


YTBEPX/IEHDbI

[Toctanoenennem IlpaButenscTBa
Jloneukoit Hapoano# PecnyGnuku
ot 13 mas 2022 r. Ne 41-22

HHPABIWIA JEJOHPOU3BO/JICTBA B OPT’TAHAX
VCIHOJHUTEJBHON BIIACTH

I. OBIIME ITOJIOKEHUA

1.1. TlpaBuna JEnONMPOM3BOACTBA B OPraHax WCIOJIHUTENBHON BJIACTH
(manee — IlpaBuna nenonpou3BOJACTBA) pa3padOTaHbl B COOTBETCTBUU C 3aKOHOM
Honeukoit Hapoanoii PecnyOmukm ot 07 aerycta 2015 roma Ne 71-IHC
«O0 wuHpopMamuu # WH(POPMALMOHHBIX TEXHOJOTHIX», 3aKOHOM JlOHEUKOH
Hapoanoii PecnyOmuku ot 20 ¢eBpans 2015 roma Ne 13-IHC «O06 oOpammeHusx
TPaXKIan».

1.2. TlpaBuna aenonpou3BOACTBA pa3pabOTaHbl B LEISX COBEPIICHCTBOBAHUS
JEJIONPOU3BOACTBA U MOBBILICHHS 3(PPEKTUBHOCTH PAOOTHI C JOKYMEHTAMU MYTEM
perilaMeHTalMd Ha €JWHON MpPaBOBOM OCHOBE NPaBHJ CO3JAHHS JTOKYMEHTOB,
TEXHONOTW PadoTBl ¢ HUMM, OPraHM3ALMKA TEKYIIEro XPaHCHHs AOKYMEHTOB M
NOJArOTOBKHM K MEPEadYe B ApXUB OPraHa UCIOIHUTEIbHON BIACTH.

1.3. JleiictBue IlpaBun nAenONpoM3BOACTBA PACIPOCTPAHIETCS HA OpraHbl
UCTIOJIHUTENIbHOW BJACTH, TEPPUTOPUATBHBIE OpPraHbl OPraHOB MCIOJHUTEIBHON
BJIACTH.

1.4. TpeGoanus [IpaBui neI0nporM3BOACTBA MPUMEHSIOTCS K OyXTaJITEPCKOIA,
KaJIpOBOM W ApYyrod CHeHHATIbHONH JTOKYMEHTAIMM B 4YacTW OOIIMX MPUHIUIIOB
paboTHI ¢ TOKYMEHTAMH, a TAKXKE MOATOTOBKM JOKYMEHTOB K MEpPEeaade Ha apXUBHOE
XpaHCHHE.

1.5. [e#icteue IlpaBuim HmEIONPOM3BOJICTBA HE  PACHPOCTPAHSACTCS HA
OpPraHM3alMi0 padoThl ¢ JOKYMEHTaMH, COACPXAIIMMH CBCIACHHS, COCTABIISIOIINE
roCy JapCTBEHHYIO TaliHY.

1.6. Tlopsmok paccmoTpenusi oOpaieHuid rpaknan Jlonenkoit Hapognoid
PecnyOnuku, WHOCTPaHHBIX TPAXKIAH, JUI[ 0€3 rpakAaHCTBA, OOBbECTMHEHUH IpaskaaH
(manee — oOpalieHuE TPaKJaHWHA) YCTAHABIMBACTCS B OPraHe MCIOTHUTEIIbHON
BJIaCTH B COOTBeTCTBMM ¢ 3akoHoMm JloHenkodi Hapomnoit PecnyOnmku
ot 26 ¢eBpais 2015 roga Ne 13-IHC «O0 oOpatueHusX rpaskaan.
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1.7. Ha ocHoBe IIpaBun AelonmpoW3BOACTBA B OpraHax HMCHOJHUTEIBHOM
BJIACTH pa3padarTbIBAETC WHCTPYKUUS MO JACITOMPOM3BOJACTBY, YTBEp:KAacMast
HOPMATHBHBIM MPABOBBIM aKTOM IOCJIE €€ COTJIACOBAHUS OPraHOM HMCHOJHUTENBHON
Binactu Jlonenkoit HaponHoii PecnyOnuku, OCYHIECTBISIOIIMM B MPEAENax CBOCH
KOMIIETEHLIMA TOCYJAPCTBEHHOE VYIPABICHUE M PEATM3ALMI0 TOCYAAPCTBEHHOM
NOJIMTUKHU B ¢(hepe apXUBHOTO €A U JEI0Npon3BoACTBa (nanee — OMB).

1.8. OTBETCTBEHHOCTh 34 OPraHMU3aLMI0, COCTOSHHUE JEJONMPOU3BOACTBA H
coOnronenne TpeOoBanuii [IpaBun nenonpon3BOACTBA B OpPraHe HCIOJHUTEIBHON
BJIACTH BO3JIATacTCs Ha €ro PyKOBOAMTENS JMOO HA JIMIO, WCHOJHSIOLIEE Ero
0OsI3aHHOCTH.

1.9. Opranmszanus, BEACHUE W COBEPIICHCTBOBAHUE MEJONMPOU3BOACTBA HA
OCHOBE €IMHOH TIONMUTHUKA W  OPUHLUMIOB, TNPUMEHEHHUE  COBPEMEHHBIX
WH(POPMALMOHHBIX TEXHONOTM B paboTe C JOKYMEHTaMH, METOAMYECKOE
PYKOBOJACTBO M KOHTPOJb COONIOACHHS YCTAHOBJIEHHOTO TOpsaka padoTel €
JOKYMEHTAMU B OpPraHe WCIOJHUTEIBHONW BIIACTH BO3JIATA€TCS HA CTPYKTYPHOE
Nopa3AciiCHUE, UCTIONHSIONICE (PYHKIMH 1O BEICHUIO ACIONPOM3BOACTBA (Jaee —
Cnyx0a penonpoumsBoacTtBa). [Ipm ero OTCyTCTBHM OOS3aHHOCTH MO BEACHUIO
JEJIONPOM3BOACTBA B  OpPraHe  MCHOJHUTEIBbHOW  BIIACTM  BO3JIArarOTCs  Ha
rOCYJaPCTBEHHOTO CITy>Kallero (paboTHUKA).

Benenne nenmonpon3BOACTBA B UHBIX CTPYKTYPHBIX MOAPA3JACICHUSIX OpraHa
UCTIOJTHUTENIHOM ~ BIACTH  BO3JAracTcsi HA  TOCYJAPCTBEHHBIX  CITY>KALIMX
(paOOTHUKOB) MAHHBIX CTPYKTYPHBIX MMOJAPA3JCICHUN OpraHa HCIOJHUTEIBHON
BJIACTH (JIaJIEE - ICTONMPOU3BOIUTEND MOPA3ACTICHUS ).

B TeppuTopualbHBIX OpraHax oOpraHa WCHOJHUTENbHON BracTh JloHEnKown
Haponnoii PecnyOnuku M opraHax, NmOJBEIOMCTBEHHBIX OpPraHy HMCIOJHHATEIbHON
Biacth  Jloneukoid  Hapognoit  PecnyOnukw, opraHu3anuss ¢ BEACHHUE
JEIONPOU3BOACTBA  OCYIIECTBISIFOTCS  Cay>kO0H  IeONpOM3BOACTBA  WMJTU
rOCYIApCTBEHHBIM CITy>KalUM  (PpaOOTHUKOM), HA3HAYCHHBIM OTBETCTBEHHBIM 32
BEJICHUE JICTIONMPOU3BOICTBA HOPMATUBHBIM MPABOBBIM AKTOM COOTBETCTBYIOILIETO
OpraHa UCIIOJHATEIILHOM BJIACTH.

1.10.Cny>x0a nenonpou3BOICTBa JCHCTBYET HA OCHOBAHUM TOJIOXKEHUS O HEM,
YTBEP’KAACMOTO PYKOBOAUTEIEM OpPraHa UCTIOJTHUTEIBbHOM BIACTH M ONPEAEIISIFOIIETO
HauMeHoBaHue Ciy>KObl JETONPOU3BOACTBA, €€ CTPYKTYPY, 3a1a4H U PyHKIUH.

JIOMKHOCTHBIE  00SI3aHHOCTM TOCYAAPCTBEHHBIX CHyXalluX (PabOTHHUKOB)
CnyxObl ENONPOM3BOACTBA W JCJIONPOM3BOAUTENCH MOAPA3JACICHUNA OpraHa
WCIOJTHUTENIbHOM  BJIACTH  YCTAHABIMBAKOTCA  JOJDKHOCTHBIMM — PErJIaMEHTAMU
(TOJDKHOCTHBIMHA MHCTPYKLUSIMHU ).

1.11.Ha mnepuox oTnycka, KOMaHIMPOBKH, B CIIy4ac YBOJBHEHUS W
nepeMeleHns (MepeBoaa) rocyAapCTBEHHBIE CayKamme (PabOTHUKM) CTPYKTYPHBIX
NOJPA3EICHUIl OpraHa WCHOJHWUTENBHOM BiacTH  00sA3aHBI NEPEAaTb  BCE
HaXOOAIMECS Y HUX HA MCHOJNHEHMH JOKYMEHTHI  ACIIOMPOU3BOAMTENIO
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MOAPA3CIACHUS WA HMHOMY TOCYJapCTBEHHOMY ClyXkaliemy (paOOTHHKY) TIO
YKa3aHUI0 PYKOBOJUTENS CTPYKTYPHOTO TOAPA3ACIACHUS C COOTBETCTBYIONICH
OTMETKOM B YUYETHBIX (popmax, a Jea, MOJyYCHHbIC BO BPEMEHHOE MOJb30BAHUE U3
apXvBa OpraHa UCIOJIHUTEILHOMN BIACTH, TOJKHBI OBITH BO3BPALIEHBI B APXUB.

[Ipu cMeHe AenoNnpOU3BOAMTENS MOAPA3ACIECHHUS COCTABISETCS aKT MpHEMa-
nepeaaun JOKYMEHTOB U JIEN.

1.12.'ocynapCTBEHHBIE CAYy’>KallUE W PaOOTHUKW OpraHa WCHOJHUTEIbHOM
BJIACTH JOJLKHBI OBITh O3HAKOMJIEHBI ¢ MHCTPYKIMENR MO ASIONPOU3BOACTBY U HHBIMHU
HOPMATUBHBIMHA AKTaMH, YCTAHABIIMBAIOIIMMHU NOPAJOK PAOOTHI C AOKYMEHTaAMH B
OpraHe UCIIOJIHUTEIBLHOM BJIACTH.

1.13.Conepxkanue CiyKeOHBIX JIOKYMEHTOB (IMPOCKTOB JIOKYMEHTOB) HE
NO/UICKAT PA3MIAIICHUIO, 32 MCKIYCHHEM OOIIEIOCTYNHOW HHpOpMalMu O
JEATENBHOCTHA OPraHa UCIOJIHUTEIIBHOMN BIACTH.

II. TEPMUHBI U OHPEAEJEHUSA

OJIAaHK JOKYMEHTA — JINCT OyMarv Wiy JIEKTPOHHBIN Aa0JIOH C PEKBU3UTAMU,
UACHTA(PUIMPYIOIUMH aBTOPa OQUIUAIBHOTO TOKYMEHTA.

BHA [JOKYMEHTAa — KIAaCCU(IMKALMOHHOE TMOHATHE, O00O03HAYAKOIIECE
NPUHAUIC)KHOCTh JTOKYMEHTA K OMPEACICHHON Ipynmne JOKYMEHTOB IO MPU3HAKY
O00IIHOCTH (PYHKLIMOHAIBHOTO HA3HAYEHUSI.

BHYTPEHHSISI ONUCHh — JJOKYMEHT, BKJIFOYAEMBbIi B JIEJIO ISl yYeTa JOKYMEHTOB
Aena.

BH3a — PEKBU3UT, BBIPAKAIOIIMH COIIACHE WM HECOMIACHE JOJHKHOCTHOIO
JIMLA C COAEPYKAHUEM JOKYMEHTA.

BPEMEHHOE XPaHEHHE [JOKYMEHTOB — XPAaHCHUE JOKYMECHTOB B TECYCHHUE
CPOKOB, YCTAHOBJICHHBIX HOPMATUBHBIMU TPABOBBIMU aKTaMH.

BBIIHCKA W3 [JOKYMEHTA — KONWS 4YacTH [OKYMEHTA, 3aBEPECHHAs B
YCTAHOBJIEHHOM NOPSIIKE.

rpu¢g orpaHuveHust 10CTYNA K JOKYMEHTY — PEKBU3UT, CBUIETEIbCTRY FOILIUA
00 ocoboM xapakTtepe HH(POPMALUKU JOKYMEHTA U OrPAHUUYMBAIOIIMIA JOCTYT K HEMY.

rpud  yTBep:KAeHUsT —  PEKBU3UT  OQUIMAIBHOIO  JOKYMEHTa,
CBUACTENBCTBYIOIINIA O MPABOBOM CTaTyCe JOKYMEHTA.

rpud coriacoBaHHusl — PEKBU3UT, BHIPAKAIOIINI COIIaCHE OPraHU3alUH, HE
SBJISIFOLIEICS aBTOPOM TOKYMEHTA, C €0 COACPKAHUEM.

AeJ0 — JOKYMEHT MJIM COBOKYMHOCTb JOKYMEHTOB, OTHOCSLIMXCS K OJHOMY
BOMPOCY WJIHM YYACTKY ACITEIbHOCTH, TOMEUICHHBIX B OTACTBHYIO OOJIOXKKY.

AEJONPOU3BOACTBO — JICATEIBHOCTh, 00ECNEUMBAIOIIAS TOKYMEHTHPOBAHHE,
00palbOTKy, UCMIOJIB30BAHUE M ONIEPATUBHOE XPAHEHHUE JOKYMEHTOB.

AOKYMEHT — MarepuaibHas (popma MOIyuYEHUs, XPAHEHUS, UCIOJIb30BaHUS U
pacnpocTpaneHusl HHpoOpMaluK, 3apUKCUPOBAHHON HA Oymare, MarHUTHOMN, KHHO-,
(POTOMIICHKE, ONTHYECKOM IUCKE UM IPYTOM HOCHTETE.

AOKYMEHTAMOHHOEe ol0ecnevenne (ynpasiaenusi), [1OY — neaTenbHOCTSb,
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LEJICHATPABIIEHHO 00ecneunBaromias PyHKIUN YIPABICHUS JOKYMEHTAMH.

AOKYMEHTAJIbHbII (POHA — COBOKYNMHOCTb JTOKYMEHTOB, OOpa3yrOIIUXCs B
JESATEILHOCTH OPraHu3aliu.

AOKYMEHTHPOBaHHAsi HHpopManus — 3aQUKCUPOBAHHAA HA MaTEPUATILHOM
HOCHTEJIE MyTEM JOKYMEHTHUPOBAHUS MHPOPMALMK C PEKBU3UTAMM, TTO3BOJISFOIIMMHI
ONMPEACTUTh TaKyl0 HWHPOPMANMI0O HIX B YCTAHOBJICHHBIX JACHCTBYIOLIUM
3akoHoAarenbCTBOM JloHenkoit Haponnoii PecnyOnukm cinyyasx €€ MarepuaibHbIN
HOCHTEb.

AOKYMEHTHPOBAaHHUE — 3aMMCh WH(POPMALIMKA HA HOCUTENE MO YCTAHOBICHHBIM
PaBHJIAM.

AOKYMEHTO000POT — JIBMKEHHE TOKYMECHTOB B OpPraHM3allAd ¢ MOMEHTA HMX
CO3/IaHUS WK MOJTYYCHUS 10 3aBEPLICHHSI UCTTOJIHEHUS WA OTIIPABKH.

AOKYMEHTOMOTOK — COBOKYITHOCTb JOKYMEHTOB OJJHOIO BUJA WM HA3HAYECHUS,
UMEIOINX E€AUHBIA MAPIIPYT.

AOJIKHOCTHOE JIMIO — JIMIO, NOCTOSSHHO, BPEMEHHO WM MO CHELUAIBHOMY
NOJTHOMOUYMIO  OCYWIECTBIsitoulee  (DYHKIMH — MPEACTABUTENS  BIACTH  JIMOO
BBITIOJIHSFOIIICE OpPraHU3alMOHHO-PACTIOPSAUTEIBHBIC, aJIMHHHACTPATHBHO-
XO3iCTBEHHbIE (PYHKIMU B OPraHe UCHIOJHUTEIIBHOM BIIACTH.

AyOJMKAT JOKYMEHTA — NOBTOPHBIN SK3EMIUISP MOJTMHHUKA JOKYMEHTA.

3aBepeHHAasl KONHsl JAOKYMEHTa — KOMHMS JOKYMEHTA, Ha KOTOpOM B
COOTBETCTBMM C  YCTAHOBJCHHBIM  MOPSJKOM  MPOCTABIEHBI  PEKBHU3UTHI,
00ECTIIEUNBAOIINE €€ FOPUINYECCKYHO 3HAYUMOCTb.

