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MWHUCTEPCTBO BHYTPEHHUX OEN POCCUNCKOW ®EOEPALMN

NMPUKA3
oT 20 uroHa 2012 r. N 615

OB YTBEPXXAEHWUX MHCTPYKLIUU NO AENONPOU3BOACTBY
B OPFAHAX BHYTPEHHUX OENNT POCCUNCKOUN ®EOEPALINA

(B pea. npukaza MB[] Poccun ot 28.05.2013 N 296)
B uenax coeepLueHCTBOBaHWS 4ENONPOU3BOACTBA B OpraHax BHYTpeHHux gen Poccunckon ®enepauum -
MPUKASBIBAIO:

1. YTBepauTb cornacoBaHHyio ¢ degepanbHbiM apXUBHbIM areHTCTBOM npunaraemyto MHCTpykumio no
JenonpousBoACcTBY B opraHax BHYTpeHHUx aen Poccunckon degepaunn<i>.

<1> [anee - "HcTpyKuma".

2. PykoBoauTensiMm CTPYKTYPHbIX nogpasgeneHun LeHTpansHoro annapata MB[, Poccun, TepputopuanbHbix
opraHoB MB[1 Poccun, obpasoBaTenbHbIX YYPEXOEHWUA, Hay4yHO-UCCreAoBaTeNbCKUX, MEAMKO-CAHUTapPHbIX W
CaHaTOPHO-KYPOPTHbIX opraHusaumn cuctemsl MB[] Poccun, oKpyKHbIX yripaBneHuin maTepuanbHO-TEXHUYECKOro
cHabxeHusa cuctembl MB[] Poccun, a Takke MHbIX OpraHnsaumi 1 nogpasgernieHuin, co3gaHHbiX Ans BbINOSTHEHMWS
3aay 1 OCYLLECTBINEHNS MOSTHOMOYNI, BO3INTOXXEHHbBIX HA OpraHbl BHYTPEHHUX AEer:

2.1. OpraHusoBaTb B CUCTEME CyXeOHO-00€eBOM MOArOTOBKM WM3y4YEeHWE JIMYHLIM COCTABOM MONOXEHWUN
UHCTpyKUMK.

2.2. NpwueecTn B cpok Ao 1 ceHTabpsa 2012 roga B cooTBeTCTBME C VIHCTPYKUMEN paHee u3aaHHble npukasbl U
pacnopsbkeHus, MeToamyeckne pekomeHaaumnm.

2.3. ObecneynTb BegeHMe OENONPON3BOACTBA B COOTBETCTBUM C TpeboBaHMaMU MHCTpyKUmK.

3. MnaBHOMY kOMaHOOBaHWIO BHYTpeHHWX Boinck MB[ Poccumn (H.E. PoroxkuHy) BHecTM Heobxoaumble
M3MEHeHNss B HOpPMaTMBHbIE MNPaBOBble akTbl, PerynupyloliMe BOMpOChl AEenornpouM3BOACTBA BO BHYTPEHHUX
BoVickax MuHucTepcTBa BHYTpeHHUX aen Poccuiickon ®epepauun.

4. [lenapTaMeHTy OenonpousBoacTBa M paboTbl ¢ obpaweHuammn rpaxnaH v opranHusauumn MBI Poccun
(B.A. MarngaHoBy) COBMECTHO C 3auMHTepecoBaHHbIMM noapasgeneHuamu MBI Poccun okasaTb NpakTUYECKYHo
NMOMOLLIb OpraHaMm BHYTPEHHUX Aen No BOMpocamM opraHm3auumn genonpon3BoACcTBEHHbIX MPOLLECCOB.

5. [JenapTtaMeHTy no MmaTtepuanbHO-TEXHMYECKOMY W MeauumHckoMmy obecneyenunto MB[ Poccunm (C.A.
CepreeBy) obecneuntb no 3asiBkam nogpasgenedmn MB[L Poccun umsrotoBneHve yyeTHbix opM U
neyaTHO-6MaHOYHOM NPOAYKLMM, NPEAYCMOTPEHHbIX VIHCTPYKLNEN, YTBEPKAEHHON HACTOALLMM MPUKa30M.

6. Cuntatb yTpatuswmmMmn cuny npukas MB[ Poccuu ot 4 gekabpsa 2006 r. N 987, a Takke nyHKT 9 npukasa
MB[ Poccum ot 9 gekabpa 2008 r. N 1075, nyHkT 2 npukasa MB[ Poccun ot 26 asrycta 2009 r. N 655, nyHKT 3
npukada MB[ Poccun ot 31 masa 2011 r. N 455, nyHkT 2 npukasa MB[, Poccun ot 12 okts6psa 2011 r. N 1065.

7. KoHTpOnb 3a BbINOSIHEHMEM HACTOSILLIETO MpUKa3a ocTaBnso 3a cobow.

MwuHucTp
reHepan-nenTeHaHT nonuunm
B. KOJIOKOJIbLEB

MpunoxeHne
K npukazy MB[] Poccun
o1 20.06.2012 N 615

NHCTPYKLUWNA
no Aenonpou3Bo/CTBY B OpraHax BHYTPEHHMX aen

KOHCyanaHTn"mC www.consultant.ru CrpaHuua 2 u3 73

HafeXHasa npaBoBas noaAepXXkKa


http://www.consultant.ru/
http://www.consultant.ru/
consultantplus://offline/ref=642A3448F29F1C6322A3ED0057639D630D1C2200BFB339150E7875CB0A0C24CDDDF295A3C2A37303DC84k1W3P
consultantplus://offline/ref=642A3448F29F1C6322A3ED0057639D630D1C2200BCB735100E7875CB0A0C24kCWDP
consultantplus://offline/ref=642A3448F29F1C6322A3ED0057639D630D1C2208BFB9361953727D92060Ek2W3P
consultantplus://offline/ref=642A3448F29F1C6322A3ED0057639D630D1C2207BAB6311953727D92060E23C282E592EACEA27303DCk8W3P
consultantplus://offline/ref=642A3448F29F1C6322A3ED0057639D630D1C2207BAB6311953727D92060Ek2W3P
consultantplus://offline/ref=642A3448F29F1C6322A3ED0057639D630D1C2200BCB4341A0E7875CB0A0C24CDDDF295A3C2A37303DC87k1W2P
consultantplus://offline/ref=642A3448F29F1C6322A3ED0057639D630D1C2200BCB4341A0E7875CB0A0C24kCWDP
consultantplus://offline/ref=642A3448F29F1C6322A3ED0057639D630D1C2200BCB735120E7875CB0A0C24CDDDF295A3C2A37303DC85k1WAP
consultantplus://offline/ref=642A3448F29F1C6322A3ED0057639D630D1C2200BCB735120E7875CB0A0C24kCWDP

Mpuka3 MBJ, Poccum ot 20.06.2012 N 615
"OBb YTBEPXXAEHWWN NHCTPYKLMW NO AENONPOU3BOACTBY B OPTAHAX
BHYTPEHHWX AENT POCCUNCKOMW...

[JokymeHT npepocTtasneH KoHcynbTaHTI0C
[aTta coxpaHenus: 10.12.2015

Poccuiickon ®epepauuu
(B pen. npukasa MB[] Poccum ot 28.05.2013 N 296)
|. O6wue nonoxeHus

1. Hactosiwasa VIHCTpyKumMsa ycTaHaBnuBaeT TpeboBaHUA, obs3aTenbHble AN COTPYAHWUKOB, dheaeparbHbIX
rOCY4apCTBEHHbIX TPaXXOaHCKUX CIyXawmx W paboTHUKOB<1> ueHTpanbHoro annapata MBI Poccun<2>,
TepputopmaneHbix opraHoB MBI Poccun, o6pasoBaTenbHbIX YYpeXOAeHUN, HaydHO-MUCCnenoBaTenbCKuX,
MEeOMKO-CaHUTapHbIX U CaHaTOPHO-KYpPOPTHbIX opraHu3auun cuctembl MB[ Poccunm, OKpyXHbIX yrnpaBrieHuin
MaTepuanbHO-TEXHU4YECKoro cHabxeHust cuctembl MBI, Poccuun, a Takke MHbIX opraHusauui u nogpasgeneHun,
CO3[aHHbIX AN BbINOMHEHUS 3aday U OCYLLECTBNEHUS MOSIHOMOYUA, BO3MOXEHHbIX HA OpraHbl BHYTPEHHUX
Aen<3>, N cooepXvT eauHble HOPMbI MO MOAroToBKe, 0bpaboTke, XpaHEHUI0, UCNOMb30BaHNI0 0OpasyloLWmMXCca B
OEeATeNbHOCTN OpraHOB BHYTPEHHMX Aen JOKYMEHTOB M Mo NOPSiAKY OpraHnu3aumnm Aenonpons3sBoacTea.

<1> [lanee - "coTpygHuKn".

<2> 3a uCKNoYEeHWEM MoapasfAeneHnn, MNoAgYMHEHHbIX [TNaBHOMY KOMaHAOBAHWMIO BHYTPEHHMX BOWMCK
MwuHucTepcTBa BHYTpeHHUX aen Poccuiickon degepaumu.

<3> [lanee - "opraHbl BHYTpeHHUX gen".

2. WNHcTpykuusa paspabotaHa Ha ocHoBe 3akoHogaTenbcTBa Poccuiickon ®egepauumun, B COOTBETCTBUMM C
MpaBnnamu pgenonpousBoAacTBa B (hefeparnbHbiX OpraHax MWCMOMHUTENbHOM BRacTW, YTBEPXOEHHbIMU
noctaHoBrneHuem [lNpaBuTtenbctBa Poccunckon ®epepaumm ot 15 utoHs 2009 r. N 477<1>, rocyaapCTBEHHbIMU
ctaHgaptamum  Poccuiickon  depepaumu, a  Takke  HOPMaTMBHO-METOAMYECKMMM  JOKYMEHTaMuM Mo
[enonpovsBOACTBY M apXUBHOMY aeny.

<1> CobpaHue 3akoHogaTenbcTBa Poccuiickonn ®eagepaumm, 2009, N 25, ct. 3060; 2011, N 37, cT1. 5263.

3. MNonoxeHus VIHCTpyKUMM pacnpoCTPaHATCS Ha opraHusauunio paboTbl C JOKYMEHTaMU, B TOM 4ucrie C
OOKYMEHTaMM B 3NEKTPOHHOM hopMe, BKITKOYas MX NOAroTOBKY, 06paboTKy, MCNOMb30BaHME U XpPaHEHNE.

OcobeHHOCTM  genonpou3BoAcTBa MO [JOKYMEHTaM, COAepXawum  CBedeHusi,  cocTaBnsoline
rocy4apCTBEHHYIO TalHy, a Takke oOpraHusauusi Oenonpov3BoACTBa MO LwudpTenerpammam, oOpaleHusm
rpaxgaH YCTaHaBNMMBAKTCHA WHbIMM HOPMAaTUBHBIMW MPaBOBbIMM akTamMu MUHUCTEpCTBA BHYTPEHHUX Aen
Poccunckon ®egepaunmn<i>.

<1> [lanee - "MuHuctepcteo" unu "MB[] Poccuun".

4. OpraHuzaums u BefeHue [enonpoumsBOACTBA, B TOM 4YWUCRe C WUCMNONb30BaHWEM COBPEMEHHbIX
WH(POPMALIMOHHBIX TEeXHonorMi B paboTe C [AOKYMEeHTaMu B oOpraHax BHYTpPeHHuWX paen, obecneuyvBaloTcs
yrnpaBneHnamu (oTaenamu, oTaeneHnsMu, rpynnamMm) 4enonpomsBoacTBa U pexnma<1> opraHoB BHYTPEHHUX aen.

<1> [lanee - "nogpasgeneHns 4enonpon3eBoacTea u pexuma".

B CTpyKTYpHbIX NoapasaeneHnsax opraHoB BHYTPEHHWUX Aef, B KOTOPbIX NoApasfeneHns AenonpousBoacTsa
N pexuma He npedycMOTPeHbl LTaTHbIM pacnucaHueM, BedeHue Aenonpov3BOACTBa MOXET BO3naratbCd Ha
OTAEeNbHbIX COTPYAHMKOB NPMKA30M PYKOBOAMTENS (HayanbHWKa) opraHa BHYTPEHHWUX dern.

5. TlogpasgeneHvne genonpou3BoAcTBa M pexuma  SBMSAETCA  CaMOCTOATENbHbIM — CTPYKTYPHBIM
nogpasgeneHnemM opraHa BHYTPEHHUX AeN U NOAYMHAETCH HENOCPEACTBEHHO ero pykoBOAUTENIO (HavanbHUKY).

6. MonoxeHne O nogpasgeneHvn Oernonpou3BOACTBA W peXuma opraHa BHYTPEHHUX Aerl, AOIPKHOCTHbIE
WHCTPYKUMW €ero COTPYAHMKOB paspabaTbiBaloTCA Ha OCHOBe HacTtodwen WIHCTpyKuun u  yTBepXXaarTcH
pykoBoAuTENeM (HavarbHUKOM) OpraHa BHYTPEHHUX Aen.

7. Ha nogpasgeneHns Oenonpov3BOACTBa WM pexuma BO3naraetcs BblMOMIHEHUE CNeayloLwmX OCHOBHbIX
3agav:

7.1. lNMpuem, peructpaumsa u pacnpegeneHne Bxoasimx (NoCTynawLwmx) AOKYMEHTOB.

7.2. lNepenavya JOKYMEHTOB Ha pacCcMOTpeHUe pykoBoAUTENO (HayanbHWKY) opraHa BHYTPEHHWX aen (unm
n1uy, ero 3ameLuaoLlemy) 1 nocne nonyYyeHns COoTBETCTBYHOLUMX YKasaHWUIM - HENoCpeCTBEHHO UCMOMHUTENHO.
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7.3. KoHTpOnb 3a NpoxXoXaeHUeM U Cpokamu pacCMOTPEHUS JOKYMEHTOB.

7.4. Peructpauusa ncxogsawux (oTnpaBnsiembix) OOKYMEHTOB, MX 3KcneauuuoHHas obpaboTka u oTnpaBka
agpecartam.

7.5. KoHTponb 3a NpaBUbHOCTBEIO OHOPMIIEHMS OKYMEHTOB, NPeACTaBnsieMbIX Ha MOANNCH PYKOBOAUTENIO
(HavyanbHKKY) opraHa BHYTPEHHUX gern (Mnu nuuy, ero 3ameLlarLemy).

7.6. OpraHunsauus cnpaBoYHO-MHOPMAaLMOHHON paboTbl N0 BONpOCaM AEronpon3BOaCTBa.

7.7. KonupoBaHue n onepatMBHOE pasMHOXeEHME JOKYMEHTOB.

7.8. Pa3spaboTka NnpoekToB G51aHKOB JOKYMEHTOB.

7.9. PaspaboTka u BegeHWe HOMEHKNaTypbl 0COGON BaXHOCTWU, COBEPLUEHHO CEKPETHbIX, CEeKPETHbIX W
HEeCEeKpeTHbIX Aen, npeAcTaBrneHve B YCTAaHOBNEHHOM MOpsiAKE MpoeKkTa HOMEHKMNaTypbl 0COGOW BaXXHOCTW,
COBEPLUEHHO CEKPETHbIX, CEKPETHbIX W HEeCeKPeTHbIX Aen Ha cornacoBaHve B LleHTp peabunutauumn xepts
NONUTUYECKUX penpeccui n apxusHon nHgopmavmm OKY "MaBHbI MHHOPMaLMOHHO-aHanuTudecku ueHtp MB[
Poccun"<1> unu cTpykTypHble nogpasgeneHms MHPOPMaLMOHHBLIX LEHTPOB OPraHOB BHYTPEHHUX Oen<2>.

<1> [lanee - "UA MB[] Poccuun".
<2> [anee - "nogpasgeneHuns cneudoHaoB", npumeHsawTca k LA MBI Poccum u  CTpYKTYpHbIM
nogpasgeneHusim.

7.10. ®opmMupoBaHue gen B COOTBETCTBMM C HOMEHKIATYpOl OCOOON BaXXHOCTW, COBEPLUEHHO CEKPETHBIX,
CeKpeTHbIX U HeceKpeTHbIX Aer, obecnevyeHne nx COXpaHHOCTW.

7.11. lMoaroToBka NPOEKTOB OMMCEN Aen MOCTOSHHOro u BpemeHHoro (10 neT u Gonee) xpaHeHMA<1>,
npeacTaBreHne MX Ha corfacoBaHvMe B COOTBETCTBYOLWEee nogpasgeneHue crneudoHgoB Ans nocrneayowero
yTBepxaeHus ux LleHTpanbHOM akcnepTHO-npoBepoyHon komuccuen MBI Poccuun<2> nubo akcnepTHbIMU
KOMUCCMAMM<3> oOpraHoB BHYTpeHHUX pgen. [lepegadya pen Ha apxuBHOE XpaHEHWE OCYLIEeCTBSETCS B
COOTBETCTBMM C €XEro0A4HbIM MriaHoM-rpacmkom nprema gen nogpasgeneHvem cneydgoHaos.

<1> dopma onucen gen oOLIEro NPOM3BOACTBA MOCTOSHHOTO (BPEMEHHOrO) XpaHeHMWsl, yCTaHOBIIEHHAs
npukaszom MBL Poccum ot 15 aBrycta 2011 r. N 935 "O6 opraHusaumm apxmeHoW paboTtbl B cucteme MB[
Poccuun".

<2> lanee - "USINK MBJ Poccun".

<3> [lanee - "OK".

7.12. Bblgava cOTpyAHUKaM HOPMaTUBHbLIX NPAaBOBbIX aKTOB, AOKYMEHTOB U Aef1, KOHTPOIIb 3a MX BO3BPaTOM.

7.13. YyacTture B cBepKe Hannunsa JOKYMEHTOB, HaXO4AWMXCA HA UCMOSTHEHUN Y COTPYAHUKOB.

7.14. lMpoBedeHne B yCTaHOBIIEHHOM MOPSAKE 3KCMEPTU3bl HAYYHON M MPaKTUYECKON LLIEHHOCTU JOKYMEHTOB,
e, XXypHanoB, HOPMaTMBHbIX MPaBOBbIX AKTOB U CrneuuanbHbIX U3gaHun, NpeacTaBreHne NPOEeKTOB akToB 00
YHUUTOXEHUN JOKYMEHTOB HA PAaCCMOTPEHME COOTBETCTBYIOLLMM 3KCNEPTHLIM KOMUCCUSIM.

7.15. CBOEBpEMEHHbIV OTOOP AOKYMEHTOB, Aern, XypHarnoB, HOPMaTMBHbIX MPABOBbLIX aKTOB M CneumanbHbIX
N30aHUA C UCTEKLLIMMWN CPOKaMU XPaHEHWs!, HE Noanexalnux apXMBHOMY XPaHEHMIO U HE UMEILLMX MCTOPUYECKON
M Hay4yHOW LEHHOCTM<1>, npeacTaBneHWe Ha pacCMOTPEHMEe COOTBETCTBYIOLLUMMWU 3KCMEPTHBIMU KOMUCCUAMMU
NPOEKTOB aKTOB 00 YHUYTOXEHUM [OOKYMEHTasbHbIX MaTepuanoB M OpraHu3auusa uX YHUUTOXEHUS B
YCTaHOBMEHHOM NOPsIAKeE.

<1> OT60p AOOKYMEHTOB 3a COOTBGTCTByIOLLI,VIVI nepunon K yHU4YTOXEHUIKO N COCTaBJ1IeHMe aKTa O BblAeJlIeHUN K
YHUYTOXEHUIO MPON3BOAATCA TOJIbKO MOCIie COCTaBJieHUA onucen en NOCTOSAHHOro M OoJnroBpemMeHHoOro cpoka
XpaHeHUA n nx yreepxneHus.

7.16. lhdbopMurpoBaHue pykoBoaUTENs (HaYanbHUKa) opraHa BHYTPEHHUX Aen 06 MCNONHEHUN JOKYMEHTOB
M MOPYYEHMIN MO HUM, aHanM3 M NOArOTOBKA Ha €ro OCHOBE NpeafioKeHMI NO COBEPLUEHCTBOBaHMIO paboTbl C
OOKYMEeHTamu.

7.17. OnpepeneHve nopsaka MnpoXoxXaeHUsa u  o6paboTkM [OOKYMEHTOB, WCMOMb30BaHWE HOBbIX
TEXHOMOrM4YeCcKNX NpMemMoB paboTbl C JOKYMEHTaMU, ONTUMU3UPYIOLLMX JOKYMEHTOOBOPOT.

7.18. ObecneyeHne roTOBHOCTM K CMAceHW0 JOKYMEHTOB B Criydae noxapa, CTUXMIHbIX 6eaCcTBMI U Opyrnx
yYpesBblYalHbIX CUTYaLWNA.

7.19. OpraHu3aunsi U3y4yeHusi COTpyaHUKaMn opraHa BHYTPEHHMX LeNn B cucTemMe CrnyxebGHOW noaroToBKU
HOPMaTMBHbIX MNPaBOBbLIX aKTOB, OpraHM3auMOHHO-pacrnopsanTENbHbIX U UH(OPMaUNOHHO-METOANYECKMX
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JOKYMEHTOB No BOnpocam Aenonpov3BoacTBa.

7.20. KoHcynbTMpoBaHMe COTPYAHNKOB OpraHa BHYTPEHHUX Aen no Bonpocam paboTbl C JOKYMEHTaMMU.

7.21. YyacTme B NpoOBeAeHUN CNyXebHbIX NMPOBEpOK Mo daktam yTpaT OOKYMEHTOB U pasrnalleHus
CBefeHUN, COCTaBNALLMX FOCYOapCTBEHHYIO U MHYIO OXPaHAEMYIO 3aKOHOM TauHy.

7.22. OpraHnsaumsi paboTbl MO PacCCMOTPEHMIO 0OpaLLEHNIA TpaXKaaH.

7.23. lNoaroToBKa 3asiBOK Ha U3rOTOBMEHUE NMeYvaTen 1 LUTaMmnoB, nevyaTHo-61aHo4YHON NpoayKUnK.

7.24. Y4yeT nevaTten, WTaMMNoB, pakcumurne n 61aHKOB AOKYMEHTOB, MCMOSMb3YyEMbIX B OpraHe BHYTPEHHUX
4en, a Takke XpaHunuw, JOKYMEHTOB U KIHOYeEn OT HUX.

7.25. AHanu3 CoCTOSHUSI [OOKYMEHTOOOOpOTa, Ha €ero OCHOBaHUW npeacTaBneHne pPyKOBOAMUTENMO
(HavanbHKKY) opraHa BHYTPEHHNX OeNn NPeaioKEeHUN No yNopsAoYeHNo BeAeHUs CryXebHOoW nepenncku.

8. OpraHunsaumsi MeponpusiTUn No COBEPLLUEHCTBOBAHMIO AEMNONpou3BOACTBa, METOAMYECKOE PYKOBOACTBO U
KOHTPONb 3a CcoOnogeHnem YCTaHOBMEHHOro Hactosiwen WHCTpykumen nopsgka paboTbl € AOKYMEHTaMu
Bo3naralTca Ha nogpasgeneHve MB[ Poccun, ocyuwectenswowee gyHkUuMM B obnactu LOKYMEHTaLMOHHOro
obecneyeHns ynpaereHusi, 1 nogpasfeneHus OenonponsBoAcTBa UM pexuma TeppuTopuanbHbix opraHoB MB[
Poccun Ha OKpYXHOM, MEXperMoHanbHOM W pPerMoHanbHOM YPOBHSX, KOTOpble OOMOMHUTENbHO BbINOMHAOT
cnegyoline 3agayn:

8.1. KoopanHaumio OesaTenbHOCTU CTPYKTYPHbIX nogpasgeneHnini opraHa BHYTPEHHUX Aen U NOAYUHEHHbIX
eMy nogpasgerneHnii no Bonpocam AeNonpoM3BOACTBA M OpraHu3aLmm JOKyMeHToobopoTa.

8.2. KoHTponb 3a cobnofgeHnem ycTaHOBMNEHHOrO nopsigka paboTbl ¢ JOKYMEHTAMU B OpraHax BHYTPEHHMX
aen.

8.3. MNMoaroToBky NpeasioKeHnn NO opraHu3auumn cneyunanbHOro NepBoHavansHoOro ob6yyeHnst U NOBbILIEHUS]
KBanvdukaumm CoTpygHUKOB NOApa3faeneHnin Aenonpom3BoacTBa U pexnuma CTPYKTYPHbIX NOApa3aeneHnin opraHa
BHYTPEHHUX Aen U MOAYNHEHHbBIX OPraHOB BHYTPEHHUX Aer.

8.4. Pa3paboTKky opraHusaLMoHHO-pacnopsanTenbHbIX U MHPOPMALNOHHO-METOOUYECKNX OOKYMEHTOB MO
BOMpOCaM Aenonpov3BOACTBa.

9. OTBETCTBEHHOCTb 3a COCTOSIHUE [ENOnpouM3BOACTBa, COOMIOOEHWE YCTaHOBMEHHbIX HacTosIWen
WHCcTpyKumen npasun n npuemMoB obpaboTkn OOKYMEHTOB, obecrneyeHne CBOEBPEMEHHONO U Ka4eCTBEHHOMO MX
WCNONHEHNs1 Bo3naraeTcsd Ha pykoBoauTenen (HadanbHMKOB) OpraHOB BHYTPEHHUX Aen.

B nogpasgeneHvn 0enonpou3BOACTBA UM pexuma [OIKHbI ObiTb co3gaHbl Heobxoaumble YyCrnoBus Ons
Be[leHVs 0enonpou3BOACTBa B COOTBETCTBUU C HAcTosiwen NHCTpyKumen.

10. CoTpyaHUKM OpraHoB BHYTPEHHUX Aen npu pabote ¢ JOKyMeHTamu 065a3aHbI:

10.1. 3HaTb 1 TOYHO BbINOSHATL TPEOOBaHUSA, YCTAHOBIEHHbIE HAcTosLWEN VIHCTpyKUMEN.

10.2. He ponyckaTb HapyLleHWW, KOTOpble MOryT MPUBECTM K pasrnaweHuio CBeAEHWUN, COCTaBSOLLMX
rocy4apCTBEHHYIO U UHYIO OXpPaHAEMYI0 3aKOHOM TarHy, Unn yTpate AOKYMEHTOB.

10.3. TpeboBaTb OT MOOYMHEHHbIX COTPYOHWUKOB CBOEBPEMEHHOIrO WCMOSIHEHMS MOMYYEHHbIX AOKYMEHTOB
(nopyyeHun, ykasaHun).

10.4. TlepepaBaTb AOKYMEHTbl OPYrMM  COTPYAHMKaM nogapasgeneHus TOMbKo C  paspelleHus
HenocpeacTBEHHOro pyKOBOAUTENS (HaYanbHUKa).

10.5. MNepenaBaTb JOKYMEHTbI M3 OOHOrO CTPYKTYPHOrO nogpasfeneHus opraHa BHYTPEHHUX Oen B Apyroe
TOMNbKO Yepes nogpasgeneHme Oenonpon3BoACTBa U pexnuma ¢ OTMETKON B yYETHbIX hopmax.

10.6. HemegneHHo coobLuiaTb HeNnOCpeaCTBEHHOMY PYKOBOAUTEMK (HavanbHUKY) M B noapasgeneHve
JenonpovsBoacTBa M pexmnma 06 yTpate unum HepocTaye OOKYMEHTOB, KMYen OT MOMELLEHUN, XpaHunul, B
KOTOPbIX XPaHATCA OOKYMEHTbI, JIMYHbIX NevaTen, a Takke O dakTax obHapyKeHUS U3MULWHUX WUIW HEYYTEHHbIX
OOKYMEHTOB.

10.7. Mpu yxogoe B OTNyCK, Bble3ge B KOMaHOMPOBKY, Ha BpPeEMsi OTCTpaHeHus OT paboTbl, B cryyae
nepemeLLeHnst no cnyxbe n yBonbHeHUs COTPyAHMK 0D0si3aH nepefaTb BCE HAXOLSALWMECS Y HEro Ha UCMOMNHEHUN
OOKYMEHTbl B MoApasfernieHve OenonpousBoACTBa U pexuMma WM MNo yKa3aHuio PpyKoBOAWUTENS (HadvarbHuKa)
CTPYKTYPHOrO noApasfeneHnst opyromy COTpyaHUKY MO aKTy C BHECEHMEM CBEAEHUA 06 UX OBWKEHUN B yYETHbIE
dopmbl.

11. CeegeHusl, cogepxalumMecss B AOKYMEHTax, MOryT MCMOMb30BaTbCA TOMbKO B CNYXEOHbIX LUensax B
nopsiAike, ycTaHOBNEHHOM HOpMaTMBHbLIMU NpasoBbiMy aktamm MB[ Poccun.

12. CoTpyAHUKM HecyT OTBETCTBEHHOCTb 3a HecobniogeHne TpebosBaHui HacTodAwen WHCTpykumm,
COXPaHHOCTb HaXOASALMXCH Yy HUX CNyXebHbIX JOKYMEHTOB 1 cObnoaeHne nopsaka AoCTyna K cogepxallencs B
HUX MHopMaL K.

13. O3sHakoMneHue 3auHTEPECOBaHHbIX IML, C JOKYMeHTamMu nvMbo CBeAeHUsIMW, copepXawumucs B
OOKYMEHTax, OCYLLEeCTBMSAETCH TONbKO C paspelleHusl pykoBoauTens (HayanbHWKa) opraHa BHYTPEHHUX Aen.
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Mepenaya AOKYMEHTOB M (MM) MX KONUIA paboTHMKaM ApYrvx opraHusauuin JonyckaeTcs TOMbKO C paspelueHus
pykoBoAUTENS (HadarnbHWKa) OopraHa BHYTPEHHWX Aern WM ero 3amecTuternen no nucbMeHHoMy 3anpocy. O
nepegave AOKYMEHTOB AeNaloTCs COOTBETCTBYHOLLME OTMETKM B y4eTHbIX hOpMax M Ha NOASIMHHMKAX OOKYMEHTOB
(ecnv nepepatoTcs UX KOMWM) C yKa3aHWEM, KakuM JOJMKHOCTHBIM NULIOM paspeLleHa nepegada JOKyMeHTa.

14. O6 yTpaTe WnM HeWcnpaBMMOM MOBPEXAEHUN AOKYMEHTa COTPYAHUK He3ameanuTernbHO coobliaeT
PYKOBOAUTENIO (HadanbHWKY) CTPYKTYPHOrO MoApasfeneHus W pyKoBOAMTENHO (HavamnbHWKY) noapasgeneHus
Oernonpon3BoOACTBa U pexnma, KoTopble 00a3aHbl MPUHATL Mepbl K MOUCKY YTPaYeHHbIX WM BOCCTAHOBIIEHWIO
NMOBPEXAEHHbBIX AOKYMEHTOB.

15. Tllepegavya OOKYMEHTOB U (MnWM) MX KONWA MNpeAacTaBUMTENsM CpPeacTB MacCOBOW  UWHopmauum
OCYLLECTBMSIETCS B COOTBETCTBMM C TpeboBaHuaMM nyHkTa 13 HacToswen VIHCTpyKumn Yyepes COOTBETCTBYIOLLEE
nogpasgeneHve (COTpyAHMKA) opraHa BHYTPEHHUX Aen, B (PYHKUMM KOTOPOro BXOAWUT B3aMMOAENCTBUME CO
cpeacTBaMy MaccoBoOw MHopMaLmK.

16. lNpwn BbISBNEHWM cnydyaeB HapylleHus npasun paboTbl C AOKYMEHTaMM, YCTAaHOBMEHHbLIX HACTOsLLEN
WHCTpyKUMen, pykoBoaUTESNb (HaYanbHUK) MOXET Ha3Ha4YMTb NPOBEAEHME CrYXeOHON NPOBEPKU.

Il. OcHOBHbIE MOHATUSA

17. B HacTosilen NHCTPYKLMU NPUMEHSIIOTCS cnefyroLlue noHATUSA:

0eno - COBOKYMHOCTb AOKYMEHTOB UIN OTAENbHbIA AOKYMEHT, OTHOCSLLMECS K OQHOMY BOMPOCY MIN y4acTKy
OEeATEeNbHOCTU OpraHa BHYTPEHHUX Oen;

[enonponsBoacTBO - [OeATENbHOCTb, obecneymBarowas co3gaHue oduumanbHbiX  AOKYMEHTOB W
opraHusaumio paboTbl C HUMK B OpraHax BHYTPEHHUX OET;

OOKYMEHT - COBOKYMHOCTb MHGOPMAaLMM M COOTBETCTBYHOLLMX PEKBU3UTOB, CO34AHHBLIX FOCYAApPCTBEHHBIM
OpraHom, OpraHoOM MECTHOrO CaMOYMNpPaBfeHns, PUONYECKUM WU (PU3NYECKUM TMLOM, O(OPMIIEHHbIA B
YCTaHOBIEHHOM NMOPSAAKE M BKIOYEHHbIV B JOKYMEHTOOOOPOT OpraHa BHYTPEHHMWX A€en;

OOKYMeHTanbHbI hOHA OpraHa BHYTPEHHMX AEnN - COBOKYMHOCTb AOKYMEHTOB, 0Opasyrolmxcsa B npouecce
€ro AesATenbHOCTU;

OOKYMEHTUpOBaHMWe - mkcauus MHopMauum Ha MaTepuarnbHbIX HOCUTENSX B YCTAHOBMEHHOM MOPSIAKE;

JOKYMEHTOOOOPOT - ABWKEHME [OKYMEHTOB C MOMEHTA WX CO34aHUSA WKW MOMyYeHMs OO 3aBepLueHus
WCMNOSHEHUSI, MOMELLEHNS B AENO0 U (MNN) OTNpPaBky;

KOHTPOIb UCMOMHEHUS JOKYMEHTOB - NpeAcTaBnsieT cO60N COBOKYMHOCTb MEPONPUATUN, HanpaBneHHbIX Ha
obecrneyeHne CBOEBPEMEHHOIO U  KAYECTBEHHOTO  WCMOSIHEHUSI MPUHATBIX  PELIEHUA U MOPYYEHUMN,
3aUKCUPOBAHHBIX B CNY>KEOHbIX JOKYMEHTAX;

KOMusi JOKYMEHTA - JOKYMEHT, MOJIHOCTbIO BOCMPOU3BOASLLMIA MHPOPMALINIO NOASIMHHMKA OOKYMEHTa U ero
BHELLHWE MPU3HAKN, HE MEIOLLNIA FOPUONYECKON CUbI;

HOMEHKNaTypa Aen - CUCTEMATU3NPOBAHHbLIA NepevyeHb HaMMeHOBaHWUM 0COBOM BaXXHOCTM, COBEPLLUEHHO
CEKPETHbIX, CEKPETHBIX N HECEKPETHbIX AeNn, OpMUPYEMbIX B OpraHe BHYTPEHHUX Aefl, C yKa3aHWeM CPOKOB UX
XpaHeHus;

OnMnUCb Aden - apXMBHbIA CNPaBOYHMK, COOEpPXallMh CUCTEMATU3UPOBAHHbLIN NepevYeHb €ANHWUL, XpaHeHUs
apxvBHOro boHAa 1 NpeaHasHayYeHHbIN AMs X y4eTa U pacKpblTUS COOePXKaHUS;

NOANIMHHWK OKYMEHTA - NEPBbIA NN €ANHCTBEHHbIN 3K3EMMASAP AOKYMEHTA;

nogpasgeneHne Oenonpou3BOACTBa M pexuma - CTPYKTYpHOE noapasfenieHne opraHa BHYTPEHHUX Aen, Ha
KOTOpOEe BOS3JI0KEHO BbIMOSIHEHWE 3aday Mo BeAEeHWI0 OerlonpouM3BOACTBA, a Takke Ivua, OTBETCTBEHHble 3a
BeJeHVe Oeronpon3BoACTBa B €ro CTPYKTYPHbIX NOApa3aeneHmsx;

perncTpaumsi AOKyMeHTa - NPUCBOEHME AOKYMEHTY PErncTpauMoHHOro Homepa 1 3anucb B YCTaHOBIIEHHOM
nopsiake CBeOeHUN O HEM;

PEKBU3NT OOKYMEHTA - 00S3aTENbHbIN 31IEMEHT OPOPMITEHUS JOKYMEHTA;

CYOBLEKT KOHTpOMS - nogpasferneHusi, OCYLLECTBMSALWMNE B COOTBETCTBMM C AaHHOW WHCTpykumen wu
HOpMaTUBHbLIMM NPaBOBbIMU akTaMu Poccuinckon ®egepauum KOHTPOIb 3a UCTMONTHEHWEM MOPYYEHU (JOKYMEHTOB,
MEepOonpUATUR);

TernerpamMmma - TEKCTOBOE COO0OLleHne, NpeaHasHavYeHHoe Aia nepegaym cpeactsamm tTenerpadoHon Cessuv;

TenedgoHorpamMmma - ob606LLEeHHOe Ha3BaHNe pasnnyHbIX NO COAEPXKaHMI0 AOKYMEHTOB, BblAENSAEMbIX B CBA3N
C ocobbiM crnocobom nepefadn TekcTa, nepefaeTcs YCTHO MO KaHanam TenedOHHOW CBA3WM U 3anucbiBaeTcs
(neyaTaeTtcs) nony4atenew;

yyeTHble (opMbl -  pPErMcTpauMOHHO-KOHTPOMbHbIE — KapTOYKW, KypHamnbl, aBTOMAaTU3MPOBAHHbIE
NMHGOPMaLIMOHHBIE CUCTEMBI SNIEKTPOHHOIO AENONPOon3BOACTBA M JOKYMEHTOOBOPOTa;
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dhakcorpamma - 0606LLEHHOE Ha3BaHWe PasfMYHbIX MO COAEPXKaHWUI0 OOKYMEHTOB, BblAeNnsaeMblX B CBS3U C
ocobbiM crnocoGoMm nepedayn TekcTa Mpu MoMoLWM hakCUMUNbBHOM annapaTypbl, KOTopble nepenarTcs B
OCHOBHOM C MpUMEHEeHMEeM TenedOHHbIX KaHanoB ¢ ByMaXXHOro HocuTens (TeKCTbl, Tabnuubl, rpaduK1, PUCYHKN,
YyepTexu, doTorpadum 1 Apyrue) n NpUHUMatoTCs B BUAE Konum (hakcumune);

3KCMepTU3a LEHHOCTU JOKYMEHTOB - U3yYeHMe JOKYMEHTOB Ha OCHOBaHWM KPUTEPMEB UX LLEHHOCTU B LENsX
onpeaerieHnst CPOKOB XpaHeHWsl JOKYMEHTOB U 0T6opa X ANns nepeaayv B noapasaeneHunst cneldoHIoB;

3MEeKTPOHHbIN JOKYMEHT - JOKYMEHTUPOBaHHas MHGOPMaUns, NpeacTaBneHHas B 3MeKTPOHHOW dopMme, To
€CTb B BMAE, NPUIrOAHOM AN BOCNPUSATUS YE€SIOBEKOM C UCMOSIb30BaHMEM 3M1IEKTPOHHbIX BbIYUCIIUTENbHBIX MaLUVH,
a TaKkke Ona nepegadn no UHPOPMaLMOHHO-TENEKOMMYHMKALMOHHLIM CETAM UMK 06paBoTKkM B MHADOPMALIMOHHBIX
cucTemax.

lIl. JokymeHTMpoBaHue. Npasuna oopMneHnsi 1 NOArOTOBKN JOKYMEHTOB
OcHOBHbIE BUAbI AOKYMEHTOB, 00pa3yloLLmMXCcsi B AeATENbHOCTU OpraHOB BHYTPEHHUX AeN

18. B pesaTenbHOCTM OpraHoB BHYTPEHHUX Aen obpasyloTcs Creaylolime OCHOBHble BWAbl AOKYMEHTOB:
HOpMaTuBHble npaBoBble akTbl MBI Poccuu; nHavBuayanbHble NpaBoBble akTbl (MEPCOHANbHOrO XapakTepa;
AeNCTBUE KOTOPbIX UCYEPNbIBAETCA OAHOKPATHbIM NPUMEHEHUEM); MEXBEAOMCTBEHHbIE COrfnalleHns, NPOTOKObI;
pacnopsiXeHws; ANPEKTUBbLI; YKasaHWs; aKTbl; 3aKNioYeHUs; OOKMadHble 3anucky; cnpasku; 0630pbl; AOKNaabl;
NMOSICHUTESbHbIE 3aMN1CKK; MNaHbl; TenerpaMmmel; TenedoHorpammel; dakcorpaMmmesl; NMCbMa.

HopmaTtuBHbIN MNpaBoBoW akT<1> - MNUCbMEHHbIN OdUUNanbHbIA OOKYMEHT, MPUHATLIN (U34aHHbIA) B
onpegerneHHon opme AOMKHOCTHLIM NULOM B Mpeaenax ero KoMneTeHUMn 1 HanpasfeHHbIN Ha YCTaHOBMEHNE,
M3MEHEHVEe WUNU OTMEHY MpPaBOBbIX HOPM, PaCCYNTAHHbLIX HA MHOrOKpaTtHOE MPUMEHEHWE W OTHOCUTENbHO
HeornpeaeneHHbIn Kpyr nu.

<1> [lpaBuna noaroToBku M 06pa3subl 0OPMIEHUS HOPMAaTUBHbLIX MPaBOBbLIX aKTOB YCTaHaBMMBAKOTCA
npukasom MBI Poccum ot 27 nioHs 2003 r. N 484 "O6 yTBepxaeHumn MpaBun NogroToBkM HOPMaTUBHbBIX NMPaBOBbIX
aKToB B LieHTpanbHoM annapate MB[ Poccun".

Mpukad - NpaBOBOW  aKT, YCTaAHaBNUBAWOWMIA  yMNpaBfieHYECKMEe  pelleHuMs no  Bonpocam
onepaTuBHO-CNYXebHON AeATeNbHOCTN OpraHoB BHYTPEHHUX Aer.

PacnopsikeHne - OOKYMEHT, usgaBaemblil MO BOMPOCAM OMNepaTUBHO-CIYXeOHOW AeATenbHOCTM OpraHoB
BHYTPEHHUX [eN, KOTOpbI MMEET OpraHM3aLMOHHO-pacnopsaauTenbHbi xapaktep. Mcxoga mn3 ocobeHHocTen
uenen u NnpegMeTa NpaBoOBOro PerynmpoBaHusa MOXET coaepaTb HOPMaTMBHbIE NMpeanucaHna<i>.

<1> [MyHKT 2 lMpaBun NOAroTOBKM HOPMATMBHbLIX NMPaBOBbIX akTOB heaepanbHbIX OpraHoB UCMNOSTHUTENBHOM
BNacTM M UX rocyaapCTBEHHOW perncTpaumn, yTBepXAeHHbIX nocTtaHoBneHnem [lpaButensctBa Poccunckon
depnepaumm ot 13 aBrycta 1997 r. N 1009 (CobpaHue 3akoHopaTensctBa Poccuiickon deagepaumm, 1997, N 33, cT.
3895; N 50, cT. 5689; 1998, N 47, c1. 5771; 1999, N 8, cT. 1026; 2002, N 40, cT1. 3929; 2006, N 29, cTt. 3251; 2009,
N 2, cT. 240; N 12, cT1. 1443; 2010, N 9, c1. 964; N 21, cT1. 2602; 2011, N 9, c1. 1251; N 29, cT. 4472; 2012, N 1, cT.
148; N 19, cT1. 2419).

[vpekTBa - AOKYMEHT, onpeaensowmii NepcnekTuBbl PasBUTUS OPraHoB BHYTPEHHUX Oen U BHYTPEHHUX
BOWCK, OCHOBHbl€ HanpaBneHns Nx 4edTeNbHOCTU Ha KOHKPETHbIN Nepros BPeMeH!.

MpoTokon - AOKYMeHT, hUKCMpytowmin xon obCyXOeHNs BOMPOCOB W MPUHATUSA pelleHuin Ha cobpaHusx,
COBeLLaHNAX U 3acedaHusix KonmnernanbHbIX OpraHoB.

AKT - JOKYMEHT, COCTaBMNEHHbIN HECKOSNbKUMM NMLLaMM 1 NOATBEPXKAALWMIA haKTbl U COObLITUS.

HoknagHas 3anvcka - JOKYMEHT, aApeCcoBaHHbIN PyKOBOAUTENIO (HaYanbHWKY) opraHa BHYTPEHHUX Aen Wiu
BbILLECTOSILLEr0 opraHa BHYTPEHHUX [fen, coaepxawumi obCcTosTenbHoe M3noXeHue Kakoro-nnbo Bonpoca ¢
BbIBOAAMM 1 MPeasioXKEeHNAMMN.

CnpaBka - JOKYMEHT, cogep)Xaliuin onncaHve unn noaTBEPXKAeHNE TeX NN UHbIX (PaKTOB 1 COBLITUN.

Joknag - AOKYMEHT, CoAep KaLLMin N3NoxXeHne onpeaeneHHbIX BONPOCOB, BbIBOAOB, NPeasioXeHWN.

lMnaH - [OOKyMEeHT, yCTaHaBNMBalOLWMN TOYHbI MNEepeYeHb HamMedaeMblX K BbIMOMHEHuo paboT wnu
MEpONpUSATUA, WX NOCMefoBaTeNbHOCTb, OObeM, CpOKM BbINOMHEHWS, MNoApasfeneHus, pykoBoauTenew
(Ha4YanbHKKOB) NMNMOO KOHKPETHBIX UCMONTHUTENEN.

lMucemo, Tenerpamma, dakcorpamma, TernedoHorpaMma - 0600LWeHHOe Ha3BaHuWe pasfuyHbIX MO
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CoAepXXaHuIo JOKYMEHTOB, BblAensieMbIX B CBS3M € 0COBbIM cnocobom nepefayun Tekcta (nepechinaeTcst NoYTOMu,
nepepaetcs Tenerpadom, akCMMNNbLEHON CBA3bLIO, NO TenedoHy 1 3anucbiBaeTcs nonyyaTenem).

TpeboBaHusa kK 0POPMIIEHNIO JOKYMEHTOB

19. OchopmneHne JOKYMEHTOB AOMMKHO OCYLLECTBIATLCA C COBNI0AEHMEM CrieayoLnX NpaBus:

obecneyeHve IOPUANYECKON CUIbl JOKYMEHTOB;

onepaTMBHOE N Ka4eCTBEHHOE UX UCMOSTHEHUE N MOWUCK;

BO3MOXHOCTb 06pabOoTKM C MOMOLLbIO CPEACTB BblYUCIIUTENBHOW TEXHUKMY;

CO3[1aHu1e Kak MCTOPMYECKOrO MCTOYHUKA MHbopMaLuu.

20. TeKCT OOKYMeHTa OTpaxaeT ero OCHOBHOE CMbICIIOBOE COAEpXaHue - ynpaBrieHdYeckoe fOencTtsue,
peLleHue.

21. CocTtaBneHue npoekTta AOKYMEHTa AOIMKHO HAuMHATBCA C U3y4eHMs CyllecTBa BoMpoca, noanexailero
yperynupoBaHuio, Ae/CTBYIOLLEro No 3TOMy BOMPOCY 3akoHopaTtenbcTtBa Poccuickon denepauun, HopmMaTUBHBLIX
NpaBoBbIX, OpPraHM3aLMOHHO-pacnopPAaUTENbHLIX aKTOB W WHbIX MaTtepuanoB WHMOPMaLUOHHO-CNPaBOYHOrO
xapakrepa.

22. Tlpun nNOQroToBKE [OKYMEHTOB HeoOXOOUMO pPYKOBOACTBOBATbCS  CMEAYHLUMW  OCHOBHbLIMU
TpeboBaHUAMMU:

22.1. [JokyMeHT He OOMmKeH NPOTMBOPEYUTb 3aKoHOAaTellbHbIM U UHbIM HOPMAaTUBHLIM MPaBOBbIM akTam
Poccuickon ®egepauun n HopmaTMeHbIM NpaBoBbiM aktam MB[, Poccuu.

22.2. [lokyMeHT JormkeH BblTb HanvcaH oduunanbHO-4eN0BbIM CTUNEM.

22.3. VNanoxeHne copgepxaHusi AOKYMEHTa OOJDKHO ObiTb JIOMMYHbLIM, KPATKMM M TOYHbBIM, WCKITHOYAOLWMM
HEOOHO3HaYHOE TOMKOBaHME.

22.4. TlpymeHsieMble  TEpPMWHbl  LOMMKHbI  COOTBETCTBOBATb  TEPMWHOMOIMW,  UCMONb3yEeMOW B
3aKoHOZATerbHbIX M MHbIX HOPMATUBHBLIX MPaBOBbLIX akTax Poccunckon depepauum n HOPMATUBHBLIX MPABOBbIX
aktax MB[ Poccun, 1 ynotpebnatbcs B O4HOM UM TOM Xe 3HaYeHUN.

22.5. [lokyMeHT JOMmKeH OCHOBbLIBATbCA Ha pakTax U coAepxaTb KOHKpEeTHble W pearibHble NpeanoxeHus
UNu ykasaHus.

22.6. [JokyMeHT He ormkeH Ay6nMpoBaTh NOSMIOXKEHUS paHeE M3aHHbIX HOPMATUBHbBIX MPABOBLIX aKTOB.

22.7. [okymMeHT pomkeH OblTb OgOpMIIeH B COOTBETCTBUM C CYLUECTBYHOLUMMU TFOCYAapPCTBEHHbLIMU
cTaHgapTamum M TpeboBaHWsSMWU HacToswen WHCTPYKUUKW, UMEeTb YCTaHOBMEHHbLIN KOMMNEKC obs3aTernbHbIX
PEKBM3NTOB C COOMIOOEHNEM NOPSAKA NX PACTONOXEHUS.

22.8. B pokymeHTe He O0JMKHO ObITb MOMapOK U UCMPaBNEHNN.

23. [lokyMmeHTnpoBaHne MHopMaLnMn B opraHax BHyTpeHHuX gen Poccunckon ®egepaumm ocyllecTBnseTcd
C UCMNOMb30BaHMEM TEXHUYECKUX CPeACcTB<1>, B TOM Yncre CpeAcTB BblYUCTUTENBHON TEXHUKN.

<1> WN3roTtoBneHne pPyKOMUCHbIX OOKYMEHTOB AOMYCKaeTCsl NPU OTCYTCTBUM BO3MOXHOCTU UCMOMNb30BaHUS
TEXHUYECKUX CPEeACTB UNM B Crnyyasx, MNpeayCMOTPEHHbIX 3akoHOA4ATEeNlbHbIMA U MHbIMWU  HOPMAaTUBHbLIMM
npasoBbIMK akTamun Poccuinckon depepaumm, HopMaTuMBHbIMY NpaBoBbiMK akTamu MB[1 Poccuu.

OTpenbHble OOKYMEHTbl BHYTPEHHEro obpalleHus JonyckaeTcs nucatb OT Pyku (panopT, 3asiBreHue,
06BACHEHMe).

24. Tpwu ochopMneHnn JOKyMeHTOB peKOMeHAYEeTCH NMPUMEHATb TEKCTOBbLIN peaakTop Microsoft Word Bepcun
2003 v BbllWe UK Apyrom, COBMECTUMBINA C HUM, C ncnosnb3oBaHuemM wpugtos Times New Roman (Times New
Roman Cyr) pasamepom N 13 - 15 yepe3 1 - 1,5 MexcTpouHbiX MHTepBana. LWpnudT B AOKyMeEHTe OomkeH ObiTb
€OWHBIM MO pa3mepy, 3a UCKMoYeHeM 0CODEHHOCTEN, NPeAYCMOTPEHHbIX MYHKTOM 28 HacTosiwen MHcTpykumm.

Ona BblgeneHna 4acTu TekcTa [OKYMEHTa, ero HaMMeHOBaHUS MOryT WCMOoMb30BaTbCA MOMY>XUPHOE
HayepTaHue, KypcuB, Nog4YepKUBaHE UMK CMELLLeHMe OTHOCUTENBHO rPaHuL, OCHOBHOIO TEKCTa.

25. [JokymeHTbl OohopMAsloTCA Ha OGraHkax ycTaHoBreHHOM OopMbl, Ha CTaHAapTHbIX Nnuctax Gymaru
dopmaTtoB A4 (210 x 297 mm), A5 (148 x 210 MM) unu B BMAE OMNEKTPOHHbLIX AOKYMEHTOB M AOIDKHbI MMETb
YCTaHOBMEHHbIA COCTaB PEKBU3UTOB C ONpederieHHbIM UX pacrnofioXeHnem u odopmieHmem. [ns OTAenbHbIX
BMAOB AOKYMEHTOB JomnyckaeTcs ncnonb3oBaHue bymaru gpopmatoB A3 (297 x 420 mm) n A6 (105 x 148 mm).

Kaxgblin nMCT OOKyMEeHTa, OPOPMIIEHHBIN KakK Ha GnaHke, Tak n 6e3 Hero, 3a UCKIHYEHUEM HOPMAaTUBHbIX
NpaBoOBbIX aKTOB, AOIMKEH UMETb NOsis, MM:

30 - neBoE;

10 - npaBoe;
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20 - BepxHee;

20 - HXKHee.

26. [JoKymMeHTbl M3roTaBnmBaloTCs Ha Genow Gymare unu B WCKITHOYUTENBHBIX Cry4dasx Oymare cBeTnbIX
TOHOB.

