MHWHUCTEPCTBO TATAPCTAH
ITPOMBIIIJIEHHOCTHU U PECITYBJIMKACHI
TOPI'OBJIX COHOI'ATb hoM COY /1O
PECITYBJIMKHU TATAPCTAH MHUWHUCTPJIBIT'BI
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O06 yreepxaenun UHCTpYKIMH 110 1€10NPOH3BOACTBY
B MHHHCTepCTBE NPOMBILIJIEHHOCTH H TOPTOBJIH
Pecnybankn Tataperan

B coorBercTBuM ¢ Haunwonanbueim  crangaprom  Poccmiickoit  ®Depepanuu
I'OCT P 7.0.97-2016 «Cuctema cranaapToB 110 nHopManny, OHOIMOTEYHOMY U M31aTEIECKOMY
geny.  Opranu3alMOHHO-pacIiopsMTeIbHas  JIOKyMeHTalus. TpeGoBanus K 0hOpMIIEHHIO
JOKYMEHTOBY», YTBEPKICHHBIM MpHKa3oM (DelepajbHOrO areHTCTBA MO0  TEXHUYECKOMY
peryiMpoBanuio ¥ wmerposiorud or 8 aekabps 2016 r. Ne 2004-ct «OO6 yTBepxaeHUH
PaumonansHoro crangapra Poccuiickoit ®@enepanuu» U B 1essx noBbimeHus 3(GpHeKTHBHOCTH
JIOKyMeHTO0O0poTa B MHHMCTEPCTBE NMPOMBINLUIEHHOCTH M TOproian PecnyOauku Tarapcran
NpHKa3blBalo:

1.YTBepauTHL U BBECTH B jieiicTBHE npuiaraeMyro MHCTPYKIMIO 10 J1e0NPOU3BOACTBY B
MunucrepcTBe npoMbIIUIEHHOCTH U Toprosian Pecriybinku Taraperan (nanee — MHCTpyKius).

2. 3aMeCTUTEIAM MUHUCTPA, PYKOBOIUTEISM CTPYKTYPHBIX MOJIpa3 e/ ICHHIA:

- obecnieynTh u3yyeHre MHCTpyKInu coTpy/IHUKaMH M CTPOTOE €€ BBITIOJTHEHHUE;

- NPUHATE MEPBI K JaJbHEHIIeMy YIyqIIeHHIO OpraHu3alui paboThl ¢ JIOKYMEHTaMH U
KOHTPOJIIO 3a MCIIOJIHEHUEM HacTosiei MacTpykun.

3. YcTaHoBUTh, 4YTO PYKOBOAMTENIM CTPYKTYpPHBIX MoJpa3jelieHuii  MuHucTepcTBa
MPOMBIIJIEHHOCTH U TOprosiu Pecry6iuku Tarapcran HeCyT OTBETCTBEHHOCTH 3a BBHITMIOJIHEHHUE
tpeboBanuit UHCTpyKLIMHU.

4. Tlpusnate yTpaTHBLIIMM CHIY MpuKa3 MHHHCTEPCTBA MPOMBIILICHHOCTH U TOPrOBIH
PecniyGiukn  Tartapcran ot 30.11.2013 Ne 380-1-o1 «O6 yTBep)KA€HHH MHCTPYKLUUH 10
JAEITONPON3BOACTBY B MUHHCTEPCTBE MPOMBIIIIEHHOCTH U ToproBiu Pecnybiauku Tatapcrany.

5. KonuTpons 3a HMCIOJIHEHHMEM HACTOSIIErO IpUKa3a BO3JIOKHUTH Ha YIPABIAIOIIETO
aenamu munuctepersa A L. [llakypoga.

3amecturens [Ipembep-MmunucTpa

PecniyOnuku Tarapcran — MuHucTp A.A. Kapumos




YTBEPX/IEHA
npukasom s3amecturenasi I[Ipembep-
muHucTpa Pecnybankn Taraperan —
MHHHCTPOM  TNPOMBIILJIEHHOCTH H

Topros;in Pecny6ankn Taraperan
or 1. 05, 200N S5 -T2

MHCTPYKUMUSA
10 1eJIONPOH3BOACTBY B MUHHCTEpPCTBE NPOMBINLIEHHOCTH
u Toprosiu Pecnybankn Taraperan

1. O0mue nooxeHus

I.1.  Hacrosimas MHCTpykuMs 1o  JeNONpOU3BOACTBY B  MHUHMCTEpCTBe
NPOMBILUIEHHOCTH W ToproBnu PecnyOonuku Tarapcran (manee — MHcerpykuus,
MUHHCTEPCTBO) pa3paboTaHa B COOTBETCTBMM ¢ [lpaBuiamu aenonpomsBoicTBa B
(hezrepasibHBIX OpraHax MCIOJHMTENIbHOI BIAaCTH, yTBEpPIKAEHHBIMU NpHKa3oM Pocapxusa
ot 22 mas 2019 . Ne 71; TOCT P 7.0.97-2016 «Cucrema craHaapToB 1o MHpOpMAaIuH,
OubnuoreuHoMy M u3gatensckomy  geny.  OpraHu3alMOHHO-pPACTOpsAUTETbHAS
nokyMeHTalus. TpeboBaHHus K O(QOPMIICHHIO JOKYMEHTOB», YTBEP)KIEHHHIM IPHKA30M
Poccranaapra or 8 nekabps 2016 . Ne 2004-cT ¥ BBeJEHHBIM B JIEHCTBHE NPUKA30M
Poccrangapra or 25 wmas 2017 r Ned435-ct; Tlonoxkenuem o cUcTeMe
Me’KBEJJOMCTBEHHOTO 3JIEKTPOHHOTO JIOKYyMeHTO0O0poTa, YTBEPK/I€HHBIM
nocranoBienueM lIpasurenscTBa Poceniickoit @enepauuu ot 22 centsops 2009 r. Ne 754;
ITonoxenuem o eMHON MEKBEJOMCTBEHHOH CHUCTEME JJIEKTPOHHOIO JIOKYMEHTOOOOpOTA
OpraHoB  rocyzapctBeHHo  Bnactu  Pecnybnuku  TarapcraH, — yTBep:KIeHHBIM
[Tocranosnennem Kabunera MunuctpoB Pecrybnmuku Tarapcran or 31 mexa6ps 2009 r.
No 920; Meroauueckumu pekomeHgauusmu no npumerenuto ['OCT P 7.0.97-2016
«Cucrema cTaHaapToB 10 HH(popMauuH, OUOIHOTEYHOMY H H3JATENbCKOMY JIely.
Opranu3alMOHHO-pacropaaAnTeNlbHas  JOKyMeHTauus. TpeGoBaHus K  0QOPMIEHHIO
JTOKYMEHTOBY.

1.2. Wuctpykums paspaboraHa B LeJIsiX YCTAHOBIEHHMS €IMHBIX TpeOoBaHHIl K
MOArOTOBKE, 00pabOTKe, XpaHEHUIO U HCIIOJIb30BAHUIO OOPa3yIOUIUXCS B AEATENBHOCTH
MmuHucTepcTBA NPOMBINIIEHHOCTH W ToproBiu PecnyGnuku Tarapcran (mamee —
MUHHUCTEPCTBO) JIOKYMEHTOB, COBEPIIEHCTBOBAHUS JEJIONPOU3BOJICTBA M TMOBBIIIEHHUS €r0
3hdeKTUBHOCTH.

1.3. Tlonoxenus MHCTpyKUMM pacnpocTpaHsiOTCS Ha OpraHM3aluio paboTel ¢
JOKyMEHTAMH HE3aBUCHMMO OT BHUJA HOCHUTENs, B TOM 4YHCIE IpHUEM, IOATOTOBKY,



00paboTky, peructpanuio, oGOpMICHHUE, KOHTPOJb HCIOJHECHHUS, Y4YeT, XpaHCHHE U
UCIIO/Ib30BAHUE JIOKYMEHTOB, OCYIIECTBISEMBIX C MOMOIIBI0  HHGOPMAITHOHHBIX
TEXHOJIOTUH (DJIEKTPOHHBIX JOKYMEHTOB).

Cucrembl 3IEKTPOHHOTO JOKYMEHTOOOOpOTa (CHUCTEMBbI aBTOMATHU3UPOBAHHOMU
00pabOTKH JOKYMEHTOB), IPUMEHSIEMbIE B MHHUCTEPCTBE, JODKHBI OOeCmedYnBaTh
BBITIOJTHEHHUE TpeboBanuii UHCTpyKIum.

1.4. Tlonoxxenus MHCTpYKIIMKU HE PACTPOCTPAHSIOTCS HA OPTaHU3AIMI0 PAbOTHI C
JIOKYMEHTaMH, COACPIKAIIMMU CBEJICHUSI, COCTABIISIIONINE TOCYTAPCTBEHHYIO TAUHY.

Ocobennoctu paboOTbl € JIOKYMEHTAMH, COJAEpKAIUMH KOH(DUICHIIHATLHYIO
undopmanuo (caykeOHYI0 U UHYIO TaliHy, NEpPCOHAJbHbIE [aHHbIE), PETYIUPYIOTCS
NEUCTBYIOIIUM  3aKOHOJATENbCTBOM U PeriameHTOM, yTBEPKACHHBIM  MPUKA30OM
muHUCcTEepcTBa OT 25.12.2017 Ne 321-o1 «O0 opraHu3anuy UCIOJHEHUS TMOCTAHOBICHUS
Kabunera MunnctpoB Pecnyonuku Tatapctan ot 12.12.2017 Ne 975 «O0 yTBepxaeHun
[Tonoxxenust o mopsake oOpameHuss €O CIyXeOHOM wuH(pOpPMAUEeH OTrpaHUYCHHOTO
pacnupoCTpaHEHUsI B UCIOIHUTEIBHBIX OpraHax rocylapcTBEHHOM Biactu PecnyOnuku
TarapcTany.

TpeboBanus UHcTpykiuu K pabore ¢ OyxXraaTepckod — AOKyMEHTaIueu
pPAcCIpPOCTPAHSIIOTCS AWML B YACTU OOUIMX MPUHIUMIIOB PadOThI C JOKYMEHTAMHU, 4 TaKkKe
MOJITOTOBKH JIOKYMEHTOB K IE€peaue Ha apXUBHOE XPAHEHHE.

PaGora ¢ oOpameHusMH TpakJaaH OCYHIECTBISETCS B COOTBETCTBHU C
OenepanbubiM 3akoHOM 0T 2 Mas 2006 roga Ne 59-O3 «O mnopsinke paccMOTpeHUs
obpamenuii rpaxkaad Poccuiickoit @eneparun» u 3akonom PecrnyOnuku Tataperan ot 12
mas 2003 roga Ne 16-3PT «O06 obpanienusx rpaxaan B Pecriydbnuke Tarapcrany.

1.5. Opranuzanuio  JelONpOU3BOACTBA HA  OCHOBE  €IUHOW  IOJUTHKH,
UCIIOJIb30BAHUSI COBPEMEHHBIX UH(OPMAIIMOHHBIX TEXHOJIOTUN B paboTe ¢ JOKyMEHTaMH,
METOANYECKOE PYKOBOJACTBO M KOHTPOJIb 32 COOMIONEHHEM YCTAaHOBJIEHHOTO MOpsJiKa
pabOThl C JOKYMEHTAMU B MHUHUCTEPCTBE OCYILIECCTBISIET YMPABISIIOUIUA J€IaMU
MUHHCTEpCTBA. Benenme nemonpou3BOACTBA B MHUHHCTEPCTBE BO3JIAraeTcs Ha OTAEIN
JETONPOU3BOJICTBA U KOHTPOJISL. J{OMKHOCTHBIE O0SI3aHHOCTH PAaOOTHUKOB, OTBEUAIOIIUX
3a OpraHu3anuio paboThl C JOKYMEHTAMHM B MHUHUCTEPCTBE, YCTAHABIIUBAIOTCSA
JOJKHOCTHBIMH PETJIAaMEHTaMU (JIOJKHOCTHBIMU UHCTPYKIUSMHU).

1.6. IlpaBuna wu mopsgoK paboOTl € JOKYMEHTAMH, MPEIyCMOTPEHHBIE
WNuctpykuueit, o0s3aTenbHbl 17151 BCeX PAaOOTHUKOB MUHUCTEPCTBA.

PaboTHUKM MHUHHUCTEPCTBA HECYT MUCHUIUIMHAPHYI0O U HWHYI0 YCTAaHOBJICHHYIO
3aKkoHOaTeIbcTBOM Poccuiickoit Denepanuu u Pecniydonuku TatapcTaH OTBETCTBEHHOCTh
3a HecoOmoneHue TpedoBanuit MHCTpyKIMH, 32 COXPAaHHOCTh HAXOASIIMXCA Y HHX
CIIyeOHBIX HOKyMeHTOB W jein. OO0 yrpare MOOKyMEHTOB W JeJl HEeMEIJICHHO
JTOKJIQJILIBACTCS YIIPABISAIONIEMY /I€JIAMHU.



1.7. Ilpu yxome pabOTHHUKOB MHUHHUCTEPCTBA B OTIYCK, BBIOBITUM UX B
KOMaHJIUPOBKY, B CIly4ae BpPEMEHHOW HETPYIOCIOCOOHOCTH, HMEIOIMUECs Yy HUX
JIOKyMEHTbI U JI€JIa 110 YKa3aHUIO PYKOBOAMTEJS MOAPA3/ACICHUs IEPEJaloTCs APYroMy
pabOTHHUKY.

[Ipu yBOnbHEHUHM (B Cllydae MpEKpalieHus CIy:KeOHOTO KOHTPAKTa) WU TEPEBOJIC
1o ciyk0e paboTHHKA rmepeaada TOKYMEHTOB | JIe OCYIIECTBIISIETCS 110 aKTy.

1.8. Conepxkanue ciy:keOHBIX JTOKYMEHTOB HE IMOMJICKUT Pa3MIAlICHUIO, TIepeaaya
CIIy’)KeOHBIX JTOKyMEHTOB, UX KOIHH, MMPOEKTOB CTOPOHHUM OPTaHU3AIMSAM JOIYCKACTCS
TOJILKO C pa3perieHus 3aMeCTUTENSI MUHUCTPA.

1.9. UHCTpyKIIMS YTBEPKAAETCS MPUKA30M MUHUCTEPCTBA IOCJE COTNIACOBAHUS C
OIIMK TocynapctBenHoro komuteTa Pecryonuku TatapcTtan 1o apXuBHOMY JIEITY.

2. OcHOBHbIE TEPMHUHBI H ONIPe/eJIeHUs

B UHCTpyKIMu UCTIONB3YIOTCS CIIEYIONNE TEPMUHbBI U ONIPEACIICHUS:

JleJIonpoOU3BOACTBO - JICSITEIHHOCTh, O0ECIEUUBAIONIAs CO3/1aHUE O(PUIIHATBHBIX
JTOKYMEHTOB U OpTaHHU3alUI0 PabOThl C HUMH B MUHUCTEPCTBE.

JoxkymentupoBanue - duxcauus UHGOPMAIMU HA MaTEPUATbHBIX HOCHUTENISX B
YCTAHOBIEHHOM TOPSIIKE.

JlokyMeHT - o(uUIMANBHBIN JOKYMEHT, CO3JaHHBIA TOCYIapCTBEHHBIM OPTraHOM,
OpPraHOM MECTHOTO CaMOYIpPABICHUS, IOPUAUYECKUM MWW (PU3HUECKUM  JIUIIOM,
ohOpPMIICHHBIH B YCTAHOBIICHHOM TMOPSAJIKE U BKIIOYEHHBIH B JOKYMEHTOOOOPOT
MUHHCTEPCTBA.

DJIEKTPOHHBIN JOKYMEHT — IOKYMEHTUPOBAaHHAsI HH(pOpMAILIKs, IPEACTABICHHAS B
IEKTPOHHOU (opMe, TO €CTh B BHUIE, NPUTOJHOM Uil BOCIPHUATHS UYEIOBEKOM C
UCIIOJIb30BAHUEM JJIEKTPOHHBIX BBIUMCIUTENBHBIX MAIIMH, a TaKXKe IS Mepefayd 1o
WH(POPMAITMOHHO-TEICKOMMYHHUKAIIMOHHBIM CETSIM WM 00padOTKM B MH(POPMALIMOHHBIX
CHUCTEMAX.

DJIEKTPOHHAS KOMUSA JOKYMEHTA - KOIHUs JIOKYMEHTA, CO3JaHHas B DJIEKTPOHHOU
dbopme.

CkaHupoBaHue JOKYMEHTA - MIOJy4eHHE DJIEKTPOHHOTO 00pa3a JOKyMEHTA.

CucremMa  JIEKTPOHHOIO  JIOKYMEHT0000poTa —  aBTOMATU3UPOBAHHAsA
uHdopmanmonHas cuctema, OOECIEYUBAIONIAS CO3[AAHUE DIIEKTPOHHBIX JIOKYMEHTOB U
NIEKTPOHHBIX KOMUW JTOKYMEHTOB, YIIPaBIE€HHE MUMH, UX XpaHEHHUE M JOCTYN K HHUM, a
TAKXKE PETUCTPALIUIO JOKYMEHTOB.

DVIEKTPOHHBINH  JTOKYMEHTO000POT - JOKYMEHTOOOOPOT C NpPUMEHEHHEM
UH(POPMAITMOHHONU CUCTEMBI.

ABTOp 10KYMEHTA - (U3UYECKOE WU IOPUNUYECKOE JIUIIO, CO3/aBIlIee JOKYMEHT.
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Bug joKkymeHTa - TNPUHAUICKHOCTh JOKYMEHTA K OMPEAEICHHOW TpyTme
JIOKYMEHTOB TI0 TIPU3HAKAM COJIEPYKaHHS U IIEIEBOTO HA3HAYCHMUSI.

Odopmilenne IOKYMEHTAa — [IPOCTABJICHUE HA JOKYMEHTE HE0OXOAUMBbIX
PEKBU3UTOB.

IMonnucanue (JIOKyMeHTa) — BBIPAKEHHE OTBETCTBEHHOCTH 3a COJICP)KAHUE
TIOKyMEHTa TIOCPEICTBOM 3aBEPEHHSI €ro COOCTBEHHOPYYHOU MOMHUCHI0 JOHKHOCTHOTO
Ui Wik GU3nYecKoro JuIa.

IMoanueb — PEeKBU3UT, COAEPKANIUN COOCTBEHHOPYUYHYIO POCHHUCH JOJIKHOCTHOTO
Wiy (pU3NYECKOro JIULA.

DJIeKTPOHHAsT NOANMCHL - HUHPOpPMAIUS B IJIEKTPOHHOM ¢opme, KoTopas
NpUCOEIUHEHA K JApyrod wuwHhOpMaUU B IIEKTPOHHOU dopme (TOAMUCHIBAEMOM
uHpopmamu) WIM HWHBIM O00pa3oM CcBsA3aHa ¢ Takod wuHOOpMamed u KoTopas
UCIIONIBb3YeTCs JJIsl OTPENEIeHUs JIUIIA, MOAMUCHIBAIONIETO HH(POPMAIIHIO.

PeKBU3UT JOKYMEHTA — DJIEMEHT JOKYMEHTa, HEOOXOIUMBIH ISl €T0 0(OpMIICHUS
¥ OpraHu3anuu paboThl C HUM.

baank gokymMeHTa — JuCT Oymaru WM DJIEKTPOHHBIM IMAOIOH C PEKBU3UTAMH,
UACHTHDHUITUPYIOIIUMH aBTOPA O(UIIMATILHOTO TOKYMEHTA.

IMoaIMHHMK 10KYMEHTA - MEPBbIN WIN €AMHCTBEHHBIN dK3EMILUISIP TOKYMEHTA.

Konusi 10KymMeHTa - JOKYMEHT, MOJHOCTBHIO BOCHPOU3BOAAIIMK WHOOPMAIINIO
MOJIJTMHHUKA IOKYMEHTA U €r0 BHEIIHHE NPU3HAKU, HE UMEIONTUN IOPUTUYECKOU CHUITBI.

3aBepeHHAsi KONUSl - KOMHS JIOKYMEHTa, HA KOTOPOW B COOTBETCTBUH C
YCTAHOBIEHHBIM TMOPSAIKOM MPOCTABISAIOT HEOOXOAMMbBbIE PEKBU3HUTHI, MPUAAIONINE €
IOPUNYECKYHO CHTY.

OOpamenue rpaxIaHMHA - HAMpPaBICHHOE B TOCYJAPCTBEHHBINM OpraH, OpraH
MECTHOTO CaMOYNPABICHUS WM JODKHOCTHOMY JIHIy THUCBMEHHOE TMPEIJIOKEHNUE,
3asBIICHUE WJIM Kajo0a, a TakKe yCTHOE oOpaleHue TpaXJaHWHA B TOCYIApPCTBEHHBIN
OpraH, OpraH MECTHOTO CaMOYIIPaBIICHHUS.

IOpuaunyeckas cmwjia JJAOKYMeHTa - CBOWCTBO O(HUIIMAIBHOTO JOKYMEHTA,
coolIaeMoe eMmy JEeUCTBYIOIIUM 3aKOHOAATEIbCTBOM, KOMIETEHIIMEW H3ABIIErO €ro
OopraHa ¥ YCTaHOBJICHHBIM MOPSIAKOM O(pOpMIICHHS.

YuudunupoBannas ¢opMa JOKYMEHTa - COBOKYITHOCTh PEKBU3UTOB M THUITOBBIX
(hbparMeHTOB TEKCTa JOKYMEHTA, YCTAHOBICHHBIX B COOTBETCTBUHU C PEIIAEMBbIMU B JAHHOU
chepe nedaTenbHOCTH 3a/1a4aMU U PACTIONIOKEHHBIX B ONPEECICHHOM MOPSAIKE HA HOCUTEIE
uH(popmaruu.

Hladion 6sanka (yHnguuupoBanHoii Gpopmbl J0OKYMeHTa) - OJaHK JOKYMEHTA
(yaudunupoannas hopma T0KyMEHTA), PEICTABICHHBIA B YIEKTPOHHOU (popme.

JIoKyMeHTO000pOT - [BI)KCHHE JIOKYMEHTOB C MOMEHTAa WX CO3JaHHS WIH
MOJIy4EHUsI 10 3aBEPIICHUS UCIIOJIHEHUS, TOMEIICHUS B JIeJI0 U (MJIM) OTHPABKH.



O0beM [JOKYMEHTO00OPOTA - KOJIMYECTBO JIOKYMEHTOB, IIOCTYNHUBIIUX B
MUHUCTEPCTBO U CO3AHHBIX UM 32 OMPEIEICHHBIA IEPHOI.

Perncrpanusi JOKyMeHTa - NPUCBOCHUE JIOKYMEHTY PErMCTPALMOHHOIO HOMEpA,
BHECEHHUE CBEJICHUH O IOKYMEHTE B PETUCTPAIIMOHHO-YYETHYIO (hopMmy.

Perucrpanuonnbiii HOMep J0KyMeHTa — mudpoBoe WM OyKBEHHO-IIH(PPOBOE
0003Ha4YeHKE, MPUCBANBAEMOE JOKYMEHTY TIPU €r0 PETUCTPAIUH.

Homenkyarypa aeil - CHCTEMAaTU3UPOBAHHBIN TMEPEUYCHb 3aroJIOBKOB el C
YKa3aHHEM CPOKOB MX XPaHCHHSI.

IKCHepTH3a LEHHOCTH [JOKYMEHTOB - M3yUYeHHE [IOKYMEHTOB Ha OCHOBaHUU
KPUTEPUEB MX IIEHHOCTU B LENSAX OMpPE/IENICHUs] CPOKOB XPAaHEHUS JOKYMEHTOB U OTOOpa
UX JIJI BKJIIOYEHHS B cocTaB ApxuBHOro ¢onma PecnyOnuku Tarapcran Kak COCTaBHOM
yactu ApxuBHoro ¢onraa Poccuiickoit Geneparumu.

Jles10 - COBOKYHNHOCTH JOKYMEHTOB WJIM OT/AENbHBINA JOKYMEHT, OTHOCSIIUECS K
OHOMY BOTIPOCY WJIH YYaCTKY JAESTEIbHOCTH MUHUCTEPCTBA.

dopmupoBaHHe jejia - TPYNNUPOBKA MCIOIHEHHBIX [OKYMEHTOB B [€JI0 B
COOTBETCTBHUU C HOMEHKJIATYPOU JEI.

Cay:x0a [eI0onpoOU3BOACTBA — CTPYKTYpHOE TOApA3le/ieHne, Ha KOTOpPOe
BO3JIOKEHBI (DYHKIIMH 11O BEACHUIO JIEJIOMPOU3BOICTBA, a TAKXKE JIUIA, OTBETCTBEHHBIE 32
BEJICHUE JICTIONPON3BOJICTBA B IPYTUX CTPYKTYPHBIX MOIPA3IEICHUSIX.

3. O61mme TpedbOBaHUS K CO3JAHUIO JOKYMEHTOB B MHHUCTEPCTBE

3.1. JlokyMeHTbl MOTYT CO3/1aBaThCs Ha OYMa)KHOM HOCHUTENIE U B JJIEKTPOHHOU
dbopme ¢ cobIoIeHneEM YCTaHOBIEHHBIX PABUI OPOPMIICHHS JOKYMEHTOB.

3.2. JlomyckaeTcs CO3/1aHHE JAOKYMEHTOB Ha JIMIEBOM U OOOPOTHOW CTOpPOHAX
nucrta. [lpu OByCTOpOHHEH MedaTu AOKYMEHTOB IIMPUHA JIEBOTO TMOJS HA JIMIEBOU
CTOpPOHE JIUCTA U MPABOTO MOJIsi HA 000POTHON CTOPOHE JUCTA JOJIKHBI OBITH PABHBI.

[Tpu co3manum TOKyMeHTa Ha ABYX U Oojiee CTpaHMIAX BTOPYIO M MOCIHETYIOIIUE
CTPaHUIIbI HyMEPYIOT.

Homepa cTpaHull mpoCTaBIAIOTCS MOCEPEAMHE BEPXHEro MoJs JOKYMEHTa Ha
paccTtosiHuu He MeHee 10 MM OT BepXHero Kpas JIMcTa.

[Ipu odopmieHMN [TOKYMEHTa, 3aHHUMAIOIIEr0 HECKOJIbKO JIMCTOB, Ha OJIaHKE
ohOopMIISIETCS TOJIBKO NEPBIN JIUCT.

3.3. JIng u3roToBIeHUS HOKYMEHTOB HMCIOJIB3YIOTCS CBOOOIHO PacCIpOCTpPaHIEMBbIE
mpudThl TO BHIOOPY, BXOMANIME B CTAHJAPTHBIA MaKeT O(PUCHOTO MNPOrPaAMMHOIO
obecrieueHusl.

Pa3smep mpudra — 12-14.

[Ipu cocraBnenun TaOIUIl JOMYCKAETCS MCHOJIb30BaHUE MIPUPTOB MEHBIIHX



pazmepos (1o 10, 11).

34, Tabmuupl u rpaduku MOTYyT pacmoyiarathCd Ha JHCTe OymMaru ¢
UCII0JIb30BAHUEM AJIb,OOMHOM OPUEHTAIIMU CTPAHULIBIL.

3.5. AO3aiHbIi OTCTYN TEKCTa JOKyMeHTa — 1,25 cm.

3arolOBKM pas/iesioB U MOJpa3[eioB IeyYaTaloTcsi ¢ a03alHbIM OTCTYIOM WU
LHEHTPUPYIOTCS 10 ITUPUHE TEKCTA.

3.6. MHOTOCTpOUHBIE PEKBU3UTHI NIEYATAIOTCS Yepe3 OJIMH MEKCTPOUHbBIA UHTEPBAJI,
COCTAaBHBIE YACTU PEKBU3UTOB MOTYT OT/ACNISTHCS JOMOJTHUTEIIbHBIM HHTEPBATIOM.

JlnnHa caMoOM JUIMHHOM CTPOKHM PEKBU3UTA MPU YIJIOBOM  PaCHOJI0XKEHUH
PEKBU3UTOB HE Oomee 7,5 cM.

JlnuHa camol JUIMHHOW CTPOKM PEKBH3UTA MPU MPOJOJIBHOM PACMON0KEHUU
pPeKBU3UTOB HE Oonee 12 cm.

CTpokH PEKBU3UTOB BBIPABHUBAIOTCS IO JIEBOM TpaHUIE 30HBI PACHOJIOKEHHUS
PEKBU3UTA U LIEHTPUPYIOTCSI OTHOCUTENIBHO CaMOM JUTMHHOM CTPOKH.

3.7. PexkBU3HUTBHI «HMOANUCH» W/UIU «Tpud COTJIACOBAHUS JOKYMEHTA» JIOJKHBI
MOMENIaThCAd Ha OJHOM CTpaHUIIE ¢ TEKCTOM J0KyMeHTa. He momyckaercs mepeHoc 3Tux
PEKBU3UTOB IOKYMEHTA HA OT/I€JIbHBIN JIUCT.

3.8. TekcT JOKyMEHTa BLIPABHUBAETCA MO MIMPUHE JHUCTA (IO FPaHUIAM JIEBOTO U
IPaBOro MoJjiei JOKyMeHTa) u neyataercs uepes 1 - 1,5 MekCcTpoUHbIX HHTEpBAIA.

Eciu HOKYMEHT TOTOBUTCA MJis M3[JaHUS C YyMEHbIIEHHEM MaciiTada, TEeKCT
NeyaTaeTcs uepes Ba MHTEpBaa.

WNuTtepBan Mex1y OykBaMH B CJTIOBaX — OOBIYHBIM.

WuTepBan Mex1y CI0BaMHU — OJIMH TIPOOEI.

3.9. [Ipu oopmiieHNN JOKYMEHTOB HE PEKOMEHYETCS MCIOJIb30BaTh HauYepPTAHHUE
mpudTa «KKypcuB» U MOAUYEPKHUBAHUE TEKCTA.

3.10. HopMaTtuBHBIE aKThl OpraHM3alUM, a TaKKE HHBIE MHOTOCTPAHUYHBIE
MOKYMEHTBI MOTYT O(QOpMIIATBCS C TUTYJIbHBIM JucToM. Mckmouenuem siisiercss Jluct
coryiacoBaHusi, 0(hOPMIIIEMBIN TIPU HATMYKUH 00JIee YeThIpeX rpu(oB COrTacoOBaHUS.

Ha TuTynpHOM /HMCTE JOKYMEHTa HOMEp CTpPaHUIlbl HE YKa3bIBaeTCs, HO
YUUTBHIBAETCS MPU OOLIEN HyMepaluy CTPaHUIL.

3.11. JIokymMeHTBI, KaK DJICKTPOHHbIC, TaK W Ha OyMa)KHOM HOCHTEIE, MOTYT
CO3/1aBaThCsl C MCMOJIb30BAHUEM MPOTPAMMHOTO 00ECTEYEHUsI — TEKCTOBBIX, TAOIUYHBIX
pPENaKTOpPOB,  CHCTEM  JJIEKTPOHHOrO  JOKymeHTooOopora  (maiee —  CDJI),
obecrieunBalONIMX CO3MaHUE, TMPOCMOTP M PEIAKTUPOBAHUE JAOKYMEHTOB — C
cobmoaeHneM nonoxenuit Cranaapra.

B MHHUCTEPCTBE MCHOJIB3YIOTCS DJIEKTPOHHBIE KOMUU JJOKYMEHTOB, MOJIYy4aeMbIE B
pe3ynbpTate OIU(PPOBKH (CKAaHUPOBAHHWA) JOKYMEHTOB Ha OyMa)XHOM HOCHTEIE.
DNEKTPOHHAs KOMHS JOKYMEHTA JOJIKHA ObITh YUTAEMOMW, HE COJEPIKATh MEPEBEPHYTHIX
n300pakeHU CTpaHUll, HE HAPYIIaTh HyMEPAaIUIO CTPAHMUII.



J171st 2JIeKTPOHHBIX KOIMHM JOKYMEHTOB PEKOMEHIyeTCs ucnolib3oBath opmar PDF.

4. BiaHku 10KYMEHTOB

4.1. Jlns mu3rotoBieHus OJIAHKOB JOKYMEHTOB HCMOJIb3yeTcsa Oymara ¢dopmara A4
(210x297 mm), AS (148x210 mm). [l u3rotoBieHus: OJAHKOB PE30TIONUN UCTIOIB3YeTCsS
oymara dhopmaroB A6 (105x148 mm).

brnanku AOKyMEHTOB wu3roTtaBiuBaloTcs Ha Oenoit Oymare. DOH IIEKTPOHHBIX
1mabJI0HOB JOKYMEHTOB Tak)ke O€JI0To IBETA.

Kaxnplit TUCT J0KyMeHTa, OopopMIIeHHBIN Ha OnaHke Wik 0€3 Hero, JH0JKEH UMETh
0JIsL HE MEHEe:

20 MM - 1€BOE;
10 MM - mpaBoe;
20 MM - BepxHee;
20 MM - HUIKHEE.

[Tpu moAroToBKe NOKyMEHTA HA HECKOJIBKHUX JIMCTAX BCE JIMCThI UMEIOT OJJUHAKOBBIE
pa3sMepsl TOJIEH.

[Ipy nOATOTOBKE HIEKTPOHHBIX JOKYMEHTOB B MHHUCTEPCTBE MCHOJIB3YIOTCS
AIEKTPOHHBIE IMA0JIOHBI OJIAHKOB JIOKYMEHTOB. Buabl, Tumbl, a TakXke pPEKBU3UTHI
HIEKTPOHHBIX 11a0JI0HOB OJTaHKOB MAEHTUYHBI OJIaHKaAM JOKYMEHTOB, YKa3aHHBIM B 11.4.2.
— 4.3. OO6pa3upl OMaHKOB U DJIEKTPOHHBIEC IIA0JIOHBI JTOKYMEHTOB COITIACOBBIBAIOTCS
YOPABJISIONIUM J€aMyd MHUHUCTEPCTBA. JNEKTPOHHBIE IA0MOHBI OIAHKOB JOKYMEHTOB
3aIlUIIEeHbl OT HECAHKIIMOHUPOBAHHBIX U3MEHEHU.

branku 1OKYMEHTOB B MUHUCTEPCTBE pa3pabaThiBalOTCS HA OCHOBE MPOAOILHOTO
BapUAHTa PACIOJIOXKEHUs PEKBU3UTOB. [Ipu mpomonbHOM BapuaHTe PEKBU3UTHI OJlaHKa
pacrnonaraloTcs mocepearuHe JUCTa BOJIb BEPXHETO MOJIS.

4.2. B MuHHCTEepCTBE YCTAHABIUBAIOTCS CIEAYIOUIUE BU/IbI OJIAHKOB JOKYMEHTOB C
BocnpousBenenueM [ocynapcrBennoro repb6a PecnyOnuku Tarapcran (nanee - repboBbie
OnmaHku):

- OlaHK MUChbMa MUHUCTEPCTBA;

- O;aHK puKasa/pacrnopsskeHus (10 OCHOBHOM JEATEIBHOCTH);
- 00K OJaHK;

- OMaHK 7151 PE30IIIOLIHM.

OO0mwmit OmaHK MOMKET HCMHOJMb30BAThCS ISl  M3TOTOBICHUS JIIOOBIX BUJIOB
JTOKyMEHTOB, KPOME IMHUChMA.

[Tpu odopmiiennu npruka3oB Mo Kagpam, JUIHOMY COCTaBy (0 mpueMe, yBOJIbHEHUH,
NepeBojiec Ha JPYryro padboTy, O MPeaOoCTaBICHUH OTIYCKa, HANpPAaBICHUU PAOOTHUKA B



KOMAaH/IUPOBKY) OPUMEHSIIOTCS  YHU(DUIIMPOBAHHbBIE dhopmbi, YTBEPIKICHHBIE
nocranosieHuem ['ockomcrara Poccun ot 05 stuapst 2004 roma Ne 1.

be3 wucnonb3oBanusi OilaHka Ha CcraHjapTHeiX Jmcrax Oymaru ¢opmara A4
ohOpMIIIIOTCA TOKYMEHTBI, CO3[jaBaeMble OT MMEHM [BYX WM Oojee opraHu3anuid, u
JMOKYMEHTBI, MpeIHAa3HAYeHHbIE I MCIOJIb30BAHUS B CTPYKTYPHBIX MOAPA3ICIECHUSIX
(moxmaHbIe, CIY:KeOHBIE, 00bSICHUTENBHBIE 3aMMCKU, OTYETHI U T.11.).

O6pa3ub! 6mankoB npuseneHsl B [Ipunoxenusix Ne 1-7.

4.3. Beenenue B oOpailieHUE HOBBIX BHIOB OJIAHKOB JOKYMEHTOB OCYIIECTBISETCS
0 pa3pelIeHUIO YIIPABISAIONIETO AeIaMi MUHUCTEPCTBA.

4.4. U3rotoBneHue, yueT, HCMIOIb30BAHME W  XpaHeHHEe  OJNAHKOB ¢
BocnpousBeaeHueM [ocynapctsernHoro repda PecnyOmuku TatapcTan:

4.4.1. U3rotoBieHune, UCMIONB30BaHNE M XpaHEHUE TEPOOBBIX OJIAHKOB Ha OyMaKHOM
HOCHUTEJIC WU B DJIEKTPOHHOM BHJIE B MUHUCTEPCTBE OCYIIECTBISETCS B COOTBETCTBHUH C
[lopsiakoM UW3TOTOBIEHUSI, WCMOJIL30BAHUS, XPAHEHUS U YHUUYTOKEHUS OJIAHKOB C
BocnpousBeneHueM locynapctBenHoro repba Pecnybnuku Tarapcran, yTBEp:KI€HHBIM
nocranosinenuem Kabunera Munuctpos Pecniybnuku Taraperan ot 01.08.2013 Ne 539, u
[lacmopToM BuU3yalbHBIX CTAHJAPTOB TMOCTPOCHHS U UCIOJB30BAHUS DJIEMEHTOB
obunmansHOro u aenoBoro ctuia PecnyOnuku TarapcraH, yTBEpKICHHBIM YKa3oM
[Ipesunenra Pecnybnuku Tatapcran ot 9 centsadpsa 2013 romga Ne VII-880.

['epboBbie ONaHKM THMCbMAa MHUHUCTEPCTBA M3TOTABIMBAIOTCS THHOTPaA(CKUM
cnocoOoM  monaurpaUuUeCKUMd U LITEMIEIbHO-TPABEPHBIMM  MPEIIPUSATHIMH,
UMEIONIMMHU JIUIIEH3UU HA COOTBETCTBYIOIIUN BHUJ JEATEILHOCTH U CEPTU(PUKATHI O
HAJIMYUU TEXHUYECKUX U TEXHOJIOTUYECKUX BO3MOKHOCTEH /ISl U3TOTOBJIEHUS YKa3aHHOTO
BUJIa TPOJIYKIIMU HA JIOJHKHOM KaueCTBEHHOM ypoBHeE. M3rotoBinenue repOOBbIX OIAaHKOB
(oOmiero 6manka, O1aHKa MPUKa3a) OCYIIECTBISETCS ¢ MOMOIIBI0 KOMITBIOTEPHON TEXHUKH.

Ha rep0OoBeIix Omankax TUNorpadCcKkuM CrmocoOOM WU CIEUAIbHBIM HyMEPaTOpoOM
MPOCTABJSIOTCS YUYETHBIE MOPSIKOBBIE HOMEPA. DTU HOMEpPA MPOCTABISIOTCS HA JIEBOM
HUKHEM TI0JIe 0OpaTHOW CTOPOHBI OJIaHKAa C YCIOBUEM, YTOOBI HA HUX BIOCIEICTBUU HE
HAKJIA/IBIBAJICA TEKCT JOKYMEHTA U Apyrue opopMIIAIONINE PEKBU3UTHI.

B MuHUCTEpCTBE HUCHONB3YIOTCS OJIAaHKM JOKYMEHTOB HAa PYCCKOM M TaTapCcKOM
sa3pikax  ([Ipuwnoxenue Ned). Jlns mnepenucku ¢ HMHOCTPAHHBIMU KOPPECTIOHAEHTAMHU
UCIIONBb3YIOTCA OMaHKK HA JIBYX si3bIKaX — pycckoM u anruickoM ([Ipunoxenue NoS).

branku  M3roTaBIMBAIOTCST HA  OCHOBAaHMM  3asBKM  HadyajbHUKA  OT/ena
NETONPOU3BOJICTBA U KOHTPOJISI, HAMPABIsAEMON HAYallbHUKY MaTepUaIbHO-TEXHUYECKOTO
oTaena, 00eCcrneyrBalIIeMy 3aKa3 HAa UX H3TOTOBIEHUE IO PEIIEHUIO YIIPaBISIONIETO
NeJIaMd MUHUCTEPCTBA.

4.4.2. TepOoBbie OlaHKH MOJIEKAT CTPOroMy yuery. /lomyckaercss UCIONb30BaHHE
TOJIBKO MMPOHYMEPOBAHHBIX TePOOBBIX OJIAHKOB.



Y4yer OnmaHkoB BeAeTCs B KypHasie ydera Bblmaun OnmaHkoB (IIpumoxenue Ne®) B
OTJIeNIe JEIONPOU3BOJACTBA U KOHTPOJISI MUHUCTEPCTBA.

briianku BbI1alOTCsi padOTHUKAM T10JI POCIIMCh B JKypHAJI€ y4yeTa Bblia4u OJIAHKOB.
braHku AOMKHBI XPAaHUTHCA B HAACKHO 3amupaeMbix Iikadax. braHku MOKyMEHTOB
TTOJI’KHBI UCTIOB30BATHCSI CTPOTO MO0 HA3HAYEHHIO U 0€3 COOTBETCTBYIOIIETO Pa3peIICHUS
HE MOTYT TepenaBaThCcsl JPYruM oOpraHu3anusMm u juiam. OTBETCTBEHHOCTHh 3a
oOecreyeHre COXPAaHHOCTH OJAaHKOB W TMPaBWIBHOCTh HMX HCIONB30BAHUS HECET
HAYaJIbHUK OTJENa IEIOMPOU3BOICTBA U KOHTPOJISE MUHUCTEPCTBA HA OCHOBAHUH MPHUKA3a
muHucTepcTBa OT 24.08.2013 Ne 245-on «O Ha3HaueHWH OTBETCTBEHHOTO JMIA 3a
MOPSAIOK M3TOTOBIICHUS, WCIIOJIIb30BAHUS, XPAHCHHUS W YHUYTOKEHUS OJIAaHKOB C
BocnpousBeneHueM l[ocynapcrBennoro repda Pecnyonuku Tatapctan B MuHHCTEpCTBE
MIPOMBIIICHHOCTH ¥ TOproBiu Pecriyonuku Tatapcramy.

4.43. VcnopueHHble U HEBOCTpeOOBaHHBbIE OJIaHKK BO3BpAlIAlOTCA pPabOTHUKAM,
OCYIIECTBIISIOMUM y4yeT OmaHkoB. Vcronb3oBaHHBIE ONaHKK 3aKpPBIBAIOTCS HOMEPOM
MOJITOTOBJIEHHOTO JOKYMEHTA WJIM HOMEPOM MpuKa3a (IpoTOKoJia) ¢ OTMETKOW B JKypHAJIe.
VHuuTto)keHue repOOBbIX OJAaHKOB OCYHIECTBIISIETCS IO aKTy C OTMETKOH B rpade
«IIpumeuanue» xKypHama.

4.4.4. TlpoBepka HaIU4YMS, UCTIOJNIB30BAHUS M XPAaHEHHUS OJAHKOB MPOU3BOJAUTCS HE
peke OJTHOTO pasa B MATh JIET MO/ PYKOBOACTBOM YTIPABISIONIETO JIeJTaMd MUHUCTEPCTBA
(mpuxka3 munuctepersa ot 24.08.2013 Ne 245-on «O Ha3HauY€HUHM OTBETCTBEHHOTO JIMIIA 32
MOPSAIOK M3TOTOBIICHUS, WCIIOJIIb30BAHUS, XPAHCHHUS W YHUYTOKEHUS OJIAaHKOB C
BocnpousBeneHueM l[ocymapcrBennoro repdoa PecrnyOonuku Tarapcran B MuHHCTEpCTBE
MIPOMBIIICHHOCTH ¥ TOproBiu Pecriyonuku Tatapcran»).

O nmpoBeIeHHBIX MPOBEPKAX AEHAIOTCS OTMETKHU B JKypHAje ydeTa BblAauu OIaHKOB
nocie nociueaHen 3anucu. B ciyyae oOHapyKeHuUsi HApYyIICHUN MPU y4yeTe, XPAaHCHUU U
UCTIOJIb30BaHUM TepOOBBIX OJAHKOB KOMHCCHUS TIPOBOIMT CIY:KEOHOE pacclieToOBaHUE,
pe3yabTaTbl KOTOPOro OGMOPMIISIIOTCS AKTOM U JIOBOMSATCS 1O CBEICHHUSI 3aMECTUTENS
MUHUCTpA.

4.4.5. Jlomyckaercss THpPaXUPOBAHHE [TOKYMEHTOB Ha repOOBOM ONlaHKe MpH HUX
pacchulKe cpeacTBamMu omneparuBHou mnonurpaduu. Ilpum 3TOM KOmMM pacchUIaeMbIX
JIOKYMEHTOB, UMEIOIUX IOPUIUYECKYIO0 CHITY (MPUKA3bl, MHCTPYKTUBHBIE MUCHhMA U T.1.),
CIEIYET 3aBepATh IMEYaThbl0 MUHUCTEPCTBA (TIPU MPEACTABICHUM KOMUU B JIPYTLYIO
opranu3aiuio). CiucoK pacChUIKU ¢ KOJIMYECTBOM OTIPABICHHBIX DK3EMILIIPOB XPAHUTCS
B JIeJie BMECTe C MOUTMHHUKOM PAcChUIAEMOT0 JOKYMEHTA WM C KOTHEH pacchlIaeMOoro
UChMA.



10

5. Odopmiienne peKBU3UTOB JOKYMEHTOB

5.1. JlokymeHTbl, cO3/1aBaemMble B MUHUCTEpPCTBE, OQOpMIIsilOTCA Ha OJlaHKax, Ha
CTaHAAPTHBIX JucTax Oymaru ¢opmara A4 (210x297 mm) unu AS (148x210 mm) 1ubo B
BUJIE DJIEKTPOHHBIX JIOKYMEHTOB U JOJIKHBI UMETh YCTAHOBJICHHBIM COCTAaB PEKBU3UTOB,
ux pacnonoxenue u opopmnenue ¢ yaetom ['OCT P 7.0.97-2016 «Cucrema cTaHaapToB
no wuHbDOpManuK, OUOTMOTEYHOMY U  U3daTelIbCKOMy neny. OpraHu3anuoHHO-
pacniopsiauTenbHas qokymeHTanus. TpeboBanusi k ooOpMIEHUIO TOKYMEHTOBY» (Janee —
Cranpapr)

[Ipy  co3maHum  DIEKTPOHHBIX  JIOKYMEHTOB B  CHUCTEME  DJIEKTPOHHOIO
JIOKYMEHTOO00pOTa MCIMOJIB3YIOTCS JIIEKTPOHHBIC Ia0J0HBI JOKYMEHTOB. (O0pa3sifsl
ONaHKOB M JJEKTPOHHBIE MIAOIOHBI TOKYMEHTOB YTBEPIKIAIOTCS YMPABISIIOUIUM JIeTaMU
MUHHCTEPCTBA.

Cocra u odopmienue pexkBu3uToB ycrtaHaBnupaiorcs Crangaprom. Cocrtas
PEKBU3UTOB KOHKPETHOTO IOKYMEHTA OTPEIENSAETCS €r0 BUIOM M PA3HOBHUIHOCTHIO.

B MuHUCTEpCTBE YCTAHOBIIEH CIEMYIOIINI COCTaB PEKBU3UTOB JIOKYMEHTOB:

a) rep0 (I'ocymapcTBenHsii repd PecniyOnuku Tarapcran);
0) HaMMEHOBaHUE OPTraHU3AIMU — ABTOPa JOKYMEHTA;

B) HAUMEHOBAHUE JOJKHOCTH JIUIIA — aBTOPA IOKYMEHTA;
') CIIpaBOYHBIC JAaHHBIC 00 OpraHU3AINH;

1) HANMEHOBAaHUE BUA JOKYMEHTA;

€) 1aTta JOKyMEHTA;

’K) pETUCTPALIMOHHBIA HOMEDP JOKYMEHTA;

3) CChIJIKA Ha PETUCTPAIMOHHBIN HOMED U JIaTy MOCTYMHUBIIErO JOKYMEHTA;
1) MECTO COCTaBIICHUS (M3aHUsI) TOKYMEHTA;

K) rpud orpaHru4eHus 10CTyNa K JIOKyMEHTY,

1) agpecar;

M) rpud YTBEpKACHUS JOKYMEHTA,;

H) PE30JIIOIHUS;

0) 3aroJIOBOK K TEKCTY;

1) TEeKCT JOKYMEHTA;

p) OTMETKA O KOHTPOJIE;

C) OTMETKA O MPUIIOKECHUH;

T) TIOATHCH;

y) OTMETKA 00 3JIEKTPOHHOU MOAMHUCH;

¢) rpud cormacoBaHus TOKYMEHTA;

X) BHU3a,

11) Te4YaTh;

4) OTMETKA O 3aBEPEHUU KOIIHH;
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1) OTMETKA 00 UCTIOTHUTETIE;
1) OTMETKA O HAMPABICHUH JOKYMEHTA B JIEJO;
9) OTMETKA O MOCTYIJIEHUH JIOKYMEHTA.
Jlns xaxgoro Buaa repOOBBIX OJIAHKOB YCTAHABIMBAETCA CIEOYIOUIMNH COCTaB
PEKBU3UTOB:
AJ1s1 0J1aHKA MUCbMAa MUHUCTEPCTBA:
- ['ocynapctBennsrii rep0d PecryOnuku TarapcTan;
- HAMMEHOBAaHHE MUHUCTEPCTBA;
- CIpPABOYHBIE JIAHHBIE O MHHUCTEPCTBE (MOYTOBBIM ajpec, Homepa TenedOHOB, ajpec
HIEKTPOHHOU MOYTHI);
- OTMETKH JJIsl POCTABIICHUS PEKBU3UTOB «J1aTa JIOKYMEHTA», «PETUCTPALIMOHHBIN HOMED
JIOKYMEHTa», «CChUIKA HA PETUCTPALIMOHHBIMN HOMEDP U ATy NOCTYIUBILETO IOKYMEHTa»
NJ1s1 0JIAaHKA NpUKAa3a:
- ['ocynapcrBennsiii rep0 Pecmyonuku Tarapcran;
- HAMMEHOBAHUE MUHUCTEPCTBA;
- HAMMEHOBaHUE BUA JOKYMEHTA;
- MECTO COCTABJIEHUS U U3JAHUS TOKYMEHTA;
- OTMETKH ISl pPa3MENICHUs] PEeKBU3UTOB «J1aTa JOKYMEHTA», «PETUCTPALIHOHHBIM HOMED
JIOKYMEHTa»;
1J1s1 001ero 0J1aHKa:
- T'ocynapcTBennsbiii rep0 Pecniydnuku Tarapcran;
- HANMEHOBAaHHE MUHUCTEPCTBA;
- MECTO COCTABJICHUS U U3AAHUSA TOKYMEHTA;
- OTMETKHU ISl pa3MelIeHus PeKBU3UTOB «J1aTa IOKYMEHTa», «PETUCTPALIMOHHBIN HOMEpP
JIOKYMEHTaY;
NJ1s1 0JIAHKA Pe30JIIOLHI:
- ['ocynapctBennsbiii rep0d Pecnyonuku Tarapcran;
- HANMEHOBAaHHE MUHUCTEPCTBA;
- TOJDKHOCTB JIUIA, TOAMUACABIIETO JOKYMEHT;
- CIIpaBOYHbIE JJAHHBIE 0 MUHUCTEPCTBE (MOYTOBBIN aapec, Homepa TenedoHoB, Tenedona-
(hakca, ajpec MEeKTPOHHOU MOYTHI);
- MOAIHUCH TOJZKHOCTHOTO JIUIIA;
- OTMETKH /ISl IPOCTABIICHUSI PEKBU3UTOB «J1aTa IOKYMEHTA», «PETUCTPALIUOHHBIA HOMEP
JIOKYMEHTa», «CChUJIKA HA PETUCTPALIMOHHBIA HOMED U ATy MOCTYMHBIIETO JOKYMEHTaY.
Kpome mnepednciaeHHbIX PEKBU3UTOB MPHU TMOATOTOBKE JOKYMEHTOB M B MpoOliecce
paboThl C JOKYMEHTAMHU MOTYT HCIOIL30BATHCS APYTHE PEKBU3UTHI, HAPUMEDP: OTMETKU
«Cpounoy, «OneparuBHoy, «Ilomnexut Bo3Bpary» u ap.
5.2. Ilpu mOArOTOBKE JIOKYMEHTOB YCTAHABIMBAETCA CICAYIOIIHN MOPSIOK
odopMIIeHUS] PEKBU3UTOB JOKYMEHTOB:
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5.2.1. T'ocynapcrBennblii repd Pecnyosimku Taraperan.

Ha O6nanmkax noxkymeHToB MmuHucTepcTBa locynapctBeHHblit rep0d PecnyOmuku
Tarapcran nomemaercss B IIBETHOM M CXEMAaTHMYE€CKOM HM300pa)kKeHHMU B COOTBETCTBUU C
3akonom PecnyOnuku Tarapctan «O rocyaapcTBEeHHbIX cuMBONax PecnyOnuku
Tarapctan» ot 14 urons 1999 roma Ne 2284,

N3o00pakenue repda MOMENMIAETCsl MOCEPEAUHE BEPXHETO IO OlaHKa JOKYMEHTa
HaJ pEKBU3UTAaMU MUHHUCTepcTBa — «HanmeHoBanue MuHHCTEpPCTBA (HA PYCCKOM U
TaTapCKOM SI3bIKaX)» B cOOTBETCTBUU ¢ [lacriopromM BHU3yasbHBIX CTAHAAPTOB MOCTPOECHUS
U UCTOJIb30BaHUA JIEMEHTOB O(HUIIMAIBLHOTO U JenoBoro ctuiisa Pecryonuku Tatapcras,
yrBepxkaeHHbIM Yka3zom [Ipesuaenta PT ot 9 centsabps 2013 r. Ne VII-880 nHa paccrosinuu
10 MM OT BEpXHETO Kpas JUCTAa.

5.2.2. HaumeHoBaHMe OPraHU3aLMH — ABTOPA IOKYMEHTA.

HaumenoBanue muHHCTEpCTBA (MOJHOE W COKPAIIEHHOE), SIBISIOMIETOCS AaBTOPOM
JIOKYMEHTA, TOMEIAeTCsl HA BEpXHEM mojie OnaHKa Ha JABYX TNOCYJApPCTBEHHBIX S3bIKAX
Pecnnyonuku Tartapctan (pyccKOM © TaTapcKOM) M JOJKHO COOTBETCTBOBATH €TI0
HAUMEHOBAHUIO, YKAa3aHHOMY B TIOJIO)KEHMH O MUHUCTepcTBe. HawmmeHoBaHue
MUHUCTEPCTBA HA JBYX S3bIKAX YKA3bIBAETCS HA OJTHOM YPOBHE: Ha PYCCKOM - CJIeBa, Ha
TaTapckoM — copaBa. HaumMeHoBaHMe YKa3bIBaeTCs TMPONMUCHBIMH OyKBaMU B
UMEHUTEIHHOM TAJeKe,

HanpuMep:
MIHHCTEPCTBO TATAPCTAH
I[TPOMBIIIIEHHOCTH 1 PECITIYBJINKACHI
TOPI'OBJIN CoOHOI'ATH hoM CoY/lo
PECITYBJINIKN TATAPCTAH MUIHHCTPJIBIT'BI

Ecnu noxkymMeHT MOArOTaBIMBAETCS COBMECTHO JBYMs U 0Oojee OpraHu3alusimMu, TO
HAaMMEHOBAHUS OPTaHU3aLUN CIIeyeT MmevaTaTh Ha YUCTOM JIUCTe Oymare.

5.2.3. HaumeHoBaHue J0/ZKHOCTH JIMIA — ABTOPA IOKYMEHTA.

HauMenoBanue [OKHOCTM JIMIIAa — aBTOpa JIOKYMEHTAa YKa3bIBaeTCA B
COOTBETCTBUU C HAUMEHOBAHHEM, MPUBEICHHBIM B PACHOPSAIUTEIBHOM [IOKYMEHTE O
HA3HAYEHUHU HA JIOJKHOCTD.

HaumenoBanue AOMKHOCTH JIHMIIA — aBTOpa JOKYMEHTAa MCHOJL3YeTCs B OJlaHKaX
MUCEM M PACHOPSAUTENBHBIX [JAOKYMEHTAaX U pachojaraercsi IMoj HauMEHOBaHUEM
MUHHCTEPCTBA.

5.2.4. CnpaBouHble 1aHHbIE 00 OPraHU3AIUMN.

CnpaBoyHbIE TaHHbIE MUHUCTEPCTBA YKA3bIBAIOTCS B OJIAHKAX MUCEM U BKIIOYAIOT
CBEICHUSI, HEOOXOIMMBIC JIJISI OCYIIECTBICHUSI HHPOPMAIIMOHHOTO OOMEHa:!

- TIOYTOBBIM aJpec;
- HoMepa Tene(OHOB MPUEMHON MUHUCTEPCTBA, (akca;



13
- aJpec IEKTPOHHOU MOYThI, CETEBOU aapec.

CrnpaBouHbIE TaHHBIE PACTIONATAIOTCS MO HAUMEHOBAHUEM MHUHUCTEPCTBA.

[TouToBBIli ajmpec yka3bIBaeTCs B COOTBETCTBUU C [IpaBunamu okazaHus yciayr
IIOYTOBOU CBA3H.

Homep Tenedona (dakca) ykaspiBaeTcs rpymnmnamu mudp depes tupe. Koa ropona
3aKJIrouaeTcs B ckooku: (843) 210-05-01.

5.2.5. HaumeHoBaHue BU/IAa JOKYMEHTA.

HaumenoBanue Buaa [OKYMEHTAa YKa3bIBa€TCSI HAa BCEX JIOKYMEHTax, 3a
HCKJTIOYEHUEM JEIOBBIX (CITY)KEOHBIX ) THUCEM.

O6o3nauenne Buaa wuznaBaeMoro jpokymeHra (ITPUKA3, PACIIOPAXXEHUE,
[TIPOTOKOJI, AKT, APXUBHAS CIIPABKA, IOBEPEHHOCTD) BxirouaeTcs B OMaHK
COOTBETCTBYIOIIIETO BHUJA JAOKYMEHTOB (ONaHK TMpuKasza, OJIaHK paACIOPSIKCHHUS) WU
YKa3bIBa€TCs COCTABUTENIEM IIpU TMOATOTOBKE [OKyMeHTa Ha oO0imeM OnaHke, Ha
CTaHJApTHBIX JUCcTax Oymaru ¢popmara A4.

Bun nokymeHta pacrnoniaraercsi moj pPeKBHU3UTAMU MHHUCTEPCTBA M IEYATAETCS
MIPOMUCHBIMU OyKBaMHU.

HaumMeHnoBanue BU1a TOKYMEHTA JIOMYCKAETCs MUCATh CIUTHO WIH BPa3psIKy.

Hampuwmep:
MHNHHUCTEPCTBO TATAPCTAH
[MTPOMBIIIIEHHOCTH U PECITYBJINKACBI
TOPI'OBJIN COHOI'ATH hoM CoY/I©
PECIIVBJIMKH TATAPCTAH MUHHUCTPJIBIT'BI

ITPOTOKO.I

saceqxanud IlITa0a mo o0ecnneuennro 0e3omacHOCTH
yJIekTpocHa0keHns: B Pecnyoanke Tarapcran

r. Kazaup

23 mapta 2019 roaa Ne 34 - onn

CoBMECTHBIE  pACHOPSAUTENbHBIE  JOKYMEHTbl MHUHHUCTEPCTBA U JAPYIrOro
rOCYJapCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYNpPaBJICHUS WA OpraHU3aluu,



14

UMEIOIINE OJUHAKOBBIE TIO (hOpME JOKYMEHTHI (MPHUKA3bl, IPOTOKOIbI), OPOPMIISIOTCS C
COOTBETCTBYIOIIUM HA3BAHHUEM.

5.2.6. MecTo cocraB/ieHus (M31aHU) JOKYMEHTA.

Mecto cocTtaBneHusi (M34aHUsA) JOKYMEHTA YKa3bIBa€TCS BO BCEX JOKYMEHTaX,
KpOME JIeJIOBBIX (CITYyK€OHBIX) MTUCEM, a TaK¥Ke JOKJIQIHBIX, CIYKEOHBIX 3aMUCOK U APYTUX
BHYTPEHHUX UH()OPMALIMOHHO-CIIPABOYHBIX TOKYMEHTOB.

Mecto cocraBneHuss (M34aHUs) JAOKYMEHTA YKa3bIBA€TCA B COOTBETCTBUU C
MPUHATHIM aIMUHUCTPATUBHO-TEPPUTOPUATHHBIM JICIICHUEM.

5.2.7. laTa 10KyMeHTA.

Jlata nmokymMeHTa — 0OTO pPEKBU3UT JOKYMEHTA, COJEpKalluii yKa3aHHOE Ha
MOKYMEHTE BpeMsl €ro CO3JaHus W/WIM T[OANUCAHMS, YTBEPXKIACHUS, MPHUHSATHUS,
COTIIACOBAHUS, OMYOIMKOBAHUS.

Jlata nHOKyMeHTa COOTBETCTBYET JaT€ ero MOoJANucaHus (mpukas, MHUCbMO,
NMOKJIamHast, ciy:keOHasi 3amucKa, akT U JIp.), YTBEpkKIeHus (MHCTPYKIUS, MOJIOKEHHE,
NpaBujia, PEMIaMEHT, IJIaH, OTYET U Jp.), COOBITHUS, 3aUKCUPOBAHHOTO B JTOKYMEHTE
(mpoToKOm).

JlaTa akTa MOXKET SIBIIATHCS:

- Oatol cOoOBITHS, €Clu aKT (PUKCUPYET OJHOMOMEHTHO COBEPIIAEMOE JCUCTBUE
(Harpumep, rnepeaady MaTepualibHbIX [IEHHOCTEN);

- JaTOM MOJNUCAHUS JIOKYMEHTA, €CIIM COObITHE OBbLJIO PACTSHYTO BO BpPEMEHU
(Hanpumep, TPOBEPKa), a TEKCT aKTa ObUl MPUHAT HA 3aKIIOYUTEIBHOM 3aceJaHuu
KoMHCCUU. B 9TOM ciyyae nepuoj npoBEepKH YKa3bIBAE€TCS B TEKCTE AKTA.

Bce cnyxeOHble OTMETKM HA JOKYMEHTE, CBSI3aHHBIE C €r0 MPOXOKICHUEM U
UCIIOJIHEHUEM, JOJIKHBI TATUPOBATHCS U MOAUCHIBATHCA.

Pexomenayercst JOKyMEHTaM, H3[aHHBIM JIByMs WM 0oliee OpraHu3aiusiMu,
NpUCBauBaTh OJHY (eauHyl0) aary. B cmydae mpocTtaBieHust NaThl KaKJIOH U3 CTOPOH,
MOJIMUCABUINX JOKYMEHT, 1aTON JOKYMEHTA SIBJISeTCS AaTa MOCJIEIHETO MOAMUCAHMSL.

JlaTa 10KYMeHTAa 3alUChIBAETCH B MOC/IE10BATEILHOCTH: JeHb Mecsia, Mecsll,
ro/Jl OTHHUM U3 JIBYX CIIOCOOOB:

- apa0ckumu uudpamu, paziejieHHbIMu TouKoii: 05.06.2019;
- cJoBecHO-1IM(ppoBBIM criocodoM: S nrons 2019 r.

CnoBecHo-iuppoBoii  crocod odopmieHUs JaThl MPUMEHSETCS OOBIYHO B
JIOKYMEHTaX, COJIepKaIIuX cBeAeHus PUHAHCOBOTO XapaKTepa.

Jlata odopmisiercs 6e3 kaBbluek. B o0o3HaueHun gHA Mecsia 00s3aTelbHO
MIPOCTABMATh HOMb, €CIU OH COAEPKUT ofHy 1ubpy, Hartpumep: 05 uroHs.

Jlata nOKyMeHTa NHPOCTaBIsAETCS AOHKHOCTHBIM JIMIIOM, MOAMUCHIBAIOINIUM HIIH
YTBEPKIAIOMIUM JTOKYMEHT, WM HEMOCPEICTBEHHO COCTABUTEIEM TPU TOATOTOBKE
MIOKyMEHTA (JI0KJ1a/IHasi, Ciy»KeOHas 3amucka, 3asBieHue u ap.). [Ipu noaroroBke mpoexra
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JIOKyMEHTa Ie4araeTcsi TOJIbKO O00O03HaueHue mecsdna u roga. Jlata mommucanus wiu
YTBEPKICHUSI JOKYMEHTA TMPOCTABISIETCs pa0OTHUKAMHM OTHeNa JeJIONPOU3BOACTBA U
KOHTPOJISI MHHUCTEPCTBA, KOTOPbIE PErUCTPUPYIOT [TOKYMEHTbI, HPH YCIOBHUU, YTO
perucTpamusi JOKyMEHTAa M, COOTBETCTBEHHO, AATHUPOBAHHE OCYIIECTBISIIOTCS B JEHb
noanucanusi (yTBEpXKIAEHUsI) NOKYMEHTAa WIM Ha CIEAyIoluid padouuii AeHb, €ciu
JIOKYMEHT TOJIMUCAH B KOHIIE pabodero aHs.

MecTto mpocTtaBieHus 1aThl Ha JTOKYMEHTE 3aBHCHT OT HCIIOJIIb3yeMOro OJlaHKa U
BUJIa NOKyMeHTA. JlaTa MOXKeT MPOCTABIATHCA HA CIIEIUAIbHO OTBEICHHOM JIJIsl HEE€ MECTE.

Hanmpumep, Ha 61anke mucbma:

MIHHCTEPCTBO TATAPCTAH
[TPOMBIIIIEHHOCTI 11 PECIIYBJINKACKI
TOPI'OBJII CoOHOI'ATh hoM CoY/lo
PECIIVBJIIIKII TATAPCTAH MITHIICTPJIBII BI
Octpoeckoro va.. a. 4. r.Kazanms. 420111 OcTtpoeckwuit yp. 4 fiopt, Kazan mahape, 420111

Tenedon: (843) 210-05-01, 210-05-02; dakc:(843) 567-36-14; e-mail: mpt@tatar.ru; caiit: http://mpt tatarstan ru

Ne
Ha Ne oT

Ha OnaHke npukasa:

MIHIICTEPCTBO ; TATAPCTAH
[TPOMBIITJIEHHOCTI I ’% PECIIVBJIIIKACEI
TOPI'OBJIII CoHOI'ATE hoM CaY/lo
PECITVBJIIIKII TATAPCTAH g MITHIICTPJIBIT BI
IIPHKA3 BOEPBIK
r. KazaHp Ne

B akrax, mpoTrokonax, cmOpaBKax MECTO JaThl OMNPEACNSIETCS pa3MeTKOU
3ar0JIOBOYHON YaCTH JOKYMEHTA.

