Ony6nukoBaHo 24 nioHsa 2009 .

Bctynaet B cuny: 2 uona 2009 r.

MoctaHoBneHue NMpaButenbcrBa Poccunckoun degepaunm ot 15
nroHa 2009 r. N 477 r. MockBa 06 yrBep>xaeHum NMpasun
AenonpousBoAcCTBa B peaepasibHbIX OpraHax UCNoOJIHUTESIbHOMU
BJ1aCTH

B cooTtBeTcTBUM co cTaThen 11 PegepanbHoro 3akoHa "O6 nHhpopmaumn,
MHGOPMAaLIMOHHBIX TEXHOMOMMSAX U 0 3aLunTe nHgpopmaumn” NpaBnuTensCcTBO
Poccuinckon ®egepaunn nocTaHOBNAET:

1. yTBep,EI,I/ITb npunaraemMble I'Ipaana genonpon3soacrtsea B cbe,u,epaanblx opraHax
WUCNOMNHUTENBHOW BNACTU.

2. N3noxuTb NyHKT 11.1 TNoBoro pernameHTa B3anmogencrems doeaeparbHbIX
OpraHoB MCMNOMHUTENBHON BNACcTW, YTBEPKAEHHOIro NocTaHoBneHnem lNpaButenscTBa
Poccunckon ®egepaunm ot 19 ausapsa 2005 r. N 30 (CobpaHue 3akoHogaTenbCcTBa
Poccuiickon ®enepaunn, 2005, N 4, ct. 305; 2009, N 12, cT. 1429), B cneayioLen
penakunmn:

"11.1. enonpoun3BoACTBO B (hefepanbHblX OpraHax UCNOSTHATENBHOW BNacTu
OCYLLIeCTBNAETCA B COOTBETCTBUM C [1paBnnamu genonpon3sBoacTtsa B beaepanbHbIX
opraHax UCMofHUTESTIbHOW BracTu, yTBepXXAeHHbIMWU NocTaHoBneHneM NpaBuTenscTBa
Poccuinckon ®epnepaumm ot 15 ntoHa 2009 r. N 477. Ha ocHoBe ykasaHHbIx [1pasun
beaepanbHble opraHbl UCMOMHUTESNTbHOW BIACTU NO COrnacoBaHuio ¢ oeaepasbHbIM
OpraHoM UCMOSTHUTENbHOW BNacTu B 06nacTu apxvMBHOroO Aena n3garT MHCTPYKLMU Mo
AenonpousBoacTey.".

3. N3noxuTb NyHKTbI 2.38 1 2.39 TUnNoBoro pernameHTa BHYTPEHHEN OpraHM3aunm
deaepanbHbIX OPraHoB UCMNONTHUTENBHOM BAcTU, YTBEPXKAEHHOIO NOCTAHOBIIEHNEM
MpaButenbctBa Poccuiickon Peaepaumm ot 28 mnonga 2005 r. N 452 (CobpaHue
3akoHogaTtenbcTBa Poccuinckon degepaumm, 2005, N3 1, ct. 3233), B criegyrowen
penakummn:

"2.38. [lenonpon3BoncTBo B heaeparnbHOM opraHe UCNOSTHUTENbHOWN BlacTu
OCYLLEeCTBNAEeTCS B COOTBETCTBUM C [1paBmunamu genonpounsBoacTea B heaepanbHbIX
opraHax UCMoSTHUTENbHOWN BNACcTW, YTBEPXKAEHHbIMU NOCTaHOBNEHWeM [NpaBuTenbCcTBa
Poccunckon degepaunm ot 15 nioHs 2009 r. N 477. Ha ocHoBe ykasaHHbIX [pasun
doeaepanbHbIN OpraH UCNOSTHATESBHOM BI1AaCTU MO cornacoBaHuio ¢ oeaepanbHbIM
OpraHoM UCMONHUTESTbHOW BriacTu B 0611acTu apXmBHOro gena nsgaeTt MHCTPYKUMIO No
Aeronpov3BOACTBY.

PaboTa ¢ cekpeTHbIMN JOKYMEHTaMu, WwndpoTenerpammamm, 4pyruMmm JOKyMeHTamMm
OrpaHMYeHHOoro A4ocTyna, a Takke obpaboTka cekpeTHOM 1 apyron nHpopmaumnm
OrpaHMYEHHOro A0CTYyNa OCYLLECTBISAOTCA B COOTBETCTBMM CO CneumnarnbHbIMU
NHCTPYKUMAMN.

