AJIMUHUCTPALIUSI MYHULIMITAJIBHOI'O OKPYT A
MYHHULUIIAJIBHOE OBPA3OBAHUE
CTAPOBEJIbCKUM MYHULIUITIAJIBHBIA OKPYT
JIYTAHCKOW HAPO/JIHOM PECIIYBJIMKH

(Aamunnctpais Ctapobenbekoro MyHHIMNATLHOTO OKpYTa
Jlyranckoit Hapoauoii Pecny6nuku)

INNOCTAHOBJIEHUE
@l »4@%\%2024 . r. Crapobeibek N AH

06 yreepaaennn MHCTPYKIUHH O 1€10NIPOH3BOACTBY B AJAMHHHCTPALNH
MYHHUHIAABHOIO OKpPYra MyHHuunaasHoe odpasopanne Crapobenbekuii
MyHuuHnaabHbii okpyr Jlyranckoii Hapoaunoii PecnyGianku

B nesnsix cosepuieHcTBOBaHUS paboThl C JIOKYMEHTAMH, 00€CTICUECHUs eIHHOTO
NOpsiJIka OpraHu3auuy JICJI0NPOU3BOACTBA U JIOKYMEHTO000pOTa B AJIMHHUCTPAIIMH
MYHHULHIIAIBHONO  OKpyra  MyHuIMnajibHoe  oOpaszoBanue  CrapoOenbCKuid
MyHHULMIAIBHBIE OKpyr Jlyranckoit Hapoanoit PecriyGnuku u ee cTpykTypHBIX
MOJIPA3/IC/ICHHAX B COOTBETCTBUM € NpHKa3soM DeepalibHOrO apxXuBHOIO areHTCTBa
or 25 nexkadps 2020 r. Ne 199 «O0 yTBepiKIeHHH METOJAMYECKMX PEKOMEHALHI 110
pa3paboTke HWHCTPYKLMM MO JICJONPOU3BOJACTBY B TOCYAapPCTBEHHbBIX opf*anax,
OpraHax MeCTHOro camoynpasjienust», W Ilpasun opranusaumu XpaHeHus,
KOMIUICKTOBAHHS, Y4€Ta M HCMOJL30BAHUA JIOKYMCHTOB ApXHBHOIO (omnaa
Poccuiickoi ®eaepaiini W JIPYrux apXMBHBIX JIOKYMEHTOB B TOCYAapCTBEHHBIX
OpraHax, OpraHax MECTHOIO CaMOYIpPAaBJICHHS W OPraHU3aLMAX, YTBEPHKICHHBIX
rnpukasom OejepaibHOro apxuBHOro arenteTsa ot 31 mons 2023 r. Ne 77, Yerasom
MyHHLMNAILHOrO 0OpazoBanus Ctapodenbekuit MyHHUHIATBHBIN OKpYT Jlyranckoii
Hapoauoli PecniyGiuku, [lonoxenuem 006 AJAMHHHCTpaMH MYHHIMIATLHOTO
Okpyra MyHuumMnaabHoe oOpasosanne CrapoOGenbekuil MyHHLMNAIBHBIA OKpyT
Jlyranckoit  Hapojmoit  PecnyGnuku, yrBepkaeHHbiM  pemenuem  Cosera
MYHHUHMIIAABHOIO  OKpyra  MyHMLMnanbHoe  obpazosanume  Crapobenbckuit
MyHULHDANbHBIH OKpyr Jlyranckoi Hapoanoit PecniyGiukn or 08.11.2023 Ne 5/2
«O0 yrsepikaenun [lonowenns 06 AJIMHHHCTPALMM MYHHLMIAILHOTO OKpyra
MyHUUMnanbHOe obpasosanue CTapobenbCkuii MyHHUUHNAIBHBIE OKkpyr JlyraHckoii
Haponuoit PecnyGaunkuy



INOCTAHOBJISIET:

l. YTBepaute  npunaraemyio Uuctpykuuioo  no JCJIONIPOM3BOACTBY B
AJIMMHUCTPALMH  MYHUUMIAIBHOTO OKpyra  MyHHUMNalnbHOe  oOpaszoBaHue
Crapo6enbeckuii MyRHLMNIATBHBIIH okpyr Jlyraucko#t Hapoauoii Pecny6auku (nanee -
Muctpykuus).

2. PykoBoauressim CTPYKTYPHBIX nojapasjie/ieHui AMUHUCTpalMH
MYHHULMIATBHOrO ~ OKpyra  MyHHLIMNAIbHOE  0Opa3oBaHHe Crapobenbckuii
MYHMUHTIQTbHBIH  okpyr  Jlyrauckoii  Hapogmoii Pecnybnuku  obecrnieunts
codmonenne MHCTPYKUMH NPH OpraHu3almm M BejeHUH JETIONPOU3BOJCTBA M
AOKyMeHToobOpoTA.

3.PasmecTuTh  HacTosllee MOCTaHOBiAeHMe Ha opuIHaNBHOM  caiiTe
AIMUHUCTPALMH  MYHHLMNATLHOIO OKpyra — MyHHUMIANbHOe  oOpasoBaHue
Crapo0enbekuii MyHUIIMIATBH b1 oxpyr Jlyrancko#t Hapoxuoit Pecriy6aunxn.

4. KoHTPO/Ib 33 HCTONHEHHEM HACTOSIIEr0 MOCTAHOBICHUS OCTaB/IsIl0 34
co00ii.

['naBa myHunmMnansHoro o6pasosanus
Crapo0enbCcKuii MyHUIMITANBHBIT OKpyr
Jlyranckoit Hapoawoii Pecny6muku




YTBEPX/IEHA

[MOCTAHOBJIEHHEM AIMUHHCTPALIUH
MYHHIMIAIBHOTO OKpyTa
MYHHLMNAIbHOE 0Opa3oBaHue
CrapofenbCcKkuil MyHHLMNAIBHBIH OKPYT
Jlyranckoi Hapoanoit Pecrybauku

oT ««&»g‘)g% ang 2024 Ne 2 5

HHCTPYKIUS
N0 AeJIONPOH3BOACTBY B AIMHHHCTPALHH MYHHIIHNIAJILHOIO OKpYyra
MyHHUHNAABbHOe oOpazoBanue CTapobe/ibCKuil MYHHUHNIAJIBHBIH OKPYT
Jyranckoii Hapoanoii Pecnybiaunkn

I. OBIIIME NNOJIOKEHHW S

1.1. UHCTpYKUMS 1O AeNONPOU3BOACTBY B AJIMUHHCTPALIMM MYHHLMIIAILHOIO
OKpyra MyHuuunaigbHoe obpasoBanue CrapoOenbCKHil MYHHLMNAIBHBIA OKpYT
Jlyranckoit Hapoanoit PecnyOnuku (nanee — MHCTpyKUuMs 1O J€10NPOU3BOJICTBY)
pazpaborana B coorBeTcTBHM ¢ DejepayibHbIM 3aKkoHOM «(O0 apXuBHOM Jiese B
Poccuiickoii  ®egepaumn» or 01.10.2004 Ne 125-03 (¢ u3MEHEHHMSIMH H
nononnenusamu), 'OCT P HCO 15489-1-2007 «Cucrema craHjapToB [0
uHpopManuu, OUOTHMOTEYHOMY M M3JaTeNbCKOMY Jiesty. YIpaBlleHHe JOKYMEHTaMH.
O6mme Tpebosanus», Hauponansubiv cranaaproM Poccuiickoit ®epepauuu 'OCT
P 7.097-2016 «Cucrema crangaproB no uHpopMmanuu, O6ubinoTeUHOMY
M u3aateabckomy jeny. OpraHu3alMOHHO-pAacrnopsiauTe/]bHas JIOKyMEHTalus.
Tpebosanus  k  opopmwiennto  gokymenroB», [OCT P 7.0.8-2013
«/lenonpon3BoACTBO M apXMBHOe Jen0. TepMUHBI M OINpPEENICHUs», MPHKA30M
MenepansHoro apxuBHoro areHtcrsa or 22.05.2019 r. Ne 71 «O6 yTtBepxaeHuu
ITpaBui . AeNONPOM3BOACTBA B IOCYJApCTBEHHBIX OpraHax, oOpraHax MeCTHOIo
camoynpasieHus» (nanee — npuxka3z Ne 71), MetoguyeckumMu peKOMeHIalUsaMH 110
pa3paboTKe MHCTPYKLUMH 10 JeJIONPOU3BOACTBY B TIOCYAapCTBEHHBIX OpraHax,
opraHax MeCTHOINO CaMOYIpaBJIeHHs, YTBEpiJeHHbIMH mpukazom denepalbHOro
apxuBHoro arenrcrsa ot 23.12.2020 r. Ne 199.

Hacrosiimas ~ MHcTpykuust — pacnpocTpaHsieTcss  Ha  OpraHM3alMOHHO-
pacnopsiiMTeNbHble, a TaKke HH(OPMALMOHHO - CHPABOYHBIC JOKYMEHTHI —
MOCTAHOBIICHHUS, PACTIOPSKEHMs, MPOTOKOJbI, TUCEMA M Jp. (Janee — JAOKYMEHTBI),
oTHOCALIMECHs K YHHPHUIMPOBAHHONW CHUCTEME OPraHW3allMOHHO-PACIIOPAAUTEIIBHOM
nokymentauuu (YCOPJI), u ycraHaBnuBaeT eiuHble TpeOOBaHUS K IMOATOTOBKE
NOKYMEHTOB, OpraHu3auud JAOKyMEeHTOOOOpOTa, BEJeHHIO Yyuera, perucTpaiuy,



[Tpunoxenue Ne 1
K MHCTpyKIIMHK 1O 1€101POU3BOJCTBY

I'JIABA
MYHULIUIIAJIBHOT' O OBPA3SOBAHUS
CTAPOBEJbCKU MYHUIIUIIAJIBHBIA OKPYT
JYTAHCKOM HAPOJHOH PECIYBJIUKH

IHHOCTAHOBJIEHHUE




[Tpunoxenue Ne 2
K MHCTpyKIIMHK 1O 1€101POU3BOJCTBY

I'JIABA
MYHULIUIIAJIBHOT' O OBPA3SOBAHUS
CTAPOBEJbCKU MYHUIIUIIAJIBHBIA OKPYT
JYTAHCKOM HAPOJHOH PECIYBJIUKH

PACITIOPA’KEHUE




[Tpunoxxenune Ne 3
K HCTPYKIMH TIO IEIOTPON3BOJICTBY

AJIMUHHUCTPAIIUS MYHUIIUIIAJTBHOI'O OKPYT A
MYHULIMIIAJIBHOE OBPA30OBAHUE
CTAPOBEJbCKU MYHUIIUIIAJIBHBIA OKPYT
JYTAHCKOM HAPOJHOH PECIYBJIUKH

(Anmunuctpanusg Ctapo0enbCKoro MyHUIMIIAIBHOTO OKpyra
Jlyranckoii HapoaHoii Pecriy0mirkn)

IHOCTAHOBJIEHHUE




[Tpunoxenue Ne 4
K MHCTpyKIIMHK 1O 1€101POU3BOJCTBY

AJIMAHUCTPAIIUS MYHUIIUIIAJIBHOI'O OKPYT A
MYHULIMIIAJIBHOE OBPA30OBAHUE
CTAPOBEJbCKU MYHUIIUIIAJIBHBIA OKPYT
JYTAHCKOM HAPOJHOH PECIYBJIUKH

(Anmunuctpanusg Ctapo0enbCKoro MyHUIMIIAIBHOTO OKpyra
Jlyranckoii HapoaHoii Pecriy0mirkn)

PACITIOPA’KEHUE




IIpunoxenue Ne 5
K MHCTpyKIIMHK 1O 1€101POU3BOJCTBY

®UHAHCOBOE VIIPABJIEHUE
AJIMUHHUCTPALIUU
MYHUIIMIIAJIBHOI'O OKPYT A
MYHHULIMTIAJIBHOE OBPA30OBAHUE
CTAPOBEJBCKUN MYHUIINITIAJIBHBIN
OKPYT
JIYTAHCKOHU HAPOJHOM PECIIYBJIUKHA
(dunaHCcOBOE yHpaBICHUE)

ITPUKA3




[Tpunoxenue Ne 6
K MHCTpYyKIIMK 1O AETIOTIPOU3BOACTBY

®UHAHCOBOE YIIPABJIEHUE
AIMUHHUCTPAIINUN
MYHUIINIIAJIBHOT'O OKPYT A
MYHUIINIIAJIBHOE OBPA3ZOBAHUE
CTAPOBEJBbCKN MYHUIINIIAJIBHBIN
OKPYI
JIYTAHCKOHU HAPOJHOM PECIIYBJIUKHA
(dunaHCcOBOE yHpaBICHUE)

PACITIOPAKEHUE




I''/TABA

MYHHUIUIIAJIBHOI'O OBPA3BOBAHUSI
CTAPOBEJbCKUI MYHUIIUIIAJIBHBINA
OKPYT
JYTAHCKOM HAPOJTHOHN
PECYBJIUKHA

yi1. KommyHnapos, 35, r. Crapo6enbcek,
MO Crapobenbekuii
Jlyranckast Hapomgnas Pecrry6mmka, 292700
ten.(85761)2-14-54
E-mail: starobelsk_Inr@mail.ru

Ne
Ha Ne oT

[Tpunoxenue Ne 7
K MHCTpyKIIMHU IO IETONIPOU3BOICTBY

®opmar A4 (210 x 297 mm)


mailto:starobelsk_lnr@mail.ru

[Tpunoxenue Ne 8
K MHCTpyKIIMHU IO IETONIPOU3BOJICTBY

AJIMUHUCTPAIIUSI MYHUIIUITAJIBHOI'O OKPYT A
MYHULIMIIAJIBHOE OBPA30OBAHUE
CTAPOBEJbCKU MYHUIIUITIAJIBHBIA OKPYT
JYT'AHCKOH HAPOIHOM PECITYBJIUKHA

(Anmunuctpanus Ctapo0enbCKOro MyHUIIUIAIBHOTO OKpyTra
Jlyranckoit HapoaHoii PeCHy6JII/IKI/I)

yi1. Kommynapos, 35, r. Crapo6ensck, MO CrapoOenbcKuii
Jlyranckas Hapoanas Pecriybnuka, 292700, Ten. (85761)2-14-54
E-mail: starobelsk Inr@mail.ru

Ne
Ha Ne oT

®opmar A4 (210 x 297 mm)


mailto:starobelsk_lnr@mail.ru

[Tpunoxxenune Ne 9
K HCTPYKIMH TIO IEIOTPON3BOJICTBY

AIMUHUCTPAIIUA
MYHUIHUITAJIBHOI'O OKPYT A
MYHUIUINTAJIBHOE OBPA3OBAHUE
CTAPOBEJIbCKMI MYHULMIAJIbHBIN
OKPYTI
JYTAHCKOM HAPOJTHOH
PECIIYBJIMKH
(Anmunuctpanust CTapodeabcKoro
MYHUIUIIAJILHOTO OKpYTa
Jlyrauckoit HapoaHo#t Pecry0Omukmu)

yi1. KommyHnapos, 35, r. Crapo6enbcek,
MO Crapobenbekuii
Jlyranckas Haponnas Pecniybnuka, 292700
Ten.(85761)2-14-54
E-mail: starobelsk_Inr@mail.ru

No
Ha Ne oT

®opmart A4 (210 x 297 mm)


mailto:starobelsk_lnr@mail.ru

[Tpunoxxenue Ne 10
K HCTPYKIMH TIO IEIOTPON3BOJICTBY

®UHAHCOBOE YIIPABJIEHUE
AJIMUHUCTPAILIUHA
MYHUIIUIIAJTBHOI'O OKPYT A
MYHUIIMITIAJTBHOE
OBPA30OBAHUE
CTAPOBEJIbCKHUI
MYHUIIUTITAJBbHBIN
OKPYT
JYTAHCKOM HAPOJTHOM
PECITYBJINKHA
(duHaHCOBOE yNpaBICHUE)

yi. KommyHnapos, 35, r. Ctapo06enbcek,
MO Crapobenbckuii
Jlyranckas Haponnas Pecniybnuka, 292700
Ten.(85761)2-31-33
E-mail: fustbomo@mail.ru

Ne
Ha Ne oT

®opmart A4 (210 x 297 mm)



[Tpunoxenue Ne 11
K MHCTpyKLIMK 1O J€I0NPOU3BOICTBY

[IpuMepHBIN IEpEYEHB
JTOKYMEHTOB C TprU(OM YTBEPKACHUS

AKTBI (IpOBEPOK U PEBU3UIL; CIUCAHUS; SKCIIEPTU3BL; IEPEAAYUN JEIT; TMKBUIALUN
OpraHu3alyi, yYpeKACHUMN, NPEAIPUITHIA U T.1.)

3amanuss (HA TMPOEKTUPOBAHUE OOBEKTOB, TEXHUYECKUX COOPYKECHH,
KalUTAJIbHOE  CTPOMUTENIbCTBO; HA  MPOBEJACHUE  HAYYHO-HCCIIEIOBATEIbCKUX,
MPOEKTHO-KOHCTPYKTOPCKUX U TEXHOJOTUUYECKHUX PabOT; TEXHUUECKHUE U T.1.)

Nuctpykiuu (mpaBuia) (JIOJDKHOCTHBIC, O BEACHUM JCJIONMPOU3BOJACTBA; IIO
TEXHUKE 0€30MaCHOCTH; BHYTPEHHETO paciopsika v T.1.)

HopmatuBel (pacxoa ChIpbsi, MaTEPUATIOB, 3JIEKTPOIHEPTUU; TEXHOJIOTHYECKOTO
IPOEKTUPOBAHUS;, YUCIIEHHOCTH PAOOTHUKOB U T.1.)

OTtuyeTs! (0 MPOU3BOICTBEHHOM JEATEIbHOCTH, KOMaHAUPOBKAX U T.1.)

[lepeunn (gOMKHOCTEH pPaOOTHUKOB C HEHOPMHUPOBAHHBIM pabOYMM JHEM;
NPEANPUATUANA C ONPEEICHHBIMH JIBIOTAMH U TIP.)

[lnanel  (TIEpCHIEKTUBHBIE W TEKyIIWE, paldOThl KOJUIETUH, KOMUCCHUH,
MEpPOIPUSATUN U T.11.)

[TonoxxeHus (0 CTPYKTYPHBIX MOJIpa3esICHUsX, IPEMUPOBAHUH U TIP.)
[Iporpammel (rpoBeaeHUs pabOT U MEPONPUSITHI, KOMAHIUPOBOK U T.1I.)
Pacuienku Ha mpou3BOJICTBO pabOTHI

CwMmeTsl (pacxo/l Ha CoJIepKaHue armapara yrnpaBieHus, 31aHUi U COOPY>KEHUI;
Ha KaluTaJbHOE CTPOUTEIHCTBO U T.I1.)

CrpykTypa U mTaTHas YUCICHHOCTD
Tapudnsie craBku

®opmbl YHUPUITUPOBAHHBIX JOKYMEHTOB
YcraBbl NPEANPUATANA, OPraHU3aLUT

PernamenTt agMuHuCTpanumu



[Tpunoxenue Ne 12
K MHCTpyKLIMK 1O J€I0NPOU3BOICTBY

JIucT cornacoBaHus K

(3aroJI0OBOK MPOEKTA)

JloIKHOCTD Nunnmansl, [Tognuce [ara IIpumeuanue
bamus

PykoBoaurens
CTPYKTYpPHOT'O
NOApAa3ACICHUA
aJMUHHCTPALINH,
IIOATOTOBUBIIIETO
IIPOEKT;

Havanpauk
(buHAHCOBOTO
opraHa
aJMUHUCTPALINH,
€CJIU TIPOCKT
KacaeTcs
(uHaHCOBOM
NeATEIIbHOCTH;

3aMeCTUTED
rJIaBbI
aIMAHUCTPAITIHT




[Tpunoxenue Ne 13
K HCTPYKIMH TIO IEIOTPON3BOJICTBY

O6pazer; opopMiIeHUS TOJHOTO TPOTOKOJIA

ITPOTOKOJI

3acefaHus (Ha3BaHHE COBEIIATEILHOTO OpraHa)

T.

[IpencenarenscTByrommi - @amunusa 1.0.
Cexperapsp - @amunusa 1.0.
[IpucyrcrBoBan: 4eJIoBeK (CIUCOK MPUIIaraercs)

[TOBECTKA JIHAI:

1. O Mepax 1o peanu3ainyy IPOrpaMMHI ...
Hoxnang @.11.0. BBICTYNAIOWIETO ...
2. O0 ucnosHeHn" OI0HKETA

1. CJIVIIAJIA:

Gamunus N.0. - TEKCT H0KIa1a NpUIaraeTcs
BBICTVYIIWJIN:

@amunua 1.0. - kpaTkas 3anuch BbICTYTUICHHS
@amunua 1.0. - kpaTkas 3an1ch BbICTYTUICHUS

I[TOCTAHOBUWIJIN:
1.1.
1.2. ..

2. CJIVIIAJIMA:

IIpencenarenbCTBYOIUI Iloamuce N.0. damnnusa
Cexkperapb [Tonnuce N.0O. ®amunus



[Tpunoxenue Ne 14
K MHCTpyKIIMHK 1O 1€101POU3BOJCTBY

O6pazer; opopMiIeHUsT KPATKOTO MTPOTOKOIA

IIpoTokoJ coBemanusi y ['1aBbl MyHHIMIIAJILHOT0 00Pa30BaHUsA
Crapobenbckuit MyHUIIMIIAJbHBIN OKPYT Jlyranckoin Hapoanoi Pecny0imkn

Ne

[IpucyrcTBOBaNM:

Haumenosanue nomkaoct @amummms 1.0.
Haumenosanune nomxkuaoctu @amumnusa U.0.

1. O BeIMOTHEHUH T'OJOBOI'O IIJIaHa pa6OTI>I -

(Pammus 1.0., @amuus W.O., Gamunus U.0O. ...)
1. IIpUHATH K CBEACHUIO ...
2. Inpextopy MVII ......
(Pamunus N.0.)

2. O BBEICHUU MED IO ...

(Pamuus 1.0., @amuus W.0., Gammms 1.0. ...)

1. YcraHoBuTh, 4TO ...
2. O0ecrieumTs ...

['maBa MyHHULIMIIATBHOTO 00Opa30BaHUs
Crapo0enbCKuil MyHUIIMTTAIBHBINA OKPYT
Jlyranckoit Hapoanoii PecriyOnuku N.0. ®amunus



[Tpunoxenue Ne 15
K MHCTpYyKIIMK 1O AETIOTIPOU3BOACTBY

OO6paserr )xypHaia perucTpalliid MyHUIIUIIATBHBIX TPABOBBIX aKTOB

[TopsiakoBbIii
HOMED aAKTa

Jata

IIPHUHATHUSA
aKTa

Bun
aKTa

Haumenosaunue
aKTa

JIuno,
MMOIITHCAaBIIIEE
aKT

PazpaboTunx
aKTa




[Tpunoxxenue Ne 16
K HCTPYKIMH TIO IEIOTPON3BOJICTBY

OO6pa3zer] perucTpalioOHHO-KOHTPOJIBHON KapTOUKKU 00pallieHui rpaskiaH

PEI'’HCTPAIHMOHHO-KOHTPOJIbBHASA KAPTOYKA
NN CHbMEHHBIX OBPAIIIEHUM T'PAXKIAH

Hata nocryrieHus 202

r. Peructp. Ne

®.1.0.
3asiBUTEIIA

Anpec, TenedoH 3asBUTEIS

Kareropus 3asBurens

Mecto paboThl

Copepxanue oOparieHus

Bun obpamenus

OTMeTKa 0 TOBTOPHOM OOpaIeHnH

OTtkyna nocTynuio

Kem paccMmoTpeno

Pezomronusa

OTBeTCTBEHHBIN UCIIOJHUTEIb

Cpok ucnoaHeHus

PETHCTPAIUOHHO-KOHTPOJIBHASL KAPTOYKA
IINCBMEHHBIX OBPAIIIEHUU I'PAXKJIAH

Hara nocryrnieHnus 202

r. Peructp. Ne

®.1N.0.
3asBUTEIS

Anpec, TenedoH 3asBUTEN

Kareropus 3asBurens

MecTto paboTsl

Copepxanue ooparieHus

Bun obpammenus

OTMmeTKa 0 MOBTOPHOM OOpaIieHnu

OTKyZna nocTymnuio

Kewm paccMmoTpeno

Pesonronms

OTBETCTBEHHBIN UCITOJIHUTENE

Cpok UCTIOTHEHUS




(OGopoTHas CTOPOHA)

KoHTpOoIbHBIE OTMETKH O PACCMOTPEHUH

OTmeTKa 0 IPOJIEHUHU CpOKa
paccMOTpeHHst 0OpalleHUs]

PesynbTar [IpuHATO MOCTAaHOBJIEHHUE, Nudopmanus IIposepeno
paccMOTpEeHHUs pacnopspKEHHE II1aBbl OKpYTa, 0 MOJATBEPKACHUU
oOpartieHust BUHOBHbBIC HAKa3aHbI U JIp. (hakToB B oOpalieHun
Jara ucronnenus Ucxon. Ne orBera Jeno Ne Crpanuna
OtMmetka o mocta- | OTMETKa O CHATHH C IONOJHUTEIBLHOTO KOHTPOJIS
HOBKE IopydeHust | Pesymerar Hara Hcxon. N Heno N,
Ha JJOMOJIH. paccMOTpeHus 0OpaIIeHus WCIIOJH. OTBETa CTpaHHIIa
KOHTPOJIb

(OGopoTHas CTOpOHA)
KoHTposIbHBIE OTMETKH O paCCMOTPEHUHN OTmeTKa 0 IPOJIEHNHU CpOKa

pPacCMOTpEHHs OOpaIIeHHs

Pesynbrar IIpuHATO MOCTaHOBIIEHUE, WNndopmanus IIposepeno
paccMOTpEHHUS pacnopsKEHHE TIIaBbl OKPYTa, O MOATBEPKACHUN
oOpareHus BUHOBHbBIE€ HAKa3aHbI U JIp. (hakToB B oOpalieHun
JlaTa ncnosHeHus Wcxon. Ne orBera Jeno Ne CtpaHuna
Otmertka o nocta- | OTMETKA O CHSTHUHM C JOIOJHUTEIBHOIO KOHTPOJIS
HOBKE IOopy4YeHus | Pesynbrar Hara HUcxon. N Heno N,
Ha JOMOJIH. paccMOTpeHHUst 0OpaIeHUs HCIIOJIH. OTBETa CTpaHuIIa

KOHTPOJIb




[Tpunoxenue Ne 17

K MHCTpYKIIUU 110 I€TOTPOU3BOJICTBY

O06paser )kypHaia perucTpaiuuu oopaiieHui rpaxiaan

OIIOLUIKRE
EUHOIINOTQdA /
1910 BUHAIARLOOT
QO090I1I) U BLe]f

AISLMHITOION
HITHHI4LOLd.L()

BIroLugses Udorare)y|

KMHOMERdQOo BWA

HO(OIrdL
‘eLholl 'Ire ‘0adire
‘BIrorugses ‘O’ d

KEUHOXOL'EU Ty

KUHAMedQo 1eoadry

nnredroniad ere]?

ouHOMEdQO OIrMIALIOL
niadorox 4 ‘Head(

1/ o)\




[Tpunoxxenue Ne 18
K HCTPYKIMH TIO IEIOTPON3BOJICTBY

AIMUHHUCTPALIIUA MYHULUIIAJIBHOI'O OKPYT A
MYHUIUIIAJIBHOE OBPA3BOBAHUE
CTAPOBEJbCKU MYHUIIUIIAJIBHBIA OKPYT
JYTAHCKOW HAPOJHOM PECITYBJIMKHA

(AnmunaucTpanys CTapoOeTbCKOro MyHUIIUITATBHOTO OKpYTa
Jlyranckoit Haponnoii PeciyOnukn)

)
KAPTOYKA JIMYHOTI'O ITPUEMA I'PA’KJTAHUHA

Hara npuema " 200 T. Peructp. Ne
®.1.0. 3asiBUTENsS
Anpec, TenedoH 3asIBUTEIIS
Kareropus 3aBUTEIIS
Mecto paboThI
Coneprxanue oOparnieHus
®.1.0., JIOJKHOCTD BEIYLIETO IIpUeEM
Pesouronus

Cpok WCTIOTHEHUS
[IpunsaTO NTUCBMEHHOE O0OpallleHUE, PETUCTPALIMOHHBIN HOMEp oT

(O6opoTHast cTopoHa)

KoHTpoIbHBIE OTMETKH O PACCMOTPEHHH 0OpaIleHUs




Jlata ucnonHenus | Mcx. HoMep oTBeTa Pesynbrar paccmotpenus | Ne nena | Ctpanuna

[Tpunoxenue Ne 19
K MHCTpyKIIMU IO IETONIPOU3BOJICTBY

O6pas3er )xypHaja peruCTPaIK BXOSIIEH KOPPECTIOHICHITUN

(HaMMEeHOBaHUE OpPraHU3AIINN )

/AKypHaJ yyera

BXOAsIIIeH KOPPECHOHICHIINU

Tom
Haugar « » 20 T.
OKOHYEH « » 20 T.

Bcero ( ) TUCTOB.




Cpok xpaHeHus
XPpaHUThb JI0 «

» 20

B >xypHalie mpoLIUTO U CKPEIIEHO
ME€YaThiO JINCTOB
3aBepeHo
(TToamucH)
(OIKHOCTB) (®UO)

OTBeTcTBEHHbIE 32 BeJleHHe JKypHaIa

Ilepuon Bexenus

damuins, UM, 0TYECTBO ﬂeﬁCTByeT Ha HOHHMCL
’ > JokHOCTH OCHOBaHMH NPHKa3a OTBETCTBEHHOI'0
C mo OTBETCTBEHHOI'0 JIHLIA
(pacnopsizkeHus) Juna
1 2 3 4 6
Ne Jara HaunmenoBanne OT KOro MoCTYNnuJI Kpatkoe coaepxxanue
/N | perucTpanumn JOKYMEHTa JOKYMEHT JOKYMEHTa
1 2 3 4 5
Ilepenan ITo neny Ne u THe
P ety Py Ilpumeuanue
KOMY aara MOANNCH OTMETKH
6 7 8 9 10




[Tpunosxxenue Ne 20
K MHCTpYKIIMK TIO AETOTIPOU3BOICTBY

OOpaser )xypHaJia perucTpalyy UCXOIAIENH KOPPECTIOHAECHIIUU

(HaMMEeHOBaHUE OpPraHU3aLIUN )

/KypHaJ yuera

UCXOAAINECH KOPPECHOHICHIINU

Tom
Hauvar « » 20 T.
OKOHYEH « » 20 T.

Bceero ( ) TUCTOB.




Cpok xpaHeHus
XPpaHUTh 10 € »

20 I.

B >xypHalie mpoIIuTO U CKPEIIEHO
MeYaThbIo JINCTOB
3aBepeHo
(moxmnuce)
(IOJDKHOCTB) (®10)

OTBeTCTBEHHbIE 32 BeJleHHe JKypHaIa

Ilepuon Benenus

JleiicTByeT Ha Moanucey
damuins, UM, 0TYECTBO
JloKHOCTH OCHOBAHHH NPHKA3a OTBETCTBEHHOI'0
c no OTBETCTBEHHOI'0 JINIA
(pacnopsizkeHus1) JIM1a
1 2 3 5 6
Jara Perucrp. Anpecar Kpatkoe Ko Hcnonaurens | Homep
OTIIPAaBJICHUA HOMCEDP COACPIKAHUC noanucan Jcia

JIOKYMEHT




[Tpunoxenue Ne 21
K MHCTpyKUIHHU 110 1ETONPOU3BOJICTBY

dopmMa HOMEHKJIATYPBI €T OPTraHU3aluN

YTBEPX/AIO
AJIMUHUCTPALIA MYHULIUITAJIBHOI'O
OKPYT A
MYHUILUTTAJIBHOE OBPA3OBAHUE
CTAPOBEJILCKNUA MYHI/IL[I/IHAJH)HI)H/I
OKPYT
JIVTAHCKOI HAPOI[HOI/I PECITYBJIMKI
(Ammunuctparus Ctapo0enbcKoro
MYHHIIUTIATBHOTO OKpyTa
Jlyranckoit Hapoxnoit Peciry0ovikn)
I''TABA MYHUIUITAJIBHOT'O
OBPA30BAHU S CTAPOBEJILCKUH
MYHUIUTIAJIGHBINA OKPYT
JIVTAHCKOU HAPOJIHOM PECITYBJIMKN
HOMEHKIJIATYPA JIEJI
Ha ron
(mogmuce)  (pacurudpoBKa MOIMHCH)
(nara)
Nunexc | 3aronoBok gena | KomuuectBo | Cpok xpanenuss u | IIpumeuanue
nera TOMOB Ne cratpu o
(dacTeit) MEPEYHIO
1 2 3 4 3)

Ha3zBanue paznena

HaunmenoBanue TOKHOCTH
PYKOBOJIUTEIIS CITYKOBI IETONPOU3BOICTBA

OpraHu3aluu

(moamuce) (pacmmpposka noamucu)



(mara)

Buza pykoBoautens (Jiuija OTBETCTBEHHOIO 3a apXHUB)

COI''TACOBAHO YTBEPXIEHA
[Iporokon LIDK anmunncTpanuu [Iporokon DK apxuBHOro otnena
OT « » 202 1. Ne OT « » 202 1. Ne
HTorosas 3amuch O KAaTeTOPHUsX M KOJIMYECTBE J€JI, 3aBEJCHHBIX B rojay B
OpraHu3alun
ITo cpokam xpaHeHuUs Bceero B Tom uncie
Ilepexomsanmx | C oTMeTKON
«ITIK»
1 2 3 4

"DneKTpoHHbIX"):

Ha 6ymakHoM HOCHUTEIE

(mpm HanMuMK THOPHUITHBIX JIEIT, TOM(2) Ha OyMa)kKHOM HOCHUTEJIE YUUTHIBAIOTCS B Pa3/ieie TaOIHIIbl
"Ha GymaxkHoM Hocutene", ToM(a) Ha 3JIEKTPOHHOM HOCHUTENE YUYUTHIBAIOTCS B pa3jiesie Tabauibl

IlocTosiHHOTO

Bpemennoro (cBbie 10
JIeT)

Bpemennoro (no 10 net
BKJTIOUMTEIIHHO)

"DIEeKTPOHHBIX):

DNEeKTPOHHBIX

(npu HanMuMK THOPUIHEIX 1€, TOM(a) Ha GyMaKHOM HOCHTENE YUUTHIBAIOTCA B pa3/iene TabHIbl
"Ha 6ymaxkxHom HocuTene", Tom(a) Ha 3JIEKTPOHHOM HOCUTEJIE YUYUTHIBAIOTCS B pa3jiesie TaOIUIIbI

IlocTosiHHOTO

Bpemennoro (cBbie 10
JIeT)

Bpemennoro (10 10 net
BKJIFOUUTEIIHHO)

HUTOI'O:

HanmenoBsanue noKHOCTH

PYKOBOJIUTETISI CITYKOBI ITOMPOU3BOACTBA

OpraHu3aIuu

(moamnuce)

(mara)

Hrorossie cBECHUSA NnepcaalHbl B apXHUB

(pacmmppoBKa MOIIMCH)




HanmMeHnoBanme m10KHOCTH paOOTHHKA apXUBa

(nmata)

(HOI[HI/ICB)

(pacimdpoBKa MOTHCH )

[Tpunoxenue Ne 22
K MHCTpyKIIUU 110 1€TOTPOU3BOJICTBY

®opMa HOMEHKJIATYPHI JeJ1 CTPYKTYPHOI0 MoApa3aeeHus

AIMWHUCTPALIA MYHULIUITAJIBHOT'O
OKPYT A

MYHULMUIIAJIBHQOE OBPASOBAHUE |
CTAPOBEJIbCKUN MYHUIUITAJIbHBIN
OKPVYT . .

JIYTAHCKOU HAPOJAHOU PECITYBJIMKU
(Ammunuctparus Ctapo0enbcKoro
MYHUIHUNAIBHOTO OKpyra

Jlyranckoii HapomHoi PecriyOnukn)

(HauMeHOB8aHUe CIMPYKMYPHO20 NOOPA30eieHUs)

HOMEHKIIATYPA IEJI

Ha Iron

(x HOMEHKIIaType
JIe]T CTPYKTYPHOTO
HO/pa3ieNieH s 110
OKOHYaHUU
KaJICHOApHOTO
roJia COCTaBIIACTCS
HTOTOBAs 3aIHCh
o
PEKOMEHIyeMOMY
o0pasiy,
yYKa3aHHOH B
MpUJIOXKEeHNH 12,
JieTIaeTcs OTMETKA
0 mepenade
HUTOTOBBIX
CBEJICHUI B
ciyx0y J1OY
OpTaHU3AIIH)

Hnnexc
Jena

3aroyIoBOK Jiejia

KomngectBo
TOMOB
(dacreit)

Cpoxk xpaHeHus U
Ne ctatem 110
TIEPEYHIO

ITpumeyanue

3

4




Ha3zBanue paznena

HanmeHoBaHK€e TOIKHOCTH
PYKOBOIUTENS CTPYKTYPHOTO

noapas3acacHus (moamuce) (pacmugpposka noamucu)

(mara)

[Tpunoxenue Ne 23
K MHCTpYKIIUU 110 1€TOTPOU3BOJICTBY

(I)opMa JUCTA-3aBEPUTEJISA J1€J1a

JINCT-3ABEPUTEJIb JJEJIA Ne

B nene [MPOMINTO U MTPOHYMEPOBAHO JINCTOB

(um¢pamu ¥ IPOMUCHIO)

c No o Ne , B TOM 4HCJI€E:

JlutepHble HOMEpa JTUCTOB X
MPONYIIEHHBIE HOMEPA JIUCTOB
+ JINCTOB BHYTPEHHEN ONUCHU

OcobeHHoCTH (PU3NYECKOTO COCTOSIHUS U (POPMHUPOBAHUS JeTa Howmepa nucros

1 2

HanmeHnoBaHue J0IKHOCTH pa60THI/IKa

(moamuce) (pacmudpoBKa IOAMUCH)

(mara)



[Tpunoxenue Ne 24
K MHCTpyKUIMHU 110 IETONPOU3BOJICTBY

dopmMa BHYTPEHHEH ONMMUCH JOKYMEHTOB J1eJ1a

BHYTPEHHAA OIINCH
JIOKYMEHTOB siesia Ne
Ne | Pernctpannonssii Jara 3aroJ0BOK Homepa IIpumeuanue
n/n MHJIEKC JOKYMEHTA | JOKyMEHTa | JIMCTOB AENa
JIOKyMEHTa
1 2 3 4 3) 6
Htoro JIOKYMEHTOB.

(mudpaMu ¥ POIUCHIO)

KoymmuecTBo IMCTOB BHYTPEHHEN ONKUCHU

(tmudpaMu ¥ IPOITHUCHIO)
HanmeHnoBaHue TOKHOCTH JIMIIA,
COCTABHUBIIIETO BHYTPEHHIOIO OMUCH

JIOKYMEHTOB JieJ1a [Monnuce Pacmudposka moanucu

Jlarta



[Ipunoxenue Ne 25

K MHCTpyKUIMHU 110 IETONPOU3BOJICTBY

(I)opMa KapThbI-3aMECTUTE/ISA CAHUHUIbI XPAHCHUA

AJIMUHUCTPALIUSI MYHULIMITAJIBHOT'O
OKPYTA

MYHULIUITAJIBHOE OBPABOBAHUE
CTAPOBEJIbCKUI MYHULIUTIAJIBHBINA
OKPYT

JIYTAHCKOU HAPOJIHOM PECITYBJIMKU
(Anmunuctpanusa Ctapo0enbeKoro
MYHUIMIIAJIIBHOTO OKpYyTra

Jlyranckoit Hapoanoii PecriyOmmkn)

KAPTA-ZAMECTUTEJA EAMHULIBI XPAHEHUA

BBIIAHO
®oung Ne | Onuch Ne | Ex.xp. Ne | Komy | [lata | [Toamuck Hara | [lognuce
BbIJIAYU BO3Bpara
1 2 3 4 5 6 7 8




[Tpunoxxenue Ne 26
K MHCTpYKIMH 110 JAETOTPOU3BOACTBY

CDopMa OITMCH OCJI IIOCTOAHHOI'O CPOKA XPAaHCHUA

AIIMUHUCTPALIMA MYHULIUITAJIBHOI'O YTBEPXJIAIO

OKPYTA

MYHUIHNTIAJIBHOE OBPASOBAHUE ['JIABA MYHULIMIIAJIBHOT'O .
CTAPOBEJIbCKMI MYHUIIUITAJIbHBIN OBPA30OBAHUS CTAPOBEJILCKN
OKPYT MYHUIUITIAJIBHBIM OKPYT
JIYTAHCKOM HAPOJTHOM PECITYBJIMKA JYTAHCKOU HAPOZITHOU
(Anmunuctpanus CtapoOenbcKoro PECIIYBJIMKA

MYHHULIMIIAJIBHOTO OKpYra

Jlyranckoit Hapoanoit Pecniy6nnkn) (nomuce) (pacumposka
TIOJIITHCH)

@onp Ne

OITACDB Ne

Ne n/mt | Unpnexe nena | 3aronoBok Aena | Kpaithue | KommdectBo | [Ipumeuanue
JlaThl JIMCTOB

1 2 3 4 5 6

Ha3zBanue paznena

B naHHbIN pa3aen BHECEHO aen
(mudpaMu ¥ TPOITHUCHIO)

c Ne mo Ne , B TOM 4HCJI€E:

JIUTEPHBIC HOMEPA:

MPONYIIEHHbIE HOMEPA!

HanmeHoBaHue 10IKHOCTH
COCTaBUTEJS OMUCHU (moamuch) (PactmdpoBka moamucu)

(mara)



HanmenoBanue noKHOCTH

PYKOBOJUTEIIS ApXUBA (B cliyyae, eCiu 3a
OpraHU3aIHI0 APXUBHOTO XPaHEHHUS OTBEYAET
PYKOBOJHTENb OPraHU3aINH, OIUCH MTOANUCHIBAETCS (TIOATHUCH) (Pacum¢poBka moamnucu)
JIUIIOM, OTBETCTBCHHBIM 32 apXUB)

(mara)
COI''TACOBAHO YTBEPXIEHA
[IpoTtoxon LIDK agmMuuancTpanmn [Tporokon DK ApxuBHO# Ci1yx’0bI

Jlyranckoii Hapoanoit PecriyOinuku
OT Ne oT Ne




[Tpunoxenue Ne 27
K MHCTpyKUIHMHU 110 IETONPOU3BOJICTBY

dopMa ONHUCH [1eJI 10 JJUIHOMY COCTABY

AIMHWHUCTPALIA VYTBEPXIAIO
MYHUIMUITAJIBHOI'O OKPYT' A
MYHULHUITAJIBHOE OBPASOBAHUE [JIABA MYHULIMITAJIBHOI'O _
CTAPOBEJIbCKMM MY HUIUITAJIbHBIN OBPA30OBAHUS CTAPQBEJILCKN
MYHUIUITAJIBHBIM OKPYT

OKPVYT " v
JIYTAHCKO HAPOJIHOM PECITYBJIMKU JIYTAHCKOU HAPOJAHOU PECITYBJIMKU

(Anmunuctparnus CtapoOenbCcKoro

MYHUIMIIAJIIBHOTO OKpYyTra
Jlyrauckoit Hapoaroii PecryGinki) (monmuce) (pacimidposka
MIOJIITKCH)
®onp Ne
OIINCDH Ne
Jell, JOKYMEHTOB I10 TMYHOMY COCTaBY
3a roj
Ne | Uupexc 3aronoBok | Kpaitnue Cpok KomnuectBo | [Ipumeyanu
n/m| gena nerna JIaThl XPaHEHUS JINCTOB e
1 2 3 4 5 6 7
Hazanue paznena
B nannbIM pas3aes onucu BHECEHO
(mudpamMu ¥ TPOTTHUCHIO)
nen

, B TOM 4YUCJIC:

c Ne o Ne

JUTEPHBIC HOMEDA:
IIPONYIIEHHbIE HOMEpPA:




HanmeHnoBaHue JOJDKHOCTHU

COCTaBUTEIS OIUCHU (roarucs) (pacmudpopka noamucu)

(mara)

HanmeHnoBaHue JOJDKHOCTHU

PYKOBOAUTEIIS apXHUBa
(B cityyae, eclii 3a OpraHU3aIMI0 APXUBHOTO
XpaHCHUsI OTBEYAET PYKOBOIUTEIIb OPraHH3aIlHH,

OITKCH MOITMCHIBAETCS JIMIIOM, OTBETCTBEHHBIM 32 apXuB)  (ITOJATHKCH) (pactmpoBka noamucy)
COI''TACOBAHO YTBEPXIEHA
IIporoxon LIDK agmMuanCcTpanmn [Iporoxon OK apxuBHOrO OTHENA

oT No oT Ne




[Tpunoxxenue Ne 28
K MHCTpYKIMH 110 JAETOTPOU3BOACTBY

(I)opMa aKTa 0 BbIACJICHNH K YHUYITOKCHUIO (apXI/IBHLIX) AOKYMEHTOB,
HE IIOJICKAIINX XPAHCHUTIO

AJIMUHUCTPALIUSA
MYHULMIIAJIBHOTO OKPYTA

MYHUIHMITAJIBHOE OBPASOBAHME _
CTAPOBEJIbCKNU MYHUILIUITAJIBHBIN
OKPYT

YTBEPXJIAIO

I''TABA MYHULIUIIAJIBHOI'O
OBPA30BAHIA CTAPQBEJILCKNU

MVYHUILIUITAJIBHBIM OKPYT

JIYTAHCKOI HAPOJTHO# PECITYBJMKK  JTYTAHCKON HAPOJHON PECITYBJIMKU

(AnmunaucTpanus CTapoOesbCKoro
MYHUITUIIAIBHOTO OKpyTa
Jlyranckoit Haponnoii Peciy6nukn)

AKT

(mara)

O BBIJICJICHHNHU K YHUYTOXCHHIO

(apXUBHBIX)

AJOKYMCHTOB, HC ITIOAJICKAIIINUX

XPaHECHUIO

Ha ocHOBaHUuM"

(moamuce)
MIO/ATIHCH)

(pacmmdpoBka

(mara)

(Ha3BaHNE M BBIXOHBIC JaHHBIE MIEPEYHS JOKYMEHTOB C YKa3aHHEM CPOKOB UX XPAaHECHHS)

OTO6paHBI K YHUYTOXCHHIO KaK HC HMCIOIIUC Hay‘IHO'HCTOpH‘IeCKOﬁ OCHHOCTH H

YTPATUBIINEC IMTPAKTHYICCKOC 3HAYCHHUEC JOKYMCHTEI (1)0H,Z[a Ne

(Ha3Banue GoHma)

No

/1

3aronoBok
nena
(rpynnoBoi
3aroJIoBOK
JIOKYMEHTOB)

T'oner

NeNe onucu

(IpH BBIIIEJIEHUH K

YHUYTOXCHUIO

JIOKYMEHTOB IpH
MOJTOTOBKE JI€N K
repesiaue B apxuB

Ne en. xp.
0 OTIMCH
(uHzEeKC
o

KoanuectBo
el. Xp.
(mem)

Cpoxku
XpaHEeHHs U
NeNe crareit
10 TIEPEYHIO

IIpumeyanue




OpraHu3aluu, HOMCHKIJIa
rpada He Type 1en)
3aI10JIHAETCS)
1 2 3 4 5 6 7 8
Hroro en.xp. (Aei, 2JIEKTPOHHBIX J1e1) 3a TOJIBIL.
(mdpaMu ¥ POTHCHIO)
Onucu 1e71 IOCTOSTHHOTO XpaHEeHUsI 3a roiel yrBepkaeHsl DIIK

(HaMMEHOBaHUE apXUBHOTO YUPEXKICHNUS)
IIPOTOKOJ OT Ne

HaumenoBanue AOJDKHOCTH PYKOBOIUTCIIA apXHBa
(B CJIy4dac, €CJI 3a OpraHru3alui0 apXUuBHOT'O XPAHCHUA
OTBCYACT PYKOBOAUTCIIb OpTraHHU3allii, aKT
IIOAIIMCBIBACTCA JIMLIOM, OTBCTCTBCHHBIM 34 apXI/IB)

(moamuck) (pactmppoBKa MOAIUCH)

(mara)
COT'JTJACOBAHO VTBEPXJIEHA
[TpoTtokon LIDK agmMunncTpanmm [TpoToxon DK apxuBHOro otnena
OT No OT Ne
JIOKyMEHTBI B KOJIMUECTBE el. Xp. (Zen, 2JIIEKTPOHHBIX J1eT):
- Ha OyMa)XHOM HOCHUTEJIC BECOM KT. CJaHbl HA YHUYTOXXECHUE
-Ha 3JIEKTPOHHOM HOCHTEIIC CIIaHBI Ha
YHUYTOXEHUE

(cmoco0® yHUUTOKEHUS)

HanmenoBanue 101KHOCTH paOOTHHUKA,
CHABILETO JTOKYMEHTSI

(moamuce) (pacmmdpoBKa MOAMUCH)

(mara)

N3MeHeHNs B yYETHBIE IOKYMEHTBI BHECEHBI
HanmenoBanue 10KHOCTH pabOTHHKA

(moamucek) (pacmmdpoBKa MOANUCH)

(mara)



AJIMUHUCTPALIS

MVYHULIUITAJIBHOI'O OKPYTA
MYHULUITAJIBHOE OBPASOBAHUE
CTAPOBEJIbCKNN MYHUILIUITAJIBHBIN

OKPYT

JIYTAHCKOM HAPOJHOU PECITYBJIUKU
(Anmunuctpanust CtapoOenbCKoro

MYHHILIMIIAJIBHOTO OKpYra
Jlyranckoii Hapognoii Pecriy0Omnvikn)

(HanMeHOBaHME CTPYKTYPHOT'O MOpa3ieICHN)

[Ipunoxenue Ne 29
K MHCTpyKIMHU 110 1E€T0NPOU3BOJICTBY

dopMa onucH J1eJ1 CTPYKTYPHOT0 MOAPA3AeIeHUs

Ne | Nupexc 3aronoBok | Kpaitnue Cpok KomnuectBo | [Ipumeyanu
n/m| gena nera JIaThl XpaHEHUs JIUCTOB e
(rpada He
3aI10JIHACTCA B
OITMCH A€
IIOCTOAHHOI'O
CpoKa
XpaHEeHH)
1 2 3 4 5 6 7
HaszBanue paznena
B nanHbIM pa3aes onucu BHECEHO
(mudpamMu ¥ TPOITHUCHIO)
JI(Sh)

c Ne

o No

, B TOM 4YUCJIC:




JIUTEPHBIE HOMEDA:
IIPOIIYILIEHHBIE HOMEpA:

HanmMmeHnoBaHue JOJDKHOCTHU

COCTaBUTEJIA OIMCHU (moamuck) (pacmudpopka moamucu)

(mara)

HanmenoBanue noKHOCTH

PYKOBOAUTENS apXuBa

(B cmyuae, ecnu 3a OpraHU3alUi0 apXUBHOTO
XPaHEHMsI OTBEYAET PyKOBOAUTEIb OpraHU3alluu,
OITKCH MOIMUCHIBACTCS JIUIIOM, OTBETCTBEHHBIM 32 apxXuB)  (IIOJATHCH) (pactuposka noamnucu)

COI''TACOBAHO
HanMenosanne n10KHOCTH
pykoBoauTens ciayxkosl JJOY

(Tomrrcsk) (pacmmpoBKa MoOAHCH)
Jlara
ITepenan eI.Xp.
(1mdpamu 1 IPOMUCHIO)
nu pPErucCTpaiuOHHO-KOHTPOJBbHBIX

(mdpamu 1 IPOIUCHIO)
KapTO4YCK K JOKYMCHTAM.

