MeToauuecKkue peKOMEH/IALUH 10 pa3padoTKe
HHCTPYKIHUHA 110 EJIONPOU3BOIACTBY B
(deaepajbHbIX OPraHax HCNOJHUTEIbHOU
BJIACTH

YTBEPXIEHDBI
npukasom Pocapxusa
ot 23 nexabps 2009 r. Ne 76

He HyxnaeTcs B rocyjapCcTBEHHOM perucTpanuu
(mucermo Muntocta Poccnu ot 26 anpenst 2010 1.
Ne 01/6756-11K)

I. O0mue moJsioKeHUA

MeTtoauueckne pekoMeHAaluu o pa3paboTke HHCTPYKIHIL 110 A€TONPOU3BOJICTBY B
(enepanbHBIX OpraHax UCHOJIHUTENBHOM BIacT (Janee — MeTtonnyeckue peKOMEeH AN )
pa3paboTaHbl B COOTBETCTBUHU C MMyHKTOM 4 moctanoBieHus [IpaBurenscTBa Poccuiickoit
@eneparun ot 15 urons 2009 r. Ne 477 «O0 ytBepxkaenuu [IpaBuit 1e10mpon3BOICTBA B
dbenepabHBIX OpraHax UCIOTHUTENIbHOU BiacTi» (CobpaHue 3akoHomaTrenscTBa Poccuiickoit
®eneparun ot 22 urons 2009 r. Ne 25, ct. 3060) B 11es19X ONTUMU3ALNN TPOLEAYPHI U MOPsIIKa
paspaboTku (denepaabHbIMU OpraHaMH UCIIOJIHUTENBHOMN BIACTH MHCTPYKLUHN O
JIeTIOTIPOU3BOICTBY, ONPEACTCHUS UX CTPYKTYPBI U COACPKAHUSA, U IPUMEHSIOTCS (PeepaabHbIMU
OpraHaMH HUCIIOJIHUTENBHOMN BIACTU U UX TEPPUTOPHAIBHBIMHU OpraHaMHu.

MeTOI[I/I‘-ICCKI/Ie PEKOMCHAAIHN paCCUUTAHbl HA IPUMCHCHUEC MMOAPa3aACIICHUAMU q)ez[epanLHHx
OPraHOB MCIIOJHHUTEIBHOM BIACTH, OTBETCTBEHHBIMHU 33 OPTaHU3AIMIO U BEJICHUE
nenonpou3BojcTBa (nanee — Ciryx0a AeTompon3BOICTBA), TIPU Pa3padOTKE HMH WHCTPYKIIHH IO
JICITOTIPOU3BOCTBY (peliepaibHOTO OpraHa UCIIOHUTEIBHOM BiacT (nayiee — MHCTpyKIus 1o
JIETIOTIPOU3BO/ICTBY ).

MeTtoauueckie peKOMEHIAlNN HE pacIpOCTPaHAIOTCS Ha OpraHU3aliio paboThI ¢
JIOKyMEHTaMU, COJIEPKAIIUMU CBEICHUS, COCTABIISIIOIINE TOCYIAPCTBEHHYIO TalHY.

[Ipumenenne MeToau4ecKux peKOMEHIAIMI TOJKHO CITIOCOOCTBOBATh CO3/IAHUIO €IMHON
METOAMYECKONW OCHOBBI BeJICHUS JICIIONPOU3BO/ICTBA B (heIepalibHBIX OpraHax UCIOIHUTEIbHOM
BJIACTH U UX TEPPUTOPHUAIBHBIX OpraHax.

[Ipu pazpaboTke MeToanuecknx peKOMEHJAINI yUTEHbI MTOJTO0KEHHS CISAYOIUX
3aKOHOJATEIbHBIX U MHBIX HOPMATUBHBIX NIPABOBLIX aKTOB B cepe HHPOpPMALIMHU, TOKYMEHTALIUH,
apXHUBHOIO JI€JIa:

1. ®enepanbuelii 3akoH OT 14 utoHs 1994 r. Ne 5-D3 «O nopsiake onyOIUKOBaHHS U BCTYIUICHUS B
cuity (heepanbHBIX KOHCTUTYLIMOHHBIX 3aKOHOB, (peZiepalIbHbIX 3aKOHOB, aKTOB IajaT
®enepansaoro Codpanus» (Cobpanue 3akononatensctBa Poccuiickoit @enepannu, 1994, Ne 8,
cT. 801; 1999, Ne 43, c1. 5124).



2. ®enepanbHblil KOHCTUTYIIMOHHBIN 3akoH OoT 25 nexadpst 2000 r. Ne 2-OK3 «O 'ocynapcTtBeHHOM
rep6e Poccuiickoit ®enepanun» (Codpanue 3akonoaarenbctBa Poccuiickoit denepanuu, 2000,
Neo 52 (wacts 1), cT. 5021; 2002, Ne 28, cT. 2780; 2003, Ne 27 (u.1), cT. 2696; 2009, Ne 46, cT. 5417).

3. ®enepanbubiii 3akoH oT 10 ssHBaps 2002 r. Ne 1-®3 «O06 smekTpoHHON TU(PPOBOI MOATIHUCH
(Cobpanue 3axkononarensctBa Poccuiickoit deneparuu, 2002, Ne 2, ct. 127; 2007, Ne 46,
cT. 5554).

4. ®enepanbHblil 3aK0H 0T 22 okTs0ps 2004 1. Ne 125-03 «O06 apxuBHOM aeine B Poccuiickoit
denepanum» (Cobpanue 3akoHoAaTenbcTBa Poccuiickoit deaepanmm, 2004, Ne 43, ct. 4169; 2006,
Ne 50, ct. 5280; 2007, Ne 49, ct. 6079; 2008, Ne 20, ct. 2253).

5. ®enepanbblii 3ak0H 0T 2 Masg 2006 r. Ne 59-03 «O nopsike paccMOTpeHHs 00palieHui
rpaxknan Poccutickoit deneparun» (CoOpanue 3akoHoaaTenbcTBa Poccutickont @eneparnmu, 20006,
Ne 19, ct. 2060).

6. ®enepanbubiii 3ak0H oT 27 utoinsg 2006 r. Ne 149-D3 «O6 nndopmanmm, nHGOPMAITMOHHBIX
TEXHOJIOTUSX U 0 3amuTe nHpopmarmmn» (Cobpanue 3akoHoaTeabcTBa Poccuiickoii @enepanumy,
2006, No 31 (gacts I), cT. 3448).

7. ®enepanbhbliit 3akoH OT 27 utoiist 2006 1. Ne 152-D3 «O nepconanbHbIX AaHHBIX» (CoOpaHue
3akoHoAarenscTBa Poccuiickoit @eneparmu, 2006, Ne 31 (1 4.), ct. 3451; 2009, Ne 48, cT. 5716;
2009, Ne 52, (1 4.), cT. 6439).

8. denepanpHblii 3akoH 0T 9 peBpais 2009 r. Ne 8-D3 «O0 obecnieueHnu gocTyna K MHGOpMaIu
0 JIeSITeIbHOCTH TOCYJapCTBEHHBIX OPTaHOB U OPTaHOB MECTHOTO caMmoynpasieHus» (Cobpanue
3akoHosaTenscTBa Poccuiickoit deneparuu, 2009, Ne 7, ct. 776).

9. Vka3 [Ipe3sunenrta Poccuiickoit @enepanuu ot 2 mast 1996 r. Ne 638 «O nopsjike moaroToBKU
MPOEKTOB YKa30B, pacnopsbkeHui [Ipesuaenta Poccuiickoit @eaepanuu, nperycMaTpruBaromnx
NPUHATHE TOCTAaHOBICHUH, pacniopspkeHuii [IpaBurtensctBa Poccuiickoii®eneparum» (Codpanue
3akoHoAarenscTBa Poccuiickoit @enepanuu, 1996, Ne 19, c1. 2257).

10. Yka3 IIpe3unenta Poccuiickoit @eaepannu ot 23 mas 1996 r. Ne 763 «O nopsinke

Oy OJIMKOBaHUSA U BCTYIUIEHUS B cuily akToB [Ipesunenta Poccuiickoit @denepanum,
[IpaButenbcTBa Poccuiickoil @enepanil 1 HOPMaTUBHBIX IIPABOBBIX aKTOB (he/iepajIbHbIX OPraHOB
ucnonHuTenbHOM Bractu» (Cobpanue 3akoHonaTenbeTBa Poceuiickoit @eneparuu, 1996, Ne 22,
CT. 2663; 1997, Ne 20, ct. 2242; 1998, Ne 33, ct. 3967; 2005, Ne 28, cT. 2865).

11. Yka3 [Ipe3unenra Poccuiickoii @enepauuu ot 6 mapta 1997 r. Ne 188 «O06 yTBepxaeHUH
nepeyvHs CBeJeHUH KOH(pUIeHIIHaIpHOTO XapakTepa» (Cobpanue 3akoHoMarenbecTBa Poccniickoit
®epnepanun, 1997, Ne 10, ct. 1127; 2005, Ne 39, ct. 3925).

12. Tlocranosnenue IIpaBurensctBa Poccuiickoit @enepammu ot 3 HostOpst 1994 r. Ne 1233

«O0 yTBepX)ACHUH TIOJIOKEHHS O TTOPsIIKE 0OpaIeHus co ciyxeOHoi nHpopmaruei
OTPAaHHYEHHOTO PACIPOCTPaHEHUS B eIepaTbHBIX OpraHaxX UCIOTHUTENbHOM BiacTuy (Cobpanue
3akoHoAarenscTBa Poccuiickoit @eneparmu, 2005, Ne 30 (u. II), ct. 3165).

13. Tlocranosnenue IIpaBurenscTBa Poccuiickoit denepammu ot 27 nexadps 1995 r. Ne 1268
«O0 ynopsiIo4eHUH U3TOTOBJICHHUSI, UCIIOIB30BaHUS, XPAaHEHHS M YHUUTOXKEHHUS NeyaTel u OJaHKOB
¢ Bocnpom3BeeHueM ['ocymapcTBeHHoro repba Poccutickoit denepanum» (Codpanue



3akoHoaarenbcTBa Poccuiickoit deneparuu, 1996, Ne 2, ct. 123; 2001 Ne 24, c1. 2461; 2006, No 52,
cT. 5587).

14. ITocranosnenue [IpaButenscTBa Poccuiickoit @enepaunu ot 13 aBrycra 1997 r. Ne 1009

«O06 yTBepxaeHuu [IpaBuit HOArOTOBKM HOPMATUBHBIX MPABOBBIX aKTOB (heZepaibHBIX OPraHOB
MCIIOJTHUTENIbHOM BJIACTH U UX TOCYJapCcTBEHHOM peructpanum» (CoOpaHue 3aKOHOIATENbCTBA
Poccuiickoit ®enepanuu, 1997, Ne 33, ct. 3895; 1997, Ne 50, ct. 5689;1998 , No 47, ct. 5771; 1999,
Ne 8, ct. 1026; 2006, Ne 29, ct. 3251; 2009, Ne 2, ct. 240; 2009, Ne 12, ct1. 1443; 2010, Ne 9, ct. 964

).

15. Iloctanosnenue IlpaBurenscrBa Poccuiickoit @enepaunu ot 01 urons 2004 r. Ne 260

«O Permamenrte I[paBurensctBa Poccuiickoii @eneparuu u [Tomosxkennn 06 Anmapare
[TpaButensctBa Poccuiickoit @enepanum» (Cobpanue 3akoHoaaTenscTBa Poccuiickoii @enepanum,
2004, Ne 23, c1. 2313; 2006, Ne 23, cT. 2514; 2006, Ne 29, ct. 3251; 2007, Ne 32, ct. 4150; 2008,
Ne 14, ct. 1413; 2008, Ne 21, c1. 2459; 2008, Ne 49, cT. 5833; 2009, Ne 11, ct. 1302; 2009, Ne 12,
cT. 1443; 2009, Ne 19, ct. 2346; 2009, Ne 36, ct. 4358; 2009, Ne 49 (2 4.), cT. 5970; 2009, Ne 49

(2 4.), cT. 5971; 2009, Ne 52 (2 4.), cT. 6609).

16. IToctanosnenue IlpasurenscrBa Poccuiickont denepaunn ot 19 suBaps 2005 r. Ne 30

«O THIIOBOM periIaMeHTe B3aMMOCHCTBHS (eJiepabHBIX OPraHOB UCTIOTHUTEIIEHOW BIACTHY
(CoOpanue 3akononarenscTBa Poccuiickoit denepanuu, 2005, Ne 4 ct. 305; 2005, Ne 47, cT. 4933;
2007, Ne 43, ct. 5202; 2008, Ne 9, ct1. 852; 2008, Ne 14, ct. 1413; 2009, Ne 12, ct. 1429; 2009,

Ne 25, c1. 3060; 2009, Ne 41, ct. 4790; 2009, Ne 49 (2 4.), ct. 5970).

17. ITocranoBnenue [IpaButensctBa Poccuiickoit @enepannu ot 28 uroiisg 2005 r. Ne 452

«O THIIOBOM perjiaMeHTe BHYTPEHHEH OpraHu3aiuu (eaepaabHbIX OpraHOB HCIIOTHUTEIHHON
Bract» (CobOpanue 3akoHomaTenbcTBa Poccuiickoit ®deneparu, 2005, Ne 31, cr. 3233; 2007,
Ne 43, ct. 5202; 2008, Ne 9, cT. 852; 2008, Ne 14, ct. 1413; 2008, Ne 46, ct. 5337; 2009, Ne 12,
cT. 1443; 2009, Ne 19, ct. 2346; 2009, Ne 25, c1. 3060; 2009, Ne 47, c1. 5675; 2009, Ne 49 (2 4.),
cT. 5970; 2010, Ne 9, cT1. 964).

18. ITocranosnenue IIpaBurensctBa Poccuiickoit @enepauuu ot 15 utons 2009 r. Ne 477
«O0 ytBepxaenuu [IpaBui genonpon3BoAcTBa B (peiepaabHBIX OPraHax UCIIOIHUTEIbHON BIACTH»
(Cobpanme 3akononarenscTBa Poccuiickoit denepamuu 2009, Ne 25, cr. 3060).

19. IToctanosnenne [IpaButensctBa Poccuiickoit denepanuu ot 22 ceHTsA0ps 2009 1. Ne 754
«O0 ytBepxaenuu [1onoxkeHus o cucTeMe MeKBEIOMCTBEHHOTO AJIIEKTPOHHOTO
nokymeHToooopotay (Cobpanue 3akoHomaTenbcTBa Poccutickoit ®eneparu, 2009, Ne 39,
CT. 4614).

20. [Tocranosnenwue [IpaBurenscTBa Poccuiickoit deneparyu ot 20 despans 2010 r. Ne 72

«O BHeceHMH U3MEHEHUI B HEKOTOPBIE akThl [IpaBuTenscTBa Poccuiickoit denepannn B CBSI3U €
npuHITHEM (henepanbHOro 3aKkoHa «O0 aHTUKOPPYMIIMOHHON YKCIIEPTH3E HOPMATUBHBIX MTPABOBBIX
aKTOB U MMPOCKTOB HOPMATUBHBIX MTPaBOBBIX akToB» (CoOpaHue 3akoHOAaTENbCTBA Poccuiickoi
Oenepanun, 2010, Ne 9, ct. 964).

21. Ilocranosnenue IIpaBurensctBa Poccuiickoit denepanyu ot 26 gespans 2010 r. Ne 96
«O06 aHTUKOPPYNIIMOHHOM 3KCIIEPTHU3€ HOPMATHUBHBIX MPABOBBIX aKTOB U MPOEKTOB HOPMATHUBHBIX
npaBoBbIX akToBy» (CoOpanue 3akoHoaarenscTBa Poccuiickoit @enepammu, 2010, Ne 10, ct. 1084).

I1. ITopsiioxk pa3padoTKu, yTBep:KIeHHUs, BHeCeHUs U3MeHeHul B MHCTPYKIUIO 110
AEJIONPOU3BOACTBY



WHcTpyKkuus 1o 1enonpou3BoACTBY pa3zpadateiBaetcs Cityk00i1 1€101pon3BoCTBa HA
OCHOBAHMU MpHKa3a (eaepaTbHOro OpraHa UCIOJHUTEIbHOM BIACTH, B COOTBETCTBHUHU C
[IpaBunamu 1enonpon3BoACTBa B eiepabHBIX OpraHaxX UCTIOTHUTEIBHON BIACTH (Jaee —
[TpaBuia nenonpousBoACTBa), yTBEPKIEHHBIMU NTocTaHoBIeHHEM [IpaBuTenscTBa Poccuiickoit
®enepanuu ot 15 urons 2009 r. Ne 477 [1], ¢ yueToM MoJI0KEHNUN AJaHHBIX MeToInYeCcKuX
PEKOMEH Iali.

[Ipoexkt UHCTpyKIMHU 1O 1ETOMPOU3BOJICTBY COTIIACOBBIBAETCSI C COOTBETCTBYIOLIUMU
noipa3aesieHusMu eepaIbHOro OpraHa UCIIOJHUTETHPHON BIACTH U C 3aMECTHTEIIEM
pykxoBoauTens (eaepaabHOro OpraHa UCIIOJHUTEIBHON BIACTH, KyPUPYIOIIUM BOIIPOCHI
UH(POPMALMOHHOTO U JTOKYMEHTAI[HOHHOTO 00ECTICYCHHSI.

B cootBetcTBUM ¢ myHKTOM 3 [IpaBumil Aen0npou3BoACTBa B (peliepaibHbIX OpraHax
UCIIOJTHUTENIbHOM BJIaCTH (eiepabHbII OpraH UCIIOJHUTENBHOM BIACTH HANPABIISET IPOEKT
WHcTpykumu 1o 1en0npon3BOACTBY Ha cornacoBaHue B denepaibHOE apXUBHOE areHTCTBO [2].

[Tpu Hanmuuu y denepaabHOro apXUBHOTO areHTCTBA 3aMEYaHU 10 IPOESKTy MHCTpyKIUU 110
Jenonpou3BocTBy, Ciyx0a aenonpou3BoACcTBa (henepasbHOro OpraHa UCTIOTHUTEIHLHOM BIACTH
nopabaThIBaeT MPOEKT MHCTPYKIIMY 110 IEIONPOU3BOJCTBY U MMOBTOPHO MPEICTABIISET €ro Ha
coryacoBanue B deepabHOE apXUBHOE ar€HTCTRBO.

Ecnu no npoexty MHCTpyKIMHU 1O AEIONPOU3BOACTBY UMEIOTCS pa3HOIJIacusl, IPOBOAATCS
corjacuTeIbHbIE IPOLEAYPHI (COBELIaHMs) MEXAy IpeacTaBuTensiMu OenepaibHOT0 apXUBHOTO
areHTCTBA U (ellepajIbHOr0 OpraHa UCIOJHUTEIBHOM BIACTH B IIEISAX BEIPAOOTKH
B3aUMONPHEMIIEMOTO PELICHUSI.

Pemenue o cornacoBanuu MHCTpYKIMY 110 1€JI0MPOU3BOJICTBY O(QOPMIISETCS MUCHbMOM
denepanabHOTO apXUBHOTO areHTCTBA, HAMPaBIIIEMBIM B ajipec (hefiepaibHOTO OpraHa

HCITOJIHUTENLHOMN BIACTH.

ITocne cormacoBanus ¢ denepanbHbIM APXUBHBIM areHTCTBOM MHCTpyKIus 1o
JIeTTOTIPOU3BOCTBY YTBEPKAACTCSI MMPUKa30M (heiepaibHOTO OpraHa UCIIOJHUTEIHHOMN BIACTH.

VYTBepxkaeHHas IHCTpYKIHS MO AETONPOU3BOICTBY JOBOAUTCS A0 CBEICHUS CTPYKTYPHBIX
noJpasiesieHuil peaepasbHOTO OpraHa UCTIOHUTEIFHON BIACTH.

Bnecenue nu3smenenuii B I/IHCTPYKLII/IIO 110 ACJIOIIPOU3BOACTBY OCYHICCTBIIAICTCA IIPUKA30M

(denepanbHOro opraHa UCIOJHUTENBHOMN BJIACTH MOCIE X coriacoBaHus ¢ denepanbHbIM
APXUBHBIM ar€HTCTBOM.

II1. Ctpykrypa u coaep:;kanue UHCTPYKIUM 110 A€JIONPOU3BOACTBY

3.1. O0mue moJ10KeHHUA

B pasnene «Oo6mue monoxenus» MHCTPYKIUU 1O IETIOMPOU3BOJICTBY PEKOMEHIYETCS YKa3aTh
Ha3HaueHUe WHCTPYKIMH, 00JIACTh €€ IPUMEHEHUS, IPAaBOBbIE OCHOBAHUS Pa3padOTKU
HHCTPYKIUH, IOPAIOK €€ IIPUMCHCHUA.

B pasnene «O0mue mooxeHus», meiecoodpasHo OTMETUTh, UTO:

WHcTpyKIMs 1o Jenonpon3BOACTBY pa3padaThIBacTCs B IEIAX YCTAaHOBICHHS €HMHbBIX TPEOOBaHHIMA
K MMOJTOTOBKE, 00pabOTKe, XpaHCHHUIO M UCTIOJIb30BAaHUIO 00Pa3yIOIIMXCS B IEITEIBHOCTH



denepanbHOTO OpraHa UCIOJHUTEIBHON BIACTH JOKYMEHTOB, COBEPIICHCTBOBAHMS
JICITOTIPOU3BOICTBA (heIepalTbHOTO OpTaHa MCIIOJTHUTEIBHOMN BIACTH U TIOBBIIICHHS €TI0
3¢ exTUBHOCTH;

NPaBOBBIM OCHOBAHUEM JUTS pa3paboTku MHCTpyKIMH O 1€T0NPOU3BOJICTBY SBIISIOTCS
3aKOHOJIaTeIbHbIC U MHBIE HOPMAaTUBHBIC MPaBOBbIE aKkThl Poccuiickoit deaepannu B cdepe
UH(POPMALIUH, TOKYMEHTALUU M apXUBHOT'O JIeJIa, a TAKXKE MOJI0KEHUE O elepaJIbHOM OpraHe
HCIIOJTHUTENIbHOM BJIaCTH, perjiaMeHT (eiepalbHOr0 OpraHa CIOJHUTENIbHOM BIacTH U
YTBCPIKACHHBIC q)eﬂepaJILHBIM APXHUBHBIM arCHTCTBOM MeTozmqecxHe PEKOMCHAAIU 110
pa3paboTKe MHCTPYKIUH 1O AETONPOU3BOJICTBY B (heiepabHBIX OpraHaxX UCIOTHUTENbHOM BIIACTH;

noJiokeHuss MHCTpyKUMU 1O JeI0NpOU3BOACTBY PACIPOCTPAHSIOTCS HA OpraHu3alnio paboThl ¢
JOKYMEHTaMHU HE3aBUCUMO OT BH/1a HOCUTES, B TOM YHCIIE C AIEKTPOHHBIMU JOKYMEHTaMH,
BKJTIOYAast TOJITOTOBKY, 00pab0TKy, XpaHEHUE U UCTIONB30BaHUE TOKYMEHTOB, OCYIIIECTBIISIEMBIE C
IpUMEHEHHEM MH()OPMAIIMOHHBIX TeXHOJIOTUH. CHCTEMBI 3JIEKTPOHHOTO JOKYMEHTO000pOoTa
(cucTeMBbl aBTOMAaTU3UPOBAHHON 00paOOTKH TOKYMEHTOB), IPUMEHsIEMBIC B ()e/IepabHOM OpraHe
UCIIOJIHUTENIbHOW BJIACTH, JOJDKHBI 00eCrieunBaTh BhINOIHEHUE TpeOoBaHuit HCTpyKLuu 1o
JEJIONPOU3BOJICTBY;

noJio’keHuss MHCTpyKUMU 1O JeI0NpOU3BOACTBY HE PaCIpOCTPAHSIOTCS Ha OpraHU3aIiI0 paboThI C
JOKYMEHTaMH, COAEPIKAIIMMHU CBEJEHUS, COCTABIIAIOIINE TOCYIapCTBEHHYIO TaliHY;

0COOEHHOCTH PabOThI C JOKYMEHTAMH, COJIEPKAIMMHU KOH(PUIECHITUATBHY0 HH(POpMAITHIO
(cmyxeOHyI0 WM UHYIO TaiHy, IEPCOHATIBHBIE TAaHHBIC), PETYIUPYIOTCS CIIEHUATbHBIMU
HOPMATHUBHBIMU aKTaMH (MHCTPYKIUSMH, TTOJIOKCHHUSIMH, TIPABUIIAMH ), YTBEPIKIAEMbIMU
pyKoBoauTeneM ¢enepaabHOro OpraHa UCIIOTHUTEIBHON BIACTH;

TpeboBaHus MIHCTPYyKLUH 11O 1€IONPOU3BOJICTBY K paboTe ¢ OyXrairepckoil, HayyHO-TEXHHUYECKON
U Ipyroil crienuanbHON JOKyMEHTalMel pacpoCTPaHIIOTCS JIMIIb B 4YaCTU OOIIMX IPUHLIUIIOB
paboThI ¢ JOKYMEHTaMHU, a TAK)Ke MOATOTOBKHU JIOKYMEHTOB K IIepejaue Ha apXUBHOE XpaHEHUE;

OpraHU3alMI0, BEJCHUE U COBEPILICHCTBOBAHUE JIEIONPOU3BOICTBA HA OCHOBE €IMHOM MOJUTUKH,
UCIIOJIb30BaHUE COBPEMEHHBIX HH(POPMALIMOHHBIX TEXHOJIOTUH B paboTe ¢ JOKyMEHTaMH,
METOJIMYECKOE PYKOBOACTBO U KOHTPOJIb 32 COOIIOACHUEM YCTAHOBICHHOTO MOPSIKa PabOTHI C
JOKYMEHTaMH B CTPYKTYPHBIX MO/Ipa3/ieieHusIX ocyuiectsisier Ciyx0a 1e10npon3BOICTBA
denepanbHOrO OpraHa UCMOIHUTENBHOMN BIACTH;

(yHKIMH, 32/1a9H, TPaBa U OTBETCTBEHHOCTH CITy>KObI JIETIONPOU3BOICTBA PETIIAMEHTHPYIOTCS
MIOJIOKEHHUEM O He, JOIDKHOCTHBIE 00s13aHHOCTH PaOOTHUKOB CIy>KOBI 1eONPOU3BOCTBA U
pabOTHHKOB, OTBEYAOIIHX 32 OPTaHU3ANNI0 PaOOTHI C JOKYMEHTAaMH B CTPYKTYPHBIX
noJpasesieHusX (eaepasbHOro OpraHa UCIOJHUTEIBHON BIACTH, YCTaHABINBAIOTCS
JIOJDKHOCTHBIMH PETJIaMEHTAMH;

HETIOCPEICTBEHHOE BEJCHUE JIETIONPOU3BOICTBA B CTPYKTYPHBIX ITOAPA3IEIECHHIX OCYIIECTBIISIETCS
pPabOTHHKOM, HA3HAYCHHBIM MIPHKA30M PYKOBOAMTEIS (eepalbHOrO OpraHa HCIOJTHUTEIbHOM
BJIACTH M COBMEUIAIOIINM BBHITIOJHEHUE JICTIOMPON3BOICTBEHHBIX 0053aHHOCTEH ¢
(YHKIMOHAIBHBIMH 00S3aHHOCTSIMHU.