HHAEKC Jeja — nu@poBoe Wi OyKBEHHO-IIM(PPOBOE OOO3HAUCHHUE Jieia B
COOTBETCTBUM C HOMEHKJIATY PO JeJT OpraHn3allyiH.

HHIMBUAYAJIbHBIH CPOK HCIOJHEHHSI JOKYMEHTA — CPOK HCIIOJIHCHUS
JOKYMEHTA, YCTAHOBJIECHHBIA OPraHU3allMOHHO-PACHOPAAUTENBHBIM  JTOKYMEHTOM
OPraHU3ALNAN UK PE3OTFOLHACH.

KJIaccupuKanuss — CUCTEMATHUCCKAS MACHTU(PUKALMS H/WIK YIOPSII0YCHUE
JEJIOBOM ACATENIbHOCTA W/WIM JOKYMEHTOB TIO KaTEropvsM B COOTBETCTBHUM C
JIOTUYECKH CTPYKTYPUPOBAHHBIMHA ~ YCIOBHSMH, METOJAMH W  MPOLETYPHBIMA
PABHJIAMH.

KOHTPOJIb  HCHOJHEHHs] JOKYMEHTOB — COBOKYNHOCTh JCHCTBHIA,
00€eCneUnBarOIMX CBOEBPEMEHHOE UCTIONTHEHHE JJOKYMEHTOB.

KOHPUACHINAJTBHOCT HHpOpManuu — 00s3aT€IbHOE U BBINOJHEHUS
JMIOM, TOJYYMBIOUM JOCTYNl K ONPEACIICHHOM HHpOpManyu, TpeOOBaHWUE HE
NepeIaBaTh TaKy 0 HHPOPMALMIO TPETHUM JIMLaM 0€3 Corylacus €€ 00J1aaaTess.

KONUA JOKYMEHTa — 3K3EMIUISP AOKYMEHTA, TOJHOCTHEO BOCIPOU3BOASIIMI
WH(OPMaLMIO TOATUHHUKA JOKYMEHTA.

JHCT-3aBEPUTE/Ib Je1a — JOKYMEHT, COJACP)KAlINii CBEICHUS O KOJMYECTBE
JUCTOB AeNa, PU3NYECKOM COCTOSSHUM AOKYMEHTOB M OCOOCHHOCTIX (hOPMUPOBAHUS
Aena.

JHUCT COIVIACOBAHHUSI (BU3HPOBAHHWSI) JOKYMEHTa — 4acTb O(PHIHMAIBLHOTO
JOKYMEHTA C OTMETKAMH (BU3aMH) O COMNTACOBAHHH.

HOMEHKJIATYpAa [eJ — CHUCTEMArH3MPOBAHHBIA MEPEUEHb 3arOJOBKOB JEIT,
CO3/1aBaEMbIX B OPraHHU3allMH, C YKA3aHHUEM CPOKOB UX XPAHEHUSI.
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HOCUTENIb (JOKYMEHTHPOBAHHOI) HH(OPMAUMH — MaTepUalbHBIA OOBEKT,
NPEIHA3HAYCHHBIA [JIs 3aKPEIICHUs], XPaHCHUsI (M BOCHPOM3BEICHUSI) PEUYEBOIA,
3BYKOBOH WJIM N300pa3UTENBHON MH(OPMALIVH.

oOpaleHne rpakIaHHuHA — HAMPABICHHOE B OPraH MCIOJHUTEIbHON BIIACTH
WIA JOPKHOCTHOMY JIMIY B THUCBbMEHHOH (opMe mnv B (OpME SIEKTPOHHOTO
JOKYMEHTA MPEJIOKEHUE (3aMEUaHue), 3asBICHUE (XOOaTaiicTBO) MM Kanoba, a
TAK)KE YCTHOE OOpalicHHe rPaKAaHUHA K PYKOBOJUTENSIM U APYTUM JOKHOCTHBIM
JIMIAM COOTBETCTBYIOLINX OPraHOB.

00beM JOKYMEHTO000pOTAa — KOJMYECTBO JOKYMEHTOB, IOCTYNUBIUUX B
OPraHU3aLMIO U CO3IAHHBIX €10 34 OMPEACIICHHBIN MEPHO.

OonepaTuBHOE XPAaHCHHE JOKYMEHTOB — XPAaHCHHE JOKYMEHTOB B
CTPYKTYPHOM TMOAPA3ACICHUM [0 WX [MEpelaud B AaApXHMB OPraHU3aluu WJH
YHUYTOXKCHHSI.

ONMUCHh [JeJ CTPYKTYPHOIO MOAPA3ACJCHUS] — YUYCTHBIA JTOKYMEHT,
BKJTFOYAKOIIMNA 3ar0JIOBKU 1€, CPOPMHUPOBAHHBIX B CTPYKTYPHOM NOAPA3ACICHUA U
NOJUIS)KAIINX MEPEAAYe HA APXMBHOE XPAaHECHHE.

opunHaIbLHOE ONYOJMKOBAHME JAOKYMEHTa — TnepBas nyOnuKamust €ro
NOJTHOTO TEKCTA B OQPUIMAIIBHOM MEYATHOM M3/IaHUU U (WM ) Ha OQULMATIBHOM CATe
IPaBOTBOPYECKOTO OPraHa.

opuIHAJIBHBI JOKYMEHT — JOKYMEHT, CO3JAHHBIA FOPHINYECCKUM,
JOJKHOCTHBIM WK (PU3MYECKUM JIMIOM, OOPMIICHHBIH B YCTAHOBIEHHOM MOPSKE.

caiiT opraHa HMCHOJIHMTEJbHOH BJIACTH (Jajee - opuUUAIBLHBIN CalT) —
caiiT B MH(QOPMALIMOHHO-TEIIEKOMMYHUKAIMOHHOK ceTh "MHTEpHET", coaepKalumii
UH(OPMALMIO O IEATEIBHOCTH OPraHa UCIIOJHUTENBLHOM BIIACTH, SJIEKTPOHHBIH aapec
KOTOPOTO BKIIFOYAET JOMEHHOE HWMs, MpaBa HAa KOTOPOE MPUHAAIEKAT OpPraHy
WCIIOJTHUTEIILHON BJIACTH.

odopmiicHHEe AOKYMEHTA — TNPOCTABICHHE HA JOKYMEHTE HEOOXOIMMBIX
PEKBU3HTOB.

nepBu4YHasi o0padoTKa AOKYMEHTOB — 00padoTKa NOKYMEHTOB (IIPOBEPKa
LEJIOCTHOCTH, KOMIUIEKTHOCTH, COPTHPOBKA W Jp.) NPH MOCTYIJIEHUM B
OpraHu3aLMIo.

ne4yarb — YCTPOWCTBO, MCIONIB3YEMOE JJIsl 3aBEPEHUS MOJIMHHOCTH TOAMUCH
JOJDKHOCTHOTO JIMLA MOCPEACTBOM IMPOCTABICHUS €T0 OTTUCKA HA JOKYMEHTE.

NpeABapUTE/IbHOE PacCMOTPEHHE NOKYMEHTOB — W3yYCHUE JIOKYMEHTA,
NOCTYMUBLIETO B OPraHM3alMIO, s ONPEACICHUsS JODKHOCTHOIO JiMia, B
KOMITETEHIMEO KOTOPOTO BXOUT €r0 PACCMOTPEHHE.

NPU3HAKU 3aBEJACHUSI [eJIa — OCHOBAaHWS, B COOTBETCTBHM C KOTOPBIMHU
(opMyIIMpYETCS 3aroJIOBOK Aena U GOopMHUpYETCs AETIO.

NO/VIMHHUK JOKYMEHTA — TIEPBBIA WM €AWHCTBEHHBIH SK3EMIUISP
JOKYMEHTA.

NOANNCAHUE (JOKYMEHTAa) — 3aBECPEHHE JOKYMEHTA COOCTBEHHOPYYHOMH
HNOIMKCHIO JOJKHOCTHOTO WM (PM3MYECKOTO JIMLA 110 YCTAaHOBJIEHHOH (hopMme.

NOANMUCh —  PEKBU3UT, COJAECPXKAIIMA  COOCTBEHHOPYYHYIO  POCHHUCH
JOJDKHOCTHOTO WM (PU3UYECKOTO JINLA.

NMOCTOSIHHOE XPAHEHHE JAOKYMEHTOB — BEUHOEC XPAHECHUE JOKYMEHTOB 0€3



npaBa UX YHUUYTOKEHHUS.

perucTpauloHHO-y4YeTHasi (opMa — JOKYMEHT YCTAHOBJIEHHON (opMmbl
(KapTouKa, >KypHaJl), B TOM YHKCJIE B AJIEKTPOHHOM BHJE, UCMOAb3YEMBIN JJIsl 3aMUCH
CBEJICHUI O TOKYMEHTE B LIEJISX yUETa, MOUCKA U KOHTPOJISL.

PerucTpalMOHHBI HOMEpP JOKYMEHTa (PerucTpalHOHHbINE HHAEKC
AOKYMEHTa) — HH(poBOoec WM OyKBEHHO-LIM(PPOBOE 00O3HAYEHHE, MPUCBAUBAEMOE
JOKYMEHTY TIPY €10 PErUCTPaLiH.

perucTpauusi J0KyMeHTa — TMPHUCBOCHUE JOKYMEHTY PETUCTPALUOHHOIO
HOMEPA U 3aMKUCh JAHHBIX O TOKYMEHTE M0 YCTaHOBIEHHOH (opme.

PeKBH3HUT AOKYMEHTA — 3JIEMEHT 0()OPMIICHUS TOKYMEHTA.

pe30JIIouHsl — PEKBHU3WT, COACP)KAlIMNA YKa3aHus MOJDKHOCTHOTO JMIA TIO
UCTIOJIHEHUIO TOKYMEHTA.

cay:k0a ae10mpou3BOACTBA — CTPYKTYPHOE MOApa3AcicHue, Ha KOTOPOE
BO3JIOKEHbl  (DYHKIIMM TIO BEACHUIO JIEJIONPOM3BOJCTBA, a TaKxKe JIMIIA,
OTBETCTBEHHBIC 32 BEJCHUE JICJIOMPOU3BOJACTBA B  JPYTUX  CTPYKTYPHBIX
NOPa3/ICICHUSX OpraHu3alliH.

COIVIACOBAHHUE MOKYMEHTA (BU3MPOBAHUE) — OLICHKA MPOCKTa O(PUIINATIEHOTO
JOKYMEHTA 3aWHTEPECOBAHHBIMU  OpPraHU3alUsMK, JODKHOCTHBIMU  JIMIIAMH,
CMELUATUCTaAMM.

CPOK XpaHEHHUs] JOKYMEHTOB — TMEPUOJ BPEMEHH, B TEUEHHUE KOTOPOTO
JOJKHO 00€CTeYrBaThCsl XpaHEHHE AOKYMEHTA B COCTAaBE JOKYMEHTAJIbHOTO WJIU
apxuBHOTO (hoHAA.

THIIOBO#i CPOK WCMOJHEHHSI JOKYMEHTA — CPOK MCIOMHEHHUS JOKYMEHTA,
YCTAHOBJICHHBI! HOPMATUBHBIM MTPABOBBIM AKTOM.

YHUUTOXKEHUE TOKYMEHTOB — UCKJIFOUCHUE TOKYMEHTOB U3 TOKYMEHTAJILHOIO
WIK apxXuBHOTO (OHJA MO MCTEYEHUM CPOKA WX XPaHEHHs C MOCIEAYHOLIAM
YHUUTOKEHUEM (YTHIIM3ALUEH ).

(opMupoBaHue Aejia — TPYNMNUPOBKA MCIOTHEHHBIX JOKYMEHTOB B JIEJO B
COOTBETCTBUM C HOMEHKJIATYPO# JIEJI M MX CHUCTEMATu3alisl BHYTPH JeNa.

XpaHeHue JAOKYMEHTOB — OPraHu3allksi PalMOHATBLHOIO pa3MEIIEHUs |
00eCTeYeHNE COXPAHHOCTH TOKYMEHTOB.

IKCMEPTH3Aa HEHHOCTH JOKYMEHTOB — U3yUeHUE JOKYMEHTOB Ha OCHOBAHUU
KPUTEPUEB MX LIEHHOCTH B LEJSAX OMPEACTCHHUS CPOKOB XPAHEHUS NOKYMEHTOB U
orOopa MX Ajs BKIIIOYEHHS B cocTaB ApxuBHOro ¢ouaa Jloneukoidt HapomaHoit
PecnyOnuku.

IOpUIHYECKAasl 3HAYMMOCTb JOKYMEHTA — CBOWCTBO JOKYMEHTA BHICTYMAaTh B
KAQueCTBE TMOATBEPXKACHUS JEJIOBOM JEATEABHOCTH JIMOO COOBITHM  JIMYHOTO
XapakTepa.

IOpUIHYECKAasl CHJIa JAOKYMEHTa — CBOHCTBO O(UIMAIBLHOTO JOKYMEHTa
BBI3bIBATh OMPEAECICHHBIC TPABOBBIEC OCESICTBHS.

1. TOKYMEHTUPOBAHUE YIIPABJIEHUECKOI
AEATEJBHOCTHU

3.1. CocraB [OKYMEHTOB, OOpa3ymlIIUXCSd B ACATEIIBHOCTH  OpraHa
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WCTIOJTHUTENIbHOM BIACTH, ONPEIEISIETCS €r0 MOJTHOMOYMSIMH, KPYTOM BBITTOJIHSIEMBIX
rOCY/JapCTBEHHBIX (PYHKIMIA W TPEAOCTABISEMBIX TOCYJAPCTBEHHBIX  YCIYT,
NOPSAKOM Pa3peLICHHs BOITPOCOB, 00BEMOM M XapaKTEPOM B3aMMOCBSI3EH C MHBIMU
OpraHaMu UCHIOJTHUTENIbHOM BIIACTH, OPraHU3ALMSIMHA, TPAKIAHAMH.

3.2. B opraHe MCMOTHUTEIBHON BJIACTH CO3JAKOTCS JOKYMEHTHI HA OyMa>KHOM
HOCHTEJIE, DJIICKTPOHHBIE JOKYMEHTBI W 3JEKTPOHHBIE KOMWUW JTOKYMEHTOB,
NOJTyYEHHBIE B pe3ynbTare OUU(POBKH (HATPUMEP, CKAHUPOBAHUs) JOKYMEHTOB Ha
OyMakHOM HOCHTEE.

3.3. JIoKyMeHTbI OpraHa MCHOJHUTENIBbHON BIacTH O(QOPMIISIFOTCS HA OJIaHKax
¢ BocnpousBeneHueM ["ocynapcteenHoro repoa Jlonenkoi Hapoanoi PecnyOmnuku,
repOa (repajibIM4eCKOro 3HaKa) opraia UCIOJHUTEIBLHOM BJIACTH HA JucTax Oymaru
(dopmara A4.

3.4. braHku TOKYMEHTOB OpraHa WCIOJHHATEIBHONH BIACTH pa3pabaTbIBAOTCS
OPraHOM HCITOJIHUTENIBHON BIIACTH W YTBEP)KOAKOTCS B COCTABE WHCTPYKLUHU IIO
JEJIOMPOU3BOICTBY.

3.5. CoctaB  PEKBU3WUTOB  JOKYMEHTOB,  CO3/IaBacMbIX B  OpPraHe
WCIOJIHUTESILHOM BJIACTH, PaBWIa UX 0QOPMJIEHUS, Pa3MEPBI CITYKEOHBIX MOJIEH Ha
JIOKYMEHTE U TpeOOBaHUS K CO3/IaHUI0 TOKYMEHTOB YCTAaHABIMBAKOTCS WHCTPYKIUEH
O JIETONMPOU3BOJCTBY OpraHa UCTIIOJTHUTEINBHON BIIACTH.

3.6. TIpoekThl JOKYMEHTOB, TOJATOTOBJIEHHBIX OPraHOM MCIIOJHUTEIBHOMN
BJIACTH, MOAJIEKAT COTJIACOBAHUIO.

CornacoBaHue TMpOEKTa JOKYMEHTa B OpraHe WCIOJIHUTEILHOW BIACTH
oopmiisieTcss BH30M PYKOBOAWUTENS CTPYKTYPHOTO TOAPA3JACICHUS WM WHOTO
YIOJIHOMOYEHHOTO JOPKHOCTHOTO JIMILIA.

CornacoBaHue MPOEKTa JOKYMEHTA, CO3JaHHOTO B OPraHE MCHOJHUTENbHOM
BJaCTM C JPYTMMH OpraHaMM HCHOJHWTEIBLHOM BJIACTH, OpraHU3AlMsIMM,
opopmisiercs rpudoM (JIACTOM) COIJIACOBAHUS, MPOTOKOJIOM, MHUCBMOM O
COIJIACOBAHUM, a TaKOKe B (POPME 3AKITIOUEHHI, OT3BIBOB, MOMPABOK.

