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MHMHUCTEPCTBO CIIOPTA PECITYBJIMKH THIBA
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O6 yrBep:kaeHnn PerinamMenTa paboTsl B rocyiapcTBeHHOH HHPOPMALKHOHHOH
CHCTEMeE IEKTPOHHOrO JokyMeHToo60poTa «IIpakTHKa»
B MunucrepcrBe cnopra Pecny6inku ToiBa

B cooTBeTcTBHE ¢ TyHKTOM 3 pacniopsokeHus [IpaBurenbcra PecyGinku TeiBa oT
19 momna 2017 r. Ne 357-p «O6 yreepxkacauu PernaMenTa paboTel B roCyapCTBEHHOM
AHQOPMALIMOHHOW  CHCTEME  DIEKTPOHHOro  JokyMeHTooGopora  «[IpakTHka»
IMPUKA3BIBAIO:

1. VTBepauTs, NpuinaraeMeli  PernaMeHT pafoTBl B rOCy/apCTBEHHOH
UH(POPMAIIHOHHOK CHUCTeMe DSIEeKTPOHHOTO  JoKyMmeHToobopora «lIlpakTuka» B
Munucrepcrse ciopra Pecy6nmnku TriBa (anee — pernameHT, MUHHCTEPCTBO).

2. Orpeny mpaBoBOIo, KagpOBOrO MW  OPraHM3allMOHHOrO  obecredeHus
MHEHHCTEPCTBA O3HAKOMMTE TOCYIApCTBEHHBIX TPaXAAHCKHX CIOy)Kaummx Pecrmy6muxu
TriBa MUHHCTEPCTBA M PYKOBOAMUTENEH MOABEIOMCTBEHHBIX YUpeXKIeHUH MuUHHCTEPCTBa
C HACTOSAIMM IPHUKA30M IT0]1 POCIIHCE.

3. KoHTPONB 3a HCIIOJTHEHHEM HACTOSMIETO MPUKa3a OCTABILIIO 3a COOOH.

4. HacTosdmuii mpHKas BCTYNaeT B CAITY CO JHS er0 OQUIHAIFHOIO OyOIUKOBAHHUA.

5. PasMeCTHTh HaCTOSAIIMA MpHKa3 Ha opUHanbHOM caiite MUHHACTEpCTBa CIIOpPTa

PecnyGnuky TroBa M Ha «O¢unuaneHOM HHTEpHET-IIOpTAle IIPaBOBOH

HHpOPMAITHI» (WWW.pravo.gov.ru).

Mmunuctp C.P. MoHrym



http://www.pravo.gov.ru

YT1BEep)KACH
puxa3oM MuHKUCTEpCTBa CriopTa
! PecnyOnuku TriBa

OT «3C» /@" oo 204Nep£//5L

PEITITAMEHT
paboTH! B rocyIapCTBEHHOH HH(GOPMAIHOHHOM CHCTEME
3NEeKTPOHHOIO AOKYMeHToobopoTa «[IpakTuka»
B MunucrepcTtBe cnopra Pecmry6nuku Trisa

1. O6mue nookeHHs

1.1. Hacrosammii PermamenT pa3paboran B cootBerctBuH ¢ KoHCTHTyLHel
Poccuiickoit @enepanuu, penepanpHbiME 3axoHaMu ot 27 utons 2006 r. Ne 149-®3 «06
uHPOpMaIui, HTHPOPMAMOHHBIX TEXHONOTUAX U O 3anmTe HHGDOpMAUuW», OT 27 HIONA
2006 r. Ne 152-®3 «O nepcoHaNbHBIX AaHHEIX», OT 11 ampens 2011 r. Ne 63-®3 «O6
aNeKTpoHHOH moanucH», oT 6 okTadps 2003 r. Ne 131-®3 «O6 obmux npuHIMIAX
OpraHU3allMd MECTHOro camoymnpasleHHs B Poccuiickoit ®@enmepauum», YKa3oM
INpesnpenra Poccuiickoit ®epepammu ot 28 Mapra 2011 r. Ne 352 «O nopsake
HCIIONIHEHHAA Topy4yeHWH M ykazaHud I[Ipesunenrta Poccuiickoil Deaepaliik» ¥ HHBIMH
HOpPMaTHBHBIMM TIpaBOBBIMM akTamMu Poccuiickoii Denepauun, Koncturynuen
Pecrrybnmuxu TriBa, 3axoHoM Pecrry6muku TeiBa ot 17 sHBaps 2013 r. Ne 1768 BX-1 «O
rOCyIapCTBEHHBIX MH(OpMalMOHHEIX cucTeMax Pecmy6muku TeiBa», Ykazom ['napmnl -
IIpencenatrena IlpasurenbctBa PecrmyOmuxn TriBa ot 10 mroma 2012 r. Ne 194 «O6
yrBepxaeHuu Ilonoxenus 06 Amnmunucrpauyu [ nasel Pecrmybmuku TreiBa u Anmaparte
ITpaButensctBa Pecrmy6muku TriBa», pacnopsokeHueM I'naBm Pecny6muxu TriBa ot S
okTa6ps 2015 r. Ne 305-PI" «O nopsiake ucronHeHKs mopy4veHUi U ykaszanuid [Ipesunenra
Poccuiickoit Denepaunu», nocranosnenueM IIpaBurensctBa PecmyGmuxku TeiBa ot 16
miora 2008 r. Ne 381 «O6 yrBepxxaenuu Pernamenra [IpasutensctBa Pecrry6inku TriBay,
pacniopspxeHramu [IpaBurenscrBa Pecrrybnuku ThiBa ot 10 suBaps 2013 r. Ne 1-p «O
periameHTe HMH(OpPMallMOHHOW  6€30ImaCHOCTH MpPH  UCHONB30BAaHWHM  CHCTEMEI
3MEKTPOHHOrO AOKyMeHToo6opoTa «IIpakTHka» B OpraHax MCIOIHMTENBHOM BNACTH H
opraHax MecTHoro camoympanieHus Pecry6muxu TeiBay, ot 24 anpens 2015 r. Ne 184-p
«O6 ytBepxaenun IlonoxeHus o mopsake obpallleHHd cO cnyxceﬁnoffl HH(pOopMaIuen
OrpaHMYEHHOTO pPAaCNpOCTPaHEHUSs B OpraHax MCIONHUTENBHOH BiIacTH PecmyGmuku
TuiBa», pacmopsbkeHHeM AnMUHHCTpanuu [naBel Pecmybnuku TeiBa ¥ Anmapara
IMpasutenscrBa Pecriy6miku Teia oT 19 centabpa 2019 r. Ne 103-PA «O6 yTBepxacHuH
HMHCTpYKIMH 110 JeNONpoU3BOACTBY B AnmuHHMcTpauuu ['nasei Pecmybnuku TeiBa M
Anmnapare IlpaBurensctBa Pecny6nuku ThiBa» B Hensx obecniedeHus ynpaBIeHYECKOW
OeATENEHOCTH MuHucTepcTBa uHGoOpMaTH3auMd W cBisu  PecryOmuku TeiBa M
IOJABEJIOMCTBEHHEIX €My  YYpPeXACHHAX, M YCTaHOBJCHHUS IPaBOBRIX OCHOB
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AOKyMEHTHPOBAaHUA, OpraHW3alMd paboThl C 93IEKTPOHHBIMH JOKYMEHTaMH H HX
XpaHEHHA.

1.2. Hacrosmmii PermameHT ycraHaBnmuBaeT oblivie TpeOOBaHMA K OpraHu3aily H
TEXHOJIOTHH PalOTH C JOKyMEHTamMM B MMHHCTEPCTBE B YCIIOBHSX HCIIONB30BAHUA
CHCTEMBI 3JIEKTPOHHOI0 JOKyMeHToobopoTa «[IpakTuka» (fanee - cHcTeMa).

1.3. T'maBHOH (yHKIMed CHCTEMEBI ABISETCS OCYILECTBICHHE OOMEHA HECEKPETHOH
uHbOpMalMel MeXXTy OpraHaMH rocyJapcTBeHHoH Biactu PecrmyGnukn TriBa, opraHamu
MECTHOIO caMoympaBieHus B Pecmybnuke TpiBa, rocyiapCTBEHHBIMH OI0/KETHBIMU
yupexaeHuamu Pecrrybnuku ThiBa 32 MCKIIOYEHMEM CBEACHHH, COCTaBIIAIOIINX
rocy/IapCTBEHHYIO TalHY.

PaboTa ¢ ceKpeTHBIMH AOKYMEHTaMH, M¢poTenerpaMMaMH, a Takxke obpaboTka
CEeKpeTHOM M Jpyroii HH(OpPManMM OIpPaHUYEHHOIO JOCTYNAa OCYIIECTBISIOTCA B
COOTBETCTBHH CO CNELHATBHBIMH HHCTPYKLMSAMH.

1.4. Cucrema o0ecrieuuBacT COKpalieHHE BPEMCHH, 3aTpPauyMBacMOro Ha NpHEM,
MEPBHYHYIO IPOBEPKY, 00pabOTKy M JOCTABKY JOKYMEHTOB aJlpecaTaM.

1.5. PaboTHHKM MMHHCTEPCTBAa MONY4alOT IpaBo paGOThl B CHCTEME C MOMEHTa
BCTYIUIEHHA Ha JOJKHOCTD, @ PyKOBOJMTENH I0JIBEIOMCTBEHHEIX yUpeXACHUH MOIyqatoT
IPaBO Ha OCHOBAaHHH 3asBKH MO GopMe COTNacHO MpHIOKeHHI0O Ne 1 (He MpHBOOHUTCH) K
PernameHTy HHQOpMALMOHHOH  6G€30IIaCHOCTH IPM  MCIOJB30OBAHHM  CHCTEMEI
3JIEKTPOHHOro A0KyMeHToo6opoTa «lIpakTHka» B opraHax MCHOJHMTEIBHON BIacTH U
OpraHax MeCTHOro  caMoympapleHus  Pecnybiauku  TeIBa,  yTBEpKACHHOMY
pacriopsokeHueM IIpaButenncrBa Peciy6muku TeiBa ot 10 auBaps 2013 r. Ne 1-p (nanee -
PernmameHT HHGOpMaLIHOHHON 6€30MacHOCTH).

1.6. MadopManmondas 6e30macHOCTh paboThl ¢ JOKyMEHTaMH IPU MCIIONB30BaHHH
CHCTEMBbl OCYWECTRIAETCS B COOTBeTCTBUH ¢ PernamMeHToOM HHGQOpMalMiOHHOH
6e3omacHOCTH.

1.7. CpoKH XpaHEHHs 3JIEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CPOKAM XPaHEHHUsI
JOKYMEHTOB, YCTAHORJIIEHHBIM 3aKOHONATENBHBIMA M HHEIMH HOPMATHBHEIMH [IPaBOBLIMU
aktamMud Poccuiickoii ®expepalliy, THIOOBEIMH MIHM BEJOMCTBEHHBIMU MEpPEUYHSMH IS
AHAJIOTMYHBIX JOKYMEHTOB Ha 6yMa)KHOM HOCHTEIIE.

1.8. JleficTBHE HACTOSAIIErO periiaMeHTa pacnpocTpaHseTrcs Ha MHUHHCTEPCTBO H
[IOJ{BEAOMCTBEHHEIE €My TOCYAapCTBEHHHIEe OrojkeTHhle ydpexaeHHs Pecrmy6nuku ThiBa
(manee - MOABENOMCTBEHHEIE OPraHM3alliH), SBJISIOMMECH YIaCTHHKAMM 3JIEKTPOHHOTO
nokyMeHroobopora B cucreMe. OOMeH JOKyMEHTaMM C OpFaHH3allUIMM, HE
SABILIOIIMMUCA ~ YYAaCTHHKAMH  3JIeKTPOHHOrO  JIOKyMEHToo60opoTa B CHCTEME,
OCyLIeCTBASeTCs Ha OyMaXXHOM HOCHTeNe B COOTBETCTBHM ¢ HMHcTpykuued mno
JIeJIONPOU3BOJICTBY. !