2.39. OpraHusauus 1 BegeHne genonponsBoacTea B oegepanbHOM opraHe
NCMONHUTENbHOW BRIAaCTU OCYLLECTBAATCA CTPYKTYPHbBIM NogpasgeneHmem
dreepanbHOro opraHa UCMONMHUTENBHOM BNAacTu, Ha KOTOPOE BO3MNOXEHbl OYHKLNUN MO



BEZIEHUIO AeNOoNPOon3BOACTBA, a TaKkkKe Nuuamn, OTBETCTBEHHbIMY 3a BefileHne
AEeNonpon3BOACTBa B APYrUX CTPYKTYPHbIX NogpasaeneHusx deaeparnsHoro opraHa
NCNOSTHUTENbHOM BracTn.".

4. ®egepanbHoMy apxuBHOMY areHTcTBY Ao 1 auBaps 2010 r. yTBepAuTb MeToaMYecKkue
pekoMeHgauun no paspaboTke MHCTPYKUKUA MO AeNoNpou3BOACTBY B dedeparnbHbIX
opraHax UCNoNHNTENbHOW BIiacTu.

MNMpepcepartens NpaButenbctBa Poccunckon Pepepauum

B. MyTuH

NMpaBuna penonpousBoacTBa B theaepanbHbIX OpraHax UCMOSTHUTENIbHOW BNacTu

. O6wume nonoxeHun

1. Hactosiwume lMNpaBuna yctaHaBnmBaloT e4uHbIA NOPSAOK Aenonpon3BOACTBa B
deaepanbHbIX OpraHax UCNOSTHUTESNbHOW BaCTu.

2. [lencTteue HactoAwmx NpaBun He pacnpocTpaHaeTcs Ha opraHmnsauuio paboTbl ¢
AOKYMEHTamu, coaepXXalluMn rocyAapCTBEHHYIO TarHy.

3. ®egepanbHbl OpraH UCMONHUTENLHOW BNacTn Ha OCHOBE HacToAwwmx Npasun ¢
y4eTOM YCIOBUI 1 cneumdmrKkn CBOEN AeATENBbHOCTU pa3pabaTbiBaeT MHCTPYKLNIO NO
AernonpovsBOACTBY, YTBEPXAaeMy pykoBoauTenem degeparnbHOro opraHa
NCMOMNHUTENbHOW BfIaCTU NO COrnacoBaHuio ¢ oeaepanbHbiM OpraHoM UCMONHUTESNTbHON
Bfiactu B 06r1act1 apxmBHOro gena.

Il. OcHOBHbIE NOHATUA
4. B HacToswwmx NpaBunax ncnonb3yTcs creayroume OCHOBHbIE MOHATUSA:

"NOKyMeHTMpoBaHue" - omkcauma nHopMauum Ha MaTepuarnbHbIX HOCUTESSX B
YCTaHOBIIEHHOM MOPSAKE;

"nenonpon3eoacTBO” - 4eATENbHOCTb, 0becneymBarowas cosgaHme oduunanbHbIX
AOKYMEHTOB 1 OpraHn3aumio paboTbl C HUIMK B doefiepanbHbIX OpraHax UCnomHUTENTbHON
BnacTu;

"OOKYMEHT" - oomumnanbHbIn JOKYMEHT, CO3L4aHHbIN roCcyapCTBEHHbIM OpraHoMm,
OpraHoOM MeCTHOro camoynpaBfeHusi, PUANYECKUM UNN PU3NYECKUM NTULIOM,
0OOPMIIEHHbIN B YCTAHOBIEHHOM NOPSAKE U BKITHOYEHHbIN B LOKYMEHTOOOOPOT
denepanbHOro opraHa NCNOSTHUTENBLHOW BNacTy;

"NOKYMEeHTO060pOoT" - ABMKEHME JOKYMEHTOB C MOMEHTA UX CO3[4aHNSI UMW NONYyYeHUs
[0 3aBepPLUEHNSI UCNONHEHMS!, MOMELLEHNS B AENO U (UNK) OTNPaBKY;

"peKBU3NT OOKYMEHTA" - 06a3aTeNbHbIN ANIEMEHT OPOPMIEHUS JOKYMEHTA;
"NOASNIMHHUK JOKYMEHTA" - NepBbi NN €0UHCTBEHHbBIN 9K3EMMNAP JOKYMEHTA;

"Konna JoKyMeHTa" - JOKYMEHT, NOSTHOCTbI0 BOCNPOU3BOASALLMIA MHPOpMaLInIO



NOANMHHMKA AOKYMEHTA U €ro BHELUHME NPU3HaKWN, HE UMEHLLIA FOPUONYECKON CUTbI;