27. B npoektax 3akoHodaTeNbHbIX W WHbIX HOPMAaTMBHLIX MNPAaBOBLIX aKTOB, MPOEKTax MpUKa3oB.,
pacrnopsXeHUn n ykaszaHun MuHuCTepcTBa pekoMeHOyeTcs ynoTpebnsaTb nofHble HaMMeHoBaHuS hegepanbHbiX
OpraHoB MCMOJSIHUTENBHOW BriacTW, B MPOTOKOMIAX COBELLaHWW, 3acedaHun, KOJNEernn, CryxebHbIX nucbMax, a
TaKke B [OKYMEHTax CMpaBOYHOrO XapakTepa M TEKCTOBbIX MPUMOXEHUAX K OOKYMEHTaM - YCTaHOBMNEHHble
COKpallleHHble HanMeHOBaHUA beaepanbHbIX OpraHOB UCMONTHUTENBHOMW BNAcTU.

28. lMpn nogrotoBke M OGOPMIIEHUN [OKYMEHTOB B YCTAHOBMEHHOM MOPSAKE MOryT WUCNONb30BaTbLCS
crnepywoLmne pekBusnThbI:

01 - NocypapcTtBeHHbIN repb Poccuiickon ®epepauuu;

03 - repanbguyeckuii 3Hak - ambriema opraHoB BHYTpPeHHUX den Poccuiickon depepaumm U BHYTPEHHUX
Bonck MuHucTepcTBa BHyTpeHHUX aen Poccuiickon egepauumn<i>;

<1> HUB WHTepnona MBI Poccun ncnonb3yeT ambnemy, yTBepXOeHHYt0 MUHUCTPOM BHYTPEHHUX Aen
Poccuickon ®eapepauun 31 gekabps 2011 r., BHECEHHYIO Ha OCHOBaHWUW pelueHnst 'epanbanyeckoro coseta npu
MpesngeHTe Poccuinckon denepaunn B ocygapcTBeHHbIN repanbauyeckuii permctp Poccuiickon ®epepaunn ¢
NPUCBOEHMEM perncTpaumnoHHoro Homepa 7386.

CHocka B pef. npukasa MB[ Poccun ot 28.05.2013 N 296.

04 - kof opraHmsaumu;

05 - OCHOBHOW rocyaapCTBEHHbIN perncTpaunoHHbii Homep (OIPH) opugnyeckoro nuua;

06 - ngeHTMdrKaLMOHHbBIA HOMEpP HanoronnatenbLMKa/kog NPUYMHbEI NOCTaHOoBKM Ha yyeT (MHH/KIM);

07 - ko, opMbI JOKYMEHTA;

08 - HaMmeHOBaHWe opraHa BHYTPEHHUX Aen;

09 - cnpaBoYHble faHHble 06 opraHe BHYTPEHHWX OEn;

10 - BMA OOKYMEHTA;

11 - paTa OOKYMEHTa;

12 - perncTpaunoHHbI HOMEP JOKYMEHTa;

13 - ccbifnka Ha UCXOAsLLMI PerMCTPaLMOHHBLIN HOMEP U AaTy JOKYMEHTa agpecaHTa;

14 - mecTo cocTaBneHus (M3gaHnst) DOKYMEHTa;

15 - apgpecar;

16 - rpud yTBEPXKAEHNSA OOKYMEHTA;

17 - ykazaHus No UCMOSTHEHUIO JOKYMEHTA;

18 - HavMeHoBaHWe MO0 aHHOTaUMSA JOKYMEHTa;

19 - oTMeTKa O KOHTpoOne;

20 - TEKCT OOKYMEHTa;

21 - oTMETKa 0 Hanuyumn NpUNoXeHus;

22 - noAnuce;

23 - rpud cornacoBaHUs AOKYMEHTA;

24 - BM3bl COrnacoBaHusi LOKYMEHTa;

25 - oTTUCK nevaTw;

26 - OTMETKa O 3aBepeHunu Konuu,

27 - oTmeTka 06 ucnonHuTene;

28 - oTMeTka 06 MCNOMHEHUN OOKYMEHTA U HanpaBrieHun ero B Aero;

29 - oTMeTKa 0 NOCTYNNEHUN AOKYMEHTa B OpraH BHYTPEHHWUX Aer;

30 - ngeHTMdUKaTop SNEKTPOHHON KONUN JOKYMEHTA;

31 - rpud orpaHMyeHnst 4OCTyNa K JOKYMEHTY.

28.1. locypapctBeHHbIn repb Poccuiickon ®depepauny BOCNPOM3BOAWUTCS B OAHOLBETHOM BapuaHTe U
nomeLlaeTcsl TONMbKO Ha OnaHkax AOKyMeHTOB MuHucTepcTBa, nognucbiBaeMbix MWHUCTPOM BHYTPEHHUX Aen
Poccuickon ®egepauun<i> unu ero samecturenamm<2>. Paamep repba coctasnset 19 x 21 mm.

<1> [lanee - "MuHuctp".
<2> depeparnbHbI KOHCTUTYLMOHHBIN 3aKoH oT 25 gekabpsi 2000 r. N 2-OK3 "O lNocypapcTtBeHHoM repbe
Poccuiickon ®epepaunmn” (CobpaHne 3akoHogaTensctBa Poccuiickon ®enepaumn, 2000, N 52, ct. 5021; 2002, N
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28, ct. 2780; 2003, N 27, cT. 2696; 2009, N 46, cT. 5417).

28.2. lepanbguyecknii 3Hak - ambnema opraHoB BHYTpeHHUx aen Poccuiickon ®enepaumm M BHYTPEHHUX
BOMick MuHucTepcTBa BHYTpPeHHUX aen Poccuiickon ®enepaumm<1> nomeljaercs Ha wTamnax unm 6GnaHkax
OpraHoB BHYTPeHHWX Aen. WHble cnyyam ucnonb3oBaHus ambnembl MBI Poccum Ha wTamnax u GraHkax
OOKYMEHTOB ycTaHaBnmBatoTcs MuHUCTpoM BHYTpeHHMX gen Poccwuiickon depepaumn. Pasmep ambnembl MB[L
Poccuu coctasnseT 35 x 17 mm.

<1> [lanee - "sm6nema MB[ Poccun".

Ombnemy MBI Poccum He BocnpousBOasT Ha GnaHke, ecnv Ha Hem nomelleH ocygapcTBeHHbIN repd
Poccuiickon depepauuu.

Mpn odpopmneHnn JOKYMEHTOB 3a NOANUCKHI0 3amecTuTensa MnHucTpa - rnaBHOKOMaHAYOLWEro BHYTPEHHUMN
Boickamn MB[ Poccuu, 3amectutena MuHucTpa - HadanbHuka CnegcteBeHHoro genaptameHta MBI Poccun,
HayanbHuka Y MBI Poccun no Cesepo-KaBkasckomy degepanbHOMY OKpyry, MNOMb3YHOLIErocss npaBamu
3amectutenst MMHucTpa<1>, ucnonb3ylTcs:

<1> Mpukas MB[ Poccum ot 6 mas 2010 r. N 342 "O6 oTAenbHbIX MOSIHOMOYMSAX HavanbHUKa [nmaBHOro
ynpasneHua MB[ Poccuu no Cesepo-Kaskaszckomy cheaepansHOMY OKpyry".

6rnaHk ¢ [locygapctBeHHbiM repbom Poccuiickon ®egepauuun - npu peanusauum UMW NOFTHOMOYMN
3amectutens MuHucTpa;

6raHk ¢ ambnemon MB[ Poccuu - npyu peanu3aumm MMy NOAHOMOYMI PYKOBOAMTENEN COOTBETCTBYHOLLMX
nogpasgeneHni MuHuctepcTsa.

28.3. Koo opraHusaumm npoctaensetca no OO6wepoccMnckomy Knaccudmkatopy npeanpustum wm
opraHuzauui (OKIO).

28.4. OcHOBHOWN rocygapCcTBeHHbIN pernctpaunoHHbli Homep (OIMPH) topuamyeckoro nuua npoctaBnsaeTcy B
COOTBETCTBUM C JOKYMEHTAMM, BblJaBaeMbIMW HANTOTOBbLIMWU OpraHamu.

28.5. geHTndukaLmMoHHbIN HOMEp HarnoronnatensLliuka/koa MnpuynHbl NocTaHoBkM Ha ydeT (MHH/KIIT)
NPOCTaBNseTCsA B COOTBETCTBUN C AOKYMEHTaMW, BblaBaeMbIMU HANOrOBLIMW OpraHamu.

28.6. Kog dopmbl gokymeHTa npoctaBnstoT no OB6uepoccuMickoMy KnaccudukaTtopy yrnpasreH4YecKom
aokymeHTauumm (OKYLL).

28.7. HanmeHoBaHWe opraHa BHYTPEHHUX [Aef, SBRSKWEroca aBTOPOM  [[OKYMEHTa, [AOJSDKHO
COOTBETCTBOBATb HAMMEHOBAHWIO, 3aKPENMEHHOMY B €ro CTaTyCHbIX JOKYMEHTaXx.

Hag HavmMeHoBaHMeM CTPYKTYpHOro nogpasgeneHus MuHUcTepcTBa ykasblBaeTCs MOSIHOE HaMMeHOBaHMWe -
"MuHncTepcTBO BHYTpeHHUX gen Poccuiickonn ®epepauun” M CTPOKOW HWXKe B CKoOkax cokpalleHHoe - "MB[
Poccun".

Hag nonHbiM HaumMeHOBaHVWEM opraHa BHYTPEHHMX [en YyKasblBaeTCA COKpalleHHOe HavMeHOBaHue
BbILLECTOSLLEro OpraHa BHYTPEHHUX Aer, a Npu ero OTCYTCTBMM - MOFIHOE HAaUMEHOBaHMe.

CokpalleHHoe HaMMeHOBaHWe opraHa BHYTPEHHUX Aen NPUBOAUTCA B TEX CryyYasiX, Korga OHO 3akpenseHo B
€ro CTaTyCHbIX IOKYMEHTaXxX 1 MOMeLLAeTCs B CKOOKaxX HWKE NOSTHOro MNnu nNocne Hero.

HanmeHoBaHWe TeppuTopmansHOro opraHa yka3blBaeTCsi B COOTBETCTBUM:

c Ykasowm [pesmageHTta Poccuiickonn ®Peagepaumm ot 1 mapta 2011 r. N 249 "O6 yTtBepxgeHun TunoBoro
NOMNOXeHUs1 0 TeppuTopManbHOM opraHe MuHucTepcTBa BHYTpeHHUX Aen Poccuiickon ®efepauum no cyobekty
Poccunckon degepaunn”<1>;

<1> CobpaHue 3akoHogaTenbcTBa Poccuickon degepaumm, 2011, N 10, c1. 1335.

¢ npukasom MBI Poccum ot 21 anpena 2011 r. N 222 "O6 yrBepxgeHuuM TuNoBOro MOMOXEHWUs O
TeppuTopmanbHOM opraHe MuHucTepcTBa BHYTpeHHMX gen Poccunckon ®egepaumm Ha panoHHOM ypoBHe"<1>.

<1> 3apeructpuposaH B MuHiocte Poccum 20 nionsa 2011 roga, permctpaumoHHbii N 21062.

Hanpumep: MuHnuctepcTBO BHYTpeHHUX gen no Pecnybnuke Oarectan (MBLO no Pecnybnuke [OarectaH),
MmaBHoe ynpasneHne MB[ Poccuu no r. Mockse (I'Y MB[ Poccun no r. Mockse) unu YnpasneHve MuHuctepcTtea
BHYTpeHHMX Aen Poccuiickon depepaumm no ropopckomy okpyry [domopenosBo MockoBckow obnactu (YMB[I
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Poccun no r.o. Jomoaenoso).

Odopmnsietca wpudptom Times New Roman (Times New Roman Cyr) pasmepom N 12 nonyXuvpHbim
HayepTaHWEM Yepe3 OONH MEXCTPOYHbIA UHTEpBar.

28.8. CrnpaBoYHble AaHHble 06 opraHe BHYTPEHHUX gerl

CnpaBoyHble [faHHble 00 opraHe BHYTPEHHWX [en cogepxaT cBefeHusi, Heobxoaumble npwu
MH(OPMALIMOHHBIX KOHTaKTax, W MOryT BKMOYaTb: MOYTOBLIA WNKN OPUONYECKUNA adpec; MECTO HaxOXOEHUS;
Homepa TenegoHoB; kog no OKIMO; kog no OKY[; Homepa TenedakcoB, cdeTtoB B 0OaHke; OIPH;
noeHTnmrkaunoHHein Homep MHH/KII; agpec aneKTpOHHOM NOYTbl U OpyrMe CBEAEeHMs MO YCMOTPEHMWIO OpraHa
BHYTPEHHUX Aen.

OdopmnseTca wpudtom Times New Roman (Times New Roman Cyr) pasamepom N 10 - 12 yepe3 oavH
MEXCTPOYHbIA MHTEpBan.

28.9. Bug gokymeHTa, COCTaBMEHHOMO UMW U3OAaHHOrO OpPraHoM BHYTPEHHUX Aen, pernameHTupyeTcsa ero
nonoXeHnem (yctaBoM) 1 JOMKEH COOTBETCTBOBATb BMAAM AOKYMEHTOB, NpeaycMoTpeHHbiM OKY/[.

B nucbme HaumeHoBaHWe BMAa JOKYMEHTA He ykasbliBaeTCs.

28.10. JaTa nokymeHTa

[aton gokymeHTa sBnsSieTCsl gata ero perucrpauuun (nNpukasbl, pacrnopsbhkeHusl, nucbMa, OOKnagHble WU
cnyXebHble 3anuckn) wWnuM yTBepXAeHus (MHCTPYKUWUSl, MONOXEeHWe, MpaBurna, pernameHT, MraH, OTyeT,
MeToaMYeckMe pekoMeHgauun), OAnd npoTokona - gaTa 3acefaHvs (NpUHATWUS pelleHusl), AN akTta - gdaTa
COCTaBMEHMUs.

[ata pokymeHTa ocopmnseTtcs apabckumu undpamm B NocrnegoBaTenbHOCTU: AeHb Mecsua, Mecsu, roa.
[eHb mecsua n mecsu odopMnsaT ABYMS napamun apabckmx umMdp, pasgeneHHbIMU TOYKOW; rog - YeTbipbMs
apabckumu umdpamu<1>. Hanpumep: paty "5 depans 2012 r." cnegyetT odopmuTb crnegylowmm obpasom:
"05.02.2012". NpocTaBnsATb HOMb B 0603Ha4YeHUN AHA Mecsua, eCriv OH COAEPXUT OAHY Lmdpy, - obs3aTenbHO.

<1> YkasaHHbIA B HaCTOSILLEM MyHKTE MNOpPSAoK OOopMNeHnss OOKYMEHTOB He pacrnpoCTpaHsieTcsl Ha
odopmMIieHne HopMmaTUBHbIX NpaBoBbix akTtoB MB[] Poccun.

HonyckaeTtcs cnoBecHo-uudpoBon cnocod odopmneHuns aatbl, Hanpumep: "5 despans 2012 r.".

[aTta gokymeHTa NpocTaBnsieTCcsl AOMKHOCTHBIM MULIOM, NOAMUCHIBAKOLUM UNN YTBEPXKOAIOLWMM AOKYMEHT.
Mpu NOAroTOBKE NPOEKTa AOKYMEHTa nevaTtaeTcs Tonbko 0603HavYeHne MecsiLa u roga.

Bce cnyxebHble OTMETKM Ha [OKyMEeHTe, CBA3aHHble C ero nNpoXoXAeHWeM W WCMNOMHEHWEM, AOMKHbI
cogepxatb gaTy M Mognucb AOMKHOCTHOrO nvua, O3HAKOMMBLUErocsi C AOKYMEHTOM. [JOKyMeHTbl, M3fgaHHble
COBMECTHO [OBYyMS unm 6onee CTPYKTYpHbIMM MoApas3gefieHMs MU OpraHoB BHYTPEHHWX Aen, OOJPKHbl UMETb
e[uMHyl0 AaTy, KoTopas COOTBETCTBYET Hanbonee nNo3gHen gate NOANUCAHUS OOKYMEHTa.

28.11. PernctpaumoHHbI HOMEpP AOKYyMEHTa

PernctpaunoHHbIn HOMep AoKyMeHTa hopMuMpyeTcs B COOTBETCTBMU C CUCTEMOWN perncrpauun, NpuHATON B
MwuHucTepcTBe (opraHe BHYTPEHHUX Aef), U NPOCTaBMSETCS B JOKYMEHTE Ha NpeayCMOTPEHHOM ANA AaHHOro
pekBu3nTa MecTe.

PernctpaunoHHbIn HoMep npucBanBaeTCcs AOKYMEHTY MOCre ero nognucaHuns (yrsepxaeHus).

PerncrpaunmoHHbIn HoMep JOKyMEeHTa COCTOUT U3 ero NopsiAKOBOro HoMepa, KOTOPbIA MOXET ObITb 4ONOSNHEH
MO YCMOTPEHMIO OpraHa BHYTPEHHUX [Oen WHAEKCOM [fena Mo HOMeHKnaType JAen, uHdgopmauuen o
KOppEeCnoHAEHTe, UCNONHUTENSAX U APYrMMU HEOOXOAMMbBIMU CBEAEHUSMMU.

PernctpaunoHHbln HOMep OOKyMEHTa, MOArOTOBIIEHHOrO COBMECTHO ABYMsi U Gonee nogpasgeneHunsmu
opraHa BHYTPEHHMX [Aen, COCTOMT W3 pPerncrpauuoHHbIX HOMEPOB Kaxgoro nogpasgeneHus. [pu atom
perucTpauMoHHble HOMepa pacnpefenslTcs B MOpsadKke ykasaHus  (NepeyvncrieHns) nogpasgerneHui,
NMOArOTOBUBLUMNX AAHHbIA JOKYMEHT.

28.12. Ccbifika Ha UCXOASLWMIA HOMEP 1 AaTy OOKyMeHTa

Ccblifka Ha UCXOAsLUA PErMcTpaLMoHHbIN HOMEpP U AaTy OOKYMeHTa obsizatenbHa npu oopMIIEHUN NNCEM,
KOTOpblE SABMSKTCS OTBETAMU HA NOCTYNMBLUME 3anpockl (MMCbMO, 3akndeHne n gpyrue). CBeaeHus B AaHHbIN
PEKBU3UT MNEPEHOCATCS C NOCTYNMBLLEro JOKYMEHTA U COOTBETCTBYIOT €ro permcTpaumoHHOMYy HOMeEpY U aaTe.

28.13. MecTo cocTtaBneHusi (3gaHusi) OKyMeHTa

MecTo cocTaBneHus (M3gaHus) AOKYMEHTa ykasbiBaeTcsl B GnaHkax gOoKyMeHToB MuHucTepcTBa 1M opraHoB
BHYTPEHHUX Aen, 3a UCKnoYeHnem b6raHkoB nucem. Hanpumep: Mockea, Capatos.

MecTto cocTtaBneHus (M3gaHusi) OKyMEHTA ykasblBaeTCs B TOM Criyyae, ecnv 3aTpyLHEHO ero onpeaeneHue
no pekeusnMtam "HaummeHoBaHue opraHa BHyTpeHHUx gen" un "CnpaBouyHble AaHHble 006 opraHe BHYTPeHHUX gen”.
MecTo coCTaBNeHUss WM M3OaHUS YKasbiBAaeTCad C Y4ETOM MPUHATOrO0 aAMWHUCTPATMBHO-TEPPUTOPUANIBHOTO
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JeneHns, OHO BKMoYaeT B cebs TONbKO OBLLEeNpUHSTLIE COKpaLLEeHUS.

28.14. Appecar

[okyMeHTbl agpecyloT B OpraHbl BNacTu, OpraHvM3auun, CTPYKTYPHble NogpasfgeneHvsi, AOMMKHOCTHBIM
nvuam, rpaxkgaHam.

B kauectBe agpecarta MOryT ObITb yKasaHbl OpraHbl BHYTPEHHWX Aer, OpraHbl ynpaBrneHUsi, COeAVHEHNS 1
YacTun BHYTpeHHuX Bouck MB[ Poccuu, opraHmsaumn, He Bxogsuwme B cuctemy MBI Poccun, nx CTpykTypHble
nogpasgeneHunsl, AOMMKHOCTHbIE Unn uanyeckre nuua.

TekcT pekBuauta "AgpecaT" pasMeLlaeTcs B MpaBoOM BEPXHEM Yriy NepPBOro nucra AOKYMeHTa, B npegenax
OT LeHTpa TEKCTOBOro Nonsi 40 ero npaBon rpaHuLbl.

CTtpoku pekBusuTa "Agpecat” LEHTPYIOTCS OTHOCUTENbHO CaMOW ANIMHHOW CTPOKK, KOTOpas orpaHuyYnBaeTcs
npaBon rpaHuLen TEKCTOBOrO Noss, NN BbipaBHUBAKOTCS MO IEBOMY Kpato.

lMepBasa cTpoka pekBuauta 15 "Agpecat” Ha yrnoBom OnaHke nevyataeTcsi Ha OOHOM YPOBHE C MOJSHbIM
HanmeHoBaHueM nogpasgeneHus (peksmsut 08).

Mpn agpecoBaHUM OOKYMEHTa B OpraH BnacTW, OpraHu3auuio Unm CTpPyKTypHoe noppasgeneHue (6es
yKa3aHus OOIMKHOCTHOrO Nnua) X HaMMEHOBAHUS MULLYTCA B UMEHUTENbHOM Nagexe, Harnpumep:

[IpaBUTEJIBCTBO U MUHMCTEPCTBO OCTULUN
Poccuiickor demepauun Poccuiickor demepauun

JenapTaMeHT OopIraHM3alumn
Y KOHTPOJNA

I'IpM agpecoBaH OOKYMEHTa B OpraH BHYTPEeHHUX OeN YKadblBaldoTCA COKpalleHHOe HauMeHOBaHue opraHa
BHYTPEHHUX Oen n 4yepes 2 MHTEpBana HanmeHoBaHue noapasgernieHnsda B UMEHUTENIbHOM nagexe, HanpumMmep:

MBI Poccum W MBI Poccum
denmepasibHOE TOCYyHOapCTBEHHOE I'maBHOE ynparBJieHUE
Kas3eHHOoe yupexneHue YTOJIOBHOT'O PO3EICKA
"BcepoccumcKumn Hay4HO-

MCCJIeNOBATEJIbCKUM MHCTUTYT
MuHMCTEepCTBa BHYTPEHHUX IeJl
Poccurickon demepauunm"

lMpn appecoBaHWM [OKYMEHTa [OOIDKHOCTHOMY nuly WHWUManNbl CTaBATCA nepen amunuen, npu
afpecoBaHUM YaCcTHOMY NuLly - nocne pamMmunuu.

lMpn appecoBaHWyM [OKYMEHTa KOHKPETHOMY [OOSDKHOCTHOMY MWLy YKasblBalOTCA B AaTenbHOM nagexe
HaMMeHOBaHWe OOIPKHOCTM 3TOro nuvua, NofHoe Unu cokpalleHHoe HauMeHOBaHMe opraHa BHYTPEHHUX Aen, Yyepes
2 wHTepBana cneuuwanbHoe (BOWHCKOE) 3BaHMe, 4epe3 1 uHTepBan uHuumanbl, camunua. [JonyckaeTcs
LEeHTpMpPOBaTb KaXayl CTPOKY peKBM3MTA MO OTHOLUEHUIO K CaMOW ANMHHONM CTPOKe, HanpuMep:

HauvanbHuky YMBI Poccum VI HauvanpHuky I'J1aBHOTO yIHIpaBJIEHUA
no CMoJieHCKOM obJjilacTu YTOJIOBHOTO po3picka MBI Poccum
creumajibHOEe 3BaHUue CreurajibHOEe 3BaHUue

n.0. dammnmusa n.0. damMmnmsa

IlokymeHT He pormkeH cogepxaTb bonee 4veTbipex agpecatoB. Cnoeo "Konus" nepen BTOPbLIM, TPETbUM,
YeTBEPTbLIM aapecaTamu He yKasbiBaeTcs.

Ecnn pOKyMEHT HanpaBnseTcs B HECKOIIbKO OPraHoB BHYTPEHHUX AEN WM B HECKOMbKO CTPYKTYPHbIX
nogpasgeneHnii OOHOrO M TOrO K€ OpraHa BHYTPEHHWUX Aen, TO HaMMEeHOBaHWS OOMMKHOCTEW Iuu, KOTOPbIM
afpecoBaH JOKYMEHT, MOTyT yKka3biBaTbCA 0006LLEHHO, HaNpUMep:

MyHMCTPaM BHYTPEHHUX »OeJl Znpazs HauasbHMKaAM yHOpPaBJIEHUM, OTHEJIOB

o pecnybjamkam, HadvaJibHMKaM IV, MBI Poccum O paMoHaM, TopoIam

YMBI Poccum rno cybrekTam Y MHEIM MYyHMUMIIAJBHBEIM OOpas30BaHMAM
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BHYTPEHHUX [IEN POCCUICKOIA... Aata coxpaienus: 10.12.2015
Poccumickon demepauunm /IBaHOBCKOM OOJIACTU

(mo cnmcky)

Ecnn nucbmo agpecyetca opraHusauum, He Bxoaswen B cuctemy MBI Poccuu, ykasbiBatoTca ee
HauMeHOBaHue, a 3aTeM NoYTOBLI agpec.

MouToBLIN agpec B cocTaBe pekBu3uTa "Agpecat” ykasblBaeTcd B NocrefoBaTenbHOCTU, YCTAHOBEHHOW
npaBunamMuM OKa3aHWsl YCryr MOYTOBOM CBSA3M<1>: HaMMeHOBaHWe agpecaTta (Ona rpaxgaH - damunus, ums,
OTYECTBO); Ha3BaHME ynuubl, HOMEp AOMa, HOMep Kopryca, HOMep KBapTWUpbl; Ha3BaHWe HACENEeHHOro MyHKTa
(ropoga, nocenka v Apyrue); HasBaHue panoHa; HasBaHwe pecnybnuku, kpasi, obnactu, aBTOHOMHOW obnacTu,
aBTOHOMHOIO OKpyra; MOYTOBLIN UHAEKC, HAaNpUMep:

<1> T[locTtaHoBneHune [lpaButensctBa Poccuickon Pegepauum ot 15 anpens 2005 r. N 221 "O6
yTBepxxaeHumn MpaBun okasaHus ycnyr nodtoBon cesA3n" (CobpaHue 3akoHogaTenbcTBa Poccuiickon deaepaumm,
2005, N 17, cT. 1556).

"ocynapcTBeHHOE yupexaeHve
"Bcepoccuickmin Hay4yHo-uccnegoBaTenbCKimn
MHCTUTYT OOKYMEHTOBEAEHUNA N apXUBHOTO Aena
Mpodcotosnas yn., a. 82, Mockea, 117393

Mpv agpecoBaHnM OOKYMeEHTa U3NYecKoMY NULLY YKasbiBaloTCs hamMunus U MHMUManb nonyyartens, 3aTeM
MOYTOBbLIN aapec, Hanpumep:

damunmsa A.0.
yn.CapoBas, 4.5, k8.12,

r. 'lunkn, Knpeesckuii p-H,
Tynbckasa obn., 301264

MoyToBLIN agpec He ykasbiBaeTCs B AOKYMEHTaX, HarpaBhsemblX B BbICLUME OpraHbl rocygapCTBEHHOMN
BMacTu, Apyrve cegepanbHble OpraHbl WCMOMHUTENbHOW BMAcTW, TepputopuanbHble opraHbl deaepanbHOro
OopraHa UCNonHUTENbHON BNacTn B cydbektax Poccunckon ®epepaumn.

B pekBuaute "Agpecat" gonyckaeTcs ucnonb3oBaTb oULManNbHO NPUHATBIE COKPaLLEeHHble HauMEHOBaHUS
OpraHoB rocyapCTBeHHOM BNacTu, opraHOB MECTHOrO CaMOyrnpaBrieHUs, opraHnu3auuii.

28.15. pud yTBEPXKOEHUS

[okyMeHT yTBepxaaeTca OOMKHOCTHbIM NULOM (OOMKHOCTHBIMU MWL aMKU) UKW cneumnansHO M3gaBaeMbliM
OOKyMeHTOM. [pun yTBEpXXAEHUN AOKYMEHTA OOMMKHOCTHLIM NULOM rpud YyTBEPXKAEHUS OOKYMEHTa pacnonaraetca
B MpaBOM BepxHeM yriy foKyMeHTa u coctout n3 criosa Y TBEPXOAIO (6e3 kaBbluek), HauMeHOBaHWUS AOMKHOCTU
nvua, yTBepXxaarLLero JOKyMeHT, cneumanbHoro (BOMHCKOro) 3BaHus, ero noanucu, Hiumanos, hammnmm un gathbl
yTBepxaeHusa. [onyckaetca B pekBusnte "lpudd yTBEpXKOEHUS [OOKYMEHTa" UeHTpUpoBaTb SfIEMEHTHI
OTHOCUTENBHO CaMOW ANIMHHOW CTPOKW, HanpuMmep:

YTBEPXIAI ZNpe%8 YTBEPXIAI

HauvanpHuk I'YYP MBI Poccum HauvanpHuk YMBI Poccum

crieumaJibHOE 3BaHUe no Juneukom objiacTu
crieumaJibHOE 3BaHUe

JIMYHASa ToANUcCh<1l> n.0. dammnmsa

" 07 "™ mapra 2012 r. JMYHAasg NOINUCH N.0. dammnmsd

" 15 " wmong 2012 .

<1> 3pgecb 1 ganee KypCuBoM 0003Ha4veH pyKOI'II/ICHbIl7I TEKCT.

Mpu yTBEPXOEHWUM OOKYMEHTA HECKOSNIBKUMW OOMMKHOCTHBIMU NMuammn rpuddbl YTBEPXKAEHWUS pacrnonaratTcst
Ha OQHOM YpOBHe. YTBepXaaeMblll JOKYMEHT JOIMKEH ObITb MOANMNCaH.

Mpu yTBEPXOEHUM AOKYMEHTa peLleHneM, NpoTOoKONoM rpud yTBepxaeHnsa coctouT u3 cnosa YTBEPXKOEH
(YTBEPXOEHA, YTBEPXOEHblI wnn YTBEPXIOEHO), HaumeHOBaHMS YTBEpXAalLWEro [[OKYMeHTa B
TBOPUTESNBHOM Nagexe, ero aatbl, HOMepa, Hanpuvep:
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"OB YTBEPYZEHUN MHCTPYKLIV MO AESIONPON3BOACTBY B OPFAHAX HAokymeHT npepocTasnen KorcynbTarTinoc
BHYTPEHHWX [IENT POCCUNACKOIA... Aata coxparenms: 10.12.2015
YTBEPXOEH

MPOTOKOIOM 3aceaaHus
3KCMEePTHON KOMMCCUM
o1 15.06.2012 N 14

28.16. YkasaHuMs MO WCMNOINTHEHWIO AOKYMEHTa MULIYTCA Ha CBOOOAHOM OT TeKCTa MecTe [OOKYMeHTa
COOTBETCTBYIOLLUMM pykoBoauTeNnem (HayanbHMKOM) U BKNOYaT B cebs MHMUMansl n daMmmnmm UCronHUTENeN,
cofepaHue MopyvyeHuUs U CPOK ero UCnonHeHums (Npy HeobGXoAMMOCTU), NOAMUCL, €e pacLnMpPOBKY U AaTy,
Hanpumep:

VHMLIVAJIBEL U (i)aMI/IJ'H/LC[
VHMUIVAJIBEL U (i)aMI/IJ'H/IH

[lpomwy MOOOTOTOBUTH IIPOEKT OTBETAa
B YMBJI Poccum no PasaHckol objacTtu
k 17.07.2011.

JInunasa nomnuce MN.O0. damMmiams

05.07.2011

Honyckaetcs odopMieHMe YyKasaHUM MO WCMOMHEHWI [OOKYMEHTOB Ha oTAeflbHOM nucte nubo Ha
cneumanbHOM OnaHKe ¢ ykasaHMeM pPerMcTpaumoHHOro HoMepa U AaTbl JOKYMEHTA, K KOTOPOMY OHM OTHOCATCS.

28.17. HaumeHoBaHve nmMbO aHHOTaUMSA [OKYMEHTA - KpaTKoe coAepXkaHue [OKYMEHTa, KoTopoe
COCTaBMAETCHA KO BCEM JOKYMEHTaM, 3a UCKIIOYEHNEM OOKYMEHTOB, UMEKLLMX TeKCT Hebonbloro obbema (0o 5
CTPOK).

AHHOTaLI,I/Iﬂ Od)OpMJ'ISleTCﬂ nog pekesnantTamu 6naHka ot neson rpaHnLbl TEKCTOBOIO Nosd, MOXeT 3aHUMMaTb
bo 5 ctpok no 28 - 30 3HakoB B cTpoke wpudgtom pasmepa N 10 - 12 n yepes 1 MEXCTPOYHbLIA MHTEpPBan.

AHHOTaLI,I/IFI COCTaBlideTCcAa UcnosiHuTenem, rotoBAlKMM MNPOEKT AOOKYMeHTa, U OO0JIKHa TOYHO nepepnaBaTtb
cogepXaHve OOoKymeHTa, ObiTb KPaTKOW M COrfacoBaHHOW C HaMMEHOBaHVWEM Buaa AOKYMEHTa. TOYKY B KOHUE
aHHOTauun He CTaBsAT.

Hanpumep:

npukas (o yem?): O6 yrBepxaeHumn [onoxeHusa o TeppuTopuanbHOM opraHe BHYTpeHHUX aen Poccuiickon
depepauymm

nucbmo (0 4em?): O corrmacoBaHuK NpoeKkTa npukasa

npasuna (4ero?): NpaBuna NOAroTOBKM HOPMAaTUBHbIX MPABOBbIX aKTOB

AHHOTaLMSA MOXET OTBEYaTb Ha BOMPOCHI:
0 4Yem? (0 KOM?), Hanpumep:
O co3gaHum aTTecTaunoHHON KOMUCCUM

yero? (Kkoro?), Hanpumep:
[omKHOCTHast MHCTPYKLMS BeOyLLEero akcnepra

K TekcTy ookymeHTOB, opopMIeHHbIX Ha 6naHkax dpopmata A5, aHHOTaLmMsA He ykasblBaeTcs.

28.18. OTmMeTka O KOHTpONie 3a WCMNONHEHWeM [OoKymeHTa obo3HayaeT, YTO [OKYMEHT MOCTaBMneH Ha
KOHTPOIb.

OTmeTka O KOHTpOMe JAOKymMeHTa npocTaensetrca nocpeactsom wramna "KOHTPOJIB" cnpaBa Ha
cBOOOAHOM MecTe BEPXHEro Noss NePBOro NMcTa JOKYMEHTa.

28.19. TekcT goKyMeHTa

B opraHax BHYTPeHHUX Aen OOKYMEHTbl COCTaBMAKTCA Ha PYCCKOM A3blKe Kak rocydapCTBEHHOM N3blKe
Poccuinckon ®egepaumn.

TekcT [JOKyMeHTa u3naraeTca ¢ cobniogeHveM npaBuil PYcCKOro 3blka, C YYETOM OCOOEHHOCTEN
odmumanbHO-4EeNoBoro CTUNg, Buaa [JOKYMEHTa, €ro Has3HayeHus B yrpaBlieHYeCcKon JdeATenbHOCTU U
odopmnsieTcs B BUAE CBA3HOMO TEKCTA, aHKETbI, Tabnuupbl UM Nx CoeauHEHus.
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TekcTbl OOKYMEHTOB, HarnpaBnsemblX 3apyb0exHbiM MnapTHepam, MOryT COCTaBMnATbCS Ha A3blke CTpaHbl
agpecara, Ha PyCCKOM UMW aHINIMNCKOM A3bIKe.

OdmumanbHoe obpalleHve K agpecaty (CrNOBOcCOYeTaHMe, Bblpaxalwllee yBaXeHMe K agpecary)
oTOoenseTca OT OpYyrMx YacTem TekcTa BoOcKnuuatenbHbiM 3Hakom. O6palleHus OOMmKHbl COOTBETCTBOBAaTb
ob6blyasM oduumanbHOro 3TMKeTa, KOTopble nMpedycMaTpvBaloT obpalleHune K agpecaTty, COCTosilee U3 MMEHM
COOCTBEHHOIO (MMEHM K OT4yecTBa) M npwnaraTenbHOro, Hamboriee COOTBETCTBYHLIErO criyyaw obpallieHus,
Hanpumep:

YBaxaembin MaTeen Cepreesny!

Mpun obpaLLeHn K HECKONBbKUM agpecatam AonycTumo obpatlleHue:

YBaxkaemble konneru!

YBaxaemble rpaxaaHe!

O6paleHne k apgpecaTy pacnonaraetca Ha 2 - 3 MEXCTPOYHbIX MWHTepBana HUXe pekBusnTa
"HaumeHoBaHue nnubo aHHoTauunsA JOKyMeHTa".

CnyxebHble NMcbMa, UMEIOLLME HECKONbKMX agpecaToB, MOryT odhopMnaTecs 6e3 obpalleHni.

BctynutenbHaa dpasa (npeanoxeHue, Bkovarolwee 6narogapHocTb agpecaTy, a Takke MOsICHEHWe
MOTMBOB, Lenen K npocbd cnyxebHOro nucbma), B KOTOPOW WCMOMb3yloTcs dpaseonornyeckme opmynbl
noaTBepxaeHusi, 060CHOBaHWA OENCTBUSA, NPeAnoXeHus, brnarogapHocTu 1 apyrue, Hanpumep:

noaTBepXxaeHue:

Bawe nucbmo oT ... N... nonyyeHo;

MB[, Poccun Bawe nncsmo oT... N ... nony4eHo;

B nogTteepxaeHue ... Hanpasnaem B Baw agpec ...;

0b0CHOBaHWe OencTBuIS:

B cooTtBeTcTBUM C nonoxeHuamu Tpyaosoro kogekca Poccuiickon ®epepauun...;

B cBs3u c... (NTEpEHOCOM CPOKOB MUCMOSTHEHUS, MPOBEAEHNEM COBMECTHBIX MEPONPUSTUN)...;

Ha ocHoBaHuM (NognNncaHHOro AOroBopa, yTBEPXXAEHHOro NPOTOKONa)...;

B nopsioke okasaHus (cogencTsus, nomoLun)...";

B uensx (coBepLUEeHCTBOBaAHUS KOHTPOMS, UCMOMb30BaHWUS NONHOMOYUN)...;

©narogapHoCTb:

Ml 6narogapHel Bam 3a cogencteme B opraHm3aumm npodeccmoHanbHoro obyyeHnst paboTHUKOB. ..

Mbl 6binn 661 Bam npusHaTenbHbl 3a NOAOEPXKKY HALLEn MHULNATMBL...;

npoceba:

O6pawaemcs k Bam ¢ npocbboi...;

Mpocum (HanpaBuWTb, UCKIMIOYMTb, OKa3aTb COAENCTBME)...;

Y6egutenbHo npocuM (MpegocTaBuTb BO3MOXHOCTb..., MPOBECTU 3KCNEPTU3Y..., AaTb 3aKIOYEHUE..., AaTb
cornacue...)...;

Mpocum (ohopMUTb, OpraHM3oBaTb UCTIONTHEHUE, COOOLWNTL CBEAEHUS). . .;

COMpoBOXAeHME:

Hanpaensem konuio cnykebHoro KoHTpakTa...;

Bbicbinaem (MeToanyeckne nocobusi, MHCTPYKLMIO, TEXHUYECKYIO JOKYMEHTaLNo, NPpoeKT npukasa)...;

HanoOMWHaHue:

HanomuHaeM, 4TO B COOTBETCTBUU C NpeaBapuTENbHON OOroBOPEHHOCTLIO Bam Heobxoanmo npeacraButb
cnepyoLline cBeaeHus. . .;

HanomuHaem Bam, 4TO CpOK MCNOSTHEHMSI KOHTPOSIBHOIO AOKyMeHTa nctekaet 21.02.2012;

npeanoxeHune:

PekomeHayeM UCKMOUUTbL AaHHbIN ab3al, M3 TeKCTa MPoeKTa;

Mbl MOXXeM npeanoxntb Bam pasnuuHblie BapuaHTbl peLleHns Ha3BaHHOW Npobnembl.

TekcT nevaTaeTca B YCTAHOBMEHHbLIX rpaHMUax Monew W oTAenseTcs OT obpaleHnss O4HUM
OOMOSNHUTENBHBIM MEXCTPOYHbLIM MHTepBanom. [epBasa cTpoka ab3aua HaumMHaeTcs Ha pacctosHumn 1,25 - 1,5 cm
OT TEBOW rpaHuLbl TEKCTOBOIO MOMS.

TekcT cocTouT M3 ABYX YacTen. B nepBor 4yacTu ykasblBalOTCH MPUYUHBLI, OCHOBaHUSA, Llenn cocTaBneHus
OOKYMEHTa, BO BTOPOW (3aKIUUTENBHON) - pelleHusl, BbIBOAbI, MPOCLObI, NpeanoxeHus, pekomeHgauumn. TekcT
MOXET cofepXaTb OAHY 3akMiYUTENbHYK YacTb (Hanpumep, Npukasbl - pacnopsaguTenbHylo 4actb 6es
KOHCTaTMpYOLLEN; N1UCbMa, 3asiBNeHUs - NpocbOby 6e3 NosicCHeHMSs; JOKNaaHbIe 3anUCKM - OLEHKY haKToB, BbIBOAbI).

Ecnn TekcT coaepXUT HECKOMNbKO pellueHUn, BbIBOAOB, MNPeANoOXeHWn, 3amevaHui, TO ero cnegyet
pa3buBaTb Ha pa3gernbl, Noapasfernbl, NYHKTbI, KOTOpble HYMEpPYOT apabdckumm undpamm.

B opraHusauuoHHo-pacnopaanTenbHbIX JOKYMEHTax TEeKCT uanaraetcd OT MepBoro nvua eguMHCTBEHHOro
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[JokymeHT npepocTtasneH KoHcynbTaHTI0C
[aTta coxpaHenus: 10.12.2015

yucna ("npegnarato”, "npowy", "tpedyo").

B pacnopaautenbHbIX [AOKYMEHTax KomnnernanbHbIX OpraHoB TEKCT wu3naraetcd OT TpeTbero nuua
e[MHCTBEHHOro uncna ("nocraHoenset", "pewmna”, "pewwmno").

B COBMECTHbIX OOKYMEHTax TEeKCT u3raraeTcs OT MepBOro nuua MHOXeCTBeHHoro uucna ("tpebyem”,
"pewwumnn").

B pokymeHTax, ycTaHaBnMBaloWuX NpaBa M 00S3aHHOCTU [AOIMKHOCTHBIX IUL, a Takke COoAepXKallmx
onuncaHue, OueHKy hakToB MM BbiBOAbl (aKT, CrpaBka), UCNOMb3yeTcss hopMa M3NOXEHUS TeKCTa OT TPETbEro
nnua eauHCTBEHHOTO UM MHOXECTBEHHOoro Yncna ("otaen ocywectenaeT dyHKummn", "kommceusl yctaHosmna').

TekcT npoTokona wusnaraeTcsd OT TpeTbero nuvua MHOXecTBeHHoro uyucna ("cnywanw", "BbicTynunu,
"noctaHosunun").

B nucbmax ucnonb3ytoT criegyrolime hopmMbl U3MNOXKEHUS:

OT NEPBOro NULA MHOXECTBEHHOro Yucna ("npocmm Hanpasute", "HanpaBnaem Ha paccMoTpeHune");

OT MepBOro nuua eguMHCTBEHHOro Yncna ("cuntatro Heobxoammeim”, "npolly BeIAENUTL");

OT TPeTbero nvua eaMHCTBEHHOro u4ucna ("MUHWCTEPCTBO He Bo3paxaeT", "ynpaBreHue cuuitaeT
BO3MOXHbIM").

B TekcTe gOKymMeHTa, MOArOTOBIIEHHONO HA OCHOBAHWM 3aKOHOAATENbHbIX, MHbIX HOPMATUBHbBIX NMPaBOBbIX
aKTOB, M30aHHbIX OpraHamu BMacTM W YNpaBleHusi, [OOKYMEHTOB, paHee u3[aHHbIX OpraHoM BracTy,
NCMNONMHUTENEM YyKa3blBaOTCA BUA AOKYMEHTA, HAMMEHOBaHWe opraHa, u3gasluero JOKYMEHT, AaTa NpUHATUS Unu
YTBEPXKAEHUSA AOKYMEHTA, €ro permcTpaunoHHbIN HOMEP, a Takke aHHOTaUMs, 3aKIYEeHHas B KaBbIYKW, Hanpumep:

"B cooTBeTcTBMM C nocTaHoBneHueM lNpasuTtensctBa Poccuickon ®egepaummn ot 15 noHa 2009 r. N 477
"O6 yTBepxaeHun MNMpaBun genonpon3BoAcTBa B heaeparnbHbIX opraHax UCNonHUTensHon snactun”...".

Ecnn TekcT cogepXuT HECKONbKO MOPYYEHWN, pPeLleHWid, BbIBOLOB, TO B TEKCTE BbIAENSANTCS pasgenbl,
nogpasgensl, MyHKTbl, MOAMYHKTHI.

TekCT OOKYMEHTa MOXET cofepxaTtb oparMeHTbl, 0hOPMITEHHbIE B BUAE Tabnuubl Uiy aHKeThbl (Hanpumep,
B TEKCTax NPUIOXeEHUN).

Mpu cocTaBneHun TekcTa B BUOE AHKETbl HAMMEHOBAHWSI MPU3HAKOB XapaKTepuayemoro obbekTa LOIDKHbI
ObITb BblpaXXeHbl MMEHEM CYLLECTBUTENMbHLIM B WMEHWMTENBHOM Magexe WU CroOBOCOYETAHMEM C [Farofiom
BTOPOro nuua MHOXECTBEHHOro 4ucrna HacTosilero unu npowepwero spemeHun ("vmeete", "Bnageete" wunu
"Obinun", "Haxogunuck" KM OpYroe). XapaKTepPUCTUKU, BbIPaXXEHHblE CIMOBECHO, AOMKHbI ObITb COrfmacoBaHbl C
HavMeHOBaHWNSIMU NPU3HAKOB.

padbl M cTpokn Tabnuubl AOMKHbI MMETb 3arofioBKW, BblpaXXEHHble MMEHEM CyLleCTBUTENbHbIM B
nMmeHuTenbHoOM nagexe. NogsaronoBky rpad u CTPOK JOSMKHBI ObiTe COrnmacoBaHbl C 3arorioBkamu. Ecnv tabnvuy
neyartalT Oonee Yyem Ha OOHOW CTpaHuue, TO rpadbl Tabnuubl 4OMMKHBI ObITb MPOHYMEPOBaHbLI 1 Ha CriegyHLmMX
CTpaHuLax OOIMKHbI ObITb HaneyaTaHbl TONbKO HOMepa 3Tux rpad.

3akniountenbHass opMyna BEXIIMBOCTM (CNoBOCOYETaHVE, MOoAYEpPKUBalOLIEe 0CO00 YyBaXuTENbHOE
OTHOLUEHME K agpecaTy) MCMonb3yeTcd MO YCMOTPEHWUIO MOAMUCHLIBAKOLWEro crnyxebHoe MMCbMO pyKoBOAUTENS
(HavyanbHKKa) opraHa BHYTPEHHUX Aen, npeallecTByeT NOANUCH, pacnonaraeTcs Ha O4MH MEXCTPOUHbIN MHTepBan
HWXKEe TekCcTa NMMCbMa M MOXET BbINOMHATECSH COBCTBEHHOPYYHO MNOAMUCHIBAKOLWMM €ro AOSMKHOCTHLIM NULIOM,
Hanpumep:

C yBaxeHuewm, ... ;

C rny6oknm yBaxeHuewm, ... ;

C bnarogapHOCTbIO U YBaXXEHUEM, ... .

28.20. OTMeTKa 0 HanMuYum NPUNoXeHUs

OTMeTKa O MPUMOXEHUN WCMONb3YeTCA MNpU OOPMIIEHMN COMPOBOAUTENBHBLIX MUCEM WU MPUIOXKEHUN K
pacrnopsKeHUsIM, ykasaHuam, nnaHam, nporpammam, otTyeTam, JOroBopam, NofoxXeHUsiM, NpaBuiam, UHCTPYKLNAM
N ApYrMM LOKYMEHTaM.

B conpoBoguTeNnbHBIX NMUCbMax OTMETKa O MpUIIoXXeHUn OPOPMISETCA MOA TEKCTOM MUCbMa OT rpaHuubl
NeBOro Mons u otaensieTcs oT OCHOBHOIO TekcTa 1 - 2 JOMOMHUTENbHBIMM MEXCTPOYHbIMWU MHTEpBanamu. Ecnu
NpuUnoXeHne HasBaHO B TEKCTE MWCbMa, TO B OTMETKE O MPUMOXEHUM YKasbiBalOTCA KOMUYECTBO JICTOB B
NPUNOXEHUN U KONTMYECTBO SKIEMMNIIAPOB NMPUMOXKEHMWS, HAaNpUMep:

[IpUIIOXEeHUE : IO TEeKCTy, Ha 5 JI. B 2 DK3.

Ecnn OOKyMEHT nmMeeT NpunoxeHue, He Ha3BaHHOE B TEKCTEe, TO yKa3blBalOTCA €ro HaMMeHOBaHWe, YnCno
FINCTOB M YNUCIO 3K3eMMNIAPOB. [py HANMMYMU HECKONBKNX NPUMOXEHUA X HYMEPYIOT, HanpuMep:
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Mpuka3 MBJ, Poccum ot 20.06.2012 N 615

"OB YTBEPYZEHUN MHCTPYKLIV MO AESIONPON3BOACTBY B OPFAHAX HAokymeHT npefocTasneH KorcynbTaHTntoc

BHYTPEHHUX [IEN POCCUICKOIA... Aata coxpaienus: 10.12.2015
[IpuoxeHMs : 1. CeremeHus (¢opma 3E), Ha 5 ;1. B 1 »2K3.
2. CnpaBouHBIe MaTepuajikel 0o paboTe nogpasnesyieHun TELIA,

Ha 3 1. B 1 5k3.
Ecnu NpUNoXeHusa C6pOLIJIOpOBaHbI, TO YNCJ10 JINCTOB HE YKa3blBaETCHA, Hanpumep:
[IpuUIOXeHUE : MeTomnueckue peKOoMeHIauumM B 2 BK3.

Ecnn K OOKYMEHTY npunaraeTcsl Opyro OOKYMEHT, Takke WMEIOLMIA MPUoXKeHWe, OTMEeTKa O Hanmmuum
NpUnoxeHus ocpopMnsieTcs creayowmmMm obpasom:

[IpuJOXeHHKE : muceMo  PocapxmBa or 05.06.2012 N 02-6/172 wu HOpuIIOXeHMUE
K Hemy, H/Bx. N 1345 or 10.06.2012, BCero Ha 3 J.

Ecnu npunoxeHve HanpaBnsieTcs He BO BCe yKasaHHble B JOKYMEHTe afpeca, TO OTMETKa O ero Hanuuum
ochopmrisieTcs criegytowymM o6pasom:

[IpunoxeHMe : Ha 3 J. B 5 »K3. TOJBKO B I[EPBHIM alpec.

B npunoxeHumn Kk pacnopsautenbHOMY OOKYMEHTY Ha NepBOM €ro nucte B NPaBOM BEPXHEM YIIy NULIEeTCH
"Mpunoxexne N__" c ykazaHMeM HanMMeHOBaHUSA pacnopsaauTenbHOro AOKYMeHTa, ero gaTbl U permcTpaumMoHHOro
Homepa. [lonyckaeTtcs BoipaxeHue "MMpunoxenne N__ " neyatate nponucHeimu 6yksamm ("TIPUNOXXEHUE N__ "),
a TawkKe LEeHTpMpoBaTb 3TO BblpaXeHue, HaumeHOBaHWe [AOKYMeHTa, ero AaTy W perucTpauyoHHbI HOMEp
OTHOCUTESbHO CamMOoW ANTMHHOW CTPOKU, Hanpumep:

IPVUJIOXEHVE N 2 1ZnpeZi Ipunoxenue N 3
K PacCHOpPSXEeHMIO HadaJlbHUKa k pacnopsaxeHun MBJl Poccum
I'YOOOII MBI Poccum or 25.02.2012 N 15

or 15.01.2012 N 319

28.21. Nopgnucb

PekBunaut "Mognuck" otaenseTcs oT npeablayliero peksmauta 1 - 2 AONOMHUTENbHBIMU MEXCTPOYHLIMMU
MHTEpBanamu.

