YTBEPAXJEHO
npuKazoM MHHHCTEPCTBA IOCTHLIMM

Pecrybnuxu Trisa _
or« O7» OF 2021r. Ne ¥8

NOJOXEHHE
00 oTAeNe OPraHM3aNHOHHOrO, JOKYMEHTANMOHHOT0 00ecHeYeHHst H KOHTPOJIS
MunncreperBa wocrunnn PecnyGanku Toisa

1. OBILHME TTOJIOXEHMSI

1.1. Otrnes opraH#3alMOHHOTO, NOKYMEHTALMOHHOro obecmedeHus H KOHTPOJA
(Hajlee — OTHEN) ABJAETCS CTIPYKTYPHBIM NoApaszelieHHeM MHHHCTEPCTBA FOCTULHHA
Pecriybnauxu TriBa (mamee — MUHUCTEPCTBO), HOJUMHSCTCS HEMOCPCACTBEHHO MHHHCTPY
rocTuuyy PecriyOauky TeiBa nubo nuiy, HCTIOTHAIONIMM ero O0A3aHHOCTH {Ianee —
MHHHCTP).

1.2, Otpen cozpan Ha ocHoBaHuM [lonokerus o MUHHCTEPCTBE IOCTHIHHK
Pecniybnukn ThiBa M ero CIPYKIYpPHI, YTBEPIKASHHOIO HOCTaHOBIcHHEM I[IpaButenscrsa
Pecnybnuku Trisa ot 24 aexabpsa 2020 r. Ne 658 u myTaTHOTO pacnucanus MUHHCTSPCTRBA HA
2021 rogp yTBep:KASHHOIO npuKkaszoM Munuctepcera oT 1 mrons 2021 r. Ne 74.

1.3. Otnen B croell nesTeNEHOCTH PYKOBOICTBYETCA:

— Korcturyuue# Poceniickoit ®enepanum,

— 3akoHaM# Poccuiickoit Oenepainiuu;

— YyKazaMu H pacnopsakenusimMu Ipesunenta Poccnitckolt Oenepaitun;

- IIOCTaHOBJICHHUSAMH ¥ pacnopskeHusMH [Ipasurenserea Poccuiickoi Oenepamum;

— Koncturynueli Pecniybnuxut Trina;

— 3aKoHamM PecnyOnuku TriBa,

~ yKazaMH ¥ paciopskeHusMH I mapel PecniyOmuku TriBa;

— IIOCTaHOBIEHMAMY K pacnopsxeHuamu [Ipasurenecrea Pecnybnuky Trisa;

~ Honoxennem MuHHCTepCTBa rocTrlMn PecnyOauky Teisa;

- JOKaJbHBIMM HOPMATHBHBIMY IPAaBOBRIMH aKkTaMy MuHUCTEpCTERA;

— ”acroaunM [TonoxeHuem. |

1.4. B oraene GopMHpYIOTCA fena, B COOTBETCTBHH ¢ ©KETOIHO YTBEP)KIAeMOil
HOMEHKJIaTypoOH.

2. CTPYKTYPA M OPTAHM3ALIYA OEATEJIIBHOCTU OTHEJIA

2.1. Otzen BO3TIaBNsAeT HAYaTBHHK OTIENA, KOTOPHIM OCYIIECTBISET ONEPATHBHOE
PYKOBOACTBO M HECET IIEPCOHAIBHYHK) OTBETCTBCHHOCTH 3& BRINTOJHEHHE MOCTARICHHEIX
Aepea OTIACIOM 3aay.

2.2. B cocTaB oTOena BXOOAT:

— HayalhbHMK OTAeNa, MBMAETCA TIOCY/apCTBEHHBIM TPaKAaHCKHUM  CJIYKallydM
Peconybnuku Trisa;

— TAaBHBIH CICUMATHCT, SABIACTCS TOCYJAPCTBCHHBIM TIPKIAHCKUM  CIHYKALIHM
Pecnybnwky TriBa;



2

— TJIaBHBIM CHELNMARUCT, SBAAETCS pabDOTHUKOM, 3aMENIAloiHM JODKHOCTH HE
AB/AIOMIEHCS AOKHOCTHIO FOCY AapCTBEHHON rpaaancKoi cnymOsr PecnyGnnku Trisa;

