AJIMUHHUCTPALIMSI CAMAPCKOI'O CEJIbCOBETA
JIOKTEBCKOI'O PAMOHA AJITAMCKOI'O KPAS

ITOCTAHOBJEHHE

25.02.2019 . Ne 11
c. Camapka

OO0 yTBEpXIEHUM WHCTPYKIHUHU TIO
JNETONPOU3BOACTBY B AIMUHUCTPALIUU
Camapckoro cenbcoBeTa JIOKTEBCKOTO
paiioHa ANTalCKOro Kpas

B cootBerctBum ¢ ®enepansabiM 3akoHOM OoT 06.10.2003 Nel3l1l-®3
«O0 o0uMX MPUHIMIIAX OpraHU3allid MECTHOrO caMoyrpaBiieHus B Poccuiickoit
Oepneparuu», YCTaBOM MYHHUIIMOAIBHOTO oOpazoBaHus (CamMapCKHil CelbCOBET
JlokTeBckOoro paiioma AJnTalCKOro Kpas, B IleNmsAX oOecrneueHus U
COBEPIICHCTBOBAHUS IOKYMEHTOOOOPOTA, MOBBIIMICHUS €r0 3()PEKTUBHOCTH ITYTEM
perinaMeHTalui Ha €IWHOM NPaBOBOM H METOAUMYECKOM OCHOBE MPaBUII
MOATOTOBKU JOKYMEHTOB, TEXHOJOTHH pabOThl C HUMH, OpraHM3aldd HX
TEKYIIEro XpaHEHUs U NOATOTOBKH K MEPEIAYe B apXUB OPraHU3alINH,
HOCTAHOBJIAIO:

1. VTBepauTh W BBECTH B JCHCTBHUE MHCTPYKIHIO MO ACIOMPOU3BOACTBY
Anmunuctpanuun CaMapcKoro ceiabcoBeTa JIOKTEBCKOTro palioHa AJITalCKOIO
Kpas .

2. Hacrosmiee mocraHoBIeHHE OOHApoaOBaTh Ha OQHIIMAILHON caiiTe
Anmunuctpanuu JIOKTEBCKOro pailoHa B pa3jeie <IOCEJICHUS» u Ha
HHPOPMALIMOHHOM CTeHAe AaMuHucTpanuu CaMapcKoro ceabCOBETa.

3. KoHTposb 3a HCIOIHEHHEM HACTOSIIETO PACTIOPSDKCHHS OCTAaBIISAIO 3a
cOoOOH.

['maBa cenbcoBeTa I".'H.Amupona
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[Tpunoxenne Nel
K TIOCTAHOBJICHUIO AJIMHUHUCTpaIUn

Camapckoro cenbcoBeTa
or 25.02.2019 Ne 11l

HHCTPYKIUA
110 AeJIONPOu3BOACTBY B AnrmuHuctpauun CamMapckoro cejabcoBera
JIOKTEeBCKOro paiioHa AJITAHUCKOr0 Kpas.

1. O0Me moJIoKeHus

1.1. MHCTpyKIMs TO NEeNONpOU3BOJACTBY B AnmuHuUcTpanuu Camapckoro
cenbcoBeTa JIoKkTeBCKOro paidiona Aunrailickoro kpas (mamee — HHCTpyKITus)
pa3zpaboTaHa B LENsAX OOECIEUEHUsS U COBEPIICHCTBOBAHUS JTOKYMEHTOOOOpOTA,
MOBBIIIEHUS €ro 3((PEKTUBHOCTH MyTEM pErjiaMeHTallud Ha €IMHOW MPaBOBOU U
METOJUYECKOW OCHOBE MPaBWJ MOJTOTOBKU JOKYMEHTOB, TEXHOJOTHM pabOTHI C
HUMHM, OpraHHu3allid UX TEKYIIEero XpaHEeHHs W MOATOTOBKHU K IMepe/iaue B apXuB
OpraHu3aIuu.

1.2. VHCTpyKIMS OMpeAenseT MOPSAOK BEICHUS IEIOMPOU3BOJCTBA II0
MpUeMy, Y4eTy, MOArOTOBKE, O(POPMIICHHUIO, BHXKEHUIO, KOHTPOJIKO HCIIOJHEHHUS,
XpaHEHUI0O W UCIOJIb30BAHUIO JOKYMEHTOB B AamunucTpanuu  Camapckoro
cenbcoBeTa JIOKTEBCKOTO paiioHa ANTaiiCKOro Kpas.

1.3. YcranoBnennple MHCTpyKIMel mpaBuia BEACHHS EJIOMPOU3BOICTBA
OMPENENSAI0T OpraHu3aluoo padboThl C OpPraHU3ALMOHHO-PACIIOPAIUTEILHBIMU
JOKYMEHTaMH HE3aBHCUMO OT BHJIa HOCHUTENS, BKIIOYass MOJTOTOBKY,
pErucTpaluioo, y4eT U KOHTPOJb HUCIOJHEHUS JAOKYMEHTOB, OPTraHU3alMI0 HX
TEKYIIET0  XpaHEHHUs, OCYIIECTBIAEMbIE C TMOMONIbI0 HMH(OPMALMOHHO-
KOMMYHHUKAIIMOHHBIX TEXHOJOTHM paCIpOCTPaHSAIOTCS Ha BCIO CIYKEOHYIO
JOKYMEHTAIINIO, HE COJEPXKALIYyI0 CBEJCHUS, OTHOCSIIHECS K TOCYIapCTBEHHOM
TalHe.

1.4. Tlopsmoxk paboThl € JOKYMEHTaMH, COJAEpKalluMH HHGOPMALHUIO
OTPAaHUYEHHOI0 JOCTYMa PEryJupyrTcs OTAEIbHBIMU HOPMATHUBHBIMU aKTaMH,
YTBEPKIAEMbIMU PYKOBOJUTENIEM OpPraHU3AIUU.

Benenue cexpeTHOro AENONPOU3BOJICTBA OCYUIECTBIISIETCSI B COOTBETCTBUU
CO CIeUAIbHON MHCTPYKLHEHN, YTBEPKIACHHOU mocTtaHoBieHueM lIpaBurtenscTBa
Poccuiickoint @enepannu.

1.5. CocraBnenue, ohopmieHHE U Y4YeT JOKYMEHTOB IO Kajapam, Y4eTy
BOCHHOOOSI3aHHBIX MPOBOAUTCS B MOPAJIKE, YCTAHOBJIEHHOM JCHCTBYIOIINM
3aKOHO/JATEIbCTBOM, HHCTPYKIMSIMU, MOJOKEHUSIMU, UHBIMU PABOBBIMU aKTAMHU.

1.6. OTBETCTBEHHOCTHh 3a OpraHW3alMI0 JEIONPOU3BOJICTBA B OpraHax
BO3JIaraeTcs Ha X PyKOBOJIUTENICH U (MJIH) 3aBEAYIONIUNX OOIITHUMHE OTIACIIaMHU.



MyHununanabHbie CITy>Kallue OpraHoB HECYT NEePCOHATBHYIO
OTBETCTBEHHOCTh 3a coOMIofieHue TpeOboBaHuii WHCTpYyKIMU, COXPaHHOCTH
HaxXONAIIUXCS Yy HUX JOKyMeHToB. [Ipum yTpare nOKyMeHTa MYHUIIMMAIbHBIN
CITyXaluii 00s13aH HEMEIJIEHHO JIO0JIOKUTh 00 3TOM PYKOBOJUTEIIO OpraHa.

1.7. BHOBb MNPHUHATHIE MYHHIUIIAIBHBIE CIY)KaIlME€ JIOJKHBI OBITH
03HAKOMJICHBI HETMOCPECTBEHHBIM PYKOBOJUTEIEM C Pernamentom
Anvmunuctpauun  Camapckoro cenbcoBeTta U MHCTpyKIHMENH B TE€UECHHE MSATH
pabouux gHEN co AHS MpUeMa Ha padoTy.

1.8. MHCTpyKIMs HE pacmpoCTpaHSIETCs Ha TMOPSAOK JEIONPOU3BOJCTBA
CoBera genyrtatoB  (CaMapcKOro CelbCOBETa, €CIIM NPABOBBIMU aKTaMU HE
YCTaHOBJICHO UHOE.

1.9. [IlpaBmma paboOTBI € JOKyMEHTAMH B CHCTEME JJIEKTPOHHOTO
IO0KyMeHTooOopoTa opranm3anuu (mamee - CDOJ]) m WHBIX WHGOPMAIMOHHBIX
CHCTEMax, B KOTOPBIX OCYINECTBISETCS CO3JlaHue (BKJIIOUCHUE) W XpaHCHHE
JIOKYMEHTOB, HE JIOJKHBI BXOJUThH B MPOTUBOPEYHE C MOJIOKEHUSIMU NHCTPYKIINU.

2. O0urue TpedGoBaHus K 0(hOPMIIEHHIO TOKYMEHTOB

IIpy MOATOTOBKE MOKYMEHTOB HEOOXOAMMO cOOJoAaTh TpeOoBaHUS U
nmpaBuia, OOECHEYHBAIOIMIME UX IOPUAMYECKYI0 CHIIy, IeIecO00pa3HOCTh |
000CHOBAHHOCTH, ONIEPATUBHOE MCIIOJHEHNUE U UCIIOJIb30BaHHE.

2.1. B1aHKH TOKYMEHTOB

[lpy TOATOTOBKE JOKYMEHTOB 3a IOJANKCHIO TJIABBI  CEILCOBETA,
UCIIOJIB3YIOTCS CIICTYIOIINE BUIBI OJIAHKOB:

OJITaHK TTOCTAHOBJICHUS TJIaBBl celibcoBeTa (mpuiiokeHue 1);

OJITaHK PacIOpsHKEHUS TJIaBbl celbcoBeTa (TPUIIOKEHHE 2);

OnaHk uchMa (Tpritoskenue 3).

®opmbl OJTAHKOB MHBIX OPIaHOB MECTHOTO CaMOYIIPABIICHUS YTBEPIKIAIOTCS
IIPABOBBIMH aKTaMH MHBIX OPIaHOB MECTHOT'O CaMOYIIPABJICHUS.

2.2. @opMmar 6ymaru

bnanku opopmisrorcss Ha Oenoit Oymare dopmaroB A4 (210 x 297 mm), B
OTICNIBHBIX CJydasx, TNPEAYCMOTPEHHBIX (OpMON JTOKyMEHTa, — Ha JIHCTaxX
dopmata A3 (297 x 420 mm) u A5 (148 x 210 MM) U TIedaTaroTCsl YSPHOUM KPACKOM
Ha OCHOBE IMPOJIOJILHOTO HJIM YTJIOBOTO PACIIOJIOKEHHUS PEKBU3HTOB.

JIOKyMEeHTBI Ha OYMaXHBIX HOCHTEINSAX O(GOPMIISIOTCS Ha JIMIIEBOH CTOPOHE
aucta 0e3 000poTa, 3a HUCKIIOYCHHWEM CIy4acB, YCTAHOBJICHHBIX THIIOBBIMHU
dbopmamu u oOpa3iamMu JOKYMEHTOB.

2.3. Ilosst 1 aG3amHBIi OTCTYN



Kaxxmp1it mucT JOKYMEHTa TOJDKEH UMETh TTOJISI CIICTYIOIINX Pa3MepoB:

nesoe — 20 MM;

npaBoe — 10 mmM;

BepxHee — 20 MM,

HmxHee — 20 MM.

JIOKYMEHTBI JUTUTEIBHBIX CPOKOB XpaHeHus (cBbimre 10 JieT) T0JKHBI HMETh
aeBoe mnoJjie He Menee 30 MM.

AO3aIHbIN OTCTYII TOKEH COCTABIATh 12,5 MMm.

3aroyioBKU pa3/esioB W IMOAPA3/ICIIOB MEYaTaroTcs ¢ a03alHbIM OTCTYIIOM
WU IEHTPUPYIOTCS I10 IITUPUHE TEKCTA.

MHOTrOCTpOYHBIC PEKBU3HUTHI II€UATAIOTCS Yepe3 OJHH MEKCTPOUHBIN
WHTEpPBAJI, COCTAaBHBIC YaCTH PEKBH3HTOB OTICIAIOTCS  JIOIMOJIHUTEIHLHBIM

WHTEPBAJIOM.
Tekct nokyMmeHnTa neyataercs yepe3 1 — 1,5 MexkcTpoUHBIX HHTEpBAIA.
Nutepan mexay OykBamMu B CIOBax — OOBIYHBIM, HHTEpBAl MEXKAY

CJIOBaMU — OJIUH MPOOEI.

TekcT MoKyMeHTa BBIPAaBHUBACTCS 10 MIMPUHE JIMCTa (IO TPaHMIIAM JICBOTO
Y TIPABOTO TIOJICH TOKyMEHTA).

JlnuHa camMOM JJIMHHOW CTPOKM PEKBHU3WTA NPHU YIIIOBOM PACIOIO0KEHUH
PEKBU3HUTOB — HE Oosiee 7,5 cM, IPU MPOIOIBLHOM PACIOIOKEHUN PEKBU3UTOB — HE
6onee 12 cm.

Ha mnpononpHbIX OnaHkax (OJIAHKM TIOCTAHOBJICHHW, PACHOPSKCHHIH,
NPUKA30B) BCE PEKBU3HMTHI PACIIONATAIOTCS 10 IEHTPY TEKCTOBOIO IOJIsI, Ha
yriaoBbIX (OJTaHKK THCEM) — B JICBOM BEPXHEM YIJy OJIaHKA, MPH TOM KaxKIbId
AJIEMEHT PEKBU3UTA LICHTPUPYETCSI OTHOCUTEIBHO CAMOU JJIMHHOW CTPOKH.

[Ipy moAroToBKE IJOKYMEHTOB JIOMYCKA€TCA MCHOJIb30BAHUE JIUIIEBON U
00OpOTHOW CTOPOHBI JiKcTa. [Ipu NTBYCTOPOHHEM CO3[aHUU JOKYMEHTOB IIMpPHUHA
JIEBOT'O TOJISl HA JUIEBOM CTOPOHE JIMCTA U MPABOro MOJisi Ha 0OOPOTHOUM CTOPOHE
JIUCTA JOJKHBI OBITh PABHBI.

[Ipu co3ganum AOKyMeHTa Ha JABYyX U 0Oojiee CTpaHULIaX BTOPYIO U
MOCJEAYIOIINEe CTpaHullbl HymepytoT. Homepa cTpaHuil mOpoCTaBislFOTCS 1O
CepelMHe BEPXHETO MO JOKyMeHTa Ha pacctosHnd 10 MM OT BEpXHETo Kpas
JUCTA.

[Ipu moaAroTOBKE MHOTOCTPAHUYHBIX JOKYMEHTOB O(OPMIISIETCSI TUTYJIbHBIN
JUCT

[Ipu cocTaBieHuu TabIUIl AOMYCKAETCS UCMOIb30BaHKE MIPU(TOB MEHBIIINUX
pazmepos - N 10, 11 nr.

Jlomyckaercst BBIACIATh MOMYKUPHBIM MIPUPTOM PEKBU3UTHI 'agpecat',
"3aroJI0BOK K TEKCTY' WIH 'TIOAINUCH', a TAKXKE OTJEIbHbIE ()parMEHTHI TEKCTA.

2.4. PeKBU3UTHI TOKYMEHTOB

CocTtaB pEKBHU3UTOB, HCHOJIB3YyeMbIX Ui OQOPMIIEHUS JOKYMEHTOB,
ornpenenseTcs BUIOM (Pa3HOBHIHOCTBIO) OpraHU3AIMOHHO-PACTIOPSAUTEILHOTO



JTOKyMEHTa

[Ipu cocraBineHnr U OGOPMICHUU JITOKYMEHTOB MOTYT HCIIOJIb30BaThCS
CJIETYIOITNE PEKBU3UTHI:

1. HaumeHnoBaHue oprana,

2. HaumeHnoBaHWE CTPYKTYPHOTO TOIpa3eICHUS;

3. CrnpaBouHble JaHHBIC 00 opraHe (ITOYTOBBIN agpec, MHACKC, TeledoH,
bakc);

4. HaumeHoBaHue BuAa [JOKyMcHTa (IIOCTAHOBJICHHE, pPaCIOPsIKEHUE,
MPHKa3 U T.1.);

5. JlaTa moKyMeHTa,

6. PeructpanuoHHbIii HOMEp JOKYMEHTA;

7. CcpllIKa Ha PETUCTPAITMOHHBIA HOMED U ATy MOCTYIMHUBIIETO TOKYMCHTA,

8. Mecro cocraBiienus (M31aHKs) JOKYMECHTA,

9. Anpecar;

10. T'pud yTBEep)ACHUS TOKYMEHTA;

11. Pe3omromusi;

12. 3aronoBOK K TEKCTY,

13. OT™MeTKa 0 KOHTPOJIE,

14. TekcT JOKYMEHTAa,

15. OTMeTKa 0 HATMYUH TIPUIT0KEHHS;

16. IToxarmucs;

17. I'pu¢ cornacoBaHusi NIOKYMEHTAa,

18. Bu3ssr;

19. Ileuars;

20. OT™MeTKa 00 MCIIOJIHHUTEIIE;

21. OT™MeTKa 0 3aBEPCHUH KOIIHH;

22. OTMEeTKa 0 TIOCTYILICHUH JIOKYMCHTA,

23. OTMeTKa 0 HampaBlIeHUU JOKYMEHTA B JIETIO.

2.5. PexBu3utr «HammeHnoBaHue oprana (CTPyKTYpPHOT0 NOaApa3aeIeHus1)»

Baxxubim PCKBU3UTOM  AOKYMCHTA ABJIICTCA IIPABUJIBHOC  YKAa3aHHC
HaMMCHOBAHHA OpraHa-aBTOpa MJOKYMCHTA, OHO YKa3bIBACTCA Ha 6J'IaHKaX, B
COOTBCTCTBHU C YUPCAUTCIbHBIMHY JOKYMCHTAMM.

2.6. PexBu3ut «CnpaBoyHble JaHHbIE 00 OpraHe»
OTOT PEKBU3UT, KaK MPABUIO, SIBIISIETCS MPUHAJJICKHOCTHIO OJaHKa OopraHa

¥ BKJIFOYAET TMOYTOBBIA anpec (B T.d4. WHAEKC), HOMepa TeleOHOB H JPYTHUE
CBEJICHHS IO YCMOTPECHHIO opraHa (Homepa (pakcoB, ajpec DJICKTPOHHOM ITOYTEHI

u ap.).

2.7. PexBu3ut «HanMeHOBaHHE BUAA TOKYMEHTa»
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OO0s3aTeIbHBIM PEKBU3UTOM CITY)KEOHBIX JOKYMEHTOB, 32 HUCKIIIOYEHUEM
MACEM, SIBISIETCS YKA3aHUE UX BUJA. MTOCTAHOBJIEHHE, PACHOPSHKEHUE, MPOTOKOI,
1aH padboThl, HHGOpMaALIUS U T.1.

JIaHHBI PEKBU3HUT YKA3bIBACTCS MOJ HAMMEHOBAHWUEM OpraHa, 1o LEHTPY.
B nporokone — HukE HAMMEHOBAHUS KOJUIETMAJbHOTO OpraHa, B 3asBIICHUH,
CIIy>K€OHOM 3alucKe — HIXKE PEKBU3UTa «AJpecar», B aKT€ — HUXKE PEKBU3UTA
«'pud yTBEpKIACHUIY.

Bubl mpaBoOBBIX aKTOB!

ITocTanoBnEHHE, PACMIOPSIKEHUE TJaBbl CEIbCOBETA — IMPABOBBIC AKTHI,
W37aBAEMBIEC TJIAaBOM CEJIbCOBETA IO BOMNPOCAM MECTHOTO 3HAYEHHS U HUHBIM
BOIPOCAM, OTHECEHHBIM K €ro KOMIICTEHIMA YCTAaBOM MYHHUIUIIAIIBHOTO
oOpaszoBanus Camapckuii cenbcoBeT JIOKTeBckoro paifona AunTaiickoro kpas B
COOTBETCTBUHU C (PefiepaibHbIMU 3aKOHAMHU.

[TocTaHOBIEHHE AIMHUHHUCTPALIMU CEIIbCOBETA — IIPABOBOM aKT, U31aBACMbIi
[JIaBOM CEJIbCOBETA, B Ipelesiax MX NOJHOMOYMH [0 BONPOCAM MECTHOTO
3HQYEHHUs] M  BOIpPOCAM, CBSI3aHHBIM C  OCYIIECTBICHUEM  OTICIbHBIX

rOCYyJIapCTBEHHBIX MTOJTHOMOYUH, MEePEeIAHHBIX oprasHam MECTHOTO
caMmoymnpaBieHus (peaepalbHBIMU 3aKOHAMU U 3aKOHAMH AJITaliCKOro Kpasi.
Pacnopsixkenne ~ AAMUHMCTpallMM — CEJNbCOBETA — OpaBOBOM  aKT

AJIMUHHUCTpalMU CEJIbCOBETA, M3/IaBa€Mblil MO BOMpPOCAM OpraHu3aluu padoThl
aIMHUHUCTPALINU CEITbCOBETA.

IIpuka3 — T[paBOBOM aKT, W3AaBAEMbId PYKOBOJUTEIEM OpraHa,
ABJISFOLIETOCS FOPUANYECKUM JIMLIOM, JUI PELICHUS BOINPOCOB, OTHECEHHBIX K
KOMIIETCHI[MN OPTraHa.

2.8. PexkBu3ut «JlaTa 1oKymMeHTa»

CnyXeOHBIM JOKYMEHT [IOJKEH HMMETh JaTy, B COCTaB KOTOPOM BXOHST
YUCJI0, MECSI U TO/I.

JI1s1 IPOTOKOJIOB Pa3IMYHBIX 3aCEJAHUIN TATOU SBISETCS €Hb, MECAL] U TOJ
WX TIPOBEEHUS, a JIsl IOCTAHOBJICHUM, pacHOPSKEHUM, TPUKA30B U MTUCEM — JICHb
WX PETUCTPALIMH.

JlaToil nokymeHTa, TpeOyIolero YTBEPKACHUS, CUYUTAETCA Jara ero
YTBEPKICHUS.

Jata JIOKYMEHTa oopmiiseTcs apabCKUMHU uudpamu B
MOCJEA0OBATENILHOCTU: JEHb Mecsla, wmecdal, roia. JleHp Mecsia W Mecsll
opOpMIISIIOT JIBYMSI MapamMu apaOCKuX LHU(P, pa3leeHHbIMH TOYKOH, Troj —
YEThIPbMS apabCKUMU Iudpamu,

Hanpumep, 15.03.2018

Ecnu uucno wimm mOpSAKOBBIA HOMEpP Mecsla SBISIETCS OJHO3HAYHBIM
YUCJIOM, TO niepe udpoi CTaBUTCS HOJIb,

Hanpumep, 05.03.2018



B cnydasx, mnpeaycMOTpeHHbIX OJlaHKaMM WM TUHOBBIMU (dopMamMu
JIOKYMEHTOB, JIOMyCKaeTCsl CIIOBECHO-IIU(POBOM crtocod oopMiteHUs 1aThl,

Harpumep, 05 mapra 2018 r.

JlaTa moanucaHusl yKa3blBae€TCs B JIEBOM BEPXHEH YaCTH JOKYMEHTA.

Ecnu 1OKyMEHT roTOoBUTCS HE Ha OJIaHKE, TO JaTra IpPOCTaBISAETCA MOJ
HAaUMEHOBAaHUEM JIOJDKHOCTHOIO JIMIA, MOJNMCABLUIETO JOKYMEHT, HIDKE Ha
2 — 3 MEeKCTPOYHBIX MHTEPBAJIA.

Bce oTmeTKkr Ha cily’)K€OHBIX JOKYMEHTAX, CBSI3aHHBIE C UX MPOXOKICHUEM
Y UCIIOJIHEHUEM, JATUPYIOTCS U MOAIUCHIBAIOTCA.

JlaToli  1OKyMEHTa, M3JaHHOIO COBMECTHO JByMs wWid  OoJsee
opranm3anusiMi  (IOJDKHOCTHBIMH ~ JIMIIAMH),  SBISETCS  JaTa  MOJIIHCAHUS
JOKYMEHTA MOCIEAHEN CTOPOHOM.

JlaHHBIN PEKBU3UT O0S3aTENEH ISl BCEX BUIOB JIOKYMEHTOB.

2.9. PexkBu3uT «PerucTpanuoHHbIA HOMEP JOKYMEHTA»

PeructpaniioHHbli HOMEp JIOKyMEHTa — UU(poBoi uiaM OYKBEHHO-
uudpoBoli HACHTU(DUKATOP AOKYMEHTa, KOTOpPbIM (opMupyeTrcs Ha OCHOBE
IMPUCBOCHHOrO0 mmopsiakoBoro Homepa COJl (mpu Hamuyuu), OYKBEHHOTO
COKpAILIEHUsI BUJA JOKYMEHTA, MOPSJAKOBOTO HOMEpPA TOKYMEHTA.