WNHcTpyKumei no 1e10npou3BOICTBY IPeayCMaTpUBAETCs, UTO:



coJiep’KaHue CIIyKEOHBIX JOKYMEHTOB HE MOJJICKUT Pa3IJIalleHUIo, Iepeiada ClIyKeOHbIX
JIOKYMEHTOB, UX KOMHI{, TPOEKTOB CTOPOHHUM OPTaHHU3AIUAM JI0IYCKAeTCs TOJIBKO C pa3perieHHs
pykxoBoauTens (heaepaabHOro opraHa UCIIOJHUTEIbLHON BIACTH;

pabOTHUKH CTPYKTYPHBIX HOJpa3aesieHui (eaeparbHOro oprana UCIIOJHUTELHON BIACTH HECYT
JTUCIUIUIMHAPHYIO U HHYIO YCTAHOBJICHHYIO 3aKOHOAATENbCTBOM Poccuiickoit denepaunn
OTBETCTBEHHOCTH 3a HecoOmoieHue TpedoBanuii MHCTpyKIMK 10 ACIONPOU3BOACTRBY;

IpU YXOJI€ B OTITYCK, BbI€3/I€ B KOMaHJUPOBKY, Ha BpeMsi OOJIC3HH WUJIH B CIIy4ae YBOJIbHEHHS U
nepeMeneHus 1o ciyx0e pabOTHUKHM 00s13aHbI ITepeiaTh BCe HAXOASIINECS Y HUX IOKYMEHTHI
paboOTHHKY, OTBETCTBEHHOMY 32 JEJIONPOU3BOICTBO CTPYKTYPHOTO MOAPA3ACIICHUS, WA APYTOMY
pabOTHUKY MO YKa3aHUIO PYKOBOAMTENS MOAPA3AEICHUS, IPH YBOJIbHEHUN PaOOTHHUKA WU
nepeBoJie Mo CIyk0e nepeaaya TOKYMEHTOB U JIeJ OCYIIECTBIISETCS 110 aKTy.

3.2. OcHOBHBIE IOHATHSA

AOKYMeHTHpPOBaHue — Qukcaius HHPopMaIMi Ha MaTepUaIbHBIX HOCUTEINIAX B YCTAHOBICHHOM
MOPSIJIKE;

JeJIONPOU3BOACTBO — ACSITENFHOCTD, 00ECTIEUNBAIONIAst CO3aHie O(UITUAIBHBIX JOKYMEHTOB H
OpraHM3aIfio paboThl ¢ HUMU B (efiepaibHbIX OpraHax UCIOJHUTENbHOMN BIACTH;

AOKYMEHT — O(pUIIMABbHBINA JOKYMEHT, CO3JJaHHBIA TOCYIapCTBEHHBIM OPTraHOM, OPTaHOM
MECTHOT'0 CaMOYIPAaBJICHUS, IOPUANYECKUM WIH (PU3NIECKUM JHULIOM, OPOPMIICHHBIH B
YCTaHOBJICHHOM TIOPSIKE ¥ BKJIFOUEHHBIH B JOKYMEHTOOOOPOT (eiepaaIbHOro opraHa
VCIIOJIHUTEIILHOM BIIACTH;

3JIeKTPOHHBIN TOKYMEHT [3] — TOKYMEHT, B KOTOPOM HH(OpMAIUs MPEACTaBIeHa B JICKTPOHHO-
1 poBoi Gopme;

3JIeKTPOHHAs HH(PPOBasi MOANKUCH [4] — PEKBU3UT JIEKTPOHHOIO JOKYMEHTA, IPEeJHA3HAYCHHbII
JUTSL 3aIUTHI JAHHOTO JIEKTPOHHOIO JOKYMEHTA OT MOJIENIKH, ITOJyYE€HHBIN B pe3ysbTaTe
KpHunrorpaduueckoro npeodpa3oBaHus HHGOPMAIMH C UCIIOJIB30BaHUEM 3aKPBITOTO KITIH0Ya
AIIEKTPOHHOH IU(PPOBOI MOATTMCH U TIO3BOJISIFOIINEN HISHTU(DUITUPOBATH BIaIeiblia CepTH(HUKATa
KJIF0Ya MOJIKCH, a TAKXKe YCTAaHOBUTh OTCYTCTBUE UCKAXEHUS UHPOPMALIUU B 3JIEKTPOHHOM
JIOKYMEHTE;

PEKBU3HT JOKYMEHTA — 00s3aTSIIBHBIN 3JIEMEHT 0()OPMIICHUS TOKyMCHTA;
NMOAJMHHUK JOKYMEHTA — MEPBbIi WM €TUHCTBEHHBIN SK3EMIUISIP TOKYMEHTA;

KOIMUA TOKYMEHTA — JOKYMCHT, IIOJTHOCTBIO BOCHpOPI?»BOI[HH.[PIﬁ I/IHq)OpMaI_[I/IIO IIOJJIMHHHUKAa
JOKYMCHTA U €TI0 BHCIIHUEC ITPU3HAKH, HE I/IMeIOHII/Iﬁ IOpHI[H‘ICCKOﬁ CHIJIBI,

I[OKyMGHTOOﬁOpOT — ABUXKCHUC NOKYMCHTOB C MOMCHTA UX CO3OaHUA UIIU MOJYUCHUA 10
3aBCPUICHUA UCIIOJIHCHUS, IOMCIICHUS B ACJIO U (I/IJ'II/I) OTIIPAaBKH,

perucTpanusi J0KyMeHTa — IPUCBOEHUE JOKYMEHTY PETHCTPALlMOHHOIO HOMEPA U 3aIKCh B
YCTaHOBJIEHHOM MOPSJKE CBEJACHUM O TOKyMEHTE;

HOMEHKJIATYpPa JieJl — CHCTEMAaTU3UPOBAaHHbIHN NepeueHb HAMMEHOBaHU Jiell, JOpMUPYEMBIX B
(enepasbHOM OpraHe UCIOJHUTENbHOM BIACTH, C YKa3aHUEM CPOKOB MX XPAHEHUS;



JIKCHEPTHU3a HEHHOCTH JTIOKYMEHTOB [5] — u3ydyeHHne TOKYMEHTOB Ha OCHOBAHUH KPUTEPHUEB UX
[IEHHOCTH B IIEJIAX OIpEAeTICHHs CPOKOB XPAaHEHUS JOKYMEHTOB M 0TOOpA UX JIJIsl BKIIOYCHHUS B
coctaB ApxuHoro ¢onaa Poccuiickoit deneparuu;

A€J10 — COBOKYITHOCTb JOKYMEHTOB HUJIU OT,IIGJII:HBIfI JOKYMCHT, OTHOCAIIUECCA K OJTHOMY BOIIPOCY
HJIN Y4aCTKy ACATCIIBHOCTU (l)e,uepaanoro opraHa HUCITOJTHUTEIbHOMU BJIaCTH,

cJIyk0a 1eJIONPOU3BOJACTBA — CTPYKTYPHOE NOJpa3esieHue enepalbHOro oprana
WCTIOTHUTENILHOM BIIACTH, HA KOTOPOE BO3NIOKEHBI (DYHKIIMU IO BEICHUIO JCIOMPON3BOICTBA, a
TaK>Ke JIMLA, OTBETCTBEHHBIE 3a BEJICHUE JIEJIONPOU3BOJICTBA B APYTUX CTPYKTYPHBIX
noJipa3eNieHus X GenepalibHOTO OpraHa UCTIOTHUTELHOM BIIACTH.

3.3. Co3naHue 1OKYMEHTOB B (peepaibHOM OpraHe MCNOJHUTEIbHON BJIACTH
3.3.1. biaHKH JOKYMEHTOB

Cornacho 1. 5 [IpaBun genonpon3BoAcTBa B (peiepalbHbIX OpraHax UCTIOTHUTEIBHOM BIACTH,
YTBEPKACHHBIX TocTaHoBIeHUEM [IpaBuTtenbcTBa Poccuiickoit ®denepannu ot 15 utons 2009 r.
Ne 477 [6] moxymeHTHI, co3laBaeMbie B (peiepanbHOM OpraHe HUCIIOTHUTEIHHON BIACTH,
odopmistoTCst Ha OJaHKax, Ha CTaHAAPTHBIX JcTax Oymaru gpopmara A4 (210 x 297 mm), AS
(148 x 210 mm) 160 B BUAE SIEKTPOHHBIX TOKYMEHTOB U JIOJKHBI UMETh YCTaHOBJICHHBIN COCTaB
PEKBU3HUTOB, UX PACIIOJIOKEHUE U 0OPMIICHHE.

B UHcTpyKumu 1o 1ei10mpor3BOACTBY 11€7€CO00pa3HO YCTaHOBUTD:

HOPSIOK pa3pabOTKH, U3TOTOBICHHS U BBEACHUS B ICHCTBHE OJAHKOB JOKYMEHTOB (eiepaIbHbIX
OpPraHOB UCIIOJIHUTEIILHON BJIACTH;

BHJbI OJIAHKOB;
TpeOOBaHMS K U3TOTOBJICHUIO OJIAHKOB;
B HEOOXOIUMBIX CITydasx MOPSAOK yueTa OJIaHKOB.

Cny>x6a nenonpou3BocTBa GeaepatbHOro OpraHa UCIOIHUTENBHOM BIACTH NPU pa3padoTKe U
M3TOTOBJICHUH OJIJAHKOB JOKYMEHTOB PYKOBOJICTBYeTCs DeepaibHbIM KOHCTUTYITHOHHBIM 3aKOHOM
ot 25 nexabps 2000 r. Ne 2-®K3 «O I'ocynapctBenHoM repode Poccuiickoit deneparym»
(Cobpanue 3axkononarensctBa Poccuiickoit deneparuu, 2000, Ne 52 (vacts 1), ct. 5021; 2002,

Neo 28, ct. 2780; 2003, No 27 (u. 1), c1. 2696; 2009, Ne 46, ct. 5417), mocTaHOBICHHUEM
[IpaBurensctBa Poccuiickoit @eneparym ot 27 nekadps 1995 r. Ne 1268 «O06 ymopsnoueHnn
M3TOTOBJICHUS, UCTIONB30BAHUS, XPAaHEHHS U YHUUTOKEHUS TieyaTeld u OJaHKOB C
BocrnpousBenienueM ['ocynapctBennoro repba Poccuiickoit @enepanumny (Cobdpanue
3akoHonarenbcTBa Poccuiickoit denepanuu, 1996, Ne 2, ct. 123; 2001 Ne 24, c1. 2461; 2006, No 52,
cT. 5587).

denepanbHbBIM KOHCTUTYIIMOHHBIM 3aKOHOM OT 25 nekabps 2000 r. Ne 2-OK3
«O T'ocymapctBennoM repoe Poccutickoii @deneparimy yCTaHOBICHO, YTO Ha OJTaHKax
denepanbHBIX OPTaHOB MCIIOJIHUTEIHHON BIACTH MTOMeIIaeTcs n3o0pakenue I'ocy1apcTBEHHOTO
rep6a Poccuiickoit denepannu B OTHOIBETHOM BapUaHTE.



[TocranoBnenuem [IpaButenbctBa Poccuiickoit @eneparuu ot 27.12.1995 Ne 1268
«O0 ynops104eHUH U3rOTOBJICHUS, XPAaHEHNUS U YHUUTOKEHHS IedaTeil 1 OJaHKOB €
BOCIPOM3BEICHUEM roCcyJapcTBEHHOr0 repda Poccuiickoii @enepanum» yCTaHOBJIEHO, UTO
U3rOTOBJICHHE NleyaTel u O0JaHKOB ¢ Bocnpou3BeaeHueM ['ocynapctBeHHoro repba Poccuiickoit
®denepaliuil OCYIIECTBISIFOT TOIBKO MOJUTPaPUUECKUE U IITEMIIEIbHO-TPAaBEPHBIC IPEIPUITHS,
UMeroIue cepTU(UKATI O HATUYMH YKa3aHHOTO BU/1a IPOILYKIMH Ha JTOJHKHOM KaueCTBEHHOM
YPOBHE.

NsroroBnenue neyateit u O1aHKOB ¢ BocmipousBeaeHneM ['ocynapcTBeHHOTr0 repba Poccuiickoit
®denepal OCYIIECTBISIETCA 0 3aKa3aM (peepalbHBIX OPTaHOB TOCYIaPCTBEHHOMN BIIACTH.

B cootBercTBuu ¢ [IpaBunamu Aemompon3BoACTBA 00pasibl OJIaHKOB (peepatbHOTO OpraHa
UCTIOTHUTENbHOM BIIACTH YTBEPXKIAIOTCS MPUKA30M (peiepaibHOTO OpTraHa UCTIOTHUTENbHOM

BJIACTH.

B UHcTpyKumu 1o 1ei10mpon3BOJCTBY MOXKET OBITh IPEyCMOTPEHO UCTIOIb30BaHUE
CJICIYIOUINX BUIOB OJAHKOB JIOKyMEHTOB (he/iepanbHOro OpraHa UCTIOJHUTEIbHON BIIaCTH:

OJlaHK MpHUKa3a;

OJIaHK PaCTIOPSKEHNS,

OJIaHK yKa3aHWS;

0J1aHK ITOCTAHOBJICHUS;

OJIaHK MPOTOKOJIA;

OnaHK mrcbMa (eiepaJbHOro OpraHa UCIOJHUTEIBHOM BIACTH;

0JIaHK MHMCbMa JI0JKHOCTHOTO JIUIA (PyKOBOAMTEINS, 3aMECTUTEINS PYKOBOIUTENS (PellepaabHOro
OpraHa UCIIOJIHUTEIbHOM BIIACTH);

OJIaHK CTPYKTYPHOTO MOJpa3/ieieHus (KOOPAMHAITMOHHOTO MIIM COBELIATEIBHOTO OpraHa).

ITpu HEOOXOIMMOCTH MOTYT UCIIOIB30BATHCS OJaHKH JPYTUX BUIOB JOKYMEHTOB.

brnanku 10KkyMeHTOB (eiepallbHOTO OpraHa UCIIOTHUTENBbHOM BIIacTH pa3padaThiBalOTCS Ha
OCHOBE YIJI0BOTO WJIX IIPOJOJIBHOTO BapUaHTa PacoIOKEHUSI PEKBU3UTOB: IIPY YTII0OBOM BapHaHTE
PEKBHU3UTHI OJIaHKA PACIONaralTcs B BEPXHEM JIEBOM YTIIy, IPU MPOJAOILHOM — I10 CEpeHE JTUCTa

BJOJIb BEPXHECTO ITOJIA.

Pexomenayercst B IHCTpYKIIUH 1O JIEIONPOU3BOACTBY PACKPBITh COCTAB PEKBU3UTOB JIJIS
Ka)KI0ro Bruaa OJIaHKOB:

Juist O1aHKa npukasa (pacropsKeHus, TOCTaHOBIICHUS, IPOTOKOJA):
TlNocymapctennsiii rep6 Poccutickoit @enepanuu;
HaMMEHOBaHUE (eIepaIbHOr0 OpraHa UCIOJIHUTENbHOM BIacTu [7];

BUJ NOKYMCHTA,



MECTO COCTaBJICHHsI (MU31aHMs) TOKYMCHTA;

OTMETKH JUTsl MPOCTABIIEHUS JAThl U PETHUCTPALIMOHHOTO HOMEPA MpHUKa3a.
Juist O1aHka nucbMa (heepaabHOro OpraHa UCTIOHUTEIbHON BIACTH:
TlNocynapctennsiii repd Poccuiickoit denepanuu;

HauMeHOBaHUe (heepaTbHOTO OpraHa UCIIOTHUTEILHON BIACTH;

CIpaBOYHBIC JIaHHBIC O ()eIepaATbHOM OpTaHe MCIOIHUTEIBHOM BIIacTH (TIOYTOBBIN apec, HoMepa
tenedona, Tenedona-paxca, aapec IMEKTPOHHON MTOUTHI U AP. CBEJCHUSA);

OTMCTKHU IJId MPOCTABJICHUSA OAThl U pCruCTpaiiOHHOTO HOMEPA,
OTMCTKHU 4JIA CCBIJIIKH Ha I/ICXO,I[HH_[I/Iﬁ HOMCp U IaTy JOKYMCHTA aApCCaHTa.

JUIs OJ1aHKa MHACbMa JTOJDKHOCTHOTO JIMLA (PyKOBOAMUTEINS, 3aMECTUTEIISL PYKOBOJUTEIIS
¢enepambHOro OpraHa UCIOJHUTEIBHOMN BIACTH):

T'ocynapctBennslii repd Poccuiickoit @enepannuy;
HalMEHOBaHUE (eIepaIbHOr0 OpraHa UCIOJHUTENbHOM BIACTH;
JOJDKHOCTB JIMLA, TOJIMCABILErO JOKYMEHT;

CIIPaBOYHBIC JaHHBIE O (efepaTbHOM OpTaHe UCIIOJHUTEIIBHOHN BIIaCTH (TIOYTOBKIN aapec, HoMepa
tenedoHa, TenedoHa-pakca, agpec IEKTPOHHON TOYTHI U JIp. CBEICHU);

OTMETKH JIJIsl IPOCTABIIECHUS aThl U PETUCTPALIMOHHOTO HOMEPa;
OTMETKH TSl CCBIIIKA Ha UCXOJISIIINA HOMEP U 1aTy JOKYMEHTa aJipecaHTa.

JUIs OJIaHKa MACbMa CTPYKTYPHOTO NOApa3iesieHus (KOOPAUHAMOHHOIO WK COBELIATEIBHOTO
oprasa):

['ocynapctBennsiit repd Poccuiickoit @enepanuy;

HauMeHOBaHUE (heepaJIbHOrO OpraHa UCIIOHUTEILHON BIACTH;

HAaUMEHOBAaHUE CTPYKTYPHOTO MOApa3aeiaecHus (KOOPINHAIIMOHHOTO WM COBEIATEIbHOTO OpPTraHa);
CIPaBOYHBIE JAHHBIC O CTPYKTYPHOM I0JIpa3/ieieHuH (KOOPAMHAITMOHHOM HIIM COBEIIATEIbHOM
oprane) ¢eaepalbHOr0 OpraHa NCIIOTHUTEIBHON BJIacTH (TIOYTOBBIN aapec, Homepa TenedoHa,
tenedoHa-pakca, axipec MEKTPOHHOM MOUYTHI U JIp. CBEACHUS);

OTMETKH JUIsl IPOCTABJICHUS IAThl M PETUCTPAIIMOHHOTO HOMEPA;

OTMETKH JJI CChUIKY Ha UCXOASIIHIN HOMCPp U OaTy HJOKYMCHTA aApCCaHTa.

HpI/I HUCIIOJIBb30BaHUH O6IH€FO OJ1aHKa Ha HEM YKa3bIBAOTCA CICAYIOIIHUEC PCKBU3UTHI:



['ocynapctennsrii repd Poccuiickoit deneparuu;
HaMMEHOBaHME (PeepaJIbHOTO OpraHa UCIOJHUTEIFHOMN BIACTH;
MECTO COCTaBJICHUsI (U3aHUs) TOKYMEHTA;

OTMCTKHU IJId MPOCTABJICHUA OAThI U pCruCTpaiuOHHOTO HOMCEpPA.

OO0pa31bl 0JaHKOB JJOKYMEHTOB (pe/iepaabHOr0 OpraHa UCIOJIHUTEIBHON BIACTH NPUBE/IECHBI B
npunoxenusax Ne 1-10.

B nensix obecniedueHus mopsaKa UCIoib30BaHMsl 0J1aHKOB TOKyMeHTOB Ciyx0am
JIeTIONPOU3BOICTBA (heaepaIbHBIX OPraHOB UCTIOJIHUTEIBHON BIACTH PEKOMEH/TyETCs BEJICHUE
yueta 61aHKOB. B 3TOM cityuae B IHCTpyKInu 10 JeONPOU3BOACTBY yCTaHABIMBACTCS:
nojapasenenue (paboTHUK), OTBEYAIOIINI 3a BeJIeHHE yueTa OJIaHKOB,;

dbopma xypHana yyeTta OIaHKOB;

HOPSI/IOK BBIJAa4M OJJAHKOB B CTPYKTYPHBIE MOIpa3ieieHus pe1epaibHOr0 OpraHa HCIOTHUTEIBHON
BJIACTH, BO3BpaTa U YHUUTOKEHHSI HCIIOPUEHHBIX OJIaHKOB (CM. pa3zaen 3.8.).

WHcTpyKuMeit o 1e10npor3BOJICTBY YCTAaHABIMBAIOTCS pa3Mepbl CIyKeOHBIX MoJiel Ha
JIOKYMEHTE, KOTOpPbIE T0JKHBI ObITh HE MeHee: 20 MM — sieBoe; 20 MM — BepxHee; 20 MM — HIDKHEE;
10 MM — mpaBoe.

3.3.2. OgopMiIeHHE PEKBU3HTOB JOKYMEHTOB

JIoKkyMeHTBI, co3aaBaeMble GefepatbHbIM OPraHOM UCTIOTHUTEIBHOM BIACTH, UMEIOT
CTaOUIIBHBINA COCTAaB PEKBU3UTOB, UX PACIIONIOKEHHE U OPOPMIICHHUE.

[TpaBunamMu AeTOMPOU3BOICTBA B (pe/iepaIbHBIX OpraHaX UCTIOIHUTEILHON BIACTH YCTAHOBJICH
CJICIYIOLIN COCTaB PEKBU3UTOB IOKYMEHTOB (heiepalIbHBIX OPTraHOB UCIIOJIHUTENFHON BIacTH [8]:

a) 'ocynapctBennsiii rep6 Poccuiickoit denepannu;

0) HanMeHoBaHuE GeIePATbHOTO OpPraHa UCIIOTHUTEIIBHON BIIACTH;

B) JIOJDKHOCTD JIUIIA, MOANKCABIIETO JOKYMEHT;

I') MOANUCH JOHKHOCTHOTO JIUIIA;

1) BUJ IOKYMEHTA;

€) MECTO COCTaBJICHUS (M3aHUs) TOKYMEHTA;

) CIIpaBOYHBIEC JaHHBIE O (DeIepaTbHOM OpraHe MCIIOHUTEIHLHON BIACTH;
3) agpecar;,

W) JlaTa JI0KyMEHTa;



K) PErHCTPAaLlMOHHBIA HOMEP JOKYMEHTA;
J1) HAMMEHOBaHHUE TOKYMEHTA;
M) TEKCT JOKYMEHTA;
H) CCBUJIKA Ha UCXOJAIINNA HOMED U JIaTy JOKYMEHTa apecaHTa;
0) OTMETKA O HAJIMYUU NPUIIOKEHUIH;
) rpud coriacoBaHUs;
p) Tpud yTBEPKICHHUS;
C) BU3a;
T) OTTHUCK TI€YaTH;
y) OTMETKa O 3aBEPEHUH KOIINY;
¢) oT™MeTKa 00 HCTIOTHUTETE;
X) yKa3aHMs 10 UCTIOJIHEHUIO I0KYMEHTA;
1) OTMETKA O KOHTPOJIE JOKYMEHTA;
Y) OTMETKA 00 MCIIOJIHEHNHU JOKYMEHTAa;
II) OTMETKA 0 KOH(UACHINAIBHOCTH.
CocTtaB peKBH3UTOB KOHKPETHOTO JIOKYMEHTA ONPEAEISETCs €ro BUJOM U Ha3HAYCHUEM.
Kpome nepedncieHHbIX peKBU3UTOB, IIPU MOATOTOBKE JOKYMEHTOB U B Ipoliecce paboThl ¢
JOKYMEHTaMHU MOTYT UCIIOJIb30BaThCS APYTHE PEKBU3UTHI, HAITPUMEP, OTMETKA O TOCTYIUICHUU
JIOKyMeHTa B (he/lepabHBIA OpraH UCIIOJTHUTEIIBHON BIACTH; OTMETKUA «CpodHo», «OriepaTUBHOY,
«ITopnexxut BO3BpaTy» H JIIp.
ITpu noaroroBke pasnena MHCTpYKIMHU HO AETONPOU3BOICTBY, YCTAaHABIMBAIOIIETO HOPSII0K
oopMIIeHHS PEKBU3UTOB JJOKYMEHTOB, PEKOMEH/IyeTCS OCHOBBIBAThCs Ha [IpaBmimax odopmiieHus
pexBu3uTOB (pritoskeHue Ne 11).

3.3.3. IToaroroBka MPOEKTOB 3AKOHOAATEC/IbHBIX U UHBIX HOPMATUBHBLIX MIPABOBbLIX AKTOB

®denepanbHbIe OpraHbl UCIIOIHUTEIBHON BIIACTH IIPeACTaBIIOT B [IpaBurenscTBo Pocculickon
®denepanuy NpOEKTHI:

3aKOHOJATENbHBIX akTOB Poccuiickoi denepannu;
yKa30B u pacnopsikeHul [Ipesunenta Poccuiickoit @eaepanuu;

MOCTaHOBJICHUH U pacniopstkeHuil [IpaBurensctBa Poccuiickoit deneparum.



[TonroroBka u oopmiieHHE TPOEKTOB 3aKOHOIaTENIbHBIX akTOB Poccuiickoil @enepanum, akToB
IIpesunenrta Poccuiickoit denepanuu u [IpaBurenscrBa Poccuniickon denepannu OCyEeCTBIAETCA
dbenepalbHBIMUA OpTraHaMH UCTIOJTHUTEIBHON BIIACTH B MOPSAKE, YCTAHOBICHHOM aKTaMH
IIpesunenra Poccuniickoit ®denepanuu u Ilpasurenscrea Poccuiickoit denepanuu.

[Ipu cocTaBnenun JaHHOTO pasjaena MHCTPYKIUY 10 A€T0NPOU3BOICTBY YUUTHIBAIOTCS
MOJIOKEHUS CISAYIOINX HOPMATUBHBIX aKTOB:

®enepanbHblil 3ak0H OT 14 utons 1994 r. Ne 5-@3 «O nopsiake onmyOIMKOBaHUS U BCTYIUICHUS B
cuity (heepanbHBIX KOHCTUTYLIMOHHBIX 3aKOHOB, (peZiepalIbHbIX 3aKOHOB, aKTOB I1ajat
®enepansaoro Codpanus» (Cobpanue 3akononatensctBa Poccuiickoit @enepannu, 1994, Ne 8,
cT. 801; 1999, Ne 43, cT. 5124).

Vka3 [Ipesunenta Poccuiickoit @eneparuu ot 2 mast 1996 r. Ne 638 «O mopsiike moAaroToBKu
IIPOEKTOB YKa30B, pacnopspkeHui [Ipesunenra Poccuiickoit @enepanuu, npeaycMaTpruBaronX
NPUHSTHE TOCTAaHOBJICHNH, pactiopspkeHuid [IpaBurenbeTBa Poccuiickoit denepanmm» (Codbpanue
3akoHoaarenbcTBa Poccuiickoit denepanuu 1996 r. Ne 19, cr. 2257);

Vka3 [Ipesunenta Poccuiickoit @eneparuu ot 23 mast 1996 1. Ne 763 «O nopsiake omyOIuKoBaHU
U BCTyIUIEHUS B cuily akToB [Ipesunenra Poccuiickoit denepanuu, IIpasurensctea Poccuiickon
denepanyivi © HOPMATUBHBIX MPABOBBIX aKTOB (eJIePATbHBIX OPTaHOB MCTIOTHUTEIFHOM BJIACTH
(Cobpanme 3akononarenscTBa Poccuiickoit denepamuu, 1996, Ne 22, ct. 2663; 1997, Ne 20,

cT. 2242; 1998, Ne 33, ct. 3967, 2005, Ne 28, ct. 2865);

[Tocranosnenue I[paButensctBa Poccuiickoit @eneparuu ot 30 ampens 2009 r. Ne 389 «O mepax
IO COBEPIIICHCTBOBAHUIO 3aKOHOIPOCKTHOI nesitenbHOocTH [IpaBurenbeTBa Poccuiickoit
denepanun» (Cobpanue 3akoHoAaTenbcTBa Poccuiickoit deaepammu, 2009, Ne 19, cr. 2346);

[TocranoBnenue IpaButenscTBa Poccutickoit @enepamuu ot 2 aBrycra 2001 r. Ne 576

«O0 ytBepxaeHnn OCHOBHBIX TPEOOBAHUN K KOHIEHIINH U pa3paboTKe MPOEKTOB (eepanbHbIX
3akoHOBY (CoOpanue 3akoHoaaTenbcTBa Poccuiickoit @enepanmu, 2001, Ne 32, ct. 3335; 2004,
Ne 35, ct1. 3636; 2006, Ne 6, cT. 714; 2009, Ne 12, ct. 1443; 2009, Ne 19, ct. 2346; 2010, Ne 9,
cT. 964);

[Toctanosnenue [IpaBurtenscta Poccuiickoit @enepanuu ot 13 aBrycra 1997 r. Ne 1009

«O06 ytBepkaeHnn I1paBui moaAroTOBKM HOPMATUBHBIX IIPABOBBIX aKTOB (heaepaIbHBIX OPraHOB
UCTIOJIHUTENIFHOW BJIACTH M UX TOCYIapCTBEHHOH peructpanum» (CodpaHue 3aKOHOaTeIbCTBA
Poccuiickoit ®eneparmuu, 1997, Ne 33, ct. 3895; 1997, Ne 50, ct. 5689;1998 , Ne 47, ct. 5771; 1999,
Ne 8, ct. 1026; 2006, Ne 29, ct. 3251; 2009, Ne 2, ct. 240; 2009, Ne 12, ct. 1443; 2010, Ne 9, ct. 964

).