— CTapLUHi MHCMNEKTOP-AEJONPOU3BOAUTENE, ABISCTCS PAGOTHHUKOM, 3aMELIArOIHM
NO/KHOCTE HE ABIAIOUICHCS NOMKHOCTRIO TIOCYJApCTBEHHOM TpasKZaHCKON Ciryk6EI
PecnyGnuxu Tripa;

— HHCIICKTOP-ACIONPOU3BOAUTEND, SBASSTCA pabOTHHKOM, 3aMEIIAIONHM JODKHOCTE
HE ARIAIOTHESHCS JOJKHOCTRIO ITOCYAApCTBEHHOM rpadkaasckol ciyx0e1 PecnyOnuku ToiBa;

2.3. Hayansuuk  oTZesa,  DNABHSH  CHOELHANWCT,  CTApWiwi  HHCHEKTOp-
TETONPOU3BOAMTEND B HHCIICKTOP-ASI0IPOMN3BOINTEN b HAZHAYAIOTCH U OCBOOOXKIAIOTCS OT
OOJDKHOCTH MUHHCTPOM B COOTBETCTBHH C ZeHCTBYIOIIHM 3aK0OH0AaTEIHFCTBOM.

2.4. B cinyyae BpEeMEHHOIrO OTCYTCTBUS HAYajdbHHKa OTAENA, €r0 O0A3aHHOCTH
WCTIOJIHAECT IMaBHBIH CIISLHATNCT, B COOTBETCTRHM C ZOJIKHOCTHBIM PErJIaMEHTOM.

2.5. B neproj BPEeMEHHOIO OTCYTCTBHUA [IABHOIO CIEHHMATINCTA, HCIIONHEHHE €ro
OOJDKHOCTHBEIX — O0A3aHHOCTEH  BO3jaraercsi Ha  HaYaibHWKA  OTIOENa,  COMNTACHO
pacIpeaciieHuIo o0g3anHocTel MeX Ay paboTHHKAMU OTASA.

2.6. B rmepHox BpEeMEHHOTO OTCYTCTBHS IJABHOI'O CHEUHMANUCTA, CTApIIero
HHCIEKTOpa-HeNOITPOU3BOAUTENSE, HHCIIEKTOPa-IeIONPOU3BOINTENS  UCHOJHEHHE  HX
NOJKHOCTHBIX ~— oOssaHHOCTEH  BO3Naraercs Ha  paOOTHMKOB  OTOENa, COIVIACHO
pacnpenelicHUIO o0g3aHHOCTEH MexX Ty paboTHUKAMHU OT/eNA,

2.7. HokymeHTBl, HeOOXOAMMEBIC OIS OCYIHECTBIECHHUSA CNyKeOHOH NeaTeJRHOCTH
OTHEja, NEPENArOTCA Ha3sHAYEHHLIM COTPYIHHMKaM HO akTy IpHema-niepesadd, ¢gopma
KOTOPOro YTBEPXKIAETCA MHCTPYKUHEH IO IeTIONPOM3BOACTBY MUHHCTEPCTBA OCTHULIHH
PecniyGnuku Tersa.

3. OCHOBHBIE 3AJAYM OTAEJIA

3.1. OcHoBHBIMHM 33Ja4aMy OeATEIbHOCTH OT/IENa SABISIFOTCH:

1) oprammzamus u ofecrieueHne QYHKUHOHHUPOBAHHSA COWHOM CHCTeMBl BEICHHA
IOEIOTIPOUZBOACTBA, B TOM YHC/IE C HCIONB30BAHHEM COBPEMCHHBIX HHOOPMAIHOHHBIX
TexHonorui B pabore Munucreperea (C3[ — IpakTuka).

2) opranusanMa IeI0NpPOM3BOJACTBA MHHHCTEPCTBa U OCYHIECTBIECHHE KOHTPOJIA 32
cobmroaeHneM TpeGoBaHIi HOPM U NPaBHII AENOTPOUIBOACTBA U apXUBa.

