MUHUCTEPCTBO 3JIPABOOXPAHEHHSA PECIYBJUKHI KPBIM
#
ITPUKA3

« A0y AL 2018 r. Ne The 1L
r. Cumdepononb

O gHeceHUU USMeHeHUli 8 NPUKA3
Munucmepcmea 30pagooXpaHents
Pecnybnuxu Kpoim

om 6 dexabps 2016 2z00a Ne 2070

B COOTBETCTBHUH C IpuKa3oM PoccTanzgapra OT 25 mas 2017 roga Ne 435-cT
«O BHeCeHIY m3MeHeHHH B mpukas dejiepabHOTO areHTCTBA IO TEXHUYECKOMY
PEryJIHpPOBaHMIO M METpONOrHy  OT 8 nexabps 2016 roma No 2004-ct
«O6 yTBepXKAECHWM HAlMOHATBPHOTO CTaHapTa Poccuiickoit Dexepanun»,
IonoxesueM o MHUHUCTEpCTBE  3APABOOXpaHCHHA PecnyGnuku  KpbIM,
YTBEPXXACHHBIM  HOCTaHOBJEHHEM Copera MUHHCTpOB PecryGnuku KpeiM
or 27 mious 2014 roxa Ne 149 (c ©3MEHEHUAMH).

INPUKA3BIBAIO:

1. BuecTH W3MeHeHWss B TpuKas MUHHCTEpPCTBa 34paBOOXPAHCHIA
Pecnybnuku KpblM OT 6 nexabps 2017 roma Ne 2070 «O6 yTBEpXACHUHU
WHCTpYKUMH 10  AeJONPOU3BOACTBY B MUHACTEPCTBE  3LPABOOXPAHCHUA
Pecrry6amnku KpbiM», H3II0XKUB MPUJIOKEHHE K HEMY B HOBOM pelaKLVH.

2. OTjiesly OpraHU3allMOHHON paboTl ¥ JIOKYMEHTAJBHOTO O0eCIIeUeHUs
00ecleunTh:

2.1. OsupaxomiyieHue  pabOTHUKOB  CTPYKTYPHBIX noapasaeNeHni
MuHucTepCTBa  3IPABOOXPaHCHHS Pecnybnuku  KpbiM ¢ TIOJOXCHMAMH
MPUJIOKEHHUS] YKa3aHHOTO B ITYHKTE 1 HacTOSIIero IpruKasa. ,

2.2. OcylecTBIeHHe KOHTPONS 33  HCIONHCHUEM CTPYKTYpPHBIMU
rnoxpasfeneHuaMu  MUHHCTEpCTBA 3[[paBOOXpaHeHns  PecryGmuKu KpsiM
tpebopannii ~ MHCTpyKUu® 110 HEeNOTpOU3BOACTBY B MHHHCTEPCTBE
snpasooxparenus PecrryGiuxn  KpbiM 5IIONEHHEM CpPOKOB H KadecTsa
UCTIONIHEHH S IOKYMEHTOB.

3. KoHTponb 3a UCIIOJIHEHHEM

FAILETO TPUKa3g-OCTABIIAO 38 COOOH.

Muuuerp A.Tonenko
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K nprKa3y MuHucrepcTa

szt e 1 ~  mw=A 3]PaBOOXPAHEHHS pmEmes]
PecnyGsmku Kpem
oT «06» nexabps 2016 r. Ne 2070
(B pemaxuuy npHKaza MuHucrepcTBa
3mpaBooxpanenus Pecny6muxu Kpem
or« »asrycra 2018 r. Ne_

HHCTPYKINHN
[0 J1€JI0NPON3BOACTBY B MHHHCTepCTBE 31paBooxpaHeHus PecmyOanKu
Kpbim

I. OBINHUE ITOJIOXXEHHAL.

1. Hacrosmias VIHCTpYKIIMS 1O JENOHNPOM3BOACTBY B MUHHMCTEPCTBE
3npaBooxpanenus Pecry6muku Kpeiv (nanee — HHCTpYKIUS) ONpeaeisaeT MopAnoK
paboTEl CO CIyXeGHBIMH JOKyMeHTaMH (zanee — JIOKyMeHTH) B MHUHHCTEPCTBE
3paBooxpaHenus PecrnyGnuki KpbiM (nanee — MuHHCTEPCTBO), TpeGOBaHNS
K Opranusauuy paboTel C JIOKyMEHTaMH, HE3aBUCHMO OT crrocoba (puUKcauu
d BOCCO3JaHMs HH(OpPMAIlMH, KOTOpas COUEPXHUTCS B JNOKyMEHTaX, BKIIOYAd MX
MOATOTOBKY, PETHCTPALUIO, YU4€T ¥ KOHTPOJIb 32 BRIIIOJHEHHUEM.

2. TIopsioK OpraHM3aluM 3IEKTPOHHOTO JIOKyMEHT0000pOTa ¢ MPUMEHEHHEM
3IEKTPOHHOM 1[udpoBoil TMOAMHCH, paboThl ¢ JJNCKTPOHHBIMH JOKYMEHTAMH
B MHHHCTEPCTBE, OCYIIECTBICHHE IENONMPOU3BOACTBA IO JOKYMEHTaM, KOTOPBIC
cogepxaT  HMHQOpMAarMIO C  OTPAaHMYEHHBIM  JOCTYIIOM,  OCYIIECTBICHHE
JENONpPOM3BOACTBA 1O OOpallleHHsAM TIpaXAaH ONPEJCIAIOTCS — OTACIBHBIMH
HOPMATHBHO-TIPABOBLIMY aKTaMH. -

3. TeXHONOTMH aBTOMATHM3MPOBAHHONW 00paboTKHM 3a JOKyMEHTHPOBAaHHOH
uHpopMaIiuu B MHUHHCTEPCTBE IOMKHBI OTBEYATh TPeOOBAHMAM HaCTOALIEH
HNHcTpykuuH.

4. OTBETCTBEHHOCTh 32 OPraHW3alMIO [eNONpPOH3BOACTBA B MUHHCTEPCTBE
B 1esioM HeceT MuHuCTp 3apaBooxpanenus Peciy6imku KpemM (nanee — MusHCTD).

OTBETCTBEHHOCTH 32 COZAEP)KaHWe, KadyeCTBO IIOATOTOBKH H O(OPMICHHE Ha
LDOIDKHOM ypOBHE, IOKYMEHTOB, KOTOpHE pa3pabaTBIBAaIOTCS BO HCIIONHEHHE
3a7laHui, OTpe/ieIeHHbIX B HOPMATHBHbIX IPaBOBKIX aKTax Poccuiickol Denepanuy,
axtax u nopydenusx [Ipesunenta Poccuiickoit Penepaunu, akTax IIpaBuTenbCTBa
Poccuiickoit ®emepanmuu, akrtax #u nopydeHmsx Inasel PecnyOmuku Kpem,
a B cinywae, ecnd [naBa Pecmy6muku KpbiM He coBMeIaeT CBOK JOJDKHOCTB
¢ pomkHoctbio Ilpencemarens Cosera MuHHCTpoB PecmyGmumxu KpelM  —
ITpencenatens Coseta MHHHMCTPOB Pecrmry6Gnuku KpbiM, I'ocynapcTBEHHOTO CoBerta
Pecrry6muxu Kpeiv n Cosera MunncTpoB Peciry6nukn KpeiM, ¢enepanbHeIX OpraHoB
MCIIOJHHTENbHOM BIACTH, HCIOJIHUTEIBHBIX OpPTaHOB TOCYJapCTBEHHOM BIACTH
Pecny6muku KpeIM, a Taxke OTBeTOB Ha obpalleHus, COONIOACHHME NPOUEYpPHI
COIIacOBaHMsl IIPOEKTOB aKTOB, OTBEYAIOT IIEPBBIM 3aMECTHUTENh, 3aMCCTUTCIH




MHHHCTpa  COIVIaCHO  paclpefieNeH’mro  (yHKIHOHATBHBIX 00s3aHHOCTEH
B COOTBETCTBUH C JJOIDKHOCTHBIM PETJIaMEHTOM M NIpHKazoM MuHucTpa.

3a comepkaHue, KayecTBO IOATOTOBKH M OQOpMIeHHE Ha NOIDKHOM ypOBHE
IPYTHX JOKyMEHTOB, a TakXkKe OpraHM3al(Hio [CNONPOM3BOJACTBA M XpaHCHUE
JHOKYMEHTOB B CTIPYKTYpHBIX IOJpasfiefleHisx MHHHCTepCTBa OTBEYAOT HX
PYKOBOIHUTEH.

5. Opra#msaiusi [JelONPOM3BOACTBA B MUHMCTEPCTBE BO3JaraeTcs Ha
CTpYKTypHOE HoJpasfeleHHe MUHUCTEPCTBA [0 BOIIPOCaM NENONPOK3BOACTEA.

6. OcHoBHOM 3amauell CTPYKTypHOro mofpasjeneHus MHUHHCTEpCTBA 110
BOIPOCAM JIeIONPOM3BOACTBA ABIAeTCA obecreueHne B MMHHCTEPCTBE €LHHOTO
MOpsAKAa  JAOKYMEHTHUDOBAaHHS  YIPaBICHIECKOH — HHOopMaluu — © paboTsl
¢ JOKyMEHTaMH C IIPUMEHEHHEM COBDEMEHHbLIX aBTOMAaTH3HPOBAHHBIX CHCTEM,
METOHYECKOe PYKOBOICTBO U KOHTPOJIB 32 COOJIIOZIEH)EM YCTAHOBIEHHOTO MOpsIka
paGoTHI ¢ JOKYMEHTaMH B CTPYKTYPHBIX TIOApa3feNeHIAX MIHHCTEPCTBA.

CrpykTypHOE moJipa3ielieHue MuHucTEepCTBa 1o BOIIpPOCAM
JIENOTIPOU3BOZICTBA C BO3NIOKEHHBIMY Ha HETO 3aJaHHsAMM:

6.1. PaspabaTsiBact MIHCTPYKIHIO M HOMEHKIATYDY Al MHHUCTEPCTBa,

6.2. OCyIecTBIAET PETUCTPALMIO ¥ BEAET YIeT [NOKYMEHTOB;

6.3. Opranuzyer IOKyMeHTOOOOpOT, (QopMHpoBaHHE JHell, HX XpaHCHHE
¥ TIOATOTOBKY K Ilepefaue JIMIYy, OTBETCTBEHHOMY JIMLY IO paboTe ¢ apXWBHBIMHA
JOKYyMEHTaMH;

6.4. OBecrieunBaeT BHEAPEHHE H KOHTPOIHPYET COOIIOAeHHe CTPYKTYPHBIMH
nompasfeneHuAME  MunucrepcrBa  TpeGoBanmii  Hactosuned  MIHCTpyKuMH,
PernamenTa MHUHHCTEpCTBa 3ApaBooxpaHeHus PecyOnuku KpsiM 1 HAallHOHAIBHBIX
CTaHAAPTOB;

6.5. IlppEEMaeT Mepbl K yMEHBIICHHMIO OOBeMa CIyXeOHOH IIepenHCKu
B MuHHCTEPCTBE;

6.6. TlpoBomur MpPOBEpKY COCTOSHHMSA JHEJIONPOU3BOACTBA B CTPYKTYPHBIX
noapasesieHussx MUHHCTEPCTBA,

6.7. VYuactByeT BO BHEOPEHWH K MHCIONB30BAaHUM HH(POPMAIMOHHO-
TeJIeKOMMYHHKAIIHOHHOM CHCTEMBI 1eJIONPOM3BOACTBA B MUHUCTEPCTBE;

6.8. OcymecTBnseT KOHTPOJb 3@ CBOEBPEMEHHBIM  PacCMOTPCHHEM
1 [IPOXOXKACHHEM JOKYMEHTOB B MUHHCTEPCTRE,

6.9. ObecmeuuBaeT coOMIONeHNE €OUHBIX TpeOoBaHUN OTHOCHTEILHO
MIOATOTOBKY JOKYMEHTOB M OpraHM3aluHd paboThl C HUIMHA B YCJIOBHAX JJIEKTPOHHOTO
IOKyMeHT0000pOTa;

6.10. [poBomuT aHanmu3 MHGQOPMALUH O JOKYMEHTOOOOPOTE, HEOOXOTMMOH
QU1 IPUHSTHS yIIPaBIeHYECKUX PEIIeHHIH;

6.11. OpraEmsyeT coxpaHeHHe [OKYMeHTalpHOro ¢onna MHUHHCTEpPCTBa
H TIOJIb30BaHHUE HM;

6.12. VIHUMUPYET M yYacTBYeT B OpraHM3alliH HOBHINECHUS KBalU(uKalun
paboTHHKOB MHHHCTEPCTBA 110 BOIIpOCaM JeTI0NPOU3BOACTBA.

7. OTBETCTBEHHOCTh 3a OpPTaHU3AIMI0 M COCTOSHHE JeJONPOHU3BOACTBA
B CTPYKTYPHBIX ITOZpa3eNeHusax MIUHACTEPCTBA BO3IATaeTCs Ha HX PyKOBOAHUTEIEH.




e | .

8. IloctynuBmune Ha paccMOTpeHHE B MUHHCTEPCTBO NOKYMEHTBI, a TaKXkKe
OPHHATHIE [0 HUM pellieHus JO HUX ONMyOIMKOBaHHA B YCTAaHOBIEHHOM
3aKOHOJaTeNbCTBOM Poccuiickoil @enepaliyi NOPSOKE OTHOCATCA K MaTepHalaM,
coAeprKaluM ciayxeOHyro HH(MOpMAaLHIO.

Undopmarus, comepxamiascs B JOKYMEHTaX, MOXET MCIIOJIB30BATECS TOJBKO
B CIY)XeOHBIX LENIX M B COOTBETCTBHH C IIONMHOMOYHSMHU JOJDKHOCTHBIX JIHII,
paboTAaloIINX HIIH 03HAKAMITUBAIOLIUXCS ¢ 3TOR NHpOpManyei.

9. Ilpu mnepexoge Ha Apyryro paboTy paGOTHHKOB, 3aHHMAIOIIHXCS
B CTPYKTYpPHBIX ITOHpasleleHusX MUHHCTEpCTBAa BeJEHHEM MAeIONPOU3BOJICTBA,
nepefaya BceX MOKYMCHTOB BHOBb Ha3HauaeMbIM PabOTHHKAaM IIPOM3BOAMTCH IIO
aKTaM. AKTBl YTBEPXJAlOTCS HayalbHUKaMH YIpPaBIeHHH WIH HadalbHUKaMM
CTPYKTYPHBIX mnofnpazueneHuil. Komuum axToB HamnpapBisIOTCA B CIPYKTYpHOE
nogpazzienene MUHUCTEPCTBA IO BOIPOCaM AENONPON3BOACTRA.

10. Tlepem yxonOM B OTIIYCK HNIM BBIE3ZIOM B KOMaHIUPOBKY pabGOTHHK
CTPYKTYpHOTO Ilofipa3fienieHuss MuHHcTepcTBa 00s43aH IIepelaTh HaXOIAIIHECS
y Hero Ha WCIOMHEHWH NOKYMEHTH ApyroMy paGOTHHMKY IO COIJIACOBAHMIO
C PYKOBOAMTENEM CTPYKTYpPHOTO IOApPasfeleHUs ¢ 00s3aTeNBHBIM yBeTOMIICHUEM
CTPYKTYpHOTO nofipa3feneHuss MUHHUCTEPCTBA II0 BOIPOCaM AEJIONPOH3BOACTBA IS
BHECEHHUS MHGOPMAIIUH O HEeIOCPEACTBEHHOM HCIIONHHUTENE B aBTOMATHU3HPOBAHHYIO
HHGOPMAlIMOHHYIO CUCTEMY.

11. PaGoTHMKH CTPYKTYpPHBIX moApasfeneHuid MUHHCTEpCTBA HECYT
IEPCOHANBHYI0 OTBETCTBEHHOCTh 3a BBIONHeHWe TpeOoBanui MHCTpykiun
U COXPAHHOCTH HaXOJIINXCS Y HUX JOKYMEHTOB.

12. B ciay4ae yTparhbl 3aperdCTpUpOBaHHOIO AOKYMEHTa pabOTHUK 00s3aH
HE3aMeIIUTEIHHO JOJIOXKHATH 00 3TOM PYKOBOIUTENIO CTPYKTYPHOIO NOJpa3elIeHUs
MunucrepctBa. PykoBoauTenb CTPYKTypHOro IiofgpasfeneHus MuHuUcCTepcTBa
HazHayaeT ciryxeOHoe paccinefoBaHMe, O pe3yJbTaTaX KOTOPOIO B HEJICIBHBIA CPOK
uHGOPMUpPYET  KYpHUpPYIOLIEro  3aMecTHTeNs MuHHMCTpa H  CTPYKTYpHOE
nojpazenenne MUHHCTEPCTBA 110 BONpocaM AEIONPOU3BOICTBA.

13. BHOBb IpWHATHIX pabOTHUKOB pYKOBOIOUTENH  CTPYKTYPHBIX
nojpasieJieHuit 00s3aHH B TEYEHHE TpeX JHed O3HaKOMHTh C HacTOALIEeH
WHcTpyknuel, a TakKe C JIOKaNbHBIMM HOPMAaTUBHO-NIPABOBLIMH  aKTaMH
MuHHRCTEepCTBA N0 BeIeHHUIO AeNIONPOU3BOJICTBA 110 OOpallieHUAM I'paXKAaH.

14. Paboratek ¢ JOKyMEHTaM{, NHOCTYDMBIIMMUA B MMHHHUCTEPCTBO, BHE
CIIy>keOHBIX IIOMEIIEHUH X BHOCUTH B HUX HUCIIpaBIeHHs 3allpelaeTcs.

15. Conepxxanue ciykeOHBIX AOKYMEHTOB HE IIOJUIEKHT pasriallleHHIo.
Vicronp30BaHuE CBEACHUM, COIEPXKAIIUXCS B 3THX JOKYMEHTaX, B IeYaTH U JPYrHX
CpeIcTBax MaccoBOM MH(poOpMalMu He AONycKaeTcs, Nepefada JOKYMEHTOB WIH X
KOMHH paboTHUKAM APYTHX OpraHu3alliil JOIIyCKaeTcs ¢ paspeluenus MUHUCTpa.

16. C copepxaHuMeM IIOATOTOBIEHHBIX B MUHHCTEPCTBE IIPOEKTOB
HOPMAaTHUBHEIX IPABOBBIX aKTOB MOIYT OBITH O3HAKOMIEHB! TOJIBKO JIMIIA, UMEIOIIHE

OTHOILIEHUE K UX UCIOJIHEHHIO.
17. B3aumopeiicTBre cO CpeicTBaMH MaccOBOM MH(pOpMALMH U Iepenada
UM cIIy>ke0HOHM HH(pOpMalUK OCYIIEeCTBIAETCA 0 pa3pelleHnio MuHKCTpA.




18. Tlopsmok BemeHWsl [eNONPOM3BOJACTBA, KOTOPBIH  CONEPXKMT
MHQOPMALIMIO C OrPaHMYEHHBIM JOCTYIIOM, M AEIONPOU3BOACTBA MO obpaleHusM
rpakiad oIpeeNnseTcs CelalbHEIMA HOPMAaTHBHBIMH aKTaMH.

19. PaboTHukH MUHHCTEPCTBA HECYT II€PCOHATBHYIO OTBETCTBEHHOCTD
3a cobmopenune TpeGopaHuil HacTosAmeH MHCTPYKIMH, COXPAHHOCTh HAXOLAMHAXCS
y HMX IOKYMEHTOB M HepasIWallleHHe CofepXamieiics B HUX CIyXeOHOH
HHbOpMAITUH.

2. IOKYMEHTHPOBAHHNE YIPABJEHUYECKON HHOOPMALIMH.

2.1. OcHogHble nonamus

2.1.1. B Hacrosmeil HMHCTpYKUHWK HCIIONB3YIOTCA CIENyIOIHe OCHOBHBIC
IOHSTHSA:

«IOKYMEHTHpOBaHUEeY - QUKcalysa MHQOpMAalMi Ha MaTEpHAIBHBIX HOCHUTEIIX
B YCTAHOBJIEHHOM ITOPSJIKE;

«HOKYMEHTOOOOpOT» - IBIXEHHE JOKYMEHTOB ¢ MOMEHTa MX CO3JaHus WIH
IOJYYEHHS IO 3aBEPIIEHHs. UCTIOJHEHNs], IOMEIeH s B eJI0 U (W) OTIIPaBKH;

«IOKYMEHT» - JOKYMEHT, CO3JaHHBIM roCyJapCTBEHHBIM OpPraHOM, OpPraHoM
MECTHOTO CaMOYIIPABIEeHHs, FOPUINIECKAM MK (GH3HYECKAM JIULOM, OQOPMICHHEIH
B YCTAHOBJIEHHOM IOPSAKE U BKIIOUEHHSIH B IOKyMEHTOO00pOT MHHHCTEPCTBY;

«KOIHMsi  JOKyMEHTa» - HOKYMEHT, IIOJHOCTBIO  BOCIIPOHM3BOMSIIHIL
WHGOPMALIMIO IIOJVTHHHAKA AOKYMEHTAa M €ro BHEIIHWe NPU3HaKH, He HMEIOIIMH
IOPUAMYECKOH CHIIBI,

KHONJIMHHMK JOKYMEHTa» - IEePBBIH MM €QWHCTBEHHBIH OSK3eMIUIIP
JOKYMEHTA,

«PEKBU3UT JOKYMEHTa» - 00s3aTeIHBIH 37eMEeHT OQOPMIIeHHS IOKYMEHTa;

«perucTpanysi JOKyMeHTa» - IPHUCBOEHHE HOKYMEHTY pPeTrHCTPalMOHHOTO
HOMEpa M 3aIUCh B YCTAaHOBIEHHOM IIOpAKe CBEICHUH O JOKYMEHTE;

«J1eJIOPOU3BOICTBO» -  HeATeNBHOCTh,  obecrevnBaromas  CO3JaHMeE
oUIMANBHEIX JTOKYMEHTOB i OpTaHH3allMIo paboThl ¢ HUMA B MHHHCTEPCTBE;

«JeJI0» - COBOKYIIHOCTH NOKYMEHTOB MM OTHEIBHBIH JOKYMEHT, OTHOCAIIHECS
K OJHOMY BOIIPOCY HIIH y4acTKy JesTeNbHOCTH MUHHUCTEepCTBa;

«HOMEHKJIaTypa Jei» - CHCTEMaTH3MPOBaHHEIN IepeYeHb HAMMEHOBAaHUH T,
bopMupyeMsIXx B MUHHUCTEPCTBE, C yKa3aHHEM CPOKOB UX XPaHEHHS,

«OKCIEePTH3a LIEHHOCTH NOKYMEHTOB» - H3y4YeHHE JJOKYMEHTOB Ha OCHOBaHUH
KPUTEPHEB HX IIEHHOCTH B ILIEIAX ONpeleNeHHs CPOKOB XPaHEHHA AOKYMEHTOB
1 oT6Opa MX I BKIIFOYEHHS B cOCTaB ApXHBHOTro ¢onna Pecirybnuku Kpbim;

«INEKTPOHHBIM  JOKyMEHT» -  JOOKYMEHTHpOBaHHas  HHbopMaius,
NpelncTaBiieHHass B OJIEKTPOHHOH ¢opMe, TO eCTh B BHAE, IPUTOMHOM JULT
BOCHPHATHS YEJIOBEKOM C HCIIOJB30BAHUEM 3JIEKTPOHHBIX BBIMHCIIUTEIBHBIX MAIlIVH,
a TaKKe MANA Iepefadyd 0 HHQPOPMALMOHHO-KOMMYHHKAIIMOHHBIM CETAM HIIH
06paboTKy B HHGOPMAaLIMOHHEIX CHCTEMAX;

«BIIEKTPOHHOE CcoobIIeHne» - HHQOpMallsd, IepefaHHas HIH ITOoNy4eHHad
TI0JIB30BAaTEIEM HHPOPMAITMOHHO-TEIEKOMMYHHKAIIMOHHON CeTH;




«INEKTPOHHAS IONIIMCE» - HHOpMAalUs B 3IEKTPOHHOH (opme, KoTopasd
IpHCcOeqUHeHa K ApYyrod HHOGOPMAIMH B 3IEKTPOHHOM (opme (MOAMUCHIBaEMOH
HH(pOPMAalMH) WIM HHBIM 00pa3oM CBsi3aHa C Takod HMHGOpManueld H KoTopas
UCIIONB3YeTCA 1 ONpEAesIeHHs JINIA, TOIIUCHBAIOIEro HH(POPMALMIO;

«OJIIEKTPOHHBI 00pa3 [HOKyMEHTa» - D3JIeKTpOHHas KOIHA [IOKYyMEHTa,
H3TOTOBJIEHHOT'O Ha OYMa)KHOM HOCHTEIIE;

«CKaHMpOBAHKE TOKYMEHTay - IOJy4eHHe 3JIEKTPOHHOIo 06pa3a TOKyMEHTa,

«CHUCTEMA 3JIEKTPOHHOTO JOKYMEHT0000poTa» - WH(OPMALMOHHAS CHCTEMA,
obecnieyuBaromas c6op IOKyMEHTOB (BKJIIOYEHHE IOKYMEHTOB B CHCTEMY), HX
06paboTKy, ynpaBleHHe JOKYMEHTaMH 1 JOCTYII K HAM;

«BNIEKTPOHHBIM JTOKYMEHTOOOOpPOT» - NOKYMEHTOOOOPOT C IPHUMEHEHUEM
HHGOPMAITUOHHON CHCTEMEL;

«aBTOP IOKYMEHTa» - (HU3WYeCKoe WM IOPHIMYECKOe JHIO, CO3JaBIlee
JOKYMEHT;

«BUJl TOKYMEHTa» - NMPHUHAJJIEXKHOCTh NOKYMEHTa K ONpEAENIeHHOM IpyIe
JOKYMEHTOB I10 TIpU3HAKAM COZEPXaHMs U LeJIeBOT0 Ha3HAYECHMUS;

«odopmiieHre IOKYMEHTa» - IPOCTaBIeHHE HEOOXOMUMBIX PEKBU3UTOB
JOKYMEHTa, yCTAHOBJICHHBIX IpaBATaMU JOKYMEHTHUPOBAHU;

«OIaHK JOKyMEHTa» - Ha0op pPeKBH3WUTOB, WICHTUGUIUPYIOWIMX aBTOpa
Oo(QHIHAIEHOIO MUCHbMEHHOTO TOKYMEHTA;

«3aBepeHHAas KONMS» - KOIHA [OKYMEHTa, Ha KOTOpOM B COOTBETCTBHH
C YCTAaHOBIIEHHBIM IOPAAKOM IIPOCTAaBISIOTCA  HEOOXOAMMBIE  PEKBH3UTHI,
[pUaaroye el IOpUIUIECKYHo CHILY;

CIODHIHYECKAs CHJIa JOKYMEHTa» - CBOWCTBO O(QUIMANbHOIO JOKYMEHTa,
coolIaeMoe eMy AeHCTBYIOIMM 3aKOHOJIATEeIbCTBOM, KOMIETEHIMEH H3[aBILIEro
ero OpraHa ¥ yCTaHOBJIECHHBIM HOPSIKOM O(POPMIICHHUS;

«yHUHUIHpOBaHHAs ¢opMa JTOKyMEHTa» - COBOKYITHOCTh PEKBHU3UTOB
K THIIOBBIX (ParMeHTOB TeKCTa HOKYMEHTa, YCTAaHOBJICHHBIX B COOTBEICTBHHU
C pelmraeMbIMH B JaHHOH cdepe HeATeNBbHOCTH 3afadyaMH M  PAacIOJOXEHHBIX
B OIIPEICIICHHOM IOPSAKEe Ha HOCUTeNle HHPOpMAaIiH;

«006beM JOKYMEHTOOOOpOTa» - KOIHYECTBO JOKYMEHTOB, MOCTYIMBIIKX
B MUHHCTEPCTBO U CO3/IaHHBIX UM 3a OIpeleIeHHBIH IepHO.

2.1.2. aple = WOHATHSA,  HCHONB3yeMBIe B  Hactosuwx  IIpaBunax,
COOTBETCTBYIOT IIOHATHSIM, OIpelelNeHHbIM B 3aKoHoHatelscTBe PoccHilcKon
Depnepanum.

2.2. Obugue mpebosanusn K CO30QHUI0 OOKYMEHMOE

2.2.1. JloxymMeHTHpOBaHHE YIpaBIeHUYECKOH HHPOpMaUM  3aKiIrovyaercs
B CO3/JaHHH JOKYMEHTOB, B KOTOPHIX QHKcHpyeTcs ¢ COOJIIOIeHHeM yCTaHOBICHHBIX
npaBus HHGOpMaLiHs 00 yIIpaBIeHUYECKUX AeHCTBUX.

2.2.2.Ilpao Ha co3JaHUEe, IIOAIIUCAHHE, COIJIACOBAaHUE, YTBEPXKICHUE
JOKYMEHTOB OIpedeNsieTcs HOPMAaTUBHBIMM MpPaBOBBIMH akTamMu Poccuiickoi




Qenepanuu 1 Pecriy6nuxu Kpeiv, ITonoxxenneM o MHUHHCTEPCTBE, MOJIOKEHUIMU
O CTPYKTYPHBIX I10/ipasfeneHuaX MUHUCTEPCTBA U JOJDKHOCTHBIMY perjlaMeHTaMH.

2.23.B  MuHuCTepcTBE  ONpenensieTcss  COBOKYIHOCTH  JOKYMEHTOB,
IPEeIyCMOTPEHHBEIX HOMEHKJIATypOH [Hej, HeOOXOOWUMBIX W JOCTATOYHBIX IS
IOKyMEHTMPOBaHUS HHGOpMAIIK 00 ero AesSTeIbHOCTH.

2.2.4.Ilo BompocaM, KOTOpBIE IpPEACTABISIOT  B3aUMHBIM  HHTEpEC
U OpHHAINIEXAT K KOMIICTEHIINH Pa3HbIX OPraHOB, UM CTPYKTYPHBIX NOMpa3/IeIeHAH
MOTYT CO3J]aBaThCa OOIIHe JOKYMEHTEI.

2.2.5. Beibop BHAa NOKYMEHTa, IIpeAHA3HAYEHHOrO IS JOKYMEHTHPOBAaHMS
ynpasieH4YecKoll HHpopManuu (TpHKa3, pelleHHe, [IPOTOKON ¥ TOMY MomobHoE),
IPEIONPENENIAETCS MPAaBOBEIM CTAaTyCOM OpraHa, CTPYKTYPHOrO MOJApa3aesieHus,
KOMIIETEHI(MEH JOJDKHOCTHOTO JIMIA Y IOPSAKOM IIPHHATHS YIIPABIEHYECKOTO
pemieHys (Ha OCHOBAaHUH €JMHOHAYAIMS HIIH KOJUIETHATIBHOCTH).

2.2.6. Knacchl  ynpaBieHYEeCKOM JOKYMEHTAllMHM OIpEeNesiOTCS COTJIACHO

Obmepoccuiickomy KJIaCCH(HKATOPY yTpaBlIeHYeCKOH JOKYMEHTalHH
(manee — OKY ).

OnHMM M3 KJIacCOB YNpaBIEHYECKOW NTOKYMEHTAIlMH, KOoTopas ofecrnednBaeT
OpraHMU3alHxIo IIPOIECCOB yIpaBieHUs, SBJISIETCSA OpraHU3alOHHO-

pacnopsauTeNbHas JOKYMEeHTalus. PeKBU3UTEI OpraHU3aiiiOHHO-PacopIIUTeNBEHOM
JOKYMEHTAIUU U IOpsoK ux pacnonoxeHus omnpeaensiorcs ['OCT P 7.0.97-2016
«YHHOHULIUPOBaHHAs CHCTEMa OpraHU3alMOHHO-PACIIOPSAUTENBHON HOKYMEHTAIHH.
TpeboBanus x opopmieHno foKyMeHToB» (nanee — TOCT P 7.0.97-2016).

2.2.7. JIOKyMeHT OJDKEH COAEpXaTh oOs3aTenbHBIe MU ONPENENeHHOrO ero
BUJa PEKBHU3MTHI, KOTOPhIE Pa3MEIArOTCs B YCTAHOBJICHHOM IOpSJIKe, a UMEHHO:
HalMEHOBaHHE YYPEXJCHHUA — aBTOpa JOKYMEHTA, Ha3BaHWe BUAA JOKyMeHTa (KpoMe
IHCEM), JaTy, PerMCTPallHOHHBIH HMHAEKC NOKYMEHTa, 3arjiaBue K TEKCTY, TEKCT,
I1O/ITUCE.

2.2.8.Ilpn noaroroBke M OQOPMIECHHH JOKYMEHTOB MOTYT IPHMEHATHCS
He TOJIbKO 00s3aTeNbHBIe, HO U APYTHE PEKBH3MUTHI, €CIM 3TO OTBEYAET HA3HAYECHHIO
JOKYMEHTA MM CIIOoco0y ero oTpaboTKu.

2.2.9. C uenbo nosblLeHU 3Q(PEKTUBHOCTH U OIEPATHBHOCTH OpraHW3alliu
paboTel ¢ HAOKYMEHTaMH OJWHAKOBBIE II0 COAEPIKAHUIO JOKYMEHTHI MOTYT OBITH
YHHU(DHIIIPOBaHB! ITyTeM pa3paboTKu TpadapeTHBIX TEKCTOB, KOTOPhIE BKIHOYAKOTCS
B cOOpHUK (an660M) YHHQHUIIUPOBAHHBIX (THIIOBBIX) (GOPM JOKYMEHTOB.

2.2.10. MUHHCTEPCTBO OCYIIECTBIIAET AETONPOU3BOACTBO HA PYCCKOM S3BIKE.

2.2.11. OdopmireHre NOKYMEHTOB, KOTOPHIE M3TOTABIMBAIOTCA C IOMOIIBIO
MEYaTHBIX CPEICTB, OCYIIECTBIETCS B COOTBETCTBHU C TPeOOBAHHSAMH COITIACHO
IpunokeHuro 1 K Hactosmedt MHcTpyknun.

2.2.12. OtpenpHble BHYTPEHHUE JOKYMEHTHI (3asBiIEHUS, OOBIACHUTEILHBIE
U [JOKIaJHble 3allMCKH M TOMY IOZ0OHOE), aBTOpaMHU KOTOPBIX SBISIOTCA
JOJDKHOCTHBIE M JIpyrue (QHU3MYEcKHe JIUIa, paspemaercs oQopMIsATh PyKOIIHCHEIM
cnocoboM.




2.3. Bnanxu 00KymeHmos

2.3.1. OpraHu3allMOHHO-PACIIOPAUTEIbHEIE TOKYMEHTHl OGOPMIIIOTCS Ha
OnmaHKaX, KOTOpblE H3TOTaBIMBAIOTCS B COOTBETCTBHH C  TpeOOBaHHAMHU
ITocranosnenus CoBera MUHHCTPOB Pecirybiuku Kpeim ot 31.07.2014 Ne 235 «O6
YyTBEPKAEHUN TpeboBaHUH K oGOpMIEHUIO OJAaHKOB HCIIOJHHUTENHHBEIX OpPraHoB
roCcyJlapcTBeHHOH  Binactd  Pecnybmuku  Kpeim, ¢dacamgHBIX  BEIBECOK
1 MHGOPMALMOHHEIX TabIiyeK Ha afIMHHHCTPATHBHBIX 3MAHUIXY.

2.3.2. B MUHHCTEPCTBE UCIONB3YIOT CIeNYIOIHe OJIaHKH JOKYMEHTOB:

6manK s nuceM (npunoxenue 2 Hactosuel MHCTpyKIum);

6IaHKH JOKYMEHTOB CTPYKTYPHBIX IOJpa3leeHud Wik OJaHK¥ HOKYMEHTOB
JO/DKHOCTHOTO JIMIla B TOM cCiydae, KOIZla pPYKOBOAMTENh CTPYKTYPHOI'O
IToJ(pa3ieIeHus MM AO/DKHOCTHOE JIMIIO KMMEIOT NpaBO MOAMUCHIBATH NOKYMEHTHI
B IIpefieNiaX UX NOJHOMOYMH (TIpuinoxeHue 3 K HacTosmeid HCTpYKIH).

6maHk npukasa (puioxeHne 4 x HacTosmed MHCTpyKuun);

OnaHK pacnopspKeHus (IpUnoxeHue S K HacTosel HCTpyKIun ),

2.3.3. IIpoHymMepoBaHHbIe OJIaHKU MOJIekKAT 0053aTEIIbHOMY YUETY.

IlopsnkoBble HOMepa NPOCTABISIOTCS HyMEPaTOpoOM Ha OOpaTHOM CTOpOHe
OnaHka.

brankn  BBIIAIOTCS  OTBETCTBEHHBIM 32  JIEJIONPOM3BOACTBO  JIHIAM
COOTBETCTBYIOLIMX CTPYKTYPHBIX I[IOApa3iefleHuii MUHHUCTepcTBa IO pacIUCKy
B xypHaime. OIHOBPEMEHHO C IIOJydYeHHEM OJaHKOB IIPEACTABIAIOTCS OTYeT 00
UCNOJIF30BAHHBIX  OJlaHKaX, BbBIIAHHBIX  COOTBETCTBYIOUIMM  CTPYKTYpPHBIM
[oJipa3desIeHUsIM paHee, U UCIIOpUYeHHBIe OJIaHKH.

Hicriopyennsle 61aHKH NPEABIBIAIOTCS UCIOIHUTEIEM OTBETCTBEHHOMY JIHILY
CTPYKTYPHOr0o nonpasjeneHuss MuHHCTEpcTBA 1O BOIIPOCaM JeNIONPOU3BOACTBRA
H YHHYTOXXAIOTCS, O YeM B JKypHaJIe [[E1aeTCsl COOTBETCTBYIOLIAA OTMETKA.

2.3.4. BaytpeHHue OOKyMeHTHl (3asgBieHusi paboTHHKOB, CnyxeGHBIE
H JOKIAJHBIE 3alUCKH, CIPaBKH M TOMY IONOOHOE) M JOKYMEHTHI, KOTOpHIE
CO3/1al0TCA OT MMEHH HECKOJIBKUX OpPraHOB, OOPMIISIOTCS He Ha O/IaHKax.

2.4. Odpopmnenue pekeusumos 00Kymenmoe

2.4.1. Bo BpeMs IIOATOTOBKY OpPraHU3alHOHHO-PACTIOPS IUTEIIBHBIX
DOKYMEHTOB pabOTHMKM MuHHCTEpcTBa OQOPMISIOT HX C YYETOM TpeGOBaHMM
I'OCT P 7.0.97-2016.

2.4.2. HauMeHOBaHME BHMJOB JIOKYMEHTOB (IIpHMKa3, paclopspKeHue, W T.IL.)
NOJKHO COOTBETCTBOBATE BUAM IOKYMEHTOB, IIpely CMOTPEHHBIM
ObmepoccuiickoMy KnaccH$HKaTOpy yrpapieHdeckoi mokymenTtanun (OKV II).

2.4.3. Kaxnpld BHI JOKYMeHTa (IIpWKa3, NHUCBMO, akKT H T.O.) HMEET
ONMpeJIeNICHHBIA HAabOp pEeKBU3UTOB. PacroiioXeHHe pPEKBU3WTOB Ha JOKYMEHTE
U IpaBUia MX O(OpMIIEHHs MOKHBI COOTBETCTBOBATE TPEOOBAHHUAM ACHCTBYIOMINX

HOPDMAaTHUBHEIX aKTOB.




PexBU3UTaMM IOKYMEHTOB, CO3JaBacMBIX B IIpollecce HeATeNbHOCTH
MuHnucTepcTBa ABIAFOTCS:

- I'ept;

- OMbneMa ;

- CripaBo4HbIe JaHHBIE 0 MUHHCTEPCTBE;

- JaTa JOKyMeHTa,

-~ PETHCTPAMOHHBIN HHAECKC TOKYMEHTa,

- CCBIIIKA Ha UCXOJAILMI HOMED M ATy JOKYMEHTa aJpeCcanTa;

- TEKCT IOKYMEHTa;

- MECTO COCTaBJICHM (M3JaHUs) IOKYMEHTA,;

- rpu¢ OTpaHHYEHUS JOCTYIIA,

- ajipecar;

~ I'pH( yTBEPXKJIEHUS TOKYMEHTa,;

- PE30JIIOLHS;

- 3ar'0JIOBOK K TEKCTY JOKYMEHTa;

- OTMETKa O KOHTpOJIe IOKYMEHTa;

- TEKCT JOKYMEHTA;

- OTMETKA O HAIMYUHU TIPUIOKEHUH;

- TIOJIIUCE;

- BH3Bl U I'pH( COrNIacoOBaHuUs;

- OTTHUCK IIeYaTH;

- OTMETKAa O 3aBEPEHUU KOIIMH JTOKYMEHTA,

- OTMETKA 00 UCIIOJIHUTEITE;

- OTMETKa 00 HCIIOJIHEHHH JOKYMEHTA;

- OTMETKA O IOCTYIUICHUH JIOKYMEHT4,;

CocTaB peKBU3HTOB JOKYMEHTA ONPEAEIISETCS €ro BHIOM M Ha3HAYSHHEM.

2.4.1. lama ookymenma

Jatoii HOKyMeHTa SBISETCS COOTBETCTBEHHO JlaTa ero IIOJNMCaHHs,
(YTBEp)KHEHHs) JOKyMEHTa I JaTe COOBITUS, 3a(QHKCHPOBAHHOIO B JOKYMEHTE.
JOKyMeHTBI, U3laHHble HByMsA WM Goliee OpraHH3aUMsMM, JOKHBI HMETh ONHY
(enunyio) nary.

Hara TOKyMEHTa 3alliChIBAaeTCA B MTOCIEA0BATENBHOCTH: JIeHb MECSIA, MECIII,
roJl OAHUM M3 IBYX CIIOCODOOB:

apabCKUMHU HUGpamMH, pa3ieleHHbIMH TOUKOM; 05.06.2018;

CIIOBECHO-IIU(POBEIM crlocoO0M, HanpuMep: 5 uroHs 2018 r.

B TexcTax HOPMATHBHEIX IPaBOBBIX aKTOB M CChUIKAX HA HUX M JOKyMEHTaXx,
KOTOPBIE COJCP)KAaT CBENECHUS (PHHAHCOBOTO XapaKTepa, IPUMEHSIETCS CIIOBECHO-
L1 poBoH crocob ykasaHHs JaT ¢ IPOCTaBIeHHEM HyJs B 0003HAYEHHMH HS MECSIA,
€CIIM OH COHEPXHT OAHy uubpy, HampuMmep: 2 ampens 2018 roma. Ilozpomsercs
YNOTPEOIATh CIOBO «TOI» B COKPAIICHHOM BapHaHTE «I», HalpuMmep: 3 uroHs 2018

T.




Ecnu noxymeHT coctaBiieH He Ha 6NaHKe, JaTa yKa3BIBAETCS, HIDKE IIOAIACH
caesa. [lata JOKYMeHTa TIPOCTAaBISETCS MOJDKHOCTHBIM JTHIIOM, KOTOpOE €ero
TOATUCHIBAET MIIH YTBEPXKIaeT.

Ob6s3aTenbHOMY DATHPOBaHMIO M MONINHCAHHMIO TMOMIEKAT BCE CcllyxeOHbIe
OTMETKM Ha JOKYMEHTaX, CBS3dHHBIE C HX MOPOXOKICHHEM M BHIIOJHEHUEM
(PesoiiouMH, COTNIACOBaHMS, BHU3B, OTMETKH O  BBIIOIHCHUU JOKyMeHTa
M HAlpaBJIEHHUH €Tro B JeJI0).

Ha noxymente, BHIaHHOM [Byms WM Gosee YUpeKIEHHAMH, YKa3BIBAETCS
OJlHA 1aTa, KOTOpasl OTBEYaeT JiaTe NocIeaHeH IOIMHCH.

2.4.2. Pezucmpayuonnsiii undexc 00Kymenmoe

Unnekcauuss JOKYMEHTOB 3aKiIOYaeTCss B IIPHCBOCHUH HM YCIIOBHBIX
0003HAYEHNI — MHIEKCOB, KOTOPHIE NPHUCBAWBAIOTCS JIOKyMEHTaM BO BpeMS HX
perucTpauuy. Peructpanms nokyMeHTa [POBOIMTCS IOCHE €ro MOMMMCAHUS
Y YTBEPXKICHHS.

Perucrpanuonnsiit MHIEKC COCTOMT M3 HOPAIKOBOIO HOMEpa JOKyMeHTa
B TIpeeNax TPYINIbl NOKYMEHTOB, KOTODEIE PErHCTPHPYIOTCA, M HOMOJHIETCS
HHJICKCaMU, KOTOphIE€ NPUMEHSIOTCS B MUHHCTEPCTBE, B YaCTHOCTH MHIEKCAMH IIO
HOMEHKJIAType Jel.

CocTaBHEle YacTH PerHCTPALMOHHOTO MHAEKCA OTAENSIOTCS ONHA OT ApyTroi
NPaBOCTOPOHHEH HAKIOHHON 4epToi. [loce0BaTeNFHOCTE HAMMCAHMSI COCTABHEIX
JacTeH PErHCTPAlMOHHOTO HHIEKCA MOXKET M3MEHATHCH B 3aBHCHMOCTH OT TOTO,
KaKOH TOKYMEHT PErHCTPUPYETCsl, TOCTYIAIONIMI MIIH CO3/IaHHbLH B MuHucrepctee.

Jns mocTynarmmx JOKYMEHTOB pEerHCTPALHOHHBIN HHIEKC COCTOHT W3
TIOpA/IKOBOro HOM€pa M HMHJEKCAa N0 HOMEHKIAType IeNl WIM APYroro HHIEKca,
KOTOpBIH INpuMeHsercss B MuHucTepcTBe, Hampumep: 845/01-11, rme 845 —
NOpANKOBBIH HoMep, 01-11 — uHAeKc Jerra 10 HOMeHKIATYpe.