[NocranoBnenue [IpaButensctBa Poccuiickoit @enepanuu ot 15 utons 2009 r. Ne 477
«O06 yTBepxaeHuu [IpaBui 1e10npon3BoICTBA B (peiepanbHbIX OpraHax UCIOJIHUTENbHON BIaCTH
(Cobpanue 3axkononarensctBa Poccuiickoit deneparuu, 2009, Ne 25, ct. 3060);

[Tocranosnenue IlpaBurtenscTBa Poccuiickoit deaeparyu ot 20 ¢espans 2010 r. Ne 72

«O BHeceHMH U3MEHEHUI B HEKOTOPBIE akThl [IpaBuTenscTBa Poccuiickoit denepannn B CBSI3U €
npuHITHEM (henepanbHOro 3aKkoHa «O0 aHTUKOPPYMIIMOHHON YKCIIEPTH3E HOPMATUBHBIX MTPABOBBIX
aKTOB U MMPOCKTOB HOPMATUBHBIX MTPaBOBBIX akToB» (CoOpaHue 3akoHOAaTENbCTBA Poccuiickoi
Oenepanmn, 2010, Ne 9, ct. 964);



[MocranoBnenwue [IpaButenberBa Poccuiickoit @eaeparuu ot 26 despaiss 2010 . Ne 96
«O0 aHTUKOPPYMILIUOHHON IKCIIEPTHU3E€ HOPMATHUBHBIX MTPABOBBIX aKTOB U MIPOEKTOB HOPMATHUBHBIX
mpaBoBbIX akToB» (CoOpanue 3akoHoAaTenbcTBa Poccuiickoit denepanmu, 2010, Ne 10, ct. 1084);

[Ipuxa3 MunucrepcrBa roctunn Poccuiickont @enepannu u THCTUTYTa 3aKOHOAATENbCTBA U
CpaBHUTENBHOTO npaBoBeaeHus npu [IpaBurensctBe Poccutickoit @enepanuu ot 10 ssaBaps 2001 r.
Ne 3/51 «O06 yTBEepKACHUH METOAMYECKHX MPABUII IO OPTaHU3AIIUH 3aKOHOTIPOEKTHOW PabOTHI
denepanbHBIX OPraHOB MCIIONHUTEILHON BIACTH» (HE HYKJIAETCS B TOCYAapCTBEHHOM
peructpanuu, nucbkMo Muntocta Poccun ot 01.02.2001 Ne07-07-86-2001).

B MHCTpYyKIIMK 1O AETOMPOU3BOICTBY PEKOMEHAYETCS U3JI0KHUTh MOPSIOK pa3paboTKH U
npencrasieHus B [IpaBurensctBo Poccuiickoit @enepanuu:

3aKOHOIIPOEKTOB;

MPOEKTOB YKa30B U pacnopsukeHuil [Ipesnnenra Poccuiickon @enepannu;

IIPOEKTOB IIOCTAHOBIICHUH U pacnopsikeHui [IpaBurenscrsa Poccuniickoit denepanun.
B paznene MHCcTpyKIMuy 1o Ae10npOru3BOACTBY PACKPBIBACTCS:

nopsAI0K 0hOpMIICHUS TIPOSKTA aKTa;

COCTaB JOKYMEHTOB, COITPOBOKIAIOIINX MPOEKT, U IPUIOKEHUS K HEMY;

MOPSAOK MOATOTOBKH U 0()OPMIICHHS CONTPOBOAUTEIbHBIX TOKYMEHTOB;

IIpoLelypa COrNIACOBAHMS MIPOEKTA;

MOPSIOK IIpeAcTaBiIeHus mpoekra B IIpaBurensctBo Poccuiickon @enepannu.
[IpaBuna noarorosku u npeacrasieHus B [IpasurensctBo Poccuiickon Penepaunu

3aKOHOIIPOEKTOB, MPOEKTOB akTOB [Ipe3unenra Poccuiickoit @enepannu u [IpaBurenscTra

Poccuiickoit @enepanuu npeacTaBieHbl B puiioxeHusx Ne 12—-14.

3.3.4. IToaroToBKa HOPMATHBHBIX IPABOBBIX AKTOB (eIepajJbLHOI0 OPraHa NCIOJIHUTEJIbHOMN
BJIACTH

HopmartuBHbIe IpaBOBBIE aKThl (eiepabHBIX OPraHOB UCIIOJHUTEIBHOM BIACTH U3AI0TCS Ha
OCHOBE U BO HCIIOJIHEHUE (pe/iepalIbHbIX 3aKOHOB, YKa30B U pacnopsbkeHuit [Ipesunenra
Poccuiickoit denepanuu, ocTaHOBICHUN U pacniopstkeHuid [IpasurenscrBa Pocecniickoit
®denepanyy, a TaKkKe 10 THUIHUATHUBE (DeepaTbHBIX OPraHOB UCTIOJHUTEIBLHOM BIIACTH B Mpeeiax
UX KOMIIETCHIUU.

«HopMaTuBHBIN TPaBOBOM aKT — 3TO MUCHMEHHBIA O(UITUATBHBIN TOKYMEHT, IPUHSTHIN
(M3MaHHBIIN) B OMpeeNIeHHON (opMe MPaBOTBOPUECKUM OPTaHOM B MPEAeNiaX ero KOMIETSHIINH U
HaIpaBJIEHHBINA HA YCTAaHOBJICEHNE, U3MEHEHHNE UITH OTMEHY MPaBOBBIX HOPM. B cBoI0 ouepenb, mon
MPABOBOM HOPMOW MPHUHSITO TOHUMATh 00IIe00s3aTeHbHOE TOCY IaPCTBEHHOE TIPE/IITUCAHIE
MOCTOSTHHOTO UJIM BPEMEHHOTO XapaKTepa, paCCYNTAHHOE Ha MHOTOKpaTHOE IpUMeHeHue» [9].

B cooTtBercTBHM ¢ myHKTOM 2 [IpaBui moAroTOBKM HOPMaTUBHBIX MPAaBOBBIX aKTOB
(denepaabHBIX OPraHOB MCIIOTHUTEIBHOM BIACTH U X T'OCYAAPCTBEHHON PEerHCTpalny,



yTBEPKACHHBIX TocTaHoBiIeHHeM [IpaButenbecrBa Poccuiickoit @enepanuu ot 13 aBrycra 1997 r.
Ne 1009 [10], HopMaTHBHBIE IPABOBbIE aKThI H3AIOTCS (peepatbHBIMU OpraHaMu
VCITOJIHUTEJIBHOM BIIACTU B BHJIE IIOCTAHOBJICHUH, IPUKA30B, PACIIOPSKEHUIN, IPABUI, HHCTPYKIIAN
U TI0JIOXKCHUM.

Ha npakTuke HOpMaTUBHbBIE TIPABOBbIE aKThI (efepaibHbIX OPraHOB MCIIOHUTEIBLHON BIACTH
M3JIAI0TCS B BUJE NPABUII, UHCTPYKLUM, TIOJIOKEHUH, pETJIaMEHTOB, aAIMUHUCTPaTUBHBIX
pErJamMeHToB, YTBEpKAaeMbIX MpHKa3zaMu (efepaibHOro OpraHa UCIOIHUTENBHON BIACTH.

HopmatuBHBIE IpaBOBBIE aKThl (eIEPATBHBIX OPIaHOB UCIOJHUTEIBHOMN BIACTH MOIEXkKAT
roCyAapCTBEHHOW perucTpanuu, eciu ouu [11]:

a) coiepKaT IIpaBOBbIE HOPMBI, 3aTparuBaroIUe:

rpaXKIaHCKHe, MOJIUTHYECKUE, COIIMAIbHO-SKOHOMUUECKHE U MHBIE TIPaBa, CBOOOIBI M 00S3aHHOCTH
rpaxknan Poccuiickoit deneparuu, THOCTPAHHBIX TPaK/IaH U JIUI] 0€3 TpaXIaHCTBa;

rapaHTUU UX OCYIIECTBIEHUS, 3aKkperieHHbie B Konctutyuuu Poccuiickoit @enepanyivi 1 MHBIX
3aKOHOJAaTeNbHbIX akTax Pocculickoit @enepanuu;

MEXaHU3M peaju3alliy MMpaB, CBOOOI U 00S13aHHOCTEH;

0) ycTaHaBIMBAIOT PABOBOI CTAaTyC OpraHU3alfii — TUTIOBbIE, IPUMEPHBIE OJI0XKEHUS (YCTaBbI)
00 opraHax (Hampumep, TEPPUTOPHAIIBHBIX ), OPTaHU3AIUAX, TT0IBETOMCTBEHHBIX
COOTBETCTBYIOIIUM (pesiepaibHbIM OpraHaM UCIIOJIHUTENFHON BIIACTH, a TAK)KE YCTAHABIUBAIOT
IIPABOBOM CTAaTyC OPraHU3alU, BBIMOIHSIOMIUX B COOTBETCTBUH C 3aKOHOAATEIHCTBOM
Poccuiickoit @enepanuu oTaenbHble HanboJee BaXKHbIE TOCYJapCTBEHHBIE (DYHKIINY;

B) UMEIOT MEKBEJOMCTBEHHBIN XapaKkTep, TO €CTh COAEPKAT MPaBOBbIE HOPMBI, 00s3aTeNbHbIC TS
Ipyrux ¢eaepanbHbIX OPraHOB MUCIIONHUTEIBHON BJIACTH U (WJIM) OPraHU3alui, HE BXOASIIUX B
cucreMy (hesepanbHOro opraHa UCIOJIHUTENbHON BIACTH, M3aBIIEro (IBYX WU Ooee
(denepanbHBIX OPraHOB MCIIOJIHUTEIBHON BIACTH, COBMECTHO M3ABIINX) HOPMATHUBHBII PaBOBOM
aKT.

[ToaroToBka HOPMAaTUBHBIX MPABOBBIX AKTOB B (he/iepanbHOM OpraHe UCTIOIIHUTENbHON BIaCTH
OCYUIECTBIISIETCS B COOTBETCTBUM ¢ [IpaBuiiaMu oAroTOBKM HOPMaTUBHBIX IIPABOBBIX aKTOB
(enepanbHBIX OPraHOB MCIIOJHUTEIBHOM BIACTH U X TOCYAAPCTBEHHOM perucTpanumn» (manee —
[IpaBuia moAroTOBKM HOPMAaTUBHBIX IIPABOBBIX aKTOB). [[pOEKTHl HOPMAaTUBHBIX IPABOBBIX AKTOB
(benepaabHBIX OPraHOB MCIIOJHUTEIBHOM BIACTH MOJUIEkKAT aHTUKOPPYILIMOHHOM SKCIepTH3E.

HopMmaTtuBHbIe paBoBbIe aKThl MOTYT M3/]aBaThCsl COBMECTHO IBYMS WK OoJiee (penepanbHbIMU
OpraHaMH UCIIOJIHUTENILHOU BiacTU. HOopMaTUBHBINM IPaBOBOM aKT CYUTAETCS U31aHHBIM
COBMECTHO, €CITM OH MOJMHUCaH (yTBEPKICH) PYKOBOAUTESAIMU (JIUIIAMH, UCTIOJIHSAIOIUMU
0053aHHOCTH PYKOBOJUTEIIEH ) HECKOIBKUX (DefiepalbHbIX OPraHOB UCTIOHUTENILHON BIACTH U
WHBIX OpTraHoB (opranuzanuii) [12].

B UHcTpyKImu 1o AeI0Npor3BOACTBY PACKPBIBACTCS:

COCTaB PCKBU3HUTOB HOPMATHBHOT'O IMIPABOr'0 aKTa U MOPAJA0K UX O(bOpMJ'ICHI/IH;

MOPAAOK U CPOKH IMOATOTOBKHU MPOCKTA HOPMATUBHOI'O ITPABOBOT'O AKTA,



HOPSAZIOK €0 COTJIacoBaHMs (COrIacOBaHWE HOPMATUBHOTO MTPABOBOIO aKTa C JOJKHOCTHBIMU
aunamMu ¢enepaabHOro opraHa HCHOJIHUTENBHOM BIacTH, COTJacoBaHUE MPOEKTa aKTa C JPyTUMHU
opranamu (peaepanbHON NCTIOTHUTEIBHOM BIACTH, €CIIH B HEM COJEPKATCS MOJIOKEHHS, HOPMBI H
HOPYYEHHUs1, Kacaroluecs Jpyrux (heaepalbHbIX OPraHOB UCTIOJIHUTELHON BIIACTH, HHBIX OPraHOB
Y OpTraHu3alli, HOPSAJOK COIrTIaCOBaHMsI MPOEKTa HOPMATUBHOI'O aKTa, MOATOTOBIEHHOIO
(benepanbHOI ciy>k001 UK (peaepanbHbIM areHTCTBOM C (peiepanbHbIM MUHHCTEPCTBOM, B
BEJICHUU KOTOPBIX OHU HAXOATCA);

COCTaB JOKYMEHTOB, COIIPOBOK/IAIOIIUX MTPOEKT, U MPUIIOKEHUH K HEMY, IIpaBUiIa UX OPOPMIICHNUS;

MOPSIOK NPEACTaBICHUS HOPMATUBHOTO IIPABOBOI'0 aKTa Ha HKCIEPTU3Y B MUHHUCTEPCTBO
toctunu Poccutickoit @enepanuu;

HOPSIOK NPUHATHA (IOANMMUCAHUS, YTBEP)KACHHSI) HOPMATUBHBIX ITPABOBBIX aKTOB;
HOPSZIOK T0OBEAECHHSI HOPMAaTUBHOT'O IIPABOBOT'O aKTa J10 UCTIOJHUTENEH.

Hapsiny ¢ HOpMaTUBHBIMY NIPABOBBIMH aKTaMU, MOJUIEKAIMMH FOCY1apCTBEHHON perucTpaum,
(denepanbHbIEe OPraHbl UCTIOJHUTEIBHON BIACTH W3/1aI0T IPABOBBIE AKThI, HE MOJIEKAIINE
IIPEJICTaBICHUIO HAa TOCYIapCTBEHHYIO perucrpanurof13]:

a) HWHAWBHUIYAJIbHBIC TIPABOBLIC AKTHI;

MEPCOHAIBHOTO XapakTepa (0 Ha3HAYEHUH UM OCBOOOXACHUU OT JOJIKHOCTH, O TIOOIIPEHUH UITU
HAJI0’)KEHUU B3bICKAHUS U T.IL.);

NENCTBUE KOTOPHIX NCUYEPIIBIBAETCS OAHOKPATHBIM IPUMEHEHUEM;
00 OTMEHE HOPMATHUBHBIX MPABOBBIX AKTOB, CPOK JCUCTBHS KOTOPBIX UCTEK;
OTIEPATUBHO-PACIIOPAAUTEIBHOTO XapakTepa (pa3oBble MOPYyUEHUs);

0) aKTbl, KOTOPBIMH PEIICHUS BBIIIECTOSIINX TOCYJaPCTBEHHBIX OPraHOB JOBOJSATCS /10 CBEACHUS
OpPraHOB U OpPTaHU3AIMH, TOBEOMCTBEHHBIX (pe/iepaTbHOMY OpTraHy WCIOIHUTEIBHOM BIAcTH;

B) aKThl, HAIPaBJIEHHbIC HA OPTAHU3AIIMIO UCIIOIHEHHUS PEIICHUI BBIIIECTOSAIINX OPTaHOB WIIH
COOCTBEHHBIX pelIeHui (enepanbHbIX OPraHOB UCTIOHUTEIBHOM BJIACTH M HE COAEPIKaIINe HOBBIX
IIPABOBBIX HOPM;

r) rexunueckue akTel ('OCTr1, CHullsl, TapudHo-kBamuduKaimoHHbIe CIPABOYHUKH, (DOPMBI
CTaTUCTHYECKOTO HAOJIOACHUS | T.11.), €CIIM OHH HE COJIepKaT HOPMATHBHBIX NPEITHCAHUI;

1) aKThl PEKOMEH/IATEIILHOTO XapaKTepa.

[TpaBOBbIE aKTHI, COOTBETCTBYIOIIME ITyHKTaM a (32 MCKIIOYEHHEM aKTOB, CPOK JICHCTBUS
KOTOPBIX UCTEK), O, B, U3AI0TCS B (hefiepaibHOM OpraHe HCIIOJHUTEIBHOMN BIACTH B (hopMme
IPUKa30B U pacnopsbkeHnid. Kak mpaBmito, mpukassl H3/1a10TCS PyKOBOAUTEIEM (elepaTbHOTO
OpraHa MCIIOJHUTEIbHON BIACTH WM JIMLIOM, UCTIOJIHSIOUINM O0S3aHHOCTH PyKOBOAMUTEIS,
pacIopspKeHHS — 3aMECTUTEISIMU PYKOBOAMTENS (heIepaIbHOrO OpraHa HCIOJTHUTEIbHON BIACTH
1o BoMpocaM ux komnereHuuu (paszgen 3.3.5.2).



3.3.5. OgopmiieHHE OTACTBHBIX BUI0B JOKYMEHTOB B (peiepaJIbHbIX OpraHax
HCNIOJTHUTEIbHOM BJIACTH

3.3.5.1. CocTaB 10KyMeHTOB (e/iepaibHOI0 OPraHa UCIMOJHUTEIbHON BJIACTH

B nesrenpHOCTH (heiepalibHOTO OpraHa UCIIOIHUTEIBLHON BIACTH CO3/1a€TCS KOMIUICKC
OpTraHHU3alMOHHO-PACTIOPAAUTCIIBHBIX JOKYMCHTOB: ITPUKA3bI, ITOJIOKCHUS, IIpaBHJida, MTHCTPYKIHHU,
pETIaMeHTHI, IIOCTAHOBIICHUS (KOJJIETHH (peepaibHOTO OpraHa UCTIOTHUTEIILHOW BIACTH),
IIPOTOKOJIBI 3aCE€IaHUH (COBEIIATEIbHBIX, KOOPANHAIIMOHHBIX, IKCIEPTHBIX U JIp. OPraHOB), aKThI,
AQHAJTUTHYECKHUE CIIPABKH, JOKJIAIHBIC M CITyKeOHBIC 3aIHCKH, JOTOBOPHI (KOHTPAKTEI,
corJamieHus ), enoBas (Ciry)xeOHas) mepenucKka u Jip.

KonnernansHo o6cyxaaeMble BOIPOCH! M IPUHUMAEMbIe TI0 HUM pelieHus] PUKCUPYIOTCS B
MIPOTOKOJIAX KOJUIETHH (PeIepalIbHOTO OpTraHa UCTIOTHUTEILHOM BIIACTH, KOOPIUHAIIMOHHBIX U
COBEILATENIbHBIX OPTAHOB, UHBIX 3aCEIaHUN U COBEILLIAHMI.

B3auMHble 00s13aTenbeTBa (PeiepanbHOro OpraHa UCIOJIHUTEIBHON BIACTH C €r0
KOHTpareHTaMy U UX peryJIMpoBaHHe OQOPMIISIOTCS B BUJE IOTOBOPOB, COTJIAIICHHH, KOHTPAKTOB,
IIPOTOKOJIOB U JIp. JOKYMEHTOB.

B 3aBucumocTu ot KOHKPCTHBIX 3a/1a4 YIIPaBJICHHA B ACATCIIbHOCTU (bezlepaanoro opraHa
HUCITOJTHUTEILHOM BIACTH CO3aI0TCS APYTrue BUAbI JOKYMCHTOB: IIJIAHbI, IPOTHO3bI, IPOT'PAMMEI,
OTYCTEI 1 1Op.

B ycTaHOBNIEHHBIX 3aKOHOAATEIHCTBOM CIIyYasix B (pe/iepaIbHOM OpraHe NCTIOTHUTEIbHOM
BJIACTU MOTYT U3[1aBaThbCs aKThl COBMECTHO C APYTUMHU OpraHaMU BIIaCTH I10 BOIIPOCaM,
IPEJICTaBIISIIOIIMM B3aUMHBINA HHTEPEC U BXOSIIUM B KOMIIETEHIINIO 00EUX CTOPOH. Takue akThl
oopMIIAIOTCS 1 Iy OJIMKYIOTCS KaK €IUHBIN TOKYMEHT (IIpUKa3, IPOTOKOJI, IIOJI0KEHUE U JP.).

WHcTpyKuus 1o 1e10nporu3BOJACTBY YCTaHABIMBAET TPEOOBAHUS K MTOATOTOBKE OTAEIBHBIX
BUJIOB JJOKyMEHTOB.

3.3.5.2. llpuka3s, pacnopsizkeHue

[Tpukasbl ¥ pacOpsKEHHUSI, SBISIONIUECST HHINBUYaIbHBIMH MTPABOBBIMU aKTaMU, O(hOPMIISIOT
peleHus IepcoHaTbHOr0 XapakTepa (KaJpoBble MPUKA3bl), PEIICHUS 110 ONEPaTUBHBIM,
OpraHMU3aIMOHHBIM U JPYTHM BOIIpOcaM paboThl eiepaIbHOr0 OpraHa UCIOJHUTENBHOM BIIaCTH,
paccuMTaHHbIE HA Pa30BOE BBINOJIHEHHUE.

B MHCcTpyK1IMu no aenonpon3BOACTBY PEKOMEHAYETCS H3JI0KUTh CIIEAYIOIINE ITOJIO0KEHUS:
BU/IbI IPUKA30B, HA3HAUYEHNE IPUKA30B (pacHOpsKEHU) B YIIPaBICHUECKOHN 1€ATEIbHOCTH;

MOPSJOK MOATOTOBKH MPUKA30B (pacrlopsbKeHUi) GeiepanbHOro opraa UCIOJHUTEIBHOM BIacTH
(pyHKIIMM CTPYKTYpPHOTO MOAPA3ACICHUS-UCIOTHUTENS B IOArOTOBKE IPOEKTa MpHKasa,
(pacnopsikeHusl ), TOPSAIOK B3aUMOJICHCTBUS CTPYKTYPHBIX MOJIpa3ielieHui B MpoIlecce MOATOTOBKH
IIPOEKTa IpHKa3a (pacopsKEHUs ), ECIIM UCIIOJHUTENIENH HECKOJIBKO, OTBETCTBEHHOCTD
MoJIpa3eNieHUs-UCTIOTHUTENS 3a TIOJITOTOBKY MPOEKTa MpUKa3a (PacrmopsKeHus );

opsIIoK 0(hOPMIICHHS TIPOEKTa MpHKa3a (PacmopsKEHUs): COCTaB PEKBU3UTOB MPUKaA3a
(pacnopsikenwst), 0pOpPMIICHHE 3ar0JIOBKA K TEKCTY MpHUKa3a (pacriopsKeHus), TpeOoBaHus K



CTPYKTYpE U U3JI0KEHHUIO TEKCTa NMpUKa3a (pacrnopsukeHus), ohopMIiIeHHE PUIIOKEHUH K IPOEKTY
npuKa3a (pacrnopsKeHMs ) U Ap.;

MpoIIeTypa COrIACOBAHMSI MPOEKTA MpHKa3a (PacIopsKEHUs) C YKa3aHUEM 00s3aTeIIbHBIX
WHCTAHIIMIA COTJIACOBAHUS U YCTAHOBJICHUS CPOKOB COTJIACOBAHUS MTPOEKTA MPHUKa3a

JOJDKHOCTHBIMH JTMIIaMH @enepaanoro opraHa HUCHOJIHUTEIbHOM BJIaCTH,

HOPSIOK MPEACTaBICHNS POEKTA MTPHKa3a (pacropsyKeHHs) Ha TTOANCH, TIOANMCaHNe IPUKa3a
(pacniopsiKeHwUs1);

JIOBEJICHUE TIPHUKa3a (PacoOpsKEHUsI) 10 UCTIOTHUTENEH;
MOPSIOK BHECEHUSI U3MEHEHUI B paHee W3JIaHHBINA MPHUKa3 (paclopsKEeHUE).

[Topsiiok OArOTOBKK U 0(OPMIICHUS MPHKa3a (PacIopsKCHHUs) PUBEICH B MPUIIOKECHUH
Ne 15.

3.3.5.3. llos0:xeHue, NpaBuJia, HHCTPYKIUSA

WNHcTpykuus no AeI0npou3BOACTBY MOXKET COIEPKATh MOJI0KEHUS, ONPEAEIISIOLIUE:
Ha3HAYEHUE MPABUJI, MOJIOKEHHUMN, HHCTPYKIIH;
MOPSAJOK MOATOTOBKH MPABUJI, MOJOKEHUH, MHCTPYKUUN U MOPSIA0K UX 0(OpMIICHUS;
COIJIaCOBaHUE MPaBUJI, MOJOKEHUM, MHCTPYKLUHN C 3aMHTEPECOBAaHHBIMU JOJKHOCTHBIMU JINLAMU
benepanbHOro OpraHa UCMOJHUTENBHON BIACTH, HHBIMU TOCYIAPCTBEHHBIMU OpraHaMu U
OpraHH3alsIMHU;
MOPSAOK YTBEPKICHUS MPaBUJI, MTOJIOKEHHUM, MHCTPYKIUHN (TIpruKa3oM (enepanbHOro opraHa
UCTIOJTHUTENILHOW BIIACTH MIIM HEMTOCPEIICTBEHHO PYKOBOAUTENEM (elepaIbHOTo OpraHa
VCIIOJTHUTENIBHOM BJIACTH);
JIOBEJICHUE TIPABUIL, ITOJIOKEHUN, HHCTPYKILUHI 10 UCIIOIHUTEIICH;
BHECEHHE U3MEHEHUI B YTBEPKICHHBIC MPABUIIA, TIOJIOKEHUS, THCTPYKIIUH.
3.3.5.4. IIpoToko. 3acenanns (COBEIIAHUS)

B UHcTpykuust o 1e70MpOU3BOJICTBY 1IENECO00pa3HO ONPEAETUTh:

BUJIBI IPOTOKOJIOB, UCIIOJIB3YEMBIX B JACATEIBHOCTH (eIepabHOIO OpraHa UCIIOTHUTEIbHON
BIIACTH;

nopsiIOK 0(hOPMIICHHS TIPOTOKOJIOB (COCTaB PEKBU3UTOB, OCOOCHHOCTH MOCTPOCHUSI TEKCTA,
0COOCHHOCTH 3aIUCH PEIICHU, 0COOBIX MHEHUH, pe3yIbTATOB TOJIOCOBAHUS H JIP.);

CPOKH ITOATOTOBKHU IMPOTOKOJIA;
MOPAAOK NOAIIHNCAaHUA ITPOTOKOJIOB;

JIOBEJICHUE TIPOTOKOJIOB JIJISl UCTIOJTHUTEIICH;



o(opMIIeHHEe BBITUCKU U3 IPOTOKOJIA U AP.
[Mopsimox opopmIeHHs TPOTOKOJIOB MPHUBEIEH B MpHIIoKeHIH Ne 16.
3.3.5.5. CiyxkeOHas1 mepenucKa
CayxeOHble mHcbMa (eiepaIbHbIX OPraHOB UCIIOTHUTEIBHOMN BIACTH TOTOBATCS:

Kak JIOKJIaJibl O BeINOJIHEHUH ntopyueHui [Ipesnaenta Poccuiickoit @enepannu u [IpaButenscTa
Poccuiickoit ®enepanuu;

KaK JIOKJIa/Ibl (peepanbHbIX areHTCTB U (peiepaibHbIX CITy:KO Ha IOPYYECHUS! MHHHUCTEPCTB;

Kak ucnoyineHue nopyuenuit llpesunenra Poccuniickont @enepaunu u Ilpasurenscrea Poccuiickoit
®deneparuu Mo 0OpaIeHusIM rpaXIaH 1o BOIIPOCaM, OTHOCAIIMMCS K KOMIIETEHIINH (heaepabHBIX
OpraHOB UCIIOJIHUTEIILHOM BJIACTH;

KakK COMPOBOJAUTEIbHbBIC MUChMa K TPOCKTAaM 3aKOHOIATENIbHBIX akTOB Poccuiickoit deneparuu,
poekToB akToB IIpesnnenra Pocculickoit Menepanuu u akros IIpasurenscTBa Poccuiickon
denepaunu;

KaK OTBETBI Ha 3aIlIpOChl Pa3JIMYHbBIX OpraHu3alui, IPEANPUATHI U YaCTHBIX JIULI;

KaK MHULIMATUBHBIC ITNCHMA.