Ha poxymeHTe, MOANMCAaHHOM COBMECTHO JABYMsi W 0Ooliee oOpraHamu
(opraHuzanusMu), TPOCTABJISIOTCS  PETUCTPAIMOHHBIE HOMEpa JOKYMEHTa,
MPUCBOCHHBIC KaXJbIM HM3 HUX. PerucrpanoOHHbIE HOMEpa MPOCTABISIOTCS B
MOPSAKE YKa3aHWsd HAWMCHOBAHWUW OpraHu3alMid B  3arojlOBOYHOM YacTH
(mpeamOyie) JOKYMEHTA B OTICISIOTCS APYT OT APyTra KOCOM YepTOil.

JlaHHBIN pEeKBU3HUT 0OsA3aTENIEH JIJIsl BCEX BUAOB JOKYMEHTOB, MOJICKAIINX
perucTpaluu.

2.10. PekBu3uT «CCBLJIKA HA PErHCTPALIMOHHBII HOMEP U AaTy
NMOCTYNHUBIIEr0 JOKYMEHTa»

Ccpulka Ha PErucTPallMOHHBIA HOMEpP M JIaTy IMOCTYNMBIIETO JOKYMEHTA
WCIOJIB3YETCSI TOJBKO B TEX JOKYMEHTAX, KOTOPBIE SBISIOTCS OTBETAMH, U
BKJIFOYAET JAaTy M PETUCTPAUMOHHBI HOMEpP OOKYMEHTa, Ha KOTOPBIM JaeTcs
OTBET, HAIIPUMED,

Ha Ne03-24/147 ot 03.02.2018
B TekcT mHMchMa-oTBETa CBEAEHUS O PETMCTPALMOHHOM HOMEpE W Jarte
MOCTYIHBILETO MHChbMa HE BKIIOYAKOTCS.

2.11. PekBu3uT «Anpecar»



AJnlpecaToM  JOKyYMEHTa MOXKET ObIThb OpraHu3anus, CTPYKTypHOE
noApa3eaeHue OpraHu3allnu, T0HKHOCTHOE I (PU3NUECKOE JIUIIO.

PexBu3ut «Anpecar» odopmiisieTcss Ha OJaHKE C YIJIIOBBIM PACIOI0KEHUEM
PEKBU3UTOB - B BEpXHEW MpaBOM 4YacTU JOKYMEHTa, Ha OJIaHKE C MPOJAOJIbHBIM
PACIIONIOKEHHEM PEKBU3UTOB - CHOpaBa MOJ pekBu3uTamu OnaHka. CTpoku
peKBU3UTa «AJpecaT» BBIPABHUBAIOTCA [0 JIEBOMY Kpalo WIM LEHTPYIOTCS
OTHOCUTEIIBHO CaMOM JJIMHHOUN CTPOKH.

[Ipu agpecoBaHWM MOKYMEHTa JOJKHOCTHOMY WM (DU3UYECKOMY JIUILY
WHULMANIBL yKa3bIBalOTCs mepen damuinueil. HauMeHoBaHue opraHu3alud U €€
MoApa3eICHUsl YKa3bIBAIOTCS B UMEHUTEIBLHOM MaJIeKe, HAPUMED:

Anmunuctpanus JIOKTEBCKOTO pailoHa
Komwurer no nemnam apxuBoB

I[OJ'DKHOCTI) Juna, KOTOpoMy aApC€COBaH OJOKYMCHT, VYKa3bIBalOT B
JaTCIbHOM IaAeKe, HalIpUMEp.

Anmunuctpanus JIOKTEBCKOTO pailoHa
Komwurer no nemnam apxuBoB
Havaneauky oTaena

N.O.damumms

IIpn agpecoBaHnr JOKYMEHTa PYKOBOJIMTEIIO OpPraHa, FOPUANYECKOTO 1A
HAaNMEHOBAaHHWE €ro BXOJUT B COCTaB HAMMEHOBAHHS JOJDKHOCTH aJpecara,
Hanpumep,

[Ipencenarento M3bupaTenbHOi
KOMUCCHU ANTalCKOro Kpas
N.O0.®amunus

Ecnau nokymMeHT oTmpaBisieTcsl B HECKOJIBKO OAHOPOAHBIX OpPraHu3aluii, TO
WX ClIeyeT yKa3bIBaTh 0000ILEHHO, HAIIPUMED,

PykoBogurensam npeanpuarui
CTPOUTEIBHOIO KOMILJIEKCA

[lpn paccbuike AOKyMEHTa HE BCEM OpTaHU3alMsAM WIH CTPYKTYPHBIM
HOApa3AeICHUSIM TIOA PEKBU3HTOM «Afpecar» B CKOOKax yKa3bIBaeTCs:
«(1mo crucKy)».

Ecnm mmceMo ampecyeTcs opraHM3aluM, YKas3blBalOT €€ HanMEHOBAHME,
3aTeM MOYTOBBIH ajpec, HampuMep,

Otnenenue [lencuonnoro ¢hoxaa
Poccuiickoin @enepannun



o ANTaiiCKOMy Kparo
np-kT Komcomonncknii, 80-a
r.bapraymn, 656056

[Ipu anpecoBannu 10KyMeHTa PU3MUECKOMY JIUIlY YKA3bIBAIOT MHUIIMAIBI U
(dbamunio moyyaTens, 3aTeM MOYTOBBIN aipec, HaIpUMeED,

N.1.MBaHOBY
np-kT Ctpouteneit, 6, k.26
r.bapraymn, 656058

B onHOM [OKyMeHTE He JMJOMKHO OBITh OoJiee 4YeThIpeX aapecarToB.
[Ipu aapecoBaHuMHM JOKYMEHTa HECKOJBKHM ajapecatam cioBo «Komus» He
nuiercs. [Ipu GonbllieM KOTUYECTBE aJpecaToB COCTABISETCS CIHUCOK PACChUIKU
JIOKYMEHTa, U Ha KaXXJOM JOKYMEHTE YKa3bIBa€TCs TOJIbKO OJIMH aJpecaT WIH
anpecat opopmisieTcs: 00001IeHHO.

B anpecare BHyTpeHHEro JOKYMEHTA YKa3bIBAE€TCS AOJKHOCTh, UHUIUAIBI U
(dbamuiist pyKOBOJIUTEIIS OpraHa.

CHnucoK pacChlUIKU COCTaBISETCS] UCTIOJTHUTEIEM.

B cocTaB pexBusuTa «Aznpecar» MOKET BXOAUTh MOYTOBBIN a/Ipec. DIEMEHTHI
MOYTOBOTO aJipeca yKa3blBAIOTCS B MOCIEI0BATENbHOCTH, YCTAaHOBJICHHOMN
[IpaBunaMu oka3aHus yCIYT MOYTOBOU CBA3H.

[TouTOBBIN agpec He yKa3bIBae€TCS B JOKYMEHTAX, HAMPABISIEMbIX B BBICIIHE
OpraHbl BJIACTH, BBIIIECTOSIINE OpPraHU3allMK, TOABEJOMCTBEHHbIC OpraHU3alluu U
MOCTOSTHHBIM KOPPECIIOHACHTAM.

[Ipu otnpaBke nmuchbMa MO BJAECKTPOHHON MOUTE WM (PAKCUMUIBLHOU CBSI3U
(6e3 IOCBUIKH IO TI0YTE) TOYTOBBIN ajJpec He yKasbIBaeTcs. [Ipu HEOOXOAUMOCTH
MOJKET OBITh YKa3aH 3JICKTPOHHBIN ajpec (HoMep Tenedona/dakca).

2.12. PexBu3ut «I'pud yrBepkaeHns J1OKyMeHTa»

VYTBepxkaeHue — ocoOblii Crocod yAOCTOBEpPEHUs JOKyMEHTa. JlOKyMeHT,
MOJICKAIIUNA  YTBEPXKACHUIO, TMPUOOPETAET MOPUANYECKYI0 CHIY TOJBKO C
MOMEHTa €ro YyTBepKIeHUs. [JOKyMEHTBI yTBEpkKAAIOTCS COOTBETCTBYIOUIUMHU
OpraHaMM WM JOJDKHOCTHBIMU JIMIIAMH, B KOMIIETEHIIUIO KOTOPBIX BXOJHUT
pelIeHrEe BOMPOCOB, U3JIOKEHHBIX B ATUX IOKYMEHTAX.

I'pud yTBEpKIEHHUS JOKYMEHTA MPOCTABISIETCS HAa JOKYMEHTaxX B MPaBOM
BEpXHEM YTJy MEepPBOro Jucrta AoKkymeHTa. CTpOKH PEKBU3UTA BHIPABHUBAIOTCS IO
JIEBOMY Kparo WIH LIEHTPYIOTCS OTHOCUTEIBLHO CaMOM JUTMHHOM CTPOKH.

[Ipu yTBep>KIE€HUU AOKYMEHTA JIOJKHOCTHBIM JUIOM TpU( YTBEpPKICHUS
coctrour wu3 ciaoBa YTBEPXJIAIKO, HaumMeHOBaHMS JOJKHOCTH  JIMIIA,
YTBEPKIAIOIIETO JIOKYMEHT, €ro MOAMNUCH, HWHUIMAIOB, (aMUIMU U J1aThl
YTBEPKICHUS.

Hanpuwmep:



10

VTBEPXJIAIO
(momxHOCTB)

HaumenoBanue
OpraHu3anuu

N.O0.®amunusa
JIMYHAas OOAIMUCH
JlaTa

1503051
YTBEPXJIAIO
['maBa agmMuHUMCTpanu
CEJIbCOBETA
N.O.Pamumsa
JIMYHAas NOAMHCH
JlaTa

HpI/I YTBCPKACHUHN JOKYMCHTA HCCKOJBbKUMHU ANOJDKHOCTHBIMU JIMIAMHU HX
moAnKrCH pacioyjgararorcsa Ha OJHOM YPOBHC, HAIIpUMCED,

YTBEPX/IAIO YTBEPX/IAIO
[IpencenaTens KoMmuTeTa [Ipencenarens oTaena
1o 00pa30BaHUIO O KyJbTYype
N.O.®amunus N.O.®amunus
JUYHAs TTOAIUCH JUYHAsS TTOAIHUCH
Jarta Jata

[Ipu yTBepkIeHUM AOKYMEHTa pacHOpPSAUTEIbHBIM JOKYMEHTOM TIpUd
yTBepKaeHus cocrouT u3 ciaoBa ' YTBEPXIEH" ("YTBEPXJEHA",
"VTBEPXJIEHBI" wiu "VTBEPXJIEHO"), coritacoBaHHOr0 ¢ HaMMEHOBaHUEM
BHJIa YTBEPKIAEMOTO IOKYMEHTA, Ha3BaHUS BUA PACIIOPSAUTEIBLHOIO IOKYMEHTA
B TBOPUTEIBHOM MAaJIeKe, €ro AaThl, HOMepa. Hanpumep:

(Permamenr) YTBEPXJIEH
(HauMeHOBaHHE JOKYMEHTA)
oT«  » N
(ITpaBuia) (YTBEPXX/IEHBI)
(HanMeHOBaHHE JOKYMEHTA)
oT«  » N

IIpn yTBEpKAEHUH NOKYMEHTA KOJUJIETMAIbHBIM, COBEIIATEIbHBIM WM WHBIM
OpraHoOM, pElIeHUs1 KOTOPOro (PUKCUPYIOTCS B MPOTOKOJE, B rpude YTBEPKIACHUS
yKa3bIBacTCs,, HAMMCHOBAHHWE OpraHa, JlaTa W HOMEp MpOoToKojia (B CKOOKax).
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Hanpumep:

(ITonoxenwue) YTBEPXJIEHO
Hay4HO-TeXHHYECKIM COBETOM
OBY "WUunoanus"
(mporokoit ot 12.09.2017 N 12)

2.13. PexBu3ut «Pe3oronusa»

B cocTtaB pe3osonuu BXOAST CIEIYIONINE 3JIEMEHThI: (paMUivs, UHUINAIIbI
UCHoMHUTENs (MCIOMHUTENEH), COJep)KaHUE TOPYYEHHUS, CPOK HCIIOJHEHUS,
MOAIKCH, AaTa.

B cnywasx, korama mopydyeHHE MJAETCsl NIBYM WM HECKOJBKUM JIHLAM,
PaBHbIM IO JIOJDKHOCTH, OTBETCTBEHHBIM HCIOJHUTEIEM SBIAETCA JIMIIO,
YKAa3aHHOE B MIOPYYECHUU MIEPBBIM.

PexBusutr «Pe3omonus» MNUIIETCS OT PYKA B BEPXHEM NPaBOM YACTH
JOKYMEHTA.

Pezontonuss MoxeT oQOpMIIATHCS Ha OTIACIBHOM JIUCTE C YyKa3aHUEM
PETUCTPALIMOHHOTO HOMEpa M JaTbl JOKYMEHTa, K KOTOPOMY PE30JIIONUA
OTHOCHTCS.

JlaHHBIN pEKBU3UT 00s3aTeNieH Il BCEX JOKYMEHTOB, MOUICKAIINX
WCTIOJIHEHUIO U ITOCTAHOBKE HA KOHTPOJIb.

2.14. PexBu3uT «3arojIoBOK K TEKCTY»

JlokyMeHTbl  (IIOCTaHOBIIEHHE, paACHOpsDKEHHME, TMpUKa3 W JOp., 3a
UCKIIIOUCHUEM IOPYYEHHH, TelerpaMM, TelIe(OHOrPaMM, H3BCIICHMH) IOJLKHBI
HMETDH 3arojIoBOK.

3aroJIoBOK K TEKCTy IedaTaeTcsl OT JICBOM TI'paHUIIBI TEKCTOBOTO IO, 0€3
KaBBIYEK, OH JOJDKEH OBITh MAaKCHUMaJbHO KpPAaTKMM M OTBE€YaTh Ha BOIPOC:
«O yeM?», Hanpumep, «O0 m3MeHEHUU...», «O BBIJICICHHM...». Touka B KOHIIC
3aroJIOBKa HE CTaBUTCS. 3aroJ0BOK, COCTOSIIIUMN U3 HECKOJIBKUX CTPOK, ME€YATACTCS
yepes OJIMH MEKCTPOYHBINH HHTEPBAJ.

JITMHA CTPOKM 3arojioBKa — He Oojiee 28 meyaTHhIX 3HAKOB.

2.15. PexkBm3uT «OTMETKA 0 KOHTPOJIE»
[IpocTaBnsieTcst HAa BCEX IOKYMEHTaX, TPEOYIOMMX KOHTPOJISI UCTIOTHEHHUS, B
Buje OYKkBBI «K» (KKOHTpOJB») WM INTAMIIOM <KOHTPOJIb» B BEPXHEM IIOJIC
JIOKYMEHTA.

2.16. PexkBu3ut «TekcT 10KyMeHTa»

TpeﬁoBaHml, NPEABABJISACMBIC K TEKCTY PasjiIM4IHbIX BU/I0B TOKYMEHTOB
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TexkcT MOKyMEHTa JOJKEH OBITh COCTABJIEH T'PAMOTHO, SICHO, TOHSTHO U IO
BO3MOXKHOCTH KpPaTKO, COOTBETCTBOBATH MPABWJIAM M HOPMaM PYCCKOTO S3bIKa.
TekcT 1oKyMeHTa JOJIKEH COJIepkKaTh JOCTOBEPHYIO M aKTyalbHYI0 HH(GOPMAIIHUIO,
JIOCTATOYHYIO JIJIsl IPUHATHS PEIICHUHN WM UX UCTIOJIHEHUS, HE JJOJDKEH JIOMYCKaTh
Pa3IUYHBIX TOJTKOBAHUM.

B Tekcte nokymeHTa, MOJrOTOBICHHOM Ha OCHOBAHUU 3aKOHOAATEIBHBIX WIH
WHBIX HOPMAaTUBHBIX IPAaBOBBIX aKTOB, paHEe W3JAHHBIX PACHOPSAIUTEIbHBIX
JIOKYMEHTOB, YKa3bIBAIOTCA X PEKBU3UTHI:

- HAaMMCHOBAHUE JOKYMEHTA, HAMMECHOBAHHE OpPraHa BJIACTH (OpPraHMU3AIINH),
u3gasmiero(ei) JOKyMEHT, JaTa JIOKYMEHTa, PETrUCTPAlMOHHBIA  HOMeEp
JIOKYMEHTA, 3ar0JIOBOK K TEKCTY;

- HAaMMEHOBAHUE OpraHu3aluy WU JOJKHOCTHOTO JIMIA, YTBEPAUBIIETO
JIOKYMEHT, JlaTa YTBEPKACHUS TOKYMEHTA.

TexkcT JOKyMEHTa MOXET COJAEpKaTh pas3Aeibl, MNOAPA3IACNbl, ITYHKTHI,
MOAMYHKTHI, HyMepyeMble apaOckuMu 1udpamu. YpoBHeW pyOpUKaIuu TEKCTa HE
JIOJIKHO OBITH 00JIee YEThIpEX.

CBA3HBIA TEKCT, KaK MPaBWJIO, COCTOUT M3 JABYX 4acTeu. B mepBoil wactu
YKa3bIBAIOT MPUYUHBI, OCHOBAHMUSI, LIEJU COCTaBIICHHUS JOKYMEHTa, BO BTOpPOH —
3aKJIIOYUTEIbHON — PEIICHUS], BBIBOJIbI, MPOCHOBI, MPEAJIOKEHUS, PEKOMEHIAIUU.

TekcT MoOXeT coaepkaTh OJHY 3aKIIYUTEIbHYI 4YacTh (Harpumep,
MPUKAa3bl — PACOPSIUTEIbHYIO YacTh 0€3 KOHCTATUPYIOIIEH; MUChMa, 3asiBICHUS —
npoch0y 0€3 MOSICHEHUs; CHpaBKH, JOKJIAJHBbIC 3alMUCKU — OLEHKY (aKTOB,
BBIBOJIBI).

Heo0xoauMo UCKII0YaTh U3 TEKCTA JIMIIHUE CJIOBA, KOTOPbIE B JOKYMEHTE
HE HECYT HHMKAKHUX CMBICJIIOBBIX OTTEHKOB (HE «HACTOSIIUN aKT», a «aKkT», He
«HACTOSIIIIAM TIPEJIAraeTCs», a KIPeyIaracTCs» Wik KIpeiaracm»).

Ynorpebiienne nmpodeccuoHanIu3MoB (CI0B, CBOMCTBECHHBIX JIFOASIM KaKOM-
1100 mpodeccrn) J0HKHO ObITh OTPaHIUYCHO.

Crnenyer wu3berath TaBTOJIOTHH («CBOOOJHAS BaKaHCHS», <«B CPOK JO

10.05.2018»).
B tekcte moxymenTta (KpoMme IPaBOBOrO akKTa) CIEAyeT YIOTPEOSATh WU
obmenpunsTeie  cokpamenus (OOO —  o0mecTBo ¢ OrpaHUYEHHOU

OTBETCTBEHHOCTHIO) HIIM COKpAILECHHUs, pacIIn(PpOBaHHbBIC B CKOOKAX MPHU MEPBOM
YIIOMMHAHHH B TEKCTE, HAIIpUMEP, IPYIIa OIEepaTUBHOIO pearnpoBanus (maaee —
I'OP).

Hanwucanue oTnenpHBIX HAUMEHOBAHUM, CJIOB M CJIOBOCOUYETAHUM, Hanboee
JacTO YIOTPEOISIEMBIX B TEKCTE IOKYMEHTA, U3JIOKEHO B mpuitokeHuu 10.

Ha nokymenTtax, odopMiseMblx Ha ABYX M Oojiee JUCTaX, BTOPOH U
MOCTAEAYIOMMI  JUCTBl  JOJDKHBI  OBITH  MpoHyMepoBaHbl. Homepa nucTOB
MPOCTABISIIOTCS B MPABOM BEPXHEM YIUIYy JIUCTa apaOCKuMU nudpaMu 1 0e3 KaKux-
00 3HAKOB.

TeKCThl CIOXKHBIX JOKYMEHTOB (CIpaBKH, OTYETHI, 0OO030pbI, JIOKJIAJbl,
TIOJIOXKEHMSI M T.J1.) ICISATCS HA Pa3ieibl, yHKTHI, IOITYHKTHI.
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Pazgensl TekcTta cHaOXarOTCS 3aroJIOBKaMH, KOTOPbIE IEHTPUPYIOTCS MO
IIUPUHE TEKCTA.

OT TekcTa 3aroJIOBKM OTIEISIOTCS OJHUM MEXKCTPOYHBIM HHTEPBAJIOM.
HymepytoT pa3nensl, IyHKTHI ¥ TOANYHKTHI apaOCKUMU U paMu.

ITocne HOMepa DNOANYHKTAa CTAaBUTCS TOYKAa W TEKCT MeYaTaeTrcss ¢
MPOMUCHOM OYKBBI, TOCJIE MOJMYHKTa CTABUTCS TOUKA C 3aISITOW, HAPUMED,

2. KomuteTry mo neinam MOJIOACKH ... .......... :
2.1. O0ecneuuTh ... .vvvn vt :
2.2. PasMeCcTuTD ... e....... )

O0603HaueHUs MOJIMYHKTOB MEYATAIOTCS C KPACHOU CTPOKH.

B Takux nokyMeHTax, Kak OObsSICHUTEJIbHBIC 3aMMCKH, JTOKJIAIHbIC 3aITUCKH,
ucnoib3yercss ¢Gopma U3JM0XKEHUsS OT NEpPBOro JUIld E€IUHCTBEHHOIO 4YHCIa
(«ITpomury HarpaBUTk...», «KCIHUTAIO0 HEOOXOUMBIM...»).

B npyrux Bugax JOKyMEHTOB MCHOJIb3yeTCsa (hopMa U3JI0KEHUS OT TPETHETO
JHIa STUHCTBEHHOTO Yhcia («...CYUTACT BO3MOXKHBIM...», «...HE BO3PaXKaeT...» U
T.JI.) WIA TIEPBOro JMIla MHOXecTBeHHoro uyucia («Hampasmisem...»,
«IIpocum...»). B pmaHHOM cily4ae pPyKOBOAWUTEIb, IOAMUCABIIANA JOKYMEHT,
BBICTYNAET OT UMEHU OpraHa.

CnyxeOHble JOKYMEHTBI ME€UaTalOTCs HA KOMIBIOTEPE C UCIOJIb30BaHUEM,
Kak mpaBwiio, TekcroBoro pemakropa Word for Windows mpudgrom Times New
Roman pasmepom 14 (myis co3maHus OCHOBHOTO TEKCTa JOKYMEHTA) 4Yepe3 OJUH
MEKCTPOUHBIM HWHTEpPBAJ, JOIMYyCKAaeTCs MedaraTb JOKyMEHThl u uyepe3 1,5
MEXKCTPOUHBIX HWHTepBasia (IMMChbMa, JOKIAJIbI, OJIaroJapCTBCHHBIE IHCHMA,
CIpaBKH, JTOKJIATHBbIC 3allMCKH M T.JI.), KpOME IMPaBOBBIX aKTOB. B OTIEIbHBIX
CIIy4asix B MPOEKTaX MPaBOBBIX aKTOB pa3mep mpudTa MOKET ObITh YMEHBILIEH J0
13 wu 12 (1 TabJInIl, PUCYHKOB H T.I1.).

JIJist BbIICJIEHHUST YacTH TEKCTa JOKYMEHTa, 3arojioBKa, MPUMEYaHUsS MOTYT
UCIIOIb30BaThCs MIPU(MTHl JPYrUX THUIIOB M Pa3MEpPOB, KUPHOE HaYEpTaHUE,
KypCHB, W3MCHCHHBI (YMEHBIICHHBIA) HHTEPBAI MEXIY CTPOKAMH, CMCIICHHE
OTHOCHTEJIHHO TPAaHUI] OCHOBHOTO TeKCcTa (KpOMe MPOEKTOB MPABOBBIX aKTOB).

[Ipu mewaTaHuu TaOIMI] TAKXKE MOXKHO HCIOJIB30BATh WMIPUDPTHI IPYruUx
pa3MepoB.

B nokymeHTax, M3roTOBJIEHHBIX Ha Oymare ¢opmarta A4 W BKIIIOYAIOIIUX
COJIEpKATENIbHYI0 YacTh, MPEJCTABICHHYI0O B BHAE TaOJHUIbl, JOMYCKAETCs
PacIoOKeHHE PEKBU3UTOB MapajuieIbHO AJTMHHONW CTOPOHE JIUCTA.