B noxnamHbIx, Cioy:KeOHBIX, O0BACHUTEIBHBIX 3aMMCKaX BO3MOYKHO TPOCTABIICHUE
JIaThl HIHKE PEKBU3UTA «TOJIHUCHY.
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5.2.8. PerucTpanMOHHbIH HOMEP IOKYMEHTA.

Perucrpaunonsbiii HOMEp JOKyMEHTa - 3T0 HudpoBoe uian OyKBEeHHO-LUPPOBOE
0003HaueHue, IPUCBAMBAEMOE JIOKYMEHTY IIPH €r0 PETUCTPAIUH.

PeructpaiiuoHHbIi HOMEpP [OKYMEHTAa COCTOUT W3 €ro MOPSAKOBOTO HOMeEpa,
KOTOPBIM MOKHO JOIMONHSATH MHAEKCOM Jiefia M0 HOMEHKJIatype aen, uHdopmauueid o0
UCTIOJTHUTEIISIX U O JIUIIE, TIO/IMUCABIIEM TOKYMEHT, MH(popMaIuei o BUIe TOKyMEHTA.

Ha pmokymeHTe, COCTaBIEHHOM COBMECTHO JABYMsS H 0o0Jiee OpraHHU3aIUsIMHU,
MPOCTABISIOTCS PErUCTPAIIMOHHBIE HOMEpa JOKYMEHTa, NPUCBOCHHBIC KAKIOW U3
opraHu3anuii. PerucrpanmoHHble HOMEpa OTAENSIOTCS APYr OT JApyra KOCOW uepTo u
MPOCTABISAIOTCS B TOPSAKE yKa3aHUs aBTOPOB B 3arojIOBOYHOM dYacTH JTOKymeHTa: Ne
125/136 unm 125/01-13/136-01/31.

PerncrpanuoHHblii HOMeP MNPOCTABJsIeTCSl HA JOKYMEHTe IOcCJe ero
nojanucaHus (yrBep:kaeHmus).

B MuHHCTEpCTBE PEruMCTPAallMOHHBIN HOMEp IO IPyIIaM JOKYMEHTOB BKIIOYAET B
ceos:

07151 8X00AUUX OOKYMEHMOE — TIOPSIKOBBIN HOMED;
015 0bpawenuti epaxcoar - OyKBEHHbIE 0003HAYCHHS U TOPSIKOBBIN HOMED:

AH — anonumHoe obpaienue rpaxaan: AH-655;

KOJI — xonnektusHoe: KOJI-736;

HK — mepemmcka mo oOpameHussMm rpaxaan, noctynuBmux depe3 [MUC PT
«Haponusriit kouTposb»: HK-756;

OI' — ot4ersl, 3ampochl MO OOpaNIEHUSM TPAKIaH BBINIECTOAIINX OpPTraHOB
rocynapctBeHHou Biaactu: OI'-686;

OtB — oTBeT Ha 3anpoc: OTB-731;

Bx — oOpamenust rpaxiaan (mpeasioKeHus, 3asiBIEHUs, KaloObl): mepBas OykBa
(dhamunuu rpaxaanuHa, 1podb, OyKBeHHOE 0003HAYEHUE «TP», MopsaakoBbid Homep: L/rp-
750;

Ol UCXOOAWUX OOKYMEHmMO8 — WHIEKC Jiella M0 HOMEHKIJAType Jell CTPYKTYpPHOTO
nojpas3aeieHus , Apo0b, MOPSAKOBEIM HOMED: 22-09/6532;

015 UCXOO0AUWUX OOKYMEHMOB 00paeHull 2paxcoar — WHIACKC Jejia M0 HOMEHKIIAType el
CTPYKTYPHOTO MOapa3feieHus, OyKBEHHOE O0003HaueHHE «Or», ApoOb, MOPSAKOBBIN
Homep: 33-110r/494);

011 NPUKA308 NO OCHOBHOU OesimelbHOoCmu — TIOPSAKOBBIA HOMEp, naeduc, OyKBEHHOE
o0o3nauenue «O/I»: 25-0O/1;

0JIs1 NPUKA308 NO OCHOBHOU O0esmelbHOCMU N0 HAZPAOHOMY Mamepuanry — TOPSIKOBbIHI
Homep, neduc, bykBenHoe odo3znauenue «O/l», npodb, OykBeHHOE 0003HaUeHue «H»: 168-
O//u;

011 NpuUKA308 No KAOPOBbIM BONPOCAM — TIOPSAKOBBIM HOMeEp, Aeduc, OyKBEHHOE
o0o03HaueHue «k»: 1-K;
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011 NpUKA308 NO JUYHOMY cocmagy — TIOPSAKOBBIM HoMep, pAeduc, OyKBEHHOE
obo3naueHnue «ic» (Hanpumep: 1-1 J/c);

0J1s1 npomokoi0e — OykBeHHoe o0o3Hauenue «I1», neduc, nopsiaxkossiit Homep: [1-43;

0/151 akmog - OyKBeHHOe 0003HaueHue «Ay, neduc, nopsiAKOBLIM HOMep: A-3;

011 Memopanoymos - OykBeHHoe 0003HaueHne «My, neduc, mopsiAkoBeiid HoMep: M-1;
015 pacnopsdicenuti - OykBeHHoe obo3HaueHue «P», neduc, mopsakoBeiii HoMmep: P-143;
0151 co2nawenuil - OykBeHHoe obo3nauenue «Cy», neduc, nopsakossiii Homep: C-5.

[lopsiaxoBeie HOMEpa B Mpefenax KakI0ro BUAA JOKYMEHTAa MPUCBAUBAIOTCS C
Haualia KaJIeHIapHOTO Tofa.

5.2.9. Ccbliika HA PerucTPALMOHHBINA HOMEP M 1aTy NOCTYNHBIIEr0 JOKYMEHTA.

CcbUika Ha PErucTpalMOHHBIN HOMEDP U JaTy MOCTYIUBIIETO TOKYMEHTA BKIIOYAET
€ro MCXONAIIUNU PETUCTPAIMOHHBIN HOMEP U COOTBETCTBYIOIYIO AAaTy MOCTYIHMBIIETO
JIOKYMEHTA, Ha KOTOPBII 1aeTCs OTBET.

Ccbilka Ha PErucTPallMOHHBIA HOMEP M JaTy MOCTYNHUBIIETO JOKyMEHTa
MOMENIAeTcss Ha OJlaHKe OTBETHOro muchMa. He pekoMeHayeTcs BKIIOYATh €€ B TEKCT
JIOKYMEHTA.

JlaHHBIN PEKBU3UT TOJHOCTBIO TMEpPEneyaTbiBaeTCd W3 OJaHKa MOCTYIUBIIETO
MUChMa, HA KOTOPOE TOTOBHUTCS OTBeT. JlaHHBIH pEKBU3UT Ha OJaHKe MHUCHhMa
pacrnonaraercs Hike pekBusuta «Jlata nokymenTa» u 0003HauaeTcs B BUJIE:

Ha Ne oT .

5.2.10. Anpecar.

Anpecar WHCHoONb3yeTcss Tpu  OPOPMIICHHHU JEJOBBIX (CIY)KEOHBIX) TIHCEM,

BHYTPEHHUX HUH()OPMALIMOHHO-CIIPABOYHBIX JOKYMEHTOB (JOKIQJHBIX, CIYXKEOHBIX
3aMUCOK M JIp.). AzpecatoM JOKyMEHTa MOKET OBbITh OpraHu3aius, CTPYKTYpHOE
noJipasaeaeHue MUHIUCTEPCTBA, JODKHOCTHOE WIH (PU3UYECKOE JTUIIO.

PexkBU3UT «anpecar» MPOCTABISIETCA CIpaBa MOJ pPEKBU3UTAMU ONaHKa [MpuU
IPOJOJIBHOM PACIOJIOKEHUU PEKBU3UTOB OaHKa.

IIpu waaunuuu rpuda orpaHuydeHuss JOCTYNA K JIOKYMEHTY «ajpecar»
pa3MeniaeTcs noja HUM.

B coorBercTBuM ¢ pexomenpaimein Crangapra CTPOKM PEKBU3MTA MEYATAIOTCS
yepe3 | uaTepBan. Bo3aMoXKHO OTIeIeHHe COCTABHBIX YaCTeW PEKBU3UTA JOTMOIHUTEIbHBIM
UHTEPBAJIOM.

CTpoku pekBU3UTa «aapecar» BBIPABHUBAIOTCA IO JIEBOMY Kpaw WU
LEHTPUPYIOTCSI OTHOCUTEIIBHO CaMOM JUITMHHOM CTPOKH.

Hampuwmep:

MHHHCTCPCTBO IIPOMBIIIJICHHOCTH U

toproBnu Poccuiickoit deneparun

[Ipecnenckas Hao., 1. 10, cTp. 2,
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Mocksa, 123317

HIIN

MuHHCTEPCTBO MPOMBIIIEHHOCTH U
toproBiu Poccuiickoit @enepaiyu

[Ipecuenckas Hao., 1.10, cTp. 2,
Mocksa, 123317

[lpu agpecoBanmu TMCEMa B OPTraHU3AIMI0 YKa3bIBACTCS €€ TOJHOE WIIN
COKpAIIeHHOE HAUMEHOBAaHUE B UMEHUTEILHOM TAJIEKE.
Hampuwmep:

MuHUCTEPCTBO CEIBCKOTO XO3AUCTBA
Poccuiickoit denepamuu

HIIN

Muncensxo3 Poccun

[Ipu agpecoBaHMM AOKYMEHTa PYKOBOIUTETIO (3aMECTHUTENI0 PYKOBOIUTEs)
OpraHu3alui HAUMEHOBAHHME JOJDKHOCTH PYKOBOAMUTENS (3aMECTUTENS] PYKOBOIMUTEINS),
BKJTIOYAIOIIEE HAMMEHOBAHUE OpraHU3aluu, (pamuius, WHUIMAIB JO/DKHOCTHOTO JIHIIA,
YKa3bIBAIOTCS B JATEIHHOM MA/IeKe.

Hampuwmep:

['eHepanbHOMY TUPEKTOPY
AO «TAUOD»
[[Iurabytaunosy P.A.

[Ipu anpecoBanuu mnHMcbMa B CTPYKTYpPHOE MOJpA3[eie€HUE OpraHU3aluud B
PEKBU3UTE «aJpecar» HAUMEHOBAHHWE OpPraHU3alMM YKa3bIBACTCS B HWMEHUTEIHLHOM
najie’ke, HIKe — HAMMEHOBAHUE CTPYKTYPHOTO TIOAPA3/ICTICHUS.

Hampumep:

CnencTBeHHBI KOMHTET
Poccuiickoii denepanun
VYrupasnenue KOHTPOJIS

34 CICACTBCHHBIMH OpraHaMu

[Ipu axppecoBaHmum nUCbMa PYKOBOAMUTENIO CTPYKTYPHOTO  MOJpA3AC/ICHUs
HAUMEHOBAHUE OPTaHU3alUU YKA3bIBACTCS B UMEHUTEILHOM MAJIEKE, HUKE — B JIaTEIILHOM
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najgeke — HaUMEHOBAHUE [IOJKHOCTH PYKOBOIUTENSA, BKIIIOYAIONIEE HAUMEHOBAHUE
CTPYKTYPHOTO HOjipa3/ieNeHust, paMuiivs, UHUIHAIIBL.
Hanpumep:

MunuctepcTBo puHaHCOB
Poccuiickoit Geneparuu
Jupexropy /lemapramenta
YrpaBrneHus jenamMmu
U KOHTPOJIS
AdanacneBy A.A.

[Ipu agpecoBaHWM MHUCHbMA CIELHMUATUCTY YKa3bIBACTCS B MMEHHTEIBLHOM I1aJICKE
HAMMEHOBAHUE OpraHU3alluu, HUXKE - HAUMEHOBAaHHUE CTPYKTYPHOIO MOJpa3encHus,
3aTéM B JIaTEJIbHOM MaJieke HAWMMCHOBAHUE JIOJDKHOCTH CICHHAINCTA M — HUKE —
(hamMums, MTHULKATIBL.

Hampuwmep:

Muncenbxo3 Poccun
AIMUHUCTPATUBHBIN JIETIAPTAMEHT
[maBHOMY cnienuanucTy
WBanoBoii A.B.

[Ipu paccbuike JOKyMEHTa IPYINE OPraHUu3aluid OQHOTO TUMA WU B CTPYKTYPHBIE
NoJipa3aeseHus OHOM OpraHu3aluy aJpecaT yKa3biBaeTcsi 0000IIEHHO.
Hanpuwmep:

PyxoBoauTensim
HcnonHuTenbHBIX KOMUTETOB
MYHULIUNATBHBIX PAOHOB
Pecnybnuku Tarapcran

Crnucok pacChUIKH COCTABIISCTCS UCTIOTHUTEIIEM.

[lpu paccbuike TOKyMEHTa HE BCEM OpraHM3alUsM WA CTPYKTYPHBIM
MOJIpa3/IeNICHUSIM T10/T PEKBU3UTOM «aJpecar» B CKOOKAX yKa3bIBAETCA «(TO CITUCKY)».

B ogHOM DOKYMEHTE HE JOJDKHO OBITH 0OJIee YeThIpex aapecaToB.

Crnoo «Komnus» nepes BTOpbIM, TPETbUM, YETBEPTHIM apecaTaMH HE YKa3bIBACTCH.

Hampuwmep:

[eHepanbHOMY TUPEKTOPY
000 «Dinoc — MeTUIIMHAY
JI.LH. BaneeBy
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['eHepanbHOMY TUPEKTOPY
000 «2ugoc — podOTOTEXHUKAY»

A.E. CypbsiHUHOBY

B pekBusute «ampecar» JIOMYyCKaeTCs yYHOTPEONsATh OOO3HAUCHHE «T-HY»
(rocoinHy) UK «r-Ke» (TOCIIOKE).

Hampuwmep:

r-uy bemnsikoBy A.H.
r-xke Cepooii 0. /1.

B pekBu3uTe «anpecar» WHUIMAIBI BCETIa CTaBATCS Nocie haMUIHU.

B cocraB pexBu3uTa «ajpecar» MOXKET BXOAUTH IMOUTOBBIA ajpec. DIEMEHTHI
MOYTOBOIO ajpeca YyKa3bIBAIOTCS B MOCIEAOBATEILHOCTH, ycTaHOBIeHHOU [IpaBunamu
OKa3aHus YCIyr MOYTOBOM CBSI3M, YTBEPIKICHHBIMU MpUKa3oM MuHUCTEpCcTBa CBSI3U U
MaccoBbiX kKoMmmyHukanuii Poccuiickoit ®@enepanmuu ot 31 wurons 2014 1. Ne 234 «O6
YTBEPKICHUU TMPABUI OKa3aHUsl YCIAyr MOYTOBOM CBA3W». HAMMEHOBAaHHWE ajapecara
(HauMeHOBaHWE OpPraHu3allMh - HOPUANYECKOrO JHla Wiu (paMunus, uUMs, OTYECTBO
rpakJlaHiHA), HA3BAaHUE YJIUIbI, HOMEp J0Ma, HOMEpP KBapTHpbl, HA3BAHUE HACEJIEHHOTO
MyHKTA (TOpOJ, TMOCEIOK U T.1.), Ha3BaHHE 00IacTH, Kpasi, aBTOHOMHOM 00acTu (OKpyra),
pecnyOnuKu, CTpaHbl (ST MEXKAYHAPOAHBIX OTIPABICHUI ), MOYTOBBIN HHICKC.

Hanpuwmep:

Bceepoccuiickuii HaydHO-
HCCIIEOBATENbCKUI UHCTUTYT
JTOKYMEHTOBEJICHHUSI U ApXUBHOTO
aena
[Ipodcoroznas yim., . 82,
Mocksa, 117393

B Takom ke mopsIke MUIIETCs apec OTIPABUTENS HA KOHBEPTE.

[TouTOBBIN aipec MOKET HE YKa3bIBATHCS B JIOKYMEHTAX, HAMPABJISIEMBIX B BBICIIINE
OpraHbl  BJIACTH, MECTHOTO  CaMOYIPABJICHHUS,  BBIIIECTOSAIIME  OPTaHU3ALINH,
MOJIBEJIOMCTBEHHbIE ~OpTaHMU3AIlMU, a TAKKEe MOCTOSHHBIM KOPPECHOHJEHTaM (3a
UCKITIOYCHHEM HamnpaBlICHUs MUCEM YKa3aHHBIM ajpecaramM B KOHBEPTAaX C MPO3PAYHBIMH
OKHaMHu).

[Ipu aapecoBaHmy AOKyMEHTA (PU3UIECKOMY JHIY YKa3bIBalOTCA: (pamunus,
WHUIUATBI, TTOYTOBBIN ajpec.
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Hanpuwmep:

HUBanosy M.I1.
yn. Canosas, 1. 5, kB. 12,

r. Kazanp, Pecniyonuka Tarapcran,
420000

HasBanus aiMHUHUCTPATUBHO-TEPPUTOPUAIBHBIX €ANHUIL (TOpo/ia, paloHa, MOCeNKa,
yAULBIL U T.J.) YKa3bIBalOTCSI B COOTBETCTBUM C O(DUIMATBHBIMA HAaUMEHOBAHUSMH,
pa3MeIleHHBIMUA B COOTBETCTBYIOIIUX CIIPABOUYHHUKAX.

[Ipu oTnpaBke mucbMa MO AIEKTPOHHOU MoYTe WK MO (haKCUMUIIBbHOU cBsizu (0e3
JIOCBUIKH IO MOYTE) MOYTOBBIN aJipec He yKasbiBaeTcs. [Ipu HeobxoaumocTu MOKeT ObITh
yKa3aH 2JeKTPOHHbIN ajpec.

Hampuwmep:

Bcepoccuiicknii HayuHO-
HCCIIE0BATENbCKAN HHCTUTYT
JIOKYMEHTOBEJIEHUsI U apXUBHOIO
nena mail@vniidad.ru

5.2.11. 3aro/10BOK K TEKCTY.

3aroioBOK K TEKCTY - KPAaTKoe COAEpKaHhe JOKYMEHTa — COCTABISIETCS KO BCEM
MOKYMEHTaM, 3a HCKIIOYEHHEM OTBETOB Ha oOpaulieHus TpakIaH, TeJIerpamm,
tenedoHOrpaMM, a TAKKE JOKYMEHTOB, HMEIONIUX TEKCT HeOOmbIoro oowema (1o 4 - 5
CTPOK).

3aroJ0BOK K TEKCTYy JOKYMEHTa JOKEH OBbITh KpaTKMM, TOYHO II€pe/laBaTh
COJIepKaHUE JTIOKYMEHTa (COCTOSTh M3 OJHOU (pasbl C KIFOYEBBIM CIOBOM). 3arojiOBOK K
TEKCTY COIVIACOBBIBAETCSI C HAMMEHOBAHMEM BHIA JOKYMEHTA. 3arojioBOK K TEKCTY
dbopmymupyercs ¢ npemsiorom «O» («O06») u 0TBe4aeT Ha BOMPOCHL: O 4eM (0 KOM)? 4ero
(xoro)? Hampumep:

[Ipuka3z (o uém?) OO0 yrBep:kaenuu Ilo/10keHUsI 0 NMEPCOHAJTBHBIX JAHHBIX
rOCYIapCTBEHHOI0 I'PaKIAHCKOr0 ciayxkamero Poccuiickon @Degepauuu v BeJleHUH
€ro JIMYHOIO J1eJ1a;

[Tucemo (0 uém?) OO oka3aHUM KOHCYJILTATHBHOM MOMOIIM;

[IpaBwia (dero?) BHYTPEHHEIro TPYI0BOI0 pacnopsijaka.

He pexomenayeTcsi mepenaBath coaepkanue qokymeHTa ¢pasoii «OQ Hanpab/ieHUH
uHpopMmauum».

3aroIoBOK COCTABISAETCS UCIIOIHUTENIEM, TOTOBSIIUM MPOEKT TOKYMEHTA.

3arosoBOK K TEKCTy O(opMIsieTCsl MOJ PeKBU3UTaMHU OJaHKAa OT TPAHUIILI JIEBOTO
nmoJisi. 3arojIoBOK K TEKCTY MOXKeT 3aHuMarh 4-5 crpok mo 28-30 3HakoB B cTpoke. B
yKa3ax, MOCTAHOBICHUSX, PEIICHUAX, MPUKA3aX U JIPYTrUX JOKYMEHTaX C MPOJOJIbHBIM
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pACHOIOKEHHEM PEKBU3UTOB 3ar0JI0BOK K TEKCTY OOPMIISIETCS HAJl TEKCTOM MOCEpPEauHE
pabodero moss JOKYMEHTA U LIEHTPUPYETCA.

3arojioBKM, COCTOSIME U3 HECKOJIBKUX CTPOK, II€YaTAIOT Yepe3 OJAMH MEKCTPOUHbIN
UHTEpBal. B KOHIIE 3aroyioBKa TOYKA HE CTABUTCA.

3aroioBKM HE 3aK/IIOYAIOTCA B KAaBBIUKM M HE MOAYEpPKHBAIOTCS. BO3MOKHO ux
BBIJIEJICHUE MOTYKUPHBIM MIPUPTOM.

B ycnoBusx mnpumenenuss CDOJl 3aronoBok K TeKCTy (KpaTkoe Ccoaep:KaHue
JIOKYMEHTA) COCTABISIETCS /ISl BCEX JOKYMEHTOB M BHOCHUTCSI B MOJI€ PErHMCTPAIMOHHO-
y4eTHOU (OPMBI PETUCTPUPYEMOTO JTOKYMEHTA.

K Ttexcty mokymeHToB, odopmieHHBIX Ha Onankax ¢dopmara AS, 3aronoBok
JIOMYCKAeTCsl HE YKa3bIBATh.

5.2.12. TekcT 10KYMEHTA.

B coorBercTBuu ¢ 3akoHoM PecnyOnuku Tarapcran ot 8 utomns 1992 1. Ne 1560-XII
«O rocymapcTBeHHBIX s3bIKaxX PecrmyOnmmku TarapcTtan m apyrux si3eikax B PecryOnmke
Tarapctan» B MHHUCTEPCTBE JOKYMEHTHI MOTYT COCTABISITECA HA TOCYIApCTBEHHBIX
a3pikax PecnyOnuku TarapcTaH: pyCCKOM M TAaTapckoM. TEKCT JOKYMEHTa H3J1araetcs
pPYCCKUM (TaTapCKUM) JUTEPATYPHBIM S3BIKOM C Y4YETOM OCOOEHHOCTEeH O(dUIHaTIBbHO-
JIEJIOBOTO CTUJISI, BHIA IOKYMEHTA U €r0 HAa3HAYEHUs B YINPABICHUECKOW NEATEIbHOCTH.
Conep:xanue JOKYMEHTa AOIAKHO ObITh U3JI0KEHO KPATKO, JOTUYHO, TOYHO U SICHO.

Pycckuil s13bIK B 0053aTEILHOM MOPSJIKE UCTIONb3YETCS:

- B TIEpEeNucKe MEXAy TOCYJapCTBEHHBIMU OpTraHaMu, OpraHu3alusIMu,
OpEeAnpUATHSIMU, YUpeKIeHUsIMU cyObekToB Poccuiickoit ®enepanuu ¢ agpecaramMu B
Poccuiickoit @enepaiuu;

- B MEPENUCKE C TPEANPHUATUIMU, OPTaHU3ANUSIMH, HE HAXOASIIMMUCS B BEICHUU
Pecnyonuku Tarapctan wunam pacronoXKEHHBIMH HAa TEPPUTOPUU JAPYTUX CYObEKTOB
Poccuiickoit @enepaiuu;

- npu Oo(GOpMICHHH [TOKYMEHTOB, YIOCTOBEPSIONIUX JIMYHOCTh TPAXKIAHHUHA
Poccuiickoit denepaiinu, 3aMuceil aKkTOB IPaXKJAHCKOTO COCTOSHUSI, TPYIOBBIX KHIDKEK, a
TaK)Ke JIOKYMEHTOB 00 00pa30BaHUU U .

Pycckuii u Tarapckuil s13bIK OAHOBPEMEHHO ITPUMEHSFOTCS

-B JIEJIONIPOU3BOJCTBE CyA€OHBIX U MPABOOXPAHUTEIIBHBIX OPTaHOB;

-B cdepax NOPOMBINUICHHOCTH, CBSI3U, TPAHCIOPTAa UM DHEPIreTUKH Ha BCEH
tepputopuu Pecnyonuku Tarapcran;

-B c(pepe oOCTy)KUBAHUS M KOMMEPUYECKOU €S TEIbHOCTH.

B Tekcte moxkymeHTa, MOATOTOBICHHOM HA OCHOBAHUU 3aKOHOAATENIbHBIX WM UHBIX
HOPMATHUBHBIX MPABOBBIX AaKTOB, pPAHEE W3AAHHBIX PACHOPSAUTENBHBIX JOKYMEHTOB,
YKa3bIBaeTCs HAMMEHOBAaHHME BHA JOKYMEHTa M 3arojOBOK K TEKCTY, a TakKkKe HuX
PEKBU3UTHI:
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- HAMMEHOBAaHWE OpraHuM3allud — aBTOpa JIOKYMEHTa, Jara JIOKYMEHTa,
pEeTUCTPaITMOHHBIN HOMEP JOKYMEHTA, 3ar0JI0BOK K TEKCTY;

- HAUMEHOBAHUE OPraHU3aAlMU WIHN JJOJDKHOCTHOTO JIMIA, YTBEP/AUBIIETO JTOKYMEHT,
JaTa YTBEPIKICHUS IOKYMEHTA.

Hampuwmep:

Bo ucnonnenue npukasza Pocapxusa or 23 aexadpsi 2009 r. «O0 yrBep:kIeHHH
MeToauuyecKuX peKoOMeHAaluil 1Mo pa3padorke HHCTPYKIUI 10 1eJ10NPOU3BOACTBY B
(denepanbHBIX OpraHax HCMOJIHHTEAbHON BIACTH. .. »

Wi
Ha ocnoBanumu Iloso:xkenusi o ciry:koe 1ejionpou3BoACTBa, yrBepxaeHHoro [pukasom
BHUUIA/ ot 25 centsiops 2018 1. Ne146...

[Ipu cchulke HaA 3aKOHOJATENbHBIE W HWHBIE HOPMATHBHBIE TIPABOBBIC AKTHI
YKa3bIBAIOTCS odurmanpHeIe UCTOYHUKHU ux onyOIUKOBAHUS (Cobpanue
3akoHo/aTenbeTBa Poccuiickoit denepanuu, bromieTeHb BEIOMCTBEHHBIX HOPMATHBHBIX
akToB, wuH(OpMaIMOHHBIM TOpTan  http:/www.pravo.gov.ru, u3JaHUs CYOBEKTOB

Poccuiickoit @enepaiuu 1 OpraHoB MECTHOTO CAMOYTIPABICHUS).

TekcT MOKyMEHTa MOXKET COAEPKATh Pa3leibl, MOAPA3/AeIibl, MYHKThI, MOAMYHKTHI,
Hymepyembie apadbckumu mnudpamu. Beigenenue Oojiee 4eThIpEX YPOBHEH pyOpUKauu
TEKCTa HE PEKOMEHTyeTCS.

Pa3nensl u moapaszaenbl MOTYT UMETh 3arojIOBKU. 3arOJIOBKU Pa3/iesioB MULIYTCS C
nponucHo OykBbl. [1oA3aromoBKu MUIIYTCS C HPOMMCHOW OYKBBI M 1aJI€€ CTPOUYHBIMH.
3aroyioBKU pa3aesioB AOMYCKAETCS BBIICIATH MOTYKUPHBIM HIPUGTOM.

B TekcTax JOKyMEHTOB yNOTPEOISIIOTCS TOJNBKO OOIIENPUHSIThIE TEPMUHBI, 4 TAKKE
ab0peBuaTypsl U rpadUuecKue COKpAIICHHSI.

[Tpu ynorpebnenun TepMuHa Ui a0OpeBUaTypbl, KOTOPbIE MOTYT OBITh HETTOHSTHBI
YUTATEN0, OHM pacuM(pOBBIBAIOTCS TMpU TMepBoM ynorpebnenun. Eciam Takux
JEKCUYECKUX €IMHUI] B Tekcre Mano (o 4-x), pacmm(poBKH MOXKHO [aBaTh B
MOJICTPAHUYHBIX CHOCKaxX. Ecnu ux 6omblie, peKOMEHIYeTCsl COCTaBUTh pasien « TepMUHbI
u onpeneneHus» U «llepeyeHs COKpareHum.

[Tpu ynorpebnenun B Tecte hamMUIIMM 1 HHUIIMAJIOB HHULIAAIIBI YKA3bIBAIOTCSA MOCIIE
hamuun.

TekcT MOKyMEHTa MOXKET HM3J1aratbCsi B BUJE AHKEThI, TAONHUIIbI, TPAMMATUYECKU
CBSI3HOTO TEKCTA W B BUJE COEAMHEHUS ITUX CTPYKTYP.

AHKeTa — TEKCT JOKYMEHTa, XapaKTepHU3YIIIEro OJWH OO0BEKT 10 Hadopy
MIPU3HAKOB U MOCTPOCHHBIN B BUJI€ BOIIPOCOB U OTBETOB.

Tabnuia — TEKCT JTOKYMEHTa, MUMEIOUUN YMPOIIEHHYIO JIOTHKO-CHHTAKCHYECKYIO
CTPYKTYPY M IPOCTPAHCTBEHHYIO OPTAHU3AIUIO U MO3BOJISIIOIINUN COTIOCTABUTH MIPEIMETHI,
MIPOLIECCHI IO OMPEACIICHHOMY Ha0OPy MPU3HAKOB.
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[ pamMaTuuecku CBA3AHHBIM TEKCT — TEKCT AOKYMEHTA, COXPAHSAIOUIMM JIOTUKO-
CUHTAKCHYECKYIO CTPYKTYPY U IPOCTPAHCTBEHHYIO OPTaHU3ALMIO0 €CTECTBEHHOTO S3bIKA.

B Tekcre aHKeTbl MOXKET COJEpIKATbCsl KaK CJIOBECHasi, Tak W Uu(poBas
undopmanua. Ilpy  mocTtpoeHun  aHKeThl  BOMPOCHI  BBIPAKAIOTCA ~ HUMEHEM
CYLIECTBUTEIbHBIM B HMMEHUTENBHOM Tajiexke («paMuius», «UMI» «OTYECTBO»),
CIOBOCOYETAHUSIMA, OIOPHBIM CIIOBOM B KOTOPBIX SIBJISIETCS  CYLIECTBUTENBHOE
(«cTpyKTYpHOE  moApa3ie/ieHHe», MoOcCjAeHee MeCcTo PpadoTbDy, «pe3yJbTar
BbINOJIHEHUS] IUIAHA», «IPUYHHA OTCYTCTBUSD)) WIM CIOBOCOYETAHHUEM C IJIArOJIOM
BTOPOT0 JIMI[A MHOKECTBEHHOIO YHMCJIa HACTOSILIET0 WA TMPOLIEAIIEr0 BpPEMEHU
(«mMmeeTe», «BjIajgeeTe» HIH «ObLIN», «HAXOAWIHCH» M T.1.). BONpockl aHKEThl U
OTBETHI HA HUX TPAMMAaTUYECKH COTIaCOBBIBAOTCS.

TabnuyHble TEKCTHI TPUMEHSIIOTCS B TAKUX JOKYMEHTAX, KaK CTPYKTypa U IITaTHas
YUCJIEHHOCTh, IITATHOE pACHHUCaHUEe, IUIAaH PadOThl, TEXHHYECKOE 3a/laHhe, HEKOTOpbIE
BUJIbI OTYETOB, IIEPEYHU U JIP.

Hanpuwmep:
[TEPEYUEHb
JIOKYMEHTOB CO CPOKAMU XpaHEHUs
Ne Bug nokymenra Cpok xpaHeHuUs [Ipumeuanus
CTarbH
1 2 3 4

Tabnuipl UMEIOT ABa YpOBHSI UJIEHEHHUs TEKCTa: BEpPTUKAIbHBIM — Tpadbl U

TOPU3OHTANBHBIM — CTpokKU. OOO00IEeHHBIE HAWMEHOBAHMS TIPU3HAKOB B TaOIMIE

COCTABJISIOT 3aroJIOBKM M MOJ3arojoBKU rpad), a HAMMEHOBAHUS OOBLEKTOB — 3arOJIOBKU U
MO/I3ar0JIOBKU CTPOK TaOJIHUIIBI, PACIIONIOKEHHBIE B KpaliHel J1eBol rpade.

Hanpumep:
CITPABKA
0 3aJ0KEHHOCTH 110 IIJIaTeKaM B 6IOIl}KeT
u BHeOWKeTHBIE oAbl B 2018 1.
3a/0/KeHHOCTD Hepnoumxka 3a10/5KEHHOCTh [enun Itpadsi O6was cymma
pyo. 10 HAJIOTOBBIM pyo. pyo. 3a/10JIKEHHOCTH
ratekam pyo. pyo.

1 2 3 -+ 5 6
[oponckoit
OroKeT
denepanbHbIM
OrOIKET
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3aronoBku rpad M CTPOK MHULIYTCS ¢ TporucHou Oykebl. [lom3aromoBku — co
ctpouHoil. [lon3aronoBku rpad u CTpoOKk rpaMMaTUYECKH COTIACYIOTCS € 3ar0JIOBKAMHU.

3arojioBKM BBIPAKAKOTCS HMMEHEM CYUIECTBUTENbHBIM B MMEHUTEJIBHOM IaJIekKe.
Ecnu Tabnuiy megartarotr 0ojee yeM Ha OHON cTpaHwuIle, rpadbl TaOIUIbI JOKHBI OBITh
IPOHYMEPOBAHbI U HA CIEAYIOIUX CTPAHUIIAX JOKHBI OBITh HAllEYaTaHbl TOJBKO HOMEpA
TUX Tpad.

[TocTpoenue rpaMmMaTHYECK CBA3HOTO TEKCTA 3aBUCHUT OT BUJIa JOKYMEHTA.

CBsI3HBIN TEKCT, KaK MPaBUJI0, COCTOUT U3 ABYX YacTel. B mepBoil yacTu ykas3bIBaoT
NPUYUHBI, OCHOBAHUS, €M COCTABIIEHUS JOKYMEHTA, BO BTOPOM (3aKIIOYUTEIBHOM) -
pelieHus, BBIBO/IbI, MPOCKOBI, MPEIIOKEHUSI, PEKOMEHAAIMU. TEKCT MOXKET COAepIKaThb
OJIHY 3aK/IIOUUTENIbHYI) 4acTh (HAMpUMEpP, MPHUKA3bl - PACIOPSIUTENbHYIO 4acTh 0e3
KOHCTATUPYIOIICH; MUCbMA, 3asIBJICHUS - MPOCLOY 0€3 MOsICHEHU).

TekcT TOKYMEHTOB U3/1araeTcs OT:

1-ro nuIa eAMHCTBEHHOTO YHCIIA:

- B IPUKA3aX: «IMPUKA3BIBAIO... IOATOTOBUTH U NMPEICTABUTH HA PACCMOTPEHHEN;
- B IIMCbMAaxX: «Ipouly NPeACTABUTL OTYeT 00 HCHOJHEHHHM CMeThbl /10X0A0B U
PACXO/I0B...»; «CHUTAK HEOOXOAMMBIM...»; IPOIIY BbIIEIUTh...»;

3-ro nuIa eAMHCTBEHHOTO YHCIIA:
- B TIOCTAaHOBJIEHUAX (pEHIeHUsAX KoJuleTHallbHBIX oOpraHoB): «llpaBuTeNbLCTBO
Poccuiickoii @enepaniun NoCTaHoOBIsIET...»; « KoMUccHs pelinia...»; «y4eHblil COBeT
pelInI.. . »;
- B nuchMax: «MHHHCTEPCTBO CYHMTAET BO3MOXKHBIM...»; «MHHHCTEPCTBO He
BO3PaKAET...»;

1-ro nuIa MHOKECTBEHHOTO YHCIIA:
- B IPOTOKOJIAX: «CAYIIATHU...»; «BBICTYNHJIN...»; «PEeIIWIU (IOCTAHOBUJIN)»;
- B IPUKA3aX: «IPUKA3bIBAEM...»;
- B IHUCbMAaX: «IPOCHM IMPEICTABUTH OTYET 00 MCIOJHEHUM CMeThbl /10X0I0B U
PACXO0B...»; <«IPeACTABJIsieM Ha pPacCMOTpPeHHe U YTBEp:KIEHHUE...»; «IPOCHUM
HANPABUTb...».

B COBMECTHBIX JIOKYMEHTAaX TEKCT HM3Jarar0T OT MEPBOTO JUIa MHOKECTBEHHOIO
YUCIa: «IMPUKA3BIBAEM...», «PELIHJIH...».

TekcT pacnopsbKeHUs paciopsAaAUTeNbHON (OPMYIIbl HE UMEET.

B nokyMmeHTax, yCTaHABIMBAIOIIMX MpaBa M OO0S3aHHOCTH MHUHHUCTEPCTBA, €r0
CTPYKTYPHBIX TMOApa3AcieHuil (MOJOKEHHe, HWHCTPYKLMS), a TaKkKe COAepKallux
OTHMCaHue, OLICHKY (paKTOB MJIM BBIBOJBI (AKT, CIPaBKa), UCIOIB3YIOT (JOPMY H3JI0KECHUS
TEKCTa OT TPEThEero JIMla EIUHCTBEHHOTO WM MHOKECTBEHHOTO 4YHCIA: «OTAeJ
ocyulecTBiasieT (PYHKUHUH...»; «B COCTAB OObeIMHEHHS BXOIMAT...»; «KOMHCCHUSA
YCTAHOBHJIA...».
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B Texkcrax HOpPMATUBHBIX MPABOBBIX AKTOB UCIONB3YIOTCS MIaroiibl B (opme
HACTOSIIET0 BPEMEHHU, NPHUAAIOIIUE TEKCTY MPEINUCHIBAIOIIUNN XapaKTep, Hanpumep:
«HopmaruBHble npeanucanusi oQOpMIAITCA B  BHAEe IYHKTOB, KOTOpbIe
HyMepyloTcesl apadckuMu nudpamMu ¢ TOYKOH M 3aroJIOBKOB He HUMeT»; «Buza
BKJIIOYAaeT B ce0si HaMMEHOBAHHUE [IOJKHOCTH PYKOBOAUTE]IS MHHHUCTEPCTBA
(BeaoMcTBA) WM €ro 3aMeCTUTEJIS U JIHYHYIO OANUCHL BU3HPYIOLIEro, paciiu@poBKry
NOJANMUCH U IATY».

B Tekcrte nOKymMeHTa, MOATOTOBIEHHOIO HAa OCHOBAaHUU 3aKOHOAATENIbHBIX, MHBIX
HOPMATHUBHBIX TMPABOBBIX AKTOB, M3JAAHHBIX OPraHaAMU TOCYJApPCTBEHHOM BIACTU U
MECTHOTO CaMOYMPAaBICHUS, TOKYMEHTOB, PaHE€ WU3JAHHbIX MUHUCTEPCTBOM - aBTOPOM
OKYMEHTA, YKa3bIBAa€TCSd HAUMEHOBAHWE BHUJA JOKYMEHTa, HAUMEHOBAaHHUE OpraHa,
U3JaBIIETO  JOKYMEHT, Jara MPUHATUS WM  YTBEPKJICHHUS  JIOKYMEHT4, €ro
PETUCTPALIMOHHBIM HOMEp, a TaKXKe 3arojOBOK NOKYMEHTA, 3aKJIIOYEHHBIH B KaBBIYKH,
HanpuMmep: «B coorBercTBUH ¢ Yka3oMm [lpe3uaenra Pecnybosiuku Taraperan or 5 mas
2012 ropa Ne VII-296 «O npoBeJeHUN TATAPCKOIO HAPOIHOIO
npasaHuka «Cabanryii»»; «B coorBerctBuu ¢ Ilosioxkenuem o MuHucTEpcTBE
NPOMBINLIEHHOCTH W ToproBiu Pecnmybiamku  Taraperan, yTBep:KIeHHBIM
nocraHoBjienueM KaOunera MunucrtpoB Pecnybnmukum Tarapcran ot 23.07.2007
Ne 324».

Eciiu TeKCT COmep:KUT HECKONIBKO MOPYUYEHUM, pelIeHni, BBIBOJOB U JAp., B TEKCTE
BBIJIEJISIOTCS pa3/ielibl, MOIPA3/1eIbl, MYHKTHI, MOAMYHKTHI.

B TekcT 10KyMeHTa MOTYT BKJIIOUATHCS (PparMeHThI, OpOPMIICHHBIEC B BUJIE TAOIUIIBI
WJIN QHKETHI.

CrpaHullbl TEKCTAa HyMEPYIOTCS apaOCKkuMu nudpaMu MocCepeinHe BEPXHETO MOJIA.
[Ipu moaroToBKe JOKYMEHTOB PEKOMEHIYETCS MPUMEHSATh TEKCTOBbINM penakrop Word for
Windows Bepcuu ot 6.0 m Beimie ¢ ucnonb3zoBanueM mmpudToB Times New Roman
pasmepoM Ne 11, 12 (mna opopmneHus TadbmuyuHbIX martepuanon), 13, 14 gepes 1 — 2
UHTEpBaa.

5.2.13. OTmeTKa 0 NPUIOKEHHMN.

OTMeTka O NPWIOKEHUU COJACPKUT CBEACHUS O JOKYMEHTE (JIOKYMEHTax),
OpUJIAraéMoOM K OCHOBHOMY JOKYMEHTY (B CONPOBOAMTEIBHBIX MHUChMAaX, MPETEH3USX,
aKTax, COpaBKax U APYyrux UHGOPMAIMOHHO-CIPABOYHBIX JTOKYMEHTAX) WM O TOM, YTO
MOKYMEHT SBIISIETCA MPUIOKEHHEM K OCHOBHOMY JOKYMEHTY (B JOKyMEHTax —
OPUWIOKEHUSAX K  pacCHOpPAIUTENIbHBIM  TOKYMEHTAM,  MOJOKEHHSM,  IpPaBUIIAM,
UHCTPYKIUSM, IOTOBOpaM, IJITaHAM, OTYETAM U Jp. TOKYMEHTaM).

B compoBoguTenbHBIX MHCbMAX WU APYrUX  HUHGOPMALIMOHHO-CIPABOYHBIX
JIOKYMEHTaxX OTMETKa O MPUJIOKEHUH 0(OPMIIAETCS TIO/I TEKCTOM OT TPAHHUIIbI JIEBOTO TOJIS
CHEAYIOIUM 00pa3oMm:

- €CJIM MPUJIOKEHUE HA3BAHO B TEKCTE:
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[Ipunoxenue: Ha 3 1. B 1 9K3.

- €CIIM IPHUIIOKCHKUEC HE HA3BAHO B TCKCTEC MIIH HpHJ’IO}KeHHﬁ HECKOJIBKO:

[Ipunoxenue: 1. GakTuyueckas cmeta pacxoaoB Ha 1 1. B 1 2k3.
2. Cocras aeneramuu Ha 2 1. B 1 2K3.
3. [Iporpamma mMeponpusitus Ha 3 1. B 1 9K3.

- €CJIM TIPUIIOKEHUSI COPOIIIIOPOBAHBI:

[Tpunoxenue: order 0 HUP B 2 7K3.

- €CIM JIOKYMEHT, SBJSIOUIMKUCS TPWIOKEHUEM, HUMEET MPUIIOKEHUE C
CaMOCTOSATENIPHOM HYMEPALIUEN CTPAHMUIL:

[Ipunoxenue: mnucbMo MuHnnuctepcTBa »sHepretuku Poccumiickoit @Denepanuu Ot
10.07.2019
Ne UA-9017/04 u npusioxeHus: K HEMY, BCETro Ha 5 1.

- €CIIA TIPUIOKEHHUEM SIBISIETCS 000COOIEHHBIN 2JIEKTPOHHBIA HOCUTENH (KOMIIAKT-
JIACK, usb — (en-HakonuTens 1 ap.):

[Tpunoxenue: CD B 19k3.

[Ipyu »TOM Ha BKIAJbIIIE KOHBEPTAa, B KOTOPBHIM MOMEIIAETCS HOCUTEIb,
YKa3bIBaIOTCSI HAMMEHOBAHHSI JOKYMEHTOB, 3allMCAHHBIX HA HOCHUTENb, MMEHa (ailios,
00BEM TOKYMEHTOB B JIUCTAX.

OTmeTKa O MPUIOKEHUH, 3aHMMAIOLIAsi HECKOIBKO CTPOK, MEYaTaeTCsl uepe3 OAuH
MEXKCTPOUYHBIM UHTEPBAI.

Eciu ¢ ofHUM COMPOBOUTENBHBIM MUCEMOM TEPEChUIATCS OO0JBIIOE KOIUYECTBO
NPUIOKEHUN, MOXKET OBITh COCTaBlI€HA ONKWCh TMPUIOKEHUM C TMepeyrcaeHueM
HAUMEHOBAaHUN BCEX JOKYMEHTOB — MPUIOKEHUM C YKa3aHUEM KOJIWYECTBA JIUCTOB WU
JK3EMILUIIPOB KAXKIOTO M3 HUX, 4 B OTMETKE O IPUIOKEHUM NAETCs CChUIKA HAa OIKCH
MIPUITOKEHHUM:

[IpunoxxeHue: oMuch NPUIOKeHU Ha 2 JI. B 1 9K3.

B pacnopsauTenbHBIX JIOKyMEHTax (MIOCTAHOBICHUSX, PEHICHUSIX, IPHKA3aX,
pacrmopshKeHHsIX), JOTOBOpaX, TOJNIOKEHUSAX, TMPABUIAX, HHCTPYKIUAX U JIPyTHX
TIOKyMEHTaX OTMETKA O MPWIOKESHUH 0(hOPMIIAETCS CIEAYIOIIUM 00pa3oM:

- B TEKCTE€ [OKYMEHTa B KOHII€ IYHKTa, B KOTOPOM YIOMHHAETCA TOKYMEHT-
MIPUJIOKEHHUE, B CKOOKaX yKa3bpiBaeTcs: (mpuwiokenue 1) unu (mpunoxenue Ne 1).

Ha nmepBoM nucTe TOKyMEHTA-MPUIIOKEHHUS B TPABOM BEPXHEM YTy YKa3bIBACTCS:
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[Tpunoxenue Ne2
K TIpukasy MunucrepcTsa
IIPOMBIILIEHHOCTH
u ToproBiu Pecnydnuku Tatapctan
ot 14.07.2019 Ne 113

Ecnu mpunokeHreM K pacnopsauTeIbHOMY JOKYMEHTY SIBISIETCS HOPMATHUBHBIN
NPaBOBOM aKT WM WHOW JOKYMEHT, YTBEP)KIAEMbI JTaHHBIM PaCHOPSIUTETbHBIM
JIOKyMEHTOM, Ha TIEPBOM JHCTE MPUIOKEHUS MPOCTABISETCS OTMETKA O MPHJIOKEHUU.
[Ipunoxenue sSBIAETCS HEOTHEMIIEMOM YaCThIO YTBEPIKIAIOUIETO €r0 PaCOPSAUTEILHOTO
JIOKYMEHTA.

Ecnu MOKyMeHT u31aeTcst OTAENbHO OT YTBEPAMBIIETO €ro MpuKasza, MpOCTaBISIeTCs
rpud yTBEpKICHUS.

Hampumep:

PETJTAMEHT YTBEPX/IEH
[Tpuka3zom MunucrepcTa

IPOMBIIUIEHHOCTH
u Toproenu PecnyOnuku Tatapctan
ot 18.05.2018 Ne 35

Ecnu npunokeHHe HAMpapisiOT HE BO BCE YKAa3aHHbIE B JOKYMEHTE ajpeca, TO
OTMETKY O €r0 HAIMYUU OPOPMIISIOT CIETYIONUM 00pa3oMm:

[Ipunoxenue: Ha 3 11. B 1 9K3. TOJIBKO B MEPBLIM aapec.

Ecin npunokeHusiMM K CONPOBOAUTENIBHOMY TMHCHBMY SBISIIOTCA JOKYMEHTHI,
coziepxkame uHOpMANUI0 KOH(PUIAEHIMAIBHOTO XapaKTepa, Hampumep, CIyKeOHYIO
TaliHy, OTMETKA O MPUJIOKEHUU 0DOPMIISIETCS CIEAYIOIUM 00pa3oMm:

[Ipunoxenue: CrpaBka O HEIJIATSKECIOCOOHBIX MPEANPHUATHIX, I CIYKEOHOTO
noJyib30Banusi, per. Ne 26-zcm, Ha 2 1. B 1 3K3.

B sTtom cnydyae caM JOKyMEHT Takxke Oyner umeTh OTMeTKy «Jlisi ciyxkeOHOTrO
MIOJIb30BAHUS.

[Ipy wampaBieHUM KOMHUM NPUIATAEMBIX JOKYMEHTOB OO0 O9TOM YKa3bIBaeTcsl B
MPWIOKEHUU CIEAYIOIIUM 00pa3oMm:

[Ipunoxenue: konus npukaza Munkynstypsl Poccun ot 23.12.2009 Ne 45 va 2 1. B 1 9Kk3.

Jonyckaercs Beipaxkenue «I[IPUJIOXKEHUE No» newarars nponucHbIMU OyKBamu,
a TaKKe UEHTPUPOBATh HTO BbIPAXKECHUE, HAUMEHOBAHUE JTOKYMEHTa, €ro JAary u
PETUCTPALMOHHBIN HOMEP OTHOCUTEIBHO CAMOU JUTMHHOU CTPOKH,
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HanpuMmep:

[MTPUJIOXKEHUE Ne 3
K Npukasy MUHHUCTEPCTBA NPOMBIILIEHHOCTH

u Toprosiu Poccurickon Penepanuu
ot 05.06.2017 Ne 265

5.2.14. I'pud corniacoBaHus JOKYMEHTA.

['pud cormacoBanusi JOKyMEHTOB MPOCTABISAETCS HAa JOKYMEHTAX, COTTIACOBAHHBIX
OopraHamM BJIAacTH, OpPraHU3alUsIMH, JODKHOCTHBIMHM juliamu. Ipud cormacoBanusi B
3aBUCHUMOCTH OT BHA JIOKYMEHTA MOYKET MPOCTABISATHCS:

- Ha TIEPBOM JIUCTE IOKYMEHTa (€CliH JOKYMEHT HMEET TUTYJIbHBIA JIUCT — Ha
TUTYTHHOM JIUCTE) B JIEBOM BEPXHEM yIIy Ha ypoBHE rpuda yTBEpKICHUS WIH TIOJ
HAaUMEHOBAHHUEM JIOKYMEHTA OJIMKE K HUKHEMY TOJTIO;

- Ha TIOCJIETHEM JIUCTE TOKYMEHTA TOJT TEKCTOM;

- Ha JIUCTE COTIaCOBAHMSI, SIBJISIOMEMCS HEOThEMJIEMOM YacThiO JJOKYMEHTA.

['pudom cornacoBanust foKkymeHTa 0(hOPMIISETCS:

- BHENIHEE COMIACOBAaHWE JIOKYMEHTAa — C OpraHaMH BJIACTH, OPTAHHU3AIUSMU,
JOJKHOCTHBIMHU JIUI[AMU CTOPOHHUX OPTaHU3AIH;

- BHYTPEHHEE COIVIaCOBAHHWE C KOJUIETHAJLHBIMU OpraHaMy OPraHMU3alliyd — aBTopa
JIOKyMEHTA.

I'pud cormacoBanus cocrour u3 cimoa COITIACOBAHO, pomkHOCTH JHUIA,
KOTOPBIM COTJIACOBAH JOKYMEHT (BKJIIOUas HAMMEHOBAHUE OPTAHU3AIMN) B UMEHUTEITLHOM
najie’ke, ero COOCTBEHHOPYYHOU MOMUCH, MHUITUAIOB, (haMUIUM, JaThl COTIIACOBAHUSI.

Hampuwmep:
COI'JTACOBAHO
3amMecTuTeNb [Ipembep-
munuctpa PT — wmwmHHCTD

IIPOMBIIIJICHHOCTHA U TOPTOBJIH
Pecnybnuku Tarapcran
[Toanuce

N.O.Oamunus

Jlara

Eciu cornmacoBaHue OCYIIECTBISIETCS COBEHIATENbLHBIM OpraHoM, B rpude
COTJIACOBAHMSI YKA3bIBAIOTCS CBEACHUS 00 OpraHe, COMIACOBABIIEM JAOKYMEHT, JaTe U
HOMEpE TMPOTOKOJA, B KOTOpPOM 3adUKCUPOBAHO pelieHue o cornacoBanuu. Ecmu
COITIaCOBAaHME  OCYMIECTBISIETCST  JOKYMEHTOM,  YKa3bIBalOTCS:  BHJA  JIOKYMEHTa,
OpraHu3anus — aBTop JOKYMEHTA, JaTa U HOMEp JOKYMEHTA.



30

HauMeHnoBaHnue comiacyroliero OpraHa WM JOKYMEHTAa YKa3bIBaeTcsi B
TBOPUTEIBLHOM MAJIEKeE.
Hanpumep:

COI''TACOBAHO
pelIeHUueM KOMUCCHH
TamokeHHOro cor3a

(TTpOTOKOJT OT

Ne )
COITTACOBAHO
nucbMoM Munnpomropra PO
(ot No )

Eciu B nmokymente nBa rpuda cOrnacoBaHUs, TO OHM PACIONArarOTCsi HA OJAHOM
ypOBHE, Tpu OOJIBIIIEM KOJTMYECTBE MX PA3MEIIAOT IBYyMsl BEPTUKAJIbHBIMU psinamu. Ha
JIOKYMEHTE MOKET OBITh paCMoOJOKEHO He O0osiee dYeThIpex TpudOB COMTACOBAHUS.
bonbiee uncio rpudoB cortacoBanus oGopMIISIETCS Ha OTACITBHOM JIUCTE COTTIACOBAHMS,
MPUJIATaeMOM K IOKYMEHTY.

Ecnmu rpudsl cornacoBanusi ohOpMIISIOTCS Ha OTAEIBLHOM JINCTE COTJIACOBAHHS, Ha
MOKYMEHTE B TOM MeECTe, T[€ [JOJDKHBI TMPOCTABIATHCA Tpudbl  COMIacoBaHUS,
MPOCTABISACTCS OTMETKA «JIMCT cOTIIacoBaHMs MPUIIATaeTCs.

5.2.15. Busa.

Bu3za cBUIETENbCTBYET O COMNIACHM WM HECOMIAaCHH JO/DKHOCTHOTO  JIMIA
(paboTHHMKA) ¢ colep)KaHHUEM MPOEKTa JOKyMeHTa. Buzoi odopmisieTcs BHyTpeHHee
COTJIACOBAHME AOKYMEHTA ¢ PaOOTHUKAMU MUHUCTEPCTBA — ABTOPAMU JOKYMEHTA.

Bu3za BKITIOWaeT ODKHOCTH JIMIA, BHU3UPYIOIIETO JOKYMEHT, TOJIHUCH,
pacuiipoBKky moanucH (MHULHATLI, (GamMuwiusa) W gaTry BusupoBaHusA. [lpu
HEOOXOIMMOCTH YKa3bIBAETCS HAMMEHOBAHUE JODKHOCTH JIUIA, BABUPYIOIIETO TOKYMEHT.

Hampuwmep:

HauansHUK IOPUINYECKOTO
oTAena

[Toamuck

N.O0.Damunus

Jlara

Bu3za moxer ObITh HareyaTaHa WM MOJHOCTHIO HAMMCAHA BU3UPYIOIIUM OT PYKHU.
Buza odopmnsiercs caeayrommum oopazom:
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-€CIIM 3aMEUYaHUU HET:

HawyansHuk oTaena kaapos
[Hoamnuce

N.O0.Damunus

Jara

-TIPA HAJIMYUU 3aMECYAHUU:

3amedaHus MPUIIAraloTCs.
HaganpHuK cBOZHOTO OTAEIA
[Toanuce

N.O.Pamunus

Jara

Ecnn CIIENHUANIKCT IMOJHOCTBI) HE COINTaccH C IMPOCKTOM, BH3a OCIJOpMHHeTCH TaK:

He comnacha.

HauanpHUK aHAIUTHYECKOTO
oTaena

[Toamuce

N.O0.Damunus

Jlara

3ameuaHust IPUIAraloTCs K JOKYMEHTY Ha OT/IECIbHOM JIUCTE.
Eciu 3ameuanune mmeer HeOONbIIOW 00bEM, €r0 MOMXKHO H3JI0KUTHh HA MPOEKTE
JIOKYMEHTA CIAEAYIOIIUM 00pa3oMm:

Cuuraro, YT0 B  COCTaB
paboueil  Tpymnmel  CIEAyeT
Braounte H.II. HMBanoBa wu
[LIT. Cunoposga.

HavanpHuK KOpPIOpaTMBHOTO
yIIpaBICHUS

[Toammcn

N.O.®amunus

Jlara

JIOKyMEHTBI, HOITMHHUKHN KOTOPBIX XPAHSITCS B MUHUCTEPCTBE, BU3bI MIPOCTABIISAIOT:
-Ha MOCJIEIHEM JIUCTE JOKYMEHTA IO NOANUCHIO;

-Ha 000pOTE MOCIEAHETO JTUCTA NOJIMHHUKA IOKYMEHTA;

-Ha JINCTE COIIaCOBaHUS (BU3UPOBAHUS), PUIIATAEMOM K IOKYMEHTY.



32

B ucxomsmmx mokymeHTax (Hampumep, B JIETOBBIX MHUChMAaX) B 3aBHCHUMOCTH OT
TOT0, HEOOXOIMMO JIM HAmNpPaBIATh MOIJIUHHUK MTUChMA IO TIOYTE WM JOCTAaTOYHO
HANpPaBUTh MUCbMO 10 (PAKCUMMIIBHOM CBSI3M WJIM [0 3JIEKTPOHHOM 1oure (B BHJIE
IEKTPOHHOW KOIUHU ), BU3BI POCTABISIOTCS:

-Ha KOMUU THUCbMa (BU30BOM DK3EMIUISIPE), €CIIM TOMJUHHUK OTIIPABISETCS
azipecary 1o MmouTe;

-Ha 000pOTE MOCIETHErO JIUCTA TIOAJIMHHUKA, €CIIH TTUChbMO OTMPABISIETCS afpecarTy
1o ¢akcy WM MEKTPOHHOU MouTe (B 3TOM Cllydae MOUIMHHUK OCTAeTCS B OpPTraHU3alluU U
MOMEIIAETCS B JIEINO).

JIuct cornacoBanust (BU3UpoBaHus) 0OQOPMIISIETCS, €CIIU COTTIACYIONIUX JTUIL OOIbIIE
5-6.

Jluct cornmacoBaHusi (BU3UPOBAHMS) TMPUKPEIUIIETCA K JOKYMEHTY U BMECTE C HUM
MIOJIIITMBAETCS B JIEIIO.

Hanpumep:
JIuct cornmacoBanus (BU3MPOBAHUS) TIPUKA3a
MuHucTEepCTBa TPOMBINIIIEHHOCTH ¥ ToproBiu Pecnybnuku Tatapcran
otr 25.09.2019 Nel25
3aMecTuTellb MUHHUCTpPA Iloonuce N.O.Damunust
25.08.2019
YrpaBisomui 1enamMu Iloonuce N.O.Damumnust
25.08.2019
HavanpHUK HOPUINYECKOTO Iloonuce N.O.Damunust
oTaena
25.08.2019
HauansHuk oTaena Kajapos Iloonuce N.O.damunus
25.08.2019
Hauanbauk orzena Iloonuce N.O.®amunus
JEIONMPOU3BOICTBA u
KOHTPOIIS
25.08.2019

B MuHHCTEpPCTBE MOXKET MPUMEHSTHCS MOJIUCTHOE BU3UPOBAHUE NOKYMEHTA U €ro
MPHIOKEHUHN — C TIPOCTABICHUEM BU3bl HA 000POTE KaXKIOTO JINCTA IOKYMEHTA.

B MuHHCTEpCTBE COMIACOBAHUE MOKET MPOBOAUTHCS B AMeKTpoHHOU dopme. [Ipu
nepefaye JOKYMEHTOB Ha OyMaKHOM Hocutene, comiacoBaHHeix B EMCOJI, B otnmen
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JETONPOU3BOJICTBA U KOHTPOJISI (OTBETCTBEHHOE 3a apXWB), CBEICHHS O COMIACOBAHUU
pacrieyaTbIBalOTCA HA JIMCTE COTVIACOBAHUSL.

K nuuam, BU3BUpPYyOLUM IIPOEKThI JOKYMEHTOB, KaK IIPABUJIO, OTHOCSITCS:

-PYKOBOAUTENN CTPYKTYPHBIX MOAPA3ACICHUN, OTBETCTBEHHBIE 34 IOJATOTOBKY
[IPOEKTA TOKYMEHTA;

-PYKOBOAUTENU CTPYKTYPHBIX TMOAPA3AEICHUM, MHTEPECHhl KOTOPBIX 3aTpParuBaeT
MIPOEKT JTOKYMEHTA;

-3aMECTUTENbL ~ MUHUCTPA,  KYPUPYIOLIETO  CTPYKTYpPHOE  IOAPA3IACIECHUE,
OTBETCTBEHHOE 3a MOArOTOBKY MPOEKTA JOKYMEHTA,

-YIPaBISAIOUIUN JeIaMH, KypUPYIOLIUN CTPYKTYpPHOE [IOAPA3JACICHUE,
OTBETCTBEHHOE 3a MOATOTOBKY MPOEKTAa JOKYMEHTA;

-HAYaJbHUK IOPUIUYECKOTO OTAeNa (eciu 2Toro TpedyeT BHJ JAOKYMEHTa M €ro
Co/IepKaHue);

-HAYaJIbHUK OT/IEJIA IeJIONPOU3BOACTBA U KOHTPOJIS.

Jluna, He cornacHbIe ¢ NPEIIOKEHUEM, U3JIOKEHHBIM B JOKYMEHTE, HE UMEIOT [IpaBa
OTKAa3bIBAaThCS OT BUSUPOBAHUSL.

5.2.16. IMoanuce.

[longnmuch BKIIOUAET: HAUMEHOBAHUE JOJDKHOCTH JIMIA, MOJAMHUCHIBAIOLIETO
JIOKYMEHT, €ro COOCTBEHHOPYYHYIO MOJAMKUCH, pacu(pPOBKY MOANUCH (MHUIUATIBI,
bamunus).

Hanpuwmep:

3amecturens [Ipembep-MunucTpa

Pecnybnuku TatapcTan — MUHUCTD Iloonucw N.O.Damunus

Ecnu goxkymeHT oopmieH Ha OiaHKe MUHHCTEPCTBA, B HAUMEHOBAHUU JHOIKHOCTHU
HAaUMEHOBAHUE MUHUCTEPCTBA HE YKA3bIBAETCH.

Eciu nokymeHnt odopmieH He Ha OnaHKe, B HAUMEHOBAHUH JI0JDKHOCTH BKJTIOUAETCS
HAaUMEHOBAHUE MHUHUCTEPCTBA:

3amectutens [Ipembep-muHucTpa
Pecnybnuku TatapcTan — MUHUCTD
MIPOMBIILICHHOCTH ¥ ToproBiu Pecriydonuku Tatapcran  [loonuce N.O. Gamumnust

HpH IIOAINTMCaHHuH JOKYMCHTA HECKOJIBKHMMH JOJZKHOCTHBIMHA JHUIaMH,
3aHUMAIIHMHK Pa3HOC IMOJIOKCHHC, HMX IIOANHCH paclioIararoTCsa oaHa II0[ ,[[pyTOﬁ B
IMOCIEN0BATCIIBHOCTH, COOTBCTCTByIOLT_[Cﬁ HEPAPXHUH 3aHUMACMBbIX JIOJIKHOCTEH:

3amectutens [Ipembep-muHucCTpa
PecnyOnuku Tarapcran -
MUHUCTP Iloonuce N.O.®amunus
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Munuctp sxkoHOMUKH PecnyOnuku

Tarapcran Iloonuce N.O.®damunus

HpH MnoANnMMCaHuMu JOKYMCHTA HCCKOJBKHMH JIMIIaMH pPaBHBIX JOKHOCTEM HX
IMOAIMMCH pacIiojaararoTcsa Ha OJHOM YPOBHE!

3am. gupeKTopa 1o GUHAHCOBLIM 3am. JUpeKTopa MO AJIMHHUCTPATUBHBIM
BOIIpOCaM BOIIpOCaM
Iloonuce N.O.Oamunus Tloonuce N.O.Oamuius

B JOKYMCHTAaX, COCTaBJICHHBIX KOMHCCI/Ieﬁ, B IIOAIIKMCH YKa3bIBAC€TCA CTATYC JIMIA B
COCTaBE€ KOMHCCHH.

[Ipencenarenb KOMHUCCHU Iloonuce N.O.Damunust
Y ieHbl KOMUCCHUH: Tloonuce N.O.Pamunus
Tloonuce N.O.Pamunus

[Toanucyu 4aeHOB KOMHCCUU B ITOM CIIy4yae pacroiaraloTcsi He B COOTBETCTBUHU C
3aHUMAeMOH JOKHOCTBIO, a B aI()aBUTHOM TOPSIAKE HAYATbHBIX OYKB (haMuui.

JIOKyMEHT MOKET OBITh TOJIMUCAH TOJBKO TEM JIMIIOM, IOJDKHOCTh W (haMuius
KOTOpPOTO YKa3aHa Ha JIOKYMEHTE.

[Toqnucanue MOKyMeHTa APYTUM JIMIOM C MPOCTABICHHEM KOCOW YepThl WIIH
HAAMKUCH «32» HEIOMYCTUMO.