B UHcTpyKIMuy 110 A€N0nponu3BOACTBY PEKOMEHIYETCS ONMPEAECTUTD:

HOPsI0K O(hOPMIIEHHUS CITy>)KEOHBIX TCEM, B TOM YHUCIIE OCOOCHHOCTH O(POPMIICHHS CITyKEOHBIX
IMCEM Ha JIOJDKHOCTHBIX OJIaHKax;

TpC6OBaHI/I$I K TCKCTaM CJ'IY)KG6HI)IX IIHCEM, OCOOCHHOCTH COCTaBJICHUS WHUIUMAaTUBHBIX ITHUCEM,
IIUCEM-OTBCTOB, OTBCTOB Ha O6paH_[eHI/I$I rpaxxJiaHd, IoCTymnarommx B q)eﬂepaJILHHﬁ opraH
HCIIOJIHUTEILHOMN BJIACTH,

IpoLeaypa COrJacoBaHUs CIYKEOHBIX MUCEM;
0COOEHHOCTH COCTaBICHUS U O()OPMIICHUSI COBMECTHBIX ITHCEM;

0COOCHHOCTH MPUMEHEHUS B IEATEIHHOCTH (efepaTbHOro OpraHa UCIOJIHUTEIbHON BIaCTH
CPEJICTB DJICKTPOCBS3H IS Mepeavn TOKYMEHTOB.

[Tpu ycraHoBiIeHUN TpeOOBaHMIA K J€OBOH nepenucke B HCTpYKIUH 110 1eIOIPOU3BOJCTBY
JIOJKHBI OBITh YUTEHBI TIOJIOKEHHUS CIICAYIOUIMX HOPMAaTUBHBIX aKTOB!

nocranoBieHue [IpasurensctBa Poccuiickoit @enepanuu ot 15 anpens 2005r. Ne 221
«O06 yTBepxaenuu [IpaBui okazanus ycayr noutoBoi cBs3m» (CoOpaHue 3aKOHOIATENBLCTBA
Poccutickoit ®eneparuu, 2005, Ne 17, ct. 1556);

nocraHoBieHue [IpaBurensctBa Poccuiickoit @eneparuu ot 15 anpenst 2005r. Ne 222

«O06 yrBepxaeHuu [IpaBun okazanus yciyr TenerpadHoit cBszu» (CoOpaHue 3aKOHOAATEIbCTBA
Poccuiickoit ®enepanuu, 2005, Ne 17 ct. 1557; 2008, Ne 8, ct. 749; 2008, Ne 23, cT. 2715; 20009,
Ne 12, cT. 1429);



nocranoBieHue [IpasurensctBa Poccuiickoit @enepanuu ot 18 mast 2005r. Ne 310

«O0 ytBepxaenuu [IpaBui okazaHus yciyr MECTHOW, BHYTPU30HOBOM, MEKIYTOPOIHOM U
MeXTyHapoaHOH TenedonHon cBs3m» (CoOpaHue 3akoHOAaTenbCcTBA Poccuiickoit deneparum,
2005, Ne 21 ct. 2030; 2005, Ne 27, cT. 2768; 2006, Ne 2, c1. 195; 2007, Ne 7, cT. 898; 2007, No 31,
cT. 4094; 2008, Ne 8, ct. 749; 2009, Ne 12, ct. 1429);

nocranoBieHue [IpasurensctBa Poccuiickoit @enepanuu ot 24 mapra 2006 r. Ne 160

«O0 yTBepkA€HUHU HOPMATUBOB YaCTOTHI cOOpa U3 MOYTOBBIX SIIUKOB, 0OMEHA, IEPEBO3KH U
JIOCTaBKH MUCbMEHHOM KOPPECTIOHACHIINH, a TAKXKE KOHTPOJIbHBIX CPOKOB MEPECHUIKUA MUCHbMEHHOM
koppecnonaeHun» (Cobpanue 3akoHogaTenscTBa Poccuiickoii @eneparmu, 2006, Ne 14 cr. 1540).

B WHCTpYKIIMK TIO AETOMPOU3BOJICTBY PEKOMEHIYETCS PACKPBITH COCTaB PEKBU3UTOB,
UCTIOJIb3YEMBIX MTPH O(POPMIICHUH CITY)KEOHBIX MTUCEM:

TlNocynapctennsiii repd Poccuiickoit denepanuu;
HauMeHOBaHUE (heepaTbHOrO OpraHa UCTIOHUTEILHON BIACTH;
JOJKHOCTB JIMLA, TIOJIHCABIIETO JOKYMEHT;
CIpaBOYHbBIE JaHHBIE O (efiepaIbHOM OpraHe UCIIOIHUTENbHOMN BIACTH;
ajpecar;
JaTa JOKyMEHTa;
PErUCTPAIMOHHBIA HOMEP JOKYMEHTA;
HAaUMEHOBaHME JJOKYMEHTA (3aroJIOBOK K TEKCTY);
CCBIJIKa Ha UCXOMAILIUI HOMEp U JaTy JOKyMEHTa aJIpecanTa;
TEKCT JOKYMEHTAa;
OTMETKA O HAJIMYWU TPUIIOKEHHI;
BU3A;
HOJIHCH JOJDKHOCTHOTO JINIIA;
OTMETKa 00 UCIIOJIIHUTENE;
B UHcTpykumu 1o 1ei10nporu3BOACTBY PEKOMEHIYETCSI OTMETHTD, YTO:
ciry)eOHbIe MUChMa MeYaTalTcs Ha OJlaHKax ycTtaHoBIeHHOU hopmbl (pasmen 3.3.1.); ciyxeOHbIe
MUChMa, MOANMKUCHIBAEMbIE PYKOBOJAUTENSAMU ABYX U OoJiee defepaibHbIX OPraHOB UCTIOHUTEIHHON
BJIACTH, O(OPMIISIOTCS Ha CTAaHAAPTHOM JIucTe Oymaru opmata A4, Ipu 3TOM HAUMEHOBaHHS
OpraHoOB BJIACTH — aBTOPOB IOKYMEHTAa yKa3bIBaIOTCA B pekBU3UTE «Il0I1Ch TOIKHOCTHOTO
JHILIaY,

CPOKHM MOJATOTOBKH OTBETHBIX IMHCEM yCTAaHABIUBAIOTCS HOPMATUBHBIMH MTPABOBBIMU aKTaMH WA
yKa3aHUSMH 10 UCIIOJIHEHUIO JOKYMEHTOB PyKOBOAUTENS (PeiepalibHOTO OpraHa UCTIOTHUTENbHOM



BJIACTH, CPOKH IMOArOTOBKY MHUIIMATUBHBIX ITHCEM ONPEACISIIOTCS PYKOBOJAUTEISIMHA CTPYKTYPHBIX
nojpaseneHuil penepanbHOro opraHa UCTIONHUTENILHON BIIACTH;

TEKCTBI OTBETHBIX IMMUCEM JOJ’KHBI TOYHO COOTBETCTBOBATH JAHHBIM IMOPYUYCHUAM, ITIOCTYIIMBIIUM
3arpocaM, yKazaHHusiIM 110 UCITIOJIHCHUIO JOKYMCHTOB,

K CJIy>KeOHBIM NMHChMaM COCTaBJISIETCS PEKBU3UT HAUMEHOBAHHE JOKYMEHTA (3aroJIOBOK K TEKCTY),
oTBevaromuii Ha Bonpoc «O ueM?» u GopMyIHPYIOLIN B KpaTKol popMe TeMy MUChMa;

B CJIyKEOHBIX TUChMaX HUCIOJIb3YIOTCA (Ppa3bl STUKETHOTO XapakTepa «YBakaeMblil...!» — B Hauase
NMCbMa, HaJl TEKCTOM U «C yBaX€HHEM,» B 3aKJIFOUUTEIIBHOM YaCTH MUCHbMA, HaJl TOAINCHIO;
9TUKETHBIE (Ppa3bl IEeUaTAIOTCSA UCTIOJHUTENIEM TIPH MTOATOTOBKE NMPOEKTA MHChMA;

CITy>KeOHBIEe MMChMa U3NIAraloTcs: OT 1-ro jaumna MHOXkecTBeHHOro uncia («I[Ipocum mpenoctaBuTh
nHpopmanuio ...», «Hanpasisem Ha 3aKIIOYCHUE MTPOCKT ...» U JP.), OT 3-TO JIUIA €ANHCTBEHHOTO
yrcna («KMUHUCTEPCTBO HE CUUTACT BO3MOXKHBIM ...», «DeeparbHoe apXUBHOE ar€HTCTBO
npeaaraeT pacCMOTPETh BO3MOXKHOCTb. ..»), Ha JOJDKHOCTHBIX OJIaHKax - OT 1-ro ymma
eauHcTBeHHOTO yncna («IIpomry Bac npeacraButh naHHbIe 0...», «CYUTaI0 BO3ZMOKHBIM PUHSATD
y4acTue B...»);

CITycOHBIC MMChMa B YCTAHOBJICHHOM MHCTpYKITUEH 1O AETOMPOU3BOICTBY MOPSAKE MPOXOIST
IpOLEAYyPY BUSHPOBAHUS 3aUHTEPECOBAaHHBIMU JOKHOCTHBIMU JIMLIaMU (eZiepaibHOro opraHa
UCTIOJTHUTENIbHOM BIIACTH;
CITyeOHBIC MICHMa TTOIITUCHIBAIOTCS PyKOBOIUTENIEM (DeIepabHOTO OpraHa UCIIOTHATEIFHON
BJIACTH, 3aMECTUTEJIEM PYKOBOAMUTENS MIIM PYKOBOAUTEIEM CAMOCTOATEIBHOTO CTPYKTYPHOTO
MOJIpa3/IelICHUs] B COOTBETCTBUH C pacIpe/ieICcHHEM 00sS3aHHOCTEH MEKIY PYKOBOAUTEIISIMH,
YCTaHOBJICHHBIM IIPUKa30M (peiepaibHOTO OpraHa UCTIOTHUTEIHHOM BIACTH,
nuchMa GUHAHCOBOTO XapaKkTepa, a TaKXKe MUChMa, COJepKaIire 00s3aTeNIbCTBA, 3aBEPSIOTCS
nevaTbio eepalibHOTO OpraHa UCTIOTHUTEILHOU BIIACTH, a B TUChMAaX, COJIePIKaIUX
nHGOPMAIIMIO OTPAHUUYEHHOTO PACIIPOCTPaHEHUs, MPOCTABIAETCS PeKBU3UT «OTMETKA O
KOH(UIEHIIMATIEHOCTHY.

O6pasen opopmiIeHHS CIYKEOHOTO MUChMa MPUBEICH B MPHIIOKeHHH Ne 17.
3.3.3.6. 3anucka (aHaJauTHYECKAS, TOKJIAHASA, CJIy:KeOHas, 00bSICHUTEILHASN)

B UHcTpyKImu 1o 1ei1onporu3BOACTBY PEKOMEHIYETCS OMPEIEIHUTh:
BUJIBI 3aIMHCOK, CO3/IaBaeMbIX B (DeJIepaTbHOM OpraHe HCIIOJTHUTEIHHON BIACTH U UCTIOIH3YEMBIX
JUTst “H)OPMAIIMOHHOTO 0OMEHA MEXTy CTPYKTYPHBIMU MOIPA3CICHUSIMU, TOJKHOCTHBIMU
JTuIaMu, pabOTHUKAMU;
MIOPSITIOK COCTABJICHHS 3aMMCOK (Ha OyMa>kHOM HOCHTEJIE WM B DJICKTPOHHOU (hopme);
PEKBH3UTHI 3aIMCOK PA3IMIHBIX BUJIOB U UX OPOPMIICHHUE;

CTPYKTYpPY TEKCTa aHATUTUYECKOH (TOKIIaTHOM, CITyKeOHOM, 00BICHUTEIBHON ) 3aICKY;

PEKBU3UTHI TOKIAJHOMN (aHAJTUTHYECKOH, CITy>KeOHON, OOBSICHUTEIbHON) 3aMUCKHU:



HAaUMEHOBAHUE CTPYKTYPHOTO MOApa3AeeHUsI — aBTOpa JOKYMEHTA;
BU/JI JOKYMEHTA;
JaTa JOKYMEHTa,

pErUCTpallMOHHBIA HOMEp (ecnu B deiepaTbHOM OpraHe UCIIOTHUTEIBHOMN BIaCTH BEACTCS yUET
BHYTPEHHUX HH()OPMALIMOHHO-CIIPABOYHBIX IOKYMEHTOB);

Ha3BaHUE JOKYMEHTa (3arojOBOK K TEKCTY), €CJIM TeKCT Oosee 4-5 CTpoK;
azpecar (IOIHKHOCTHOE JIUIO (e/iepaTbHOTO OpraHa NCTIOTHUTEIBHON BIAaCTH);

IHOAIINCH.

3.4. Opranusanusi JOKyMEHT0000poTa
3.4.1. [IpyHUMNIBI OPTAaHU3AIMHU JOKYMEHT0000pOTA

B paznene «Opranuzanus 1okyMeHTo000poTay MHCTpYKIMK TO AETONPOU3BOICTBY
PEKOMEHYETCsI U3JI0KUTh MOJIOKEHMS], yCTaHABIMBAIOIINE:

IPUEM U IEPBUYHYIO 0Opa0OTKY MOCTYNAOUINX JOKYMEHTOB;
IIPEABAPUTEIILHOE PACCMOTPEHHUE JOKYMEHTOB;
MOPSIOK PErUCTPALIMU ITOCTYAIOMUX TOKYMEHTOB;

MOPSAZIOK PAaCCMOTPEHUS IOKyMEHTOB PYKOBOACTBOM (heZiepaIbHOro OpraHa UCIIOIHUTEIbHON
BJIACTH U JIOBEJICHMSI IOKYMEHTOB JI0 UCTIOJTHUTENCH;

MOPAAOK PErUCTPALIUK OTIIPABIIIEMBIX JOKYMEHTOB;

MOPSZIOK OTIPABKHU JIOKYMEHTOB;

HOPSIOK 00paOOTKU M ydeTa MHOCTPAHHOM KOPPECTIOH ICHITHH;
MOPSIIOK PETHCTPALINU B TPOXOXKICHHSI BHYyTPEHHHUX JIOKYMEHTOB;
y4eT U aHaJIn3 00HEMOB JIOKYMEHTO000POTa;

OpraHu3aIuio paboThl C JOKYMEHTaMHU B CTPYKTYPHBIX MO/Ipa3ieleHUusX (peaepaibHOro oprasa
UCIIOJIHUTEJILHON BIIACTH.

[Ipu ycranoBneHuu TpeOOBaHUI K OpraHU3aIli JOKYMEHTO000pOoTa B peiepaaIbHOM OpraHe
WCIIOJIHUTEJIbHOM BJIACTH CJIEIYET UCXOAUTh U3 CIACAYIOMIMNX MPUHIUIIOB:

HOCHTpaIn3anus onepaunﬁ 10 IpUeEMy " OTIIPABKE JOKYMCHTOB;

pacnpeneneHue 10KyMEHTOB Ha JOKYMEHTOIOTOKH, UMEIOIINE OJMHAKOBBIA MapUIpyT
(MapmpyTH3aIys 10KyMEHTOB);



OpraHu3alys IpeIBapUTEIbHOIO PACCMOTPEHHUS MOCTYNAOIINX TOKYMEHTOB;

UCKJTFOUEHHE BO3BPATHBIX JIBHKCHUH JTOKyMEHTA, HE O0YCIIOBICHHBIX JIEIIOBOW HEOOXOIUMMOCTBIO;
OJTHOKPAaTHOCTb PETUCTPALUU JOKYMEHTOB;

yCTpaHeHHne HeOOOCHOBAaHHBIX COTJIACOBAHUH MPOEKTOB IOKYMEHTOB;

peraamMeHTanus onepanuii mo o0opadboTke, pacCCMOTPEHUIO U COTJIACOBAHUIO JOKYMEHTOB.

B nokymenToo60poTe henepansbHOro opraHa UCTIOHUTEILHON BIIACTH B COOTBETCTBUU C
0COOEHHOCTSIMH TEXHOJIOTUYECKOI 00pabOTKH BBIICISIOTCA JOKYMEHTOIIOTOKU: IOCTYTAIOIIAs
JOKyMEHTaIMs (BXOISIIas ); OTIpaBisieMas JOKyMEHTAIus (MCXOIA1ast ); BHYTPSHHSS
AOKYMCHTAl M. B cocrase BXO)I?[HIGI\/’I u I/ICXOZ[HHICﬁ AOKYMCHTAlIUU MOT'YT BBIACIIATBCA:

JIOKyMEHTHI, noctynuBine u3 Aamuuucrpauuu [Ipesunenra Poccuiickoit @enepanuu, Coseta
®enepaunn u ['ocynapcteennoi Jymsl, [IpaButensctBa Poccuiickoit @enepannu, BHICIINX CYI0B
(Koncturynmnonsnoro, BepxosHoro, Briciiero apourpasknoro), CuetHo# nanatsl Poccuiickoit
®denepanun, llearpansHoro 6anka Poccuiickoit deneparuu U ApyTrux MOJ00HBIX OpraHU3aIlHil;

JIOKYMEHTBI U3 JIpyTUX OpraHOB rOCYAapCTBEHHOW BJIACTH, OPraHOB MECTHOT'O CaMOYTIPaBJICHMUS;

JIOKYMEHTBI TEPPUTOPUATBHBIX OPraHOB (peIepaibHOTO OPraHa UCIIOTHUTENLHOM BIIaCTH B
cyobekTax Poccuiickoit deneparuu;

oOpaleHus rpak/aH;

3anpocsl aenyTtatoB ['ocynapcreennoit [lymsl u uiienoB Coseta denepanuu, aemyTaToB
3aKOHOJIaTEIBHBIX OPraHoB cyObekTOB Poccuiickoit denepannu u OpraHoB MECTHOTO
CaMOYTIPAaBJICHHUS;

JOKYMEHTBI U3 TOCYJAPCTBEHHBIX U HETOCYJApCTBEHHBIX OpTaHU3aIlNii, HE TT0JIBEJOMCTBEHHBIX
benepanbHOMY OpraHy UCIOJIHUTEIBHOM BIIACTH;

JIOKYMEHTBI U3 PAaBUTEIbCTBEHHBIX U HEMPABUTEIbCTBEHHBIX OpraHU3aluil 3apyO0eKHbIX CTPaH U
JIpyrue IrpyImsl JOKyMEHTOB.

B ¢denepanpnom oprane UCIOTHUTEIHLHON BIACTH JOCTaBKa U OTIpPaBKa IOKyMEHTOB
OCYILECTBIISAIOTCS CPEACTBAMH ITOYTOBOH CBSI3H, (PETIbIBETepCKOi CBSI3U U JIEKTPOCBS3H.

3.4.2. IlpueM n nepBHYHAsA 00padOTKA MOCTYNAKIINX JOKYMEHTOB

B UHCcTpyKIm# 1o 1e10mporu3BOICTBY, ONPEIENISICTCs CTPYKTYPHOE MOApa3IeIcCHHE,
OCYIIIECTBIISAIONIEE MpUEeM U 00pabOTKy mocTynaromniei B penepanbHbIii OpraH UCTIOTHUTEIHPHON
BJIACTU KOPPCCIIOHACHIINH, ITOCIICA0OBATCIBHOCTD U MOPAA0K onepaum‘&, BBIITIOJIHACMBIX B IIPOLIECCC
00pabOTKH MOCTYTAIOIICH KOPPECTIOHICHIINN. B TaHHOM pa3erne HHCTPYKIIUH 110
JIeITOTIPOU3BOACTBY PEKOMEHYETCSI IIPETyCMOTPETh:

IMPOBCPKY MPABUJIBHOCTH aApCCOBAHUSA NOCTYIAOMIUX JOKYMCHTOB, IIPABUJIBHOCTHU JOCTABKHU U
KOMIIJICKTHOCTU JOKYMCHTOB;,



COPTHUPOBKY JOKYMEHTOB Ha MOJJIKAIINE U HE TOAJICIKAITUE PETUCTPAIUH (B IPHIIOKECHUH K
HHCTpyKIMU TIO JEIONPOU3BOACTBY 1€1ec000pa3HO MPUBECTH MEPEUYCHb JOKYMEHTOB, HE
MOJIeXKAITUX peructpanun) [14];

BBIJICJICHUE TOKYMEHTOB, aJpeCOBAHHBIX B CTPYKTYpHBIE TOpa3esieHus (eaepanbHOro oprana
VCIIOJIHUTENIBHOM BJIACTH IS IIEpEJa4yd JOKYMEHTOB HEIIOCPEICTBEHHO B CTPYKTYPHOE
noJipa3ziesieHue, MUHYSl PyKOBOJICTBO;

CPOKHU 00pabOTKH TOKYMEHTOB U IE€pelaul UX Ha Y9aCTOK PETUCTPAIMU WIN B CTPYKTYpPHBIE
HOJpa3/iesIeHus B CIydae NOCTYIJIEHUs JOKYMEHTOB B pabouee U Hepabouee BpeMs;

MOPSITIOK ISHCTBUH B CIIy4ae OOHAPYIKEHUSI HCKOMIUIEKTHOCTH JJOKYMEHTA, TIOBPEKICHUS
JIOKYMEHTa WA KOHBepTa (YIIaKOBKH), HAJTHUKs HAa KOHBEpTE (YIIaKOBKE) OTMETKH O
KOH(UIACHIIMAIBLHOCTH, a TaKkke NMOMETOK «JInuno», «CpouHoy», «OnepaTuBHO» U Ap.

B NHcTpyKumu 1o 1€710MpOn3BOICTBY PEKOMEHAYETCS IPEAYCMOTPETh CIIEAYIOIINE
HOJIOKEHHUS:

JIOKYMEHTBI, TOCTYTIUBIINE B ()eIepaibHBII OpraH HUCIOJHUTEIBHOM BIACTH B pabodee BpeMms,
NPOXOJIAT TIEPBUYHYIO 00paOOTKY U MEepealoTCs Ha PErHCTPALUIO B ICHB MOCTYIUICHUS, IPH
MOCTYIUICHUU B Hepabouee BpeMs — Ha CJICTYIONUi pabouuiil 1eHb;

COCTaBJICHUE aKTa B TPEX IK3EMILIIpaxX MpU 0OHAPYKEHUU OTCYTCTBHSI IOKyMEHTOB WIH
NpUIOKEHUH K HUM (OAMH akT ocTaercs B Ciry:x0e 1e10npon3Bo/ICTBa, BTOPOI MPUOOIIAeTCs K
HOCTYNUBUIEMY TOKYMEHTY, TPETUI HANpaBIIAETCs OTIPABUTEIIO TOKYMEHTA);

COXpaHEHHE KOHBEPTA, B KOTOPOM ITOCTYIWI JOKYMEHT, B CIIy4asiX, €CJIU TOJBKO 110 KOHBEPTY
MOYKET OBITh YCTAaHOBJIEH aJipec OTIIPABUTEINS U JlaTa MOCTYIICHHUS;

JIOKYMEHTBI, TOCTYNHUBIITHE C OTMEeTKaMu «CpouHoy, «OnepaTUBHO» U JIp.,
MEPEIAlOTCS Ha PErHCTPAINI0 He3aMeITUTENBHO.

3.4.3. IIpenBapuTeibHOE pacCMOTPEHHE JOKYMEHTOB

B UHcTpykumu 1o 1e10npon3BoACTBY pEKOMEHAYETCS peaycMoTpeTh npoBeacHue Ciry:x00ii
JIEJIONPOU3BOCTBA NIPEABAPUTEIBHOIO PACCMOTPEHNUS JOKYMEHTOB B LIEJISAX BBIICIICHUS U3 BCETO
MaccHBa MOCTYNMBILIENH KOPPECTIOHAEHIIMY JOKYMEHTOB, TPEOYIOLIUX 00s13aTEIbHOTO
paccMOTpeHUsl PyKOBOJCTBOM (peIepajbHOI0 OpraHa UCIOJHUTENbHOM BiIacTh. JJOKyMeHTH!,
NOCTYyNUBIINE B (peIepalbHbIi OpraH UCIIOJHUTEIBHON BIACTH IO BOIIPOCaM, HE TPEOYIOLUM
paccMOTpeHUs PyKOBOJCTBOM, HanpasisitoTcst Ciryk00i 1e710npor3BOACTBA HEOCPEICTBEHHO B
CTPYKTYypHbIe nojapasjencHus. OCHOBaHUEM JUIsl IPUHATHS PELIEHMsI B X0J1€ IPEIBAPUTEIBLHOTO
pacCMOTPEHHUS ABIIETCS COJEP/KAHNE TOKYMEHTA, & HE a[pECOBAHNE JOKYMEHTa
COOTBETCTBYIOILEMY JOJDKHOCTHOMY JIMILY.

Pe3synpTaTom npeaBapuTensHOTO PAaCCMOTPEHHSI TOJDKHO OBITH HAIIPABIICHUE TOKYMEHTA
pyKOBOIUTEINO (peiepaibHOTO OpraHa UCHOIHUTEIbHOM BIACTH UM 3aMECTUTENSIM PYKOBOAUTENS
B COOTBETCTBHUU C YCTAHOBIICHHBIM B (heJiepaIbHOM OpraHe UCIIOJHUTEIBHON BIACTH
pacnpeeneHreM o0s3aHHOCTEN MEKIY PYKOBOAUTEEM, €TO 3aMECTUTEISIMU U HHBIMU
JIOJDKHOCTHBIMH JIMIIAMH JIJ1S1 BRIHECEHUS yKa3aHUS TI0 UCTIOJTHEHUIO TOKYMEHTA.