PexBu3uTHl (KpOoMe TEKCTa), COCTOSIIUE W3 HECKOJBKHX CTPOK, IeYaTaroT
4yepe3 OJUH MEKCTPOYHBIA WHTEPBaI. PEKBU3UTHI OTACIAIOT APYT OT apyra 2 — 3
MEKCTPOYHBIMU UHTEPBAJIAMHU.

B noanucaHHble WM YTBEPKACHHBIE JOKYMEHTBHl BHOCUTH KaKue-In0o
W3MEHEHUSI, UCIpPaBJIEHUS, JOMOJHEHUs1 0€3 pa3pelleHHs JHUla, MOANUCABIIETO
WJIU YTBEPAUBIIETO IOKYMEHT, HE Oy CKAEeTCH.

PekBU3UTHI WM HMX YaCTH, BHOCHUMBIE PYKONUCHBIM CHOCOOOM B
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JIOKYMEHTBI, TMpeJHa3HAYEHHbIE [JIi Pa3MHOXKEHUS, BBIMOJHAIOTCA TOJIBKO
YEepHWIAMU WM AaCTOM TEMHOTO 1IBETA.

[Ipyn HanMuuM B TEKCTE CCHUIKM HA CHOCKY OHa OGOPMIISIETCS 3BE310YKOU
wiu 1udppon, Hampumep: * wiu 1. TekcT CHOCKM TieyaTaeTcs 4Yepe3 OAUH
MEKCTPOUHBI MHTEPBAJI B KOHIE KaXKJOM CTpPaHUIbl WM MOCJIE MPUIOKEHUS B
uenom noa yeptoit. [lociae cuMBoiia ee TEKCT mevaraercsi ¢ IponucHo OykBel. B
KOHIIE TEKCTa CHOCKU CTABUTCS TOYKA.

Ha oaHoIt cTpanuile He JOKHO MPOCTABIATHCS 00JIee TPeX CHOCOK.

2.17. PexkBu3uT «OTMETKA 0 HATMYMYU MPUIOKEHHU»

[TpunoxxeHue K MpaBOBOMY akTy (mpriioskeHue 4) IOKHO 00s3aTeIIbHO
MMETh CHEAYIOIIHNE DJIEMEHTHI: MPUIOKEHHUE, YKa3aHWE BHUJA JOKYMEHTa, K
KOTOPOMY OHO IIPUJIAraeTcsi, €ro AaTy U HOMEp, 3arojIOBOK, TEKCT.

Ecnu npunoxenne ogHo, OoHO HE HyMepyercs. [Ipy HaIM4YMm HECKOIBKUX
NPUWIOKEHUI Ha KaXKJIOM M3 HUX MPOCTaBIsETCS MOpsAKoBas nudpa B TOH
OYEPETHOCTH, B KAKOW OHM YIOMHHAKOTCA B TEKCTe AOKyMeHTa. OTMETKa O
HOMEpE MPHWIOKEHUS NOKYMEHTa, K KOTOPOMY OHO IPHUJIAraeTcs, YKa3bIBacTCs B
IIPaBOM BEPXHEM YTIIy IIEPBOTO JUCTA. 3HAK Ne HE IeUaTaeTcsl.

[Tpunoxxenust oOPMISIIOTCS HAa OTJEIBHBIX JUCTAX, CTPAHUIBI B KaXKIOM
MPUJIOKEHUN HYMEPYIOTCSI CAMOCTOSITENIbHO, HAYUHASL CO BTOPOTO JIMCTA.

Ecnu B mpuioxxkeHMM HUMEIOTCS UUQPPOBBIE MOKA3aTENH, TO YKa3bIBAECTCS
€IVHULIA UX U3MEPEHHUS.

OTMeTKa 0 HAJTMYUU MPUIOKEHUS K CIIY>KEOHOMY JJOKYMEHTY Me4aTaeTcsi OT
Kpasi JeBOro moJis 0e3 a03alHOro OTCTyna, OTAENSIETCS OT TEKCTa OJHUM
MEKCTPOUYHBIM UHTEPBAJIOM, HAIIPUMED,

€CJIH MIPUIIOKEHNE HA3BAHO B TEKCTE!
[Tpunoxenue: Ha 5 1., B 2 9K3.

Ecnu noxkymMeHT MMeeT MpUIIOKEHWs, HE Ha3BaHHBIE B TEKCTE WJIH €CITU
MPWIOKEHUH HECKOJIbKO, TO WX HAWMEHOBAHHWS HEOOXOJAMMO TEPEUUCTATh C
yKa3aHUEM KOJMYECTBAa JIMCTOB B KaXJAOM TMPWIOKEHUU ¥ UYUCIOM HUX
AK3EMIUSIPOB, HAIIPUMED,

[Tpunoxenue: 1. ltaTHOE pacnucanue Ha 2 1., B 5 9K3.
2. Komus npukasza ot 15.02.2018 Nel2 na 1., B 1 3Kk3.

Ecnmn  mmceMO HampaBIiSIETCS HECKOJIBKMM aApecaTraM, a JIOKYMEHT-
MPUJIOKEHHUE TOJIBKO MEPBOMY aAPECaTy TO B OTMETKE O HAJIWMYUU TMPUIIOKECHUI
YKa3bIBAETCA, B KAKOW aIpeC MOCHUIAETCA MPUIOKEHUE, HATTPUMED,

[Ipunoxenue: Ha 5 1., B 1 3K3. B epBbIN aJpec.
Ecan npuiioxeHue cOpOIIIOPOBAHO, TO YKa3bIBAE€TCS TOJBKO KOJIMYECTBO
AK3EMILIAPOB, HAIPUMED,
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[Tpunoxenue: MHCTPYKIUS IO IETOMPON3BOJICTBY, B 2 IK3.

Ecnu k 1OKyMEeHTy mpuWiararoT Jpyrou JTOKYMEHT, UMEIOIIUN MPUIIOKEHHE,
TO OTMETKY O HAIMYUU MPUITOKEHUS 0(DOPMIIAIOT CIEAYIOIINM 00pa3oMm:

[Tpunoxenune: moroBop or 15.03.2018 Nel85 wm mnpumokeHne K HeEMy,
Bcero Ha 12 1., B 1 7Kk3.
Ecnmu mpwioxeHneM SBISIOTCS JAOKYMEHTHI, 3allMCaHHbIE Ha (U3UYECKU
000CO0JIEHHBIN 3JIEKTPOHHBIA HOCUTEIb:

[Ipunoxenne: DVD-R B 1 3k3.

[Ipu 3TOM Ha BKIambilie (KOHBEPTE), B KOTOPBIM IIOMEINAETCS HOCHUTEb,
YKa3bIBAIOTCSI HAMMEHOBAHHS JTOKYMEHTOB, 3alMCaHHBIX HA HOCUTEIh, HWMEHA
(aitnoB, 00beM B OaiTax.

2.18. PexBu3ur «Iloamuce»

[lonmucs — o0O0s3aTeNnbHBIM PEKBU3UT JOKyMeHTa. lloamuceiBarorcs u
YTBEPKJAIOTCS TEPBBIE AK3EMIULSIPbl JOKYMEHTOB, MPU HEOOXOIMMOCTH — HX
KOIIHMH.

JIOKyMEHTBI ~ MOJNMCHIBAIOTCA  JOJDKHOCTHBIMM  JIMIIAMM  OpraHa B
COOTBETCTBHHM C JOJDKHOCTHBIMM HHCTPYKIMSAMHU. B cocTaB moanmucu BXOIWT
0003HAaYCHHE JOJDKHOCTH JIMIA, TOJMHMCABIIETO JOKYMEHT (MOJHOE, eclin
JOKYMEHT COCTaBJIeH HE Ha OJaHKe, M COKpallleHHOE — Ha JOKYMEHTax,
COCTaBIICHHBIX Ha OJaHKAaX), TMYHAs MMOAINKUCH U e¢ pactmmdpoBKa, HAIpUMep,

I'maBa cexbpcoBeTa JIUYHAas TOANNUCH N.0.®amunug
WA

IIpencenarens koMuTETA
1o 00pa30BaHUIO JINYHAS TIOAITHUCH N.O0.®amunus

[tammbl ¢ (aKCUMUIBHBIM BOCIPOM3BEACHHEM TOAMUCH ((hakcuMuIie)
MOKET UMETH IIaBa CEIbCOBETA. .

HeobxoaumMocThb W3TOTOBJIEHUS nTaMmna c (haKCUMUITbHBIM
BOCTIpOM3Be/IcHHEM moAnucH ((hakcuMulie) OnpeAensieTcs PyKOBOJAMUTEIEM
oprasa.

[Topsinok ucnonb3oBaHust (hakCUMUIIE U MEPEYEHb IOKYMEHTOB, Ha KOTOPBIX
JIOMYCKAeTCsl HUCIMOJb30BaHuE (akCUMUIIE, OMNPENeNIeTCs IPABOBBIM aKTOM
oprasa.
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[Ipu cormacoBaHMM JOKYMEHTA JIMIIOM, UMEIOIIMM MTPABO MOANMUCH B CIIydae
BPEMEHHOTO  OTCYTCTBUSI  PYKOBOAMWTENS, pacmuppoBka ¢GaMUIUA  yXKe
MIOATOTOBJIEHHOTO M COTJIACOBAHHOTO MPOEKTa TOKYMEHTA BHOCUTCS OT PYKHU.

JIokyMeHT MOXeT OBbITh TOJANMHCAH  HMCHOJHSIONUM  OOSI3aHHOCTH
JOJDKHOCTHOTO JIMIIA C YKa3aHHeM ero (pakThuueckoll ITOJDKHOCTH M (haMUIHM.
He nomyckaercs CTaBUTh KOCYHO 4YepTy, HAIIIUCH «3a», «3am» Iepen
HAaNMEHOBAHUEM JIOJKHOCTH JIMIA B MOJIKCH, €CIU JOKYMEHT MOJMUCHIBAET HHOE
JOJKHOCTHOE JIULO.

Jonyckaerca B pekBuzuTe «lloanmuch» UEHTpUPOBAaHWE HAWMMEHOBAHUS
JNOJDKHOCTH JIMIA, MOJAMMCABIIETO JIOKYMEHT, OTHOCUTEIBHO CaMOM JIMHHOU
CTPOKH.

[TocTaHoBnEHMs, PACHOPSHKEHUS AJIMUHHUCTPALUM CENbCOBETA — TJIABOU
CEIbCOBETA, MPU €ro OTCYTCTBUU — JIULIOM, UCTIOTHSIOIINM €ro 00sS3aHHOCTH.

[TocTaHOBIICHHUS, PACTIOPSKEHUS CEIBCKUX (ITOCEIKOBOM) aMHUHHUCTPAIHIA —
TJIaBOM CeNbCKOW (ITOCENKOBOM) aMHHHUCTPAIMK, TIPH €r0 OTCYTCTBUHU — JIMIIOM,
UCTIOJTHSIIOIINM €TI0 00sS3aHHOCTH.

[Mpuka3el — pykoBoauTeleM opraHa (MPU €ro OTCYTCTBHH — JIUIIOM,
UCTIOJHSIONINM €ro OOS3aHHOCTH) JINOO €ro 3aMeCTUTENIEM B COOTBETCTBHH C
JNOJKHOCTHOM MHCTPYKIHEH.

B otnenax, ymnpaBieHUSX W KOMHUTETaX JOKYMEHTHI MOJIMUCHIBAIOTCS
pykoBoauTeseM (Ipu ero OTCYTCTBUU — JIMIIOM, HCITOJTHSIONIUM €ro 00s13aHHOCTH )
aub0  3aMECTUTENEM  PYKOBOJUTENSS B  COOTBETCTBUU C  JOJDKHOCTHOM
MHCTPYKLHEH.

[Ipy mnoanucaHuM AOKYMEHTAa HECKOJBKUMH JOJDKHOCTHBIMHM —JIMIIAMH,
3aHMMAIOIINMU PA3HOE MOJ0KEHUE, UX MOJNUCH PACIOJIAraroTCs OJIHA oA APYTron
B MOCJIEIOBATEIBHOCTH, COOTBETCTBYIOLIEN CTaTyCy NOKHOCTH. Hanmpumep:

IIpencenarens [Toanuck N.0. ®amunus

['aBHBI Oyxrantep [Toamuce N.0O. ®amunus

[Tpu moanucanuy JOKyMEHTa HECKOJIBLKIMU JIUIIAMU PAaBHBIX JOJKHOCTEH UX
MOAMKUCH PacoiaraloTcsi Ha 0JJHOM ypoBHe. Hanmpumep:

3aMeCTUTENb TUPEKTOpa 3aMeCTUTENb TUPEKTOPa
10 (PMHAHCOBBIM BOIIPOCAM 10 IMUHUCTPATHBHBIM BOIIPOCAM
[Tongmucy  U1.O. @amunus [Toanuck N.0. ®amunus

B 10oKymeHTax, MNOArOTOBJIEHHBIX KOMHMCCHEH, B TOANUCH YKAa3bIBAETCA
CTaTyc JMIa B cocTaBe komuccuu. Hanpumep:

N.0. ®amummus
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[Ipencenarens komuccumn [Toamuce
YieHbpl KOMUCCUU [Hoamuce N.0. Gamunus
[Hoamuce N.0. Gamunus

[lpy TmoanmucaHWM JOKYMEHTA JIMIIOM, HCIOJHSIOMUM  OO0sS3aHHOCTH
PYKOBOIMTEIIS, MMOAMKUCH OPOPMIIIETCS C YKa3aHUEM CTaTyca JODKHOCTHOTO JIMIA
B COOTBETCTBHH C IpHKa3oM (pacnopspkeHuem). Hanpumep:

N.o. nupexropa [Toamuce N.0. ®amunus
WJIN

Hcnionasgrommii 0013aHHOCTH
TAPEKTOPA IHoanuce N.0. Gamnnns

[Tonmucwr pacmonaraercst HUXKE TEKCTa Ha 2 — 3 MEKCTPOUYHBIX MHTEPBAJIA,
JUIMHA CTPOKM C YKa3aHWEM HAWMEHOBAaHUs JOJDKHOCTHOTO JIMIA HE JOJHKHA
NpeBBINIaTh 8 CM © TeYaTaeTcs depe3 OJWH MEKCTPOUYHBIA WHTEpBa.
PacmmmdpoBka mnoamucu pasMemiaeTcs Ha  ypOBHE  MOCIEIHEH  CTPOKHU
HANMEHOBAaHUS JOJDKHOCTHOIO JIMIA W BBIPABHMBACTCSA IO IIPABOMY Kparo
JToKyMeHTa. Mexly nHuIuaiamMu u paMuiiveil mpoOen He CTaBUTCS.

2.19. PexkBu3ut «CorjiacoBanue 1 BU3BMPOBaHHE TOKYMEHTa»

I'pud cornacoBaHus MPOCTABIAETCS HA JOKYMEHTE B ClIydae €ro BHEIIHETO
corjacoBaHusi (COriiacoBaHH€ C OpraHaMH BJIACTH, HHBIMH OpPraHH3alUsIMHU,
JOJIKHOCTHBIMU JIHI[AMH ).

I'pud cormacoBanus B 3aBUCUMOCTH OT BUAA JTOKYMEHTAa U OCOOCHHOCTEH €ro
ohOopMIICHHS MOXKET MPOCTABIATHCS .

- Ha MEPBOM JIUCTE TOKYMEHTa (eClIu TOKYMEHT MMECT TUTYJIBHBIN JIUCT, - Ha
TUTYJBHOM JINCTE) B JICBOM BEPXHEM YyIJIy Ha ypoBHE Ipuda yTBEp>KICHUS WU
10J1 HANMEHOBAHHEM JOKYMEHTa OJIMIKE K HHYKHEMY TIOJII0);

- Ha TIOCJICTHEM JIMCTE JIOKYMEHTA MOJT TEKCTOM,

- Ha JIMCTE COTJIAaCOBAHUSI, ABIISIOIIEMCS HEOTHEMIIEMOM YacThIO JOKYMEHTA.

Odopmisiercst corjlacoBaHue JuOO BH3UPOBAHHWEM MPOEKTA JIOKYMEHTA,
1100 rprdOM COTJIACOBAHMUS.

IIpn cormacoBaHMM JOKYMEHTAa BHM3a BKJIIOYAeT B Cce0s1 HAMMEHOBAHHE
TOJDKHOCTH JIMIIA, BU3HPYIOIIETO0 JOKYMEHT, MOAMHUCH, PaciIu@poBKY MOAMUCH
(vHMIMAIIBI, (PaMUJIUS) ¥ 1aTy IMOAITHCAHUS.

Bu3sbl npocTaBisrOTCS Ha JIMIIEBOM CTOPOHE HIDKE TMOIMUCH PYKOBOIUTEIS,
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HarpuMmep,

I'pud cormacoBanusi cocrout u3 cinora "COI'JTACOBAHO", nomxHocTH
JIMIIA, C KOTOPBIM COTJIaCOBaH JOKYMEHT (BKJIFOYass HAMMCHOBAHUE OPTaHU3AIIHH),
€ro COOCTBEHHOPYYHOM MOJNKMCHU, WHUIMATIOB, (aMUIIUHU, AAThl COTJIACOBAHMS.
Hanpumep:

COI'JTACOBAHO

N.O0.®amunusa
JINYHAs MO/ITNCH
Jlata

[Ipu cornacoBaHuM CIIY>K€OHBIX JIOKYMEHTOB BH3bl IMPOCTABISIIOTCS Ha
MOCJEAHEM JIUCTE BTOPOTrO HK3EMIUIsApAa JOKYMEHTa pSIAOM C PEKBU3UTOM
«OTMeTKa 00 UCTIOTHUTETE.

Ecnu cornacoBanue OCyIIecTBISICTCS MHUCHbMOM, IPOTOKOJIOM, TO TpUd
corjlacoBanusi opopMIIsIeTCs 10 Cleayoieil hopme:

COI'TTACOBAHO
[Iucemom MHCTHTYTA BOJHBIX
Y HKOJIOTUYECKUX MpolIeM

Cubupckoro otaenenus PAH
ot 06.02.2018 Ne451-805

NI

COI'NTACOBAHO

[Iporokonom 3acenanus [IpaBienus
CTPaxoOBO KOMITAHUH
«HensmxumMocTb»

ot 21.02.2018 Ne107

I'pud cornacoBanus pacrnonaraercs: Hke pekBuzuta «lloamuce» B neBOM
HIDKHEM YTy IOKYMEHTA.

I'pud cornmacoBanust MOXKET paclojiaraTbCsi Ha OTAEIbHOM «Jlucte
COTJIACOBAHMS», €CIIA COJEPKaHNE JOKYMEHTA 3aTPAaruBacT UHTEPECH HECKOJIBKUX
opranuzanuid. Ha gokymenTte penaercs oTMeTka «JIucTt corjmacoBaHus
MPUJIAraeTCs».

CornacoBanue NOPOEKTOB ITOCTAHOBJIIEHWM, PACHOPSIKEHUM, MPHUKA30B
OpPraHOB MECTHOT'O caMOyIpaBJiieHus (Iajee — mpaBoOBBIC aKThl) OGOPMIISETCS Ha
00OpOTHOM CTOpPOHE MOCJIEAHErO JIUCTAa MPABOBOIO aKTa, Mepesl MPUIIOKEHUSIMHU
(mpwitoxenue 5).

IIpn cormacoBaHMM NPOEKTOB IOCTAHOBICHUNW W PACHOPSIKECHUUN TJIaBBI

, aJIMUHUCTpALUU MEPBBIM YKa3bIBACTCSI 3aMECTUTEINb TJIABBI
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aIMHUHUCTPALIMM CEJIbCOBETA, KYPUPYIOIIHN COOTBETCTBYIOIIYID OTpacib IO
npobJieMe W B HMHTEpecaX KOTOPOW NpPHHHUMAETCS MPaBOBOWM akT (maiee —

KyPHUPYIOIIHUNA 3aMECTHTENb); TJ1aBbl aIMUHUCTpPALlMM  CEJIbCOBETA U
OpPYyTHE€ PYKOBOAUTENIHW OpraHWU3alHil, 3auHTEPECOBAaHHbIE B  IOJATOTOBKE
JOKYMEHTA.

OuepenHocThb BU3UPOBAHUSL: MEPBBIM CTaBUT CBOIO BU3Y
PYKOBOJUTEND oprasa, MMOArOTOBUBIIETO JNOKYMEHT; 3aTeM -
PYKOBOJAUTENHN OpraHu3aIuni, 3aMHTEPECOBAHHBIE B MMOATOTOBKE
JOKYMEHTA; IJlaBa CEJIbCOBETA.

Ecmn COTJIACOBAHUE OCYILIECTBIISIETCA KOJUJIETUAJIBHBIM,
COBCLIATENIBHBIM  WJIM  WHBIM  OpPraHoOM, B rpude  coriacoBaHUs
YKa3bIBAIOTCSL ~ CBeJeHHUsI 00 oOpraHe, COIrJacoBaBIlIEM JIOKYMEHT, JaTe H
HOMEpE MpPOTOKOJNA, B KOTOpPOM 3a(UKCUPOBAHO  pEIIEHHE O
COTJIACOBAHUMU. Ecnun COTJIACOBAaHHE OCYILIECTBISACTCS MMACHMOM,
YKa3bIBAKOTCS BH]I JIOKYMEHTA, HaNMEHOBAaHUE OpraHu3aIuHy,
COTJIACOBABIIEN JOKYMEHT, JaTa U HOMEP NUChMA.

Ecnu o PaCCMOTPEHHOMY IPOEKTY TOCTAHOBJICHUS CJICJIAHbI
3amMe4aHus, TO  TMOCjie  JOpadOTKU  OH MEepETeYaThIBACTCSI U CHOBA
BU3HUPYETCS B YCTAHOBJICHHOM MOPSIIKE.

OuepenHoCcTh BU3UPOBAHUSA MIEPBBIM CTaBUT CBOIO BHU3Y
PYKOBOJIUTEND oprasa, MOArOTOBUBIIIETO JIOKYMEHT; 3aTeM —

PYKOBOJMTENN OPraHOB, 3aMHTEPECOBAHHBIX B TMOATOTOBKE JOKYMEHTA.

[lopsmoxk  corylacoBaHWsi ~ MPUKAa30B  OpPraHOB  ONpPEAENsieTcsl  UX
PYKOBOJUTEIIEM.

B n1okymeHTax, TMOMJIMHHUKM  KOTOPBIX  XpAaHATCS B OpraHHU3alluH,
BU3bl  IIPOCTABISIIOT HA IIOCIEAHEM JINCTE JOKYMEHTa IO IOIIKCHIO,
Ha o0O0OpoTe TMOCJIEAHEro JHUCTAa MOJIJMHHUKA JIOKYMEHTa WA Ha JIKCTE
coryiacoBaHus (BH3UPOBaHU), MPUIIAracMOM K JJOKyMECHTY.

B HCXOISIIUX JOKYMEHTaX  BHU3BI MPOCTABISAIOTCS  Ha
AK3EMILIAPAX JOKYMEHTOB, IOMEIIAEMBIX B JICTIO.

[Io  ycmorpeHwmio OpraHU3aIllid  MOXKET TMPUMCHITHCA  IOJHUCTHOC
BH3UPOBAHUE JOKYMEHTA M €T0 IIPUIOKCHHIA.

['pud COIJIaCOBaHUS TIPaBOBBIX aKTOB  COACPXKHT CIICIYIOIIHE
AJIEMEHTHI. TIpH  coOmIoaeHMH  Toye:.  JeBoe — 10 mm, npaBoe — 35 MM,
Bepxaee — 20 mM, HmwxkHee — 20 MM, B BEpXHEW  YacTH JUCTa OT
TPaHMIIbI JIEBOT'O IOJIS revaTaeTcs cioBo «COI'JTACOBAHO»,
HaIMCaHHOE IPOIMCHBIMHU OyKBaMmu 0e3 KaBbIYEK, HaWMEHOBaHHE

JNOJDKHOCTH  (BKJIFOYAss HAWMMCHOBaHWE OpraHa), JUYHYIO IOANKCH
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Aaty corjiaCoBaHus, HMHHIHUAJIbI u (baMI/IJ'H/IIO Jmna, C KOTOPbIM
COrJIaCOBBIBACTCS JOKYMCHT.

2.20. PexBusur «Ileuarp»

Ileyatpr 3aBeps€T NOMIMHHOCTh MOAMNWUCH JOJDKHOCTHOTO JMIA Ha
JOKYMEHTaX:

YAOCTOBEPSIONINX MPABA JIULI;

OoTpakaromux (akThl,

CBSI3aHHBIX C ((MHAHCOBBIMU CPEACTBAMH,

WHBIX JOKYMEHTAaX, MPEeAyCMAaTPUBAIOIINX 3aBEPEHHUE MOAINWCH IEYAThIO B
COOTBETCTBHHU C 3aKOHOJATEIbCTBOM Poccuiickoit denepanuu.