HanmenoBaHue 10KHOCTH pabOTHUKA

CTPYKTYPHOT'O IIOJAPA3ACICHUS (moamuce) (pacmmpposka noanucu)
(mara)
[Tpunsin el.Xp.
(umnhpaMu 1 IPONHCEHIO)
u PEruCTpaiuOHHO-KOHTPOJIBbHBIX

(umnpaMu ¥ IPOIHCHIO)
KapTOYCK K JOKYMCHTAM.

HanmenoBaHue 10KHOCTH pabOTHHUKA
apxuBa (moamuce) (pactmdpopka noanucu)

(nara)



[Tpunoxxenune Ne 30
K MHCTpYKIMH 10 JeTTOTPOU3BOACTBY

dopma )KypHAJIa y4eTa YCTHBIX 00palleHuil rpaxIan

TabnuuHbIN BapHaHT:

Ne Jlata d.1.0. Anpec Kpatkoe Pe3ynbTaTh
/11 3asBUTEIN | 3aABUTENS | COJIEpIKAHHE paccMOTpeHus
YKaIT0OBI

1 2 3 4 5 6




KOHTPOJIFO HCIHOJIHEHHS W XPAaHEHUIO JIOKYMEHTOB B AJMHHHCTpaLUU
MYHHUILIMIIAJIBHOTO ~ OKpyra  MyHHUIMNalbHOe  oOpa3zoBanue  CrapoOenbckuid
MYHULIHUTIAJIIbHBIN OKpyT Jlyranckoiu Haponnou PecnyGuku
(manee —A IMUHUCTPAIIHS).

1.2. TTonoxxenuss UHCTpyKIIMK pacpoOCTPaHSAIOTCS HAa OpraHU3aIuio paboThl ¢
JOKYMEHTAMM HE3aBUCUMO OT BHJA HOCUTEINA, B TOM YHCIE C JJIEKTPOHHBIMHU
JOKYMEHTaMH, BKIIIOYasi MOATOTOBKY, OOpaOOTKy, XpaHEHHE W HCIIOJIb30BaHHE
JOKYMEHTOB, OCYIIECTBIISIEMbIE C IOMOIIBIO HMH(MOPMALMOHHBIX TEXHOJIOTHUH.
Cucrema 3JEKTPOHHOIO JOKYMEHTOOOOpoTa (cHcTéeMa aBTOMAaTU3MPOBAHHOMN
00pabOTKH JOKYMEHTOB), MpUMeEHsieMasi B AJIMUHUCTPALIUY, JOJKHA 00ECIeunBaTh
BBINOJIHEHHE TpeOoBaHUI MHCTPYKIIMY 110 1€TI0NPOU3BOJICTBY.

1.3. [Tonmoxxenuss UHCTpyKIIMK HE PacCIpOCTPAHSIIOTCS HA OPTaHU3AINIO PAaOOTHI
C JOKYMEHTaMH, COJEPKAIIUMU CBENCHUS, COCTABIIIIOIINE TOCYJaPCTBEHHYIO TalHY .

1.4. TpeboBanuss WMHCTpykuuu K paboTe ¢ OyXTrajaTepckoil, Hay4yHO-
TEXHUYECKON M JIPYroM CIEHHAIBHOM TOKYMEHTALMEW PACHpOCTPAHSAIOTCS B YaCTH
OOIIMX MPHUHLMIIOB pabOThl C JTOKyMEHTaMHU, & TAaKK€ MOATOTOBKHM JIOKYMEHTOB K
repeaye Ha apXUBHOE XpaHEHUE.

1.5. Metoauueckoe pPyKOBOACTBO OpraHHU3alMeil  J1eJO0NpOU3BOJCTBA U
KOHTPOJIb coOsoieHust TpeOoBaHui Hactosmed WMHCTpykuun B AJAMUHUCTpALMH
OCYILECTBIISIETCS YIOJIHOMOYEHHBIM CTPYKTYPHBIM MOAPA3AETEHUEM
AJIMUHHCTpaIUH.

1.6. OTBETCTBEHHOCTh 32 OpPTaHM3AIMI0 U COCTOSIHHE JAEJONPOM3BOJCTBA, 3a
COOJIIO/IEHNE YCTAHOBIIEHHBIX HacTosIIel MHCTpyKInei npaBuil 1 mopsiiika paboThl €
JOKYMEHTaMH, B TOM YHCJIE C OOpaIeHUsIMH TpakJiaH, BO3JIaraeTcsi Ha 3aMeCTUTENeH
['maBel  AIMUHHCTpAIlMM,  PYKOBOAUTENEH  CTPYKTYPHBIX  TOAPA3ACICHUMN
AJIMUHHCTpAIUH.

1.7. IIpoekThl TMOCTAaHOBJICHUA W PACHOPSIKEHUM AIMUHUCTpAIUM, APyrue
CIIy’kKeOHbIE€ JOKYMEHTBI Ha CTAJNHU UX MOATOTOBKHU SBJIAIOTCS KOH(MUIECHIUATBHBIMU.

1.8. B3aumopeicTBue C MpeACcTaBUTENSIMU CPEJICTB MAacCOBOM HHGpOpMALIHH,
nepefaya MM KakoW-muOo  cimykeOHOW — mHGoOpManuud WM JIOKYMEHTOB
OCYILECTBIISIETCS  YIOJHOMOYEHHBIM JTOJDKHOCTHBIM JIMLIOM WIIA TOAPa3JIeICHUEM
AJMHHHUCTpAIUH 10 yKa3aHuio (mopydenuto) ['1aBbl A IMHHHCTPALINH.

1.9. O6 ytpaTte HOKYMEHTOB AOJKHOCTHBIE JIMIIA, 3aMEIIAIOIINE TOJKHOCTH
MYHUIIUNATBHOM CIy>KObl AJIMMHHMCTpAlUU (ajiee — MyHULMINIAIBHBIE CIy>Kalue),
00si3aHBl ~ HEMEJUIEHHO  COOOUIUTh  PYKOBOJUTENIO  CBOEr0  CTPYKTYPHOIO
nojpasaeneHuss. Ha OCHOBaHMM NOJyYEHHOrO COOOIIEHHS B YCTAHOBIEHHOM
MOPSZIKE OPraHU3yeTCs CiIy>keOHasi MpOBepKa MO yKa3aHHOMY (DaKTy.

1.10. Ilpu BpeMEHHOM OTCYTCTBUH (OTIYCK, 00J€3Hb, KOMAaHIUPOBKA U Jp.)
WIH TIPU YBOJIbHEHUH MYHUIIMIIATBHBIN CITyKallluii 00s3aH nepeaTh HaXOAAIIUECS y
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HEro Ha WCIOJIHEHUHU JOKYMEHTBHI CBOEMY HEMOCPEICTBEHHOMY PYKOBOJIUTENIO WU
UHOMY MYHUIMIAIBHOMY CIyXKallleMy, OIpPEIeIEHHOMY HEMOCPEICTBEHHBIM
PYKOBOJIUTEIIEM.

1.11. lo;okHOCTHBIE ~ JHMI@  AJMHUHHCTPALMM ~ HECYT  IEPCOHAJBHYIO
OTBETCTBEHHOCTh 3a  coOmoneHue TpeOoBaHuil  HacTosimed  MHcTpykimw,
COXPAaHHOCTh HAXOJALINXCA Y HUX JOKYMEHTOB M HepasIJIallleHUuE COJeprKalleics B
HUX CITYXeOHON HHPOPMAIMH 10 UX MOAMUCAHUS U OIyOJINKOBAHHS.

1. IPABUJIA ITIOAT'OTOBKHA
N OPOPMJIEHUA JTOKYMEHTOB

2.1. CocTaB JOKYMEHTAIMHU

2.1.1. Ha ocHoBanum YcTaBa MyHUIIMIIATBHOTO 00pazoBanusi CtapoOenbcKuit
MyHUIUMNaNbHbIA OKpyr Jlyranckoit Hapongnoit PecnyOnuku (nmanee — YcraB) B
AJMUHHCTpALU U3JIAI0TCS CIIETYIONINE PABOBBIE AKThI:

MOCTaHOBJICHUsI ['JlaBpl MyHUUMIAIBLHOTO 0Opa3oBanus CrapoOenbeKuit
MyHUIUNIATBHBIN OKpyT JIyranckoi Haponnoit PecryOnuku,

pactiopsbkeHust ['maBbl  MyHHIIMNANbHOrO oOpa3oBanus CtapoOenbcKuid
MyHUITUTIATBHBIN OKpYT JIyranckoit Haponnoit Pecry6nuku,

MIOCTAHOBJICHUS] A IMUHHUCTPAIIUY;

pacropsikeHusi AAMUHUCTPALINH;

pacnopsbkeHust PUHAHCOBOTO YIIpaBieHUsI AJIMUHUCTpAIUH,

MpUKa3bl (PUHAHCOBOTO yIpaBieHUS AJMUHUCTPALIMH.

2.1.2. Pemienusi, TNpUHATBIE Ha 3aCENaHUAX KOJUICTHMAIBHBIX OpraHoB,
coOpaHusX, COBEIIAHUIX, OPOPMIISIOTCS POTOKOJIAMHU.

2.1.3.B mpomecce aeATETbHOCTH AJIMHHHUCTpPALlUHU, €€ CTPYKTYPHBIX
noJipa3esieHuil CO3Jatl0TCs pa3InyHble HH()POPMAIIMOHHBIE, CTIPABOYHbIE JJOKYMEHTHI
(aKThI, CIIpaBKH, TOKJIAAHBIC U CIYKEOHBIE 3alTUCKH, TMUCbMa, 0030pbI U T.11.).

Jist  omepaTuBHOM — mepenayu  MHGOPMAIMM  MCHOJB3YIOTCS  (haKCHhl,
TenerpamMMmel, TenehoHOTpaMMbl, dIeKTpoHHas nouta, COJl (cuctema 3JIeKTPOHHOTO
JIOKyMEHTO000pOTA).

2.1.4. ]Ins ocyuiecTBieHUs TpUeMa, YBOJbHEHUS, MEpPeBOjJa, MepeMEIleHuUs
MYHUITUTIATBHBIX ~ CIY)KAIllUX, PAOOTHUKOB, HE 3aMEMIAIONIUX  JOJDKHOCTH
MYHUITUTIATHPHOU  CIIYXKOBI, TIPENOCTABICHUS WM  OTIYCKOB  O(QOPMIISIOTCS
pacnopspKEeHUsI 110 JIJMYHOMY COCTaBY B COOTBETCTBUU C HacTosed MHCTpyKiuen.

2.2. B1aHKU TOKYMEHTOB

2.2.1. bnauku JIOKYMEHTOB, UCIIOJIb3yEeMbIE B AJIMUHUCTpAIUH,
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U3rOTAaBIMBAIOTCA HA CTaHIAPTHBIX JUCTax Oymaru (opmarta A4 (210 x 297 mm),
A5 (148 x 210), A6 (105 x 148) 1 UMEIOT YCTAaHOBJICHHBIN KOMILJIEKC 0053aTeIbHBIX
PEKBU3UTOB U MOPSIOK UX pacnoioxkeHus. Beibop ¢popmara OiaHKa 3aBUCUT OT BUJA
1 o0beMa JJOKyMEHTa.

2.2.2.B AQMUHHUCTpaluu TNPUMEHSIOTCS CIEAYIOUIME BUIBI  OJAHKOB
JIOKYMEHTOB:

OsaHK MocTaHOBJIEHUs [ MaBpl MyHUIIMTIANBHOTO 00pazoBanus CTapoOenbCKuii
MyHULIUIIATBHBINA OKkpyT Jlyranckoit Hapoauoit Peciyonuku (mpunosxenue Ne 1);

OsaHk pacnopstkeHust [1aBpl MyHUIIMITAILHOTO 0Opa3oBaHusi Ctapobenbekuit
MYHUIUIATBHBIN OKpyT JIyranckoit HapomHoii Peciyonuku (nmpunoskenue Ne 2);

OJaHK MOCTaHOBJICHUS AMUHUCTpanuK (putokerune Ne 3);

OnaHK pacnopsbkeHust AMuHUCTpanuy (mpritoskeHue Ne 4);

OJlaHK TpuKaza (UHAHCOBOTO YIpPaBICHUS AJIMHUHHUCTpAUUU (IIPUIOKEHUE
Ne 5);

OJlaHK  pacnopsbkeHuss  (PUHAHCOBOTO  yOpaBJICHUS  AJMUHUCTpaIMU
(mpuoxenue Ne 6);

OmaHk mnuchbMa [7aBel MyHuMnUNaabHOro oOpazoBaHus CrapoOeabCKui
MYHUIUIATBHBIN OKpyT JIyranckort Hapomuoii Pecniyonuku (mpunoskenue Ne 7);

OJlaHK nMucbMa AJIMUHUCTPALMU C YIJIOBBIM U MPOAOJBHBIM PaCHOJIOKEHUEM
pekBu3uToB (puioxenue Ne 8, 9);

OlaHK mnHchbMa (PMHAHCOBOTO YMPABICHUS AJMUHUCTpAUUU (NMPUIOKEHUE
Ne 10).

2.2.5. bianku JTOKYMEHTOB JOJDKHBI HCIIOJB30BaThCS 1O HA3HAYCHHUIO M HE
MOTYT IepeaaBaTbcsi 0€3 COOTBETCTBYIOUIETO pa3pelieHHs] IPYTrUM OpTraHu3alusIM U
JULAM.

2.3. O0mme TpedboBaHUA K 0()OPMJIEHUIO IOKYMEHTOB

2.3.1. JIoOKyMEeHTbl MOTYT cO34aBaThbCi Ha OYMa)XHOM HOCUTEIE U B
ANEKTPOHHON (opMe C COONIOAEHUEM YCTAHOBJIEHHBIX MpaBUil 0(OPMIICHUS
JTIOKYMEHTOB.

2.3.2. Ilpu mOArOTOBKE MOKYMEHTOB HEOOXOIMMO HCIIOJIb30BaTh CBOOOIHO
pacnpocTtpansieMble 6ecruiatabie mpudThl pazmepom Ne 12, 13, 14 (ays opopmieHus
Tabnmmunbix MatepuaioB Ne 10-12) gepe3 1 — 1,5 MeXCTpOUYHBIX HHTEpBAIA.

JIist BBIIENIEHUS YacTU TEKCTa JOKYMEHTA, 3arojioBKa, MPUMEYAHHUS MOTYT
UCTIONIb30BAThCSl  TIONY)KUPHOE HauepTaHWe, TMOAYCPKMBAHWE WM CMEIICHHE
OTHOCHUTEJIBHO I'PAHUI] OCHOBHOT'O TEKCTA.

2.3.3. I um3rotoBiieHUs OJIAHKOB JOKYMEHTOB COTJIACHO HCIOJIb3YeTCs
oymara ¢gopmaroB A4 (210 x 297 mm), AS (148 x 210 mMM); asss M3rOTOBIEHUS
OJIaHKOB PE30NIIOIUI  UcTob3yeTcss Oymara ¢opmatoB AS (148 x 210 mwm),



A6 (105 x 148).

Kaxnprii muct nokymenTta, oopMIIeHHbIM Ha OJlaHKe Wik 0€3 Hero, JOJIKEH
UMETb T0JISI HE MEHEE:

20 MM - J1I€BOE;

10 mm - paBoe;

20 MM - BepxHee;

20 MM - HIDKHEE.

JIokyMeHTBI JIUTENbHBIX (CBBIMIE 10 J€T) CPOKOB XpaHEHHS JTOJDKHBI UMETh
JeBoe nojie He MeHee 30 MM.

2.3.4. Tlpu odopmieHnn TeKCTa JOKYMEHTa Ha JIByX M 0oJiee CTpaHHUIaX
BTOpasi U MOCJEAYIONINE CTPAHUIIBI JOJKHBI ObITH MPOHYMepoBaHbl. [lopsikoBbie
HOMEpA CTPAHMI] MPOCTABJIAIOTCS MMOCEPEINHE BEPXHETO OIS CTPAHUIIBI apaOCKUMU
mudpamu 0€3 clIoBa «CTpaHHUIA» (CTP.) W 3HAKOB NPENMHAHUS HA PACCTOSHHH
1,25 cM OT BepxHETo Kpast JTUCTA.

2.3.5. PekBu3uTaMu JTOKYMEHTOB, CO3/1aBa€MBIX B TPOIECCE ACATEIHLHOCTH
AJMUHHCTpAIUH, SBIISIOTCS:

a) repd MyHUIIMIIAILHOTO O0Opa30BaHuUS;

0) HaMMEHOBAaHKME OpPraHa MECTHOTO CaMOYTIPABIICHUS;

B) HAHMCHOBAHUE JTOJDKHOCTH JIUIIA - aBTOPA IOKYMEHTA,;

I') HAUMEHOBAHKE BUIA IOKYMEHTA,;

1) MECTO COCTaBJIeHUs (U3aHus1) JOKYMEHTA,

€) rpud orpaHUYEeHUs 10CTyNa K JOKYMEHTY;

) CIpaBOYHBIC JAHHBIC OpraHa MECTHOTO CaMOYIPaBJICHUS, CTPYKTYPHOIO
no/ipa3ieNieHus;

3) ajpecar;

1) 1aTa JOKYMEHTa;

K) PETUCTPAIMOHHBIA HOMED TOKYMCHTA,;

J1) 3ar0JIOBOK K TEKCTY;

M) TEKCT JOKYMEHTa,

H) CCBIJIKA Ha PETUCTPAIMOHHBIN HOMEP U IaTy TOCTYIUBIIIETO TOKYMEHTA;

0) OTMETKa O IPUJI0KEHUH,

) Tpu@ COTIaCOBaHUS JOKYMEHTA,

p) rpud yTBEPKICHUS TOKYMEHTA,

C) BU3a;

T) NOJIKUCH JOJKHOCTHOTO JIUIIA;

y) 1e4Yarh,

¢) oTMETKa O 3aBepEHUM KOIHU;

X) OTMETKa 00 MCTIOTHUTEE;

I1) PE30JTFOITHS,



Y) OTMETKA O KOHTPOJIE;

II) OTMETKA O HAMPaBJICHUH JOKYMEHTA B JIETIO;

1) OTMETKA O MOCTYIJICHUH IOKyMCHTA.

) OTMETKA 00 3JIEKTPOHHOU MOANHICH

2.3.6. CocTaB pEKBU3HTOB JIOKYMEHTa OMPEIACISIETCS €ero BHAOM H
HA3HAYCHUECM.

2.3.7. TpeOoBaHUS K COCTABJICHHUIO U PACIIOJIOKEHHUIO OTACIBHBIX PEKBU3UTOB
CIIeTyIOIIHE:

I'epo mynuyunanonozo oopazoeanus

N3o00paxenne repba MoMeIIaeTcs MOCEPEIUHE BEPXHEro IoJid OJlaHKa
JNOKYMEHTa HaJ PEKBU3UTAMHM OPTraHM3alMU - aBTOpPA JOKYMEHTAa Ha PacCCTOSHHUU
10 MM oT BepxHero kpas nucta. Pazmep rep6a: Beicota — 25 MM, mupuHa — 15 M.

Haumenosanue Op2aHa MEeCmHO20 camoynpaeilenun

HanMeHoBaHne opraHa MECTHOTO cCaMOyIpaBJieHUs Ha OJaHKe JOKyMeHTa
JIOJDKHO ~ COOTBETCTBOBaTh  HAMMEHOBAaHHIO, KOTOPOE  3aKpEeIUICHO B €ro
yUpeIuTEeNbHBIX JOKyMeHTax (ycTtaBe wuiu mnosoxkenuu). [log HanmeHoBaHHEM
opraHa MECTHOTO CaMOYIIpaBJIEHUS B CKOOKaxX YyKa3bIBACTCS COKpAIICHHOE
HaNMEHOBAHHUE, €CIIM OHO MPETYCMOTPEHO YCTABOM.

Haumenosanue oonxcnocmu auya-aemopa ()OKymeHma

HaunMenoBanne MODKHOCTM JIMIIAa - aBTOpa JOKYMEHTa WCHOJIb3YETCS B
OJlaHKaxX MOJDKHOCTHBIX JIMII M pacrlojiaraeTcsl IM0J] HaUMEHOBAHHEM TEPPUTOPHUH
(kpasi, oOnacTh, aBTOHOMHOW OOJacTH W Jp.), €clu JOKYMEHT wu3faeT [JaBa
MYHHUITUTIATBHOTO 00pa3oBaHus. HawMeHoBaHuWe MAOMKHOCTH JMIIA - aBTOpa
JIOKYMEHTA YKa3bIBACTCS B COOTBETCTBMM C HAWMEHOBAaHUEM, IIPUBEICHHBIM B
pacnopsiAUTEIbHOM JOKYMEHTE O Ha3HAYCHUU Ha JIOJHKHOCTb.

Haumenosanue eéuoa 00Kymenma

Haumenopanue Buaa noxkymenta (IIOCTAHOBJIEHUE, PACIIOPSIDKEHUE,
[TPOTOKOJI wu T1.1.) BKiIOYaeTcss B OJAHK COOTBETCTBYIONIETO BUAA JOKYMEHTA
(KpoMe NHchbMa) UM YKa3bIBa€TCA COCTABUTEIEM IIPU MOATOTOBKE TOKYMEHTA.

Mecmo cocmaenenusn (uzoanus) 00OKymenma

MecTo cocTaBiaeHUS (I/IS,ZIaHI/ISI) JOKYMCHTA YKa3bIBACTCA BO BCCX JOKYMCHTAX,
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KpOME JIETIOBBIX (CITy>K€OHBIX) MHCEM, a TaKXKe JOKIAJHBIX, CIY>KEOHBIX 3alMCOK U
JIPYTUX BHYTPEHHUX UMHPOPMALIMOHHO-CIPABOYHBIX JOKYMEHTOB.

Mecrto cocraBnenus (uU3naHus) AOKYMEHTA HE YKa3bIBaeTCsl B TOM Ciyyae,
€CJIM B HAMMEHOBAHWM IPUCYTCTBYET YKAa3aHHE HAa MECTO €€ HaxoxAeHusa. Mecto
COCTaBJICHHS (M3JaHUsI) JOKYMEHTa YKa3bIBA€TCS B COOTBETCTBUU C HPHHITHIM
aAMUHHACTPATUBHO-TEPPUTOPHUATILHBIM JCIICHUEM.

Jlama 0okymenma

Jlata Ha JOKyMeHTax, O(OpPMIICHHbIX Ha OJaHKaX, TMPOCTaBIsAETCA B
COOTBETCTBHUHM C PACIIOJIOKEHUEM ITOTO PEKBU3HTA.

Ha poxymeHTax, oQOpMJIEHHBIX Ha CTaHJAPTHBIX JUCTax Oymaru, jaara
IIPOCTABIIAETCS 110/, HANMEHOBAHUEM JIOJDKHOCTH JIMLA, TIOIIKACABIIETO JOKYMEHT, U
II€YaTaeTCsl OT JIEBOW TI'PAHMUIBI TEKCTOBOTO IOJISI HA PACCTOSHUM 2-3 OJMHAPHBIX
MEXCTPOYHBIX UHTEPBAJIOB OT MPEABIAYIIEr0 PEKBU3HUTA, €CJIM MHOE HE YCTAaHOBJIEHO
npaBuiIamMu 0(pOPMIIEHUS OTJIEIbHBIX BUJIOB JOKYMEHTOB.

JlaToll JOKyMeHTa SBIS€TCS JaTa €ro MOJANUCAaHUS (pacHopsAuTeIbHbIE
JOKYMEHTBI) WJIM COOBITHS, 3aUKCUPOBAHHOTO B JOKyMEHTE (IPOTOKOJ, aKT); JJIs
YTBEPKIAEMOI0 JOKyMEHTa (IUIaH, IMOJIOKEHUE, OTUET) — Jara yTBepKaeHud. [[ns
AJIEKTPOHHBIX JOKYMEHTOB — J1aTa MOANKUCAHUS SJIEKTPOHHOU MMOAHUCHIO.

JIOKyMEHTBI, W3IaHHBIE COBMECTHO JBYMsI WJIM 0oJjiee OpraHaMH MECTHOTO
caMOYIIpaBJI€HUs JOJKHBI UMETh OAHY (€ANHYIO) J1aTy.

JlaTa JOKyMEHTa 3alKMChIBAETCS B MOCIEA0BATEILHOCTH - IEHb MECsa, MECAIL,
T'OJI - OJIHMM U3 JIBYX CITOCOOOB:

apabckumu 1udpamu, pazaesneHubiMu Toukoi: 05.06.2023;

CJIOBECHO-TIIU(POBBIM CTIOCOO0M, Harpumep: 5 utons 2023 r.

Pecucmpauuonnslit Homep 00Kymenma

PerucrtpaiiionHbiii HoMep AOKyMeHTa - HUGpOBOM Uiu OyKBEHHO-LIM(PPOBOH
UIACHTU(PUKATOD JOKYMEHTA, COCTOSIIMH W3 TMOPSIKOBOTO HOMEpAa JOKYMEHTA,
KOTOPbIM, MO YCMOTPEHHIO MOXKET AOMOJHATHCA UU(POBBIMU WM OyKBEHHBIMU
KojgaMHu (MHAEKCaMH) B COOTBETCTBUU C HCIIOJIb3YEMBbIMH KiIacCU(UKATOpaMU
(MHIZEKCOM Jena 1O HOMEHKIAType Jell, KOJOM KOPPECHOHJEHTa, KOJAOM
JIOJKHOCTHOTO JIMIIA U JIp.).

3az01060K K mekcmy

HaumenoBanue nm6o AHHOTaluAg IOOKYMCHTA (SaFOJ'IOBOK) COCTaBJIAACTCA KO
BCEM JOKYMCHTaM, 3a HUCKIIIOUCHHUCM TCJ'IC(bOHOI‘paMM, TCJIICTPpaMM, I/ISBCHICHI/Iﬁ n
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JTOKyMEHTOB, OGOpMIIEHHBIX Ha Oymare ¢opmara AS, a TakkKe JTOKyMEHTOB,
UMEIOIIUX TEKCT HeOOobIoro oobema (10 10 cTpok).

3aroyioBOK JOKEH KPAaTKO U TOYHO PACKPBIBATh COJEpPXKAHUE TOKYMEHTA.
3aroyioBOK K TEKCTY COTJIACOBBIBAECTCSI C HAUMEHOBAHHEM BHUA JIOKYMEHTA.

Hanpumep:

[TocTanornenwne (0 uem?) O6 yrBepkaeHuu [lomoxxenus ob oTnene. ..
[Tucemo (0 yeM?) O BbIIETICHUU JICHEKHBIX CPEJICTB. ..

[IpaBua (dero?) BHyTPEHHETO pactopsiaKa

3arosoBoK meyaTaeTcsi 0Oe3 KaBblUEK Ha pPACCTOSHUM JBYX OJUHApPHBIX
MHTEPBAJIOB OT NPEAbLAYIIEr0 PEKBU3UTA.

3aroyioBOK K MHUCbMY I€YaTA€TCsl OT JEBOW TI'PaHUIBI TEKCTOBOIO TMOJS IMOJ
pEKBU3UTaMU OJIaHKa. 3arojJOBOK MOXKET 3aHUMAaTh 110 4-5 cTpok 1o 28-30 3HaKoB B
CTpPOKE.

3aroJIoBKU pa3zesioB U MOJpPa3/iesioB MeYaTaloTcs ¢ a03al[HbIM OTCTYIIOM WJIU
LEHTPUPYIOTCA 10 HIMPUHE TEKCTA.

B mpoekrax mpaBOBBIX aKTOB 3arojOBOK K TEKCTY O(OpMIISETCS MO IIUPUHE
CTpaHMIIbl HaJl TEKCTOM LIEHTPUPOBAHHBIM CIIOCOOOM.

3aroyioBOK, COCTOAIIMNA M3 JABYX M Ooyiee CTpOK, Iedaraerca dyepe3 1
MEXCTPOYHBIM UHTEPBAJ, TOYKA B KOHIIE 3ar0JI0BKa HE CTABUTCA.

JInuHa camMoOM IJIMHHOM CTPOKM PEKBH3UTA NPHU YIJIOBOM PAacCIOJIO0KEHUHU
PEKBHU3UTOB HE Oosee 7,5 cM.

JInuHa caMol JJIMHHOM CTPOKH PEKBU3HUTA NPHU IPOAOJIBHOM PACIIOJIOXKECHUU
PEKBU3UTOB HE Oomee 12 cm.

Texcm 0oKkymenma

TexkcT JOoKyMeHTa JOJKEH OBITh SICHBIM, KpaTKUM, OOOCHOBAaHHBIM,
o0ecrneunBaOIIMM TOYHOE W OJIHO3HAYHOE BOCHPUSATHE H3JI0KCHHOM B HEM
uHdopMaIuu.

Texcr moxkymeHTa BhIpaBHUBAETCS IO MIMPUHE JUCTA (TI0 TPAHHIIAM JIEBOTO H
MPaBOro MOJEH JOKYMEHTA).

Texcr meuvataeTcs Ha PACCTOSHUM JIBYX OJMHAPHBIX  MEKCTPOYHBIX
WHTEPBAJIOB OT 3arojioBKa B YCTAaHOBJIEHHBIX TIpaHullax mojed dyeped 1-1,5
MEXCTPOYHBIX UHTEpBAIA.

[lepBas cTpoka a03aria HaYMHAETCS HA PAacCTOSIHUU 1,25 ¢M OT J1€BOM IpaHuUILIbI
TEKCTOBOTO TOJISI.

WuTepBan mexay OyKBaMu B CJI0BaX — OOBIYHBII.
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HuTepBan Mexy cioBaMH — OJUH MpoOe.

TekcT mOKyMEHTa COCTaBJSIETCSI HAa TOCYAApCTBEHHOM si3blke Poccuiickoi
denepannm.

B Tekcre noKyMeHTa, OATOTOBICHHOM Ha OCHOBAaHMM 3aKOHOJATENIbHBIX WIH
WHBIX HOPMAaTHBHBIX IPAaBOBBIX aKTOB, paHEE W3JIaHHBIX PaCIOPSAUTEIbHBIX
JIOKYMEHTOB, YKA3bIBAIOTCSI UX PEKBH3UTHI:

HaVMEHOBAaHHE JIOKYMEHTa, HAMMEHOBAaHHUE OPTaHU3alMU — aBTOpa JOKYMEHTA,
JaTa JIOKYMEHTa, PErMCTPALMOHHBIA HOMEp JTOKYMEHTA, 3arojOBOK K TEKCTY WM
HAaUMEHOBAHUE BUJIA IOKYMEHTA,

HAaUMEHOBAaHMWE OpraHM3alMyd WM JOJDKHOCTHOTO JIMIA, YTBEPAMBIIETO
JOKYMEHT, 1aTy YTBEPKIACHUSA JOKYMEHTA.

Texct [OKyMEHTa MOXKET COAEpKaTh pas3ieiibl, MOJApa3Jeibl, ITYHKTHI,
NOJAIYHKTBI, HyMepyeMble apaOCckumu IuppaMu. YpOBHEH pyOpUKalMu TEKCTa HE
JOJIKHO OBITh 00JI€€ YEThIPEX.

B nokyMeHTax KOJulerMaiabHBIX U COBELIATENIbHBIX OPraHOB TEKCT M3JIaraeTcs
OT TPETHETO JHIA €AUHCTBEHHOTO YHCIIA («KOJIJIETHS... IOCTAHOBIISIET)?, «COOpAHUE. ..
PEIINIIOY).

Texcr mpoTOKOJIa M3/IAaraercs OT TPETHEro JIMLA MHOYKECTBEHHOI'O YHCIIa
(«CITymanmy», «BBICTYITUIIHY, «PEIIHITN).

B nokymeHTax, yCTaHaBIMBAIOMIMX MpaBa U OOS3aHHOCTU OpraHU3alui, HUX
CTPYKTYPHBIX MOApPa3AeieHUi (TOJ0KEHHE, MHCTPYKLHMS), a TaKXKe COJepiKallux
ONMHCAHHWE CUTyallui, aHau3 (PAKTOB WM BBIBOABI (aKT, CIpaBKa), MCHOJIb3YETCS
dopMa U3NOKEHUsI TEKCTa OT TPETHEro JIMIA €AMHCTBEHHOIO MM MHOXECTBEHHOI'O
yuciaa («OTAEN OCYLIECTBIsIET (YHKIUH...», «B COCTaB YIPABICHUS BXOJIMAT...»,
«KOMHCCHSI TTPOBEIIA MIPOBEPKY...»).

B COBMECTHBIX JOKyMEHTaX TEKCT M3JIaraeTcsi OT MEpBOro JIALA
MHOECTBEHHOTO YHCIa ((IPUKA3BIBACMY, «PEIIHIIN).

B nenoBbix (city>keOHBIX) MUCbMaX UCIONB3YIOTCS (DOPMBI U3JI0KEHUS:

OT TMEpPBOTrO JIMIIA MHOMXECTBEHHOTO 4HClIa («IPOCUM HaANpaBUTh...»,
«IPEJICTABIISIEM Ha PACCMOTPCHUE...»);

OT TPETHEro JULA €IMHCTBEHHOTO 4YHCJa («KMUHUCTEPCTBO HE BO3PAXkKAET...»,
«OOIIIECTBO CUUTAET BO3MOXKHBIM...»);

OT TMEpPBOr0 JIMLIA EJUHCTBEHHOTO 4YHC/a («CUHUTAI0 HEOOXOIUMBIM...»,
«Tpeajiarar pacCMOTPETh...»), €CJIA MUCbMO 0(OPMIICHO Ha JIOJDKHOCTHOM OJIaHKE.

B TekcTtax  [OKyMEHTOB  yHOTpEOJSIOTCA  TOJNBKO  OOLIENpPUHSATHIE
ab0peBuaTypbl U rpaduuecKue COKpaIieHus.

[Ipu ynorpebGneHuu B TeKcTe (paMIIIAN JIUI WHUIMAIBI YKa3bIBAIOTCA IEpeN
bamuuei.

B nenoBbix (ciry:ke0HBIX) MUCbMax MOTYT UCTHIOJIb30BaThCS:



BCTYNUTEIbHOE OOpallleHue:
YBaxxaembiit Hukomnaii [letpoBuu!
YBaxxaemas Oinbra HukonaeBHa!
YBaxkaeMsble rocnojal
3aKJTIOYUTENbHAS dTUKETHAS (paza:
C yBaxeHueM, ...

Ccovlika na pecucmpayuoHHblil HoMep U 0amy HOCHYRUeUIe20 0OKyMeHma

Cchllka Ha pel“I/ICTpaHI/IOHHblf/'I HOMCp M A4aTy IIOCTYIIMBHICTO OOKYMCHTA
BKJIIFO4ACT pCT I/ICTpaIJ;I/IOHHblﬁ HOMCD M JAaTy BXOJAIICTIO HHUIUATUBHOI'O JOKYMCHTA,
Ha KOTOpBIﬁ JacTCs OTBCT.

Ommemka o npuiodicenuu

OTMeTKa O TPWIOKEHUU COJICPKHUT CBEACHHUS O JMOKyMEHTE (JIOKYMEHTax),
puwaraéMoM K OCHOBHOMY JIOKYMEHTY (B CONPOBOJUTEIBHBIX IHChMax,
MIPETCH3UAX, aKTaX, CIPaBKax U APYrux WHPOPMAIMOHHO-CIIPABOYHBIX JTOKYMEHTAX )
WIM O TOM, YTO JIOKYMEHT SIBJISICTCS TPHUJIOKEHHEM K OCHOBHOMY JOKYMEHTY
(B TOKYMEHTax - MPUIIOKEHUSIX K PACIOPSIAUTEIbHBIM JTOKYMEHTAM, TOJIOXKEHUSM,
paBuiIaM, HHCTPYKIIUSM, TOTOBOpaM, IJlaHaM, OTYETaM U Jp. JOKYMEHTaM).

B compoBoauTENBHBIX MHChMaxX MW JPYTrUX HHPOPMAIMOHHO-CTIPABOYHBIX
JTOKyMEHTaX OTMETKA O MPUIIOKEHUN 0OPMIIICTCS MO TEKCTOM OT TPAHUIIBI JICBOTO
MOJIS CIIEAYIOIINM 00pa3oMm:

- €CJIM TIPUJIOKEHNE HA3BAHO B TEKCTE:

[Tpumep:

[Tpunoxxenue: Ha 2 1. B 1 3K3.

- €CJIM MPUJIOKEHNE HE Ha3BaHO B TEKCTE WJIM €CIM MPHUIIOKEHUN HECKOJBKO,
YKa3bIBaIOT Ha3BaHUS JOKYMEHTOB-TIPUIIOKEHUH, KOJIMYECTBO JIUICTOB M SK3EMILISIPOB
KQKIOTO TIPHIIOKCHHUS:

[Tpumep:

[Tpunoxenue:

1. ITomoxxenue ... HAa 5 1. B 1 9K3.
2. Copaska ....... Ha 2 1. B | 3Kk3.

- CCJIM MOOKYMCHT, HBHH@MHﬁCH MNPHIIOKCHUCM, HMCCT IIPUIIOKCHUA C
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CaMOCTOSITEJIbHOW HyMEpaluen CTPaHULL:
[Tpumep:

[Tpunoxenue: nucekMo ot 05.06.2023 Ne 02-6/172 u npumnoxeHus K HEMy,
BCETO Ha 5 L.

- €CM TIPUJIOKEHUEM SIBISETCS OOOCOOTCHHBIM JJICKTPOHHBIM HOCHUTENb
(KOMIaKT-IUCK, Usb-(ien-HakomuTe b 1 JIp.):
[Tpumep:

[Tpunoxenue: CD B 1 3k3.

IIpu sTOM Ha BKIambIIIEe (KOHBEPTE), B KOTOPBIA IOMEIIACTCS HOCHUTEIb,
YKa3bIBAIOTCS HAWMMCHOBAHHWS JOKYMEHTOB, 3allMCaHHBIX Ha HOCHTENb, HMEHA
(baiinos.

B pacnopsauTenbHbIX JOKYMEHTaX (ITOCTAaHOBJICHMSIX, PEHICHUSX, MPUKa3ax,
pPacCHoOpsDKEHUSIX), JIOTOBOpaXxX, IOJIOKEHUSX, MpaBWIAX, HHCTPYKUUSIX U JAPYTUX
JIOKyMEHTaX OTMETKA O MPUIIOKEHUH 0(hOPMIISIETCS CIIETYIOIINM 00pa3oM:

- B TEKCTE JOKYMEHTa IMPH TEPBOM YIMOMHHAHUU JOKYMEHTA-TIPUJIOKCHUS B
CKOOKax ykaszbIBaeTcs: ... (MPUJIOKEHUE) WK ... (IpuioxkeHue 1); mepes HoMepoM
TIPHUJIOKEHUS JOMYCKAeTCs CTABUTh 3HAK HOMeEpa: ... (prtoskeHue Ne 2);

- Ha TICPBOM JIHCTE JTOKYMEHTA-TIPWJIOKCHHUS B TPABOM BEPXHEM YTITy
yKa3bIBaeTC:

[Tpumep:
[Tpunoxxenue Ne 2
K MIOCTAHOBJICHUIO
OT «__ » 20 Ne

CTpoku pekBU3HWTA BBIPABHHUBAIOTCS IO JIEBOMY Kpalo WIH IEHTPYIOTCA
OTHOCHUTEJIBHO CAMOM JIJTMHHOW CTPOKH.

I'pug coznacoeanusa 0oxymenma

CoriacoBaHue NpPOCKTa JAOKYMEHTa Ha OYMaXHOM HOCHUTENIE C JAPYTUMH
OpraHu3aIsIMH, HHTEPEChl KOTOPBIX B HEM 3aTparuBaroTcs, opopmisieTcs rpudom
cormacoBanusi. ['pud coryacoBaHuMs B 3aBUCMMOCTH OT BHJA JOKYMEHTa U
0COOEHHOCTEH er0 0(hOPMIICHHSI MOYKET TIPOCTABIISATHCS:
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- Ha TIEPBOM JIUCTE JIOKyMEHTa (€CJIM JOKYMEHT MMEET THTYJIbHBIN JIHCT - Ha
TUTYJIFHOM JICTE) B JICBOM BEPXHEM YIIIy Ha ypOBHE rpuda yTBEpKICHUS HIH TIOJ
HaMMEHOBaHHEM JIOKYMEHTa OJIKe K HIDKHEMY IT0JTIO);

- Ha MOCJIETHEM JIUCTE JOKYMEHTA MOJ] TEKCTOM;

- Ha JIUCTE COTJIACOBAHMSI, SIBIAIONIEMCS] HEOTHEMIIEMOM YaCThIO TOKYMEHTA

I'pu¢ cormacoBanust Bimouaer B ceds cimoBo COIJIACOBAHO,
HAaVMEHOBAHHE JIOJKHOCTH JIUIA, C KOTOPBIM COTJIACOBBIBACTCSI TOKYMEHT (BKJIFOYAsT
HAaVMCHOBAaHHE OpraHa MECTHOTO CaMOYINpaBiCHUsS (OpraHu3aluM), JTHYHYIO
HOAIKUCH, PAaCIIU(POBKY MOJIKMCH U JIaTy COTJIACOBAHHS WJIM Ha3BaHUE JTOKYMEHTa,
MOJTBEPKIAIOIIETO COTIIACOBaHKE, €r0 ATy M UHICKC, HapuMep:

COI'JTACOBAHO
3amecTtutens [ naBbl
AJIMUHHCTpauuu
MYHUIMIIATBHOTO 00pa3oBaHuUs
CrapobGenbckuit
MYHULANAIBHBIN OKPYT
Jlyranckount HapogHou
PecnyOnuku

(moamucs) n.o.
damunus

JlaTa

N

COI'JTACOBAHO
[Tucemom Pocapxusa
oT Ne

Ecnu cormacoBanue OCyHIECTBISIETCS KOJJICTHAJIBHBIM OpPTraHOM, B rpude
COTJIaCOBaHMS YKa3bIBAIOT CBEACHHS 00 OpraHe, COTJIACOBABIIEM JOKYMEHT, JlaTe U
HOMEpE MPOTOKOJIa, B KOTOPOM 3a(pMKCHPOBAHO PEIICHHE O COrjiacoBaHWU. Ecmu
COIVIACOBAHUE  OCYUIECTBJISICTCS  IMUCbMOM,  YKa3bIBalOT: BHUJ  JOKYMEHTA,
OpraHu3alyIo - aBTOpa JOKYMEHTA, 1aTy U HOMEP NUChMa.

