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06 yreepsaenuu UHCTPYKIHH IO Ae100pOH3BOACTBY B Munucreperse
CTPOHTEJIBLCTBA, APXHTEKTYPbl H KHJIHIIHO-KOMMYHAJILHOTO X035HCcTBA
Pecny6simku larectan

B 1ensix COBEPLICHCTBOBAHUS JOKYMEHTAIHOHHOTO 00eCTedeHUs U OpraHn3ally
paboThl C JIOKYMEHTaMH B MMWHMCTEPCTBE CTPOUTE/ILCTBA, aPXUTCKTYphl H KHITHIIHO-
KOMMyHajbHOro  Xo3siictBa PecryOsvkn  Jlarecrad, a TaKke pYyKOBOJCTBYACH
mocranosienuem Ilpasutenscrsa Pecry6muku Jarectan ot 30.03.2022 1. Ne 60
«Bompockl MunucTepeTBa CTPOMTENBCTBA, APXUTCKTYPbl U JKHTHIIHO-KOMMYHATBEHOTO
xozsiicTBa Pecniydnuku Jlarectan» npukasbiBao:

1. YrBepauts npunaraeMyto MHCTPpYKIHIO 110 A€JONPOU3BOIACTBY B MunHucTepCTBE
CTPOHMTENLCTBA, APXUTEKTYPBl M IKHIMIIHO-KOMMYHATBHOTO xo3siicrea PecrnyOnuku
JlarecTaH.

2. 3aMecTUTe/IsTM MHHHCTPA, HaualbHUKAM YIIpaBJieHHH, OTAEIIOB obecreduTh
crporoe cobmonenne Tpeboanuii MHCTPYKIMH MO ACTONPOU3BO/ICTRY HPH pabote ¢
JTOKYMCHTaMH.

3. Ilpuka3z MuHHCTEPCTBA CTPOUTETBCTBA Pecny6aukn Jarecran Ne 11-T1p-52 o1 3
cetssbps 2021 1. «O6 yrteepxmeHnu MHCTpyKuu# IO JIETOTIPOU3BOACTBY B
MHuHHCTEpCTBE CTpOoUTEbeTBA Pecnybmukn [larecTan» NpU3HATh yTPATUBIIHM CHITY.

4. Oreny IPaBOBOrO 0OECTICYCHUs M TOCYAAPCTBEHHbIH CITy’KOBI yIIPaB/ICHHA
nesamu (MytyeBy WL.111.) opraHusoBaTh paboTy MO pa3sMeILEHHIO HACTOALIETO MprKasa Ha
odunmanbHOM calite MUHHCTEpCTBA CTPOMTEILCTBA, APXUTICKTYPBI M JKUJTMLLHO-
KOMMyHanbHoro  xossiictea  Pecnybmuku  Jlarectan B WHGOPMALHOHHO-

TeICKOMMYHHUKAUHOHHOM ceTH «MHTepHET» (minstroi(@e-dag.ru).



5. OpranuzanvonsoMy otaerny (AGyesa b.C.) obecniednTs MOCTOSHHbIH KOHTPOIb
cobmonenusi TpeboBaHUi WMHCTPYKLIMHM [0 JI€/JIOMPOM3BOJACTBY BCEMH pPabOTHHKAMH
Muncrpos P/1.

MunucTtp A.A CyaeiimaHoB
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MHCTPYKIHSA IO AEJOITPOU3BOICTBY
B MUHUCTEPCTBE CTPOUTEJILCTBA, APXUTEKTYPbBI U
KHUIUIHO-KOMMYHAJIBHOTI'O XO3SMUCTBA
PECIIYBJIHUKH JATECTAH

1. O01mue noJioKeHUs

1.1. Hacrosm@as WHCTpYKIMS TO JelompousBoacTBy B MuHHCTEpCTBE
CTPOHMTENbCTBA, APXHTEKTYPhl H IKHIHIIHO-KOMMYHAIBHOTO xo3siicTBa PecmyOmuku
Jlarectan (nanee - MHCTpyKums) IOArOTOBJICHA B COOTBETCTBHH C [TpaBunamu
JIeJIONPOK3BOJICTBA B TOCYAAPCTBEHHBIX OpraHax, OpraHax MeCTHOro CaMOYIpaBJICHHA
YTBEpXKACHHBIM Mpukasom DezepalbHOro apXUBHOIO areHTCTBa OT 22.05.2019r. Ne71,
MeToH4ecKUMH PEKOMEH/IALHAMH 10 paspadoTke MHCTPYKIHH 1O J1eJI0NpPON3BOACTBY
B FOCY/IAPCTBEHHBIX OpraHax, OpraHax MECTHOr0 CaMOyNpaB/eHMA YTBEPIXKIECHHBIMH
npukazoM QPeepajpHOr0 apXMBHOIO areHTCTBa OT 24.12.2020r. Nel199, I'OCTom P
70.97-2016 «Cucrema craHmapToB 1o uHdopManuu, OubmuoTedHOMYy W
u3narenseKoMy zeny, [lonoxenrem o MUHHCTEPCTBE CTPOUTENBCTBA, APXUTEKTYPBI H
JKHJIMIIHO-KOMMYHAJIbHOTO  Xo3slicTBa  PecmyOmuku JlarectaH, ¥ HHBIMU
HOPMATHMBHBIMU TIPABOBBIMH aKkTaMi PoccHicKoH ®enepauun ¥ Pecry6iuku JlarecraH.

1.2. HWHcTpyKums 10  JENONPOM3BOJCTBY pazpaGorasa B  LeJsX
COBEpIIEHCTBOBAHMS JIEJIONPOU3BOJICTBA M IOBbIMICHHS sdexTHBHOCTH PabOTHI C
JIOKYMEHTaMH IIyTeM perjaMeHTallu Ha eIIMHO} NMpPaBOBOM U METOIUYECKOH OCHOBE
MPaBUJI MOATOTOBKH JOKYMEHTOB, OPraHM3allii HX TEKYIIEro XpaHCHHA 1 TIOJITOTOBKE
K repefaie B apxuB MMHHMCTEPCTBA CTPOWTEILCTBA, APXMTEKTYPRI M HKHIJIALITHO-
KOMMYHABHOTO X03si#ictBa Pecmy6inky JlarecTaH (nasnee — MUHHCTEPCTBO).

1.3. TlojoXkeHHs WHCTPYKUMH MO  JETONPOM3BOACTBY NPUMEHAOTCA K
GyXranTepckoi, KaapoBOd W JpyroH CIeLMAILHOM JOKYMEHTAllMHd B YacTd OOIIHX
NPUHIMIOB paGoThl ¢ JOKYMEHTaMH, TaK )€ pacrpoCTpaHitoTCA HA OPraHU3alHio
paboThl ¢ TOKYMEHTaMH HE3aBUCHMO OT BUJa HOCHTEN, B TOM 9HCIC C DJIEKTPOHHBIMH
JIOKYMEHTaMH, BKJIOYas WX IOIATOTOBKY, 06paboTKy, HCIONHEHHE, KOHTPOJIbL 32
MCIIONTHEHHEM, XPaHEHHe, OCYIIECTBIIsieMble ¢ NPUMEHEHHEM CHCTEMBI 3JIEKTPOHHOIO
noKyMenToobopora (nanee — C3/).

1.4. [ToyoxeHNst MHCTPYKLUMH He PaclpOCTPaHAIOTCA Ha OpraHH3aluio paboTHI €
JOKyMEHTaMH, CONEPKAllUMH CBEJCHHS, COCTABJIAIOIIHMC rOCyapCTBEHHYIO TaWHY.
Mopsamok paboTel € JOKyMEHTaMH, COJepXKalliMH cnyxebHyl0 HH(pOpMAIHIO



OrpaHHYEHHOrO PacnpoCTPaHeHHs, ONPeACTACTCH COOTBETCTBYIOLIEH MHCTPYKUHMEH 10
obecreueHHIO peXKUMa CeKPETHOCTH.

Comepxanue CIykeOHBIX JOKYMEHTOB HC nomtexur pasrnamenuio.  C
JIOKyMEHTaMi MOryT ObITh 03HaKOMJICHbI JIHLA, MMEIOLIMe HEMOCPeACTBEHHOE K HHM
OTHOLICHHE. 3HAKOMHTb C COAEPIKAaHHEM JOKYMEHTOB NIPYTHX U1 WIK NpeAcTaBlIATh
JOKYMEHTE I OMyOIMKOBaHMA B MCHaTH JIOTIycKaeTcsl TONBKO C IHUCBMEHHOTO
paspeLIeHHs pyKOBO/JCTBA MuHucTepcTBa.

[Mopsiiok pPacCMOTPEHHA oOpalleHuil  rpakaaH Poccuiickoit Penepanvu,
WHOCTPAHHBIX PaXIaH, JIHIL 63 rpaxaaHCTBa, OOBEIMHCHHH Ipakaat, B TOM yHucIe
JOpHAAYecKhX JULl (mamee - obpalteHne TpaXIaHuHA, OpraHW3allii), ¥ BEACHHE
JIe/IONPOM3BOACTBA MO OOpaLICHAAM TPAXIAH, opraHu3alui ycTaHaBlMBaeTCA B
MHuUHHCTEPCTBE B COOTBETCTBHU C depepabHbIM 3aKOHOM OT 2 mas 2006 T. N 59-@3
"O nops/iKe pacCCMOTPEHHA obpalieHu# rpaxaaH Poccuiickoii @exepaliu’.

1.6. QpraHu3aLs, Be/IeHAe 1 COBEPLICHCTBOBARME JIeTONPOM3BOJICTBA HA OCHOBE
eIMHONW MOJMTHKM M TIPHHIUIOB, MPUMEHEHHE COBpeMeHHbIX HMH(OPMaIMOHHbIX
Texuonoruii B pabore ¢ IOKYyMEHTaMH, METOMUYECKOC PYKOBOZICTBO H KOHTPOIb
COBIIOEHHs] YCTaHOBJIEHHOTO TOPAZKA paboTel ¢ JOKYyMeHTaMH B CTPYKTYpHBIX
noapasaeneHusx MuHHCTEPCTBA ocymectaiserca OpraHu3allMOHHBIM — OTACIOM
MunucTepcTBa (Haiee — OTHEN).

OyHKUMK, 3ajadd, TpaBa U OTBETCTBEHHOCTh oTHena MHHHCTEPCTBA
PerIAMEHTHPYIOTCS [I0JIOXKEHHEM O HEM, JIOJKHOCTHBIE OO53aHHOCTH PabOTHHKOB
OTZeNa YCTaHABIMBAIOTCS JOJDKHOCTHRIMH pernaMeHTaMH U HHCTPYKIHAMH.

1.7. OTBeTcTBEHHOCTh 3a OpraHH3allHIo JIeNIONPOU3BO/ICTBA, COOMOCHHE
ycTaHoBNeHHBIX [IpaBrll paboTBl C JOKyMEHTaMH B CTPYKTYPHBIX TOIpa3ACICHUAX
MuHHCTEPCTBa BO3/1araeTcs Ha uX PYKOBOJIMTEJIEH.

1.8. HenocpenctseHHOE — BEACHHE IeNONPON3BOACTBA B nofipa3aesIeHuAX
MHuHMCTEPCTBA  OCYLIECTBIIACTCA [ETONpPOU3BOUTENIEM WM HHBIM pabOTHUKOM
[O/Ipa3/Ie/ieHHsi, Ha KOTOPOTO BO3JIOMKEHbI 0BS3aHHOCTH 110 BEIEHHIO JIEJIONPOM3BO/ICTBA
(nanee - AeJIONPOU3BO/IMTEND T10/Ipa3aeNeH s).

1.9. Ha nepuop OTIyCKa, KOMaHIUPOBKH, GONe3HHM WIM B CiIydae YBOJIBHCHHA
paGOTHUKM ~ CTPYKTYPHBIX MoJpasfieicHuii  OpraHM3aIvH 00si3aHBl TMepefiaBaTh  BCC
HaXOJSAIIMeCs HA MCIIOJHEHUH JOKYMEHTBI JIEJIONPOM3BOIMTENIO  TIOIPA3/IENICHHA  WITH
Ipyromy pabOTHHKY M0 YKa3aHUIO PYKOBOJIUTENS [IO/pa3/Ie/ICHHA.

[Ipg cmeHe JENONPOM3BOAMTCIISA MOZpA3Ie/IeHnA COCTABNIACTCA  aKT  TIPHCMa-
riepesayy JOKyMEHTOB 1 eI

CojepkaHue  CIy)KeOHBIX  JIOKyMEHTOB He  TIOMJIEXWT  PasMIAlICHHIO.
BsaumopeiicTBUE CO CpEeACTBaMH MaccoBoli uH(opMalMH, Iepenada HM Kakou-11u00
pHA(OPMAIMH WK TOKYyMEHTOB U KX KOTHMii JIOMyCKAeTCst TONMBKO C PasperICHHs MUHHCTPa
JUTH MHOTO YIIOIHOMOYEHHOTO HM JIODKHOCTHOTO JILA.

PaGoTHAKM MUHHCTEPCTBA HECYT AMCLMIUIHHAPHYIO, a/IMHHHCTPATUBHYIO U HHYIO,
YCTAHOBIICHHYIO ~3aKOHOJATENECTBOM Poccuiickoii ®enepaiy, OTBETCTBCHHOCTH 34
HapyIIeH’e CPOKOB XPaHCHHUS IOKYMEHTOB, yTpary ¥ HeCaHKIOHMPOBAHHO® YHAUTOKCHHE
cryeGHBIX JIOKyMEHTOB.

1.10. TIpu ytpare AOKyMEHTOB JIeNONPOU3BOUTEND MOAPA3ACICHHS uHpopMHUpYyeT
PYKOBOIUTENIS CTPYKTYPHOTO MOAPa3NeneHii | oT/IeN, TI0CTIe YEro OpraHu3yeTcs po3bICK



ZIOKYMEHTOB.
Eci pO3BICK JIOKYMEHTOB HE J@€T Pesyibrara, COCTABISETCS aKT, B KOTOpPOM

yKa3bIBAIOTCS JIAHHBIE YTPAueHHOTO NOKyMEHTa, a TaKoKke 0OCTOATENBCTBA, NP KOTOPBIX
NpOM30LILIA YTpara, MOCie Hero MperpHHAMAIOTCH Mephl [0 3aMELIEHHIO JaHHOIo
JIOKYMEHTA 3aBEPEHHOH KOIHEH JOKYMEHTA.

1.11. [TpaBuaa paboTsI ¢ JOKYMEHTAMHU B CHCTEME 3JIEKTPOHHOIO IOKyMEHT0000pOTa
Munucrepctsa (nanee - COJI) ¥ MHBIX nH(OPMALMOHHBIX CHCTEMaxX, B KOTOPbIX
OCYLLECTBISETCS CO3/1aHHE (BK/IFOUEHHE) M XPAHEHHE JIOKyMEHTOB, HE JOJDKHEL BXOIUThH B
TIPOTHBOPEYHE C TIONIOKEHUAMU HacTosmed VHCTpYKIHH.

I1. OcHOBHBIE NOHATHSA

2.1. B UHCTPYKIIMH IPAMEHSFOTCS CIIE/IYIOLHe OCHOBHBIC MOHATHS:

OKyMEHTHpOBaHUE — (HKCALHS yH(pOPMAaLMK Ha MaTepHajbHbIX HOCHTE/IIX B
yCTaHOBIICHHOM TIOPSIKE;

JIEJIONPOM3BO/ICTBO — J€ATEIBHOCTD, oBecreunBapoInas co3aaHue oQuIHraIbHbIX
JIOKYMEHTOB ¥ OpraHHM3al1I0 paboThl C HUMH;

JOKYMEHT — O(QHIMAIBHBIH TOKYMEHT, CO3IaHHBIM roCyAapCTBCHHBIM OPIraHOM,
OpraHoM MECTHOrO CaMOyMpaBJICHHs, IOpH/IMYECKHM WM (QU3MYECKHM  JTHIIOM,
ohOpMJIEHHBIH B yCTAHOBJIEHHOM TOpsIKE H BKJIIOYEHHBI B JIOKyMEHTOODOPOT
MHUHHCTEPCTBA,

3JIeKTPOHHBIHA JOKYMEHT — JOKyMEHT, B KOTOPOM uHbOpManus MpeACTaB/ICHa B
3NeKTPOHHO-LHGPOBOH hopMme;

aBTOP JI0KyMEHTa — (PU3UYECKOe HIIH IOPHHIECKOE JIMLIO0, CO3/1aBlIEE AOKYMEHT;

BHI JOKYMEHTa — INpPHHA/UIOKHOCTb JOKYMEHTa K OIpe/eNIeHHO} Tpynme
JOKyMEHTOB T10 TIPH3HAKaM COJepXKaHus 1 LCTIEBOTO Ha3HAYeHUS,
obopmieHHe JIOKyMeHTa — TpOCTaBJICHUE HeOOXOAUMBIX  PEKBHU3MTOB,

YCTaHOBIIEHHBIX MPABUIAMH JOKY MEHTHPOBAHU,

JIEKTPOHHAS TIONMHMCH — PEKBU3UT SJICKTPOHHOTO OKyMeHTa, TOTy4YeHHBIH B
pe3ysbTaTe KpUITOrpaguyeckoro npeobpa3oBanus HHOOPMALAA C WCIIONIB30BaHHEM
3aKpHITOTO KJTHOYa TOAMKCH H [103BONSIOIIAN MPOBEPUTH OTCYTCTBHE HCKAKEHHA
uEbOpMAlLE B OJEKTPOHHOM JOKYMEHTE C MOMeHTa (OPMUPOBAHUS IMOAIHUCH,
PHHAJTEKHOCTD TIOAMHCH BIaACTIbIY cepTH(UKaTa KIIOYa MOANUCH (aBTOpCTBO), @ B
cllydae YCTEWIHOW TPOBEPKU  TOATBEPIHTE dakT MNOANMCAHMS  OJICKTPOHHOTO

JIOKYMEHTA,
PEKBH3UT IOKYMEHTa — ofsi3aTebHbIH 371eMEHT 0GOpMIIEHHs TOKYMEHTA,
GraHk JOKyMeHTa — Halop PEKBU3HTOB, MICHTU(GUIUPYIOUIMX — aBTOpa

0GbHUIMaTLHOTO MMCHMEHHOTO TOKYMEHTa,
[OJIMHHHAK JOKYMEHTa — NePBbIH MK ¢/IMHCTBEHHBIH dK3EMILULIP NOKYMEHTA,
KONHsi JOKYMEHTa — IOKYMEHT, MOITHOCTHIO BOCIIPOM3BOALIMI HHGOPMALIHIO
[10//IMHHUKA JOKYMEHTa ¥ €r0 BHENIHHE IPU3HAKH, HE AMEIOIINH FOPUANUECKON CHIIBL,
jaBepeHHas KOMHMs — KOIMA JOKYMEHTa, Ha KOTOpO# B COOTBETCTBHH C
YCTAHOBJICHHBIM ITOPANKOM IPOCTABIIOT HeoOXOOUMbIe PEKBH3MThI, NPHIAIOLINE et
JOPHIMIECKYIO CHITY;
ofpaleHue IpaXIaHvHa — HAINpPaB/ICHHBIC B rocyZlapCTBEHHbI OpraH, Opra



MEeCTHOTO CAMOYIpABICHHs WM JOTKHOCTHOMY JIHILY NUCHMEHHbIE TIPEIJIONEeHHA,
JastRIICHME HITH »Kanoba, a TakkKe yCTHOC obpaleHue rpakaaHuHa B rocy/1apCTBEHHBIH
opras, OpraH MECTHOTO CaMOyTpaBICHHA;

[OpUIMYecKas CHia JIOKyMeHTa = CBOMCTBO OQMIHATBLHOr0 J10KYMCHTA,
cooBImaemMoe eMy JeHCTBYIOIMM 3aKOHONATE/IbCTBOM, KOMIIETeHIIMeH M3/aBIIEro €ro
opraHa ¥ yCTaHOBICHHBIM TIOPAIKOM o(hopMICHHS;

yHH(UUMpOBaHHas (opMa OKyMEHTa — COBOKYITHOCTh PEKBU3MTOB M THITOBBIX
(parMeHTOB TEKCTA JOKYMEHT3, YCTAaHOBJIEHHBIX B COOTBETCTBUU € peliaeMpIMH B
nanHo# cepe HEATENBHOCTH 3a7a49aMu U PACTIONIOXKEHHBIX B ONPE/ICIICHHOM TIOPSIIKE
Ha HocHTese HHPOPMALIUH,

mabon Onanka (YHHGHUUIMPOBAHHOM dhopMBbl JOKyMEHTa) — OaHK JAOKYMEHTa
(yHuGHUMpPOBaHHAS hopma IOKyMEHTa), TpeCcTaBleHHbIH B 3NeKTPOHHON hopMe;

OKyMEHTOO00pOT — ABIKEHHE IOKYyMEHTOB ¢ MOMEHTa WX CO3/IaHHA HIH
[0J1ydeHus 0 3aBepIIeHHs HCIOTHCHUA, [TOMELIEHHUS B JeJ0 U (WIK) OTIPABKH;

06beM JOKyMeHTooOopoTa — KOJIHHECTBO JOKYMEHTOB, TMOCTYNMBIINX B
OpraHU3aLMI0 U CO3[IaHHbIX €10 32 onpee/eHHbIH epUOL;

perucTpalys I0KyMeHTa — IPHCBOCHHE JIOKYMEHTY PETMCTPallHOHHOro Homepa |
3aMKch B YCTAHOBJIEHHOM TTOPSIIKE CBeJIEHHH 0 JIOKYMEHTE;

HOMEHKJIaTypa [aen — CUCTEMATH3MPOBaHHBIA IEpPEeYCHb HaUMEHOBaHUH Jell,
hopmupyeMbix B MUHHCTEPCTBE, C yKa3aHWeM CPOKOB MX XPaHCHHUS,

SKCIIepTH3a [EHHOCTH JOKYMEeHTOB — u3ydeHue IOKYMEHTOB Ha OCHOBAHHH
KPHTEPHEB MX LEHHOCTH B HCJX ompe/e/ieHusl CPOKOB XpaHCHHA JOKYMEHTOB H
oT6Opa UX /s BKIIOUYEHHUS B COCTAB ApxuBHOro (poHza Pecny6niuku Jlarecran;

Jelo — COBOKYMHOCTb JOKYMEHTOB HITH OT/ENbHBIN JOKyMEHT, OTHOCSIIHECH K
OIHOMY BOTIPOCY HMJIH Y4aCTKy A€sTeIbHOCTH,

hbopMupoBaHHe Aena — TIPYNHHPOBKA HCIIOJIHEHHBIX [OKYMEHTOB B JI€l0 B
COOTBETCTBHH C HOMEHKIIATYpO#H JIel;

ciykGa J1en0mpou3BoACTBa — OTAel, Ha KOTOpbIH BO3IOXEHbl (YHKIHM 10
BeJeHMIO  JICTIONIPOM3BOJICTBA, @ Takke JIHMA, OTBETCTBEHHbIE 33 BEACHHWE
[IeJIONPOU3BOACTBA B APYTUX CTPYKTYPHBIX noapasaeneHHax MUHHCTEPCTBA.

BH3a- PCKBU3MT BEIPAXKAIOMIUH Kak COTNIacHe WJTM Hecorjiacue A0KHOCTHOTO JIMIA

111. lokyMeHTHpOBaHHE ynpas/ieHIeCKOH IefATeIbHOCTH

3.1. loxymenThl MHHHCTEPCTBA

3.1.1. CocTaB JOKYMEHTOB, oOpasyromuxcsi B nesitenbHOCTH MHWHHCTEPCTBA,
oTIpe/eNseTCs ero MOMTHOMOYHAMH, KpPYrOM BBIMOTHAEMBIX rocyapcTBEHHbIX GyHKIMA
¥ TIPEJOCTABIAEMbIX TOCYNAPCTBEHHBIX yCnyr, MOPSAAKOM pa3pericHHus BOIIPOCOB,
06beMOM M XapakTepoM B33aMMOCBsI3eil ¢ WHBIMH TOCYJ1apCTBEHHBIMU OpraHam,
opraHamy MECTHOTO CaMOyIpaB/ICHMA, OpraHu3aluAMH, FpaXKiaHaMH.

3.1.2. B MHuHHCTEPCTBE CO3NAIOTCA JOKYyMEHTEI Ha OyMa@XHOM HOCHTCIE,
3TEKTPOHHBIE JOKYMEHTBI (1OKYMCHTE, cosnannsie B UpoBoil popme ¥ AMEIOMHC
craTyc MoJUIMHHHKA JIOKyMEHTa) M 3JICKTPOHHBIE KOTIHH JIOKyMEHTOB, TOTY4EHHBIC B
pesynbTaTe OUHQPOBKH (manpuMep, CKAHUpOBaHMsA) JOKYMEHTOB Ha OyMa)KHOM
HOCHTEIE.



3.13. B C3JI MunucrepcTBa, B KOTOPYIO BKJIFOYAIOTCSl  DJIEKTPOHHBIC
JOKyMEHTBI, TIPH BU3yalTH3alAA S/CKTPOHHBIX [OKyMEHTOB M MX BOCIIPOM3BEJCHUH Ha
OyMa)KHOM HOCHTENE MOJDKHBI BOCMIPOM3BOAUTECA PEKBH3UTEL, obs3aTenpHbIe MU
COOTBETCTBYIOLIErO BH/1a IOKYMEHTA.

CHJ1 MuHHMCTEPCTBA MOXKET MOAACPKUBATE QYHKIMIO CO3MAHUA SNEKTPOHHBIX
NOKYMCHTOB.

3.1.4. Tlpx co3a@aHHH JJIEKTPOHHBIX JIOKYMEHTOB, HMCIOJB3YIOTCS JJIEKTPOHHBIC
mabnonsl  67aHKOB M QJIGKTPOHHBIC mabnonsl  (YHUGUIIEPOBAHHBIC (dbopMbl)
IOKyMEHTOB, KOTOpbIE 110 COCTaBy PEeKBH3HTOB JIOKyMEHTOB JIOJDKHBI OBITH HACHTHTHEL
JOKyMeHTaM Ha OyMaXHOM HOCHTEJC. JeKTpOHHbIE IIA0JIOHEI OJIaHKOB M
3NeKTpOHHbIE  IMAbIOHBI  JIOKYMEHTOB JOJKHBI  ObITH  3allHIIeHsl  OT
HeCaHKIMOHHPOBAHHBIX H3MEHEHHUH.

3.2. biiaHkH 10KYMEHTOB

3.2.1. JIOKyMeHTBI, CO3/1aBacMbIe B MunucrepeTBe, 0QOpMIAIOTCS Ha OJiaHKax, Ha
CTAHAAPTHBIX JIACTaX OyMary dopmara A4 (210x297 mm), AS (148x210 mMM) MK B BUIC
MEKTPOHHBIX JIOKYMEHTOB (ab10HOB ONAHKOB) M AODKHBI MMETH YCTaHOBJIEHHBIN
COCTAB PEKBH3HTOB, HX PacIoIOKCHHE H odopMIICHHE.

3.2.2.DneKTpOHHBIE maboHsl OJAaHKOB JIOKYMEHTOB [IOJDKHBI OBITh MIECHTHUYHBI
6I1aHKaM JOKYMEHTOB Ha OyMaKHOM HOCHTEIIC.

3.2.3.Jlns M3TOTOBJIEHHS JOKYMEHTOB B MHUHHCTEPCTBE HUCTIONBL3YIOTCA CIEIyIOMIHE

BU/IEI OJIAHKOB:

GAHK MpHKa3a (IPAI0KEHHS Nel)

GaHK pacropsKeHHs (NPHUIOKEeHNHE No 2);

G1aHK pOTOKOJIA (PHUIOKEHHE Ne 4);

6J1aHK TTMCHMA TTPOIOJIBHBIH (npunoxenue Ne :

GraHK MACHMA YIJIOBOHM (TPH/IOKEHHE Ne 3a).

Bae/ienye B 0OpalIeHHe HOBBIX OaHKOB OCYIIECTBIIAETCS TOIBKO MO MOPYHCHHIO
MMHHKCTPA.

Jlnst odopmIIeHHs Pe3ONIOLMH Ha JIOKyMEHTE B MuHHCTEPCTBE  HCIIOJB3YIOTCH
GIIaHKHU PE3OITIOLMM.

3.2 4. BraHKy OKyMeHTOB MHHUCTEPCTBA pa3palaTeIBalOTCs Ha OCHOBE yIJIOBOTO
WM TIPOJIOJIGHOTO BAapHaHTa pacrioNOKEHHA PEKBHU3HTOB B COOTBETCTBHHM C IrOCT P
7.0.97-2016; mpu YrIOBOM BapHAHTE PEKBH3HIbI GaHKa pacIoNaraloTCs B BEPXHEM
JIEBOM YIUTy TIPU TIPONONLHOM BapHaHTe PeKBA3HTHI OIaHKa pacrioNaraloTes nocepenuHe
JINCTA BIOJIb BEPXHETO MOTIA.

BiaHKM He TPMMEHSIOTCS MpH  TIOArOTOBKE nepBOHAYAIbHbIX ~BAapHAHTOB
(pOEKTOB) TOKYMEHTOB. [Ipy MOArOTOBKE JIOKYMEHTOB B MUHHCTEPCTBE UCTIONB3YIOTCS
3IEKTPOHHbIE MA0JIOHBI OIAHKOB C COOIOIEHAEM YCTAHOBIICHHBIX TPaBHIT o(hopMIICHHUS
JIOKYMEHTOB.

32.5. Bnamk mnmchMa MUHMCTEPCTBA  CONCPIKHT CleAylolye pPeKBU3HUTBL
[ ocy1apCTBEHHBIH rep6 PecmyOmmku JlarectaH, HanMMCHOBaHHC MHUHHCTEPCTBA,
CrpaBOoYHBIC J@HHBIE O MHUHHCTEPCTBE, OTMETKH A MpocTaBnenus JaThl  H
PEruCTpaIOHHOT0 HOMEpa, OTMETKH [ CCBUIKM HA MCXO[SLIMA HOMEp H Jary

NOKYMEHTa ajipecara.
BlaHkM TIpHKaza M PAcTIOPMKEHWA  COACPXAT CTeytolMe  PCKBU3UTBHI:



TocynapcTBeHHbIH repd Pecrniy6nuxu Jlarectan, HauMEHOBAaHHC MHuHHCTEPCTBA, BHI
JIOKYMEHTa, OTMETKH /15l IPOCTABJIEHHSA 1aThl H PerucTpaoHHOr0 HOMepa.

326 B MuHHCTEpCTBE MCHOJNB3YIOTCS  OJIEKTPOHHBIC noKymenTel (€3
Tpe/IBapHTENILHOrO JOKYMEHTHPOBAHHS Ha GyMaXHOM HOCHTENE) H JEKTPOHHBIC KOITHH
noKyMeHTOB. [Ipy CO3/1aHMH OJIEKTPOHHBIX JIOKyMEHTOB B CHCTEME 3JIEKTPOHHOIO
noxymenToobopora (COJ) HCrmonb3yoTCA SNEeKTPOHHbIE WIA0JIOHBI  JOKYMCHTOB,
YTBEP)KJCHHBIC MHHHACTPOM. DIeKTPOHHBIE JIOKYMEHTBI CO3JaI0TCA, oOpabaTsIBatoTCs
XpaHATCsS B CHCTEME JIEKTPOHHOIO HoKyMeHTo060poTa MHHHCTEPCTBA. DNEeKTPOHHBIH
JOKYMEHT J10JDKeH OBITb OOpMIIEH 110 o6IMM TpaBUIIaM JIEIONPONU3BOACTBA W HMETh
PEKBH3UTBI, YCTAHOBJICHHbIE /U1 aHAJIOTUIHOTO JOKyMeHTa Ha OyM@KXHOM HOCUTENE, 33
HcKITFOYeHreM pekBu3nTa «I OCYJapCTBEHHBIH repd Pecry6muku Jlarectam.

3.2.7. BiaHK¥ JIOKyMEHTOB Ha OyMaKHBIX M 3/ICKTPOHHBIX HOCHTENSX IO/DKHBI
HCIIO/Ib30BaThCa CTPOTO MO HA3HAYEHHIO 6e3 paspelleHus pyKOBOACTBA MuHucTepcTBa
He MOTYT ITepeaaBaThCs JAPYTUM OpraHu3alliiM 1 JIHLAM. braHky iceM MHHHCTEPCTBA
Ha GYMaXHBIX HOCHTEJISX UCTIOJB3YIOTCS B CITyHac, €CIT IOKYMEHTBI aIpeCcyIoTCs JIMIAM,
He SBJISIOUMMCS YYACTHHKAMH CHCTEMbI SJIEKTPOHHOTO noxymenToobopora (CO/1), B
TOM uMcTIe JOKYMeHTbl, OpOpMIIeHHBIE U1 M0Ja4K B cynebGHble OpraHbl, a TaKKe IpH
Jaue OTBETA Ha 3asBIICHUSA M 00pallleHHs TPAXUIAH.

3.3. O61mue TpeGoBaHHUS K H3TOTOB/ICHHUIO JOKYMEHTOB

3.3.1. TIpu mnoOAroTOBKE HOKYMEHTOB pEKOMEHYeTCsl TPHMEHSTH TEKCTOBBIH
penaxtop Wordfor Windows ¢ MCIIONb30BaHHEM MPU(TOB TimesNewRoman pazMepoM
Ne 12 (w15t opopMIICHHS TaOIHYHBIX matepuaios), Ne 14 (s tekcroB) — uepes 1 — 1,5
MEKCTPOUHBIX HHTEpBasa. TekcT JOKyMeHTa BbIPABHHBAETCS 110 IIHPUHE JIHCTA.

B coorserctBun ¢ I'OCT P 7.0.97-2016 cuyxebHple NOJIA IOKYMCHTa,
obopMIcHHbIe KaK Ha OiaHKe, TaK U Ha cTaHAapTHOM JHUcTe OyMard, J0JDKeH UMETH
T0JIs He MEHee:

20 MM — JieBoe (30 MM JOKYMEHTBI IOCTOSHHOI'O XpaHeH!s )

10 MM — mpaBoe

20 MM — BEpxHee

20 MM — HHXKHEE.

33.2. Ilpu co3gaHMM J[OKYMEHTA Ha JBYX M Gonee CTpaHULaX BTOPYIO H
MOCeAYIOLIHe CTPAHHLIBI HyMEPYIOT. Homepa CTpaHHLl TIPOCTABJISIOTCA IO CCPERHHE
BEPXHETO 110J151 IOKyMEHTa Ha pacCTOAHNHA 10 MM OT BEpXHEro Kpast JIMCTa.

3.3.3. JIOKyMeHThl, HM3]aBaeMbpleé OT HMCHH JBYX win Gosiee oOpraHu3alldi,
oOpMIISIOTCS Ha CTaHAAPTHBIX JIMCTAX 6e3 Gnanka (oM. [Tpunoxenue Nel9).

3.3.4 JIoKyMeHT MOXET CO371aBaThCs Ha JULEBOH U 00OPOTHOM CTOPOHAX JTHCTA.
[Ipu JIBYCTOPOHHEM CO3[aHMH JIOKyMEHTOB IIMpUHA JIEBOrO MOJs W Ha JTMLIEBOM
CTOPOHE JIUCTA U NPABOro I1071A Ha 06OpPOTHO# CTOPOHE JTHCTA 0/IKHbI ObITh PABHBI.

[Ipy MOArOTOBKE TEKCTOB AOKYMCHTOB MCTIONb3yeTcs ab3alHbli OTCTYIL, paBHBIN
1,25. 3arofoBKH pa3fielioB M TOAPA3/ACIOB meyaTaroTcsl ¢ ab3alHBIM OTCTYIIOM HIIH
BbIPABHUBAIOTCS 110 LICHTPY.

AG63anHbIA OTCTYII HCIIONB3YeTCs TONBKO NpH H3rOTOBJIEHUM TEKCTa NOKYMEHTA,

HO He MPUMEHACTCA IpH 0(b0pMJIeHHH peKBI/BHTOB.

3.4. OpopmiieHHE PEKBH3HTOB 10KYMEHTOB



3.4.1. JIOKyMeHT [JOJDKEH HMeTb YCTAHOBJIEHHBIH KOMILIEKC 00si3aTENBHBIX
DEKBH3HTOB, pACTIONIOKEHHBIX B  OTPEIC/ICHHOM MopsAfKe B COOTBETCTBHH C
nonosxenusimu T'OCT P 7.0.97.2016.

[lepeueHb PEKBH3UTOB, HCIIONB3YEMBIX TPH MOATOTOBKE JIOKYMEHTOB:

01.Focynapctennsiit repb P/I

(2.HauMEeHOBaHHE OpraHu3aliH

03.cnpaBo4HbIe JaHHBIE 00 OPraHK3aLHH

04.HaumMeHOBaHKHe BUIA JOKYMEHTA

05.maTa JOKyYMCEHTa

06.PerucTpalliOHHBIH HOMEp TOKyMEHTa

07.cchiKa Ha PErMCTPALHOHHBIH HOMEp H 11aTy NOCTYIHBIIETO JIOKYMEHTa

08. MecTo cocTaBleHus (HU3aaHHs) JOKYMEHTa

09.anmpecar

10.rpud yTBEpXKACHHS 1OKyMEHTA

11.3arojIoBOK K TEKCTY

12.TeKCT NJOKYyMEHTa

13.0TMETKa O TIPHIIOKEHHH

14.rpud cornacoBaHHUs

15.8u3a

16.moANKUCH

17.0oT™MeTKa 00 DIEKTPOHHOMU MO/IITUCH

18.meuathb

19.0TMeTKa 00 HCIIOJIHUTEINE

20. oTMETKA O 3aBEPECHUHU KOTTHH

21.0TMeTKa O ITOCTYIUIEHHH OKYMEHTA

22.pe30/ouus

23.0TMETKa O KOHTPOJIE

24.0TMETKA O HalpaBJIeHUH B JICJIO

3.4.2. Pexpusut «I ocyqapcTBeHHbIH repd PecnyGnuku Jlarectan»

Uzobpaxkenue I'ocynapCTBEHHOTO repba PecrniyOnuku [larecTaH NOMEIIAIOT Ha
GIAHKAX JOKYMEHTOB B COOTBETCTBHH C 3akonom Pecry6onuky [larectad oT 19 HOsIOps
2003 roma Ne 25 "O I'ocyapcTBeHHOM repoe Pecny6uuku Jlarecran”.

Ha 6namkax HOKYMeHTOB MMHHCTEPCTBA [ocynapcTBeHHbIH Tepd Pecrry6inKu
JlarecTaH oMeLIaeTcs B OHOLBETHOM H300paXKeHIH.

3.4.3. PexBu3ut «HanmeHoBaHHe OpraHH3aliib)

Haumenoparre MHHHCTEPCTBA, TIOJHOE U COKPAIICHHOE, rioMenaemMoe Ha G1aHkax
JIOKYMEHTOB, JIOJDKHO COOTBETCTBOBATE HAMMEHOBAHUIO, YCTAHOBJIEHHOMY TOJIOKCHUEM O
aem. CokpallleHHOe HaMMEHOBaHUE, TTOMEIIAIOT B cKoOKax TIOJ MOJIHBIM HaMMEHOBAHHEM
MuH#cTEPCTBA.

Hanpumep:

MUHHCTEPCTBO ~ CTPOHMTENLCTBA, ~APXHTCKTYPEI A KWIAIHO-KOMMYHAJIBHOTO

xo3siicta PecriyOiiku JlarecTan
(Muncrpoii PIT)



3.4.4. CnpaBo4yHbl€ JIaHHBIE MUHHCTEPCTBA yKkaspiBaloTcsa B OnaHKaX MuceM H
BKTIOYAIOT: TIOYTOBBIA aapec MHMHHCTEPCTBA; HOMEP tenedona, akca, ajapec
3IIeKTPOHHOM TOYTHI, CETEBOH a/pec.

3.4.5. Pexusur «HarmeHoBaHKe BHa JIOKyMEHTA)

HaumeHoBaHHE BHIa H3[aBaeMOro NOKyMEHTa (TIPUKA3, PACIIOPSDKEHUE,
[IPOTOKOJI, AKT) Bkmouaercs B OnaHK COOTBETCTBYIOLIETO BHA JOKyMEHTa HIIH
yKa3bIBAETCsi COCTABMTENIEM IIPH ITOArOTOBKE JIOKyMEHTa.

B nuchbMax HaMMeHOBaHHE BUJA TOKYMEHTa HE yKa3bIBACTCA.

3.4.6. Pexsu3ur «/JlaTa TOKyMEHTa»

Jlatoif [JOKyMeHTa SBIACTCA Jara €ro noanucanus (pacrnopsanuTeIbHbIC
JIOKYMEHTbI, TNHCbMa, JOKJIaJHbIC H ciyKeOHble 3aITHCKH, aKT), YTBEPKICHUA
(MHCTpYKUMS, TIONOKEHHe, MNpaBuia, PEeriameHT, aH, oT4eT M Ap.), COOBITHS,
3aGUKCHPOBAHHOTO B IOKYMCHTE (IpOTOKOI).