B coctaB pekBusuta "lMognuck" B obLLEM cnyyae BXOAST: HAMMEHOBAHUE OOIMKHOCTU nuua, NoANUCcaBLLEro
OOKYMEHT (MOfHOoe, ecrnu OOKYMEHT odhOopMIIEH HEe Ha OraHke opraHa BHYTPEHHMX e, U COKpalleHHOEe - Ha
OOKyMeHTe, odopMIIEHHOM Ha OnaHke); nuMyHas noAanuchb; paclimndgpoBka nognucy (MHWUManbl, damunus).
WMuuumanel n cdamunusa B peksuaute "Tlognuch” neyatawTcd ¢ npobernom Ha ypoBHE MOCNedHEen CTPOKU
peksusnTa, Hanpumep:

HauasibHMK JOTOBOPHO-IIPaBOBOITO
nenapramMeHTa MBI Poccum JIMYHAaS TOIONMCH n.0. dammnmsa

nnu:
3aMecTuUTeNnb HadallbHMKA
'Y MBI no CTaBpOIOJIBCKOMY Kpawn -—
HadaJIbHMUK [IOJIMLUN

crieuMajibHOEe 3BaHMe JIMUHAaS IOLOINMUCH n.0. damumnmsa

[onyckaetca UeHTpMpoBaTb HaMMeEHOBaHWE AOSMKHOCTU nuua, NOANUCaBLUEro AOKYMEHT, OTHOCUTEMbHO
camoW ANIMHHOW CTPOKMK, Hanpumep:

HauvanpHMK JJOT'OBOPHO-IIPABOBOTO
menaprameHTa MBJ]] Poccum JIMYHaA [OOINUCH n.0. dammnma

Mpn HanpaBneHun aokymeHTa B cucteme MB/[] Poccuu, a Takke OOMKHOCTHLIM NuLaM APYrMx opraHusauun,
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Mpuka3 MBJ, Poccum ot 20.06.2012 N 615
"OBb YTBEPXXAEHWWN NHCTPYKLMW NO AENONPOU3BOACTBY B OPTAHAX
BHYTPEHHWX AENT POCCUNCKOMW...

[JokymeHT npepocTtasneH KoHcynbTaHTI0C
[aTta coxpaHenus: 10.12.2015

UMEeLNM cneumanbHble (BOMHCKME) 3BaHWS, B COocTaB pekBuauTa "llognuck" BkMYaeTcs cneumanbHoe
(BOMHCKOE) 3BaHMe nua, NoAnMcaBLLEero AOKYMEHT, HanpuMep:

HauvanpHMK JJOTOBOPHO-NIPABOBOTO
OenapramMeHTa MBI Poccum
CcreluajsibHOe 3BaHue JIMYHaA IIONMNNCH nN.0. dammnma

Unu Ha 6naHke

HauasbHUK
crieumaJibHOE 3BaHMe JIMYHAasSa I[IOIONMCH n.0. dammnusa

Mpn nognucaHun OOKyMEHTa HECKONbKUMM AOSHKHOCTHBIMW NuLamMu ux NOANUCK pacnonaralTcs ogHa nog
Opyron B nocrneaoBaTeribHOCTU, COOTBETCTBYHOLLEN MepapXnn 3aHMMaeMon AOMKHOCTU, HanpumMep:

Hauvanpbauxk OAJII MB]J Poccumn
crieumaJibHOE 3BaHUeEe JIMUHAasAa I[OIONUCH n.0. dammnusa

[loMOWHMK HadaJlIbHMKa 10 KaIpaM
crieumaJibHOE 3BaHUe JIMYHAasA I[IOIONMCH n.0. dammnusa

Mpy nognucaHuyM [OKYMEHTa HECKONMbKUMK NULaMM paBHbIX LOJMKHOCTENW MX NMOANUCK pacrnonaratTcs Ha
OOHOM YpOBHE B andaBMTHOM NOPSIAKE crneaoBaHus haMunuin, HanpumMep:

BamMecTuUTeNb MMHUCTPA SamecTuress MuHuMCTpa QMHAHCOB
BHYTPEHHUX IeJl Poccurickoy denmepaumum
Poccurickonm denmepauun

JIMUHAaSA [OLONUCH n.0. damvmmnmsa
JIMUHAaS TOLNMCH n.0. dammnausa

Mpu noanucaHMM [OKYMEHTOB, COCTaBMEHHbIX KOMMUCCMEW, YKasblBaOTCA [OOMKHOCTM Nl B cOCTaBe
KOMUCCUU (a8 HE WX [OIMKHOCTU MO OCHOBHOMY MECTY CnyObl, paboTbl), crneuuanbHble (BOWHCKWAE) 3BaHus,
VHUUManbl, haMunum B and)aBUTHOM NOPSAKE, HANpUMep:

[lpencenmaTesib KOMMCCHUM CIelMaJlbHOE 3BaHUEe JIMYHAaS
TIOIONNCH n.0. dammnusa

YjieHBH KOMMCCUMU : JIVYHAa g
CrieuMajibHOe 3BaHUe [IOONMCH n.0. dammnmsa

JIMYHAaL
creumaJjibHOEe 3BaHue TIOIONMCH n.0. dammnusa

JIVYHAaAg
crieMajibHOe 3BaHUe [IOONMCH n.o0. dammnmsa

[okyMeHT MoxeT 6biTb NMoanucaH UCMOMHAWMM 0BA3aHHOCTU (BPEMEHHO WCMOSMHSAIOWMM 0653aHHOCTH)
AOMKHOCTHOrO nunua, HanpumMep:

V.o. HauvaJabHUKa ['Y MBI Poccum
no CraBpOIOJIbCKOMY Kpal
crieumaJibHOE 3BaHUe JIMYHAaS IOIOINMCH n.0. dammnusa

mim :

Bpuo HadalbHUKA
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Mpuka3 MBJ, Poccum ot 20.06.2012 N 615 [10KyMEHT cTaBneH KoHe aHTMMOC
"OB YTBEPYZEHUN MHCTPYKLIV MO AESIONPON3BOACTBY B OPFAHAX OKYMEHT NPEAOCTaB/EH ROHCYNIbTAHTI IO
BHYTPEHHWX [EN POCCUACKONA... Aata coxpaienus: 10.12.2015

crieuraJsibHOE 3BaHUue JIMUHAasAa I[IOONUCH n.0. dammnmusa

3anpelyaeTtcs cTtaBuTb npeanor "3a", Hagnuce oT pyku "3am." Unu Kocyl 4YepTy nepen HaMMeHOBaHUEM
OOMKHOCTH.

dakcmunbHas NoAnUCbL pykoBoauTens (HadanbHWKa) opraHa BHYTPEHHUX OeNn MOXeT NpoCcTaBNnsATbCHA Ha
paccbinaemblx NpurnalleHnsx, nosgpaeneHunsx, 6naHkax NnoYeTHbIX rpamoT, GnarogapHoCTen U Apyrnx NoAoBHbLIX
AOKyMeHTax.

28.22. 'pudcb cornacoBaHus

CornacosaHune npoekta AOKYMeHTa C ApPYrMMW roCcyaapCTBEHHbIMWU OpraHaMu BRacTu U OpraHv3aumsMu,
CTPYKTYPHbIMW NOApasfeneHnsMyn OopraHa BHYTPEHHWX [Jen, WHTepecbl KOTOpbiX B HeEM 3aTparmBaroTcs,
odpopmnsieTcs rpudomM cornacoBaHus.

MpoekT AokymMeHTa MOXeT OblTb cornacoBaH HENOCPEACTBEHHO [HAOMKHOCTHBIM JIULIOM, MPOTOKOSIOM
KonnernanbHOro opraHa unu cnyXebHbiM NMMCbMOM.

pud cornacoBaHus OOKYMEHTa MULIETCS C JIEBOW CTOPOHbI BBEPXY UMW BHWU3Y AOKYMEHTa U COCTOUT K3
cnoBa COIMACOBAHO (6e3 kaBbl4ek, NPOMMCHbIMKW BykBamMm), AOIMDKHOCTW fMua, KOTOPbIM COrfiacoBblBaeTCA
OOKYMEHT (BKMioYas HavMeHOBaHWe opraHa BHYTPEHHMX fden), crneunanbHOro (BOMHCKOrO) 3BaHWus, INMYHOW
nognucu, pacwmndpoBKkn nognucy (MHMLManoB, aMmunum) 1 gaTel COrnacoBaHUs, Hanpumep:

COI'TIACOBAHO
HavanbHuk ©3[ MBL Poccun
chneumarnbHoe (BOMHCKOE) 3BaHne

nuyHasg nognuck  L.0. damunusa
23.03.2012

Ecnu cornacoBaHve ocyLlecTBNSeTCA MNUCbMOM, MPOTOKOIOM W MOAOGHLIM  [JOKYMEHTOM, rpuUd
cornacoBaHvsi opopMnseTcs CneayoLwmumM obpasom:

COIMACOBAHO

Mnucbmo MuHKcTepcTBa hMHaAHCOB
Poccunckon degepaumn

ot 30.01.2012 N 345/24

nnn

COINMACOBAHO
MpoTokon 3acegaHus
OCTOK Poccunm

oT 12.01.2012N 3

Ecnn copepxaHve [OKymMeHTa 3aTparMBaeT WHTEpPEeChbl HECKONbKMX OpraHusauui nnbo CTPYKTYPHbIX
nogpasgeneHnn opraHoB BHYTPEHHWX Aen, rpudbl cornacoBaHWs MOryT pacnonaratbCs MNoA PEeKBU3UTOM
"Mognuce" (Npu OTCYTCTBMM NOAOMUCK - HMDKE TeKCTa AOKYyMeHTa) nubo Ha OTAenbHOM NUCTe COorfacoBaHus C
npocTtaeneHnem nog pekeuantom "lMoanuce" otmeTkn "JlMcT cornacoeaHnsa npunaraercs".

B 3aBucumocTy OT BMAa U cogepxaHnst JOKYMEHTa ero corriacoBaHue ocyLLecTBnsaeTcs:

C BbILLECTOSALLMMN OpPraHaMm B Cryyasx, NpeayCMOTPEHHbIX 3aKOHOA4aTeNbCTBOM;

C dedepanbHbIMW OpraHamy MWCNOMHUTENbHOW BMacTW, WHTEpeChbl KOTOPbIX 3aTparveBaeT coaepXaHue
AOKYMEHTa;

C opraHamu BriacTu, OCYLLECTBASIOWMMN FOCYAapCTBEHHbIA KOHTPOMb (HaA3op) B onpeaerneHHon obnacTtu
AeATenNbHOCTM (3KOMNOrMYECKNI, NOXapHbIA U Apyrue);

CO CTPYKTYPHbIMUW MoApasgeneHnsmMu opraHa BHyTPEHHUX JerT;

C NoABeAOMCTBEHHbIMW OpraHM3aunsamu;

C 00LLeCTBEHHbIMKU OpraHu3auusamu (Mpu He06X0AMMOCTHN).

28.23. Busa cornacoBaHus JoKyMmeHTa<1> BKkro4aeT Nognvcb U AOMMKHOCTb Nuua, BUSMPYIOLLEro JOKYMEHT,
cneumanbHoe (BOMHCKOE) 3BaHue, pacumdpoBKy NOANUCKU (MHUUManbI, damMunus) n gaTty nognvcaHusi, Hanpumep:
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Mpuka3 MBJ, Poccum ot 20.06.2012 N 615 [10KyMEHT raBneH KoHc Mioc
"OB YTBEPYZEHUN MHCTPYKLIV MO AESIONPON3BOACTBY B OPFAHAX OKYMEHT NPEAOCTaB/EH ROHCYNIbTAHTI IO
BHYTPEHHWX [IENT POCCUNACKOIA... Aata coxparenms: 10.12.2015

<1> [lanee - "Bu3a".

HauvanpHMK OoTmesia npaBOBOTO NI JMyHasa nomnmch M.O0. dammnmsa
obecrneueHus 04.02.2012

crieumaJibHOEe (BOMHCKOE) 3BaHUE

JIMYHAS IIOAOINUCH n.0. damunmsa

04.02.2012

Mpv HanNUuMKU 3aMeYvaHmnii K JOKYMEHTY BU3a ocpopMrisieTcs crieayowymM obpasom:
3ameyaHus NpunaratoTcs.

HauanbHwuk MNpaBoBoro ynpaeneHus
crneunanbHoe (BOUMHCKOE) 3BaHue

nn4yHas noanuck n.0. damunus
11.02.2012

3ameyaHus nanaratTcs Ha OTAENbHOM NUCTE, NOANUCHIBAKOTCA U MpunaralnTcs K JOKYMEHTY.

[ns pokymeHTa, NOANMHHUK KOTOPOro OCTAeTCs B OpraHe BHYTPEHHMX Oef, BU3bl NPOCTaBNATCA B HUXKHEN
YacT 06OPOTHOW CTOPOHBI MOCNEAHEro NUCTa NOANMHHUKA LOKYMEHTA.

[ns gokymeHTa, NOAMMHHUK KOTOPOro OTMpaBnsieTCs U3 opraHa BHYTPEHHUX Oef, BM3bl NPOCTaBNSATCA Ha
NMLEBOW CTOPOHE BTOPOrO 3K3EMMIIsipa OTNPaBIseMoro JOKyMeHTa.

JonyckaeTcs NoONMCTHOE BM3NPOBaHWE JOKYMEHTA U €r0 MPUIOXEHMS.

28.24. OTTUCK NevaTn

MevaTb ABNAETCA CPeACTBOM MOATBEPXKAEHUSA MOAMMHHOCTM MOAMNUCKU OOIMKHOCTHOMO Nua Ha OOKYMEHTeE.
lMeyaTb CTaBUTCA Ha JOKYMEHTax, NPeAYCMOTPEHHbIX 3aKOHOAATENbHBIMU UITU UHBIMU HOPMATUBHBbIMU NPaBOBbIMMA
akTamu, ygocTOBEepSLMX npaBa nuu, MUKCUMPYIOLWKX PaKTbl, CBA3aHHbIE C (PUHAHCOBBIMW CpeAcTBaMM, a Takke
Ha MHbIX AOKYMEHTax, NnpedycMaTpuBatoLwmX 3aBepeHre NoanMHHOM Nognmcu.

MevaTb MpocTaBnseTcd Ha CBOOOAHOM OT TeKCTa MecTe, Tak 4YToObl Obina BMAHa BCcA WHOpMauus Ha
oTTucke nevyatn. [lpu STOM OTTUCK [JOMKEH 3axBaTbiBaTb YacTb HaMMEHOBAHUS OOJDPKHOCTM  nvua,
NOANUCLIBAOLLENO AOKYMEHT, U HE 3aKpblBaTb €ro JINYHYH MNOANUCH.

B pokymeHTax, MOArOTOBMEHHbIX Ha OCHOBE YHUMULMPOBAHHLIX (POPM, MeyaTb CTaBUTCA B MecCTe,
o6o3HavYeHHoMm oTMeTKom "MI".

28.25. OTmeTKa 0 3aBepeHumn Konum

[Mpn 3aBepeHnM COOTBETCTBUS KOMUU OOKYMEHTa MOANWHHUKY HKe peksuauTa "lMoanuck" npoctaBnstoTcs:
3aBepuTenbHas Hagnucb "BepHO", AOMKHOCTb fvua, 3aBepuBLLEro KOMWK, ero fnnuyHas nognuch, paclumdpoBka
nognucu (MHMUmMansl, damunus), gata 3aBepeHus, HanpumMep:

HauasnbHUK

crieyMalsibHOEe 3BaHUeEe JIMYHAS IIOIOINUCH n.o0. dammnmusa
BepHno
PedpepeHT oOTHmesna
IeJIONIPOM3BOACTBA M pPexXuMa JIVYHAasa TIOINMUCH n.0. dammnmusa
02.03.2012

[onyckaeTcs konuio JOKyMeHTa 3aBepsiTb NnevaTblo.

lMpn M3roToBMEHWM MHOFOCTPAHMYHBIX KOMUA (BLIMMCOK W3 [OKYMEHTa) BCE JMCTbl HYMepykTca W
npowmeatoTca. Ha obopoTHOM CTOpoHe MocneaHero nucta, B MecTe CKpenneHus, HaknaabiBaeTca OymakHast
Haknewmka C 3aBEpUTENIbHOW HaANWCbID W yKa3aHMEeM HaMMEHOBaHWSA Noapas3fenieHnsi,  KonmdecTBa
NMPOHYMEPOBAHHbLIX U CKPEMMEHHbIX NMCTOB, MOAMUCHI0, MHULManamMmm u damMmnnmen SOSMKHOCTHOro nuua. daHHas
Haknerka onevyaTbiBaeTCcs neyaTblo, OTTUCK KOTOPOWN OOIMKEH 3axBaTbiBaTb YaCTb 3TOWM HAKMENKN.

28.26. OTmeTKa 00 ucnonHutene

OtmeTka 00 wucnomnHuTene BKMOYAeT B cebs KONMMYECTBO ISK3EMMNIIAPOB, afpecoBaHMWE IKIEMMNIISPOB,
MHUUManel 1 pamMunuio NCNONHUTENSs, HOMEepP ero TenedoHa, gaty, korga Obin oTneyaTaH AoKyMeHT. OTmeTka 06
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Mpuka3 MBJ, Poccum ot 20.06.2012 N 615 [10KyMEHT cTaBneH KoHe AHTTIRIOC
"OB YTBEPYZEHUN MHCTPYKLIV MO AESIONPON3BOACTBY B OPFAHAX OKYMEHT NPEAOCTaB/EH ROHCYNIbTAHTI IO
BHYTPEHHWX [IENT POCCUNACKOIA... Aata coxparenms: 10.12.2015

nucnonHuTene pacnonaraetca Ha oH6OPOTHOM CTOPOHE MOCMeAHero nucTa Kaxaoro ak3emnnsapa OOKYMEeHTa B
NeBOM HUXHEM yrny, Hanpumep:

OTIl. 2 DK3. NI orn. 3 5K3.
1 - B ampec 1 - B ampec
2 - B meJsyio (nompasnesieHUA-UCIOJIHUTEIIA) 2 - B IO MBI Poccum
ucn. M.0. damumnusa 3 - B oeJio
(nompasznesyIeHNSa—UCIIOJIHUTEJISA)
667 03 26 mucn. M.0. dammiamsa
07.02.2012 667 03 26
07.02.2012

Ha o6opoTHOM CTOpOHE NMepBOro ak3emnngpa nMcbMa [OoMnyckaeTcs NpOoCTaBMneHWe TOMbKO MHULMANOB U
damMmnmum UCNoNHUTENS U ero Homepa TenedoHa.

Mpu TUpaXMpoBaHUM [OKYMEHTA, NpeAHasHa4YeHHOro Ansi PacChifikv, B JIEBOM HWXHEM yrny ruueBoun
CTOPOHbI €ro nocriegHero nucTa B 06s13aTenNbHOM Nopsike NPOCTaBASIOTCA UHULMAnNbI U daMunns UCNONHUTENS,
CnyXeGHbli TenedoH 1 HauMeHoBaHWe CTPYKTYPHOrO NoapasgeneHnsi, CoOTPYAHUKOM KOTOPOro OH SIBMSIeTCS.

28.27. OTmeTka 06 MCMONMHEHMM OOKYMEHTA

OTmeTKka 00 UCMOMHEHUN OOKYMEHTa M HanpaBlieHWWM ero B Aeno BKIOYaeT B cebsa cneaywowmve OaHHbIE:
CCbINIKy Ha AaTy M HOMep [OOKYMeHTa, CBUOETENbCTBYHLIEr0 O €ro WCMOMHEHWW, WU NpU OTCYTCTBUM TaKOro
OOKYMeHTa - KpaTkue cBefeHuss o6 mcrnomnHeHuu; cnosa "B peno”; Homep gena, B KOTOpoM OyaeT XxpaHuTbCA

OOKYMEHT.
[aHHble 06 McnonHeHWM OOKYMeHTa MOAMUCHIBAKTCA M OAaTUPYKTCS UCNONMHUTEnem, crioea "B geno” wm
HOMep Jena, B KOTOpOM ©OyaeT XpaHUTbCA [OOKYMEHT, - HayanbHWKOM (3aMmecTuTenem HavanbHUKa)

noapasaeneHnst opraHa BHYTPEHHUX Aen, B KOTOPOM UCMOMHEH AOKYMEHT.

OTtmeTka 06 MCNONHEHUM MOXET AONONHATLCHA MHopMaumnen 06 0COBEHHOCTAX UCMOMHEHUA OOKYMEHTa, a
npu OTCYTCTBUM OOKYMEHTA, CBUAETENbCTBYIOWEro 06 UCNoNHEHU NopyyYeHns, cogepxaTtb cnoso "[onoxeHo" u
KpaTkue cBeeHunst 06 UCMOMHEHUM.

28.28. OTMeTKa 0 NOCTYMfeHUM JOKYMEHTa

OTMeTKa O MOCTYNMEeHUN OOKyMEHTa B OpraH BHYTPEHHWUX Aen (nogpasferneHne opraHa BHYTPEHHWUX Aen)
npocTaBnsieTcd B Buge wramna Ha obOpOTHOM CTOPOHE C yKa3aHWeM HavMEHOBaHWS opraHa BHYTPEHHUX Aen,
MoOnyyYnBLUEro OOKYMEHT, PEermcTpauvoHHOro (BXOAsLLEro) Homepa, gatbl permctpauum (npy HeobxoammocTu -
4YacoB U MUHYT), KONMYECTBA TMCTOB OCHOBHOMO AOKYMEHTA U NPUMOXEHNUN K HEMY.

JonyckaeTca OTMETKY O MOCTYMN/MIEHWM AOKYMEHTa HaHOCUTb Ha AOKYMEHT B BMAE LUTPUX-KOAaQ, a Takke
NpOCTaBnATb OT PYKU.

28.29. \peHTnduKaTop SNEKTPOHHOW KONUKN JOKYMEHTa

NaoeHTndukaTopoM SMNeKTPOHHOW KOMMU AOKYMEHTa SBMAseTCs OTMEeTKa (KOMOHTMTYN), npocTtaBndeMas B
NEBOM HWXKHEM Yriy KaXOoW CTpaHuubl OOKYMEHTa M cofepXkalias HaumMeHoBaHue cparina Ha 3reKTPOHHOM
HocuTene, AaTy ero co3gaHusa u apyrne NoOMCKOBbIE AaHHbIE.

28.30. Npud orpaHnyeHns gocTyna K AOKYMEHTY

OTMeTKa NpocTaBnsieTcsi Ha LOKYMEHTax, codepXalimx MHopmaLmio, COCTaBNALYI0 CMy)XeOHylo TanHy,
WHYIO KOHUAEeHUManbHy MHopmauuio (B TOM YMCNE NepcoHasnbHble AaHHbIe)<1>.

<1> Bugpl KoH(paeHUnansHoON nHOpMaLmMK ycTaHoBMNeHbl Yka3om [NpesungeHTta Poccuickon depeparmm
oT 6 mapta 1997 r. N 188 "O6 ytBepxaeHun lNMepeyHsa cBefeHuit koHumaeHunansHoro xapakrepa” (CobpaHue
3akoHogartenbcTBa Poccunckon ®egepaumnn, 1997, N 10, c1. 1127; 2005, N 39, cT. 3925).

OTmeTka 0 KOHPUOEHUMNAIBHOCTU OOKYMEHTA SIBMISIETCA €ro PEKBU3UTOM, CBMAETENLCTBYIOWNM 06 ocobom
Xapakrepe MH@OpMaLuM 1 orpaHuyMBaloLMM Kpyr nonb3oBaTtenen okymeHTa. ['pud orpaHuyeHus goctyna K
aokymeHTy ("Ocobonm BaxHocTW", "CoBepweHHO cekpeTHo", "CekpeTHO", nomeTtka "[Ona cnyxebHoro
none3oBaHnsa") npocTaBnseTcsa 6e3 kaBbl4EK Ha MepBOM NUCTe AokymeHTa. CocTaB pekBu3uTa onpegensiercs
WHbIMW HOpMaTMBHbIMW npaBoBbiMM akTamu MB[ Poccun. PekBu3UT MOXeT [ONONHATbCS [aHHbIMU,
npenycMoTpeHHbIMU — 3akoHodaTenbCcTBoM  Poccuiickonn  ®degepaumm 06 mHdopmauuyn, UHGOOPMALMOHHBIX
TEXHOMOrMAX 1 3alimMte UHgopmaumm, HopMaTMBHbIMKU MpaBoBbiMM akTamu MBI Poccum (Hanpumep - "luyHO",
"lutep "M" n gpyrue).

29. lpu n3roToBneHUM AOOKYMEHTOB Ha ABYX W Oonee cTpaHuuax BTOPYH W nocneayiolimne CTpaHuLbl
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HymepytloT apabckMmMmu uudpamm no LeHTPY BEPXHEro Nonsi.

30. TMMevyaTaHMe [JOKYMEHTOB OCYLLIECTBISIETCS HEMOCPEACTBEHHO MWCMOSNHUTENSMU B CTPYKTYPHbIX
nogpasfeneHnsix opraHa BHYTPEHHWX [Oen Ha COOTBETCTBYHWOLMX OnaHkax uMnu cTaHgapTHbIX nuctax Gymaru
dopmaToB A4 (210 x 297 mm), A5 (148 x 210 mm).

31. BblunTKa oTneyaTaHHbIX AOKYMEHTOB NPOU3BOAUTCSI UCMOSNHUTENEM.

BnaHku ynpaBJieH4€CKUX JOKYMEHTOB

32. MNMpwn pa3paboTke N U3FOTOBNEHUN, A TaKKe NPU UCMNOMb30BAHUWU, XPAHEHUN N YHUUTOXEHUN GriaHKoB
yrpaBneH4yeckMx [AOKYMEHTOB noapasfeneHns Oenonpov3BoACTBa U peXuMa CTPYKTYPHbIX MOApasfeneHun
OpraHoB BHYTPEHHWX Aen pykoBoAcTBYTCs PenepanbHbiM KOHCTUTYLIMOHHBIM 3aKOHOM OT 25 aekabpsa 2000 r. N
2-OK3 "O TlocymapctBeHHoM repbe Poccunckon ®epepaummn”, noctaHoBneHvem [lpaButensctBa Poccumckon
®epepaumn ot 27 gekabps 1995 r. N 1268 "O6 ynopsgoveHUM M3roTOBMEHMUS, UCMONb30BaHWUS, XPaHEHUs U
YHUUTOXEHNS nevaTen n 6rnaHkoB ¢ BocnpoudBedeHnem ocyaapcTBeHHoro repba Poccuiickon ®depgepaummn’<i>,
rocygapcTtBeHHbIM cTtaHgaptoMm Poccuiickon ®epepaumm TOCT P 6.30-2003 "YHMUUMPOBAHHbIE CUCTEMBI
OOKYMeHTaumm. YHMdbLMpOBaHHasi cuctema opraHu3auuoHHO-pacnopsaanTensHon gokymeHTaumu. TpeboBaHms K
0POPMMEHUIO JOKYMEHTOB"<2>.

<1> CobpaHue 3akoHogaTenbcTBa Poccuiickon Peagepaumm, 1996, N 2, ct. 123; 2001, N 24, cT. 2461; 2006,
N 52, cT. 5587.
<2> WN3paTtenbcTBO cTaHgapTos, 2003.

33. B MuHucTepcTBe npenycmaTpuBalOTCs M3rOTOBIIEHWE M UCMONb30BaHUE Creayrlwmx BuaoB GriaHkoB
OOKYMEHTOB:

OnaHK nNprkasa;

BGraHK pacnopsikeHus:;

6GnaHk npoTokona;

oOLLKI BnaHkK;

BGnaHk NMcbMa CTPYKTYpHOro nogpasaeneHns MuHucTepcTea;

BGnaHk NMcbMa opraHa BHYTPEHHUX Aern.

Mpn HeobxoamnmocTu npukasom MB[ Poccun moryT yTBepxaaTecst 6naHku opyrux BUAOB JOKYMEHTOB.

34. Ha pokymeHTax, odopmMnsieMblx Ha OnaHkax wnu cTaHAapTHbIX nucTtax Oymaru, npocTaBnsATCA
cnegywowme obasartenbHble PeKBU3NTbI 0POPMITEHNS JOKYMEHTOB:

BUO OOKYMEHTa;

AaTta OOKYMEHTa;

NOANUCS;

perncTpaumoHHbIN HOMEP OOKYMEHTA;

oTMeTKa 06 ncnonHuTene AOKyMeHTa.

B npouecce noarotoBkn M ohOpMIIEHUA OOKYMEHTOB COCTaB 06sA3aTernbHbIX PEKBU3UTOB MOXET ObiTb
OOMOMHEH ApPYrMMU peKkBM3MTamu B COOTBETCTBMM C TpeboBaHuaMM 3akoHoaaTensctBa Poccuiickon degepaunn,
HopMaTMBHbIX NpaBoBbix aktoB MB[ Poccuu, ecnn Toro TpebyeT HazHayeHne AOKyMeHTa.

35. YcTaHaBnumBaloTca ABa BapyaHTa pacronoXeHnss pekBu3nToB Ha briaHkax - yrnosown (npunoxenne N 1) n
npofonbHbIn (NpunoxexHne N 2).

CnnowHbIMY NNHUAMU 0603HaYeHbI (PUKCUPOBAHHbBIE IPaHKULbl 30H PACTONIOXKEHUSA PEKBU3NTOB, MYHKTUPOM -
nepemeHHble. Kaxxgas 3oHa onpefensieTcs COBOKYMHOCTBIO BXOASALNX B HEE PEKBU3UTOB.

36. PekBumant 01 mnu 03 pacnonaraetca Hag cepeauHon pekBusmta 08. Peksmant 03 gonyckaetcs
pacnonaratb Ha ypoBHe pekBusuTa 08.

Peksunantbl 08, 09, 10, 14, orpaHnunTenbHble OTMETKU NS pekBmanToB 11, 12, 13 B npegenax rpaHul, 30H
pPacnonoXeHUs PEKBU3NTOB pas3MeLLialoTCsl OAHMM 13 cnocoboB:

LEHTPMPOBAHHBIM (Hayano W KOHEL, KaXOoW CTPOKM PEKBU3UTOB pPaBHO YyAdaneHbl OT rpaHuL, 30Hbl
pPacnonoXeHnss PEKBU3NTOB);

dnaroBbiM (Kaxgas CTPOKa PEKBM3UTOB HAYMHAETCS OT JIEBOW rPaHULbl 30HbI PACMOSIOXKEHNS PEKBU3UTOB).

37. PekBusntbl 6naHkoB MwuHUCTEpCTBa, B TOM 4ucne BocnpousBegdeHuve [ocygapcTBeHHoOro repba
Poccuiickon ®depepaunmn, WUCMNOMNHATCA B OOHOLBETHOM BapuaHTe: Ha OnaHke nucbma pykoBOACTBa
MuHucTepcTBa - 30M0TbiM LBETOM, Ha OrnaHke npukasa pykoBoacTBa MwuHMCTepcTBa - 3ereHbiM LBETOM, Ha
OnaHKax MHbIX BUOOB - YEPHbLIM LIBETOM.
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38. Ina 6naHkoB MUHUCTEpPCTBa yCTaHaABNUBAETCS CNeayLLNii COCTaB PEKBU3UTOB:

ansa 6naHka npukasa (pacnopsikeHus, NpoToKona):

ocynapcTtBeHHbI repb Poccuiickon ®epepauuuy;

HauMeHoBaHMe efepanbHOro opraHa ucnonHUTenbHon BracTn: "MWHUCTEPCTBO BHYTPEHHMX gen
Poccuiickon ®egepauunmn (MBI Poccum)”;

BUO OOKYMEHTa;

MECTO COCTaBIeHUS (M30aHNS) DOKYMEHTa;

orpaHu4MTeNbHbIE OTMETKU AN NPOCTaBEeHNs AaThl U PErMCTPALMOHHOIO HOMepa;

ans 6nanka nucbma MBJ] Poccuu:

locynapcTteeHHbIn repb Poccuiickon ®epepauuu;

HaumeHoBaHue deaepanbHOro opraHa WCNOMHUTENbHOW Bnactu "MUWHUCTEPCTBO BHYTPEHHUX Aen
Poccuinckon ®egepauun (MBI Poccun)”;

CcrpaBoYHble AaHHble O hedepanbHOM oOpraHe WCMONMHUTENbHOM BnacTu (MOYTOBBIM agpec, Homepa
TenedoHa, TenedgoHa-gakca, agpec 3NEeKTPOHHON NOYThI);

orpaHu4MTEeNbHbIE OTMETKU AN NPOCTaBEHNs AaTbl U PErMCTPALIMOHHOIO HOMEpa;

OorpaHu4MTEeNbHbIE OTMETKUN AN CChINKU Ha HOMEpP M AaTy UCXOAALEero AoOKYMEHTa agpecaHTa;

OorpaHu4YMTENbHBbIE OTMETKUN ANA aHHOTaUUM JOKYMEHTA.

39. [ns ©OnaHka nucbMa CTPYKTYPHbIX NOOPa3fernieHnii OpraHoB BHYTPEHHUX [AeNn YyCTaHaBnvBaeTcs
crnepywLuii cocTaB PEKBU3UTOB:

ambnema MB/[] Poccuu;

HaMMeHOBaHMe BbILLECTOALLEro opraHa BHYTPEHHUX OErT;

HanMeHOBaHWe noapasaeneHuns;

CMpaBOYHble OaHHble O noapasgeneHuu (NoYToBbIM afapec, Homepa TenedoHa, TenedoHa-dakca, agpec
3MNEKTPOHHOW MOYThI);

OorpaHnymnTENbHbIE OTMETKM ANS NMPOCTaBIEHUSA AaThl U PEMMCTPALMOHHOIO HOMEPA;

OorpaHuYMTENbHBbIE OTMETKU AN CChINKU Ha HOMEpP M AaTy UCXOAALEro AOKYMEHTa agpecaHTa;

OrpaHUYMTENbHbIE OTMETKUN AN aHHOTAUUN OOKYMEHTA.

40. [lna opraHa BHYTPEHHWX OeN, ero CTPYKTYPHOro noApasferneHunsl ycTtaHaBnmBatTCs cnegyowme Buabl
6GraHKOB AOKYMEHTOB:

ooLLKI BnaHkK;

OnaHK nucbMa;

BraHK KOHKPETHOrO Buaa AOKYMEHTa, KpOMe nNnucbma.

40.1. OOwmmr GraHk UCNoNb3yeTca AN N3roTOBNEHMS MOObIX BUAOB JOKYMEHTOB, KPOME NMUCbMa.

BnaHkn cTpyKTypHOro nogpasgeneHvnsi N3rotaBnmBaloTcs B TOM Criyyae, eCriv pykoBOAWTENb (HavarbHUK)
CTPYKTYPHOrO noApasfaeneHus uMeeT UCKMYNTENbHOE NpaBo NOAMMCH.

O6wmr 6naHk BkntoyaeT B cebst peksmauTbl 01 unm 03, 08, 11, 12, 14,

40.2. bnaHk nucbma BkrtoyaeT B cebs peksusntbl 01 unu 03, 08, 09 n orpaHnyUTENbBHBLIE OTMETKU ANA
BEPXHUX T[paHuL, 30H pacnonoxeHus peksmautoB 15, 18, 19 (npy HeobxoaAMMOCTM MOryT MNpPOCTaBRAATLCHA
orpaHn4YmTEnNbHbIE OTMETKN AN BEPXHUX FPaHuL, 30H pacnonoxeHust peksmsuTtos 11, 12, 13, 14, 17, 20).

40.3. bnaHk KOHKpPEeTHOro BMaa OOKYMEHTa, KpoMe NucbMa, BknoyaeT B ceba peksuauntbl 01 nnm 03, 08, 10,
14 n npu HeoBXOAUMOCTM OrpaHMUUTENbHbIE OTMETKW ANs rpaHnL, 30H pacnonoxeHus peksusutos 11, 12, 13, 18,
19.

41. BbnaHkM [JOKYMEHTOB MNPOEKTUPYHTCA B cooTBeTCTBUM C npunoxeHmsmn N 3 - 30 Kk HacTosLen
WHCTpyKLMN.

42. INpw noanMcaHMmM COBMECTHOIro OKYMEHTa NepBbIN NUCT odopmMIisieTcss He Ha BnaHke.

OdbopmneHne oTaenbHbIX BUAoOB gokymeHToB B MBL Poccum

43. B pesTenbHOCTU OPraHoOB BHYTPEHHMX OeNn CO3[4aeTCs KOMMIEKC OpraHu3aunoHHO-pacnopsanTenbHbIX
OOKYMEHTOB: MpuKasbl, AUPEKTUBbI, PacropsXKeHusl, NONOXeHWs, NpaBuna, MHCTPYKUMK, pelleHns konnernn MB[
Poccun, npotokonbl 3acegaHuii (coBeluaTternbHbIX, KOHCYMNbTAaTUBHBIX OPraHoB), akTbl, aHanUTUYecKMe CnpasKy,
3anuckn (cnyxebHble, obbsACHUTEmNbHbIE, AOKMaAHble, aHanuMTU4YecKkune), AOoroBopbl (KOHTPakTbl, cormnalleHus),
cnyxebHasa nepenucka v gpyrue.

KonnernanbHo obcyxaaemble BONPOCbl U MPUHMMAaEMble MO HUM pelleHUs OUKCUMPYIOTCA B MPOTOKOMax
KOHCYNbTaTUBHbIX U COBeLLaTeNbHbIX OPraHoB, MHbIX 3aceaHunin U CoBeLLaHu.

B3aumHble obs3aTenbCTBa OpraHOB BHYTPEHHUX OE€N M WX KOHTpareHToB, a Takke WX perynupoBaHune
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0hopMnAITCA B BUAE AOrOBOPOB, COrnalleHnin, KOHTPaKTOB, MPOTOKOMNOB U APYrMX JOKYMEHTOB.

B 3aBMCMMOCTM OT KOHKPETHbIX 3a4ad B OeATEeNbHOCTM OpraHa BHYTPEHHMX Aen CO34alTCHd WHble BUAb
OOKYMEHTOB: MnaHbl, MporpamMmebl, OTYEThI U Apyrue.

B ycTaHOBNEHHbIX 3aKoHOAATENbLCTBOM criydasx MUHMCTEPCTBOM MOryT M3gaBaTbCHA akTbl COBMECTHO C
OpyrMmMmn opraHamm Bnactv Mo Bonpocam, NpPeAacTaBsaloWwMM B3aUMHbIN MHTEPEC U BXOASLWMM B KOMMNETEHLMIO
00eunx cTopoH. Takme akTbl 0OPMIIAITCA U NYONMKYHOTCS Kak €AMHbIN JOKYMEHT (Mpukas, MPOTOKOJ, MOMOXEHWE U
Apyrue).

44. YT1Bepxaatbcs 6e3 nsganus npukasa MoryT criefytolme AOKYMEHTbI:

nnaHel, rpacpukn paboTbl, NOBECTKM 3acedaHuh Komnnerum, KOMUCCWUW, paboumx rpynmn, COBELLaHUN,
CEMNHapOB, COBETOB, METOAMYECKME peKOMeHAauum no HanpaeBfneHusM OeATEeNbHOCTM -  YTBepXaalTcs
pykoBoAMTENEM (HadyanbHMKOM) OpraHa BHYTPEHHUX Aen Unu ero 3aMecTuTeneM, HeCcyLuM OTBETCTBEHHOCTb 3a
COOTBETCTBYIOLLIEE HaNpaBneHe OeaTeNnbHOCTY;

OOIDKHOCTHbIE MHCTPYKLUMU (OOIMKHOCTHbIE perfiaMeHTbl) COTPYAHMKOB - YTBEPXKOAKTCH PYKOBOAUTENSAMMU
(HavYanbHVKamun) COOTBETCTBYHLLMX nogpasgeneHunn, OOMKHOCTHbIE pernameHTbl deaeparnbHbIX
rocy4apCTBEHHbIX rpaXgaHCKUX cryalimx, paboTHUKOB - yTBEPXOAKTCA NpeAcTaBUTeNeM HaHMMaTensi, nMuomMm,
NCMOMHSAOLLMM ero 06s13aHHOCTY;

(PUHAHCOBO-XO3ANCTBEHHbIE [OOKYMEHTbI: CMETbl, BeOOMOCTW, 6anaHcbl, oT4yeTbl, anbOOMbl Yy4YeTHOW
OOKYMeHTauun, akTbl Nnepefavv OeHeXHbIX CPpeacTB, 30aHUA, NOMELLEeHUN, TPaHCMOPTHLIX CPeacTB, OPrTeXHUKU U
WHOrO MMYLLLECTBA, aKTbl CNMUCaAHWSA WUMYLLECTBA, aKTbl PEBU3UN, NPOBEPOK, WMHBEHTapusauuu - yTBepXaalTcs
pykoBoauTenem (HavanbHMKOM) opraHa BHYTPEHHUX nen, ero 3amecTuTenem, KypUpYyHoLLM
(PMHaAHCOBO-X03ANCTBEHHYIO AeATENbHOCTb;

apXMBHbIE JOKYMEHTbI: OMMCKU AeNn MOCTOSIHHOMO, AONTOBPEMEHHOIO CPOKa XpPaHEHWs U MO JIMYHOMY COCTaBy,
aKTbl Mepefayn apxXuBHbIX e Ha NOCTOSAHHOE XpaHeHue, Npuema-nepegadn en, aktbl YHAYTOXEHNUS] AOKYMEHTOB
C VICTEKLUMMW CPOKaMM XpaHEHUS N Opyrue - yTBepXXOatTCs OOSPKHOCTHBIM JIMLIOM, BO3IMaBMSOWNM 3KCNEPTHYHO
KOMMCCUIO;

nnaHbl paboTbl CTPYKTYPHbLIX MOOPA3fAeneHuin - YTBEPXKOAOTCHA pyKoBoAMUTENEM (HayarnbHUKOM) 3TOro
nogpasgenexHus;

nonoxeHust od ynpaeneHusix (oTaenax) B COCTaBe CTPYKTYPHOro NoAapasfeneHns opraHa BHYTPEHHUX Aen -
YyTBEPXAATCA pyKoBoAUTENEM (HayanbHMKOM) 3TOro noapasaeneHus.

45. ®unHaHCOBble, KaapoBble W apxXMBHble OOKYMEHTbl OOPMAATCA Mo ¢opMaM, YCTaHOBIEHHbIM
COOTBETCTBYIOLLMMN HOPMATUBHBIMW NPaBOBbIMU akTamu.

CnyxebHas nepenucka

46. CnyxebHyl0o  nepenncky  COCTaBMSOT  pa3nuyHble  BuAbl  oduuumanbHbiX  AOKYMEHTOB
NMH(OPMALIMOHHO-CNPaBOYHOr0 Xapakrepa, UCMoMNb3yeMbIX OPraHOM BHYTPEHHUX Aen Ang obmMeHa nHgopmauunen
0 OeATeNbHOCTU C ApYrMMXM OpraHamMu BNacTu, opraHm3auusammn u rpaxgaHamu.

47. B pOKyMEHTOODOpPOTE oOpraHa BHYTPEHHWX Aen B 3aBUCUMOCTM OT CNocobOB nepedayn [ernoBow
WHpopmaumm (NO KaHanam MOYTOBOM CBSA3W, MOCPEACTBOM (henbaberepcko MoYTbl WU 3NEeKTPOCBS3M)
NPUCYTCTBYIOT crneywouwme Buabl AOKYMEHTOB Mepenncku: crnyxebHoe nucbmo, Tenerpamma, dakcorpamma
(cpakc), TenedpoHorpamma.

48. CnyxebHbIMM NUCbMaMX 0GPOPMIISAOTCS:

poknagbl MNpe3sngeHty Poccuiickonn ®epepauun m MpasutensctBy Poccuickon ®egepaumm 06 MCMOMHEHUN
NX aKTOB U MOPYYEHUN;

WHopMmaumna B AamuHuctpaumto [MpesnpgeHTa Poccunckon Pepepauuun, AnnapaT [lpasuTenbcrBa
Poccuiickon ®epepaumm o paccMOTpeHuMn obpalleHuin rpaxaaH, HanpaBleHHbIX OaHHbIMW  OpraHamu B
MwuHuCTEpCTBO;

OTBETbl Ha nNapnameHTCKMe 3anpocbl, 3anpocbl WM obpalieHunss genytatoB [ocygapcTBeHHOW [dymbl
depnepanbHoro Cobpanusa Poccunckon depepauumm, obpaweHusa udneHoB Coseta Pepepaumm degepanbHOro
CobpaHusa Poccuiickon depepaumu;

NpoekTbl ouLManbHbIX OT3bIBOB, MOMPABOK M 3KCMEPTHLIX 3aKMOYEHUA Ha MPOEKTbl 3aKOHOOATENbHbLIX U
WHbIX HOPMAaTMBHbIX NMPaBOBbIX AKTOB;

OTBETHI Ha obpalleHns rpaxaaH;

OTBETbI Ha 3anNpOCkl OpraHn3aLmn, NpeanpuaTui;

WHMLMATMBHbIE [OOKYMEHTbl MO BOMPOCaM KOMMETEHUWM OpraHoB BHYTPEHHWX [nen, B TOM 4ucrne
MeToaMYeckme pekoMmeHaaLmMmn 1 MHOPMaLNOHHbIE COOBLLEHMS NS UX CTPYKTYPHbIX NOApa3aeneHun;
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apyrvue OOKYMEHTbI.

49. Tenerpamma:

49.1. TenerpammMbl B opraHax BHYTPEHHUX Oen MUCMNOSb3YTCA ANS nepefayn TONbKO CPOYHOW TEKCTOBOWA
MHopMaumn.

49.2. Otnpasutensmu TenerpadHON KOPPECMOHAEHUUN SABASIOTCA OOIDKHOCTHbIE NMUa, KOTOPbIM
npegocTaBneHo NpaBo Nepenuckn nNo cnyxebHbIM Bonpocam.

49.3. Tenerpamma odoOpMNsieTCs Ha CTaHAapTHbIX nuctax Oymarn 6Genoro ueeta ¢opmata A4 B 2
ak3emnnsipax (OpurnHam v BM3OBbIV 3K3eMNNSp) B criegyrowem nopsake (npunoxenne N 31):

KaTteropus TenerpaMmbl ykasblBaeTCs B MPaBOM BEpPXHEM yriy nepBoro nucrta, Hanpumep: "CpodHas". B
cny4ae HanpaBneHus NPOCTON TenerpaMMbl KaTeropusi He ykasblBaeTCH;

nepea TEKCTOM MO LIEHTPY nevataeTcsl NOMYXUPHbIM WpnudToM pekBnsnT "HaumeHoBaHne OOKymeHTa" -
"TEJIEFTPAMMA".

49.4. locne HaMMeHOBaHMSA 4Yepe3 OAMH MEXCTPOYHBbIN MHTepBan OT feBOW rpaHuLbl TEKCTOBOrO Mons
nomMmeLlaeTcs pekBuM3uT "agpecat’ Cc obsi3aTenbHbIM YyKazaHMEM HauMEeHOBaHWs opraHusauum (pammnum wm
MHULManoB uU3M4eckoro nuua), ynuubl, HoMepa Aoma (U KBapTupbl), Ha3BaHWUS HACENEeHHOro nyHkTa (ceno,
nocemnok, ropog), pamoHa, obnactm (kpasi, pecnybnuku, rocygapcTBa), MNOYTOBOrO wWHAekca. Agpec u
HavMeHOBaHWe agpecarta [OJPKHbl cofepXaTb Bce Heobxoaumble cBefeHusi, obecnedvnBaroine O6e3yCrnoBHYO
OoCTaBKy TenerpaMmmbl agpecaty. OTBETCTBEHHOCTb 3a MOMHOTY M TOYHOCTb HanMMcaHWsi agpeca Bo3naraeTcs Ha
oTnpaBuTens TenerpaMmmbl (HAMMEHOBaHWSA HOMEPHbIX YNuL, yKasbiBaTb NPOMUCLIO, crosa "npocnekT”, "npoesn”,
"nepeynok" B agpecHom YacTu AOMKHbI ObITb HanUcaHbl NOMHOCTLIO).

49.5. Ecnu TenerpaMmma nepefaeTcsi HECKONbKMM agpecaTtam C OOHUM M TEM K€ TEKCTOM:

He 6onee 10 - kK HEM JOIMKEH ObITb NMPUMOXEH CMUCOK, COAePXaluni HauMeHOBaHNS OpraHoB BHYTPEHHMWX
Oen, KOTOpbIM ee HarnpaensaloT, C YKa3aHWEM HaCeneHHbIX MYHKTOB - MECT UX AUCITOKaLUu;

cBbiwe 10 - npunaraetcst 0OOPMIIEHHbIN yKa3aTenb PacChifiku, B KOTOPOM OTMeYEeHbl HEOOX0aNMbIE FOpoAa,
HOMep TenerpaMmmbl, MHMLMaNbl U amMmunns UCNONTHUTENS, €ro KOHTaKTHbIA TenedoH.

49.6. TekcT Tenerpammbl OTAenseTca OT NpeablayLiero pekBmauTa Tpems MeXCTPOUHbIMU MHTepBanamu,
nsnaraetcsl kpatko, 6e3 Col30B U MpPeanoroB (ecnv npu 3TOM He WUCKaXKaeTcs ero copepxaHve), 6e3 3HakoB
npenuHanns (UM c UX cokpalleHHbIM 0003Ha4YeHneM), 6e3 nepeHoca cnoe, ab3aueB, UCNPaBeHNIA, NneYaTaeTcs
yepe3 1,5 MEXCTPOUYHbIX MHTEpBana NponucHbiMn OykBamu. B TeKCT Tenerpammbl, HanpaersieMoW B OTBET Ha
NOCTYNUBLUNIA OOKYMEHT, BKMOYAETCS CChbIfika Ha ero permcTpauuoHHbii Homep 1 aaty. BctaBku B TekcTe genatb
Henb3s.

49.7. TekcT Tenerpammbl He JormkeH npesbiwaTts 300 cnos, Npyn 3TOM 3a OTAENBHOE CIOBO CYMTAETCH:

Kaxkgoe CrnoBo, HanucaHHoe B COOTBETCTBUW C NpasBuriaMu rpaMMaTuki;

Kaxkgoe OTAenbHO CTosiLLee CroBO B agpece, B TOM YMCNe B HAMMEHOBaHUWM NMYyHKTa Ha3Ha4vyeHus;

Kaxxgas rpynna, coctoswas u3 uudp, OykB, unu cMmellaHHas rpynna, COoCToswas M3 3HakoB, LMdp,
He3aBUCMMO OT UX Yncna;

Kaxkablv 3HaK, 6ykBa unu umMdpa, HanmcaHHble OTAENBHO;

Kaxkgas u3 COCTaBHbIX YacTeln CrnoBa, a Takke Kaxaasd U3 yacTel B COCTaBHbIX HAMMEHOBaHMSAX ropoaoB,
dhammnuax, UMeHax 1 apyrux Ha3BaHusaX, COEANHEHHbIX YepTon unm 6e3 Hee;

KaXkabIV 3HaK NpenuUHaHNs, HanncaHHbIA NOSTHBIM UMM COKPALLLEHHbIM CIOBOM.

49.8. Tenerpammbl B Buae dopm, Tabnuu, BegOMOCTEN, rpacmKoB, NPU HANMMYUM PUMCKUX LMAP, NTATUHCKUX
OYKB, YCMOBHbIX 0603HAYEHUIN HE MPUHUMALOTCS AN Nepeaayn.

49.9. lMoanuck oTgenseTca OT TekcTa TenerpaMmMmbl 3 MEXCTPOYHbIMU WHTEpBanamn U odopMmnseTca ¢
yKasaHuem AOMMKHOCTWN, haMunun 1 UHMLManoB AOMKHOCTHOro nuua, nognucaslwlero tenerpammy. Tenerpammbl
NOANUCLIBAOT PYKOBOAUTENb (HavamnbHKK) opraHa BHYTPEHHUX OeN UK ero 3aMecTuTenb.

Tenerpammbl kKateropuu "npasutenscTBeHHas" nognucbiBatoT MUHUCTP unu ero saamecTuTenn<i>.

<1> T[loctaHoBneHnune [lpaBuTtenbctBa Poccuiickon Pepepaunnm ot 6 despana 2006 r. N 74 "O6
YTBEPXOEHUN NEepeyvHs AOSMKHOCTHbIX J1ivu, 3a MOAMMCbID KOTOpbIX Tenerpammbl  kateropun "lMpesvaeHT
Poccuinckon depepayun”, "Mpencenatens MpaBuTenscTBa Poccuinckon depepaummn”, "BbicLuasi
npaesuTtenbcTBeHHas" un "lpaBuTenbcTBeHHaa" nepepawTcs B npuoputeTHoM  nopsgke"  (CobpaHue
3akoHogarenbcTBa Poccuiickon ®egepaunm, 2006, N 7, c1. 785, N 30, cT. 3398; 2007, N 42, cT. 5052; 2008, N 14,
cT. 1413, N 23, cT. 2715, N 48, cT1. 5604; 2009, N 20, cT. 2469; 2010, N 2, cT. 233, N 12 cT. 1355, N 26, cT. 3363;
2011, N 51, crt.7526).

49.10. [laTa » perMcTpaunoHHbIn HOMep TenerpaMmmbl 0POpPMASAIOTCA Nocne ee NoANNCcaHMUs AOMKHOCTHLIM
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NULOM W pacrnonaralTcs Ha 2 MEeXCTPOYHbIX MHTEepBana Hwke npeabiayliero peksusuta. [arta odopmnsaerca
CNOBECHO-UNMPOBLIM CNOCOGOM OT MNEBON rpaHuLbl TEKCTOBOrO nons. PerncrpaumoHHbIn HOMep TenerpamMmmbl
npocTaBnsieTcd nog gaton 6e3 AONONMHUTENbHBLIX MEXCTPOYHbBIX MHTEPBANOB Takke OT JIEBOM rpaHuLbl TEKCTOBOIO
nons.