2. OcHOBHbBLIC IOHATHS

2.1. B HacTrosmeM PerimaMeHTe HCNIONB3YIOTCA CIEAYIOIIUE OCHOBHBIC MOHATHSA:
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1) GymaxKHBIH JOKYMEHT - 3aMKCHpOBaHHasA Ha OyMaXHOM HOCHTENEe HHPOPMALHA
C PEKBU3UTAMH, [IO3BOJLIIOIIMUMH €€ HAECHTUGHIIMPOBATE;

2) 37eKTPOHHEIA JOKyMEHT - JOKyMEHT, B KOTOpOM HHGpOpMallus MpeAcTaBlieHa B
3JIEKTPOHHOH (opMe;

3) anexTpoHHasA KOMHA JOKYMEHTA - KOMHA JOKYMEHTa, CO3JaHHas B SJIEKTPOHHOU
dbopme;

4) pEeKBU3UTHI NEKTPOHHOIO JOKYMEHTa - 0Bs3aTellbHble 3JIEMEHTH O(QOpMICHUS
JOKYMEHTOB, KOTOpBIE JOJDKHBI COJIEPXKAaThCs B 3IEKTPOHHOM JOKYMEHTE IS MIPU3HAHHS
ero JeHCTBUTEILHBIM;

S) cucTeMa  3JEKTPOHHOIO  AOKyMEHTO00OpOTa -  aBTOMAaTH3MpPOBAHHAA
uH(bOpMallMOHHasA CHCTeMa, ofecreyHBarolas CO3JAaHME SNEKTPOHHBIX NOKYMEHTOB H
3NEKTPOHHBIX KOMHMHA JOKYMEHTOB, YIPAaRICHHE MMM, HX XpaHCHHE H JOCTYH K HHM, a
TaIOKe PerUCTPalUI0 JOKYMEHTOB;

6) BHyTpUBEIOMCTBEHHEIH JOKYMEHTOOOOPOT - JBHXKEHHE JOKYMEHTOB C MOMEHTA
MX CO3[aHUA WIM IMONyYeHHS N0 3aBEpINEHHs WX HCIOJNHEHWUs BHYTPH MHHHCTEPCTBA.
IlopsanoK TMpPOXOXAEHHUA HOKYMEHTOB M  OIEpallid, MpOM3BONMMBIE C HHMH,
PEMIAMEHTHPYIOTCS ~ MHCTPYKIMEH 10  JEJONpPOM3BOACTBY H  JODKHOCTHBIMH
perinaMeHTaMid pabOTHHKOB MUHHCTEpCTBA H PYKOBORMTENEH MOJBEIOMCTBEHHBIX
YYpeXKACHUH;

7) OSNeKTPOHHBIA AOKyMEHTOOOOPOT - HOKYMEHTOOOOpOT C MNpHUMEHEHHEM
HHGOPMALTHOHHON CHCTEMEL;

8) MOMB30BATENb CHCTEMBI - CyGBEKT, MMEIOMIA B CHCTEME YYETHYIO 3allUCh U
TIePCOHAIBHBIA Mapoib, OOpAINAIOIMUNCA K CHCTEME 3a IIOMydeHHEM HEOOXOOMMOH eMy
HH()OpMalMU U HPOBEJCHHEM PasUYHAIX JCHCTBHH C 3JIEKTPOHHEIMH JOKYMEHTAMH;

9) y4aCTHMKM CHCTEMEI - OCYLIECTRIsIONME oOMeH HHQOpMaLHel B IEKTPOHHOH
¢opMe rocynapCTBEHHEIE OpTaHbl, OPraHbl MECTHOIO CaMOYIIPaBJICHHS;

10) OTIpaBHUTENs SJIEKTPOHHOTO JOKYMEHTa - YYacCTHHK OOMEHa 3JeKTPOHHBIMH
JOKYMEHTaMH, KOTOpbIi (GOPMHUpPYET JJIEKTPOHHBIH JOKYMEHT, IOAMHCHIBAET €ro
3JIEKTPOHHOM MOJITHCHIO M HAPABISIET €70 B aJpec NoIxyJdaTelis;

11) momyd4arens 3NeKTPOHHOIO AOKYMEHT2 - Y4YacCTHHK 0OMeHa 31eKTpOHHBRIMU
AOKYMEHTaMH, KOTOPBIH NOMY4HII aAPECOBAHHEIN €My 3IEKTPOHHBIM JOKYMEHT;

12) sneKTpoHHas mOANMCH - WH(POpMaIMs B 3JIEKTPOHHOH ¢opMe, KoTopas
NpucocAMHeHa K Jpyrodi HHGOpPMAIMM B OSIEKTpOHHOH ¢dopMe (IOAMUCHIBAEMOMR
uHpOpMalMH) HIH HMHBIM 06pa3oM CBsf3aHa C Takod HH(oOpMaLHEH H KoTopas
HCIIONB3YeTCS AN OMpeAeICHHs JIUIIa, TOIIUCHBAIOMIET0 HHPOPMAIIHIO;

13) ceprubukaT KmO4a TPOBEPKH OSJICKTPOHHOM MOANMCH - JOKYMEHT Ha
GyMa)KHOM HOCHTeJe, BRIIAHHBIH YIOCTOBEPSAIOIINM LEHTPOM WM JOBEPEHHEIM IHIIOM
yIOCTOBEPAIOIIETO IEHTPa M IOATBEPKIAIOIMMUHA NPHHANIEKHOCTh KlOYa IPOBEPKH
3JIEKTPOHHOM MOIIMCH BIAACIbLY cepTUHKaTa KJIl04a IPOBEPKH IEKTPOHHOH ITOJIIHCH;
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14) nepcoHanbHble HAaHHBIE - JF0Gas HHGOpMAIHA, OTHOCAIIAACA TNPAMO HIIH
KOCBEHHO K ONpEIENCHHOMY WIH OIlpeAeisieMoMy (¢Qu3ndeckoMy JHIy (cyObexTy
TIEPCOHAIIBHBIX JAHHKIX).

3. MexBeZOoMCTBEHHbIH 00MeH JOKYyMEeHTaMH

3.1. Pabota B cucCTeMe OCHOBBIBa€TCS HAa NPHUHIMMIIE OJIHOKPATHOrO BBOJA
HH(OpPMaLlMK B CHCTEMY U MHOTOKPATHOT'O €€ HCIIONb30BaHHA.

3.2. O6bmeH OOKyMEHTaMH B CHCTeEMe OCYLIeCTBIiAeTcs ©O€3 MOBTOpHOW uX
perucrpaiun. CTpyKTypHBlE TNOApa3JieleHHs, IOABEJOMCTBEHHBIE  YYPEKICHHUS
MunncrepcTBa paboTaloT B €AMHOM perucTpalloHHOM KapTouke. [Ipu aToM cobmonmaercs
MPHHLUI €IMHOTO JOKYMEHTa BO BCEX OpraHM3alMax JOKYMEHT HMeeT eIMHYIO0 KapTo4Ky,
N00aBNAETCA TOMBKO NOCTYMAIOMIMM HOMEP M JaTa PErHCTpallMi JOKyMEHTa B KaXKIOH
KOHKPETHOM OpraHU3aluH.

4. Perucrpanus 10KyMeHTOB

4.1. Y4aCTHHKH CHCTEMBI O0s3aHBEI OCYLIECTRINTh PETHCTPAIIHIO JOKYMEHTOB JULA
TOro, 9TOOK OHM monaigd B cucreMy. Ilpu peructpaudu ¢opMupyeTcs KapToudka
perucTpalmu goKyMeHra (faiee - KPJI), B K0TOpyIo BHOCATCA CBENEHUS O JOKYMCHTE, H
NPUCBAaUBAETCs PETUCTPALMOHHBIA HOMED.

42. KPJI comepxHT TmONHBIH Habop PpEKBU3WUTOB, IIPeIyCMOTPEHHLIX
rocyAapCTBEeHHBIMH CTaHAApPTAMM I10 AEIONPOHIBOJICTBY.

4.3. Peructpaiys B CHCTEME MO3BOJISET OCYIIECTBIATE!

ORICTpRIN MOMCK AOKYMEHTOB IO MOOOMYy W3 PEKBHU3HUTOB WIH 10 KOMOMHAIWHU
PEKBU3UTOB;

BHECEHHE PE30IOLUI (TTOPYIEHHI ) B QIEKTPOHHYIO KapTOUKY;

KOHTPOJIb UCTIOJTHEHUA [TOPYYEHHH U JOKYyMEHTOB;

aBTOMAaTHYeCKOe (POPMHpPOBAHHE CTATHCTWYECKMX OTYETOB, BEJCHHME CIIPAaBOYHO-
aHATMTUYECKOi paboThl MO JOKYMEHTaM.

4.4, C HCHONB30BaHHMEM CHUCTEMBI OCYIIECTBIIETCA i)emcrpaupm, CO3JaHHE
9NEKTPOHHBIX KOMHI 1 Mepeaya CIeAyIoNMX BUIOB JOKYMEHTOB:

denepaipHkie 3aKOHEI, ¢eepabHble KOHCTUTYLIHOHHbIE 3aKOHBI;

yka3kel ¥ pacnopsoxeHus IIpesnsenra Poccuiickon @enepaiium;

pacnopsbkeHHs U noctaHoBneHus IIpasutenscrea Poccuiickor Denepanmu;

mpoTokoisl 3acemaHmii IlpaBuTensctBa Poccuiickodt dDenepauvu, 3acelaHHK
komuccuii [lpaBurensctBa Poccuiickoit ®epepauuy, IIPOTOKONBI COBEIIAHMH Y
Ipencematena IlpaeutensctBa Poccuiickoit Penepaumu, 3aMectutener Ilpencenmarens
IIpaBuTensctBa Poccuiickoi Oenepanumy;

pacniopsokenus [lpencemarens Cosera ®epepauyn PepepansHoro CobpaHus
Poccuiickoit Menepauun u nocraHosienus Coeera ®enepauun DenepansHoro CobpaHus
Poccuiickort denepanyy;
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uHGopMalui 06 HCHOIHEHHWH YKa30B, PacHOpKeHHH, MOpYyYeHWH U yKazaHWH
IMpesunenta Poccuiickod Denepanuy, NOCTaHOBIEHHH, pacqopmennii, NOpy4YEeHUH
IMpaButensctBa Poccuiickolt denepauun, NpoTOKONIOB 3acenanuii IlpasuTenscTBa
Poccuiickoit @enepanun, mpoTokonoB 3aceanuil komuccul [IpaButenscTBa Poccuiickoit
Denepaivi, TOKYMEHTOB (peiepalbHBIX OPraHOB rOCyIapCTBEHHOH BIAcTH;

uHGopManwuH o0 HMCIONHEHWH YKa3oB, nopydyeHuit I'maBei Pecry6Gmuxu TriBa,
IIOCTAaHOBJIEHWM, pacnopsmxeHud IlpaBurenscTtBa Pecmy6nmuku TreiBa, NDpPOTOKOIIOB
3acenauuii [IpaButenscTBa Peciry6muky TriBa;

uHbopMaun 00 HUCIIONHEHUWH NOCTAHOBJICHHH, paCIOPSDKEHUH OpraHOB MECTHOIO
caMOyNpaBJIeHUsl MyHUIMNATbHEIX obpa3zoBanui Pecy6inku TriBa;

3alMCKH (aHATUTHYECKKE, IOKIANHEIE, CIIyXeOHEIe, 00bICHATENbHEIE ),

IPOEKTHI CITy>KeOHBIX THCEM; CITy)KeOHbIe MHChMa;

TIPOEXTHI HOPMAaTHBHBIX NPABOBLIX akTOB PecryGmuku Thisa;

HOpMaTHBHBLIE NpaBoBhLie akThl Pecirybnmuku ThiBa.

4.5. B cucreme o00pabaTniBalOTCA HOOKyMEHTHI, coAepXaimue HHPOPMAIHIO
HECEKPETHOr0 XapaKTepa, a TakKe JOKYMEHTHl OIpaHHYeHHOro pachpocTrpaHeHus 6e3
3arpy3kd obpa3a JOKyMEHTa.