Y OTNpaBnseMOro HOKyMEHTa pPerHCTPALHOHHEI HHIEKC pasMeluaercs
B 00paTHO#t IIOCIIENOBATENHPHOCTH — MHAEKC IO HOMEHKJIaType el (B ciydae
HEOOXOAMMOCTH MOXET yKa3hIBATECA Takke APYroi MHIeKc, KOTOPBIH NMpUMeEHsIETCS
B MUHHCTEPCTBE) U [OPSAIKOBBIA HOMep, Hanmpumep: 02-13/258, rae 02-13 — HHJIEKC
Aelia 110 HOMEHKJIaType, 258 — MOpsAAKOBEIA HOMeEP.

C nesnsio pasnuyus rpynn J0KyMEHTOB K PETHCTPAHOHHOMY MHAEKCY MOXKET
HO0aBIATECA OTMETKa, KOTOPas COCTOMUT M3 Oyxs, Hanpumep: 120/01-15 JCII, rae
ACII npumensercs a1 0GO3HAYEHHsS HOKYMEHTOB C rpudoM «lng ciayxxebHOro
I10JIb30BAHUS.

Ecnu moxymeHT moAroTosneH gByms min 6oinee OpraHaMH, perucTPaMOHHbIH
MHJIEKC BKIIIOYACT MHIEKCHl KaXJOTO M3 STHX OPraHOB, KOTOPHIE HPOCTABIIOTCS
HCpe3 NpaBOCTOPOHHIOIO HAKIIOHHYIO YepTy B IOCIENOBATENLHOCTH, B KOTODPOM
AOKYMEHT IIONNHCAaH €ro aBTOpamH, Hampumep: 41/68 — s obmux
PaclopAIUTENBHBIX NOKYMEHTOB Wik 03-14/450/01-11/208 — ny1s o61mMX mUceM.

Mecto pacmonoxeHus perucTpalHOHHOTO MHAEKCA Ha JIOKyMEHTE 3aBHCHT
OT BHJa OnaHKa U BUIa JOKYMEHTA.
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B cmydae npuMeHeHMS aBTOMATH3HPOBAHHON — CHCTEMbI pervcrpanuy
AOKYMEHTOB MOXCT HCIONB30BaTh INTPUX-KOA. JIJI OTHpaBISEMBIX NOKyMEHTOB
IUTPAX-KOA BKIIOYAET PErUCTPALMOHHBIN HHIEKC U ATy JIOKYMEHTA.

2.4.3. Ccbinka na pezucmpayuonnstii undexc u oamy

Ilﬂﬂ OTHPABJIAEMBIX NOKYMEHTOB CCBUIKA Ha per I/IC’I'paIII/IOHHHﬁ HHACKC U OaTy
AOKYMEHTa BKJIIOYaeT B ceds pCFHCTpaHHOHHLIf;I HHACEKC U JaTy TOro JAOKYMCHTa, Ha
KOTOpBIfI JaeTcsi OTBET. JTOT DPEKBH3HT SIBIAETCS 00S3aTeIbHBIM H pacriojaraercs
HHXXC WY Ha YpOBHE PETHCTPALMOHHOTO HHJEKCA B CIEUAIBHO OTBCOCHHOM MECTE
Ha O6J1aHKe WIH B COACPXKaHHUH HJOKYMEHTA.

2.4.4. Mecmo cocmaenenus unu uzdanus O0OKymMenma

CBeleHHS O MeCTe COCTaBIEHMS WM W3JAHMS OTMEYaroTcs Ha  BCex
JOKYMEHTax, KpoMe ITHCEM.

2.4.5. I'pug ozpanuuenus docmyna

I'pud) orpanmyenns noctyna x gokymenty («Zs CIIy’K€OHOI'O ITONB30BaAHHS»,
«CexperHo», «CoBepireHHO CEKPETHO») O(OpPMISIETCI B  COOTBETCTBHH
C COOTBCTCTBYIOIIMMH HOPMATHBHBEIMH IIPABOBBIMH aKTAMHM M PaclONaraeTca B
IPAaBOH 4YaCTH BEPXHErO IOJA JOKYMEHTA BEIIE PEeKBH3NTA «Appecat» mwiu «'pud
YTBEPXKAEHHUA,

2.4.6. Aopecam

HOoKyMeHTBI anpecyloTcs opray, ero CTPYKTYPHBEIM IOApa3JeIeHHAM WU
KOHKpETHOMY JOJDKHOCTHOMY JIMIy. B ciyyae agpecoBaHMs DOKyMeHTa OpraHy Wim
Cro  CTPYKTYPHBIM IIOApasfieNeHHsM 6e3 yKa3aHHsA JOJDKHOCTHOLO JIMIA MX
HaNMEHOBAHWS IPUBOAATCA B UMEHUTENBHOM ITafie)e, HanpuMep:
T'ocypapcrsennas Jyma ®eaepannuoro Cobpanus Poccniickoii ®enepanuu
KoMHTET o Tpyay H cOMHATBHOM MOJIHTHIE

Ecnu loxyMeHT HampaBnsteTcs AOCJDKHOCTHOMY JIMIlYy, HAUMEHOBAHUE OpraHa
H €ro CIPYKTYpDHOIO IOApasieleHUs IPHUBOIATCS B MMEHUTEIBLHOM najnexe,
a IOIDKHOCTD M (DaMHIIKA ajipecaTa — B JATENLHOM, IIPH 3TOM MHUIAANE! YKa3bIBAIOT
nepen Gpammreii, HanpuMep:

DeaepanHOE apXHBHOE aT€HTCTBO
Ynpag/ieHse Opranu3anny apXUBHBIX YCAYT
HavanbHuKy ynpasiaenus

Pamuans 1.0.
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Ilepen  Qamumuelt MODKHOCTHOTO JMIA — JONYCKAeTcs ynoTpebsaTs
COKpAIUCHHE «TI-HY» (TOCIIOIMUHY), €CIH aJpecaT MyXYHHA, MM «T-kKe» (TOCIoxe),
€CJIM aZpecaT KeHIIHHA.

r-uy ®amuausa U.0.
r-sxke ®amunaus U.0.

B cnydyae, xorma NOKYMEHT aipecyeTcss DyKOBOAHTENIO OpTaHa MM €ro
3aMECTUTENI0, HAHMEHOBaHME OpraHa BXOJAUT B COCTAB HAMMEHOBAHHUS HOKHOCTH
ajipecara, KOTOpOe IPHBOJMTCS B aTeIbHOM IIaJiexe, HallpuMep:

IIpencenarenio I'ocynapereennoii ymol
Degepansnoro CoGpanus

Poccuiickoii @®egepaunn

Pamuansa U.0.

Ecnn  nOKyMeHT afpecyeTcsi pYKOBOAMTENAM HECKOJIBKHX OZIHOPOIHBIX
OpraHOB, TO UX CIEAYET yKas3hIBaTh 0000ILEHHO, HALPHMED:

PyxoBoauTessiM HCNOTHHTENLHBIX OPraHOB
rocyaapcTBeHHoii BiacTu Pecny0Oaukn
Kpbim

JIOKyMEeHT He NOJDKEH HMeTh Oojiee deThIpex aapecaToB. CIIOBO «KOIIHS»
[CpeA  HAaMMEHOBAHMEM  BTOPOTO, TPETBErO, UETBEPTOTO  a[pecatoB  He
npocTapjsieTcs. B ciyyae HanpasneHus fokyMeHTa Goiee 4eM YeTHIpEM afpecaTaM,
COCTaBIISICTCS CIMCOK Ha pPACCBUIKY C YKa3aHHEM Ha KaXIOM JIOKYMEHTE TOIBKO
OJIHOTO aJipecaTa MiTH aJpecar opopMIIsteTcs 0600IIeHo.

Ecmu  cnyxebHOe mHCbMO aipecyeTcs OpraHM3aldH, He BXOISIIEH
B YTBEPXKAEHHBIH YKa3aTeNb PACCHUIKH, WM (QU3HYECKOMY JIUILY, TO CHAYANA CIeyeT
yKasplBaThb IIOJIHO€ MM KpaTKOe HaWMEHOBAaHWE OpPraHW3aldM W pPEeKBU3HMTEI
AOJDKHOCTH — JUIS IOPHAWYECKMX JHUI (QaMUmusi, UMsd, OTYECTBO WM HHHUITHAILI
9aCTHOTO JIMLA), & 3aTeM — MOYTOBHIH aJpec, KOTOPHIM IedaTaeTcs B ClIEAyIOLIeil
IIOCJIE0BATENBHOCTH:

Ha3BaHHE YJIHIIbI, HOMEDP I0Ma, HOMEP KBapTHPEL;

Ha3BaHHE HACEJICHHOIO IIYHKTa (TOpo/ia, OCeNKa U T.I1.);

Ha3BaHHWe pailoHa;

Ha3BaHHME pecIryONuKY, Kpast, 061acTh, aBTOHOMHOIO OKpyTa (061acTH);

MMOYTOBBIHM HHIEKC.

Ilpu anpecoBannu nokyMeHTa (H3MYECKOMY JHIlY BHAadaie YKa3bIBaIOTCS
amMunKa ¥ MHUIMAB! T0JTyYaTeNs, 3aTeM ITOYTOBBIM agpec, HalpuMep:

O6pasuosy O.I1.
yi. SI6noukosa, 1.8, kB.15,
r. Cankt-IlerepGypr, A-49, 197049
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B ciaysae  HampaBieHHS ~ [OKyMEeHTa ~ OpraHaM  3aKOHONATENbHON
H UCIONHUTENBHOH BIACTH, OCTOSHHBIM KOPPECIIOHAEHTaM HX TTOYTOBHIH agpec Ha
MOKyMEHTaX He yKa3bIBaeTCH.

Ilpu oTripaske muchMa IO 3MEKTPOHHOM MOYTe WM IO (HaKCHMHIGHON CBA3H
(6e3 moCBUIKM IO MOYTE) MOYTOBEINA aapec He YKAa3bIBAETCH. Ilpn HeoOxomumMocTH
MOXeET OBITh YKa3aH 3JIEKTPOHHBIN afpec (HoMep Tenedona/daxca).

Bcepoccuiickuii Hay4yHo-
HCC/IEAOBATEIbCKHH HHCTHTYT
AOKYMEHTOBEJCHHS H apXHBHOIO Jlej1a
mail@vniidad.ru

CTpoku pexBH3HTa «AJpecary BHIPABHHBAIOTCS IO JIEBOMY Kparo
BBIICILIOTCS MOJIY>KAPHBIM IUPHAPTOM.

2.4.7. I'pugh ymeepstcoenus doxymenma

HOKYMEHT yTBEpXKAAeTCs JOJDKHOCTHBIM JIMLOM (HOJDKHOCTHBIMH JTUIIaMH),
K TIOJTHOMOYHSM KOTOPOTO (KOTOPEIX) OTHOCHTCS PEIIEHHE BOIPOCOB, IIpHUBEICHHBIX
B TaKOM JOKYMEHTE, TPUKa30M HJIH pacnopskeHneM Murncrepcrsa. HopmaTtusHO-
IIPaBOBBIC aKTHI (TIOJIOXKEHUs, HHCTPYKIMH, NpaBHa, TOPAAKUA U TOMY HOIOOHOE)
YTBEPXKAAIOTCSL  PACTIOPSAUTENBHEIM JTOKYMEHTOM YUPEXKIEHMs, KOTOpPOe H3JAJI0
COOTBETCTBYIOILIWH aKT.

YTBep)KIeHHEe  ONpENENeHHBIX  BHIOB JOKYMEHTOB  OCYILIECTBIAETCS
C IIPOCTABJICHIEM IpH(da yTBepxKaeHNs (IPUIIOKEHHE 6 K HACTOSIIEl Huctpykuuu).

Ecnu noxyment yTBepikiaercs KOHKDETHBIM OKHOCTHEIM JMLoM, rpud
YTBEPXKIEHHMA COCTOMT M3 cjoBa «YTBEPXJIAIO», HaumeHoBanug JOJDKHOCTH,
HONNKCH, WHHIMANOB (MHMIMAaNa MMeHH) ¥ (GaMUIHM JHna, KOTOpOE YTBEPIHUIIO
AOKYMEHT, HaThl yTBepxaeHud. Hanpumep:

YTBEPXIAIO

Munuctp 3npaBooxpanenus
Pecny6inkn Kpeim

NORNMHCH, HHUHHAJIBI, paMHIHs
Harta

B ciyuae, korna JOKyMeHT yTBepXKAAETCA HPHKA30M, pacnopsHKEHHEM, TPH
YTBEPXIEHUA COCTOMT U3 cnoBa «YTBEPXJIEHO», HasBauus BHpa JOKyMeHTa,
KOTOPEIM  YTBEPXIACTCA CO3MAHHBIA JOKYMEHT, B TBOPHTEIBHOM I[IaJieXe C
YKa3aHHEM ero Aatsl ¥ HoMepa. Hanpumep:
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YTBEPXIEHO
IIpukaszom Annapara Cosera
MHHHCTPOB

Pecny6sinxu Kpeim
12 aBrycra 2015 Ne 298

I'pud yTBepxmeHus pasmemraercss B IpaBoM BepXHEM Yy NEPBOrO JIHCTA
RokyMeHTa. CTpOKH PEKBU3HTA BEIPABHUBAIOTCS T10 JEBOMY KpaIo.

B cny4yae yTBepxmeHMs HOKYMEHTa HECKONBKHMHU JOJDKHOCTHEIMH JIMIIAMHU
rpUEL YTBEPHKIEHUS PACIONAraloTCs Ha OJHOM YPOBHE.

2.4.8. Pezonroyusn

Pesomonns — 3To InpocTaBieHHas [OKHOCTHEIM JIMIOM HAAONCh Ha
AOKyMEHTE, KOTOpas COACPXKHT CXKaToe COJEep)KaHHe IPHHATONO HM pPEIleHHS
OTHOCHTENIBHO BBITIOJHEHHS JOKYMEHTA.

Pesomonus CcOCTOMT M3 CHEAYIOMX D3JIEMEHTOB: (AMMIHS, HHHIIUATEI
(MHMLHA) HMEHH) UCTIONHAUTEN (UCTIONHUTENeH) B [aTeIbHOM Najiexe, collep>KaHue
[OPY4Y€HMs, CPOK BEHITIOJIHEHHS, INUHAS IOAINCH PYKOBOAUTENS, NATA.

Ecnn  mopydenwe [JaHO HECKONBKMM HODKHOCTHBIM JIMLAM, IJIABHBIM
UCIIOTHUTENIEM [OKYMEHTA SBIACTCS I[IEPBOE JIMIO, KOTOPOMY IIPENOCTaBISETCS
IIpaBo CO3BaTh APYIUX HCIONHHUTENIEH M KOOPIMHHMPOBATh UX pabory. [lepBhIM, Kak
TIpaBHIIO, yKA3bIBACTCS JIMLIO, KOTOPOE 3aHUMAET BBICIIYIO HIIM PABHYIO JIOKHOCTS.

B pesomounn 3amectHreneif MHHMCTpa HCHONHWTENH YKa3BIBAKOTCS
B COOTBETCTBHHM C KOMIETCHIIMEH KaXIOro M3 3aMeCcTUTeNell COrIacHO
JOJDKHOCTHEIM perjlaMeHTaM.

Ilpu 3ameHe WCHOJNHHUTENS M3MEHEHHS B PE3ONIOLMIO BHOCATCH TeM
3aMECTHTENIEM MHHHCTPA, KOTOPHIM OBUIO [JaHO IIepBOHAYANIBHOE IIOpyYeHHe.
O sameHe ncmonuuTens B 0GS3aTENHHOM MOpSAKE H3BEIIAETCS CTPYKTYypHOE
nofpaszieNieHe  MUHHCTepCTBA IO BOMpPOCAM NENONPOM3BOACTBA IV BHECEHHUS
M3MEHEHHH B PErHCTPallMOHHO-KOHTPOIBHYIO KAPTOUKY.

Ha pmoxymeHTax co cpokamm BEITONHEHHS, KOTOphIE He TpebyroT
AOTIONHUTENBHBIX YKA3aHUH, B DE3OIIONMH YKa3BIBAIOTCS MCIIOJIHHTEND, MONIHKCH
aBTOPA PE3OJIIOLINH, 1aTa. .

Pesomoluy nuIIyTCS HENOCPEICTBEHHO HA NOKYMEHTE, Ha CBOGOIHBIX
OT TEKCTa MOJISX (KpOMe TIONIS JIOKyMEHTa, IIpeHa3HauYeHHOTO I NOIIIMBKY) nubo
Ha OTACNBHBIX JIMCTAX WM CNEHHANBHBIX OlaHKaX, MPUIIAraeMbIX K NOKYMEHTY,
C YKasaHMeM DPETHCTPAlMOHHOrO HHZIEKCa M JaThl JOKYMEHTa, KOTOPOTO OHa
Kacaercs.

2.4.9. 3azonoe6ok k mexcmy dokymenma

3arONIOBOK K TEKCTY MOKYMEHTa AOMKEH CONEPIKATEH KOPOTKOE H3JI0)KEHHE
COnepIKaHUs NOKYMEHTa U GBITh MAKCHMAILHO CHXATHIM. 3aroloBoK GOpMyIHpYeTCs
HCIIONHUTEJIEM, KOTOPBIA CO3MaeT JOKYMEHT. 3arojloBOK, o06BbeM KOTOpPOTro
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npesrlaer 150 3HakoB (5 cTPOK), MO3BOISETCS IPOXOIDKATE A0 TPAHUIE! IPABOTO
nojs. Touka B KOHIIE 3aroflOBKA HE CTaBUTCH.

3arosioBOK OTBEYaeT Ha BOIPOC «O 4YeM?», KKOTO?», «4ero?». Hanpumep:
npukas (0 4em?) o IpPeNOCTABNECHHH OTILYcKa; MHCHEMO (0 uem?) 06 OpraHU3aIuH
COBEIIAHHS; IIPOTOKOI (4ero?) 3aceaHus aTTECTAMOHHON KOMHCCHI, HODKHOCTHAS
HHCTPYKLUS (KOro?) riaBHOro CIIEIUAIUCTA.

3arooBOK K TeKCTy oQOpMiIseTcss IOA pPeKBU3UTAMH OJlaHKa ClieBa,
OT I'PAHHMLEI JIEBOTO MOJs. B HEKOTOPBIX BHIaX NOKYMEHTOB (HalpuMep, HPOTOKON)
3aroJIoBOK K TeKCTy OQopmIsercss HaJ TEeKCTOM IocepenuHe pabouyero Imous
AOKYMEHTa X NEHTPUPYETCS OTHOCUTEIBHO CaMOH JIIHHHONU CTPOKH.

3aroli0BOK K TEKCTY MOXET He COCTaBJTBCH, €CNM TEKCT AOKYMEHTa He
IpeBbIaeT 4-5 cTpok.

be3 3aronoBka mo3BonseTcs COCTAaBIATh KOPOTKHME NOKYMEHTHI Ha ONaHKaX
dopmara A5 (210 x 148 MUITUMETPOR), B YaCTHOCTH, COMPOBOAUTENBHEIE [IHCHMA,
TeJIerpaMMel, TeNle(oHOrpaMMEL.

2.4.10. Ommemxka o koumpone

OTMeTka O KOHTpONE O3HayaeT, YTO JOKYMEHT B3AT HAa KOHTPONb I
0beCIIeYeH s €ro BEITONHEHHS B YCTAHOBIIEHHEIH CPOK.

OrmeTka 0 KOHTpOJIE AelaeTcs IyTeM NpocTaBneHHs Gyksel «K» WM cioBa
«KOHTpONE» (OT PyKH WIIA € MCIIOb30BaHHEM IITAMIIA) HA PE3ONTIONHHY K JOKYMEHTY.

JIOKyMeHTBI, B3sAThle Ha KOHTPOJb, BO3BPAIAlOTCA B CIPYKTYPHOE
noxpasjeneniue MUHUCTEPCTBA 110 BOIPOCAM JIETIOTIPOM3BOJICTBA BMECTE C OTBETOM.

2.4.11. Texcm ookymenma

TexcT noxymeHTa comepHT HHGbOPMALHMIO, Al GUKCHPOBAHHS KOTOpOH OH
Obur cosman. Mubopmanus B Tekcre MOKYyMEHTA H3NAraeTcs CHKATO, I'PaMOTHO,
NOHATHO M OOBEKTHBHO. JIOKYMEHT He JOKEH CONEpIKATh [IOBTOPOB,
a8 TaKKe CIOB W OOOPOTOB, KOTOpHle HE HECYT CMBICJIOBOM Harpysku. Bo BpeMsI
COCTaBIICHUS IOKYMEHTOB YNIOTPEOIAESTCA NENOBOM CTHIIb, It KOTOPOTO XapaKTepeH
HEHTpaNbHbIA TOH H3JIOKEHHUs, JHIIEHHBIH O6pa3sHOCTH, OSMOLUOHAJLHOCTH
Y MHJUBUAYalbHBIX aBTOPCKUX YepT.

TexcT noKyMeHTa JIOJKEH KacaThesi TOrO BOIPOCA, KOTOPBIH chopmynrpoBan
B 3aroJIoBKe K TEKCTY.

Texcr nokymenta odopmisieTcss B BHJE CIUIOIIHOIO CBA3HOTO TEKCTa MIIH
aHKETHI HUIH TaOIALbI, WK ITyTEM COYETAHMS ITUX (OpM.

CryIONIHOHN CBASHBIN TEKCT HOKYMEHTa COAEPIKUT IPAMMATHYECKH M JIOTMYHO
COTIaCOBAHHYIO HMH(OpMaluio 00 YIpaBleHYecKHX neiicTBusax. Takas dbopma
H3JIOXNKEHHS TEKCTa NOKYMEHTa HCIIONB3YETCS BO BPEMS COCTABJIEHHS IOJOKEHMUH,
[OPANKOB, [TPABUII, PACIIOPAIUTENBHEIX JOKYMEHTOB M [IHCEM.

CIIOmHOM CBA3HEBIM TEKCT, KaK IPaBHIIO, COCTOUT H3 JBYX 4acTed. B nepBoi
(BCTynmTENBHOM) UACTH YKAa3RIBAETCS OCHOBAHHE, OGOCHOBAHWE HIH 1eb
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COCTaBJICHHA JOKYMEHTa, BO BTOPOH (3aKIIOYMTENIBHON) YacTM - BHIBOXEI,
Npe/UIOXEHHS, PEINCHHS, NPOCLOBL. B OTHENBHEIX Clydasx HOKYMEHT MOXET IIOCIe
BCTYNIUTENBHOM  HYacTH  COZIEpXaTh MOTHBHPOBOUHYIO  4YacTh, B KOTOpO#
00OCHOBBIBAETCS HOBUUHMS YUPEKICHHS.

B Tekcre moxymeHTa, OATOTOBICHHOM HA OCHOBAHHMH 3aKOHOJATEIbHEIX I
MHBIX HOPMATHBHBIX IIDABOBBIX 4KTOB, paHEe H3JAHHBIX pPaCIOPIAUTENbHBIX
JOKYMEHTOB, YKa3BIBAIOTCS UX PEKBH3UTEI:

- HAMCHOBAaHKE JOKYMEHTA, HAUMEHOBAaHHE OpraHU3alliH-aBTopa JOKYMEHTA,
AaTa JOKYMEHTa, PErMCTPalMOHHBIA HOMEp NOKYMEHTa, 3arOJIOBOK K TEKCTy HIH
HarMEHOBAHHE BUJIa JOKYMEHTA: '

- HANMEHOBaHHE OPTraHH3alWK HJIH JOIKHOCTHOI'O JIMNA, YTBEPAUBIIETO
ZOKYMEHT, NaTy YTBEPXKIACHUS TOKyMEHTa.

TexeTs COXKHBIX ¥ GOMBIIEX 110 06BEMy TOKYMEHTOB (IIOJIOKEHHS, IpaBHJIa,
MHCTPYKUHM, 0G30pBI, OTYETHl ¥ TOMy MOZOOHOE) pasleNsioTesi Ha pasnessl,
TIOApasaieNbl, MYHKTBHI, MOANYHKTHL. IIyHKTHI B TeKCTe HyMepyloTCs apabCcKuMu
IM(PaMHU C TOUKOH, a TIOIIYHKTH! - apabCKEMH HPPAMH cO CKOOKOH.

YpoBHe#l pybpuKaliy TEKCTa He TOMKHO OBITh Gollee YETEHIPEX.

B OTHEeNBHBIX CiTyyasx pasfensl MOTYT pasfelsTbcsl Ha THaBBl, a TaloKe
HYMEpOBAThCS PUMCKIMH LIHDPaMH.

®opMa aHKETHl HCIOJNB3YeTCS B CIIydae H3NOKEHHS B UUGPOBOM  HIIH
CIIOBECHOM BHAE HMHQOpMauuu o6 omHOM OOBEKTE IO OIpeleNeHHOMY o0Bsemy
npu3HaKkoB. IlocTosHHOW uHQOpManweli B aHKeTe SBISIOTCS 06OBICHHEBIE
HaUMEHOBaHHUS NPH3HAKOB, IO KOTOPBIM IPOBOJHUTCA OIMCAHHE OOBEKTa,
4 IEPEMEHHON — KOHKPETHBIE XapaKTEPHCTHKH.

Tabmuynas Qopma JokymeHTa HCHONB3yeTcs B CIIy4ae H3IIOXKEHHS
B U(POBOM HITH CIIOBECHOM BHe HHGOPMAIINM O HECKOMBKHX 06BEKTaX II0 pany
MPU3HAKOB. 3aronoBKH rpad TaGMMIbl MHUTYTCs ¢ GONBINON GYKBEL, MOA3ArONOBKH -
C MAaleHBKOH OYyKBBI, €CIM OHM TMpEACTABISIOT ONHO IIENOe C 3aroioBKOM,
u ¢ GONBIION - eCH ITOA3aroJIOBOK HMeEeT CaMOCTOSTEeIbHOe 3HadeHue. TouKH
B KOHIIE 3ar0OJIOBKOB M ITO3ar0JIOBKOB Ipad He CTaBATCSH. 3aroJoBKH H IIOI3arojIOBKY
rpagp ® Crpok TaGuMUBl JOKHB! GBITH  H3IIOMKEHDI CYIUECTBUTEIBHEIM
B HMCHHUTCJIBHOM IIaIe)Ke eIHHCTBEHHOro uucia. B 3aromoBkax M Mom3arojoBKax
CTpOK M rpad TabiMIBl YHOTPEOIAOTCS JIHIIb OOIIENPHUHATEIE  YCIIOBHEIE
0003HAYeHHS! M COKPAILEHHUS. I'pagpr  Tabnuipl, KOTOpHIE pa3sMemaloTcs Ha
HECKOPKAX  CTpaHMIaX, HyMmepyrorcs. Ha Bropod u cremyiomux crpasumax
TabMIUIIB! yKa3BIBAIOTCS HOMEpa rpad.

B npukasax TekcT u3naraercsi OT NEPBOr0 JIMLA EAMHCTREHHOTO WYHCIA
(«...IpHKa3kIBAIOY).

B nokyMeHTax KOJUTETHANBHBIX M COBEINATENBHBIX OPraHOB TEKCT H3IAraeTcs
OT TpeThero JHLIA EJMHCTBEHHOTO YMCIA («KOJUIETHA... [OCTAHOBIAETY,
«cobpaHue...penmiio).

Texcr NIpOTOKONa M3NAaraercss OT TPETHEro JIMIA MHOMXKECTBEHHOIO UHCIa
(«CJIYIIATIN», «BBICTYTINIIW, «[TOCTAHOBIUIW wiu «PEIIJI).
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B rnoxymenTax, ycramasimmBaromux paBa H OOS3aHHOCTH OpraHM3anmii, ux
CTPYKTYPHBIX MOApa3AeNeHuii (oaoxKeH e, VHCTPYKUHMS), a TakKe COAepKAIlUx
OIMCAHHE CHTyallMH, aHalu3 (aKTOB WIH BEIBOJEI (akt, cmpapka), mcmoms3yertcs
dopma M3I0KEHUST TekeTa oT TPETBEro JIMNa €ANHCTBEHHOTO MIIM MHOECTBEHHOI'O
yucia (KOTHEeN OCYIIECTBIISeT GysKIEN...», «B cocraB YIPaBIEHHUS. BXOIAT...»,
«KOMHCCHS IIDOBEJIa IIPOBEPKY...»).

B coBmecTHBIX jmoKyMeHTax TekcT U3J1araeTcss OT TNepBOro JIMIA
MHOXECTBEHHOTO YHCIa (K. .. [IPHKA3hIBaEM, «...pENINIIN» ).

B nmenosbix (ciyxe6HIx), OOPMIEHHEIX Ha GnaHkax Munncrepcrsa - or
TICPBOTO JIMI@ MHOXXECTBEHHOTO 4ucina (IpocHM, HampasisieM, IpenyaraeM) Hiu
OT TpPeTBETO JIMIA €IHHCTBEHHOIO YHCIA (<MHHHCTEPCTBO He BO3paXKaer...»,
«00IIeCTBO cuuTaeT BO3MOXXHBIM...»);

- B ICNIOBBIX ITUChMaX, O(DOPMIEHHBIX Ha OlIaHKaX MrunuctepceTsa - ot nepsoro
LA €UHCTBEHHOI'O YHCIA («IIPOILLY. ..», «IPeIarao. . »);

- B HOKTaAHBIX H CIY)XeOHBIX 3aIucKaX, 3asBIeHHSIX — OT TEPBOTO JTHIA
CAMHCTBEHHOI'O 9HCIIA (KIIPOMIY...», KCYHTAIO HEOOXOMUMEIM. . IR

- B JNOKYMCHTaX, YCTaHABIHBAIOWUX (YHKIHHU (o6s3aHHOCTH), mpaBa
M OTBETCTBEHHOCTh CTPYKTYpPHBIX TopasaeneHn, paGoTHUKOB (IONOXKEeHHE,
HHCTPYKIUSL), & TAKXKE CONEPIKAIMX OIHCAHME CHTyalluii, aHanu3 HaKkTOB W BEIBOIKI
(akT, cmpaBka) MCHONB3yeTCs (POpMa W3JIOXKEHUS TEKCTa OT TPETHETO JIHIA
CAMHCTBEHHOrO MJIM MHOXECTBEHHOTO YHCNIA («OTAEN OCYIIEeCTBNAECT (PYHKUHH...»,
«KOMUCCHH IIpOBEIIa IPOBEPKY...»).

lIpu moaroroske Tekcra noxymenra Claenyer cobmmonaTh npaBriIa HATHCAHUS
OGHLHMANEHEIX HAMMEHOBAHHEH, YHCIEHHEX H SOUHHAL H3MEPEHHUS.

B Tekcrax  moxymenros YUOTPEONAIOTCS  TONBKO obmenpuHsTEIE
abOpeBHaTypsl u rpaduueckue COKpalieHHS.

Ilpu ynotpebnennu B texcre haMusit UL MHALHANTE! YKa3BIBAIOTCSA TOCTE
baMmm.

B nenosrrx (cimy>ke6GHBIX) mHCEMAax HCIIONB3YIOTCH:

BCTYNIUTENBHOE 00paleHue:

YBaxaeMslii rocionun Ilpencenarers!
YBaxkaeMslif rocroun Munuctp!
YBaxkaeMsIi rocroqun IIpoxopos!
YBaxaeMas rocrnosxxa 3axaposga!
YBaxaemsiit Hukonait IleTpoBmy!
YBaxaemas Onsra Huxonaepna!
YBaxxaeMsble rocrofal

- 3aKIoTUTe/IbHAs ITHKeTHas (pa3a: «C yBaxeHHeM,. ...

B obpamennu o nomxHOCTH HanMeHOBAHKe JOJDKHOCTH HHUILETCS C
NPONKCHOU OYKBEI, B 06pameHuH o bamunmyn naMIMAaTE THIA He YKa3bIBaloTCHl.
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‘ 2.4.12 Ommemxu o nanuuuu RPUNOdICEH UL

Ilpunoxennss x moxymenTam, KpOME€ IPHUIIOXCHUN K COMPOBOLUTENHLHEIM
THHCbMaM, COCTaBIAIOTCSA C HENbIO JOMONHEHHS, MOSCHEHHS OTHEJILHBEIX BOIIPOCOB
AOKYMEHTA HJIH JOKYMEHTA B LIETIOM.

Ilpunoxenus k foKkymeHTam MOTYT OBITh ClIeIYIOIHX BHIOB:

~TIPHIOKEHNA, KOTOPhle YTBEPIKOAIOTCS PACHOPSIUTEbHEIMU JOKYMEHTaMH
(mOMOXKEHHUST, HHCTPYKIKH, TIpaBuIia, MOPANKH U TOMY 110106HOE);

~HPHIIOKEHUS, KOTOPEIE AONONHSIOT H/HIU IIOSCHSIOT collep XKaHHE OCHOBHOTO
JIOKyMeHTa;

TIPHIIOKEHHS, KOTOPBIE HANPABIISIOTCS C COMPOBONUTENBHBIM IIHCEMOM.

Ha  npunoxenusx, xoTopsie YTBEPXAAIOTCA  PaCHOPSIAUTENLHBIMU
ROKYMEHTaMHU (IOJIOXEHHUs, MHCTPYKLIHH, TIipaBHJIa, TIOPAAKH M TOMY HONOOHOE),
TIPOCTABIIAETCSA TPU( YTBEPXKIEHUA B COOTBETCTBHH C paszenoMm 2.4.7 HacTosmeit
Hrctpykuun. B cooTsercTByromux IyHKTaX PaclOPSIUTENBHOM YacTH JOKyMeHTa
AICNACTCS CCBIIIKA «COTIIACHO NPUITOMKEHHMION HITH (IIPHJIArAeTC».

Ha TIPHIIOXKEHHAX K JOKyMEHTaM, KOTOpEIE YTBEPXKIAIOTCS
PacIOpAIUTENIEHBIMU TOKYMEHTAMH, AENAeTCS OTMETKA B BEPXHEM IPaBOM YIIly
TIEpBoTO NKCTA NpUIoXkeHus. Hanpumep:

Ipnnoxenne 1

K npukasy MunucreperBa
3ApaBooxpanenus Pecnyo.mnkn Kpeim
or 12 aBrycra 2015 r. Ne 285

IIpunosxceHns crpaBoYHOro UM aHATHTHIECKOro Xapakrepa (rpaduks, cxeMsl,
TaOJMUBI, CIIMCKH M TOMY IIOZ00HOE) K OCHOBHOMY JOKYMEHTY HAOJDKHBEI HMETh
OTMETKY CO CCBUIKOH Ha STOT JOKYMEHT, €T0 JaTy K HOMEp, HallpuMep:

Ilpuioxenne Ne 2

K upHkasy MuHHcTepcTRa
3apaBooxpaHenus Pecny6anku Kpbim
ot 20.07.2015 Ne 198

B Tekcre ocHOBHOTO nmoKyMmeHTa nemaercs oTmerka o HaJIUYHH TIPHIIOXKEHUIH:
«COTJIaCHO INPHUIOXKCHUION, «(NPUIOKEHHE)»; B COOTBETCTBUM C IIPHIIOKEHHEM
HITH «(CM. IIPUIIOKEHHE ).

Ipunoxenns odopmsorcs, Kxax IPaBHIIO, HA CTAHAPTHEIX JIMCTaX GyMaru
dopmara A4.

B cnydae mHammums wmeckompkux NPUIIOXEHUH Ha HHX YKa3hIBAIOTCA
TOpAAKOBEIE HoMepa, HanpumMep: [Tpunoxenwe 1, Tpunosxenue 2 u TOMY noo6GHoe.

Bcee npunoxenns x noxymentam BH3HPYIOTCS HCIIOJIHUTENEM, KOTOPBIH CO31al
AOKYMEHT, H PyKOBOAHTENEM CTPYKTYPHOTO II01pasieNneHus, B KOTOPOM OH CO3MIaH.

IlpusioxeHus HOpMaTHBHOTO TIPaBOBOTO XapakTepa (II00XKeHNs, HHCTPYKIIUH,
UpaBHia, IOpANKM H TOMY MOZOGHOE), KOTOpbIe YTBEPXKOAIOTCS MPUKA30M
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MunucreperBa, nommHCHBaOTCS KypPUPYIOIIUM  3aMecTuTelleM MuHHCTpa Ha
JTHLEBOH CTOpOHE IIOCHEIHEro JIUCTa UPUIIOKCHUS, €CIM  3aTparuBaloTCs
(PMHAHCOBBIE BONPOCHL — 3aMECTHTEIeM MunucTpa, KypupyromuM (GHHaHCOBBIE
BOIIPOCEHL.

B cnyqae, xorma npunoxenns HaNpPaBILIOTCS € CONPOBOAUTENBHEIM MHCEMOM,
OTMETKA O HANWYHHM TNPHIOKEHHH pasMemaeTcs Mocle TeKCTa IHehMa nepen
IIOJITHCEIO.

B conpoBonuMTeNBHBIX mHCEMax u APYTHX HH(OPMAITHOHHO-CIIPABOYHEIX
AOKYMEHTAX OTMETKA O IIPUNIOKEHHH OPOPMIIIETCH IO TEKCTOM OT TPaHULEI JIEBOTO
IT0JIS1 CIICAYFOLIUM 00pa3oM:

“CCJIA  IOKYMEHT HMEeeT IIPUIOXEHHs, ITOIHOe HaMMEHOBAHHE KOTOPBIX
NIPUBOMTCA B €0 TEKCTe, OTMETKA O HANMYMH [IPHIONKEHHI odopmisieTcs o

crenyouel Gpopme:
Ipuioxenne: na 7 . B 2 3K3.

“CCIH  NOKYMEHT HMEeT IIPHJIOXEHHUS, TIONHOe HaHMEHOBALHE KOTOPBIX
B TEKCTE HE NPUBOAWTCS, UX HEOOXONUMO IEPEUHCIIUTh ITOCIE TEKCTA C yKasaHuem
KOIMYECTBA JIACTOB B KaX[AOM MPHIOKEHHH M KOJIHYECTBE KX 9K3E€MIUIAPOB,
HarpuMmep:

Ipunoxennsi: 1. Cnpaska o Xoie BbINONHEHHH nopy4yenus IlpaBurenncrBa
Poccuiickoii ®egepannu na 5 1. 8 1 IK3.3
2. I'paduk MOrauwreHHst 3aXOJKEHHOCTH Io 3apaboTHOH mnyare
Ha 3 . B 1 5Kk3.

“CCIH K IOKYMCHTY MpHJlaraeTcs JApyrod MOKyMeHT, KOTOpHI HMMeeT
TIPHTIOXKCHUS, OTMETKA O HAIMYUA NPUIOKEHHS oOpMIsIeTCs 110 clenyromei

dopme:

JHI0xKeHHe: nucbMo  PocapxuBa or 20.05.2014 Ne 595/04-12 u NpHIIOKEHHEe K
HeMy, Beero Ha 20 a. B 1 3ks3.

"B Cllydae, KOIAA JIOKYMEHT COLEpXHT Goilee IecaTH OPHIIOKEHHH,
COCTABNIACTCS ONUCH C YKa3aHHEM B JOKYMEHTE TaKOH OTMETKH:

Ilpunoxenne: cornacao onucu Ha 3 .

~CCIIH TIPUIIOXKCHHE HAIpPABIAETCS He [0 BCEM YKA3aHHBIM B JOKYMEHTE
aZipecaM, OTMETKa O HAIMYHH JOKYMEHTa 0hOPMIAETCS [0 TAKOH dopme:

Ilpunoxenue: na 5 1. B 2 5K3. B nepBLIA aapec.
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- CCIH  TIPHIIOXNCHHEM SABIAETCS OGOCOONEHHBIA 3MEKTPOHHEIN HOCHTEID
(xoMIaKT-IuCK, usb-¢em-nakonurens U Ip.):

Ipanoxenne: CD B 1 5k3.

Ilpu sTOM Ha BKIajsiue (KOHBepTe), B KOTODBIH TIOMEIIaeTcs HOCHTENb,
YKa3bIBAIOTCA HAMMCHOBAHMA NOKYMEHTOB, 3alIHCAHHBIX Ha HOCHTEb, HMEHA
daiinos.

B pacnopsmurensHBIX JOKyMeHTax (ipuKasax, pacnopspKeHHsX), JOroBopax,
TIONOXKEHUAX, — MpaBUNaX, MHCTPYKUHMAX M IOPYIHX JOKYMEHTaX OTMETKa
O IIPUIOKEHUH OQOPMITAETCs CIEAYIOWUM 06pazom:

B TEKCT€ JOKYMEHTa NpPM INEPBOM YIOMHHAHHH IOKYyMEHTA-TPUIOXEHHS
B KOpoOKax yKa3nIBaeTCs: ...(IpHITOXEHHe) HITH ... (IPHIIOKEHHE 1);

- Ha TIEPBOM JIMCTE AOKYMEHTA-IPHIOKEHHUS B IPABOM BEPXHEM YIIIY
YKa3bIBAETCS:

IIpnaoxenue 2

K pacnopsizkeHuio CoBeTa MUHHCTPOB
PecmyOanxu Kpeim

oT 135 mrons 2017 roga Ne 112-p

CrpoKu peKBU3WTA BEIPABHUBAIOTCS 10 JIEBOMY Kparo.

Ecnn  npuioxkenuwem  x pacnopsIuTeIbBHOMY  JOKYMEHTYy  SBJSETCA
HOPDMATHBHBEIH IPABOBOM aKT WM HHOMU AOKYMEHT, YTBEPXKIaeMbIii JaHHBIM
PacliOpAZINTENIEHBIM JIOKYMEHTOM, Ha MEPBOM JINCTE IPHIOKEHHS IIPOCTaBIISIETCA
OTMCTKa O MPUIIOXKEHUN (6€3 CCHUIKM Ha PaclopsAHTeNBHbI JOKYMEHT) U rpud
YIBEPXK/CHUA, B KOTOPOM YKa3bIBAIOTCH NAHHBIE PacIOPSIUTENBHOTO JIOKYMEHTa,
KOTOPHIM yTBEPXKIEH TOKYMEHT-IIPUIIOXKEHHE.

Ilpuioxenne 1
YTBEPXJAEHO
npukasom AO «IIpodune»
ot 18.08.2018 Ne 967

2.4.13. Ioonuce

HomxHocTHEIE Ma MUHMCTEpCTBA TIOAMMCHBAIOT IOKYMEHTHl B mpezenax
CBOMX IIOJJHOMOYHM, ONPEAEIeHHBIX B 110JI0KEHHH O MunucTepcTBe, HOMKHOCTHBIX
PENIAMEHTax,  IIOJIOXKEHHAX O  CTPYKTYPHBIX  MOApa3feleHus, IIpUKase
(pacriopsDkeHHMM) o0 pachpemeNeHHH (QYHKIIHOHANBHEIX  06s3aHHOCTEH MEXITy
pykoBoauTeneM MHUHMCTEPCTBA M er0  3aMECTHTENSIMH U TOMY TnofoGHoe.
B ykasaHHEIX JOKyMeHTax ompenessiercss Taioke NOPSIIOK IIOJIIMCAHUSA JOKYMEHTOB
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APYTMMH JIMIAMH B CIly4ae OTCYTCTBHS DPYKOBOAMTENS M JOJDKHOCTHBIX JIHII,
KOTOPBI€ YIIOJTHOMOYEHBI HX ITOAIUCHIBATE.

OrmpapnseMass  KOppecnoHIeHIWS B aapec Ilpesumenta Poccuiickoit
Qenepannn, I'maBel AnMuHHCTpanyy Ilpesumenta Poccuiickolt ®epepauny,
MTOJTHOMOYHBIX IpencTaBUTeNIe Ilpesunenta  Poccuiickoif Peneparu
B ¢enepanpHbix Okpyrax, Ilpencemarens Tocynapetsennoit ymel Poccuiickoit
®enepanun, IIpencematens Cosera Oenepanyu, Ilpencenarens IlpaBurenscrsa
Poccuiickoit ®Denepauuu, I'enepansHOro npokypopa Poccuiickot ®epepanuun
HanpapiseTcs Ha Onanke CoBeTa MUHMCTPOB 32 HOINHMCHIO IJIaBbl PecryOmuku
Kpem, a B ciydae eciu I'nmasa PecrnyGiuku KppiM He COBMENIAaET CBOIO FOIKHOCTE
¢ nomwkHocThiO llpencemarens Cosera MUHHCTPOB — Ilpencematens Coseta
MHUHHUCTPOB JUGO B Clydae ero OTCYTCTBHA - 3a IOAMHCHIO TOJKHOCTHOTO JuIa,
HCTIONHAIOINEro  obs3aHHoctH [Ipencenarens Cosera MHHHCTpPOB, nubo ero
3aMECTHTEIIEH.

Otnpasnsemas KOppEeCOHIEHUHS OT MMEHH ©IaBEI Pecnybnmuxun Kpremm
TOTOBMTCS Ha Onanke 1'maBb1 Pecrry6ivku Kpbim.

OtnipasiseMast koppecnonaeHIms ot uMeHd CoBera MUHHCTPOB F'OTOBHTCS Ha
Onanke CoBeTa MUHHCTpOB.

OrmnpagiseMast KOppeCIOHASHIHUS OT UMEHH MunucrepeTBa B anpec Anmapata
Ilpaputensctea  Poccmiickoit  Deneparuu, MunncreperBa  3apaBooXpaHeHHS
Poccuiickott ®enepauuu, I'nasel Pecry6nuku Kpemv, IMpasurenscrsa Pecny6muku
Kpsv, T'ocynaperserroro Cosera PecryGnuku KpriM Hampaeisiercs 3a mommuceio
Mumnucrpa.

OtnpapiseMas KOPPECHIOHAEHIMST OT HMEHH Munucrepctea B azpec
MPEANPUSTHAH, YUPeXKJECHUH, OpraHM3al|i MOMKET HAIpPAaBIATEC 32 TIOAITHCHIO
3amecTuTeNied MUHHCTPa B COOTBETCTBMH C €r0 Pe3ONIOLHMel U pacnpeneneHueM
TIOTHOMOYHH B COOTBETCTBHH C JOJDKHOCTHEIMH PETJIaMEHTaMH.