COI''TACOBAHO

(HaMMEHOBaHUE KOJIJICTHATIBHOTO OpTraHa)
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(Tmoamnuch) N.0. Gamunus
(TIpOTOKOJI OT No )

I'pu¢ cornacoBanus pacnosiaraercss Huxke pekusuta «lloamuce» B jneBOM
HIDKHEM YIJIy TOKYMEHTA.

I'pudbr cormacoBaHus MOTYT pacmoiaraThCsi Ha OTAeNbHOM «Jlucrte
COTJIACOBAHMS», €CIM COJAEP/KAHME NOKYMEHTA 3aTparuBacT MHTEPECHI HECKOJIBKHUX
oprannsauuid. Ha OCHOBHOM JOKyMEHTE B MECTE€, NIPEAYCMOTPEHHOM JUIA
pacrnosyioxkeHusi rpuda coriacoBaHus, JAeiaercs OTMeTKa «JIuct coriiacoBaHus
IIPUIIAracTCsa.

IIpoexTsl INpPaBOBBIX AKTOB COIVIACOBBIBAIOTCS B IOPAJIKE, YCTAHOBJICHHOM
nyHKTOM 2.4, HacTosiet MHCTpyKIuu.

I'pugh ymeepostcoenusn 0okymenma

['pud yTBEepKaeHUS MPOCTABISAETCS HA JOKYMEHTE B ClIydae €ro yTBEP KICHUS
JNOJDKHOCTHBIM ~ JIMIIOM,  PacHOpsAUTEIbHBIM  JOKYMEHTOM  (IIOCTaHOBJICHUEM,
pacnopsKeHUEM, TPUKA30M) WM PEIICHUEM KOJUIErHabHOTO OpraHa.

I'pu¢ yTBepkIeHus pa3MeliaeTcsi B MPaBOM BEPXHEM YIUIy IMEPBOTO JIMCTA
nokyMeHTa. CpOKM PEKBH3WUTA BBIPABHUBAIOTCS IO JIEBOMY KPAarO WIM LEHTPYIOTCS
OTHOCUTEIBHO CaMOM JOJIUMHHOM cTpoku. ['pud yTBepxkaeHUs odopmiseTcs
CJIEAYIOIINM 00pa3oM:

YTBEPXIAIO

['maBa MyHUIIUTIATEHOTO 00OPA30BAHMUS
CrapobenbCcKkuii MyHUIIMTTAIBHBINA OKPYT
Jlyranckoii Haponnoit Pecrry6nuku
IHoanuce HN.0. Gamunus
ara

[Ipu yTBepkIE€HUM JOKyMEHTa HECKOJbKUMHU JOJKHOCTHBIMU JIHIIAMH HX
MOJIITMCH PACIOJIaratoTcsi Ha OTHOM YPOBHE.

[Ipu yTBepKIeHUU JOKYMEHTa IOCTAaHOBIICHUEM, PACTIOPSIKEHUEM, PELICHUEM,
npukasoM rpud yrBepxkaeHus coctouT u3 cioa Y TBEPXIIEHO (6e3 kaBbruek),
COrJJaCOBAaHHOTO B pOJE, YHCIE U TMaJIeke, COOTBETCTBYIOIIUM HA3BaHUIO
yrBepxkaaemoro  jgokymenta (YTBEPXJIEH, VYTBEPXIEHA wu T.1.),
HAaUMEHOBAHUS YTBEPKAAIOIIETO JOKYMEHTa WM OpraHa B TBOPUTEJIBHOM MAJEXKe,
€ro JaTbl U HOMEPA, HalIpUMED:
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YTBEPX/JIEH

MTOCTAHOBJIEHUEM A IMUHHUCTPALAN
MYHHUIUIIAIBHOTO OKpYTra
MYHHIIUTIATBHOE 00pa3oBaHUe
CrapobenbCcKkuii MyHUIIMTTAIBHBINA OKPYT
Jlyranckoi Haponnoit Pecrry6nuku

oT Ne

Kaxxnmas coctaBHas 4acth pekBusznTa «I'pud yTBEp)KIEHHUS» IeYaTaeTcs C
HOBOM CTpOKH uepe3 | MEXKCTPOUYHBIM MHTEpBaJ U IEHTPUPYETCS OTHOCUTEIHHO
caMOMl JJIMHHOM CTpokH. JlmuHA CTpOKM HE AomkHa TnpeBbimath 8-10 cM wu
OTpaHUYMBACTCS TMpaBbIM TMoJieM. [IpuMepHbINl nepedeHb TOKYMEHTOB ¢ Tpudom
YTBEPKJICHUS IPUBEJICH B MpuiioxxeHuu Ne 11.

Bu3za

CoriacoBanue  IpoeKTa  JOKyYMEHTa C  JOJDKHOCTHBIMH  JIMIAMH,
PYKOBOAMTENSAIMU M CIEUUAINCTaMU CTPYKTYPHBIX MOJpa3ieieHuil opopMisieTcs
BU30MU.

BusnpoBanue npoekra JOKyMEHTA SIBISIETCS €ro BHYTPEHHUM COIJIaCOBAaHUEM
U CBUACTEIbCTBYET O COMNIACMM WIM HECOIJIaCMM  JIOJDKHOCTHOTO — JIMLA
(MYHULIMITAJIBHOTO CIYXAIIEro) C COAEPKaHUEM MPOEKTa JOKYMEHTA.

Buza Bkitouaer B ceOs HaMMEHOBAaHHWE JOJDKHOCTH JIMIA, BU3UPYIOUIETO
JOKYMEHT, MOAMNHUCh, PacIM(PPOBKY MNOAMUCH (MHULMAIBI, (aMUIUIO) U JIaTy
BU3UPOBAHMS, HAIIPUMED:

3amecTtutenb ['1aBel AAMUHUCTPALIMHT
MYHHITUTIATBHOTO OKpYyTa
MYHHIUIAIbHOE 00pa30BaHKe
Crapobenbckuit

MYHHUIUTAIbHBIA OKPYT

JIyranckoit Hapoanoii Pecrybnuku
MOJIMHUCh N.O. Gamunus
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naTa

Buza npocraBnsiercs Ha MOCIEOHEM JHCTE JOKYMEHTAa NOJ NOAMNHUCHIO, Ha
00OpOTHOI CTOpPOHE TMOCJEAHEr0 JIUCTA MOJIMHHMKA JOKYMEHTA WM Ha JIMCTE
corjacoBaHus (BUBMPOBAHUSA), IPUIIATAEMOM K JOKYMEHTY.

BusupoBanue npoBOAUTCS 0 NPEACTABICHUS JOKYMEHTA Ha MOIMCAHNUE.

3amedaHusi, OcCOOble MHEHMS U JIONOJHEHHA K TMPOEKTYy JOKYMEHTa
o(hopMIIAIOTCS HAa OTJIEIBHOM JIUCTE.

JlommyckaeTcst HOJMCTHOE BU3UPOBAHUE JOKYMEHTA U €r0 MPUIIOKEHUH.

Iloonuce 0orcnocmuozo nuua

B cocraB nmoanucHu TOJKHOCTHOTO JIMLA BXOJSAT: HAMMEHOBAHHUE JIOJKHOCTH
JUIA, MOJIMUCABIIET0 JOKYMEHT (IpH HCMOJIb30BAHUM JIOJDKHOCTHOrO OJlaHKa
HAaMMEHOBAaHUE JOJDKHOCTH HE YKA3bIBaeTCs), COOCTBEHHOPYYHas MOANHUCh U €€
pacrppoBKa (MHULHAIIBI U (PaMUITHS).

Ilognuce otaensercs OT NOCIEOHEH CTPOKM TEKCTa 2-3  OJMHAPHBIMU
MEXCTPOYHBIMH HHTEPBAJIAMU.

HanmMeHnoBaHne IOJDKHOCTH B pekBu3uTe «lloamuce» medaraercs OT JI€BOM
IPaHULIBl TEKCTOBOTO TMOJIS; JABYXCTPOUHBIE M MHOTOCTPOYHBIE HAMMEHOBAHUS
neyaTaroTcs 4depe3 | MEeXCTpPOUYHBIM WHTEpBal W BBIPABHUBAIOTCS OTHOCHUTEIBHO
JIEBOTO I0JIsA, HAIIPUMED:

['maBa MyHULIMIAIBHOTO OKpYTa

MYHHITUTIATBHOE 00pa3oBaHue

Crapo06enbCKuii MyHUIIMITAIbHBINA OKPYT

Jlyranckoi Haponnoit PecrryOnuku N.0O. ®amunus

Pacmmdposka nmoamucu B pekBusute «Iloamuce» pacrosaraercs Ha YpOBHE
MOCITIEIHEW CTPOKH HaWMMEHOBAHUS JOJDKHOCTH 0e3 mpobera MeXIy WHULMATaMH, C
npobenom Mexay wuHUIManamu U  (pamwunmeit. [locnemuss OykBa Qamunnu B
pacmuppoBKe MOMUCH OTPAHUYUBACTCS MTPABBIM TIOJIEM.

[IpaBo moanmucH JOKYMEHTOB YCTAHABIMBAETCS B TIOJOXKECHHUSIX OpraHa
MECTHOTO CaMOYIIPaBJICHUS.

He nomyckaercs monamucaHue JAOKYMEHTOB C TIPEIIOTOM «3a» WA
IPOCTaBJICHHEM KOCOM 4YepThl IMepel HauMEHOBaHHWEM JOJDKHOCTH. Ecmm
JOJHKHOCTHOE JIMIO, TOJMUCh KOTOPOTO 3aroTOBJIiEHA Ha MPOEKTE JIOKYMEHTA,
OTCYTCTBYET (KOMaHIUPOBKA, OTMYCK, OOJE€3Hb), TO JOKYMEHT TOJIHCHIBAET €Tr0
3aMECTHUTENIb WJIM JIMI0, MCTIOTHSIONIEEe ero 00sI3aHHOCTH, WU MHOE JOJDKHOCTHOE
JUI0, WMEIOIIee TMPaBO TMOJMUCA B COOTBETCTBHM C PACHOPSDKCHHUEM O
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pacnpeneneHuu oOsi3aHHocTel. [Ipu 3TOM 00s13aTenbHO yKa3biBaeTcs (pakTHUecKas
JOJDKHOCTH JIMIA, TMOJAMMCABIIEr0 JIOKYMEHT, U ero (amwius. HcnpaBineHus B
MOJATOTOBJICHHBI  JOKYMEHT MOTYT OBITh BHECEHBl OT PYKUH  JIUIOM,
MOANUCHIBAIOIINM JOKYMEHT.

[Ipy moanucaHuM JOKYMEHTa JIMIIOM, B COOTBETCTBHUHM C PacCHOPSKEHUEM,
VCITOJIHSIOIIUM OO0S3aHHOCTH BPEMEHHO OTCYTCTBYIOIIETO PYKOBOAMTENSA (OTILYCK,
0071€3Hb, KOMaHIUPOBKA), TOAMUCH OQOPMIISETCS CIEAYIOIUM 00pa30M:

Hcnionusronuii 00s13aHHOCTH

['maBel AaMuHKCTpanuu

MYHUIIMIIAIBHOTO OKpYyTa

MYHUIUIIAJIBHOTO 00pa3oBaHue

Crapo0enbCKuil MyHULIMITAIBHBINA OKPYT

JIyranckoit Hapoanoit PecriyOnviku N.O. Gamunus

IIpyu moamvcanuu NOKYMEHTOB HECKOJIBKUMH JIOJDKHOCTHBIMHM JIMLIAMH HMX
MOAINKUCU  pPAcIOjararTCs  OJHAa IOJ  JAPYyrod B IOCJIEA0OBATEIBHOCTH,
COOTBETCTBYIOLIEH UEPAPXUU JOJIKHOCTEN.

[Ipu noanucanuu AOKYMEHTA pPa3HbIMU JUILAMH, PABHBIMU IO JOJLKHOCTH, HO
MPEICTABISIONIMMHU  Pa3HbIE OpPraHbl MECTHOTO CaMOYNIPAaBIICHUS, MOAMUCH
pacronararoT Ha OJJHOM YpPOBHE.

Ecnu noxkymeHT oopmieH He Ha OjlaHKe, TO B cocTaB pekBu3uta «lloanucey
BXOJUT HAMMEHOBAHUE JOJDKHOCTU JIMLA, MOAINUCHIBAIOIIETO JTOKYMEHT, Ha3BaHUE
CTPYKTYPHOI'O ITOAPA3ACIEHUs, B KOTOPOM JOKYMEHT CO34ABAJICs, JUYHAS MTOAINUCH U
ee pacuudpoBKa, HAIPUMED:

HauvansHuk oO11iero otaena

AJIMUHHCTpaluu

MYHULANIAIBHOTO OKpYTa

MYHHIIMIIAJIBHOTO 00pa30BaHUs

Crapo06enbCcKkuii MyHUIIUTATbHBIH OKPYT

JIyranckoit Hapoanoit PecniyOnuku N.0. ®amunus

Ileuamo
[Teuats 3aBepsieT MOIMHHOCTH MOAINUCH JIOKHOCTHOTO JIUIA HA TOKYMEHTAX,

yIOCTOBEPSIONIUX MpaBa Jull, pukcupyromux (akTbl, CBSI3aHHbIE C (PUHAHCOBBIMU
CpeICTBaMH, a TaKKe Ha HHBIX JOKyMEHTaX, MPEAyCMaTPHUBAIOIIMX 3aBEPEHUE
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MOJIKCH TI€YaThI0 B COOTBETCTBHUM C 3aKOHOJATEILCTBOM Poccuiickoit @enepannu.
[lewaTs mpocTaBiseTcs, HE 3aXBaTbiBasg COOCTBEHHOPYYHOW MOAMKCH JIUIIA,
MOJAMKUCABIIETO TOKYMEHT, WIH B MecTe, o0o3HaueHHOM «MID» («MecTto nmeuatny).

Ommemka o 3aeepenuu Konuu

OTmeTKa O 3aBEepeHHMH OYMa)KHOW KOIMWHU JOKYMEHTA WM BBIMHCKH U3 HEro
BKJIIOYAeT B ce0s yKa3zaHHE O MECTE HAXOXJICHUSA MOUIMHHUKA JOKyMEHTa (eciu
KOIUS BBIAAETCS JJI MPEJOCTaBICHUS B JAPYTyH0 OpraHu3aluio), ciioBo «BepHo»
(«komusi BepHa»), HAUMEHOBAHWE JOJDKHOCTH JIMIA, 3aBEPUBLIETO KOIHIO; €Tro
COOCTBEHHOPYUYHYIO MOJAINHUCH, paciin(pOBKY HOANUCH (MHUIUAIIBI, (PaMUIINIO), ATy
3aBEpeHMsl; MedyaTh (MpU MPEICTABICHUU KOMHHM WM BBIIMCKU W3 JOKYMEHTa B
Ipyryro opranuszanuio). OTMETKY O 3aBEPEHUM KONUHU clieayeT O(OpMIIATh HUKE
pekBu3uta «lloanuce» yepes 2 0IMHAPHBIX MEKCTPOUHBIX MHTEpBaja:

[TonqMMHHUK TOKyMEHTa HaxXOoAUTCs B Jene Ne 3a roj
(HaMMEHOBaHUE OpraHa MECTHOT'O CaMOYITPABIICHHSI)

BepHo (konus BepHa)

HauvansHuk oOmiero oraena

AJIMUHUCTpAIM MyHULIMIIATBHOTO OKpYTa

MYHUIMTNIATIBHOE 00pa30oBaHue

Crapo06enbCKuil MyHUIIMITAIBHBINA OKPYT

Jlyranckoi Haponnoit PecrryOnuku nOONUCD N.O. ®amunus
Jlata M.IL

JIucThl MHOTOCTPAHMYHBIX KOMUM (BBIMUCOK W3 JOKYMEHTa) HYMEpYHOTCS,
OTMETKa O 3aBEPECHUU KOIMUU JOTOJHSAETCS YKa3aHHWEM KOJIMYECTBA JIMCTOB KOMUU
(BeIMMCKM M3 JOKyMmMeHTa): «Bcero B kxomum _ n.». Jlomyckaercs 3aBepATb
OTMETKON «BepHO» Ka)KIbIi JINCT MHOIOCTPAHUYHOW KOITUH TIOKYMEHTA.

Jlns mpocTaBiieHHsT OTMETKM O 3aBEPEHMH KOMUU MOXKET HCIOJIb30BaThCs
IITAMII.

Ommemka 00 ucnoinumeJe

OtmeTka 00 MCTIOTHUTENE MTPOCTABIISETCS B JIEBOM HIKHEM YTy JIMLIEBOM WITH
O0OOpOTHOHM CTOPOHBI MOCIEIHEr0 JHMCTAa JOKYMEHTa, BKJIIOYAeT B ce0s (paMHIInIo,
UMS$1, OTYECTBO HCIIOTHHUTENS K HOMED ero TenedoHa.

OTtmeTka 00 HCHOJIHUTENE MOXET JOMOJHATHCS YKa3aHUEM JIOJDKHOCTU
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HUCIIOJIHUTCIIA, CTPYKTYPHOTO nmoapasacJICHUA u QJICKTPOHHBIM apeCcoM
HCIIOJIHUTCIIA, HAIIPUMCED:

WMBanos MBan MBanoBuy,
Otnen apXuTEKTYpHI,

IJ1aBHBIM crieruaiuct 1 paspsna,
8 (42354) 2-33-36
Ivanovl0@gov.ru

Pe3zonroyusn

Pe3ontoniust coepKUT yKa3aHUsI MO HCIOJHEHHUIO JOKyMeHTa. Pesomrorus
oopMIISIETCS. HETOCPEJCTBEHHO Ha JOKYMEHTE WIJIM Ha OJIaHKE PE30JIOLHM; IS
AIIEKTPOHHBIX JIOKYMEHTOB yKa3aHUs 0(hOPMIISIOTCS B PETUCTPAIMOHHON KapTOUKe.

VYkazaHuss 10 HWCMIOJHEHHIO BKIIOYAIOT B ce0sd (pamMuiauy, WHUIIHAIIBI
WCTIOJIHUTENEH, COAEPKAHUE MMOPYUYEHHUS, CPOK MCIIOJIHECHUS, TOANUCH PYKOBOAUTES
U JaTy:

NBanosy B.II.
IIpoury moaAroToBUTH MPOEKT JOrOBOpa
k 05.05.2023

MMOJIINCH JaTa

B Cly4dadax, Korga IMNOpYydYCHHUC HaCTCA HCCKOJBbKHM OJOJKHOCTHBIM JIMIAM,
OTBCTCTBCHHBIM HCIIOJTHUTCIICEM CUHHUTACTCA TOT, KTO YKa3aH IICPBLIM.

Ommemka o KonmpoJiie

OTMeTKa O KOHTpPOJE CBHJETEIBCTBYET O IIOCTAHOBKE JOKYMEHTa Ha
KOHTpPOJIb,  MpocTtaBisgercs  mTamnoM  "KonTposns"  wiam  mpocrtaBisieTcs
COOCTBEHHOPYYHO B BEPXHEM MPABOM I10JI€ TOKYMEHTA.

Hanpumep: K- 95/2024

Ommemka o Hanpae/ieHuu OOKymeHma 6 0eno

OtmeTka 00 MCMOTHEHUHW JOKYMEHTA W HAIpPaBJICHUU €ro B JEJI0 COCTOUT W3
cioB «B nemo», ykazaHus WHAEKCA J€7a, B KOTOPOE IOMEIIAETCS JIOKYMEHT,
MOAIUCH UCTIOTHUTENIS UK PYKOBOJAUTENS CTPYKTYPHOTO TOAPA3ACICHUS U JaThI.

OtrMeTka 00 HCHOJHEHUHM MOXET JOMOJHAThCA uHpopMmalen 00
OCOOCHHOCTSIX HCIIOJHEHUsI JIOKYMEHTa. EciM JOKYMEHT WCIOJHEH OTBETHBIM
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JAOKYMCHTOM, TO AACTCs CChbLJIKA HAa €ro AaTty U HOMCP, €CJIU OTCYTCTBYCT NOKYMCHT,
CBI/II[GTCJ'II)CTBYIOHII/Iﬁ 00 HUCIIOJIHCHHUH, TO HaCTCA KpaTKasd CIIpaBKa 00 ero
HUCIIOJTHCHHH.

I'pugh ocpanuuenus oocmyna Kk 0oKymenmy

I'pu¢ orpanuueHuss AOCTyna K JOKyMEHTY IPOCTaBJISIETCS HAa JOKYMEHTaxX Ha
OyMa)kKHBIX HOCUTEIISIX, COAEpKAIINX UHPOPMAIIHIO, OTHOCUMYIO K CIIYKEOHOH TaiiHe
WIA K UTHOMY BUJy KOH(UIEHIINAIBbHON nHOpMaLuu.

I'pud orpannueHus OoCTyna K JOKYMEHTY Ha JOKYMEHTAX, COJAEpXKaIlIhX
uH(OpPMAIMIO, OTHOCUMYIO K CIyXeOHOW TaiiHe, mMeeT BuA: « s ciy>xeOHOro
IIOJIB30BAHUS.

['pu¢ orpannyeHus nocryna K JOKyYMEHTY IPOCTABJISIETCS B BEPXHEM IPABOM
yIiay IIEpBOro JIMCTa JOKYMEHTAa M MOXET JOIOJHATBCA YKa3aHWEM HOMepa
IK3EMIUISPA JOKYMEHTA.

Cnpagounvie OaHHble OpP2AHA MECHHO20 CAMOYNPABIAEHUA, CHPYKHLYPHOZ20
noopaszoenenus

CripaBoYHbBIE JIaHHBIE YKA3bIBAIOTCS B OJJAHKAX MHUCEM U BKIIFOUYAIOT: TTOUYTOBBIM
aapec (IOMOJHUTEIBHO MOXET YKAa3bIBAThCS aJ[pEC MECTa HAXO0XKICHUS, €CIIM OH HE
COBMAJAET C TMOYTOBBIM ajpecoM); Homep TenedoHa, dakca, aapec SIECKTPOHHOU
MOYTHI, CETEBOM aJpec.

Aodpecam

Anpecar wucrnosibdyercst mpu O(QOPMIICHUM JENOBBIX (CIIy>)KEOHBIX) THCEM,
BHYTPEHHUX WH(OPMALMOHHO-CIPABOYHBIX JOKYMEHTOB (JOKJIATHBIX, CIYXEOHBIX
3aMUCOK U Jp.).

AnpecatoM  JIOKyMEHTa  MOXET ObITb  OpraHM3anus, CTPYKTypHOE
no/ipa3/ieJIeHue OpraHu3aluu, JOJKHOCTHOE WM (PU3NYECKOE JIMIIO.

PexBusut "agpecat" mpocTaBisieTcsi B BEpXHEH MpaBoil 4acTu TOKyMeHTa (Ha
OJIaHKEe C YIJIOBBIM PacroJIO)KEHHEM PEKBU3UTOB) WJIM CIpaBa O] PEKBU3UTAMU
OnmaHka (pu MPOAOIHLHOM PACIOJIOXKEHUHN PEKBU3UTOB OaHka). CTPOKM pEeKBU3UTA
"agpecar" BbIpaBHUBAIOTCS 110 JIEBOMY Kpar0 WJIM LIEHTPYIOTCS OTHOCUTEIBHO CaMOM
JUTMHHOUW CTPOKH.

[Ipu aapecoBaHUU JOKyMEHTa PYKOBOIUTENIO (3aMECTUTEIIO0 PYKOBOJUTEIIS)
OpraHM3allid yKa3bIBaeTcsi B JATEIbHOM IAJeKE€ HAUMEHOBAHHUE JIOJKHOCTH
pYKOBOAMTENSA  (3aMECTUTENSI  PYKOBOJUTENS), BKJIOYAIOlee HAMMEHOBAHHE
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OopraHu3aluu, (baMI/IJ'II/IIO, HMHHUIIWAJIbI AOJI2KHOCTHOI'O JIMIA.
HpI/I aIp€COBAHMN IIMCbMa B OPraHU3alUI0 YKa3bIBACTCA C€C IIOJIHOC HIIN
COKpAIICHHOC HAMMCHOBAHUC B UMCHUTCIIbHOM ITaACKC.

Ommemka 0 nocmynjieHuu OOKyMeHma

OTMeTKa O MOCTYIUIEHHMM JIOKYMEHTa COJIEpPKHUT OYEPEIHOM MOPSIKOBBIN
HOMEp M JIaTy MOCTYIUICHUS JOKYMEHTa (TP HEOOXOAMMOCTH — Yachl U MHHYTHI).

JlomyckaeTrcsi OTMETKY O IOCTYIUIEHHH JOKYMEHTa IPOCTaBIATbH B BUIE
mramna (JJ1s JOKYMEHTOB Ha OYMa>KHBIX HOCUTEISIX).

Ommemka 06 371eKmpOHHOI nOOnUCU

OTtMeTka 00 DJIEKTPOHHOM MOJNUCH UCIOJIB3YEeTCsl MpU BHU3yalW3alluu
AIIEKTPOHHOTO IOKYMEHTA, MOAMUCAHHOTO AJIEKTPOHHOM MOAMMUCHIO, C COOII0IEHUEM
CJIETYIONTUX TPEOOBAHMIA:

a) MECTO pa3MEUICHUs OTMETKM OO0 DJIEKTPOHHON MOANMCH JOJKHO
COOTBETCTBOBATh MECTY pa3MELIECHUS COOCTBEHHOPYYHOM MOANHMCHU B aHAJIOTUYHOM
JIOKyMEHTE Ha OyMa)KHOM HOCHUTETIE;

0) 2IeMeHTBhI OTMETKH 00 AJIEKTPOHHOMW MOAMKCH JAODKHBI ObITh BUTUMBIMUA U
YUTAEMBIMH MPU OTOOPAXKEHUH IOKYMEHTA B HATYpaJIbHOM pa3MeEpE;

B) AJIEMEHTBHI OTMETKH 00 JIEKTPOHHOM MOJIMUCH HE JOJKHBI EPEKPHIBATHCS
WJIM HAKJIQIBbIBAThCS JIPYT HA JIPYTa;

I') 3JE€MEHTbl OTMETKM 00 3JIEKTPOHHOM MOJIMUCU HE JOJIKHBI MEPEKPHIBATH
AJIEMEHTHI TEKCTa JOKYMEHTa U JIpyrue OTMETKH 00 3JEKTPOHHOM moamucu (mpu
HAJTUYHHN).

OtMmeTka 00 3JIEKTPOHHOW MOAMHUCH B COOTBETCTBUU C 3aKOHOJIATEIHCTBOM
Poccuiickoit @epepauuu BkiarovyaeT Qpasy "JOKyMeHT mnoAmucaH >3JIEKTPOHHOU
NoANUChI0", HOMEp cepThudUKaTa KJtoYa AJICKTPOHHON MOAMKMCH, (aMUIIUIO0, UM,
OTYECTBO BHaJeNbla cepTudukara, CpoK JeHCTBUS cepTuU(dUKaTa KIoya
ANIEKTPOHHOM moanucu. OTMeTKa 00 3JEKTPOHHOM MOANHUCH MOXKET BKJIHOYATh
n300paxkeHne repba, AMOJIEMBbI OpraHa BIAcTH (OpraHU3aIMK), TOBAPHOTO 3HAKA
(3Haka oOOCIy)XMBaHHs) OpraHU3alMd B COOTBETCTBUUM C  JCHCTBYIOIIUM

3aKOHOAATCIIBCTBOM.
[Tpumep
JJOKYMEHT EOI[HI/ICAH
DJIEKTPOHHOU ITOAITMCBHIO

HaunmenoBanue N.0. damunus
JOIKHOCTH Cepruduxar lal11aaa000000000011

Bnagenen Ums OtuectBo @amumnns

HetictBurenen ¢ 01.12.2023 mo 01.12.2024
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2.3.8. PexkBu3NUTHI NOKyMEHTa (KPOME TEKCTa), COCTOSIINE W3 HECKOIBKUX
CTpPOK, Ie4aTaroTcs yepe3 1 MexxcTpouHbiil nHTepBai. CoCTaBHBIE YAaCTH PEKBU3UTOB
«Anpecar», «['pud yrBepxaeHus», «OTMETKa O HAJIWYMM NPWIOKEHUsD», «I'pud
COIJIaCOBaHU» OTAEIIAIOTCS APYT OT Apyra 1,5 MEKCTPOUHBIM UHTEPBAJIOM.

JIlpyrue peKBH3UTHI JOKYMEHTA OTAEIAIOTCA APYr OT Apyra 2-3 oAuHAapHBIMHU
MEKCTPOYHBIMU UHTEPBAIIAMH.

2.4. TloaroroBka u opopmjieHUE MPOEKTOB
NPAaBOBbIX AKTOB AIMUHHUCTPALUH, GUHAHCOBOIO YIIPABJICHUA
AJIMMHUCTPAUUH

24.1.B Apmunuctpanuu, Ha ocHoBaHuu Koncturymuum Poccuiickoit
®enepaunu, Koncrurynum Jlyranckoit Hapognoit PecnyOnuku, ¢denepaibHbIX
3aKOHOB, HOPMAaTWMBHBIX MpaBoBbBIX akTOB IIpesmpenta Poccuitickonn denepanmu,
nocranoByieHni [IpasurensctBa Poccniickont @enepanun, Ykazos I naBsl Jlyranckon
Haponnoit PecnyOnuku, mocTaHoBIeHHWW mpaButenbcTBa Jlyranckoit HapomgHoit
PecniyOnuku,  YcraBom — MyHuUIunaiapbHoro  oOpazoBanusi  CrapoOenbCKuii
MYyHULIMNATIbHBIA  OKpyr, [lomoxenunem o0 AJMHMHUCTpAlMM MYHULHUIAIBHOTO
OKpyra MyHULUMNaIbHOE oOpa3oBaHue CTapoOENbCKUM MYHHMIMIIAIBHBIA OKpYT
Jlyranckoii  Hapopnoit  PecnyOnuku, yTBepkaeHHbIM  pemieHueM  Coera
MYHUIIMOATBHOTO  OKpyra  MyHHUIMNalibHOe  oOpa3zoBanue  CrapoOenbcKuid
MyHUIMNanbHbIA OKpyr Jlyranckoi Hapomnoit PecnyOnuku ot 08.11.2023 Ne 5/2,
IPUHUMAIOTCS [IOCTAHOBJIEHUS U PACIIOPSLKEHUST A IMUHHACTPALMU, TOCTAHOBJICHUS U
pacnopspkeHrs (PMHAHCOBOTO YIpaBiCHUS AIMHUHHCTpAlUH, (fajiee — IpaBOBbIC
aKThl).

2.4.2. TlogroToBka MpaBOBBIX aKTOB OCYIIECTBIISIETCS 1O MOpY4YEHHUIo | aBbl
MYHULIMIIATBHOTO 00pa3oBaHus CTapoOenbCKuii MyHULIMIIANbHBINA OKpyT Jlyranckoin
Hapopanoii Pecniy6nuku, pykoBoauTesns (pMHaHCOBOTO yIpaBieHUs! AJAMUHHUCTPALIHH.

2.4.3. TloaroToBneHHbIH MPOEKT MPABOBOIO aKkTa C JIMCTOM COTJIACOBAHU,
NOSICHUTENIBHOW 3allMCKOW, pacyeTamMd, CMETaMW M HWHBIMH MaTepHalaMH, ECIH
TaKkoOBble TpeOyIOTCsl, OOOCHOBBIBAIOIIMMHU €r0 TPUHSATHE, HAMpaBIAeTCA Ha
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COIJIaCOBaHHUE.

Kpyr nun, oOCyIIECTBISIOIIMX COIJIaCOBaHHWE IPOEKTa IPABOBOIO aKTa,
OINpEEsAET PYKOBOJAUTENb CTPYKTYPHOI'O TMOAPA3JEIECHUS — MCIHOJHUTENS IO
COIIaCOBAHUIO ¢ I'1aBoil A IMUHUCTpALUH.

[IpoekThl, NOpeaycMaTpPUBAIOIIME pPACXOAbl 3a CUYET CPEICTB MECTHOIO
Oro/KeTa, MoIekKaT 0053aTeIbHOMY COTJIACOBAHUIO C PYKOBOAHUTENEM (PHUHAHCOBOTO
yhpaBieHuss AAMUHUCTpauuy U ['1aBoil AIMHUHHCTpaALUN.

2.4.4. OTBETCTBEHHOCTD 3a Ka4€CTBO TOJTOTOBKHU MPOEKTOB, MX COTJIACOBAHHE
C  3aUHTEPECOBAHHBIMU  CTOPOHAMH  HECET  PYKOBOJAUTEIb  CTPYKTYPHOIO
NOJIPa3/IEIEHUs, OCYLIECTBIISIONIErO €ro MOATOTOBKY.

2.4.5. Ilpn ynoMuHaHUM B MPOEKTE MPABOBBIX AKTOB TI'OCYJIAPCTBEHHBIX HIIU
MYHHUIMIIATBHBIX OPraHOB TpeOyeTcs yKa3aHUE UX aThl, HOMEpa U HAUMEHOBAHUSI.

2.4.6. VI3meHeHUsT U AOMOJIHEHUST O(QOPMIIAIOTCS TMPABOBBIM aKTOM TOTO K€
BU/JIA, B KAKOM HM3/]aH OCHOBHOM JIOKYMEHT.

2.4.7. TIpoexTsl B HEOOXOAMMBIX CIIydasx JIOJDKHBI COJIEPXKaTh IyHKT O
BO3JIO)KCHUM KOHTPOJISI HAJT UX UCTIOJTHEHUEM.

2.4.8. IlpoekThl aKTOB MO KaJpOBbIM  BOIpPOCaM MOJATrOTaBIMBAIOTCS
PYKOBOJMTEIIEM YIIOJHOMOUYEHHOTO CTPYKTYPHOIO MOApa3AeaeHUsT AIMUHUCTPALIUH.

2.4.9. CormacoBanne TPOEKTOB OGOpMIISETCS Ha JIUCTE COTJIACOBAHHUS
(mpunoxxerne Ne 12) myreM BH3UpOBaHHMS Ha JIMIICBOH CTOPOHE JIMCTa HIKE
Ha3BaHUSl MPOEKTa JOJDKHOCTHBIMU JMUAMHU (JMYHAS TOJIHUCH, pacliu(ppoBaHUe
noanucu (MHUNMANBL, (aMuiMsg) W JaThl  COTJIACOBAHMS) B CICIYIOLICH
IIOCJIEIOBATEIBHOCTH:

PYKOBOJIUTEID CTPYKTYPHOTO NO/Ipa3/IeNICHUs AJIMUHHCTpanuy,
NOATOTOBUBLIETO NIPOEKT;

Ha4yaJbHUK (UHAHCOBOTO yNpaBieHHs AJMHHHCTpPAIMHM, €CIU MPOEKT
KacaeTcs (PUHAHCOBOM JEATEIbHOCTH;

Ha nuieBoil cTopoHe JMCTa COTJIacOBaHMS TaK)Ke 3aroJHSAETCS yKa3aTelb
PACCBUIKH, COJEPKAIIMN MEepeUYeHb aJpecaToB C yYKa3aHHEM HMX aJ[PECOB, KOTOPBIM
CJIElyET HAPaBUTh IPABOBOM aKT WJIM BBIIUCKY U3 HETO.

2.4.10. CornacoBanue JODKHO TIPOBOJUTHECS B CPOK HE OoJiee Tpex padoumx
JHEN y KaXKJI0rO COTJIacoBaTENs.

IIpu coriiacoBaHnM NPOEKTOB, OCHOBAHUEM JUISl IOATOTOBKHA KOTOPBIX CITYKHUT
POTECT MPOKYpOpa, CleAyeT coOMoaTh CpoK ucnonHeHus npotecta (10 mHel) c
MOMEHTa IOCTYIUIEHHS B aJMUHUCTPALMIO U COIJIACOBBIBATh TAKUE IIPOEKTHI B
TE€YEHHUE OJIHOTO JIHS.

HcnonHuTeb KOHTPOJIHUPYET MPOCTABIEHUE AAT B JHUCTE COIVIACOBAHUS IPU
BU3UPOBAHHH.

2.4.11. [lpn Hamuuuu y corjacoBareisi 0coOOr0 MHEHHUs (3aMeuyaHus) OH
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JieaeT B JIUCTE COTJACOBAHHUS COOTBETCTBYIONIME OTMETKH WM TIOJIMUCHIBACT €TO0;
ocoboe MHEHuEe (3amMedaHue), KaKk MpaBWiIo, MU3Jaraercsi Ha OTAEIbHOM JIUCTE U
MPUIIATAETCs K MPOEKTY.

2.4.12. Tlo IIPOCKTaM, MMEIOIIIM 3aMEUYaHusl, VICIIOJIHUTEIEM
MOATOTABIMBAIOTCS TPEUIOKEHUS IS MX PACCMOTPEHHUS 3aMecTuTesneil [ aBbl
AJIMUHUCTpAIUHU.

2.4.13. Eciu B XO0/€ COTJIACOBAaHWUS TMPOEKTa B HETO BHECEHBI M3MCHCHUSI
MPUHITMITHAIBHOTO XapaKTepa, TO OH TMOJJICKHT J0pabOTKE W TOBTOPHOMY
COTJIaCOBAaHUIO CO BCEMH YKa3aHHBIMU B JIUCTE€ COTJIACOBAHUS JOJKHOCTHBIMU
JUIAMHU.

2.4.14. CornacoBaHHBIiI B YCTAaHOBJICHHOM IMOPSIKE TMPOEKT TMepeaaeTcs
WCITOJTHATEJIEM B YIOJTHOMOYEHHOE CTPYKTYPHOE TOIpa3eicHue AIMUHUCTPAINH
JUTSL €T0 TIOIITACAHMUS

['maBoii MyHHMIMOAIBHOrO oOpa3zoBaHus CTapoOeNbCKU MYHHUIIMIAIbHBIN
okpyr Jlyranckoit Hapomnoit PecnyOmuku, nanee—I'naBa, WM JOTKHOCTHBIM
JIUIIOM, UCTIOTHSIONUM 003aHHOCTH [ 1aBHI;

pykoBoauTeNeM (DMHAHCOBOTO YIIPaBICHUS AJMUHUCTPALIHH.

2.4.15. [ToanucaHHbIi TPOEKT (BMECTE C AJIEKTPOHHOMN Bepcuel) mepeaacTcs B
YIOJHOMOYCHHOE CTPYKTYPHOE TOJpa3ieieHie AIMUHUCTPAIUN I PETUCTpaIuu
U BBIMTyCKa B TPEXIHEBHBIN CPOK B CTPOTOM COOTBETCTBHH C yKa3aTeJIeM PacChUIKH,
COJIEP KaIMMCSI Ha JIMIIEBON CTOPOHE JIMCTa COTIACOBAHUS.

DJIeKTpOHHAs Bepcusi MPoeKkTa 0(hopMIIsIETCS B COOTBETCTBUM C TPEOOBaHUSIMH,
MPEABIBISIEMBIMH K OPOPMIICHUIO TPOCKTOB Ha OyMaKHBIX HOCUTEIISIX.

OTBETCTBEHHOCTh 332 UJACHTUYHOCTh DJJIGKTPOHHOM BepcUd OYMaKHOMY
OpUTHHATY BO3JIaraeTcsl Ha UCTIOTHUTES.

2.4.16. llonnuHHUK (TEpBBIA WM EIWHUYHBIA DK3EMIULIP O(UIIMATBHOTO
JIOKYMEHTa) TIPaBOBOTO aKTa, JIMCT COIJIACOBaHUS K HEMYy OCTaloTCsi B
YIOJHOMOYCHHOM CTPYKTYPHOM TOJPA3JCICHHN AIMUHUCTPAIIMN, OCTAIbHBIE
MaTepuajbl BO3BPAIIAIOTCS UCTIOIHUTENIO TSI JOPMHUPOBAHUS ApXUBHOTO JIejIa.

2.4.17. Konuu mpaBOBOTO aKTa HAMPABISAIOTCS aJpecaraM B COOTBETCTBHH C
yKazaTelieM PacChUIKH,

MPaBOBBIC aKThI, N3MEHSIOIINE WIH JTOMOJHSIONINE PaHEee MPUHSTHIC TPABOBHIC
aKThbl, HAIIPABJISIIOTCA TEM OpraHaM M OpPTaHM3aIUsM, KOTOPHIM PaCcChUIAIMCH paHee
MPUHSATHIC TOCTAHOBJICHHUS, PACTTOPSKCHHSI, PUKA3bl HIIH WX MPAaBONPEEMHUKAM.

Komueidt  gokymeHTa  cieayer — CUMTaThb  JIOKYMEHT,  MOJHOCTHIO
BOCITPOU3BOISIINIA HHPOPMALIMIO MOJUTMHHUKA U BCE €r0 BHEIIHUE MPU3HAKH .

2.4.18. [IpoekThl meuaTatoTcsl Ha OJaHKaX yCTaHOBJICHHON (OPMBI.

2.4.19. TIpaBoBbIe aKThl UMEIOT CIEAYIOIINE PEKBU3UTHI:

HauMeHo8auue opeaua, u3oaguieco npaeogou axm, — Anvuauctpanus /
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¢dbuHaHCOBOE yIIpaBiieHuEe AMUHUCTPAIINH,

HaumMeHo8aHue 8Uu0a akma — MOCTAHOBIIEHUE, PACTIOPSKEHUE, PUKA3;

oama aKkTa OTAeNseTcss OT HaWMEHOBaHMsS BHUJA aKTa, KakK IMpaBuUIIO,
2 OJAVHAPHBIMU MEXCTPOYHBIMHM MHTEpBajaMu. J[aTta meyaTaeTcsi OT JEBOM rpaHUIIbI
TEKCTOBOTO TOJIsI. DJIEMEHTHI aThl MUIIYTCS apaOCKUMU MupaMu B OJHY CTPOKY B
MOCJICIOBATEILHOCTH: YMCII0, Mecsll, ro, Hampumep: 03.07.2022. B tekctax akToB,
CoZlep KallluX CBEICHUS HOPMATHBHOTO W (DMHAHCOBOTO XapakTepa, MPUMEHSETCS
CJI0BECHO-TIM(PpOBOI crtocod odhopminernus nat: 17 uromnst 2024 r.

HoMep TieyaTaeTcsi apabCcKkuMu nudpaMu OT PaBoil TPaHUIIbI TEKCTOBOTO MOJIS
U COCTOMT u3 3Haka «No», MOPSAKOBOTO HOMEpa JIOKYMEHTa M OyKBEHHOIO
0003HauYEHUs, a TAKKE COKPAIIEHHOT0 0003HAUYECHUSI T0/1a U3/IaHUS aKTa, HapUMep:
Ne 154-p/24 unu Ne 143-pn/24;

Mecmo u3z0aHus — TIeYaTaeTcs Ha OJTHOM YPOBHE C pekBu3uTaMu «Jlata» u
«Homep» u oopmisieTcst IEHTPUPOBAHHBIM CITIOCOOOM;

3a201060K TIEYATAETCd Ha PACCTOSIHUM 3  OJMHAPHBIX MEXKCTPOUYHBIX
WHTEPBAJIOB OT PEKBU3UTA «MECTO W3JIaHUS), BBIJCISETCS MOIYKUPHBIM MIPUPTOM,
HEHTPUPYIOTCS OTHOCUTEIBHO CIOB «AJIMUHUCTpaLUsLy. mexcm O0GOpMIIIEeTCS B
COOTBETCTBHHM C MMyHKTOM 2.3.7. HacToseln MucTpykiuu.

TekcT mpoekTa COCTOMT U3 JIBYX YacTell — KOHCTaTUpYHoIen (mpeaMOyIibl) U
MOCTaHOBJISAIONIEH (B paclopsKEHUAX, TPUKa3aX — PACHOPSIUTEIIBHON ), FOPUINUECKU
CBSI3aHHOU C MPUJIOKEHUSIMH K HEMY.

B koHcTaTupyromieii yacTu NPOEKTa M3JIaraloTcsi OCHOBAaHMS U 1EJb €ro
npuHsaTus. KoHcTaTupyroias 4acTh HAYMHAETCS YCTOWYMBBIMU (DOPMYIHPOBKAMHU
«Ha ocHoBanumny», «B cooTBeTcTBUNY, «BO MCIIOJIHEHUE» U T.II.

Koncratupyromass 4vacte (mpeamOyina) B TPOEKTaX  MOCTaHOBIEHUH
Anmunuctpanuu 3aBepiiaetcs cioBaMu «Anmunuctparus [TIOCTAHOBJIAET» u
JIBOCTOYHEM, TIOCJICIHEE CJIOBO IMEYATACTCs MPOMUCHBIMU OyKBaMu 0€3 pa3OMBKHU C
HOBOM CTPOKH OT TpPaHUIBI JIEBOIO TMOJsA, 4Yepe3 2 OJMHAPHBIX MEXKCTPOUYHBIX
MHTEpBaja OT TEKCTa MpeamOyJIbl, MOTYKUPHBIM IIPUPTOM.

[TocranoBistomas (pacnopsuTenbHas) 4acTh MOCTAaHOBJICHUI
(pacriopsbkeHui, TpHKa3oB) AnMuHuctpaimu /  (QUHAHCOBOTO  yIpaBICHHUS
AJIMUHUCTpaIYU, KaK MPaBUIO, TOAPA3IAEISIETCS HA MyHKTHI.

[TyHKTBI HyMepYyIOTCS apaOCKUMU 1M (paMu ¢ TOUKON 1 3ar0JIOBKOB HE HMEIOT.

[TyHKTBI MOTYT TIOAPA3ACHATHCS HA MOAMYHKTHI, KOTOPbIE, B CBOIO OYEpEb,
MOTYT UMETh OYKBEHHYIO WU [U(POBYIO HYMEpaLHIO.

B ciywae ecnum B TekcTe MpPOEKTa COJAEPIKUTCS CChUIKA HA IMPABOBBIE aKTHI,
YKa3bIBAIOTCS UX PEKBU3UTHI (JaThl, HOMEpAa U HAUMEHOBAHMS).

B cnydae ecnu B TeKCTe MPOEKTa COAEPIKATCS MPEANUCAHUS MYHHUIIUIATbLHBIM
OpraHu3alvsIM, CTPYKTYPHBIM MOJpa3ACICHUsIM AJMHHUCTPAIUM B TOCJIEIHEM
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MyHKTE MPOEKTA YKA3bIBAIOTCS OJDKHOCTH, (DaMUIUS W WHUITHAIBI JTOJDKHOCTHOTO
JIUI1a MYHUITUTIAILHON OpraHu3aliui Wik AJIMUHUCTPALMK, HA KOTOPOTO BO3JIaraeTcs
KOHTPOJIb UCIIOJTHEHUS ITPABOBOT0 aKTa;

noonucek OTACISIETCS OT TEKCTa 3 OJIMHAPHBIMU MEKCTPOUYHBIMU WHTEpPBaTIaMHU
U COCTOUT, HAIIPUMEP, U3 CJIOB:

['maBa MyHUIIUTIATIBLHOTO 00pa30BaHUs
Crapo0enbCKuil MyHUIIUTTAIBHBINA OKPYT
Jlyranckoii Haponnoit Pecry6nvku N.0O. ®amunus

Wcnonusroniuit 00si3aHHOCTH [ 71aBbI

MYHULIUIAILHOTO 00pa30BaHUs

Crapo0enbCKHil MyHULIMITAJIBHBINA OKPYT

Jlyranckoii Haponnoit Pecry6nvku N.O. ®amunus

HavanpHuk (rHaHCOBOTO yIpaBliEHUS

AJIMUHHUCTpAIIUN MYHUITUTAIEHOTO

OKpyra MyHHIIMIIAJIbBHOE 00pa30BaHUE

Crapo0enbCKuil MyHULIMTTAJIBHBINA OKPYT

Jlyranckoit HapoaHnoit PecryOnuku N.0. ®amunus

Hcnonustonmii 00s13aHHOCTH

(bMHAaHCOBOTO yMPAaBIICHUS

AJMUHUCTpAMd MYHULUIAIBHOTO

OKpyra

MYHHUIIMIIATBHOE 00pa3oBaHue

Crapo0enbCKuil MyHULIUTTAJIBHBINA OKPYT N.0. Gamunns
Jlyranckoit Hapoanoii PecriyOnuku

Nuunmanel iMenn, otdyectsa U ¢amuius [ maBel, pykoBoauTtesnss (PMHAHCOBOTO
yIpaBJICHUS AJIMUHUCTPAIIUN ITEYATAIOTCS Y TIPABOU IPAHMIIBI TEKCTOBOTO TTOJISL.