KonnuecTtBo medareid aaIMHHUCTPALIMM CEJIBCOBETA, HMX BHUJIBI, MECTO
XpaHEHHs, OpraHbl aJMUHUCTPALUH , UMEIOIIHAE IPaABO
UCIIOIB30BaTh  OOJIBIIYID W Malyl repOoBble Te4aTH aJIMUHHCTPALUU
, ONPENICIIAIOTCS PACIIOPSIKEHUEM aAMUHUCTPALAN .

KonnuecTBo neyaTeid ”HOro opraHa MECTHOTO CAMOYNPABJICHHUS, UX BHJBI,
MECTO XpPAHEHHWs], JIMIA, HMEIOIIME IMPAaBO HX HCHOJIB30BaTh, OMPEACIAIOTCA
PYKOBOJMTEIEM HHOTO OPraHa MECTHOTI'O CaMOYyIIPaBIICHUS.

[leyaTp Ha AOKYMEHTE JOJKHA OBITH CHUHEro WM (UOJETOBOTO I[BETA.
[leyats mpocTaBisieTcsi, HE 3axBaThbiBasi COOCTBEHHOPYYHOM MOAMHUCH JIMIIA,
MOJIMTUCABIIIETO IOKYMEHT, WIH B MecTe, 0003HaueHHOM «MII» («MecTo mevyaTm»).

Ha ¢dunHaHCOBBIX MOKYMEHTaX IeyaTh JOJDKHA pacrojaraThCsi CTPOTO B
IrPaHULAX YCTAHOBJICHHOM ISl HEE 30HBI U HE 3aTParuBaTh APYyrue peKBU3UTHI.

Konun 10KyMEHTOB € 4YEPHOU NEYATHIO ABJISIOTCA HEACHCTBUTEIbHBIMU.

[Tucbma, BBIMOJHEHHBIE HA OJIAHKAaX OPraHoOB, HE TPEOYIOT YAOCTOBEPEHUS
ME€YaThIO.

2.21. PexBu3ut «OT™METKA 0 3aBEPEHUN KOMNU»

OTMeTka O 3aBepeHUM Komuu odopmiisieTcss JUisi  MOATBEPKICHUS
COOTBETCTBHSI KONMHUU JOKYMEHTa (BBIMUCKA W3 JOKYMEHTA) IOJIUHHUKY
JOKYMEHTA.

OTMeTKa 0 3aBEPEHUH KOITUM IPOCTABISIETCS oA pekBU3UTOM «Iloamuce» u
BKJIFOYAET: HAANUCh «BepHO», NOKHOCTH JMIA, 3aBEPUBIIETO KOIHIO, JIMYHYIO
MOJUCH, pacimmdpoBky moamucu (MHUIHATIB, (aMWIHS), JaTy 3aBepeHUs,
Harpumep,

Bepno.
Ynpapisironui 1e1aMu
N.O0.®amunus

JU4YHasi IIOAIINCh
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15.02.2018

[IpaBoOBBIE aKThI, MOAJICKAIIUE PACCHUIKE COTJIACHO CHHUCKY, BBIJIAIOTCSA B
KOMUSIX M JIOJKHBI COJIEpXKaTh HEOOXOJAUMBIE PEKBU3UTHI: N1aTy MOINUCAHMUS,
PErUCTPaIlMOHHBIN HOMEP M OBbITh 3aBEpPEHbI MevaThio «JlJisi MOCTAaHOBJICHUW U
pacropsKeHUN» Win «J{J1s mprukazoB».

[locTaHOBNIEHUSI aJIMUHUCTpAIMd CEIbCOBETA, Kacalollhecs BOMPOCOB
OXpaHbl MpaB JETCTBA, BHIJAIOTCS 3asBUTENSAM B BHUAE AyOIuKaTa C MOJJIUHHOU
MOJIMUCKHIO TJIABBl aJIMHUHUCTPAIIMHM CEJILCOBETa, 3aBEPEeHHOUW medathio (« /s
MIOCTAHOBJICHUH U PACTIOPSKCHHI»).

Konuu mnpaBoBbIX akTOB, HE O0O0OO3HAYEHHBIE B CIHCKE Ha PAaCCBHUIKY,
BBIJJAIOTCSI 3aBUTEISIM HAa OCHOBAHMM ITMCHMEHHOTO 3asBICHUS B TEUCHHE
30 kanmeHgapHBIX THEW ¢ MOMEHTA PETUCTPAIIUU COOTBETCTBYIOMIETO OOpAICHUS.

Komnuu cHUMaroTCst TOJNBKO C JOKYMEHTOB, U3JaHHBIX OPTaHOM.

HckitoueHne  COCTaBISIOT — CIY>KEOHbIE  JIOKYMEHTBI,  Kacarouiuecs
oopmIieHUsT TPYAOBBIX OTHOIICHUH ¥ (OPMHPOBAHHS JUYHBIX 1T  (KOIHH
TPYAOBBIX KHIDKEK, JHUIZIOMOB, CBUJCTEILCTB O TOJYYCHHH OOpa30BaHUSA H T.1.).
JlaHHbIE TOKYMEHTBHI MOT'YT KOIHUPOBATHCS U 3aBEPATHCSI OPraHOM, HE3aBUCUMO OT
TOr0, KEM OHH BbIJaHBI.

Ha xomusix MHOTOCTpaHUYHBIX JIOKYMEHTOB OTMETKA O 3aBEPEHUU KOMUU
MPOCTABISETCS HAa KaXIOM JIUCTE JOKYMEHTa WJIM Ha TMOCIEJHEM JIUCTE
MPOIIUTOr0 WJIM CKPEIJIEHHOIO0 HMHBIM O00pa3oM JOKyMEHTa. 3amuch O MeECTe
HaXOXJICHUS TMOJUIMHHUKA TPOCTABISETCS TOJIBKO Ha TMOCIEAHEM JIUCTE
JIOKYMEHTA.

JIist 3aBepeHus KONMUU JOKYMEHTA, U3rOTOBICHHOM Ha OyMa)KHOM HOCHUTEIE,
MOXET UCIOIb30BATHCS ITAMII.

Konuu 5351eKTpOHHBIX JOKYMEHTOB, HANpaBisieMbIX MO0 HHGOPMAIMOHHO-
TEIEKOMMYHUKAIIMOHHOM ~ CEeTH,  3aBEepsIlOTCS  DJIEKTPOHHOW  MOJIIHUCHIO
PYKOBOAUTENST OpPTraHW3allid WM HWHOTO YINOJHOMOYEHHOTO UM JHIa U
BBICBUTIAIOTCS ~ TOJIy4aTeI0 C  CONPOBOJUTEIBbHBIM MUCBMOM B (opme
ANEKTPOHHOTO JOKYMEHTA.

Konuu 31eKTpOHHBIX JOKYMEHTOB Ha (PU3HMYECKH 000COOJIEHHBIX HOCHUTEISIX
BBICBUTIAIOTCS TMOJy4aTeNl0 C COMNPOBOJAMTENIbHBIM MHUCHMOM Ha OyMa)KHOM
HOCHUTETIE.

B compoBoauTenbHOM MOHCBME K KOMHUSIM 3JEKTPOHHBIX JOKYMEHTOB
YKa3bIBaETCS

HAaUMEHOBaHWE HWH(POPMALIMOHHOM  CHUCTEMBI, B KOTOPOM  XpaHsTCS
JOKYMEHTHI,

HAaUMEHOBAHUS IOKYMEHTOB, KOIUHU KOTOPBIX HAMPABISIOTCS MOJIYYaTENIO;

Ha3BaHus (ailioB JOKYMEHTOB ¢ ykKa3aHueM (opmartoB (aiiyioB U o0ObeMa
Kaxaoro (Qaiina B OaiiTax;

JlaTa U3rOTOBJICHUS U 3aBEPEHUSI KOTIUU.

[Tpu 3TOM Ha pu3MUeckn 000COOIEHHOM HOCUTENIE HECMBIBAEMBIM MAapKEPOM
ykasbiBaetcs: "'TIpwtoxkenue k nmuceMy ot (mara) N ..."

Komnusi »neKTpoHHOrO JOKYMEHTa, MpEICTaBICHHAass B BUJE JOKYMEHTa Ha
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OyMa>XHOM HOCHUTEJIe, 3aBEpSIETCS B MOPSIKE, YCTAHOBICHHOM HHCTPYKIUEH AJIs
3aBEpEHUs KOMUU JIOKYMEHTOB Ha OyMa)XHOM HOCHUTENE, C YKa3aHUEM, B KaKOM
MH()OPMALIMOHHON CUCTEME XPAHUTCS SJIEKTPOHHBIN JOKYMEHT.

2.22. PexBm3uT «OTMEeTKA 00 MCIIOJTHUTEJIE»

OTMeTKa 00 MCIIOTHUTENIC BKITFOYaeT (PaMUJIHIO, UMSI B OTYECTBO (IIpH
HAJIMYUH) UCTIOJTHUTEIIS, HOMEp ero Teleora. OTMeTka 00 UCTIOTHUTEIE MOXKET
JOTIOJIHATHCS. HAMMEHOBAHUEM JIOJKHOCTH, CTPYKTYPHOIO MOJIpa3/ieICHUs U
AIEKTPOHHBIM aJpecoM UcnonHuTeNs. OTMeTka 00 ucnoiHutene ohopmiIsieTcs Ha
JUIEBOM CTOPOHE MOCIIEIHETO JUCTa JOKYMEHTA OT I'PaHMIIbI IEBOTO MOJIS UITH,
MIpU OTCYTCTBUU MECTA, - Ha 00OPOTHOM CTOPOHE JIMCTAa BHU3Y CJIEBA.

OTMeTKka 00 HCTIOTHUTENE MOXKET OPOPMIIATHCS KAaK HUXKHUNA KOJTOHTHUTYJ U
revyaTaTbes MPUQPTOM MEHBILIETO pa3Mepa.

2.23. PexkBu3uT «OTMETKA 0 MOCTYIJIEHUH TOKYMEHTAa»

OTMeTKa O MOCTYIUIEHUH TIOKYMEHTA B OPTaH COAEPKUT MOPAIKOBBIA HOMED
U J1aTy MOCTYIUICHHUS TOKyMeHTa (IpU HEOOXOAMMOCTH — Yachl, MUHYTHI).

JlomyckaeTcs OTMETKY O MOCTYIUIEHUH JOKYMEHTa B OpraH IPOCTAaBIISTH B
BHJIE IITAMIIA B IPABOM HUKHEM YTILY.

IIpn mocTyrieHnn TOKyMEHTa MO 3JEKTPOHHOM nouTe oTMeTKa «llomydeno
IO AJIEKTPOHHOUN MOYTE» MPOCTABIISIETCSA PSIAOM C OTMETKOM O MOCTYIJICHHUH.

2.24. PexBu3uT «OTMETKA 0 HANPABJIEHUHU JOKYMEHTA B J1€J10»

OTtMeTka 00 UCTIOTHEHUH JOKYMEHTA U HAMPABICHUU €TO B JIEJI0 BKIIOYAET:
KpaTKue  CBeJeHUs 00  HWCIOJHEHWUM, €CIU  OTCYTCTBYET  JIOKYMEHT,
CBUJICTENIbCTBYIOIUNA 00 WMCHOJHEHUH, WM, NPU HAIMYUU TaKOro JOKYMEHTA,
CCBUIKY Ha €ro JaTry WU HOMEpP, OTMETKY «JI», mary, moAnmuch pPyKOBOJMTEINS,
CHSBLIETO JOKYMEHT C KOHTPOJIS.

3. Hopsaok padoThl ¢ MPABOBBIMH AKTAMU
3.1. IlopsiAoK MOATOTOBKH MPOEKTOB MPABOBBIX AKTOB

ITpoeKThI MPaBOBBIX AKTOB IOTOBATCS MO MOPYYECHUSIM IJ1aBbl CEILCOBETA.

[IpaBoBbIe aKThl MOTYT OBITH MOATOTOBJIEHBI COBMECTHO HECKOJbKUMHU
OpraHamMy WJIHA OJTHUM W3 HUX IO COIVIACOBAHUIO C APYTHUMH.

B mensix CBOEBPEMEHHOrO NPHUHSATUSA IPABOBBIX AKTOB MOATOTOBKA HX
MPOEKTOB OCYIIECTBIISIETCA HCIOIHUTEIEM C Y4E€TOM CPOKOB, HEOOXOAMMBIX ISt
coOJIIOICHUST TPOLIEAYpPhl MOJATOTOBKM MPOEKTOB, B TOM YHCIE [l HUX
COTJIACOBAHMS CO  BCEMHM  3aMHTEPECOBAHHBIMU  JIMLAMH,  IPOBEICHUS
AHTUKOPPYNIMOHHON AKCIIEPTHU3BI, MIPOBEICHUS MIPOLETYPBI OLICHKH
PEryJIUPYIOLIET0  BO3JAEHUCTBUS WM  OOIIECTBEHHOTO  OOCYXIEHUS, WU
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MyOJIMYHBIX CIIyIIaHud (B ciydae HEOOXOIMMOCTH).

OTBETCTBEHHOCTh 332 Kau€CTBO MOJATOTOBKH MPOEKTOB MPABOBBIX aKTOB, UX
COTJIACOBAHME C 3aMHTEPECOBAHHBIMU CTOPOHAMH HECYT PYKOBOAUTEIHA OPTaHOB,
KOTOPBIE TOTOBST MPOEKTHI TPABOBBIX aKTOB.

[IpaBoBbIe aKkThl, Jpyrue CHyKeOHbIE JOKYMEHTbHI, NPUHUMAEMbIE U
W3aBAEMBIE HA OCHOBE 3aKOHOB, YKa30B, [IOCTAaHOBJICHUM, pEIICHUA U
pacropsiKEeHU OPraHoB TOCYAapCTBEHHOMN BJIACTH, HOJKHBI COJIEPKATh CCHUIKY Ha
HUX C YKa3aHUEM HauMEHOBaHMS JOKYMEHTA, €ro AaThl, HOMEpa.

[Ipy nDOATrOTOBKE MPABOBBIX aKTOB HEOOXOJUMO PYKOBOJCTBOBATHCS
OCHOBHBIMU IIPUHIUTIAMMU:

3aKOHHOCTH;

OTPa)KEHUS B HUX UHTEPECOB HACENICHUS,

€JMHCTBA, MOJHOTHI, HEMPOTUBOPEUNBOCTH;

MJIAHOMEPHOCTH U ONEPAaTUBHOCTU MOATOTOBKH;

HaJWYusl MEXaHW3Ma peau3aluy MPaBOBbIX aKTOB.

[IpoekThl MpaBOBBIX AKTOB MevaTaroTcs Ha OnaHkax ¢popmarta A4, mpudrom
Times New Roman pa3mepom 14,

Kaxnp1il TMCT MpaBOBOTO akTa, B TOM YHCIIE U MPUIOKEHUN, JOJKEH UMETh
MOJIsl HE MEHEE, MM

BepxHee — 20;

aeBoe — 35;

npasoe — 10;

HmxHee — 20.

3aroJIOBOK I€YATaeTCsl Ha PACCTOSIHUM OT peKBH3UTa «JlaTa» HUXKE Ha
2 — 3 MEeKCTPOYHBIX MHTEPBAJIA.

Texkct otnmenseTcss OT 3arojioBKa JABYMSI MEXKCTPOUHBIMU HHTEpBaJIaMH,
MeyaTaeTcsl yepe3 OJUH MEKCTPOUYHBIM MHTEpBal W BBIPABHUBAETCS MO JIEBOU U
mpaBo¥ TpaHuiaM TekcTtoBoro mons (mo mmpune). IlepBas crpoka aO3ara
HAaYMHAETCS Ha paccTOSTHUU 12,5 MM OT J1I€BO# TpaHUITBI OIS,

Kak mpaBmio, TEKCT MPaBOBOTO aKTa [JOJDKEH COCTOSTh W3 2-X
B3aMMO33aBHCHMBIX YacTel: KOHCTaTHPYIOIIeH (IpeaMOyJIbl) M IMOCTAHOBIISIONICH
(B pacropsoKeHUSAX — pacmopsauTeNbHON). OCHOBHYIO CMBICIOBYIO HArpy3Ky
HECEeT MOCTAHOBIISIIONIAs YACTh, OHA M3JIaraeTcsl B TOBECTBOBATEILHOM (hopMe.

[IpeamOyna 3aBEPIIACTCS CIIOBOM «I[TOCTAHOBJIAIO»,
«ITPUKA3BIBAIO».

B mpaBoBbIX akTax HCMHoJib3yeTcss ¢Gopma H3JI0KEHHS OT MEPBOTO JIMIA
enuactBeHHoro umcia ([IOCTAHOBJISIIO, TTPUKA3BIBAIO), dro sBasercs
OTPa)KEHUEM MPUHIIUIIA €IMHOHAYAJIUA. CnoBa ITOCTAHOBJIALO,
[TPUKA3BIBAIK mneuararoTcs MNpPOMUCHBIMM OYKBAMH C OTHAEIBHOW CTPOKHU OT
HYJIEBOTO TOJIOKEHUsI TaOynsaTopa 0e3 MpoOesioB MEXay INMeYaTHBIMU 3HAKaMH,
3aTeM CTaBUTCS IBOCTOUME, HATIPUMED,

I[NOCTAHOBJIAIO:

[ToctanoBsiromas (pacrmopsIMTEIbHASI) YacTh MPOCKTOB MPABOBBIX aKTOB,
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KaK TPaBWJIO, MOAPA3ACISICTCS Ha MYyHKTHI, B KAXJIOM M3 KOTOPBIX COJEPKATCS
OTJICTTHHBIC TTOPYUCHUSI.

B kaxaoM TIyHKTE TOCTAHOBJISAIONMICH (pacHoOpsSIUTEIBHON) YacTH
YKa3bIBAIOTCSA: HUCHOJHHUTENb (OpraH MECTHOTO CaMOYIPABJICHUS, KOHKPETHOE
JIODKHOCTHOE  JIMIO, OpTraHM3alms), TMPEANUChIBAEMOE JCHCTBHE W CPOK
WCTIOJTHCHUSI.

[IpenmucpiBaeMoe JCHCTBHE BBIPAKACTCS TJIArOJIAMH B HEOMPEICICHHOM
dbopme, Hanpumep,

«ITOATOTOBUTHY», 00ECIIEUNUTH», KOPTAHU30BATHY», KHHPOPMHPOBATHY.

Ecim B mopydenusx (IMyHKTax, MOJIMYHKTaX) yKa3bIBACTCS HCIIOJHUTEICM
OpraH MECTHOTO CaMOYTIPABJICHHSI WM OpraHU3amusl, TO GaMUIUs U MHUITHATIBI €€
PYKOBOAMTES MUIIYTCS TOCIC HAMMEHOBaHUS oprana (OpraHu3anuu), B CKOOKax,
B IMCHHUTEILHOM TIa/ICKe, HAIPUMED,

Otneny no kyastype  (MBanos M.W.)

Ecnu mnopyudeHme [aeTcs HEMOCPEACTBEHHO PYKOBOJWTENIIO OpraHa
MECTHOTO CaMOYIIPaBJICHUS WM OpraHU3alud, TO JOJDKHOCTh PYKOBOJIMUTENS,
(haMuIMsa ¥ HHULIMATIBI TUITYTCs 0€3 CKOOOK B TaTEILHOM IMajiekKe, HalpuMmep,

Hauanpnuky otnena no kynetype WBanoBy U.N.

Ecnu B CBSI3M C NPUHATHEM MPABOBOI'O AKTA MPEKPALIAOTCA, U3MEHSKOTCS
MIPAaBOOTHOLICHUS, YPETYJIUPOBAHHBIE PAHEE MTPUHITHIMU MPABOBBIMU AKTAMH, TO B
MPOEKTEe HEOOXOAMMO YyKa3aTh, KaKU€ W3 HUX MPU3HAIOTCS YTPATUBIIUMHU CHITY
WJIY TIOJIJIEXKAT U3MEHEHUIO U B KAKOW YacCTH.

[IpeanocieHUM MYHKTOM IMPABOBOrO aKTa SBISETCS MH()OPMUPOBAHUE O
XO/I€ BBINIOJIHEHHS JOKYMEHTA C YKa3aHUEM KOHKPETHOTO CPOKa, HAIPUMED,

WudpopmupoBarh 00 HCIOJHEHUU  IOCTAHOBICHHS  (PacIOpsHKEHUS)
no 20.05.2018.

B mocnenneM myHKTE NpaBOBOIO aKTa YKa3bIBA€TCSl JMUIO, Ha KOTOpPOE
BO3JIAraeTcsi KOHTPOJIb 32 €r0 BBIMOJIHEHUEM.

JIoIbKHOCTH  3aMecTUTENed  raBbl  aJIMUHUCTpallUU
YKa3bIBAIOTCS MTOJIHOCTHIO.

[lonmuchr oTmensieTcss OT TEeKCTa 2 — 3 MEXCTPOYHBIMA HWHTEPBAJIAMH,
MeYaTaeTCs OT IPAHUIIBI IEBOTO TOJIS.

Nuunmans! 1 pamMuius neyatarTcs y IpaBod IPaHUIbl TEKCTOBOTO MOJIS.

[Ipy HanMuUUM NOPUIOKEHUM K MPABOBOMY aKTy B TEKCT€ Ha HHUX
00sI3aTeNIbHO JIeNIaeTCsl CChUIKA, I€YaTalOTCd OHM Ha OTAECIbHBIX JIHCTaX B
COOTBETCTBHH C MMyHKTOM 2.17 HHCTpyKIHUU.

Ha nepBoil cTpaHuiie IpUJIOKEHUS B TPAaBOM BEPXHEM YIIIy MUILETCS CIOBO
«IIpunoxenue», HIXKE 4Yepe3 OJUH MEXKCTPOUHBIM HMHTEpBal JACTCsA CChLUIKA Ha
PaBOBOH akT (IMIOCTAaHOBJICHHUE, pacHOpsKCHHE, MpHKa3). Bce cocTaBHBIC 4YacTH
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pekBu3uta «lIpunoxeHrne» BEIPaBHUBAKOTCS M0 JIEBOMY KPar0 U MEYATAKOTCA Yepe3
OJIMH MEXCTPOUYHBIH WHTepBaji. JliMHA CTPOKHM HE OJDKHA TPEBHIMATh 8 CM H
OTPAaHUYUBAETCS MPABBIM IOJIEM TOKYMEHTA, HallPUMED,

[Tpunoxenue Ne 2
K TIOCTAaHOBJICHUIO AJTMUHUCTPAITNH

CamapcKoro ceabcoBeTa
ot 25.02.2019 Ne

3aroJ0BOK K TEKCTY MPUJIOKEHUS NIeYaTaeTCsl HEHTPOBAHHBIM CITIOCOOOM.

HaumenoBanue mpmioxkeHus (mepBoe CJIOBO 3arojoBKa IPUIIOKEHHS)
BeIIesieTcss npormucHbiMU OykBamu (ITOJIOXKEHUE, TIEPEUEHD, CITMCOK
U T.J.).

[Ipu Hanuuuu B TEKCTE MPUJIOKEHUS] HECKOJIbKUX Pa3/IesIOB UX 3arojIOBKU
MEYATAIOTCA TaK)Ke LEHTPOBAHHBIM CIIOCOOOM (OTHOCHTEIHLHO T'PAaHMI[ TEKCTA).
Touka B KOHIIE 3arojioBka He cTaBuUTCs. JlomyckaeTcsl BBIIENATH 3arojOBKH
Pa3iesoB MOMYKUPHBIM HIPUDTOM.

Tekct npunoxkeHus: MOxeT ObIThb odopmieH B Buje Tabmuipl. ['padbr u
CTPOKM  TaONMIBl  JIOJDKHBI ~ MMETh  3arojIOBKM,  BBIPAXKEHHBIE  MMEHEM
CYILIECTBUTEIbHBIM B HMMEHUTENbHOM majaexe. llom3aromoBku rpad u CTpok
rpaMMaTUYECKH JIOJDKHBI OBITh COTJIACOBaHbl C 3arojioBKaMu. TEKCT TaOIUIIbI
MeyaTaeTcs yepe3 OJIMH MEKCTPOUHBIN HHTEPBAI.

Ecnau Ttabnuiny neuartaroT 6osiee 4eM Ha OJHOW CTpaHuIlE, rpadbl TaOIUIIbI
JIOJKHBI ObITh MTPOHYMEPOBAHBI U HA CIEAYIONIMX CTPAHUIIAX MEYATAIOTCS TOJBKO
HOMeEpa HTux rpad.