3.7. TlogrotoBneHHsle, O(GOPMIICHHBIE W  COMJIACOBAHHBIE  MPOECKTHI
JOKYMEHTOB  TNOJMMUCHIBAKOTCS  (YTBEPXKAAKOTCS)  PYKOBOIMTEIIEM  OpraHa
WCIIOJTHUTENbHOM BJIACTH WJIM UHBIM YIIOJTHOMOYEHHBIM UM JOJKHOCTHBIM JIMLIOM.

JIOKyMEHTBI Ha OyMaXHOM HOCHTEJE MOAMMCHIBAOTCS COOCTBEHHOPYYHOMH
NOJAMUCBI0  PYKOBOJAUTENSE OPraHa  MCHOJMHMTENIBHOM  BJIACTH WM MHOTO
YIIOJIHOMOYEHHOTO UM J0JDKHOCTHOTO JIMLA.

3.8. Ha nokyMmeHTax, yTBEpKAACMbIX HOPMATUBHBIMHM IPABOBBIMH aKTaMH
OpraHa HCIOJIHUTENBHON BIIACTH WM PYKOBOJIWTEJIEM OpraHa HCIOJIHUTEIBHON
BJIACTH (MHBIM YIIOJHOMOYEHHBIM MM JOJDKHOCTHBIM JIMIOM), OdopmisieTcs: Tpud
YTBEPKIACHHSI.
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3.9. B HeoOXoAMMBIX ciy4asx, COOCTBEHHOpPYYHAs MOMANWCH PYKOBOAMTENS
OpraHa MCIOJIHUTEIbHON BJIACTH WM WHOTO YIIOJHOMOUYEHHOTO MM JIUIIA 3aBEPAETCS
NEYaThI0 OpraHa UCMOJHUTEIBLHON BJIACTH C BOCHPOM3BEACHUEM [ '0Cy1apCTBEHHOTO
repba Jloneukoit HapoaHnoii PecnyOnuku (repba (repajibauyeckoro 3Haka) OopraHa
UCIIOJIHATETILHOM BJIACTH ).

3.10.0cobenHOCTH MOATOTOBKH OTHEIBHBIX  BHJIOB JOKYMEHTOB
YCTAHABIIMBAKOTCA WHCTPYKUMEH MO JAETONMPOU3BOJICTBY OpraHa HMCIOTHUTEIbHON
BJIACTH.

IV. OPTAHM3AIIMA TOKYMEHTOOBOPOTA

4.1. B nporiecce T0KyMEHTO000pOTa 00€CTICUNBACTCS:

MPUEM U MIEPBUYHAS 00padOTKa BXOASIIMX JOKYMEHTOR;

MPEIBAPUTEIILHOE PACCMOTPEHHUE BXOAAIINX TOKYMEHTOB;

pPETUCTpALUs BXOJASAIINX, UCXOASIIUX U BHYTPEHHUX TOKYMEHTOB;

paccMOTPEHUE JOKYMEHTOB PYKOBOJCTBOM;

JOBEJICHUE JOKYMEHTOB JI0 UCTIOJIHUTEIIEH;

MOJATOTOBKA MPOEKTOB JOKYMEHTOB;

COIJIACOBAHUE MPOEKTOB JOKYMEHTOB;

MOAMUCAHNE TIPOCKTOB JOKYMEHTOB,;

OTIPEICTICHUE MECTa XPaHEHHUS JOKYMEHTa (KOMMHU JOKYMEHTA) M BKITFOUCHHUE
JOKyMeHTa (KOTUU JOKYMEHTA) B JIEIO;

00paboTKa 1 OTIPaBKa UCXOMSIIAX JOKYMEHTOB.

4.2, JIoKyMEHTY (BXOISAIIEMY, MCXOASIIEMY, BHYTPECHHEMY) MPUCBAUBACTCS
perucTpauMoHHbli  HOMep. CTPyKTypa PErMCTPALlMOHHOTO HOMEpa JOKYMEHTa
OTPEACTAETCS MHCTPYKIMEH MO IETOMPOU3BOICTBY OPraHa UCTIOTHUTEIBHON BIIACTH.

4.3. Peructpaumss JIOKYMEHTOB (BXOIAINUX, HWCXOIAIIMX, BHYTPEHHUX)
BEJCTCS B MIPEAEIIaX KaJICHAAPHOrO roja.

4.4. B nmoKyMeHTOOOOpOTE OpraHa HMCIOJTHUTEILHONW BJIACTH BBIACISIOTCS
JOKYMEHTOMOTOKHM:  BXOAAUME  (MOCTYNAKOUME)  JOKYMEHTBI,  MCXOMSIINE
(OTOpABIIIEMbIE) TOKYMEHTHI, BHYTPCHHHAE JOKYMEHTHIL.

B cocraBe BXOAAIMMX U UCXOOAIINX JOKYMEHTOB BBIICIISFOTCS:

JOKYMEHTBI TOCYJAPCTBEHHBIX OPraHOB, OPraHOB MCHOJHUTEIIbHON BIACTH,
OPraHOB MECTHOIO CaMOYIPABIICHUS, IOKYMEHTBI TEPPUTOPHAIBHBIX OPraHOB
rOCyIapCTBEHHBIX OPraHOB (ITPH X HATMYHH ),

JOKYMEHTBI OpraHu3anuii;

3anpockl, oOpamenus aenytaroB Hapoanoro Cosera Jlonenkoi Hapomnoit
PecnyOnviku 1 OTBETHI HA HUX;

oOparnieHus TpaXkJaaH U OTBETHI HA HUX;

JIOKYMEHTBI M3 MPABUTEIILCTBCHHBIX M HEMPABUTEIBCTBEHHBIX OpraHU3allnii
3apyOeKHBIX CTPaH W JAPYTHe IPyNIbl JOKYMEHTOB.
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4.5. JloctaBka ¥ OTHPABKA AOKYMEHTOB B OPraHE MCIOJHUTEIBHONW BJIACTH
OCYILECTBIISIOTCA BUAAMHU CBSI3W. MOYTOBOH, (ENIBABETEPCKOM, KypbhEePCKOM, HHBIMU
BUJAMM  CIICUMAIBHOW CBs3M, (PakCUMHIIbHOHM, TenerpagHoi, Tene(OHHOM,
IIOCPEICTBOM DJIEKTPOHHOM IIOYTHI, YEpPE3 CaWT OpraHa HCIOJIHUATEILHONW BIIACTH,
NOCPEACTBOM HMH(OPMALMOHHONH CHCTEMBI TOCYJAPCTBEHHbIE YCIyrH JIOHEUKOH
Haponanoii PecnyOnviku.

4.6. Tlpuem u nepBudHas 00padOTKa BXOAAMIMX JOKYMEHTOB OCYIIECTBISETCS
Cny>x00i1 1e10MPOU3BOICTRA.

4.77. Bce MOCTyNMUBIIME B OpPraH MCHOJHUTENbHON BIACTH JOKYMEHTHI Ha
OYMa)KHOM HOCHTEJIE OAJIEKAT MEPBUYHON 00pabOTKE, BKITHOYAIOUIEH:

MPOBEPKY MPaBUIIBLHOCTH JOCTABKU TOKYMEHTOB;

POBEPKY LIETOCTHOCTH YIAKOBKH (KOHBEPTOB, MAKETOB),

BCKPBITHE YMAKOBKM (32 HUCKJIIOYEHMEM KOHBEPTOB, MAKETOB C MOMETKOM
«JluuHo» W rpudaMu OrpaHMuUEHHS JOCTYNa K JOKYMEHTY, HE OTHOCSIIUXCS K
oOpaleHusIM Tpask/iaH );

MPOBEPKY 1IETIOCTHOCTH BXOAALINX JOKYMEHTOB, BKIIIOUAsl TPUIOKEHMUSI,

YHUUYTOXKCHUE KOHBEPTOB, TMAKETOB WJIM YMNAKOBKMA (3a MCKIIOUEHUEM
oOpauleHuii rpakaaH U UHBIX JOKYMEHTOB 0€3 yKa3aHus JaThl, a TAKXKE B Clydasx,
€CJIM  JIOKYMEHT TMOCTYNWJI TIO3K€ YKa3aHHOTO B TEKCTE JOKYMEHTAa Cpoka
UCTIOJIHEHUS (JaThl MEPOMIPUSITHUS) UM IPU OOJIBIIOM PACXOMKACHUM MEXIY TaTaMu
NOJNKUCAHUS U TTOJYUEHUS] TOKYMEHTOB).

4.8. OmmOOYHO JOCTABJICHHBIE TOKYMEHTHI MEPECHIIAOTCS MO HA3HAYCHUIO
WM BO3BPALIAKOTCS OTHPABUTENIO. JIOKYMEHTHI, MOCTYNHMBIIME B TMOBPEKIACHHOM
VIAKOBKE, TPOBEPSIOTCS HA MENOCTHOCTh, B TOM YMCJIC HA HAIMYAEC MEXAHUUCCKUX
ITOBPEKACHUN.

O noJiydeHUrM TOMO3PUTEIIBHOTO TMOYTOBOTO OTHPABICHUS JOKJIAABIBACTCS
pykoBoauTeto Ciry>KObl IETONPOU3BO/ICTRA.

4.9. Tlpn oOHApPY>KEHWM MOBPEKIACHHS BXOIAIIETO TOKYMEHTA HA OyMa>KHOM
HOCHTEJIE WM €r0 MPWIOKEHUN, TPA OTCYTCTBMU B KOHBEPTE (IMAKETE) NOKYMEHTA,
€r0 4YaCTu WM TPUIOKEHUHA K HEMY, a TaKKE NPH OTCYTCTBHM TOAIKACH Ha
BXOJSIIEM JTOKYMEHTE COCTaBIISIETCS AKT B JIBYX OJK3EMIUIIpAX Ha OyMaKHOM
HOCHTEJE, OAVH 3K3EMIUISIP aKTa BBICBUIACTCS OTIPABUTEIO, BTOPOM — MPHOOIIAETCS
K BXOAAWIEMY JOKYMEHTY, WM TEPEAACTCI HA PETUCTPALMIO U MPEABAPUTEIIBHOE
paccMOTpEHUE.

4.10.KonBepThl (AKETHI), AMEIOIINAE OTMETKY «JIMUHOY», rprU(bl OrPAHUYEHUS
JOCTYMA K TOKyMEHTAaM, COACPKAIUM CBEACHHS KOHPUACHIMAIBHOTO XapakTepa, He
BCKPBIBAIOTCS M MEPENAOTCA:

C OTMETKOM «JIMYHO» - HEMOCPEACTBEHHO aApECATY;

¢ rpudamMu OrpaHMYEHHs J0CTyna — B CIOyKO0y KOH(MIACHIMAIBHOTO
JETIONTPOM3BOACTBA WM PAOOTHUKY CIry>KOBI ENONPOM3BOJACTBA, B OO0S3aHHOCTH
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KOTOPOro  BXOAMT  00pabOTKa  JOKYMEHTOB,  COJEPKAIIUX  CBEJCHUS
KOH(PUICHIIMAJTEHOTO XapakTepa.

4.11. JIOKyMEHTBI, MOCTYNAOUIME U3 APYTUX OPraHU3alyii HEMOCPEACTBEHHO B
CTPYKTYPHBIE TMOAPA3ACICHUS, HO TpeOyoUIMe PacCMOTPEHHsS PYKOBOJCTBA,
NEPENAOTCA I PETHCTPAlMM M TMPEABAPUTENIBHOIO paccMoTpeHust B ChyxOy
JEJIONPOU3BOACTBA.

4.12.Ha BceX NOCTYNMMBIIMX JOKYMEHTAX, 34 MCKIIOUYEHUEM JOKYMEHTOB,
MOCTYIUBIIAX B 3JIEKTPOHHOM BHUIE, NPOCTABISAETCA OTMETKA O TMOCTYIUICHUU
JOKYMEHTA B OPraH UCIIOJHUTEIBHON BIIACTH.

4.13.JIOKyMEHTBI, MOCTYNUBIUME OT JAPYTMX OPraHM3aluii W TPaOKIAH I10
SJIEKTPOHHOM II0YTE, 4Yepe3 CaluT opraHa WCHOJHUTEIBHOM BIIACTH B CETH
«UHTEepHET), MpuHUMatoTcst Ciry>K00i AemONpPOM3BOACTBA WM UHBIM CTPYKTYPHBIM
NOJpa3AciCHUEM, B OO0S3aHHOCTH KOTOPOrO BXOAMT OpraHu3auus padoThl C
OOpaleHUSIMU TPAKIaH U BXOAAIIMMHA JOKYMEHTAMHU OpPraHU3aLni.

4.14 . BbIBICHHBIE B XOA€ NMPOBEPKM HECOOTBETCTBHS SIBISIFOTCS OCHOBAHUEM
JUIS  OTKa3a B PETUCTPAlMA JOKYMEHTa, (OPMUPOBAHWS W  HANPABICHUS
OTIPABUTEIII0 YBEIOMJICHUS 00 OTKa3e B PETUCTPALMM C YKAa3aHUEM MPUYMHBI
OTKasa.

4.15.iHCTpYKIMEH 1O AETOMPOU3BOJICTBY MOMKET OBITh MPEAYCMOTPEHA
pacrieyaTka 3JEKTPOHHBIX JTOKYMEHTOB C MOCIEAYIOWIEH OpraHu3auuei padoThl ¢
HUMH KaK ¢ JOKYMEHTaMHU Ha OYMa>KHOM HOCHUTEJIE.

4.16.I1epruunas 00padOTKa TOKYMEHTOB 3aBEPIIACTCSI UX PACIPEACTCHUEM HA
PETUCTPUPYEMBICE W  HeEperucTpupyemble. K TOKyMEHTaM, HE TOMJICKALIAM
pPETUCTpAIlK, OTHOCATCS JOKYMEHTBI, HE TPEeOYIOIMUE WCHOJHCHHUS W HE
cojaepkaime uH@OpMaIMu, KOTopas MOXKET ObITh WCIOJIB30BAHA B CIPABOYHBIX
LETSX.

4.17.Peructpaumst BXOISAIMIMX W HCXOIAUIMX JOKYMEHTOB OCYLIECTBIISICTCS
HE3aBUCUMO OT crnocoda MX JOCTaBKH OAMH pa3: B Ciy:kOe Nenonpon3BOACTBA WU
WHOM CTPYKTYPHOM MOAPA3ACICHAHN OPraHa MCIOJHUTEIBHON BJIACTH, €CJIM HA HETO
BO3JIOKEHBI O0S3aHHOCTH MO PETUCTPAUMM W OpraHu3anuu padoThl C OTACIbHBIMU
BUJIAMH TOKYMEHTOB.

4.18.Peructpaumss BXOIAIMX AOKYMEHTOB OCYLIECTBISIETCA B JCHb MX
NOCTYIUICHUS] WK Ha CIICAYIOIWNA pabounii JCHb.

4.19.CBeneHust 0 BXOIALIEM JOKYMEHTE BHOCATCA B PETUCTPALMOHHO-
yu4eTHyr0 (popMy Ha OyMaKHOM HOCUTENC, a TMOCTYMHUBIIEMY JOKYMEHTY
MIPUCBANBACTCS PETMCTPALMOHHBIN HOMED.
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4.20.Peructpaumst (y4eT) AOKYMEHTOB OpraHa WCIOJHATEIBHON BIACTH
OCYLIECTBIISETCA B COOTBETCTBMM C MHCTPYKLUMEH NO JEIONMPOU3BOACTBY OpraHa
WCIIOJTHUTEIILHON BJIACTH.

421 Ilopsaok 00paGOTKM M y4e€Ta WHOCTPAHHOW KOPPECIOHACHUIMHU
(moctynaromeid W OTOPABJISIEMOM)  OCYIIECTBIISCTCS B COOTBETCTBUU €
HOPMATHBHBIMA MPaBOBbIMH akTamu JloHenkoit HapomHoit PecnyOmuku B cdepe
MEXKITYHAPOAHOTO TTPABA.

4.22. JIOKYMEHTBI, OCTYIIMBLIME B OPraH MCIOJHUTENBHOM BJIACTH MOMJIEKAT
MPEABAPUTEIILHOMY PACCMOTPEHHIO B LENAX PacOpeicneHus JOKYMEHTOB Ha
JOKYMEHTBI, TPEOYIOIME PACCMOTPEHUST PYKOBOJIMTEIIEM OpPraHa HMCIOIHUTEIbHON
BJIACTH, 3AMECTUTEIIIMM PYKOBOIMTENS OpPraHa MCIOJHUTEIBHOW BIACTH B
COOTBETCTBUM C UX KOMIETEHIMEN, U TOKYMEHTBI, HAMTPABJISEMBbIE HEMOCPEACTBEHHO
B CTPYKTYPHBIE IMOAPA3ACIICHHUS.