4.6. He momyckaloTcsi BBOJ TEKCTOB, CKaHHPOBaHUE U MpUKpeIrUieHWe ¢aiyioB B
KP/] cnenyrolmux JOKyMEHTOB:

mu¢porpaMm;

OyxraitTepcKkux JOKyMEHTOB;

ONaHKOB CTPOTO# OTHETHOCTHY;

JOKYMEHTOB Jisl CITyKeOHOr 0 NOJL30BaHuS;

JOKYMEHTOB C IrpH($pOM «CEKPETHON», «KOHPHIEHIIHATTEHOY;

JIOBEpEHHOCTEH;

MaTepHaNIOB IO IOMUJIOBAaHUIO (IIPUIIOKEHHUS);

pelleHns CyOB;

IJOKYMEHTOB, CKaHHPOBaHHE KOTOPHIX HEBO3MOXKHO BBHMJy TEXHWYECKMX TPUYMH
(nnoxoe Ka4ecTBo);

OPOIMTLIX JOKYMEHTOB, PaciMBaTh KOTOPEIE HENb3S.

5. PerucTpauus nocTynalouHux JOKyMEeHTOB

5.1. Bce mnocrynmaioniie JOKyMEHTBI B MHHHCTEPCTBO NPHUHUMAIOTCA H
PETHCTPUPYIOTCH B CHCTEME€ KOHCYNbTAaHTOM OTJAella MNpaBOBOro, KaIpOBOIO H
OpraHM3aljMOHHOro obecmeueHuss MuHucTepcTBa (manee - AenompousBoaureneM). Ha
NEpHOZ] BPEMEHHOr0  OTCYTCTBAA  MHHHCTpPa  JOKYMEHTHl  HEpPECHANpPaBIAIOTCA
JETONPOM3BOUTENEM IEPBOMY 3aMECTHTENIO MHHHCTPA, 3aMECTHUTEII0 MHHHCTpPA B
COOTBETCTBMH C YTBEPKAECHHEIM MUHUCTPOM paclpeAeieHueM 0013aHHOCTER.

5.2. B MHHHCTEPCTBO AOKYMEHTEI, IOCTYIIMBIIME Ha MM MHHHCTpa OT CTOPOHHHX
OpraHU3al|ii, PETUCTPUPYIOTCA B CHCTEME AEIIONPOHN3BOAUTENIEM.
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5.3. Tlpn perucTpalil AOKYMEHTOB [OJDKEH COONIONAThCA INPHHIUI COMHOH
perncTpanuy JOKyMeHTa.

Peructpauys opraHuM3allMOHHO-PACIOPAAUTENBHEIX JOKYMEHTOB OCYIIECTBIIACTCS
AHAJIOTUYHO PETMCTPALIMM BXOASIIMX JOKYMEHTOB.

5.4. Perucrpaius NocTynalomux OyMaXKHBIX JOKYMEHTOB B CHCTEME€ BKIIOYAET B
cebs clexyIomme AeHCTBHS:

3aMOHEHHE PEKBU3UTOB KapTOYCK PETHCTPALUK JOKYMEHTOB (IIpH HEOOXOAHMOCTH
yCTaHABIIMBACTCA CBA3KA C paHEe 3aPErHCTPUPOBAHHBIM JIOKYMEHTOM );

NPUCBOECHHE HOMEPA MOCTYNALIEMY JOKYMEHTY C TOMOIIBKO CHCTEMET,

IMPHKpPETIEHHEe CPEJCTBAMU CHCTEMBI IEKTPOHHOIO 00pa3za JOKyMEHTa K KapTO4YKe
perucTpalyy (AJi1 BXOJANMIMX JOKYMEHTOB, IOCTYMUBIINX B OpraHU3alyio Ha GyMaXKHBIX
HOCHTEIISX ).

5.5. Hekotopeie mons KPJI 3anmonHsroTcs IIyreM BhIOOpa 3HaYeHMH U3
CIIPaBOYHUKOB, @ B OCTIbHEIC 110JI1 HHGOpPMallKsl BBOAUTCS C KIIaBHATYPBHIL.

5.6. Ecii K OOKYMEHTY NPHIIOXKECHBl BRIICCTOAIIME PE30OJIOIUH, OHH TaKKe
nojexat BHecenuto B KPJI.

5.7. BHeceHHe B CHCTEMY JMOKYMEHTOB, COZEpXKAlUX IIEPCOHAbHEIE NAHHEIE,
OCYILECTRIIETCA ¢ cobmomenreM TpeboBanmii PenepansHoro 3akoHa ot 27 urons 2006 r.
Ne 152-®3 «O mepcoHaNbHEIX FAHHEIX» IOcie OGOpMIEHHS MUCBMEHHOIO COIJIacHs Ha
ux 00paboTKy Bnajenbiia IEPCOHANBHBIX JaHHBIX WM €70 3aKOHHOTI'O MPE/ICTaBUTEIS.

5.8. Perucrtpaims NOCTyHAIOWIMX AOKYMEHTOB JOIDKHA IIPOM3BOAUTHCA B JEHb
MOCTYILTEHH, a IPH NnoctyiweHuH nocine 18.00 yacoB unu B HepaGouue JHU - B NEPBBIX
pabounii 1eHb, CO3JaBaEMbIX - B IEHb MOJITMCAHNSA UK YTBEPKIACHMA.

5.9. JlokymeHTH c mnoMeTkod «CpouHo», a Takxke Ppe30IIOIMH, COAepXKallHe
CpPO4YHBIE H OIEpaTHBHble NOPYYEHHs, PETrHCTPHPYIOTCS M HAIPaBILIIOTCA aapecaraM
He3aMeJIUTEBHO.

5.10. I'lpu mOCTYTIIIEHHH AOKYMEHTa B 3JEKTPOHHON dopMe OT OJHOro y4acTHHKA
CHCTEMEI K JpYIOMYy perucrpaius IOCTYIHAIOIIero MOKyMEeHTa 3aKiIo4acTcsi B
IPHCBOCHUY MY BXOJAIIETO HOMEPA U AAaThl PErHCTPaiHH. !

5.11. TIlpoBepka Hauu4yisi BHOBb TIIOCTYNIHBHIMX JOKYMEHTOB JOJDKHA
OCYIIIECTRIIATHCA IOJNB30BaTEleM He MEHee 5 pa3 B JIEHb IO CIEAYIOMIEMY IIpaBUITy:
IepBEIi pa3 - B Havyaine pabodero muHa (He mosgHee 0,5 4. mocie Havana), B T€YEHHE
paboyero qHA ¢ HHTepBAIOM He Golee 2 Yyac., NOCIEAHUH pa3 - B KOHIle pabouero AHA (He
MeHee 4yeM 3a 0,5 Jac. mepesi KOHIIOM pabodero AHA).

5.12. Tlepen perucTpanueil FOKYMEHTa, MOCTYNIMBIIETO0 B 3JIEKTPOHHOH Qopme,
HEOOXOAUMO IMPOBEPUTH MPAaBUIBHOCTH €ro OoGOpPMIIEHHUs, aIpecOBaHHs, CKAaHWPOBaHMI,
sanonHeHus KPJI.

5.13. EciM B IIONy4YEHHOM 3JEKTPOHHOM JOKyYMEHTe OOHapyXeH IIPOITyCK
3allO/IHCHUS PEKBH3WTOB, MOKyMEHT HE OTCKaHHpOBaH, OOHapyxeHa ommbka Ipu
agpecamnuu, BHeceHun cBegeHuit B KPJI, Heo6x0miMo OCyIeCTBHTh BO3BpaT JOKyMEHTa B
CHCTEME OPraHU3aI[MH OTIIPABUTENIO C LEIBIO YCTPAHEHHS BBISRICHHEIX OIIMOOK.
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5.14. Eciii nOJTy4eHHBIH JOKyMEHT HE 3aperMCTpUPOBaH, OpraHu3alus-NoIyvYaTelsb
3a HErO He OTBEYaeT, Moka (QakT MOIy4eHHs He NOoATBepxkaeH. OpraHu3alnii-OTIPaBHTENb
o0s3aHa OTCIEXMBaTh JOKYMEHTEI, HE IpOLIECJIIHE PETHCTPALMIO IOCIE OTIpPaBIECHUS
aJipecary C IeJIbIO BEISBIIEHUS MPHUUH M UX YCTPaHEHHUSI. )

5.15. BpeMeHeM MOCTYIUJICHHA AOKYMEHTA ONpENENseTCs TOT MOMEHT BPEMEHH,
KOrJa JOKYMEHT TIIOCJi€ OCYIIECTRICHHMA I[IPOBEPKH IPABHIBHOCTH aJpeCOBaHHS
nokyMmeHTa coxpansercsa B KPJI.

5.16. Ecnmu 6yMaxXHbIH JTOKYMEHT HAlpPaBIETCA OpraHU3alMeH-OTIIPABUTENICM, HE
NMONKIIIOYEHHOH K CHCTEMe, HECKOJNbKMM OpraHH3alMsM-y4aCTHHKaM CHCTEMEI, TO
3JIEKTPOHHAA KapTOUKa JIOKyMEHTa JOJDKHA OBITH 3all0JJHEHa B CHCTEME TOJIBKO OMH pa3
(opranm3aieif, B KOTOpPYIO AOKyMeHT OyaeT J[oCTaBieH IO BpEMEHH paHbIIC).
OcTtajbHble YJaCTHUKM CHCTEMBI JHO/DKHBI BOWMTH B 3Ty KapTOYKy Uil OCYLIECTBIICHHS
PETHCTpalliM B CBOCH OpraHU3allvH.

5.17. TIOHCK NOCTYNMHBILEro JOKYMEHTa He0oOXONUMO OCYIIECTBIATH MO
pacIIMpeHHOMY IOMCKY, €CJIH AOKYMEHT He Ipollejl PErHCTpauudio, ero Heobxoaumo
3aperuCTPUpPOBaTh.

5.18. Bo Bcex cimydasx, koraa npu perucrtpauuu KPJl noctynaromero joxyMeHTa
CHCTEMOM BBIaeTCs IpeIynpexJeHUE O CYNICCTBOBAHMM AOKYMEHTAa C COBIAIAIOIIMMH
PEXKBH3UTAaMH, HEOOXOAMMO BBIACHUTBH NMPHYHMHY BO3HMKHOBEHHS IPEAYNPEXKICHHA U HE
TIBITaTBC PETHCTPUPOBATh JOKYMEHT MOBTOPHO JIO BBIACHEHHS IIPUYHH BO3HHKHOBEHHS
IpexynpexaeHus.

5.19. JlanHoe mpexaympexacHue o3HadaeT, 9to KP/Jl yxxe CcyIlnecTByeT B CHCTEME U
3aBeJicHa OJHOW M3 OpraHU3alMi-yYacTHMKOB CHCTEMBI, IIPU ITOM AOCTYN K HOKYMEHTY
OTKPHIT AJiA Bcex ajpecaroB, BHeCeHHBIX B KPJl B COOTBETCTBHHM C PE30MIOLMEN HIH
yKka3zaHHeM agpecaTta. Eciid TOKyMEHT mpolleil perucTpalyio B OAHON M3 OpraHM3alui,
IJisi APYTHX OHA CTAaHOBUTCH B O4YepPE/b Ha PETHCTPALIMIO.

5.20. OpraHusaupms, KoTopas NOJIy4wyia JOKYMEHT IIEpBOH, JOIDKHA IPaBHIIBHO
3apETHCTPHPOBATh €ro ¢ COOMIOJCHHEM IIpaBHII 3allOJTHEHHUS BCEX PEKBH3HTOB C
YKa3zaHMEM aJpecaToB, NMpU4YeM HEOOXOAUMO BHOCHUTH B TOH IIOCICHOBATEILHOCTH, B
KOTOpO¥ OHH YKa3aHBI B JOKYMEHTE, a HE TOJIBKO OpraHH3al[MM-II0Ty4aTels.

5.21. 3anpeiaeTcd OCYIIECTBIATh PETUCTPAIHIO JOKYMEHTA A0 BBUICHEHUS NIPUHYMH
BO3HMKHOBEHHS NIPEAYNPEKACHHUI.