3) opraHusanys MIaHUPOBAHHUA NEATEIBPHOCTH H NOABEACHHA HTOroB MHHHCTEPCTBA;

4) opraHM3alMa H OCYIHECTBACHHE KOHTPOILSI 33 HCIIOMHEHUEM IOKYMEHTOR, HPHKAZ0R
H NPOTOKOJBHBIX PEIICHMIA.

5) opranuzanus paboTsl ¢ OOpAICHNAMH TPaXKIaH. AHaIH3 paboTsl 110 pe3yabTaTaM
paboTel paccMOTpeHus o0pamieHuH Tpaxkiay.

6) opraHMzanuA cOBellaHMi BHYIpH MUHHCTEPCTBA W COBEMIAHMH, MPOBOIMMBIX
MuHHICTEpCTBOM, OQOPMIICHUE IPHHATHIX PEIUSHWH.

7) oOpraHMzanHA JeSTEeNbHOCTH COBCLHATENBHBEIX H KOJJIErHATBHBIX OpPraHOB IIpH
MuHucrepcrie.

&) MeTomMuecKoe oOeCleYeHHNe CTIPYKTYPHBIX IMoApasiencuuii MuHHCTEpcTBa 10
BOMIPOCaM KOMIICTEHLIMM OTeIa.

9) opranmsanua HHGOPMALKOHHOTO OCBEINEHH AeATeLHOCTH MUHICTEPCTBAa;

10) oprannzanns  B3apMopeiicTsus MMHHCTEPCTRA €O CPEOCTBAMH  MAacCCOBOH
nHOOPMALUH,
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4. OYHKIIVMY OTIAEJIA

4.1. B CcOOTBETCTBHHM C BO3JIOMKCHHBIMM 3ajadyaM¥ OTHE] BHINOJIHAET CHEAYIOLIHE
QyHKIIH:

1)  ofecnieunBaeT nonyyeHue 1 06paboTky BXOAAMUX (TIOCTYHAKOIINX) JOKYMEHTOB,
HX PerducTpalyio, NOBEACHHE N0 HCHOJHHUTE/ICH, yd4eT, KOHTPOJb, OTIIPABKY ChAyKeOHol
KOPPECHOHACHIMYH,  (QOpMHpOBaHHME  HOMEHKIATYPHBIX €], HHBIE HOpPOLEAYPE]
JOKYMEHTOO0OpOTA;

2) ofecnewnBaeT CBOEBPESMEHHYIO Mepeladyy AOKYMEHTOB HCHOIHUTENIO COIrIacHO
PE30MOLMH MUHKCTPA;

3) opraEM3yeT M OCYLIECTBIAAET YYEeT JOKYMEHTOB C KOHTPOJIBHBIM CPOKOM
HCIIONHEHMs, KOHTPOJB 3a CBOEBPEMEHHOCTBID MX UCHOJHEHHS CIPYKTYPHBIMU
noapasgeaeHuaMu MUHUCTEPCTRa;

4) KOHTIpONHpYET M [IPOBEPSeT CROEBPEMEHHOC M (DAKTHYECKOe HCIOIHEHHE
HOPMAaTHBHBIX AOKYMEHTOB, MPOTOKONBHBIX peUIeHHMH, 3anpocoB M TIOPYUEHHH, ILTAHOB
paboTsi;

5) nHQOPMHPYET MUHHCTDE O COCTOSHUN HCITONHHTEILCKONW MUCHMIUIHHE];

6) Bemer yuer mnopydeHuft MuHuctepersa, nopyuenudt IuaBel  pecnyO/uMKH,
pemeHHil OPraHOR TOCYNapCTBeHHOI BiracTH PecrryGrnmuki Trisa;

7) OCYUIECTBJISET JIPOBEpPKY NIPaBHILHOCTH OQOPMICHHS IPOEKTOB IHCEM
MUHHCTEPCTBA, UCXOASUINX JOKYMEHTOB CTPYKTYPHBIX IOApa3IeICHUH;

8) paspabareiBaeT (OpH  HEOOXOAMMOCTH  COBMECTHO €O  CTPYKTYPHBIMH
nogpaszaciaeHusMH  MuHHCTEpCTBAa) HOPOEKTHI IIPHKAa30B H HHBIX OpPraHHM3alHOHHO-
paclopAAUTEABHBIX JOKYMEHTOB H METOIMYSCKHX pPEKOMEHIailMii II0 HalpabBlIeHUIM
NeATeABHOCTH OTIEIa;

