R ==
=X

o F
T

£\
3}%’

) HafeHas NpaBoBas NoaaepHKa

[TloctaHoBrneHue lNpaButenscrtea PO ot
15.06.2009 N 477
(peq. ot 07.09.2011)
"Ob6 yTBepxaeHuun Npasun genonpons3BoacTea B
doegepanbHbIX opraHax UCMOMHUTENTbHOW
Bnactu”

HokymeHT npepoctasneH KoHcynbTaHTtlntoc

www.consultant.ru

[ata coxpaHeHus: 07.10.2014


http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru

MoctaHoBneHue lMNMpaButenscrea PP ot 15.06.2009 N 477 [I0KyMEHT NPeOCTARNEH
(peq. ot 07.09.2011) y peq

KoncyneTantllntoc
" [ata coxpaHenus: 07.10.2014
06 ytBepxaeHuun MNpasun genonponssoacTsa B deaepa...

NMPABUTEJIbCTBO POCCUUCKOW ®EOEPALINA

MOCTAHOBJIEHUE
oT 15 noHsa 2009 r. N 477

OB YTBEPXXOEHWUW NPABUIN
AENOMNPOM3BOACTBA B ®E[EPAJIbHbIX OPFAHAX
MCNONHUTENbHOU BITACTHU

Cnncok N3MeHSAILWNX JOKYMEHTOB
(8 pen. OocTtaHoeneHus MNMpasutensctea P® ot 07.09.2011 N 751)

B cootBetctBUM co crathen 11 PepepanbHoro 3akoHa "O6 wuWHdopmauun, WNHGPOPMALMOHHBIX
TEXHOMOrnsxX n o 3awnte nHdopmaumn” MpasmutenscTBo Poccuickon degeparmm noctaHOBNSAET:

1. YTBepanTb npwnaraeMblem JenonpoussBoactea B pefepanbHbIX opraHax WCNONHUTENbHON
BnacTu.

2. Vsnoxute nyHKT 11.1 TwunoBoro pernamMeHTa B3auMMOAEWNCTBUS  dpefepanbHblX — OpraHoB
WCNONMHUTENBLHOW BnacTu, yTeepxaeHHoro NoctaHoBneHnem [pasutensctea Poccunckon depepauumn ot 19
saHBaps 2005 r. N 30 (CobpaHune 3akoHogaTtenbcTBa Poccuickon ®enepauun, 2005, N 4, ct. 305; 2009, N 12,
cT. 1429), B crneayoLlen peaakumm:

"11.1. Oenonpou3BoactBo B defeparbHbiX OpraHax WCMNOSHUTENbHON BracTM OCYLLeCTBNsSeTCs B
COOTBETCTBUMN C m genonpomsBoactBa B hedepanbHbIX OpraHax WCMNOMIHUTENbHOM  BRacTw,
yTBepxaeHHbIMU [NocTanoBneHuem MpasuTtensctBa Poccuiickon ®epepauum ot 15 nioHa 2009 r. N 477. Ha
OCHOBE  YKa3aHHbIX m denepanbHble opraHbl WCMOMHUTENbHOW BRAcTXM MO  COrfacoBaHW C
degepanbHbIM OpraHoM MCMOSIHUTENBHOW BriacTu B obnactv apxMBHOrO fena M3galoT MHCTPYKUMU MO
JenonponsBoacTay.".

3. WNanoxutb OyHKThl 2.38 1 2.39 TunoBoro pernameHta BHYTPEHHeW opraHusauun degepanbHbIX
OpraHoB MCMOSTHMTENBHOW BriacTu, yTBepxaeHHoro NoctaHoBneHnem Npasutensctea Poccuiickon ®Pepepaumm
oT 28 mtona 2005 r. N 452 (CobpaHue 3akoHogaTenscTBa Poccuiickon ®epgepaunn, 2005, N 31, ct. 3233), B
cnefyloLwen pegakumm:

"2.38. [denonpou3BoACTBO B efepanbHOM oOpraHe WCNOMHUTENbHOM BRacTU OCyLLeCcTBRseTcs B
COOTBETCTBMM C m JenonpoussBoactea B pedepanbHbIX OpraHax WCNOMHUTENbHOW  BRacTw,
yTBEpXXAeHHbIMU NocTaHoBneHnem lNpaBuTtensctBa Poccuiickon Pegepaumm ot 15 noHa 2009 r. N 477. Ha
OCHOBE YKa3aHHbIX w denepanbHbI OpraH UCNOMHUTENBHON BNACTU MO COrnacoBaHnio ¢ deaeparnbHbIM
OpraHoMm UCNOMHUTENBLHOW BNAcTU B 06NacTn apxXmBHOro Aena u3gaeT MHCTPYKLMIO MO AeNOonpou3BOACTBY.

PaboTta c ceKkpeTHbIMM [OKYMeHTamu, wudpoTenerpammamu, ApyrMuMyM LOKYMEHTAMU OrpaHUY4eHHOro
JocTtyna, a Takke obpaboTka cekpeTHOW 1 Apyron nHopmaumMm OrpaHMYEHHOro AOCTyna OCYLIECTBASATCA B
COOTBETCTBMM CO CreumarnbHbIMU UHCTPYKLUSMM.

2.39. Opranusaums 1 BegeHue OenonpomsBoacTBa B dedepanbHOM OpraHe WCMOSHUTENbHON BracTu
OCYLLIECTBNSIOTCS CTPYKTYPHbIM NnogpasaeneHnem degepansHoro opraHa MCMOMHUTENbHOM BMacTh, Ha KOTopoe
BO3MOXeHbl OYHKUMW MO BeAEHWUI0 OenonpovM3BOACTBA, a TakkKe nuuamMu, OTBETCTBEHHbIMW 3a BefeHue
[enonponsBoacTBa B ApYrnx CTPYKTYPHbIX NoapasaeneHunsx defepanbHOro opraHa MCNonHUTEeNnsHon BnacTn.".