"perncTpauust AoKyMeHTa" - MPUCBOEHNE AOKYMEHTY PErMCTPaALMOHHOIo HoMepa U
3anucb B YCTAHOBINEHHOM MOPSIAKE CBEAEHWI O AOKYMEHTE;

"HoMeHKnaTypa gen" - cuctemaTtmsnpoBaHHbIN NepevyeHb HaMMeHoBaHU gen,
opMmnpyembix B pefepanbHOM opraHe UCNOSTHUTENBHOW BNacTn, C yKkazaHMeM CPOKOB
NX XpaHeHus;

"neno" - COBOKYNMHOCTb AOKYMEHTOB UIU OTAENbHbIN JOKYMEHT, OTHOCALLMECH K OQHOMY
BOMPOCY NN Y4acTKy AeATenbHOCTU doeeparnibHOro opraHa UCNoSIHUTENbHOM BNacTy;

"cnyxba genonponsBoacTea” - CTPYKTypHOE noapasneneHne denepanbHOro opraHa
NCMONHUTESTIbHOW BIaCTU, HA KOTOPOE BO3MOXEHbl PYHKLUMN MO BEAEHUIO
AEeNonpon3BOACTBA, a Takke nuua, OTBETCTBEHHbIE 3a BeAeHWe Aenonpon3BoACcTBa B
APYrux CTPYKTYPHbIX NoapasaeneHnax deaepansHoro opraHa UCnosmHUTENbHOW BNacTu.

lll. CospaHue noKyMeHTOB B heaepanbHOM opraHe UCNOJIHUTENIbHOW BRacTun

5. [lokyMeHTbI, co3faBaeMsble B (peepanbHOM opraHe UCMNONTHUTENBHOW BNacTHu,
ogopMnATCA Ha BraHkax, Ha cTaHAapTHbIX NncTax bymarn oopmata A4 (210x 297
MM) mnn A5 (148 x 210 mm) nubo B BUAE 3NEKTPOHHbBIX AOKYMEHTOB U AOMKXHbI UMETb
YCTaHOBJEHHbIA COCTaB PEKBM3NUTOB, X PACMONOXEHMNE N OPOPMIEHNE.

6. bnaHkn pegepanbHOro opraHa UCNOSTHUTENBHOW BNacTu paspadaTtbiBaloTCa Ha
OCHOBE YrII0BOro UnNun NPoAONbHOrO BapmaHTa pacrnonoXeHnsi pekBu3nToB. pu
YrfIOBOM BapuaHTe pekBu3nTbl 6niaHka pacnonaratoTca B BEpXHEM NeBOM Yrily nucra.
Mpy NpogonbHOM BapuaHTe pekBn3nTbl BriaHka pacnonaraloTca nocepeanHe nucra
BOOJSTb BEPXHErO Nonsi.

7. Kaxabli NINCT JOKyMeEHTa, OhOPMIIEHHbIN Kak Ha BnaHke, Tak U Ha CTaHAapPTHOM
nncte bymarn, oormkeH umeTb nongd He meHee 20 mm - nesoe, 10 mm - npaBoe, 20 MM -
BepxHee n 20 MM - HWXHee.

8. Obpasubl 6naHKoB yTBEPXKOATCA NPUKa3oM pykoBoauTens defgepanbHOro opraHa
NCMNONHUTENbHOW BRacTu.

9. PekBuantamm OOKYMEHTOB, COo3aBaeMbIX B npouecce AedATeribHOCTU cbe,u,epaanoro
opraHa NCMNOSTHUTENbHOW BAcTU, ABNAKTCS:

a) NocypapctBeHHbIi repb Poccuiickon depepauuu;

6) HanmeHoBaHWe drefeparnbHOro opraHa UCNOMHUTENBHOMW BacTu;
B) AOMMKHOCTb Nnua, NoAnMcaBLLEero JOKYMEHT;

r) noanuchb OOMKHOCTHOrO Nuua;

A) BUA AOKYMEHTa;

€) MecTo cocTaBneHus (M3gaHns) JOKYMEHTa;



) cnpaBoYHbIE AaHHble O dhefepanbHOM OpraHe UCMOSTHUTENBHOW BNacTy;

3) agpecar;

n) naTa OOKYMEHTa;

K) permcTpaLmoHHbI HOMEP JOKYMEHTA;

) HAaMMEHOBaHWNE OOKYMEHTa;

M) TEKCT JOKYMEHTa;