3.4.4. PerncTpanus noCTynammmx J0KyMeHTOB
B UHcTpyKIuuy 110 A€N0nporu3BOACTBY PEKOMEHIYETCS ONMPEAECTUTD:

MECTO U CIOCO0 pPerucTpaluy J0OKyMEHTOB, IOCTYNAOIIUX B (hefepalibHblii Opral
UCTIOJTHUTENILHOW BIACTH (€Cid B eiepalbHOM OpraHe UCIOTHUTEIBHOM BIACTH PUMEHSIETCS TaK
Ha3blBaeMasi CMelIaHHas (popMa OpraHU3alUy JIEIONPOU3BOJICTBA, JOJIKHO OBITh ONpPEAEIICHO,
KaKHe TOKyMEHTBI pErHCTPUPYIOTCS B CIIyKO€ JeI0NPON3BOACTBA, KAKUE — B CTPYKTYPHBIX
noJpasesieHusX (eaeparbHOro OpraHa UCIOJTHUTEIBHOM BIACTH);

CPOKH PETUCTPALIMU MOCTYNAIOUINX JOKYMEHTOB (B JI€Hb MOCTYIICHUS, Ha CIeYIONINI pabounii
JIeHb (B cilyyae MOCTYIUICHHs JOKYMEHTa B Hepabouee BpeMs), He3aMeIITUTEIbHO (C OTMETKaMH
«CpounHo», «OnepaTuBHO» U Jp.), B TEUCHHUE TPEX JAHEH (0OpalleHus TpakiaH) U ap.;

CTPYKTYpPY PErHCTPALMIOHHOTO HOMEpa BXOJSIEro JOKYMEHTa U UCIIOJIb3YEMBbIE JIsl 3TOTO
KJaccu(uKaTopsl (KJI1acCUPUKATOP CTPYKTYPHBIX HOpa3IesIeHIH, HOMEHKIAaTypa el
¢denepanbHOro OpraHa UCIOTHUTEIBHON BIACTH, KITACCU(PUKATOP JOIDKHOCTHBIX JIHUII,
KJaccu(UKaTop BUIOB JTOKYMEHTOB U JIp.);

nepeyeHb CBEICHUN 0 TOKYMEHTE, BKII0YaeMbIX B CUCTEMY 3JIEKTPOHHOTO TOKYMEHTOO000poTa
benepanbHOro OpraHa UCIOJHUTENBHOMN BIACTH;

HOPSII0K CKAHUPOBAHUS JIOKYMEHTOB, TIOCTYIIMBIINX B (peepanbHbIi OpraH UCTIOIHUTEEHON
BJIACTU Ha OyMa)KHOM HOCHTEJIE, M MOPSAA0K BKIIIOUECHUS 3JIEKTPOHHBIX 00Pa30B JOKYMEHTOB U
AJIEKTPOHHBIX JOKYMEHTOB B CUCTEMY 3JIEKTPOHHOTO TOKYMEHTO000POTA;

nepeaavy 10KyMCHTOB Ha PETUCTPALUTIO TOJIBKO IMOCJIC UX NPCABAPUTCIBHOIO0 paCCMOTPCHUA,
PEruCcTpalio I0KyYMCHTOB HE3aBUCHMO OT criocoba ux JAOCTaBKU,

PETUCTPAINIO IOKYMEHTOB B TIpe/ieiaX BBIICIICHHBIX B (heiepallbHOM OpTraHe MCIIOTHUTEIHLHON
BJIAaCTU JOKYMCHTOIIOTOKOB. HaHpI/IMep, B KaUCCTBC OTACIBbHBIX PETUCTPUPYCMBIX MaCCUBOB
JOKYMEHTOB MOTYT OBITh BBIJICJICHBI: JJOKYMEHTBI, TIOCTYTIAIONINE B )eIepaabHbIi OpraH
HWCIOJIHUTEIBHOMU BIIACTH U3 BBIICCTOANUX OPraHOB BJIACTHU, U3 TCPPUTOPUATIBHBIX OPTaHOB
(benepanbHOrO OpraHa HCIOJHUTEIBHOMN BIIACTH, OOpAIeHUs TPAKIAAH, TOKYMEHTHI, IIOCTYTHBIINE
OT 3apyOeKHBIX KOPPECIIOHACHTOB U JIp. (cM. pazaen 3.4.1.);

IMPOCTABJICHUC HA IMMOCTYMAOIIUX TOKYMCHTAX Ha 6YM3.)KHOM HOCHUTCIIC, MTOAJICKAIIUX
pPEerucTpanriv, B HU?KHEM IIPABOM YTJIy IIECPBOTO JIMCTA AOKYMCHTA OTMCTKHU O MMOCTYIIJIICHHUHU C
YKa3aHUECM AaThbl IIOCTYIUICHHUA U BXOAAIICTO PETUCTPALIMOHHOI'O HOMCpPA NOKYMCHTA,

BHECEHHE COOTBETCTBYIOLIMX CBEIEHUH O MOCTYyNAIOIIEM JIEKTPOHHOM JOKYMEHTE B 3aBOJIUMYIO B
CHCTEME 3JIEKTPOHHOTO JOKYMEHTOO0OPOTa PETUCTPALIMOHHYIO JIEKTPOHHYIO KapTOUKY

AOKYMCHTA,

pa3paboTKy B LIENISAX pErHCTpalK U yueTa JOKYMEHTOB B (peiepaibHOM OpraHe UCIOIHUTEIbHOM
BJIACTH KJIACCU(PUKATOPOB (CIPABOYHUKOB):

CTPYKTYPHBIX ITOAPA3CIICHN;



BHJIOB JJOKYMEHTOB;

JTOJKHOCTHBIX JTHI;

KOPPECTIOH/ICHTOB;

MpPEeAMETHO-TEMAaTUYECKHI (BOIIPOCOB JIEATENLHOCTH);
YKa3aHUU MO0 UCTIOJHEHUIO TOKYMEHTA;
HUCITOJTHUTENCH;

pe3ybTaTOB UCTIOIHEHHS TJOKYMEHTOB U JIp.

3.4.5. llopsigok paccMOTpeHMsI JOKYMEHTOB PYKOBOJACTBOM (peiepaibHOr0 OpraHa
HCIOJHUTEIbHOH BJIACTH U I0BEeHUsI JOKYMEHTOB /10 UCTIOJHUTe el

B UHcTpykumu 1o 1e10Mmponu3BOACTBY PEKOMEHIYETCS ONPENEIUTh MOPSI0OK PACCMOTPEHUS
JIOKYMEHTOB PyKOBOJACTBOM (hesiepanbHOro opraHa UCIOJIHUTENBHON BIIACTH C yUETOM
YCTaHOBJICHHOTO pacrpeaeseHust 0053aHHOCTEH MEXK Ty PYKOBOJIUTENIEM, €r0 3aMECTUTEIISIMU
MHBIMU JOJDKHOCTHBIMH JIMIIAMH U B COOTBETCTBUH C PE3YJIbTaTaMU MPEIBAPUTEIBLHOTO
paccMoTpeHHs T0KyMeHTOB B Ciy:k0e 1eJI0TpOU3BOJICTBA, a TAKXKE MOPSAJOK T0BEACHMUS
JIOKYMEHTOB /10 UCIIOJIHUTENE.

B HHCTPYKLII/II/I 1o ACJIOIIPOU3BOACTBY uenecoo6pa3Ho OTMCTUTD, UYTO:

JIOKYMEHTBI IEPEAAIOTCS HA PACCMOTPEHHUE PYKOBOJMTENIO U UHBIM JIOJKHOCTHBIM JIMLIAM
denepanbHOTO OpraHa UCMOIHUTEIBHON BIACTH TOJIBKO MOCIE PETUCTPALIHH;

I0CJIE PACCMOTPEHUS PYKOBOACTBOM JIOKYMEHTBI BO3BPAIAIOTCS B CIYKOY JA€TOMPOU3BOACTBA IS
NIEPEHECCHUS YKa3aHU 110 UCIIOJIHEHHUIO JOKYMEHTA B PErHCTPAIMOHHO-KOHTPOJIbHYO (hopMy
(PK®D);

B COOTBETCTBHH C YKa3aHHUSAMHU 110 UCTIOJTHEHHUIO MTOUTMHHIK JOKYMEHTA HaIpaBIIsaeTCs
PYKOBOJIUTEIIO CTPYKTYPHOTO MOIpa3AeiICHUs — OTBETCTBEHHOMY MCIIOJIHUTEIIO, COUCTIOHUTENSAM
HAaIpaBJISIOTCS KOMUH JJOKYyMEHTOB (M3TOTOBJIEHHE KON TOKYMEHTOB JJISl PACCHIIKH
UCTIOTHUTEISIM sBisieTcst pyHKuuei CirykObl 1e7I0NpPON3BOJICTBA);

nepeaaya JOKYMEHTOB MEKIY CTPYKTYPHBIMH MOJpa3/IeNeHUusIMH (peepanbHOro oprasa
UCIIOJIHUTENIHON BJIAaCcTH ocyliecTBisieTcs yepe3 Ciryx0y Aen0npon3BOICTBa.

3.4.6. Opranusanus padoThbl ¢ OTIPABJIAEMbIMH JOKYMEHTAMH
B nanHoM paszerne HHCTPYKIMU ONIPENEeNIOTCS OCHOBHBIE 3TAlbl IPOXOXKAECHUS POEKTOB
HUCXOOAIINX JOKYMCHTOB B ITPOLECCE UX MOATOTOBKH, COTJIACOBAHUA U MMOANIUCAHUA

(yTBepxIeHHS).

B UHCcTpyKIIMK 1O AETONPOU3BOICTBY LIEI€CO00pa3HO YCTaHOBUTh, YTO:



OTBETCTBEHHOCTH 32 COCTaBJIeHNE U 0(OPMIICHHUE TOKYMEHTA B COOTBETCTBUU C YCTAHOBJICHHBIMU B
dbenepanbHOM OpraHe UCMOIHUTENBHON BIACTH MPaBUIIAMU, a TAKXKE COTJIACOBAaHHUE MPOEKTa
JIOKyMEHTA C 3aMHTEPECOBAHHBIMU OpraHaMU BJIACTH M OpraHU3alUsIMH (BHEIIHEE COTJIACOBAHUE) U
JOJKHOCTHBIMHU JIMIIAaMU (DeIepabHOTO OpraHa UCIIOTHUTEIbHOW BIacTH (BHyTpEHHEE
corjlacoBaHWE) BO3JIaraeTcs Ha CTPYKTYPHOE MOApa3/IeIeHHe — UCIIOJIHUTENb JOKYMEHTA;

MPOEKTHI IOKyMEHTOB (heJIepaabHOr0 OpraHa UCIIOJHUTEIHHON BIACTH TOTOBSITCS Ha OJaHKaX
YCTaHOBJIEHHON ()OPMBI; 1711 OTIIPABKU JOKYMEHTOB, HE UMEIOIIMX aJPECHON 4acTH, TOTOBSTCS
COTPOBOUTENIHHBIC MUCHMA;

A0 IpCACTABJICHUA HA IMOAIUCH UCITOJIHUTCIIb IPOBCPACT NPABUJIIBHOCTDH O(pOpMJICHI/IH JOKYMCHTOB,
MMPaBUJIBHOCTh aApCCOBaHMA, HAJITUINC H€O6XOILI/IMBIX BU3, HpI/IJ’IO)KeHI/If/'I, npu HCO6XOI[I/IMOCTI/I —
CIPABOK, MOSICHUTEIILHBIX 3aIHCOK, Pa3bsICHAIONINX COJCPKAHUE ITOATOTOBICHHBIX JJOKYMEHTOB,
nucTa (yKazaTtess) pacChUIKH;

MPOEKTHI JOKyMEHTOB BU3HPYIOTCS UCIIOIHUTENEM (PYKOBOJUTENEM NOAPA3ACICHUS N €TI0
3aMeCTHTEJIEM), TP HEOOXOAUMOCTH PaOOTHUKAMH JPYTUX CTPYKTYPHBIX NOAPA3/IeIeHU; BU3bI
IPOCTABJISIFOTCS HA JIULIEBOM CTOPOHE MOCJIETHETO JINCTA IOKyMEHTA B HUKHEH €ro 4yacTH, Ha
BTOPOM 3K3eMIUIIpe (KOMMM) AOKYMEHTA WM Ha JIMCTE COITIAaCOBAHMSI.

3.4.7. Peructpanusi oTHpPaBJisieMbIX JOKYMEHTOB

B NHCcTpyKIMu o Aenonpon3BOACTBY PEKOMEHAYETCS ONPEAETUTh MECTO, CIIOCO0, CPOKH
perucTpanuy OTHpaBiIseMbIX JOKyMEHTOB. [Ipu 3TOM, yunuThIBaeTcs, 4To:

JOKYMEHTBI, OJIIMCAaHHbIE PyKOBOAUTENIEM (3aMECTUTENIEM PYKOBOAUTENS) (peieparibHOro opraHa
UCTIOJIHUTENIHOW BJIACTH MepeNatoTcs Ha peructpanuio B Ciryx0y 1el10nponu3BoCTBA (TOKYMEHTHI,
HOJIMCAaHHbIE PyKOBOAUTEISIMUA CTPYKTYPHBIX HOApa3aesieHui (heepantbHOro oprasa
VCIIOJTHUTENIBHOM BJIACTH, MOTYT PETUCTPUPOBATHCS B CTPYKTYPHBIX MOIPA3EIICHUSAX U
nepeaaBaTbes Ha oTnpaBKy B CiryxOy 1e10npou3BoACTBa (heAepalbHOTO OPraHa UCIIOIHUTEIbHON
BJIACTH);

Cay»x0a 1e10npon3BOJICTBA OCYLIECTBIISIET IPOBEPKY MPaBUIBHOCTH O()OPMIICHUS T0KYMEHTAa,
KOMIUIEKTHOCTH JIOKyMEHTA U COOTBETCTBUS KOJIMYECTBA 3K3EMIUISIPOB JOKYMEHTA CIIUCKY
PacChbUIKM; HEMPABUIIBHO O(OPMIICHHBIE TOKYMEHTHI BO3BPAIIAIOTCS HCIIOTHUTEIIIO;

perucTpanus OTIPABISIEMBIX TOKYMEHTOB OCYIIIECTBIISCTCS B ICHb UX TOAMMUCAHUS (YTBEPKIACHUS)
WM Ha CJICTYIOIIHIA pabovnii ICHb;

CBEJICHUS O PETHCTPUPYEMBIX TOKyMeHTax BHOcsATCs B PK® 6a3bl naHHbIX (heaepaibHOro oprana
MCIIOJIHUTEIIBHOM BJIACTH, HCIIOJIB3YEMOM IS y4eTa, TOMCKA, XPAHEHHS U UCIIOJIb30BaHUS
JIOKyMEHTOB;

PETUCTPALIMOHHBIA HOMEP JOKYMEHTA U JaTa PETUCTPAIMU TPOCTABIISIOTCS Ha MOAJIMHHUKE
JIOKyMEHTa B PEKBH3UTaX OJJaHKa M Ha KOIIMH, OCTAIOMIEHCS B JIeJie OpraHU3allly;

KOIHUS JOKYMEHTa C BU3aMU U MPUIIOKEHUSIMU B COOTBETCTBUU C HOMEHKJIATYpOH el
MOIIIUBACTCS B ACJIO (BXOIANTNN JOKYMEHT MEpPEIaeTCs Ha XpaHEHHE B JIEJI0 BMECTE C
JIOKyMEHTOM-OTBETOM ), KOITUSI UCXOJIAILET0 TOKYMEHTa 3aBepsieTcsi OTMETKoM «BepHo» (MoxeT



MMPOCTABJIATHCA C TOMOIIBIO HITaMHa) " POCITUCBIO pa60THI/IKa, OTBCTCTBCHHOI'O 3a OTIIPABKY
HCXOI[HH.IGﬁ KOPpPCCIIOHACHIINH,

pEerucTpanrsa UCXOAAINX JOKYMCHTOB BEACTCA B COOTBCTCTBHUU C BBIACIIICMBIMU
JOKYMCHTOIIOTOKaMH.

WNHcTpyKuus 110 A€JIONPOU3BOACTBY YCTAHABIUBACT CTPYKTYPY PETHCTPALIMOHHOIO HOMEPA
UCXOJAIIET0 JOKYMEHTA U UCIIOJIb3YEMBIE JJIsl PErHCTPALUH KJIACCU(PHUKATOPBI.

3.4.8. OrnpaBKa 10KYMEHTOB

B MuCcTpyKumu no Aenonpou3BOACTBY IPELyCMaTPUBAIOTCS CPOKH OTIPABKH JOKYMEHTOB,
oriepanuu, BemoiaHseMbie CiryK00¥ eIonpon3BOACTBa TPH 00padOTKE OTIIPABISEMBIX
JOKYMEHTOB, 0COOEHHOCTH 00pabOTKH TOKYMEHTOB B 3aBUCUMOCTH OT BHJIA CBSI3U, UCIOJIb3YEMOM
JUIsl OTIIPABKU JIOKYMEHTOB.

[Ipu sTOM, OnpenensieTcs, uTo:

OTIPAaBKy UCXOAAIHNX JOKYMCHTOB NPOU3BOJIUT SKCIICANUITUA (I)eﬂepanLHoro opraHa
HUCIIOJTHUTEIbHOMU BJIaCTH,

SKCHICAUIHA MMPOBEPACT NPABUIIBHOCTD Oq)OpMJ'IeHI/ISI HCXOOAIINX JOKYMCHTOB, ITIPOU3BOJUT
COPTHPOBKY JOKYMEHTOB IO CITIOCOOY JIOCTaBKH KOPPECIIOHICHIINH ajipecary (pocTasi, 3aKa3Hasi,
MEXIyHapOaHas U JIp.);

HEIMpaBUILHO O(POPMIICHHBIE TOKYMEHTHI U KOPPECTIOHICHIIHS HECITY)KEOHOTO XapakTepa K
OTIPaBKE HE MPUHUMAIOTCS U BO3BPALAIOTCS B IOJIPA3/ICIICHUE;

JIOKYMEHTBI MOAJIeKAT OTIPABKE B IEHb UX PETUCTPALIMU WM Ha CICAYIOMUNA pabounii JeHb;
CpOYHasi KOPPECTIOHACHIINS OTIPABIISETCS B IEPBYIO OYEPEIb;

JIOKYMEHTBI, ITpeIHa3HauYeHHbIE JJI OTIPAaBKU JUIIOMATHUECKON OYTOMN, IIEpeatoTcs B
HoJpasiesieHue, OTBeyarolee 3a paboTy ¢ JOKYMEHTaMH, CO/IEPKAIIMMU T'OCYAaPCTBEHHYIO TalHY;

JIOKYMEHTBI, TOANKUCAHHBIE PYKOBOAUTEIEM WIIM 3aMECTUTENIIMU PYKOBOAUTENS (deaepaibHOro
OpraHa UCIIOJIHUTENBHOM BIIACTH, HanpasisieMble B Anqmunuctpanuto Ilpesunenra Poceuiickoit
®enepaunn, [IpaBurensctBo Poccuiickon @enepanun, Annapat [IpaButensctBa Poccuiickoi
Oepnepaunn, Coet Genepannu u ['ocygapersennyio Jymy, Coser besomacHoctu Poccuiickoit
®denepanun, CuetHyto nmanary Poccuiickoit @enepanuu (1anee — BBICIIHE OPTaHbl
rOCyJIapCTBEHHOM BJIACTH), OTHPABISIIOTCA (DEIbIBETEPCKOI CBA3BIO MITH 110 CUCTEMaM
MEKXBEJOMCTBEHHOTO 3JIEKTPOHHOTO JOKYMEHTOO00pOTa;

pelieHue o crnocode T0CTaBKU JOKYMEHTa JIPYTUM aJipecaTtaM, a TakKe 0 HEOOXOAUMOCTH JTOCBUIKU
aZpecaTy MOATUHHHUKA JOKYMEHTa Ha OYMa)KHOM HOCHTENIE B Cllydae OTIIPaBKU JOKYMEHTA 10
(bakCUMUIIBHON CBSA3M WJIU 3JIEKTPOHHOM 1MOYTE MPUHUMAET MOIpa3iesieHUe - UCIIOJIHUTEND;

OTIpaBJisieMasi 10 II0YTe KOPPECTIOHACHIINS TPOXOIUT YIIAaKOBKY, alpeCOBaHue (TIpU HaIpaBJIECHUU
JIOKyMeHTa OoJiee 4eM B 4 ajipeca - B COOTBETCTBUU C yKa3aTeJIeM pacChUIKH, KOTOPBIH



COCTaBJISI€TCS UCIIOJIHUTEIIEM TIOKYMEHTA), IPOCTABJIEHNE CTOUMOCTH ITOYTOBBIX YCIYT U Nepeaavy
Ha OTIIPABKY B MECTHOE OT/AEIIECHUE CBSI3U;

AOKYMCHTHI, HAIIPABJIICMBIC MOYTOBOM CBSI3BIO B OJTMH aZipeC, BKIIAAbIBAOTCA B OJUH KOHBEPT,

Ha 3aKa3HYI0 KOPPECIIOH/ICHIINIO, HA KOPPECTIOHCHIINIO, HAIIPABISIEMYIO B aJJpeC HHOCTPAHHbBIX
OpraHM3aIii, Ha JOKYMEHTBI C TOMETKOH « /11 cIy>ke0HOTr0 MOJIb30BaHUs» COCTABISIETCS PEECTp,
KOTOPBIN 3aT€M BO3BpAIACTCA B HKCIIEIUIINIO C PACITUCKON paOOTHUKOB IOYTOBOIO OT/IEICHUS
CBsI3H, Kyphepa WIH WHOTO JIUIA, 00CCIICYUBAIOIIETO OTIIPABKY IOKYMECHTOB;

C TIOMOIIBIO CPEJICTB ICKTPOCBSI3M OCYIICCTBIISICTCS TIepeiada Teyerpamm, (TeleTaunorpamm,
TEJIEKCOB), (hakcorpaMm, Terae(oHOrpaMmM, FIMEKTPOHHBIX COOOIIEHHH, TIepeIaBaeMBbIX 110 CHCTEME
MEKBEJIOMCTBEHHOTO (BEJOMCTBEHHOTO) 3JIEKTPOHHOTO IOKyMEHTO000poTa (CM. pasznen 3.6.);

JIOKYMEHTBI, IIpeIHa3HauYeHHbIE AJI OTIPaBKU M0 (PaKCUMUIIBHOM CBS3U, iepenatorcs B Ciayx0y
JIeTTOTIPOM3BOICTBA C YKa3aHHEM HoMmepa TenedoHa-(dakca aapecara;

00paboTKa JOKYMEHTOB JUIs OTIIPABKH ITOYTOBOM CBsI3bI0 ocymiecTBisieTcst Ciryk00i
JIEJIONPOU3BOICTBA B COOTBETCTBUH ¢ [IpaBuiiamu oka3zaHusi yciayr HOYTOBOM CBSI3H,
yTBEpKACHHBIMU 1TocTaHOBIeHUEM [IpaBuTenscTBa Poccuiickoit @eneparuu ot 15 anpens 2005 r.
Ne 221 (Cobpanue 3axkoHonarensctBa Poccuiickoit deneparuu, 2005, Ne 17, c1. 1556),
JIOKYMEHTOB, ITpeIHa3HauEHHbIX Ul OTIIPABKH TeserpadHON CBA3bI0, B COOTBETCTBHH C
[IpaBunamu okazaHus yciyT TenerpadHoi CBsA3U, yTBEPKACHHBIMH TIOCTAHOBIEHUEM
[TpaBuTenscTBa Poccuiickoit deneparmu ot 15 anpens 2005 r. Ne 222 (Cobpanue
3akoHoaarenbcTBa Poccuiickoit deneparuu, 2005, Ne 17 ct. 1557; 2008, Ne 8, ct. 749; 2008, No 23,
cT. 2715; 2009, Ne 12, ct. 1429).

3.4.9. PerucTpanus u nNpoxos;kaeHne BHYyTPEHHUX JOKYMEHTOB

B MHCTpyKIIMK 1O AETIONPOU3BOACTBY ONPEAEISIOTCS OCOOEHHOCTH T0KYMEHTO000pOTa
BHYTPEHHUX JJOKYMEHTOB. [Ipoxoxk/ieHre BHyTPEHHUX TOKYMEHTOB Ha 3Tanax Ux MOArOTOBKH U
0(OpMIIEHHS COOTBETCTBYET MPOXOKICHHUIO OTIIPABJIEMbIX JOKYMEHTOB, a HA ATAIE UCIOJHEHUS —
NOCTYNAIOIIUX JOKYMEHTOB.

B UHCcTpyKIMS 1O e0NPOU3BOACTBY PEKOMEHIYETCS IPELyCMOTPETh:

IpoLEeIypy NPOXOXKICHHUS IPOEKTOB MIPUKA30B (heAepalbHOrO OpraHa UCIOJHUTEIbHOM BIACTH 1O
OCHOBHOI ACATCIIbBHOCTU U 110 JIMYHOMY COCTaBy, OCHOBHBIC MHCTAHIINN BU3WUPOBAHUSA IIPUKA30B,
MECTO PEruCTpaliy IPUKA30B, HOPSI0K PErHCTPALUU U MECTO XPAHEHUS MTOAJTMHHUKOB IIPUKA30B,
MOPSIOK PACCBUIKU KOIIUH IIPUKA30B B CTPYKTYPHBIE NOAPA3ACIICHNS], 3AUHTEPECOBAHHBIM JIULIAM,
TEPPUTOPUAIBHBIM OpraHaM (eiepaabHbIX OPIaHOB UCIOJHUTEIBHOMN BIACTH B CyOBEKTAX
Poccuiickoit @enepannu, IpyruM OpraHu3alusM;

OpTraHHU3aINI0 TPOTOKOJILHON PabOTHI (CPOKU MOATOTOBKU MPOTOKOJIOB 3acelaHUi M COBEIIAHMIA,
MECTO PETUCTPAIH MPOTOKOJIOB, TTOPSIIOK PETUCTPALIMH MPOTOKOJIOB, MECTO XpaHEHUS
MOJIJTMHHUKOB MPOTOKOJIOB, CIIOCO0 JJOBEIEHUSI IPUHATHIX PEIICHUN 10 CBEICHUS
3aMHTEPECOBAHHBIX JIUI U UCTIOJTHUTENEH);

POLEAYPY MPOXOKACHUS TPAKIAHCKO-TIPABOBBIX IOTOBOPOB, MECTO H CIIOCOO MX PETUCTPALINH,
MECTO XpaHEHUS MOUIMHHUKOB JIOTOBOPOB;



MECTO H C1IOCO0 PEerucTpanui BHYTPEHHUX HH(POPMAIMOHHO-CIIPABOYHBIX IOKYMEHTOB
(TOKJTaIHBIX, CITY>KEOHBIX, AHATUTHUECKHUX 3aMUCOK, CIIPABOK U JIp.), OPSAOK Mepeiadn
JIOKYMEHTOB MEXKAY CTPYKTYpPHBIMHU TOAPA3IeICHISIMH (heepalbHOTO OpTaHa UCIIOTHUTEIHHON
BIIACTH;

nepeaavy JOKyMEHTOB MEX/Ty CTPYKTYPHBIMH TOApa3AeiieHHsIMA (eIepaibHOTO OpTraHa
WCIIOJIHUTENIbHOM BiacTu yepe3 Ciayx0y eTonpon3BOICTBRA.

3.4.10. Iopsinok 00padOTKH M yUeTa HHOCTPAHHOW KOPPeCIOHIeHIIHU

B MHCcTpyKIMH 110 1€10MPONU3BOIACTBY ONPEIEISIOTCS CTPYKTYPHBIE OAPa3ICIICHNS,
OCYILECTBIISAIONINE PadOTy ¢ MOCTYMAIONIEH HHOCTPAaHHON KOPPECTIOHICHIINEH U JOKYMEHTaMH,
HalpaBJIIeMbIM 3apyO€KHBIM KOPPECIIOHICHTaM.

B MHCTpYKIIMK TIO AETOMIPOU3BOICTBY LIEIECO00pa3HO MPEAYCMOTPETh: IOPSIIOK 00pabOTKH
MOCTYNAIOIIe HHOCTPAHHOM KOPPECTIOHICHIINH; CTPYKTYpPHOE MOApa3/ieieHne, 00eceurnBarolee
MIOJIrOTOBKY aHHOTAIIUH Ha TIOCTYITUBIINE JTOKYMEHTBI M PETUCTPAINIO IOKYMEHTOB; TIOPSIIOK
nepenay JOKYMEHTOB, IOCTYMHUBIINX HAa UMSI PYKOBOAUTENS (eiepalbHOTO OpraHa
UCIIOJTHUTENIbHOM BJIACTH, €TO 3aMECTUTENEH, B apec CTPYKTYPHBIX MOApa3AeIeHUI; MECTO
XpaHEHUs TOJTMHHUKOB TOKYMEHTOB, IOCTYMHBILUX OT 3apYOEKHBIX KOPPECIIOHIEHTOB U MOPSAI0K
UX XpaHCHUST; IOPSIOK TPOXOXKACHUS TOKYMEHTOB, OTIIPABIISIEMBIX B aIpEC MHOCTPAHHBIX
OpraHMU3alfil U TpaXkaaH, MECTO PETUCTPALIUU U OCOOCHHOCTH PETUCTPAIIMH TAKUX JIOKYMEHTOB,
KOJIMYECTBO K3EMILIIPOB IOKyMEHTA, A3bIK JOKYMEHTa, 0COOEHHOCTH O(OPMIICHHSI TOKYMEHTOB.