[Ipy noamucanuu [OOKYMEHTa JIMIIOM, HMMEIOIIMM TMPaBO TMOANUCH B ClIy4yae
BPEMEHHOTO OTCYTCTBUSI PYKOBOJIWTENSI, UCHPABICHUS B HAUMEHOBAHUE IOJKHOCTH H
pacuinpoBKy (hamMuianu yKe MOATOTOBIEHHOTO M COIVIACOBAHHOIO MPOEKTa JOKYMEHTA
BHOCATCA OT PYKH WU C UCIIOJI30BAHMEM COOTBETCTBYIONMIMX MITaMIOB. Ecin paboTHUK
OpraHW3alliy MPUKA30M HA3HAYEH HCIIOJHSIONIMM OOS3aHHOCTH PYKOBOJIMTEIS, MOIMUCH
odopMIISETCS CASAYIOMINM 00pa3oM:

W.o. munuctpa TIoonuce N.O.®amunus
WIn

Hcnonusarommn

00s13aHHOCTH MHUHUCTPA Iloonuce N.O.damunus

[Ipu odopmnenun NOANKUCH HAUMEHOBAHHE JOHKHOCTU HAUMHAETCA OT JIEBOTO
noJisi, a nociueaHsst OykBa (paMUIMM OKA3bIBAETCSI HA TPAHULIE TIPABOTO TOJIS.

[Ipy HaMMuUMKM HECKOIBKUX MOAMMCEH IO TPAHULE MPABOTO MOJS PACIONATAETCA
camast 1nuHHAas aMUIius, a OCTaIbHbIE BEIPABHUBAIOTCS 110 MHUILIMAJIAM.
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JlomyckaeTcss UEHTPpUPOBATH HAUMEHOBAHUE JOHKHOCTU JIMIIA, MOANUCABIIETO
JIOKYMEHT, OTHOCUTEIIBHO CAMOM JUIMHHOU CTPOKH.

[Ipy HaMMEHOBAHUHM JOJDKHOCTH, 3aHUMAIOLLEM HECKOJBKO CTPOK, paciin(ppoBka
IIOJMMCH I1€4aTaeTCs Ha YPOBHE HUKHEH CTPOKH.

5.2.17. OrmeTKa 00 2JIEKTPOHHOM MOANUCH.

Otmerka 00 DNEKTPOHHOW MOANWCU  HUCMHONB3YETCS MpPH  BU3yalu3aluu
IEKTPOHHOTO IOKYMEHTA, MOANUCAHHOTO 3JIEKTPOHHOMN MOANUCHIO.

OtmeTka 00 IEKTPOHHOM MOIMUCH BKIIFOYAET:
- dpa3y «/lokyMeHT moANKCAH YNEKTPOHHOMN MOAMUCHION;
- HOMep cepTuduKaTa KIroua dIEKTPOHHON MOAMKICH;
- (amunuio, UMs, OTYECTBO BIIaJieNblla cepTudukara;
- CpOK JeHcTBUS cepTu(uKaTa KIIro4a dIEKTPOHHON MOAMUCH.

OtMeTka 00 ANEKTPOHHOM TMOAMUCH MOXKET BKIIOYATh H300pakeHHe MOIEeMBbl
MUHHUCTEPCTBA B COOTBETCTBUH C JICHCTBYIONINM 3aKOHOAATEIHLCTBOM.

4 b
JOKYMEHT INOAIMMUCAH
AEKTPOHHOM NOJUTHUCHIO

Cepmgmear S573TFDOOEBAASZEILHBC26EE1AASITH49
3aMecTUTEeNnhb HpeMBep-MHHHCTpa Brageney Kapumos AnuOept Ansapoom
Nedcrasrenss ¢ 29 08 2019 ao 29 11.2020

Pecnybnuku TatapcTad - MUHHCTD  \_ / A.A. Kapumos

OtmeTrka 00 DIEKTPOHHOU MOAMKMCH, KaK MpaBuio, opopmisiercs: Ajisi JOKYMEHTOB,
MOIMUCAHHBIX YCUIICHHOU YIEKTPOHHOM MOIUCHIO.

[Ipu BHyTpeHHEM OOMEHE [JOKyMEHTaMHU U TIpU OOMEHE C OpraHU3alUsIMU-
napTHEPAMH, €CIU ITO MPEAYCMOTPEHO COMIAIICEHHEM MEXAY CTOPOHAMH, OpraHU3aIuu
MOTYT HCHOJIb30BaTh YCHUJICHHbIE HEKBaTU(UIIMPOBAHHBIE U TMPOCThIE JIIEKTPOHHbIE
MOJIITUCH.

Otmerka 00 DJIEKTPOHHOM MOAMUCH PACIOJIAraeTcsi Ha TPAJAUIIMOHHOM MECTE
COOCTBEHHOPYYHOU TMOAMUCU: MEXKAY HAUMEHOBAHHEM JIOJKHOCTH MOJMUCHIBAIOIIETO
Ui U pacum@poBKOM MOMUCH.

5.2.18. I'pud yrBepxkieHHs JOKYMEHTA.

['pud yTBepxkKIEHUS TPOCTABISIETCS HA JOKYMEHTE B CIy4ae €ro yTBEP:KICHHS
JOJKHOCTHBIM JIUIIOM, PACHOPSAUTEIbHBIM JOKYMEHTOM (MOCTAHOBIECHUEM, PEILIEHUEM,
MIPUKA30M, PACHOPSIKEHUEM) WIIM PEIICHUEM KOJUIETHAIbHOTO OpraHa. Y TBEpKICHUE
JTIOKYMEHTA SIBIISIETCS 0COOBIM CIIOCOOOM BBEIEHUS IOKYMEHTA B JICHCTBUE.

YTBepKIaeMblil JOKYMEHT JOJDKEH OBbITh TMOJHOCTBIO O(OpMIIEH, COINIacOBaH U
3aBU3UPOBAH BCEMU 3aMHTEPECOBAHHBIMHU JIULIAMH.
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JIOKyMEHTBI, OJIICKAITUE YTBEPKIACHUIO (MOJIOKESHHS, OTYETHI, OaJaHChl, ITAaTHBIC
pacnucaHus, aKThl, NPaBWJIa, WHCTPYKIHH, OTIACIbHBIC PAa3HOBUIHOCTH MPOTOKOJOB HU
HEKOTOPbIE JIPYTHe), IPUOOPETAIOT IOPUIAMYECKYIO CHUITY TOJIBKO MOCJIE UX YTBEPK/ICHHUS.

[Ipu yTBepKIeHUN JOKYMEHTA JAOJKHOCTHBIM JIUIIOM TPU( YTBEPKICHUS, COCTOUT
u3 cioBa «YTBEPXJIAIO», nHaumeHOBaHMS JODKHOCTH JIHIQ, YTBEPIKIAIOMIETO
JIOKYMEHT, €r0 MOAMUCH, HHUILIMAJIOB, ()aMUITUU U JaThl YTBEPIKACHUSI.

Hampuwmep:

YTBEPXJIAIO

3amecturens [Ipembep-munuctpa Pecriybnuku
TarapcTaH - MUHUCTD

[Hoanuce N.0O. Gamunus
JlaTa

[Ipu yTBepkIeHUM MTOKYMEHTAa HECKOJIbKUMHU MIODKHOCTHBIMU JHUIAMHU TPUDbI
YTBEPIKJICHUSI PACIIONIAralOTCsl HA OJTHOM YPOBHE.

[Tpu yTBEpKIeHUM TOKYMEHTA PACTIOPSAIUTEIIbHBIM JOKYMEHTOM (TIOCTAaHOBIICHUEM,
pelieHreM, IpPUKa3oM, IIPOTOKoIoM) Tpud yreepknenus Bkiouaet cioso Y TBEPX/IEH

(YTBEPXJIEHO, VYTBEPXJIEHA wm YTBEPXJIEHbI), cormacoBanHoe ¢
HAaUMEHOBAHUEM BHJIa YTBEPIKIAEMOT0 JOKYMEHTA.

Hampuwmep:
Permament YTBEPXJEH
[TpaBuna YTBEPXJEHbI
NucTpykius YTBEPXJ/IEHA

['pud yTBepkmeHUS BKIOYAET TaKKe HAUMEHOBAHHUE PACIOPSAUTEILHOTO
TTOKyMEHTa B TBOPUTEIBHOM TAJIEKe, €ro AaTy U HOMED.
Hampumep:

YTBEPXJIEH

Pernamenr
MpuKa3zoM MUHHUCTEPCTBA MPOMBIIIIEHHOCTH U

Toprosnu Pecnyonuku Tarapcran
ot 10.01.2019 Ne 5

[Ipu yTBepkAECHUU [IOKYMEHTA KOJUIETHATIbHBIM OpPraHOM, pEHIEHUS KOTOPOro
(buUKCUpPYIOTCS B MPOTOKOJE, B rpu(de yTBEPKICHUS yKA3hIBAETCA HAMMEHOBAHUE OpraHa,
pEenIeHUeM KOTOPOTO YTBEPKACH JOKYMEHT, IaTa B HOMEP MPOTOKoJa (B CKOOKax).

Hampumep:

[Tonoxxenue YTBEPXJIEHO
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peleHueM o0111ero coopaHus
akimonepoB [TAO «Coepbank»
(mpotokon ot 06.05.2019 Nel2)

['pud yrBepkaeHus paszMelmiaercss B NPAaBOM BEPXHEM YINy IMEPBOTO JIUCTA
nokymenta. [lpu Hamuuuu ABYX WM HECKOILKUX TPUGOB YTBEPKIACHUS OHU MOTYT
pacrnoyiaratbCsi CrpaBa M CJI€Ba OT HAMMEHOBAHUS BUJA JIOKYMEHTA, Pa3MEIaeMoro 1o
neHtpy. CTpOKM peKBH3UTA BBIPABHUBAKOTCS IO JIEBOMY Kpaw WU IEHTPUPYIOTCS
OTHOCHUTEIBHO CaMOM JJIMHHOU CTPOKH.

CnoBa «YTBEPXJIAIO, VYTBEPXJIEH, YTBEPXJIEHA, YTBEPXJEHO,
YTBEPXJ/IEHBI» nuntytcst nponucHbiMu OykBamu, 6€3 KaBbIUE€K U JBOETOUHUS.

[TpumepHBIil MepedeHb AOKYMEHTOB, MOJJIEKAIIUX YTBEPIKICHHUIO, TMPUBEICH B
[Tpunoxenun No9.

5.2.19. [leuars.

[leuars 3aBepsieT MOAJIMHHOCTH MOMMUCH JOJDKHOCTHOTO JMIA HA JOKYMEHTAaXx,
YOOCTOBEPAIOMINX MpaBa Jull, (Gukcupyomux ¢akTel, cBsi3aHHbE ¢ (UHAHCOBBIMU
CPEICTBAMU, 4 TAK)KE HA MHBIX JOKYMEHTAaX, MPEeIyCMaTPUBAIOIIUX 3aBEPEHUE MOANUCU
[1€4aTb0 B COOTBETCTBUM C 3aKOHOAATeIbCTBOM Poccuiickon denepannm.

JlokyMeHTBI 3aBepsitOT TMeuyaTbl0 MuHUCTepcTBa. lledars mnpocraBnsiercs, He
3aXBaThiBasi COOCTBEHHOPYYHO! MOIIUCH JIUIIA, MOAMKCABIIETO JOKYMEHT, WU B MECTE,
oboznaueHHoM «MID» («Mecro meuarn»). IlewaTh MOXKET 3axBaThbiBaTh YacCThb
HAMMEHOBAHUS JOJKHOCTH JIUIIA, TTOAMKUCABIIETO JOKYMEHT.

OTTHUCK MeYaTu JOJKEH ObITh XOPOIIO YUTAEMbIM, CHHETO WX (DUOJIETOBOTO 1IBETA.

Hampuwmep:
3aMecTuTellb MUHHUCTpPA Iloonuce N.O.Damunust
Hauanbauk otzena
(buHaHCOBOTO

IUIAHUPOBAHUS, Yy4eTa W
OTYETHOCTH Tloonuce N.O.Pamunus
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[TpumepHBIil MTepedyeHbh JOKYMEHTOB, HA KOTOPBIE CTaBUTCS MEYaTh MHUHUCTEPCTBA,
npueneH B [Ipunoxennn Nol(.

5.2.20. OrmerKa 0 3aBepeHUM KOIHH.

OTmeTka O 3aBepeHUH KOMHM OQOPMISIETCS Ul TOATBEPKIACHHUS COOTBETCTBUS
KOMUU JOKYMEHTa (BBIMMCKU U3 JOKYMEHTA) MOMJIMHHUKY AoKymMeHTa. OTMmeTka o
3aBEPEHUN KOMUU MIPOCTABIISECTCS MO/ PEKBU3UTOM (IIOAMKUCH» (OTMETKA 00 AJIEKTPOHHOM
TIOJIMTMCH) W BKJIIOYAET: CIOBO «BepHO»; HaMMEHOBaHME MTOKHOCTU 3aBEPUBIIETO JIUIIA,
€ro CoOOCTBEHHOPYYHYIO MOAMUCH; pacn(poBKy MOAMUCH (MHUIAABI, (aMUIHIO); ATy
3aBEpEHUSI KOMUU (BBIMUCKHU U3 IOKYMEHTA).

Hampuwmep:

Bepno

Benymmuu coBeTHuk
oTaena KaJapoB Ioonuce N.O.damunus

JlaTa

Ecnu xomust BbIAAeTCS AU TIPEACTABICHUS B JIPYTYH0 OPTaHHU3alUI0, OTMETKA O
3aBEPEHUU KOTIMU 3aBEPSIETCS TEUaThi0 MUHUCTEPCTBA, a TakkKe (MpU HEOOXOIUMOCTH)
JIOTIOJIHSIETCSL HAIIUCBhI0 O MECTE XPAHEHHSI JOKYMEHTa, C KOTOPOTO Obljla M3rOTOBIEHA
xorust («IlommMHHMK HJOKyMEHTa HaxoAuTcss B MUHUCTEPCTBE NPOMBIINIJICHHOCTH H
toprosiu Pecnyonmuku Tarapcran B gene Ne...3a...roma»).

Hampuwmep:
[TonnmuHHMK  JOKYMEHTa  HAXOOUTCA B
MuHucTepcTBe MPOMBIIIIEHHOCTH U TOPTOBIU
PecnyGnuku Tarapcran No 3a
TOJ
Bepno
Benymmuii cienuanuct Toonuce N.O.Damunus
Jlara Ileuamo

Jlnst mpocTaBneHusi OTMETKHU O 3aBEPEHUH KOMHU MOYKET UCIIOIb30BAThCS IITAMII.

JIuctbl MHOTOCTPAHUYHBIX KOMUM (BBIUCOK M3 JOKYMEHTAa) HYMEpPYIOTCs, OTMETKa
O 3aBEPEHUU KOMHH JIOMOJHIETCA YKA3aHUEM KOJUYECTBA JIMCTOB KOMUM (BBITUCKU W3
nokymenta): «Bcero B komum  J.». Jlomyckaercs 3aBepATh OTMETKOM «BepHo»
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KQXKIbId JUCT MHOTOCTPAHUYHOW KOIHUU JIOKyMEHTa. MHOTOCTpaHHYHBIE KOIHH
00s13aTeNHHO MPOIIMBAIOTCS U 3aBEPSIOTCS MEYaThIO.

Koruu 93J€KTPOHHBIX JOKYMEHTOB, CO3[@HHble Ha OyMa)XHOM HOCHTEIIE,
3aBEPSAIOTCS B YCTAHOBJICHHOM TOPSIIKE.

DNEeKTPOHHBIE KOMUU JIOKYMEHTOB Ha OyMa)XHOM HOCHUTENE 3aBEpSIOTCS
SMEKTPOHHOW TOJIMUCHI0, B TOpsAKe, ycTaHoBieHHOM @DenepanbHbiM 3akoHOM OT 06
ampens 2011 roxa No 63-D3 «O0 21eKTPOHHON TOATTUCHY.

5.2.21. OTmeTka 00 HCHIOJTHHUTEIE.

OtmeTtka 00 wucmonHUTENe o(opMISIeTcss HAa HWKHEM TIOJIe JUIEBON CTOPOHBI
MOCJIETHETO JTUCTA JOKYMEHTA OT TPAHMUIIBI JIEBOTO OIS U, TIPU OTCYTCTBUU MECTa, - Ha
000pOTHON CTOPOHE BHU3Y CIICBA.

OTmeTka BKIItOUaeT (haMUITUIO, UMS, OTYECTBO UCTIOJIHUTEIS, HOMEp ero TenedoHa.

Hampuwmep:

WBanos UBan MUBanoBu4

8(843) 221-52-56

Otmerka 00 UCHONHUTENE MOXKET MJOMOIHATHCS HAUMEHOBAHHEM JIOJKHOCTH,
CTPYKTYPHOTO TIOJPA3ACICHUS U YIEKTPOHHBIM a/IpECOM HCTIOTHUTEIIS.
Hampuwmep:

NBanoB MBan MBaHOBUY, CEKTOP MPOMBIIIIJICHHOU
0e30MacHOCTH U AHTUTEPPOPUCTUICCKON 3AIMUIIEHHOCTH,
3aBeyIomui cekropom, 8(843)567-36-23, spb.mpit@tatar.ru

Ha pgokymeHTe, MNOATOTOBICHHOM IO TMOPYYEHUIO PYKOBOJIUTENSI TPYMIIION
WCTIOJTHUTENICH, B OTMETKE 00 WUCIOMHUTENe YKa3biBaeTcs (paMuins OCHOBHOTO
HCIIOJIHUTEIIS.

OtrmeTka 00 WHCHONMHUTENE MOXKET O(GOPMIISTHCS KAaK HUKHHM KOJIOHTHUTYT U
nevyaTaTbCs mpud)TOM MEHBIIIETO pa3Mepa.

B nokxymenrtax, umeromux rpud KoHOUACHIIUAIBHOCTH, OTMETKA 00 HCIIOJIHUTENE
MIPOCTABISIETCS HAa O000OPOTE MOCIETHEro JIMCTAa KAKIOTO JK3EMIUIIpa JOKyMEHTa |
BKJIIOYAaeT B ce0sd: yKa3aHHE KOJIMYECTBA  OTIEYATAHHBIX  JK3EMIUIIPOB, HX
npeaHasHadeHue, (aMmwinioo WCTIOMHUTENA, JaTy Me4YaTaHus JOKyMEHTa U HOMeEp
tenedoHa.

5.2.22. Pe3o.nionus.

Pe3omonsi  COAEPXKUT yKa3aHHS [0 MCIOJIHEHUIO JTOKYMEHTa. Pesomrorus
obopmiseTcss Ha CBOOOJJHOM OT PEKBU3UTOB MeCT€ paldodero moyisl JOKYMEHTa B
3aroJI0BOYHON YacTH, HA OJIaHKE PE30JIIOIHUHU WM BHOCUTCS HemocpencTtBeHHo B EMCO]I.
Pe3omtonus 1omKHA cOepKaTh KOHKPETHBIC YKa3aHUS MO WCHOJHEHHUIO JTOKYMEHTA WU
hopMynupoBaTh 1E7Ib PACCMOTPEHUS TOKYMEHTA.
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Pesomonust BrIouaer: (GamMuianio, HMHUIMANBI HUCHOMHUTENS (UCIIOIHUTENEH),
MIOPYUYEHHE MO JOKYMEHTY, CPOK MCHIOJHEHUs, MOAINUCH JIULA, BBIHECHIETO PE30JIOLHIO,
JIaTy pe30IIOLUH.

Hanpuwmep:

WBanosy U.K.
Jlns BHeceHUs TPEMIOKEHUS K

10.11.2019
Iloonuce

JlaTa

Cpoxk HCHONHEHUS TOPYYEHHsl HE YKA3bIBaeTCs, €CJIM OH Ha3BaH B TEKCTE
MOCTYIUBIIETO JOKYMEHTA U PYKOBOJUTENh HE CYUTAET HEOOXOUMBIM U3MEHUTH €T0.

[Tpu yxazaHuM HECKOIBKUX UCTIONHUTENEH (haMUIus OTBETCTBEHHOTO WUCIIOIHUTENS
YKa3bIBAETCS MTEPBOM WIIH IMOTYEPKUBACTCS.

Hampumep:

WUsanosy JI.M.

[TerpoBy P.A., Cumoposy K.K.
[Tpotry moaroroBUTH HHGOPMAIUIO
10.04.2019

Iloonucoe

Jlata

Eciu ykazaHus 1o HUCIOJHEHUIO COAEPIKATCS B TEKCTE NOKYMEHTA, TO Pe30JIIOIus
COJIEPKUT yKa3aHUE HA HCIOJHUTEINSI, MOJAMUCH JIMIA, BBIHECIIETO PE3OIIOLUI0, U JaTy
PE3OTIOLUH.

JI1s1 pe30mroiuy MOKET OBITh MPETYCMOTPEH CIeUaNbHBIN OaHk ¢popmarta AS win
A6, rHe mpoCTaBisAETCS PErUCTPAllMOHHBIM HOMEpP M JlaTa JAOKYMEHTa, K KOTOpOMY
OTHOCHUTCS yKa3aHue, TAK)Ke MOTYT BKJIFOUATHCS CBEACHUS O AOMKHOCTH €€ aBTOpa.

B chayuasx, korma mnopydeHUE JAeTCsd HECKOJIbKUM JIMIAM, OTBETCTBEHHBIM
UCTIOJIHUTEJIEM SIBJISICTCSI JIUIIO, YKA3aHHOE B IOPYYEHUHU MTEPBBIM.

Ha noxymenTax, He TpeOyHOUMX NOPYYCHUHN 10 UCTIOTHEHUIO U UMEIOIIUX TUIIOBbIE
CPOKH HCIIONHEHHUS, B PE30OJIONUM YKa3bIBAIOTCA MCHOJIHUTENb, MOJAMUCH aBTOpA
pE30IIONKHU, JaTa.

Pesomonust npukpervisieTcs: K JOKYMEHTY U BMECTE C HUM TMOJIIUBAETCS B JIETIO.

Odopmienne pesomonun B EMCDOJ] 10mKHO COOTBETCTBOBATH YKa3aHHBIM
TpeOOBaHUSAM.

Pezomonus, odbopminennas B EMCOJl nist mokymeHTa Ha OyMa)KHOM HOCHTENE, CO
CPOKOM XpaHeHusi BpeMeHHbIM (Oonee 10 neT) WiM MOCTOSIHHBIM, MPU HAMpPaBICHUU
JIOKYMEHTA B JIEJIO PACTIEUAThIBACTCS ¥ IOMEIIAETCS B JIEJI0 BMECTE C JIOKYMEHTOM.
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5.2.23. OTmMeTKa 0 KOHTpO.1e.

OTMeTKa O KOHTPOJIE CBUJETEIbCTBYET O MOCTAHOBKE JIOKYMEHTa Ha KOHTPOJIb,
npocTapisiercs mramnom «KoHTpoiby) Ha BEPXHEM MOJIEe JOKYMEHTA.

[Tpu noctanoBke Ha KOHTpoIb JoKymMmeHTa B EMCO]J] B peructpaiiiOHHO-YYETHYIO
dbopMy 3aHOCATCS CBEAEHUS 00 ITOM.

Hactpoitka EMC3]] mnpousBoautrcss Takum o00pa3oM, UYTOObI COTPYAHUK,
OCYIIECTBIISIONUNA KOHTPOJIb, W HWCIOJHHUTENbh MODIH TMOJIy4YaTh AaBTOMATHYECKHUE
YBEIOMJICHUS O IPUOITUKEHUU KOHTPOJIBHBIX CPOKOB.

5.2.24. OTmMeTKa 0 HANIPABJIEHHH IOKYMEHTA B /1€J10.

OTmeTka O HampaBlIeHUW [JOKYMEHTAa B [IeJ0 ONpEeiIseT MECTO XpaHEHUS
TIOKyMEHTa ToCJe 3aBepiieHusi padorel ¢ HUM. OTMETKAa TaKKe CBHJIETEIBCTBYET 00
UCTIOJTHEHUU JIOKYMEHTA U CHSATUHU €r0 C KOHTPOJIS.

Otrmerka BKIIOuUaeT: cioBa «B nemo», MHAEKC neila mo HOMEHKJIAType e, B
KOTOpO€ MMOMEIIAeTCsl JOKYMEHT Ha XpaHEeHHe, C yKa3aHHUeM roja, AOJDKHOCTh JIMIIA,
0(OPMUBITIETO OTMETKY, MOITUCH, 1aTY.

Hampuwmep:

B memo Ne 72-153a 2019

Hauansauk O/IluK

Tloonuce
JlaTa

OTMeTka O HaMpaBlI€HUM [IOKYMEHTA B JI€JI0 MOXKET JIONOJHATHCS KPATKUMHU
CBEJICHUAMM O XapaKTepe MCIOJHEHHs JOKyMeHTa, Hanpumep: «Hanpasnen orser (nara),
(Ne)», «IIpoBemena koHcymbramus mo Tenedony (mara)», «YUreHO TpU pa3padoTke
npoekta» u aAp. CBeneHus yKa3bpIBarOTCS B Ha4Yalle OTMETKHU.

Hampuwmep:
Otget HamnpasieH 04.05.2019 Ne 64-06/12
B neno Ne 64-06 32 2019 .
3aM. HauadbHMKAa  OTAENa  KOPHOPATUBHOIO

yIIpaBJICHUS
Iloonuce
10.06.2019

Pasbsicueno no tenedony (Homep tenedoHna,
(hamunus, MHUIIUAIBI A0OHEHTA U MPU
HEOOXOMMOCTHU JOJIKHOCTH).

[TucbmeHHOTO OTBETA HE TPEOYETCA.
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B neno N 02-34.
Iloonuce
01.03.2013

WIIH:
N3nan npukas ot 21.06.2019 Nel56
«O Ha3HAYEHUM MaTePHUATbHO-OTBETCTBEHHBIX

JIHLL. .. »
B neno Ne 74-12.
Iloonuce

Jlara

OtmeTrka 00 UCTIOTHEHUH JOKYMEHTA U HAMPABICHUU €T0 B [0 MOANUCHIBAETCA U
MATUPYETCs ~ HUCIONHUTENEM  JOKYMEHTa  WJIH  PYKOBOAHUTEJIEM  CTPYKTypPHOTO
MOJIpa3aeeHus, B KOTOPOM UCIIOIHEH JOKYMEHT.

5.2.25. OTmMeTKa 0 NOCTYIJIEHHH IOKYMEHTA.

OTMeTka O TOCTYIUIEHMHM JOKYMEHTA CIHY:KUT JUIsi TIOATBEp:KaeHus (akra
MOCTYTUIEHUS] IOKYMEHTa B MHUHUCTEPCTBO M BKIIIOYAET /ATy MOCTYIUJICHUS U BXOMSIIUMN
pPETUCTPALIMOHHBIM HOMEDP AoKymeHTa. [Ipu HeoOXoauMocTH OTMETKa O MOCTYIUIEHUU
MOYKET JONOJHATHCS YKa3aHUEM BPEMEHHU MOCTYIUIEHHS U COC00a J0CTABKU JOKYMEHTA.

OTMmeTKa 0 MOCTYIJIEHUH IOKYMEHTA MOXKET MPOCTABISATHCS C MOMOIIBIO IITAMIIA.

[Tpu orcyTcTBHM MecTa JUisi MPOCTABIEHUS OTMETKH O TMOCTYIJIEHUHM Ha JHUIEBOU
CTOPOHE MOCTYMIUBILIETO IOKYMEHTA OTMETKA CTABUTCSI HA 00OPOTHOM CTOPOHE JIUCTA.

5.2.26. I'pud orpannyeHus A0CTyNa K JOKYMEHTY.

['pud orpanmyenust noctyna K JOKyMEHTY MPOCTABISETCS B MPABOM BEPXHEM YTITY
MEPBOr0 JIMCTAa JOKyMEHTa (MpPOEKTa IOKYMEHTA, COMPOBOAUTENLHOTO TIHUChMA K
JIOKYMEHTY) Ha TPAHUIIE BEPXHETO MOJIsl IPU HAJUYUU B JOKYMEHTE UH(POPMAIINH, JOCTYII
K KOTOPOM OTPAHUYEH B COOTBETCTBHUU C 3aKOHOIATEILCTBOM Poccuiickoit deneparinu.

[pud o KOHGUIACHIUAILHOCTH TMPOCTABIACTCA HA JOKYMEHTaX, COJCp KaIllnX
uH(dopMaIKI0, OTHOCUMYIO K CHYKEOHOU TailHE WJIM WHOMY BHAY KOH(PUIAEHIUATLHOU
uHpopmaruu. PermaMeHT yTBepiKIeH mpukazomM MuHHcTepcTBa OT 25.12.2017 Ne321-on
«O0 opraHmzanuyd HUCMOJHEHUS mocTaHoBieHus KabOunera MunuctpoB PecnyOmuku
Tarapcran ot 12.12.2017 Ne 975 «O0 yrtBepxaenuu [lonoxenust o nopsake oOpaiieHus
co chyxeOHOM uH(pOpMalMEll OrpaHUYEHHOTO PACHPOCTPAHEHUS B MCIHOIHUTEIIbHBIX
opraHax rocygapcTBeHHou BiacTu PecmyOnuku Tarapcrany.

B cocraB orMmerku 00 OrpaHWYeHUW JIOCTyNa K JOKYMEHTY BXOJUT
orpaHuuuTenbHas Haanuch («Jlas  coykeOHOrO MOJB30BAHUS»), KOTOpas MOKET
JOTIOTHATBHCS. HOMEPOM JK3EMILIsApa JOKYMEHTA.

Hanpuwmep:
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Jlns cimykeOHOTO TOIb30BaHUS

OK3. Ne2

6. IloaroroBka u opopmiieHue NPoOEeKTOB
3aKOHOAATEJIbHbIX H HHBIX HOPMATHBHBIX NPaBoBbIX akTOB Pecnydmku Tarapcran

6.1. IloaroroBka u odopMiieHHe TNPOEKTOB 3aKOHOAATEJIbHBLIX aKTOB
Pecnybiauku Taraperan.

Pazpaborka MIPOCKTOB 3AKOHOB PECITYBJIMKHA TATAPCTAH
(3aKOHOMPOEKTOB) OCYILIECTBISIETCS MUHUCTEPCTBOM B COOTBETCTBUM C MPUHUMAEMbBIMU
Kabunerom MunuctpoB Pecnybnuku  Tarapctan mporpaMMamMud W [JIaHAMU
3aKOHOIIPOEKTHOM JEATEILHOCTH.

B nporniecce paboTel HaJl 3aKOHOMPOEKTOM JIOTKHBI OBITh U3Y4YEHBI OTHOCSIIIHECS K
TeMe TpoekTa 3akoHomaTenbcTBO Poccuiickort ®denepamuu u Pecnydonuku Tarapcras,
NPAKTUKA MPUMEHEHUS COOTBETCTBYIOIIMX HOPMATHUBHBIX MPABOBBIX AaKTOB, HAy4dHAs
auTepaTypa U Marepualibl MEepUOJMYECKON MeYaTh MO paccMaTpUBAEMOMY BOIPOCY, a
TaKXKe JaHHbIE COLIMOJIOTUYECKUX U MHBIX MCCIIEIOBAHUN, €CITU TAKOBbIE TPOBOIUITUCK.

3aKOHOMPOEKT, TMOATOTaBAMBAaeMbId [1Ji1 BHeceHuss B Kabuner MwuHuUCTpOB
Pecnybnuku Tarapcran, meudataercs mpudTom pazmepom NelS Ha cTaHAApPTHBIX JUCTAX
oymaru gopmara A4.

Ha paccTtosiHuM MEXCTPOYHOTO MHTEpBasia 24 NT OT MOMETKH Y MPaBOil TPaHHUIIbI
TEKCTOBOTO MOJIs edaraercs ¢ioBo «lIpoekry.

3aKOHOIIPOEKT UMEET CJICYIONINE PEKBU3UTHI:

HaumenoBanue rocymapctea — PECIIYBIIMKA TATAPCTAH — mneuartaercs
IPOMUCHBIMU OyKBAaMU U BBIACISETCA MNONYKUPHBIM 1mipudToM. BripaBHuBaercs mo
LEHTPY.

HaumenoBanue Buga akta — 3AKOH PECIIYBIIMKMA TATAPCTAH —
ornensiercst oT cioBa «lIpoekr» MeKCTpouHbIM HHTEepBalioM 42 0T, MeYaraercs
MIPONUCHBIMU OyKBamMu paszmepoM mpudra No 22 u MOKET OBITh BBIICICH MOTYKUPHBIM
mpudTom. BeipaBHUBaeTCS 1O LEHTPY.

3aroioBOK OTJENAETCS OT MPEIbIAYIIET0 PEKBU3UTA MEKCTPOUHBIM UHTEpBAIOM 38
OT W [edaraercs depe3 | wuHTEpBan, BBIIENACTCS MONYKHUPHBIM mIpupToM u
BbIpaBHUBAeTCs 1Mo LeHTpy. [lumercs ¢ mponucHoi OykBbl U OTBewaeT Ha Bompoc: “O
yem?” u3naH 3akoH. Touka B KOHIIE 3ar0JIOBKA HE CTABUTCA.

B 3aronoBke 3aKOHOMpOEKTa O BHECEHUU H3MEHEHUW B JEUCTBYIOIIHE 3aKOHBI
HEOOXOQMMO HAa3bIBaTh MPUYUHBI BHECECHHS W3MEHEHHH WM KOHKPETHYIO HOPMY, B
KOTOPYIO BHOCATCSI U3MEHEHHUS, a B CIIy4ae HEOJHOKPATHOTO U3MEHEHUS OJHOU U TOH ke
HOPMBbI — JIOTIOJIHUTENILHO YKA3bIBaTh, B KAKOW HUMEHHO YaCTH OHA U3MEHSIETCSI.
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Hanpumep:

O BHecenuu n3meneHuii B 3axkon Pecnyosiukn Tarapceran
«00 yrBepxkaenuu Ctpareruu pa3BUTHS TOIUIMBHO-IHEPIreTHYECKOI0 KOMILIEKCA
Pecnyosiuku Tarapcran Ha nepuoa a0 2030 rogay»

HIIN

O BHeceHuM u3MeHeHui B cTarbio 2 3akona Pecnyoiiuku TaTtapcran
«00 ycTaHOB/IEHHH HAJIOTOBOM CTABKH M0 HAJIOTY HA NPUOBLLTbL OPraHu3alMii 114
OPraHu3aluii — YYACTHHKOB CHEIHAIbHBIX HHBECTHIIMOHHBIX KOHTPAKTOB

TekcTt oTaensieTcss OT 3arojioBKa MEKCTPOYHBIMU HMHTEpBalaMud 36-48 0T o
revyaTaeTcs Yepe3 MeKCTPOUHBIN HHTEepBa 24 MT.

TexkcToBass 4YacTh 3aKOHOMPOEKTA MOXKET MOJApa3JeNsATbcsl Ha mpeaMmOylny u
OCHOBHYIO YaCTh.

OcHOBHAs 4aCTh TEKCTA 3aKOHOMPOEKTA MOKET MOAPA3AEIATHCA HA YACTHU, PA3IEbl,
MOJIpa3/iesibl, IIaBbl, naparpadpl, CTaThH.

3aroioBKM 4acTed W pas3felioB MEYaTarOTCsA MPOMUCHBIMU OYKBAMHU MOTY:KUPHBIM
mpudTOM U BHIPABHUBAIOTCS MO LIEHTPY. Touka B KOHIIE 3aroyioBka He ctaButcs. Homepa
MIPOCTABMSIOTCS PUMCKUMU LU pamMu.

Hampuwmep:

PA3IEN I

ITPABO COBCTBEHHOCTHU U IPYI'ME BEIIIHBIE ITPABA

[Tompa3nen wMeeT MOPSAKOBBI HOMEp, O0003HAUYEHHBIH PUMCKUMHU LU(ppaMu, ©
HauMmeHoBaHue. O003HaYCHHE TOApa3/eia MeYaTaeTCss ¢ MPOMMCHOM OYKBBI C a03aIlHOTO
orctyna. HaumeHoBanme nmoapasuena nevaraeTcs NOMyKUPHBIM MIPU(TOM.

Hanpuwmep:

[Moapa3zaea 1. O0mue nosoxenust 00 00A3aTeILCTBAX

[ maBe1 HymMepyroTCs apaOCcKuMu I pamMu U UMEIOT 3aroyioBku. O003HaUYCHHE TIaBbI
reyaraeTcsi ¢ MPOMUCHOM OyKBbI ¢ a03allHOrO OTCTyMa. 3aroj0BOK TJIABbl MEYATAETCS
MONMY)KUPHBIM MIPU(TOM B ONHY CTPOKY C 00O3HAUCHHEM HOMeEpa, TOCJe KOTOPOTo
CTaBHUTCS TOUKA.

Hanpuwmep:

I'nasa S. IIpaBa, 00513aHHOCTH U OTBETCTBEHHOCTb.
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[laparpad oGo3HauaeTcs 3HAKOM §, MUMEET MOPSAKOBBIA HOMEp, 0003HAYCHHBIN
apabckumu nudpamMu, U 3arojiOBOK. 3arojgoBoK naparpada numieTcs ¢ TponucHON OyKBbI
NOJIY’)KMPHBIM 1IPU(PTOM B OJIHY CTPOKY C 0003HaueHueM Homepa naparpada, mnocie
KOTOPOTO CTABUTCS TOYKA.

Hanpuwmep:

§ 1. Xo3s1licTBeHHbIE TOBAPHILECTBA H 00111€CTBA.

Cratbu UMEIOT €AUHYI0 CKBO3HYI0 Hymepamuio. llopsakoBbiii HOMEpP CTaThbu
obo3nauaercst apabckumu nudpamu. OO003HAYEHUE CTATBU IIEYATAETCS C MPOMUCHOU
OykBbl C a03allHOTO OTCTyMa. 3arojlOBOK CTAaTbM IM€YaTaeTcsi C MPONUCHOU OYyKBbI
MOJIY’KUPHBIM TPUPTOM B OAHY CTPOKY C O0OO3HAUCHHEM HOMEpa, MOCle KOTOPOro
CTaBUTCS TOUKA.

Hampuwmep:

Crares 33. Ceprudukanmus.

B uckimrouMTENBHBIX ClIydyasX CTaThsi MOXKET HE UMeTh 3aroioBka. [lpu ero
OTCYTCTBHUH CJIOBO «CTaThs» U HOMEP BBIAEISIOT MOIYKUPHBIM HIPUPTOM.

B 3aBUCHMOCTH OT COAEpPIKAHUS CTaThs MOXKET MOAPA3AEHATHCS HA YAaCTH, MyHKTHI,
MOAMYHKTHI, a03arel. YacTu ob6o3HauaroTess apadckumu mudpamu ¢ Toukoid. Hymepamus
MyHKTOB OCYHIECTBISIETCA apabckumu nudpamMu ¢ 3aKphIBAIONICH KPYITIOM CKOOKOM.
[TognyHkTel 0003HAUarOTCsT OyKBaMH pPycCKOTO aidaBuTa ¢ 3aKpBIBAIOMICH KpPYIION
CKOOKOM.

[Tonnucek oTnensieTcss OT TEKCTa MEKCTPOYHBIM HMHTEPBAJIOM 36 OT U COCTOUT U3
cnoB «llpesupgent PecnyOmuku Tarapctan». CnoBa «llpesugent» u «Pecnydnuku
TarapcTan» meuyararoTcss B 2 CTPOKM Yepe3 OJMH MEXKCTpO4HBIM uHTepBand. Crosa
«Pecnybnuku Tarapcrany» medararOTcss OT JIEBOM TpaHUIIbI TEKCTOBOTO MOJsS, a CJIOBO
«IIpe3unenT» BhIPaBHUBAETCS 1O LIEHTPY OTHOCUTENIBHO ITUX CJOB.

Wuunuaner umenu u pamunus Ipesunenra Pecnybnuku Tatapctan yka3biBaloTCs
npu oopmieHnn puHATOro 3akoHa B [ocymapctBennom Cosete PecryOnmuku TarapcraH.

TpeboBanus 1no 0hpoOpMIICHUIO MOSCHUTEIBHON 3aITUCKU K 3aKOHOTIPOCKTY.

[TosicHuTenpHast 3amucKka K 3aKOHOIMPOEKTY O(OPMIISIETCS HA CTAHAAPTHBIX JIUCTAX
oymaru gopmara A4, neuaraercs mpudTom Ne 14 1 umeeT creayonme peKBU3UTHI.

HaumenoBanue Buga AOKyMEHTa — T[€YATAETCS MPOMUCHBIMU OyKBaAaMU HUXKE
IPaHUIIBI BEPXHETO TOJISI CTPAHUIBI HA 24 MT, BBIACISAETCS MOMYKUPHBIM HIPUPTOM U
BBIPDABHUBAETCS 110 LIEHTPY.

3aroioBOK OTJENAETCS OT MPEIbIAYIIET0 PEKBU3UTA MEKCTPOUHBIM UHTEpBAIOM 24
IT, [EYaTaeTCs CTPOUYHbIMU OykBamu uepe3 | uWHTEpBas, BBIICISCTCS IMOJTYKUPHBIM
mpu(TOM U BBIPABHUBAETCS MO HEHTPY. Touka B KOHIIE 3ar0JIOBKA HE CTABUTCA.
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B 3aroioBke K TEKCTy yKa3bIBA€TCS MOIIHOE HA3BAHHUE 3aKOHOIMPOEKTA, K KOTOPOMY
[IOArOTOBJICHA MOSICHUTEIIbHAS 3aIlMCKa.
Hanpumep:

K npoekty 3akona Pecnyosiuku Taraperan «O npoMblilLIeHHOM NOJMTUHKE B
Pecnybiuke TaTaperany»

TekcT oTaenseTcs OT 3arojioBKa MEKCTPOYHBIM UHTEpBAIOM 24-36 NT U meqaTaeTcs
yepe3 uHTepBa 18 ot Ha paccTostHuU 1,25 CM OT JI€BOM TPaHUIIBI TEKCTOBOTO MOJIS.

6.2. IloaroroBka u odopmienune npoekTtoB akToB Kadunera MuHuUCTpPOB
Pecnybsiuku Tarapceran.

[TonrotoBka U ohOpMIIEHHE MPOEKTOB AKTOB (IMMOCTAHOBICHUU W PACIIOPSHIKECHUM)
Kabunera MunucrpoB PecnyOnmuku Tarapcran mnpou3BOAUTCA MHUHUCTEPCTBOM B
COOTBETCTBUM C METOIUYECKUMH PEKOMEHAAUSMU 10  IOPUIUKO-TEXHUYECKOMY
opOpMIIEHUIO  TPOEKTOB  HOPMATUBHBIX  MPABOBBIX  aKTOB,  pa3padaTbiBaeMbIX
UCIIOJIHUTENIbHBIMU ~ OpraHaMu rocyaapcTBeHHOM Bnactu Pecnybnuku Tarapcran,
YTBEPKIACHHBIMU  Tpukazom MunuctepctBa foctunuu  Pecnydnuku — Tarapcran
ot 10.11.2015 Ne 01-02/759, u nactosimieit UHCTpyKIIHEH.

[Tpu moaroroBke mpoeKkTa akTa BEpXHEe CBOOOJHOE OT 3arojioBKa M TEKCTa MOJie
NEePBOUM CTpaHUIIbI, TAE OyIeT pasmenieH OlaHK, JOIKHO COCTaBiiATh He MeHee 70 MM (B
Tom uncie 20 MM — oO1iee /st BCeX CTPaHUIL [OJIe IOKYMEHTA).

Tekct akra, HayMHAsg CO BTOPOM CTPAHMIIBI, PA3MEIIACTCS C COOIIOACHUEM
CIIEAYIOIIUX I1OJIEU:

20 MM — BepxHee;

20 MM — HIDKHEE;

20 MM — JI€BOE;

10 MM — mpaBoe.

AO3alHbI{ OTCTYII MEPBOM CTPOKU cocTasisieT 1,25 cm.

TekcT akTa mewyataeTcsi Ha CTaHAAPTHBRIX JucTax Oymaru ¢opmara A4 mpudTom
Times New Roman pa3smepom 14, uepHoro mseta, yepe3 1-1,5 uarepsana (B 3aBUCUMOCTH
0T 00beMa TEKCTA).

Tekct akra oTAenseTcs OT HAUMEHOBAHUSA JIBYMS-TPEMSI MEKCTPOUHBIMU
UHTEpPBaIaMH.

TekcT akra AenuTCS HA MYHKTBI, KOTOPbIE HYMEpyIOTCs apabckumu mudpamu ¢
TOYKOW U HAUMHAIOTCS ¢ a03aIHOTO OTCTYTIA.

[IyHKT MOXKET HEenuThCS HA MOAMYHKTHI, a NOMINYHKT (IIpU HEOOXOAUMOCTH
JATbHENINETO pacIIupEeHnsi) — Ha a03albl.

Hanpuwmep:

1. YTBepauTh npuiiaraéMbie COCTABBI:
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Komuccuu no ... ;
Komuccuu o ... .

TekcT aKTa MOXKET COCTOATH U3 MpeaMOyibl U MOCTAHOBIISIONICH YaCTH.

[IpeamOyna — camocTosATeNnbHAs YacTh aKTa, KOTOpAasi OMpENENseT ero Leld U
3a/1a4¥, HO HE SBISIETCSA 00s13aTeIbHOM.

B npeamOynie kpatko mznararoTcs (PakTbl U COOBITHS, TIOCTYKHUBIITHE OCHOBAHUEM
1S u3nanust akta. OHa MOYKET HaUMHAThCs ciaoBamu «B uensaxy», «Bo ucronHenue» u T.1.

[Ipu wucnonw3oBanuu cinoB «Ha ocHoBanuu @enepanbHoro 3akoHa (3akoHa
Pecnybnuku Tarapcran), Ykasza, MOCTAHOBICHHS, MpUKa3a» B MpeaMOyae MPUBOISITCA
IIOJIHBIE PEKBU3MUTHI aKTa, HA OCHOBAHUU KOTOPOTO MU3[a€TCs aKT, U €r0 HAaMMEHOBAaHUE B
POIUTETHLHOM MA/IeKe.

Wcnons3oBanue cokpaiieHuii B hopme: (daiee — 3akoH, oalee — NoCmaHoleHue) u
T.IL. B mpeamOyse He JOMyCKaeTCsl.

[IpeamOyna:

HE COJIEPIKUT CAMOCTOSITEIbHBIX HOPMATUBHBIX MPEANMUCAHUN;

HE JICJIUTCS HA MTyHKTHI;

HE HyMepyeTcs;

MOKET JEIUTHCS Ha ab3albl.

Wcnonb3zyembie B mpeaMOyie U TEKCTE€ aKTa PEKBU3UTHI (pefepalibHbIX 3aKOHOB,
3akoHOB PecnyOnuku Tarapctan yka3biBaroTCA MOTHOCTHIO, AaTa 0003HaYaeTcst OyKBEeHHO-
I POBBIM CITOCOOOM.

Hanpuwmep:

Denepanbublii 3akoH 0T 25 nexadps 2008 roga Ne 273-®d3 «O nporuBojeicTBUH
KOPPY UK

[Ipy yka3zaHum pPEKBU3UTOB MOCTAHOBIEHUN u pacnopsikeHui [IpaButenbcTBa
Poccuiickoit denepannn, a Takke akToB (eepadbHBIX OPTaHOB HCIIOIHUTEIHHON BIACTH
CIIOBO «T0J1» MPUBOJIUTCS B COKPALLICHHOM BUJIE: «I».

Hanpuwmep:

nocranoBienue I[lpaBurenbcrBa Poccmiickoit @egepauun or 8 cenrsadops 2010 r.
Ne 697 «O equHOM cHCTEME MEKBEIOMCTBEHHOI0 YJIEKTPOHHOI0 B3aUMOAeHCTBHS

[Ipyu ykazaHuM PEKBU3UTOB TIOCTAHOBICHWN U pacnopsokeHuid Kabunera
MunuctpoB Pecnybnuku Tarapcran, a Takke akTOB pecnyOIMKAaHCKUX OpPraHoB
UCIIOJIHUTENILHOM BIACTH JaTa UX U3IaHUS yKa3bIBaeTCs HU(PPOBBIM cIOCOOOM.

Hampumep:

nocranopienue Kadunera MunuctpoB Pecnydonuxku Tarapcran ot 21.02.2014
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Ne 104 «O Mepax rocyiapcTBeHHOM NMOIIEPKKH arponpoMbIILJIEHHOT0 KOMILIEKCa B
2014 roay»

[IpoekT mocTanoBneHus 3apepriaercs cioBamu «Kadbuner Munuctpos Pecnyonuku
Tarapcran MOCTAHOBIIAET: ». [Tocneqnee  cimoBO — meudaTaercs
pONUCHBIMU OykBamH, mpudTom Ne 14,

[IpeamOyna MOXET OTCYTCTBOBaTh, €CJIM TPEANUCHIBAEMBbIE JICHUCTBHS HE
HYKJAIOTCSI B PA3bsICHCHUH.

[TocranoBnsonias (pacmopsiAuTeIbHAs) 4YacTh IMPOEKTOB AKTOB, MOCTAHOBICHUU
(pacnopsikennii) Kabunera MunuctpoB PecnyOnuku Tarapctan nomkHaA CoAepIKaTh
MEPEUNCICHUE MPEANUCHIBAEMbIX JEHCTBUI. YKa3aHHAsT 4YacTh MOJXKET [EJUThCS Ha
MYHKTHI U MOANYHKTBI, KOTOpble HyMepyloTcs apabckumu nudpamu, mudo Ha ad3aibl 6e3
HyMepanuu. JIefcTBusl OHOTO XapaKTepa MOTYT ObITh MEPEUYUCITIEHBI B OHOM MTyHKTE.

Ecnu akT npu3HaeT yTpaTUBIINM CHITY paHEe M3aHHBIN aKT, OJIMH U3 €T0 MyHKTOB
(kak TpaBWIIO, MIPEATNOCIENHNI) NODKEH HaYMHAThes croBamu «lIlpu3HaTh yTpatuBmIAM
CWIY...» C yKa3aHWeM BHJIa aKTa, JIaThl, PETUCTPAIIMOHHOTO HOMEpa ¥ HANMEHOBAHUS
aKTa, MPU3HABAEMOTO YTPATUBIIMM CHTy. [locleqHuil MyHKT akra MOMKET COAEpKaTh
yKa3aHHe Ha MCIOTHHUTENLHBIN OpraH rocyaapcTBeHHOUM Brnactu PecmyOnuku Tarapctaw,
€ro ToJpa3/ielieHne WU Ha JODKHOCTHOE JIUII0, Ha KOTOPOE BO3Jaraercs KOHTPOJb 3a
UCTIOJTHEHUEM aKTa.

Ha nocneane#t ctpaHuiie akTa JOIAKHO ObITh HE MEHEE TPEX MOIHBIX CTPOK TEKCTA.

Ha paccTossHUM OTHOTO MEXCTPOYHOTO MHTEpPBAJa OT BEPXHEH TPAaHUIIBI MOJIS OT
MIOMETKH Y TIPaBOM IPaHUIIbI TEKCTOBOTO OIS mUIieTcs ciioBo «IIpoexTy.

[TpoekT akTa UMeeT CleayoNnne PEKBU3UTHI:

HaumenoBanue oprana - KABUHET MWHUCTPOB PECIYBIUKHU
TATAPCTAH nedaraeTtcst IpOMUCHBIMU OyKBaMU M BBIJICIISIETCS TTOMYKUPHBIM TIPUGTOM
He Oonee Ne 16. BeipaBHUBaeTCs 1Mo LEHTPY.

HauMeHnoBaHue akta OTpaKaeT COAEpPKAHUE U OCHOBHOW MPEIMET IPABOBOIO
perynupoBaHus akta. HammMeHOBaHWE MODKHO OBITh TOYHBIM, YETKMM W MAaKCHUMAJbHO
UHOOPMAIIMOHHO  HACBHIIEHHBIM,  TMPABUIBLHO  OTPAXATh  MPEAMET  MPaBOBOTO
pETyJIUpPOBAHUSI.

HanmenoBaHue, cocrosiiiee W3 JByX M 0O0liee CTpPOK, Ie4araercss 4Yepe3 OIuH
MEKCTPOYHBIN MHTEPBAJL.

HaumenoBanue akrta pacrnoniaraeTcs OT JIEBOM TpaHUIIBI TEKCTOBOTO TMOJIS 4epes
OJIMH MEKCTPOUYHBIN UHTEPBAJ U JJOJDKHO 3aHUMATh He 00JIee MOJOBUHBI CTPOKHU (He Oosee
90 MUIIUMETPOB).

HaumenoBanue Buma akta — [MOCTAHOBJIEHHUE (akt, wMerommit
HopmatuBHbii xapaktep) U PACIHHOPAKEHUE (aktel mo onepaTUBHBIM U TEKYIIUM
BOIIPOCAM, HE MMEIOIIME HOPMATUBHOTO XapaKTepa) — BBIPABHUBAETCS IO JIEBOMY Kparo
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JIMCTA, TIeYaTaeTCs ¢ MPOMUCHOU OYKBBI O€3 BhIICICHHS KUPHBIM mipudTom. [IpaBerit kpait
TEKCTa BHIPABHUBAETCS T10 CEPEMHE JIUCTA.

B nocranosienun mnocie cinoBa <«IIOCTAHOBJIAET» npumensiercs oauH
MEKCTPOUYHBIM UHTEPBAJL.

Hanpuwmep:

Kaouner MunucrpoB Pecnyoiinku Taraperan IOCTAHOBJISIET:

1. YrBepaurn npujiaraeMbli IIporuo3ubiii IJ1aH (mporpammy)
NPUBATU3ALUM. ..

Tekct mocTaHOBIEHUS [AENUTCS HA TYHKTBL, KOTOpPbIE HYMEpYIOTCS apabCKuMu
mudpamMmu u pacnonararorcst ¢ ab3anHOTO OTCTyMa. MeEXKCTpOUHbIE WHTEPBAIbl MEXKIY
MyHKTAMU HE IPUMEHSIIOTCAL.

PacniopsikeHre He HMMEeT HAUMEHOBAHHS, 34 HUCKIIOUEHHEM pPACHOPSIKEHUU O
HA3HAYEHUU HA JIOJDKHOCTh, OCBOOOXKIEHHU OT JOJDKHOCTH, TOOIIpeHUuu. Tekct
pacmopshKEHUs MOKET HAUMHATHCSA C IIpeaMOyIibl, KOTOpasi OKaHYUBAETCA ABOETOUYHEM (0e3
npumenenus cinosa « [ IOCTAHOBIIAETY).

PacniopsiautenbHass 4acTh  PACHOpPSDKEHHUST HE  OTHENseTcss OT  mpeaMOyIbl
MEKCTPOYHBIM UHTEPBAJIOM.

PacniopsinutenbHas 4acTh JOMKHA CONEPKATH MEPEUYUCIICHHE MPEANUCHIBAEMbIX
JIEUCTBUM.

PacniopsiiuTenbHas 4acTb MOXKET JEIUThCS HA IMYHKThI, KOTOPbIE HYMEPYHOTCS
apabckumu mudpaMu U pacnonaraircs ¢ abd3zamHoro orcrymna. JlefcTBUS OIHOPOAHOTO
XapakTepa MOTYT ObITh MEPEUUCIICHbI B OAHOM NYHKTE 0€3 HyMepallud TMOAMYHKTOB.
[IyHKTBI HE OTAENISIOTCA APYT OT APYra MEKCTPOUHBIMU UHTEPBAJIAMH.

Homep, xax u para, npocraBmsiercs Kabunerom MunuctpoB PecnyOnuku
Tarapcran npu peructpauuu akrta. OrpaHUunUTeNbHAsT OTMETKA JJIsSl AaThl OTAEHSETCS OT
HAMMEHOBAHUS BHJIA AKTa, KAK MPABUIIO, MEKCTPOUHBIM UHTEPBATIOM 24 NIT U yKa3bIBACTCSA
LEHTPUPOBAHHBIM CcrOCOOOM. OrpaHnyuTeNbHAs OTMETKA JJIsi HOMEpa pacroiaraercsi Ha
OJHOY JIMHUU C OTPAHUYUTEIBLHOU OTMETKOM JIJIs 1aThl aKTa.

Mecto u3zpanusi otaensercs OT pekBu3uToB «/[lata» u «Homep» mexCTpOUHBIM
UHTEepBAIOM 24 1T ¥ 0OPMIISETCS IIEHTPUPOBAHHBIM CTIOCOOOM.

3arojloBOK  OTAENSIETCS OT MPEABbIAYIIEr0 pPEKBU3UTA 2-3  MEKCTPOUHBIMU
UHTEpBajIaMu, Iedaraercss dyepe3 oauH wuHTepBan mpudrtom Ne 14, Boigensiercs
MOJIY’KUPHBIM HIPU(TOM U BHIPABHUBAETCS 110 JIE€BON T'PAHUILE TIOJIA.

3aroioBOK, Kak MPaBUJIO, OTBEYAET HA BOMPOC: O 4eM (0 KOM) HM3[IaH JOKYMEHT.
Touka B KOHIIE 3aroJIOBKA HE CTABUTCSI.

TekcT otnensieTcss OT 3aroioBKa 2-3 MEKCTPOYHBIMU HWHTEPBAIAMHU U IE€YATAETCA
mpudTom pasmepom Ne 14 yepes 1-1,5 MEKCTpOUHBIX UHTEPBATIA.
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TekcT meuataeTcst OT JE€BOW I'PAHMIIBI TEKCTOBOTO MOJIA U BEIPABHUBAETCSA 1O JIEBOU
U MPaBO TpaHUIIAM TEKCTOBOTO Mo (mo mupune). [lepBas cTpoka ab3aia HaYWHAETCS
Ha pacctosinnu 1,25 ¢M OT JIEBOU IPaHULIbl TOJISL.

[Ipy HamMuuu TPUIOKEHUNW K TIOCTaHOBICHHUIO (pacmopsbkeHuio) Kabunera
MunuctpoB Pecriybnuku Tarapcran B TEKCTE Ha HUX 00s13aTEIBHO /1€J1a€TCsl CChLIKA.

[Tonnuchy oTnensiercss OT TEKCTa MEKCTPOYHBIM HMHTEPBAIOM 36 NT U COCTOUT U3
cinoB «IIpembep-munuctp PecnyOnmuku Tarapcran», mannmanoB u davumuu [Ipembep-
munuctpa Pecnybnuku Tarapcran. Cnosa «lIpembep-munuctp» u «PecnyOnuku
Tarapcran» mnedaraioTcs B JBE CTPOKM uepe3 | MexcTpounbld uHTepBai. CioBo
«IIpembep-MuUHUCTpP» TI€UATAETCS OT JIEBOM TpaHUIBI TEKCTOBOTO TMOJsA, a CJIoBa
«Pecnybnmuku Tarapctan» UEHTPUPYIOTCS OTHOCUTEIBHO TMEPBOM CTPOKH DPEKBU3UTA.
WNuntmans umenu u pamunus [Ipembep-munuctpa Pecriybnuku Tarapctan medyartaiorcs y
MPaBOM TPAHUIIBI TEKCTOBOTO TOJIA.

[Tpunoxkenuss K NOPOEKTaM [EUYATAIOTCA HA OTHAEIbHBIX JIMCTax Oymaru u
MO/IMTUCHIBAKOTCAL.

B npunoxeHusix pasMepsl monieid, mpuGTbl U MEKCTPOYHBIE WHTEPBAIBI IPU
MeYaTaHUH TEKCTA UICHTHYHbBI pa3MepaM, MPUMEHSEMbIM MPU 0(HOPMIICHUHU MPOEKTA.

[TpunoxkenussMu ABIAIOTCS MOJOKEHUS, PEIVIAMEHTHI, NEPEUYHH, CIUCKU, rpadukwy,
TabnuIbl, 00pa3ibl JOKYMEHTOB U Jip. [Ipunokenus Ha OyMaKHOM HOCHUTEJIE BU3UPYIOTCS
3amecturenem  lIpembep-munuctpa  Pecnybnuku — Tarapctan — ~ MUHHCTPOM
IIPOMBIIIUIEHHOCTHU U ToproBiu Pecnydnuku TarapcraH.

Eciu B TekcTe /aeTcsi CChUIKA «COMIACHO MPUIIOKEHUIO», TO Ha MEPBOM CTpaHUIIE
NpUIOKeHUs: B mpaBoM BepxHeM yrny mumercs crnoBo [IPUJIOXEHUE, awmxe uepes
MEKCTPOUYHBIN MHTepBall 18 NT maeTcs CChUIKa HA MOCTAHOBICHHE WJIM PACIOPSKEHUE
Kabunera MunuctpoB Pecnybnuku Tarapcran. Bce cocTaBHbIE 4YacTH pPEKBU3HTA
LHEHTPUPYIOTCS OTHOCHUTENIBHO CaMOW JUIMHHOW CTPOKM M Teyararorcs uepe3 1
MEXKCTPOUHBIN UHTepBall. [Ipy HaIUYMK HECKOIBKUX MPUIOKEHUI OHU HyMEpPYyIOTCSI.

Hampuwmep:

MPUJIOKEHUE Ne 1
K nocranon/ienuto Kabunera
MunucrpoB Pecny0juku
Tarapcran
oT Ne

[TpunoxkeHuss 3aKaHUYMBAIOTCS YEPTOM, PACIONOKEHHOM IO IEHTPY TEKCcTa Ha
PacCTOSTHUM TPUMEPHO 3 MEKCTPOYHBIX HHTEPBAIOB. /[inHa yepThl — 2-3 cMm.

[Ipy nanuumu B TekcTe axkta QOpMYTUPOBKH «YTBEPAUTHY» (IpUIIaraeMoe
MOJIOKEHHUE, COCTAB KOMUCCHH, MEPEUECHb MEPONIPUATUNA U T.JI.) HA CAMOM MPUIIOKEHUH B
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npaBoM BepxHeM yriay pacnosaraercs cioBo Y TBEPXKJIEHO wunu YTBEPXJIEH co
CCBUIKOM Ha HOPMATHUBHBIN aKT, KOTOPBIN YKa3bIBA€TCS B TBOPUTEILHOM IaJIeXkKe, €ro Jary,
Homep. Hanpumep:

YTBEXJIEHO
ITocranosiienunem Kadounera
MunuctpoB Pecnybiinku

Tarapcran
oT Ne

Cnoso YTBEPXJ/IEHO u YTBEPX/IEH B npunoxkeHusix coriacyloTcs B poje U
YHUCJIe ¢ BUIOM YTBEpKaaeMoro aokymenra: nonoxkenue — Y TBEXJIEHO, nporpamMma -
YTBEPXJIEHA, meponpusitust — Y TBEPXKJIEHBI, crincok - YTBEPXKIEH.

3aroioBOK K TEKCTYy TMPUIIOKEHHSI TMEYaTaeTcsl IEHTPUPOBAHHBIM CIIOCOOOM.
HaumeHnoBanue Buga JOKyMEHTa — NPHIOKEHUS (MIEPBOE CIOBO 3arojIOBKA MPUIIOKEHHUS )
BBIJICNIICTCS MPOMUCHBIMU OYKBaMU, TTOY>KUPHBIM MIPUGTOM B MOKET ObITh HAle4YaTaHo B
paspsaky ([IOJIOXEHMUWE, ITEPEYEHDB,CII U C OK u 1.a.). MexcTpouHbIi
UHTEPBAI MEXKIY MEPBOM CTPOKOM 3aroyioBKa U MOCIEAYIOIIMMU CTPOKAMU MOMKET OBbITh
yBEJIMYEH Ha 6 TT.

3aroioBOK MPUIIOKEHHUSI OTAENSIEeTCS OT JaTbl U HOMEpa aKkTa AOMOJHUTEIbHBIM
uHTepBaaoMm 70 NT, UHTEPBAIAMH OT TEKCTA MPUIOKEHUS — JOMOJIHUTEIbHBIM HHTEPBAIOM
24 mr.

[Ipy Hanuuuum B TEKCTE NPWIOKEHHS HECKOJIbKUX pAa3[eloB HUX 3aroJIOBKU
MEYaTAIOTCS [EHTPUPOBAHHBIM CIIOCOOOM (OTHOCHTEIBHO I'paHUIl TeKCTa). Touka B KOHIIE
3arojioBKka He cTaBUTCA. JlOMyCKaeTcss BBIAENATH 3arojOBKH DPAa3[eioB MOTYKUPHBIM
pudTOM.

TekcT npunokeHus MOXeET ObITh opopmiieH B Buie Tabmuibl. ['padbl U cTpoku
TaONUIbl JOKHBI MMETh 3aroJIOBKH, BBIPAKEHHBIE HMEHEM CYHIECTBUTEIBHBIM B
uMeHuTenbHOM mnazaexe. [log3aronoBku rpad U CTPOK TpaMMATHUYECKHU OJKHBI OBITh
COTJIACOBAHBI € 3aTOJIOBKAMH.

Eciu Tabnuily medaraiorT Oojiee 4eM Ha OJHOM CTpaHHUIle, 3arojioBOYHAs 4acCTh
Tabnuilel (HauMeHoBaHUE rpad) MOBTOPSIETCS HA KaKIOU CTPAHUIIE.

JIuCTBI IPUIIOKEHUSI HYMEPYIOTCSI CAMOCTOSATEIBLHO, HAYMHAS CO BTOPOTO JIUCTA.

[Tpu Hanmuuuu B TEKCTE MPUIOKEHUN CCHUIKUA HA CHOCKY O(OPMIISIOTCS 3BE3J0UYKOU
wi uuppoi co ckoOKou. TeKCT CHOCKU medaraercs yepe3 | MeKCTpOUHbIM MHTEPBAT B
KOHIIE KaKIOW CTPAHMIIBI WK MOCIe NPUIOKEHHUs B 1eioM, moj deptoi. [locie cumBosa
CHOCKH €€ TEKCT [1€4aTaeTcs C MPONUCHON OyKBbI. B KOHIIE TEKCTa CHOCKHM CTaBUTCS TOYKA.

Ha onHol cTpaHulle He TOHKHO MPOCTABIATHCSA 00Jiee TPeX CHOCOK.
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B nonoxxenusix, mporpaMmax, ycTaBax u IpyruX MOJOOHBIX JOKYMEHTAX pa3ieibl U
IIaBbl HYMEPYIOTCS, KaK TMPAaBWIO, PUMCKAMHU IUpamMu, MYHKTHI U TMOMIMYHKTBI —
apabckumu nudpamMu ¢ TOYKOM U 3aroJIOBKOB HE MMEIOT. B yKa3zaHHbBIX JOKYMEHTaX HX
COCTaBHble uYacTu (pas3lenbl, MNOAPA3NAENbl, IyHKTbI, MOAMYHKTbI) MOXKHO TaKkKe
HymepoBath apadbckumu nudpamu. [loapasznenst HymepyroT B npenenax pazaena. Homep
nojipaszesia OJDKEH COCTOATh M3 HOMEpA paszliesia M HOMepa Iojpaseia, pa3aeeHHbIX
Touko¥ (Hampumep, 1.2.). Homep myHKTa AODKEH COCTOSTH M3 HOMEpa pasfena,
noApasfena W IMyHKTa, pas3AeleHHbIX Touykamu (Hampumep, 2.3.1.). Ilynkter mpu
HEOOXOAMMOCTU MOTYT TOAPA3ACIATHCA HA MOJAMYHKTHI, KOTOPbIE IOMKHBI HUMETh
MOPSIKOBYIO HYMEPAIMIO B MpeJiesiax KakKaoro myHkTa (Hanpumep, 1.2.2.1.).