Pykosomurenn crpyxrypurix noapasnenenuit Munncrepersa i BHyTpeHHeH
TICPCIACKH, & TakKe I MEPENHCKH € IOJABEJOMCTBEHHEIMH IIPEOIPHITHAMY,
YUPEXICHUAMY, OpPraHH3alUsIMKM HCIONB3YIOT ONAHKM BO3MNIABASEMBIX  HMHU
CTPYKTYPHBIX IIOApasJieNeHu, pa3paboTaHHbIE B COOTBETCTBUH C (npunoxxenueM 3)
K Hacrosuer MHcTpykimy.

ITonnuce cOCTONT U3 HAMMEHOBAHHS JOIKHOCTH 1A, KOTOPOE ITOAMHCELIBAET
AOKYMeHT (IIOJTHOTO — €CIIH JOKYMEHT HalleuaTad He Ha 6raHKe, COKpaleHHOro — Ha
AIOKYMCHTE, HaNeyaTaHHOM Ha OJaHKe), JNMYHOM IOANWCH, WHWLMAN HMEHH,
¢amumum, Hanpumep:

Mununcrp 3APAaBOOXpPAHEHHHA
Pecniy6aukn Kpeim MOANHUCH H. DAMAIAA

B ciyyae HampaBleHHs LOKyMeHTa OJHOBDEMEHHO HECKOILKHM opraHam
OZHOTO WJIH BBICIIETO YPOBHS PYKOBOAMTEND IOITHCHIBAET BCE ero 9K3EMILISIPEL.
B cnydae orcyrcTBus MHUHHCTpa, HaMMeHOBaHMe JOOIDKHOCTH, (amuius,

HHULIHAX UMCHH, KOTOpOro yKa3aHEBI Ha IIPOCKTE JOKYMEHTA, €ro NOAIIUChIBaeT JIA110,
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KOTOpO€ HCIONHACT €ro OOA3aHHOCTH, WM €ro 3aMecTHTeNb. B Takom clIydae
0053aTeIBHO YKa3BIBAIOTCS ¢axTHyeckas NOMKHOCTD, WHHIAAN UMeHn, baMuusg
i@, IOINMHCABINCIO NOKYMEHT (MCHpaBIE€HHE BHOCAT PYKOIHCHBIM  HJIH
MalIHHOIIMCHBIM  CIIOCOOOM, €CIH JOKyMEHT HEBO3MOXKHO nepenedarars). He
AOIyCKaeTCAd BO BpeMs MOANHCAHHS NOKYMEHTa CTaBHTh MOpemIor «3a» win
IIPABOCTOPOHHIOK) ~ HAaKJIOHHYIO YepTy Iepel HAaWMEHOBAaHHEM JIOSKHOCTH.
HobaBneHrne K HaMMEHOBAHUIO JOJDKHOCTH PYKOBOAHUTENA CIOB «HICTIONHSIOITHI
obszannoctH» miu «M.0.» ocymecTBiseTcs B cllyyae 3aMellleHus MUHHCTpa IO
IIpHKa3y (paclopsHKEHHIO).

IoanuCh COCTOUT U3 HAUMEHOBAHKS TODKHOCTH JIULA, KOTOPO€E TOMIHUCLIBAET
JOKYMEHT (IIOJTHOTO — eCJi JJOKYMEHT HarleuaTad He Ha OraHKe, COKpallleHHOTO — Ha
AOKYyMCHTE, HAalle4aTaHHOM Ha OlaHKe), JHYHOM IOANHCH, WHUIMANA HMEHH
¥ (aMUIIHH, HaTIpUMEp:

MunucTp 3apaBooxpaHeHus
Pecny6smnxn Kpoim noaNnMchH HHHIIHAJI MMeHH, haMuIus

B cnydae HampaBieHHs HOKyMeHTa ONHOBPEMEHHO HECKOIBKHM OpraHam
OAHOTO HIIM BEICIIIETO YPOBH:A MUHACTP MOATTHCHIBAET BCe €T0 SK3EMILIAPHL.

B cmysae  Hampaenenws — JokymeHTa OIHOBPEMEHHO  HECKOJILKMM
TOABEIOMCTBEHHBIM OPraHH3alMsIM, NPEATPUATHIM, YUPEKIECHUAM MOLIHCHIBASTCS
TONLKO OpMIMHAJI, KOTOPBIA OCTaeTCs B JeNle CTPYKTYPHOTO IIOAPAasfeieHus -
HCIIOTHUTEIIA, 8 HA MECTa PACChIIAIOTCS 3aBEPEHHbIE ero KOMHH.

JIOKyMEHTBI MOIIHKCHIBAIOTCS, KaK NPABHIO, OJHMM NOIDKHOCTHLIM JIUIIOM,
a B CIy4ae, Korja 3a COAep)XaHHe NOKYMEHTa HeCyT OTBETCTBEHHOCTh HECKONBKO
mun (aKTel, (MHAHCOBEIE IOKYMEHTHl M TOMy IIOIOOHOE), - ABYMS MIH Golee
AOIDKHOCTHBIMU JTULAMH. [IpH 5TOM MONMHCH JOMXHOCTHBIX JINL Pa3MEIAIOTCS apyr
TIOZ APYIrOM B COOTBETCTBUH C IIOAYMHEHHOCTEIO JIHL, HAIIPHMeEp:

Munuctp 31paBooxpanenns
Pecny6manxn Kponim NOANHCh HHHUHAJ HMEHH, PaMHJIHA

3aMecTuTeI MHHHCTPA,
KyPHPYIOIIHH (PHHAHCOBBIE BONPOCH  NOANHCH, HHHUHA HMeHH, hamMuIus

B cliygae NOAIThCaHUu 061[161"0 JOKYME€HTA HECKOJNLKHMH JHULIaMH, KOTOpEBIE
3aHHMalOT OJUHAKOBbIC HOJIKHOCTH, UX IIOOINHUCH PazMearTCd Ha OOHOM YpPOBHE
H CKPCINAIOTCA II€YATIMU yqpem,ueHHff'I, HallpuMep:

Munucrp 3apaBooxpanenus MunHCTpP KYJILTYpBI
Pecny6siuku Kpbim Pecny6anxu Kpbim
MOIIHCH H. ®amunus HONITUCH H. ®amunusn

OTTHCK repboBOi nevyaTu OTTHCK IrepOoBoOH ITeyaTu
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IIOKyMeHTBI KOJIIICIrHalIbHBIX OpraHoB IOAITMCEIBAIOT npencenaresnb
KOJUIETHAJIBHOIO OpraHa H CEKpeTapp, €CIIM HHOE HE npenyCMOTPEeHO IOJIOXKEHHEM
O KOJUIETHAJIBHOM OpraHe, HallpuMep:

Ilpencenarens KoMHcCHH HOATINUCH H. ®amuiun
Cexperapb KOMHCCHH [IOAIHUCH H. ®amuinsn

3aBepeHHe  ONEKTPOHHOTO JOKYMEHTZ OCYIUECTBIAETCS ¢  TOMOIIBIO
JJIEKTPOHHOH M (POBOH NONMKICH COTTaCHO 3aKOHONATENHCTBY.

QakcHMUIBHOE — BOCCO3JaHME  HOMAMMCH  JOIDKHOCTHOTO — JHNA — Ha
OpraHU3allMOHHO-PACTIOPANUTENBHBIX, (DHHAHCOBEIX, OYXralTepcKHX MDOKYMEHTaX
C IIOMOIIBIO MEXaHUIECCKOTO HITH APYIOro KOITMPOBAHMUS HE DOIMYCKAETCH.

2.4.14. Busbt u zpugh coznacoeanusn

B cioyyae BO3HUKHOBEHMS HEOOXOZMMOCTH B TIPOBEJEHUN  OLEHKH
LeNecO00pasHOCTH CO3JaHMs TOKYMEHTa, €ro OGOCHOBAHHOCTH H COOTBETCTBHS
3aKOHOJATENIBCTBY OCYIIECTBILICTCS COIIACOBAHUE IIPOEKTA IOKYMEHTA.

CornacoBaHne MOXeT OCYINECTBIATECA KaK B MuHuCcTepCTBE HOMKHOCTHBIME
JHLaMH, KOTOpEI€ B COOTBETCTBHM C HX KOMIETeHIMeH pelnaroT BOIPOCHL,
3aTPOHYTBIC B IIPOEKTE JOKyMeHTa (BHYTpeHHee COIVIACOBAaHME), TAK W 3a €ero
IIpesenaMu JPYTUMH 3aMHTEePECOBAHHBIMHU YYPEXIECHUIMH (BHeIIHEE
COTJIaCOBaHME).

BayTtpennee cormacoBarne odopmisercs IIlyTeM IIPOCTAaBJICHHUS BH3BL. Bu3a
BKJIIOYACT: JTMYHYIO NOANHMCh, MHHUKANBl (MHMIHAT HUMEHM) M (aMHIHIO JHUa,
KOTOpO®  BUSHPYCT JIOKYMEHT, HaTy BU3HPOBAHHA C YyKasaHHEM B Cly4ae
HEOBXOAMMOCTH HAUMEHOBaHHS JODKHOCTH 3TOTO JHIA.

- Bwuza npocrasnserca kak Ha NULICBOM, TaK U Ha 0OpaTHOM’ CTOpPOHE [NOCICAHErO
JIICTa TPOEKTa NOKYMEHTA, eClM MeCTa Ul BM3HPOBaHMS HA JIMIEBOH CTOpOHE
TIOCTICIHErO TUCTa NOKYMEHTA HENIOCTaTOYHO. Bussl mpocTapistotes Ha ak3eMmispax
AOKYMEHTOB, KOTOPBIE OCTalOTCA B MUHHCTEpCTBE.

3aMeuaHus ¥ HPeJIOKEHHS K TIPOEKTY JAOKYMEHTA M3JIararoTcs Ha OTHEIbHOM
JIHCTE, O 9€M Ha IIPOCKTE JIENAETCS COOTBETCTBYIOIAS! OTMETKA.

O Hanu4my 3amedanuit 06513aTeNBHO COOBIIAIOT ULy, KOTOpoe MOANHCHIBAET
JOKYMEHT.

OrmpaBisiemas KOPPECIOHICHUWS [0 TpPEe[CTaBIEHHS ee Ha MOAIIHCE
Munucrpy i samectuTenssM MunncTpa BH3HPYETCS:

1)  pykosommremeM  cTpyKTypHOro nmonpasnenenus  MuHucTepcrBa,
ABJISIOILETOCS TTIaBHBIM KCIIONHHUTENEM JOKYMEHTA,

2)  DYKOBOIMTENSMH  CTPYKTYPHBIX nofpasfieieHni  MuHHUCTEpCTBA,
ABJISIONIMXCS COMCTIOHHUTESAMU;

3) ynpaBleHHeM (UHAHCHPOBAHHS U OyXTanTepckoil OTYETHOCTH, eciu
B IPOCKTE JOKYMEHTa 3aTParuBatoTCs GHHAHCOBLIE BOIIPOCHL;
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4) MIaHOBO-OKOHOMHYECKHM YIpaBleHHeM MUHHCTEPCTBA, €Cd B IIpOEeKTe
AOKyMEHTa 3aTParBaroTCs 9KOHOMUYECKHE BOIIPOCHI,

5) CTPYKTYpHBIM IofpasfeneHHeM MHHHCTEPCTBA 110 KaJpOBEIM BOIIpOCaM,
€CJIH B IPOEKTE JOKYMEHTA 3aTParuBaroTCsl KaJPOBEIE BOIIPOCEHL.

3a comepxaHue NOKYMEHTa, KOTODBIH BH3HPYETCS HECKOMbKUMHU JIALIAMH,
TaK{e JIUIa HECYT OTBETCTBEHHOCTD COINIACHO KOMIIETEHITHH.

Ecniu BO BpeMs BHU3SHPOBAaHHS BBIACHHTCA, YTO B IIOACOTOBIEHHBIM K
NONIIMCAHHKIO IOKYMEHT HEOOXOIMMO BHECTH CYIECTBEHHEIE H3MEHEHN, OH TpeGyerT
IOBTOPHOTI'0 BU3UPOBAHHS.

Bremmee cornacoBanue MPOEKTOB JOKYMEHTOB O(OPMIAETCS —IIyTEM
NPOCTaBICHUA HAa HUX IpH}a COrTacoBaHMA, KOTOPHIM BKIIOYaeT B ceOs CIOBO
«COI''TACOBAHO», HauMeHOBaHME NOKHOCTH JIMIA M opra’a, ¢ KOTOPBIM
COIrTIaCOBBIBAETCA TIPOEKT INOKYMEHTa, JMYHYIO IIOAINCh, HWHALHUANE (MHHIIHAI
MMEHH), (GaMHIMIO W JaTy WIH Ha3BaHHe NOKyMeHTa, KOTOPHIN NIOATBEPKAAET
COTJIaCOBaHUE, eTO ATy ¥ HOMep (MHIEKC), HAllpUMep:

COI''TACOBAHO
MunuCcTp 3ApaBoOXpaHeHHsA

Pecny6anxu Kpeim
TOJHHCH, HHHIHBAIBI (AHUIMAT HMEeHH), GaMuIust
Jdara

I'pud cornacoBaHMss CTaBUTCS HMKE TIOANWCH HA JIHIEBOM CTOpOHE
TIOCJIE/THErO JIUCTA NTPOEKTa JOKYMEHTA.

B cnydae, xornma copmepxaHme NOKyMeHTa KacaeTcs Gojee Tpex OpraHos,
COCTaBIACTCS «JIMCT COInacoBaHHA», O 4YeM B JOKyMEHTe IHelaeTcsi OTMeTKa Ha
MecTe rpuda cornacoBaHus, HapUMeD:

JIner cornacoBaHHs npHJaraercs.

JIuer cornacoBanus opopmisierca no gopme:

JIACT COT'JIACOBAHUSI
Ha3panmue npoexra J0KyMeHTa
HaumeHoBanMe J0KHOCTH NIOITHCH HHUIHAJILI (HHAIMAA HMeHH), bamMuins
Jara

Bremnee cormacoBamMe B cnywae  HeoGXONMMOCTH, ONpeleIeHHOM
3aKOHOJATENBCTBOM, OCYINECTBIAETCSA B TAKOH [OCIICOBATEIEHOCTH

~ C OpraHaMH OZIMHAKOBOI'O YPOBHS H JPYTMMH OpTaHaMUu,

- C O0OIIECTBEHHBIMH OpraHU3aIUAMH,

- C OpraHaMHd, KOTOpbl€ OCYIUECTBISIOT TOCYJapPCTBEHHBIH KOHTPOIb
B onpejieieHHo! cdepe;

- C OpraHaMH BBICIIET0 YPOBH.
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2.4.15. Ommuck neuamu

Ha noxymentax, 3apepstommx NlpaBa TPaXIaH W MOPUAWYECKHX ML, Ha
KOTOPBIX ~ (pUKCHpyeTcss ¢(akT 3aTparsr CPEACTB H MpPOBEAEHHUS OIEpamHii
C MaTepHANBHBIMU ICHHOCTSAMM, MOAINUCH MOJDKHOCTHOIO (OTBETCTBeHHOr0) HIA
CKPEIUIIETCS repOOoBOi NeYaThio yupekneHus.

I'epbosast mewaTs cTapuTCH TaKKe Ha MONOIKEHHIX OpraHu3auui, TOroBopax,
YAOCTOBEPEHUSX, JOBEPEHHOCTSX.

ITepedens Ipyrux AOKyMEHTOB, IOMITHCH Ha KOTOPBIX HEOOXOAUMO CKpEIIATE
repOooBOH MeYaTEIO, YKa3aH B PUIOKEHHH 7 K Hacrosmel MucTpyKImy.

OrTHCK  TewatH, Ha KOTOpOM yKa3aHO HaWMEeHOBAHME CTPYKTYpPHOTO
nonpasaenenus Munucrepcrea (6es m306paxenus repba), CTaBUTCH Ha KOITHAX
AOKYMEHTOB, KOTOPBIC DAacCBUIAIOTCS B JpyrHe OpPraHEl, M Ha Pa3MHOXXEHHBIX
SK3EMILIApaX HOPMATHUBHBIX NPABOBBIX M PACIIOPSAUTENEHBIX JOKYMEHTOB B Cllyyae
pacchuiky. Iloamucs B naHHOM Cilydae He BOCIIPOH3BOIMTCA.

IMeyatn 6e3 mzo6paskeHus repba HMEIOT OTHEN OPraHU3AlHOHHOMN paboTel
M HOKyMCHTalbHOTO  OOECIEYEHHS,  YIIpaBIIEHHE KaapoBOH  IOJHTHKH,
TOCYRapCTBEHHOMU IPaXX JaHCKOM CITy>6BI ¥ POTHBONEHCTBHS KOPPYIILIHH.

OTTHCK me4aTH CTaBUTCS TaKuM 06pasoM, 4YTOGBl OH He 3axBaTHIBAL
COOCTBEHHODYYHOM IONMMCH JIANA, NONIHCABIIErO JOKYMEHT, HWJIH B MecTe,
obosnagenrOM «MIT» («MecTo TIeYaTu» ).

IIpuxasom MmuHucrepeTsa onpegensroTes TIOPSNOK HMCIIONB30BAHUA, MECTO
XpaHCHUs repboBoil IeYaTH U JOIDKHOCTHOE JIMLO, OTBETCTBEHHOE 34 ee XpaHeHHe,
a TAKOKe IIEPEYeHb JIULL, IIOITUCH KOTOPBIX CKPEILISIOTCS repboBOH 1eyaTkIo.

2.4.16. Ommemxa o 3asepenuu konuii 00KyMenmoe

MunucrepctBo  MoxKeT YAOCTOBCPATE KONHMH TeX JOKYMEHTOB, KOTOpBIE
cosnaroTcst B MuHHCTepeTBE, a Takke KOOHM JAOKYMEHTOB, BBIJAHHBIX IPYTHMH
OpraHamH, B Cly4JasX, NpeXyCMOTPEHHBIX ab3aieM BTOPBIM HAaCTOSILEro IYHKTA.
Komus moxymenra wmsrorosnsercs u BBINACTCA TONBKO C paspeiueHMs MuHHCTpa,
4 B €10 OTCYTCTBHE NOKHOCTHBIM JIHIIOM, HCTIONHSIOLIAM €TI0 0GS3aHHOCTH.

B cny4ae moprorosku moxymentos mims IIpeI0CTaBICHUS CYAeOHBIM OpraHam,
TIpE PEIICHUH BOMPOCOB OTHOCHTENBHO MNPHHATHSA TpaXxnaH Ha pabory, yueby,
3aBEpPEHHE MX TPYHOBBIX U JPYTHX IPAB BO B3ANMOOTHOLIECHHSIX C OpPraHOM, a TaK)xe
IPH HOPMUPOBAHHH JIMIHBIX M€l PabOTHHKOB MHHHCTEPCTBA MOXKET M3TOTAB/IHBATE
KOIHA  HOKYMEHTOB, BBIJAHHBIX JPYTUMHU OpraHaMd  (KOIMH  JOUILIOMOB,
CBUIICTEIIBCTB O TOJIy4eHHH 06pa3soBaHus U TOMY omo6HoE).

Ormerka «Komus» mpocrasnsercs ma TIEBOH CTOPOHE B BepXHEM MPaBOM

YTIIy IEPBOIO JIKCTA TOKYMEHTA.

Hammuers o 3aBepenmu HOKYMEHTa COCTOMT: u3 cioBa «BEPHOp,
HaUMEHOBAaHHUS NIOJDKHOCTH, JIMYHOR MOATHCH NMIa, KOTOpO€ yIOCTOBEPSET KOIHIO,
€r0 VHUIMATOB (MHHIMAIa HMEHH) u GaMHIMH, NaThl 3aBepeHMs KONHH U
TIPOCTABIIACTCS HIDKe PEKBU3UTA noKyMeHTa «ITomnucey, HalrpuMep:
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BEPHO

3aBenyromuii
0TAe0M (HaumMeHoBanue)  IMommuck HHHIAA/IB] (HHHUHAT HMEHH), haMuiins
Hara

Hannuce o 3aBepenun xommu CKPEIINAETCA IIeYaThIO C yKasaHHEeM Ha Hei
HaHMEHOBaHHMs  MuHucrepctea  (6e3 uzobpaxkeHus repba) WM  TewaThIO
CTPYKTYPHOTO MOAPA3AENEHNS 110 OpraHu3aliH AOKYMEHTAIlHOHHOI'O O0ecleueHus U
pabotel ¢  obpameHusMu TP&XKIaH,  yNpaBleHHs  KafApoBOM  ITONMTHKH,
TOCYNapCTBEHHOH — IpakIaHCKOM  ciyx6pl 1 NPOTHBONCHCTBUS  KOPPYIILIUH)
Munucrepcrra.

Ha xommsx ormpasisembrx AAOKYMEHTORB, KOTOPhIE OCTAIOTCS B JieaX, TEKCT
61aHKOB He Boccosmaercs, a YKa3bIBAIOTCS JINIb [aTa TOANMCAHHS JOKYMEHTA U ero
PeruCTpallMOHHBIH HHIEKC.

Ha xonwusix otnpasisiemMprx AOKYMCHTOB, KOTODPBIE OCTAIOTCS B AeNaX, JOKHEI
OBbITh  BU3BI  NOKHOCTHBIX JAL, C KOTOPLIMH OHH COIVIACOBAHBl, W BH3BI
HCIIOJTHUTENEH.

Konnsa noxymenta nomxna orseuars OpHTHHAaJy.

2.4.17. Ommemxu o CO30aHuU, 6bINONHEH U 0oKymenma,
Halu1uu e2o 6 snekmponnoii opme u hocmynnenuu ¢ Munucmepcmeo

Damunug paboTHHKA, KOTOPEIH co3mal HOKYMEHT, ¥ HOMEp €ro ClyebOHOro
TeNe(poHa yKa3bIBAIOTCS HA JIHIEBO CTOPOHE B HM)XHEM JIEBOM YTy IIOCIEHHErO
nucTa nokymenra. Hanpuwmep:

IlerpoB 256-329 HJIH Ilerpos Anapeii HBanosny 256-329

OrnpabisieMble u3 Munucrepera  goxymeHTHI, KpOME HENOCpenCTBEHHOIO
HCIIOJIHATEIIA JIOKYMEHTA, B 00S3aTellbHOM TIOPsIKE BU3HMPYIOTCA PYKOBOIUTEEM
CTPYKTYPHOTO NOAPAa3Ae/ICHUS.

Ilocne 3aBepiuenus paBoter ¢ AOCKYMEHTOM NPOCTaBISETCS OTMETKA O ero
BBIIIOTHEHUH. OTMETKA O BBINOJIHECHUH HAOKYMCHTA CBU/IETENIBCTBYET, 4TO paboTa Haj
AOKYMCHTOM 3aBEPLUEHA H €ro MOXHO MPUOOWIUTE K nemy. OTMETKa MOKeT
COACPXaTh: HanNmuce «B menow, HoMep nena, ccbUiky Ha JATy W PErucTpal{dOHHbIH
MHIEKC NOKYMEHTa, KOTODEIH 3aBepseT ero BLIIIONIHEHUE, HAaMEHOBaHHe JOJDKHOCTH,
TOAIHKCE U JIATYy.

Ecny nokyment He Tpebyer muchmenmoro OTBETa, yKa3bIBAIOTCS KOPOTKHE
CBEJI€HHs! O BBIIOJIHEHHUY.

Ioamuce u naty ormerku [POCTaBJIAET PabOTHUK, KOTOPEIA co3an JOKYMEHT,
HIH  DYKOBOIMTENb  CTPYKTYPHOTO NONpasfeNenus.  YKa3aHHBIM  pPEeKBH3UT
MPOCTABIIACTCS OT PYKH B JIEBOM YIIIy HHIKHEro MOJs Ha JIMLUEBOH CTOPOHE NEepBOro

JIMCTAa, Hanpumep:
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B aeno B nejio
ITucemo-orser ot 20.05.2015 Bonpoc pelen noJioxkurennHo
Ne 10/01/ N 03-802 BO BpeMsl Tej1e(pOHHOr0 pa3roBopa
04.03.2015
AOJKHOCTD, MNOANKUCH, HHUIIHANBI AOIKHOCTh, MOANHCH, HHHLHAJIbI
HMeHH, haMuJInsg HMEeHH, paMHuIusA
05.03.2015 21.05.2015

Ilpy ucronb30BaHtK CHCTEMBI STIEKTPOHHOTO JJOKYMEHT00GOpOTa OTMETKA 06
MCTIOTHEHHH OKYMEHTA NPOCTABISIETCS TIPY HCIIOTHEHHH.

OrMmerka O HalM4MH KOMHM IOKyMEHTA B 3/eKTPOHHOM Gopme comepKUT
MoNHOe MMS (aiia ¥ ero MecTo XpaHeHHs, KOJ ONepaTopa H APYrHe IOWCKOBEIE
fannpie. OTMETKa CTABHTCS Ha JIHILEBOW CTOPOHE B LEHTPE HUXKHETO TIONSA [IEpBOTO
TMCTa NOKYMEHTa, Hanpumep: ¢:/otdel/proekt/2014/instr_1.doc.

OtMeTka 0 MOCTyIIeHuy JOKyMeHTa B MUHHCTEpCTBO IPOCTAaBJIAETCS OT PYKH
C MOMOLIBIO LITAMIIa Ha JIMLEBOM T0JIe B TPaBOM YIUTy HH)KHETO MOJIA NepBOTrO JIHCTa
OpurMHama  NOKyMEHTa.  DJIeMEHTaMM  YKa3aHHOTO  PEKBU3HWTA  SBISIOTCS
HaWMEHOBaHWEe MMHHCTEpCTBA, pPErMCTpALMOHHBIA HMHAeKC, nata (B cayyae
HEOOXOXMMOCTH — Yac M MHUHYTBI) NIOCTYMNEH s TOKYMeHTa. B cily4ae MpUMEHEHHUs
aBTOMATU3HPOBAHHOM CHCTEMbI PEIMCTPAIlMH yKasaHHas HH(GOPMAIHMsS HAHOCHUTCS C
TIOMOILBIO IITPHUX-KO14.

Koppecrionnenims ¢ Hamnucwio  «JIudHO» He BCKDHIBAETCH, OTMETKA
0 MOCTYIVICHHH IOKYMEHTa MPOCTABNAETCA Ha KOHBepTax (yNaKoBKax).

B cnywae  noctymnenus  cOpoUIOPOBAaHHBIX ~ JOKYMEHTOB  BMeECTe
C COIPOBOJAHTEINILHBIM JIUCTOM OTMETKA CTABUTCS HA COMPOBOJUTENHEHOM JIMCTE. _

B cnysae, ecnmm opran — aBTOp IOKYMeHTa, mOnAeT CTPYKTYPHOMY
noipasfenennio Munucrepersa no Bonpocam JeONpOM3BOJCTBA JOKYMEHT BMECTE
C €ro KOMUeH, Ha KOIWH JI0KYMEHTa, KOTOPas BO3BPAIIAETCS YIPEKIEHHIO — aBTOpY,
PEerHCTPALMOHHBI IITAMN He TPOCTABISETCS.

2.4.18. Cocmasnenue omoensHoix 64d06 dOKyMeHmos
(npukaswl, npomoxone., cryscebuvie nucoma, OOKYMeHMbI K 30Ce0aHUAM
KOMNESUANLHBIX OP2AHOB, O CIYHCEOHBIX KOMAHOUDOBKAX)

2.5.1. Ipuxaszwt

2.5.1.1. Ilpukaspl ABNSIOTCS JOKAIBHBIMH HOPMATHBHHIMH WIH IIPaBOBBIMHU
akTamp  MMHUCTEPCTBA,  M3NAIOTCS  KaK  pelleHHe  OpraHM3alEOHHO-
PacriopsIMTENILHOrO MM HOPMATHBHOIO MPaBOBOro Xapakrtepa. Ilo comepixaHmMIO
YNpaBIEHYECKOro NeHCTBHA NPUKA3Bl M3JAIOTCA 110 OCHOBHOM IESTENBHOCTH, MO
4AMMBHCTPAaTHBHO-XO3HCTBEHHBIM ~ BOMPOCaM MMHHCTEPCTBA MIH  KaAPOBBIM

BOIIpOCaM.
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2.5.1.2. TIpoeKTsl NPHKA30B 110 OCHOBHOM JEATENBHOCTH TIO IIOPYYEHHIO
Munnctpa wim no cofcTBeHHONH WHULMATHBE TOTOBSITCS M MPENCTABISIOTCS
PYKOBOAMTENEM CTPYKTYPHOro mnojpasnenedudss MHHHCTEPCTBA, K HAIpaBIeHUIO
AEATENLHOCTH KOTOPOrO OTHOCHMTCS BOTPOC, B CBSA3H C KOTOPBIM T'OTOBUTCS MPOEKT
[IpHKa3a.

IIpoexTsl mNpHKa3oB no KagpoBBIM BoMpocaM (O NpPHHSTHH Ha pabory,
OCBOOOXIEHUH, MPEOCTABICHHH OTITYCKA, HANPABIEHHH B KOMaHIUPOBKY U TOMY
nompobHoe) roTOBUT Kalaposas ciyxba MuHRCTEpCTBA HA OCHOBAHMM JOKJIAIHBIX
3aIMCOK DYKOBOIMTENICH CTPYKTYPHBIX TOApa3/e/eHHH, 3asBiieHnil pabOTHUKOB,
IPYTUX JOKYMEHTOB.

2.5.1.3. TIpoexThl MNpHKa30B 1O OCHOBHBIM BOIPOCAM, aJMHHHUCTDPATHBHO-
XO3SMCTBEHHbIM BOTPOCaM BU3HPYIOTCA PabOTHHKOM, KOTOPBIH CO3an JOKYMEHT,
KypUpYIOLUAMH  3a8MECTHTE/SIMH ~ MHMHHUCTPA, DYKOBOIMTEIEM  CTPYKTYPHOrO
nompasaencHus MUHHCTEPCTBA, B KOTOPOM OH CO3/IaH, PYKOBOZHTENEM H/HIK
AODKHOCTHBIM  JINLIOM  IOPUAWYECKOH CllyxkO0oi MUHUCTEPCTBA, NPHIOKEHHS K
NpHKazaM — pabOTHUKOM, KOTOPBIH CO3/a) JOKYMEHT.

2.5.1.4. TIpoekTsl NpPUKa30B [0  KaApOBBIM BOTIPOCAM  BU3UPYIOTCS
PYKOBOIOHUTE]IEM YIIPABIEHUS Ka[pOBOH MOJIWTUKH, FOCYAAPCTBEHHON IpaXJaHCKOM
CyOBl W NPOTHBOAEHCTBHI KOPPYHLUWH MHHHCTEPCTBA, PYKOBOIHTEIEM HIIH
AOJDKHOCTHBIM JIMLIOM FOPHUAMHYECKOH CITYX OBl a4 TaK)Xe B 3aBUCHMOCTH oT
BHJIOB TIPHKA30B — PYKOBOAMTENIEM CTPYKTYPHOTO MOApasaeneHuss MUHHCTEpCTBa 110
BOMpoCaM (HHAHCOB  OyXranTepckoro yuyera, APYrHMMH JODKHOCTHEIMH JIHLAMH,
KOTOPBIX KacaeTcst JOKYMEHT.

2.5.1.5. TlpoekTsl  NpHKA30B  NPOXOAAT  0OOA3aTeNbHOE  COIIACOBAHUE
C 3aMeCTUTEIAIMH MUHHCTpA 1O UX KOMIETEHIHH B COOTBETCTBHH C MOJDKHOCTHBIMH
periiaMeHTaMH, 3amecTuTeneM MUHUCTPa, KypHpYIOIMM (DHHAHCOBBIE BOIIPOCHI,
€CJIM €CTh BONPOCH! (PMHAHCHPOBAHHS.

2.5.1.6. B cnyuae HeoOX0aHMOCTH IPOBEICHUS1 OLUEHKH COJEpXKaHUS
W LenecoobpasHOCTH M3JaHUsl TNpHKasa OCYIUECTBISETCS BHEIUHEE COracOBaHHe
pOeKTa NOKYMEeHTa ¢ APYIUMH 3aMHTEPECOBAHHBIMH OPraHaMH.

2.5.1.7. Ecnu B npolecce cornacoBaHHs K IPOEKTY NMpyKasa BHOCSTCS
CYWECTBEHHEIE U3MEHEHHS, OH MOLTENHUT NOBTOPHOMY COTJIACOBAHHIO.

2.5.1.8. Ilpukasbl noamuceIBaloTess MUHUCTPOM, a B Cllydae ero OTCYTCTBUS —
AOKHOCTHBIM JIMLIOM, KOTOPO€ WUCIIOJHSET ero O0A3aHHOCTY, WM 3aMEeCTHTESAMH
MHHHCTPa B COOTBETCTRUM C pacnpeseneHneM (hyHKLHOHANBHBIX 00S3aHHOCTE!,

2.5.1.9. Tlocne moamucaHus npHkasa H3MEHEHHS K HEMY BHOCATCS ITyTeM
M3JlaHusl HOBOIO 1IpYKa3a O BHECEHHH U3MEHEHHUIA.

2.5.1.10. Tlpukas  odopmnsercs wa OGnanke mnpukasa (IputokeHue 4
K Hacroswmei MucTpykuyn).

2.5.1.11. Comepxanune rnpukasa KpaTKO H3Naraercss B 3ariiaBHH, KoTopoe
HayWHaeTes ¢ mnpeanora «O» H  COCTABISIETCS C IOMOIUBIO OTIVIATOJIBHOLO
cywectsurensioro («O6 yteepxachun...», «O BBemeHHH...», «O CO3JaHUH...»,)
MITH CYyWECTBUTENBHOIO («O0 nTorax...»., «O MeponpUaTHsX.. .»).
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2.5.1.12. TekcT [IpuKasa 1o  BONpPOCaM  OCHOBHOIM HEeATeIIRHOCTH
Munncrepcrea cocrour us HBYX 4YaCTed — KOHCTaTHpyromieit (1peam6yer)
Y pacopsiIUTENLHOIA.

B xoncTatupyromeii gactu YKa3bIBAacTCs OCHOBaHHE, OOOCHOBAHHE WM IieJIh
M3NAHKMS NpHKa3a. YKasaHHAS YacTh MOXET HAYMHATHCS U3 CIIOB «Bo ncrionnenuey,
«C uensio» u ToMy nomo6moe. Eciu AOKYMEHT M3MIa€TCSA HA OCHOBAHMH IPYIOTro
PACIIOPATHUTEILHOTO TOKYMEHTa, B KOHCTATHPYIOWEH YacTH YKa3BIBalOTCS Ha3BaHME
BANA 3TOrO NOKYMCHTa, €ro aBTOp, Hara, HOMep u 3arnaBue. Touka B KoOHIe
KOHCTAaTUPYIOUIEH YaCTH He CTABHTCS.

Pacnopsnurenshas yacts npukasa HaumHaercs CIIOBOM «II P H K 4 3 BI B a IO%»
KOTOpOEC neyaTaeTcss CTPOYHBIMU GyKBaMu BPa3psIKy.

Hanpumep:

...IPHKa3 B BAaIo;

1. Yuebno-merommaeckomy otaenry Qammima WU.0) x  01.11.2017
TIOATOTOBUTE M MPENOCTABUTE HA yTBEPXAEHHE IJIaH y4eOHO-MeToquYecKoit paboTs!
Ha 20018 rog.

Ecnu nopyuenue naercs KOHKDETHOMY HCIIOJIHUTEINIO, €ro JOIDKHOCTE
¥ GaMUITIA yKa3BIBAIOTCS 6€3 CKOGOK B AaTenbHOM manexe. Hampumep:

3. I'naBHOMY GyxrainTepy (®amunmus U.0.) moaroToBuTh M IPEeACTaBHTh Ha
PacCMOTpEHHE M yTBepKIEHHE CMeTy KOMaHIMPOBOYHEIX pacxonoB Ha 2018 rop
B cpoK 10 30.11.2017.

Pacniopsaurensras wacte pasnensiercs ua IYHKTBl U TOMIYHKTHI, KOTOpHIE
HyMepyloTcst apabcxumu nubpamu. B xakmom ITYHKT€ NOJKHBI OBITH OTMEYEHEI
UCTIONHUTEN!  CTPYKTYpHBIE IOApA3LeleHHs MK KOHKPETHBIE JOJKHOCTHEIE
(cyxeOHbIe mHIa), KOHKPETHEIC 3a/laHMs (NIOPYYEHHMS) M CPOKH MX BBHINIOIHCHHS.
Hcnonuutenu MoryT GuITe Haspamsr Taloke 00OOWIEHHO, HaNpUMep: «HAYATbHHKAM
CTPYKTYPHBIX TIOAPA3NeICHMA.

Ilpu aTOM, Kak npaswio, He NIPAMEHSETCS HallUCaHHE HEKOHKDPEeTHBIX
TOpy4CHUH,  KOTOpBIE  cojmepar  cioBa: «YCKOPHTE»,  «yNyYIIUTHY,
«aKTUBH3UPOBATHY», OOPATHTL BHUMAHUEY 1 TOMY 110Z00HOE.

2.5.1.13.Ecnmt  npukasoM oTMensercs NPENBIAYIMNA  paciOpsAUTEeNBHbI
AOKYMEHT, B DaCIOPAIMTENBHON YacTH yKashIBaeTcs IIYHKT, KOTODPBIH NODKeH
Ha9UHATECS CO c1oB: «IIpu3HATE yTpaTHBIINM CHITY...».

MsMeneHus, KOTOpHIE BHOCATCS B NpHUKa3, O(OPMILIIOTCS OTHEILHBIM
TIPYIKa30M, KOTOpBIE NOIDKHBEI MMETh TAKOH 3arolioBok: «O BHECEHHH HM3MEHEHUH B
pHKa3 ...», C yKasaHHeM [aThl, HOMepa, Ha3BAHs BUJla PaCHOPSIHUTENBHOTO
AOKYMEHTa, B KOTOPBIH BHOCATCS M3MEHEHHS. Pacnopstqurensnas wacts npHKaza
HaYHMHACTCA C TAKOT'O IYHKTA:

«1. BHecTH usMeHeHus B TpHKa3 ...»,

Hanee  OtmensHBIMU IOANYHKTaMH  GOPMYIHDPYIOTCS  W3MeHeHHs

K PaCIIOpANUTENEHOMY OKYMEHTY, HalpUMeD:
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«l) MyHKT 2 M3N0XUTH B CJIENYIOLIEH pENaKLHU: ...»);

«2) NYHKT 3 HCKITIOUUTbY;

«3) ab3au BTOPOii myHKTa 4 OMNONHHTD ClOBAMM Y

Ecnmu  usmenenns PacliopsAIMTeIbHOMY  JIOKYMEHTY OGOpMISIOTCS Ha
OTACJIBHOM JIUCTE (JINCTAX), B NEPBOM IyHKTE pacriopsOuTeNIbHOM 4acTH IpMKa3a
YKa3bIBaeTcs:

«1) Buecty usmenenus B ... (mpunararoTes)y.

2.5.1.14.Tlocneanuit  myHkT PacropafvTENbHON 4acTH MOXET COAepKaTh
PCILICHHE O BO3JIOKEHUM HA CTPYKTYpPHOE NOIpasiesicHHe Munncrepetsa  mim
AOKHOCTHOE JIMLIO PYHKLMH 110 KOHTPOIIO 38 BBINOTHEHUEM IIpHKa3za.

2.5.1.15.TTpukasel 110 KalpOBEIM  BONpocaM  OGOpPMISIIOTCS B BHAe
HHIMBUIYANBHBIX M CBOIAHBIX. B  WHAMBHIyaIBHBIX NpHKa3aX CONEPKUTCS
nudopmaius o6 oaHOM paBoTHMKe (coTpymHMKe), B CBOAHBIX — O HECKOJIBKUX,
HE3aBNCHMO OT TOro, Kakue ynpaBsleHYeckye PELICHUs B OTHOWIEHUH X
NpUHAMAIOTCS (TIPUHATHE Ha paboTy, HasHAYeHHe Ha AOJDKHOCTh, TIepeBOj Ha
APYTYIO NOJKHOCTE (paboTy), ocBoBOX IeHEe U TOMY nono6Hoe).

2.5.1.16.Conepxanue MHMBUAYaJlbHOTO [pHMKasa IO KaJpOBHIM BOIpOCaMm
CIKATO M3J1araeTCs B 3aryiaBUU, KOTOPOE HAUMHAETCS C npenaora «O», ¥ COCTaBIsIETCS
C NOMOIIBIO OTINIArONBHOIO CYIIECTBHUTENLHOTO, Hampumep: «O Ha3HaYeHMH...»,
«O npuHATHH...». B CcBOIHBIX IpHKasax MOXET IPUMEHATHECS 060OUIeHHBIH
3aroyoBok, Hanpumep: «O KaapoBeIX Bonpocaxy, «O TUYHOM COCTAREY.

2.5.1.17.B Tekcre npukazos no KaZpoBbIM  BOMpOCaM, KaK MpaBHIIO,
KOHCTaTUpYIOLlas 4acTh He yKa3blBAeTCs, KpoMe ClIy4yaceB Ha3HAYEHMS Ha HOIDKHOCTE
WIH OCBOOOMIEHHUS! OT AOMKHOCTH PYKOBOJAIMX PaGOTHUKOB OPraHOM BBICIIETO
YPOBHA WIH 1O Apyro# nponeaype. B Takom Cllyqae B KOHCTAaTHpYIOUWIEH YacTu
MPUBOIMTCS CCBITKA Ha COOTBETCTBYIOUIMI NPaBOBOit aKT OpraHa BBICIIEr0 YpOBHS
B TaKOH IIOCNENOBATENLHOCTH: BMA aKTa, ero aBTOp, Jara, HOMeEp, IIOJHOe
HaUMEHOBaHHeE,

2.5.1.18.Pacniopsiiuresnibas  yacrs IpHKa3a HAYWHAETCH, KaK IMPaBUIIO,
¢ rmaroiia B GopmMe HHOUHHUTUBA: «IIPUHSATB», «tHASHAYUTD» «I[TEPEBECTW»,
«OCBOBOONTh», «OTITPABUTD», «ITPEJJOCTABHTb», «OBbSIBUTE» u TOMY
nofobHoe. [lanee ykasblBalOTCs GOMBILUMH OykBamu amuius paGoTHMKa, Ha
KOTOpOro pacrnpoCTpaHseTCs AeHCTBHE NpHKaza W MAEHBKAMM — HUMsl, OTYECTBO
pabOTHHWKA M TEeKCT npukasza. B cBOTHBIX NpUKasax (aMHUIMH JIMI B Npemenax
TYHKTOB pa3MelLaloTCs 110 al(aBuTy.

2.5.1.19.B npukase o Ha3HaYeHUN WU OCBODOMIEHHH pabOTHMKA OTMEYAIOTCS
nonHas nara (4Mcso, Mecsl, rol) (PakTH4eCKOro BBRIXONA paboTHHKa Ha baGOTy
(npekpaueHus TPy JOBbIX OTHOIIEHHH).

2.5.1.20.B npukaze mo KaJpOBBIM BOMPOCaM YKa3bIBAETCS OCHOBAHUE €ro
M3MlaHWs  (3asBNeHMe paBoTHHKa, KOHTpaKT, HOKJauHAs 3aIIUCKA, peIlIeHHe
aTTCCTALMOHHOH KOMHCCHH ¥ TOMY 110106HO0e).

2.5.1.21.03HakoMIe e © ITPHKA30M OCYILECTBIISICTCS MyTEM MMPOCTABIEHMS Ha
EPBOM 3K3CMIIAPE MpHKasa WIH Ha CIELMATbLHOM GJaHke YKa3aHHBIMM B HeM
IANaMH MX [TOANHCH C YKa3aHHEM JAThl O3HAKOMIICHHS,
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2.5.1.22.06uwii npukas OPTaHoB OAHOrO ypOBHS O(OPMISETCS HA YUCTRIX
nuctax Oymaru dopmara A4 (210 x 297 MHJUTHMETPOB). HanMeHoBaHus opraHos
Pa3MEILAIOTCA HAa OMHOM ypOBHE, a Ha3BaHUe BUIaA JOKyMeHTa — nocpenune. Ilara
obuiero rnprkasa 10IKHA 6BITH CAMHCTBEHHOH, OTBEYATh JaTe NOoCieHeii MOJIUCH,
4 PETHCTPALMOHHBIN HHAEKC AIOKYMEHTA — COCTOSTE 3 PETHCTPaUMOHHBIX HHAEKCOB,
KOTOpbIe  MpOCTaBaslOTCS  Yepes PaBOCTOPOHHIOI  HAKJIOHHYIO  4epTOYKy
B TIOCJNENOBATENBLHOCTH TNOANTUCAHUS IPHKa3a  DYKOBOIAMUTENAMH YUpeXkIeHHI,
Pacnopanurenbhas wacts naunmmaercs co cioBa «ITPUKA3BIBAEM». Tloanucu
PYKOBOZHMTENICH OpraHOB pacnoNaraloTcsi Hibe TEKCTA Ha OJHOM YpPOBHE
M CKPEMIAIOTCS FepOOBBIMU NEYATAMHU 3THX OpraHoB.

Konuyecrro OK3EMIIAPOB OOUIMX MPHKA30B HODKHO OTBEYATE KOJIM4€eCTBY
OpraHoB, KOTOPbIE UX U3JIAIOT.

2.5.1.23.Tlpuka3ssi HYMEDYIOTCS B 1OpAAKE MX H3NAHUS B npenenax
Kan€HIapHOTO To0ja; MNpUKasbl MO0 OCHOBHOMN ACATCILHOCTH, aIMUHHUCTPATUBHO-
XO3HCTBEHHBIM BONPOCAM M 110 KaIpPOBRIM  BONIPOCAM HMEIOT OTAENBHYIO
NOPANKOBYIO  HyMepaluuio, XpaHATcs B COOTBETCTBYIOIMX  CTPYKTYPHBIX
nolpaznenenusx Munucrepcrsa.

