnucaHns U MoNy4YeHus
NOKYMEHTOB.

Mocne 3aBepLueHUsi paboTbl C JOKYMEHTOM KOHBEPT BMeCTe C [OKYMEHTOM
MOMELLLAeTCA Ha XpaHeHe B [efo.

4.2.3 .KoHBepTbl (MakeTbl), UMeroLne 0TMETKY «JTMUYHO» , TPUdbI OrpaHUYeHNs
[0CTyNa K JOKYMeHTaM, COoAepXKaliM CBefeHNs KOH(UAEeHUaIbHOro XapakTrepa, He
BCKPbLIBAKOTCS U NepeaatoTcs:

C OTMeTKOMN «JINYHO» - HeMmoCpPeACTBEHHO aapecary;

C rpucgamm orpaHuyeHus Aoctyna - paboTHWUKY OThena, B 00643aHHOCTU
KOTOpOro BXOAUT 06paboTKa  [OKYMEHTOB, cofepxatmx cBefeHus
KOH(UAeHUMaNBbHOIO XapakTepa.

4.2.4.BXogarume  3NeKTPOHHble  [OKYMEHTbI, MNOCTYNuUBLUME OT  APYrux
opraHmMsaunii - No  3NeKTPOHHOW noyTe, nocpeacteom C34 wvnn M340
NPUHUMAOTCS OTAENOM.

4.2.5.MNepBnyHads  06paboTKa 3/EKTPOHHbIX [AOKYMEHTOB, MO/YYEHHbIX MO
NH(OPMaLMOHHO-TEIEKOMMYHUKALMOHHBLIM  KaHaslaM CBA3W  (3/IEKTPOHHas MouTa,
M34O0, calT opraHusauuun) OT APYrux OpraHusauuili U rpaxgaH, COOTBETCTBYeT
TEXHOMOrMM pPaboTbl C BXOAALLMMUN AOKYMEHTaMU.

4.3. lNpeaBapunTenbHOe pacCMOTpPeHMe JOKYMEHTOB

4.3.1.NpenBapnTencHoe pacCMOTPEHWE MPOBOAMTCA B LENAX pacnpeneneHuns
noctynalowmx B MWHUCTEPCTBO [OKYMEHTOB Ha Tpebyroulme 06s53aTeflbHoro
paccMOTPEHNA PYKOBOACTBOM OpraHmsauMm M Hanpas/sgemble HenocpefcTBEHHO B
CTPYKTYpPHbIe nogpasfeneHus.
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4.3.2.MpeaapuTensHoe paccMOTpeHMe BXOASLLMX [OKYMEHTOB
OCYLLIECTB/INIETCA  OTAENOM rOCyflapCTBEHHOW CNyX6bl MOCne  perucTpaumu
NOKYMEHTOB.

[NpeaBapuTenbHOE PacCMOTPeHME MOXKET NPOBOAMTLCA [0 perucrpauum B
Cnyyae nocTyrnjeHns AOKYMEHTOB C OTMeTKaMu, TPebyowmMn HesaMeLnnTelbHOro
paccMOTPEHMUA N UCMONTHEHUA AOKYMEHTa.

[peaBapuTeNIbHOMY  PacCMOTPEHUIO  MOAMEeXaT  BXogdawme  [OKYMEHTHI,
a/lpeCcoBaHHbIe B OPraHM3aLnio N Ha NMs ee PyKOBOAUTENS.

JOKYMeHTbI, aipecoBaHHble NoApa3fe/ieHNsaAM, PYKOBOAUTENAM NoApasaeneHni
M crieymanicTam, nepesatoTcs B CTPYKTYPHble NogpasaeneHuns 6e3 npesapuTenbHoro
paccMOTPEHMS.

4.4. Pernctpauma noctynarwLmx LJOKYMEHTOB

441 Peructpaums BXOAAWNX [OOKYMEHTOB OCYLLECTBNAETCA B [AeHb WX
NOCTYNNEHNS WX Ha CNefyrowmnin pabounii feHb Npy NOCTYNIeHUN [OKYMEHTOB B
KOHLLe pabo4ero gHs unu B Hepaboyee BpPems.

Pervnctpauns obpalleHuUi rpaxaaH OCYLLECTB/IAETCA B TeYeHUe TPex [Hen c
MOMEHTa NOCTYM/IEHNA 06paLLeHms.

4.4.2.CBefeHna 0 MNOCTYNMBLUEM [OKYMEHTEe BHOCATCA B 3/EKTPOHHYIO
PerncTpaymoHHyto kaptouky (IPK) C3/L vau pernctpaymoHHO-YYeTHYO (hopMmy Ha
OyMaXXHOM HocuTene, a NOCTYnNuBLLEMY NOKYMEHTY npuceanBaeTca
PErncTpaLmoHHbIA HOMEP.

4.4.3 .PerncTpauMoHHbIi  HOMEp  BXOAAWEro  JOKYMeHTa  COCTOMT  W©3
MOPAAKOBOrO HOMepa [AOKyMeHTa B Mpefenax KaneHZapHOro roga, KoTopblid
[l0NO/THEeH MHAEeKCaMU CTPYKTYPHOIro noapasaeneHus.

44.4.Ha BCcex 3aperucTpupoBaHHbIX [JOKYMEHTaX, 3a WCK/IHYEHNEM
[JOKYMEHTOB, MOCTYMMBLUMX B (JOPME 3/IEKTPOHHbLIX [AOKYMEHTOB, MPOCTaBMAKTCS
OTMETKM 0 NOCTYNNeHUN AoKyMeHTa B MUHUCTePCTBO. B OTMETKe 0 MOCTYyn/eHUU
[OKYMeHTa (DUKCUPYKOTCA pgata noctynneHns (npy HeobxoAMMOCTU - Bpems
MOCTYM/IEHUS B Yacax U MUHYTaX) 1N BXOAALLMIA perncTpaumoHHbIi HOMep AOKYMEHTa.

4.4.5. [JOKyMeHTbI, MOCTYNMBLUME Ha OYMaXHOM  HOCWUTeNe, CKaHUPYHTCH,
3N1eKTPOHHAaA Konua [OKyMeHTa BKo4vaetca B C3[ n npucoeamHsetca K OPK
NOKYMEHTA.

4.5. Tlopagok paccMOTPeHUs PYKOBOACTBOM W [0BefAeHUA NOKYMEHTOB [0
NCNONHUTENEN

45.1. Tlo 3aBepweHUM npeaBapuUTe/IbHOro pPacCMOTPEHUA  [JOKYMEHTbI
nepefatoTcad MUHUCTPY A1 PacCMOTPEHUA N BbIHECEHUA pe3ontoumii (yKasaHui no
NCMOHEHNIO).

4.5.2.PaccMOTpeHMe [OKYMEHTOB MWHUCTPOM  OCYLLECTBNSAETCA B  [eHb
nepegayn [AOKYMEHTOB WM Ha Cnefyrowunin paboyunini feHb, €ecnm [JOKYMEHTHI
nepefaHbl PYKOBOACTBY B KOHLe paboyero gHs.

[JOKYMeHTbI, TpebyloLmMe CPOYHOr0 PacCMOTPEHUs, a TakKXke Tenerpammbl K
TeneyoHorpaMmMbl paccMaTpPUBaKOTCA MUHUCTPOM He3aMea/IMTeNbHO.

4.5.3.Pe3ynbTathl pacCMOTPEHUS JOKYMEHTA PYKOBOAUTENIeM OpraHu3auuu, ero
3aMeCcTUTENAMN, PYKOBOAMTENAMW NoApasfeNieHnin opopMNsatoTCs B BULE PE30HOLMN.
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4.5.4.CBefeHus 0 pesonoumm (UCNOMHUTENb, COAepXKaHue MOopyYeHus, CPOK
MCMNOJIHEHWA) CneunanncTom otaena BHocATcA B APK C3 /1, nocne Yero UCnonHUTeNu
NONyYaroT AOCTYMN K 3/1EKTPOHHOMY AOKYMEHTY W/IN 3/IEKTPOHHOW KOMUW JOKYMEHTA,
eC/I1 JOKYMEHT MOCTYNu Ha 6YMa>KHOM HOCUTenNe.

4.5.5.[J0KyMeHTbl, MOCTynawouMe Ha OyMaXHOM HOcuTene, nocne ux
perucTtpaumm, BKIOYeHUss B C3L, B BUAE 3/EKTPOHHbIX KOMWA M PaccMOTPeHUA
PYKOBO/JCTBOM MepefatdTcA B COOTBETCTBYIOLUME CTPYKTYpPHbIE MNoApa3feneHns Ha
NCMOMIHEHVE WX MOMELLATCA B Ae/10 B 0TAeNa B COOTBETCTBUMM C HOMEHKNATypou
Aen MmnHucTepcTsa.

Ona ¢ukcaumn (akta nepegavv BXOAAWMX [AOKYMEHTOB M UX KOMWKA Ha
OYyMaXXHOM HOCWUTeNle  WCMONHUTENSAM B CTPYKTYPHble MOApasfeneHns  MoryT
MCMNO/Ib30BaTLCA XXYPHa/TbI (PEecTpbl) nepesaymn 4OKYMEHTOB.

Mpn 6yMaXXHOM AOKYMeHTO060pOTe MOA/IMHHUKMA BXOAALMX LOKYMEHTOB, B
C/lydyae HasHayeHWs HECKONbKUX WCMOMHUTENeNn, nepefaroTcsa OTBETCTBEHHOMY
NCNONHUTENIO, OCTa/IbHbIM UCMONHUTENAM OTAEN NnepefaeT KON JOKYMeHTa.

4.6. OpraHusaumsa paboTbl ¢ 0TApaBNAeMbIMU JOKYMEHTaMMU

4.6.1. Ncxopawme LOKYMEHTBI, 3aBUN3NPOBaHHbIE BCEMU
3aMHTEpPecoBaHHbLIMM  NUAMW WU MOAMNUCaHHble  MUHUCTPOM WU WHbIM
YNOSITHOMOYEHHbIM UM ILOM, PErUCTPUPYHOTCA B OTAENIe roCyAapCTBEHHOM C/y>XObI
1 Aenonpon3BoACcTBa

4.6.2. Peructpaums mcxogawmx AOKYMEHTOB OCYLLECTBNAETCA B AEHb
noAnNucaHna Uan Ha cnefyrowmnin pabounin fjeHb, ecnv AOKYMeHTbI 6bIn NoANMCcaHbl B
KOHLe paboyero gHs unu B Hepaboyee Bpems.

4.6.3. lMepep pernctpaumen NCXoadwmnx AOKYMEHTOB OTAeN NpoBepsieT
NPaBWUIbHOCTb O(OPM/IEHNA AOKYMEHTOB (B TOM 4MC/e Ha/nume MOAMUCER, BW3,
NpaBn/IbHOCTb HanucaHWUA afpecoB), a TaKXKe YKa3aHHbIX B UCXOAAWMX LOKYMEHTax
MPUNOXEHNA, COOTBETCTBME KOIMYECTBA 3K3EMIMAPOB KOMYECTBY afpecaTtoB Mo
yKasaTesto pacchbliku, Haimunme OTMETKN 06 NUCMONHUTENE.

[MpoeKkTbl [OKYMEHTOB MWHWUCTEPCTBA FOTOBATCA B (JOPME 3MEeKTPOHHbIX
[OKYMEHTOB W/IM Ha BYMa)KHOM HOCUTeNe, Mocsie Yero AOKYMEHTbl B 3/1EKTPOHHOM
(hopme BkoYvatoTca B CO/L MUHUCTEPCTBA.

[Ons oTnpaBkM [OKYMEHTOB He WMEHLWMX afpecHON 4acTu, roTOBHATCS
CONpPOBOANTENbHLIE NMUCLMA.

4.7.Perncrtpaymsa otnpasnsieMbIX JOKYMEHTOB

4.7.1.Mpn pernctpaumm wucxogawero nuceMa B C3[1 cBegeHUs 06
OTMpaBNsSieMOM [OKyMeHTe ukcmpytotca B IOPK, K KOTOpPOM NpUKpennseTcs
3N1EeKTPOHHAas Konua oTnpas/IsemMoro 4OKyMeHTa.

Ecnn 3PK 6bina co3gaHa B8 C3O/1 npy noarotoBke NMpoekTa A0KYMeHTa, TO Npu
perucTpaumMm UCXOJALLEro [AOKyMeHTa B Hee [06aBnAlOTCA  CBefeHMss 0
PerucTpaLMoHHOM HOMepe, JaTe perucrTpauuMm v gpyrue ceefeHus 06 McxogsLlem
[IOKYMEHTE.

4.7.2.PerncTpaynoHHbIii HOMep UCXOAALLEr0 AOKYMEHTA COCTOUT U3 UHAEKCOB
B COOTBETCTBUW C MPUMEHSEMbIMU KaccudukaTtopamn M MOPSAKOBOro Homepa
[IOKYMeHTa B npefenax KajeHaapHoro roga.
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Jata peructpaymm W perucTpauMoHHbIi  HOMEpP  NPOCTaBMAKTCA  Ha
OTMnpaB/ifAeMOM LOKYMEHTE, a TakKe Ha KOMuUu UCXOAALLEero AOKYMEHTa, OCTaroLemMca
B flene.

4.8. OTnpaBKa JOKYMEHTOB

4.8.1./cxoOalnin - AOKYMEHT,  MOAMUCAHHbLIA  MUHUCTPOM NIN  UHbIM
YMONHOMOYEHHbIM WM AO0/DKHOCTHLIM JIMLIOM, MepefaeTcs Ha OTnpaBKy, KoOnus
[AOKYMeHTa Ha OYyMa)kKHOM HOcuTesie C BU3aMu MOMeLLaeTcs B [ie/10 B COOTBETCTBUN C
HOMEHKNaTypoi aen.

ONEKTPOHHbIE JOKYMEHTbI MOC/e UX MOANUCAHUS 3NEKTPOHHOM MOAMUCLIO ©
OTNpaBKKM agpecaTy XpaHAaTca B 6ase gaHHbIX CI/.

4.8.2. B 3aBUCUMOCTW OT COLEPXKAHNA N CPOYHOCTM LOKYMEHTbI, OTrpaB/semble
13 MMHUCTEPCTBA, AOCTaB/AKOTCA ajpecaTaMm CpeAcTBaMu MOYTOBOW, (heNbAberepcKom
CBSI3W, CMELCBA3M, KYPbEPOM, 3KCMPECC-NOYTON, a TakXe MnepefaroTcs Nno KaHanam
aneKTpocsasn (hakcuMnibHas cBs3b, Tenerpad), anekTpoHHas novta, M40, C34).

4.8.3. [10KyMeHTbl, He UMEKOLLME afiPeCHOM YacTu, MPUHMMAaKOTCS Ha OTNPaBKY C
COMPOBOAMTENbHBIMM  MUCbMaMKM (32 UCK/IKOYEHWEM  KOMWIA  pacropaanTesibHbIX
[LLOKYMEHTOB, Harnpas/femMbIX B NOABEAOMCTBEHHbIe OpraHu3aunn).

HenpaBunbHO 0(hOpPMIEHHbIE JOKYMEHTbI U KOPPECMOHAEHUUS Hecny>kebHoro
XapakTtepa K OTrnpaBkKe He NPUHUMAOTCA U BO3BPALLAKOTCA UCMOMHUTENIO.

JOKyMeHTbI,  nofnexawime  OTnpaBke, [AO/DKHbl  ObpabartbiBaTbCa U
OTNPaBNATLCA B [eHb MX MOANUCAHUS U PErncTpaunm UM Ha cnefytowmin pabounia
[eHb.

4.9. Pernctpaumsa n NnpoxoxxaeHne BHYTPeHHMX JOKYMEHTOB

4.9.1.TTpoeKTbl pacnopsaanTeNibHbIX LOKYMEHTOB (NPUKAa30B, PacropsdKeHuin),
MOArOTOB/MIEHHbIX A1 MNOANUCAHUA, MOCMe MOAFOTOBKM W COrMacoBaHUs ¢
3aMHTEepecoBaHHbIMWU NNLAMW MepeaaroTcA B OTAEN 415 MPOBEPKM MPaBUNbHOCTU UX
othopmneHUs.

4.9.2. TpaBWIbHO O(OPM/IEHHbIE MPUKa3bl, PACMOPSHXKEHUA MNepefardTcAa Ha
NOAMMUCb MUHUCTPY WU NHOMY YNOSTHOMOYEHHOMY UM fIALLY

4.9.3. TlognucaHHble MpUKasbl, PacropsHXKeHMs N0 OCHOBHON [eATeNbHOCTM
PErncTpupyoTca B OTAENE.

MprKazaMm, pacrnopsXKeHUsIM M0 OCHOBHOW AesTeNbHOCTU MPUCBaMBarOTCA
nopaakoBble HoMmepa (MO KaXKAoW rpynne AOKYMEHTOB OTAe/lbHO) B npefenax
KaneHgapHoro roga. lMopsakoBbli HOMEP AOKYMEHTa  [AOMOSHAETCA  LUGPOBbIM
MHAEKCOM, 0003HayaloWwmMM MNPUHAAIEXHOCTb  [JOKYMEHTa COOTBETCTBYHOLLEMY
noApasaeneHnio.

4.9.4. TIOAMHHNKM MPUKa30B (PacropsbKeHWin) Mo MeCcTy WX perucrpaumm
(hopMMpyIOTCA B flena B COOTBETCTBUM C HOMEHKNATypoil gen MMHMcTepcTBa.

Konnn npukaszoB, pacrops>keHWUA paccblNaloTca WUCMONHUTENSM U UHbIM
3aMHTEPEeCcOBaHHbIM /iMLaM B 3/IEKTPOHHON (hopMe uamM Ha 6YMaKHOM HOCUTeNe B
COOTBETCTBUW C yKa3aTesieM PacCblIKW.

4.9.5. TpoToKosnbl 3acefiaHnil, COBELLaHWA, MNPOBOAMMBIX PYKOBOLCTBOM
MuHWUCTepCTBa, PErUCTPUPYIOTCA B OTAENE.

4.9.6. NpoTokonam  MNpucBaMBalOTCA  MOPSALKOBble HOMepa B npefenax



39

Ka/leHAapHOro rojia Unv nepuoja paboThbl BPeMeHHOWN paboyeit rpynmnbl (Komuccum) no
KaXX[0ii rpynmne NpOTOKO/OB OT/Ee/LHO.

MoAMHHUKI NPOTOKOMIOB MO MECTY UX permctpaummn hopMupytoTes B fena rno
HOMeHKnaType aen MuHUCTepCTBa.

4.10. Y4UeT 1 aHa/IM3 06bEMOB JOKYMeHTO060poTa

Pe3ynbTaTbl y4yeTa 06beMa AOKYMEHTOO060pPOTa B OpraHM3aLUMn eerogHo
0606LLA0TCA OTAENIOM 1 NPeACTaBNAOTCS PYKOBOACTBY B BME OTYeTa 06 06beMe
NOKYMEHT0060p0Ta 3a ro,

V. ¥npaB/eHne JOKYMeHTaMn B CUCTEME 3/IEKTPOHHOIO
NOKYMEHTOo060poTa

5.1. doctyn K pabote B C3/[l MUHMCTepCTBA [AO/HKHblI WMETb TOJIbKO
3aperncTpupoBaHHbIe NOJb30BaTEN.