9) oOxaspIBaET  METOAWYCCKYK)  TOMOIUb  CTPYKTIYPHEIM  ITOAPAa3ISICHHSM
MurucTepeTBa 110 BEACHMIO ICIONPOH3BOACTBA, & TAaKKe M0 HMHBIM HanpaBlIeHHIM
IeATENbHOCTH OTIEIa;

10) yuacTeyeT B MOArOTOBKE IIPOEKTOB NPHKA30B U paciopskeHrnit MUHUCTEPCTRA O
BOIIPOCAM, OTHOCSIIIMMES K KOMIIETEHIMH OTHCHA;

11) opraHu3yer NOAYOTOBKY M IPOBEICHUE alllapaTHEIX ¥ ONIEPaTUBHBIX COBSINAHUM
MunucTtepersa. OCyECTRASET BE/ICHHE TPOTOKOIOB ¥ KOHTPOIIb 32 PeaTH3aluei MPUHATHIX
peLUICHUH;

12) wHunMUpyer W y4acTByeT B [POBCAOCHWH CHAYXKEOHBIX IIPOBEPOK IO
HECBOEBPEMEHHOMY HCIIOIHEHHIO JOKYMEHTOB, NOPYYECHHUH, ITPOTOKOIBHEIX PEHICHH;

13) ocymnecTBiasgeT IMpHeM, perHcTpaluio oOpalyeHuil rpaxaaH, nepedady HX
HCIIOJIHATENIO COMIaCHO PE3OIIOLUN MUHHUCTPA U KOHTPOIHPYET CPOKH UX PACCMOTPEHUS;

14) oprasusyeT nUYHBIHA NPHEM IPaXAald MUHHACTPOM;

15) ocymecrriager yueT nevyatel ¥ ImTaMiIoB MHHHCTEPCTRE; TOATOTABANBAET 3a3BKY
Ha M3TOTOBJICHHE [Ie€4YaTel, [HTaMIIOB, NTe9aTHO-ONaHOYHOM IPOTYKIIHH;

16) cocrapnser CBOAHYIO HOMEHKIATYPY JOed1 MUHHCTEPCTBA Ha OCHOBAHHU
HOMEHKITATYPHBIX A€l CTPYKTYPHBIX IT0APa3AcliCHUIH;

17) cocTaBnAeT ONMMCH HEN IOCTOSHHOTO CPOKa XPaHeHWdA, HOMISIKAIIUX epeaye,
LIt AaibHEHINEero XxpaseHus B [ ocyapCcTBeHHBIH apXuB pecmyOINKY,

18} ocymecTBaser oTOOp AOKYMEHTOB, A€, XYPHAIOB, ¢ MCTCKAIOMIMMIE CPOKaMHU
XpaHeHMd, HE MNOANEKAIMMH apXMBHOMY XPAHCHHIO M HE HMCIOHIMX HCTOPMYECKOH W
HAyYHOHM LIEHHOCTH, MNPEeJOCTABICHME HX Ha pPAcCMOTPEHME 3IKCIePTHOH KOMHCCHE C
COCTABJIEHUEM IIPOEKTOB aKTOB 00 HX YHHUTOKEHHUH;
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19) B npezenax cBoel KOMIETEHIHH pacCMaTpUBaeT oOpanmieHus IPaKIaH H
FOPHANYECKUX JIHAIL;

20) opranusyeT paboTy 3KCIEPTHON KoMUCCHE MuUHHCTEpCTBA;

21) BHOCHT pYKOBOACTBY MHHHCTEPCTBA NPELIOKEHHA IO COBEPLICHCTBOBAHMIO,
paspaboTke, U3MEHEHHIO ¥ JOTOTHEHHIO HOPMATHBHEIX [IPABOBEIX aKTOB MUHHCTEpPCTEA 110
BOIIpOCaM OPTaHM3aHOHHOTO H JOKYMEHTAIHOHHOTO obecieueus NesTe/IbHOCTH,