4. depepanbHOMy apxnBHoMy areHTcTBY 40 1 aHBapsa 2010 r. yTBepauTb MeToaMYeckue pekomeHaallun
no pa3paboTKe MHCTPYKLMIA N0 OeNoNpon3BOACTBY B dhedeparnbHbIX OpraHax UCMONMHUTENIbHON BNacTu.

Mpeacepatens MNpaButenscTBa
Poccuitckon ®egepauun
B.MYTWH

YTBEPXKOEHDI

MocTaHoBneHnem lNpaButenbcTBa
Poccuiickon degepaunn

oT 15 uioHa 2009 . N 477
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NPABUNA
AENOMNPOMU3BOACTBA B ®E[EPAJIbHbIX OPFAHAX
MCNONHUTENbHOU BITACTHU

CnncokK N3MeHSAILLNX JOKYMEHTOB
(8 pen. OdocTtaHoeneHus MNMpasutensctea P® ot 07.09.2011 N 751)

|. OBLLUME NMONOXEHNA

1. Hactosilwme MNpaBuna ycTaHaBNMBaOT eOuHbIA NOPSA0K AeNnonpom3BoAcTBa B dyefepanbHbIX OpraHax
WCMNOSNTHUTENbHOW BNAacTM.

2. [Oencteue Hactoswmx [NpaBun He pacnpocTpaHAeTCa Ha opraHu3auuio paboTbl C AOKYMEHTamu,
cofepXaLlMMu rocyfapCTBEHHYIO TalHy.

3. ®egepanbHbIi OpraH UCMNOSTHUTENBHOMW BfiacTu Ha OCHOBE HacToduwmx [lpasBun ¢ yyeToM YyCrnosBuin u
crneumMdukn CBOEN OeATenbHOCTM paspabaTbiBaeT WMHCTPYKLMIO MO  OeronpOu3BOACTBY, YTBEPXKOAEMYHO
pykoBoauTenem deaepanbHOro opraHa UCMoSTHUTENbHOW BIIAaCTK NO COrnacoBaHuio ¢ dpegepanbHbIM OpraHoMm
NCNOSTHUTENBHOM BNacTu B 06nactn apxuBHOro gena.

II. OCHOBHBbIE NMOHATUNA

4. B HacToAwmx [NpaBunax ncnonb3yTcs CreayoLmne OCHOBHbIE NOHATUS:

"0OKYMEHTUpOBaHue" - ukcaums uHpopmaumMm Ha MaTtepuanbHbIX HOCUTENAX B YCTaHOBMEHHOM
nopsiake;

"nenonpomnsBoAcTBO” - OedATenbHOCTb, obecneymBalowas co3gaHue oduuManbHbIX OOKYMEHTOB U
opraHusaumio paboTbl ¢ HUMK B doeeparbHbIX OpraHax UCMOMHUTENbLHOM BNAacTy;

"OOKYMEHT" - oduumanbHbI JOKYMEHT, CO3[aHHbIA rocyJapCTBEHHbIM OpraHoM, OpraHoM MeCTHOro
CaMOynpaBrieHnsi, PUANYECKUM WU (PU3NYECKUM NNLIOM, OCOPMIIEHHbI B YCTAHOBIIEHHOM MOPSiAKE U
BKITHOYEHHbBI B JOKYMEHTO060pOT dheaeparnbHOro opraHa UCNOSHUTENbHOW BNAaCTW;

"NOKYMEHTOOB0pOoT" - ABWKEHME OOKYMEHTOB C MOMEHTA UX CO34aHWs UNM NOnyyYeHus OO0 3aBepLueHus
NCNONHEHNs, NOMELLEHNs B Aerno U (Mnn) oTnpaBku;

"PEKBM3UT JOKYMEHTA" - 06A3aTeNbHbIA 3N1eMEHT 0DOPMIIEHUSA JOKYMEHTA;

"NOANUHHNK OKYMeHTa" - NepBbli UM eAMHCTBEHHbIN 3K3eMNIap JOKYMEHTa;

"Konna JoKyMeHTa" - JOKYMEHT, NOSTHOCTbIO BOCNPOU3BOAALNIA MHGOPMALUIO NOASIMHHMKA OOKYMEHTa U
€ro BHELUHWNE NPU3HaKK, He MMEIOLLMI OPUANYECKON CUIbI;

"pernctpaumsi OOKyMeHTa" - NPUCBOEHME [LOKYMEHTY PEerucTpauuoHHOr0 HomMepa W 3anucb B
YCTaHOBMEHHOM NopsiaKke CBeAEHUIN O JOKYMEHTE;
"HomeHknatypa Aen" - CUCTEMATU3NPOBAHHbLIA MepevyeHb HaMMeHOBaHun pfern, opMUpyeMbiX B

denepanbHOM opraHe UCMOSTHUTENLHOM BNACTH, C YyKa3aHMEM CPOKOB UX XpaHEHUS;

"neno" - COBOKYMHOCTb JOKYMEHTOB UMW OTAENbHbIA AOKYMEHT, OTHOCSLUMECS K OAHOMY BOMPOCY MIu
yyacTKy AesaTenbHOCTV dhedeparnbHOro opraHa UCNOMNHUTENBHOW BiacTy;

"cnyxba genonpounsBoACcTBa" - CTPYKTYpPHOE noapasgeneHve denepanbHOro opraHa WCMONTHUTENbHOM
BMacTW, Ha KOTOPOE BO3MNOXEHbI DYHKLUM NO BEAEHUIO AeNONPOM3BOACTBA, a Takke nuua, OTBETCTBEHHbIE 3a
BELlEHNe AeNOnNpOM3BOACTBA B APYrMX CTPYKTYPHbIX NogpasfaeneHusx degepanbHOro opraHa MCMnoNTHUTENbHON
BNacTu;