Jlata JOKyMeHTa MPOCTAaB/IsAETCs NOMKHOCTHBIM JIHLOM, TIOJIIIMCHIBAIOIIMM HITH
YTBEpJAIOWMUM JIOKYMEHT, HIM OTACIOM IpH PErucTpaluy JOKYMEHTa, WK
HEMOCPECTBEHHO COCTABUTENIEM MPH  €ro MOArOTOBKe (IOKIamHas, CIyxeOHas
3aMuCKa, 3aABJIeHHe 1 JP.).

JlaToif JIOKyMEHTa, W3/1aBagMoro COBMECTHO aByms unM Oosee opraHami
HCIIOTHUTEIbHOM BJIACTH, MHBIMU OpraHaMu (opraHu3auuAMu), ABIAETCS AaTa bonee
[103HEH TTOAMHUCH.

Jlaty JOKyMeHTa O(OpMISIOT apaGckumu Mppamu B TOCIEAOBATEILHOCTH:
JleHb Mecsla, Mecsll, Tofl. JIeHp Mecsla 1 MECAL o(OpMIISIOT ABYMs NapaMu apabckux
wdp, pas/ieneHHbIMA TOUYKOH; ro — JEThIPbMA apabCcKuMu LEQPaMH.

Hanpumep:«26.04.2010».

EciTi Kakoe-au60 13 YHCeN SBIAETCS OfHO3HAUHBIM, Mepe/l HIM craBuTCA (HOJB).

JlonyckaeTcs ci10BecHO-LUMPOBOi clocod 0HOPMICHHS NATBL.

Hanpumep: «26 anpens 2010 rogay.

OnHAKO B TEKCTe KOHKPETHOTO JOKyMEHTa MCHOJIL3yeTCH ONWH W3 JIAHHBIX
c1ocoboB.

[Ip¥ OATOTOBKE IPOSKTA IOKYMEHTA NeYaTaeTCs TONBEKO 0003HAYEHHE MecsAla U
roja.

3.4.7. Pexusut «PerucTpalliOHHbIH HOMEP JIOKyMEHTA»

PerdcTpaljMOHHBIH HOMEp NPUCBAMBACTCA cosnaBaeMoMy B MHHHCTEPCTBE
JOKYMEHTY TOCJIe €ro MOIMHCAHUs (yTBepyKeHHs), a TaKkKe BXOAAMEMY JIOKYMEHTY
[IpU PeruCTPaIH.

PerucTpalMOHHbIH HOMEp AOKyMEHTa COCTOMT M3 HOMEHKJIAaTypHOTO MH/IeKCa U
TOpAKOBOr0 HOMEpa.

PericTpallMOHHBIH ~ HOMEp  NOKyMCHT4, COCTABJIGHHOTO  HECKOJIbKMMH
JOPUIMYECKUMH JIMIAMH, COCTOMT M3 IIPHCBOEGHHBIX PErHCTPAllMOHHBIX HOMEPOB
JOKyMeHTa, TepevMCICHHbIX B IOPAJKe riepevHCeHus aBTOpPOB IOKyMEHTa H1epes
KOCYIO 4EPTY.

3.4.8. Pexsmsur «Cchliika Ha perucTpalMoOHHbIH HOMEep W ATy MOCTYHBIIETO
JIOKYMEHTa)

Ceplika HAa  HCXOAALIAH PerucTpalMOHHBIA HOMEp W - JaTy IOKYMEHTa
BKTIOUaeTcS B COCTAB PEKBH3MTOB Olanka IHChMA MunuctepcrBa. Ccputka Ha



perucTpaliMOHHbI HOMEp M JaTy JOKYyMEHTa MNpOCTABJSETCs HCMOJHUTEIEM [pH
MOATOTOBKE 3NEKTPOHHOTO  MHUChbMa-OTBETA nubo COTPYAHHKOM OTjena MpH
PErUCTPALIHH HCXO/SIICr0 JOKyMCHTa Ha 6yMaXHOM HOCHUTEIIE.

Hanuuwe JAHHOTO PEKBM3WTA MO3BOIAET MOJydaTelo OBICTPO HANTU KOIIHIO
JOKYMEHTa, Ha KOTOpbIi MpHCIaH OTBET. Jlara ¥ HOMep, Ha KOTOPBIH HJET CCBLIKA,
[IepenyCHIBACTCS COCTABUTENIEM OTBETA W3 MHHIMATUBHOTO JOKyMEHTa MU(POBLIM
criocobom. Harpumep: «Ha Ne 06-24/117 ot 25.03.2011».

3.4.9. PexBu3uT «MecTO COCTaBICHUA (u3maHus) JOKYMEHTa»

MecTo cocTaB/IeHHs (M3aHus) IOKYMEHTa yKa3plBaeTCA Ha 6raHKax JOKyMEHTOB
MUHHCTEPCTBA, 38 MCKITIOYeHHEM OTaHKOB MHCEM.

3.4.10. PexBU3HT «Azipecan

JIOKyMeHTBl aJpecyloT B OpraHbl BIaCTH, OpraHM3alliy, MX CTPYKTypHbIC
ToApa3ieNeHus, H0TKHOCTHBIM JTMLAM, TPaX/IatHaM.

[Ipu ajpecoBaHMM JOKYMEHTA B OpraH BJIACTH, OpraHM3alMI0 Wil CTPYKTYpHO®
nonpasaenenue (6e3 yxkasaHus JODKHOCTHOTO NMI[@) WX HAWMEHOBaHWs MHILYTCH B
UMEHHUTEBHOM TaJIexKe.

Hanpumep:

MMHHCTEPCTBO CTPOUTENIBECTBA, APXUTEKTYPhI 1
SKUJTHIIHO-KOMMYHAIBHOTO X035HCTBa Pecrny6nuku Jlarecta
WU
YrpasiieHue fejiamd AIMUHACTPALIUH ['1aBbI
u [IpaButenbcraa PecryOanku Jlarectad

[IpM anpecOBaHWH IOKYyMEHTa PYyKOBORHTEIIO opraHu3ali¥ HaHMEHOBAHHC
OpraHM3aL|M{ BXOJUT B COCTaB HAWMCHOBAHUA JOJDKHOCTH ajipecara, HanMEHOBaHHME
JOJDKHOCTH YKa3bIBAaeTCs B Z1aTCIILHOM TIATIEIKE.

Hanpumep:

PyKOBOAUTETIO Pecry6nuKkaHcKoi Ciy0bl 10 Tapuadpam
Maromenosy I1LA.

[Ipu  HampapjeHMH  JOKyMCHTa KOHKPETHOMY  AOJDKHOCTHOMY  JIHILY
HAaWMeHOBaHHe OpraHu3allMd W MOJApPa3]CICHUS yKa3pIBAlOTCA B HMEHUTENHHOM
naznesxe, a JOKHOCTb ¥ (paMHIIHA B AATCILHOM.

Hanpumep:

MHUHHCTEPCTBO CTPOUTENBCTBA, APXUTEKTYPhI 1
SKUJTHLIIHO-KOMMYHAIBHOTO XO35HCTBA PecniyOnuku JlarecTan
YnpasneHue JenaMu
HavalpHUKY OpraHu3alHOHHOTO OTAEIA A6yesoit b.C

B pekBusuTe «Azpecar» IOMyCKaeTCs WCIIOIb30BaTh O(GHIMAIBHO NPHHATHIC
COKpalleHHble HaHMCHOBaHHA OpratosB roCyJapcTBEHHOH BIAacTH, OPTraHOB MECTHOTO
caMOyIlpaBJICHHUA, OpraHu3alHi.

[TouytoBelii aapec B COCTaBe PEKBU3NTA «AnpecaTy ykaspiBaeTcAd B
MoCieI0BaTeIbHOCTH, ycraHoBneHHO# IIpaBunaMu oKa3aHusi YCJIyr TIOYTOBOH CBS3H,
yTBEPXKCHHBIMH TPAKa30M MHuUHHUCTEPCTBA CBSI3H M MacCOBBIX KoMMyHHKauui PO



0131.07.2014r.Ne234).

[TouToBBIif ampec HE yKa3biBacTcA B JOKYyMEHTaX, HaNpaBlIseMBIX B BBICIIME
opraHbl TOCYNapCTBCHHOH BIACTH, APYrHe oprafbl MCTIOJTHHTEIBHOH BJIACTH,
TeppuTOpUalIbHbIe OpTaHbl JCTONHWTENbHOM BiacTH B Pecmy6nuke Jlarecras,
[OCTOSIHHBIM KOPPECIIOHICHTaM.

[lpy anpecoBaHMM [OKYyMEHTa JOJDKHOCTHOMY i QU3MIECKOMY  JIHITY
WHHMIMAIBI CTABATCH TTOCHe (amMuIuy,

PeKBH3HUT «AZpecary pacrosaraeTcs B paBoM BEPXHEM yIily JOKYMEHTA.

CTpoku peKBM3uTa «AJpecar LCHTPYIOT OTHOCHTENIBHO CaMOW UTHHHOH

CTPOKH.
Hanpumep:
[ocynapcTBeHHas MHCIICKLMA TPYad
B PecrryOnuke Jlarecran,
INaudusnosa yi., A. 38, r. Maxaukaia, 367089
Hanpumep:

Pamazanosy M.A.,
I[Merpa I npocnexT, 1. 60, kB. 3, r. Maxaukana, 367000

3.4.11. PexBusut «I pud yTBEPKACHUA.

Ha [OKyMeHTax, IOQJIEKalMX  YTBEPXKICHHIO, rpup  yTBEPKACHHUA
MpOCTAB/AETCS B BEPXHEM NPaBOM yIuTy A0KyMEHTA.

Hanpumep:

VTBEPXJIAIO
MUHHCTp CTPOUTENIBCTBA, APXUTEKTYPBI 1
SKATAIIHO-KOMMYHAIBHOTO X03SHCTBA
Pecny6nuku [larecTan
noanuck, N.O.DaMums
mara

[Ipu yTBEPKIOEHHH [OKYMCHTA pacropsAauTeIbHbIM  JOKYMEHTOM rpud
yTBepXKJACHHs ~ COCTOMT M3 cioa  «YTBEPXJEHO» («YTBEPXJEHAW,
«YTBEPXXJIEHbI»  nmH «YTBEPX/IEH»), HauMeHOBaHHS  yTBEPKIAIOLICTO
JOKyMEHTa B TBOPHTEILHOM NaJIEXke, ero Aarhbl U Homepa. Ci0BO «YTBEPX/IEHO»
COTJIacyeTCs B POAE H YMCIIe C BUIIOM YTBEPXK/IAEMOTO JTOKYMEHTa.

Hanpumep:

( PerniameHT) YTBEPX/IEH
MHUHHECTp CTPOUTENHCTBA, aDXUTEKTYPhI 1
KWJIUIHO-KOMMYHAJIBHOTO X035¥CcTBa
Pecny6muku Jlarecra
ot 25.mapra 2019 r. Ne



3.4.12. PexBu3HT «3arojioBOK K TEKCTY»

HaumeHOBaHWe [JOKYMEHTa, KpaTKoe COACPKaHHE (3aTONIOBOK K TEKCTY)
JIOKYMEHTa COCTaBJsfeTcss KO BCEM JOKYMEHTaM, 3a HCKIIOYCHHEM JOKyMEHTOB,
MMeIoLIHX TekeT HeGonbioro obbema (10 4-5 CTPOK).

3aro/loBOK K TEKCTYy AOKYMeHTa IOJIKEH OBITH KpPATKUM, TOYHO I€pe/iaBaTb
cozliep)aHue JOKYyMEeHTa,  AOMKCH GLITH COracoBaH ¢ HaMMEHOBAHHEM BHIA
JIOKyMeHTa. 3arojloBOK JIOJDKEH OTBEdarh Ha BOTIPOCHI «0 4emM?» («o KOM?») WIIH
«gero?» («xoro?»). Hanpumep:

«ITpyKa3s 0 BbIIETICHAN CPEACTB Ha npao0peTeHre OPITEXHUKI;

«ITHCHMO O TIOMMCAHAH TpexcToponHero CornameHns»;

«TTpaBuiia BHyTPEHHEro TPy0BOIO pacropsiaKa.

3aro/I0BOK COCTABIIAETCS JHIOM, FOTOBAIMM NPOCKT JIOKYMEHTA.

HaumeHoBaHME JOKyMeHTa 0hOpMITACTCS MO peKBU3HTaMH OlaHKa ¥ 3aHAMaeT
4-5 crpok mo 28-30 3HakoB B CTPOKE. B npoekTax 3aKOHOAATEJIbHBIX, HHBIX
HOPMATHMBHBIX IIPaBOBBIX AKTOB 3arOJOBOK K TexkcTy odopmisiercs IO LIMPHUHE
CTpaHHIB! LIEHTPUPOBAHHBIM crocoboMm.

3.4.13. PexBu3uT «TekeT J1OKYyMEHTA)

TekcT OOKyMEHTa H3JaraeTcsi pycCKHUM JIATEpPATYPHBIM A3bIKOM C Y4CTOM
ocobeHHOCTeH O(HIMATBHO-E/I0BOT0 CTHIA, BHA JIOKyMeHTa M €ro HasHaueHHusi B
YIIPaBICHYECKOH JEATENBHOCTH. CoaepxaHue JOKYMCHTa JOJKHO OBITH H3JIOXKEHO
KpaTKO, IOTHYHO, TOUHO H SICHO.

TekcThl JOKYMEHTOB M3J1araioTes OT.

1-ro LA eMHCTBeHHOro Yncna: «lIpuKashBato [OJATOTOBUTH U MPEJCTaBUTh Ha
paccMotpenwe...», «llpomy paccMOTpeTh  BONPOC 06 yCTaHOBJCHHH JIBIOTHBIX
TapudoB...»;

3.ro nula eIMHCTBeHHOro uncna: «Kommeris MOCTaHOBWIA...», « MHUHHUCTEPCTBO
CYMTAET BO3ZMOXKHBIM...»;

l-ro JMIOa MHOXECTBEHHOTo HHCia: «[TpockM TpPEJCTaBUTh NAHHBIC 0.7,
«ITpesicraBisieM Ha PaCCMOTPEHHE 1 YTBEPKICHUE. . ]

B COBMECTHBIX JOKYMEHTaX TEKCT H3jaraior OT 1-ro nyLia MHOXECTBEHHOIO
gyucna: «[[puKa3biBacM...», «Pemuinu..,».

B TekcTe JIOKYMEHTa, MOJATOTOBICHHOr0 Ha OCHOBAHMH 3aKOHO/1aTeJIbHBIX, HHBIX
HOPMATUEHBIX [PABOBBIX AaKTOB, W3TAHHBIX OpraHaMH BIAcTH M YyMpaBieHHd,
JIOKyMEHTOB, paHee H3[aHHBIX MUHHCTEPCTBOM, YKa3blBacTCs HaUMCHOBAHHC BUIA
JOKyMeHTa, HauMEHOBAaHWE Oprasa, W3/[aBIIErO JOKYMEHT, Jara TNpWHSATASL WIH
YTBEpXk/IEHHA JIOKYMEHTa, €ro PeTHCTPALMOHHbIH HOMEp, a TaKKe 3aroJIoBOK
JIOKyMEHTa, 3aKJIIOYEHHBIN B KaBbIYKH.

Hanpumep: «B COOTBETCTBHH C moctanosicHMeM [IpaBUTETBECTBA PecmyGiuka
Jlarecran OT 2 OKTSOps 7008 roga Ne 333 «O TumnoBoM periaMeHTe BHYTpEHHEN
opraHu3aly OpraHos JCHONHATENbHOMN BracTH Pecrybauku JlarecTany.

Ec/ii TEKCT COJAEpPKHT HECKOJBKO mopyueHnH, peleHuH, BBIBOLOB, B TEKCTE
BBLAC/IAIOTCS Pa3/ielibl, OAPa3aebl, MyHKTHI, TOJIITyHKTBHI.

Tekct foKyMeHTa opopmisercs B BUIC CBS3HOIO TEKCTA, AHKETHI, TaOJIHIIBl K
COeqMHEHHUs. DTHX CTPYKTYp. B TEKCT JIOKyMEHTa MOIyT BKIIHOYaTbCs (hparMeHTHl,
0(hOpMIICHHBIE B BUIIE TaOIHLBI WA aHKETHI.



CIITOMIHOM CBA3HBIN TEKCT JOKyMEHTa MPUMEHSETCS MpH TMOAr0TOBKE yCTaBOB,
[TOJIOKEHMH, TPaBUJI, MHCTPYKLHH, TpPHKa30B, pacropsyKeHHH, MPOTOKOJIOB, aKTOB,
JIOrOBOPOB, KOHTPAKTOB, COTVIAUICHHH, NOKIaTHBIX 3aIUCOK, IMHCEM, CIIPaBOK H T.I.
CBsi3HBIM TEKCT, KaK MPaBUIIO, COCTOMT U3 JIBYX yacTeil. B mepBoii, KOHCTaTHPYIOLIEH
YaCTHU, YKa3bIBAIOTCA TPHYHHBI, LIETH, OCHOBAHUA co3JaHus IOKyMeHTa. B 9To# 4acTu
npH HeOOXOAMMOCTH JODKHA GBITh YCTAHOBIICHA B3aUMOCBA3h C paHee W3/IaHHBIMH
paBOBBIME AKTaMHM MM JIDYTHMH JIOKyMEHTaMH nmo naHHOMy Borpocy. B Tekcre
JOKYMeHTa, TIOJATOTOBNICHHOr0 Ha OCHOBAHHHM WM B pa3BUTHEe JOKyMEHTOB OpraHOB
WUCIOTHHTENLHOW BJIACTH, HMHBIX OpraHoB (opraHm3aumi) WIA paHEe H3JaHHBIX
ZOKYMEHTOB MHUHHCTEPCTBA, YKA3bIBAOTCA HX PEKBM3UTHI: HaMMEHOBaHHME BHIA
JOKyMEeHTa, HaMMEHOBaHWE  OpraHMsallin  — apTopa  JOKyMeHTa,  Jara,
peruCTPALMOHHBIHA HOMEp H 3aro0BOK K TEKCTY INOKyMEHTA.

Bo BTOpO# (3aKITIOYUTENBHOM) 9acTH M3NAraloTes pPeleHnd, pacrnopsuKeHHS,
BBIBOJIBI, TIPOCKOBI, IPE/UIOKESHHS, PEKOMEH/IALIHH.

Ecnu conepiKaHue JOKyMEHTa He HyXKaeTcs B MOACHEHIH 1l 060CHOBaHMH, TO
TEKCT MOYKET COEPXKATh TONIBKO 3aK/II0UHTENBHYIO 1aCTh.

HanpuMep: NMpHKa3sl — PacTOPAIMTEIIBHYIO HaCTh Ge3 KOHCTATHpYIOIIEH (Kak
ITPaBHUIIO, MPUKA3BI 10 JIMYHOMY cocTaBy), MMcsMa — MpochOy 0€3 NOSCHEHUA.

TexkcT JOKYyMEHTa, pEryJIMpYIOLIEro —AEATE]bHOCTD MHuHHCTEpCTBa, €ro
CTPYKTYPHBIX TO/Ipa3[ieieHNH, npasa H 06S3aHHOCTH JOKHOCTHBIX JIHII (TIOJIOXKCHHE,
JOTKHOCTHOM PperjaMeHT M T.[.), COCTOHT H3 pasieiios, IyHKTOB M MOJITyHKTOB.
Kaskplii pasaeln J0/DKeH UMeTh HOMEp M 3aroJIoBOK.

Cps3HBI TEKCT JOMYCKAETCs pa3fenaTh Ha pasjelsl, TMOIpasAeisl, IIYHKTBI,
TOJIMYHKTBI, KOTOPBIC HYMEPYIOTCA apabcxkuMu HGpamu, pasaeIeHHBIMA TOIKAMH.

Paszienbl ¥ TOApasfielbl MOryT HMMETh 3arojloBKH (ro/13aroioBKM), KOTOPBIE
[UUIYTCS C NPOMHMCHOH OYKBBIL. Touka B KOHLE 3arojOBKOB M [0J3ar0JIOBKOB HE
mpoctapisiercs. IIyHKTBI ¥ TOAMYHKTEI HYMEpYIOTCS ~ apabCKAMH uuppamu,
pas/ieleHHbIMH TOYKaMH. TeKCT MyHKTOB 1 MOZMYHKTOB THLIETCS C NPONHCHOH OyKBbI
1 3aKaHYMBAETCS TOUKOMH.

[Ipy NOATOTOBKE [JOKYMEHTOB MO OJHOTHIIHBIM cutyauusaM (MpUKa3oB 1O
JIMGHOMY COCTaBY, aKTOB H T.A.) CICyeT HCIIOIB30BATE yHH(QHALIHEPOBAHHBIE TEKCTBL.

[lpu coCTaBieHHM TeKCTa B BHIAC AHKCTRI HAMMEHOBaHUs IPU3HAKOB
XapaKTepu3yeMoro 00beKTa JOJIKHBL 6bITh BBIPaXKEHBI HMEHEM CYIIECTBUTE/ILHBIM B
AMCHWTE/BHOM TAfe)ke WIA CIOBOCOYETAHHEM C  [JIAroIoM BTOPOTO  JIMIA
MHOKECTBEHHOTO 9HCNa HACTOALIEro HIM NPOLIEAIEro BpeMEHH (umeere, ObLIH,
HAXOMMIMCh M T.JI.). XapaKTepUCTHKH, BBIPDKEHHBIC CIOBECHO, JIOJDKHBI OBITH
COrTIacOBAHbl C HAUMEHOBAHUAMHU MTPU3HAKOB.

['padbl ¥ CTPOKH TAOMHIBI AODKHLI HMCETH 3aroJIOBKH, BBIP@KEHHBIC MMEHCEM
CYILIECTBUTEIbHBIM B HMEHHTEILHOM TIAJEHKE. TMon3aroyioBK1 rpa ¥ CTPOK JOJOKHEI
6LITH COINTAcOBaHbI ¢ 3aroioBkamu. Ecmu TabnuiLy nedyaTaoT Oosee veM Ha OJIHOM
cTpanmie, rpadpl TaOIHMIBI TOJDKHEI 6bITH TPOHYMEpOBaHbI ¥ Ha CICIyIOMHX
CTpaHMIEX ZOJDKHBI OBITH HareYaTaHbl TOIBKO HoMepa TUX rpad.

CrpaHuipl TEKCTa HyMEpYyHTCs apaGCckuMM LM(ppaMH [OCEPEAHHE BEPXHEIO
NOJISL.

3.4.14. PexBu3uT «OTMETKA O MPHIIOKCHANY



OTMerka O HaJIMYMM [PUIOKEHUS  MCMOJB3YeTCs  TIPH othopMIeHHH
COTPOBOAUTENBHBIX THCEM H MpUJIOXKEHNH K TpHKa3aM, PacropsiKCHHAM, ILIaHaM,
TporpamMMaM, 0TYeTaM, JOroBOpaM, MOJNOKEHHAM, TIPABHIIaM, WHCTPYKLHUSAM M IPYTrUM
JOKYMEHTaM.

OTMeTKa O HAIMUYMM TPHIOKeHHs O(POpMILeTcs OT IPAHHMLBL JIEBOTO IOJIA.
Hanpumep:

«[Tpunoxenue: Ha 5 J1. B 1 K3

Ecny NpUiIoKeHHe HA3BaHO B TEKCTe, B OTMETKE O MPHIOKCHUH yKa3bIBaeTCs
KOJIMYECTBO JMCTOB U KOJIMYECTBO IK3ECMIIIAPOB MPUTIOKEHHS.

Ec/ii HChbMO MMeeT TIPHIOKeEHHe, He Ha3BaHHOE B TEKCTE, TO YKA3bIBAKOT Cro
HAMMEHOBAHMe, KOJIHYECTBO JIACTOB M OK3EMIUIAPOB; IPH HAIWIHH HECKOJIbKHX
npunoXeHui Ux HymepyooT. Hanpumep:

«ITpunoxenue: 1. 3aKIOYCHAE HA IPOCKT... HA 5 n. B 2 3K3.

2. CripaBka 0 10paboTKe... Ha 8 JI. B 3 3K3.).

Ecny mpuIoxKeHus: cO6pOLIIOPOBaHBI, TO YMC/IO0 JHMCTOB HE ykasbiBaroT. Ecnu K
JOKYMEHTY NPUJIAraeTcs Apyroi JOKyMEHT, TaKkKe UMEOIIUI NPHIOKEHHE, OTMETKY O
HAJTMYHH IPUIOKEHHS 0OPMIISIOT CIIEyIOIHM obpazom:

«[Tpunoxexne: MUCbMO MHHCTPOS PJ] ot | nexabps 2013 ropma Ne 01-06/987 n
TPUJIOXKEHKEe K HeMY, BCEro Ha 3 .

Ecii NpHUiIoKeHHe HANpaB/sIoT HE BO BCE yYKa3aHHLIC B JIOKYMeHTe afpeca, TO
OTMETKY O ero HaIMIHH 0QOPMIISIOT CIIEAYIOIIM obpasomM:

«IIpunoxenue: Ha 3 Ji. B 5 9K3. TOJIbKO B TIepBbIH apecy.

Ecii NMPUIOKEHWSIMU K CONPOBOJUTETBHOMY MHCHMY ABISIOTCA JOKYMEHTBI,
comeprkalre HHGOPMALHIO KOHPUICHIMATLHOTO XapakTepa, OTMETKa O TIPUJIOKEHUH
ohopMiIseTcs CleayionuM 00pasom:

«IIpunoxeHue: ChpaBka o HeIIaTeKecnocoOHbIX — MPEANpUATHAX, A
CITy’keGHOTO MoJIb30BaHus, per. Ne 26-nc1, Ha 2 J1. B 1 9K3.».

Ecni NpUIOXKEHHe K TpUKasy, PacriopsiKeHUIo HE TpeOylOT yTBEPK/ICHHUSA, B
TeKCTe NPHKa3a, PACTIOPSKEHHs IaeTCs CChUIKA «COITIACHO npuiioXeHno». B aToM
cllydae Ha IEPBOM JIHCTE MPUIOKEHHA B IpaBoM BepXHeM Y[y [edaTaloTcs 0e3
xaBbryeK coBo «[IpHIOKEHHEN, @ TAKKE CII0Ba KK MPHKasy (pacniopspkenHio)». Ecnu
TIPUIIOKEHHH HECKOIIBKO, OHU HyMEpYyIOTCs (TTpunoxerne Ne 1, TIpunoxeHne Ne 2). B
OTMETKe O MPHIOKEHHH YKa3blBAeTCsl HANMEHOBAHUE BUAA OCHOBHOTO JIOKyMEHTa, €ro
aKTa 1 HOMEp:

Haripumep:

[Ipunoxenue
K npukasy Munctpos PJ1
ot 16 despans 2014 roga Ne 17



Ecnu OpUIoKEHHe 0IHO, OHO HE HyMEpPYEeTCA.

3.4.15. Pexsuzut «I'pud coriacoBaHusD

CornacoBaHye NpoeKTa JOKyMeHTa ¢ IpyriMH rocy/lapCTBEHHBIMH OpraHamy
BJIACTH W OpraHM3alUsMM, MHTEPECHl KOTOPbIX B HEM 3aTparuBaTCs, OGOPMIIETCS
rpuom cornacoBanusi. COracoBanHue JIOKYMEHTA OCYIIECTBIIAETCS C:

BBILIECTOSIIIMMA OPraHaMH B cily4dasX, peayCMOTPEHHBIX 3aKOHOJATeNbCTBOM;

OpraHaMH  WCIOJIHMTENBHOH — BIACTH, WHTepechl ~KOTOPBIX  3aTparuBacT
cojiepKaHue TOKyMEHTa;

opraHaMi BJIaCTH, OCYIIECTBIITIOMMMH TOCY1apCTBEHHBIA KOHTPOIIb (mamsop) B
omnpe/iesieHHOM 001acTH (3KOJIOTHYECKHH, HAJIOrOBBIA H Ip.)s

[10/IBEJOMCTBEHHbIMH OpraHU3alHAMH;

0OIIECTBEHHLIMEA OpraHH3aLUAMH.

TIpoeKT JOKYMEHTa COrIacOBBIBAETCS HETOCPeICTBEHHO JOJKHOCTHBIM JIHIIOM —
pyKOBOAMTEIEM, IPOTOKOJIOM KOJUICTHaIbHOTO opraHa Wi cl1y)XeOHbIM NHCHMOM.

Hanpumep:

COI'JIACOBAHO

JamecTHTe s MHHHMCTpa CTPOMTENLCTBA, — APXHTEKTYPbI U OKWIALIHO-
KOMMYHAJILHOTO X035HCTBa Pecny6nmku Jlarectan
TO/MACh, pacIuppoBKa MOMHCH

JaTta

I'pud cornacoBaHMsA odopmisieTcss Ha TMOCTEAHEM JIHCTE nox TEKCTOM C
yKa3aHHeM HaHMEHOBAHHS JIOKYMEHTa, KOTOPBIN COTIAcOBBIBACTCS, €CIIH cojiepKaHue
JIOKyMEHTA 3aTparuBaeT HHTEPECH HecKONbKUX opraHusanuid. [Ipu 5TOM Ha OCHOBHOM
OKYMEHTe, Ha MeCTe, [pelyCMOTPEHHOM A PACTIOJIOKCHHUA rpudoB COTJIACOBaHHS,
nenaercsi 0TMeTKa «JIMCT corlacoBaHMsA pUIIaraeTcs» (ITpunoxeHneNe7).

CoriacoBaHHe HEKOTOPBIX BHMJIOB MHOTOCTPaHMHHBIX JIOKYMEHTOB (OTHeThl,
MHCTPYKLMH U Jp.) OpopMIIieTCs Ha TUTYJIBHOM JIUCTE.

CornacoBanye OoQopMisieTcs TOAMHUCAMH yJaCTHHKOB coriacoBaHusi, Kak
TIPaBUIIO, HA O/IHOM SK3EMILIAPE JIOKYMEHTAa.

3.4.16. PexBuzut «Busza»

Buzoii o(GOpMISETCA COTIacOBaHMC IIPOEKTA JOKYMEHTa € HOJDKHOCTHBIMH
JIULAMH ¥ CTILHATHCTAMU-COHCTIONHUTESAMH.

Buza BKIIOYaeT B ceOs JIMYHYIO MOAIHKCE, pacibpoBKy MOATHCH (MHULMATIBI,
dammus) U gaty. lpu He0GXOMMOCTH YKa3bIBa€TCsl HAUMEHOBAHUC ZOJDKHOCTH JIMLIA,
BU3UPYIOILETO JOKYMEHT.

Hanpumep:

HaumeHoBaHHE JODKHOCTH

TOJIUCH, paciIu(ppoBKa MOAMTHCH

(MHHIHAITBI, GaMHIAS)

nara

Ha [10KyMeHTax, MOMJMHHHKA KOTOPbIX roMelarTcs B jena MHUHHCTEPCTBa,
BH3bl IPOCTaBJIAIOTCS Ha 0GOPOTHOM CTOPOHE MOC/EAHETO JIACTA JIOKyMeHTa (TpuKasel,
pacropshkeHus 1 J1p.).



[Tpy HaTH4KUH 3aMeyaHuii, 0COOBIX MHEHUH, JOTIOJIHEHHUH K TPOCKTY NOKyMEHTa
BU3a JOTIOJHAETCA COOTBETCTBYIOMIMM YKa3aAHUEM.

Hanpumep:

WMeroTcs 3aMedaHus (coriaceH ¢ y4eToM 3aMedaHui 1 J1p.)

HauMeHoBaHUe NO/DKHOCTH

MOJITHACE, paciiippoBKa MOAMHCH

(MHAIMANB, haMUITHA)

naTa

3.4.17. Pexusut «I1oAMHCh JOIDKHOCTHOTO JIHIIa»

B cocraB TOATMCH BXOAST: HaWMEHOBAHWE INOJDKHOCTH nMULa, TMOANMCABIIETO
JOKyMeHT (IIp¥ HCIONb30BAHHH JIOIDKHOCTHOTO GraHKa HAWMEHOBAHME JIOJDKHOCTH HE
yKa3bIBaeTes), TMUHAA MOMHICH H €€ paciiM(poBKa (MHALMATIBL, dammus yepes mpodei).

Hampumep:

MuHuCTp IToanuck N.0. Gamuius

He 0TlyCKaeTCs MOATHCHIBATE AOKYMEHTBI € NPEIOToM «3a» WM MIPOCTABICHUEM
KOCOM YepThl Mepell HaMMCHOBAHUEM AOJDKHOCTH. Ecayu DOJDKHOCTHOE JIHLO, MOAMHKCH
KoToporo oQopmieHa Ha TPOEKTe NOKyMCHT, OTCYTCTBYET, JOKYMEHT TOIIMCHIBACT
JaMeCTUTENh  PYKOBOJMTENS, HMMEIOIME  IpaBo [IOJIMACHIBATE  JOKYMEHTbI 32
PYKOBOZIUTEJIsl, KW MHOE JIOJDKHOCTHOE JIHLLO, MMelolLIee MPaBo MOANKCH B COOTBETCTBUH
¢ TIPHKa3oM O DacTpee/eHnH oBS3aHHOCTEH, TIPH 3TOM YKa3blBacTCs (aKTHIeCKas
JO/KHOCTh  JIWLA, TOAMHMCABIIETo  JIOKYMEHT, ero damuima. Hcnpasienus B
[OJrOTOBJIEHHBIN JIOKYMEHT MOryT ObITb BHECEHBI OT pyKH JIALOM, TOJNMCBHIBAOIIKM
JIOKYMEHT.

[Tpu MOANMCAHUH AOKYMEHTa JIULIOM, HCTIONHSIOIIMM B COOTBETCTBHH C NMPUKA30M
0B#3aHHOCTH  BPEMEHHO  OTCYTCTBYIOLIETO pykoBogutens  (OTIYCK, OoJe3Hs,
KOMAHIHUPOBKa), IONKCH 0pOpMIIAETCS CIIeYIOLIMM 06pasoM:

W.o. MUHHCTPA IToamich 1.0. Gamunus
WITH

Wcronasronmil 0053aHHOCTH

MHHHCTpA IToanuch N.0. Gamunus

[lpy NOAMHCAHHH JIOKyMEHTA HECKOJIBKAMH  JIOJDKHOCTHBIMM  JTHIAMH  MX
[OAMUCH PacroiaraloT OAHY TOA Ipyroii B IOCIIeN0BaTeNbHOCTH, COOTBETCTBYIOLIEH
HepapXuH JOKHOCTEH.

Hanpumep:

MHUHHCTP CTPOUTENLCTBA,
APXMTEKTYPbI U KHIIMIIHO-
KOMMYHaIbHOTO xossiictBa P/J1 MOANKCH N.O.®amunus

3aM. MUHKCTpPa CTPOUTENBCTBA,
APXUTEKTYPBI ¥ KATULIHO-



KoMMyHanbHOTO X03sicTBa P/1 MOANHUCH N.0. Gamunus

[Ipu NOANMCAHUM JOKYMEHTa HECKONBKMMH JTHIAMH, PaBHBIMH TI0 JODKHOCTH,
HO Mpe/ICTABJISIOMMHA Pa3Hble OpraHbl, MO/UTMCH pacriojiaraoT Ha OJIHOM YPOBHE.
Hanpumep:
MUHHUCTP CTPOHTEIBCTBA, MunwncTp ¢punarcos PJ|
APXUTEKTYPBI U KUITHIIHO-
KOMMYyHasIbHOTO Xo3siicTsa PJI MOATHCE .0.Damumis

MOITHCH N.0.Damuiusa

HanmeHnoBanue moKHOcTH B pekmsuTe «lloammce» medaracTes OT JIeBOM
rPAHMLIBI TEKCTOBOTO 101 Y€pe3 ONUH MEXCTPOYHBIH MHTEPBAL.

B n0KyMeHTax, COCTaBJIEHHBIX KOMHCCHEH, YKa3bIBalOTCA He JOJDKHOCTH JIMIL,
[OAMMCABLUMX JOKYMEHT, a UX 0013aHHOCTH B COCTaBC KOMMCCHH B COOTBETCTBHH C
pacrpe/ieJicHHEM B aI()aBUTHOM MOPSAKE HATAIBHBIX OyKB aMUITH.

3.4.18.PexBusut «OTMeTKa 00 3JIEKTPOHHOH MOJITUCH

OTMeTka 00 DJ/IeKTPOHHOW MOANMCH  MCHONB3YeTCs Ul BU3YyalH3aIHH
SJIEKTPOHHOH TOIMKCH MOTydaTeseM JTOKYMEHTa npu oOMeHEe BICKTPOHHBIMH
JIOKYMEHTaMH, TTOATIHCAHHBIMH YCHUIIEHHOM KBaTH(QUIMPOBAHHOU 37IEKTPOHHOH
IIOJMUCHIO.

B cOOTBETCTBMUA C 3aKOHOAATEIBCTBOM Poccuiickoii Deaepanud OTMETKA 00
3NIeKTPOHHOM MOANUCH QOPMUPYETC U BU3YAITH3UPYETCA POrPAMMHBIMH CPE/CTBAMU.
Ormerka 00 9JEKTPOHHOM NOJAMHMCH BKIOYACT ¢pazy "JlokyMeHT MOAINKMCaH
SIEKTPOHHON TMOJMHCHIO", HOMEp cepTudukara Kioua 3NEKTPOHHON TOAMHUCH,
hamMWIHIO, HMs, OTHECTBO BIIale/bla cepTuduKaTa, CPOK HCHCTBHS cepTAdHKaTa
KITH0ua 3JeKTpoHHOM moamucy. Hampumep:

JOKYMEHT INOJIIMMCAH
3JIEKTPOHHOU ITOITUCHIO
AwpeKTop Ceprudukar 1al112aa000000000011 1.0. Damumms
Bnanenen ®amunust ims OT4ecTBO

Jleiictutenen ¢ 01.12.2012 no

01.12.2017

[Moanucanue (yTBepiAeHWE) MOKYMEHTa OCYMCCTBIAETCA B COOTBETCTBHH C

nyHKTOM 3.4.17. HacTosIeH UHCTPYKIHH.

3.4.19. Pexsuzut «Ileqats»

MUHHCTEPCTBO HMMEET Me4aTbh © u3zobpaxenrueM I 0CynapCTBEHHOIO repba
Pecry6anku JlarecTan ¥ HHBIC TICHaTH, YKa3aHHBIC B [Tonoxenuu 0 MUHHCTEPCTBE.

[leyats ¢ uzobpaxkeHueM [0Cy1apCTBEHHOTO repba PecnyGmuku /JlarectaH
CTaBUTCA HA JOKYMEHTaX, TPeOYIOIHX 0c060ro y0CTOBEPEHHS X MOATUHHOCTH.

I[IpocThle KpyT/ble TNEYaTH (6e3 m300paKeHUA rocyaapCTBEHHON CUMBOJIHKN)



CTABSATCA HA KOMMAX JOKYMEHTOB JUlsl YIOCTOBEPEHHUA UX COOTBETCTBIA NOJTHHHUKAM.
[Teuars CTaBMTCS Ha CBOGOIHOM OT TEKCTa MECTe, HEC 3aXBaThIBai JTWYHOW TOATIMCH
JOIDKHOCTHOTO JMia. Iledats MOXET 3axXBaThIBaTh HaCTE HAaUMEHOBaHUS JOJKHOCTH
JIWIA, TIO/INKMCABIIEro JIOKyMEHT.

B IOKyMeHTaX, IIOArOTOBICHHBIX HA OCHOBE yHU(GUUMPOBAHHBIX (OPM, Ne4aTh
CTABHTCS Ha MecTe, 0003HaUeHHOM OTMETKOH «MI1» uia UHBEIM 00pa3oM.

3.4.20. PekBu3ut «OT™MeTKa 00 UCTIOIHHUTENEY

OTtMerka 00 MCIOJNHHTENE AOKYMEHTa IPOCTaBIACTCA Ha JIMLIEBOM CTOPOHE
[epBOro JKCTA MOUTHHHHKA B JICBOM HIDKHEM YIIIY.

OrMeTKa BKIIOYaeT (AMHIMIO, MMs, OTYECTBO HCMOTHHTELA H HOMEp €ro
tenedona (pasmep mpudra Ne 8).

Hamnpumep:

Maromenos Maromes Mycaesu4

(8-722) 69-00-00

Ha pokymenTte, MOATOTOBICHHOM TIO MOPYYCHHIO PYKOBOIUTENA rpynnou
WCIONHUTE e, B OTMETKe 00 uCMoJHUTEeNe YKasbIBacTCH ¢daMmIs OCHOBHOIO
MUCIIOJTHUTEISL.

OrMeTka 00 WMCTOJTHHTENE MOXET MAOMOJHATHCA —YKa3aHHCM JOIHKHOCTH
HCIIONHATENA U CTPYKTYPHOIO MOAPa3CNeHMA.