[TosicHuTenpHas 3amrcKa K IPOEKTY MOCTAHOBICHUS (pacmopshKeHus) oopMiiseTcs
Ha CTaHJAPTHBIX TUCTax Oymaru ¢popmara A4 ¥ UMEET CICAYIONIUE PEKBU3UTHI:

HaumenoBanue Buma pokymenta — [MOACHUTEJBHAS 3AIIUCKA -
MeYaTaeTcsi MPOMUCHBIMUA OyKBaMH 4Yepe3 JBa MEKCTPOYHBIX WHTEPBAiAa HIKE BEPXHEH
rpaHuiibl TekctoBoro mossi mpudTom Times New Roman pasmepom He Oomee No 16,
BBIJICNIICTCA MONTYKHPHBIM MIPU(PTOM U BEIDABHUBAETCS TIO IICHTPY.

3arojoBOK OTHENSETCS OT TMPEIbIIYIIEr0 pPEKBU3UTA JABYMS MEKCTPOYHBIMU
MHTEpBAJIaMH, T€YaTaeTCsi CTPOYHBIMUA OyKBamMu uepe3 | WHTEpBas, BBIACIACTCS
MONY)KUPHBIM MIPU(TOM W BBHIPABHUBAETCA MO IEHTPY. TOYKa B KOHIIE 3arojioBKa HE
CTaBUTCH.

B 3aromoBke yka3bIBaeTcsl TOJHOE HAa3BaHHWE TMPOEKTa  IMOCTAHOBJICHUS
(pacmopsikeHus1), K KOTOPOMY MOJATOTOBJICHA CIIpaBKa.

TekcT otnensiercst OT 3aroioBKa 2-3 MEKCTPOYHBIMU HHTEPBAIAMU U T1€YATACTCA
mpudrom Times New Roman pasmepom Ne 14 uepe3 onuH HMHTEpBall HA PaCCTOSTHUU
1,25 ¢M OT 71€BOM TpaHMITBI TEKCTOBOTO TIOJIS.

[lepBasi crpoka a03ama mevaraeTcs Ha paccTossHUM 1,25 c¢M OT J1eBO#l TpaHHUIIbI
TEKCTOBOTO TIOJISI.

[Toanucek — 00s13aTENbHBIN PEKBU3UT aKTA.

[Toanuck oTaensiercst OT TeKeTa 2-3 MEKCTPOUYHBIMU UHTEPBAIAMH.

[Tognuce BKIIFOYAET HAMMEHOBAHUE JTOJDKHOCTHU JIMIIA, MOAMHCHIBAIONIETO aKT, €ro
JUYHYIO TOAMUCh U pacmudpoBKy moamucu (MHUIUaIsl U damunus). HaumenoBanue
JMOJDKHOCTH ~ PACHoONiaraeTcs OT JIEBOM TPAHMIBI TEKCTOBOTO TMOJS  4Yepe3 OAuH
MEXCTPOUHBIM MHTepBal. PacmmdpoBka nmoanucu pacnoyaraercsi Ha MOCIEAHEN CTPOKe
HauMeHOBaHUs TODKHOCTHU. [locnenqnsis OykBa B pacmu@poBKe MOAMUCHA OTPAHUYUBACTCS
npaBbiM nojieM. He nmomyckaercsi oTpeiBaTh MHUIIMATILI UMEHU U OTYECTBA OT (haMuUIIuu,
MIEPEHOCUTD UX HA JIPYTYIO CTPOKY WJIH CTPAHUILY.

Hymepanusi cTpaHull akTa OCYIIECTBISACTCS MOCEPEAUHE BEPXHEro MOJis JIHCTa
apabckuMu UdpamMu U HAYUHAETCS CO BTOpOM cTpanHuilsl mpudTom Times New Roman,
pasmepoMm 14.
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6.3. OdopmiteHue oT/1eJIbHBLIX BUI0B JOKYMEHTOB.

6.3.1. CocTaB 10KYMEHTOB.

JlesiTenbHOCTL ~ MUHHUCTEPCTBA 00ECHEYMBAETCA CUCTEMOW B3aUMOYBSI3aHHOU
YIIPABIEHYECKOU JOKyMEHTauuu. Ee cocTtaB onpenensercss KOMIETEHIIUEW MUHUCTEPCTBA,
MOPSIIKOM pa3pelleHusi BOIPOCOB (€IMHOHAYANIbHBIM WM KOJUIETHAIbHBIN), 00BEMOM U
XapaKTEpPOM B3aMMOCBSI3€H MEK/y MUHUCTEPCTBOM M BBIIIECTOAIIUMHU, TOAYUHEHHBIMH U
CTOPOHHUMHU OPTaHU3AIUSIMH.

MunucTepcTBO BHOCUT Ha paccmorpenne Kabunera MunuctpoB PecnyOnuku
TarapcTan npoeKThl 3aKOHOJATENBHBIX, TPABOBBIX AKTOB U HOPMATHUBHBIX JIOKYMEHTOB.

B geATenbHOCTM  MHUHUCTEPCTBA  CO3/1a€TCS  KOMIUIEKC — OpraHU3alMoOHHO-
pACHOPSITUTENIbHBIX  JTOKYMEHTOB: pPEIICHUE KOJUIETUM, TMPHUKA3bl, PACTOPSIKEHUS,
MOJIOKEHUS,  MHCTPYKI[MHU,  PEIIaMEHThl,  MPOTOKOJbl  3ace€JaHuid  KOMHCCHUHU
(coBemarenbHbIX, KOOPAMHAIIMOHHBIX, DJKCHEPTHBIX, TEXHUYECKHUX U JAp.), aKThI,
AQHAIUTUYECKUE CIIPAaBKH, JOKIAJHBIE WU CIY)KEOHBIC 3amuCKu, AeioBas (cimy:keOHas)
nepenucka u aip.

KonnernanbHo o0OCyXk)7gaeMble BOMPOCH U TNPUHUMAEMble IO HHUM pPEIIeHUs
(bUKCUPYIOTCS B TPOTOKOJIAX COBEIIATENbHBIX OPTAaHOB, HHBIX 3aCEIaHUN U COBEIIIAHUMN.

Bzaumnbie 00s3aTenbCTBA  MHUHHCTEPCTBA € €r0  KOHTpPAreHTaMu H  UX
peryiupoBaHue OQOPMIISIIOTCS B BHJE€ JOTOBOPOB, COINAIICHUN, MEMOPaHIYMOB,
IPOTOKOJIOB U APYTUX JOKYMEHTOB.

B 3aBUCMMOCTH OT KOHKPETHBIX OCHOBHBIX 3a7a4 U (yHKUHI yopaBieHUs B
NEATEIbHOCTH MUHUCTEPCTBA CO3MAIOTCSA JIPYTUe BUJIbI JOKYMEHTOB: IJIAHBI, MPOTHO3BI,
IPOTPaMMbI, OTYETHI U JIp.

IOpunuueckuM  OCHOBAHMEM  W3/IaHUST  MUHHUCTEPCTBOM  OpraHU3alMOHHO-
pacnopsIIUTEIbHOU TOKYMEHTAINU SBIISFOTCS:

- 3akonubl Pecnybnuku Tarapctan; ykasel u pacnopsbkeHust [Ipesupenta
Pecnybnuku Tarapctan, mocTaHoBieHUs H pacnopsbkeHuss Kabwmnera MuHHCTpOB
Pecnybnuku Tatapcran;

- KOHKpETHbIE 3aaHus MUHHMCTEpCTBA IIPOMBILLIEHHOCTHA U TOProBau Poccuiickon
Oenepannn, MunucrepctBa skoHOMUYECKoro pasButus Poccuiickoit ®Denepanuu u
npyrux ¢GenepanbHbIX MUHUCTEPCTB;

- OCYUIECTBIICHHE HUCIIOTHUTEILHON U PACHOPSAUTENHHON NEATEIbHOCTU B LIEISIX
BBITIOJIHEHUSI MUHHUCTEPCTBOM BO3JIOKEHHBIX Ha HEro 3aJad B COOTBETCTBUM C €ro
KOMIICTEHIIUEH;

- MOTPEOHOCTH MPABOBOIO PErYIUPOBaHMS PAOOTHI MUHUCTEPCTBA.

B ycTaHOBIIEHHBIX 3aKOHO/IATEILCTBOM CIIy4asiX B MUHUCTEPCTBE MOTYT M3aBaThCA
aKTbl COBMECTHO C [JPYTHMH OpraHaMH TOCYIapCTBEHHOH BJIacTH, MECTHOTO
CaMOYTIPaBIICHUSI U OPTAHU3ALMSIMHU MO BOMPOCAM, MPEACTABISIONIUM B3aUMHbBIA UHTEPEC
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U BXOISIIMM B KOMMETEHIUIO 00eux cTOpoH. Takue akTbl 0OPMIISIIOTCA U MyOIUKYIOTCS
KaK €/IMHBIM JOKYMEHT (IIpUKa3, IPOTOKOJI, MOIOKEHHUE U JIP.).

Nucrpykuusi  ycraHaBjivBaeT TpeOOBaHUSI K IIOATOTOBKE OT/E/IbHBIX BHUJOB
JIOKYMEHTOB.

6.3.2. Ilpukaz MuHHCTEpPCTBA NPOMBINLIEHHOCTH M TOprosiau Pecny0jauku
Tarapcran.

[Tpuka3el SBISAIOTCS WHAUBUYATBHBIMU MTPABOBLIMU aKTaMH, OOPMIISIOT pPEHICHUS
MEPCOHATBHOTO  XapakTepa (KaapoBble MPHUKa3bl), PEHIIEHUS IO OMEpPaTHBHBIM,
OpPraHU3aIMOHHBIM U APYTUM BOIIPOCaM pabOThl MUHUCTEPCTBA.

[Tpuka3sl MUHUCTEPCTBA JIETISATCS HA CICAYIONTUE BUIBL:

- TI0 OCHOBHOU JESITEIBHOCTH;

- TI0 JIMYHOMY COCTaBy;

- TI0 KaJPOBBIM BOTIPOCAM.

[TpoexThl MpUKa30B TOTOBIT U BHOCST PYKOBOAUTENN CTPYKTYPHBIX MOApa3eIeHUN
HA OCHOBAaHUHU MOPYYEHUH MUHUCTPA, €T0 3aMECTUTENEH TIN00 B MHUITMATUBHOM ITOPSIJIKE.

[TpoekThl mpuUKa30B MO KaJPOBBIM BOMPOCAM TOTOBHUT OTJIEN KaJpOB Ha OCHOBAaHUU
COOTBETCTBYIOMIMX MPEICTABICHUIA.

ObecrieyeHne Ka4eCTBEHHOM TMOATOTOBKM MIPOEKTOB MPUKA30B MO OCHOBHOM
NEATeNIbHOCTH M MX COMIACOBAHHME C 3aMHTEPECOBAHHBIMU CTOPOHAMM BO3JIATaeTCs HA
PYKOBOAUTEICH MOAPA3ACICHUM, KOTOPbIE TOTOBAT U BHOCSIT IPOEKT.

KoHTpons 3a MpaBUIBHOCTBIO OGMOPMIICHHS TPOEKTOB TMPUKA30B OCYHIECTBISIET
IOPUANYECKUHN OTJEN U OT/Ie] AEIONPOU3BOJCTBA U KOHTPOJIS.

[IpoekThl TpUKA30B ¥ TPUIOKEHUS K HUM BHU3HUPYIOTCS HCIOIHUTEIEM U
PYKOBOIMTENIEM TOAPA3/IECTICHUs, BHECHIMM TMPOEKT, PYKOBOAUTEISIMH TOAPA3IEICHUA,
KOTOPBIM B TIPOEKTE JAOTCS MOPYUCHHS, a TAKKE PYKOBOAUTEISIMHA FOPUIMUECKON CITYKOBI
M JIEJIOTNIPOM3BOJICTBA W KOHTPOJISA, KypUPYIOIIMMH 3aMECTUTENSIMA  MUHUCTpA.
Bo3paxkeHusi 1m0 TPOEKTy TMpUKA3a BUBHPYIOTCS 3aMECTHTENISIMH PYKOBOIUTENS B
COOTBETCTBHHU C PaclpeeiieHueM 00s3aHHOCTEH.

[IpoexT mpukaza Mo OCHOBHOW [ESTEIbHOCTH IeyaTaeTcss Ha repboBoM OjaHke
(ITpunoxkernne Ne 2) W mpencTtaBiseTcs HA MOAMKCH MPH HEOOXOIMMOCTH CO CIIPaBKOM,
coliepKaNIel KpaTkoe M3JIOKEHHE CYTH BOMpPOca, 000CHOBAHHUE MPEIJIaraeMbIX PELICHUH,
a TaKJKe CBEJICHHSI O TOM, HA OCHOBAaHHUHM YE€TO MOATOTOBIIEH MPOEKT U C KEM COTIACOBAH.

[Tpuka3sl perucTpupyroTcs B OTAENE JCIOMPOU3BOJCTBA U KOHTPOJS MO TOPSJIKY
HOMEPOB B Tpeenax KaJIeHIapHOTO T0/1a; MPUKAa3bl MO KaIPOBBIM BOMPOCAM, MO JTUIHOMY
COCTaBy PETUCTPUPYIOTCS OTAEIBHO.

[Tpukaz Ha OyMa)KHOM HOCHTEJIE TEPEBOMAIT B IJIEKTPOHHBIH BUI (CKAHHPYIOT),
3aT€M HANpaBIAIOT ajJpecaraM B COOTBETCTBUM C YKA3aTe€lIeM pacChbUIKH, KOTOPBIN
COCTAaBIAETCS ¥ TOAMUCHIBAETCS HCHomHUTENeM. [Ipuka3 B 3IEKTPOHHOM BHJE
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00s13aTENIbHO HAMpAaBISIETCA Takke ucnonHutento. [lognuHHUK nepenaercss B OTAeN
JETOMPOU3BOICTBA M KOHTPOJIS JJ1s1 HOJIIUBKYU B JIETIO.

[Ipukaz umeer cneaywwmue pekBuszutbl: [ocynapcrBensbiii repd PecnyOnuku
Tarapcran; wnaumenoBanue wmuHucTepcTBa; BuJ gokymeHta (IIPUKA3); nara;
PETUCTPALIMOHHBIM HOMEP; MECTO COCTaBlIeHUs (U3JaHUs) NOKYMEHTa; HAUMEHOBAHUE
IOKYMEHTA (3aroJIOBOK K TEKCTY); MOAMUCH JOTKHOCTHOTO JIUI[A; BU3HI.

JlaToii mpukasa siBisieTcs gara ero noanucanus. Jlata opopmsiercss mudpoBbIM UK
CJIOBECHO-IIM(POBBIM CIIOCOOOM; HOMEP IMPHUKA3a COCTOUT U3 3HAKA «No» U MOPSAKOBOTO
HOMeEpA.

3aroioBOK K TEKCTY MPUKA3a JTOKEH KPATKO U TOYHO OTPakKaTh COEPIKAHUE TEKCTA
npukasza. Touka B KOHIIE 3ar0JIOBKA HE CTABUTCS. 3aroj0BOK, COCTOSAILIMN U3 ABYX U Oojee
CTPOK, MIEYATAETCs MOMYKUPHBIM MIpU(GTOM yepe3 1 MeKCTPOUHBIN UHTEPBAIL.

Hampuwmep:

00 yrBep:kaennu uHBecTHIHOHHOM nporpaMMbl OAO «CeTeBasi KOMIIAHHSD HA
2020-2024 roawbl

3aroioBOK K JOKymMeHTaMm, O(GOPMIICHHBIM Ha OJllaHKaXx ¢ MOPOAOJIbHBIM
pACTIOJIOKEHUEM PEKBU3UTOB, BRIPABHUBAETCS MO LIEHTDPY.

TekcT otaensieTcs OT 3arojoBKa 2—3 MEKCTPOYHBIMU HMHTEPBAJIAMU U I1€YATACTCA
mpudtom pazmepom Ne 14 ugepes 1,5 uHTepBasa OT JIE€BOM TpaHUIBI TEKCTOBOTO IMOJS U
BBIPABHUBAETCS 110 JIEBOM M MPaBOM TpaHUIIAM TEKCTOBOTO mojs (mo mupune). [lepas
CcTpoka ab3aila HAYMHAETCS HA PACCTOSAHUM 1,25 CM OT JI€BOM IPAHUIIBI TEKCTOBOTO MOJISI.

TekcT mpuka3za MOXKET COCTOATH M3 2 yacTeul: npeamOyibl (KOHCTATUPYIOUIEH) U
pacnopsIUTENbHOM.

B KoHCTaTupyrolel 4YacTh JaeTcs OOOCHOBAHWE PACHOPSANTEIBHBIX ICUCTBUU
(KpaTKO M3JIararoTCs e U 3a7a49u, PaKThl U COOBITHSA), TIOCTYKUBIIUE OCHOBAHUEM JIJIs
u3nanus npukasa. B kauectBe 000CHOBaHMS ACHCTBUM MOMKET BLICTYNATh:

- HOPMATUBHBIM TPABOBOM AaKT BBIIECTOSIIEIO OpraHa WM PACIOPSIUTEIbLHbBIN
JIOKYMEHT, paHee U3JaHHbIN OpPraHU3aLUeH;

- (hopMynupoBKa 1ieNel U 3a/1a4, CTOSLIMX Mepesl opraHu3anue, onucanue Gpaxkrton
WM COOBITUHM, TOCTYKUBIIUX MIPUUUHON U3TaHUS MTPUKA3a.

OnHa MOXKET HAUMHATHCS CIIOBAMU «B LIENIAX)», «B COOTBETCTBUUY, «BO MCIOIHEHUE)
U T.JI. YKa3bIBa€TCs HAUMEHOBAHME ITOTO JOKYMEHTA, HAUMEHOBAHHUE OpraHa, U3/aBIIETOo
JOKYMEHT, AaThl, PETUCTPAIMOHHBIN HOMED U 3ar0J0BOK K TEKCTY.

HNuorna B nmpeamOynie naetcsi KpaTkasi XapakTepUCTUKA paccMaTpUBAEMOro BOMpoca
C 00s3aTeNnbHBIM YKa3aHHEM HENOCTATKOB W ymymieHui. [IpeamMOyny MOKHO OMyCTUT,
€CII pacnopsIIUTENbHAS YaCTh MPUKA3a HE HYK/IAeTCsl B 000CHOBAaHHH.

PacnopsinurenbHas cnoBecHasi (hopmyna: «IPHUKa3bIBAOY M€YATACTCA MPOMHUCHBIMU
oykBamu (IIPUKA3BIBAIO) 6e3 paspsiaku ¢ HOBOM CTpOKHM OT ab3aiia UM CTPOYHBIMU
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OykBaMu Bpa3psaKy (I p U K @ 3 bl B @ 10) B MPOJODKCHUE TTpeaMOyIibl, C BbIJICICHHEM
MOJIY’KUPHBIM HIPU(TOM Min 6€3 BBIIETICHHUS, C TPOCTABICHUEM JABOETOUHS.

CJ10BO «I10CTaHOBJIAET) MULIETCS B IIPOAOIDKEHUE ITPeamOyIibl Bpa3psiIKy.

TekcT pacnopsKeHUs! pacnoOPSIUTEIILHON CTOBECHOU (OPMYITbI HE UMEET.

PacniopsiqurenbHas 4acTh JOKHA CONEpKaTh NMOpydeHUs (3a7aHus) ¢ yKa3aHUEM
UCTIOTHUTES (MCTIOJIHUTEIIEN ) U CPOKOB HUCIIOJTHEHHUSL.

PacnopsiauTenbHas 4acTb MOXKET ACAUTHCS HA MYHKThI U MOJIYHKTBI, B KOTOPBIX
U3JIaraloTCsl YIpapJICHUYECKUE PEHICHUSI U KOTOpble HYMEpPYIOTCs apaOCKuMu Iudpamu.
JlelicTBUS OJHOPOAHOTO XapakTepa MOTYT ObITh MEpPEYUCiieHbl B OJHOM MyHKTEe. B
Ka4eCTBE HCMOJIHUTENEH YKAa3bIBAIOTCS CTPYKTYPHBIE MOJPA3AEICHUS WU KOHKPETHBIE
JIOJDKHOCTHBIE JIULIA.

Kax /b1l MyHKT Me4YaTaeTcs ¢ KPaCHOU CTPOKH.

[IyHKTBI, = KOTOpbIE  BKJIIOYAIOT  YIPABICHYECKUE  JICUCTBHS,  HOCSILIUE
OpraHU3AIMOHHBIN XapakTep, HAUMHAIOTCA C [Iarojla B HeompeneleHHOW dopme
(«OCyHIECTBUTHY, «O0ECTIEUUTDY, KYTBEPAUTHY, «CO3/1aTh»). B myHKTe pacnopsaautenbHOu
yacTu mpukaza GopMmyaupyercs camo pelieHue 0e3 ykKazaHusi UCIOJIHUTENIEH U CPOKOB
ucnonHenusi. OpraHu3aioHHbIe PEIIeHUs BCTYNAKOT B CWIY C JaThl MOAMUCAHUS U
PETUCTPALIUK TIPUKA3A.

Hampuwmep:

NPUKaA3bIBAIO:
1. YrBepauThr uHBecTHHHOHHYIO nporpammy OAQO «CereBasi KOMIAHUS» Ha
2020-2024 roasl coriiacHo npujoxenusam Ne 1-8

Eciu nyHKT GpopmynupyeT nopydeHue, B HEM YKa3bIBAKOTCS:

-IIOPYYECHHUE;

~UCTIOHUTEND (UCTIOTHUTENH);

-CPOK HUCIIOTHEHUS TOPYUCHUS.

B 5TOM ciydae COOTBETCTBYIONIMM MYHKT JOKYMEHTA [OJKEH HAYUMHAThCS C
yKa3aHus JOKHOCTH, (PaMUJIMK UCTIONHUTENS B JAaTEILHOM MAJIeKe, 3aTeM JIOJKHO UATH
MPEINUCHIBAEMOE JIEUCTBUE. YKA3aHUE CPOKA MCIOJHEHUSA JIACTCSA OTIAEIIbHOU CTPOKOU U
obopmisieTcss mudpoBBIM criocoboM. B kadecTBe HMCMOMHUTENEH MOTYT OBITH YKa3aHbI
OpraHU3alMHU WA CTPYKTYPHbIE TOJIPA3IEICHUSI.

Hampumep:

NPUKA3BIBAIK:

T HavajJbHUKY OT/Ae/a NPe3eHTAUMOHHLIX MEPONPUATHH H COJACHCTBUA
IKCHOPTY TMNPOMBINLIEHHON mnNpoAyKuuu MMHHHCTEPCTBA MNPOMBINLIEHHOCTH U
Topros/iu Pecnybsiuku Tarapcran B yCTaHOBJICHHOM MOpPs/iKe o0eceYuTh NPpHUeM U
PErucTpauMIo 3asiBOK OT IOPHAMYECKHUX JIMII.

Cpok npuema 3asiBok: 06.12.2019.
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2. CBoaHOMYy OTJeJly PpPa3MeCTUTh KOMNUIO HACTOSIEro MNpuKa3a Ha
opuIHANTBLHOM caiiTe MUHHCTEPCTBA B TeYeHHE OJHOI0 padoyero AHs € JAThl €ro
perucTpanuu.

Eciu npuka3 u3mMeHseT, OTMEHSET WIK JOMOJHAET paHee U3IaHHBIN TOKYMEHT WU
KAKHUE-TO €ro IMOJOXKEHUS, TO B MPEANOCAEAHEM MTYHKTE PACOPAIUTENBHON YAaCTU TEKCTA
JOJKEH CO/IEPIKATh CChUJIKY HA OTMEHSIEMBIN JOKYMEHT (IMYHKT JOKYMEHTA) ¢ yKa3aHueM
€ro Jarbl, HOMEpa U 3aroyioBKa. TeKCT myHKTa JOJDKEH HauuHaTthes cinoBaMu «lIpusnarh
YTPaTUBIIUM CHUILY ...».

B mpuka3z He cnepyer Bkawo4arh NyHKT «llpuka3 pgoBectu 10 CBEAEHUA...».
[loapa3nenenust (IOMKHOCTHBIE JIHMIA), 10 CBEAEHUS KOTOPBIX JOBOJUTCS TPUKA3,
NEPEUUCISAIOTCA B YKa3aTrelne pacChUIKU, KOTOPBIM HCIOJHUTENL TOTOBUT BMECTE C
IPOEKTOM IMPUKA3a.

[locnenHuy IyHKT pacrnopsiAUTEIbHOM 4YacTH MOXET COIEpKaTb CBEAEHUS O
IIOAPA3AEIIEHU WJIM JOJLKHOCTHOM JIMIE, Ha KOTOPOE€ BO3JIaraercs KOHTPOJb 3a
UCIIOJTHEHUEM MPUKA3a.

Hanpuwmep:

3. KoHTpoib 3a HCHOJHEHHEM NPHKA3a BO3JIOKHTH HA 3aMeCTHTe/Iss MHHHCTpPa
N.0.Oamuaus

HIIN

3. KouTpoub 3a ucno/iHeHMeM MPUKA3a 0CTaBJIAIO 3a CO00iA.

[Tonmuch cOCTOMT M3 HAMMEHOBAHUS JOKHOCTU JIUIA, MOJAMUCABIIETO JOKYMEHT,
JUYHOU MOAITUCH U paciii(GpoBKY MOAMUCH (MHUITHAAIIBI, (haMUIIus).

HanmeHoBaHWE [TOMDKHOCTH TE4YaTaeTcsl OT JIEBOW TpaHUIbl TEKCTOBOTO TIOJI,
UHULHANBL U (paMuIKs — OT NIPABON IPAHUIIBI TEKCTOBOTO MOJIA.

[Tpukasbl MOANMUCHIBAET MUHUCTP, 4 B €70 OTCYTCTBHUE — JIUII0, €T0 3aMEIaoIIee.

Busbsl BKIIOUAIOT AOKHOCTA BU3MPYIOUIUX, JIMYHbIE TOANUCH, pacuiuppoBKy
nojanuceit u aary. Bussl npocTaBisitoTcs Ha 000pOTE MOCIEAHEro JIMCTa MPUKa3a Win Ha
OTJIEJILHOM JIUCTE COTNIACOBAHUS (BU3UPOBAHUS).

[Tpunoxkenuss K  THOpUKa3y  BHU3UPYIOTCS  PYKOBOJMTENEM  CTPYKTYPHOIO
nojpa3fiesieHusi, MOJATOTOBUBILETO0 MPOEKT TMpUKaza, 3amecturenem wmuHuctpa. [lpu
HAJTUYUU HECKOJIBKUX MPUIIOKEHUN, TPUIIOKEHUS HyMEPYIOTCA. BHeceHne u3MeHeHuil B
MO/AMMUCAHHBIN MPUKA3, 4 TAKIKE B COTJIACOBAHHBIN MTPOEKT JOKYMEHTA HE AOMYCKAETCS.

CoBMecTHBIE TIPUKA3bl MEYATAIOTCSl HA CTAHAAPTHBIX Nuctax Oymaru ¢opmara A4
(210x297 mm) Oe3 Omanka, ¢ yKa3aHHEM Ha3BaHUS MUHUCTEPCTBA U JPYTUX OPraHOB UIIU
opranu3anuii (Ilpunoxenue Ne 11).

[Tpu opopmieHnn COBMECTHOTO MPHUKA3a:
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HAUMEHOBAHUS OPraHOB HCIOJIHUTEILHOM BJIACTHU PACHOJAraloTcsi Ha OJHOM
YpOBHE;

HaumeHoBanue Buna nokymenra — [IPMKA3 — pacnonaraercst ieHTpupOBaHHbBIM
CII0CO00M;

JaTta COBMECTHOTO TpUKa3za — eIuHasi, COOTBETCTBYET jare Oojiee NO3aHEH
MOJIIKCH;

PETUCTPAIIMOHHBIN HOMEpP JTOKYMEHTA, COCTABICHHOTO COBMECTHO JIByMsi U Ooliee
OpraHU3aIUsiIMH, COCTOMT W3 PETUCTPALMOHHBIX HOMEPOB, IMPUCBOCHHBIX JOKYMEHTY
Ka)KJIbIM M3 DTUX OpTraHU3alUN, TPOCTABISEMbIX YepPEe3 KOCYIO YEPTY B MOPAJIKE YKa3aHUS
aBTOPOB B JIOKYMEHTE;

MOJIUCH PYKOBOJAMUTENCH OPraHOB TOCYJAPCTBEHHOM BIIACTH PACIONIATAIOTCS HUKE
TEKCTa HA OJTHOM YpPOBHE.

6.3.3. Ilos10:keHue, NpaBUIa, HHCTPYKLUH.

[Tonoxkenue, mpaBuiia, HUHCTPYKIUU - OTO JOKAJIbHbIE HOPMATUBHBIE aAKThI
MUHHUCTEPCTBA,  OTHOCAIIMECS K  OPraHU3allMOHHBIM  JIOKYMEHTaM,  KOTOpbIE
YCTAHABIMBAIOT TIpaBa, OOA3aHHOCTH, TMOPSAOK (YHKIHOHUPOBAHUS CTPYKTYPHBIX
MOJIpa3eeHul WM TOCIHEAOBATEIbHOCTh OCYIIECTBIACHUS KAKUX-THUOO AeHCTBUM
(omeparuii).

[TonoxkeHnne mpuHUMAETCS B TOM CIIy4ae, €CJIu B HEM YCTAHABIMBAIOTCSI CUCTEMHO
CBSA3aHHbIE MEXKAy CcO000l mpaBuiaa MO BOMPOCAM, OTHECEHHBIM K KOMIETCHIUU
MHUHHCTEPCTBA.

B npaBunax ycCTaHABIMBAIOTCSI HOPMBI W TpeOOBaHMS, 00s3aTeIbHbIE IS
BBITIOJIHEHHUSL.

B MHCTpyKIMU wu31araercsi MmopsaoK OCYHIECTBICHHS KaKOW-THOO HEATETbHOCTU
WM TOPAJIOK MPUMEHEHHUS MOJ0KEHUM 3aKOHOJATEIbHBIX U UHBIX HOPMATUBHBIX AKTOB.

[Tonoxkenusi (mpaBujia, HUHCTPYKLMH) TPUMEHSIOTCS KAK CaMOCTOSATENbHbIC
MIPaBOBBIE aKTHI. YTBepKiaeHHE odopmisiercs B ¢popme rpuda yTBEpKIACHUS WU MTyTEM
U3JIaHUST PACTIOPAIUTENILHOTO JIOKYMEHTa 00 uX yTBepkaeHuu. PeieHue o mopsiake
NPUHATUS MOJ0KEHUM, PABUIT U UHCTPYKIIUNA HAXOAUTCS B BEJICHUU MHUHUCTEPCTBA.

[Tonoxenus (mpaBuia, UHCTPYKIMH) TEYATAKOTCA HA CTAaHIAPTHOM JIMCTE Oymaru
dbopmara A4.

3aroJ0BOK K TEKCTY OPraHM3alMOHHBIX JOKYMEHTOB OTBe4YaeT Ha BONpoc «O uem?»;
3arojIOBOK K MHCTPYKIMH, COJAEpIKallled [JOKHOCTHbIE TpeOoBaHUS U HOPSAIOK
npoBeeHUsT padOT (JOMKHOCTHAs WHCTPYKIHMA), OTBedaeT Ha Bompoc «Koro?»
(IOMKHOCTHAS UHCTPYKIIUS BEAYIIETO CIEIHUAIUCTA).

3aroyioBOK JIOJKEH PACKPBITh COAEPKAHUE TOJIOKEHU M (TTPaBUIl, HHCTPYKIIUIA).

Hanpumep:

NHcTpyKums 1no ae/10npou3BoJIACTBY B
MuHucTepcTBe NPOMBILLIEHHOCTH U TOproBiu Pecnydianku Taraperan
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TekcT opraHu3alMOHHBIX TOKYMEHTOB BCET/A ACIUTCS HA MIIABBI (Pa3/iesibl), MyHKTHI
M TOJINYHKTbl B COOTBETCTBUM C OObEKTOM periameHtaunu. Kaximas miaBa (paspen)
JOJKHA UMETh COOTBETCTBYIOIIMII HOMEpP M 3arojiOBOK, Hale4yaTaHHble C MPOMUCHOU
OYKBBI.

B nonoxenuu o CTpyKTypHOM MOAPA3ACIICHUH:

- o0mme mnonokeHus (KOHCTATHPYIOWIAs YacTh, IJ€ YKa3bIBAIOTCSA OCHOBAHUSA
pa3pabOTKHU, OCHOBHOE HA3HAYEHHWE HOPMATHUBHOIO akTa U cdepa ero pacrnpocTpaHEHUs,
OTBETCTBEHHOCTh 32 HAPYIIEHNUE YCTAHOBIEHHBIX MPABUI U TEXHOIOTUI);

- CTPYKTypa (eciiu moapa3aeeHue UMEET CTPYKTYPY);
3aJ1a4H;
byHKIUH;
npaga;

OTBCTCTBCHHOCTS,

B3aMMOOTHOIICHUS.

B nOMmKHOCTHOM MHCTPYKIHHU:

- 001IHE TTOJIOKEHUS;

- GyHKIIHH;

- TOJZKHOCTHBIE 00513aHHOCTH;

- IpaBa;

- OTBETCTBEHHOCTb;

- B3aUMOOTHOIIICHUSI.

B TekcTe MOKYMEHTOB, PErIaMEHTUPYIOUIUX KAKOM-IMO0 MPOIEeCce, MAOMKHBI YETKO
MIPOCIECKUBATLCSA  MPUUYUHHO-CIIEACTBEHHbIE CBSI3M MEXKIYy HOpPMaMH, IpPaBUJIAMH,
TpeOOBaHUSAMH.

B Tekcte Takux JAOKYMEHTOB Mpeo0NafaioT ONpEeAeeHHbIe THUMbl MOAAIbHBIX
3HAYEHUH, TIepeaBaeMble OMPEICICHHBIMU BhIPAKEHUSIMU:

- J03BOJIEHHE  («pa3pemiaeTcs», «MOXKET», «UMEET TPaBO», «BIPABE,
«PEKOMEHYETCSI» U JIp.);

- 00s13BIBaHME («JIOTKHBD», «00S3aHBD», «KHEOOXOIAUMOY, «CICIYET»);

- 3ampeT («3amnpeliaeTcsy», «He pa3peniaeTcs», «He JOMyCKaeTC s, «HE CIEoYeT»).

[naBbl (pasmensl) HyMepyroTcss puMckumu mudpamu. Hymepauuss nmyHKTOB u
MOJIITYHKTOB Mpou3BoauTcs apabckumu mudpamu. [IyHKTBI HyMepyloTcst B Ipenennax
IaBbl (paszaena), HOANMYHKThI B mpenenax myHkta. Homep myHKTa AOMKEH COCTOATH W3
HOMEpa IJaBbl (pasjena) U HOMEpa IMYHKTa, pa3/eIeHHBIX TOYKOW (Hampumep, 1.2.).
Homep moamyHKTa HOMKEH COCTOSITh M3 HOMEpa INaBbl (pa3dena), HOMepa MyHKTa U
HOMeEpa MOAMYHKTa, pa3AeleHHbIX TOUKOH (Hampumep, 2.3.1).
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Tect opraHu3aIMOHHBIX JOKYMEHTOB (OpMyIUpyeTcs OT TPEThero JIuia
€IMHCTBEHHOTO WM MHOMECTBEHHOTO 4YHCJA («OTAEN OCYHIECTBISET (DYHKIUU...», «B
COCTaB YIPABJICHUS BXOMIST. ..»).

6.3.4. [Ipotoxko..

[TpoToxkomn 3acemaHus  —  JIOKYyMEHT  WH(GOPMAIMOHHOTO Xapakrepa,
npeaHa3HaYeHHBINA TSl (PUKCAIIMH XOJa PACCMOTPEHHS BOMPOCOB U NMIPUHSTHUS PEIICHUN Ha
3aceIaHMsIX KOJUJIETHaIbHbIX, COBEIIATENbHBIX, JKCIIEPTHBIX U AP. OPTaHOB, COBelllaHu. B
MUHUCTEPCTBE COCTABISAIOTCS MPOTOKOJIBI  3ace€JaHUN  KOJUIETUH, KOMHCCHUA  TIO
IIPOTUBONICHCTBUIO HE3aKOHHOMY O00OpOTY NPOMBINIICHHON mnpoaykiuu B PecnyOnuke
Tarapcran, 3acenanus llltaba mo oOecreyeHuro 0€30MaACHOCTH INEKTPOCHAOKEHUSI B
Pecnybnuke Tarapctan u ap.

[IpoTokon cocTaBisieTcss Ha OCHOBAaHWM 3aMKCeil, MPOU3BEACHHBIX BO BpPEMs
COBeINIaHus (3acefaHusl), MPECTaBIEHHBIX TE3UCOB JOKIAI0B U BBICTYIUICHHI, CIPABOK,
MIPOEKTOB PEIICHUH U JP. TOKYMEHTOB.

[Iporokon meuaraercs Ha oOieM OnaHke, cTaHAApPTHOM jucTe Oymaru ¢opmara A4
U UMEET CIEAYIONINE PEKBUZUTHI:

HAUMEHOBAHUE OpP2AHA  UCNOJIHUMENIbHOU 61acmu — YKa3bIBAe€TCA TOJTHOE
obuMaTbHOE W/WIM COKpalleHHoe (B CKOOKax) HaMMEHOBaHHE — MUHHCTEPCTBO
MIPOMBINIICHHOCTH ¥ TOproBiu Pecnydnuku Tatapcran (Munnpomtopr PT);

6uo dokymerma — cnoo I[I P O T O KO JI mnewaraercs nponucHbIMU OyKBaMU
B pa3pAaKy MOMyKUpHbIM mipudTom Ne 17 u BeIpaBHUBAETCS TI0 LIEHTPY;

8U0 3acedanus — OTHENSAETCS OT TMPENbIAYIIEr0 PEKBU3UTa 2 MEKCTPOYHBIMU
WHTEPBAIAMHU, TIEUATAETCS MOTYKUPHBIM mIpudTOoM Yepe3 | MHTEpBal U BBIPABHHBAETCS
10 LIEHTPY;

Mecmo npoeedeHus 3acedanuss — YyKasbiBaeTcs (MpU HEOOXOAMMOCTH), y KOTO
POBOJUTCA WJIM B KAKOM MECTE; Meuyaraercs uepe3 2 MEKCTPOUYHBIX MHTEpBaja IMOCie
PEKBU3UTA «BHJ 3acelaHusi, COBELIAHUS, OTAENACTCS OT HEero JIUHEHKON u
BBIPABHUBAETCS 110 IIEHTPY;

oama u Homep npomokxoiaa. JlaToil mpoTOKoNa SABASETCS nara 3acemanus. Jlata
odopmiigeTcs: CIOBECHO-LIM(MPOBLIM CIIOCOOOM U MeuyaTaeTcss 4epe3 2 MEKCTPOUHBIX
MHTEpBajga HIKE MPEAbIAYIIero PEKBU3UTA; HOMEP MPOTOKOIa 0003HaUYaeTcsi apabCKuMu
b pamMu, MOXKET BKITIOYATh OYKBEHHBIE HH/ICKCHI.

B MuHHCTEpCTBE MPOTOKOJBI MOTYT CO3/aBaThCs B MOJHOW HWJIM KPAaTKOM (opme,
IpU KOTOPOH OITyCKAETCs X0 OOCYKIEHHUS BOMPOCa U (PUKCUPYETCS TOIBKO MPHUHATOE 10
HEMY pelIeHHE.

[TonHbIN TPOTOKOJI COAEPIKUT MOBECTKY IHSA, yKa3aHUE MPUCYTCTBYIOLIUX, 3aMUCH
BCEX BBICTYIUICHHHM HA 3aceJaHWud, BONPOCHI, BBICTYIUICHHS JIMI, IPUHABIINX y4acTHE B
00CYXK/IEHUU, ¥ TIPUHSATHIE PEIICHUS.
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Kpatkuii mpoTOKOJI BKJIFOUAET TEMY BBICTYIUICHHS, (PaMUTTUN BBICTYIIUBIIUX (MOKET
OBITH KpaTKasi 3aMUCh BBHICTYIUUICHUS ), IPUHATHIE PEIICHUSI.

Penienue o gopme MmpoTokosia MPUHUMAET PYKOBOJAUTENb (MUHUCTP, 3aMECTUTEIIN
MHUHHCTPA), BO3MOXKHO IIPEABAPUTEIHLHOE 00CYKIEHHE ITOTO BOMPOCA C MAPTHEPAMH.

Texkcr mpoToKoIIa, KaK MPaBUiIO, COCTOUT U3 IBYX YAaCTE€H: BBOAHOMU U OCHOBHOU.

Bo BBOmHOM dYacT  yKa3bIBalOTCS MHULMANBL, (QamMunuu  npeacenaTess
(mpeacenaTenbCTBYIOMIEr0) U CEKpeTaps 3acedaHusi; MPUCYTCTBYIOMMUX (YY4ACTHUKOB) Ha
3acelaHuy, MPUMIIANICHHBIX JIUI]; oBecTKa IHs. Ecnu ydyacTHUKOB 3acemnanusi 6onee 15
4YeJIOBeK, B IMPOTOKOJIE YyKa3bIBaeTCsA O0IIee YHCIO0 YYaCTHUKOB, a CIHCOK
NPUCYTCTBYIOIIMX C YKAa3aHUEM JOJDKHOCTeM U (PaMUIIUN SBISICTCA MPUIOKEHUEM K
npoTokoiy. B aToM ciydae Briouaercs caeayromas popmynupoBka: «llpucyrcrsoBasiu:
4jleHbl KOMMCCHM M TNpUHIVIallleHHble B KogudyecTBe 30 4esioBek (CHHCOK
NPUJIATAeTCHA)).

Jluna, KOTOpHIX TMPUINIACHIA HA 3aceJaHhe B KadeCTBE HKCHEPTOB WM
3aMHTEPECOBAHHBIX IIHIl, mepeuucinsiorcs mnocie «llpuriameHHsie:) ¢ ykazaHueM HX
MOIDKHOCTEM W MecTa paboThl, €CIM OHU SIBISIIOTCS TMPENCTABUTEISIMU  APYTHX
opranu3anuii. MHOTOCTpOUYHBbIE  HAMMEHOBAHUSA  JOJDKHOCTEM  MPHUCYTCTBYIOIIHMX
MEYATAIOTCS YePE3 OJAMH MEKCTPOUHBIN UHTEPBAIL.

BBogHasi yacTh MPOTOKOJIA 3aKAHYMBAETCS MOBECTKOW JIHS, COMEpIKAIIEN MepeueHb
paccMaTpUBaEMbIX BOIMPOCOB, MEPEUUCICHHBIX B MOPSAAKE UX 3HAUUMOCTH C yKa3aHHEM
MOKJIaMUMKa MO KaXIOMYy paccMarpuBaeMoMy Borpocy (mpu Heobxomumoctu). Ecnu
BOIIPOCOB HECKOJILKO, OHM HYMEpPYIOTCS apabckumu IudpaMu U pacmoyiaraiorcs B
nopsiike oOcyxkaeHus. Borpocskl moBecTku AHA GOpPMYIUPYIOTCA ¢ Tipeaorom «Oy»
(«O0»), meuararoTCsi OT TPAHULIBI JIEBOTO TOJIS.

CnoBocoueTaHue «IOBECTKA JHS» PEKOMEHIYeTCsl MUCaTh MPOMUCHBIMU OyKBaMU U
pacmnonarath o HeHTPY.

Hanpumep:

INOBECTKA /IHA:

1. O mepax no NpoTUBOAEHCTBUIO KOHTPA(PAKTHON NMPOAYKIMH € UCIOIb30BAHHEM
TOBAPHbIX 3HAKOB pecny0JIMKAHCKUX NpeInpUATHIA.

JoK/IaJ4MK — 3aMeCTUTE/Ib MUHUCTPA A.ll. XycauHosn

OcHOBHasi 4yacTb NPOTOKOJIA TeyaTaeTcs depe3 1,5 MEKCTPOUHBIX HMHTEpBaIA.
OcHOBHast 4aCTh MPOTOKOJIA COCTOUT U3 PA3/ei0B, COOTBETCTBYIOIINX MyHKTaM MMOBECTKU
nHA. TeKCT KaKI0ro paszesia HyMepyeTcsi U CTPOUTCS 10 CXEME:!

CIIYIIAJIN:
BBICTVYITWIUA: (ecnu oopmiisieTcst OJTHBIN TPOTOKOI)
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PEIIWJIN: (wmu IIOCTAHOBWIJIN:)

[Tocne cmoBa «CJIIYILIAJIM»: B MMEHHTETLHOM TIAJIeKEe yKa3bIBaeTCs (amusius
MOKJIaquuKa | u3naraercs Ttema Jokiana. OCHOBHOE coJep:KaHUE JIOKJIAOB W
BBICTYIUICHUN BKJIIOYAETCS B TEKCT IMPOTOKOJA WM IPUIaraercsi K HEMy B BHUJE
OT/IENIbHBIX MATEPUATIOB; B TMOCJHEAHEM Ciyyae mocie (aMUINM JOKJIAT4uKa JejaeTcs
orMmeTKa: « TeKCT Aoknaaa npuiaraeTcs.

B pasnene «BbBICTYIIWJIM»: mocnenoBaTenbHO YKa3bIBAOTCA (aMuimm JIHII,
NPUHSBIIMX y4acTHE B OOCYKIEHUU JOKIIa/a, ¥ BBICKA3aHHbIE UMU MHeHUs. Damuauu
BBICTYNIUBIINX M COJAEpPKAHME HUX BBICTYIUICHUM 3amuckiBaloTcss B ¢dopme 3 nuna
€UHCTBEHHOTO HJIM MHOJKECTBEHHOTO YUCIIA: «CUUTAET», «IPEAJIaraeT» WIH «CUUTAIOTY,
«TpEeIaraTy.

[Ipy HEOOXOAMMOCTH B ATOM K€ pasjelie MPOTOKoIa (UKCUPYIOTCS BOMPOCHI,
3aJJaHHBIE IOKJIAIYUKY, U €0 OTBETHI.

B paznene «PELLWJIN»: («ITOCTAHOBWJIN») 3anuceiBaeTCs MPUHITOE PEIICHUE.
[TpunsThie pemenus GopMyTUPYIOTCS B HEONIPEAEIEeHHOH (hopMe TIarojia: «aopadoTaThy,
«oo0puTh», «mpouHGopMupoBaTh...». [l0 OAHOMY BOMPOCY MOMKET OBITH MPUHSATO
HECKOJIBKO PEHISHUH, B ATOM CIydae OHH HyMEPYIOTCS apaOCcKumu rudpamu.

Perienrie B TEKCT MPOTOKOJIA BHOCUTCS TOJIHOCTBIO B TOM (hOpMYyITUpOBKE, KOTOpas
ObUIa mpuHATA HA 3acenaHuu. [Ipu HEOOXOAUMOCTH HAPSAY C PEUICHHUEM YKa3bIBAIOTCSA
pe3yJabTaThl TOJOCOBAHMS: KOJUYECTBO TOJOCOB, MOJAHHBIX «3a -...», IPOTUB -...»,
«BO3AEPKABIIUXCSI —...», a TaKKe, €CJIM TOJIOCOBAaHHE OBUIO TAWHBIM, - KOJIMYECTBO
BBIJIAaHHBIX OroJuteTeHel. Ecnu oquH U3 y4acTHUKOB 3aCeaHusl HE COTJIACEH C PEIICHHEM,
OH MOXET TPEICTaBUTh 0c000€ MHEHHE MO MPUHATOMY pemeHuto. OHO m3naraercs Ha
OT/IENIbHOM JIUCTE U MPUCOEAUHSETCS K MPOTOKOoIy. B 3TOM ciyuae B mpoTOKome mnocne
3aMUCU COOTBETCTBYIONIETO pelieHus nenaercs 3anuch: «Ocoboe muenue [lerposa A.Il.
MIPUJIATaeTCs.

TexkcT KpaTkoro MpPOTOKOJA TaKKe COCTOMT M3 JIBYX yacTtedl. B BBOAHOW dacTu
YKa3bIBAIOTCS UHUIMATLI U (aMUIIUK TPEACENATeNs], CEKpeTaps, a TaKKe MHHUIHAIIBL U
(bamMmnK NPUCYTCTBOBABIIUX JIUII.

CnoBo «lIpucyrcTBoBanm» mneyataercst OT TPAHULIbI JIEBOTO MOJIs, MOUYEePKUBACTCS,
Mocjie CJIoBa CTaBUTCS ABoeToune. Huke mneuataroTcss HAMMEHOBAHUS JOJIKHOCTEU
MPUCYTCTBYIOLIUX, & CIIpaBa OT HAUMEHOBAHUS JOJKHOCTEH — UX MHULIAAIIBI U (DAMUITUU.
HaumeHoBaHUs TOKHOCTEH MOTYT YKa3bIBAThCS 0000IIEHHO.

Hanpumep:

[IpucyrcrBOBAIN:

3aMecTUTE b MUHUCTPA
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Odunancos Pecnyonuku Tatapcran N.O. Gamumnust
3amecTuTenh MUHHUCTPA

skoHoMuKkH Pecniybnuku Tatapctan N.O. Gamunus

Cnucok oTaenseTcsi OT OCHOBHOM YacTH MPOTOKOJIA CIUIONIHOM YepTO.

B ocHOBHOM 4acTu IIPOTOKOJIA YKa3bIBACTCA HOMCEP BOIIPpOCa B COOTBCTCTBHH C
MMOBECTKOM JAHs, COACPKAHUE BOIIPOCA U IPUHATHIC PCIICHMA.

HaumeHoBaHue BOIpOca HyMEPYETCS pUMCKON HU(PON M HAYMHACTCS C Mpeaiora
«O» («Ob»), meyataeTcsa UEHTPUPOBAHO pazMmepoM mmpudra Ne 15 u momuepkuBaetcs
OJTHOM 4ePTOM HUIKE MOCTETHEH CTPOKH HA PACCTOSTHUM HE Oosee oHoro uurepsana. [loa
4epTON YKa3bIBAIOTCS (PaMUIUU JOKHOCTHBIX JHIl, BBICTYMABUIUX MPU OOCYKIECHUU
naHHoro Bompoca. PaMunuu mnedararoTcs 4Yepe3 | MEeKCTpOUHbIM WHTEpBal. 3areMm
YKa3bIBACTCS MPUHITOE IO BOMPOCY PEIICHUE.

[Iporokon mnoAmuchiBaeT mpeacenarenb 3acelaHus U CEKpeTapb 3aceaHusl.
[loamuce oTaensieTcss OT TEKCTAa TPeMsi MEKCTPOYHBIMU HWHTEpPBAJlaMH M BKJIIOYAET
HAMMEHOBAHUE JIOJHKHOCTH JIUIA, MOAMUCHIBAIONIETO MPOTOKOJI, €ro JIMYHYK) MOJIHUCH,
pacmmpoBKy MoANUCH (MHULIKANBI U amuinsi). HanMeHoBaHuE TOMKHOCTH MEeYaTaeTCs
OT JE€BOM TpaHUIlbl TEKCTOBOTO TMOJISI 4Yepe3 OWH MEXKCTPOUHBIM MHTEpBAI U
LEHTPUPYETCS] OTHOCUTENIBHO CcaMoOW JUIMHHOW cTpoku. PacmmdpoBka mnoamnucu
pacrmoyiaraeTcs Ha ypOBHE MOCIEAHENH CTPOKM HAMMEHOBAHMS JIOKHOCTH C IMpoOesrom
Mexay uHunuanamu u damuiueit. [locnennsisi OykBa B pacumdpoBKe OrpaHUUUBAETCS
IIPaBbIM MOJIEM.

[IporokonaM mpUCBaMBAIOTCS CKBO3HBIE TMOPSAKOBBIE HOMEpa ¢ OyKBEHHBIM
obo3HaueHUeM B TMpeAenax KajieHaapHoro roga. [IpoTokonbl COBMECTHBIX 3aceqaHui
UMEIOT COCTaBHbIE HOMEPA, BKITIOYAIOIINE MOPSIKOBBIE HOMEPA IPOTOKOJIOB OPraHU3alIU,
MIPUHUMABIIIUX YYaCTUE B 3aCEIAHUMU.

Homepa pemienuit, npuHSTBIX HAa 3acelaHUsIX, COCTOAT U3 HOMEpA MPOTOKOIA,
HOMEpPA PAcCMATPUBAEMOTO BOIPOCA B MOBECTKE AHS U MOPSAKOBOTO HOMEpPA PEILICHUS B
npenenax Bonpoca. Bo3amMokHO u3iaHue pellieHus], Kak caMOCTOSITENILHOTO TOKYMEHTA.

['pud (momeTka OrpaHUYEHHS JIOCTYNAa K JOKYMEHTY) — TIPOCTaBIsAETCS Ha
POTOKOJIE, Co/epXkKaneM HHPOPMALMI0 OTPAHUUYEHHOTO pachpoctpanenus. IlomeTka
«lma cnyxeOHOro MOIL30BaAHMS» IEYATAETCS B MPABOM BEPXHEM Yy MEPBOTO JIMCTA
npotokoia. Homep osx3emimigpa meuaraercs Huwke rpuda (momerku) uepe3 1,5
MEKCTPOUYHBIX UHTEPBAJIA U LIEHTPUPYETCS IO OTHOMICHUIO K HUM.

Konuu mnpoTOKOJIOB TMpPU HEOOXOAUMOCTH PACCHUIAIOTCS  3aMHTEPECOBAHHBIM
OpraHu3alusM W JIOJDKHOCTHBIM JIMIIaM B COOTBETCTBUHM C YKa3aTCIEM PAaCCHUIKH.
VKka3zarenab COCTaBIs€T M HOJAIUCHIBAET OTBETCTBEHHBIM HCIOIHUTENbL IMOAPA3IEICHUS,
TOTOBUBIIIETO PACCMOTPEHUE BOMPOCA.




64

[TpunsiThie pelnieHus JOBOASTCS A0 WCMOJHUTENEH B BHJIE PEIICHUN, BBITHCOK W3
MIPOTOKOJOB. BBIMUCKKA W3 MNPOTOKOIOB OGOPMIIAIOTCA HA COOTBETCTBYIOIIEM OlaHKe,
BU3UPYIOTCSL OTAEIOM JEJONPOU3BOJICTBA M KOHTPOJSE M 3aBEPAIOTCA  I€4aThIO
MUHUCTEPCTBA. B BBIMHUCKAX NETAETCs MOCIOBHAS 3alUCh COJACPIKAHUS BBITHUCHIBAEMbBIX
a03aneB. Pemenuss moanuchiBaroTcs MUHHUCTpoM. Ha peiieHusix, BBIMUCKAX KOJUIETHH,
OTIIPABJISIEMBIX BO BHEIITHUE OPTaHU3AIUU, CTABUTCS repOoBas mevars.

[Tpumep oopmnenus IIporokona gan B [punoxennn Nol2.

6.3.5. CayxedHas nepenucka.

CnyxeOHasi mepenucka — pa3lIuuHble BUJbl  OQUIHANBHBIX  JOKYMEHTOB
UH(OPMAITMOHHO-CITPABOYHOTO XapaKTepa, UCMOIb3yeMbIX 1Ji1 oOMeHa uHbopmaluei B
NEATeIbHOCTH MUHUCTEPCTBA.

Bunpl nenoBoit mepenucku M MX HA3BaHUS — JIENOBOE (CiIyKeOHOE) MUCHMO,
tenerpamma, ¢axkcorpamma  (daxc), TenedoHOrpamMma, IIEKTPOHHOE  MHUCHMO
(3NIEKTPOHHOE COODIIEHNE) — CIMKUIUCH B 3aBUCUMOCTH OT CIIOCOOO0B Mepeavyn IeI0BON
uH(dopMaIuu: Mo KaHajaam MOYTOBOM CBSI3U WJIU TTOCPEACTBOM IEKTPOCBSIZH.

JlenoBoe (cmyxkeOHOE) TMHUCBMO — JOKYMEHT HWH(POpMAIMOHHO-CIIPABOYHOTO
XapaKTepa, HAMpaBlIsIeMbIii OPraHOM BIIACTH, OpPTAHHU3ALMEH, [TOKHOCTHBIM JIMIIOM
aapecary (opraHy BJIaCcTH, OPraHU3ALUK WU JIUILY) MO MOYTOBOU CBSI3H.

Tenedponorpamma - AOKyMEeHT HHGOPMAIIMOHHOTO XapakTepa, NepeaaBaeMbli U
MOJIy4aeMblil o Tesne)OHHOM CBA3H.

Tenerpamma - 10KyMeHT MH(DOPMALIMOHHO-CITPABOYHOTO XapaKTepa, HAPaBIsieMbIi
aapecary (opraHy BIIAaCTH, OpraHM3alMKd WM JMIly) IO TenerpadHoM ceTu oOIIero
MOJIb30BAHUS.

dakcorpamma (dakc) - momydaemass Ha OyMaKHOM HOCHUTENIE KOMHUS JTOKYMEHTa
(mucbMeHHOTO, TpadUyecKkoro, M300pA3UTENBHOIO), MEPEeNaHHOrO0 MO0  KaHajaM
(haKCUMUIIBHOM CBA3U.

DNEeKTPOHHOE TMHUCHMO (DJIEKTPOHHOE COOOIIEHHE) — JOKYMEHT HMH(POPMALKUOHHO-
CIIPABOYHOTO XapakTepa, MePe1aBacMbii U MOJYYAEMbIN MO JIEKTPOHHOM TMOYTE, CAUHON
MEKBEIOMCTBEHHOU CHUCTEME IEKTPOHHOTO JOKYMEHTO000pOTa. DIEKTPOHHOE MUCHMO
UMeeT CTaTyC JOKYMEHTA, €CIIM OHO 3aBEPEHO AIEKTPOHHOM MOAINHUCHIO.

6.3.6. Caiy:keOHbIe IHCHLMA.

CnyxebHbIe THChMa MUHUCTEPCTBA TOTOBSTCS:

KaK OTBEThI O BBIMONHEHUM mopydeHuil [Ipesummenta PecrnyOmuku Tarapctan u
[IpaButenscrBa Pecriyonuku Tarapcran;

Kak ucrnonHenue nopydenuit [lpesnnenra Pecnybnuku Tarapcran u [IpaButennctpa
Pecnybnuku Tarapctan mo oOpameHusiM rpaxaaH [0 BOMNPOCAM, OTHOCSUIUMCS K
KOMIETEHI[MA MUHUCTEPCTBA;
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KaKk OTBEThl Ha 3alpoChl OPraHOB TOCYJAPCTBEHHOM BIACTH, OPTaHOB MECTHOTO
CaMOYTPABIICHUS, PA3TUYHBIX OPTaHU3ALNN, IPEANPUATAN U YACTHBIX JIHII;

KaK COIPOBOIMTEIIbHbBIE [TUChMA;

KaK WHUIMATUBHBIE TTUCHMA.

CnyxeOHbple TIMCbMa B MHUHHUCTEPCTBE I[I€4YaTalOTCS Ha OJaHKax MUChMa
MUHUCTEPCTBA.

[TucbMO MOMKHO OBITH TIOCBAIIEHO OJHOMY BOIpocy. /IBa Bompoca u 0ojee MOoryT
paccMaTpuBaThCsl, €CIM OHU OTPAKAIOT CTOPOHBI OJTHOTO OONIIEr0 BOMPOCA U 1O HUM OyAeT
IPUHUMATHCS OTHO PEIlICHUE.

[TucbMO He MOMKHO OBITH OOJABIIUM 110 00BEMY (OONBITMHCTBO MUCEM — 10 OJTHOU
CTpPAHHIBI TEKCTAa W JIUIIb B WMCKIIOYUTEIBHBIX CIIy4asiX, TpPeOYIOMmHUX IeTaabHOTO
OTMCAHUS U aHAIN3a, MUChMO MOMKET COepXkaTh 0 MATH cTpanuil Tekcra) ([Ipunoxenue
Ne 13).

[Tpu odopmienun mucbMa Ha ABYX W Ooliee CTpaHUIAX BTOpAs M MOCICOYIONIHNE
CTPAHULIBI HyMEPYIOTCS IO CEPEIMHE BEPXHETO MOJIS JTUCTA apaOCKUMU U pamu.

B nenoBeIX nMuchbMax UCHOJIb3YIOTCSA (POPMBI U3TTOKEHHUS:

- OT TmepBOoro juia MHOKecTBeHHOro uyucia («[Ipocum HampaBuTh...»,
«Harmpasnsgem uadopmanuio...» 1 ap.);

- OT TpPEeThero JHula eIUHCTBEHHOTO uucia («MUHUCTEPCTBO TMpeiaraet
PACCMOTPETh. ..», «OOIIECTBO CYUTAET BOZMOKHBIM. . .»);

- OT IEPBOTO JHUIA EAUHCTBEHHOTO YKCIIA («CUUTAI0 HEOOXOAUMBIM. ..», «IpeaIaraio
PacCMOTPETE...»), €CITU MUCBEMO 0(hOPMIICHO Ha OJIaHKE JOIKHOCTHOTO JIUIIA.

[TucpMO COCTOUT U3 CHEMYIOIUX OCHOBHBIX YaCTEH:

- oOpaleHue;

- BCTYIUICHHE;

- OCHOBHOE COJEPIKaHUE;

- 3aKJIIOYEHHUE.

[Ipu oOpamieHuu K ajapecary YYUTBIBAETCA €ro CIy)KeOHOe TOJ0KeHHE, cdepa
NEeSATeTLHOCTH U T.11.

Haubonee yacto ynorpebnsiembiMu popMamu 0OpanieHus sBIsiFOTCS

YBaxkaewmsiii rocnonuH Ilpeacenarens!

YBaxkaembiii rocniogus ['ydoepuarop!

YBaskaembiit rocniogud Tutos!

YBaxkaemas rocroxa [lerpoBckasi!

VYBakaemsiit Cepreii [lerpoBuu!

YBaxkaemas Onbra Hukonaepna!

Cepreii [leTpoBuu!

YBaxkaembliii -H Tutos!

YBakaemblie rocrnoaa!



66

B oOpamenun no J0MKHOCTH HAMMEHOBAHUE JOJIKHOCTU IMHUILIETCS ¢ MPOMUCHOU
OyKBBI, B 0OpanieHuu 1no GpamMuiny HHULKAAIIBI JIIA HE YKa3bIBAKOTCA.

[Tpu oOpailleHnn K BHICIIMM JOJDKHOCTHBIM JIMIIAM OPraHOB BJACTH, JEIyTaram,
npe3uieHTam (mpeacenaresnsiM) o011ecTB, KoMIaHui, GuUpM, a TaKKe K JyXOBHBIM JIMI[AM
pa3UYHBIX BEPOUCIOBEIAHUN MNPUHATO OOpalieHue ¢ YyKa3aHueM JIOLKHOCTH 0e3
dhamunun.

BerynurensHoe oOpailleHHE pacrojaraercss HajJ TEKCTOM MHChbMa IMOCEpenuHE U
3aBEPIIACTCS BOCKIUIATEIbHBIM 3HAKOM.

Bo Bcrymnenun Qopmynupyercss TeMa NUCbMa, OOBACHSIONIAsE TMPUYUHBI €ro
HanucaHus. BetynieHue MOXeT CoepKarh:

- CCBUIKY Ha JIOKYMEHT (OpraHu3allMOHHO-TIPABOBOM, pPACHOPSAUTENbHbIMN,
HOPMAaTHUBHBIN, JIOTOBOPHOW, uH(pOpMAITUOHHBIH WA CIPaBOYHO-
AQHATTUTUYECKUN) U (UJIU) €T0 OT/IEJIbHBIE MYHKTHI, MOCTYKUBIINE IOPUIUIECKUM
OCHOBaHHMEM WJIH MOBOJIOM JJIsSI MTUCHMA;

- KOHcTaranuio (pakra, COOBITHS, CIIOKUBIIECHCS CUTYAIIUH.

3aroioBOK K TEKCTy CIy:KeOHOro MHCbMa COCTABISIETCSI B BHUJIE CIOBECHOU
KOHCTpyKuu ¢ npemiorom  «O» («O0») W OTMIArojibHBIM  CYIIECTBUTEIbHBIM,
orBevaroniuM Ha Bonpoc «O uem?». Hanpumep: «O06 ucnonHenuu...», «O BbIAEICHUH. ..»
u T.h. Ha Omanke mucbma 3arojioBOK pacmoiaraercs Huske pekBusuta «Cchuika Ha
PETUCTPALIMOHHBIM ~ HOMEP U JaTy JIOKYMEHTa», HauuHas OT CHElUaIbHOU
OTPAHUYUTEITLHONU OTMETKH.

OcHOBHOE cojiepKaHUE TTHChMA COCTABISIOT OMUCAHUE COOBITUSI WIIM CUTYAIUH, UX
aHaNu3 U MPUBOJUMBIE JOKA3aTENIbCTRA.

TekcT nmucbMa MOXKET COCTOSITh:

- U3 OJHOW 4YacTH, €CIU OCHOBHOE coliepKaHue nuchMa (mpocwda, cooluieHue,
HAIIOMUHAHUE U JIp.) HEe TpeOyeT 000CHOBAHUS,

Hanpuwmep:

IIpurnamaem Bac npuHATh, y4yacTHe B ceMHHape—coBemanuu «Bueapenue
uu@poBbLIX TEXHOJIOTHH B mnpombiuuLieHHocTH Pecnybnukm Tarapceran», KoTOpbIii
coctoutcs 9 okrsiops 2019 r. Ha wIomwaake Oprannoro 3aaa r.Hatepexubie YeHbl.

- W3 JBYX 4acTeil: 000CHOBAaHME WM 3aKIIOYEHUE - TPEJICTABICHHBIX B BHUJIE OJHOTO
MIPOCTOTO MPEIOKESHHUS.
Hampuwmep,

B cBsi3M ¢ HEOOXOMMOCTBIO PAcCMOTPEHUsI Psijia IKOHOMHUYECKUX TPOEKTOB
npocum Baiero coriacusi Ha nNpoBe/eHHe B TEKYlleM Mecsile coBemanusi B Mockse
C yYacTHeM MpeJAcTABUTE/Ieli MUHUCTEPCTB U BEJIOMCTB.