6. PerucTpanys HCXOASIHX AOKYMEHTOB

1

6.1. Perucrpamms WHCXOOAIMX JOKYMEHTOB B CHCTEMe BKMO4aeT B cebs
clleyromue AcHCTBUA:

3anonHeHue pekeusuros KP/I;

[IPUCBOEHHE HOMEPa UCXOAAILEMY TOKYMEHTY C MOMOIILIO CHCTEMEI,

CKaHMPOBaHHE CTPaHMII JOKYMEHTa, ¥ MX 3arpy3Kka Ha CepBEp CHCTEMEI.
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6.2. BpeMeHeM OTIIpaBKU JOKYMEHTa OmpefelieTcss TOT MOMEHT BpPEMEHH, Koraa
CBEEHHA O JOKYMEHTE COXpaHSIOTCH B KapTO4Ke perucTpalud JOKyMeHTa Iocle
pErucTpali U CKaHUPOBAHMA.

6.3. lIpu perucTpailMd OTIPaBIAEMOro JOKYMEHTa HCIIOJHHUTENIb 00s3aH yKa3aTh
HOMEp AOKYMEHTa, Ha KOTOPHIH IOJArOTOBIEH OTBET A TOTO, YTOOBI OH aBTOMATHIECKH
OTpa3sWJICA BO BXOAALIEH 3JeKTpOHHOM Kaprouyke. OTBETCTBEHHOCTh 3a He
TIPeJIOCTaBJIEHHE 3TOH HHGOPMAIMK HECET UCIIONHUTENb.

6.4. Hcxopdimue MAOKYMEHTHI IOCIE TOANMCAHHUA SJIEKTPOHHOH IOAIIHCHIO
nonazaloT B 610K «Oe3 HOMEPOB» B MCXOAAUIMX AOKYMEHTax AN €ro PerucTpaliyy B
cucteme. JJOKyMEHT B aJpeC OpraHM3alliH, He MOJKNIOYEHHON K CHCTEME OTIPaBlIAETCS
cpeacTBaMu QeNbIBETepCKOM CBA3H, NOYTOBOM CBA3H, 3JIEKTPOCBA3M WM AOCTABIAETCH
KypbepoM Ha 6yMa:KHOM HOCHTEJIE.

6.5. KoHTponp 3a HMCXOASUIMMHM JOKYMEHTaMH 3a [OANMCBI0 MHHHCTpa H €ro
3aMECTHUTENICH OCYMECTRIAIOT Ha4aJIbHUKH 0TAen0B MunucTepeTBa.

6.6. JIOKyMeHTHI, HalpaB/sieMEIE MHHUCTPOM M €ro 3aMeCTHUTENsIMH B ajpec
opraHu3alii, He MOAKIIOYEHHBIX K CHCTEME, pacledyarhlBalOTCs CIEHHANHCTaMH Ha
OyMa)KHOM HOCHTEJe JOCTABIAIOTCH JENONPOM3BOAUTCIIO A OTIPABKH aJpecary
CpeAcTBaMH (enbIperepckoi CBA3H, TOYTOBOH CBA3H MIIM JOCTABKU KyphEEPOM.

6.7. Ecnu B opraHu3aIiio-oTIpaBUTeNh OBUT OCYIIECTRIEH BO3BPAT OTIIPABIECHHOIO
JOKyMEHTa M3 OpraHM3aliM, HE MNOJKMIOYEHHOM K CHCTEME, C APYrod pe30IoLHMEH,
co3aaraTh HOBYI0 KP/] moctynaomero Jo0KyMeHTa He clieyeT. Jis perucTpaudy Takoro
moxymeHTa Heob6xozmumo Boiith B KPJl u 3apeructpupoBaTh €ro Kak IOCTYIHBIIHMHA
JOKYMEHT (MCIONB3ysa AN 3TOro CHEIMANbHEIH MHCTPYMEHT) U BHECTH BHIMIECTOALIYIO
PE30IIOLHIO.

7. KoHTpOAL HCHOJIHEHHN JOKYMEHTOB H NOPYYeHHH

7.1. B cucreMe peali30BaHO OCYILIECTBIIEHHE KOHTPOJIA UCIIOJIHEHUsA JOKYMEHTOB U
obecrieyHBaeTCA MHOIOYPOBHEBBIH KOHTPOJIb HUCIIOJNHEHHS PE3O0JIOLMH PYKOBOAMTEICH
pa3iMYHbIX YpOBHEH yIpaBicHMsA. Ha KOHTpOIIB MOMXKET CTaBHTBCA KaK HCIIOJIHEHHE
OTHENBHBIX pPE30JIOLMM, TaK M MCIOJHEHHE JOKyMeHTa B LeinoM. Ilpu sToM
aBTOMAaTHMYECKH  OTCIEXHBAIOTCA  CPOKM  MCIONHEHHUA, 0co00  BHIAENAIOTCH
KOHTPOJIUpYEMEIE JOKYMEHTHl M JOKYMEHTBI C HCTEKIIMMH CpPOKaMH HCHOJIHECHHS.
ITocTaHoBKa JOKyMEHTa Ha KOHTPOJb MPOUCXOAUT aBTOMAaTHUYECKH NPH 3aII0THEHUH I10J15
«Cpok ucnonnenns (KoHTponbHas JaTa)» B pETUCTPALIMOHHON KapTodke JoKyMeHTa. [1pu
IIOCTAHOBKE JOKYMEHTa Ha KOHTPOJNh OH ABTOMAaTHIECKH IIOCTymaer B Onok
«KoHTponnHbie AOKYMEHTED. JIocTyn K 3ToMy 6JI0KY HMEET JeJIONPOU3BOAUTENTD.

7.2. JNenonpou3BOAUTENb 0053aH eXeAHeBHO MpocMaTpuBaTh 6110k «KOHTpOIBHEIE
JOKYMEHTED?, OCYIIECTBIATh HANOMMHAHMA OTBETCTBEHHBLIM HCIIOJIHMTENAM O CpOKax
HCIIOJTHEHUS OPYYEHHUH ¥ CHUMATh C KOHTPOJIA UCIIOIHEHHBIE JOKYMEHTEI.

Jlenonpon3BoUTEND eXeHeNeNbHO, KOKIYIO MATHULY, o 18.00 yac. mpeacraruset
MHHHCTPY CBEAEHHUA O XOJie ¥ pe3yNbTaTaxX KOHTPOIS, B KOTOPEIX YKa3hIBalOTCH:



ofllee KOTMIECTBO AOKYMEHTOB Ha HCIIOJIHEHNH;

KOJIMYECTBO MCIOJHEHHBIX JOKYMEHTOB B CPOK;

KOJIM4ECTBO HEUCTIOJIHEHHBIX IOKYMEHTOB HUJIH HCIIOJIHCHHEIX C HapyIlIEHUEM CpOKa
C YKa3aHHEeM NPUYHH 3aJCPKCK UCIIOHEHHA JOKYMEHTOB H CPEIBa CPOKOB HCIIOJTHEHHUS;

KOJIMYECTBO JIOKYMEHTOB, CPOK HCIONHEHHMA KOTOphIX 3aKaHYHMBaeTcs Ha
ImpeacTodmen Hejelle B pa3pe3e Kaxaoro JHs.

Ha ocHOBe aHanu3a 3THX JaHHBIX PYKOBOJACTBO MPHHUMAET MEPHI M0 YIYYIICHHUIO
HCIIOJIHATENCKOM  MUCHUIUITMHBI, YCTAHOBICHHIO [PUYMH  HEUCNOIHEHUA B
YCTAaHOBNEHHBId CPOK H Mephl JUCUUIUIMHADHOM OTBETCTBEHHOCTH B OTHOLICHHH
BUHOBHEIX B HEUCIIOJIIHEHHH NTOPYYEHH CIIELHATTHCTOB.

7.3. OcyuecTBieHe KOHTpOJA 324 XOJAOM HCIIONHEHHWA TMOpYYECHHS H
CBOCBPEMEHHOTO CHATHA C KOHTPOIA WCIOIHEHHOIO TIOPYYEHHs [POM3BOJMTICSA
NEJIOMPOU3BOAUTENCM.

7.4. KOHTPOJIp MCHONHEHHA AOKYMEHTOB M IIOPYYCHHMH pPYKOBOICTBA B CHUCTEME
BKINOYaeT B cebsi: *

IIOCTAHOBKY AOKYMCHTOB Ha KOHTPOIIb;

BHECEHHE TEKCTa PE3ONIOLUH PYKOBOAUTEILS;

BHECEHHE CPOKOB UCITOTHEHUS AOKYMEHTOB;

ajpecalMio JOKyMEHTa HCIOJHHUTENSIM B COOTBETCTBHM C  HAIOXEHHBIMHU
PE30MIOLUAMH;

NMPOBEPKY CBOEBPEMEHHOCTH  JAOBEJICHUA  JOKYMEHTOB [0  KOHKDPETHBIX
HCIIOTHUTENEH B aJipec OpraHu3alluii, He NOJKIIOYEHHEIX K CHCTEME;

NIpeABaPUTENILHYIO IPOBEPKY M PEryIApOBAHHE XOAA UCTIONHEHHUS;

BHECEHHE JAHHBIX O BEITTOJIHCHUY JOKYMCHTA;

IPOCMOTP AOKYMEHTOB, [10 KOTOPBIM CPOKH HCIIONTHEHU MPOCPOYECHEI;

CHSATHE JOKYMEHTOB C KOHTPOJIS;

IIOCTPOEHHE OTIETOB 00 UCTIOHUTETHCKOM TUCITUILINHEE;

y4eT ¥ 060011eHre pe3yIbTaToB KOHTPOJIS MCTIOTTHEHHS AOKYMEHTOB.

7.5. B cucteMe KOHTPOJIbHEIE JOKYMEHTHI 0003HAaYalOTCs 3HAYKOM B BHIE 4acOB.

7.6. denompou3BOAMTENb OCYILIECTRISET OpraHU3alyio TeKymed paboTel no ydety
OOKYMEHTOB, IOpPYYEHHH M yKa3aHMH, a TakkKe KOHTPOIIO 32 MX CBOCBPEMCHHBIM H
KaueCTBEHHBIM HCITOJIHEHHUEM CTPYKTYPHBIMHU NoApa3feneHuAMH MuHucTepCcTBa.

7.7. JenOompoM3BOAMTENb KOHTPOIUpPYET WCIOJIHEHUE IIOpY4CHMH M YKa3aHHU
IIpesupenta Poccuiickoit @enepauun u nopyueHus I'naser Pecrry6myku TeiBa.

7.8. B ciydae ecnu TopyyeHHe NaHO HECKOJBKHM HCIIONHHUTEISIM, UHPOPMALMIO
HITH TPOEKT Jiokiana o6 ux ucnonHeHun [nape Pecrry6Gnuku ThIBa M €ro 3aMECTHUTEIIM
NpEACTaRNIsSeT  OTBETCTBEHHBIH  UCTMONHHTENb.  COMCIIONHMTENH  IPEACTARIAIOT
OTBETCTBEHHOMY MCIOJIHHTEIO HH(POPMAIIHIO O IIpOJENaHHOH paboTe.

7.9. OTBETCTBEHHOCTh 32 IPaBWIBHOCTh NPEACTAaRNCHHOH HHPOpMALMHU HECYyT
HCIIOITHUTEIH.
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Otuer 06 ucnonueHuu pokymenta B KPJ/l 3anonHsier ucnonHuTens JoKyMeHTa. K
OTYETY I[IPUKPEIULIETCA DJeKTPOHHBIH 06pa3 [OKyMeHTa, HOJATBepPXJAION[UH ero
HCIIOJIHCHHE.

7.10. CHsaTHE JOKYMEHTa C KOHTPOJIS OCYILECTRIIAET PyKOBOAMTENH, YCTAHOBHBIIMMA
KOHTPOJIb, HJIH IO €10 MOPYYEHHUIO - JeTIONpOU3BoauTeNb. CHATHE AOKyMEHTa C KOHTPOJIS
oopmisieTcs 0TMETKOH 00 ucronHenuu foxyMmenTa B KP/I.