2.5.].24.AHTnKoppynuM0HHaﬂ IKCHEepTH3a HOPMATHUBHBIX MPABOBEIX 4KTOB
Mununcrepcrsa  ocymectsngercs s COOTBETCTBHA ¢ [lopsmok HIPOBEICHUSA
aHTUKODPPYMUUIMOHHOH 3KCIIEPTH3Bl HOPMATHBHBIX IPABOBLIX &KTOB M IPOEKTOB
HOPMATHUBHBIX ITPABOBBLIX aKTOB Munucrepcrsa 3ApaBooxpaHeHus Pecny6iuku
Kpbim.

2.5.2. ITpomoronn

2.5.2.1. B nporokonax (pHuKcHpyeTcs MHGOpMaLlUST O XOHe BeNeHHS
3aCClAHUN, MNPUHATHH  pelueHHil KOMHCCHAMM,  COBELLATESILHBIMH  OpraHamu,
coOpaHusIMH U TOMy nono6HOe. [Ipotokon cocrasnsercs Ha ocHOBaHMY 3alticelt,
CAEJAHHBIX HEMOCPEACTBEHHO BO BpEMs 3aCelaHWH, TOJAHHBIX TEKCTOB M TE3UCOB
AOKJIZJI0B U BBICTYIUIEHUH, CIPABOK, NPOEKTOR PelIeHnH ¥ ToMy onobHoe.

2.5.2.2. Tlpotoxosl MOTYT COCTaBIATECS B IIOJHOM MM CHKATOM dopme.
B nporokonax, cocrasnennmix B cxaroii dopme, GUKCHpYIOTCS THID IIPUHSTHIE
PELIEHNA, a He X0/ 06cyx)aeHHs Bonpoca.

2.5.2.3. TIpoTokon otopmisercs Ha 6nanke NpOTOKOoa (MTPH HAJMYUH TAKOro
Onanka) wiM Ha obweM 6Gianke YApeXKICHHs, a B cCiydae, KOrga ONaHKH He
HTPEAYCMOTPEHBI, - Ha YMCTOM JUCTe Bymaru (popmaTa A4 (210 x 297 MUIIJTUMETPOR)
KaK C yrioBbIM (IPCHMYILECTBEHHO), Tak M W3 NMPOAONBHEIM  PACIOJIOKEHHEM
PEKBHU3UTOB.

2.5.2.4. Jaroii NpOTOKONA ABJSIETCS paarta NPOBEACHUSA 3acemaHus. Lcnu
3aCelaHue [UTMNOCh HEeCKONBbKO JHEH, To dCpe3 THUpe OTMEYaroTCst mepBbIit
H NOCNIeIIIMKI JICHD 3acejlaHus.

2.5.2.5. Homep (MHAEKC) MPOTOKONA IOIKEH OTBEUYATE NMOPALKOBOMY HOMepyY
3acefanns. Hymepauus nportokonos Bemercs s Npezaesiax KajJeHAapHOro roja
OTACNBHO 10 KaXIOH TIpynne MpOTOKOJOB 3aceNaHus  COOTBETCTBYIOLIErO
KOJIErHaILHOTO  OpraHa: KOJUIETHH, HAyYHBIX, OKCIIEPTHBIX KOMMCCHH, COBETOB
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H TOMy mnoxmobHoe. B peksusure «MecTo 3aCeTaHNA» YKa3blBAaeTCs Ha3BaHHe
HACEICHHOIO IIYHKTa, B KOTOPOM COCTOSIIOCEH 3aceaHue.

2.5.2.6. 3aronosox k TEKCTY NMPOTOKONIA NOIDKEH OTOGPaXKaTh BHI 3aceqaHus
(coBemanue, coGpanne, KOH(EpeHIHs U TOMy ION0OHOE) MM KOJUIerHabHOMN
ACATELHOCTH (KOMHCCHS, COBeT, Kounerus, paGoyas rpymma m Tomy mono6Hoe)
¥ BKIIOYaTh Ha3BaHHE BANA OKyMeHTa,

2.5.2.7. TekcT mpoOTOKOMIA COCTOUT U3 BCTYNIUTENBHON U OCHOBHOIM YacTeii.

2.5.2.8. Bo BcTynHTensHOM wacTH IPOTOKONA  yKasBIBAOTCA  (QaMHUIUU
M MHULUAIB! (MHALMAT HMEHH) Tpe[cenaTels MM IIpeLICeIaATENILCTBYIOIIETO,
CEKpeTaps, IPHIIAIEHHBIX, a TaKKe IPUCYTCTBYIOUIUX JIHI,

B cmucke cobpasmmxcs YKAshIBAIOTCS B aN(paBUTHOM IIOpAZKE CHAdYasa
bamMunHn ¥ wHEUMANE! NIPUCYTCTBYIOLIMX MOCTOSHHBIX HYIEHOB KOJLIETHAIBHOIO
OpraHa 0e3 yKasaHHs JIOJDKHOCTeH, 3aTem — NPUTTIAIIEHHBIX JIMI C YKa3aHHEM
AOKHOCTEH M B Ciyyae HEOGXOTUMOCTH HanMEHOBaHMH yupexneHuil. Ecim
KOIIMYECTBO COOpaBIIMXCSA INpeBbimaer 15 €JIOBEK, YKasbIBaeTCs HX oOIee
KOIUHECTBO CO CCBITKOH Ha CIIUCOK, KOTODKIit IIPUIIAraeTcs K HPOTOKONY.

Berynurensnas gacts Brmouaer NIOBECTKY IHA — NEpeYeHb PaCCMOTPEHHBIX
Ha 3aCCNaHHM BOIIPOCOB, KOTOPHIE pa3MEMIEHb! B TIOPANIKE MX 3HAYHMOCTH C
YKasaHueM JIoKNaninka [0 KaxJaoMy Bompocy. Ilosectka AHS NIPHIIATaeTCcsa B KOHIE
BCTYNIUTENILHOM YacTH.

CioBa «IToBecTka MHI» meuaTaioTes Ges OTCTYINUICHHS OT IPaHUIBl JIEBOTO
MO, TIOCHEe HMX CTABHTCA ABoeTouMe. Kasmprit BOIIPOC HyMepyeTcs apabcKuMHu
IAPpaMH W mneuataercs c absana. Popmuporanue BOIPOCOB B IIOBECTKE JHS
HauYMHaeTcs ¢ npemiora «Oy.

2.5.2.9. OcHoBHas 4acTs TIPOTOKOIA COCTOHT U3 PasfelIoB, KOTOPEIE JOIKHEI
OTBEYaTh IyHKTaM IIOBECTKU AHA. Pasiesnl HYMEpYIOTCA apabckuMH mudpaMu u
CTPOATCSA ITO CIIeAYIOMmEH cxeme:

CIVIIAJIM -  BBICTYIIUIM -  PEIIIA (OOBPUIIY,
ITOCTAHOBUJIN).

YKkasawHBle clOBa ImewaTaroTCs Gonmemmmn  GykBamu  Ges OTCTYIUICHHS
OT IPaHHUIEL IEBOTO Ious. Tocie c1oB cTaBuTCs MBOETOUHE.

Ilocne ciosa «CIIVIUAJTH YKa3BIBAETCA TEKCT BBICTYIUIEHHS OCHOBHOLO
AOKNan4IuKa. PaMWIHA X HHUIMAIEL (MHULMAN WMeRM) KaxIoro OOKJIaIIuKA
IEIaTalOTCA ¢ HOBOM CTpokH. Tekcr BBICTYIIIEHUS] H3JIATA€TCS B TPEThEM JIMIE
S€AMHCTBEHHOI'O YHCIIA.

Texeter wmy Tesucer nqoknama u BRICTYIUICHHH, OQOPMIICHHEIE KaK OTHebHEle
AOKYMEHTBI, B IPOTOKON He BKIIOYaroTcs. [loce CBEIEHHH O JOKJIAOUHUKE CTABHUTCS
THpe 1 oTMe4aercs: «TekcT noxnana (BBICTYILIEHHSA) DpHiIaraeTes K IIPOTOKOY.

Iocne cnosa «BBICTYITWIM buxcupyorcs BBICTYIUICHHS TeX JIMII,
KOTOphIe y4acTBOBAIM B OGCYXHEHHH NOKNaja. Brictynnenus odopmisiores
B MIPOTOKOIIE C yKa3aHHEM NOIDKHOCTEH, (hamumuii 1 HHUUMAOB (MHMIMANa NMEHHU)
EBICTYNAIOIINX B MMEHHTENBHOM IIafeXke, a Taloke o H3JI0KEHUEM COAEpIKaHHUA
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BOIpoca M OTBeTOB Ha Hero. Comepixanue BRICTYITIEHHH H3NIaraeTcs OT TPEThero
JHIa €eTMHCTBEHHOTO YHCIIA.

ITocne  cnosa  «PEINIIN («OJOBPUJIIU», «IIOCTAHOBWJIV»)
duKcHpyeTcs mpHHATOE PEIICHHE TI0 OOGCYXIaeMOMy BONPOCY MOBECTKH THSL.
Pemenne pomxHO 65BITH KOHKPETHBIM M BKIIIOYaTh COCTABIISIONIHE, KOTOpEIE
OTBEHAIOT HA TaKMe BOIPOCHI: KKOMY?», KUTO CIeNaTh?» U «B KaKoi cpok?».

Pemenns, comepxamme meckomsko BOIIDOCOB, pPasfeNsioT Ha IyHKTHI
M IOANYHKTEI, KOTOPEIE HyMEpPYIOTCS apabCkuMu  1Hdpamu. IHoamyuxTe!
HYMEPYIOTCH U(paMu co CKOOGKOiL.

25.2.10.B cayuae, ecau Ha 3aCClaHMM  NPUHHMAETCS  pEIleHHe
00 yTBepxKIeHHM (onobpenun, COINIaCOBAHKMH) NOKYMEHTa, KOTODBIM obcyxmancs
Ha 3acelaHuH, 3TOT NOKYMEHT MpHiaTaercs K IPOTOKOlYy B BHJAE HpPOEKTOB 6e3
TIOANMCEH  cocTaBUTENeH (aBTOpOB) M PYKOBOZIHUTENIEH,  yTBEPKIAIOLIIX
TIPENCTABIIEHHBIA TOKYMEHT, M B HEM JIEJIaeTCs CChUTKA Ha HOMEp H JaTy IPOTOKOJIA.
Ha neprom mmcre B IIPaBOM BEpXHEM YTy HOKYMEHTAa YKa3BIBAaeTCi CJIOBO
«IIpoext». IIpm HamHuuu APYTHX  IOKYMEHTOB, KOTOpEIE pacCMaTpPHUBAIHCEH
Ha 3acelaHMud U ¢axT obcyxaeHss KOTOPBIX OBLI 3aUKCHPOBaH B TeKCTe
[IPOTOKO/Ia, OHM HYMEDPYIOTCSI apabCKUMu mudppamu (Ipunoxenune 1 k IIPOTOKOITY
Ne 5 ot 25.05.2015, Ilpunoxenne 2 k nporokony Ne 5 or 25.05.2015).
B cooTseTcTBYIOmMX IyHKTAX MpOTOKONa NENACTCA CCHUIKA HA NaHHBIE IPHIIOKEHHS.

PexBusnt «Ot™merxa o Hamuumu NPUIOXECHAM» B KOHIE TEKCTa HPOTOKOJA
He YKa3BIBaeTCHl.

2.5.2.11.IIporoxoux NOAIUCKHIBAETCS IIPENCCATENILCTBYIOUIUM Ha 3aceqaHuu
KOJLTICrHansHoTo opraHa u cexperapeM. OpUruHaj IIPOTOKOJIA XPaHUTCS y CeKpeTaps
KOJICTHAIBHOTO OpraHa.

2.5.2.12.HexoTopsie [IPOTOKOJIBI  3aceNaHuil (KOMHTETOB, METOIUYECKHX,
OKCIICPTHBIX, HAYYHBIX COBETOB H KOMHCCHE u TOMY MONOGHOE) NOMIekKaT
YTBEPXKICHHUIO. B TakoM citydae IpoTOKOIN H0IDKeH UMeTE TPUQ YTBEPKICHHS.

2.5.2.13.Konuy NpOTOKOJIOB MM BBIHCKH M3 HHX B ClIyYyae HeOOXOAUMOCTH
3abepiiores  medarbro  Otdena W HampaBmmoTcs, B Cllydae HEOOXOAMMOCTH,
3aMHTEPECOBAaHHBIM  OpraHaM, JOJDKHOCTHBIM aauaM, paborHHkaMm.  Crucokx
PACCBUIKHM COCTABIIAET U IOAIUCHIBACT CEeKpeTapk.

2.5.3. Cnystcebuvie nucoma

2.5.3.1. CnyxeGHEle MHCEMa COCTABIISIOTCS C LENb0 0oOMeHa uHbOopMarmeis
MEXJy OpraHaMH KaK:

OTBETBI O BBINOJIHCHWH 33[aHUM, ONpeIeNeHHBIX B aKTaX benepansupIx
OPTaHOB BIIACTH, OPraHOB BIAcTH PecmyGimku Kpemv, nopyyenusx sercimmx

JOJDKHOCTHBIX JIMII;
OTBETHI Ha BEINIOTHEHHE NOPYYEHUH yUpexneHuit BbICIIEro YPOBHS;
OTBETBI Ha 3alIPOCH! APYTHX YYPEKNSHHUIL;

OTBETHI Ha 00pallleHus rpaxKnan;
HMHUIIHATHBHEIE [IHCHMA;
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CONPOBOJMTENEHEIE MIUCHMA.

2.5.3.2. CunyxebHBle mHCHMa OQOPMILTIOTCA Ha CIIelUaTbHOM IS IIHCeM
6nanke popmara A4 (210 x 297 MHIIUMETPOB). Ecu TexcT muckMa He [IPEBBIMIAET
CEMH CTPOK, HCIONB3YIOT Giiak dopMata AS (210 x 148 MHJUTUMETPOB).

2.5.3.3. TTuceMo uMeer Takme PCKBUBHTEI: [aTa, PErHCTPAIMOHHBIH UHJEKC,
CCBUIKA HA PErUCTPANMOHHEIH MHIEKC U JaTy AOKyMEHTa, Ha KOTOPKIi JlaeTcs OTBerT,
allpecat, 3arnaBHe K TEKCTY, TEKCT, OTMETKA O HalIMYuy NIPUIIOXKEHHH (B ciydae
He0OXOUMOCTH), IIOATIUCH, OTMETKA 00 UCIIOIHHTENE.

Harolt mucema sBnsercs mara ero NOANICaHuUs, KOTOpas JO/KHA COBIOALATE C
AATOH PETHUCTPALMM MCXOMNSILEH KOPPECIIOHACHUMU B CTPYKTYPHOM IOApa3Ne/eHUH
Munucrepcrsa no Bonpocam JEJI0NIPOU3BOACTBA.

2.53.4. TluceMo, oopMileHHOE Ha Gramke dopmata A4 (210 x 297
MHUIIIIMETPOB), HODKHO HMMETh 3ariiaBHe K TEKCTY, KOTOpOe OTBEYaeT Ha BOIpPOC
«0 geM?».

2.5.3.5. OCHOBHBEIM pEeKBH3HTOM CIy’)XeOHOr0 IHCBMa  SBNIAETCS TEKCT,
KOTOPBIH, KaK HpPaBHJIO, COCTOHMT U3 ABYX 4acTed. B mepBoii gacTu ykasmiBaercs
IPHIMHA, OCHOBAHME MM OOOCHOBAHME NOATOTOBKH ITHCEMA JLIH IPHBOASATCS
CCBUIKM Ha TOKYMEHTHI, KOTOpBIe GBLIH OCHOBAHHEM IUIS ero cocTaBienud. Bropas
HacTb BKIOYACT BBIBOMBI, MPEIOXKEHHS, IIPOCHOEI, pemenuss ¥ ToMy nomobHoe,
KOTOpBIE pa3sMeIatoTCs ¢ ab3ana.

2.5.3.6. Kak npasuio, B mucsMe 3aTparuBaeTcs ONHH BOIPOC.

Texcr mnmcbma wm3nmaraercs or [IEPBOro JIUI@ MHOXECTBEHHOrO0 YHCiIa
C HCIOB3OBAHUEM CJIOB! «IIPOCHM COOBIIUTS. .., «Pa3bICHSIEM, YTO...» HIH OT
TPeTbEero JMIa €IWHCTBEHHOI'O upcia — «MHHHCTEPCTBO HMHQOPMUDPYET. ..»,
«YIPaBIEHHE CUHUTAET IIeIECOO00Pa3HEIMY.

Ecnu nuceMo cocrasiieno Ha GraHke AOJDKHOCTHOTO JIMLA, TEKCT U3JIAraeTcs
OT IIEPBOIO JTUlAa EAMHCTBEHHOTO YHCIIa — «MpOITy...», «IpeIaralo. ...

Crnyxe6Hble THCEMA OT MMeHH Munncrepersa nognucesarores Munnctpowm,
4 B Cllydac €ro OTCYTCTBHS — NOIKHOCTHEIM JHOOM, KOTOPO€ HCIOJHSET ero
O0S3aHHOCTH, 60 3aMeCTHTENIIMH MuHuctpa B cOOTBETCTBHY ¢ TOMHOMOYMAMIL,
I'epboBoit nevarsio YAOCTOBEPSAIOTCS JIUIIB FapaHTHIHBIE THCHMA.

2.5.3.7. Cuyxe6Hoe muchMO BHSHDYETCS B COOTBETCTBHH C TpeGOBaHHIMU
HacTosmen MucTpykupm.

2.5.4. Jokymenmui k 3acedanuam Koltezuansusix opzanoe

2.5.4.1. TlogrotoBKa M OQOpMIIEHNE  NOKYMEHTOB K 3aceJaHusIM
KOJUIETHaIbHBIX OPraHOB IPOBOIATCS C [Hefbio OCYINCCTBIICHHSA IIOTHOMOYMIA,
TIpEIlyCMOTPEHHEIX MONOXEHHSIMH 06 3THX KOJLIErHAIBHEIX opraHax.

2.5.4.2. 3acenaHus KoJUlerMalbHLIX OPraHOB MHPOBOIATCS B COOTBETCTBHU
¢ TONOBBIM IUIAHOM, KOTODHIM SBISETCS COCTABHON 9ACTHIO njaHa paboTkl
MuHucrepctea  Ha COOTBETCTBYIOIIMA  KaJeHHapHBIA Trom, ® B cirydae
HEeOOXOIUMOCTH.
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2.5.43. B mnname PaGoTHl KOJUIeTHANbHOTO OpraHa yKasbIBalOTCSA BOIPOCHI,
KOTOpBIC NODKHBI paccMaTpuBaThesl, naTa PacCMOTpeHHsI, baMwins, HHHIMATE!
(MHEMIMAT UMEHH) NOKIamIuKa HaUMEHOBAaHUE CTPYKTYPHOIO IoApasAeNeHus,
KOTOPBIH TOTOBHT JIOKYMEHTEI JULL  PaCCMOTPEHHS BOHPOCA KOJIErHANbHEIM
OpPraHoM, CpOK IIpEACTABIEHUS IOKYMEHTOB.

2.5.4.4. PyxoBonurenn CTPYKTYPHBIX  IOZpa3ielieHui MHHHCTEPCTBA
3a6/1aroBpeMeHHO IOAAOT AV BKIIOYEHMS B IJIaH paboOTHl KOJUIETHAIBHOIO oprana
IIEPEYICHL BOIIPOCOB, KOTOPBIE OHH CUMTAIOT HEOOXOIUMEIM pPaccMOTpeTh Ha ero
3aceanuu. K mepeynro npunaraercs ClpaBKa ¢ 0OOCHOBAHMEM BHECEHMS BOIIpoca Ha
paccMOTpeHUe KOJLIErHanbHOro opraqa.

2.5.4.5. YTBepxneHHsIi KOJUIETHAJILHBIM OPTaHOM IUIaH paGoThI JOBOOUTCS
A0 CBEHEHHUS YIEHOB KOJUIETHAIBHOLO OpraHa 1 PyKOBOAHTENEH CTPYKTYpHbIX
IIoJpasfiesieHnH. JlonosHuTeLHEe BOIIPOCEI K yTBEpXIEHHOMY ILTaHy paboTsr
KOJLTCTHAJIBHOTO OpraHa MOTYT GBITh BKTIOYEHEl 110 PCIUCHUIO ero mpencenaTes.

TaKoro  opraHa, HHQOPMHPYET BCeX  4ieHOB KOJUIETHATIBHOTO  OpraHa
H OTBETCTBCHHEIX HCIIONHHUTENEH 0 BHECEHHbIX B ILIAH H3MEHEHHSIX.

2.5.4.6. JoxymeHTs! mo BOIIpOCaM, KOTOpPBIE BHOCSTCS Ha paccMOTpeHHe
KOJIErHanbHOro Oprana, NOJDKHE PEJOCTABISATECS He [IO3MHEE, YeM 32 IATh AHei
AO 3aceNianms, a B Cllydae NpoBeeHHs BHEOICPENHOTO 3aCelaHUs — He MO3JHEE, YeM
33 OZIVH JIeHb. YKa3aHHBIE JOKYMEHTE] CoZiepKar:

~ AOKIaNHYIO 3aNHUCKy, afpecOBaHHYIO KOIIrHaieHOMy opraHy (B ciydvae
HeobXxomumocTH), B KOTOPOH OOOCHOBAHHO H3JIOKEHE] BOIIPOCBI € BBHIBOJAAMHU
H [IPEIIOKECHUSIMM,

~ IpOeKT pelueHus KOJUIETHaJIbHOTO oprasa, 3aBH3UPOBaHHBI
PYKOBOIUTENSIMH 3aHHTEPECOBAHHEIX CTPYKTYPHBIX TIOApasfeNeHnii, i JOKYMEHTHI
K HeMmy (aHaJMTHYecKkue CIPAaBKM, TaONULEL, AWATPAMMEI H TOMY Tm0106HOE),
SABH3HPOBAHHEIC UX DYKOBOIUTENSMH, a B CIy4ae HEOOXOOUMOCTH — IIPOEKT
IIpHKasa;

~ CIpaBKy O COINacOBaHMM IIPOEKTAa peIleHws WICHaMH KOJIIETHAIBHOIO
OpTaHa, IIpU HEOOXOMMMOCTH C JPyrUMH YUPEXICHUSIMH;

~ CIHCOK JIMI, KOTOpBIE MNpPHINAINAIOTCS Ha 3aCelaHle KOJUIETHANBHOIO
oprana;

— APYTHE NOKYMEHTbI, HEOGXOMUMBIE J1Is pacCMOTpeHHst BOIPOCOB.

2.54.7. oxymenrs, HOATOTOBNEHHEIE IS PacCMOTPEHHUS KOJLIErHabHbIM
OpraHoM, a TakXe OJUH PK3CMIUIAD MX KOIMH XpaHaTcss vy CeKpeTaps
KOJINETHAJILHOTO OpraHa OTAEIBHO 110 KaXXTOMy 3ace/JaHHIO.

2.5.4.8. B cayuae TIPOBENICHNUS 3aKPBITOTO 3aceaHus KOJIErHAILHOIO opraHa
(3aKpeITOro  o6cysneHHs OTACTBHLIX  BONPOCOB) IMOArOTOBKA JIOKYMEHTOB
OCYIIECTBIIACTCA C COOMIOAEHUEM opsanKa paboTsl ¢ JOKyMeHTamH, KOTOpEI€e
CORepKaT MHMOPMAIIHIO ¢ OTPaHHYEHHEIM JOCTYITOM.




[IPOBC/ICHU  3aCelaHUif  KOJIIErHanbHOro OpraHa OTBEYalOT pPYKOBOIMTENH
3aHHTEPECOBAHHBIX CTPYKTYPHBIX nonpasnencHuli MunuHCTEpCTBA.

2.5.4.10.Cexperaps KOJUICTHANIEHOrO  OpraHa OCYILECTBISET KOHTpONb 3a
CBOCBPEMEHHEIM IIpEACTABIEHUEM AOKYMEHTOB Ha paCCMOTpEHHE U IIPOBEPSIET HUX Ha
HAJIMIHE B TIOJTHOM 00BEMe U IPaBUIBLHOCTS o opMIIeHus!.

HoxyMenTsI, monanusie ¢ HapyIeHHEM YCTaHOBIEHHOTO MOPSAAKA U CPOKOB,
K paCCMOTPEHHIO He IPUHUMAIOTCAL.

2.5.4.11.ITpoTOKOI KaXI0ro 3aCeliaHus KOJUIETHAILHOTO OpIaHa COCTARIISIETCS
C YUeTOM TpebOoBaHMHi, yKa3aHHEIX B pasnene 2.5.2 nacrosmeii UHCTpyKummy,

2.5.5. Joxymenmo: o CRYIHCEOHBIX KOMAHOUPOGKaAX

2.5.5.1. Pemenue o HAlpaBIICHWN B CIyXeGHYI0 KOMaHTHPOBKY paboTHUKOB
Munucrepersa npuanMaer Muructp, a B cnygae ero OTCYTCTBHA — JOJKHOCTHOE
JIAIO, KOTOPOE UCIIOJIHSAET €r0 O0SI3aHHOCTH,

2.5.5.2. Eciu Bo3sHUKaeT HEOOXOAMMOCTh BO BHEIIJIaHOBOH KOMaHIUPOBKE
PabOTHHKOB, TO PYKOBOIUTENE CTPYKTYPHOI'O HOApa3/eIeHUsT TOTOBUT cnyxebHyIo
SaICKy Ha MMst MMHHCTpa MM ero 3aMecTHTeNel,

2.5.5.3. Vnupasnenue Ka/IpOBOH IIONUTHKH, FOCYIapCTBEHHOMN TPaXTaHCKOMN
CITy>0b] B IPOTHBONEHCTRHS KOppynuuu MHHHCTEPCTBA HA OCHOBAHMK CITyeOHOro
SallaHMs, yYTBEPXACHHOTO DPYKOBOTHUTENEM, OCYIIECTBIAET IOATOTOBKY IIPOEKTa
IIDHKa3a ¥ BHECEHHE HA IIOIIINCH Mmunuctpa; perumerpanmo monmmcanmELK
KOMaHIUPOBOYHEIX JOKYMEHTOB.

2.5.5.4. Maxtuueckuit CpOK 1mpeObIBaHMS B MecTe KOMaHIMpOBaHHs
OIPEAEIACTCS MO NPOE3NHBIM JOKYMEHTAM.

2.5.5.5. ITocne BOSBpAIlICHUA U3  KOMaHOMPOBKH rOCy/TapCTBEHHBIH
TPOXITAHCKUH CITy)Xaluil B TPEXHEeBHEIH cpok HHOOPMUDYET pYKOBOIMTEIIS
CTPYKTYPHOIO NOApa3feneHus o6 UCTIONHEHUY 3allaHus ¥ ITOAAET aBaHCOBEBIH OTYeT
10 ycTaHOBNIeHHOH ¢hopme B CIPYKTYPHO® monpaspenenne Munmcrepctra
IT0 BOIIpOCaM (PHHAHCOB U Gyxranrepckoro yuera.

3 Opraunsanus AOKYMEHTO000POTA H BLIIOJIHEHHE AOKYMEHTOB

3.1. Tpebosanua omnocumensio payuonanuzayuu 0okymenmoobopoma

3.1.1. HokymenToo6opor — s10 IPOXOXICHHE NOKYMEHTOB C MOMEHTa HX
CO3NIaHHA WK TIONYYEHUS IO 3aBEPIICHHS BHIIOMHEHMS HJIH OTIIPaBJIEHUS.

HOKYMEeHTBI He3aBUCHMO OT cr10co6a (puKcanmu ¥ Bocco3maHus HHbopMaH
HUPOXONAT W mpopabarblBaloTcs B Muuucrepctee  ma €THHCTBEHHBIX
OPTraHM3alMOHHEIX M NIPABOBBIX IPUHIIMANIAX OpraHu3allyy JOKYMEHTO0G0opoTa.

3.1.2. 3¢ dexTunHag Opranmsaius ToKyMeHTooGopoTa IpexyCMaTpPHUBAET:

~ IPOXOXNICHHE NOKYMEHTOB B MHHHCTEpCTRe KpaT4alllluM ImyTem;




~ COKpalleHHe KOJHYecTBa MHCTAHUMH, K KOTOPBIM JOJDKHEL IIOCTyHaTh
AOKYMEHTS! (HampuMmep, Bo BPEMA COTNIaCOBaHus);

~ OIHOpa30BOCTh  omepamuii 10 OTpaboTKe  JOKYMeHTOB, u3bexanye
AyOIMPOBaHHS BO Bpems PaboTHI ¢ HEMu;

~ ICHTPAIH3ALMIO, OCYIECTBNEHNE OHOTHIHELX OII€pauMi c NOKyMeHTaMu
B OTHOM MecrTe;

3.1.3. IMopsimox AOKyMeHT0060poTa pernaMeHTupyercs HaCTosImeH
HHcrpykumedt, nonosxerusmy Mnunncreperea o CTPYKTYPHBIX MOApasmeNeHHmsIX,
AOJDKHOCTHBIMH perilaMeHTaMU.

3.1.4. Ocobennoctu OpraHU3alluM  3JeKTPOHHOTrO JOKyMeHTo000poTa
ONpENeNAOTCS HacTosmEeH WUHctpyxuunedt ¢ yuerom TpebOBaHNi HOPMaTHBHEBIX
IIPABOBBIX aKTOB B  3TOi cepe, a Take XapaKTEePUCTHK TEXHUYECKHX
1 IIPOIPaMMHEIX CPELICTB, byHKIOHUpYIOMUX B Munncrepcrze.

3.1.5. B cinyyae BHEIPEHUS CHCTEMBl aBTOMATH3ALUH AEJIONPOU3BOACTBA WIIH
CHCTEMBI  3JIEKTPOHHOIO AOKYMEHTOO00pOTa  CTPYKTYpHOe NIOJIpasieNieHue
Munucrepcrea 1o BOIIpOCaM  ZeONpPOM3BOACTBA COBMECTHO co CTPYKTYPHEIM
Tl0ZpasnenehveM  MuHucrepctBa o BOIpocaM  obecrnieyeHHs  paGoTsr
4BTOMAaTU3UPOBAHHBIX CHCTEM M [IpOrpaMMHOrO  ofecrneuenns paspabateiBaet
PETIIAMEHTEI pabOTHI C HOKYMEHTaMH B 3JIEKTPOHHOH’ (opMme.

3.1.6. Opraamzanus HOKYMEHTO060poTa B Cinydae IIPUMEHEHHUS CpEJCTB
aBTOMaTH3allui  JEeNOHPOU3BOCTEA AOJDKHA  ObeCNeYnTs  COBMECTHMOCTE
TPAINIHOHHOTO ¥ aBTOMAaTHU3HPOBAHHOI® crocoba  oTpaboTku JOKYMEHTOB
¢ BOSMOXHOCTSMH CPEICTB aBTOMATH3AIIMH ACJIOIPOHU3BOLCTRA.

3.2. Yuem o6vema 00KyMenmoobopoma

AOKYMEHTOB 32 OTIpeIeNIeHHBIE Heproj (kBaprau, rogm).

3.2.2. IToncuer KoJingecTRa JIOKYMEHTOB OCYILECTBASETCS o
PETHCTPallMOHHBIM GOPMaM B MecTax ux perucTpanmy.

3a enquHMLy yyeTa Gepercst noxymenr.

Yuer fokymeHTOB MOKET OCYIIECTBIATECS kKak B MHHHCTepCTEE B IIeJIOM, TaK
H B Ka&XIOM CTPYKTypHOM TI0Mpasgeneann  MuHuCTepCTBa. Ornensro
TIONCTUTRIBAOTCS OGpaIlieHus rpayan.

3.2.3. Pe3ynsrarsr Y4€Ta  NIOKYMEHTOB  0606marorcs CTPYKTYPHBIM

3.3. Hpunamue u nepeuunan obpabomra
00KyMenmoe, hocmynarowux ¢ Munucmepcmeo

3.3.1. Jocraeka AOKYMEHTOB B MuHHUCTepCcTBO OCYILECTBIISETCS, KaK MPaBHIIO,
¢ HCHONB30BAaHHEM CPEACTB MOYTOBOH CBA3H, OSJIEKTPOHMHOH CBS3H, a TakKe
KYPBEPCKOH 1 Qenbaberepckoii CITy>k00HH.
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Ilouroft u w4yepes KYPBEPCKYI0  CiIy0y JOCTaBIfSeTCS MUChbMEHHAs
KOPPECTIOHACHIMS, MOYTOBBIE KApTOYKH, GAHIEPONH, MEJIKHe IAKEThl, a TaKKe
NEpUOTUIeCKHe I1eYaTHEIE H3AaHMU.

Qenbaperepckoii cy 6ol 1ocTaBIseTCS CnenuanbHas KOPPeCIOHIeHITHS.

Kananamu SNIEKTPOHHOH CBS3H JOCTaBISIOTCS: TEJIerpaMMBbl
(TenerainorpaMmer), GakcorpamMmer, TENeYOHOTPAMMBEL, HIEKTPOHHBIE JOKYMEHTHI C
TPUMEHEHHEM SIIEKTPOHHOA LUGPOBOM NOANMCH M NOKYMEHTH B 3IEKTPOHHOMR
dopme 6Ge3 anekTpoHHOM ppoBo¥ noamucH (B OTCKaHMPOBaHHORH opme).

Bes  xoppecnonmentus, nocrynaromas B MHUHHCTEPCTBO, NPHHUMAETCS
IIEHTPAIU30BAHO B CTPYKTYPHOM IIOApPa3/e/ICHAN MunncrepcrBa o BompocaM
ACTIONPOUIBONCTBA, HA KOTOPHIH BO3NONKEHSI OGS3aHHOCTH 10 BENCHHUIO obmero
ACNONPOU3BOACTBA M DETHCTPHPYETCS B JeHb IIOCTYIUIeHHS. PaGoTHumKam
MunucrepcrBa, He3aBHCHMO OT HX CIy’eOHOro MOJIOXKeHHs, 3ampernaeTrcs
TPHHUMATL  KOPPECIIOH/ICHIMIO HEMOCPEACTBEHHO OT IIpeiCcTaBUTelei JIPYTHX
OpTaHu3alliil ¥ rpakiad Ge3 perucTpamuy.

B caywae mocrymmemms koppecnommenmmm ¢ OTMeTKOH  «CpouHo»
(HKCHpyeTCs He TONBKO JaTa, HO ¥ Yach! i MHHYTBI JIOCTABKH.

B ciysae nospexnenns komBepra nemaercs COOTBETCTBYIOIAsT OTMETKa B
NIOYTOBOM peecTpe.

3.3.2.B crpykrypHOM nonpasieneHud  MuHHCTepCTBA 1O Bompocam
ACTIONPOH3BONCTBA BCKPBIBAIOTCS BCE KOHBEPTHI, 33 HCKITIOYCHHEM T€X, KOTOphIE
HMEIOT HalNUCh «IMYHOY». EcIM B KOHBEpTe ¢ HOMETKOM <«IHYHOM HaXOJTUTCS
CITYXKEeOHBIH JOKYMEHT, TO, IIOCTe MpodTeHHs aIpecaToM, OH IOMJIEXKHUT CILy>KeOHOI
perucTpanu (pu Heo6X0OUMOCTH).

3.3.3. KoHBepTHl XpaHATCS u IPHIAraloTCs K DOKYMEHTaM B CiIydae, Korma
JTHIIb TI0 KOHBEPTY MOXHO YCTaHOBHTH aApec OTHPaBHTEIs, BpEMS OTIpaBIIEHUSA U
HMOJLy9€HHS NOKYMEHTa MIIA KOTZIa B KOHBEPTE OTCYTCTBYIOT OTHENbHEIE JOKYMEHTEI
MM yCTAHOBICHO HECOOTBETCTBHE HOMEPOB JOKYMEHTOB HOMepaM, yKa3aHHBIM Ha
KOHBEPTE, 4 TaKXKe aAPECHbIE SPIBIKH PEKOMEHIOBAHHEIX KOHBEPTOB U IAaKETOB.

B ciyqae BriBICHES OTCYTCTBHS NPUIIOXKEHUH, YKa3aHHBIX B JOKYMEHTE, HIld
OTJCIBHRIX JIMCTOB, a Takke OMHOG0K B odopMiIeHHH AOKYMEHTA, 4YTO JelaeT
HEBOSMOXHBIM €TI0 BEINOJIHEHWE (OTCYTCTBHE IOAIMCH, OTTHCKA nedyaTtd, rpuga
YTBEPXACHUSI M TOMY MOAOOHOE), MOKYMEHT He PETHCTPUPYETCA M OTIPABUTEIIO
HaNPABJICTCs MUCBMEHHBIA 3alpoc WIM €My cooGLiaeTcs 06 5ToM IIo TeNeoHy.
Ilpu sToM Ha nokymeHTe nemaercs COOTBETCTBYIOINAS OTMETKA C YKA3aHHUEM JATHI
3ampoca (pasrosopa 110 Tenepony), HOMKHOCTH 1 (aMUIMK THIA, KOTOPOMY caenaH
3allpocC, NOAIMCH, WHULKAIOB (MHHLMAIA HMEHH) H bamunuu nnua, KoTopoe
OCYIUECTBHJIO 3aIIpoc.

B cnydae orcyreTBMA WiHM  HemenocTHoCTH BIIOXKECHHH, ITOBPEXNCHUS
KOHBEPTa, yIIaKOBKH, 4YTO IPHBENO K HEBO3MOXKHOCTH [POYTEHHE TEKCTa JIOKyMEeHTa,
COCTaBIACTCA aKT B IBYX sK3eMiulapax. OmuH OK3EMIUIIP aKTa HaIpaBIIeTcs
OTIPABUTENIO, APYIOH XpaHUTCS B CTPYKTYPHOM TIONpa3AeNeHHH MmuHanacTepeTBa no

BOIIpocaM AEJIONPOU3BO/ICTBA.
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Kouseprs! mpunaraiorcs tarke x IHCBEMaM, 3agBICHUAM M JxalobGaM rpaxian,
K CyReOHBIM 1 apOUTPaXKHEIM J€]1aM ¥ HCKOBBIM 3asBIICHUSAM.

3.3.4. Hanpagnennsie He mo alpeCy NOKYMEHTH! BO3BPALIAIOTCS OTIIPABUTEIO
6e3 MX paccMOTpeHHs.

3.3.5. ®@axt ¥ mara mocrymeHHs HAOKYMEHTa B MUHHCTEPCTBO 006S3aTeBHO
(DPMKCHpPYIOTCS 110 IIpaBHIaM, YKa3aHHBIM B yHKTe 2.4.17 HacTosueit UucTpyKiumy.

3.3.6. DNEKTPOHHBIE HOCHTENH HHpOpPManyu  06s3aTeNbHO [IepenarTcs
¢ COIPOBOIMTCIBHBIM JIHCTOM. Bo Bpems npuHsSTHS Takux JOKYMEHTOB
OTPabaTEIBAETCS TOIBKO CONPOBOMMTENBHBIH JIHCT.

3.3.7.B cny4ae mnocrymieHus AOKyMCHTOB, HANpABIEHHHIX TelledakcoM,
IpoBepsieTcst  O0IUee KONMYECTBO JIMCTOB M COOTBETCTBHE HX KOJINYECTBY,
YKa3aHHOMY Ha IIEpBOM JIHCTE, a TaKXke Hajlexallee KauyecTBO NeuaTh. B clrydae
NOJTy4eHNs (aKCUMMIBHOTO COOBIIEHHS HEe B TONHOM O6beMe Iy IIPH HATHYHH
TOKCTa  HEHa[JICHKaIIero KadecTBa NOKYMEHT HE DErMCTpMpyeTcs W o6 5ToM
obs3aTensHO HHbOPMUpYeTCs OTIIPaBUTEINb.

3.4. Ilpedsapumensuoe paccmompenue 0oKymenmoe.

3.4.1. lokyMeHTEI, aapecoBaHHBIE PYKOBOACTBY MMUHHCTEPCTBA, a TaKKe
TakHe, B KOTOPBIX HE yKa3aHO KOHKPETHOE NOKHOCTHOE JIHIO HIIH CTPYKTYpHOE
NOApAasNieIeHHe Kak aJpecar, IOIJIeXaT [penBapHTENbHOMY PacCMOTPEHHIO
B CTPYKTYPHOM mojipaszeileHnn MuHucTepcTBa 10 BOIIPOCaM JI€IOIPON3BO/ICTBA.
Hpensapurensrnoe paccmorpenne AOKYMEHTOB, IOCTYNamOWMX B MuUHHCTEpCTBO,
OCYLIECTBIIIETCS ~ NOJDKHOCTHBIM  JIMI[OM CTPYKTYPHOTO  NOJpa3feieHus
MunucrepcTBa MO BOIpOcaM ACJIONIPOU3BOACTBA, OTBETCTBEHHBIM 3a paboTy
¢ NIOKYMEHTaMH IO OCHOBHOM JESTEILHOCTH MununcrepcTsa.

3.42. llenpl0  mpeBAPHUTENEHOTO PacCMOTPEHHSI JOKYMEHTOB SBJIAETCA
PaClIpENICICHHe WX Ha Te, KOTOphle TpebGyIoT 0613aTeTBHOrO PacCcMOTpeHHs
MunrcTpoM WM HepBEIM 3aMecTHTeNEM Musnuctpa, 3amectrTensmu MrHucTpa B
COOTBETCTBHM  C  pacHpefeNieHHeM  (YHKIHOHAIBHBIX  OGS3aHHOCTEH HUITH
CTPYKTYPHBIMH IIOAPA3ICICHHIMH.

Munuctpy cpasy mnocine PETHCTPALMA  MEPENAlOTCA aKThl  (enepanbHbIX
OpTaHoB roCcyIapCTBEHHOH BJIACTH, OPraHOB BIACTH Pecniy6muxu Kpsim u nopyuenmus
BBICIINX NO/DKHOCTHBIX JIMI], KOPPEeCUOHIEHITHS, KOTOpas MOCTYyNaeT OT OpraHOB
BBICILIETO YPOBHS;, BaXKHEHWIME JOKYMEHTHI, KOTOPEIE coaepkaT MHGOPMALIHIO IO
OCHOBHBIM  BONIPOCaM  JICSTENBHOCTH M TPeGyroT PeILIeHUs HEeNoCpeACTBEHHO
MunucTpoMm.

MHBle nOKYMeHTH mepepmaroTes HnepBoMy  3amecTHTeNt0  MHuHHUCTpa,
3aMECTHTENSIM MUHHCTPA B COOTBETCTBUH C HX GyHKIIMOHATEREIMH 00513aHHOCTIMH,
4 TAKX€ CTPYKTYPHBIM NOIPa3elIeHHIM (ucrionHUTENAM).

3.4.3. Ilpensapurensaoe pacCMOTpeHHE NOKYMEHTOB JODKHO OCYIIECTBIATHCS
B JICHP NOCTYIUICHUA WM B IIepBBIA paboumii neHs, B CIy4ae IOCTYIUIEHUS HX
B Hepaboyee BpeMs, B BHIXOAHEIE K lpasaHu4ineie OHH. IlopydeHus opranos
BBICILICTO YPOBHS, TEJIETPAMMEL, Tele()hOHOrPaAMMEL paccMaTpHUBaKOTC HEMEIJICHHO.
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3.4.4. Ha cramuu IPENBAPUTENBHOTO PACCMOTPEHHS OCYILECTBISAETCS otbop
AOKYMEHTOB, KOTOPEIE HE IIOIeXKAT PErHCTPALMH B CTPYKTYPHOM IIOApa3AeiieHuN
MmunucrepcrBa mo Bompocam ACJIONIPOM3BOACTRA (IPHIIOXKEeHHEe 8§ K HacToAIei
WHetpyxmum), a Ttaxke Tex, KOTOPEIE NEPENAIOTCA JUIsl PETMCTPALHE CTPYKTYPHBIM
nozpaseneHusM Munucrepcrpa.

3.5. Pezucmpayusn dokymenmoe

3.5.1. Peructparus NOCTYNAIOIMX M OTHPAaBISEMBIX  JOKYMEHTOB
3aKMOYACTCA B BENCHUM  3alUCH  YYeTHBHIX  JAaHHEIX O JOKYMEHTE
B aBTOMAaTH3HPOBaHHOM  HHOOPMALHMOHHON  cHCTeMe (matee -  AHC)
¢ QopmupoBaHHeM 3JICKTPOHHOH  PEruCTPallHOHHO-KOHTPOIBHOM KapTOYKH
AIOKYMEHTa, B KOTOPOH (uKcupyercs ¢axT cosganms, OTHPABIICHHUS HJIM HOJIYYEHUS
HOKYMEHTA I1yTeM IIPOCTABJICHUS HA HEM PETHCTPALHOHHOTO HHACKCA C JalbHEHIIMM
BBCZICHHCM B yKa3aHHON $popMe HeOGXOMUMEBIX CBEACHHI O JAOoKyMmeHte. Peructpars
AOKYMEHTOB OCYHISCTBISAETCS C IENbI0 O0ECHedeHus HX y4era, KOHTpONL 3a
BBITIONIHEHMEM ¥ ONEpaTUBHBIM HCIIOJNb30BAHHEM HMEIOMEHcs B JIOKyMEHTaX
HHQOpMaLHH,

Hopsimox 3anomnuenus pexsuzuToB PErHCTPAalMOHHO-KOHTPONBHOM KapTOYKu
AOKYMCHTa IIDHBE/ICH B IPHUJIOXKEHHH 9 K HacTosImel Huctpykuuy.

JOKYMEHTEI perucTpHUpYIOTCS HE3aBHCHMO OT crocoba ux JJOCTaBKH, epesayun
WITH CO31aHHA.

3.5.2. Perucrpanus AOKYMEHTOB, KOTOpBIE NOCTYIIHIH Ha paccMoTpeHue
Munuctpy, samecrurensm Munucrpa, pacnopsauTensHbIx AOKYMEHTOB, ITHCEM 3a
TIOANHCE0 MuHHCTpa, 3amecTurenei Munnctpa nposomuTes LEHTPaJIU30BaHHO
CTPYKTYPHBIM NoApa3feneHueM MuHKCTepCTBE 110 BOIIPOCaM JIEJIONIPOU3BOACTBA.