B [(OKyMeHTax, HMEIOUIMX OTMETKy O KOHUAEHIMABHOCTH, OTMCTKA 00
MCTIONHUTENNE [POCTAB/IAETCs Ha 00OpOTE MOC/IEJHEro IMCTa KQXKIOro 3K3eMIUIIpa
NOKYMEHTa M BKIIIOYAeT B ce6s: yka3aHue KOJHYecTBa OTNeYaTaHHbIX 9K3EMILISAPOB,
pamMHIUIO MCTIONHUTEIS, dbamuinio paGoTHHMKA, TNeYaTaBLICro JIOKyMEHT, Jary
nevyaTaHus JOKyMeHTa.

3.4.21. PexBu3ut «OT™METKa O 3aBEPCHUU KOIIHH»

Jlns  CBHAETEIBCTBOBAHWS BEPHOCTH  KOTHH (BBIMTMCKHA U3 JIOKyMEHTa)
MOJUIMHHKKY JOKYMEHTa Ha TOC/EJHEM JIMCTE KOMHH (BBIMMCKH W3 JIOKYMEHTa), Ha
cBOGOIHOM MecTe II0[ TEKCTOM O(OpMIAETCs PeKBUIUT «OT™MeTKa O 3aBEPEHUHU
KomMM», BKMoUaromuii cioBo  «BepHON, HaMEHOBAaHME JOJDKHOCTH  JIMIa,
3aBEpUBILETO KOTIMIO, JITIHYIO MOATHC, paciupoBKy MOAIUCH, IaTy 3aBEPCHHMS.

Hanpumep:

Bepro
[naBHBIM CrIeIHAJIUCT

Haumenosadue nozipasaenenus  Iloanuce N.0. Gamuius

JlaTa

OTMeTKa 0 3aBepeHHH KOMHUH y0CTOBEPACTCS IPOCTOM Me4aThio MuHUCTEPCTBA,
a DJIEKTPOHHBIX JJOKYMEHTOB — 3JIEKTPOHHOM ITOATHCHIO.

JIucThl MHOTOCTPAHHYHBIX KOTHH (BBIMCOK W3 NOKYMEHTa) HyMepyloTcd,
OTMETKa O 3aBCPEHHH KOMUM IOMOTHACTCA yKa3aHHEM KOJIMYCCTBA JIACTOB KOITHH
(BBLITIUCKA M3 JIOKyMEHTA: «Bcero B xomuu ____ JL.»). JlomyckaeTcs 3aBepATh OTMETKOM
«BepHO» KaXK/bIH JTUCT MHOTOCTPAHHYHOH KOTHH NOKYMEHTA.



3.4.22. PexBuzut «OTMETKa O NOCTYIUICHUH JOKYMEHTA»

OTMeTka O TOCTYIUIEHHH IOKYMEHTa CIYXHT Ui MOATBEPIKICHHA dakTa
MOCTYIUIEHHS JOKYMEHTa B MUHMCTEPCTBO M BK/II0YAeT ATy MOCTYIICHHA H BXOIALIHNA
PErMCTPALHOHHBI HOMEp JOKYMEHTa. OTMeTKa O MOCTYIUICHHHM JOKYMEHTa MOXET
[IPOCTABIAThCS € MOMOILBIO IITAMITA.

3.4.23. PexBuzut « OTMETKA 0 KOHTPOJIC JOKYMEHTA»

OTMeTKy © KOHTpOJE 3a HCIONHEHHEM JIOKYMEHTa 0003Ha4YaT CJIOBOM
«KOHTpOJIbY» Ha BEPXHEM I10JIe IOKYMEHTA CIIpaBa.

3.4.24. PexBu3uT «OTMeTKa O HAMPABJICHHUH JOKYMCHTA B JIEJIO»

OrMeTka O HANpaBIEHHH JOKYMEHTa B JEN0 OMNpPEAENAeT MEeCTO XpaHCHH:
JOKYMEHTa T10c/Ie 3aBeplieHHs paboThl ¢ HAM U BKIIIOHACT: CI0BA «B neno», MHIEKC
Jena 1Mo HOMEHKIaType e, B KOTOpOe MOMeIIaeTcs JOKYyMEHT Ha XpaHeHHE, C
yKasaHWeM roja, AODKHOCTH I, OQOPMHMBIIETO OTMETKY, MOAIHCH, naThl.
Hanpumep:

B meno Ne 01-18 32 2021 .
Hau. sxoHOM. oTAEeIa

IToamuck Jlata

3.5. IIpoueaypa noAroTOBKH AJ0KYMeHTA

3.5.1. TIpoeKTsl JOKYMEHTOB, MOArOTOBICHHbIX MHHHCTEPCTBOM, IOJJIEKAT
COTNIacOBaHMI0. COCTaB JOMKHOCTHBIX JIHI, COIJIACYIOIMMX TIPOCKT NOKYyMCHT4,
OTIpe/ieNAeTCs CTPYKTYPHBIM MO/Ipa3eIeHHEeM-HCTIOMHATEIEM

CorjiacoBaHHe IpPOEKTa JOKYMEHTa B MHHHCTEpPCTBE odopmusieTcss rpupoM
coracoBaHusi (IpH BHELIHEM COIIACOBAHHMH) WJIH BU30M (Mpu BHYTPEHHEM
COrJIaCOBAHUH ).

['pud cornacoaHus 0popmiIsSeTCss B COOTBETCTBHHU C ITyHKTOM 3.4.15,aBu3a — B
COOTBETCTBHH C IyHKTOM 3.4.16 HacTosIeH UHCTPYKLIMH.

3.52. CorjacoBaHde MPOEKTA [AOKYMEHTa NPOBOAMTICA [0 €ro IOIMHCaHHA
MHUHHCTPOM B LENSX OLEHKH COOTBETCTBHS IPOCKTA 3aKOHOIATENLCTBY POCCHICKOM
Oepepaimu, PecryOnuku Jlarecra, HOPMAarTHBHBIM aKTaM MHuHHCTEPCTBA, KayecTBa U
3¢ (PeKTUBHOCTH IIPe/11araéMOro peLleHIA.

Coriacopanue  MPOEKTa  JOKYMEHTa  OpraHM3yercss — HOMOCPEACTBCHHBIM
ycrojHuTeIeM  (CocTaBuTeneM) MW - PYKOBOTHUTEIEM nojipas/ie/IeHUsA-UCTIONHUTENS 1
[POBOJIMTCSA B IIPeJieNiaX YCTAHOBIEHHOTO CPOKa HCTIOTHEHHL.

3.5.3. Tlpu CDJI cornacoBaHHe IPOEKTOB JOKYMEHTOB OCYIIECTBIIIETCA B
ABTOMATH3MPOBAHHOM PEKMME TIOCPE/CTBOM HANpPABIICHHA IPOEKTOB JIOKyMEHTOB JIHLaM,
HA3HAYCHHbIM B KauecTBe COMNIACYIOLMX, W O(QOpMIIeHHS Pe3yJibTaToB COIVIACOBAHMA B
CDO.

3.5.4 TIpoexTsl JOKyMEHTOB COTTIacyroTCs.

He[IOCPE/ICTBEHHBIM ~ MCIIOJHATeleM M PYKOBOJUTEIEM TIo/pa3/iesicHus-
FCTIOJIHUTEIS,

COMCIIONHUTEIIIMH (IIPY UX HATHYMHK);

PYKOBOIMTENSIMH  CTPYKTYPHBIX nofpasfie/ieHui, paGoTHHKaMK OpraHM3alyy,



HAMpaB/eHUs  [e’TeNIbHOCTH Wi  YHKUMOHAIBHBIE — OOS3aHHOCTH ~ KOTOPBIX
3aTparMBalOTCA B MPOEKTE JOKYMEHTa W/UIH KOTOpbIE YKa3aHbl B TPOCKTE JOKyMEHTa B
KkagyecTBe HCnoMHATeNeH (B CITydae BpEeMEHHOIO OTCYTCTBHSA PyKOBOAUTEIA noapasaeseHus
MPOEKT OKYMEHTa BU3HPYET JIMLO, BpEMEHHO HCTIOJHSIFOLLIEE Ero OOSI3aHHOCTH);

3aMECTHTE/IMH MHUHHCTPA, KyPUPYIOUIMME 3aTPOHYTBIE B MPOCKTE JOKYMEHTa
BOIPOCHI (€CITA TOKYMEHT MOMHCHIBACTCA (yTBEpXKIaeTCsA) MHHHUCTPOM);

FOPHIHUECKO# CITy>k00# (TTPOEKTOB HOPMATHBHLIX AKTOB, MPOEKTOB [PHKA30B);

OT/IEJIOM.

[IpoeKTsl JOKYMEHTOB, peau3alisd KOTOPBIX Tpebyer (PUHAHCOBBIX 3aTpaT,
COMIACOBBIBAIOTCS ¢ YTIpaBieHHeM IKOHOMHKH, GUHAHCOB M KOHKYPCHBIX MpoLEaYP.

He jiomycKaeTcs HAIpaB/isTh Ha COTJIACOBAHHE IPOCKT JIOKyMEHTa OJIHOBPEMEHHO
aByM Wi Gonmee pabOTHHKaM OJ{HOIO CTPYKTYPHOTO MOAPasAeICHH. B kauectBe Ml
COrMACYIOLIMX MPOSKT JOKYMEHTa, OJDKHBI BRICTYTIATE MPEMMYILIECTBEHHO PYKOBOUTEIH
CTPYKTYPHBIX 10/ipa3sieNIeHUH.

3.5.5. BHeluHee COIVIacOBaHME IPOEKTa JOKYMEHTa OCYLIECTBIACTCA MOCPEACTBOM
HampaBJ/IeHds TPOCKTa B Jpyrou oprax UCTIOJTHUTEILHOM BJIACTU C COMPOBOAHUTE/IBHBIM
ITHCHMOM, B KOTOPOM YKa3bIBaeTCs CPOK COTIACOBAHHA.

3.5.6. Cpokd coriacoBaHusi JOKyMEHTOB yCTaHaBJIMBAIOTCH WucTpyKIMer 1o
JeJIONPOM3BOACTBY B 3aBUCMMOCTH OT BHJA JOKyMCHTA H oObbeMa JNOKYMEHTa, BKIHO4as
npuiokeHwst K HeMy. CpOKH COTJIacOBAHHA TOKyMEHTOB COCTaBJISIIOT:

IPOEKTBI JIEJIOBBIX (cmy>xebHBIX) rceMm - 1-3 paboymX JHS;

POEKTHI IPUKa30B &3 IPHIIOKEHHI - 1-3 pabo4ux aH,

[POEKTHI PHUKA30B C NIPHUIOKEHMSIMHU CIIPABOYHOTO xapakTepa - 3-5 paboumx IHeH;

TMPOEKTHI MPUKA30B C MPHIOKEHHCM HOPMATHBHBIX aKTOB B 3aBUCAMOCTH OT MX
o6bema (ne Goee 50 crpanu) - 5-10 pabounx JHEH;

POEKThl HOPMATHMBHBIX aKTOB, YTBEPXKIACMbIX HEMOCPEJACTBEHHO MOANHCHIO
pykoBozuTens (He bonee 50 crpanm) - 5-10 pabouanx JTHEH;

NPOEKTbl  MPOTOKOJIOB 3acejaHuil  (coBellaHui) TIpH HEOOXOAMMOCTH ~ MX
COIIaCOBaHUS, B 3aBUCHMOCTH OT obbema JoKyMeHTa - 1-3 paboumX JHS.

CpoKH COIVIacOBaHMsS. TPOEKTOB JIOKYMEHTOB, HAnpap/ieMbIX Ha BHEIIHEe
COMTIACOBAHME He JOJDKHBI COCTaBITE Gonee 30 KaneHapHBIX JHEH.

B KOHKpETHBIX CJydasX B 3aBMCHMOCTH OT COJCPXaHHA W HazHauYeHMsl JIOKyMEHTa
CPOK COTTIaCOBaHHs MOXET ObITh COKPAUICH A yBEJIMYEH 110 PEIICHUIO
PYKOBOZIUTEIS, KypHPYIOLIET0 HAMpPaBICHHC JIeATEeTHHOCTH, TI0 KOTOpPOMY TOTOBHTCH
[POEKT PELIEHHUSL.

357, CormacoBaH#e BHYTPEHHMX JIOKyMEHTOB, CO3/IAHHC, XpaHeHHe H
JICIIONIb30BAHME KOTOPBIX OCYIIECTBISACTCA IOCPECTBOM C3J1, nposogurcst B CO/L B
37IEKTPOHHOM BHJIE.

3.5.8. TIpu coracoBaHWy TNPOEKTOB BHYTPEHHHX JIOKyMEHTOB, CO3/laHHbIX Ha
GyMaXKHOM HOCHTEJIE, BU3bl IPOCTABIIAIOTCS HETIOCPE/ICTBEHHO Ha TPOSKTe JOKyMEHTa.

35.9B xome COrJacoBaHMA IpoeKTa JOKyMCHTA pabOTHHK, COTJIACY FOLLIMH
JIOKYMEHT, TIPHHAMAET OIHO U3 CIICyFOLITHX peIIeHHUIA:

COTTIAcOBATH MPOEKT JJIOKYMEHTa 6e3 3aMeyaHHH;

COIIAcOBaTh MPOEKT JOKyMEHTa C 3aMeaHHAMM;

OTKJIOHHTB TPOEKT JIOKYMEHTA.



BospakeHuss 10 IpOeKTy MpHKa3a (pacrnopsoKeHus), BOZHHKAIOUME  TIpH
COTTIACOBAHHH, M3/AraloTcs B CIIpaBKe, KOTOpas TPHIAraeTes K MPOCKTY, HIlH BHOCHUTCS B
COH.

EcITH IPOEKT JI0KyMEHTa COTrJiacoBaH ¢ 3aMe4aHUAMH, 5TO 03Ha4aeT, YTO 3aMeYaHus
HOCAT pelaKLMOHHBIH XapakTep, H Mocie HX NPHHSITHA MCIIONHUTENEM [IPOEKT He TpeldyeT
MOBTOPHOTO COTJIACOBAHUS.

[TpoeKT JOKyMEHTa OTKJIOHAETCS JTULIOM, COTTIACY FOLLMM JIOKYMEHT, B CITy4asiX:

HATHYKS CYIIECTBEHHBIX 3aMEUaHHH 110 MPOEKTY NOKyMEHTa,

Hecoriacusi ¢ MPOEKTOM JOKYMEHTA.

3.5.10. HecornacoBaHHBIH IPOCKT AOKYMEHTA TpeOyeT JopabOTKH MO BBICKA3aHHBIM
3aMedaHusIM, nepeodopMIIEHHs U IOBTOPHOTO COTJIACOBAHMAL.

3.5.11. JIoKyMeHTbl, HM3JaBaeMplc OT HMCHH MuHHUCTEPCTBA, TOAMKMCHBAIOTCA
MHHFCTPOM MM MHBIMH YTIOJTHOMOYEHHBIMHA MM J0JKHOCTHRIMH JLIAMH (3aMECTUTEIIMH
MHHUCTPA, PyKOBOJIUTEIAMH CTPYKTYPHBIX ropasaeNeHuH).

3.5.12. OtnenbHBIE BUABI BHYTPEHHUX JTOKYMEHTOB (crmy>xeGHble, OOBSICHUTEIIBHBIE
3amiCKM) Ha WM PYKOBOJMTENs CTPYKTYPHOIO nofpaszienieHus IOANUCHIBAOTCA
JCTIONHUTENEM (COCTABUTENEM), €CIH paspellaeMble TIPH STOM BOTPOCH! HE BBIXOJAT 34
TIpe/ielibl €ro KOMITCTCHLIMH.

3.5.13. JlokyMeHTBl, HanpapJisieMble B BBICIIIME OPrakbl rocyIapcTBEHHOM BIIACTH, Ha
WMs  TIEpBBIX  PYKOBOIHUTENEH denepanbHBIX  OpPraHOB UCTIOJHUTENIBHOM ~ BIIaCTH
[10/THCHIBAIOTCS MUHUCTPOM HJIM JIMIIOM, HCTIOTTHAOLIAM €10 00SI3aHHOCTH.

3.5.14. JIOKyMeHTbl, HamnpaBjsieMble B NOIBEIOMCTBEHHbIE W CTOPOHHHE
OpraHM3aLdd, TOIMCHIBAIOTCA —3aMECTHTEIAMH MHHHCTPA, HWHBIMH JODKHOCTHBIMH
JHIamMu MEHHCTEPCTBA B COOTBETCTBHHM € MIPEAOCTABICHHBIMI HM TIOJIHOMOYHSAMH.

3.5.15. JIoKyMeHT MOIHUCHIBACTCS ABYMs HIIH Gosiee IUIIAMM, ECIIH 3@ CO/IEPIKAHUE
JOKYMEHTa HecyT OTBETCTBEHHOCTb HECKOJIBKO pabOTHMKOB (IOKYMEHTbI, IOZTOTOBICHHBIE
HECKOJIBKUMY TIOJIpa3e/IeHHsIMU WK OpraHv3allisIMH, paGoueit TpyTIToH, KOMHCCHUEN).

3.5.16. [loanuceBaeTcs, KaK MPaBUIIO, OJUH SK3EMILLAP JOKYMEHTA. CoBMeCTHBIN
JIOKYMEHT TOANHCHIBACTCA B KOJIMYCCTBE, COOTBETCTBYIOIEM KOJIHYECTBY opraHu3allii,
CO3/IaBLINX JOKYMEHT.

[TpuMepHbIH TIepedeHb YTBEPKAAEMBIX JIOKYMEHTOB NMPHUBCICH B TPAIOKCHHH Ne 22 k
Hacrosimeid HHCTPYKLIUH.

3.6. CocTaB JOKYMEHTOB, 00pa3yIOIIHXCsl B AeATC/ILHOCTH MHHHCTEpPCTBA

3.6.1. B messx pery/IHupoBaHus CBOEH JEATEIbHOCTH MUHHUCTEPCTBO M3JACT:

paBoBble aKThl B (opme [IOCTAHOBIIEHHH, pelIeHu#, NPHKa30B, TpaBui,
MONOKeHNH,  MHCTPYKIMi, pErjaMeHToB, — aAMHHUCTPAaTHBHBIX periaMeHTOB,
JIOJDKHOCTHBIX PETrJIaMEHTOB, NOPALKOB H JIP.;

WH/IMBUAYAJIbHBIC TPABOBBIC AKTBI (pacrnopsAUTENILHEIE NOKyMeHTHI) B opme
[PHKA30B, PACTIOPSIKEHHH;

JIOKaJibHble HODMATHBHBbIE aKThl, H3/1aBaCMbIC B dopMe mosoXKeHUH, MPaBul,
MHCTPYKLAH, PeTrTaMeHTOB, TIOPSAKOB ¥ APYTHX JIOKYMEHTOB;

TPOTOKONBI 3aceianrit (KOOpAMHALHOHHBIX, COBEIATE/IBHBIX, SKCIEPTHBIX H
JPYTHX OPTaHOB).

3.7 IloAroTOBKa MPOEKTOB 3aKOHOJATEJLHBIX H HHBIX HOPMATHBHBIX
NpaBoOBLIX AKTOB



3.7.1. TIpoeKTsl aKTOB 110 BHECCHHUS UX B TIpaButenscTBo Pecrybnuku Harecran
Mmoasiexar  00S3aTeNBHOMY  COTJIacoBaHMIO  C  PYKOBOIWTCIAMH OpTaHOB
HCTIONHMTEIBHON BIacTH (MHBIMH OpraHaMH TOCYHapCTBEHHOH BJIACTH), KOTOPHIM B
HOPDMATHBHOM aKTe [pEeyCcMaTpPHBAIOTCA [OPY4CHHUA, a TaKKe PYKOBOJUTEIIAMH
IpYyrHX  3aMHTEPECOBaHHBIX opranmsanmii. CornacoBaHue  NPOBOIAMTCA IO
YCTaHOBJICHHOH QopMe.

[TpoeKTbl ~ aKTOB, INpeJycMaTpUBAlONME  PacXoibl 33  CHET CpeZCTB
COOTBETCTBYIOLIMX  OIO/DKETOB,  MOMICKAT 00s3aTeIbHOMY  COTJIACOBAHUIO  C
MunucTepcTBoM (prHaHCOB PecmyOnnku HarecTaH.

Ecmu B xo/e TMpopabOTKH WM COrNacOBaHHSA MpPOEKTa aKTa B HETOo BHOCATCH
CyIIeCTBEHHBIE H3MEHEHHs, TO OH NOUIEKUT NOBTOPHOMY cornacoBaHuio. [ToBTopHOTO
corlacoBaHMs He TpeGyeTcs, ecny mpH JopaboTke B MPOCKT aKTa BHECCHB! yTOHCHHA,
HEe MEHSIOIIME ero CyTH.

[TpoekT aKTa ne4araercs Ha CTaH/ApTHBIX JIACTaX oymaru dopmara A4 (210x297
mm) mpudrom TimesNewRoman pasmepoM Ne 14.

Ha paccTosiHHE OJHOIO MEXCTPOYHOro HHTEpBala OT BepXHEH rpaHullbl 04 OT
[TOMETKHM Y TIPaBO# rPaHHIIBI TEKCTOBOTO TOJIS [IUIIETCA CIIOBO «ITpoexT».

3.7.2. [poeKT aKTa UMeeT CIIe/lyIolne peKBU3NUTI.

Haumenosanue oprana - IIPABUTEJILCTBO PECITYBJIMKU JATECTAH -
TegaTaeTcsi TIPOTNMCHBIMA OYKBaMH M BBIAETACTCS TIOMYKUPHEIM mpudTOM pasMepoM
He Gosee Ne 16. BeipaBHUBAETCS MO LEHTPY.

HauMeHOBaHHME BHAa HOPMATHBHOIO akra -— [MIOCTAHOBJIEHUE wunu
PACITOPSDKEHME — oTAemnseTcs OT NpeAbIayIIero peKBU3HTa ABYMS MEXKCTPOHBIMHU
WHTepBaJIaMH, Te4aTaeTCs TPOMUCHBIMH OykBaMH B pa3psAlKy pa3MepoM mpudTa HE
Gosee No 16, BbIENSETCS TIONLYXKUPHBIM WPHPTOM, BRIPABHABACTCA I10 LEHTPY .

3aro0BOK OTAENSeTcs OT TPeAbIAyLEro PpeKBU3MTa 2-3 MeXCTPOYHBIMH
WHTepBa/laMH, [eYaTaeTcs 4Yepes OAMH HHTCpBAT mpuprom Ne 14, BbIIEIACTCA
MOMY)KHAPHBIM IPHGTOM ¥ BBRIPABHMBALTCA IO neBoi rpanulie nojs. [locTaHOBJICHHSA
JIOJKHBl HMMeTh 3arojiOBOK, B KpaTkoi Qopme OTpaXaWIIUI UX COJAepKaHUE.
PacropsbKeHus, Kak IpaBiilo, 3arojloBKa HE HMEIOT.

TekcT OTAENACTCS OT 3aT0NOBKa 2-3 MEKCTPOYHBIMU HHTEPBATAMH U TICHATACTCA
mpudrom pasmepom Ne 14 depes 1-1,5 MeXKCTPOYHBIX UHTEPBAJIA.

TekeT meyaraeTcs OT J1eBOW TIPaHMIBI TEKCTOBOTO IONA M BbIPABHUBAETCH MO
JIeBOH M TIpaBOW TpaHMIAM TEKCTOBOrO MOJIA. [lepsas cTpoka ab3ala HauMHACTCs Ha
paccTosHMH 1,25 CM OT JIeBOH TPaHHIIbI OJLA.

TekcT MOXKeT NOApa3fesTbcs Ha KOHCTATHPYIOHIYIo HacTh (npeambyny) H
[IOCTAHOBJISAIOLLYIO YacTh (B paCIOPKEHHUSIX — pacropsiAMTEIbHYIO).

IIpeamOyna B MPOCKTAX [IOCTAHOBJEHHMIT 3aBepuIaeTcs croBamMu «IIpaBUTENBCTBO
PecryGnukn Jlarectad [OCTaHOBJISCT:». [TocjeqHee CIOBO TMe4aTaeTcs NpOIMCHBIMH
fykBaMy C HOBOH CTPOKH IOJYXXHPHBIM mpuToM B paspsiKy, wpupTom Ne 14 u
BBIpABHHMBAETCA T10 JIEBOH TPAHHLE.

[IpeamGyna MOXET OTCYTCTBOBATB, €CIH TIpeANACHIBAaCMble  ICHCTBUS  HE
HYXIAI0TCS B Pa3bsSCHEHHH.

MocraHoBAsMOWAs  (PACHOpAAWTENbHAsA) 4YacTh IMpPOCKTOB, Kak MpaBuio,
nojpasaenseTcs Ha IMyHKTHI.



TIyHKTBI HyMePYIOTCS apabCKHMH uupaMu ¢ TOYKOH U 3ar0JI0BKOB HE MMEIOT.

[Ipu HaTWYMH TPUIOKEHHH K MPOEKTY B TEKCTC HA HUX 00s3aTeNBHO JenaeTCs
CCBUIKA.

[IpunoxeHnss K MPOEKTaM [EYaTAIOTCS HA OT/ACNBHBIX JIHCTAX Oymaru u
NOATIUCHIBAOTCA.

B npHIOKEHHAX pa3Mephl MOJIeH, mpuGTEl U MEXCTPOYHbIE WHTEPBAJBI IPH
eyaTAHUM TEKCTA HICHTHUHBI pa3MepaM, IPUMEHIEMbIM NP1 OQOPMIIEHHH ITPOCKTA.

[Toruch OTAENSeTCs OT TEKCTa TPeMA MEKCTPOYHBIMH HHTEPBATIAMHU W COCTOHT
s cnos: «lIpencematens IIpaBUTENLCTBA PecnyOnuku Jlarectan», HHHIHATOB H
davumuu. Cnosa  «IIpencenarens [IpaButenscTBa» W «PecmyOmuky Harectan»
[leyaTaloTCA B IBE CTPOKH Yepe3 OMH MEeXCTPOYHBIH MHTEpBAI U BHIPaBHUBAIOTCA T1O
NeBoli rpaHMIe TeKcToBOro mnoss. MHHIMAbL H damMunus neyaTaroTcs y IpaBOi
rpaHHLBl TEKCTOBOTO TOJIS.

Bu3a NpoCTABIIAETCS B HIKHEH 4acTH KaXJI0r0 JIMCTA [POeKTa BHOCHMMOTO aictd u
BKIIOYAET B cebs HAMMEHOBAHHE MO/DKHOCTH BH3UPYIOIIETo, €ro JHWYHYIO MOIMHMCE,
paclndpoBKy MOAMNKCH U JaTy.

Ilpy HanMuMM y JWL@, BU3HPYIOWICTO NPOEKT, 0coBoro MHEHHs (3ameuaHuit) oH
nenaer 06 3TOM OTMETKY Ipd BH3UPOBAHUM. Ocoboe MHeHHe (3aMedaHus)
BH3MPYIOUIET0 MO MPOEKTY, Kak NpaBWio, M3Jaraercs OTACIBHO H npuiaraeTcs K
TIPOEKTY aKTa.

3 7.3. TlosicHUTeNbHAS 3allMCKa K IIPOEKTY aKTa O(QOpMIAETCS Ha CTAHNApTHBIX
muctax 6ymaru popmara A4 U AMeeT CIIEAYIOLIHE PEKBU3UTBL:

HaumeHoBaHHE BHAa OOKyMEHTa -— [MOSICHUTEJIbHAA 3AITMCKA -
feyaTaeTcs NPONMMCHBIMA OyKBaMH 4epes Ba MEKCTPOTHBIX HHTEpBalla HIDKE BEpXHEH
PaHHIIBI TEKCTOBOTO MOJIsL, BBIICNAETCS MOy KUPHBIM mpu(TOM U BbIPABHUBALTCH 110
nentpy mpudtom Times New Roman pasMepoM HE Gonee Ne 16.

3aroJOBOK OTHENSETcS OT TNPeJbIAYLIEro PEKBU3UTA ABYMS MEXCTpPOUHBIMH
MHTEPBAJIaMH, NeYaTaeTcsi CTPOYHBIMH GykBamu dYepe3 OJIMH HHTEpBall, BBIACIACTCH
[I0Jy)XMPHBIM WIPHGTOM W BbIPABHMBAETCS 110 HEHTPY. Toyka B KOHIIE 3arojioBKa He
cTaBuTCA. B 3arojioBKe yKa3blBaeTCs IIOJHOE Ha3BaHHE MPOCKTa aKTa, K KOTOPOMY
MMOJATOTOBJIEHA TIOACHUTENIbHAS 3allACKa.

TekeT OTHENAETCS OT 3arooBKa 2-3 MEXCTPOUHBIMU UHTEpBATAMU, neyaTaeTcs
mpudrom Times New Roman pasMepoM Ne 14 gepe3 oauH uHTepsai. [leppas cTpoka
a63aua revaTaeTcs Ha PACCTOSHUHM 1,25 CM OT JICBOH rpaHHIIbl TEKCTOBOTO MO

B TekcTe KpaTKO M3/1araloTcsi MOTHBBI BHECCHHA NPOCKTA, 060CHOBaHHE U CYTh
NPOEKTa, HAIMYHE PA3HOTIIACHH, PE3y IbTaTEI npopabOoTKH U HKCIIEPTH3bI.

3.7.4. TIpoeKkTel aKTOB H @pHaraeMple K HHUM 3aKJIIOYEHUs, [OPYUYEHHUH,
GUHAHCOBO-YKOHOMIIECKHE 0GOCHOBAHMS ¥ ApYyras JOKYMEHTALHA ABJISIOTCA CTPOTO
KOHGDHU/IEHIIMATBHOM (cy»xe6HOM) HHbOpMALeH.

C copmepaHHeM IIPOEKTOB AaKTOB MOIYT ObITh O3HAKOMJICHBI TOJBKO T€
JIOJDKHOCTHBIE JINI[A, KOTOPBIC HMEIOT OTHOMIEHHE K HX MCTIOTHCHHIO.

3.8. [oAroToBKa HHAMBHAYAJbHBIX NPABOBLIX AKTOB MuHHCTEPCTBA

3.8.1. B jesrensHOCTH MUHHCTEPCTBA CO3/1A€TCA KOMILICKC OpraHU3alMOHHO-
pacropsAUTETbHBIX [JOKYMEHTOB: MPHKA3bl, pacTiOpsDKeHHUsl, [OJIOXKEHHs, TPaBUIa,
HHCTPYKLHH, PETNaMEHTHI, TIPOTOKOJIbI 3acenanuii (COBEUIATENBHBIX, IKCIEPTHBIX M



Ap. OpraHoB (KOMMCCHH), aKThl, aHaJIMTH4ECKUe CTIPABKH, NIOKJIafHEIE U CIyXeOHbIe
3aMUCKH, JOTOBOPBI (KOHTPAKTHI, COTNIAMICHHA), 1e/I0Bast (cmy>xeOHast) MEpenucKa v 1p.

KoJmeruansHo o6Cyknaemsie BONPOCH W MPHHAMAEMBIC [0 HHM PEIICHHA
¢ukcUpyloTCs B INPOTOKOIAX coBelanuii MHMHHCTEPCTBA, WHBIX 3acelaHuii o
COBELIAHHUH.

B 3aBHCHMOCTH OT KOHKPETHBIX 3aja4 B HCATCJIBHOCTH MuHHCTEPCTBA
CO3MAKOTCSE PYTHE BUJIbI IOKYMEHTOB: [LIaHBI, IPOrPaMMBbI, OTHEThI U Ap.

WHCTpYKLMs IO AeNONPOM3BOACTBY YCTaHABIMUBACT TpeGoBaHUsl K MOATOTOBKE
OT/ENBHBIX BUIOB JOKYMCHTOB.

3.8.2. [Ipuxkas.

IpuxazamMu OGOPMIISIOTCS pelLIeHHs HOPMAaTWBHOIO Xapakrepa, 4 TaKxe 110
OnepaTHBHbIM, OPTaHH3ALMOHHBIM, KaJApOBBIM H JApYrHM BONPOCAM BHYTPEHHeH
paboTsl MUHHCTEPCTBA.

[IpoeKTsl NpuKa3oB (PacloOpsKEHHMH) TOTOBAT M BHOCHT CTPYKTYpHBIE
roJpasjeNeHds Ha OCHOBaHUH [opydeHHH MMHMCTpa, €ro 3amecTHTeNeH nubo B
WHUIMATUBHOM TOpsaKe. OTBETCTBEHHOCTh 33 KAY€CTBEHHYIO IOATOTOBKY MPOEKTa
MpHKasa, COIVIACOBAaHHE M IPABAIBHOC odopMIeHHE TPOEKTa HECeT PYKOBOAHTEIb
NoJpa3jeNeHus, KOTOpbIi TOTOBUT IPOSKT NpHkasa M MPeACTaBIACT €ro Ha TMOAIHUCH.
TIpOeKTHI IPHUKA30B [0 KaJPOBBIM BOMPOCAM IOTOBUT OTAC.

3.8.3. TIpoeKT TMpHKa30oB MOMICKHUT 0053aTeIbHOMY ~ COTTIaCOBaHMIO ¢
KypUPYIOIIUMH 3aMECTUTEJIIMA  MHHUCTPA. Ecnu NpoeKTsl HOCST HOPMATHBHbIH
XapakTep — C HayalbHAKOM OT/ENA, FOPUCTOM. [IpoeKThl, 3aTParuBaroLlye BOIPOCH!
(uHAHCHpOBaHMs, TOMJIEKAT O0A3aTENLHOMY  COIVIACOBAHHIO C HayaJbHMKOM
VnpaBieHus YKOHOMHKH, GHHAHCOB M KOHKYPCHBIX MIPOLEAYP MHUHHCTEPCTBA.

[Iporiecc cOrIacoBaHusi KOHTPOIHUPYET aBTOP MPOEKTA.

3aMeuaHust IO TIPOEKTY MPUKa3a, BOIHAKAOLIKE PY COIIacoBaHuH, U3arapTcs
B CripaBKe, KOTOpas MPUIaraeTcs K MpuKasy. [Ipu 5ToM Ha 060pOTe MPOEKTA MpHKasa
mumercs «C 3ameuanusmu. [IPHIararoTesa» M CTaBsATCs MOANKMCh U 1aTa BUSHPOBAHHA.

Ec/iu B [POIIECCE COTIACOBAHMS B MPOEKT NpHKasa BHOCATCS HIMEHEHIA, TO OH
[TOJTIE)KUT Teperneyarke H OBTOPHOMY COTJIaCOBAHHIO.

[TommuchBaeT MPHKa3bl U PacTOpsDKEHAST MUHHCTP mu6o JIUIO, UCIIOJHSIOIES
ero 0053aHHOCTH.

3.8.4. TloamucaHHBIM OpWIrMHaN IpHKasa (pacmopspKeHHs) [OCTYNaeT B
OprasmsaunonsoM otaene. IIprkasbl peruCTpUpyIOTCH MopsKoBoif Hymepauued B
npejienax KajleH/apHoro roaa.

JlaToil npuKasa sBIAETCs JlaTa ero perncTpalyy.

OdopMIeHHBIH MPHUKa3 (pacropsbKeHue) TepeaeTcs UCTIOTHUTEIAM.

OpuruHagbl TPUKa30B (paciopskeHu#) MO OCHOBHOM J€ATEIBHOCTH, TIO
Ka/[pOBBIM BOIIPOCAM, [0 KOMaHJHPOBKaM XpaHATCs B OpraHu3alMOHHOM OT/EJE.

TTpuka3 nevaTaeTcs Ha OIaHKaX yCTAHOBICHHOIO o6pasua wpudrom Times New
Roman pasmepom Ne 14,

3.8.5. Ilpuka3 wMeeT CIeIyIOIIHe pPEKBH3UTLL [ocynapcTBeHHbIH  reph
Pecry6nuiku JlarecraH, HaWMEHOBAHHE MuHUCTEPCTBA, BAA JOKymeHTa (IpuKas,
pacropsbkeHue), 1ata, PErHCTPALHOHHbIH HOMEP, MECTO COCTABICHUA, 3aroJOBOK K
TEKCTY, TOIHICH, BU3bI (MPHIOKEHUE Nel).



PexBU3UTHl [PHKa3a MEYaTaloTcs TUNOrpacKuM cnocoboM, PEKBU3UT «MECTO
cocTapnenys (M3NAHAA) AOKyMEHTa» TpPH HEOOXOIMMOCTH BHOCHTCS HCTIONHMTENCM
MpH MOATOTOBKE JIOKYMCHTA.

Jlata 0hOPMJISIETCS CTIOBECHO-LIH(POBLIM criocobom, Hanpumep: 5 despans 2010
roga. 3aronoBOK MpHKa3a AOKEH KpaTKo M TOYHO OTpaXaTb COAEPHKAHHC TEKCTa
npukaza. ToYKa B KOHIC 3arojioBka HE CTABHTCH. PacrniopsokeHHS, Kak TpPaBHIIo,
3arojioBKa HE UMEIOT.

TekcT OTHENSETCS OT 3aroJoBKa 2-3 MEXKCTPOYHBIMH HHTEPBATAMHU H NE4aTaeTCH
mpudToMm pasmepom Ne 14 Hepes 1-1,5 uHTEpBaNa OT JIEBOW TPAHUIIBl TEKCTOBOTO TOJIA
¥ BHIPABHMBACTCS 110 JICBOH M NIPABOH rPaHMLEaM TEKCTOBOTO TIOJIA.

[leppas crTpoka ab3ala HaYWHAETCS HA PacCTOAHUM 1,25 cM OT JIeBOH IpaHHIIbl
TEKCTOBOTO MOJIS.

TekcT TNpHKa3a COCTOAT M3 2 4acTel: koHcTaTupytomei (mpeamOyinbl) H
pacnopsiuTensHoi. B KOHCTATHPYIOIIEH YacTH KPATKO M3/IAraroTcs Leld W 3a/atu,
hakThl M COOBITHS, TMOCTYKHBIIME OCHOBAHMEM UL M3/AHMA npukaza. OHa MOXeT
HAYMHATBCS CJIOBAMH B LIEJSAX», «B COOTBETCTBHH», «BO HCIOJHCHHE» W TIp. Ecnu
mpwKa3 M3aeTcs Ha OCHOBaHMM JApYroro NOKyMEHTd, TO B KOHCTATHPYIOIIEH YacTh
yKa3bIBaeTCsl HaMMEHOBAaHHE 3TOr0 JIOKyMEHTa B TBOPHTEJIBHOM [1a/ieXe, ero Jara,
HOMED U 3aroJI0OBOK.

[Ipeambyrnia B POEKTAX MPHKA30B 3aBEPIIACTCA CIIOBOM «TIpUKa3bIBalo», KOTOPOE
[eyaTaeTcs B PaspsKy MPOMMCHBIMA OyKBAMH, MOy KHPHBIM mpudTom Ne 14 gepes 1
MEXCTPOYHbIA HMHTEPBANL OT KOHCTaTHMpYIOLleH 4YacTH W BbIPABHHBACTCA IO JICBOMY
Kpato.

3.8.6. PacmopsjurenbHas 4YacTh NpHKa3a HATHHACTCA CIOBOM «TPUKAa3BIBATIOY,
KOTOpOE TeYaTaeTcsi CTpOuHbIMK OyKBAMU Bpa3psIKy.

PacropsiuTenbHas 4acTh MOXKET COACPHKATD:

pellieHysl OPraHU3alHOHHOIO  XapakTepa (yTBEpIMTB, CO37aTh, MPeoOpa3oBaTh,
JMKBMIAPOBATH, IPU3HAT yTPATHBLIAM CHIY);

KOHKPETHbIE NOPYYEHHsA C yKa3aHHEM HCIOIHUTEIA (vcrioyiHUTEIeH) ¥ CPOKOB HMX
BBITIO/THEHMS.

3.8.7. Kaxnoe pemenue (mopydenne) oQopMiseTCs B MPUKAse Kak OT/ICTIBHBIN
myskt. [TyHKTbI TpHKa3a pacriojiaraiorcs B JIOTHKO-BPEMEHHOH 110C/IeZI0BaTe/IbHOCTH H
HyMmepyloTcsi  apabCcKuMu  Lppami. Ecni  NOpyYeHHe [Jaercs — KOHKPETHOMY
MOJpa3felieHHIO, €r0 HaMMEHOBaHWC THILIETCHA MOTHOCTRIO, B CKOOKax YyKa3bIBalOTCA
daMWIIUs W WHHIMAIGI PYKOBOMTEIS TONPA3/ENCHIA B uMeHuTeIbHOM manexe. Ecmu
[OpyUeHHe 1aeTCsi KOHKPETHOMY MCTIONHUTEITIO, Ero 0/DKHOCTL y aMiuus yKa3bBatoTCs
6e3 ckoOOK B JaTeIbHOM IaZexe.

3.8.8. Ec/iM 0HOMY HCTIOJIHHTETIO HEOOXOAMMO MOPY9HTh HECKOJIBKO pas3HbBIX
3ajladiii C OJIHUM CPOKOM BBIIOJIHCHUA, OTBETCTBEHHBIM HCIIOJIHATENb H CPOK
HCTIONHEHHUS YKa3BIBAIOTCS OJMH a3 B OCHOBHOM IYHKTE, @ [OPY4CHHA BBIIEJISIIOTCS B
oTHeNbHBIC TONMYHKTE. EciM y TOpydYeHHH pasHble CPOKH UCTIOJTHEHHUS, CPOKH
YKa3bIBAIOTCA HE B OCHOBHOM MYHKTC, & B KXIOM TIOAITYHKTE.