"ANEeKTPOHHLIN 0Opa3 OOKyMeHTa" - 3MeKTPOHHasi KOMus OOKYMEHTa, WM3rOTOBMIEHHOTO Ha OyMaXXHOM
HocuTene;

(a63ay BeBegeH [octaHoBneHunem lMpasutensctea PP ot 07.09.2011 N 751)

"CKkaHMpOBaHWEe AOKYMEHTA" - Nony4YeHne SNeKTPOHHOro obpasa JOKYMEHTa;
(ab3au BBeaeH [ocTaHorneHneMm MNpasutensctea P® ot 07.09.2011 N 751)

"cucTemMa 3NEeKTPOHHOIO AOKyMeHToobopoTa" - MHGOpMaUMOHHas cuctema, obecneumBatowas cbop
OOKYMEHTOB (BKIMOYEHME JOKYMEHTOB B CUCTEMY), X 06paboTKy, ynpaBneHne JOKyMEeHTaMu U JOCTYN K HUM;
(ab3au BBegeH [doctaHoeneHwewMm MNpasutensctea P® ot 07.09.2011 N 751)

"9NEeKTPOHHbIN JOKYMEHTOOBOoPOT" - OKYMEHTOOBOPOT C NPUMEHEHUEM UH(POPMALIMOHHOW CUCTEMBbI.
(ab3au BBegeH [loctaHosneHweM MNpasutensctea P® o1 07.09.2011 N 751)

MHble noHATUS, ucnonb3dyemble B HacTosawmx paBunax, COOTBETCTBYIOT MOHATUSAM, ONPeAeneHHbIM B
3akoHogaTtenbcTBe Poccuiickon ®enepaumn.

(ab3au BBeaeH [loctaHorneHneMm MNpasutensctea P® o1 07.09.2011 N 751)

lll. CO30AHME AOKYMEHTOB B ®EEPAJIbHOM OPIrAHE
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NCMONHUTENBLHOW BIIACTU

5. [oKymeHTbl, co3gaBaeMble B dedepanbHOM OpraHe WCMONHUTENbHOW BnacTtu, OOopMMAITCA Ha
OnaHkax, Ha cTaHgapTHbIX NnucTax 6ymarn oopmata A4 (210 x 297 mm) unn A5 (148 x 210 mm) nubo B BUae
3NEKTPOHHbIX OOKYMEHTOB W [OIDKHbl MMETb YCTAHOBMEHHbIA COCTAB PEKBU3UTOB, WX pPacrosfiokeHue u
odopmMrieHune.

6. BnaHkun cbegepanbHOro opraHa UCMONHUTENBHOW BNacTy pa3pabaTbiBaloTCA Ha OCHOBE YITIOBOIO MK
NPOLONIbHOMO BapuaHTa pacnorioXeHus pekeuantoB. [lpu yrnmoBomM BapuaHTe pekBU3WTbl  GnaHka
pacnonaratTcs B BEpXHEM fieBoMm yrny nucta. [Npu npogoneHOM BapuaHTe pekBM3uTbl GriaHka pacnonararTcs
nocepeauvHe nMcTa BAOMb BEPXHEro Nofsi.

Mpn nopgrotoBke [OKYMEHTOB B dyefepanbHOM OpraHe WCMOMHUTENbHOMW BRacTM  MCMOMb3yHTCA
3NEKTPOHHbIE LLABNOHbI 611IaHKOB JOKYMEHTOB.

(ab3au BBeaeH [octaHorneHweMm MNpasutensctea P® ot 07.09.2011 N 751)

7. Kaxgbim nuct gokymeHTa, OhOPMIIEHHBIA Kak Ha OrnaHke, Tak U Ha cTanHZapTHOM nucte Oymarwy,
DOMmKeH umeTb nosns He meHee 20 MM - nesoe, 10 MM - NpaBoe, 20 MM - BepxHee 1 20 MM - HUXHeeE.

8. OOpasubl 6nMaHKOB W 3MEKTPOHHbIE LWAbnoHbl 6GnaHKOB [OKYMEHTOB dedepanbHOro  opraHa
WCNOSTHUTENBHOW BNAcTU YTBEPXOAKTCA PYyKOBOAMTENEM 3Toro dbegepanbHOro opraHa WCNOSIHUTENBHON
BNacTu.

(n. 8 B pea. DoctaHopneHud MNpasutensctea PO ot 07.09.2011 N 751)

9. PekBu3uTamMyn [OKYMEHTOB, CO30aBaeMblX B Mpouecce [AesTenbHOCTU dedepanbHoro opraHa
NCMNOMHUTENBHOW BNacTu, ABMASOTCA:

a) NocypnapcTteeHHbI repb Poccuiickon ®epepauuu;

0) HanmeHoBaHWe heaepanbHOro opraHa UCNONTHUTENBHOM BNacTy;

B) AOMKHOCTb N1La - aBTOpa JOKYMEHTAa;

(nn. "B8" B pea. [octaHosneHund MNpasutensctea P® ot 07.09.2011 N 751)

r) NoanMcb AOMKHOCTHOIO Nnua;

4) BUA OOKYMEHTa;

€) MecTO COCTaBreHUs (M30aHus) AOKYMEHTA;

X) CnpaBoYHble AaHHbIE O heaeparnibHOM OpraHe UCMOMHUTENBHOW BNACTy;

3) agpecar;

W) fata AOKYMEHTa;

K) PErMCTPaLMOHHBIA HOMEP LOKYMEHTa;

n) HaMMeHoBaHue NMBO aHHOTaUMs OOKYMEHTa;

(nn. "n" B peq. OocTtanoenenus MNpasutensctea P® ot 07.09.2011 N 751)

M) TEKCT AOKYMEHTa;

H) CCbIfIKa Ha UCXoadLLMIA HOMEpP U AaTy AOKYMEHTa afpecaHTa;

0) OTMETKa O HanMunm NPUNOXEHNI;

n) rpud cornacoBaHus;

p) rpud yTBEPXKAEHUS;

C) BU33;

T) OTTUCK NevaTy;

y) OTMeTKa O 3aBepeHUn Konuu;

&) oTmeTka 06 ucnonHuTerne;

X) yKka3aHus Mo NCMOSTHEHUIO JOKYMEHTA;

L) OTMETKA O KOHTPOJiEe JOKYMEHTa;

4) oTMeTKa 06 MCNONMHEHNN AOKYMEHTa;

L) oTMEeTKa O KOH(pMAEHUMANbHOCTY;

LL}) OTMETKa O MOCTYNMNEHUN AOKYMEHTA.