H) CCbIflka Ha NCXOOSALWNIM HOMEP U AaTy JOKYMEHTa aapecaHTa;

0) OTMETKa O Hann4nm NPUIIOXEHNN;

n) rpuc cornacoBaHus;

p) rpud yTBEPXOEHUS;

C) BU3a;

T) OTTUCK NeYaTw;

y) OTMETKa O 3aBEPEHUMN KOMUMU;

&) oTmeTka 06 ncnonHutene;

X) YKa3aHUs N0 UCMOSTHEHNIO AOKYMEHTA;

L) OTMETKa O KOHTPOSe JOKYMEHTa;

4) oTMeTKa 06 UCMONMHEHUN LOKYMEHTA;

L) OTMEeTKa O KOHpMAEHUMANBbHOCTMW.

10. CocTaB pekBM3NTOB JOKYMEHTA onpeaenseTcs ero BUAOM U Ha3HaYEHMEM.

11. CornacoBaHue gOKyMeHTa B pefepanibHOM opraHe UCMNOSTHUTENbHOW BNacTu
odopmnsaeTca BU30M YNONTHOMOYEHHOIO JOMMKHOCTHOIO Nivua doeepanbHOro opraHa
ncrnonHutTenbHon BracTtu. CornacoBaHne OKYMeHTa, CO30aHHOro B oegepasnibHoM
opraHe UCNoJSIHUTENbHOW BNacTu, C APYrMMn opraHamMu rocyaapCTBEHHOM BNacTu 1
opraHusaunammn oopmnseTcs rpudom (NMMCToM) cornacoBaHms, NPOTOKOIOM UK

NMMCbMOM O COrfiacoBaHUN.

IV. TpeboBaHus K opraHusaumum oOKymMeHToobopoTa B theaepanbHOM opraHe
MCMNOSIHUTENIbHOW BNacTun

12. B gokymeHToO0b60pOTE (heaepanbHOro opraHa UCMONHUTENBbHOW BracTU BblOENSOTCSA
cnegyrowme JOKYMEHTOMOTOKN:



a) nocTtynaroLlasa 4OKyMeHTaums (Bxoasias);
0) oTnpaBnsemasa JOKyMeHTaums (mcxoasiias);
B) BHYTPEHHSAS! AOKYMEHTaLUUs.

13. B dbegepanbHOM opraHe NCNOSTHUTENBLHOW BNAacTN JOCTaBKa U OTNpaBKa
AOKYMEHTOB OCYLLECTBIIATCA cpecTBamMum NOYTOBOW CBA3N, penbaberepckon CBA3n n
3NEKTPOCBA3MN.

14. [lokyMeHTbl, nocTynawuwme B peepanbHbli OpraH UCMONMHUTENbHOM BNAcTy,
NPOXoAdAT B criy>kbe AenonpovsBoacTBa NepBuYHyo 06paboTky, perncrpaumio,
npeaBapuTenbHOE pacCMOTpeHWe, nepegady pykoBOACTBY Ha pacCMOTPEHue,
nepenarTca UCNOSTHUTENAM U NOCne UCNONHEHNA NOMELLaTCA B Aena.

15. MNepBuYHas 06paboTka NOCTYNUBLUMX 4OKYMEHTOB BKMOYaET NPOBEPKY
NPaBUIbHOCTU JOCTaBKN JOKYMEHTOB M HANN4ns JOKYMEHTOB W NPUIOXEHUI K HUM, a
Takke pacrnpeeneHne 4OKYMEHTOB Ha perncTpmpyemble 1 He noanexatiime
perncTpauum.

16. Pernctpaumsi nocTynMBLUNX LOKYMEHTOB OCYLLIECTBMSAETCSH, Kak NpaBuno, B AeHb
NOCTYNMEHNS, CO34aBaeMbIX - B A€Hb NOANUCAHUSA UK yTBEPXAeHUs Nbo Ha
cnegyoowmnn paboymi aeHb.

17. OBpalLeHna rpaxgaH perncTpupyroTes 1 (bopMupyloTes B Aena OoTAENbHO OT APpYyrnX
AOKYMEHTOB (peepanbHOro opraHa UCrnonHUTENbHOW BiacTu.

18. 3aperncTpupoBaHHble JOKYMEHTbI NepeaatoTcs cryxbomn aenonpomM3BoacTBa Ha
paccMoTpeHne pykoBoauTento oeaepanbHOro opraHa UCNONHNUTENBHOM BRacTu Unn no
peLLEeHMIO pykoBoauTensa deaepanbHOro opraHa UCNoMHUTENbHON BNAacTU UHbIM
AOIMKHOCTHBLIM NLam heaepanbHOro opraHa UCNosTHUTENbHOW BnacTu. [JokyMeHTbI C
yKasaHusiMM Mo UCMOSTHEHUIO NepeaarnTcs Crny»00i Aenonpon3BoACcTBa UCMOMHUTENSIM.