Cpok WCMOJHEHHS JOJDKEH OBbITh pealbHbIM, COOTBETCTBOBATDH o0bemy
npeanonaraeMbix pa6or. IIpu yCTaHOBICHMM CPOKa clenyeT Y4YMThIBaTb BpEMs
IOBEJEHHS TOKyMEHTa 0 KOHKPETHBIX HCITOJTHUTEJIEH.



Cpok HCIIOJHEHUs] B MyHKTaX pacnopsAUTeNbHOM 4acTW TMpHkasa HE
yKa3blBaeTCs B Clydasx, €CiH JeHCTBHSA HOCAT PETyNSApHBIA Xapakrep W HX
BBITIOJTHEHWE TIPEANMCHIBACTCS Ha BECh TCPHOI neiictBus npukaza. KomuuecTso
WCTIONHUTe el TI0 KaXKAOMY MyHKTY (TIOAMYHKTY) HE OTpaHHYHBACTCA. OTBETCTBEHHbIH
UCIOMHHUTENb YKa3bIBaCTCA NEPBBIM.

3.89. Ecnu npuKa3 HM3MEHACT, OTMEHSCT MM JOMONHACT PaHee W3 1aHHbIH
JIOKYMEHT WJIA KaKHe-TO ero MOJIOKEHHs, TO O/IMH M3 ITyHKTOB PACTIOPS/IHTEILHON HacTH
TeKCcTa OOJKEH COZCpKaTh CCBUIKY Ha OTMeHSeMbIi JOKYMeHT (IyHKT JOKYMEHTa) C
yKa3aHHeM €ro Jarhl, HOMepa W 3aroyoBKa. Teker MyHKTa JO/DKEH HAYHHATHCS CIOBAMH
«[Tpu3HaTh YTPATHBIIMM CHITY...».

3.8.10. TTocnequuii MyHKT MpHKa3a - [YHKT O KOHTpOJ€, B HEM yKa3bIBaKOTCS
JOJDKHOCTB JIIIA, OTBETCTBEHHOTO 33 MCMOJHEHUE JIOKyMEHTa B enoM, ero (amunus v
WHHILMABL.

38.11. Bu3pl cCOIVIacOBaHMs BKIJIOYAIOT J[OJDKHOCTH BH3MPYIOLIHX, JIAYHBIE
MOJTMCH, PAcIIH(pPOBKY IOAMMCeH M MHaTy, MPOCTABIAIOTCA Ha OTAEIBHOM JIHCTE
cornacoBanus. T10MHCh COCTOUT U3 HAMMEHOBAHWs NOJDKHOCTH JIMLE, NO/IMKUCABLLETO
JOKYMEHT, JIMYHOM MOANHCH H pacuudpoBKH MOATMHCH (MHULIHATIL, bamunus).
HauMeHOBaHHE JO/DKHOCTHOIO JIMIA NIe4aTaeTCs OT JIeBOM TPaHMIIBI TEKCTOBOTO MOJIA.

3.8.12. B mpuka3ax He JA0MyCKaeTCs:

M3MEHEHHe paHee YCTAHOBJIEHHBIX CPOKOB BBITIOJHEHHA nopy4eHHi B CTOPOHY HX
YBETMYEHHUS;

NpUMEHEHHe  TPOU3BOJIbHBIX COKpALICHUH WM HCKOKCHHE HaWMEHOBaHHUM
CTPYKTYPHBIX IIO/pa3/ie/icHUH, I0ZIBEIOMCTBEHHBIX OpraHu3aLyH - MCTIOJIHUTEIEN,

NpYMEHEHHE TPOM3BOJILHBIX M JpYTMX TEPMHMHOB, COKpPAlICHHBIX CIIOB H
HaWMEHOBAHUH.

3.8.13. Ilpu HaIM4UHU TPUJIOKEHUH B TEKCTE IIPUKa3a B COOTBETCTBYIOLIMX ITyHKTax
PACTIOPSANTEIBHON YacTH JAIOTCS OTCHUIKH: .. (mpunoxerne Ne 1); ... (IpHIOKEHHE Ne 2);
... (COTJIACHO MIPHUJIOXKEHHIO», Ha NIPHIIOKCHAH ohopMIIsieTCst OTMETKA O MPHTIOKEHHH.

V3nanue BMeCTe C PUKA30M MPIIOKEHHH, He YIOMAHYTRIX B TEKCTe IOKYMEHTa, He
IOIyCKaeTCs.

3.8.14. CoBMecTHbIe TpHKa3bl MHHHCTEPCTBA MEHATAOTCA HA CTaHIAApPTHBIX
muctax Oymarm ¢dopmata A4 (210x297 mm) Oe3 Onanka. Ilpu odopmiieHHH
COBMECTHOrO IpHKa3a HAaMMEHOBAHUs opraHM3alyil pacrioNaraioTcs Ha O/JHOM YPOBHE;
HAHMEHOBaHWe BHIa JAOKyMeHTa — TpHKa3 — pacroyiaracted [IEHTpOBaHoO; JaTa
COBMECTHOrO TIpHKasa — eJIMHas, COOTBETCTBYET Jare Goniee TO3MHEH MOJMHUCH,
pacroJiaraeTcsi LeHTPOBAHO; PETMCTPALMOHHBIH HOMEp JOKyMEHTa, COCTABJIEHHOTO
COBMECTHO fByMs M 0oJiee OpraHH3alUAMH, COCTOMT H3 perucTpalldOHHBIX HOMEPOB
JOKyMeHTa KaXIOoW M3 ITHX OpraHu3alMi, MPOCTABIACMBIX HCPE3 KOCYIO d9epTy;
MOATMCH PYKOBOJMTENIEH PpacloyaraioTes HUxe TeKcra Ha OJHOM YpoBHE (CM.
T[Tpunoxenue Nel9).

O6paser ohopMIeHHs MPHKa3a IPUBEICH B npunoxenyua Ne 1.

3.8.15. PacnopskeHHE.

PacnopsxeHue — MpaBOBOM  aKT, W3JaBaeMplii B LEIAX PpaspelICHHA
OIIepPaTHBHBIX BONpPOCOB, HMMECT OrpaHHYEHHbI CPOK JCHCTBHS M KacacTcd
OTpeeIeHHOTo  Kpyra MCIIONHUTENeH B OTIMYMe OT TIpHKa3a, ABIAIOUIETOCH



PacTOPSINTEbHBIM CIIy)KeOHBIM IOKYMEHTOM [UIMTENBHOTO ACHCTBHA.

3.8.16. TekcT pacmopsykeHHS MMEET KOHCTATHPYIOIIYIO M PacIopsAUTEIbHYIO
yacTH. B mepBoi yKaswlBAalOT I1eNb WIH IIPHYHHY paclopsKeHHs, BO BTOpO¥,
nayunaromeiics ciosom «OBSI3BIBAIO», - mnpeanuceiBaemble JedicTBus. B
KOHCTaTHUPYIOLIeH YacTH 11e]1eco00pa3HO MCHOIIb30BaTh YCTOMYMBEIE (HOPMYIHUPOBKMU:
«B cooTBeTCTBHIY, «B cBs3M», «B neasx» u T.1.

3.8.17. MoaroroBka u odopmMieHHe pacrops>KeHHH IPOBOJAATCS B COOTBETCTBUH
C YCTAHOBJIEHHBIM MOPSIKOM IOATOTOBKH U O(OPMIIEHHUS TIPHKA30B.

3.8.18. JlomyckaeTcsi TOTOBHTE pacropsbkenue Ge3 KOHCTaTHpylomeH JacTd. B
JIaHHOM CITyyae KIFYeBOE€ CJIOBO «00s3bIBal0» HE MUINETCS, 8 TEKCT PacnopsKeHHs
COCTOMUT TOJILKO M3 PacIOpsAUTEIbHOH YacTH.

PacnopskeHus nociie TOANUCaHNsA HyMEpPYIOTCs ¥ XpaHsATCs B OTACTE.

Odopmnenue pacnopsHKeHHs AQHAJIOTUYHO 0(hOpMICHHUIO npHUKasa
(cm. npunoxenueNel).

O6paser; opOpMIEHHS PACIIOPSDKEHHS NIPHBEIEH B IPIIOKeHHH Ne 2.

3.9. IMosoxkenne, NpaBujIa, HHCTPYKUHH

3.9.1. [lonoxxenwe H3JaeTcs B TOM Cilydae, €ClIH B HEM YCTaHaBIMBAIOTCH
CHCTEMHO CBS3aHHbIE MeXJy COOOH TmpaBHiIa [0 BONPOCAaM, OTHECEHHbIM K
KoMneTeHUud MUHHCTEPCTBA.

B npaBunax yCTaHABIMBAIOTCS HOPMBI M TpeGoBanus, 0Os3aTelIBHBIC Ui
BBIITOJTHEHM.

B MHCTPYKIHMH M31araeTcs MOPsLOK OCYLIECTBIEHHS KaKO#-Tu00 AesATenbHOCTH
WIH TIOPSOK NPUMEHEHMsS TIOT0XKEHHA 3aKOHOJATeNIbHBIX M HMHBIX HOPMATHBHBIX
aKTOB.

[Monoxenus (npaBWia, HHCTPYKLMM) IIPUMEHSIOTCS KaK CaMOCTOSTEIBHBIC
TIPaBOBbI€ aKThl, KOTOPbIE MOANUCHIBAIOTCS MUHHCTPOM; YTBEPIKACHUE odopmisieTcs B
dopme rpuda yTBepIKAeHHS W TyTeM M3JaHUs PACTIOPAAUTETBHOTO JOKYMEHTA 00 ux
YTBEPXKIEHUH.

3.9.2. Tlopsmox MOATOTOBKM MPOEKTa IOJNOXKEeHHUs (IpaBHlI, HHCTPYKLIMH)
COOTBETCTBYET 0OLIeMy INOPSAKY IOACOTOBKH INPOSKTOB HOPMAaTHBHBIX aKTOB (cm.
[Mpunoxenue Ne 17).

Tekcr mTpoekta  nojoxeHus  (TPaBHI, — MHCTPYKUHMH)  YTBEpXK/AeTcs
pacnopsauTenbHbIM HOKyMeHToM. Ileyataercs Ha CTaHJapTHOM JIMCTE Oymaru
dopmara A4.

TekcT wW3naraeTcs OT TPETHETO JIMIA E€AMHCTBEHHOTO HIIM MHOXECTBEHHOI'O
yncna, B TeKCTe HCMOJNB3YIOTCS CJIOBA: «JOJDKEH», «CIIENYeT», «HEeoOXOoaHMOY,
«3ampeluaeTca»”, «He JOMyCKaeTcs.

3arooBOK K TEKCTY TIOJNOXKeHHs (paBWJI, MHCTPYKLMH) OTBeYacT Ha BONPOC
«0 4eM?». 3arooBOK K HMHCTPYKIHH, COJiepxalieil NOMKHOCTHble TpeOoBaHMA H
MOPSIOK TIPOBEIeH s PaboT (HOHKHOCTHAS HHCTPYKIIHMSA), OTBEUAET HA BOMPOC «KOro?»
(Jlo/KHOCTHAS HHCTPYKLHSI BElYIIETO CIICLHAINCTA).

3.9.3. KoHcTaTHpYIOUIEH YacTbio TIOJIOXKCHUs (IPABHIL, HHCTPYKIMH) CIY)KHT
pasgen «QOuMe TIONOXKEHHA», B KOTOPOM YKa3bIBAIOTCS OCHOBAHMA pa3paboTKy,
OCHOBHOE HA3HAYeHHe HOPMATHBHOrO akTa M cdepa ero pacnpocTpaHeHHMS,
OTBETCTBEHHOCTD 3a HapylIeHHEe YCTAHOBJICHHBIX IIPAaBH/I U TEXHOIOTHH.



3.9.4. OCHOBHOM TEKCT MONOXKEHHs (OpaBuil, HHCTPYKLMH) MOXET JENUThCs Ha
1aBbl, TYHKTHl ¥ TMOAMYHKTHI. ['71aBbl HyMEpYIOTCS PUMCKAMH nubpaMi ¥ OOTDKHBI
HAMETH Ha3BaHHA.

Hymepaius. MyHKTOB W MOJMYHKTOB IPOM3BOTHTCA apabckumu  Ludpamu.
[ToanyHKTEI MOTYT HYMEpOBaTbCSl CTPOYHBIMU GykBaMu C 3aKPBIBAIOLIEHCS KPYIJIOH
CKOOKOH.

3aro/lOBKM IJIaB U IYHKTOB I1€YATAIOTCS MPOINMCHBIMH OYKBaMH IOIYKHPHBIM
wpH(TOM, OTHENAOTCA OIUH OT APYTOro OFHHM MEKCTPOUHBIM WUHTEpPBaIOM H
BEIDABHMBAIOTCSL IO LEHTPY. 3aroJIoBKM TIOMAMYHKTOB MEYaTatoTCH NIPOTTMCHBIMH
6yksamu. Touka B KOHIIE 3ar0JI0BKa HE CTaBUTCA.

TekcT monoxeHds  (NpaBui,  HHCTPYKIMH)  3aKaHYMBAaeTCH 4YepToH,
PAcIOIOXKEHHOH 10 LEHTPY HIKE TEKCTa 4epes 2-3 MeXCTpOuHBIX MHTepBana. [lnHHa
4epThl COCTaBISET 2-3 CM.

3.9.5. Ha mosoxenusix (mpaBwiax, HHCTPYKLMSX) BH3bl NPOCTABJISIOTCH Ha
06OPOTHOM CTOPOHE MOCJIEIHET0 JIUCTA JOKYMEHTA.

BHeceHuUe M3MEHEHHIl B yTBEp)KICHHbIE MOJOXEHHs (MpaBuIa, HUHCTPYKLIUHN)
NPOM3BOAKTCS MPUKA30M MHHHCTPA.

3.10. ITpoToxo.J 3aceaHHsA

3.10.1. Ilporokon — AOKYMEHT, B KOTOPOM duxcupyercs X0 00CYKACHHS
BOTIPOCOB W IPHHATHA PpELICHHH Ha coOpaHusX, COBEIIAHUAX, KOHQEpeHIUIX H
3acelaHUsX KOJUIErHalbHbIX OPraHoOB.

[TpOTOKOJ COCTaBIAETCA Ha OCHOBaHHH 3anucei, MPOMU3BEJEHHBIX BO BPEMs
coBellanua (3aceqaHus), NPEACTABIECHHBIX TE3UCOB JOKJIANOB H BBICTYILICHUH,
CTIpaBOK, [POEKTOB pPELICHWH H Jp. Marepuansl K 00CYXIEHHIO TPEACTABISIOTCA
CTPYKTYpHBIMH TOJpas/ieieHussMu MuHUCTEpPCTBA M APYTHMH OpraHu3alUsiMH, Ha
KOTOpbl€ BO3JIOXKEHa MX IOArOTOBKA, HE IIO3JHEE, yeM 3a S5 JHEM 1O JaThl,
MpeIyCMOTPEHHO! TIaHOM paGoThl KOJLIErHaibHOro OpraHa.

Jamucu BO BpeMms 3aceiaHus, cOOp MarepuasioB M IOAroTOBKa TeEKCTa
BO3/IAraeTcs Ha CeKperapsl KOJUIErHajJbHOIo OpraHa W COTpyJHHKOB Nojipas/iecHuit,
FOTOBMBIIAX BOMPOCH! K 06CyxkaeHut0. TeKCT NpOTOKOIa AO/IKEH ObITH U3rOTOBJIEH HE
To3aHee, ueM dyepe3 3 JHs [Mocie AHs 3aCCAaHuA.

I[IpoTOKON  IOANMCHIBAETCS — NPEICENATeNbCTBYIOMMM  Ha 3aceaHuM H
cexperapeM. Ha koH(epeHUusX, COOpaHHMAX, 3aCelaHHMsX, [I€ NPUHATHE PELICHUs
TpebyeT OINpeNeNeHHOro KBOpyMa, YKasblBaeTCs, CKOJBKO 4eJIOBEK MPUCYTCTBOBAJIO.
O6s3aTe/IbHOMY TIPOTOKOJIMPOBAHHUIO MO/JIeXKAT 3ace/laHus MOCTONHHO JAEHCTBYIOLIMX
KOJUIETMAJIbHBIX OpraHoB. [IpoTokonbl OGOpMIAIOTCS Ha oOBIYHBIX JIHCTAX OyMmaru
dopmara A4.

3.10.2. TIpoToKoIIBI MOTYT ObITh MOJTHBIMA ¥ KPATKHMH.

B KkpaTKuX NpPOTOKOJIAX YKa3bIBAIOTCA damunms 0KIa/14MKa, TeMa J10Kiana,
hbaMuiMM BBICTYNMBIUMX H TPUHATOC PCIICHUE. Takue NPOTOKONbLI He JArT
mpecTaBieHns. 0 Xofe OOCYXIEHMs BOMPOCa, MOITOMY HX PEKOMEHZYeTCs BeCTH
TOTNa, KOCHAa 3acefaHde cTeHorpadupyeTcd WM, KOrTa TEKCTEI NOKJIa0oB H
BBICTYIUTEHHH TOTOBBI 3apaHee | OyayT TPUIOKEHBI K IPOTOKOIY. Kpatxo
TIPOTOKOJIMPOBATh MOXHO COBEIIAHHMs ONEpaTHBHOIO xapakTepa. Bo BCcex OCTaJbHBIX
clydasX TpPOTOKON MHOMKeH ObITh MOJNHBIM, TO €CTh comepXaTh 3allUCh BCEX



BBICTYIJIEHUH.

Cnoeo  «IIpucyTcTBOBamM»  MedaTaercs OT  TPaHWIEl  JICBOro  TOJA,
MoIdepKUBAETCs, CTaBUTCA ABoeToure. Hinke neyaTaroTes HAMMCHOBAHHS NOMKHOCTEH
NPUCYTCTBYIOIMX, @ ClpaBa OT HauMEHOBAHUA NO/KHOCTE — KX HHHLHAJIBI H
dbamunuu. Crucox OTAeNAeTCs OT OCHOBHO# 4acTy MPOTOKOJA CILIOLIHOMA YEPTOH.

B monHOM MpOTOKOJNE OCHOBHOE COZAEPKAHHE JOKIAN0B H BBICTYTIJICHHH
OMeI@eTcss B TEKCTe NPOTOKONIA MM NpuiaraeTcs K HEMy; B [MOCICIHEM Clrydac
jenaeTcs B TekcTe CHOCKa «TekeT BBICTYNUIEHMA MpPUIAracTcs. ITocTaHOBNEHHE
(pemenne) B TeKCTe TPOTOKOJA TEYATacTCs MOJTHOCTRIO; TPH HE0OX0AUMOCTH
PHBOJATCS WTOTH rojocoBanus. OCHOBHas YacTh NMPOTOKONA TIEHATACTCHA HEPE3 1,5
MEKCTPOYHBIX MHTepBaia. B paszen «CJIYIIIAJIM» B NOJIHOM IPOTOKOJIE BKIIOYAETCS
u noapaszaen «BOIPOCDI», B koTopoM GHUKCUPYIOTCS BCE MOCTYNHUBLINE BOMPOCHI K
NOKJIATYMKy M OTBETHI Ha HHUX. B paszene «BBICTYIINUJIN» yxa3sbiBaloTca GaMuIus,
WHHUIAAIB] BEICTYIIAIONIEr0 ¥ COAEP)KaHNe BRICTYIICHHU.

Jlanee cnenyer pasaen «PEIIMJIM», mepen KOTOPbIM CTaBHTCA MOPSAAKOBBIH
HOMEp Bompoca, IO  KOTOpPOMY — NpHHMMaeTcs — IaHHOE IIOCTaHOBJICHHE.
[ToCTaHOBIISIONIAs YACTh MOXKET COCTOATh U3 HECKOIBKUX ITyHKTOB.

TIpOTOKOJ MOANKCHIBAETCS IIPE/CeIaTeIeM U CeKpeTapeM 3ace/lanns, KOTOpPBIH
NI0JKEH TIIATENbHO OTPeJaKTHPOBATh TEKCT MPOTOKOJIA.

3.10.3. ITpoTOKOT UMEET CIIeAYIOINE PEKBH3HUTDI (cm. IIpunoxenue Ned):

HauMeHoBaHHe MHMHUCTEpCTBA —  YKa3blBaeTCid  IOJIHOE opuIMaNbHOE
HauMeHoBaHue MUHUCTEPCTBA,

HAUMEHOBaHHE HOKyMeHTa — cioBo «lIporoxom» me4aTaeTcs OT TIPaHULb!
BEPXHETO OIS IPONHCHBIMA OyKBaMH B Paspsiiky, MOMYXHPHBIM mpuTOM pasMepoM
Ne 16 u BbIpaBHUBAETCA IO LEHTPY,

BUI 3aceNaHms, COBEIlaHHs — OTJAeNseTcs OT IPEIBIAYIIEro pPEKBASHTA
2 MeXKCTPOYHBIMH MHTEPBAJIAMH, M€YATACTCS MOy KUPHBIM mpudrom pasmepom Ne 14
yepe3 | MHTEPBAJ M BHIDABHUBACTCA 110 LICHTPY;

MeCTO TIpOBEJEHHs 3ace/laHus, COBELIAHHMA — YKa3bIBAaeTCA NpH ohopMieHHH
IIPOTOKOJIOB COBEL@HHSA B TOM CJIy4ae, eC/Id OHO MPOHCXOAMIIO HE HA 0OBIMHOM MECTE;
mevaTaeTcs Uepe3 JBa MEXCTPOUHBIX HHTEpBAla MOCIE PEKBU3WTA «BHI 3acelaHts,
COBELIAHMSY, OTAENSIETCS OT HEro JTMHEHKON H BBIPABHUBACTCA IO IIEHTPY,

JaTa MNpOTOKONA — JaTa MPOBEASHUs 3acelaHus. Jlata mpoTokona oopmisieTcs
LU(POBBIM HIIH CIIOBECHO-LIH(POBLIM crioco6oM ¥ Tiedaraercs Jepes 2 MeKCTPOYHBIX
MHTEpBaJa HIDKE IPE/IbIAYLIEro PeKBU3HTA. TTpOTOKOJBI HYMEpYIOTCS NOPAKOBBIMH
HOMepaMK B IpeJieNlaX KaleHIapHOro rofia OTALJIBHO 110 Ka)K10# rpymnie NpoTOKOJIOB:
POTOKOMbI COoBElIaHuH MUHHCTEPCTBA, NPOTOKOIb! KOJIICTHH, TIPOTOKOJIBL 3aCE/laHHH
3KCMEPTHO-TIPOBEPOYHOM KOMMCCHH M T.IL Homepa MOCTaHOBJIEHHH (peuenwuii),
NpHUHSITBIX HA 3aCeJIaHUH, COCTOST M3 HOMepa MPOTOKOIIA, HOMEpa paccMaTpHBaEMOro
BOIpOCAa B IOBECTKE IHSA M MOPAIKOBOro HOMEpa MocTaHOBNEHHUs (pelieHus) B
npezenax Bompoca. [IpoTokoNbl COBMECTHBIX 3aceqaHNil MMEIOT COCTaBHbIE HOMEPA,
BKJTIOYAIOIIHE TOPAAKOBBIE HOMEPa MPOTOKOJIOB opraHu3aLyii, MPUHUMABIIKX yqacTHe
B 3aCe/IaHUH;

OCHOBHAS YacTh IPOTOKOJA — MedaTaeTcs yepes 1 MEXCTPOYHbIH HHTEPBAL;

ITOJITHCh —OTHEIAETCS OT TeKCTa 3 MEXCTPOYHBIMA MHTEpBaJlaMH H BKITIOYAET



HaMMeHOBAHKe [0DKHOCTH JINIIA, IPE/CeIaTeIbCTBYIOLIEro Ha 3acelaHiH, ero JHIHYIo
TMOJNUCh, PACIA(PPOBKY MOAMHCH (®.1.0.). HanMeHOBaHKE TODKHOCTH MEIATACTCA OT
NeBOl TPAHWIBI TEKCTOBOTO ToNs depes | MEKCTPOYHBIH MHTEPBAT H LEHTPHPYCTCH
OTHOCHTEJILHO CaMO#l JUIMHHOM CTPOKH.

PacmundpoBka MONMMCH pacmonaraeTcs Ha YpPOBHE MocleAHed CTPOKH
HAWMEHOBAHMS JOJKHOCTH 0e3 mpodena Mex Iy HHALHATaMH 1 dbamumeit. [TocnenHss
GykBa B pacluu(poBKe OrPaHUYNBACTCS [PABBIM IOJIEM.

3.11. /lenoBoe (cayskedHOE) MHCHLMO

3.11.1. CiyxeOnas meperucka — pasingHbIC BHIbI opUIHAIBHBIX TOKYMEHTOB
MH(OPMAMOHHO-CITPABOYHOTO XapaKTepa, UCTIONB3YEMBIX JUTA obMeHa WHpOopMaLeH
B JIeSTEbHOCTH OPraHoB BIACTH, OpraHU3all1i U rpaKIaH.

CrnyxxeGHas nepernucKa BKIo4aeT B ceds nucbMa (cnyxebHbIe, rapaHTHAHBIE),
TenerpaMMsi, TelepOHOrpaMmBl, GakcorpaMmbl, JEKTPOHHDIE THCHMA.

3.11.2. Jlenoeoe (cmyxebHOE) MUCHMO TOTOBHMTCSH Ha onauke mucbMa. I[lpu
COCTABJICHHH MHceM O(OPMIAIOTCS PEKBU3UTHL a[pecar, 3aroJIoBOK K TEKCTY, TOKCT,
[IOMIMHCh, OTMETKA 00 MCTIONHUTENE, B HEOOXOAMMbIX CIIyHasX - OTMETKA O MPUIOKEHUH.
PexoMeHLyeMBblii 00paserl 0popMICHHs JENOBOTO MHChMa (Ipunoxenve Ne 3).

311.3. EciM THMCHMO SIBISIETCA OTBETOM HA TOCTYIHMBIIMH 3arpoc WM npocs0y,
3QMONHAETCSl PEKBU3MT «CChUIKA Ha PerMCTPALMOHHB HOMEp H JaTy MOCTYNHBLIETO
TTACEMay,

3.11.4. HauMeHoBaHWe BHIA JIOKyMEHTa («ITMCbMO») M PasHOBHHOCTb IHMCBMA
(HampuMmep,  «Ipochay, «MH(GOPMALMOHHOE»,  «COMPOBOIMUTENBHOEY,  «3aMpOCH,
«(HATIOMMHAHHE) B JIEJIOBbIX (CITy)KeOHBIX) THChMAX HE yKA3IBAKOTCS.

3.11.5. Eciti TMCBMO HAITPaBJIACTCA apecary 1o 3IeKTPOHHOM TouTe WK 10 paKcy
63 TOCHUIKH IO TI0UTe, BMECTO MOYTOBOTO a/Ipeca yKasbIBaeTCsl afipec SNEKTPOHHOH ITOYTHI
Wik HoMep TenedoHa-(hakca.

3.11.6. Jlenosoe (cimyxebHOE) MHCBMO IOJDKHO OBITH MOCBSAIIEHO OAHOMY BOIPOCY.
Ecii Heo6X0auMO 0OPaTHTLCS B OPTaHU3AIHI0 OTHOBPEMEHHO TI0 HECKOJIBKHM BOIIPOCaM,
PEKOMEH/TyeTCsl COCTABHT OTAIHHOE IHCHMO M0 KaXKIIOMY H3 HUX.

I[THCHMO MOKET KAacaThesl HECKOIIBKUX BOIPOCOB, €CIIH OHM B3aHMOCBA3AHBL.

3.11.7.B oxHOM MHChMe He OODKHO OBITh Ooliee [ETBIPEX anpecaTos, IMpH 3TOM
OCHOBHOM aJpecaT yKasblBaeTCs NeEPBBIM, OCTAIBHBIM a/IpecaraM NIMCbMO HaIpaBJIsieTCs
JUIS CBEJCHUS.

[Ipy HeoOGXOOMMOCTH HANPABUTH THCHMO GombleMy KOJMYECTBY apecatos,
FOTOBMTCS CITMCOK PACCHUIKH, ¥ TIHCHMA PAacChUIArOTCH 110 CIIHCKY .

3.11.8. TekcT MuUcbMa U3JIAraeTCs:

or 1l-ro JMua MHOXECTBEHHOro uMcia  («IPOCHM..»,  HPeAJIaracM...»,
«HATIOMHUHEEM...»);

oT 3-ro /M@ €IMHCTBEHHOro YHcaa («IpefmpusTHe CHMTAeT BO3MOXHBIM ...»,
«MHCTHUTYT He pacroaraeT BO3MOKHOCTBIO M)

oT 1-ro 1MIa eIUHCTBEHHOro YHca («mporry ...», «IIpejiaraio ...»), €CIIH ITHUCHEMO
odopmITseTCs Ha JOJKHOCTHOM O/TaHKe.

3.11.9. Eciu npoeKT JeoBoro (cIyxebHoro) MuchbMa HalpasiieTcd ajpecaty 1o
[oYTe, MPOEKT FOTOBUTCA B ABYX 9K3eMILISIPAX: OJMH SK3EMILIAP oopmsiercst Ha OraHke,
BTOPO# 3K3eMILIAP, TPEIHA3HAYCHHBIH UL BH3MPOBaHMSA) - Ha CTaHIAPTHBIX JIHMCTAX



Oymaru.

JlenoBoe (cimy)xe0HOE) TMCBMO /O TPEACTABICHHA Ha TMOIMHUCH JOJKHO OBITH
COIAcOBAHO (3ABM3MPOBAHO) CO BCEMH 3aHHTCPECOBAHHBIMH nmuuamu.  Jlemosoe
(cmyxeGHOe) MHMCBMO  MOJIIHCEIBACTCH PYKOBOJMTENIEM ~OpraHH3alMi W HHBIM
YIIOJIHOMOYEHHBIM MM JIHLOM. [Toxmucansoe fenoBoe (CmyxeOHOe) MHChMO MOMICHKHT
pErACTpaliK 1 OTIPABKE.

He pmomyckaercs OTNpaBisATh ajpecaraM MHMChMa, He HUMEIolMe  JaThl U
PErkCTPaLOHHOTO HOMEPA.

3.11.10. Tlocne TOAMHCAHMS TMHCHMa M €r0 PErHCTpAlH SK3EMIULAP IMcbMa €
BU3aMH 3aMHTEPECOBAHHBIX JIML] TTIOMEIIACTCA B IEJIO.

3.11.11. Jloxmamuas (cmyxeOHas) 3amucka HCIONB3YETCA JUIA  OTNEepaTHBHOIO
MH(pOPMALHOHHOr0 OOMEHa MEXTy CTPYKTYPHBIMH MO/Ipa3eieHUusMA ¥ PYKOBOICTBOM.
OGs3aTe/bHBIMA ~ PEKBH3UTAMH  JIOKJIQIHOH (cmykeOHOH)  3alMCKH  SBJIAIOTCA:
HAMMEHOBAHHE CTPYKTYPHOTO — TOJpasielieHus, HAMMEHOBaHHE BHJIa JIOKyMEHTa
(moxnmanHas 3arMCcKa, cayxeOHas 3alKCKa), JaTa, 3aroloBok K TEKCTY, ajpecat, TEKCT,
TOIITHCh.

[Tpu aapecoBaHUM JOKITANHBIX (ciyeOHBIX) 3alMCOK YKa3bIBAIOTCA B JIaTeJIBHOM
najieske JOJDKHOCTB JIHIA, KOTOPOMY a/IpecoBaH JI0KyMCHT, (pamuTHs ¥ MHULTHATIBL.

3.11.12. Jokragssle (ciny)xeOHble) 3alHCKH MOTYT COCTAB/IATBCA, paccMaTpuBaThCs U
XPAHWUTHCS B T€UECHUE YCTAHOBJIEHHOTO CpOKa HCKTIOUNTENBHO B aekTponHoM Brzie B CO/L

[lpu opraHusanuu PpaboThl C JIOKIAIHEIMH (cyeGHbIMM) 3alMCKaMi B
3JEKTPOHHOM BHJE HCIOJB3YIOTCH IMCKTPOHHBIC 1a6/I0HBl IOKIAJHOM U CIyXeOHO#H
3aIHCOK.

3.11.13. TekeT HOKTATHON (Ciy)xeOHOM) 3alMCKH, B 3aBHCHMOCTH OT CJIOWHOCTH
COlepIKaHusl ¥ IPHBOJIMMON apryMEHTALMH, COCTOMT M3 OJIHOIA, JIByX WJIX TPEX YacTei:

B NEpBOM 4YacTH M3/Aralorcs MPHIHHBL hakThl WA COOBITHS, MOCITYXMBIIME
[TOBOJIOM JUIsi COCTABJICHUA IOKYMEHTA,

BO BTOPOM YacTH JaeTcs aHaju3 CIIOJKMBIIIEHCS CUTYaIMH, BO3MOXHBIC BapHAHTEL €€
peleHHs;

B TpeThel 4aCTH U3JIaratoTCst BRIBOJIBI.

IV. Opranusanus AOKyMeHT0000poTa

4.1. IlpHHUHNbI OPraHH3AUMH [AOKyMeHT0o000poTa
B coorercrBun ¢ mynkrom 1.1 Hacrosmedt WHcrpyknmd B - TIpoliecee

J0KyMeHT0000poTa 00ecre BacTCs:

a) PHEM M TiepBI4HAas 00padoTKa BXOAALIMX JIOKYMEHTOB;

6) npeBapHUTEIbHOE PACCMOTPEHHME BXOIATLIMX JIOKyMEHTOB;

B) PACCMOTPEHHE JIOKyMEHTOB MUHHCTPOM,

r) NOBeIeHHE J0KyMEHTOB J10 MCTIOTHUATEIICH;

J1) TIOATOTOBKA MPOEKTOB IOKYMEHTOB;

€) coryiacoBaHue MPOEKTOB JIOKyMEHTOB;

) O/IMKMCAHHE IPOEKTOB JOKYMCHTOB;

3) OIpe/ie/ieHHe MeCTa XPaHeHHs MOKyMEHTa (KoM [OKyMEHTa) ¥ BKIFOUCHHE



JOKYMEHTa B JIETI0;

e) 06paboTKa U OTIPaBKa HCXOJSAIMX TOKYyMEHTOB.

Opranuzauys JOKyMeHT0060poTa OCHOBBIBACTCA Ha MPUHLATIAX:

LEHTPATH3AL|HA OTIEPaLMii 110 IPHEMY M OTIPABKE JIOKYMEHTOB,

pacrpe/ienieHis IOKyMEHTOB Ha JIOKyMEHTONOTOKH, HMEIOLIIE OJTMHAKOBBIH
MapuIpyT (Mapipy TH3amms JIOKYMEHTOB);

OpraHuU3alMK NPe/IBAPHTENLHOrO PACCMOTPEHHS BXOMALIMX JTIOKYMEHTOB;

UCKIFOYEHNS BO3BPATHBIX JIBHKEHUH 10KYMEHTa, HE 06yCIIOBICHHBIX JIETI0BOM
He0o0X0IMMOCTBIO;

OJTHOKPATHOCTH PETHCTPALH JJOKYMEHTOB;

yCTpaHeH!s: HeoOOCHOBAHHBIX COrTIACOBAHMI TIPOEKTOB JIOKYMEHTOB; BPEMEHHOH
perIaMeHTAllMH OTepaluii 110 06padoTKe, PaCCMOTPEHHIO 1 COIVIaCOBaHHIO JOKYMEHTOB

JIoKyMeHT00GOPOT BKJTFO9ACT BCIO MOCICIOBATEILHOCTE rnepemMerIcHu# JOKyMEHTOB,
a TakoKe OTepALliH, COBEPIIAeMbIe C IOKYMEHTaMH B IPOLECCE UX CO3/aHMA ¥ MCTIOJIHEHHS
(monmyyeHue, OTIpaBKa, PETHCTpalysA, MPEABAPHUTEILHOC paccMOTPEHHE, PacCMOTpeHHE
pykoBoautenem) (cM. [Ipunoxenue NeS).

LleJib OpraHU3aL|y JOKyMEHTO000poTa - obecrieueHre CBOEBPEMECHHOTO TPUHATHA
YIIPABIEHYECKUX PEINEHHH U MX UCTIOTHEHHS. 3a1a4a JIOKyMeHT0o000poTa - OpraHM30BaTh
IBIDKEHUE JOKYMEHTOB 10 HauMeHee KOPOTKOMY ITYTH ¢ MUHHMATBHBIMH 3aTpaTamu Tpyaa
W BpEMEHH, B YCJOBHSX 3ICKTPOHHOIO JIOKyMeHT0o000poTa - 00ecrednTh AOCTYI K
JoKyMeHTaMm nob3oBarensM COJl B COOTBETCTBHH C NpeI0CTaBIeHHBIME UM TTpaBaMHy.

B ycnosusx mpuMenenus COJl B MHUHHCTEPCTBE UCHOJB3YIOTCS  DJIEKTPOHHBIC
JOKYMEHTBI, @ TAloKe OJIEKTPOHHBIE KOMHH IOKYMEHTOB, nojly4eHHble B pe3yJbTare
CKaHWpOBaHHs JOKyMCHTOB Ha OyMaKHOM HOCHTEIC. JIOKyMEHTbI, UMEIOLINE BPEMEHHBIC
cpoku xpaHenus (mo 10 ner BKJIIOUMTENILHO) MOTYT CO3[aBarbCs, XpPaHUThCHA H
HCIIONB30BATHCS HCKIIFOYUTENBHO B POPME NIEKTPOHHBIX I0KYMEHTOB.

[epeueHb TOKYMEHTOB, CO3/IaBaeMbIX, XPAaHHMbIX H HCTIOJIb3yEMBIX HCKIFOUUTETBHO
B ()OPME 3JEKTPOHHBIX JIOKYMEHTOB, yTBEPXK/ACTCH MUHHCTPOM.

OpraHu3alys IBIKEeHNs IOKyMEHTOB B yCIIOBHSAX 3/ICKTPOHHOTO NOKyMeHT0000poTa
OCYIIECTBIISIETCS B COOTBETCTBHH  C pernaMeHTHPOBaHHBIMU  MapLIpyTaMHu,
pa3pabaTbIBaeMBIMH OT/IEJIOM. MapipyTsl JIBYDKCHUS OpraHH3aldoHHO-
PACMOPSNTENbHBIX JOKYMEHTOB J0JDKHbI ObITh ONITHMAJIBHBIMH 10 3aTpaTaM BPEMEHH, He
NODKHBI  JIOIYyCKaTh  AyONuMpyIOImX onepaupii M BO3BPAaTHBIX HBIDKEHWH, HE
0GyCIOBIEHHBIX IEOBOH HEOOXOIMMOCTEIO

B nokymeHT0000poTe MUHHCTEPCTBA BBIACIISIOTCA JIOKYMEHTOTIOTOKH:

pxojasmpe (MoCTyakoIMe) T0KYMEHTHI,

ycxosmue (OTIpaBsieMble) JOKyMEHTbI,

BHYTPEHHUE JOKYMEHTBI,

B cocraBe BXOSIIMX H UCXOSIHX JJOKYMEHTOB BbIACIISIOTCH:

JIOKyMEHTBl ~ OpraHoB FOCYZapCTBEHHOM  BJACTH, ~ OPraHoB  MECTHOTO
CaMOYTIpaBIICHHS,;

JOKYMEHTH! ~ (GWIMQIOB M TEPPUTOPHATBHO 060COBIEHHBIX  TIO/PA3ACIICHHH;
JIOKyMEHTbl W3 TOCY/apCTBEHHBIX M HEerocy/1apCTBEHHBIX OpraHu3allii; 3ampochl
nenyratos LocynapcTBeHHo# JIyMpl ¥ UICHOB Copera Penepauuu, OenyTaToB
3aKOHOJIATEBHBIX OPraHoB CyObeKTOB Poccuiickoit ®enepalii W OpraHoB MECTHOTO



caMOyTIpaBJieHus1; 0OpaleH s FpaKIaH,

JOKYMEHTHI W3 TIPAaBMTENLCTBEHHBIX M HENPaBHTCNIECTBEHHLIX OpraHu3alyi
3apy0OeXHBIX CTPaH | ApyTHe IPyMIbl IOKyMCHTOB.

JlocTaBKka M OTNpaBKa JOKYMEHTOB B OPraHH3alMH OCYIIECTBILAIOTCS Cpe/ICTBAMH
[OYTOBOM CBS3H, (eTbIBErepCKO M KypbepCKOd CBS3H, HApOYHbIMH M PaslTHIHBIMH
BHJIAMU SJTEKTPOCBA3M ((hakcHMIUTbHAs, TererpadHas, TesleOHHAs, MEKTPOHHAs TI0YTa,
CHCTEMA MEKBETOMCTBEHHOTO 3JIEKTPOHHOTO JIOKYMEHTO000poTa (M>B10, CO ).