3.5.3. Peructpauns  o6pamenuii IPAXIOaH TPOBOAUTCS B  [OHUCKOBO-
HHQOpManHoHHOH cucreme «ACO OTACIBHO OT JOKYMEHTOB II0 OCHOBHOR
ACATENBHOCTH MHUHHCTEPCTBA.

Pernctpanus  norosopos IPOBOMUTCA  CTPYKTYpPHBIM — HOApa3feleHHeM
MugncTepeTRa 110 Bonpocam buHanCcOB 1 GyxranTepckoro ydera.

Hpyrue nokymeHTsI, KOTOPBIC KacaloTCsl HalpaB/IeHHH nesTelbHOCTH
CIPYKTYPHBIX mNoApasieneHuii Munncrepcrsa, MOTYT DErHCTpUPOBATBECI B S3THX
CTPYKTYPHBIX NOApa3AeICHUAX.

3.5.4. JlTokymeHTEI PCTHCTPHPYIOTCS TOJIbKO OLUH pas: NOCTYNAIOIIME — B AeHb
TIOCTYIUICHNS] UM HE NO3MHEe CIEAYIOEro [HS, eCiIH AOKYMEHT IIOCTYIHII IOCHe
16.00, cosgaraeMble — B ACHb NOANMCAHUS WIIH YTBEPIKIEHHUS.

3.5.5. JIoOKyMeHTEl ¢ MOMeETKOMH «Cpouno», «OnepaTtiBHO» PErUCTPUPYIOTCS
HE3AMENMUTENIPHO U IepefaroTes HeMeUIeHHO. Koppecnionnenumeii ¢ nomerxoii
«CpouHo» cumTaroTcs AOKYMEHTEI, CPOK HCIIONIHEHHsl KOTOPHIX OIpenes&H
OT OZIHOTO Yaca 10 Tpex KaleHIapHBIX JHEi.

3.5.6. B cnyuae mnepemauu 32PETHCTPUPOBAHHOIO JOKYMEHTa H3 OIHOTO
CTPYKTYPHOrO HOApasfeneHHus B ApYroil HOBBI PETHCTPallMOHHBIA HHIEKC HA
MIOKYMEHTE He IPOCTAaBIseTC.
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3.5.7. JJoxyMeHTEI PETUCTPHUDYIOTCS 10 IPYNIIaM B 3aBHCHUMOCTH OT Ha3BaHHA
BUIa, aBTOpa U CONEPIKaHUS JOKYMEHTOB. Hanpuwmep, otnensuo PETHCTPHPYIOTCS :

- 8KTBl (eepanbHBIX OpraHoB TOCYNapCTBEHHOW BJIAaCTH, OPraHOB BIACTH
Pecny6nuku Kpoi, IIOPYYEHHS BBICIIHX JOIHKHOCTHBIX JIALL, obparenus;

- TIPHKA3EI 110 OCHOBHBIM BOIIPOCAM LESTENIBHOCTH;

- IIPHKA3EI 110 aAMUHHCTPATHBHO-X 03 HCTBEHHBIM BOIIpOCaM;

- TIPAKA3BI 110 KaPOBLIM BOIIPOCAM (B COOTBETCTBUH C HX BUJIaMH U CPOKAMH
XpaHeHwus);

-IIPYKA3EI 110 JINYHOMY COCTaBY;

~IIPHKAa3bl 10 MATE€PUANBbHOM [IOMOIIY;

~TIIPHKa3BI 110 OTITYCKAM;

- PELIeHHS KOJUIETHIA;

- AKTBI PEBU3UHN (QUHAHCOBO-X03HCTBEHHOM NEATEIIBHOCTH;

- Oyxranrepckue JIOKYMEHTE;

- S@IBKH Ha MaTEPHATBHO-TEXHHYECKOe CHabKeHH e,

- CIty)eOHbIe MUChMa,

- obparuenus rpaxnas.

3.5.8.Bo Bpems PeTHCTpalluM  TOKyMEHTa IIPHCBAaWBAETCS  YCIOBHOE
0003HaYeHHe — PErHCTPALHOBHEII HHJIEKC, KOTOPBIH 0QOpMIILIETCS B COOTBETCTBHHI
C OyHKTOM 2.4.2 HacTtosed UHcTpyKimy,

3.6. Opzanusayun nepedayu OOKYMEHmMO8 U ux ucnoinenue

3.6.1 Inxs obecrevenus PUTMHYHOCTH  paGOTHl M CBOEBPEMEHHOTO
HCIIONIHCHUST JIOKYMEHTOB B MHUHHCTEpCTBE KOPPECIOHACHUMS DPYKOBOACTBY U
CIPYKTYPHBIM  NOJpa3NENeHHAM  HANpaBISETCS B  CHCTEMe 3JIEKTPOHHOI'O
AOKYMeHTOOOOpoTa «[[uanor». Ilepenaua KOPpECITOHICHIIMK B OyMaKHOM BHIE
OCYILECTBISETCS CTPYKTYPHEIM [I0JIpa3ieTieHHEM Munncrepcrea Io
AenonpousBoactBy ¢ 17.00 xo 17.30.

3.6.2. 3aperucTpupoBanHbre AOKYMEHTEL IIEPENAIOTCA HA PACCMOTPEHHE
Munucrpy, samecturensm Munuctpa, B 1eHb BX MOCTyIUTEHHS WM Ha CIIE LY IO
pabounit neHs B chyuae NOCTYIICHUA HOKYMEHTOB B HepaGouee Bpems.
Tenerpammsl, Tenedomorpammer u APYTHE CpOYHBIE NOKYMEHTHI MepearoTcs
HEMEIJIEHHO.

3.6.3. JlokymeHTHl, paccMoTpenHbie MUHICTPOM, 3aMecTHTesIMu Munuctpa,
BO3BPAlAIOTCSA € COOTBETCTBYIOLIEH pE30IOmHeii B CTPYKTYpPHOE MNoApasAeicHue
Munuctepersa mo  Bompocam ACTOLIPOU3BOACTBA, KOTOPOE BHOCHUT JaHHBIE
PE30IIONNH B perHCTPalHOHHO-KOHTPOIBHYO KapTOUKy M OCYIUECTBJIAET Ilepeiady
MOKYMEHTOB Ha HUCIIOJHEHHE,

3.6.4. lokyMeHT,  HCHOMHHTENAME KOTOPOTO  SBJISIOTCS  HECKOJBKO
CTPYKTYPHBIX NOApa3feNeHuH, MOXXeT GBITE LICpeflaH HCTIONHUTENSIM B NOpSIKe
OIPC/C/ICHUS MX B PE3ONIONMH WK ONHOBPEMEHHO B BUZIe KONHMH C mepepaveii
OpMIMHaNa TIIaBHOMY HCIOJHHUTEINO, OLPEJCICHHOMY B PpE3OJNIOLMH [IEPBEIM.
B cnygae BHegpenns SJICKTPOHHOTO JOKYMEHTOO00POTa COUCIIONHUTEIN IOJIyqaroT
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AOKYMCHT B SJIEKTPOHHOH (OpMe, OpUTHHAN JOKyMeHTA Iiepenaercss UCIOIHUTEITIO,
YKa3aHHOMY B PE30JIOLIMH IJIaBHEIM.

3.6.5. ®akT mepenauHm JOKYMEHTOB HCTIOJIHUTEIISIM ~ QUKCHPYeTCs  IyTeM
TIPOCTABIICHUS COOTBETCTBYIOILEH OTMETKH B PErHCTPALHOHHON dopMe ¢ ykazanuem
HHQOPMallMH 06 HCIONHHTENsX, KOTOPBIM I€pENaH OPHIHHAT MOKYMEHTa M €ro
KOITHH.

3.6.6. UcrionHATEM MOTyYaroT AOKYMEHTBI B CTPYKTYPHOM NOApa3feNeHHH
Munncrepcrsa 1o BOIIpOCaM  [ENONPOU3BOACTBA C 00A3aTENBHON OTMETKOM
B XKypHalle pErUCTPaIMi KOPPECTIOHASHIIUH TIOf POCITHCE.

3.6.7. Ilepenada 3aperucTpUpOBaHHEIX AOKYMEHTOB U3 OJHOTO ITONpa3elIeHUs
MunncrepctBa B mpyroe B o6s3aTensHOM NOPAZIKE  OCYIUECTBIAETCS depes
CIPYKIypHOE HOZpasfeneHHe MUHHCTEpPCTBAa 110 Bompocam JeJIONPOU3BOACTBA
TOJIBKO TmOCne BHECEHHS MUHHUCTPOM, 3aMeCTHTESIMU Munucrpa wn3meneHmit
B pe30omonnio, ¢ o00A3aTeNbHBIM BHECEHMIA U3MEHEHUl B PErHCTPalHOHHO-
KOHTPOJILHYIO KapTOUKYy.

3.6.8. Yuer nokymenTOB, KOTOpEIE IEPEeNaloTCss U3 OJHOTO CTPYKTYPHOTO
TOApasIieNeHnst B IPYTroe, OCYIECTBIACTCS MyTEM IIPOCTABIIEHMS COOTBETCTBYIOIIHX
OTMETOK B PETHCTPAIIHOHHEIX (opMax, KOTOPEIE BeneT CTPYKTYPHOE IOApa3fielieHue
MunncTepeTsa 110 Bompocam JETIOIIPOU3BOJICTEA.

3.6.9. OTBETCTBEHHOCTE 3a BHIIOJIHEHHUE MOKYMEHTa HeCYT JIMIA, YKa3aHHBIe
B PaclOpsIUTENEHOM NOKYMEHTE, PE30NIONHE MUHUCTpa, 3aMecTHTe el Mpunuctpa,
¥ pabOTHHKH, KOTOPHIM HEMNOCPEACTBEHHO IIOPY4€HO BEINOJHEHHUE.

3.6.10. Pyxomoguresnu CIPYKTYPHBIX IOApasfenieHni# MuHHCTepcTBa HecyT
OTBEICTBEHHOCTE 32  OPTaHM3aLUIO pabOTEL ¢  JOKYMEHTAMH B  CBOMX
No/IpasAelIeHUsIX, CBOEBPEMEHHOE " Ka4eCTBEHHOE HCIIOJTHEHHE
HOHOCPEACTBEHHBIMHA HCTIONHUTENAMH 3a[JaHUA B IIOPYUEHHMH 110 JIOKYMEHTaM.

3.6.11. McnonHenue noKy™meHTa npexycmarpusaer cb6op M  06paboTKy
HeoOxoxuMoit uHdopMarwy, IIOZITOTOBKY ITPOCKTa OTBETA HA AOKYMEHT HJIH HOBOLO
AOKYMEHTa, €ero OQOpMIEHHE, COINacoBaHHe, IPEACTABIEHHE JUIS MONIHACAHUS
COOTBETCTBYIOIUEMY INOKHOCTHOMY JIHIY, a TaKkKe, B cilyyae HeOoOXORHMOCTH,
TIOATOTOBKY 15 TEPECHLIKH aApecary.

3.6.12. TI'maBueli HcmoONHHTEND OpraHusyer paboTy COMCIIONHHUTENEH,
B HaCTHOCTH ONpeNeNsieT CPOKU IPE/ACTaBIeHHS HMH NIPEUTOXKEHUH, TOPSI0K
COTJIaCOBAHUSA U ITOAIOTOBKHM IIPOEKTA JOKYMEHTA.

CoucronHuTeNH oOTBewaloT 3a IIONTOTOBKY Ha HaIJIeXallleM ypOBHe
M CBOCBPCMCHHOE IIPEJICTABJIEHHE IJABHOMY MCIIONHUTENIO HHQOpMaUHK ISt
IIOZrOTOBKH COTIACOBAHHOTO OTBeTa. B ciywae HECBOEBPEMEHHOTO IPEACTABICHHS
MHQOPMALMK COMCIONHUTENSIMHA TAABHBIH HCIIOTHHTENE HHOPMHpPYET 06 3TOM
PYKOBOZIHUTEIIS, KOTOPKIH fall nopydeHue.

3.6.13. TIlepen npexncraBieHuEM IPO€KTa OKYMEHTAa Ha [OIIHChH
COOTBETCTBYIOEMY PYKOBOMMTEIO, HCIIOMHATENS, KOTOPBIH IO OTORBHII JIOKYMEHT,
00s3aH NPOBEPHTH NpPaBUIBHOCT €I0 COCTABICHUS U OQOPMIIEHHS, CCBUIKH Ha
HOPMAaTHBHO-IIPABOBBIC aKThl, yTOUHUTH HHU(MPOBHIe NAHHbIE, HAIMIHE HEOOX0ZUMEIX
BU3 U IIPUIIOKEHHH.
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JIOKyMeHT monaeTcst Ha MONMHCH BMmecTe C NEpBUYHBIMU JOKYMEHTAMH, Ha
OCHOBaHHMH KOTOPEIX OH GBUI COCTaBileH, He Ho3nHee, 4eM 3a 3 paboumx OHS 1o
HACTYIUICHUA CPOKa MCHONHEHHS, 338 HCKIIOYeHUEM AOKYMEHTOB, CPOK HCIIOJIHEHHUS
KOTODBIX HE IIPEBHIIIAEeT 3 nHei.

3.6.14. Bropoit SK3EMIUIAD NOKYMEHTa, KOTODBIA HampaBmsercs B Zeno,
TIOAIHUCBIBACTCS BCEMH HCIOJHHTENSIMH B  COOTBETCTBHM C IOyHKTOM 2.4.17
Hacrosme# UHcTpyKium.

3.6.15. Ecmu noxyment HalpaBiseTCss B HECKONBKO OPraHOB, IOCIE ero
PEIACTpall HCIOHUTENb OPraHU3yeT H3TOTOBJICHHE HeOOXOIUMOro KonudecTsa
9K3EMITJISIPOB.

3.6.16. PaboTHHK, OTBETCTBEHHLI 34 HCIIOJIHEHHE NIOKYMEHTa, B Clydae
OTIIyCKa, KOMaHIHUPOBKH, OCBOOOXKIEHHS 0653aH NIepeaaTe apyromy paGOTHHMKY ITO
COTJIACOBAHHMIO CO CBOMM HETIOCPE/ICTBEHHEIM PYKOBOMUTEIEM BCe HEBLINOTHEHHbIE
AOKYMEHTEI, HCIOTHEHHE KOTOPBIX HAXOAUTCS HA KOHTPOJIE, IPYTOMY HCIIOJTHUTEITIO
H IPOUHGOPMHUPOBATE 06 3TOM CTPYKTypHOC moznpasieneHne MuUHWCTepCTBa 110
BOIIpOCaM  NENOMPOM3BOACTBA UL BHECECHHS COOTBETCTBYIOIIEH HHOOPMaUK
B PETHCTPallHOHHO-KOHTPOJIBHYIO KAPTOUKY.

3.7. Ilopadok nodzomoexu u OMAPAGIIEH U OOKYMERmMOg

3.7.1. Otupasnsemrie JOKYMEHTEI HAIIPaBIIAIOTCS azpecaTtam
C HCTIOIIE30BaHMEM CPEJICTB IIOYTOBOM CBA3H, BIIEKTPOHHOM CBA3H, a TaKXKe
AOCTABIAIOTCS. KyPBePCKOH CITy 60M, CItyxGoii denpasereps.

3.7.2. Iogroroska AOKYMEHTOB Ul OTHpaBIEHUS MOYTOBOH CBS3LIO
OCYMIECTBIICTCA CTPYKTYPHBIM TOApa3felieHHeM Munucrepetpa 1o BOIIpOCaM
ACJIONPOH3BOACTBA B COOTBETCTBHH ¢ IIpaBumamu NIPEIOCTAaBJIEHHS! YCIYT [IOYTOBOM
CBSI3H.

3.7.3. CpouHsle TemerpamMmer, dbakcorpammer, TENe(POHOrPaAMMEL, 3IEKTPOHHEIE
AOKYMEHTBl C NPHMCHEHHEM 3JIEKTPOHHOM IU(POBOH MOANHCH M KOKYMEHTHI
B OTCKaHMPOBaHHOH (opme Ge3 snexTpoHHOk H(POBOY NOANKCH HANPABISIOTCS
HCIIOJIHATEIIEM.

3.74.B cnygae OTIPaBKH  TOKYMEHTOB B CKaHHPYeMOi dopme 6e3
SICKTPOHHOW LUGPOBOH INoxmHcH HeoOXOMMMO HANpaBISITh TakoKe OpHIHHAI
ROKyMeHTa B GyMakHOU hopme.

3.7.5. WNudopmarmonnsre, TCIICKOMMYHUKAIIMOHHBIE M MHQOPMALIHOHHO-
TEICKOMMYHHUKAIMOHHEIE CHUCTEMBI JOJDKHEI obecrieuuBaTh 3aIIuTy
OT HEeCaHKIIMOHHUPOBAHHBIX NEHCTBHIL, KOTOPEI® MOTYT NPUBECTU K CIAy4alHBIM MK
IPEAHAMEPEHHEIM H3MEHEHUSIM WIIH YHUYTOKECHHIO UHpOpMaNHH.

3.7.6. Ortnpasnsemole AOKYMEHTBI  OTpalaTeIBAIOTCS U HanpasJIsIOTCS
LCHTpaNH30BaHHO B J€Hb KX MNOCTYILIHUS B CTPYKTYpHOE MNOApa3[eieHue
Mmnrucrepersa no Bompocam ACTIOLUPOU3BOACTBA MIIM HE MO3JHeEe CIEeAYIOmEro
pabodero mmsi.
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3.7.7. He nomyckaercs HallpaBjIeHUe UM TNepefaya JOKYMEHTOB 6e3 HX
PETHCTpanid B CTPYKTYPHOM TOJpa3ieleHHH Mmunucrepctea mo  Bompocam
ZIeJIOIIPOU3BOICTBA.

3.7.8. DneKTpoHHbIEe B 6yMaXHBIE KOIHY HOPMaTHBHEIX aKTOB MHHHCTepCTRA
HANPaBIIOTCs B COOTBETCTBHM C YKa3aTeIIMU PacCHLTKH.

Ecnv HopMarwBHEIE aKThI HAlIPaBIAIOTCA OpraHW3alHUsM, HE BXOMILIAM
B YIBEPXKICHHBIE yKA3ATEIH PACCHUTKH, TO UCTIONHATEND JOKEH BHECTY B yKasarenb
PaCChIIKH HAUMCHOBAHHSA 9TUX OPraHU3allMif ¥ HX TOYTOBbIE agpeca.

Hononuurensuas paccbuika HOPMAaTHUBHBIX 8KTOB OCYIIECTBIISIETCS 10 3asBKe
MCTIONHUTENA, O YeM MCIONHUTENEM JellaeTCsl OTMETKA B COOTBETCTBYIOLIEM
yKasarese pacChIIKH.

3.79.Bo BpeMs UPHHATHS OT MCIONHHTENEH HCXOIIIUX JTOKYMEHTOB
AODKHOCTHBIE JIHIIA CTPYKTYPHOIO IIOApa3IelleHus MunuctepcrBa o Bompocam
ACTIONPOU3BOACTBA 00A3aHbI IPOBEPUTE:

~ TPaBUIIEHOCTE OQOPMIIEHHS HOKYMeHTa (COCTaB 1 pa3MelleHre B HEM Bcex
PEKBH3UTOB);

~ HaJMYHC U PaBUIBHOCTE YKa3aHUS apeca;

~ Haline Ha TOKYMEHTE OTMETKH O [PUIIOKESHHIX;

T HaluvHe BCEX HEOOXOMMMEIX MOMIMCed Ha NOKYMEHTE M HPHIIOKEHUIX

HaJITHe BU3 Ha KOIIMH HCXOJISINETO OKYyMeHTa, KOTOpas OCTaeTCs B Jele;
~ HalndHe CBEACHUH 06 UCTIONHUTENe JOKYMEHTA;

~ HalW9ue U HOJHOTY IPUIOKEHHIT;

_ COOTBCTCTBHE KOJIHIECTBA SK3EMILLIPOB KOTHIECTRY aJlpecaros.

3.7.10. JIoKyMeHTEI, ITOATOTOBIEHHEE C HapylmieHueM TpeOoBaHUM HaHHOM
WHeTpykuun, BosBpamarotcs Ha BOpabOTKy UCIIONHHUTEIO.

3.7.11. OrnpaBrsieMsre AOKYyMEHTEI IOCJIe MOAMCAHUS IPEACTABISIOTCS B 3-X
SKSEMINLIpAaX:  TIOUIMHHHK  HANpaBJeTCs ajgpecataM, KONMSI C  BH3aMH
# PETHCTPALMOHHEIM HOMEPOM HAIPAaBIISETCS B [0, BTOpas KONHMs BO3BPALUAETCS
HCHOIHUTEIM JUIS HH(QOPMUPOBaHUA YIIpaBieHus KOHTPOJA Anmapata Cosera
MHHUCTPOB Pecmy6nmuku KpeiM ©  nanpHefimero XPaHEHHUS] B COOTBETCTBUH
C HOMCHKIIaTypo# jei.

3.7.12. loxymeHTsI, KOTOpBIC HANPaBIAIOTCS OJHOBPEMEHHO OTHOMY M TOMY
K€ alipecaTy, BKIAQABIBAIOTCS B OOUH KOHBepT (ymakoBky). Ha KOHBepTe
IIPOCTAaBJIAIOTCA  PEerMCTPAllIOHHEIE HHIEKCH  BCeX AOKYMEHTOB, KOTOpEIE
COZlepXAaTCs B KOHBEpTE.

3.7.13. JlokymeHTEH!, KOTOpbI€  NOCTABNIAIOTCS  CIoyxO0it dbensanereps,
IIEpEAatoTCs anpecaTaM IO PACIUCKY B COOTBETCTBYIOILEH KHUTE.,

3.7.14. CtpykrypHEIe HOZpas/ieNenuss U OTAEJIbHBIC MCIHOJHUTENH OGS3aHE]
[ICPENaBaTh HCXONAIIME NOKYMEHTH B CTPYKTYPHOE nozxpasnenexnre MunHCTEpCTBA
II0 BOIIpOCaM AENONpPOU3BOJICTBa 0 15.00.
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3.8. Opzanuzayun konmpona 3a ucnonnenuem ooxkymenmog

3.8.1. KoHTpoms 3a wcnommenwem AOKYMEHTOB OCYIUECTBISETCS C IENLIO
obecnedeHns! CBoeBpeMeHHOro 1 HaJJIeKaINero UX BEITTONHEHMS.

3.8.2. KonTpons ocymiectansercs 3a HCIOJHEHHEM BCEX 3aperMCTPHPOBAHHEBIX
CIPYKTYPHBIM INOJpasfieneHueM MUHHMCTepCTBa MO BOIIpOCaM [JIeJIONPOH3BOACTBA
AOKYMCHTOB, B KOTOPBIX YCTaHOBJIECHO 331aHe Munncrepcersy, a Taroke UcrnonHeHue
KOTOPBIX NIOAIEXKHT 00513aTeILHOMY KOHTPOIIIO.

3.8.3. Opranwmzanuto KOHTPOJI 32 BBINONHEHHEM 3a[aHUM, OIIpeNeleHHBIX
B dKTaX OpPraHOB TOCYNAPCTBEHHOH BIACTH, OPIAaHOB BIACTH Pecrry6nuxu Kpeim
H TIOPY4CHUAX BBICIIHX NOJDKHOCTHBIX JIHIl, OCYILECTRISET 3aMeCTHTONE MruHuctpa,
KYPUPYIOLH BOIPOCHI JTOKYMEHTOOGOPOTA B COOTBETCTRIM C IOJDKHOCTHBIM
pernaMenToMm.

3.8.4. HerocpencTBeHHbIi} KOHTPONIb 3a COGIONEHHEM CPOKOB HCIIOJHEHHS
AOKYMEHTOB BO3JAraeTcsi Ha CTPYKTYpHOE noxpasaenesne MuHucTeperBa 1o
BOIIpOCaM AEJIONPOU3BOACTEA.

3.8.5. Cpok BeIIONHEHHS AOKYMEHTa MOXET YCTaHABJIMBATECS B HOPMATHBHO-
TIpABOBOM  aKT€, pPAaCIOPSAUTENBHOM JIOKYMEHTE M pesomonud  MuHHCTpa,
3amecTurenedl mMunucTpa. Ecnu nocreammit mems CPOKa BBINIOJIHEHUS! JOKYMEHTa
TIPUXOAUTCsS. Ha Hepabouuil NeHb, MOCHeIHUM CPOKOM BBIITOJIHEHHS JOKYMEHTA
CHHTACTCA NEHb nepes HepaboduuM THEM.

3.8.6. Cpoxu MOrYyT GBITH TUIMYHbIE HITH HHIWBUYaJIbHBIMH.

Tunuynee CPOKH BBIIIOJTHEHHS JOKYMEHTOB YCTaHaBIUBAIOTCS
3aKOHOJATENBCTBOM. CpOKM HCHONHEHUS OCHOBHEIX JMOKYMEHTOB IPUBOISTCS
B (npminoxxenuu 10) k HacTosIIel Huctpykium.

Hupusunyaibusie  cpoku yCTaHapMBaioTCs I'maBoit Pecy6muxu Kpeiw,
HIEPBBIM  3aMecTuTeneM [lpepcenartens Cogera MHHHCTPOB Pecmy6muxu KpriM,
samecTuTers MU Ilpencematens  Cogera MHHHCTPOB  Pecnybmmxm  Kpeiw,
3amectureneMm Ilpencenarens Cosera MUHHCTPOB — pYKOBOAWTEeNeM AmmapaTa
Cozeta MuHMCTpOB Pecny6iiku Kpeim, MunucTpoMm, 3aMecTHTEIIMH Munucrpa.

Koneynsni cpox Brimonnenus YKa3pIBaCTCA B TEKCTE NOKYMEHTa WIIH
Pe30IIoIHY.

3.8.7.Ecitn  3apmanue Tpebyer cpodHOro BBIIIOJIHEHUS, 0013aTEIBHO
YKa3bIBa€TCA KOHKPETHAIN KOHEYHBIit CPOK BEINIOJIHEHHS. :

3.8.8. ViHIuBM Iy a b HELI CPOK BBIIIOJIHEHHS JOKYMEHTa MOXET GBIThH M3MEHeH
JIMUIb 11O YKA3aHUIO OJLKHOCTHOTO JIMIIA, KOTOpOe ero ycTaHOBHMIIO, a B ClIydae ero
OTCYTCTBHA — IOJUKHOCTHOTO JIMIIA, KOTOPOE €ro 3aMelaer.

B caoyuae mneo6xommmoctu CPOK BBIIOJIHEHHS HOKYMEHTAa MOMET OBITh
IPOJUTEH MO 0OOCHOBAaHHOM NIpocKGe HCIIOJIHATEINS, KOTOpas NOAAETCS He MO3LHee,
1€M 3a IATh paboumx aHel 10 OKOHYAaHuUS YCTaHOBJICHHOI'O CPOKa, @ OTHOCHTEIBHO
AOKYMCHTA, B KOTOPOM He YKa3aH CPOK, — 10 OKOHYAHHS TPUALATHAHEBHOTO CpPOKa
OT JaTbl €ro perucTpaluH, eclH HHOE He IIPEJYCMOTPEHO HOPMATHBHBIMH
TIpaBOBBEIMM aKTamu Poccuiickoit Menepanun.
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3.8.9. B cityuae usmenenus CPOKOB BBINONHEHHS NPOCTABJIAIOTCA HOBBIH CPOK,
flata ¥ noinuck. COOTBETCTBYIOIUME W3MEHEHMS BHOCSTCS b PErHCTpaIHOHHO-
KOHTPOJIBHYIO KapTouKy. JIOKyMeHTEL, 1o KOTOPBIM CPOK HCITONIHEHHS CBOEBPEMEHHO
He ObLI IPOJINIEH, CYMTAIOTCS He HCIIOIHEHHEIMH B CPOK.

3.8.10. B3stue mokymenTta mHa KOHTPOJIE OCYIIECTBISETCS Ha OCHOBaHHH
pesomouuy I'maset PecryGmukn Kpsim, epBoro samecrurens Ilpencenarens Copera
MUHUCTpOB Pecny6muku KpeiM, 3amecTuTeneit [Ipencenarens Cogera MHHHCTPOB
Peciy6nuxu  KpeiM, samecturens Ipencenarens  Copera MHHHUCTPOB  —
pykosoautens Anmnapata Cosera MHHUCTPOB. Pezomouuu ¢ bopmymupoBKkamu
«IlpencraButs», «BHecTu, «Jlom0XHTEY, «Hudopmuposats», «I10ArOTOBUTEY
CYHMTAIOTCS KOHTPOJIBHBIMH H 00S3aTeIbHBIME K HCIIOIHEHHUIO,

3.8.11. KouTpons 3a  BbImomHeHHeM AOKYMEHTOB  BKJIIOYAET B3ITHE
AOKYMEHTOB Ha KOHTPOJIb, OTIpE/ie/IeHAe (hOPM U METOLOB KOHTpPOJIA, IIPOBEPKY XOxa
CBOCBPEMEHHOTO  NOBEJEHUA HTOKYMEHTOB 10 UCIIONIHUTENEH, KOHTPOIL 3a
COCTOSHMEM BEINOJIHEHHSA, y4eT, c6op W aHamms TIPOMEXYTOYHOR M HTOTOBOIA
MH(OPMAIIUHA TI0 BEHITONHEHHIO KOHTPOJIBHEIX JIOKYMEHTOB, BBISBICHHE NPHYHH
HEBBINOJIHEHHS H/WIIH HECBOEBPEMEHHOIO BBIIOIHEHUS KOHTPOJIBHEIX JOKYMEHTOB,
uHbOpMUpORaHUE Munmctpa, 3amectureneit Munucrpa o xome m pesymerarax
BLIIOTHEHUS. KOHTPOJBHBIX JOKYMEHTOB, CHSTHE AOKYMEHTOB C KOHTpOJI,
HAIIpaBJICHHE BRIMIOJIHEHHOTO TOKYMEHTA B JEJI0.

3.8.12. IlpoBepka Xoma BBIIONHEHMs AOKYMEHTOB MOXET INPOBOAUTLCS HA
BCEX dTamax U B Jo60e BpeMd MpPOXOKAEHHS AOKYMEHTa 10 OKOHYAaHHUS CPOKa ero
BBIIONHEHH (HPEABAPUTEIBHEI KOHTPOE ¢ TIOMOIIBIO HATIOMHUHAHHI).

Kontpons 3a BrImonzennem AOKYMEHTOB OCYIHECTBISETCS C IOMOIIBIO
ABTOMAaTH3UPOBAaHHON HH(MOPMALMOHHOM CHCTEME] (6a3bl MaHHEIX).

Ecnu B oprane GynxuHOHUpYeT cucTeMa SJIEKTPOHHOIO JAOKYMEHT0060poTa,
HCIIOJIHHTEIII0 HANpaBNsAeTCss MEKTPOHHOE COOBINCHHE o 3allNIaHUPOBAHHOM naTe
BBINIOJIHEHHS IOKyMEHTA.

Ornen obecneumBaer  exenenempHoe HH(OPMHpPOBAHAE MHCIIONHMTE/e
O NpPHOJMKEHHH CPOKOB  HMCIIOTHEHHS AOKYMEHTOB IIlyT€M HaIpaBJIeHHs
KOHTPOJIBHBIX KapTOYeK C yKa3aHHEM CpPOKa HCIOIHEHMIS JOKYyMEHTa.

3.8.13. ITocne BEITIONHEHMS AOKYMEHT CHHMAETCA C KOHTPOIS. JIOKyMEHTHI
CHHTAIOTCA BBITOJIHEHHEIMM H CHUMAIOTCS C KOHTPOJIsl IOCJIe BBITOJHEHHS 3a1aHHii
B IIOJIHOM OOBeMeE, 3alpPOcOB, YBENOMIEHHH o PE3yJIbTaTaXx 3aMHTEePECOBAHHBIM
YAPCKIOCHUAM U JINLAM HIH APYTOrO HOATBEPXAEHHS BHIIOTHEHS.

Pemienne o csTum AOKYMEHTa C KOHTPOJISi NIPHHUMAETCS OpPTaHOM BJACTH
(LOIKHOCTHBIM JHIIOM), KOTOPBIM [IaHO KOHTPOJIFHOE [IOPYYeHHe.

Haunble o BEIMONHEHHM AOKYMECHTa M CHATHH €0 ¢ KOHTPONS BHOCSTCS
B aBTOMAaTH3HPOBaHHYO HH(OPMALIHOHHYIO cucteMy (6asy JaHHBIX).

3.8.14. Taroit BEmMoOMHEeHHS 3aflaHuH, ONpeNeNeHHbIX aKTaMH U OPYYEHHUSIMH
Ilpesunenta Poccuiickoii Deneparum, [TOCTaHOBJIEHUSIMH, PaciopsKEHUSIMH,
HOPY4CHHAMHY, IIPOTOKOJAMH COBEINaHuUiL IIpaBurenscra Poccuitckoii Denepaiuy,
MHCBMaMK  AZMUHHCTpauun Ilpesmmenta Poccuiickoit ®enepaunu, muceMamu
VYrpasnenus Jenamu Ilpesunenrta Poccuiickoii Depepanuy, MUCEMaMK Arnmapara
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Cosera Deneparuu ®enepanpHOro Cobpanus  Poccuiickoii Deneparnuy,
IIapJIaMeHTCKUMK  3ampocaMu CoBera Qenepamunt  DesepansHoro Cobpanus
Poccuiickoix Qenepannu, I'ocynapcrsenHoit Hymer - ®enepanssoro Cobpanus
Poccuiickoit ®epepariuu, salipocamu ujeHoB Cosera ®eneparuu DenepansHOro
Cobpanns Poccuiickoit Denepanuu, akramu I ocynapcteenHoro Cosera Pecriy6nuku
Kpsiv, mucemamu IMpencenatens T OCyhapcTBeHHOro CoBera Pecmy6nuku Kpem,
oOpallleHHsAMHE ® 3ampocamu AemyratoB I'ocynapcreennoro Cogera Pecniy6nuxu
Kpev, obpawenusvu komureros I oCynapcTBeHHOro CoBeta Pecry6muku Kpeim,
KOTOPBIMM JNaHBl KOHKPETHBIE 3alaHHUs CoBery muHHCTPOB Pecry6nuxu Kpeiv,
Munucrepersy, nucemamu Annapara nogHOMOYHOTO npencrasurens [IpesuaeHTta
Poccuiickoix Deneparnu (Kacarommxcsi BBITONHEHUS AKTOB H IOpYYEHHUI
IIpesunenta Poccuiickoi Qenepauuy, [pasurensetea Poccuiickoit Deneparun),
aKTaMH ¥ TIopy1eHuME COBETa MUHHCTPOB PecniyGnuxu KpeiM, I'naBer Pecrry6uxn
Kpemv, cuuraercst para PEruCTpanuy COOTBETCTBYIOIIUX OTBETOB B CTPYKTYPHOM
Tonpasaenenun MuHrcTeperBa o Bonpocam AEJIONPOU3BO/ICTRA.

3.8.15. Mudopmanus o PE3yJIbTaTaX BBHINONHEHHS B3ATEIX HA KOHTPOD
AOKYMEHTOB 06061IaeTCs e3KeKBapTAILHO U NIOJIA€TCA KypHUPYIOIIEMY 3aMeCTHTENTIO
Mnuuctpa B Buze cBeenuit o BrIDONHEREK TMIOKYMEHTOB.,

3.8.16. CtpykrypHOE lIofipasaenenne  MuHucrepctea  mo BOIIpOCaM
ACTOTIPOH3BOACTBA  €XEHENeNHO  IIPEeCTaBISeT CBOIHYI0O HH(OpPMAIIMIO 110
HCHCIIONMHCHHBIM JJOKYMEHTAM 3a HCTEKIIyI0 Helelo Ha almnapaTHOM COBEILAHHU
y MuHucTpa.

3.9. Hudopmavuonno-cnpagounan paboma c dokymenmamu

3.9.1. Hudopmanmonno-cnpasoqnas paboTa ¢ NoKyMeHTaMH 3aKmouaeTcs
B TOHMCKE HEOOXOMMMEIX NOKYMEHTOB C HCIIONb3OBAHHEM aBTOMAaTU3HPOBAHHEIX
0aHKOB PETUCTPAllMOHHEIX NAHHEIX.

3.9.2. Jita  noBbIeHys apdexTHBHOCTH PaGOTH  MOHCKOROIL CHUCTEMEI
cnyxGoif  Ienonpon3BomcTBa paspabaThIBaIOTCS  Takue KIacCH(UKALHOHHEIE
CHPaBOYHHKH:

~ KIACCH(UKATOP BHIOB AOKYMEHTOB;

~ KIaCCH(UKATOp KOPPECTIOHIEHTOB;

~ KIaCCH(HUKATOP Pe30MFONHiL;

~ KIaCCH(UKATOP pe3yNbTaTOB BHINOIHEHHS JOKYMEHTOB;

~ HOMEHKJIaTypa Jel.

Heo6xonumocts pa3paboTku H BHEIpeHUs KJIaCCHU(PHKALUOHHEIX
CIIPABOYHAKOB B MHUHHCTEpCTBE Ompemensercs CTPYKTYPHEIM TNOZpAa3felleHHeM
Mmunucrepersa no Bonpocam ACTOIPOU3BO/ICTBA,

3.93.B cmy4yae BBOma cHcTEME! 4BTOMaTH3alllKd AeJIONPOU3BOACTBA HITH
CHCTEMBL  3NIEKTPOHHOTO TOKYMEHTOOBOPOTa  ITOHCK KOHKPETHOTO JOKYMEHTa
OCYMIECTBIAETCH 110 DPEeKBU3HTAM (3arilaBHe, Ha3BaHMe BHJla MOKYMEHTa, IaTa
TPHHATAA, HOMEp JOKYMEHTa, aBTOp HOKYMEHTa H TOMY nofoOHOE) MIH o
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KOHTEKCTY (KJIIOYEBBIM CIOBOM HIIH (pasoit). TIONCKOBBIl 3aIPOC MOXeT HMeTh
J:00YH0 KOMOMHALMIO PEKBH3HUTOB.

4. CacremaTH3anust M XpaHeHHe JOKYMEHTOB B HeJIONPOH3BOACTBE
4.1.Cocmasnenue nomenknamypor den

4.1.1. Homenknatypa nem — CUCTEMaTHU3HPOBAHHAIM IIEepedeHs 3arojIOBKOB
(HauMeHoOBaHM) fel, 3aBOAUMEIX B YIPEXKACHAN B ONpPEAENEHHOM TOXy,
C YKa3aHUEM CPOKOB MX XpaHEeHUs, 0QOPMIIEHHEIH B YCTAHOBIEHHOM Iopsiike.

4.1.2. HomeHKuiatypa iei npeHasHadeHa s yCTaHOBJNIeHUS B MUHEHCTEpCTBE
CIMHOTO IOpsAKa (OPMHUPOBAHMA [el, Ob6eCHedeHHS HX y4eTa, OlepaTUBHOIO
TOHCka OKYMEHTOB 110 X COAEPXKaHHUIO U BHIY, ONPEIENEHHS CPOKOB XpaHEHHUS e
H ABIAETCS OCHOBOM IUIsi COCTaBNEHHs OIUCEH NeN TIOCTOSHHOIO W BPEMEHHOTO
(cebimie 10 ser) XpaHeHHs, mo JTHYHOMY COCTaBy, aKTOB Ha YHUYTOXEHHE mej
C UCTEKIIMMH CPOKaMHU XPaHEHHSL.

4.1.3. B MHUHUCTEPCTBE COCTABIIAIOTCS HOMEHKJIATYPBI JEN CTPYKTYPHEIX
HONpasNeNeHNH M CBONHAS HOMEHKIIATypa Jel Mununcrepersa (npunoxenus 11 u 12
K HacTosier MIHCTpyKIHm).

4.1.4. HomeHknatypa gnen CTPYKTYPHOTO IOApa3sieleHHs Ha CleTyrOmuii
(kaneHnapHEIf) rox paspaGarbiacTcs He no3aHee 15 HoAOps Tekymero ropa
AODKHOCTHBIM  JIUIIOM, OTBETCTBEHHBIM 3a JIENONPOH3BOIACTBO B CTPYKTYPHOM
TONpasIe/ICHUH MHHHCTEPCTBA, HA OCHOBAHHUH JOKYMEHTOB II0 BCEM BOIIpOCaM €ero
ACATCIIBHOCTH ¢ [PHUBICYCHHEM  CNELMAIACTOB,  KOTOpHIE pabotaroT
B IIOJpa3feIeH M.

4.1.5. Cognas HOMEHKIIaTypa aen COCTaBJIsIETCS CTPYKTYPHBIM
nojpaspenenveM MHHHCTEpPCTBA 1O BONpoOCaM JI€TIONPOU3BOJICTBA Ha OCHOBE
HOMCHKJIATYD M€l CTPYKTYPHBIX IIOJpasJeiieHHH He Io3mHee 25 Jexabps, 1ubo
OesoTnarateNsHO IPH H3MEHEHHH CTPYKTYpEI MUHHCTEpCTBA.

Metoauueckas momoms B cocraBneHHH HOMEHKJIATYD Iell IpPeqoCTaBIsIeTcs
I'ocymapcTBEHHBIM KOMHTETOM 110 Jie1aM apxuBoB Pecny6miuku Kpeim.

4.1.6. CBOOHAsA HOMEHKIATYpa Hei OnobpsieTcss KoMuCcHelf MHHUCTEpCTBa 110
MPOBEACHUIO SKCHEPTU3BI LEHHOCTH JOKYMEHTOB (nmamee — DK MuHucrepctsa),
H  COITIaCOBBIBACTCA  ODKCIEPTHO-NMPOBEPOYHOH KoMuccmed I OCYZapCTBEHHOM
apXUBHOM cimyxOs1 Pecriy6inxu Kpemm (mamee - DITK I'ockomapxuBa) oxun pas
B IATh JIET WM 0e30TNararTenbHO B ciIydae M3MEHEHHS GopMEI cobcTBeHHOCTH,
CIPYKTYphl, QYHKUMH M XapakTepa paGoOTHI MunncrepcrBa, mnocie wero
yTBepxkaaeTcs MuHuctpom.

Coctas 3K Munucrepcrsa YTBEPXKIAETCA NPHKa30M 110 MUHHCTEPCTBY.

4.1.7. CBomHast HOMEHKNATypa gen MunncrepcTsa cocTaBnsercs B YeTEIpex
SK3EMIUIApax, Ha KaKIOM H3 KOTOPBIX JONYKEH OBITh 3allOMHEHHEI rpug
CoryacoBaHdst ¢ I'0CynapCTBEHHBIM KOMHTETOM IO JejaM apxuBoB PecryOmmxu
KpeiM.  Ilepssrit (HempuxacaeMEBI}) SK3EMIULIP CBOIHOIN HOMEHKIIATYphl  JIej
XPaHHTCA B CTPYKTYPHOM IOApasfieleHud MHMHHCTEpCTBA IO BOIIpOCaM
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ACJIONPON3BOACTBA, BTOPOH — HCHoOmb3yeTcs CTPYKTYPHBIM IMOJpasieleHHeM
Munucrepcrsa no sonpocam JICTIONIPOU3BOACTBA Kak paboumit, TpeTuit — nepegaercs
OTBETCTBEHHOMY JIMIy 0[O paboTe C apXHBHEIMH JIOKYMEHTaMH, YeTBEPTHIH —
HanpaBlIeTcs B I'ocymapcTBeHHEIH KOMHATET Mo nenam apxuBoB Pecmy6nuku KpemM
(manee I'ockomapxuB).

4.1.8. CBomHas HomenxnaTypa gmen MunucrepcTBa exeromno (He mnosmHee
HeKabps) YTOUHASTCS W BBOAWICH B HeHCTBHE o 1 sHBaps cnexyromero
KaJIEHNapHOTO I'oja.

4.1.9.B HOMeHKNAaTypy [Hen BKIIOYAIOTCS Ha3BaHUS [TIENI, KOTOpEIE
dbopmupyrotcs u oTobpaxaror Bce Y4acTKH paboTHI, KOTOpLIE JOKYMEHTHPYHOTCS
B MHHHCTEpCTBE, B YacTHOCTH AeNa MOCTOSHHEIX M BPEMEHHO JEHCTBYIOIIIX
KOMHCCHH, pabo4ux rpynm u ToMy ogo6uoe. B HOMEHKIIATypy el BHOCATCS TaKKe
Ha3BaHW JIC], KOTOPbIE BENYTCS JIMIUG B 3JEKTPOHHOMH bopme.

4.1.10. I'padsl HOMEHKAATYDBI A€l 3aMOTHSIOTCS CHEYIOLINM 00pa3oM.

B rpade 1 mpocrasisercs uHmeke kaxaoro Aena. VHpexce fena CTpyKTypHOTO
TIOIPAa3AENCHUS COCTOMT M3 HMHIEKCA CTPYKTYPHOTO noapasznenelus Ammapara
(mo  mTaTHOMY PaclliCaHHIO) ¥ MOpPAZKOBOIO HOMepa fena B npenenax
nonpaszpenenus. Hampumep: 06-12, rze 06 - mmmexc CaMOCTOSATENIBHOTO OTHEa,
12 - nopsakoBsrit HOMep nena, umu 04.1-07, roe 04.1 - unpexc OTHEJIa B COCTaBe
ynpasnerus, 07 - mopaaKoBeIi HOMep fena.

Ilpy Hanuyuu B ;ene TomoB (qacTelt) MHIEKC CTABHTCS Ha KaXIoM TOMe,
Hampumep: T. 1, T. 2 u ToMy nono6uoe.

B rpady 2 Bxmouarorcs 3aronosxu zei (TOMOB, 4acTel).

4.1.11. 3aronoBoK Jena NOMKHO YeTKO B CXATOL obobmenHoit dopme
0TOOpaXaTh COCTAB M COIEPIKAHHE JOKYMEHTOB Jela.

He paspemaercs ynorpeGnenme B 3aronopxax A€  HEKOHKPETHBIX
GopMynupoBok  («pa3Hble MaTepHansl», «obIias Mepelucka», «IoCTYNaoMmas
KOPPECIIOHACHLASA», «OTNpaBiseMas KOPPECTOHACHIHUS», H TOMY mnofobHoe), a
TAKOKe BBOAHBIX CIOB U CJIOXKHBIX CHHTAKCHYECKUX 060poTOB.