3.4.11. Y4er u aHa1u3 00beMOB JOKYMEHT0000pOTA

B MHCTpYyKIMHK 1O AETONPOU3BOJICTBY PEKOMEHIYETCS PEAYCMOTPETh MOI0KEHUS O
IPOBEJCHNH PabOTHI IO YUETy U aHAN3Y JOKYMEHT0000poTa B (herepaIbHOM OpraHe
VCIIOJTHUTENIbHOM BJIACTH.

VueT 00beMOB ,Z[OKy'MeHTOO60p0Ta BCACTCA B LHCJIAX COBCPIICHCTBOBAHUA OpraHnu3allun pa6OTLI
C JOKYMCHTaMH 1 pacdcTa OINTUMAaJIbHOM YMCICHHOCTH pa6OTHI/IKOB, 3aHATBIX B ACJIIOITIPOMU3BOACTBE.

Ananu3 00beMOB JOKyMEHTO000POTa, CTPYKTYPBI TOKYMEHTOIIOTOKOB U COZCPIKAHUS
JIOKYMEHTOB, IMOCTYTAIONIUX B (peiepabHbli OpraH UCTIOHUTEILHON BJIACTH U CO3/1aBaEMbIX UM,
BEJIETCS B LIEIISAX PALMOHAIBHOIO PacpeesIeHNsl JOKYMEHTOIIOTOKOB, TOBBIIECHUS
UCTIOTHUTENCKON TUCHUTIINHBI, KauecTBa U 3(P(HEKTUBHOCTH MPUHUMAEMBIX PEIICHUN.

JlaHHBIE O KOJIMYECTBE JJOKYMEHTOB 00001atoTces, aHa3upyroTcs: Ciryx0oi
JICITOTIPOU3BOICTBA (heIepaTbHOIO OpTaHa UCIIOTHUTEIBHOMN BIACTH U TIPEICTABISIFOTCS
PYKOBOJICTBY (heZiepaibHOTO OpraHa UCTIOJIHUTENFHON BIIACTH B yCTAHOBIICHHOM TIOPSIJIKE B BUJIE
CIPaBOK (CBOJIOK, OTYETOB) CTATHCTUYECKOTO M aHATUTUYECKOTO XapaKTepa.

VY4er Koan4ecTBa JOKYMEHTOB IIPOBOJUTCS 110 PETUCTPALIMOHHBIM JaHHBIM B MECTaX
PErucTpanuu J0KyMEHTOB.

3a eIMHUILY y4eTa KOJIUYECTBA JOKYMEHTOB IPUHUMAETCS IK3EMIUISIP JOKyMEHTA (IO JTMHHUK
WM KOIIHUSI, €CJIM 3TO €IMHCTBEHHBIN SK3EMIUIAP JOKYMEHTA). DK3EMIUISIPhI TOKYMEHTa,



MOJTy4yaeMbl€ B pe3yJIbTaTe KOMUPOBAHUS WM TUPAXUPOBAHUS JOKYMEHTa, B 00beMe
JOKYMEHTOO0OPOTa HE YUYUTHIBAIOTCS.

VY4er KonupyeMbIX U THPRKUPYEMbIX TOKYMEHTOB MOYKET BECTHCh OT/AEIbHO M0 YYETHBIM
JAHHBIM KOIMUPOBAIEHO-MHOXHTEIBHOTO OI0PO IS ONIPEeNICHHs 3arpy3Ku TEXHUUYECKUX CPEJICTB,
pacdeTa noTpeOHOCTH B HOBOM 000pY1I0BaHUH, HOPMUPOBAHUS TPY/Ia MepCOoHaa KOMHUPOBAIbHO-
MHO’KUTEIBHOTIO OIOPO U OIpEIeICHHS YUCIEHHOCTH IIepCOHaa.

HpI/I YUCTC UCXOAIUX JOKYMCHTOB COIIPOBOAUTCIIBHOC MUCHbMO U NTPHUJIAaraCMbIC K HCMY
JAOKYMCHTBI IPUHUMAKOTCA 3a OAUH JOKYMCHT.

3.5. lokymeHTaabHbIH GoHA (erepabHOr0 OpraHa MCNOJHUTEIBHON BJIACTH
3.5.1. Pa3patGoTka 1 BeleHHe HOMEHKJIATYPbI J1eJ1

dopmupoBaHuE TOKYMEHTAIBHOTO GoHa deaepatbHOro OpraHa UCIOIHUTENBHOMN BIaCcTH
ocyuiectpisiercss Cayk00i AeT0NpOU3BOACTBA ITyTEM COCTABJICHNS HOMEHKIIATYPbI J1€1,
dbopmupoBanus U opopmIIeHHUs Jell, 00ECIICUeHUsI UX COXPAaHHOCTH, YUeTa U Nepejauu e B apXUB
dbenepalbHOTO OpraHa UCIIOTHUTEIBHON BiacT [15].

HOMGHKHaTypa ACIT UCTIOJIB3YCTCA JIA TPYHIIUPOBKH UCIIOJIHCHHBIX JOKYMCHTOB B JI€J1A,
CUCTEMaTH3aIllY U y4eTa JIeN, ONPEICIICHUs] CPOKOB MX XPAaHECHUS U IMTOMCKA JOKYMEHTOB.
HOMeHKﬂaTypa JOCI1 ABJIACTCA OCHOBOH IJ1s1 COCTaBJIICHUSA onuceu ACJI TOCTOSAHHOTI'O U BPDCMCHHOI'O
(cBermre 10 7eT) XpaHeHUs, a TAaKXKe I y4eTa J1e7 BpeMeHHOTO (10 10 J1eT BKIIOYNUTEIBHO)
XpaHeHUs.

Homenknartypa aen siBisieTcst OCHOBOW (hOpMHUPOBaHUS JOKYMEHTAIBHOTO (poHAa deeparbHOro
OpraHa UCIIOJIHUTENbHOM BiacTu. JlokyMeHTanbHbIN (poHA (enepalbHOro opraia UCIOIHUTEIbHOM
BJIACTHU COCTABIISIOT IOKYMEHTBI, CO3/JaHHbIE B (heiepaibHOM OpraHe U MOJyYeHHbIE UM B
pe3ynbTare B3aMMOACUCTBHA C APYTHMHU OPraHAMM yIIPaBIEHUs, OPraHU3alUsIMU U TPakJaHAMU.

B UHCcTpyKIIMH 110 1€10TTPOU3BOICTBY (heepaibHOTO OpraHa UCTIOTHUTEILHOU BIACTH
ompezensercs HopsSAoK pa3paboTKu, COCTaBICHHUsI, 0(OPMIICHHUS, COTIIACOBAHUS U YTBEPIKICHUS
HOMEHKJIATYPHhI JIe]l, a TAaKXKEe MOPAJIOK BeIeHUs] HOMEHKJIATYPBI JIe] B TEUCHHE
JIEJIONPOU3BOJICTBEHHOTO (KaJeHAapHOro) Toja.

B MHCTpYyKIIMK MO AeT0NIPOU3BOACTBY B (heIepaIbHOM OpraHe WCIIOTHUTEIIBHON BIIACTH
1es1ec000pa3HoO MPELyCMOTPETh, UTO:

HOMEHKJIaTypa /1€ COCTABJISIETCs Ha OCHOBE M3YUYEeHHUs OJ0KEHHUs O (hefiepalibHOM OpraHe
UCTIOJTHUTEIILHOW BJIACTH, periiaMeHTa (hpeepansbHOro opraHa UCTIONHUTEILHON BIIACTH,
HOJIOKEHUN O CTPYKTYPHBIX MOAPA3ACIEHUSIX U IPYTUX TOKYMEHTOB, periaMEeHTUPYIOIUX
JESTENIbHOCTD (PeiepalibHOTr0 OpraHa UCIOIHUTENBbHOM BIACTH U MOPSJIOK €€ JOKyMEHTUPOBAHMS, a
TaKKe HOMEHKJIATyp JIeJl 3a MPeAIeCTBYIOIINE Tkl U IOKYMEHTOB, 00pa3yIOIIHUXCs B
NEeSITeIbHOCTH (PeAepaIbHOTO OPraHa UCIIOJIHUTEIBHON BIIACTH;

B (eiepabHOM OpraHe UCIOTHUTEIBHON BIACTH COCTABIIAIOTCS HOMEHKIATYPHI JIeNl CTPYKTYPHBIX
noapazaenenuii (mpwioxenue Ne 18) u HoMeHKIarypa aen dheaepaTbHOr0 OpraHa UCTIOTHUTETHHOM
BJIACTH, WJIM CBOJIHAs HOMEHKJIaTypa nen (nmpuioxkenne Ne 19);



HOMCHKJIATypa JeJl CTPYKTYPHOTO MOAPA3ICICHHS COCTABISICTCS PAOOTHHKOM, OTBETCTBCHHBIM 32
BEJICHHUE JICTIONPOM3BOJICTBA CTPYKTYPHOTO MOAPA3ICICHHS, COTJIACOBBIBACTCS C APXUBOM
dbenepalbHOTO OpraHa UCIOIHUTEIbHON BiacTh, Ciryk00# AeI0mpon3BOACTBA, MO MHACHIBACTCS
pYKOBOAMTENIEM MOApa3zieneHus u npeacrasisercs B Ciryx0y Ienonpon3BoICTBa;

BHOBB CO3/IaHHOE TMO/Ipa3/IeJIeHHE B MECSAUHBIN CPOK pa3padaThiBa€T HOMEHKIIATYPY J1eJ
nojpaseneHus u npeacrasiser ee B Ciryx0y AeTonpon3BoACTBa GeiepaabHOro opraHa
WCIIOJIHUTEJIbHON BIIACTH;

HOMEHKJIaTypa el ¢peaepaibHOro opraHa UCIOJHUTENbHOM BiacTu coctapisieTcss Cinyx0O0i
JIEJIONPOU3BOCTBA U3 HOMEHKJIATYP JI€] CTPYKTYPHBIX MOApa3/IeICHHI;

METOAMYECKYIO TOMOILb IIPU COCTABICHMH HOMEHKJIATYPhI JelT (eiepabHOro OpraHa
UCIIOJTHUTENIbHOM BJIACTH OKA3bIBAIOT apXUB (PeIepaIbHOT0 OpraHa UCIOJHUTENbHOM BIIACTH U
LenTpanbHas 3KcriepTHas KOMHCCHUS (ellepaIbHOro OpraHa UCIOTHUTEIbHOM BIACTH;

OJIH pa3 B 5 JIeT HOMEHKJIaTypa Ael (enepasbHOro opraHa HCTIOJHUTEILHON BIACTH
COTJIACOBBIBACTCS C IKCIIEPTHO-TIPOBEPOYHON KOMUCCHEH (peepabHOTO rocyJapCTBEHHOTO
apXuBa, B KOTOPBIM MepeIatoTCs Ha MOCTOSTHHOE XpaHEHUEe 00pa3yroIIrecs B poliecce
JEeSTENIbHOCTH (pelepaibHOTO OpraHa UCTIOTHUTENLHOW BIACTH TIOKyMEHTHl ApXUBHOTO OHIa
Poccuiickoit denepanuu;

HOMEHKJIaTypa Ael (efepaabHOro opraHa HCIIOJTHUTEIBHON BIACTH, TIOITUCAHHAS PYKOBOIUTEIIEM
Cny>x0bl IeONpPON3BOCTBA, YTBEPKAACTCA PYKOBOAUTENEM (eIepaibHOTO OpraHa
WCITOJIHUTEIILHON BJIACTH TIOCIIE €€ COTJIACOBAHUS C IEHTPAIBHON IKCIIEPTHON KOMHUCCHUEH
denepanbHOrO OpraHa UCIOIHUTENBHON BIACTH HE TO3/IHEE KOHIIA TeKYIIEero rojia ¥ BBOJAUTCS B
JercTBre ¢ 1 sHBaps CIeAyIOLIEro roja;

B ClTydae M3MEHEHUS PYHKIUI U CTPYKTYPHI (PeepatbHOTO OpraHa NCTIOHUTEILHOW BIaCTH
HOMEHKJIaTypa J1eJ1 MOJUIEKUT NepepaboTKe U COrNIaCOBAHUIO C SKCIEPTHO-IPOBEPOYHON
KoMmuccuel peaepanbHOro rocy1apcTBEHHOIO apXHBa;

HOMCHKIJIaTypa ACJI TOTOBUTCA HC MCHEC UCM B UCTBIPCX SK3CMILIAPAX: 1-i OK3CMINIIAP KakK
JIOKYMEHT IIOCTOSTHHOTO CpOKa XpaHeHus nomemaercs B aeno CirykObl 1e10nponu3BOICTBa, 2-1
ucnonb3yercs B Ciyx6e AeoNnpon3BOICTBA KaK pPa00UYHi SK3eMIUISp, 3-i — MPUMEHSETCS B apXHUBE
dbenepalbHOTO OpraHa UCIIOTHUTEIBHON BIIACTH, 4-i — B (heJIepalIbHOM TOCYIapCTBEHHOM apXHUBeE, C
KOTOPBIM COTJIaCOBBIBaJIach HOMEHKJIATypa Jiei. Pabounii 5K3eMIIIsip HOMEHKIIATYPhI €] MOXKET
BecTuCh B Ciry»0e 1enonpou3BoCTBa PeiepaibHOTO OpraHa UCIIOJHUTENbHOM BIIaCTH B
AJIEKTPOHHOM BUJIE.

B UHCcTpyKIMK 1O AETONPOU3BOACTBY (hefepaibHOro OpraHa UCTIOJHUTEIbHON BIACTH
IpelyCMaTpUBAETCS: OPSAAOK COCTaBICHNUS HOMEHKIIATYPBI 1], B YACTHOCTH, MOPSIIOK
PacmosI0KEeHUs pa3/ieloB B CBOAHON HOMEHKIIAType JIe], IPaBUila HHIACKCALUH 1], COCTABIICHUE
3aroJIOBKOB JI€J1 ¥ MOCJIEeI0BAaTEIbHOCTH UX PACIONIOKEHUS B pa3ziesiax HOMEHKJIATypbl Jel,
NOPSZIOK YCTAHOBJICHUS! CPOKOB XpaHEHMsI IOKyMEHTOB U JI€]1, IOPSIIOK KOPPEKTUPOBKHU
HOMEHKJIATyphlI JIe] B TEUEHHE JIEIONPOU3BOACTBEHHOIO rojia (yTOYHEHHE 3aroJIOBKOB Jel,
BHECEHUE 3ar0JIOBKOB JI€J1, HE MPEIYCMOTPEHHBIX IIPA COCTABJICHUU HOMEHKJIATYPBI 1€, BHECEHUE
CBEJICHUM 0 KOJIMYECTBE U KpallHUX JaTaX €AMHUIl XpaHEeHUs (TOMOB, YacTeH Jiena), BHECEHHE
0TMeTOK B rpady «IIpumeuanue» u ap.), COCTaBIEHUE UTOTOBOH 3alMCH O KOJIMYECTBE U
KaTeropusx Jell, copMUpOBaHHBIX B AEIOMPOU3BOICTBE (eepaaIbHOr0 OpraHa UCIOTHUTEIBHOM
BJIACTH B TEYEHHE IOJa.



B nanHoMm paszgene MHCTpyKIuu No AETONPOU3BOACTBY COAEPKUTCS MHPOPMAIUS O TOM, KaKHe
HEepeYHU JOKYMEHTOB CO CPOKaMU XpaHEHUs (IIepeYeHb THUIOBBIX YIIPABICHUECKUX JOKYMEHTOB,
BEJIOMCTBEHHBIN NEPEYCHB) MPUMEHSIOTCS B (pe/IepaIbHOM OpraHe CIIOTHUTEIBHOW BIACcTH /s
OTIpeIeIeHUs] CPOKOB XpaHEeHHUsl JOKyMEHTOB. DeniepaabHble OpraHbl UCIIOJHUTEIBHON BIACTH
corJiacHO mojmmyHkTa 0 myHkTa 26 [IpaBui nenonpon3BoaCcTBa B (heepabHBIX OpraHax
UCTIOJIHUTENIHOW BJIACTH, YTBEPKIEHHBIX ocTaHOBIeHHeM [IpaButenscTBa Poccuiickoit
Oepnepanmn ot 15 utonst 2009 1. No 477 [16] pa3pabaThIBalOT U yTBEP>KAAIOT MO COTIIACOBAHUIO C
(benepaabHBIM OPraHOM HCIIOJHUTEIBHON BIACTH B 0071aCTH apXUBHOTO JIe1a TIepeueHb
JIOKYMEHTOB, 00pa3yIoLuXcsl B IEATEIbHOCTH (PeiepaIbHOTO OpraHa UCIIOJHUTENbHOM BIACTH U
MIOJIBE/IOMCTBEHHBIX €My OpTaHHU3aLnH.

[Topsimok 3anoaHeHus Tpad) HOMEHKIATYPBI J1e]1 IpUBEeH B puioxeHnu Ne 20.

3.5.2. ®opMupoBaHue /1eJ U UX TeKylllee XpaHeHue

Jlena popMupyIOTCSl B COOTBETCTBUU C HOMEHKJIIATY PO JIell, a TaKXkKe ¢ COOII0ICHIEM
MPUHILIUIIOB CUCTEMATHU3alMU JJOKYMEHTOB M UX pacipeneieHus (rpynnupoBKU) Ha Jiena
HOCTOSIHHOTO, BpeMeHHOT 0 (cBbIme 10 jeT) XpaHeHusi, B TOM YHCJIe Ha JIeja M0 JUYHOMY COCTaBy,
U Ha Jiena BpeMeHHoro (10 10 et BKIIOYUTENbHO) XpaHeHus. [17]

Pexomenayercs B UHCTpyKLMU 1O J€IONPOU3BOACTBY ONPEIEIIUTh!
npuHLUI (opMUpOBaHUS Jien (LeHTpaau3oBaHHOe — B Ciry:k0e 1e0npou3BOICTBA WIH
JEIEHTPATM30BAHHOE — B CTPYKTYPHBIX MOJIpa3eNieHusIX eepalbHOT0 OpraHa UCTIOTHUTENbHOM

BJIACTH);

MecTo TeKyIero xpanenus e (Ciayx0a 1e10npor3BOICTBA U/WIH CTPYKTYPHBIE MTOIpa3AeIeHUs
(enepaabHOro OpraHa UCIOJHUTENbHOM BIIACTH);

METOAMYECKYIO (DYHKIHIO apXuBa (eiepaJbHOro OpraHa UCIOJHUTEIBHOM BIIACTH, a MPH
HEOOXOIMMOCTH — M COOTBETCTBYIOIIETO (heIepalIbHOTO apXHBa B BOMpocax (hopMupoBaHUs €T

CPOK Mnepeaavu UCITOJIHUTEIIEM 3aKOHYCHHOT'O JCJIOITPOU3BOJACTBOM JOKYMCHTA B €TI0 (CpOK
nepeaaun J0KyMEeHTa B JACJIO YCTAHABJIMBACTCSA q)eﬂepaHLHBIM OpraHoM HCIIOJIHUTEIbHOMN BJI1aCTH,

HO HE JIOJDKEH ObITh Oosee 10 gHEk);

PabOTHUKOB, OCYIIECTBISIONINX (POPMUPOBAHUE JIE]I B CTPYKTYPHBIX MOIPA3IeIICHUIX
(denepanbHOro OpraHa UCIOJHUTENBHOMN BIIACTH;

pa6OTHI/IKOB, OMPCACIIAIINX MECTO XPAHCHUA JOKYMCHTA (I/IHIICKC AcJ1a, B KOTOPOC B
COOTBETCTBHH C HOMGHKJ'I&TypOﬁ JCJ1 1OJIDKCH OBITH HOAIINT HCIIOJIHCHHBIN JOKYMCHT (KOMHJ’ICKT

JIOKYMEHTOB);

YCIIOBUSI XpaHEHUS /1€ B CTPYKTYPHBIX MOJpa3ieieHusIX (heaepaabHOoro opraHa UCIOTHUTEIbHON
BJIACTH;

MOPAOOK yUueTa ACII;

MOPAAOK BbIAaYU ACTT BO BPECMCHHOC ITOJIb30BAHUC,



MOPAAOK U3BATHUA JOKYMCHTOB M3 ACJIA;

noapasnenenus (Ciny»x6a Jenonpon3BoICTBA, apXUB (eiepaTbHOr0 OpraHa HCIIOJTHUTEIHHON
BJIACTH), OCYIIECTBIISIONIIE KOHTPOJIb 3a MPAaBIIIEHBIM (DOPMUPOBAHNEM JIENT B CTPYKTYPHBIX
noJpasesieHusX (eaeparbHOro OpraHa UCIOJHUTEIBHOM BIACTH, IPOBEPKU HATMYUS U COCTOSTHHS
Jeq.

[IpaBuna hopmupoBanust e B CTPYKTYPHBIX MOApa3IeNeHUsIX GeaepaibHOro opraHa
WCTIOJTHUTENILHOM BIIACTH, YUeTa Je]l U OPTaHU3AINH WX XPAHCHUS MTPUBEICHBI B IPUIOKCHUH

Ne 21.

3.5.3. [loaroToBKa JOKYMEHTOB U /ie] K Nlepegadye HA apXHMBHOe XpPaHEeHHe

B UHCTpyKIIMK 1O AETONPOU3BOICTBY PACKPBIBAETCS KOMIUIEKC padoT, BHIIIOIHIEMBIX B
(denepanbHOM OpraHe UCIOJHUTEIBHOM BIACTU B LENSIX MOATOTOBKY /€] K IIEpejaue Ha XpaHEHHUE
B apXxuB (pesiepanbHOro opraHa UCTIOJHUTEILHON BJIACTH M HA YHUYTOXKEHHE.

[ToaroToBka JOKYMEHTOB H JI€J K TIepe/iade Ha apXUBHOE XPAaHCHHUE M HA YHUYTOXKCHHUE
npeyCcMaTpUBACT:

SKCHICPTU3Y HCHHOCTU JOKYMCHTOB,

odopMIIeHHE AeT;

COCTaBJICHUE OIUCEN ACJI IO pE3yJIbTaTaM 3KCIICPTU3BI UX ICHHOCTH,

COCTaBJICHHE aKTOB HA YHUYTOKCHUE TOKYMEHTOB H JIC]1 C HCTEKIIIMMHU CPOKAMH XPaHEHHS.
Pexomenmyercst B MIHCTPYKIIHIO IO ICTONPOU3BOICTBY BKIIFOYHUTH CIICYIOIINAE MOTOKCHUS:

JUIsL OpraHU3alluy U MPOBEIECHUS SKCIIEPTU3BI IEHHOCTHU JTOKYMEHTOB B (pesiepaibHOM opraHe
VICIIOJIHUTEINIBHOM BJIACTH CO3/1a€TCs TIOCTOSIHHO AEUCTBYIOLIAs LIEHTPaJIbHAs SKCIIEPTHASI KOMUCCHUS
U, IPU HEOOXOAMMOCTH, SKCIIEPTHBIE KOMUCCUH B CTPYKTYPHBIX IOAPA3/IEICHUSX, IEHCTBYIOIINE
Ha OCHOBAHMH IOJIOKEHHUH, YTBEP’KIAAEMBIX, COOTBETCTBEHHO, PyKOBOAMUTENEM (eepabHOrO
OpraHa HCIOJIHUTEJBHOM BIIACTU WIH PYKOBOIUTEIEM CTPYKTYPHOTIO NOAPA3IEICHHS,

AKCIEPTU3A LIEHHOCTH JOKYMEHTOB IIOCTOSIHHOI'O ¥ BPEMEHHOT'O XPaHEHHSI OCYILIECTBIISIETCS
€XKEroJIHO B CTPYKTYPHBIX N0/Ipa3AeieHUsX (peaepanbHOro opraHa UCIIOJIHUTEIbHON BIACTH
paboTHHKaMU, OTBETCTBEHHBIMH 32 BEJICHHE JEIONPOU3BOICTBA, COBMECTHO C IIEHTPAIHLHON
9KCHEPTHON KOMUCCHUEH (3KCTIEPTHOIM KOMUCCHEN) 1101 METOAMYECKUM PYKOBOJICTBOM apXHBa;

IIPU [IPOBEJIEHUU SKCIEPTU3bI LIEHHOCTH TOKYMEHTOB OCYIIECTBIISIETCS OTOOP /1€ OCTOSIHHOTO U
BpeMeHHoro (cBbiie 10 eT) XpaHeHus A7 epelaud B apxuB (hefiepaibHOro OpraHa
UCIIOJTHUTENIbHOM BJIaCTH; OTOOp /1€ C BpEMEHHBIMU CpoKaMH XpaHeHus (10 10 yer) u ¢ noMeTkoin
«/1o MUHOBaHUs HaJJOOHOCTHY, MOUIEKAIINX JaJIbHEHIIEMY XPaHEHHUIO B CTPYKTYPHBIX
NOJIpa3iesICHUsX, a TAKXKE BBIJCIICHNE K YHUUTOKEHUIO )T 32 MPEbIAYIINE TO/Ibl, CPOKU
XpaHEHUs1 KOTOPBIX UCTEKIIN;

0TOOp TOKYMEHTOB JJIsl [IOCTOSIHHOT'O XPAHEHUs IPOBOAMUTCS HA OCHOBAaHUM 3aKOHOJATEIbHBIX U
MHBIX HOPMAaTUBHBIX IIPaBOBBIX akTOB Poccuiickoit denepannu, nepeyHeil JOKyMEHTOB ¢



yKa3aHUEM CPOKOB MX XPaHEHHS 1 HOMEHKJIATYPHI Jel peepaJIbHOro OpraHa UCIOTHUTEIBHOMN
BIIACTH;

0 pe3yJbTaTaM SKCIEePTU3bl LEHHOCTH JJOKYMEHTOB COCTABIISAIOTCS OIMCH ] IIOCTOSHHOTO,
BpeMeHHOro (cBplle 10 j1eT) XpaHeHus U A€l 10 JIMYHOMY cocTaBy (mpuiioxenue Ne 22), a Taxxe
aKThl O BBIJICJICHUH JIe]1 K YHUUYTOXKEHUIO (TIOPAI0K COCTABICHUS ONUCEH J1eJ1 IPUBE/IEH B
npuiiokeHuu Ne 23);

110 3aBCPHICHUHA ACIOIMPOU3BOACTBCHHOI'O IoJida U IO pC3yJjibTaTaM 3KCIICPTU3LI HECHHOCTH
JOKYMEHTOB Jiena (hefiepallbHOTO OpraHa UCIIOHUTEILHON BIACTH MOIIEKAT OPOPMIICHHIO B
COOTBCTCTBUH C ITpaBHUJIaMU O(bOpMJIeHI/I}I AC 1 MOATOTOBKHU ACI K IICPCAavYC Ha apXHUBHOC
xpanenue (mpuioxxenue Ne 24);

odopmiieHHe Aen npoBoauTcs padboTHIKaMu CiryKObI IeTONPOU3BOICTBA U pAOOTHUKAMH,
OTBETCTBCHHBIMH 32 JICJIONPOU3BOJICTBO B CTPYKTYPHBIX MOJpa3ieNieHUsIX (eepaibHOrO OpraHa
WCIIOJIHUTEIILHON BJIACTH, TIPU METOJUYECKOM TTOMOIITU U 10T KOHTPOJIEM apXuBa eepabHOTO
opraHa HUCIOJIHUTEIBHOMU BJIaCTH,

HOJTHOMY O(OPMIICHHIO MOJIEkKAT JeJ1a IIOCTOSHHOIO M BpeMeHHOTo (cBblie 10 j1eT) XxpaHeHusl, B
TOM YHCIIE JIENa [0 JUYHOMY COCTaBY, Aejla BpeMeHHOro (10 10 neT) noanexar 4acTHYHOMY
0(OpPMIICHHUIO;

noTHOE o(hopMIIEHHE JieNa pelyCMaTpUBaeT: OpOpMICHHE PEKBU3UTOB OOJIOKKH JIeJIa 110
yCTaHOBIIEHHOH Gopme (mpuitoskeHre Ne 25); HyMepaluio JIMCTOB B JIeJI€ U COCTaBJIEHHE JHCTa-
3aBeputens Jena (mpuiokenue Ne 26); coctaBieHHe B HEOOXOIUMBIX CIydasiX, BHyTPEHHEH OIUCcU
JIOKYMEHTOB Jiena (npuiioxkeHue Ne 27); HOAMMBKY U NEPEIUIET J1e/1a; BHECEHHE HEOOXOIUMBIX
YTOUHEHUH B PEKBU3UTHI OOJIOKKH JIeTa.