CocraB [OKYMEHTOB, MOMJICKALIMX MPEIABAPUTEILHOMY PACCMOTPEHUIO B
OpraHe MCIOJHUTENBHON BIACTH, MOKET OBITh KOHKPETU3UPOBAH B MHCTPYKLIMH 10
JEJIONPOU3BOACTBY.

JIOKYMEHTBI, TPeOYIOIIME CPOYHOTO PACCMOTPEHHS, A TAKXKE TEIErpaMMmbl U
Tene(hOHOrpamMMBl EPENAIOTCS. PYKOBOJCTBY HA PACCMOTPEHUE HE3AMEUTUTENBHO.

4.23. Pe3ysnbTartel  PaCCMOTPEHUSI  JTOKYMEHTA  PYKOBOJUTEIEM  OpraHa
UCIIOJIHUTEJILHON BJIACTH, €0 3aMECTUTENISIMH, PYKOBOJMUTEISMU CTPYKTYPHBIX
noaApa3aeacHui 0OPMJIISIOTCS B BUJIE PE3OJTIONMIA (MOPyUYEHUHA).

4.24. JIOKyMEHTBI, TOCTYMAKONIME Ha OYMaXHOM HOCUTEJE, TMOCE UX
PETUCTPALIMKM W PACCMOTPEHUSI PYKOBOJACTBOM TNEPENAOTCS B COOTBETCTBYIOIIUC
CTPYKTYPHBIC MOJPA3JCICHUSI Ha MCMOJHEHUE (B CJIy4ac HA3HAUYCHUS HECKOJIBKUX
UCIIOJIHUTENIEH - MO0 MECTY HAXOXKICHUS OTBETCTBEHHOTO WMCHOJHUTENS) WA
ocrarorcsd B Ciryk0e ae1onpor3BOACTBA U OCIIE UCIOJHEHUS BKIIFOYAKOTCS B JIENA B
COOTBETCTBUM C HOMEHKJIATYPOM J€JI OPraHa UCIIOJIHUTEIIBHON BIACTH.

4.25. CTpykTypHble TOApa3AcicHusi (PabOTHHKKM) OpraHa WCIOTHUTEIbHON
BJIACTH, HA3HAUEHHBIC B KA4YECTBE HCIOJHUTENCH MO AOKYMEHTY (MOPYYEHHIO),
NOJTYYarOT JOKYMEHT U OPraHU3yIT PadoTy ¢ JOKYMEHTOM.

4.26. JlJokyMeHT Ha OyMaXHOM HOCHUTENIC C BH3aMU JOJDKHOCTHBIX JIMII
MOMEIIAETCS B AEJN0 B COOTBETCTBUMA ¢ HOMEHKIATYPOH €N OpraHa UCIOJHUTENBHON
BJIACTH.

4.27. Ilepen otnpaBkoil nokyMeHTOB Ciyk0a IEIONPOU3BOJACTBA MPOBEPSET
NPABWIIBHOCTh O(OPMIICHHSI JOKYMEHTOB (B TOM YHCIIC HAJIAYME MOANUCEH, BU3,
NPABHJIBHOCTh HAMMCAHUS AIPECOB), CBEPSIET CCBIIKY HA PETMCTPALMOHHBIIA HOMEP U
JaTy TMOCTYMHBIIETO AOKYMEHTA, a TAaKKEe HAIMYME YKA3aHHBIX B HMCXOJSLIMX
JOKYMEHTaX NPUJIOKEHUI, COOTBETCTBUE KOJIMYECTBA SK3EMIUISIPOB KOJUYECTBY
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aapccaroB IO YKa3arCjito paCChl/IKK, HAIMINC OTMCTKH 00 UCIIOJTHUTEJIC.

4.28. OtnpaBke aapecataMm TOJICKAT  AOKYMEHTBHL, O(QOPMIICHHBIE B
COOTBETCTBUM C MPABWJIAMH, YCTAHOBJICHHBIMA MHCTPYKIMEHN MO JACTOMPOU3BOICTBY
OpraHa  WCMIOJHWTEIBHOW  BJACTH, TMOANUCAHHBIE PYKOBOOUTEIEM  OpraHa
VCIIOJTHUTENLHOM BJIACTH WJIM UHBIM YIIOJTHOMOYEHHBIM MM JIULIOM.

4.29. O0paboTKa KOPPECHOHACHIIMKM JUJIi OTHPABKM IMOYTOBOW  CBS3BIO
OCYILECTBISETCS B COOTBETCTBUU C [IpaBuiaMu mperoCcTaBiIeHUsl MOYTOBBIX YCIYT B
Honenkoit Hapoanoii PecnyOmuke, yTtBepskaeHHbIMEA [locTtaHoBiieHnem CoBera
MunuctpoB Jlonenkoit Haponnoit Peciybmukn ot 27 despans 2015 roga Ne 2-21
(C IBMECHEHUSIMA).

4.30. JIOKYMEHTBI, HE UMEIOIIKE AAPECHON YaCTH, MPUHAMAKOTCS HA OTIPABKY
C COMPOBOJUTENIBHBIMU MUCbMaMHU (32 WCKIIOYEHMEM KONMWI paclopsaAuTEIbHBIX
JOKYMEHTOB,  HANpaBJIIEMBIX B TIOJBEAOMCTBEHHBIE  OpraHuM3alui U
TEPPUTOPHAIBHBIE OPTaHbl ).

HenpaBuiibHO 0(hOpMIEHHBIE JOKYMEHTBI M KOPPECHOHAEHIUS HECTYKEOHOTO
XapakTepa K OTINPABKE HE MPUHUMAKOTCS M BO3BPALIAIOTCS UCIIOJIHUTEITHO.

4.31. JIOKyMEHTbI, MOAJEKAIMUE OTHPABKE, MOJDKHBI OOpaldaTeiBaThCcs W
OTIPABJIATHCS B JEHb UX MOJANMCAHMS W PETUCTPALMK WM HA CIAEAYIOWMI pabounii
JICHb.

4.32. Pemenue o0 crnocoOe JJOCTaBKM JOKYMEHTA ajpecary MNPUHAMACTCS
UCIIOJIHATENIEM MO corylacoBaHuo co  Cimyxk00if  Ienonmpou3BOACTBA  OpraHa
HACTIOJTHATEBHOMN BJIACTH.

4.33.OtBET HA DSNEKTPOHHOE oOOpalieHWe Hampaesisercs B (Qopme
AJIEKTPOHHOTO JOKYMEHTA COTJIACHO YKa3aHHOMY B OOPALUCHUU aJPECy IEKTPOHHON
NOYTHI, & OTBET HAa MUCbMEHHOE OOpalllCHUE HAMPABISETCS MO MOYTOBOMY aAPECY,
YKa3aHHOMY B TaKOM OOpAILIEHUH.

4.34. IIpox0KI€HNE BHYTPEHHUX AOKYMEHTOB HA 3TanaxXx MX NOATOTOBKU H
oopMIIEHUsT AOKHO COOTBETCTBOBATH MPOXOXKACHUIO MCXOASAIMIMX JTOKYMEHTOB, a
Ha JTare UCIOJHEHUS — BXOAAMUX JOKYMEHTOB.

4.35. IlpaBuibHO O(OPMIICHHBIE M COIJIACOBAHHBIC C 3aWHTECPECOBAHHBIMU
JUIAMU, TPOCKTHl HOPMATHUBHBIX MPABOBBIX AaKTOB MEPEAANOTCS Ha TMOJIUCH
PYKOBOJIUTEIO OpraHa UCHOJHUTEIBHOM BJIACTH WM MHOMY YITOJTHOMOYEHHOMY UM
JIVILLY.

4.36. [lognucaHHble  HOPMATHBHBIE MPABOBBIE  aKThl  (ITOCTAHOBJICHHS,
pELICHUs, PUKA3bl, PACHIOPSHKEHUS) PETUCTPUPYIOTCA B J€Hb MOANKUCAHUS WM Ha
cenyromui padounii 1CHb.
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4.37. IloJJIMHHUKA HOPMATHBHBIX MPABOBBIX AKTOB (POPMHUPYIOTCS B Jcia Ha
OCHOBAHMHM HOMEHKJIATYPBI AEJI OpraHa MCIOJHATEIILHON BIIACTH B COOTBETCTBUU C
nyHkTamu 6.23, 6.24 nacrosumx [IpaBui aenonpons3BoACTBa.

HcnonauTeny v NULa, HA3HAYEHHBIE B KAYECTBE UCTIOJHUTENEH, TOJIDKHBI OBbITh
nPOUH(OPMUPOBAHBI O TOAMUCAHHBIX MPUKA3aX, PACTOPIKEHUSX.

4.38. IIpoToKONBl 3aceHaHuii, COBEUIAHUN KOJUIETHAJIBHBIX, COBEUIATEIBHBIX,
METOJAMYECKUX, MPEICTABUTEIBHBIX U UHBIX MOCTOSIHHBIX WJIM BPEMEHHBIX OPraHOB
peructpupyrorcss B Ciy:kO€  JACTONPOU3BOJACTBA WM  CEKpPETapsMu  (MHBIMU
paObOTHUKAMKM, B JIOJDKHOCTHBIE OOSI3aHHOCTH  KOTOPBIX  BXOJMT  BEJICHUE
JIENIOMPOU3BOACTBA COOTBETCTBYIOLIETO OpraHa), Mo KaKaoMy BHUIY MNPOTOKOJIOB
OT/CIIbHO.

4.39. [ToAnMHHUKKA TPOTOKOJIOB MO MECTY MX PETHCTpalu (OPMHUPYIOTCS B
JIEJIa B COOTBETCTBUAM ¢ HOMEHKIIATYPOI A€ OpraHa UCTIOJTHUTEBHOM BJIACTH.

Konuu mnpoTOKOI0B (BBIMMCKM W3 MPOTOKOJIOB) B 3JIEKTPOHHOW (opme
JNOBOJATCA 10 CBEACHMS BCEX YJIEHOB COOTBETCTBYIOLIETO OPraHa WK Pa3MELIarOTCs
Ha caiiTe opraHa UCIOJHUTENBHON BIIACTH.

4.40. BHyTpeHHME ~ AOKYMEHTBI HAa  KMs  PYKOBOIOMWTENS  Oprasa
UCIIOJIHATENLHON ~ BNACTH,  3aMECTUTENECH  PYKOBOIMUTENS,  PYKOBOAMTENS
(PyKOBOIOUTENEH) CTPYKTYPHOIO MOAPA3ACICHHUS PETUCTPUPYIOTCS B CTPYKTYPHOM
MOAPA3AETIEHU M, OATOTOBUBILEM JOKYMEHT.

441 Yder  KOJIHMYECTBA  JIOKYMEHTOB,  TNOCTYNUBIIHUX, CO3/JIaHHBIX,
OTHPABJICHHBIX 3a OMPEICIICHHBIN MEPHO BPEMEHH, MOKET MPOBOJUTHCS MO OPraHy
WCIIOJTHUTEILHON BJIACTH B ILIEJIOM, MO OTACJIBHBIM CTPYKTYPHBIM MOAPA3ACICHUSM,
10 TPYIIaM JOKYMEHTOB, B TOM YUCJIE, TOMJIMHHUKAM W KOMUSM, KOPPECIIOHICHTAM,
JEHACTBUSIM, MPOU3BEICHHBIM C IOKYMEHTAMHU, U JPYTMM NapaMmeTpaM, He0OX0AMMbIM
JUTSl aHaJTM3a padOoThl C JOKYMEHTAMH B LIEJIIX €€ COBEPIICHCTBOBAHHSI.

4.42. Tlpn ydere oObeMa JOKYMEHTOOOOPOTA MOJCUUTHIBAETCS KOJUYECTBO
JOKYMEHTOB BBIJICJICHHOW TPYMIBL. YUYET KOJIMYECTBA JOKYMEHTOB MPOBOJUTCS MO
JAHHBIM PErMCTPALMOHHO-YUYETHBIX (DOPM.

4.43. 3a enuHULly yyeTa KOJMYECTBA JOKYMEHTOB NPUHUMACTCS 3K3EMILISP
JOKYMEHTA (MOJUIMHHUK WM KOMWs, €CIM KOMHS — €JIMHCTBECHHBIM 3K3EMILISP
NOoKyMeHTa). Konun JOKYMEHTOB, CO3JaBAacMbIe IJIi PACCHUIKM WM BHYTPEHHEIO
WCIOJIb30BaHUs, TP HEOOXOAMMOCTH MX YUETA MOACUATHIBAIOTCS OTIACIIBHO.

[Ipy y4ere UCXOOAIMX JOKYMEHTOB CONPOBOAMTENIBHOE IMHCBMO U
MPUJIATAEMbIE K HEMY TOKYMEHTbI IPUHUMAKOTCS 32 OUH JOKYMEHT.

4.44. JlaHHBIE O KOJHMYECTBE JOKYMEHTOB 0OOOMIAIOTCA (C HApacTAOMIMM
UTOTOM),  AQHAJIM3UPYIOTCI W TPEIACTABISAIOTCS  PYKOBOAWUTENIO  OpraHa
UCTIOJTHUTENILHOM BIACTH WJIM MHOMY YIOJHOMOYEHHOMY MM JIMIlY B BHJE CIIPABOK
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(CBOIOK, OTUETOB) CTATUCTUUECKOTO U AHAJTMTUUYECKOTO XapaKTepa ¢ yCTaHOBIEHHOMH
NEPUOTUYHOCTBIO (MECSILI, KBApPTaJI, MOJYroI1e, TOM).

V. KOHTPO.Ib HCIIOJTHEHUS TOKYMEHTOB (IIOPYYEHMUIA)

5.1. KOoHTponb UCHOMHEHHS AOKYMEHTOB (IMOPYYECHMIA) BEACTCA B LEIIX HX
CBOEBPEMEHHOI0 M KAYECTBEHHOTO UCTIOJIHEHUS.

5.2. KOHTpOJb UCMIOTHEHUS JOKYMEHTOB (MOPYUYEHHUIA ) BEACTCS:

UCTOJIHEHUSl JOKYMEHTOB (MOPYYEHM) MO CYIIECTBY — PYKOBOAMTENEM,
WHBIMU JTOJIKHOCTHBIMHU JIMIIAMU OpPraHa UCMOJHUTEIbHOMN BIIACTH,

CPOKOB MCIIOJTHEHUS JOKYMEHTOB (mopyueHuii) — Ciry>k00ii 1€10MpOn3BOICTBA
OpraHa MCIOJIHUTEJILHOW BJIACTH WJIM WMHBIM CTPYKTYPHBIM MOJApa3ACICHUEM, Ha
KOTOPOE BO3JI0’KEHA A3Ta (DYHKIIHS.

KouTposnio mojyiexkar BCE 3aperMCTPUPOBAHHBIE JTOKYMEHTHI, TPEOYIOLIue
UCTIOJIHEHUSI.

5.3. PacnopsiiuTenbHbIE TOKYMEHTBI, MPOTOKOJbBI 3acelaHuil (COBEIAHWH ),
eclii 3a()MKCHPOBAHHBIE B HUX PEIICHUS HE OQOPMIIFOTCS B BHAE MOCTAHOBJICHUH
WM PELICHHAN, COAECp KallWe IMOPYYEHUs ¢ KOHKPETHBIMU CPOKAMH HCIIOJIHEHUS,
CTaBATCS HA KOHTPOJIb MO KOKIAOMY MOPYUYEHUIO OTIENBHO.

Opranusanuss HCIONHEHUS TMOPY4YeHMH W ykaszanud [naBel JloHenkoi
Hapoano#i PecniyOiinku UCMONHSIOTCS B COOTBETCTBUM € YKa3oM [ niaBbl JIOHEIKOMA
Hapoanoii PecnyOauku ot 23 masg 2019 rona Ne 151 «O0 opranuzanuy UCOJHEHUS
VKa3aHWi, MOpY4YeHWH © HOPMATUBHBIX IMPaBOBBIX akToB [luaBel JloHenkoi
Haponanoii PecrryOnmkmy.