[IpunoxeHnuss K NPOEKTaM MOCTAHOBJICHUM, PACTIOPSIKEHUN BU3HPYIOTCA
PYKOBOJUTEIEM OpraHa, MoJAroTOBUBIIErO MPOEKT MPABOBOrO aKTa, a CBA3aHHBIE C
pacxoJioBaHuEM OIO/DKETHBIX CPEACTB — U IMpeacenaresieM KOMHTETa [0
¢uHaHcaM, HAJIOrOBOM U KpeAUTHOW monuTuke. Buza mpocraBnsieTcs Ha
00OpOTHOM CTOPOHE MOCIETHEr0 JUCTA MPUIIOKEHUSI B HUYKHEHW €ro 4acTu OT Kpas
JIEBOTO TOJSI U BKJIIOYAET JOJHDKHOCTh BU3HUPYIOIIETO MPUIIOKEHUE K MPABOBOMY
aKTy, MOJAINHUCH U PACIIUPPOBKY MOANUCH (MHUIUAIBI U (aMUIHS), & TaKXKe ATy
BU3UPOBAHUS.

Ha o06opoTHO# cTOpoHE MNpPaBOBOTO akTa OGOPMIISIIOTCS: COTJIACOBAHUE,
3aTeM CIHUCOK Ha PacChUIKY, JOJKHOCTHOE JIMIIO, MOJTOTOBUBIIEE TOKYMEHT. B
JIEBOM HMKHEM YTJIy MPOCTABIISIIOTCS PEKBU3UT «OTMETKa 00 UCTIOJIHUTEIIE.

OTBETCTBEHHOCTH 3a COZEpIKaHUE IIPOEKTOB MTOCTAHOBJIEHUH,
pacropsikKeHUd U COOTBETCTBUE UX TpeOoBaHusiM MHCTpyKUMH  HeECyT
UCIIOJTHUTENb U PYKOBOJUTENH OpraHa, B KOTOPOM MOJATOTOBJIEH JOKYMEHT.

3aBeplIalollUM 3TaloM B TMOATOTOBKE IPABOBOTO AaKTa SBIAETCS €ro
corjacoBanue u noanucanue. [IpoekT nmpaBoBOro akTa A0 MOAMUCAHUS MOJJICKUT
COTJIACOBAHMIO C 3aWHTEPECOBAHHBIMH JIMIIAMHU, B COOTBETCTBHM C IMyHKTOM 2.19
Nuctpykuuu. CornacoBaHue OCYIIECTBISETCS MyTEM BU3UPOBAHUS.

JloKHOCTHBIE JHIia 00sI3aHbl BU3UPOBATh MPOEKTHI MPABOBBIX AKTOB, KaK
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MIPaBUJIO, B JICHb MOCTYIUICHUS JOKYMEHTOB Ha COTJIACOBAaHHE, HO HE MO3JIHEE 2-X
pabouux JHEN CO JHS MOCTYIUICHUS MTPOEKTA.

[IpoexThl MyHUIIMTIATBHBIX MPABOBBIX AKTOB 00 YTBEPKICHUH IOJOKEHUH,
MOPSIAKOB, PErJIAMEHTOB, MYHUIIMIAIBHBIX IPOrpaMM, 00 YCTaHOBJIECHUU TapuQoB,
a TAKXE€ MPOEKThl MYHUIUNAIbHBIX MPABOBBIX aKTOB O BHECEHUM H3MEHCHHU B
YKAa3aHHbIE MYHULIMNIAJIbHBIE MPABOBBIEC aKThl ITyTEM HU3JI0KEHUS COJIECPKALINXCS B
HUX TOJIOKEHUM, TOPSAKOB, PETJIAMEHTOB, MYHULMNAIBHBIX MPOTPAMM B HOBOU
pPEeMaKIINY TOIJIeKAT BU3UPOBAHUIO B CpoK He Oosee 10 paboumnx mHei.

[IpoekThl MPaBOBBIX AKTOB, COTJACOBAHHbBIC JIMOO C MPUIIOKEHHBIMU K HUM
3aMEUaHUsIMM, TPEAOCTABIISIIOTCA HA TMOANUCH TJIABE CEIbCOBETA ,
PYKOBOJUTENIO OTPACJIEBOTO (byHKIIMOHATTLHOTO) oprana MECTHOTO
CaMOYTIPABJICHHS) WU YIIOJHOMOYCHHOMY MM JIUILY.

[IpoekThl MyHHULIMINAJIBHBIX HOPMATUBHBIX MPABOBBIX AaKTOB IIOCIE
coryiacoBaHus (BU3MPOBAHUS) IMPOEKTA B 00SI3aTSIILHOM MOPSIKE HAMPABJISIOTCS B
OpraHbl TPOKYpPAaTyphl, OCYIIECTBISIOMINE HAA30p 3a COOJIIOJACHUEM OpraHamu
MecTHOro  camoynpasieHuss Koncrutynuun  Poccuiickonn  ®@epepauun  u
WCIIOJIHEHUEM 3aKOHOB, JEHUCTBYIOIMX Ha Tepputopun Poccuiickon denepannu, B
COOTBETCTBUH C YCTAHOBJICHHBIM PACIpPEICIICHUEM MOJHOMOYMM ISl 3aKJIFOUEHUS.

B caydae moOCTyIJieHMS — TMOJIOKUTEIBHOTO — 3aKJIIOYEHUS  OPraHOB
MPOKYpaTypbl Ha MPOECKT MYHHIMIAIBHOIO HOPMATMBHOTO MPABOBOrO AaKTa
MOCICIHUN  MOMJICKHUT  MOJNHCAHUKD  PYKOBOAUTEIIEM OpraHa MECTHOTO
CaMOYIIPaBJIEHUsA, TMPH €ro OTCYTCTBUH — JIUIOM, HCIHOJHSAIOIMM €ro
00s13aHHOCTH.

IIpn nmonydyeHuM OTPHUIATEIBHOTO 3AKIIOYEHUS OPraHOB IPOKYypaTypbl Ha
MPEIOCTABJIEHHBIN MPOECKT MYHUIUIIAIBHOTO HOPMAaTUBHOTO MPABOBOI0 aKTa!

B Cllydyae coIJlacusg C YKAa3aHHbIMH B 3aKJIIOYCHHM 3aMEYaHHUSIMHU
PYKOBOJMTENL OpraHa WM YIOJHOMOYEHHOE WM JIMIO YCTPaHSAE€T HX, U
JI0paOOTaHHBIN MPOEKT MOAJIEKUT MOBTOPHOMY COIIIACOBAHUIO B YCTAHOBJIICHHOM
MOPSIKE;

B CJIy4ae HECOIJIacusl ¢ BBICKA3aHHBIMU 3aMEYaHUSIMUA PYKOBOJUTEIb OpraHa
uHpOpMUpYET 00 3TOM OpraHbl MPOKYypaTyphl B MHUCBMEHHOM BHUJIE C YKa3aHHUEM
MOTHBOB TPHUHATOTO pEIMIEHUS B CPOK, He mnpeBbimaronmumii 30 mHel co gHS
MOCTYIUICHUS 3aKJIFOYEHHUS.

JlaTol MpaBOBOIO AKTA SIBIIAETCS 1aTa €r0 PETUCTPALUH.

[longnmucanHble  TOCTAHOBIICHUS, PACHOPSIKEHUS  PETUCTPUPYIOTCS |
PacChUIAIOTCS COTJIACHO CIUMCKY Ha PACCHUIKY.

ITocTaHoBnEHMS, pacHOpPsHKEHUS TJ1aBbl pEruCTpupyrorcss B cucteme COJI
pa3AenbHO B Mpeenax KaJeHIapHOoro rojaa.

B cooTBeTCTBMM ¢ HOMEHKJIATYpPOM €] MOCTAHOBICHUS U PACIOPKEHUS
AIMHUHUCTPALMKU Y CIIEHCKOT'O CEJIbCOBETA — MPOCTHIE MOPSIAKOBBIE HOMEPA.

Bce BubI paBoBbIX aKTOB (DOPMUPYIOTCSI B CAMOCTOSITENIbHBIE Jea.

PacnopsixkeHnss 1o JMYHOMY COCTaBY, KOMAaHAMPOBKAM M OTIIyCKaM
bopMUPYIOTCA B CAMOCTOSITEIbHBIE JIEJIa.

PacnopsixkeHnss 10 JMYHOMY COCTaBy HMEKOT MOPSAKOBBIE HOMEpa C
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no0aBieHueM OYKB «I», IO KOMaHAUPOBKAM U OTIIYCKaM — MPOCThIE TOPSIAKOBBIE
HOMeEpA.

JIOKYMEHTBI, OCIY>KUBIINE OCHOBAHUEM [JIsI MOJTOTOBKH MOCTAHOBJICHUSA
WA  PacCloOpsKEHUS  aAMUHHCTpPAllMM  CEJIbCOBETA, XPAHATCS B JIeNax
aJMUHUCTpALIMK. Y Ka3aHHbIE TOKYMEHTHI (DOPMUPYIOTCA B Jiefia, UMEIOIIHE CPOK
XPAHEHHS IOCTOSIHHO». JIOKYMEHTBI MOAJIEXKAT Nepeaye Ha MYyHULIHNAIbHOE
XpaHEHHUE TOJIBKO B CiTydae JTUKBHIAIMH (YIIpa3 IHEHUs) OpraHa.

3.2. Opranm.aunﬂ KOHTPOJIA 324 HCIIOJITHCHUEM IIPABOBLIX AKTOB

[IpaBOBOM aKT JOMKEH UCIOJIHATHCA B YCTAHOBJIEHHBIA B HEM CpOK. Eciu B
JOKYMEHTE HECKOJbKO IYHKTOB C pa3HbIMM CPOKAaMH HCIIOJHEHUS, TO OH
CHHUMAETCSI C KOHTPOJIA MOCJIE BBIMOJHEHUS MTOCIEIHETO O CPOKAaM MEpPOIPUATHS,
IIPY YCJIOBUM BBITIOJHEHUS BCEX MO3UIMI MPABOBOrO AKTa.

Ecaiu B mnpouecce pabOThl BBIACHSETCS HEBO3MOXXHOCTH COOJIIOJACHUS
YKa3aHHOT'O CpOKa HCIIOJIHEHUS, TO OH MOKET OBITh MPOJJIEH C YKa3aHUEeM
MIPUYMHBI HEUCIIOJIHEHHS U HOBBIX MPEJIATAEMBIX CPOKOB, HO HE IO3JIHEE, YEM 3a
IBa JIHS OO OKOHYaHHS CpPOKa. B MPOTMBHOM cCiydae JAOKYMEHT CUMTAETCS HeE
HCIIOJIHEHHBIM B CPOK.

Nudopmanmsi 0 BBINOJHEHUH TIOCTAHOBJICHUS WU  PacCHoOpsHKEHUS
azgpecyeTcs JTOJHKHOCTHOMY JIMIY, Ha KOTOPOTO BO3JI0XEH KOHTPOJb 3a €ro
BBITIOJITHCHUEM.

Ecnn noKkyMeHT CHUMaeTCsl ¢ KOHTPOJIsS, TO HA HEM JENaeTcsl OTMETKa «/[»,
B Cllyyae MpOJJICHHS CpoKa ero ucnonHeHus — «/IK», B cimydyae mepeBona Ha
BHYTPEHHUN KOHTPOJb — «BK».

B agMuHHCTpaIu ceabCcoBeTa CHATHE MOCTAHOBICHUS (paclopspKEHUS) C
KOHTPOJII WM NPOJJICHUE CpPOKa €ro HCIOJHEHUS OCYIIECTBISIETCS TJIABOU
CEJIbCOBETA, B €r0 OTCYTCTBUE — JIUIIOM, UCTIOJIHSIFOUIUM €r0 00SI3aHHOCTH.

Wudopmaruss 0 BBINOJHEHWW TIOCTAHOBJICHUS (pACIOpSDKEHUS) WA
MPUYMHAX TIEPEHOCAa CPOKAa €ro  MCIOJHEHMS, MOJANUCAHHAS  TJAaBHBIM
CIIELIMATIMCTOM aJMHHUCTPALIMM € MOJJIMHHUKOM 3TOr0 JOKYMEHTA HE ITO3/IHEE,
YyeM 3a JBa JHA JO0 CpPOKAa HCIOJHEHUs NEepelaeTcsl TIJIaBe CEJIbCOBETA Ha
paccMmoTpenue. Utoroast nHpopMalus JOJKHA COJIEPkKATh MOJHbIE CBEJAEHUS 00
WCIIOJIHEHUN II0 KAXJOMY IYHKTY JOKYMEHTAa W MPEIJIOKEHHE O CHITUUA C
KOHTPOJI WJIM TPOJJICHUU CPOKA UCIIOJHEHUS C YKa3aHUEM HOBOM JIaTBhl.

['maBa agMHUHUCTpaUMM TPUHUMAET PEUIEHHE O CHATUM C KOHTPOJS ITOTO
JOKyMEHTa 00 O MPOAJICHUH CPOKA €T0 UCIIOTHEHUS.

[Ipyu HeoOXoauMOCTH TJaBa aJMHHUCTpPAllMAd  BBIHOCHT BONPOC HA
paccCMOTpEHHE anmnapaTHOro COBELIAHUs JIMOO MPOBOAUT COBELIAHHWE B paboueM
nopsiike, MO0 [aeT JOMOJHUTENbHble mopydeHus. [locine sToro wuszmaercs
ITIOCTAHOBJIEHUE O CHSTHUHA C KOHTPOJIS JTOKYMEHTA WM NPOJJICHUU CPOKa €ro
UCNIONHEHUSA. [IepnoANYHOCTD MOATOTOBKM TAKUX JTOKYMEHTOB — HE PEXKE OTHOTO
pasa B KBapTall.

3aKOHYEHHbIE JIEJIONPOU3BOJICTBOM JOKYMEHTHI (OPMHUPYIOTCS B Jejla B
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COOTBETCTBHH C HOMEHKJIATYPOMl JIell.
4. Buabl ci1yKe0HbIX JIOKYMEHTOB
4.1. lpoToxoa

[TpoTokoa — MOKYMEHT, (PMKCHPYIOIIUH XOJ KOJUIETHAIBHOTO O0CYKICHUS
BOIPOCOB M TPHHATHIX pEIICHUH HAa COOpPaHUAX, COBCIIAHUSAX, KOMHCCHSX,
3aceIaHusIX.

[IpoTokonsl OGOPMISIOTCS CEKpeTapeM Ha OCHOBAaHWM 3allCH  XOja
3acelaHnii, 3BYKOBBIX 3alUCEH W MaTepuajoB, MOJATOTOBIECHHBIX K 3aCEIaHUIO
(TeKCTBI JOKJIAJOB, BBICTYIUICHHW, MPOCKTHI PEIICHHMA, TOBECTKA MIHs, CIUCOK
MPUTTAMICHHBIX U JP.).

CyIecTBYIOT JIBa BUJIa MMPOTOKOJIOB: TIOJHBIC M KpaTkue. [oJHBINA MTPOTOKOI
COJICPI)KUT 3alMCh BCEX BBICTYIICHUH Ha 3aCeIaHHUH, KPATKHH — TOJBKO (haMUITHH
BBICTYHAIONIMX U KPATKYIO 3aIIUCh O TEME BBICTYILICHUS.

OO0s13aTeIbHBIMK PEKBH3UTAMHK ITPOTOKOJIA SBJISIOTCS:

HAaMMCHOBAHHUE OPIaHa,;

HAaMMEHOBaHUE BH/IA JOKYMEHTa (IPOTOKO);

MOJTHOC HAaWMEHOBAHHME KOJUICTHAIBHOTO OpraHa (€CiHM MPOTOKOIHUPYETCS
3aceJlaHue KOJUICTHAILHOTO OPraHa);

JaTa U HOMep 3ace/aHus;

CIHCOK MPUCYTCTBYIOUIUX, MPUTIIAIICHHBIX JIUII;

MOBECTKA JTHS;

(dbaMuUIUY, MHHUIMAIBI JOKJIAIYUKOB, BBICTYHAIOUIUX IO KaXXJIOMY BOIPOCY
TIOBECTKH JTHS;

MPHUHATHIC PEIICHUS TT0 KaKIOMY BOTIPOCY TTOBECTKH JIHS;

TIOJIITUCH TIPEJICEIATENsl K CEKpeTapsl.

B mporokosie oTpakaroTcs MHEHHUS II0 PacCMaTpPHBAacMbIM BOIPOCAM H
NPHUHATBIC peIICHUs. 3a TPaBHILHOCTH 3allMCedl B MPOTOKOJIE OTBEYACT
IpeJICeIaTeILCTBYIOMUN Ha MPOTOKOJIUPYEMOM MEPOIIPHSITHH.

damunuy OpUITIAIICHHBIX 3allMCHIBAIOTCA B IPOTOKON (€clid HMX He
Oonee 15) B ajdaBUTHOM MOPSIKE C yKa3aHWEM MecTa pabOThI M JIOJDKHOCTH. B
MPOTOKOJAX TIOCTOSHHO JCHCTBYIONIUX KOJUICTHAIBHBIX OPTaHOB JOJKHOCTH
MPUCYTCTBYIOIINX HE YKa3bIBAIOTCSA. EcCiM Ha 3acemaHuyl MPUCYTCTBOBAU OoJjee
15 mpuriameHHBIX JIUI, TO COCTaBJISCTCS CIHUCOK MPUCYTCTBYIONIMX, KOTOPBIN
MPWIaraeTcss K TPOTOKOJIY, a B TMPOTOKOJE YKa3bIBaeTCs 0O0Iee KOJIUYECTBO
YYACTHHUKOB.

Bonpocel B moBecTke mHSA (HOPMYJHPYIOTCS B TPEUIOKHOM TMAACkKe C
npemioraMu  «o», «o00». He pekoMeHmyeTcs BONPOC WIM TPYIIy BOIPOCOB
dbopmynupoBath cioBoM «PazHoe».

B mporokonax ucnoib3yeTcs (popMa H3JIOKECHUS TEKCTa OT TPEThEro JIMIA
MHOKECTBEeHHOT0 yucia. CojaepkaHHe BBICTYIUICHHA H3JIaraeTcs OT TPEThEro
JIMIa eTUHCTBCHHOTO YHCIIA.
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TekcT  OCHOBHOM  4acTH  MPOTOKOJIA  COCTOMT W3  Pa3deioB,
COOTBETCTBYIOIIMX MYyHKTaM MoOBecTKH IHs. llocTpoeHue 3amucu oOCYKIEHUS
KaXJOTr0 BOIPOCAa IOBECTKU [IHS OCYIIECTBIAETCS IO CXEME.: «CAyllaau —
BoIcTymIM — pemmin». Cnoa «CJIYIHAJIN», «BBICTYIINIIN», «PEIINJIN»
MUITYTCS TPOMUCHBIMU OYKBaMH, KaXKJ10€ — OT JIEBOM I'PaHUIIbI TEKCTOBOTO MOJIS,
nocine Hux craBurcs npoetoune. Ilepen cinoBom «CIIYIITAJIN» cTtaBUTCAS HOMEP
BOIIPOCA MOBECTKHU JTHS.

B paznene «CJIIYIIAJIN» npuBoauTcs haMuiivis ¥ HUHUIIMAIBI JOKIATINKOB
(HAaMMEHOBaHHUE JIOJDKHOCTH YKAa3bIBAeTCS B TOBECTKE JIHA). 3aTeM JacTcs
coJiepkaHue Jokiana (cooOmieHus, MHPOpMAIMK, oTdYeTa). ECiau MoKIa aruKoM
MPEIOCTABIEH TEKCT JOKJIAaaa, AENaeTCs CChUIKa Ha 3TO, a TEKCT JOKJaja
MPUJIAraeTcsi K NpOTOKOIY.

B pasnene «BBICTYIIWIN» npuBoastcs GaMuwind ¢ HWHULUAIBI
BBICTYMAarOmWMX. Eciu CI0BO NOpeaocTaBisieTCs JUWIy, NPUIVIAIIEHHOMY Ha
oOcyXeHue BOIpoca MOBECTKH JIHSI, TO B MPOTOKOJIE YKa3bIBaeTcCs ero amuius,
VHHIMAJbI U JOJKHOCTb.

Bonpocsl Kk JOKIAaIUHKYy, BBICTYMAKOIIAM W OTBETHI MPOTOKOJIUPYIOTCS IO
MEpE€ HX MOCTYIUIEHHS, HO BMECTO CJIOB <«BOIIPOC», «OTBET» YKa3bIBAIOTCS
(baMHIUM 1 UTHULUATIBI.

B paznpene «PEIINJIN» 3anuceiBaeTcsi NPUHATOE PEIICHUE, KOMY, 4YTO
CHEeNaTh U K KAKOMY CPOKY.

B mpoTokone oTpaxarTcs BCE MPUHATHIE PEIICHUS C YKa3aHUEM 4YHCIIa
rOJIOCOB, MOJAHHBIX «3a», IPOTHUB», «BO3JECPKABIIUXCSI», a TAKXKE IMPUBOJIUTCS
CITMCOK JIUII, HE YYaCTBOBABIINX B TOJIOCOBAHUM.

B ciydae yTBepikJieHHs] KOJUIETHAIBHBIM OPraHOM Kakoro-JIn0o JOKyMEHTa
B IIPOTOKOJIE JOJDKHA COJNEPKATHCA CChUIKA HA 3TOT JOKYMEHT, & CaM JOKYMEHT
JOJDKEH MPUJIAraTbCsi K MPOTOKOILY.

Ocoboe MHEHHE 10 NPUHATOMY pEIICHHI0 YYacTHUK 3acelaHus
KOJUJIETUAJIBHOTO OpraHa JOJDKEH M3JI0KUTh W IMOJINKUCATh Ha OTIACIBbHOM JIUCTE,
KOTOPbIN mpuiiaraercs K npotokoiy. Coaep:kanue 0coO0ro MHEHHSI 3alMChIBACTCS
B MPOTOKOJI MOCJIE 3aIMCU COOTBETCTBYIOIIETO PEICHUS.

B Tekcre mpoTOKOJIa OTpa)karTCs PELICHUs IO NPOLEAYPHBIM BOIPOCaM
(00 yTBep:KJEHUU TMOBECTKU [HSA, O MPEKPAIICHUH NPEHUuH, O NPUHATUU K
CBEJICHHIO CITPABOK, COOOIICHUH 1 T.I1.).

K nporokony npunararoTcsi TEKCTbI IPUHSATHIX PELIEHHH, TPOEKTHI PEIICHUI
¥ CITUCOK NPHUCYTCTBYIOMUX Ha 3aceaanuu (Mpu HE0OXOUMOCTH — CTEHOTPAaMMa),
a TaK)K€ NEpPEJaHHbIC MPEICENATEN0 NMCbMEHHBIE TPEJIOKEHNS U 3aMEYAHUS TEX
YYaCTHHMKOB, KOTOpPBIE 3alMCaIUCh ISl BBICTYIUIEHUS, HO HE IMOJYyYWIH CJIOBa
BBUJYy TMpPEKpPAllCHUS MPEHUWA, a TAaKKE BCE BOMNPOCH], NOCTYNUBIIHE OT
MPUCYTCTBYIOIINX.

[IpoTokosm 3acemaHuss NOANMCHIBACTCS  IMPEACENATEIBCTBYIOIIAM  Ha
3aCeJaHUU U CEKPETaApEM.

Jlatoli mpoTOKoJia 3acenaHus SIBISAETCA JEHb €r0 IMPOBEACHUS, €CIH OHO
MPOJOJDKAETCA HECKOJIBKO JTHEH, TO 4Yepe3 THUPE YKa3bIBAIOTCSA NAaThl Hayajaa U
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OKOHYaHWS 3aCeTaHus.
[TpoToKOBI 0GOPMIISIOTCS Ha CTAHIAPTHBIX JTUCTaX OyMard, JUisi IPOTOKOJIOB
MOCTOSTHHO ~ JICHCTBYIOIIUX KOJUICTHAIBHBIX OpPraHOB MOTYT HCIIOJIb30BAThCS
OJlaHKM C yKa3aHWEM HAaWMEHOBAHMs KOJIICTHAIBHOTO OpraHa, BUAA JIOKYMCHTA
(mpoTokoi), MecTa TPOBEIACHHS, JaThl U HoMepa 3acenaHus (mpuioxeHue 6).
[TpoTokos ohopMIISETCS B TEUSHUE OJHOTO - TPEX JHEH MOCIe MPOBEIACHUS
3ace/IaHusl, €CIIM CPOKHU €T0 IMOATOTOBKU HE OTOBOPEHBI 0C000.
[TpoTokonsl 3acemanuii (CoBelaHMil) XpaHATCA B OpraHax B TEYCHUE
YCTaHOBJICHHOTO HOMEHKJIATYPO# JIe)T CpOKa XpaHCHMsI, 3aTEM CIAIOTCS B apXUB Ha
MOCTOSTHHOE XpaHeHUe (ITPH HEOOXOIUMOCTH).