4.2. Ilpuem 1 nepBHYHAs 00paloTKa NOCTYNAIOMHX JOKYMEHTOB

4.2.1. B opraHu3auyio JOCTABISETCS KOPPECTIOHICHIMA B BUIE ITHCCM, TOYTOBBIX
KapToueKk, OaHaeposnell M IMaKeToB, [MEYaTHBIX W3MaHui, TenerpamyM, (akcorpamm,
Tene()OHOrPaMM, TEKTPOHHbIX IOKYMEHTOB U 3JIEKTPOHHBIX KOIMI JIOKYMEHTOB.

[IpeM OOKYMEHTOB OCYLIECTBISIETCS OTICIOM roCylapCTBEHHOH CIykObl M
NeTonpon3BoACTBA. JOKYMEHTHI, MOTy4eHHbIC PabOTHHKAaMH OT IpYriX OpraHHM3alHH,
TAaKXKe IEPEJIAloTCsl B OT/IeN TOCYAapCTBEHHOH cnyxObl ¥ JEJONPOM3BOJACTBA UL
PEruCTpaLUy WA y4eTa.

Bce nocTynusime B MMHHCTEPCTBO AOKYMEHTBI IOATIEHKAT nepBUYHOI 00paboTKe,
BKJTIOUAIOIIEH:

MPOBEPKY TIPABHIILHOCTH aPECOBAHMSA MOCTYMHMBIIIMX JOKYMEHTOB U [PAaBHILHOCTH
JOCTABKH IOKYMEHTOB,;

TPOBEPKY LIETIOCTHOCTH yTaKOBKH (KOHBEPTOB, TIAKETOB);

BCKPBITHE YIIaKOBKH (38 MCKJIFOUCHUEM KOHBEPTOB, [IAKETOB € roMeTkor «JInaHO» U
rpadamu OrpaHMYeHHUsI JOCTYIA K JIOKYMEHTY),

TPOBEPKY LIEJIOCTHOCTH BXOJALIMX TOKYMEHTOB, BKITHOHAs [IPUJIOXKEHHS,

YHUYTOXKEHHE KOHBEPTOB, [TAKETOB WM YTIAKOBKH;

COPTHPOBKY JIOKyMEHTOB Ha MOJJexailee d He MO/JIEKaAIee perucrpaluu (CM.
ITpunoxerue No24);

nmepeady JOKYMEHTOB, TpeOyIOUIMX PpErucTpaiiy, Ha y4acTok perucTpaiiu
CKAQHMPOBaHHs IOKYMEHTOB;

Mepe/ayy JIOKYMEHTOB He TPeOYIOIIMX PErHCTPaliii B CTPYKTYPHBIC H0/Ipa3/ie/IeHus
Y J0JDKHOCTHBIM JIMIIAM,;

MPOCTABJIEHHME OTMETKH O MOCTYTIICHHH JIOKyMEHTa B OpraHH3aliio.

422. B MHCTpYKUMH IO JIEJIONPOHU3BOJICTBY PEKOMEH/LyeTCH NPeyCMOTPETh
CIIEIYIOLIHUE MOJIOKESHHA:

Omu60YHO IOCTABJEHHbIC JOKYMEHTHI IEPECBUIAIOTCA M0 HA3HAICHHIO WIH
BO3BPAIIIAFOTCS OTIPABUTEIIO.

JIOKyMEHTBI, TIOCTYITHBIIME B TOBPEXK/IEHHOM yNaKoBKe, IPOBEPSIOTCA  Ha
[1eJIOCTHOCTb, B TOM 4HCJI€ HA HATIHY1E MEXaHMIECKUX TIOBPEXXACHHH.

[ToyToBble OTTIpABICHHs, HECTAHAAPTHBIC IO BECy, PasMepy, dopme, HMEIOLIHE
HEpPOBHOCTH 110 OokaM, 3aKJIECHHbIC JIMTIKOM JIeHTOM, UMEIOIke CTPaHHBIM 3arax, IBeT,
[PE/IIONOKUTEIbHO HMEIOLIe BIOXKEHHUA, HE XapaKTepHbIC UL MIOYTOBBIX OTIPABJICHHIH,
He BokpsiBaloTcs. O IOJyYeHWH — TIOJO3PUTENBHOTO  MOYTOBOTO OTIPABIICHUSL
JOK/IA(bIBAETCS PYKOBOJUTEIO OTAEIA.

[lpu TOCTYIUIEHMM BXO[ALIErO  JIOKyMEHTd B TIOBPEX/ICHHOH  YIaKOBKE,
NOBPEXKIEHUH JOKYMEHTa, IPH OTCYTCTBUH B KOHBEPTE (naxere) JOKyMEHTa, €r0 9acTH WK
MpWIOXKeHHH K HeMy, a TaiKe Npu OTCYTCTBHM TOMIMMCH Ha BXOJAIIEM OOKYyMEHTe



COCTABIISETCA AKT B JIBYX JK3eMIUIApax Ha OyMaXKHOM HOCHTeNe, TIOAMUCHIBAEMbIH 1ByMsl
paboTHHKaMH OTAEIA.

OmuH 3K3eMIUIAp aKTa BMeCTe ¢ BXOISAIIAM JOKYMEHTOM H €ro NpHIOKCHHAMH
TepeJlaeTcs Ha MpE/IBAPUTEIBHOE PACCMOTPEHHE H PETHCTPALAIO, BTOPOH SK3EMILISP aKTa
BBICHLIIAeTCA OTIPABUTEIIO.

KouBepThbl, TakeTbl WIH YIAKOBKA COXPAHSIOTCA M TPUIAraloTcs K BXOAALIMM
NOKYMEHTaM B CITyqasiX:

€CJTM TOJIBKO T10 HUM MOJXKHO YCTaHOBUTH OTIPABUTEIIS WK [IaTy OTIPABICHHU,

ec/Ti BXOJSIIMH JOKYMEHT TOCTYTIUI MO3Ke YKa3aHHOIO B TEKCTE JIOKYMEHTa CpOKa
WCTIONTHCHHUS WM 1aThl MEPOTIPHSTHS,

npu  GOJNBIIOM pPAacXOXIEHHMH MEXIy JaraM TOJANMCaHWA M TOJTyH4eHUs
JIOKYMEHTOB.

[locne 3aBepineHHMs pabOThl C JOKYMEHTOM KOHBEPT BMeECT€ C JIOKYMCHTOM
[IOMEIAeTCs Ha XpaHeHHUe B JEJI0.

4.2.3 KouBepTbl (makeTbl), HMEIOIHe OTMETKY «JIudHO» , rpHUGBI OrpaHHYeHHUs
JOCTyTa K JOKYMEHTaM, CONEXKAIUM CBeJCHHs KOH(HIEHIMABHOIO XapakTepa, He
BCKPBIBAIOTCS 1 NTEPEIAFOTCS:

C OTMETKOM «JIM9HO» - HEMOCPE/ICTBEHHO afipecary;

¢ rpu(aMH OrpaHMHYeHHs JOCTyNa - PabOTHHKY OTAena, B 00A3aHHOCTH KOTOPOTO
BXOIHT 00paboTKa JOKyMEHTOB, COIIePKAIUX CBEJIEHHs KOHDHACHIMATLHOIO XapaKkTepa.

4.2.4 Bxomsuye 31eKTPOHHbIE JOKYMEHTBI, IIOCTYNHBIIME OT JPYTHX OpraHu3alui
110 HeKTPOHHOM nodTe, mocpeacTsoM COJI w/numa M3/10 npHHUMAIOTCS OTAETIOM.

4.2.5ITeprunasi 00paboTKa ONEKTPOHHBIX ~JOKYMEHTOB, MOJIy4YCHHbIX IO
HH(bOPMALMOHHO-TENIEKOMMYHHKALIMOHHBIM KaHa/laM CBS3H (TICKTPOHHAs M04Ta, MBI0,
CaiiT OpraHM3aliM) OT JAPYTMX OPraHM3alii W IpaiaH, COOTBETCTBYET TEXHOJIOIHH
paboThI ¢ BXOJSIMMH JOKyMEHTAMHU.

4.3. lIpeBapuTejbHOE PACCMOTPEHHE IOKYMEHTOB

43.1. TlpepBapuTeNbHOE pPaccMOTpPeHHE NPOBOAMTCA B LE/SAX Paclpe/eiCHHA
NOCTYNAIOIMX B MHHHMCTEPCTBO  JIOKyMEHTOB Ha  TpeOyrolme 00s13aTeIBHOTO
paccMOTpeHHMsi PYKOBOJACTBOM OPraHM3aldd d HanpapiseMble HEMOCPEACTBEHHO B
CTPYKTYpHbIE MOAPa3aEIICHHUSL.

4.3.2. TlpesBapuTeNbHOE PacCMOTPEHHE BXOMALIMX JIOKYMEHTOB OCYIICCTBIIACTCS
OTJIEJIOM IIOCTIe PErUCTPALH IOKyMEHTOB.

TIpeBapUTEIbHOE PACCMOTPECHHE MOXKET MPOBOIUTECA A0 PErMCTPALMK B CIlyHac
NOCTYIUIEHHs.  JIOKYMEHTOB € OTMETKamW, TpeOyIOUMMH  HE3aMe/UIMTEILHOro
PAacCMOTPEHHUS M UCTIONHEHMS JIOKYMEHTA.

I[IpenBapuTebHOMY — PACCMOTPEHHIO — MOMNEKAT — BXOJALME  JOKyMEHTHL,
aJIpeCOBAHHBIC B OPraHM3allMIO ¥ Ha MM €€ PYKOBOUTEIA.

JIOKYMEHTBI, aipecoBaHHbIE MOIPA3ETCHUSM, PYKOBOAUTEISIM [ojipaszieNieHuii u
CHeLMATMCTaM, TIePeNaloTcs B CTPYKTypHbIe MOApasieneHus Oe3 IIPeiBapHTENbHOrO
PacCMOTPEHHS.

4.4. Perucrpanus nocTynapmux 10KyMeHTOB

4.4.1 Perucrpaist BXOIAIMX JAOKYMEHTOB OCYILECTBIIACTCA B ICHB HX IOCTYILICHHA
WIM Ha CIeyromuid pabouunii AeHb NpH MOCTYIUICHHH JI0OKYMEHTOB B KOHIIE pabouero aHs
WK B Hepabouee BpeMs.



PerucTpaiysi oOpalleHuid paxjiaH OCYIIECTBIACTCA B TeyeHHE TpeX [IHEH C
MOMEHTA MOCTYTUIEHHsT 00paLleH s .

4472, Ceemenuss O TOCTYNMBIIEM JOKYyMEHTE BHOCATCS B OJICKTPOHHYIO
PErMCTPALMOHHYIO KapTOUKy (3PK) CDJ] unu pervcTpalMoHHO-yHeTHYIO dopMmy Ha
GyMaxkHOM HOCHTENE, a TOCTYMMBIIEMY JOKYMEHTY [PUCBANBAETCS PErMCTPALMOHHBIH
HOMED.

4.4.3. PerncTpallMOHHbIA HOMEp BXO/SIIEr0 JOKyMEHTa COCTOMT H3 TMIOPS/IKOBOIO
HOMepa JIOKYMEHTa B TIpefeaX KaleHIapHOro ToAd, KOTOpBIM JOMNONHEH HHAEKCaMU
CTPYKTYPHOTO MOAPA3/ECHH.

4.4.4. Ha Bcex 3aperMCTPHPOBAHHBIX NOKYMEHTaX, 33 HCKIIOUICHHCM JIOKyMEHTOB,
MOCTYNHMBUIMX B (opMe OIEKTPOHHBIX JIOKYMEHTOB, MPOCTABIISIOTCA  OTMETKH O
[OCTYIUIEHHH IOKyMeHTa B MUHHCTEPCTBO. B oTMeTKe O MIOCTYIUIEHHH JOKYyMEHTa
duxcupyloTcs J1ata TOoCTyTUICHHA (1py HeOOXOIMMOCTH - BpeMsl TIOCTYTUICHHA B Hacax v
MHHYTaX) U BXOJISAIIHH perkcTpalMOHHbIH HOMep JI0KYMEHTA.

44.5. JlokyMeHTbl, TOCTYIHBUIME Ha OyMaXHOM HOCHTENe, CKaHMPYIOTCs,
3NIEKTPOHHAS KOMHA JOKYMEHTa BKIIIOHACTCA B CH]I u npucoeuusercs Kk IPK fokyMeHTa.

4.5. TlopsAoK PAcCMOTPEHHsl PYKOBOACTBOM H /IOBEACHMH JIOKYMEHTOB /10
HCIOJTHHTE/IeH

4.5.1. Tlo 3aBepllleHMH TIPEABAPUTEILHOIO PacCMOTPEHMA JOKYMEHTBI IIepelatoTCsl
MWHHUCTPY VI PACCMOTPCHHMS M BEIHCCCHHA pe3oJIoLmi (YKa3aHHH 1o HCTIOTHEHHIO).

4.5.2. PaccMOTpeHHE JOKYMEHTOB MHHHMCTPOM OCYILICCTBJIACTCH B JeHb Tiepeadu
JOKYMEHTOB KL Ha Cle/ly OLHH paGounil fieHb, eclli TOKyMEHTBI TIepe/laHbl PyKOBOACTBY
B KOHIIe paboyero JH:.

JloKyMeHTbl, TpeOyroue CPOYHOTO PAacCMOTPCHMA, a TaKXkKe TelerpaMMbl H
TenedOHOrpaMMBbl PacCMaTPHUBAFOTCSA MHUHHCTPOM He3aMeJUIUTEIIbHO.

4.5.3. Pe3ynbraTsl pacCMOTPEHUs NOKyMEHTa PYKOBOIMTENIEM OpraHM3aliH, ero
3aMeCTUTEISIMH, PYKOBOTHTEIAMH MTOApa3IeeHHH oOpMIISIFOTCS B BU/IE PE30JIIOLIHH.

45.4. CBeleHus O Ppe3OIOLWH (MCIIONHUTENb, COJIEpXKaHUe TIOPyHCHH, CpOK
HCTIOJIHEHMS]) CIIELMATHCTOM OT/AENIa BHOCATCA B HPK C3Jl, mocie 4ero HCIOIHHUTEIH
TI0JTyHatoT JAOCTYI K 3JIEKTPOHHOMY IOKYMEHTY A 3JIEKTPOHHOM KOTHMH JAOKyMEHTa, eCIH
JOKYMEHT MOCTYTIHJT Ha OyMa)KHOM HOCHTEJE.

4.5.5. JIOKyMEHTBI, TIOCTYNAIOIIHE Ha OyMaXXHOM HOCHTEIIE, 0CIe UX perucTpaiyu,
pomouetuss B CDJl B BHIe OJIEKTPOHHBIX KOMMH M PaccMOTPEHMA PYKOBOJICTBOM
TIepeNlaloTCs B COOTBETCTBYIOMIME CTPYKTYPHBIC riofipase/ienuss Ha WCTIOJHCHHE WA
[TOMEILAIOTCs B IEJI0 OT/IE/a B COOTBETCTBHH C HOMEeHKJ1aTypoit el MUHHCTepPCTBa.

Jlns rkcamy daxra nepeaaun BXOALMX JAOKyMEHTOB 1 HX KONHi Ha OyMa)KHOM
HOCHTEJIE MCIIOJHUTEIIAM B CTPYKTypHbIE TIOZIpa3/iesieHiA MOTYT HCIIO/IE30BAThCA YKYPHAIIBI
(peecTpsl) mepeiavy JOKYMEHTOB.

TTpu GyMaXHOM JIOKYMEHTO000pOTE NOTHHHUKH BXO/ISILIMX JIOKyMEHTOB, B CIly4ae
HA3HAUEHHs] HECKOJBLKHX HCTONHHUTENel, mepefjaroTcs OTBETCTBEHHOMY MCIIOJTHUTEIO,
OCTATBHBIM HCIIOJHUTEISM OT/E/ NMEPeIacT KoMK A0KYMEHTA.

4.6. Opranu3zauus paboTsl ¢ OTHPABJIHEMbIMH JAOKYMEHTaAMH

4.6.1. Wcxonsiuke [OKYMEHTBI, 3aBU3MPOBAHHBIE BCCMH 3aMHTEPECOBAHHBIMH
JMIAMA ¥ TIOANMCAHHBIE MUHMCTPOM WM  HHBIM YIOJIHOMOYEHHbIM MM JIMIIOM,
PETHCTPHPYIOTCS B OPraHH3alMOHHOM OTAEIIE



4.6.2. Peructpanyus MCXOISIINX JOKYMEHTOB OCYLIECTBISETCS B IeHb MOAMHCAHMS WA Ha
CIIEYIOLMI paboumii JIeHb, ecl 10KyMeHThI ObUIH MOANHMCAHb! B KOHIE PAGOYEro JHS WIH B
Hepabouee Bpems.

4.6.3. Tlepen perucTpalmeil MCXOAAMIMX TOKYMEHTOB OTHEN NPOBEPSET MPABUIBHOCTH
O(OpPMIICHHS I0KYMEHTOB (B TOM 4YHClle HAIWYME MOMIMHCEH, B3, IIPABUIIBHOCTh HalMCAHMs
a/IpeCOB), @ TAKAKE YKA3aHHBIX B UCXOALLIUX JOKYMEHTAX PHIIOXKEHHUIH, COOTBETCTBHE KOJNMYECTRA
SK3EMIULIPOB  KOJIMYECTBY apecaTtoB 110 yKa3aTelld pPacChUIKM, HAIM4YME OTMETKH 00
UCIIOJTHHTEIIE.,

IIpoekTbl 10KyMEHTOB MHHMCTEPCTBA FOTOBSTCS B (hOPME 3IEKTPOHHBIX JOKYMEHTOB WJIH
Ha OyM@XHOM HOCHTeJie, MoCje Yero JOKYMEHTBI B 3/IeKTPOHHOI tdopme Brmrouaroresi B CDJ]
MHHHUCTEPCTBA.

JL1st OTNpaBKK JOKYMEHTOB He MMEIOILHX a/[peCHOM YacTH, TOTOBSITCS COIPOBOUTE bHBIC
MHUCHMA.

4.7. Perncrpauusi OTNpaBJisieMbIX J0KYMEHTOB

4.7.1. Tlpu peructpauuu ucxomsmero nuckMa B CDJ] cBexeHus 06 OTIIPABJISIEMOM
noxymenTe drkenpyrotes B OPK, K KOTopoii MpUKpeIuIseTcst 5eKTPOHHas KOTHS! OTIPABIISEMOTO
JIOKyMEHTa.

Ecmu SPK 6b11a cosnana B CO/1 ipH OAroTOBKE MPOEKTa JI0KYMEHTA, TO TIPH PerHCTpaIui
MCXOZIALIETO JIOKYMEHTa B Hee J00aBIAIOTCS CBEJ€HMS O PErdMCTPalliOHHOM HOMepe, jarte
PEruCTpalluK U ApyrHe CBEICHUS 00 MCXOASIIEM JIOKYMEHTE.

4.7.2. PerucrpalMOHHbIA HOMEP MCXOISAINEr0 JOKYMEHTa COCTOMUT M3 HWHJEKCOB B
COOTBETCTBHHM C TNPHUMEHSEMbIMH KIaCCH(QUKATOpaMH M TMOPSAKOBOIO HOMEpa JIOKYMEHTa B
Tpe/ieNiax KaJleHIapHoTO rojia.

Jlata perucTpauMM M perucTpalMOHHBIA HOMEp IIPOCTABISIOTCS HA OTIIPABISIEMOM
AOKYMEHTE, a TaK)Ke Ha KOIMH UCXO/IAIIEro JOKYMEHTA, OCTAIOIIEMCS B JIElIE.

4.8. OTnipaBKa JOKYMEHTOB

4.8.1. Ucxonsiuui TOKyMEHT, TIOANUCAHHBIH MHHHCTPOM HJIH MHBIM YIIOJIHOMOYECHHBIM UM
JOJDKHOCTHBIM JIMLIOM, TEPEJaeTcsi Ha OTIPaBKy, KOS JOKYMEHTA Ha OYMa)KHOM HOCHTENE C
BH3aMH MTOMEIIAETCs B JIEI0 B COOTBETCTBUM C HOMEHKJIATYPOH Jell.

DNeKTPOHHbIE JOKYMEHTBI MOC/e UX MONMHCAHHS JIEKTPOHHOM TONHCHLIO U OTIIPABKH
ajpecary xpaHarcs B 6aze nanabix CO/1.

4.8.2.B 3aBUCMMOCTH OT COJEpIKAaHWS WU CPOYHOCTH IOKYMEHTBI, OTIIPABIISIEMBIC W3
MHMHHUCTEPCTBA, JIOCTABJIANOTCA ajpecaraM CpeICcTBaMM IOYTOBOH, (ebIberepckoi CBS3H,
CIICLCBA3H, KyphepoM, 3KCIIPECC-TIOYTOM, a TakkKe MepealoTcs M0 KaHajlaM 3JIeKTPOCBS3H
(bakcumuITBHAA CBSA3b, TeNerpad, snektponHas noura, MIJ10, CD/1).

4.8.3. JlokyMeHTbl, He HMEIOIIHe agpecHOH 4YacTH, NMPHHHUMAKOTCS HA OTNPaBKy ¢
COIPOBOIMTENBHBIMU MMHUCHMAaMH (32 HCKIIOYEHMEM KOIMMA pacIOpsIMTEbHBIX JIOKYMEHTOB,
HalpasJIsieMbIX B [10/IB€IOMCTBEHHbIE OPraHU3aLMH ).

4.8.4. OrnpaBka HCXOIALIMX JOKYMEHTOB I10 3JIeKTpoHHO# oute, MDJI0 ocyinecTBisiercs
OTAEJIOM.

HenpasuinbHo oopMileHHbIE IOKYMEHTBI M KOPPECTIOH/IEHLIHS HECTY)KeOHOro XapakTepa K
OTIIPaBKe He MPUHUMAIOTCS ¥ BO3BPALIAIOTCS UCTIOJTHUTEITIO.

JloKyMeHTbI, OJUIeKalKe OTIpaBKe, 10JDKHbI 00pabaThIBATECS M OTTIPABNATHLCS B IEHD HX
NOAIMCAHHS ¥ PErHCTPALIMU WK Ha CICAYIOLHI pabounii 1eHb.

4.9. Perucrpanusi 4 npoxox1eHHe BHYTPEHHUX J0KYMEHTOB

4.9.1. IlpoexkTbl pacrOpsOUTENBHBIX AOKYMEHTOB (TIPMKAa30B,  PacIOpsIKEHHiA),



[ONTOTOBJIEHHBIX Ui  TOAMMCAHWsA, TOCAe TNOArOTOBKM M COr7acoBaHus ¢
3aMHTEPECOBAHHBIMH JIML[AMH TIEpE/IAioTes B OTACT A NPOBEPKH TNPABMIIBHOCTH  MX
ohopMIICHHS.

4.9.2. TTpaBiwibHO ODOPMIIEHHBIE IPHKA3bI, PACTIOPKEHNS riepeiatoTest Ha TIOIUCh
MHHHCTPY HJIA HHOMY YTIOJIHOMOUEHHOMY MM JIMILY

493, TloamucaHHble TPHKa3bl, pPaCTOPKCHUA 110 OCHOBHOM JIEATCIBHOCTH
PEruCTpUpPYHOTCS B OTACIIE.

[TpukasaM, pacHOpsDKEHHAM IO OCHOBHOM  [EATENbHOCTH  IPUCBaUBANOTCA
nopsikoBbie  Homepa (IO Ka)XIOW Tpynre JOKyMEHTOB OT[ENBHO) B TIpelenax
KkaneraapHoro rofia. I1opsaKoBeIH HOMEp AOKyMEHTA JONOJTHSAETCS LUA(PPOBBIM HHIIEKCOM,
0603HAYAIOLIMM MPHHAIIEXKHOCT JIOKYMEHTa COOTBETCTBYIOLIEMY TI0/Ipa3/ie/eHHIO.

4.9.4. TloqMHHAKY IPHKA30B (pacropsDKeHHi) IO MECTy HX perHcTpalu
dopMHpYFOTCS B JieNa B COOTBETCTBHH C HOMEHKJIaTypo# e MHUHHCTEpCTBA.

Konup TIpHKa30B, PAaCHOPSKCHHH — PacChLIaloTCs UCTIOJIHMTENSIM M HHBIM
3aUHTEPECOBAHHBIM JUIaM B SNEKTPOHHOM (opme HIM Ha OyMaxHOM HOCUTENE B
COOTBETCTBUU C yKa3aTeNneM pPacChIIKH.

49.5. 1lporokoibl 3aceaHMii, COBEIU@HWH, MPOBOAMMBIX  MHHHCTPOM,
PErHCTPUPYIOTCS B OpraHU3alHOHHOM OTACIIE.

4.9.6. [TpoToKonaM IPHUCBAMBAIOTCS TOPAAKOBBIC HOMEPA B npezenax KajleHIapHOro
rojia Wi TepHosia paboThl BpeMEHHOH paboueii rpyrBl (KOMHUCCHH) 1O Ka)KIo# Tpyrime
IPOTOKOJIOB OT/EJIBHO.

[ToATMHHUKA MPOTOKONOB MO MECTy HMX Perucrpaiui dopmupyroTCa B Aena o
HoMeHKaType Jel MHUHUCTePCTBA.

4.10. Yuer 1 aHau3 00eMOB JIOKYMeHT0000pOTa

Pesynbratel  ydera oObema JIOKyMeHT0000poTa B OpraHM3allui  ©XETOLHO
060GIIAOTCS OTAENOM M MpPEACTABISIOTCS PYKOBOICTBY B BHIC otuera 00 0OBEME
JOKYMeHT0000pOoTa 3a TN,

V. Yupasienue JOKyMeHTAMH B CHCTeMe 3J1eKTPOHHOTO AOKYMEHT0000poTa

5.1. Joctynm k pabore B CDJI MMHHCTEPCTBA JOJDKHBI HMETH TOJBKO
3aperuCTPHPOBAHHbIE MOJb30BATEIH.

5 2. BoueHue jokyMenToB B CDJI oCyLIeCTBAETCS TTOCPEACTBOM 3aroJIHEHHA
noneii DPK, co3gaHds OIEKTPOHHOH KONHH JOKyMEHTa (ckaHMpOBaHMs), €CIH
OKyMeHT bl co3/1aH Ha OyMaXXHOM HOCHTEIE, NPHCOEIMHEHHS JIIEKTPOHHOH KONHH
noxymenta k OPK, pasmelenus 10KyMeHTa B coorBerctytomer CI/1 B COOTBETCTBHH
¢ ee KIacCU(pUKALMOHHON CXEMOH.

5.3. B xo/e pacCMOTpeHHs I0KYMEHTA, MOICHKALICTO HCTNIOTHEHHUIO, MUHHCTPOM
B XOJIe COIJIACOBaHMS IIPOEKTa JOKYMEHTa, 3aN0IHATCA cootsercrByromue nojs IPK.
B pesyjibTarte COIJIACOBAHMA TIPOEKTA moxymenta B CDJI dopmupyercss JHCT
COTJIaCOBaHUS.

5.4. Tlpu sxirodeHud B COJl BXOIALIMX IOKYMEHTOB, HX PCrHCTpalHy,
paccMOTpPEHHH ¥ UCIIOJIHEHUH B IPK BHOCSTCA CIIE/YIOIHE CBE/ICHHA O JOKyMEHTE:

1) HauMeHOBaHHE rocyaapcTBEHHOIO oprasa, oprasa MECTHOI'0
caMOyIpaBIeHHs, OpraHH3aluH (KOppPECTIOHIEHTA);



2) HauMeHOBaHUe BH/a JOKYMEHTa'

3) nara JOKYMEHTa;

4) pericTpallMOHHBIN HOMEP JOKYMEHTa;

5) hamunus ¥ UHUIHAIIBI JIHIA, TOANKUCABIIEro JOKYMEHT,

6) naTa MocTyNnaeHUs JOKYMEHTa,

7) BXOMALWH perucTpallMOHHBIH HOMED;

8) croco® noCTaBKHU JIOKYMEHTa;

9) 3aroJIoBOK K TeKCTy (KpaTkoe coJiepkaHue JOKyMEHTa);

10) Ko;THYECTBO JTMCTOB OCHOBHOI'O IOKYMEHTA,

11) oTMeTKa O TPHIOKEHHH (KOTMYECTBO MNpPHIIOKCHHUI, of1mee KOJIUYECTBO
JIACTOB [IPUJIOXKEHHUH);

12) cBefieHHs O CBA3aHHBIX JOKYMEHTax (HauMeHOBaHHE BHJA JOKyMEHTa, AaTa,
pEeruCTPaLMOHHBIH HOMEP, THII CBS3H);

13) pesomonus (MCIIONHATEND (MCIIONHHMTENN), TIOPYYEHHE, JI0JPKHOCTHOE JIHIO,
jaBliiee OpydeHue, 1ata (OPMHPOBAHHUS NOPYUEHHUS);

14) cpok UCTIOJHEHHS JIOKYMEHTa,

15) unpgekc aena o HOMEHKIAType Ae;

16) cBeneHus O nepeanpecali JOKyMEHTa,

17) oTMETKa 0 KOHTPOJIE;

18) rpud orpaHHYEHHUA AOCTYMNA K JOKYMCHTY;

19) cBenenus 00 MEKTPOHHOM MOANUCH;

20) pe3yJbTaT IPOBEPKH dIEKTPOHHON MOIHCH;

21) 5eKTPOHHBIN aapec KOPPECNOHACHTa,

22) ccbUIKK Ha (ain MOCTyNUBIIEr0 TOKYMCHTA H daiin (¢paiinel) TPUIOKEHHS
(MpUIIOXKEHHIA) K JOKyMEHTY.

5.5. Tlpu Bxmoyenud B COJl ucxXoasluMxX JOKYMEHTOB B 9PK BHoOcATCA
CHEAYIOLINE CBEEHHS O JOKYMEHTE:

1) HAaUMEHOBaHUe roCcyIapCTBEHHOIO oprasa, oprasa MECTHOI'O
caMOyTpaBiieHus, OpraHu3alliu - afpecara,

2) baMuiks ¥ MHALHATIB] JIMIA, TOANKCABIIEro IOKYMCHT,

3) HaUMEHOBaHHe BHAA JOKYMEHTa

4) nata JOKYMEHTa,

5) perucTpalMiOHHbIA HOMEP HOKYMEHTA,;

6) 3aroJIOBOK K TEKCTY (KpaTKoe COAepiKaHne JIOKYMEHTA);

7) cBejieHHMs O CBA3aHHBIX JIOKyMEHTaX (HaHMEHOBAaHHME BUIA JOKyMEHTa, 11aTa,
pervcTpalOHHbIH HOMED, THII CBS3H);

8) KOJIM4ECTBO JIMCTOB OCHOBHOI'O IOKYMEHTA,

9) MHIEKC Jefia 0 HOMEHKIIATYpe e,

10) oTMeTKa O NpPWIOKEHHH (KOJIHYECTBO PUJIOXKEeHHH, oDllee KOIHYECTBO
JUCTOB MPUIOKEHUH);

11) rpud orpaHMYeHHs AOCTYNA K JOKYMCHTY;

12) nonpa3zzenenye - OTBETCTBEHHBIH MCTIOTHHUTEINb AOKYMCHTA;

13) cBesieHust 00 37EKTPOHHOM NOJIUCH;

14) ccpuiku Ha (aila OTIPaB/seMOro JOKyMEHTa U aitn (daiinbl) MPUIOKEHHA
(MpuOKEHHH) K JOKYMEHTY;



15) aneKTpoHHbIA apec KOPPECIOHICHTA,

16) crioco6 nocTaBKH IOKYMEHTA ajpecary.

5.6. Ilpu Bxmouenun B COJl BHYTPCHHHX [OKYMEHTOB B DOPK BHOCsATCA
CIIEIYIOIHEe CBEJEHHS O MOKYMEHTE:

1) HauMeHoBaHKe No/Pa3/ieNIeHHs, OJrOTOBUBIIEr0 MPOEKT A0KYMEHTA;

2) HauMEeHOBaHHE BHAA JOKYMEHTa;

3) nara 1O0KyMeHTa,

4) perucTpalliOHHbIH HOMEP JOKYMEHTa,

5) rpud orpaHHUCHHS I0CTYTA K TOKYMEHTY;

6) baMuus ¥ HHUIHATIBI JIALIA, OANHACABIICT0 JOKYMEHT;

7) cBelleHMs O CBSI3aHHBIX JIOKyMeHTax (HanMEHOBaHWE BH/la JIOKyMCHTa, Jarad,
perucTpalHOHHbL HOMED, THII CBS3H);

8) 3aroJI0BOK K TEKCTY (KpaTKoe COAepiKaHue JIOKYMEHTA);

9) mnonpa3zneneHne (ZOJKHOCTHOE JIMLO) - HCIOIHUTENb (OTBETCTBEHHBIH
MCITOJIHUTENb) JOKYMEHTA,

10) KOJIM4ECTBO JTUCTOB OCHOBHOI'O IOKYMEHTA;

11) ormeTKa O TPHIOXEHHH (KONHYECTBO TNpUJIOKEHHH, obliee KOJIHYSCTBO
JIACTOB TIPHJIOXKEHHH );

12) uHaexc fena no HOMEHKIaType Ael,

13) pesomowus (ACTIOTHUTENb (MCTIONHUTENH), MOPYYeHHe, [aTa HCIONHEHH,
nata popMUpPOBAHHUS OPYUEHHS);

14) oT™MeTKa 0 KOHTPOJIE;

15) cchlIKH Ha (aiin MocTyMHUBLIEro JOKYMEHTa U datin (daiinbl) TPUIOKEHHUS
(MpUNOXKEeHUH) K TOKYMEHTY.

5.7. Tpu Bxmouennn B COJ1 obpaiuennii rpaxian, OopraHu3aluil ¥ OTBETOB Ha
o6pauenns B DPK BHOCATCS CIEAYIOLIME CBENCHHA:

1) hamumes, UM, OTIECTBO (TIPH €ro HAJIWYWH) TpaKIaHHHA,

2) HANMEHOBaHUE OPraHHU3allH - aIpecaTa;

3) nara obpalieHus rpaXIaHHHA, OpraHU3aLAH;

4) perucTpalrOHHbIH HoMep obpalueHus (71 obpaleHuii OpraHu3alui);

5) aTa COMpOBOAMTENBHOTO JOKYMEHTa (B ClTytac nepeajpecaniy oOpareHus);

6) nata NocTymieHns obpalleHus rpaxiaHuHa, OpraHu3aluH;

7) BXOISLIMNA perucTPallHOHHBIH HOMEP;

8) KpaTKoe colepkaHue oOpalleH st TPaKaHHHa, OpraHH3aluH;

9) KOJIMYECTBO JTUCTOB OCHOBHOT'O JIOKYMEHTA;
10) ormeTka O TPHJIOKEHHH (KOJIHUYECTBO MPUJIOXKEHHH, oflee KOIM4eCTBO

JIMCTOB TIPUIIOXKEHHH ),

11) cBeeHHUS O CBS3aHHBIX JIOKYMEHTaxX (HAMMEHOBAaHHC BHJA NOKYyMEHTA, 1aTd,
PEruCTPAlMOHHBLA HOMEp, THII CBSI3H, B T.4. CBE[CHUSA O NPE/IBIAYIIHX oOpalleHUsAX B
cy4ae, eciu JaHHOe oOpallieHHe IIOBTOPHOE);

12) pesontouus (MCTIOIHUTEND (MCTIONHAUTENHN), TIOpyYeH¥e, TODKHOCTHOE JIMIIO,
Jasiiee MOpyYeHHUeE, 1aTa Pe30ITIOLHH );

13) CpOK UCIIOJIHEHHS TIOKYMEHTA,;

14) uHaexc ena o HOMEHKIATYpe el



15) cBeseHus O nepeajipecaruu obpalueHus TpaXxIaHWHA, OpraHu3aluy (nara,
HOMEp COMPOBOJMTETBHOTO JOKYMEHTa; HAMMCHOBAHHC opraHa BJIaCTH, OpraHH3alH

16) oTMeTKa O KOHTPOJIE;

17) cBeneHus 006 2JIEKTPOHHOH MOAHCH (B cry4ae MOCTYIUIEHHS 3TIEKTPOHHOIO
obpalleHus TpaXKIaHHHa, OpraHH3allky, [0 IMHCAHHOTO HIEKTPOHHOH MOAMKCHIO);

18) pe3ynbTaTr NpOBEPKH 3NeKTPOHHOM MOATTHCH’

19) 371eKTPOHHBI#H a/ipec KOPPECIOHACHTA (rpakIaHWHA, OPraHU3ALHH);

20) noYTOBBIH aIpec KOPPECIOHACHTA (rpaxxnaHuHa, OpraHu3alHHu);

21) Bompoc Mo TEMATUIECKOMY KinaccuUKaTopy;

22) cChUIKH Ha (aiis MoCTyNHBLIICTO obparteHus U Qaiin oTBeTa Ha oOpaiteHue.

5.8. JIOMOJHUTENBHO K yKa3aHHBIM CBEACHUAM O BXOMSALIMX, HUCXOMALIMUX H
BHYTPEHHHMX JOKYMEHTaX, oOpaleHui rpaxiaH, opranusauuii B IPK C3J1 moryrt
BHOCWTBLCS HHBIE CBEACHHA.

5.9. [lpy BKJIFOUEHHH JIOKYMEHTOB M MPOEKTOB J0KYMEHTOB B CDJ1, a TaKxe 1pH
BKIIoUeHNH cBenennii B DPK B mpolecce JKU3HEHHOro LHKIA IOKyMEHTa UCTIONTHUTETH
JIOJDKHBI CO3[aBaTh CBA3U JAHHONO NOKYyMCHTd (mpoekTa AOKYMEHTa) C IPYyrHMH
JIOKyMEHTaMH U IyHKTaMH TIOpyY€EHHIH.

[Ipy co3gaHuM CBA3CH JIOKyMEHTa (mpoexra [OKyMeHTa) C JAPYTHMH
JOKYMEHTaMH HCTIONb3YeTCsl CMIPaBOYHMK THIIOB CBA3EH.

5.10. B nensx pa3MelneHus 10KyMCHTOB B CD]1, moucka JOKyMEHTOB, BEACHHA
cnpaBoyHOW paboThl O JIOKyMEHTAM, mouenasiM B COJI, HMCHONB3YHOTCA
KIIaccU(UKaTOPbL U CIIPABOYHHKH, B TOM THCIIC:

K1accH(MUKATOPbl:  KOPPECIOHIEHTOB, ~BUJOB JIOKYMEHTOB, CTPYKTYPHBIX
noJpasicNeHuii MHHHCTepCTBa, AOIDKHOCTHBIX MHUHHCTEPCTBA, HCMONHUTENeH 10
JOKYMEHTAM; TeMaTH4eCKHH (BOTIPOCOB NeATeNbHOCTH), HOMEHKIaTypa Ael
MHHUCTEPCTBA,;

CIPABOYHHUKH: CPOKOB HCTIONHCHHS, pesomouuit  (TIOpYHYeHnH), MEKTPOHHDIX
aJipecoB MOCTOSIHHBIX KOPPECTIOH/IEHTOB, 11126J10HOB 6/1aHKOB IOKYMEHTOB H 111a0JI0HOB
JIOKYMEHTOB, THITOB CBSi3eii C PyrMMH JIOKyMEHTAMH (cBsI3aHHBIMH JIOKYMEHTAMH).

V1. KoHTpo/ib HCTIO/IHEHHSI JOKYMEHTOB (nopy4enHii)

6.1. KoHTponab MCHONHEHHs IOKYMEHTOB (nopyueHu#) BeleTca B LEIAX MX
CBOEBPEMEHHOTO ¥ Ka4eCTBEHHOTO HCTIOMHCHIA.

6.2. KoHTpOJIb HCTIOJIHEHHS IOKYMEHTOB (nopy4eHui) BefeTcs:

HCTIONHEH)s IOKYMEHTOB (IOpyHeHuit) o CyleCTBY - MHHHCTPOM, WIIA WHBIMH
JIOJDKHOCTHBIMH JTHIIaMH MHHHUCTEPCTBA,

CPOKOB MCIIOJIHEHHS JTOKYyMEHTOB (nopyueHuii) — Otaenom roCyapCTBEHHOH
cnyxObl M JIeJIOTPOM3BO/ICTBA MHHUCTEPCTBA MM HMHBIM  CTPYKTypHBIM
noapas/ieNieHrHeM, Ha KOTOPOE BO3JIOXKEHA 3Ta (byHKIM.

KOHTpOMIO TOUTEXAT BCE 3apErvCTPHPOBAHHBIC JOKYMEHTBI, TpeOyiomue
UCTIOJTHEHHS.