5.4. KOHTpOAb CPOKOB HCIOJHEHUS JTOKYMEHTOB (IMOPYYECHMI) BKIIFOYAECT B
ceOlst:

NOCTAHOBKY JOKYMEHTOB (ITOPYYEHUH ) HA KOHTPOJIb,

OPOBEPKY CBOCBPEMEHHOCTH JOBEJICHUS JOKYMEHTOB (IMOPYYCHHMIA) J0

HUCIIOJTHUTEICH

NPEIBAPUTENLHY IO MPOBEPKY M PETYJIMPOBAHUE XOa UCIIOJTHEHHS TOKYMEHTOB

(mopy4eHuit),

CHSITHE C KOHTPOJISI TOKYMEHTOB (TIOPYUYEHHIA ),

y4er, o00OIIEHNE M aHalIM3 PE3YJIbTAaTOB XOJA HCIOIHEHUS JOKYMEHTOB

(mopy4eHmit),

WH(POPMHUPOBAHHE PYKOBOAMTENEH O XOJA€ MCHOJIHEHHS JOKYMEHTOB

(MOPYYEHMIA) U COCTOSIHUM MCTIOJIHUTENBCKOW JUCIMILTAHBL

5.5. CpoKk WCHOJIHEHHsS JOKYMEHTA YKa3blBaCTCd HEMOCPEACTBEHHO B
JOKYMEHTE, MOPYYCHUH UM B PE3OJIFOLIMH K TOKYMEHTY.

5.6. CpoKM HCHOJHEHUS HMCUHUCISIIOTCS B KAJICHAAPHBIX JHSIX C JAThI,
CIIEIYFOLIEN 3a JATOW PETUCTPALMA JOKYMEHTA.
CpokM  WCNOJHCHHS  MPOTOKOJIBHBIX — TOPYYEHWH, KAk  MPABUIIO,
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YCTAHABJIMBAIOTCA B IIPOTOKOJIC. B ciiyvdac, CCJIM CPOK HMCIOJHCHHA IMOPYUYCHHA
IIPCBLIIACT 1 MCCAL, B IIPOTOKOJIC YKA3bIBAIOTCA CPOKH IMPCACTABIICHHA AOKIIAA0B O
XOAE €ro MCHOJIHCHUSA. Ecim B KaudecTBe CpOKa HCIOJIHCHHA YCTAHOBJICH IICPHOA
BPCMCHH, HAYAJIOM CI'0 CHMTACTCA Jara IOAINMCAHMA ITOPYYUCHHUA.

5.7. Ecniu mocnenHuii €Hb CpPOKAa WCHOJHEHUS JOKyMEHTa (NMOpPYdYEHUs)
OPUXOIUTCS HA HEPAOOUMi JI€Hb, TO JOKYMEHT TOJUICKUT WCIOJHEHUIO B
OnmuxaiInuil ClIeay oMM 3a HUM paboyuii 1E€Hb.

5.8. Cpokn WCHONHEHHS JOKYMEHTOB (ITOPYYEHHWH) YCTaHABIIMBAKOTCS
PYKOBOJUTENEM, UCXOAS M3 CPOKA, YCTAHOBJICHHOTO OpPraHW3alMel, HanpaBUBLICH
JOKYMEHT, WM CPOKOB, MNPEAYCMOTPEHHBIX 1. 5.9 Hacrosmmx [lpaBun
JEJIONPOU3BOACTBA.

5.9. JIoKyMEHTHI (TOPYYEHUS) MOUIEKAT UCTIOIHEHUIO B CIEAYIOIINE CPOKH:

YCTaHOBJICHHBIE 3AKOHOJATEIBbHBIMU WM UHBIMU HOPMATUBHBIMU MPABOBBIMHU
aKTaMu (TUIIOBOW CPOK MCITOJIHEHUS ),

C KOHKPETHOW HATOM UCIOJHEHUS — B YKa3aHHBIN CPOK;

0e3 yKa3aHWs KOHKPETHOH JaThl WCHOJHECHHS, HO HWMEILIME B TEKCTE
YKa3aHUS:

«BECHbMA CPOYHO» — B TEYEHHUE OJHOTO-/IBYX JHEW;

«CPOYHO» — B 3-AHEBHBIN CPOK;

«ornepaTuBHO» — B 10-THEBHBIN CPOK;

OCTaJIbHBIE — B CPOK HE Oomnee 30 qHEH, €CITM MHOE HE YCTAHOBJICHO 3aKOHAMM.

5.10. Jlata  WCHONHEHWsS  JOKYMEHTa  (MOpPYyYeHHUs) (PUKCUPYETCS B
PETUCTPALMOHHO-YUETHOW (POpME, HCIONB3YEMOW JUIsl OTCIIC)KUBAHUS CPOKOB
WCIIOJTHEHHS TOKYMEHTA (TIOPYUYEHUS).

5.11. IIprOCTaHOBUTH MCTIOJIHEHUE KOHTPOJIBHOTO JOKYMEHTA (MOPYYCHHUs ), a
TaK)K€ OTMEHHMTh €r0 MOKET PYKOBOJMTENb, MOAMUCABIINN JOKYMEHT WM JaBIIUi
MOPYYECHUE (PE3ONIOLHIO).

5.12. B ciy4ae eclii CpOK MCHOJIHEHHS] JOKYMEHTA (MOPYYEHUs) MPEBBIIACT
OJIMH MeCsl, B LENsAX O0O0ECIECYEHUs] CBOCBPEMEHHOTO WCIIOIHEHUS JOKYMEHTA
(MOpy4YeHMs) TPOBOAMTCS  MPEABAPUTENBHBIA  KOHTPOJb W HANOMUHAHUS
VCTIOJTHUTEISIM O MPUOIMKEHUN CPOKOB UCTIOJTHEHHS TOKYMEHTOB (TIOPYUYEHU ).

5.13. HanoMuHaHUs MCHOJIHUTENSAM O MPUOJIMKEHUM CPOKOB HWCHOJHEHHS
JIOKYMEHTOB (MOpPY4YCHUiA), a Takxe uHpopMmanuss 00 WCHOJHCHHH JOKYMEHTOB
(MOpYYEHMIA), MOJNyYeHHAss OT HCIOJIHUTENCH, (PUKCUPYIOTCS B PETMCTPALMOHHO-
YYETHBIX (OpMax, MCHOJNB3YEMBIX JJIsi KOHTPOJS MCIOJHEHHS JOKYMEHTOB
(MOpy4eHHUN ).

5.14. lpy HEOOXOAMMOCTH M3MEHEHUS CPOKA WCIOJHCHHS JIOKYMEHTA
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(MOpy4Y€HUs) OTBETCTBEHHBIM WCHOJHUTENL O00s3aH MPEACTABUTh HA  UMS
PYKOBOAMTENS, MABLIETO TOPYYEHHE, OOOCHOBAHWE (JOKIATHYIO (CIYXKEOHYIO)
3aMKUCKY) O TPOJUICHUH CPOKA C YKA3aHUEM MPUYHAH NPOUICHUS U AATHI HCTIOJIHECHUSI.

OOocHOBaHKWE TPOMJIECHUS CpPOKa WCHOJHEHUS JOKYMEHTa (TOpY4YEHUs)
JOJKHO OBITh HAIMPABJICHO COOTBETCTBYIOLIEMY PYKOBOJMTEIO HE MO3IHEE, YEM IO
UCTEUYCHUM JBYX TPETBUX CPOKA MCIOJHECHUS JOKYMEHTA (MMOPYYEHHUS ), a €CITU CPOK
WCIIOJTHEHHS TTOPYUYCHMS MPEBBIIIAECT BA MECALA, MPEAIOKEHUS O €r0 MPOIICHUU
OPEICTABISIFOTCS B TE€UYEHWE 1-ro Mecsdla CpoKa, OTBEACHHOIO HA HCIIOJIHEHUE
NOPYYEHUSI.

CpOKM HCIOJHEHWST CPOYHBIX TMOPYYECHHHA HE TMPOAJICBAOTCI W HE
KOPPEKTUPYIOTCS.

OO0 M3MEHEHMH CpPOKa HCIOJIHEHWS JOKYMEHTA (IMOPYYEHHUs) OTBETCTBEHHBIM
UCHOTHUTENL UHpopMuUpyeT CnyxO0y ACTONMPOU3BOICTBA.

H3MeHEHHsT B COCTaBE WCHOJHUTENCH MTOKYMEHTA (MOPYYECHHS) OJDKHBI
IPOU3BOIUTHCS € 00s13aTeNIbHBIM HHPOpMUPOBaHUEM CIty>KObI IETOMPOU3BOICTBA.

5.15. JIOKyMEHT CUMTACTCS WCIOJHEHHBIM U TOJIC)KAT CHATHIO C KOHTPOJIS
nocjie  (PaKTUYECKOTO MCHOJHECHUSI BCEX COACPXKAIMXCS B HEM TMOPYYCHHIA,
JIOKYMEHTAJIbHOTO MOATBEPXKICHUS €r0 UCIOJTHEHUSI U COOOMICHUS PE3YJIbTATOB €ro
PacCMOTPEHU S 3AMHTEPECOBAHHBIM OpraHaM, OpraHu3alusaM U JIMIAM.

[TpomexxyTouHass wHGOPMALMS TO HCIOJIHCHUIO JOKYMEHTA HE SBJISIETCS
OCHOBAHUEM JIJIsl CHATHS €r0 ¢ KOHTPOJIS.

5.16. JIOKyMeHTHI (MMOPYYEHHUS), HAXOIAMIMECS HA KOHTPOJIE, CHUMAIOTCSA C
KOHTPOJISI HA OCHOBAHUM MOArOTOBJIEHHOTO OTBETA.

Peuwienne 00 WCNOMHEHWHM JOKYMEHTA (TOPYYEHHs), HE TPEOYIOUIEro
HANpPAaBJICHUS OTBETa, NPHHAMACT PYKOBOJIUTENb, [MOCTABUBIIMA  JOKYMEHT
(MOpy4YeHHE) HA KOHTPOJb, € o0Osa3areabHbiM  UHpOpMUpoBaHuEM  CiyxKObl
JEONPON3BOACTBA.

CBeneHuss 00 WCHOJHEHWM  JOKYMEHTa  (MOPYYEHHs) BHOCATCA B
PETUCTPAMOHHO-YUYETHYIO (POPMY, HCTIONB3YEMYIO TSl KOHTPOJISI HCTIOJIHEHUS.

5.17. B cnyyae ecnu JOKYMEHT (MOPYYEHUE) HE UCIOIHEH B YCTAHOBJICHHBIN
CPOK, OH MTPU3HAETCSI HEUCITOJIHEHHBIM M OCTAETCsl HAa KOHTPoJe. OOA3aHHOCTH MO €10
VCIIOJTHEHUIO COXPAHSETCS 34 UCMIOJIHUTENIEM.

5.18. Cnyxx6a Aemonpou3BOACTBA AHATIM3UPYET COCTOSHUE W PE3YJIBTATHI
WCIIOJTHEHHS TOKYMEHTOB (TIOPYYEHUH ) U COCTOSIHUE UCTIOTHUTENBCKON AUCLIUATIIIMHBI
Y HanmpaB/sIeT PYKOBOJUTENID OPraHa HMCIOJHHUTEIBHONW BIIACTH W PYKOBOIUTEISIM
CTPYKTYPHBIX MOAPA3ICICHAN OTYETHl O KOJMYECTBE JTOKYMEHTOB, MCIIOJIHCHHBIX B
CPOK, HCHOJHEHHBIX C TMPOJJEHHEM CpPOKA WCIOIHECHHAS, HE WCHOJHEHHBIX,
HAXOAAIIMXCS HAa UCHOJHEHHM MO OPraHy MCHOJHUTENbHOM BIACTH B LEJIOM, IO
CTPYKTYPHBIM  MOAPA3JCICHASIM W, MNPHA HEOOXOOUMOCTH, MO  OTIAECIBHBIM
VCTIOJTHUTEIISIM.
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VI. IOKYMEHTAJIBHBII ®OHJ] OPTAHA HCITIOJTHUTEJIBHOI
BJACTH

6.1. JIOKYMEHTBI, CO3/JaHHBIE K TIOJYYECHHBIE B IMPOLECCE MEATEINBHOCTH
opraHa WCHOJHUTEIBHOM BJIACTH, OOpPa3ylOT JOKYMEHTaJbHBIA (OHA OpraHa
WCIIOJTHUTEIILHON BJIACTH.

6.2. Opranbl MCHOJHUTEIIBHON BIACTH pa3padaThIBAIOT M YTBEPXKIAKOT
NEPEYHN JTOKYMEHTOB, OOPa3yIOIIMXCS B MPOLECCE MX ACITETBHOCTH, a TAKXKE B
MTPOLIECCE NEATENIBHOCTH TOABEIOMCTBEHHBIX UM OPraHU3alMiA U TEPPUTOPHAATIBHBIX
OPraHoB, C YKa3aHUEM CPOKOB UX XpaHEeHHUs 110 coryacoBanuro ¢ OMB.

6.3. Opranbl HWCIOJHUTCILHOW BJIACTH, WMEKIMKAEC NOABECIOMCTBEHHBIC
OopraHu3aliy, BOpaBe paspadaThiBaTh W yTBEpKAaTh Mo coriacoBaHuto ¢ OWB,
TUITOBBIE W MPUMEPHBIE HOMEHKJIATYPBI JEIT JIsl IOJIBETIOMCTBEHHBIX OpraHu3alluii.

TunoBass HOMEHKJIATypa €T YCTAHABIMBACT COCTaB [IEJ, 3aBOJMMBIX B
OpraHu3alUsIX OMPEACIICHHOTO TUIA, U SBJISIETCS HOPMATUBHBIM JIOKYMEHTOM.

[IpumepHass HOMEHKIATypa JACT YCTAHABJIMBACT MPUMEPHBIA COCTAaB JIET,
3aBOJIMMBIX B OJIHOTHITHBIX OPTraHM3alMIX, HA KOTOPHIE OHA PACHPOCTPAHSETCA, H
SBJISIETCS PEKOMEHIATENBHBIM JOKYMEHTOM.

6.4. Ina oOecneyenus mopsaka (GopMHpoBaHHMS M ydeTa JeNl B
JEJIONPON3BOACTBE OpraH MCIOJHUTENIbHOM BIAcTH pa3paldaThiBAaCT M YTBEPXKAACT
HOMEHKJIATYPy JEN.

Homenknarypa genm  opraHa  WCHOJHWTENBHOW — BJIACTH  3aKPEIUISET
Kiaccuukanuio  (rpynmupoBKy) JTOKYMEHTOB B JIeNa, CUCTEMATH3AIMI0 U
WHACKCALMIO JET, CPOKH UX XPAHEHMSI, SIBJIIETCS OCHOBHBIM YUYETHBIM JTOKYMEHTOM.

Homenknarypa nen oprasa MCIOJIHUTEIbHONW BIACTH MCIONB3YETCS B KAUECTBE
CIPAaBOYHHKA, OMPEACISAIOMIEIO MOPSIIOK CHCTEMATHU3alMU JTOKYMEHTOB (KOMUH
JOKYMEHTOB).

6.5. HomeHnknarypa [Aen UCHONB3YETCS JUId  COCTABICHMs OMUCEH JAen
CTPYKTYPHBIX MOAPA3JECICHANA MOCTOSIHHOTO, BPEMEHHBIX (CBbIIE 10 J€T) CPOKOB
XPaHEHUS, B TOM YUCIIE TI0 JINYHOMY COCTaBY, aKTOB O BBIJCICHUU K YHHUYTOKEHUIO
ApPXUBHBIX JOKYMEHTOB, HE MOMJECKAIMMX XPAHEHHWIO, a TAaKXKEe Uil ydyeTa JAen
BpeMEHHBIX (10 10 JIET BKIFOUMTENBHO ) CPOKOB XPAHCHUSI.

6.6. IIpy COCTaBIEHUM HOMEHKIATYPBHl [JEN CIEAYET PYKOBOJICTBOBATHCA
HOPMATUBHBIMA  NpPaBOBbIMM  akTamu  JloHenxoi Hapoanoii  PecnyOmukn,
ONPEACTISIOIMME IEATENIBHOCTh OPraHa MCIOJHUTEBHON BIIACTH, MOJIOKEHUEM 00
OpraHe WCHOJHUTENIBHONW BIIACTH, PETJIAMEHTOM OpraHa WCIOJHWUTEIBHON BIIACTH,
ITOJIOXKEHUAMHU O CTPYKTYPHBIX IMOAPA3AEICHUAX, ITATHBIM PACIUCAHUEM, TIJTAHOBOMI
M OTYETHOM JOKYMEHTAUMEN, HOMEHKIATYpPOH Jel 3a MPOLIEANE TOJBbI,
HOPMATUBHBIMHA aKTaMW OpraHa MCIOJHHUTEIBHONW BJIACTH, COAEPIKALUMU CBEIECHUSA
00 oOpa3zyrommxcss B JIEATEIBHOCTH JOKYMEHTAX, THUIOBBIMH W TMPUMEPHBIMHU
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HOMEHKJIATypaMu AeJl (MPU UX HAJIMYKK ), TIEPEYHIMH TOKYMEHTOB, 00Pa3yIOLINXCS B
POLECCE AEATEIbHOCTH OPraHOB MCIIOJIHUTENBHON BJIACTH, MHBIX FOCYJaPCTBEHHBIX
OPraHoB, a TAKXKE B MPOLECCE ACITETBHOCTH MOABEIOMCTBEHHBIX UM OpPraHU3alMiA, ¢
YKa3aHUEM CPOKOB UX XPAHCHUSI.