5.2. BknwouyeHne pokymeHTOB B C3J] O0CyLUECTBNAETCA NOCPeaCcTBOM
3anonHeHnss none  3PK, co3gaHMa  3M1IeKTPOHHOM  KOMUK  [JOKYMeHTa
(ckaHupoBaHus), ecnv  OOKYMeHT Obln  co3gaH Ha OyMakKHOM  HOCUTEre,
NPUCoeaMHEHUs 3/IEKTPOHHON KonnKn foKyMeHTa K IPK, pasmeLleHnsa JOKYyMeHTa
B cooTBeTCTBYHOLWEN C3/[] B COOTBETCTBUM C €€ KNacCCUPUKALIMOHHOW CXEMO.

53. B Xxofe paccMOTpeHuUss [OKYMeHTa, Mog/exallero WCrosHeHNIO,
MUHUCTPOM B  XOJe COrfacoBaHWA MpPOeKTa [OKYMEHTa, 3arojIHAKTCA
cooTBeTCcTBYHOLWMe nonad OPK. B pe3ynbTaTe cornacoBaHUA NMpoekTa AOKYMeHTa B
C3/ hopmumpyeTca NUCT cornacoBaHus.

5.4. MNpu BkIYeHUN B C3/[ BXOAAWMX AOKYMEHTOB, WX perucrpauumu,
paccCMOTpeHUM U UcnofHeHnn B 3PK BHOCATCA cnepylolime CcBefeHUs O
[OKYMeHTE:

1) HaumeHOBaHMe  TOCY[apCTBEHHOrO  OpraHa, opraHa  MeCTHOro
camoynpaBsneHus, opraHnsaunm (KoppecnoHAeHTa);

2) HaMMeHOBaHVe BUAa AOKYMEHTE,

3) para 4OKYMeHTa;

4) perncTpaumoHHbIN HOMeP AOKYMEHTE;

5) hamunnsa n nHuuanbl Mua, NOAMMCaBLUEro JOKYMEHT;

6) faTta NoCTyn/ieHUa OKYMEHTa;

7) BXOAALNIA peErncTpauyoHHbIA HOMep;

8) cnocob [oCTaBKM [OKYMEHTA,;

9) 3aro/fioBOK K TEKCTY (KpaTKoe cofep)KaHue AOKYMEeHTa);

10) KONNMYecTBO NNCTOB OCHOBHOIO JOKYMEHTA,;

11) oTmMeTKa 0 NPUIOXKEHUN (KOIMYECTBO MPUIOXKEHWIA, 06LLIee KOMYECTBO
JINCTOB MPUIOXEHNI);

12) cBefeHMA 0 CBSI3aHHbIX AOKYMeHTax (HauMeHOBaHMe BuUAa OOKYMEHTa,
farta, permcTpaumoHHbIN HOMep, TUMN CBA3N);

13) pesontouyms (ucnonHUTenb (UCMOMHUTENN), MOPYYEHMe, AOSIKHOCTHOE
/MU0, AaBLLee Nopy4veHue, gata POPMUPOBAHUA MOPYUEHNS);

14) CpPOK MUCMOJSIHEHNS OOKYMEHTA;
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15) nHOeKc gena no HOMeHKIatype fen;

16) cBefieHUA 0 nepeagpecaumn JOKYMEHTA;

17) oTMeTKa 0 KOHTpPONE;

18) rpu orpaHMYeHUs 4OCTYyNa K JOKYMEHTY;

19) cBefieHUs 06 3NEKTPOHHOW Noanucy;

20) pe3ynbTaT NPOBEPKN 3MEKTPOHHON noanucuy;

21) aNeKTPOHHbIN agpec KOPPeCnOHAEHTa,;

22) CCbINKA Ha (haiin nocTynuBLUEro [AOKyMeHTa U ¢aiin  (thaiinbl)
NPUNOXXeHNa (MPUNIOXKEHWNI) K OKYMEHTY.

5.5. Mpn BkMoYeHUN B C3[ mcxopAwmnx AOKYMeHTOB B 3OPK BHocATCA
crnefyoLwime ceeieHUA 0 JOKYMEHTE:

1) HaMmeHOBaHMe  TOCYyJapCTBEHHOro  opraHa, opraHa  MeCTHOro
camoyrnpas/ieHUs, opraHM3auumn - agpecara;

2) hamnnns n HULManbl nuua, noanncasLLero JOKYMEHT;

3) HaMmeHOoBaHWe BNAA LOKYMEHTa,

4) pata OOKYMEeHTa;

5) perucTpaunoHHbIA HOMEP AOKYMEHTA,;

6) 3aro/ioBOK K TeKCTY (KpaTKoe cofep>KaHne LOKYMEHTa);

7) CBefeHMs 0 CBA3aHHbIX AOKYMeHTax (HauMeHOBaHWe BuAa AOKYMEHTa,
farta, permcTpaumoHHbI HOMEP, TUM CBA3N);

8) KO/IM4ecTBO /INCTOB OCHOBHOIO JJOKYMEHTA,;

9) UHAEKC aena no HoOMeHKNaType fen;

10) oTMeTKa 0 NMPUIoXKeHNN (KOIMYECTBO NPUNOXEHUI, obLlee KOMNYECTBO
JTNCTOB MPUNOXKEHNIA);

11) rpu orpaHMYeHns foctyna K JOKYMEHTY;

12) noppasfeneHuve - OTBETCTBEHHbIA UCMOTHUTENb LOKYMEHTA,;

13) cBefieHNs1 06 3/1IEKTPOHHOM NoAnucy;

14) ccbiNnkn Ha (aiin oTnpaBnseMoro [AoKymeHTa W ainn  (dainbl)
NPUNOXXeHUA (MPUIOXKEHNIN) K LOKYMEHTY;

15) aNeKTPOHHbIN afgpec KOPPeCNOHAEHTa,;

16) cnocob focTaBKM AOKYMeHTa afpecary.

5.6. MNMpu BkIwYeHUN B C3/[] BHYTpeHHUX AOKYMeHTOB B JOPK BHocATcA
cnefyrouime ceefieHnsa 0 JOKYMEHTE:

1) HaMmeHoBaHWe noapasneneHns, NoAroTOBUBLLErO MPOEKT AOKYMEHTA,

2) HaMMeHOoBaHWe BuAa JOKYMEHTA,;

3) para JOKYMEHTa;

4) perncTpaymoHHbIA HOMeP AOKYMEHTa,;

5) rpud orpaHUyYeHns AOCTyNa K AOKYMEHTY;

6) amuama u nH1YmManel n1ua, NoANMcaBLIero JOKYMEHT;

7) cBefleHUS 0 CBfA3aHHbIX AOKYMeHTaxX (HaMMeHOBaHWe BuAa [OKYMEHTA,
[aTta, perncTpaumoHHbI HOMep, TUM CBA3N);

8) 3aronoBOK K TEKCTY (KpaTKOoe cofep’kaHue fOKYMEHTA);

9) noapasgeneHue (O0/MKHOCTHOE NNLO) - UCTMONMHUTENb (OTBETCTBEHHbIN
NCMNOSIHUTESb) AOKYMEHTA;
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10) KO/IN4eCTBO JINCTOB OCHOBHOIO JOKYMEHTE;

11) oTMeTKa 0 NMPUIoXKeHUN (KONMYECTBO NPUIOXKEHWIA, 0OLLee KONMMYECTBO
JINCTOB NPUIOXKEHNI);

12) NHOEKC Aena no HOMeHKatype Aen,

13) pesonoums  (ucnonHUTenbs  (ACMOMHUTENW), MOpy4veHMe, JaTa
MCMOJSIHEHUSA, faTa (POPMUPOBAHNSA NOPYYEHNS);

14) oTMeTKa 0 KOHTPO/IE;

15) ccbiikM  Ha a1 MOCTynNMBLIEro [JOKyMeHTa W ain (dhannbl)
NPUNoXEHNS (NMPUNOXKEHWIA) K JOKYMEHTY.

5.7. Mpw BKkIoYeHun B CIO/] obpalleHnin rpaxkhaH, opraHusaunii 1 0TBETOB
Ha obpauieHnsa B SPK BHOCATCA CriefytoLuime CBefeHuns:

1) dhamnnua, nms, oT4ecTBO (NPU €ro Ha/INYNK) rpaXKaaHNHa,

2) HauMeHoBaHWMe opraHu3auumn - agpecarta;

3) AaTa obpalleHUa rpakaaHnHa, opraHusaugun,

4) perncTpaLmoHHbIN HoMep obpallieHus (419 obpallleHNid opraHmn3aunii;

5) parta conpoBoAuTENbLHOINO [AOKyMeHTa (B Cnydae nepeagpecaumu
obpalyeHns);

6) fara nocTynieHnsa obpalleHns rpaxkaaHnHa, opraHmsaumu,

7) BXOAALLNIA perncTpaumoHHbIii HOMep;

8) KpaTKoe cofep)kaHue obpallleHnsa rpaxkaaHnHa, opraHu3auunm;

9) KO/INYeCTBO NIMCTOB OCHOBHOMO AOKYMEHTa;

10) oTmMeTKa 0 NPUIOXKEHUN (KOINYECTBO MPUIOXKEHWIA, 0bLLee KOIMYecTBO
NTNCTOB NPUIOXEHNIA);

M) cBefieHMA 0 cBA3aHHbIX AOKYMeHTax (HaMMeHOBaHMe BMAa [OKYMEHTa,
farta, PerucTpauyyioHHbIA HOMep, TWUM CBA3W, B T.4. CBEAEHUA O npeablayLimx
obpalLleHnAX B cnyYae, ec/iv fJaHHOe obpallieHne NOBTOPHOE);

12) pesontouuna (UcnonHUTeNb (MCNONHUTENM), MOPYYeHue, AO/HKHOCTHOe
L0, faBllee NOpyyeHue, garta pe3onoummn);

13) CpOK UCMONMHEHUA [OKYMEHTa;

14) nHOekc gena no HOMeHKIatype gen;

15) cBefeHUss 0 nepeagpecaumn 06palleHnNs TpaXaaHWHa, OpraHu3auum
(maTta, HoMep COMPOBOAWUTENILHONO [AOKYMEHTa; HauMMeHOBaHMWe opraHa B/acTy,
opraHusaumm

16) OTMeTKa 0 KOHTPOIe;

17) cBegeHua 00 3NeKTPOHHOW nognucn (B ciydae  MNOCTYM/IEHUS
3NEKTPOHHOro  obpalwleHns  rpaxgaHuHa,  opraHusauuu,  NoAnMcaHHOro
3NEKTPOHHOW NOAMUCHIO);

18) pe3ynbTaT NPOBEPKU 3/1EKTPOHHOM NOAMNUCH;

19) aneKTPOHHbIN afpec KoppecrnoHaeHTa (rpakhaHnHa, opraHmsaunmn);

20) nouTOoBbIN agpec KoppecnoHAeHTa (rpakhaHnHa, opraHmsaunn);

21) BOMpPOC N0 TeMaTUYECKOMY KacCumkaTopy;

22) CCbINKA Ha (a1 MNOCTynuBLIEro obpalleHus wn aiin oTBeTa Ha
obpalLeHue.
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5.8. ONONMHNTENBHO K YKa3aHHbIM CBEAEHUAM 0 BXOAALLUX, UCXOQALLUX U
BHYTPEHHUX JOKYMeHTax, obpaleHnin rpaxkgaH, opraHusauunii B 3PK C3/[, moryT
BHOCWUTbCSA WHbIE CBEAEHUS.

5.9. INpun BKNOYEHNU JOKYMEHTOB U MPOEKTOB AOKYMeHTOB B C3/], a Takxke
NPy BKAOYEHUN cBefeHu B OPK B rnpougecce >XM3HEHHOrO UUWKa LOKyMeHTa
WUCMNOMHUTENN  [O/DKHbI  cO3faBaTb CBA3M [JaHHOro [AOKyMeHTa (npoekTa
[OKYMEHTA) C APYTMMU AOKYMEHTAMU U MyHKTaMU NOPYYEHWUIA.

Mpun co3gaHMn  cBA3e [OKyMeHTa (MpoekTa [OKYMeHTa) ¢ ApYrvMu
[OKYMEHTaMM MUCMNO/b3YeTCHA CrPaBOYHUK TUIMOB CBA3ENA.

5.10. B uenax pasmewieHusa [oKymeHToB B C3/[l, noucka [AOKYMEHTOB,
BEEHNS CMpaBOYHOM paboTbl MO [AOKYMEHTaM, BK/IKO4YeHHbIM B C3/[,
MCNOJb3YHTCA KacCUpMKaTopbl U CNPaBOYHUKKU, B TOM YUCHE:

K/lacCuUMUKaTopbl: KOPPECrnoOHAEHTOB, BUAOB [OKYMEHTOB, CTPYKTYPHbIX
noapasfeNnieHnii MMHUCTEPCTBA, AO/MKHOCTHLIX MWUHUCTEPCTBA, WCMOSHUTENEN MO
[OKyMeHTaM; TemMaTuyecknin (BOMPOCOB AeATe/IbHOCTM), HOMeHKIatypa [Aen
MWUHUCTEPCTBA,;

CNpaBOYHUKMN: CpOKOB NCNONHEeHWs, pe30/1oLNiA (nopy4eHwin),
ANEKTPOHHbIX afpecoB MOCTOSAHHbLIX KOPPECNOHAEHTOB, LWab/oHOB 61aHKOB
[OKYMEHTOB M LWAab6/0HOB [OKYMEHTOB, TUMOB CBA3EM C APYIrMMU LOKYMEHTamu
(cBA3aHHbLIMW AOKYMEHTaMMU).

V1. KOHTPO/b NCNONHEHNA JOKYMEHTOB (MOPYYEHWUIA)

6.1. KOHTpONb UCMONHEHUS [OKYMEHTOB (MOpy4YeHUIN) BegeTcs B Lenax mx
CBOEBPEMEHHOI0 N Ka4eCTBEHHOIO MUCMOSIHEHUS.

6.2. KOHTPO/1Ib UCMO/THEHUSA AOKYMEHTOB (MOpYyYeHUiA) BeeTCH:

MCMONHEHNS [OKYMEHTOB (MOpyYeHUIn) MO CYLWECTBY - MUHUCTPOM, WM
NHbIMW OO/MKHOCTHBLIMW IMLAMU MUHUCTEPCTBA;

CPOKOB NCMONHEHNS [LOKYMEHTOB (NnopyyeHnin) - Otgenom
rocyfapCTBEHHOM CNyX6bl W [enonpou3BOACTBA MUHUCTEPCTBA WM UHbIM
CTPYKTYPHbIM NoApasgesieHnemM, Ha KOTOPOe BO3/I0XKeHa 3Ta (PYHKLNS.

KoHTponto nopgnexar Bce 3aperncTpupoBaHHblE [OKYMEHTbI, TPebyroLmne
NCIMOJTHEHUS.

6.3. PacnopsigutenbHble AOKYMEHTbI, NMPOTOKO/bI 3acefaHnin (CoBeLLaHNin),
eCcnn 3a(PUKCUPOBaHHbIE B HUX pPeLleHnst He OPOPMAIOTCA B BUAE MOCTAHOB/IEHWN
WU pelleHnid, cogepxkalime nopyveHUs ¢ KOHKPETHbIMU CPOKaMu MCMOJTHEHUS,
CTaBATCA Ha KOHTPO/Ib MO KaXKAOMY MOPYYEHUIO OTAENBHO.

OpraHmsaumss  UCMONHEHMA  MOpy4YeHUA W yKasaHwuii  [pe3ngeHTa
Poccuinickon ®efepaumm MUCMNOSMHAOTCA B COOTBETCTBMM C YKa3oMm lMpe3ngeHTa
Poccuiickon  depepaumm ot 28 mapta 2011r. N352 "O wmepax no
COBEPLLUEHCTBOBAHNIO  OpraHM3auMm  UCMOSIHEHUA  MOPYYEHUA U yKasaHWii
Mpe3ngeHTa Poccuiickon depepauunmn’™,

6.4. KOHTPO/Ib CPOKOB MCMO/IHEHUA LOKYMEHTOB (MOPYYEHMIA) BKOYAET B
cebs:
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NOCTaHOBKY AOKYMEHTOB (MOPY4YeHNi1) Ha KOHTPO/b;

NPOBepKY CBOEBPEMEHHOCTU [OBEeAEHUS [OOKYMEHTOB (MOpy4YeHwuit) [o
NCNOJTHUTENEN;

npeABapuTeNlbHY0  MPOBEPKY W peryivpoBaHue Xoga  WCMOJSIHEHUA
[OKYMEHTOB (MOpYYeHUIA);

CHATWE C KOHTPONA AOKYMEHTOB (MOpYYeHUI);

ydyeT, 0006LWleHMe M aHaIn3 pe3y/ibTaToOB XO4a WCMOSIHEHUSA [LOKYMEHTOB
(nopy4yeHunin);

MHDOPMUPOBaHNE PYKOBOAUTENE O XOA4Ee WCMONHEHUA  [OKYMEHTOB
(NopyyYeHnin) N COCTOAHUM UCMOTHUTENBCKOWN ANCLMUMNINHBI.

6.5. CpoK WCNONHEeHUA [OOKYMeHTa YKa3blBaeTCA HenocpeACcTBEHHO B
[OKYMeHTe, MOpYyYEHUN NN B PE30/IIOLNN K JOKYMEHTY.

6.6. CpOKM WCMOJIHEHUS WCUYUCNAIOTCA B Ka/leHAapHbIX [OHAX C AaThl,
CnefytroLLen 3a AaTon peructpaunmn JOKyMeHTa,

CpoKM  WCNOMHEHWUS  MPOTOKOJIbHbIX  MOPYYEeHWU, Kak  npaswuio,
yCTaHaB/MBAKOTCA B MPOTOKOSE M MCHUCNAKOTCA C AaTbl, Cnedylollen 3a aaTon
npoBeeHns 3acefaHuns (CoBeLaHns).

6.7. Ecnv nocnegHWin [eHb CPOKa WCMONHEHUS OOKYyMeHTa (nopy4eHus)
NPUXOANTCA Ha Hepaboumini feHb, TO [AOKYMEHT MNOAJIeXXUT WCMONHEHUIO B
6nvKanLWKnA cneayrownin 3a HUM pabounii AeHb.

6.8. CpoKM WUCMOSHEHUA [OKYMEHTOB (MOpPYYeHWiA) YycCTaHaB/IMBatOTCA
MUHUCTPOM, WUCXOAA W3 CPOKa, YCTAHOB/IEHHOro opraHusauueir, HanpasuBLUEN
[OKYMEHT, WIN CPOKOB, YCTAHOBJIEHHbIX 3aKOHOAATe/IbCTBOM POCCUINCKON
defepauymn.