(nn. "w" BBegeH [doctaHoBneHnveM MNpasutensctea P® ot 07.09.2011 N 751)

10. CocTaB peKkBU3NTOB AOKYMEHTa ONPEAENnAeTcs ero BUAOM N Ha3Ha4YeHMeM.

11. CornacoBaHne OOKyMeHTa B oefeparnbHOM OpraHe MCMONMHUTENbHOM BRactu odopMIIsieTcsl BU3OW
YMOSTHOMOYEHHOrO0 AOMKHOCTHOrO nnua denepanbHOro opraHa ucnonHutensHon Bnactu. CornacoBaHue
OOKyMEeHTa, Co3JaHHOro B dhedepanbHOM oOpraHe WCMNOMHWUTENbHOW BRactu, C ApYyruMu  opraHammu
rocyaapCTBEHHOW BNACTN U opraHm3aLmsamMm oopmniseTcs rpucpom (NMMCTom) cornacoBaHusi, NPOTOKONOM UNu
NMMCbLMOM O COrflacoBaHUN.

IV. TPEBOBAHUA K OPITAHN3ALNN NOKYMEHTOOBOPOTA B ®EJEPAITbHOM
OPIrAHE MCNOJIHNTENBHOW BIACTH
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12. B pokymeHTOOBOpOTE (heaepanbHOro opraHa WCMONHUTENbHOW BMAacTWM BbIAENAOTCS crnegyowme
OOKYMEHTOMOTOKM:

a) noctynarwias goKyMeHTauus (Bxoasias);

0) oTnpaensemasn gOKyMeHTaumsa (Mcxoasawas);

B) BHYTPEHHSIA OKYyMEHTauus.

13. B denepanbsHOM oOpraHe WCMNONHUTENbHOW BMRAcTWM OOCTaBka W OTNpaBka [OOKYMEHTOB
OCYLLECTBSATCA CPeACcTBaMu NOYTOBON CBA3U, penbAberepckon CBA3U U 3NEKTPOCBA3N.

14. [JoKymeHTbI, NocTynawwme B cefepanbHbii OopraH UCMOMHUTENBHOW BNacTu, NPOXoAasT B cnyxbe
Oenonpon3BoacTBa nepBuYHYl0 00paboTKy, perucTpauvio, npegBapuUTeENbHOE pPacCMOTPEHue, nepegady
PYKOBOACTBY Ha pacCMOTpPeEHMEe, NepeaarnTcs UCTIONTHUTENSAM U MOCIE NCMOSTHEHWS NOMELLLAoTCA B Aerna.

15. lMepBrnyHas obpaboTka NOCTYMMBLUMX AOKYMEHTOB BKMOYAET NPOBEPKY MPaBMIIbHOCTU [OCTaBKu
OOKYMEHTOB M Hanuunst AOKYMEHTOB W MPUMOXEHUA K HUM, a Takke pacnpegeneHne [OKYMEHTOB Ha
perncTpupyemble 1 He noanexalune perucrpaumm.

16. Perncrpauust nocTynmBLUMX AOKYMEHTOB OCYLLECTBNSAETCA B [AE€Hb MOCTYMNMEHWS, CO34aBaeMbiX - B
OeHb nognucaHus nnn yTBeEpXXAeHus nmbo Ha crieayoLlwmii pabounii AeHb.

(8 pea. OocraHoBneHud MNpasutensctea P® o1 07.09.2011 N 751)

17. O6palyeHus rpaxgaH perucTpmpyotca n opMuMpyoTcsa B Aena OTAENbHO OT APYruxX LOKYMEHTOB
denepanbHOro opraHa UCNOMHUTENbHOW BNAacTy B COOTBETCTBMM C pernaMmeHToM no pabote ¢ obpalieHusamu
rpaxaaH, yTBepxaaembiM pykoBoauTenem denepansHOro opraHa UCNOMHUTENbHOW BRacTy.

(8 pea. OocraHoBneHud MNpasutensctea P® o1 07.09.2011 N 751)

18. BapeructpupoBaHHble OOKYMEHTbI MepefarTcsi CrnyX0onm [eronpounsBOACTBA Ha pPacCMOTPEeHue
pykoBoauTento denepanbHOro OpraHa WCMOMIHUTENBbHOW BNAcTU WM MO PELUEHU0  PYKOBOAMTENS
denepanbHOro opraHa WCMNOMHUTENBbHOM BNACTU WHBIM - JOIDKHOCTHbIM - NMuaMm  hegepanbHOro  opraHa
uUcnonHUTenNbHoM Bnactu. [OKyMEeHTbl C  YyKa3aHWaMW MO  UCNOMHEHWo  nepeparoTcs  criyxbon
[enonpon3BoacTBa UCMONHUTENSAM.

19. lMopnuHHMK OOKYMeHTa HanpaBnsieTcsa B CTPYKTYpPHOe nogpasgeneHve denepanbHOro opraHa
WCMOJTHUTENBHOW BNAacTK, OTBETCTBEHHOE 3a UCMOJTIHEHME AOKYMEHTA. [1pyn HanMynum HECKONbKUX UCMOSNTHUTENEN
NOOJSIMHHWK OOKYMEHTa nepedaeTcss B CTPYKTYpHOE noapasfernieHne, sBNSAwWeecss OTBETCTBEHHbIM
NCNOSNTHUTENEM, OCTarnbHbIE Nogpa3aeNeHns Nony4aroT KOM1 JOKYMEHTa.