49.11. Yepes oanH OONOMHUTENBHbBIA MEXCTPOYHbLIA MHTEPBan HWXe HoMepa Ternerpammbl NPOBOAMTCA
CNIiolWHas 4Yyepta OT JIeBOW rpaHuLbl TEKCTOBOro nons o npason. [Mog 4epTon yKasbiBalOTCHA MOMHbIA agpec
opraHa BHYTPEHHMX [en, vHuuuanel u damunusa pykoBoauTens (HadanbHuKa), MOANUCaBLUEro Tenerpammy,
UHULManel M aMmunmMa MCMOMHUTENS U ero KOHTaKTHbI TenedoH. B HwxHenm 4yactm TenerpadHoro 6naHka
npocTaBnseTcs nevyaTb O paspeLleHnn nepegaydm Tenerpagom.

49.12. Bn3bl JOMKHOCTHBLIX MWL, C KOTOPbIMM B Clyvae HeobxoAMMOCTM COrnacoBbiBaeTCs Tenerpamma,
noMeLLalTCs Ha NMLUEBOW YacTu NOCNeaHero NMcTa ee BTOPOro ak3emnnspa.

49.13. O6Ga oak3emnnsipa O(OPMMNEHHOM TenerpaMmbl nNepefatTcs MCMOMHUTENneM [Ans OTNpaBkM B
oTgeneHve TenerpadHoON CBSA3U, BTOPON 3K3EMNASp TernerpaMMbl C OTMETKON oTaeneHus TenerpadHomn ceasmn ob
OTnpaBKe BO3BPALLAETCA UCMOMHUTENIO AN NOMELLEHUS B HOMEHKIATypHOE Aeno.

50. dakcorpamma:

50.1. dPakcumunbHas CcBA3b NpeAHa3HayaeTcsa Ons ornepaTMBHOro obMeHa TeKcTaMu [AOKYMEHTOB W
cnyXebHbIX MaTepuanos C NocneayLwmmM HanpaBneHNeM JOKYMEHTOB Ha OyMaXkHbIX HOCUTENSX.

50.2. 3anpewaeTca nepefaya no akCUMUIBHON CBA3U AOKYMEHTOB, MMEKLWNX rpudbl CEKPETHOCTU UMKn
nomeTky "[ns cnyxebHoro nonb3oBaHus".

50.3. TpeboBaHusA kK cocTaBneHno U ohOPMITIEHUIO COODLLEHUI, HaNpaBnseMbiX MO PAKCUMMUIBLHOW CBA3W,
onpeaensiTcs BUAOM AOKYMEHTa-NoAnNMHHUKa (MMCbMo, A0roBop, MPOTOKON).

50.4. NHdopmauusa, nognexawas nepegade no akCMMUNBHOM CBA3WM (TEKCT, doTorpadusi, 4YepTex),
JOIPKHa pacnonaratbCsi  TOMbKO B Mpefernax OrpaHuynTenbHOW pamkn  akCUMUNbLHOW — annapartypbl.
OTBETCTBEHHOCTb 3a codepXaHue nepegaBaemMon MHopmMaumnn Bo3naraeTca Ha UCMNOMHUTENS, NOATOTOBMBLLENO
mMaTepuan K nepegade, U pykoBoauTens (HavanbHUKa) COOTBETCTBYIOLLIErO CTPYKTYPHOro nogpasgeneHus.

50.5. OTnpaBnsemMble No kaHanaMm akCUMUIIbHOW CBA3W LOKYMEHTbl AOMKHbI OblTb HaneyaTaHbl YeTKUM,
KOHTPaCTHbIM LUPUTOM NMOO HanUcaHbl LWApUKOBOW PYYKOM, TYLLIbIO, KOHTPACTHBIMU YEPHBIMWU UM TEMHO-CUHUMM
YyepHunamu.

YepTexun 1 WITPUXOBbIE M300paxeHnss opopMIAIOTCA YETKO U KOHTPAcTHO, cBOOOAHOE Mose YepTexen He
OOIMKHO UMeTb noMapok. PoTorpachmm JOmKHbI ObITb YHETKUMU, C KOHTPACTHBLIM N300paXXeHNEM.

Heobxoaumo, 4ytobbl B OTNpaBnsieMblX OKYMEHTaxX CO CMeLUaHHbIM codepkaHuem (dotorpadus U TeKcT)
TeKCToBasi 4YacTb Obina He GrnegHee dhoTorpaduu.

50.6. 3anpelwaetca oTnpaBka MO KaHanam (aKCUMWIBHOM CBA3W OOKYMEHTOB, HaMUCaHHbIX C
MCMONb30BaHWEM KpPacCHOro, 3€SIeHOro, XXenToro LUBEeTOB, OTnevaTaHHbIX WM HamMCaHHbIX Ha KpacHOW, cepoW
Oymare, a Takke Hane4aTaHHbIX LWPUGTOM cnabon KOHTPACTHOCTU UMK C HEAOCTAaTOYHOWN YETKOCTBHO.

50.7. Nepepaya No hakCUMUIBHOM CBA3M NCXOOALLNX AOKYMEHTOB M MPUHATBLIE dakcorpamMmbl yHYUTbIBAKOTCA
B XXypHane y4yeTta dakcorpamm (npunoxexue N 32).

50.8. Ha konuu ncxopgsawero oKyMeHTa, nepefaHHOro no kaHanam (akCMMWNbHON CBSI3W, UMW MPUHATOWN
hakcorpamMmmbl  MPOCTaBASATCA fata WM Bpems nepegadn (npyema) dakcorpammbl, HaMMeHoBaHue
KoppecnoHAeHTa (Ky4a HanpaBneHa unu oTkyaa nomnyydeHa cpakcorpamma) u Homep TenedoHa, no KOTOpoMy
YCTaHOBMEH pakCcUMUnbHLI annapat. OTW 3anvMcu 3aBepsloTCA MOANUCHI0 COTPYOHWKA, OTBETCTBEHHOrO 3a
nepegavy (npuem) dakcorpamm.

50.9. TpuHATas dakcorpaMma [oKNadblBaeTcs PyKOBOAWUTENIO (HavarbHKKY), KOTOPOMY aApecoBaH
NCXOOAWMN OOKYMEHT, NepedaHHbll No KaHanam akCUMUITbHOW CBSA3M, U B COOTBETCTBMU C €ro ykasaHuaMu
nepegaeTcya UCNOMHUTENIO, O YeM AeNnaeTcs NoMeTKa B XXypHarne ydeTa dakcorpamm (npunoxerHne N 32).

50.10. TlNocne nony4vyeHns opurMHana AOOKYMEHTa, nepefaHHoro Mo KaHanam (akCMMUIbHOW CBA3W,
COTPYOHWKOM MoApasferneHns 4enonpoM3BOACTBA M peXrMMa C NPUHATON dhakcorpammbl Ha OpUrMHan OOKYMeHTa
NepeHoCATCA yKa3aHns pyKoBOAUTENS (HavanbHMKa) M CNpaBku 00 MCMOSTHEHMU JOKYMEHTA.

50.11. VcnonHeHHble dhakcorpaMMbl cAarOTCA ANA MOAWMBKM B OEN0 MPUHATBLIX hakcorpaMmm, UMEHoLLMX
CPOK XpaHeHus oauH rog. lNpu HeobxoanmocTu ghakcorpammbl SOMYCKAETCA MOALIMBATL B APYrMe€ MHBEHTAapHbIE
aena.

51. TenecoHorpamma:

51.1. KOpugunyeckas cuna nocTynuBlIen TernedoHorpaMMbl onpegensercd CrneaylolwuMmn pekBusnTamu,
obecneyunBaroLLMMK naeHTUMKaLMO NOANUCK OTNPaBNsSEMON TenegOHOrpaMMbl: NCXOOSALWUM PEMMCTPALMOHHBLIM
HOMepOM OTNpaBrisieMoln TenedoHOrpaMmmbl; JOMMKHOCTLIO, (haMUMen, UMEHEM, OTYECTBOM Inua, OTNPaBMBLLETO
TenecoHorpaMMy; noanuCbi0 nuua, MNPUHSIBLLIEro TenedOoHOrpaMmy; BXOASALWMM PEerncTpaumoHHbIM HOMEPOM
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nony4eHHon TenedoHorpaMmeil.

51.2. TenedoHorpaMmbl pekoOMeHAyeTCs UCNOMb30BaTh AN ONepaTUBHOMO peLleHnst cnyXebHbix BONpocoB
B Tex cny4asx, Korga cooOuweHus, nepegaBaemble Mo TenedoHy, TpebyT AOKYMEHTanbHOro OgOpMMAEHUS.
TenedoHorpammamm nepeaarTcs HECNOXHbIE TEKCThI (MPUrnalleHns Ha COBELLaHns, 3aceaHus u gpyrue).

51.3. TenedoHorpammamu nepegaroTcs Hebonblne No 00bEMY TEKCTbI, B HAX He AOSMKHO ObiTb 6onee 50
cnoB. B TekcTe cnegyet usberate TpygHONPOM3HOCUMBIX CITOB, CITOBOCOYETAHUN U CMOXHbBIX pedeBbiX 0O0POTOB.

51.4. OtnpaBnsemas TenedoHorpaMmma ocopMIseTcs Ha CTaHOapTHbIX nucTax Oymarm 6enoro ugeta
dopmaTta A4 B eAMHCTBEHHOM 3K3EMMIISIPE U NOAMNMUChIBAETCA pykoBoaUTenemM (HayanbHUKOM) OpraHa BHYTPEHHUX
4en unu ynosiHoMOYeHHbIM Ha TO COTpYAHMKOM (npunoxeHue N 33).

51.5. [laton TenedoHorpaMmmbl ABMASIETCS AaTa ee nepegayun. PermctpauuoHHsli HoMep TenedoHorpamme
npuceavBaeTCs B NopsaKke crnefoBaHUs HOMEPOB NOCne NOANMCU aBTOPOM.

51.6. MNpuHnmaemble TenedoHoOrpaMmbl 3anuCbiBalOTCA Ha CTaHAApPTHbIX nuctax Oymarn dopmaTta A4 un
nocne npuema MoryT OGbiTe oTnevaTaHbl. COTpygHUKY, nepegatwowemy TenedoHorpammy, crefyet nNpoBepsTb
NpaBUIbHOCTb 3anncu TenegoHorpaMMbl B KOHLE nepefaydn nyteM ee NpoYTeHus npuHMMatoLwen CTOPoOHON.

51.7. Bxogdwasa TtenedoHorpaMmma MMeeT Te Xe PEKBU3UTLI, YTO U UCXoAsllas, 3a UCKINIOYEHMEM NUYHOMN
noanucu aeTopa.

51.8. Ecnu TenecoHorpamma nepefaeTcs HECKOMbKUM agpecaTam, K Hel OOKeH npunaratbCs ChMCOK
nogpasgeneHunn, KOTOPbIM ee HanpPaBnsT, U HoMepa TenegOoHOB, MO KOTOPbLIM OHa OOJPKHA ObITe NepegaHa.

51.9. PekomeHayeTCca NpMMeHATb cneunanbHble 6naHku TenedoHorpamm (npunoxexve N 33). Ecniv 6naHku
OTCYTCTBYIOT, TO TenedoHorpaMmma 3anucbiBaeTcs B XXypHan yvyeTta TenedgoHorpamm (npunoxeHune N 34).

52. 3anucka (cnyxebHas, goknagHas, aHanuTudeckas), o6bsacHeHue:

52.1. Oina peanusauun oTHOWeEHMN cybopavHauum CTPYKTYPHbIX NoApasfeneHnid opraHa BHYTPEHHWX gen ¢
PYKOBOACTBOM OpraHa BHYTPEHHMX AeN, KOOPAMHAUMM OEeATENbHOCTM MeXay CTPYKTYPHbIMU nogpasgeneHusmu
CNYXXUT BHYTPEHHWMA [OOKYMEHT - 3anucka (cnyxebHas, poknagHas, aHanutuyeckasl), OObsiCHeHwe, roe B
NMPOM3BONIbHOM hopMe MneyaTHbIM WIM PYKOMUCHBIM CMOCOOOM M3MaralTcsi CBEAEHUS, OTYEThbl, MOSCHEHUS,
3aMeyvaHuns, NpeanoXeHus, 3akmoyeHns (MHEHUs!) U MHas cnpaBoYHas UNu ynpasneH4vyeckas mHdopmauums no
BOMpOCaM, OTHECEHHbIM K KOMNETEHLNN OpraHoB BHYTPEHHUX Aen.

52.1.1. B 0ObACHEHWM COTPYOHMKM B MPOU3BOSILHON (QOPME MeyaTHbIM WM PYKOMUCHBLIM CMOCOGOM
OOBACHAIOT MPUYMHBI KAKOro-nMbo AencTBus, akra, cobbiTisi, B TOM YMCre HapylieHus cnyxebHon (Tpyaosow)
OVCUMNIUHBI, HEBLIMOMHEHUA MOPYYEHM U TOMy nopobHble. MognucbiBaeT OOBACHUTEMbLHYIO 3anuncKky ee
cocTaBuTESb.

52.1.2. B cnyxebHbIX 3anuckax B MNPOM3BOSIbHOM (pOpMe u3naraeTcs ornepaTMBHas CrnpaBovHas W
yripaBneHyeckass WHMOpMauus, CBA3aHHass C  UCMOMHEHWEM  MOMHOMOYMN  KOHKPETHbLIX  CTPYKTYPHbIX
nogpasgeneHnn 1 OOIMKHOCTHBIX NUL, aApecoBaHHasi PyKOBOACTBY OpraHa BHYTPEHHUX gen nubo pykoBoguTento
(Ha4YanbHKKY) CTPYKTYPHOIO NoapasgeneHuns - rofloBHOrO UCTIONHUTENS NOPYYEHNS.

52.1.3. B goknagHbIX 3anvckax B Mpou3BOSibHOM hopMe gaeTcs 06CToATENbHOE U3NOXEHNE MHGOPMaL MK O
coObITUAX, (pakTaxX, CMOXMBLUMXCS CUTyauusix C BblBOAAMU W NPeanoXeHWsMU COoCTaBuUTENst B Lensax
WH(POPMNPOBAHNSA pPYKOBOACTBA OpraHa BHYTPEHHUX [Jen, ero CTPYKTYpHOro noapasgeneHus o Bonpocax,
TPEOYOLLMX NPUHATUS YNIPaBNEHYECKNX PELUEHUN.

521.4. B  aHanuTuyeckMx  3anuckax Ha  OCHoBe  oduumanbHOM  CTAaTUCTUKM U WHOW
WH(POPMALIMOHHO-CNPAaBOYHOM  AOKYMeHTaumn pfaetcsa ob6CToATenbHOe U3NOXeHue pesynbTaTtoB aHanusa
cywiecTBytollern npobnembl M TEHAEHUWA ee pasBUMTUSA, u3naralTCA BbIBOAbI, BbiTEKawLlMe M3 aHanu3a u
packpbiBaloLMe MPUYMHBI €€ BO3HUKHOBEHUSA, a TakkKe NMPEeArnoXeHUs O MPUHATUMKU LienecoobpasHbix Mep Mo ee
paspeLleHunto.

52.2. CnyxebHas, goknagHas v aHanuTU4eckas 3anvckum oOpMASIOTCA Ha CTaHOApTHbIX nuctax Gymaru
dopmaTa A4 1 agpecyroTCs KOHKPETHOMY AOMKHOCTHOMY nnLLy.

52.3. PekBu3nTammn 3anncok SBRSIOTCA: agpecaT, BUg AOKYMEHTa, aHHOTauus, TeKCT, JOMKHOCTb U 3BaHue
pykoBoauTens (HayanbHWKa) CTPYKTYPHOrO noApasfernieHusi, MOAroTOBMBLUEro 3amnucKy, NoAnvcb, KoTopble
0hOpMASIOTCHA B COOTBETCTBUM C HacToswen MHcTpykunen.

[ata n peructpaunoHHbIM HOMep YyKasblBalOTCA 4Yepe3 OAWH [OMOSMHUTENbHbBIA MEXCTPOYHLIA MHTepBan
HWwke peksuauta "lMognucek”. [laTon 3annckn aBnaeTca gata ee nognucaHus.

52.4. OtmeTka 06 wucnomnHuTene u BuU3bl AOIMKHOCTHBIX NUL, C KOTOPbIMW B Criyd4ae HeobxogmmocTu
cornacoBblBaeTCs 3anucka, opopmMnalTca B Nopsiake, NnpegycMoTpeHHOM HacToswen MHCTpykumen.

53. loBepeHHOCTb - JOKYMEHT, NOATBEPXAAOLWNA HanMyne y npeacrtaBuTens npas AeNcTBOBaTb OT UMEHMU
opraHa BHYTPEHHUX Aen, a Takke onpeaensowmn yCnoBums peanusauum n rpaHuLbl STUX Npas.

[oBepeHHOCTb 0hOpPMMSETCH B COOTBETCTBUUN C AENCTBYIOLMM HOPMaTUBHbLIM MPaBOBbIM akTOM<1>.
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Mpuka3 MBJ, Poccum ot 20.06.2012 N 615 [10KyMEHT cTaBneH KoHe AHTTIRIOC
"OB YTBEPYZEHUN MHCTPYKLIV MO AESIONPON3BOACTBY B OPFAHAX OKYMEHT NPEAOCTaB/EH ROHCYNIbTAHTI IO
BHYTPEHHWX [IENT POCCUNACKOIA... Aata coxparenms: 10.12.2015

<1> lMpukas MB[ Poccuu ot 1 auBapa 2007 r. N 3 "O6 ytBepxaeHun VIHCTpyKumn o nopsake odpopmMmeHus,
BblJayu, perucrpaumm, ydeta M OTMEHbl [OBEPEHHOCTEW, BbldaBaeMblX AfiS MpPeacTaBleHUss WHTEPEecoB
MuHucTepcTBa BHYTpeHHUX aen Poccuinckon ®enepaummn”.

IV. OpraHusauusi oKkyMeHToo60opoTa, y4eTa U UCTMONHEHNs] LOKYMEHTOB
OcCHoBHble NonoXxeHust 1 TpeboBaHUs K opraHnsaLMmn 4okymeHToobopoTa

54. lMNpwn opraHu3aumM [OOKYyMEHTOObopOoTa B CTPYKTYPHbIX MOApPasfeneHUusX OpraHoB BHYTPEHHUX Aen
peanuayeTcs NPUHLUMN LeHTpanusauumn onepaummn no npuemy 1 oTnpaske JOKYMEHTOB.

55. Mopsagok NpoxoxaeHns OOKYMEHTOB U onepauuu, NPOU3BOAMMbIE C HUMUK B OpraHax BHYTPEHHWUX gen,
pernameHTupyloTca  Hactosiwen WHcTpykumen, PermameHToM BHYTpeHHen opraHusauum MwuHucTepcTBa
BHYTpeHHUX gen Poccuiickon ®epgepaumn<i>, cTaTyCHbIMM [OOKYMEHTaMW OpraHoB BHYTPEHHUX Aen,
MOMOXEHNAMN O CTPYKTYPHbIX NOApasfderieHMsX OPraHoB BHYTPEHHMX Aen U AOMMKHOCTHbIMU MHCTPYKUMSAMU
(BOMKHOCTHBIMW pernamMeHTamm) Nx COTPYAHUKOB.

<1> MNpwukaz MBI Poccum ot 30 gekabpst 2005 r. N 1167 "O6 ytBepxaeHun PernameHTa BHYTPEHHEW
opraHusauum MuHucTepcTBa BHYTpeHHUX aen Poccuiickon ®enepauun”.

56. [JokyMeHTO060pOT OpraHM3yeTcsl Ha OCHOBaHWM CNEeAYHLLNX NONOXKEHWNN;

56.1. [BwkeHne [OOKYMEHTOB [OJDKHO COOTBETCTBOBATb MpoOLeccaM MOArOTOBKUM WU UCTMOJTHEHUS
OOKYMEHTOB, OCHOBAHHbLIM Ha pacnpegeneHnmn yHKUMOHamNbHbIX 00s13aHHOCTEN MEXAY NUCMONHUTENSIMUA.

56.2. MapLpyTbl NPOXOXAEHNST OAHOTUMHBIX AOKYMEHTOB AOMKHbI ObITb YHUPULMPOBAHDI.

57. B uensax onTummu3auun OBWKEHUS KOPPECNOHAEHLMN (JOKYMEHTOB) B AOKYMEHTOODOOPOTE BbIAENSAOTCA
crnepywLne OCHOBHbIE OKYMEHTOMOTOKM:

nocTynapoLas JOKyMeHTauus (BxoasaLLas);

oTnpaensiemas AOKyMeHTaums (McxogsLas);

OOKYMeHTauus, ucnonb3yemasi B yrnpaBrieH4eCKOM NPOLEecce B OpraHax BHYTPEHHUX Aen (BHYTPEHHAS).

58. C y4yeToM TexXHOMornm4ecknx ocobeHHocTen 00paboTkM B cocCTaBe OCHOBHbLIX [OKYMEHTOMOTOKOB
BblOENSATCS:

58.1. B cocTaBe BxogsLen n ncxogsiien JoKyMeHTauuu:

nopy4enus MNpeangenta Poccunckon deaepaumm, MNMpaeutensctea Poccuiickon ®egepauun (B TOM Yncne B
n3gaBaeMbiX MMM aKTax), MOpy4YeHusl, copepxawmecss B nucbMmax AgmuHucTpauumm [MpesupeHTa Poccunckon
depepauymmn, Annaparta NpasuTtenscTBa Poccuinickon ®egepauyunu;

napramMeHTCKue 3anpochl, 3anpocbl M obpaweHus genytatoB [ocygapctBeHHon [Oymbl ®egepanbHOro
CobpaHus Poccunckon ®epepauunun, obpaweHuss uneHoB Coseta Pepepauumn DPepepanbHoro CobpaHus
Poccunckon ®egepaumnm;

OOKYMEHTbI 3a NOANUCBLI0 pykoBoauUTenen deaepanbHbIX OPraHoOB UCMNOMHUTENBHOW BnacTu, 'eHepanbHoOn
npokypatypbl Poccunckon ®epepauun, KoHctutyumoHHoro Cypa Poccuickon depepaunn, BepxosHoro Cyaa
Poccuiickon ®depepaumun, Beicwiero ApbutpaxHoro Cypa Poccuickon ®epepauun, CnegcTBEHHOro komuTeTa
Poccunckon ®egepaumnm;

OOKYMeHTbI 13 dedepanbHbiX OpraHOB MCMNOSIHUTENBHOW BriacTU, OPraHoB BNacTy CcyGbekToB Poccuinckon
denepaummn, opraHoB MECTHOIO camoynpaBrieHns, OpraHu3auni;

OOKYMEHTbI M3 OpraHoB BHYTPEHHUX AET;

OOKYMEHTbI M3 MPaBUTENBCTBEHHbIX Y HEMPaBUTENbCTBEHHbLIX OpraHn3aumi 3apybexxHbIX CTpaH;

COOBLLEHUSA O NPECTYNIEHNSIX;

obpaweHnss uneHoB O6uiectBeHHon nanatbl Poccuiickon ®epepaunn, YNONMHOMOYEHHOrO MO npaBaMm
yenoseka B Poccuiickon ®egepaumn, YNomHOMOYEHHOro no npasam pebeHka B Poccuiickon ®egepaumm,
YnonHomo4veHHoro Poccuiickon ®eapepaumm npu EBponenckom Cyae no npaBam YenoBeka;

obpalleHns rpaxaaH n opraHusauui (ux npegcrasuTenen);

Xanobbl Ha NOCTaHOBMEHNs, AencTBus (besgencTane) AOMKHOCTHbIX MWL, OPraHOB BHYTPEHHWX Aer;

apyrue rpynnbl JOKYMEHTOB.

58.2. B cocTtaBe BHYTPEHHUX AOKYMEHTOB:

OpraHn3auUMOoHHO-pPacnopsaanTEeNbHbIE AOKYMEHTbI (NPUKa3bl, PACNOPSKEHUS, YyKa3aHUs) U MnaHsbl;

JOKYMEHTbLI KONSernanbHbIX, COBeLaTerNbHbIX M KOHCYNbTATUBHLIX OpraHoB MwuHMcTepcTBa (MPOTOKOSbI,
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"OBb YTBEPXXAEHWWN NHCTPYKLMW NO AENONPOU3BOACTBY B OPTAHAX
BHYTPEHHWX AENT POCCUNCKOMW...

[JokymeHT npepocTtasneH KoHcynbTaHTI0C
[aTta coxpaHenus: 10.12.2015

peLLeHus, maTepuarnbl K BONPocaM NOBECTKN OHS KOMNMeruun, coBeLlaHmsa u Tomy nogobHoe);

Opyrve OOKYMEHThbl, UCMOMb3yeMble B MpoLecce OpraHusauum ynpasneHus U MpUHATUS ynpaBreHYecknx
peLLeHUn (CnyxedHble (AoKnaaHble, aHanUTUYecKue) 3anmnckmn, 0O bACHeEHUS 1 gpyrue).

58.3. CornmacoBaHue npoOEKTOB [OOKYMEHTOB, CO3daBaeMblX B nogpasgeneHunsix MuHuctepcTtBa (opraHe
BHYTPEHHUX Aen), odopmrisieTcs B nopsigke, NpegyCMOTPEHHOM MYyHKTOM 28.22 VIHCTpyKLnN.

59. YueT BXoAAWMX, MNOArOTOBIEHHbLIX (MCXOOAWMX, BHYTPEHHWX) [AOKYMEHTOB B 3aBUCMMOCTU OT
OOKYMeHTOoObopoTa NpoM3BOAUTCA B XXypHamnax ydyeta (KypHamnbHbIN y4eT), B KapToykax ydeTa (KapTOYHbIN Y4eT)
UNn C NCMOSIb30BaHMEM CPEACTB BbIYUCIIUTENBHON TEXHMKN (aBTOMATU3MPOBAHHBIN Y4ET).

60. MNepen Hayanom BefeHMs XypHamnbl UMW KAapTOTEKU PErMCTPUPYIOTCS B XKypHane y4yeTa >XypHaroB wu
KapToTek.

JInCTbl XXypHanoB yyeTa OOMKHbl OblTb NPOHYMEPOBaHbI, MPOLNTLI U ONeYvYaTaHbl NevyaTblo nogpasgeneHus
JenonpovsBoacTBa U pexuma. Ha nocnegHeM nucTe XypHana genaetcd OTMETKAa O KONMYEeCTBE MPOLUUTBLIX U
NPOHYMEPOBaHHbIX B HEM NUCTOB, KOTOPAs 3aBepsAeTCH MOANMUCHI0 COTPYAHUKA, OTBETCTBEHHOMO 3a perncrpauuio
N XpaHeHue XXypHana nocrie ero 3akpbITusi.

KonnyecTBo kapToyek B 3aKOHYEHHOW NPOM3BOACTBOM KapTOTEKE yKa3blBAETCs B XKypHamne yyeTa XypHasnoB
N KapTOTEK NO OKOHYaHWMM roda. MItoroas 3anucb C ykasaHueM OOLLEro KOnmM4yecTBa KapTodek U NpocTaBleHNEM
OaTbl AenaeTcsa Ha OTAEeNbHOM NUCTE, NMOMELLAEMOM B Hayane uinv B KOHLE KapTOTEKM.

61. B xypHanax (kapToykax) y4eTa oTpaxKarTCs AaHHbIE O OBWXEHUN JOKYMEHTOB C MOMEHTA UX MOSTyYeHMUs
UNM NOAroTOBKM 0 3aBEPLUEHMS UCMONTHEHMS U MOALWMBKM B A€N0, OTNPaBKU agpecatam U YHUUTOXEHWS.

B xypHanax (kapTouykax) yyeTa 3anpeljaetcsa genatb NoAYMCTKU, a TaKkKe MUCMPaBeHUs C MPUMEHEHUEM
KOPPEKTUPYIOLLEN KUOKOCTU. BHeCeHHble COTpyQHMKOM noapasfeneHuss  Oenonpous3BOACTBA M pexuma
NCnpaBfeHns OroBapMBatoTCs N 3aBEPSAOTCA €ro NogNmnCbo C MPOCTaBNeHneM Aathbl.

Mo OKOHYaHUKM roga B XKypHanax yvyeTa BXOOALIMX M NOATOTOBIIEHHbIX AOKYMEHTOB [enaeTcs OTMEeTKa O
KONNYECTBE YYTEHHbIX JOKYMEHTOB.

62. B opraHax BHYTPEHHMX AN JOCTaBKa M OTnpaBKka LOKYMEHTOB OCYLLECTBMAOTCSA NOCPEACTBOM MOYTOBOM
CBSA3M, (penbaberepckor Cnyxobl, 3NEKTPOCBA3N, C MCMNONb30BaHWEM BELOMCTBEHHOW MarncrtpanbHOW CeTu
nepegayun gaHHbIX, B UCKIIOYUTENBHBIX Cy4YasXx - Kypbepom<1>,

<1> B uensix obecneyeHns GesonacHocTn KoppecnoHOgeHUnA oT Kypbepa NpuHUMaeTCA TOMbKO MO JIMYHOMY
YKa3aHUo pyKoBOACTBaA COOTBETCTBYHOLLENO CTPYKTYPHOIro noapasaeneHna opraHa BHYTPEeHHUX gern.

MoyToBOW CBSI3bID OOCTABMAOTCS (OTMNPABMSATCA) NMUCbMa, MOCbIKKW, GaHAeponu, nevaTHble W34aHUS;
henbaberepckori CBSI3bID - CPOYHAs KOPPECMNOHAEHUUs TFOCYAapCTBEHHbIX OPraHoB; 3fEKTPOCBA3bID -
hakcMMUbHbIE COOBLLEHNS, TENerpaMmMbl, TeNedOHOrpaMMbl, SNIEKTPOHHBLIE COOBLLEHMS.

nOpﬂﬂOK npunema, 06p860TKVI, pacnpegeneHna n UCNoJiHeHUA NocTynarwmx JOKYMEHTOB

63. Nprem KoppecnoHAeHL MM, NOCTyNatoLLEN B OpraH BHYTPEHHUX Aen B paboyee BpeMs, OCyLLlecTBNAeTCH
COOTBETCTBYIOLLMMN NOAPA3AeNeHMaM1 4enonponu3BoacTBa U pexmMa.

[Mprvem OOKYMEHTOB BKMiOYaET: NMPOBEPKY NPaBUMbHOCTM €ro OOCTaBKW; MPOBEPKY COXPAHHOCTWU YNaKOBKM
(nakeTa, KOHBEpTA); BCKPbITUE KOHBEPTOB; NMPOBEPKY NPABUIbHOCTU BOXEHUN.

64. KoppecnoHaeHuusa, oocTaBneHHas NoOYTOBOW CBA3bH), NMPUHUMAETCH YNONHOMOYEHHbIM AOSMKHOCTHBIM
nyUOM noapasfeneHns Oenonpon3BoACcTBa M PEXMMa C BbIMOSIHEHVEM CIiegyHoLNX onepaumn:

64.1. Konnm4yecTtBO KOHBEPTOB MPOCTOW MOYTbl CBEPHAETCA C KONMMYECTBOM, yKa3aHHbIM MoApasfderieHnem
MOYTOBOW CBSA3U B peecTpe (pa3HOCHOW KHWUre, pacnmcke).

64.2. Hannune perncrpmpyembix NOYTOBbLIX OTNPaBIEHWI MPOBEPSETCS MO 3aNNCsAM NOYTOBbLIX PEECTPOB.

64.3. ®akT npuema KOppecnoHAeHUMM 0OPMISIETCA B peecTpe (pa3HOCHOW KHWre, pacrnucke) 3anucbio O
npueme, KoTopasi 3aBepsieTCsd  MOAMUCBID  YMOMHOMOYEHHOro  AOMMKHOCTHOrO  nvua  nogpasgeneHus
OEenonpov3BoacTBa M pexuMMa 1M nevyaTtbio (LUTamMnoMm) ¢ HauMEHOBaHMEM CTPYKTYPHOro noapasfiefnieHunss opraHa
BHYTPEHHUX pfen. B cnyyae BbISIBNEHWS HECOOTBETCTBUSI CBEAEHUA HAKNagHOM U MOYTOBbIX PEECTpPOB
aKTUYECKOMY HaNMU4M KOPPECNOoHAEHUMN B 060MX 3K3EMMAsipax HaknagHou odopMIisieTcs COOTBETCTBYHOLLAS
3anunce.

65. KoppecnoHgeHuus, gocTaBrneHHas enbaverepeM [ocygapcTBeHHON enbaberepckon Cryxobl
Poccuiickon  ®epepaumm<1>, nNpuHMMAETCa  YNOMMHOMOYEHHbIM  OOMKHOCTHBIM — NULOM  MoApasaeneHus
0enonpov3BoACTBa U peXxuma Mo onvcy KOppPecrnoHAEHUNW, HanpaBneHHOW denbaberepem, Nog noanvcb B HEW,
npu [OoCTaBKe €OUHWYHBIX MakeToB - Noj MOAMUCH B OTPbLIBHOM TarioHe K MakeTy C NPOCTaBIieHWeM neyatu
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(LIJTaMI'Ia) C HanMeHoBaHnem nogpasaeneHuna.

<1> lanee - "T'®C Poccun".

66. KoppecnoHaeHuus, NOCTynNuBLLAs B OpraH BHYTPEHHUX Aen B BeyepHee BpeMs (nocrne 18 yac. 00 MuH. ¢
noHeAenbHUKa no vetsepr, nocne 17 4yac. 00 MWH. - B NATHULY W B Npeanpa3gHuyHble OHK), yTpeHHee Bpems (0o
09 yac. 00 MuH.) pabounx gHeW, B BbIXOAHbIE U NPa3gHMYHble Hepaboune OHWM NPUHMMAaETCH AEXYPHbIM MO opraHy
BHYTPEHHUX e, KOTOPbIA PEerncrpvpyet MNOCTYNUBLUME MaKETbl B XypHane y4yeTa MNakeToB W, HE BCKPbIBas,
nepegaet ux nof nognucb B 3TOM XXypHane B nogpasgeneHve genonpovssoactsa v pexuma. O nonyvyeHuu
CPOYHbIX MaKeTOB AEXYPHbIN He3aMeanuTeNnbHO AOKNaablBaeT PyKOBOAUTEMO (HayYanbHWUKY) opraHa BHYTPEHHMWX
Aen nubo oTBETCTBEHHOMY OT PYKOBOACTBA OpraHa BHYTPEHHUX Aen.

PykoBoguTenb (HayanbHWK) OpraHa BHYTPEHHUX QeN WM OTBETCTBEHHbI OT pPYKOBOACTBa oOpraHa
BHYTPEHHUX [en BCKpbiBaeT MakeT W Mocfe pacCMOTPEHUS C YKasaHUAMW MO WCMOMHEHWo Bo3Bpallaet
OeXypHomy. B cnyyae HeobxoOuMOCTW He3amMeanuTenbHOro pa3MHOXeHUs Nnbo [OBEeAEHUS COAepXaHus
HeCeKpeTHOro OOKYMeHTa, HaxodsLllerocs B nakeTe, 4O APYIMX MWL 3TO MOXET ObiTb MOPYYEHO AEXKYPHOMY C
OTMETKON 00 3TOM Ha AOKYMeHTe. [JexXypHbI COCTaBMnseT CNpaBKy O KOMMMYECTBE M3rOTOBIEHHBLIX KOMWUIA, KOraa u
KOMY OHW BpPY4Y€Hbl, @ TakkKe Korga U KOMy YCTHO [OBEOEHO COAepXaHue OOKYMEHTA; NoanucbiBaeT CrpaBKy C
yKazaHmem gdaTbl U BpeMeHu, npuobLiaeT ee K JOKYMeHTYy. Jlvua, nonyyatrowme konuu, obsi3aHbl pacnucaTbest B
cnpaBke C ykasaHuMem fatbl U BpemeHu. [exypHbll nepefaeT OOKYMEHT BMECTE CO CMpaBKOW W MakeToM B
noapasgeneHve 4enonpon3BoACTBa U pexuma He no3gHee Hadana cnegytowero paboyero gHs.

67. KoppecnoHaeHuus, nocTynawwas B OpraH BHYTPEHHWX Aer, MPOXOAMT NepBUYHYr0 06paboTky u
nepegaeTcs Ha perncTpaumio.

68. MNepen BCKpbITMEM KOHBEPTOB (YNAKOBKW) MPOBEPSIOTCS HANMM4YMe Ha HUX rpuda orpaHnyeHns goctyna K
nokymeHTy ("CoBeplueHHO cekpeTHo", "CekpeTHo", "[ns cnyxebHoro nonb3oBaHMsa"), a Takke cneuyuanbHbIX
nomeTok: "KoHBepT He BCKpbiBaTbh AO... (...dac...MuH.)", "JlnyHo", "CpouHo", "OnepatvBHO" n gpyrue, a Takke
OTCYTCTBWE NOBPEXOEHWNA.

68.1. KoHBepTbl ¢ nomeTkom "flMyHO" 6e3 BCKPbITUA PEMMCTPUPYIOTCA M NepeaarTcsa nod noanvcb agpecarty
UNN YNOoSTHOMOYEHHOMY Ha TO COTPYLHUKY.

68.2. KoHBepThbl, NOCTYNMBLUNE N3 OPraHOB rocyapcTBEHHOM BnacTu ¢ noMmeTkon "CpoyHo" ("OnepaTtnBHO"),
BCKPbIBAOTCSI HEMEANEHHO. [JOKYMEHThI, BIIOXEHHbIE B HWX, HAMNpaBfslOTCA Ha PErncTpauuio BHe odepeu U B
TedyeHVe 4aca nocne perncTpauum nepefarTca ANg AOKNaga pyKoBOAUTEMO (HayarnbHUKY) opraHa BHYTPEHHUX
aen.

69. OwnboYHO HanpaBneHHble OOKYMEHTbl BO3BpaLLalTCA OTNPaBUTEN UMW MO COMMacoBaHWUIO C HUM
nepecbINawTca MO Ha3HAYeHUI0 B HOBbIX MakeTax (ynakoBKax) 3a permctpauMoHHbIMM HOMepamu OThpaBuTENs
(6e3 B3sATUS Ha OCHOBHOWM y4eT nogpasfeneHneM OenonponsBoACcTBa M pexuma) C NpUIoXKeHNEM KoMK MnakeTa
OTNpaBuTENS, CoAepKalllel BCce Hagnexaiime NnoMeTKu.

70. lMpn BCKPbITUM KOHBEPTOB (NaKeTOB, YMAKOBKW) MO CBeAEHUSAM, YyKazaHHbIM Ha HWUX UMW B OMUCK
BMOXEHWS, NPOBEPSETCHA HanMine 4OKYMEHTOB C COOTBETCTBYIOLLMMMN HOMEPaMU U BCEX Ha3BaHHbIX B AOKYMEHTax
NPUIOXEHUIN, a Takke NPOU3BOOATCS COPTUPOBKA AOKYMEHTOB Ha noanexaline n He noanexailume perncrpauum
(MpuMepHbIN nNepevYeHb HeperucTpupyemMblX AOKYMEHTOB - npunoxeHne N 35), BblgeneHne [OOKYMEHTOB,
afpecoBaHHbIX HEMOCPEACTBEHHO B CTPYKTYPHbIE NoApa3feneHns opraHa BHYTPEHHUX gen.

Kaxgbln opraH BHYTPEHHUX [eNn MOXET [OMNONHUTENBHO paspabaTtbiBaTte COOCTBEHHbIN MepeveHb
HeperncTpMpyemblx JOKYMEHTOB C y4eTOM TpeboBaHWI OENCTBYOLLEr0 3aKkoHOA4aTENbCTBA.

71. Tpn NoCcTynneHnn NOBPEXAEHHOrO AOKYMEHTa Ha 0OOPOTHONM CTOPOHE ero NocnegHero nucTta B NpaBoMm
HWXKHEM Yriy cTaBuTCAa oTMeTKa "[JOKYMEHT Nosiy4yeH B NOBPEXAEHHOM Buae".

72. B cnydyae obHapyxeHus HedocTauuM LOKYMEHTOB (OTAEMbHbIX MX FIMCTOB) UMW MPUIOXEHUA K HUM,
HEeCOOTBETCTBUA PErMCTPALMOHHBIX HOMEPOB, a TaKke Mpu OTCYTCTBUM U HEUCNpPaBMMOM MOBPEXAEHUN
OOKYMEHTOB cocTaBnsieTcs akT (npunoxeHue N 36).

MepBbI 3K3eMNNSApP akTa C KonNMenW KoHBepTa MpuobLiaeTcs K peecTpy Ha NOCTynMBLUME OOKYMEHTbl U
noMellaeTcsa B COOTBETCTBYWOLLEE HOMEHKNaTypHOe [eno nogpasgeneHns OenonpoMsBoAcTBa M pexunma,
nonyyYnBLUEro AOKYMEHT, BTOPOM 9K3eMMnsp akrta BMecTe C MOCTYNUBLUMMW [OKYMEHTaMu HanpasnsieTcs
oTnpaBuTenio.

B akTe 06sA3aTenbHO ykasblBalTCA OOIPKHOCTb, UHMUMANbI 1 haMmunmsa nuua, BCKPbIBLLEro KOHBEPT, AaTa,
Yac M MWHYTbl BCKPbITUSI, M3BECTHbIE PEKBU3UTBI (PErMCTPALMOHHBIA UCXOOALWMIA HOMEp, faTa M aHHoTauwusl)
OTCYTCTBYIOLLEIO UMM HEWCMNPABMMO MOBPEXAEHHOIO AOKYMeHTa. AKT MoanucbiBaeT PyKOBOAUTEMb (Ha4vanbHUK)
CTPYKTYPHOTO MoJpasferneHnss opraHa BHYTPEHHUX Oen nMbo ero 3amecTuTenb, PYKOBOAUTEMb (Ha4arbHUK)
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COOTBETCTBYIOLLEro nogpasaeneHns enonpon3BoacTsa U pexmmMa u COTPYAHUK, BCKPbIBLUNA KOHBEPT.

73. KoHBEpPTbl BXOASALUMX AOKYMEHTOB YHUYTOXAKOTCA MO UCTEYEHUN TPEXOHEBHOrO CPOKa, 3a UCKITIOYEHUEM
criy4yaeB, KOraa TOMbKO MO HM MOXHO YCTaHOBWUTbL aapec OTNpaBuTENs M Korga gata noyToBOro wreMnens umeet
3HayeHne B KayecTBe AOKa3aTenbCTBa BpPeMEHW OTMpaBkM M NOMyyYeHus AOKymeHTa. B ykasaHHbIX criyyasx
KOHBEpPTbI COXPaHATCA M NpunaratTcsa K JOKYMeHTaMm.

74. lNMpegBapuTenbHOe paccMOTpeHMe AOKYMEHTOB MPOBOAUTCS C Lenblo pacnpedeneHvs nocTynuBLLMX
OOKYMEHTOB Ha MOTOKW: Tpebywouime 06A3aTenbHOr0 PacCMOTPEHUs pykoBoauTenem (HayarnbHUKOM) opraHa
BHYTPEHHUX Aen; HanpaBfnsemble HEernoCPeACTBEHHO B CTPYKTYPHble nodpasfeneHuns opraHa BHYTPEHHUX den,
OTBETCTBEHHbIM MWCMONMHUTENSAM, W OCYLLECTBNSETCA WCXOOA W3 OUEHKM WX COAepXaHWss Ha OCHOBaHWK
YCTaHOBMEHHOMO B OpraHe BHYTPEHHUX Aen pacnpeaeneHus cnyxebHbix o6a3aHHOCTEN.

[oKyMeHTbl, agpecoBaHHble PyKOBOAUTEMO (HayarnbHWKY) opraHa BHYTPEHHUX Aen, a Takke 6e3 ykasaHus
KOHKPETHOro nuua wnuv CTPYKTYPHOro noapasgeneHvst npeasapuTenbHO paccMmaTpuBaloTcs B nogpasgeneHuu
Oenonpov3BoAcTBa M pexuma, a 3aTeM HanpasnslTCA HenocpeaCcTBEHHO PYKOBOACTBY MM B CTPYKTYpHOe
nogpasgeneHue.

75. MNocTynmBLIMe B OpraH BHYTPEHHWX Aen OOKYMEeHTbI (3a UCKMoYeHNneM JOKYMEHTOB, MO COAEPKaHUI0 He
OTHOCSLUMXCA K KOMMNETEeHUMW opraHa BHYTPEHHWUX Aerl, JINYHON MepenuckM M OOKYMEHTOB, He noanexalumx
peructpaumMm c ydetom TpeboBaHun nyHkta 70 HacToswewn WHCTpyKuuM) nocne ux npegBapuTenbHOro
paccMOTpeHNs He3aBnCKMO OT cnocoba AOCTaBK/ NepeaalTcs Ha perncTpaumio.

76. [JokymMeHTbl, agpecoBaHHble HenocpeACTBEHHO CTPYKTYPHbIM MoApasfeneHnsmM opraHa BHYTPEeHHUX Aen
UNN UX AOIMKHOCTHBIM fMuam, nepeaaroTcs No Ha3Ha4YeHUIo C OTMETKOM B COOTBETCTBYIOLLMX YYETHbIX (hopmax.

Pernctpaums nocTynmBLIMX JOKYMEHTOB

77. JOKyMEHTbI PErMcTpyMpyroTCa B XXypHane Unm B KapTOYKe yyeTa BXOASALIMX HECEKPETHbIX OOKYMEHTOB
(npunoxenunsa N 37, 38) nubo B gpyrmx npeaycMOTPEHHbIX HacToswen VHCTpyKumnen yyeTHbIX gokymeHTax. [pu
Hanuunu B NakeTe HECKOSTbKUX AOKYMEHTOB KaXabl U3 HUX PErnCTpupyeTcs 3a oTAeNbHbIM HOMEPOM.

Mpu perncTpaunn BxoasLlero AOKyMeHTa Ha ob6opoTe ero mMepBOro fucra CTaBWUTCA LITamn C yKasaHuem
HaMMeHOBaHWs opraHa BHYTPEHHUX Aer, B KOTOPbIA NOCTYNWA AOKYMEHT, PErmcTpaunoHHOro (BXOASLLEro) Homepa,
AaTbl permcTpaunm, KonuyecTsa NMMCTOB OCHOBHOMO JOKYMEHTA U NPUIOXeHWU K Hemy. Ha o6opoTe nepBbix NCTOB
npunoxeHunn crasutca wtamn  "K Bx. N " C ykasaHueM ropa peructpauun. Ha cBbpolutopoBaHHbIX
NPUIOXeHUaX (KHWrax, oTyeTax, TeTpagsx u Opyrux) Bxodsdwwme HoMepa NPOCTaBNATCA Ha TUTYNBHOM JUCTE.
Takke, B crnyyae HanuMuuMs aBTOMaTM3NPOBAHHOW CUCTEMbl AOKYMEeHTOoobopoTa, AOMnycKaeTcs AOMOMHUTENbHO
NpocTaBnATb Ha [AOKYMEHTE COOTBETCTBYIOLMI LUTPUX-KOA, MO3BONALWUA MOESHTUdPUUMPOBaTL OOKYMEHT B
AaHHOW cucTteMe. Ha [OOKyMeHTe, MPUCMNaHHOM BO BPEMEHHOE MOSMb30BaHWE, PErucTpPauMOHHbIA LWTamn ¢
BXOAALLMM HOMEPOM MPOCTaBnseTcs Ha 0bopoTe ero nocrnegHero nucTa.

78. Peructpaums nocTynuBLUMX [OOKYMEHTOB C MWCMOJSIb30BaHMEM COBPEMEHHbIX WH(OPMaLMOHHbIX
TEXHOMNOrMN NPOU3BOAMNTCH C YHETOM MOSNTOXKEHUI HacTosALWen VHCTpyKuun.

79. Peructpaums nocTynuBLUNX JOKYMEHTOB NPOM3BOAMTCS B CrieayoLmne CpoKu:

AOKYMEHTOB BbILLECTOSALUMX OPraHoB rocyfapCcTBEHHOW Bnactu ¢ otmeTkamu "CpouHo", "OnepaTuBHO",
OOKYMEHTOB CO CpPOKaMu WUCMOMHEHUS MOPYYEeHUN B TEeKyLUMA WNn Crneaylowuin AeHb, a Takke [OKYMEHTOB
opraHmsaumi u obpalweHun rpaxgaH, cogepXawux WHMOPMaUMI0 O COBEpPLUEHHbIX WAM  TFOTOBALLMXCS
npecTynneHusx, - HesameanuTensHo (He 6onee 1 4aca ¢ MOMeHTa NOCTyNNeHus);

WHbIX JOKYMEHTOB, MOCTYNMBLUMX B paboyvee Bpems, - B AeHb NOCTYNNEeHUs, NOCTynMBLUUX B Hepabouee
BPEMS, - Ha cnefyowmi pabounin aeHb.

80. lMocrne perucTpaunM KOppecnoHAEeHUUs [oKnaabiBaeTcs B [eHb MOCTYMNNEHUS COOTBETCTBYIOLLLEMY
pykoBoAMUTENIO (Ha4anbHWKY) OpraHa BHYTPEHHWX AeNn Unv nepeaaeTcst COTPYAHWKY, KOTOPOMY OHa agpecoBaHa.

81. lNpn paccMOTpeHMM OOKYMEHTOB PyKOBOAWTENb (HavanbHWK) OpraHa BHYTPEHHUX Aen onpegenser
ncrnonHuTens (CTPyKTypHoe noAapasfeneHve wnv OOSMKHOCTHOE MMUO) M CPOoKM mcnonHeHws. ocne poknaga
KOppecnoHAEHUMM PYKOBOACTBY OpraHa BHYTPEHHUX Aen yka3aHus MO UCMOMHEHWI0 AOKYMEHTa NepeHOoCHATCs B
COOTBETCTBYIOLLYIO rpadpy XypHana (KapTOyku) yyeTa BXOASALIMX HECEKpPEeTHbIX OOKYMeHTOB (npunoxeHus N 37,
38).

82. [loKyMeHTbI, KOTOpblE MCMOMHAKTCA HECKOMNbKMMWU CTPYKTYPHLIMU MogpasaeneHnsMu, nepegatotcs um
nooyepegHo UnNn ogHOBPeMeHHO B Konusax. MNMoAnvMHHWK nepegaeTcs rofoBHOMY WCMOMHUTEND, Ha3BaHHOMY B
yKa3aHMWsX MO UCMOJTHEHUIO NePBbIM, MO0 0003HaYeHHOMY CNOBOM "cOo3bIB" ("OTBETCTBEHHLIN"), NN OTMEYEHHOMY
cvMBonom "*". HeoBOXxoAMMOCTb Pa3MHOXEHUS LOKYMEHTOB (3@ WCKIMOYEHWEM CEKPETHbIX), MO KOTOpPbIM AaHbl
nopydeHuns, a TaKke KONMMYEeCTBO KOMUN ONpefensioTcs pyKkoBoAUTENEM (HayvanbHUKOM) noapasaeneHus
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JenonpovsBoactBa U pexuma. PasmMHOXeHHble 3K3eMnnsipbl OOKYMEHTOB, He BOCMPOM3BOAdALLME MOANUCH
NOANUHHMKA, MOTYT YAOCTOBEPATLCH NeYaTbio.

B Tom cnyyae, korga KomMMM [OOKYMEHTOB HEe TOTOBUIIUCb M COWUCMOMHMTENSIM HE HanpasMssuch,
0O3HaKOMJIEHWE C JOKYMEHTOM OpraHu3yeT royIloBHON UCMONHUTENb.

Mpn HeobXoOUMOCTM CPOYHOIO WCMONHEHMS MOCTYNUBLUErO [OKYMEHTa [OMyCKaeTCs O3HaKoMIleHue
UCMONMHUTENs C €ero CoaepXaHWeM [0 pacCMOTPEHUs OOKYMeHTa pykoBoguTenem (HadanbHWKOM) opraHa
BHYTPEHHMX Aer.

83. CpouHble ¥ onepaTvBHble [OOKYMEHTbl He3aMeanuTenbHO [OKMagblBaloTCs COOTBETCTBYHOLLEMY
pyKoBOAMTENO (HAYanbHWKY) opraHa BHYTPEHHUX AeN U HanpaBnsoTCs UCMOMHUTENHO.

84. CnyxebHble AOKYMEHTbl nepefarTCa MCMOMHUTEMN noA noanuMch B XKypHane (KapToyke) ydyeTta
BXOOALLUMX HECEKPETHbIX AOKYMeHTOB (npunoxeHus N 37, 38) ¢ npocTtaBneHnem gatbl nonyyeHua<1>. MNepegava
CrnyXebHbIX [AOKYMEHTOB W3 OZHOro0 CTPYKTYPHOro noApasfjeneHus opraHa BHYTPEHHUX pJden B Apyroe
ocylecTBnseTcs Yepes nogpasgeneHme 4enonponsBoacTsa u pexuma.

<1> lNpun nepegave AOKYMEHTOB C NoMeTkamu "BecbMa cpoyHo" mnun "CpoyHo” MCNOoMHUTENb NPOCTaBnseT
TaKKe BPeMsi NMOMy4YeHus.