7.11. JIoKyMEeHT CYUTaeTcs HCIOJHEHHBIM M CHHMMAeTCid C KOHTpOJIA IIOCie
¢baKkTH9eCKOro  BEIIONHEHWA [NOpY4YEHHH [0  CYIIECTBY, JAOKYMEHTHPOBAHHOIO
NOATBEPXKIACHHAA HCIONHEHHMS M COOOIIEHHA  PE3yNbTaTOB  3aWHTEPECOBAaHHBIM
OPraHM3ALEAM ¥ JMIAM JHIM €CIH B NPCACTARNCHHBIX [0 HEMy MaTepHalax o
BHIITOJIHEHWH HE JJaHO HOIOJHHUTENBbHBIX MOPYYEHHH M MaTepHaidbkl He BO3BpAllEeHB Ha
JI0paboTKy.

7.12. OTnHcaHHbIA 1)1 UCIIONHEHUA PYKOBOAMTEIO CTPYKTYPHOIO NoJpa3AeiiceHus
MuHHICTEPCTBA JJOKYMEHT IEpeaJpecOBRIBATh CAMOCTOATEIBHO JIPYIrOMY HCIIOIHUTENO C
ITIOCTAHOBKOH Ha KOHTPOJIb 3ampelaercs.

7.13. JOMKHOCTHOE JUII0, OTBETCTBEHHOE 3a UCIIOJHEHHUE, B TeueHue 2 - 3 JHeH Jo
HCTEYEHHAA CPOKA MCINOJHEHHs O0A3aHO MPEACTaBUTh PYKOBOJUTENIO, KOTOPBHIA mai
mopydeHue, oObaACHEHHE O XOAe HCIOIHEHMA MOPYYeHHSA, NEPECYUCIUTh HCIIONHUTENCH
(HOMKXHOCTHEIX JIMI), NPUYHUHBEI HEUCIOJNHEHWSA B YCTaHOBICHHBIH CPOK U Mephl
OTBETCTBEHHOCTH, IIpeAjiaraeéMele MM IPUHATEE B OTHOLIGHUM BHHOBHBIX B
HEUCIIONIHEHUH [TOpyYEHHUs pabOTHUKOB.

7.14. PemieHue O MPOANIEHUH CPOKA MCIIONHEHUS MOXET OBITh IPUHATO TOIBKO TEM
JOJDKHOCTHBIM JIMLIOM, KOTOPO€ YCTaHOBUIIO ITIEPBOHAYANBHEIN CPOK.

7.15. Ecnm B XOome MCHOJHEHHA JOKYMEHTa BO3HUKIH OOCTOSATEILCTBA,
MPENATCTBYIOIIME €r0 MCNOJHEHHIO B YCTAaHOBICHHBIH CpOK, OTBETCTBEHHBIH
HCIIOJIHUTENIb  MpEeACTaBiseT Ha WMA  PYKOBOAMTENSA, MAABLIETO0  IOpPYYEHHE,
MOTHBHPOBaHHYI0 Ipock0y O MpOANEHHH cpoka HCHONHEHUA. B cmoydyae mnepeHoca
HCIIOJIHEHUA PYKOBOAUTEIEM MHHMCTEPCTBA, IOCTABHBIIMUM IIOpy4YE€HHE Ha KOHTPOIb, B
KPJI yka3siBaeTca HOBEIM CpOK U MpH4MHa MepeHoca. Cpoku HCNONHEHHS CPOYHEIX U
ONepaTHBHEIX OPYYEHUI HE MPOAJICBAIOTCH. ’

7.16. PenieHne O NpPOANCHHM CPOKOB HCIOJNHEHHsA IOPY4E€HHMH M yKa3aHUH
ITpesupenta Poccuiickoit @enpeparyu NpHHMMAaeTCAd B COOTBETCTBHHM C IYHKTOM 6
TTopsnka HCHONHEHWS MOpydYeHUM M ykasaHuii IIpesupeHta Poccuiickoil ®enepaium,
yTBepkAeHHOro YkazoM IlpesupeHta Poccuiickoit ®enepamuu or 28 mapra 2011 r.
Ne 352, a Taxke B coorBeTcTBHM ¢ MyHKTOM 11 Ilopsaka ucronHeHus MOpy4eHHH H
ykaszaHui IIpesupenta Poccuiickoii deniepaliuy, yTBEPKACHHBIM pacIiopsikeHueM 1 aBel
Pecrry6muxu TriBa OT 5 okt6ps 2015 r. Ne 305-PT'.

7.17. Jlenomnpou3BOAUTENb €XeHe[elbHO 00001IaeT M MpeAcTaBiiseT CBEACHHS O
KOJIMYECTBE HEUCITONHEHHBIX NOKYMEHTOB IUI TPUHATHA PYKOBOACTBOM HEOTIIOXKHBIX
Mep 10 YCKOPEHHIO HCIONHEHUA JOKYMEHTOB, MOBBHIICHHIO Ka4€CTBa HCIIONMHUTEIBCKOH
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OUCITUILTAHE, COBEPIIEHCTBOBAHHIO OPraHW3allMd KOHTPOJUI M YNPaBlIeHHs B LIEIIOM, B
TOM 9HCHE IS IPOBEACHNSA COBEIIAHUH «4aCcCOB KOHTPOJIS.

7.18. @opMmHpOBaHHE  CTAaTHCTHYECKHX  OTYETOB, BeJEHHE  CIIPABOYHO-
aHATMTHYECKOH paboTHI 0 JAOKyMEHTaM, JlaHHBIE O XOI€ M pe3ysbTaTax KOHTpPOIA 3a
UCTIOTHEHHEM JIOKYMEHTOB MAOJDKHBI YUMTHIBATBCH M eXeHellenbHo o6obuiaTecs M
aHAJIU3UPOBATLCHA PyKOBOAUTENAMH MHHHUCTEPCTBA.

Ilo wroram aHanmu3a  JENONPOM3BOAMTENIEM  IIOATOTABIMBAECTCA  CBOJHAA
HHQOpMAaLMA O HAPYIIEHUAX YCTAHOBIEHHBIX CPOKOB HCIIOJHEHHS JOKYMEHTOB H
TOPY4eHHH B CTPYKTYPHBIX IOApa3AeleHHsX MHuHHCTepCTBA i €XKEHEAETbHOIo
NIPOBEJIEHAA B paMKaX COBEHIAHHH «49acOB KOHTPOJA» MO HMCIONHEHHMIO AOKYMEHTOB B
CHCTEME, a TaKXKe IpEeMIOXKEHHS O IIPUMEHCHUHM B OTHOINEHWH JIMI, BHHOBHEIX B
HEHCTIOJIHEHUH TIOpYYEeHHH HWJIM HapylIEHHH CPOKOB HCIIOIHEHHs, YCTAaHOBIEHHBIX
3aKOHOJATeNbCTBOM MEp AUCLIMILIMHAPHOTO BO3/IEACTBHS.

8. Pasrpannyenne npas noJjib30BaTelen
N0 NOCTaHOBKE JOKYMEHTOB Ha KOHTPOJIb

8.1. Ilomp3oBarenu CHCTEMBL HAJ€TEHBI CIEAYIONIMMH NpaBaMH IO IMOCTaHOBKE
JIOKYMEHTOB Ha KOHTPOJIb!

1) MHHHCTD CTaBHT Ha KOHTPOb:

- IEPBOMY 3aMECTUTEINO H 3aMECTHTEII0 MHHHCTPA;

- HayaJIbHMKaM U COTpyAHUKaM MUHHUCTEPCTBa;

- PYKOBOZHUTENAM MOJBEIOMCTBEHHBIX YUPEXKACHHH;

2) nepBbI 3aMECTHTENb U 3aMECTHTENIb MUHUCTPA CTAaBAT HA KOHTPOJb:

- Ha9aJIbHUKaM U COTpyAHHKaM MUHHCTEPCTRA;

- PYKOBOAMTEIAM [TOJIBEAOMCTBEHHBIX YUPEHKACHHUH; ,

3) HavaNbHHUKH OTJeN0B MHUHHUCTEPCTBA CTABAT HA KOHTPOJIb:

- COTPYAHHKaM CBOEr0 OTAENA;

- PYKOBOJMTENAM ITOABEAOMCTBEHHBIX YUPEXACHUM;

5) pyxoBoaMTENH TOABEAOMCTBCHHRIX YYPEKICHUN CTABAT Ha KOHTPOJB:

- COTPYAHMKAM CBOET0 y4pexaeHH.

8.2. Ilepeampecanyss JOKyMEHTa C IOCTAHOBKOH Ha KOHTPOJIb HOJB30BaTENsAM
3anpelieHa, B HCKIFOYMTENBHBIX CIy4asdX NOCTaHOBKA Ha KOHTPOJb BO3MOXHA TOIBKO IIO
yKa3aHHIO MHHUCTpA U €TO 3aMECTHTENEH.

8.3. CHATP [JOKYMEHTHI C KOHTPOJS MOXET JIMIIb JAOMKHOCTHOE JIHIIO,
YCTaHOBHBIIIEE KOHTPOIIb, JIUOO MO €ro MOPYYEHHIO0 OTBETCTBEHHEIA HCIIOIHHUTEND IIOCIEe
¢haKTHUECKOTrO BHINONHEHHA MopydeHus. CHATHE NOKYMEHTa C 'KOHTpONA ohopMiIseTCs
OTMETKOM 06 UCITOJIHEHNH JOKYMEHTA B KAPTOUKE PETHCTPALIMH JJOKYMEHTA.

9. PaccMOTpeHHE JOKYMEHTOB

9.1. PaccMOTpeHHe JOKYMEHTa BKIIOYAET B CEOS:
- BHeceHHe (YTBEepXJCHHE) PE30MIOUMH H MPOEKTOB Pe30IIIOLHH;
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- IepeHallpaBlIeHHAEe JOKYMEHTOB APYTHM HCIIOHUTENSM;

- BHECCHME OTMETOK 00 HCIOJHEHHMH.

9.2. JIOKyMeHTHl, IIOCTYIIMBIIHE B TOIpa3/ieleHHe, pacCMaTpPHBAIOTCA
PYKOBOJHUTENEM H B COOTBEICTBHH C €ro IOpy4eHHeM (pe30iIoLHei) HampaBisoTcs
UCIONHUTEIAM C BHECEHHEM COOTBETCTBYIOLIEH OTMETKHM B KapTOYKY perHCTpaluH
JOKYMEHTA.

9.3. PykoBoauTenu mnojpasfiejieHHd oOpraHM3amui (JHNa, HCIONHAIOIMIHAE HX
00sA3aHHOCTH) M TIOJNB30BAaTENd CHCTEMBI PAcCMATPUBAIOT JOKYMEHTHI B CIIEAYHOIIEM
HOpAJKE:

nokymeHtbl, noctynuBmme ¢ 09.00 ngo 18.00 yac. Tekymero pabouero mamHd,
pacCMaTpUBAIOTCA IO MEPE UX NOCTYILICHUS; ‘

JIOKyMEHTRI, niocTynuBmue nocie 18.00 gac. pabodero aHs, paccMaTpuBaloTCs 10
10.00 gac. crexyromero padbodero aHs.

9.4, JlIoKyMeHTHI, coAaepxamue TMOpy4YeHHs C  mnoMeTkod  «CpodHO»
paccMaTpMBaeTCi M  HanpaBIeTCs  pYKOBOAMTENEM  INOApa3JieNleHus  (JTHLIOM,
HCTONHAIOIIMM ero O0A3aHHOCTH) Ha MCHONHEHME OT OJHOIO JO TPEX YacoB HOCHE
MOCTYILTEHHUS.

9.5. OdopMieHne afpecanuy JEKTPOHHHX AOKYMEHTOB H MOpYYeHHUH (yKa3aHHH)
[0 HMX HCMOJHEHUIO OCYIIECTBIAETCS B 3IEKTPOHHBIX KapTO4YKaX PpPYKOBOAMTEIEM
HOApa3fAeNeHHsA, PacCMOTPEBIIAM AOKYMEHT, WIM IO €ro nopydyeHuro (Ha mepuon
BPEMEHHOI0 OTCYTCTBHA) COTPYAHUKOM COOTBETCTBYIOLIETO [TOApa3AeIeH .