19. MoANMHHUK JOKYMEHTa HanpaBnseTcsl B CTPYKTYpHOe noapasaereHne
denepanbHOro opraHa UCMNONMHUTENbHOW BracTu, OTBETCTBEHHOE 3a UCMONTHEHME
AokymeHTa. Mpu HanuymMm HeCKonbKUX UCNOMNMHUTENEN NOANMHHUK OOKYMEHTA
nepenaeTcs B CTPYKTYpPHOE noapasaeneHve, ABnsitoLeecs OTBETCTBEHHbIM
NCMNOSHUTENeM, ocTanbHble NoApasaeneHnst Nony4arT KOMUIo OKYMEHTA.

20. [lokyMeHTbI Nocne Ux noanvMcaHnsi pykoBoaUTenem (3amMectTuTenemM pykoBoauTerns)
dhenepanbHOro opraHa UCNosHUMTENbLHOM BNacTy nepeaatTcs B crnyx0y aeno
Npou3BOACTBa AN perncTpaumum n oTnpaBku.

21. Cnyx6a genonpon3BoACTBa OCYLLECTBNAET NPOBEPKY NPaBUIbHOCTM OGOOPM fEHUS
AOKYMEHTA, KOMMMEKTHOCTM LOKYMEHTa 1 COOTBETCTBUSA KONMYECTBA IK3EMMSIPOB
AOKYMEHTa CNUCKY paccbinkn. HenpaBnnbHO 0popMeHHbIE OKYMEHTbI BO3BPAaLLAlOTCS
NCNOSHUTENHO.

22. [lokyMeHTbI NoAanexaT oTnpaBke B A€Hb X PErMCTpaLUN UNn Ha CreayoLmi
pabouunn OeHb.

23. Nepenava JOKYMEHTOB MexXay CTPYKTYPHbIMU nogpasgeneHmsamm pegepasnbHoro



opraHa MCNonHUTENbHOW BNacTy OCYLLECTBNSIETCA Yepes cnyxby aenonponssoacTaa.

24. B (begepanbHOM opraHe UCNONMHUTENBHOM BRacTu cnyxbon aenonporssoacTsa
BeAeTCs ydeT NOCTynawLLmX, co3faBaeMbiX U OTNPaBNaeMblX JOKYMEHTOB. [JaHHble O
Konu4yecTee JOKYMEHTOB 0000l atoTcs, aHanmanpyotes cnyxbon genonponssoacTsa v
npeacTaBnNATCA PyKOBOAUTENO heaepanbHOro opraHa UCNOSTHUTENbHOW BNacTu B
YCTaHOBMEHHOM UM NOopsaKe.

25. B uensix yyeTta v nomcka JOKYMEHTOB B CUCTEME INEKTPOHHOMO JOKYMEHTOOGopoTa
dhenepanbHOro opraHa UCNosHUTENbHOM BNAcTy UCMONb3yoTcs obsizaTenbHble
CBeAeHMs1 0 JOKyMEHTax COrfacHoO NpuUnoXeHuto. B cucteme anekTpoHHOro
AoKymMeHToobopoTa dheaepanbHOro opraHa UCMNOSTHUTENBHOW BNacTv MoryT
MCNONb30BaTbCS AOMNOMHUTENbHbIE CBEAEHMS O OKYMEHTAX.

V. [lokyMeHTanbHbIN ¢hoHA chenepanbHOro opraHa UCNONHUTENbHOW BNacTm
26. ®epepanbHbI OpraH NCNOSTHUTENBHOW BNACTW:

a) hopmMumpyeT CBOM OOKYMEHTarbHbIN OHA 13 06pasyoLLnXCs B NPOLIECCE ero
AeATerIbHOCTN JOKYMEHTOB;

6) paspabaTtbiBaeT 1 yTBEpPXKAAET NO COrnacoBaHuMio ¢ pegeparibHbIM OpraHoM
NCMNONHUTENbHOM BNacTn B 0611acTi apxnMBHOMO Aena nepevyeHb A0KYMEHTOB,
obpasyoLmxcst B NpoLecce ero AeATenNbHOCTU, a Takke B NpoLecce AeATENbHOCTU
NnoABeaOMCTBEHHbIX €My OpraHun3aLui, ¢ ykazaHMeM CPOKOB XpaHEeHUs.