Ilpu  dopmynmposke zarmasmit men YIATBIBAIOTCS  TakMe MNPHU3HAKH
dopMHpoBanMs nem, Kkax HOMHHAIIBHBIM, aBTOPCKHIA, KOPPECIIOHIEHTCKHUI,
IIPEIMETHO-BOIPOCHTEIBHEIN,  XPOHONOTHYECKH, reorpa¢uIeckuil. J[OKyMeHTHI
(OPMHPYIOTCS B N€JTa HA OCHOBE OTIEIBHONO [pYU3HAaKa WM IPYNIE IPU3HAKOB.

3aro0BOK Q€12 COCTOHT M3 SJIEMEHTOB, KOTOPBIE Pa3MEIAIOTCs B CIIEAYIOLIEH
IIOCIEIOBATE/IPHOCTH: Ha3BaHWE BHIa ea (mepenmcka, XypHaN, KHWra u TOMY
n000HOE) MM BHAAZ JOKYMEHTOB B nene (IpWKashbl, ITPOTOKOJEBL, aKThl U TOMY
MONOOHOE); aBTOP HOKYMEHTOB (HauMeHOBaHWe y49pexIeHus, CTPYKTYPHOTO
TIOZIpasAelieHNs); KOPPECIIOHAEHT WM afpecar (HaUMEHOBAHWE YUPEKIECHHS,
KOTOPOMY  aZpecOBaHBl MIM OT KOTOPOTO MOCTYIHJIH JOKYMEHTBI); KpaTKoe
COLEpXaHNC IOKyMEHTOB Jena (BOIpOC, IO KoTopoMy QopmupyeTcs  zmero);
Ha3BaHME PETHOHA (TEPPUTOPUH), ¢ KOTOPEIM CBA3aHO Colep>KaHHe NOKyMEHTa; naTa
(meproxn), k KoTOpO#f OTHOCATCS AOKYMCHTBI NleNla; yKa3aHWe Ha Halu4he KOIMH
JAOKYMEHTOB 110 Jely (B cliydae Heo0X0AUMOCTH).
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B 3aronoskax mumumsix (IepCOHANBHEIX) U APYTHX JeJ, KOTOPbIe COMEpXKaT
AOKYMEHTBI II0 OXHOMY BOINpPOCY, CBS3aHHBIE II0CIIEIOBATEIBHOCTEIO BEIEHUS
IIpONEAYp ACIONPOU3BOACTBA, YIOTpebseTcs TEPMHUH «Jeno», HanpuMmep: «JIuaHoe
aenoy, «IlepconanbHoe mesoy.

B saronorkax gen, KOTOpBIE CONEpPXAT JOKYMEHTHI IO OJHOMY BOIIpOCY, He
CBA3aHHBIE  IIOCIIENOBATENLHOCTRIO  BEINEHUS npoueayp  HenonpoOM3BOICTBA,
yHnoTpebnsaercs TepMHH «IOKYMEHTED», a IIOCIIE HEro B CKOBKaX OTMEYafoTCs
OCHOBHEIC BHIbI NOKYMEHTOB JeNa, HalpuMep: «JlokymeHTBI (TUtaHbBl, aHKeTEHI,
CNpPaBKH) O MPOBEJEHUH OCMOTpa COCTOAHMSA JEIONPOM3BOACTBA U ApXHBHOTO J€Nia
B BBICIIHX Y4EOHEIX 3aBEIEHUIX)).

Tepmun «moxymenTHI» yHIOTpeOsieTcss Takke B 3aroJIOBKAX JeNl, KOTOpbIe
COMEpXAT NOKYMEHTHI — HPHIIOKEHUS K KaKOMY-ITHG0 HOPMaTHBHO-IIPABOBOMY aKTy
HIIH paciiopsAMTeNIbHOMY JOKYMEHTY OpraHa.

B 3aromoskax gei, NpPEIHASHAYCHHEBIX IS IPYNNUPOBAHHUSA JOKYMEHTOB
OAHOIO BHIA, YKa3hIBACTCS BUJ HOKYMEHTA BO MHOXECTBEHHOM YHCIE U aBTOp
AOKYMEHTOB, Hanpumep: «llpoTokons:i ammaparHEIX Copellanuii MunuCTEpCTBA
3ApaBooxpaneHus Pecmybiuxu Kpeimy»,

B 3aromoBkax pen, KOTOpbIE = CONEPXKAT MEPENHCKY, YKa3BIBAIOTCH
KOPPECIIOHIEHT W KpaTKoe CouepKaHue AOKYMEHTOB, Hanpumep: «llepenucka
¢ MunnctepcTBOM  (PHHAHCOB 06 YTIBEPKACHHH U H3MEHEHHH [IITATHOrO
pacnHucaHum).

B 3aromoskax jeu, KOTOPBIE COUEPXAT TNEPEeNHCKY C KOppeCHOHAEHTaMH,
OAHOPOIHBIMH  II0  XapakTepy JesTeJbHOCTH, TaKHe KOpPpPECIIOHAEHTEl He
HIEPCINCIIIOTCA, a yKashlBaeTCS HX 00O6IIEeHHOE HauMEHOBaHWe, HallpuMep:
«Ilepenmcka ¢ opramamu MecTHOro CaMOYMNPABJICHUsI II0 BOINPOCaM OOecIeueHus
COLIMAJIEHOM 3alIUTHI HACEICHUD).

B zaronoskax ger, KOTOpBIE ~ COUEPXAT MEPENHCKY ¢  pasHbIMH
KOPPECIIOHICHTAMH, TaKHe KOPPECIOHIEHTH He YKa3BpIBAIOTCsl, HaIpUMep:
«Ilepemicka 06 opranmsanuum CEMHHapa TIO TMOBBIULEHHIO KBATHU(HKALUK
PabOTHHUKOB KaAPOBBIX CIIyKG.

B 3aronoskax gmen, KOTOpPBIE COZEPKAT IIIAHOBO-OTYETHYIO JMOKYMEHTAIHIO,
YKa3bIBAETCS NEPHUOA (Mecsl, KBapral, TIOJIyrOtHe, T'OM), B KOTOPOM UIAHUPYETCS
CO3llaHNE NOKYMEHTOB, WM NEPHO]] UX GaKTHIECKOro BBIIIOJIHEHUS, HATIPUMED:

1. ITnan ocHOBHBIX OpraHM3allMOHHBIX MeponpuaTHii Ha 2014 rox;

2. OT4eT 06 UCIONB30BAHHH OIOIPKETHEIX cpencts 3a 2014 rog.

Ecnu feo cocTOMT U3 HECKONBKMX TOMORB Hnu Hacted, Qopmyaupyercs
o0Imi 3aroJI0BOK Jieiia, 4 HOTOM B CTy4ae HEOOXONMMOCTH — 3aTrOJIOBOK KAXKJ[OTO

nena.

Ilpu pa3smemienun sarimasuii men B HOMEHKIIATYPE YYHUTEIBAETCS BaXCHOCTD
AOKYMEHTOB, BKIIIOYCHHBIX B Jell0, MX B3aMMOCBS3b. B Hauame pasMeInamTcs
3aroJIOBKH JieJI, COZAEpIKalllhe JOKYMEHTOB, KOTOpEIE€ [IOCTYNHIH OT OpPraHOB
BBICIIETO YPOBHS, Jallee — CoAepiKallye OPraHU3alOHHO-PACHOPSIHTENLHYIO
MOKYMEHTALMIO,  IUIAaHOBO-OTYETHOMU AOKYMEHTAIIMIO,  HEPENMCKH,  Y4eTHO-
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CTIPaBOYHBIX BHIOB JOKYMEHTOB. B Kamoif W3 5THX I'PyOIl JOKYMEHTHI TakoKe
PasMELIAIOTCS © y4ETOM BaXHOCTH H CPOKOB XpaHEHHS.

I'pada 3 HomenknaTyps! 3anonmsercs & KOHIE KaJICHOAPHOTO roja.

B rpage 4 Homerknarypr YKa3bIBAIOTCS CPOKM XPaHEHHs Jiell, HOMepa CTareii
110 MEPEHIO NOKYMEHTOB CO CPOKaMU XpaHeHHS.

B rpade 5 «ITpumeuanue» crassres ormerku o NEPEXONHBIX Aeax; O Aejax,
KOTOPBIC BENYTCA B 3IIEKTPOHHOM HOPME; 0 HOIKHOCTHEIX nuax, OTBETCTBEHHEIX 3a
$hopMupoRaHKe e o nepegade ger OTBETCTBEHHOMY JIMLY IO paboTe ¢ apXUBHBIMU
AOKYMEHTaMH HIIH I'0Cy 1apcTBeHHYIO apXUBHYIO cnyx0y Pecrry6muxn KpsiM s ux
IIPOJIOJDKEHHUS H TOMY IIOZOOHOE.

4.1.12. B xoHIe roga HOMEHKJIaTypa A€J1 3aKpBIBA€TCA C MTOTrOBOM 3aMUCHIO
00 WX KoJIHYecTBe.

4.2. Dopmupoeanue oen

4.2.1. ®opmuposarue nei — 310 TPYIIIIHPOBAaHKE BBIIOJHEHHBIX JOKYMEHTOB
B JI€Nia B COOTBETCTBUY C HOMEHKIIATYPOM J[e.

4.2.2. Ilpu ¢opmupoBanun men CICAYeT IPHAEPKMBATBHCA CIEMYFOIIHX
0o0muX mpaBui:

4.2.2.1. BxnageiBaTh B AC€NNa, TOJNBKO  WCIIOJHEHHEIE JTOKYMEHTBI
B COOTBETCTBHY € 3ar0JIOBKAMH JE] B HOMEHKJIATYPE;

4.2.2.2. I'pyunupoBaTb B nena AOKYMECHTEI, UCIIOJIHEHHBIE B TEYEHUE OIHOIO
KaJICHIAPHOTO TOMa, 3a HCKIIOUCHHEM MEPEXONSIUMX e (BenmyTcs B TedeHHe
HECKOJIBKHX JIET), TUYHEIX JIe];

4.2.2.3. BruanslBaTh B feia TOJIbKO OPUTHHAJEI WU B ClIy4ae UX OTCYTCTBHS
- 34BCPEHHEIC B YCTAHOBJICHHOM IIOPA/IKE KOIIMH TOKYMEHTOB;

4.2.2.4. He momycKaTh BIIOXEHHS B Aela YEPHOBEBIX, JMYHBIX JOKYMEHTOB,
PasMHOXCHHBIX KOIIMH U NOKYMEHTOB, KOTOPHIE IIOIJIEKAT BO3BpATY;

4.2.2.5. I'pynnupoBaTte OTAENBHO B A€lIa  NTOKYMEHTBI IIOCTOSIHHOIO
H BPEMEHHOIO XPaHEHUS;

4.2.2.6. Tlo o6BeMy neN0 He DOMKHO npeBelmath 250 nucroB (30-40 mm
TOJILHHO).

4.2.3. JloKyMeHTBl TIpymmupyrorcs B llela B XPOHOJOTHYECKOM H/HIIH
JIOTHYECKOM IOPSIIKE.

4.2.4. Tlonoxeuns, npasuna, HHCTPYKLHHK ¥ TOMY MOJOOHOE, yTBepKICHHbIE
PACHOPANUTEIBPHBIMY ~ TOKYMEHTAMY, IDPYNIIHPYIOTCS BMECTe G YKa3aHHBIMH
MOKYMEHTaMH.

4.2.5. Tlpukassl IO OCHOBHOMH ACATEIIBHOCTH, MO  aaMHHHCTPATHBHO-
XO3IHCTBEHHBIM  BONpOCaM, 110 KaJpOBEIM  BONpocaM (IMIHOMY COCTaBy)
TPYINHPYIOTCA B pasHele Jena. Ilpukassr mo KaJIpOBBIM BONIPOCaM (JIMYHOMY
COCTaBY) IPYHIIHPYIOTCS B COOTBETCTBHHM C KX BHIaMH ¥ CPOKaMH XpaHEHHS.

4.2.6. JIoKyMeHTHl 3aceaHuil KOJLIEIHH Munucrepersa  rpymmupyrorcs

B OTJZEJILHOE JIEJIO.
4.2.7. TlopydyeHus OpraHOB BBICLIEr'o YPOBHSI U NOKYMEHTEI, CBSI3aHHBIE C MX
BRINIOJIHEHUEM, TIPYNIHUPYIOTCI B  AeNa 1o HallpaBJICHHSAM  JEeATEIbHOCTH
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Munucrepera.  Ilpu  HeGombImoM KOIIU1eCTBE  TakMX JOKYMEHTOB OHH
TPYIIIMPYIOTCS. B OMHO Xeno. BHyTpu nena mokymeHTsI CHUCTEMaTH3HPYIOTCS 110 JaTe
IIOpyYECHHI,

4.2.8. VTBepxmeHHEIE IVTaHBI, OTYETHI, CMEeThl IPYNNHUPYIOTCS B Jela
OTACIBHO OT IPOEKTOB 3THX JOKYMEHTOB.

4.2.9. Ilepenucka TPYTIIHPYeTCSL 110 COLEPIKAHMIO M  KOPPECIIOHIEHTAM
1 CHCTEMATH3HPYETCS B XPOHOJIOTHYECKOM HOPSIKE: JOKYMEHT-OTBET pasMernaercs
338 JOKYMEHTOM-3aIIpOCOM.

4.2.10. JIuunple  nena  paGoTHHKOB Munucrepcta  dopmupyrorcs
YIPaBICHHEM KaIpOBOH [IONUTHKH, TOCYAapCTBEHHOH TIPaKHaHCKOH  CITyxKOBI
H IPOTMBOAEHCTBHUA KOPPYIIUMHU B COOTBETCTBHE ¢ YKa30M Ilpesnnenra Poccuiickoit
@enepaunm ot 30.05.2005 Ne 609 «O6 yTBepXKIeHNH T10NI0KeHHS O MepCoHaNBHEIX
AGHHBIX TIOCYHApCTBEHHOIO TPa)IAHCKOIO CIyxKamero Poccuiickoit Qeneparuu
Y BEICHUH €T0 JINYHOI'O JeIay.

JIuvHBIE  fena  yBOJEHHBIX paboTHukoB  MuHucTEpcTBa IepenaroTes
OTBETCTBEHHOMY JIHIY IO paboTe ¢ apXUBHBIMH JOKYMEHTAMH 110 HCTEYeHHM IBYX
JIET CO IHs YBOJILHEHUS.

4.2.11. PacueTHO-IUIaTeXHEIE  CBENEHMUS (IMreBEle  cyeTa) pPaGOTHUKOB
CHCTEMAaTH3UPYIOTCA B INpeZenax roaa no (GaMWinsM B al()aBUTHOM MOpsIKE,
a CBCICHMS Ha BBIIUIATY HOEHer (CBEHNEHHI O HAYUCIICHHH 3apaboTHON mJIaTH)
MOIDKHBI OBITh CHOPMHPOBAHEI IIOMECSIHO 34 TOL.

4.2.12. Meronuyeckoe PyKOBOACTBO U KOHTPOJIb 3a (POPMHUPOBAHHEM IejT
B MunucTepcTBE H  ero CTPYKTYPHBIX — NOJpPA3sNENCHUSIX OCYLIECTBISIETCS
CTPYKTYPHBIM NOJpasneneHreM MUHUCTEpCTBa IO BOpocam HeJIOIIPOH3BOICTBA.

4.3. Xpanenue doxymenmos

4.3.1. HdokyMmeHTHI co BPDEMEHH CO3MaHHUs (IIOCTYIUIEHMS) M [0 nepenavu
OTBCTCTBEHHOMY JIMILY HO paboTe ¢ apXMBHEIMH JOKYMEHTaMH XpaHATCA TIO MeCTy
UX (POPMHpPOBaHUI.

Pyxosomutenu crpyxryprsix nonpasneneHul MunucTeperBa M paboTHUKH,
OTBETCTBCHHbBIC 32 OpPraHU3aIMIO HENONPOU3BOACTBA B HTHX IIoApa3NeIeHUsIX,
00s13aHBI 06ECIIEYNTE XpaHEHHE JAIOKYMEHTOB H JEJ.

43.2. Jlna men mepemycKH MOCTOSHHOTO CpPOKa XpaHeHUs COCTaBIseTCH
BHYTPEHHAS OIKMCE IIO YCTAHOBIEHHOH (opme (mpunoxxenne 13 k HacTosmieit
Wncrpykuum). B xoHme BHYTPEHHEH ONHCH JIENaeTCsl UTOTOBAs 3aIIHUCh O KOIMIECTRE
JHCTOB B ZIC/IC B IIPOCTABIIAETCS OMeTKa «B apxuey, KOTOpas 3aBepAeTcs MOANMCHIO
PYKOBOIUTENS CTPYKTYPHOIO IOApa3fielieHus MunucrepctBa. BHyTpenHss ommcs
B JIENO HE IOAIINBAETCS, a BKJIaIbIBACTCA.

Mot men mepenucku BpemeHHOTo (mo 10 neT) cpoka xpaHeHMs cocTapisercs
KpaTKui IepeveHb (perucTpalHOHHBIH HOMEp W JaTa perucTpauiu) AOKYMEHTOB,

BKIIIOYEHHRIX B JIETIO.
4.3.3. B paboumx KoMHaTax AeNa JOJDKHEI XpaHUTBCA B BEPTHKAILHOM
TONOXCHUN B IIKaQax, KOTOPEIe 3aKpHIBAIOTCS. JUIs NMOBBIIIEHHS OIEpaTUBHOCTH
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POSBICKa NOKYMEHTOB Hena pasMeW[aloTCs B COOTBETCTBHM C HOMEHKIIAaTypoil nen.
Ha xopemkax o6noxex gen otmeqarorcs HHZEKCBI TI0 HOMEHKIIaType.

4.3.4. BpemeHHas Broimaua Ael  pabOoTHHKaM  Apyrux CTPYKTYPHEIX
l0npasneneHud MUHHCTepPCTBA  OCYIIECTBIAETCS ¢ Pa3peIlieHHsT PYKOBOLHTENS
CIPYKTYPHOIO IOApa3/ieNeHus, B KOTOPOM XPpaHATCA NieNna, APYTHM OpraHaM — 1o
TIHCEMEHHOMY DaspelleHHI0 KypUPYIOIEro 3aMeCTHTENs Munuctpa. Ha Beiannoe
ACIIO COCTABIAETCSA KapTOYKa-3aMEHHTEIb, B KOTOPO# yKa3hIBaercs HaHMeHOBAHME
CTPYKTYPHOIO NOJpa3AeIe NS, HHIEKC Hella, 3arIaBue AieNIa, 1aTa ero BBIOAYH, JIUIIO,
KOTOpPOMY IIeNI0 BBIJAHO, HaTa ero BO3BpaTa, MOMIHCH JHUL, KOTOpEIe BBIOAIH
Y IIPHHAITH JeNO0.

4.3.5. BpeMmeHHas Bblmaua e OCYILECTBIACTCS He Ooliee YeM Ha ONUH
MECHIILL.

4.3.6. M3paTHe HOKYMEHTOB U3 A€lIa MOCTOSHHOTO XPAaHEHMS 3alperiaeTcs.
B uckmounTensHEIX cnyuasx wsbsTHe AOKYMEHTOB JIOIIYCKAE€TCA ¢ paspellleHus
Musnctpa ¢ o6s3aTensHEIM ocTaBenHeM B A€lIe 3aBEPEHHBIX JOIDKHBIM 06pasoM
KONIMH ¥ COCTABIIEHHEM aKTa O BBIJAYe TIOIIMHHAKA,

4. INopsinox noarorosku AeJl K nepejaye 118 apXHBHOIO XPaHeHHus
5.1. Ixcnepmusa uennocmu OOKyMernmoe

5.1.1. Tloaroroska mJoKyMeHTOR X TIepeliaie OTBETCTBCHHOMY JIHLY IO paboTe
¢ PXHBHBRIMH JOKyMEHTaMH BKJTIOYAET, HApAY C ¢GopmupoBanHuem u ohopMieHHeM
Hes, paboTy HmO HpOBeAEHHIO SKCTIEPTU3bI LEHHOCTH NOKYMEHTOB, COCTAaBJIEHHIO
OIMCEH [ieT U aKTOB O BBIIEJICHHH K YHUYTOXCHHUIO TOKYMEHTOB U JeJl.

5.1.2. Okcneprusa  neHHOCTH AOKYMEHTOB — OT6Op MHOKYMEHTOB Ha
TOCYNapCTBCHHOE XpaHEHHe WM YCTaHOBJICHUE CPOKOB HX XpaHEHHS Ha OCHOBE
IIPHHATBIX KPUTEPHEB.

OKCTIepTH3a HEHHOCTH AOKYMCHTOB IIPOBOANTCS HA OCHOBAHHHU:

- 3akona Pecny6nuxu Kpsmv ot 14.08.2014 50-3PK «O6 apxuBHOM neje
B Pecrrybnuxe Kprimy»;

- THIIOBOT'O II€PEYHS JOKYMEHTOB C yKa3aHHeM CPOKOB X XpaHEHUs;

- HOMEHKIATyphl Ae MuHuUCTEpCTBa;

- HOPMAaTUBHO-METONUYECKHUX JOKYMEHTOB I OCKOMapXHBa.

5.1.3. Okcneprusa rieHHOCTH AOKYMEHTOB B MHHHCTEPCTBE IPOBOIUTCS:

Ha CTajuy NENONPOM3BOACTBA — NPH COCTABICHUM HOMEHKJIATYpBl [el;
B TIiponiecce GopMUPOBAHUS nell U IIPOBEPKH [TPaBUILHOCTH OTHECEHHS JOKYMEHTOB
K JenaMm; IIpy MOATOTOBKE Jel K Iepejade OTBETCTBEHHOMY JIMILly II0 pabore
C aPXHBHEIMHU OKyMEHTaMH;

B CTPYKTYPHOM HOApa3sfeNeHHH IO paboTe C apXUBHEIMU JOKYMEHTaMH — B
IIpOLiecce NMOATOTOBKH K Iepeiiaye el Ha ToCylapCTBEHHOE XpaHEHHe.

5.1.4. Jina oprasmzammm u MPOBENEHUA PaboThl MO JKCIEPTH3E LEHHOCTH
AOKyMEHTOB B MUHHCTEpCTBE cozmaercs DK Munucrepcrra.
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5.1.5. 9K MunucrepcTa coznaercs IpuKa3oM MuHHCTpa U3 yKcia Haubonee
KBATHQULMPOBAHHEIX M ONBITHBIX PaGOTHUKOB B KOJIMYECTBE HEe MeHee Tpex
Henosek. B cocta OK MumnncrepcTBa B 06s3aTetbHOM IIOpsiIKE  BKJIOYAETCA
PYKOBOIMTENIE  CIDYKTYPHOrO —moipasfielleHus 1o paGoTe ¢ ApXVBHBIMH
AOKYMCHTaMH, BRINIONHAIOWIKH GyHKIMIO cexperaps DK Mnunucrepcrsa.

5.1.6. Ilpencenmarenem DK MunncrepcrBa  HasHawaeTcs  3aMeCTHTEND
MuHncTpa, Kypupyrommii Bompocs! ROKyMeHTOOGOpoTa. 3anaun, GyHKUMM H NpaBa
9K MuHHCTepCTBA, HOPSAOK ee paGoTEl OTIPENECTIAIOTCSA IOJIOKEHHEM, KOTOPOe
yreepxxnaercs Munuctpom. ITonoxxenne 06 DK Munncrepcrsa 1o ero yreepxnenns
Ho/nexuT cornacoBanmio ¢ SIIK INockomapxusa.

5.1.7. OcHoBHEIMHA (yHKIMIME DK Munucrepcrsa apasioTes:

5.1.7.1. OpraHuszanus u nposenenue OKCIIEPTHU3bI IIEHHOCTU JOKYMEHTOB Ha
CTaZii JICNONPOU3BOACTBA IPH COCTABIEHHH HOMEHKIATYDPHl A€l U B Ipolecce
bopMHUpOBaHus fel;

5.1.7.2. OpraHmsanuss u TnpoBemenme OKCIIEPTHU3bl LEHHOCTH HOKYMEHTOB
Ha CTallMM TIOATOTOBKM WX K Iiepellaue B CTPYKTYPHOE IOApa3feileHHe II0 pabore
C apXUBHEIMH JOKYMEHTAMH;

5.1.7.3. Opranusanus u mpoBeneHue 0T6Opa M TOATOTOBKH HOKYMEHTOB
K Iiepe/iate Ha [I0CTOSHHOE XPAaHEHHE B COOTBETCTBYIONIEE aDXUBHOE YyUpeXIEHHE.

5.1.8. OcHoBHEIME yHKIMIME DK MuHUCTEpCTBA SBISIOTC:

5.1.8.1. Opranmszauus exerogHoro orbopa gen pmus nepefays  Ha
TOCYN@pCTBCHHOE XpaHeHHe M Ul BRINENCHUWS K YHHUTOXKEHHIO [, He
MIOJUIEXKAIIUX XPaHEHMIO;

5.1.8.2. PaccmoTpeHne W BhIHeceHHe Ha cormacopanme DIIK T OCKOMapxuBa
IIPOCKTOB  HOMEHKJIATyp Jen MUHHCTEPCTBA, ONHCeH el  [OCTOSHHOIO
¥ BpEMEHHOTO (cBhlmle 10 1eT) XpaHeHus, B TOM YHCIIe 1Mo JTMYHOMY COCTaBY, aKTOB O
BRIICICHHM K YHUMTOXKEHHIO Aell, He HOIJIeKALIUX XPaHEeHHIO,

5.1.8.3. TlomroToBka ¥ BHIHeCeHWe Ha paccmotpenne OIIK I'ockoMapxusa
NPEINOKEHUH 00 UBMEHEHHH CPOKOB XPaHEHUS OTAETBHBIX KaTeropyii JOKyMEHTOB,
YCTAHOBJICHHBIX NIEPEYHAMM, U 00 ONpENENeHHN CPOKOB XpaHEHHS JOKYMEHTOB, HE
NpeNyCMOTPEHHBIX [TEPEYHIMMU,

5.1.8.4. Ygactue B moaroroske u PacCMOTPEHUH IPOEKTOB HOPMATHUBHBIX
H  METOIMIECKHX JOKYMEHTOB MO BOIpocaM paGoTHl ¢ JOKYMEHTaMH
B MuHucrepctae.

5.1.9. OK MuHHCTEpCTBA NPOBOIUT 3acemaHus B COOTBETCTBHH C INIAHOM
paboTel M NO Mepe HEOGXOOMMOCTH, HO He pexe 2 pa3 B roa. 3acemamus DK
Munncrepcrsa nporokonupyiorcs. Pemenus DK MununcTepcTBa BCTYIAOT B CHTY
IIOCTEe YyTBEPIXKAECHHst MUHHCTPOM,

5.1.10. OxcmeprHsa nenmoctu AOKYMEHTOB  IIPOBOJUTCS  €XETOLHO
B CIPYKTYPHBIX IOJpasfeNeHusX MHHHCTePCTBA HEIOCPENCTBEHHO JIUIAMH,
OTBETICTBCHHBIMH 32 OPIraHHU3aLMIO IEJONPOH3BOACTBA B STHX IOJ(pa3ieeHHAX,
COBMECTHO ¢ wieHamMu DK MHMHHCTEPCTBA 1105 METOMHMYECKUM PYKOBOACTBOM
I'ocxomapxusa.
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5.1.11. Tlpm IIPOBENCHUH 3KCHEPTU3ILI UEHHOCTH IIOKYMEHTOB
OCYINECTBIAETCA OTOOP MOKYMEHTOB MOCTOSHHOTO K BPEMEHHOTO (cBBImEe 10 ser)
XPaHCHHUA JUIs LEpEeNiavy B CTPYKTYPHOE MOApasfeNeHye 1o paboTe ¢ apxuBHBIMU
AOKYMEHTaMH, OTO0p IOKYMEHTOB C BPeMEHHBIMU (mo 10 met) cpoxamu xpaneHus u
C moMeTKaMu «Jlo MHHOBaHUsI HaTOGHOCTHY, «Jlo 3aMEeHBI HOBBIMHIY, [OIUIEKAIIHIX
JAanbHEHIIEMY  XpaHEHHIO B CIPYKTYPHEIX  NOXPasACIEHUAX; BEIICICHHE
K YHUMTOXCHUIO Nl 32 MPELBIAYIIHE FOLEL, CPOKH XPAHEHHs KOTOPBIX HCTeKITH. [Ipu
9TOM OJHOBPEMEHHO IPOBEPSIOTCH KadeCcTBO M IOJHOTA HOMEHKJIATYphl Jen
Munncrepersa, npaBunsHOCTE ONPENEIEHHS. CPOKOB XPaHEHHS Jiel.

5.1.12. Or160p LOKYMEHTOB MOCTOSHHOTO 1 BPEMEHHOro (cBhime 10 jer)
XPaHEHHs NPOBOAMTCA HAa OCHOBAHHH THIIOBOTO IIEPEYHS JIOKYMEHTOB C yKa3aHHeM
CPOKOB HX XDaHEHUS W HOMEHKIATYpPHl Hel Munncrepersa, nyrem nomucTHOTO
IPOCMOTpa Aie. B fenax MOCTOSHHONO XpaHEHWS MOMIEKAT HIBATHIO IyOneTHbIe
OK3EMILAPEI  NOKYMEHTOB, YEPHOBHKH, HE3aBEpPEHHBIE KOTHHU JNOKYMEHTOB H He
OTHOCAIIAECA K BOTIPOCY JIOKYMEHTEI C BpeMeHHBIMHE (110 10 JIET) CPOKaMH XpaHECHHS.
He nomyckaercs or6op noxymenTos mis XPaHCHHUS W YHHUYTOKEHHSA TOJBKO Ha
OCHOBAaHHH 3ar0JIOBKOB Jejl.

5.1.13. Jlema ¢ otmertkoit «IIIK» TIOQIBEPratOTCA MOJIKMCTHOMY IIPOCMOTPY
C LENBI0 ONpEeneNncHHs M BEHIJENEHHS M3 HX COCTaBa JAIOKYMEHTOB, NOIIeXaIInX
IIOCTOSTHHOMY XpPaHEHHIO.

5.1.14. Jlena ¢ ormetkoi «3IIK», comepalme TOKyMEHTH MOCTOSHHOLO
XPaHEHUS, MOIJIeXKAT NepeOPMUPOBAHUIO. BEHINENCHHBIE M3 COCTABA STHX aen
AOKYMEHTEI IIOCTOSHHOIO XpaHEHWS INPUCOCHMHAIOTCS K OJTHOPOJHBIM JejdaM KU
OOPMIISIIOTCS, B CaMOCTOSTENBHBIE TeJa.

5.1.15. Cpoku XpaHeHMS Ien ¢ 0TMETKOil «3IIK», conepxamux ocTaBmIHecs
B HUX JOKYMEHTEI BPEMEHHOIO (o 10 nrer) xpauenus, ompenensroTcs 1o [IEPEYHIO
AOKYMEHTOB C yKa3aHHEM CPOKOB HX XpaHEHHS HIH IO HOMEHKIAType mein
Munucrepcrsa.

5.1.16. Tlommmeka BHOBB COOPMHPOBAHHEIX eI [TIPOU3BOJUTCS TOJBKO
HOCIIE 3aBEPIIEHAS IKCIIEPTU3EI IIEHHOCTH JOKYMEHTOB.

5.1.17. CrpyktypHoe NozpasnesieHne  (ZOJKHOCTHOE JIHIO) IO pabote
¢ ApXHBHBIMH LOKYMEHTaMH HpPOBONMT OKCIEPTH3y IEHHOCTH IOCTYTIUBIINX
MOKYMECHTOB MNpPH OTO0pe HX Ha IOCTOSHHOE XpaHCHHE T0J, METOIHYECKUM
pykoBozxcTBoM I'ockoMapxusa.

5.1.18. Or6op SJICKTPOHHBIX ~ TOKYMEHTOB Ha  AapXHBHOE XpaHeHue
OCYUIECTBIIICTCA B pe3yNbTaTe JKCIEPTH3HI HX OE€HHOCTH, KOTOpas IPOBOIUTCS
9K MuHucrepcrpa.

Ha nepsoM orane skcmepruser SNICKTPOHHBIX JNOKYMEHTOB CTPYKTYpHOE
TIOZpas/iefieHne 1o paboTe ¢ apXHBHBIMU JOKYMEHTAMH COBMECTHO CO CTPYKTYPHBIM
loapasnenenneM  MuHuctepcrBa 1o BompocaM  obecrieweHHst  paGoOTEHI
aBTOMaTH3MPOBAHHBIX CHCTEM U IPOrPaMMHOIO o0ecIIeYeHNs, ONpeAeNseT epedeHs
CHCTEM, TEM ¥ TIPOEKTOB, HOKYMEHTB! KOTOPBIX MOTYyT HMETh LEHHOCTH B
COOTBETCTBHY C OOIUMMH KPUTEPHSIMH SKCIEpTH3EL B paMKaX MEepedHs MPOBOIUTCS
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0TOOp BIEKTPOHHEIX IOKYMCHTOB Ha MOCTOSHHOE M BpeMeHHoe (1o 10 JIeT)
XpaHeHue, epeYeHs yrBepxkaaerca DK Munucrepcrsa.

5.1.19. Tloaroroska BJIEKTPOHHBIX JOKYMEHTOB K [iepenavye B CTPYKTYPHOE
NOZpasfeNncHue 10 paboTe ¢ apXMBHEIMH HOKYMEHTAMH COCTOHT M3 CIEeIYIOIHX
3TaIoB:

5.1.19.1. TIposepka ¢usudeckoro cocrosHus MallMHHBIX  HOCHTENeid,
pENHAasHAYCHHBIX I Iepeladyd B CTPYKTYPHOE nojpasfeneHue no pabote
C apXMBHBIMH JJOKYMCHTAMU;

5.1.19.2. 3ammck 57eKTpoHHEIX AOKYMEHTOB Ha MALIHHHbIE HOCHTEIIH,

5.1.19.3. TIpoBepka xauecTpa 3anucH;

5.1.19.4. Onncanue snexTpoHHBIX NOKYMEHTOB;

5.1.19.5. IlpocraBnenue 4PXWBHBIX WIMQPOB Ha ENUHMLAX XpaHEHHS (ua
¢yTnapax) B coorBeTCTBHH C APXVBHOH ONHCHIO (ONHCAMH) 3NMEKTPOHHBIX
AOKYMEHTOB IIOCTOSHHOTO XPaHEHHUS H 110 INYHOMY COCTaBYy;

5.1.19.6. IToxroroBxa KommnexTa COTIPOBOAMTEIEHOMN TOKYMEHTAITHH.

5.1.20. Ilo pe3yJbTaTaM 3KCIEPTH3EI LEHHOCTH JIOKYMEHTOB
B MHHUCTEPCTBE COCTABNIOTCS OIUCH MM IOCTOSHHOIO XpaHeHus (Ipuoxenue 16
K Hacrosmedl HMHcTpykimu), BpeMeHHOro (cemre 10 ner) cpokom XpaHeHUs
(npunoxenne 17 x HacTosmest WHncTpykuun) u mo JHYHOMY COCTaBY (IPHIOKEHHE
15 x macrogmeit Wucrpykium), a Takxke akTel o BBIICJICHUH K YHHYTOXXEHHIO Jell,
HE IIOLTIEKAIUX XPaHEHHUIO (IpUIIoXKeHKe 14 K HacTosmed HMuctpykumn).

5.1.21. B crpykrypHOM HOMpasieieHnd 1o  paboTe ¢  apXMBHBIMU
AOKYMCHTaMH B 3aBHCHMOCTH OT COCTaBa X 00BEMa SNIEKTPOHHEIX I[OKYMEHTOB,
OTHECEHHBIX K cOCTaBy ApxuBHOrO ¢oHna Pecrny6iukm KpeM, cocrasnsiorcs
APXHBHBIC OIIHUCH 3JIEKTPOHHBIX JOKYMEHTOB MOCTOSHHOIO XPpaHEHHUs, 110 JTHIHOMY
COCTaBy.

5.2. Cocmasnenue onucu den

5.2.1. Onwmcs nen — ApPXUBHBIN CIIPaBOYHUK, coZiepKanIui
CHCTCMATHSMPOBaHHBIH  NEepeYeHh  CNMHHUL  XpaHEHHS apXuBHOro  douga
H peIHA3HAMEHHBIH M MX y9eTa W PacKpBITHS coaepxxanusa. OtTnenpHast Omuch
NpENCTaBIAET COOOM IepedeHs AeN C CaMOCTOSTENLHOM BaJIOBOH (TIOPAAKOBOIA)
3aKOHYCHHOH HyMepaIuei.

5.2.2. OmucH COCTaBNAOTCH OTAENBHO Ha Aella IOCTOSHHOrO, BPEMEHHOTO
(cbime 10 JieT) XpaHeHus U Ha neja 110 JUIHOMY COCTaBy.

5.2.3. Ha nena BpeMennoro (mo 10 yeT) XpaHeHUs OMUCH He COCTaBIISIIOTCA.

5.24. OIIK Tockomapxusa YIBEPXIAeT OIIMCH Ha Jejla IOCTOSHHOIO
XPaHCHUS U COTIIACOBBIBACT OLIUCH HAa JeJa 110 IMIHOMY COCTaBy.

YKa3aHHBIE ONMCH U akThl O BRIZICICHUM K YHHYTOXKCHHIO JeN, He
TIOIEKAIMX  XPAHEHHIO, DacCMATPHBAIOTCA Ha 3aceqaHmuu DK MuHnuncrepeTBa
OMHOBpeMEHHO. Omobpennsie DK MUHHACTEPCTBA ONMCH W aKThI YTBEPIKHAIOTCS
MunmctpoM Toneko mocie yreepxnenns OIIK TockoMapxusa ormcedl nen
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TIOCTOAHHOTO XPaHEHHs, MOCJE BTOro Munncreperso nmeer IPaBO YHUYTOXATh
ACna, BKIIOYEHHEIE B YKA3aHHBIE AKTEL.

5.2.5. Jlena BKIHOYaroTcs B aKT, €CIIM TIPEAYCMOTPEHHBIM IS HUX CPOK
XPaHCHHUA UCTEK | sHBaps roxa, B KOTOPOM COCTABIEH AKT. Hanpumep, sakonuenusre
B 2013 romy nema ¢ 3-meTHmm CPOKOM XpaHEHHs MOTyT ObITh BKIIOYEHEl B 4KT,
KOTOPBI¥ OyHET COCTaBIIEH He patee | suBaps 2017 ropa.

AKT O BBIJICICHHM K YHUYTOXEHMIO A€, HE NOMNIEXAUX XpaHEHHIO,
COCTaB/IAeTCs Ha Jiena Beero MununcrepeTsa. Ecnum B akre yKa3aHbl J(elna HECKOIbKHX
CIPYKTYPHBIX NOApasfenenuii MUHHCTEpCTBa, TO Ha3BaHME Ka&)XJTOro noApasfencHus
YKa3BIBACTCA IEPEA IPYNIION 3aroIOBKOB M€ 3TOrO [IoApasaenenns. 3aroloBKU
OZHOPOAHEIX ZeN, OTOOPAaHHBIX K YHHYTONEHHMIO, BHOCSTCH B AKT ox obuuM
3aTOJIOBKOM C yKa3aHHeM KOJHUYECTBA JENl, OTHECEHHBIX K JNaHHOH rpyIie.

5.2.6. T'ocxomapxus TIPOBEPAET MNpPaBUILHOCTE O0TOOpa HA IMOCTOSHHOE
XPaHEHHE M [IDH HEOOXOIMMOCTH HMEET IpaBo NOTPeOOBATh BKIFOYHTE B OIUCH JEI
TMOCTOHHOIO XpaHEHUs iella, OTOGpaHHbIe Ha BpeMeHHOe (mo 10 seT) XpaHenne mmu
K YHHYTOXXEHHIO. _

5.2.7. Jlena, NO/UIeXale YHHUTOXEHHIO, NIepeatoTCss Ha mepepaboTKy
(yrunmusanmio). ITepemaua nen oopMIseTCs  mpHEMO-CaaTOUHOI HAKJIaTHOH,
B KOTOpO# yKa3kIBaloTcs jara NICpelavd, KONMYECTBO CHABAEMEBIX Hel U BecC
OyMaxkHOM MakynaTypsr. Jlesia v MOKyMeHTHI, BKIIOYeHHBIE B akT o BEIZICJIEHHUH Hel
K YHHMTOXEHHIO, MOTYT ObITh YHUYTOXEHH! B YCTAHOBIICHHOM NOpSAJKE U APYTMMH
crocobamu, o YeM JoKHA GBITh COCTABIIEHA COOTBETCTBYIONIAS CIIPABKa.

ITocne yHnmutoNKEHMS nenm B HOMCHKJIATYpE Jell NPOCTaBIAIOTCS OTMETKH,
3aBEPACMBIE MOAIMKCHIO JIHIld, OTBETCTBEHHOTO 34 AEJIONPOU3BOACTBO, M Jara.
Hanpumep: «Yuuuroxeno. Cum. akr or No - Maunuans:, pamumusy.

5.2.8. Jingd obecrieueHus: KOMILIEKTOBAHYS apxuBa MMUHHCTEpcTBa Ha Bce
3aBCPUICHHEIC B IENONPOU3BOLCTBE Aeiia MOCTOAHHOrO, BpeMeHHOro (cBrIe 10 jet)
XPaHCHHA U 110 JIMYHOMY COCTaBY, IpPOLIE/IINeE SKCHEPTH3Yy LEHHOCTH NOKYMEHTOB,
COCTAaBIIAIOTCS OIMUCH JOKYMEHTOB, IIOCTYIAIONINX B CTPYKTYPHOE NOApa3AeSICHUE 110
PaboTe ¢ apXMBHEIMH JOKYMEHTaMH.

OrnensHas omnuces IIpeacTaBiIgeT COOOH mepedeHs men ¢ CaMOCTOATENLHOMH
BaJIOBO# (TIOPSIKOBOI) HyMepawHett,

529. B kaxmom CTPYKTYPHOM MOZpasfeneHMH MHUHMCTEpCTBA OmMHCH
COCTABJIAIOTCS €KETOIAHO IO HENOCPEACTBEHHBIM METOANYECKHM PYKOBOICTBOM
OTBETCTBEHHOTO NHla HO paboTe C apXUBHBIMH AOKymMeHTaMH. [lo aTuM omumcsam
AOKYMEHTBI INepefaloTcs B apxuB. Omucw, IIOATOTOBNEHHEIE CTPYKTYPHBIMH
TONPASNENCHUsMH,  CIIyXaT ~ OCHOBOM IS TIOATOTOBKH CBOIHONH  omumcH
Mmunucrepersa, koTopyo rotosut OTBETCTBEHHOE JIHLO IO paboTe C apXHUBHBIMU
AOKyMEHTAMH M IO KOTOPOH OH cjgaeT nema Ha IIOCTOSHHOE  XpaHeHHe
B ["'ockomapxus.

5.2.10. Onucu  nmen CIPYKTYPHBIX  NOApPA3sAENeHHH  COCTABISIOTCS IO
YCTaHOBICHHOK ¢(opme (mpumoxenme 15 k HacTostmer HHCTpykuuu) B Tpex
OK3EMIUIIpaX M TIPeACTaBISIOTCS B CIPYKTYpHOE IoOApasjeleHHe no paGote
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C apXMBHBIMH JOKYMEHTaMH HE IO3IHEe YeM €pes 1iBa roaia rociye 3aBeplIeHus e
B JICITOTIPOU3BO/ICTRE,

5.2.11. OnucatensHas craTes  omucu ACT CTIPYKTYPHOIO MOApasfe/ieHus
Munncrepcrsa nmeer CIenyIOIIHe SJIEMEHTEHI:

- IOPANKOBEIT HOMeEp [eiia (ToMa, YaCTH) 10 OIHCH;

- HHJEKC fena (ToMa, yacTu);

- 3arONIOBOK Aeiia (ToMa, 9acTy);

- iaTa fiesnia (ToMa, 9acth);

- KOMECTBO JIMCTOB B T (TOMe, 9acTH);

~ CPOK XpaHeHHs Jiena (ToMa, 4acTw);

- IpHMeYvaHue.

5.2.12. Ilpu cocraBnemun ommeum pen CTPYKTYPHOTO MOJpa3aeneHus
cobmogarTcs CleayroIne TpeGoBaHuS:

5.2.12.1. 3aronoBku men BHOCATCS B OIINCH B COOTBETCTBHM C IIPHUHSATOMH
CXCMOH CHCTEMAaTU3aLHH HA OCHOBE HOMEHKITIATYDHI J€eT;

5.2.12.2. Kaxmoe ACTO BHOCHTCS B ONHCh IIOA CAMOCTOSTEILHEIM
TIOpAAKOBBIM HOMEPOM (€CIH EeN0 UMEET HECKOMBKO TOMOB HUIH YyacTed, KaKIblit
TOM HJIH 9acTh BHOCSATCS B OIIUCE TIOJ] OTHENbHBIM HOMEPOM);

5.2.12.3. Tlopsimox HyMEpaluu NeJl B OMCH — BaJlOBOM 338 HECKONBKO JIeT;
TIOpAMOK  TIPHCBOCHUS HOMEPOB OIHCSM el CTPYKTYPHBIX TIOApa3eileHuit
YCTaHABINBACTCA 10 COIJACOBAHHMIO C OTBETCTBEHEEIM JALIOM TI0 paboTte
C apXMBHBIMH JOKYMEHTAMH;

5.2.12.4. Tpadpsl onucu OOPMIISIIOTCS B COOTBETCTBHH CO CBEJICHUIMH,
YKa3aHHbIMM Ha OGJIOXKKe (THTYIbHOM JIUCTE) fena;

5.2.12.5. Ilpu BHeCeHwHu B omuck IIOAPSIT HECKOJILKUX AeN ¢ ONWHAKOBBIMH
34rOJIOBKaMH ITUINETCA MOJHOCTHIO 34rO0JIOBOK [IEPBOrO Jlefla, a BCE OCTAJbHEIE
OAHOpOIHBIE fena 0603HaYaIoTCs ciioBaMy «To Ke», IIPU 3TOM ApPYTHE CBEIEHMS
O A€llaX BHOCATCA B ONKChH MONHOCTBIO (HA KKIOM HOBOM JIACTE OIIUCH 3aTOJIOBOK
BOCTIPOU3BOAUTCS HOXHOCTHIO);

5.2.12.6. TI'pada ommcanms «lIpuMeyanmey» Hemoms3yeTCs T OTMETOK
O YIpHEME L€, OCOOCHHOCTAX (H3HYECKOro COCTOsHHUA, O mepegaye Aed JPYTHUM
CTPYKTYPHEIM II0Apa3/iesleHuaM MHHHCTepCTBA €O CCBLIKOH Ha HEOOXOIUMBIN aKT,
O HAJIMYMHU KOIMH JOKYMEHTOB H T.II.