9.6. Ilonb3oBaTeNny CHCTEMBI, NOJYyYHBIIHE HA HMCIIOJIHEHHE CPOYHEIE [MOPYUYCHHS,
MM60 JOKYMEHTHI, coAepXKallne NoMeTKy «CpoYHO», pacCMaTpPHBAIOT U OCYIIECTBISIOT
MOJATOTOBKY OTBETOB B T€YEHHUE OT 4 710 48 Yac. MocCiie NOMyIeHHs Ha HCTIONTHEHHUE.

9.7. B ciaydae omMOOYHOrO TMOXy4eHHs AOKYMeHTa (He N0 Ha3HA4CHMIO)
MOJTE30BATENb CHCTEMEI 0053aH He3aMeJIUTENHHO COOOIIUTE 00 3TOM OTIIPABHUTEIIO.

10. CornacoBanne A0KYMEHTOB

10.1. Bnox «CornnacoBanue JOKYMEHTOB» HpeAHA3HAUEH [JI1 BHECEHUS B CHCTEMY
[IpOeKTa JOKYMEHTa, HaNpaBiieHHs €ro Ha COITlaCOBaHHE M pPEruCTpalio IIocie
3aBepIIeHUA COTIACOBAHU (TTOATIMCAHMS ). ;

10.2. IlpoexThl HOpPMAaTHBHBIX NpaBOBEIX akTOoB InaBel Pecmy6Gmuxu ThiBa,
HOpPMATHBHEIX TIpaBOBRIX akToB IlpasurensctBa Pecnybnuxm TreiBa, nuceM I['nashi
Pecniy6mmuxu TeiBa, nuceM 3amectuteneit Ilpencenmarens IIpaBurensctBa Pecmy6Gnmku
TeiBa B 3M€KTPOHHOM BHJE MOAJIEXAT 00A3aTENbHOMY COITIACOBAHHIO B CHCTEME B
COOTBETCTBMH C npHioxeHusMH Ne 1 - 5 Pernamenra paGoTel B rocyaapCTBEHHOM
HHPOpMAIlMOHHON  CHCTeMe  3JIEKTPOHHOrO  HOoKyMeHToobopora  «IIpaktukay,
yTBEpXIeHHOro pacniopskeHHeM IIpaButenscrea Pecrry6mukyu Teisa ot 19 mona 2017 r.
Ne 357-p.

10.3. IIponiecc coracoBaHusl 3JIEKTPOHHOIO JOKYMEHTA 3aIlyCKaeTCs yJaCTHHKOM
CHUCTEMEI, OTBETCTBEHHHIM 3a MOArOTOBKY IIpO€KTa [JOKYMEHTa, SABISIOMMMCS
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UCIOJHHTENEM IO HAaHHOMY JOKYMEHTY M WHHIMAaTOpOM 3amycka npolecca
COTJIaCOBaHH.

10.4. Y4acTHHUK CHMCTEMBI, OTBETCTBEHHEIH 3a NOATOTOBKY NpOeKTa JOKYMEHTa,
NpeABapUTENILHO TOTOBUT MPOEKT AOKymeHTa B pexakrope MS Word (*.doc), Excel
(*.xls), ckaH-KOmMH JOKyMeHTOB B penaxtope Acrobat Reader (*.pdf) Ha cBoem
koMmsioTepe. [Ipn MoAroToBKe NOKyMeHTa HeobxoauMo ucrmonb3oBath mpudt Times
New Roman pasMepom kerist Ne 14. Ecniu B JOKyMEHTe MMEIOTCS CTPaHHLBI Pa3HBIX
¢opmaToB (KHHXKHOTO ¥ albOOMHOI0), TO MX HEoOXOHUMO pa3felMTh Ha HECKOIBKO
daiinos (B ogHOM daline CTpaHHLIB AOJDKHEI OBITH TONBKO OAHOTO (opMara).

10.5. IloaroroBka AOKyMeHTa K COIJIACOBAHHIO M COIVIaCOBaHME IOKYMEHTa B
CHCTEME JIEKTPOHHOro AOKyMeHTooOopoTa «lIpakTHka» BKOYaeT B ceds clemyromue
JICHCTBUA:

a) BEIOOp JOKyMeHTa (MCXONAIIMH, HCXOIJAIIMM B OTBET Ha oOpalieHue
rpaxxjaHiHa, BHYTpEHHHH, OpraHN3alldOHHO-PaCIOPSMTEIbHBIN JOKYMEHT).

Ecmu BeGOp TOATBEPXIEH HEBEPHO, TO IMOCIHEe NPOXOXKIEHWS BCEX ITAloB
COIacoBaHHA ¥ NMOANMCAaHUA TOKyMEHTa, H3-3a HEBO3MOXHOCTH' ' lIepeHoca JOKyMEHTa U3
omgHoro Omoka B JApYrod COrJacoBaHHe AOKyMeHTa Heobxoaumo Oyner MNpOXOIHUTEH
TIOBTOPHO.

OTBEeTCTBEHHOCTh 3a BHIOOp THIIa HOKyMEHTa JIEXKHMT HAa YYaCTHHMKE CHCTEMBEI,
OTBETCTBEHHOM 3a [TOArOTOBKY IIPOEKTa JOKyMEHTa;

6) 3anolHeHHe INONEH SNEKTPOHHOW pErMCTPAMOHHON KapTOYKH IPOEKTa
JIOKYMEHTa;

B) CO3JaHHE CTPAHHUI] AOKyMEHTa (IIpH 3TOM AaBTOMAaTHYECKH Ha KaXJOW CTpaHHIe
JOKyMeHTa (hopMHpyeTCs 3aIlHCh O JaTe, BpEMEHU H UCTIONHHUTENE NOKYMEHTA);

T') CO3/JaHHE JIHCTA COrJIACOBAHHA M BRIOOp THIIA COrnMacoBaHUsA (MOCIEIOBATEILHOE,
napajielbHOe, CMeIlIaHHBIN THII);

I} corjlacOBaHHe IOKYMEHTOB;

€) HallpaBJieHHe (TiepeHalpaBjieHMe) Ha pacCMOTPEHHE HCTIONHHUTEIO;

) HampaBlIcHHEe Ha [OBTOPHOE COrJIaCOBaHHMe IOCNE BHECEHHMS W3IMCHEHUU B
JOOKyMEHT;

3) KOHTPOJIb IIPOXOXKAEHHUS NPOIIecca COrNIaCOBAHMS.

V9acTHMK CHCTEMEI, OTBETCTBEHHEIM 3a NOATOTOBKY MPOEKTa JOKYMEHTa, JOJKEH
OTCJIEXKHMBAThH MPOLIECC MMPOXOKICHUA COrNIacCOBaHUA IPH MOMOIIM ITyHKTOB MEHIO 6i10ka
«CornacoBaHue JOKYMEHTOB.

10.6. Y4acTHMKOB COINIACOBaHMS OIIPEAENACT HENOCPEICTBEHHBIH HHHALMATOD
polecca COTIacoBaHus B COOTBETCTBUH CO CITIUCKOM COTIACYIOIMX (BH3MPYIOLIMX) JIHILI,
chOpMHPOBAHHOM B aBTOMATHYECKOM PEXHME.

10.7. CornacoBaHMe MpOEKTa NOKYMEHTa OCYIIECTBIAETCS C HCMOJB30BAHHEM
3J1eKTPOHHOHN ¢ POBOH NOANHCH.
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10.8. Cornacyiolpe 1Mo NpOEKTy JOKyMEHTa MOTYT KaK COIJIacoBaTh IMPOEKT
ANOKyMEHTa, TaK M OTKa3aTh B cornacoBaHuH. IIpy 3TOM coriacyromme 10 OPOEKTY
JIOKYMEHTa MOI'yT peAaKTHPOBaTh JOKYMEHT UCIIOJTHUTEIIA.

10.9. UcnonHuTens MMEET MpaBO OTMEHHUTDH 3aITyLICHHBIH IPOIECC COrIaCOBAHMS
IyTeéM OCTAaHOBKM IIpoliecCa COINIaCOBaHMA JO €ro OKOHYaHHs, yKa3aB IMPHIUHY
OCTAaHOBKH Ipoliecca (HEBEPHO YKa3aH COINIACYIOLINH, U3MEHEH COINaCyIONHi, H3MEHEH
IIPOEKT JOKYMEHTa, HET HeOOXOIMMOCTH B COTJIaCOBaHUH U T.J.).

10.10. Ilocme 3aBepHICHHS TpOLECCA COTNACOBAHHSA JOKYMEHT aBTOMATUYECKH
MOMajgaeT B COOTBETCTBYIOIIEEe CTPYKTYpHOE NojpasjelieHHe AIMMHMCTpauud I aBel
Pecrry6muku TriBa m Anmapara IlpaButenbctBa Pecnmybnuku ThiBa, OTBEeTCTBEHHOE 3a
NOATOTOBKY HOKYMEHTAa, B 3daBUCHMOCTH OT THNA BHIGPAaHHOTO JOKyMEHTa, Ijis
MIOATOTOBKH Ha TIOAIMHACAHHE. '

10.11. Tlocne 3aBepmieHHst INpOLEAYPhl NMOATOTOBKM HAa MOAMHUCAHHE HOKYMEHT
HaIpaBJseTCA JHILY, IIOAMUCE KOTOPOT0 yKa3aHa B IOKYMEHTE.

10.12. Tlocne mOANMCAHHA 3JIEKTPOHHOH NHMGPOBOH MMOAMUCHID JOKYMEHT
aBTOMATHYECKH TTOIafaeT no ccruike «be3 HomepoB» (Mcxoasmmue, BHyTpenHue, OPJ]) B
3aBHCHMOCTH OT THIA BRIOPaHHOTO JOKYMEHTa.

10.13. Ilpu perucrpanyy NOKYMEHTOB JOJDKEH COOMIOAATHCH IPHHIUI €IUHOM
perucTpalui JoKyMeHTa. Perucrpanys JOKYMEHTOB MOJDKHA IPOU3BOAMTHECA B ICHb
MOANHUCAHNS.

10.14. Perucrpais opraHM3aliMOHHO-PacIOPSAUTENBHBIX JOKYMEHTOB BKJIFOYAET B
ce0s CleAyIomue AEHCTRHS: '

a) MpPOBEpPKa IPaBUJILHOCTH 3AllOJIHEHHS MOl 3JIEKTPOHHOH PpEerHcTpalMOHHON
KapTOYKH JOKYMEHTA,;

6) CKkaHHWpOBaHME U IPHKpPEIUICHHE CPEACTBAMH CHUCTEMEI JJICKTPOHHOIO 0bpa3a
JOKYMEHTA K BJIEKTPOHHOM peTUCTPAIllMOHHON KapTO4dKe JOKYMEHTa;

B) pacChljIKa 3aHHTEPECOBAHHBIM OpraHaM MCIIONHHUTENBHOH BIIACTH PECITyOIMKY.

10.15. 3anpemaeTcs OCYIIECTBIATh CO3JaHUE KAPTOUKH, PETHCTPALMIO H
CKaHHpOBaHHe IPaBOBLIX akTOB ['naBrl Pecry6iuku ThiBa u IlpaBurenscTBa Pecriybnykm
TriBa B OpraHax HCIIONHUTENLHOH BIACTH PECITyOIHKH.

10.16. Perucrparusa npapoBbix akToB 'naBel Pecrmybimuku TriBa u ITpaBuTenscTaa
Pecniy6nuxe ThiBa, MOCTYyNMBIIMX B MHHHCTEPCTBO B 3JIEKTPOHHOM BHAE, BKIIOYAacT B
cebs1 MPUCBOCHHE BXOJAIIEI0 HOMEPA MOCTYNHMBIIEMY JOKYMEHTY H NPOCTABICHHE €ro B
COOTBETCTBYIOIIEM IIOJN€ DSIEKTPOHHOH PpErHCTPallHOHHOH KAapTOYKH BXOJSALIErO
JOKYMEHTA.