27. dopmupoBaHMe AOKyMeHTanbLHoro poHaa eaepanbHOro opraHa UCNoNHUTENBHON
BNacTu ocyLlecTBnsaeTcs cnyxbom aenonponssoacTBa NyTeM COCTaBeHUs
HOMeHKNaTypbl Aen, opMnpoBaHna n opopmMmneHuns gen, obecnevyeHms nx
COXPaHHOCTW, ydeTa 1 nepefayn gen B apxms pegepanbHOro opraHa UCnosTHUTENbHON
BnacTu.

28. HomeHknaTypa gen cdegeparnbHOro opraHa UCNosTHUTENBHOW BNacTu:

a) cocTaBnseTcsa cnyx6oi Aenonpor3BoACTBa HAa OCHOBE HOMEHKNATyp Aen
CTPYKTYPHbIX NoApasaeneHunii;

0) yTBEpXOaeTcs Nocre ee CorrnacoBaHus ¢ LLeHTpasibHON 3KCNepPTHON KOMUCCUEN
doeepanbHOro opraHa UCNONHUTENbHOW BacTn pykoBoguTenem dgeaepanbHOro
opraHa UCNoJSIHUTENbHOM BNacTy He NO34Hee KOHLa TeKyLLero roga v BBOAUTCS B
aencteue ¢ 1 aHBaps cnefyoLwero roaa;

B) OAMH pa3 B 5 NeT cornacoBbIBAETCSA C 3KCNEPTHO-NPOBEPOYHON KOMUCCUEN
dreiepanbHOro rocyfapCTBEHHOIO apXxmBa, B KOTOPbIV NepeaatoTcsl Ha NOCTOAHHOE
XpaHeHne obpasyruimecs B npouecce AeATenbHOCTN dhefepanbHOro opraHa
NCMNONHUTESNbHOW BriacTu SOKYMeHTbl ApxuBHoro dpoHga Poccuinckon denepaumm;

r) B Criydyae nameHeHust yHKUUN U CTPYKTYpbl deaepanbHOro opraHa MCNoSTHUTENbHOM
BNacTu NOAIEXUT COrnacoBaHUIO C 9KCNEPTHO-MPOBEPOYHOM KOMUCCHEN dheaepanbHOro
rocygapCTBEHHOro apxumsa.

29. HanmeHoBaHMaAMM pa3genos HOMEHKNATYpbl Aen denepanbHOro opraHa



NCMNONHUTENbHONM BNAcTUN SBMSOTCA HAMMEHOBaHUSA CTPYKTYPHbIX NoApasaeneHnii
denepanbHOro opraHa UCMNONMHUTENbHOW BRacTu.

30. [lena goopmMuMpyoTCS B COOTBETCTBUM C HOMEHKNATYPOWN Aes, a Takke C
cobntogeHnemM NpUHUMNOB cucTeMaTm3alumm OKYMEHTOB U UX pacnpeaeneHns
(rpynnupoBKn) Ha aena noCTOAHHOIo, BpeMEHHOro (cBbiwe 10 neT) XxpaHeHusi, B TOM
Jyucrne Ha gena no fMYHOMY COCTaBy, M Ha Aena BpeMeHHoro (Ao 10 neT BKAUYNTENBHO)
XpaHeHus.

31. [lena co gHa nx hopmmnpoBaHna 00 nepenayvn B apxms dpeeparnbHOro opraHa
NCMONHUTESTbHOW BIACTU UMM HA YHUYTOXEHWE XPaHATCH B CTPYKTYPHbIX
nogpasgeneHnsax no Mecty nx dopmMmMpoBaHuS.

32. [lena BblgatoTCA BO BpEMEHHOE MNOJSIb30BaHNE COTPYOAHMUKAM CTPYKTYPHbIX
nogpasgeneHun Ha cpok, onpeaensemMbli pykoBoauTtenem dgpeepansbHoro opraHa
NCMONHUTENBbHOW BNacTu, 1 Nocne ero UCTeYEHNa noanexart Bo3Bpary.

NHbIM rocygapCTBEHHbIM OpraHam 1 opraHvM3aumsm gena BblAarTcs Ha OCHOBaHUM MX
MUCbMEHHbIX 3aMpOCOB C pa3peLleHus pykoBoauTens deaepanbHOro opraHa
MCMNONHUTENbHOWN BRAcTU UMW €ro 3aMeCcTUTENS, KyPUPYHOLLIEro BONPOCHI
[enonpon3BoaCcTBa.