6.9. JOKyMeHTbl (NOpy4eHns) NOAMeXXaT UCMOSTHEHUIO B CieAyHoLe CPOKU:

YCTaHOB/IEHHble  3aKOHOAATe/lbHbIMA ~ UAW  UHLIMA  HOPMAaTUBHbLIMU
NpaBoOBbIMW aKTamMu (TUMOBOW CPOK UCMOTHEHWS);

C KOHKPETHOW JaTON MCMNOMIHEHWSA - B YKa3aHHbIM CPOK;

6e3 yKasaHNsi KOHKPETHOM JaTbl UCMOMHEHNSA, UMeKOLLMEe B TEKCTE MOMETKY:

"BecbMa CPOYHO" - B TeUeHMe OAHOro-ABYyX AHeN;

"CPOYHO" - B 3-AHEBHbIN CPOK;

"onepatuBHO" - B 10-AHEBHbIN CPOK;

ocTa/ibHble - B CPOK He 6onee 30 AHeW, eCnnM MHOE He YCTaHOBJ/IEHO
efepasibHbIMU 3aKOHaMMU.

6.10. [Jarta ncnosHeHMa fOKyMeHTa (nopydeHus) gukcupyetca B SPK C3/
NN NHOW PerncTpaunoHHO-y4YeTHOW (hopme, UCMO/b3yeMON A1 OTC/EXUBaHUS
CPOKOB UCMOJIHEHUA AOKYMeHTa (nopy4veHns).

6.11. NMproCTaHOBUTL UCMOJSIHEHNE KOHTPO/IbHOIO AOKYMeHTa (MopyyeHuns),
a TaKkkKe OTMEHUTb ero MOXXeT MWHUCTP, NOAMNUCaBLUMA JOKYMEHT WU [aBLUUIA
nopyyeHuve (pe3ontoumio).

6.12. B cny4yae ecnu CPOK MUCMOSIHEHMA AOKYMeHTa (Mopy4YeHus) npesbillaeT
OAMH MecAl, B Lenax obecrneyeHUs CBOEBPEMEHHOIO WCMOSIHEHUS [OOKyMeHTa
(nopyyeHns) NpoBOAUTCA  NpeABapuTeNbHbIA  KOHTPO/SIb M HanOMWHaHWA
NCNONHUTENSM 0 MPUGIVXKEHUM CPOKOB UCTMOSTHEHUSA OKYMEHTOB (MOPYYEHNA).
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6.13. HanomunHaHne UCMOMHUTENAM O MPUBIVKEHUM CPOKOB MCMOJTHEHUS
[OKYMEHTOB (MOpYyYeHUIN) MOXET OCYLLECTBIATbCA B aBTOMATUUYECKOM pexXume
nocpeactsom C3/, v ¢ UCNOMNb30BaHMEM 3/1EKTPOHHOM MOYThI.

HanoMmuHaHns uncnonHuTensam, a Takke WHpopmauma 06 UCNOSHEHUM
[OKYMEHTOB (NOPYYeHNi), nonydeHHas OT MUCNOMHUTeNe, pukcupyrotcs B OPK
C3/.

6.14. Tpn Heob6XOAMMOCTUN WM3MEHEHUS CpPOKa WCMOJIHEHUA [OKyMeHTa
(nopyyeHnst) OTBETCTBEHHbLIA WCMOMHUTENb 0053aH MpPeacTaBUTb Ha  UMA
MWUHUCTPa, JaBWero mnopyyeHne, 0OOCHOBaHWE (JOKNaAHYH  (CNy>XebHyo)
3annMcKy) O MNPOAJIEHNUM CpOKa C YKasaHWMeM npUyYuMH NpPoaieHNs W AaTsl
NCMONHEHNS.

O6oCcHOBaHMe MpPOA/IEHNSA CPOKa WCMOMIHEHUA [OKyMeHTa (nopy4veHus)
[IO/MKHO ObITb Harnpas/ieHO COOTBETCTBYIOLLEMY PYKOBOAMTE/NIO He MO3[Hee 4Yem
Mo UCTEYEeHUN ABYX TPETbUX CPOKa UCMOJSIHEHUA AOKYyMeHTa (MopyyeHus), a ecnu
CPOK WCMOJIHEHMA MOpPYYeHUs MpeBbIIaeT ABa MecAua, NpeasioXXeHUs o ero
NPOA/IEHUM TMPeACTaBNATCA B TeyeHWe 1-r0 mMecsila CpoKa, OTBEAEHHOro Ha
NCMNOJIHEHWE MOPYYEHUS.

CpOKM  UCMOJIHEHUA CPOYHBLIX MOPYYEHWA He npog/ieBaldoTCA U He
KOPPEKTUPYHOTCH.

O6 M3MeHeHUN cpoKa UCMOSTHEHUSA AOKYMeHTa (MOpYYeHUs1) OTBETCTBEHHbIN
NCMONHUTENb NHpopMUpyeT OTAeN rocyaapCTBEHHON CyXX0y Aenonpon3BoACTBa.

M3meHeHNs B cocTaBe WCMNOMHUTENE [AOKyMeHTa (MopydeHus) LO/MKHbI
NPOV3BOANTLCH C 06s513aTe/NIbHbIM NH(OPMMPOBAHNEM CNY>X0Obl 7
[leNnonpon3BoACTBa.

6.15. JOKYMEHT CYNTAETCA UCMOJSIHEHHbIM N MOAMEXXUT CHATUIO C KOHTPOSS
nocne (akTUYeCcKOro WCMOSIHEHMUA BCEX COAEPXKALMXCA B HEM MOPYYEeHWA,
AOKYMEHTa/IbHOrO0 MOATBEPXKAEHUA ero WCMOMIHEHUS U COOOLLEeHMA pe3y/ibTaToB
ero pacCMOTPEHUA 3aMHTEpPecOBaHHbIM OpraHamM, opraHmsaumamM 1 nuuam.

MNpomMexxyTouyHas MHgopMauusa Mo MCMOMHEHUID [OOKYMEHTa He ABMAETCH
OCHOBaHWeM A1 CHATUA ero ¢ KOHTPOSIA.

6.16. [JOKyMeHTbl (MOpyYeHus), Haxo4sawmecss Ha KOHTPO/e, CHMMAKTCA C
KOHTPO/A HA OCHOBaHUWN MOArOTOB/IEHHOrO OTBETA.

PewweHne 06 WCNOMHEHUUM [OKyMeHTa (MopyyeHust), He TpebyroLlero
Harnpas/ieHUs oTBeTa, MPUHUMAET MUHUCTP, MOCTaBUBLLNIA AOKYMEHT (MOpy4YeHue)
Ha KOHTPO/Nb, C 06s3aTeNlbHbIM WHMOpMUpoBaHnemM OTAeN TOCYAAPCTBEHHOM
CNy>6bl 1 [enonpon3BOACTBaA.

CBefieHMs 06 MCNONHEHUN OOKYMeHTa (nopy4deHus) BHocATcs B OPK C3[
WIN  NHYIO PerncTpauuoHHO-yYeTHY0 (OopMy, WCMOMb3yeMyr0 A1 KOHTPOSA
NCMONHEHNS.

6.17. B cnyyae ecnnm [OOKYMeHT (nNopyyeHWe) He WUCMOMHEH B
YCTaHOB/IEHHbIA CPOK, OH MPU3HAETCA HEUCNOJIHEHHbIM M OCTAeTCA Ha KOHTpPOJe.
O6A3aHHOCTb M0 €ro UCNOJIHEHUIO COXPaHAETCH 3a UCMOTHUTENEM.

6.18. OThen rocydapCTBEHHOW CNy)XXObl 1 [Ae/10Npon3BOACTBa aHaIN3NpyeT
COCTOSIHME W pe3ynbTaTbl WUCMOSIHEHUSA OOKYMEHTOB (MOPYYEHW) U COCTOsIHWE
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NCMONHUTENBCKOW AUCUMIMANHBI M HanpaBnseT MWHUCTPY W PYKOBOAWUTENSIM
CTPYKTYPHbIX NoapasaeneHnii 0TUeTbl 0 KOMYECTBE AOKYMEHTOB, UCMOMHEHHbIX B
CPOK, WCMO/MHEeHHbIX C MPOA/IEHNEM CPOKa WCMOMHEHUS,, HE WCMOJIHEHHbIX,
HaxoAsLWMXCS Ha WCMOMHEHUN MO0 MWUHUCTEPCTBY B LIE/IOM, MO CTPYKTYPHbIM
noapasaeneHnam 1, Npyu Heo6XoAMMOCTU, MO OTAENbHLIM UCMONHUTENAM.

6.19.MUHNCTEPCTBO  E€XEeMeCAYHO MpeAcTaBnsioT B AAMUHUCTPALMIO
MpaBuTenscTBa P B 3NEKTPOHHOW opme MHADOPMAUMIO 0 pe3ynbTaTax
PacCMOTPEHUA 06palleHUid rpaxaaH, opraHu3aLUuii, a TakkKe 0 Mepax, NMPUHATbLIX
MO TaKMM 06pPaLLEHUSAM.

VII. PaboTa ncnonHntens ¢ AOKyMeHTamm

7.1. OpraHusauus paboTbl ¢ AJOKYMEHTaMU B CTPYKTYPHbIX MogpasfeneHnsx
MuHUCTEPCTBA OCYLLECTBNSAETCA Ha OCHOBaHWM  pe3onounii  (NopyyeHuin)
MUHWUCTPa, €ero 3amMecTUTesNie, PYKOBOAUTENEN CTPYKTYPHbIX MogpasneneHuni,
WMHbBIX OO/MKHOCTHbIX UL, HafeNeHHbIX COOTBETCTBYHOLWMMN NMONTHOMOYNAMMU.

7.2. [OKyMeHTbl, rMoCTynawlowme B CTPYKTypHOe nojpasgeneHve ¢
pe3osnounaMn PYKOBOACTBa, MNepefarTCs PYyKOBOAUTENO noapasgeneHus. Ecnu
[OKYMEHT, MOCTYMNMBLUNIA Ha UCMONHEHWE B NoApasfeNieHne, He UMeeT OTHOLLEHUS
K KOMMeTeHUun nojpasfeneHns, PyKOBOAUTENb MOAPA3LeNeHNA B TOT e AeHb
NN Ha crneayowmin pabounin AeHb BO3BpaLLaeT ero B OTAe/N AN18 peLleHnst Bornpoca
0 rMepeHanpas/ieHWM €ero Ha WCMONHEHWe B ApPYyroe nogpasgeneHve (gpyromy
NCMNOSIHUTENIO).

7.3. VicnonHeHne [OKyMeHTa npegycMarpuBaer:

cbop 1 aHasIM3 HeobXoAMMON NHhopMaLnK;

NOAroTOBKY MPOEKTa AOKYMeHTa U ero ohopmM/IeHNE;

cornacoBaHue npoekTa JOKYMEHTa C 3aMHTepecoBaHHbIMU NNLaMK;

[l0paboTKy MnpoeKkTa AOKYMeHTa MO 3amMeyaHusiM, TMOJNIYYEeHHbIM B Xofje
cornacoBaHus 1, NPy HeEO6XOANMMOCTH, - NOBTOPHOE COr/1acoBaHue);

NnoaroToBKy cnucka (ykasaTens) pacCblIKM [OKYMeHTa, ecnn [OKYMEHT
aflpecoBaH rpynre opraHusayum;

npeacTaB/ieHVMe  NpoekTa  AOKYMeHTa Ha  noanucb  (YTBepXKAeHue)
PYKOBOACTBY;

NoAroTOBKY AOKYMEHTA K OTMPaBKe U nepefady Konum OKYMeHTa B Aefo.

74. Tpu  HanpaBleHUM  OOKYMEHTA  HECKONbKMM  UCMOJIHUTENAM
OTBETCTBEHHbLIM 3a MOArOTOBKY MPOEKTa [AOKYMEHTa AB/IAETCA WCMOSHUTESb,
yKa3zaHHbIA B pPe3oiounn rnepBbiM UM 0603HAYEHHbIA B Pe30/UMN  Kak
OTBETCTBEHHbI UCNOTHATENb.

7.5. OTBeTCTBEHHbIA WUCMONHUTE/lb MMEET nNpaBO [faBaTb MOPYYeEHUA
OCTa/IbHbIM WUCMONHUTENAM, MNPOBOAUTL paboyve COoBeLlaHuUA A1 BblpaboTKM
COBMECTHOIro peLueHus. Bce mMcnonHUTENN B paBHOM CTEMEHU OTBETCTBEHHbI 3a
CBOEBPEMEHHOe W KayeCTBEHHOE WCMOJIHEHME MOpPYyYeHUa W npeacTaB/ieHue
OTBETCTBEHHOMY WCMO/IHUTENIKO B YCTAHOB/IEHHbIE WM CPOKM HEOOXOANMbIX
martepuasioB (MPOEKTOB [OKYMEHTOB, CMpaBoK). VICMOAHUTENN He MMEKT npasa



46

npeacTaBiATb NPOEKTbI JOKYMEHTOB PYKOBOAMTENIO, AaBLUEMY MOPYYEHUE, MUHYA
OTBETCTBEHHOI0 UCMO/IHUTESA.

7.6. B cnyyae oTcyTCcTBMA MCNofHUTeNa (KOMaHAMPOBKa, OTMYCK, 60/1e3Hb)
[OKYMEHT MO0 YKa3aHUI0 PYKOBOAWTENA noppasfieneHns nepepaeTca Apyromy
NCMONHUTENIO C 06A3aTe/IbHbIM COOOLLEHNEM ero hamMuinm Lenonponu3BoOANTENHO
nogpasgeneHns ana BHeceHUs mameHeHnin B IPK gokymeHTa B C3/[, MM UHYHO
perncTpayoHHO-YYeTHYIO opmy.

7.7. Tpn yBONbHEHUN WK MepPexoe Ha ApYroi yyacToK paboTbl COTPYAHUK
0683aH caTtb AOKYMEHTbl UM [efla PYKOBOAUTENO NoApasfeneHns UM rno ero
YKa3aHU0 BHOBb Ha3HaYeHHOMY COTPYAHUKY (B C/lyyae Heob6XoAMMOCTMU, - MO
aKTy npuema-nepegayuv, B KOTOPOM YKa3blBalOTCA BUAbI Aen (3aronoBku fen) n nx
KOMMYECTBO U KOTOPbIA MNOAMUCLIBAETCA PAOOTHMKOM, nepefaBLUMM AOKYMEHTbI, 1
PabOTHUKOM, MPUHABLLUNM LOKYMEHTbI).

7.8. Pe3ynbTaToM WCMNOJIHEHUA [OOKYMEHTa ABMAETCA NPOEKT [AOKYMEHTAa,
NOArOTOB/IEHHbIN UCMO/THUTENEM.

MpoeKT  [OKyMeHTa €O BCeMUM  HeOOXOAUMBbIMW  MPUSIOXKEHUSAMN,
HarneyataHHbIn 1 ODOPMJIEHHbIN B COOTBETCTBUWN C MpaBuiamMu, YCTaHOB/IEHHbIMU
B pasgene 3 HacTosAWEW WHCTPYKUMW, WCMONHUTENb  COrNacoBbIBaeT ¢
3aMHTepecoBaHHbIMM MNoApasfeneHnaMm U aMuamm U, npu HeobxoguMocTn, ¢
APYTrvMU opraHusaumsamu.

JOKyMeHTbI, npefHasHayeHHble A8 OTnpaBKW, OQOpPMAAOTCA Ha 6naHke
MwuHMCTepCcTBa YCTAHOB/IEHHOW (hopMbl. 115 OTNpaBky JOKYMEHTOB, HE MMEIOLLINX
afpecHO YacTu, COCTaB/ISIETCA CONPOBOAMTENIbHOE MUCHMO.

Ha [OoKyMeHT, paccblnaemblii 605ee 4eM B YeTblpe agpeca, MCMOSHUTENb
rOTOBUT CMUCOK PacCblKU, ornpeaenser KO/MYECTBO 3K3EMIMNIAPOB [AOKYMEHTa U
nocne perucTpaymMm obecrnevmBaeT W3roTOB/EHNE HEOOXOAMMOro KOJn4yecTsa
KOMWA.

7.9. NcnonHntenb (OTBETCTBEHHbIN MCMOMHUTENb) OPraHMU3yeT cornacoBaHue
(BM3MpOBaHMe) nNpoeKkTa [AOKYMeHTa CO BCEMW 3aMHTepPecOoBaHHbIMU NLAMWU U
NPOBOAUT A0PabOoTKY NMpoeKTa.

Mpy HannumMmM 6GOMbLLLOrO  KOMMYecTBa 3aMeyaHWin [o  MpeacTaBeHus
[l0paboTaHHOro MnpoekTa AOKYMeHTa Ha MOAMUCb PYKOBOAUTENHO WCMOHUTENb
rOTOBUT CBOAKY 3ameyaHuUn  (NpefiodXXeHWin), B  KOTOPOWN  YyKa3blBaeTCs:
cofep>kaHue 3ameyaHusa (MpefnoXXeHus), AO/MKHOCTb, (hamMuans nmua, AaBLUEero
3amMeyaHue, MPUHATO UM OTKOHEHO 3ameyaHue (ecnu 3ameyaHwe OTK/IOHEHO, -
NPUYNHY OTK/IOHEHUS).

7.10. Mocne popaboTKM M NOBTOPHOI0 BM3MPOBaHUA (COrnacoBaHus) NMPOEKT
[OKyMeHTa rnepefaeTcAa Ha noanucaHwe (yTBep)kaeHue). [o npeacTtaBneHUs Ha
noAMNUCb WCMOMIHUTENb MPOBEPSAET MPaBWU/IbHOCTb OOPM/IEHUS [OOKYMEHTa,
NpaBWUIbLHOCTb OOPM/IEHNS afpecaTa, Haimume Heob6Xo4MMbIX BU3, NMPUIOXKEHNUIA,
npyu HeoO6XOAUMOCTU - CrpPaBOK, MOACHUTENIbHbLIX 3arucoK, pPas3bACHALWMNX
cofep>kaHne NoAroToB/IEHHbIX JOKYMEHTOB, nncTa (yKasartesns) pacCbliKu.

7.11. MNopnucaHHbIi OOKYMEHT MCMOMHUTENb B COOTBETCTBMM C MOPALKOM,
YCTaHOB/IEHHbIM HACTOALLE MHCTPYKUMEN MO AenonpounsBOACTBY, nepefaet ans
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PErUCTPALN U OTNPABKM U/UNN BKIKOUEHWUS B AENO.

B COOTBETCTBUM C HOMEHKNATYpOW Aen MCMONMHUTENb onpeaensieT UHAEKC
Aena, B KOTOPOe [J0/KeH ObITb BKIHOUEH [OKYMEHT.

7.12. B xo4e VUCNOMHEHUS AOKYMEHTA UCMOMHUTENb UMEET MPaBO NpeaiaraTb
M3MEHEHME CPOKA WCMOMIHEHWUS, €CAM  OTCYTCTBYHOT peasibHble  YC0BUS
NCMOSTHEHNS AOKYMeHTa (NopydeHust), aenaTb MOMETKM Ha [JOKYMEHTE O BPEMEHM
ero nocCTyrnneHusl, 0 fatax MPOMEXYTOYHOIO KOHTPONSA, TeneqoHHbIX U
MUCbMEHHBIX 3arpocax, 0 AaTe W Pe3y/bTaTe OKOHYATe/IbHOrO UCMOMHEHUS.