6.7. HomeHknarypa Aesl OpraHa MCIOJHMTENIBHONW BIACTH COCTABISIETCS HA
OCHOBE HM3YYEHMS COCTaBa W COAECPKAHUS JOKYMEHTOB, OOpa3yroLIMXCS B €ro
JNEATENIBHOCTHA, BKJIKOYAas JOKYMEHTHI, MOCTYNMBIIME W3 APYrAX OPraHoB
WCTIOJTHATEBHOMN BJIACTH, OPraHU3aluiil, TPaXKIaH.

6.8. Homenknatypa Jen oOpraHa HCIOJHHATENBHOH BJIACTH  (CBOJHAsA)
coctasisgercss Ciy:kO0i JEONMPOU3BOACTBA HA OCHOBAHWM HOMEHKIATYp JEN
CTPYKTYPHBIX  MOAPA3JCICHAN (HAMpaBIICHUHA  JIEATENBHOCTH) Mo  (opmam,
YCTAQHOBJICHHBIM TIPaBWJIAMM OPTraHMU3alMM XPAHEHUS, KOMIUICKTOBAHUS, y4yeTa WU
WCIOJB30BaHUsl TOKYMEHTOB ApxuBHOTrO (ponaa Jlonenxoit Hapoanoit PecryOnuku
W JPYIMX apXUBHBIX JOKYMEHTOB B OPraHax TrOCYJApPCTBEHHOW BIACTH, OpraHax
MECTHOTO CaMOYIpPaBIICHAS W OpraHm3auusax, yTeepkacHHbiMu OWB (nmanee -
[TpaBuna xpaneHus).

6.9. HaumeHOBaHUSIMH pa3acinos HOMEHKJIATyPbI Jen oprasHa
WCIIOJTHUTEILHON BJIACTH SIBJISIFOTCS HAMMEHOBAHUSL CTPYKTYPHBIX MOJPA3ACIICHUAM
OpraHa MUCHOJIHUTEILHON BJIACTH, KOJUJIETHAIBHBIX, COBCINATEIBHBIX, METOINYECKUX
Y UHBIX OPTaHOB.

6.10.Homenknarypa Jen OpraHa MCIOJHUTENBHOM BJIACTH IMOIANUCHIBACTCS
pykoBoautenem Cny>kObl IEIOMPOU3BOJCTBA, BU3UPYETCS PYKOBOAMTEIEM apXWBa
(TAIOM, OTBETCTBEHHBIM 34 apXWB), YTBEP)KIAACTCS PYKOBOAMTEIEM OpraHa
VCIIOJTHUTENBHOM BJIACTH IIOCIIE COIVIACOBAHUS NPOEKTa HOMEHKIIATYPBI JENl C
LEHTPAJIbBHONH  DKCIEPTHOM  KOMUCCHEH  (DKCIEPTHOM  KOMUCCUEH)  opraHa
VCIIOJTHUTENBHON BIACTM W OAMH pa3 B 5 jer ¢ LleHTpanpHON 3KCIEPTHO-
[IPOBEPOYHON KOMMCCHUEN OpraHa MCHOJHUTENBbHOW BiiacTu JloHerkoi HapoaHoit
PecniyOnuku, — OCylIECTBASIONIET0 B MHpEeAeiiax  CBOEH  KOMIETEHUMHU
rOCYyAPCTBEHHOE YIPABJICHUE U PEAA3ALNIO IOCY TAPCTBEHHOM NOJMUTUKH B cepe
apXUBHOTO JieNa U aeaonpou3BojcTea (nanee — LIBIK).

B cnyvae usmeHneHust pyHKUMA U CTPYKTYPbl OpraHa UCHOJHUTEIbHONW BIACTH
HOMEHKJIATypa JIEN MOJIEKHUT MEPECOCTABICHUIO, coryiacoBanuto ¢ LIDIIK.

6.11. Homenknarypa nen opraHa HMCHOJHUTEIBHOW BJIACTH COCTABIISIETCS B
TPEX IK3EMILIAPAX:

1-F 5K3eMIUISAp YTBEP>KACHHOM HOMEHKIIATYPHI JE] NOMEIIAETCS B OTAEIBHOE
JIEJI0 W BKJIFOUAETCSl B HOMEHKJIIATYPy Ael B pa3aen Ciry>kObl AeTONPOU3BOACTBA,

2-W JK3EMIUISIP NEPEJACTCS B apXWMB OpraHa MCHOJHUTEIBHOW BIAacTH B
KAQYeCTBE YYETHOTO TIOKYMEHTA,

3-ii sk3emmisip nepenaercss B OWB, apxuBHBIE  oTaen  (CEKTOp)
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aJMUHUCTpPALMA TopoAa (paiioHAa), KMCTOYHMKOM KOMIUIEKTOBAHUS KOTOPOrO
ABJIAETCA OPraH UCIIOJIHATEIBHON BJIIACTH WIHM €TI0 TEPPUTOPUATIbHBIIA OpraH.

B kauectse pabouero sx3emmuisapa B Cinyk0e Aemonpon3BOACTBA UCTIONB3YETCS
KOIKS YTBEP)KICHHOW HOMEHKIIATYPBI I€] OpPraHa UCIIOJIHATEIIBHON BJIACTH.

B crpykrypHble MmOApAa3NeNieHWs ~ OpraHa  UCHOOJIHUTEIBHON  BJIACTH
HOMEHKJaTypa aen paccelnaercs Cinyk00i A€I0MPOU3BOACTBA B JIEKTPOHHOM BHIE
WIH B BAJIE KOMHI COOTBETCTBYIOMIMX PA3ACIOB HA OYMa’KHOM HOCHUTETIE.

6.12. B KOHIIE K&KIOro roja HOMCHKJIATypa JACJI OpraHa HMCHOJIHUTEIBHOM
BJIACTH YTOYHSCTCS W YTBEPXKIAACTCA PYKOBOJIWUTEIIEM OpPraHa WCHOJHHUTEIBHOM
BJIACTH.

6.13. YTBEep)KIEHHAss HOMEHKIIATypa A€l BBOAUTCS B IEUCTBHE C 1-ro siHBaps
CJIELYIOLLErO KAJIEHAAPHOr0 roJia.

B cnyvae usmeHeHust pyHKUMA U CTPYKTYPbl OpraHa UCMOJHUTEIbHONW BIACTH
HOMEHKJIATYypa A€l COCTaBIISETCs, COIVIACOBBIBACTCSA B IOPAIKE, YCTAHOBJIIEHHOM B
COOTBETCTBUM C MNyHKTamMH 6.8 - 6.10 Hacrosmmx [IpaBunm nemonpous3BOACTBA, U
YTBEPXKAACTCA 3aHOBO.

6.14. B HOMEHKIarypy JeJl BKJIIOYAKOTCA 3arojOBKUA JIEJT, OTPAKAKOIIUE
JEATENBHOCTh CTPYKTYPHBIX TOJAPA3ACIICHU OpraHa MCHOJHUTEIBHON BJIACTH,
MOCTOSIHHO M BPEMEHHO JEHCTBYIOIMX COBEIIATENBHBIX M KOOPAMHALMOHHBIX
OpPraHoB (KOJUIETWMH, COBETOB, KOMHCCHH M [1p.), B TOM YHCIE JOKYMEHTHI,
coIepKallMe CBEACHHUS OTPAHWYEHHOIO AOCTYNA, PETUCTPALMOHHBIE W YYETHBIE
JKYPHAJIbl, KAPTOTEKH, 0a3bl JAHHBIX, B HEOOXOAUMBIX CIyYasX — KOMHH JOKYMEHTOB.

He BrIOYarOTCs B HOMEHKIATYpPy MAEN NEPUOAUYECKUAE W3JAHUS, KHUTH,
OpOLIOPHI.

6.15. BHOBb CO31aHHOE WM PEOPraHU30BAHHOE CTPYKTYPHOE MOAPA3ACIICHHAE
JOJDKHO B MECSYHBIA CPOK pa3paboTark HOMEHKIJIATYPY A€l M MPEACTAaBUTh €€ B
CnyxOy nenonpou3BojacTBa. HoOMeHKIaTypa A€ BHOBb CO3JAHHOIO CTPYKTYPHOTO
MOAPA3ETIEHUS] COTIIACOBBIBACTCSA U YTBEP)KAAETCA B COOTBETCTBUU € MYHKTOM 6.10
HacTosIMX lIpaBuin IEIONPOU3BOACTBA, U TOCIE YTBEPKACHUS NMPUCOCAUHICTCS K
JNEUCTBYIOIIEH HOMEHKIIATYPE AEN OpraHa UCIOJHUTEILHONW BIIACTH.

6.16. YTOUHEHMS B 3aroJIOBKM A€ M HOBBIC 3arojJIOBKM JIeNI, HE
MPEAYCMOTPCHHBIE  YTBEPXKJIECHHOW  HOMCHKJIATYpOHM  JE€JN,  BHOCATCA B
COOTBETCTBYIOIIME PA3JCAbl HOMEHKJIATYPbl JEN CTPYKTYPHBIX MOIPA3ICICHUN.
HoBbie 3aroyioBkd AeNl BKIIKOYAKOTCS B NPEAYCMOTPCHHBIC JJISI 3TOTO PE3EPBHBIC
HOMEDA.

[To 3aBepiieHnH rojia JaHHbIE 00 U3MEHECHMSIX U JIOTIOJHEHUSX, BHECEHHBIX B
pa3ziesibl HOMEHKJIATYPhI A€ CTPYKTYPHBIX TMOIPA3ACICHUN, BMECTE C UTOTOBBIMH
3aMUCAMM O KATCrOpHsIX W KOJNMYECTBE JEJ, 3aBEJACHHBIX B CTPYKTYPHOM
MOAPA3ICICHUU B TEUEHUE ToJa, nepenatorcs B Ciayk0y EI0NMpOU3BOICTBA OpraHa
HUCHOJIHUTEILHOMN BJIACTH.
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6.17. Cny>x00if J€TONPOU3BOACTBA OpraHa MCIOJHUTENBHOW BJIACTH, Ha
OCHOBE MOJIYYCHHBIX W3 CTPYKTYPHBIX MOAPA3ACIACHUN TAHHBIX 00 W3MEHEHUSX U
JIOTIOJTHEHUSIX, BHECEHHBIX B Pa3/ie/ibl HOMEHKJIATYPhI ACJ, TOTOBUTCS TOMOJHEHUE K
HOMEHKJIAType €I, B KOTOPOM IMOCJIEI0BATENbHO, B COOTBETCTBHM C pa3leiiaMu
HOMEHKJIATypbl  JI€J  YKa3bIBAIOTCS 3arojIOBKWM  JEJ, HE MNPEAYCMOTPEHHbBIC
YTBEPXKICHHBIM SK3EMIUISIPOM HOMEHKJIATYPhI IE]T.

JlomoaHeHWE K YTBEPKACHHOW  HOMEHKJIAType Jed  MOANKMCHIBACTCS
pykoBoautenem CiykObl JETONMPOM3BOACTBA M BMECTE C WTOTOBOM 3alMCBIO O
KATerOpUsiX U KOJIMYECTBE JICJ, 3aBEJACHHBIX B OPraHe MCHOJHUTEIBLHOW BIacTH B
TEUYEHUE TO/a, MPUOOIIAETCS K YTBEPKACHHOMY SK3EMIUISIPY HOMEHKJIATYPhI €.

PaGounii 5K3eMIUIIp HOMEHKIATYPhl JIEN OpraHa HCIOJIHUTEIBHONW BIACTH
xpanutcs B Ciy:xOe  OenonpousBOACTBA JO TEX TMOp, IMMOKAa Ha Jena,
c(hOPMUPOBAHHBIE B COOTBETCTBUU C HOMEHKJIATYPOH Je, HE OyIyT COCTaBJICHBI
OMKCH NI 71l IEPENAYM B aPXUB OpraHa UCIOTHUTEIBHON BJIaCTH.

6.18. 3aroyloBKM [I€)1, BKIIFOYEHHBIE B HOMEHKIATYPY JEN CTPYKTYPHOIO
NOJpa3AciiCHUsl, WHICKCUPYrOTCca. MHaekc nena ykaseiBaetcss B rpade 1
HOMEHKJIATYpbl €N U (POPMHUPYETCS B MOPAIKE, YCTAHOBICHHOM HHCTPYKLMEH IO
JETTONPOU3BOACTBY OPraHa UCIOIHUTENBHOM BIACTH.

6.19. 3arooBok Aena (rpadga 2 HOMEHKJIATYPbl A€) JOJKEH B 000OHIEHHOM
(opMe OTpaskaTb OCHOBHOE COACPKAHUE U COCTaB JOKYMEHTOB JIEna.

3aroloBOK Jejia JOJDKEH OTPakaTh NMPHU3HAK (NMPU3HAKH), 1O KOTOPOMY(BIM)
OHO C(POPMUPOBAHO:

HOMHMHAJIbHBIA — Ha3BaHWE BUAA Acia (MEPEMHCKa, KypHAIL, JIEJ0) WK BHAA
JOKYMEHTOB, BKJIFOUEHHBIX B 1€J10 (MIPOTOKOJIbI, MPUKA3bI);

ABTOPCKANA — HAMMEHOBAHWE NOCTOSHHO JCHCTBYIOIIETO WM BPEMEHHOTO
Oprasa, J0JKHOCTHOTO WJIA MHOTO JIMLA, CO3JABIINX JOKYMEHT(BI);

KOPPECNOHJIEHTCKU — HAWMEHOBAHWE OpraHu3aluu, JIALNA, KOTOPOMY
aJPECOBAHBI WJIK OT KOTOPOTO MOTYYEHBI JOKYMEHTHI,

IPEIMETHO-BONPOCHBINA — KPATKOE COJEPKAHUE JOKYMEHTOB JIENIA;

XPOHOJIOTUYECKHI — Aara (Mepuon), K KOTOPOH(OMY) OTHOCATCS AOKYMEHTHI
Jena,;

reorpauueckuii — Ha3BaHUE MECTHOCTH (TEPPUTOPHM), C KOTOPOMl CBA3aHO
COJIEP’)KAHUE TOKYMEHTOB JIENIA;

YKa3aHHUE HA KOMUHHOCTh TOKYMEHTOB JENA.

6.20. I'papa 3 HOMeHKnaTypsl Aen «KonudecTBo Aenm (TOMOB)» 3amoOJHSAETCS
N0 OKOHYaHWH KAJICHIAPHOIO roja, B rpade yKa3blBacTCAd KOIMYECTBO (DAKTHUYECKH
c(OPMUPOBAHHBIX AET (TOMOB).

6.21. Cpokn XpaHeHus JOKYMEHTOB (rpaga 4 HOMEHKJIATYPbI JEI)
YCTAHABJIMBAKOTCS B COOTBETCTBUM € THUIIOBBIMU NEPCYHAMU apXUBHBIX JTOKYMEHTOB,
NEPEYHSIMU  JOKYMEHTOB, OOpa3yrolMXcs B MPOLECCE JACATEIBHOCTH OPraHOB
rOCYJapCTBEHHOM BIIACTU, WHBIX TOCYIAPCTBEHHBIX OpraHoB JloHenkoi HapomHoii
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PecnyOnuku, a Takke B MOPOLECCE JACATENbHOCTH TOABEIOMCTBEHHBIX UM
OpraHusalyii, ¢ yKka3aHuEM CPOKOB UX XPaHEHHUS.

6.22. Ilo 3aBepUICHMM KAJNEHAAPHOIO TOJa B KKIOM CTPYKTYPHOM
noapa3acsicHuy OQOPMIISIETCS WTOTOBAs 3alMCh K HOMEHKIIATYPE AEI, B KOTOPYIO
BHOCSITCSI CBEICHHUS O KOJIMYECTBE 3aBEACHHBIX JEN C YYETOM KOJMYECTBA TOMOB
(rpadpa 3 HOMEHKIATYpBl J€J), OTIACIBHO IMOCTOSIHHOIO M BPEMEHHBIX CPOKOB
XPaHEHUs, BPEMEHHBIX CPOKOB XpaHeHUs ¢ 0TMeTKOM «LIDITK» u nepexoasumx.

B wuTOroByr 3ammch CBOJHOW HOMEHKIIATYPBI JET CBEICHUS BHOCATCS Ha
OCHOBAaHUM [JAHHBIX, NEPECIAHHBIX W3 CTPYKTYPHBIX TNOApa3Ac/CHUil OpraHa
WCIIOJTHUTEIILHON BJIACTH.

CBeneHus, coaepKamMecss B HMTOrOBOM  3alMCH  HOMEHKIIATYPbl €I,
NEPENAOTCA B APXUB OPraHa MCMOJIHUTENBHON BIACTH, O YEM B HOMEHKIIATYPE AEI
POCTABJISIETCS OTMETKA € YKA3aHWUEM JOJDKHOCTH W MOANKCH JIWIA, MEPENABIIETO
CBEICHHSI.