33. I3baTtne ooKyMeHTOB 13 fen NOCTOAHHOIO XpaHeHUst AonyckaeTcs B
NCKMIOYUTENBHBIX CnyyasX U Npon3BOAUTCS C paspeLleHns pyKoBOAUTENS
deaepanbHOro opraHa UCMoNHUTENbHOW BacTu C OCTaBNeHMEM B AeNne Konuu
AOKyMeHTa, 3aBepeHHOWN B YCTAaHOBIIEHHOM NOPSAAKE, U akTa O NpuyYMHax Bblgaudn
NoAJSINHHMKA.

34. [lena noCTOAHHOro 1 BpeMeHHoro (cebiwe 10 neT) XxpaHeHus nepegaroTcsl B apxmB
doeaepanbHOro opraHa UCNOSHUTENbHOW BRacTn He paHee YeM vyepes 1 rog un He
nosgHee Yyem vepes 3 roga Co AHA Havana ux UCnonb30BaHUS UMW XPaHEHNS B
CTPYKTYpPHbIX nogpa3saeneHusx. Nepegada gen B apxus dpeepansHOro opraHa
NCMOMNHUTESTbHOW BrIaCTU NPOM3BOAUTCSA HA OCHOBaHUM onucemn et NOCTOAHHOMo
XpaHeHus1, BpeMeHHoro (ceblwe 10 neT) XxpaHeHMs 1 NO NMIMYHOMY COCTaBYy,
COCTaBfIiEMbIX B CTPYKTYPHbIX Noapa3saeneHnax degepasnbHoOro opraHa
ncnonHuTenosHon BnacTtu. [lena spemeHHoro (o 10 neT BKYMTENBHO) XpaHEHNS B
apxmB begepanbHOro opraHa UCNofHUTENBLHON B1AaCTU He nepeaarTcs 1 noanexar
YHUYTOXEHUIO B YCTAHOBITIEHHOM MOPSAKeE.

35. OcHoBoOW cocTaBneHnsa onncen aen NoCToAHHOro n BpemMeHHoro (cabiwe 10 ner)
XpaHeHus1 ABMNsIeTCA HOMEHKNaTypa aen.

36. [Nopsgok cocTaBneHna HOMEHKNaTypbl Aen u onucen aern, opmMmposBaHus 1
ochopMreHns en, a Takke YHUUTOXEHWS AeN BPEMEHHOMO XpaHeHus B peaepanbHOM
opraHe UCNONHUTENbLHOW BNacTu onpeaensaeTca doegepanbHbIM OpraHoM
NCMNONHUTENbHOM BNacTn B 0611acTu apXuBHOMoO Aena.

VI. Oco6eHHOCTN paboThl C INEeKTPOHHbLIMU AOKYMeHTaMu B cheaepanbHOM
opraHe UCNOJIHUTENILHOW BNacTn

37. ONeKTpOHHbIE AOKYMEHTbI co3aatTcs, 0bpabaTbiBalOTCA U XPaHATCS B CUCTEME



3MEKTPOHHOIO AOKyMeHToo6opoTa deepanbHOro opraHa UCMONHUTENbHOWM BriacTw.

38. [Insa nognucaHnsa aneKkTpoOHHbIX AOKYMEHTOB doefepasibHOro opraHa
NCMONHUTENBbHOW BNACTU UCMNOSNb3YHTCHA 3MEKTPOHHbIE LMdPOBbLIE NOANUCH.
Mcnonb3ayemble cpeacTBa 3N1eKTPOHHOW LUMpoBOM NOoANUCK OOITKHbI BbITb
cepTnuUUMpOBaHbl B YCTAHOBIEHHOM NopsakKe.

39. Npun paccMOTpPEHUN N cornacoBaHUM 3NEKTPOHHbIX JOKYMEHTOB B CUCTEME
3IEKTPOHHOro AOKYyMeHTOoobopoTa dheepasribHOro opraHa UCNoSTHATENBHOW BNacTu
MOTYT UCMNOMb30BaTbCHA CNOCOOLI NOATBEPXKAEHUS LENCTBUI C ANEKTPOHHBIMU
AOKYMEHTaMu, NpU KOTOPbIX 3NEeKTPOHHAasA umdpoBasi NOANUCbL HE UCNOSb3yeTCs.

40. Mprem 1 oTnpaBka dNEeKTPOHHbIX JOKYMEHTOB OCYLLECTBMASATCA cryx6om
AenonponssoacTBa.

41. [Mpwn nonyyYyeHun anNekTPOHHbIX JOKYMEHTOB cryba genonpounssoactaa
OCyLLecTBNAeT NPOBEPKY NOLAMMHHOCTM 3NIEKTPOHHOM LMAPOBON NOLMUCH.