2.4.20. [Ipy Hamuyuu TPUIOKEHUN K TPOEKTY B TEKCTE MPOEKTAa Ha HUX
00s3aTeNbHO AenaeTcs cchlika. [Ipyu HaMYuM OJHOTO MPUIIOKEeHUs — (TpUjaraeTcs,
COTJIaCHO TPHUJIOKEHHUIO); TPU HATWYUU HECKOJIBKHUX MPWIOKEHUN — (MPUTIOKECHUE
No 1); (mpunoxenue No 2).

[Ipuioxkenuss K TOPOEKTaM [IOCTAHOBIICHUM, PACHOPSIKEHUN, TPHUKA30B



25

IIEYaTAIOTCS HA OTHAEJBbHBIX JIMCTAX WU HYMEPYIOTCS CaMOCTOSITEIBbHO, Ha4MHAsA CO
BTOPOTO JIUCTA.

Pa3smeps! nosne, mpudThl 1 MEKCTPOUHBbIE MHTEPBAJIBI [IPU NI€YaTaHUU TEKCTa
OPUJIOKEHUST MJIEHTUYHBI pa3MepaM, MPUMEHSEMbIM NpU O(GOPMIEHUU TEKCTOB
NIOCTAaHOBJICHUH (PACTIOPSHKEHHIA, IPUKA30B).

B npwiokeHHsAX OMEIIAIOTCA  MOJOKEHUSA, NOPSIAKUA, HWHCTPYKIMH,
perjJamMeHThl, TaOJIHIIbI, CIIMCKU, 00pa3Ibl JOKYMEHTOB.

Ha nepBoit cTpaHuiie Kax10ro NpuIOKEHN B IPABOM BEPXHEM YIUIy MHILETCS
cioBo «lIpunoxenuey, «IIpunoxenue Ne 1» u T.1., HUKe yepe3 1,5 MEKCTPOUHBIX
WHTEpBaja JaeTcs CChUIKA Ha IIOCTAHOBIIEHWE, PACHOPSDIKEHUE AJMUHUCTPALUH,
pacnopspkeHHe WM TpuKa3 (QUHAHCOBOTO YIpaBieHusa. Bce cocraBHblE YacTu
PEKBU3HUTA I[I€YATAIOTCA 4Yepe3 | MEKCTPOYHBIM HHTEPBAl W LEHTPUPYIOTCA IO
JUIMHHOM CTpOKe. /[MMHa CTpOKM HE MOJDKHA NPEBBIIATh 8§ CM M OTPAaHWYMBAETCS
IIpaBbIM IT0JIEM JOKyMeHTa. Hanpumep:

IIpunoxenue

K IIOCTAHOBJIEHUIO AIMUHHCTpALUU
MYHUIMIIATBHOTO OKpYyTa
MyHHUIUTIATBHOE 00pa3oBaHue
Crapo0enbCKuil MyHULIMITAJIBHBINA OKPYT
Jlyranckoit Hapognoit PecryOnuku

ot 15.01.2018 Ne 25-p/18

[Ipu ykazanum B myHKTe mpaBoBoro akta ¢opmynupoBku «YTBEPIUTb»
rpud YTBEPXKICHHUS TPOCTABISAETCS B IPAaBOM BEpXHEM YIJy TMEPBOTO JHCTa
JIOKYMEHTa B COOTBETCTBHMHM C MYHKTOM 2.3.7. HacTosield NHCcTpyKimm.

3aroJ0BOK K TEKCTY MPHJIOKEHUS OPOPMIIIETCS IIEHTPUPOBAHHBIM CIIOCOOOM.
[lepBoe c1OBO 3arojioBKa TMPWJIOKEHUS TI€YaTaeTCsl MPOMUCHBIMH OyKBaMH,
(ITOJTOKEHUE, ITEPEYEHD, CITMCOK u T.4.). MeXCTpOUHBI HUHTEPBAT MEKIY
MEPBOM CTPOKOM 3arojIoBKa U MOCIEIYIONUMU CTPOKAMU MOXKET OBITh YBETUYCH Ha
0,5 unrepBana.

3arojJoBOK  TNPUIIOKEHUA  OTaensercss oT  pekBusura  «lIpumoxenue»
4 oauHapHBIMM MEXCTPOUHBIMH HMHTEpPBAJaMH, OT TEKCTAa MPUIOKEHUS —
2 OIMHAPHBIMU MEKCTPOUYHBIMU UHTEPBAIaMU.

[Ipy Hamuuuu B TEKCTE MPUIIOKEHUSI HECKOIBKHUX Pa3/IesIOB OHU HYMEPYIOTCS
pUMCKHMH TdpaMy, WX HA3BaHUS TIEYATAIOTCS IIEHTPUPOBAHHBIM CIIOCOOOM
(OTHOCUTENBHO TPAHUI] TEKCTA) MPOMUCHBIMU OyKBaMH, BBIICTSIOTCS MOy KUPHBIM
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mpugpTom. Touka B KOHIIE 3ar0JIOBKA HE CTABUTCA.

IToxpa3nensl HyMepyrOTCs B mpenenax pasnaena. Homep moxpasgena noipkeH
COCTOSITh M3 HOMEpA pa3jena U Mojapasiena, pa3ieIeHHbIX Toukoil (Hanpumep: 1.2.).
Homep nyHKTa IOJDKEH COCTOSATH M3 HOMEpa paslena, mnojpasjerna U IIyHKTa,
pa3neneHHbIx Toukamu (Hampumep: 2.3.1.) IIyHKTBI mpu HEOOXOIUMOCTH MOTYT
MOAPA3AEIATHCS HA MOAITYHKTBI, KOTOPBIE JOJDKHBI UMETh MOPSAAKOBYIO HyMEPALHUIO
B Npelenax Kaxaoro nyHkra (Hampumep, 1.2.2.1.). Ilocie Touku B HyMmepauuu
IYHKTa WIK MOJITYHKTA TEKCT M€YaTAETCs C MPONUCHON OYKBBI.

TexcT npunoxeHus MoxeT ObITh 0hopMIIEH B BUE Tabnuubl. I'padsl u cTpoku
TaOJIMIBl JOJKHBI MMETh 3arojIOBKH, BBIPQ)KEHHBIE MMEHEM CYIECTBUTEIBHBIM B
UMEHUTENbHOM najexe. [loa3aroiaoBku rpag U CTpOK rpaMMaTHYECKH JTOJIKHBI OBITH
COTJIaCOBAHBI C 3ar0JIOBKaMHU.

Ecin Tabnuiy neyaTtaroT 0ojiee 4eM Ha OAHOM CTpaHMIIE, 3ar0JIOBOYHASI 4aCTh
Tabnuubl (HauMeHoBaHWE rpad) aubOO0 Homepa Tpad NOBTOPSAIOTCS HA KaKIOU
CTPAHMIIE.

[Ipy HanMuuMu B TEKCTE MPUIOKEHHM CCHUIKM Ha CHOCKY, OHa odopmisercs
3Be30uKol Win 1udpoil co ckobkoit: * mmu . TekcT CHOCKM IedyaTaeTcs uYepes
1 MeXCTpOYHBIN MHTEpBaJ B KOHLE KaXJIOM CTpaHUIbl WIHM MOCIE NPUIIOKEHUS B
LEJIOM TOJI YepTOM M MOXKET meyaTaThecsi WpudToM MeHbluero paszmepa. I[locne
CUMBOJIa CHOCKH €€ TEeKCT Me4YaTaeTcs ¢ MPONUCHON OyKBbI. B KOHIIE TEKCTa CHOCKHU
CTaBHUTCS TOUKA.

Ha onHoO# cTpaHMIle HE TOJKHO MPOCTABIIATHCS 00JIee TPEX CHOCOK.

2.5. Oco0eHHOCTH MOATOTOBKH
1 0(pOpMJIEHHS OTAEJTbHBIX BUAOB JOKYMEHTOB

2.5.1. PacnopsizkeHue

2.5.1.1. B cinyyasix, YCTaHOBJIEHHBIX JIEUCTBYIOIIMM 3aKOHOJATEIbCTBOM,
pemenus [ maBbl, AnMUHHCTpAIUU 0QOPMIIIIOTCS PACTIOPSKECHUSIMU.

2.5.1.2. PacniopsbxkeHuss 10 KaJpOBBIM Bompocam o(QopMIIsIoTCs Ha OJlaHKe
pacnopspKeHuss AJIMUHHUCTPAITAN 1 TIOAMUCHIBAIOTCS [ 1aBOM.

2.5.1.3. BeimyckaemMbIM JTOKyMEHTaM MPUCBAUBAIOTCS MOPSIIKOBBIE HOMEpaA TI0
CIMHOW HyMEpaIlMH B Mpe/ieax BHIa JOKyMEHTa U KaJIeHIapHOTO To/1a.

2.5.2. TloJsi0:keHusl, MPAaBUWJIa, MHCTPYKIUH, MOPSI/IKH, perjiaMeHThl

2.5.2.1. llonoxxeHusi, mpaBuia, HMHCTPYKIUH, TOPSJIKH, PErJaMeHTbI
YTBEPXKIAIOTCS, KaK MNpPaBUJIO, IPUIOKEHUEM K IPABOBOMY aKTy, KOTOpPOE
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oopmisiercs B cooTBeTCTBUH € MyHKTOM 2.4.20. Hactosmieir NucTpykuuu.

2.5.2.2. [lonoxxeHue, Kak TPaBUJIO, yCTaHABJIMBAET IMOPAIOK 0Opa3oBaHUS,
3aaun U QyHKIOUH, OO0BEM TMpaB M OO0S3aHHOCTEH, OpraHu3aluio pPadoThHI
MYHUIIUTIATBHOTO OpPTraHa, MoApa3ielieHus, YyIPaBICHUs, OTAENA.

TexcT monoxeHus, Kak MPaBUIIO, COCTOUT U3 CIEIYIOIIMX Pa3/IeoB: 00Iue
MOJIOKEHUS, TOJHOMOYHS, OpTaHW3alUsA JEATEIbHOCTH, MOPSAOK MpEeKpalleHus
JESITEBHOCTH.

2.5.2.3. B mpaBuiiax ycTaHaBIUBAIOTCS HOPMBI U TpeOOBaHUsA, 00s3aTeIbHbIC
JUTS BBITIOJTHEHUSI.

2.5.2.4. B UHCTPYKIIMU H3JIaraeTcsi MOPSAOK OCYIIECTBICHHUS KaKOW-I100
NESATEILHOCTH WU TIOPSAJOK MPUMEHEHUS! TOJIOKEHUN 3aKOHOAATENbHBIX U HHBIX
HOPMATHUBHBIX TIPABOBBIX aKTOB.

2.5.25.C menpto ynopsmodeHHsl KaKoro-In0O BHUAA ACSITCIBHOCTH MOXKET
YTBEPKIATbCS NOKYMEHT, Ha3blBacMbI mnopsakoM. Hampumep: Ilopsinox ydera,
WCTIOJIb30BaHUS M XPAHECHUS TTeYaTeH.

2.5.2.6. 3arojloBOK K TEKCTY MOJIOKEHUS, MPaBUJl, UHCTPYKIIMH OTBEYAET HA
Bonipoc «O ueM?», 3arojlOBOK K pErjJaMeHTy, COAepXkalleMy JOJIKHOCTHBIE
TpeOOBaHUS U MOPAJOK MPOBEACHUS PadOT (HOIKHOCTHOM pErjiaMeHT), OTBEYaeT Ha
Bonpoc «Koro?» (JoJKHOCTHOM peryiaMeHT IJIaBHOrO CHEIUaINCTa).

KoncTaTtupyromieid 4acThiO MOJIOKEHUS, MTPABWII, HHCTPYKIIUU, JOHKHOCTHOTO
pernamenTa CiIykuT paszaen «OOme TOJOXKEHUsS», B KOTOPOM YKa3bIBAIOTCS
OCHOBaHUS pa3pabOTKH, OCHOBHOE Ha3HaUCHUE.

OCHOBHOM TEKCT MOJOXKEHUS, MPaBWJ, WHCTPYKLHHU, TMOPSJKA, pEriaMeHTa
MOXET JCNUTHCS Ha pa3/ielibl, MyHKThl W TOJANYHKTHI. Pa3ienbl MOKHBI WMETh
Ha3BaHus. Has3BaHue pasjena medaraercs NPONMUCHBIMU OyKBaMM, BBIIEISETCS
MOJTYKUPHBIM HIPU(PTOM U BHIPABHUBAETCS 110 IIEHTPY.

2.5.3. IIpoTokoa

2.5.3.1. [IpoTokos coBemanus (3acefanus) — AOKYMEHT HH(POPMAIMOHHOTO
XapakTepa, MpeJHA3HAYCHHBIN I (UKCAIlMM XO0Ja PAaCCMOTPEHHS BOIPOCOB H
NPUHATUS PEIIEHWHA Ha COBEIIAHMUSX, a TakKKe 3acCelaHusX KOJUICTHATBHBIX,
COBEMIATENbHBIX, KOOPIUHAIIMOHHBIX, SKCTIEPTHBIX U UHBIX OPTaHOB.

2.5.3.2. [IpoTOKOJI COCTaBIISIETCS HA OCHOBAHWU 3aIlMCEH, MPOU3BEIAECHHBIX BO
BpeMsl COBEIIaHUs, MPEJCTABICHHBIX TE3MCOB JOKIAJ0B U BBICTYIUJICHUH, CIPABOK,
MPOEKTOB PEUICHUN U APYTUX MATEPHUAIIOB.

Cpox odopmiieHHs MPOTOKOJA COCTABISET 0 TPeX padoumx AHEH co JHS
MPOBEJICHHUS COBENIAHUS (3aceIaHus).

OTBETCTBEHHOCTh 32 MOJATOTOBKY IIPOEKTOB MPOTOKOJIOB  COBEILAHMIA
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(3acegaHuil), WX COIVIACOBAaHWE C 3aUHTEPECOBAHHBIMU CTOPOHAMH HECYT
PYKOBOJMTENN CTPYKTYPHBIX MOApPA3IeICHU, OTBETCTBEHHBIX 32 UX MPOBEJICHUE.

2.5.3.3. [IpoToKOJIBI MOTYT W3AaBaThCs B MOJHOW WJIM KpaTko dopme, npu
KOTOPOM OMyCKaeTcsl X0 00CYy X ACHUs BOIIPOca U PUKCUPYETCS TOJIBLKO MPUHATOE TIO
HEMY peIlleHuE.

2.5.3.4. Tekct momHoro mpoTokoya (mpmwioxeHue Ne 13), kak mpaBwiIo,
COCTOMT U3 JBYX YacCTeW: BBOJHON U OCHOBHOM.

B BBOgHONM wYacTH yKa3bIBAIOTCS HMHHULMAIB W (aMuius TpeacenaTes
(mpencenaTeNbCTBYIONIET0), CEKpeTapsi, MPUCYTCTBOBABIIMX HAa 3aceJaHUU U, MpU
HE0OXO0MMOCTH, JIUII, MPUTJIAIICHHBIX HA 3acefanue (coBemanue). Eciu koauyecTBo
MPUCYTCTBYIOIIUX TPEBBIIIACT 15 4YenoBek, B BOJHOM YacTH MPOTOKOJA JEIaeTCs
CCBIJIKA Ha CIIHMCOK, SIBISIFOIINICS HEOThEMJIEMON YacThIO MMPOTOKOJIA, HAIIPUMED:

[IpucyrcrBoBanu: 25 yen. (CIUCOK MpUIaraeTcs).

Ecnu B coBemanuu (3aceJaHuy) MPUHUMAIOT YYaCTHE MPEICTABUTEIIN PA3HBIX
OpraHOB MECTHOTO CaMOYIIPaBJIEHUSI U OpraHU3aIlfil, YKa3bIBa€TCsI MECTO pabOThl U
JOJDKHOCTh ~ K&XJOro Jiuia. MHOTOCTpOYHbIE HAWMEHOBAHMS  JIOJDKHOCTEH
MPUCYTCTBYIOIINUX TIEYATAIOTCS YePEe3 OJTMH MEKCTPOUHBIA HHTESPBAJ.

BBomHas wacTh NPOTOKOJA 3aKAHYMBAETCS IOBECTKOM MOHSA, COJEpIKAIIEH
MEPEUYCHb PACCMATPUBAEMBIX BOIIPOCOB, MEPEUYHCIICHHBIX B MOPSIAKE UX 3HAYMMOCTH
C YKa3aHMEM JOKJIaq4hKa IO KaXIOMY paccMaTpHBaeMOMY BOIpocy. Bompocsr
MOBECTKU JHS dopmynupyrores ¢ mpeasiorom «O» («O6»), meuaratorcst ¢ ab3amna u
HYMEPYIOTCS apaOCKUMU UG pamu.

OcHOBHasE 4YacTh TPOTOKOJIA COCTOMT U3 pAa3/eNioB, COOTBETCTBYIOIIUX
MyHKTaM MOBECTKH JIHA. TEKCT KaXKJI0Tro pa3jiena CTPOUTCS MO0 CXEMeE:

CJIVIIIAJIN:
BBICTVYIINJIN:
PEIINJIN:

OcHOBHOE coJiep)KaHUE JIOKJIAIOB W BBICTYIUICHUW BKJIIOYACTCS B TEKCT
MIPOTOKOJIA WJIM TPUJIaraeTcs K HeMy B BUJE OTAEIbHBIX MATEPUATIOB; B MOCJICIHEM
cllydae B TEKCTE MPOTOKOJIA AeIaeTcs OTMETKA « TeKCT BBICTYILICHUS TPHIAracTCs).
[TocTanoBneHne (pemieHne) B TEKCT IPOTOKOJA BHOCHUTCS IIOJIHOCTBIO B TOHU
dbopMyIupoBKe, KOTopas OblUla MpUHATA HA COBEIIAHUW (3aceJaHuM); IpHU
HEOOXOJIMMOCTA TIPUBOMAATCS WTOTH TOJOCOBaHWS: «3a — ..., TPOTUB — ...,
BO3JIEPKAIIOCH — ...».

Conepxanne 0COOOTO MHEHUS, BBICKa3aHHOTO BO BpeMs OOCYXKICHUS,
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3aMHUCHIBACTCSI B TEKCTE MPOTOKOJA IIOCJIE€ COOTBETCTBYIOIIETO MOCTAHOBJICHUS
(peteHus ).

2.5.3.5. Tekct kpatkoro nporokojia (nmpuioxenue Ne 14) Takke COCTOUT W3
IBYX YacTeil. B BBOJHOI 4acTH yka3bIBalOTCs (paMHIIMU ¥ WHUITUABI TIPECeIaTesl
(mpemcenaTebCTBYIONIETO), CEKpeTaps, a Takke (GaMWIMA W HHHALNAAJIBI
MPUCYTCTBOBABIIINX JIUII.

CnoBo «IIpucyrcTBOBanmm» Tme4aTaeTcss OT TPAHUIBI JIEBOTO  TIOJS,
MOYEPKUBACTCS, B KOHIIE CJOBa CTaBHUTCS JBoeTounme. Hwmke yKa3bIBaroTCS
HAUMEHOBAHHUS JOJDKHOCTEH TPHUCYTCTBYIOIIMX, a CIpaBa OT HAaMMEHOBAHUS
JNOJDKHOCTEH — WX (aMWIMM W HWHUANWANB. HamMeHOBaHHS TOJDKHOCTEH MOTYT
yKa3bIBaThCsl 0000IIICHHO, HAITPUMED:

[IpucyrcTBOBaNM:

3amecturenu [ maBel AAMUHUCTpALINA
MYHUIMTIIAIIBHOTO OKpyTa
MYHHUIIUITAIBHOE 00pa30BaHUE
Crapo0OenbCcKuii MyHUITUITAIBHBIA OKPYT

Jlyranckoit Haponnoit PecrryOnuku N.O.®amunus
N.O0.®amunus

MHoOrocTpoyHble HAMMEHOBAHUS TOHKHOCTEN MPUCYTCTBYIOIIMX YKa3bIBAKOTCS
yepe3 | MexCTpOoUHbIl HHTEPBAI.

B 0CHOBHOW 4acTH NPOTOKOJIA YKa3bIBAETCSI HOMEP BONPOCA B COOTBETCTBUU C
IIOBECTKOM JHS, COAEPKAHUE BOIIPOCA U MPUHATHIE PEILEHUS.

HanmMenoBanue Bompoca HyMepyeTcs PHUMCKON HHM(PpOd M HauyWHAETCS C
npemiora «O» («O06»), mewataeTcs UEHTpoBaHO pasmepoM mmpudra Ne 15 wu
MOJIYEPKUBACTCS OJHOW YEpPTOM HUXKE IMOCJEIHEW CTPOKH Ha PAacCTOSTHUU He Oolee
onHoro wuHTepBana. llox deproil ykas3piBatoTCAd (aMUIUU JIOJKHOCTHBIX JIHIL,
BBICTYNHBIINX TPH OOCYXKJIEHUU JaHHOTO Borpoca. damMuiny medaTtaroTcs depes
1 MeXCTpPOUYHBIN MHTEPBAJL.

3aTreM yKa3bIBa€TCsl IPUHATOE 110 BOIPOCY PELICHUE.

2.5.3.6. TIpoTokon moamuckIBaeTCs mpeaceaaTesneM (TpenceaaTeabCTBYIOIIIM)
U cekpeTapeMm. J[aTol mpoToKoa sSBJsSETCS AaTa COBEUIAHU (3aceaHus ).

2.5.3.7. [IpoTokoybl TIeUaTalOTCs HA CTaHAAPTHBIX JucTax Oymaru (opmara
A4 mpudroM pazmepom Ne 14,

2.5.3.8. [IpoToKo UMEET CIAEAYIOIINE PEKBU3HUTHI:

6uo ooxymenma — cioBo «IIPOTOKOJI» mewartaercs Ha 2 CM HIDKE OT
TPAHMIIBl BEPXHETO TIOJNSI MPOMHCHBIMA OYKBaMH, Bpa3pANKY, TMOIYKUPHBIM
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mpupTom Ne 17 u BeIpaBHUBAETCS 110 LICHTPY;

8UO 3acedanusi, coseujanusi — OTACIAETCS OT MPEAbLAYIIEro PEKBU3UTA ABYMS
MEXCTPOYHBIMH HMHTEpBAJIlaMH, TI€YATACTCS MOMYKUPHBIM MIPUPTOM Yepe3 OJIUH
WHTEPBAJI U BHIPABHUBAETCS MO LIEHTPY;

oama u Homep npomokona — pAata OQOPMIIAETCA CIOBECHO-IU(POBBIM
ciocoboM, meyaTaeTcs 4epe3 JIBa MEXKCTPOUHBIX WHTEpBajia HIDKE MPEIbITyIIEro
PEKBU3HTA; HOMEP MPOTOKOJIa 0003HaYaeTCs apaOCKUMU U pamMu, MOKET BKIIOYATh
OYKBEHHBIC UHJICKCHI.

[IpoTokonam npucBanBarOTCs MOPSIKOBbIE HOMEPA B Mpeeiax KajleHIapHOTO
rojla OTAEIBHO IO KaXXIOM IpyMNIe MPOTOKOJIOB: MPOTOKOJIBI 3aCEAaHU KOJUIETHH,
IIPOTOKOJIBI KOOPAMHALMOHHBIX, SKCIIEPTHBIX COBETOB U JIp. OPIaHOB.

[IpOTOKOJIBI COBMECTHBIX 3aCE€JaHUN UMEIOT COCTABHBIE HOMEPA, BKIIOYAOITUE
NOPSIKOBbIE HOMEpPa IMPOTOKOJIOB TOCYAAPCTBEHHBIX OPraHoB, MOJpa3JeieHU,
NPUHUMABILIMX YYacTHE B 3aCE€aHUU;

Mecmo npogedenus: cogewanusi YKa3blBaeTCsl U BBIPABHUBAETCS MO LIEHTPY Ha
OJIHOM JIMHUHU C 1aTON U HOMEPOM.

OcHOBHas 4aCTh IPOTOKOJIA IT€YaTaeTcs yepe3 1,5 MeKCTPOUHBIX HHTEPBAJIA;

noonucb OTHAEISAETCS OT TEKCTa TPeMs MEKCTPOYHBIMU HHTEpBaJIaMU U
BKJIIOYAET HAUMMEHOBAaHUE [OJDKHOCTH JIMIA, MPE/ICEeNaTeIbCTBOBABIIEIO Ha
3ace/laHnu (COBEILAHUHU), €0 JUYHYIO MOIIMUCH, pacliu(POBKY MOANUCH (MHULMATIBI
u hamMunus).

HavnmMeHoBaHMe JOKHOCTH NEYaTaeTcsl OT JIEBOM TrpaHUIbl TEKCTOBOTO MO
4yepes OJIMH MEKCTPOUYHBIA UHTEPBAL.

PacmmmdpoBka mnoamucu pacrosiaraeTcsi Ha YpPOBHE IOCIEAHEN CTpOKU
HAaUMEHOBAHUA JOJDKHOCTH C NpoOesioM MeXAy HHUIHaTaMu U (haMuiuei.
[Tocneansist OykBa B paciinpoBKe HOJIUCH OIPAaHUUYMBAETCS IIPABBIM MOJIEM.

[Toanuce cekpeTapss BKJIOYAET €ro JHWYHYIO MOANUCh M paciu@poBKY
NoANKUCH, OQOpMISIETCS uepe3 2 OJWHAPHBIX MEXKCTPOUHBIX HWHTEpBaja oOT
NPEeAbIAYIIEro PEKBU3UTA.

KpaTkuii mpoToOKOJI MOANKUCHIBAETCS TOJABKO NPEACEAATEIIEM.

IIpoTokon 3acenanus KOJUIETHAIbHOIO OpraHa MOAINUChIBAETCS MTPEICcEeIaTENeEM
U CEKpETapeM, PErUCTPUPYETCS U PACCHUIAETCS CEKPETAPEM.

2.5.3.9. Opranu3anmoHHO-TEXHHIECKOS obecricucHUE COBEIIIaHUM,
IPOBOJUMMBIX C YydacTheM [JlaBpl MYHUUMIAIBHOTO 00pa3oBaHusi — [J1aBbl
AIMUHHCTpALMU, BO3JaraeTcss Ha 3amectuTens [7aBel AJMUHHUCTpalUHU, a
OPOBOJUMBIX € y4yacTMeM 3aMmecTtutesiss [7aBpl  AJAMUHUCTpallMM — Ha
COOTBETCTBYIOILIME KYPUPYEMBIE MU CTPYKTYPHBIE MOAPA3AECICHHUS.

2.5.3.10. [IpoTokon coBemaHusi COCTaBISETCS MYHHUIMIAIBHBIM CITyXKalluM
CTPYKTYPHOTO NOJpa3JeieHusi, OTBETCTBEHHOI0 3a ero mnposeneHue. Iloaroroska



31

IPOTOKOJIA 3ace/laHusl KOJIJIETHAJIbHOIO OpraHa, 3aliCH BO BpeMs 3acedaHus, cOop
MaTepHaioB BO3JIaraloTCsS Ha €ro CeKpeTapsl.

Opranuzanus 3anucy Xoja 3acefaHus (COBEIaHUs) Ha ayJu03aMUChIBAIOIINX
yCTpOMCTBAX (IUKTO(OH) M MevaTaHue BO3JIAraeTCsl HAa MYHUIIMIAIBHBIX CITYKAIIUX
CTPYKTYPHBIX MOJpa3feIeHHI1, OTBETCTBEHHBIX 3a €ro mpoBeleHue. B xoxe Takoro
COBEIIaHMs (3acelaHusi) MPEACEAATebCTBYIOMNNA JOJDKEH SICHO M YETKO Ha3bIBaTh
JOJKHOCTD, (PaMHIIUIO, UMSI M OTYECTBO BHICTYMAIOIIETO.

2.5.3.11. K mporokony coBemanus (3acegaHus) TNpuiIaraercs ykKas3aTelb
pPAcChUIKM,  TOJNMUCAHHBI  PYKOBOAMUTEIEM  CTPYKTYpHOTO  MOJApa3/eieHus,
OTBETCTBEHHOTO 3a MOJAIOTOBKY COBELIAHMS, WJIM 3aMecTuTeneM [ JaBbl
AJIMUHHCTpAaIUH.

Pacceuika komuid  MPOTOKOJIOB — coBemaHus  (3acepanusi) y  ['naBbl
o0ecrieuynBaeTcs CTPYKTYPHBIM MOJAPA3/IEJICHUEM, OTBETCTBEHHBIM 3a MOJATOTOBKY
TaKOTO COBEILaHUs (3acCeIaHusl).

2.5.3.12. llognucannpiii ['maBoit MyHUIMDANBHOTO oOpa3oBaHus — [maBoi
AJMUHUCTpAalMM  MPOTOKOJ IEpPelaeTcsi B  YINOJIHOMOYEHHOE CTPYKTYpHOE
nojipaszzesieHue AJIMUHUCTPALMU JUIsl PETUCTPAlMM B MpeesiaX KaJeHJapHOTo rojaa
U Tiepeaaun UCTIOTHUTEIIO Il PACCHUIKU.

B ciyyae He moamnucaHusl MpOEKTa MPOTOKOJIA YIOJTHOMOUYEHHOE CTPYKTYpHOE
nojapaszieneHue  AJIMUHUCTPALMM  BO3BpAIlA€T  €ro  MUCIHOJHUTEN  JUIs
KOPPEKTUPOBKM  HCIIOJHUTENEM W MOBTOPHOE €ro MpPEJCTaBIIEHUE TJIaBe
MYHHIIUIIAJILHOTO 00pa30BaHus — IJ1aBe A IMUHUCTPAIUH.

2.5.4. Cayxke0Hble MUCbMA

2.5.4.1. CnyxeOHbIMA TUCHbMaMH O(POPMIISIOTCS:

WHULIMATUBHBIE [TMCHMa;

WHCTPYKTHUBHBIE TUCHMA;

CONIPOBOJIUTEIIBHBIE MMHUChMA K IIPOEKTaM MIPABOBBIX AKTOB;

oTBeThl 00 ucnonHennn nopydenuit lIpesumenta Poccuiickoit ®deneparum,
IIpaButenbcTBa Poccuiickoit denepanuu;

OTBETHI 00 KCIIOJIHEHUHU MOpYy4YeHUi (efepaabHbIX OPraHOB HUCIOJIHUTEIBHON
BJIACTH;

oTBeThl 00 wucnonHeHun mnopydenuid ['maBel Jlyranckoir Haponnoit
PecniyOnuku, [IpaBurensctBa JIyranckoit Haponnoii Pecniy6nuku;

OTBEThl Ha MPOTECThI, MpPEACTaBICHUs, TpeOoBaHUs Npokypopa Jlyranckoi
Hapoanoit PecnyOnmuku, mpokypopa, 3amectuteneil mpokypopa CrapoOenbckoro
paiioHa;

OTBETBl Ha 3alpoChl HCIIOJHUTENBHBIX oOpraHoB Jlyranckon Hapognon



32

PecnyOnmku, opranu3ainuii 1 YaCTHBIX JIIT;

OTBETHI HAa OOpaIeHUS TPaXKIaH.

2.5.4.2. Cpok# MOATOTOBKU OTBETHBIX MHCEM YCTAaHABIMBAIOTCS PE30JIIOIUCH
['maBpl MyHULMIATBLHOTO OOpa3oBaHUsi — [1aBel AJAMHHHCTpaldd, 3aMecTUTENeH
pyKoBOAUTENS AJIMUHUCTPAlMA HA OCHOBAHUHM YCTAHOBJIEHHBIX CPOKOB HCIIOJTHEHUS
NOPYYEHHI, 3a1IPOCOB WM MO PELICHUIO aBTOPA PE3OIFOLUU.

TekcThl OTBETHBIX MHUCEM JOJDKHBI TOYHO COOTBETCTBOBATh MOPYUYEHHUSIM,
3a()MKCHUPOBAHHBIM B PE30JIIOLIMHI PYKOBOAUTEIIS.

Cpoky TMOATOTOBKM WHHUIIMATUBHBIX, MHCTPYKTHBHBIX IMHUCEM OIPEACISIOTCS
PYKOBOJMTEISIMUA CTPYKTYPHBIX MOAPA3ACIICHUN.

2.5.4.3. CnyxebHbie muchMa (Hajiee — muchbMa) OPOPMIISIOTCS Ha OJaHKax
YCTaHOBJICHHOM (POPMBI CBOOOJHO pACIPOCTPAaHIEMbIMH O€CIJIATHBIMH IIpU(TaAMU
pazmepom Ne 12, 13,14.

[TucbMO UMeeT crenyronue peKBU3UTHI:

oama — odopmisiercss TUGPOBBIM CIIOCOOOM, (IaTOW MHUChMA SIBJISIETCS JaTa
€ro IMOIMCAHMS);

ucxo0awull Homep, KOTOPBIM COCTOUT U3 TIOPSAIKOBOIO HOMEPA,

adpecam Tie4aTaeTCss B BEpXHEW mMpaBod yacTh OJaHKa MHUCbMa U
orpaHu4MBaeTcs TpaBbiM mojieM. CTpOKM pekBU3UTa «Ajapecar» LEHTPUPYIOTCA
OTHOCUTEIBHO CaMOM JJIMHHOW CTPOKH WJIM BBIPABHUBAIOTCS MO JIEBOMY Kparo.

B cocraB aapeca BXOAUT HAaMMEHOBAaHUE TOCYJapCTBEHHOIO OpraHa, opraHa
MECTHOTO CaMOYIpaBJ€HUs, OPraHU3alM1, HAUMEHOBAHUE JTOJKHOCTH, (GaMUJIUS U
WHUIIAAJIBI TOTYYaTesl.

[TosmHBI TOYTOBBIM aAPEC YKA3bIBAETCSI COCTABUTENIEM JIOKYMEHTA B Ciydae
€ro HalpaBJIiEHUsI KOPPECIOHJICHTY, HE BXONAIIEMY B YKa3aTeldb PACCBUIKH, WU
YaCTHOMY JIHILY.

HanmMeHnoBaHue rocyJapcTBEHHOTO OpraHa, MoJpa3esieHHs, OpraHa MeCTHOTO
CaMOYIIpaBJICHUsI, OpraHu3alui, UX CTPYKTYPHBIX MOApPA3ACIICHUNA, a TaKkKe
HAaMMEHOBAaHUE JOJKHOCTH MeYaTaroTcs yepe3 1 MeKCTpOUHbIA HHTEPBA.

damMunus W WHULNUAAIB OTACIAIOTCS OT HAWMMEHOBAHUS JOJDKHOCTH 1,5
MEXCTPOYHBIM HHTEPBAJIOM.

[Ipu HanpapiieHUH MUChbMa PYKOBOJMUTEINIO TOCYJAPCTBEHHOTO OpraHa, opraHa
MECTHOTO CaMOYIpaBJICHHUS, OpraHW3allMd HAUMEHOBAHHWE BXOJAUT B COCTaB
HAaMMEHOBAaHUA JTOJDKHOCTH aJipecarta, Halpumep:

['enepanbHOMY JUPEKTOPY
00beuHEHUS «ATPOIIPOM»

NBanosy M.II.
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B crmydae ecnu muchMa OJJUHAKOBOTO COJEPKAHUS HATIPABIIIOTCS HECKOIBKAM
azpecaTaM, MMEIOIIMM OJIMHAKOBBIM MPAaBOBOM CTaTyc, TO HUX CJIEAYET YKa3bIBaTh
0000I1IeHHO, HAITpUMED:

['maBamM MyHUIIUTTAJIBHBIX
oOpa3zoBaHui
Jlyranckoit Hapoanoit PecryOnuku

Ecin muceMo aapecoBaHo (pU3MYECKOMY JIMILY YKa3bIBaloTCd (GaMuiaus u
WHULMAJIBI TOTyYaTesl, 3aTeM IIOYTOBBIN a/ipec, HalpUMep:

Kannauny U.I1.

yi. CanoBag, 1. 5, kB. 12,

r. JIyrauck,

Jlyranckas Haponnas PecryOmuka,
292100

[TucbMO HE HOMKHO copepk aTh OOJbIlNe YeThipex aapecaToB. CIOBO «KOMHUS
nepe BTOPbIM U MOCIEAYIOIMMH aIpecaTaMyu HE YKa3bIBAETCH.

Ecnun xonmdectBOo ajapecaroB muchbMma 0oJjiee YETHIPEX, TO COCTABIISIETCS
yKa3aTelb PacChUIKH;

Haumenosanue aubo awnomayusi Ooxymenma (3a201080K) OTHENSETCS OT
YTJIOBOTO IITamMIa ABYMs OJJMHAPHBIMU UHTEPBAJIaMU, Ie4aTaeTcs OT JICBOW TPaHUIIbI
TEKCTOBOI'O MOJIsI CTPOYHBIMU OyKBaMH (3a UCKJIIOYEHUEM HavallbHOM OYKBBI) uepe3 1
MEKCTPOUHBIN UHTEPBAJ.

Crpoka 3arojioBKa K TEKCTY HE€ JOJKHA MpPEBbIIATh 28 MEYaTHBIX 3HAKOB.
Ecmn o0bem 3aronmoBka K TeKCTy mpeBbimaeT 140 meyaTHBIX 3HAKOB (5 CTPOK
MAIlIMHOIMUCHOTO TEKCTa C JJWHOW CTPOKM B 28 TMEYaTHBIX 3HAKOB), TO €ro
JIOTTyCKaeTCsl IPOJIJIEBATh 10 TPaHUIIBI IPABOTO TOJIS;

meKcm OOKyMenma OTACNAETCS OT 3arojoBKa 3 OJMHAPHBIMU MEKCTPOUYHBIMU
WHTEpBAJIIAMHU, [ledaTaercs uyepe3 1,5 MEeKCTPOUHBIX MHTEPBAJIA U BBIPABHUBAETCS 11O
IIMPUHE TEKCTOBOTO TMOJISI.

TekcT mnucbMa, Kak NpaBUIIO, JOJKEH KacaTbCsl OJIHOTO BOIpoca WIH
HECKOJBKHX BOIPOCOB, €CJIM OHHM B3aWMOCBSI3aHBI M OyAyT pacCMaTpHBATHCS B
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OJTHOM CTPYKTYPHOM IOJAPA3JEJE€HUU T'OCYIapCTBEHHOIO OpraHa, OpraHa MECTHOI'O
CcaMOYITIpaBJICHUS.

TexcT nucbMa 0OBIYHO COCTOMT W3 JBYX dacTel. B mepBoil yacTtu m3naraercs
IPUYMHA, OCHOBAaHUE MM OOOCHOBAHHE COCTABJICHUS MHCbMa, MPUBOASTCS CCBHLIKU
Ha JIOKYMEHTBHI, SBJISIFOIIMECS OCHOBAaHHWEM NOJATOTOBKM MHchMa. Bo BTOpoi yacTw,
HaYMHAIOIIEHCs ¢ ab3alia, TOMEIIAIOTCs BHIBOBI, MPEIJI0KEHUS, TPOCHOBI, PEIICHUS
U T.JI.

TekcT nucrMa u3Jaraercs:

OoT 3-r0 JMLIA E€OUHCTBEHHOI'O 4YHUCJa, Hampumep, «AJIMHUHUCTpALUA
paccMoTpena. . ..», «PUHaHCOBOE YIIpaBIeHUE AIMUHUCTPALUU CUUTAET. . .»;

1-ro nMua MHOXECTBEHHOIO 4YHCIIa, HampuUMep, «HampaBiseM Bam mnpoekt
3akoHa «O ....» W TPOCHM paCCMOTPETh JAHHBIA MPOEKT Ha OYEPEIHOM
3ace/laHun» ).

B ciyxeOHbIX THUChMax UCHOJB3YIOTCS (pa3bl STUKETHOIO Xapakrepa
«YBaxaembli...!» — B Hadame nucbMma, Hajg TekcToM M «C yBaXKEHHEM,» B
3aKJIFOYUTENBHON YaCTH MMCbMa, MEPE.] NOANCHIO;

npunodiceHue OTHEISIETCS OT TEKCTa 2 OAWHAPHBIMU  MEKCTPOYHBIMU
WHTEpBaJIaMH.

CnoBo «lIpunokeHue» mneyaraercss OT JIEBOM TPAHUIBI TEKCTOBOTO ITOJIS.
[locne cnoBa «llpunoxxkeHue» cTaBUTCA JBOeTOUME. TEKCT HaWMEHOBAHMS
MIPUJIOKEHUS TIeYaTaeTcs yepe3 | MeKCTpOUHBIN UHTEPBAIL.

Ecnu npusnokeHre Ha3BaHO B TEKCTE MHUCbMA, TO B OTMETKE O MPHIOKEHUU
YKa3bIBAETCS KOJIMYECTBO JIMCTOB U 3K3EMIUISIPOB MPUIIOKEHHUS:

[Tpunoxxenue: Ha 5 1. B 2 3K3.

Ecium B TekcTe Ha3BaAaHO HECKOJILKO HpI/IJ'IO)KCHI/Iﬁ HJIM C€CJIM TIPHUIIOKCHUSA B
TCKCTC AOOKYMCHTAa HC HAa3BaHbl, TO HAMMCHOBAHUS IIPHUITIOKCHHBLIX JOKYMCHTOB
NEPECUNUCIIAAIOTCA IIOCIIC TEKCTa C YKAa3aHUCM KOJHMYCCTBA JIMCTOB M I3K3CMILIAPOB
KaXXJ10T0 JOKYMCHTA U BBITJIJAT CICAYOIINM 06pa30M:

[Ipunoxenue: [IpoexT 3akona Jlyranckoii Haponnoit Pecrryomuku «O ...»
Ha 7 1. B 1 9K3.

[TosicHuTenbHas 3amucka K MPOEKTY 3akoHa JlyraHckou
Hapopanoit Pecniyonuku «O ...» Ha 3 1. B 1 9K3.

3aKiroueHue AJIMUHHUCTpaLUH ['maBer  Jlyranckou
Haponanoii Pecriy0nmku mo 3akoHONpoeKTy Ha 3 1. B 1 9K3.

Ecan IMPUIIOKCHUC HAIIPABJICTCA HC BO BCC YKAa3daHHBIC B IMMCbMC aJipccCa, TO
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OTMETKa O HaJIMYUU MIPUIIOKEHUsT opopmiiseTcs mo Gpopme:

[Tpunoxenue: Ha 2 1. B 3 3K3. BO BTOPOH ajipec.

Ecnu nmpumnoxenus cOpoOIIOPOBaHbI, TO KOJUYECTBO JIMCTOB HE YKa3bIBAeTCH,
Harpumep:

[Ipunoxxenue: nmporpamMma B 3 3K3.

Ecnmm k noxkyMeHTy mnpwiaraercss Apyrom JOKYMEHT, TakKe€ HWMEIOIIUN
IPUIIOKEHUE, TO OTMETKA O HAJIMYUU MIPUIIOKEHUS JAEJIAeTCsl CIECAYIOIUM 00pa3oM:

[Ipunoxenue: nucbMo PocapxuBa ot 05.06.2011 Ne 02-6/172 u npuiioxeHue
K HEMY, BCETO Ha 2 I.

Ecnu nmpuioxenue cofepKUT KOHPUACHIMAIbHYIO MH()OpMAIMI0, OTMETKA O
MPUWIOKEHUU OPOPMIISIETCS TaK:

[IpunoxxeHnue: CIpaBKa O HEIJIATEKECHOCOOHBIX MPEANPUSATUAX, IS
CIIy’k€OHOT0 1MoJIb30BaHus, per. Ne 26-acm, Ha 2 1. B 1 9K3.

Ha npwiokeHHsX COpaBOYHOIO Xapakrepa K IMpHUKa3aM, pacloOpsHKECHHUM,
IIpaBWJIaM, MUHCTPYKLUSAM, IIOJOKEHUSAM, ILIAHAM, IpOorpammaM, JOTOBOpaM U [p.
OTMETKA O MPUJIOKEHUU MPOCTABISIETCS HA MEPBOM JIMCTE NMPWIOKEHHS B BEPXHEM
mpaBoM yriry. Eciau IpuIoKeHHl HECKOJBKO, X HYyMEpYIOT: npuiiokeHue Ne 1,
npunoxenue Ne 2. Eciau npuinokeHue 0JIHO, OHO HE HyMEpyeTcs;

noonuck OTACNAETCS OT TeKCTa 3 OAMHAPHBIMU MEXCTPOUYHBIMU HHTEPBAJIAMHU.

Ecnu nuceMo odopmiisiercss Ha G1aHKe MUChbMa CTPYKTYPHOTO MOpa3ieieHHus,
TO MOJAIMCH BKJIFOYAET COKPALIEHHOE HAMMEHOBAHUE JOJDKHOCTH, JIMYHYIO TOAIMCH,
WHULHABI 1 (paMUIIHIO:

3amecTtutenb ['maBel AAMUHUCTpALIHA N.0O. Gamumnus

Ecnu muceMo odopmisiercss He Ha OJIaHKE, TO B MOAMKCH YKa3bIBA€TCS TOTHOE
HAaWMEHOBAHUE JOJDKHOCTH, TUYHAS TIOIMCh, MHUTIMAIBI U (DaMIUIHS:

HavanpHuk (hrHAHCOBOTO yIIpaBICHUS

AJIMUHUCTpAIM MyHUILIUTIATLHOE 00pa3oBaHue

Crapo0enbCKuil MyHUIIMITAIBHBINA OKPYT

Jlyranckoit Hapoanoit PecriyOnmku N.O. ®amunus

HpI/I noanmucaHu COBMCCTHOI'O IIMCbMa HCCKOJIIBKMMH OOJDKHOCTHBIMH
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JUUAMU HMX TOANUCH PacHoJiararoTcs OJHA IOJ JPYrol B IOCJIEI0BATEIBLHOCTH,
COOTBETCTBYIOILEH 3aHUMAEMON JOJIKHOCTH.

[Ipu moanucaHuyu COBMECTHOIO JOKYMEHTA MEPBBIN €ro JUCT 0(QOPMIISIOT HE
Ha OJaHKe;

Damunus, UMs, OMUeCmseo UCNOIHUMENS U HOMep e20 menedona NedaTaroTCs
Ha JIMIIEBOM WM OOOPOTHOM CTOpPOHE TMOCJIEIHEro JHUCTa JOKyMEHTa B JIEBOM
HIDKHEM YTJIy OT TPaHMIIbI JIEBOTO MOJs (pazmep mpudta Ne 12).