6.3. PacriopsiiTenbHble JOKYMEHTBI, IPOTOKOIIb] zacenaHuii (CoBELIAHHUH), eCIH
3aUKCMPOBAHHbIE B HHUX PEUICHHA HE ohopMISIOTCS B BHIC MOCTAHOBJICHUH HIH



pelLleHuH, cofepKalie Mopy4eHus: C KOHKPETHBIMH CPOKaMH UCTIOJIHEHH S, CTAaBATCS Ha
KOHTPOIIb TT0 KaXAOMY MOPYYCHHIO OTACITBHO.

OpraHusanys HCTOTHEHHS nmopyuenuii u ykasauuid [IpesnneHTa Poccuiickoi
denepalluii UCTOJHAIOTCA B COOTBETCTBHH € Vkasom [Ipesusienta Poccuiickoi
®enepauuu ot 28 Mmapra 2011T. N 352 "O Mepax MO COBEpIIEHCTBOBAHHIO
OpraHM3alMHd HCIIONTHCHUA nopydeHui W ykasaHuii llpesnneHra Poccuiickoit
denepaimu’.

6.4. KOHTpO/b CPOKOB HCIOIHEHHUS JOKYMCHTOB (nopydeHuit) BKIIOYAET B CEOL:

MOCTAHOBKY JOKYMEHTOB (TIOpy4eHH i) Ha KOHTPOIIb;

IPOBEPKY  CBOEBPEMCHHOCTH ~ JIOBEICHHS  JOKYMCHTOB (mopy4eHuit) m0
UCITOJTHUTEIeH;

IIpeJIBApUTENBHYIO IPOBEPKY M PEerylMpoBaHHE XONa HCIIOMHEHHA JOKYMEHTOB
(mopy4eHu#);

CHATHE C KOHTPOJISA JOKYMEHTOB ([TOpy4YeHHH);

yyer, 00o0OLieHHe M aHAIW3 Pe3yNbTaToB XOJa MCIHOJIHEHHA JOKYMEHTOB
(mopyueHH#);

uHQOPMHPOBAaHHE  PYKOBOAMTeNeH O  XOAe  HCTIOIHCHHS JNOKYMEHTOB
(mOpy4eHHi) ¥ COCTOSHMM MCTIOTHATENICKOH JIUCLMILTHHDL.

6.5. CpoK HCIOJHEHHS JOKyMEHTa YKa3bIBaeTCs HEMOCPEICTBEHHO B JNOKYMEHTE,
Nopy4YeHHH MM B PE3ONIOLHH K IOKYMCHTY.

6.6. CpOKH HCNIOJIHEHHs HCUHMCIISIIOTCS B KAICHAAPHBIX JHAX C 1aThl, cleyro1en
3a JaTOM PEerucTpallH JOKyMEHTa

CpoKu HCTIOJHEHHS TPOTOKOIbHbIX nopy4eHui, KaK MpaBuiIo, yCTaHABIUBAIOTCS
B TIPOTOKOJIE M MCYHCIAIOTCA C HATHL, creylolel 3a aTo# MpOBEISHHs 3aceAaHMs
(coBemanus).

6.7. Ecnu nocneiHud OeHb CpOKa HCHOJHEHWS JAOKYMEHTa (mopyueH#Hs)
MPUXOAUTCS HA Hepabo4uit [IeHb, TO JOKYMEHT MOMIEKNT HCTIONHEHHIO B OMKaiinui
cieyolrii 38 HUM paboduii IeHp

6.8. Cpoku HCIOJHEHUs JIOKyMEHTOB (mopyueHuii) yCTaHaBIMBAKOTCAH
MUHUCTPOM, HCXOJAs M3 CpOKa, YCTAaHOBJICHHOIO opraHusalueif, HanpaBUBLICH
TOKYMEHT, MJIH CPOKOB, yCTaHOBJICHHBIX 3aKOHOATE/ILCTEOM Poccuiickoil Peepaliii.

6.9. JIokyMeHTHI (IIOpy4€eHHs) TIO/UIEKAT HCTIONHEHHIO B CIIC/LYIOLIHE CPOKH:

YCTAHOBJIEHHbIC 3aKOHOJATENBHBIMH I HHBIMH HOPMATHBHAIMHU PaBOBLIMH
axTamu (THMOBOH CPOK HCTIOTHEHHS );

¢ KOHKPETHOM 1aTo# UCIIOJIHEHHUS - B yKa3aHHbIH CPOK;

6e3 yKa3aHHsi KOHKPETHOH NaThl HCTIOJIHEHHUS, HMEIOIIUE B TEKCTE [IOMETKY:

"BechMa CPOUYHO" - B TEYEHHE OJHOIO-ABYX IOHEeH;

"cpodHO" - B 3-7IHEBHBIH CPOK;

"onepatuBHO" - B 10-1HEBHbIH CPOK;

ocTanpHble - B Cpok He Oonee 30 pHe#, ecnd HHOE HE yCTaHOBJIEHO
(enepaTbHBIMHU 3aKOHAMH.

6.10. JlaTa WCTIOTHEHHA JOKYMCHTA (mopyuenus) gukcupyercs B IPK CO/1 niu
MHOM perucTpalHOHHO-YYEeTHOHU (opme, UCIONB3YEMOH JUIs OTCICKHBAHUA CPOKOB
MCTIONIHEHHS TOKYMEHTA ([IOpy4CeHH).



6.11. TIpuocTaHOBUTbL MCIONHEHHE KOHTPOILHOTO NOKyMEHTa (TopyueHus), a
TaKKe OTMEHUTH €r0 MOXKET MUHHCTP, OANKUCABLINI JOKYMEHT HIIH IaBIIHii IOpYYeHHe
(pe3onoLHio).

6.12. B ciy4ae ecniu cpok MCIIONHEHHUS 10KyMeHTa (MOpyYeH:s) IPEBBILLAET OIMH
MECAIl, B LE/sX 00eCleYeHUs CBOEBPEMEHHOIO HCIOJHEHHS JT0KyMeHTa ([opydeHs)
MPOBOAMTCA IPE/IBAPUTENIbHBI KOHTPOIb W HAMOMMHAHUSA MCIOJIHHUTEIAM O
MPUOIHKEHHH CPOKOB MCIIONHEHHS JOKYMEHTOB (1OpYYeHHiA).

6.13. HanomuHaHHe HCTONHUTENSIM O NPUOIMKEHHH CPOKOB HCIIOJIHEHHS
JIOKyMEHTOB  (IIOPYYEHUH) MOXET OCYILECTBIATECA B AaBTOMATHYECKOM DEXKHME
nocpeactsoM COJI unu ¢ HCnoIb30BaHUEM 3JIEKTPOHHOMH TTOYTBL.

HanomuHanus ucnonuurenam, a Take HHPOpMaiius 06 UCHOTHEHHH TOKYMEHTOB
(mopy4eHuii), nojly4eHHas OT HCIIONHHTENEH, pukcupyrotcs B IPK CH/I.

6.14. Ilpu HeoOXoaMMOCTH M3MEHEHHS CpOKa MCIOJHEHMs JOKYMEHTa
(1Opy4eHHsA) OTBETCTBEHHbBIA WMCIONHUTENb 00S3aH IPEACTABUTH HA MMsS MUHHCTPA,
JaBLICTro nopyyeHue, 000CHOBaHHE (IOKIAIHYIO (CTy)KeOHYr0) 3alMCKY) O TIPOATEHHH
CpOKa C yKa3aHHeM IPHYHH NPOAJICHHUS M JaThl HCIIOIHEHHUA.

OGocHoBaHHME MPOIJICHHUS CPOKA HCIONHEHUS TOKYMEHTa (MOPYYEHHs) JOIKHO
ObITh HANPABJICHO COOTBETCTBY/OLIEMY PYKOBOIMTEIIO HE TO3/JHEe YeM [0 HCTeYeHUH
ABYX TPETBMX CPOKa UCIMOJHEHMS JOKYMEHTa (IOpy4YeHHs), @ €C/IH CPOK MCIOIHEHHS
Mopy4eHHs TPEBbILLIACT ABa MECALIA, IPEIJIOKEHHUS O €ro MPOJIEHUH MPEACTABIISIOTCS B
TeYEeHHE 1-T0 Mecsia cpoKa, OTBEAEHHOI0 Ha UCIIOJHEHHE MOPYYCHHUS.

Cpoku uWcnonHeHMs CPOYHBIX [OPYYEHHH HE NPOLIEBAIOTCS W He
KOPPEKTHPYIOTCS.

O6 u3MeHeHMM CcpoKa HCIOJHEHHs [IOKyMeHTa (IOpy4eHMs]) OTBETCTBEHHBIIl
HCTIOJIHUTE1b UHYOPMHUPYET OT/EI.

M3MeHeHHss B cocTaBe HCHOJHUTENeH JOKYMEHTa (TMOpY4eHHs) IOJIKHBI
NPOMU3BOIMTHCA C 0053aTeTbHBIM HHOOPMHPOBAHHEM OT/ICIIA.

6.15. JIokyMeHT CUMTaeTCs HCIIONIHEHHBIM H TTO/IUIEXUT CHATHIO C KOHTPOIIS II0CIIE
(baKTH4YeCKOro MCHOJIHEHHS BCEX COEPIKAILMXCSA B HEM MOPYYEHHH, TOKYMEHTAILHOIO
MOATBEPXK/IEHUS €r0 MUCIOJHEHUS M COOOIUEHHUS pe3yNbTaToOB €ro pPacCMOTpPeHHS
3aMHTEPECOBAHHBIM OpPraHaM, OpraHu3allusM M JIHIaMm.

ITpomexyTrounass uHGOpMALMi 10 MCIOJHEHWIO [OKYMEHTa He SBIAETCH
OCHOBAHHUEM [l CHSITHUSI €r0 C KOHTPOJIS.

6.16. [lokyMeHTBl (TMOpyuYeHHs), HaXOAAUIMECS Ha KOHTPOJE, CHUMAKTCS C
KOHTPOJIsi HA OCHOBaHMH IMOJArOTOBJIEHHOIO OTBETA.

Pemenne 06 UCTIONHEHUU JOKYMEHTA (TIOpYyUEHHS ), He TpeOyro1Iero HarnpaBaeHus
OTBETA, NPHHUMAET MHUHHUCTP, I0CTaBUBUWIMHA JOKYMEHT (MOPYYEHHE) HA KOHTPOIb, C

00s3aTebHBIM HHPOPMHUPOBAHUEM OT/IEIIA
Cgenenusi 00 ucnonHeHUU NokymeHTa (rmopydenus) BHocstces B DPK CDJ1 wim

MHYIO PerucTPalMOHHO-YUYETHYI0 (POpMY, HCIIONIB3YEMYIO ISl KOHTPOJIS HCIIOJTHEHHS.
6.17. B cnyuae ecnu 10KyMeHT (IIOpY4Y€HHUE) HEe UCITOJTHEH B YCTAHOBIICHHBIN CPOK,
OH I[IpU3HACTCS HEHCIOIHEHHBIM M OcTaeTcs Ha KoHTpone. OO0f3aHHOCTH MO €ro
HCTIOJTHEHHIO COXPAHACTCS 33 UCIIOJIHUTENIEM.
6.18. Otaen aHanM3UpYeT COCTOSHUE U Pe3yJIbTaThl MCIIOJHEHHUS JTOKYMEHTOB
(Topy4eHHi) ¥ COCTOSIHME UCIIOJIHUTEILCKOW JAUCUMIIMHBI U HANpaBisieT MUHUCTPY U



PYKOBOIMTENAM CTPYKTYPHBIX MOJpA3/ie/ieHHH OTYETHI O KOJHMYECTBE JOKYMEHTOB,
HCIIOJTHEHHBIX B CPOK, HCIOJIHEHHBIX C MPOAJICHHEM CpOKa WCIOJHEHHUS, He
HCTIOJTHEHHbIX, HAXONAMIMXCS HA MCIOJHEHHMHM N0 MHHUCTEPCTBY B IIEJIOM, MO
CTPYKTYPHBIM IOApPA3/IeJIEHUAM H, TIPU HEOOXOIMMOCTH, TI0 OTAETBHBIM MCIIOHUTEISM.

6.19. MuHHCTEPCTBO eXKEMECHYHO MPEACTABISIOT B AIMWHHCTPAIIHIO
IIpaBurenscrea P/l B anekrpoHnoii gpopme nadopmarmio o pe3ysbTarax paccMOTpeHHs
oOpallleHHil TpaxaaH, OpraHu3aUMi, a TaKxe o Mepax, MNPUHATBIX [0 TaKuM
oOpaleHHsIM.

VII. Pa6ora ucnoiHATEIsI ¢ JOKYMEHTAMH

7.1. Opranusauus paboTel ¢ JOKYMEHTaMM B CTPYKTYPHBIX ITOJpa3/eNeHusIX
MuH#cTepeTBa 0CyIECTBIACTCS Ha OCHOBAHHH PE30IOLMH (TIOpYHUeHHiT) MHHHCTPA, €0
3aMECTHUTENIeH, PYKOBOAMTENECH CTPYKTYPHBIX MOAPA3Ae/ICHHH, HHBIX JJOKHOCTHBIX
N1, HalleIeHHBIX COOTBETCTBYIOILUMH TTOJTHOMOYHSAMM.

7.2. JlokyMeHTBI, HOCTYNAIOLIHE B CTPYKTYPHOE MOApPa3ieleHHe ¢ Pe30NEOLMAMH
PYKOBOACTBA, MNEPeNalOTCs pYKOBOJAMTENKD MojpasfeneHus. Ecinm  gmokymenr,
NOCTYNHBIIHHA Ha UCIIOJIHEHHE B [Opa3/eieHHe, HE UMEET OTHOIICHUS K KOMIEeTEHIIUM
NIOApa3CACHHs, PYKOBOJMTEb NO/ApA3Je]IieHUusl B TOT K€ JIeHb MM Ha CIeAYIOIIHi
pabounii IeHb BO3BPALLAET ero B OTAEN ISl PEIlIEH s BONPOCA O NepeHaNpaBlIeHHH ero
Ha UCIIOJTHEHHUE B IPYToe MojpasjeeHHe (ApyroMy UCIOIHUTEIO).

7.3. McnonHeHMe TOKyMEHTa IpeyCMaTpUBAET:

cbop 1 aHaU3 He0OXOIMMON HH(OPMALIUH;

HOATOTOBKY IIPOEKTA JOKYMEHTa H ero opopmiieHue;

COIIacoBaHMe MPOEKTa JOKYMEHTA C 3aHHTEPECOBAHHBIMU JTMLIAMH;

1opaboTKy MpOeKTa JOKYMEHTa 10 3aMeYaHHAM, TIOJTYYEHHBIM B XO/I€ COrTIaCOBAHUS
Y, TP HeOOXOMMOCTH, - IOBTOPHOE COTJIACOBAHKE);

MOJrOTOBKY CITHCKa (YKa3aTess) pacChlIKM JOKYMEHTA, €C/IM JOKYMEHT aJpecoBaH
rpyIINe OpraHU3aluii;

TIpe/ICTaB/IeHHE TIPOEKTa JJIOKyMEHTa Ha MOANHUCH (YTBEPKICHHE) PYKOBOACTBY;

MOATOTOBKY JIOKYMEHTa K OTIIpaBKe U nepeaaqy KOIUH JOKyMEHTa B JEN0.

7.4. Ilpu HampaBlIeHNH JOKYMEHTA HECKOJIbKMM MCIIOJIHUTENISIM OTBETCTBEHHBIM 3
TIOATOTOBKY IMPOEKTa JAOKYMEHTa ABIAETCA HCIIOJHUTENb, YKA3aHHBIH B pPE30JIOLHH
TIEPBBIM MJIM 0003HAYEHHBIH B PE30JIIOLIMH KaK OTBETCTBEHHBIH HCIIOJIHUTEND.

7.5. OTBETCTBEHHbIN HCIONHUTENb HUMEET IMPaBO JaBaTh MOPYYEHHS OCTATLHBIM
HCTIOJTHUTEIISAM, IPOBOIUTH pabouue CoBeLaHust JUIsi BHIpaOOTKH COBMECTHOIO pelleHH .
Bce ucnosnnureny B paBHOM CTENEHU OTBETCTBEHHBI 38 CBOEBPEMEHHOE M KAYECTBEHHOE
MCIIOJIHEHWE T[IOpYYeHHMs U [PEACTaBICHHE OTBETCTBEHHOMY HCIIOJIHUTENIO B
YCTaHOBJIEHHbIE MM CpPOKH HEOOXOOUMBIX MaTepuanoB (MPOEKTOB JAOKYMEHTOB,
cnpaBok). McrmomHuTend He HWMEIOT TpaBa [Pe/CTaBisiTh IPOEKThbl JIOKYyMEHTOB
PYKOBOIHMTEIO, 1aBllIeMy TOpY4YeHHe, MUHYS OTBETCTBEHHOIO MCTIOJTHUTEIS.

7.6. B ciayuyae oTCyTCTBMA HCNONHUTENS (KOMAHIUPOBKA, OTIHYCK, 00JE3Hb)
AOKYMEHT 1O YKa3aHHI0 pYKOBOIMTE]S MOApa3feNeHus TMepeaaeTca ApyroMmy
UCTIOJIHUTEIX0 C 00sA3aTelbHbIM coo0leHreM ero (aMUIMH JIeJO0NpPOH3BOUTENIO
noxpasneneHus Juisi BHeceHusa u3meHeHwid B DPK ngoxymenta B COJl mam HHyRO



PEruCTPaliMOHHO-YYETHYIO (hopMy.

7.7. Tlpu yBONbHEHNH HIIH NIEPEX0/ie Ha APYTOil Y9acTOK paboThl COTPYHUK 06sI3aH
ClaTh JOKYMEHTbI W Jie/la PYKOBOAUTENIO MOAPa3/IeNIeHHs WIH T10 €ro YKa3aHWIO BHOBb
Ha3HAYEHHOMY COTPY/IHUKY (B Cilydae HEOOXOJMMOCTH, - 110 aKTy NpHeMa-Nepenadn, B
KOTOPOM YKa3bIBAalOTCA BH/IBI /I€/ (3ar0jI0BKM JeM) M MX KOJHYECTBO M KOTOPBI
NMOAMHCHIBACTCS PaDOTHUKOM, NEpPeNaBIINM JOKYMEHTbI, U paGOTHHKOM, NPHUHSBLIHM
JOKYMEHTHI).

7.8. Pe3ynbTaroM HCIONHEHWS JOKYMEHTA SBJSieTCS MPOEKT JOKYMEHTa,
MOJArOTOBJICHHBIN UCIIOJIHUTESIEM.

[IpoekT joKymMeHTa cO BCeMH HEOOXOIMMBIMH MPUIOKEHHAMH, HAleYaTaHHbIH M
O(OpPMIIEHHBIH B COOTBETCTBHH C [IPABHJIAMH, YCTAHOBJIEHHBIMHU B pa3ele 3 HACTOsLIEH
MHCTPYKIIMH, UCIIOJTHUTEIb COTJIACOBBLIBAET C 3aMHTEPECOBAHHBIMH TTOIPA3/ICIEHHIMHU U
JIALAMH U, TIPH HEOOXOAMMOCTH, C JIPYTHMH OPTaHH3aLHAMH.

JoKymeHTbl, mpejHa3sHa4YeHHbIe I OTHpaBKH, OQOPMISIOTCS Ha OllaHKe
MunncTepcTBa ycTaHOBNCHHON ¢opwmbl. [lis OTIpaBKM JOKYMEHTOB, HE HMMEIOLINX
aJIpeCHOM YacTH, COCTABISETCS COMPOBOAUTENLHOE [TUCHMO.

Ha mokymeHT, pacchiiaemblii Goliee 4eM B 4YeThIpe ajipeca, HCIOJHHTENb FOTOBUT
CIIMCOK pAacCChLIKHM, OINpEeNseT KOIHYECTBO 3SK3EMIUISPOB JAOKYMEHTa MW I10CJIe
perucTpanuy 0d0ecneynBaeT H3roTOBJIEHHE HEOOXOJUMOr0 KOJIM4ECTBA KOMUIA.

7.9. HcnonHutens (OTBETCTBEHHbIH MCIOIHUTENb) OPTaHU3YeT COIJIACOBaHHUE
(BM3HpPOBaHHE) NPOEKTA IOKYMEHTA CO BCeMH 3aHHTEPECOBAHHBIMH JIMLIAMH U TIPOBOIUT
A0paboTKy npoekTa.

Ilpy  Hamuuuu  OOJBIIOrO  KOMMYECTBA 3aMe4YaHWi JI0  [PeJCTaBICHHUS
10pabOTaHHOTO MPOEKTa JJOKyMeHTa Ha MOANKCH PYKOBOAMTEIO HCIIOTHUTEIb TOTOBHT
CBOJIKY 3aMe4YaHMi (IIpe/IoKeHUH), B KOTOPOM yKa3bIBACTCA: COACPIKAHHE 3aMEYaHHs
(mpeanokeHus), JOKHOCTh, (aMWIHA JIMLA, JABIIEr0 3aMeYaHue, MPHHATO WM
OTKJIOHEHO 3aMeyaHue (ec/id 3aMeyaHue OTKIOHEHO, - IPUYHHY OTKJIOHEHHS ).

7.10. Ilocne nopaboTKH W TMOBTOPHOIO BHU3UPOBaHUs (COTJIACOBAHHS) MPOEKT
JIOKYMEHTa Iepe/laeTcs Ha noanucanue (yreepxkaeHue). Jlo npeacraBieHus Ha MOANKCH
UCIIOJHHUTENh IPOBEPSAET INPAaBHIBHOCTH O(QOPMJIEHHS [JOKYMEHTa, MpPaBWIbHOCTD
oopMIeHHA ajpecara, Halluyue HeoOXOMMBIX B3, IPUIIOKEHHH, IIPH HEOOXOAUMOCTH
— CIPaBOK, INMOSCHUTEJIBHBIX 3alIMCOK, Pa3bICHAIOLIMX COAEp)KaHUE MOATOTOBICHHBIX
JIOKYMEHTOB, JIUCTA (yKa3aTels) PACChLIKH.

7.11. TloanucaHHBIA [JOKYMEHT MCIOJIHHUTE]b B COOTBETCTBHH C [OPSJAKOM,
YCTaHOBJIEHHBIM HACTOSIENH HWHCTPYKLHEH TI0 JIEJTONPOU3BO/ICTBY, TNepeaaer s
perucTpalyy U OTIIPAaBKH W/WJIH BKJIIOYEHHS B JIEJI0.

B coOTBETCTBUM ¢ HOMEHK/IATYpOH 1€/l UCTIOJHUTENb ONpeaenseT HHACKC Jena, B
KOTOpO€ OJI’KeH OBITh BKITFOYEH JIOKYMEHT.

7.12. B xoie HCHOJIHEHUS JAOKYMEHTA HCMOJHHUTENbL MMEET IpaBo IMpejararb
U3MEHEHHE CpOKa MCIIOJHEHHUs, €CIM OTCYTCTBYIOT peaJibHbl€ YCIIOBUS HCIOJHEHUs
JNOKyMeHTa (MOpYy4YeHus ), AeaTh MOMETKH Ha JOKyMEHTE O BPEMEHHU €ro MoCTYIUIeHHS,
0 JaTax NpOMEeKyTOYHOro KOHTpOJIs, TeIe(OHHBIX U MUCbMEHHBIX 3alpocax, 0 AaTe U
pe3yJibTaTe OKOHYAaTEIbHOTO HUCITOTHEHHS.

7.13. Micnonuurens He MMEET MpaBa pasrjauarh coaepxKaHue NOCTYNUBLIMX K
HEMY JJOKYMEHTOB H [I0ArOTOBJIEHHBIX IPOEKTOB CIIyKEOHBIX TOKYMEHTOB, C HUMH



MOT'YT ObITb O3HAKOMIIEHBI TOJIBKO JINA, MMEIOLIHE OTHOLIEHHE K HX HCIIONHEHMIO.
VIIL. lokymenTaibublii pona Munucrepersa

8.1. PaspaGoTka n BeleHHE HOMEHKIATYPbI A€

8.1.1. Oprauusauus JOKyMEHTOB B JAENOMPOU3BOACTBE MPENCTaBIsET COOOM
COBOKYIHOCTh BHIOB PalboT, 06eCneynBaIOIMX COXPAHHOCTh, Y4eT, CHCTEMATH3ALMIO
JIOKYMEHTOB, (hOpMUPOBaHUE U 0YOPMIIEHHE e/ B AeTOMPOU3BOACTEE H HX nepejayy B
apxuB MunucrepcTBa (mamee — apxXMB) B COOTBETCTBHH C TpeboBaHUsIMH,
YCTaHOBJICHHBIMH TOCYJapPCTBEHHBIMH CTaHAApTaMH Ha JOKYMEHTbHI, HOPMAaTHBHBIMH
NMpaBOBBIMU aKTaMu MDejiepalbHOTO apXHBHOTO areHTCTBA, @ TAKKE COOTBETCTBYIOLIMMHU
HOPMAaTHBHO-METO/IM1ECKUMH IOKYMEHTaMHU 110 apXHBHOMY JIeITy M JeJIONPOU3BOJICTBY.

8.1.2. B uensx XpaHeHHs, MOMCKA M HCOJB30BaHWS JOKYMEHTOB HA OymakHOM
HOCHTEJIE W 3JIGKTPOHHBIC JIOKYMEHTBI (DOPMHPYIOTCS B Jiela B COOTBETCTBHM C
HOMEHKJIATY PO 1€)1.

Homerxniatypa nensakpennser  kiaccuukaumio  (IpymmupoBKy) —HCHONHEHHBIX
AOKYMEHTOB B Jie/la (3JICKTPOHHBIE /1efa), CUCTEMATH3ALMIO U WHIIEKCALIMIO J1e]1, CPOKH KX
XPaHEHHS U ABTACTCA OCHOBHBIM YYETHBIM JOKYMEHTOM.

HoMmeHknarypa nen sBisieTcss OCHOBOM JUISi COCTABJICHUS OMUCeit JIeJ1 TIOCTOSIHHOT O,
BpeMeHHbIX (CBbILIe 10 JIeT) CPOKOB XpaHeH sl U 110 IMTHOMY COCTABY, AKTOB O BbLIEJCHHHM K
YHHUTOKCHUIO NOKYMCHTOB C MCTEKIUMMH CPOKAMH XpaHEeHHs, a TakKe JjIi ydeTa Je
BPEeMEHHBIX (10 10 J1eT BKIIIOUUTENBHO) CPOKOB XpaHEHHS.

8.1.3. HomeHki1aTypa nen MuHHCTEpCTBa COCTABISETCS HA OCHOBE H3YYEHHs CocTara
M COJAEpXKaHUs JOKYMEHTOB, OOpasylolMXcs B JEATENbHOCTH OpraHM3alliM, BKIFOYAs
JIOKYMEHTbI, OCTYTIAIOLIHE U3 IPYTHUX OpraHH3alHid.

8.1.4. Ilpu cocraBieHMM HOMEHKJIATYpPbl /€ ClefyeT pPYKOBOACTBOBATHCS
[onoxennem o MuHHCTEpCTBE, TIOTIOKEHHSIMH O CTPYKTYPHBIX ITOIPA3ICTICHHSX, IITATHBIM
pacniMcanueM, IJIaHAMH M OT4eTaMd o pabore MUHHCTepCTBa, HOMEHKIATYpOH JieN 3a
NMPOLICAINH O, HOPMATUBHBIMM aKTaMH MHHHCTEPCTBA, CO/AEPXKAIMMU CBEJCHHS O
JAOKYMEHTax, 00pasylolmxcs B J1eSTeTbHOCTH MUHHUCTEPCTBa, TIEPEYHAMH JOKYMEHTOB C
YKa3aHHEM CPOKOB UX XPaHEHHSI.

8.1.5. B HOMeHKnaTypy Jei BKIIOYAIOTCS BCE JOKYMEHTBI, OTPaXKalOLIHe
ACATEBHOCTb CTPYKTYPHBIX ToOJpasjie/ieHdii MHMHHCTEPCTBA B TOM YHCIE JIOKYMEHTBI
OrPaHHYCHHOr0 JI0CTyIA, PETMCTPALMOHHBIE M Y4YETHble JKypHallbl M KapTOTEKH, B
HEOOXO/MMBIX Clly4asX - KOMHM JOKYyMEHTOB. J[OKYMEHTHI, CO3JaHHBIE B 3NIEKTPOHHOM
(popme, BKIFOHAOTCS B HOMEHKJIATYPY /el 110 TeM JKe MpaBHIaM, YTO M JIOKYMEHTHI Ha
OyMaKHOM HOCHTEIIE.

8.1.6. CBoanas HOMEHKIaTypa Jen MunucTepcTBa COCTaBISETCA JIMLIOM,
OTBETCTBEHHBIM 32 apXWB MHHHCTEPCTBA, HA OCHOBE HOMEHKJIATYP JeNl CTPYKTYPHBIX
noapasaeneHui mno ¢opme, ycraHoineHHoi [lpaBunaMyu XpaHeHHs, KOMIIEKTOBaHHS,
yyeTa M HCNOJIb30BaHHS JOKYMEHTOB ApXHMBHOro ¢oHza P® M Jpyrux apxXxuBHBIX
JIOKYMEHTOB B OpraHax MeCTHOT'O CaMOYIIPaBIICHHS.

8.1.7. HomeHnknarypa nem MHuHHCTEPCTBA MNOANMCHIBAETCS DPYKOBOJHUTEIEM
CJIy’KObI €I0NPOM3BOJICTBA, BU3UPYETCS OTBETCTBEHHOM 33 apXHMB, COIIACOBBIBAETCS C
OKCTIEPTHOW KOMHCcHeH MunucrepctBa, MHHHCTEPCTBO SBISETCS HMCTOYHHMKOM
komrutekToBanus I'KY «LII'A P/1», oguH pa3 B 5 ner nmpecraBisercss Ha COrlacoBaHUE



OINK Munucrepcta woctuimn PJI.

BHOBb co3nanHOe HIH peopraHW30BaHHOE TOAPA3ICIEHHE JOJKHO B MECSIHbII
CPOK pa3paboTaTh HOMEHKIIATYPY JI€/l M IPESACTABHTD €€ B Ciyx6y nemonpousso/cTsa.

8.1.8. Homenkunarypa nei, cornacosannas ¢ JIIK Muniocra PJ1 yrBepxxnaercs
MHHHCTPOM ¥ BBOJMTCH B JICHCTBHE € 1-ro AHBaps MPEICTOSLIErO KaJeHAAPHOTO roa.
CornacoBannas ¢ DIIK Muntocta PJI HOMEHKJIaTypa /i€l B KOHIIE KaX/I0ro roaa
YTOYHACTCH, MEpernevarbiBaeTCs, yTBePXKIaeTcsi MUHMCTPOM M BBOZHMTCS € | sHBaps
NPEACTOALIET0 KaJleH1apHOro roja.

Pasjenst B cBonHOM Homenkiatype gen MuHHCTepcTBa COOTBETCTBYIOT
HasBaHUSIM [OAPA3AC/ICHHH M pacrojiaraloTcs B COOTBETCTBHM C YTBEPXKICHHOM
CTpyKTYpoi MuHHCTepCTBa.

8.1.9. CpoaHas HOMeHKIaTypa Hen Tedaraercsi B 4 OSK3eMILISpax. [lepBblii
YTBEPHKICHHBIH  OK3eMIUIAP SBISETCS JOKYMEHTOM IIOCTOSHHOTO XpaHEHHS |
BKJIFOHAETCA B [0 OTAE/d, BTOPOW — UCHOJNB3YETCS B YIPaBIEHHUSX B KAa4YeCTBE
pabouero sk3eMIisipa, TPeTHH — Mepeiaetcs B apXvuB MMHHCTEpCTBa, YEeTBEPTHIN
xpanutesi B I'KY P/l «llentpaneHeiii rocynapcrsensslii apxus Pecrry6nuku Jarecrany.

Pabounii 5k3eMILIAp HOMEHKIIATYPBI i€/l MOKET BECTUCh B 3IEKTPOHHOM BH/IE.

8.1.10. T'pagl HOMeHKNATYpBI JeN 3aMONHAKOTCS CJEAYIOUIUM 00pasoM (CM.
[Ipunoxenue Neb):

B rpade 1 IPOCTAaBIAIOTCS MHAEKCHl KaXJIOro Jeja, BKIIOYECHHOIO B
HOMeHKJ1aTypy. MHIeKC /1e1a COCTOMT M3 yCTAHOBIEHHOTO B MHHHMCTEPCTBE LM(POBOro
0003HaYeHHs CTPYKTYPHOTO [OApa3fie/IeHUs: U MOPSAKOBOr0 HOMEpA 3aro0BKa JejIa 110
HOMEHKJIaType Jen B Ipelenax CTPYKTYpPHOro mnojpasjeineHus. WHOekcel aen
obo3HaualoTcs apabckumu uudpamu, Hanpumep: 10-04, rae 10 — nHIEKC CTPYKTYPHOTO
noapasjienedus, 04 — nopsiIKoBbIit HOMep Jiea.

B HOMeHKNatype zen peKOMEeHAYETCS COXPaHATh OJWHAKOBBIE HMHAEKCHI IS
OZTHOPOJIHBIX JIeJT B MPeJieNiax PasHbIX CTPYKTYPHBIX MOApa3ieIeHHii;

B rpady 2 BKIIOYAIOTCS 3arojoBKH Jel (TOMOB, dacTei). JIOKYMEHTHI B
HOMEHKJIaTYpe €] pacroiararoTcs 1o CTerneHu 3HaYMMOCTH U 10 Ha3BaHUsIM. BHavane
pacroniaraloTcsi 3arolioBKM Jiejl, COAEPXKAallUX OpraHH3aLMOHHO-PACTIOPSAUTEBHYIO
JIOKyMEHTAlMI0, Jajiee - IUIAHOBBIE U OTYETHBIC IOKYMEHTHI, IEpeNnucKa U T.1.

3aronoBoK Jena JO/KeH 4YeTKo, B 0600meHHOH (opMe OTpakaTh OCHOBHOE
COJepKaHHe M COCTaB JIOKyMEHTOB Jiejia. He nomyckaercs ynorpebieHHe B 3arojioBKe
Jiefla HEKOHKPETHBIX (HOPMYTHPOBOK («pa3Hble MaTepHasbl», «OOIIas MepernucKa» M
Apyroe). 3aroI0BKH A€ MOTYT YTOYHSAThCS B Mpoliecce (OpMUPOBAaHKA e, 3aroJ0BOK
Jea COCTOMT M3 3JIEMEHTOB, pacrojiaraeMbix B CJICAYIOLICH MOCIeI0BaTEILHOCTH:
Ha3BaHWe BW/a JieNa (KypHall, NepenucKka) Wil pa3HOBUIHOCTH JOKYMEHTOB (IPHKa3bI,
aKkThl); Ha3paHHe MMUHHCTEPCTBA HIH €r0 CTPYKTYPHOTO MoOjpasaeieHus (aBTop
JOKYMEHTa); Ha3BaHHE OpraHH3alMH, KOTOpod OyayT ajapecoBaHbl WJIH OT KOTOPOW
OyayT moiy4eHel DOKYMEHTHI (aapecar WIIM KOPPECIOHIEHT); KPaTKOe COjepiKaHue
JNOKYMEHTOB JieNia; jlata (11epHo/), K KOTOPbIM OTHOCATCS JOKYMEHTHI JIeJ1a.

B 3arosoBkax gen, cojaepxkalMX JOKYMEHTBI II0 OJHOMY BOIIPOCY, HO He
CBSA3aHHBIX [0C/I€J0BATEIbHOCTBIO UCIIONIHEHHS, B KAYE€CTBE BU/A Jiesa yrnoTpebsiercs
TePMUH «IOKYMEHTBI», @ B KOHIE 3arojloBKa B CKOOKax YKa3bIBAalOTCS OCHOBHBIC
Pa3sHOBUIHOCTH JIOKYMEHTOB, HarpuMmep: «loKyMeHTHI O ... (TUTaHbl, aKThI, JIOKJIa/IbI )».



B 3aronoskax zei, colepxaiux nepenucKy, yKasbiBaeTcs ¢ KeM H I10 KaKkomy
BOTpocy oHa BeeTcs. Ecnu nepenucka BeeTcs ¢ 0AHOPOAHBIMU KOPPECTIOHAEHTAMH,
[IOCJICAHHE HC YKa3bIBAlOTCA, YKas3bIBaeTcs TOJILKO HX 00llee BHIAOBOE Ha3BaHHUE:
«Ilepemycka ¢ OpraHaMi UCTIONHUTENBHOM BracTH Pecriy6auku JlarecTal Mo 0CHOBHOI
JESATEIbHOCTHY,

Ecnn  xoppecnoHIeHThl pasHOpOAHBIE, TO TMOCHEAHHE He NEePEYHCIIAIOTCS,
Hanpumep: «llepenucka ¢ opraHusanusaMu 10 0CHOBHOM /1€STENBEHOCTHY.

Ecnu  koppecnoHmeHT oauH, TO OH YyKa3biBaeTcs B 3arolOBKE, Harpumep:
«llepenicka ¢ MunncrepctBoM ctpoutensctBa v JKKX Poccuiickoit Denepauuu 1no
OCHOBHOMH JI€SITeJIbHOCTHY.

B 3aronoskax nen, comepikalmx IUIAHOBYIO WM OTHETHYK) JOKYMEHTALIMH,
YKa3sblBaeTcs nepuox (rod, KBapraji, Mecsill), Ha (3a) KOTOpPbI COCTAaBJIEHbI TLIAHbI
(oTueThl);

rpaga 3 3amonHAeTCs 10 OKOHYaHMH KaJIEHIapPHOTO Io/ia;

B rpade 4 yka3blBaeTCs CPOK XpaHEHHI Jiena;

B rpage 5 «IIpHMeuaHue» NpPOCTABASIOTCS OTMETKH O 3aBeleHHH Jel, O
[ePEXOMANINX Je1aX, O BbIACIEHHH JeJl K YHUYTOXKEHHIO, O COTPYAHHUKAX,
OTBETCTBEHHBIX 33 (JOPMUPOBAHHUE eI, YKa3bIBAIOTCS HA3BAHMS TIepeUHEH JOKYMEHTOB,
UCII0JIb30BaHHBIX IIPH OIIPEIEICHHH CPOKOB XpaHeH s Jell.

8.1.11. Ecim B Teuenue rogma B MHHHCTEpCTBE BO3ZHHKAIOT HOBBIE
AOKYMEHTUPYEMbIE y4aCTKU paboThbl, He MPeyCMOTPEHHBIE /181, OHU JAONOTHUTEIBHO
BHOCSTCS B HOMEHKIATypy nen. Jlis BHOBb 3aBOAMMBIX JeT B KaXIOM pasjesa
HOMEHKJIaTypbl JIe]T OCTaBIISIOTCA pe3epBHbIE HOMEpA.

Ilo oxoHYaHHMM TOZ1a B KOHIIE HOMEHKJIATYPhI Je] AeTaeTCsl UTOroBas 3amuch O
KaTEeropusaX U KOJIMYECTBE 3aBeJ{€HHBIX JElL.

8. 2. ®opmupoBaHHe e/ H HX TeKyllee XpaHeHHe

8.2.1. ®opmupoBaHHeM el ABISIETCS [PYIIMPOBKA HCTIOIHEHHBIX JOKYMEHTOB B
Aiefla B COOTBETCTBUM C HOMEHKJIATYpOH el M CHCTeMaTH3alus JOKYMEHTOB BHYTPH
nena.

Hena B MunncrepcTBe (GOPMHPYIOTCS B CTPYKTYPHBIX I10Apa3/Ie/iCHHAX
COTPY/IHHKaMH, OTBETCTBEHHBIMHU 3a JeJIONPOHU3BOICTBO.

MerTojiu4ecKoe pyKOBOJCTBO W KOHTPOJIb 3a MPAaBHIBHOCTBIO (POPMUPOBAHUS U
0GhOPMIIEHHUA Ie]T OCYILECTBIAETCS CELUATUCTOM, OTBETCTBEHHBIM 3d apXMB.

[ToNMHOCTBIO MCTOJIHEHHbIE JOKYMEHTbI HUCIIOJHUTENEM (OPMHPYIOTCS B JENO.
Howmep nena, B koTopoe J10keH ObITh MOJIIHT JOKYMEHT, ONIpeAeseT HCnoaHuTeNb. Ha
JIOKYMEHTE [pPOCTaBIATCS OTMeTkH «B jgemo Ne », Jara, MOJIUCH
UCIIOJIHUTEA, pacluu(dpoBKa MOATIMCH.

8.2.2. IIpn dopmupoBanun e HeOOXOAMMO COOIOAATE CIIEAYIOME MIPAaBIIIA; B
Jiejia TNoMellarbh TOJBKO MCIIOJIHEHHbIE, MPaBUIBHO OQOPMIICHHBIE JOKYMEHTHI,
OTHOCHIIMECS K OJHOMY BOIIpOCY 3a KaJeHZApHBIA rox (MCKIIOYEHHE COCTABIAIOT
nepexojsiue Jeja); Aejaa MNOCTOSHHOIO M BPEMEHHOTO XpaHeHus (hopMupyrorcs
paszie/lbHO; JOKYMCHTbI BHYTPH JIeJla PacliojlaraloTcs B XpOHOJIOIMYECKOM, BOIIPOCHO-
JIOTHYECKOMW I110CIEJ0BATENbHOCTH WJIM HMX COYETAHHH, B JleJia He IOMELIAI0TCs
YEePHOBHUKH, JTHUIHKE dK3eMIUIAphL. [Ipy Hanuyuu B jene 00JIbIIOr0 KOJUYECTBa JTHCTOB



Aella TIOAPA3NEeIsIIOTCS HAa TOMA, HHIECKC M 3arojlOBOK JeJa TPOCTAB/ISeTCS Ha KaXKIOM
TOMe ¢ f00aBieHHEM «T. 1», «T. 2».