7.13. VicnonHuTenb He MMEET MpaBa pasrfallaTh cogepykaHue MoCTYNMBLUMX
K HeMy AOKYMEHTOB W MOArOTOB/IEHHbLIX MPOEKTOB CNYXeBGHbIX AOKYMEHTOB, C
HAMU MOTYT OblTb O3HAKOMJIEHbI TOMLKO fMLUA, WUMEIOLME OTHOLUEHME K MX
MCMOHEHUIO.

VIII. JokyMmeHTasbHbIN (hOHA MunHUcTepcTBa

8.1. PaspaboTKa 1 BefjeHNe HOMEHK/ATYpPbI e

8.1.1. OpraHusauma JOKYMEHTOB B [eN0Npon3BoACTBe NpeAcTaBnseT cobomn
COBOKYMHOCTb  BMAOB  paboT, o0becneymBalrOLLMX  COXPaAHHOCTb,  Y4eT,
cuctemMaTmsauuio  AOKYMEHTOB, (opmMupoBaHMe W OohopMeHWe fOen B
[enonpou3BoACTBe U UX Mepegady B apxmB MuHuUcTepcTBa (fanee - apxuB) B
COOTBETCTBMN  C  TpPebOBaHUAMM,  YCTaHOBMEHHbIMW  FOCYAapCTBEHHbLIMU
cTaHgapTamMm Ha AOKYMEHTbl, HOPMaTUBHbIMW NPaBOBbIMM akTaMu PenepasibHOro
apPXMBHOIO areHTCTBa, a TakKXKe COOTBETCTBYHOLMMN HOPMATUBHO-METOANYECKMMU
[OKYMEHTaMn Mo apXMBHOMY JieNnly U Aenonpon3BOACTBY.

8.1.2. B uenax xpaHeHus, NOUCKa 1 MUCMo/b30BaHMSA OKYMEHTOB Ha OyMa>KHOM
HOCUTE/Ne N 3MIEKTPOHHbIE AOKYMEHTbl (DOPMUPYIOTCA B Aefla B COOTBETCTBUMU C
HOMEHK/ATYpOin fen.

HomeHKnaTypa gensakpennset Knaccuukauuo (rpynnupoBKy) MCMOSTHEHHbIX
[OKYMEHTOB B fiefia (3N1eKTPOHHble fena), cucTematmsaumio M MHAEKcauuio fJen,
CPOKM NX XpaHEeHUs U ABNAETCA OCHOBHbLIM YUYeTHbIM AOKYMEHTOM.

HomeHknatypa pfen $BNAsSeTCS OCHOBOW NS COCTaBleHWA Onucen  fen
NMOCTOAHHOI0, BPEMeHHbIX (CBblle 10 /1eT) CPOKOB XpaHeHUs 1 MO IMYHOMY COCTaBy,
aKTOB 0 BblAeNeHNN K YHUUYTOXEHNIO AOKYMEHTOB C UCTEKLUMMM CPOKaMKN XPaHEHUS, a
TaKXXe O/1a yyeTa fenl BpeMeHHbIX (40 10 neT BKAKUYMTENbHO) CPOKOB XPaHEHMS.

8.1.3. HomeHknatypa gen MuHMCTepCcTBa COCTaB/IAETCA Ha OCHOBE W3yYeHUs
cocTaBa U cofepXXaHWs LOKYMEHTOB, 00pasytoLMXCA B AeATeNbHOCTU OpraHu3auuu,
BK/IKOYast AOKYMEHTbI, MOCTYynaroLLme U3 ApYrnx opraHn3auuia.

8.1.4. lpu cocTaBneHMN HOMeHKNaTypbl fen crefyeT pPYKOBOACTBOBATLCA
lNonoxxeHnem 0 MUWHUCTEPCTBE, MONOXKEHUAMU O CTPYKTYPHbIX MoApasgeneHusx,
LUTATHbIM ~ pacnucaHWeMm, nfaHamum W OoT4yeTamm 0 pabote MUHUCTEPCTBA,
HOMEHKNaTypoi Aen 3a npowlewmnii rog, HOPMaTMBHbIMW akTamu MUHUCTEPCTBA,
cofepXalWumm  CBefeHMs O [JOKyMeHTax, 00pasyrowmuxca B  [AeATe/IbHOCTU
MWHMCTEPCTBA, NepeyHAMN JOKYMEHTOB C YKa3aHWeM CPOKOB NX XpaHeHUS.
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8.1.5. B HOMeHKnatypy fen BK/IKYaKTCA BCe AOKYMEHTbI, OTpakaroLime
[EeATeIbHOCTb CTPYKTYPHbIX nogpasgeneHnii MUHUCTepCTBa B TOM YMC/e JOKYMEHTbI
OrpaHMYeHHOro AoCTyna, PerucTpalyoOHHbIE N YYeTHble XXYPHaslbl U KapTOTEKW, B
He06X04MMbIX CNyYasX - KOMuUu AOKYMEHTOB. JJOKYMEHTbI, CO3[jaHHbIE B 3/1EKTPOHHOM
(hopme, BK/IKOYAKOTCA B HOMEHKNATYPY e Mo TEM XKe npasusiam, YTo U JOKYMEHTbI Ha
OyMaXXHOM HOCUTENE.

8.1.6. CBoaHaa HomeHKnatypa gen MUWHUCTEPCTBA COCTaBNAETCA ULOM,
OTBETCTBEHHbIM 3a apxmB MWHUCTEPCTBA, Ha OCHOBE HOMEHKNaTyp Jen
CTPYKTYPHbIX nogpasfenieHnii no opme, yctaHOB/eHHOM [MpaBunamMn XpaHeHus,
KOMM/IEKTOBAaHMA, yyeTa U UCMNO/b30BaHNSA AOKYMEHTOB APXMBHOIO oHaa PD
APYTNX apXUBHbIX JOKYMEHTOB B OpraHax MeCTHOro caMoyrnpas/ieHus.

8.1.7. HomeHknatypa gen MuHuUCTepCcTBa NOAMNUCLIBAETCA PYKOBOAUTENEM
CNy>Xbbl  [eN10nNpon3BOACTBA, BM3MPYeTCA  OTBETCTBEHHON  3a  apXuB,
COrnacoBbIBaeTCA C 3KCMepTHOW Komuccmen MuHucTepcTBa, MUHUCTEPCTBO
ABMAETCA WCTOYHMKOM KomnnektoBaHusa TKY «UIA PO», oAnH pa3s B 5 neT
npeacTasnseTca Ha cornacosaHne INK MuHucTepcTBa tocTuuum PL.

BHOBb CO03gaHHOe WM peopraHU3oBaHHOEe rMojpasfiesieHne [OO/HDKHO B
MECAYHbIA CPOK pa3paboTaTb HOMEHKIATYpy Aen U npefctaButb ee B Cryxoy
[lenonpon3BoACTBa.

8.1.8. HowmeHknatypa pgen cornacosaHHaa ¢ 3lNK MwuHiocta P/
YTBEPXAAeTCA MUHUCTPOM U BBOAWUTCH B AeWCTBME C 1-ro sAHBaps MpeacTosLero
KaneHgapHoro roga! CornacosaHHasa ¢ QINK MwuHiocTa P/ HOMeHKnaTypa Aen B
KOHLIE KaXKA0ro roga yTouyHseTca, nepeneyaTbiBaeTca, YTBepXXAaeTcsa MUHUCTPOM
N BBOAUTCA C 1 AHBaps NMpeAcTosALLEero KajieHgapHoro roga.

Pa3genbl B CBOAHON HOMeHKnatype fgen MUHUCTepCTBa COOTBETCTBYHOT
Ha3BaHWSAM NoApasfeNieHnin 1 pacnosaraloTcAa B COOTBETCTBUM C YTBEPXKAEHHOW
CTPYKTYpoit MNHUCTepCTBA.

8.1.9. CBogHaa HoMeHKnatypa fen neyaraetcs B 4 ak3emnnspax. epsbiii
YTBEPXAEHHbIA 3K3eMNiap SABNSETCA [AOKYMEHTOM MOCTOSHHOIO XpaHeHus W«
BK/IHOYAETCA B [eN1I0 OTAena, BTOPO — MCMO/b3YeTCA B YNpPaB/eHUSAX B KayecTse
paboyero ak3emnspa, TPeTUN — nepegaeTca B apxmus MUHUCTEPCTBA, YETBEPTLIN
xpaHutcs B TKY P/, «LleHTpanbHbIA TOCYyAapCTBEHHbIA apxuB Pecny6/mku
LarectaH».

Pabounin 3K3eMNNApP HOMEHKIATYypbl AeNl MOXET BEeCTUCb B 3/IEKTPOHHOM
Bue.

8.1.10. Npathbl HOMEHKNATYPbI AeN 3anoNHAKTCA cnegyrowmm obpasom (Cm.
MNpunoxeHve Neb):

B rpaje | nNpOCTaBNAKTCA WHAEKCbl KaXX[oro fena, BK/KOYEHHOro B
HOMeHKNaTypy. WVIHAeKC pena COCTOUT M3 YCTaHOB/IeHHOro B MwuHUCTEpCTBe
LNPOBOro 0603HaYeHUA CTPYKTYPHOro noppasfefieHnss n nopsgkoBoro Homepa
3arofioBKa gena no HOMeHKaType Aen B npegenax CTPYKTYPHOro nogpasgeneHus.
NHaekebl gen ob6o3HavatoTca apabCckummn umndpamm, Hanpumep: 10-04, rge 10 -
NHAEKC CTPYKTYPHOro nogpasgeneHus, 04 - nopsaKoBbIi HOMEp gena.

B HOMeHKnatype fen peKoMeHAyeTCs COXpaHATb O4MHAaKOBble MHAEKCHI Ans



49

OOHOPOAHbIX AeN B npefenax pasHbiX CTPYKTYPHbIX NoApa3feneHunia;

B rpadyy 2 BK/OYAKOTCSA 3arosioBku fgen (TomoB, 4acTen). LOKYMEHTbl B
HOMeHKNaType fen pacnosaratoTca Mo CTerneHW 3HauYuMMOCTU U MO Ha3BaHUAM.
BHauyane pacnonaraloTcA 3aro/ioOBKU e/, cofepXawmx opraHusauMoHHO-
pacnopaguTenbHy0 AOKYMEHTAaUWUI0, Jajiee - M1aHOBblE U OTYETHbIe AOKYMEHTHI,
nepenuncka u T1.4.

3aronoBoK fena fO/MKeH YeTKo, B 0606LeHHOM (hopMe OTpaxkaTb OCHOBHOE
cogepXXaHne M cocTaB [OKYMeHTOB fena. He ponyckaetca ynoTtpebreHwe B
3arosioBke [fesia HEKOHKPETHbIX (POPMY/IMPOBOK («pasHble maTepuasbl», «0bLuas
nepenncka» W [Apyroe). 3arofioBKM [fAen  MOryT YTOYHATbLCA B MNpouecce
opmupoBaHns fen. 3arofioBOK Aefia COCTOUT U3 3/IEMEHTOB, pacrosfiaraeMblX B
cnepyoLlent nocnefoBaTe/lbHOCTU: Ha3BaHMe BUAa gena (KypHas, rnepenuncka) uim
pa3sHOBUAHOCTN AOKYMEHTOB (MpuKasbl, akTbl); Ha3BaHWe MuHUCTepPCTBA UAKU €ro
CTPYKTYpPHOro nogpasfefneHna (aBTop [OKYMEHTa); HasBaHMe opraHusaumm,
KOTOpor OyayT afpecoBaHbl WM OT KOTOpPOM OyayT NoJlyveHbl [AOKYMEHTbI
(agpecar mnM KOPPeCrnoHAEHT); KpaTKoe cojepXXaHuve [AOKYMEHTOB fJena; Aata
(nepuopg), K KOTOpPbIM OTHOCATCA AOKYMEHTbI Aena.

B 3aronoBkax pgen, cofepxalinx AOKYMEHTbl MO O4HOMY BOMPOCY, HO He
CBfA3aHHbLIX MOCNef0BaTeNIbHOCTLIO  WUCMOJIHEHUA, B  KayecTBe BuUAa pAena
YyroTpeonsaeTcs TEePMUH «AOKYMEHTbI», a B KOHLE 3arofnoBka B CKOOKax
YKasblBatOTCA OCHOBHbIe Pa3HOBMAHOCTU AOKYMEHTOB, Hanpumep: «[JOKYMeHTbl 0
... (MNaHbl, akTbl, 4OKNabl)».

B 3aronoBkax fen, cogepxalinx Meperncky, YKasblBaeTCA C Kem. U o
KakoMmy Bonpocy oHa Befetca. Ecnm nepenucka BefeTca € OA4HOPOAHbLIMU
KOoppecrnoHAeHTaMn, Noc/efHNe He YKasbIBaloTCH, YKa3blBaeTCA TOMbKO UX 06Lee
BMAOBOE Ha3BaHuWe: «llepenucka ¢ opraHamMn WCMOSIHUTENbHOMW  BNacTu
Pecny6nuku [larectaH no OCHOBHOW A€ATE/IbHOCTM.

Ecnu KoppecnoHAeHTbl pasHOpPOAHbIe, TO MOCNEAHME He MepeyuncnaroTcs,
Hanpumep: «lMNepenncka c opraHn3ayMsaMm No OCHOBHOM AeATeNbHOCTU.

Ecnu KoppecnoHZeHT OAMH, TO OH YKa3blBaeTCA B 3aro/fIoBKe, Hanpumep:
«lMepenncka ¢ MwuHUCTepCTBOM 06pasoBaHuss Poccuiicko  Pegepaumm  no
OCHOBHOW [AeSiTe/IbHOCTU».

B 3aronoskax fen, cofepXallux naaHOBYH WUIN OTYETHYIO JOKYMeHTaLuu,
yKasblBaeTca nepuof (rod, Keaptas, Mecsiu), Ha (3a) KOTOPbI COCTaB/ieHbl MaHbl
(oTyeThl);

rpada 3 3anosiHAeTCA N0 OKOHYaHUW KasieH4apHOoro roaa,;

B rpage 4 yKasblBaeTCA CPOK XpaHeHUs [ena;

B rpae 5 «[lMpumeyaHne» MPOCTABASAKOTCA OTMETKU O 3aBefeHun fefl, 0
nepexofawmnx fenax, 0 BblAeNeHUM f[en K YHUUYTOXEHW, O COTPYAHUKaX,
OTBETCTBEHHbIX 3a (hopMMpoBaHWe fefl, YKa3blBalOTCA Ha3BaHWUA MepeyHel
[OKYMEHTOB, MCMNOMb30BaHHbIX NPY OnpeenieHUN CPOKOB XpaHEHUA fen.

8.1.11. Ecnu B TeyeHwe roga B MWHUCTEPCTBE BO3HUKAKOT HOBbIE
LOKYMEHTMPYEMblE  Yy4yaCTKM paboTbl, He NpeayCMOTPEHHble fefa, OHWU
[lONONHNTENbHO BHOCATCA B HOMeHKMaTypy gen. A4 BHOBb 3aBOAUMbBbIX [eNn B
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KaXkl0oM pa3fgesie HOMeHKNAaTypbl e/ OCTaBNAKTCA pe3epBHbIe HOMepa.

Mo OKOHYaHWU rofla B KOHLIe HOMeHK/aTypbl en AenaeTcsa UTorosas 3anmch
0 KaTeropmsax n Kosim4vecTBe 3aBefleHHbIX Jer.

8. 2. dopmMupoBaHue fef1 U NX TeKyLlee XpaHeHne

8.2.1. ®opmMunpoBaHMEM f[en  ABNAETCA  FPyNMNUPOBKa  WUCMNOMHEHHbIX
[OKYMEHTOB B fefia B COOTBETCTBMW C HOMEHKNATypOM [fen U cuctematmsaums
[OKYMEHTOB BHYTpU Jena.

Jena B MuHUCTEpCTBE (DOPMUPYIOTCA B CTPYKTYPHbIX MNoApasfeneHnsax
COTPYAHUKaMW, OTBETCTBEHHbIMU 3a Ae/0Mnpon3BOACTBO.

MeToguyeckoe  pPyKoOBOACTBO M KOHTPO/b 32  MNPaBWU/IbHOCTLIO
opMmupoBaHMua 1 ohopmMieHUA  Oen  OCYLULecTBASEeTCA  Creuunasiuctom,
OTBETCTBEHHbLIM 33 apXUB.

MONHOCTBHO WCMOMIHEHHbIE [AOKYMEHTbI WUCMONHUTENEM (OPMUPYIOTCH B
feno. Homep pgena, B KOTOPOe [AO/MKEeH ObiTb MOALIMT LOKYMEHT, Oonpegenser
ncnonHUTeNb. Ha AOKYMEHTe MpOCTaBfATCA OTMETKU «B geno Ne »
fara, noAnucb UCNOMHUTENA, pacLLUN(POBKa NOAMNUCH.

8.2.2. MNpun dopmupoBaHnUM fen HeobXxoAMMO cobnhaTh Ccnegyroume
npaeuna: B Aena nomewiatb TOMbKO MCMOMHEHHbIe, MNPaBubHO OJOPM/IEeHHbIe
[OKYMEHTbI, OTHOCSILLMECS K O4HOMY BOMPOCY 3a KaneHAapHbIA rog (MCKAoyeHme
COCTaBNAKOT nepexofsawive fgena); Aena NOCTOAHHONO U BPEMEHHOrO XpaHeHWUs
QOPMUPYIOTCA  pasfefibHo;  AOKYMeHTbl BHYTpPU [efna pacnofniaralTcs B
XPOHO/IOTMYECKOW,  BOMPOCHO-MI0TMYECKO  MoCnefoBaTe/ibHOCTM UM UX
CoYeTaHuUN; B fefna He MOMELLatoTCA YepHOBWUKW, NULLIHWE 3K3eMnasapbl. [Mpu
Hannuun B fdene 60MbLLIOIO KO/MYeCcTBa /IMCTOB Aena NnoppasfenstoTcs Ha Toma,
MHAEKC W 3aro/ioBOK [efla NpocCTaBseTCsa Ha KaXKA0M TOMe ¢ f00aB/IEHNEM «T. 1»,
«T. 2».

8.2.3. PacnopsaantencHble AOKYMEHTLI FPYyNnUpPYOTCA B Aena no Buaam U
XPOHOMIOTUN C OTHOCALLUMUCH K HUM MPUSIOXKEHUSMN.

[MpOTOKONbI  KOMJIErMU  TPYMAUPYKOTCA C  MNPUIOKEHUAMU K HUM  U”
pacnonaratoTca B Aesie B XPOHO/I0rMYeCcKOM NopsaaKe no HoMepam.