- U3 TPEX YacCTeH: BCTYIICHUE, 000CHOBAHUE, 3aKITIOYCHHUE.
Hanpuwmep:

B coorBercTBuu ¢ [li1anoM Hay4yHO-HCC/I€10BATEILCKHX PAad0T HALLIEMY OT/AeJy
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MOpy4YeHa TemMa... 0 CPOKOM BbINOJIHeHHs B Jexkaope 2018 .

B cBsi3M ¢ TeM, 4YTO B TeKyuUleM [0y YHCJI0 COTPYIHUKOB HAIEro OTaesa
coKpartuwioch 10 10 4YesioBeKk M BbINOJIHeHHE PadoTbl B CPOK He MpeACTAB/IsIETCH
BO3MOKHBIM, IPOCHM MPOU3BECTH KOPPEKTHPOBKY CPOKA BbLINOJIHEHUS TEMBbIL.

3aKIoueHue TMpeAcTaBiseTr CcOOOM BBIBOJABI B BHUJE MPEII0KEHUM, MHEHUH,
TpeOoBaHuM, MPOCHO, OTKA30B, HATTOMUHAHUMN.

3aKJIIOUnTENbHAsS YacTh MHUChbMA MOMKET 3aKaHUYMBATHCS (OPMYIOM BEKIUBOCTH
(atukeTHas (ppaza), HanpuMmep: «C yBaKeHUEM ...».

3akirounTenbHas  GopMysia BEXKIMBOCTH Pa3MENIAeTCs OT JIEBOTO 0N U
OTJENSAETCS OT HA3BAHUS IOHKHOCTH 3aISITOM.

Hanpumep:

C yBaxkeHueM,
3amecrurens [Ipembep-munucTpa
Pecny6inku TarapeTan - MUHHCTP  JIMYHAS MOANUCH  pacmiddpoBKa MOANUCH

Tekct nucema [OMKEeH ObITh HAMKMCAH JENOBBIM CTHIIEM, KOTOpPBIA 00namaer
COBOKYIHOCTBIO MPU3HAKOB, XapaKTEPU3YIOIIUX €r0 ¢ TOYKU 3PEHUs] 0TOOpA JIEKCUYECKHUX
CPEJICTB SI3bIKA, IOCTPOCHUS CIOBOCOYETAHUM, IPEUIOKEHUN U TEKCTOB B I[EJIOM.

Tekct muceMa cleayeT pa3ouTh Ha al3ambl, KaKABIM M3 KOTOPBIX JOJDKEH
COJIEpKaTh 3aKOHYEHHYIO MBICIIb U HAYMHATHCS ¢ KPACHOM CTPOKH.

K OCHOBHBIM CTUJIEBBIM Y€pPTaM JIEJIOBOI peur OTHOCSTCS:

- HEUTPAJIbHBIN TOH U3JI0KEHUS,

- TOYHOCTh U SICHOCTb U3JI0KEHUS;

- TAKOHUYHOCTh U KPATKOCTh TEKCTA.

[Tpu cocrTaBneHun AENOBBIX MUCEM PEKOMEHIYETCS MCIOJIb30BaTh KiHile (CJI0Ba U
hopMynHPOBKHU, YACTO YIIOTPEOIIIeMbIE [IJIsi BHIPAKEHUS OMPEACIICHHOTO CMBICIIA).

Hanpumep, HEKOTOpBIE KIIUIle — 000CHOBAHUS:

B cBs131 ¢ NpOU3BOJACTBEHHOH HEOOXOIUMOCTHIO. ..

B coorBercTBHU ¢ pemienueM CoBeTa JUPEKTOPOB (IPOTOKOJI OT _ Ne )3

Bo ucnonnenue Pacnopsikenuss Kabunera MunucrpoB Pecnydsimku Tarapcran ot
N

B nopsiake okazaHus MeTOAUYECKOMH MOMOLIH. ..
B uesifix ycujieHusi KOHTPOJISI CUTYallMU. ..}

B noarsep:kaeHue HalieHd JOrOBOPEHHOCTH. . .

B coorBeTCcTBHM ¢ rpa)MKOM NPEIOCTABICHHS. ..

[Io copepkaHUI0 M HA3HAYEHUIO IIMCbMA MOTYT HOJAPA3AC/IATLCS Ha: I[HMCbMa-
npoCchObl, MHCHMA-3aMpOChl, [HUCHbMA-OTBEThI, MUChMA-U3BEIICHUS, TAPAHTUIHBIE,
uH(}OpMaAIMOHHBIE, PEKIIAMHbIE, KOMMEPUECKUE, MUChMA-TIPUTTIAIIICHUS U JIP.
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Kaxapiit BU mucbmMa UMEET ONpeiesIeHHYI0 (OpPMYIHPOBKY OCHOBHOM MBICIIH:

MUCBMO-TIPOCKOa (3ampoc) — MPOCUM, Moy (Ha JOHKHOCTHOM OJIaHKE);

MUCbMO-CO00IIIEHHE — coo01aem (cooduao);

COIIPOBOJUTCIBHOC IIMCbMO — HAIIPaBJIACM, IIPEACTABIISICM, BbICBIIIACM,

MHUCBEMO-IIPEATONKCHUEC — IIPpEaIaracm,

MHUCHEMO-IIPUITIAMICHHUE — IIPHUITIalIacM,

IMHMCBEMO-HAalIOMHHAHHE — HAIIOMHHACM,

IIPCTCH3UA — BhIpaKacM, IIPCABABIACM, 3aABIIACM MIPETCHIHIO,

NUCHbMO-TpeboBaHue — Tpedyem, MPOCUM (B AETOBOM MEPEMUCKE CITOBO «IIPOCUM,
oOparieHHoe K JHIly, HApYIIUBIIEMY yCIOBHUS IOTOBOPA, MO 0053aTEIbHOCTH BBITTOITHEHUS
pPaBHO CIIOBY «Tpedyem»).

OTBeTHBIE MHUChMA JOJDKHBI COJIEPXKATh CCHUIKY Ha JaTy U HOMEp BXOMSIIErO
MOKYMEHTA. DTOT PEKBU3UT BOCHPOU3BOAUTCS Ha OJIAHKE U BKIIOUAET B ceOsl UCXOASAITUI
HOMED U JIaTy JOKYMEHTA, Ha KOTOPbIA JAETCs OTBET.

CompoBoMTeNbHbIE MHCHhMA COCTABISIIOTCA K JOKYMEHTAM, HE HMEHOIUM
apecyroller 4acTH.

B conmpoBOIUTENBbHBIX MUCHhMAX YKa3bIBAETCS HAUMEHOBAHHE COIPOBOKIAEMOIO
JIOKYMEHTA, COIEPKATCS TOSICHEHHS OTHOCUTENIBHO XapakTepa HCIOIHEHUS WX LU
HAMpPaBJICHUs MIPUITATAEMOT0 JOKYMEHTA.

[Tucemo-noaTBEpKACHHE YNOTPEONsieTcss sl COOOIIEHHUs, 4YTO TMOCIAaHHbIE
JMOKYMEHTHI (IIUCbMO, TeJerpaMma, HMHCTPYKIIMSI) OCTAlOTCA B CHJIE, a Takke A
MOJATBEPKICHUSI TONYYEHUs JAOKYMEHTOB WM [JIsi MOJATBEpPKICHUS Tele(OHHOro
pas3roBopa.

["apanTuiiHOe MHUCHMO COCTABISETCS C LENbI0 TOATBEPKICHUS OINPEACICHHBIX
obemanuii wiauM ycnoBuil (puHaHcoBble o00s3aTenbcTBA (OOCHIAHUA WU YCIIOBHUS)
BU3UPYIOTCS HAYAJIBLHUKOM OT/ieN1a (PMHAHCOBOTO IUJIAHUPOBAHMS, YU€Ta U OTUETHOCTH) U
aapecyeTcs yUpeKAEeHUIO WIH OTAETbHOMY JIUILY.

Hampumep:

I[Ipocum odopMuTh BO3BpaTHbIE aBHAOUJIETHI B COOTBETCTBUHM C 3asIBKOM...
Omnary rapanTupyem...

3amecTuTe/Ib MUHUCTPA AMUHAS NOMHCH pacuiudppoBKa NOANUCH

HayajibHUK ()pMHAHCOBO-
IKOHOMHYECKOIr0 OT/1e/1a P — paciu(poBKa NOANUCH

[TucbMo-HANIOMUHAHUE TIO COAEpPKAHUIO TpUOIMKaeTcsa K Tenerpamme. OOBIYHO
OHO COCTOUT U3 OJHOTO MPETIOKEHHUS.
Hanpumep:
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HanmomuHaeM, 4TO MO IUIAaHY COBMECTHbIX pador Bbl J0/IZKHBI NpeACTABUTH
oruer He mo3auee 02.11.2019.

3amecTuTE/Ib MUHUCTPA AMuHAS TOTMHCD pacmiudpoBKa NOAMUCH

Cpoku TOATOTOBKM OTBETHBIX TMHCEM YCTAaHABIMBAIOTCS B COOTBETCTBUHM C
3akoHoaarenbcTBoM Poccuiickonn Peneparuu u PecnyOnmuku TarapcTtaH, ykazaHUSAMU 10
UCTIOJIHEHUIO JOKYMEHTOB MHUHHUCTpPA. TEKCThl OTBETHBIX MHCEM JOJIKHBI TOYHO
COOTBETCTBOBATh [IaHHBIM MOPYYEHUSM, TMOCTYNMHMBIIUM 3ampocaM, YKa3aHHUSIM IO
UCTIOJTHEHUIO JOKYMEHTOB.

Cpoky TMOATOTOBKM HWHUIMATUBHBIX TIHCEM ONPECNAITCA PYKOBOAUTEISIMU
CTPYKTYPHBIX MOAPA3ACICHUMN.

Jlatoii nucbma  sABnsieTrcs pgara  ero  nonamnucaHusA.  ChoyxeOHble  MHChMA
MOJIMUCHIBAIOTCA MUHUCTPOM WIIM 3aMECTUTEIEM MUHUCTPA B COOTBETCTBUU C MPHUKA30M
ot 24 wionsg 2019 r. Nel57-on0 «O0 opraHu3anuy eIMHOTO MOPSAKa PadOTEI ¢ UCXOMSIICH
KOoppecnoHjieHnelt MuHUCTEpCTBAa MPOMBIIUIEHHOCTH UM TOproBinu Pecnybnuku
Tarapcrany.

[Tucema ¢duHAHCOBOTO XapakTepa, a TakkKe MUCbMa, COJAEpIKaIue 00s3aTenbCTBa,
3aBEPSIIOTCS  TMEYaThl0 MHMHHUCTEPCTBA, a B IMHCbMAX, colepKauux HHPOPMALIUIO
OTPAHUYEHHOTO PACHPOCTPAHEHHUS, MPOCTaBisAeTcss pekBu3uT «Jlns  cmyxedHOTO
MOJIb30BAHUS.

Cnyxebuble nucbMa B yCTaHOBIEHHOM WHcTpykuuell mnopsiake mIpoXomsT
POLIETYPY COTIACOBAHUS 3aUHTEPECOBAHHBIMU JOIKHOCTHBIMU JTUIIAMH MUHUCTEPCTBA.

6.3.7. Tenedonorpamma.

[lepenaya uHpoOpMaIUK C MOMOIIBIO TeledOHOTPAMM OCYIIECTBISETCS YCTHO IO
kaHajmaM TeneoHHOU CBA3u. TenedoHOTpaMMBbI HCMOIB3YIOTCS ISl  OMEPATHBHOTO
pelIeHusl CIYKeOHBIX BOMPOCOB B TE€X ClydasX, KOTrAa COOOMLIEHHE, MepeaaBaeMoe I0
tenedony, Tpedyer JOKyMEHTAILHOTO O(OPMICHHUS.

Tekct TenedoHorpaMmbl HE JOJDKEH MpeBbilmiaTh 30 CJIOB, a TaKKe COACPIKATH
TPYIHO BBITOBAPUBAEMbBIE CIIOBA.

Tenedonorpammbl,  aJpecoOBaHHbIE  MHUHUCTPY, 3aMECTUTENSIM  MHHHCTpA
OPUHUMAIOTCSL M 3alKMCBIBAIOTCS (MEYATAIOTCSl) CEKpeTapsiMu M HEe3aMEIJIUTENIbHO
TOKJIA/IBIBAIOTCS TOCIE WX TNpUeMa, 3aTeM PETUCTPUPYIOTCS U TepPEeNaroTcs s
MCTIOJTHEHUSI B COOTBETCTBUH C YKa3aHUEM MHUHUCTPA WM 3aMECTUTENS MUHUCTPA.

B tenedonorpamme JOMmKHBI YKa3bIBAThCSl HA3BAHUE BUJA JOKYMEHTA, J1aTa, HOMeEp,
HAMMEHOBAHUE OpraHU3allud, HAUMEHOBAHHWE [JIOJDKHOCTH, HWHULIMAIBL U (pamunus
aapecara, TEKCT, JO/DKHOCTb, WHHUNMAIBI ©  (QaMWids Jula, TOAMHCABIIETO
teneoHorpamMmy; MOKHOCTh, HHUIIMANBI U (haMIIUs TIEPEAaBUIErO U MPUHUMAIOLIETO
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teneoHorpammy, HoMepa Tene(OHOB, IO KOTOPHIM MEpenaeTcss W MNPUHHUMAETCA
uHdopmanus, Bpems npuema u nepefauu tenedonorpammel (IIpunoxenue Ne 14).

6.3.8. ®akcorpamMmmsl.

JIOKyMeHTBI, TONy4eHHbIE Ha oduIHATLHBIN TeaedoHHBIE HOMEp ((dakc)
MUHUCTEPCTBA MO KaHajgaM (aKCUMUIBHOU CBSI3U, PETUCTPUPYIOTCS B yCTAHOBICHHOM
nopsinke. JlokyMeHT, mpenHa3HaYeHHBIN 715 Iepeaadu Mo KaHanaM (pakCUMUITBHOM CBSI3H,
JOJKEH COOTBETCTBOBATH TPEOOBAHUSIM K O(DOPMIIEHUIO TOKYMEHTA.

CpencrBa (hakCUMUIBHOU CBS3U TPEIHA3HAYAIOTCS Il OTIEPAaTUBHON Tepenadu u
npremMa TEeKCTOB JIOKYMEHTOB M CIIy)KeOHbIX MarepuanoB. [lpu mepemaue u mnpueme
TEKCTOB CIIY’)KEOHBIX JOKYMEHTOB IO KaHaiaMm (aKCUMUIBHOU CBSI3U HEOOXOIUMO
PYKOBOJICTBOBATHCS CIEAYIOMUMH TPEOOBAHUSAMMU:

- 00BbEM TepeaaBaeMoro JOKyMeHTa (TEKCTa, CXeMbI, TpadUiecKoro u300paxeHus),
BBITIOJIHEHHOTO Ha Oymare Qopmarta A4 uepHBIM I1IBETOM, HE JOJLKEH IMPEBbIIATh 5
JUCTOB,

- OTBETCTBEHHOCTh 3a COJEP)KAHHE TepenaBaeMoi MH(OpPMAIIMKM BO3JIAraeTcs Ha
UCTIOJTHUTENS,  TMOATOTOBUBIIETO  JIOKYMEHT K  Mmepedade, W PYKOBOTUTEIIS
COOTBETCTBYIOIIETO MOAPA3AEICHNUS;

- 3anpeniaeTcs IepenaBaTb TEKCT JOKYMEHTOB ¢ HOMeTKou «/liusg cimyxkeOHOro
MOJIb30BAHUS;

- TO/UTMHHUKU JOKYMEHTOB TIOCIIE TIepeayd BO3BPANIAIOTCS WCIIOTHUTENISAM C
OTMETKOHM O BpEMEHU OTIPABKHU.

6.3.9. DiekTpoHHOE NUCHMO (COO0LIEeHHE).

DNEeKTPOHHBIE THUCbMA (COOOIIEHUsI) B MHUHHUCTEPCTBO MOCTYMAIOT MO EIUHOU
MEKBEJIOMCTBEHHOM CHUCTEME JIEKTPOHHOrO AokymeHTooOopora (mamee — EMCD]I), Ha
oduIaTbHBINA AIEKTPOHHBIA aJIpec MUHHUCTEPCTBAa mpt(@tatar.ru B cetu HTEpHET.

DNEeKTPOHHOE MUCBMO  (COOOLEHHE) COCTOMT W3  CONPOBOAUTENIBHOM U
cozepxkarenbHoM uacteil. ConmpoBOAUTENbHAS YaCTh NpEIHA3HAaYeHa i ajapecaruu
coobmenus. CopepkarenbHasi 4acTh MPEACTABISAET COOOM TEKCT COOOIIEHHS TUO0 TEKCT
COOOIlEHUsT C TIPUCOCTUHEHHBIMU (ailinamMu, COAEPNKANIMMU DIIEKTPOHHYIO KOIHIO
(amexTpoHHBIN 00pa3) TOKYMEHTA WU DNIEKTPOHHBINA JOKYMEHT U UX PEKBU3UTHI.

6.3.10. 3anucka (qoKJIaaHasNA, CAYKeOHAS], 00bSICHUTEIbHAS).
Joknaanas 3anmcka — JOKYMEHT, aJpECOBAHHBIA PYKOBOJCTBY, H3JIararoIUN
KaKoOH-JIH00 BOIIPOC C BBIBOAAMH H IIPCHJIOKCHHAMH COCTaBHTCIIA. ﬂOKJ]El,[[HaFI 3armuucCKa

HaIIpaBJIACTCA OT HHMKCCTOAIICTO AJOKHOCTHOI'O JIMIA BBIICCTOAIIEMY MOJIZKHOCTHOMY
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auiy (Hanmpumep, OT pabOTHUKA K PYKOBOIUTENIIO CTPYKTYPHOTO MOAPA3AEIACHUs, OT
PYKOBOJUTEISA CTPYKTYPHOTO MOAPA3AEIEHUS K PYKOBOIUTEIIO OPraHU3aIUuu U T.10.).

JloxagHou 3anuckoid MHGOPMHUPYIOT PYKOBOACTBO 00 uMewnmxcs (akrax,
COOBITHSIX, CJIOXKUBIIEHCS CUTyallUH, TPEOYIONIMX MPHUHSATUS PEIICHUS, O BBHIMOTHECHUU
pacHoOpsUKCHUM WM O 3aBEPIICHUM KakKuX-Tu00 pador. JloKimaaHble 3amuCKH MOTYT
COCTAaBIIATHCS MO BOMPOCAM OCHOBHOM [IESITENBHOCTH, MO JIMYHOMY COCTaBy (MEpeBOj
paboOTHUKA HA JPYrylo padoTy, HANOKEHUE NUCHUILUIMHAPHOTO B3BICKAHUS U T.J.), IO
aIMUHUCTPATUBHO-X03MCTBEHHBIM BOMPOCAM U T.]I.

CTpykTypa [NOKJIQJIHOW 3aMUCKU MOXKET COCTOATh U3 CIEAYIONIUX CMBICIOBBIX
pa3aenos:

[ paznen — uznoxeHue npuurH, HaKTOB UM COOBITHH, MOCTYKUBIIUX MTOBOJAOM IJis
HAMMCAHUS ITOTO TOKyMEHTA (KOHCTATUPYIOUIUHI pa3en);

Il pa3znen — aHanKU3 CIOKUBILIECUCS CUTYallud U MPUBEACHUE BO3MOKHBIX BAPUAHTOB
peuieHus  npoOjaeMbl  (aHAIM3WPYIOWMK  pasgen). JlaHHBIA — pasmen  SBISETCS
PEKOMEH/IaTEeNIbHBIM: OH MOKET MPUCYTCTBOBATh UJIK OTCYTCTBOBATh B 3TOM JIOKYMEHTE (B
3aBUCUMOCTH OT KaXK0M KOHKPETHOM CUTYaIlUH ),

[I1 paznen — onucanne KOHKPETHBIX BHIBOAOB, MHEHUM, IPOCHO WIIM MPEIIOKEHUN O
KOHKPETHBIX JIEUCTBUSAX, KOTOpbIe, I10 MHEHUIO AaBTOpa 3aMUCKH, HEOOXOIUMO
MIPEATNIPUHATE (PE3IOMHUPYIOITUN pa3aen).

TekcT MOKIAMHON 3alMCKUA W3JIaraeTcs OT MEPBOTO JIMIA €IUHCTBEHHOIO YMCIIA.
TexkcT mOKIaHOM 3aMUCKU cleayeT HayuHath cioBamu: «llo Bamemy nopyueHuo MHOIO
npoBeseHa...», «Bo ucnonuenue mnpukasa...», «B COOTBETCTBHM € IJIAaHOM...» U T.Ja. B
KOHIIE TEKCTa JOKJIAJHOM 3alMMCKU YETKO yKa3aTb BHOCHUMOE MIpeasiokeHue (mpochOy u
T.JI.) WIK CHOEeNaTh BBIBOAbI. 3aKAHYMBATH TEKCT IliesiecooOpa3Ho cioBamu: «CuuTaro...
(HEOOXOMMMBIM, Ieieco00pa3HeiM M T.1.)», «lIpemmararo...», «llpomry... (BBIAETUTS,
HAIPaBUTH T.]11.)».

JloknagHble 3alIMCKU COCTABIISIOTCS B OJIHOM JK3EMIUISIPE HAa CTAHAAPTHOM JIUCTE
oymaru dopmara A4 (210x297 mM), HO ¢ yKa3aHHUEM BCeX HEOOXOIMMBIX PEKBU3UTOB. K
TaKUM PEKBU3UTAM OTHOCSTCS:

-HAMMEHOBAaHUE CTPYKTYPHOTO MOJIPA3/ICICHUs — aBTOPA 3AMUCKH;

-HAMMEHOBAaHUE BUA JOKYMEHTA — JOKIA/IHAs 3aMHUCKa;

-J1aTa TOKyMEHTa — JaTa MOAMUCAHUS JOKIaHOM 3aMnCKu;

-pEruCTpallMOHHBIA HOMEDP TOKYMEHTA;

-ajapecar (A0JDKHOCTHOE JTUII0, K KOTOPOMY 0OpaIiaroTes);

-3aTOJIOBOK K TEKCTY. 3arojioBOK K TEKCTy BKIIIOUAeT KpaTKOE CojliepkKaHue
JOKJIAIHOM 3anucKku. B HeM He peKoMeHAYyeTCs UCMOJIb30BaTh IMAroJibHbIE KOHCTPYKIIHH.
3aroioBOK K TEKCTYy OGMOpPMIISIETCA € IMOMOIIBIO OTIIArOJBHOIO CYIIECTBUTEIBHOTO B
MIPEIJIOKHOM MMaJieske U HaunHaeTcs npeniaorom «Oy» umu «Oo»;
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-TeKCT JOKyMeHTa. JloknagHas 3ammMcka MOKET OBITh MPEACTaBICHA B TEKCTOBOM M
TaOIMYHOM BapUAHTAX WM UX COYETAHUH,;

-OTMETKA O HaJlM4uu [pWwIokKeHus (eciu OHO ecTb). OTMETKYy O Halu4uu
NpHIOKEHUsE O(DOPMIISIIOT B COOTBETCTBUHU C 1. 5.2.13 1aHHON UHCTPYKIIUY;

-nmoAnuch coctaButens. B cocraB pekBuzuta «llogmuck» BXOAST: HAUMEHOBAHHUE
TOJKHOCTH JIMIIA, TOANMCABIIETO 3aMKCKy; JIMYHAs TMOMAMKUCH, pacmm@poBKa TOAMUCH
(MHULIHATBI, (aMUITHSA).

[Tpu odopmnennn HOKIATHON 3aMMCKU MOKHO TOJIB30BAThCS KAK YIVIOBBIM, TaK U
MIPOJOTBHBIM PACIIONIOKEHUEM PEKBU3UTOB 3arOJIOBOYHON YaCTH.

CayxkedOHasi 3amMcKa — 3aMdcka O BBINIOJHEHWH KaKOW-IHMOO  padoThI,
HampaJsieMast TOJKHOCTHBIM JIUIIOM JIPYTOMY JIOJKHOCTHOMY JIHITY.

DT0 BHYTPEHHSS MEPENUCKa MEXKAY CTPYKTYPHBIMU MOJPA3IEICHUSIMHU, MEKITY
PYKOBOOMTENAMH WA PaOOTHHUKAMH OJHOTO YPOBHSI MO BOMPOCAM, BXOISIIUM B HX
KOMITETEHIIUIO.

CnyxeOHble 3alUCKU COCTABISIOTCA [0 BONPOCAM MAaTepUaIbHO-TEXHUUYECKOTO,
X03UCTBEHHOTO, HH)OPMAIIMOHHOTO, OPTAHU3AIMOHHOTO 00eCTIeYeHuUs U Jp.

CnyxeOHasi 3amucKa COCTaBISETCSs HA 4YUCTOM JMcTe Oymaru. J{omkHbBI
MPUCYTCTBOBATh CJIEAYIONINE PEKBU3UTHI: HAUMEHOBAHUE CTPYKTYPHOTO TOpAa3IeICHHUS,
HAUMEHOBAHUE BHJIA JIOKYMEHTA, Jara, PEerUCTPAIMOHHBIA HOMEp, 3aroJIOBOK K TEKCTY,
TEKCT, aJpecar, MOJANUCh. TeKCT CayXeOHOW 3amuCKH COCTOMT H3 OOOCHOBAHUS
(M370KEHHSI MPUYUH COCTABIICHUS ), TIPEIUIOKEHUM, TPOCHO U T.II.

OO0bsicHUTe/IbHASL 3alUCKA — 3TO JOKYMEHT, COCTaBISEMbBIA IS TOSCHEHUS
OTIENTbHBIX TOJIOKEHUH OCHOBHOTO JIOKYMEHTA, JIM00 JOKYMEHT, OOBSICHSIONINN PUIH HEI
KaKoOTO-TM00 COOBITHS, MpoucHIeCTBUsA, (akTa, MOCTYNKAa WIM TMOBEASHUS OTIEIbHBIX
pabOTHUKOB (HampuMmep, NPU BO3HUKHOBEHWM HEUITATHBIX CHUTYyalld, HaPYIICHUSIX
TPYIOBOH ¥ MPOU3BOACTBEHHON TUCIUTUTNHBI, JUCITUTUTMHAPHBIX HAPYIICHUSX ).

OObsicHUTENbHAs 3aMKCKa B TPYIOBBIX OTHOILICHHUSIX SBISETCS O00S3aTelbHBIM
JIOKYMEHTOM, COIPOBOXKIAONIUM JOKYMEHTUPOBAHHE IUCIMIUIMHAPHBIX B3bICKaHWH. B
TaKOW OOBSCHUTEIHHOUN 3amucKe PabOTHUK OOBICHSET MPUYUHBI HAPYIICHHUS TPYIOBOU
mucturuTiHbL. OOBSICHUTENbHAS 3aMUCKa CITYKUT OCHOBAHHUEM JIJIsl OIIEHKU paboTonareiem
TSHKECTH COBEPIIEHHOTO MPOCTYNKA U OOCTOSATENBCTB, MPU KOTOPHIX OH OBLT COBEPIICH.
TekcT Tako# OOBSICHUTEIBHON 3aMMUCKH, KaK MPABUIIO, COCTOUT U3 JIBYX Pa3/eiioB:

- IEPBBIH pa3en COAePKUT (HaKThl, TOCIYKUBIIHE MMOBOJIOM K €€ HAlTMCaHUIO;

- BTOPO# pa3yen — MPUYUHBI, 00BIACHSIONINE CIOKUBIIYIOCS CUTYAITHIO.

OObsicHUTENbHAS 3aMMCKa COCTABISAETCS HA YHUCTOM JIMCTE OyMaru U HMEET
CIEYIONIUE PEKBU3UTHI: HAMMEHOBAHUE CTPYKTYPHOTO MOJpa3[eieHus, HaUMEHOBAHUE
BHUJIa JOKYMEHTa, Jara, HOMEp, aJipecar, 3aroJioOBOK K TEKCTY, TEKCT, TOIIHUCh.
OOBsACHUTEIBLHYIO 3aMMMCKY pa0OTHHK Yallle BCEro MUIIET OT PYKU U B CBOOOIHOM opme.
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Jlo mpencrtaBieHHs COOTBETCTBYIOIIEMY JTODKHOCTHOMY JIMILy 3alUCKH MpU
HEOOXOAMMOCTU BU3UPYIOTCS 3aUHTEPECOBAHHBIMU JOKHOCTHBIMHU JIULIAMH.

7. Opranu3anus J10KyMeHT0000poTA.

7.1. [IpyHIUNBI OPraHU3AIUH TOKYMEHT0000pOTA.

JIBmKeHHe TOKyMEHTOB B MUHUCTEPCTBE C MOMEHTA WX CO3JIaHUs UJTU TIOJyYEHUS 70
3aBEPIICHUS UCTIOJIHEHUS UK OTIPABKHU 00pa3yeT JOKYMEHTOOOOPOT, KOTOPBIA COCTOUT
U3 YETBIPEX OCHOBHBIX IOKYMEHTOIIOTOKOB:

MOCTYTAIOIAsA JOKYMEHTAIus (BXOIs1Ias);

OTIpaBisieMas TOKyMEHTALMs (MCXOA11Iast );

OpraHu3anuoHHO-pacnopsauTenbHas gokymentanus (OP/);

BHYTPEHHSS TOKYMEHTAIHs (BH).

[Topsimox mMpOXOKAEHHWS JOKYMEHTOB U OIEpPAlMH, NPOU3BOAUMBICE C HHUMH,
pernaMeHTUpyoTcst HacTtosmeid WHCTpyknuend 1o AenonpousBOACTBY, PernmamenTom
MUHHUCTEPCTBA, TMOJOKEHUAMH O CTPYKTYPHBIX MOJpa3eNeHUsIX, JOJIKHOCTHBIMU
pernaMeHTaMu (MHCTPYKIIUSIMHU) CIeHATUCTOB, mpuka3zamu oT 25.10.2019 Ne 217-01 «O06
YTBEPKJICHUU TOPSAIKA PACCMOTPEHHUS TOKYMEHTOB MUHHUCTEPCTBA MPOMBINUIEHHOCTH U
toproBiu Pecnybnuku Tarapcran», ot 24.07.2019 No 157-o1 «O06 opranusanuu eIuHOTO
nopsaka paboThl ¢ UCXOMAIIEH KOppecHoHaeHned MUHUCTEPCTBA MPOMBIIIIEHHOCTH U
toproBnu PecnyOnuku Tarapcran», ot 24.07.2019 Ne 158-om «OO0 opranusanuu
MOKyMeHToOOOpoTa MMHHUCTEPCTBA MPOMBIIUIEHHOCTH U TOproBiau  Pecnybmuku
Tarapctan ¢  MOCTOSHHBIMHM,  TOJHOMOYHBIMH W TOPTOBO-3KOHOMHYECKHUMHU
npeactasutensmu PecnyOnuku Tarapctan 3a pybexxom u B cydobekTrax Poccuiickoi
denepanuny.

7.2. Oprann3anus J10CTABKH JOKYMEHTOB.

JlocTaBka JHOKYMEHTOB B MHUHHUCTEPCTBE OCYIIECTBIISIETCS CPEIACTBAMHU MOYTOBOM,
dhenbaberepCcKou U AMEKTPOHHOU CBsA3HU, B ToM unciie mo EMCO/l, u HapouHbIMH.

C moMoIp0 MOYTOBOM U (PeIbABErepCKOi CBSI3M B MUHUCTEPCTBO JI0CTABIISIETCA
MUCbMEHHAsI KOPPECHOHACHIUS B BUJIE MPOCTHIX U PETUCTPUPYEMBIX MUCEM, MOYTOBBIX
KapTodek, OaHIepOsIeil H MEJIKHX MMAKeTOB, a TAKIKE TIEYaTHBIX U3aHUM.
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[To xaHamam »SIEKTPOHHOW CBS3M TMOCTYHAIOT: TeJIerpaMMbl, (HaKCOrpaMMBI,
TeneOHOTPaAMMBI, IIEKTPOHHBIE COOOMIEHHS, B TOM YUCIIE AJIEKTPOHHBIE COOOIICHHUS 10
EMCO/I.

CooOmieHuss JIEKTPOHHOM TMOYTHI, MOCTYMAIOIME HAa JJIEKTPOHHBIM ajapec
MUHHUCTEPCTBA, MPUHUMAETCSI OTIEIOM JIETONPOU3BOICTBA U KOHTPOJIS, PETHCTPUPYIOTCS
U JOBOJSTCS B YCTAHOBJIEHHOM TOPSJIKE 10 CBEICHUS CTPYKTYPHBIX TOAPA3/ICICHUN B
COOTBETCTBHHU C HAMIPABJICHHUSIMU JICSITEIIBHOCTH.

OneKTpoHHbIE MUchMa (coobmeHus ), nocrymnawmue no EMCO/l, npuauMarorcs u
00pabaThIBatOTCS B YCTAHOBJICHHOM TOPSIJIKE.

JIOKyMEHTBI, MOIYYCHHbIE CIEHHATUCTAMU MHHUCTEPCTBA OT JIOJKHOCTHBIX JIMIL
MPYTUX OpTraHU3alWi, MOAJIeKaT O00A3aTeNbHON TMepeaade s PEeTUCTPAIUU  OTHEITY
TIENOMPOU3BOICTBA U KOHTPOJISL.

7.3. llpuem, 00padoTKa U perucTpauus MOCTYNAIIIUX J0OKYMEHTOB.

JIOKyMEHTBI, NOCTyNalollie B MHUHUCTEPCTBO HAa OyMaKHbIX HOCHTENISX U B
AIEKTPOHHOM BHUJIE, MPOXOJAT MEPBUUHYIO 00padOTKY, MPEeABAPUTEILHOE PACCMOTPEHUE,
PETUCTPALINIO, PACCMOTPEHUE PYKOBOACTBOM H JIOCTABIISIFOTCS UCITOIHUTEIISIM.

[lpuem wu nepBuuHass o00pabOTKa AOKYMEHTOB OCYIIECTBISIETCS  OTACIOM
NETOMPOU3BOJICTBA M KOHTPOJS MUHHUCTEpCTBA. OmMOOYHO JOCTABIECHHBIE JOKYMEHTHI
BO3BpAIIAIOTCS OTOpaBUTENIO. B ciydae, ecnu aapec OTIPAaBUTENS U 1aTa OTIIPABKH MOTYT
OBbITh YCTAHOBJIEHBI TOJBKO IO KOHBEPTY, B KOTOPOM TMOCTYNWJI HOKYMEHT, KOHBEPT
MPUJIATaeTCst K JOKYMEHTY.

KoHBepTHI C TIOKYMEHTaMU BCKPBIBAIOTCS (32 UCKIIOUEHHEM KOHBEPTOB C MOMETKOM
«JIMYHOY), TPOBEPSIETCS MPABUIILHOCTD TOCTABKH, IIEOCTHOCTh YIAKOBKH IOKYMEHTOB.

[Ipuy mepBuuHOM 00pabOTKE TMPOBOAUTCS COPTHPOBKA JOKYMEHTOB  Ha
pPETUCTPUPYEMBIE, YIUTHIBAEMbIC U HE MOJICKAIUE PETUCTPALIUH.

K [gokymeHTam, He MOIJIEXKAIIUM PErUCTpPAllid, OTHOCATCS JOKYMEHTBI, HE
TpeOYIOIINE UCTIOTHEHHUS U HE cojiepKaniue nH(pOopMaInio, UCIOIb3yeMYI0 B CITIPABOYHBIX
LEeNsAX: MPUITIACUTENbHbIC, MO3APABUTEILHBIE MHUChMA, TEIErpaMMbl, OWJIEThI, IUIAHBI,
pOrpaMMbl CEMHHAPOB, KOH(EpEeHIMN U APYTruX MOAOOHBIX MEPONPUATHHI, JOKYMEHTBI
no OyXxraaTepckoMy y4eTy, MaTepuajbHO-TEXHHYECKOMY OOECIEeYEHNI0, IUIaHOBbIE,
(buHaHCOBBIE TOKYMEHTHI, (OpMBI CTATUCTUYECKOM OTUYETHOCTH, MOCTynaromue 0e3
COMPOBOAUTENBHOTO  MHUCbMA,  PEKJIAMHBIE  JOKYMEHTbI, [E€UaTHbIE  W3JAHUS,
yHuuimpoBanubie GOPMBI U OTAHKH TOKYMEHTOB MEPENal0TCs M0 MPUHAJICKHOCTH.

Koppecnionyiennysi Ha MHOCTPAHHOM A3BIKE, MOCTYMHBIIAS HA UMS PYKOBOJICTBA
MUHHUCTEPCTBA, [0 PETUCTPALMHU TMEPEIAeTCs] B CEKTOp O(UIMAIBHOIO MepeBoAa s
cocTaBiieHUs HeopuUHMaTbHOTO TiepeBoda (aHHoTanuu). Bmecte ¢ HeodUIUaIbHBIM
nepeBoioM (AaHHOTALMEH) KOPPECIIOHICHIIMS HA MHOCTPAHHOM SI3bIKE BO3BpAILlAe€TCsl Ha
PETUCTPALIUIO.
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OOpanieHusi TpakJaH PEeruCTPUPYIOTCA OTIAEIBHO OT JAPYTUX BHUIOB JTOKYMEHTOB
MUHUCTEPCTBA.

JIOKYMEHTbI, aJpEeCOBaHHbIE PYKOBOJICTBY MMHHMCTEPCTBA, a TaKke 0O€3 yKa3aHus
KOHKPETHOTO JIMIIA WM CTPYKTYPHOTO MOIpa3eIeHUs PEIBAPUTEIILHO PACCMATPUBAIOTCS
OT/EJIOM JIeJIOTIPOU3BOCTBA U KOHTPOJIS.

[IpenBapuTenbHOE pacCMOTPEHHE JOKYMEHTOB IIPOBOIUTCS C ENTBIO BBIZEICHUS U3
BCETO0  MacCcMBa  TOCTYNHUBIIECH  KOPPECMOHACHIIMU  JIOKYMEHTOB,  TPEOyrOIuX
00513aTeIbHOT0 PACCMOTPEHHUS PYKOBOJICTBOM.

JIOKYMEHTBI, TOCTYMAIMIMe B MHHUCTEPCTBO IO BOMPOCaM, HE TPeOYIOIMUM
paccMOTpPEHHs] PYKOBOJICTBOM, HAMpABISIOTCS HEMOCPEICTBEHHO B  CTPYKTYPHBIE
MOJIpa3/ieNIeHUsl U OTBETCTBEHHBIM UCTIONHUTENSIM. OCHOBAaHUEM JIJIsl IPUHSTHUS PEIICHUS B
XO/Ie TIPEIBAPUTEIHHOTO PACCMOTPEHHs SIBISETCS COJAEpKaHHME JIOKyMEHTa, a He
aJipecoBaHUEe JOKYMEHTA COOTBETCTBYIOIIEMY JI0/DKHOCTHOMY JIUILY.

JIOKyMEHTBI, TOCTYNHUBIIAE B MHUHHUCTEPCTBO B padodyee Bpems, MPOXOIAT
NEPBUYHYI0 00pabOTKy W TEpeNaroTcsi Ha PEeruCTpanuio B JIEHb MNOCTYIUICHUS, TIPH
MOCTYIJIECHUH B Hepabodee BpeMs — Ha CIEAyIIuid padouuil jJeHb. JlOKyMEHTHI ¢
noMeTKoi «CpOYHO» | JIp. PETUCTPUPYIOTCS HE3aMEITTUTENBHO.

B muHucTepcTBe OCYHIECTBISETCS MEHTPATW30BAHHAS PETUCTPAIUs JTOKYMEHTOB.
Peructpanus BXOASIIMX JOKYMEHTOB OCYHIECTBIISIETCS OTIEIOM JEIONPOU3BOJCTBA U
KOHTpoOIsi. PerucrTpamusi BXOASIIMX JOKYMEHTOB OCYHIECTBISIETCS IyTEM 3arlOTHEHUS
PETUCTPALIMOHHO-KOHTPOJIbHOM KapTouku nokymenTa (nanee — PKJ) 8 EMCO/I. [IpaBuna
3aMOJIHEHUSI OCHOBHBIX PEKBU3UTOB MpeacTaBieHbl B [Ipunoxenun Ne 15.

K PKJ] myrem CKaHMpOBAHUS MPUKPEIUIICTCS DIIEKTPOHHBIM 00pa3 JOKYMEHTa,
MOCTYINUBIINA B MHHHUCTEPCTBO Ha OyMakKHOM HOcHTeNe. BKIIIOUeHHE DJIeKTPOHHOTO
obpaza nokymenta B EMCD]l BO3MOXKHO TOCHE €ro CpaBHEHUS C MOIJIMHHUKOM
TIOKyMEHTA.

He ckanupyroTcs W HE TNPUKPEIUISIOTCS DJIEKTPOHHBIE O00pa3bl  CIEMYHONTNX
TIOKYMEHTOB: C TTOMETKOHU «J[71s1 ciry’keOHOTO MOIb30BaHUS», COEPIKAIINE TePCOHATTLHBIE
TTAaHHBIE, HOTAPUATILHO 3aBEPEHHBIC, 0OBEMHBIE MPUIOKEHHUS K JTOKyMEHTaM (OpOIIopHI,
KHUTH, TIPOCIIEKTHI).

Ha mony4eHHOM JTOKYMEHTE MPOCTABIISETCS PErUCTPAIIMOHHBIN IITAMIT HA JIUIIEBOU
CTOpPOHE TMEPBOTO JINCTA B €r0 HIKHEH MPaBOM YacTHU C yKa3aHHEM JaThl MOCTYIUICHUS U
BXOJISIIIIETO PETUCTPAIIMOHHOTO HOMEDA.

[TocTynuBiiue TenerpaMMbl MPUHAMAKOTCS TOJ] PACTIHCKY C MTPOCTABICHUEM JIaThl U
BpPEMEHU MPUEMa, 3aTeM IMEePEIAIOTCS HAa PACCMOTPEHUE PYKOBOJICTBY M HCTIOJTHEHUE.

Tekcr  moctynuBmiein  TenedOHOTPAMMBI 3aMUChIBACTCS MOJTy4aTesieM,
peructpupyercs B EMCDOJl u onepaTHBHO MepenaeTcsi PyKOBOAUTENIO, KOTOPOMY OHa
aZipecoBaHa.
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[lTocne perucTpanuy JOKYMEHTHI HAMpPABISAIOTCS HAa PACCMOTPEHHE PYKOBOICTBY
MHUHHUCTEPCTBA.

PykoBOACTBOM MUHUCTEPCTBA OPOPMIISIETCS YKa3aHUE (PE30JIOLIM).

Pe3omronust mo ucnonHeHuto jokymeHTa BHocutcs B PKJ] 8 EMCO/I.

PaccMoTpeHHBIE  PYKOBOACTBOM  JIOKYMEHTBI, TOCTYNHUBIIHE Ha OyMa)KHBIX
HOCHUTEIISIX, BO3BPAIIAIOTCS OTAEIY ACIONPOU3BOACTBA M KOHTPOJSA IS TMEepeaadd Ha
HCIOJIHECHHUE.

[Ipu obecrnedyeHnn AOCTyna MCIOMHUTENIO K IJIEKTPOHHOM KOMUM JOKYMEHTa B
EMDJ] noa/IMHHUK JOKYMEHTA TaKKe HAMPABIISIETCS UCIIOTHUTEIO.

[TognMHHUK JIOKYMEHTA, KOTOPBIM MCIOIHIETCS HECKOJIBKUMH UCIOJIHUTEISAMHU,
MOJTy4aeT OTBETCTBEHHBIN HCIOJHUTENb, OCTAJbHBIM HCIOIHUTEIAM MEPEAAIOTCS KOMUU
COMPOBOAUTENRHOTO THChbMA. C cofeprKaHNeM MPUIOKEHUN COMCTIONHUTENN 3HAKOMATCS

B EMCO/I.

7.4. Oprannsauusi 00padoTKH U perucTpanuu OTIPABJIAEMbIX IOKYMEHTOB.

[Topsimok MOATOTOBKHM HCXOMSAIIAX JOKYMEHTOB BKJIIOYACT B ce0si: COCTaBICHUE
NMPOeKTa JIOKyMEHTa, COIIaCOBaHUE, YTBEPIKICHHE, TMOAMUCAHUE, PErHCTPAIINIO,
TUPXUPOBAHUE U OTIIPABKY.

OTBETCTBEHHOCTh 3a COCTaBieHUE U OPOPMIICHHE JOKYMEHTAa B COOTBETCTBUU C
yCTaHOBIECHHBIMU WHCTpyKIMEl mpaBuiiaMu, a TAKkKe COTNIACOBAaHUE MPOEKTA JOKYMEHTA
C 3aMHTEPECOBAHHBIMU OpraHaMH BJIACTU U OPraHU3alMsaMU (BHEIIHEE COINIACOBAaHUE) U
TMOJKHOCTHBIMU JIMIIAMH MUHHUCTEPCTBA (BHYTPEHHEE COINIACOBAHWE) BO3JIAaraercsi Ha
UCTIOJTHUTEJISI IOKYMEHTA.

Jlo mepenmauu JOKyMEHTa Ha TMOAMUCH PYKOBOACTBY MHUHHCTEPCTBA HUCIIOJIHHUTEIND
TOJI’KEH MPOBEPHUTH €0 COAEPIKAHUE, MPABIIBHOCTh 0(hOPMIICHHUS, HATTUINE HEOOXOMMMBIX
BU3 M TPWIOKEHUH, TPH HEOOXOAMMOCTH - CHPABOK, MOSCHUTEIBHBIX 3aIHUCOK,
Pa3bSACHAIONUX COAEPKAHUE TOJrOTOBICHHBIX JOKYMEHTOB, YKa3aTelsl pPaCcChUIKHU.
JIoKyMeHT TpeAcTaBIsieTCsl Ha TONMUCh BMECTE C MarepuaiaMu, Ha OCHOBAHHH KOTOPBIX
OH TOTOBHJICS.

CornacoBaHue NMPOEKTa TOKYMEHTa MOXKET MPOU3BOAUTHCS B JIEKTPOHHOM BHJIE C
HCIIOJIb30BAaHUEM JJIEKTPOHHOW MOAMUCH.

JIOKyMEHTBI,  TOANHUCAHHBICE  PYKOBOACTBOM  MHHHUCTEPCTBA,  IEPEAAOTCS
UCTIOJTHUTEJIEM Ha PErUCTPALINIO OTACIY JCIONPOU3BOJICTBA U KOHTPOJIS.

[Ipu perucrpanuu TPOBEPSIOTCS NPABUIBHOCTHL  O(DOPMIIGHHS  PEKBHU3UTA
«Anpecary, HaTUYHE TIOAMUCEH, TPUIOKEHUI, YKa3aHHBIX B TEKCTE JIOKYMEHTA, OTMETKH
00 WCMONHHUTENE W COOTBETCTBHE KOJMYECTBA JK3EMIUIIPOB JOKYMEHTA YKAa3aTellto
PACCHUIKH.
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PeructpaiiuoHHbIl HOMEP M JlaTa PErUCTPAIlMU MPOCTABISAIOTCA HA MOITUHHUKE
JIOKYMEHTa B pEKBU3UTaX OJlaHKa U HA BTOPOM (BHU30BOM) IK3EMIUISIpE JAOKYMEHTA,
OCTaNIEMCs B JIETIE.

Peructpanus HCXOQAIIUX JOKYMEHTOB OCYIIECTBISICTCSI B J€Hb HMX MOIAIMUCAHUS
(YTBep KIAEHHUS ) WJIK Ha CICAYIOMINN padounii 1eHb.

Ucxomsiiue nokyMeHTsl peructpupyrorcs B PKJ[ EMCO/I.

Bropsie (BU30BbIE) dK3eMIUISIPbl JOKYMEHTOB C MPUJIOKEHUSIMH B COOTBETCTBUU C
HOMEHKJIATYpPOH J1eJ1 MOAIMBAIOTCS B J1e70. [IonMMHHUKN TOKYMEHTOB, OTIPABICHHBIX 10O
EMCD3]I, nepenaiorcss B CTPYKTYpPHBIE MOJApa3IeNICHUs Uil JAIbHEUIIEro pelieHus: mo
BUJy OTIPABKHU, a BXOMASIINE AOKYMEHTHl (IOpYUYEHHMs, MUCbMA) TMOAINIMBAIOTCS B
COOTBETCTBYIOIIEE JENO.

OtnpaBnsieMble TOKYMEHTBI IEPENAIOTCS MOYTOBOU, (heIbIBErePCKOM, MEKTPOHHON
U Kypbepckol cBsi3bpl0. Pemnienue o crnocoOe MOCTaBKM JOKYMEHTA APYTHUM ajpecaram, a
TaKKEe O HEOOXOAMMOCTHU JOCBUIKH aApecaTry MNOMJMHHHMKA JOKYMEHTa Ha OyMakKHOM
HOCHUTEJIE B ClIy4ae OTIPABKU JOKyMEHTa MO (PAKCUMIIBHOW CBSI3U WJIU DJIEKTPOHHOU
MOYTE MPUHUMAET UCTIOJIHUTEb.

AJnpecar, TNONyYalOlM¥ TMOMIMHHUK JOKYMEHTA HApOYHO, pACHUCHIBAECTCS B
MOJTYYeHHH Ha €ro KOIMWH, ocTaromuieics B aene, a B PKJ nemaercsa ormMerka 00 oTrpaBke
JIOKYMEHTA HAPOUHO.

3aMeHa pa30CIaHHOTO paHee [IOKYMEHTa OCYIIECTBISIETCS IO YKa3aHWIO JIMIIA,
MOAMUCABIIETO JOKYMEHT.

OtnpaBka HUCXOMSIIUX  JOKYMEHTOB TOYTOBOM CBSI3bI0 B MHHHCTEPCTBE
OCYILIECTBIISIETCSA OT/EJIOM JAEIONPOU3BOACTBA U KOHTPOs. McnonHuTensiMu JOKyMEHThI
JUISL OTOPABKU MEPENAIOTCS MOTHOCTHIO 0(OPMIICHHBIMU, OCYIIIECTBISETCS KOHBEPTOBAHHE
C yKazaHueM mo4ToBoro ajapeca. Oraenom  AenONpoOU3BOACTBA M KOHTPOJIS
OCYILIECTBIISIETCS B3BENIMBAHUE U MEpeiada Ha OTIPABKY B MECTHOE OTIEIECHUE CBSI3U.

7.5. Perucrpanus U npoxo:KaeHne BHYTPEHHUX JOKYMEHTOB.

[TpoxokaeHne BHYTPEHHUX JOKYMEHTOB Ha dTaraxX UX MOJATOTOBKU U O(GOpMIICHHS
JOJDKHO COOTBETCTBOBATH MMPOXOXKICHUIO OTMPABISIEMBIX JTOKYMEHTOB, a Ha JTare
UCTIOJTHEHUSI — TMOCTYTMAIINX JOKYMEHTOB.

BuyTpennsis nepenucka (Ciay)keOHbIe, MOKJIAIHbIE U OOBSICHUTEIBHBIEC 3aIHCKH)
pETUCTPUPYETCS OTIETIOM JEJIONPOU3BOACTBA U KOHTPOJIS.

[Tpuka3sl MO0 KaapoOBBIM BOTMPOCAM U IO JIMYHOMY COCTaBY PETHCTPUPYIOTCS B
OTHeNe KaApoB, NPHUKa3bl IO OCHOBHOM JEATENIBHOCTH PETUCTPUPYIOTCS OTHEIOM
TIENOMPOU3BOICTBA U KOHTPOJISL.

[TpoekThl pacnopsIUTENbHBIX TOKYMEHTOB MOCIE MOATOTOBKH M COTIACOBAHUS C
3aUHTEPECOBAHHBIMU  TIOAPA3ACICHUSAMH H  JIOJDKHOCTHBIMH  JIMIIAMH  TIEPEJaloTCs
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HAYaJIbHUKY FOPUAUYECKOTO OTIeNaa I  TPOBEPKH COOTBETCTBUS  COACPIKAHUS
JIOKYMEHTOB JICHCTBYIOIIEMY 3aKOHOAATEIILCTBY.

OdopmiieHHbIE JOKYMEHTBI IEPEIA0TCs Ha MOAIMCh MUHUCTPY WJIM 3aMECTUTEITIO
MUHHUCTpA.

PactupaxupoBaHHbIE IK3EMIUIAPHI MOAMUCAHHBIX MUHUCTPOM (WJIH 3aMECTHTEIEM
MUHHCTPA) W 3apETUCTPUPOBAHHBIX PACTOPAIUTEIBHBIX JOKYMEHTOB B 00s3aTeIIbHOM
MOPSZIKE PACCBUIAIOTCS B CTPYKTYPHBIC TOJpa3/e/ieHUs, B BEICHUU KOTOPBIX HAXOIATCS
paccMaTpUBaE€MbI€ BOTIPOCHI.

[lonroroBka # mepenadya BHYTPSHHUX JIOKYMEHTOB MHHHCTEPCTBA MOMKET
OCYIICCTBIIATLCS B 3eKTpoHHOM Buiae B EMCDJl ¢ ucmonb30BaHMEM JJIEKTPOHHOU
MOJANKUCH, a TakKe IMOCPEJACTBOM IEPCOHANBHOTO HMH(MOPMAIMOHHOTO MEHEKepa
Microsoft Outlook.

Komuu  moamucaHHBIX ~ MHHUCTpOM (MM 3aMECTUTEJEM  MHHHUCTPA)
pacImopsiAUTENILHBIX JOKYMEHTOB MOTYT PacChLUIaThCs B ANEKTPOHHOM Buae no EMCO/I,
KpOME HMMEIONIMX TMOMETKY «JI7s ciy)keOHOro moiib30BaHUS», COMIACHO HHGpOpMaIUu,
BHeCeHHOM ucnonHutenem B PKJI.

7.6. PaboTa ucnoiHuTE/IeH C TOKYMEHTAMHU.

PykoBoguTenn CTPYKTYpHBIX TOApa3Ne/ieHUd MUHUCTEPCTBA 00ECHeunBarOT
OTIEPaTUBHOE PACCMOTPEHHUE JOKYMEHTOB, JOBEICHHUE HUX [0 HCIOJHUTENEeH B JICHb
MOCTYIUICHUS,, KOHTPOJIb 32 KAYECTBEHHBIM HCIIOJIHEHHEM JIOKYMEHTOB IO CYIIECTBY
BOMpOCA.

[Ipu paccMOTpeHMM [OKYMEHTOB pYKOBOJWUTENb TMOMAPA3IACIICHUS  BBIICISACT
JIOKYMEHTBI, Tpelyrone cpoyHOoro wucnonHeHusi. CpouHble TOKYMEHTHI MEpeIaroTcs
HEMEJICHHO.

Wcnonnenue OOKyMEHTa mpeaycMarpuBaer: cOop u 00paboTKy HeoOXoaumon
uHGOpMallUK, TIOATOTOBKY TPOEKTa [JIOKYMEHTa, ero oQopMiIeHHE, COITIaCOBAHUE,
YTBEP)KJICHUE, TPEACTAaBICHWE Ha TOANUCH PYKOBOJICTBY MHHHUCTEPCTBA  WJIU
PYKOBOJUTEIIO CTPYKTYPHOTO MOJIpa3/IeNeHuUs], MOATOTOBKY K IEPECHUIKE aipecary.

HcnonauTenb onpenenser Heo0X0AUMOe KOTUYECTBO IK3EMILTIPOB JOKYMEHTA, MPU
HEOOXOAUMOCTU TUPAXKUPYET UX camocTosTenbHO. Ha moKkymMeHT, pacceuiaemslii Oolnee
4YeM B YEThIpE aJpeca, UCTIOIHUTENb TOTOBUT YKA3aTellb PACCHLIKH.

[Ipy omepaTMBHOM pEIIEHWH BOMPOCOB 0€3 COCTABICHUS OTIOJHUTEIBHBIX
TIOKYMEHTOB HCIIOJIHUTENb JIeJIaeT OTMETKH Ha JOKYMEHTEe: O JaTe MOCTYIUIeHus (ecimu
o0pa3oBajicsi MHTEPBAI BPEMEHU MEXKAY MOCTYIUICHHEM JIOKYMEHTa W €ro I0CTaBKOM
UCTIOJTHUTEIIO), O 1aTe U Pe3yIbTaTaX OKOHYATEILHOTO UCTIOTHEHMSI.

Bce oTMeTKH pa3MeniaroTesi Ha CBOOOIHBIX OT TEKCTa MECTaXx.

[Ipy Hanuyuu OTBETCTBEHHOTO WCIOIHUTENS BCE OCTaJIbHbIE MCIOJHUTEIN
(coucmonHUTENM) OTBETCTBEHHBI 33 CBOEBPEMEHHBIM M KAY€CTBEHHBIN  aHAIU3
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uHdopManuu ¥ TPEICTABICHUE OTBETCTBEHHOMY MCIOJHHUTENI0 B YCTAHOBJICHHBIE UM
CPOKHU HEOOXOAMMBIX MATepUaIOB (IIPOEKTOB IOKYMEHTOB, CIIPABOK, CBEACHUN U T.11.).

OTBETCTBEHHbIH UCIIOJIHUTEIb HECET NEPCOHAIIbHYIO OTBETCTBEHHOCTD 3a [OJIHOTY
U JIOCTOBEPHOCTb HH(OpPMAIMKM, HCIONL30BAHHOW IpPU MOATOTOBKE JOKYMEHTA,
HapyILIEHUE CPOKOB UCIIOITHEHHUS.

Wcnonuutens HE AOMKEH pasmiamarh COJAEPKAHUE TMOCTYMUBIIMX K HEMY
JIOKYMEHTOB ¥ MOJATOTOBJICHHBIX IIPOEKTOB [IOKYMEHTOB, TIOJIYYEHHBIX UM IIpU
UCIIOIHEHUU TPOPECCUOHANBHBIX OO0S3aHHOCTEH, ¢ HUMH MOTYT OBbITh O3HAKOMJICHBI
TOJIBKO JII[A, UMEIOIINE OTHOIIEHUE K UX UCIIOTHEHHUIO.

7.7. Y4eT U aHAJIU3 TOKYMEHTO000pOoTA.

Vder xonuuecTBa JOKYMEHTOB 32 OMpPEICICHHBIM MEpHoa BpeMeHU (TOH, MECHIl)
MIPOBOIUTCSI IO MECTY PETUCTPAIUHU TOKYMEHTOB.

Pesynmprarel yuera konmdecTBa JOKYMEHTOB OOOOIIAIOTCS W TOCIE OKOHYAHMS
KaJIEHIapHOTO To/Ia TIPEICTABIISIOTCS PYKOBOJACTBY MUHUCTEPCTBA.

B cooTBeTcTBUM ¢ MOpY4YEHUSMH PYKOBOJACTBA MOMKET OBITh MPOBEACH YYET
KOJTMYECTBA BCEX JIOKYMEHTOB WJIM OTAEIBHOUW TPYNIbl JOKYMEHTOB 3a OINpPENeICHHBIH
MIEPHUOJ] BPEMEHH.

3a eMHUITY y4yeTa KOJUYECTBA JIOKYMEHTOB MPUHUMAETCS caM JTOKYMEHT, B CiIydae
HEOOXOAUMOCTU OTJENbHO YUYMTBIBAETCS KOJIMYECTBO PA3MHOKEHHBIX JK3EMILISIPOB
JIOKYMEHTOB.

VYder konu4ecTBa JOKYMEHTOB MOKET MPOBOIUTHCS B 1IEJIOM MO MUHUCTEPCTBY HIIN
0 OT/ICNTBHBIM CTPYKTYPHBIM TOAPA3ICTICHUSIM.

[TocTynmaromme ©  co3marmiMecss JAOKYMEHThl  YYUTBHIBAIOTCA  OTNIEILHO B
COOTBETCTBUHU C MPUHATHIM Pa3IeJICHUEM Ha TPYIIbI JOKYMEHTOB.

7.8. Ilopsinok oOpameHuss co cayxeOHoii uHdopMauueil OrpaHu4YeHHOIO
pacnpocTpaHeHusl.

B muHucTepcTBE padboTa ¢ JOKYMEHTaAMHU, COASPKAIUME CIYKEOHYI0 HH()OPMAIIHIO
OTPAaHUYECHHOTO PACIPOCTPAHEHUS, OCYHIECTBISETCS B COOTBETCTBHH C MPHUKA30M
munuctepcTBa oT 25.12.2017 Ne 321-01 «O0 opraHu3anuu UCIOTHEHUS MOCTAHOBICHUS
Kabunera MunuctpoB Pecnybnuku Tarapcran ot 12.12.2017 Ne 975 «O06 yTBepkaeHuu
[lonoxkenuss o mopsAKe OOpameHuss coO CIyKeOHOW HHpOpPMALUEl OTPAHUYCHHOTO
pacrnpoCTpaHeHWs] B MCIHOJHUTEIBHBIX OpraHax TOCYIapCTBEHHOW BiacTu PecmyOnuku
Tarapcrany.

8. KOHTPOJIb UCITIOJTHEHUSA JTOKYMEHTOB

8.1. Opranmn3auusi KOHTPOJIsi MCIIOJHEHHS JOKYMEHTOB.
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Opranuzanusi KOHTPOJS UCIOIHEHUS JOKYMEHTOB B LENISIX HEAOMyIIeHus
HAPYIIEHUNU CPOKOB MCIIOJIHEHHS BEIETCS B MUHUCTEPCTBE B COOTBETCTBUU C TTPUKA30M OT
24.10.2016 Ne 281-o1 «O mepax NoO YKPEIUJIEHUIO HCIOJHUTEILCKOW AUCIUILUIUHBI B
MuHucTepcTBE IPOMBIIIUIEHHOCTU U ToproBiu Pecriybnuku Tarapcrany.

KouTponb wucCnonHeHus BKIOYAaET B ce0sA: TMOCTAHOBKY Ha  KOHTPOJIb,
NpeABAPUTENBHYI0 TMPOBEPKY M PErYJIMPOBAHME XOJla MCIOJHEHUs, HalpaBlIeHUE
UCIIOTHEHHOTO JIOKYMEHTa B Jel0, y4eT, 00O00mIeHHe M aHaiu3 XO0Ja U PE3yIbTaTOB
UCIIOTHEHUSI JOKYMEHTOB, HH(OOPMUPOBAHHUE PYKOBOJIUTENEH B IEISIX CBOEBPEMEHHOIO U
KaueCTBEHHOTO HCIOJHEHUS TOPY4YeHHM, 3aUKCUPOBAHHBIX B JOKYMEHTAaX, CHSITHE C
KOHTPOJISL.

KoHTponb wuCHoONMHEHUsT JOKYMEHTOB MOXKET OCYHIECTBIATHCS B OTHOIICHUU
JTOKYMEHTOB, TOCTYIUBIIIUX:

ot [Ipesunenta PecnyOomuku Tarapcran, m3 Anmapara [Ipesupenta PecnyOnuku
Tarapcran, Kabunera MunuctpoB Pecnybnuku Tartapcran, [ocymapctBennoro Coeta
Pecnybnuku Tatapcran;

u3 GeaepanbHBIX U PECIYOIUKAHCKUX OPraHOB UCTIONHUTEIBHON BIACTH, CYl1eOHBIX
OpPraHOB, OPTraHOB MPOKYPATYPhI, CPEICTB MACCOBOM MH(MOPMAIIUU U IPYTHUX;

or 3amectutens Ilpembep-munuctpa Pecnybnuku Tarapctan — MUHHCTpa
IPOMBIIIUIEHHOCTHU U ToproBiu Pecnydnuku Tarapcran;

a Takke oOpaleHu rpaxaaH (MUCbMEHHBIE 3asBIEHUS, MPEII0KEHHUS, KAIOObl U
AIIEKTPOHHBIE COOOIIIECHMUS).

[lonnmexaTr MNOCTAaHOBKE Ha KOHTPOJb [IOKYMEHTBI, IO KOTOPBIM YyKa3aHUEM
MUHHCTPA, 3aMECTUTEIECH MUHUCTPA YCTAHOBICH KOHKPETHBIN CPOK UCIIOIHEHUS, a TAKXKe
MPHUKa3bl U PENICHUS KOJUIETUH MUHUCTEPCTBA.

KoHTponbs wucnonHeHusi JTOKYMEHTOB OOECIEeYMBAET OTHAEN JAEIONPOU3BOJCTBA U
KOHTPOJIS.

KoHTponlb HMCHONHEHUS JAOKYMEHTOB TIO0 CYIIECTBY BOINpPOCa OCYHIECTBISIOT
PYKOBOJUTENH CTPYKTYPHBIX MOAPA3AETCHUI MUHUCTEPCTBA.

KoHTponb ucnomHeHus: JOKyMeHTOB ocytiectrisercss B EMCO]I.

Cpoku  HCHONHEHHSI JOKYMEHTOB HMCUUCIAIOTCA B  KAJICHAAPHBIX  JTHSAX:
noctynuBmux u3 locymapctBenHoro Cosera PecnyOmukm Tarapcran, Amnmapara
[Ipesunenta PecnyOnuku Tarapcran u Kabunera MunuctpoB Pecnydnuku Tarapcran u
BHYTPEHHUX — C JIaThl NoAnucaHus (YTBEPXKIEHHUS) JTOKYMEHTA, a IMOCTYMUBIIUX W3
peciyOIMKaHCKUX OpraHOB TOCYAapCTBEHHOW BIIACTH, OpPraHM3aluil U O0OpallleHH
IpakJiaH — C JIaThl UX MOCTYIUJICHUS.

Cpoku HMCTHOTHEHUS] TOKYMEHTOB OMNPENEISIOTCS MUHUCTPOM HIJIM 3aMECTUTEISIMU
MHHHCTpPA, UCXOJs U3 CPOKA, YCTAHOBICHHOTO OpraHM3alldeii, HANpPaBUBIICH TOKYMEHT,
WJIH CPOKOB, YCTAHOBJIEHHBIX 3aKOHO/1aTEILCTBOM.