3.5.4. YHMUTOXKEHUE TOKYMEHTOB H J1eJI ¢ HCTeKIINMH CPOKAMH XPaHEHUS

B nannoMm paszgene MHCTpyKIuu MO AETONPOU3BOACTBY PEKOMEHYETCS PACKPHITH MOPSII0K
0TOOpa JOKYMEHTOB C UCTEKITUMH CPOKAMU XPAHEHHS K YHUUTOKCHHIO, TOPSIOK COCTABICHUS
aKTOB O BBIICJICHUH IOKyMEHTOB K YHHUUTOKEHHUIO, UX COTJIACOBAHUA U yTBepxkaeHus. [Ipu stom
0c000€ BHUMaHUE 11eJ1eCO00pa3HO YIEIUTh CIEAYIOLIINM MOJI0KEHUSIM:

pe3yJbTaThl 0TOOPa JOKYMEHTOB K YHUUTOXKCHHUIO, CPOKU XPAHEHHUS! KOTOPBIX HCTEKIIH, 32
COOTBETCTBYIOIIUI MEPHOT BPEMEHU 0()OPMIISFOTCS aKTOM O BBIJICIICHUH IOKYMEHTOB K
YHUUTOXKEHUIO (mpuioxkenue Ne 28);

JieNla BKJIFOYAIOTCS B aKT, €CJIM YCTAHOBJIEHHBIHN JUUIsl HUX CPOK XpaHEHUs UCTEK K | siHBaps rona, B
KOTOpPOM COCTAaBJIEH aKT (Harnpumep, 3akoHueHHble B 2004 roay aena ¢ 3-JIETHUM CPOKOM XpaHEHHUS
MOTYT OBITh BKJIFOUEHBI B aKT, COCTaBIIeHHBIN He paHee 1 suBaps 2008 1.);

aKT O BBIICJICHUH K YHUUYTOKEHHIO JOKYMEHTOB, HE MOJICKALIUX XPAHEHUIO, KaK IIPaBUIIO,
COCTaBJIETCS Ha JeTia Bcero (eiepabHOr0 OpraHa UCIOJHUTEIBHOHN BIACTH (IIPU 3TOM Jiena
KQKJIOTO CTPYKTYPHOT'O IIOJIpa3/IEICHUsI COCTABISAIOT CAMOCTOSITENBHYIO TPYIILy 3ar0J0BKOB, a
3aroJIOBKH OJTHOPOJHBIX €], OTOOPAaHHBIX K YHHYTOXKEHUIO, MOTYT OBITh BHECEHBI B aKT IO
0OIIMM 3ar0JIOBKOM C YKa3aHUEM KOJIMYECTBa JIe]l, OTHECEHHBIX K JaHHOU TPyMIIe);

0T60p AOKYMCHTOB K YHUUTOXCHUIO U COCTABJICHHUC aKTa O BBIACIICHUNU JOKYMCHTOB K
YHUYTOKCHHUIO ITPOU3BOAUTCH IMOCJIC COCTABJIICHHUA CBOAHBIX onuceu ACJI IIOCTOAHHOTO XpaHCHUSA 34



3TOT K€ MepHo/] (OIMCH U aKThl paCCMAaTPUBAIOTCS HA 3aCE€JaHUM LIEHTPAJIbHOM SKCIIEPTHON
KOMHUCCHEH (IKCIIEPTHON KOMHUCCHEH) (eiepaaTbHOro OpraHa UCIIOJIHUTEIBHOM BIaCTH
OJTHOBPEMEHHO);

COTJIACOBaHHBIC LIEHTPATLHOM IKCIIEPTHON KOMUCCHEH (IKCIIEPTHON KOMECCHE) dheaepatbHOro
OpraHa HUCIOJIHUTEJBHOM BJIACTU aKThl YTBEPKIAIOTCS pyKOBOAUTENEM (peiepabHOTO opraHa
WCIIOJTHUTEJIBHOM BJIACTU TOJIBKO MOCIIE YTBEPKIACHHUS IKCIIEPTHO-IIPOBEPOYHON KOMHUCCUEN
COOTBETCTBYIOIIETO (heIepaTbHOTO apXUBa OMHUCEH e MOCTOSHHOTO XPaHEeHHUS,

nocJie YTBEpKIEHUSI PyKOBOAUTENEM (peiepalibHOTO OpraHa UCIIOTHUTENbHOM BIaCTH aKTOB O
BBIJICJICHUH TOKYMEHTOB K YHUUTOXKEHHIO JIejIa epeaaioTcs Ha nepepaboTKy (YTHIN3AIHIO) 110
pUEMO-CIaTOYHOM HaKJIaJHOW, B KOTOPOH YKa3bIBAIOTCS JaTa epeiadk, KOJIMUECTBO CIaBaEMbIX
JIeN 1 Bec OyMakKHON MaKyJIaTyphbl (IOclie YHUYTOKEHUS 1e7T B HOMEHKIIAType e GeepanibHOro
OpraHa UCIIOJIHUTEJIBHOM BJIACTU MPOCTABIISIETCS OTMETKA « Y HUUTOKEHO. CM. akT OT... Ne...» ¢
yKa3aHueM JOJHKHOCTH, (paMUiuy, MOAMKICH JIUIIa, OTBETCTBEHHOTO 3a Iiepeaavy Ael Ha
YHUYTOKEHUE, U AaThI.

3.5.5. Ilepenaua e Ha apXMBHOE XPAHEHHUE

B UHcTpyKkumu mo 1ei1onporu3BOJACTBY OMpeaesieTcs MOpsI0K epeadn el B apXuB
benepanbHOro OpraHa UCMOJHUTENBHOMN BIACTH, MPEIYCMaTPUBAIOIIHMA CIEIYIOUINE YCIOBUS:

B apXMB (peJiepasbHOro OpraHa UCIOJIHUTEILHON BIIACTH NEPENAOTCs €A IIOCTOSHHOTO,
BpeMeHHOro (cBblle 10 j1eT) XpaHeHus U el 10 JIUYHOMY COCTaBy;

nepegavya JOKYMEHTOB B apXuB ¢efiepaibHOro OpraHa UCIOJHUTENbHON BIACTH TPOU3BOJUTCS 110
YTBEPKJACHHBIM OIUCSM JIET;

AcJia MOCTOSHHOTO U BpEMCEHHOT'O (CBBIIJ_IC 10 J'IGT) XpaHCHUA TIEPCAAOTCA B apXUB (l)eﬂepaanoro
opraHa HCIIOJIHUTEIILHOM BIIACTH HE paHeC 4eM 4YCPE3 1o U HE MMO3AHCC YEM YCPC3 3 roaa 1mocJe
roza, B KOTOPOM JOKYMCHThI ObLIH IMMOMCIICHBI B ICJIO HAa XPaHCHHUC,

Jiena BpeMeHHoro xpaneHus (10 10 net) nepenaye B apxuB (eliepaabHOro OpraHa UCHOIHUTEIbHOM
BJIACTH, KaK MPAaBHJIO, HE MOJICKAT (OHU XPAHATCS B CTPYKTYPHBIX MO/IPa3ACICHUSAX U TIO
UCTEYEHUU CPOKOB XPAaHEHMS MOJUIekKAT YHUUTOXKEHHUIO B YCTAHOBJICHHOM MOPSJIKE);

nepegava Jes B apxuB (heepaabHOro OpraHa UCIIOTHUTEILHON BJIACTH OCYIIECTBIISIETCS MO
rpaduKy, COCTaBICHHOMY apXHUBOM U COTJIACOBAHHOMY C PYKOBOJUTENISIMHA CTPYKTYPHBIX
nonpazaenenuit u Ciyx00i 1e10MpPOU3BOJICTBA;

IpUEM JIeJ TPOU3BOAUTCS paOOTHUKOM apXxuBa (eIepaibHOTO OpTraHa MCIIOJTHUTEIHHON BIACTH B
HPUCYTCTBUM paOOTHUKA CTPYKTYPHOTO MO/Apa3AeIeHUs C IPOCTABIEHUEM B IBYX 3K3EMILIAPAX
OIMCH JIeJI OTMETOK O HaJMYUHU KaXA0ro Jela (B KOHIIE KayK0ro SK3EMILIApa OMUCH YKa3bIBaeTCs
KOJINYECTBO (DaKTUYECKH MPUHATHIX JIeJI, 1aTa IprueMa-nepeayn Jell, a TakXkKe MOJMUCH paboTHUKA
apxuBa (peepanbHOro opraHa UCIIOJIHUTENILHON BIIACTHU U JIMLA, IEPEJIaBIIEro Aea);

Jieria v OIIMCH Ha CIaBaeMble JOKYMEHTBI JOCTABIISIIOTCS B ApXUB COTPYAHUKAMU CTPYKTYPHBIX
NOJPa3CIICHUI C COIPOBOAUTEIBHBIM IUCHMOM, B KOTOPOM YKa3bIBACTCSI KOJIMYECTBO JEN U
omuceil, mepeaaBaeMbIX B apXuB (OTBETCTBEHHOCTH 32 COXPAHHOCTh JJOKYMEHTOB IPH



TPAHCIIOPTUPOBKE U CJIady UX B apXUB HECET CTPYKTYPHOE MOApa3AeiieHHue, epeaaromiee
JIOKYMEHTBI).

B UHcTpyKimu 1o 1ei10Mnporu3BOACTBY LIEIECO00pa3HO OTMETUTh, YTO MPH JTUKBUIAIIUHN WU
peopranm3aIyy CTPYKTYpPHOTO Toipa3esieHus (eaepaabHoro opraHa HCIIOTHUTEIHHON BIACTH,
JIMI0, OTBETCTBEHHOE 3a BEACHUE JIEIONPOU3BOICTBA JAHHOIO CTPYKTYPHOIO MOAPA3ACIICHHUS, B
MEPUOJ MPOBEICHUS JTUKBUIAIIMOHHBIX MEPONPUATUN (POPMHUPYET BCE UMEIOIIHECS TOKYMEHTHI B
nena, opopMIISeT Jela U epeaacT ux B apXuB (peiepabHOr0 OpraHa UCIOJIHUTEIbHOM BIACTH,
HE3aBUCUMO OT CPOKOB XpaHeHus. [lepenaya 1en ocyiecTBAsSETCs MO OMUCSM JIe]T U HOMEHKJIaType
Jen.

3.6. OcobenHOCTH PadOTHI € JJIEKTPOHHBIMH JOKYMEHTAMHU

B NHcTpyKumu 1o 1€10MpOon3BOCTBY YCTaHABIUBAETCS MOPSAJOK CO3/1aHuUs, OTYUEHHUS,
00pabOTKH, XpAaHEHUS U UCIIOJIb30BAHUS SJIEKTPOHHBIX JOKYMEHTOB B YCIOBHUAX NPUMEHEHUS
BEJIOMCTBEHHOM CHCTEMBI AJIEKTPOHHOTO JOKYMEHTOO00POTa, a TAKXKE MOPSIOK OTIPABKH,
HOJIYYEHHUS U PETUCTPALIMH HIEKTPOHHBIX COOOIICHHH.

[Tpu sTOM, 1IETeCcO00pa3HO MPELYCMOTPETh CIIEAYIONIUE MOJTOKEHHSL.

[Iprem 37eKTPOHHBIX JOKYMEHTOB U3 IPYTMX OPraHOB BJIACTH U OpraHMU3alMil U OTIpaBKa
3JIEKTPOHHBIX JOKYMEHTOB ocy1ecTBIstoTcs Ciry:k00i 1e10npor3BOICTBa (heepanbHOro oprana
VICIIOJIHUTEIIBHOM BJIACTH.

DJEeKTPOHHBIE JOKYMEHTHI CO3/1al0TCsl, 00pabaThIBAIOTCS M XPAHATCS B CUCTEME 3JICKTPOHHOTO
JIOKYMEHTO0000pOTa (pe/ieparibHOro OpraHa UCIOJIHUTEIBHON BiIacTu. JIOKyMEHTHI, co3/1aBaeMble B
¢denepanbHOM OpraHe UCHMOJHUTEIBHOM BIACTH U MOCTyHAIOIIUE B (peepanbHblii Opran
UCIIOJIHUTENIbHON BJIACTH Ha OyMa)>KHOM HOCHUTEIIE, BKJIIOUAKOTCS B CUCTEMY 3JIEKTPOHHOTO
JOKYMEHTOO00O0pOTa MOCIIe CKAHUPOBAHUS M CO3/IaHUS 3JICKTPOHHBIX 00pa30B TOKYMEHTOB.
BkiroueHune 31eKTpoHHOTo 00pa3a T0KyMEHTa B CUCTEMY 3JIEKTPOHHOIO JOKYMEHTO000poTa
BO3MOXHO TI0CJIE €r0 BepUpHUKAIMU (CPaBHEHUHU 3JIEKTPOHHOTO 00pa3a JOKyMEHTa € TOJIMHHUKOM
nokyMmeHTa). [lonTBepxaeHne cooTBETCTBUSA IIEKTPOHHOIO 00pa3a NOUIMHHUKY JOKyMEHTa
OCYILECTBIISIETCS ¢ TOMOIIBIO JIEKTPOHHOM moanucyu padoTHrka CiyObl 1eI0NMPOU3BOICTBA,
BBINOJIHAIOLIETO JAHHYIO IPOLEAYPY.

ONeKTPOHHBIE COOOLIEHNUS, TIOCTYNAIOIIUE [10 CUCTEME MEKBEJOMCTBEHHOI'O 3JIEKTPOHHOTO
JIOKYMEHTO0000pOTa, IPOXOAAT PETHCTPALIUIO B CUCTEME 3JIEKTPOHHOTO JJOKYMEHTO000pOTa
(denepanbHOro OpraHa UCIOJHUTENBHOM BiiacTu [18], B mopsake, ycraHOBIEHHOM MHCTpyKIHe o
Jenonpon3BoAcTBy. CucTemMa 3IeKTPOHHOT0 JOKYMEHT0000poTa (hesiepanbHOro oprana
WCIIOJIHUTEIILHON BIIACTH JOJKHA MPEyCMaTPUBATh PETUCTPAINIO (YUET) U BKJIIFOYCHHE B CUCTEMY
3JIEKTPOHHBIX COOOIIEHHH, OTIPABIISIEMbIX U MMOCTYHAIOIIUX [0 CUCTEME MEKBEIOMCTBEHHOTO
JIEKTPOHHOI'0 JOKYMEHTO000pOTA.

[Tpu 3arpys3Ke 3JeKTPOHHOTO COOOIEHHS B CUCTEMY 3JIEKTPOHHOTO JJOKYMEHTO000pOTa
(enepasbHOro OpraHa UCHOJHUTEIbHOM BIACTH PEKBU3UTHI, COIEPKAIINECS B COOTBETCTBYIOIIEM
XML-aitne 31eKTPOHHOTO COOOIIEH!S], MOTYT UCIIOIBb30BAThCS IS 3aIIOJTHEHHS MOJICH
PETUCTPAIMOHHO-KOHTPOJIBHOM KapTOUKH [TOCTYIMBIIETO JOKYMEHTA B 3JIEKTPOHHOH (opme.

CocraBnenue, opopmiieHHE U COTTIACOBAHHUE MTPOEKTOB AJIEKTPOHHBIX JOKYMEHTOB
OCYIIIECTBIISIETCS TIO OOIITUM MpaBUiIaM JIEIOMPOU3BOJICTBA, YCTAHOBICHHBIM B OTHOIIICHUH



AHAJIOTMYHBIX TOKYMCHTOB Ha 6YMa)KHOM HOCHUTCIIC. SHGKTpOHHblf/'I AOKYMCHT JOJIKCH UMCThH
PCKBU3UTHI, YCTAHOBJICHHBIC IJI dHAJIOTHUYHOI'O JOKYMCHTA Ha 6y'Ma)KHOM HOCHTCIIC, 3a
HCKIIFOYCHHUEM OTTHCKA II€YaTu.

I[JBI MOATBCPKACHUSA NOAJIMHHOCTH 3JICKTPOHHBIX TOKYMCHTOB B q)ellepaHBHOM oprase
HUCIIOJTHUTEILHOM BIACTH HCIIOJIB3YTIOTCS SJICKTPOHHBIC I_[I/I(1)pOB]':>IC IOAIMMUCH.

Hcnonb3yeMble cpeicTBa AIEKTPOHHON IIUGPOBOI MOAMUCH JOJIKHBI OBITH CEpTU(DUIIUPOBAHBI B
YCTaHOBJICHHOM TOPSIIKE.

[Tpu nmony4eHnn 3MEKTPOHHBIX TOKYMEHTOB OT APYTHX OPTaHOB BJIACTU WM OpraHU3aluil
Cyx0a nenonpou3BojicTBa (peepaibHOro opraHa UCHOJHUTEILHON BIACTH OCYIIECTBIISIET
NPOBEPKY MOATUHHOCTH AJIEKTPOHHOHN II(POBOI MoAUCH.

[Ipu paccMoTpeHnn 1 COTraIacOBaHUM AJIEKTPOHHBIX IOKYMEHTOB, a TaKyKe IIPU MOANMCAHUN
BHYTPEHHUX HUH()OPMAIIMOHHO-CITPABOYHBIX JIOKYMEHTOB (JIOKJIAIHBIX, CITYKEOHBIX 3aIMHCOK,
CIIPaBOK, CBOJIOK U JIp.), CO3JaBaeMbIX B 3JIEKTPOHHOU (popme, B cUCTEME IIEKTPOHHOTO
JOKYMEHTO0000poTa (peiepaibHOTr0 OpraHa UCIOJIHUTEIBHON BJIACTH MOTYT HCIIOJIB30BAThCS
CrocoObI MOATBEPKACHUS IEUCTBUIN C 3JIEKTPOHHBIMH JOKYMEHTAaMH, IPU KOTOPBIX 3JIEKTPOHHAs
UQpoBast MOAMUCH HE UCTIONb3yeTcs. Takue mpaBuia MOTYT OBITh YCTAHOBIIEHBI IPU YCIIOBUH, YTO
IpOrpaMMHBIE CPEICTBA, UCIOIb3yEMbIE B JaHHOM (heiepaibHOM OpraHe UCIIOJIHUTEIbHON BIACTH,
MO3BOJISIFOT OTHO3HAYHO MACHTU(PHUIIMPOBATH JIUIIO, TIOANMCABIIEE WIN 3aBU3MPOBABIIIEE JOKYMEHT.

B cootBercTBHM ¢ npunoxeHueM k [IpaBunam 1enonpousBo/cTBa B (eiepalbHbIX OpraHax
VICIIOJIHUTEJIBHOM BIIACTH, YTBEPKIAECHHBIM nocTaHoBiIeHneM [IpaBurenscTBa Poccniickoit
®eneparun ot 15 utons 2010 r Ne 477, [19]denepanbHble OpraHbl HCIOIHUTENBHOM BlIacTH
npuMeHsoT [lepedenp 00s3aTeNbHBIX CBEICHHM O TOKyMEHTAX, UCIOIb3yEMbIX B LIETISX yUeTa U
MIOMCKA JIOKYMEHTOB B CUCTEMaX JIEKTPOHHOIO JOKYMEHTO000poTa (hesiepanbHbIX OPraHoB
MCIIOJIHUTENIBHOM Bi1acTu. K TakuM CBEIEHHUAM OTHOCATCS:

—

. AnpecanTt

\S]

. Anpecar

(98]

. I[OJ'I)KHOCTB, q)aMI/IJII/ISI W MHUIIUAJIBI JIMIIA, TOAIINCABIICTO JOKYMCHT

N

. Bun nokymenra

9]

. Jara nokymenra

o)

. Homep nokymenta

3

. laTa mocryriueHus JOKyMeHTa

o0

. Bxogsanmit Homep noKymeHTa
9. Ccpuika Ha UCXOJAIIMM HOMED U 1aTy TOKyMEHTa
10. HaumeHoBaHue TekcTa

11. Nunekc nema



12. CBenenus o mepeagpecaluu 10KyMEHTa

13. Konn4ecTBO IMCTOB OCHOBHOTO JIOKyMEHTA

14. KonuvecTBO NpUiIoKeHUN

15. O61ee KOTMYECTBO JIMCTOB MPUIIOKEHUI

16. Yka3zaHus Mo MCIOJHEHUIO JOKYMEHTa

17. omxHOCTh, paMUIMs 1 MHULUMAIIBI HCIIOTHUTEIS
18. OT™MeTKka 0 KOH(pHACHIIMATIBHOCTH

WHcTpyKumeit o 1e10npor3BOJICTBY MOXKET OBITh MPETYCMOTPEHO BKIIOYECHUE B CUCTEMY
3IEKTPOHHOTO JOKYMEHTO0000poTa (heIepaabHOr0 OpraHa UCIIOTHUTEILHON BIACTH
JIOTIOTHUTEIHHBIX CBEICHUH O JOKYMEHTaX. B coCTaB MOMOTHUTENBHBIX CBEACHHI 00 AIEKTPOHHOM
JIOKYMEHTE MOTYT OBITh BKIJIFOUEHBI CBEJICHUS: HAUMEHOBAaHUE aBTOpa IOKyMEHTa (€CJId aBTOp He
COBIIAJIa€T C aIPECAHTOM (OTIPABUTEIEM) MIEKTPOHHOIO JOKYMEHTA), OTMETKA O IIEPEHOCE CPOKa
UCIIOJTHEHUS IOKyMEHTA, CPOK XpaHEHUs JOKYMEHTa, HAMMEHOBAaHUS MPUIIOKEHHUH K
AJIEKTPOHHOMY JIOKYMEHTY, KJIIOUEBbIE CJIOBA U JIp.

Enununeil yueta 31eKTpOHHOIO JOKYMEHTA SIBJISIETCS 3JI€KTPOHHBINA JOKYMEHT,
3apeTUCTPUPOBAHHBIN B CHCTEME DIIEKTPOHHOTO TOKYMEHTO000pOoTa (heiepabHOrO OpraHa
UCTIOJIHUTENIEHOW BIACTU. DJIEKTPOHHBIN JOKYMEHT, UMEIOIUI NPUIIOKEHHS], PETUCTPUPYETCS KaK
OJIUH TOKYMEHT.

[Tocne oTmpaBku 3JEKTPOHHOTO TOKYMEHTA, 3aBEPEHHOTO 3JIEKTPOHHOM MOIIMHUCHI0
YHIOJTHOMOYEHHOTO JIOJKHOCTHOTO JIMIIA, IOCBUIKU aJpecaTy ero KOMUU Ha OyMa>KHOM HOCHUTEIE,
KaK TpaBuiIo, HE TPeOyeTCs, 32 UCKIIFOUEHHEM OTBETOB Ha 0OpaIlleHUs Tpak/iaH, TOCTYMHUBIIHNX 10
nH(GOPMAIMOHHO-TEIEKOMMYHHKAITMOHHBIM KaHallaM, Ha KOTOPHIE B COOTBETCTBHH C
®enepanbHbIM 3ak0HOM OT 2 Masi 2006 r. Ne 59-03 «O nopsiike paccCMOTpeHMs 00paleHHi
rpaxzaan B Poccuiickoit denepanun» (Cobpanue 3akoHonatenbeTBa Poceuiickoit denepanumy,
2006 1. Ne 19, ct. 2060), 3asgBUTENIO JA€TCS MMCbMEHHBIM OTBET, HAIIPABJIAEMBbII 110 TOYTOBOMY
azpecy, yKkazaHHOMY B OOpaIleHHH.

HcnosTHeHHBIE IEKTPOHHBIE JOKYMEHTBI CUCTEMATU3UPYIOTCS B JI€]Ia B COOTBETCTBHH C
HOMEHKJIaTypoii Jien (eiepajIbHOro OpraHa HCIOJIHUTENbHOM BiacTu. [Ipu cocraBnenun
HOMEHKJIATYPBbI JIe] B 3aTOJIOBOK J€JIa BKIII0YACTCs yYKa3aHUE « DNEKTPOHHBIE JOKYMEHTBD»,
Harpumep:

Ilepenucka 06 aOMUHUCTPAMUBHO-XO3ANUCMEEHHOM 00CIYHCUBAHUU. DNEKMPOHHBLE OOKYMEHNbL

Cpoku XpaHEHHUs 3JIEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CPOKAM XPaHEHUs TOKYMEHTOB,
YCTaHOBJICHHBIX 3dKOHOAATCIbHBIMH 1 UHBIMHU HOPMATHBHBIMU ITPABOBBIMU dKTaAMHU Poccuiickoit
denepaluy, TAIOBBIMU WM BEIOMCTBEHHBIMU MEPEUHAMU JUIsl AaHAIOTUYHBIX JIOKYyMEHTOB Ha
OyMa)KHOM HOCHTEJIE.

MecTo XpaHeHus 3JIEKTPOHHBIX JOKYMEHTOB JI0 UX IIEpeJaul B apXuB, BUJ HOCUTEINIEH, HA
KOTOPBIX OHU XPaAHSATCS, a TakKe (OpMaThl X MOCTOSIHHOTO U JUTUTEILHOTO CPOKOB XPaHEHUS
OTIPENIeNIAIOTCA C YUeTOM (DYHKIIHOHUPYIOIUX B (heiepaibHOM OpraHe HCTIOJHUTEIbHON BIACTH
IIPOrpaMMHO-TEXHUYECKHUX CPEACTB U HOPMATUBHBIX U METOJNYECKHUX JOKYMEHTOB CHEIUAIBHO



ynoiaHoMoueHHOTOo [IpaBurenscTBoM Poccuiickoit denepanuu deaepaibHOro oprasa
HUCIOJIHUTEIBHON BIIACTH B O6J13_CTI/I APXUBHOI'O AcJ1a.

DKcnepTu3a EHHOCTH 3JIEKTPOHHBIX JOKYMEHTOB OCYILIECTBIISIETCS B 0011IeM MOpSIKE,
YCTaHOBJICHHOM B OTHOIICHHWU JOKYMEHTOB Ha OymMakHOM HocuTene. [locie ucredenus cpoka,
YCTaHOBJICHHOT'O JUISL XpaHEHUS AJIEKTPOHHBIX eI (3JIEKTPOHHBIX JJOKYMEHTOB), HA OCHOBAaHUU
aKTa O BBIJICIICHUU MX K YHHUTOKEHHUIO, YTBEPKIAEMOT0 pyKOBOIUTENEM (peepaibHOTO OpraHa
UCIIOJTHUTENIbHOM BJIACTH, YKa3aHHbIE 3JIEKTPOHHBIE Jiefa (JIEKTPOHHbIE TOKYMEHTBI) MOJIekKAT
YHUYTOXKEHUIO.

[ToctynuBiIMe U3 CTPYKTYPHBIX NOJpPA3CIICHUI B apXuB (eiepaaIbHOro opraHa

MCIIOJTHUTENIbHOM BJIACTHU 3JIEKTPOHHBIE TOKYMEHTHI IEPEAAIOTCS 110 OMUCAM € O(POPMIIEHHUEM aKTa
[IpUeMa-nepe1adn MEKTPOHHBIX TOKYMEHTOB HAa apXUBHOE XPAHCHHUE.