10.17. Bxopsammii HOMEp, IpHCBaWBaeMbIH MHHHMCTEPCTBOM IIOCTYIHBIIEMY
npasoBoMy akty ['nmamni PecrryOmuku ThiBa u IlpaButenscrsa Pecrybmuku Teia, He
IOIDKEH COBIQNaTh C HOMEpPOM, IIPUCBOCHHBIM JOKYMEHTY B COOTBETCTBYIOLIEM
noapasaeneHrd Agmunuctpauuu ['maBu Pecrry6nvku TeiBa B Anmapata IlpasuTenscraa
Pecrry6muku ThiBa.
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10.18. IMoctynuenme B MUHUCTEpCTBO npaBoBbie akThi I 1aBel Pecmy6nuku Tria 1
IlpaButenscria Pecmy6nuku TriBa Ha 6ymMaXXHOM HOCHTENEe CKAHUPOBAHMIO M BHECEHHIO B
CUCTEMY BJIEKTPOHHOT0 JOKyMeHTo0o60poTa «IIpakTHKa» He MOMexarT.

11. OOpamenus rpaxiaH

11.1. Pabora mo paccMOTpeHHIO ofpallleHui rpaxzaaH (namnee - oOpameHHA),
MOCTYNMBIIMX B MUHUCTEPCTBO B NHCBMEHHON (opMme UM B (QopMe 3JIEKTPOHHOIO
JOKYMEHTa, OCYILECTBIAETCA B COOTBETCTBUH ¢ DeepaIbHEIM 3aKOHOM OT 2 Mas 2006 r.
Ne 59-@3 «O nopsake paccMOTpeHMs oOpamenui rpaxaad Poccuiickoi Penepanuuy.

11.2. JlenompoX3BOOUTENEM MIPUHUMAIOTCA U PETUCTPUPYIOTCH UHAMBHAYAIBHbIE U
KOJUIEKTUBHEIE TIPEJUIONKEHMS, 3asiBICHHMs M XKaloOhl TrpaxkiaH, YCTHble oOpalieHus
rpaxiaH, IMOCTYNAlOIMMe Ha HMMA MHHHMCTpa U €ro 3aMecTUTeNeHd, 1o ofpalieHUsM
rpakJaH, MOCTYIMBIIAM B HHTEPHET-NPHEMHYIO O(UIHAIBHOIO caiiTa MuHKCTEPCTRA.

11.3. BHeceHHe B CHCTEMY OOKYMEHTOB, COAEpP)KAlllUX IEPCOHAIBHEIE JaHHBIC,
OCYIIECTBIAETCS ¢ coOmoieHneM TpeboBarmit denepansHoro 3akoHa ot 27 uronsg 2006 r.
Ne 152-®3 «O nepcoHaNbHBIX HaHHEIX» mocie OGOPMIEHUS IHUCHMEHHOTO COFJIaCcUs
BIIAJZIENTbIIa NEPCOHATBHBIX AAHHBIX MITH €ro 3aKOHHOT'O IPECTAaBYTEN Ha UX 00paboTKy.

12. llopsgok paboThl YYACTHHKOB CHCTEMbI
¢ IEKTPOHHKLIMH A0OKYMEHTAMH, I0ANHCAHHABIMHA
3JIEeKTPOHHLIMH NOJNHCAMH

12.1. DnexTpoHHBIE MOKYMEHTHl CO3JaloTCs, OOpabaThIBAlOTCA M XPaHATCH B
CHCTEME.

12.2. DneKTpOHHBIE KOMHUH OYMaXKHRIX JOKYMEHTOB CO3JAIOTCA B CIlydasx, KOria
paGoTa C OJNEKTPOHHEIMH KONHSAMHU OyMaXKHBIX JOKYMEHTOB HE IPOTHBOPEYMT
JeWCTBYIOIIEMY 3aKOHOJATeNsCTBY M obecmeuynBaer yaAoGHylo oOpaboTky u
HCIOIB30BaHKue HHGOPMaIIHK, cofepkamieiics B OyMaXXHOM JOKyMEHTE.

12.3. JIng noamucaHMs SJEKTPOHHBIX JOKYMEHTOB ; YYaCTHUKOB CHCTEMBI
HCITONIb3YIOTCS IEKTPOHHEIE TIOAMUCH.

12.4. MMHHCTEPCTBO OIPEAEIAeT YIOJHOMOUYEHHOE U0 (YIIOIHOMOYEHHbIX JIHII),
HMeIoEero (MMEIOIMX) IEKTPOHHYIO NOAIKUCH, NPH TOMOLIM KOTOPHIX IMOANUCHIBAIOTCS
3NEeKTPOHHBIE JOKYMEHTHI.

12.5. ITpu paccMOTpeHHH, IOAITUCAHUH ¥ COTJIACOBAHMHU 3JIEKTPOHHBIX JOKYMECHTOB
B CUCTEME JOIDKHOCTHERIE JIMLIA, HMEIOIIHE 3eKTPOHHBIE ITOANMCH, 00A3aHEI ITOANUCHIBATH
MX TOJIBKO C TIOMOIIBIO 3JIEKTPOHHOM NOATIACH.

12.6. IlpueM M OTHpaBKa SIEKTPOHHEIX JOKYMEHTOB  OCYILECTBIIAETCH
IENOIPOU3BOIUTEIICM.

12.7. Perucrpais 53IE€KTPOHHBIX IOKYMEHTOB B CHCTEME OCYNIECTBIAETCS B
COOTBETCTBHHM NocTaHoBlIeHUEM [IpaButennctBa Poccuiickoit ®eaepauuu ot 15 mioHs
2009 r. Ne 477 «O6 yTBepxaeHuu IIpaBun aenonpou3BOACTBa B (eicpallbHBIX OpraHax
UCIIONHHUTENBLHOM BracTH», HMHCTpyKIMe#H II0 JelonpoM3BOACTBY B AJMHHHCTpaliM
I'nasr1 Pecriy6nuku ToiBa u Anmapare IIpaBurensctBa Pecriy6nuky TriBa, HHCTPYKIHAMH
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IO JENONPOU3BOJACTBY B COOTBETCTBYIOIHMX OpraHaxX HCHOJHHTENLHOH BJIACTH
Pecniy6nukn ThiBa, OpraHax MeCTHOro caMoympasiieHus B PecrryGinke ThiBa.

12.8. B cucreMe QUKCHPYIOTCS [aTa M BpEMs OTIIPABKH 3JICKTPOHHOIO HOKYMEHTA,
€ro peTHCTPAlMOHHEIH HOMep, cBeaeHus o6 orTnpaButene gokymeHnta (®UO,
HaMMEHOBAHHUE YYACTHUKA CHCTEMBI).

12.9. JlocTaBka M OTNpaBKa JJEKTPOHHBIX MAOKYMEHTOB OCYIIECTBIAIOTCS
CPEACTBAMH JJICKTPOHHOH CBA3H.

12.10. MunHucTtepcTBO 0053aHO pETUCTPHPOBATh DIIEKTPOHHBIE JOKYMEHTHI,
MOCTYNHBIIME MOCPEACTBOM CHCTEMEI, B TeUeHHE OJHOTO 4Yaca C MOMEHTA IOCTYILIEHHA
3IEKTPOHHBIX JOKYMEHTOB B OpraHU3alHIo.

12.11. JloKyMeHTBI, MOCTYIIMBIIHE IOCI€ OKOHYaHWs pabodero JHA HIH B
Npa3HWYHBIE THH, PETHCTPHPYIOTCS B T€YEHHUE NepBOro Yaca clieqyiomero pabo4ero JHs.

12.12. DnexTpoHHEE HOOKYMEHTHI, INOCTymaiomue B MHHHCTEPCTBO, MPOXOAAT
INEPBUYHYI0O O0OpabOTKy M perMcTpalio B OTHel€ NpaBOBOro, KagpoBOTO H
OpraHU3allMOHHOr0 obecreueHus MuHICTEpCTBA.

12.13. B cucreMe 3J€KTPOHHEIE JOKYMEHTH MEPEJAIOTCA U XPaHATCA BMECTE C MX
PErMCTPALAOHHEIMH JIAaHHBIMH.

12.14. IlepBudHas 06paboTka MOCTYNUBIIMX BIEKTPOHHBIX JOKYMEHTOB BKJIOYaeT
IPOBEPKY NMOIJIMHHOCTH 3NIEKTPOHHBIX MOANHCEH, IPaBUIBHOCTH JOCTABKH 3IEKTPOHHBIX
JOKYMEHTOB ¥ HAJIMYHA IPHIOKEHHH K HAM.

12.15. EpunHuned ydera OSJEKTPOHHOIO JAOKYMEHTAa SBJIAETCA SJIECKTPOHHBIN
JIOKYMEHT, 3apETHCTPUPOBAHHBIM B CUCTEME.

12.16. AcnonHeHHbIE 3JIEKTPOHHBIE JOKYMEHTHL CHCTEMAaTU3HMpYIOTCA B JAela B
COOTBETCTBHY C HOMEHKIIATYPO#H JIeNl YYaCTHUKOB CHCTEMBEI. ‘

12.17. DnexkTpoHHBIE JOKYMEHTHI IIOCIE MX HUCIOIHEHUsA NOJJIEXKaT XPaHCHUIO B
CHCTEME B TEYEHHE CPOKOB, NPEAYCMOTPEHHBIX 3aKOHOJATEIBCTBOM I aHAJIOTHYHBIX
JIOKYMEHTOB Ha OyMa)XHEIX HOCHUTEISAX.

12.18. XpaHeHHE NEKTPOHHBIX AOKYMEHTOB JOJDKHO COMPOBOXAATHCA XpaHEHHEM
COOTBETCTBYIOIIMX CEPTH(HKATOB KIOYEH 3JIEKTPOHHBIX IMOANMCEM H [IPOrpaMMHOIO
obecnedyenns, 00€CIEUHBAIONIET0 BO3MOXHOCTh IIPOBEPKH 3IEKTPOHHEIX [MOATHMCEH
XpaHHAMBIX IEKTPOHHBIX JOKYMEHTOB.

12.19. Tlocnme wucTeYeHUS YCTAHOBIIEHHOIO CpOKa XPaHEHHMA JIEKTPOHHBIX
JOKyMEHTOB HA OCHOBAHMHM aKTa O BBIJACICHHH MX K YHHYTOXEHHIO, YTBEPKAAEMOIo
PYKOBOAMTEIEM YYaCTHHKA CHCTEMBI, YKa3aHHBIE JJIEKTPOHHBIE IOKYMEHTHl INOJJIEXKAT
VHMYTOXEHHIO (YIANEHHIO). '

12.20. B cucreMe ympaBieHHs JOKyMEHTALMOHHOTO ofecredeHus BedeTcs YYeT
MOCTYTIAIOIIHX, CO3JaBaEMBIX U OTIPABIAEMEIX 31EKTPOHHBIX JTOKYMEHTOB.

12.21. B mensx yd4era M TIIOMCKa O3IEKTPOHHBIX JIOKYMEHTOB B CHCTeME
HCIIONB3YIOTCA ClieAyIoMmue 00a3aTeNnbHble CBEACHHA 00 SEKTPOHHEIX JOKYMEHTAaX:

aJipecaHT;

ajpecar;

JIOJDKHOCTH, MHHITHANB! H (PaMUITUS JIMLA, TOAITMCABIIETO JOKYMEHT;

BHJ JIOKYMEHTA,

THIT JOKYMEHTA;
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aara JOKYMEHTa;

HOMEpP JOKYMEHTa;

JaTa MOCTYILIEHUS JOKYMEHTa;

BXOJAIMA HOMEDP TOKYMEHTA;

CCBLUIKA Ha HCXOAALIMAN HOMEp H JaTy AOKYMEHTAa;
KOJIMYECTBO JINCTOB OCHOBHOTO AOKYMEHTAa,;
KOJIMYECTBO JIMCTOB H KOJIMYECTBO IPHIOKEHHIA;
dbaMHIIAA U HHALIHATIB] HCTIOIHATES,

OTMETKAa O KOHOHAECHIIUATBHOCTH.