JIOKyMEHTBI MOJIEKAT UCTIOIHEHHIO B CIEAYIOIIUE CPOKHU:
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-C KOHKPETHOM JaTOM UCIIOJIHEHUS — B YKA3aHHBINU CPOK;

-0e3 ykazaHusi KOHKPETHOW 1aThl MCIOJHEHHS, UMEIOIIHE B TEKCTE MOMETKY
«CPOYHO» — HUCIOJHSIOTCS B 3-JHEBHbI CPOK; UMEIOIIME MMOMETKY «OIEPAaTUBHO» — B
10-1HEeBHBIN CPOK, OCTAJIbHBIE — B CPOK HE Dojiee MecsIa;

-no 3anpocam [ocynapctBennoro Cosera Pecnybmuku Tarapcran — He mo3aHee,
yeM uepe3 15 nHel co AHs MoaydeHus;

-mo 3ampocam aemytaroB locymapcrBenHoro Cosera Pecnybnuku Tarapctan
(memyTarckoMy 3ampocy) — He nosanee, yeM yepes 30 aHeit co Hs NOMydeHUs;

-no mnopyueHusim Kabunera MunuctpoB PecnyOmuku Tarapctan, naHHBIM
MHUHHUCTEPCTBY MO  J0pabOTKE TMPOEKTOB TOCTAHOBICHUM U  PACHOPSIKEHUM,
paccMOTpeHHBIX Ha 3acenanuu Kabmuera Munuctpo PecnyOnuku Tarapcran, a Takxke
0 TMPOEKTaM TOCTaHOBIICHHH u pacnopsbkeHuit KaOunera MunuctpoB PecnyOmuku
Tarapctan, MOCTYNUBIIMM OT OTBETCTBEHHOTO HCIOJIHUTENSI HA cornacoBaHue — a0 10
JTHEM;

Ecnu nmocneauuii [eHb CpoOKa MCIONHEHUs JOKYMEHTA MPUXOIUTCS Ha Hepabouuid
NI€Hb, TO JIOKYMEHT TIOMJIKUT WCIOIHEHHI0O HE [MOo3aHee padoyero  JHs,
MPENNIeCTBYIONIEr0 HepaboueMy JHIO.

[Tpy HEoOXOMMMOCTH M3MEHEHUSI CPOKa MCIOJHEHHS JIOKYMEHTa OTBETCTBEHHBIN
UCIIOJIHUTENb MPENCTABISIET HA WM MUHUCTPA WU 3aMECTUTENsI MUHUCTpA, JNABIIETO
NOpy4YeHUe, MOTHUBUPOBAHHYIO MPOCHOYy O €ro MNpoUIeHHH HE Mo3AaHee 3-X OHEH A0
UCTEYEHUS ITOTO CPOKA.

CpoKHU UCTIOTHEHHUS CPOUYHBIX U OMEPATUBHBIX MOPYUYECHUM HE MPOAJICBAIOTCS.

0060 Bcex caydasx H3MEHEHHUs CPOKAa HMCIOJHEHHS JOKYMEHTOB OTBETCTBEHHBIN
UCIIOJIHUTENIb CBOEBPEMEHHO HMH(POPMUPYET OTAEN JAEIOMPOU3BOACTBA M KOHTPOJS s
BHeceHus usmenenuii B PKJI (HOBBI cpoK, 1aTa U3MEHEHUs, OANUCH).

JIOKyMEHT CUMTAETCSl UCIOIHEHHBIM U CHUMAETCS C KOHTPOJIS mocie (GaKTUueCKoro
BBITNIOJIHEHUS TOPYUYEHUH IO CYIIECTBY, TOKYMEHTHPOBAHHOTO MOITBEPKACHHUS UCTIOTHEHUS
U COOOIIIeHUSI PE3YJIbTATOB 3aMHTEPECOBAHHBIM OPTaHU3AIUAM U JIUIIAM.

CHsTHE JOKyMEHTAa C KOHTPOJsL OCYIIECTBISIET OT/AEN JeJIONPOU3BOACTBA U
KOHTpoJs. CHSTHE [OKYMEHTa C KOHTPOJs O(OpPMISIETCS OTMETKOW 00 HCIONHEHUU
JIOKYMEHTA U HAMpPaBJICHUU €r0 B JEJ0: KPaTKUe CBEACHUS 00 UCTIOMHEHUU WIIN CChUIKA HA
JIOKYMEHT (J1aTa U HOMEp), CBUJETENLCTBYIOIIMM 00 HCIOIHEHUM; OTMETKA «B JIETIO0»,
HOMED JieJia, B KOTOPOM OyleT XpaHUThCS NOKYMEHT, JaTa; MOAMHCH UCIIOTHUTENS WU
PYKOBOIUTENS CTPYKTYPHOTO MO/Ipa3/iesieHHs], B KOTOPOM HUCIIOJIHEH JOKYMEHT.

CusiTue TOKYMEHTa ¢ KOHTPOJIst OQOpMISIETCS OTMETKOM 00 MCIOTHEHUN TOKYMEHTA
B EMCO]/I.
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8.2. KoHTposib HCHOJHEHUS JOKYMeHTOB, mnocrynawmux ot IIpe3suaenra
PecnyOosiuku Tarapcran, TocynapcrBennoro CoBera PecnyOiauku Tarapcran u
Kabounera Munucrpos Pecnyoiimku Tarapcran.

Ha xoHTpoIb cTaBsATCA BCe MocTynarinue JokyMmeHTsl oT [Ipe3unenta PecnyOnuku
Tarapcran, wu3 locymapctBennoro CoBera Pecnybnuku Tarapcran u Kabunera
MunuctpoB Pecriyonuku Tarapctan, TpeOyronine UCIIOIHEHUS.

B niepByto ouepenib paccMaTpUBAIOTCS JOKYMEHTBI C OTMETKAMHU «CPOUYHOY.

Kontpons 3a wucnonHenuem aokymeHToB [Ipesupenrta Pecnybnuxku Tarapcran,
[ocymapctBennoro Cosera Pecniyonuku Tarapctan u Kabunera Munuctpos Pecryonuku
Tarapctan OCYIIECTBISIETCS HEMOCPEICTBEHHO MUHHUCTPOM JHOO MO €ro MOPYyUYEeHUIO
3aMECTUTENIEM MUHUCTPA.

Munuctp omnpenensieT UCHOMHUTENEH U CPOKM MCHOJHEHHS TOPYYEHUU B
PE3OTIOLUH.

O xome U pe3ylbrarax MCHOJHEHHUS KAXKIOr0 JIOKYMEHTAa  MHUHUCTPY
MPEICTABISIIOTCS CBEEHUS] 32 MOJMUCHIO JTOJKHOCTHOTO JIMIA, KOTOPOMY OBbLIO J1aHO
MOpyYEHUE, WIH JIUIA, UCTIOJIHSIIOLIETO €10 00sI3aHHOCTH.

9. OcobeHHOCTH PAdOTHI € )JIEKTPOHHBIMU J0KYMEHTAMU

B mMuHuHCTEpCTBEe co3maroTcs, o00pabarhbiBalOTCA M XPaHATCS B €IUHOU
MEKBEIOMCTBEHHOM CHCTEME MEKTPOHHOTO AJOKyMeHTooOopoTa (nanee — EMCOI):

SNEKTPOHHBIC  JIOKYMEHTBI, CO3/7aBaeMble B  JJEKTPOHHOW  dopme  0e3
MPEBAPUTEIIBHOTO JOKYMEHTUPOBAHUS HAa OyMa)KHOM HOCHUTEIIE;

SNIEKTPOHHBIE O00pa3bl JOKYMEHTOB, MONYYCHHBIC B PE3YJIbTaTe CKAaHUPOBAHMUS
JIOKYMEHTOB U Xpansumecs 8 EMCDO]/I.

DNEKTPOHHBIN JOKYMEHT JOKEH ObITh OQOpMIIEH 10 OOIIMM MpaBUIIaM
TIENOMPOU3BOJICTBA U UMETh PEKBU3UTHI, YCTAHOBIICHHBIE I AHAJIOTHYHOTO JOKYMEHTA
Ha OyMa)kHOM HOCHTENe, 3a UCKIIOYeHHeM pekBusuta «locymapcTBeHHBIl Tep0
Pecnybnuku Tatapcran.

[Tpu 00OpaboTke, paccMOTPEHUH, COMIACOBAHUM U TOAMHCAHUU DIEKTPOHHBIX
nokymentoB B EMCDJl BO BHYTpEeHHEM [OKYMEHTOOOOPOTE MHUHHCTEPCTBA MOTYT
UCTIOJIb30BaThCs CITOCOOBI IOATBEPIKICHUS IEUCTBUN C AIEKTPOHHBIMU JTOKYMEHTAMU, TIPH
KOTOPBIX IEKTPOHHAS MOAMKUCH HE UCTION3YETCS.

[lepeyeHr MOKYMEHTOB, CO3[aHHE, XPAaHEHHE ¢ HCIOIb30BAHUE KOTOPBIX
OCYIIECTBIISIETCS UCKIIIOYUTEIHHO B (hOPME INMEKTPOHHBIX TIOKYMEHTOB IMPU OPTaHU3AINH
BHYTPEHHEH JeATEIbHOCTU MUHUCTEPCTBA, YTBEPKAAECTCS MUHUCTPOM.

DJNEKTPOHHBIE JOKYMEHTHI, HAMpaBIsieMble B TOCYIAPCTBEHHBIC OpPTaHbI, OPTaHbI
MECTHOTO CaMOYMIPABICHUS H OPTaHH3aI[dd, MOMUCHIBAIOTCA JJIEKTPOHHOW MOAMUCHIO
MUHUCTpPa WA €ro 3aMeCTHTENeH. YCIOBUS TPU3HAHUS DIIEKTPOHHBIX JOKYMEHTOB,
TIOJIMTACAHHBIX YCHJICHHOU KBATU(PUITPOBAHHOM ANEKTPOHHOU MOJINUCHIO,
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pPaBHO3HAYHBIMU JIOKyMEHTaM Ha OyMasKHOM HOCHTEIE, MO/IMTUCAHHBIM
COOCTBEHHOPYYHOU TOIMUCKHIO, ycTaHaBnmuBawTcs PDenepanbHbiM 3akoHOM OT 06 ampens
2011 ropa Ne63-D3 «O0 371€KTPOHHOUN MOAIIUCH.

[TonmyueHue u oOTHIpaBKa DIEKTPOHHBIX JOKYMEHTOB OCYIICCTBIISIIOTCS OTACIIOM
JIENOMPOU3BOJICTBA U KOHTPOJISI MUHUCTEPCTBA.

[Tocne momydeHUsT OdNEKTPOHHBIX JOKYMEHTOB, TMOAMHCAHHBIX AIEKTPOHHOM
MOJIMTUCKIO, OT/AEIN JEJIOMPOU3BOACTBA U KOHTPOJSI OCYIIECTBISAET MPOBEPKY HATUYUS U
JIEUCTBUTEIIbHOCTH YIIEKTPOHHOM MOAIIUCH.

[lepen perucrpanmeid JAOKyMEHTa JOJKHA OBITH MPOBEAEHA  IPOBEpKa
NPaBWIBHOCTH  aJIpECallid  BXOIAIIUX JIOKYMEHTOB, TMPAaBUILHOCTH JOCTaBKH H
KOMITJIEKTHOCTH JTOKyMeHTOB. [Ipu oOHapykeHWUM OTCYTCTBUS JIOKYMEHTOB WM
npuiokeHuit ocymiectsiusiercss Bo3Bpar B EMCDJl u HanpaBisieTcsi OTHPaBUTENIO
JIOKyMEHTA.

[locne BKIIOYEHUST INEKTPOHHBIX JokymMeHTOB B EMCDOJl  dopmupyrorcs
pPEeTUCTPAIIMOHHO-YUYETHBIE JIaHHBIE O JOKYMEHTE, OO0EeCleqYrBarolue YIpaBICHUE
TTOKyMEHTOM, B TOM YHCJE €ro MOWCK, JOCTYl K JOKYMEHTY, KOHTPOJb, XpaHEHUE,
MCTIOJIb30BaHUE U JPYTHE JTAHHBIC.

JIOKyME@HTBHI, CO31aBaéMbIe B MUHUCTEPCTBE U (WJIH) MOCTYUBIINE B MUHUCTEPCTBO
Ha Oymas)kHOM Hocutene, peructpupyiorcst B EMCDJl ¢ co3manuem B HEl 3IE€KTPOHHOU
KOTIMH TAKOTO IOKYMEHTA.

Perucrpamus u yd4eT SJIEKTPOHHBIX MTOKYMEHTOB oOcymiecTBisiiorcs B EMCO/]
MUHUCTEPCTBA.

JIOKyMEHTBI TIOCJIE PACCMOTPEHHSI PYKOBOJACTBOM MUHHCTEPCTBA, MOAMUCAHUS U
YTBEPKICHUS YKA3aHUM 110 UCTIOTHEHUIO, HAJIOKEHUS PU HEOOXOIMMOCTU KOHTPOJIBHOTO
cpoka mnocpenctBom EMCDO]] HampaBisiOTCsi Ha UCIOIHEHHE B COOTBETCTBYIOLIUE
CTPYKTYpHBIE TOAPA3ACIEHUs MUHUCTEPCTBA MO MPUHAIICKHOCTU VI PACCMOTPEHUS U
UCTIOJTHEHUSI.

Bce mnonp3zoBarern EMCDOJ]  gomkHBl  coOM0oAaTh TpeOOBaHUS  HACTOSIICH
WNuCcTpyKIMK MO IETOTPOU3BOJCTBY MUHUCTEPCTBA €XKETHEBHO, @ UMEHHO: TIEPBBIA pa3 —
B Hauase padbouero aHs (He mo3aHee 0,5 4. mocie Haudana), B TeYeHUE padOYero AHS C
UHTEpPBAJIOM He Oosiee 2 4., mOoCHeAHUN — B KOHIlE paboyero aHs (meHee yem 3a 0,5 4.
nepea KOHIIOM padouero AHs) OCYIIECTBISAThL MPOCMOTP MOCTYNUBIIMX HA UCIOTHEHUE
HOBBIX, 0COOEHHO CPOYHBIX JOKYMEHTOB.

Enunuiieid y4era 37€KTPOHHOTO JIOKYMEHTA SIBISIETCS DJIEKTPOHHBIM JTOKYMEHT,
3apeructpupoBaHHbli B EMCDOJl. DneKTpoHHBIM JOKYMEHT, MMEIONIMNA TIPUIIOKESHUS,
PETUCTPUPYIOTCS KaK OJIUH JIOKYMEHT.

DNEKTPOHHBIE TOKYMEHTBI (DOPMUPYIOTCSI B DJIICKTPOHHBIC JIeJla B COOTBETCTBHUU C
HOMEHKJIATYPOH /el U MHACKCUPYIOTCS B TOPSAKE, YCTAHOBIEHHOM B OTHOIICHHH [,
COCTaBJICHHBIX M3 JOKYMEHTOB Ha OyMa)KHOM HOCHTEIIE.
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B HoMeHKknaType nen yKasblBaeTCs, UTO AENO BEAETCS B AIEKTPOHHOU dopme, uTo
OoTMeuaeTcs B 3aroyioBke jena uiu B rpade «[Ipumeuanuer.

DNEKTPOHHBIE JOKYMEHTHI TIOCJE€ WX MCIOJHEHUS WM OTHPABKU IOMJIEHKAT
XpaHEHUIO B ycTaHOBIEHHOM nopsake B EMCOJ] B TeueHue CpoKOB, MPeyCMOTPEHHBIX
JUJIS1 QHAJIOTUYHBIX JOKYMEHTOB Ha OyMaKHOM HOCHUTETE.

[locne wucTeueHus CpPOKOB, YCTAHOBIEHHBIX [JIi XPAHEHUS DJIEKTPOHHBIX
JIOKYMEHTOB, OHU TOJICKAT YHUYTOKEHUIO HAa OCHOBAHUU AaKTa, YTBEPKICHHOTO
MUHHCTPOM.

Taxke MOpAIOK MPOXOKIACHUSI TOKYMEHTOB U OIEpalllH, IPOU3BOUMbIE C HUMH,
pEermaMeHTUPYIOTCs mpukazamu MuHucTepcTBa 0T 16.02.2017 Ne 17-om «O BHeceHUH
U3MEHEeHUH B nOpuKa3 MuHHUCTEpCTBA NPOMBINUIEHHOCTH W TOproBiau PecrnyOnuku
Tarapctan ot 30.11.2013 Ne 380-1-O/l» u ot 24.03.2017 Ne 60-on1 «O0 yTBEepKIeHUU
CTaAHJAPTOB JIeATENIbHOCTH MUHHUCTEPCTBA MPOMBINUIEHHOCTH W TOpProeinu PecnyOnuku
Tarapcran».

10. JokymeHTAIbHbINH (DOHI MHHUCTEPCTBA

10.1. CocTaBjieHHe HOMEHKJIATYPHBI /e,

HoMenkmatypa men1 MHUHHCTEPCTBA — JTO CHCTEMATU3UPOBAHHBIN TMEpEYEHB
3arojIOBKOB (HAMMEHOBAHMI) eI, 3aBOJUMbIX B MUHHCTEPCTBE, C YKa3aHUEM CPOKOB HMX
XpaHeHusi, 0POPMIICHHBIN B YCTAHOBJICHHOM TOPSIKE.

HoMmenkmarypa aen siBasieTcs OCHOBOW (hOpMHpOBaHUS JOKYMEHTANbHOTO (hoHma
MUHHCTEPCTBA.

HoMmeHnknarypa /1e71 UCronb3yeTcs Jisi TPYNIUPOBKUA HCTIOTHEHHBIX TOKYMEHTOB B
Jiefla, CHUCTEMATH3alMd M y4deTa Jell, OINPEACIICHHS CPOKOB HUX XPAaHEHHUs M IIOMCKA
TOKyMEHTOB. HoMeHKmatypa nen sBISIETCS OCHOBOW [IJIi COCTABJIGHHMSI OTUCEH el
MIOCTOSIHHOTO W BpeMeHHOro (cBeimie 10 j1eT) XpaHeHus, a TakkKe g ydera Jen
BpeMeHHOTO (710 10 JIeT BKIIOYUTETbHO) XpaHECHHUS.

[Tpu cocTaBieHUN HOMEHKIIATYPHI JEN CIeAyeT PYKOBOJCTBOBaThCs [lomoxkeHuem o
MuHuCTEpCTBE MPOMBINIUIEHHOCTH U TOproBiu PecmyOnuku Tarapcran, yTBEp:KIEHHBIM
nocranopinenuem Kabunera MunuctpoB PecnyOnuku Tarapcran ot 23.07.2007 Ne324,
MOJIOKEHUSIMU €r0 CTPYKTYPHBIX MOAPA3ACIICHUM, INTATHBIM PACMUCAHUEM, IUIAHAMH U
oTyeTamMu O paboTe, MEepeyHsSIMU JOKYMEHTOB C YKa3aHHEM CPOKOB WX XPaHCHHS,
HOMEHKJIaTypaM#u  JIeJ1 3a  [pEeAIIecTByioue rofsl. M3ywyaioTcss  JOKYMEHTHI,
oOpa3yroiiuecs B IeSITEIbHOCTH MUHUCTEPCTBA, UX BUbI, COCTAB U COJIEPIKAHUE.

CBomHasi HOMEHKIIATypa J1eJ1 MUHHUCTEPCTBA COCTABISIETCS B MOCIEIHEM KBapTaje
NPENIeCTBYIONIEr0 ToAa OTAEIOM JEJNONPOU3BOACTBA U KOHTPOJSL HA OCHOBE
HOMEHKJIATYp JeNl CTPYKTYPHBIX MOpa3AeIeHnii MUHUCTEPCTRA.
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Homenkiiatypa aen CTPYKTYPHOTO MOApPA3[EIeHUsl COCTABISETCS PaOOTHUKOM,
OTBETCTBEHHBIM 32 BEJICHUE JCIONPOU3BOICTBA CTPYKTYPHOTO MOIPA3/ICICHHUS.

HomeHnkiiatypa Aen CTPyKTYpPHOTO IMOAPA3AeieHus U CBOJIHAs HOMEHKIIATypa Jell
MHUHHCTEPCTBA NeYaTaloTcs 1o ycraHoBiaeHHbIM dhopmam ([Ipunoxenus Ne 16-17).

Ha3zBanusiMmu pasnesioB HOMEHKJIATYPbI 1€ MHUHUCTEPCTBA SIBISIOTCS HAa3BaHUS
CTPYKTYPHBIX Mojipa3fesieHuil. B cBoiHOM HOMEHKIAType Aen pa3fiesbl pacnonararoTcs B
COOTBETCTBUHU C YTBEPKIECHHOU CTPYKTYPOIl MUHUCTEPCTBA.

B HomeHknaTypy el BKJIIOYAKOTCS 3aroJIOBKM  JieJl, OTpakarolue BCe
MOKYMEHTUPYEMbIE YYaCTKU padOThl MUHUCTEPCTBA.

B HOMEHKNaTypy Je1 He BKIIOYAIOTCS MEPUOANIECKUE U3AHUSL.

Homenkiatypa nen CTPYKTYPHOTO MOAPA3AEIEHUS COTJIACOBBIBAETCS C JIUIIOM,
OTBETCTBEHHBIM 3a BEJCHUE apXuBa, MOANUCHIBAETCA DPYKOBOIAUTEIEM CTPYKTYPHOTO
MO/Ipa3/IeieHHs U IPEACTABIIAETCS OT/IEIy JAECIOMPOU3BO/ICTBA M KOHTPOJISI MUHUCTEPCTBA.

BHOBB c03/1aHHOE CTPYKTYpHOE MOJpa3/ielieHHe B MECAUYHBIA CPOK pa3padaThiBaeT
CBOIO HOMEHKJIATypy [IeJl U TPEJCTABISET €€ OTAeNy JAEIOMPOU3BOACTBA U KOHTPOJIA
MUHHCTEPCTBA.

CBojnHass HOMEHKJIATypa [l MHHHUCTEPCTBA TMOJMKMCHIBAETCS COCTABUTEIIEM,
COTJIACOBBIBAETCS C DKCHEPTHOM Komuccuen (nanee — DK) MUHHUCTEPCTBA, C HIKCIEPTHOU
poBepovYHOM W Meroauueckoin komuccuen (mamee — DIIIMK) T[NocymapcTtBeHHOTO
komuTeTa PecriyOuku Tatapctan mo apxuBHomy neiny (manee - ['ockomapxus PT).

[Tocne cornmacoanus ¢ K u DIIMK T'ockomapxusa PT cBonHas HomeHKIaTypa jien
YTBEPKIAETCS MUHUCTPOM HE TMO3[HEE KOHIA TEKYIIEero rojia u BBOAUTCA B AeicTBUE ¢ |
SIHBAps CJIEIYIONIETO TO/Ia.

B necAatunHeBHBI CpPOK TOCHE YTBEPKICHUS CBOJAHOM HOMEHKIATYPHI e
no/pa3AesiecH|s] MUHUCTEPCTBA MOJIy4alOT BBITUCKH W3 COOTBETCTBYIONIMX €€ Pa3/ielioB
JUIS1 UCTIOJIb30BaHMS B paboTe.

CBomHass HOMEHKIATypa Jen T[edaraeTcsi B KOJIMYECTBE HE MEHEe YeThIpex
IK3EMIUISIPOB: MEPBBIM IKIEMILISAP SBISETCS JOKYMEHTOM MOCTOSIHHOTO CPOKA XPAHEHUS U
MOMENIAETCA B J€J0, BTOPON HCHONB3YETCS OTIEIOM IEJIOMPOU3BO/ICTBA U KOHTPOIS B
KauecTBe pabodero. Pabounii 3K3eMIUIIp HOMEHKJIATYPhl J€T MOXKET BECTHCh B
NIEKTPOHHOM BHUE. TpeTuil HK3eMIUISIP UCMOIb3YETCs IUIIOM, OTBETCTBEHHBIM 32 BEJICHUE
apXxuBa, 4ETBEPTHIN dK3EMIULAP nepenaercs Ha xpanenue B [’ bY «l ocynapcTBeHHbIN apXuB
Pecnybnuku Tatapctan».

CBoaHasi HOMEHKJIATypa Jed B KOHIE KaXKJOro rofia yTOYHSETCSs, YTBEpKIAeTCs U
BBOJIUTCSA B JIEUCTBUE ¢ | STHBAps CIIEAYIONIETO KAJIEHAAPHOTO rofa.

CBoanas HomeHknatypa nen coriacoBbiBaercst ¢ DIIMK ne pexe yem oaun pa3 B 5
ner. B cmydae KoOpeHHbIX HW3MEHEHHH (YHKIUH © CTPYKTYpbl MHHHCTEPCTBA
HOMEHKJIATypa JIeJl MOJIeKUT nepepaboTke, COrIaCOBAHUIO U YTBEPKICHHUIO HE3aBUCUMO
oT cpoka ee corntacoBanus ¢ D[IMK.
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Ecnu B TedyeHwe roga B MUHUCTEPCTBE BO3HUKAKOT HOBBIE JOKYMEHTHPOBAHHBIC
y4acTKu paboThl, HEMPEIyCMOTPEHHBIE Jiefla, OHHU JOTOJHUTEIbHO BHOCITCS B
HoMeHKiarypy. Jlinsi BHOBb 3aBOAMMBIX JIeJI B KaXJOM pas/ieie HOMEHKIATYpPbI
OCTaBJISIOTCS PE3E€PBHBIC HOMEpA.

[lo oxoHuaHuu rojga B KOHIIE HOMEHKJIATYpPhlI JIeN AENA€TCs WUTOTrOBasi 3aluchb O
KOJIMYECTBE 3aBEAEHHBIX JE (TOMOB).

['padpt HOMEHKIATYPBI /1€J1 3aMOMHAIOTCS CAEAYIOMIUM 00pa3oM.

B rpade 1 HOMEHKNaTyphl 1€ TPOCTABISIOTCS WMHICKCHl KAKIOTO JIena,
BKJIIOYEHHOTO B HOMEHKNaTypy. MHaekc nena cocTouT U3 HUPPOBBIX 0003HAYEHUN
CTPYKTYPHOI'O MOJIpa3/ieNieHusi, yCTAaHOBJIEHHOTO MpuKa3zoM MuHuctepctBa ot 24.04.2017
No85-on1 «OO0 yTBep:KIEHUM HHIEKCOB CTPYKTYPHBIX MoapazaeneHuid MuHuctepcTBa
POMBIIJIEHHOCTH W ToproBiau PecrnyOnuku Tarapctan» u  MOPSAIKOBOTO HOMEpa
3aroJIoBKa Jiefia 0 HOMEHKJIAType B Mpejesiax CTPYKTYPHOro mojpasaenenus. Muaekcsl

nen obo3HauvaroTcs apadckumu mudpamu. Hampumep: 01-05, rae 01 — oOo3naueHmne
oTAeNa CTPYKTYpHOro mojpaszaeneHus, 05 — MOpsSaAKOBBIM HOMED 3arojoBKa jejia Io
HOMEHKJIAType.

B HOMeHKIaType [aen pPEeKOMEHIYeTCS COXPaHSTh OJIMHAKOBBIC WHJIIEKCHI TS
OJTHOPOJHBIX e B MpEAeIax Pa3HbIX CTPYKTYPHBIX MOAPA3ACICHUN; IS MEePEXOIsiIuX
TIe UHJIEKC COXPAHSETCS.

B rpady 2 HOMeHKIaTyphl €71 BKJIIOUAOTCS 3ar0JIOBKHU 1€ (TOMOB, YacTek).

3aroioBOK JieNa JOKeH 4YeTKo, B 0000mieHHON (opMe oTpaxaTb OCHOBHOE
COJIEp’)KaHUe M COCTaB JIOKyMEHTOB jena. He momyckaercs ymoTpeOieHHe B 3arojioBKe
JieJla HEKOHKPETHBIX (DOPMYITHPOBOK («pa3HbIe MaTepHUasIbl», «00IIas Mepernucka» u T.1.),
a TaK¥Ke BBOJIHBIX CJIOB M CJIOKHBIX O0OpPOTOB.

3aroioBOK  Jie1a COCTOMT W3 DOJEMEHTOB, pACHOlaraéMbIX B  CIEAYIOLIEH
MOCJIEIOBATEILHOCTH:

- Ha3BaHUE BUJIA Jiesa (MepenucKa, >KypHal U T.J.) WU Pa3HOBUTHOCTH JOKYMEHTOB
(TIPOTOKOJIBI, MPUKA3BI U T.1.);

- Ha3BaHUE OPTaHU3AINU WU CTPYKTYPHOTO MOAPA3ACIICHUS — aBTOPA JOKYMEHTA,;

- Ha3BaHWE OpraHU3alMH, KOTOPOM OyayT aJpecoBaHbl WJIM OT KOTOPOH OyayT
MOJTyY€HBI IOKYMEHTHI (apecar uiu KOPPECIOHICHT JOKYMEHTA);

- KpaTKoe Co/iepyKaHue T0OKYMEHTOB JIeNia;

- HA3BaHUE MECTHOCTH (TEPPUTOPUH), C KOTOPOH CBA3AHO COAEPIKAHUE TOKYMEHTOB
nena;

- nara (mepuo), K KOTOPBIM OTHOCSATCS JOKYMEHTHI JIeNa;

- YKa3aHWE Ha KOMUIUHOCTh TOKYMEHTOB JIeJIa.

Ecnu neno, BKIFO4YaeMOe B HOMEHKJIATYPY €N, COCTOUT U3 OJJUHAKOBBIX BHUIOB HIIH
PA3HOBHUIHOCTEHN TOKYMEHTOB, B 3arojIOBKE TAKOIO Jella yKa3bIBae€TCd HAUMEHOBAHUE
BUJIOB JIOKYMEHTOB, HallpuMep:
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I[Ipuka3bi MUHHCTEPCTBA 110 OCHOBHOI /1eSITEJIbHOCTH

B 3aronoBkax mnu4HBIX (MEPCOHANBHBIX) W JAPYyruX (CyAeOHBIX, CIEACTBEHHBIX,
apOUTpPaXKHBIX) JIe], COMEPIKAIUX [TOKYMEHTBI, CBSI3aHHBIC TIOCIIEIOBATEIIEHOCTHIO
NEJONPOU3BOJICTBA MO OAHOMY KOHKPETHOMY BOMNPOCY, B Ka4ecTBe BHIA JIena
ynoTpeOnsieTcss TEPMUH «JIeTI0N.

B 3aronoBkax nen, comepiKaiiux JOKYMEHTBI IO OJTHOMY BOIIPOCY, HO HE CBSI3aHHBIX
MOCJIEIOBATEILHOCTRIO HWCIIONIHEHHS, B Ka4yeCTBE BHAA Jela yMOTpeOnsercs TEepMHH
«JIOKYMEHTBI», @ B KOHIIE 3ar0JIOBKa B CKOOKAX YKa3bIBAIOTCS OCHOBHBIE PAa3HOBUIAHOCTH
JIOKYMEHTOB, KOTOPBIE TOJKHBI OBITH CTPYNITUPOBAHLI B JieNe (IUIaHbl, CIIMCKU, JOKIA/IbI U
T.J1.),

HanpumMep:

JlokymMeHTbl 10 KOHKYpcY «Jlydymuwe TtoBapbl u yeiayru PT» (miaHbl, CHHMCKH,
AOKJIA/bI, PeLlICeHHS)

Tepmun «JlokymMeHTBI» TNpUMEHSETCS TAKXKE B 3arojoBKaX Jei, COJAEpiKalluX
JIOKYMEHTBI — MPUIIOKEHUS K KAKOMY-THO0 TOKYMEHTY,
HanpuMmep:

JlokyMeHTBbI K NPOTOKO.JIAM 3aceaHusi Ko/ulerun MUHHCTEpPCTBA MPOMBIILIEHHOCTH
u Toprosu Pecnydiimku Taraperan (1o0k/iaabl, HHGOPMALIMH, CBeIEHUS, CIIPABKH)

B 3aronoBkax jen, copepiKaliux TMEPEnucKy, YKa3bIBa€TCs, ¢ KEM U MO KaKOMY
BOIIPOCY OHA BEJIETCH.

B 3aronoBkax aen, comepiallux NEPEnucKy ¢ OAHOPOAHBIMU KOPPECIIOHIEHTAMH,
MOCJEAHUE HE YKA3bIBAIOTCSA, a YKA3bIBAETCS UX 0011lee BUIOBOE HA3BAHUE,

HanpuMmep:

Ilepenucka o OpPraHM3aliMOHHBLIM  BONpocaM, HH(OpPMALMH, CHPABKH 10
¢yukuunonuposanuno 'NC PT «Hapoaubliii KOHTPOJIbY

B 3aronoBkax jen, comepiKaiux Nepenucky ¢ pa3HOPOIHBIMU KOPPECIOHACHTAMH,
MOCIIEIHUE HE NEePEUUCIIAIOTCS,
HanpuMmep:

Ilepenncka 00 opraHu3alMd CeMHHaApPOB W  COBENIaHUWIT MO0  Bompocam
IHepProdpPeKTUBHOCTH U IHEProcodepeKeHust

B 3aronoBke pAena yka3bIBaeTCsi KOHKPETHBINM KOPPECHOHJICHT, €CIIM TMepenucka
BEJIETCS TOJIBKO C HUM,
HanpuMmep:

Hepenucma ¢ KOOPpAHHAIMOHHBIM COBETOM IIO0 Jej1aM COOTE€YECCTBCHHHKOB IIPpH
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IIpe3uaente PT

[Ipu 0003HaYeHNH B 3aroJ0BKax J1€J1 aAMUHUCTPATUBHO-TEPPUTOPUAIILHBIX €IUHUIL
YUYUTBHIBACTCS CIEAYIONIEE:

- €CIIH COJEp)KAHUE Jena KacaeTCsd HECKOIbKUX OJHOPOJHBIX aAMHUHUCTPATUBHO-
TEPPUTOPHUAIIBHBIX €UHULI, B 3aTOJOBKE J€Ja HE YKA3bIBAIOTCS UX KOHKPETHBIE Ha3BAHUS,
a yKa3bIBaeTcsi ux o0lee BUI0BOE HA3BAHUE,

HanpuMmep:

Ilepenucka ¢ WiIaBaMH MYHUIUNAJIbHBLIX PaiiOHOB MO NporpamMme rasudukanuu
Pecnyb6suku Taraperan

- eClM COJEpKaHHWE Jena KacaeTcs OJHOW aJMUHUCTPATUBHO-TEPPUTOPHAIBHOU
€IMHUILIBI (HACEJIEHHOTO TYHKTA), €€ (€ro) Ha3BaHHe yKa3bIBAETCA B 3ar0JIOBKE JIena,
HApUMep:

Ilepenucka c¢ JlemapraMeHTOM M0 /[eJaM TOCYIAPCTBEHHBIX CJAYKAIUMX [PH
IIpe3uaente Pecnydsinku Tarapcran mo oCHOBHOM AeATEILHOCTH

B 3aronmoBkax 1en, copepiKamux IUIAHOBYIO WJIM OTUETHYH) JIOKYMEHTAIUIO,
yKa3bIBaeTCs Mepuoj (KBapTal, roj) Ha (3a) KOTOPBIN COCTABJICHBI IJIAHBI (OTYETHI).
Hanpumep:

TonoBoii Oyxrajrepckuidi oT4yer mNOABEAOMCTBEHHOro yupexiaenuss TAY «llentp
yHeprocoeperaomux TexHojorui Pecnyoimku Tarapcran npu  KabGunere
MunuctpoB Pecnyosiuku Tarapcran»

Eciu neno OyaeT COCTOSTh U3 HECKOJIBKHMX TOMOB WM YacTed, TO COCTABISETCS
00111Mii 3arOJNIOBOK JI€Nia, a 3aTeM MpU HEOOXOJUMOCTH COCTABIISIIOTCS 3ar0JIOBKU Ka)I0TO
TOMA (YacTH), YTOUHSIOIIUE COIEPKAHUE 3ar0JI0BKa Jena.

[Topsimok pacnonoxkeHusi 3arojOBKOB Je€ld BHYTPU pa3ielioB U MOAPa3IesioB
HOMEHKJIATYphl JE€N ONPEAENseTCs CTENEHbI) BAXKHOCTU JIOKYMEHTOB, COCTaBIIAIOLINAX
nena, ¥ UX B3aUMOCBsI3bl0. B Hauanme pacnonararoTcs 3arojoBKH €N, COAEpIKalux
OpraHU3AIMOHHO-PACTIOPAIUTENIbHYIO JoKyMeHTauuto. [lpu 9sTtom 3aronoBku  jen,
coJiepKaluxX TNOCTaHOBIeHUsT U pacnopsbkeHus KaOubnera MunuctpoB Pecnybnuxu
Tarapcran u npukazbl MUHHMCTEPCTBA MPOMBILNUIEHHOCTH W TOproeiau Poccuiickon
denepanuu, pacnoyiaraloTcsl mepel 3arojioBKaMu el ¢ IMpukazamMu MUHHCTpa. [lanee
pacronararoTcs 3arol0BKU A€, COACPKAIIMX IJIAHOBBIE U OTYETHBIE JOKYMEHTHI.

3aroyioBKU /i€ MOTYT YTOUHSTHCS B mpoliecce hopmupoBaHusi U ohopmiaeHus aei.

['pada 3 HOMEHKIIATYPBI [1EJ1 3aNOJIHAETCS 10 OKOHYaHUHU KaJeHIapHOTO ToAa.

B rpade 4 ykaspiBaeTCsS CpOK XpaHeHHs jena U Homepa crtarer mo [lepeunio
TUMOBBIX YIPABICHYECKUX APXUBHBIX JOKYMEHTOB, OOpa3ymouuxcsi B MpoIecce
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NEATENIbHOCTH TOCYAApPCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIPABIE€HUS U
OpraHu3alui, ¢ YKa3aHUEM CPOKOB XpaHEHHUs, YTBEPKACHHOMY Mpukazom denepanbHOro
apxuBHoOro areHrcTBa (Pocapxusa) ot 20 nexadpsi 2019 . Ne 236.

B rpade S5 «lIpumedanme» yka3bplBalOTCA HaA3BaHUE TMEpeUYHEW JTOKYMEHTOB,
UCIIOJIb30BAHHBIX TIPU OMPEICICHUH CPOKOB XPAHEHUsS eI, MPOCTABISIIOTCS OTMETKU O
3aBeICHUU Jie7 (B TOM YHUCJIE B DJIEKTPOHHOM BHJIE), O MEPEXOAIIUX Jeliax (Harnpumep,
nepexopsiiee ¢ 2018 roma), o BeIICIECHUN €T K YHUUTOKEHUIO, O JIUIAX, OTBETCTBEHHBIX
3a ¢dopMupoBaHUE €], O Nepeaade el B JPyrol roCyaapCTBEHHBIM OpraH s
MPOJOJIKEHUS U JIP.

10.2. @opMupoBaHue j1e/1 M UX TeKylllee XpaHeHHe.

dopmupoBaHue Aen — TPYNIUPOBKA MCHOTHEHHBIX JOKYMEHTOB B Jefia B
COOTBETCTBUU C HOMEHKJIATYPOM /IeJ1 U CUCTeMATU3alUs TOKYMEHTOB BHYTPH JIeNa.

Jlena bopMupyroTcsi B MUHUCTEPCTBE B CTPYKTYPHBIX MOAPA3ACICHUSIX.

Kontpons 3a mpaBuwibHbIM (POPMHUPOBAHUEM [I€]1 OCYIIECTBISIETCS COTPYAHUKOM,
OTBETCTBEHHBIM 32 BEACHUE apXuMBa OTAeNa JCJIONPOU3BOJACTBA U KOHTPOJIS
MUHUCTEPCTBA.

[Tpu popMupoBanuu 1en HEOOXOAUMO COOMIOIATH CIEAYIONIHNE O0LTHe MpaBUa;

- TMOMENaTh B JEJN0 TOJIbKO WCIOJTHEHHBIE JOKYMEHTHI, B COOTBETCTBUU C
3aroJIOBKaMu JIeJ 10 HOMEHKJIAType;

- TOMENIaTh BMECTE€ BCE MJOKYMEHTBI, OTHOCSIIUECS K pa3pelieHUuI0 OIHOTO
BOTIPOCA;

- MOMEIIATh MPUIOKEHUSI BMECTE C OCHOBHBIMU JOKYMEHTAMM;

- TPYyNIUpPOBATh B JIENO JTOKYMEHTHI OJHOTO KaJIeHJapHOTO roja, 3a UCKIIOYeHUEM
NEPEXOAIINX eI,

- pa3nenpHO TPYNIUPOBATH B JieNia JOKYMEHThI MMOCTOSSHHOTO U BPEMEHHOTO CPOKOB
XpaHEHUS,

- BKJIFOYATH B JIEJIO TI0 OTHOMY 3K3EMIUIAPY KaXKI0TO TOKYMEHTA,

- B JIeJI0 HE JOJDKHBI MOMENIAThCsl TOKYMEHTHI, MOJIeKAINEe BO3BpATy, JUIITHUE
IK3EMILISIPBI, YePHOBUKH (KpoMe 0C000 1IEHHBIX);

- MOMeMIaTh B JeNio (¢akcorpamMMmbl, TelerpaMmbl, TenedoHOrpaMMbl Ha OOIIMX
OCHOBAHHUSIX;

- MOMENIATh B €0 JOKYMEHT, IPABUILHO U MOIHOCTHIO OOPMIICHHBIN (JOKYMEHT
TTOJI’KEH UMETh JIaTy, IOJINCH U Jp. PEKBU3UTHI);

- 10 00BbEMY JEN0 HE TOHKHO mpeBbimarh 250 IUCTOB, Mpu ToNIIKMHE HEe Oosee 4 cM
(TommmHa gen co cpokamu xpanenust 1o 10 nmer He momxHa npesbimath 10 cm). [pu
MPEBBINICHUN TAHHOTO 00beMa 3aBOJUTCS BTOPOU ToM. [Ipu Hanu4uu B 1eiie HECKOIbKHX
TOMOB (YacTeil) UHAEKC U 3aroJIOBOK JieNla TPOCTABIISIOTCS HA KAK/I0M TOME H T.]I.
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JIoKyMeHTBI BHYTpPU [ieJla pAacCMoiaraloTCs CBEpPXY BHHU3 B XPOHOJIOTHYECKOM,
BOIIPOCHO-JIOTMYECKON MOCIEN0BATEIbHOCTH WIIM UX COUETAHUMU.

PacniopsiqurenbHble JOKYMEHTHI I'PYIIIMPYIOTCSA B Jiea MO BUJIaM UM XPOHOJIOTUU C
OTHOCSIIIUMUCS K HUM MPUITIOKEHHUSIMHU.

JIOKyMEHTBI KOJUIETWIl TPYNIIUPYIOTCA B JABa Jelia: MPOTOKONbl M PEIICHHUS
KOJIJIETMH; IOKYMEHTBI K 3aCeIaHUsIM KOJLJIETUH.

[TpoTokosibl B fesie pacnonaaratoTest B XpOHOJIOTHYECKOM TOPSIIKE IO HOMEPaM.

JIoKkyMEeHTBI K 3acelaHusiM TPYNNUPYIOTCS B OTHAEIbHOE N0 Tak Ke, Kak |
NPUIOKEHUS K IPOTOKOJIAM, €CIIM OHU cofiepkaT bosee 25 cTpaHuil.

JlokymeHTBI K  TOPOTOKOJIaM,  CIPYIIIMPOBAHHbIE B OT/AENIbHBIE  JeNa,
CHUCTEMATU3UPYIOTCS 110 HOMEPAM MPOTOKOJIOB.

[Tonoxkenusi, UHCTPYKLUH, YTBEPKIACHHBIE PACHOPSAUTEIBHBIMU JOKYMEHTAMHU,
ABJISIIOTCS MPUJIOKEHUSIMUA K HUM U TPYIIIUPYIOTCS BMECTE € YKa3aHHBIMH JJOKYMEHTAMMU.

[Ipuka3el MO OCHOBHOW NEATENIBHOCTU TPYMIUPYIOTCS OTAEIBHO OT MPUKA30B IO
JUYHOMY COCTABY.

[Tpu popMupoBaHHM MPUKA30B IO JIMYHOMY COCTaBY (HOPMUPYIOTCS B OT/IEIbHBIE
Jefa OpUKasbl MO JIMYHOMY COCTaBy MO Pa3IMYHBIM BOMPOCaM, B COOTBETCTBUHU CO
cpokamu xpaHeHusi. Hampumep, npuxassl 0 mOpueme, MMEepEeMENIeHUH, YBOJIbHEHUU
pabOTHUKOB (POPMUPYIOTCS OTAEIBHO OT MIPUKA30B MO JAPYTUM BOIpocaM (KOMaHAUPOBKaM
U T.4.). JJoKyMeHTBI B IMUHBIX JEIaX PacroiaraloTcs o Mepe ux moCTyIUICHHUS.

Benenue nen rocynapCTBEHHBIX CIIYKAIIUX OCYIIECTBISETCS B COOTBETCTBUH C
Ykazom [Ipesupenta Poccuiickoit ®enepanmu «O0 yrBepxkaeHuu [lomoxkenus o
MEPCOHANBHBIX JIAHHBIX TOCYAAPCTBEHHOTO TPAXIAHCKOTO ciyx)auero Poccunckon
denepanuu U BegeHUU ero TuuHoro aena» ot 30 mas 2005 1. Ne 609.

OOpatienus (npenyioKeHus, 3asBICHUs U Kano0bl) TpaXKaaH Mo BOMpocaM padoThbl
MUHHCTEPCTBA, €r0 CTPYKTYPHBIX MOJIpa3IeICHUN U BCE JOKYMEHTHI IO UX PACCMOTPEHUIO
U UCTIOJIHEHHIO TPYIIMUPYIOTCS OTAEABHO OT 3asBJIECHUN IPaXKAaH MO JTUYHBIM BOIIPOCAM.

[lepenucka rpynmupyercsi, Kak NOpaBWiIo, 3a MNEPUOJ KaJEHIAPHOTO Tola U
CHUCTEMATU3UPYETCd B  XPOHOJOTUYECKOM  MOCIEAOBATENILHOCTH;  JIOKYMEHT-OTBET
MOMEIIAeTCss 3a JOKYMEHTOM-3ampocoMm. [Ilpm  BO30OHOBIEHWH TMEPENUCKA IO
OTpeIeIECHHOMY BOIIPOCY, HAYABIIEUCS B MPEIbIAYIIEM TOAY, JOKYMEHTHI BKIIOYAIOTCS B
JIEN0 TEKYILEro rojia ¢ yKa3aHueM MHAEKCA Jena MpebIayIlero roa.

Jlena co nHa uX 3aBeleHUs [0 TepeAadyd B apXMB MHUHHUCTEPCTBA WM HA
YHUYTOKEHUE XPAHSATCS MO MECTY UX (POPMUPOBAHUSA.

Jlena cuuTaroTcs 3aBECHHBIMM C MOMEHTA BKIIOUEHHUSI B HHUX [EPBOTO
UCIIOIHEHHOTO AokyMmeHTa. [locne ucnomHenusi AOKyMEHTOB U OKOHYAHUS padOThl ¢ HUMU
OHM TIOMEMIAITCs (MOMAIIMBAIOTCA) i obecredeHus: (U3HYECKONH COXPAaHHOCTH B
TBEP/IbIE OONOKKHU WU MANKU-PETUCTPATOPHI.
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Jlena  odopmisitorcsi B CTPYKTYPHBIX — MOAPA3JAENACHUAX  COTPYAHHUKAMH,
OTBETCTBEHHBIMH 32 JICJIONPOU3BOJCTBO (COXPAaHHOCTh JOKYMEHTOB U (DOPMHPOBAaHUE UX B
JleJia) MpyU METOAMYECKOM I[MOMOIIM COTPYAHUKA, OTBETCTBEHHOIO 3a BEJAEHUE apXHBa
oTHena JeJ0oNpPOU3BOICTBA U KOHTpossi muHuctepctBa u ['BY «locynapcTBenHbIit apxuB
Pecriybnmuku Tarapcran». PykoBomuTenu moapas3ieneHud U yKa3aHHBIE COTPYIHUKH
o0ecreynBaoT COXPAaHHOCTh JIOKYMEHTOB U JIEJ.

Jlns obecrieueHuss COXPAHHOCTH U y4ye€Ta JOKYMEHTOB WM JeN, JOCTylna K HHM
MIPOBOIUTCSI KOMIUIEKC padoT:

- CO3JaHUE ONTHUMAIIbHBIX TEXHUYECKHX ((pu3ndecKkux) yCIOBUN XpaHEHUs

TOKYMEHTOB H e,

- pasMelleHue ae;

- TIPOBEpPKa HATMYHUS U COCTOSHHUSI IOKYMEHTOB U JIETT;

- coO0mro/IeHHe Mopsi/iKa BhIJAUH JIEII.

Jlena pa3zmemniaioT B paboyux kaOWHETaX WM CHEHUaIbHO OTBEICHHBIX sl DTOU
[eau MOMEIICHUsIX B 3anuparomuecs mkadpl, cedbl U T.I., 4TOOB 00ECHEUYUTHh HUX
COXPAHHOCTD U 3aIUTY OT BO3JAEHUCTBUS MBUIH U COJTHEYHOTO CBETA.

Jlena B mikadax ajg ux ydera ¥ ObICTPOrO MOUCKA PACMONararoTCs BEPTUKAIBHO,
KOpEIIKaMHU HapyKy U B COOTBETCTBUM C HOMEHKIATypoii aen. Ha kopemnikax o0noxek aen
YKa3bIBaIOTCSI MHIEKCHI M0 HOMEHKJaType nen. HomeHknarypa fen uiau BBINMKMCKA U3 HeEe
MOMENIAETCS Ha BHYTPEHHEN cTopoHe mikada.

[Ipu moucke kakoro-mubO AOKyMEHTa CHayaja CleAyeT HAaWTU HYKHBIA 3aroi0BOK
Jiena, a 3aTeM IO UHEKCY Jielia — COOTBETCTBYIOIIYIO MAINKY Ha MOJIKE.

Jlena nmokymeHTanbHOro (oHIa MHUHHCTEPCTBA, HAXONAIIMECS HA TEKYIIEM
XpaHeHuu, noayexar yuety. Ilepuommuecku, kak npaBuno, nepen nepemaded B ['BY
«l'ocynapctBennbsii apxuB Pecnybmmku Tatapctan» mpoBOAWTCS MPOBEpPKA HATMYHUS U
COCTOSIHMSI JOKYMEHTOB M €l B LENSAX YCTAHOBJIECHUS (PAKTUYECKOTO HAIUYUS JIeNl U
COOTBETCTBUS MX KOJIMYECTBY, YUCISAILIEMYCS 10 HOMEHKIIAType el

[IpoBepka HamUuusi W COCTOSIHUS JOKYMEHTOB M J€1 TMPOBOJUTCS TMpHU
NepeMeleHU: Jiell, MOpH BO3Bpare JAel, MpU CMEHE PYKOBOAUTENS CTPYKTYpPHOTO
noJipa3aeieHus COTPYJHUKAMU OTAeNa AEJONPOU3BOJACTBA M KOHTPOJISE MUHUCTEPCTBA,
OpyU  pEeOpraHu3alvd W JUKBUAAIMA  MHHUCTEPCTBA WM €r0  CTPYKTYpHOTO
NOJApa3aeICHus.

[IpoBepka HanM4usi TPOBOJUTCA IyTEM CBEPKH CTATed HOMEHKIATYphbl Jell C
OMHCAaHUEM Jiell Ha 00NOoKKe, a (PU3UYEeCKoe COCTOSIHUE JIeNl OMpEAeNsieTCsl MyTeM HX
BU3YAILHOTO TIpocMoTpa. Bce oOHapyKeHHbIE HENOCTaTKH (DUKCUPYIOTCS B aKTe
MIPOBEPKU HAJIUYUSA U COCTOSHUS JIE]I.
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B crmydae yTparhl JOKYMEHTOB M 1€l MIPOBOAMTCS CIY)KEOHOE paccieqoBaHue, 10
pe3ynbrataM KOTOpPOTO JIMII0, BHHOBHOE B yTpare, HECET OTBETCTBEHHOCTh B
YCTaHOBIIEHHOM MOPSiJIKE.

Bbimaya nen w3 apXxuBa MUHUCTEPCTBA JAPYTUM TOAPA3ACICHUSM TTPOU3BOIUTCS
COTPYIHUKOM OT/IeJIa IETONPOU3BOICTBA U KOHTPOJISL, OTBETCTBEHHBIM 34 BE/ICHUE ApXUBA.
Bbigaua gen coTpyqHUKaM MOApa3AesieHuid i pabOThl OCYIIECTBISETCS O] PACITUCKY.
Ha BbIgaHHOE €70 3aBOAMTCS KapTa-3aMECTHTENb, IMOMEIaeMass Ha MECTO BBIIAHHOTO
nena. B Hell yka3piBaeTcs CTPYKTYpHOE MOApa3/ieNieHue, UHACKC e, JaTa €ro BblJayH,
KOMY JIEJIO BBIJAHO, /IaTa €ro BO3BpAICHUS, PEIyCMaTPUBAIOTCS Tpadbl 1715 pacluCcoOK B
MOJTyYEHUHU U TIPUEME JIeTia.

Jlena BBITAIOTCS BO BPEMEHHOE TMOJIB30BAHUE COTPYAHHKAM CTPYKTYPHBIX
nojpa3/iefieHuii Ha CPOK He Oojee OJHOTO Mecsia W TOCIE €r0 UCTEYSHHS TMOAJeKar
BO3BpATY.

NHpIM TOCYNapCTBEHHBIM OpraHaM, OpraHaM MECTHOTO CaMOYMNpPABICHUS W
OpraHu3allusM JieJia BBIJAIOTCS HA OCHOBAaHUHM WX MUCHBMEHHBIX 3alPOCOB C pa3perIeHHs
3amectutens [Ipembep-munnucTpa Pecnyomuku TarapcTtan — MEHUCTPA MPOMBINIIIEHHOCTH
u ToproBiu Pecriyonuku TarapcTan WM €ro 3aMeCTUTENS 10 aKTaM.

Ecnu oTnenbHble JOKYMEHTHI, YK€ BKITIOUCHHBIE B JIENI0, HAXOISAIIUECS HA TEKYIIeM
XpaHEHUH B CTPYKTYPHOM MOAPA3AEIEHUN, BPEMEHHO TPEOYIOTCSI COTPYAHUKY, OHU MOTYT
OBITH BBIIAHBI U3 JieJia OTBETCTBEHHBIM 32 (JOPMUPOBAHUE U XPAHEHUE JIE]I, a HA UX MECTO
BKJIQJILIBACTCSl JINCT-3aMECTUTENh, C YKAa3aHHEM KOTJa, KOMy M Ha KaKOW CPOK BBIJaH
JTIOKYMEHT.

W3bsiTne JOKYMEHTOB U3 Jel TOCTOSHHOTO XPAaHEHWUsI JOIMyCKaeTcs B
UCKITIOYMTENIBHBIX CIy4YasX M MPOU3BOAUTCS C pa3peuieHus 3aMEeCTUTENs] MHHHUCTPA, C
MOCJEAYIOIIUM OCTABICHUEM B JieJie 3aBEPEHHOM KOMUU JTIOKYMEHTA M aKTa O MPUYUHAX
BBIJIa4YM TTOIJTMHHUKA.

10.3. IloaroroBka 10KYMEHTOB M jieJI K Nepeaye HA AapXMBHOE XpaHeHUe.

JIOKyMEeHTBI MUHHCTEPCTBA SBISIOTCS COOCTBEHHOCThIO Pecnybnuku Tarapcran u
MOCJe MPOBENEHUS HKCIEPTU3bl UX IIEHHOCTU B MOPSAJKe, ycTaHOBIeHHOM [IpaBunamu
OpraHM3aluy XpaHEHUs, KOMIUIEKTOBAHHUS, ydeTa M MCHOJb30BaHUS JOKYMEHTOB
ApxuBHoro ponna Poccuiickoit deaepanuu 1 Apyrux apXuBHBIX JOKYMEHTOB B OpraHax
rOCyJapCTBEHHOW BIIACTH, OpraHax MECTHOTO CaMOYIPABIEHUSI U OpPraHU3aIUsaX
(YyTBepKIeHHBIMU TIpuKa3zoM MuHuctepcTBa KynsTypbl Poccuiickoit ®depepanuu OT
31.03.2015 Ne526), nmoanexat o0s13aTenbHON Mepeaaue Ha MOCTOSHHOE XPAaHEHUE B apXUB
MUHHCTEPCTBA.

Jlns xpaHeHusi TOKYMEHTOB aonroBpemeHHoro (cBeimie 10 yer) cpoka xpaHeHws,
UMEIOIINX MPAKTUYECKOE 3HAYECHUE, 2 TAKIKE JOKYMEHTOB IO JTUYHOMY COCTABY, UX YUeTa,
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UCIIONIb30BaHUs, OTOOpa W TMOATOTOBKM K TEpelaye Ha IMOCTOSHHOE XPaHEHUE B
MUHHCTEPCTBE 00pa3yeTcst apXuB.

[logroroBka JOKYMEHTOB M /i€l K I[I€pejadye Ha apXUBHOE XPAaHEHUE M Ha
YHUUTOXKEHUE MPETyCMaTPUBACT:

SKCIEPTHU3Y HEHHOCTH JOKYMCHTOB,

ohopMIieHHE JeT;

COCTAaBJICHUE OITMCEH 1€ MO pe3yiabTaTaM IKCIICPTU3BI UX HEHHOCTH;

COCTABJICHUE AKTOB HA YHUUYTOXEHHE JOKYMEHTOB M A€l C MCTEKIIUMHU
CPOKAMU XPaHEHMUSI.

10.3.1. DKcnepTU3a HIEHHOCTH IOKYMEHTOB.

Dkcnepru3a IEHHOCTU JOKYMEHTOB — OTOOp JOKYMEHTOB Ha TMOCTOSIHHOE
XpaHEHUE WIN YCTAHOBICHUE CPOKOB UX XPAHEHUSI HA OCHOBE MPUHSITHIX KPUTEPUEB.

DKcnepTu3a HEHHOCTH IOKYMEHTOB B MUHUCTEPCTBE Ha CTA/IMU JEIIONPOU3BOIACTBA
MIPOBOJUTCS: MPH COCTABICHUH HOMEHKIIATYPHI JAeid; B mpoiecce (hopMupoBaHus 1nein u
POBEPKE TMPABIWIHLHOCTU OTHECEHHUsI JOKYMEHTOB K JieflaM; IpU MOJATOTOBKE JeN K
nepenaye B apXuB MUHUCTEPCTBA.

Jlns  opraHuzanuMu W OPOBEACHUS OKCIEPTU3bl 1LEHHOCTH JIOKYMEHTOB B
MUHHUCTEPCTBE CO3/1a€TCs MOCTOSTHHO ASHCTBYIONIAs dKCriepTHas Komuccus (ganee — DK).

Oyuknuu u npaBa OK, a Takke opraHusanus ee paboThl OINpenessieTcs
MOJIOKEHUEM, KOTOopoe yTBepkaaercss wmuHuctpom. llomoxkenne o6 OK g0 ero
yTBepxkaeHus nomiexkut cormnacopanuto ¢ IIIMK T'ockomapxusa PT.

DKcnepTu3a eHHOCTH JOKYMEHTOB MOCTOSIHHOTO U BPEMEHHOTO CPOKOB XPaHEHUS
OCYILIECTBIISIETCS ~ €KETOIHO  COTPYIHMKAMHU  COOTBETCTBYIOIIMX  CTPYKTYPHBIX
HOJpa3/AeIeHuii MUHUCTEPCTBA COBMECTHO ¢ DK moj HEenocpenCTBEHHbIM METOIUYECKUM
PYKOBOJICTROM COTPY/IHUKA, OTBETCTBEHHOTO 33 APXUB.

[Tpu npoBeieHn: YKCIEPTU3bI IEHHOCTH IOKYMEHTOB OCYIIECTBIISIETCS

- 0TOOp JTIOKYMEHTOB MOCTOSIHHOTO M JOJATOBpeMeHHOro (cBbiiie 10 ner) xpaHeHus
TSl TIepe/1ayu B apXUB MUHUCTEPCTBA;

- OoTOOp [OKYMEHTOB C BPEMEHHBIMU CPOKAMM XpaHEHUs] U ¢ mnoMeTkon «Jlo
MUHOBAaHUSI HAZOOHOCTH», MNOJIEKANINX JajJbHEHUIIEeMY XpPaHEHUI0 B CTPYKTYPHBIX
NOJPa3IEICHHUsX;

- BBIJICJICHHE K YHUUTOKEHHIO JIeJT 32 MPEAbIAYIIHNE TO/bl, CPOKU XPaHEHUS] KOTOPBIX
UCTEKIIH.

OTbop MOKYMEHTOB [jIsi MOCTOSHHOTO XPAHEHUsI MNPOBOAUTCA HA OCHOBAHUU
®enepansHoro 3akoHa oT 22 oktsops 2004 roma Nel25-d3 «OO0 apxuBHOM [ienie B
Poccuiickoit @enepanun», [IpaBun opraHu3anuu XpaHEHUs, KOMIUICKTOBAHUS, y4eTa U
UCIIONIb30BaHUSI JOKYMEHTOB apxuBHOro ¢onaa Poccuiickoit ®eaepaium U Ipyrux
apXMBHBIX JOKYMEHTOB B OpraHax TOCyIapCTBEHHOW BJACTH, OPraHax MECTHOTO
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CaMOYTIPABIICHUS] U OpraHU3aNMAIX, YTBEpKIeHHBIX [Ipukazom MuHucTEepcTBa KyNTbTyphI
Poccuiickoii ®epepamu ot 31.03.2015 Ne 526, Ilepeunss THNOBBIX yHpaBIEHUYECKHX
ApPXUBHbBIX JOKYMEHTOB, OOpa3yrOIIMXCs B IPOLECCE JICSATEIbHOCTA T'OCYIapCTBEHHbIX
OpraHoB, OPraHOB MECTHOTO CaMOYMPABICHUS W OpPraHU3aluMid, C yKa3aHUEM CpPOKOB
XpaHeHUs, YTBEPKIeHHOro mpukazoMm PDenepanbHoro apxuBHoro areHrcra (Pocapxusa)
or 20.12.2019 Ne 236, IlepeuHs AOKYMEHTOB, OOpa3ylomMXCS B AEATCIbHOCTU
deneparbHOTO apPXWBHOTO AareHTCTBA M TOJBEIOMCTBEHHBIX €My OpTraHU3alhid, C
YKa3aHHEM CpPOKOB XpaHEHUs, YTBEPKIAEHHOTO mpukazoM DenepanbHOTO apXHUBHOTO
arearctBa oT 30.01.2013 Ne 12, HOMEHKIATYphl A€l MHHHUCTEPCTBA M HACTOSIIEH
WNucTpyKIuM myTeM MOJUCTHOTO TPOCMOTpA JIedl.

B nemax mMOCTOSHHOTO XpaHEHUs MOAJEKAT H3IBATHIO TyONETHBIC DK3EMIUISAPHI
TIOKyMEHTOB, YEPHOBHKH, HEO(DOPMIICHHBIE KOMHH JOKYMEHTOB M HE OTHOCSIIHECS K
BOIIPOCY JIOKYMEHTbI C BPEMEHHBIMH CpOKamH XpaHeHus. OKOHYATeIbHOE pElICHUE IO
pe3yabTaram HKCIEePTU3bl IEHHOCTU JOKYMEHTOB mpuHuMaetT DK MuHucTepCTBa.

[To pe3ynpraram dKCnepTU3bI IEHHOCTH JOKYMEHTOB JIeJia MUHUCTEPCTBA MOIJIEkKAT
odopMIIeHHIO, HA JIeIa: MOCTOSHHOTO, AJOATOBpeMeHHOTro (cBhiiie 10 5eT) XpaHeHus U 1Mo
JUYHOMY COCTaBY - COCTABIISIOTCS OMHUCH e, Ha JieJla BPEMEHHOTO XPAaHEHHS, CPOK
XpaHEHUsI KOTOPBIX UCTEK — aKThl O BBIJICIICHUH JIeNl K YHUUYTOXKECHHUIO.

10.3.2. Odopmiienue aed.

Odopmnenue nen OPOBOIUTCS COTPYAHUKAMHU, OTBETCTBEHHBIMU 3a BEACHUE
TIEOMPOU3BOJICTBA B CTPYKTYPHBIX MOAPA3NETEHUSAX, TIPU METOIMYECKON MOMOIIHU U TIOT
KOHTPOJIEM JIUI[a, OTBETCTBEHHOTO 32 apXUB MUHUCTEPCTBA.

[TomHOMY OGOpMIICEHHIO TOAJIEKAT JAeia MOCTOSHHOTO U BpeMeHHOro (cBouimie 10
JIET) XpaHEeHUs, B TOM YHUCJIe Jejia MO JUYHOMY COCTaBy, Aejia BpemMeHHoro (10 10 mer)
MOJJIEKAT YACTUYHOMY O(OPMIICHUIO.

[TomHOE OdopmIleHHE nena mpeaycMaTpuBaeT: o(GopMIIEHHE PEKBU3UTOB OOJIOKKU
niena; HyMepaluio JIUCTOB B JIENie U COCTaBIIEHUE JINCTA-3aBEPUTEIIS Jea; COCTABICHUE B
HEOOXOMMBIX CIy4asX BHYTPEHHEW OMUCU JOKYMEHTOB JeJia; TOJIIUBKY M TEperieT
niena; BHECEHUE HEOOXOIUMBIX YTOYHEHU B PEKBU3UTHI OOJI0KKH JIeIa.

O6noxka (TUTYIBHBIM JIMCT) Jeia MOCTOSHHOTO, BpeMeHHOro (cBeimie 10 mer)
XpaHEHUs U TI0 JIMYHOMY cocTaBy odopmisieTcs o ycraHoBieHHou dopme (IIpunoxenue
Nel8). Hapnucu nHa oOnoxkkax gen (TOMOB), JOMKHBL OBITh pa30opuuBbIMH, 0€3
cokpamienuii. Ecnm Ha 0O0NMOXKKY HAKIEUWBAETCS TUTYIBHBIM JIMCT, WM3TOTOBJICHHBIN
tunorpadckumM crnocoboM, TO HAANMUCA HA HEM MOKHO TIe4yararb. |UTYIbHBIA JTUCT
PEKOMEH/IYETCsl HaKJIEUBaTh C HAKIIAJIKON KJies Ha BCIO MMOBEPXHOCTH JIMCTA C TEM, YTOOBI
1101 HUM He 00pa30BbIBAIOCH MTYCTOT.

Ha o0Onokke nena yka3pIBalOTCS PEKBU3HTHI: HAUMEHOBAaHUE MUHUCTEPCTBA U
CTPYKTYPHOTO TO/Ipa3aeeHus, eI0NPON3BOICTBEHHBI HOMED (MHIEKC) JeNa, 3ar0I0BOK
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nena; jara jaena (ToMa, 4acTH); KOJIMYECTBO JMCTOB B J€J€; CPOK XPAHEHUS Jiella U HOMED
CTaThU MO MEPEUHIO; apXUBHBIN mubp Aena.