5.2.13. Omucy nen CTPYKTYPHOIO  IOJpa3leieHus MpuHuucrepctea
TIOATIMCEIBACTCSA COCTABHTENEM C YKa3aHHEM ero AOIDKHOCTH, COTJIaCOBBIBAETCH
¢ PYKOBOIHMTEJIEM CTPYKTYypHOIO MOApA3NENEHHS Munucrepcrea o BOIIpOCaM
ACIONPOH3BOACTBA M YTBEPXKIASTCH PYKOBOAUTENIEM CTPYKTYPHOIO IOJApasfeleHus
Musnncrepcrsa.

5.2.14. B rognosoit pasfien CBOAHOM ONMCH el MOCTOSHHOI'O XpaHEeHUs
BKJIIOYAIOTCA 3arOI0BKH Jell TIOCTOSHHOIO XPaHeHHUs, CHOOPMUPOBABIIINXCS B TEUCHME
TOMa B MEATENBHOCTH  CTPYKTYPHBIX [ONpasNeNeHud, W 3arolOBKM  fell,
COPMHPOBaHHKBIX U3 AOKYMEHTOB, BBIIEICHHBIX U3 JeN C BpeMEeHHBIMH (mo 10 ner)
CPOKAMH XPaHEHH, IMEBIINX OTMETKY «ITK», IIPHYEM TOJIBKO NOCIIE CBEPKH HX CO
CBOZHOW HOMEHKJIATYypol 3a TOT Tom K IPOBEPKH MPABHIBHOCTH (HOPMHPOBAHMUS
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1 odopmienus menr. B HEOOXOMHMBIX CIIy4asX 3arolOBKH Aell YTOYHAIOTCA, Aelia
NIOBEPraroTcsl pacIiuBKe K nepepopMHUPOBaHHIO, eciH oOHapy»eHo, uTO Ieno
copMupoBanO HEIPaBHIILHO.

5.2.15. 3aronosku ZI€J1, BKIIFOYECHHBIE B TOHOBOMH paszen CBOIHOM omMcH men
LIOCTOAHHOIO XpaHeHH s, HyMEPYIOTCS B BAJIOBOM HOpsOKe.

5.2.16. Tlocne BHeceHMs B ommch 3ammcei O TIOCTYTINICHUH HUNH BBIOLITHH JHej
COCTaBJIICTCS OKOHYATENIbHAS HTOrOBas 3aIIUCh, B KOTOPOH YKa3BIBAIOTCS TariKe
OCHOBAHHS BHECEHHBIX U3MEHEHMUIL.

5.2.17. K nepsomy TONOBOMY pasfielly CBOAHOM OIMCH Jell MOCTOSHHOIO
XPaHCHMA COCTaBIIAETCS NPENUCIIOBHE U IPpH HeOoOXOOUMOCTH — OrJaBiEHHE,
yKasarejld, CHHCOK COKPAleHHBIX CJIOB, KOTOpPBIE COCTAaBJISIOT CIIpaBOYHBIN
MaTepHaJl TOOOBOTO pa3iella OITHCH.

5.2.18. B koHue onmcH BCJIC 3a mnocilenHed omucaTtenbHOM craTbelt
SalIONHACTCS. MTOTOBas 3allHCh C YKa3aHHEM KOJTHYECTBA (uadpamu u IIPOTIHCEIO)
ACIL, YHCIIAMNXCA 1O ONKUCH, NIePBBI M ITOCIIeTHHI HOMEpa el 1O OITHCH, a TaKIKe
OTOBAPHBAIOTCS OCOOEHHOCTH HYMEPALHU JEj B OIHCH (7uTepHEIe B IIPONYIIIEHHEIE
HOMepa Jien).

5.2.19. Tonopoii pasfen CBOIJHOM ONUCH Jel IOCTOSHHOIO XpaHeHMs
COCTaBIIETCA HE MEHEE YeM B Tpex 9K3EMIUISIpaXx.

5.2.20. TomoBoii pPasfiel CBOIOHOH ONHCH Jed IIOCTOSHHOIO XpaHeHUd
TIOANIEXXUT paccMoTpenuto DK Munncrepcrsa, B Cllydae COINacOBaHHS B rpude
COIJIaCOBaHMSI ONMCH YKa3BIBACTCS 1aTa U HoMep npoTokona OK Munucrepersa.

5.2.21. CornacosaHHbIe FOJTOBBIE pasjienbl CBOIHOM OMHUCH HaIIpaBJIAIOTCI Ha
paccmorperne  JIIK  TockomapxuBa B CPOKH, yCTAaHOBIIEHHBIE TIpapUKOM
IIPEIOCTaBJIEHHst OIIMCeH HelT Ha paccMotperue OIIK, HO He mo3aHEe yeMm yepes JBa
rofa.

5.2.22. BwHecenue B TOOOBOM pa3jen CBOAHON OIMCH JeJl U3MEHEHUH IToCe
yrBepxaenns ero OIIK IN'ockomapxuea JomyckaeTcs Toapko nociie npuaaTHL OI1K,
YTBEpAUBLUEH 3TOT pazzer, COOTBETCTBYIOINETO PEIICHHS.

5.2.23. Tlocne yTBEpXIEHHS TONOBOrO pasnena onucu SIIK IN'ockomapxusa,
pasien yrsepxpaercs MuHucTpoM, 3aTem NEPBBIA 3K3EMIUIAP FOIOBOrO paszzena
B Ka4€CTBE KOHTPOJILHOTO MEpenaeTcs B COOTBETCTBYIOICE apXUBHOE YUpexkIeHHUE,
BTOPOM TIpHUJIATaeTCI K nporokony 3K  MuHHCTEpCTBa, TPETUHA oOcTaercs
Y OTBETCTBEHHOTI'O JIMIa 110 paboTe ¢ APXUBHBIMH JIOKYMEHTaMH.

5.2.24. B roposoii pasfien CBOIHO¥ ONKCU Hejl BpEMEHHOIo (cBeIIE10 JeT)
XPaHCHHS BKIIOYAIOTCA 3arOJIOBKH Jiedl, chOpPMUpPOBABIIUXCA B TeueHue rona
B A€ATCIBHOCTH CTPYKTYPHBIX [TOpa3/ielIeHHtii.

5.2.25. Cucremarusamus 3aroJIOBKOB JIET B TOJOBOM pasfielie CEBOAHON OMUCH
A&l BpeMeHHOro (ceemmre 10 ner) XPAHCHHUA COOTBETCTBYIOT CHCTEMATH3ALMHU
3ar0JI0BKOB JI€J1 B CBOTHOM HOMEHKJIaType JeJl 32 3TOT XKe roJ.

5.2.26. Ilpu Heo6XOMUMOCTH K TONOBOMY pazfiely 3TOM OIIMCH COCTABIISIOTCS

OI'JIaBJICHHE U CIIHCOK COKpaIlEHHBIX CIIOB.
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5.2.27. TomoBoit pasnen CBOXHOM OMHCH men BpeMeHHOro (cpemue 10 jer)
XpaHeHUs InedaTaeTcs B [BYX OK3EMIULIpax, omobpsercs DK Munucrepcrsa
U yTBEpXIaeTcss MUHUCTPOM.

5.2.28. Tonomoit pasfen CBOAHOM ONMMCH [el 1o JUIHOMY COCTaBy
TICHATAaeTICs B TpeX OSK3EMILIApaX, HOANMCHIBAETCS COCTABUTENEM, 3aBepseTcs
PYKOBOZMTEIEM  CTPYKTYPHOTO  IIOAPA3AENEHHs 1O  KaXpOBBIM BOIIpOCaM
1 oobpsiercas OK Munucrepersa, cornacosrBaeres ¢ JIIK I'ockomapxuBoM, rocne
UE€T0 YTBEPXKAAETCS MUHUCTPOM.

5.2.29. O160p NOKyMEHTOB HAa YHHUTOXEHHE M COCTABIEHHE Ha HUX aKTa
TPOM3BONUTCS ITOC/IE TIOATOTOBKU ONKCEH NEJ IOCTOSHHOTO, BPEMEHHOrO (cBElIIIE
10 ner) xpamenus 3a >TOT mepHOm. AKTHI © BBIJICJIEHUH JOKYMEHTOB H el
K YHUHTOXCHHIO pacCMaTpUBAIOTCs Ha 3aceqanuk OK MunucTepcrsa OJHOBPEMEHHO
C OIUCSMHA JEIL.

5.2.30. AKTHI yTBepKIarTcs MunncTpoM mocie yTBepKAeHHsS omuceit men
TIOCTOSTHHOTO XpaHEHHs 3a 3TOT NepHOx I ockoMapxuBa.

5.2.31. AKTHI O BBIZIENIEHHH 1€l MunuCcTepCTBa K YHMYTOXEHHIO XpaHATCs
MOCTOSIHHO.

5.3. Ogpopmnenue den

5.3.1. OdopmiteHre nena HOCTOSHHOTO, BpEMEHHOTO (cBRIIe 10 Jer)
XPaHEHHA M IIO JIMYHOMY COCTaBY IIPENYCMATPHBAET HYMEPALMIO JHCTOR B neine,
COCTapeHHe (B cilydae HeoGXOMMMOCTH) BHYTPEHHEH ONUCH JOKYMEHTOB
(npunoxxenme 13 k Hacrosmei WHcTpykiun) nena, Hajuwdue YIOCTOBEPSIOIE
HAIITHCH [ieNla O KOJNMYECTBE JIHCTOB M 00 OCOOCHHOCTSX (DHM3MYECKOTO COCTOSHUS
¥ (OPMHPOBaHMs fena, MOAMIMBKY WA IeperieT xena, oQopMIeHHE PEKBH3UTOB
00JI0XKH nena. .

5.3.2. JloxymeHTHI BpeMeHHOTO (mo 10 JIeT) XpaHeHHs, cHOPMHUpPOBaHHEIE
B J€Na, He IONIIMBAIOTCSA, JIHCTHl HE HYMEDYIOTCS, YTOYHEHHE 3JEMEHTOB
0OPMIIEHHS OGIOKKH He POBOAMTCA, 32 HCKIIOUCHHEM NEPBUIHOM OyXranrepckoii
JOOKYMEHTAIIHH.

533. Jlena ¢ rpudom «Jlns CIY>)X€OHOTO  IOJIb30BaHHUS», JIHYHEIE
M OTACIPHEIE TPYIIBI XeJl TIOCTOSHHOTO XpaHEHHs, Ha3BaHUs KOTOPBIX He
TIOTHOCTBIO PaCKpPBIBAIOT CONEPIKaHUe (MeNa, KOTOPEIe CONEePHKaT IIOCTAHOBJICHUS,
PacrIOpsDKEHHs, [PUKAsbl, PEIEHHS M TOMY TNOHOOHOE), MNOKHBI HMETh
PasMEILCHHOE B Havane /eNa BHyTPeHHee ONUCAHUe JOKYMEHTOB B elle.

5.3.4. PexBU3HTH OGJIOKKH jena O(OPMIIAIOTCS 110 YCTAHOBJIEHHOM! ¢dopme:
YKasBIBAIOTCA ~ HAMMCHOBAHWE ODPTaHHW3allMH, CTPYKTYyPHOTO noJpazJieeHHus,
ACIONIPOUBOACTBEHHBI HOMep (MHAEKC) Jena, 3aroloBOK mefa, AaTa nena (ToMma,
YacCTH), KOJIHYECTBO JIUCTOB B Zelle, CPOK XpaHEeHHs Jeia, apXHWBHBIA mudp nena.
HanvmenoBanme opranusaluu ykassipaeTcs IOJIHOCTEIO, B MMEHUTENIFHOM Tafexe,
C YKasaHHEM OGQUUHANBHO NpPHUHATOTO COKPAILEHHOTO HaMEHOBaHHs, KOTOPOE
YKa3eIBa€TCA B  CKoOKaX. HauMenosanue CTPYKTYPHOI'O  IOApasfelleHus
3aNHCBIBAETCS B COOTBETCTBHH c YTBEP>KIEHHOMH CTPYKTYpPOH.
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JlenonponsBoicTBeHHEIH  HOMep (MHZEKC) Nena MpoCTaBisAeTcs B COOTBETCTBHM
C HOMCHKTATYpOH JeNl. 3aroNoBOK JeNla IepeHOCHTCS U3 HOMEHKJIATYPBl el
OpraHu3aliy. PeKBU3UT «CpOK XpaHeHMs menay [ICPEHOCUTCS Ha OOJIOKKY fhena u3
COOTBETCTBYIOIIE HOMEHKIATYPBI el TIOCHe ero CBEPKH CO CPOKOM XpaHEHHs,
YKa3aHHBIM B I€pEYHE THIOBRIX JOKyMeHTOB. Ha gmenaX IOCTOSHHOTO XPaHEeHHS
yKaspIBaeTcs: « XpaHHTD ITOCTOSHHEOY.

5.3.5. Tlocre OKOHYAHHS NENONPOH3BOACTBEHHOIO rojla B 3arojIOBKH el
TIOCTOAHHOTO W BpeMeHHOro (cBhlme 10 JieT) XpaHeHHs BHOCATCH HeOOXOQUMBIE
YTOYHEHHS, [POBEPSETCS COOTBETCTBHE 3arvlaBUH J1€J1 Ha OGIONKE COJIEPXKAHHIO
TIOAMIATEIX NOKYMEHTOB, BHOCATCA B Clydae HEOOXONMMOCTH B 3aIviaBHe Jena
AOTONHUTENBHBIE  CBEJICHHS  (NPOCTAaBIAIOTCH HOMepa IIPUKa30B, IPOTOKOJIOB,
YKa3bIBAIOTCS BUABI X HOPMBI OTIETHOCTH U TOMY nogobHoe).

5.3.6. Jlata Ha o06mOXKe ACTa NODKHA COOTBETCTBOBaTh IOy Havania
1 OKOHYMaHHA JieNa; B Aelle, B KOTOPOM MMEIOTCH JOKYMEHTHI 3a 6olree paHHue rojb],
4EM roZl (JOpPMHUPOBaHHs [ena, Mo NaToH nenaeTcs Haamich «EcTh nokymeHTH!I 34 ...
TOBIY.

5.3.7. Ha obnoxxkax geun, KOTOPEBIE COCTOAT M3 HECKONBKHX TOMOB (UacTeit),
TIPOCTABJIIOTCS AATBl TEPBOIO H IOCTEIHErO TOKYMEHTOB KaXIOIO TOMA (qactn).
B cnyqae ykasanus Tounoi KaJICHAApHO! [aThl MPOCTABIISIETCS YHCIIO, MECSI H IO,
Yucio u rox ykassiBarores apaGekumu 1UdpaMy, MeCAI] THIIETCS CIOBOM.

5.3.8. Ha ofnoxke mema mpocrapisercs ApXUBHBIA muQp (HoMep ¢oHna,
ONMCH, [JeJla) TOCe BKIIOYEHHSA el B CBOJHYIO OIHMCH H: [0 COINIACOBAHUIO
CO CTPYKTYPHBIM NOApa3elleHHEM IO paboTe ¢ apXUBHEIMH JOKyMeHTaMH. J[o 3Toro
apXMBHBIH IIMQP MPOCTABILIETCS KAPAHIALIOM.

53.9. B cnydae wW3MeHEHHWS HAWMEHOBAHMS Munucrepctea  (ero
CTPYKTYPHOIO IIOApa3feNleHus)) B TeYeHHE IepHOZa, KOTOpHI  OXBaTBIBAET
AOKYMEHTEl J1efla, WM Iepefayd hela B Jpyroe YIpeXaeHHe (CTpyKTypHOE
MOZpasfeneHue) Ha OONOXKe JeNa  YKA3EBaeTcs  HOBOE HaUMEHOBaHHe,
a npeapiayinee 6epercs B CKOOKH.

5.3.10. Hagnucn Ha 06OXKKAaX A€l IOCTOSHHOTO I BPEMEHHOro (CBBIIIE
10 ner) xpanemms pmemaroTcs werko YCPHBIMH CBETOCTOMKMMH YEPHHIAMH HIH
TacToH. 3anpeniaercs HaKJIeMBAHUE THTYJIBHOTO JIMCTA HA 00I0XKY fena.

5.4, ITopsaook nepedauu den & CIPpYKmypHoe noopasodeneHue
no pabome c apxusHsIMu dOKyMenmamu

5.4.1. [lena OCTOSHHOTO H BPEMEHHOTO (cBeime 10 JIeT) XpaHeHUs!, BKIFOYas
AOKYMEHTSHI 110 JINYHOMY COCTaBY, IIE€PENAIOTCA B CTPYKTYPHOE IIOApa3leleHUe 1o
paboTe ¢ apXMBHBIMH JOKYMEHTAMU He IIO3AHEe TPEX JeT MOCjie WX 3aBepIUeHUS
B I€JI0NPOU3BOACTEE. kX Nepeiada NpOM3BOANTCS O OMHUCAM L.

5.4.2. Tlepenaua men B CTPYKTYpPHOE IoZipasjerneHre 1o pabore ¢ apXHBHEIME
AOKYMEHTAMU OCYHIECTBISETCS IO rpaduxy, COITTACOBAHHOMY € PYKOBOAMTENSIMH
CTPYKTYPHBIX NOJPA3NENeHHH H YTBEPKAECHHOMY KYPUPYIOIIIMM 3aMeCTHTeNEM
MunucTpa.
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5.4.3. Ilpuem-niepeaua  xaxgoro A€lIa OCYIUECTBIAETCA OTBETCTBEHHEIM
IMIOM 1O paboTe ¢ apXUBHEIMH JNOKYMEHTaMH B NPUCYTCTBHY paboTHHKA
CTPYKTYpHOT'O TIOfIpas/ielieHus], KOTOPEIH Hepenaet YTIOPsioYeHHBIEe U 0 OpPMIICHHEIE
zena.

5.4.4. B KOHUE KaXmOro SK3EMILIApA ONMCH OTBETCTBEHHOE THLO [0 paboTe
¢ ApXUBHBIMM NOKYMEHTaMH DACIHCHIBAETCS B NPHHATHH €1 ¢ OGS3aTebHEIM
yKasaHHeM KOIHYecTBa (UUQpPaMH M IPONHCHIO) MepenaHHBIX Nel IIPOCTaBIISET
raty. Ilpu 3TOM Ha 06OMX K3eMIUIIpax OmUCcH IIPOTUB KaXX[OT'0 J1ej1a, BKIFOYEHHOIO
B HCE, NI€TIaeTCS OTMETKA O HAJIMYUY JeJIa.

5.4.5. Tlpm obuapyxeHnn OTCYTCTBHA J€JI COCTABJIIECTCS aKT.

5.4.6. Ilpm mpmeMe 0co60 IeHHBIX men NPOBEPAETCS KONMUYECTBO JHUCTOB
B Jenax.

5.4.7. Cpepennrle ¢ omuceio nena YBA3BIBAIOTCA B apXUBHBIE CBS3KH
TONmUHOA 10 20 cM. Jlena yxaansiBaroTcs 1o BO3PacCTaHHIO HOMEPOB, KOPEIIKAMHU
Ha 00€ CTOpOHEI.

5.4.8. B ciy4ae JHUKBHIAUNH CTPYKTYPHOTO IOApa3fefeHts MuHUCTEpCTRa,
H0O, OTBETCTBEHHOE 3a OPraHH3AlMIO JeONPOU3BOLCTBA B II0JIpa3/ieieHuH,
(GOpMHpYeT Bce JOKYMEHTH! B Iela U IIEPEIacT UX B CTPYKTYPHOE NOAPasAeNeHNe 110
pabore ¢ apXMBHEIMH JTOKYMEHTAMH HE3aBHCHMO OT CPOKOB XpaneHusd. Ilepenaya
ACJT OCYIICCTBIACTCA MO OIKCH AEN M HOMEHKIIATYpe.

5.4.9. CrpyxTypHoe mompaszenenue mo paboTe ¢ apXMBHEIMH NOKYMEHTaMH
ofecnieynBaeT XpaHeHUe apXUBHEIX AOKYMEHTOB ¥ IIepelady HOKYMEHTOB, KOTODBIE
NpUHAjUIe)KaT ApXMBHOMY (oHEy Pecry6nuku Kpeiv, mocne oxoHuanus
YCTaHOBIICHHBIX NPEJEIBHBIX CPOKOB UX XPAHCHHS B CTPYKTYPHOM NOJpa3ieiecHHu
Mo paboTe C  apXMBHBIME JOKYyMEHTAMH AJid  TOCTOSHHOTO  XpaHEHHsS
B COOTBETCTBYIOLLICE APXHBHOE YUPEXKICHHE.

5.4.10. MaTepuansl ¢ IOCTOSHHBIMH CPOKaMH XpaHEHHs pazMelaoTcs
OTACIBHO OT MaTEPUANIOB C BPEMEHHEIMH CPOKAMH XpaHEHHS. Marepuans B apxuse
XPaBATCA IO BU/IaM, OITUCSIM, B TIOPSAIKE HOMEPOB TI0 OIHCH.

5.4.11. PabOTHHK apxwWBa IIPHHHMAET MEpBI II0 OOECTICYEHHIO HAIUIEXKAIIETO
XPaHCHHS NIOCTYIHBIIMX JIEJl H IIPOU3BOJICTB.

5.4.12. Jlna  nomydewms gex Bo BPEMCHHOE NOJL30BaHHE pabOTHUK
CTPYKTYPHOTO IIO/pas/e)leHus] T0MKeH 0pOpMHUT TpeGoBaHHe (mpunoxenne Ne 19)
¢ YKasaHHeM HOMEpa ONNCH M NOPAAKOBOLO HOMepa Hel H NOPSIAKOBOTO HOMEpA
Jiena.

5.4.13. MctpeGoBarne men us ApXUBa IIPOM3BOAMTCA TONBKO HAYaAJILHUKAMHU
YUPABJICHAA UM Ha9aJlbHUKAMH CTPYKTYPHBIX TOMpAa3/eNeHHiA, UMEIOIUM K HEM
HEIIOCPEACTBEHHOE OTHOUIEHHE.

5.4.14. Belnaya MaTepHalioB Bo BPEMCHHOE IIOIB30BaHHE IPOU3BOLAUTCS IO
DPaCIHCKYy B KHHI® y4yeTa TIOCTYIUICHHS M  BBIOLITHS Ael, JOKyMEHTOB
(npunoxerue Ne 20)

COrJIACOBAHO COI''ITACOBAHO '
[potokoy 3aceganus DK Munucrepersa Mpotokon 3NK
ot /f/éo@;%lz l'ocyaapcteentoro xomurtera no

Aenam apxueos Pecnybnuku Kpoim

or 3. £D. 20/3 ne L0un 3.2
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Ipunoxenmue 1

K 1. 2.2.11 Uuctpykuun no
ACI0TIpOM3BOACTBY B MuHHCTEpCTBE
3ApaBooxpaHenus PecyGmuku Kppim

TPEBOBAHUS
K 0()OPMJICHHIO JOKYMEHTOB, KOTOpBI€ H3rOTABJIMBAIOTCS
¢ NOMOIIBIO NEYATHLIX CPEACTB

1. lokymMeHTEI MOTyT cosmaBaTbes Ha OyMaXXHOM HOCHTENEe H B 3JIEKTPOHHOM
hopme ¢ cobIIIOaEHHEM YCTaHOBTEHHbIX NPaBUI O(OPMIIEHHSA TOKYMEHTOB.

Jlisl neyaTaHus TekcTa JOKYMEHTOB ucnonesyercs mwpudt Times New Roman
pasmepom 13-14 nmeuaTHBIX MyHKTOB. Pazpemnraercs ucnosnszosats mpudT pazmepoM
8-12 mevyaTHBIX IYHKTOB s pexBu3NTa «PaMUNHS HCIONHUTENS U HOMEp €ero
TenedoHa», CHOCOK, OGBACHUTENBHBIX HAIIucel K OTHEIBHEIM 3]IEMEHTAM TEKCTa
AOCKYMCHTa MK €TO PEKBH3MTOB U TOMY TIOHOGHOE.

llpy  cocranenum cmyxe6HBIX nuceM, TabiML, aHKET —[OImycKaeTcs
UCITOIb30BaHKe MPH(TOB:

Times New Roman N 13,14,

Arial N 12-13;

Verdana N 12-13;

Calibri N 14 u npubnmxennsre x Hum.

Hpu noarotoske joxymenTOB AOILyCKaeTCst BBIACNICHHE PEKBU3UTOB «ajpecar,
«3ar'OJI0BOK K TEKCTYY, IIOMIHCH MOy KHPHBIM MWpHPTOM (IPAMOYR MM KypCHB).

2. TeKCT HDOKYMEHTOB Ha bymare dopmara A4 (210 x 297 MUJLIMMETPOB)
PCKOMCHJIOBAHO medaTath 4epes 1-1,5 MesxcTpounsix HHTepBaia, a ¢opMaTa
A5 (148 x 210 MumHMETPOB) — 4epes 1 MeCTpOYHBIA MHTEpBAIL.

Texcr moxymeHTa BBIpaBHHBaeTcs 1o IIHpHHE JIUCTa (IO IpaHHIaM JIEBOI'O
1 [IPaBOT'O NOJIEH JOKYMEHTa).

PexBusuter moxymenra (kpome TEKCTa), KOTOPBIE COCTOAT U3 HECKOIBKHUX CTpOK,
TICHaTaroTCs 4epes 1 MeXCTPOUHBIH HHTepBan. COCTaBHBIC 9aCTH PEeKBH3UTOB
«Anpecaty, «pud YTBEPXKIEHUs», «I'pH() COIacoBaHUS» OTHENTIOTCS OIWH
OT Apyroro 4epes 1,5 MeXXcTpouHoro HHTEpBaa.

PexBusurel  moxymenra OTACILIIOTCA ~ OOMH  OT  Jpyroro  yepes
1,5-3 MexxcTpounsIx HHTEpBaIa.

3. Haspanue Buia noxymenra negataercs Gonpmumu GykBamu.

4. PacnmndpoBka moamucH B pexBusute «lloanuce» newartaercs Ha YPOBHe
IIOCIE/[HEN CTPOKH Ha3BaHHS JOIKHOCTH.

5. MakcumansHas mmua CTPOKM MHOTOCTPOYHEIX PEKBH3UTOB (KpoMe
PEKBH3HTA TEKCTa) — 75 MUJLTAMETPOB.

Ecru 3arnaBue x texcry npeBbimaet 150 snakoB (5 cTpok), ero paspeniaercs
TIPONOIKATE 10 IPAaHHIIEL IIPABOTo 1o, TOYKa B KOHIIE 3aryIaBHs He CTaBUTCH.
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6. Bo Bpemst odopmienus AOKYMEHTOB CJIEAYET IPUAEPKUBATHCH TAKHX
OTCTYIIOB OT IPaHHIIBI JIEBOTO OIS JOKYMEHTA:

12,5 munnumerpa — s ab3aIieB B TEKCTe;

92 MunmiMeTpa — 1A pexBu3HTa «Anpecary;

104 mummmerpa — mus PEKBH3UTOB «I'pud yrBepkmenusy u «° pud
OTPaHWYEHHS JOCTYNA K JOKYMEHTY»,

125 Munnumerpos — ms PacIIippOBKY NOAHCH B peKBu3uTe «II0MITHCE.

Kaxnaeiit nmucr JOKyMeHTa, 0(OpMIICHHEIH Ha GiiaHke wiu 6es HETO, JIOJDKEH
HUMETS IO He MEHEe:

20 MM — n1eBoOE;

10 MM — mpagoe;

20 MM — BepxHee;

20 MM — HKXKHee.

JOKYMEHTBl IITUTENBHOrO XPaHCHUs NOJDKHBl HMETPH JIEBOE IIOJIE HEe MeHee
30 mm.

7.He pemaercs orcrym or TPaHHIBI JI€BOTO IOJIS I PeKBU3UTOB «Jlara
AOKyMEHTa», «3ar0NOBOK K TEKCTY JOKYMEHTa», «TeKcTy (6e3 abzauen), «OT™meTKa
O HAIMYUM TNPHIOXEHUN», «DaMuIus HCHONHUTENS u HOMEp ero Ttenedonay,
«OTMeTKa O BHIIOJIHEHUH AOKYMEHTA W HallpaBJI€HHs €T0 B EI0», HAUMEHOBAHMS
AOIDKHOCTH B pekBu3uTaX «lloamace» u «pud COTIaCOBaHU», YNOCTOBEPEHMS
Hagnucu «CorjacHo OpUruHany», a taxke cnos «CJIIVIIIAJTI, «BBICTYTIII»,
«PEIIVIT, «IIOCTAHOBUJII, «ITPUKA3BIBAIO», «OBSI3bIBAIOY.

8.TIpy HaM4YMH HECKONBKHX TPU(OB yTBEPXKIEHHS M CONACOBAHUS OHH
Pa3MEIAIOTCS Ha ONHOM YPOBHE BEPTHUKAIBHBIMU ctpoxkamu. Ilepseiit rpud — or
TPaHHLB! JIEBOIO II0JLSL; BTOPO¥ — yepes 104 MMIUIEMETPA OT I'PaHUIIEI JIEBOT'O OIS,

9.Ecim B TexcTe joKymeHTa CONCPXKUTCA CChUIKA Ha NMPUIOXKEHUS MY Ha
AOKYMEHT, KOTOPBIH CTajl OCHOBaHHEM IS ero usnanus, cinosa «llpunoxexnuey
1 «OcHOBaHME» MEYATAIOTCS OT TPaRAIBL JICBOrO NONA, & TEKCT K HHM — yepes
1 MexcTpounEIil HHTEpBAa.

10. Tlpu cospanum AOKyMCHTa Ha JABYX u Oonee cTpaHHuax BTOpas
H IIOCIeAYIOMINE CTPAHUIIBI HYMEpPYIOTCSL.

Homepa crpanuu mpocrasnsores TIOCPETUHE BEpPXHEro IOis JOKyMEeHTa Ha
paccTosHmn He meHe 10 MM oT BepxHero kpas imcra apabckuMu nudpamu Ges
YKasaHus CIOBd «CTPAaHHLA» M 3HAKOB IpENHHAHH. IlepBas crpaHnma me
HyMepyeTcs.

11. TexcT TOKYMEHTOB MOCTOSHHOTO XPaHCHHS [1€9aTaeTCA Ha ONHOMN CTOpOHe

JIACTA.




MIHICTEPCTBO
OXOPOHH 3/10POB’SI
PECIIYBJIKH KPUM

np.Kupoza, 13, r.Cumeponons, 295005. Ten.: 54-45-06, 27-
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Tpunoxenne 2

k1. 2.3.2 Unctpykimy o ACNONPOU3BOACTBY
B MuHuctepcTae 3PaBOOXPaHEHHS

Pecrry6mkn Kpeim
ﬁ pN £
MHHHUCTEPCTBO KBBIPBIM
3APABOOXPAHEHUSI HKYMXYPUETH
PECIIYBJIMKHN KPBIM  CAT'BJIBIKD CAKBJIA
HA3HWPJIUTHA

40-00, e-mail: minzdrav2014@mzdrav.rk.gov.ru

OKIIO 00182225, OTPH 1149102018504, IHH 9102012869, KITIT 910201001

oT Ne

Ha Ne oT
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lpunoxenne 3

K 1. 2.3.2 HHeTpykupu no AENONPOU3ROACTBY
B MHuHuCTepCTBE 3/1paBooxpaHeHms
Pecny6mxu Kpeim

MUHUCTEPCTBO 3[JPABOOXPAHEHUS PECIMYBJINKN KPbIM

HAUMEHOBAHUE CTPYKTYPHOI'O HOAPA3AEJEHUS

np.Kuposa, 13, r.Cumdeponons, 295005  e-mail: naimenovanie@ mzdrav.rk.gov.ru  ren, 54-45-01, taxc 54-45-01

oT No
Ha Ne oT
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MHUHUCTEPCTBO 3IPABOOXPAHEHUSI PECITY bJIHKHN KPBIM

ITPUKA3

r. Camdepomnons

IMpunoxenne 4

K 1. 2.3.2 MHCTpYKIMK 110 AENIONPOU3BOACTBY
B MuHncTepeTae 3apasooxpanenus
Pecrry6mxn Kpeim
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IMpunoxeune 5

K 1. 2.3.2 UHCTpyKIMH no ZEJIONPOH3BOACTBY
B MHHHCTEpPCTBE 3apaBoOXpaHeH s
Pecrry6mikn Kpeim

() 8 )
MMUHHUCTEPCTBO 3£PABOOXPAHEHI/IH PECIIYBJIUKU KPBIM

PACIIOPSI)KEHHUE

r. Cumpepormnons
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ITpunoxenre 6

k MHeTpyxuuu o restonponssoscray
B MuHHCTEpCTBE 3paBooXpaHeHHs
Pecniy6nukn Kpaim

IIPUMEPHBIA NEPEYEHD
AOKYMEHTOB, KOTOPbI€ YTBEPKAAIOTCS
¢ mpocTaB/jieHHeM Ipuda yTBep;KaeHHs

1. AkTeI (roTOBHOCTH 06BEKTa K SKCIUTyaTalluy; CIMCAHMS; UHBEHTAPH3ALUH,
OKCIICPTH3BL, M3BATHSA NN [UIs YHHYTOXEHHS; Tepeiadd Jew; JIMKBUTALUH
YUPEeXIEeHHH U T.I1.).

2. 3amaumsa (Ha NpPOEKTHPOBaHHe OOBEKTOB, TEXHHYECKHX COODPYKEHHI],
KaIMTalbHOE  CTPOHTENBCTBO; HA  IPOBELEHME  HAYYHO-HCCIENOBATENECKUX
IIPOCKTHO-KOHCTPYKTOPCKHX M TEXHOJIOIHYECKUX PaboT; TEXHUUSCKHE U T.1L.).

3. OtueTs! ( 0 AeATENBHOCTH CTPYKTYPHOTO moOApasjeneHuss MUHHUCTepCTBa,
KOMaHIMpOBKe; HAYHO-HCCIIeJOBATENBCKHX paboTax M T.11.).

4. Cwmetsl pacxomoB (Ha CoZepxanve MMUHHCTEpCTBa, MOMeNIEHMI,
COOPYXKEHHH; Ha KallUTAJILHOE CTPOUTENBCTBO U T.IL).

5. Homenxuatypsr ne.

6. Hopmartusel (pacxomoBanue ChIpBsI, MAaTEpHAJIOB, JJIEKTPOIHEPIHH;
TEXHOJIOTHIECKOE IIPOCKTHPOBAHME; TUCICHHOCTE PAGOTHHKOB U TOMY ofo6HoOe).

7. OnucH meir.

8. Ilepeynn (THIIOBBIX, BETOMCTBEHHEIX (OTpacneBbIX) HOKYMEHTOB ¢O
CPOKaMHM XpaHEHHs M TOMY IOH0GHOE).

9. Inansr (paGoTsl CTPYKTYPHBIX nonpaszaeneHut MunucrepeTsa, KOMHCCHI,
paboyux rpynm u T.11.).

10. PernameHTHI (HOJDKHOCTHBIE, KOMITETHANTBHELX OpraHoB U Ap.).

11.  Ilporpammer (prHAHCOBO-3KOHOMHYECKHE; IpoBeNeHHss  pabor
¥ MCPOTIPUATHHA; KOMaHIMPOBOK H T.IL.).

12. IIpoTokons! 3aceiaHmit KOLIErHANBHEIX OpPraHOB (IpH HEOOXOLUMOCTH).

13. PacnieHky Ha BRIDONHEHHE pabor.

14.  Ilonoxenus (o CTPYKTYPHBIX — NOJpasfieieHusX MmuHucTepcTBa,
O [IPEMUPOBAHUH, aTTECTALlUH H Ap.).

15. Ctpykrypa.

16. ®opMe! yHUGUIMPOBaHHEIX JOKYMEHTOB.

17. lITaTHele pacnucanus.
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[Ipunoxenre 7

K 1. 2.4.15 UHcTpykumu no ZEJIOTIPOU3BOICTBY
B MuHuCTepCTBE 31paBooXpaneHus
Pecry6auxu Kpeiv

IIPUMEPHGBIN IEPEYEHD
AOKYMEHTOB, NOANHCH HA KOTOPBIX CKPENIsIOTCS repGoBoii meyarnio

1. AxTel (BBIMONMHEHHEIX paboT, crmmcaHHd, SKCMEPTH3BL (pHHAHCOBEIX
TIPOBEPOK; UIBATHSA JIEII JUIsl YHUUTOXKEHHS; TIEPENadn Ne) U TIL).

2. CopaBku (IUMUTHBIE; O BBIIIaTe CTPaxoBBIX CYMM; HCIOJb30BaHHS
OIOIKETHBIX 4CCHTHOBaHHi Ha 3dapIliaTy; O Ha4HCICHHOM 3apmiare H TOMy
nono6Hoe).

3. JloroBopsl (o MaTePHAIPHOH OTBETCTBEHHOCTH, Hay4qHO-TEXHAYECKOM
COTPYAHUYECTBE, 00 apeHAe IOMEIIEHHUIA; O BHITONHEHUY paboT u ToMy nogo6HOE).

4. JloxymeHTEl (cnpaBiu, YAOCTOBEPCHUSI M TOMY MOLOGHOE), KOTOpHIE
YAOCTOBEPSIIOT IpaBa I'PAKAAaH U IOPHINUECKHX JIHII.

5. JloBepenHocTH (mopy4enns) Ha nomyuenme TOBapPHO-MaTePHUAaIbHEIX
LCHHOCTeH, OIOKETHEIE, GaHKOBCKYE, IICHCHOHHEIE, NUTaTEXKHbIE U T.11.

6. 3amanus (ma [IPOCKTUPOBAHHE OOBEKTOB, TEXHHYECKHX COOpYXXEHHH,
KallMTaJIbHOE CTPOUTENECTBO; TEXHHYECKHE U T.IL.).

7. 3asiBnenns (Ha aKKpeUTHE; 06 0TKa3e or aKIenTa u T.1I1.).

8. 3asBku (Ha oGopynoBanue, M300pETEHNS U T.I.).

9. O6pasnbl OTTHCKOB mewaTel u MOATIHCEH PabOTHHKOB, KOTOPEIE HMEIOT
IPaBO OCYIIECTBIATE (PMHAHCOBO-XO3MMCTREHHEIE olleparyy.

10. Cwmetsr pacxomos (Ha comepxanme anmapata MuHMCTEpCTBa, Ha
KalbKyJIAIHIO O TOTOBOPY; Ha KAIIUTAIBHOE CTPOUTENBCTRO U T.IL.).

11. Ilucema rapanTuifnbie (Ha BBITONHEHMe pabort, mpenocraBienue yclIyr
H T.IL.).

12. Homenkmatyps! nen.

13. Omnucu pen.

14. Ilpencrasnenus u xomaraitcTea (0 HarpaxxneHuH opAeHamu U MeaIsIMU;
O TIPEMHPOBAHUH).

15. IlpoTokomnsl.

16. Peectps (4ekoB, 61omKkeTHEIX NOpYY€eHHi).

17. Cnennduxanum (u3nesnui, NPONYKIMH K TOMY IOROGHOE).

18. O6uue AOKYMCHTBI, IIOArOTOBJEHHBIE ABYMS U Gojiee YUYPEXKIEHHSIMU.

19. TTonoxxenus o CTPYKTYPHBIX IIOApa3fieieHUusX Amapara.

20. THTYIBHBIE CIHCKH.

21. TpynoBele KHIKKH.

22. lllTaTHEIe pacmucanys.
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IMpunoxenne 8

Kk UHeTpykuuum no JENONPON3BOACTRY
B MUHHKCTEPCTBE 34paBOOXpaHEHHS
Pecrry6iku Kpbiv

IEPEYEHD
AOKYMEHTOB, He OJIeKAIHMX PErHCTPANHH cyxGoit AeJIONPOH3BOACTBA®

1. T'pacpukm, Hapsiuel, 3asBKy, pasHapsaaKy.

2. iHopmaniu, NOCTYNHMBIINE K CBEICHHIO.

3. Y4e6Hrle ITaHEL, OporpaMMsI (xomum).

4. IlpetickypanTsl (konum).

5. Hayunble oT4eTsl 1o TeMam.

6. TenerpaMme! # mHcEMa 0 PaspeUICHNH Ha KOMAHMPOBKH U OTIIyCKa.

7. MecsuHble, KBapTalbHELE, TIOyTOMOBBIE H TIOJOBBIE CTATUCTHYECKUE
OTYETEI.

8. Cmpasky, OpOLIIOPEI, KHHTH, 0030pBI, GrosieTeHH, JIUCTKH, IUIaKaTHl,
IMCTOBKH, Ta3€THl, JKypHAJBI, BEICBLIAEMbIE B IOPSAKE B3aUMHOIN HHpOpMaNyH
1 0OMeHa OIBITOM paGoTEL.

9. IlosnpapuTenbHble MHCHMa, OTKPBITKY ¥ IIPHTIAUICHHS.

10. ®opMEI CTATHCTHYIECKOM OTIETHOCTH.

11. 3assnenus (o npueme na pabomy, yeonvhenuu, npedocmaeneruu omnycka,
MAMEPUANLHOU NOMOWY U m.1.).

1 2. Ilpukassl.

13. Pexnamuble M3laHus, MuIakaTsl, IIPOTpaMMEl COBELIAHMH, KOHpepeHmuii

U T.II

* llokymenmor, ommeuennvie g nyukmax 10, 11, 12 nodnescam CNeyuUanbHOMY yuenty
¢ CMpyKmypHelx nodpasdenenusx Munucmepcmea (sxoHOMUUecKot  crydiche,
xaodpoeoti cayoicbe u op.).
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[Tpunoxenne 9

kK HaCcTpyKnum mo AENONPOHN3BOACTBY
B MHuHuCTepCTRE 3apaBooxpanenns
PecyGnukn Kpeim

IIoPAIOK
3ANOIHEHUA PEKGUIUMOB 0OKYMEHMO08
6 A6MOMAMUZUPOBCAHHOU URPOPMAUUOHHOI cluCmeme

Pereuzumut Ob6vacuenun no 3anonnenuio
Hazpanwne Buna 3alIONTHACTCS. B COOTBETCTBHU C HA3BaHHEM NOKYMEHTA,
JOKyMeHTa KOTOPBIN peructpupyercs. Bo BpEMS PETHCTPALMH ITUCEM
rpada He 3amoIHsIeTCs
ABtop BO BPEMs DErUCTpallii NOKyMeHTa, KOTOPHIH [IOCTYITHII,
(koppecrioHzieHT) YKa3bIBAETCS HAMMEHOBAaHUE YUPeXICHUS (1mma) - aBTOpa

AoxymeHTa. Bo Bpems peructpanum noxymenra, KOTOpBIH
HAIPABIIACTCS, YKa3hIBACTCS HAMMEHOBAHHUE YUPEXKIEHUS
(Ma) — Koppecmosmenra. Paspemaercss mpumenenue
COKPAIEHHOT0 HAaHMEHOBAHUS YUPEXKTCHUS

Hata noxymenTa flata,  KOTOpas  IPOCTaBNAETCS  HAa  JOKYMEHTe
YUpeXACHUEM - aBTOPOM, NEPEHOCHUTCSA B
PCTUCTPALIOHHO-KOHTPONIBHYI0 ~ KapTO4Ky  (mamee -
KapTro4yKa) C  HCIOJIB30BAHHEM mudp B Takoif
TIOCJIEIOBATEIBHOCTH: YHCIIO, MECSLI, Fof (YHCIO U MeCHI]
YKa3BIBAIOTCA ILBYMsI IlapaMu apabCcKux 1mmdp, rox —
YEeTEIPbMA apabCKUMK UG pamu)

WHnexe nokymenTa HHICKC, NPHCBOEHHBIA JIOKYMEHTY YYDEXKIEHHEM -
dBTOPOM, IIepEHOCHTCA B KapTOUKY H3 JOKYMEHTa,
KOTOPBIH OCTYITHII MM HANPABIIAETCS

Hata nocrynnenus flata  IIOCTYIUIEHMS  LNOKyMEHTa B  YyupexIeHHe
{IEPEHOCHTCS B KAPTOYKY M3 PETHCTPALIHOHHOTO IITAMIIA
Hnpexc HHJEKC, IIPUCBOCHHEIHN BXOAAIIEMY  JOKYMEHTY
YIPEHACHUEM - TONlyJaTelleM, MEPEHOCHTCA BO BpeMs
perucTpanuu IIOCTYIUIEHUS B KapTO4YKy u3

PCTACTpalTOHHOIO mnramMia. Ilocne HUCIIOTHCHUA
HAOKYMCHTa OOIOJIHAETCS HOMEpOM hejia 1o HOMeHKJIaType
ACJT MM (DYTHMH UHJIeKCaMy

3aroyioBok AOKYMEHTa IIEpEHOCHUTCA 3arjlaBye, C(bOpMy.HHpOBaHHOG B JOKYMEHTE,

HJTH KOPOTKOE B cnywae orcyrerBus zarmabus  w JIOKYMEHTE OHO
COJIepKaHe QOPMYIIHPYETCS COOTBETCTBHHY C IIpaBUJIaMU
Pezomorus IE€PEHOCUTCS B KapTOYKy W3 JOKYMEHTA OCHOBHOE

COACpXanMe IOpyYeHMs, (aMunus aBTopa M  jmara
pe3oTroIuu
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OrBercTBEeHHBIH
HACIIOJIHUTE b

$aMmIug, WHHNWANE OTBETCTBEHHOTO  MCHONHHTONS
TIEPCHOCATCS. U3 PE3OJIONMH, B ClOydae HaZoGHOCTH
YKa3pIBaeTCS HOMep TesehoHa

Cpoxu BeIOIHEHHS

IPOCTABIACTCS YHCIIO, Mecsl, Tox (9HCIO M  Mecsl
OTMEHaroTCA IBYMs Iapamd apaGekux nudp, rox -
HCTHIPEMS apabekumu Iuppamu). Bo Bpems perucrpaiyu
MHUIMATHBHOIO JIOKYMEHTAa IIPOCTABIIAETCS OXHLAeMast
Aata MOCTYIUIEHUS OTBETa

OTMeTKa 0 BEINOIHEeHUH

KOpPOTKaAg 3alHnuCh O TOM, KaK penieH BOIIpOC IO CYWIECTRBY,
WIM [ara H HHOEKC JAOKYMEHTA-0TBETA, (l)&MHJII/I}I
HCITOJTHUTEIIA




73

Ilpunoxenue 10

Kk MHCTpyKumn no aenonpousponcTsy
B MUHMCTEpCTBE 31paBooXpaneHns
Pecry6umuku Kpeim

CPOKH
BbINOJIHEHHS OCHOBHBIX JOKYMEHTOB

1. TlopyueHus wu ykaszauus [Ipesunenta Poccuiickoit Denepanuu,
TIOCTaHOBNICHHS,  pacnopsbkeHHs [IpaBuTenbeTBa  POCCHIfCKOM Denepartum,
IPOTOKONEI ~ 3aCe/laHMH  IOX  DYKOBOJACTBOM M  IOPYYeHHS Ilpencenarens
IlpaButensctea  Poccuitckoii Denepanum,  3amecTuTeNeH Ipencenarens
[IpaButensctea Poccuitckoit ®eneparyy, o kotopeiM Coser MUHHCTPOB SIBIISI€TCH
TIABHBEIM HCTIONHUTENEM, UCIIOHSIOTCS B CPOKH, YCTAHOBICHHEIC HEMOCPEACTBEHHO
B NAHHBIX NOKYMEHTaX, €C/IH B KayeCTBE CPOKA HCIIOJIHEHHS YCTaHOBJIEH MHEPUOJ
BPEMEHH, Ha4aJIOM CYUTAETCS JJaTa [IOIMHCAHMNS.