85. VicnonHeHne OokyMeHTa npegycMatpusaeT c6op 1 06paboTky HeobGxoammol MHdopMauun, NoAroTOBKY
npy HeobXoAUMOCTM MpoekTa AOKYMeHTa, ero odopMiieHue, corflacoBaHue, NpecTaBfieHue Ha nognucaHue
(yTBEpXKAEHUE) PYKOBOAMTENIO (HaYanbHMKY) opraHa BHYTPEHHUX Oell UK ero CTPYKTYPHOro NnoapasaeneHus.

WcrnonHutens HeceT MepCOHanbHyld OTBETCTBEHHOCTb 3@ MOSHOTY M [AOCTOBEPHOCTb MHopMaLuu,
NCMOSb30BAHHOW NPY NOAFOTOBKE AOKYMEHTA, HapyLIEHWe YCTAHOBMEHHbIX CPOKOB UCMOMHEHUS AOKYMEHTOB 6e3
06BLEKTUBHbIX MPUYH.

86. Mpy onepaTMBHOM pelueHun BonpocoB 6e3 cocTaBrieHnsl AOMOSHUTENbHbLIX AOKYMEHTOB UCMOMHUTENEM
JenawTcs OTMEeTKM Ha [OKyMeHTe: O [fAaTe MOoCTynreHust (ecnvu obpasoBancs WHTEepBan BpeMeHW Mexay
nocTynmeHnem JOKYMeHTa 1 ero 4oCTaBKOW UCMOMNHUTENO), 0 AaTaxX U Xo4e NPOMEXYTOYHOro MCNoSHeHMs (3anpoc
cBedeHuin, TenedoHHble NEPEroBopbl U Apyroe), o AaTe U pesynbTaTax OKOHYaTeNbHOro UCMOHEHWS.

Bce oTMeTkM pa3mMelLaoTcs Ha CBOBOAHBIX OT TEKCTa MecCTax.

MpY HaNUYMU HECKOMNbKUX UCMONMHUTENEN AOKYMEHTa COMCMOSNHUTENSMU 06ecrneumBaloTCs CBOEBPEMEHHbI
N Ka4eCTBEHHbIN aHanMs3 MHGOPMaLUUM U NpeacTaBreHMe OCHOBHOMY WCMOMHUTENO HEOBXOAUMBIX MaTepuanoB
(NpOEKTOB AOKYMEHTOB, CMpaBOK, CBEAEHWiA) B Te4eHne NepBoii NONMOBUHbLI CPOKA, OTBEAEHHOro Ha MCMONHeHWe
JOKyMeHTa.

87. MNpu BO3BpAaLLEHUN OKYMEHTA U3 CTPYKTYPHOrO NoApasaesieHnst B noapasgeneHve 4enonponssoacTea u
pexuma (nocre MCMOSIHEHUS UMM O3HAKOMIIEHUSI) ero MOBTOpPHas perMcTpauusi He NMPOU3BOAMUTCSH, a AenaeTcs
OTMeTKa B y4eTHbIX hopMax O ABUKEHMUN JOKYMEHTa.

Y4yeT noaroToBMNEHHbIX OOKYMEHTOB, OTnpaBka ncxogAalnx JOKyMeHTOB

88. 3a cocraBneHue wu odopmneHne ucxogsllero OOKYMeHTa B COOTBETCTBUM C  MpaBuniamu,
npeaycMoTpeHHbiMu pasgernom Il HacToswen MHCTpykuun, 3a BHYTPEHHEE COrnacoBaHue npoekTa OOKYMeHTa C
3aMHTEPECOBaHHbIMU [OMKHOCTHBIMM fNULAMW OpraHa BHYTPEHHUX Aen, a npu HeobXoAMMOCTW U BHellHee
cornacoBaHue cC OpyrMMmy opraHamum BnacTu M opraHu3auusmMu oTBedaeT MCMOMHUTENb, a Takke PYKOBOAUTENb
(HavanbHWK) Noapa3geneHna-UCnosTHNTENS JOKYMEHTa.

89. TMpoekTbl MCXOAAWMUX OOKYMEHTOB OpraHa BHYTPEHHWX [Oen FOTOBATCA Ha OnaHkax yCTaHOBEHHON
dopmbl. [1nsg oTNpaBkM JOKYMEHTOB, HE MMEILLNX aAPECHOWN YacTu, FOTOBATCS CONPOBOAUTENbHbIE MMUCbMA.

MpoekT wncxogdAwero [AOKYMEHTa  BWU3MpYyeTCA  WUCMONMHWUTENeM, pykoBoautenem  (HadanbHWKOM)
nogpasgeneHuns-UcnonHUTENsa JOKyMeHTa (NULOM, UCMOMHALWUM ero 0653aHHOCTK), MPU HEOOXOANMOCTU UHBIMU
3aNHTEPECOBAHHLIMUN PYKOBOAUTENAMU (HaYanbHMKaMm) n (Mnun) coTpyaHMKamn opraHa BHYTPEHHUX den.

WcnonHutenb OO0 NpeAacTaBrneHus NpoekTa MCXOAsLEero 4OKYMEHTa Ha MOAMUCh NMPOBEPSIET MPaBUIIbHOCTb
0POpMIEHUS OOKYMEHTA N €ro afpecoBaHUd, Hanu4yne HeobxoouMbIX BU3, MPUMOXKEHWIN, NMPU HEODXOOUMOCTM -
OTMETKM pefakTopa, CNpPaBOK WM MOSICHUTENbHbBIX 3aruCOK, Pa3bsCHAKLWUX coaepXaHne MOAroTOBNEHHOro
OOKYMEHTa, yKasaTerns pacchblfikin JOKYMEHTa.

90. [JokymeHTbIl, noanexaiume otnpaeke, obpabatbiBaloTCA M OTNPABNAOTCA B A€Hb MX NOAMNUCAHUS UINN He
nosgHee cnegytoulero paboyvero gHA. YYeT NogroToBEHHbIX U OTNPaBnsAeMbiX (MCXoOALWMNX) JOKYMEHTOB NOCIe MX
noanucaHns pykoBoguTenem (HayanbHUKOM) OpraHa BHYTPEHHWUX Aen (MHbIM YNONIHOMOYEHHBIM COTPYLHUKOM)
OCYLLECTBMNAETCHA B >XypHane ydeTa MOArOTOBIEHHbLIX HECEKPETHbIX OOKYMEHTOB (nmpunoxeHme N 39) wunu B
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KapToyke yyeTa NoAroToBIEHHbIX HECEKPETHbLIX JOKYMeHTOB (npunoxeHue N 40).

HenpaswunbHo OhOpPMIEHHbIEe OOKYMEHTH! BO3BpaLLaTcs COTPYAHUKaMK noapasgeneHus
Oenonpon3BOACTBa U peXumMa UCMONMHUTENSM Ans JOpaboTKu.

91. [OKyMeHTbl MOryT HanpaBnATbCA agpecataMm 3a CBOMMMW pPEerucTpauuMoHHbIMKM  HOMepamu 6e3
COMNpPOBOAUTENBHBLIX MUCEM, €CMW NPeAHAa3HayYeHne 3TUX JOKYMEHTOB He TpebyeT NOsCHEHUS.

92. Kaxabli McXogsiWmMi CNy>KeOHbIN OOKYMEHT AOMMKEH MMETb BTOPOW 3K3eMMnsp, KOTOpbI 3aBepsieTcs
COTPYAHVMKOM noApasfeneHns OenonpousBoAcTBa U pexuma. BTopon ak3emnnap crnucbiBaeTca pykoBoauTenem
(Ha4YanbHMKOM) COOTBETCTBYIOLLErO CTPYKTYPHOro MogpasfdeneHus u nojwimpaeTca B JAen0 BMecTe C
WCNONHEHHbIM [OOKYMEHTOM. Ecnmn BTOpOM 3K3eMnnsap UCXodswero OokymeHTa TpebyeTtca ans paboTbl, OH
BblJAETCS MCMNONHUTENIO NoA MOANUCH B XXypHane (KapToyke) ydeTa NoAroTOBMEHHbIX HECEKPETHbIX OOKYMEHTOB
(npunoxenusa N 39, 40).

[okyMeHTbl, KOTOpble neped WX  PacCbIIKOM  MOAMNexaT  TUPaXMPOBAHUIO C  MPUMEHEHVEM
KONMPOBarnbHO-MHOXUTENbHON TEXHUKMW, NepeaaBaemMble hakCUMUITBHON CBA3bIO, a Takke ¢ rpudoM orpaHudeHus
JocTyna MoryT roToBUTbCS B €AUHCTBEHHOM 3K3eMnisipe.

93. lNpn nevyataHun nATM u BGonee 3K3EeMNNAPOB [OOKYMEHTa WCMOMHWTENb [OKyMeHTa Ha obopoTe
nocnegHero nucta ak3emnnspa AOKYMeHTa, OcCTalllerocsa B fene, WM Ha OTAEeNbHOM NUCTe cocTasnseT
yKkasaTenb pacchbifikK, KOTOPbIA COrMacoBbiBAETCS C  pyKoBoAWUTenem  (HayanbHUKOM) noapasgereHus
Oernonpov3BOACTBa U pexXuMMa, a Takke YTBepXaaeTcs pyKoBoaAUTeEneM (HayarnbHUKOM) MoApasfeneHus,
NOArOTOBUBLLEIO JOKYMEHT.

YKkasaTenb paccbifiki, NOArOTOBMEHHbIA Ha OTAENbHOM NnucTe (nMcTax), NOoALMBaeTCs B Aero BMecTe C
KOMMen NCXoAsLLEero AOKyMeHTa.

94. B Tex cnyyasx, Korga K MCXogswemy cnyxebHOMy AOKYMEHTY npunaraetcs CryXeOHbl OOKYMEHT,
UMEeLNA BXOOALWMNA, WHBEHTAPHbLIM UMW OPYron HOMep, B COOTBETCTBYIOLLEM XypHarne yyeTa ykasblBalTCA
HavMeHoOBaHWe afpecaTta, KOTOPOMY OTNpPaBnsieTcs 3TOT AOKYMEHT, a Takke HOMep M gata ucxogsilero
cnyxebHOro AOKyMeHTa, C KOTOPbIM OH OTMpPaBIiEH.

95. Mpu HeobXx04MMOCTU OTNPABKN BXOOALMX (MHBEHTapPHbIX) CryXeOHbIX OOKYMEHTOB B ApPYrne opraHbl
BHYTPEHHUX OeNl OHM MOTyT nepecbinaTbCs 3a MPUCBOEHHBIMU MM BXOOAWMMU (MHBEHTapHbIMKU) HOMepamu. B
COOTBETCTBYIOLLMX >XypHamnax (KapToykax) yyeTa yKasblBaeTCsi, KOMYy OTMNpPaBnsieTCsl ChyXeOHbIA [OOKYMEHT,
NopsiAKOBbIM HOMEP peecTpa (Mo pasHOCHOW KHUre) U AaTa oTnpaBKu.

96. Ecnn noctaBneHHble B [OOKYMEHTE BOMpPOCbl He TpebylT apryMeHTUPOBaHHbLIX Pa3bsACHEHWUA unm
MOAroTOBKM Kakoro-nnbo [oKymeHTa, paspelwlaeTcs pfasBaTb OTBETbl HEMNOCPeACTBEHHO Ha MOCTYNUBLUMX
cnyxebHbIX OOKyMEHTax C MocregylolyM BO3BpalleHMeM WX 3a Bxogdwummum Homepamu. [Mpu aTtom oTBeT
neyataeTcs Ha CBOOOAHOM MECTE M He JOIDKEH 3axBaTbiBaTb TEKCT AOKYMEHTA, ero pekBU3nTbl U 3aTPYOHATb ero
npoyTeHne. B aTux cnyyasx B XypHamne yyeta BXOOSLIMX HECEKPETHbIX OOKYMeHTOB (npunoxenue N 37) vnu
KapTO4Ke yyeTa BXOASALUMX HECEKPETHbIX OOKYMEHTOB (npunoxeHne N 38) npou3BoguTcd oTMeTka o6 oTnpaske:
"BosBpalleH oTnpaBuTenio" U ykasbiBalOTCs MNOPSAKOBLIA HOMEp peecTpa W faTta Bo3BpalleHud. KpaTtkoe
coaepXaHue OTBETOB 1 NOPYHEHWUI, AaHHbBIX HA BO3BpaLLaeMoM crnyxebHoM JOKYMeHTe, 3anncbiBaeTcs B XXypHane
(kapTouke) yyeTa BXOOALWMNX HECEKPETHBIX JOKYMEHTOB.

97. [ocbinka wnu 3ameHa pas3oCnaHHOro paHee [JOKYMeHTa OCyLecTBAgeTCAa MO yKasaHuio nvua,
noanucasLlero JOKYMEHT, Unu pykoBoaMTens (HayanbHWKa) nogpasgeneHus enonponssoactea n pexvma.

98. Ecnu [OKyMEHT nepeBoaUTCA Ha Jpyrve A3blkv, KaKAblIi MNepeBOd Y4YMTbIBAETCA 3a HOBbIM
perncTpaumoHHbIM HOMEPOM.

99. CopTupoBKa AOKYMEHTOB MPOM3BOAUTCHA MO crnocoly oTnpaBneHus (npoctas no4vta, perucTpupyemMble
OTNpaBneHust ¢ yBedoMNneHveM W 6e3 Hero, OOKYMEHTbl, noAnexalne oTnpaBke ¢enbaberepckon CBs3blO,
MexayHapoaHasa noyra).

ObpaboTka [OKYMEHTOB [  OTMpPaBKM MOYTOBOW CBA3bK  OCYLECTBMASETCA noAapasgeneHvsmmn
Aenonpov3BoACcTBa U peXxnma opraHoB BHYTPEHHUX Aen B COOTBeTCTBUM ¢ [NpaBunamu okasaHus ycryr no4ToBowm
CBA3W, (benbaberepckon CBSA3bI0 - HA OCHOBaHWM [OroBOpa, 3aKMYEHHOro OpraHoM BHYTPeHHux aen ¢ FdC
Poccun.

100. [okymeHTbl, oOTnpaBnsemMble enbgberepcko WnNM MNoYTOBOM CBSA3bIO, MNPOXOASAT  YMakoBKy,
npocTaBrneHme CTOMMOCTM MOYTOBLIX YCMYr M nepegadvy Ha oTnpaBKy penbaberepio unu B oTaeneHve noyvToBown
CBA3N.

101. OokymeHTbl, HanpaBnseMble MOYTOBOW (penbaberepckon) CBA3bI0 B OAWMH agpec, BKagblBaloTCs B
oavH KoHBepT. Npy agpecoBaHUKM Ha KOHBEPTaXxX yKasblBaOTCA agpecar, ero novToBbl agpec U UHAEKC.

102. MNpocTble NnovToBbIE OTMPAaBNEHNS NepeaalTcs B NOYTOBOE OTAENEHNE NO HaknaaHbIM, (OUKCUPYIOLLIM
KONMNYECTBO OTMNPAaBMEHHbLIX KOHBEPTOB. PernctpupyemMbie novtoBbie OTNpaBneHUs ¢ yBeLOMMEHUEM O BPYyYEHUU
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appecaty n 6e3 Hero nepepalrTCcsd B NOYTOBOE OTAENEHUE MO peecTpam, B KOTOPbIX OTpaxarTcs cBedeHus o6
appecare, perucTpaumnoHHble HoMepa oTrpaBnsemMbIX JOKYMEHTOB, AaTa OTnpaBKu.

103. [okymeHTbl, oTnpaBndemble enbaberepckon CBA3bl0, MNepefarnTcsa denbaberepto no peectpy
yCTaHOBMEHHOro obpasua, B KOTOPOM TaKke OTpakalTcsl cBedeHuss o6 agpecarte, perncrpauuoHHble HoMepa
OTNpaBnsieMbIX OOKYMEHTOB, AaTa OTNpaBkW. PerMcrpaumoHHble HOMepa OTMpaBhseMblX AOKYMEHTOB Takke
yKa3blBalOTCA Ha KOHBEpPTaXx, B KOTOPbIE OHU BIIOXEHbI.

HaknagHble v peecTpbl Ha OTMpPaBKy KOppPecnoHAeHUMU oopMIIsoTCS B ABYX 3K3emnnsipax, OguH u3
KOTOpbIX MOCMe OTMpaBKN KOPPECMNOHAEHLMN BO3BpallaeTca B nogpasgerneHne OenonpousBoacTBa U pexuma C
OoTMeTKON denbabereps uMnu MHOro nuua, obecneyvBaroero OTMPaBKY KOPPECMOHAEHUMW, U XPaHUTCA B
HOMEHKNAaTypHOM Jefne COOTBETCTBYIOLLEro CTPYKTYPHOro noapasgeneHns opraHa BHyTPEHHUX gen.

104. JokymeHTbl, 0cbopMIeHHbIE C HapylweHeM TpeboBaHMI HacTosALen HCTPYKUUKN, 1 KOppecnoHaeHLns
HecnyxebHOro xapakrepa akcneauumen K otTnpaBke He NPUHUMAIOTCS U BO3BPAaLLATCA UCMOMHUTENIO.

105. C nomoLblo CpeacTB ANeKTPOCBA3U OCYLLEeCTBNSeTCa nepefada vHopMauun B Buae Tenerpamm,
dakcorpamm, TenedoHOrpamm, 3NEKTPOHHBIX COODLLEHNIA.

3anpellaetcs nepejaya C NMOMOLLbIO CPEACTB 3EKTPOCBA3M AOKYMEHTOB, UMeEKLWMX rpud orpaHnyeHus
gocryna.

KonupoBaHue (TMpaxupoBaHne) JOKYMEHTOB

106. KonupoBanbHO-MHOXUTENbHbIE pPaboTbl OCYLLECTBAKTCA LUEHTPann3oBaHHO Ha MHOXUTEMbHbIX
yyacTkax unu B Tunorpadusax no Hapagy (npunoxexve N 41).

Hapsgbl Ha CHATME KOMU U MHOXWTENbHble paboTbl NOAMNWCHIBAET PYKOBOAUTEMb  (HaYamnbHUK)
nogpasgeneHns OenonpousBogcTBa WM pexvMa WM ero 3aMecTuTenb, KOTOpble MPOBEpPSAT MpaBMITbHOCTb
odhopMMeHns AOKYMEHTOB, yKa3aTernemn paccbifiok, Hanmyine COOTBETCTBYHOLLErO pa3peLleHUs Ha pasMHOXEHNE.

KonupoBaHne (TupaxupoBaHue) Hebombwnx N0 0ObeMy [AOKYMEHTOB MOXET MpOM3BOAUTHCS
HenocpeacTBEHHO B CTPYKTYPHbIX noapasgenexHumsax opraHa BHYTPEHHMX aen, NUMeLLNX
KONMMPOBarbHO-MHOXUTEIbHYIO TEXHUKY.

107. Ha MHOXWUTENbHbIE y4acTKM COAlTCs NepBble 3K3eMNNspbl (MOAMMHHMKM) OOKYMEHTOB, OTBevalLme
HeobXoAMMbIM TEXHUYECKMM TpeboBaHusM. MaTepmanbl JOMmKHbI ObiTb pa3bpoLuopoBaHbl, HanevyaTaHbl YeTKo U
pa3bopyMBO YepHbIM LIBETOM Ha CTaHAapTHLIX nuctax 6ymaru doopmarta A3, A4 nnm A5.

108. Tupax M3roToBMNEHHbIX KOMUN COOTBETCTBYET 3akasdy M BblAAeTCs WUCMOMHUTEN0 BMECTe C NepBbiM
3K3eMMnsipoM (NOAJSIMHHUKOM) aokymeHTa. O BbinonHeHUn paboTbl Ha GnaHke 3akasa genaeTcs COOTBETCTBYOLLASNA
OTMeTKa. YYeT BbINOSIHEHUS paboT BegeTcsl Ha OCHOBaHMK 3aKa3oB.

Ecnu npu konvpoBaHuM AOOKYMEHTa yMeHbluaeTcs ero dopmart, C pasMelleHMEeM HECKOSbKUX JIMCTOB
opurMHana Ha OAHOM nucTe konuu ©0e3 nocrnefyrollero ux paspesaHus, TO B perMcTpauMoHHbIX dopmax
YYUTBIBAKOTCA: ANS OpUrMHana - YMcno JIMCTOB OopurMHana, Ans KOnuu - YUCrio NINCTOB Konuwn. JIuctom cumTaetcs
OyMaxHbIA  HOCUTENb  WMHAOPMAaUMK, U3FOTOBMEHHLIV  (pas3pes3aHHbll) No  pasmepy, YCTaHOBIIEHHOMY
COOTBETCTBYIOLLEMY CTaHAAPTY.

109. [lononHUTENbHO pas3MHOXEHHbIE 3K3EeMNNSAPbl JOKYMEHTa PErncTpyMpyroTCa 3a TEM Xe HOMepoM, 3a
KOTOpbIM 3TOT [AOKYMEHT OTnevaTtaH, O MNpOM3BEAEHHOM pas3MHOXEHWUM pJdenaeTca OTMeTKa Ha dk3emnnspe
OOKyMeHTa, ocTawlleroca B gene. B cooTBeTcTBYHOWMX XypHanax (KapToykax) yyeTa ykasbiBalTCa AdaTta wu
KONMMYEeCTBO AOMOMHUTENBHO Pa3MHOXEHHbIX 3K3eMMspoB AOKYMEHTOB, MeCTO UX HaxoxaeHwus. Hymepauus
OOMOJSTHUTENBHO PAa3MHOXEHHbIX 3K3EeMMMSPOB [OKYMEHTa MpOJOoSPKaeTcss OT MOCrefgHero Homepa paHee
YUYTEHHbIX 3K3EMMNIAPOB AOKYMEHTA.

OcobeHHocTH paGOTbI C 3J1eKTPOHHbIMW OOKYMEHTaMn

110. Pabota C 9nNeKTPOHHbIMW [OKYMEHTaMu OCYLUEeCTBMASETCA B nNopsdke, He MpoTMBOpevallem
MONOXEeHNAM HacTosLwen VIHCTpyKuun.

ONEKTPOHHbIA OOKYMEHT AOMmKkeH ObiTb odopmneH no obwum npasBunam AernonpousBoacTsa M UMeETb
PEKBU3UTbI, YCTAHOBMNEHHbIE AMS aHanOrMYyHoro AOKyMeHTa Ha GyMakHOM HocuTene, 3a WCKMYeHMeM OTTUCKa
neyaTtn n n3obpaxeHus NocygapcteeHHoro repba Poccuiickon degepaumm.

111. OneKkTpOHHble AOKYMEHTbl co3fdalTcs, obpabaTbiBalOTCA M XPaHATCA B CUCTEMAax 3SMEeKTPOHHOro
AOKyMeHToo6opoTa.

112. Onsa noaTBepXaeHUst NOAMMHHOCTY 3MEeKTPOHHbIX JOKYMEHTOB UCMOSb3YeTCst SMeKTPOHHas Noanuch.

113. CocTtaB 3NeKTPOHHbIX AOKYMEHTOB, 00pallalolmMxcs B CUCTeMe JNEeKTPOHHOro OOKYMeHTooOopoTa,
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onpegensetca npukazom MB[ Poccun ot 31 maa 2011 r. N 600 "O6 ytBepxaeHuu [lepeyHa OOKYMEHTOB,
obpasyloumxca B OeATENbHOCTU OpraHoB BHYTpPeHHUX Aen Poccunckon depepaumu, € ykazaHMeM CpPOKOB
XpaHeHUs, COo34aHuMe, XpaHeHMe W WCMONb30BaHWE KOTOPbIX OCYLIECTBNSAETCs B (OpPME  3reKTPOHHbIX
OOKYMEHTOB", cornacoBaHHbIM ¢ PefeparnbHbiM apXMBHLIM areHTCTBOM.

114. OneKTpOHHble [AOKYMEHTbI (OPMUPYIOTCA B [efa B COOTBETCTBMM C HOMEHKNATypon nen wu
WMHOEKCUPYIOTCA B Mopsigke, YCTaHOBIIEHHOM B OTHOLUEHWM [Oerl, COCTaBMEHHbIX M3 AOKYMEHTOB Ha OyMa)kHOM
HocuTene.

Mpun cocTaBneHn HOMEHKNaTypbl Aen yKasblBaeTCH, YTO AEN0 BEAETCS B SIEKTPOHHOM BUAE.

115. OneKkTpoHHble [OKYMEHTbl MNOCre WX WCMOMHEHUs NOAnexaT XpaHEeHUI B TeYeHue CpOKOB,
NpeayCMOTPEHHbIX A5 aHaNOrMMYHbIX JOKYMEHTOB Ha DymMaXKHOM HocuTene.

116. lNMocne nctevyeHus cpoka, YCTaHOBMEHHOrO AMsl XPaHEHUS 3NEKTPOHHbIX JOKYMEHTOB, OHW noanexar
YHUUTOXEHMIO HAa OCHOBAHUN aKTa, YTBEPXXOEHHOro pykoBoaAUTENEM (HayanbHUKOM) OpraHa BHYTPEHHUX Aen.

OcobeHHOCTH paboTbl C NPaBOBbIMU akTaMu

117. MNMoAnnHHWKN NPaBOBbLIX aKTOB, U3daBaeMbIX B OpraHe BHYTPEHHUX Aen, perncTpupyroTcs B OTAENbHOM
XypHane ydeta HecekpeTHbIX MPaBOBbIX aKTOB WIM C MWCMOMb30BaHWEM CPEACTB BbIMUCIUTENBHON TEXHUKU
(aBTOMaTM3NPOBaHHbIV YYET).

Peructpaums npukasoB NO fMYHOMY COCTaBY OCYLLECTBMASiETCA B OTAENbHOM >KypHane 3a obuien
NOpsiAKOBOWM Hymepauuen, nocre HoMepa CAMTHO C HUM npocTaBnsietcs "n/c". lNogwveka AaHHOW KaTeropuu
NnpaBoBbIX aKTOB MPOM3BOANTCH B OTAEIbHbIE HOMEHKNATYPHbIE Aena B 3aBUCUMOCTU OT CPOKOB UX XPaHEHUS.

118. MoANUHHMKM NPaBOBbLIX AKTOB, M3[4aHHbIX B OpPraHe BHYTPEHHWUX Oerl, XPaHATCA B CaMOCTOSITENbHbIX
Jenax no BuAaM [OOKYMEHTOB W cpalTcsa B noapasgeneHve cneuydoHOoB B MopsAke, YCTaHOBMNEHHOM
VHCTpyKUMe no opraHusauumn apxmeBHol paboTtbl B cucteme MBL Poccun<1>. Paccbinate NOANMHHUKK
3anpetlaeTcs.

<1> lMpukas MB[ Poccuu ot 15 aBrycta 2011 r. N 935 "O6 opraHusaummn apxusHow paboTsl B cucteme MB[
Poccuun".

119. TllonyyeHHble W TUPaXUPOBAHHbIE 3K3EMNNAPbl (KONMUW) OOKYMEHTOB, coAepXalluuMx npaBoBble
npeanucaHns (denepanbHble KOHCTUTYLIMOHHbIE 3aKOHbl, befeparnbHble 3aKOHbl, YKadbl U pPacnopsKeHUs
MpesungeHTa Poccuiickon deagepawmm, NOCTaHOBMEHMS U pacnopsikeHus MpasuTtenbctBa Poccunckon ®epepauun,
HOpMaTUBHbIE MpaBOBble aKkTbl yedeparnbHbIX OpraHoB WCMOMHWUTENBHOW BMAcCTM M WHble MPaBOBbIE aKTbl)
YYUTBIBAKOTCS B XXypHamne y4eTa HeceKpeTHbIX NpaBoBbIX akToB (NpunoxeHne N 42) no pasgenam B 3aBMCMMOCTM
OT oOpraHa, MW3gaBLWero npaBoOBOM akT, WM C WCMOMb30BaHMEM CPEeACTB  BbIYUCIUTENbHOW  TEXHUKM
(aBTOMaTU3NPOBAHHbIN y4eT).

Mpukasel NO NUYHOMY COCTaBy, B TOM 4uCNe MO KOMaHAMPOBKaM M O NpeaocTaBneHWn OTMYCKOB,
YYUTBIBAKOTCA B OTAENbHLIX pa3genax.

Perncrpauns gomkHa exerogHo Ha4YMHaTbCA C HOMepa OAUH.

120. Ha kaxgom ak3emnnsape NoCTynuMBLUErO NMPaBOBOrO akTta U He COPOLUOPOBAHHOIO C HUM MPUMOXEHUS
NpOCTaBnseTCA LUTamn, B KOTOPOM YKa3blBalOTCS MOPSAKOBBIA YYETHbIN HOMEpP AOKYMEHTa Mo XypHamny y4yeTa
HeCeKpeTHbIX MpaBoBbiX akToB (nmpunoxeHne N 42) u gata noctynneHusi. He cOpoLOpOBaHHOE C OCHOBHbLIM
OOKYMEHTOM TMPUMOXEHNE PErMcTPUPYETCA B 3TOM >XKypHarne OTAErNbHOW CTPOKOW 33 TEM Xe HOMEPOM, YTO U
OCHOBHOW JOKYMEHT.

121. XKypHan yyeTa HeceKkpeTHbIX NpaBOBbiIX akToOB (npunoxeHne N 42), B KOTOPOM 3aperncTpupoBaHbl
nomnyyeHHble (TUpaXMpOBaHHbIE) NPABOBbLIE aKTbl, MOXET OblTb 3aKOHYEH TOMBKO MOCMe NpoCcTaBeHns OTMETOK O
HanpaBfeHNN UNN YHUYTOXEHUN BCEX 3apErncTpMpOBaHHbLIX B HEM [JOKYMEHTOB (CO CCbINIKOM Ha MOPSIAKOBbIV
HOMep peecTpa (pa3HOCHOWM KHUMM) U AaTy UM Ha HOMEpP akTa 06 YHUYTOXEHUU 1 AaTy).

122. TupaxunpoBaHHble MpaBoBble akTbl (KOMWW MPaBOBbIX AKTOB) pacchinakTcs 6e3 conpoBoAnUTENbHbLIX
nMcem 3a NPUCBOEHHBIMU UM HOMEpPaMM, KOTOPbIE NPOCTABMSKTCS Ha NakeTax.

[MpaBoBble aKTbl TUPAXMPYKOTCH U paccbiNalTCa C y4eToM crnyxebHon HeobxoaumocTu. B obsizaTensHom
nopsiike KOMUW MPaBOBbIX aKTOB HAMPaBMsTCA B nogpasgeneHne, OCyLWeCcTBASOWEee NX CUCTEMATM3NPOBaHHbIN
y4yeT, a Takke B COOTBETCTBYHLLEE MPABOBOE NoAdpasfeneHne opraHa BHYTpPeHHUX aen. B aHanormyHom nopsiake
TUPAXMPYITCA W paccbinalnTcs MEXBEAOMCTBEHHbIE COIMaleHus (cornaweHus C  OpYruMu  opraHamu
rocy4apCTBEHHOWN BNacTu U OpraHu3auusiMm) n npoToKorbl.

Ha paccbinky npaBoBbIX aKTOB COCTaBMSIETCA YyKasaTeflb PacChifkK, KOTOPbIA 3aBepseTcsl MOANUCHID
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pykoBoaAuTeNs (HayanbHWKa) nogpasfeneHus Aenonpou3BOACTBa U pexuma U yTBEepXOaeTcs pykoBoauTenem
(HavanbHVKOM) CTPYKTYPHOro noapasaeneHusi-paspaboTymnka NpaBoBOro akTa. YkasaTernb pacChbifku noglmnBaeTcs
B A€Nno BMeCTe C NOAJIMHHUKaMM MPaBOBLIX aKTOB M XPaHUTCS NMOCTOSHHO.

[lononHnTensHoe M3roToBMEHME, pacChifika M Bblgaya KOMuIA MPaBOBbLIX akTOB C rpudOM OrpaHMYEHHOro
JocTyna, B TOM uucrie ¢ nomMeTkon "[ns cnyxeOHOro nonb3oBaHMs", OCYLLECTBISIOTCA MoApa3aesieHneM
OEenonpon3BoACTBa U peXnma C paspeLleHns pykoBoauTens (HadanbHuKa) opraHa BHYTPEHHUX Aen.

3ameHa pasocraHHbIX 3K3EeMMIIAPOB MPaBOBbIX AKTOB MPU OOHApPYXEHUU pedaKkUMOHHbIX U TEXHUYECKUX
ownboK NPOU3BOANTCHA C paspelleHuss pykoBoauTens (HavanbHWKa) opraHa BHYTPEHHWX Oen - paspaboTuynka
NpaBOBOro aKkTa.

123. O3HakoMneHue C NpaBOBbIMW aKTamu MPOM3BOAUTCA NOA MNOAMNUCbL Ha JNUCTE O3HaKOMIEHMS1 MO
NMMCbMEHHOMY YKa3aHWUIO pPyKOBOAUTENS (HavarbHUKA) opraHa BHYTPEHHUX Aen Unu nuua, KOTOPOMY OHU Obinu
agpecoBaHbl. Ha aToM e nucte genakwTcs OTMETKM 00 ucnonHeHun. JINCTbl XpaHATCS BMeCcTe C NpaBOBbIMU
akTamu.

YKkaszaHusi No UCMOSIHEHMIO NPAaBOBbLIX aKTOB, MOASEXallMX BO3BpaTy, NMULLIYTCA Ha NIMCTax O3HaAKOMIIEHUS,
KOTOpble OCTalTCA B nogpasaeneHnn genonpomnsBoacTsa U pexnma.

KoHTponb 3a CBOEBPEMEHHbIM O3HAKOMIIEHMEM C MPaBOBLIMM akTaMu JNIMYHOTO COCTaBa Bo3naraeTcs Ha
noapasaeneHne 4enonpon3BoacTBa U pexuma.

124. Ha BCcex OTMEHEHHbIX (YyTpaTMBLUMX MpaKTUYecKkoe 3Ha4yeHue) NpaBoOBbIX akTax, a Takke B XypHanax
(kapTo4ykax), rae OHW 3aperncTpupoBaHbl, AdenarTcd 00 3TOM OTMETKM, MOCMe Yero TakMe AOKYMEHTbl [0
YHUUTOXEHUSI XPaHATCA OTAENbHO OT AEWCTBYHOLLMX NPABOBbIX aKTOB.

[aHHble TpeboBaHMA He pacnpoCTPaHAKTCA Ha MOPSAOK XpaHEHWUs U obpalleHns ¢ MPaBOBbLIMK aKTaMu,
NMOCTaBMEHHbIMU HA CUCTEMATMU3NPOBAHHbIN Y4eT.

125. TocTynuBLLME TUPaXMPOBAHHbIE MPABOBbLIE aKTbl MOCMNE PErMCTPaUNN B XypHarne ydeta HeCEKPETHbIX
npaBoBbix akToB (nNpunoxernne N 42) ana ygoOCTBa MOMb30BaHMSA XpaHATCA MO rogaM UX M3gaHus B Marnkax,
nankax-cparnax nnm CKoOpoCLUMBATENSAX C COCTaBIIEHUEM BHYTPEHHMX OMUCEN AOKYMEHTOB, HAXOOALWMXCS B Aene
(npunoxenne N 43), koTopble B HOMEHKNATypy OCOOOW BaXXHOCTW, COBEPLUEHHO CEKPETHbIX, CEKPETHbLIX U
HeCeKpeTHbIX e He BKI0YaloTCs U COTpyaHMKaM Ha paboyve mecTa He BbigatoTcs. [NogwmeaTh NpaBoBbIE aKThbI
B [leria C TEKyLLEeW Nepenuckon 3anpeLlaeTcs.

126. TvpaXupoBaHHble 3K3eMMNMsAPbl YTPATUBLUMX MNPAKTUYECKOE 3HAYEHME U HE VIMEKOLMX Hay4yHOW U
NCTOPMYECKOWN LLIEHHOCTU MPaBOBbIX AKTOB €XerogHo oToMpatoTcst 3KCMEPTHLIMU KOMUCCUAMWU U YHUYTOXKAKOTCS B
YyCTaHOBMEHHOM HacTosiwen NHCTpykumen nopsiake ¢ obs3aTenbHbiMM OTMETKamMu 06 9TOM B yyeTax.

BubnuoTtekn OoKkymeHToB

127. YuerT, Bblgava, XpaHeHne 1 paccblnika y4ebHMKOB, y4ebHbIX Nocobuin, nekunin, cbopHMKoB, BronneTeHen,
GpoLLiop, CNPaBOYHUKOB, HAYYHO-TEXHUYECKON AOKYMEHTaLMu, MUKPOKapT U OPYrMx nodoOHbIX MaTepuarnoB, Kak
MOCTYNMBLUMX B OpraH BHYTPEHHMX [Jer, Tak M NOArOTOBMEHHbIX B OpraHe BHYTPEHHWX Aen<1>, BegyTcs
LeHTPann3oBaHHO 1 Bo3naratoTcst Ha GUBNMoTeKn JOKYMEHTOB<2>.

<1> [lanee - "nsgaHusa", ecnv nx HaMMeHOBaHus He ByayT OroBopeHbl 0Co60.
<2> [lanee - "6mnbnuoTteka".

Mpu HebonbLIOM MaccvBe M3OaHWA UX y4YeT, Bbldaya U XpaHeHWe MOryT ObiTb BO3JOXEHbl HA OOHOro K3
COTPYAHWKOB, YTO OTpaxaeTcs B ero JOIMKHOCTHON UHCTPYKLUU.

128. N3pgaHusa B BUGIMoTEKax permcTpupyroTcs B XXypHanax ydyeTa HecekpeTHbIX uagaHui (npunoxeHune N
44) n XypHanax MHBEHTAPHOTO y4yeTa HeCceKpeTHbIX COpoLLIOPOBaHHbIX MaTepuanos (npunoxexHne N 45).

129. ConpoBogutenbHble NMUCbMa K U3OAHWSIM PErMCTPUPYIOTCA B XXypHane (kapTodke) yvyeTa BXOAOSLUX
HecekpeTHbIX OokyMeHToB (npunoxenusa N 37, 38). Ha conpoBoguTenbHOM MUCbME, a TakkKe B XypHane
(kapToyke) ydeTa BXOAALMX HECEKPETHbIX [AOKYMEHTOB YKa3bIBAKTCS MOPSOKOBblIE YYeTHble (MHBEHTapPHbIE)
HOMepa, KOTOpble MNPUCBAMBAOTCA MOCTYNMMBLUMM U3OAHUAM B KypHanax YyyeTa HEeCEeKpeTHbIX W3gaHun
(npunoxenne N 44) unu XKypHanax WHBEHTAPHOrO y4veTa HeCEKPEeTHbIX COpPOLUIOPOBaHHbIX MaTepuanos
(mpunoxenue N 45). Ha camom usgaHmm npocTaBnsAeTcs WTamm, B OTTUCKE KOTOPOro yKasblBalOTCA MPUCBOEHHbIN
W34aHMI0 HOMEp B XXypHamax yvyeTa HeCeKpeTHbIX M3OaHWWA UMW XypHanax WHBEHTapHOro yyeta HeCeKpeTHbIX
cOpoLUOpOBaHHbBIX MaTepuarnoB, HAUMEHOBaHWE OpraHa BHYTPEHHUX Aen 1 AaTa peructpaumm.

130. Pacchbinka 1 Bo3spaT n3gaHui oTpaxarTca B XXypHanax ydeta HeceKpeTHbIX usgaHui (npunoxexHve N
44) n XypHanax MHBEHTAPHOIO y4eTa HeCeKpeTHbIX COpOLpOBaHHLIX MaTtepuanoB (mpunoxexHne N 45) co
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CCbINIKOM Ha HOMepa 1 AaTbl AOKYMEHTOB, MPU KOTOPbIX U3AaHMs HanpasreHbl (BO3BpaLLeHbl).

131. JononHUTENbHO NOCTYNMBLUME 3K3EeMMAAPbl U30aHUA OQHOMO M TOrO Xe HaMMEHOBaHUSA Y4MTbIBAKTCS
32 HOMEPOM paHee NONyYEHHbIX U3AaHUN.

132. Ha Kaxxgoro coTpyAHuMKa, Nonb3ylollerocs ycryramm 6ubnnoteky, 3aBoauTCs KapTodka ydeTa Bblgaym
OOKYMEHTa, B KOTOPOW yKasblBalOTCA AaTa Bbldayu, HaMMEHOBaHME W yYETHbI HOMEp AOKyMEHTa MO XypHany
yyeTa HeCeKpeTHbIX u3gaHui (npunoxeHne N 44) un  XKypHany WHBEHTApPHOMO yyeTa HeCEKpPeTHbIX
cOpoLutopoBaHHbIX MaTtepuanos (npunoxenne N 45), npocTaBnsATCA NOAMUCU O MOMYyYEeHUM U 06paTHOM Mpueme
n3gaHus.

133. B 6ubnuotekax nsgaHns MoryT BblgaBaTbCs No4 NOANUCH B YMTATENbCKOM abOHEMEHTE (YMTaTenbCKOM
bunete) nnn gpyrux oopmax yyeTa Bblaaum nsgaHui, Kyaa 3aHoCATCA UX y4eTHbIe HoMepa.

134. N3paHua, yTpaTuBlUME MNpPaKTUYECKOE 3HAYeHMEe U He npeacTaBnsAloLliMe UCTOPUYECKON UMMM WHOW
LEHHOCTN, a Takke NULHNE 3K3EMMNNSAPbl YHNYTOXKATCA B YCTAHOBNEHHOM HacToswen VHCTpykumen nopsgke ¢
nocneayoLwen 0TMETKON 06 YHUUTOXEHUW B XypHanax yyeta nsgaHun.

YueT n aHann3 o6bemMoB AokyMmeHToobopoTa

135. Y4yeT ob6bemoB AoKymeHTOOOOpOTa BedeTcs B LeNsAX COBEPLUEHCTBOBaHWSA opraHusaumm paboTbl C
AOKyMeHTaMu, pacyeTa onTumasibHON YMCNEHHOCTM paboTHUKOB, 3aHATLIX B A€MONPON3BOACTBE.

AHannM3 o6bemMoB AOKyMeHToobopoTa WM codepXaHus OOKYMEHTOB, NOCTynalowux B rnogpasgeneHue u
co3gaBaeMblX WM, BedeTcs B LUeNnsdx pauuMoHanbHOro pacnpegeneHuss OOKYMEHTOMOTOKOB, MOBbIWEHMWS
NCNONHUTENBCKON AUCUUMINHBI, KayecTBa N 3hPEKTUBHOCTU NPUHUMAEMbIX PELUEHUN.

136. YuyeT KkonmyecTBa [OOKYMEHTOB MPOBOAMTCH MO PErucTpaumMOHHbIM AaHHbIM. 3a eguHuuy ydveta
KOnmM4yecTBa OOKYMEHTOB MPUMHUMAETCS 3K3eMNNsAp AOKYMeHTa (MOANMHHMK MMM KOMWS, €Cnv 3TO €OUHCTBEHHbIN
9K3eMNNsp OOKyMeHTa). OK3eMnnsapbl AOKYMEHTa, nofyyaemble B pe3dynbTaTe KONMMPOBaHUA UM TUPaXXMPOBaHWS
OOKyMeHTa, B obObeme [JokymeHTooOOpoTa He yuuTbiBawoTcsa. [lpy  ydeTe wuCxogdAwmMx [OOKYMEHTOB
COMNpoBOAUTENBHOE MUCbMO W NpunaraemMble K HeMy JOKYMEHTbI NPUHUMAIOTCS 3a OAUH JOKYMEHT.

137. Y4eT konupyembiX U TUpaXMpyemblX AOKYMEHTOB MOXET BECTUCb OTAENbHO MO YY4eTHbIM OaHHbIM
KOMMpOBarbHO-MHOXWUTENBHOro 610po Anst onpeaeneHust 3arpyskn TEXHUYECKMX cpeacTB, pacyeta noTpebHocTu B
HoBOM 060pya0BaHWM, HOPMUPOBAaHUSA TPyAa W ONpeaerneHns YNCNEHHOCTU COTPYAHMKOB.

V. OpFaHI/I3aLI,MF| KOHTPOJIA N UCNOJNTHEHNA JOKYMEHTOB U I'IOpy‘-IeHI/IIZ

138. KoHTponb npepactaBnsieT coOOM COBOKYMHOCTb MEPOMNPUATUIA, HarnpaBlieHHbIX Ha obecnedeHne
CBOEBPEMEHHOIO U KAYeCTBEHHOrO WCMOSMHEHWS MPUHATBIX PEWEeHNA U NOpyYeHWr, 3adUKCMPOBAHHBIX B
cnyXebHbIXx AokyMeHTax<1>. KoHTpomno noanexaT Bce CryXeOHble OOKYMEHTbI, B KOTOPbIX onpedeneHbl CPOoKu
WCMOSNHEHNS UMW UMEIOTCA MOPYYEHUs1 O NPEeACTaBEHMN AOKNaA0B, NPeasIoKEeHUN, 3aKMOYEHNIN U O BbINOMHEHUN
(NnpoBeneHun) Apyrnx KOHKPETHLIX MEPONPUATUIA.

<1> [Oanee - "nopy4yeHne".

139. KoHTponb ncnonHeHus nopy4yeHuin BKNOYaeT crieayoLlme MeponpusaTus:

139.1. CucremaTtmsauuio M MNOArOTOBKY CBEAEHUA O COLAEPXKaHUU K CPOKaX BbINOMHEHUS MOPYYEeHUR,
MOArOTOBKY M HanpaBfieHWEe UCTIOMHUTENSIM KOHTPOSBbHbIX U y4eTHbIX KapToyek (mpunoxerusa N 46, 47).

139.2. lMepuoamnyecknin cbop, 0b60OWEHNe M aHanu3 mMHdbopMaumMM O XoO4e W COCTOSIHAM BbIMOSTHEHUS
NnopyyYeHun.

139.3. OcywecTBneHne Mo yKa3aHWIO COOTBETCTBYHLUMX pyKOBOAUTENEN (Ha4vanbHMKOB) MNPOBEPKU
aKTU4eCKOoro BbINOSIHEHUS NMOPYYEHUIA, a Takke NOArOTOBKY MO ee pe3dynbTaTtam maTtepuarnoB (panopT, cnpaska,
OOKIagHas 3aanvcka) Ans goKnaga pyKoBoACTBY.

139.4. MNoaroToBKy NpeanoxeHn No obecne4eHnto CBOEBPEMEHHOIO BbIMOMHEHNS NOPYYEHUA, MOBbLILIEHUIO
WCNONHUTENBCKON AUCLMMINHBI, COBEPLLUEHCTBOBAHMIO OpraHn3aLmm 1 OCYyLLLECTBEHMIO KOHTPOSS.

140. KoHTponb B npegenax CBOen KOMNETEHL MU OCYLLLECTBIAIOT crieaytolmne Cy6beKTbl KOHTPONS:

140.1. OpraHunsaumnoHHo-aHanuTuyeckun genaptameHT MB[ Poccun<1>, [lenapTameHT Aenonpor3BoacTea
n paboTbl ¢ obpaleHuammn rpaxgaH u opraHmsauni MBI Poccun<2>, [loroBopHo-npaBoBow genaptameHT MB[
Poccun<3> - B MuHuctepcrse.

<1> Hanee - "OA MB[ Poccun".
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<2> [anee - "000 MBL Poccun".
<3> lanee - "OMN4 MB[ Poccun".

140.2. WtabHble noapasgeneHvs (MM WHble NoapasferieHusl, OcCyllecTBhswwme QyHKUMM aHanuaa,
NNaHNPOBaHUA U KOHTPONS), MpaBOBble MOApa3feneHus, nogpasfeneHns AOenonpou3BoAcTBa U pexuma - B
CTPYKTYPHbIX NogpasgeneHnsx opraHoB BHYTPEHHUX Aen.

141. OA MB[ Poccum ocyLLecTBASIET KOHTPOb 3a UCMONHEHNEM<1>:

<1> OA MB[ Poccun ocyLLeCTBASET KOHTPOMb M MPOBEPKN (PAKTUYECKOrO BbIMOMHEHUSA MOPYYEHUA U
MEepOonpUSATUIA Ha OCHOBaHWM Nopy4eHust pykoBoacTBa MuHucTepcTBa BHYTpeHHUX gen Poccuiickon ®enepavinm
(npukas MB[ Poccum o1 27 uoHa 2011 1. N 727).

141.1. ®epepanbHblX KOHCTUTYLMOHHbIX 3aKOHOB M defdeparnbHbIX 3aKOHOB, YKa30B W PacnopsiKeHuH,
nopyyeHun n ykasaHun NpesmaeHta Poccuiickon ®eagepaunmn, NoCTaHOBAEHUI U pacnopsikeHui NpaButenscTBa
Poccunckon ®egepaumm no Bonpocam, OTHECEHHbIM K KomneTeHumn MB[ Poccun.

141.2. PeweHnn 1 npoToKomnbHbIX nopydeHun [lpaButenbctBa Poccuickon ®epepaunn, CoseTa
BbesonacHoctn Poccuinickon ®depepaumm M ero KOMUCCUA, MEXBEOOMCTBEHHbLIX KOMWCCUA U COBELLaHU Mo
BOMpocaM, OTHECEHHbIM K komneTeHuun MBL, Poccuu.

141.3. Pewennn konnermn MBI Poccun, obbeamHeHHbIx konnernn MBI, Poccum, NnpoTOKONOB KOmnerunm
MB[ Poccuun, NpoTOKONOB OnepaTuBHbIX CoBeLLaHuin npu MuHucTpe BHyTpeHHuxX gen Poccuiickon depepaunn.

141.4. lNMpukasoB n pacnopspkeHnt MB[ Poccumn no KOHKpPEeTHbIM BOMpocaM, a Takke NIaHUpYLWUX U UHbIX
OOKYMEHTOB MEXOTPACNEBOro xapakrepa.

142. 0O MB[] Poccum ocyLecTBASIET KOHTPOIb 3a UCMOMNTHEHWNEM:

142.1. Topy4yeHun, p[AaHHbIX MwuHucTpom 1 3amecTutenamu MwuHUCTpa, NO PaACCMOTPEHHON UMK
KOPPECMOHAEHUMN, 3a MCKITOYEHNEM LOKYMEHTOB, OTHECEHHbIX HacTosiwen MHcTpykumnen k komneteHuun OA[
MB[, Poccuu, npeanoxeHusm, 3asBrneHusiM, xanobam rpaxaaH 1 opraHusauui, nucbMam 1 3anpocam enyTaToB
BCEX YPOBHEWN.

142.2. [lokyMeHTOB, MNOCTYMNMBLUMX M3 BbICLLUNX OpPraHoB rocygapcTBeHHon Bnactu Poccuickon ®epepauuu ¢
nomeTkon "CpouHo" n "OnepaTnBHo".

143. Ang MBL Poccun ocyLiectBnsieT KOHTPONb:

143.1. 3a cooTBeTCTBMEM 3aKkoHoAaTenbCTBY Poccunckon denepaunm npeacraBnseMblX B YCTaHOBNEHHOM
nopsake Ha nognucbe MWHUCTPY HOPMaTWMBHLIX NPAaBOBLIX aKTOB, @ TakKe MNPOEKTOB OT3bIBOB W 3aKMOYeHWUi
MpaButenbctBa Poccuiickon ®epepaumm No 3aKOHOMPOEKTaM, MPOEKTOB MEXAYHAPOAHbLIX JOroBOPOB, JOTOBOPOB
M KOHTPaKTOB, MpedycMaTpuBaloLMX NMOCTaBKY TOBApOB, BbIMONIHEHWE paboT, okasaHue ycnyr MBI Poccun, u
WHbIX aKTOB yrnpasrieHus.

143.2. 3a ucnonHeHuem [lepeyHsi HOPMaTUBHbLIX MPaBOBbIX aKTOB, nognexawux paspabotke n (Mnwn)
COMpoBOXAeHMIO (NpunoxeHue K NnaHy OCHOBHbIX OpraHM3auMoHHbIX MeponpusaTun MBL Poccun), MHbIX NnaHoB 1
nporpamm MB[] Poccun B 4acTu ocyLlecTBneHnss HOpMOTBOPYECKON AeATENBHOCTMU.

143.3. 3a ncnonHeHvem nnaHa koMaHampoBaHwui cneuyuwanuctoB MBI Poccuun 3a rpaHuuy v npuemos
WHOCTPaHHbIX Aenerauun.

143.4. 3a ncnonHeHnem cyaebHbIX pelleHnn U UHbIX CyAeOHbIX JOKYMEHTOB MO UCKaM, NpeabsBnseMbIM K
MB[ Poccum n HanpaBneHHbIM B COOTBETCTBYKOLWME nogpasgeneHna MuHuctepctsa (opraHbl BHYTPEHHUX Oen)
AN NCNOMNHEHWS.

144. WTabHble nogpasaeneHnss OpraHoB BHYTPEHHUX OEN OCYLLECTBNSAT KOHTPOSb 3@ BbINONTHEHNEM:

144.1. MNMopyyeHunn, noctynuBwunx ns OALD MBL Poccun B nopsigke OCYLLECTBIIEHUS UM KOHTPOJIbHbIX
YHKUNRA.

144.2. PeweHun n nNpoOTOKOMbHbIX nopyvyeHun [lpasutensctBa Poccuinickon ®degepaumm, opraHoB
ncnonHuTeneHonm Bnactn cybbektoB Poccuiickon depgepaunn, MEXBEOOMCTBEHHbLIX KOMUCCUMIA U COBELL@HUA Mo
BOMpOCaM, OTHECEHHbIM K KOMMETEHLUN OPraHOB BHYTPEHHUX Aer.