[MoNnoXeHus, WHCTPYKUUW, YTBepXAeHHble HOPMaTMBHbLIMW MNpPaBOBbLIMU
aKTamu, ABNAKOTCA NPUIOXKEHNAMU K HUM U TPYNNUPYHOTCA BMECTe € YKa3aHHbIMU
aktTamn. Ecnn >xe OHW yTBep>XAeHbl B KayeCcTBe CaMOCTOATENIbHOINO AOKYMeHTa, TO
NX TPYNNUPYIOT B CAMOCTOATE/IbHbIE Aena.

MopyyeHns BbILLECTOALWMX OpraHM3aunii U 4OKYMEHTbI MO UX UCMOSTHEHWUIO
rpynnupyroTca B fiena No Harnpas/ieHUaM aeaTenbHoCTU MUHUCTepCTBa.

NpuKasbl Mo MYHOMY COCTaBy FPYNMUPYKOTCA OTAENbHO OT MPUKAasoB Mo
OCHOBHOW [fesTeNlbHOCTU. [puKasbl 0 Ha3HayeHUW, nepemMeLLleHnU, YBOJSIbHEHUN
coTpygHukoB (XxpaHswmeca 50 net (c 2003 roga)) rpynnupyroTcs OTAENbHO OT
npukasoB 06 OTNycKax, KOMaHAMPOBKax, MOOLPEHUAX, AUCLUNINHAPHBLIX
B3bICKaHUAX U T.4. (3TW NpUKasbl XpPaHATCA 5 feT).

[MnaHbl, OTYETbl, CMeTbl (OPMUPYKOTCA OTAENbHO OT MPOEKTOB 3TUX
[OKYMEHTOB W [O/MKHbl XPaHUTLCA B Aenax TOro roga, Ha KOTOPbIA OHWU
COCTaB/IeHbI.
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MepenuncKy C yYpeXxaeHUsMn 1 rpakgaHamu cnefyeTt rpynnupoBath B Aena
3a Nepuoj, KaneHaapHoro roaa.

B [geno nepennucku NOMELLAKOTCS BCe [AOKYMEHTbl, BO3HMKLUME B XOfe
pelleHnss Bornpoca. [lepenucka CUCTEMATM3UPYETC B XPOHOIOMMYECKOWA
NnocnefoBaTe/lbHOCTU: [OKYMEHT-OTBET MOMELLAETCA 3a [JOKYMEHTOM-3arpocoM.
Mpn BO30GHOBMEHUN MNEPenuUCcKXU Mo OnpeaeneHHOMY BOMPOCY, HayaBLUelncs B
npeablayLemM rofy, AOKYMEHTbl BK/IHOUAKOTCA B AeN0 TEKYLIEro roga ¢ ykasaHuem
NHAEKCa NpeablayLero roja.

NnueBble  cyeta  pabOTHMKOB  MuUHUCTEpPCTBA  FPYNnNupyrOTCs B
CaMOCTOSITE/IbHbIE [1eN1a U pacronaratoTcs B HUX CTPOro B nopsake andasuTa no
haMuIMsaM, UMeHam U 0TYeCcTBaM.

8.3. NoarotoBKa AOKYMEHTOB 1 [IeN K nepefayve Ha apxmMBHOe XpaHeHne

8.3.1. C MomeHTa 3aBefieHMs U A0 nepegayn B apxuB MuHucTepcTa (Mnn
YHUUYTOXKEHUS) [eNa XPaHATCA no MecTy ux hopMMpoBaHNS.

[ena cumTaloTCcs 3aBeAEeHHbIMW C MOMEHTA BK/IKOYEHUS B HUX MNEPBOro
MCMONHEHHOr0 AOKyMeHTa. ocne NCNoNHeHNs JOKYMEHTOB M OKOHYaHUS paboThl
C HAMW OHW MOMeLLAOTCS B TBepAble 06/10)KKN MW NanKu-perncTpaTopsbl.

PyKoBOAUTENWN CTPYKTYPHbIX MoApa3feneHnin u  COTPYAHUKM  HEeCyT
OTBETCTBEHHOCTb 3a COXPAHHOCTb AOKYMEHTOB U Aen.

[ena HaxogATca B paboyMx KOMHATaX WAM CcreunasnbHO OTBeAeHHbIX
NoMeLleHMAX, pacnonaraldTcs B WKadax, celiPax B COOTBETCTBUN ¢
HOMEHKaTypoi aen.

B uensax noBbilLEHNS ONepPaTMBHOrO NONUCKa AOKYMEHTOB BCe Aesia XpPaHATCA
B LUKahax B BEPTMKA/IbHOM MOMOXXEHNN, B KaXXAOM LUKady A0/MHKHA ObITb KOMUS
(M BbINMCKA) HOMEHKNATYPbl AeN, XPaHAWMXCA B 3TOM LUKady; Ha KopellKax
06/10)KeK AieN yKa3bIBalOT MHAEKCHI Aen Ans obneryeHns novcka aen.

PaboTHUKN nogpasaeneHnini MMHUCTEPCTBa XPaHAT y cebs Ha CToMe TOMbKO
JIOKYMEHTbI, HAXOASALMECS HA UCMOMHEHUN.

[ena, HaxogsimMecss Ha TeKYLLUEeM XPaHeHWW, noanexar y4yety. B cnyuvae
yTpaTbl [OKYMEHTOB W [en NpoBOAWUTCS CNy>kebHOe paccfniefoBaHue, Mo
pe3ynbTatam KOTOPOro /MU0, BWMHOBHOE B YyTpaTe, HeceT OTBETCTBEHHOCTb B
YyCTaHOB/IEHHOM MOPSAKE.

8.3.2. Bblgaua gen paboTHMKaM Apyrux noapasgeneHnii He Mpon3BOANTCS.
Mpy HEOGXOAMMOCTHU, BbIAAETCA KOMUS JOKYMEHTA.

CTOpPOHHMM OpraHm3auusiM aena BblAAKOTCS C pa3peLleHns MUHUCTPpa Mnn
ero 3amMecTuTeNe No akTaM Ha OCHOBaHWUM X MUCbMEHHOrO 3anpoca.

N3bsATME OOKYMEHTOB M3 [AeNn TMOCTOSHHOrO XpaHeHWs [OMycKaeTcs B
NUCKMKOUUTENBHbIX CNy4YasaX W MPOM3BOAMTCS C paspelleHns PYKOBOAUTENel
MwuHncTepcTBa C 0053aTeflbHbIM OCTaBEHWMEM B [efle 3aBEPEeHHOM Konuu
[IOKYMeHTa 1 akTa 0 NpuyMHax Bblaayun NoAMHHMKA.

8.3.3. MoaroToBKa Aen K nepefayve Ha XpaHeHWe B apxuB MUWHUCTEPCTBA U
Ha YHWUUYTOXeEHMe npedycmaTpuBaeT paboTy, KOTopas npoBoAUTCA B
noapasgeneHnsx MuUHUCTEpPCTBA WM BKAIKOYaeT B Cebs  cnegylouive  3Tanbl:
NpoBefeHNe 3KCNepTU3bl LEHHOCTU [AOKYMEHTOB; MOMHOe OMOpM/IeEHNE Aen;
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COCTaB/IeHMe OMUCEN [eN; COCTaB/IeHME aKTOB O BblAeNIeHUN K YHUUTOXEHWNIO [eN
C UCTEKLLUNM CPOKOM XpaHeHUs.

OT1a paboTa nNpPoBOAMTCA B COOTBETCTBUWM C HacToAwen WIHCTpyKumein u
BbIMONHAETCA paboTHMKaMKn nogpasgeneHnin MMHUCTepcTBa.

KOHTpO/b BbINO/IHEHNA BbllleyKa3aHHbIX paboT M MEeTOAMYECKYH MOMOLLLb
nogpasaeneHnamMm MuHUCTepCTBa OCYLLIECTBNSET OTAEN.

8.3.4. B 3aBMCUMMOCTM OT CPOKOB XPaHEHWs MpPOBOAUTCS MOJIHOE WK
yacTuyHoe odopmneHve gen. [lonHoMy  OoOpMNeHMIO  nognexar  gena
NMOCTOSAHHOr0, BpPeMeHHoro (csbiwe 10 fieT) XpaHeHUs M MO JIMYHOMY COCTaBy.
MonHoe othopMneHne fdena npegycMarTpmBaeT 0hOpPM/IEHNE PEKBU3UTOB O6M0XKKM
[lena rno ycTaHOB/IEHHOMW (hopme; Hymepauuto ICTOB B fefie; COCTaB/ieHne SincTa-
3aBepuTeNns fena; COCTaB/leHMe B HEOOXOAUMbBIX C/yyasX BHYTPEHHer onucu
[OKYMEHTOB fena; NOALUMBKY WAW NepenseT Aena, BHeCeHMe HeobXOoAMMbIX
YTOUYHEHWIA B PEKBU3NTLI 00/10XKKM fiena.

8.3.5.Ha 006n0XKe fena YyKasblBalOTCA PEKBM3UTLI:  HauMeHOBaHue
MwuHUCTepCTBa 1 CTPYKTYPHOrO nogpasfenieHns, Aenonpon3BoACTBEHHbINM HOMepP
(nHOekc) pena, 3arofioBOK fAena; garta gena (Toma, 4YacTu); KOMMYeCTBO JINCTOB B
[lene; CPOK XpaHeHWs [efnia n HOMep cTaTbW MO MEPEYHIO; apXMBHbIN WUMP Aena
(Mpuno>keHne No7)

Ha o065n0)kKe 3aBefeHHbIX Aen AO/MKHbl ObITb MPOCTaB/eHbl Creaytoume
PEKBU3NTbI:

HauMeHoBaHMe  MwWHUCTEpPCTBA  --  YKasblBaeTCA  MOJIHOCTbIO, B
NMeHUTENbHOM nagexke. B cnyyasx, Korga B TeY4EHUE rofa, 3a KOTOpbIA FrOTOBSTCA
aena, MuHMCTepcTBO 6bI1I0 NeperMmeHoBaHO (NpeobpasoBaHO), M 3TO He BbI3BA/IO
BO3HWKHOBEHNSA HOBOro (poHAoobpasoBartens, Mof CTapbiM ee HauMeHOBaHWEM
NULLIETCA U HOBOE HaMMeHOBaHWE, HauMeHOBaHMe CTPYKTYPHOro nogpasfeneHus
(3anucblBaeTCs ero HaseaHme B COOTBETCTBUN C YTBEPXKAEHHOM CTPYKTYPOW);

[1eN10NPON3BOACTBEHHBLIN HOMEpP (MHAEKC) Aena — NPocTaBseTcs UMgpoBoe
0603HaveHMe (MHAEKC) [Aena Mo HOMeHKnatype fen; ecnvM feno CcocTouT U3
HECKOJIbKMX TOMOB, TO Ha 06/10)KKe MepBOro ToMa yKasblBaeTCA KO/IMYeCcTBO TOMOB
3TOro Aena, a Ha rnocrefyrowmx Tomax — HoMep ovepeHOro ToMa, Ha nocnefHem
TOMe Mnoc/e ero Homepa A06aBNsAeTCA C/I0BO «MOCNeAHUA»;

3aro/lIoBOK (HaMMeHoBaHWe) fefna — MepeHOCUTCA U3 HOMEHKNAaTypbl Aen,
COrN1acoBaHHOWN C 3KCMepTHO-NPOBEPOUHON KOMUCCHEN (B HEOOXOAMMbIX Cy4asx
B 3aro/lOBOK BHOCATCA YTOYHEHMA. HOMepa MpuKasos, MPOTOKOMOB U Ap.).
3arosioBoK pgena [o/MKeH ObITb KPaTKMM U B TO >Xe BPEMSI MOJIHO PacKpbiBaTb
cofepXxaHve MNOALWNTLIX B [AeN0 AOKYMEHTOB. B 3arosioBke ykasbiBalOTCSH BUAbI
NMEIOLLMXCA B fefle JOKYMEHTOB, UX aBTOP WM MO KakoMy OHW Boripocy. Ecnu
HaMMeHOBaHWe fefla He PacKpbIBaeT COAep)KaHMe MOALUNTbLIX B HEM [JOKYMEHTOB
(«Pa3Has nepenucka», «llepenucka no obLiMm Borpocam» U T.M.), COCTaBNAeTCA
HOBOE HauMeHOBaHWe, OTpaKarolLee CofepXKaHue NOALINTLIX B Aene AOKYMEHTOB,
1 06n0XKa fena nepeoopmnsercsa. Ecnv feny Henb3a AaTb O4HO 06Liee KpaTKoe
HaMMeHOBaHMEe, TO 3aro/loBOK COCTaBSIETCA MNyTEM 0600LLEHNA  CXOOHbIX
[OKYMEHTOB WX NepPeYnc/IieHns Hanbosee BaXKHbIX;
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jata pena - YykasbiBaloTca rof (bl) 3aBefeHus W OKOH4YaHWUS fena B
[1eNI0Npon3BOACTBE. Larton nen, cofeprxaLmx pacnopaguTenbHyo
AOKYMEHTaUNIo, a Takxke AN1a [en, COCTOAWMX U3 HECKONbKUX TOMOB (4Yactei),
ABNAOTCA KpaliHWe [aTbl [LOKYMEHTOB fena, T.e. AaTbl (4MC/iO, Mecsy, rog)
pernctpaumm (CocTaB/IEHMSA) CaMOro paHHero M camoro ro3gHero [JOKYMEHTOB,
BK/IKOYEHHbIX B geno. Mpu atom uncno (aBymsi uudpamu) m rog ob603HavaroTCA
apabCckumn uMdpamu, HasBaHMe Mecsua nuweTtcs cnosamn. Ecnm B geno
BK/IHOYEHbI JOKYMEHTbI (MPUIOXKEHNA U T.M.), AaTbl KOTOPbIX BbIXOAAT 3a KpaniHue
Aartbl fena, To nog Aatamu gena, ¢ HOBOM CTPOYKM fenaeTcs 06 3TOM 3anuch: «B
flene UMerTCA AOKYMEHTbI 3a... rog (bl)». daTbl Aena MOryT He yKa3blBaTbCH Ha
06N0XKe fen, codepxkallmx, Hanpumep, rogoBble MNiaHbl U OTYETHI, TaK KakK OHU
OTpaXkatoTCA B 3aro/ioBKax fefl.

Ona pen, chopMMpPOBaHHbLIX U3 JOKYMEHTOB MO HOMWHa/IbHOMY MPU3HAaKY,
TO eCTb MO BUAAM [OKYMEHTOB (MpuKasbl, pacriopsyKeHUs, akTbl U T.M.), AaTou
Hadyana fgena sBAseTCA faTa MNOANUCAHUA WM YTBEPXAEHUS CaMOro paHHero
[IOKyMeHTa, a [aToil OKOH4YaHuA - pgata nognucaHus (YTBEpXKAeHWs) camoro
Nno3fHero [AOKyMeHTa. [laToll pgena, COAEpPXKallero npOTOKONbl 3acefaHui,
ABNAETCA JaTa YTBepXAeHusa (eCciv OHM  YTBEPXKOAKTCA) WAN  COCTaB/IeHUA
NnepBoro n rnocnegHero nportokona. KpaiHumu gatamu IMYHOTO Aena AB/ATCA
JaTbl NOANUCAHUA MNPUKA30B O MPUEME W YBOJIbHEHUM NULA, Ha KOTOPOE OHO
3aBefleHO. B cnyyae cMepTu fivua, Ha KOTOpPOe 3aBefeHO [eflo, KOHEeYHOW [aToi
ABMIAETCA AaTa JOKYMEHTA, U3BELLAlOLLIEero 0 ero KOHUYnHe, Uan 3anmcb 06 aTOM.

Ons fgen, cofepXkawmx nMepenncky, AaToil Hayana fgena sBNseTcs fJarta
NMOCTYMN/IEHUA NEePBOro BXOAALLEro Wan gara nepBoro UCXoAsaLero AOKYMeEHTa, a
[aToO OKOH4YaHMA - [daTa camMoro MO3AHEro BXOASAWEro WM  MUCXOAALLEro
[OKYMeHTa He3aBMCUMO OT MecCTa HaxOoXAeHns UX B Jerne.

KonnyectBo nMpoHyMepoBaHHbIX B [efle INCTOB MPOCTaBAsSETCA C /nUCTa-
3aBepuTens gena.

PekBun3nT «CpoK XpaHeHWs gena v HOMep CTaTbU MepeyHsa» NepeHoCUTCH Ha
06N0XKY Aena M3 COOTBETCTBYHOLLIE HOMEHKIATYPbl Aen Moc/e CBEPKM ero co
CPOKOM XpaHeHUs, yKasaHHbIM B MepeyHe TUMOBbIX [OKYMEHTOB, C YKa3aHWeM
CPOKOB XpaHeHusa (npu BBeAEHUM B [ECTBME HOBbIX MepevHein LOKYMEHTOB CO
CpOKaMu XpaHeHusa cTapble 3annucy 3a4epKnUBaKoTCA, a CBepXy UNn pagoM MuLLyTCcs
HOBble [JaHHble). Ha pfenax MNOCTOAHHOrO XpaHeHWd nueTca: «XPaHUTb
NMOCTOAHHO.

8.3.6. ApXMBHbIA WNHP Aena (COCTOUT M3 HOMepa (hoHAa, HOMepa OMucK K
HOMepa fena rno onucu) Ha o6/10)KKax Aen NOCTOSAHHOIO XpaHeHMs NPOCTaB/IAeTCs
B apxuee MMUHUCTEPCTBA YepHWIaMW TOMIbBKO MOC/e BK/IKOYEHUA 3TUX [en B
rogoBble pasfesibl CBOAHbLIX OMNUCEN, YTBEPXKAEHHbIX 3KCMepTHO-NMPOBEPOYHON
Komuccre MuHucTepcTBa (4O 3TOrO0 OH MNpOCTaBnseTcA KapaHgawiom). Ha
06/10)KKax [en TMOCTOAHHOIO XpaHeHWs rpedycMaTpuBaeTca MecTo  A/is
HanmeHoBaHUA TKY P/L «LleHTpasibHbli rocyJapCTBEHHbIN apxuB Pecnyb6inkin
[arecTtaH», B KOTOPbIA 6yAyT rnepenaBaTbCs Aena.

8.3.7.T10 OKOHYaHMW [Oenonpou3BoACTBEHHOro (KaseHAapHOro) roga B
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ohopM/ieHNe 06M0XKKM e/l NOCTOAHHOIO XPaHeHUs BHOCATCS YTOUHEHUSA:

B 3aro/ioBKe flefl, coAepXKallmx pacrnopsaanTenbHble AOKYMEHTbI (MpuKasbl,
NMPOTOKO/bI), BbIHOCATCA MX HOMepa. Ecnn feno coctouT U3 HeCKONbKMX TOMOB, B
KaXKAOM TOMe YyKasblBaeTca pgara (4mcno, Mecsd, rof) Hayasa M OKOHYaHMUA
KaXK[0ro TomMa. ToOuYHble [aTbl MPOCTaBMAKOTCA Ha 00N0XKax ANsi 06neryeHums
NMoncKa AOKYMEHTOB B MOC/EAYOLLEM.