2.Ecmm cpox B yKkazaHHEIX B IOyHKTE 1 HacTOSIIEro NpuIoKeHHs
KOHTPOJIBHBIX JIOKYMEHTaX HE€ OIpEeNeH, WX BbIIOJTHEHHE OCYILIECTBIAETCS
B TCUCHHE ONHOrO Mecsua (OO0 COOTBETCTBYIOIIErO HHCIIA CIIENYIOIIET0 MecsIla,
4 €CJIM B CIeNyIOIIEM Mecslle JaHHOE YHCIO OTCYTCTBYET, TO 10 ITOCIEAHETO JHS
MecCsla), CYNTAs OT JaThl IIOAIIHCAHHUS AOKymeHTa. Ecnu mocnenHuil neHs cpoka
HCIIONHEHUA ~NOKYMEHTA IPUXOAMTCS Ha HepaGOYHil JHeHb, OH ITOJIEXKUT
HCIIOTHEHUIO B NpeNIecTBYOWMI eMy pabounii mens. B Clly4yae, €ClIMi B TEKCTe
AOKYMEHTA BMECTO NaThl MCHONHEHHA MIW IIEPHONA BPEMEHH HMeeTCs IOMeTKa
«CPOYHOY», NTOKYMEHT IOIEXKHUT UCIIOIHEHHIO B 3-THEBHBIH CPOK, «OIEpaTUBHOY» — B
10-mreBHBIH cpok.

CpOK HCHONHEHNS TOKYMEHTOB ¢ TTOMETKOM «CPOYHO» HE MPOAJIEBAETCI U HE
KOppeKTHpyeTcd.

Ilpennoxenus o KoppekTHpoBKe CPOKOB HCIIONTHEHHS JOKYMEHTOB ¢ ITIOMETKOIL
«OLEPaTUBHO» NOJDKHBI HampasyaAThea B [lpaBuTensctBo Poccuiickoi Denepanyn
B TEIEHHE ONHOTO Pabo4ero NHA — HATHl PErHCTPALUHU JOKYMEHTA KaK BXOJAIIeH
KOPPECIOHACHUNM B CTPYKTYPHOM MOJpa3/eleHun MunucreperBa o Bompocam
JEIONIPOU3BOJICTRA.

I'MaBHBIN HCTIONMHMTENS MOPYYEHNs, TaHHOTO BO HCIIOJIHEHHE MOPYYEHHS HITH
ykasauusa Ilpesupenta Poccuiickoit Qenepanyn  IIpaButenscTBy Poccmiickoil
@enepanyy, npeacTaBiaseT B IMpasutenserso  Poccuiickoii Denepammy  JoKIaz
00 HCIIOTHEHNH NIOpYYEHHS 32 5 MHeH 40 HCTeUeHs ycraHoBlieHHOro [Ipe3unentom
Poccniickoit ®enepanuur cpoka, ecim B nopyqenun Ilpesncenatens (3amecturesis
Ilpencenarens) IlpaButenscta Poccumiickoi Qenepanu He ykasaH WHOM CPOK
HCIIONIHEHHS, C NpWIOXEHHWEM IIpOeKTa JoKIana [Ipesunenty Poccuiickoii
Qenepanny u uHGOPMALUH © COUCIIOJIHUTEIIAX, HE IPEICTABUBIUMNX IPEI0KEHHUS
B YCTaHOBJIEHHBIN CPOK.

3. Mudopmanus o pesymbraTax BhImonHenus 3alaHUH, OIpeeNIeHHBIX
TOPYHCHHMAMA M ykasaHMAMH  [lpesumenta  Poccuiickoit Oenepanmy,
TIOCTAHOBJICHUSIMH, PACHOPDKEHHAMH, HOPYYEHHSIMH, IIPOTOKOJIAaMH  COBelanuit
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IpaBuTensctea Poccuiickoit Denepanun, IUCEMaMu Anmvunucrparuu [pesunenta
Poccutickolt ®enepanuu, michMamu Ynpasnenus Nenamu ITpesunenta Poccuiickoit
Qenepanuu, mUChbMaMu Arnnapata CoBeta ®enepauuu DenepanbHoro Cobpanmst
Poccuifckoit ®enepanum, nmuceMamu Amiapata IOJIHOMOYHOIO IIPe[CTABHTENS
Ilpesunenta Poccuiickoii Deneparun (KacarolMxcs  BBIIONHEHHS  4KTOB
1 nopydenuii IlpesmmenTta Poccuiickoif ®enepannn, IlpaButenscrBa Poccuitckoii
Qenpepalii), B COOTBETCTBUH ¢ KoropeiMi  COBET MHHUCTPOB omNpefeneH
COMCIIONTHUTENIEM, [IpeACTaBIIeTCs oprany roCylapCTBEHHOM BJIACTH,
ONPENCICHHOMY IAaHHBIMM JOKYMEHTaMM TIJIABHEIM MCIIOJIHHTEJEM 3a1aHus,
B TCUCHHE NEPBOH IIOJNOBHHBI CPOKA, OTBENCHHOIO HA HCIIONHEHHE IIOpYYEeHHS,
38 [OANHUCBIO DYKOBOIMTENS (3aMECTHTENs pPyKOBOJUTENS) COOTBETCTBYIOIIETrO
oprasa.

4. Hcronuurensuele  opraHel roCyIapCTBEHHOM Bmactu Pecny6muxu
Kpeiv, opramer  mecrsoro CaMOYIPaBICHAS MYHULUMIATGHBIX  00pa3soBaHMIA,
Amnnapar, onpenenéHHbIe COUCTIONHUTEIIME KOHTPOJIBHBIX 33JaHUH B COOTBETCTBHH
C Pe30IONMAME (MOPYYeHUsIMH) pykoBojacTa CoBera MUHUCTPOB, IPEACTABIIIOT
TIIABHBIM HCIIONHHUTENAM 3aJaHUH COOTBETCTBYIOILYIO HHOOpPMAIMIO He IIO3[Hee,
YeM 3a 14 KaNeHJApHBIX IHeH 40 WCTeYeHHs CPOKa BBINOJIHEHUS 3aJaHUS
(YKa3aHHBIT CPOK MOXeET OBITH COKpallieH IO COIVIaCOBAHHIO C [JIABHBIM
HCHIONTHATEeM 3adanHud). Mckimodenrne cocTaBisior AOKYMEHTEI, CPOK HUCIIOIHEHUS
KOTOPEIX MEHEe 4YeTRIpHAANaTH nHeil. Takuwe MOKYMEHTH HCHONHSIOTCS B JICHB
PETHCTpaNuK NOKYMEHTa B COOTBETCTBYIOIIEM OpraHe TOCYJapCTBEHHOM BIIACTH,
ONIPEEIICHHOM COMCITOJIHUTEIEM 33 AHHS.

3. Cpox ucnonHeHus nopydenu, comepxkamuxcs B akrax [IpaBurenscrea
Poccuiickoit Qeneparnuu, HIpOTOKONax 3acenaHudl IlpaBurenscrBa PoccHiickoii
Qeziepalliyl, KOODAMHAIMOHHBIX, COBELATEILHEIX opranoB npu Ilpasuresnncrse
Poccuiickoii Qenepaliuy, BO3TIABISEMBIX Ilpencenarenem IIpaButenscTBa
Poccuiickoit Qenepanuy, nopydeHHH Ilpencenarens IlpaBurensctBa Poccuiickoii
Qelniepalliy, comepXaIuxcs B IIDOTOKOJAX INPOBENEHHBIX KM  COBEMIaHM
M B pesomouusx, mnopydeHud Ilpencemarens (3amectureneii Ipencenarens)
IlpaBurenscrta Poccuiickoif Denepaluy, NAaHHEIX BO HCHONHEHHE TIOpyYeHUu
IlpaButensctBy Poccuiickoii Qenepanuy, comepxamuxcs B aKTax IlpesunenTta
Poccuiickoit ®epmepanum, a rtamxe Bo HCTIONIHCHHE IOpYYeHHH M yKa3aHuii
Ipesunenta Poccuiickoit Penepaiu IIpaBurenscrBy Poccuiickoit Deneparyy,
He IIpoJ[ieBaeTcs.

6. Ilpy  Hanmumer  obcrosiTensers, IPEISTCTBYIOIIUX  HCIONHEHHIO
B YCTaHOBJIEHHBIH CPOK NOPYYeHH, YKa3saHHEIX B JAHHOM MOKYMEHTE, IaBHEIN
HCIIOJHUTCIE HE IIO3JHEe, YeM 3a 5 JHeH 10 HCTeYeHHS MONOBMHEL CpoKa
npencrapisier B IlpaBuTensctBo  Poccuiickoit @enepanur  060CHOBaHHEIE
TIPEMITIOXKEHHMS TI0 KOPPEKTHPOBKE CPOKA HCIIOIHEHHS.

Ecnu cpok ucnonnenus mopyuenus IPEBBIIIIAET 2 Mecslla, IPEeNIOKEHNE 110 er0
KOPPEKTUPOBKE TMpeAcTaBisdercs B IIpaBHTeNsCTBO PoccHiickoi Depepanuy  He
nosgHee 30 gHeH Co AHA MOMIMCAHMS IIOPYYEHH.

B ciyuae ecnu nopydyeHHe He BBIIOTHEHO B YCTaHOBJIEHHBIN CPOK, - I'TIaBHEIH
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HCIIOJTHUTEIIb NIOPYYEHUS B TEUYEHNE TpeX AHEH IOCiIe MCTEIeHMs CpOKa, JaHHOTO Ha
HCTIONHEHHE TIOPYYeHHs, NpeNCTaBIieT B [IpaBuTentctBo Poccuiickoi Deneparyu
OOBACHEHHE O COCTOSHHM HCIOJIHEHHS [IOPYYEHHUs!, IIPUYMHAX €r0 HEHCIONHEHHUs
B YCTAaHOBICHHBIA CPOK C yKa3aHHEM IOJDKHOCTHBIX JIHI, HA KOTOPBIX BO3JIOXKEHO
UCIOJHEHUE IOPYYEHHS, M O MepaX OTBETCTBEHHOCTH, HPHHATHIX B OTHOLICHHH
paboOTHHKOB, BHHOBHEIX B HEHCIIOTHEHHH HOPYYEHHUS.

7. 3anpockr unenoB Cobera Qenepamnu PenepanabHOTO Cobpanus
Poccniickoit  ®enepanuy, AenytatoB I'ocynapctBeHHOM JIyMEI DenepanpHoro
Cobpanuns  Poccuiickoii ®enepanuu (nemyrarckue 3allpoChl), HampaBlIeHHBIE W3
Anmunvctpanuu [pesunenta Poccuitckoit ®enepanyy, IIpasutenscrsa Poccuiickoit
Denepanuy, pacCMaTPUBAIOTCS B COOTBETCTBUH C pe30omonne K JOKYMEHTY, CPOKH
YKa3BIBAIOTCS B TEKCTE OKYMEHTA JIHOO YCTAHABIMBAIOTCS 3aKOHONATEIHCTEOM.,

8. IMTapnamenTckue sanpocs: CoBera Qenepanyn PenepansHoro Cobpamus
Poccuifckoit ®enepanun, l'ocynapcteennoit  Jlymnr ®enepambaoro Cobpanus
Poccniickot  Denepannu, HampabieHHble W3 AnvmusncTpanuu  IlpesunmenTta
Poccuiickoit Deneparuy, IlpaBuTenscTBa Poccuiickoit Oenepaiu,
PaccMaTpUBalOTCA B COOTBETCTBUH C PE30MIOLHEH K JOKYMEHTY, CPOKH YKa3bIBalOTCS
B TEKCTE JIOKYMEHTA JIHOO yCTaHABIMBAIOTCS 3aKOHOIATEHCTBOM.

9. ITucema xomureroB CoBera Depeparnn  denepansHoro Cobpanus
Poccuiickoit  ®enepanum, l'ocymapctBennoit  JIymsr OenepansHoro  Cobpanus
Poccuiickoli  ®enepanuu, HallpaBeHHbIE U3 AAMHHMCTpauuu IlpesuzeHta
Poccuiickoii Denepanuu, [IpaBuTenscTBa Poccuiickoit Denepary,
PaccMaTpUBAIOTCS B COOTBCTCTBMH C pE3OJIONHeH K JOKYMEHTY, CpPOKH
YKA3BIBAIOTCA B TEKCTE IOKYMEHTA JIMGO YCTAHABIMUBAIOTCS 3aKOHO[ATEIBCTEOM.

10. HomxHocTHOE nMIO, KOTOpOMY HamnpaBlieH 3anpoc uneHa Cogera
Oenepanun  PenepanbHOro CoOpanust  Poccuiickoi Qenepanun, genyrara
I'ocynapcrBenHOM  JIyMmsI ®egepanpHoro Cobpanms Poccuiickoi Denepanun
(meyTaTckmii 3ampoc), HOOMKHO JHATh OTBET HA HEro B IIUCBMEHHOH Qopme
He rosaHee 30 xHe# co AHA perucTpamuu 3ampoca CTPYKTYPHBIM IOApasielIeHueM
Ammapata 1o Bompocam ACJIOIIPOM3BONCTBA MIJIM B HMHOH COTTACOBaHHLIL
€ HHHIIMATOPOM 3aIIpoca CpoK.

OtBer Ha 3anpoc KomKeH GHITH IOANHCAH TeM AOJDKHOCTHBIM JIHIIOM, KOTOPOMY
HANpPaBJICH 381POC, JIUOO JIMIOM, BpEMEHHO HCITOMHSIOMHM €TI0 0632 HHOCTIL.

11. HOmKXHOCTHOE JHIIO, KOTOpOMY HanpapjleH NaplaMeHTCKHH 3ampoc
Coseta  ®egnepanun OQenepansHoro  Cobpanus  Poccuitckoi Denepanum,
locynapcteennoit  Jlyms1 ®enepansnoro Cobpanus Poccuiickoit Deneparuuy,
AODKHO [laTh Ha HETO OTBET B YCTHOM (Ha 3acenanmu COOTBETCTBYIOIIEH ITajaTkl
®enepansaoro Cobpanus Poccuiickoit ®enepanuu) WM B IHCEMEHHOM dopme He
II03/1Hee YeM 4epes 15 nHeit CO JIHS PETHUCTPALUH MTaplaMeHTCKOro 3aIpoca
CIPYKTYPHBIM IIOApasjieNleHleM AMNIapata 1o BOIPOCaM JEJONPON3BOACTBA HIIH
B HHOW YCTaHOBIIEHHBIH COOTBETCTBYIOIeH mnajaroii DemepansHoro Cobpanus
Poccuiickoit ®enepanuy cpok.

OTBeT nomwkeH 6HITH NOAMHCAH TeM AOJDKHOCTHBIM  JIMI[OM, KOTOPOMY
HAIpaBIeH MNapiaMeHTCKUH 3ampoc, mubo NIMLOM, BpEMEHHO HCITONHAOIINM €0
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O05I3aHHOCTH.

12, IlnceMo xomurera Cosera OQeneparun - PefepalbHOTO Cobpanus
Poccuiickoit ®enepanum, T'ocynapcreennoit  Jlymer ®epepansaoro Cobpamus
Poccniickoit ®enepanin paccMaTpuBaercs B TeqeHHe 30 AHel OT JaTHI perucTpamuy
AOKyMEHTa KaK HCXOMSIIEH KOPPECIIOHICHIHHU, €CITH HHOM CPOK HE YKa3aH B CaMOM
NOKyMEHTE.,

13. Ortser Ha 3anpoc Iocynapcrsennoro Cosera Pecny6nuxu Kpemm maercs
AOCJDKHOCTHBIM JIHLIOM, KOTOPOMY aJpecoBaH 3alpoc Cocynapcreennoro Cosera
Pecnybnuxn  Kpemv, B ycraoit (Ha 3acemammm I'ocymapcreensoro CopeTa
Pecry6muku KpbiM) mnu nuchMeHHOMN opme He rIo3/Hee 9eM depes 15 mueit co JHS
PeTHCTpallMM  3anpoca Kak BXOZAfIIEH KOPPECHOHACHIHM HIA B HHOH,
yCTaHOBIIEHHKIH 1 ocynapcTBeHHEIM CoBeTOM Pecmy6mku Kpsiv cpox.

14. AxTel ['naper PecryGmuku Kpsiv, Cosera MHUHHUCTPOB, Ilpencemarens
CoBeta MHHHCTPOB HCIIONHSIOTCS B CPOKH, YCTaHOBJICHHBIE HEIOCPEICTBEHHO
B akTe. Ecim cpok He ompenenen - akThl I'1aBil Pecnybmuxu KpeiM, Cosera
MUHHCTPOB, [Ipencenarens CoBera MHHICTPOB MCTIONHSIOTCS B TeUeHMe TPHALATH
KaJICHAAPHBIX THEH OT JaThl X PErHCTPaIIHH.

15. Cpox wucnonsenns axra Cosera MHHHCTPOB MOXeT OBITH MpomjieH
(u3menen) I'nasoit Pecniy6nuku Kpry, Ipencenarenem Cosera MHHHCTPOB, IEPBHIM
3amecturenem Ilpencejarens CoBeta MHHHCTPOB, 3aMecTHTENEM Ilpencenares
CoBeTa MHHHCTPOB - pYKOBOAHTENIEM Anmapara CoBeTa MHHHCTPOB M0
TIPEINONKCHUAM (DM HATMYHH COINIACOBAHMH) NOMKHOCTHBIX JIMI, Ha KOTOPBIX
BO3JIOXKEH KOHTPOJEL 33 BBIIOJIHEHHEM, HA OCHOBAHUH UH(GOpMaUK IJIaBHBIX
HCTIONIHATENEH 3aanHuit THOO CTPYKTYPHOTO nonpaszesieHust Anmapara 1o BoIpocam
KOHTPOJIA.

16. Cpox ucnonHenus axra nu6o nopysenns Imasel PecnyGnuku Kpeiu,
Ilpencenarens Cosera MHHHCTPOB MOXeT OBITh NpomieH (usMenen) Inapoit
Pecnybmuku Kprv, TIpencenatenem Cogeta MHHHUCTPOB C y4eTOM HH(OpMaIIHH,
NPENCTABIEHHON HA €T0 UM INIABHBIM UCIIOJHUTEIEM JOKYMEHTA.

B ciyuae, ecnu I'iasa Pecniy6muku KpeiM He coBmemaer croro JOJDKHOCTE
¢ nomwxHOCTRIO Ilpencemarens Copera MHHHCTPOB, CPOK HCIIOJIHEHHS aKTa JIH6O
nopydyenus I'naser PecnyGnuku KpeiM MoxkeT 6biTh npoaneH (u3MeHeH) I'maBoit
Pecny6nuxu Kpeim ¢ yuerom MHQOPMAIMY, IIPEICTABICHHON HA HMS [NABHEIM
HCIIOHUTENIEM IOKYMEHTa, akTa 6o nopyvenus Ipeacenarens Cosera MHHUCTPOB
cooTBeTCTBeHHO, IIpencenarenem Cogera MUHUCTPOB Pecny6mnku KpbiM ¢ yueTom
MHQOPMAalliH, IPEACTABICHHON Ha €0 MMS [IABHLIM VICTIOJTHHTEIEM JOKYMEHTA.

17. OrtBer Ha 3ampoc xgemyrara I ocynapcTBeHHOro Coseta Pecny6nuxu
KpeiM Hanpasnsercs He nosmmee uem depe3 15 KxaleHmapHEIX gHeH co aHA ero
TIOITyI€HMS MIIK B MHOH COTJIaCOBaHHEBIMN ¢ AeIyTaTOM CPOK.

Ecma nnst monmrorosku otsera Ha AETYTaTCKUK 3anpoc HeoGXOOUMO IPOBECTH
NpOBEPKY  (NMPOBEPKH), HM3Y4YHTh HOHONHHTENLHLIE MarepHaisl, OTBET Ha
ACIYTaTCKUH 3aIIpOC MOXKET OBITh NIaH HE [O3THee YeM depes 30 kaneHHapHBIX HEt
CO ZHA NOIYMeHHS YKa3saHHOTO 3ampoca. IIpu 5Tom PYKOBOIMTENb OpraHa HIH
AOIDKHOCTHOE JIMIO, K KOTOPBIM obpauieH 3ampoc, o6s3aHbl IIPOHH(DOPMHUPOBATE
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I'ocynapcreennsiii Coser PecnyGmuxm KpeiM o mpuunnax YBEIH4YEHUS CpOKa
IIOAIOTOBKH OTBETA.

18. Otsert Ba-obpatuenue gemyrara T'ocynapcteennoro Cosera PecniyGuku
KpriMm manpasnsgercs me mosmmee 20 KaJICHAapPHBIX JHEH CO JHA IOJy4YeHHs
obpaleHus.

19. IlpoTect mpokypopa paccMaTpHBaeTcs B JecaTHIHEBHEL CPOK €O JHSA
PETHCTpalliy  €ro B CTPYKTYPHOM HOApasieleHHH AmmapaTa o BOIIpOcaM
JEeJIOIIPOU3BO/ICTBA.

IIpencrasnenue npokypopa paccMaTpHBaeTcs B TPUAUATHIAHEBHEIN CPOK CO JHS
PETUCTpallui  ero B CTPYKTYPHOM HOZpa3fiefleHud AmnmapaTa [0 BOIlpocaM
JIENIONIPOU3BOICTBA

20. TenerpaMmsl, B KOTOpHIX 3aTpParWBarOTCH BOIIPOCEI, Tpebyromue
CPOYHOrO peIleHHMs, PaCCMaTPUBAIOTCS 0e30TiAaraTelbHO.

JIOKyMEHTEI C HOMETKON «CpOYHO» paccMaTpUBAalOTCS B TEYEHHE CEMH
KaJIeHAapHBIX THEH.

2]. Cpok HCIONHEHHS JOKYMEHTA MOXET GBITH IpOJJIEH (U3MEHEH) JIMIIb
C cormacus oOpraHa (HODKHOCTHOIO JIHHA), KOTOPHIA €ro YCTaHOBHJI, IIO
000CHOBaHHOMY XOJaTalCTBY, KOTOpPOC TIOJAECTCA He MO3JHEe YeM 3a ISTh pabodux
AHEH 110 OKOHYaHHSI, YCTAHOBJIGHHOTO ISl HCIIOHEHHMS CpoKa.

22. Obpaienns rpaxiaH pacCMaTPHBAIOTCS He Gojee OIHOI'O Mecsilia CO JHSA
UX TOCTYIUICHHS, a Te, KOTOphle He TpebyIOT JONONHHTENBHOrO H3YYEHHS —
6e30TnarareLHo, HO He mo3Hee 15 AHEH CO JHS UX MOCTYILIEHHS.




HaunmMenoBanue oprannsanun
Haumenopanne ctpykrypHoro

78

Ipunoxenne 11

Kk 1. 4.1.3 Huctpykumu no JCJI0NMPOU3BOACTRY
B MUHHCTepCTBE 31paBooxpanenis

Pecy6mnkn Kpeim

TI0/{pa3/ieIeHus
HOMEHKJIATYPA JEJ
Ha rozn
Koimyecto | Cpok xparenns u Ne cratsu
Hunexc 3aroJI0BOK gena
TOMOB I10 MIEpPEYHIO Ilpumeqanne
Jiena .
(qacreit)
1 2 3 4 5

Hazpanue pasnena

|

Haumenosanue 1oIDKHOCTH pyKoBOMHTE S

CTPYKTYPHOTO [TOpa3 e/ ICHUS

Ilonnuce Pacmmdposxa momucu
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Ipunoxenne 12

K 1. 4.1.3 WuacTpykunu no ASNOMPOUIBOICTBY
B MURHCTEpCTBE 3ApaBOOXpaHEHMS
Pecry6miku Kprim

MuHucTepcTBO 3apaBooXpaneHs VTBEPXJAIO
Pecrry6imkn Kpsim MHHWCTp 3paBoOXpaHEHN

Pecay6nuxu Kpsim
HOMEHKJATYPAJAERX . NOATIUCH HHULMAIEL, haMUIHs

Hara
Ha rox

Wnnexc 3arosioBok aena Konnuectso Cpok xpaHenns u Ne cratei o
[Tpumeuanue
Jielia aen HEpPEYHIO
1 2 3 4 5
HA3BAHUE PA3JIEJIA

HaumenoBaHue NOMKHOCTH PYKOBOAMTEA
CTPYKTYPHOTO noJipasiesieHns MHHHCTEpCTBA
10 IENONPOH3BOACTRBY Monnuce Pacmudposats noamuced
Busa pyxosoaurens ctpykrypHoro OoApa3ieNneHus
1o paboTe ¢ apXUBHEIMH AOKYMEHTAMU
COI'JTACOBAHO COI'TACOBAHO
ITporoxon 13K (FK) MunucrepcTea Tlpotokon OTIK I'ocynapcTBeHHbI KOMHTET IO feiam
oT Ne apxuBos Pecry6nuku Kpsim

oT Ne

Hrorosas 3anuch 0 KaTeropusx ] KOJIHYECTBE zed, 3aBEAEHHBIX
B roxy 8 MurHcTepeTBe
B Tom unce:
ITo cpoxam xpanenns Bceero =
nepexoanIuux ¢ oTMeTKoil «ITTK»
Ilocrosuuoro
Bpemennoro
ceplie 10 ser)

BpeMennoro
(2o 10 neT BRIOYHTENBHO)
HTOIO:
Haumenosanve nomkrocTn pyxosoauress
CTPYKTYPHOTO nofipasfieienus Munuctepcrea
710 BOOPOCaM JeNONPOU3BOCTRA Ionxnucs Pacuiapporxa nmomgmmcn
Hata
HtoroBsle BenoMocTH nepesanb! B apxys.
Haumerosanue nomkroctd mnua
Ilepenapiuero ceeneHus ITopnucs Pacuudposka noanucu

Hara
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[Tpnnoxenue 13
K 1. 4.3.2 UHCTpYKUMH 1O ACNONPOH3BOACTRY
B MunucrepcTBe 3apaBooxpaneHHs
Pecrry6nuku Kpuim
BHYTPEHHSIA OIINCH
aena ToM Ne
Ne PerucrpauronHbii namexc Hata noxymenrta 3aronoBok Homepa qucros IIpameuanue
/o IOKYMEHTa JOKYMEHTa aena
1 2 3 4 5 6

Hroro

JOKYMEHT.

(uidpamu ¥ nponKceio)

Konnuectso mictos BHyTpenneit onvicy

(undpamu ¥ nponucso)

Haumenosanne nomxnocTtu nuna,
COCTaBHUBIIETO BHYTPEHHIOI OITHCE
AOKYMEHTOB fena Moanuck

Hara

Pacumiudpopka nonnuck




Hawnmenosanne crpyxtypuoro NOApa3ACACHUA
MuHucrepcrsa

AKT
Ne

O BbIZeNeHNY K YHHYTOMEHMIO
APXHBHBIX IOCKYMEHTOB, He MOAJexRALUNX
XpaHeHHIo

Ha ocHosaHun
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Ipunosxenne 14
K I 5.1.20 MHCTpYKUMH 1O RENONPOH3BOACTBY
B MHHMCTEPCTBE 31paBOOXpAHEHH S
PecrryGnnku Kprim

YTBEPXJ1AIO

HaumMenosauue nomxHocTH
PYKOBOIMTENS CIPYKTYPHOTO OApasaeneHus
Munncreperra

TIOLNHCH HHHIMABI, (PAMHTHA
Jara

(HasBanue U BLIXOMIHbIE JAHHBIE IEPEYHs JOKYMEHTOR ¢ YK23aHHEM CPOKOB MX XPaHEHHS)

crroﬁpaﬂbr K YHHYTOXECHHIO KAK HE UMEIOLIKE HﬂY'{HO-HCTOpH‘!CCKOﬁ UCHHOCTH Y YTPATHBLLIUE NPaKTUYCCKOE 3HAYEHHE JAOKYMCHTEI

Ne
(HauMeHOBAHHE CTPYKTYpPHOTO noapasgenetus Munucreperaa)

Ne 3aronoBok T'oxer Homepa onucu* Homep ex.xp. no | Komuuecrso Cpox ITpumeuanue
n/n Aena OMHCH S Xp. XpaHeHvs H

{ rpynnosoii HOMEpa

3aroI0BOK cTaTeit no
HOKYMCHTOB) [IEPEYHIO
1 3 4 5 6 7 8 9

Hroro €x. Xp. 3a roABI

(undppamu # nponucsio)

Ormicy sien nocTosSHHOTO XpaneHu 3a rofsl yraepxiaeHn DK

(HaMMEHOBaHME aDXUBHOFO yupexIeHHs)

(npoTokon ot Ne )

HanmenoBanue ronmxHocTH
PYKOROAUTENIA apxuBa (Jinua,
OTBETCTBEHHOTO 32 aPXHUB) HNonnuce Pacumndposka noanucu
COI'JIACOBAHO

Tlpotoxon K Munucrepersa

oT Ne

JlokyMeHTE! B KonMuecTBe
-Ha OyMajKHOM HOCHTENIC BECOM
Ha YHUYTOXEHWE;

-Ha 3NCKTPOHHOM HOCHTEJIE CHAHEI HA YHHUYTOXKEHHUE

ea. Xp. :
KI' CNaHBI

(cnoco6 yHuuTOXeHUs)
HaumeHoBaHHe A0KHOCTH pabotruuka,
claBluero AOKYMCHTB!

Hoanucs Pacumngporka noanucu

JHara
Hsmenenuna s yuersnie JOKYMEHTEI BHECEHB!,

Haumenonanue aomxnocts paGorauka
ApXHBA, BHECIIEr0 U3MEHEHHUS
B YUCTHBIC JOKYMEHTbI

[Toxnuck Pacumdposka noanucy

Hara
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Ipunoxeune 15

i 1. 5.1.20 MHeTpyKupH no Aenonponssoactsy
B MUHHCTEPCTBE 3APABOOXPAHEHHS
Pecriyfsmmku Kpeim

MunmcTepeTBO 3npaBOOXpaHeHHs YTBEPXIAIO

©omnjr No MUHHCTp 3A1paBOOXpaHeHHUs
Pecny6muxu Kppim

IMognuce Paclumdposka
ITonnuck
Hara

OIIUCH Ne
AeJ1 110 IMYHOMY COCTABY
3a rox

Ne Hnpexc 3aroJ0BoK Kpaiinne narer Cpok Komuuecrro |IIpuMeuann

1/ Jena Jena XpaHeHUs JIACTOB

1 2 3 4 5 6 7
B nannbIi pasnen onucu BHeceHO e,

(undpaMu ¥ NPONKCHIO)

c Ne 110 Ne , B TOM 4HCJTIE:

JIMTEPHBIE HOMEpa:

NPOIYLIEHHbIE HOMEDA:

Hanmenopanue nomxgocta
COCTAaBUTENS OITHCH Tomucs Pacuugporka
NOXITHCH

HaumenoBanue nomxaOCTH

PYKOBOJMTENA apXuBa (JInua,

OTBETCTBEHHOTO 33 apXHB) IMoanuck Pacmmgposka
TTOATHCH

COT'JIACOBAHO
[Ipotoxon DK opranmsaimiu
oT Ne

Dopmar A4 (210 x 297 mm)
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[punoxenue 16
K 1. 5.1.20 Unerpyxumu no AenonpoussoacTsy
B MHHHCTGPCTBE 3ApaBOOXpaHEHHUA
PecriyGnuku Kprim
MunECTEPCTBO 3paBOOXpaHEHHS YTBEPXJIAIO
®onm Ne MuHucTp 311paBooXpaseHHs
Pecny6mmku Kpeim
HNoanuck Pacuindporka
Ionnucu
Hara
ONMCDH Ne
J€] NOCTOSIHHOTO XPAHEHH S
3a roa
N Hupexc 3aroIoBoK Kpaitaue gatet Cpok Konuuectso |[IpumMeyanu
/o nena Jena XpaHeHUs JIMCTOB
1 2 3 4 5 6 7
HasBanwe pasgena
B nanHbIf paznesn onucy BHECEHO zedn,
(urdpamMu H 1PONUCEIO)
¢ Ne o Ne , B TOM yycie:

JIATCPHBIC HOMEpA:

NPONyLIEHHBIE HOMEPA:

Haumenoanue pomxHocTH
COCTABHUTEJIT OITHCH Ionrmce Pacummdposka
NOJTHCH

HawmMeHnopanue nomknocTn

PYKOBOJIUTEJIS apxXUBa (JTUIa,

OTBETCTBEHHOIO 3a apXHB) Ionmnucen Pacmméporka
HOAITHCH

COI'JTACOBAHO
IIporokon K Munucrepcrsa
oT No

Qopmar A4 (210 x 297 mm)




MpuHncTepeTBO 3apaBOOXpAHEHHMS
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[Tpunoxenne 17

K 1. 5.1.20 MucTpyxuus no Aenonpon3BoACTBY
B MuHNCTEPCTRE 3APABOOXPAHEHHS
Pecnybmukn Kpbim

YTBEPXJAIO

®onn No MunucTp 3apaBoOXpaHeHUA
Pecnybnuku Kpbim
[Toanuce Pacinudposka
MNoanucu
Jata
OIINCH Ne
nen BpeMeHnbIx (ebime 10 ser)
CPOKOB XPAHEHHsI
3a rog
Ne Unpnexe 3aromoBoK Kpattaue nater Cpok Konugectso | Ilpumeyan:
o/n Jena nena XpaHeHUs JTHCTOB
1 2 3 4 5 6 7
B nanHpIH pazyen omHcH BHECEHO IEI,
(mudpaMu ¥ MPOMHUCHIO)
¢ Ne o Ne , B TOM YHCIJIE:
JIHTEPHBIE HOMEpA!
HPOITYlIEHHBIE HOMEpa:
HaumenoBaHune qomkaocTH
COCTABUTENS OTIHCH [onnuce Pacmmdposka
[OJIIACH
HaumenoBanme pomkHOCTH
PYKOBOJIUTEJLA apXHBa (nuia,
OTBETCTBEHHOTO 3a apXHB) Ioxmuck Pacmudposka

oaIuCH

COTI'TACOBAHO
[Iporoxon 3K opraumsaumn
oT Na

Dopmat A4 (210 x 297 mm)




MUHKCTEPCTBO 3APABOOXPaHEHWs
HaumeHoBaHKe CTPYKTYPHOrO
[Tonpaznenenus

OIUCDH Ne
aen
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[Ipunoxenue 18

k1. 5.2.10 UHCTpyKUHK 1O HENOMPOH3BOACTBY
B MUHHCTEPCTBE 3APABOOXPAHEHHA
Pecny6nnxu Kprim

N HUnpexc 3aronoBok gena

n/n aena

Konnuectso [TpuMenanmue

JIHCTOB

Kpaifinue parsl Cpok
XpaHeHnsa*

4 B 6 7

Haspanue paznena

B JIAHAYIO

OfIHUCH BHECCHO

aen

(undpamm u MPONUCHIO)
c Ne no Ne

, B TOM

uucne:

NuTEpHBIE HOMEpa:

TIPONYIEHHBIE HOMEpa:

Haumenopanue g0mKHOCTH
PYKOBOAHTENS CTPYKTYpPHOro
noapasaeneHus

Hara

COI'MACOBAHO
HaumeHoBaHNE AOMKHOCTH
pykosoauTens cnyxou 10V
[onnucs Pacumdposxa
[Moamicu

Hara

{lepenan

IMonnucs Pacwudposka noanucu

COI'JIACOBAHO
Mpotokon 3K cTpykTypHOro
NOAPA3ZACTICHUA

oT N

aen

{ungpamn ¥ nporUckLo)
H PErucTPaLHOHHO-KOHTPONBHBIX KAPTOTEK K JOKYMEHTAM.

(undppamu 1 nponuceo)

HanmenosaHue nomxHocTs paboTHKa
CTPYKTYPHOTO MOApa3aeneHus

[Tpuysn

[Moanucs Pacwudporka noanucu

nen

(undpamu u MPONUCHIO)

H

PErUCTPALBOHHO-KOHTPObHbIX

(undpamu u nponucLo)

KapTOTEK K JOKYMEHTAM.

HaumeHoRaHNE NOMKHOCTH
paboTHHKa apxHsa

Jara

TToanmes Pacumm¢gporxa nonnucu

®opmar A4 (210 x297 Mu)
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IMpunoxenue 19

K 1. 5.4.12 HHCTpYKUMH 110 JENOTIPOH3BOJACTBY
B MUHHCTEPCTBE 3APABOOXPAHCHHS
Pecny6nuku Kpeiv

MuHEKCTEPCTBO 3APABOOXPAHERUA

AKT
Ne
0 BbIIAYE J(eJI BO BpEMEHHOE M10/1630BAHHE

(HaMMEHOBaHUE OPraHU3alHy,
ee aapec, NOYTOBBIH HHIEKC)
OcHoBanue

Jlns xkaxoi nienw BeIarOTCS €. Xp. U3 douma N

(vasganue donna)

Ne Omuce |En. xp. Ne | 3aronoox en. | Kpaiinue Komuuectso [Ippmeuanre
/n Ne Xp. JaThl TMCTOB, GopMar
(o6Bem, MO)
1 2 3 4 5 6 7
Bcero Brinaercs ell. Xp.,

(undpaMu ¥ MPONKCHIO)
CPOK BO3BpaLICHHuA .

llena BBIOAHBI B YHuopsaa04€HHOM COCTOSIHUH, HOJANINTHIL, B OGJIO')KK&X, C
TNPOHYMCPOBAHHBLIMH JTACTAMH U 3aBEPUTCIBEHBIMH HAJIITHCAMH.

HOJ’I)"I&TCJ’IB 06513yeTca HE OpeAaocTaBNiAThL [Acna, IOJYYE€HHbIE BO BpPEMEHHOC
NOJb30BAHHE, [OCTOPOHHWM MHIIaM, HE BBIAAaBATH 10 HHM KOHHﬁ, BBIITHCOK H CNpPaBOK, HE
nyOIuKoBaTh JOKYMEHTHI 0€3 paspelreHust Opranu3aluy, BeIAABIIEH Jena.

[Tonyyatenn, 00s3yeTcst BEPHYTH Aefa B apXHUB OPTaHM3alMH B YKA3aHHBIH B akTe CPOK.

HOJIyT-IaTe.ITB npeaynpexacH 00 OTBETCTBEHHOCTH [0 3aKOHY B Cniyvyae yTpaTbl HIIHA
MOBPCHKIACHMS NONYYCHHEBIX BO BpEMEHHOC ITOJIB30BAHHE NEJI.

HaumeHoBaHWE JOJKHOCTH HaumeHoBaHKE NOMDXHOCTH

PYKOBOIATENS OpraHH3aluy, PYKOBOJIMTEIS

BBHIJIAIONEH nena OpraHn3alHK-110JTyJaTe 1q

Nognucs  Pacnmdposka Mogmuce  Pacimdposka
TIOJIITUCH TIO/ITMCH

Hara Hata

ITeyats oprannzaunu [TedaTb opraHu3aluy

. ®opmat A4 (210 x 297 mm)
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ITpunoxenue 20

K . 5.4.14 AHCTpYKIMH 110 AETONPOH3BOJCTRY
8 MHHYCTEPCTBE 34paBOOXpaHeH!s
Pecriy6nnxu Kpoim

(HaMMeHOBAaHME OpPTaHMBalUM)

(HasBaHWe CTPYKTYPHOT'O NOINPas3OeseHMsa OTBeYalluil 3a apxus)

KHHUTA
ydera NoCTYIUIeHMST M BHONTIHIS jAexn ; JOKYMeHTOB
Tom N
HauaT
OxoHueH
N n/n Hara H H sanne, | Haspanne Tone Bua [locTynnesne pnsicattiuix paxymeiTon Brifbmie onHcannux SOKYMEHTOBR HeonucaHHeix nen, I
noery OprRusaLme HOMED Il IATA w HoMep | noctyrmpunx | Hoswrenst KonsiocTno ez xp. Konivectso ex xp. nOKYMERTOB, ey
n ebifbrrua | (crpykryproro AOKYMEHTH, NO donna | evibbmwux JHCTOB
Y froapa ROTOROMY AQAKYMEHTOB N0 NOCTURKHOTG | BPEMEHHOTD no nocTosiparo | ppemennoro | no | moctynune | BbiSbine
sua, ’p"“”;)' or "m"yns""“ ol ommHen XpaneHns (caviwe 10 | nmnomy XpaHeHsn (cebiwe 10 fnnanom
KQTOpO ABIGLUIA
nocTynun (it DOKYMEHTHI mem) aocreny ner) coc:asy
BuBbLINT)
HOKYMEHTDI
i 2 3 4 5 & 7 8 9 10 11 12 13 14 15 16
Hroro B rogy nocTynuno €a. Xp., B TOM 4YHUCNE! Ha GYMa)KHOM HOCHuTeNhe
k]
(LM pamMu ® NPOITHCHIO) (undpaMy H NPONUCHIO)
3NEKTPOHHBIX » AyYZHNOOOKYMEHTOB
]
HHPpaMA 1 n UI'IP[CI:]O) LHAQPPAMHU H 1T OI'IHCHD)
ps p
BHUAREOJOKYMEHTOB

(undpaMu 1 MPOMUCHIQ)

BLIOLIIO el. XP-, B TOM YHUChE: Ha BymaxHOM HocuTene
(umdpamu 4 NPOTIKCHIO) ! {(audpamu 1 NPOTIHCLIO)
JIEKTPOHHbLIX , ayJUOJOKYMEHTOR
(undppamy 1 MpoMUCHIO) ’ {(undpamu u npo'nucuo)
BUJICONOKYMEHTOB

(mudpamn 1 NPoNUCKIO)

MOKa3bIBAIOTCS Pa3feNbHO HTOroBkLIe NaHHble o rpadam 1, 12, 13, 13.

HaumenoBanuve qonxHOCTH KA,

COCTABUBLLENO WTOrOBYIO FOAOBYIO 3AMUCH [Toanucw Pacuugpposxa
MOANKUCH

HanMeHoBaHWE N0MKHOCTH PYKOBOAMTENS apxuaa
(n1ua, OTBETCTBEHHOTO 33 APXUB) Moanucs Pacumdporka
NOIITHCH

Hata
Dopmar A3 (297 x 420 mm)
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IMpunoxenue 21

K FIHCTpYKIVH M0 AENONPOH3BOACTBY
B MUHHCTEPCTBE 3APAaBOOXPAHEHHA
Pecy6nnxu Kpbim

MuHMCTEPCTBO SApaBooxXpaHeHuss PecnyBnuxyu Kpima

(HauMeHOBaHMe oOpraHM3aLMMK)

(HaMMeHOBaHME CTPYKTYPHOTO MNOOpasOesIeHuUs)

AEJIO I TOM B

(BarosoBox geja)

LT
on.
. &

Ne

(kpaliive paTH)

Ha

{;mmcrax)
XpaHuTne

dopmar A4 (210 x 297 mm)




89

Mpunoxenne 21

k MucTpykuny 1o Renonpon3BOACTEY
B MHHHCTEPCTBE 3/[paBOOXPAHEHUA
Pecmy6muxn Kpbim

MusucTepeTBo 3ApaBooxpanenus Pecny6ankn Kpbim
{HauMeHOBaHMe OpTaHU3aLMM)

OTae OpraHu3allHi JOKYMEHTAJLHOI0 ofecneyeHusi B paboThl

¢ oOpaleHHsIMU IpakaaH
{HauMeHOBaHMe CTPYKTYPHOTO NOoIpa3IesIeHUd)

NPEJJIOKEHUE, 3ASIBJIEHUE, XKAJTOBA

{HeoBxoOMMoe MNOOUEPKHYTD )

OEJIO K

I'p

(PAMAIINST, MMS, OTYECTBO)

AIIPEC

dopmar A4 (210 x 297 mm)