144.3. PeweHnn konnermm opraHa BHYTPEHHWUX Aer, OObeAVMHEHHbIX KOMMNerum opraHa BHYTPEHHWUX Aer;
MPOTOKOJIOB KOSMEruin, NPOTOKOOB COBELLAHMI NpU pykoBoauTene (HadanbHUKe) OpraHa BHYTPEHHUX Aen.

144.4. Tlpvka3oB 1 pacrnopskeHU pyKoBoAWUTENs (HadvarnbHMKa) opraHa BHYTPEHHWX Aen NO KOHKPETHbIM
BOMpocaM, a Takke NNaHUPYLLMX N MHbIX AOKYMEHTOB MEXOTPAaCNeBOro xapakrepa.

145. MNpaBoBble nogpasgeneHns opraHoB BHYTPEHHUX e OCYLWEeCTBNAT KOHTPOb:

145.1. 3a cooTtBeTcTBMEM 3akoHoaaTenbCcTBY Poccuiickorn ®epepauuun npeacraBnsemMbix Ha noanuchb
pyKkoBOAUTEMO (HayanbHWUKY) OopraHa BHYTPEHHWX [ernl NPOEeKTOB MpaBOBbLIX aKTOB, COrnalleHui U OOroBOpOB,
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NMNaHoB U NporpaMM COOTBETCTBYIOLLEro OpraHa BHYTPEHHMX OeN B YacTW OCYLUECTBIEHUS HOPMOTBOPYECKOW
OeAaTensHOCTU.

145.2. 3a BbINoNHeHMEM nopy4veHun, noctynmewnx M3 OM4 MBI Poccun, kacatowmxcs paspaboTkm u (unu)
COMPOBOXAEHMS HOPMAaTMBHbLIX MPAaBOBbIX AKTOB, BbIMNOMHEHWUS MPaBOMNOArOTOBUTENbHBIX paboT; MmopyyYeHun,
OaHHbIX PYKOBOACTBOM OpraHa BHYTPEHHWX Aen B 4acTu NpaBoBOW paboThl.

145.3. 3a vcnonHeHnem cyaebHbIX peLleHuin N UHbIX cygebHbIX JOKYMEHTOB MO UCKaM, NPeabsBrseMbiM K
opraHy BHYTPEHHUX gen.

146. lNMopgpasgeneHns 0enonponsBOACTBa W pPeXnMa OpraHoB BHYTPEHHUX AeNn OCYLLeCTBNAT KOHTPOSb 3a
BbINOMHEHNEM NOPYYEHWUI, AaHHbIX pyKoBoauTeneM (HayarnbHUKOM) OpraHa BHYTPEHHUX Aen:

146.1. o paccMOTpPEHHON MM KOpPPECMNOHAEHLMMU, 3a UCKITYEHNEM AOKYMEHTOB, OTHECEHHbIX HaCTOsLEN
VHCTpyKUMEN K KOMNETEHL MM WTabHbIX 1 NPaBOBbIX NOApa3aAeneHun.

146.2. Mo npegnoxeHuaM, 3asiBNieHUsAM, xanobam rpaxgaH M opraHusauui, naprnameHTCKMM 3anpocam,
obpalleHnsM 1 3anpocam enyTaToB BCEX YPOBHEMN.

147. Ha pokymeHTax, nognexalwiux KOHTPOM, nogpasgeneHnemM OenonpousBoacTBa U - pexuma
npocraensieTca wTamn "KoHTponb" wunu "Ocobbii KOHTPONb", 3anoSfHAeTCs KOHTPOSibHas KapToyka B [ABYX
ak3emnnspax (npunoxexHve N 46). 3atem nognexaiime KOHTPOSO AOKYMEHTbl BMECTE CO BTOPbIM 3K3EMMIISIPOM
KOHTPOJSIbHOW KapTOYKM HanpaBnstoTCA B COOTBETCTBYIOLLME CTPYKTYPHbIE noapasaeneHns B eHb perncrpaumu, a
CPOYHbIE - HEMeAEHHO.

148. Ha gokymeHTax, nognexawmx KOHTPOso, CyObekTOM KOHTpOIs npocTasnseTca wramn "KoHTponb" unm
"OcobbIi KOHTPOMB" 1 OCYLLECTBAAKOTCS:

148.1. BBegeHune nx B KOHTPOIbHYIO KapTOTeKy nnu 6a3sy AaHHbIX.

148.2. 3anonHeHne Ha HUX KOHTPOSbHbLIX KapTOYMEeK Xoda BbINOMHEHUA nopyyeHus (npunoxeHune N 47),
KOTOpble HanpaBnslOTCA OTBETCTBEHHOMY wucnonHutento 3a 10 gHen OO0 BbINOMHEHUS MOPYYEHWs, a Takke
KapToyek-yBegoMneHun (npunoxeHne N 48) ans HanoMuHaHMA W ynpexgatowero KoHTpons. pu 3anonHeHun
KOHTPONbHOW KapTOYKM XO4a BbIMOSIHEHMS U KapTOYKM YBEAOMIEHMS Ha AOKYMEHT, MMEKLMIN rpudd CEKPETHOCTH,
€ero cogepxanue nanaraetcsa 6e3 ykazaHusi CEKPETHbIX AaHHbIX.

149. BbICcTaBneHne KOHTPOMbHOM KapTOYKM - UCKMOYNTENbHAA npeporatMea cybbekta kKoHTpons. CyobekThl
KOHTpons B noAapasfeneHnsx-ucrnonHUTensax  nopydeHust  OCYLLECTBRSIOT  KOHTpPONb B MpoLecce
HenocpeaCTBEHHOrO0 KOHTaKTa C UCNONHUTENAMU no Aencteylowum B cucteme MB[ Poccum kaHanam npsmoin u
o6paTHON CBA3K, NO3BOMAIOLLMM peLlaTh AaHHble BONPOCHl 6€300KyMEHTALNOHHBLIM MYTEM.

MoapasaeneHne-ucnonHMTENb, KOTOPOMY MOPYHEHO UCMOMHEHNE MEPONPUATUS, 06A3aHO CaMOCTOATENBHO
YCTaHOBUTb KOHTAKT C COTPYAHUKOM, OCYLLECTBNSAIOLMM KOHTPOIb 38 BbIMNOMHEHWEM AaHHOIo NOpyYeHUs.

150. OcyLlecTBNAOTCA cnegyowme Buabl KOHTPONS 3a BbIMOSTHEHWUEM NOPYYEHWUI:

150.1. TpOMEXYTOYHBIA - 3@ BbIMNOSIHEHMEM 0OCOD0 3HAYMMBIX MEPOMNPUATUA, UMEIOLLIMX MPOMEXYTOYHbIE
aTarnbl BbINOMHEHNS.

150.2. 3aknoumTenbHbIA - MO OKOHYaHMM BbLIMOSIHEHUS TMOPYYEHUss B LENOM (B 4acTu Kacaroencs)
nocpencTsoM cbopa cBeAeHUIN O BbINONHEHUN MEPONPUSATUIR, COAEPKALLIMXCH B HEM, U MPOBEPKN Pe3yrnbTaTos.

151. B uenax nosblweHns 3EKTUBHOCTU KOHTPOMS MO OTAErMbHbIM MNOPYYEHUSIM, UMELWMUM ocoboe
3HayeHve, ONUTENbHbIN CPOK UCMIONHEHUS UMM 3HAYUTENbHOE KONMYECTBO MCNONHUTENEN N COMCNONHUTENEN, NO
yKa3aHMIO PYKOBOACTBA OpraHa BHYTPEHHWX Aernl MOXeT MOAroTaBnNuBaTbCs MMaH KOHTPOINS, KOTOPbIM AOMKEH
copepXaTtb CBeAeHMS O NPOMEXYTOYHbIX CPOKax NPEeACTaBeHUs MPOEKTOB AOKYMEHTOB B 3aUHTEPECOBaHHbIE
nHcTaHumn. [naH paspabaTbiBaeTcs COOTBETCTBYIOWMM CyOBLEKTOM KOHTPONS W MOCMe COrfacoBaHus ¢
OTBETCTBEHHBIMW WCMONHUTENAMU YTBEPXOAAETCA PyKOBOAWUTENEM (HayanbHUKOM), OABLUMM MOPYYEHME O €ro
paspaboTke. KOHTpomb 3a BbINOSIHEHMEM MflaHa OCYLLECTBSAET COOTBETCTBYHOLWMA CyObeKkT KoHTpons. Konwu
nrnaHa KOHTPONS WM BbIMWCKU M3 HEro B 4acTU KacalLllencs HanpaBnsalTCA PYKOBOAMTENSAM (HayanbHUKam)
CTPYKTYPHbIX MoApasferneHun opraHa BHYTPEHHUX [Aen, SBRSOWUXCA OTBETCTBEHHbIMU WCMOMHUTENSAMU WU
COUCMONMHUTENAMM.

152. CyObekT KOHTpONsS B MOPSAKE MPOMEXYTOYHOrO KOHTPOMS 32 BbINOMHEHNMEM 0OCOD0 3HAYMMbIX
NOpYyYEeHUN N NOPYHEHNA, UMEIOLLIMX HECKONMBbKO 3TanoB BbINOMHEHNS:

152.1. OcywiecTBngeT nepuognyecknii cbop cBeaeHnn 0 XoAe UCMOMHEHNS NOPYYEHUI.

152.2. AHanu3npyeT nony4eHHy nHdopmaumio, Npu HeobxoaUMOCTWN FOTOBUT NPEANOXEHNS PYKOBOACTBY
no obecrneyeHnto CBOEBPEMEHHOIO UCTIONTHEHUS NOPYYEHUI.

152.3. o ykasaHMiO pykoBOACTBA MPOBOAMT NPOBEPKM (PAKTUYECKOTO BbIMOMHEHUS MOPYYEeHUA C
npuBNeYeHnem B cnyvyae HeoBXO4MMOCTU COTPYAHMKOB OPYIMX CTPYKTYPHbBIX NoapasaeneHni.

153. JokyMeHTbI (NopyyeHns ) noanexaT UCNONMHEHWIO:

B CPOK He Oornee mecsaua, ecnu B TEKCTE MOPYYEHWs HE yKaszaHa KOHKpPeTHas [AaTta WCMOSIHEHMS (8o
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COOTBETCTBYIOLLIErO YMCra crneayloLllero Mecsila, a ecnv B creaylllemM Mecsdle HeT Takoro yucna, To - Ao
nocnegHero AHS mecsua);

B 10-OHEBHbIN CPOK, €CNN B TEKCTE NOPYYEHUS UMEETCS NnoMeTKka "onepaTuBHO";

B 3-AHEBHbIM CPOK, €CMN B TEKCTE MOPYYEHUA UMEIKOTCSA NOMETKM "CPOYHO", "He3aMeaIMTensHo";

B YKa3aHHbIA CPOK, €Cnu B TEKCTe MOPYYEHUSA YCTaHOBIIEHA KOHKPETHasd AaTta NMOO KOHKPETHbIA CpOK
NCMOMHEHWSI.

Cpok ncuucnsieTcst B kaneHaapHbix AHAX C AaTbl NOCTYNAEHUS (pernctpaumm) GOKyMeHTa.

Mo oTaenbHbIM BMAaM AOKYMEHTOB (MOpPYYEHWIA) MOFYT YCTaHaBfMBATbCHA MHbIE CPOKM UX WCMOSHEHMUS,

onpepneneHHble COOTBETCTBYHOLLMMN HOPMATUBHbIMU NMPpaBOBbIMU aKkTaMmn<1>,

<1> lNpwukasz MB[ Poccun ot 27 utoHa 2003 r. N 484 "O6 yTBepKaeHUU nNpaBun NoAroTOBKU HOPMaTUBHbIX
NpaBoBbIX aKTOB B LieHTpansHoM annapate MB[ Poccuun", npukas MB[ Poccun ot 30 gekabpsa 2005 r. N 1167 "O6
yTBepxaeHun PernameHTa BHyTpeHHen opraHusaumm MuHucTepcTBa BHYTpeHHUX gen Poccunckon depepaunn’,
npukad MBI Poccun ot 2 ceHtsiops 2009 r. N 684 "O6 yrtBepxaeHun PernameHTa B3anmopOencTBus
MuHucTepcTBa BHYTpeHHMX Aen Poccunckon depepaumm ¢ degepanbHbiMU opraHaMmn UCONHUTENbHON BriacTn”
(3apeructpupoBaH B MuHiocte Poccun 26 oktabps 2009 roga, permctpaumoHHeii N 15108), npukas MBL, Poccun
oT 12 pekabps 2011 r. N 1221 "O6 yTtBepxaeHuM AOMUHUCTPATUBHOIO pernameHta cucteMbl MuHucTepcTBa
BHYTpeHHUX gen Poccuiickon ®epepaumy nNo npenocTaBneHVO rOCy4apCTBEHHOW YCMyrM MO OCYLLECTBIEHUIO
npuema rpaxgaH, obecneyeHno CBOEBPEMEHHOIO M B MOSIHOM OOBbEME pPacCMOTPEHUS] YCTHLIX M MUCbMEHHbIX
obpalleHnn rpaxgaH, NPUHATUI0O MO HUM pPEeLeHUA U HanpaeneHuo 3asiBUTENSM OTBETOB B YCTaHOBJIEHHbIV
3akoHogartensctBoM Poccuiickon denepaumm cpok” (3apermctpuposaH B MuHiocte Poccumn 7 mapta 2012 roaa,
permctpaumoHHbin N 23424).

154. Ecnu nocrnegHun OeHb CPOKa UCMOSNTHEHUS JOKYMEHTa UM MOPYYEeHUs NpUxoamnTcsa Ha Hepabouni aeHb,
TO OHM NoAnexaT UCTMIOMHEHNIO B MpeLecTBYyoLWmMn pabounii AeHb.

155. B cnyyae HEBO3MOXHOCTU BbIMOMHEHUS MOPYYEHUSI B YCTAHOBMEHHbLIN CPOK pelleHue O npoasieHnn
(nepeHoce) cpoka MOXET ObITb NPUHATO TONBKO PYKOBOAUTENEM (Ha4yanbHMKOM), AABLUMM 3TO NOpPYYEHNE.

Mpn HeobXoOUMOCTU W3MEHEHUS CpOKa BLINOMHEHUST MOPYYEHUST NpeacTaBnsieTcss panopT Ha UMS
pykoBoauTeEnNs (HavanbHWKa), AaBLUEero nopyyeHune, He nosgHee Tpex AHen A0 UCTeYEHUs YCTaHOBIEHHOro cpoka,
C U3NOXEHWEM MOTUBMPOBAHHOM NPOCLOLI O Er0 NPOASIEHNN U YKa3aHUEM KOHKPETHbIX Mep, KOTopble HEOOX0OMMO
OCYLLECTBUTb A1 BbINOMHEHWNSI NOPYYEHNUSs], @ Takke peanbHOM CPOKE BbINONHEHUS.

156. NcnonHeHme CpoYHbIX U onepaTUBHbLIX NOPYYEHUI He NpoasieBaeTcs.

157. O60 Bcex crnyyasix M3MEHEHUS CPOKOB WCMOSTHEHMS KOHTPOSIbHbIX AOKYMEHTOB MCMOMHUTENb 0053aH
onepaTMBHO MHAOPMUPOBATL CYOBEKT KOHTPONS.

158. lNMepcoHanbHyl0 OTBETCTBEHHOCTb 32 CBOEBPEMEHHOE BbIMOSIHEHWE MOPYYEHUS HECceT PYKOBOAUTENb
(Ha4YanbHWK) CTPYKTYPHOro NnoApasferieHnst opraHa BHYTPEHHWX Aen, onpederneHHbl B yKa3aHUsX MO MCMOSTHEHMIO
JokymeHTa. Ecnv nopyyeHne gaHoO HECKOMbKUM CTPYKTYPHbIM nogpasfeneHusam, To paboTy no ero BbINOMHEHUIO
KOOPAMHMPYET OOIMKHOCTHOE NUL0, YKa3aHHOe B MOpYyYeHUnM NepBbiM UMM OTMEYEHHOE CUMBOSIOM "*" nnu crnosom
"CO3bIB", KOTOPOE FOTOBUT U COrMacoBbIBAET C COMCMOMHUTENSMM UTOroBbiA AOKyMeHT. [Mpu HeobxoammocTu
WCNONHEHNSI MOPYYEHNS B COKpPaALLEHHbIE CPOKM OTBETCTBEHHbIN UCNONMHUTENb OPraHn3yeT UCMNONTHEHUE NOopyYeHUs
B onepaTMBHOM nopsiake, ANd Yyero co3gaeTt pabouve rpynnbl U NPOBOAUT COrnacuTenbHblE COBELLAHUS.

159. B cnyyasx korga opraH BHYTpeHHUX gen (ero CTpykTypHOe nogpasgerneHue) onpeaeneH
COMUCMOSHUTENEM MOPYYEHUs, OH NpeacTaBnseT OTBETCTBEHHOMY WCMOMHUTEN MNpeanoXeHus, noAanvcaHHble
COOTBETCTBYWLUUM pPYKOBOAUTENEM (HayarbHMKOM), B TeYeHMe NEepBON MOMIOBUHLI CpOKa, OTBEOEHHOro Ha
NCNONHEHNE NopYyYEHUS.

160. lMpn HeobXxoOMMOCTM pacLUMpPEHUst Yucna COUCTONHUTENENW WM NepeHas3HayeHusi OTBETCTBEHHOrO
NCMNONMHUTENSI MOPYYEHUs NPeacTaBnsieTCA panopT Ha UMSA pyKoBoAWUTENs (HadarnbHWKa), OaBLUErO NMOpyyYeHue, C
yKaszaHMemM MOTUBMPOBAHHOW MNPUYMHLI BHECEHHOrO MpeanoXeHUs. YKasaHHble W3MEeHeHUst (UKCUPYITCA B
KOHTPOIbHOW KapTouke. [Mpy nepeHasHavyeHnn NCNONHUTENSA NOAMNNHHUK JOKYMEHTa C OTMETKOWN O paccChifike KOnun
HanpaBnseTcs BHOBb HA3HAYEHHOMY OTBETCTBEHHOMY UCMOMHUTENIO.

161. C nopyyeHus, TpebyoLwero Cpo4YHOro UCNOSTHEHNS], KOMUX NSt OOQHOBPEMEHHOW PacChifku MOryT 6bITh
CHATbI MO YyKa3aHW pykoBoAUTENSA (HavanbHWKa) NoapasgeneHvst OenonpousBOACTBa U pexuma. MognuHHMK
OOKYMEHTa C OTMETKOM O paccChbifike KOMWIM B TakUX Cryyasix HanpaBnseTcs OTBETCTBEHHOMY UCMONHUTENIO.

162. KoHTponb 3a CBOEBpPEMEHHbIM MOMyYeHMeM OTBETOB Ha 3arpochbl, HanpaBfeHHble B ApYyrne opraHbl
BHYTPEHHUX Aen n (Unu) BeAOMCTBA, OCYLLECTBMNSAETCS HENoCPeaCTBEHHO UCMOMHUTENEM.

163. CHATUIO C KOHTPONA noAanexaTt NopyvyeHus, N0 KOTOPbIM BbINOMHEHbI coaepKallneca B HUX 3afaHus,
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pelleHbl  MOCTaBMEHHble BOMPOCbl UM HamnpaBneHbl OTBETbl, pe3ynbTaTbl  BbINOMHEHUS  AONOXEHbI
COOTBETCTBYIOLLEMY PYKOBOAUTENIO (HadyanbHUKY), OaBllemy nopyyeHue. YKasaHHble CBefeHMs 3aHOCATCA B
KOHTPOJSbHYIO KapTOYKy OOKYMEHTa WCMOSIHUTENIEM C MPUIIOXKEHMEM Mpu HeobxoayMocTM MaTepuasnioB (KOnuii
[OKYMEHTOB), CBUAETENbCTBYOLMX 06 UCMOSTHEHUN MEPONPUSATUS.

Ecnu o BbINONHEHUM MOPYYEHUsT JONOXKEHO PYKOBOAUTENIO (HayanbHUKY) OpraHa BHYTPEHHMX A€ B YCTHOM
hopme, B KOHTPOSIBHOM KapToyke AenaeTcs COOTBETCTBYIOLLAs 3anuch 3a NOANUCHI0 PYKOBOAUTENS (HaYanbHMKa)
nogapasferneHnsi, OTBETCTBEHHOTO 3a BbINOMHEHNE AaHHOMO NOPYYeHMs.

164. KoHTposibHble KapTOYkM (DOPMUPYIOTCA B KApTOTEKY, KOTopasi XpaHWTCA B Te4YeHue Tpex neT, nubo
NOALIMBAIOTCA C KOHTPOMbHBIM JOKYMEHTOM B HOMEHKNaTypHoe Aeno.

VI. dopmmnpoBaHue JoKymMeHTanbHoro poHaa

165. [lokymMeHTanbHbIn (POHA OpraHa BHYTPEHHMX AeNn COCTaBnsAlT [OKYMEHTbl, CO3[aHHble B HEM U
nony4yeHHble UM B pesynbTaTe B3aMMOAENCTBMA C APYrMMW OpraHamy YnpaBfeHWusi, opraHu3auusMum u
rpaxgaHamu.

166. OcHOBOW (hOPMMPOBaHUA LOKYMEHTaNbHOro ooHAa opraHa BHYTPEHHUX Oen sIBNAETCA HOMEHKNaTypa
0ocobon BaXHOCTW, COBEPLUEHHO CEKPEeTHbIX, CEKPETHbIX W HeceKpeTHbIX Aen<1>, KoTopas ucnonb3yetcs Ans
rPYNNMPOBKM WUCMOMHEHHbIX AOKYMEHTOB B Aena, cucTtemMaTMsaumm u ydeTa der, OnpederneHus CPOKOB WX
XpaHeHWs M noucka AOKyMeHTOB. HomeHknatypa gen SBMASETCA OCHOBOW QAN COCTaBMNeHWs onucen aen
MOCTOAHHOIO U BpeMeHHoro (cebiwe 10 neT) xpaHeHus, a Takke ANnd ydeta gen BpemeHHoro (go 10 net
BKIHOYMTENBHO) XpaHEHUS.

<1> dopma 37, yctaHoBrneHHasa NHCTpyKumen no obecneyvyeHnto pexmnma CeKpeTHOCTM B OpraHax BHYTPEHHUX
aen Poccunckon ®depepaumn, yTtBepxkaeHHow npukasom MBI Poccum ot 11 mapta 2012 r. N 015
(3apeructpupoBaH B MuHtocte Poccum 15 masa 2012 roga, peructpaumnonHeii N 24160). Janee - "HomeHknaTypa
nen".

Pa3pa60TKa n BeaeHne HOMeHKnartypbl gen

167. HomeHknaTypa gen cocTtaBnsieTcs B Lensx npaBuUnbLHOro (oopMmMpoBaHus aen, cuctemaTnanpoBaHHOro
XpaHeHns 0coBON BaXXHOCTU, COBEPLUEHHO CEKPETHbIX, CEKPETHBLIX U HECEKPETHbLIX JOKYMEHTOB 1 OnepaTUBHOIO UX
nomcka.

168. HomeHknaTypa gen €BNAeTCA OCHOBHbIM PermcTpaumMoHHbIM AOKYMEHTOM [fen TeKywero roga wu
OCHOBaHMEM WX perncrTpauum nocrie OKOHYaHus BeOEeHWs B XXypHarne yyeTa 3aKkOHYEHHbIX MpPOu3BOACTBOM Aerl.
lMopsakoBble HOMepa [Oen Mo HOMEHKnaType Jden sBASTCA HoMmepamu gen Tekywero roga. Kpome Toro,
HOMeHKNaTypa Qfen - 9TO0 KNacCU(PMKALUMOHHBIN CMpPaBOYHMK, KOTOPbIM WCMOMb3yeTcss MNpu  MNOCTPOEHUU
MH(POPMAaLIMOHHO-MONCKOBOW CUCTEMBI.

169. HomeHknaTypa Qen COCTaBNsAeTCA Ha OCHOBE M3Yy4eHWs COCTaBa, COAEPXaHUA W KonmyecTtsa
OOKYMEHTOB, 00pasyllmuxca B npouecce [[eATeNbHOCTM oOpraHa BHYTPEHHUX [en, €ero CTPYKTYPHOro
noapasaeneHus.

170. lMpn cocTtaBneHMM HOMEHKNATypbl Aen crefyetT pPyKoBOACTBOBAaTbLCHA MOMOXeHMeM 006 opraHe
BHYTPEHHUX Aen, MOMOXEHUSAMU O €ero CTPYKTYPHbIX MNoapasfgeneHusix, LTaTHbIM pacnucaHuem, nnaHamu wu
oTyeTamm o paboTe, NepeyHsiMM OOKYMEHTOB C YyKa3aHMEM CPOKOB WX XpaHEHWsl, HOMEHKnaTypamu gen 3a
npewecTByoLLME roabl.

171. B KaXgoM opraHe BHYTPEHHMX [eNél COCTaBIiSieTCs CBOAHAs HOMeHKnaTypa gen. B cTpyKTypHbIx
nogpasgeneHunsix, MMEWLWNX CaMOCTOSAATENbHOE  AEenonpoM3BOACTBO, B 3aBUCUMOCTM  OT  obbema
OOKyMeHToobopoTa U MecTa AMcrokaunm JONycKaeTcs CoOCTaBeHne oTAeNbHbIX HOMEHKNaTyp gen.

172. HomeHknatypa gen Ha npeacTodwmi KaneHgapHeli rog coctaBngaetcs B IV kBapTane Tekylwlero roga
nogpasgeneHneM [OernonpousBOACTBA M pPEeXMMa COBMECTHO C pykoBoguTenamu (HayvanbHUKamu) Apyrux
CTPYKTYPHbIX nogpasgeneHun, noanucbiBaeTcs pykoBoauTENem (HayanbHWKOM) nogpasgenenuns
OEenonpov3BoacTBa M pPeXMMa, COrfacoBbIBAaeTCA MoppasgerneHnemM cneudgoHOoB, MOCre 4ero yrBepxaaeTcst
pykoBoguTeneMm (HayanbHMKOM) OpraHa BHYTPEHHMX Oen M BBOAWTCA B Aenctene ¢ 1 aHBapsa cnegyloLero
KaneHgapHoro roga.

173. HomeHknaTypa Oen y4uTbiBaeTCA MO XypHany (KapToyke) ydyeTa noAroTOBMEHHbIX HEeCEeKPEeTHbIX
OokyMmeHToB (npunoxeHuss N 39, 40) n xpaHUTCst B TEYEHUE rofa y pykoBoaMTENs (HayarnbHWKa) nogpasgeneHns
0enonpov3BOACTBa U pexuma Uinn y nuua, oTBETCTBEHHOIO 3a ee BeAEHNE.
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174. 3aBepeHHas Konusi YTBEPXOAEHHON HOMEHKNaTypbl Aen nepefaeTcs B noapasgeneHue cneudoHOoB
0N KOHTPONS 3a NOMHOTON cAayn Aen Ha XpaHeHue.

B cTpykTypHble nogpasgeneHus opraHa BHYTPEHHMX [AeNl BblOaloTCs BbIMUCKM U3 COOTBETCTBYHOLLMX
pa3gernoB HOMEHKNaTypbl Aen ANS UCNoNb30BaHus B paboTe.

175. HomeHknaTypa pen nogpasgensetca Ha pasgernbl, KOTopble pacnornaralTcs B COOTBETCTBUM C
YTBEPXXAEHHOW CTPYKTYpOWM (WITaTHbIM pacnucaHvem) nogpasfeneHnss opraHa BHYTPEHHuX gen. HassaHuamu
pa3genoB HOMEHKNATypbl Aen SBMAAKTCA HaVMEHOBaHUSA €ro CTPYKTYPHbIX NOApPasfernieHni Unm HanpasreHus
aeaTenbHocTW. B npegenax kaxgoro pasgerna gena pacnonaraloTcd nocriegoBaTefibHO MO CTEMEHU BaXKHOCTMW,
CpOKaM XpaHeHUs N CTeNeHM CEKPETHOCTU JOKYMEHTOB.

Mpn GonbLIOM KONMUYECTBE Aen UM MOryT MpuCBavMBaTbCs WHOEKCHI, KOTOpble COCTOAT U3 0OO03HaYeHus
CTPYKTYpPHOro noapasaeneHust (HanpasneHnsa AesTenbHOCTN) U NOPSAKOBOro HoMepa aena.

176. Dena, npegycmaTpnBaeMble HOMEHKNATYpOW Aen, 3aBOAATCA NO CrieAyoLMM OCHOBHbLIM NPU3HaKam:

npeaMeTHO-BOMPOCHbIA UMM TEMATUYECKUA (OOKYMEHTbI TPynnUpyTCa B Aena B 3aBUCUMOCTM OT
cofepXallencs B HUX nHdopmaLmm);

BUAbl JOKYMEHTOB (MpUKas3bl, OTYETbI, MPOTOKOMbI 1 APYroe);

agpecarthbl (B 4eno 06beanHATCS JOKYMEHTbI MO Nepenucke ¢ O4HOM UM HECKONBKUMW OpraHvM3aumnsiMm).

177. 3aronoBok gena cocTouT U3 3NIEMEHTOB, pacrnonaraembix B criegyloLLler nocneaoBaTensHOCTY:

HasBaHve BMAa ena unv pasHoBUAHOCTU JOKYMEHTOB;

HavMeHOBaHWe opraHa BHYTPEHHMWX AeN UIN ero CTPYKTYPHOro nogpasgernennsi (aBTopa JOKYMEHTA);

HanmeHoBaHMe noapasgeneHus (opraHusaumm), KOTopomMy OyayT agpecoBaHbl UM OT KOTOPOro OyayT
nony4eHbl JOKYMEHTbI (agpecaT UM KOPPECNOHAEHT AOKYMEHTA);

KpaTkoe cofep)xaHue JOKYMEHTOB Aena;

Ha3BaHVWe MECTHOCTM (TeppuTopun), C KOTOPOK CBA3AHO CoAepKaHne AOKYMEHTOB Aena;

natbl (Neproa), K KOTOPbIM OTHOCATCHA AOKYMEHThI 4ena;

yKasaHue Ha KOMUMHOCTb AOKYMEHTOB Aera.

CocTtaB a/11eMEHTOB 3arofioBKa OnpefenseTcs xapakTepoM LOKYMeHTOB Aena. CBefeHusi, cocTaBnsaowmne
rocyapCTBEHHYIO TavHy, B 3arofloBKU Aen He BKITHOYatoTCs.

178. B 3aronoBkax pfen, coaepxawmx [AOKYMEHTbl MO OAHOMY BOMPOCY, B KayecTBe Buga Jena
ynoTpebnsercs TepMUH "OOKYMEHTbI", a B KOHLe 3arofiloBka B CKOOKaxX yKasblBalOTCs OCHOBHbIE PA3HOBUOHOCTM
OOKYMEHTOB, KOTOpble [OJPKHbI ObiTb CrpynnupoBaHbl B Aene. TepMUH "OOKYMEHThI" MpUMEHSIETCA Takke B
3aronioBkax Aen, coaepKaluux NPUNoXKeHUs K KakoMy-nnmbo AOKYMEHTY.

179. B 3aronoBkax Agen, npegHasHayeHHbIX ANA rPYNNUPOBKM OOKYMEHTOB OOHOW pPasHOBUOHOCTY,
yKa3blBaeTCs 9Ta pasHOBUOHOCTb JOKYMEHTOB BO MHOXECTBEHHOM YuCTe.

180. B 3aronoBkax HOMEHKNATYpHbIX Oen, COoAepXalmx Mepenncky, yKasblBaeTCHd, C KEM W MO KakoMy
BOMpocy (Bornpocam) oHa BegeTcs.

HaumeHoBaHVe opraHa BHYTPEHHUX Jen (opraHv3auun) B kayecTBe aBTopa [AOKYMEHTOB YyKa3biBaeTCs
KpaTkKo.

B 3aronoBkax p[en, copepxawumx Mepenucky C OOHOPOOHbIMW KOppecrnoHAeHTaMu, MocneaHue He
nepeyncnsroTCcs, a ykasblBaeTcsl ux obLliee BMAOBOE Ha3BaHue. KoppecnoHOeHTbl He yKasblBatoTCH, ecnu Aeno
COAEPXUT MNepenncky C pasHOPOA4HbIMM oOpraHusauusamui. B 3aronoBke [fena ykasbiBaeTCs KOHKPETHbIN
KOPPECNOHAEHT, ecriv nepenncka BegeTcs TONbKO C HUM.

181. B 3aronoBkax HOMEHKNATYPHbIX [erfl, COAepXallux MMaHOBYK WM OTYETHYH [OKyMEeHTauuio,
yKa3blBaeTCa Nepuo Ha (3a) KOTopbI COCTaBMeHbI MNaHbl (OTYETHI).

182. B HOMeHKnaTypy Aen BKYalTCcsa Takke Aena BpeMEeHHO OAEUCTBYIOLLMX OpraHoB (KOMUCCUA, COBETOB
W Opyrux), He 3aKOHYEHHbIE MPOU3BOACTBOM Jerna MpoLwnbiX feT (nepexogswime Aena) u gena ¢ JOKyMeHTamu,
NoCTynuBLUME M3 OPYINX OPraHOB BHYTPEHHUX OeN, OpraHn3auuin ansi NpoAoimKeHUst ux seaeHus. Nommmo gen B
HOMEHKNATYpPy AeNn BHOCUTCA XXypHan y4YeTa >XXypHaroB U KapTOTeK.

Mepexogsiwmne gena BHOCATCA B HOMEHKNATypy [Oen credylollero roga 3a MnopsgkoBbiM HOMEPOM B
HOMEHKMNaType Aen TekyLlero roga.

lMocne BBeoeHUSA B 4ENCTBME HOBOM HOMEHKNATYPbl AeN AenaeTcs oTMeTKa B HOMEHKNaType Aen UCTEKLLero
roga o nepeperucTpauumm nepexogsawero gena: "lNepexogsuiee, segetcac__ roga".

183. [ononHuTenbHbIE TOMa AEN N HOBbIV XYypHan y4eTa XXypHaroB 1 KapTOTEK BHOCATCS B HOMEHKNATYpy
Jen no mepe MuX 3aBefeHusd C YykalaHumem damunmum COTPyAHWKa, OTBETCTBEHHOro 3a ux BefgeHue. [lo
3aKOHYEHHbIM genam (Tomam Aern) B HOMEeHKnaType Aen npous3BogaTcs 3anucu O gate OKOHYaHusl BeAeHus gena
(Toma pena), KonuyecTBe NUCTOB B HEM U OPYrMX HEOOXOAMMbIX AaHHbIX. Ecniv B TeyeHue kaneHgapHoro roga
BO3HMKaET HeOOXOAMMOCTb B 3aBeOEeHMM HOBbIX OEfl, OHU BHOCATCA B HOMEHKNATypy Aen OOMOSNHUTENbHO, AN
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Yero B KaXk[OM pasfernie HOMeHKNaTypbl Aen Npu ee hopMMPOBaHMM NpeaycMaTpuBaloTCs pe3epBHble HoMepa.
184. N3ameHeHVss B HOMEHKNaTypy Aefl BHOCATCHA B YCTAaHOBIIEHHOM MOpPsiAKe C paspelleHns pykoBoauTens
(HayanbHWKa) opraHa BHYTPEHHMX [Jen Mo NPeACTaBMNeHuo pykoBoauTenei (HayanbHUKOB) CTPYKTYPHbIX
nofApasfenieHnin opraHa BHYTPEHHWX Aer.
185. CpoKM XpaHeHUs [ern OnpefensioTcs B COOTBETCTBUM C TMEPEYHSIMU [OOKYMEHTOB, B KOTOPbIX
YCTaHOBIEHbI CPOKMN MX XpaHEeHUsA<1>,

<1> Tlepe4yeHb OOKYMEHTOB, 0DpasylLuxca B OesATEeNbHOCTU noapasgeneHun MuHucTepcTBa, OpraHoB
BHYTPEHHUX [en, YyYpexaeHun, npeanpuaTuin u  opraHmsaumi cuctembl MuHUCTEpCTBa BHYTPEHHUX Aen
Poccuiickon ®egepaunn, ¢ ykazaHMeM CPOKOB XpaHeHUs!, yTBepXXAeHHbIn npukazom MB[ Poccuu ot 12 masa 2006
r. N 340.

186. He nognexart BKMIOYEHUO B HOMEHKNaTypy Oen Kakve-nubo oTAenbHble AOKYMEHTbl ANUTENbHOro
CpOKa UCMOMNHEHUs, ferna onepaTMBHOIo y4eTa 1 aena HabnwoaaTenbHoro xapakrepa.

187. Mo OkOHYaHWW OenonpoM3BOLACTBEHHOIO roga B KOHLE HOMEHKNaTypbl Aefn NMpou3BoauTCHA 3anmcb O
KONMM4ecTBe 3aBefeHHbIX Aen M TOMOB [efl, OTAENbHO MOCTOSIHHOIO M BPEMEHHOrO CPOKOB XpaHeHus u gen,
nepexogdawmnx Ha cneayLwmnn rog, Kotopasi 3aBepsieTcs NOANUCBHI0 PYKOBOAUTENS (HavanbHUKa) noapasaeneHus
Oenonpov3BOACTBa U peXxuma Unu nmuom, OTBETCTBEHHBIM 3a BeJeHWe HOMEHKNnaTypbl Aen. VToroBble AaHHble
coobLatoTcsa B COOTBETCTBYHLLEE Noapa3ferneHne cneygoHaoB.

188. Mo genam, KoTopble Mo KakMM-nMbOo NpuynHaMm B TEYEHME rofa He 3aBoaunuck, B rpadge "lMpumeyanune”
HOMeHKNaTypbl Aen genaetca 3anuck "[leno He 3asoannock”.

189. lNMocne rogoBon NPOBEPKM HanMMuMsl 4OKYMEHTOB HOMEHKIaTypa gen npuobLiaeTcs B HOMEHKNaTypHoe
aeno.

190. BHOBb cO3gaHHOe CTpPyKTypHOe nogpasgeneHne o6s3aHO0 B MeCsYHbIA  CPOK paspaboTatb
HOMEHKNaTypy Aen 1 YTBepAuTb ee B YCTAaHOBIEHHOM MOpPSAKe.

dopmupoBaHue 1 oopMneHne gen

191. ®opmMupoBaHNeEM en Ha3biBaeTCst rPYNMNUPOBKAa UCMOSTHEHHbIX JOKYMEHTOB B [ena B COOTBETCTBUMN C
HOMeHKNaTypon aen.

HomeHknaTypHble gena popmupytotcs:

npwv LLeHTpan1M3oBaHHOM BEe4EHUMN OETONPON3BOACTBA - NOApa3fAerieHMeM Aenonpom3BoACTBa U PEXNMA;

npu AeLeHTpanvM3oBaHHOM BeOEHUW AOenonpouM3BOACTBA - KaK CTPYKTYPHbIMW MOApas3feneHusiMu opraHa
BHYTPEHHUX Aen (nvuamu, OTBETCTBEHHbIMM 3a BedeHue Aen), Tak U noppasgeneHvemM [eronpou3BOACTBa U
pexunma.

192. BeneHue n xpaHeHue Aen HEMocpefCTBEHHO COTPYyOAHUKAMW CTPYKTYPHbIX MOApasferieHuid opraHa
BHYTPEHHUX Aen JONYCKaeTcs C NMMCbMEHHOro paspelleHnsi pyKoBOAUTENS (HavyanbHuKa) opraHa BHYTPEHHUX Aen
Mo cornacoBaHuIo C pykoBoauTenem (HavyanbHWKOM) nogpasaeneHnsa 4enonpomM3BoacTea U pexmma.

193. dopmumpoBaHme aen ocyLlecTBNAeTCA B COOTBETCTBMM CO criegyommm obL My npasunamu:

B [eno MOMEeLalTCs TOMbKO WCMOMHEHHbIE AOKYMEHTbl OAHOrO KaneHAapHOoro roga, 3a WCKYeHuem
OOKYMEHTOB, NepexoasLLUnX CPOKOM UCMONHEHNST HA CNEeAYIOLWNIA roA;

3anpeLlaeTcs noMeLwaTb B OOHO Aeno AOKYMEHTbI MOCTOSIHHOTO M BPEMEHHOIO CPOKOB XPaHEHUs!, NULLHNE
3K3EeMMASPbI, YEPHOBUKM, LOKYMEHTbI, MOANeXallne Bo3Bpary;

no o6bemMy Aeno He JOIMKHO NpeBbiwaTh 250 NUCTOB U 4 CM MO TOSLUMNHE;

npyv HanMuuu B gerie HeCKONbKMX TOMOB (Y4acTel) K HOMepy (MHAEKCY) M 3arofloBKy Aefla Ha Kaxaom Tome
pobasnsatotca nomeTtkn "1. 1", "1. 2" 1 panee;

OOKYMEHTbl BHYTPWU Aena pacronaratoTcsl B XPOHOMNOrMYeCKon, BONPOCHO-II0rMYeCcKon nocrneaoBaTeibHOCTH
WUNN NX COYeTaHMKn, JOKYMEHT-OTBET MOMELLAETCHA 3@ LOKYMEHTOM-3anpocoM (3a UCKMOYEHMEM NUYHBIX Aer, rae
OOKYMEHTbI pacroniaratoTcs no Mepe ux NoCTynneHus);

B Aenax ohopMIistoTCA BHYTPEHHUE ONUCU JOKYMEHTOB, HAXOASLMNXCA B AENE;

Nnpukasbl M pPacrnopsbKeHUs rpynnuMpyloTca B Aena Mno BuaM M XPOHOMOrMM C OTHOCALUMMUCS K HUM
NPUNOXEHNSMU;

NpuKasbl MO OCHOBHOW AEATENbHOCTU rPYNMNMPYIOTCA OTAENBHO OT NPUKA30B MO NIMYHOMY COCTaBYy;

B OTAenbHble [fJena no XpOHOMOrMM, B 3aBUCUMOCTM OT BuAa [AOKYMEHTOB, (QOPMUPYIOTCA KOMUK
depepanbHbIX 3akoHOB, akTtoB [lpeangeHta Poccuiickon ®epepauumn, aktoB [lpaBuTenbctBa Poccuinckon
denepalmMm 1 BbINUCKU U3 COOTBETCTBYIOLLMX NPOTOKONOB 3acefaHuin MNpasutensctBa Poccuiickon ®enepauuu
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unu ero MNpeaunguyma;

NPOTOKOMbI U MaTepuarnbl K HAM (hopMUpylOTCS B OTAENbHbIE Aena, NPOTOKONbI B Aerne pacnonaralTcs B
XPOHOMOrMYeckoM nopsgke no HoMepam, OOKYMEHTbl K NPOTOKOnam, CrpynnupoBaHHble B OTAerNbHble Aena,
CUCTEMATU3UPYIOTCH NO HOMepam NPOTOKOIIOB;

YTBEPXKAEHHbIE MMaHbl, OTYETbI, CMETbI, NUMUTLI, TUTYMbHbIE CMUCKU U ApYyrMe OOKYMEHTbl rpynnupyoTca
OTAENbHO OT MPOEKTOB;

NnnaHoBble U OTYETHbIE JOKYMEHTbI BKMOYAOTCA B iena TOro roga, K KoTOpOMY OHM OTHOCSTCS, HE3aBUCUMO
OT AaTbl X COCTaBNEeHUsA N NOCTYNNEHNS;

nepcrnekTuBHble NnaHbl paboTbl hopMUpyOTCA B Aena nepBoro roga OeNCTBUA MMaHoB, a OT4eTbl 06 ux
BbINOMHEHWM - B Aena NocrneaHero roga;

nucbMa W 3asiBNEHUs rpaxaaH, 3anpockbl couuanbHO-NPaBoOBOro Xxapakrepa (opmMupyloTcs B OTAErbHbIE
Aena BMecTe C Matepuanamu no nx pacCMoTPEeHNIo;

npu BO30OOHOBMEHWM MNEPENUCKM MO OnpederneHHoOMYy BOMPOCY, HadaBlencsa B npeabigylieMm roay,
OOKYMEHTbI BKMNIOYaKTCA B ero TeKyLlero rofa ¢ ykasaHuem uHaekca gerna npegbiayliero roga.

194. Tlpn npueme MWCNOSNIHEHHbIX OOKYMEHTOB MpPOBEPSETCS MNPaBUIIBHOCTb WX OdopMIieHNs (Hanuuve
nognucewn, Bu3, OTMETOK 006 UCMOMHEeHUW, AaT, HOMEPOB U 3aBEPUTENbHBLIX HAAMNMUCEN), NPaBUITbHOCTb PaCChINKN,
HanpaBneHnsa JOKYMEHTOB B ferna 1 Hanudne daMunuii UICNonHUTenen JOKYMEHTOB, a Takke COOTBETCTBUE rpuda
orpaHuyYeHus OocTyna OOKYMEHTOB rpudy CeKpeTHOCTUM fena, KONMMYEeCTBO NIMCTOB M Hanuuve ykasaHHbIX B
OOKyMeHTe npunoxeHuin. Cpok nepegayun UCNorHUTENeM 3aKOHYEHHOro OeronpounsBoACTBOM AOKYMEHTa B Aeno
He gomkeH bbiTb 6onee 10 gHew.

HeucnonHeHHble, noanexaiue BO3BpaTy, HeMNpaBuiibHO OMOPMIEHHblE AOKYMEHTbl Ha MOAWMBKY He
NMPUHUMAIOTCS.

195. HecekpeTHble OOKYMEHTbl MOAWMBAKOTCHA C COBEPLUEHHO CEKPETHbIMW W CEKPETHbIMUW, €CIN OHM
COOTBETCTBYIOT 3arofioBKy HOMEHKIaTYpHOro Aena.

[OKyMeHTbI, umetoLme NpUoXeHus, Npu NOALWMBKE B AErN0 BHOCATCA BO BHYTPEHHIOW OMNWCb OOKYMEHTOB,
HaxoOsalWKMXca B Aene, Kak ogHa Mno3vuus, OTMETKM O Hanuyuu NpUroXeHuin, B TOM YMCIE U HECEKPETHbIX, BO
BHYTPEHHEN ONNCKU JOKYMEHTOB, HaXOAALWUXCH B Aerne, U 3aBepuTeribHOM NUCTe He AenarTcs.

196. Jena 3aBogATCA TOMbKO MO Mepe MOCTYNNEeHWs Ha NOALWMBKY NEepBOro MCMOMHEHHOro AOKYMeHTa u
BblJalOTCS N1l am, OTBETCTBEHHbIM 3a UX BeeHUe (COXpaHHOCTb), Mo NOANUCh B HOMEHKNaType Aen C ykasaHuem
Oarbl.

197. Bce 3aKOHYEHHbIE NPOM3BOACTBOM Adena (Toma Aern) peructpupyotces (6epyTcs Ha MHBEHTaPHbIN yyeT)
B XXypHane yyeTa 3aKOHYEHHbIX NMPOW3BOACTBOM fAern. Kaxabli TOM Aena pernctpupyeTcs B >KypHane ydeTta
3aKOHY€HHbIX NPOM3BOACTBOM Aen 3a OTAENbHbIM HOMEPOM, KOTOPbIV NPOCTAaBMAETCS Ha ero OOMnoXKe.

OcHoBaHuem Onis 3aBegeHns BTOPOro M NocregyroLmnx TOMOB Aena SBrseTcsl NOCTaHOBKa nNpeabigyLlero Ha
WHBEHTapHbIN yYeT B XypHarne 3akOHYEeHHbIX NPON3BOACTBOM Aer.

3anpeLyaeTcst ogHOBpPEMEHHOE BeAEHNE HECKOMbKMX TOMOB Aer.

198. Mo 3akoHYeHHOMY NPOM3BOACTBOM Aeny (TOMY Aerna) B HOMEHKNaType Aen UCMNONHUTENEM MU fMLOM,
OTBETCTBEHHbIM 3a XpaHeHue fena, AenaeTcsa 3anucb C ykasaHuWem [faTbl OKOHYaHusA dena (Toma pgena),
KOnmMyecTBa NNCTOB B HEM W APYrMX HEOBX0ANMBIX AaHHbIX.

BTopble u nocnegyioLwimMe ToMa BHOCATCA B HOMEHKNaTypy Aen no Mepe ux 3aBedeHuns oTaernbHOW CTPOKOW,
3a HOMepoM pfena, 4YTO MOATBEpPXOAaeTCs B HOMEHKNaType noanuCbio fvua, OTBETCTBEHHOro 3a BefdeHue
(coxpaHHOCTb) TOMa, C Yka3aHWeM faTbl ero 3aBeAeHus.

199. KoHTponb 3a npaBunbHbIM  (OPMUPOBaAHWEM [en  OCYLWeCTBAsSeTcs  noapasgeneHvem
Aenonpous3BoacTBa U pexuma.

200. OcbopmrieHNe Jen OCYLLECTBNAETCA NPW WMX 3aBedEeHMM M MO OKOHYaHWW rofa M BKMYaeT B cebs
KoMMrekc paboT, NpoBOAUMBIX MO3TAMHO: ONMcaHue [fena Ha obnoxke; NpuoblieHMe OOKYMEHTOB B [eno;
npocTaBneHve Hymepauu NUCTOB B Aiene; CoCTaBNeHne 3aBepuTenbHOro NMcTa U BHyTPEHHEN ONUCU JOKYMEHTOB
Jena no yctaHOBreHHOW hopmMe; NOALUUBKY Unn nepenneT gena.

OdopmneHmne gen nponsBoanNTCS COTPyAHMKaMKN, OTBETCTBEHHbIMY 3a BeAeHWe aern.

201. Ha obnoxke pgena ykasbiBalOTCHA: rpud CEKPEeTHOCTU, COOTBETCTBYIOLUMA HaWUBbICLUEN CTEMNeHu
CEeKpeTHOCTWN JOKYMEHTOB, HAXOASALMXCA B HEM, MOSTHOE U COKpaLLEeHHOe HauMeHOBaHWe opraHa BHYTPEHHWX Aen
N CTPYKTYPHOrO noapasgenexHuns; Homep gena u Toma, 3arofioBok gerna, gaTa 3aBegeHus U OKOHYaHus gerna, Cpok
XpaHeHUs, UHBEHTapHbIN HoMep. Ha aenax NnoCTOAHHOIoO XpaHeHUsa nomellaeTcs Haanucb "XpaHuUTb MOCTOSHHO".

HanmeHoBaHMe opraHa BHYTPEHHMX OeNn yKasblBAETCA MOJSIHOCTbIO B MMEHUTENBbHOM Najexe, B ckobkax -
odulmnanbHO NPUHATOE COKpaLLeHHOe HanMeHoBaHWe. HanmeHoBaHWe CTPYKTYpHOro nogpasaeneHns npuBoaunTcs
B COOTBETCTBUM C YTBEPXKAEHHbIM LUTATHLIM pacnucaHueM opraHa BHYTPEHHUX Aen. 3arofioBOK U CPOK XpaHeHUs
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Aena nepeHocATcsl U3 HOMEHKNaTypbl Aen.

B 3aronoBkax pen c pacnopsagutenbHbiIMM - OOKYMEHTaMu  yKasblBaloTCAd BUO AOKYMEHTOB MW UX
XapakTepucTuka (MOOSIMHHUKA UK KOMnK).

202. [lata 3aBegeHusa gena, npocTaBnsiemas B HOMeHKNaType Aen u Ha obrnoxke gena, COOTBETCTBYET AaTe
cnucaHus B [eNo NepBOro OOKyMEHTa, MOCTYNUBLUErO Ha MOALWMBKY, @ daTa OKOHYaHus - JaTte cnucaHus
nocrnegHero JOKyMeHTa.

Ha pgenax ¢ npoTokonamu 3acefaHui KOnsmerun, CoBeLlaHnin NPOCTaBnsAoTCs AaTel NPOBEAEHMS NEPBOro U
nocrneaHero 3acegaHui.

Ha genax ¢ HopMaTUBHBIMW MPaABOBLIMU akTaMy MPOCTAaBAOTCH AaTbl UX YTBEPXAEeHWUS (NoanucaHus), a Ha
Aenax ¢ otyeTamu - gaTbl YTBEPXKAEHUS.

Ecnn B gene umeroTcs OOKYMEHTbl 3a Gonee paHHue rodbl, Ha ero 0bnoXke MOA4 KpanHUMKM AaTtamu
OOKYMEHTOB AernaeTtcs oroBopka: "VimeloTca AOKYMeHTbl 3a__ rogbl", a npu HeobxogMmocTu nocrie 3aronoBka
yKa3blBalOTCA Takke HaMMEHOBaHWSA 3TUX JOKYMEHTOB.

203. OgHOBPEMEHHO C OEernoM 3aBOAMUTCS KapTodka yyeTa Bbldauu gen<1>, KoTopasi XpaHuUTCS B KOHBepTE,
NMPWKNEEHHOM K BHYTPEHHEN CTOPOHE 06MOXKM Aena. Ecnn kapToyka NoNHOCTLIO 3anofiHeHa, TO 3aBOAMTCS HOBast
KapToyka, koTopas npuodLLaeTcst K 3anoSyIHEHHOW KapTOYKe, U OHU XPaHATCS BMecTe C AerioM. 3anosiHeHHas
KapTo4yka BHOCMTCS BO BHYTPEHHIOK OMWUCb JOKYMEHTOB, HAXOASLNXCSA B AeNe, HUXKE ee UTOroBOW 3arnucu, HO He
HymepyeTcsi U NUCTOM Jena He cuyuTaeTtcs. [pu coade B nogpasgeneHuve cneuuvanbHbiX OHOOB KapTouka
OoCTaeTcs B NoApasaeneHnun 4enonpon3BoACTBa U pexuma.