22) opraEMsyeT COCTaBIEHHE CBOXHBIX FONOBBEIX, €XEMECSYHBIX M EKESHEIENBHBIX
IVIaHOB paboTel MUHECTEPCTBA HA OCHOBE NPEATOKEHHI CTPYKTYPHBIX IOApasieseHuit
MunrcTepcTBa M OCYILECTBIACT KOHIPOIb HX BLINOTHEHHS,

23) oprammsyeT cOCTaBJCHHE CBOIHOIO OTuYeTa 0 paGoTe MHHHCTEPCTBA Ha OCHOBE
OTYCTOB CTPYKTYPHBIX IoApasfeneuuii MunucrepceTsa;

24) OCyIIECTBIAET NEATENBHOCTh COBEINATENBHBIX, KOJUIETHANbHLIX OPraHOB MpPH
MuHHCTEPCTBE Ha OCHOBE ILIAHOB PabOTH WX AEATEIEHOCTH,

25) ocymecTBaseT UHBIE QYHKUNH, ONpPENCIsIEMEIE MHHHUCTPOM B B COOTBETCTBHH C
HOPMATUBHO-TIPABOBBIMHU aKTaMi MUHHCTEPCTBA;

26) opraHmasyeT paloTy IO NPOBEACHHIO €IMHON TEXHHYSCKON OIUTHKY B O6IaCTH
CO34aHHUA, BHEOPCHHUS M NOJACPXKaHus B paboToCrIocOGHOM COCTOAHUE MHPOPMANHOHHEIX
CHCTEM, MHQOPMALHOHHO-TENEKOMMY HUKAIIMOHHOM ceti, B ToM uucie ceTn «MuTepHeT»
Mmununcrtepcrna;

27) nposoauT HHGOPMAIHOHHOE 06CHyKIBanie MuHHCTEPCTBA;

28) mnposogut pabory 1o HHGOPMALMOHHOMY B3aMMOACHCTBHIO MHGOPMAIMOHHO-
TEIEKOMMYHHKAaMOHHOH ceTH, B ToMm umciae cetw «Murepmer» Munucrtepctsa ¢
COOTBETCTBYIONIMMH OpraHaMy HCIIOIHUTENBHOH BiiacTH Pecrrybnuku Trisa;

29) B cootsercTHHE ¢ PenepansHEIMH 3akodamu oT 09 derpans 2009 roxa Ne 8-B3
«O06 obecreueHrH T0CTyIIa K HHDOPMALHMY O IEATeNLHOCTH TOCYIapCTBEHHBIX OPTaHOB K
OpraHOB MECTHOTO caMoynpasieHua», oT 22 nexabps 2008 roma Ne 262-®3 «0O6
obecreyeHnn ZOCTyna K MHGOPMaMy O JeATeIbHOCTH CyIoB B Poccuiickoii Meeparmmi»
obecrieynBaeT AOCTYH K MHPOPMAUHH O ASATEABHOCTH MUHHCTEPCTBA, MHPOBBIX CyIEil,
opraros 3AI'C pasmemesso#t B WHOOPMAHOHHO-TENCKOMMYHHKAIIHOHHON CETH, B TOM
gucne 8 cetd «Mureprer», ¢ yrazanuem anpecos 2/IeKTPOHHOMR TIOYTHI;

30) ocymecTBAAeT obecredeHne pasMeineHns MHOGOPMAINK W c¢¢ ODHOBIEHME HA
odrnmansHOM calite MUHUCTEPCTBA, KOHTPOIIS 33 NEPHOAUYHOCTRIO PA3SMELICHISA, CPOKAMMU
obHOBNeHMA nEGOPMALINH;

31) obecneynBaeT PyKOBOJACTBO MHHHCTEpPCTBa WH(OpManmeil, HeOOXOXHUMON s
HPHHSATHS peillcHHI;

32) pasmewaer (OyONUKOBHIBAET) HOPMATHBHEIE [IPABOBHIE aKTH Ha OdHIHATPHOM
HUHTEPHET-II0PTae PABOBOH HHPOPMAIHE WWW.pravo.gov.ru.