6.23. I1pu GopMUPOBAHUY A€ JOJKHBI COOMOAATHCS CAEAYOIUE MPABHIA;

B JIEJIO BKJIFOUAKOTCS MCIIOJIHEHHBIE TOKYMEHTBI, COOTBETCTBYIOIIUE 110 CBOEMY
COJEPIKAHUIO 3ar0JIOBKY JIEJIa IO HOMEHKIIAType Ae;

OPWIOKEHUS BKIIFOYAKOTCS B JIEJI0 BMECTE C OCHOBHBIM JTIOKYMEHTOM
(mpunoxeHus: 00beMOM CBBIIIE 150 TUCTOB MOTYT BBIACHATHCS B OTACIBHBIA TOM
Jena);

B JICJIO BKJIIOYAKOTCS JOKYMEHTBI OJHOTO KaJEHAAPHOrNO Toja, 3a
UCKJTIOYCHHEM MEPEXOASAIINX JIEN, CYACOHBIX N, IMYHBIX ACT,

JOKYMEHTBI MOCTOSSHHOTO M BPEMEHHBIX CPOKOB XPAHCHWS T'PYNIHUPYOTCS B
Jie71a pa3AeibHO;

B JIEJIO BKJIKOYACTCS MO OJJHOMY 3K3EMIUISAPY KaKIO0TO TOKYMEHTA,

(akcorpammbl, TEJNETrpaMMbl, Tele(POHOrpaMMBl TMOMEIIAOTCS B J€na C
[IEPETTUCKON;

B JIEJI0 TOMEINAIOTCS JAOKYMEHTBHI MPABWUIIBHO W TOJHOCTBIO O(OPMIICHHBIE
(TOKYMEHTBI JIOJKHBI UIMETh AATy, MOANMKACH U APYTUE HEOOXOANMBIE PEKBU3HUTHI ),

B JIEJI0 HE BKJIIOYAKOTCS JOKYMEHTBHI, MOJUICKAIIME BO3BpATy, JMIIHUEC
SK3EMIUIIPBl M YEPHOBHMKHM (34 MCKIIFOUEHHWEM 0CO00 ILIEHHBIX), MO O00BEMY JETO,
BKIIFOUYAKOLIEE JOKYMEHTBI Ha OYMaXKHOM HOCHMTENE, HE JOJDKHO MPEBBIIIATH
250 nucToB mpU TOMIUHE HE Oonee 4 cM (TONMHA AENl CO CPOKAMH XPaHCHHS JI0
10 ner He nomxHa mnpeBbimate 10 cm). Ilpu npeBbllIeHHMH JAHHOTO O0bEMa
3aBOJUTCS BTOPOH M MOCHeAyroume TomMa. [Ipu Hamunm B Aefie HECKOJIbKUX TOMOB,
WHACKC M 3aroJIOBOK Jiela MPOCTABISAIOTCS HA KaKIOM TOME C J00aBJICHHUEM
0003HAaYEHUsI HOMEPA TOMA U, PU HEOOXOANUMOCTH, 3aroJIOBKa TOMA,

JOKYMEHTBI BHYTPH JI€JIa PACIIONAratOTCsl B XPOHOJOTHYECKON (CBEPXY BHU3),
BOMPOCHO-JIOTMYECKON MOCIEA0BATENBHOCTH HITH UX COUETAHHH.

6.24. HopMaTtuBHBIE MPABOBBIE  AKThbI, PACHOPAAUTENBHBIE  JTOKYMEHTBI
IPYNOUPYIOTCS B J€Jla MO BUAAM M XPOHOJOTMM C OTHOCAIIMMHUCS K HUM
NPWIOKEHUAMU. JIOKYMEHTBI — OCHOBAHMS K PaCHOPAAUTENBHBIM JTOKYMEHTaM
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BKJIFOYAKOTCS B OTACIILHOE JIETIO.

[IpoTOKONBI B J€N€ pacnoJiaratoTcs B XPOHOJIOTMYECKOM IMMOPSIAKE M IO
HOMEPAM.

JIOKYMEHTHI K 3aceJaHusIM (COBEIAHUSM ) TPYMIUPYIOTCS B OTACIBHOE JENO,
€CJIM KOJMYECTBO JIUCTOB B JIENIE C NMPOTOKOJAMM W TNPUIIOKEHHUSIMU K HUM HE
npesbimaet 250 JIMCToB.

JIOKYMEHTBI K TPOTOKOJAaM, €CJIM OHHM CIPYNIHPOBAHBI B OTACIbHBIC ACTA,
CUCTEMATU3UPYIOTCSA BHYTPH €A TIO XPOHOJIOTUU U MOPSAIKY HOMEPOB ITPOTOKOJIOB.

HopMartuBHBIE aKThl, YTBEP)KICHHBIC PACHOPAAUTEIBHBIMA JTOKYMEHTAMH,
SBJISIFOTCS TIPUJIOKCHUSIMA K HUM M BKJIFOUAKOTCS B JIEJI0 BMECTE € YKa3aHHBIMHU
JOKYMEHTaMHU.

[TocTraHOBNEHMs, PpELICHUs, NPHUKa3bl, PACIOPSLDKEHUS 1O  OCHOBHOM
JESATEILHOCTA TPYNIUAPYIOTCS OTIAEIBHO OT MPUKA30B, PACHOPSHKCHHUA MO JIMYHOMY
COCTaBy MW MPHUKA30B, PACHOPHKEHUN MO AaIMUHUCTPATHBHO-XO3AWCTBEHHOMN
JEATENBHOCTH.

[Tpukasel, pacmopsKEHUsT MO JIMYHOMY COCTaBy (OPMHUPYIOTCS B JAcia B
COOTBETCTBUM CO CPOKAMU XPAHEHUSI.

JIOKYMEHTBI B JINUHBIX JAEJIAaX PACHOJIAratOTCs B XPOHOIOTUYECKOM MOPSIIKE TI0
MEpPE UX MOCTYIJICHUS.

[1naHbl, OTYETHI, CMETHI TPYMIUAPYIOTCS OTACIBHO OT PAcyeTOB K HUM. [1naHb
W OTYETHI TPYNIUAPYIOTCS B JIENA TOTO rojia, K KOTOPOMY OHU OTHOCSITCS IO CBOEMY
COIEPKAHUID, HE3ABUCUMO OT BPEMEHH HMX COCTaBJIeHMs. [LmaHbl, paccunTaHHbBIE HA
HECKOJIBKO JIET, POPMUPYIOTCS B J€JIA IO HAYAJTBHOMY IOy UX JEHCTBUS; OTYETHI O
BBITIOJTHCHUH TaKWX TUIAHOB (POPMUPYIOTCA B J€Na MO MOCICAHEMY TOAY ACHCTBUS
TUIaHA.

JIOKYMEHTBl MH(OPMALMOHHOIO XapakTepa MO WMCIOJHEHUI) HOPMATHBHOIO
npaBoBoro akta JloHenkoil Hapoanodi PecnyOnukm  (cnpaBKW, OTYETHI),
HaxXOJAIIEMYCS HA KOHTPOJIC, MOAIUMBAKOTCS B 3aBEJCHHOE HA JTOT aKkT Jeno. B
CJly4ac €CIM HAa HOPMATHBHBIA NPABOBOM aKT JEJI0 HE 3aBOJAMIOCH, TO JOKYMEHTHI
MOALIMBAOTCS B AEJIO C EPEMUCKON MOCTOSHHOTO XPAHEHUS 34 TEKYILMA TOJI.

[Topyuenus ['maeel JloHeukoit HaponHoii PecnyOnmkm M TOKYMEHTBI N0 HMX
VCTIOJTHEHUIO COCTABJISIFOT €IMHBIN KOMIUIEKC JOKYMEHTOB M (POPMHUPYIOTCS B 1€/ B
XPOHOJIOTHYECKOM MOPSAIKE MO AATAM OTBETOB.

[lepenucka rpynnupyercs B Jeia MO TEMATUKE U (WIA) KOPPECIOHACHTAM U
CUCTEMATU3HUPYETCS B XPOHOJIOTMYECKOM NOCIEI0OBATENBHOCTH: JTOKYMEHT-OTBET
MOMEMIACTCS  3a JOKYMEHTOM-NIpoch0oil  (oOpamienuem). [lpu B030OHOBICHUM
NEPENUCKA IO ONPEACIICHHOMY BOIIPOCY, HAYaBLICHCA B NPEABLAYIUEM TOAY,
JOKYMEHTBI BKIIFOUAKOTCS B JIEN0 TEKYIIEr0 roja ¢ YKa3aHMEM MHICKCA Jela
MPEABIAYIIETO rOa.

6.25. B neno, koropoe Benercss Ha OYMaKHOM HOCHUTENE, B COOTBETCTBHHU C
nyHkrtamu 6.23, 6.24 nacrosmmx lIpaBui Ien0onmpon3BOACTBA BKIKOYAKOTCS TOJIBKO

JOKYMEHTBI, CO3/IaHHbIE (TOCTYNUBLIKE) HA OyMa>KHOM HOCHUTEIIE.

6.26. ®OpMUPOBAHUE M XPAHEHWE JENI [0 MEPEelayd MX B apXUB OpraHa
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WCTIIOJTHUTENIbHOM BIIACTH OCYIUECTBIISIETCS CTPYKTYPHBIM MOAPA3IECICHAEM U (WJIH)
CnyxO0# Aenonpon3BOACTBA OpraHa UCIIOJIHUTENBHON BIACTH.

6.27. lena Ha OyMaXHOM HOCUTEJIE B CTPYKTYPHBIX MOAPA3IACIICHUAX
pasmematorca B mikadax, ceiipax, B Cinyx0Oe nea0npon3BoACTBa — B mKadax, Ha
CTEJUTAKAX.

Jlena MAOJDKHBI pachoyiaratbCs BEPTUKAIBHO, KOPEUIKAMM HapyXy U B
COOTBETCTBUM C HOMEHKIIATYpPOH neN Ajisi 00eCredyeHusl BU3YalbHOTO KOHTPOJIS UX
HaJM4us ¥ ObICTporo moucka. Ha xopemikax oOJO0XKeK NeN YKa3bIBAIOTCS MHICKCHI
JeJT IO HOMEHKJIATyPe JEIL.

6.28. Jlena, Haxodsmyecs Ha ONEpaTUBHOM XpaHeHun B CiyxOe
JEIONPON3BOACTBA, BBIJAIOTCS BO  BPEMEHHOE MOJb30BAHUE  COTPYIHUKAM
CTPYKTYPHBIX TOAPA3ACIACHUI B TMOPSAAKE, YCTAHOBJICHHOM WHCTPYKIMEH IO
JEJIONPOU3BOACTBY.

HHBIM TOCYJapCTBEHHBIM OpraHaMm, OpraHaM MECTHOrO CaMOylpaBJICHUS,
opraHu3anusM Jena (JOKYMEHTHI) BBIAAIOTCS HA OCHOBAHMM WX MHUCbMEHHBIX
3aMpOCOB C pa3peUICHUs] PYKOBOJUTENST OpraHa UCMOJHUTEILHON BIACTH WM UHOTO
YIIOJTHOMOYEHHOTO MM JIMIA C COCTABJICHHEM aKTa O BBIJAYE JE]I BO BPEMEHHOE
NIOJIb30BAHUE.

6.29. U3psaTHEe (BBIEMKA) JOKYMEHTOB, OOPA30BABLUIMXCA B JACATEIBHOCTH
OpraHa MCHOJHUTEIbHOW BIACTH, MPOWU3BOJUTCS HA OCHOBAHWUM TMHCBMEHHOIO
pacnopsbkeHust (MOCTAHOBJICHUS) COOTBETCTBYIOLIErO OPraHa BJIACTH W Pa3peIlCHUs
PYKOBOAMTENSI OpraHa MCHOJHUTENbHOM BIIACTH WJIA WHOTO YHNOJHOMOYEHHOIO UM
JUIA C M3BCIIEHUEM PYKOBOAUTENS CTPYKTYPHOTO NOAPA3ACIICHUS, JOKYMEHTHBI
KOTOPOTO M3bIMAKOTCS.

6.30. @akT u3bATUSA (BBIEMKH) JOKYMEHTOB (PUKCUPYETCS B MPOTOKOJE (AKTE)
U3bATUS (BBIEMKH) JTOKYMEHTOB, KOTOPbI COCTABIISICTCS HE MEHEE YEM B ABYX
AK3EMILUIAPAX U MOANUCHIBAETCS YIOJIHOMOYEHHBIMU MPEACTABUTEISIMA OPraHU3aLT
M COOTBETCTBYIOLICTO OpraHa HCIOJHUTENBHONH BiacTu. K mporokony (akty)
NPUJIATACTCS OMUCH (PEECTP) U3BATHIX JOKYMEHTOB (IET).

6.31. Ilpy wu3BATMM TOUIMHHUKOB JOKYMEHTOB B J€J0 IOMEIIACTCA
3aBepEHHAs KOMMs JOKYMEHTa, Ha O0OpOTE KOTOPOHM YKa3biBACTCS OCHOBAHUE
U3bATHS TOJJIMHHUKA, CPOK BO3BpaTa, Jara ¥ MOANUCH PaOOTHUKA, OTBETCTBEHHOTO
3a (popmupoBaHue W (WJIKM) XpaHeHWE nena. [ToAIMHHUK TOKYMEHTA, U3BATHIA W3
aena (1en0) Mmocjie paCCMOTPEHMSI M PELICHMS BOMPOCA, BO3BpALIAcTCs B ACIIO, MPU
ATOM KOTHS, TOMEIIEHHAs B IEJI0 BMECTO MOUTMHHUKA, U3bIMAETCS.

6.32.B wmensx ycTaHOBICHUS (PAKTMUECKOTO HAIW4Ms JOKYMEHTOB H JACT
JETONPOU3BOANTENSAMI ToApazaesieHuii 1 Ciy>kO0i Jenonpon3BOACTBA JTOJDKHBI
MPOBOJMUTECA TPOBEPKH YCIOBHA XPAHECHHsI NOKYMEHTOB, HAIMYMS W COCTOSHUS
JOKYMEHTOB M JIEN:
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nepen nepeaavyeii JOKYMEHTOB B ApXHB OpPraHa UCIOJHUTENbHOM BIIACTH;

PU MEPEMEILICHUH JIET;

0P CMEHE PYKOBOAMUTENS CTPYKTYPHOIO TOAPA3ACICHUS, PYKOBOAMTENS
CayxObl AETONPOU3BOICTBA,

OpPU PEOPraHM3alMM M JMKBHJALMN OpraHa HMCIOJIHHUTEIBHOW BIACTH WA
CTPYKTYPHOTO MOAPA3CIICHUS.

[To uToram MpoOBEPKM COCTABISETCS aKT MPOBEPKH, B KOTOPOM (PUKCUPYIOTCS
BCE OOHAPYKEHHBIC HEIOCTATKH B COCTOSTHUM ACI. AKThI MPOBEPKU MPEACTABIISIFOTCS
3aMECTUTEN0 PYKOBOAWTENS OpPraHa HWCHOJHUTEIBHONR BIACTH, KYpPUPYIOLIEMY
IPOBEPSAEMOE CTPYKTYPHOE MOAPA3ICICHHE.

6.33. [1pu 0OHapy>KECHUHA OTCYTCTBUS JEJN, YUCIALIMXCS 10 HOMEHKIIATYPE JelT,
PYKOBOJCTBOM CTPYKTYPHBIX MOAPA3ACICHUI TPUHUMAOTCSI MEPBI IO UX PO3BICKY. B
CJIy4ae €CIM PO3BICK €T HE JAAET PE3yJIbTara, COCTABISAETCS CIPAaBKa O MPUYMHAX UX
OTCYTCTBHUS, KOTOpas MOANKCHIBACTCS PYKOBOJMUTENEM CTPYKTYPHOIO
NOJpA3ENeHus U mpeacTasisercs B City:k0y AeT0NMpOn3BOACTBA.

6.34. ®akt yTparbl aena (aen) (PUKCUPYETCS B aKTE, COCTABISEMOM U
NOAMUCHIBAEMOM pykKoBoauTesieM Ciry:kObl JEJIONPOM3BOACTBA W PYKOBOIUTEIIEM
CTPYKTYPHOTO MOAPA3ACHEHUS (YIOJTHOMOYECHHBIM UM JIULIOM) B JBYX 3K3E€MILISPAX
(mpu yTpare aena BpeMEeHHBIX (10 10 JIET BKIFOUMTENBHO) CPOKOB XPAHEHUS) WU B
TPEX dK3eMILIIpax (Mpu yTpare e BpeMEHHbIX (CBbimE 10 JIET) CPOKOB XpaHEHUS
WIHA TOCTOSIHHOTO XpaHeHus). [1o ogHOMYy 3K3eMIuisipy akTta XpaHutcs B Ciyx0e
JEJIONPOU3BOACTBA U CTPYKTYPHOM MOJPA3ACIEHUM, MPH yTpare Ael BPEMEHHBIX
(cBpimie 10 7€T) CPOKOB XpaHEHMs] WM TOCTOSIHHOTO XPAHEHMs DK3EMIUISIP aKTa
NPEICTABISIETCSl B apPXWMB OpraHa MCIOJIHWTENBHOM BIACTH MNpH MEpeaaye ael
CTPYKTYPHOTO MOAPA3ECIICHUS HA QPXUBHOE XPAHEHUE.