<1> KapTtouka yyeTa Bbldayn Aen UMeeT PEeKBU3UTbI, aHasNOrM4yHble KapTOYKe ydeTa Bblgayn HocuTenen
CBEOEHUN, COCTaBMAKLNX FOCYyaapCTBEHHYO TanHy (dopma 23, yctaHoBreHHas VIHCTpykumen no obecneveHuro
pexunma CeKpeTHOCTM B opraHax BHyTpeHHMX gaen Poccuiickon Pepepaumm, yTeepkaeHHon npukasom MB[, Poccun
ot 11 mapTa 2012 r. N 015 (3aperunctpmpoBaH B MuHiocte Poccun 15 mas 2012 roga, permctpaumoHHbii N 24160).

204. Ha obopoTe obnoxkn gena (Toma gena) unm Ha OTAENbHOM NNCTE, XpaHsiLeMcs B gene (Tome gena),
yKa3blBaeTCs CMMCOK COTPYAHMKOB OpraHa BHYTPEHHMX Aen, KOTOpbIM pa3peLleHo 03HaKoMIeHne ¢ AefnioM (TOMOM
Aena). YkasaHHbI CMMCOK MOAMMCLIBAETCA pyKOBOAMTENeM (HayanbHMKOM) TOro CTPYKTYPHOro noapasgeneHus,
OOKYMEHTbl KOTOpPOro rOALIMBAOTCA B [ero, M 3aBepsieTcd NoAnuCbio  pykoBoauTens  (HavarnbHuKa)
nogpasneneHnss 4enonpovsBoacTBa U pexuma. M3ameHeHMs B CMMCOK BHOCATCS C paspelueHusi pyKoBOAUTENs
(HavanbHVKa) nogpasfeneHus OenonpousBoAcTBa U pexuma Nno NpeacTtaBneHuio pyKoBOAMTENS (HayvanbHUKa)
CTPYKTYPHOrO noApasfeneHus.

205. Bce nogwmTble B gerno (Tom gena) JOKYMEHTbl HYMepyrTCs MONMMCTHO apabckumu umdpamu. Homepa
FINCTOB NPOCTAaBMATCA MNPOCTbIM KapaH4alloM B NpaBOM BEpPXHEM Yriy KaX4oro nucra BHE TeKCTa AOKyMeHTa.
Ha3BaHnsa OOKYMEHTOB M COOTBETCTBYHOLLME ITUM AOKYMEHTaM HOMepa MMCTOB AeNa BHOCATCH BO BHYTPEHHIO0
OMNMCb AOKYMEHTOB, HaxodsLMXca B Aene.

JInCTbl BHYTPEHHEeW onucu OOKYMEHTOB, HaxoOAWMXCS B Aene, HYMEpPYITCA OTAENbHO M NMoMeLlaloTcs B
Havane gena.

WcnpaBneHns BO BHYTPEHHMX OMUCAX AOKYMEHTOB, HaAXOASLMXCA B Aerne, oroBapyBaloTCs W 3aBepsAoTCs
noAnucAMN ABYX COTPYAHUKOB nogpasaeneHns 4enonpon3BoAcTBa U pexnma.

206. Mo okoH4YaHWW BeaeHws gena (Toma gerna) B KOHUE BHYTPEHHEW ONMcKU OOKYMEHTOB, HaxoOdAWMUXCs B
Aene, Npou3BOAUTCHA UTOroBas 3anucb, B KOTOPOW Lndpamm U NPONUCHI0 YKa3biBaeTCs KONMMYECTBO BHECEHHbIX B
Hee AOKYMeHTOB (Hanpumep: "Bcero BO BHYTPEHHIOK OMNWCb BHECEHO AOKYMEHTOB Ha nuctax").

[aHHasa 3anvcb 3aBepsieTCs MOAMNUCHI0 COTPYAHMKA, OHOPMUBLLErO OMWUCb, C yKazaHWeM ero LOSKHOCTMH,
MHULManoB 1 haMumu.

207. 3akoH4YeHHOe npowusBoAcTBOM Aeno (Tom gena) npowwuBaeTcs  (cObpowlopoBbiBaeTcs) WU
oneyaTblBaeTcs. Ha 3aBepuTenbHOM nucte, NoglLIMBaEeMOM B KOHLUEe Aena (Toma dena), Npou3BOAMTCH 3anucb O
KonnyecTBe NUCTOB, NOALINTLIX B A4eno (TOM Aena), KoTopas 3aBepseTcs NOANUChI0 COTPYAHMKA, 0hOPMNSAIOLLIEro
aeno (Tom gena) (Hanpumep: "Bcero B geno noawnTo fMCTOB, KPOME TOro, BHYTPEHHSAS ONUCb Ha___ nmcTax").
3aBepuTenbHbIN NIUCT HE HyMepyeTcs.

[okymMeHTbl B gene NOALMBaOTCS Ha YeTbipe NpoKona B TBEPAYH OBMOXKY M3 KapTOHa 1nn nepenneTarTcs
C ydyeTom obecneveHns BO3MOXHOCTU CBOOOAHOMO YTEHUs TeKcTa BCex N1CToB. Npu nogrotoBke Aena K NofLmBke
(nepenneTy) meTannuyeckne ckpenneHus (Gynaeku, CKPEnkn) N3 AOKYMEHTOB YAaNsIOTCS.

B Hauvane pena, nognexaiiero nepepadve B nogpasgerneHuve crneudoHOoB, nepen BHYTPEHHEN OnucChbio
AOKYMEHTOB MoALLNBAETCS NIMCT UCMONb30BaHNSA LOKYMEHTOB, KOTOPbIV HE 3aMonHseTcs.

208. ena co OHA wx 3aBedeHWss OO0 nepefayn B nogpasgeneHus crneuuvanbHbiX (OHOOB MMM Ha
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YHUUTOXEHME XPAHATCS N0 MECTY NX (PopMUPOBaHUS.

209. [ena cuuTaloTca 3aBEeAEHHbIMU C MOMEHTA BKIOYEHUS B HUX MEPBOr0 MCMOMHEHHOrO0 AOKYMEHTa.
lMocne wCNonHeHWst OOKYMEHTOB WM OKOHYaHus paboTbl C HUMM OHWM MOMeLarTcs (NoalmnBaloTcs) Ans
obecneyeHnst PUINYECKON COXPAaHHOCTU B TBEPAbLIE OBITOXKM NN Nanku-perncTpaTopbl.

210. [JokyMeHTbl (hOpMMPYEMOro Aenia B TedeHMe TeKyLero roga Moryt nofwmBaTbCs C UCMNOSIb30BAHUEM
CKOpPOCLUMBATENS WM XPaHUTbCS B Manke ¢ KrnanaHamu, a no OKOH4YaHuM roga - nogwmBaTtbcs B geno. B Takmx
Aenax BegeTcsl BHYTPEHHSAS ONUCb OKYMEHTOB, HAaxoasWmxcs B aene, n odopmnsieTcs obnoxka gena.

Mpn HeobxoOMMOCTM COTPYOHMKaM BblOAKTCA W3 3TUX Oen AOKYMEHTbl, KOTOpble HEeNnocpeACTBEHHO
OTHOCATCA K UX cnyxebHon peatenbHocTW. [lpn STOM B KapTOyKke y4veTa BblgayuM HOCUTENEW CBeaeHUn
NPOCTaBNATCA PEMMCTPALNOHHBIN HOMEP BbIAAaHHOIO JOKYMEHTa, HOMEp 3K3eMnnsapa U KONUM4eCcTBO ero NIMCTOB.

211. [dena BblgaloTCa COTPYOHMKAM, KOTOPbIM pa3peLleHO O3HAKOMSIEHWE C HUMM, NO4 NOANUCH B KapTOYKe
yyeTa Bblgayu gen n noanexat Bo3BpaTy [0 KOHUa Tekyuwero pabouvero gHsa. o ykaszaHHbIM KapToukam
noapasgeneHve OenonpouMsBoAcTBa U pexuMmMa unu nuuo, OTBETCTBEHHOE 3a BedeHue Aena, ocylecTenser
KOHTPOJb 3a CBOEBPEMEHHbLIM BO3BpaLLEHNEM Aenn.

OTaenbHble AOKYMEHTbI M3 Aena MOryT BblaaBaTbCsl Ha 6onee ANUTENbHbIN CPOK.

212. Bblgaya gen, XxpaHawmuxcsa B CTPYKTYPHOM noAapasgeneHu, Apyrum nopasaeneHusam npom3BoamTcs
paspeLleHnsi pyKoBOAUTENS (HavarnbHMKa) CTPYKTYPHOrO nogpasgenieHns opraHa BHYTPEHHUX Aen. Ha BbigaHHoe
Oeno 3aBoauTcs KapTa-3aMecTUTenb<1>, nomellaemas Ha MeCTO BblJaHHOro gdena. B Hen ykasbiBatoTcs
CTPYKTYpHOE nogpasfeneHue, UHAEKC Aena, gaTta ero Bblgayu, KOMy Aerio BblAaHO, AaTa ero BO3BpalleHus,
npeaycMmaTtpuBalTcs rpadbl 4111 OTMETOK O NOSTyYeHUU 1 npueme gena.

<1> KapTa-3aMeCTVITeJ'Ib nMmeeT pekBnU3nTbl, aHarnorM4yHbie KapTovke y4eTa Bblgadun gen.

MHbIM rocygapcTBEHHbBIM OpraHaM WM opraHuM3auvMsaM gena Bbl4atoTCA Ha OCHOBAHMM MX MUCBMEHHbIX
3anpocoB C paspeLleHnss pyKoBOAMTENS (HavarbHUKA) OpraHa BHYTPEHHUX Aen UMM ero 3amectuTens no akram
npuema-nepenayu.

213. UsbaTtne n3 gena (Toma gena) LOKYMEHTOB WNKU nepemMelleHne ux M3 ofgHoro fena (Toma gena) B
Opyroe Npou3BOAMTCSA B UCKMIOUUTENbHBLIX Cry4Yasix C pas3pelleHus pyKoBoaWUTEeNs (HadanbHuKa) nogpasgeneHus
OenonponsBoAcTBa U pexuma. Npu aTom B geno (Tom Aena) noMellaeTcs cnpaBka-3amectutenb<1>. B cnydae
€Cnv JOKYMEHTbI U3 fen nabimatotcst 6e3B03BpaTHO, BO BHYTPEHHEN OMUCK OOKYMEHTOB, HAaXOASALMXCS B Aene, 1
yYeTHbIX hopmax genarTcs COOTBETCTBYIOLLME OTMETKMN.

<1> dopma 54, yctaHoBneHHasa NHCTpyKumen no obecneyeHnto pexmnma CeEKPeTHOCTM B OpraHax BHYTPEHHUX
pen Poccuiickon ®depepaunn, yTtBepxaeHHon npukasom MBI Poccum ot 11 mapta 2012 r. N 015
(3apeructpupoBaH B MuHtocte Poccum 15 mas 2012 roga, permctpauunoHHbeii N 24160).

Mpn n3baATUN M3 Oen OOKYMEHTOB, 3aperMcTpMpoBaHHbIX MO XypHanam (KapToykam) ydeTa npoLunbiX feT,
OHW OOIMKHbI BbITb BHOBb 3aperncTpypoBaHbl B XXypHane (KapTouke) yyeTa TekyLlero roga ¢ oTMeTKon 06 aTom B
crnpaBke-3amecTuTene.

CnpaBka-3amecTuTenb MNoAMNUCbLIBAETCA COTPYLOHMKOM noapasaeneHns Aenonpov3BoAcTBa U pexuma wu
pykoBoauTenemMm (HavanbHWKOM) CTPYKTYPHOro noapasferieHusi opraHa BHYTPEHHUX Aerl, C COrnacusi KoToporo
n3bIMalTCa OOKYyMeHTbl. OTMeTku B gene o6 M3MEHEHMM KOnuMyecTBa NMCTOB Npu 06e3BO3BpaTHOM U3bATUM
OOKYMEHTOB Mpomn3BoadATcst Ha obnoxke gena, BO BHYTPEHHEN ONUCU JOKYMEHTOB, HaxoOsWMXcst B gene, u Ha
3aBeputenbHOM nucTe. MNMpu n3bATUM JOKYMEHTOB NUCTLI Aena He NepeHyMepOoBbIBalOTCS.

214. B KaXgoM CTPYKTYpPHOM MnoApasgefieHuMn BblOENATCA COTPYAHMKN, OTBETCTBEHHbIE 33 COXPAHHOCTb
OOKYMEHTOB 1 (hopMUpOBaHue ux B Aena.

215. lna obecnevyeHns COXpaHHOCTM U yyeTa OOKYMEHTOB M Aerl, AOCTyna K HMM MPOBOAUTCA KOMIIIEKC
paboT:

co3faHue onTUMarbHbIX TEXHUYECKUX (PU3NYECKMX) YCITOBUI XpaHEHWSI JOKYMEHTOB U Aen;

npoBepka HanM4yus N COCTOAHNSI JOKYMEHTOB U A€en;

cobntogeHne nopsaka Bbligavm aen.

216. [lena pasmeLuaoT B paboymx KOMHaTax unm cneumanbHO OTBEAEHHbIX ANs 3TOW Lenv NOMeLLEHMAX Ha
cTennaxax, B 3anuparowmxcsa wkadax, cendax, 4tobbl obecneuntb X COXPaHHOCTb WM 3alUMTy OT BO3AENCTBUS
MbIIN M CONMHEYHoro ceeta. [lena gns Mx yyeta u ObICTPOro moucka pacrnornaralTcs BepTUKarnbHO, KopeLukamu
HapyXy M B COOTBETCTBMM C HOMEHKNaTypon pfen. Ha kopelwkax obnoxek Aen ykasblBalTCA WMHAOEKCHbI MO
HOMeHKNaType gen. Boinvcka n3 HOMeHKNaTypbl Aen NOMeLaeTca pSaoM CO CTENNaXoM, Ha BHYTPEHHEN CTOPOHe
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wkada (cenda).

217. lNpoBepka Hannuusa U COCTOSHUSA OOKYMEHTOB U Aen NpoBOAMTCA Npu nepemelleHumn (Bo3Bparte) gen,
npu CMeHe pykoBoAUTENS (HavanbHWUKA) CTPYKTYPHOro noapasfieneHuns opraHa BHYTPEHHUX Oefl, PpyKOBOOMTENS
(HavyanbHVKa) noapasgeneHvs Lenonpou3BOACTBA U pexuma, MNpyu peopraHusaumm W NUKBMAALMM OpraHa
BHYTPEHHUX AeN UMK ero CTPYKTYPHOIo nogpasaeneHus.

lMpoBepka HanMuus NPOBOAMTCS MYTEM CBEPKM CTaTen HOMEHKNAaTypbl AeN C onncaHnem Aen Ha obroxke, a
duanyeckoe COCTOsIHME Aen onpepensieTcs nyTemM MX BM3yarbHOro npocmoTpa. Bce oBHapykeHHble HegocTaTku
OUKCUPYIOTCS B aKTe NPOBEPKN HanM4nsl N COCTOSAHUS Aen.

218. 3akoH4YeHHble NpPOM3BOACTBOM [ena, XypHanbl W KapTOTeKM, a Tawkke HOMeHknatypa pgen
NoAroTaBnMBalOTCA ANSA apXMBHOIO XpaHeHusl B COOTBETCTBMM C UHCTpykumeln no apxmeBHon paboTe B cucteme
MB[ Poccum<1> n Hactosawen WHcTpykumen. HomeHknaTypa Aen, XypHanbl ydeTa XypHanoB U KapTOTek,
3aKOHYEHHbIX NPOM3BOACTBOM AEN, XPaHATCA MOCTOSAHHO.

<50> YT1BepxaeHa npukazom MB[ Poccun ot 15 aBrycta 2011 r. N 935 "O6 opraHusaumm apxmBHom paboThl
B cucteme MB[] Poccun".

219. B cnyyae yTpaTbl JOKYMEHTOB W AeN NpoBoAUTCs CryXeGHasi npoBepka, Mo pesynbTaTtam KOTOpOii
N1LO, BUHOBHOE B yTpaTe, HeCeT OTBETCTBEHHOCTb B YCTAHOBIIEHHOM MOPSIAKE.

MoaroToBka AOKYMEHTOB U e K Nepefaye Ha apxXvBHOE XpaHeHue
JkcnepTn3a LLeHHOCTU U OTOOP AOKYMEHTOB AMS1 XPAHEHUST UMM YHULYTOXEHMS

220. lNpu nogrotoBke HOMEHKNATypbl Aer, B npouecce (OPMUMPOBaHUSA Aer, Npyu MNOAroToBKe Aen K
nepegayve B cneuydoHd B CTPYKTYPHOM MoApasfernieHMyM opraHa BHYTPEHHMX Aen MNPOBOAUTCHA 3SKCnepTula
LeHHOCTWN JOKYMEHTOB.

221. Ona opraHusauuMM W NpoBefeHUs 3KCMepTu3bl LIEHHOCTU AOKYMeHTOoB B MwuHucTepcTBe (opraHe
BHYTpeHHUX aen) cosgaetcs LUIAIMNK MBI Poccum (3K).

MpaBoBon ctatyc LISMNK MB[ Poccuu, a Takke nopsaok ee OeATEnbHOCTUM OnNpeaensioTcs nonoXeHnem o
Hel, yTBepxAeHHbIM npukasom MB[ Poccun<i>. Pewenns LUIMK MB[ Poccum BCTynatoT B cuiy nocrie ux
yTBepxaeHus MuHuUCTpoM, a B HeobxoauMmbIX crydasix - nocne cornacoBaHus ¢ depeparnbHbiM apXMBHBIM
areHTCTBOM.

<1> MNpukas MB[ Poccun ot 15 aBrycta 2011 r. N 935 "O6 opraHusauum apxmBHon paboTtbl B cucteme MB[,
Poccun".

222. JkcnepTusa LLEHHOCTN AOKYMEHTOB NOCTOAHHOIO U BPEMEHHOIO XpaHEeHUS OCYLLECTBNAETCH €XeroaHo.

Mpn npoBegeHUM 3KCNepTU3bl LIEHHOCTM [OOKYMEHTOB OCYLUeCTBAseTcss oTbop Aen: MNOCTOSHHOrO WU
ponrospemeHHoro (cebiwe 10 neT) xpaHeHws Ans nepejayn B noppasgeneHus cneudoHOoB; C BPEMEHHbIMU
cpokamu XpaHeHus M ¢ nomeTkon "[lo MWHOBaHUA HagobHOCTW", nognexawux ganbHewnwemy XpaHeHuio B
CTPYKTYPHbIX NOAPa3aeneHusx; BblgeneHne K yHUMTOXEHNIO Aen 3a npeablayLimne rogbl, CPOKU XpaHEHNUs] KOTOPbIX
NCTEeKNN.

223. OT60p AOKYMEHTOB AN MOCTOSHHOIO XpaHEeHMs NPOBOAUTCS Ha OCHOBAHWMM HOMEHKMAaTypbl Aen nyTem
MONMMCTHOrO MpocMoTpa Aen. B genax MOCTOSHHOIO XpaHeHUs noanexaT M3bATUI0 OyOneTHble 3K3eMMnsipbl
OOKYMEHTOB, YEepHOBUKM, HeOdOPMIMEHHbIE KOMUW [OOKYMEHTOB W He OTHOCALUMECA K BOMNPOCY OOKYMEHThI C
BPEMEHHbLIMU Cpokamu xpaHeHnsi. OKOHYaTeNbHOE peLUueHne No pesynbTaTam 3KCNepTU3bl LLEHHOCTU LOKYMEHTOB
NPUHUMAaET 3KCNepTHas KOMUCCUS.

224. To pesynbTaTam 3KCMEpPTU3bl LEHHOCTU OOKYMEHTOB COCTaBMANTCA ONUCKM Aen OTAenbHO Ha Adena
NMOCTOSIHHOIO, BPEMEHHOro (cBbilwe 10 neT) XpaHeHMs 1 No IMYHOMY COCTaBy, a TakkKe akTbl O BblOENEHUN Oen K
yHUYTOXEHWI0. Ha gena BpemeHHoro (8o 10 neT) xpaHeHus onmMcK He COCTaBNSATCS.

B cneudoHabl gena coarTcs No OnvMcaM yCTaHOBREHHOW hopMbl HE No3gHee YeM vepes NATb fieT nocne
3aBepLUeHns Aen B 4enonpon3BOACTBe.

225. Tpwn coctaBneHuun onucu gen cobniogatTcsa crnegyrowme TpeboBaHms:

Kaxkgoe aeno (ToM, YacTb) BHOCUTCS B ONUCH MO CAMOCTOATENbHbLIM NOPAAKOBBIM HOMEPOM;

rpadobl ONUCK 3aMNoSHAITCS B COOTBETCTBUM CO CBEAEHUSIMU, BbIHECEHHBIMW HA OONOXKY Aena;

O[lMHaKOBble 3arofioBKM Aern, nocnefoBaTeribHO PacnofioKeHHbIX B ONUCK, HEe MOBTOPSAITCH, OCTalbHble
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ofHopoAHble Aena obo3HayaloTcs cnoBamu "TO Xe", Npu 39TOM Apyrve cBedeHMs O Aenax BHOCATCA B OMUCh
MOMHOCTBLIO (Ha KaXX4oM HOBOM JIUCTE OMUCK 3arofloBOK BOCMPOM3BOAMTCS MOMHOCTLIO);

rpacpa onucu "TpumevaHue" ncnonb3yetcsa Ans OTMETOK O Mpueme Oerl, 0COOEHHOCTAX MX (hMU3nM4ecKoro
COCTOSIHMSA, O Nepefadve Aerl CO CCbIIKOM Ha HeobXoAUMBIV akT, O HanM4Mm KONun 1 Tomy nogobHoe.

B koHUe onvcu genaeTcsa UToroBas 3anucb, B KOTOPOW yKasbiBatoTCs (UmMdpaMu U MPOMMCHI0) KONMMYECTBO
4en, YMCnsiwmxcs no onucu, Nepsbi U NOcneaHWi HoMepa Aen no onucK, a Takke OroBapyBalTCs 0COOEHHOCTU
Hymepaumu gen B onvucy (NMUTEpHbIE HOMepPa U NPOoNyLLEHHbIE HOMEpa).

226. Onucb gen CTpPYKTYpHOro nogpasgeneHvs (B ABYX 9K3eMnnsipax) nognucbiBaeT ee cocTaBuTenb C
yKa3aHMeM ero OOSMKHOCTU, MHULMATOB U haMUiMK, COrnacoBbiBaeT pyKOBOAUTENb (HavanbHKK) nogpasgeneHms
Oernonpon3BoACTBa U pexnMa u yTBepkaaeT pykoBoAMTENb (HadamnbHKK) CTPYKTYPHOro noApasgeneHust opraHa
BHYTpeHHuX gen. OauH 3K3eMnnisp onucu nepegaeTcs B nogpasgeneHve cneudoHga BMecTe ¢ genamu, BTOpon -
OCTaeTcsl B CTPYKTYPHOM NoApasfeneHnn opraHa BHYTPEHHUX aenn.

227. OT60p AOKYMEHTOB AMNS YHUYTOXEHUS M COCTaBrieHMe COOTBETCTBYIOLLEro akta NpousBoasaTcs nocrie
COCTaBMEHUS CBOAOHbIX OMUCEN [en MNOCTOSHHOrO XpaHeHUsA. YKa3aHHble Onucu W akTbl OOHOBPEMEHHO
paccmaTpuBaloTCA Ha 3acefaHum IKCNEepPTHOW KOMUCCUN.

YHn4YTOXEHNE OOKYMEHTOB U el C UCTEKWNMU CPOKaMU XpaHeHUsA

228. B opraHax BHYTpPEHHUX Aen OOSKeH ObiTb YCTaHOBMEH MNOPSAOK YHUUYTOXEHWS AOKYMEeHTanbHbIX
mMaTepuanos, WCKMYaloWNA O3HAKOMMEHWE C HUMW MOCTOPOHHMX INWL, HEMOMHOEe WNW CryyYyamHoe UX
YHUUTOXEHWE.

229. YHWUTOXEHWIO MoanexaT yTpaTuBLUME NPaKTU4eckoe 3HayeHne M He MMeloLmne UCTOPUYECKON WIu
WHOM LEHHOCTU<1> [OOKYMEHTbl, Aena, u3gaHus, TeXHUYECKMe [OOKYMEHTbl, MAEHKA W JNEeHTbl C MarHWTHbIMU
3anMcsiMy 1 TOMy NoJo6Hoe<2>.

<1> lNopsaaok NpoBeAeHUs 3KCNepTu3bl LLeHHOCTU ycTaHasnueaeTcda npukasom MBI Poccun ot 15 aBrycta
2011 r. N 935 "O6 opraHunsaumm apxmeHon paboTel B cucteme MBL Poccun”.
<2> [lanee - "goKkymeHTanbHble MmaTepuanbl".

230. HecekpeTHble AOKyMeHTamnbHble MaTepuanbl M MaTepuansl, cogepxawme cnyxebHble cBeaeHus
OrPaHUYEHHOro pPacnpoCTPaHEHUsl, MOrYT BKMIOYATbCA B aKTbl Ha YHUYTOXEHWE aHanornyHbIX [JOKYMEHTOB,
cofepXalmnx cBeeHns, COCTaBNSALWMNe rocyaapCTBEHHYIO TalHy.

231. [dokymeHTanbHble MaTepuanbl YHUYTOXAOTCS Ha OCHOBaHWW peLUeHUs 3KCMEepPTHOM KOMWUCCUM,
YTBEPXXAEHHOIO B yCTAHOBIIEHHOM MOPSAKeE.

232. Ha gokymeHTanbHble Matepuanbl, OTOOpaHHble ANS YHUYTOXEHWs!, COCTaBNAOTCA COOTBETCTBYOLLMNE
aKTbl 00 YHWYTOXEHUM AOKYMEHTOB, Aerl, MpPaBOBbiX aKTOB W u3gaHui (npunoxeHus N 49 - 51), koTopble
NOANUCLIBAOTCH YNeHaMn KOMUCCUM 1 YTBEPXKOAIOTCS pykoBoauTeneM (HayanbHUKOM) opraHa BHYTPEHHUX den.

233. B cnyyae ecnn u3 oOTOGpaHHbIX ANS1 YHUYMTOXEHWUS Oen M3bIMalTCs OTAEenNbHble JOKYMEHTHI,
Heobxooumble ANg ganbHenwen paboTbl, B akTe yKasbiBalOTCA MX pPerncrpaumoHHble HOMepa U HanMeHOBaHUs,
HOMepa Aen, U3 KOTOPbIX OHW U3bSATHI, U HOMEPa NUCTOB, a Takke Aena, B KOTopble OHW NOALNTLI, HOMEpPa fNUCTOB
N perncTpaunoHHble HoOMepa Mo XypHanam (KapTodkam) ydeTa Tekywiero roga. B xypHanax (kapToykax) yydeTa
Npou3BoaATCH OTMETKM O HOBOM MECTOHaxXOXAeHUN AOKYMEHTOB. B akTe 06 yHMUYTOXEHUN Takux gen ykasbiBaeTcs
dhakTU4eckoe Konm4ecTBo JIMCTOB, OCTABLUMXCS B Aere nocrne n3batus JOKYMEHTOB.

234. [lena yHMYTOXalOTCS BMECTE C BHYTPEHHUMW OMUCSIMUM OOKYMEHTOB, HaxOOsWMXCA B gene, nocne
MOMMCTHOW CBEPKM MOALUUTBIX B HUX AOKYMEHTOB C 3anucammn aktoB 06 yHu4ToXeHun gen (npunoxernune N 50) n
BHYTPEHHUMW ONNCAMU JOKYMEHTOB, HaxoasLwmxcs B gene (npunoxeHue N 43).

235. HanmeHoBaHUSA OOKYMEHTOB, MPaBOBbIX aKTOB W M3OaHWNA, UX PerMcTpaumoHHble HOMepa, Homepa
9K3EeMMNMSIPOB, KONMWYECTBO 3K3EMMISIPOB U NIUCTOB CBEPSIIOTCA Neped BKIIOYEHMEM B COOTBETCTBYHOLLME aKThl
(mpunoxenus N 49, 51) ¢ xypHanamum (KapTovkamu) y4eta.

236. OTobpaHHble M BKMOYEHHbIE B aKT 00 YHUUTOXEHWWM OOKYMeHTanbHble mMatepuarnbl Mocre UX CBepKu
YneHaMu KOMUCCUW XPaHATCS OTAerNbHO OT APYrnX MaTepuanos.

237. BHeceHnue kakux-nnbo uncnpaBneHUn (3a4yepKkMBaHUW, [OOMMCOK) B akTbl 00 YHWUYTOXEHWM He
gonyckaeTtcs. B nCKMoUMTENbHBIX CryYasx Takue UcrnpaBfeHusl OroBapyBatloTCs U 3aBEPSAIOTCS NognucsiMu Beex
YIEHOB KOMUCCUM.

238. YHUUYTOXEHME [OKYMEHTAlbHbIX MaTepuanoB OO YTBEPXOEHUS COOTBETCTBYHOLLUMM PYKOBOAUTENEM
(Ha4YanbHKMKOM) akTa 06 YHUYTOXXEHUW 3anpeLlaeTcs.
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239. YHWJYTOXEHWE LOIMKHO MPOU3BOAMTBCA B BO3MOXHO KOPOTKMWA CPOK MOCne yTBepXAeHust akta o6
yHUUTOXEHuUM. Ecnn nognexaiume yHUHTOXEHWNIO AOKYMEHTarnbHble MaTtepuarnbl BbIBO3ATCA ON1S1 YHUUTOXEHUS 3a
npeaensl opraHa BHYTPEHHUX Aer, OHW OOMKHbI BbITb YHUUTOXEHBI B TOT e AeHb.

240. YHUUTOXEHNe OOKYMEHTamnbHbIX MaTepuanoB NPOU3BOAUTCSA B MPUCYTCTBUM BCEX YIIEHOB KOMWUCCUMU,
MPYHUMABLLMX y4acTUe B CBEPKE AOKYMEHTanbHbIX MaTepuanos, 0TOOpaHHbIX ANs YHUUTOXEHHUS.

241. Tlo OKOHYaHMN YHUHTOXEHUSI OOKYMEHTaNbHbIX MaTepuanoB YneHbl KOMUCCUM MPOU3BOAAT 3anucb 06
9TOM B akte 00 YHUYTOXEHWM U 3aBepslT ee cBouMM noanucamu. COTPYAHWKM —noapasfenieHus
[AenonpounsBoAcTBa WM pexuma, OTBETCTBEHHble 33 Te [AOKYMEHTamnbHble MaTepuarnbl, KOTOpble€ YHUYTOXEHbI,
NPOCTaBNAT OTMETKM 006 WX YHUUYTOXEHMU B COOTBETCTBYIOLUMX XKypHanax (KapTovkax) ydeTa C ykasaHueMm
HOMepa 1 AaTbl perucTpauum akTa.

MepenucbiBaTb akT 006 YHUUTOXEHWM MNOCME €ero CBEPKM YNeHaMy KOMUCCUW, MPOCTaBMATb OTMETKM B
XypHanax (KapToykax) yyeTa [0 YHUUTOXEHUS [OOKYMEHTarbHbIX MaTepuanoB, a TakKe BbIHOCUTb K MeECTy
YHUUTOXEHMS aKTbl, OMUCK, XYPHarbl U KAPTOYKM yyeTa, AOKYMeHTanbHble MaTtepuarbl, He BKIOYEHHbIE B aKT 00
YHUUTOXEHWUU JOKYMEHTOB W Jen, 3anpeLuaeTcs.

242. AkTbl 06 YHUYTOXEHUW Aen, NPaBOBbIX aKTOB U U3OaHWUIA XPAHSATCS NOCTOSIHHO, a akTbl 06 YHUUTOXEHUN
ApYrMx OOKYMeHTarbHbIX MaTepumarnos - B TedeHue 10 net B fenax nogpasfeneHns 4enonponssoacTsa U pexuva.

nOpHﬂOK nepena4vn JOKyMEHTOB B apXuB

243. [okymeHTbl, obpasywlmecs B AeATENbHOCTM OpraHa BHYTPEHHWX Jden, ABMAsTca degeparnbHOn
COBCTBEHHOCTBIO, BXOAAT B cocTaB ApxuHoro ¢oHaa Poccuiickon ®egepaumm n nocne NpoBeAeHNss IKCnepTussbl
LeHHOCTM nogniexart 06a3aTensHoN nepegaye Ha NOCTOSHHOE XpaHeHue B nogpasgeneHve cneudoHaoB.

244. [lonroBpemMeHHOe XpaHeHue AOKyMeHTOB ApxmBHOro dgoHga Poccuiickon ®epepauun, OOKYMEHTOB
BpemeHHOro (cBbiwe 10 MeT) cpoka XpaHeHud, a TaKkke [OOKYMEHTOB MO JMYHOMY COCTaBy, WX Y9erT,
ncnonb3oBaHve, oTbop M MOArOTOBKY K Nepedade Ha apxXMBHOE XpaHeHWe OCYLLECTBMSIOT nogpasgeneHust
Jernonpou3BOACTBA W pexuma opraHa BHYTPEHHWX fden, KoTopble obecneuvBalT GopMMpoBaHvue W
ncnornb3oBaHWe apxmBHoro oHaa.

245. Tepepava [OOKYMEHTOB B cneudoOH OCYLecTBNsSeTCA B MOPsSAKe, YCTAHOBMEHHOM OTAENbHbIM
HOpMaTMBHbLIM NpaBoBbIM aktoM MB[L Poccun<1>,

<1> lMpukas MB[ Poccun ot 15 aBrycta 2011 r. N 935 "O6 opraHusauumu apxmsHon paboTsl B cucteme MB[]
Poccuun".

VII. Meyatn n 6naHknm ¢ Bocnpou3BedeHnem [ocygapcTBeHHoro repba Poccuiickon depepauun, WHble
neyaTtu v WwrTamnbl

Yyer, XpaHeHune n ncnosib3oBaHmne neyarten n WTamnoe

246. [ina ynoctoBepeHust NOANNUHHOCTN AOKYMEHTOB UM COOTBETCTBUSA KOMWUIA OOKYMEHTOB MOAMWHHMKAM B
opraHax BHYTPEHHMX Aen UCMONb3YyTCA nevatu.

[na npocTtaBneHna OTMETOK O NOMyYEHUN, perncTpauun, NPOXOXAEHUM U NCNIONHEHUN OOKYMEHTOB, APYrnx
OTMETOK CNPaBOYHOrO Xapakrepa NpMMEHSITCA COOTBETCTBYIOLLME MAaCTUYHbIE (PE3NHOBbLIE) LUTaMMbI.

247. TleyaTn opraHoB BHYTPEHHMX Aen C BocnpousBedeHMeM [ocyaapcTBeHHoro repba Poccuiickoi
dPepepaummn 1 repanbguM4eckoro 3Haka - ambnemsl MBL, Poccun ctaBATcst Ha OOKyMeHTax, Tpebyrowmx ocoboro
YAOCTOBEPEHUS UX noanmMHHocTu (npunoxeHune N 52). MNMpocTble Kpyrnble MacTUYHbIE NeYyaTn CTaBATCA Ha KOMusiX
OOKYMEHTOB AN yAOCTOBEPEHUS UX COOTBETCTBUSA NOASIMHHUKAM.

248. lNMopsaoK U3roTOBMEHUS, ydeTa, XpaHEeHUs! U YHUUTOXEHMSI nevyaTen U LWTaMnoB YCTaHaBNUBaeTCs
OTAEeNbHbIM HOpMaTMBHbIM NpaBoBbIM aktoM MB[] Poccumn<1>.

<1> lpukas MB[L Poccumn ot 6 depansg 2007 r. N 130 "O6 yrteepxaeHun WHCTpykuuMn O nopsigke
N3roTOBMEHWs, y4eTa, XPaHEHUS W YHUYTOXEHUS nedvaTew, wTamnoB M dakcumune, a Tawkke WX Bblgayn u
ncnonb3oBaHusa B cucteme MBI Poccun”.

249. KoHTpornb 3a MCMonb30BaHMEM MevaTen M LITamrnoB BO3NaraeTcd Ha pykoBOAMTeEnen (HavarbHUKOB)
OpraHoB BHYTPeHHUX Aen. MNpu nx cmeHe neyaTtu 1 Wwramnbl NepesatTcs no akTy.
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Mpuka3 MBJ, Poccum ot 20.06.2012 N 615 [10KyMEHT cTaBneH KoHe AHTTIRIOC
"OB YTBEPYZEHUN MHCTPYKLIV MO AESIONPON3BOACTBY B OPFAHAX OKYMEHT NPEAOCTaB/EH ROHCYNIbTAHTI IO
BHYTPEHHWX [IENT POCCUNACKOIA... Aata coxparenms: 10.12.2015

M3rotoBneHune, UCnonb3oBaHue 1 XpaHeHne Fep6OBbIX ©naHkoB

250. bnaHku OOKYMEHTOB C BocrnpousBegeHuveM [ocyaapcTBeHHoro repba Poccunckon depepaumm<i>
ABMSOTCA NONUrpagoMyeckon NpoayKumnen.

<1> [lanee - "repboBble 6naHkn".

B MuHucTepcTBe 3asiBka Ha M3roToBMEHWE GnaHKOB Ha nonurpaduyecknx npeanpusatTusix odopmnsieTcs
YnpaBneHveMm AOKyMeHTaunoHHoro obecneveHus pykosoactea Munnctepctesa<1> 00O MB[ Poccuu.

<1> anee - "YOO".

251. lepbosble 6naHku BolgatoTea YOO 40O MB[ Poccum ynonHOMOYEHHbLIM COTPYAHMKAM NOoApasaeneHun
Oenonpon3BoACTBa U pexuma.

252. TepboBble GnaHku nognexart yy4eTy M BblIOAOTCS COTPyAHWMKaAM MO MOAMUCL B XKypHamne ydyeta
rep6oBbIX 6r1aHKOB AOKYMEHTOB (npunoxeHue N 53).

253. l'epboBble GraHKM XpPaHATCA B HAAEXHO 3anupaeMblx MeTannmyeckmx Wwkadgax (cendax).

254. Ha rep6oBbix 6naHkax neyartarTca AOKYMEHThI 3a nognucbio MUHUCTpa 1 ero 3amecTutenen.

255. NcnopyeHHble repboBble BnaHky MM HeMoAnucaHHble MPOEKTbl JOKYMEHTOB Ha repboBbix OnaHkax
COalTCA COTPYOHUKY nodpasfgeneHnst Aenonpou3BoAcTBa UM peXuma, OTBETCTBEHHOMY 3a ydeT repboBbIx
GnaHKoB.

256. YHUJYTOXEHME MCNOpYeHHbIX repboBbiXx GMaHKOB WM HENOAMMCaHHbIX MPOEKTOB [AOKYMEHTOB Ha
repboBbIx OnaHkax NpoM3BOAUTCS COTPYAHMKOM MOApPa3feneHus Aenonpou3BOACTBa U peXxnma, OTBETCTBEHHBIM
3a y4yeT repboBbIX GraHKoB. YKa3aHHbIM COTPYLHMKOM M UCMONHUTENEM OOKYMEHTA B XypHane ydyeta repboBbix
OGnaHKOB AOKYMEHTOB [eraeTcst oTMeTKa (UX nognucu u gaTta).

257. KOHTponb 3a XpaHeHMeM U UCMonb3oBaHMeM repboBbiX GraHkoB B nogpasgeneHusix MuHucTtepcTBa
(opraHa BHYTpPEHHMX €M) OCYLLECTBISAETCA COOTBETCTBYIOLLMM NogpasaeneHnemM 4enonpomM3BoACTBa U pexuma.

258. MNMpoBepka HanU4usl, MCNONb30BaHUS U XpaHeHUs repboBbIX GNaHKOB OCYLLECTBNSAETCA OAMH pa3 B rog
KOMMWCCMEN, cO3aBaeMon pykoBoauTeNeM (HayanbHWKOM) nogpasgeneHnss MuHuctepcTBa (opraHa BHYTPEHHMX
4en), No nToram KOTOPOW COCTaBISAETCA aKT, KOTOPbLIV YTBEPXXAAETCA pykoBognUTenem (HadanbHUKOM), CO34aBLUNM
KOMUCCUIO.

VIIl. OcobeHHOCTM [Jenonpov3BoAcTBa B LEHTpanbHOM annapate MuHUCTepcTBa BHYTPEHHUX Aen
Poccunckon ®egepaunn

MopsAoK NONyYeHUs 1 pacCMOTPEHNSt JOKYMEHTOB
259. MNocTynuBLuasn koppecnoHaeHUus, agpecoBaHHas MuHuUCTpy BHYyTpeHHMX aen Poccuiickon depepauumu,

3amectutensm MuHuctpa<1>, a Takke MB[ Poccum 6e3 ykasaHuns KOHKpeTHoro nogpasgeneHus MuHuctepcTaa,
pernctpupyetca 8 410 MB[ Poccuw.

<1> [lanee - "pykoBoacteo MuHunctepcrtea".

KoppecnoHaeHuusi, agpecoBaHHasi B KOHKpeTHble nogpasgeneHus MuHucTepcTBa, perncrpupyercd B
nogpasgeneHunsix 4enonpon3BoACcTBa U pexuma 3TUX NogpasgeneHun.

260. Cpo4yHasi KoppecnoHAeHUus, noctynawoLwas pykoBoactsy MuHucTepcTBa nocrne OKoH4YaHusi pabo4ero
OHA, coaeTca akcneguumen denbaceasn B NpuemHyto MuHucTpa, roe perncTpyupyetcsa B NakeTHO-KOHTPOSIbHOM
XypHarne.

O cogepxaHun OOKYMEHTOB AexypHbin no [NpuemHon MwuHuctpa goknagbiBaeT pykosogctsy 040 MB[
Poccum u npu HeobxoguMMOCTU CPOYHOrO MCMOMHEHUS WMHAOPMUPYET 3aMHTEPECOBAHHbBIX PYKOBOAUTENEWN
(HaYanbHMKOB) CTPYKTYPHbIX noapasgeneHni MuHUCTEpCTBa, O YeM [fernaeT COOTBETCTBYHLLYKD OTMETKY Ha
OOKYMEHTE.

261. [OOKyMeHTbl, MNOSyYeHHble HENOCPeACTBEHHO COTPYAHMKAMM  CTPYKTYPHbIX NoApasgeneHuin
MuHucTepcTBa U3 OpraHoB BHYTPEHHMX AeN UNu Apyrux yupexaeHuin n opraHusaumi, agpecosaHHsle MB[ Poccuu
WU KOHKPETHOMY pYKOBOAUTENO (HadanbHWKY), AOMKHbI ObiTb NepefaHbl anga perncrpauun B 40O MB[ Poccuu
UnNn nogpasgeneHve OenonpousBoACTBa M peXuma COOTBETCTBYHLIErO CTPYKTYPHOro noapasgeneHuvs
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MwuHncTepcTBa.

262. MNakeTbl, uMetowue cneumansHeii "Mutep "M" unu "MB", BCKpbiBalOTCA U OOKNaAbIBAOTCH PYKOBOACTBY
MuHucTepcTBa. Nocne NogroToBKM yKazaHUi MO MCMOJTHEHMIO U O3HAKOMIeHUsa pykoBoAacTBa MuHucTepcTBa Takue
OOKYMEHTbl HampaBnslTCA agpecaty WM B YNpaBneHue opraHv3aumy MoOWMM3auMOHHOW MOOTrOTOBKM
[enaptameHTa rocyaapcTBeHHon cnyxbbl n kagpos MBI Poccun.

263. Moctynuewas 8 40O MB[ Poccumn n cTpyKTypHble nogpasaeneHns MuHucTepctea KoppecrnoHaeHUnst
Ha WHOCTPaHHbIX $3blkax, B TOM 4MUCIle MUCbMEHHblE OOpalleHWsi WHOCTPaHHbIX rpaxAdaH, HanpaBnseTca B
YnpaBneHune opraHusaumm mexagyHapogHoro npotokona AMNAd MBL Poccun ona nepesoga wunv aHHoTauuun. Ecnv B
HUX 3aTparMBalTCa BONPOCHI, OTHOCALLMECS TOMbKO K KOMMETEeHUUN YnpasneHns opraHnsaumnm mexagyHapoaHoro
npotokona [AMNA MBL Poccun, To TakMe [OKYMEHTbl paccMaTpuBaloTCa B YyCTaHOBNEHHOM nopsake. [lpu
HeobxoouMMOCTM Joknaja pykoBoacTBy MuHMCTEpCTBa ykal3aHHble AOKYMeHTbl Bo3Bpalwatotca B 00 MB[
Poccun anga permctpaumm n paccMoTpeHus!.

264. Pykosogcteo 00O MBI Poccum B AeHb NOCTYNNEHUs OOKYMEHTOB AoknagbiBaeT nx MuHUCTpY unu
nepegaet B annapaTbl 3amectutenen MMHuUcTpa ons paccMOTPEHUS U NOArOTOBKU NMOPYYEHUIA COOTBETCTBYHOLLMM
PYKOBOAUTENSAM (HavanbHMKaMm).

265. B cnyyae ecnu JOKYMEHT UCXOOSA U3 €ro coaepXaHus U 3HAYUMMOCTW MOCTAaBMEHHbBIX B HEM BOMPOCOB
HelLenecoobpa3Ho [oknaabiBaTb pykoBoAcTBY MwuHMCTepcTBa, OH HanpaBngetca pykosogcteom OO0 MB[
Poccun, YOO 000 MBI Poccun, YnpaeneHust no pabdoTte ¢ obpalleHnsMn rpaxagaH u opraHusauun 400 MBI
Poccun<1> wnnu pykoBoguTensmu annapaToB 3amecTuternenn MuHucCTpa B COOTBETCTBYKOLLEE MNOApasferieHne
MuHMncTEpPCTBa € KpaTKMM yKazaHMEM MO UCMOSTHEHUIO Ha BnaHke yCTaHOBIEHHOro obpasLa.

<1> [anee - "YPOI 40O MB[ Poccun".

266. MNpoekTbl ykaszaHun MuH1cTpa no ncnosnHeHuo gokymeHToB rotoeaTca YOO n YPOI 04O MB[ Poccun,
a 3amectutenen MmHucTpa - CoTpyaHMKamMm Ux annapartos.

Ha 6naHke ykasaHMs NO MCMOJIHEHMIO OOKYMEHTa MNPOCTaBMSIETCA €ro pPerncrpauuoHHbIi Homep. [Mpu
Heob6xoaMMOCTU ykaszaHus MuHucTpa MoryT ObiTb MOATOTOBMEHbI B BWAE OTAENbHOIO MOPYYEHUs), KOTOPOMY
npuceavBaeTcs oO4YepeHOW HomMmep wucxoaduwlero pJokymenta ("1/_"; "3/_"), a TekcT nepeHocutca B
WHpopMaLMOHHOE none (KpaTkoe cofepXaHue) aneKTPOHHOW hopMbI ydeTa.

267. [okymeHTbl, TpebytoLwmMe CPOYHOro peLLeEHNs B COOTBETCTBUM C ykasaHMsMu MuHUCTpa, pyKOBOACTBA
000 MB[ Poccun, HanpaBnsitOTCA FONOBHOMY WCMOMHUTEMNO, a COMUCMOMHUTENsSM - Konuu, Heobxoammoe
KonnyectBo KoTopbix rotoButca OO MB[ Poccun. Konun [OKYMEHTOB, HanpaBisieMblX WCMOMHUTENSIM B
COOTBETCTBMU C yKaszaHussMu 3amectutenen MuHucTpa, roToBsiTCS B annapatax COOTBETCTBYHLUUX 3amMecTUTenen
MwuHucTpa.

O3sHakomreHne ¢ AOKYMEHTaMu, He nogsiexaliumMm KOnMpoBaHMWI0, OPraHn3yeT rofloBHOW UCMOSHUTENb.

268. Ecnu nopydeHune noctynuno B MB[ Poccun ¢ 3agepXKoi U CPOKM €ro BbINOSIHEHMS UCTEKNU Unn
00BEKTMBHO HEQOCTATOUHbI A1151 CBOEBPEMEHHOIO BbINOMHeHus, To pykosoacteo OO MB[ Poccun obecneunsaet
YTOYHEHWE CPOKOB BbIMOMHEHUSA MOPYYEHUSI C KOHTPOMbHbIMKM NoapasgeneHvamu AgmuHuctpauuun lNpesnaeHTa
Poccuiickon ®epepaumm wunm Annapata [lpaButensctBa Poccunckon ®epepauuun. Mo MHbIM NOpyYeHUAM
cornacoBaHue CPOKOB MX BbINOMHEHWSI NPOBOANTCHA OTBETCTBEHHbLIM UCMOMHUTENEM C NOCNeayoLMM MMCbMEHHbIM
yBeOMNeHnem cybbekTa KOHTPons.

269. [llepepava [OokymeHTOB, 3apeructpupoBaHHbix B OO0 MB[L Poccuu, M3 o0aHOro CTpYKTYpHOro
nogpasgeneHns MuHuctepctBa B Apyroe ocyulecTBnsetcs udepes YOO nubo YPOI OO0 MB[L Poccuu, B
UCKMIOYUTENBHBLIX CIydasax - 4epe3 ux nogpasfaeneHus OenonpousBoactBa M pexmma ¢ obssaTenbHbIM
yBegomneHnem 000 MBI Poccun.

270. lNpw BO3BpaLLEHNM OOKYMEHTA U3 CTPYKTYpHOro nogpasgenenns MuHuctepctea B 40O MBI Poccun
(nocne 03HaKoOMIEHMS UNN UCTIONHEHUST) MOBTOPHAs pPerMcTpaums ero He NPouM3BOAWTCA, a AenaeTcst OTMeTKa B
COOTBETCTBYHLUUX y4ETaX.

271. [JokymeHTbl, Ha KOTOpbIXx npoctasneH wtamn "lMognexut Bosspaty B YOO OO0 MBI Poccun',
BO3BpaLLIAOTCS B TEYEHUE MecsiLa, eCrnv HE OrOBOPEH MHOWM CPOK.

MopAnok NoaroToBKM UCXOASLLMX JOKYMEHTOB M JOKYMEHTOB BHYTPEHHEero obpalleHus
272. TlogrotoBka nNpoekTa WCXOAsWEro [OOKyMeHTa, MpeAcTaBnsemMoro Ha MOAMNUCb  PYKOBOACTBY

MVIHI/ICTepCTBa, OoCyLlecTBndaeTcad Ha YUCTOM nuUCTe 6ymar|/|. lMocne oOKOHYaTEenbHOro CcorfacoBaHUS TeKCTa
OOKYyMeHTa CO BCEMU 3aUHTEPeCOBaHHbIMU CTPYKTYPHbIMW nogpasaeneHnamm MVIHVICTepCTBa OH ne4yaTtaeTca Ha
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repb6oBomM BnaHke ¢ ykaszaHuem Homepa 6raHka Ha 06GOPOTHOM CTOPOHE 2-T0 U 3-r0 3K3EMMNNSAPOB.

B TekcTe npoekta 3anpoca O npegocTaBneHUM Kakux-nnbo CBeOeHUM W3 OpraHoB BHYTPEHHUX Aern
yKa3blBaeTCA KOHTaKTHasi MHopMauus O CTPYKTYPHOM noapasgeneHmn MuHucTepcTBa, OTBETCTBEHHOM 3a cbop 1
0600LLeHne 3TUX CBEAEHUN.

273. [okyMeHTbl, noAamucaHHble pykoBOACTBOM MuWHMCTEpPCTBA, PYKOBOAMTENSMM  (HayanbHUKaMM)
CTPYKTYPHbIX nogpasgeneHnin MuHuctepcTBa M HanpasfeHHble B ApYyrMe opraHusauum U ydpexaeHus, a Takke
opraHbl BHYTPEHHUX Aen, ABMASTCA UCXOOAWNMU, U UM MPUCBaAUBAETCHA YYETHbLIN HOMEP, KOTOPLIN yKasbiBaeTcs
yepes ApoOb Nnocrie COOTBETCTBYIOLLIEro MHAeKca (Hanpumep: 1/1234, 12/3-456).

274. MNepepaya AOKYMEHTOB Ha nognucb MuHmncTpy ocyliectensetca Yyepes 400 MB[ Poccun. Ha noanuce
3amectutensam  MwuHucTpa  OOKyMeHTbl  nepejarwTca  4vepe3  annapatbl  3amectutene  MwuHucTtpa.
HepoodopmneHHble nnu HenpasunbHO 0YOPMITEHHbIE AOKYMEHThI NOAMNEXAaT BO3BpaTY UCMOMHUTEN!O.

275. ®akT npyema OOKYMEHTOB, MMEILLMX rpud orpaHuveHus goctyna, cotpygHukamm 00O MBI Poccun
unu annapata 3amectutena MuHucTpa ukcUpyeTca KX NOAMNUCBID C MNpoCTaBneHMeM [aTbl B OAHOW U3
cnegyowmnx opm, npeactaBnaeMblX UCNONHUTENEM: ONUCU JOKYMEHTOB, HAXOASALWLMXCH Y UCNONHUTENS, peecTpe,
pa3HOCHOW KHUre Unn B pacrnucke.