20. [lokymMmeHTbI nocrne ux NoAnMcaHua pykoBoauTenem (3amectutenem pykoBoauTens) degeparnbHoro
opraHa UCMOoNHUTENbHOW BNacTy NepefaroTcs B Criy0y AenonpoM3BOACTBA Afsl PErMCTpauun U OTMpPaBKu.

21. Cnyxba [enonpou3BOACTBA OCYLLECTBMSET MPOBEPKY MNPaBUSIbHOCTM OMOPMIEHUA [OOKYMEHTA,
KOMMMEKTHOCTM [OKYMEHTa W COOTBETCTBMS KONIMYECTBa 3K3EMMNSAPOB [OKYMEHTa CIMUCKY PacCbifku.
HenpaBunbHO 0hOpMITEHHbIE AOKYMEHThLI BO3BPALLLAOTCA UCMOMHUTENH.

22. [lokyMeHTbl noanexart OTNpaBke B AEHb UX PEMMCTPALMN UK Ha criegyoLwmin pabounii aeHsb.

23. Tllepefavya [OOKYMEHTOB MeXAy CTPYKTYPHbIMU nogpasgeneHunamun  deaepansHoOro opraHa
NCMNONHUTENBHOW BNacTu OCYLLECTBsiIeTCA Yepes cryx0y Aenonpon3BOACTBa.

24. B cepepanbHOM opraHe MCMOMHUTENBHOW BRacTu cryxObon [enonpousBoacTBa BedeTcst ydeT
NnocTynawLLMX, CoO3gaBaeMbIX U OTMPaBNsSEMbIX JOKYMEHTOB. [laHHbIe O KONMYecTBe JOKYMEHTOB 00o0LiatoTcs,
aHanuaunpyroTcs cnyx6on [0enonpou3BOACTBA M MPEeACTaBMATCA PyKoBOAUTEN deadepanbHOro opraHa
WCNOSTHUTENBHOW BNACTU B YCTAHOBNEHHOM UM MOPSOKE.

25. B uensx y4eTa v noucka JOKYMEHTOB B CUCTEME 3NEKTPOHHOro AoKyMeHToobopoTa deaeparnbHoro
opraHa _WUCMONHUTENbLHOM BMacTM WCMNOMNb3yloTcsi obsidaTenbHble CBEAEeHWss O [OOKYMEHTax COrfacHo
m. B cucteme anekTpoHHOro gokymeHToobopoTa chefepanbHOro opraHa MCMOSNTHUTENbHON BRacTu
MOTYT MCMOJSb30BaTbCSA AOMNOSIHUTENbHbIE CBEAEHUS O AOKYMEHTaX.

V. LOKYMEHTAIbHbIN ®OHA OEJEPANIBHOIO OPIAHA
NCNOJIHUTENBHOW BJTACTU

26. ®epepanbHbI OpraH UCNONHUTENbHOW BRacTu:

a) dopmmpyeT CBOW AOOKyMEHTamnbHbIi (PoHO n3 obpasylwmxcsa B Mpouecce ero AesATenbHOCTM
OOKYMEHTOB;

0) paspabaTtbiBaeT 1 yTBEPXKAAET NO COrnacoBaHuio ¢ deaeparnbHbiM OPraHoM MCMNOMHUTENBHOW BMacTu
B 0B6racTu apxvBHOro fgena nepeyvyeHb JOKYMEHTOB, 06pasyloLmMXcs B NpoLecce ero OeaTenbHOCTU, a Takke B
npoLiecce AeATENbHOCTM NOABEAOMCTBEHHbIX €My OpraHn3aLmi, ¢ ykazaHueM CPOKOB XpaHEeHMS!.

27. dopmupoBaHne [AOKyYMeHTanbHOro ¢oHaa denepansbHOro opraHa WCMNOMHUTENbHOW  BRacTu
ocyliecTBnsieTcsa crnyxbon genonpous3BoacTBa NyTEM COCTaBMEHWMS HOMEHKNATypbl Aen, hOpMMPOBaHUSA U
odopMneHuns ger, obecneyeHms NX COXPaHHOCTW, yyeTa M nepegjadv gen B apxvB begepanbHOro opraHa
NCNOSTHUTENBHOW BNacTu.

KoHcynbTaHnTlntoc
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28. HomeHknaTypa gen defeparnbHOro opraHa UCNonHUTENbLHON BracTu:

a) cocTaBngeTca cnyx0OoW [OenonpovM3BOACTBA HAa OCHOBE HOMEHKNAaTyp [Aen  CTPYKTYPHbIX
nogpasgenexHun;

©0) yTBepXgaeTcs nNocne ee cornacoBaHusi C LIEeHTparbHOM 3KCNepTHON KoMUccuern doegepanbHOro opraHa
NCMNOMHMTENBHOW BriacTn pykoBoauTenem deaepanbHOro opraHa UCMONHUTENbHOM BNAacTM He Mo3gHee KoHua
TeKyLLero roga u BBOAUTCS B AenCTBME C 1 gHBaps criegyloLero roaa;

B) OOMH pa3 B 5 neT cornacoBbiBaeTCs C 3KCNEPTHO-NPOBEPOYHON KOMUCCHEn deaeparbHOro
rocygapCTBEHHOIO apxvBa, B KOTOPbIA NEepefarTca Ha MOCTOSHHOE XpaHeHue obpa3sylolimecs B npouecce
heaTenbHOCTU heaepanbHOro opraHa WUCMOMHUTESNbHON BRacTu AOKyMeHTbl ApxmBHOro ¢oHga Poccuinckon
depepauuy;

r) B cnyvyae WM3MeHeHus (yHKUMA W CTPYKTYpbl dedepanbHOro opraHa WCMONHUTENbHOW BMAAacTu
NOANEXMNT COrnacoBaHUIO C AKCNEPTHO-NPOBEPOYHON KOMUCCHUEN dheaepanbHOro rocyaapcTBEHHOrO apxuBea.