B.3.8. Lensx obecrieYeHNss COXPaHHOCTU W 3aKpersieHns rnopsigka
pacnosioXXeHna LOKYMEHTOB, BK/IHOYEHHbIX B [e/fi0, BCe ero JINCTbl, KPOMe JICTa-
3aBepuTeNnst U BHYTPeHHer onucy (cM. punoxeHne Ne9), HymepyroTcs. JIUCTbI
HYMEpPYIOTCA B NMPaBoOM BepXHeM Yry, He 3a4eBas TeKCTa JOKYMEHTOB.

JInCTbl fen, coCTOALUMX N3 HECKONbKMX TOMOB W/ YacTei, HyMepyrTCs Mo
Ka>KOMY TOMY WM YacTu OTAENbHO, Ha4YMHasa ¢ NepBoro.

JINCT ¢ Harnyxo Hak/eeHHbIMU [oKyMeHTamu (hoTorpadumsamMmn, Bblpeskamu,
BbINMUCKaMM 1 Ap.) HYMepyeTCa KaK OAMH JINCT; B HWKHE YyacTu nnm Ha obopoTe
TakKoro nncra fenaeTcs ONUCb HaK/NeeHHbIX Ha Hero AOKYMeHTOB. BO BHYTpeHHe
ONncCKU M B 3aBEPUTE/IbHON HaAMUCU B KOHLUE fenla 0 TakuxX JiucTtax pgenaercs
0OroBopka, Hanpumep: «Ha nucte 2 HakneeHo 4 goTtorpauu CorfacHO OMUcK Ha
060opoTe NucTax.

KapTbl U CXeMbl, CK/IeeHHble N3 HECKOJIbKUX JINCTOB, HYMEPYHOTCH KaK OAWH
NUCT. Ha Taknux nuctax Ha 06opoTe unm cBo60AHOM OT TeKCTa MECTe YKa3blBaeTcs
KOMNYEeCTBO J/INCTOB B CK/eilke. BO BHYTpPeHHeW OnMncuM W B 3aBEPUTESIbHOWN
HaAMMCU B KOHLE [efa 0 Takux NncTax AefiaeTca orosopka, Hanpumep: «Jlucrt 7 -
KapTa-cknerka nu3 10 nnucTos.

Ecnn K pokymeHTy (NUCTY) MOAKIEEHbl O4HUM Kpaem Apyrve LOKYMEHTbI
(BCTaBKM TeKCTa, MNepeBOAbl, BbIPE3KWU, CNpPaBKU W Ap.), TO KaXAblil [LOKYMEHT
HYMepyeTca OTAe/IbHO, oYepeHbIM NOPAAKOBLIM HOMEPOM.

MogwunTble B [0 KOHBEPTbl C BOXEHUAMW HYMEPYIOTCA: BHadase
KOHBepT, a 3aTeM o4yepedHbIM HOMEPOM KaXK[oe B/OXeHue B KOHBepTe. Hanbonee
LeHHble B UCTOPUYECKOM U XYO0XXECTBEHHOM OTHOLLEHUU LOKYMEHTbl (YepTexwu,
pykonucu, rpauka u T.4.) He NOALINBAKOTCSH, a BKNaAblBatOTCSH B KOHBEPTHI.

Ecnm B Hymepauuu NUCTOB [OMYLEHO MHOro oOwuboK, Bce [eno
HyMepyeTca 3aHOBO. [py 3TOM CTapble HOMepa 3a4epKUBaOTCA OAHOW HaK/TOHHOW
4yepToOil, U PAOOM CTaBUTCA HOBbIA HOMep nmcTa. B KOHUEe fAena cocTaBnsieTcs
HOBad 3aBepwuTefibHaa Haanucb, MPW 3TOM CTapas 3aBepuTesibHas Haanuchb
3a4YEpPKNBAETCA, HO COXPaHAETCA B [Jefie; BHOCATCA TakKXe WCnpaBneHns BO
BHYTPEHHIOKO OMUCb, WX OMUCb COCTaB/IAETCA 3aHOBO. [pn HaNNMUYMN OTAENbHbIX
OWNOBOK B HymepauuMm NUCTOB B Aenax Mpu MNOAroTOBKE WX K cAave B apxuB
[lIOMYCKaeTCA MO COrnacoBaHWIO C HUM YnoTpebsieHne NUTePHbIX (C OYKBEHHLIMMA
[OMOIHEHNAMKM) HOMEPOB /INCTOB.

Nocne 3aBepLUeHUs HyMepauun JINCTOB COCTaB/AETCA 3aBepuTesibHas
Hagnucb, KOTOpas pacnonaraeTcd B KOHUe fJena. 3aBepuTesibHas HaAnucb
COCTaB/IAeTCA B Aefie Ha OTAeNbHOM nincTe-3aBeputene gena (MpunoxeHneNe.9). B
3aBepuTe/IbHOW Haanucu umugpamm 1 NPonncbio' yKasbiBaeTCs KOIMYECTBO /INCTOB
B AAHHOM fefne, OCOGEHHOCTU OTAeNbHbIX AOKYMEHTOB (YepTexku, oTorpadum,
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PUCYHKU W T.MN.), PU3NYECKOr0 COCTOSAHUA AOKYMEHTOB (NoMapKu, Hepa3bopumBblii
TEKCT, MOpBaHHble NNCTbl U Ap.) WU Hymepauun (NUTepHble, NPOMYyLlEeHHbIe
HOMepa).

3aBepuTefnibHaas HaanUCb MOAMUCHLIBAETCA €e COCTaBUTe/leM C YKasaHWeMm
pacLLUNpPPOBKN NOAMUCK, [OMKHOCTU N AaTbl cOCTaBneHns. KonmyecTso /IMCTOB B
[ene rnpocTaenseTcss Ha O0O6/0XKKe fJena B COOTBETCTBUM C  3aBEPUTE/IbHOW
HaAMNnCoLHo.

Ons  yyeta [OKYMEHTOB OMpefefieHHbIX KaTeropui MOCTOSAHHOIO MU
[0/ToBpeMeHHOro cpokos (10 u Bbiwe 10 NeT) XpaHeHUs, Y4yeT KOTOPbIX
BbI3bIBAETCA CMEUUUKON AaHHOM AOKYMeHTauumn (0Co60 LieHHbIe, NINYHbIE Aena),
COCTaB/IAIETCA BHYTPEHHSIA OMWCb [OOKYMEHTOB fJena. BHYyTpeHHsAA onuch
COCTaB/NSAETCA Ha OTAEe/IbHOM /IUCTE MO YCTAHOB/IEHHOW (OpMe W COAEPXKUT
CBefeHNA 0 MOPALKOBbLIX HOMepax [AOKYMEHTOB fJefa, WX WHAeKcax, Aarax,
3arofioBKax n Homepax /IMCTOB fefla, Ha KOTOPbIX PacrnoioXXeH KaXKAbliA JOKYMEHT.
K BHYTpeHHeil OnmMcK COCTaB/ISETCA UTOroBas 3anucb, B KOTOPOM YKa3blBaeTCs
Luppamm 1 MPonNUCbIO KOMYECTBO BK/IKOUYEHHbIX B HEE JOKYMEHTOB M KOJIMYECTBO
JINCTOB BHYTPEHHEeN onucu. JINCTbl BHYTPEHHEN OnucK MOALUMBAKOTCA K Havany
fena. Ecnv pgeno nepenneteHo wWavM noawmTo 6e3 6n1aHKa BHYTPEHHer onucu
[IOKYMEHTOB, TO COCTaB/IeHHas No popmMe ONuCb MOAKIENBaeTCA 3a BEPXHUIN Kpaii
K BHYTPEHHe CTOPOHe NnLEeBOon 06/10KKN fena.

8.3.9.[lena MOCTOSIHHOro M A0AroBpeMeHHOro (csbiwe 10 neT) XpaHeHus
NoALINBAIOTCA B TBEPAYIO OO6/IOXKKY CYpPOBbIMW HUTKaMW B YeTblpe MpoKona ¢
y4yeTOM CBOOOAHOrO UYTEHWUS [AOKYMEHTOB, MpUM 3TOM BCe MeETa/l/IMYecKme
CKpensieHnsa yaansatTcs.

[ena BpemeHHoOro (g4o 10 neT BK/IHOYUTENIbHO) XpaHeHWs [onycKaeTcs
XpaHUTb B CKOpocLUMBaTenax (He NpoBOAUTL nepecucTeMaTnsaumio JOKYMEHTOB B
[ene, NUCTbI fienla He HYMepoBaTb, 3aBEPUTE/IbHbIE HAAMNCK HE COCTaB/IATH).

8.3.10.MopaaoK cocTaBeHUS onucen aen.

Oonucb fena - apXMBHbIi CMpaBOYHUK, cogepxxawymm
CUCTEMATU3NPOBaHHbIA MNepeyeHb eauvHWUL, XpaHeHus (gen) apxXuBHOro (oHAaa
MwuHuCTepCcTBa, MpefHa3HayeHHbIA [0S yyeTa W PackpbITUS  COAepXKaHus
[LOKYMEHTOB.

OTpenbHas onucb NpeacTaBnseT cob0M nepeyeHb e/l ¢ CaMOCTOSATESIbHOW
Ba/10BOM (NOPAAKOBOM) HyMepaumen.

Onucn nopgpasgeneHnin MuHUCTEpPCTBa COCTaBNAKOTCA OTAE/NbHO: Ha Aena
MOCTOAHHOIO CPOKa XpaHeHus, Ha fena fonrospeMeHHoro (csblwwe 10 f1eT) cpoka
XpaHeHus, Ha Aena no IMYHOMY COCTaBy.

Ha pgena BpemeHHoro (oo 10 NneT) cpoka XpaHeHus cAaTO4YHble OMUCU He
COCTaB/IAKOTCA.

Onucu Ha gena NOCTOAHHOIO XapakTepa, A0/roBpeMeHHOro (cebiwe 10 ner)
CpOKa XpaHeHus, Ha fena no IMYHOMY COCTaBy COCTaBSAKOTCA B KOHLE KaXKAOro
roga. Mo onucam nogpasgeneHnsa MwuHUCTepcTBa CAAOT CBOW fJefla B apXuB
MuHucTtepctsa (MpunoxxeHnsa NeNel1-15).

Onucn pgen, NoOAroToB/ieHHble nogpasgeneHnsaMmn MUHUCTepPCTBa, Cny»kaT
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OCHOBOM /11 MNOATFOTOBKM CBOAHbIX onucen pfen MUHUCTEPCTBa, KOTOpble
YTBEPXKAAKOTCA MUHUCTPOM MOcC/e YTBEPXKAeHUA (CornacoBaHus) C 3KCMepTHON
KoMmuccunen MumHucTepcTBa.

Onucn fen noppasfenieHnii cocTaBNAOTCA MO YCTaHOBJ/IEHHOW (opme K
npeAcTaBnATCA B apxneB MUHUCTeEPCTBA He paHee yem 4yepe3 | rof 1 He nosfHee
yeM 4yepes 3 roga nocse 3aBepLUeHUs e B Ae/I0NPOnN3BOACTBeE.

OnucartenbHasa ctatbd ONUCU fen nogpasgeneHna MuHuUcTepcTBa MMeeT
cnepyoume aneMeHTbl: MopsAKOBbLIA HOMep gena (4actu, Toma) Nno OnucKu; NHAEKC
fena (4acTu, TOMma); 3arofioBoK fAena (4actu, ToMa); Adaty pgena (4actu, TOMa);
KO/JIN4eCTBO /INCTOB B fAefie (4acTu, TOMe); CPOK XpPaHeHWUs Aena; npumeyaHue.

Mpwn cocTaBneHnn onucx aen cobnogaroTcs cneayroLimne TpeboBaHus:

3arofIoBKM fien BHOCATCA B OMWCb B COOTBETCTBUM C MPUHATOM CXEMOM
cucTemMaTm3aunm Ha OCHOBE HOMEHK/ATYpbI [en,

Kak[oe [eno BHOCUTCA B OMUCb MO CaMOCTOATE/IbHbIM MOPAAKOBbLIM
HoMepoM (ecnM [eno COCTOUT M3 HECKO/IbKMX TOMOB (4acTei), TO KaXAblA TOM
(4acTb) BHOCMKTCA B OMUCb MO CaMOCTOATE/IbHbIM HOMEPOM);

nopagoK Hymepauuu Aen B ONMUCU — BaJIOBON B Mpefdenax KaleH4apHOro
roga;

rpadpbl oNMcK 3anonHAKTCA B TOYHOM COOTBETCTBUM C TEMMU CBEAEHUAMMU,
KOTOpble BbIHECEHbI Ha 06/10)KKY Aena;

Npyv BHECEHUW B OMUCb NoapsaAd Aen ¢ OAUHAKOBbIMU 3arofoBKaMu KaXKablli
3arofoBOK MULLIETCA MOMHOCTLIO. B onucyn mexkay 3arosioBkamMu fefnl OCTaB/seTcs
WHTEpPBa/1 HE MeHee 1 cwm;

rpaa onucu «npumedvaHue» MUCNONb3YeTCHa A1 OTMETOK O Mpueme fen,
0COBEHHOCTAX UX (PU3NYECKOro COCTOAHUSA, O nepegade Aen APYrUM CTPYKTYPHbIM
nogpasneneHnsM co CCbINIKOM Ha HEOOXOAMMBIN aKT, 0 HA/IMYNK KOMUIA.

B KoOHUe onucu BCren 3a MocrefHein onucaTeslbHOW CcTaTbeir [enaeTtcs
NTOroBas 3arnncb, B KOTOPOI yKa3blBaeTcs (Umdpamm U MPOrnmncb) KOMNYEeCTBO
[len, YACNALMXCSA NO ONucCK, NMepPBbIA U NOCNeAHNIA HOMepa e/ MO OMKUCK, a Takxe
0OroBapuBarOTCs OCOBGEHHOCTU Hymepauuu fen B onucu (NUTepHble Homepa U
nponyLleHHble HOMepa).

Onucb gen NocTtosHHoro, gonrospemeHHoro (10 u cebiwe 10 eT) CpokoB
XpaHeHUs W fen no JIMYHOMY COCTaBy, COCTaB/fisieMas MNoApasfesieHneM
MwuvHUCcTepcTBa, MNOAMNUCHIBAETCA COCTaBUTE/IEM OMUCKM  C  yKa3aHWeM  ero
JO/HKHOCTM M [aTbl, COr/acoBbIBAaeTCA C JIALOM, OTBETCTBEHHbIM 3a apxuB
MwuHNCTepPCTBa, U YTBEPXKAAETCA PYKOBOAMTENEM NojpasfeneHns MmnHucTepcTaa.

Onucb fen cocTaBiseTca B ABYX 3K3eMnadpax, OAWUH U3 KOTOPbIX
nepefaeTcs BMecTe C fenamMn B apxmB MUHUCTEpPCTBa, a BTOPOM OCTaeTcs B
KayecTBe KOHTPO/IbHOr0 3K3emMmnaspa B noapasaeneHnm MmHucTepcTBa.

Mo pe3ynbTaTamM 3KCMepTU3bl LIEHHOCTU fefna nopfexar O(OpPMIEHUO B
COOTBETCTBMW C NpaBuiaMmv oopmMIeHNs Aen Nnpu NoAroToBKe Aen K rnepefaye Ha
apX1BHOE XpaHeHMue.

8.4. YHUUYTOXeHMe JOKYMEHTOB W fief1 C UCTEKLLUMMU CPOKaMn XpaHeHUsA

Pe3ynbTaTbl 0OT60Opa [AOKYMEHTOB K YHWUUYTOXXEHWKO, CPOKU XPaHEHUS
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KOTOPbIX WCTEKIN, 3a COOTBETCTBYIOLWMIA Mepuog OOpMIAKOTCA akTom 0
BblAENEHUN K YHUUTOXEHUIO. [ena BKI4YatoTCA B aKT, eC/iM YCTaHOB/IEHHbIN A1
HUX CPOK XpaHeHUs UCTEK | AHBapA rofa, B KOTOPOM COCTaB/IEH aKT.

OT6Op [OKYMEHTOB 3a COOTBETCTBYHOLMA MNEPUOS K YHUUTOXEHUIO U
COCTaB/IeHMe aKTa MpoM3BOAUTCHA TOC/Me COCTaB/leHUS CBOAHOW onucu fen
MU HUCTEepPCTBA 3a TOT Xe Nnepunoa,.

CBofHble onucu fAen MOCTOAHHOrO XpaHeHwd, onucu Aen no JINYHOMY
COCTaBy M aKTbl O BblAeNIeHUM K YHUUTOXXeHWUO pfaen paccmatpusarotca 3K
MuHncTtepcTtBa OAHOBPEMEHHO, C  TMOCNEAyHOLWUM  MNpeacTaBNeHVeM  Ha
paccmoTpeHne 3MNK MwuHuctepcTtBa toctuumm PL. CornacoBaHHble  aKTbl 0
BblAENEHNN K YHUUYTOXEHUIO [eN yTBepXAaloTcA MUHUCTPOM W NepefaroTcsa Ha
nepepaboTKy Mo MNpMemMo-cAaTOMHOM HaKiaAHOW, B KOTOPOW YKasblBalOTCA AaTa
nepefayn, KOMMYECTBO CAaBaeMblX Aen U BeC OGYMaKHOW Makynatypbl (nocne
YHUUYTOXEHUA [eNn B HOMEeHKNatype AeNn MPOCTaBNsAeTCA OTMETKa: «YHUUYTOXEHO
(akT OoT Ne )» C yKasaHuem [O0/MKHOCTKU, (hamuivm, nognucu
/MU, OTBETCTBEHHOIO 3a nepejadyy Aesn Ha YHUUYTOXKeHue, 1 Aatbl).

Tonbko nocne cornacosaHnsa W yTeBepxaeHna 3IMNK MwuHuUCTepcTBa
tocTuuum P onucn fen NOCTOSAHHOIO XpaHeHua W Aena no MYHOMY COCTaBy,
BK/THOUYEHHbIE B aKT 0 BbIAENEHUN K YHUUTOXEHUIO Aefl, MOTYT YHUUYTOXKaTbCS.

AKTbl 0 BblJeNleHUN K YHUYTOXEHUIO [eNn COCTaBMAKTCA  JINLOM,
OTBETCTBEHHbIM 33 apxXuB, COBMECTHO C paboTHMKamMu nogpasgeneHuni
MwuHucTepcTBa. ECnn B akTe nepeyncrieHbl fena HECKOSIbKUX MogpasfenieHnin
MuHUCTEPCTBa, TO Ha3BaHWEe Kaxaoro nogpasgeneHns  MuHUCTepCTBa
yKa3bIBaeTCA nepep rpynnon 3aro/ioBKOB fAen aToro nogpasgeneHus (MpunoxxeHne
Nel8).

PykoBoguTenu nogpasgeneHnin - MuHUCTepcTBa HeCyT MNepPCOHaIbHYHO
OTBETCTBEHHOCTb 33  HE3aKOHHOe  YHWUYTOXXeHne Jen U OOKYMEHTOB
MwuHucTepcTBa.