12.22. B cucreMe MOIYyT HCHOJNB30BaThCA JOIMOJHHUTENBHBIE CBeJeHHS 00
3JIEKTPOHHBIX JOKYMEHTaX.

13. 3amuTa HHPOPMALHH C OrPAHHYCHHLIM
AOCTYNOM npH paboTe B cucTemMe

13.1. Ilpu o6MeHe 31eXTPOHHBIMH JOKYMEHTaMHU AOJDKHA OobecreunBaThCs 3alluTa
IEPCOHANBHEIX JAHHBIX, CBEJEHHUH, COCTABILIIOIIMX CIYKeOHyIO TalHy, a TaKkKe HHOM
HHGpOpPMaIMK C OrpaHWIEHHBIM JOCTYIIOM, COAEpXKalleics B 3JICKTPOHHEIX JOKYyMEHTaX,
CcepTHOHUIIMPOBAHHBIMU CPEJICTBAMH 3all[MTH HH(POPMALIHH. ,

13.2. IlpenocraBieHne 3NMEKTPOHHOTO AOKYMEHTa, COAEpXKallero WHGOpMaLuio ¢
OTrpaHHYEHHEIM [OCTYIIOM, WJIH €r0 KOMHHA Ha OyMaXHOM HOCHTENE€ TPETHBHUM JHLIAM
[POM3BOAUTCA B IOpAAKE, NPEAyCMOTPEHHOM HOPDMAaTHBHBIMH IIpaBOBBIMH aKTaMH
Poccuiickort ®epepanyn.

13.3. Ob6paborka wuHQOpMaLMH C OrpaHWYEHHBIM JOCTYIIOM B CHCTEMe
OCYIIECTBISIETCA B COOTBETCTBHM C HOPMAaTHUBHBIMH I[IPaBOBBIMH akTamu Poccuiickoi
(denepaiiny, coaepxaliMu Tpebopanus no 6e30MacHOCTH HHQOPMAIIUH OrPaHHIECHHOrO

AOCTYTIA.

14. OTBeTCTBEHHOCTH NMPH JIEKTPOHHOM
B3aHMOJEHCTBHH B CHCTEMe '

14.1. OrnpaBurens 3IeKTPOHHOIO AOKYMEHTa HECET OTBETCTBEHHOCTh 34
Collep)KaHHEe DdIIEKTPOHHBIX AOKYMEHTOB, PEKBHM3HTOB, CKAHHPOBAaHHE, aJpecalyio H
HCNOJB30BAHUE KITI0Ya 3IEKTPOHHOH ITOIITHCH.

14.2. TIlomy4aTtens OSJIEKTPOHHOTO JOKYMEHTa HECET OTBETCTBEHHOCTh 3a
HEBHECEHHE MIIH HECBOEBPEMEHHOE BHECEHHE CBEICHHUIN O XOJI€ ABIKECHHUS H UCIOJHEHHSA
3NEeKTPOHHBIX JOKYMEHTOB B €JUHOM 3IEKTPOHHOH KapTO4Ke.

14.3. Opranusaiiug-OTIpaBUTENbs HECET OTBETCTBEHHOCTh 3a AybnupoBaHHe
3NEKTPOHHOW KapTO4KH, OIIMOKM, ROMNYINCHHBIE NPU PErMCTpalMH, CKaHMPOBAHUH H
HENPaBHJIEHOM HaNpaBICHHH 3NEKTPOHHOIO JOKYMEHTA aJipecary.

15. Pa3rpaHnYenne JOCTYIIa K 3JIEKTPOHHBIM JOKYMEHTaM,
Y4€T AeiicTBHH MOJIb30BaTeeHi CHCTEMDI

15.1. PasrpasMdeHue JOCTYNa K JOKYMEHTaM MEXAY OpraHu3aliuaMu:
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NONE30BAaTENH KaX/0H OpraHM3alyH, MOMIUTIOYEHHON K CHCTEME, MOTYT IOJIYYHTh
AOCTYIl TONBKO K IOKYMEHTaM, 3aperMCTPHPOBaHHBIM B [aHHOH OpraHM3aldd HIH
HaIIpPaBJIEHHBIM B JaHHYIO OpraHU3alHIo; ’

AOCTYN K JOKYMEHTaM BHYTPH OpraHH3allii OIpefieNsieTcs HHIAMBHIYAIbHBIMH
IIpaBaMH I10JIb30BaTeNCH.

15.2. Ilons30BaTeNH pa3AeisIOTC Ha TPH OCHOBHEIE IPYTIIHI:

PYKOBOAWTENH, CTPYKTYpHOe  MNOApasAcieHHe 10  JOKYMEHTAI[HOHHOMY
00ecIeYeHHIO, COTPYIHUKH.

15.3. Kaxgas rpynna uMeer Habop mpas, ONpeAeNIeHHbIX B HAaCTOAIIEM periaMeHTe.
KpoMme TOro, BHYTpH KaXJOM IDyIIbl IpaBa NONB30BAaTells MOIyT OHTH OrpaHHYeHbI
6onee y3KHMH paMKaMH IO COIVIACOBAHHIO C PYKOBOJCTBOM OPTAHM3AlHWH (HAIpUMED,
OrpaHM4eHHe JOCTYNa K pa3HBIM THIIAM JOKYMEHTOB JUIS pa3HbIX COTPYAHHUKOB BHYTpPH
CTPYKTYPHOI'O NIOZpa3IeieH)s 110 TOKYMEHTAlHOHHOMY O0€CIIEYEHHIO).

15.4. PykoBomutenn umeroT goctyn k mnpocMorpy KPJl H CKaHMpOBaHHBIX
H300paXeHHit BCeX MJOKYMEHTOB, 3apeTHCTPHPOBAHHBIX B JAaHHOH OpraHM3alyH.
PyxoBoaguTens UMEET BO3MOXHOCTh BRIHOCHTH PE30MIOLHMM HIIHM HANpaBJiIATh AOKYMEHTHI
CBOMM ITOAYMHECHHBIM ISl MCIIONIHEHHUS, YCTaHABIMBAaTh KOHTPOJIbHbIE CPOKH.

15.5. Orpen mpaBOBOro, KaIpoBOrO M OpraHH3allMOHHOrO obecnedeHus
MuHHUCTEPCTBAa UMEET CEAYIOMMKE TIpaBa:

IPOCMOTP JOKYMEHTOB, IIOCTYIIMBIIHX /Il PETHCTPALlH B JIEKTPOHHOH (opMe;

IPUCBOEHHE HOMEpA MOCTYyNAIOMEMY AOKYMEHTY;

PEerHCTpaLlisA IEKTPOHHOR KapTOYKU JOKYMEHTA;

OPHKpEIUIEHHE BJIEKTPOHHOTO ofpasa JOKyMeHTa K JJIEKTPOHHOM KapTouke
JOKYMEHTA.

15.6. MMHHCTp M €T0 3aMECTHTENU NTH60 MO HMX IIOPYYEHHIO OTBETCTBEHHBIE
CHEI[HATHCTBI:

BHOCAT TEKCTHl PE30MONHME PYKOBOAWTENSA, OCYLUECTBISIOT IOCTAHOBKY
JOKYMEHTOB Ha KOHTPOJIs C BHECEHMEM CPOKOB HCIIONHEHHUS JJOKYMEHTOB;

OCYIIECTBIIAIOT CHATHE JOKYMEHTOB C KOHTPOJLA;

ocymiecTrisnor npocmorp KPJI u  rpadudeckux o6pa3oB  JOKYMEHTOB,
aJipeCOBaHHBIX MO0 HaTpaBiieHHBIX COTPY/HHKY Ha HCIIOJIHEHHE;

HANPABJISIOT JOKYMEHTHI JJIs1 MCITIOIHEHUS MOTYMHEHHEIM;

BHOCST JaHHEIE O BHINIOTHEHUH JOKYMEHTa,

[IPOCMATPHUBAIOT KAPTOYKY PETHCTPALMM BCeX NOKYMEHTOB, 3apErHCTPHPOBAHHEIX B
OpraHM3all|y.

15.7. COTpyAHHKH MMEIOT CIICAYIOIIHE IIpaBa:

npocMotp KPJl u rpadudeckux o6pa3oB JOKYMEHTOB, aJpEeCOBAHHEIX IHMGO
HaNpaBJIeHHEKIX COTPY/AHUKY Ha MCIIOJHCHHE, & TAKOKe BCEX CBA3AHHBIX JOKYMEHTOB;

HampagpicHHe JOKYMEHTa AJI HCIIONHEHHA TOT9HHEHHEIM;

BHECEHME JaHHBIX O BHIIIOIHEHHUH JOKYMEHTA;

NPOCMOTP KapTOYEeK pETuCTpaldd BCeX IOKyMEHTOB, 3aperMCTPUPOBAaHHBIX B
OpraHM3aliy.

1
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15.8. KaxaoMy CcOTpyAHMKY, IO COIJIaCOBAaHHIO C MHHHCTPOM HIM €ro
3aMECTHTE/AMY, JONOJHUTENBHO MOXET ObiTh Ha3HayeH Juo6God Habop mpaB 3
[IEPEYUCICHHBIX B HACTOAIIEM perilaMeHTe.

15.9. B cucreme ocymiecTBisieTCA BeJileHHE XypHalia NCHCTBHH I10IL30BaTE), B
KOTOpBIH 3aHOCHTCA HHpOpMaIUA 060 Bcex AeHCTBHAX, COBEPINIAEMEIX MTOJIB30BATEIAMH B
cucteme. B xyprane neHCTBHH monb3oBatened coxpaHseTcs HHpopMalms O AaTe
BPEMEHH COBEpILCHHs ICHCTBHA, BHAC ACHCTBUA (M3 3apaHee ONpeJEeNeHHOIo CIHUCKA),
daMUIMK, MMEHH, OTYECTBE COTPYAHHMKa, MOA YbHM HMeHeM ObLT COBEpIIEH BXOJ B
cucreMy, IP-azpece koMIbloTepa MOJB30BaTENd, a TalkKke HHAA JOMNOJHHTENLHASL
HHpOpMaLus.

16. Ilepegaya npaB Ha AOKYMEHTbI

16.1. Tlpu yxome B OTHyCK, YORITHH B KOMaHIUPOBKY, B CiIy4ae OOJ€3HH,
YBOJIbHEHHS WM nepeMelneHHs pabOTHHK, OTBETCTBEHHEIH 3a KOHTPOIb HCIOJNHEHHS
JOKYMEHTOB, o00s3aH mnepefaTh JApyroMy pabOTHHKY 10  COIVIaCOBAHHIO C
HENOCPEACTBEHHLIM PYKOBOJUTENEM BCE KOHTPOIHPYEMEBIE JOKYMEHTRL

16.2. B ciry9ae BpeMEHHOr0o OTCYTCTBHA (OONe3Hb, OTIYCK, KOMAHIMPOBKA H T.II.)
pabOTHWK MOXET IellerMpoBaTh Ipapa Ha pabotry ¢ ero noxymentamu. us storo B
ctpoxy «Ilonb3oBaTens» HEOOXOAMMO BHECTH (aMUIHIO 3aMEMAIOLIEr0 COTPYAHHKA
IIyTEM BBOJA HavYaNbHBIX OYkB TpeGyeMol ¢amMHINM WIM C UCIOJIB30BAaHHEM CCHLIOK B
«MeH10 oJIE30BaTENA» U COXPAHUTh HACTPOHKH.

16.3. PykoBoguTenb UMeET BOZMOXKHOCTD ACIErHpOBaTh IIpaBa Ha CBOH AOKYMEHTHI
JPYTOMYy IIONIF30BaTEI0 CHUCTEMEl (3aMemiarolieMy JHIy). [Ipu 3TOM MOIB30BAaTElNb,
KOTOPOMY HAENErMpOBaHEl IIpaBa PYKOBOAMTEIS, MOTYYHT JOCTYN KO BCEM IOKYMEHTaM
PYKOBOAHMTENS M BO3MOXXHOCTH BHIHOCHUTEH PE30NIOIIMHM M HanpaBIATh AOKYMEHTHI Kak OT
CBOEro MMEHH, TaK H OT UMEHH PyKOBOJMTENS, AeJerHpoBasmero mpaea. Ilpu atom ¢akr
nepeaadd MpaB (HKCHPYETCA B CHCTEMe /s KaXAOro JeHCTBHs, COBEPIIAEMOro
3aMEeMaIOUTIM JIULIOM.