4.2. BbInuCKH U3 IIPOTOKOJI0OB ! IIPABOBLIX AKTOB

B BbImuckax u3 MpOTOKOJA U MPABOBOTO aKTa JIEJIaeTCsl JOCIOBHAs 3aluCh
COJIep>KaHMsl BBITUCHIBAEMbBIX a03alleB.

Brinucku ¢ 3aBepuTeNbHON 3amuChi0 «BepHO» MOINKMCHIBAET W 3aBEPSET
MeYaThIO JIUIIO, YIIOJITHOMOYEHHOE B COOTBETCTBUU C JOJKHOCTHOM MHCTPYKIIMEH,
C YKa3aHUEM CBOEH JIOKHOCTH, MHULIUAIIOB, (paMUIuu, JaThl.

B mnpaBoBbIx akTax npu OQOPMIICHUM BBIMUCKU MHIIETCS 005S3aTENIbHO
KOHCTaTHPYIOIas 4YacTh, B MPOTOKOJAX — BBOJHAS YacTh (BKJIFOYAs TOBECTKY
JHSI), a 3aTeM — JIO0CJIOBHAS 3aIHCh COJIep)KaHus ab3areB (puiIoxeHue 7).

4.3. Cny:xxke0Has (MOKJIagHAs) 3aMHCKA

Jloknagnast (ciyxeOHasi) 3amucKa WCHOJB3YeTCS JUISl  ONEPATHBHOTO
MHPOPMAIIMOHHOTO OOMEHa MEXAY CTPYKTYpPHBIMH MOJAPAa3JCICHUSIMU U
pykoBoacTBOM. CiykeOHasi 3amucka — JOKYMEHT, aJpeCOBaHHBIN PYKOBOIUTEIIO
opraHa, CoOJEp)Kalluii OOCTOSTETbHOE W3JIOKEHHUE KaKoro-indo BoIpoca C
BBIBOJIAMU U MPEJJIOKEHUSIMUA COCTABUTENS.

BuyTpennsisi cnyxeOHasi 3amucka, ajpecyeMas pPYKOBOACTBY Oprasa,
MOAMUCHIBAETCS PYKOBOAUTEIEM CTPYKTYPHOIO MOApa3feieHus u odopmisercs
Ha nucte Oymaru ¢popmata A4, uMeer AaTy, 3arojioBOK K TEKCTY.

Ecoiu cnyxkeOHas 3amMcka HCXOAUT OT MMEHHM OpraiHa, TO OHa
MOANUCHIBAETCA PYKOBOJUTENIEM U Ileyaraercss Ha OJlaHKke, HMEeT Jary,
UCXOJIAIINN HOMED, 3aT0JIOBOK K TEKCTY.

Texkcr mokmagHoi (Cay:keOHOM) 3amMCKH, B 3aBHCHMOCTH OT CIIOKHOCTH
COJIEpXKaHUSI M MPUBOJAUMON apryMeHTAalluu, COCTOMT M3 OJHOM, JIBYX WJIM TpeX
4acTeu:

- B [IEPBOM YaCTH U3JAraloTCsl IPUUYUHBI, (PaKThl WIIM COOBITHS, TTOCITYKUBIIIHE
MOBOJIOM JIJII COCTABJIEHUS JJOKYMEHTA;

- BO BTOPOM YacTU AAETCS aHAIU3 CJIOXKUBIIEHCS CHUTyallld, BO3MOKHBIE
BAPUAHTHI €€ PELICHUS,;

- B TPEThEH YaCTH U3TAraloTCsl BEIBOIBI.

Peructpauus JOKJIaIHBIX M CIYXKEOHBIX 3allUCOK OCYIIECTBISETCS B
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CTPYKTYpPHOM TOJIpa3/IeJICHUH, MOJITOTOBUBIIEM JIOKYMEHT.

Pexomenayembie 00pa3iibl ohOopMIIEHUST TOKIAAHON 3aMUCKU U CIYKEOHOM
3aIMCKH, MMOATOTOBJICHHON HA OCHOBE 3JICKTPOHHOTO mabdiioHa (mpunoxenus Ne 8,
9).

4.4, AKT

AKT —  JIOKYMEHT, COCTaBJICHHBI  HECKOJIBKUMHM  JIULIAMH U
MOATBEPKAAIOIINUNA YCTAHOBIEHHBIE (DAKTHI U COOBITHUS.

AKTBI COCTaBIISIFOTCSL MO pe3yJibTaTaM peBU3UU (PUHAHCOBO-XO3SIICTBEHHOM
NeSTeNIbHOCTH, ITpUeMa-fepeiaud e, TPOBEPKU HATUYMs, MHBEHTapHU3aLUU U JIp.

AKT coCTaBiIsIeTCS KOJUICTHAIbHO (HE MEHee JBYX COCTaBUTENICH) WIH
CIEUAIBHO YIIOJIHOMOYEHHBIM JTOJKHOCTHBIM JIUIIOM.

AKTBI COCTaBJSIIOTCSI Ha OCHOBE YTBEPXKICHHBIX OpraHamMu BIIACTH
yHUUIIMpOBaHHBIX GOpPM WKW B CBOOOAHON (opmMe B LENsAX MOATBEPKICHUS
(aKkTOB, CBA3AHHBIX C JIESITEIBHOCTBHIO OpraHu3anuu. PekomeHayembiil oOpaszel
oopmiienus akra (nmpuioxkenue Nel0).

[Ipu cocraBlieHHMM aKTOB HCIOJB3YIOTCS PEKBU3UTHI. HAWMMEHOBAHHE
OpraHv3alMyd;  HauMEHOBaHWE  BHAA  JOKyMEHTa;  JaTa  JOKYMEHTa;
PErUCTPAIllMOHHBIIT HOMEpP JOKYMEHTa; MECTO COCTaBJICHHS WU HW3JAaHUs
JIOKYMEHTA; 3aT0JIOBOK K TEKCTY; MOJIIUCH.

JlaToil akTa sBISETCS JlaTa COCTABJCHUS aKTa U TMOAMUCAHUS €ro
COCTaBUTEIISIMH.

Ecaiu Qopmoii akTa npeaycMOTPEHO €ro YyTBEPKACHUE PYKOBOJIUTEIEM
OpraHu3alMyi WM WHBIM YIOJTHOMOYEHHBIM JIOJDKHOCTHBIM JIMIIOM, AATOM akTa
SBJISIETCSL J1aTa €r0 YTBEPKICHMUSI.

B BBOJIHOI 4acTH aKTa B UMEHUTEIILHOM IMAJIeKe YKa3bIBAIOTCS

OCHOBAaHHEC  COCTABJICHHS  aKTa  (JOKaJIbHBI  HOPMATHBHBIH  aKT;
pacIopsIIUTEIbHBIN JOKYMEHT opraHu3anuu (mpukas, pacrnopsokeHue); GakT Wit
COOBITHE, TIOCTYXKHBIIICE OCHOBAHUEM JIJISI COCTABJICHUS aKTa);

coCTaBUTENIM akTa (mepeducisroTcs mociie cioBa "CocTaBiieH” ¢ yKa3aHHEM
NOJDKHOCTEW, HAMMEHOBAaHMM OpraHW3alMil, €CId COCTAaBUTENM  SIBJISIIOTCS
NPEJCTAaBUTEIISIMU APYTOi OpraHu3anud, GaMuInid 1 MHUIHAJIOB).

Ecaim akT cocraBieH KomMuccHEW, TepBOWM  ykas3biBaeTcs  (hamMuius
npeaceaaTesns KOMUCCUH, 3aTEM WICHOB KOMUCCHUU B alIaBUTHOM MOPSIKE.

B Tekcre akTta u3nararoTcs LENM W 3aJa4d COCTABJICHUS aKTa, CYUIHOCTD,
XapaKkTep, METOAbl U CPOKH MPOJEIaHHON pabOThl, €€ Pe3yIbTaThl.

[Ipu HEOOXOAUMOCTH aKT MOXKET COJIEPKATh BHIBOJIBI U PEKOMEHIALINH.

B 3akir0unTenbHON YacTH aKTa YKa3bIBAIOTCS KOJIMYECTBO MOATOTOBIECHHBIX
AK3EMIUIAPOB aKTa W MECTOHAXOXJICHUE KakIoro nsk3eMiuiapa. KomuuecTBo
AK3EMILIAPOB aKTa ONPENESAETCS KOJIMUYECTBOM CTOPOH, 3aUHTEPECOBAHHBIX B €T0
COCTaBJIEHUU, WM HOPMATUBHBIMH TpPeOOBAHUSIMH, PErIaMEHTUPYIOIIUMHU
COCTaBJIEHHWE aKTOB KOHKPETHOUW pa3HOBUIHOCTH.

DK3eMIUIAPBl aKTa IOANKCHIBAIOTCS BCEMH YWICHaMH KOMHUCCUHU (€cli akT
COCTaBJISUICS KOMHCCHCH) WM COCTaBUTCISAMH U, TPU HEOOXOIMMOCTH,



32

MPUCYTCTBOBABIINMU JTUIIAMH.

IIpu moamucanum aKTa MpejaceaaTeseM W WieHAMH KOMUCCUY HaMMEHOBAHUS
UX JIOJDKHOCTEHN HE YKa3bIBAIOTCS.

Ocoboe MHEHHE COCTaBUTEIs aKTa W3JaraeTcsi Ha OTICJIBHOM JIHCTE,
MOANMUCHIBAECTCS M IPUIIATAeTCsl K aKTY.

Ecmu  3akoHomarensctBOM  Poccumiickoir  ®Dexpepanuu  NpeayCMOTPEHO
O3HAKOMJICHUE C COJEpP KaHUEM aKTa JIWIl, YIOMSHYTBIX B aKkTe, MOJ MOJIMUCh, Ha
MOCJCIHEN CTpaHUIIE aKTa MPOCTABIAECTCA O3HAKOMHUTEIbHas Bu3a 'C aKTOM
o3HakomJieH(bI)", TP 3TOM YKa3bIBAIOTCS HAUMEHOBAHHS JIOJDKHOCTCH, JTUYHBIC
MOJNUCH, pacmu@poBKU TOANMUCEH, 1aThl O3HaKomyieHUs. Jluia, KOTOpBIE
3HAKOMSTCS C COAEPKAHMEM aKTa, MMEIOT MPaBO HE COTJIACUTHCS C COJIEp)KaHUEM
akTa B II€JIOM WM €ro OTACIbHBIMU IIOJOXXEHUSIMH, YTO JOJKHO OBITh
3a()UKCUPOBAHO TIPU O3HAKOMJICHUHU C aKTOM.

4.5. IlucsMo

[lucemMo — 3TO 00O0OIIEHHOE HAa3BaHHME PAa3JIUYHBIX MO COJACPKAHUIO
JIOKYMEHTOB, UCTOJIb3yEMbIX MPHU MEPENUCKe MEXy ABYyMs U OoJiee aapecaTamu.

[lucbmMa  MOArOTaBAMBAIOTCA  KAK  MHULMUATHBHBIE, 1O  YKa3aHUIO
PYKOBOJUTENSl OpraHa, a TakXe Kak OTBET Ha IOCTYMUBIIHE JOKYMEHTHI, U
nevyataroTcss Ha OnaHke nucbma. g mHceM TPUMEHSIIOTCS YIJIOBbIE OJIaHKU
(mpwioxenue 3).

CnyxeOHble MHChbMa JOJDKHBI OBITh KPAaTKUMH, HE MPEBBIIMIATH JIBYX
CTpaHMII, COCTABIATHCS, KaK MPaBUIIO, IO OJHOMY BOTIPOCY.

[TucbMO COEPAKUT CHAEAYIONTNE PEKBUZUTHI:

- ajipecar;

- J1arty;

- pPETUCTPALMOHHBI HOMED;

- CCBUIKY Ha PErHMCTPAIMOHHBI HOMED U JIaTy BXOJAIIET0 JOKyMeHTa (mpu
HEOOXOIUMOCTH);

- TEKCT;

- CCBUIKY Ha MPWIOKEeHHS (ITPH HAJTUYNN);

- MIOJIIIUCB;

- WHULMAIb, (PaMUIIMIO HWCIIOJHUTENS, HOMEp ero TtenedoHa U JaTry
WCIIOJTHEHUS TOKYMEHTA.

[TucbmMo 0pOpMIISIIOT KakK ¢ oOpalieHueM, Tak U 0e3 oOpallleHus K aapecarty.
Haubonee yacto ynotpebiasembiMu (hopmMaMu oOpaiieHus aBIsSIOTCS TaKue, Kak:

VYBaxkaemsiii Cepreit BacunbeBuu!

YBaxaemble 3asButenm! (ymorpeOiseTcs, Korjga HWMeEHa IoJTydaTesien
UChMa HE U3BECTHBI).

Ecnau nucbmo sIBIISIETCS. OTBETOM Ha MOCTYMUBIIHMKM 3alpoc WIH IPOCHOY,
3alOJIHAETCS PEKBU3UT ''CChUIKA HAa PETHCTPALIMOHHBIA HOMEP U Jary
MOCTYNUBIIErO MUchMa'.
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HammenoBanne Buuma nokyMeHTa ('MUChMO") W Pa3HOBHIHOCTH IHCHMa
(manpumep, "mpocwba”, "undopmanmnonnoe”, “compoBomutensHoe", '3ampoc”,
"HaroMUHaHUe") B ACIOBBIX (CIy)KEOHBIX) MUChbMaX HE YKa3bIBAIOTCS.

Ecau nuceMo HampaBisieTcsl afpecary Mo 3JIEKTPOHHOU MOYTe WU Mo (akcy
0e3 JOCBUIKA MO TMOYTe, BMECTO IIOYTOBOTO ajJpeca YKa3bIBACTCS ajpec
AIEKTPOHHOM MOYTHI WM HOMED TenedoHa-(pakca.

[lucbmMa COCTaBISIIOTCST MO CXEME: BCTYIUICHHE, OCHOBHasi 4acTh,
3aKJIIOYCHHUE.

Bo BcTymiiennn opmynupyerca Tema nuchbma, 00bsICHAIONIAas MPUUUHBI €r0
HanMcaHus. BCTyruieHne MOXKeT cojaepikKaTh: CCBUIKY Ha JOKYMEHT W (WIH) ero
OTZI€JIbHbIC MMYHKTHI, MOCITYXHUBIIIKE OCHOBAaHHWEM; KOHCTAaTaluio (akTa, COOBITHS,
CJIOKUBILEHCS CUTYAIUU.

B OCHOBHOW YacTH wu3Naraercs ONHCAHUE COOBITHS WU CUTyalluH, HX
aHaJdu3 W TPUBOAUMBIE JOKA3aTENbCTBA, (DAKThI, Pa3bsICHEHUS] U COOOILECHHUS,
COMPOBOXKJAEMbIE€ PACUETAMHU, CCHLIIKAMU, TOKYMEHTAMHU.

Texkct nuceMa wu3NaraeTcs OT TNEPBOro JIMIlAa MHOXECTBEHHOTO 4YHCIa
(mpocuM, HampaBJIIeM) WIH TPEThErO JIMIA EIUHCTBEHHOrO 4Yucia (oTmen
npenoctapiseT). Hayano ocHOBHOUW dYacTu (opMysMpyercs B 3aBUCHMOCTH OT
Ha3HAYCHUS U COAEP KaHUs MMHUCEM.

dopma U3T0KEHHS TEKCTa OT IEPBOTO JIMIA STUHCTBEHHOTO Yuciia (IIpoIry,
npeJyiarao, Hampasysaio | T.JI.) BO3MOXHA B CIIyYasiX, €CJIU MACHMO 0(OPMIISCTCS
Ha JJOJLKHOCTHOM OJIaHKE WIIM COJIEPKUT EPCOHATbHOE OOpaleHue K aapecary.

B nucemax yka3piBaeTCs TOUHOE HAMMEHOBAHUE aJipecarta U ero ajpec.

[lucbmMa NOANKUCHIBAIOTCS JOKHOCTHBIMU JIMIAMU B COOTBETCTBUU C
pacripefieieHueM o0si3aHHOCTEH. BHOCUTH Kakue-nubO HCHpaBICHUS WIIU
n00aByieHUs B MOJNMCAHHBIEC MIUChMa HE JIOMYyCKAETCS.

Ha komuu mucbma CTaBUTCS BH3a HCIOJHUTENSI UM APYruX pabOTHUKOB, C
KOTOPBIMH COTJIACOBAH MPOEKT MUChMA.

B cnyxeOHBIX MHChbMax M3JI0KEHUE BEAETCS OT MEPBOTO U BTOPOro JHIA
MHOYKECTBEHHOTO uucina: «Bsicbmaem Bawm...», «lIpocuM HamnpaBuTh Ham...»
(«BbI», «Bac» 1 T.J1. MUIIETCS ¢ MPOIMUCHON OYKBBI, & MBI», KHAC», KHAM» H T.J. —
CO CTPOYHOM).

ConpoBoauTENbHBIE TUChMa COCTABISIOTCS K JOKYMEHTaM, HE UMEIOIINM
aJpPECYIOIIEH YaCTH.

B COMPOBOJIUTENbHBIX NUChbMax YKa3bIBaeTCs HAaMMEHOBaHUE
COMPOBOXKJIAEMOI0 JOKYMEHTA, COAEPIKATCS MOSICHEHUS] OTHOCUTENBHO XapaKTepa
WCIIOTHEHUS WY LIeNIM HAMPaBJICHUS IPUIAraeMoro JTI0KyMEHTA.

[apanTuiinple TNHUCbMa  COCTABISIIOTCA € LEJIbI0  MOATBEPKIACHUS
OMpENICNICHHbIX OOCIIaHUN WM YCIOBUM U aJpEeCylOTCS YUYPEKACHUIO WIH
OTJIEILHOMY JIMILY.

He nomyckaercs oOTHpaBisiTh ajgpecaTaM IUCbMa, HE HMEIOLIUE AaThl U
PErUCTPAIMOHHOTO HOMEPA.

[locne mognmucaHusi MUChbMa PYKOBOJMUTENIEM WA WHBIM YIOJIHOMOYEHHBIM
UM JIULIOM
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- DJK3eMIUIAp THUchMa, OGOpPMIICHHBI Ha  OJIaHKe, TIOJAMHCAHHBINA
PYKOBOJMUTEIIEM U 3apETUCTPUPOBAHHBIN, HAIIPABIISIETCS aApecary;

- KOIUS MUChMA C BU30M MCHOJHUTENS U DK3EMIUISIP MUChMA, COCTABICHHBIN
Ha PYCCKOM $I3BbIKE€, C BU3aMH 3aMHTEPECOBAHHBIX JIMI IOMEIIAIOTCS B JIEIIO.

Ecnu nucemo aapecoBaHO OpraHu3aluvy, CHavalda JaeTcs €€ HAaMMEHOBAHUE,
3aT€M - MOYTOBBIA aApec B MOCJIEI0BATEIBHOCTH. HOMEp JOMa WM 3JaHWus,
Ha3BaHUWE YJIULbI; HA3BaHHUE TOPOJA; CTPaHA.

Kax11plii 371eMEHT aipeca NUIIeTCss Ha OTACIbHOM CTPOKE.

JIOKyMEHTBI, HalpaBJsIEMble B  IOJBEJOMCTBEHHBIE W  CTOPOHHHE
OpraHu3aluy, IMOJAMUCHIBAIOTCS 3aMECTUTEIISIMA PYKOBOJIUTEIS OpPraHU3allvH,
WHBIMA  JODKHOCTHBIMHM  JIMI]JAMM  OpPraHW3alMd B COOTBETCTBUM  C
MPEI0CTABJICHHBIMU UM IMOJJHOMOYHUSIMH.

IIpy HampaBieHMHM TIMChbMAa WM BHYTPEHHETo  HMH(OPMAIMOHHO-
COPAaBOYHOTO JOKYMEHTAa HECKOJbKMM ajapecataM (He 0Oojee  YeThIpex)
MOJIMUCHIBACTCST KAXKIBIM OTIPABIISIEMbIN SK3EMILIAP TOKYMEHTA.

4.6. Ilopsiiok cOCTaBJIEHUS] M OTIPABKHU TeJlerpaMM M Tejie)OHOrpaMm

Ilepenmucka mo Tenmerpady BeAETCS TOIBKO IO CPOYHBIM CIYKECOHBIM
BompocaMm. TenerpaMMbl TOAMUCHIBAIOTCS PYKOBOJUTENIEM OpraHa HIH €ro
3aMECTUTEIISIMHU.

[IpoekTsl TenerpaMm, IpeaoCTaBIsIEeMble Ha MOAMUCH PYKOBOJCTBY OpraHa,
TOJDKHBI  COCTABIIATBCA KpaTKO, YETKO H3jaraTh COJEpXKaHHWE, BU3UPOBATHCS
WCTIOJIHUTEISIMA M PYKOBOJUTEIISIMA OpPraHoOB, a B Cjlydae HEO0OXOJMMOCTH
COTJIACOBBIBATHCA M BU3UPOBATHCA PYKOBOJUTEIISIMHU JAPYTUX 3aMHTEPECOBAHHBIX
OpPTaHOB.

TenerpaMMbl perUCTPUPYIOTCS B OOIIIEM MOPSIKE.

TenedoHorpaMmbl MOAMUCHIBAIOTCS PYKOBOJIMUTEIEM, PETUCTPUPYIOTCS, a
3aTeM MepeaaroTCs.

TenedpoHorpamMmsbl, aApecOBaHHBIE PYKOBOAUTEIIO OpraHa H  €ro
3aMECTHTEIISIM, MPUHUMAIOTCS CeKpeTrapeM (JIMI[OM, OTBETCTBCHHBIM 3a BCACHHE
JICIIONPOU3BOICTBA) M HE3aMEIMTEIbLHO JIOKIAIbIBAIOTCS IOCIC MX IpHEMa, a
3aTeM PETrUCTPUPYIOTCS cekpeTapeM (JIMIIOM, OTBETCTBEHHBIM 3a BEJCHHUE
JCIIONPOU3BOACTBA) M MEpPEHalOTCs IS HCIOJHEHHS B COOTBETCTBHH C
PE30II0IMEN PYKOBOJIUTEINS OpraHa.

B Tenedonorpamme MOMKHBI YKa3bIBaThCS: Ha3BaHWE BHAA JOKYMEHTA,
HaMMEHOBaHWE OpraHMU3aIluy, 1aTa, HOMEpP, HAMMEHOBAHUE, MHUITHAJIBI U (haMIITHUS
azgpecara, TEKCT, JODKHOCTb, WHHIMANbl W (daMuius JdIa, ITOJMUCABIIETO
TenepoHOTpaMMy;  JTOJDKHOCTh, HWHHUIMAIBI W (GaMWIMKd TEpelaBIIero U
MIpUHUMAIOIIEro TeaepoHorpammy, HoMmepa TenedOHOB, IO KOTOPBIM IepeaeTcs
Y IpUHUMAETCS HHGOPMaILIKs, BpeMs IMpUeMa U nepeadu Teae@oHorpaMMBl.

4.7. JaaBiaeHue
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3asiBlieHME — JOKYMEHT, aJIpeCOBAHHBIM JOKHOCTHOMY JIMIY U
coJiep Kallliii ONpeeICHHYI0 MPOCKOY WIIH MPEIsIOKEHUE.

3asiBIIEHHE COJICPKUT CIEAYIOIINE PEKBU3UTHI:

- aapecaT (I0JKHOCTh, HHUIHAIBI U (PaMUJIHIO TOJKHOCTHOTO JIUIIA);

- aBTOp 3asBJIcHUsA (B pOJMTEIHLHOM TAJCKe YKasbiBaeTcs (ammius,
WHUIHAIIBI, TOJDKHOCT; Tiepe] paMIIMeH IPeIor «OT» HE MUIICTCS);

- BUJI IOKYMEHTa (3asiBJICHHUE);

- TEKCT;

- CCBUIKY Ha MPWJIOKECHHE (€CIIM OHO €CTh);

- MIOJIMUCh.

TekcT 3asBIIeHUS IO KaJIPOBBIM BOIIPOCAM MOXKET OBbITh TUIOBBIM.

Tekct nr000ro 3asiBICeHHMs] HAUMHAETCS C CYIECTBA BOIpoca, oOpalieHus
(mporry mepeBecTH, MPOITY MPOBEPUTH COCTOsIHKE). DopMa U3IT0KEHUS 3asIBICHUS
cBOOOHAS.