3.7. PaGoTa ucnoJHUTENS C JOKYyMEHTaMH

Pexomennyercst B UIHCTpyKIMU 11O JeTOMIPOM3BOACTBY MPEAYCMOTPETH CIIEIYIONIHE TTOJIOKCHHUS:
opraHu3zaiys paboThl ¢ JOKYMEHTaMH B CTPYKTYPHBIX MTOJIpa3/ieieHusIX (heaepansbHOro oprana
UCTIOTHUTEJIFHOM BJIACTH OCYIIECTBIISICTCS HA OCHOBAaHMHU YKa3aHH 10 HCIIOJTHEHHIO JOKYMEHTOB
pykoBoauTeIs eepalbHOr0 OpraHa HCIOTHUTEIbHOM BIACTH, €TO 3aMECTUTENEH, PYKOBOAUTEIS
CTPYKTYPHOI'O IIOApa3AeJIEHUs, UHBIX JOJKHOCTHBIX JIMLI;
HOApa3/ieIeHNe — UCTIOJHUTEINb TOIy4aeT JOKYMEHTHI B BO3MOKHO KOPOTKHE CPOKH (B JIEHb UX
PacCMOTPEHHS COOTBETCTBYIOIIUM PYKOBOJIUTEIIEM UM HA CIEIYIONINI pabodnii eHb), CPOUHBIC
JOKYMEHTHI IIEPEAAI0TCs UCTIONHUTENIO HE3aMeNTUTEIBHO;
JOKYMEHTEI, IIOCTYIIUBIINE B CTPYKTYPHOE MOAPA3AEIICHUE C YKa3aHUAMHU 110 UCIIOJIHEHUIO
JOKyMEHTOB PYKOBO/ICTBA (peIepalIbHOTO OpraHa MCIIOJHUTEIBHON BIIACTH, TIEPEIAr0TCS

HCITIOJTHUTCIISAM TOJIBKO ITOCJIC UX PACCMOTPCHHA PYKOBOAUTECIIEM IIOAPA3ACTICHUA.

CrnenmayiucThl CTPYKTYPHBIX MTOApa3aesieHnid peneparbHOro opraHa UCIIOJHUTEIBLHOM BIACTH B
MIPOLECCE UCTIOJIHEHUS JOKYMEHTA OCYILECTBIISIOT:

c6op 1 06paboTKy HEOOXOANMON MH(POPMAIUY;

MMOATOTOBKY IMPOCKTA NOKYMCHTA U BCCX HCO6XOI[I/IMI)IX HpI/IJ'IO)KeHI/Iﬁ C CO6J'IIOZ[CHI/IGM ImpaBuJI
JOKYMCHTHPOBAHUS, YCTAHOBJICHHBIX B (beIIepa.HBHOM opraHe HUCITOJTHUTEIbHOM BJIaCTH,

COTJIaCOBAaHUC MPOCKTA C 3aUHTCPECOBAHHBIMHU JOJIZKHOCTHBIMU JINLIAMH;

MOJIFOTOBKY CBOJIKM OT3BIBOB (C KoMMeHTapueM «I[IpunsaTo», «OTKIOHEHO» ¢ yKa3aHUEeM NMPUYHH,
«ITpUHATO YACTUYHOY» C COOTBETCTBYIOIIUM TOSCHEHHEM ),

NopabOTKy MPOEKTa JOKYMEHTA 110 3aMEUaHHsIM, TIOJYUYCHHBIM B XOJI€ COTJIACOBAaHUS (B CiIyvae
CEphE3HOI KOPPEKTHPOBKH MPOEKTA JJOKYMEHTA IMPOBOJIUTCS €0 TOBTOPHOE COTJIACOBAHUE);

B HEOOXOJUMBIX Cllydasx — MOJArOTOBKY CHMCKa (yKa3aTessl) pacChlIKU JOKYMEHTA);

IpeJICTaBICHHUE ITPOEKTa JOKYMEHTA Ha MOANUCH (YTBEPXKIECHNE) PyKOBOJICTBY;



OIpe/IeNIEHNE MECTA XpPaHEHUs JOKyMEeHTa (KOIUMHU T0KyMEHTA) IPOCTaBICHUEM OTMETKH C
yKa3zaHHEM HOMepa Jielia 10 HOMEHKJIAType JeJl, B KOTOPOE JOJDKEH OBITh IOMEIIEH TIOKYMEHT.

B UHcTpykumu mo 1ei10npor3BOACTBY LIeJIeco00pa3Ho MPeayCMOTPETh MOPSA0K paboThl Haj
JIOKyMEHTOM B CJTy4asix, €CJIM UCIIOJTHEHUE TOKYMEHTA MOPYUYEHO HECKOJIBKUM JIUIaM, B TOM YHUCIIE:

(YHKIHSI OTBETCTBEHHOT'O UCIIOJTHUTENS U ()YHKIIUU COUCTIONHUTEINIEH B MIOATOTOBKE MPOEKTa
JIOKYMEHTA;

IIPaBO OTBETCTBEHHOI'O MCIIOJIHUTENS CO3bIBATh COUCIIONHUTENEH sl BBIPAOOTKH COBMECTHOTO
pelieHus;

MOPAAOK U CPOKHU NPCACTABIICHUA IIPOCKTOB OTBECTCTBCHHOMY UCIIOJIHUTCIIIO.

Pexomennayercs B MHCTpyKLMU N0 A€ONPOU3BOACTBY IIPEyCMOTPETh MOPAIOK Mepeaadn
JIOKYMEHTOB B CIyyae OTCYTCTBHUS UCIIOJIHUTENS (KOMaHAWPOBKA, OTIYCK, O0JIE3HB) IPYTrOMY
UCIIOJTHUTEIII0, a TAKXKE MOPSJIOK Nepejaul JOKYMEHTOB B Clydae yBOJbHEHUS paOOTHUKA WU
nepexo/a Ha Ipyroil y4acTok paOoThl [0 aKTy NpUeMa-nepeaayl pyKOBOIUTEIIO OApa3IeIeHUs
WJIH 110 €T0 YKa3aHWIO BHOBb HA3HAYEHHOMY COTPYIHUKY.

B UHcTpykumu 1o 1e10Mmpor3BOACTBY MPEAyCMaTPUBAETCS BOZMOKHOCTh POJIEHUST CPOKa
UCIIOJIHEHUS IOKYMEHTa (C COOTBETCTBYIOIIUM 00OOCHOBAHUEM, MTPEJICTABIAEMBIM PYKOBOACTBY ),
€CJIM OTCYTCTBYIOT p€asIbHbIE YCIOBHS BBIIIOJHEHUS 3aJaHMsl, IeJIaTh IOMETKH Ha JJOKYMEHTE O
BPEMEHH €ro MOCTYIIJICHUS, O AaTaxX MPOMEKYTOUHOT0 UCIOTHEHUS (Tene(OHHBIX U MUChMEHHBIX
3aIpocax), 0 JaTe U pe3yJibTaTe OKOHYATEIbHOI0 UCIIOIHEHUS.

Hcnonnurens He AOJIKCH pas3rjialliaTb COACPKAHUC MMOCTYIIMBIINX K HEMY NOKYMCHTOB U
IMOATOTOBJICHHBIX ITPOCKTOB CJ'Iy>K€6HBIX JOKYMCHTOB, C HUMH MOT'YT OBITH 03HAKOMJICHEI TOJILKO
JHIa, MMCIOIINE OTHOMCHUEC K UX MCIIOJTHCHUIO.

3.8. U3roroBiienne, yuer, HCNOJIb30BaHNE U XPaHEHHUE MeYaTeil, IITAMIOB U 0JJAHKOB
JOKYMEHTOB

3.8.1. Yuer neyareii 1 ITAMIIOB

DenepallbHbIE OPraHbl HCIOJHUTENBHOM BIACTU B COOTBETCTBUH ¢ DenepanbHbIM
KOHCTHTYIIMOHHBIM 3aKOHOM OT 25 nekadpst 2000 r. Ne 2-DK3 «O I'ocynapcTBeHHOM Tepoe
Poccutickoii @eneparumny (CoOpanue 3akoHoaaTenbcTBa Poccuiickoit deaepanmmn, 2000, No 52
(gacts I), ct. 5021; 2002, Ne 28, ct. 2780; 2003, Ne 27 (u.1), cT. 2696; 2009, Ne 46, cT.

5417) npumeHsIOT niedatu ¢ u3odpakenueM ['ocymapctBenHoro repda Poccuiickoit @eneparuu.

Kpome newaTtu ¢ nzobpaxxenuem ['ocynapctBenHoro repba Poccuiickoit denepanuu B
¢denepaabHOM OpraHe UCIOJHUTEIBHOM BIACTH MOTYT MCIIOJIb30BAThCS M€YATH CTPYKTYPHBIX
MoIpa3ieNICHN, TIeYaTH IJIs OTACIBbHBIX KaTeropuil ToKyMeHTOB (« /I makeToBy, « /s
I[OFOBOpOB», ((I[J'If[ KOHI/Iﬁ»), MECTAIINIMYCCKUEC BBIDKUMHBIC II€UATHU AJIS1I OIICYAThIBAHU S HOMCHIGHI/Iﬁ.



B UHcTpykumu 1o 1e10mpon3BOACTBY ONPEAEIISIFOTCS BUIbI U KOJMYECTBO MevaTeil,
NpUMEHSEMbIX B (eiepallbHOM OpraHe UCIOJHUTENbHOM BIACTH, OPSJIOK YUeTa, XpaHEHHs U
YHUUTOXEHUs nedarei. [Ipu aToM, npesycMaTpuBaroTCs CIIeLyOIINE MOJ0KEHUS.

IleyaTy U3roTaBIMBaOTCS B CTPOrO OTPAHUYEHHOM KOJIMUECTBE U UCKIIFOYUTEIILHO B
CIIy>)KeOHBIX 1eJsiX. Perenne o HeoOX0JMMOCTH N3rOTOBICHUS ITe4aTeil U UX KOJIMYECTBE
NPUHUMAET PyKOBOJHUTENb (peiepanibHOro OpraHa UCTIOHUTENIFHON BIACTH 110 COTJIACOBAHUIO C
pykoBojuteneM CiryKObl 1€10IpOU3BOJICTBA.

3asBKa Ha U3rOTOBJIEHUE MIEYaTH U €€ ICKU3 0O(YOPMIISIFOTCS B COOTBETCTBYIOIIUX
NOJPa3/ICICHUSX U MePEIaloTCs B aIMUHUCTPATUBHO-XO3SHCTBEHHYIO CITy KO0y, KOTOpas pa3Meniaer

3aKa3 Ha NPCAIPUATHNA — U3T'OTOBUTECIIC reyarten.

B cnydae cimy:xeOHOM HEOOXOAMMOCTH IO PEIICHUIO PYKOBOIUTENS (eepaIbHOTO OpraHa
HUCIOJIHUTEIBHON BIIACTH A0IMYCKACTCA U3TrOTOBJICHUC NOMMOJTHUTCIIBHBIX 9K3CMIIISIPOB neyaTeu.

[leyatbio 3aBepsIOTCS MOJIUCH PYKOBOJIUTEIS, €TI0 3aMECTUTENEH, II1aBHOro OyXranTepa, a
TaKXe JPYTUX JODKHOCTHBIX JIUI, KOTOPBIM WJIH MPHUKa30M (eiepabHOro opraHa
VCIIOJIHUTEJIbHON BJIACTH WM JIOBEPEHHOCTBIO MTPEAOCTABIIEHBI COOTBETCTBYIOIINE TOTHOMOYUSI.

B UHcTpykumu 1o 1ei10nporu3BOACTBY PEKOMEHIYETCS ONPEIEIUTD:

nojpasjenenre heneparbHOro OpraHa UCTIOJHUTEIHLHOM BJIIACTH, HA KOTOPOE BO3JIOKEH YUET
reJyaTeil 1 IMITaMIIOB;

dopMy KypHaa yyeTa nedaTteil v ITaMIoB U MOPAJOK BECHUS Ky pHaJa,

TOPSITIOK BBIJAYH MTeYATeH U IITaMITOB pabOTHUKAM (heiepaibHOTO OpraHa UCTIOTHUTEILHOM
BJIACTH;

MOPAAOK XPpaHCHUA neyvareit u mITaMIIOB,

OTBETCTBEHHOCTh PAOOTHUKOB 3a HApyIIEHUE TIOPSJIKA MPUMEHEHHS TIEYaTe U MITaMIIOB, YTEPIO
reJyaTeil WM IITaMIIOB;

MOPSJIOK MPOBEACHUS TPOBEPOK MO COOTIOACHUIO MOPSIIKA MPUMEHEHHS U XpaHEHUs TieyaTel u
HITAMIIOB B CTPYKTYPHBIX MOJIpa3esieHusX erepaibHOT0 OpraHa UCIIOTHUTENbHOM BIIACTH;

NOPSAJOK YHUUTOKEHUS IIeYaTeil U ITaMIIOB.

B UHcTpyKkumu 1o 1e101mponu3BOJACTBY PEKOMEHIYETCS PEAYCMOTPETh, YTO:
y4eT UMEIoUIMXCs B (peiepanbHOM OpraHe UCTIONHUTENbHON BIIACTH MevYaTeil ¥ ITaMIIOB BEJET
aJIMAHUCTPATUBHO-XO3sICTBEHHAs CITyk0a (erepaabHOro opraHa UCIOJTHUTEIBHON BIACTH B
KypHaJe ydeTa rnedareil ¥ mramnos (npuinoxenue Ne 29) ¢ mpocTaBiIeHUEM UX OTTUCKOB (JIHCTHI

JKypHaJa ydera nedareil ¥ ITaMIIoB HyMEpPYIOTCS, POIIHYPOBBIBAIOTCS M ONEYATHIBAIOTCS);

Bblaa4da rneyaTeil v MTaMIioB paGOTHI/IKaM, NEpCOHAILHO OTBECTCTBCHHBIM 3a X UCIIOJIL30BAHUC U
XpaHCHUC, OCYHICCTBIIACTCA IO POCIIUCH B X)KYpHAJIC YUCTaA neyvarei u mITaMIIOB,

Ie4YaTu U ITaMIIbl XPAHATCA B HAJACIKHO 3aITMPAIOIMINXCA IJ_IKa(i)aX;



nepeaadya neyarei MMOCTOPOHHHUM JIMIIaM U BBIHOC UX HOMGHICHI/II\/’I, 3aHUMaCMBbIX q)eﬂepaJ'II)HI)IM
OopraHomM UCIOTHUTEIbHOM BJIACTH, HC OOITYCKACTCA,

OTBETCTBEHHOCTH 33 3aKOHHOCTb MCIIOJIb30BaHUS U HAJEC)KHOCTh XPAHEHUS IIeYaTeil ¢
uzoopaxenuem ['ocymaapcTBeHHOr0 repba Poccuiickoit denepamnuu Bo3naraercss Ha pyKOBOIUTEIS
benepanbHOro opraHa UCIOJHUTENBHON BIACTH, OTBETCTBEHHOCTD 3a HAJIE)KHOCTh XPaHEHHUSI,
3aKOHHOCTb MCITOJIb30BaHUA IPYyTUX MEYaTEN BO3JIAraeTCs Ha PyKOBOJAUTENIEH COOTBETCTBYFOIIUX
NO/pa3/IeNICHUN;

[I€YaTH U LITAMIIBI, [IPUILIEAIINE B HETOAHOCTh U YTPATUBILINE 3HAYCHUE, IT0JIJIEkKAT BO3BpATY I10
MECTY BBIJIaUH, TJI€ OHU YHUUYTOXKAKOTCS MO AKTY C COOTBETCTBYIOLIEH OTMETKOM B )KypHAJIE y4eTa;

MOPSAIOK XpaHEHUS MeYaTei U MITaMIIOB, MPABUILHOCTh UX UCIIOJIb30BAHUS B CTPYKTYPHBIX
NoJipa3iesIeHusIX MPOBepsETCs MoIpa3AesieHuEM, OTBETCTBEHHBIM 32 yUeT reuyaTeil.

3.8.2. Y4er 0/1aHKOB IOKYMEHTOB

Opranu3anuio paboThl IO U3TOTOBJICHUIO U YUeTy OJaHKOB JOKYMEHTOB (heJiepanbHOro opraHa
UCTIOJTHUTEIILHOW BIACTH PEKOMEH/YETCS BO3JIOKHUTH Ha aIMUHUCTPATUBHO-X03IHCTBECHHY IO
ciryx0y, KoTopasi:

HOJIy4aeT OT CITyKOBbI 1€JI0NPOU3BOJICTBA 3assBKM HAa U3rOTOBJICHHUE OJIAHKOB JJOKYMEHTOB, a TAKXKE,
py HEOOXOTUMOCTH, UX 00pa3Ibl (MAKeTHI);

odopmIsieT 3aKka3bl Ha U3TOTOBJICHHUE NI€YaTHO-OJJAHOYHOM MPOAYKLUHU B TULIOTpaduy;

OCYILECTBIISET MOJIy4YeHHE, yUeT MocTymieHus 6nanko (mpuioxenue Ne 30) u Beigauy B CyxOy
JIeJIONIPON3BOICTBA U3TOTOBJIEHHBIX OJaHKOB JOKYMEHTOB.

Jlnst BeieHus yuera BblZauu OJaHKOB, M3TOTOBJICHHBIX TUIIOTPAa()CKUM CIIOCOOO0M, B
CTPYKTYpHBIE NOJpa3aeeHus (eaepaabHOro opraHa NCTIOIHUTEIBHON BIACTH, OTaHKH
JIOKYMEHTOB HyMEPYIOTCS TUIIOrpadCKUM criocoboM uit HymepaTtopoM B Ciyxoe
JIe0npon3BoICTBA. [1OpsIAKOBBIN HOMEp TPOCTABIISIETCS B HIDKHEH 4acTh 0OOPOTHON CTOPOHBI
OnaHka. Yuer OJaHKOB BEJETCS Pa3/esIbHO M0 BUJaM OJIAaHKOB B )KypHaJle y4yeTa BblJauu OJaHKOB
(mpunoxenue Ne 30).

Pexomenayercs B MHCTpyKLMU TIO J€IONPOU3BOACTBY MPELyCMOTPETDH CIEAYIOUINE MONO0KESHHUS:

OJIaHKH BBIAAIOTCS paOOTHUKAM, OTBETCTBEHHBIM 3a JIEJIONPOU3BOACTBO B CTPYKTYPHBIX
HOJpa3/ieNIeHUsIX, MO POCIUCH B XKypHaJe yuyeTa BblAauu OJIaHKOB;

B CTPYKTYPHBIX MOJIpa3iesieHusIX OJaHKU JOKYMEHTOB UCIOJIB3YIOTCSA CTPOTrO MO Ha3HAYEHUIO U
XPaHATCS B HAJICKHO 3aIMparoNuXcs mkadax;

nepeaaya OJaHKOB APYTMM OPTaHU3ALUSAM U JIMLAM HE J0IyCKaeTCs;

HCTIOpYEHHBIE U HEBOCTPEOOBaHHBIE OJTaHKM BO3BPAIIAIOTCS B MOJpPA3eICHUE, OCYIIECTRISIONIEE
y4eT OJIaHKOB.



(1 (Co6panue 3akonomatensctBa Poccuiickoit ®enepanun, 2009, Ne 25, ct. 3060)

(2] AAMMHUCTPATUBHEII perlaMeHT Mo IpeaocTaBieHnio deaepanbHbIM apXUBHLIM ar€HTCTBOM
rocyaapcTBeHHOU yciryru «CorinacoBaHue MOJ0KEHUHN 0 HEHTPaIbHBIX 3KCIEPTHBIX KOMHUCCHSIX,
[EHTPATHHBIX ApXUBAX U MHBIX HOPMATHUBHBIX MTPABOBBIX AKTOB 10 ApXUBHOMY ey (heaepanbHbIX
OpraHoOB rOCYAapCTBEHHOW BJIACTH U MOJIBEJOMCTBEHHBIX UM OPTaHOB U OpraHM3allHi, a TaKxKe
MHCTPYKLHUH 10 IETONPOU3BOJACTBY (eiepabHBIX OPraHOB TOCYAAPCTBEHHON BIacTH» (YTBEPKACH
MprUKa3oM MUHHUCTEPCTBA KYJbTYPhl 1 MACCOBBIX KOMMYyHUKauii Poccuiickoit denepanuu ot

23 Hos6ps 2007 1. Ne 1322, 3apeructpupoBad MunuctepcTBoM roctuiiuu Poccuiickoit deneparmu
21 derpans 2008 r., peructparmonusiid Ne 11202).

31 depepanbueblii 3akon ot 10 sHBaps 2002 r. Ne 1-D3 «O6 371eKTpOHHOM U(PPOBOI MOIITHCH
(Cobpanue 3akonomarenscTBa Poccuiickoit denepanuu, 2002, Ne 2, ct. 127; 2007, Ne 46, cT.
5554).

4] denepanbusblii 3akon ot 10 sHBaps 2002 1. Ne 1-®3 «O6 371eKTpOHHOM 1MPOBOI MOIMHCH
(Cobpanue 3axkoHomarenscTBa Poccuiickoit deneparuu, 2002, Ne 2, ct. 127; 2007, Ne 46, crT.
5554).

5] denepanbublii 3ak0H 0T 22 okTAOPs 2004 T. Ne 125-D3 «O6 apxusHOM Aene B Poccuiickoit
Oepnepannn» (Cobpanue 3akoHoaatenbcTBa Poccuiickoit @eaepanmu, 2004, Ne 43, ct. 4169; 2006,
Ne 50, cr. 5280; 2007, Ne 49, ct. 6079; 2008, Ne 20, cT.2253).

(] TTocranoBseHue [IpaBurensctBa Poccuiickoit @enepauuu ot 15 utons 2009 r. Ne 477
«O0 ytBepxaenuu [IpaBui genonpon3BoAcTBa B (peiepaabHBIX OPraHax UCIOIHUTEIbHON BIACTH»
(Cobpanme 3akonomarenscTBa Poccuiickoit denepanuu, 2009, Ne 25, cr. 3060).

"] 35ech u najee B GiraHKax (dhenepanbHBIX CITYKO U QeaepaTbHbIX areHTCTB, TOIBEAOMCTBEHHBIX
dbenepanbHBIM MUHUCTEPCTBAM HaJl HAMMEHOBaHUEM (DeIepaTbHOTO OpraHa HCIIOTHUTEIHHON
BJIACTH YKa3bIBACTCS TIOJTHOE WJIM COKpAIllEHHOe HanMEHOBaHHE (peiepaibHOr0 MHHHCTEPCTBA (CM.
npunoxxkenus Ne 1-10).

(81 TTynkr 9 [TpaBun 1e10NpOM3BOCTBA B (e/iepanbHbIX OpraHax HCHOJHUTEILHOMN BIACTH,
YTBEPKIACHHBIX TocTaHoBIeHUEM [IpaButenbctBa Poccuiickoit ®denepannu ot 15 utons 2009 r.
Ne 477 (Cobpanue 3akoHogaTenscTBa Poccuiickoii @eneparun, 2009, Ne 25, ct. 3060).

1 TTocranosnenne Tocynapcreennoit Jlymsr ®enepansaoro Cobpanns Poccuiickoit denepamyu ot
11 Hos16pst 1996 1. Ne 781-11 I'J] «O6 obpamennu B Koncrurymonnsiit Cyn Poccuiickoit
Denepauuny.

(191 (Co6panme 3axononarenscTa Poccuiickoit @eneparmu, 1997, Ne 33, c1. 3895; 1997, Ne 50, cr.
5689;1998 , Ne 47, ct. 5771; 1999, Ne 8, ct. 1026; 2006, Ne 29, ¢1.3251; 2009, Ne 2, ct. 240; 2009,
Neo 12, ct. 1443; 2010, Ne 9, ct1. 964 ).

(1Y) [Tpuxas MunuctepcTsa octunuu Poccuiickoii deneparmu ot 4 mast 2007 r. Ne 88

«O0 yTBEpIKIEHNH Pa3bACHEHHI 0 MpuMeHeHnH [IpaBUI TIOATOTOBKH HOPMATUBHBIX MPABOBBIX
akTOB (heiepalbHBIX OPraHOB HCIOIHHUTENLHON BIACTH U UX TOCY1apCTBEHHON PErHCTPALIHN.
3apeructpupoBano B Muntocte Poccun 14 mast 2007 r. Ne 9449 (m. 12).



(12 [Tpuxas Munucrepcrsa octunuu Poccuiickoii @eneparmu ot 4 mast 2007 r. Ne 88

«O0 yTBepIKIEHNN Pa3bICHEHHI 0 MpuMeHeHnH [IpaBUI TTOATOTOBKH HOPMATUBHBIX MPABOBBIX
akTOB (heiepabHbIX OPraHOB HCIOIHUTENLHON BIACTH U UX TOCY1apCTBEHHON PErHCTPALIN.
3apeructpupoBano B Muntocte Poccun 14 mast 2007 1. Ne 9449.

(3] Tam xe, m. 15.

[14] K noxymeHTam, He TIOJIEKAIIMM PETUCTPAINH, OTHOCATCS JOKYMEHTHI, He TpeOyomue
MCIIOJTHEHHS U HE COZIepIKalie HH()OPMAIIUH, HCTIOIb3yEMO B CIIPABOYHBIX IIEJISX, HAIPUMED:
TIPUTTIACHTENBHbIE, O3PABAUTEIbHBIC THCHMA, TEIerPAMMBI, OHIIETHI, TIAHBI, IPOTPAMMBI
CEMHHAPOB, KOH(EPEHIHHI, CHMITO3UYMOB U JIp. TIOJO00HBIX MEPOIPHSTHH, TJOKYMEHTHI 110
OyXTaJlTeEPCKOMY y4eTy, MATEPUAILHO-TEXHUYECKOMY OOECIIEUEHHUIO, TUIAHOBEIE, (PUHAHCOBBIE
JIOKyMEHTBI, IOCTYTIAOMINE 6€3 COMPOBOIUTENHLHOTO MIChMA, PEKIAMHbIE JOKYMEHTHI,
KOMMEPYECKUE NPEIOKEHNUS, TIeUaTHbIE U3JaHusl, YHU(DUIIMPOBAHHBIE (POPMBI U OJIaHKH
JIOKYMEHTOB H JIp.

(5] TTynkr 27 IMpaBui 1en0oNpoU3BOACTBA B (helepalbHbIX OpraHaX HCIOIHUTEIBHON BIACTH,
YTBEPKACHHBIX ocTaHoBIeHUEM [IpaButenbcTBa Poccuiickoit ®denepannu ot 15 utons 2009 r.
Ne 477 (Cobpanue 3akoHogaTenbcTBa Poccuiickoii @eneparun, 2009, Ne 25, ct. 3060).

[16] [TocTanosnenue IpaBurenscta Poccuiickoit ®eneparuu ot 15 mons 2009 . Ne 477
«O0 ytBepxaenuu [IpaBuit genonpon3BoaAcTBa B (peepatbHBIX OPraHax UCIIOTHUTEILHON BIACTH)
(CoOpanue 3akonoaarenscTBa Poccuiickoit denepanuu, 2009, Ne 25, ct. 3060).

(7] Tam xe, 1. 30

8] B coorBercTBUM ¢ [TONOKEHHEM O CHCTEME MEKBEIOMCTBEHHOTO IIEKTPOHHOTO
JIOKyMEHTO0060pOTa, yTBEPKAECHHOM TocTaHoBneHueM IIpaputensctsa Poceuiickoit deneparuu ot
22 centsiops 2009 r. Ne 754 (Cobpanme 3akoHonarenscTBa Poccuiickoit @eneparum, 2009, Ne 39,
CT. 4614), >1IeKTPOHHOE COOOIEHHE COCTOUT U3 COMPOBOIUTENBHOM M COlepKATENLHOM JacTeil.
ComnpoBoIUTENbHAS YaCcTh NIPeHA3HAUEHA IS aJpecallil COOOIEHHUS, COlepKATeNbHAS YaCTh
TIpeCTaBIsgeT cO00i TEKCT COOOLIEHHs MO0 TEKCT COOOIEHHUS C IIPUCOEAMHEHHBIMHU (Daiinamu,
COJIEPKAIIMMHU DIIEKTPOHHYIO KOMHUIO (3I€KTPOHHBI 00pa3) JOKyMEHTa WU 3IeKTPOHHBIIH
JIOKYMEHT, M X PEKBU3UTHI, ONIUCAHHBIE C TIOMOMLIBIO A3b1ka XML.

(%] TTocTanosnenue IpaButenscta Poccuiickoit ®eneparuu ot 15 mons 2009 . Ne 477
«O06 ytBepxaenuu [IpaBui genonpon3BoaAcTBa B (peepatbHBIX OPraHax UCIIOTHUTEILHON BIACTI)
(CoOpanue 3axkononarenscTBa Poccuiickoit denepanuu, 2009 1. Ne 25, ct. 3060).