29. HaumeHoBaHVAMU pasfernoB HOMEHKNaTypbl Aen deaepansHOro opraHa MCNOMHUTENBHON BRacTu
ABNSATCA HAMMEHOBaHWSA CTPYKTYPHbIX NogpasfaeneHnin defeparnbHOro opraHa MCNonHUTENBHOW BracTu.

30. dena dopmmpytoTcs B COOTBETCTBUM C HOMEHKNATypon Jden, a Takke C cobnogeHneM npuHLMNOB
cucTemMaTM3auum JOKYMEHTOB U UX pacnpegeneHus (rpynnMpoBKuU) Ha gena NoCTOAHHOTO, BPEMEHHOIO (CBbILLe
10 neT) xpaHeHusi, B TOM 4Yucre Ha ferna no NMYHOMY cCocTaBy, U Ha pgena BpemeHHoro (oo 10 nert
BKMIOUYUTENBHO) XPaHEHUSI.

31. lena co gHA mnx dopMupoBaHua OO nepefadnm B apxuB eaepanbHOro opraHa MCNOMHUTENbHOW
BMAaCTM UMM HA YHUYTOXEHME XPAHATCS B CTPYKTYPHbIX MOAPA3AENEHUSX MO MECTY X (hopMUpPOBaHMS.

32. [lena BblgaTCA BO BPEMEHHOE MOMb30BaHNE COTPYAHMKAM CTPYKTYPHbIX MOAPa3fernieHnii Ha Cpok,
onpegensieMbln pykoBogutenemMm degepanbHOro opraHa MCMOMHUTENbHON BMAacTW, U MOCMne ero UcTeyeHus
noanexat BO3BpaTy.

MHbIM rocyaapCTBEHHbLIM OpraHam W opraHu3aumsiM gerna BblAaloTCHd Ha OCHOBAHWM WX MUCbMEHHbIX
3anpocoB C paspelleHus pykoBoautens eaepanbHOro opraHa WCMNOMHUTENbHOW BRactu  wnu - ero
3aMeCcTUTENS, Kyp1pYHoLLLEero BONpOChl 4eNonpon3BoacTea.

33. Ni3bsaTne AOKyMEHTOB M3 AeNT MOCTOSIHHOIMO XpPaHeHWsl OOMYCKaeTCA B WCKMYUTENBbHBLIX CIydasx u
NpOM3BOAMUTCH C pa3peLleHns pykoBoauTens degepanbHOro opraHa MCNoIHUTENBHOW BacTu C OCTaBIieHNEM B
Aene Konuu JOKYMeHTa, 3aBepeHHON B YCTaHOBNEHHOM MOPSAAKE, M akTa O NpuyMHax Bblgavm NOANMHHUKAE.

34. [lena nocTostHHOro u BpeMeHHoro (cebiwe 10 NeT) xpaHeHWs nepepatoTcd B apxuB dedeparbHOro
opraHa UCMonHUTENbHOW BNacTn He paHee 4YeM Yepes 1 roa 1 He nosgHee YeM Yepes 3 rofga co AHA Havana ux
NCMOMb30BaHNA WM XpaHeHWst B CTPYKTYPHbIX noapasgeneHusx. Mepepada gen B apxuB  doedeparnbHOro
opraHa WCMONHUTENbHOW BMAAcTM MNpPOM3BOAMTCA Ha OCHOBAHMM OMUCEN pJen MOCTOSIHHOrO  XpaHeHwus,
BpeMeHHoro (cBbiwe 10 neT) XpaHeHuMss M N0 JIMYHOMY COCTaBy, COCTaBNAEMbIX B CTPYKTYPHbIX
nogpasgeneHusax enepanbHOro opraHa ucnonHuTenbHon Bnactu. [ena BpemeHHoro (o 10 net
BKITIOYMTENBHO) XpaHeHus B apxuB dedepanbHoro opraHa WCMNOMHWUTENbHOW BracTM He nepefalTcs U
noanexaT YHUYTOXEHWUIO B YCTAHOBNEHHOM NOpsaKe.

35. OcHoBoW cocTaBrneHnst onucen Aern NoCTOSAHHOIo 1 BpeMeHHoro (cBbiwe 10 neT) xpaHeHus siBnseTcs
HOMeHKNnaTypa gern.

KoHcynbTtaHTlntoC: npumevaHume.

Mo Bonpocam, KacawWUMCA COCTaBlieHUs HOMEHKNaTypbl Aen wu onucen fern, GopMupoBaHus U
ocbopmneHns gen, a TakKe YHUUTOXEHUS Oen BPEeMEeHHOro XxpaHeHus, cM. "OCHOBHble npasuna paboTbl
BEOOMCTBEHHbIX apxuBoB" (yTB. [pukasom Masapxmsa CCCP o1 05.09.1985 N 263), "OcHoBHble |
paboTbl apxvMBoB opraHusauunn” (ogobpeHbl peweHnem Konnermm PocapxuBa ot 06.02.2002), |
JenonponssofcTea B dpeeparnbHbiX OpraHax UCMNonHUTeNnbHOW BnacTu, yTB. lNoctaHosneHnem lNpaButenscTea
P® ot 15.06.2009 N 477.

36. Nopsiaok cocTaBneHnss HOMEHKNaTypbl Aen u onucen gen, opmMumpoBaHus U odopmMmreHuss gen, a
TakKe YHUYTOXEHMS [en BPEMEHHOro XpaHeHuss B dedepanbHOM OpraHe WUCMOMHUTENbHOW  BMAACTy
onpegenseTcs degepanbHbIM OpraHoM MCMNONHUTENBHON BracTu B obnactn apxmBHOro gena.