3asiBJICHUE MOYKET MMETh MPHJIOKEHUs (HampuMep, K 3asBJICHHUIO O TIPHEMe
Ha pa0boTy MpuiararoTcs MOIMHHUKKA WM KONMUU JOKYMEHTOB 00 0Opa3oBaHUH,
aHKeTa, aBToonorpadus u Jap.).

3asBiieHne mnepenactcs (HAMpaBIsAETCS) PYKOBOAMTEIIO JUIS TPHHSATHS
pemieHus. PemeHne pyKOBOIWTENS BBIPAKAETCA PE3OJTIOLUEH. 3asBICHUE C
pe3oJItonMell  CIY)KHT OCHOBaHHWEM K W3JIaHUIO TpHKa3a, pacropsokeHus (Imo
KaJpOBBIM BOIpPOCaM) WJIH JPYroro JOKyMeHTa (IMMChbMa aBTOPY O NPUHSATHH
peleHus, IprUKa3a O MPOBEACHUH YKCIIEPTHU3bI, TPOBEPKH H T.II.).

3asiBJIEHUE oopmiisieTcs Ha CTaHIaPTHOM JIACTE Oymaru
dbopmara A4.

5. Ilpuem, o0padoTKa, perucTpanus U pacCMOTPeHHE CIYKeOHOI
AOKYMEHTALMH

5.1. Opranusanusi J0OKyMeHTO000pOTa

JIOKyMEHTOOOOpPOT BKJIIOYAET BCIO MOCIEAOBATEILHOCTh MEpPEMEICHUM
JOKYMEHTOB, a TAKXX€ OINEpalMH, COBEPIIAEMBbIE C JOKYMEHTaMHU B MPOLECCE UX
CO3MaHus W UCHojHeHWs  (MoJiydeHwWe,  OTIpaBKa,  IMPEIBAPUTEIILHOC
paccMOTpPEHUE, PerUCTPAIUsl, PACCMOTPEHHE PYKOBOIUTEIIEM ).

Ilenp opraHuzanvu JOKYMEHTOOOOpPOTa - OOECIIEUeHHE CBOEBPEMEHHOTO
NPUHATHUS ~ YOPaBICHUYECKUX  pEIIeHMH W HUX  HCHOJHEHHs.  3ajaya
JOKyMEHTO00OpOTa - OpPraHu30BaTh JBUKEHUE JIOKYMEHTOB II0 HauWMEHEe
KOPOTKOMY MHYTH C MUHHMMAaJbHBIMHU 3aTpaTaMH TPy/la U BPEMEHH, B YCJIOBUSX
AIEKTPOHHOTO JOKYMEHTOOOOpOTa - O0ecrneuuTh JOCTYyN K JOKYMEHTaMm
nonp3oBatesiM COJ[ B COOTBETCTBUM C MPEIOCTABIECHHBIMU UM MPABaAMH.

B ycnoBusax npumenenus C3O/] B opranuzanuy UCHONB3YIOTCS AIEKTPOHHBIE
JOKYMEHTBI, a TaKXe »JJICKTPOHHbIE KOMUU JIOKYMEHTOB, IIOJIyYEHHbIE B
pe3yibTaTe CKaHWPOBAHUSI JIOKYMEHTOB Ha OyMaXHOM HocuTene. J{OKyMeHTbI
OpraHW3alli{, HMCIOIINE BPEMEHHBIC CPOKU XpaHeHus (o 10 jieT BKIIFOUUTEIIBHO)
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MOTYT CO37aBaThCsl, XPAHUTHCA M HCIOJIb30BaThCA HUCKIIOUUTEIBLHO B (opme
ANEKTPOHHBIX TOKYMEHTOB.

[lepeyeHbp [IOKYMEHTOB, CO3/1aBa€MbIX, XPAHUMBIX U HCIOJb3yEMbIX
UCKJIIIOYUTEILHO B (opMe  DIIEKTPOHHBIX  JOKYMEHTOB,  YTBEp>KIaeTCs
PYKOBOJUTEIEM OpPraHU3alHH.

JIOKyMEHTBI KJIacCU(UUIUPYIOTCS: Ha BXOJAIINE, UCXOMASIINE, BHYTPEHHUE
JTOKYMEHTHI (TIepenucka BHyTPH OJTHOTO OpPraHa).

1. Bxoasuue qOKyMEHTHI.

Bce nocrtynatomue  ciykeOHble JOKYMEHTBI  SIBJISIIOTCSL  BXOJSIIEH
KOPPECHOHACHINEH.

JlocTaBka JOKYMEHTOB B a/IMUHUCTPAIMIO TOPO/Ia OCYIIECTBIISACTCS:

(dhenpaberepcKon CIyx00ii;

MOYTOBBIM OTJICJICHUEM CBSI3H,

HEMOCPEJCTBEHHO MPEJCTABUTEISIMU Pa3IMYHbBIX OpraHu3alni,
YUPEIKISHUH, MPSANPUATHI | T.1. (Jajiee — HAPOUHBIM);

C UCIOJIb30BaHUEM (DAKCUMMIIBHOM, 3JIEKTPOHHOU U TenerpadHON CBsI3H;

yepe3 EamHylo cucTtemMy 3JeKTPOHHOTO JOKYMEHTO00OpoTa ANTaniCcKoTo
Kpasl.

[Ipu npuemke KOpPPECHOHJEHIIUH, TOCTABISIEMOW HApPOYHO, MPOBEPSIETCS
MPaBWIBHOCTh  JIOCTABKH, LIEJIOCTHOCTh  YHAKOBKH, HalMYUME  YKa3aHHbBIX
MPUJIOKEHUN U COOTBETCTBHE HOMEPOB JOKYMEHTOB Ha BTOPBIX SK3EMILIApaX WIH
B JKypHaJie nepenadd. Ha BTOpBIX 3K3eMIUIIpax Wi )KypHallax nepeaayr CTaBUTCS
JaTa ¥ MOANUCH CIEIHMAIIMCTOB, IPUHSABIINUX JOKYMEHT.

Brimaua ~ 10KyMeHTOB JULaMm, OTBETCTBEHHBIM 3a BEJICHHE
JICJIONPOU3BOJICTBA B OpraHax, YINOJIHOMOYEHHBIM JOCTaBJISITh W 3a0UpaTh
JIOKYMEHTBI, KOTOPbIE HECYT NMEPCOHAIBHYIO OTBETCTBEHHOCTh 3@ COXPAaHHOCTh U
KOJIMYECTBO BBIJJAHHBIX JOKYMEHTOB, OCYILIECTBISIETCS MO POCIHCH.

Konsepthl (0aHIeposr), KOTOPhIE UMEIOT MOMETKY «JIMIHO», TIepenarTcs
aJpecaTaM B 3aKpbITOM BHUJIE.

[IpueM KOppeCHOHAECHIMHU, JIOCTABICHHOW (ENbIbEerepckon Ciyx 0o,
ocymectsisieTcsa oraesnoM ['O UC anMuHMCTpannu panoHa.

Ommb0o4YHO MpUCTaHHBIE JOKYMEHTHI BO3BPAIIAlOTCs OTIPABUTENIO.

CnyxeOHasi KOPPECMOHACHIIUS BCKPBIBAETCS, PETUCTPUPYETCI CEKpPETapeEM
B COJl B coorBercTtBUuM ¢ Permamentom pabGotel B COJl m HampaBisieTcs Ha
paccMOTpEHUE PYKOBOIUTENIO.

Ha pgokymeHTax B mMpaBOM HI)KHEM YIJIy Ha MEPBOW CTpPaHUIE OCHOBHOTO
JOKYMEHTa TMPOCTaBIsAECTCS IITaMI € OTMETKOM JaThl M BXOJAILIETO
PErUCTPAIMOHHOTO HOMEPA.

JIOKyMEHTBI PETHCTPUPYIOTCS HE IMO3/JHEE CIEAYIOIIero padoudero AHS C
MOMEHTa HMX IOCTYIUIEHUS B MOAPA3ICICHUE, OCYIIECTBISIONIEE PETUCTPALHIO.

Cpounble U OlepaTUBHBIE TOKYMEHThI PETUCTPUPYIOTCS HE3aMEIIUTEIBHO.

B npouecce nepBoHayanbHOM 00pabOTKHU KOPPECTIOHICHIINH, TOCTYNaroen
B KaHUEJSAPHUIO, TpOBepsieTcss Oe30MacHOCTh BIIOKEHUW, KOMIUIEKTHOCTh H
LEJTOCTHOCTh JOKYMEHTOB U MPUIIOKEHUN K HUM, a TAK)KE HAIU4HE HEOOXOIUMBIX
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PEKBU3UTOB.

[Ipu oOHapy>KeHHM HEKOMIUIEKTHOCTH WJIM TOBPEXKJICHUM JIOKYMEHTa Ha
MOCJHEAHEM JIUCTE WM Ha O000pOTE TMOCJIEAHEro JIMCTa MPOCTABISAETCS
COOTBETCTBYIOILAsl OTMETKA U COOOUIAETCS OTIPABUTEIIIO.

KonBepTsl, Kak MpaBuio, YHUYTOXKAIOTCSA, KPOME CIIy4aeB, KOrJa MO HUM
MOKHO YCTAHOBHTH aJIpeCc OTIpaBUTENs (IIPH OTCYTCTBUHU ajapeca Ha JOKYMEHTE)
WJI BpEMs OTIIPABKU U MOJTYYEHUS TOKYMEHTOB.

[TocTynuBiIne TenerpaMMbl PETUCTPUPYIOTCSA MO TE€M K€ MpPaBHIIAM, YTO U
MHAChMA, A 3aTEM NEPEIAIOTCS HA PACCMOTPEHUE PYKOBOJICTBY U HUCTIOJIHEHUE.

[lepenauya nndopmanuu ¢ MOMOIIBIO TeIePHOHOTPAMM OCYIIECTBIISIETCS KaK
YCTHO MO KaHanaM TenedoHHou cBsizu, Tak U uyepe3 COJ[. Tekct mocTynuBiien
TeneoHorpaMMbl C yKa3aHHEM €€ HOMepa, HaUMEHOBaHUs, HOMepa TeiedoHa
OTHpPABUTEASl W BpPEMEHU IMpUeMa, a TaKXKe JOJDKHOCTh W (paMumius JuIa,
NPHUHSBIIETO TelehOHOrpaMMy, 3amuchiBacTcs (TedaTaeTcs) Ha CHEIHATbHOM
OJIaHKE WJIU B )KypHAJI€ U ONEPATUBHO MEPEAACTCS PYKOBOIUTEINIO.

Opranuzanust paboOThl C JOKYMEHTaMHU, MOJIYYEHHBIMH MO 3JIECKTPOHHOMN
MoyTe, OCYIIECTBIsIETCS B o0meM mnopsake coriiacHo HWMHCTpykuum ¢
00s13aTeNbHBIM MPOCTABICHHUEM OTMETKH O CIIOco0e moyuyeHus n1okymenta B COJ1
n mramna «IlojrydeHo 1Mo 3NEKTPOHHOW MOYTe» ¢ YKa3aHHEM JAThl MOJTYYEHHS Ha
OyMa)KHOM 3K3eMIUISIpE JOKYMEHTA.

JIOKyMEHTBI, TOCTYNUBIIME Ha OyMa)XHOM HOCHUTENIe, CKaHHPYIOTCH,
3JIEKTPOHHAsA Komus JOoKyMeHTa Bkirodaercss B COJl u mpucoenunsercs k OPK
JOKYMEHTA.

OCHOBHBIM TPUHIIMIIOM PETUCTPALMU SIBIISIETCS OJHOKPATHOCTH. Kaxkibii
JOKYMEHT JOJKEH PErUCTPUPOBATHCA B JAHHOM OPraHe TOJIBKO OJWH Pas.

[Ipu peructpanuu ciayXeOHOW KOPPECHOHJICHIIMU MPOBOAUTCS IMOUCK Ha
HaJIN4yune:

IIOBTOPA PETUCTPALIMU OJHOTO U TOTO XK€ TIOKYMEHTA,

3apErUCTPUPOBAHHBIX PAHEE JOKYMEHTOB IO TAHHOW TEME;

OTBETA Ha 3alPOC aAMUHUCTPALIUY TOPOAA, OPTraHa,;

JAHHBIX O JOKYMEHTax, YIOMSHYTBIX B TEKCTE€ PETrUCTPUPYEMOrO
NOKYMEHTA, paHe€e HaIpPaBJICHHBIX.

[Ipy MON0KUTEIBHOM PE3YNbTATE MOUCKA CIIELIUAIUCTHI, OTBETCTBEHHBIE 32
BEJICHHE JEIOMPOU3BOJICTBA, 00s3aHbl MOA00OpaTh UX MPU HAIWYUU JTOKYMEHTa B
TEKyIIEM apXUBE€ WM IOJATOTOBUTH COOTBETCTBYIOIIYIO CIPABKY M MEpeaaTh
PYKOBOJICTBY COBMECTHO C BHOBb IMOCTYIUBIIMNM JOKYMEHTOM. IIpn 3TOM BHOBB
MOCTYNIUBIIMKA  JOKYMEHT NOMJIEKUT PETMCTpAallMM B COOTBETCTBUU  C
NucTpykumei, 1 B pPErucTpallMOHHbIE KAPTOYKA OOOUX JOKYMEHTOB BHOCSTCS
OTMETKHM O HOMEpAaX, CBSA3aHHBIX 110 TEME JOKYMEHTOB.

He mnoanmexar peructpanii KHUTH, Ta3€Thl, KypHalbl, OOJIJIETEHH,
peKJIaMHbIe M3JIaHUs, TPOCHEKTHl € HAayYHO-TEXHHYECKON uH(opManuei,
IJIAKAThl, CIIPABOYHO-UH(OPMALIMOHHbIE MaTepHUalbl, MPUCIAHHbBIE JJIsl CBEACHUS,
MO3/IPABUTEIIbHBIE  OTKPBITKH, MPUIIACUTEIbHbIE OWIIETHl, CTAaTUCTUYECKHE
COOpHUKH, CYeTa, KBUTAHIIUH, IOTOBOPHI, HAKIIAIHbIE, CMETHI.
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Ha »sTux nokymeHTax yka3bIBaeTCA JaTa WX MNOCTYIUIEHUS, MOPSAIKOBBIN
HOMEP HE MPOCTABJISACTCS.

Koppecnonaenunss ¢ moMerkon «JIM4HO», a Takke HE PETUCTPUPYEMBIE
JOKYMEHTBI ~ IEpPENarOTCs IO HA3HAYECHUIO B JI€Hb WX IOCTYIUICHHUS.
3aperucTpupoBaHHbIC JOKYMEHThl — HE MO3JHEE Cleayrouero padoyero aHs
MOCJIC THS UX PETUCTPAIUH.

JIOKYMEHTBI, MOCTYNUBIINE PYKOBOAUTEIIO, UHBIM JOJLKHOCTHBIM JIMIIAM,
MHHYSI CEKpETaps, NEPEAAIOTCS JJIsl PETUCTPALIMU B IEHb UX MTOCTYILICHUS.

JIOKyMEHTBI, TOCTYHAloNIUe Ha OyMa)KHOM HOCHUTENIE, MOCIE UX PETUCTPALINH,
BKJItOUeHUsT B COJ] B BUAE JIEKTPOHHBIX KOMUH M PACCMOTPEHUS PYKOBOJICTBOM
MEPEIAtOTCS. B COOTBETCTBYIOIINE CTPYKTYPHBIE MOAPA3ICICHUS HA WCIOJHEHUE
WA TOMEIIAI0TCA B JI€JI0 B COOTBETCTBUU C HOMEHKJIATYPOU A€ OpraHU3aIvu.

Jns duxcanum ¢akTa mnepeaadd BXOMSIIMX JOKYMEHTOB M HMX KOIHUM Ha
OyMa)XHOM HOCHUTEJIE HCIOJHHUTEISIM B CTPYKTYpHBIE IMOJpa3ACiICHUS] MOTYT
HCIIOJIB30BAThCS XKypHabl (peecTphl) mepeaadn JOKYMEHTOB.

[Ipn OymakHOM JTOKYMEHTOOOOPOTE TMOJIMHHUKH BXOJAIINX JOKYMEHTOB, B
Cly4yae Ha3HAYCHUS HECKOJbKUX HCHOJHUTEICH MEepeaaroTCsl OTBETCTBEHHOMY
HCTIOJTHUTEITI0, OCTAIbHBIM HCITOJHHUTEISIM MEPENAOTCS KOMTUK JOKYMEHTA.

5.2. KOHTPOJIb UCTIOJIHEHHS CTYKEOHBIX JOKYMEHTOB

OTBETCTBEHHOCTb 32 CBOEBPEMEHHOE MCIIOTHEHUE CIY>KEOHBIX IOKYMEHTOB
BO3JIaraeTcs Ha TJIABHOTO CIIEMAIUCTAa AJIMUHHUCTPALUH.

KoHutponbs wucnoimHeHusl BKJIOYaeT B ceOsl: MOCTAaHOBKY Ha KOHTPOIIb,
MPEIBAPUTEIBLHYI0 MPOBEPKY M PETYJIUPOBAHUE XOJA HCHOJHEHUS, CHSTHE C
KOHTPOJIsl, HAIIPaBJICHUE UCIIOJIHEHHOIO JOKYMEHTa B JIeNlo, y4eT, o0o0uieHue u
aHaJIu3 XoJa U pPe3yJbTAaTOB HCIOJHEHHUS JOKYMEHTOB, HWH()OpPMUpPOBaHUE
PYKOBOJMTENEH B MLENSAX CBOCBPEMEHHOTO M KAaye€CTBEHHOIO WCIIOJHECHUS
MOpy4YeHuid, 3aPUKCUPOBAHHBIX B JOKYMEHTAX.

Bce mnocrynuBmie AOKYMEHTHI JOJDKHBI PAacCMaTpUBATBCA B JE€Hb HUX
MOCTYIUICHUSI PYKOBOJMUTEIEM OpraHa WM €ro 3aMECTUTENIEM B COOTBETCTBUU C
pacrpeielICHHBIMU MEX]ly HUMU 00SI3aHHOCTSIMH.

Pe3ynpTarsl paccMOTpPEHHS KaXAO0TO MOJYYEHHOTO JOKYMEHTA, YKa3aHus O
€ro HWCIOJHEHUHU OTPAXKAITCA B PE30OJIOLUH, KoTopas odopmisieTca B
COOTBETCTBHH C MMyHKTOM 2.14 MHCTpyKIIHH.

JlokyMeHT ¢ pesomonuend «Jlns cBeneHus» Hamnpasisercs yepe3 COJI, ¢
pesomonnel «O3HaKOMUTB» TEPEIaeTCA MooYepeaHo ucnoaaurensM. [lpu stom
HalpOTUB CBOEH (paMUIIUU B PE30JIIOIUU HCIOJHUTENb JOJIKEH MOCTaBUTh CBOIO
POCIIACH U JATy B MOJATBEPKIACHHUE TOTO, YTO OH O3HAKOMIIEH C JOKYMEHTOM.

[Ipu oTnpaBieHUM JOKYMEHTA, MOJICKAIIETO BO3BPATy, B IPABOM BEPXHEM
YTIIy IEPBOM CTPAHMIBI CTABUTCS LITAMIT WJIM OTMETKA «[1oeKuT BO3BpaTy».

Ecnn nmopydeHrne mo MCHOJHEHUIO JTOKYMEHTa BO3JIOKEHO HAa HECKOJBKUX
VICTIOJIHUTENEN, TO MEPBBIM, YKa3bIBA€TCS JIMLO, OTBETCTBEHHOE 3a OPraHU3aLIMIO
VICTIOJTHCHMUSL.
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OTBETCTBEHHOMY  HCIOJHUTEIIO NPUHAJICKUT  TMPaABO CO3bIBA
COUCIIOJIHUTENE M TONy4eHUus OT HHUX HeoOXoAumMoll wuHbopManuu s
cocTaBieHusd U 0000meHuss orBeTa. COUCTIOTHUTENN B PAaBHOW CTENEHU HECYT
OTBETCTBEHHOCTh 32 KAUECTBEHHOE M CBOCBPEMEHHOE HCIIOJHEHUE TOKYMEHTa U
00si3aHbl MPEIOCTaBUTh OTBETCTBEHHOMY HCHOJHUTENI0 BCE HEOOXOJUMBbIC
MaTepualbl U CBEJCHUS HE MO3JHEE IBYX JHEH 0 CpPOKa UCIOJHEHUS TOKYMEHTA.
CoucnonHuTeNb HE B MpaBe HANPaBISATh KOHTPOJIUPYIOUIEMY CaMOCTOSATEIbHBIN
OTBET, MUHYSI OTBETCTBEHHOT'O UCTIOJHUTEIIS.

OTBETCTBEHHBIN UCIIOTHUTEh HaIpaBJISIET KOHTPOJIUPYIOIIEMY
00OOIIEHHBI OTBET C NPWIOKEHHEM HHPOPMAIMM COUCIOJHUTENEH 0o
3aBU3UPOBAHHBIN UMH.

Bce nBuxkeHue DOKyMEHTa 0053aTEIbHO OTMEYAETCS B COOTBETCTBUM C
Pernamentom pabotsl B CO/I.

JIOKyMEHTBI, IO KOTOPHIM MOCTAaBJIECHHbIE B HHUX BOIPOCHI MOTYT OBITh
pelieHbl B OpraHe, HE JOJKHBI TEPEChUIaThbCsl B MOJAUYUHEHHBIE WM JpYyrUe
opraHuzanuu. B ciiydae HampaBieHUsi IOKyMEHTa Ha PAaCCMOTPEHUE U MPUHSITHE
Mep B Jpyrue opranbl (OpraHu3aliii) aBTOp JOKYMEHTA JOHKCH OBITh TOCTaBJICH
00 3TOM B U3BECTHOCTb.

HcnonHenue  noKymMeHTa  mpeaycmaTpuBaer cOop U 00paboOTKy
HeoOxoauMol MH(pOpMaIMY, TOATOTOBKY MPOEKTa JTOKYMEHTa, ero oopMIICHHE,
COIJIACOBaHUE, MPEJCTABICHUE Ha MOANKHCcaHue (YTBEPXKICHHUE) PYKOBOIUTEIIO
opraHa Y MOATrOTOBKY K NMEPECHUIKE aJipecary.

HckiounTenbHO 32 MOAMUCHIO TIaBbl CEIBLCOBETA HAIPABISIOTCS OTBETHI
Ha nopyudenus ['ybepnaropa Aunraiickoro kpas, lIpencemarens IlpaBurenbctBa
AnTalickoro Kpas, NpOTECTbl, MpEANHUcaHus, MpPeACTaBICHUs, TpeOOBaHUs
MPOKYpaTyphl, 3alpoChl MPOKYypaTypbl B paMKax paHee HamnpaBICHHOTO
MpeANUCcanusi, MPOTECTa, MPECTABICHUS, TPEOOBAHUS MPOKYpPOpa, MOCTYIHUBIIHE
Ha UM [JIaBbl pailoHa. B ocTanbHBIX clydasix JOMYCKaeTcs HampaBleHUE OTBETA
3a MOJIMUCHIO IJIABHOT'O CIEIUATNCTa aMUHUCTPALIMM CEJIbCOBETA.

KoHnTpons 3a cpoxkamMu HCHOJIHEHHUS OCYIIECTBISCTCS CHEIUaTUCTaMH,
OTBETCTBEHHBIMU 32 BEJICHUE JEIOMPOU3BOICTBA.

CpokH HCTIOTHEHHUSI JIOKYMEHTOB MCUMCISIOTCS B KaJ€HAAPHBIX OHIX U
JOKYMEHTBI TIOJIJIeKaT ucTioaHeHu o B TeueHne 30 qHel co THSA perucTpaliu, eCiu
MHOE HE MPEIyCMOTPEHO JACHCTBYIOIIMM 3aKOHOJATEILCTBOM U IMOJOXEHUSMHU
NucTpykunu.

JIOKyMEHTBI TO/JIEKAT UCTIOTHEHUIO B CIIEYIOLIUE CPOKH:

C KOHKPETHOW 1aTOUN UCIIOJHEHHS — B YKa3aHHBIN CPOK;

C IOMETKOW «CPOUYHO» — B TEUEHHUE TPEeX pabounX JHEH;

C IOMETKOH «omepaTuBHO» — B TeueHue 10 nHel;

C PE30MIONMHN «JJIs1 TIPEI0KEHUM» — B TeueHue 15 paboumx gHel co aHS
perucTpanuu,

M0 TapJIaMEHTCKUM 3alpocaM - He IO3JHee 4eM uepe3 15 mHeill co JaHA
MOJIYYEHUS;

o 3anpocam wieHoB Coera denepanuu, aemyratoB ['ocyaapCTBEHHOU
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JlyMbl (menmyTaTtckoMy 3ampocy) He mo3gHee dem uepe3 30 mHed co gHS
MOJTyYEHUS.