PexBu3uThl, mpocrabiisieMble Ha O0JIOKKE (TUTYJIBHOM JIMCTE) Jiesa, O(QpopmisiroTest
CHEAYIOIUM 00pa3oMm:

- HauMeHoBanue oHoobpa3oBaresisi (MUHUCTEPCTBA) — YKA3bIBAETCS MOIHOCTBIO,

B UMMEHUTEIBHOM TaJekKe, C YyKazaHueM OQUIUAIBLHO TMPUHATOTO COKPAIIEHHOTO
HAMMEHOBAHMS, KOTOPOE YKa3bIBaeTCAd B CKOOKax IMOCle MOJHOTO HauMeHoBaHusA. B
ciy4asx, Korja B TEUEHHE TO/a, 3a KOTOPbIM TOTOBATCS A€la, MUHHUCTEPCTBO OBLIO
NeperuMeHOBaHO (TIpeoOpa3oBaHO) U ATO HE BBI3BAJIO BO3HUKHOBEHHS HOBOTO
dbonmoobOpa3zoBarens, Mo/ CTAPbIM €r0 HAMMEHOBAHUEM MUIIETCS U HOBOE€ HAUMEHOBAHUE;

- HAMMEHOBAHUE CTPYKTYPHOTO TOAPA3IEICHUS — 3alMUCHIBACTCS €ro Ha3BaHUE B

COOTBETCTBUHM C YTBEPKIACHHOU CTPYKTYPOMU;
- JIEJOMPOU3BOACTBEHHBIM HOMEp (MHAEKC) Jiefla — TMpOCTaBiaseTcsa MHuppoBoe

oOo3HavYeHre (MHJEKC) JAeia MO0 HOMEHKIIATYpe JENT; €CIHM JIEJI0 COCTOUT U3 HECKOJIbKHX
TOMOB, TO Ha OOJIOXKKE TIEPBOTO TOMa yKa3bIBAE€TCS KOJMYECTBO TOMOB 3TOTO Je€ja, a Ha
MOCJIEAYIOUINX TOMAX — HOMEP OYEPETHOr0 TOMA, Ha MOCJEIHEM TOME MOCJE €r0 HoMepa
JI00ABIISIETCSA CIIOBO (IOCISAHUI;

- 3aroJoBOK (HAaMMEHOBAaHME) Jiella — TEPEHOCUTCS W3 HOMEHKJIATyphl e,

cornacoBanHoii ¢ DIIMK TockomapxuBa PT (B HeOOXOAMMBIX CiIydasX B 3arojiOBOK
BHOCSITCS YTOUHEHUS: HOMEpA MPHUKA30B, MPOTOKOIOB MU Ap.). 3arojiOBOK Aeia JOJIKEH
OBITh KPaTKUM W B TO K€ BpeMs IMOJIHO PACKpPbIBAaTh COACP)KAHUE MOJAUIUTBIX B JIEJIO
JIOKYMEHTOB. B 3aroyioBke yKka3sIBaloTCsl BUJIBI UMEIOIUXCS B JIe€ JOKYMEHTOB, UX aBTOP
U MO0 KakoMy OHHM Bompocy. Eciu HauMeHOBaHME [€fla HE PACKPBIBAET CojiepKaHue
MOJIINTBIX B HEM JOKYMEHTOB («Pa3Has nmepenucka», «llepenucka mo o0mmm Bommpocam»
U T.II.), COCTaBJIIETCSl HOBOE€ HAMMEHOBAHUE, OTPAXKAIOIIEE COAEPKAHUE MOANIUTHIX B JIEJIe
JIOKYMEHTOB, U 00n0XkKa nena nepeodopmisiercs. Ecnu neny Henb3si 1ath OAHO oOiiee
KpaTKO€ HAUMEHOBAHHME, TO 3aroJiOBOK COCTABJISIETCSl MyTeM OO0OOIIEHUs CXOMHBIX
JIOKYMEHTOB WJIM TepeuyucieHus Haumboliee BaKHBIX. B 3aronoBkax Jen, coaepKaniux
KOTIMU JTOKYMEHTOB, YKa3biBaeTcsi uX KonuiHOcTh. Hampumep: «VYkaser Ilpesunenra
Pecnybnuku Tarapcran. Komuu.». [lommuHHOCTH JOKYMEHTOB Jiefla B 3aroJiOBKE HE
OTOBapUBAETCS;

- Jara jaena — YyKa3blBalOTCA ToOf(bl) 3aBECHUS U OKOHYAHUS [ena B
nenonpousBoiacTBe. [laToil nen, copepiKamux pacHoOpsSAUTENbHYIO JIOKYMEHTAIUIo, a
TaKKE IS JIe]l, COCTOSIIIUX M3 HECKOJIbKUX TOMOB (4acTei), SBISIIOTCS KpallHUE IaThl
JIOKYMEHTOB Jiefia, T.€. AaThl (YMUCIIO, MECHAIL, TI0/l) peructpauuu (COCTABICHHS) CaMOTO
pPaHHEro ¥ cCaMoro MO3JAHEr0 JOKYMEHTOB, BKIIOYEHHBIX B J1e0. [Ipu 3Tom uncnio (aByms
nudpamMu) U 1o 0003HAYAKOTCA apaOCKUMU HmudpaMu, Ha3BaHUE MECSAIA MHUIIETCA
cinoBamu. Ecnu B €0 BKIIOYEHBI JOKYMEHTHI (MPHIIOKEHUS U T.I1.), JIaThl KOTOPBIX
BBIXOJST 3a KpalHHE JaThl Jeja, TO MO/l JaTaMU Jejia ¢ HOBOM CTPOUKH JiejlaeTcst 00 3ToM
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3anmuch: «B aene umeroTcs ToKyMeHTHI 32 101 (bI)». JlaTel 1ema MoryT He yKa3bIBaThCs Ha
O0NOXKKE e, COAEep)KAlllMX, HANpuMep, TOAOBbIE IIJIaHbl M OTYEThl, TaK KAaK OHHU
OTPaXKAKTCs B 3ar0JIOBKAX JEII.

Jlns nen, copMUpPOBAHHBIX M3 JOKYMEHTOB [0 HOMUHAJILHOMY IPU3HAKY, TO €CTh
M0 BHUIAM JIOKYMEHTOB (TIPHKa3bl, PACMOpPSHKEHUS, aKThl W T.II.), JaTOW Hadajda Jena
SBIIIETCA JlaTa TOANMUCAHUS WM YTBEPXKICHHUS CaMOTO PaHHEro JOKYMEHTa, a JaTou
OKOHYaHMS — JaTa moAnucaHus (YTBEpKIACHHS) CaMOTO TTO3HET0 IOKyMEHTA.

Jlaroit nmena, comepiKamiero MPOTOKOJBI 3aCeJaHUi, SIBISIETCS JaTa yTBEPKIACHUS
(ecnu OHM YTBEPIKIAOTCS) UJIM COCTABIICHUS TIEPBOTO U MOCIEIHETO MPOTOKOIA.

KpaitHumu naramMu JIMYHOTO Jiesia SBJISIOTCS AaThl MOAMMCAHUS TIPUKA30B O TIpUeMe
M YBOJIILHEHHWH JIHMIAa, HA KOTOPOE OHO 3aBeleHo. B ciayuae cmeptu nmia, Ha KOTOpOE
3aBE/ICHO JIeNI0, KOHEYHOW [aToil SBISETCS Jara JOKYMEHTa, W3BEIMIAIIIEr0o O €ro
KOHYMHE, UJIA 3aIUCh 00 ITOM COTPYIHUKA KaJIPOBOM CITyKOBbI.

JInst nen, comeprkamux MEepenucKy, 1aToi Havana /ea SBIseTcs Aara MOCTYIUICHHS
MIEPBOTO BXOMSMIETO FUIM JIaTa MEPBOTO HMCXOMASIIET0 JOKyMEHTa, a JaTOd OKOHYAHUS —
JlaTa caMoro TO3HEr0 BXOMSIIEr0 WM MUCXOMSIIEro JOKYMEHTA HE3aBUCHUMO OT MecTa
HAXOXKJICHUS UX B JIETIE;

- KOJTMYECTBO JINCTOB B JIeJIe - MPOCTABISETCA HA OOJOXKKE Jiesla B COOTBETCTBHH C

BaBepHTeHLHOﬁ HaAIIHCBIO,
- CPOK XpPaHCHHUA OCJId U HOMCP CTATbH IICPCUYHA - IICPCHOCHUTCA Ha 06HD}KKy acia

U3 COOTBETCTBYIONIEH HOMEHKIATYPhI JIeJ TIOCJIE CBEPKH €ro CO CPOKOM XPaHEHWS,
ykazaHHbiM B [lepeyHe TUIMOBBIX  YNPABICHYECKUX  APXUBHBIX  JOKYMEHTOB,
o0Opa3yromuxcs B poliecce AesITENbHOCTH TOCYIapPCTBEHHBIX OPTaHOB, OPTAaHOB MECTHOTO
CaMOYIIPABIICHUS] W OPTraHW3aluid, C YKa3aHHEM CPOKOB XPAHEHHS, YTBEPKICHHOM
npukazoM MunuctepctBa KynbTypbl Poccuiickoit ®@enepanuu ot 25 aBrycta 2010 r. Ne
558, u Ilepeune HOKYMEHTOB, 00pa3yrOIUXCS B eITEIbHOCTH DenepaibHOTO apXUBHOTO
areHTCTBA U TMOJABEJOMCTBEHHBIX €My OpraHu3alluii, ¢ yKa3aHUEeM CPOKOB XpaHEHHS,
yTBEpKACHHOM TipukazoM deaepanbHoro apxuBHoro areHTcTsa ot 30 saBaps 2013 . Nel2
(mpu BBEJEHUU B JICUCTBHUE HOBBIX MEPEUHEH TOKYMEHTOB CO CPOKAMU XPAHEHUS CTapbie
3alMCH 3aYEPKUBAIOTCS, a CBEpXYy WM PAJOM MHUIIYTCS HOBbIE JaHHbie). Ha pemax
MOCTOSIHHOTO XPaHEHUs MUIIETCS: « XPaHUTh MOCTOSTHHOY;

- apXUBHBIM mUdp Jaena (CoOCTOUT u3 HoMepa (PpoHaa, HOMEpa OMUCH U HOMEpa Jefia

0 OMHUCHU) — MPOCTABISAETCS HA OONOXKKAX JEN IOCTOSHHOTO XpaHEHUs B apXuBe
MHUHHCTEPCTBA TOJIBKO MOCIE BKIIOUEHUS 3TUX A€l B TOAOBBIE Pa3ieibl CBOHBIX OMUCEH,
yrBepkaeHHbIX DIIMK ['ockomapxua PT (710 3TOro OH MpOCTaBISIETCS KapaHIaIIoM).

Ha o0Onoxkax pgen TOCTOSSHHOTO XpaHEHWsI TMPEAyCMATPUBACTCS MECTO IS
HanMeHoBaHusA [ocymapcTBeHHoro apxmBa PecmyOmukm Tarapcran, B KOTOpBIH OymyT
nepeaaBarbesi  Jena, komoB locymapcrBennoro apxuBa PecnyOmuku Tarapctan u
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muHuctepcTBa 1no OOmepoccuiickomy KiacCcuPpUKATOpy MNPEANPUSITHI U OpraHU3aAlUN
(OKTIO).

[lo okoHyaHuu roja B HAANUCH Ha OOJIOKKAX €1 MOCTOSHHOTO U BPEMEHHOIO
(cBbimie 10 meT) XpaHeHUsT BHOCSATCS YTOUHEHUSA: MPH HECOOTBETCTBUHU 3arojiOBKa Je Ha
00JI0KKE COJIEPIKAHUIO MOIIUTHIX JOKYMEHTOB B 3ar0JI0BOK Jiejia BHOCSTCA U3MEHEHUS U
JTOTIOJTHEHHUSL.

HanMmenoBanue MHMHUCTEPCTBA, TOJ ¥ HOMEpP JieJla MOTYT MPOCTABISATHCS Ha
00JI0KKE IITAMIIOM.

B umensx oOecniedeHusi COXPAHHOCTH M 3aKpPEIUICHUS TOPSAKA PACIOIOKEHHS
JIOKYMEHTOB, BKJIFOUEHHBIX B JI€JI0, BCE €T0 JIMCThI, KPOME YUCTHIX, JIUCTA — 3aBEPUTENS U
BHYTPEHHEH OMKUCH, HyMEPYIOTCS B Pa3BEPHYTOM BUJI€ apaOCKUMHU ITU(paMu, MOPSIAKOBOU
Hymepanuei. Huctoie TUCTHI U3 [1ena u3biMatoTes (0e3 MOBPEKIACHHS LETOCTHOCTH Aea)
U YHUUYTOXKAKOTCA. JIMCTBI HYMEpYIOTCS MPOCTHIM KApPaHIAIIOM CBEPXYy BHH3 B
BO3pACTAIOLIEM MTOPSIIKE HOMEPOB, HauMHas ¢ nepBoro. L{udpsl npocTaBiasioTcs B mpaBoM
BEpXHEM YyIIy JHCTA, HE 3a/eBasi TEKCTa JOKYMEHTOB. JIMCTBI BHYTpEHHEH OMUCHU
HYMEPYIOTCS OTIEIBHO.

Jluctel nen, cocTosiMX M3 HECKOIBKUX TOMOB WM YaCTel, HYMEPYIOTCS 10
Ka)K/IOMy TOMY WJIM YaCTH OTJENIbHO, HauuHas ¢ 1-ro. [Ipunoxenus k neiy, nOCTynUBIINE
B nieperieTe, opopMIIIOTCS KaK CAMOCTOSTENIbHbIE TOMA U TAKIKE HYMEPYIOTCS OTAENBHO.

JlokyMeHTBI ¢ COOCTBEHHOM HyMepaluei JHCTOB HYMEpPYIOTCS B 00IeM MOpsiake
WIH COXPAHSIOT COOCTBEHHYH) HYMEDPAIMIO, €CJIIHM OHAa COOTBETCTBYET MOPSIAKOBOMY
pACHOJIOKEHHIO JTUCTOB B JIETIE.

dororpaduu, yepTexu, TUarpaMMbl U APYrUe WLUTIOCTPATUBHBIE U crieluPUYECKue
MOKYMEHTBI, TPEACTABISIONINE CAMOCTOSTEIbHBIN JIMCT B Jielie, HYMEpPYIOTCs Ha
00OPOTHOM CTOPOHE B JIEBOM BEPXHEM YTITY.

Cnoxennslii nuct Oonbiioro ¢opmara (dopmara A3, A2) pa3BopauuBaeTcs
HyMEpYyeTCs B IMpPaBOM 4acTu BepxHero mojis aucta. [Ipu stom nuct modoro dopmara,
MOJIIUTBIA 32 OJIMH Kpau, HyMEPYETCA KAK OJIMH JIUCT; a JINCT, CJIOKECHHBIN U MOAIIUTHIN
3a Cepe/lnHy, MOJIEKUT NEPEIINBKE U HYMEpPYeTCsl KaK OJIUH JIUCT.

Jluct ¢ Hamyxo HaklIeeHHBIMM JOKymeHTamu ((ororpadusimu, BbIpe3KaMu,
BBITIUCKAMU U JIp.) HyMEPYeTCsl, KaK OJIMH JIUCT; B HUKHEW 4aCTU WJIM Ha 000pPOTE TaKOro
JIUCTA JIeNIaeTCsl OMUCh HAKIIEEHHBIX HA HEro JOKYMEHTOB. BO BHyTpeHHEN OmucH u B
3aBEPUTEIHLHOM HAIKUCHU B KOHIIE JieJla O TaKUX JIUCTAaX Jenaercs oroBopka. Hampumep:
«Ha nucre 6 HakneeHo 5 gororpaduii coracHO OMUCH HA 000POTE JIUCTAY.

KapTel u cxembl, CKJIE€EHHbIE U3 HECKOIbKHX JIMCTOB, HyMEPYIOTCSI KaK OJUH JIUCT.
Ha Takux nucrax Ha 000poTe MU CBOOOJHOM OT TEKCTAa MECTE YKA3bIBAECTCS KOJIUYECTBO
JUCTOB B CKJIeliKke. Bo BHyTpeHHel OMHCH U B 3aBEPUTEIBHON HAJIMHCH B KOHIIE Jeja O
TaKUX JIUCTaX Jaenaercsa oroBopka. Hampumep: «JIuct 7 — kapra-ckieiika u3 10 auctony.



98

Ecnu k 1okymMeHTy (JUCTY) MOAKIEEHBI OTHUM KPAaeM JIpyTrue JOKYMEHTHI (BCTaBKH
TEKCTa, NEPEBO/IbI, BEIPE3KHU, CIIPABKU U JIP.), TO KAXKAbIN JOKYMEHT HyMEPYETCs OTAEIbHO
OYEPEAHBIM MOPSIKOBBIM HOMEPOM.

[lonmmTeie B AE€M0 KOHBEPTHI C BIOKEHHSIMU HYMEPYIOTCS: BHAualle KOHBEPT, a
3aTeM O4YepelHbIM HOMEpPOM KaxK/10e BIOXKeHHe B KoHBepre. Haubonee 1eHHbIE B
UCTOPUUECKOM U XYIOKECTBEHHOM OTHOIIEHUU JOKYMEHTHI (UepTEk U, PYKOIMUCH,
rpaduka u T.71.) HE MOIIIMUBAIOTCS, @ BKJIQ/IbIBAIOTCSI B KOHBEPTHIL.

Ecnu B Hymepauuu JUCTOB AOMYIHIEHO MHOTO OLIMOOK, BCE HEI0 HyMEpyeTcs
3aHOBO. [Ipu 3TOM CTapbie HOMEpa 3a4EPKUBAIOTCSA OAHOM HAKIOHHOW YEpPTOH, U PALOM
CTABUTCS HOBBIM HOMEp JUCTAa. B KOHIlE Aena COCTaBISIETCSs HOBas 3aBepUTENIbHAs
HAJUCh, TIPU ITOM CTapasi 3aBEPUTENbHASA HAAMKUCH 3aUYEPKUBACTCS, HO COXPAHAETCS B
Jieie; BHOCSITCSI TAK)KE€ MCIPABICHUS BO BHYTPEHHIOK OIMUCH HIJIM OMUCH COCTABIISIETCS
3aHOBO.

[Ipu Hanuyuu OTAENBHBIX OMIMOOK B HyMEpallMH JUCTOB B JieNiaX MPHU MOATOTOBKE
UX K C/Ia4€ B apXuB, JOIMYCKAETCS MO COMIACOBAHUIO C HUM YMOTPEOJIIeHUE TUTEPHBIX (C
OYKBEHHBIMU JOTIOJHEHUSIMU) HOMEPOB JIUCTOB.

[locne 3aBepiieHus HyMepaluu JIUCTOB COCTABJISAETCS 3aBEPUTEIbHASI HAJMUCH IO
ycrtanoBaeHHou ¢opme (Ilpunoxenue Nel9), xoropasi pacmonaraercs B KOHIE Jena
3aBepuTenbHAs HAAMUCh COCTABISACTCS B Jiejie HA OTACIBHOM JIUCTE-3aBepuTene aena. B
Hel nudpamMu U NPONUCHIO YKA3bIBAETCS KOJIMYECTBO JIUCTOB B JAHHOM JIeJie, OTMEUAIOTCs
OCOOEHHOCTH OT/ENbHBIX [TOKYMEHTOB (ueprexu, (ororpaduu, puUCYHKH U [Ip.) U
(bU3UYECKOTO COCTOSIHUSL JOKYMEHTOB (MOMAapKH, HEpa30Op4YMBBIA TEKCT, MOPBAHHBIC
JUCTBI U Ap.). 3aBepUTENIbHAS HAIMUCHh MOJNUCHIBAETCS €€ COCTABUTENIEM C yKa3aHUEM
pacuipoBKU MOANUCH, JOJKHOCTH U J1aThl COCTABICHUS.

Jlns ydera JOKYMEHTOB OIPEACICHHBIX KATETOPHil MOCTOSHHOTO U BPEMEHHOTO
(cBpime 10 1ner) xpaHeHHs, y4eT KOTOPBIX BBbI3bIBAETCS CrenupUKOd TaHHOU
MOKyMeHTaluu (0cob0 IeHHbIE, JIMYHBIE JieNa, Jefla ¢ JOKYMEHTAMU OrpaHuYeHHOTO
JIOCTYyTAa U JIp.), COCTABISAETCSI BHYTPEHHSISI OMKUCH JOKYMEHTOB JIela.

BuyTpeHHsIsi onuch AOKYMEHTOB Jeja COCTaBIsAETCS TaKkKe Ha OOBEMHBbIE ena
MIOCTOSIHHOTO M BpeMeHHOro (cBoimie 10 jeT) xpaHeHus, e€cliu OHU CHOPMHUPOBAHBI TIO
Pa3HOBUAHOCTAM JOKYMEHTOB, 3arojIOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE
CoJiepKaHuEe JOKYMEHTOB C 1I€JIbI0 yueTa U 0osiee ObICTPOrO HAXOKICHUSI JOKYMEHTOB B
nene. Bo BHYTPEHHIOW OMKUCh TMOMUMO JTIOKYMEHTOB, MOJLIUTHIX B JI€N0, JOJKHBI OBITH
BHECEHBI U BCE MPUJIOKEHUSI, OTHOCSIIUECS K HEMY.

BuyTpeHHsIsi onuch JAOKYMEHTOB Jiefla COCTABISETCS HA OTACIBHOM JIMCTE IO
ycta"HoBiaeHHoU popme ([Ipunoxenne No20), KoTopasi COIEPKUT CBEACHUS O TTOPSIKOBBIX
HOMepax JOKYMEHTOB Jiela, X WHJEKCaX, /1aTax, 3arojoBKaX U HOMepax JIMCTOB Jelna, Ha
KOTOPBIX PACMOJIOKEH KaKIbld AOKyMeHT. K BHyTpeHHeH omucu JOKYMEHTOB [ielia
COCTAaBIIIETCS MTOTOBasl 3alHCh, B KOTOPOM yKa3bpiBaeTcsa IudpamMu U MOPOMUCHIO
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KOJIMYECTBO BKJIIOYEHHBIX B HEE JIOKYMEHTOB, MPUJIOKEHUN K /1€y ¥ KOJUYECTBO JIMCTOB
BHYTPEHHEHN OIHUCH.

[Ipu m3MeHeHuM cocTaBa JIOKYMEHTOB Jeia (M3bsITUU, BKIIOYEHUU JOKYMEHTOB,
3aMEHbl UX KONUSIMU U Jp.) 9TH U3MEHEHHUs OTPAKAIOTCSl BO BHYTPEHHEN OMUCH B rpade
«IIpumeuanne» €O cChUIKAMU HAa COOTBETCTBYIOLIME aKThl M MPU HEOOXOAUMOCTHU
COCTaBIIAETCSI HOBAsi UTOTOBAsl 3aIUCH.

BHyTpeHHsIs onuch TOKYMEHTOB Jiejla TOMUCHIBAETCS COCTABUTENEM C YKa3aHUEM
pactpoBKU MOAMUCH, TOIDKHOCTH U 1aThl COCTABIEHUS OMUCH.

JlucTel BHyTpeHHEN ONMUCH MOANIMBAIOTCA B Hauale fena. Eciu neno nepenyieTeHo
WIn TNoAmuTo 0Oe3 OnaHKa BHYTpPEHHEH OMHWCH JAOKYMEHTOB, TO COCTABJICHHAs IIO
YCTaHOBJICHHOU (POpME OMKUCH MOAKICUBACTCS 3a BEPXHUM Kpail K BHYTPEHHEN CTOPOHE
JULEBOU OOJIOKKH Jena.

JlokymMeHTbl B Jenax MOCTOSIHHOTO, MOJroBpeMeHHOro (cBeime 10 net) u mo
JUYHOMY COCTAaBYy MOIIIMBAIOTCS HA YEThIPE MPOKOJA MPOYHBIMU HUTKAMU B TBEPAYIO
O0OXKKY M3 KapTOHA WIM MEPEIIeTAIOTC ¢ YY€TOM BO3MOXKHOCTH CBOOOIHOIO UTEHUS
TEKCTa BCEX JIOKYMEHTOB, J1aT, BU3 U PE30JIIOUUN HA HUX. TEKCT HE JOIDKEH NMOAXOAUTH K
JMHUU TOMINUBKU (Tieperuiera) Omvke 2 CM, a JIUCTHI HE JO/DKHBI BBICTYMAaTh 3a Kpas
ob0noxkku. B cioyudasix, korjga TEKCT HA AOKYMEHTE PACIMOIOXKeH OIMM3KO K Kpaw JUCTa, K
TaKOMy JIMCTY MOJKJIEUBACTCS MOJIOCKAa OyMaru, 3a KOTOPYIO NOKYMEHT MOAIIMBAETCA
(meperuieTaeTcs) B JIEJ0.

Pesomonun  pyKOBOACTBA, BH3bl, COCTaBIICHHbIE HA OTAEJIbHBIX JHUCTaXx,
pa3MeIalTcsl mepel JAOKYMEHTOM, K KOTOPOMY OHH OTHOCSATCS, M B TakOM MOpPsIKe
MO/IIIMBAIOTCS B JIETIO.

[Ipy moxaroroBke Aen K MOAMIMBKE (MEPEIIETy) MPOBEPSIETCS MPABHILHOCTh HX
dbopmupoBanusi, opopmiieHHs, METAUIMUECKUe CKperuieHusi (OynaBKH, CKpENKu) U3
JIOKYMEHTOB yAAJSIOTCSI.

B nenmax MOCTOSHHOTO XpaHEHUs MOJIEKAT M3BATUIO JIyOJIETHBIE SK3EMILUISIPHI
JIOKYMEHTOB, UYE€pPHOBUKH, HEO(POPMIICHHbIE KOMHHU JIOKYMEHTOB U HE OTHOCAIUECS K
BOIIPOCY JOKYMEHTHI C BDEMEHHBIMH CPOKAMU XPAHEHUSL.

Jlena TOCTOSHHOTO XpaHEHUs, COCTOSIIIME U3 JOKYMEHTOB OCO0OW HaydHO-
HUCTOPUUECKOM, XYAOKECTBEHHONW M WHOW LEHHOCTH WU HEPOPMATHBIX JOKYMEHTOB
(KapThl, CXEMbl, IUIAHbI, YEPTEXKHU, (POTOCHUMKH U JApPyrHue AOKYMEHThl OOJIbIIOrO
dbopmara), B 1IeJISIX UX COXPAHHOCTH U YI0OCTBa MOJIL30BaHUA HE MOANIMBAIOTCS B Jiena, a
XPAHSTCS CIOKEHHBIMU B 3aKPBITHIX TBEP/BIX MANKax ¢ TPeMs KIanaHaMH U ¢ 3aBsi3KaMu
WK B KapTOHHBIX (yTispax (KopoOKax) B KauecTBe MPUIOKEHUM K genam. Ha kaxmyro
nanky (Kopooky) cOCTaBAsE€TCS BHYTPEHHSS OMUCHh HAXOSIIIUXCS B HEM JOKYMEHTOB.

Ecnu B neno B xozne ero (opMupoBaHus ObUTH MOIIINUTHI JOKYMEHTHI C Pa3TUYHBIMH
CpOKaMU XpaHEHHUs, TO JeJI0 pacuiMBaeTcsi U (OPMHUPYIOTCS HOBBIE J€/ia, UCXOIs U3
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CPOKOB XpaHeHHs] JOKyMEHTOB. [Ipu 3TOM MOKYMEHTBI C UCTEKIIMMHU CPOKAMH XPaHEHUS
YHUYTOXKAKOTCS MO aKTaM B YCTAHOBJIEHHOM TIOPSIJIKE.

OO0s10KKHM J1e]1 ¢ JIOKYMEHTaMH, UCIIOJIHEHHBIMU HA CTAaHAAPTHBIX JIMCTAX, JOJIKHBI
uMeTh pasmepnel 229x324 mm. OONOXKKHA el ¢ JOKYMEHTaMH, WM3TOTOBICHHBIMH Ha
HECTaHJJAPTHBIX JIUCTaX, MOTYT UMETh pa3Mepbl, COOTBETCTBYIOIINE pa3MepaM TOIITUTHIX
B HUX JIUCTOB.

OO610KKH 1€ ¢ JOKYMEHTaMM, UMEIOIUMU JUTUTeIbHbIEe (25 1 Oonee neT) cpoku
XpaHEHUs, MOJDKHBI OBITh M3TOTOBIEHBI M3 TBEPHOro KapTtoHa. Jlis oOmoskek [edn,
CIaBaE€MbIX HA MOCTOSIHHOE XPaHEHHE, MPUMEHAETCS OECKUCIOTHBIN KapTOH.

[Ipu oopmieHun ey NIPUMEHSITh KAHIEISIPCKUN (CUITMKATHBIN) KIIEH HE CIIEayeT.

Jlena BpemenHoro (1o 10 mer) XxpaHeHus MOJJIEKAT YACTUUYHOMY O(DOPMIICHHIO:
TOTYyCKaeTcsl JieNia XpaHUTh B MaNKaX-CKOPOCIIUBATENAX, MATKHUX OOJIOKKAX, He
IPOBOJUTH TEPECUCTEMATU3AIMIO JOKYMEHTOB B J€Je, JMCThl Jiejla HE HyMepOBaTh,
3aBEPUTENIbHBIE HAAMUCH HE COCTABIATh. PeKBU3UTHI OONOKKH €A 3aloJHSAIOTCS 110
YIPOILIEHHOU cxeme (0e3 MPOCTaBIeHUs apXUBHOTO I pa, KOJIUYECTBA JIUCTOB B JIENiE).

10.3.3. Onucaunmue jae.

B MunucTepcTBE, B KaXKIAOM CTPYKTYPHOM TOApa3Ieie€HUU, OMUCU Ha Jena
MOCTOSIHHOTO XPAHEHHUSI COCTABISIOTCS €KErOAHO TOJ METOANMYECKHM PYKOBOJICTBOM
COTPYJAHUKA, OTBETCTBEHHOTO 3a apxuB. [10 dTUM omucsM HOKYMEHTHI CIAIOTCSI B apXUB
MHUHHCTEPCTBA.

Onuce nen — apXWBHBIM COPABOYHHUK, COAEPIKAIIUM CUCTEMATH3UPOBAHHBIN
NepeueHb eAUHUIl XPAaHEHUS] apXUBHOTO (POH/IA, KOJUIEKUIMU U TIPEAHA3HAYEHHBIN ISl UX
ydeTa U packpbITusi conepxkanus. OTaenbHas ONKUCh MPEACTABIAECT COOO0M MepeyeHsb /el C
CaMOCTOSITEILHOM MOPSAAKOBOM 3aKOHUEHHOU Hymepanueil. OCHOBOM COCTaBICHUS OMUCEN
JIeJ SIBJISIETCSI HOMEHKIIATypa Jedl.

Omnucu COCTaBIAIOTCS OTACIBHO Ha Aena MmocTosHHoro XpaHeHus ([Ipunoxenue
No22); nena Bpemennoro (cBoiie 10 net) cpokoB xpanenus (IIpunoxenue No23); nena mo
auayHoMy coctaBy ([Ipunoxenue Ne21l). Ha mena Bpemennoro (mo 10 net) XpaHeHus
OTHCH HE COCTABIISIIOTCS.

Onucu fen CTpyKTYPHBIX MOAPA3AEICHUI COCTABISIOTCA M0 YCTAHOBIEHHOM hopme
(ITpunoxkernne No24) v mMpenCTaBISIOTCS B apXUB MHUHHCTEPCTBA HE TO3HEE YEM 4Yepes
TPH Tofia MOCJE 3aBEePILICHUS Ie]T B 1eJIONPOU3BO/ICTRE.

Onucu nen, MOArOTOBICHHBIE CTPYKTYPHBIMHU MOAPA3ACICHUSMH, CIYXKAT OCHOBOM
JIJIS1 IOATOTOBKU CBOJIHOW OMMCH JI€JT MUHUCTEPCTBA, KOTOPYIO TOTOBUT COTPYAHUK OTIENa
NETONPOU3BO/ICTBA U KOHTPOJIS, OTBETCTBEHHBIN 33 apXUB U 1O KOTOPOW OH CAET jesa Ha
noctosiHHOe XpaHenue B ['BY «locynapcrBennsiit apxuB Pecnyonmuku Tatapctany.

B ommcax gen yka3pIBaeTCs IIONHOE JEeUCTBUTENbHOE (0€3 COKpalieHui)
HAUMEHOBAHUE CTPYKTYPHOTO TOJApA3/AENICHHs,, KOTOPOE BelO Jiefla M 3aKOHUMJIO HUX
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JETONPOU3BOJICTBO. B ciydasix, koraa CTpYKTYpHOE MOApa3eieHue B TeUeHUe Mepuoja,
32 KOTOPBIM BHOCSTCSl Jiella B OINKHCh, OBLIO MEpPeUMEHOBAHO (Ipeodpa3oBaHO), MOM
IPEKHUM HAUMEHOBAHUEM IMUIIETCS €r0 HOBOE HAMMEHOBAaHMUE.

OnwucarenbHasi CTaThsl OMUCH JEJI CTPYKTYPHOTO TOPA3ICIICHUS HMEET CIIEIYIOIIHE
IEMEHTHI:

- TOPSIAKOBBIM HOMEp Jiefa (ToMa, YacTH) TI0 OIHCH;

- HMHJAEKC jaena (Toma, 4acTu);

- 3aroJIOBOK Jienia (ToMa, 4acTH);

- Jara jena (ToMma, 4acTH);

- KOJIMYECTBO JIUCTOB B jielie (TOME, YacTH);

- CPOK XpaHEHHs Jena.

[lepen BHECEHHEM 3arojIOBKOB JIe]T B ONMUCH MPOBEPSAETCS KauecTBO (POPMUPOBAHUS
u odopmnenus nen. B chmydyae oOHapyXeHUs HapyIICHHW YCTAaHOBJICHHBIX MPAaBUII
bopmupoBanusa U 0hOpPMIICHUS €1 OHU YCTPAHSIIOTCS.

[Ipu cocTaBneHNU OMUCH JIe]T COOTIONAIOTCS CIAEAYIONINE TPEOOBAHMS:

3arOJIOBKA €1 BHOCATCA B ONUCh B COOTBETCTBUU C TMPUHATON CXEMOW
CUCTEMATU3allUM HAa OCHOBE HOMEHKJIATYPHhI A€M,

KOKJA0€ JIeJI0 BHOCUTCS B OMHUCH MOJ CAMOCTOATEIbHBIM MOPSIAKOBBIM HOMEPOM
(ecnu €m0 COCTOUT U3 HECKOJIBKUX TOMOB (4acTel), TO KA Il TOM (4acTh), B TOM YUCIIE
chopMupoBaHHOE B OTHACABHBIA TOM TPUIOKEHHE K JI€IY, BHOCATCS B OIUCH MO
CaMOCTOSITEJIbHBIM HOMEPOM);

MOPSAJIOK HYMEpPALUK J1e]1 B ONTUCHU — MOPSAKOBbIN;

NOPSAJIOK  OPUCBOCHHUSA  HOMEPOB  OMMCAM  CTPYKTYPHBIX  TOApa3AC/ICHUI
YCTaHABJIMBACTCS MO COMIACOBAHUIO C OTAECIOM AEIONPOU3BOICTBA U KOHTPOJIS;

rpabl ONIUCH 3ATTOJTHSIOTCS B TOYHOM COOTBETCTBUU C TEMHU CBEJICHUSIMU, KOTOPHIE
BBIHECEHBI Ha O0JIOKKY JIela;

MHOTOTOMHBIE JI€Jia B OMKCh BHOCATCS 110 MOPSAAKY HOMEpPOB TOMOB. [Ipu BHECeHUM
B OIKCH MOCJICHETO TOMA TOCIIe HOMepa ToMa J100aBisieTcst cioBo «llocnennuing.

B omucu Mexay HaMMEHOBaHUSIMU (3aroj0BKaMHU) JEJT OCTaBJISETCS WHTEpBAN HE
MeHee 1 cm.

[pada omucu «llpumedanus» uUCMOAB3YETCS i OTMETOK O TIpUeMe e,
OCOOEHHOCTSIX MX (PU3MYECKOTO COCTOSAHHSA, O TMepenade Aed JPYTuM CTPYKTYpPHBIM
MOAPA3EJICHUSIM CO CChIJIKOM Ha COOTBETCTBYIOIINMN aKT, O HAJIMYUU KOTTUM U T.II.

B xoH1ie onucu Beieq 3a NOCISIHEH OMUCATEIbHOM CTAaTheM 3alOJHSISTCSI UTOTOBAas
3aMUCh, B KOTOPOH yKa3bIBaeTcs (LudpamMu U MPOMUCHI0) KOTUYECTBO €I, YHCIIAIUXCS
[0 OMNHWCHU, TEPBBIM M TMOCIACAHUN HOMEpA JEN IO OMNUCH, & TaKKE OroBapUBAIOTCS
0COOEHHOCTH HyMEpalHH [ B OMTUCH (JIMTEPHBIE U TIPOIYIIIEHHBIE HOMEPA).
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Onuch [en  CTPYKTYPHOTO TOApA3/eNiCHUs] TMOJIMUCHIBACTCS COCTABUTENIEM C
YKa3aHUEM €ro JOJKHOCTH, COITIACOBBIBAETCA C COTPYAHUKOM, OTBETCTBEHHBIM 3a
BEJICHUE apXUBa, U YTBEPXKAAETCS PYKOBOJAUTENIEM CTPYKTYPHOro rnogpaszjenenus. Onuce
JIeJI CTPYKTYPHOTO IOAPA3AEIeHUsl OPraHU3aluu COCTABIAETCA B JIBYX DK3EMIUIAPaX, OAUH
13 KOTOPBIX IEPENaeTCcs BMECTE C JeJIaMU B aPXUB MUHHUCTEPCTBA, & BTOPOU OCTAETCA B
KAa4eCTBE KOHTPOJBHOIO 3K3EMIUISIPA B CTPYKTYPHOM IMOAPA3AEICHUN.

10.3.4. YuuuToxKeHHEe JOKYMEHTOB M J1eJI ¢ HCTeKIIMMHU CPOKAMH XPAHEHHUS.

Pesynprarel OoTOOpa MOKYMEHTOB K YHUYTOKCHHUIO, CPOKHM XPAHEHUS KOTOPBIX
UCTEKJIM, 32 COOTBETCTBYIOIIMHA TEPUOA BPEMEHH O(QOPMIISIOTCS aKTOM O BBIJCICHUH
JIOKYMEHTOB K YHHUTOKeHHIO (I Ipunoxkenue Ne25).

Jlena BKJIIOUAKOTCS B aKT, €CJIA YCTAHOBJICHHBIN JIJI1 HUX CPOK XPAHEHHS MCTEK K |
SHBaps T0J/la, B KOTOPOM COCTaBJICH akT (Hampumep, 3akoHueHHbie B 2009 romy gena ¢ 3-
JIETHUM CPOKOM XPaHEHHS MOTYT OBbITh BKJIIOYEHBI B aKT, COCTABJIEHHbIH He paHee |
saBaps 2013 ).

AKT 0 BBIZICICHUH K YHHYTOKEHUIO JOKYMEHTOB, HE TMOJUICKANINX XPAHECHUIO, KAK
NPaBUJIO, COCTABISIETCS HA Jlela BCEr0 MHUHHUCTEPCTBA (TIPH 3TOM Jieha KaKIOTO
CTPYKTYPHOTO TOJIPA3JEICHs] COCTABISIOT CAMOCTOSTEIBHYIO TPYMNIy 3arojoBKOB, a
3aroJIOBKU OJTHOPOIHBIX JENI, OTOOPAHHBIX K YHUUYTOKEHHIO, MOTYT ObITh BHECEHBI B aKT
1101 OOIIMM 3ar0JI0BKOM C YKa3aHHEM KOJIMYECTBA JeJl, OTHECEHHBIX K JaHHOM IpymnIe).

OT6op [MOKYMEHTOB K YHHUUTOXKEHHIO M COCTaBICHHE AaKTa O BbIACICHUU
JIOKYMEHTOB K YHUYTOKEHHUIO MPOU3BOAUTCS TMMOCIE COCTABICHHUS CBOMHBIX OMHUCEH e
MOCTOSIHHOTO XPAaHEHHsS 3a JTOT e Mepuoa (OMUCHM M aKThl PAacCMaTPUBAIOTCS Ha
3aceqanun DK MUHHCTEpCTBA OTHOBPEMEHHO).

CornacoBannbie DK MUHHCTEPCTBA aKThl YTBEPIKIAKOTCS MHHUCTPOM TOJIBKO ITOCTIE
yrBepxkaeHus OIIMK TockomapxuBa PT ommceir gen TOCTOSHHOTO XpaHEHUS W
COTJIACOBAHMSI OMUCEHN JIEJ 1O JINYHOMY COCTAaBY.

[Tocne yTBepKIeHHSI MUHUCTPOM aKTOB O BBIJICJICHUH IOKYMEHTOB K YHUYTOKEHHUIO
Jiena mepearoTes Ha mnepepadoTKy (YTHIM3alUI0) MO MPUEMO-CAATOUHONW HAKIAJAHOM, B
KOTOPOHM YKa3bIBAIOTCSA JaTa Tepenadd, KOJUYECTBO CIaBaeMbIX /eI U BeC OyMa)kKHOM
MakyJaaTypbl (ITOCIEe YHUUTOKEHUS 1€ B aKTe MPOCTABISAETCS /1aTa Caud JOKyMEHTOB, UX
BEC U HOMEp HAKIQJAHOW C YKa3aHWeM MJOJDKHOCTH, (amMuiauu, NOAMUCH JIUIA,
OTBETCTBEHHOTO 32 Mepeady /e Ha YHUUYTOKECHHE ).

10.3.5. [lepenaua e HA apXUBHOE XpPaHEHHe.

B apxuB MuUHHCTEpCTBA TMEpeNalOTCs Jeida ¢ HCHOJHEHHBIMH JOKYMEHTAMHU
MOCTOSIHHOTO, AOJTOBpeMEHHOTO (cBhimie 10 sieT) XpaHeHHs U MO AUYHOMY cocTaBy. Mx
nepeaada mpou3BOUTCS TOJIBKO MO YTBEPIKICHHBIM OIMHUCSM JIEIT.

Jlena ¢ UCMIOJIHEHHBIMU JJOKYMEHTAMH MOCTOSIHHOTO U JOJITOBPEMEHHOTO (cBblmie 10
JIET) XpaHEHHUs TEepPearoTcs B apXWB MUHUCTEPCTBA HE paHee 4yeM uepe3 | rom u He
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Mo37HEE YEM Yepes3 3 roa mocie rofa, B KOTOPOM JIOKYMEHTbhI ObLTH MOMEIIIeHbI B 1e710 Ha
XpaHEeHHeE.

Jena BpemenHoro (1o 10 ner BKIIOYMTENIBHO) XPAaHEHUs IEPEAavye B apXUB
MUHUCTEPCTBA, Kak IMpaBuiao, He mnomaexar. OHM XpaHATCA B  CTPYKTYPHBIX
NOAPA3AELIEHUSIX U MO MCTEYEHUHU CPOKOB XPAHEHHUs TMOMJIEKAT YHUYTOKEHUIO B
YCTAHOBIEHHOM MOPSI/IKE.

B mepuon moarotoBku Aen CTPYKTYPHBIM MOApPA3IETICHUEM K Iepenade B apXuB
MUHUCTEPCTBA JIMLIOM, OTBETCTBEHHBIM 33 BEJICHUE apXUBA, IPEABAPUTEIILHO IPOBEPSAETCS
NpaBUWILHOCTh uX (opmupoBaHusa, OGOPMIEHHS U COOTBETCTBHE KOJIMYECTBA JIElI,
BKJIIOYEHHBIX B ONMUCH, KOJIMYECTBY JI€J, 3aBE€JCHHBIX B COOTBETCTBUU C HOMEHKIATYpOU
7€ MUHUCTEpCTBA. Bce BBISIBICHHBIE MPU MPOBEPKE HENOCTATKH B (POPMHUPOBAHUU U
odopmiieHUH J1eN1 pabOTHUKHU CTPYKTYPHOTO MOApa3iesieHus: 00s3aHbl yCTPAHUTD.

[lepemaya nmen B apXMB  MHHUCTEPCTBA  OCYIIECTBISIETCS MO  Tpaduky,
COCTaBJICHHOMY JIMIIOM, OTBETCTBEHHbIM 34 BEJICHHE AapXuBa, COMIACOBAHHOMY C
PYKOBOOUTENIAMU CTPYKTYPHBIX NOAPA3ACIACHUNA M YTBEPKACHHOMY YIPABIAIOIIUM
JeJIaMi MUHUCTEPCTBA.

Jlena m onucu Ha cnaBaeMble HOKYMEHTBI JOCTABISIIOTCS B apXUB MUHHUCTEPCTBA
COTPYAHUKAMHU CTPYKTYPHBIX mojpaszaeneHuii. OTBETCTBEHHOCTb 3a COXPAaHHOCTH
JIOKYMEHTOB MpPU TPAHCIOPTUPOBKE M CJa4yy HUX B apPXUB HECET CTPYKTYpHOE
NOApA3AENEHUE, MEPENAIOIEE JOKYMEHTBHI.

[Ipuem kak10ro nena mpou3BOAUTCS JTULIOM, OTBETCTBEHHBIM 3a BEJACHHUE apXHBa
MUHHUCTEPCTBA, B TMPUCYTCTBUM JHIA, nepenaromero aena. Ilpu stom HA 000MX
HK3EMIUISIPAX OMUCU MPOTUB KAKIOTO JieNia, BKIIOYEHHOTO B HEe, JENAeTCs OTMETKa O
HAJTMYKUU Jena. B KOHIe KakKA0T0 dK3eMIUISIpa OMUCH YKA3bIBAIOTCS IU(PaMH U TPOMUCHIO
KONUYECTBO (DAKTUYECKU MPUHSATHIX M€, Jara mpueMa-rnepenadyn Aei, a TaAKKe MOIAIUCU
JIMI1a, OTBETCTBEHHOTO 34 BEJICHUE apXUBAa MUHUCTEPCTBA U JIUIIA, IEPEIABIIETo JIea.

Bmecre ¢ ngemamu B apXuB MHMHUCTEPCTBA IMEPENACTCA M HAYYHO-CIPABOYHBIN
anmnapar K HUM.

B cnydae nukBugauuMM WM pEOPraHU3alUM  CTPYKTYPHOTO TOJpa3/eieHUs
MUHHUCTEPCTBA, JIMIIO, OTBETCTBEHHOE 3a BEACHUE JEJIOMPOU3BOJICTBA JIAHHOTO
CTPYKTYPHOTO TOJAPA3ACIEHUS, B NEPUOJ IPOBEACHUSA JTUKBUAAIMOHHBIX MEPOINPUATHI
dbopmupyeT Bce UMEIONIMECs JOKYMEHTHI B jieia, 0hopMIiIsieT ienia U nepeiaeT ux B apXuB
MUHHCTEPCTBA, HE3aBUCUMO OT CpPOKOB XpaHeHwus. llepemaua nen ocyiecTBAsieTcs 1O
OMUCSAM J€7 U HOMEHKIIaType Je.

11. U3roroBJjieHne, y4eT, HCNOJIb30BAHHE U XPAHEHHE NevyaTeid, ITaMIoB
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11.1. U3roroB/ieHue nevyareil U ITAMIIOB.

MuHucTepcTBO MpUMEHSET Nevarh ¢ BocnpousBenenuem [ocymapctBenHoro repba
PecriyOnuku Tarapcran (manee — repOoBasi mnedarb). Kpome repOoBoit 1mieuaru
UCTIONIB3YIOTCSA [eYaTu CTPYKTYPHBIX TMOAPA3ACHACHUN Uisi OTHENbHBIX KATETOpU
MOKYMEHTOB, METAJUIMYECKUE BBDKUMHBIC MEYAaTH JJis ONeuYaThbiBaHUS MOMEIICHUH, a
TAKKE MITAMIIBI.

[leyaru u miTammnel i1 MUHUCTEPCTBA U3TOTABIUBAIOT TOJIBKO MOTUTPAPUUECKUE U
MITEMIIETLHO-TPABEPHbIC MPEAIPUATUSI, UMEIOINE BbIJAHHbIC B YCTAHOBICHHOM TMOPSIKE
JULEH3UU HA ATOT BUJ JEATENBHOCTH M CEPTU(UKAT, YIOCTOBEPSAIONINI BO3MOKHOCTH
U3TOTOBIIEHUS YKa3aHHOTO BUAA IPOLYKIIUH.

[leyatn U3roTaBIUBAIOTCS B CTPOTO OTPAHUUYEHHOM KOJIMYECTBE M UCKIIFOUUTEILHO B
CIY’KEOHBIX IIEJISIX.

Pemenne 0 HE0OXOAMMOCTH U3TOTOBJICHUS MeYaTed U UX KOJIMYECTBE MPUHUMAET
YOPaBISIOMIMKM  AedaMu 1O 3asdBKEe CTPYKTYPHOTO TIOApA3/ielieHusT — WHHUIMATOpa
U3TOTOBIIEHHUSI, COTTIACOBAHHOM C 3aMECTUTEIIEM MUHHUCTPA.

3asiBKU CTPYKTYPHBIX MOJpa3eIeHU MUHHCTEPCTBA HA U3TOTOBJIEHUE TeuaTei, a
TaKXKE IITAMIIOB, UX ICKHU3bl C BU30M HauallbHUKA (PUHAHCOBO-DPKOHOMHYECKOTO OTAEsa
HAMPABJSIIOTCSL B OTJEN MATE€pPUANIbHO-TEXHUYECKOTO olOecredeHus: g pa3MenieHus
3aKa30B B YCTAHOBJIEHHOM 3aKOHOM mopsake. B 3adBke ykaseiBaroTcs Iuua,
OTBETCTBEHHBIC 32 MOJIyYEHUE U XPAHEHUE JAHHBIX MeYaTeil U TAMIIOB.

B cnyuae cinyxeOHOM HEOOXOAMMOCTH TO PELICHUIO YMPABISIOUIETO [AeIaMu
JIOMYCKAETCsl U3TOTOBIEHUE JOMOHUTENBHBIX IK3EMILISIPOB MEYaTei.

11.2. Y4er, Bblja4ya, XpaHEeHHE U UCIIOJIb30BAHHE MeYaTell U ITAMIIOB.

M3roToBneHHbIE TEYAaTH W IITAMIIBI YYUTHIBAIOTCA B JKypHAjJ€ y4deTa U BbIAYU
neyare M ILITAMIOB, KOTOPBIM BEAETCA COTPYIHHUKOM OTAENa MO0 MOOWIM3AIMOHHOU
padore (IIpunoxenue Ne26).

B xypHanme B 00s3aTe€IbHOM TIOPSAJIKE CTaBATCS OTTUCKUA (00pasipl) medarei
(ITaMIIOB), a TaK¥kKe 3aMMCHIBAIOTCS 0 KAKIOM medatd (IITaMIly) CIEeIyHONIe JaHHBIE:
HOMEp M Jara COMPOBOJMUTEILHOTO MUCHhMA, B COOTBETCTBUU C KOTOPBIM OHA (OH) ObLIH
M3TOTOBJICHBI; HAUMEHOBAHUE TIeYaTH (IIITaMIIa); 1aTa BbIJaud; KOMY BbIJIaHA C yKa3aHUEM
HAMMEHOBAHUSL CTPYKTYPHOTO TOJpa3iefieHus, MAODKHOCTH, (aMuiIuu U HUHUIUATIOB;
MOJMHUCH MOJYYUBIIETO (OTBETCTBEHHOTO 3a XpaHeHue). [Ipu Bo3Bpare (M3BITHH) MEeUaTH
WIKA ITaMIa B JKypHAJIE CTaBUTCS JaTa C/Iayd U TOMAMKUCH OTBETCTBEHHOTO 3a BEJICHHE
KypHana. B cnydae yHuutoxkenus (cnucanusi) medatru (ITamia) B KypHaie Mo KaxaoMmy
oOpasily CTaBUTCS JaTa U HOMEP aKTa Ha YHUUYTOKECHHE.

JIucTel )KypHaa AOMHKHBI OBITh IPOHYMEPOBAHbI, IPOUIUTBI, CKPEIJICHBI MEYaThI0 U

IMOAIMHUCEIO JOJIKHOCTHOT'O JIMLIA B YCTAHOBJIICHHOM ITOPAIKE.
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XpaHeHHe medareid W MITAMIIOB MPOU3BOAUTCA B HAJICKHO 3aMUpPAEMbIX IiKadax-
ceidax.

OTBETCTBEHHOCTh 3a XPAaHEHHWE U HCIOJb30BAHUE II€YaTeid M IITaMIIOB B
MUHHCTEPCTBE BO3JIArae€Tcsi HA JIOJKHOCTHBIX JIMII M PYKOBOJIUTENECH CTPYKTYPHBIX
nojpasaeneHuii  MuHuctepcrBa. [IpaBo wucmonb3oBaHMsI Te4aTedl M IITAMIIOB B
CTPYKTYPHBIX MOJIpa3AEICHUSIX MUHUCTEPCTBA MPEAOCTABIAETCS JOIKHOCTHBIM JIMIIAM Ha
OCHOBaHMU  (YHKIIMOHANBHBIX  OOS3aHHOCTEH,  YTBEPKICHHBIX  JIOJKHOCTHOU
MHCTPYKIIMUEH.

[lepenaya meyaTeit U MITAMIOB MOCTOPOHHUM JIMIIAM U BBIHOC MX M3 MOMEIICHUH,
3aHUMAEMbIX MUHUCTEPCTBOM, HE JIOMYyCKAETCS.

[IpoBepka Hanuuus, NMOPSAAKA XPAHEHUS MEYaTe U IITAMIIOB MPOBOJUTCS HE pexke
OJTHOTO pa3a B roji. B MuHucCTEepCTBE MPOBEICHUE MPOBEPKU BO3JIATAETCSA HA COTPYAHUKA
oT/IeN1a 10 MOOMIN3AIMOHHON padoTe.

[To xaxnomy dakTy yTparbl Me4yaTed W INTAaMIOB MPOBOAUTCS CIyKeOHOE
paccienoBaHue, MaTepUalibl KOTOPOTO CIIYXKAT OCHOBAHUEM JIJisl IPUBJICYCHUS] BUHOBHBIX K
OTBETCTBEHHOCTH. PaccrienoBanue mno Kaxaomy ¢akTy yTparbl MPOBOAMTCS B
00s13aTEIBHOM MOPSJIKE C IPUBJICUCHHEM PAOOTHUKOB MUHUCTEPCTBA. Y TPAYEHHBIE MIEYaTH
U IITAMITBI CHUMAIOTCS C y4eTa IO aKTYy.

['epboBasi meyath B MUHUCTEPCTBE CTABUTCS HA JIOKYMEHTaX, TpeOyroumx 0co00ro
ynocroBepeHus ux noanuHHoctu (ITpunoxenune Ne 10).

['epOoBOIl TEeUaThIO 3aBEPSIOTCS TMOAMUCH MHUHHUCTPA, 3aMECTUTENsi MUHHCTpA, a
TaKXKE€ JPYTUX JIOJGKHOCTHBIX JIMI, KOTOPBIM JOBEPEHHOCTHIO WJIM TPUKA30M
MUHHCTEPCTBA MPEIOCTABICHBI COOTBETCTBYIOIINE TTOJTHOMOUHS.

[levatu W mTammnel, OpUIIEANIHNE B HETOAHOCTh B Clydyae HMX H3HOCA WIH
NOBPEKACHUSI, a TaKKe TMEPEeMMEHOBaHUs (pEeOpraHu3aiii) MUHUCTEPCTBA, €ro
CTPYKTYPHBIX MOAPA3ACICHUN, MOAJIEKAT BO3BPATY IO MECTY BbIJaul U YHHUTOMKKAIOTCS 110
aKTy KOMHUCCHEN B COCTABE HE MEHEE TPEX YEJOBEK C COOTBETCTBYIOLIECH MOMETKOM B
KypHaie. CoCTaB KOMUCCHUM YTBEPIK/Ia€TCs 3aMECTUTENIEM MUHUCTPA.

12. Opranu3anusi npueMa nocerure/ieil u padora ¢ odpameHUsIMH rPaskIaH

Opranuzanusi mnpueMa mnoceTutened u  pabora ¢ oOpameHussMU TpaKIaH
ocymiecTBisieTcss Ha ocHoBaHun PenepanbHoro 3akoHa oT 2 mas 2006 roma Ne 59-D3
«O mopsanke paccMoTpeHusi obOpamenuit rpaxkaan Poccuiickoit Denepanumn», 3aKoHa
Pecniyonuxu Tarapcran ot 12 mas 2003 roma Ne 16-3PT «O06 oOpauieHusx rpaxkiaH B
Pecnybnuke Tarapcrtan», KOTOPBIMU PEryaupYIOTCS MPABOOTHOIICHUS, CBA3aHHBIE C
peanmu3amnueit  rpaxxaanuHoMm  Poccuiickoin  Pepepanmu  (mamee —  rpaskIaHUH)
3akperieHHoro 3a HuM Konctutymueint Poccuiickoit @enepanuu npaBa Ha oOpaiieHue B
rOCyJapCTBEHHbIE OPTaHbl U OPTaHbl MECTHOTO CAMOYIIPABIICHHUSL.



106

12.1. Opranuszauus npuemMa rpakiaH.
Opranusauusi npueMa OCylUIECTBIISIETCS 110 CIEAYIOLUM KaTeropusiM IOCETUTEIEH:
B 3aBucuMOCTH OT MecTa pabOThI:
-COTPYIHUKN MUHUCTEPCTBA;
-TIOCETHUTEIU, HE SBISIONUECS COTPYTHUKAMUA MUHUCTEPCTBA.
B 3aBucuMocTH OT MJIaHUPOBAHUS BCTPEUU:
-T10 NMPEABAPUTEIBLHON 3aIUCH;
-IpUOBIBIINE BHE3AIHO.
B 3aBucuMoCTH OT Xapakrepa o0paiieHus:
-110 BOTIPOCaM, OTHOCSIIIIMCS K c(hepaM AesiTeTbHOCTH MUHUCTEPCTBA;
-TI0 TMYHBIM BOTIPOCAM.

12.2. J/IuuHbIi NpueM rpa;kiaaH.

OpraHu3anuio JUYHOTO TpUeMa TPAKIAH MUHUCTPOM MPOMBIIUICHHOCTH WU
toproBmu Pecnybmuku Tartapcran (mamee — MHUHHCTP) M 3aMECTUTEISIMH MHHHCTPA
OCYIIECTBIISIIOT CEKpeTapu MPUEMHBIX MUHUCTPA U €70 3aMECTHUTEIICH.

JIn4HBI TIpEM TpaXKaaH TPOBOAMTCS MUHUCTPOM WA €r0 YHOJTHOMOYEHHBIMHU
3aMECTUTENSMHU 110 TPEABAPUTEIIBHON 3alUCH €KEHEAeNbHO 1Mo BTOopHHKaMm ¢ 14:00 mo
16:00 gacos.

[Ipy nepeHoce HA3HAYEHHOTO IpUEMA IO HEMNPEABUICHHBIM OOCTOSITEIbCTBAM
(6ome3Hp pyKOBOAWTEINSI, KOMAHIUPOBKA, CPOUYHBIA BBI30B M T.II.) CEKPETaph H3BEIIACT
MOCETUTEIIS U YKa3bIBAE€T BPEMs IMEPEHOCA BCTPEUH.

[Tpu nuyHOM TpHUEMe TPa)JAAHUH TPEIBIBISET JOKYMEHT, YIOCTOBEPSIOIIHA €ro
JNYHOCTb.

Bo Bpems nuyHOro mpuema MOCETHTENeH BeaeTcs Y4ETHas KapTodyka Mpuema
rpakJlaHiHa, YTBEpXKIAEHHAasi mpukazoM MuHucTepcTBa oT 22.10.2014 Ne 354-OJ1 «O6
YTBEPKIACHUU «YYETHON KapTOYKU MpHUeMa Tpa)KaaHy», TJe 3alUChIBAIOTCS: AaTa NMpUema,
dbamunnsg, wuMs, OTYECTBO TMOCETUTENS, €ro aapec, CyTh BOMPOCA, pPE3YIbTaThl
pacCMOTpEHUs 00pamieHus.

B cinywae, ecnm u370XKEHHbIE B YCTHOM oOpaieHuu (akTbl U OOCTOSITENILCTBA
SIBIITIOTCS] OYEBUHBIMU U HE TPEOYIOT JOMOJHUTEILHOM MPOBEPKH, OTBET HA 00OpaIlEHUE C
cornacus TpaKJaHUHA MOKET OBbITh JaH YCTHO B XOJI€ JIMYHOTO MPUEMA, O Y€M JeIaeTcs
3allUCh B KApTOUYKE JMYHOTO TpHEMa TpakJAaHWHA. B OCTaNbHBIX CIIy4asx 1aercs
MUCbMEHHBIN OTBET MO CYHIECTBY MOCTABICHHBIX B 00pAIlleHUH BOIIPOCOB.

Eciu B oOpailleHUM COIepkKaTcs BOMPOCHI, PENICHUE KOTOPhIX HE BXOAWT B
KOMITETEHIIUIO MUHUCTEPCTBA, TPAXKAAHHHY JAeTCs Pa3bsICHEHHE, Kyla H B KAKOM MOPSIIKE
eMy clelyeT 0OpaTUThCS.
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B xome nmuHOrO mpmema rpakIaHUHY MOXET OBITh OTKa3aHO B JalIbHEUIEM B
paccMOTpeHHH OOpalleHus1, €CIM €My paHee ObLl JaH OTBET MO CYLIECTBY MOCTABIECHHBIX
B 00paleHuu BOMPOCOB.

YuérHas KapToyka MpuemMa TpakiaaH Mo UTOTaM MPOBEICHHOTO MpUeMa MepeaacTcs
CeKpeTapsiMu NPUEMHBIX B OTAEN ACJIONPOU3BOJACTBA U KOHTPOJSA ISl PErUCTPAllUU B
CAMHOM MEXBEJOMCTBEHHOM CHCTEME JJICKTPOHHOro aokyMeHtooOopora (EMCDOJ) B
JIEHb TIPUEMA.

Wudopmanus o0 Mecte mnpuema, YCTAaHOBIEHHBIX I TpUEMa JHAX M Yacax,
KOHTAKTHBIX TeneOoHaX IOKHOCTHBIX JIMI[, OTBETCTBEHHBIX 3a IOATOTOBKY MpHEeMa
rpakaad, pasMerniaeTcs Ha o(HIMaTbHOM CaliTeé MUHHCTEPCTBA M HAa CTeHjae B doiie
MUHUCTEPCTBA.

12.3. PaGoTa ¢ nUCbMEeHHBIMH 00PALLIEHUSIMH TPAK/IAH.

OOpaiiieHusi, TOCTYUBIINE B MUHUCTEPCTBO, B TOM YKCIIE B (JOPME FIEKTPOHHOTO
JTOKYMEHTa, MOJIeXkKAT 00513aTeIbHOMY PACCMOTPEHHUIO.

OOpamnieHus aenarcs Ha:

- oOpamienue rpaxaaHuHa (magee — oOpaleHue) — HampaBlICHHBIE B TOCYIAPCTBEHHBIN
OpraH, OpraH MECTHOTO CaMOYTIPaBIEHUS WU TO/DKHOCTHOMY JIMIY B TUCHbMEHHOU (hopme
wii B (GopMe DIEKTPOHHOTO JOKYMEHTAa TMPEIJIOKEHUE, 3asBICHUE WM JKaloba
rpakJlaHWHA, a TAK)KE YCTHOE OOpalleHue rpakJaHrnHa B TOCY/IapCTBEHHBIN OpraH, OpraH
MECTHOTO CaMOYTPaBIICHNUS;

- IPEJIOKEHUE — PEKOMEHIAIUs TPaKIaHUHA IO COBEPIICHCTBOBAHUIO 3aKOHOB M MHBIX

HOPMAaTUBHBIX MPAaBOBBIX AKTOB, JAEATEIBHOCTH TOCYAapPCTBEHHBIX OPraHOB M OPraHOB
MECTHOTO CaMOYTPABICHUS, PA3BUTHIO OOLIECTBEHHBIX OTHOIICHUH, YIYYIICHUIO
COIMATIbHO-YKOHOMUYECKOU U UHBIX c(hep AeAaTeIbHOCTU TOCYyIapcTBa U 0OIIECTBA;

- 3asBJICHHE — MPOCKOa Ipak/IaHUHA O COACHCTBUU B PEaU3alUU €r0 KOHCTUTYIIHOHHBIX
npaB ¥ CBOOOJ WM KOHCTHUTYLMOHHBIX MPaB M CBOOOA APYrUX JHI], MO0 COOOUIEHHE O
HApYIIEHUH 3aKOHOB M WMHBIX HOPMATUBHBIX MPABOBLIX AKTOB, HEJOCTAaTKax B pabore
rOCYIapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CAMOYIPABIEHUS U JOJKHOCTHBIX JIUII,
MO0 KPUTHUKA JIEATEIIbHOCTH YKA3aHHBIX OPTaHOB U JIOJDKHOCTHBIX JIUIL;

- ’xanoba — mpockba rpakIaHuHA O BOCCTAHOBJICHUH WJIH 3alIMTE €0 HAPYIIEHHBIX MPaB,
CBOOOJ MJIM 3aKOHHBIX MHTEPECOB, JUOO MpaB, CBOOOA WA 3aKOHHBIX MHTEPECOB JIPYTUX
JIULL.

12.3.1. TpeboBaHusl K NMCLMEHHOMY 00PALLIEHUIO.

['paskiaHuH B CBOEM MUCEMEHHOM OOpaIieH!H B 00513aT€TbHOM MOPSIKE YKa3bIBACT
nu00 HAWMMEHOBAHHWE TOCYJIAPCTBEHHOTO OpraHa, B KOTOPBIE HAMpPABIISIET MUCHMEHHOE
oOpamienue, 1100 (paMuInI0, UM, OTYECTBO COOTBETCTBYIOLIEIO JOKHOCTHOTO JIHIIA,
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b0 MOMKHOCTh COOTBETCTBYIOIIErO JIMIA, a TaKXKe CBOM (haMHIMIO, UMS, OTUYECTBO
(mocnenuee - Mpu HAIMYMK), TIOYTOBBIM a/ipec, MO KOTOPOMY JIOJKHBI ObITh HANpaBJICHbI
OTBET, yBEJOMIIEHHE O IIepeajpecanuu OOpamleHus, Hu3Jaraer CyTh MPEIT0KEHUS,
3aSIBJICHUS UITK Kan00bl, CTABUT JIMUHYIO MOJIMUCH U JIaTYy.

B cinyuyae He0OX0AMMOCTH B MOATBEPIKACHUE CBOUX JOBOJOB I'PAKIAHUH MIPUIIATAET

K MUCbMEHHOMY OOpaIlieHUI0 JOKYMEHThl M MaTepuaibl MO0 UX KOMUU, B CIydae, €ClH
oOpailleHue MOJIaHO B JJEKTPOHHOM (opme, MpUIaraéMble JOKYMEHTHI JIODKHBI TaKkKe
M0/IaBaThCsI B AEKTPOHHOM (hopme.