Y4eT NpuHATBIX Ha paccMoTpeHne n nognuck aokymeHTtoB B 40O MB[ Poccuun unu annaparte 3amectutens
MuHKCTpa ocyleCcTBNAETCS B XKypHarnax yd4eta JOKYMEHTOB, NOMy4YeHHbIX Ha NoAN1ChL U AN pacchiNkn agpecatam
(npunoxexne N 54).

276. lNpu HanMuun 3amevaHuin U NpeanoXeHun No NUCbMEHHOMY MopyyeHunto pykosoacTea MuHucTepcTsa,
pykoBoauTensa (HavanbHWKa) CTPYKTYpHOro nopgpasgenenHns MuHuCcTepcTBa OTBETCTBEHHbIN  UCMOSHUTENb
YCTPaHSET UMEKLLMECS B AOKYMEHTE HEAOCTaTKN 1 MOBTOPHO NPeACTaBnsieT ero Ha Nognunchb Unn cornacoBaHue.

277. [okymeHTbl, mognucaHHble PYKOBOACTBOM MwuHMCTepCcTBa, HanpaBnslTCs agpecataM TOMbKO 3a
perncrpaumoHHbiMm Homepamu 0O MB[ Poccuun, ecnmn He yCTaHOBNEH MHOWM NOPSIAOK.

278. Vicxopswme [OKYMEHTbl CTPYKTYPHbIX noapasgeneHui MuHucTepcTBa noanmncbIBalOTCA  TOMbKO
pyKOBOAUTENSAMU (HaYanbHUKaMM) 3TUX NOAPaA3AEeNeHnA Unm ux 3aMecTUTensiMn.

279. [okymeHTbl 3a noAnucbld pykoBoAcTBa MuHUCTepcTBa TrOTOBATCSA B CredyloleM KonumyecTBe
3K3EeMMMSPOB:

279.1. MNpwn HanpaBneHun JOKYMeHTa B OAMH aApec OH roTOBUTCHA B TPEX 3K3eMnnapax: nepsblid Ha bGnaHke
yCTaHOBMNEHHOro obpasua - Ans OTNpaBKW; BTOPOM M TPETUA - Ha MpOCTbIX nucTax. Bropon ak3emnnsip c
HeobxogmmbIMK Bu3amu xpaHutes B 400 MB[, Poccuu; TpeTuit - B nogpasgeneHny, noaroToBMBLUEM JOKYMEHT.

279.2. Tlpn HanpaBneHWnm HOPMATUBHOrNO NPaBOBOro akta, paspabortaHHoro B MB[ Poccun, wHoro
OOKyMeHTa, cogepawero nosvumio MBIl Poccum no NpoekTy HOpMaTMBHOMO NpaBOBOro akta, NoCTynMBLUEro Ha
paccMmoTpeHve unuM cornacosaHve B MUWHUCTEPCTBO, MMM MO MPOEKTY 3akmnioyveHus, oduumanbHOro oT3biBa
MpasutenbctBa Poccuiickon ®Pepepauum Ha NpoekT drefepanbHOro 3akoHa unyM MonpaBOK K HEMy, a Takke
MEeXBEOOMCTBEHHOIO cornawieHunst (mpoTokona) (cornaweHus ¢ OpPYrMMmn opraHaMmu rocygapCTBEHHOW Briactu v
opraHm3aumsiMm) WUCMNOMHUTENb TOTOBUT OOMOMHUTENbHBIA (YETBEPThIA) 3IK3EMMNAp AOKYMEHTa (Ha MpOCTOM
nncTe), KOTopbI BMECTE C KONUAMK NpunaraeMbix B agpec AOKYMEHTOB U MaTepuanos Hanpasnsetca B AN MB[
Poccun.

B aTtom cnyyae otmeTka 06 ucnonHuTene uMeeT cneayLwmii Bua, Hanpumep:

oTn. 4 3K3.

1-Bagpec

2 - B geno 400 MB[ Poccun
3 -B geno ArCK MBa Poccuu
4 - B geno AMNAa MB[L Poccumn
ncn. uHMumanbsl n damunms
667 03 26

07.02.2012

N 6naHka

279.3. Tlpn HanpaeneHWn [OKYMEHTOB C WAOEHTUMYHbIM COAEpXaHWEeM HeCKOnbkMM agpecatam (B
NOAMNVHHUKaX) AOOKYMEHT rOoTOBMTCH MO KONMMYeCTBY agpecatoB Ha OnaHkax ycTaHoBneHHoro obpasua - Ans
OTMpaBKK; ABa AOMNOMHUTENbHbIX 3K3EMMMSPa: OQUH - HAa MPOCTOM NNCTE C Heo6XoANMbIMM BM3aMK U yKkasaTenem
paccbinku - ana xpaHedus B YOO OO0 MBI Poccuu; BTOpon (C ykasaTenem paccbifikv) - AN XpaHeHus B
noapasgenieHnmn, NOAroToBUBLUEM JOKYMEHT.

B aTom cny4ae oTmeTka 00 MCnonHUTENEe NMEET CrieayoLWnii BUa, HanpmumMmep:
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oTn. 8 ak3.
1-6-8Bagpec

7 - B geno 400 MB[ Poccun
8 - B peno ArCK MB Poccuu
ncn. MHUUmansl n damunus
667 03 26

07.02.2012

N 6naHka

279.4. lMpn HanpaBneHuuM agpecataMm KOMUM JOKyMeHTa (pacnopsbKeHWn, nnaHoB, rpacukoB) AOKYMEHT
roTOBUTCS B ABYX 3K3EMMNAsipax: NepsBbii C HEOOXOANUMbIMU BU3amu (BU3bl NPOCTABNATCA HA 0BGOPOTHOW CTOPOHE
nocnegHero nNucTa NoanuHHMKA), ykasaTenem pacchbifiku ycTaHOBNeHHOro obpasua - ans xpaHeHusa B 40O MB[
Poccun; BTOpon ak3eMnnisp - 4N XxpaHeHnst B nogpasfaeneHny, noaroToBMBLUEM JOKYMEHT.

B aTom cnydae oTmeTka 00 MCnonHWUTENe UMEET CreayoLLniA BUa, Hanpumep:

OTn. 2 3K3.

1 -8 aeno 400 MB[ Poccun
2 - B geno ArCK MB[] Poccumn
ucn. uHnumansl 1 ammnums
667 03 26

07.02.2012

N 6naHka

280. WasrotoBneHne HeoOGXOAMMOro nAnfisi OTNpaBKUM KONMYECTBA KOMWA [OOKYMEHTA OCYLLECTBNAETCA
CTPYKTYpPHbIM nogpasgeneHnem MuHuctepcTea, NOoAroTOBMBLLUNM 3TOT JOKYMEHT.

281. Jk3emMnnap OOKYMEHTa, noAnexawun XpaHeHWo B apxuBe noppasferneHus, ero noarotoBuBLLErO, C
COMyTCTBYIOLLMMN MaTepuanamu (Npy nx HanuymMn) Bo3eBpallaloTca B JaHHOe nogpasferneHune nocrie 3asepLueHus
npouenypbl pernctpauum B 40O MB[ Poccun (Ha cnegyowuii pabovnn aeHb).

282. MNMognucbiBaemMble pykoBOACTBOM MuHucTepcTBa (B TOM 4Mcne W npu NMYHOM Joknaae) AOKYMEHTbI
(M ux Konuu) BUBMPYIOTCA KypupyloLmnm 3amectutenem MuHUCTpa u pykoBoauTeneMm (HayanbHUKOM)
CTPYKTYpHOro nogpasgenenns MuHucTepcTBa, NOOroTOBMBLUErO AOKYMEHT, PYKOBOOUTENAMU (HadarbHUKamm)
noApasgeneHMn-coucnosiHUTEnen, a Takke pykoBoAMTENeM (HavyanbHMKOM) nogpasferneHnst 4eronpon3BoaACcTBa U
pexvmMa Ha npegmeT ero CooTBeTCTBUSA TpeboBaHAM HacTosALWeN VIHCTpyKUun.

283. HenocpeacrteBeHHas paccblfika UCXOASALEro JoKyMeHTa 6onee 4yeM B NATb afpecoB OCYLLECTBNSAETCS
CTPYKTYpPHbIM nogpasgerneHnem MuHuctepcTea, NoAroTOBMBLUUM JAHHbLIA JOKYMEHT.

284. MNoarotoBrneHHble CTPYKTYPHbIM NoapasaeneHneMm MnHucTepcTBa AOKYMEHThbI BHYTPEHHEro obpalleHns
(NnaHbl, cnpaBkM M Opyrve), a Takke NpPeanoXeHwst B MPOEKTbl HOPMATMBHbLIX NMPABOBbIX aKTOB, Marepuanbl K
COBellaHNio nepefawTca B Apyrne CTPYKTypHble nogpasgeneHns MwuHucTepcTBa nog nognucbs B peecTtpe
(pasHocHOM KHUre): ¢ rpudom "CcekpeTHO" - NO y4eTHbIM HOMEpaM OTnevYaTaHHbIX JOKYMEHTOB, HECEKPETHbIE U C
nomeTtkon "[Onsa cnyxebHoro nonb3oBaHusa" - 6e3 perncTpauun.

285. [oknagHble 3anucku (pamopTbl) Ha wuMSA pykoBoACTBa MuHuMCTepcTBa, NOATOTOBMEHHbIE B
noapasgeneHunsx, PerMcTpUpyoTCs Kak UCcxogsime JOKyMeHTb n nepegatotca B 40O MBL Poccum unu annapatsl
3amectutenen MuHucTpa. [JoknagHoOW 3anncke nNpucBamBaeTCsl BXOASLMIA permctpauuoHHbidi Homep 00O MB[,
Poccuu.

[MoanuHHWK [oKNagHOW 3anucku Mnocrne paccMoTpeHus pykoBoAcTBoM MuHucTepcTBa Bo3BpaljaeTcs B
COOTBETCTBYIOLLIEE CTPYKTYpHOE nogpasgeneHne MuHuctepcTea Ans AoBeAeHUS NOMyYeHHbIX NopyYeHui 4o BCex
3auHTEpPeCOBaHHbLIX NogpasaeneHuni.

286. lNMpnem pgokymeHToB Anst otnpaeku B YOO OO0 MB[ Poccum ocyliecTBnsieTcss Nno cornacoBaHuio C
pykoBoguTenem (HayanbHUKOM) oTdena obpaboTku M NPOXOXAEHUS [OOKYMEHTOB WMM €ro 3amecTUTENsMM.
BbIsiBNeHHbIe B JOKYMEHTaX OLINOKM YCTPAHSOTCS MCMONMHMTENeM A0 OTnpaBku. HenpaBunbHO 0GOPMIIEHHbIE NN
HeJOoOOPMIIEHHbIE 3K3eMMNsApbl AOKYMEHTOB, Hanpasnsembix B apxus OO0 MBI Poccuu, Bo3BpaliatoTca B
nogpasfeneHune, NOAroToBMBLLEE OOKYMEHT, Ha gopaboTky. [JopaboTaHHbIN fOKyMeHT npeactaensetca B YO
000 MB[, Poccun B TedeHMe CYTOK.

287. B BbIxogHble M NpasaHWYHbIe OHW Ha oTnpaBky Yepe3 YOO 00O MB[ Poccum npuHMMaloTCs TOMbKO
OOKYMEHTbI, CPOKM UCTONHEHUST KOTOPbLIX UCTEKAIOT OO Hadana cnegytolwero paboyero gHs.
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B Hepabouee BpemMs perncrpauMoHHble HOMepa Ha TakMe [OOKYMeHTbl npucBavBatoTcd B [lpuemHon
MwuHncTpa (Nnpy HanNMuMu 3aBU3MPOBAHHOIO YCTAHOBIEHHbLIM MOPSAKOM 3K3eMmnnsipa LOKYMEHTa ¢ OTMeTkon o6
ncnonHutene).

288. Konuu pokymeHTOoB M3 apxumBa [O0O MBI Poccum npenocTaBnstoTcs MHUUMATOPY 3anpoca Mo
pacnopsbkeHuto pykosoacTtea 40O MB[, Poccun.

nopﬂ,D,OK pa60TbI C HOpMaTMBHbIMU NPaBOBbIMU aKTaMiu

289. HopmaTuBHble MpaBoOBble akTbl, NOAMNUCaHHbIE PYyKOBOACTBOM MuHucTepcTBa, ydmutbiBatotca B YOO
000 MBL Poccuu B xXypHanax ycTtaHOBMEHHON hopMbl.

290. Paccbinka BeAOMCTBEHHbBIX HOpMAaTUBHbIX NpaBoBbiX aktoB MB[, Poccun no opraHam BHYyTpeHHUX gen,
apyrum  defepanbHbiM OpraHaMm UcnonHuteneHonm Bnactu npowmssogutcs YOO OO0 MBI Poccum uyepes
akcneaguumioo  penbaberepckon CBA3W COrMMacHO yKasaTemn pacCbiikM, COCTaBMEHHOMY WCMOMHUTENEM U
YTBEPXXAEHHOMY  pyKOBOAWTENEM  (HayarbHMKOM)  COOTBETCTBYIOLLErOo  CTPYKTYPHOrO  noAapasgerieHus
MwuHucTepcTBa.

291. C uenbto obecneveHnsi opraHOB BHYTPEHHMX AeN HOpMaTMBHbIMKU NpaBoBbiMK akTamu MBI, Poccun n
co3faHusa Heobxoammoro ux pesepea YOO OO0 MBI Poccun no cornacoBaHUio ¢ UCNONTHUTENEM MOXET BHOCUTb
B yKasaTernb pacChINkn USMEHEHUS N JOMNOMHEHMS.

292. YueT degepanbHbIX KOHCTUTYLIMOHHBLIX 3aKOHOB, defepanbHblX 3aKOHOB, YKa30B M pacnopsikeHui
MpesngeHnta Poccuinckon ®egepauumn, nNoCTaHOBNEHUN un  pacnopsbkeHu [paButenbctBa Poccuinckom
depepauymmn, HOpMaTUBHBIX MPABOBbIX AKTOB dyefepasnibHbiX OPraHoB WCMOSMIHUTENBHOM BracTv, HOPMAaTMBHbIX
npaeoBbix akToB MB[l Poccum ocyllectBnseTcs oT4enbHO OT APYron cnyebHom KoppecnoHAeHUNN.

293. [JokyMeHTbl Mmocrie permctpauum u nogrotoBKM MO HMM MPOEKTOB peLleHun, obecnevmBarolmx ux
WCMNOJSIHEHNE, NepBOHAYarbHO AOKMNaAbiBalOTCA PykoBOACTBY MMHMCTEPCTBA M C €ro yKasaHUsMM HanpaensTcs
COOTBETCTBYIOLLIEMY PYKOBOAUTENIO (HAYanbHUKY) AN UCMOMNHEHWS.

294. 3akoHopgaTernbHble W WHble HOPMAaTMBHbIE MPaBOBble aKTbl, HarpasBneHHble AN O3HaKOMIEeHWUs
pykoBoaAcTBY MuHWCTepcTBa, pyKOBOAMTENSM (HadanbHMKaMm) CTPYKTYpHbIX noapasgeneHun MuHucTepcTBa,
noanexat sBo3spaty B YOO OO0 MB[ Poccuu He no3gHee Tpex CyTOK C AaTbl NONy4YeHus.

295. BosspaweHHble B YOO OO0 MBI Poccum HopmaTuBHbIE MpaBoBble akTbl (MOCne O3HAKOMMEeHUs 1
ucnonHeHus) nepepatotca no peectpy B A4 MB[ Poccun, 3a ucknioyeHneM HOPMAaTUBHBLIX MPaBOBbIX aKTOB C
nometkamu "flutep "M" unu "MB", koTOpble HanpaBnAlTCA B YNpaBneHwe opraHusauuv mModunmsaLMoHHON
noAaroToBkM [lenaptamMeHTa rocygapCcTBeHHoOM cnyxobl 1 kagpos MB/[, Poccuu.

COIMACOBAHO

PykoBogutenb
degepanbHOro apxmBHOro areHTCTBa

A.H. Aptusos

23 anpenga 2012 .

Mpunoxexne N 1

K n. 35 MHCTpyKLUMK No
[enonponsBoacTBy

B OpraHax BHYTPEHHUX Aen
Poccuickon ®egepauun

PacnonoxeHne pekBnsnToB U rpaHuLibl 30H
yrnosoro 6naHka Ha nucte gopmata A4

CmoTpun gaHHoe npunoxeHune B MS-Word
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MpunoxeHue N 2

K . 35 MHCTpyKLuMK No
[enonponsBoacTBy

B OpraHax BHYTPEHHWX Aen
Poccunckon denepaunn

PacnonoxeHne pekBn3nTOB U rpaHuLibl 30H NPOAOSIbHOrO 6riaHka
Ha nucTe opmata A4

CmoTpu gaHHoe npunoxeHue B MS-Word

Mpunoxexne N 3

K N. 41 HCTpyKLUMK NO
[enonponsBoacTBy

B OpraHax BHYTPEHHUX Aen
Poccunckon denepaunn

O6pasel, obwero 6naHka MB[L, Poccuu

CwmoTpwu gaHHoe npunoxeHue B MS-Word

Mpunoxexne N 4

K n. 41 UHCcTpyKumn no
[enonponsBoacTBy

B OpraHax BHYTPEHHUX Aen
Poccuiickon ®epepaumm

O6pasel, 06wero 6naHka CTPYKTYpHOro nogpasaeneHust
MuHucTepcTBa BHYTpeHHUX aen Poccuiickon ®egepauum

CmoTpu gaHHoe npunoxeHue B MS-Word

MpunoxeHue N 5

K n. 41 VHCcTpykuum no
[enonpon3BoacTBy

B OpraHax BHYTPEHHUX Oen
Poccunckon denepaunn

O6pa3sel, 06wero 6naHka opraHa BHYTPEHHUX Aen

CmoTpu gaHHoe npunoxeHue B MS-Word

Mpunoxexue N 6

K n. 41 UHcTpykummn no
[enonponsBoacTBy

B OpraHax BHYTPeHHWX aen
Poccunckon degepaumm
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O6pasey, yrnosoro 6naHka nucema MB[ Poccuu

CmoTpu gaHHoe npunoxeHue B MS-Word

Mpunoxexne N 7

K n. 41 HCcTpyKumm no
[enonpon3BoacTBy

B OpraHax BHYTPEHHUX aen
Poccuiickon ®epepaumm

O6pasey, npogonbHoro 6naHka nucbma MBI Poccumn

CmoTpu gaHHoe npunoxeHue B MS-Word

Mpunoxexue N 8

K n. 41 UHcTpykumn no
[enonponssBoacTBy

B OpraHax BHYTPEHHWX Aen
Poccuiickon depepaumm

O6pa3sel yrnoBoro 6raHka NnucbmMa CTPYKTYPHOrO noapasaeneHuns
MuHncTepcTBa BHYTpeHHUX aen Poccuiickon deanepavmm

CmoTpun gaHHoe npunoxeHune B MS-Word

Mpunoxexne N 9

K . 41 HCTpyKLUMK Mo
4enonponsBoacTBy

B OpraHax BHYTPEHHUX Aen
Poccuiickon ®epepaumm

O6paseL, npogonbHOro 6naHka NnMcbMa CTPYKTYPHOro nogpasaeneHus
MuHncTepcTBa BHYTpeHHMX aen Poccuiickon deaepavmm

CwmoTpu gaHHoe npunoxeHue B MS-Word

Mpunoxexne N 10

K N. 41 HCTpyKUMKM No
[enonpon3BoacTBy

B OpraHax BHYTPEHHUX aen
Poccuickon ®egepauun

O6pasev yrnosoro 6naHka nMcbma opraHa BHYTPEHHUX Aen

CmoTpun gaHHoe npunoxeHune B MS-Word
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Mpunoxexue N 11

K . 41 HCTpyKLUMK No
[enonponsBoacTBy

B OpraHax BHYTPEHHWX Aen
Poccunckon denepaunn

OGpa3zeL, yrnoBoro GraHka NUCbMa opraHa BHYTPEHHUX Aen

CmoTtpu gaHHoe npunoxeHue B MS-Word

Mpunoxexne N 12

K N. 41 HCTpyKUMK NO
[enonponsBoacTBy

B OpraHax BHYTPEHHUX Aen
Poccunckon denepaunn

O6paseu yrnosoro 6naHka nMcbmMa opraHa BHYTPEHHUX Aen

CwmoTpu gaHHoe npunoxeHve B MS-Word

MpunoxexHne N 13

K n. 41 UHCcTpyKumn no
[enonpon3BoacTBy

B OpraHax BHYTPEHHUX Aen
Poccunckon denepaunn

O6pasel, yrnoeoro 6raHka NMCbMa opraHa BHYTPEHHUX AeNn Ha TpaHcrnopTte

CmoTpu gaHHoe npunoxeHue B MS-Word

Mpunoxexne N 14

K n. 41 HCTpyKumn no
[enonpon3BoacTBy

B OpraHax BHYTPEHHUX aen
Poccuiickon depepaumm

O6pasel npofonbHOro 6naHka NUcbMa opraHa BHYTPEHHUX aen

CmoTpwu gaHHoe npunoxeHue B MS-Word

Mpunoxexne N 15

K n. 41 UHcTpykumn no
[enonpons3BoacTBy

B OpraHax BHYTPEHHUX gen
Poccunckon denepaunn

O6pa3eu, npoaosibHOro 6naHka nucbma OopraHa BHYTPEHHUX gen
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CmoTpu gaHHoe npunoxeHue B MS-Word

MpunoxexHne N 16

K . 41 HCTpyKLUMK No
JenonponsBoacTBy

B OpraHax BHYTPEHHUX aen
Poccuiickon ®epepaumm

O6paseL, npoaonbHOro 6naHka NMcbMa opraHa BHYTPEHHUX Aen

CmoTpu gaHHoe npunoxeHue B MS-Word

Mpunoxexne N 17

K n. 41 UHCcTpyKumn no
[enonpon3BoacTBy

B OpraHax BHYTPEHHUX gen
Poccuickon ®egepauun

O6paseL, npogornbHOro 6naHka Nucbma opraHa
BHYTPEHHUX Jer Ha TpaHcnopTe

CmoTpu gaHHoe npunoxeHune B MS-Word

MpunoxeHne N 18

K . 41 HCTpyKUMn No
[enonponsBoacTBy

B OpraHax BHYTPEHHWX Aen
Poccunckon degepaunn

O6pasel, yrnosoro 6raHka NnMCbMa panoHHOro opraHa BHYTPEHHUX Aen

CmoTpu gaHHoe npunoxeHue B MS-Word

Mpunoxexne N 19

K . 41 HCTpyKLUMK NO
[enonponsBoacTBy

B OpraHax BHYTPEHHUX Aen
Poccunckon ®enepaunn

O6paseu yrnosoro 6naHka nMcbmMa pavioHHOIo opraHa BHYTPEHHWX Aen

CwmoTpu gaHHoe npunoxeHve B MS-Word

Mpunoxexne N 20
K n. 41 UHCcTpyKumn no
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[Eenonpon3BoaCTBY

B OpraHax BHYTPEHHUX aen
Poccunckon ®egepaumm

O6pasel yrnoeoro 6naHka NMCbMa MEXMYHULMNANBHOTO
opraHa BHYTPeHHUX fen

CmoTpwu gaHHoe npunoxeHue B MS-Word

Mpunoxenue N 21

K n. 41 VIHCTpykuum no
AEenonpon3BoacTBy

B OpraHax BHYTPEHHUX aen
Poccunckon ®egepaumm

O6paszel yrnosoro 6naHka nMcbma NMHENHOTro
opraHa BHYTPEHHMX A Ha TpaHcnopTe

CwmoTpu gaHHoe npunoxeHve B MS-Word

Mpunoxexne N 22

K n. 41 UHCcTpyKumn no
AEenonpon3BoaCTBY

B OpraHax BHYTPEHHWX gen
Poccunckon degepaumm

O6pasey, npogonsHOro 6rnaHka NnMcbMa paroHHOro
opraHa BHYTPEHHUX Aen

CmoTpu gaHHoe npunoxeHue B MS-Word

Mpunoxexne N 23

K n. 41 VIHCcTpykuum no
AenonponssoacTBy

B OpraHax BHYTPEHHUX Aen
Poccuiickon depeparmm

O6pasey, NnpogonbLHOro 6naHka NMcbMa pamoHHOro
opraHa BHYTPEHHMWX Aen

CmoTpu gaHHoe npunoxeHue B MS-Word

Mpunoxexune N 24

K n. 41 UHcTpyKkumn no
[enonpon3BoacTBy

B OpraHax BHYTPEHHUX aen
Poccunckon denepaunn
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Mpuka3 MBJ, Poccum ot 20.06.2012 N 615
"OBb YTBEPXXAEHWWN NHCTPYKLMW NO AENONPOU3BOACTBY B OPTAHAX
BHYTPEHHWX AENT POCCUNCKOMW...

[lokyMeHT npepoctasneH KoHcynbTaHTl0C

[aTta coxpaHenus: 10.12.2015

O6paseL, npoaornbHOro 6naHka NMcbMa MeXXMYHULMMNanbHOro

opraHa BHYTPEeHHUX gen

CmoTpu gaHHoe npunoxeHue B MS-Word

O6pasey, npogonbHoOro 6rnaHka Nnucbma NIMHENHOro
opraHa BHYTPEHHUX Aerl Ha TpaHcnopTe

CmoTpu gaHHoe npunoxeHue B MS-Word

O6pa3sel, 6bnaHka pacnopsikeHus MB[L Poccun

CmoTpu gaHHoe npunoxeHune B MS-Word

Mpunoxexne N 25

K n. 41 VIHCTpykuum no
AenonponssoacTBy

B OpraHax BHYTPEHHUX aen
Poccuiickon depeparmm

Mpunoxenne N 26

K n. 41 UHcTpykumn no
[enonponssBoacTBy

B OpraHax BHYTPEHHWX Aen
Poccuiickon depepaumm

Mpunoxexne N 27

K . 41 HCTpyKUMK No
[enonponsBoacTBy

B OpraHax BHYTPEHHWX Aen
Poccuiickon ®epepaumm

O6pasel, bnaHka pacnopsikeHust CTPYKTYPHOro noapasaeneHus

MuHucTepcTBa BHyTpeHHUX aen Poccuiickon deanepavmm

CmoTpu gaHHoe npunoxeHue B MS-Word

O6paseu brnaHka pacnopsiKeHust opraHa BHYTPEHHUX Aen

CmoTpun gaHHoe npunoxeHune B MS-Word

Mpunoxexne N 28

K N. 41 HCTpyKLUMK NO
[enonpon3BoacTBy

B OpraHax BHYTPEHHUX aen
Poccuickon ®egepauun
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Mpuka3 MBJ, Poccum ot 20.06.2012 N 615
"OBb YTBEPXXAEHWWN NHCTPYKLMW NO AENONPOU3BOACTBY B OPTAHAX
BHYTPEHHWX AENT POCCUNCKOMW...

[lokyMeHT npepoctasneH KoHcynbTaHTl0C

[aTta coxpaHenus: 10.12.2015

OGpaseL, 0pOpMIIEHUSI MOJHOMO MPOTOKOSA

CmoTpu gaHHoe npunoxeHue B MS-Word

O6pasev, ohopmMneHNa KpaTKOro NpoTokona

CwmoTpu gaHHoe npunoxeHve B MS-Word

O6pasel, Tenerpammbl

TENErPAMMA

MpunoxeHue N 29

K . 41 HCTpyKLUMK No
[enonponsBoacTBy

B OpraHax BHYTPEHHWX Aen
Poccunckon denepaunn

Mpunoxexne N 30

K N. 41 HCTpyKLUMK NO
[enonponsBoacTBy

B OpraHax BHYTPEHHUX Aen
Poccunckon denepaunn

Mpunoxexne N 31

K n. 49.3 UHCcTpyKUMK No
[enonpon3BoacTBy

B OpraHax BHYTPEHHUX Aen
Poccunckon denepaunn

CPO4YHAA

HAUAJIBHVKY YMBJ POCCHUNM IIO

AMAJIO-HEHEIKOMY

ABTOHOMHOMY OKPYIVY

ITOJIKOBHUMKY IIOJIMLINN

[IETPOBY B.B.
MaTpocosa,

Canexapxn,

TioMeHCKasa 060JlacThb

YBAXAEMbI BIAOVMWP BNAOVMUPOBKY!

OT UMEHW KONNEMM MUHUCTEPCTBA BHYTPEHHUX OEN POCCUNCKOWN ®ELEPALN NPVUMUTE

CEPJOEYHbIE MO3OPABNEHNA C OAHEM POXXOEHWA.

YKENAIO BAM, BIAOVMWP BIAOVMMUPOBWY, KPEMKOIrO 340POBbSA, BOMbLWOro CEMEMHOIO
CYACTbA, MUPA U BNArCorionyysa BAM M BAWNM BIIM3KMM, YCIEXOB B BINATOPOOHOM [OENE

CNYXXEHVA POCCUN.

C YBAXEHMVEM,

KoHcynbTaHTINIOC www.consultant.ru
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Mpuka3 MBJ, Poccum ot 20.06.2012 N 615 [10KyMEHT raBneH KoHe Mntoc
"OB YTBEPYZEHUN MHCTPYKLIV MO AESIONPON3BOACTBY B OPFAHAX OKYMEHT NPEAOCTaB/EH ROHCYNIbTAHTI IO
BHYTPEHHWX [EN POCCUACKONA... Aata coxparenms: 10.12.2015

MMHVCTP BHYTPEHHNMX IOEJI

POCCHUICKON OENEPALUN n. OAMUIINSA
I'. MOCKBA, VYJI. XUTHAS, 16 MVHVCTP BHYTPEHHMX IEJI
MBI POCCUU POCCHUICKON OENEPALUN

TEHEPAJI-TIOJIKOBHMK TIOJIMIONN

n.o. SAMINA

15 OKTABPA 2011 T'.
N

Mcno. N.0. damMmimsa

667 62 22

KoHcynbTaHTINOC
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Mpuka3z MB[, Poccun ot 20.06.2012 N 615

"OB YTBEPXAEHUM MHCTPYKLIMM NO AENOMPONU3BOACTBY B OPFAHAX BHYTPEHHUX [EN

POCCUICKOW...

[okymeHT npepocTasneH KoHcynbTaHTI0C
[ata coxpaHeHnus: 10.12.2015

MpunoxeHue N 32

k nn. 50.8; 50.10 NHCTpyKuun no

[enonpon3BoACTBY

B OpraHax BHYTPEHHUX Oen
Poccuinckon degepaumm

XYPHAN
y4yeTa chakcorpamm
IOJIXHOCThE, SamMmmima
IaTa u BpeMs VHULMAJIEL U VICTIOJIHUTEJIS U
IOCTYIJIEHUS KoppecnoHnneHT KommnuecTBO KpaTkoe comepxaHue bammnmsa pyKOBOOUTEIS,
N n/no (oTnpaBKM) OTNpPaBKM JIMCTOB baxcorpamMMel COTpyIOHMKA, NOONMCAaBUWero [IpuMedaHUEe

baxcorpaMMel (nonmy4yeHms) baxcorpaMMel NIPUHABLETO (noyyumBIiiero)
(oTnpaBUBLIETO) baxcorpammy

baxcorpaMmy

1 2 3 4 5 6 7 8

BnaHk TenedoHorpamMmmbl

HamMeHOBaHMe opTraHmM3alum

Anpecar

MpunoxeHne N 33

K nn. 51.4; 51.9 UHCTpyKumMn no

nenonpon3soacTtBy

B OpraHax BHYTpPEeHHUX aen
Poccuiickon ®epepauyuu

KoHcynbTaHTINNOC
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Mpuka3z MB[, Poccun ot 20.06.2012 N 615

"OBb YTBEPXXJEHWN NHCTPYKLMW NO AENIONPON3BOACTBY B OPTAHAX BHYTPEHHWX AEN
POCCUNCKOM...

[okymeHT npepocTasneH KoHcynbTaHTI0C
[ata coxpaHeHnus: 10.12.2015

HOJIXKHOCTBL, MHMUMAJE U QaMuUima HOJIXKHOCTBL, MHMUMAJE M QaMmuimsa
COTPYIOHMKA, IlepernaBlero COTPYIOHMUKAE, IPUHABIEIO
TesepoHOTPaAMMY ; TesepoHOTPaAMMY ;
N TesnedoHa N TesnedoHa
TEJIEQOHOT'PAMMA
HaTa VHpoexc Bpemsa nepenaum
TexcT
HosrkHOCTE M dQaMmimMsa Jjmia, OT MMEHM KOTOPOI'O IepenaeTcsa TejlepoHOTpaMMma

N (perucTpalMOHHEI)

KoHcynbTaHTINNOC
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Mpuka3 MBJ, Poccum ot 20.06.2012 N 615
"OBb YTBEPXXAEHWWN NHCTPYKLMW NO AENONPOU3BOACTBY B OPTAHAX
BHYTPEHHWX AENT POCCUNCKOMW...

[JokymeHT npepocTtasneH KoHcynbTaHTI0C
[aTta coxpaHenus: 10.12.2015

XKYPHAN

yyeTa TenedoHorpamm

Mpunoxexne N 34

K n. 51.9 UHCTpyKUMn No
[enonponsBoacTBy

B OpraHax BHYTPEHHWX Aen
Poccunckon denepaunn

CwmoTpu gaHHoe npunoxeHve B MS-Word

Mpunoxexne N 35

K n. 70 UHcTpyKumn no
[enonponsBoacTBy

B OpraHax BHYTPEHHWX gen
Poccuiickon ®egepaumu

MpuMepHbIN NepeyeHb HePEerncTpUpyeMbiX 4OKYMEHTOB

Mepuoanyeckme nsgaHus (raseTbl, )KypHarbl, COOPHUKN).
JIutepatypHble npon3BeaeHus.
HayuHble Tpyapl.

Mnakatbl, peKknamMHble n3BeLleHnd, NPOCMNEKThI, nosapaBuTeribHblie n1Mcbma n TenerpamMmmbl,

cobonesHoBaHusS.
Coob6LeHunst 0 3acejaHusAX, COBELLAHMAX, 3aHATUSAX.
[MepBUYHbLIE JOKYMEHTBI Byxrantepckoro y4yeta.
MpenckypaHThbl.

AKT

Mpunoxexne N 36

K n. 72 IHCTpyKumn no
[enonpon3BoacTBy

B OpraHax BHYTPEHHWX aen
Poccuiickon depeparmm

MpI, HMXENONNMCAaBUIMECS COTPYIHMKM (bemepasibHEIE T'OCyIDapCTBEHHEE TPaxXIaHCKME CJiyxalue,

PabOTHMKM) HOAPAa3OEJIeHMA OeJIONPOU3BOACTBa M pexuMma

(HaMMeHOBaHMEe OpraHa BHYTPEHHMX OeJ)

(mopxHOCTM M G.M.0. COTPYIHUKOB)

cocTaBmMIM akT o ToM, uTo " "

IpM BCKPEITUM IakKeTa

.

B HEM He OKa3aJloChb (BHABJIEHO HECOOTBETCTBUE)
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Mpuka3 MBJ, Poccum ot 20.06.2012 N 615
"OBb YTBEPXXAEHWWN NHCTPYKLMW NO AENONPOU3BOACTBY B OPTAHAX
BHYTPEHHWX AENT POCCUNCKOMW...

[JokymeHT npepocTtasneH KoHcynbTaHTI0C
[aTta coxpaHenus: 10.12.2015

HacTosmmii akKT COCTABJIEH B Tpex 5K3eMIIsgpax.

Mopgnucu:
Mpunoxexne N 37
Knn. 77; 81; 84; 96; 129
MHCTpyKLMM NO Oenonpon3BoaCTBY
B OpraHax BHYTPEHHUX Aen
Poccunckon ®egepaumm
YKYPHAI
yyeTa BXOOALLMX HECEKPETHbIX JOKYMEHTOB
CwmoTpu gaHHoe npunoxeHve B MS-Word
Mpunoxexne N 38
Knn. 77; 81; 84; 96; 129
WHCTpyKLMM NO 0enonponsBoacTBy
B OpraHax BHYTPEHHUX gern
Poccuiickon ®epepaumm
KAPTOYKA
yyeTa BXOOALWMX HECEKPETHbIX AOKYMEHTOB
CmoTpu gaHHoe npunoxeHue 8 MS-Word
MpunoxeHne N 39
k nn. 90; 92; 173 VIHCTpyKuunn
no 4enonpon3BoACTBY
B OpraHax BHYTPEHHUX Aen
Poccunckon ®egepaumm
KYPHAI
yyeTa NOArOoTOBNEHHbIX HECEKPETHBIX JOKYMEHTOB
CmoTpu gaHHoe npunoxeHue 8 MS-Word
Mpunoxexne N 40
k nn. 90; 92; 173 VIHCTpyKuunn
no 4enonpou3BoacTBY
B OpraHax BHYTPeHHWX aen
Poccunckon ®egepaumm
KAPTOYKA
y4yeTa NoAroToBMNeHHbIX HECEKPETHbIX AOKYMEHTOB
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Mpuka3 MBJ, Poccum ot 20.06.2012 N 615

"OB YTBEPYZEHUN MHCTPYKLIV MO AESIONPON3BOACTBY B OPFAHAX HAokymeHT npepocTasnen KorcynbTarTinoc
BHYTPEHHWX [IENT POCCUNACKOIA... Aata coxparenms: 10.12.2015

PermucTpaluOHHBIN DaTa
HOMEp, I[IOMeTKa perucrTpa- Bun mn xpaTkoe
OTpPaHUYEHUI anzeZi comepxXaHre OOKyMeHTa
B IOOCTyIe
1 2 3
Homep u marta KommuecTBO JIMCTOB
[lompasnesieHue u Kem nomnucaH UCIIOJIHEHHOT'O
baMUIIMsa MCHOJIHUTEJ S BXOOAMETO
OCHOBHOTO IPMUIIOXEHMSA
IOKyMEeHTa
IOOKyMEeHTa
4 5 6 7 8
—————————————————————————— O0OpPOTHAA CTOPOHA KAPTOUKU—————————————————————————
[lognuce B OTnpaBJIEHO OOKYMEHTOB Homep peecTpa
IOJIyUYEeHUU (pacnmucka) wnuim
OKyMeHTa IJid IOPAOKOBEIM HOME
LOOKY: a HOoMepa pAan u b
OTHNPaBKMU U 10 Pas3HOCHOM
Kyoa ¥ KOMYy DK3EeMIJISa—
naTa KHUTE
POB
9 10 11 12
IJOKyMEHT IMIOOWNT Pacnucka Homep m maTa
O MNpPOBEpPKE axkTa o6
HaJIM4uusa YHUUTOXEHUN [IpuMeuyaHUda
oeJyio u HOMEepa
OKyMEeHTa OKyMEeHTa
TOM JICTOB HOKY HOKY
u maTra
13 14 15 16 17

MpumeyaHue.

pacha 15 3anonHseTca npu npoBefeHMUM T[OOO0BbIX MPOBEPOK Hanuuus OOKYMEHTOB,

cofepxKaLymx
cnykeGHble CBeeHVs OrpaHMYeHHOro pacnpocTpaHeHus.

MpunoxeHue N 41

K . 106 HCTpyKLMK No
[enonponssBoacTBy

B OpraHax BHYTPEHHUX gen
Poccunckon denepaunn

KoHcynbTaHTINOC

www.consultant.ru CrpaHuua 67 n3 73
HafeXHasa npaBoBas noaAepXXkKa


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

Mpuka3z MB[, Poccun ot 20.06.2012 N 615
"OBb YTBEPXXAEHUN NHCTPYKLIMM MO AENONPOU3BOACTBY B OPFAHAX BHYTPEHHUX OEN

[okymeHT npepocTasneH KoHcynbTaHTI0C

POCCUCKOMA... [ata coxpaHeHnus: 10.12.2015
HAPA N
Ha pas3MHOXeHMe (KONMPOBaHME, THUPAXMPOBAHME) INOKYMEHTOB
[logpasnmeneHue
HamMeHOBaHMe pabOTH
(mevaTaHme, pPas3MHOXEHHUEe, IepelnjeT U OpyIroe)
Perucrpa- BrimoJsiHeHMe paboT OrMeTKa 00 YHMUTOXEHUMU 1
LIMOHHEIM HOMeEpP T'pud KommuecTBO KommuecTBO OpPaKOBAHHHX JIMCTOB, MNOANUCU (2
NOOJIMHHMKA CeKpPeTHOC JIMICTOB TPeOYOILMXCI JiMl, CHeJIaBIMX OTMETKY, 6
(opurmHana) pu7Zs opMI'MHAaJa BK3EMIJIAPOB KONTMYECTRO KONUYECTRO KONTMYECTRO mara
n nara M3TOTOBJIEHHBIX JIMCTOB B BOpaKOBaHHBIX
SK3EMIJIAPOB SK3eMIJIApe JICTOB
1 2 3 4 5 6 7 8
PykopomurTesip nompasnejieHra OeJIONPOM3BONCTBA VM PeXMMma " " 20
(momommce)

OTMeTKM B (l)OpMe ydyeTa O OOIIOJIHUMTEJIBHO M3T'OTOBJIEHHBIX 3SK3EeMIIJIApax (mmucTax) IpousBeJI:

" " 20 .

OTBETCTBEHHHM 3a ydeT

(moomnmmce)

KoHcynbTaHTINNOC
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Mpuka3 MBJ, Poccum ot 20.06.2012 N 615
"OBb YTBEPXXAEHWWN NHCTPYKLMW NO AENONPOU3BOACTBY B OPTAHAX
BHYTPEHHWX AENT POCCUNCKOMW...

[lokyMeHT npepoctasneH KoHcynbTaHTl0C

[aTta coxpaHenus: 10.12.2015

KYPHAT
y4yeTa HeCeKpeTHbIX NPaBOBbIX aKTOB

CwmoTpu gaHHoe npunoxeHve B MS-Word

CwmoTpwu gaHHoe npunoxeHue B MS-Word

YKYPHANN
y4yeTa HeCeKpeTHbIX U3gaHuii

CmoTpu gaHHoe npunoxeHue B MS-Word

KYPHAIJ

Mpunoxexne N 42

Knn. 119 - 121; 125 HCTpyKummn

no Aenonpou3BoacTBy
B OpraHax BHYTPEHHUX Oen
Poccunckon denepaunn

Mpunoxexne N 43

K nn. 125; 234 NHCTpyKuun
no Aenonpov3BoacTBY

B OpraHax BHYTPEHHUX gen
Poccuickon ®egepauuu

Mpunoxexne N 44

k nn. 128-130; 132 UHcTpyKumm
no Aenonpov3BoacTBY

B OpraHax BHYTPEHHUX aen
Poccuiickon depepaumm

Mpunoxenue N 45

k nn. 128-130; 132 UHcTpyKumm
no Aenonpou3BoacTBYy

B OpraHax BHYTPEHHUX Oen
Poccunckon denepaunn

MHBEHTAPHOIo y4eTa HeCeKpPETHbIX C6pOLIJPOpOBaHHbIX maTtepunanoBs

CwmoTpu gaHHoe npunoxeHve B MS-Word

MpunoxeHue N 46

kK nn. 139.1; 147 VIHCTpyKuun
no Aenonpou3BoacTBy

B OpraHax BHYTPEHHUX aen
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Mpuka3 MBJ, Poccum ot 20.06.2012 N 615
"OBb YTBEPXXAEHWWN NHCTPYKLMW NO AENONPOU3BOACTBY B OPTAHAX
BHYTPEHHWX AENT POCCUNCKOMW...

[JokymeHT npepocTtasneH KoHcynbTaHTI0C
[aTta coxpaHenus: 10.12.2015

Poccuiickon ®epepavmm

[I0 MCHOJIHEHUM I[IONJIEXNUT
BO3BpaTy B

(HaMMeHOBaHMe MNoIpasmelleHUd
IOeJIONIPOM3BOIACTRBA UM PeXxuMma)

KOHTPOJIbHAA KAPTOUKA

JIcrIoJIHUTEe b [lonpasnesieHne

(bammnmsa, TesnedoH)

CpoK MCIHNOJIHEHUS
Cpok mnponjeHmsa

IaTa 20 T.

Kparkoe conepxaHue

YKasaHMsa 10 MCIIOJIHEHMIO

HaTa PaboTra MmO KOHTPOJIO JICIIOJIHEHO
B cpoxk
C HapyuweHHMEM Ccpoka
(moOoUepKHYTH)
VcriosiHeHMKE :
Mcx. N ITaTa

CHATO C KOHTpPOJA

(momnmce)
Mpunoxenue N 47
knn. 139.1; 148.2 VIHCTpyKUuUn
no Aenonpou3BoacTBy
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Mpuka3 MBJ, Poccum ot 20.06.2012 N 615 [10KyMEHT raBneH KoHc Mioc
"OB YTBEPYZEHUN MHCTPYKLIV MO AESIONPON3BOACTBY B OPFAHAX OKYMEHT NPEAOCTaB/EH ROHCYNIbTAHTI IO
BHYTPEHHWX [IENT POCCUNACKOIA... Aata coxparenms: 10.12.2015

B OpraHax BHYTPEHHUX Aen
Poccuiickon depepavmm

(HaMMeHOBaHMEe CyOBekTa KOHTPOJIA)
KOHTPOJIbHAA KAPTOUKA

BaloJIHEHHYI KOHTPOJIbHYI KapTOUKy 3a NONNMCHI PYKOBOOUTEJISA
(HaMMeHOBaHMEe CTPYKTYPHOI'O
nompasnesieHusd)

npencraeuTrbs no " " 20 . B

(HamMeHOBaHMEe CcyOBEeKTa KOHTPOJIS)
B SHGKTpOHHOM BUIOe M Ha 6yMa)KHI:>IX HOCUTEJIAX .
dakc: , kab. , TeJ.
KoHTpOonupyomuil COTPYOHMUK

(bamMmams, mMsa, OTUECTBO)
Anpec B2JIeKTPOHHOM [IOYTH:

MpumeyaHus:

1. TekcT rpadbl "Xoa BbINONHEHMA" MOXHO pacnonaratb Huxe Tabnuubl NO BCEW LUMPUHE NUCTA Kak Ha
NUUEBOK, Tak N Ha 0BOPOTHOM CTOPOHE BnaHka NGO Ha AOMOMHUTENbHbBIX NIMCTax ¢ NPUNOXeHNEM HeobXOaANMBbIX
JOKYMEHTOB.

2. B koHue TekcTa rpadbl "Xon BbINONHeHWs" AOMKeH OblTb BbIBOO O MNPWU3HAHUM MEPONPUATUA UMn
NOpPYYEHUS BbINOMHEHHBIM U MOAMEXALLMM CHATUIO C KOHTPONsA (MeponpusaTtue CYMTaeTCsl BbINOSIHEHHbBIM, €Crnu
COBepLLEHbI (3aBepLUEHbl) BCE NepeYnCreHHbIe B HEM OENCTBUS).

3. 3anonHeHHast KOHTpONbHas KapTO4ka NPeACTaBNAeTCsa C Marepuanamuv, CBuaeTenbCTByWUMU 06
NCMOMHEHNN NOPYYEHNS, MEPONPUSTUS.

HazpaHMe »OokyMeHTa (IOPydYeHMS) [IyHKT HaspaHue OTBEeTCTBEHHEM
IOpy4YeHnd MEPONPUATUA, UCIIOJIHUTEJIb
[IOpy4YeHnd
(moJyiHOE)

Xopa BbINONHeHUS:

MpunoxeHue N 48

k nn. 148.2 NHCTpyKLmMK

no 4enonpou3BoACTBY

B OpraHax BHYTPEHHWX Aen
Poccuiickon depepavmm

(HamMMeHOBaHMEe CyOBEKTa KOHTPOJIA)

HauaslbHUKY
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Mpuka3 MBJ, Poccum ot 20.06.2012 N 615
"OBb YTBEPXXAEHWWN NHCTPYKLMW NO AENONPOU3BOACTBY B OPTAHAX
BHYTPEHHWX AENT POCCUNCKOMW...

[lokyMeHT npepoctasneH KoHcynbTaHTl0C

[aTta coxpaHenus: 10.12.2015

KAPTOUKA-YBEJIOMIIEHVE

(b.m.0. coTpymHHUKAE,

Ted.

KOHTPOJIMPYIETO MCIOJHEeHME CJYyXeOHOTO NOKYyMEeHTAa WJIM MNOPpYyYeHNd)

HanpaBJiseTcs B NOPSAIKE HAOMMHAHUA M yHpexZanlero KOHTPOJIS I[IepedeHb [IOpydYeHM,
nogjiexammux peanms3aumu C

10

20 T.

HamMeHOBaHUE
IOKyMEHTa

Homep
IyHKTa
OOKYMEHTAa

ComepxaHue
IOpy4YeHMsa

OTBEeTCTBEHHEM
UCIIOJIHUTEJb

Cpok
VICIIOJIHEHU A

CmoTpu gaHHoe npunoxeHue B MS-Word

CwmoTpu gaHHoe npunoxeHve B MS-Word

CmoTpu gaHHoe npunoxeHue B MS-Word

Mpunoxexne N 49

K nn. 232; 235 VHCTpyKummn
no Aenonpou3BoacTBY

B OpraHax BHYTPEHHUX aen
Poccuiickon ®epepaumm

Mpunoxexne N 50

K nn. 232; 234 VIHCTpyKunn
no Aenonpovs3BoacTBy

B OpraHax BHYTPEHHUX gen
Poccuickon ®egepauun

Mpunoxexne N 51

K nn. 232; 235 NHCTpyKuun
no Aenonpov3BoAcTBY

B OpraHax BHYTPEeHHUX aen
Poccunckon denepaunn

MpunoxexHne N 52

K n. 247 UHCTpyKunmn

no Aenonpou3BoacTBY

B OpraHax BHYTPEHHUX aen
Poccuiickon depepaumm
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Mpuka3 MBJ, Poccum ot 20.06.2012 N 615
"OBb YTBEPXXAEHWWN NHCTPYKLMW NO AENONPOU3BOACTBY B OPTAHAX
BHYTPEHHWX AENT POCCUNCKOMW...

[JokymeHT npepocTtasneH KoHcynbTaHTI0C
[aTta coxpaHenus: 10.12.2015

[MpuMepHbIN NepeyeHb JOKYMEHTOB,
Ha KOTOpPbIX CTaBUTCH NeYvaTb C BOCMPON3BEOEHVEM
"ocypmapcTBeHHoro repba Poccuiickon deaepaumm

AKTbI (MPUEMKN 3aKOHYEHHbIX CTPOUTENBCTBOM O6BHEKTOB, 060PYA0OBaHMSA, BbINOMIHEHHbIX PaboT; onucaHus;
3KCNepTu3bl U Apyrue).

[loBepeHHOCTM (Ha nonyyeHne ToBapHO-MaTepuanbHbIX LLEHHOCTEW, BeAeHne aen B cyae v apyrve).

HoroBopbl (0  maTepuanbHOW  OTBETCTBEHHOCTM, MOCTaBkax, noapsgax, Hay4YHO-TEXHUYECKOM
COTpPYAHMYECTBE, apeHae NOMELLEHN, O NPOU3BOACTBE paboT u apyrue).

3apaHns (Ha npoekTupoBaHMe OOBLEKTOB, TEXHUYECKUX COOPYXEHWUWA, KanuTanbHOE CTPOUTENbCTBO,
TeXHU4Yeckne n gpyrue).

3asaBku (Ha obopygoBaHue, n3obpeteHus u gpyrue).

3aknoyeHns n OT3bIBbl OpraHusauui Ha aucceptaumm u astopedyepaTbl, HamnpasfsieMble B BbICLUYHO
aTTecTaLuMOHHYI0 KOMUCCHUIO.

WcnonHutenbHble NnUCTbI.

KomaHavpoBoYHble yaOCTOBEPEHHS.

Hopwmbl pacxofa Ha aparoueHHble meTansbl.

O6pasupl  OTTMCKOB  nNeyatem wu  nognucen  pabOTHWMKOB, UMEIOWMX  MpaBO  COBepLUeHMUS
(PUHAHCOBO-XO3ANCTBEHHbIX Onepauui.

MpegcTtaBneHns n xogatanctea (0 HarpaXxaeHUn opaeHamMy U Megansamu, NpeMmnsiMu u gpyrue).

MonoxeHne 06 opraHe BHYTPEHHWX Aen.

lMpoTokonbl (cormacoBaHWs NNaHoOB NOCTaBOK M Apyrue).

®PurHaHCcoBO-pacnopsaanTenbHble U ByxranTepckue JOKYMEHTbI.

Mpunoxexne N 53

K n. 252 UHCTpyKumm

no 4enonpon3BOACTBY

B OpraHax BHYTPEHHUX Aen
Poccuiickon depepaumm

CmoTpu gaHHoe npunoxeHue B MS-Word

Mpunoxexne N 54

K n. 275 VIHCTpyKuun

no 4enonpon3BOACTBY

B OpraHax BHYTPEHHUX aen
Poccuiickon depepaumm

CmoTpwu gaHHoe npunoxeHue B MS-Word
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