8.2.3. PacriopsinurenbHble JOKYMEHTH TpyNIHPYIOTCS B Jefa MO BHAAM W
XPOHOJIOTHH C OTHOCSALIMMHUCA K HHM MPHII0KEHUSIMH.

TIpOTOKOJIBI KONNETHH TPYNIUPYIOTCS C MPHIOKEHUIMH K HUM U pacrnonararoTcs
B Jie/Ie B XPOHOJIOrMYECKOM IOPSIKE MO0 HOMEPaM.

[TontoxeHus, MHCTPYKIWH, YTBEPXKAEHHbIE HOPMATHBHBIMH MPABOBBIMH aKTAMH,
SIBJISIIOTCS TIPUIIOXKEHUSAMH K HAM M I'PYIIIIHPYIOTCS BMECTE C YKa3aHHBIMHU akTaMu. Eciiu
KE OHH YTBCPKIOCHBI B Ka4€CTBE CAMOCTOATENBHOTO JIOKyMEHTA, TO HX IPYNIUPYIOT B
CaMOCTOSATEIbHBIE JIelIa.

Ilopyyenns BbILIECTOAIINX OpPraHM3alMil M NOKYMEHTHI 110 WX HCHOIHEHMIO
TPYNIUPYIOTCA B [IeJa [0 HAaNpaBJIeHUsIM NeaTeTbHOCTH MuHKcTepeTRa.

[IpuKassl mo 5nM4YHOMY COCTaBY TPYNNHPYIOTCS OT/ENbHO OT TMPHUKA30B 110
OCHOBHOH JiesiTe/IbHOCTH. [IpMKashl O Ha3HaueHHH, NEPEMEIICHHH, YBOJIbHEHHH
COTpyAHUKOB (xpansumecs 50 et (¢ 2003 roga)) rpynnupyroTCs OTAENBHO OT TPUKA30B
00 oTIyCKaX, KOMAHAMPOBKAX, MOOLIPEHUSX, JUCIMITHHAPHBIX B3BICKAHUAX U T.1. (3TH
MIPHKAa3bl XpaHATcs S Jer).

[L1anbl, 0TYeTHI, CMETEI (GOPMHPYIOTCS OT/ENBHO OT IPOEKTOB ITHX JOKYMEHTOB
1 JI0JDKHBI XPAaHUTBLCS B JIeJIaX TOTO ro/1a, Ha KOTOPBIH OHU COCTABIIEHDI.

Ilepenucky ¢ yupexaeHHAMH H TPaKIAHAMH Cie/lyeT IpyNIupoBaTh B Jena 3a
[epHUOA KaJleHIapHoTo roja.

B niesio nmepenucky moMemiaoTes BCe JOKYMEHTHI, BOSHUKIINE B XOA€ pelICHHS
Borpoca. llepenucka cucTeMaTH3MpyeTcs B XPOHOJOTMYECKON IOCIEI0BATETbHOCTH:
JOKYMCHT-OTBET TIOMEIIAETCS 3a JOKyMEHTOM-3ampocoM. [Ipu  B030OHOBIIEHUH
MIEPEMHUCKH T10 OIpe/Ie/IEHHOMY BOIIPOCY, HayaBlIeHcs B NPe/bI Iy IIeM ro/y, JOKYMEHTHI
BKJIFOYAIOTCS B J1€JI0 TEKYINEro roja ¢ ykasaHueM MHJeKCca NpeablayIIero roja.

JInueskblie cyera pabGoTHHKOB MUHHUCTEPCTBA TPYIITUPYIOTCS B CAMOCTOSTEbHBIE
Aena U pacroliararoTcss B HUX CTPOro B nopsake aindasurta mo GaMHIHsIM, HMEHAM H
OTYECTBaM.

8.3. IloaroToBKa JOKYMEHTOB M /1e]1 K NlepeJjaye Ha APXHBHOE XPaHEHHE

8.3.1. C MomeHTa 3aBeJeHMs M 10 MNepemayd B apxuB MuHucTepcTBa (MM
YHHYTOXKEHUS) [ieJla XPaHATCA TI0 MeCTY UX (JOPMHPOBAHUSI.

Jlena cYMTAOTCH 3aBEJAEHHBIMH C MOMEHTa BK/IIOYEHHS B HHX IIEpBOIO
MCIIOJHEHHOTO JoKyMeHTa. llocne McnonHeHHs TOKYMEHTOB W OKOHYaHUS padoThl C
HUMH OHH MOMELIAIOTCS B TBepAble 00I0KKH HITH MaKH-PerucTpaTophl.

PykoBomutenu  CTPYKTYpPHBIX  MOJpasjieleHMd U COTPYAHHKH  HECYT

OTBETCTBEHHOCTD 3a COXPAHHOCTb JOKYMEHTOB H Je]l.
[le.na HaxogsaTcsa B paﬁoqux KOMHaTax HIH CIOEUHalbHO OTBEIOCHHBIX

NOMEILEHHX, pacrnoiiaraloTces B Imkadax, ceiidax B COOTBETCTBHH C HOMEHKJIATYPOM

Je.
B 1ensx noBBILICHHS ONEPaTHBHOTO TOMCKA JIOKYMEHTOB BCE JI€Nia XPaHATCA B

wkadax B BEPTUKAIBHOM IOJNIOKEHHH, B KaXxaoM wwKady J0/oKHa ObITh KOs (MK
BBIIIMCKA) HOMEHKJIATyphbl A€, XpaHAIMXCA B 3TOM IIKady; Ha KOpelKax 00I0KeK ae
YKa3bIBAKOT HHIAEKCHI e A 00erdeHust NoMcKa Jiell.



PabotHukK monpasnenenuit MuHHCTEpcTBa XpaHsAT y cebs HA CTOJNE TONBKO
JOKYMEHTEI, HaXO/IsILIIMECS HA UCITOJTHEHHH.

Hena, Haxojs1IKMecs Ha TeKyleM XpaHeHHH, OMTexKaT yuery. B ciyuae yTpaThl
AIOKYMEHTOB W [1e]1 IPOBOANTCS Cly)KeOHOE paccieioBaHKe, 110 pe3yIbTaTaM KOTOPOro
/UL, BHHOBHOE B yTPATE, HECET OTBETCTBEHHOCTH B YCTAHOBIEHHOM TOPS/IKE.

8.3.2. Bblgaya gen paborHuKam ApYrux MoApasaeleHnii He MpOM3BOLUTCS. [1pu
HEOOXOIMMOCTH, BBI/IAETCH KOIUS JOKYMEHTA.

CropoHHMM OpraHM3alMAM Jena BBIAAIOTCA C paspellleHHs MHHHCTPA MM €ro
3aMECTHTeJIeH 110 aKTaM Ha OCHOBAaHMH MX MMHCbMEHHOTO 3aMpoca.

M3bsiTue NOKYMEHTOB M3 Jiel MOCTOSHHOTO XpaHEHWs JONyCKaeTcs B
HCKJIIOYHTEIBHBIX ~ CITy4asX M TNPOM3BOAUTCA C paspelleHus pyKOBOAMUTEICH
MunucTepeTBa ¢ 06s3aTeNbHBIM OCTAaBICHHEM B JIelle 3aBEPEHHON KOMHM JOKYMEHTa U
aKTa O MPUYMHAX BblJa4YM MOITHHHHUKA.

8.3.3. IloaroToBKa Aes K nepenaye Ha XpaHeHHe B apXUB MHHMCTepCTBA M Ha
YHUUYTOXEHHE MpeaycMaTpuBaer paboTy, KOTOopas MNpPOBOIUTCA B MOpa3AeieHHsX
MunuctepeTBa ¥ BKIIOYAaeT B ce0s CNCAYIOLIHE STalbl: ITPOBEJEHHE JKCIIEPTU3HI
LIEHHOCTH JIOKYMEHTOB; IIOJJHO€ odopMieHHe JieJl; COCTAaBlIEHHE OMNHCcel el
COCTaBJIEHHE aKTOB O BBIICJIEHHH K YHHYTOXKEHHIO /1] C HCTEKIIHM CPOKOM XPaHEHHS.

Jr1a paboTa NpOBOAMTCA B COOTBETCTBHM C Hacrosimed WHCTpykuueid u
BBITIOJIHAETCH padOTHUKAMH MOApa3/ieneHnii MuHHCTepCTRa.

KoHTponb BeIMONHEHHMs BbIlIEyKa3aHHbIX pPabOT M METOAMYECKYIO MMOMOLIb
noapasaeneHusaM MuUHUCTEPCTBA OCYLIECTBISET OTAEI.

8.3.4. B 3aBUCHMMOCTH OT CPOKOB XpPaHEHHs IMPOBOJUTCS TMOJHOE MM YAaCTHIHOE
ofopmienue nen. IlorHOMY 0GOPMICHHIO TOAJIEKAT JeNa MOCTOAHHOTO, BPEMEHHOTO
(cBbime 10 nieT) XpaHeHUss W 10 JWYHOMY cocraBy. IloiHoe odopmieHue jena
MpeaycMaTpUBaeT o(opMiIeHHe PEKBU3UTOB 00JIOXKKH Jejia [0 YCTAaHOBJICHHOH (opMe;
HyMEpalMio JIMCTOB B JIeJi€; COCTaBJICHUE JIMCTa-3aBEPUTENs Jejia; COCTaBIEHHE B
HEOOXOIMMBIX CIydasX BHYTPEHHEH OMUCH JOKYMEHTOB JIejIa; MOAIUBKY HIIH TIeperer
neJa; BHECEHHE HEOOXOAMMBIX YTOUHEHHUI B PEKBU3UTHI 00JI05KKH Je)1a.

8.3.5. Ha 0bnoxKke sies1a yKka3blBalOTCS peKBH3UTHI: HAUMEeHOBaHHEe MUHHCTEPCTBA
MW CTPYKTYpPHOIO INOJpa3felieHus, IeNONpPOM3BOACTBEHHBIH HOMep (MHAEKC) nena,
3ar0JIOBOK JiefIa; Jara Jena (Toma, YacTH); KOJIMYECTBO JHCTOB B Jiejie; CPOK XpaHeHUs
Jielia ¥ HOMEP CTaThH M0 NepevHo; apxuBHbIA KHdp nena ([lpunoxenue Ne7)

Ha o0050)kke 3aBeleHHbIX Je/l JOJDKHBI OBITh MPOCTABJIEHBI CIICAYIOLIHE
PEKBU3HUTHL:

HaMMeHOBaHWe MMHHUCTEPCTBA — YKa3bIBA€TCH IOJIHOCTHIO, B UMEHUTEITHLHOM
najgexe. B cinyuasx, koraa B TedeHHe rojia, 3a KOTOpbIid roToBaTcA Aesia, MUHUCTEPCTBO
ObLIO MeperMMeHOBaHO (NpeoOpa3oBaHO), U 3TO He BbI3BAJIO BO3HHKHOBEHUS HOBOIO
(onnooOpazoBaTes, NOA CTapbIM €€ HAMMEHOBAHHEM IUILETCS U HOBOE HAaMEHOBAHHE,
HaMMEHOBaHWE CTPYKTYpPHOTO TMoJpa3fesieHHs (3amuchlBaeTcs €ro Ha3BaHHE B
COOTBETCTBMHM C YTBEPKIEHHOH CTPYKTYPOH);

JIENIONIPOU3BO/ICTBEHHBIH HOMEp (MHJEKC) Jesla — mOpocraBisercs LUppoBoe
o0o3Ha4yeHHe (MHJEKC) Aea N0 HOMEHKJIAType JAeN; €ClIH A0 COCTOUT U3 HECKOJIbKUX
TOMOB, TO Ha 00JIOXKKE TIepPBOI0 TOMa YKa3blBaeTCsi KOJIMYECTBO TOMOB ATOrO JieJia, a Ha
NOCAENYIOIMX TOMAaX — HOMEP OYEPEHOr0 TOMA, Ha NOCIEIHEM TOME I10C/Ie ero Homepa



N00ABIISETCS CIIOBO KIIOCTIETHUIY;

3arojI0BOK (HaMMEHOBAaHME) Jena — TepeHOCHTCS W3 HOMEHKJIATYpBl JIel,
COrNacoBaHHOM C SKCMEPTHO-TIPOBEPOYHON KOMMCCHEH (B HEOGXOMHUMBIX cllyyasix B
3aroJIoBOK BHOCSTCS YTOYHEHHMS: HOMepa [IPUKAa30B, IIPOTOKOJIOB | JIp.). 3aro/ioBOK aeja
JOJKeH ObITh KPaTKMM H B TO XK€ BPEMs TMOJHO PAacKphbIBaTh CO/Iep)KaHUe MOIUIUTHIX B
JIe]I0 IOKYMEHTOB. B 3aro/ioBKe yka3sniBalOTCSt BHIAB HMEIOUIMXCA B JeJe IOKYMEHTOB,
MX aBTOp M TI0 KaKkOMy OHM Bompocy. Eciu HaumeHOBaHHWe HeNa He packpbIBaeT
COACpXkaHHUe MOAWINTHIX B HeM NOKyMeHTOB («Pasnas nepemmcka», «llepenucka mo
O0LIMM BOMpOCamM» M T.I.), COCTABNISETCS HOBOE HAHMEHOBAHME, oTpaXkarouiee
CoZepKaHKe NOAUIMTBIX B Iefle JOKYMEHTOB, U 00105KKa fena nepeodopmusiercs. Eciu
A€y Helb3si 1aTh OJHO oOllee KpaTkoe HaWMEHOBaHME, TO 3aroJI0BOK COCTAaBJISCTCS
MmyTeM 0000LIeH s CXOAHBIX IOKYMEHTOB WM MepeuncIIeH s Hanboiee BakHBIX,

AaTa Jaena — yKasbplBalOTCA Trof (bl) 3aBe/ieHHMs M OKOHYAHHS Jiejia B
AcionpoussoicTse. JlaToil men, copep)aliuxX paclopsAUTENIbHYIO JTOKYMEHTAIMIO, a
TaKxke JUId Jie)l, COCTOSAIMX U3 HECKOJIILKUX TOMOB (YacTei), SBISIOTCS KpaiHue aThl
AIOKYMEHTOB JIeNla, T.e. AaThl (YKCII0, MECAL, TO) PerHcTpalMH (COCTABICHH) CaMOTro
PaHHETO ¥ CaMOro M03/IHEr0 10KYMEHTOB, BKJIFOUEHHBIX B Je/10. [Ipi aToM uncio (aByms
uudpamu) u roa o6o3HavarOTCs apaGekMMHM LM(PAMH, HasBaHHE Mecsla MHUILeTCS
crosamu. Ecii B Z1e10 BKIIOYEHBI OKYMEHTHI (TIPUIOKEHHS M T.I.), JaThl KOTODBIX
BBIXOIAT 3a KpaiHHe JaTel Jieja, TO 0] JaTaMH Jiella, C HOBOH CTPOUKH jerTaercs o6
3TOM 3amuch: «B nene uMmeroTcs DOKyMeHTHI 3a... roa (bl)». JlaTel Jema MOTYT He
YKa3bIBaTbCsl Ha 00JIOKKE JIel, COJepIKalliX, HallpUMep, FOJ0BBIE TUIAHbI U OTYETHI, TaK
KaK OHM OTpa)kaloTCs B 3aroJIOBKax Jiell.

Hnst fen, cpopMHUPOBAaHHBIX M3 JOKYMEHTOB [0 HOMUHAJBHOMY MIPH3HAKY, TO €CTh
MO BHJAaM JIOKYMEHTOB (IIpHKa3bl, PaclopsDKEHHMs, aKThl M T.I1.), AaTOH Hayaja aela
ABJIAETCA JlaTa MOANMUCAaHHA HIIM YTBEPXKICHHUSI CaMOro paHHEro NOKYMEHTa, a Jaroi
OKOHYaHUA — HaTa MOJAMHCAaHHs (YTBEPKAEHHUS) CaMOro IMO3IHEro AoKyMmeHTa. Jlatoi
Aena, CONepIKallero MpoTOKOJbI 3aceJaHuH, SABIAETCS OaTa YTBEpXKeHus (eciu OHU
YTBEPXKIAIOTCA) WM COCTABIEHHS TIEPBOTO M IOCIEAHEro MNpoTokona. KpaiHumu
JlaTaMy JIMYHOTO JIeNa SIBJISIIOTCS JaThl MOANMCAHUA [IPUKA30B O MPHEME H YBOJBHEHHH
ALIa, Ha KOTOpOe OHO 3aBe/ieHo0. B ciyyae cMepTH nuua, Ha KOTOPOE 3aBEJIEHO JEN0,
KOHEYHOH /1aTO¥ ABNAETCS JaTa JOKYMEHTa, H3BEIAIOUIEro O ero KOHYMHE, WK 3aIuch
00 3TOM.

Jis  nen, comepxauux TepenucKy, JJarod Havaja Jela sBAfeTcd naTa
IOCTYIUICHUS MEPBOr0 BXO/ALLEIr0 WIIM jiaTa [1€pBOro UCXOMALIEro JOKYMEHTa, a 1aToM
OKOHYaHHMsl — JlaTa CaMoro IO3JHEro BXOIAIIETO MM MCXOAALIEr0 JOKYMEHTa
HE3aBHCHMO OT MECTa HaXO0XKICHHUS UX B JIeTe.

KonuuecTBo mnpoHyMepoBaHHBIX B Jiejle JKMCTOB IPOCTABISETCS C JIHCTa-
3aBepUTeIIs j1ea.

Peksusutr «Cpok XpaHeHHs Jejla U HOMEp CTaThH IEpeyHs» IMEPEHOCHUTCS Ha
00JI0XKKY Jle/1a U3 COOTBETCTBYIOIIECH HOMEHKIIATYPHI €] TOCTIe CBEPKH €r0 O CPOKOM
XpaHeHHs!, YKa3aHHBIM B [IEPEYHE TUITOBBIX JJOKYMEHTOB, C YKa3aHUEeM CPOKOB XpaHEeHHs
(mpu BBelCHUH B JEHCTBHE HOBBIX MIEPEYHEH JOKYMEHTOB CO CPOKAMH XpaHEHHs CTaphle
3allMCH 3aY€PKMBAIOTCS, & CBEPXY HWJIM pAAOM IMHIIYTCA HOBBlE JaHHbie). Ha jemax
MOCTOSIHHOI'O XpaHEHMS MMULIETC: « XPAaHHUTh MOCTOSHHOY.



8.3.6. ApxuBHBIif MQp Aena (COCTOUT U3 HoMepa (oA, HOMEpa OIMKCH U HoMepa
Jie/ia 10 OMHCH) Ha 00/0KKAX M/ MOCTOSHHOTO XPAHEHHS MPOCTABISETCS B apXuBe
MuHuCTepCTBa YepHUIAMHA TONBKO MOC/e BKIIOYCHHS THX 1€l B TOLOBBIE paszesnsl
CBOJIHBIX OITMCEH, YTBEPKIEHHbIX IKCIIEPTHO-TIPOBEPOUHONH KOMHCCHET MuHucrepcraa
(10 3TOrO OH MpocTaBisieTcs Kapauaamom). Ha 0610%Kax e/l MoCTOSHHOTO XpaHeHus
lipeiycMaTpuBaeTcs  MecTo  Juii  HauMeHoBanus I'KY PI  «llenTtpasnbHblii
rocyAapCTBeHHbIH apxuB PecrryGnuku Jlarectan», B KOTOpbIi OyIyT nepeaaBartbes aea.

8.3.7. Tlo OKOHYaHMH MENOTIPOM3BOJCTBEHHOIO (xamenmapHoro) roma B
oopMmiIeHHE 00/10XKKH JeJT IOCTOSHHOIO XPAHEHUs BHOCSTCS YTOYHEHHUS:

B 3arojloBKe [eJ, CO/AEepkKallUX paclopsauTesibHble NOKYMEHTHI (TpHKa3sbl,
NPOTOKOJIBI), BBIHOCATCA MX HOMepa. EcCH 1eno cocToMT M3 HeCKOIBKHX TOMOB, B
Ka)XTOM TOM€ yKa3bIBaeTCs JaTa (4HMCI0, Mecsll, roj) Hayajla ¥ OKOHYAHHS KaXJOro
ToMa. TodHble AaThl IPOCTABIAIOTCS HA 0GI0KKAX IS 0OIerYeHHs TOMCKA JJ0KYMEHTOB
B MTOCJIE/YIOILIEM.

8.3.8.B nensix obecrneuenus COXpaHHOCTH ¥ 3aKPETLIEHUs IOPAIKA PACIIONOKEHHS
AOKYMCHTOB, BKJIIOYEHHBIX B [I€JI0, BCE €ro JIMCTHI, KPOME JIMCTa-3aBEpUTENS U
BHyTpeHHeH onucH (cM. [Tpunoxenne Ne9), nymepyroTes. JIMCTBI HyMepyIoTCs B IPaBoM
BEpXHEM YIIly, HE 3a/ieBasi TEKCTa JOKYMEHTOB.

JlucTbl nen, coCTOAIMX M3 HECKONBKMX TOMOB MJIM 4acTeif, HYMepYIOTCS M0
Ka)XXA0OMY TOMY MJIM YaCTH OTAEJIbHO, HaYMHAs C MIEPBOTO.

JIncT ¢ Harmyxo HakiIeeHHbIMH JOKyMeHTaMH ((oTorpadusmu, BeIpe3KaMi,
BBIITMCKAMH M 1Ip.) HyMepYeTCsl Kak OJJMH JINCT; B HHKHEH 4acTv Wil Ha 060pOTe TaKOro
JIACTA JCTIaCTCA ONUCh HAKJICEHHBIX HAa HEro JOKYMEHTOB. Bo BHyTpeHHel OomUCH U B
3aBEPUTEJIbHOM HAANKMCH B KOHLE JIe/la O TaKMX JIMCTAX JeNIaeTCs OrOBOPKA, HaNpUMep:
«Ha nicte 2 HakneeHo 4 ¢ororpaduu cornacHo onucH Ha 060poTe JTUCTAN.

Kaptel 1 cxeMmbl, ckieeHHbIe U3 HECKOIBKHUX JIACTOB, HYMEPYIOTCS KaK OJJMH JIHCT.
Ha rakux nucrax Ha 060opoTe niH cBOGOAHOM OT TEKCTA MECTE yKa3bIBAETCH KOTHYECTBO
JIUCTOB B CKJIeHKe. Bo BHyTpeHHeH ONKMCH U B 3aBEpUTE/IHHOM HANUCH B KOHLIE Je/1a O
TaKUX JIMCTaX JIeNlaeTCsl OroBoOpKa, Hanpumep: «JIuct 7 — kapra-ckieiika u3z 10 1uctoBy.

Ecmi x noxymeHTy (1mMCTy) MOAKIEEHBl OXZHHM KpaeM MAPYrHe JOKYMEHTHI
(BCTaBKH TeKCTa, NEpPeBOAbl, BBIPE3KH, CNPaBKM M JIp.), TO KaXAbld JOKYMEHT
HyMepyeTCs OTAENBHO, 0YePEIHBIM MOPSAAKOBEIM HOMEPOM.

[ToammTeie B €10 KOHBEPTHL C BIOXEHUAMH HyMEpYyIOTCS: BHaYale KOHBEPT, a
3aTeM O4YepeIHbIM HOMEPOM KaXK[0e BIIOXKeHHe B KoHBepre. HaubGonee nennsie B
UCTOPUYECKOM M XYTOKECTBEHHOM OTHOUIEHHH [OKYMEHTHI (YepTexkH, PYKOIHCH,
rpaduka U T.1.) He IOAIIHBAFOTCS, @ BKJIA/IbIBAIOTCS B KOHBEPTBI.

Ecnu B Hymepanuu JTHCTOB JOIYLIEHO MHOTO OLIHMGOK, BCE NEN0 HyMmepyercs
3aHoBO. IIpu 5TOM cTapble HOMepa 3a4epKUBAIOTCA OJIHOM HAKIOHHON YEPTOH, H PAIOM
CTaBUTCH HOBBIH HOMep JIHMCTa. B KOHLe Jena cocraBisieTcsi HOBas 3aBEpUTENIbHAs
HAJIMKCh, TIPH 3TOM CTapas 3aBepHTelIbHAs Ha/MUCh 3a4ePKUBAETCs, HO COXpaHSeTCs B
JeJie; BHOCATCS TaKXe MCIpaBieHUs BO BHYTPEHHIOK OMMCh, HIIH OMMMCH COCTABIISCTCS
3aHOBO. Ilpu Hanumumu oOTAENBHBIX OWIMOOK B HyMepaLMH JHCTOB B Jelax IpU
MOArOTOBKE MX K C/lade B apXHB JIOIIYCKAEeTCA 10 COITIaCOBAHWK C HUM YMoTpebieHue

JIMTEPHBIX (C OYKBEHHBIMH OTIOTHEHUSIMH) HOMEPOB JIHCTOB.
[Tocne 3aBepreHHst HyMepalMH JTUCTOB COCTABISETCS 3aBEPUTE/bHAS HaIHCh,



KOTOpas pacrionaraercs B KOHIIE JeJia. 3aBepUTeIbHAs HAAIHCh COCTABISETCS B Ie/1e Ha
OTACNBHOM nHcTe-3aBepuTene nena (IlpunoxenneNe.9). B 3aseputensHOi Hammucw
OH(PAMH W MPONKUCHIO YKa3BIBAETCS KOJIHYECTBO JHCTOB B IAHHOM JeJe, 0COOEHHOCTH
OTACIBHBIX NOKYMEHTOB (4epTekd, (oTorpadguu, pHCYHKH H T.I1.), (DH3HYECKOro
COCTOAHMA JIOKyMEHTOB (IIOMapKH, Hepa30OPUYUBBIH TEKCT, MOPBAHHbIE JTUCTHI U Ip.) u
HyMepaluu (IMTEPHBIE, NPOITYIIEHHbIE HOMEpa).

3aBepuTenbHas HAANKUCh IOANMCHIBAETCS €€ COCTABHTENEM C yKa3zaHUEeM
pacun(ppoBKY MOAMMCH, TOKHOCTH M J1aThi COCTaBIeHHS. KoMuecTBO MHCTOB B 1eie
TPOCTaBIIAETCS HA ODJIOKKE JIe1a B COOTBETCTBHH C 3aBEPHTENBHON HAMKUCHIO.

Jlis  y4eTa  JIOKyMEHTOB  OIpeZENEHHBIX KAaTeropuil MOCTOSHHOTO M
AonroBpeMeHHoro cpokoB (10 u Beime 10 1eT) XpaHeHus, y4eT KOTOPHIX BBI3BIBAETCS
CTICLH(QUKOH NaHHOW JIOKYMeHTauuH (0co60 leHHble, THYHbIE Xena), cocTaBiseTcs
BHYTPEHHsIA ONUCh TOKYMEHTOB Jiela. BHYTpeHHSS OMHCh cocTaBlisieTcs Ha OTAETbHOM
JIACTE [10 YCTAHOBICHHOW (DOpPME M CONEPKHMT CBEACHHS O TOPAAKOBBIX HOMEpax
AOKYMEHTOB I€/1a, HX HH/IEKCaXx, /aTax, 3aroJoBKax U HOMepax JIUCTOB JeNa, Ha KOTOPBIX
pacrnoioxeH Kax/ablii JOKyMeHT. K BHyTpeHHel OMHCH COCTABIAETCS UTOroBas 3aIluch,
B KOTOPOH yKa3plBaeTCsi LUM(paMH W MPOIKCHI0 KOJHYECTBO BKIIOYEHHBIX B HEe
AOKYMEHTOB M KOJIMYECTBO JIACTOB BHYTPEHHEH onucH. JIMCTbI BHYTPEHHEH OMUCH
NOAWMBAIOTCS K Havany Jena. Ecam geno mepemieteHo WM mogmmro 6e3 GlaHka
BHYTPEHHEH OIIUCH JOKYMEHTOB, TO COCTaBJIeHHas 1o (opMe OMUCh MOAKJIEUBAETCS 3a
BEPXHUH KpaH K BHYTPEHHEH CTOPOHE JIMLEBOH 00JI0KKH Jena.

8.3.9. [lena mocrosHHoro H momroBpemeHHoro (cBeime 10 1eT) XpaHeHHs
NOAIMBAIOTCS B TBEPAYIO 00JI0KKY CypOBBIMH HHTKaMH B YEThIPe MPOKOJIA C yYETOM
CBOOOJHOrO YTE€HHs JOKYMEHTOB, IIPH OTOM BCE€ METAINIMYECKHE CKpETUICHHS
YAAJISHOTCA.

Jena BpemeHHOTO (710 10 €T BKJIIOYUTENBHO) XPAHEHHS JOIYCKAETCS XPaHHTD B
CKOpOCLIMBATENAX (HE IIPOBOJMTH MEPECUCTEMATH3AIMIO JOKYMEHTOB B Jeje, JHCTHI
Jiesia He HyMEpOoBaTh, 3aBEPUTEIIbHbIE HA/MUCH HE COCTABIIATH).

8.3.10. ITopsinok cocrasieHus oOnucei Jell.

Onuce nena — apXuUBHBIH CHPaBOYHMK, COAEPKAIMI CHCTEMATH3UPOBAHHBII
rnepeveHsb eIMHKL XpaHeHH s (Iel) apXHUBHOTO (hoHja MuHicTepCTBA, NpeIHa3HAYEHHBIIN
JUIS y4yeTa H paCKpbITHS COJEp)KaHHs JIOKYyMEHTOB,

OtzmenpHas onuck npejcraBisier co0Oi IMepedeHb el ¢ CaMOCTOATEIBHOM
BaJIOBOH (MOPAAKOBOI ) HyMepamueii.

Onucu mnoxpasfeneHuit MUHHCTEPCTBA COCTABIAKOTCA OTAEIBHO: Ha Jena
IIOCTOSTHHOTO CpOKa XpaHeHHs, Ha Jiena JoJiroBpeMeHHoro (cBeime 10 mer) cpoka

XpaHeHus1, Ha Jlefia 1o IMYHOMY COCTaBY.

Ha nena Bpemennoro (mo 10 met) cpoka XpaHeHHs CHATOYHbIE OINMCH HE
COCTaBJISIOTCA.

OmnycH Ha Jiena MOCTOSHHOTO XapakTepa, 10JroBpeMeHHoro (cBbiiie 10 1eT) cpoka
XpaHeHHus, Ha Jiea Mo JMYHOMY COCTaBy COCTaB/IAIOTCA B KOHILE Kaxaoro roxa. ITo
OnUcAM moppasjenedds MHHHCTepCTBa CHAalOT CBOH Jella B apXuB MHMHHCTEpPCTBA
(ITpusoxxenus NeNel1-15).

Onucu fmen, mNOAroToBjEHHblE MOJApa3JeNeHUsMH MUHUCTEPCTBA, CIyKaT
OCHOBO¥ 1151 TIOATOTOBKM CBO/IHBIX OMUCeH 1ell MHHHCTEPCTBA, KOTOPBIE YTBEPKAAIOTCS



MHHHCTPOM  MOC/JI€ yTBEPXKJACHHS (COrJAacOBaHMA) C OKCIEPTHOM KOMHCCHEid
MuHucTepcTBa.

Onucu nen moppasgeneHmit COCTABIAIOTCA TIO YCTaHOBJIEHHOH (Qopme
IpeACTaBAIOTCS B apXuB MUHMCTEPCTBa He paHee YeM uepe3 | rox U He MO3/Hee YeM
qepe3 3 roja 1ocje 3aBepIieHus Ael B AeT0NPOH3BOICTBE.

OmnucarenbHas CcTaThs ONMUCH Jiell noapasneneHus MuHUCTEpCTBAa MMeeT
CIICYIOIIME 3JIEMEHTBI: MOPSAIKOBLIM HOMEp Jaena (4acTv, ToMa) 10 OMUCH; WHIEKC aeia
(wacTu, TOMA); 3aro0BOK Jena (YacTH, TOMa); Jary jena (4acTH, TOMa); KOJIUYecTBO
JIACTOB B JleNie (9acTH, TOME); CPOK XpaHEeHHs /iena; IpUMeYaHHe.

Ilpu cocraBnenun OMUCH Ael COOIOAAIOTCS ClIeAYIOLIHe TpeboBaHus:

3ar0JIOBKH JIe]l BHOCATCS B ONWCh B COOTBETCTBHHM C [PHHATON CXEMOIt
CHCTEMaTU3alH| Ha OCHOBE HOMEHKJIATYPhI JElT;

Ka’XJ10€ /110 BHOCHTCS B OITMCH IOJ CAMOCTOSATENLHBIM MOPSIKOBBIM HOMEPOM
(ecIH 1e/10 COCTOMT M3 HECKOIBKAX TOMOB (4acTei ), TO KaXKIbIi TOM (4acTb) BHOCHUTCS B
OINUCH ITOJ1 CAMOCTOSATENIEHBIM HOMEPOM );

MOpA0K HyMEpalKy JieJl B OIIMCH — BaJIOBOH B Ipe/ieNiaX KaleH[apHOro roja;

rpadsl ONKCH 3aMOHSAIOTCSA B TOYHOM COOTBETCTBHH C TEMH CBEIEHUSIMH, KOTOpbIE
BBIHECEHBI Ha 00JIOXKKY Je1a;

IIpU BHECEHHUH B OIHCH TNOJAPsAJ Ae]l ¢ OJAWHAKOBBIMHM 3arojIOBKAMU Kax/ bl
3aroJIOBOK MHIIETCS TMOJHOCTRIO. B OmucH MeXAy 3arojloBKaMd el OCTaBIIseTcs
MHTEpPBaJl HE MeHee | cMm;

rpaja ONHCH «IIpUMEYaHHE» HCIIOJb3YETCsl JUIS OTMETOK O rpueMe e,
0COOEHHOCTSIX MX (H3UYECKOTO COCTOSHUS, O Mepejaye Aed APYTHM CTPYKTYPHBIM
noapaseIeHUAM CO CCBIJIKOM Ha HEOOXOAUMBIM aKT, 0 HAJIMYUH KOTIHH.

B koHue onucu Benex 3a mocieHel onyucaTeNbHON CTaThel JeaeTcs HTOroBas
3aIMch, B KOTOPOM yKa3bIBaeTcs (LU(PaMH U MIPOIUCHIO) KOJUYECTBO AEJT, YACTAIIMUXCH
110 ONHCH, NEPBBIA W MOCJIEJHMH HOMEpa /e [0 OMMCH, a TAKXXEe OroBapHBAIOTCS
0COOEHHOCTH HyMepallHH Jiell B ONIUCH (JIUTepHbIE HOMEpA H MPOITyLIeHHbIE HoMepa).

Omnucer sen nocrosiHHoOro, jpojirospemennoro (10 u csbime 10 Jser) CPOKOB
XPaHEHHUs U e/ 110 THYHOMY COCTaBy, CocTaBiseMas rojpasjeienueM MuHHCTepCTBa,
NOANKUCHIBACTCA COCTABHTEJIEM ONMCH C YyKa3aHHEM €ero JODKHOCTHM M JiaThl,
COIIaCOBBIBACTCS C JIMIIOM, OTBETCTBEHHBIM 3a apXUB MUHUCTEPCTBA, H yTBEPXKIaeTCs
pyKoBoMTENIEM MTOpa3eieHusi MUHHCTepCTBA.

Omnuce nen cocTaBigeTcst B JBYX JK3eMIUISpax, OJMH M3 KOTODPBIX IepenaeTcs
BMeCTE C JielaMH B apXuB MUHHCTEPCTBA, a BTOPOH OCTAaeTCA B Ka4eCTBE KOHTPOJIBHOTO
3K3eMILISApa B nojpasaeaeHud MuHucTepersa.

Ilo pesynpTaTaM OSKCTepTH3bI LEHHOCTH Jiejia MOAJIEek)aT OQOPMIIEHHIO B
COOTBETCTBMHM C IpaBUiaMH OGOpMIIEHHS JeJl MpHU MOArOTOBKE JeN K Iepenaye Ha

apXUBHOE XpaHEeHHeE.

8.4. YHHYTOXKEHHE JOKYMEHTOB H [eJ1 ¢ HCTeKIIHMH CPOKAMH XpaHEHHSs

Pesynpratel 0T6Opa NOKYMEHTOB K YHHYTOXEHMIO, CPOKH XPaHEHHS KOTOPBIX
HCTEKIH, 3& COOTBETCTBYIOLIMH IepuoJ OQOPMIAIOTCA aKTOM O BBIACICHHH K
YHUYTOXEHHUIO. /lena BKIIFOYAIOTCA B aKT, €CIH YCTAHOBIIEHHBIH /U1l HUX CPOK XpaHeHHs!



HcTeK | sHBaps rona, B KOTOPOM COCTABJICH aKT.

OTGop HOKYMEHTOB 3a COOTBETCTBYIOLIHMI NEPHOJl K YHUYTOXKEHHIO WU
COCTABJICHUE aKTa [POM3BOAMTCA I[IOCIE COCTaBJIEHHMS CBOJHON OMUCH  fen
MunucrepcTBa 3a TOT ke nepHoz.

CBo/HBIE OMKCH €11 NOCTOSHHOIO XpaHEeHHS, OMKUCH Jiel T10 JMYHOMY COCTaBy H
aKTBl O BBIACJICHHH K YHHUYTOXKEHHIO Hen paccmarpuBaiorcs DK Munucrepersa
OAHOBPEMCHHO, C MOCIEAYIOIIMM TIpEACTaBlIeHHEeM Ha paccMoTtpenue 1K
Munnctepcrsa roctuiuu PJI. CorsiacoBaHHbIE aKThl O BBIAEIEHHH K YHUYTOXEHHIO J1E]1
YTBEPXIAIOTCS MMHHMCTPOM M MEpe/laloTcs Ha IepepaboTKy MO MPHEMO-CAATOYHOMH
HaK/Ia/HOH, B KOTOPOH yKa3bIBAIOTCS JaTa Mepe/iauu, KOJMYECTBO CAaBAEMBbIX €] H BEC
OyMaxHO! MaKymnaTypsl (10C/Ie YHHYTOXEHNS /el B HOMEHKIIaType Z1e]1 IPOCTaBISeTCs
OTMETKa: « YHHUUYTOXKEHO (aKT OT No )» € yKa3aHUeM JOJIKHOCTH,
(haMuIIMK, IONKCH JTHIIA, OTBETCTBEHHOTO 32 Mepeady /el Ha YHUYTOXKEHHUE, H J1aThI).

Tonsko nocie cornacosanus u yrepxaenns DITK Munuctepersa octuumnu PJl
OITMCH €] MOCTOSAHHOIO XpaHEeHHUs H Jiesla 10 IMYHOMY COCTaBY, BKJIIOYEHHbIE B aKT O
BBIICTICHHH K YHHYTOXXEHHIO Je], MOT'YT YHUYTOXKATHCA.

AKTbI O BBIJIC/ICHUH K YHHUTOXEHHIO A€ COCTABIAIOTCS JTHIOM, OTBETCTBEHHbBIM
3a apXMB, COBMECTHO ¢ pabOTHMKaMH Mozpasieienuii Munuctepcra. Ecim B akre
NEpCYUCIIEHBI /IeJla HECKONBKHX Mo/ipas/ieieHHidi MUHHCTEPCTBA, TO Ha3BaHHE KAXK/IOr0
nozpasjeieHuss MUHUCTEPCTBA yKa3bIBaeTCs Tepejl IPyNMol 3arooBKOB €N 3TOrO
noapasnaenenus (Ilpunoxenue Neol).

PykoBomurenu  noapasnenenuit  MuHmcTepcTBa  HeCyT [IEPCOHAIIbHYIO
OTBETCTBEHHOCTb 33 HE3aKOHHOE YHHUYTOXEHHE JIe]l U IOKyMEHTOB MUHHCTEpPCTBA.

8.5. Ilepenaua nes Ha XpaHeHHe B APXHB MHHHCTEPCTBA

JOKyMeHTbl NPUHMMAIOTCA HA XpaHEHHWe B apxMB MUHHCTEpCTBA B BHIE
MOJUTMHHUKOB, TOJILKO IIPY UX OTCYTCTBHH NTPUHUMAKOTCS KOIIHH.

B apxuB MuHHcTepcTBa nNepelalOTCA  MONHOCTBIO  O(OpMIEHHbIE jela
TIOCTOSIHHOTO, JI0JI'OBPEMEHHOr0 (CBbile 10 j1eT) cpoka XpaHeHHs H Jielia [0 TUYHOMY
cocraBy. Ilepemaya nen B apxuB MuUHHCTEPCTBA OCYIIECTBISETCS TOJBKO 110
YTBEPKIACHHBIM OIUCSAM JIeJ1.