2.5.5. [lops10K MOATOTOBKHU NMKCEM 32 NMOANMUCHIO
I'1aBbI MYHHIIMIIAJILHOTO OKPYI'a MYHUIIMIIAJIbHOE 00pa3oBaHue
Crapobenbckuil MyHUIMIIAJIBHBIA OKPYT JIyranckoit Hapoanou Pecnyoiauku

I[Iucema 3a mnoamucero ['JaBel TOTOBATCS MO YyKazaHuio [nmaBbl wWim
JOJDKHOCTHOTO JIMITA, UCTIOJTHSIIOIIETO B YCTAHOBJICHHOM IOPSAKE €ro 00sI3aHHOCTH.

OTpenakTUpOBaHHBIM M  COTJACOBAaHHBIM TEKCT MHUCbMAa  HCIOJHUTEND
pacreyaTblBa€T W IMEPEJAacT B YIOJIHOMOYEHHOE CTPYKTYPHOE IIOJIPA3JCIICHUE
AnMuHHCTpanuu A1 noanucanus [ 1aBoi.

[Tonnmucannoe ['7aBoil MUCBMO PETUCTPUPYETCS M HAIMPABISETCS aapecary
YIIOJTHOMOYEHHBIM CTPYKTYPHBIM MOAPA3ACTCHUEM AIMUHUCTPALINH.

[IpoekT mnuchbMa MOCIE€ €ro PEerucTpaudu OCTAETCA B  YINOJHOMOYEHHOM
CTPYKTYPHOM IOJIpa3/IeICHUH ¢ KOMUEH MUchMa JUIsl O(pOPMIICHHS B JETI0.

B cnywae He moamucaHus TMPOEKTAa NMHUChbMA YIOJHOMOYEHHOE CTPYKTYPHOE
MoApa3JeiCHNe BO3BpAIlaeT €ro MCIOJHUTEII Ha JOPadOTKy H IOBTOPHOE
noanucanue I'nmaBoil moapazaeneHue AaMuHuctpauuu — ['1aBol AJIMHUHHUCTpaIuu
nojapasjaeieHne AIMUHUCTPALIUM.

HanpaBnenne  mnmceM  Ha  JJIEKTPOHHBIE — aJpeca  OCYUIECTBIISIECTCS
WCTIOJIHUTENSIMU CTPYKTYPHBIM MOIPA3ACTICHUEM.

2.5.6. AKT

25.6.1. AKT — JOKYMEHT, COCTAaBJICHHBI HECKOJIbKUMH JIUIIAMH W
MOATBEPIKIAIONINN YCTAaHOBJICHHBIE (DaKThl U COOBITHSI.

AKTBI COCTaBJIIFOTCSI MO pe3yJibTaTaM PEBU3MH (DMHAHCOBO-XO3SHCTBEHHOMN
NEeATEILHOCTH, TIPUEMa-Tiepeiauu Aell, IPOBEPKH HATWYHS, MHBEHTAPU3AIIMH H JIP.

AKT cOCTaBISI€TCS KOMHCCHOHHO (HE MEHEEe JBYX COCTaBHTENICH) WIIH
CHEIUATBHO YIOJHOMOYEHHBIM JOJDKHOCTHBIM JIMIIOM HA OCHOBE UYEPHOBBIX
3ammceil, KOTOphIE BEIYTCS BO BpeMsi pabOThl KOMHUCCHUH WU TPYIIBI JUI[ U
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coziepkaT (paKTUYECKHUE TAaHHBIE, KOJIMYECTBEHHBIE TTOKA3aTeNN U IPYTHUE CBEICHMUS.
2.5.7.2. AT obopMiIsieTCsl Ha CTaHIAPTHBIX JIUCTaX Oymaru mpudToM Times
New Roman (Cyr) pazmepom Ne 12-14 u umMeeT clieayrOIInue PEeKBU3UTHI:

epugh ymeepowcoenus Bkimoudaetr cinoo, Y TBEPXKJIAI, kotopoe meuaraercs
NpONMMCHBIMKA ~ OykBamMu, 03 KaBblYEK, HAWMCEHOBAaHWE JOJDKHOCTH  JIMIIA,
YTBEPKIAIOIIETO aKT, TUYHYIO MOJIUCh, €€ pacIu(PpOBKY U AaTy.

Cnoso YTBEPXJIAIO or HanmeHOBaHUS TOJDKHOCTH JIMLIA, YTBEPAMBILIETO
JTOKYMEHT, pacimm@poBKH TMOANMUCH W JOaThl pasfaensercs 1,5 MeXCTPOYHBIM
WHTEPBAJIOM;

HaumenosaHnue suoa ookymernma — AKT — pacnonaraeTcsi HIXKe HAaUMEHOBaHUS
AJIMUHUCTpaUuy, MOAPA3JACICHUA 4Yepe3 2 OJMHAPHBIX MEKCTPOYHBIX WHTEpBAJIA,
reyaTaercsl MPONMUCHBIMU OYKBaMH U UEHTPYETCS OTHOCUTEIHLHO HAWMEHOBAHUS
rOCyJIapCTBEHHOTO OpraHa, MoApa3IeiICHNUs;

HoMmep u oama O(QOpMIIAIOTCS apaOCKuMHu HUGpaMU U TMEYATAIOTCS MOCTe
cnoBa «AKT» uepe3 1 MeKCTpOUHBIN MHTEPBAI OT JIEBOM T'PAHUIIBI TEKCTOBOTO TOJIS;
JlaTa aKkTa JOJKHA COOTBETCTBOBATH JIHIO AaKTUPYEMOTO (PaKTa WM COOBITHUS,

Haumenosanue aubo anHomayusi OOKYMEHmA (3a2071080K) OTHACISICTCS OT
MPEAbIIYIIErO PEKBU3UTA 2 OJUHAPHBIMU MEKCTPOUYHBIMU UHTEPBAIAMH, I1€YATACTCS
yepe3 | MEXKCTpOYHBIM WHTEpPBAI OT JIEBOIO MOJISI U IIEHTPYETCS OTHOCHUTEIBLHO
JUJIMHHOM CTpoKH. Touka B KOHIIE 3ar0JIOBKA HE CTABUTCS. B 3aroloBke K TEKCTy akTa
YKa3bIBAa€TCsl Ha3BaHHUE UJIU KPaTKOE COJEp KaHUEe aKTUPYEeMOTo (akTa iU COOBITHS.
3aroJ0BOK JTOJKEH OTBEYaTh Ha BOMpPOC: «O yem?» COCTaBJIEH aKT, HAIPUMED:

«O TpoBeEpKE COXPAHHOCTH JOKYMEHTOB B YIIPABICHUWNY;

TeKkcm OTHAEISETCS OT 3ar0JIOBKA 2 OJIMHAPHBIMHU MEKCTPOUYHBIMU UHTEpPBATaMuU
U rieyataercs uepes 1,5 MeKCTpOoUHbIN HHTEPBAI.

TeKCT akTa COCTOUT U3 TPEX YaCTEN — BBOJIHOM, KOHCTATUPYIOILLIEN U BBIBOJIOB.

BBomnas yacter Texkcra akta HaumHaeTcsa ciaoBoM, OCHOBAHHME: mocie
KOTOPOT'O YKa3bIBACTCS HAMMEHOBAHUE JJOKYMEHTA, MTOCITY>KHUBIIIETO OCHOBAaHUEM IS
COCTaBJICHHUS AKTa, €ro J1aTa, HOMEP U 3aroJOBOK.

C HOBOW CTPOKH OT JIEBOU I'paHUILIbI TEKCTOBOIO IMOJIS IOKYMEHTA MeYaTatoTCs
cinoBa, CocTaBi€H KOMHCCHUEW, CTaBUTCS JBOETOYME, W Jajiee MNEPEUUCISIOTCS
JOJDKHOCTH, WHUIHUATB U (aMUIMKA COCTABUTEJIEM aKTa WM COCTaB KOMHCCHH,
HaIrpuMmep:

CocraBiieH KOMUCCHUEH:
ITPEACENATEJIb KOMUCCHUUN: nomxHOCTh, M.O.Damunus

YJIEHBI KOMUCCUUN: IO KHOCTE, 1.0.Damunus
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damMuINK 4JIEHOB KOMUCCHUHU PACTIONATAIOTCS B all(haBUTHOM TOPSIJIKE.

KoHcratupyronias yacTh TeKCTa akTa HauMHaeTcs ¢ ab3ana. B Heil uznararorcs
CPOKH MPOBeJeHUsI pabOThl KOMUCCHUH, €€ 1M, 3aJla4, CYITHOCTh YCTaHOBJIECHHBIX
dbakToB, METOJbl, KOTOPHIMH BeJlach MPOBEpPKa, €€ pe3yiabTaThl. TekcT
KOHCTaTUPYIOIIEH 4acTH MPU HEOOXOAMMOCTH MOXKET OBITh pa30UT HA MyHKTHI.

BrIBOIBI, TIpeioKeHNUs, 3aKTI0YCHUST KOMUCCHH TIeYaTaloTcsl ¢ ab3ara; OHu
TaKXe€ MOTYT COCTOSITh U3 HECKOJIbKUX MYyHKTOB.

B KkoHIle TekcTa yKa3bIBAIOTCS CBEICHHUS O KOJIMYECTBE HaNeyaTaHHbBIX
DK3EMIUISIPOB  aKTa, MECTE WX HaXOXKACHUS WIM ajapecaTax, KOTOPhIM OHHU
HaIPaBIISIIOTCA.

KonnuectBo AK3EMILISIPOB aKTa ONpEEIIIeTCS KOJIMYECTBOM
3aMHTEPECOBAHHBIX CTOPOH WUJIM MPABOBBIMHU aKTaMH, PETJIAMEHTUPYIOIIUMU MOPSI0K
COCTABJICHUS AKTA;

noonucy OTACISIETCS OT TEKCTA 2 OJAMHAPHBIMU MEXCTPOUYHBIMU HHTEPBAJIAMHU.

AKT TOJNUCHIBACTCS TMpeAceqaTesieM KOMHUCCHMM W BCEMHU  JIMIIAMH,
MIPUHUMABIIMMU Yy4acTU€ B €ro cocrabiieHUM. lloamucu pacrnonararorcs B TOM Ke
MOCJIEIOBATEILHOCTH, KaK WM BO BBOJHOW 4YacTH, HO 0e€3 yKa3aHUs JOJDKHOCTH,
HaIpuMep:

[Ipencenarens koMuccuun ITOJIITUCH N.0. Gamunus
YireHbl KOMUCCHUU: MOIITNCH N.0. Gamunus

I11. OPTAHU3AIUA JOKYMEHTOOBOPOTA
N UCITOJIHEHHUSA JOKYMEHTOB

3.1. Opranuszauusi J0KYyMeHT0000poTA

3.1.1. B nokymeHTo000pOTE AJIMUHUCTPALMU, CTPYKTYPHBIX MOJpa3/eIeHUu
BBIJICIISIFOTCS CIIEAYIOIIME JOKYMEHTOIIOTOKHU:

a) MOCTyMaromas JOKyMeHTaus (BXOs11as);

0) oTnpaBisieMast JOKYMEHTAIHs (UCXOSIAs);

B) BHYTPEHHSS JOKYMEHTALIHS.

3.1.2. [lopsiiok MPOXOKACHUSI JOKYMEHTOB M OMNEpPALMH, MPOU3BOAUMBIE C
HUMU B AJMHHHMCTpAlMM, CTPYKTYPHBIX MOAPA3AEICHUIX, PETrIaMEHTUPYIOTCS
Hacrosmen MHcTpyKIuen.

3.1.3. Ilpu nprUMeHEHNH ANEKTPOHHOTO JJOKYMEHTO000pOTa B AJIMUHUCTPALIUN
U CTPYKTYPHBIX  MOJApA3JENCHUAX  BeAyTcsl  0a3bl  J@HHBIX  CIy>KeOHOMU
KOPPECTIOHAEHIUU AMUHUCTPALIVH.
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3.2. Opranuszanusi 10CTABKH IOKYMEHTOB

3.2.1. JlocTaBka JIOKYMEHTOB B aIMUHHUCTPAITHIO, CTPYKTYPHBIC
MOJIPa3ICNICHUs] OCYIIECTBIIACTCS CPEACTBAMH TOYTOBOW, (ENbIBETEPCKON |
IEKTPUYECKOW CBS3M, a TaKXKe TMPU TOMOIIM HCIOJBb30BAHUS CHUCTEMBI
AJIEKTPOHHOTO JOKYMEHTO000pOTA.

3.2.2.C 1OMOIIBIO MOYTOBOM  CBA3M  [JOCTABIIETCS  IMHCbMEHHAas
KOPPECIIOHJCHIINS B BHJIC IPOCTHIX M 3aKa3HBIX ITUCEM, ITOYTOBBIX KapTOUCK,
OaHaeposiel 1 MaKeToB, a TAaK)Ke IMeYaTHbIC U3aHuUs.

3.2.3.1lo kaHamaM DJIGKTPUYECKOM CBS3M IIOCTYMAlOT: TEJIErPaMMBlI,
(dhakcorpaMmbl, COOOIIIEHUS IO JIEKTPOHHOM MOYTE.

3.3. [Ipuem, 06padoTKa, perucTpanus U pacnpeaejieHmne
MOCTYNAIIINX TOKYMEHTOB

3.3.1. JlokyMeHTBI, TOCTyHaoIMe B aAMUHUCTPAIMIO Ha OyMaKHBIX
HOCUTEJSIX, MPOXOIAT MEPBUYHYIO 00pabOTKy, MpPEeaBAapUTEIHLHOE PacCMOTPEHHE,
AJIIEKTPOHHYIO PETHCTPALMI0, PACCMOTPEHHE PYKOBOJCTBOM M TIOCJE HAJOKEHUS
PE30IOLUHU JOCTABIISIFOTCS UCTIOJIHUTEIISIM.

3.3.2. Ilpuem, mepBuuHass 00pabOTKa, MpeIBAPUTEILHOE PACCMOTPEHUE U
perucrpanus nocTynaroueil B aIMUHACTPALMIO KOPPECTOHICHIIMA MPOU3BOIUTCS B
CJIEIYIOLIEM MOPSIJIKE:

KoppecnoHaeHuss Ha uMsa [7aBwl, 3amectuteneid ['aBbl AJIMHHUCTpAIH,
NUCbMEHHbIE OOpallleHus TpaxJaH U TMepenucka 1o OOpalleHUusM TIpaxaaH
peructpupyerca B oOwmeM oTaelne AIMUHUCTPAlMd MYHUIUIAIBHOTO OKpyra
MyHHUIIUNIATbHOE 0Opa3oBaHue CTapoOeabCKUii MyHUIUMNAIBHBIN OKpyr JlyraHckoi
Hapongnoit PecriyOonuku (nanee — oOuiuii otaen);

3.3.3. [lonyyeHHble OOIIMM OTIEJIOM KOHBEPTHI C KOPPECIOHIEHIUEH
BCKPBIBAIOTCS, TP ATOM MPOBEPSETCS HAMYHME BIIOKEHUM, a TaK)Ke YKa3aHHBIX B
JIOKYMEHTAX MMPUIIOKECHUH.

B cnyuyae moBpexneHHs YIMaKOBKM M BJIOXKEHHH COCTABIIAETCS aKT B JBYX
sk3emMIuIsipax. OAMH SK3EMIUISIp aKTa HampaBiseTCd KOPPECIOHIEHTY, ApYrou
ocTaercs B 001IeM oT/ene. AKT HOJAMUCHIBAETCS HAYaIbHUKOM OOIIETo OT/IeNa.

3.3.4. OmmboYHO  TIpUCTIAHHAsT  KOPPECHOHACHIMSA  TMepechliaeTcsl 10
NPUHAJICKHOCTH, €CJIIM U3BECTEH ajpec TmoJydarens. B mnpoTuBHOM ciydae
KOPPECIIOHAEHIMS BO3BPAILAETCA OTIPABUTEIIO.

3.3.5. KoHBepThl OT MOCTyMaromeil KOPPECTIOHACHIIUA COXPAHAIOTCS U
IpUJIAraloTcsl K JTOKyMEHTaM JIMIIb B TOM Cllydae, KOT/a TOJbKO MO HUM MOYHO
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YCTAHOBHUTH aJIpeC OTMPABUTENS WJIM KOrja Jara IMOYTOBOTO IITEMIEIs HMEET
3HAUEHUE B KAYECTBE JI0KA3aTEIbCTBA BPEMEHH MOTYUYEHUS TOKYMEHTa (JIOKYMEHTHI,
MOCTYIAOIINE U3 CYJa, IPOKYPATYphl U T.I1.).

3.3.6. Cnyxxamumu 0O0IIEro otTnaesia He BCKPHIBAIOTCA KOHBEPTHI MHCEM C
HAJIIUCHIO «IMYHO». OHU MepelatoTCs 10 Ha3HAYCHUIO.

3.3.7. Peructpamnuss MOCTYNMHMBIIMX JOKYMEHTOB OCYIIECTBIISICTCSI B JICHB
noctyrmieHuss. O JOKyMEHTaX M TeJerpaMmax, TPeOYIOIMX HE3aMeNJIUTEIbHOTO
peleHus, TOKJIabIBACTCs JOKHOCTHBIM JIUIIaM A IMUHUCTPAIUU.

3.3.8. B obOmiem otnene AIMUHUCTPAITUN PETUCTPUPYIOTCS:

denepanbHble 3aKOHBI, yKa3bl W pacnopsbkeHus I[lpesumenta Poccuiickoit
@enepauuu, IMOCTaHOBIECHUS U pacnopsbkeHus IIpasurensctBa Poccuiickoi
Oepneparuu, nokymeHThl DenepanbHoro CoOpanus Poccuiickoit ®denepaiuu,
BBINMCKH U3 TPOTOKOJIOB 3acenanui [IpasurenscrBa Poccuiickont denepaiuu, ykassl
u pacnopsbkenus [maBel Jlyranckoit HapogHoit PecniyOnuku, MOCTaHOBJICHUS W
pacnopsbkenus [IpaBurensctBa Jlyranckoir Hapoanoit Pecriyoinuky;

MOCTAHOBJICHUSI U paclopsuKeHUs: [71aBbl, MOCTAHOBJIEHUS U PACIIOPSIKECHHS
AJIMUHUCTpAIlMU, TIPUKa3bl U  PaACMOpPSDKEHHs]  (MHAHCOBOTO  YIPaBJICHUS
AIMUHHCTpAllMU — Ha COOTBETCTBYIOIIMX OnaHkax. JKypHanel peructpaiuu
MYHULIMNAIBHBIX MPABOBBIX AKTOB OTHECEHBI K >KypHajlaM CTPOTOM OTYETHOCTH U
0(OpPMIISIFOTCSI B COOTBETCTBUU C TPEOOBAHUSIMU, MPEABIBIIEMBIMU K TaKOTO BHA
JOKyMEHTaM (HyMepyeTCsl KaxkJas CTpaHHUIla, >KypHajl MPOIIMBAETCS, CKPEIUISIETCS
NICYATHIO M 3aBEPSETCS MOMUCKIO), (pritoskeHune Ne 15);

BXOJsIasl KOPPECHOHACHIMSA B aapec [ TaBbl U UCXOAIIasi KOPPECTIOHICHIIMS
3a moanmuchi0 [maBel OO JMIIAa €ro 3aMemiaroliero, 3aMecTUTeNs [ JaBbl
AJIMUHHCTpAaIINH,

MUCBMEHHBIE M YCTHBIE OOpalleHUs TPakKJIaH PETUCTPUPYIOTCS B OOIIEM
OTHENE .

3.3.9. Ha goxymeHTax, moCTynaromux B ajjpec AIMUHUCTpAIlUU Ha uMs [ 1aBbI
B IIPaBOM YTJIy HHUKHEro TOJs JIMIIEBOM CTOPOHBI IEPBOr0O JINCTAa JOKYMEHTa
MIPOCTABIIACTCS PETUCTPAIMOHHBIA IIITaMIl OOIIEro OThaeja C YKa3aHWeM JaThl H
MOPSIAKOBOIO  PETUCTPALIMOHHOTO Homepa. Ha yBeloMIIEHUSIX O MPOBEICHHUU
coOpaHuii, MUTUHTOB, JAEMOHCTpAIIU/, IMECTBUNA M MUKETUPOBAHUA TPOCTABIIACTCS
PETUCTPAllMOHHBIN IITAaMII C YKa3aHUEM JaThl, MOPSAKOBOIO PETUCTPALIMOHHOTO
HOMEpa U BPEMEHH TOJIyUECHUS.

He nopsiesxar peructpanuu nocTynarIMe KHUTH, Ta3€Thl, )KYPHAJIbl U IPYTUE
MEPUOANYECKHE H3LAHUSA, PEKJIAMHBIE W3BELICHUS, MPOrPAMMBbI  COBEIIAHUMH,
KOH(epeHIIniA, MO3IpaBUTEIbHBIC TUChMA U TEJIETPAMMBbI, IPUTIIACUTEIHHBIC OMIICTHI
U Jpyrasi aHaJIOTUYHasi KOPPECIOHAEHIIUS.

3.3.10. [Ipn HanMuMu B MOCTYMUBIIUX CIYKEOHBIX MHUCbMaX CCHUIKH Ha paHee
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MOCTYIUBIIINAE TOKYMEHTHI OOIIMM OTIEIOM YKa3bIBAIOTCS PETUCTPAIMOHHBIC HOMEPA
MOCJIETHUX U 3aTE€M MUChMa MEePEAA0OTCsl HA PACCMOTPEHUE.

3.3.11. PerucTpaiiuoHHbIi HOMEpP JOKYMEHTa COCTOUT U3 TOPSAJIKOBOTO
HOMEPA, KOTOPBIA UCXO/s U3 UH(POPMAITMOHHBIX MOTPEOHOCTEHN, MOXKET JOMOTHATHCS
OYKBEHHBIM WM [HU(PPOBEIM HWHIAEKCOM, YCIOBHOTO IHU(POBOTO HWHIACKCA
CTPYKTYPHOTO TOAPA3ACIICHUs] M WHIECKCA JieJla B COOTBETCTBHH C HOMEHKJIATYPOU
nen. CocTaBHBIC YACTH PETUCTPAITMOHHOTO HOMEpa OTACISIOTCS IPYT OT Apyra KOCOM
4yepToit unm neducom.

3.3.12. Homepom moctaHoBieHus: [maBel, AJAMUHHUCTpalMM, TIpHKa3a
(MHAHCOBOTO YMPABJICHUS SIBIISIETCS €T0 PETUCTPAIIMOHHBINA MOPSAKOBBI HOMEp B
npenenax kajaeHaapHoro rojga. Homep pacnopsixenust ['nnaBwl, AIMUHHUCTpaIuw,
(WHAHCOBOTO YMPAaBICHUS — W3 PETUCTPAIMOHHOTO TMOPSAKOBOTO HOMEpa
pacnopspkeHHusT ¢ Jo0aBieHHMEM OyKB «p»; IO JHUYHOMY COCTaBy — U3
PETHCTPAITMOHHOTO TTOPSIKOBOTO HOMEPA PACIIOPSDKEHUS ¢ T0OABICHUEM OYKB «PID».
Homep pacmopsokeHuss (UHAHCOBOTO YIpaBICHUS — W3 PETUCTPAIMOHHOTO
MOPSIIKOBOTO HOMEpPA PacIOPsHKEHUS € 100aBIeHUEM OYKB «ph».

3.3.13. JlokyMeHTbI, ToJJIeKAIINE PETUCTpAllMM B OOIIEM OTJele, Mocie UxX
MPEABAPUTEILHOTO U3Y4YEHUS! (COPTUPOBKM) U COOTBETCTBYIOIIETO OGMOPMIICHHUS
CHEIUaInCTOM o0mero otaena AJIMHHHCTPAllMA — MYHHIIMIAIBHOTO  OKpyra
MyHULIUNIATbHOE oOpa3zoBaHue CTapoOeabCKUil MyHUIIMNAIBHBIA OKpyT JlyraHckoi
Hapoanoti Pecniy6nukn) nepenarorcs ['naBe.

3.3.14. PaccMoTpeHHE AOKYMEHTOB JOJKHO TMPOU3BOAMTHCS JTOKHOCTHBIMHU
JUIAMU AJIMUHUCTPAIIMU U PYKOBOJUTENSIMU CTPYKTYPHBIX TOJApa3/IeTeHUM, Kak
MpaBujoO, B JIEHb UX MOCTYIUJICHUS. YKa3aHUE MO MCIOJHEHUIO TOKYMEHTA JaeTCs B
dhopme PE30TIONHH JTOTKHOCTHOTO JIUIIA.

3.3.15. PaccmoTpennbie ['1aBoil TOKYMEHTHI BO3BpAIIAIOTCS B OOMIMI OTIEN
JUISI BHECCHHSI TEKCTa PE3OJIIOIMM W CPOKOB WCIOJHEHUS JIOKYMEHTOB, JaThI
nepeaadn (OTMPaBKU) JTOKYMEHTOB HEIOCPEICTBCHHBIM HCIIONTHUTEIISIM B KYpHAT
PETUCTPALMK BXOAAIICH KOPPECITOHICHIIHH.

3.3.16. [logmuHHUK  TOKyMEHTa, KOTOPBIA HCIOJHSAETCS HECKOJIbKUMHU
CTPYKTYPHBIMH TOJPA3CICHUSIMH, TIOTy4aeT OTBETCTBEHHBIN MUCIOJHUTEND (YKa3aH
MIEPBBIM), OCTATBHBIM HCTIOJHUTENSM MEPEAAIOTCS KOIUH, O YEM JIEIAeTCsl OTMETKA B
YKypHaJie peTUCTPAIH BXOAIIEH KOPPECTIOHCHITUH.

3.3.17. VicnosiHEHHBIE TOKYMEHTBI U KOIUK OTBETOB B 0053aTEIILHOM MOPSJIKE
nepearoTcsl B OOIIMNA OTAEN AJIsl CHSATHS C KOHTPOJIS.

3.3.18. IlepeanpecoBka JOKYMEHTOB C IOPYYCHHUSMHU JIOJKHOCTHBIX JIMII
MIPOU3BOAMTCS C pa3penieHus JOKHOCTHOTO JIUIA, TaBIICTO MOPYYCHHUS.

3.3.19. [lepenaua MOKYMEHTOB, 3apErMCTPHUPOBAHHBIX B OOLIEM OTHAEE, OT
OJTHOTO MICTIOJTHUTENISI K IPYTOMY, a TaK)Ke M3 OJTHOTO CTPYKTYPHOTO TOAPA3ICICHHUS
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B IPYrO€ OCYILECTBIISETCS TOJIBKO Yepe3 00Iuil oTae.

3.4. IlpueM u 06padoTKA JOKYMEHTOB, MOCTYNAKIIMX M0 KAHAJIAM
3JICKTPOHHOM MOYTHI U (PpaKCUMUJILHON CBSI3H

3.4.1. DnekTpoHHBIE COOOIICHUS (ITEPENUCKa), MMOChUIAEMbIE 1O JICKTPOHHOMN
MOYTE, UCTIONHAIOTCS aHAJIOTUYHO JTOKYMEHTaM Ha OyMa)KHBIX HOCHUTEIISX.

3.4.2. CpencrBa (hakCUMUIIBHOM CBSI3U MpPEAHA3HAYAIOTCS ISl OMEPaTUBHOMN
nepenayn (mpuema) TEKCTOB JOKYMEHTOB M CITy>KEOHBIX MaTepuajoB ajapecatam (OT
aJipecaroB), pa3MEIICHHBIM BHE 37jaHUsI A IMUHUCTpauu. DaKCUMUIIBHBIN anmnapar ¢
opuIMaTBEHBIM HOMEpPOM AJIMUHHUCTPAallMd YCTAaHOBJIEH B OOIIEM OTHele
AJIMUHHCTpalLUH.

3.4.3.Ilepeqaua ¢ WCHOIB30BAHHUEM CPEACTB  (PAKCUMHIIBHON  CBSI3U
JIOKYMEHTOB, COJIEPKaIlUX CIIy:KeOHYI0 WH(OPMAIMI0O OTPAHUYEHHOTO JOCTYIA, B
TOM YHCJIE C TOMETKOU « 7151 ci1y’>keOHOro MOoJIb30BaHUSI», HE pa3peliacTcs.

Kareropuuecku 3amperniaerca nepegada mo cpencrtsaM (pakCUMUIBHON CBSI3U
CEKPETHBIX JJOKYMEHTOB.

3.4.4.C wucnoib30BaHUEM CPEACTB (DAKCUMUIBHOM CBA3M MOTYT OBIThH
nepesaHbl MaTepuagbl TEKCTOBOTO, TAaOJIMYHOTO WM TpadUueckoro xapakrepa,
UCTIOTHEHHBIE THUMOTPa(CKUM, MAIIMHOMMCHBIM WM PYKOIHCHBIM CIIOCOOOM B
YEPHOM WJIM TEMHO-CHHEM I[BETE C YETKUM M KOHTPACTHBIM M300pakeHrneM (IepBbIe
HK3EMIUISIPBl WIIM UX KCEPOKOMHUM) Ha Oenoil Oymare ¢ MUHMMaJIbHOM BBICOTON OYKB
U 1udp ABa MIJUTUMETpA.

O0beM 1mepenaBaeMoOro B TEUYEHHE OJIHOTO CEaHca CBA3M JIOKyMEHTa,
BBITIOJIHEHHOTO Ha Oymare opmata A4, He JOHKEH MPEBHIIATH MSATH JIUCTOB.

3.4.5. [lepenannpie U mOpuUHATBHIE (aKCOTpaMMBbl  PETUCTPUPYIOTCS  Kak
BXOJIAIIIasi KOPPECTIOHACHIINS.

3.4.6. OTBETCTBEHHOCTh 3a cojiep)kaHue WHPOpPMaIlUU, T[epelaBaeMon C
UCTIONIb30BaHUEM CPEICTB (DaKCUMHIBHOW CBSI3M, BO3JIAraeTcss Ha HWCIOJHUTEIS,
MOJIFOTOBUBLIETO (hakcorpaMMmy AJis Mepefaydn, U pyKOBOJIUTENS COOTBETCTBYIOIETO
CTPYKTYPHOTO MOAPA3ICICHHUS.

3.5. O0paboTka U nepeaaya OTNpPaBJasieMbIX JOKYMEHTOB

3.5.1. IIpoekTsl ciaykeOHBIX TmHCEM OQOPMIISIOTCS B COOTBETCTBUM C
TpeOOBAaHUSIMHU, H3JIOKEHHBIMU B Tmoapazaene 2.5.4. «CnyxeOHble NHUCbMa», W
nevaTarTcsa Ha OJlaHKaX YCTaHOBIEHHOU (DOPMBI.

[lucema Ha Onankax ['7aBel, AJIMUHHCTpAIMM TOAIUCHIBAIOTCS [ 1aBol miu
JOJKHOCTHBIM JIMIIOM, MCTIONHSIOIIMM €ro OOA3aHHOCTH, a TaKXe JIOJKHOCTHBIMH
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JUIAaMU A TMUHUCTpAITUH.

[lucbma Ha  OnaHkax  (UHAHCOBOTO  yMpaBlieHUS  AJIMUHHUCTpAIUU
MOJMKUCHIBAIOTCS PYKOBOJIUTEIEM (PMHAHCOBOTO YIpaBieHUs AJIMHHUCTpPALUU JIUOO
JIUIIOM, UCTIOJTHSIOIIUM €ro 00s13aHHOCTH.

3.5.2. Ecmi muceMo miM TenerpaMMa HampaBIISTIOTCS HEe 00Jiee 4eM B YEThIpE
azpeca, TO MOAMUCHIBACTCS KX IbIi SK3EMIUISP.

3.5.3. [Ipn HampaBjeHUM THChMa WM TeJeTpaMMbl OOJiee YeM B YETHIPE
azipeca MCIIOJHUTEIIEM COCTAaBIISIETCA yKa3aTeldb PACCBUIKUA C YKa3aHHEM IMOYTOBBIX
win TtenerpadHbix agpecoB. [Ipy 3TOM HCHONHUTENb TpHUIaraeT K MUCHBMY WM
TeJerpaMMe He0OXOAMMOE KOJIMYECTBO KO,

3.5.4. [lucbma  Ilpesupenty  Poccuiickoit ~ ®exepanmu, B aJpec
Anmvunuctpannu [Ipesunenra Poccuiickont denepanuu, 1IpaBurenscrBa Poccniickon
Oeneparuu, pykoBoautene mnamar DenepanpHoro CoOpanusi  Poccuiickoit
®denepanyn, pPyKOBOAHWTENEH (QenepanbHbIX OpPraHOB HCIIOJHUTEIBHON BJIACTH,
I'maBel  Jlyranckoit Haponnoit PecnyOmuku, Ilpencenarenst IlpaBurensctBa
Jlyrauckoii Hapomgnoit Pecny0nuky moAnuChIBalOTCS TOJIBKO [J1aBOM WM JIUIIOM,
HCITOJIHSIFOIITUM €0 00SI3aHHOCTH.

3.5.5. [Ipu ormnpaBke NOKYMEHTOB U TEJerpaMM CIEHUAIUCT OOIIEro OTnesna
MIPOBEPSICT MPABWIBHOCTh WX O(QOPMIICHUS W HAJTWYHC TPHIOKCHUH K OCHOBHOMY
JIOKYMEHTY. [IpaBunbHO OpOPMJIICHHBIM  JOKyMEHTaM MIPUCBANBAIOTCS
perucTpanonHbie HoMepa. OIUH dK3EMIUIIp OTIPABISIEMBIX 3apEeTHCTPHPOBAHHBIX
JIOKYMEHTOB M KONHUI TelerpamMm ocTaeTrcs B oOmiem oTaene u odopmisercs Ha
apXMBHOE XpaHEHUE B COOTBETCTBUU C HOMEHKJIATYPOil Jiedl.

3.5.6. Peructpamus ormnpaBisieMbIX JOKYMEHTOB OCYIIECTBIISICTCS B JICHb UX
noAnucanus (YTBEPKICHUs) WU Ha CIICTYIONINI pabounii 1EHb.

3.5.7. Cpounass ~ koppecnoHAeHIHUS  oQopmisieTCs W OTHpPaBIISIETCS
HE3aMeTUTEIHHO.

3.5.8. [lo ucroaHEHUIO TOKYMEHTA B JKypHAI PETUCTPAIIUU KOPPECIIOHACHITUN
BHOCHUTCSI OTMETKa 00 WCIOJHEHUH, BKIIOYAONIAs CCBUIKY HAa HOMEp M JaTy
JIOKyMEHTA.

3.6. ITopsaiok NPOX0KAEHUS BHYTPEHHUX TOKYMEHTOB

3.6.1. K BHYTpEHHUM JOKyMEHTaM OTHOCATCA KOIHUHU TMPABOBbIX AaKTOB
AMUHUCTpALMM, pacHopsHKEHUs 1O  BOIPOCAM  OpraHU3alud  BHYTPEHHEH
NESATEIBHOCTH CTPYKTYPHBIX TOJAPA3ACICHUI, a TakkKe JOKJIAaJHble 3alMCKH,
CITy>KeOHBIE 3alMCKH, CIIPAaBKU U T.II., IPEJICTABIsEMBbIC TJIaBe, 3aMECTUTENIO | J1aBbl
AJMUHHUCTpAIUH, a TAKXKe CITy)KeOHbIe 3aIMCKH, MPEACTABIIAIONINE COOOM MEePENUCKY
MEXAY CTPYKTYPHBIMH NOJIPA3EICHUSIMU.
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3.6.2. BuyTpeHHHEe  JOKYMEHTHI  PETUCTPUPYIOTCS B  OOIIeM  OTHelne
AJIMUHUCTpAllMM  MYHUIIMIAJIBHOTO  OKpyra MYHHIMNAIbHOE  0Opa3oBaHUE
CrapoOenbckuii MyHUIMnanbHbii okpyr Jlyranckoit Hapognoit PeciyOimku.

3.7. Y4eT K0J1U4eCTBA JOKYMEHTOB

3.7.1. YyeT Komu4ecTBa TOKYMEHTOB, 3aPETUCTPUPOBAHHBIX B COOTBETCTBUU C
noapaszaenaom 3.3. Hactosmieit MHCTpyKiuu, 3a onpeAeieHHbIi nepuo (Toj, Mecs),
MIPOBOJMUTCS IO MECTY PETUCTPAIMH JJOKYMEHTOB.

3.7.2. 1lpu  moxacyeTe JOKYMEHTOOOOpOTa  PEKOMEHAYETCS  OTACIBHO
YUUTHIBATh JOKYMEHTHl M HMX KOIHWH, 3aMUCHIBAs ATO YHCIIO 4Yepe3 KOCYI0 UepTy:
clieBa — KOJMYECTBO 00OpadaThiBaeMbIX B AJAMUHUCTpalMH, (PUHAHCOBOM OpraHe
JOKYMEHTOB | CITpaBa — KOJIr4ecTBO MX komwmid. Hanmpumep: 10814/15375.

Bxoasmue, wcxonmdmuye W BHYTPCHHHE JTOKYMEHTBHI ITOJCYHTHIBAFOTCS
OTJICTBHO.

3.7.3. ExXxekBapTaJIbHO  CIEIUATUCT OOIIEro OTAeda ¢ CHCIUATUCThI
CTPYKTYPHBIX TOJpa3AClICHU, OTBETCTBEHHBbIC 3a JIEIONMPOU3BOJICTBO, JIAIOT
cBefieHus1 00 o0beMe JOKYMEHTOOOOpOTa MO YCTAaHOBJICHHOW (opMe HavYaIbHUKY
o0IIIeTo /TS MOCYeTa 00IIero TOKYMEHTO000poTa 0 A IMHHHUCTPAIIUH.

Pe3ynpraThl yueTa KoOaMYecTBa JOKYMEHTOB IO HMTOTaM Toja 0000ImaroTcs
OOIIIUM OTJICTIOM.

3.8. Pabora c oOpamennsiMu u 3anpocamu 4wieHoB CoBera ®denepaunu
u nenytatoB I'ocynapcrBennoi lymbl @enepanbHoro Codopanusi
Poccuiickoii ®enepannu, nenyratoB Hapoanoro Cosera Jlyranckoit Hapoanoii
PecnyOanku,
JAemyTATOB MPeJCTABUTEIHHOI0 OPraHa MEeCTHOI0 CAMOYIPaBJIEHUS

3.8.1. IloaroToBka 1 HampaBJI€HUE OTBETOB Ha OOpaIeHUs W 3aMpOChl YJICHOB
Cosera ®enepanuu u aenyratoB ['ocynapcrsenHoit [Jymbr @enepanpaoro Cobpanus
Poccuiickoit  @epeparuu  (manmee — uieH Cosera ®enepauuu, JemnyTaT
I'ocynapcteennoit lymsi), nemyraroB Hapomgnoro Cosera Jlyranckoit Hapognoit
PecnyOnuku, nemyTaTtoB MpeACTAaBUTEIBHBIX OPraHOB MECTHOTO CaMOYIPABIICHUS
OCYULIECTBIISIIOTCA B COOTBETCTBUU C 3aKOHOAATENILCTBOM Poccuiickon denepanuu u
Jlyranckoit Hapoanoit PecniyGnuku o craryce jemyTrara.

3.8.2.0tBer Ha 3anpoc uneHa Comera  ®denepauuu, jaemnyrara
['ocynapctBennoit Jlymbl gaetcst B mucbMeHHOM (popme He mo3aHee uem depe3 30
JTHEW CO JIHS €ro MOJIYYEHHS WM B MHOM, COTJIACOBAHHBIM C MHUIIMATOPOM 3ampoca,
CPOK.
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[Ipu oOpamenun unena CoBera denmeparuu, aenyrara [ ocymapcTBEHHOM
JlyMbl 11O BOTpOcaM, CBSA3aHHBIM C UX JESITEIbHOCTBIO, OTBET HA OOpaIleHuE, a TaKXKe
3anpanimBaeMble JTOKYMEHTBI WM CBEJEHUSI MPEJIOCTaBISAIOTCS Oe30TiararesibHo (B
cily4ae HEOOXOJUMOCTH TMOJTYUYEHUs AOMOJHUTENbHBIX MaTepuaioB — He no3anee 30
JTHEW CO JHS MOTYUYEHUs OOpaIeHus ).

3.8.3. OtBer Ha 3ampoc aemyrtara (rpynmsl naemytatoB) Hapomnoro Cosera
Jlyraunckoii Hapomno#t PecrmyOnmku maetcs B ycTHOM (Ha 3acemanmm HapomHoro
Cosera Jlyranckoit Hapomgnot PecmyOnuku) miam muchMeHHOM ¢GopMe HE MMO3IHEe
yeM yepes 15 aHel co AHS ero Nnojy4eHusl WIK B MHOM, YCTaHOBJICHHBIH HapoaHbiM
Coserom Jlyranckoit Hapoanoit PecriyOnuku, cpox.

[Ipu oOpamenun nemnytata Hapognoro Cosera Jlyranckoir Haponnoit
PecnyOiinku nmo BonmpocaM, CBA3aHHBIM C €0 JI€ATEIbHOCTBIO, OTBET Ha OOpalieHue,
a TaKXe 3alpaliMBacéMble HM JIOKYMEHTBl WJIH CBEICHHS MPEJOCTABISIIOTCS
0e30TJIaraTeNbHO.

B cayuyae HEoOXOOUMOCTH MPOBEAEHUS B CBSI3U C OOpallleHWEM JeryTaTa
Haponnoro Cosera Jlyranckoit Haponnoit PecryOinku A0MOTHUTEIBHON TTPOBEPKU
WIA JOIOJIHUTENBHOIO HM3YyYEHHUs KaKuX-IH0O BOIPOCOB 00 3TOM cooOmaercs
nenytrary Hapomnoro Cosera Jlyranckoit Hapomnoit PecryOnuku B TpeXTHEBHBIN
CPOK CO [JHA TMojdy4yeHus oOpaimieHus. OKOHYaTeIbHBI OTBET MNPEICTaBISAETCS
nenyrary Haponnoro Cosera Jlyranckoit Hapomnoit PecnyOnuku He mno3gHee
15 aHeit co qHs mosiydeHus oOpalieHus.

3.8.4. OtBeT Ha 3ampoc aemyraTta (TPYHIbl JEMYyTaTOB) IMPEICTaBUTEIHHOTO
OopraHa MECTHOTO CaMOYINpaBJ€HUsT JaeTcd B YCTHOM (Ha  3acelaHuu
MPEACTaBUTEIILHOTO OpraHa) WIM THUCbMEHHOW (opMe HE TMO3Hee dYeM uepes
30 gHeld co [JHS €ro TMOJy4eHUs WM B HWHOM CpPOK, YCTAHOBJICHHBIH
MPEACTABUTEIIbHBIM OPTaHOM.

[Ipu oOpamenun nemyrara (CpyIIbl AEMyTaTOB) MPEACTABUTEIBLHOIO OpraHa
MECTHOTO CaMOYMpaBJIEHUs OTBET Ha oOpalleHue, a TakKe 3ampaliriBacMble
JOKYMEHTBl W CBEJEHHUsI TMpenocTaBisioTcs B TedeHue 30 gHed (B ciiydae
HEOOXOMMOCTH JTOTIOJHUTEIFHOTO U3YYEHHUSI BOIIPOCA WIJIM MPOBEPKUA MHQPOpPMAIIUU
— B CpPOK He mo3anee 60 qHel co THS MoTydeHus: oOparieHus ).

3.9. UcnosiHeHHe MPOTECTOB, MPEACTABJIEHUI MPOKYypopa
U IKCNEPTHBIX 3aKJII04YeHnil YnpaBjieHuss MUHUCTEPCTBA HOCTUITHT
Poccuiickoii @exepaunu no Jlyranckoit Hapoanoii Pecnyosinke,
Aavunauctpanuu I'massl Jlyranckoit Hapoanoii Pecnyoimnku

3.91.1lpy mocTymiaeHuH  TJaBe, B  QJAMHUHUCTPALMIO  MPOTECTOB,
IIPEACTABICHUN MPOKYPOPAa, DKCHEPTHBIX 3aKIIOYECHUU YTpasieHuss MuHucrepcTsa
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tocturin Poccuiickoit @enepanuu no Jlyranckoir Hapoxnoii Pecnybnuke (manmee —
MPOTECThI, MPEACTABICHUS, OKCIEPTHBIE 3aKIIOYEHUSI) YKa3aHHbIE JIOKYMEHTHI
PETUCTPUPYIOTCS U CTaBSITCA HAa KOHTPOJb B OOIIEM OTIENIE U MepefalTcs B
YCTAHOBJICHHOM TIOPSIAKE TJIAaBE [JIs1 HA3HAUYEHWS JIMI, OTBETCTBEHHBIX 3a HX
UCIIOJTHEHUE.

OTBETCTBEHHBIM HCIOJHUTEIEM TMPEACTaBICHHUS, MPOTECTa, AKCIEPTHOTO
3aKJIFOYEHHUS ONPEAEIAETCS 3aMeCTUTEND [ 1aBbl AIMUHHUCTPALIUH.

[lepBblif AK3eMIUISIp MPOTECTa, MPEACTABICHUS, SKCIEPTHOTO 3aKIIOUCHUS
ocTaercs B 001eM OTJiejIe, KOMMUKU HAMPaBISIOTCA CTPYKTYPHBIM MOAPA3/ICIICHUSM, B
KOMIIETEHIIMIO KOTOPBIX BXOAST BOIPOCHI, COCTABIISIOLINE MPEAMET MPEICTABICHMUS,
MIPOTECTA, SKCIIEPTHOTO 3aKIIFOUECHUS.

3.9.2. B teuenne 10 kaneHmapHBIX THEHW C AaThl PETHCTPAlMHA TMPOTECTA B
obmem otnaene (30 gHel — ¢ AaThl pEerUCTpalMM MPEACTABICHUS) OTBETCTBEHHBIM
WCIIOJHUTEb TOTOBUT M HaIpaBiisieT Mpokypopy CTapoOesbcKoro pailoHa OTBET 3a
NOANUChI0 [7aBel O pe3yapTarax pPacCMOTPEHHUS NPOTECTa, MPEIACTABICHUS WU
MPUHATBIX MEpax.

B Teuenne 30 xameHOapHbIX AHEH C JaThl PETHCTpPAlMU B OTIEJE IMPaBOBOTO
oOecrieyeHUss W  TMPOTUBOACHCTBUS  KOPPYIIUMU  OKCIEPTHOTO  3aKIIIOUEHHS,
OTBETCTBEHHBIN MCIOJHUTEh TOTOBUT M HAIpaBJISIET B YTpaBiieHne MuHuUCTEpCTBA
toctuinu Poccuiickoit @eneparuu no Jlyranckoir Hapongnoit Pecniybnvke oTBeT 3a
noAnuchi0 [7aBel O pe3yjapTarax pPacCMOTPEHUS HKCIEPTHOTO 3aKJIIOUCHUS U
MPUHATHIX MEpax.