OMHOBPEMEHHO C 3THM MPUHUMAKOTCS MEPBI MO 3aMEIIEHUI YTPAYSHHOIO
JIOKYMEHTA €T0 KOIHUEH.

VIL. HOAT'OTOBKA TIOKYMEHTOB K IIEPEJAYE HA XPAHEHUE
B APXUB OPTAHA UCIHIOJTHUTEJIBHOU BJIACTH;
BBIJIEJIEHUE K YHUYTOKEHNIO IOKYMEHTOB C UICTEKIITNMHA
CPOKAMU XPAHEHUSA

7.1. ExxerogHo Ciny>k00i  J€IONPOM3BOACTBA OpraHa MCHOJHUTEIBLHOM
BIACTH, JCJIONPOM3BOAMTENSAMU  TOJAPA3ACIECHUI COBMECTHO C  DKCIEPTHOH
KOMHUCCHEH OpraHa UCHOJHUTENbHON BiacTH (nanee — OK) mpoBoauTces 3KcnepTusa
LEHHOCTH JIOKYMEHTOB.

7.2. 1lpyu MpOBEACHUM SKCIEPTU3bI IECHHOCTU JOKYMEHTOB OCYIIECTBIISICTCS

O0TOOp JOKYMEHTOB MOCTOSIHHOTO W BPEMEHHBIX (CBbimie 10 JI€T) CPOKOB
XPaHEHUs, B TOM YHCJIE MO JIMYHOMY COCTaBy, JJIs MEPEAAYd B apXWMB OpraHa
VCTIOJTHUTENbHOM BIIACTH,

0TOOp HOKYMEHTOB BPEMEHHBIX (A0 10 JIET BKIOUYMTENBHO) CPOKOB XPAHEHHS
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U ¢ TOMETKaMHM «J10 MUHOBAHUS HAJOOHOCTHY, «J]0 3aMEHBI HOBBIMMY, TIOIICKAIITAX
JATBHENRIIEMY XPAHEHUIO B CTPYKTYPHBIX TTOAPA3AECTCHUSX

BBIJICJICHAC K YHHYTOXXEHHUIO JEN 34 MPEAbLAYLIIME TOAbI, CPOKH XPaHEHUS
KOTOPBIX UCTEKIIH.

OIHOBPEMEHHO MTPOBEPSAECTCI KAYECTBO U MOJTHOTA HOMEHKJIATYPHI JACJI OpraHa
WCIIOJTHUTEILHOMN BJIACTH, MPABUIBHOCTH OMPEACIICHUS CPOKOB XPAHEHUS JIET.

7.3. Jlena mOCTOSIHHOrO W BpPEMEHHBIX (CBbIE 10 JIET) CPOKOB XpaHEHUs
NEPEIAOTCSA B apXUB OpraHa UCIOJIHUTEIBHOM BJIACTH HE PAHEE YEM YEPE3 OJIUH T0JT
¥ HE TO3JHEE YEM 4Yepe3 TPU TOAA MOCIE 3aBEPIICHUS JENl B JEIOMPOU3BOJICTBE.
[lepenava nen B apXuB OpraHa MCHOJIHUTEIBHON BJIACTH MPOBOAUTCS HA OCHOBAHWUHU
ONMUCEH NN CTPYKTYPHBIX NOJAPA3ACIICHUI MOCTOSHHOTO W BPEMEHHBIX (CBbIE 10
JIET) CPOKOB XPAHEHUS U JIEN MO IMYHOMY COCTaBY.

Jlena BpeMeHHBIX (A0 10 JIeT BKIFOYMTENBHO) CPOKOB XPAaHEHUS B apXUB
OpraHa HWCIOJIHUTENBHON BIACTH HE TNEPEJAIOTCA W MOANEKAT BBIICICHUID K
YHUUYTOKECHUIO O UCTEUYCHWM CPOKA MX XPAHECHUS B COOTBETCTBHM C IyHKTaMH
7.14 —7.17 nacrosmux [IpaBui 1en10onporu3BOACTBA.

7.4. Okcneprh3a UEHHOCTM JTOKYMEHTOB TMPOBOJWTCS HA OCHOBaHWUU
HOPMaTUBHBIX TPAaBOBbIX akTOB OUB B cdepe nenonpon3BoacTBa U apxXUBHOIO JIENA,
NEPEYHEN THUIOBBIX APXMBHBIX JOKYMEHTOB C YKA3aHWEM CPOKOB XPAHCHUS,
NEPEYHEl  JOKYMEHTOB, OOpa3yIIMXCs B TMPOLECCe JEATEIBHOCTH OPraHOB
VCIIOJTHUTENILHOM BJIACTH, a TAKXKE B MPOLECCE ACIATEIbHOCTH NOIBEIOMCTBEHHBIX UM
OpraHM3alfi, C YKa3aHUEM CPOKOB XPAHEHHUSI.

7.5. JAns opraHM3anuMu W TMPOBEACHUsT PadOTHI MO 3KCHEPTU3E LICHHOCTH
JOKYMEHTOB B OPraHe MCIOJIHUTENBHON BIACTA MPHKA30M PYKOBOJIUTEINS CO3ACTCS
3KCIIEPTHASI KOMUCCUS, LICHTpalibHAs dKcrepTHas komuccus (DK, 1IOK).

3anaun, pynkumum, npasa, opranmsaums pabotel DK (LIDK) onpenensitorcs
NOJIO)KEHUEM O HEH, YTBEP:KIAEMbIM HOPMATHBHBIM IPABOBBIM AKTOM OpraHa
WCIIOJTHUTEIILHON BJIACTH.

7.6. 1o pe3ynpraram 3KCHEPTU3bl LEHHOCTH JOKYMEHTOB B  OpraHe
WCITOJIHATENILHON BJIACTU COCTABIIKOTCS OINMUCU JENT CTPYKTYPHBIX MOAPA3ACIICHUN
NOCTOSTHHOTO XPAHEHUsI, BPEMEHHBIX (CBBIIE 10 JIET) CPOKOB XPAHEHHMS, B TOM YHCIIE
0 JITYHOMY COCTaBY, IPOBOJUTCS O(POPMIIEHHE JIEN, & TAKXKE COCTABIISIFOTCS AKThI O
BBIJICJICHAN K YHUUYTOKEHHAIO APXUBHBIX JTOKYMEHTOB, HE MOUIEKAILUX XPAHEHUIO.

7.77. Onucu  nen B CTPYKTYPHBIX MOAPA3ACIECHUAX COCTABISIOTCS  TOA
METOJMYECKUM PYKOBOACTBOM Ciy»kObl JCIONMPOM3BOACTBA M apXHWBa OpraHa
VCIOJTHUTENLHOM BJIaCTH MO (hopMaM, YCTaHOBJICHHBIM [IpaBunamMu XxpaHeHHs.

Ha nema BpeMeHHBIX CpOKOB XpaHeHus (10 10 NeT BKIOYUTENBHO) OMKUCH HE
COCTABJSIFOTCA, W B aPXMB OPraHa MCIOJHHUTEIIbHOM BJIACTH TAaKWE Jejia HE
NEPETAOTCS.

Onucu nen CTPYKTYPHBIX MOAPA3ACIEHUI COCTABIISIOTCS OTIAEIBHO Ha Jeiia
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NOCTOSTHHOTO XPaHCHHUS, /1€7a BPEMEHHbIX (CBbIIe 10 JIET) CPOKOB XpaHEHHMsI;, Acia
N0 JINYHOMY COCTaBY, a TAKXKE Ha €, COCTOSALIME M3 TOKYMEHTOB, XapaKTEPHBIX
JUIS JAHHOW OpraHm3aluu (CyJIcOHBIE, CIEACTBEHHBIE JIENa, HAYYHbBIE OTYETHI MO
TEMaM, HAyYHO-TEXHUYECKas TOKyMECHTALUS U Ap. ).

Onuck  fAen  CTPYKTYPHBIX MOAPA3JACIICHUH  COCTABIAIOTCA C  YYETOM
HOMEHKJIATYPhI JIE.

7.8. Ilpy  COCTaBJICHMM ONHUCEH JAEN  CTPYKTYPHOIO  IMOAPA3ACIICHHUS
COONIOAANOTCS CNEAYOUIe TPEOOBaHUS:

3aroJIOBKH JIEN BHOCATCS B OMUCH JEJT B COOTBETCTBUM C CHCTEMAaTU3AUUEH eI
B HOMEHKJIAType AET,

KOKI0C [0 BHOCUTCS B ONHCHh TMOJA CAMOCTOSITEIbHBIM TMOPSAKOBBIM
HOMEPOM (€CIIM JIEN0 COCTOMT M3 HECKOJBKMX TOMOB, TO KaXIbIii TOM BHOCHTCS B
OIKCH TIOJT CAMOCTOSITENIbHBIM HOMEPOM ),

NOPSI0K HYMEPALIMHK JEJT B OMMCH — BAJIOBBIIA;

rpadbl OMHMCH 3aNOJHSIOTCS B COOTBETCTBHM C TEMHU CBEIACHHUSMH, KOTOPBIE
BBIHECEHBI HA OOJIOKKY JIeNa;

OPU BHECECHMHM B OMWCH MOAPA AeN (TOMOB) C OJAMHAKOBBIMHM 3arojIOBKAMHU
3aroJIOBKH BCEX JIEN (TOMOB) UIIYTCS MOJTHOCTBIO,

rpada onvicu nen «[Ipumedanus» UCHOAB3YETCs sl OTMETOK O MPUEME JElL,
0COOEHHOCTSIX MX (PU3UYECKOrO COCTOSIHUS, O MEpeAave Aesl IPYTrUM CTPYKTYPHBIM
NOJPA3JIEIEHUEM CO CCBIJIKOM HA aKT.

B uTOoropo#i 3anucu onucu yKaselBaroTCs (UPPAMUA U MPOMHUCHI0) KOJIMYECTBO
JEJT, YACTSIIMAXCS 110 ONMKCH, TIEPBBII W MOCIICIHNI HOMEPA €] IO OIUCH.

7.9. Onucu fen CTPYKTYPHOTO MOJAPA3ACTIEHUS W3rOTABIMBAKOTCA B ABYX
JK3EMIUIIpaX Ha OyMaXHOM  HOCHUTENE, TMOAMMCHIBAOTCA  PYKOBOIUTEIIEM
CTPYKTYPHOTO MOAPA3AEIEHHS, COTTIACOBBIBAOTCA DK CTPYKTYPHOTO MOAPA3ACTEHUS
(pu ee HaMuMK ) ¥ pykooauteneM Ciay»Obl AETOMPOU3BOICTBA.

OmvH DJK3EMIUIIP ONMHMCH JeN CTPYKTYPHOIO TMOAPA3ACICHUS MEperacTes
BMECTE C JellaMd B apXWB TOCYJApPCTBEHHOIO OpraHa, OpraHa MECTHOIO
CaMOYIIPABJICHUST BTOPOl OCTacTCs B KA4YECTBE KOHTPOJIBHOTO JK3EMILISpa B
CTPYKTYPHOM MOAPA3AECIICHAN. B apXuB rocy 1apcTBEHHOIO OpraHa, opraHa MECTHOTO
CaMOYNPABJICHUSI TAKXKE MEPEHACTCS MO JIK3EMIUIAPY OMMCEH M€ CTPYKTYPHBIX
NOJIpa3fc/iCHUii B DJICKTPOHHOM BHJAE B peAakTupyemMoM (Qopmare ams
WCIOJb30BaHUs B JAIBHEHINEM /Il TOJATOTOBKHA aPXUBHBIX OMUCEH €N, TOKYMEHTOB
(rOIOBBIX PA3MEIOB).

7.10.0dopmiicHre nem Ha OyMaKHOM HOCHTENE, NPEIHA3HAYCHHBIX IS
nepesayl Ha XpaHEHHWE B apXUB OpraHa UCTIOJHUTEILHON BIIACTH, OCYIICCTBIISETCS B
COOTBETCTBUHM ¢ [IpaBuiaMu XpaHeHUs.

7.11./lena mepenardTCss B apXWB OpPraHa WCHOJHHUTEIIBHOW BJIaCTH B
COOTBETCTBMM C Tpa@ukoM mepenayd  JOKYMEHTOB, COIMVIACOBAHHBIM €
PYKOBOJUTEISIMU CTPYKTYPHBIX MOJAPA3ACIICHUM, TEPEAAOIIMX JOKYMEHTHI B apXUB,
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W YTBEP)KICHHBIM PYKOBOJIUTEIEM OPraHa HMCIOIHUTENBHOW BJIACTH WIIA HWHBIM
YIIOJIHOMOYEHHBIM UM JIALIOM.

[Ipuem-nepenaua pAen B apXMB  OpraHa  HMCIOJHUTENBHOM — BIACTH
OCYLIECTBIISETCS B COOTBETCTBUM C [IpaBuiiaMmu XpaHeHus.

7.12.B  ciy4ae JIMKBUAAUMM ~ WIM  PEOPraHM3ALMH  CTPYKTYPHOIrO
NOIpa3fc/iCHUss ~ OpraHa  WCIOJHWUTENBHOH  BJIACTH  JIEJONPOM3BOJUTEID
NOpa3AciICHUs] B IEPUOJ MPOBEACHUS JIMKBUAALMOHHBIX MEPONPUATHI (POPMUPYET
BCE UMEIOLIMECS TOKYMEHTHI B JEJ1a, 34 UCKIIFOYEHUEM HEMCIIOTHEHHBIX TOKYMEHTOB,
oopmiser aena u nepeaact ux B Cinyk0y AEIONPOM3BOACTBA FOCYAAPCTBEHHOTO
oprasa.

7.13. Ha ocCHOBE NpEIOKEHUN CTPYKTYPHBIX mnoapasaencHuii  Ciyxba
JEJIONPOU3BOACTBA OPraHa HWCIOJHUATEIBHON BJIACTH COCTABISAET aKT (AKTHI) O
BBIJICJICHUM K YHUUTOXKECHUI) APXHBHBIX JTOKYMECHTOB, HE MOJIC)KAIIUX XPAHCHUIO,
1o hopMe, YCTaHOBJIEHHO# [ IpaBunamu XpaHeHusl.

7.14. Jlena BKIIOYAKOTCS B AKT O BBLACICHUM K YHHUYTOKCHUIO APXUBHBIX
JOKYMEHTOB, HE TMOMJICKAIINX XPAHCHHIO, €CIIM MPEIYCMOTPEHHBIN AT HUX CPOK
XpaHEHUs UCTEK K 1 ssHBaps roAa, B KOTOPOM COCTABJICH aKT.

7.15. lena ¢ ormerkor «LIDIIK», npomemunre 3KCNEPTU3y LEHHOCTH,
BKJIFOYAKOTCS B aKT, pH 3T0M oTMeTKa «LIOITK» B akTe He yKa3bIBaeTes.

7.16. AKT O BBIICIICHAA K YHUYTOXKCHUK) aAPXUBHBIX JIOKYMEHTOB, HE
MOJIEKAIIMX XPAHEHUIO, YTBEPXKIAACTCS PYKOBOAMTEIIEM OpPraHa MCIOTHUTEIBHON
Brnactu nocne yrBepxkaeHus [IOIIK onuced nen, AOKYMEHTOB MOCTOSIHHOTO
XPAHECHMS W COTJIACOBAHMUS OINMHUCEH €N JOKYMEHTOB MO JIMYHOMY COCTABY, aKTOB O
BBIJICJICHAA K YHUUYTOKCHHUIO apPXUBHBIX JOKYMEHTOB, HE IMOJUICKAILMX XPAHEHUIO,
NOCTIE YErO JIENa, BBIICTICHHBIC MO aKTy K YHUUYTOKEHUIO, MOTYT OBbITh NEPEIAHBI HA
YTUIIU3ALHUIO.

7.17. Ilepenava fmeil, BBIACIEHHBIX K YHHAYTOKCHHMIO, HA YTUIM3ALHUIO
opopMIISIETCS TPUEMO-CIATOYHON HAKIIATHOM.

B HOMEHKIaType Aea MPOCTABISAIOTCS OTMETKM 00 YHHUYTOKEHUU JTOKYMEHTOB
C YKa3aHMEM JaThl MU HOMEpA aKTa, 3aBEpseMble MOAMUCHI0 PaboTHHKA CiyxObl
JEIONPOU3BOACTBA.

7.18. AKTbI O BBIIEICHUM K YHUUYTOXKEHWUIO ApPXHMBHBIX JTOKYMEHTOB, HE
NOJUISKANINX XPAHEHUIO, XPAHATCS MMOCTOSIHHO B fieie oHAa.