Hena Bpemennoro (j10 10 1eT) cpoka XpaHeHus Tepesiade B apXxuB MHHHUCTEPCTBA
HE [oJUIeXar, OHU XpaHATCS B [0oJpa3/eneHusix MuHHCTepCTBa.

OdopmieHnble Jiena nepefaoTcs B apXuB MUHHMCTEpCTBA B YCTaHOBJICHHOM
NIOpsiZIKE He paHee 4eM 4epe3 | roj U He No3gHee YeM yepes 3 roja Iocie 3aBepiileHus
JeJIONPOU3BO/ICTRA.

He nonmmtele, He mNeperyieTeHHble M HENpaBUIIbHO O(GOpPMIEHHBIE Jeja Ha
XpaHeHHe B apXuB MUHHCTEpCTBA HE IPUHUMAIOTCSI.

B mepuox moarotoBku en K nepejnaye B apXxuB MUHHCTepcTBa pabOTHHKAMHU
NOApasfelieHHH  NpeABapUTEIbHO IPOBEPAETCS MPABUIBHOCTH  (HOPMHpOBaHHS,
oopmiieHust Jiel, COOTBETCTBUS KOJIUYECTBA e/, BKIFOYEHHBIX B OIMHCh, KOJIUYECTBY
A€J1, 3aBE/ICHHBIX B COOTBETCTBHH C HOMEHKI/IATYpOH /el 1opasaeneHus MUHUCTEPCTBA.
Bce BbIsBIIEHHBIE NIPH MPOBEPKE HEAOCTATKU B (OPMHUPOBAHUM M OGOPMICHHH el
paboTHHK mojpas/iesieHss MUHHCTepPCTBA, OTBETCTBEHHBIH 3a J€N0NPOM3BO/ICTBO,



00s13aH ycTpaHuTh. IIpH He 0GHAPYKEHHH [en 06513aTeTbHO COCTABIISETCS AKT.

IlpueM nen  mpousBoputcs pabOTHHKOM, OTBETCTBEHHBIM 32 apxuB
MunucTepeTBa, B TNPHCYTCTBHM paboTHHKA NOApa3/ie/ieHHs, OTBETCTBEHHOIO 3a
AeN1onponsBoACTBO. IIpH 3ToM Ha 060HX 9K3EMILIAPaX OMHCH TPOTHB KAXIOr0 aena,
BKIIFOYCHHOI'0 B HEE, J1e/1aeTCsA OTMETKA O HAJTHYMHK Jiena. B KoHlle Kaxaoro SK3eMILIspa
OIIHCH YKa3biBAIOTCS LHU(PaMK U TIPOIHCHEO KOJIMUECTBO MPUHSATHIX e, JaTa npuema-
Nepenatu aen, a TaioKe NoANUCH paboTHHKA, OTBETCTBEHHOTO 3a apXMB MHHHCTEpCTBA,
NPHHABLLETO Je1a, ¥ pabOTHHKA Mojpas/ienetns MUHHCTepCTBa, nepeaBIuero aena Ha
XpaHEHHE B apXHB.

B cnyuae nuKBMmammM WM peopraHMzalMM MojpasieleHHs Munucrepcrsa
PYKOBOAUTE/b [MaHHOTO TMOJApasjeieHUuss B TMEpPHOI MNPOBEACHHUS THKBHIAIMOHHBIX
MEpONPHATHH (QOPMHpPYeT BCe MMEIOLIMECsS JIOKyMEHThl B Heia, odopmiser aeia u
NnepeaeT ux B apxuB MUHHCTEPCTBA HE3aBUCHMO OT CPOKOB Xpanenus. Ilepenaua men
OCYIIECTBIIACTCS [0 ONMCAM JieJl M HOMEHKIarype Jei. Jlena CHalOTCAd B apXuB
MunrcTepeTBa YBA3aHHBIMM B CBSI3KH.

Jlena MOCTOSHHOTrO XpaHEHHS, HAXOASUIMECS B apXHBe MuHnucrepctBa, mno
ucrevenuu 10 net mo yreepxaennsiv DIIK Musrocra P/l onucsim nepenatotes B [KY
P/l «llentpanbHelit rocynapersennbiii apxus PecnyGuku /larectany B YCTaHOBIIEHHOM

HopsaKe.




[Ipunoxenue Ne 1
Ob6pazen obopmiieHHS
npukaiza MuHuCTEpCTBA

MMUHHUCTEPCTBO CTPOUTEJBCTBA, APXUTEKTYPbBI
H XKHAJIHAIIHO-KOMMYHAJIBHOI'O XO35IHCTBA
PECIIYBJIMKU JATECTAH
(Musnctpoi P)

NPUKAS3
« » 20 Ne

MaxaukaJja

06 yrBepxaennn WHCTPYKIHH N0 Ae10NPOH3BOACTBY B MHHHCTEpCTBE
CTPOHTEIBLCTBA, APXHTEKTYPhI H KHIHIIHO-KOMMYHAJILHOI0 X035 HCTBA
Pecny6auku larecran

B 1ensixX COBEpUIEHCTBOBAHMS JAOKYMEHTAIHOHHOTO OOecreyeH s i OpraHu3aluu
paboThl ¢ JOKyMeHTaMH B MMHMCTEPCTBE CTPOUTEIbCTBA, ApXUTEKTYPBI H XKUITHIIHO-
KOMMYHaJIbHOTO xo3siiictBa Pecrmybnuku J[larecraH, a Takke pyKOBOACTBYAChH
noctanoBneHneM IIpaButenscta PecmyGmuku Jlarecran or 30.03.2022 r. Ne 60
«Bomnpockl MUHHCTEPCTBa CTPOUTENBCTBA, APXUTEKTYPBI M XKUTUIIHO-KOMMYHAILHOTO
xo3siicTBa Pecrybnuku Jlarectan» nNpHKa3biBaKo:

L V1BepauTh mpwiaraeMyilo MHCTpYKUMIO 10  JEJONPOM3BOACTBY B
MHUHHCTEPCTBE CTPOMTENBCTBA, APXUTEKTYPBI U KUITHIIHO-KOMMYHAJIbHOTO XO035HCTBa

Pecmy6uku JlarecTas.
2. 3aMecTUTeNIsIM MUHUCTpA, Ha4YaJIbHUKaM yTPaBICHHH, OT/EIOB obecreyuTh

crporoe cobmonenue TpeGoBaHuH VHCTPYKIMM 110 AENONpPOM3BOJACTBY MPH pabote ¢
JIOKYMEHTaMH.

3, ITpuka3 MuHHCTEPCTBA CTPOUTENILCTBA Pecriy6muxu Jlarectan Ne 11-Ilp-
52 ot 3 cenrsops 2021 r. «O6 yrBepxaeHMHM VIHCTpYKLMH IO J€JIONPOU3BOICTBY B
MHuHHCTepCTBe CTpOHTENBCTBA Pecmy6muku JlarecTan» NpU3HATh YTPATHBIIAM CHILY.



4. Otpery npaBoBOro obecnevyeHus: ¥ roCyJapCTBEHHBIN CITy)KOBI YIIpaBlIeHHS
nenamu (MytyeBy MU.I11.) opranu3oBath paboTy Mo pa3MeIIeHHIO HACTOSIIETO MPUKa3a
Ha oQUIUAIbHOM caiiTe MHHHCTEPCTBA CTPOUTENBCTBA, apXHUTEKTYPhl U JKUJIHIIHO-
KOMMYHalIbHOTO  xo3sicTBa  Pecrybmuku  [larectan B~ HWH(OpPMAaLHMOHHO-
TeJIEKOMMYHHUKAIMOHHOM ceTh «IHTepHEeT» (minstroi@e-dag.ru).

5. OpranuzauuonHoMy otaery (Abyesa b.C.) obecnieunTh NOCTOSHHBIA KOHTPOIIb
cobmonenus: TpeboBanuii MHCTpYKILMH 1O JENONPOM3BOACTBY BCEMHM pabOTHHKaMHU
MuHnctpos P/I.

MunucTp Hoanuck N.0. ®amuius



IIpunoxenue Ne 2
Ob6pazen ohopmireHus
pacnopsbkeHuss MuHHCTEpCTBa

MHUHUCTEPCTBO CTPOUTEJIbCTBA, APXUTEKTYPBI
U KAJINIIHO-KOMMYHAJBHOI'O XO35SIMCTBA
PECIIYBJIUKHU JATECTAH
(Musnctpout PJI)

PACHIOPSI’KEHUE

L " 20 N(_)

MaxaukaJjia

O6 yTBep:kIeHHH METOJHYECKHX PeKOMeHIalHH
no pa3paboTke MyHHIIHNIAJIbHbIX HOPMATHBHbIX IPABOBBIX aKTOB

B cooTBETCTBHH C ... ¥ B LIENSAX.....

YTBEPAHUTH Ipujara€Mbi€ METOOHUYECKHUE PEKOMEHAAIIU N 1o pa3pa60TKe
MYHHLHUIIAJIBHBIX HOPMATUBHBIX IIPABOBBIX aKTOB.

Munucrp IMoanucek N.0.Damuaus



[Tpunoxenue Ne3
Ob6pazen 61aHKa MHHHCTEPCTBA

MUHUCTEPCTBO CTPOUTEJILCTBA, APXUTEKTYPbI
N KWININHO-KOMMYHAJIBHOT'O XO3SMCTBA

PECIIYBJIMKH JATECTAH
(Muscrpoii PI)
367015, Pecrrybnuka JlarectaH, teneon: 8 (8722)51-73-44 caiT: www.minstroy.e-dag.ru
r.Maxauxkana, nip. M.Illammns ;1. Ne 58, cpaxc 8 (8722) 5 1-73-48 31.Mo4Ta: minstroy@e-dag.ru

No




[Tpunoxxenue Ne3a
O6pazern 61aHka ciIykeOHOTO
(menoBoro nmuckMa) MuHHCTEPCTBA

MHWHHUCTEPCTBO Munuctpy ¢hUHaHCOB

CTPOUTEJIbCTBA, APXUTEKTYPbBI Pecmy6nuku Jlarectan
U KAIMIIHO-KOMMYHAJILHOT'O XO3SMCTBA M.M. MaromenoBy
PECITYBJIMKU NATECTAH
(Munctpon P1)

np. A.1lamuns, g.Ne 58
r. Maxaukaina, 367015
Ten.(8722) 51-73-44
ten./daxc (8722) 51-73-48
e-mail: minstroy(@e-dag.ru
cadT: www.minstroy.e-dag.ru

31.08.2021r. Ne 01-741/21
Ha Ne oT

VBaxxaeMsiii Marome MaromenoBu4!

Hanpapnsio 3amMedaHusi K IPOEKTy pacmopsukeHus [IpaBuTenscTsa Pecmy6nuku
JlarectaH «O 6a30BBIX FOCYJapPCTBEHHBIX HH)OPMAIIHOHHBIX PECYpCax»

[NpunoxeHue: Ha 21MCTax B | 3K3eMIUIAPE.

C yBaX€HHUEM,
MuHuctp A.A.CyneiimaHOB
®damumus U.0. (cekpeTapb MHHUCTDA)

(Homep TenedoHa), HNEKTp. Apec



[Tpunoxenue Ne 4
O6pazen ohopMIICHAS
npoTokona MHUHHCTEPCTBA

MHUHUCTEPCTBO CTPOUTEJIBCTBA, APXUTEKTYPbI
U KUJIANIHO-KOMMYHAJIBHOI'O XO3SIMCTBA
PECIIYBJIUKHU JAT'ECTAH
(Munctpoit P1)

MPOTOKOJI

3acenanus (coBelanus) y MHHHCTpa CTPOUTENBCTBA, APXUTEKTYPBI M XKUJTUIIHO-
KOMMYHaJILHOTO X03siicTBa Pecrrybmnuku Jlarectan

Ne

MaxaukaJa

IMpencenaTenbCTBYIOLIMA: - ®amunus U.O.
CekpeTapb - ®amunus U.O.

[TpucyTcTBOBAIIK:

HaumMeHoBaHue JOJKHOCTHA - damunus U.0O.
HaumMmeHoBaHue JOKHOCTHA - damunus U.0.
(Huupansl ¥ GaMuIuy B aihpaBUTHOM TOPSAIKE)

[TOBECTKA JIH:

1. O Mepax 110 peanu3aluy (eIepabHOM LeNeBOH IPOrPaAMMEL...
Toknan 3amecTuTenss MUHHUCTDA. ..
2.0...

1. CJIVIIAJIA:
Damvmwtusa U.0. - TEKCT JOoKIa[a IpuIaracTcsa
BBICTYITWIA:
®damunus U.0. - kpaTKas 3alIUCh BBICTYIUICHHUSA

PEILIAJIM:
1.1.

INpencenaTenbCTBYIOMIMHA INoanuce N.0. Gamunus

Cexpertaphb [Togmuce N.0. ©amunus



[Tpunoxenue Ne 5
®opMa cripaBKH 0

JOKyMeHTOo0OopoTe
CITPABKA
00 o6seMe 1oKyMeHTo060poTa
3a
(Mecs11, rox)
HauMeHoBaHuE rpyninsl Bcero| B ToM 4ucie 1o cTpyKTYpHBIM
JOKyMEHTOB Hoipa3IeIeHUsIM
[IpaBUTENHCTBEHHAS [IEPEMTUCKA
BenoMcTBenHas nepenucka
O6parieHus rpaxaaH
BHyTpeHHss Ilepenucka
Ucxopsmue
Hroro:
HagansHuK OTAETA INoanuce N.O0.Qamunus

arta



[Ipunoxenue Ne 6
®opma cBOgHOU
Homenknartypsl nen

MHWHUCTEPCTBO VTBEPX/IAIO
CTPOUTEJIBCTBA, APXUTEKTVYPbI MHUHUCTEPCTBO CTPOUTEJIBCTBA,
N XNJIUIITHO-KOMMYHAJIBHOI'O APXUTEKTYPBI U
XO3SMCTBA XATUIHO-KOMMYHAIJIBHOI'O
PECITYBJIMKA JATECTAH XO35IMCTBA
(Munctpoii P/T) PECITYBJIMKU JATECTAH
[Toamuce  A.A. CyneiimaHOB
«_» 20_F
HOMEHKIJIATYPA JIEJI
Ha rox

(MecTO cocTaBlIEHUs )

Jlata
HHpek | 3arosioBok jena Kon-Bo nen Cpok xpaHenus nena ([Ipumedan
C (TOoMa, yacrei) (TOMOB, 4acteii) | (ToMa, yacTh) U Ne  |me
nena CTaTe# 1o NEPEYHIO
1 2 3 4 5
HazBanue pasznena
HayaipHHK OpraHM3allMOHHOTO OTAeNIa [Mogmuce  WM.O. Qamuinus
JlaTa

CIIeLIAAJIUCT OpraHUu3allHOHHOTI'O oTaeia,
OTBETCTBEHHBIH 32 apXUBHOE XpaHEHHUEC

JOKyMeHTOB MHMHHCTEPCTBA [Moxmnuce N.O. ®amunus
Jlata

COI'JTACOBAHO COI''TACOBAHO

ITporokon DK Muncrpos Pl ITpotokon DIIK Muntocta P/1

oT No oT Ne




Wrorosas 3amuch O KATErOpHUAX W KOJ-BE €I, 3aBEJEHHBIX B rogay B
MHUEHHCTEPCTBE CTPOMTENLCTBA, APXUTEKTYPHI U JKHITUIIHO-KOMMYHAJIBHOTO XO3SHCTBA
Pecry6ukm Jlarectan

Ilo cpokam xpaHeHus Bcero B ToM uyucre:

nepexonsnl |c oTMeTKoH «ITK»
74

1 2 3 4

IlocTossHHOTrO

Bpemennoro (cBsime 10 1er)

BpemenHoro (1o 10 et BKIIOYUTENBHO)
HUTOTI'O:

HavanbHHK OpraHu3allMOHHOIO OTAeNa
Iloonuce N.O.®amunus

JlaTta

CIIEIHAJIUCT OPraHU3aLMOHHOIO OTHENA,
OTBETCTBEHHOTI'O 332 apXUBHOE
XpaHeHHe JOKyMeHTOB MHHHCTepCTBa IMogmuce  MN.O. Gamunus

Jlata



@®opmat A4 (210 x 297 mm)

[Ipunoxenue Ne 7
®opma 0610XKKH Jema
NMOCTOSAHHOI'O U
BPEMEHHOIO XPaHEHHsI
(Cebiwe 10 yieT) xpaHeHHs

(HaMMeHOBaHHe PeCITyOIMKAHCKOTO apXUBa)

(HaMMeHOBaHME PECITyOIIMKAHCKOTO OpraHa MCIIOJHUTEILHOM BIACTH U CTPYKTYPHOTO
noApa3/iesieHus )

JIEJIO Ne TOM Ne

(3aroyoBOK zena)

(xpaiiHue [aThI)

Ha  gjwer
XpaHUTh

®d. Ne
Omn. Ne
. Ne



®opmar A4 (230 x 320 mm)

IIpunoxenue Ne 8
CDopMa JIUCTA 3aBCPUTEIA ACJIa

JIMCT-3ABEPUTEJIb IEJIA Ne

B nene noamuTo u npoHyMepoBaHO nucT(oB),
(undpamu ¥ IPOIMHKCEIO)

B TOM YHUCIIE:

JIMTEPHBIE HOMEpa JINCTOB )
IPOIMyIIEHHbIE HOMEpPa JIUCTOB 3
JIUCTOB BHYTPEHHEH OIMUCH

OcobeHHocTu ¢uzuyeckoro cocrossHus ¥ ¢GopmupoBanusi|Homepa mucros
aena

CHCI.II/IELIIHCT OpraHHU3allHOHHOT'O OTAEC]A,
OTBETCTBE€HHOI'O 3a ACJIONPOU3BOACTBO [Toanuce HN.0. ®amunus

Jlata



®opmat A4 (210 x 297 Mm)

[Mpunoxenue Ne 9
®opma BHYTPEHHEH
OIIKCH JOKYMEHTOB JI€JIa

BHYTPEHH15 OITMCh
JOKyMeHTOB Jiena No
Ne | Uupekc Jara 3aro0BOK Homepa [Tpumevanue
n/n | JOKyMeHTa | JOKyMEHTa |JOKyMEeHTa JIUCTOB Jiela
1 2 3 4 5 6
HUtoro
JOKYMEHTOB (uupamMu U MPOIHKCEIO)

Kon14ecTBO JIMCTOB BHYTPEHHEN OMUCH
(uudpaMu ¥ IPOIHCHIO)

HauMeHOBaHHE TOIDKHOCTH JIULIA,
COCTaBHBILIET0 BHYTPEHHIOIO OIUCH
JOKYMEHTOB JIejia [Topnuck PacimdpoBKa IOIITHCH

Jlata



®opmar A4 (210 x 297 Mm)

[Tpunoxenue Ne 10
YTBEPXIAIO
MUHHUCTP CTPOUTENILCTBA,
ApXHUTEKTYPBhI U KUIHUIIHO-
KOMMYHQJIBHOT'O XO035MCTBa
Pecny6muku Jlarectan
[Moamuce A.A.CynelimaHoB

«__» 20T
®ong Ne
OITUCB Ne
JIe]I IOCTOSTHHOTO XpaHEeHUs
3a roJ
N n/n | Uapexkc nena | 3aroiaoBoK Kpaiinue KomuuectBo | [Ipumeuanue
Jena JIaThl JIUCTOB
1 2 3 4 5 6
HasBanue pa3zzgena
B naHHBIN pa3zaen OMMCH BHECEHO Aell,
(umbpamMu U PONHUCHIO)
c Ne o Ne , B TOM 49HCIIE:
JTUTEPHbIE HOMEpa:
NpOIyLIEHHEIE HOMeEpa:
HaumeHoBaHME JOJIKHOCTH
COCTaBHUTEIIA OITUCH INoanuce PacmmdpoBKa MOJAMUACH

CIIE[IMAJIMCT OpraHUu3al[MOHHOIO oTAaela,
OTBETCTBEHHBIH 3a apXUBHOC XpaHEHHE
JOKYMEHTOB MI/IHHCTCpCTBa

COI'JTACOBAHO
ITporokon DK Munctpos P/I

oT Ne

[Toonuck

YTBEPXJIEHO
IIporokon DK Munrocta PJI

oT

No

PaciugpoBKa IOIMHCH
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YTBEPXJIAIO
MUHHUCTp CTPOUTEILCTBA,
aApPXUTEKTYPBI U KUIHIIHO-
KOMMYHAQJIbHOTO X0351CTBa
Pecnybnuxu [larecran
[Tongmuce  A.A.CynelimaHoB

«_» 20_r.
®onp Ne
OITACD Ne
IeJT TI0 TAYHOMY COCTaBYy
3a rof
Nn/n | Uapekc | 3aronoBok | Kpaiinue Cpok KonuyectBo | [Ipumeda
nena nena JaThI XpaHEeHHs JIUCTOB HUE
1 2 3 4 5 6 7
B nmaHHBIN pa3zell ONKCH BHECEHO nein,
(ur¢paMu ¥ IPOIHCHIO)
cNe o Ne , B TOM YHCIJI€:
JTUTEpPHBIE HOMepa:
IPOITyILIEHHBIE HOMepa:
CocraBUTEND: IMoamnuce N.0. Gamunud
CrienyalucT OpraHU3allMOHHOrO OTAENA,
OTBETCTBEHHOTI'O 33 apXUB [Toxnuch N.0. ®amunus
COI'’'TACOBAHO YTBEPXXJIEHO
ITporokon DK Muncrpos P/1 ITportokon DIIK Muntocta PJ]

oT Ne oT Ne




®opmar A4 (210 x 297 mm)
[Tpunoxenue Ne 12

@onp No

OITUCH Ne

nen BpeMeHHBIX (cBbime 10 seT)
CPOKOB XpaHEeHHs

3a rof
N | HUugekc | 3aronoBok | Kpaiinue Cpok KonugectBo | [Ipumeya
n/n nena nena JlaThl XpaHeHHs JTUCTOB HUE
1 2 3 4 5 6 7
B nmaHHBIN pa3fen OMCH BHECEHO Aen,
(urdpaMu 1 IPOIHCHIO)
c Ne o Ne , B TOM YHCJIE:
JIUTEpHBIE HOMepa:
NPONYILIEHHbIE HOMepa:
HaumeHOBaHHE JOJIKHOCTH
COCTaBHUTEIIS ONHUCH [Topnuce N.O. ®amunus
CrieMauCcT OpraHu3allMOHHOrO OTIENA,
OTBETCTBEHHBIH 32 apXMBHOE XPaHEHHUE
JIOKyMeHTOB MHMHHUCTEPCTBA [Toanuce N.0. ®amunus

COIr'JJACOBAHO

ITporokon DK Munctpos P/l

OoT
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YTBEPXIAIO

MHUHHCTp CTPOUTENBCTBA,
apXUTEKTYPBI U )KUIHUIIHO-
KOMMYHAaJIbHOT'O X035/1CTBa
Pecny6nuku Jlarectan
Ilogmuce A.A. CyneliMaHOB

«_» 20 r.
Donpg Ne
OIIMCBH Ne
3JIEKTPOHHBIX JIe]l, JOKYMEHTOB
IIOCTOSTHHOI'O XPaHEHHUs
3a roa
Nn/n | Uanekc nena | 3aroioBok Kpaiinue O6bem, M6 | ITpumeuanus
Jena JIaThl
1 2 3 4 5 6

B naHHBIM pa3fen ONUCH BHECEHO
e,

(udpaMu ¥ IPONUCHIO)
c Ne mo Ne

(nrdpamMu U MPOMHUCEHIO) (ur¢ppamMu ¥ IPOIUCHIO)

o0BeEMOM M6.
HanMeHOBaHUE OOKHOCTH
COCTaBUTEJIS OITUCH IToamuce N.O. ®amunus
CIIEIHATTUCT OPraHU3allMOHHOIO OT/ENA,
OTBETCTBEHHBIHN 32 apXUBHOE XpaHEHHE
JOKyMEHTOB MuHuUCTEpCTBa Iloanuce N.O. Gamunus
COI'TACOBAHO YTBEPXJ/IEHO
[Tporokon K Musnctpos P/I ITpotokon DITK Munrocra P/]

oT Ne oT No
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YTBEPXJIAIO
MUHUCTp CTPOUTENLCTBA,
ApPXUTEKTYPBI U KUIHUILHO-
KOMMYHAJIBHOI'O X035 CTBa
Pecry6nuku Jlarectan
[Togmice A.A.CyneiimaHOB
« _» 20 r.

®onp Ne

OITUCDH Ne

3JIEKTPOHHBIX JIe]l, JOKYMEHTOB
BpeMeHHBIX (cBbInIe 10 ner)
CPOKOB XpaHEHHS

3a roj

N | Unge 3arosioBoK Jena Kpaitn Cpok O6peM, |IIpumedan
n/m| Kc He | XpaHEHHs M6 usi
aena JaThl

1 2 3 4 5 6 7

B naHHBIA pa3fen OIKMCH BHECEHO

Jel,

c Ne o Ne
(u)pamMu ¥ IPOTHKCHIO)

o6beMOM MG6.

HauMeHOBaHHUE NOKHOCTHU
COCTABHUTEJISI OITUCH IToonuck N.O.®amunus

CIELMAMCT OPraHU3allMOHHOIO OTAENa,
OTBETCTBEHHBIH 32 apXUBHOE XpaHCHHUE
JOKyMEeHTOB MHMHHCTEPCTBA [Toamuce N.0.®amunus

COI'JTACOBAHO

ITporokoa DK Munctpos P/1 oT Ne



[TPUJIOKEHUE K OITMCH Ne
5JIEKTPOHHBIX JIEll, JOKYMEHTOB
TIOCTOSIHHOT'O XpaHEHHS

3a ro

®opmar A4 (210 x 297 Mm)

IIponomkenue npunoxesus Ne 15
VTBEPXJIAIO

MUHHUCTp CTPOUTEILCTBA,

ApXUTEKTYPhl U KHUITUIIHO-

KOMMYHAJIBHOT'O X035HCTBa

Pecny6nuku Jlarectan

[Mogmucek A.A.CyneriMaHOB

«__» 20T

PeecTp JOKYMEHTOB (KOHTEHHEPOB 3JI€KTPOHHBIX JIOKYMEHTOB) 3JIEKTPOHHOTO JIeNIa:

<*>
N en. Xp. 10 OITUCH Hupnexc nena
3arojIoBOK nena
Jlata Per. N HayMmeHOBaHUE JOKYMEHTA O6beM, | [IpuMmeyaHus

JIOKyMEHT | IOKyMEHTa M6

a

1 2 4 5
HaumeHoBaHuE JOJKHOCTHA

[MToamuck N.0. ®amunus

COCTaBHUTEJIA OITUCH
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VYTBEPXIAIO
MHUHHCTp CTPOUTEIBLCTBA,
apXHUTEKTYPhI U XKHUIIUIIHO-
KOMMYHAJIbHOT'O XO3SHCTBa
Pecy6sivku Jlarectan
I[Mogmuce A.A.CyneiiMaHOB
«_» 20 T

[TPUJIOXXEHHME K OITMCH Ne

3JEKTPOHHBIX JIe]l BDEMEHHBIX

(cBbime 10 j1€T) CPOKOB XpaHEHUS

3a rofi

PeecTp IOKYMEHTOB (KOHTEHHEPOB 3JIEKTPOHHBIX JIOKyMEHTOB) 3JIEKTPOHHOTO JIENIa:
<

N en. xp. I10 OIKUCH HNunekc gena
3aroJIoBOK Jela

Jata Per. N HaumeHosanue qokymenTa | O6sem, M6 | [Ipumedanu
JIOKyMeH | JJOKyMEHTa s
Ta
1 2 3 - 5

HaumMeHoBaHHE JOKHOCTH
COCTaBUTEJIS OITUCH [Toanuce N.0. ©amunus
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MuHUCTEPCTBO CTPOUTENBCTBA, YTBEPX/IAIO
APXUTEKTYPBI U KUIULIHO-KOMMYHAJIBHOTO MuHHCTp CTPOUTENHCTBRA,
XO035MCTBa apXUTEKTYPbI U KUIHIIHO-
Pecry6nuku Jlarectan KOMMYHaJIBHOT'O X035HCTBa
(Munctpoit PT) Pecny6nuku Jlarectan
IToamuce A.A.CynelimaHOB
« _» 20 r
[TOJIOXKEHUE
« » Ne

OO0 3KCIepTHON KOMHCCHH

Maxaukaina

1. O6iHe MMoNoXKEHUs

1.1.ITonoxenrne MUHHCTEPCTBA CTPOUTENBCTBA pa3paboTaHO B COOTBETCTBUH C
[IpMEpHBIM ITOJIOKEHHUEM ...

1.2.9KcniepTHass KOMUCCHS CO3JaeTCs B LEIAX OPraHW3al[Mi ¥ IPOBEJICHUH. . .
1.3.9K sBiseTcs CoBeIaTeIbHBIM OpraHoM IpH MHUHHCTpE ...
2 Oyukuu DK
DKcrepTHas KOMHCCHS OCYIIECTBISAET CleIyomue yHKIHH
2.1 OpraHusyeT exeroaHsli oT6op Jer. ..
2.2. PaccMaTpuBaeT ¥ MPUHUMAET PELIEHHUS O COINIaCOBaHMHU:!
a) OIHCEH J1e OCTOSTHHOI'O XPaHEeHHUs

6)omucei 1€y 1o JTUYHOMY COCTaBy
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®opma akTa O BBIICICHHH
JOKYMEHTOB K YHHUTOXEHHUIO

MUHHUCTEPCTBO CTPOUTEJILCTBA, APXUTEKTYPBI
U XXUJNITHO-KOMMYHAIJIbHOI'O XO3SMCTBA
PECITYBJIMKU JATECTAH

(Munctpoii P)

AKT
Ne

(MECTO COCTaBIIECHHSA)

O BbIJIEJIEHAH K YHUYTOXKEHHUIO
JIOKyMEHTOB, He TOJJIEXKaIHX
XpaHEHHUIO

Ha

VTBEPXJIAIO

MMHHUCTp CTPOUTEILCTBA,
ApXUTEKTYPBI ¥ KHIHIHO-
KOMMYHAaJIBHOTO XO35HCTBa

Pecny6nuku Jlarectan

IToanuce W.O. ®amunus

« » 20

OCHOBAaHHH

(Ha313a}me M BBIXOJHBIE JaHHBIE IEPEYHS JOKYMCHTOB C YKa3aHueM

CPOKOB HX XPaHEHHMs)

0T06paHI>I K YHHMYTOXXEHHIO KaKk He HUMCIoIIUE Haquo-HCTopnqecxoﬁ IIEHHOCTH H

yTpaTUBIIHE IPaKTUYECKOE 3HaYyEHHE JIOKYMEHTBI dbonaa
Ne
(nasBanue GoHMa)
No | 3aromoBok | Jlara Homepa |Uuzaexc nena [Kon-Bo Cpoku |[Ipume
n/m | mena WM |Jena WM | OMMCEH no Jen  |XpaHEHH |-
rpynmoBoi |KpaiiHue |(HOMEHKIATy \HOMCHKIATYD A YaHue
3aroJIOBOK |JaThl e |p e nena u
pi () 3a TO/Ibl) WJTH HOMED HOMEpA
Jena 1o cTaTeu
OInuCH 1o
MIEPEYHIO
1 2 3 4 5 6 ¥ 3




Htoro Jiel1 3a OBl
(mudpamMu ¥ IPOMHCHIO)

Omnucy nen NoCTOSHHOTO XpaHeHH s 3a rofbl yTBEPXKIAEHBI, a
10 TMYHOMY cocTaBy coryiacoBaHbl ¢ DITIK Munrocra PJ]
(mpoTokoi oT Neo )

HanmeHoBaHMe NOKHOCTH TTHIIA,
IIPOBOJMBILIETO YKCIIEPTH3Y
LIEHHOCTH JOKYMEHTOB [Toanuce N.0O. ®amunus

JlaTa
COI'JTACOBAHO

IIporoxon DK Munctpos PJ]
oT Ne

I[Ol(yMeHTBI B KOJIHYECTBE BECOM KI' CIaHBbI

(HaMEeHOBaHHE OpraHU3ALHH )
Ha nepepaboTky 1o nmpueMHO-CIaTOYHOMN HaKIaJHOH OT Ne

HaumeHoBaHMe NOIKHOCTH pabOTHHKA,
CHABILEro JOKYMEHTHI IToamuce N.0O. Gamunus

N3MmeHeHUs B yYeTHBIE JOKYMEHTHI BHECEHHBI.
CrienimayiicT OT/AENIa OpraHu3allMOHHOIO OT/EeNa,

OTBETCTBEHHBIN 3a ApXUBHOE XPaHEHHE
JIIOKyMEHTOB MUHHCTEpPCTBa [Tognuce N.0O. ®amunus

Jara
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MUHHUCTEPCTBO CTPOMUTENBCTBA, MunucrepcTBo punancos PJI
ApXUTEKTYPbI ¥ XKUJIUIIHO- (Mundus P/1)
KOMMYHAQJIBHOT'O X031CTBa

Pecmy6muku [larectan
(Munctpoit PJT)

ITPHKA3

« »

Maxauykaja

MunucTp GUHAHCOB

MUHHCTP CTPOUTENBCTBA,
Pecry6nuku Jlarectan

apXUTEKTYPbl H KHIHIIHO-
KOMMYHAJIBHOT'O XO35HCTBa
Pecry6muku Jlarectan

[Toamuce N.0O. ®amunus [Toanuck HN.0O. Gamunus
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Komy: PykoBoauTessiM ynpaBieHH# H OTJEI0B

Ort: ®amunus U.0O., pykoBoauTeNb aIMUHHCTPATHBHO-XO3SMCTBEHHOM CITyXKOBI

Hara: 2 anpens 2019 r.

Tema: [logaya 3asBOK Ha aBTOTPAHCIIOPT

CJIIYV)XEBHAS 3AITMCKA

B nensx noBbimeHus 3(()EeKTUBHOCTH MCIIOJIB30BaHUS U COKPALIEHHs IPOCTOEB
aBTOTPAHCIOPTHBIX CPEACTB LIEHTpa MPOIIy PyKOBOAMUTENEH MOApa3eIeHHH 10JaBaTh

3asBKH Ha aBTOTPAHCIIOPTHBIE cpeicTBa He mo3aHee 15:00 nHs, mpeamecTBYIOLIETO
MOE3/IKe.

PykxoBoauTeNb ynpaBleHUus
HN.0O. ®amunus
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NMPUMEPHBIHN NEPEYEHD YTBEPKJIAEMBIX JOKYMEHTOB

1. AkTbl (IIpOBEPOK, pEBU3WH; CIHMCAaHHS; JKCIEPTU3bl; JIMKBUIALUH
OpraHM3aLxi ).

2. I'paduxu paboT, OTIYCKOB, CMEHHOCTH.

3. UHCTpyKLUHU, JOKHOCTHBIE HHCTPYKIIMH.

4. Knaccudukatopsl ”HPOpMALIUHU, JOKYMEHTOB.

5. Metoauueckue peKOMEHIAlMH, METOJUYECKHAE YKa3aHUsI U METOAMKH.

6. Homenkiatypa en opraHusaiyu.

7. HopMBl 1 HOpMaTHUBBI (BpeMEHH, YHCIIEHHOCTH pabOTHUKOB, pPacxoja ChIpbs
MaTepUaJIOB, YIEKTPOIHEPTHUN ).

8. Onucu gen (TIOCTOSIHHOTO, BpeMeHHBIX (cBblmIe 10 1eT) CpOKOB XpaHEHHUs U 110
JTUYHOMY COCTaBY).

9. IMepeunw (TOKHOCTEH, OpraHU3aluii, BUIOB HHGOPMAIIMH, JOKYMEHTOB).

10. ITonutukwu.

11. ITonoxenus (0 moapasaeieHusAX, IPEMHUPOBAHUH, ATTECTALUH).

12. Tlopsipkw.

13. IlpaBuna.

14. PernameHTH! (B TOM YMCIIE pErJIaMeHTh! OH3HEC-TIPOLIECCOB).

15. CtaHmapThl OpraHu3alyH.

16. Ycrassl.

17. YauduupoBaHHble GOPMBI JOKYMEHTOB.

18. IlITaTHOE pacnHcaHHeE.
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NPUMEPHBIA TIEPEYEHD
NTOKYMEHTOB, 3ABEPSIEMBIX NEYATHIO MUHUCTEPCTBA

1. ApxvBHas cIipaBKa.

2. AxTHl (TIpMeMa 3aKOHYEHHBIX CTPOHMTEIBCTBOM O0OBEKTOB, 0GOpYIOBaHHA,
BBINIOJHEHHBIX PabOT, CIMCaHUsl, SKCIIEPTH3bI).

3. Konuu ¥ BBINMCKY U3 JOKYMEHTOB, BbIIaBa€MBbIX /IS MIPE/ICTABICHUS B IDYTHE
OpraHHU3alfH.

4. O6pa3lpl OTTHCKOB MedaTedl M IOANMCEH pPabOTHHKOB, MMEIOIIMX IMpAaBO
coBepiIaTh (HHAHCOBO-XO3SHCTBEHHBIE ONEpaLIUH.

5. Tlopyuyenus (OromkeTHble, OaHKOBCKHME, II€HCHOHHBIC;  IUIATEXHBIC,
MHKAcCOBbIE B GAHK Ha II0JTyYeHHe HHBATIOTHI CO CYETOB, IEPEBOJI BATIOTBI).

6. IlpencraBneHds W XoJaTaicTBa (0 HarpakJeHMH TIOCYyIapCTBEHHBIMU
HarpaJamMy ¥ IPeMUAMH).

7. PeecTpbl (4eKOB, OpYYEHH, IPEJICTABIAEMBIX B OAHK).

8. CnpaBku (0 moxomax (U3MYECKMX JHI, O BBIIJIATE CTPAXOBBIX CyMM, O
GalaHCOBOM CTOMMOCTH OCHOBHBIX (POHIOB, IO IEPCOHU(QUIMPOBAHHOMY Y4ETY,
0(OPMIIEHHIO CTPAXOBBIX CBHAETENECTB, MO 3apOCaM OpTaHM3allui, 0 JOKyMEHTaM,
TPEIOCTaBIISEMBIM B CyJ, - IO HEOOXOAMMOCTH).

9. Y mocroBepeHus: pabOTHHKOB.
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NMPUMEPHBIN TIEPEYEHD
HEPETMCTPUPYEMBIX BXOIAIINX JOKYMEHTOB

1. AHKeTBI (pe3toMe), HarpaBisieMble B LEIX TPYA0yCTPOKCTBA.

2. Byxrantepckue IOKyMeHTBl (Oyxranrepckas OTYeTHOCTb, CHYETa, CHeTa-
(aKTyphl, aKTbl CBEPKH B3aMMOPacUeTOB, aKThl IIPUEMKH-TIEpeIaii OCHOBHBIX CPE/CTB,
TOBapHbIE HAKJIAHBIE).

3. TOCTsl, TeXHUYECKHE PErIaMeHThl, PyKOBOMAAIIKEe U APYTrHe€ NOKYMEHTHI IO
TEXHUYECKOMY PETyIMPOBAHUIO M CTAHIAPTU3ALIHH.

4. I'paduku, Hapsapl, 3a9BKH, pa3HaPSAIKH.

5.JIoKyMeHTBI (IIPOEKTHI JOKYMEHTOB), TPeOYIOLIHe MOAMHCaHH (cornmacoBaH#s,
YTBEPIKICHHUS ) ¥ TIOCIIEIYIOLIEro BO3BpaTa.

6. KonkypcHas TOKyMeHTaI}s.

7. HayuHO-TexHUYECKas U POEKTHasH JOKyMEHTALUS.

8. KoppecronzeHIys, afpecoBaHHas paOOTHHKaM OpraHu3alliH C ITOMETKOH
"JIuyHo".

9. TleyaTHble W3aaHWs (KHUTH, XypHAaubl, Ia3eThl), KaTajord, TEXHUYECKasd
JNIUTEpaTypa, TEMaTUYeCKHe U CIelHaIbHble COOPHHUKH, IIaKaThl.

10. Tlo3apaBHTENbHBIE MHCbMa M TeJErPaMMbl, OaroflapCTBEHHbIC MUChMA H
TeJIerpaMMBl, IPUTIIACUTENbHBIE GUIIETHI.

11. IlpeickypaHTHI.

12. TlpurnacutenbHble OUIETHI, MPUTTAILCHH.

13. TIporpaMMbl KOH(epeHIIHH, CoBeIaHHH.

14. PekamMHble MaTepHalbl (IMCbMa, IMCTOBKH, IIPOCTIEKTRI, OYKJIETHI).

15. Y4ebHble TU1aHsbl, IPOrpaMMBl.
16.®0pMbI U 6IIaHKH, B TOM YHCIIE (OPMEI CTATHCTUYECKOM U HHOM OTYETHOCTH.
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