B cnydyae HEBO3MOXKHOCTM  HCIOJHEHHS  MPOTECTa, MPEICTaBICHHUS,
AKCHEPTHOTO 3aKJIIOYEHUSI B YCTAHOBJIEHHBIA CPOK OTBETCTBEHHBIA HCIOJIHUTEND
FOTOBUT U HaIpaBlII€T, COOTBETCTBEHHO, MPOKYpOpY WIM B YIpaBJICHUE
MunucrepcrBa roctuuuu  Poccuiickont ®depepaunn no Jlyranckour Haponanoit
PecnyOnuke mpoMeKyTOUHBIM OTBET C M3JIOKEHHEM HWH(POpPMAIUU MO HCIOTHEHUIO
JIOKYMEHTa Ha TEKYIIUH MOMEHT. [[poMeXyTOUHBI OTBET HE SBJISIETCS OCHOBAHHEM
JUISL CHAITHS OOIIMM OTJEJIOM MPOTECTA, MPEICTABICHUS, SKCIIEPTHOTO 3aKIIOUCHHUS C
KOHTPOJISI.

[Ipu Hecornmacum ¢ TpeOOBaHUSIMU TPOTECTA, MPEICTABIICHUS, BBIBOJAMU
HKCIEPTHOTO 3aKJTIOUCHHUS OTBETCTBEHHBIN WCIIOJTHUTENh HaIpaBJIsIET
COOTBETCTBEHHO TMpoKypopy CrapoOenbckoro pailoHa wWid B  YTpPaBJICHUE
MunucrepcrBa roctuuuu  Poccuiickon @epepaumu no Jlyranckou Hapoanou
Pecny6inke mucbMoO ¢ apryMEHTHPOBAHHBIM U3JI0KEHHEM JI0BOIOB.

3.9.3. Cpok  paccMOTpeHUs]  MpOTecTa, MPEACTaBICHUS, IKCIEPTHOTO
3aKJTFOYCHUS] UCUHUCIISIETCSI C TaThl X PETHCTPAIUU B OTJENE MPABOBOTO 00ECTICUCHHMSI
U IPOTUBOACHCTBUS KOPPYIILIMH.

3.9.4. Cusatue mpoTecTa, NPEACTABICHUSA, OKCIEPTHOTO 3aKIIOYEHHUS C
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KOHTPOJISI OCYIIECTBIISICTCS Ha OCHOBAaHUU OTBETA 00 WX UCIIOJTHCHUH.
3.10. PadoTa ¢ oOpanieHUsiMi rpaskIaH

3.10.1. PaGora ¢ oOpameHussMHd TpaxaaH, oOpalleHusMU OOBbEAMHEHUN
rpakJiad, B TOM 4YHUCIE IOpUJIMYECKUX JIHIl (Jamee — oOpalleHus TpaxkaaH),
NoCTyHaromuMu B anpec [7aBbl, AIMUHHUCTpaluu, (UHAHCOBOTO YIIPaBJICHUSA
AJMUHHUCTpAIUU OCYyIIECTBIsieTCsT B cooTBeTcTBUU ¢ DenepanbHbIM 3aKOHOM OT
02.05.2006 Ne 59-®3 «O mopsinke paccMOTpeHus oOpaieHuit rpaxaan Poccuiickoi
deneparuny (nanee — denepaabHbIN 3aKOH).

3.10.2. Jlenonpou3BOICTBO MO OOpaIICHUSIM TpaXKJaH, MOCTYMUBIIUM B aJipec
['naBel, AJIMUHUCTpaLuH, (MHAHCOBOTO  ympaBlieHHd  AJIMHUHHCTpPALUU
OCYIIECTBISETCS OOIUM OTIEJIOM AIMUHHUCTPAIIH.

3.10.3. Jlemonpon3BOACTBO IO OOpAaIEHUSM TPaKIAaH BEACTCS OTIASIBHO OT
JIPYTUX BUAOB JEIONPON3BOICTBA.

3.10.4. O6Opaiienuss TrpaxkJaH pETUCTPUPYIOTCS B KypHaje B JICHb
noctyruieHus. CBEJEHUsS O PETUCTPALMUA BHOCSITCS B PErMCTPALIMOHHO-KOHTPOJIbHBIE
KapTOYKH MMCbMEHHBIX OoOpaItieHnii rpakaan (mpunokenue Ne 16).

PeructpanimoHHO-KOHTpONIbHAS ~ KapTO4YKa  HMCIOJB3YyeTCSI B KadecTBE
BCIIOMOTATENbHON CHpPaBOYHONW KapTOUYKH B MEJISAX CTPaXxOBKH HWHoOpManuu 00
oOpaleHusIX TpaXKaaH OT MPEAOTBPAIICHUS X TOBTOPHOU PETUCTPAIUH.

OOpaieHus rpaxaaH, HamnpaBlIeHHblE W3 (elepalibHbIX TOCYAAPCTBEHHBIX
OpPraHoB, MOJIEKAT 005S3aTeIbHON PErMCTpallid B TEYEHHE TPEX JAHEW ¢ MOMEHTa
HNOCTYIUICHUS.

[Ipu peructpauuu JOKYMEHTOB MO OOpallleHUsIM TpakJaH HUCIOJIb3YIOTCS
UHJCKCHl i€, TO3BOJIIOIIME BECTH pa3/eibHBIA YYeT MAeONpPOM3BOACTBA IO
oOpalleHUsIM TpaXK/IaH.

[Ipu peructpamuu oOpalieHuss TpakgaH TPOBEPSIIOTCS HAa TMOBTOPHOCTH
(comepxaTcst M B HUX BOMPOCH, HAa KOTOPHIE YK€ JaBAINCh OTBETHI IO paHee
HaIpaBJICHHBIM OOPAIECHUSM).

Peructpamus oOpamieHnii TpakgaH OCYIIECTBISIETCS, Kak MIPaBWIO, B
CIeIUATbHBIX JKypHanax (mpuiaoxenue Ne 17).

[Ipu peructparuu MUCbMEHHOTO OOpAIIeHUs B TPABOM HMKHEM YTITY JIUIIEBOM
CTOPOHBI JOKYMEHTA MPOCTABIISETCS] PETUCTPALIMOHHBIN IITAMII C YKa3aHUEM JaThl U
PEruCTPallMOHHOTO HOMeEpa.

KonBepThl Kk mucbMaM ¢ 00palieHUsIMU TPaXKJaH COXPAHSIOTCA.

3.10.5. OGpamenust rpaxkgaH TOCI€ PEruCTpald  HaMpaBJSIIOTCS  HA
paccMoTpeHue riase. [naBa, TOMKHOCTHBIE JIMa AIMUHUCTPAlMU B TEYCHHE TpeX
JTHE cO JHS PEruCTpalMi BBIHOCAT PE3ONIIONHIO MO JaTbHEHUIIEMY PacCMOTPEHUIO
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oOparieHus.

[Tocne 3anecenust pe3otonuu [ 1aBbl, TOJKHOCTHBIX JIML AJAMUHUCTPALIMKA B
JKYpHaJl M PETUCTPAIIMOHHYIO KapTO4yKy oOpalleHue TpaxJaHWHA TOCTyMaeT Ha
HCIIOJIHEHUE CTPYKTYPHBIM MOAPA3ACIICHUSM 32 UCKIIIOUEHUEM CIIy4aeB, YKa3aHHbIX
B yactu 6 ctatbu 8§ DeepaibHOTO 3aKOHA.

3.10.6. ObOpamenne TpaxmaaHWHA, IO KOTOPOMY HMMEETCS PE30JIONUs O
MIEpEHAINpPaBICHU HAa PACCMOTPEHUE B OpraHbl MECTHOTO CaMOYIPAaBICHUS WIH
JOJKHOCTHBIM JIMIIaM, B KOMIIETEHIIMIO KOTOPBIX BXOJUT PEUICHUE MOCTABICHHBIX B
oOpalieHl BOIIPOCOB, HAMPABIAETCA CIEHUATUCTOM B TEUEHHE CEMHU JTHEW CO JIHSA
perucTpallid B COOTBETCTBYIOIIMM aJpec € YBEIOMJICHHEM TpaKJaHUHA,
HaIpaBUBILEro oOpalieHue, O €ero Imnepeaapecaldd, 3a HCKIIOYEHUEM Ccliydas,
yKa3aHHOTO B yacTu 4 crateu 11 DenepanbHOTO 3aKOHA.

3.10.7. Bce oOpamenus TrpaxaaH, TOCTyNuBIIME B aapec [ maBsl,
AnMuHUCTpanuy, (UHAHCOBOrO ymopaBieHUs AJMUHUCTpauuu (B TOM 4YHCIE
oOpallieHusl TpaX<JiaH, HallpaBJIeHHbIE U3 (hellepaabHbIX TOCYAapCTBEHHBIX OPTaHOB) B
COOTBETCTBHM C HMX KOMIIETCHIIMEH, CTaBSATCA HAa KOHTPOJIb U pacCMaTpPUBAIOTCS B
teuenue 30 AHEN co IHS perucTpanuu coriacHo PeaepanbHOMY 3aKOHY.

3.10.8. Ha ocoOblii KOHTpOJL (OTMeHaroTcs ToMeTKoM «KOoHTposb» B
PErUCTPAIMOHHON KapTOYKE) CTABSITCS 3alpPOChl, MOCTYNUBIINE OT AJIMUHUCTpAIUU
IIpesunenta Poccuiickoir ®enepanuu, [IpaBurenscrBa Poccuiickoit denepanuu,
Anvunuctpauun ['maBel  Jlyranckoit Hapognoit PecnyOnuku, IIpaButenscTBa
Jlyranckoit Haponnoit PecnyOnuku B COOTBETCTBUM € 4acThio 2 ctathbu 10
denepaabHOTO 3aKOHA.

3.10.9. CornacHo pe3omoruu ['1aBbl WK TOHKHOCTHBIX JIAI A IMUHHUCTPAITIT
CTaBATCS Ha OCOOBII KOHTPOJIb CIETYIOIINE OOpaIeHHs TPaXKIaH:

COJEpKalllue OAWH M TOT K€ BOIPOC, HA KOTOPBIA 3asgBUTEIb MOIyYal
HEOJHOKpATHbIE OTBETHl 3a TMOANMUCHIO [J1aBel, pykoBoguTEeNss (HUHAHCOBOTO
yopaBieHus AJIMUHUCTpaluy (MCKJItoYasi ciaydau, yKa3aHHble B yacTu 3 ctatbu 11
denepabHOTO 3aKOHA);

XKao0bl Ha TIPUHSITOE 110 paHee HAIIPaBICHHOMY OOpaIleHUI0 PEIICHUE WA Ha
nericteue  (Oe3melicTBUE) JOJDKHOCTHBIX — JIMIT  AJMUHHUCTpAllMM B CBSI3H  C
paccMOTpEeHHEeM OOpaIleHus;

MIPUHSATHIC HA TUYHOM TIpueMe [ 1aBbl U JOHKHOCTHBIX JTUT] AIMUHUCTPAITIH.

3.10.10. OtBer Ha oOpamienne ¢ nomeTkol «KoHTpoap» moAMUCHIBAETCS
['maBon.

OOpailieHne CHUMAaeTCsl ¢ KOHTPOJISI B COOTBETCTBUU C JATOM PEruCcTpallud U
OTHPABKU OTBETA.

3.10.11. Obparienus rpaxxaaH, KOIKMKA OTBETOB HA HUX, a TAK)XXE TOKYMEHTHI 110
JUYHOMY TIPHEMY TpakaaH (pOpMUPYIOTCS CIEIUATMCTOM B Jieia B COOTBETCTBHUH C
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YTBEPKIAECHHON HOMEHKIATypOH AEl.

JIOKYMEHTBI B 3TUX JI€JIaX pacloJlaratoTcsl B XpOHOJIOTUYECKOM MOPSIJIKE.

3.10.12. [lena  BpeMEHHOTO  XpaHEHUS IO  OOpalleHusM  T'pakaaH,
NOCTYNMBIIMM B ajapec [7aBbl, AJMHUHUCTpauuy, (UHAHCOBOTO YIPaBJIECHUS
AnMuHHCcTpauuu (OPMHUPYIOTCS M XpaHATCS B 0OIIEM OTAeNe AJIMUHUCTpaluu
MYHHUIIMIIAJIBHOTO ~ OKpyra  MyHHIMOanbHOe  oOpazoBanue  Crapobenbckuid
MyHUIMNAIbHBIA OKpyYT JIyranckoir HaponHoit PecniyOnuku B TEUEHHE IIATH JIET.

3.10.13. Jlena  BpeMEHHOTO XpaHEHHUSA, COJEp)Kallie  HEOAHOKpPATHBIC
oOpallleHust TpaXJaH, XpaHIATCs B TEUEHHE INSATH JIET II0CIE€ PacCMOTPEHHUs
MOCJICTHETO OOpAIIICHHMS.

Jlena, coaeprkalire o0palieHus OlepaTUBHOTO XapakTepa, 0 UCTEYEHHUH TISATU
JIET MOJJIEXKAT YHUUTOKEHUIO B YCTAHOBJIEHHOM MOPSIKE.

3.10.14. YcrHple oOpaieHus TpaxaaH Ha JWYHOM Tmpueme Yy [7aBsl,
JOJKHOCTHBIX JIUI] AJMUHUCTPAIlMU TPEABAPUTEIBHO (UKCUPYIOTCS B JKypHaie
ydeTa YCTHBIX OOpalleHWil TpaxJAaH M KapTOYKe JHMYHOTO MpHeMa TpakKIaHWHA
(mpunosxkenue Ne 30, 18), 3aTem nepenaroTcsi Ha UCIIOJIHEHUE COTIIACHO PE30JTIOIIUH.

B cnyuae ecnu M3/0KE€HHBIE B YCTHOM OOpaleHUH (akThl U 0OCTOSTEIbCTBA
SBIIIIOTCA OYEBUJHBIMU U HE TpeOyIOT JOMOJIHUTEIBHOW IPOBEPKU, OTBET Ha
oOpalieHre ¢ corjlacusi rpakJaHWHa MOKET ObITh JaH YCTHO B XOJI€ JMYHOIO
npuemMa, 0 4eM JEJIaeTCsd COOTBETCTBYIOIIAS 3alMCh B KAPTOUYKE JMYHOIO MpHUEMa
rpa)k1aHrHa, a TAK)Ke B PETUCTPAIIMOHHO-KOHTPOJIbHOMN KapTOUKe.

3.10.15. Marepuainsl Mo aHaiau3y ¥ 0000IIEHHIO OOpaIIeHn eKeKBapTaIbHO
MOJIFOTAaBIMBAIOTCS CIIELUATNCTOM U O(OPMIISIOTCSA B BUJE aHATUTUYECKUX CIPABOK
U CTAaTUCTUYECKUX OTUETOB.

3.11. Joctyn k nnpopmManumn

3.11.1. Undopmarnus, conepkamasca B JOKyMEHTaX W WH(GOPMAIMOHHBIX
cUCTeMax AJIMUHHUCTpAIUH, CTPYKTYpHBIX TOApA3/eICHUA, B 3aBHCHUMOCTH OT
KaTeropun JocTtyna (BO3MOXKHOCTH TIOJIYYeHHSI ¢ UCIOJb30BaHUSI) K HEU
MoJIpa3ieNsieTcss Ha OOIIEeNOCTYNHYI0 HWH(OpMaIuioo, a Takke Ha HH(opMaIuio,
JOCTYIl K KOTOpOM orpaHuyueH ¢eaepadbHbBIMU  3aKoHaMU  (MHGOpMAIIHS
OTPAaHUYEHHOIO JI0CTYIA).

3.11.2. loctyn  k uHoOpMamuu, CcoAepXKamiecs B  JOKYMEHTaX W
MH(QOPMAIMOHHBIX CHUCTEMax AJIMUHHMCTpALMU, CTPYKTYPHBIX MOJpa3/ieleHuH,
OCYUIECTBJISIETCSI B COOTBETCTBMM €  TpeOOBaHUSIMH,  YCTaHOBJICHHBIMU
dbeneparbHBIMU  3aKOHAMH, TOCTaHOBIeHUs MU [IpaButenbctBa  Poccuiickoi
denepanyy 1 UHBIMU HOPMATHBHBIMU TTPABOBBIMHU aKTaAMHU.

3.11.3. Orpannyenne AocTyna K HMHPOPMAIMM OCYHIECTBISETCA IyTEM
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OTHECEHMs] MH(POpPMAIMA K COOTBETCTBYIONIECH KATETOPHHM W HAJOXKCHHEM Ha HEe
COOTBETCTBYIOIIETO rprha OrpaHUUYEHUS PACTIPOCTPAHECHHUS (JIOCTYIIA).

3.11.4. 3amura wuHbOPMAIIMK, COCTABISIONICH TOCYJapCTBEHHYIO TaiiHy,
OCYUIECTBIISIETCSI B COOTBETCTBUU C 3aKOHOJATeNbCTBOM Poccuiickoit denepanuu o
rOCyJ1apCTBEHHOM TalHe.

3.11.5. B cooTBeTcTBUHM C TpeOOBaHUSIMH, YCTAaHOBJICHHBIMH (eaeparbHbIMU
3aKOHAMH, MOYKET OTPAaHUIMBATHLCS JOCTYII K CITy>KeOHOM HH(POpMAIIHH.

Ha nmokymeHTax, copepiKamux CiIyXeOHYI0 HH(POPMAIUIO OTPAaHUYECHHOTO
JOCTYyTa, IpocTaBisiercs rpud « /s cirykeOHOro noiab30BaHUsD.

3.11.6. HeoOxonuMocTs OTHeCeHHs MHGOPMAIMK K KaTeropuu CIy>KeOHOM
uH(OpMAIUU OTPAHUYEHHOIO JOCTyNa M HAJOXKEHUS Ha JoKyMeHTe rpuda «Jlys
CIIy’)ke€OHOTO  TIONB3OBAHHS»  OMPEACNSETCS  PYKOBOAUTENEM  CTPYKTYPHOTO
nojpa3fesieHusi, pa3paboTaBIIeTO JOKYMEHT, JHOO JIOJDKHOCTHBIM  JIUIIOM
AJMUHHCTpAITUH, TIOITACHIBAIOIINM WU YTBEPIKIAIOIIAM JOKYMEHT.

JIOJDKHOCTHBIE JIMIIA, TPUHSBIIME peleHne o0 OTHECEHHH CIy:KeOHOH
uHQoOpMaAIIUU K KAaTerOpuM OrPaHUYEHHOTO JOCTyIa, HECYT MEPCOHAIBHYIO
OTBETCTBEHHOCTh 32 OOOCHOBAaHHOCTb IPUHATOTO PEIICHUS U €ro COOTBETCTBUE
NEHCTBYIOLIEMY 3aKOHOATENIbCTBY.

CnyxebHass  uH(OpMalMsi  OTpaHUYEHHOTO  JOCTyma  0e3  CaHKIUH
JOJDKHOCTHOTO JIMIA, TPHUHSBIIETO pEHIeHHe O €€ OTHEeCEHWHW K KaTeropuH
OTPaHUYEHHOTO JIOCTYIa, HE TOJUISKUT pasrialleHuio (paclpoCTPaHEHHUIO).
[IpenocTaBienne MoaB30BATENSIM JAOCTYIA K TaHHOW MH(OpPMAIMK OCYIIECTBISIETCS
UCKIIFOUUTENTFHO TIO COTJIACOBAaHUIO C YKa3aHHBIM JIOJDKHOCTHBIM JIMIIOM ITyTEM
MO/Ia4y COOTBETCTBYIOIICH 3as1BKH.

OTBETCTBEHHOCTh 3a  coONojeHHE  TpeOoBaHMM 10  00ECTICYCHUIO
Oe3omacHOoCTH  Ciy)KeOHOM wuwHopmanuu B AJIMHUHUCTpalUM, CTPYKTYPHOM
MoJpa3feicHu  HECeT JOJDKHOCTHOE JIUI0, HAa3HAYeHHOE pacHopsKEHHEM
AJIMUHHCTpaIUH.

3.11.7. Paszmemienue ciny>keOHOM HWHQPOpPMAIIMU OTPAHUYEHHOrO JIOCTyIla B
AJIEKTPOHHOM BHUJIE OCYIIECTBIISICTCS TOJBKO B CHEIUAIBHO MPEAHA3HAYCHHBIX IS
3TOTO pazaenax ¢aiia-ceppepa AIMUHUCTpAIMKA. XpaHEHUE U 00paboTKa yKa3aHHOM
nH(OpMAIUU B JJOKATHHOW CETH AMUHUCTPAIMU JTOMTyCKAETCS TOJBKO MPU HATTUIUH
MIPOTrPAMMHO-TEXHUYECKUX CPEACTB 3aIIUTHl OT HECAHKIIMOHUPOBAHHOTO JOCTYIIA C
COOTBETCTBYIOIIUM KIIACCOM.

He nomnyckaercs nepenayda cinyxeOHOM MH(OpPMAIMU OTPAHUYEHHOTO J0CTyNa
0 JIEKTPOHHOM 1MoYTe U (PAKCUMUIBLHOM CBSI3H.

3.11.8. JlokyMeHThI ¢ TOMETKOM «/[71s1 ciry>keOHOro MOJIb30BaHUY:

MeYaTalOTCA B CTPYKTYPHBIX TOJPA3IEICHUSIX, SBISIONINXCS pa3paboTInKaMu
JIOKyMEHTOB,;
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Ha 000pOTE MOCIIETHETO JUCTA KAaXKA0T0 SK3EMIUIIpa JOKYMEHTa MeyaTaroni
WX CIEHHAIUCT JOJKEH YyKa3aTh KOJUYECTBO OTIEYaTaHHBIX IK3EMIUISIPOB, CBOIO
dbamMunuio W Jary TnevyaTaHus JOKyMeHTa. OTnedaraHHble H  MOANHCAHHbIC
JOKYMEHTBl ~MEpeNaloTcs I PErUCTpali  MYHUIUIAIBHOMY  CIyKallleMy,
OCYIIECTBISIONIEMY HX Yy4yeT. YepHOBUKM U BapUaHThl YHHUTOXKAIOTCA OSTUM
MYHHUITUTIATTBHBIM CITYKAIIAM.

[lepenaua 1OKYMEHTOB ¢ MOMETKOM «Jlisi cioy:KeOHOro MOJIb30BaHUS
MYHUIIUIIAJIBHBIM CIYXAIIUM CTPYKTYPHBIX TOAPA3/IECICHUN OCYIIECTBISIETCS IO
pacmucKy, a TMepechbUlka MPOU3BOJUTCS 3aKa3HBIMU WM LIEHHBIMH TOYTOBBIMU
OTIPABIICHUSMH.

KonupoBanue (TUpa)kvpoBaHHUE) YKa3aHHBIX JOKYMEHTOB OCYLIECTBIIAETCA
TOJIBKO C TMHUCHMEHHOTO pa3pelieHus] MpaBooOiaaaresns. YUeT OTKOMHMPOBAHHBIX
JIOKYMEHTOB OCYIIIECTBIISETCS MOAK3EMILISIPHO.

XpaHeHHE JOKYMEHTOB C TMOMETKON «/Jlis cimy)XeOHOro MOJIb30BAHUS
OCYUIECTBJISIETCS B HAZEKHO 3alMpaeMbIX MIKadax (AIUKaX, XpaHUIUIIax).

3.11.9. IIlpy HEeoOXOAMMOCTH HANpPABJICHUS TOKYMEHTOB C TOMETKON «Jlys
CIIy’)kE€OHOTO TOJIb30BaHUs» B HECKOJIBKO aJpEecOB COCTaBISIETCS yKa3aTellb
pacchUIKM, B KOTOPOM IOAJPECHO IPOCTABIAIOTCS HOMEpAa SK3EMIUIIPOB
OTIIPABIISIEMBIX TOKYMEHTOB. YKa3aTellb PACCHIIKU MOAMUCHIBACTCS UCTIOTHUTENEM U
PYKOBOAMTENEM CTPYKTYPHOTO MOAPA3/ICICHHS, TOTOBUBIIIETO TOKYMEHT.

3.11.10. UcnionHeHHble  TOKyMEHTBHI ¢ TOMeTKoM «/lms  cmyxebHOro
MOJIb30BaHUs» TPYNIUPYIOTCS B Jella B COOTBETCTBHMM C HOMEHKIIATYpOWl el
OrPaHUYEHHOIr0 Je’onpou3BoacTBa. Ilpu »TOoM Ha 00J0XKKe neraa, B KOTOPOE
NOMEILEHbl TaKUe IOKYMEHTHI, TaKXe MpocTaBisercs nomerka «Jjis ciyxeGHoro
M0JIb30BAHUSY.

3.11.11. YuuuToxXeHue Jen, JOKYMEHTOB C TMoMeTKou «Jlist ciyxeOHOoro
MOJIb30BaHU», YTPATUBIIMX CBOE MPAKTHYECKOE 3HAYCHHE W HE HUMEIONINX
UCTOPUYECKON I[IEHHOCTH, TPOU3BOAMUTCS IO aKTy, KOTOPBIA XpaHUTCS B OTIEN
MOOWJIM3AIIMOHHOW M PEXKHUMHO - CEKpPETHOM  palboThl  AJAMUHUCTpPALMU
MYHUILIMIIAJIBHOTO ~ OKpyra  MyHHUIUNalbHOe  oOpazoBanue  CrapoOenbckuii
MyHULIUIATIbHBIA OKpyT Jlyranckoit Haponnoit PecriyOnuku. B yuetnsix ¢popmax 00
ATOM JIEJIAETCS OTMETKA CO CChUIKOM HAa COOTBETCTBYIOIIMM AKT.

3.11.12. Tlepenaya JOKYMEHTOB H Jel ¢ moMeTkoi «Jlms cioyxeOHOro
MOJIb30BAaHUS» OT OJJHOTO MYHHUIIMTIATHHOTO CIYXKaIeTo K APYrOMY OCYIIECTBISCTCS
C pa3pelleHuss COOTBETCTBYIOIIETO PYKOBOIUTEIS.

[Ipy cmeHe MYHMIMIAIBHOTO CIY>Kallero, OTBETCTBEHHOTO 3a YyYeT
JOKYMEHTOB C TOMETKOU «/[msi ciayxeOHOro mnojapb30BaHUs», COCTABISETCS aKT
npueMa-caud 3TUX JOKYMEHTOB, YTBEPXAAE€MbIH PYKOBOAHUTENEM CTPYKTYPHOIO
noJipa3esieHus, B KOTOPOM OH 3aMEIAET JOJKHOCTh MyHHUIIMITATLHOU CITYXKOBbI.



52

3.11.13. O3nakomieHue MYHULANAIBHBIX CITy KaIlnX CTPYKTYPHBIX
nojpa3iefiecHud ¢ JOKyMEHTaMH, HUMEIOIIMMHU TOMeTKy «/lns  cmykeOHOrO
MOJIb30BAHUS» W HAXOJAIIMMUCS HA apXWBHOM XPaHEHUWU B apXUBE OpraHU3alluu,
OCYILECTBIISIETCA € corjiacus 3amectutenss [nmaBel AnmuHuctpauuu. I[lpu sTom
yKa3aHHbIE JTOKYMEHTbl MOTYT OBIThb BBIJIAHBl MYHULMIIAJIBHBIM CIIY>KAallUM TOJ
pacIUCKy BO BPEMEHHOE MOJb30BaHUE Ha CPOK He Oosiee 10 qHEl.

3.11.14. IlpoBepka HaMW4Hs JTOKYMEHTOB, /1€ U W3JaHUN C MOMETKoM «Jlms
CILy’KE€OHOTO TMOJIb30BAHUS» MPOBOJUTCA HE PEXE OAHOrO pa3a B roJl KOMUCCHUSIMH,
COCTaB KOTOpPBIX ompezensercs ['nmaBoil. B cocraB Takux KoMuccuil 00s13aTeIbHO
BKJIFOYAKOTCSI MYHHULIUITAJIBHBIE CITy’Kalllie, OTBETCTBEHHBIE 3@ YUET U XPAaHEHUE ITUX
JOKYMEHTOB. Pe3ynbpTaThl IPOBEPKU OPOPMIISIFOTCS] AKTOM.

3.11.15. O ¢dakrax yTtpaThl JOKYMEHTOB H [€Jd, COJEP)KalINX CIyXKEeOHYIO
MH(OPMAIMIO OTPaHUYEHHOTO0 JOCTyIa, JIMOO pasrjalleHus 3TO HH(popMaluu
PYKOBOJIUTENb CTPYKTYPHOTO TMOAPA3ACICHUS] CTaBUT B W3BECTHOCTh 3aMECTUTENS
['maBel AgmunancTpannu. PacniopsbkeHueM AJMUHUACTpAMKA HAa3HAYAETCS KOMUCCHUS
JUISL  paccielioBaHUsl OOCTOSATENBCTB yTpaThl WM pasmiauieHus. Pe3ynbraTel
pacciieToBaHMs JOKJIaAbIBAIOTCS 3aMECTUTENIO [ TaBbl A IMUHHUCTPALINH.

Ha yTpaueHHble TOKyMEHTHI, Jeja U U3aHus ¢ MoMeTKol «/ns cimyxeOHOro
MOJIb30BAaHUS»  COCTABJISETCS  aKT, Ha OCHOBAaHUM  KOTOPOTO  JIEJAKTCA
COOTBETCTBYIOIIUE OTMETKH B YYETHbIX (opmax. AKThl Ha YyTpau€HHbIE el
MOCTOSIHHOTO XPaHEHWs! YTBEP)KIAIOTCS 3aMecTutTereM [ naBbl AJIMUHUCTpALMU U
nepearoTcs AJisl XpaHEeHUs B OOIIMM O0Taen AJMUHUCTPALUH.

3.11.16. Ilpu cHsTuu mOMETKH «JlJis  CIIy)KeOHOro TMOJb30BAaHUA» HaA
JTOKyMEHTaxX (menax WM HW3JIaHMusIX, a TakKe B YUYETHBIX (opMax) JeNaroTcs
COOTBETCTBYIOILIME OTMETKM W HH(DOPMHUPYIOTCS BCE aJpecarbl, KOTOPBIM 3TH
JOKYMEHTBI (M3/1aHUs1) HAITPABISIIUC.

V. OPTAHU3ALIUSA PABOTBI C JOKYMEHTAMHA
B CTPYKTYPHbLIX ITOAPA3JIEJEHUAX

4.1. J1enonpon3BOJICTBO B CTPYKTYPHBIX TOPA3ACICHUSIX BEACTCS CITYKAIIM,
Ha KOTOPOTO PYKOBOJUTEIIM CTPYKTYPHBIX IMOAPA3CICHUIA BO3JIOKHIN yKa3aHHBIC
00s3aHHOCTH.

4.2. Ha BblllIeyKa3aHHBIX CIICHIMATIMCTOB BO3JIaraloTcs Cieayromme GyHKInu:

IpHUEM, YUYET, PpETHCTPaLMs U paclpeie/ieHUe BXOASIINX TOKYMEHTOB;

nepegavya JOKYMEHTOB Ha pPacCMOTPEHHE CBOEMY PYKOBOAMTEIIO M IIOCIE
TIOJTy4EHUST COOTBETCTBYIOIIEH PE30JIIOINN — UCIIOJTHUTEIIO;

y4eT W Tiepelrada Ha PErucTPaIfio M OTIPABKY HCXOMSIIUX JIOKYMEHTOB B
o0I1IeM OT/IeNIe, MPOBEPKa MPABUIBHOCTH 0(OPMIICHUS;
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KOHTPOJIb TPOXO0KJIEHUS TOKYMEHTOB;

INOJArOTOBKAa CBOEMY pPYKOBOACTBY HH(popManuu o0 HCHOJHEHHBIX U O
HaXOJSIIMXCS HA UCIIOJIHEHUH TIOKYMEHTAX;

POBEPKA HAIMYMS TOKYMEHTOB, HAXOASAIIMXCS Ha UCTIOJTHEHUH Y CITY’KAlllUX;

KOHTPOJIb HAJ CBOEBPEMEHHBIM HANpPABICHHEM B J€la HCIOJIHEHHBIX
JIOKYMEHTOB;

pa3paboTKa HOMEHKIIATYPHI JIETT;

dbopmupoBanue, ohopMIICHHE, YIET, XpaHCHUE U 00€CTIeUeHNEe UCTIOIh30BaHUS
7€l B Ipolecce JAENONPOM3BOACTBA M 3aKOHUEHHBIX JI€JIONPOU3BOJICTBOM,
IIOATOTOBKAa M CBOEBPEMEHHAs Iepejada Jesl Ha apXUBHOE XPAHEHUE B apXHUBHOE
nojipaseseHue A MUHUCTpaLH;

IpUEM U Tepenada CiaykKeOHOM HH(pOpMalMH CpeaCcTBaMU (PaKCHUMHIIbHON
CBSI3H;

OpraHu3alys UCTIOJIb30BAHUS CPEJCTB KOIUPOBATBHOM TEXHUKH;

MIPOBEICHHE HMHCTPYKTaka BHOBb INPHUHATBHIX Ha pabOTy CclyXamux 0
BOIIPOCaM OpraHu3aluu paboThl C TOKYMEHTAMU;

[OJTOTOBKA 3asBOK Ha MOJyYEHHE KaHUEISIPCKUX ITPUHAIJICKHOCTEN.

4.3. Cnyxaimue, Ha KOTOpPBIX BO3JIOKEHBI OOS3aHHOCTH 10 BEJIEHUIO
JEJONPOU3BOACTBA, MPU HX OCYIIECTBICHUH PYKOBOACTBYIOTCS TpeOOBaHUIMHU
Hacrosmen MHcTpykuu.

4.4. AnpecoBaHHYI0 CTPYKTYpPHBIM  MOAPA3/ACICHUSIM KOPPECIOHACHIINIO
MOJIyHYalOT CIy’Kalllie, OTBETCTBEHHBIE 3a BEJIEHUE JIEJONPOU3BOJCTBA, B O0OIIEM
oTaene AJIMUHUCTPAUUMU MYHMIMIIAJIBHOTO OKpyra MYHMIIMIIAJbHOE 0Opa3oBaHUeE
Crapobenbckuii MyHUIIUTTANIbHBIN OKkpyT Jlyranckoit Hapoanoit PecriyOnuku

4.5.]ln1 ydera M pPETUCTpallMU JTOKYMEHTOB NPUMEHSIOTCA CHELHUaJIbHBIC
GopMbI KypHAJIOB yueTa BXOJAALIEH U HUCXOJAIIEH KOPPECHOHACHIMH WU
ANIEKTPOHHBIE 0a3bl NaHHBIX (puioxenus Ne 19, 20).

4.6. Peructpauuu MOAJIEKAT BCE BXOMASIIME W UCXOJAIIUE JTOKYMEHTHI
CTPYKTYPHOTO MOJPA3ACIICHHUS.

4.7. PaccMoTpeHue PYKOBOJUTEIIEM CTPYKTYPHOT'O IIOAPA3AETICHUS
NOCTYIHBIINX JOKYMEHTOB, KakK IPABHUJIO, NMPOBOAMUTCS B JEHb MX IOCTYIUICHHUS.
3aTeM JTOKYMEHTBI MEePEJA0TCsl HCIIOIHUTENIO COIIACHO PE30JIFOUUU PYKOBOIUTES,
O 4YeM CIyXalluil, OTBEYAKIIWd 3a BEACHUE JIEJONPOU3BOJCTBA, JEIacT
COOTBETCTBYIOIIUE OTMETKA B XKypHaje (PErucTpallMOHHOM KapToyke) WId B
AJIEKTPOHHOM 0a3e TaHHBIX.

4.8. VIcnonHEeHHbIE JOKYMEHTHl CHELMAJIUCT, OTBEYAIOIIMH 3a BEACHHE
JICNIONPOU3BOACTBA, B O0s3aTeNbHOM TOpSAAKE TMepefdaeT B OOmM  OTaen
AJIMUHHCTpAUUU JUIsL CHATHS C KOHTPOJISL.

4.9.Tlpu  cocraBaenun U  OQOPMJIICHHMH  JOKYMEHTOB  CIyXalllue
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PYKOBOJCTBYIOTCS ITOJIOKEHUSAMHU HACTOAIIEW MHCTPYKIIMK U IPUITOKEHUAMU K HEU.

4.10. Ciyxamiye, OTBETCTBEHHBIE 3a BEJIEHUE JIEJONPOU3BOJACTBA, MOTYT
UCIONB30BaTh B paboTe HE MpoTUBOpedanye Hacrosued MHcTpykiuu
METOJMYECKHUE TOKYMEHTBI, KOHKPETU3UPYIOIIME OTAEIbHBIE BOIIPOCHI OpraHU3alnn
JEJIONPOU3BOCTBA.

V. KOHTPOJIb UCITOJIHEHUSA JOKYMEHTOB

5.1. KoHTpOIb UCTIOJIHEHUS JOKYMEHTOB BKJIFOUAET:

IIOCTAHOBKY Ha KOHTPOIJIb;

PETYJIMPOBAHUE XO/1a UCIIOJTHEHHUS;

CHATHE UCIIOJIHEHHOTO JOKYMEHTA C KOHTPOJIS;

HaIIpaBJICHUE UCITOJTHEHHOTO JOKYMEHTA B JIEJIO;

y4eT, 0000IIeHNE U aHATIU3 X014 U PE3YJIbTATOB UCIIOTHEHMUS;

MHPOPMHUPOBaHUE JIOJDKHOCTHBIX JIMI AJIMUHUCTpPAllMd O COCTOSIHUU
VICIIOJIHEHUS IOKYMEHTOB.

5.2. KoHTpoio mojaiexaT 3aperducCTpUpOBaHHbIE JOKYMEHTHI, TpeOyromue
VICTIOJIHEHUS.

5.3. Uadopmarnus o coOt0ICHUN CPOKOB MCTIOTHEHUS TOKYMEHTOB TOTOBHUTCS
o0LIMM OTIEIOM U mpeacrtapisiercd ['1aBe AIMUHUCTPAMU U 3aMECTUTENSIM | aBbl
AJIMUHHCTpalUM B YCTAHOBJIEHHBIE UM CPOKH.

5.4. 3amecturenu ['naBpl AJMUHUCTpAlMU OCYIIECTBISET KOHTPOJIH 3a
BBITIOJIHCHUEM

IIPABOBBIX AaKTOB, NopydeHuu, nucem lIpesmnenra Poccuiickon dPenepanuu,
Anmvmunuctpanuu [Ipesunenra Poccuiickoit @enepaunu, [IpaBurenscrBa Poccuiickoi
Odeneparuu, pykoBoauTened mamar  ®enepanpHoro CoOpanmsi  Poccuiickoit
deneparuu, pykoBoauTened QeaepalbHBIX OPraHOB HCIOIHUTEIBLHON BJIACTH,
I'naBbl Jlyranckoit Haponnoit Pecniyonuku, IlpaButensctBa Jlyranckoit HapoaHoi
Pecny6nuku, [lpencenarens [paButensctBa Jlyranckoit Hapognoii PecyGnuku;

pelieHuil (Mopy4eHuit), MPUHITHIX Ha 3aceAaHusix ['0CynapCcTBEHHOTO COBETA
Poccuiickon @enepanumu.

5.5.1lpu ocymecTBIeHUH CBOUX KOHTPOJBHBIX (YHKIMI oOmui oT;en
3ampalivBacT CBEACHHS O XOJ€ WCHOJHEHHUS KOHTPOJBHBIX JTOKYMEHTOB Y
UCIIOJIHUTEIIEN (COUCTIOTHUTENEH).

5.6. Cnenmanuct 1o pabore ¢ oOpalleHHsIMU TpakaaH oOIIero oTaena
KOHTPOJIMPYET CPOKHU UCIIOJIHEHUS 0OpallleHui IpakIaH.

5.7. OTBETCTBEHHBIMU 3a WCIOJHEHUE KOHTPOJBHBIX JOKYMEHTOB, COOp,
o0o0Omenne wHGOpPMAIMU ¥ TOATOTOBKY OTBETAa SBISIIOTCS CTPYKTYPHBIC
MOJPa3AEIeHUsl, KOTOPBIM JOKYMEHT OTIIMUCAH MEPBBIM U B KOMIIETEHLIHIO KOTOPBIX
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BXOJIAT BOIIPOCHI, PETYJIUPYEMBIE TOKYMEHTOM.

5.8. Cpoku  UCIHOJHEHHS] KOHTPOJBHBIX JIOKYMEHTOB HCYHUCISIIOTCS B
KJICHIAPHBIX JHAX, C 1aThl PETUCTPALUU JOKYMEHTA.

KoHTposibHbIE JOKYMEHTBHI MOJUIEKAT HUCIIOIHEHUIO C Y4eTOM TpeOOBaHMU K
CpPOKaM HMCIOJHEHHS, conepxkammmMmes B Ykase [Ipesunenta Poccuiickoit denepanuu
ot 28.03.2011 Ne 352 «O mepax Mo COBEpIICHCTBOBAHUIO OpPTraHU3aIllMU UCIIOTHEHUS
nopydyeHud u ykaszanuil IIpesmpenra Poccumiickoit denepanun», MOCTAaHOBJIECHUH
[TpaButensctBa Poccuiickoit ®enepannu ot 01.06.2004 Ne 260 «O Permamente
[IpaButensctBa  Poccuiickoit  ®enepanmm  u  Ilonmokennun 00  Anmapare
[IpaButenscTBa Poccuiickoin enepaunny», npukasze Ne 71, B ciienyronine Cpoku:

C KOHKPETHOU JaTOM UCIIOJHEHUS — B YKa3aHHBIN CPOK;

1o o0palieHusIM rpak/IaH, MOCTYMUBIIUM B aJIMUHUCTPAIMIO, B COOTBETCTBUU
c mynkroMm 3.10.7. mactosmeit MacTpykimmy;

no 3ampocaM U oOpameHusM wieHoB Cosera @eaepanuu, AEMyTaTOB
I'ocymapctBennou [ymel, nemyratoB Hapomnoro Cosera Jlyranckoit Hapomanoii
Pecny6iinku, nemyTaToB peICTaBUTENIbHBIX OPTaHOB MECTHOTO CAMOYTIPABIICHUS — B
COOTBETCTBHH C MYHKTOM 3.8. HacTose MHCTpyKIuu.

[Ipumeyanue: KOHTPOJIbBHBIE TOKYMEHTHI 0€3 yKa3aHusi KOHKPETHOW JaThbl
WCMOJIHEHUS, WMEIOIIHNE IMOMETKY «CPOYHO)», HCIOJHSIOTCS B 3-IHEBHBIM CpOK,
HMMEIOIINE TTOMETKY «OINEpaTUBHO» — B 10-IHEBHBIA CPOK, OCTAJIIBHBIE — B CPOK HE
Oosee mecsua.

5.9.Ecim B J0KyMEHTE WCHONB3YeTCS (HOPMYJTUPOBKA: «IIPEICTABUTH
uHdopmaruioo 110 (yKa3bIlBaeTCs OMNpenesieHHas Jara)», TO CPOK HCIOJHEHUS
MPUXOAUTCS Ha pabouuii eHb paHee YKa3aHHOM JaThl.

5.10. Ecnmu mocnegHuii JIeHh CpOKa MCIOJHEHHUS KOHTPOJIBHOTO JOKYMEHTa
NPUXOAUTCS Ha Hepabouyuil J€Hb, TO COOTBETCTBYIOIIMN JOKYMEHT MOJJICKHUT
UCIIOJIHEHHIO HE MO3/IHee paboyero JHs, IPeIIECTBYIOUIEro HepaboyemMy JTHIO.

JlaTa UCTIOJIHEHMS YKa3bIBACTCS B PE30JIIOIUN PYKOBOJAUTENS U (PUKCUPYETCS B
pETUCTPAIMOHHO-KOHTPOJIBHOM KapTOUKE.

N3MeHUTh CPOKHM HCIOJHEHUS KOHTPOJIUPYEMBIX JTOKYMEHTOB HMEIOT IPABO
TOJIBKO BBILIECTOSAIINE OPraHbl WA JIOJKHOCTHBIE JIIa AJMUHHUCTPALIMN — aBTOPbI
PE30IIIOLUH.

CpOKH UCIIOJIHEHUSI CPOYHBIX U ONIEPATUBHBIX MOPYUYEHUN HE MPOJICBAIOTCS.

0060 Bcex ciaydyasXx U3MEHEHHS CPOKa HCIIOJHEHUS KOHTPOJBHBIX JOKYMEHTOB
OTBETCTBEHHBIN HCIOJHUTEIb CBOEBPEMEHHO HMH(POPMUPYET OOUMH oTaen A
BHECEHMSI M3MEHEHUN B PETrUCTPALMOHHO-KOHTPOJBHYIO KapTOUKy (HOBBIA CPOK,
JlaTa U3MEHEHHUS], TIOJINKCH).

Ecnu mopydenue, monydeHHOE K MCIIOJHEHUIO, HE BXOJIWUT B KOMIICTCHIMIO
CTPYKTYPHOTO TIOJIPA3IEICHIS PYKOBOJUTENIO JAHHOTO TOpa3eeHus] HE00X0IUMO
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HE TIO3HEe JHs, CJEAYIOUIero 3a JHEM €ro TMOoJyuyeHus, oOpaTuThCsi K
JOJDKHOCTHOMY JIUILY AJMUHUCTpAIMU, MOPYYUBLIEMY €r0 HCIOJHEHHUE, C IEJbIO
KOPPEKTUPOBKU OTBETCTBEHHOTO UCTIOJIHUTES.

N3MeHUTh OTBETCTBEHHOT'O HCIIOJIHUTEINS MOXKET aBTOp PEe30JIoOLHH 00
BBITIIECTOSAINN PYKOBOIUTETb.

Ecnu oTBETCTBEHHBIN HCIIOTHUTENh CBOSBPEMEHHO (B TEUCHHUE CYTOK CO JHS
MOJIYYCHHUS TOKYMEHTa K HWCIIOJTHCHHWIO) HE W3MEHEH, IOKYMEHT HCIIOJHSET JIUIO,
TIOJTYYHBITIEE TAHHBINA JOKYMEHT K UCTIOJTHEHUIO.

5.11. ITpu BpeMEeHHOM OTCYTCTBHUM (OTITYCK, KOMAaHJAUPOBKA, OOJE3Hb U JP.)
WIM B Cllydyae yBOJIbHEHHS, MEepEeMEIEHUs, MePeBoia MyHUITUTATBHBIA CITy>KalluH,
OTBETCTBEHHBIM 32  HUCIOJHEHHE  JOKYMEHTOB, IO  COTJIaCOBAaHUIO  C
HEIMOCPEICTBEHHBIM PYKOBOAUTEIIEM O0s3aH TepeaaTh APYTOMY MYHHUIIMITATIEHOMY
CIIy’KallleMy BCE€ UMEIOIIUECS Y HETO IOKYMEHTBI, CTOSALIME HA KOHTPOJIE.

5.12. [IpoBepka xo0ma WCTHOJHEHUS JTOKYMEHTOB OCYIIECTBISETCS [0
UCTEUYCHHUS CPOKOB WX WCIOJHEHUS (TPeIBApUTEIBHBIA KOHTPOJIb) B CIEAYIONIEM
MOPSIJIKE: 3a/laHusl Ha CICAYIOIIUNA Mecsl] — pa3 B Mecsl] (B MOCJECIHIOI HEIEIIo
Mecs11a); 3a/IaHUsI Ha CIEYIOIINE JIBE HEJIETN — KaXK/IbIi YeTBepr HeIelu.