8.5. lNepepaya gen Ha XpaHeHWe B apxXMB MUHUCTEPCTBA

JOKYMEeHTbl MPUHMMAIOTCA Ha XpaHeHwe B apxmB MuUHUCTepcTBa B BUAE
NOAIMHHWNKOB, TOJIbKO NMPU UX OTCYTCTBUU MPUHUMAKOTCA KOMUMN.

B apxmB MwuHuCTepcTBa MepefaroTca MOMHOCTLIO OOPM/IEHHbIE fAena
NMOCTOAHHOr0, Ao/rospeMeHHoro (csbie 10 fieT) Cpoka XpaHeHus u gena no
NMYHOMY cocTaBy. [Nepefaya fen B apxve MUHUCTEPCTBA OCYLLECTBNAETCA TO/ILKO
Mo yTBePXAEHHbIM ONUCAM [en.

[ena BpemeHHoro (oo 10 fieT) cpoka XpaHeHMs nepegade B apxumB
MwnHuCTepcTBa He NOA/EXAT, OHN XPaHATCA B nogpasgeneHnax MmnHUCTepcTBaa.

OdopMneHHbIe fena nepefaroTca B apxme MUHUCTEPCTBA B YCTaHOB/IEHHOM
nopsagke He paHee 4yem 4Yepe3 1 rog M He rnosgHee 4yem Yyepe3 3 roga nocne
3aBepLUeHnsa Aenonpou3BoaCcTBa.

He nogwnTble, He nepensieTeHHble U HEMNPaBWU/IbHO O)OPM/IEHHbIE Aefa Ha
XpaHeHue B apxmB MUHNCTePCTBa HE NPUHUMAIOTCS.

B nepmvosg noarotoBkum Aen K nepegadye B apxmB  MuMHWUCTepCTBa
paboTHUKaMM roapasfeneHnii  npeaBapuTeslsHO MPOBEPSETCA  MNPaBUNbHOCTb




58

(hopMUPOBaHUA, ONOPMNIEHNSA Aef, COOTBETCTBUS KOMNYECTBA e/, BK/THOUYEHHbIX B
OMUCb, KONMYECTBY [Jef, 3aBefeHHbIX B COOTBETCTBMM C HOMEHKNaTypou [nen
nopgpasgeneHus MuHUCTepcTBa. Bce BbIB/IEHHbIE MPU MPOBEPKe HEAOCTaTKU B
(hopMmnpoBaHUN 1 oopmMIeHNN fen paboTHWUK nopapasfeneHns MuHUCTepCTBa,
OTBETCTBEHHbIN 3a AeN0NPon3BOACTBO, 0653aH YCTpaHUTb. Mpn He 0BHapyXXeHUW
[en obasareslbHO COCTaB/AETCS aKT.

Mpvem pgen npousBoguTcA pPaboOTHUKOM, OTBETCTBEHHbIM 3a apXuB
MwuHUCTepCcTBa, B MPUCYTCTBUM pPabOTHUKA MoApasfefieHns, OTBETCTBEHHOro 3a
[enonpomn3BoacTBo. MNpu 3ToM Ha 060MX 3K3eMMnaspax OnucK MPOTMB KaXKAoro
Jena, BK/HOYEHHOIO B Hee, [ileNaeTcsa OTMETKa 0 Ha/lMuumn gena. B KOHLEe Kaxaoro
9K3emn/ifApa onuUcK ykasblBatOTCA LudpamMn U NMPOMUCLI0 KOIMYECTBO MPUHATLIX
[len, narta npuemMa-nepegfayuu fen, a Takke noanucy paboTHMKa, OTBETCTBEHHOIO 3a
apxuB MwuHMCTEpCTBa, MPUHABLUErO fefla, W paboTHMKa nogpasfeneHus
MuHncTepcTBa, NepeaasLLEro Aena Ha XpaHeHWe B apXuB.

B cnyyae nukBmgauum nnn peopraHusaunu nogpasgeneHus MmHucTepcTsa
pyKoBoAuTeNb AAaHHOro noApasfeneHus B Nepuop npoBefeHUsa NNKBUAALVMOHHBLIX
MeponNpUATNA (hOPMUPYET BCE UMEIOLLMECA LOKYMEHTbI B Aena, ohopMaseT aena u
nepefaeT Ux B apxme MUHUCTEPCTBA HE3aBMCMMO OT CPOKOB XpaHeHUs. [Nepegaya
flen ocyLecTBnsgeTcsa no onucam Aen n HoMeHknatype gen. [lena coaroTcs B apxuvB
MunHucTepcTBa yBA3aHHLIMU B CBA3KMN.

Jena NOCTOAHHOIro XpaHeHus, Haxopdllueca B apxusBe MUHUCTepPCTBa, MO
ncreyeHun 10 net no yteBepxkaeHHbIM IMK MuHiocTa P, onucam nepegatoTca B
NKY P[L «LleHTpanbHbIA rocyaapCTBEHHbIA apxuB Pecny6nnku [arectaH» B
YCTaHOB/IEHHOM MNOpAAKe.
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MNpunnoxxeHne Ne |
O6paseL, ohopmneHns
npukasa MuHucTepcTBa

MUHUCTEPCTBO MO ®UN3NUECKOW KY/IbTYPE N CMNOPTY
PECMNYBJ/IMKN OATECTAH
(MwuHcnopT PL)

MPMNMKA3
«_» 2023

Maxaukana

O6 yTBepXXAeHNN NHCTPYKLUUN
no Aenonpon3BoacTBy
B MunHucTepcTBe

B uensix coBepLUeHCTBOBAHMS AOKYMEHTALUMOHHOIO 0GecrneyeHust 1 opraHmn3aumm
paboTbl C AOKYMeHTaMu B MUHMCTEPCTBE MO (PU3NYECKOW KynbType U CropTy
Pecny6nvkn JarecTtaH

MPNKASBIBAHKO:

1. YTBEpAnTL  npunaraemyro  VIHCTPYKUMIO N0 Aefonpous3BOACTBY B
MuHucTepcTBe Pecny6nunkn [larectaH.

2. Mpurkas MuHMcTepcTBa No (PU3NYECKON Ky/bType U cropTy Pecny6/mku
[arectad ot ... Ne ...npu3HaTb YyTPaTUBLLUUM CUNTY.

3. PasamectnTb HacTosAWMI Npukas Ha ogmumanbHOM cante MuHUCTEpPCTBa
Nno (usnyeckon KynbType u crnopty Pecnybnvku [arectaH B UH(OPMaLMOHHO-
TeIEKOMMYHUKaLMOHHON ceTn "NHTepHeT".

4. KOHTpPO/Sb 3a WCMOMHEHWEM HACTOSALLEro rMpuKasa BO3/MOXKUTb Ha
3amecTuTensd muHucTpa (.n.0.).

MwuHucTp Mognuceb N.0. damunums
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Mpunno>xeHne Ne 2
O6paseL, othopMeHNs
pacrnopsXeHnsa MuHucTepcTBa

MWHWNCTEPCTBO MO ®V3NUYECKOW KY/IbTYPE U CMNOPTY
PECIMYBJ/TIMK OATECTAH
(MuHHay, PA)
PACIMOPAXXEHWE

v 2021 Ne

Maxaukana

O06 yTBepPXXAeHNUMN METOAMYECKUX PeKoMeHJaLunii
Nno paspaboTKe MyHMLUMNA/IbHbIX
HOPMAaTUBHbIX NPaBOBbIX aKTOB

B cooTBeTCcTBUMU C ... U B LUensx....:

yTBEPAUTbL NpunaraeMble  MeTOAMYECKME PEKOMEHJAUuMM No  pas3paboTke
MYHULMNaNbHbIX HOPMATUBHbIX NMPABOBbLIX aKTOB.

MUHUCTP Mognuckb N.O.damununsa
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MpunoxeHne Ne3
Ob6paszew, 6naHka MuHmncTepcTea

MUHUCTEPCTBO MO ®UN3NYECKOW KYJIbTYPE N CMOPTY
PECMYBJ/TIMKN OATECTAH
(MwuHcnopT PA)

367015, r.Maxaukana, yn.fAparckoro, 98 Ten. (8722) 61-11-24, chakc(8722) 61-11-24, ntaty.nun3porCru, E-waii: To'Wlaaapoll.rn

Ha Ne oT



MWHNCTEPCTBO MO (PU3NYECKOM
KynbType 1 cnopTy Pecny6/mKu
JarectaH
(MuHcnopT PA)

yn.Aparckoro,98
r.Maxaukana, 367015
Ten. (8722)61-11-24
thakc(8722) 61-11-24
E-Tal'l: Tro@Aaar8rPoH-ru

30.01.2022r. Ne 01-22/345

Ha Ne oT
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MpunoxxeHne Ne3a
O6paszeL, 6naHKa cnyxebHOro
(aenosoro nucbma) MuHmncTepcTea

MUWHUCTPY (hprHaAHCOB
Pecny6nvku JarectaH
C.H.Annesy

YBaxkaemblin CupaxyanH Hacuposuy!

HanpaBnsto 3amMedaHuss K MPOeKTy pacrnopshkeHus MpaBuTenbCcTBa Pecny6/mKu
HarectaH «O 6a30BbIX FOCYyAapCTBEHHbIX MHHOPMALIMOHHbIX Pecypcax»

MpunnoxkeHwne: Ha 2nucTax B 1 aK3emnisape

C yBaXkeHVem
MuHucTp

damnnua N.0. (cekpeTapb MUHUCTPA)

(Homep TenetoHa), anekTp. agpec

C.X.Caxnpgos
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MNpunoxxeHne N 4
O6paszew, oopmneHns
npotokona MuHUCTepcTBa

MWHWUCTEPCTBO MO ®UN3NYECKOW KYJIbTYPE 1 CMOPTY
PECMYBNINKW OATECTAH
(MuHHay, PA)

MPOTOKO

3acefaHus (cosellaHunsl) y MUHUCTPa No M3NYECKOI KynbType 1 CropTy
Pecny6nukn [arectaH

Ne
Maxaukana
MpeacenaTensCTBYOLWNIA damunnua N.0.
CekpeTapb damunnua N.0.
MpucyTcTBOBaNN:
HanmeHoBaHMe fO/MKHOCTHU damumnua 1.0.
HanmeHoBaHMe 4O/IKHOCTH damunnmsa UN.0.

(MHnumanbl n dpamunnm B andaBUTHOM NOPSIAKE)
NMOBECTKA OHA:

1. O mepax no peanusaumn geaepansHOM LENEBOM NPOrpammbi...
Joknag 3amectutens MunHucTpa...
2. 0...

E C/TYLLWAJIN:
Pamunua N.0. - TeKCT foknaaa npunaraeTcs
BbICTYTANJIN:
Pamunua N.0. - KpaTKasa 3anncb BbICTYMNIEHNA
PELLWIN:
1.E

MNpeacenaTenbCTBYHOLLINIMA Mognunce N.0. damnnms

CekpeTapb Moanuck N.0. damnnmns



64

MpunoxeHue N 5
dopma cnpasku 0

LOKYMeHToo60poTe
CMNPABKA
06 06bemMe AOKYMEHTOO60pPOTA
3a
(mecsu, roa)
HanmeHoBaHue Ipynnebl Bcero B TOM ymcne no CTPYKTYPHbIM
[OKYMEHTOB nogpasgeneHnam
NpaBUTENbLCTBEHHAA Nepenucka
BefomcTBeHHan nepenncka
O6palLeHns rpaxkaaH
BHYTpeHHAS nepenncka
Ncxogawne
NToro:
HadvanbHMK oTaena MNoanuck N.O. damunums

Jata
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MpunnoxxeHve N 6
dopma cBoAHOM
HomeHKnaTypbl gen

MWHNCTEPCTBO YTBEPXOAIO
No  ®UMBNYECKOW  KYJIbTYPE  MuHUCTp NO (r3MUYecKoi Ky/bType U
PECMNYBJ/IIKN OATECTAH crniopty Pecny6nukn [arectaH

(MwuHcnopT PL)
Mognucek Pacwudposka

«  » 20 T.
HOMEHK/TATYPA AEJ
Ha rog
(MecTO cocTaB/ieHuMA)
[arta
NHaek  3aronosok gena Kon-Bo gen Cpok xpaHeHus gena lNpumeyaH
c (Toma, YacTtei) (TomoB, yacter) (Toma, yacTn) M Ne  ue
aena cTaTeir no nepeyHto
l 2 3 4 5
HassaHue pa3gena
HauanibHUK oTaena KagpoBou NOMNTUKN
M NPaBOBOro COMPOBOXAEHMUSA Mognuck N.0. damununs
Jata
crieyManncT oTAena KagpoBou MOMNTUKK
1 MPaBOBOro COMPOBOXKAEHUS,
OTBETCTBEHHbI 3a apXUBHOE
XpaHeHne JOKYMeHTOB MuHUCTepCTBa Mognuce N.0. damununs
[ata
COIMNMACOBAHO
COIMNMACOBAHO
MpoTtokon 9K MwuHcnopTt P/, MpoTtokon SHK MuHiocTa P/,

oT Ne oT Ne
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ToroBas 3anucb 0 KaTeropusix U Kon-Be JeN, 3aBefieHHbIX B rogy
B MUHUCTEPCTBE NO (hM3NYECKOI Ky/bType 1 cnopTy Pecny6nuku JarectaH

Mo cpokam Xp aHeHus Bcero B TOM uuncne:
nepexogsiy ¢ OTMETKOM
nx «3AMNMK»
! 2 3 4
lMocTossHHOro

BpemeHHoro (cBbiwwe 10 neT)
BpemeHHoro (0o 10 net BKAKOUUTENLHO)
NTOIO:

HauanbHWUK 0TAena Aenonpon3BoACcTBa
aAMUHNCTPATUBHOIO obecrneyeHns Moanuck N.0.damnnms

[ata

AToroBsble cBefieHUs nepeaaHbl B OTAeN Ae0NPOU3BOACTBA U
aMUHUCTPATUBHOIO 0b6ecrneyeHns

cneuuanncT oTaena Aenonpon3BoAcTBa U

aAMUHUCTPATUBHOIO 06ecneyeHus,

OTBETCTBEHHOIO 3a apXMBHOE

XpaHeHue J0KyMeHTOB MUHUCTepcTBa Mognuce  N.0. damunus

[ata

dopmat A4 (210 x 297 mm)
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MNMpnnoxkeHune N 7
dopma 06n10XKM fena
NOCTOSIHHOIO W
BPEMEHHOI0 XpaHeHUs!
(Ceblwe 10 neT) xpaHeHUN

(HaMeHoBaHWe Pecny6/IMKaHCKOro apxmnBea)

(HaMeHoBaHWe pecny6MKAHCKOrO opraHa UCNOMHUTEIbHOW BNacTu U
CTPYKTYPHOro noApasaeneHuns)

OEJTO Ne TOM Ne
(3aronoBokK fena)
(KpanHue naTbl)
Ha nncT

XpaHnTb

d.Ne
On. Ne

J.Ne

dopmat A4 (230 x 320 mm)
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MpunoxxeHve N 8
dopma nncTa 3aBepuTeNs fena

NNCT-3ABEPUTEJIb OEJTA Ne

B pene nogwvto v MpOHYyMepoBaHO
nnct(oB),

(unpamn 1 NPONUCHLIO)

B TOM YuICe:

JIMTEPHbIE HOMEpPa INCTOB ;
nponyLieHHble HoMepa JINCTOB ;
JINCTOB BHYTPEHHEN OMuncu

OCOBEHHOCTN (PU3NYECKOrO0 COCTOSIHUS U (hopMMpoBaHNs Homepa McToB
aena

CneunanncT oTaena KagpoBon NOMUTUKN
N NPaBOBOro COMPOBOXXAEHWS,
OTBETCTBEHHOr0 3a AeN0npon3BoACTBO Mognucek N.O. damnnnsa

Jata

dopmat A4 (210 x 297 mm)
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MpunoxeHne N9
dopma BHYTPEHHEN
OnuncKn LJOKYMEHTOB Aena

BHYTPEHHAA OINMNCb
NOKYMeHTOB fena Ne

Ne NHpekc [arta 3aronoBokK Homepa [NMpnmeyvaHne
n/n  [OKYMeHTa  [OKYMeHTa [OKyMeHTa INCTOB fAena
1 2 3 4 5 6
LMTToro
[OKYMEHTOB (umMdpamm 1 NPONUCHIO)
Konuyectso JINCTOB BHYTPEHHEN onucu

(unbpamm 1 NPONUCHIO)

HanmeHoBaHVe [O/MKHOCTW Nnua,

COCTaBMBLLIEr0 BHYTPEHHIOO OMKUCb

[OKYMEHTOB Aena MNoanuch PaclwmnppoBka
nognucu

Jata

dopmat A4 (210 x 297 Mm)

Mpunno>keHre N10



MuHNcTepcTBO no
Kynbtype W”  Cnopty
JarecTtaH
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(DU3NYECKOW YTBEPXOARO
Pecny6nmnku MWHUCTP NO (hM3NYECKOIA
Ky/nbType 1 CnopTy
Pecny6svku JarecTaH

Moanuchk  PaclumncgpoBKa

« » 20 .

doHag N

Oornnmcb N
[leN1 NOCTOAHHOI0 XpaHeHUs
3a rog

N n/n  WHpekc gena  3aronoBoK KpaitHue Konnyectso [lpumevaHue

aena [aThbl INCTOB
1 2 3 4 5 6
HasBaHwe pasgena
B AaHHbIA pa3fen onucu BHECEHO
aen,
(undpamn 1 NpPoNUCHLIO)

c N no N , B TOM
yucne:
nnTepHble HoMepa:
nponyLleHHbIe HOoMepa:
HanmeHoBaHVe A0MXKHOCTU
COCTaBUTENA OMUCK MNoanuck Pacwwudposka
noanucwu
creynanncT oTaena KagpoBon MOMNTUKN

N NPaBOBOro COMPOBOXXAEHNS,

OTBETCTBEHHOIO 3a apXUBHOE XpaHeHue
[OKYMeHTOB MUHUCTEPCTBA MNognuckb PacLunpposka
noanvcwu

COINMMACOBAHO YTBEPXAOEHO

MpoTtokon 9K
MwuHcnopTt P,
oT N

Mpotokon AMNK MwuHtocTa P/

oT N
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MpunoxxeHne N 11

MuHMncTepcTBo no hn3nyeckom MWHUCTP NO (PU3NYECKON KYNbTYpe W
KynbType ©n  cnopty Pecny6nvku cnopTy Pecny6nmkn AarectaH
JarecTaH

Moanuce Paclunpposka

«  » 20 .
®oHg N
OrNnmcb N
[en no NMYHOMy cocTaBy
3a rog
N n/n  WHpgekc 3aronoBok  KpaitHue Cpok Konnuectso [Mpumeya
Jena flena Aathbl XpaHeHus JINCTOB Hune
| 2 3 4 5 6 7
B daHHbIW pa3gen onucu BHECEHO
Jen,
(unbpamm 1 NPONNCHIO)
c N no N , B TOM
yucne:
NNTEPHbIe HoMepa:
nponyLleHHble HoMepa:
CocTaBuTeNsb: Nognuck N.0. damunng
CneuuanncT oTgena KagpoBou
NONUTUKN N NMPaBOBOr0 COMPOBOXAEHUA,
OTBETCTBEHHOIO 33 apXuB Mognuce N.0. damunnusa
COINMACOBAHO YTBEPXOEHO
MpoTtokon 3K MwuHcnopTa P/, Mpotokon 3K MwuHiocTta P/,

oT N oT N
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dopmat A4 (210 x 297 Mm)

doHg N

Oornncb N

[len BpeMeHHbIX (cBbiwwe 10 neT)
CPOKOB XpaHeHUs

MNpunoxeHne N 12

3a rog

N NHpekc 3arosioBoK KpaitHne Cpok Konunyectso [lpumeya

n/n fena aena Jatbl XpaHeHus INCTOB Hue

1 2 3 4 5 6 7
B fdaHHbIA pa3gen onucu BHECEHO
fen,
(unpamm 1 NpPoNUCHLIO)

c N no N , B TOM
yncne:
NNTEPHbIE HOoMepa:
nponyLUeHHbIe HOoMepa:
HanmeHoBaHVe [O/KHOCTU
COCTaBuUTeNA onucu MNoanuck N.0. damnnng
CneyuanncT oTaena KagpoBon MoMUTUKK
1 NPaBOBOro COMPOBOXAEHUA,
OTBETCTBEHHOIO 3a apXVUBHOE XpaHeHue
OOKYMeHTOB MUHUCTEpPCTBa Mopnucek N.0. damnnusa
COIrMmACoOBAHO
NMpoTtokon 9K MwuHcnopTt P,
oT N

dopmat A4 (210 x 297 mm)
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MpunoxeHue N 13

n.7.13.
MUWHUCTEPCTBO rno (hr3myeckom YTBEPXOARO
KynbType ©  cnopty Pecny6nunkm MWHUCTP NO PU3NYECKOIA
LarectaH KY/IbTYpe 1 CropTy

Pecny6nvkun [arectaH

Mognuce Paclumnpposka

« » 20 r.

doHg N

Oornnmcb N
3NEKTPOHHbIX Aen, [OKYMEHTOB

NMOCTOAHHOIO XpaHeHus
3a rog

N n/n  WHpekc gena  3aronoBoK KpaliHne O6bem, M6 MpumeyaHus

nena fathbl
1 2 3 4 5 6
B [aHHbIN pasgen onucu BHECeHO
nen,
(undpamn 1 NPONUCHLIO)
c N no N
(unbpamn 1 NPoONUCHIO) (unpamn 1 NPONUCHLIO)

06beEMOM M6.