B cnyuae, ecniu B mUCbMEHHOM OOpalieHUM HE yKa3zaHbl (paMuUIMs TpakIaHUHA,
HAIMPABUBIIIETO OOpAIeHHE, WX TTOYTOBBIM aJpec, M0 KOTOPOMY JIO/IKEH OBITh HANpaBJIeH
OTBET, OTBET Ha oOpaieHue He aaeTcsa. Ecnmu B yka3zaHHOM OOpalieHWU COJeprKaTcs
CBEJICHUS O IIOJrOTABIMBAEMOM, COBEPIIAEMOM WJIM COBEPIIEHHOM MNPOTUBONPABHOM
JICSTHUM, a TAKKe O JIUIE, €r0 MOATrOTABJIMBAIOIIEM, COBEPIIAIOIIEM WA COBEPIIUBIIEM,
oOpareHue TMOJJIeKUT HAMPABICHUIO B TOCYJAPCTBEHHBIM OpraH B COOTBETCTBUM C €T0
KOMIIETCHIIMEH.

[Ipyu mosiyyeHUM MUCbMEHHOTO OOpamieHHs, B KOTOPOM COJIEpKATCS HELEH3YPHbIE

7100 OCKOPOUTENBHBIE BRIPAKEHUS, YTPO3bI )KU3HH, 3T0POBBI0 M UMYIIECTBY MUHUCTPA U
€ro 3aMecTUTEeJIeH, a TakKe 4WICHOB WX CeMel, MHUHHCTEPCTBO BIIPABE OCTABUTH
obOpaiienue 0e3 OTBETa MO CYIIECTBY IMOCTABICHHBIX B HEM BOMPOCOB M COOONIUTH
rpakIaHNHY, HAPABUBIIIEMY OOpaIlieHne, O HEAOIMYCTUMOCTH 3JI0YTOTPEOICHUS TIPABOM.

B ciydae, eciiu TEKCT MUCBMEHHOTO OOpaIlleHUus HE TOJIACTCS TPOYTCHUIO WU HE
MO3BOJISIET ONIPENIETTUTh CYTh MPEIOKECHHSI, 3asBJICHUS WU KaJIOObl, OTBET Ha OOpalieHune
HE JIaeTCsl, © OHO HE MOJUICKUT HATMIPABJICHHUIO HA PACCMOTPEHHE, O YEM B TEUYCHHE CEMH
JAHEeH CcOo [AHS perucTpauuu oOpalleHuss COOOIIAeTCsl TIpakJaHWHY, HalpPaBUBIIEMY
oOpaitienue, eciu ero (paMusIus U MOYTOBBINA apPeC MOAIAIOTCSA MPOUTESHHUIO.

B cnyuae, eciiv B MUCbMEHHOM OOpAIllEHUM TPAKIAHUHA COJEPIKUTCSA BOIPOC, HA
KOTOPBIH €My HEOJHOKPATHO [ABAJUCh MUCHMEHHBIC OTBETHI MO CYIIECTBY B CBS3H C
paHee HampaBIsieMbIMU OOPAICHHUSIMU, W TIPH 3TOM B 0OpalieHUU HE MPUBOIATCS HOBBIC
TOBOJIBI WJIM OOCTOSATENTHCTBA, MUHUCTD WJIM 3aMECTHTENIM MHUHHCTpPA BIIpaBe TMPHHSTH
pelieHue 0 0€30CHOBATENBLHOCTU OUYEPEAHOT0 OOpalleHusT U NMPEKPAILEHUN MEPEIUCKH ¢
rpaXAAHMHOM TI0 JAHHOMY BOMPOCY TPH YCIOBHUM, YTO YKa3aHHOE OOpallleHue U paHee
HaIpasJiieMble OOpaNIEHUs HATIPABISIUCH B OJIUH M TOT YK€ TOCYAapCTBEHHbINA OPraH WU
OJTHOMY U TOMY k€ JOJDKHOCTHOMY Juily. O JaHHOM pENIeHUH YBEIOMIIIETCS TPaKIaHUH,
HAIMpaBUBIIHUI OOpalleHue.

B cnydae, ecnu OTBET MO CyIIECTBY IOCTABICHHOTO B OOpallleHHHM BOMpPOCa HE
MOKeT OBITh JJaH 0e3 pasriallieHus] CBEACHUMN, COCTABISAIONIUX TOCY/IAPCTBEHHYIO TalHY
WIM WHYIO OXpaHseMylo ¢eaepaJbHbIM 3aKOHOM TalHy, TPaKIAaHWHY, HAIMPaBUBIIEMY
oOpailieHue, coo0IaeTcss 0 HEBO3MOKHOCTHU /1aTh OTBET MO CYIIECTBY MOCTABIEHHOTO B
HEM BOIIPOCA B CBSI3H C HEIOMYCTUMOCTBIO PA3MIIAIICHHS YKA3aHHBIX CBEICHUM.
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B cinywae, ecium mpuUuUMHBL, MO KOTOPHIM OTBET MO CYIIECTBY IOCTABIEHHBIX B
oOpallleHuH BOMPOCOB HE MOT ObITh J1aH, B MOCIEAYIOIIEM ObUIA YCTPAHEHBI, TPAXKIAHUH
BIIPaBE BHOBb HAIIPABUTh 00OpallieHHE B MUHUCTEPCTBO.

12.3.2. HanpaBJ/ieHHe ¥ perucTpanus NUCbMEHHOro o0paleHus.

[lucbmMeHHOE OOpamieHne MOICKUT 00S3aTeNbHON PETUCTpallid B TEUYCHHE TpeX
JTHEH ¢ ATkl MOCTYIJIEHUS] B MUHUCTEPCTBO.

OOpaiieHust TpakJaH PACcCMATPUBAIOTCS MHUHHCTPOM U YINOJTHOMOYEHHBIMU
3aMECTUTEISIMU MUHUCTpPA B 1-THEBHBIN CPOK, UCUUCIISIEMBII B pabounX AHSAX C MOMEHTA
UX MOJTyYCHHUS.

OOpaiiienust rpaxaaH, MOCTYNUBIINE B MUHUCTEPCTBO, MOTYT HAIMPABIATHCS IS
paccmoTpenus u orBera 3asButennio B [AY «llenTp aHeprocoeperarommx TeXHOJIOTUHA B
Pecnyonuke Tarapcran npu KabOunere MunuctpoB Pecnybnuku Tarapcrany,
HAXOMsIIeeCs B BEACHUUM MHUHUCTEPCTBA, B KOMIICTEHIIMIO KOTOPOTO BXOIUT PEIICHUE
MOCTABJIEHHBIX B 00paIlleHUH BOIPOCOB.

Ob6parnienus rpakaaH, cojepKamime 00kaIoBaHUE aKTOB (IMIPUKA30B) MUHUCTEPCTBA,
HAMPABJSIOTCST COOTBETCTBYIOIIUM CTPYKTYPHBIM MOApPA3AEAeHUsIM (B TOM YHCIE B
IOPUINYECKUN OTAEN) NIl pacCMOTPEHUS] W TMOATOTOBKU OTBeTa. B 3TOM ciiywae oTBeT
3aSIBUTEIIO JIAETCSl 3a MOAMUCHI0 MUHUCTPA ¢ MHOOPMUPOBAHUEM 3asBUTENSL O MPUHITOM
pElIeHUH U TPU HEOOXOAMMOCTH O TMOpSAKe 00KaNOBaHUS AKTOB B COOTBETCTBUU C
3akoHOHarenbCcTBOM Poccuiickou Denepanuu.

Obpamienust  TpaxkaaH, coaepkKamme Oo0XKaJOBaHUE  PEIICHWW, JICeUCTBUU
(Oe3meiicTBUSI) KOHKPETHBIX JOJIKHOCTHBIX JIUI MUHUCTEPCTBA, HE MOTYT HAMPaBISTHCA
TUM JOJKHOCTHBIM JIULIAM JIJIs PACCMOTPEHUs U (WJIK) OTBETA.

[TucemenHoe oOpainieHue, coaepskaiiee BOMPOCHI, PENICHUE KOTOPBIX HE BXOIUT B
KOMIETEHI[UIO MUHUCTEPCTBA, HAMIPABIISIETCS B TEUCHUE CEMM JIHeH CO JHS PErHCTpalliu B
COOTBETCTBYIONIMI OpraH WU COOTBETCTBYIONIEMY HOKHOCTHOMY JIHILY, B KOMITETEHIIUIO
KOTOPBIX BXOJUT PEIICHHE MOCTaBICHHBIX B OOpAlIEHUU BOMPOCOB, C YBEIOMICHUEM
rpakJlaHiHa, HAMPAaBUBILIETO 00OpallleHue, O nepeajpecaruu odopaiieHus.

B cnydae, ecnu pelieHue MOCTABICHHBIX B OOpalleHUH TIpakJIaHWHA BOIPOCOB
OTHOCUTCSI K KOMIIETEHIIMH HECKOJIBKMX OPraHOB TOCYIApCTBEHHOM BIACTH, OpPTaHOB
MECTHOTO CaMOYIIPABJICHUSI WU JOJKHOCTHBIX JIUI, KOMUsA OOpalleHus B TEYEHUE CeMU
JAHeN C JaTbl €ro pEerucTpaluyd HampaBiIsieTCs B COOTBETCTBYIOIIUE OPTaHbl WU
COOTBETCTBYIOIIUM JOJKHOCTHBIM JIMIIAM.

MuHHCTEpPCTBO NpH HAMpaBIEHUU OOpAllleHUS TPaKIaHMHA HA PACCMOTPEHUE B
JIPYrol OpraH TOCYJapCTBEHHOM BJIACTH, OpPraH MECTHOTO CaMOYIPABICHUS WU
COOTBETCTBYIONIEMY JIO/DKHOCTHOMY JIHILy MOYKET B CIIy4ae HEOOXOAMMOCTH 3alpaliiBarh
B YKa3aHHBIX OPraHax WKW Yy JOKHOCTHOTO JIMIIA JIOKYMEHThl M Marepuaibl o
pe3yabTarax pacCMOTPEHUs OOpalIeHuUs.
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12.3.3. PaccmoTpenue obpanieHus.

MuHucTepcTBO:

-o0ecrieynBaeT OOBEKTUBHOE, BCECTOPOHHEE M CBOEBPEMEHHOE PAaCCMOTPEHUE
oOpallieHusi, B cllydae HEOOXOAMMOCTH — C Y4YacTHEM TpPaKJIaHWHA, HAMPABUBIIETO
obOparmeHue;

-3alpaliiBaeT, B TOM 4YHUCIE B JJNEKTPOHHOM dopme, HeoOXoauMble s
paccMOTpeHusi oOpalieHus [OKYMEHTbl W MaTepuanbl B JIPyTHUX TOCYIapCTBEHHBIX
OopraHax, OpraHax MECTHOTO CaMOYMPAaBIECHUS U Y UHBIX JODKHOCTHBIX JIMIL;

-IPUHUMAET MEpPhI, HAMPABICHHbIC HA BOCCTAHOBJICHUE WM 3ALLUTY HAPYIICHHbIX
paB, CBOOO M 3aKOHHBIX UHTEPECOB IPAKIAHNHA;

-J1aeT MUCHbMEHHBIN OTBET 110 CYIIECTBY MTOCTABICHHBIX B OOpAIEHUU BOIIPOCOB;

-yBEIOMJISIET Tpa)KAaHWHA O HANPABICHUM €ro OOpalleHUsi HAa PACCMOTPEHUE B
JIPyrOM TOCYHApCTBEHHbIM OpraH, OpraH MECTHOTO CaMOYIIPABICHUS WA HHOMY
JIOJDKHOCTHOMY JIMIY B COOTBETCTBUU C UX KOMIIETEHLIUEHN.

OOpailieHusi TpaXKaaH CUMUTAIOTCA pPA3pPEUIEHHBIMU, €CIU PACCMOTPEHBI BCE
MIOCTABJIEHHbICE B HHUX BOMPOCHI, MPHUHSATHI HEOOXOAUMBIE MEPhl M HAHbl MUCHMEHHBIE
OTBETHL.

OtBer Ha oOpanieHUEe MOJMUCHIBACTCS MUHUCTPOM WIIA YIOJHOMOYEHHBIMH HA TO
3aMECTUTENSMU MUHUCTPA.

OtBer Ha oOpalieHue, MOCTYNUBILIEE B MUHUCTEPCTBO B (opMe HIEKTPOHHOTO
JIOKYMEHTA, HarpapiisieTcsi B (popMe AIEKTPOHHOTO JTOKYMEHTA MO aJpecy EKTPOHHOU
MOYTHI, YKAa3aHHOMY B OOpallleHUH, WM B NMUCBMEHHON (opmMe Mo MOYTOBOMY aapecy,
yKa3aHHOMY B OOpallieHuH.

B cnydae, ecnu oOpailieHne TpakJIaHUHA COJAEPKUT 3asiBICHUE, MPEITIOKEHUE WU
’Kaso0y, KOTOpbIE 3aTParuBalOT HMHTEPECHI HEOMPENENIEHHOTO Kpyra JIWil, OTBET MOKET
ObITh pasMmellieH Ha oduimansHOM caiite MunucrtepctBa. B cnydae nocrtymieHus
MUCbMEHHOTO 0OpalieHusi, COAEPIKAIIETO BOMPOC, OTBET HA KOTOPBIN pa3MeIlieH Ha calTe,
rpakJaHiHY, HanpaBuBIIEeMYy OOpailleHHe, B TEYEHHE CeMH JIHEW coolmaercs
INEKTPOHHBIN aJIpeC CanuTa, Ha KOTOPOM Pa3MEIICH OTBET.

12.3.4. Cpoku paccMOTpeHHsI MUCbLMEHHOT0 00palleHus.

[TucemenHnoe oOpanieHue, MOCTYNHUBINEE B MHHUCTEPCTBO, PAcCMATPUBACTCA B
teueHue 30 AHeH co THS pEerucTpanuy NUCbMEHHOTO O0OpalIeHus.

B wuckmouMTENBHBIX CIydasX MHHUCTP BIpPaBE MNPOJIATH CPOK PACCMOTPEHUS
obOpamieHus He Oosnee yeM Ha 30 gHEN, YBEIOMUB O MPOJICHUUA CPOKA €r0 PACCMOTPEHUS
rpakaaHHa, HAlPaBUBIIIErO OOpaIeHHe.

MUHHUCTEPCTBO MO HAMPABICHHOMY B YCTAHOBJIEHHOM 3aKOHOM TOPSJIKE 3ampocy
opraHa rocyJapcTBEHHOM BIACTH, OpraHa MECTHOTO CaMOYIPABICHUS WU JIOJDKHOCTHOTO
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JUlla, paccMaTpUBAIOIIMX oOOpanieHue TpakIaHuHa, 00s3aHO B TedueHue 15 nHel
NPEOCTAaBUTh JJOKYMEHTHI U MaTe€pUasibl, HEOOXOMUMBIE NI PAaCCMOTpPEHHsI 0OpanieHus,
32 MCKJIIQUEHHEM JIOKYMEHTOB M MAaTEpUalOB, B KOTOPBIX COJIEPHKATLCA CBEACHUS,
COCTABJIAIONIUE TOCYAAPCTBEHHYIO WIM HHYIO OXpaHsIeMylo (peepaibHbIM 3aKOHOM TalHY,
Y JIJI1 KOTOPBIX YCTAHOBJICH O0COOBIN MOPSIOK MPEAOCTABICHHUS.

OOpanienusi, moctynuBime mo cucreMe «HapomHslil KOHTPOIIBY», PACCMATPUBAIOTCS
B TeueHue 10 KaneHaapHBIX THEW CO JHS MOCTYIUICHUS 00paIeHus.

12.3.5. OOpamenuss rtpaxaaH (GOpMHPYIOTCS B Jella OTASIbHO OT o0uien
nepernrcku. Bmecte ¢ oOpanieHus MU MOAMIMBAETCS KOMHS OTBETA M BCE OTHOCSIIMECS K
TOMY BOMPOCY JOKYMEHTHI, COOpaHHbIE B TpOIECCe €ro paccMoTrpeHus. B nema
TPYNITUPYIOTCS TOTBKO UCTIOTHEHHBIC JOKYMEHTHI.

12.3.6. OTBETCTBEHHOCTH 32 COXPAHHOCTh MHUCHbMEHHBIX OOpAIIeHU TPak1aH HECET
OTJIEJ AEJIONPOU3BOJACTBA U KOHTPOJISI MUHUCTEPCTRA.

12.4. Paccmorpenue oOpamieHuii rpaxaad no ¢akraM KOPpPYHUHOHHOK
HANPABJIEHHOCTH.

12.4.1. B coorBerctBuu ¢ DenepanbHbiM 3ak0HOM OT 25 nexadpsa 2008 roma
No 273-03 «O mnporuBoaeicTBUU Koppyniuu» U 3akoHom Pecnydnuku Tarapcran
or 4 mas 2006 roma Ne 34-3PT «O mnportuBoaeiicTBum koppyniuu B PecnyOnmke
Tarapcran» rpaxiaHe BHOpaBE HANPABIATh oOpamieHuss 1o (akram KOppPYIMLMOHHOU
HANPABICHHOCTU B OPTaHbl.

12.4.2. OOpamienust rpaxkaad 1o ¢dakTaM KOPPYIIMOHHON HAMpPaBICHHOCTH
BKJIIOUAIOT B ce0s cBeleHus 0 (hakTax KOPPYMIMU U BBIMOTATENbCTBA, YIIEMIICHUS MPaB U
3aKOHHBIX MHTEPECOB TPAXKJaH, HApylIeHUus TpeOOBaHUM K CIIy)KEOHOMY IMOBEICHUIO, a
TaKXKE COBEPIICHUS UHBIX JIETHUM, COePIKALNTUX MTPU3HAKU 3710yNOTPEOIeHUs CIIyKeOHBIM
MOJIOKEHUEM.

12.4.3. [Ipy HAMWYUK B MOCTYIUBIIEM OOpAIIEHUH CBEACHUM O MOATOTABIMBAEMOM,
COBEPIIAEMOM HWJIM COBEPIICHHOM MPOTUBOIMPABHOM MESHUHM, a TaKXKe O JIHIEe, €ro
MOJIFOTABIIUBAIOILIEM,  COBEPIIAIONIEM WM  COBEPIIMBIIEM, Takoe  oOpalieHue
HAMPaBJSIETCS B IPABOOXPAHUTEIBLHBIE OPTraHbl B COOTBETCTBUU C UX KOMITETEHIIUEN.

12.4.4. lomkHOCTHBIE NUIla, paboTammue ¢ oOpalleHusIMU TPpaKaaH mo Qakram
KOPPYIIIMOHHOM HAMPAaBIEHHOCTH, HECYT B YCTAaHOBJICHHOM TMOPSAKE TEPCOHAIBHYIO
OTBETCTBEHHOCTh 32  COXPAHHOCTh  CHOyxKeOHOW  uHpopManuu U CBEACHUU
KOH(UIEHIIUAIBHOTO XapakTepa B COOTBETCTBUM C 3aKOHOAATENLCTBOM Poccuiickoi
deneparuu.

12.4.5. Tlopsanok paboTel ¢ OOpamieHUsIMU TpaKJaH 1Mo (akTaM KOPPYMIIHOHHOU
HANPaBJICHHOCTH YCTAHABIMBACTCA HOPMATHBHBIMH IMPABOBBIMH aKTAMHU OPTAHOB.

12.5. IIpoBeenne aHAIN3a U KOHTPOJIS 00pallleHuil rpaKkaaH.
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Becr mporecc paccmoTrpeHus oOpallleHHs TPakAaH TMOMJICKHT 00S3aTeTbHOMY
aHaNM3y U KOHTPOJIO.

12.5.1. Ananu3 oOpaiieHud rpaxjaH, [OOCTYIMBIIMX B  MUHUCTEPCTBO,
OCYIIECTBIISIETCS /Ba pa3a B TOJ: 3a MOJYTOAHE M 3a MCTEKIIUH ToHA (C HAapacTaIoIUM
HUTOTOM).

[lpu mnpoBeneHum aHanmu3a wu3lydaercss WHGOPMAIMS O KOJIMYECTBEHHBIX U
Ka4eCTBEHHBIX  XapaKTepUCTUKaxX  OOpalieHuil: O  KOJUYECTBE  MOCTYMHUBIIHX,
nepeaipeCoBaHHbIX U PACCMOTPEHHBIX MUCHBMEHHBIX OOpareHuil, oOpanieHuii B dhopme
SMEKTPOHHOTO JTOKYMEHTOO0OpOTa, O MecTax, AHSX M dYacaX NpuemMa TpakaaH, o
KOJIMYECTBE Tpa)JaH, MPUHITHIX HA JIMYHOM MpueMe, 00 YMOTHOMOYEHHBIX JIMIAX MO
JUYHOMY TpUEMYy TpaXKJIaH W JUYHOM BBIE3THOM TIpUEME; BBIICTSIOTCS OCHOBHBIE
TEMaTUKNA BOTPOCOB; O MPHUHSTHIX MO Pe3ylbTaTaM PAacCMOTPEHUsl OOpalieHuid Mepax, B
TOM 4ucle WHOOPMAIMIO O MPUHSATHIX HOPMATHUBHBIX IMPABOBBIX M HWHBIX aKTax (Mpu
HAJIMYHN).

AHanu3upyercsi COCTOSHHE HCIIOTHUTENBCKON MUCHIUIUITUHBI B YaCTH HAPYHICHUS
CPOKOB pacCMOTPEHUS OOpaIeHHI B CIIy4ae BBISBICHUS TaKUX (PaKTOB.

12.5.2. O600mienne u aHanu3 oOpamieHUM TPaKIaH OCYIIECTBIAETCS OTIEIOM
JICTIONIPOM3BO/ICTBA M KOHTPOJISI MHHHUCTEpPCTBA Ha oOCHOBaHUM JaHHBIX EODMC] wu
uHdopmaiuu, NpeaocTapiIsieMoi B cooTBeTcTBUH ¢ 11.12.2 Hactosimero [lopsiaka.

12.5.3. Ha ocHOBaHMM BCECTOPOHHETO aHaIW3a W OLEHKH OOpalleHUuW Trpa)kaaH
OTJIEJIOM JEIOMPOU3BOICTBA U KOHTPOJIS MOJATOTABIUBAETCA «AHAUTUYECKAs CIIPABKAY,
kotopasi Hampasisietcss nocpenctsom EMCDOJl B Amnmapar [lpesupenta Pecnybnuku
TarapcTan u B CBOAHBINA OT/AEN Ui pa3MENIeHHs Ha OQUIIMATHFHOM CAalTe MUHUCTEPCTBA
He mo3aHee 15 yncna mecsina, CIeayIIIero 3a MOCISIHIM MECSIIEM MOTYTOMS.

AHanu3 MOCTynUBIIUX OOpaIeHUil TpaKJaH B MUHUCTEPCTBE SBIISETCS OTKPBITOM
undopmarnueidr B CBOOOAHOM JOCTyne Ha OQUIMATBEHOM CaWTe MHUHUCTEPCTBA
http://mpt.tatarstan.ru/ TenekoMMyHUKaIIMOHHOU ceTu «HTEpHET.

12.5.4. CornacoBaHue MpOEKTa OTBETA HA OOpaIIeHUs TPakKIaH.

B nensx ocyiiecTBieHus CBOEBPEMEHHOTO HAMpaBieHUsI OTBETa HA oOOpalleHue
rpakJaHiHa (KOHTPOJIE CPOKOB MCIIOIHEHUS) MPOEKT OTBETa HA OoOpallleHue rpa)aaHuHa
OPOXOAUT TPOLEAYPY COINACOBAHUS y MHMHHUCTPA WM OTBETCTBEHHOTO 3aMECTUTENS
MHUHHCTpPA HE MEHEE UeM 3a 5 KaJIeHAApHBIX JHEH 0 HACTYIUICHUSI YCTAHOBIEHHOTO CPOKa
UCIIOJTHEHHUSI.

[Ipy BO3HUKHOBEHMM CHUTYallUU, TMPENATCTBYIOUIEH MCIOIHEHUIO JOKYMEHTA,
HAYaJIbHUK OT/IeJIa OTBETCTBEHHOTO HUCIIOIHUTEINS HE3aMEMIUTENIbHO CO00IaeT 00 3ToM
3aMECTUTENI0 MUHUCTPA UM MUHUCTDY.

B cnydae HeoOXOAMMOCTH TIPOEKT OTBETAa HAMpasisdeTcs Ha J0padoTKYy,
KOPPEKTHPYETCs B CpOK He Oonee 1 pabouero aHs.
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12.5.5. Pesynbprarel aHanM3a paccMaTpUBalOTCsS Ha OINEPATHBHBIX COBELIAHHAX B
MHHHCTEPCTBE U YYHUTBIBAIOTCSA NPH IIAHUPOBAHUU CIY)KeOHOW AeATeNbHOCTH, a TaKkKe
(bopmupyercs nepeueHb Mep, CIOCOOCTBYIOIINX MOBBIIIEHUIO 3()HEKTHBHOCTH paboTHI ¢
00palleHNs MU IPaXK/aH, Ka4ecTBa KOHTPOJISl CPOKOB UCTIOIHEHHS.

12.6. PaGora Ha 3akpbiToM nHpopmaunnonHom pecypce CCTY.PD.

B coorBerctBuu ¢ Ykasom IIpesunenrta Poccuiickoit @enepauuu ot 17 anpenst 2017
r. Ne 171 «O MoHuTOpHHIEe U aHANIM3€e pe3yIbTaTOB PACCMOTPEHHUs OOpalleHni rpaxaaH 1
OpraHu3alui», BCTynuBImIMM B cuny c¢ 1 wmrons 2017 roma, MuHucTepcTBO
IPOMBIILIJIEHHOCTH M TOPIOBIM €XEMECSYHO TMpeACTaBIsieT B 3JIEKTPOHHOH (dopme
MHQOpMALMIO O pe3ylbTaTax pacCMOTpeHUs OOpallleHWi, TMOCTYNUBIIUX B aJjpec
MHHHUCTEPCTBA OT rPaXKIaH U OpraHUu3alui.

Ota uHpopMalMsa pa3MeliaeTcss MUHMCTEPCTBOM Ha 3aKpPbhITOM HH(OPMAIIHOHHOM
pecypce CCTY.P® (CereBoii CnpaBounsiii TenedonHblil VY3en), B ero crneuuaibHOM
paznene — «Pe3ynpraThl pacCMOTpeHUs 0OpaleHHi.

[Ipukazom MunucrepcrBa ot 26 mas 2017 . Nel10-OJ] «O 3anonHeHuun pasjena
«Pesynbrathl paccmorpenuss obOpawenuit» Ha MWurepuer-noprane CCTY.P® u 06
OTBETCTBEHHBIX 3a pacCMOTpeHHE oOpauleHUd rpaxkiaH, aapecoBaHHbIX [lpe3upeHTty
Poccuiickoiit @enepauun (¢ uzmeHenusimu ot 14 anpens 2020 roga Ne62-011) yTBepk/eH
CIIUCOK OTBETCTBEHHBIX YIIOJIHOMOYEHHBIX JIML] MMHUCTEPCTBA, OTBETCTBEHHBIX 3a
BeJeHHe  pasnena  «Pe3ynbrarhl  paccMOTpeHHMs  OOpallleHui»,  TeXHU4YecKoe
COIMPOBOXK/EHUE U OpraHU3aLMI0 001EPOCCUIICKOTO JHS NIpUeMa Irpak/1aH.

12.7. OTBeTCTBEHHOCTD 32 HEBBINOJIHEHHE YKA3aHHbIX TPeOoBaHHUIi.

B ciydae HeBBINOAHEHWS YKa3aHHbBIX TpeOOBaHUM M HapylIEeHUS CPOKOB
MpoBeACHUs W OOHApOJOBAaHUS aHalM3a PpAcCMOTpeHUst oOpalleHud TrpakaaH
JOJDKHOCTHBIE JIWA HECYT OTBETCTBEHHOCTh, YCTAHOBJIEHHYIO 3aKOHO/IaTeIbCTBOM.

COI'TTACOBAHO:

[Tpotoxon STIMK
['ocynapcTBeHHOro KOMHUTETA
Pecnybnuku Tatapcran 1o apxuBHOMY A€y

Ne ¢ onld 0 oAb,
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npukazom 3amecturens Ilpembep-
vunucrpa Pecnyoauku Tarapceran-
MHHHCTPOM HNPOMBIILJIEHHOCTH M

Topros/iu Pecnnybsiiukun TaTtaperan
oT Ne

UHCTPYKLMS
MO JAEJONPOU3BOJICTBY

Oobpaszey mumybHo20 1ucma 0OKymMeHma
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TexkcroBas 4acThb
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Pecniybnuku Tatapctan - MUHHCTP [Toamuce
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K 1.4.2
MUHUCTEPCTBO TATAPCTAH
[TPOMBILIIEHHOCTHU U PECITYBJIMKACHI
TOPI'OBJIA COHOI'ATH hoM CoY /IO
PECITYBJIMKU TATAPCTAH MUWUHUCTPJIbIT bI
PACIIOPS’KEHUE BOEPBIK
r. Kazans Ne
TekcroBas yacThb
3amecturens lIpemMbep-muHHCTpa
Pecniybnuku Tarapctan - MUHHCTP [loamnuce PacuimdpoBka noanucu

Ooépaszey ohopmnenusn pacnopaxcernus
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MUWHUCTEPCTBO TATAPCTAH
[TPOMBIINUIEHHOCTU U PECITYBJIMKACHI
TOPI'OBJIN CoOHOI'ATh hoM CoY/Io
PECITYBJIMKU TATAPCTAH MUWHUCTPJIBIT'BI
Octpogckoro yi., 1. 4, r.Kazauns, 420111 Octposcknit yp.,4 iopt, Kasan wahape, 420111

Tenedon: (843) 210-05-01, 210-05-02; darc:(843) 567-36-14; e-mail: mpt@tatar.ru; caiit: http://mpt.tatarstan.ru

Ne
Ha No oT

3amecturens [ Ipembep-MUHUCTpA
Pecniybnuku TatapcTaH - MUHHCTP [Toamnuce Pacuindposka noanucu

Obpasey oghopmaenus 6a1aHKa RUCOMA MUHUCMEPCMEA
HA PyCCKOM U MAMAapcKoM A3bIKAX
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OcTtposckoro yn., a. 4, r. Kazaus, 420111 4 Ostrovsky St., Kazan 420111, Russian Federation

Ten. (Tel.): +7 (843) 210-05-01, 210-05-03; daxkc (Fax): +7 (843) 567-36-14; Email: mpt(@tatar.ru; http://mpt.tatarstan.ru

Oobpaszeuy opopmiernun d1aHKa RUCOMA MUHUCMEPCMEA
Ha pyCCKOM U AHZTUHCKOM A3bIKAX
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MUHUCTEPCTBO TATAPCTAH
[TPOMBILIJIEHHOCTHU U PECITYBJIMKACEHI
TOPI'OBJIN COHOI'ATH hoM CaY Jlo
PECITYBJIMKU TATAPCTAH MUHUCTPJIBIT bI
Kazanp No

Obpasey opopmienus obwezo 61anKa
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K1.4.2
SAMECTHTE/Ib TATAPCTAH PECITYBJIMKACHI
[TPEMBEP-MUHUCTPA
[TPEMBEP-MUHUCTPbI
PECITYBJIMKUA TATAPCTAH-
MUHUCTP [TPOMBILLIEHHOCTH YPBIHBACAPBI - TATAPCTAH
o PECITYBJIUKACBI COHOTATb
PECITYBJIMKU TATAPCTAH hoM COY 19 MUHNCTPBI
TekcToBas 4acTh
3aMeCTHTeﬂB —MHHHCTpa
Pecniy6nuku Tarapcran [loanuce Pacumdposka noanucu

Oépaszeu b1anKa pezoarwyui
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Obpaszeuy rxcypuana yuema u 6v10avu 6J1AHKO8
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MPUMEPHBIN NIEPEYEHDb
JOKYMEHTOB, NOJJIEKAUIUX YTBEPKAEHUIO

AKTBI (npoBepok u peBuU3MH, npuema 3aKOHUYEHHBIX CTPOUTEIBCTBOM OOBEKTOB;
000pyJOBaHUsA; OKCNEPTHU3bl; Mepefadd  Jell; JIMKBUJAUUM  OpraHM3alluil;
YUPEXKICHHUM, IPEATPUATHHA U T.1.).

3AJIAHUA (Ha npoekTupoBaHHE OOBEKTOB, TEXHHUYECKHX COOPYIKEHHH,
KallMTalbHOE CTPOUTEILCTBO; HA I[POBEJEHUE HAYYHO-HCCIIE0BATEIbCKUX,
MPOEKTHO-KOHCTPYKTOPCKUX U TEXHOJIOTHYECKHUX paboT; TEXHUYECKHE U T.1.).
MHCTPYKIIUMN (npaBuna) (QOKHOCTHBIE, IO JeJIONMPOM3BOJICTBY; TEXHHKE
0e30MmacHOCTH; BHYTPEHHETrO TPYAOBOIO paclopsiaKa u T..1.).

METOJUYECKHE PEKOMEHJIALIMU, METOJAMYECKHUE YKA3AHUA.
HOMEHKIJIATYPA JIEJI OPI’AHU3ALIUN.

HOPMbI U HOPMATHUBBI (pacxona cvipesi; MaTepHalioB, 3J1€KTPOIHEPIHH,
TEXHOJIOTUYECKOT0 MPOEKTUPOBAHUS, YUCIEHHOCTH pabOTHUKOB U T.JI.).

OIINCH nen (moctossHHOTO, BpeMeHHbIX (CBbilIe 10 jieT) CpOKOB XpaHEHHUS U 10
JUYHOMY COCTaBY).

OTYETBI (o npou3BOACTBEHHOH J1€ATE/bHOCTH, KOMaHIAMPOBKAX, HAy4HO-
MCClIeI0BaTeIbCKUX padoTax u T.1.).

[TEPEYHU (momxHOcTeil pabOOTHUKOB € HEHOPMHPOBAHHBIM pabouyuM JHEM,
NPEANpPUATUNA, HA KOTOpBIE PACHpOCTPAHSAIOTCS ONpeIelIeHHbIE JbIOThl; TUIOBBIX
JOKYMEHTa/IbHBIX MaTepHualioB, OOpa3yoLUXCs B JSTEJIbHOCTH MHHHCTEPCTB,
BEOMCTB M JPYI'MX OpraHM3alui, C yKa3aHHEM CPOKOB XpPaHEHMs MaTepuasoB U
T.1.).

10. IIJTAHBI (MTpOU3BO/ICTBEHHbBIE, CTPOUTEIBHO-MOHTAXHBIX, IIPOEKTHO-

U3bICKATENIbCKUX, HayYHO-UCCIIE0BaTeIbCKUX paboT; BHEJAPEHUsT HOBOW TEXHUKH;
pacnpefie/leHUss TPOAYKLIMU TI0 YCTAHOBIEHHOW HOMEHKIAType; [IOXOJO0B IIO
JKUITUIIIHO-KOMMYHAJIBHOMY PEMOHTY; paboThl KOJUIETMH; HAyYHO-TEXHHUYECKOTO
COBeTa, YYeHOro COBEeTa M T.JI.).

11. TTOJIOXKEHUA (06 opranuzaumm; O CTPYKTYPHOM  MOApa3felieHuH; O

NIPEMUPOBAHUHU H T.1.).

12. [IPABUJIA.

13. [IPOI'PAMMBI (npoBeaenust paboT U MEpONpUATHIL; KOMaHIUPOBOK U T.J.).

14. PETJIAMEHTHBI (B T.4. pernameHTbl OU3HEC-TIPOEKTOB).

15. CMETbI (na conepxaHue anmaparta yIpaBji€HMs, 3[aHHi, TTOMEIIECHUH,

COOpY)KEHMH; MCIIOJIb30BAaHUS CPeJICTB (POHJA MpPEANpUATHS; Ha TOATOTOBKY H
OCBOEHHE NPOMU3BOCTBA HOBBIX MU3JIEJINIi; HA KallUTalbHOE CTPOUTENBLCTBO U T.1.).



16. CTAHJIAPTBI (rocynapcTBeHHble, HAllUOHATBHBIE, OPraHU3AIMH, OTPACIIEBEIE).
17. CTPYKTYPA U LITATHAS YUCJIEHHOCTD.

18. YHUOUITUPOBAHHBLIE ®OPMbI IOKYMEHTOB.

19. YCTABBI.

20. LITATHBIE PACITMUCAHUSA u u3MeHeHUs K HUM.



[Tpunoxenue Nel0
K 1m.5.2.19

INPUMEPHBIN NIEPEYEHD
JOKYMEHTOB, HA KOTOPBIE CTABUTCS
IT'EPBOBASI IEYATHh MUHUCTEPCTBA

1. AKTbI (npuema-nepenauu, BBIIOJHEHHBIX pPAdOT W TPENOCTABJIEHHBIX YCIYT,
CIIMCAHMS, SIKCIIEPTU3bl, UTHBEHTApPHU3aLUH U T.11.).

APXVBHBIE CITPABKU.

JIOKyMEHTBI HaJIOTOBOM OTYETHOCTH.

3AKJIIOYEHMA U OT3bIBbI Ha aBTOpedeparsr.

SASABJIEHUS (Ha akkpeauTuB; 00 OTKa3e OT akienTa 1 T.1.).
UCTIOJIHUTEJIBHBIE JIMCTBHI.

HOPMBI pacxona.

OBPA3IIbl otTuckOoB TmeyaTel M moAanmucedl paOOTHUKOB, HMMEIOUIMX IPABO

oll-a 8 S il

coBeplleHUs PUHAHCOBO- XO35HCTBEHHBIX OMEepPaLIHid.

9. I[IMCbMA rapanTHiiHbIe (Ha BBINOJIHEHHE paboOT, yCayr).

10.ITopyuenus (6roxKeTHbIe, OAHKOBCKHE, TEHCHOHHbIE, IJIaTeXKHble, HHKACCOBBIE B
OaHK Ha MoJy4eHUe UHBAIIOTHI CO CYETOB, NIEPEBO/] BAIIOTHI).

11.IMPEJACTABJIEHUA u xonataiictBa (0 HarpaxkJeHUM OpJAEHAMHU M MeJIallsIMH,
NpeMUSIMU U T.1.).

12.PEECTPBI (4exoB, nopy4eHuii, npejacrabiseMbix B OaHK).

13.CMETBI pacxonoB (Ha coaepkaHue arnaparta yrnpaBieHHs; Ha KalbKYJSLHIO K
JIOTOBOPY H T.1.).

14.COI'JIALLIEHUA u IOT'OBOPBI.

15.CIIPABKM (1uMuUTHBIE, O BBIIJIATE CTPAaxOBBIX CYMM, 00 HCIOJb30BaHUU
OIOJUKETHBIX ACCHMTHOBAaHMH Ha 3apIulaty, O HAYMCICHHOW W MpHYUTAIOIIEHCS
3apruiarte).

16.CIIELIMOUKALIUA (u3aemnuid, TPOAYKIIUHK U T.J1.).

17.TUTVYJIbHBIE CITMCKHN.

18.YIOCTOBEPEHWA, nponycka, Tpy10Bble KHUKKH.

19.YCTABbI  opranuszauuit  (nmonoxeHuss 00  opraHu3alud, CTPYKTYPHBIX
noJipa3/ieJIeHUsIX ).

20.JOBEPEHHOCTHU.



I'OCYJJAPCTBEHHBIN
KOMUTET
PECIIYBJIMKU TATAPCTAH
MO APXUBHOMY JIEJTY

[Tpunoxenne Nol |

K. 6.3.2
MHUHUCTEPCTBO
IMPOMBIINJIEHHOCTHU U
TOPI'OBJIU

PECIIYBJIUKH TATAPCTAH

INPUKA3

O coBmecTHol pabote 'ocyrapcrBennoro komurera Pecny6ainkn Taraperan no
apXHBHOMY /ey ¥ MHHHCTEpPCTBA NPOMBILIJIEHHOCTH M TOproBiu Pecnybinkn
Tarapcran no npoekram

B cootBeTcTBUM C

IIpHKa3blBacM:

1. Coznate OpraHu3alMOHHbIN KOMUTET U pabouue rpymisl no peanusauuu [IpoekTos

M yTBEpJAUTh COCTaB (MpUiIaraercs).

2. MunHcTepcTBY NPOMBILLIEHHOCTH U TOproeiau PecnyOnuku Tartapceran

exeMecsiuHo (popMHUPOBATH 3aMpoc. ...

[Ipencenarens ['ocynapcTBeHHOTrO
xomuteTa Pecriy6nuku TaTapceran o
apXUBHOMY JIeITy

3amectutenb [ IpemMbep-MuHUCTpa
Pecny6nuku Tarapctan — MMHHCTp
[IPOMBILIIEHHOCTH U TOPTrOBIIH
Pecny6onuku Tatapctan

[loamnuce Pacummgposka

IIOOITHCH

[loanuce Pacummdposka

IMOAIIHCH

Obpaszey oghopmaenusn coemecmnozo npuKkasa




[Iponomxenne npunoxerus Nel?2

K 6.3.4

MUHUCTEPCTBO TATAPCTAH

[TPOMBILIIEHHOCTU U PECITYBJIMKACHI

TOPI'OBJIN COHOI'ATh hoM COY /1o
PECIIVBJIUKU TATAPCTAH MUWUHUCTPJIBIT'BI
IMMPOTOKO.

3acenanud llITada no odecneueHHI0 0€30NMACHOCTH

3j1eKTpocHa0dxkeHusi B Pecnydosninke Tarapcran
r. Kazanp
23 mapta 2019 roaa Ne 34 -on

[Ipeacenarens — U.O. @amunus
Cexperaps — N.0. Gamunus
[TpucyrcTBoBanu: 15 yenoBek (CIMCOK MpUIaraeTcs)

HPHI‘HEIU_IEHHBICZ

[TOBECTKA JIHA:

1. O mepax 1o peajuszaluu NporpaMmsel «......... ».

Joknan 3amecturens [lpembep-munuctpa Pecnyonuku Tarapctan - MUHHUCTpa

Kapumosa A.A.

2. O06 obecrieyeHUU HAACKHOrO IHeprocHabkeHUs norpeduTenei m.r.r. Ypyccy u

YpyccuHckoro sHepropaiioHa.
Jloknana 3amectutens MmuHuctpa XycanHosa A.11l.

1. CJIYUIAJIU:

KapumoBa A.A — Tekct noknaga npuiaraercs (MO0 NHUILIETCS CoAep)KaHHe

JIOKIIaaa).

BBICTVYITAJIN:

1.0. ®amuinns — (KkpaTkas 3alMch BBICTYTUICHHS ).



[Tponpomxenune npunosxenus Nel2

K. 634
N.0. ®amunus — (KpaTkas 3a1uch BBICTYIIICHHUS).
PEIINJIN:
1.1. Ono6puts...
[ —
2.CJIYIIAJIU:
XycannoBa A.IIl. — Tekcr noknana mpuiaraercs (MO0 MUIIETCS COJAEpPIKAHUE
JIOKJ1a/1a).
BBICTVYIINJIA:
N.O. ®amunus — (KpaTkas 3anuch BBICTYIIICHHS ).
N.O. ®amunus — (KpaTkas 3anuch BBICTYTIICHHS ).
PELLINJIN:
2.1. Ono6puTh...
2.2,
[Ipencenarens [loanuce Pacumdposka noanucu
CekpeTtapb IToamnuce Pacundposka noanucu

Obpaseuy oghopmiaenun noinozo npomokona



[Tpunoxenue Nel3
K 11.6.3.6

PykoBoauTe 1o npeanpusiTus

O HanpaB/IeHUNU Pa3bsCHUTEIbHOI
uHdopmaruu 06 opraHu3alun
paboThl COTPYTHHKOB HENIPEPBIBHO
JICHCTBYIOLIMX OpraHu3amui

B coorBercTBuM ¢ nocraHosieHueMm Kabunera MunuctpoB Pecny6nuku Tarapcran
ot 19 mapra 2020r. Ne208 «O mepax 1o npeoTBpalleH!I0 pacrpocTpaneHus B PecriyOnke
Tarapcran HOBOH KOpoHaBUpyCHOM uHGpekuuu» (B penakuud ot 31 mapra 2020r.)
HanpapjsieM pa3bsiCHUTENIbHYI0 HMH(pOpMaluioo 00 opraHuzauuud pabdOThl COTPYIAHHKOB
HEMpPEepbIBHO JAEHCTBYIOUIUX OPraHu3alui.

[Ipunoxenue: Ha 7 1. B 1 3K3.

3amecTuTesb [ IpeMbep-MuHUCTpa
PecniyOnuku TaTapctaH — MUHUCTP N.O. ®Gamunus

HN.0O. damunusa
(843)222-05-96

Oépaszeu ohopmaenus nucoma



IIpritoxenune Nel4

KIL6:3.7
TEJE®OHOI'PAMMA
23.03.2020 Ne3 3amecTHUTeNIO IIpembep-mMuHucTpa
Pecnnybnuku TarapctaH —  MHHHCTPY
MPOMBIILIIEHHOCTH H TOProBJIU

PecnyOnuku TaTapcran
N.0O. damunus
Bpems npuema
24.03.2020 B 10 yacos B Kabunete MunuctpoB PT cocroutcs coBemanue B
pe)xuMe BHAECOKOH(EpEeHLMH 10 MOAroToBke U npazaHoBaHuio 100-metus
obpazosanus Tarapckoit ACCP.
[IpemMbep-MUHUCTP

Pecnyonuku Tatapcran N.O. Gamunus

[IEPEJIAJI [TPUHAJI

(HaumeHoBaHue JomkHOocTH) U.O. @amunuss  (HauMeHoBaHMe 0 DKHOCTH) M.O. @amuus

Ten. Ten. 210-05-01

Obpasey ohopmaenus menegponozpammot



[Ipunoxenue Nel5
K. 7.3
ITPABUJIA
3ATITIOJIHEHUSA OCHOBHBIX PEKBU3UTOB

PEFMCTPALIMOHHO-KOHTPOJILHOM KAPTOYKHU TOKYMEHTA (PKJI)

PeKkBH3HTHI KomMMmeHTapHii no 3amo/iHeHH 10
ABTOp IIpu  perucrpauuu  NOCTYNAWIIUX  JOKYMEHTOB  3alMCHIBAETCA
(KOppEeCHOH/IEHT) HAaUMEHOBAaHUE OpraHM3alMM, CTPYKTYPHOTO MOJApa3Je/ieHuss WM

JIOJDKHOCTHOTO JIMIIAa — aBTOpa IOKYMEHTA.
Ilpu perncrpaumn oOpaiueHuil rpakjaH BBOJATCS €ro MMs, OTYECTBO,
(damuaus u ajpec.

[Ipu
HaUMEHOBaHHE

perucTpauviu OTHIPaBJIsAEMBIX JOKYMCHTOB
CTPYKTYpPHOIo nojapasac/icHus

JOJDKHOCTHOTO JIMIIA — KOPPECTIOH/ICHTA.

3alIMCBIBACTCA

OpraHMu3alm, HJIH

ﬂOHyCKaCTCH HPHUMEHEHHUE COKPAIIIEHHOI'O HAUMMCHOBAHUA OpraHU3aliuuy.

HaumenoBanue  Buja | 3an0HAETCS B COOTBETCTBUU C HANMEHOBAHMEM BUJIa JIOKYMEHTA.

JIOKYMEHTa

Jlata noxymenTa B PK® nepenocurca nara, npucBOEHHAst JOKYMEHTY OpraHu3alued —
aBTOPOM JIOKYMEHTA.

PerucrpanmonHsbliit B PK® nepeHocurcs  perucTpaliMOHHBIA ~ HOMEp  JIOKYMEHTa,

HOMEDP JOKYMCHTA

IPUCBOEHHBIIT OpraHu3alueit — aBTOpoM JOKyMEHTa.

,HaTa IMMOCTYIVIEHHA

[lepenocurcs B PK® u3 perucrpanioHHoro mrama.

HNnpnekc [MOCTYIUICHUA

Ilepenocurcs 8 PK® u3 peructpaiiuoHHOro mramra.

3arojioBOK K TEKCTY

HepCHOCHTCH 3arojlIoBOK K TEKCTY [JOKYMCHTA. HpH €ro OTCYTCTBHH
COCTABJIACTCA aHHOTAlMA, COoiCpiKalllas KJIHOUCBBIC CJIOBA.

Pezomonns

B PK® nepenocurcs ¢ 10KyMeHTa coJiep:KaHue MOPYYEHUs!, UCTIOTTHUTEb
(MCTIOJTHUTENIH ), aBTOP U JIaTa PE30IOLIUH.

CpOK HCITOJIHEHUA

[IpocraBisiercs nata, cojepxkainasics B pesomormu. [Ipu perucrparnuu

OTIIpaB/IBIEMOI'0  JIOKYMCHTA MOKCT 3allMCBIBATHCA JlaTa OKHUIaeMOro

OTBETA.
OrmeTka 00 | B PK® nepeHocurcs permcTpaliMOHHBI HOMEp M JlaTa CO3AaHHOTO
UCIIOJIHEHUH JIOKYMEHTA, CChIJIKa Ha PErucTpallMOHHBIN WHJIEKC U JaTy MOCTYIHUBUIETO
JOKYMEHTa JIOKYMEHTa WJIM KpaTKas 3allMCh pelieHus BOIpoca 1o CyllecTBY.
Jleno Ne B PK® nepeHocurcs MHAEKC jiela B COOTBETCTBMM C HOMEHKIATYpOH

CTPYKTYPHOI'O TOApa3/IeJICeHUsl, B KOTOPOE IIOMEIIEH UCIOJIHEHHBIN

JAOKYMCHT.




[Tpunoxenue Nel6

K 1.10.1

HaumeHoBaHue opraHu3aiuu
HaumeHoBaHUE CTPYKTYPHOTO Moapa3/ie/ieHus
HOMEHKJIATYPA JIEJI

Ha roJ

Unpaexc 3aroJI0BOK jiena Konunuectso Cpok xpanenust u Ne | [Tpumeuanue

Jiena TOMOB (4acTeil) | cTaTby M0 NEPEeUHIO
1 2 3 4 5
HasBanue pasnena

HaumeHnoBaHue JOMKHOCTH

PYKOBOAUTEJISI CTPYKTYPHOI'O

nojapasieneHus [Toanuck Pacummdposka noanucu
Jlara

COI'JJACOBAHO™

IIporokon DK cTpykTypHOTO

[logpasnenenus
oT No

* K HoMeHKI1aType Jel1 CTPYKTYPHOI0 HMO/pa3/ie/ieHus [0 OKOHYaHUU KalICHIapHOTO rojia COCTABIISIETCS
UTOr0Bas 3anuch 1o hopme, yKazauHoi B npuiiokeHun 17, u enaeTcs 0TMETKA O repeaade HTOrOBBIX
cBesienuit B ciy:k0y J1I0Y opranusanum.

* %
[Tpu nanmmuuu DK cTpyKTYpPHOTO 10,1pa3acicHus.

Dopma HOMEHKamypsol 0ejl CPYKMYPHO20 NOOPa30eeHUA



ITpunoxxenne Nel7

k1. 10.1
HaumeHnoBaHue opranuzanuu
HOMEHKJIATYPA JIEJI VYTBEPXJIAKO
Ha rojg PykoBoauTenb opraHu3aluu
[Toanuce Pacungposka
[OIITUCH
JlaTa
Unpexc 3aroJIoBOK Jiel1a KomnuectBo | Cpok xpanenust | [Ipumeuanue
aesna zen nena u Ne craten
110 TIEPEUHIO
1 2 3 - 5

HazBanue pasznena

HaumeHoBaHue NOTKHOCTH
PykoBoaurens ciyx0b1 JIOY
OpraHu3anuu

Bu3za pykoBoauTesns apxuBa
(1nua, OTBETCTBEHHOTO 32 APXMB)

COI''TACOBAHO

[Tporokoun LI9K (2K)
OT No

[Toanuck Pacumgpoka noanucu

COI'JTACOBAHO

IIporokon DIIK apxuBHOro yupexaeHus
oT Ne

Dopma HOMEHKIamMypbl 0e/l Op2aHu3ayuu




ITponomxenue npunoxenus Ne 17

HUrorosas 3anuce o KaTeropusax U KOJIHYECTBE A€, 3aBC/ICHHBIX B

k. 10.1

rojy

B OpraHu3aluu

[To cpokam xpaHeHus

Bcero

B tom uucne:

Mepexo/asux ¢ otMeTkoit «DI1K»

3

4

[TocTosstHHOTO

Bpemennoro (cBbiuie 10 ner)

Bpemennoro (10 10 net
BKJTFOUMTEJIHHO )

HUTOI'O

HaumeHnoBaHnue 10KHOCTH
pykoBoauTes ciyxkosl JJOY

Jlata

Hroroseie CBCIACHHA II€EPCAaHbl B apXUB

HauMmeHoBaHMe JOKHOCTH JIM1IA,
Nepe/1aBIIero CBe1eHUS

JlaTa

(DOPMH UMozoBOU 3aNUCU K HOMEHKIamype oei opeanulauuu

[Toanuce Pacumgposka noanucu

[loanuce Pacuugposka noanucu

®opmar A4 (210 x 297 mm)



[Tpunoxenue Nol8

k1m.10.3.2
KOJl rocapxuBa
KOJI OpraHHu3aiuu
@. No
Om. Ne
(HanmeHoBaHMe rocy1apcTBEHHOTO apXHBa) J. Ne
(HanmenoBanue gpongooOpazoBatess U CTPYKTYPHOTO MOipa3ieieHusl)
JAEJIO Ne TOM Ne
(3aromnoBok jena)
(/laTa nena)
Ha JIUCTax

dD. Ne
Omn. Ne
J1. Ne

XpaHuTh

®opmar A4 (210x297 mm)

Dopma 0021031cKU 0ela NOCMOAHHO20 U 6peMeHH020 (ceviute 10 1em) xpanenusn



[Ipunoxenue Nel9
Kk 1m.10.3.2

Jlner — 3aBepurennb aesia No

B nene noamnTo ¥ NpoHyMepoBaHO JTUCT(OB)
(mdpamu 1 TPONKUCHIO)

B TOM HHUCJIE: JIMTEPHBIC JIUCTHI

NpoIMyLIeHHbIe HOMepa

+JIMCTOB BHYTPEHHEHN OINUCH

OcobeHHOCTH (PH3HYECKOTO COCTOSIHHUS NeNe incroB
1 popmMHUpOBaHHUA eI

1 2

HaumMmeHoBaHMe JOHKHOCTH JIMLIA,

COCTABHUBIICTO 3aBCPHUTECIIbBHYIO HAITHCh [MOJITUCH PacmHCprBKa IIOAITUCH

JdaTta

®opmart A4 (210x297 mm)

Dopma rucma-3aeepumeta oena



[Tpunoxenne Ne2(

k1m.10.3.2
BHYTPEHHA OIIUCh
JIOKyMEHTOB Jiejia No
Ne NHunekc JlaTa 3aroJI0BOK Jesa Homepa [Ipumeuanue
NIl | IOKYMEHTa | JIOKyYMEHTa JIUCTOB Jiena
1 2 3 4 5 6
Hroro JIOKYMEHTOB
(tmdpaMu M TIPOITHCHIO)
Konu4ecTBO IMCTOB BHYTPEHHEH OIUCH
(uupamMu ¥ TPONHUCHIO)
HanMeHoBaHUe JOKHOCTH JIMLA,
COCTABHUBLIET0 BHYTPEHHIOKO OMHUCH [Toanuce Pacundposka
MOJITTUCH
Jlata
®opmat A4 (210x297 mm)

Dopma eHympeHHel onucu 0OKyMeHmog oe/ia



[Tpunoxenune No21

kK 1.10.3.3
HaumeHnoBanue opranuszauuu
Donpg Ne YTBEPXJIAIO
OIIUCH Ne PykoBoauTenb opraHu3aiuu
e 110 TMYHOMY COCTaBY
[Toanuce Pacumdponka
3a roj MOJIMTUCH
JlaTa
Ne WUnnekc 3aronoBok | Kpaiinue Cpok Konuuectso | [Ipumedanue
n/n nena nena JaThl XpaHeHus JIUCTOB
1 2 3 - 5 6 7
B naHHbIi pa3ien onucu BHECEHO neln

c No

(uudpaMu H TPOMHCHIO)

JIMTEPHBIE HOMEPA:

NponyueHHbie HOMEpa:

HaumMmeHoBaHue OOIKHOCTH
COCTaBUTEJIA OITHUCH

HanmeHoBaHue 101KHOCTH
PYKOBOJHUTEIIS apXuBa (JI411a,
OTBETCTBEHHOI'O 3a apXMB)

COI''TACOBAHO
[Iporokon LIDK (DK) opranuzanuu
oT No

o Ne , B TOM YHCIIE
[Toamuce Pacumgpoka noanucu
[Toamnuce PacmmdpoBka noanucu

COI''TACOBAHO
[Tporokon DIIK apxuBHOro yupexaeHHs
oT No

®opmar A4 (210 x 297mm)

Dopma onucu 0el O TUYHOMY COCHIABY



[Tpunoxenue No22

kK 11.10.3.3
Hasanue opranusanuu YTBEPXJIAIO
®onp Ne PykoBojauTesns opraHu3auu
[Toamuce Pacummdposka

OIINCD Ne HNOAMUCH
JIeJ1 IOCTOSIHHOTO XPaHEHUs Jata
3a roj
Ne | HMupekc 3aronoBok nena | Kpaiinue | KonuuectBo | [Ipumeuanue
n/m aena J1aThl JIUCTOB

1 2 3 4 5 6

B nannb1i pas3aeii OIMMCHU BHECCHO

JIel,

c No

(rpamMu ¥ IPOIUCHIO)

1o Noe

, B TOM HHUCIJIE:

JIATEPHBIE HOMEDPA:

NpOMyIIEeHHbIE HOMepa:

HaumeHoBaHue J10JDKHOCTH
COCTaBHUTEIIS OITUCH

HaumenoBanue JOJIZKHOCTH

pyKOBOAMTEJISl apxXuBa (Juua,
OTBETCTBEHHOTO 33 apXHB)

COI'JTACOBAHO

[Iporokon LIDK (DK) opranuzanmu
oT No

[Toanuce

[Toanuce

Pacimdposka noanucu

Pacummdpoka noanucu

YTBEPXJIEHO

[Iporokon DIIK apxuBHOro yupexaeHus

oT

No

®opmat A4 (210X297 mm)

Dopma c6o0HOU onucu 0ejl NOCMOAHHO20 XPAHECHUA



[Ipunoxenune No23

k1.10.3.3

HaumenoBanue opranuzaiuu

®onpa Ne YTBEPXJIAIO

OITUCH Ne PykoBoauTens opranusanuu

nen BpeMeHHbIX (cBbiie 10 net)

CPOKOB XpaHEHUSs [Toanuce Pacuudposka

NOAMNUCU
3a roja
Jlara
Ne HNunexc 3aronoBok | Kpaitnue Cpok Konuyectso | [Ipumeuanue
n/m nena nena JaThI XpaHeHus JTUCTOB
1 2 3 -+ 5 6 7
B nanHbIi paszaen onucu BHECEHO Jen
(mudpamu 1 poNUCHIO)

c No o No , B TOM 4HcCJie
JUTEepHbIE HOMepa:
[pOIyLIEHHbIE HOMEpA:

HanmeHoBaHKe JOKHOCTH

COCTaBUTEJISI OTTUCH [Toanuce Pacumdpoka noanucu

HanmeHoBaHue 101KHOCTH

PYKOBOJMTEIIS apXuBa (JM11a,

OTBETCTBEHHOI'O 3a apXMB) [loanuce Pacumdposka noanucu

COI'JTACOBAHO
[Tporokon LI9K (OK) opranuzanmu
oT No

®opmar A4 (210 x 297mm)

Dopma onucu oen epemennsix (evtuie 10 1em) cpokoe xpanenus



Ipunoxenne Ne24

k1.10.3.3
HaumeHoBaHue opraHu3aluu
HaunmMeHoBaHue CTPYyKTYpPHOIO
noJipa3ieeHusl
OIIUCH Ne
Jen
Ne Nunexc 3aronoBok | Kpaitnue Cpox Kosnuectso | [Ipumeuanue
n/n nena nena JaThl XpaHeHus * JIUCTOB
1 2 3 4 5 6 il
Haz3Banue paznena
B nannyio onuchs BHECEHO aen

(uudpaMu U IPOITUCHIO)

¢ Neo 1mo Ne , B TOM 4HUCJIe
JIUTEPHBIE HOMEpa:
[pOIyLIEeHHbIE HOMEpa:
HanmenoBanue 10mKHOCTH
PYKOBOAMTEINS CTPYKTYPHOIO
no/ipa3/ie/IeHUs [Toanuce PacuudpoBka noanucu
Jlata
COI''TACOBAHO COI''TACOBAHO**
HaumeHoBaHue JOJKHOCTH [Ipotokon DK cTpykTypHOro
pykoBoauTens ciyx0s1 JJOY 110/1pas/ieIeHUs
[lognuce  Pacumudgposka oT No

MOIITHUCH
JlaTa

*I'pacdha omyckaeTcs B ONUCH eI MOCTOSIHHOTO CPOKA XpaHEeHHs
**[Ipu Hammunu DK cTpyKTYypHOTO 1o/1pa3/ie/ieHus



ITponomxenue npunoxenus Ne24
km.10.3.3

[lepenan
nen

(uudpaMu 1 IPONHUCHIO)

151 PETHCTPALIMOHHO-KOHTPOJIBHBIX KAPTOTEK K IOKYMEHTAaM.
(uudpamMu ¥ MPONKCHIO)

HaumeHoBaHue 101KHOCTH pabOTHHKA

CTPYKTYPHOIO MO/ipa3/ieieH st [Toanuck Pacummgposka noamnucu
[Ipunsin Jien
(U.H(l)paMH H I]pOIIHCb}O)
" PEerucTPallMOHHO-KOHTPOJIBHBIX

(undpamu U MPOITHCHIO)
KapTOTEK K JIOKYMEHTaM.

HaumeHoBaHue 10JKHOCTH
paboTHHMKa apXuBa [Toamuce Pacumdpoka noamnucu

JlaTa

®opmat A4 (210X297Mm)

Dopma onucu 0ejt CMpyKmypHOo20 nOOpasoeieHus



[Ipunoxenune Ne25
k1n.10.3.4
HaumenoBanue opranuzaiuu

AKT YTBEPXJIAKO
PykoBoauTens opranusaiuu
No [Toanuce Pacundposka
MOATTUCH

O BBIICTIEHHH K YHHUYTOXXEHUIO apXUBHBIX IlaTa

JAOKYMEHTOB, HE IMOJICXKAILIUX XPAHEHHIO

Ha ocHoBanuu

(Ha3BaHHWe M BLIXOJHBIC JAHHbIE MEPEUHS JOKYMEHTOB C YKa3aHHEM CPOKOB UX XpaHeHHUs )

OTOOpaHbl K YHHMYTOXKEHHMIO KAaK HE HUMEIOIIMe HAyYHO-UCTOPHYECKON LIEHHOCTH M
yTpaTUBILIKE NIPAKTHYECKOE 3HaUeHUe JOKyMeHThI oHaa No

(Ha3Banue (oHa)

Ne | 3aronosok | I'omsr | Homep | Homep | Konuue- Cpoxku [Ipume
I jena onmucu™ |  em.xp. CTBO XpaHEeHHUsI yaHHUe
(rpynmnoBoi o ed.xp. 1 HOMepa
3aroJI0BOK OIUCH cTaTeu
JIOKYMEHTOB) I10 TIEPEYHIO
1 2 3 R 3 6 7 8
Uroro eq.xp. 3a rOJIbl.

(uudpaMu 1 NPOIUCKIO)
Onucu A€ MTOCTOAHHOTO XpaHEeHHUs 3a

rojasl yrBepxkaeHsr 1K

(IpoTOKOJI OT

No

HaumeHnoBanue JOIIKHOCTH

PykoBoautens apxuBa (1uua,

OTBETCTBCHHOI'O 34 apXHB)

COI'JTACOBAHO
[Ipotokon LIDK (DK) opranuzanuu

oT

No

[Toanuce

(HauMeHOBaHHE apXUBHOIO YUpesKIeHH )

)

Pacuindposka noanucu

*I1pH BBIIETICHUN K YHUYTOKEHHIO JOKYMEHTOB HPH MOATOTOBKE JIe/1 K [epe/iade B apXuB OpraHu3aiium,
rpagsl 4, 5 He 3aN0IHAIOTCS.



ﬂOKYMEHTB] B KOJIMYECTBE

[Iponomxenue npunoxenus Ne25

en.Xp.:

- Ha OyMaKHOM HOCHTEIIe BECOM

KI' CIdHBbI

Ha YHUYTOXKCHHUE,
- Ha 3JIEKTPOHHOM HOCHTEJI€ ClaHbl HA YHHUYTOXKEHHE

(cr1oco® yHHYTOKEHUS )

HaumeHoBaHMe 10KHOCTH paDOTHHUKA,
CIABLIEro JOKYMEHTBI [Toamuce

Jlata
M3MeHeHus B yUeTHbIEe JOKYMEHTbI BHECEHBI.
HaumeHoBaHHEe MOKHOCTH pabOTHHUKA

apXxMBa, BHECLIEro  W3MEHEHWs B
YUY€THBIE JIOKYMEHTHI IToanuce

JlaTa

Pacumgposka noanucu

Pacumdposka noanucu

®opmat A4 (210x297 mm)

Dopma akma 0 6b10CICHUU K YHUUMONCCHUIO APXUBHBIX 0OKYMEHMO08, He

HOC)JIBJKHMMX XPAHEHUIO



[Tpunoxenue Ne26

Kml11.2
)Kypna.n y4yera u BbIAA4H NeYyaTed U IITaMmnoB
Ne | Haumeno- | OtTHck Homep u nara | Jlata Komy Beinana ¢ | Pesynbratel | JlaTa Harau
n/ | BaHue neyar, COMPOBOJMTE/b- | BbIAAYH | YKazaHHEM MPOBEPKH: BO3BpaTa HOMeEp
n | ne4aru, mramna HOTO MHCbMa HaUMeHOBaHHU eCTh/HeT, nevaru, akTa 00
wTammna (morosopa), B CTPYKTYPHOIO nata wramra, YHHYTOXKE-
COOTBETCTBHH C nojapasjeneHus, | MpoBepKH MOIITHCh HUH
KOTOPBIM OBLTH NOJKHOCTH, OTBETCTBEH- | MEuaTH,
M3rOTOBJIEHBI DHO, noanucu HOTO 3a mramaa
MOIy4YHBILErO BeJleHHe
(OoTBETCTBEH- JKypHana
HOTO 3a
XpaHeHHe)
1 2 3 4 5 6 7 8 9

Obpazey ycypHaia yyema u 6b10auu nevamei U WMamnoe