5.13. CHsiTHE TOKYMEHTa C KOHTPOJISl OCYHIECTBIAIOT ['1aBa A IMUHHCTpALIUU.
[Ipu sTOM odopMmisieTcs OTMETKa 00 HWCIOJHEHWH KOHTPOJBHOTO JOKYMEHTAa W
HAnpaBlIEHUW €ro B JEJO: KpaTKUEe CBENEHWs OO0 WCIOJHEHWHM WM CChUIKA Ha
JIOKYMEHT (J1aTa ¥ HOMep), CBUJICTEIbCTBYIONINI 00 UCTIOMHEHUH; OTMETKA «B JIETIO»;
HOMED JieJia, B KOTOPOM OYIET XpaHUTHCS KOHTPOJBHBIN JOKYMEHT; AaTa; MOJAIMHCH
UCTIOJIHUTENSE WM PYKOBOAUTENSI CTPYKTYPHOTO TMOJpPA3ACIICHUs, B KOTOPOM
VCIOJIHEH KOHTPOJIbHBIM JIOKYMEHT. B perncrpallMOHHO-KOHTPOJIBHOM KapTOYKe
MPOCTABIIACTCSI OTMETKA OO0 WCIOJHEHWH, HOMEpP HCIIOJHEHHOTO KOHTPOIHHOTO
JIOKyMEHTA, JlaTa €ro UCIIOJIHEHUSI U J1aTa OTIPABKH B JIEJIO.

5.14. KoHTponupyemblid TOKYMEHT CUMTAETCS HCHOJHEHHBIM U CHHUMAETCS C
KOHTPOJII TOcae (PAKTHYECKOTO BBIMOJTHCHHUS IMOPYYEHUH, TOKYMEHTHPOBAHHOTO
MOJTBEPXKICHUSI HCIIOJMHEHHUs] W COOOINEHUs pPe3yabTaTOB €ro pPacCMOTPEHUs
3aMHTEPECOBAHHBIM OpTraHaM, OPraHU3alMsAM U JIMIaM WJIH, €CJIA B TPEICTABICHHBIX
M0 HEMY KapTOYKax MOPYYCHHUN HE JAaHO JOMOJTHUTEIBHBIX MOPYUYCHHM, MaTeprabl
HE BO3BpAIllEHbI HA TOPaOOTKY.

5.15. OO0mmit oTen HE peke OAHOTO pa3a B KBAPTaJl TOTOBUT CBOJHBIC IAHHBIE
O COCTOSHUW  WCITOJIHUTEIbCKOW  JHUCHIMIUIMHBI, Ha OCHOBAaHMHM  KOTOPBIX
GbopMHpYIOTCS OINEpaTUBHbIE U AHAIUTUYECKHE OTYEThl I HHGOPMHUPOBAHUS
JOJKHOCTHBIX JIML AJIMUHUCTPALIUU.

VI. OPTAHU3ALMSA ITIEYATHBIX U
KOIINPOBAJIbBHO-MHOXHUTEJIBHbBIX PABOT
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6.1. Bce  cimyxeOHble  AOKYMEHThl  AJIMUHUCTPALMH,  CTPYKTYpPHBIX
NOJpA3ICICHUN  IeYaTarTCs CITyKalIuMHU YKa3aHHBIX  IOAPA3ACIICHUN
CaMOCTOSTEIIBHO.

6.2. [leyatanue JOKYMEHTOB NPOU3BOAUTCS Ha OJaHKaX YyCTaHOBJICHHON
dbopMbI Ha 0HOI cTOpoHe JucTa. [Ipu medataHuu coOMIONAIOTCA YCTaHOBICHHBIN
MOPSZIOK PACIIONIOKEHUS TEKCTa, MpaBwia opdorpaduu u myHKTyanuu. JJokymeHT
reyaTaeTcsl B OJTHOM IK3EMIUISPE.

6.3. BolnosHeHHEe KONMMPOBAIBHO-MHOXKUTENBHBIX pPaboT a1 olecnedeHus
nesTenbHOCTH  [71aBbl  IPOM3BOAMTCS  OOIIMM — OTHAEIOM; B CTPYKTYPHBIX
NOJPA3/ICIEHUSAX  KONMMPOBAHHE  JOKYMEHTOB  BBIIIOJIHSETCS  CIIyKallUMH
CaMOCTOSATEIBHO.

6.4.B oOmem otmene AJMHUHHACTpAlMd  MYHUIIMIAIBHOTO  OKpyra
MyHULIUNIATbHOE oOpa3zoBaHue CTapoOenbCKUil MyHUIIUNAIBHBIA OKpyT JlyraHckoit
Haponnoit PeciyOnuku THpaXXxupyroT JOKYMEHTBI U MaTEPHAJIbI TOJIBKO CIIYKEOHOTO
Xapakrepa (HO He UX MPOEKTHI), OTHOCALIUECS K IEATEIbHOCTH OOIIETo OTeNA.

JIOKyMEHTBI W MaTepHasbl JMYHOIO XapakTEpa WM HE OTHOCAIIMECS K
NEATEIbHOCTH AIMUHHUCTPALMU TUPAXKUPOBAHUIO HE MTOJIEHKAT.

6.5. KomupoBanue noctaHoBIeHUM, paciopsbkeHnid [ maBel 1 AIMUHUCTpAINH,
NPUKa30B,  pacnopsDKeHUu  (UHAHCOBOro  ympaBiieHus  AJAMUHUCTPALUU
IIPOU3BOIUTCSI CTPOTO B COOTBETCTBUU C PACCBUIKOW, OMPEIEICHHON HCIIOTHUTEIEM
JIOKYMEHTA.

6.6. KonupoBanue (Tupa>kupoBaHUE) JOKYMEHTOB OCYIIECTBIIACTCS B TOPSJIKE
UX TOCTyIUIeHust B oOmeMm otnene. B mepBoouyepeHOM MOpSAKE KOMUPYIOTCS
IIOCTAHOBJICHUsI W pacnopsbkeHus  [nmaBel, AJIMUHHCTpauuu, MNPUKa3bl WU
pacnopspkeHrs (PMHAHCOBOTO YIpPaBJIeHUS AJIMUHUCTpPALIMU, a TaKKe MaTepuaibl K
COBEIIaHMM C yyacTueM [ naBbl, 3aMectutens [ aBel AAMUHUCTPALIMH.

VIl. OCOBEHHOCTHU PABOTHBI C JIEKTPOHHBIMUAU
JOKYMEHTAMU

7.1. Hactosiiue TpeGoBaHMs yCTaHABIMBAIOT MOPSAIOK CO3/aHuUs, OTyYeHUs,
00pabOTKH, XpaHEHUS U UCIIOJIb30BAHUS TOKYMEHTOB B yCIIOBUAX mpuMeHenus CO/]
B TpoIiecce JEIONMPOU3BOJACTBA AIMUHUCTPAIIUHN, CTPYKTYPHBIX TMOAPA3ICICHUNA U
pPacIpoOCTpaHSAIOTCS HA OpTraHWU3alui0 PadOTBHl C AJICKTPOHHBIMU JOKYMEHTaMHU,
BKJIIOYass TIOATOTOBKY, CO3JaHHe, OO0pabOTKy, XpaHEHHE U HCIOJIb30BaHHE
JIOKYMEHTOB, OCylIecTBIsieMble ¢ moMolnbio CO/I.

[.2. DNEeKTPOHHBIE JOKYMEHTBI CO3JAr0TCs, 00padaThIBAIOTCS M XpaHSTCS B
Col. COJl, nmpumensemas B AJIMHHHUCTPALUHU, CTPYKTYPHBIX MOIPA3AECICHUIX
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JOJDKHA COOTBETCTBOBATH TPEOOBAHUSM, YCTAHOBICHHBIM MUHHCTEPCTBOM CBSI3U H
MacCOBBIX KOMMYHUKanui Poccuiickon denepanuu.

7.3. B AnMuHuCTpalluM W CTPYKTYPHBIX TMOAPA3ACICHUSX CO3JAI0TCI H
UCIIOJIb3YIOTCS:

AIIEKTPOHHBIE JOKYMEHTBI, CO3/laBaeMble B 3JEKTpOHHOU ¢opme 0Oe3
IPEBAPUTEIHLHOTO TOKYMEHTUPOBAHUS Ha OYMaKHOM HOCHUTETIE;

AIIEKTPOHHBIE 00pa3bl JOKYMEHTOB, MOJIYYCHHBIE B PE3yJbTaTe CKaHUPOBAHUSA
JOKYMEHTOB Ha OYMa)KHOM OCHOBE, M XpaHSIIMECS B CHUCTEME 3JIEKTPOHHOIO
JIOKyMEHTO000pOTa.

DONEeKTPOHHBIA JTOKYMEHT JIOJDKeH ObITh Oo(opMiIeH 1O OOHIMM IpaBUjiaM
JIEJIONPOM3BOACTBA Y HMMETh PEKBU3UTHI, YCTAHOBJIIEHHBIC I aHAJIOTMYHOIO
JOKyMEHTa Ha OyMa)KHOM HOCHUTEJIE, 332 UCKIIOUYEHUEM OTTHCKA NIeYaTH.

7.4. DNeKTpOHHbIE JTOKYMEHThI, co3fgaHHele B CDJl, mnoamuceiBaroTcs
YCWICHHOW KBAJM(DPUIIMPOBAHHON SJEKTPOHHOM MOAMKMCHIO JTOKHOCTHOTO JIMIA —
aBTOpa MOKyMeHTa B cooTBerctBuu ¢ DemepampapiM 3akoHoM o1 06.04.2011
Ne 63-D3 «O06 >71eKTPOHHOM TTOITUCKY.

7.5.Tlpu 00paboTKe, pPACCMOTPEHUHU, COTJACOBAaHUU U  MOJANHUCAHUH
JJIEKTPOHHBIX ~ JOKYMEeHTOB B CDJl BO BHYTPEHHEM JOKYMEHTOOOOpOTE
AJIMUHUCTpAIMU, CTPYKTYPHBIX TMOAPA3JACICHUNA MOTYT HCIOIb30BaThCA CIOCOOBI
MOATBEPKACHUS JCHUCTBUM C DJIEKTPOHHBIMM JOKYMEHTAMH, IIPU KOTOPBIX
DIEKTPOHHAA TMOMNKWCH HE HCHOJb3YeTCs, IPU YCIOBUU, YTO NPUMEHSIEMBIC
POrpaMMHBIE  CPEJICTBA TMO3BOJSIOT OJHO3HAYHO HUACHTHU(PUUMPOBATH JIULIO,
MOJIKCABIIEE JOKYMEHT.

7.6.Ilpuem wu oOTHOpaBKa OAJIEKTPOHHBIX JOKYMEHTOB B AJIMUHUCTpAIMU
OCYILECTBISIIOTCSA ~ CIEUUAIMCTaMUd — JEJIONPOM3BOAMTENSIMU  OOLIEro OTjhena
AJIMUHUCTpAllMd ~ MYHUIMIAJIBHOTO  OKpyra  MYHHUIMIAIbHOE  00pa3oBaHUE
CrapoOenbckuii MyHununaibHbeli  okpyr Jlyranckoir Hapognoit PecmyOnuku,
CIIy’KalllUMHU CTPYKTYPHBIX MOJApa3/ieIeHu, Ha KOTOPBIX BO3JIOKEHBI O0S3aHHOCTU
JEJONPOU3BOJCTBA.

7.7. IIpn noay4yeHUH FIEKTPOHHBIX JOKYMEHTOB, MOJMHUCAHHBIX 3JIEKTPOHHOU
MOJIMKCHIO, CIEIUATUCT 00IIero oraena AJMUHUCTPAIIMA MYHUIIMITAIIBHOTO OKpYyTa
MyHHUITUTIATbHOE 0Opa3oBaHue CTapoOeabCKUil MyHUIIMTIATBHBIN OKpyT Jlyranckoi
Hapoanoit PecniyOnuku, ciyXaluil CTPYKTYpPHOTO TOJAPa3ACICHUsI OCYIIECTBIISET
MIPOBEPKY MOJIMHHOCTH 3JIEKTPOHHOU MOJIHCH.

7.8.1lpuy mnepenaye  MOCTYNMBIIMX  DJEKTPOHHBIX  JIOKYMEHTOB  Ha
paccMoTpeHne [naBbl, JOJDKHOCTHBIX JIML  AJMUHHUCTpPAllMM, HaIpaBJICHUU
AJEKTPOHHBIX JIOKYMEHTOB B T'OCYJApCTBEHHBIE OPraHbl, MOAPA3ICICHUS, OTIPABKE
AJEKTPOHHBIX JIOKYMEHTOB W XPAaHEHUU DOICKTPOHHBIX JOKYMEHTOB BMECTE C
ANEKTPOHHBIMU  JOKYMEHTAMH TMEpefaloTcsl  (HANpaBisIOTCS, XpaHsITCs) HX
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pErUCTpallMOHHBIE JaHHBIE.

7.9. JIokyMeHTBbI, MOCTYNHUBIINE B aIMUHUCTpAIMIO, (PUHAHCOBOE YIIPaBJICHHUE
AnMuHucTpanuu  Ha OyMmMaxXHOM HocuTene, Bkimovatorcs B COJl  mocne
CKaHUpPOBAaHUS W CO3JaHUSl DJIEKTPOHHBIX 00pa3oB JOKyMEHTOB. Bkirodenue
ANEKTPOHHOTO o0Opaza aokymeHTa B C3J[ BO3MOXHO TMOCIE €ro CpaBHEHUS C
MOJIMHHUKOM JIOKYMEHTA.

7.10. Enununeit y4eta SJEKTPOHHOTO JIOKYMEHTA SBIISETCSA AJIEKTPOHHBIN
JTOKYMEHT, 3apeructpupoBaHHbii B CDOJI. DNEKTpOHHBIA JTOKYMEHT, WMEIOIIUI
MPUIOKEHUS, PETUCTPUPYETCS KaK OJIMH JOKYMEHT.

7.11. DneKTpoHHBIE TOKYMEHTHI (OPMHUPYIOTCS B Jieia B COOTBETCTBHH C
HOMEHKJIATypOr A€l W UHACKCUPYIOTCS B MOPSAKE, YCTAHOBIEHHOM B OTHOILIECHHUH
JIeJ1, COCTaBJIEHHBIX U3 JOKYMEHTOB Ha OyMa)XHOM HOCHUTEJIE.

[Ipu cocraBiieHMM HOMEHKJIATYphl JEN YKa3bIBAETCS, YTO JEJIO BEAETCS B
AIIEKTPOHHOM BUJIE.

7.12. DneKTpOHHBIC JOKYMEHTHI MTOCIIE MX HUCTIOTHEHUS MOICKAT XPAHCHUIO B
YCTAHOBJICHHOM MOPSJKE B TEUYEHHUE CPOKOB, MPEAYCMOTPEHHBIX I aHAJTOTHYHBIX
JIOKyMEHTOB Ha OyMa)KHOM HOCHUTEJIE.

7.13. [locne ucteyeHus: CpoKa, YCTAHOBICHHOTO JUISI XPAHEHUS AJIEKTPOHHBIX
JIOKYMEHTOB, OHU TMOJIJIEKAT YHUUTOKEHUIO aHAJIOTUYHO JOKYMEHTAM Ha OyMa)KHBIX
HOCHTEJISX.

7.14. TIpu HeOOXOIUMOCTH TIepeayu IEKTPOHHOTO JOKYMEHTA, MPOIIEIIEro
peructpanuio B COJI, MOANMCAHHOTO 3JEKTPOHHOM MOJMUCHIO JOMKHOCTHBIX JIWIL
AJIMUHUCTpalMy, OPraHU3alMSAM U TOCYJIAPCTBEHHBIM OpraHaMm, HE SIBJISIIOLIUMCS
nonb3oBatessiMu COJI, ocyliecTBIsieTCsl MEPEeBOJ AJIEKTPOHHOTO JOKYMEHTa Ha
OyMaKHbII HOCUTEIIb.

[lepeBoa 2MEKTPOHHOTO TOKYMEHTA HAa OYMa>KHBIH HOCHUTEINb MPOU3BOIUTCS C
UCIIOJIb30BAaHUEM DJIEKTPOHHOTO OJaHKa JOKYMEHTAa Y4YacTHHUKAa 3JIEKTPOHHOIO
JIOKyMEHTO000pOTa.

Conepxanue 3JIeKTPOHHOTO JOKYMEHTA M €ro OYMaKHOM KOIUU JTOJKHO OBIThH
UJICHTUYHBIM.

[Tocnie mepeBoga JJIEKTPOHHOTO JOKYMEHTa Ha OyMaXXHBIM HOCHUTEIh
COOTBETCTBYIOIIUNA  JOKYMEHT Ha OyMa)XHOM HOCHUTENE IPEIOCTaBISETCS
JOJDKHOCTHBIM JIMIIAaM AJIMUHUCTPAIIUHU, 7SI COOCTBEHHOPYYHOTO TMOIMMCAHUS B
COOTBETCTBHM ¢ Hacrtosmer WMHCTpykiueld aub0 3aBepseTcs IITaMIIOM B IIENSAX
YCTaHOBJICHUSI €70 UJICHTUYHOCTH 3JIEKTPOHHOMY JOKYMEHTY.

[lepeBoa A7EKTPOHHOIO JOKYMEHTa Ha OYMa)KHbI HOCUTEb U 3aBEPEHUE €ro
IITAMIIOM BO3JaraioTcs Ha paOOTHMKOB o0O0mIero oTAena AJIMHHHCTpAIUH
MYHHUILIMIIAJIBHOTO ~ OKpyra  MyHHUIUNaibHOe  oOpazoBanue  CrapoOenbckuii
MyHULIUNATIbHBIA  OKpyr Jlyranckoit Hapomgnoit PecnyOnuku aubo  nu,
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YIOJHOMOYCHHBIX  3aBEPSITh  JJCKTPOHHBIE  JOKYMEHTBI B  CTPYKTYPHBIX
Mo/Ipa3ieJICHUSX A MUHUCTPAIIUH, PACIIOIATa0IINX CepTU(OUKATOM KITI0Ya MOAIMHCH
U YIOJHOMOUYCHHBIX Ha COBEpIICHUE ICHCTBUN C HCIIOIB30BAHUEM DJICKTPOHHOM
MOJIMKCH B TPOIECCE AIEKTPOHHOTO JOKYMEHTOOOOpOTa (1anee — yImoJHOMOYEHHOE
JIMIIO).

JIyist iepeBoia ANEKTPOHHOTO JTOKYMEHTAa Ha OyMaKHBIA HOCHUTENh B IEIISAX
WCITOJIb30BAHUS B TPAJAWIIMOHHOM OyMa)XHOM JOKYMEHTOOOOPOTE YIOJTHOMOUYEHHOE
JUIIO:

OCYIIECTBIISCT CBEPKY JaHHBIX JOKYMEHTA, CHOPMHPOBAHHOTO B 3JICKTPOHHOM
BHJIC, C JAaHHBIMHU, TTOJTyYCHHBIMH Ha OYMa)KHOM HOCHUTEIIC;

IpU COOTBETCTBUHU JIaHHBIX CTaBUT Ha IIOCIAEAHEM JIUCTE JOKYMEHTa B
PEKBU3UTE IOIMMCHY IITAMII, 3aHOCHT B TTOJIS IITaMIIa HEOOXO0IUMYI0 HH(POPMAITHIO
Y CTaBUT JIMYHYIO MTOATHCE.

VIIl. IOKYMEHTAJIbHBIN ®OHJ]
AJIMHUHHUCTPAIINU (HauMeHOBaHME MYHUIIUTIAJIBHOTO 00PA30BaAHUA)

8.1. Pa3padoTka u BeJleHHEe HOMEHKJIATYPHI e

8.1.1. Homenknatypa Aen — CHCTEMaTH3WPOBAHHBIN TEpEYeHb 3aroJIOBKOB
(HauMeHOBaHUM) J€N, 3aBOJUMMBIX B OpraHax MECTHOIO CaMOYIPABJICHHUS,
NOJApAa3/IeNICHUsIX, C YyKa3aHUEM CpPOKOB UX XpaHeHHus, O(OpMIECHHBIA B
YCTaHOBJICHHOM IOPSIJIKE.

8.1.2. Homenkiatypa aen UCHob3yeTcs AJid TPYNIUPOBKU U CUCTEMATHU3AIuU
JOKYMEHTOB B JIEJIa M MX Y4Ye€Ta U ONpEIeIeHUs] CPOKOB XpaHeHus. HomeHnknaTypa
JieN SBJISIETCS OCHOBOM /U1 COCTAaBJIEHUS OMUCEW JeN MOCTOSIHHOTO M BPEMEHHOIO
(cBpimie 10 mer) xpaHeHus, a Takxke ydera jAen BpemeHHoro (mo 10 et
BKJIFOUUTENIHO) XpaHEHUSI.

8.1.3. Homenknatypa gen  siBisieTcd  OCHOBOW  miig  (OPMHUPOBAHMUS
JOKYMEHTaIbHOTO (poHAa AJIMUHUCTPALIMHU, COCTABIISIOT COBOKYITHOCTh JOKYMEHTOB,
CO3JaHHBIX B AJIMUHHUCTPALIMM U €r0 CTPYKTYPHBIX MOJPA3JECICHUSIX B PE3YJbTATE
B3aUMOJICUCTBUS C IPYTUMH OpPraHaMH YIPABJICHHMSI, OPTraHU3aAUUSAMHA U TPAKIAHAMHU.

8.1.4. OTBETCTBEHHOCTh 3a COCTAaBJICHUE HOMEHKJIATYphl JeJ, TMOPSI0K
dbopmupoBanusi U odopmiieHust 1ei, obOecrnedeHue HMX YyuyeTa M COXPaHHOCTH,
opraHu3zanys neperayu aei B o01uil oTen AIMUHUCTPAIUU WU HETIOCPEICTBEHHO
B apXuBHBIA oOTAed AJIMHUHHMCTpauuu (A7 TOJApa3JeieHUi, SBISIIONIUXCS
OpraHu3alysMH -  UCTOYHMKAMU  KOMIUIEKTOBAaHUS  apXMBHOIO  OTJAEJa
AJIMUHHCTpALUK) HECET CIEUUATUCT CTPYKTYPHOIO NOIpa3/IeIeHus, OTBETCTBEHHBIN
3a BEJICHUE EJIONPON3BOACTBA, HA3HAYECHHBIN PACIIOPSKEHNEM | T1aBBbl.
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Homenknarypa gen coctaBmsiercas Ciyx00il  1eIompou3BOJICTBA U3
HOMEHKJIATyp J€ll CTPYKTYpHBIX IIOApPAa3ACIICHUN; HOMEHKJIAaTypa el OpraHa
MECTHOTO CaMOYIIpaBJICHUSI  IOJIMUCBIBAETCS  PYKOBOJIUTEIEM CayxObl
JIEJIONPOU3BOCTBA, BUBUPYETCSl PyKOBOJIUTENIEM apXuBa (JIMLIOM, OTBETCTBEHHBIM 32
apxuB), yTBepxkaaerca PykoBoaurteneM AJIMHHUCTPAlUHA TOCIE COIJIACOBAaHUSA
MPOEKTa HOMEHKJIATYPBhl J€1 C IEHTPAJIbHON 3KCIEPTHOW KOMHUCCHUEH (PKCHEPTHOM
KOMHUCCHEW) OpraHa MECTHOI'O CaMOYIPAaBJIEHUS M OAWH pa3 B 5 JET € 3KCIEPTHO-
MIPOBEPOYHON KOMUCCHUEH.

HomeHkiaTypa nem B KOHLE KaXZOro TOJa YTOUYHSAETCS, YTBEPKIACTCS
pykoBoauTesneM AJIMUHHMCTPAalMA W BBOIAUTCS B JEUCTBHE C | sSHBaps CIEAYIOLIETO
KaJICHJApPHOIO IroJ1a;

8.1.5. Homenknatypa nen Aamunuctpanun (npunoxerne Ne 21) cocrassercs
Ha OCHOBAaHMM HOMEHKJATyp el CTPYKTYPHBIX MOApa3ieiieHuil (MpUII0KEHHUE
Ne 22).

8.1.6. B ciryuyae n3meneHust GyHKIIUN UM CTPYKTYPhl AJIMUHUCTPAIINY, BHOBD
CO3/IaHHO€ MOJIpa3ziesieHue 00s13aHO B MECSUYHBIM CPOK pa3paboTaTh HOMEHKIATYPY
Jel W TPEICTaBUTh €€ Ha YTBEP)KICHUE U COIVIACOBAHHWE B BBIIICYKA3aHHON
IIOCJIEIOBATEIBHOCTH.

8.1.7. HomenknaTypsl Aen AIMUHUCTPALUUA M CTPYKTYPHBIX TOJpa3aeieHHi,
SBJIIOIINXCS OpPraHu3alus MU - UCTOYHMKAMH KOMIUIEKTOBAHUSI apXUMBHOI'O OTHEJa
AJIMUHHCTpAIMU, COTJIACOBBIBAIOTCS HE PEKE OJAHOTO pasa B 5 JeT.

8.1.8. 3anonmHenue rpad HOMEHKIATYPHI JEIT.

B rpape 1 «Mupekc nema» mpocTtaBisieTcss MHIEKC Jieia, BKIOYEHHOTO B
HOMEHKJIATypy Jen. MHaekc nerma COCTOMT M3 YCTAaHOBJIEHHOrO LHU(pPOBOro
o0o3HaueHuss (Ko@) CTPYKTYpHOTO TIOJPA3/CICHUS] M TOPSIKOBOrO HOMEpa
3arojioBKa Jena Mo HoMeHkjaTtype aen. Muaekc nema oOo3HauaeTcss apaOCKUMH
uuppamu. Hanpumep: 09-02, rae 09 — nudpoBoe 06003HAYEHHE COOTBETCTBYIOIIETO
noapasnaenenusi, 02 — nopsaKOBbI HOMEp 3aroJioBKa Jiejia o HOMEHKJIATYpeE.

B HOMeHKatype nen peKOMEHAYETCsS COXPaHATh OAMHAKOBBIE MHAEKCHI IS
OIHOPOJHBIX JEJI B IpeAeliax pa3HbIX CTPYKTYPHBIX MOJApa3AeiIeHU; s
NEePEXOAAIIMNX €T HHIEKC COXPAHSIETCS.

B rpady 2 «3aronoBok gena» BKIFOYAIOTCS 3ar0JIOBKH eI (TOMOB, YacTei).

[Topsimok pacrnoJioKEHHsI 3aroJOBKOB JI€J BHYTPH pa3lIeiioB U IOJAPa3JIEoB
HOMEHKJIATypbl ~ JI€1  ONpEeNeNsieTCs  CTENEHbI0  BaXXHOCTH  JOKYMEHTOB,
COCTABJLIIOLIMX JI€Jla, M MX B3aMMOCBS3bI0. B Haudane pasnena pacnoJiararorcs
3arOJIOBKM 1€, COJEpXKalMX YYPEAUTEIbHbIE, OPraHW3ALMOHHO-IIPABOBBIE U
pacnopsauTEIbHbIE JOKYMEHTBI, 3aT€M 3aroJOBKH J€J, COJAEp>KAIKUX IUIaHOBBIE,
OTYETHbIE, UHHOPMALMOHHO-aHAIUTUIECKIE JOKYMEHTBI, IOKyMEHTHI, OTpa)KaroIiye
NEeATEIbHOCTh MOJAPAa3AEICHUs, IEPENNUCKY, B KOHIE pa3fea — PEruCTPALMOHHbBIE U
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YUETHBIE JKypHalbl, KapToTeku. Vcmomnp3yercs crieayromas MOCIeI0BATEIbHOCTD
HAaUMEHOBAHUU eIl

OpraHMU3alMOHHO-PACOPSAUTEIbHAS JOKYMEHTaIUs (BBIIIIECTOSIIITIX
UCIIOJTHUTENIbHBIX OPTaHOB);

OpraHMU3alMOHHO-PACIOPSANTENbHAS  JOKYMEHTAlusi (OpraHoB MECTHOTO
caMOYIIpaBJICHU);

TJTAHOBas JOKYMEHTAIHS;

OTYETHAs IOKyMEHTALIUS;

JOKYMEHTAIMs], OTHOCAIASCS K PEILICHUIO BOIIPOCOB OCHOBHOM JI€ATEIbHOCTH;

JOKYMEHTAIUsl, OTHOCSINAsACAd K MpoBepKaMm (PEBU3USIM) OCYLIECTBIICHUS
OCHOBHOM JIESITEIBHOCTH;

JOKYMEHTAIHS, OTHOCAIIASACS K yUETHO-CIIPABOYHOM paboTe C TOKyMEHTaMU;

pe3epBHbIE HOMEpa.

3arojioBOK Jiena JOJHKEH B YETKOW U 00001IeHHOM (hopMe OTpakaTb OCHOBHOE
COJIEp’)KaHUE U COCTaB JIOKYMEHTOB Jiefia. 3arojIOBOK JOJIKEH OBITh KOHKPETHBIM U
UCKJII0YaTh pa3jMyHble TOJKOBaHUA. Eciau neno, BKIroyaeMoe B HOMEHKIATypy Jed,
COCTOUT W3 OJUHAKOBBIX BUIOB WM PA3HOBUJHOCTEW TOKYMEHTOB, B 3aroJIOBKE
TaKOTIo JieJla YKa3bIBA€TCSd HAaMMEHOBAHHUE BUJIOB IOKYMEHTOB, HAIIPUMED:

Ilocmanosnenusi Aomunucmpayuu

He pexkomennyercss ynoTpeOisiTh B 3arojioBKe Jejda HEKOHKPETHbIE
bopMyIMpPOBKH («pa3Hble MaTepHallbl», «oOIas Mepenucka» W Hp.), a Takke
BBO/JIHBIC CJIOBA U CJIOKHBIE 0OOPOTHI.

3arojJoBOK Jiejla COCTOUT M3 BJEMEHTOB, PACMOJIara€MbIX B CIIEAYIOIIEH
MOCJICIOBATEILHOCTA: Ha3BaHUE BHUAA Jena (Mepenucka, >XKypHal HW Jp.) WIA
Pa3HOBUIHOCTH JOKYMEHTOB (ITPOTOKOJIBI, TPUKA3bI U JIp.); HA3BaHUE CTPYKTYPHOTO
nojApaszaeiaeHus (aBTOp JTOKYMEHTa); Ha3BaHWE OpraHu3aluu, KOTOpod OyayT
aJpecoBaHbl WJIM OT KOTOpoM OyAyT TMOJydeHbl JOKYMEHTHI (aapecar WIu
KOPPECTIOHJIEHT JOKYMEHTa); KpaTKoe COJepKaHUEe JOKYMEHTOB Jiejia; Ha3BaHUE
MECTHOCTH (TeppPUTOpPHUH), C KOTOPOU CBSI3aHO COJACpIKAaHWE TOKYMEHTOB JI€Na; JaTa
(mepuom), K KOTOPBIM OTHOCSITCSA IOKYMEHTBI JIeIa.

B 3aromoBkax nen, comepiKamux JOKYMEHTBI 1O OJHOMY BOIIPOCY, HO HE
CBSI3aHHBIX  TIOCJIEAOBATEILHOCTHIO  HWCIIOJHEHHWS, B KadyecTBE BuAa Jeia
yHOTpEeOIISIeTCsl TEPMUH «JOKYMEHTBI», @ B KOHIIE 3aroJIOBKa B CKOOKaX YKa3bIBaIOTCS
OCHOBHBIE€ PA3HOBUJIHOCTH JOKYMEHTOB, KOTOpbIE AOJKHBI ObITh CTPYIIMPOBAHBI B
nene (0030pbl, CBOAKU, CIIPABKU U T.[1.), HAIPUMED:

Lokymenmsl 0 paccmompenuu obpawjenuti epaxcoan (0030pvl, C800KU,
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anaiumudeckue cnpaeku)

B 3arosioBkax zien, CoepKallnux MEePENUCKy, YKa3bIBaeTCs, C KEM U 110 KAKOMY
BOIIPOCY OHA BEJAETCS.

B 3aromoBkax  gen,  COOEp)KAIIMX  MEPENUcKy C  OJAHOPOJIHBIMHU
KOPPECIIOHJAEHTaMH, NTOCIIETHUE HE YKA3bIBAIOTCS, a YKa3bIBA€TCA MX 00Iee BUIOBOE
Ha3BaHUE, HAIPUMED:

Ilepenucka ¢ apxuHbiMU YUPEHCOCHUIMU O KOMNIEKMOBAHUU ApXUeHO20
¢onoa Poccuiickoii Dedepayuu HayyHO-MeXHUYECKOl OOKyMeHmayuell

B 3aroJIOBKax JCII, COACpKaINX IICPCIINCKY C Pa3sHOPOIHBIMU
KOPPECIIOHACHTaMHU, ITOCJICAHHUC HC IICPCUNUCIIAIOTCA, HAIIPUMEP:

llepenucka 06 opeanuszayuu cemMuHapo8 U COBEWAHUL NO BONPOCAM
O0OKYMEHMUPOBAHUsL YNPABIeHUeCKOU 0esimelbHOCIU

B 3aronoBke ykas3pIBaeTCsi KOHKPETHBIM KOPPECIOHJEHT, €CIIM IEpEnucKa
BEJIETCSI TOJIBKO C HUM.

[Ipu o00o03HaueHMM B 3arojoBKax €71 aAMUHUCTPATHBHO-TEPPUTOPUATIBLHBIX
CAUHULl YYUTBIBACTCS CIEAYIOLIEe: €CIH COAEpKaHUE Jeja KacaeTCsl HECKOJIbKUX
OJHOPOJHBIX AJMUHUCTPATUBHO-TEPPUTOPUAIIBHBIX €IMHMI], B 3aroJIOBKE Jeja HE
YKa3bIBAIOTCS MX KOHKPETHbIE HAa3BaHUS, a YyKa3blBaeTCsi HX 0OIlee BHIOBOE
Ha3BaHHE, HAIIPUMED:

llepenucka c I'nasamu 20poOCKUX u MYHUYUNATbHBIX OKPY208 O COYUAILHOLU
3awume HaceneHus

Ecnu conepxanue nena kacaercst OJHOM aIMUHUCTPATUBHO-TEPPUTOPHAIBHON
eAMHUIIBI (HACEJIEHHOI0 MyHKTa), €€ (€ro) Ha3BaHWEe YKa3bIBA€TCs B 3ar0JIOBKE JIeTa.

B 3aronoBkax jen, coaepaliux IJAHOBYIO WJIM OTYETHYIO JOKYMEHTAIMIO,
yKa3bIBaeTcs nepuo (KBapTai, rof), Ha (3a) KOTOPbIA COCTABIICHBI IIJIaHbI (OTYETHI).

Eciu pgemo Oyner cocTosTh W3 HECKOJBKUX TOMOB WJIM 4YacTed, TO
cocTaBisieTcsl OO 3aroJIOBOK Jieia, a 3aTeM MpPHU HEOOXOAMMOCTH COCTaBIISIOTCS
3aroJIOBKM Ka)J0ro ToMa (4acTH), yTOUHSIOLIME COIEpKaHUE 3arojI0BKa Jea.

3aroyioBKM JIeJ1 MOTYT YTOUYHATHCA B mpouecce GopMUpOBaHUS U 0(HOPMIICHHUS
nen.

I'padpa 3 «KonmuecTtBo aem» 3amoiHSETCS B KOHIIE KaJeHAApHOTO roja, rie
YKa3bIBAETCS KOJIMYECTBO JeJ, 00pa30BaBIINXCS B I€JIOMPOU3BOICTBE.

B rpade 4 «Cpok xpaHeHHsI © HOMEpaA CTaTeH MO MEPEUHIO» YKa3bIBAETCS CPOK
XpaHEHMs Jiena B COOTBETCTBUM C [lepeyHeM THUIOBBIX YNPaBIEHYECKUX APXUBHBIX
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JIOKYMEHTOB, 00pa3yIoIIMXCsl B MPOLIECCe IEATEIbHOCTH TOCYAapCTBEHHBIX OPraHoB,
OpraHOB MECTHOTO CaMOYIIPABJICHUS U OpPTaHU3alU, C YKa3aHHUEM CPOKOB XpPaHEHHS,
YTBEPXKIECHHBIM TpHKa3oM MwuHHCTEpCTBA KyJIbTypbl Poccuiickor denepauuu OT
25.08.2010 Neo 558.

B rpade 5 «lIpumeuanne» ykaspIBacTCsl Ha3BaHUE NEPEYHEH MTOKYMEHTOB,
VCIIOJIb30BaHHBIX IIPU ONPENEIICHUU CPOKOB XPAHEHUs AEI, MPOCTABIISIIOTCS OTMETKH
O 3aBelleHUU Jea (B TOM 4YHCIe, B JJIEKTPOHHOM BHJE), O MEPEXOASAIIMX JeTax
(nanpumep, mnepexonsamee ¢ 2023 rona), O BBACIECHUH A€ K YHUYTOXKCHHIO, O
JUIaX, OTBETCTBEHHBIX 3a (popMupoBaHHe Jel, O Mepejaye JAesl B JPYroil opras,
IIOAPA3AEICHUE IS IPOJOJKEHUA U JP.

Ecnu B TeueHne rona B oJapasaeiIeHUsIX BBOJATCSA HOBBIE JOKYMEHTHI, HA HUX
(GOpMHpYIOTCA  COOTBETCTBYIOLME JI€Jla, OHHM JOIMOJHUTEIbHO BHOCATCS B
HOMEHKJIATypy. B Ka)Xa0M pa3zene HOMEHKIIATYPbl OCTABISIIOTCS PE3EPBHBIE HOMEPA.

[Io oxoH4YaHMM roja B KOHIE HOMEHKIATYPBI JEIAETCS WTOTrOBas 3allhCh O
KOJIMYECTBE 3aBEACHHBIX T (TOMOB).

8.2. @opmupoBaHue 1eJ1 U UX TeKylllee XpaHeHue

8.2.1. ®opmupoBaHue 11 — TPYNINHUPOBKA UCTIOJTHEHHBIX TOKYMEHTOB B Jieia B
COOTBETCTBUM C HOMEHKJIATYpOU J€JI U CUCTEMATU3alUsl JOKYMEHTOB BHYTPH JI€Ja.

8.2.2. Ilpu ¢hopMupoBaHuu 11 HEOOXOIUMO COOI0ATh CIEAYIONIUE TTpaBUIa;

MOMENIaTh B JIEJI0 MCHOJHEHHbIE JTOKYMEHTBI, COOTBETCTBYIOIME MO CBOEMY
COJIEP>KaHMIO 3ar0JIOBKY JieNa 0 HOMEHKIIATYPE;

NOMEIIATh BMECTE BCE JIOKYMEHTBHI, OTHOCSIIMECS K PAa3PELICHHUIO OJHOTO
BOIIPOCA;

NOMEIATH NPUIIOKEHUS BMECTE C OCHOBHBIMM JIOKYMEHTaMU;

rpynnupoBaTb B JI€JO JOKYMEHTHl OJHOIO KaJleHJapHOro roja, 3a
UCKIIFOUEHHUEM TMEePEXOIAIUX J1eT;

pa3lieIbHO TPYINIMPOBATh B J€Ja JOKYMEHThl MOCTOSHHOIO M BPEMEHHBIX
CPOKOB XpaHEHHUS;

BKJIFOYATh B JIEJIO MO OJHOMY 3K3EMILIAPY KaXJA0ro JTOKYMEHTA;

MOMeINIaTh B Aeia (akcorpaMMbl, TeJIeTpaMMbl, Teie(OHOrpaMMbl Ha OOIINX
OCHOBAHMSIX;

NOMEIIaTh B JIE€J0 MNPAaBWIBHO W TOJHOCTBIO O(OPMIICHHBIA JTIOKYMEHT
(TOKyMEHT JOJKEH UMETh ATy, MOANNCH U Ap. PEKBU3UTHI);

HE I[OMEIlaTh B JI€J0 JOKYMEHTBI, MOAJIekKallue BO3Bpary, JIHUIIHHE
AK3EMILISIPhl U YEPHOBUKH (32 UCKIIFOYEHUEM 0CO00 1IEHHBIX);

o o0beMy JeJI0 He AOJKHO IpeBbiiath 250 TUCTOB MpH TONIIMHE He Oonee 4
cM (TOJIIMHA JIe] CO cpokaMu XpaHeHus 10 10 netr He noipkHa nmpesbimath 10 o).
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[Tpu mpeBbllIeHHH AAHHOTO O00bEMa 3aBOAMTCS BTOpoil Tom. [lpu Hamuuuum B gene
HECKOJIbKMX TOMOB (4acTeil) MHIEKC M 3arojIOBOK Jejla IPOCTAaBISIOTCS Ha KaKIOM
TOMe ¢ fobaBieHneM obo3HadeHuit: «Tom 1», «Tom 2» u T.x.

8.2.3. JlIokyMeHTBl ~ BHYTpM Je€jla  pacloJlaraloTcsi CBEpXy BHHU3 B
XPOHOJIOTMYECKOM, BOITPOCHO-JIOTMYECKOM MOCAEA0BATEIIBHOCTH WM UX COUYETAHUU.

PacnopsautenbHble  TOKYMEHTBl TPYNIHUPYIOTCA B Jela MO BHIAM U
XPOHOJIOTMH C OTHOCSIIIIUMUCS K HUM ITPHIIOKEHUSMU.

[lonoxeHusi, ycTaBbl, WHCTPYKLHMH, YTBEpPXKICHHBbIC IPABOBBIMU AKTaMH,
ABJIAFOTCSA TPUJIOKEHUSIMHU K HHM U TPYNIHUPYIOTCSI BMECTE€ C YKa3aHHBIMU
JIOKyMEHTaMHU.

PacniopsokeHUsT IO OCHOBHOM JI€ATEIBHOCTH TPYNIIUPYKOTCS OTAEIBHO OT
PaACIIOPSKEHNN 110 TUYHOMY COCTABY.

PacnopspkeHust onepatMBHOrO Xapakrtepa (0 KOMaHIUPOBKAaX, OTIIYCKax,
B3BICKaHUX) POPMUPYIOTCS B OTIEIBHOE JIETIO.

[IpoTOKOJIBI B J1€I€ pacloiararoTcsi B XpOHOJIOTHYECKOM MOPSAKE IO HOMEPAM.
JIOKyMEHTBI K  IPOTOKOJAaM,  CTPYNIMPOBAHHBIE B  OTACJIbHBIC  JIEJA,
CUCTEMATHU3UPYIOTCSI 10 HOMEpaM IMPOTOKOJIOB (MpU HEOOJbIIMX oOO0BbeMax —
IPYNIHUPYIOTCS BMECTE C IPOTOKOJIOM).

VYTBepkKACHHbIE IJIAHbl, OTYETbl, CMEThI, JUMUTBl U JAPYrHe JAOKYMEHTHI
IPyNIUPYIOTCS OTAEIBHO OT MPOEKTOB.

[lepenucka rpynmnupyercs, Kak NpaBWio, 3a NEPUOJ KaJeHAApHOro rojaa u
CUCTEMATU3UPYETCSI B XPOHOJOTMYECKOM IMOCIEI0BATEIbHOCTH; JOKYMEHT-OTBET
IOMEIAeTcsl 3a JOKyMEHTOM-3ampocoM. [Ipu BO30OHOBIEHMM NEPENUCKH IO
ONPENECICHHOMY BONPOCY, HayaBIIEHCS B NPEABLAYIIEM IOy, JOKYMEHTHI
BKJIFOYAKOTCS B JIEJIO TEKYIIETO TOJla C YKa3aHWEM MHJEKca Jiea MPEAbIIyIIero roja.

JIOKyMEHTBI B JINUHBIX JI€]aX PacroJiaratoTcs B XpOHOJOTHYECKOM MOPSAKE 110
Mepe UX MOCTYIJICHUSI.

JluneBble  cyera  MYHULUMNAIBHBIX  CIYXKAIlUX  TPYHNOUPYIOTCS B
CaMOCTOATENIbHBIE JleJla 3a KaJeHJAApHbIA Toj M pacrnojiararorcs 1o andaBUTY
bamunuii.

OOpamienust TpakJaH [0 BOIpoOcaM  JESTENBHOCTH  AJIMHHHCTpAIIH,
NOJpA3/ICJEHU M BCE JOKYMEHTbl II0 HX PACCMOTPEHUIO U HCIOJHEHUIO
IpYNIUPYIOTCS OTACIBHO OT OOpAIEHUH rpakKIaH 10 HHBIM BOIPOCAM.

8.2.4. B ciyyae BbIXxoAa aKTOB AJIMUHHUCTpAIlMK BO UCIIOJIHEHUE, U3MEHECHHUE,
JOTOJIHEHUE  aKTOB, MPHUHATBIX B  [PEAUICCTBYIOIIME TOABI, JOKYMEHTHI,
HOCITY’KUBILIME OCHOBAHUEM JUJISl UX BBINYCKA, (POPMUPYIOTCS B J€JIO TEKYILETO ToAa.
[Ipy »sTOM cay)amuM, OTBETCTBEHHBIM 32 JEJIIONPOU3BOJCTBO, JIEJAKOTCA
COOTBETCTBYIOILIME CCHUIKH B J€JIaxX, 3aBEICHHBIX HA 9TH aKThI.

8.2.5. Bce MOKyMEHTHI OTYETHOTO ¥ WH(POPMAIMOHHOTO XapakTrepa IIo
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UCIIOJTHEHUIO TPUHATHIX (perepanbHbIX 3aKOHOB, yka3oB llpesumenta Poccuiickoii
Odeneparuu, mpaBoBbIX akToB InaBel  Jlyranckoit Hapomnoit PecmyOmukw,
[IpaButennscTBa Jlyranckoit Hapomnoit PecmyOnuku, Haxopsiiuecs Ha KOHTPOJIE,
MOJIIIMBAIOTCS B 3aBE€JCHHOE HA 3TOT aKT JIETIO.

8.2.6. Ecnu B mepenucke Wi B JOKYMEHTaX, MOCTYXHUBIINX OCHOBAaHUEM JIJIs
BBIMYCKa TPAaBOBBIX aKTOB AJIMUHHCTPAIIMU, UMEIOTCS CEKPETHbIE JOKYMEHTBHI, TO
BECh KOMIUIEKT JOKYMEHTOB IO JaHHOMY BOIIPOCY TepelaeTcss B  OTHENd
MOOMJIM3AIMOHHON U PEeKUMHO-CEKpETHOU paboThl 7151 (OPMUPOBAHUS CEKPETHOTO
Jiea BHE 3aBUCUMOCTH OT rpuda caMoro akra.

8.2.7. 3aKOHYEHHbIE  JCJIIONPOU3BOACTBOM  3JIEKTPOHHBIE  JOKYMEHTbI
dopMupyroTca B ena (Manku, TUPEKTOPUN) B COOTBETCTBUU C HOMEHKIIATypOil Je,
OTJENIBHO OT IOKYMEHTOB Ha OyMa)kKHBIX HOCUTEIISAX, Ha )KECTKOM JTUCKE CIICIUATHHO
BBIIETICHHOTO KOMITBIOTEPA.

8.2.8. Jlena TMOCTOSHHOTO XpaHEHHs MOAIEKAT OGOPMIICHHIO TMPU HX
3aBelecHMd W 1o 3aBepmieHnd roxa. OdopmiieHne nena  TPOBOAUTCS
MYHUILIMINIAJIbHBIMU CITY’KallIUMH COOTBETCTBYIOIIUX CTPYKTYPHBIX MOJpPa3ieIeHUM
OpU METOAMYECKON NMOMOIIM U MOJA KOHTPOJIEM CIELUUATMCTOB MYHMIIMIIAIBLHOTO
apXuBa.