VI. OCOBEHHOCTW PABOTbI C SNIEKTPOHHBLIMW JOKYMEHTAMW
B ®EQEPAJIbHOM OPIr'AHE NCTTONMHUTEJIbHOW BNNACTU

(8 pea. OocraHoBneHud MNpasutensctea PP o1 07.09.2011 N 751)

37.B (bep,epaanOM opraHe NCMNONHUTENbHON BNACTU CO34alTCs U NCNONb3YTCA:
QIIEeKTPOHHbIE  OOKYMEHThI, co3aaBaemble B 3]'IeKTp0HHOI7| cbopme oe3 npenBapuUTesibHOro
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06 ytBepxaeHuun MNpasun genonponssoacTsa B deaepa...

OOKYMEHTUPOBaHMSA Ha ByMaXXHOM HOcUTENE;

3MNEKTPOHHblE 00pasbl OOKYMEHTOB, MOMy4YeHHble B pe3ynbTaTe CKaHUMPOBaHWMA [OKYMEHTOB MU
XpaHsiLLmecs B CUCTEME 3NIEKTPOHHOIO AOKYMEHToobopoTa.

ONEKTPOHHbIV AOKYMEHT AOMKeH 6biTb ohopmMieH no o6WwyM npaBunamMm Aenonpous3BoacTBa M UMETb
PEKBU3NTbI, YCTAHOBMEHHbIE OS5 aHANOIMMYHOro JOKyMeHTa Ha ByMaxXHOM HocuTene, 3a UCKMIoYeHneM OTTUCKa
neyaTtu n nsobpaxeHus NocygapcteeHHoro repba Poccuiickon denepavmm.

38. Tlpu nepepave OnNEKTPOHHbIX [OOKYMEHTOB B [JpyrMe rocyfapCTBEHHble oOpraHbl  OOKYMEHThI
3aBEPSAIOTCS SMEKTPOHHOW Noanucklo hefepansHOro opraHa UCMONHUTENBHOWM BacTu - aBTopa [OKYMEHTa B
cooTBeTCcTBMM C PeeparnbHbiM 3akoHoM "O6 anekTpoHHOM noanucun”.

39. MNpwn obpaboTke, pacCMOTPEHUN, COrMacoBaHMN U NOAMUCAHNM ANIEKTPOHHbIX JOKYMEHTOB B CUCTEME
3NEKTPOHHOIrO  AOKYMEHTOO6OpOTa BO  BHYTPEHHEM  OOKyMeHToobopoTe  dpedepanbHOro  opraHa
WCNOSMHUTENBHOM BNAacTU MOrYT MCMOMb30BaTbCA Cnocobbl MOATBEPXOEHUA AOEUCTBUA C  3NEKTPOHHbIMU
OOKyMEeHTamMu, Npu KOTOPbIX 3MNEKTPOHHAsA MOAMUCb He WUCNOoNb3yeTcsd, Mpu YCMAOBUKM, YTO MporpammHble
cpencrtea, nNpuMeHsiemble B defepanbHOM OpraHe WCMOMHWUTENBHOW BriacTh, MO3BOMSAOT OA4HO3HAYHO
naeHTUMUMpoBaTh MU0, NogNncaBLLee JOKYMEHT.

40. CocTaB 3MEeKTPOHHbIX JOKYMEHTOB, obpalialomuxca B CUCTEME 3NEKTPOHHOro AOKyMeHToobopoTa,
onpegenseTca pykosoguTtenemMm denepanbHOro opraHa MCMOMHUTENbHOW BflacTM Ha OCHOBE pPeKOMEHOauun
denepanbHOro apxvMBHOMO areHTCTBa M B COOTBETCTBMM C NepeyvyHeM AOKYMEHTOB, CO3[aHWe, XpaHeHue U
NCNoNb30BaHNE KOTOPbIX MOXET OCYLLECTBIATLCHA UCKMIOUYUTENBHO B (POPME 3NEKTPOHHBIX JOKYMEHTOB.

[MepeyeHb OOKYMEHTOB, CO34aHME, XPaHEHWE W WCMOMb30BaHME KOTOPbIX MOXET OCYLLEeCTBATLCA
UCKIMIOYNTENBHO B (DOPME 3NEKTPOHHBLIX [OKYMEHTOB, YTBEPXOAETCS pyKoBoAWTenemM deaepanbHOro opraHa
NCMNOMHMTENBHOW BNacTu No cornacosaHuio ¢ PegeparnbHbiM apXMBHBIM areHTCTBOM.

41. OneKkTpOHHblE OOKYMEHTbI CO34alTCsl, 060pabaTbIBAOTCA U XPAHATCA B CUCTEME 3NEKTPOHHOIO
OokymeHToobopoTa dhedepanbHOro  opraHa  UCNOMHUTENbHOM  Bractu.  Cuctema  3NEKTPOHHOrO
OOKYMeHTOO0O0poTa dheeparnbHOro opraHa UCNoSTHUTENbHOW BNAacTK JOJMKHA COOTBETCTBOBATL TpeboBaHUsAM,
yCTaHOBMNEHHbIM MUHNCTEPCTBOM CBSA3M M MacCoBbIX KOMMYHMKaLmMin Poccuinickon denepaumm.

42. lNMpuem 1 oTnpaBKa MNEKTPOHHbBIX JOKYMEHTOB OCYLLIECTBNSATCS CNy>00i 4enonporM3BOACTBa.

43. Tlpu nonyyYeHWN INEKTPOHHbLIX [AOKYMEHTOB, MNOAMWCAHHBLIX 3NIEKTPOHHOM MNOoAMnUCbio, cryxba
[enonpons3BoaCcTBa OCYLLECTBIISET NPOBEPKY MNOAMMHHOCTM 3NEKTPOHHON NOANUCH.