42. Npu nepegaye NOCTYNUBLLNX INEKTPOHHbLIX JOKYMEHTOB Ha paCCMOTPEHNE
pykoBoauTensa dpegepansHOro opraHa UCMONHUTESTbHOW BriacTu, HanpassieHun
3NEKTPOHHbIX AOKYMEHTOB B CTPYKTYPHbIE Noapa3aeneHns u OTBETCTBEHHbIM
ncnonHuTensam denepanbHOro opraHa UCMOMNHUTENbHOW BNacTu, oTrnpaBke
3NEKTPOHHbIX AOKYMEHTOB N XPaHEHUN 3NIEKTPOHHbIX JOKYMEHTOB BMECTE C
3NEKTPOHHbLIMWN JOKYMEHTaMM NepefatoTca (XpaHATCS) UX permcTpaumoOHHbIe JaHHbIE.

43. EQuHMuen yyeTa anNeKTPOHHOro AOKYMEHTa SABMAETCS SNEeKTPOHHbIN JOKYMEHT,
3aperncTpupoBaHHbLIN B CUCTEME 3MEKTPOHHOIO OKYMEeHToobopoTa heaepanbHoro
opraHa UCnofHNUTENbHOW BRacTu.

44. VlcnonHeHHble 9NeKTPOHHbIEe JOKYMEHTbl CUCTEMATU3NPYIOTCA B eNa B
COOTBETCTBUM C HOMEHKNATypon aen denepanbHoro opraHa UCMONHUTENbLHOW BNacTy.

45. npl/l COCTaBJ1eHMN HOMEHKNaTypbl AeN YKa3blBaeTCA, YTO AEN10 BeAeTCA B
SJNIeKTPOHHOM BUAE.

46. ONeKTPOHHbIe AOKYMEHTbI NOCNE X UCMONHEHNS NMOANEXaT XpaHEHWIO B
yCTaHOBIEHHOM Mnopsiake B heeparnibHOM opraHe UCMOMHUTENbHOW BNacTu B TeYeHne
CPOKOB, NPEAYCMOTPEHHbIX AN aHANOrMYHbIX AOKYMEHTOB Ha BymakHOM HocuTene.

47. Nocne ncTevyeHnsi cpoka, ycTaHOBINEHHOIO A1 XpaHEHMWS ANEKTPOHHbIX Aer
(9NEeKTPOHHbLIX JOKYMEHTOB), HA OCHOBaHUM aKkTa O BbIAENEHUN UX K YHUHTOXEHWIO,
YyTBEPXXOAEMOro pyKoBoAMTENEM (PedepanbHOro opraHa UCMONHUTENBHOW BRiacTy,
yKa3aHHble 3NIeKTPOHHbIe Aena (3NeKTPOHHbIE AOKYMEHTbI) MOANEXAT YHUUTOXEHMIO.



MpunoxeHwne

MNepeyeHb 06A3aTeNbHbIX CBEAEHUN O AOKYMEHTaX, UCNOSIb3yeMbIX B Lienfax
yyeTa U nomcka AOKYMEHTOB B CUCTEMAX 3JIEKTPOHHOIro AOKYyMeHToobopoTa
¢henepanbHbIX OPraHOB UCNONHUTENbLHOW BNacTm

1. AgpecaHT

2. Agpecart

3. JomKHOCTb, (hamunna n nHuumansl nuua, nognucasLlero JOKYMEHT

SN

. Bug pokymeHTta

)]

. lJata gokymeHTa

(o}

. Homep nokymeHTa

\I

. ,ElaTa NoCTynneHnda JOKyMeHTa

(o]

. Bxogawmn Homep gokymeHTa

9. Ccbinka Ha ncxogawmm Homep 1 gaty AOKyMeHTa
10. HaumeHoBaHue TeKkcTa

11. "ngekc gena

12. CBegeHunsa o nepeagpecaumm JOKYMeHTa

13. KonnyecTtBO NUCTOB OCHOBHOMO JOKYMEHTa

14. KonnyecTtBo NpunoxeHuin

15. ObLLee KONMYECTBO NIMCTOB NPUNOXKEHNN

16. YKasaHna no UCNOSTHEHUIO JOKYMEHTa

17. JOMKHOCTb, (haMnnus n nHMUManbl UCNONHUTENS

18. OTmeTKa 0 KoHGMaeHUNaNbHOCTH
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