HanmeHoBaHWe 4O/MHKHOCTYU

COCTaBUTeNA onucu MNoanuck N.0. damnnusa
creynanncTt oTaena KagpoBoi

NOSIMTUKN N NPaBOBOr0 COMPOBOXKAEHNS,

OTBETCTBEHHOrO 3a apXMBHOE XpaHeHue
AOKYMeHTOB MuHucTepcTaa Mopnuck N.O. damunnnsa
COI'JTIACOBAHO YTBEPXAEHO

MpoTtokon 9K MwuHcnopTta P/, MpoTtokon AMNK MwuHiocTa P/,

oT N

oT N

dopmat A4 (210 x 297 mm)
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MNMpunoxeHne N 14

MwuHMCTEPCTBO (hr3nyeckom YTBEPXOARKO
KynbType n crnopty Pecny6nvku MUHUCTP Mo (hn3NYeCKOM
[JarectaH KyNbType 1 CrnopTy
Pecny6nuku JarectaH
Moanuce  PacwmdgpoBKa
« » 20T
®oHg N
Oornnmcb N
3NEeKTPOHHBLIX fieN, JOKYMEHTOB
BpeMeHHbIX (CBbile 10 neT)
CPOKOB XpaHeHus
3a rog
N WHpe 3aronoBoK gena KpaiH Cpok O6bem, [lMpumeyaH
n/n ke ne XpaHeHus M6 ns
fena Jatbl
1 2 3 4 5 6 7
B [aHHbIN pasgen onucu BHECEHO
fen,
C N no N
(uMdpamm 1 NPONUCHIO)
06beMOM M6.
HanmeHoBaHWe [OMKHOCTH
COCTaBUTENSA OMNMUCKU Noanuch N.0.damnnus

cneunasninCT oTaesna aenorpon3soacrtea u

dAMNHNCTPATUBHOIO obecreyveHus,

OTBETCTBEHHOIO 3a apXMUBHOE XpPaHEHUE
[OKYMEHTOB MUMHUCTEpCTBA

COI'JIACOBAHO

Mpotokon 3K MwuHcnopT P/,

oT

N

MNoanuch

N.O0.Pamunus

dopmat A4 (210 x 297 mm)
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[NpogomkeHne npunoxeHmsa N 15

MPNNOXEHNVE K OINMNCN N

3N1EeKTPOHHbIX AeN, JOKYMEHTOB

MOCTOSIHHOI O XpaHeHUs

3a rog

PeecTp [OKYMEHTOB (KOHTEIAHEPOB 3MEKTPOHHbIX [OKYMEHTOB) 3/1€KTPOHHOIO
aena:

N eg  xp. no onucu NHpekc  pena
3aronoBok aena
Jata Per. N HanmeHoBaHMe [OKYMEHTa O6bvem, [MpnmeyvaHns
[OKYMEHT [OKYMEHTa M6
a
1 2 3 4 5

HanmeHoBaHMe fO/HKHOCTU

COCTaBUTENA Onucu Mognuck N.O. damnnus

dopmat A4 (210 x 297 Mm)
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MpogomkeHne npunoxeHnsa N 16

NMPUNOXEHNVE K OMNMCK N
3NEKTPOHHbIX AeN BPeMeHHbIX
(cBblwe 10 NeT) CPOKOB XpaHeHUs
3a____rog

PeecTp [OKYMEHTOB (KOHTEAHEPOB 3MEKTPOHHbIX AOKYMEHTOB) 3/1€KTPOHHOIO
nena:

N es  xp. no onucu NHpoekc  gena
3arosioBoK aena
Hata Per. N HanmeHoBaHne gokymeHTa  O6beM, M6 [MprnmeyaHu
JOKYMeH [OKYyMeHTa q
Ta
L 2 3 4 5

HanmeHoBaHWe JOMKHOCTH
cocTaBuTensa onucu MNoanuck N.0. damunnmnsg

dopmat A4 (210 x 297 mm)
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MNpunoxeHne N 17

MWHNCTEPCTBO (hr3nyecKomn

KynbType u crnopty Pecny6/mku YTBEPXOAHRKO

JarectaH MWHUCTP NO hr3NYECKON

KyNbType 1 CnopTty
Pecny6nvkn JarectaH

Moanunce  Paclundposka
«  » 20 T.

MONOXXEHNE

No

06 sKCnepTHOW KoOMUCCUKU

Maxaukana

1. O6Lime NonoXxeHus

1.1 .MonoxeHne MuHNCTepcTBa MO M3MYECKOM KyNbType 1 cnopty Pecny6/mMku
[arecTtaH pa3paboTaHO B COOTBETCTBUN C MPUMEPHBLIM MOMOXEHUEM ...

1.2.2KcnepTHasdA KOMUCCUA CO343aeTCA B LieNsxX opraHmMsaumm 1 NpoBeAeHUMN. ..
1.3.9K aBnsaeTca cosewlaTesibHbIM opraHom npu MuHucTpe ...
2 GyHKUuM 3K
SKCcnepTHaas KOMUCCUS OCYLLECTBASAET crefytowme pyHKUMn
2.1 OpraHu3yeT eXerogHblii oTéop Aern...
2.2. PaccmaTpumBaeT 1 NPUHUMAET PeLLeHNs 0 COrnacoBaHUN:
a) onucer aen NOCTOAHHOIO XpaHeHUS

6)onucen gen nNo MYHOMY COCTaBy
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Mpunnox>keHre N 18
dopma akTa 0 BblfeNeHunm
AOKYMEHTOB K YHUUTOXEHMIO

MWHWNCTEPCTBO MO ®UN3NYECKOW KYNbTYPE U CMOPTY

PECIMYBINKW OATECTAH
(MwuHcnopT PA4)

YTBEPXOARO
MUWHUCTP N0 (hM3NYECKOIA

KynbType 1 CnopTy
Pecny6nvku [larectaH

Moanuce WN.0. ®amunnng
« » 20 T.

AKT
Ne

(MecTO cocTaB/ieHunA)
O BbIAeNEHNN K YHUUTOXEHUIO
[IOKYMEHTOB, He NoAsiexxalmx

XpaHeHUIo

Ha ocHoOBaHUM

(HasBaHwue 1 BbIXOAHbIE AaHHble NepeyHs JOKYMEHTOB C YKa3aHMEM CPOKOB MX XPaHEHNS)

0TOOPaHbl K YHUUTOXEHUIO KaK HE MMEKLLMEe Hay4YHO-UCTOPUYECKOM LIEHHOCTU U
yTpaTtusLLne npaKkTnyeckKoe 3HayeHune OOKYMEHTbI hoHAaa
No

(Ha3BaHwue (hoHAaa)

Ne  3aronosok [ata Howmepa Nupekc pena Kon-so Cpoku  [Mpume
n/n pgenawvan  genawunM  Onucein no [den  XpaHeHun
rpynnoBon KpanHuWe (HOMeHKNIaTy HOMEHKNaTyp q YaHue
3arofioBOK  Jathbl en p e aenau
fen 3a rogpl) NN HOMep HOoMepa
Aena no cTarei
onucun no
nepeyHto
1 2 3 4 5 6 7 8

NToro nen 3a rogpl
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(undpamn 1 Nponucelo)

Onucu  pgen  MNoCTOAHHONo XpaHeHUs 33a rogbl

yTBepXAeHbl, a No IMYHOMY COCTaBy cornacoBaHbl ¢ MK MwuHiocTa P/,
(npoTtokon oT No )

HanmmeHoBaHWe [0MXHOCTU LA,
NPOBOAMBLLEr0 3KCNepTU3y
LIEHHOCTM AOKYMEHTOB Moanuck N.0. dammnus

Jata
COIrnACoBAHO

NpoTokon 3K MwuHcnopTta P/,
oT Ne

JOKyMeHTbl B KO/NYeCcTBe BECOM

CAaHbl

(HaMmeHoBaHMe opraHu3aummn)

Ha nepepaboTKy No NpPUEMHO-COAATOMHOM HaKnagHoW OT
HavmeHoBaHMe JO/MKHOCTM paboTHUKA,

CcAaBLUEero JOKYMEHTHI Moanunce N.0. damunnms
M3mMeHeHMA B ydeTHble JOKYMEHTbI BHECEHDI.

CneunanucT otaena 4enonponsBoacTBa U

aAMUHUCTPATUBHOIO obecrneveHnsi, OTBETCTBEHHbIN

3a apXMBHOE XpaHeHWe

[OKYMeHTOB MUHUCTepCTBa Moanuck N.0. damunng

Jata

dopmat A4 (210 x 297 mm)

Kr
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MpunoxxeHwre Ne 19

MwuHNCTEPCTBO Mo hmanyeckon P, MwuHucTepcTBO (hrHaHcoB P/,
(MwuHcnopT P) (MNH®WH PL)
NMPNKAS3
« » 20 No
Maxa4kana
MWHUCTP MO (hM3NYECKOW Ky/bType W MuHuCTp hmHaHcos P/
cnopty P

MNoanuck N.0. damnnusa MNoanuck N.0. damnnusa



81

MpunoxeHune Ne 20

Komy: PykoBoauTensiM yrnpasneHuii n oTaenos

O1: ®amnma WN.0O., pyKoBOAMTE/lb aAMUHUCTPATUBHO-XO35MCTBEHHOW
CNy>X06bI

[aTta: 2 anpens 2019 r.

Tema: lNogayva 3a9BOK Ha aBTOTpaHCNopT

CNY>XXEBHAA 3AMNMNCKA

B uenax noBbiweHNA 3NPEKTUBHOCTM WCMNO/Mb30BaHMA W COKpaLLeHUs
NPOCTOEB  aBTOTPAHCMOPTHbLIX  CPeACTB  LEHTpPa npowy  PYKOBOAUTENEN
noApasfeneHnin nogasaTb 3asiBKM Ha aBTOTPAHCIMOPTHbIE CPeACcTBa He Mno3aHee
15:00 AHA, NpeaLecTBYHOLLErO noesake.

PykoBoguTtesnb oTgena
rocyapCTBEHHbIX nporpamMm 7
ynpas/ieHna NMyLLEeCTBOM N.0. damunus
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MpunoxeHne Ne22

MPUMEPHbIV MEPEUYEHb YTBEP>XXAAEMbIX JOKYMEHTOB

1. AKTbl (NpoBeEpOK, pPeBU3NIA; CNUCAHWA; 3IKCMepTU3bl; NNKBULALNN
opraHusauuii).

2. Mpadmkm paboT, OTNYyCKOB, CMEHHOCTMW.

3. IHCTpyKUumMn, AO/MKHOCTHbIE MHCTPYKLNN.

4. Knaccuukatopbl nHpopmMaummn, LOKYMEHTOB.

5. MeToanyeckme pekoMeHaaUnm, MeToanyeckme ykKasaHnsa n MeTOANKMN.

6. HoMeHKnaTypa fen opraHusaunu.

7. HopMbl 1 HOpMaTuBbl (BPEMEHW, YMC/IEHHOCTU PaboTHMKOB, pacxoja
CbIpbA U MaTEPUaNOoB, 3NEKTPOIHEPTUN).

8. Onucwu gen (MOCTOAHHOrO, BpeMeHHbIX (CBbille 10 f1eT) CPOKOB XpaHeHuUs
M NO NIMYHOMY COCTaBY).

9. TlepeyHn  (QO/DKHOCTEW,  opraHusaumin, BWAOB  UHMOpMauuu,
[IOKYMEHTOB).

10. MonnTukw.

11. MonoxkeHwna (0 NogpasfeneHusax, NPemMrupoBaHUN, aTtTectauum).

12. Mopagkn.

13. MNMpasuna.

14. PernameHTbl (B TOM UmncCne pernaMmeHTbl GU3HEC-NpoLLECCOB).

15. CTaHAapTbl opraHusaumn.

16. ¥YcTaBbl.

17. YHngpnumposaHHble (hOpMbl JOKYMEHTOB.

18. LLITaTHOe pacnucaHue.
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MpunoxxeHve Ne23

MPUMEPHbIV MEPEYEHb
AJOKYMEHTOB, SABEPAEMbIX NMEYATBKO MVNHVNCTEPCTBA

1. ApXuBHas cnpaBKa.

2. AKTbl (Npuema 3aKOHYEeHHbIX CTPOUTE/IbCTBOM 06LEKTOB, 060PYA0BaHNS,
BbIMO/IHEHHbIX PaboT, CNNUCcCaHUSA, 3KCNepTU3bI).

3. Konun n BbINUCKM N3 LOKYMEHTOB, BblaBaeMbIX A/ MPeACTaBieHUs B
Apyrve opraHusauunm.

4. O6pasybl OTTUCKOB MNeyvaTeill 1 nognucei paboTHUKOB, MMEKOLMX MNPaBo
coBepLUaTb PMHAHCOBO-X03ANCTBEHHbIE OMnepauun.

5. MopyyeHuns (6roLKeTHble, O6AHKOBCKME, TEHCUMOHHbIE;, MaTeXHble,
MHKaccoBble B 6aHK Ha NOMy4YeHVe UHBa/IIOTbI CO CHETOB, MepeBo Ba/ltOThl).

6. MNpencTtaeneHns u xopgaTancTBa (0 HarpaXkaeHUM rocyfapCTBEHHbIMU
Harpagamu n npemuamm).

7. PeecTpbl (4eKOB, MOpYyYeHUiA, NpeacTaBnseMbIX B 6aHK).

8. CnpaBkn (0 goxogax (U3NYECKMX NnL, O BbINjaTe CTPaxoBblX CYMM, 0
6anaHCOBOM CTOMMOCTU OCHOBHbIX (JOHAOB, MO MEPCOHUDULMPOBAHHOMY YYeTy,
0hOPM/IEHNIO  CTPaxoBbIX CBWUAETENbCTB, MO 3anpocam opraHusauui, no
[AOKYMeHTaMm, NpefoCcTaB/sseMbIM B CY[, - M0 HEOO6XOAMMOCTH).

9. YocTtoBepeHus paboTHMKOB.
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MpunoxxeHne Ne24

MPVMEPHbI MEPEYEHb
HEPEIMCTPUPYEMBbIX BXOJALWNX JOKYMEHTOB

1. AHKeTbl (pe3toMe), HarnpassieMble B LieNSX TPYLOYCTPOMCTBa.

2. byxrantepckne [OKyMeHTbl (6yxraitepckas OTYETHOCTb, cyeTa, CYeTa-
(haKTypbl, aKTbl CBEPKM B3aMMOpacyeToB, aKTbl MPUEMKU-Nepesavm OCHOBHbIX
CpeacTB, TOBapHble HaKagHbIe).

3. TOCTbl, TEXHNYECKME pernameHTbl, pyKoBoAsLMe N Apyrie AOKYMEHTbI
Mo TEXHNUYECKOMY PerysiMpoBaHuIo 1 cTaH4apTu3aumu.

4. Mpahukn, Hapaabl, 3ad9BKKU, pasHapaLKW.

5.[00KymMeHTbl  (NPOeKTbl  AOKYMEHTOB),  Tpebylowme  nognucaHms
(cornacoBaHusi, yTBEPXAEHNS) U NOCNeAYHOLLEro BO3BpaTa.

6. KOHKypCHasa foKyMeHTauus.

7. HayuHO-TexHMYecKas 1 NpPoeKTHas fOKYMeHTaLms.

8. KoppecrnoHzeHUus, agpecoBaHHas paboTHMKaM opraHm3aummn ¢ NoMeTKOW
"JInyHo".

9. MeyaTHble M3[aHUA (KHUTW, XXYPHa/bl, raseTbl), Katajoru, TeXHu4eckKas
nuTepatypa, TemaTuveckme 1 cneymasibHble COOPHUKK, NiakaThbl.

10. Mo3pgpaBuTeNnbHbIE NUCbMa U TenierpaMmbl, 6/1arogapcTBeHHble NUCbMa
W Tenerpammbl, NpUrnacuTesibHole GUNeTLI.

11. TpencKypaHTbl.

12. MpurnacutencHble 6UNeTbl, NpUrnaweHns.

13. MporpamMmMbl KOH(EePeHLMIA, COBELLLaHWNA.

14. PeknamHble MaTepuanbl (NUCbMa, IMCTOBKMK, NMPOCMEKTbI, OYKIEThI).

15. ¥Y4ebHble NnaHbl, NporpaMmsi.

16.®opmMbl M 6GnaHkKM, B TOM 4ucie (OpMbl CTATUCTUYECKOM W WHOW
OTYETHOCTMW.