5. TIPABA OTJEJIA

5.1. Otnen ans peICHUs BO3OKEHHBIX Ha HETO 38184 UMEET IIPaBo:

5.1.1. sanpamMBaTh OT CIPYKTYPHBEIX TIOApasiCiacHHIl HeOOXOMMMble HaHHBIE
CBEACHHA, B [IPENCIAX COSH KOMIETECHUUH /18 BBIIIOIHECHUS BOJIOKEHHBIX Ha OTIEN 3a0ay;

5.1.2. naBaTh pPYKOBOZMTENEM CIPYKTYPHEIX  HOOpa3AelCHHIT Mununcrepcrna
obsA3aTenbHBIC U1 UCIIONHEHUS YKa3auusd 1O BOMPOCaM, OTHOCIIUMMCH K KOMTICTGHIIHU
oTHeNa;

5.1.3. AaBath pasbsACHeHMd, PEKOMEHIALMH H YKa3aHHA IO BOIPOCAM, BXONSIIMM B
KOMIOETERIMIO OTAeNa;



5.14. NIpOBOANTE COBELIAHHS W Y4YacTBOBATh B COBCINaHUAgX, M[IPOBOIHMEIX
MHHI’ICTBPCTBOM IO BOIpocaM ACHOINpOH3BOACTRA.

6. B3BAMMOJIEVICTBHE C APYTUMU OPI" AHW3AIIMEIMII U CO
CTPYKTYPHBIMU ITOJAPA3AEJIEHHUSIMHA MUHVUCTEPCTBA

6.1. Otaen ocylIecTBISET CBOIO ACATENBHOCTE BO B3aUMOIEIHCTRHH C *

1) ApyrumMH CTPYKTYPHBIMH NOJpazfefeHuaMy MMHHCTEPCTBA, B COOTBETCTBHH C
BO3JIOKEHHLIMH Ha HEr0 3afav9amMy U QYHKLMAMY;

2) I'BY «Hammonansusiit apxus Pecny6iauku TeiBay,

3) opraHaMy [MpOKYpPaTyphl, OpPraHaMH{ BHYTPEHHHX HEN — IO IPEICTABICHUAM,
IIPOTECTAM, 3aIIpocaM o NOpyYeHHUro MUHHCTPa B COOTBETCTBHY ¢ KOMIETEHLHeH oTaena;

4) nemapTaMeHTOM  OpPTaHU3alMOHHOIO U JOKYMEHTALMOHHOTO  OGecneuyeHUs
Anvuauctpaiyn ['naser Pecy6nuxu u Annapara [pasutenscrra PecryGiauku Trisa;

5) KoutponesneiM ynpasienneMm I nase Pecriy6nuxy TriBa;

6) CexperapiataMy [CpPBEIX 3aMeCTHTENIeH M 3aMeCTHTeNeHd Ilpeacenatens
IIpasuTenscrBa PecyOnuku Trisa.

7. OTBETCTBEHHOCTb

7.1. Bcro NOnHOTY OTBETCTBEHHOCTH 33 KAYECTBO M CBOEBPEMEHHOCTH BBIIOMHCHUS
BO3NOKEHHBIX HacroAmuM [lonowenueM Ha oTzen 3azay v (yHKIHI HECeT HAYAIBHUK
oTAeaa.

7.2. OTBETCTBEHHOCTHL PpabOTHHUKOB OTJENd YCTAHABIHBACTCH IeHCTBYIOIHM
3aKOHOAATCNLCTBOM H JOJLKHOCTHEIMYU PETIAMEHTAMH, JO/UKHOCTHBIMY MHCTPYKLMAMH.

7.3. HauanpHuk oTmena u Jpyrue paGOTHHKH OTHeNa HECyT IEPCOHAIBHYIO
OTBETCTBCHHOCTD 32 NPABHIBHOCTH OQOPMIAEMBIX HMH IOKYMEHTOB, MX COOTBETCTBHE
3aKoHOMaTensCTBY Poccutickolt @eaepanun.

8. KPUTEPHU OLEHKHY AEATEJRHOCTHU OTIEJA

8.1. CsoeBpeMeHHOE H KAYECTBEHHOE BHIIIOJHEHHE MTOCTABICHHEIX 1IejIeil ¥ 3a1ay.
8.2. KadectBeHHOE BBINONHEHHE DYHKIIMOHATBHBIX OOI3aHHOCTEH.

Hauansuuk oTnena:
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