44. Tpu nepefadvye MNOCTYMMBLUMX 3MEKTPOHHbLIX [AOKYMEHTOB Ha pPacCMOTPEHUE pykoBoaUTENS
denepanbHOro opraHa WCMNOMHUTENbHOW BMNACTW, HanpaBneHWW 3MEeKTPOHHbIX LOKYMEHTOB B CTPYKTYPHbIe
noapasgeneHns n OTBETCTBEHHbIM NCMONMHUTENAM ddedeparnbHOro opraHa UCMoNIHUTENBHON BMNacTh, OTMpaBke
3MNEKTPOHHbIX JOKYMEHTOB M XPaAHEHUU SMEKTPOHHBIX LOKYMEHTOB BMECTE C 3MEKTPOHHbIMW [AOKYyMEHTaMu
nepegatoTcs (HanNpaBnATCA, XPAHATCHA) UX PErMCTPaUMOHHbIE AaHHbIE.

45. [lokymeHTbI, co3aaBaeMble B (begepanbHOM OpraHe UCMONHUTENbHOM BNacTu 1 (Unun) NocTynmBeLLME B
denepanbHbI OpraH UCMNOMHUTENBHOM BRacTM Ha ByMaxXHOM HOCUTENE, BKIHOYAOTCA B CUCTEMY 3MEKTPOHHOIo
JOKYMEHTOO0O0pOTa MNocfie CKaHUMpOBaHWUS W CO3LaHWUsSI SNEKTPOHHbIX 00pa3oB AOKyMEHTOB. BkrnoueHue
3MIEKTPOHHOTO OoOpasa [JOKyMeHTa B CUCTEMY 3JIEKTPOHHOIO [OKYMEHTOOOopoTa BO3MOXHO MoOcfe ero
CPaBHEHUS C NOAJIMHHMKOM AOKYMEHTA.

46. EanHnuen yyeTta anekTpoHHOro AOKyMeHTa ABNAETCSA SNEKTPOHHbIN JOKYMEHT, 3aperMcTpupoBaHHbIN
B CUCTEME 3MEKTPOHHOrO AOKYMEHTOODOpOTa heaepanbHOro opraHa UCNOSTHUTENBHOM BNacTu.

47. OneKkTpOoHHblE OOKYMEHTbl (hOPMUPYIOTCS B Aena B COOTBETCTBMM C HOMEHKNaTypon paen wu
WHOEKCUPYIOTCH B NOPsSiAKE, YCTAHOBIIEHHOM B OTHOLLUEHUW Aef, COCTaBMEHHbIX U3 LOKYMEHTOB Ha OyMakHOM
HocuTene.

Mpu cocTaBneHn HOMEHKNaTypbl A€M yKa3biBaeTCs, YTO AeN0 BeeTCs B 3NIEKTPOHHOM BUAE.

48. ONeKTpOHHbIE OOKYMEHTbI MOCI e UX UCMONTHEHNS NOANEXaT XPaHEHUIO B yCTAHOBNEHHOM MOpsike B
denepanbHOM OpraHe WCMOSNTHUTENBbHOM BAacTM B TEYEHWE CPOKOB, MPEAYCMOTPEHHbIX ANs  aHaNoOrm4yHbIX
OOKYMEHTOB Ha GymMaXHOM HocuTene.

49. lNocne UcTeyeHns cpoka, YCTaHOBIIEHHOrO ANS XpaHeHUsi SNEKTPOHHbIX JOKYMEHTOB, OHU noanexaT
YHUUTOXEHUIO HA OCHOBAHMM aKTa, YTBEPXOEHHOIO pykoBoauTenem denepansHOro opraHa WMCMNONMHUTENbHOM

BracTu.
MpunoxeHue
k MpaBunam genonponssoacTea
B (beepanbHbIX opraHax
KoHcynbTaHnTlntoc
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MCMNONHUTENBLHOW BNacTn

MNEPEYEHb
OBAS3ATENbHbIX CBEAEHWM O JOKYMEHTAX, NCIMOJIb3YEMbIX
B LETAX YYETA N NMONCKA JOKYMEHTOB B CUCTEMAX 3JIEKTPOHHOI'O
AOKYMEHTOOBOPOTA ®EEPAJIbHbLIX OPFTAHOB MCMONHUTENBHOW BNACTHU

Cn1cok N3MeHsIIoLWNX JOKYMEHTOB
(8 pea. OocraHoBneHud MNpasutensctea P® o1 07.09.2011 N 751)

1. AgpecaHT
2. Agpecart
3. JomkHOCTb, hamMunusa n nHMumanel nuua, nognucasLLero JOKYMeHT
4. By ookymeHTa
5. laTta ookymeHTa
6. Homep gokymeHTa
7. aTa noctynneHuns AOKyMeHTa
8. Bxogsawmmn Homep JOoKyMeHTa
9. Cchbinka Ha ucxogdLmm Homep 1 aaTy JOKyMeHTa
10. HaumeHoBaHMe nMbo aHHOTaUMsA OOKYMEHTa
(n. 10 B pea. OocraHoBnenud MNpasutensctea P® ot 07.09.2011 N 751)
11. Hpekc gena
12. CBeaeHnst 0 nepeagpecaumm JOKyMeHTa
13. Konnyectso NUCTOB OCHOBHOIO JOKYMEHTa
14. KonnuecTtBo NpunoxeHumn
15. ObLLEee KONUYECTBO JIUCTOB NPUMNOXEHNI
16. YkasaHusi N0 UCMNONHEHUIO AOKYMEHTa
17. JlormkHOCTb, dhamunmsa n MHMUManbl UCMoSTHUTEeNs
18. OTmeTka 0 KOHUAEHLMANBHOCTH

KoHcynbTaHnTlntoc
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