8.2.9. B 3aBUCMMOCTH OT CpPOKOB XpaHEHHUS TMPOBOJUTCS TOJHOE WU
gactuuHoe odopmiienue nen. [lomHoMy ohopMIIEeHHUIO MOAIEKAT JAelia MOCTOSHHOTO,
BpeMeHHOro (cBpimie 10 JieT) XpaHeHuss M 1O JUYHOMY cocTtaBy. IlomHoe
oopmiieHune aena npeaycMaTpUBacT:

HOJIIMBKY WJIU MEpEIUIeT Jena;

HyMepaluio JINCTOB B JIEIE;

COCTaBJICHUE JIUCTA-3aBepUTes Jena (mpuioxkeHue Ne 23);

oopMIIEHUE PEKBU3UTOB O0JI0KKH JIeja M0 YCTAaHOBJICHHOH (opMme;

COCTaBJicHHE B HEOOXOMUMBIX CIydasX BHYTPEHHEHW ONMUCH JOKYMEHTOB Jela
(mpunoskenue Ne 24);

BHECEHHE HEOOXOAMMBIX YTOUHEHHH B PEKBU3UTHI OOJIOKKH  Jena
(mpocTtaBieHue KpalHUX J1aT Jena).

8.2.10. O650kKH fiena MOCTOSIHHOTO, BpeMeHHOTO (cBbIe 10 jieT) XpaHeHus u
[0 JIMYHOMY COCTaBYy O(opmIsitoTcsa Mo ycTaHoBiIeHHOW (opme. Ha oGnoxke nena
YKa3bIBAIOTCS PEKBU3UTHI: HAMMEHOBAaHUE OpraHa MECTHOIO CaMOYMpaBlICHUS,
CTPYKTYPHOTO TOAPA3ICICHUS;, UHICKC JIeTia; HOMEp Jena (ToMa, 4acTH); 3ar0JIOBOK
nena; nara jaena (ToMa, 4acTH); KOJIMYECTBO JIMCTOB B JIEJI€; CPOK XpaHEHUs Jea;
apXUBHBIN MUQP Jena.

PekBu3uThl, mpocTaBisieMble Ha OOJIOXKKE 1ena, O(GOpMIISIOTCS CIIETYIOINUM
oOpazom:

HAaUMEHOBAHME OpraHa MECTHOTO CaMOYIPAaBIICHUS — YKa3bIBAE€TCS MOJHOCTHIO,
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B MMEHUTEIHHOM TaAEKe, C yKazaHueMm OQHUIIMATBLHO TPHHITOTO COKPAIICHHOTO
Ha3BaHUs, KOTOPOE YKa3bIBAETCs B CKOOKAX IMOCIIE MOJTHOTO HAMMEHOBAHUS;

HAaUMEHOBAaHHWE  CTPYKTYpHOTO  TMOJApa3/elieHus —  3aluchiBaeTcs B
COOTBETCTBHUM C YTBEPKICHHON CTPYKTYPOH AJMUHUCTpPALINH;

MHJICKC JIeNia — MPOCTaBIseTCs MUPPOBOEe 0003HAUEHHUE Jeia TI0O HOMEHKIAType
JieJ1; HoMep Jieiia (ToMa, 4acTH);

3aroJIOBOK JieJia — IEPEHOCUTCS U3 HOMEHKJIATypPhI JIeT;

maTa Jena — YyKa3blBaeTcsa TOA(-bI) 3aBENCHUS W OKOHYAHHS Jel B
JIEJI0NPOU3BOICTRE.

JaToii nen, copep Kalux pacrnopsIUTEIbHYI0 JOKYMEHTAIMIO, a TaKXkKe e,
COCTOSIIIIUX W3 HECKOJBKHX TOMOB (YacTeil), sIBISIOTCS KpalHWE JaThl JIOKYMEHTOB
nena, T.€. JaThl (YUCI0, MECSII, TOJ) perucTpanuu (COCTaBICHUS) CAMOTO PAHHETO U
CcaMOTO TIO3JHETO JOKYMEHTOB, BKJIIOYEHHBIX B Jeio. Ilpm 3TOM Yuciao U Tox
o0o03HavaroTcs apabckumu dpaMu, Ha3BaHUE MECSIIA MMUIIETCS CIOBaMHU.

B koHIe Ka)XI0r0 JIeia MOCTOSTHHOTO XpaHEHUS MOIIMBACTCS YUCTHIA OJaHK
JIMCTa-3aBEpUTEIs, a B Hauajie — OJJaHK BHYTpPEHHEH onucH (sl ydeTa 0co00 1EHHBIX
JIOKyMEHTOB).

B nensix obecrieueHrs COXpaHHOCTH M 3aKPEIUICHHS TMOPSIIKA PACIOJIONKEHUS
JOKYyMEHTOB, BKJIIOUCHHBIX B JIEJNO, BCE JIMCTHI, KPOME JINCTa — 3aBEPUTEIS M
BHYTPEHHEH OIMHMCH, HYMEPYIOTCS TPOCTHIM KapaHAAIIOM B MPAaBOM BEPXHEM YTy
JaucTa apabCKUMU U pamu.

JIMCTBI A€, COCTOSIIMX W3 HECKOJIBKUX TOMOB WJIM YacTe, HyMEpPYIOTCS IO
KOKJIOMY TOMY WJTM YaCTH OTIEJBHO.

dortorpadun, dYepTexKH, JgUATPAMMbl U JAPYTHE€ WUIIOCTPATUBHBIE W
cnenupuyecKkre JTOKYMEHTHI, MPECTABISIONINE CAaMOCTOSITENIbHBIA JIUCT B e,
HYMEPYIOTCS Ha 00OPOTHOM CTOPOHE B JIEBOM BEPXHEM YTITY.

[TogmmTeie B JET0 KOHBEPTHI C BIIOXKCHUSMH HYMEPYIOTCS CIICTYIOIIUM
o0pa3oM: CHayajlia KOHBEPT, a 3aTeM OYEpPEIHBIM HOMEPOM KaXKIO€ BIIOKEHHE B
KOHBEpTE.

[Tocne 3aBepiieHHs HyMmMepalMu JIMCTOB COCTABIISICTCSl  3aBEpPUTEIIbHAS
HAJMUCh, KOTOpasi pacrojiaraeTcsi B KOHIIE Jejia Ha OTIEILHOM JIMCTE-3aBepUTEe
nena, rae mudpaMu U MPOMHUCHI0 YKAa3bIBAETCS KOJUYECTBO JINCTOB B JJAHHOM JIETIE,
O0COOEHHOCTH OT/CNIBHBIX IOKYMEHTOB (d4epTexH, pororpaduu, puCyHKHU U T.I1.).

3aBepuTENIbHAS HAANKWCHh TOJMUCHIBACTCS €€ COCTABUTEIIEM C YKa3aHHEM
pacuimGpoBKU MOIINUCH, AOJKHOCTH M JaThl cocTaBieHus. KomuyecTBo JIMCTOB B
Jiesie POCTAaBJISIETCsl Ha 00JI0KKE Jiejia B COOTBETCTBUHU C 3aBEPUTENIbHON HAAMKUCHIO.

Cpoku xpaHeHHS Jena Ha OOJIOKKE MPOCTABISIOTCS B COOTBETCTBHH C
HOMEHKJIATYpPOU JIEJI.

Ha ngemax mocTOSHHOTO XpaHEHUS MHUIIETCS: « XPAHUTh TTIOCTOSTHHOY.
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ApxuBHbiii mudp gena (Homep ¢oHIA, OMUCH, JAeNa) HAa OOJIOXKKaxX el
MOCTOSIHHOTO XPAaHEHHsSI MPOCTABISETCS B apXuBe AJIMUHUCTPALMHM YEPHUIAMU
TOJIBKO TIOCJI€ BKJIIOYEHHS OSTHUX J€J1 B TOJOBBIE pa3feibl CBOJHBIX OIMHCEH,
YTBEPXKICHHBIX  DKCIEPTHO-MPOBEPOYHON  KOMHUCCHEH  ApPXMBHOM  CITY>KOBI
Jlyrauckoit Haponnoit PecryOimkm.

[To okoHYaHHMM ro/1a B HAAMKCH HA OOJIOKKAX eI MOCTOSHHOTO M BPEMEHHOTO
(cBbimie 10 meT) XxpaHeHUs: BHOCSTCS] YTOUHEHUS: TTPH HECOOTBETCTBUH 3aroJIOBKa JeIT
Ha OOJIOKKE COJEP)KaHMUIO TMOJMIMTHIX JOKYMEHTOB B 3arojIOBOK J€jla BHOCSATCSA
U3MEHEHUS U IONOJIHEHHUS.

[Ipu ucnosb30BaHUM HSKCHEPT-MANOK it (HOPMUPOBAHHS NN B TEKYIIEM
JICJIIONPOU3BOJCTBE JIOMYCKAETCS BBIHOCUTH BCE PEKBU3UTHI OOJIOKKHM Jiejla Ha
TOPLIEBYIO YaCTh (KOPEIIOK MAarKu).

8.2.11. ]lns NOKyMEHTOB OIPENEICHHBIX KATErOpuil IMOCTOSHHOTO U
BPEMEHHOTO CpOKOB (cBbime 10 7eT) XpaHEHHs, y4eT KOTOPBIX OOYCIIOBJICH
cnequ(UKOl JaHHOM JOOKyMeHTauuu (0co0O LEHHbIE, JIMYHBIE Jeiaa Hu T.1.),
COCTAaBJISIETCS] BHYTPEHHSS OMUCH JJOKYMEHTOB JIeTa.

BHyTpeHHsI1 omucCh JOKYMEHTOB Jiefla COCTaBIIA€TCS TakKe Ha Jielna
MOCTOSIHHOTO U BpeMeHHOTO (cBbiie 10 jieT) XxpaHeHus, €ciii OHU CHOPMHUPOBAHBI TI0
Pa3HOBUAHOCTSIM JOKYMEHTOB, 3aroJIOBKM KOTOPBIX HE PAaCKpPBIBAIOT KOHKPETHOE
coJiepKaHue JOKYMEHTOB. BHYTpeHH:ISI ONHUCh COCTABIAETCS HA OTAEIHHOM JIUCTE 110
YCTaHOBJICHHON (opme, KOTOpas COIEPKUT CBEACHHSA O TOPSAKOBBIX HOMEpax
JIOKYMEHTOB JeNla, WX HWHJAEKCaX, JaTaX, 3aroJioBKax W HOMEpax JHCTOB Jeia, Ha
KOTOPBIX PACHOJIOKEH KaXIblil JIOKyMEHT. K BHYTpPEHHEW OIMCU COCTAaBISAECTCS
UTOTOBas 3aluCh, B KOTOPOM YKa3bIBaeTCid HHU(PPaMH U TPOIMUCHIO KOJIUYECTBO
BKJIFOYEHHBIX B HEE JJOKYMEHTOB U KOJMYECTBO JIUCTOB BHYTPEHHEH OMHUCH.

BHyTpeHHsIE OmMUCh JOKYMEHTOB J€jia TOJIUCHIBAETCS COCTaBUTEIEM C
yKa3aHueM paciu@poBKU MOANUCH, JODKHOCTH M JaThl COCcTaBleHHs omnuch. Ecim
JIEJI0 YXKe TMEePEIUIeTeHO W MOAIINTO, TO 3aBepEHHAsI COCTAaBUTEIEM BHYTPEHHSIS OTHChH
JIOKYMEHTOB JieJia TTOIKJIENBAETCS K BHYTPEHHEH CTOPOHE JTUIIEBOM O0JI0KKH Jera 3a
BEPXHUU Kpail.

8.2.12. JIoKyMEeHTbI, COCTaBIIAIONINE /IO, TOAMIUBAIOTCS HA YEThIPE MPOKOJa
B TBEpAYI0 OOJOXKY M3 KapTOHa WJIM TEPEIUIeTAlOTCS C YYETOM BO3MOXHOTO
cBOOOJHOTO YTEHHS TEKCTa BCEX JIOKyMEHTOB. [Ipum moAroroBke Jen K MOIIIMBKE
(meperuieTy) MeTaUIM4YecKue CKperuieHus (OysnaBKH, CKpENKH) U3 JOKYMEHTOB
yAAIAIOTCSL.

8.2.13. Jlena BpemenHoro (o 10 jeT) XpaHeHHs NOMJIEKAT YACTUUYHOMY
oopmIleHHIO: JOMYCKAeTCsl Jejia XPaHWTh B MAaNKax-CKOPOCIIUBATENSIX, MSTKHX
00JI0kKKaX, HE MPOBOJAUTH IMEPECHCTEMATU3ALNIO JOKYMEHTOB B JI€lie, JIUCThI HE
HYMEpPOBaTh, 3aBEPUTEIBHBIC HAMHUCA HE COCTaBIATH. PEKBM3UTHI OOJOXKKH ena
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3alOJIHAIOTCS MO YHOPOIIEHHOM cxeMe (0e3 NpoCTaBi€HHUS apXMBHOTO MIUdpa,
KOJIMYECTBA JIUCTOB B JIEJIE).

8.2.14.C wmomeHTa 3aBeleHUS JIel B CTPYKTYPHBIX MOJAPA3/IEICHUSIX
MYHUIIMNIATBHOTO apXuBa, U J0 MEpeladyd B apXUB OpraHU3alliu, Jieja XpaHsATCs Mo
MeCTy UX (POPMUPOBAHMUSL.

PykoBoguTenm MyHUITUTIATBLHBIX OPTaHOB, MOAPA3ACICHUNA U MyHHUIIUTIATbHBIC
CIIy’)Kalllie, OTBEYAIOUIMEe 3a JIEJOMPOU3BOJCTBO, HECYT OTBETCTBEHHOCTh 32
COXPaHHOCTH JOKyMEHTOB H JIEJ.

Jliist obecrieueHrss COXpaHHOCTU M y4deTa JOKYMEHTOB M JIeJ, JIOCTyNa K HUM
IPOBOANUTCS KOMIUIEKC padoT:

CO3JJaHUE ONTHUMAJBHBIX TEXHUYECKUX ((DU3NYECKUX) YCIOBHM XpaHEHUS
JTOKYMEHTOB | JIeT;

pa3MelieHne Je;

MPOBEPKa HAMYUS U COCTOSTHUSA JIETT;

coOJII0ICHUE TIOPSAKA BbIIaYU JE.

Jlena pasmemniaroT B pabouux KaOMHETaX WM CIEIHAIbHO OTBEICHHBIX IS
ATOM 1IeJIM MOMEUIEHUSAX B 3anuparoniyecs mkadol, ceidbl 1 T.11., 4TOOBI 0OECIICUUTD
X COXPAaHHOCTh W 3aIlllUTy OT BO3JEHCTBUS MBUIM U COJIHEUHOTOo cBera. [lena B
mkadax Ui WX ydera W OBICTPOTO TOWCKAa pAacloiaraloTcs BEPTHKAIBHO,
KOpEeIIKaMH Hapy>Ky B COOTBETCTBUH C HOMEHKJIATypo# fen. Ha kopemrkax o6mosxek
JIeNT YKa3bIBAIOTCS WHICKCHI IO HOMEHKIIaType Aeil. HoMeHkmatypa Jen uian BeIHUCKa
U3 Hee TIOMENIAI0TCs Ha BHYTPEHHEH CTOpOHE mKada.

[Ipu mowucke Kkakoro-nuOO JAOKYMEHTAa BHauajie CJeayeT HaWTH HY>KHBIN
3aroJI0OBOK JIeJa, a 3aTeM M0 UHAEKCY Jejla — COOTBETCTBYIOUIYIO MaIKy Ha MOJKE.

8.2.15. Jlena CTPYKTYpPHBIX TMOApPA3ACICHUN, HAXOIAIIMECS Ha TEKYIIeM
XpaHEeHHUH, MojyIekar ydery. [lepuonnuecku, Kak MpaBUiiO, TMPOBOAUTCS MPOBEpPKA
HAJIMYUS W COCTOSHHUS TOKYMEHTOB M JeNl B IIENSAX YCTaHOBJICHHS (DaKTHUECKOTO
HAJIMYUS IeTT ¥ COOTBETCTBUS UX KOJIUYECTBY, UUCISAIIEMYCS IO HOMEHKIJIaType Aedl.

[IpoBepka Hamu4Msi M COCTOSHHUS JOKYyMEHTOB M J€N MPOBOAUTCS TIpU
MIepEeMEIICHUH JIeJI, TIPH BO3BpaTe e, MPU CMEHE PYKOBOIUTENSI MYyHHUITUTIATHLHOTO
opraHa, MOJpPAa3ACIICHUs, TP PEOPTraHU3AIUN WIA JTUKBUAANUA MYHHIUTAIHHOTO
opraHa, mozpasjaeneHus. [IpoBepka HamW4usi TPOBOIUTCS IYTEM CBEPKU CTaTeH
HOMEHKJIATYphI JIe] C ONMHMCAaHHUEM Jesl Ha O0JIOKKe, a (PU3MUeCKOe COCTOSIHHUE el
OTIpEIETSETCS TMyTeM WX BU3YAJIBHOTO MpocMoTpa. Bece oOHapyKeHHBIE HEAOCTATKU
(bUKCUPYIOTCA B aKTE MPOBEPKU HAJIMYUS U COCTOSIHUSA JE.

B ciyuae yTpaThl JOKYMEHTOB U i€ MPOBOJAUTCS CIY>KeOHOE paccieloBaHue,
0 pe3ysbTaTaM KOTOPOTO JUII0, BUHOBHOE B YTpaTe, HECET OTBETCTBEHHOCTH B
COOTBETCTBHUH C JCHCTBYIOIIUM 3aKOHOAATEIHCTBOM.

8.2.16. [lena moctossHHOTO W BpeMeHHOro (cBeimie 10 7eT) XpaHeHUs
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CTPYKTYPHBIX  TOAPA3ACIICHUNA AapXWUBHOTO TMOAPA3JACICHHUS AJIMUHUCTpAINH,
BKJIFOYAsl IOKYMEHTBI 10 JIMYHOMY COCTaBY, MEPEIAlOTCS B apXHWB OpraHU3aIlud HE
MO3THEE YEM Uepe3 TPH rojia IMOCjIC MX 3aBEPIICHUS B JICJIOMPOU3BOICTBE.

Jlema BpemerHoro (o 10 jeT BKIIOYMTENBHO) XpAaHCHHS IIepeaye B apXHB
OpraHu3anuy, Kak TMpaBwio, He momiexar. OHHM XpaHATCS B CTPYKTYPHBIX
MOJIPA3/ICTICHUSAX U TI0 MCTCUYCHHH CPOKOB XPAHCHHS TOMJICKAT YHUUTOXXCHHIO B
YCTaHOBJICHHOM TTOPSIZIKE.

8.2.17. Boimaua nemn W KONMWWA JOKYMEHTOB MYHHUITUTIATBHBIM CITYXKAIIHM
IIPOU3BOJMTCS C pa3pelIeHus 3amecTuTeNs [1aBel AamMuHUcTpanuu. Beimada e
OCYIIECTBIISIETCS O/ pacnucky. Ha BeigaHHOE J1e710 3aBOJUTCS KapTa-3aMECTHTEIb
(mpunoxenre Ne 25). B Hell yka3bIBalOTCS MHICKC JCia, JaTa €ro BbIIayd, KOMY
JIEJI0 BBIJAHO, JJaTa €r0 BO3BPAIICHUS, MPEAYCMATPUBAIOTCS Tpadbl ISl paclicoK B
MOJIYYCHHUH | TIPUEMeE JIea.

Jlema BBITAOTCS BO BPEMEHHOE ITOJIh30BAHWE MYHHUIIMITAIIBHBIM CITY>KaIuM
CTPYKTYPHBIX TIOJIpa3/ieJieHui Ha CpoK He Oonee ogHOro Mecsma. [locie ncreueHus
YKa3aHHOT'O CpOKa JIeJIO JOJDKHO OBITh BO3BPAIIIEHO Ha MECTO €r0 XpaHCHHUSI.

CTOpOHHUM I10JIB30BATENISAM JI€jia BBIJIAIOTCS Ha OCHOBAHMM MX IHChMEHHBIX
3aMpoCoB ¢ paszpernieHus [ 1aBsbl.

W3bsiTiie mOoKymMeHTa W3 e TOCTOSHHOTO XPaHCHWS JOMYyCKaeTcs B
UCKITIOUNTETBHBIX CIy4dasx, MPeayCMOTPEHHBIX (eaepalbHBIMA 3aKOHAMH, U
MIPOU3BOAMTCS C paspemnieHus [ 1aBwl, IPU 3TOM B JIeJie OCTACTCS 3aBEpEHHAs KOIHS
JIOKyMEHTA M aKT O MMPUYMHAX BBIJA4H IO THHHHUKA.

8.2.18. Ilpu peopranuzanvu WIM JUKBUAAIMA MYHHUIIUIIAJLHOTO OpraHa,
CTPYKTYPHOT'O MOJIpa3/ie/IicHHs, 00pa3yIolrecs B UX JCSITEIHbHOCTH JIOKYMEHTHI B
YIOPSIZIOUCHHOM COCTOSIHUM TIEPEIAlOTCsA TMPABONPEEMHUKY, a IIPH OTCYTCTBHUH
MIPaBOIIPEEMHHKA — B apXUBHOE TMOApa3IeiacHue AIMUHUCTPAIUH.

8.3. [loaroroBka J0KyMeHTOB
U J1eJ1 K mepejade HA apXUBHOe XpaHeHHe

8.3.1. [logroToBKka MOKYMEHTOB K Iiepefadye Ha XpaHCHHE B AapXUBHOE
nojpaszzesieHue AJMHUHUCTPALMU BKJIIOYAaeT padOTy MO MPOBEIEHUIO SKCIEPTU3BI
LEHHOCTU JIOKYMEHTOB, (POPMUPOBAHHUIO U OOPMIICHHIO JI€J], COCTABICHUIO OMHCEN
€1 W AaKTOB O BBIIEICHHWM K YHHYTOKEHHIO JOKYMEHTOB, HE IOJICKAIINX
XPaHEHUIO.

8.3.2. OkcnepTH3a LIEHHOCTH JOKYMEHTOB — MW3y4Y€HHE JOKYMEHTOB Ha
OCHOBAHMM KpPUTEPUEB HUX LIEHHOCTU B LEIAX OIPEACICHHUS CPOKOB XpaHEHUs
JIOKYMEHTOB M 0TOOpa MX I BKIIIOUEHUs B cocTaB ApxuBHoro ¢onaa Poccuiickoii
Oenepanun.
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8.3.3. OkcnepTH3a LEHHOCTH JOKYMEHTOB MPOBOAUTCSA: TPHU COCTABICHUU
HOMEHKJIATYpHhI JIe; NPy (POPMUPOBAHUU JI€N U MIPOBEPKE MPABUILHOCTH OTHECEHUS
JIOKYMEHTOB K JIeJIaM, ITPU MOJITOTOBKE JIeJ K MOCIEAYIOEMY XPaHEHUIO.

8.3.4. Jlna opraHuzaniii ¥ TPOBEACHUS palOOThl MO SKCIEPTU3E IIEHHOCTHU
JOKYMEHTOB B AJMHUHHCTpAlM MYHUIMOAIBHOTO OKPyra MYHHUIUIAIbHOE
obOpazoBanne CrapobenbCkuil MyHUIMNANbHBIM Okpyr Jlyranckoit Hapoanoit
PecnyOnuku pacropsbkeHUEM pyKoBoauTens cosfaetcs LleHTpanbHas skcnepTHas
komuccus (ganee — [[9K).

3amauu, QyHKOUM, MpaBa, opraHuzanus padotel [[OK ompenensiorcs
MOJIO’)KEHUEM O HEH, COIVIaCOBAaHHBIM C SKCIIEPTHOM KOMMCCHUEH apXMBHOTO OTJENa
AJMUHUCTpAIlMU, YTBEPKICHHBIM pacropsbkeHueM [71aBel  MyHUIIMTIATBHOTO
oOpa3zoBanust CrapoOenbckuil MyHUIUDANbHbIA OKpyr Jlyranckoir HapogHoii
PecnyOnukwu.

8.3.5. DkcmepTH3a IEHHOCTH JOKYMEHTOB  OCYIICCTBISCTCS  €KErOIHO
CTPYKTYPHBIMH TIOJAPA3JCICHUSAMA TPU METOJWYECKOM TMOMOIIM pPaOOTHUKOB
MyHULHNaNbHOTO apxuBa u [[OK.

8.3.6. OT60p MOKYMEHTOB /I TIOCTOSHHOTO XpAHEHHS IPOBOJUTCS Ha
ocHoBaHMM [lepedHeil JOKYMEHTOB C yKa3aHHMEM CpOKa HUX XpaHEHUs U
HOMEHKJIATYypbl JIe7l MyTeM MOJUCTHOro MmpocMoTpa nen. He momyckaercss otGop
JIOKYMEHTOB JIJIi XpaHEHHWs W BbIICTCHUS K YHHYTOXKEHHIO TOJBKO HAa OCHOBAHUU
3aroJIOBKOB Jiel. B nenmax moCTOSHHOTO XpaHEHUs MOMJIEKAT U3BATHIO AyOJICTHBIC
IK3EMILUTSPBl TOKYMEHTOB, YEPHOBUKH, HEO(POPMIICHHbIE KOMUHU IOKYMEHTOB U HE
OTHOCSIIIIAECS K BOIIPOCY TOKYMEHTBI C BDEMEHHBIMU CPOKAMU XPaHEHUSI.

Hena ¢ ormetkoit «IIIK» moaBepraroTcsi Takke MOJIUCTHOMY HNPOCMOTPY JIS
OTIpE/IeNICHUS U BBIJICIICHUS U3 UX COCTaBa JJOKYMEHTOB, MOAJIKAIIUX TOCTOSHHOMY
XpaHeHHWI0. BbileneHHble W3 HUX COCTaBa JOKYMEHThI TOCTOSHHOTO XPaHCHMUS
MPUCOEAUHSIOTCS K OJHOPOJHBIM JieJlaM WU O(QOPMIISIOTCS B CAMOCTOSITEILHBIC
nena.

8.3.7. Ilo pe3ynpTaram SKCIEPTU3bI IEHHOCTH JTOKYMEHTOB COCTaBJISIOTCS
OMHUCHU JIeJ MOCTOSIHHOTO, BpeMeHHOTo (cBbimie 10 JeT) XxpaHEHUs U MO JUYHOMY
coctaBy (mpuiaoxenue Ne 26, 27), a TakKe aKkThl O BBIACJICHHHA K YHHYTOKECHHUIO
JOKYMEHTOB, HE TIOJyIeXkaNuX XpaHeHuto (mpuioxenne Ne 28).

PaGoTtHuk  ciyxObl  J€NONPOU3BOJCTBA  (JIMLIO, OTBETCTBEHHOE 32
JICIIONPOU3BOACTBO) COCTABJSIET MPOEKT akTa O BBIICTICHHH K YHHUYTOXKEHUIO
JIOKYMEHTOB, HE TMOUICKAIUX XPAaHEHUIO. YKa3aHHBIM MPOEKT MOAMUCHIBACTCS
PYKOBOJMTENIEM CIIYKObl JI€TOMPOU3BOJICTBA U BU3UPYETCS PYKOBOJUTEIEM apXHBa
(pyxoBOgUTENEM CTPYKTYPHOTO TOJpa3AesieHusl, OTBETCTBEHHOTO 3a XpaHEHHE
apXWBHBIX JIOKYMEHTOB).

Jlema W JOKyMEHTHI BKIIIOYAIOTCS B aKT O BBIACICHUH K YHUUYTOXKCHHIO
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JOKYMEHTOB, HE NOMJEXKAIIMX XPAHEHHIO, €CIM NPEIyCMOTPEHHBIN ISl HUX CPOK
XpaHEeHUs UCTEK K | stHBaps roga, B KOTOPOM COCTAaBJICH aKT.

ApXMBHBIE JIOKYMEHTHI TEPENaloTCsi Ha XpaHEHHE B apXuB (CTPYKTYypHOE
No/ipa3/ieJieHue, OCYIIECTBIAIONICE XPAHEHHE apPXUBHBIX JIOKYMEHTOB) IO OIMHUCAM
Ned, JIOKYMEHTOB, ONMUCSIM 3JEKTPOHHBIX JOKYMEHTOB, COCTaBJIEHHBIM B
CTPYKTYPHBIX TofApasaeneHusx (mpuioxkenue Ne 29)

Onucu aein, TOKYMEHTOB CTPYKTYPHBIX MOJPa3/IEJI€HUN COCTABIISIOTCS B IBYX
IK3EMIUISIPAX M MPEACTABISAIOTCS PaOOTHUKY apxuBa (JIMIy, OTBETCTBEHHOMY 32
apxXvMB) HE [O3HEE YeM 4epe3 OJWH TOoJ TOCJe 3aBeplIeHHs Jel B
nenonpou3BoAcTBe. ONUCH 3IIEKTPOHHBIX JOKYMEHTOB (POPMUPYIOTCS PaOOTHUKOM
CTPYKTYPHOT'O TOJIpa3e/ICHUsl B T€ e CPOKU U MPEJCTABISIOTCS paOOTHUKY apXUBa
(JInIly, OTBETCTBEHHOMY 32 apXHB) B 3JIEKTPOHHOU (popMme.

Onucu gen, AOKYMEHTOB, ONMCH DJIEKTPOHHBIX JOKYMEHTOB (TOJIOBBIE
paszienbl  OMHMCEH JieJl, OMHCEH DJIEKTPOHHBIX JOKYMEHTOB) COCTaBJISIOTCS
pabOTHUKOM apXxuBa (JIMIIOM, OTBETCTBEHHBIM 32 apXMB) Ha OCHOBAHHUM OIUCEH e,
JOKYMEHTOB, OITUCEN AIEKTPOHHBIX JTOKYMEHTOB CTPYKTYPHBIX MOAPAa3AECICHHI.

8.4. IloaroroBka M nepeaavya J0KyMEeHTOB Ha
apXuBHOEe XpaHeHHe U YHHUYTOKeHUe
JTOKYMEHTOB € HCTEKIIIUM CPOKOM XPaHEeHUs

8.4.1. Onuch nen — apXUBHBIN CIIPaBOYHUK, coaepKaluii
CUCTEMATU3UPOBAHHBIN TEPEUYCHb CAWHHI] XpaHEHUS apxXuBHOTO (oHma U
NpeAHA3HAYEHHBIN [JI1 MX y4dyeTa U PacKpbITua coaepkaHus. OtTaesibHas ONHCh
MPEACTABISIET COOOW TMEpPedYeHb JIeT C CaMOCTOSITEIBHOM BaJIOBOM (IOPSAKOBOIN)
3aKOHUYEHHON HyMepare. OCHOBOM COCTaBJICHMSI OIKMCEH Jen  SBISIETCA
HOMEHKJIaTypa Jiedl.

Onucu COCTaBJISIIOTCS OTHACJIBHO Ha JieJla TOCTOSHHOTO XpaHEHHWs; Jaena
BpeMeHHOro (cBbime 10 Jsier) XpaHeHus; JAejla Mo JUYHOMY coctaBy. Ha nena
BpeMeHHOTO (10 10 51eT) XpaHeHUs OMKUCH HE COCTABJISIOTCS.

8.4.2.B omnuce nen TMOCTOSHHOTO CpOKa XpaHEHUs BKIIOYAIOTCS BCE
3aBEJICHHBIC JieJla TIOCTOSIHHOTO XpaHEHHS] B COOTBETCTBUM C TMOPSAKOM MX
PacCIIOJIOKEHUSI B HOMEHKJIAType Jiel. 3arojoBOK JIeJa, KOTOPbI BHOCUTCS B OIHKChH,
JIOJKEH COOTBETCTBOBATH 3ar0JIOBKY JieJia Ha 0OJIOXKKE.

Onucn  gen TOCTOSIHHOTO — XPaHEHHs  CTPYKTYPHBIX — IOJApa3/eIICHUH,
ABJISIFOIIUXCA OPTAHU3ALMAMHU - HMCTOYHHKAMU KOMIUIEKTOBAHMS apXHUBHOTO OTJIENIA,
COCTaBIISIFOTCS ~ CHELMAJIMCTaMU, OTBETCTBEHHBIM 3a  JIEJIONPOU3BOJCTBO, IO
YCTaHOBJICHHOW (pOopMe M MPECTABIISIOTCS B ApXUBHBIN OT/AEI Yepe3 TPU rojia mocie
3aBEPIICHUS JIE]T B IEJIONPOU3BOJICTBE.
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8.4.3. Ilpu cocTaBiieHnH ONTUCH 1T COOITIOIAI0TCS CIICAYIOIINE TPEOOBAHUS:

3aroJIOBKM [JI€J BHOCATCA B ONMCh B COOTBETCTBUM C INPHUHATONH CXEMOH
CUCTEMATHU3ALMH JIe] HA OCHOBE HOMEHKJIATYPBI J1E1;

Ka)KJ10€ JI€JI0 BHOCHUTCS B OIKCH I10J] CAMOCTOSTEIbHBIM IOPSAAKOBBIM HOMEPOM
(eciu 110 COCTOUT M3 HECKOJIBKUX TOMOB (YacTeil), TO KaXKIbIii TOM (Y4acTh), B TOM
yuciie ¢hOpMUPOBAHHOE B OTJIEIBHBIN TOM MPHJIOKEHHUE K JIeTy, BHOCATCS B OMHCH
MI0J1 CAMOCTOSITEIbHBIM HOMEPOM );

MOPSIIOK HyMEpAaIyu J1eJ1 B OIUCH — BaJIOBBIN;

rpadbl ONMUCH 3aIOJHAIOTCA B TOYHOM COOTBETCTBUM C TEMHU CBEACHUSIMH,
KOTOpbIE BHECEHBI Ha O0JI0XKKY J1ea;

IPU BHECEHUHM B OIHKCH IMOAPSA JEJN C OJWHAKOBBIMM 3arOJOBKaMH IUIIETCS
MOJIHOCTBIO 3aroJIOBOK TEPBOrO JieJa, a BCE OCTaJbHbIE OJHOPOJHBIE Jieja
0003HAYaKOTCsl CIOBAMHM «TO JK€», IMPU ATOM JPYTHUE CBEIACHUS BHOCATCS B OIUCH
MOJIHOCTBIO;

JUTSL J1eJ1, COJEPKAIIMX JTOKYMEHTBI HECKOJIBKUX JIET, B KOHLIE OMUCH KaxKIO0ro
CJIEYIOLIEr0 roja, 3a KOTOpPBIE MMEKTCS JOKYMEHTHl B JaHHOM JI€JIe, JeJIaeTcs
CCBUJIKA Ha HOMEpA JIeJ, COAEPKAIUX MaTEpHUaIbl 3a JTAHHBIN TO.

B omnucu Mexay 3arosoBKaMu J€J OCTaBJISIETCS HHTEPBaI HE MeHee | cM.

I'padpa ommcu «lIpumedanus» wucnosb3yercs Uisi OTMETOK O IMpUEMe Jel,
0COOEHHOCTIX MX (PU3UYECKOTO0 COCTOSIHMS, O Mepenaue J1eJd IPYruM CTPYKTYPHBIM
MOAPA3AEIEHUSAM CO CCBIJIKOM HAa COOTBETCTBYIOLIUI aKT, O HAJIMYMUA KOMHUH U T.II.

B koHIIE onKcH 1eN1aeTCsl UTOTOBas 3alUCh, B KOTOPOU yKa3biBaeTcs (Ludppamu
U TIPOIKUCHIO) KOJIMYECTBO /1€, BHECEHHBIX B OMKCH, MEPBbII M MOCIEAHUNA HOMEpa
Jiel, a TaKXKe OrOBapHUBAIOTCSI OCOOCHHOCTH HyMepaluu el B ONUCH (JIUTEpHbIE U
NPOIMYIICHHBIC HOMEPA).

8.4.4.Onucu nen, TOJATOTOBICHHBIE CTPYKTYPHBIMH — TMOJPA3ICICHUSIMU
AJIMUHHCTpALMU, BXOAST B OMUCU JIe AJMUHUCTpAIMU, HA OCHOBAaHUU KOTOPBIX
Jiena nepefaroTcs Ha XpaHeHHe B apXUBHBIN OTIEN.

8.4.5.Onucu  fAen TOCTOSHHOTO XPAHEHUsI COCTABISIIOTCS B YETHIPEX
AK3EMIUISPAX, 110 JIMYHOMY COCTaBY — B TPEX 3K3EMIUIIPAX, NOAMUCHIBAIOTCS JTULOM,
OTBETCTBEHHBIM 32 BEJCHHUE JEJONPOM3BOJACTBA, coriacoBbBatoTcsa ¢ 1[OK,
yTBEpKat0TCs [ 1aBoil U HampaBisAIOTCA: OMUCH JIeJ MOCTOSSHHOTO XpaHEHUsi — Ha
YTBEPKJIEHUE DKCIEPTHO-MPOBEPOUHON KOMHUCCUU APXUBHOM Cyx)Obl Jlyranckoit
Haponnoit PecnyOnuku, omucu nen MO JUYHOMY COCTaBYy — Ha YTBEPIKICHHE
DKCIIEPTHON KOMUCCUEN apXUBHOIO OTAENA AIMUHACTPALUH.

IlepBbIl DK3EMIUISP ONMCH IOCTOSHHOTO XPAaHEHUsS IIOCJIE YTBEPKIACHUSA
HaIpaBJIseTC B apXUBHBIA OTIAEN AJIMHUHHCTPALUHU, OJWH 3K3EMIUISIP OCTAETCS B
apXMBHOM OTHeNe AJMUHUCTPALMHM, TPETHUM — BO3BpPALAETC B CTPYKTYPHOE
NOJIpa3/ieJieHue, SBISIOIIEECS] OpraHu3alueld - HMCTOYHUKOM KOMILIEKTOBAHMS
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apxuBa.

OnuH SK3eMIUISp ONHUCH JeNl MO JUYHOMY COCTaBy IIOCJI€ COIJIACOBAHMS
OCTAlOTCSI B  apXMBHOM  OTaeNe AJIMUHUCTpAlMM, OJWH TepeJaeTcs B
MYHUIUTIATBHBIA apXUB.

[Ipu mepenadye MOKyYMEHTOB Ha XpaHEHHE OMUCH JOHKHBI UMETh TUTYJIBHBIN
JIUCT, OTJIABJICHHUE, CIIMCOK COKPAICHHBIX CIIOB, IPEAUCIOBUE, YKA3aTEIH.

OTtaenbHBIE ONHCH COCTAaBJISIOTCS Ha €AUHUIBI XPAHEHUS 3JIEKTPOHHBIX
JIOKYMEHTOB TIOCTOSTHHOTO XpaHEHHUs, BpeMEeHHBIX (cBbIiie 10 51eT) cpoKkoB XpaHEHHUS,
B TOM YHCJIE IO JUYHOMY cOCTaBy. Ha aleKTpOHHbIE JTOKYMEHTHI, HE TOJJIeKAaIlIne
XPaHEHUIO, COCTABIISICTCA OT/ACIIbHBIN aKT.

8.4.6. OT60p MOKYMEHTOB K YHUUYTOKEHHMIO 32 COOTBETCTBYIOIIUU IMEPUON U
COCTABJICHHE aKTa O BBIJCICHHM K YHHUYTOXCHHIO JOKYMEHTOB, HE MOIJIEKAIIUX
XPAHEHUIO, IPOU3BOIUTCS MOCIE YTBEPKIACHUS OMKUCH JI€] IOCTOSHHOTO XPaHEeHHUS 32
3TOT MEPHUO/I.

[Ipn pu3nyeckoM YHHYTOXKEHUH JIOKYMEHTOB CIEIYET PYKOBOJCTBOBATHCS
CJIETYIOITUMU TTPUHITUIIAMU:

YHUYTOXEHUE JIOJHKHO BCeria ObITh CAHKIIMOHUPOBAHHBIM;

JIOKYMEHTBI, CBSI3aHHBIE C TMPEACTOAIIMMU WM aKTyaJbHBIMHU CyJeOHBIMU
pa30upaTenbCcTBaMU U pacCiaeAOBaHUSAMHU, HE YHUUYTOXKAIOTCS JO MUCTEUYEHHS] CPOKOB
YKa3aHHBIX CyIe€OHBIX pa3OUpaTeNbCTB U PACCIEIOBAHUN U YCTAHOBJICHHBIX CPOKOB
XpaHCHMUS;

YHUYTOXKEHUE JTOKYMEHTOB JOJIKHO TPOBOAMTHCS TaKUM O0pa3oM, 4YTOOBI
COXpaHUTh KOH(MUIECHIIUATBLHOCTD JIF000H cofieprkaiierics B HUX HH(OpMaIuy;

BCE KONMUU JIOKYMEHTOB, pa3pelIeHHbIX K YHUYTOXKEHHUIO, BKIIIOYAs
KOH(HICeHIIUATIbHBIE, CTPAXOBbIC U PE3EPBHBIC KOMHH, CIEAYET YHUUTOKHUTH.

VYKazaHHble ONHCHM W aKThl paccMarpuBaroTcss Ha 3aceganun [[OK
OJIHOBPEMEHHO.

8.4.7. CornacoBannble [IOK akThl 0 BBIICICHUH K YHUUTOXEHUIO IOKYMEHTOB,
HE TOJJIeKAIIUX XPAHEHHUIO, YTBEPKAAOTCs ['J1aBOM TOJIBKO MOCIE YTBEP KICHUS
OKCIIEPTHOM KOMHCCHHM apXMBHOTO OT/AeNa AJIMUHUCTPAIMA MYHHUIUTIATHHOTO
OKpYyTa; TIOCJIe YeTO JOKYMEHTHI, BKIIFOUCHHBIE B aKT, MOTYT OBITh YHUYTOXKCHBI.

JIoKyMeHTBI, J1eJ1a, TIOAJIeKaIINe YHUUTOXKCHHIO, TIEPEAAt0TCs B OpTraHU3aIIHIo,
3aHHUMAIOIYIOCSI MEepepabOTKON BTOPCHIPHSI, MOCTE YTBEPKACHUS PYKOBOJIUTEIEM
AJMUHHCTpAIIUU MYHHUITUTIATLHOTO OKPYTa, OpraHU3aIMK WIIH YIIOJITHOMOYCHHBIM MM
JUIIOM aKTa O BBbIICJICHUM K YHUYTOXKEHUIO JOKYMEHTOB, HE MOJIeKAIUX
XpaHEHHUIO.

JIOKyMEHTBI, coJiepxaliue NepCOHaNbHbIE JaHHbIC, UMEIOIIe nmoMeTky " s
CIIy>keOHOTO TOJB30BaHUA", a TaKXKe COJepKalMe HH()OPMALUIO OrPaHUYCHHOTO
JOCTyMa, JOJDKHBI YHHUYTOXXATbCA B OpPraHe MECTHOTO CaMOYIPABJICHHUS, IMyTeM
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MEXaHUYECKOTO  W3MeNbueHus  (IMpeaupoBaHUs) WJIA  HHBIM  CIOCOOOM,
HCKJIFOYAIOIIUM BO3MOXHOCTh BOCCTAaHOBHUTH COJIEPAKAHUE NOKYMEHTOB. bymakHbie
OTXOJIbl TIEPE/IAI0TCS B OPraHU3alINI0, 3aHUMAIOIIYIOCS MTepepaboTKON BTOPCHIPHSI.

JIOKyMeHT, MOATBEPKAAIOMNN (aKT YTHIM3AIUHU, MPUKIIAJIBIBAETCS K aKTy O
BBIJICJICHUY K YHUYTOXKEHUIO JOKYMEHTOB, HE MOJICKAIUX XPAHEHHUIO.

8.4.8. Jlema, mnpenHa3HauyCHHbIE IS  YHUYTOXKCHHS, JIOJDKHBI  OBITH
YTWIN3UPOBAHbI C  TMOMETKOM  «YHHUYTOXEHBI  (COMOKEHBI,  M3MEJIbUCHBI)
KOMUCCHOHHOY.

8.5. OnepaTuBHOE UCNOJIb30BaAHNE APXUBHBIX JOKYMEHTOB,
XPaAHSAIIUXCS B apXUBe OPraHu3anun

8.5.1. MyHuIMmanpHbIe CayKane ATMHUHUCTPAIIAN TOMyCKAl0TCs K paboTe ¢
apXWBHBIMU JIOKYMEHTAMH, HAXOJSIIUMKCS B apXWBHOM OTIENEe AIMUHHUCTPAIINH,
17151 paOOTHI B LIEJISAX UCIIOJTHEHUSI CBOMX CITYKEOHBIX 00s3aHHOCTEH.

8.5.2. MyHuIunaibHbIM CITyXaIuM WHBIX OpraHoB MECTHOTO
CaMOYIIPABJICHUSI ApPXUBHBIE JOKYMEHTBI MPEJOCTABISIIOTCS 10 MUCbMEHHOMY
3aMpocy UX PyKOBOJUTENEH U ¢ paszperieHus [ aBbl.

8.5.3. MyHuInunanpHbeIe CIIyXaIllfe HECYT OTBETCTBEHHOCTH 3a COXPAHHOCTH
MOJTYYCHHBIX apXUBHBIX JOKYMEHTOB M WCIOJIb30BAHUE TMOJYyUYESHHON MH(POpMAINK B
COOTBETCTBHHM C JIEHCTBYIOLIUM 3aKOHOIaTE€IbCTBOM.

8.5.4. 3ampeniaercs U3bATHE TOKYMEHTOB W3 JIeJ, Mepefada APYTHM JIMam
ApPXWBHBIX JIOKYMEHTOB WJIM MX KOIHUH.

8.5.5. Ilpu pabore ¢ apXMBHBIMH JOKYMEHTAMH HE Pa3peliaeTcs BHOCHUTH B
HUX TOIPaBKH, JIeJaTh MIOMETKHU, pad0TaTh C HUMH BHE CITY>KEOHBIX IIOMEIIEHUH.

8.5.6. [IlommMHHMKKM TIPaBOBBIX aKTOB AJMHUHUCTpPAIMH, TMPOTOKOJIOB
coBelIaHui y 'J1aBbl, MPOTOKOJIOB 3aceAaHui IPYTUX MYHUIIMIIAIBHBIX OPTaHOB U3
apXWBa OpraHu3alliyi HE BBIIAIOTCS.

8.5.7. ApXHBHBIE OKYMEHTbI OpPraHH3alMU MPEIOCTABISET MO MUCHMEHHBIM
3ampocaM OpraHU3aluid U TPaXKJIaH, KOMWW HAXONAIIUXCS HAa XPaHCHWU TPABOBBIX
aKTOB M MHBIX apPXUBHBIX TJOKYMEHTOB, BHIMUCKHA U3 HUX, €CJTM OHU HEOOXOIUMBI JIJIs
pEIIeHHsT BOIPOCOB, KACAIOIIUXCS MPaB M 3aKOHHBIX HHTEPECOB OPTraHU3AMA U
rpaXkaaH.

B wHBIX Cily4asx apXUBHBIC JTOKYMEHTHI M MX KOIMHM MOTYT MPEI0CTABISITHCS
OpraHu3alysIM U Tpak/laHaM IO UX MMCbMEHHBIM 3apocaM ¢ pa3pelieHus [ naBsbl.