0 MEKBEJIOMCTBEHHBIM 3alpocaM O IMPEJICTABICHUH JOKYMEHTOB U (WIIH)
uHpopMa B UEIAX MPEIOCTABICHUS TOCYJAPCTBEHHBIX M MYHUIUIMAIBHBIX
yCIyr - 5 pabouyux JHEH CO JIHS MOJIyYEHHMs 3alpoca, €CIM 3aKOHOAATEIbCTBOM
Poccuiickoit @enepanniu He YCTAHOBJIEH HHOM CPOK;

o oOpamenusM rpaxaan - 30 qHEH co THS perucTpariy.

Ecimn mocienmHuii JeHb CpoKa WCHOJMHCHHS JOKyMeHTa (IMOpYy4CHHS)
MPUXOJUTCS Ha HepaboOuyui JeHb, TO JIOKYMEHT IMOJJICKUT HCIOJHEHUIO B
OJ>KalIIvK ClIeIyIOMIUA 32 HUM pabouuil 1eHb.

C 1enpl0 CBOEBPEMEHHOTO HCIOIHEHUS JOKYMEHTOB, OTBETCTBEHHBIN
UCIIOJTHUTENh O00sI3aH MPEOCTABUTh OTYET 00 MCIOJHEHUU AOKYMEHTa JIUILY,
OTBETCTBEHHOMY 3a BEJE€HHE JEJIONPOU3BOJICTBA, HE TMO3JHEE NBYX JHEH M0
HCTEUCHUSI CpPOKA MWCIOJHEHHS, B COOTBETCTBHUM CO CPOKOM, YyKa3aHHbIM Ha
mrramiie (B CO/), Ha Iopyuenust ['yOepraropa Anraiickoro kpas, IIpencemarens
IIpaBuTenbcTBa ANTAaCKOrO Kpas — HE MO3JHEE TPEX JTHEH /10 UCTEUEHUS CPOKa,
yCTaHOBJIEHHOTO [IpaBUTENBCTBOM ANITANCKOTO Kpasl.

B cnydae HeoOXOAMMOCTH JOMOJHUTEIBHOTO BPEMEHHM Ha pelIeHUE
BOIIPOCOB, M3JI0)KEHHBIX B JIOKYMEHTE, MPOJJIEHHE CPOKA HMCHOJHEHHS JOJKHO
ObITh O(OPMIICHO JO HCTEUEHHUSI CpPOKa MPEAOCTABJICHUS OTBETA C YKa3aHUEM
NPUYUHBI TPOJJICHUS U TUIAHUPYEMOW JaThl HCIOJHEHUS W OCYUIECTBISETCS
JOJKHOCTHBIM  JIUIIOM, HAJOKUBIIUM TEPBUYHYIO PE30JIOLUI0, B MNPOTUBHOM
cllyyae JIOKYMEHT CUMTAeTCsl HE UCIOJIHEHHbIM B cpok. Ecim B mpocbbe o
MPOJJICHUH HE yKa3aH HOBBIM CPOK HCIOJHEHUS, OH aBTOMAaTUYECKH MPOJIAECTCS
Ha MeCSIII.

JlokyMeHT (OpydYeHHUE) CUMTACTCS] UCIIOJTHCHHBIM, €CJIM MPUHSTHI PEIICHUS
[0 TOCTAaBJIEHHBIM BONPOCAM, MOATOTOBJIEHBI COOTBETCTBYIOLIUE JOKYMEHTHI,
HalpaBlieHa CIpaBka OO0 WCIOJHEHUHM B COOTBETCTBYIOIIHME OpraHbl BJIACTH
(opraHu3anuu) Wid JIaH OTBET 110 CYIIECTBY 3aWHTEPECOBAHHBIM JIHIIAM.

Ecaun wucnonHeHue HE JOKYMEHTHPOBAJIOCh, OTMETKAa 00 MCHOJIHEHUU
JienaeTcss Ha caMOM JokymeHTe. Kpome Toro, mmcbMO CHUMAaeTcsi ¢ KOHTPOJIS,
€CIM 10 HEMYy MPHUHAT MYHULMNAJIbHBIM MNpPaBOBOM akT. B 3TomM ciywae
UCIIOJTHUTENb JOJDKEH COOOIIUTh CHEUAIUCTaM, OTBETCTBEHHBIM 3a BeEJCHHUE
JIEJONPOU3BOICTBA HOMED U JaTy, MPUHSITOTO JOKYMEHTA.

[locne ucnosHEeHUs! JOKYMEHT CHHMAETCS C KOHTPOJS U CIHCHIBAETCS B
neno. CHATh C KOHTPOJISI JOKYMEHT MOET TOJbKO TO JOKHOCTHOE JIUIIO,
KOTOPOE€ MOCTaBUJIO €r0 Ha KOHTPOJb WU JIMIIO0 €ro 3aMellarouiee, nNpu 3TOM Ha
JOKYMEHTE JIETTAeTC OTMETKA O CHSATUU C KOHTPOJIS U CIIUCAHUU B JIEJO0.

JlokymeHTBl (TIOpy4YeHHs), HE CHATBIC C KOHTPOJIS, a TaKKe JOKYMEHTBI
(mopy4eHHs), CpPOK HCIOJTHCHHS  KOTOPBHIX HE  TPOMJICH, CUYUTAIOTCS
HEUCTIOJTHEHHBIMH.

[Ipn HEOOXOAUMOCTH CHEIUATUCT, OTBETCTBEHHBIN 3a JEJIONPOU3BOJICTBO,
MPEAOCTABISICT PYKOBOAMTENIO OpraHa, €ro 3aMECTUTENIIM CTaTUCTHYECKHIA
aHaJIU3 COCTOSIHUS UCTIOJHUTEIbCKON AUCIUIUIMHBI U MEPEUYHU JOKYMEHTOB, CPOK



41

HCTIOJTHEHUS 0 KOTOPBIM UCTEK.
CnyxeOHasi TMepenucKka XpaHUTCA B OpraHe B  COOTBETCTBUU C
HOMEHKJIATYpPOU JEJL.

5.3. Ucxonsiiue JOKYMEHTbHI

HcxopsimyiMu ~ JOKYMEHTaMH  SIBISIIOTCSA  OQUIMAIbHBIE  JTOKYMEHTHI,
OTHPABJISIEMBIE U3 AJIMUHUCTPAIIUU, KOTOPBIC IEIISATCS Ha!

WHUINATUBHBIC;

OTBETHI HA BXOJIAIIIHE.

Hcxopsimue JOKYMEHTBI TOTOBSITCS Ha OJIAaHKE OpraHa, pyKOBOJIUTENb (Wn
YIIOJTHOMOYEHHOE UM JIMII0) KOTOPOT'O MX MOJMUCHIBACT.

Hcxopsimye mnucbMa 3a TMOJMUCHIO PYKOBOAMTENS, €ro 3aMeCTHUTENeH
neyaTaloTcsi Ha OJaHKe aJAMUHUCTpallUu U PETUCTPUPYIOTCS JIMIIOM,
OTBEYAIOIIUM 32 JEJIOMPOU3BOJACTBO, B COOTBETCTBUU ¢ PerinameHToM paboThI B
COUH.

Peructpanust ucxoasiimux AOKYMEHTOB OCYIIECTBISETCS B JI€Hb MOJINUCAHUS
WU Ha CIEAyIOUA pabo4yuil JeHb, €Clii JOKYMEHTHI ObLIM MOJMUCAHBI B KOHIIE
pabouero JHS WU B Hepabouee BpeMsi.

[Ipy moArOTOBKE HCXOASIIErO0 JOKYMEHTAa B OAMH aJpec Ha MOANUCH
PYKOBOJIMTEIIO TOTOBATCS JBa dK3eMIuisapa (MOCie TOIIUCAHHUS M PETUCTPAIlUU
MEPBbIA  JK3EMIUISIP  OTHOPABISIETCS  ajapecaTy, BTOpOM —  OTHpaBiseTCs
UCTIOJTHUTEIII0), €CITU MIMChMO B JIBa aJipeca, TO TOTOBUTCS TPU IK3EMILISAPA.

[Ipu moaroroBke mnuchMa Oojee 4YeM B YEThIpEe ajpecaTa, KOJIUYECTBO
MEPBBIX AK3EMIUISIPOB COOTBETCTBYET KOJUYECTBY aJIPECaToB, Ha 3K3EMILIApax
WCIIOJHUTENS. U OTHeNla KaHILEISIpUU B PEKBHU3UTE «AJpecar» yKa3bIBA€TCS «IIO
cnucky». CHHCOK Ha pacChUIKy IMpujaraerca K nuceMy. Ecnum gokyMeHT
OTHPABJISIETCSI B HECKOJBKO OJHOPOJHBIX OpraHu3aluii, TO JOMYyCKaeTcs
odopmieHne aapecara 0000IIEHO.

Peructpauus JOKyMeHTa, T.e. TPUCBOCHHUE €My HOMEpa U JaThl,
MIPOU3BOANTCS TOJBKO IIOCIIC TOAINKMCAHHUS €ro PYKOBOJUTENEM opraHa (Wiu
YIIOJJTHOMOYEHHBIM WM  JIMIIOM)  JIMIIOM, OTBETCTBCHHBIM 33  BEJCHHC
JIEJIONPOU3BOJICTBA.

Hcxonsiiyie TOKYMEHTbl B  BBIIIECTOSIIIIME OpraHbl  IMOJIUCHIBAIOTCS
PYKOBOJUTEIEM OpraHa MECTHOTO CaMOYIpPaBJICHUS WU YINOJHOMOYEHHBIM UM
JUTIOM.

Ecau orBer aBTOpYy OOpalieHus JaeT PyKOBOAUTENb OpraHa MECTHOTO
CaMOYTpPABJICHUSI WM YINOJTHOMOYEHHOE UM JIMIIO, TO OTBET JOJKEH OBbITh Ha
0JIaHKE UMEHHO 3TOr0 OpraHa.

[lepen peructpanmeil HCXOIAMIMX JOKYMEHTOB MPOBEPSAETCS MPABUIBHOCTh
oopmiteHUsT TOKyMEHTOB (B TOM YHCJIC HAJUYHEC MOANKMCEH, BU3, MPABUIBHOCTD
HAllMCaHHWS aJpecoB), a TaKXKe VYKa3aHHbIX B HUCXOIANIUX JOKYMEHTaX
MPUJIOKEHHM, COOTBETCTBUE KOJIMYECTBA SK3EMILISIPOB KOJIMYECTBY aJAPECATOB IO
yKa3aTeJo pacChUIKU, HAIMYUE OTMETKU 00 HCIIOJIHUTEIIE.
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B cnydae oOHapyKeHHs] HEAOCTATKOB B O(QOPMIICHHH JIOKYMEHTOB HX
BO3BpaIalOT UCHOJIHUTEIIO.

[Tpu peructpamuu ucxopgsuiero nucbMa B COJ] cBefeHus o0 OTIpaBiIsieMOM
nokymeHte ukcupyrorcs B IPK, Kk KOTOpoil mpUKperuisieTcs: AIeKTPOHHAs KOTHS
OTHPABIISIEMOIO JOKYMEHTA.

Ecaun OPK 6puta co3mana B COJ mpu mOAroTOBKE MPOEKTa JOKYMEHTA, TO
IIPU PETUCTPAllMd HUCXOJISIIETO JIOKYMEHTa B Hee J00aBISIOTCS CBEIACHUS O
PErUCTpallMOHHOM HOMEpE, JaTe PErucTpaluu U JIpyrue CBeIeHUsI 00 UCXOASAIIEM
JOKYMEHTE.

PerucrpauvoHHBII HOMEpP HCXOISAIIETO JOKYMEHTa JOJDKEH COCTOSTh U3
KOZOB (MHICKCOB) B COOTBETCTBHHM C MPHUMCHICMBIMU KiIaccu(DUKATOpaMH |
MOPSAIKOBOI0 HOMEPA JOKYMEHTA B IIPEAEIax KAIEHAAPHOTO rofa.

Jlata peructpaniii W PErUCTPALMOHHBIA HOMEpP MPOCTABISAIOTCA HA
OTHPABIAEMOM JOKYMEHTE, a TaKKe€ Ha KOINHUU MCXOIAIIETO JOKYMEHTa,
OCTAIOILIEHCA B JEIE.

Hcxopdmmii TOKyMEHT, MOJNWCAHHBIA PYKOBOAMUTEIEM OPTraHU3alUWU WU
VMHBIM YTOJHOMOYEHHBIM UM JIOJDKHOCTHBIM JIMIIOM, NEPENACTCS Ha OTIPABKY,
KONUsSI OTBETA C MPUJI0KEHUEM BCEHM MEPENUCKU U CCHUIKOM HAa BXOASIIMNA HOMEP
MEPEIacTCs JIMIY, OTBETCTBEHHOMY 32 BEJCHHE JEIONPOU3BOACTBA ISl CHATHS C
KOHTPOJIS U TOMEIIAETCS B €TI0 B COOTBETCTBUM C HOMEHKJIATYPOU J€E..

DJIEKTPOHHBIE TOKYMEHTHI MOCIE UX MOJIMUCAHUS AIEKTPOHHON NOANUCHIO U
OTHPABKH ajipecary XxpaHsarcs B 0a3e qanubix CO/I.

CnyxeOHble JOKYMEHTHI Ha OTIPaBKYy U PETUCTPALMIO TepelatoTcs
MOAMUCAHHBIMU U MOJTHOCTHIO OPOPMIICHHBIMH, C YKa3aHHEM TOYHBIX a/IpECOB U B
KOJINYECTBE FK3EMILISAPOB, PABHBIX KOJUYECTBY aJIpECATOB.

[loaroToBnEHHbBIE K OTIPABKE CIYXKEOHBIE TOKYMEHTHI PU HEOOXOAUMOCTHU
YUYUTBIBAIOTCS B KypHAJIaX OTIPABISEMON KOPPECIOHJACHIINN, KOHBEPTUPYIOTCS U
B 3aBHCHMOCTH OT CTENEHU CPOYHOCTH OTIPABISIOTCA MOYTOM, JOCTaBIISIOTCS
HApOYHBIM O[] POCHUCH, HANPABISAIOTCA MO 3JEKTPOHHOM MOYTE WIM MNEPEHAIOTCS
JUTSL OTOPABKU (PENIbABETEPCKON CBA3BIO.

JIOKYMEHTBI, HE MMEIOIINE aJpPECHOM YacTH, NPUHHUMAIOTCS Ha OTIPABKY C
COIPOBOJMTEIHLHBIMA TUChbMaMH (32 WCKJIIOYCHHUEM KO PACIIOPSIUTEIIBHBIX
JOKYMEHTOB, HaIlPaBJIIEMbIX B ITOJIBEIOMCTBCHHBIC OPTaHU3AIINH).

HempaBwibHo ~ oopMieHHbIE  JOKYMEHTBI U KOPPECHOHACHIIUS
HECITy>)KEOHOT0 XapakTepa K OTIpaBKE HE MNPUHUMAIOTCS U BO3BpallalOTCs
WCTIOJTHUTEITIO.

JIOKyMeHTBI, TMOJUIeKalllie OTHpaBKe, JOJDKHBI  00pabaThiBaThCs U
OTHPABIATHCA B JE€Hb HMX IMOJNHCAHUS W PETUCTPALMU WM Ha CIEAYIOLINI
pabouuii 1eHb.

JIoChUIKa WIJIM 3aME€HA PaHee OTHPABICHHOIO JOKYMEHTa OCYLIECTBIISIETCS IO
YKA3aHUIO JINIA, TOAIMUCABIIETO JOKYMEHT.

KoppecnonaeHunss JHYHOrO Xapakrepa, IIMCbMa M TEJIErPpaMMbl, HE
CBSI3aHHBIE C JICSITEIbHOCTHIO OPTAHOB MECTHOI'O CaMOYIIPABJIECHHUS, K OTIIPABKE HE
MIPUHUMAKOTCA.
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Bpimaua OOKYMEHTOB Ha pPyKH aapecaTry NPOU3BOAUTCA IOJ POCHUCH
MoJiyyaTessi B *KypHalie OTIpaBsieMOW KOPPECIOHJCHIINHN MO0 Ha K3EMIUISpE,
XpaHsAILIEeMCS B JeJe.

Komuu  ciayxeOHBIX  JOKYMEHTOB  BBIJAIOTCS ~ OpraHaM  MECTHOTO
CaMOYIIPaBJIEHUSI C Pa3pelICHUs YIPABISIOMIETO J€IaMH, B CTOPOHHHE
OpraHu3aluy — [0 MUCbMEHHOMY 3aIpocCy.

6. CocTaBiieHHE HOMCHRJIATYPbI A€

Homenknarypa e — 3T0 CHCTEMATU3UPOBAHHBIN MI€PEUYCHbh HANMEHOBAHUN
JeJ, 3aBOJAUMBIX B JEIOMPOU3BOACTBE OpraHa MECTHOTO CaMOYIIPABJIEHUS, C
YKa3aHUEM CpPOKOB XpaHeHUus, OQGOPMIICHHBI B YCTAHOBJICHHOM TMOPSAKE
(mpwitoxenue 11).

Homenkiarypa pgen mnpenHasHadeHa ISl OpPraHU3aldu  TPYHIIHPOBKH
WCMOJIHEHHBIX JIOKYMEHTOB B Ji€Jia, CUCTEMAaTU3alud U y4yeTa JeJl, ONPEACICHUS
CPOKOB HX XpAHEHUS M SABJISETCS OCHOBOW JUIsi COCTABIICHUS OIMCEN el
MOCTOSTHHOTO M BpeMeHHOro (cBbimre 10 JieT) XpaHEeHHs, a TakkKe ydeTa el
BpeMeHHOTO (110 10 JIeT BKIFOYHTEILHO) XPaHSHHUS.

[Ipu cocTaBieHMN HOMEHKIIATYPHI €T CIEAYET PYKOBOJCTBOBATHCS YCTABOM
OpraHu3aluy, TMOJOXKEHUSIMH O CTPYKTYPHBIX MOJpa3/IeIeHUsIX, IITaTHBIM
pacruca’ueM, IiaHaMUd U OT4YEeTaMu O paboTe OpraHu3alluy, HOMEHKJIATYpOU el
3a MPOMICANNA TO0J, JOKATbHBIMU HOPMATHUBHBIMU aKTaMH OpraHU3allNy,
COJICpKAlllUMKU CBEJICHHS O JOKYMEHTaX, O0O0pa3yloluxcs B JEATCIIbHOCTH
OpraHW3alli{, THUIIOBBIMH ¥ TPUMEPHBIMH HOMEHKJIATypamMu jen (mpu X
HAJTWYHH).

B HOMEHKknaTypy Jea BKIIOYAIOTCS BCE JIOKYMEHTBI, OTPAKAIOIINE
NESATENbHOCTh CTPYKTYPHBIX MOJIPa3/IeICHUN OpraHu3alid M TOCTOSHHO WU
BPEMCHHO JICHCTBYIOIIUX OPraHOB (KOMUCCHH, COBETOB, KOMHTETOB), B TOM YHCJIC
JOKYMEHTBI OTPaHUYEHHOTO JOCTYIA, PErUCTPAIlMOHHBIC W YYETHBIC KypHAJIbl U
KapTOTE€KH, B HEOOXOJMMBIX CiIydasX - KONUU JOKYMEHTOB. JIOKYMEHTHI,
CO3/IJaHHBIE B AJIIEKTPOHHOU opMe, BKIIOUAIOTCS B HOMEHKIATYpY JIEJ M0 TEM Ke
MpaBUiaM, YTO U JOKYMEHTHI HA OYMa>KHOM HOCHTEJIE.

He BkiouaroTcs B HOMEHKIATYPY M€ NEPUOJUYECKUE W3JAaHUs, KHUTH,
OpOIIIOPHI.

HomeHnknaTtypa nen opraHu3alliu COCTaBIISIETCS JIMIIOM, OTBETCTBEHHBIM 3a
BEJICHHE JEJIONPOU3BOJICTBA B COOTBETCTBUU C BEJIOMCTBEHHBIMU U THUIOBBIMU
NepeyHsIMH JOKYMEHTOB C YKa3aHMEM CpPOKOB HX XpaHeHuss 1o ¢dopme,
ycTaHoBieHHOU [IpaBunamu xpaHeHuUs, KOMILUIEKTOBAHUS, Y4€Ta U UCIOJIb30BAHUS
nokymMeHTOB ApxuBHOro (onna Poccuiickoit denepanu U Apyrux apXuBHBIX
JOKYMEHTOB B OpraHax TOCyJapCTBEHHOM BJIACTH, OpraHax MECTHOIO
caMOyTMpaBJICHUS, OpraHU3ALUSIX.

HomeHnknatypa Jien cocTaBisieTcsl B MOCIEHEM KBapTalie TEKYIEero rojia Ha
MPEICTOSIIMNN KaJIeHIAPHBINA TOJ.

HomeHnknaTtypa aen opraHu3aldy MOAINUCHIBAETCS PYKOBOJUTENIEM, JHUIOM,
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OTBETCTBEHHBIM  3a  BEJCHUE  JCIONPOU3BOJACTBA,  BUBUPYETCA  JIULOM,
OTBETCTBEHHBIM 33 apXUB, COIVIACOBBIBAETCS C OKCIEPTHOW KOMHUCCHUEHN
OpraHu3aluyi |, €CIIM OpraHu3alusd SBJISETCS HWCTOYHUKOM KOMIUIEKTOBAHHMS
MYHUIIMIIAIBHOTO apXuBa, OJIMH pa3 B O JIET MPEJCTABISICTCS HAa COTJIACOBAaHHE
COOTBETCTBYIOIIEH 3KCIIEPTHO-IIPOBEPOUYHON KOMUCCHHU YIIOJTHOMOYEHHOIO OpraHa
UCIIOJTHUTENBHOM BlacTu cyObekTa Poccuiickoit @enepanuu B 00J1aCTH apXUBHOTO
nena (manee - DIIK apXWBHOTO YYpeXJACHHS) WIH MYHUIIUIAIBHOTO apXWBa B
COOTBETCTBUM C TMPEAOCTABICHHBIMU €MY IIOJHOMOYMSMHU B  TOPSJIKE,
yCTaHOBJIEHHOM [ IpaBriiamu xpaHeHUsI.

Homenkmarypa nen, cormacoBanHas OJIIK apXWBHOro yupexAeHHS WIN
MYHULIUMIIAJIBHBIM ~ apXHWBOM B COOTBETCTBUM C TMPENOCTABICHHBIMU E€MY
MMOJJTHOMOYHMSAMH, YTBEPKIAACTCS PYKOBOAUTEIEM OpPTraHU3alMd W BBOJHUTCS B
neyctBue ¢ 1-ro ssHBaps MpeACTOSAUIEro KaleHAapHOoro ro/a.

Opranuszanny, B JEATEIBHOCTA KOTOPBIX HE CO3HAIOTCA JOKYMEHTBI
ApxuBHoro ¢onma Poccuiickoii Denepanuu, yTBEPKIAalOT HOMEHKIATYPY e
CaMOCTOSITEIBHO.

B cnyuae usmeHeHuss QyHKUMNA W CTPYKTYpPhl OpPraHU3allMl HOMEHKJIATypa
JIE€T1 COCTABJISICTCS], COTJIACOBBIBAETCS U YTBEPKIAAETCS 3aHOBO.

[lepBpIil  3K3EMIUISIp  YTBEPKIACHHOW  HOMEHKJIATypbl J€J  SIBISIETCA
JOKYMEHTOM  IOCTOSSHHOTO  XPaHCHHWs, BTOpPOH  (QJICKTpPOHHAS  KOIHS
HOMCHKJIATYPBI JISJT OPraHU3alliH, YTBEPIKICHHOW PYKOBOJAUTEICM OPTaHU3aINHN) -
MEepeIacTCd B MyHUUHUNAIbHBIA apXWB, UCTOYHUKOM KOMILUIEKTOBAHUS KOTOPOTO
ABJISICTCS OPraHU3als.

HomeHkiiatypa Jieal OopraHu3alid CTPOMTCS IO CTPYKTypHOU (Ha3BaHUSAMU
pazzaenoB (MoapasiesoB) HOMEHKIATYPHI JCN SBJISIOTCS Ha3BaHUS CTPYKTYPHBIX
MOJPa3ICIICHUN, PACIOJIOKEHHBIE B COOTBETCTBUM C YTBEPKICHHOM CTPYKTYpOH
OpraHu3anuu), Wid (QYHKIUOHAIBHOW cxXeMaM (Ha3BaHHSIMH  Pa3JIeiioB
HOMCHKJIATYPBI JIS]T SBJITIOTCS HAIIPABIICHUS IEATSIIBHOCTH OPTaHU3aIlHiH).

Bce 3aronoBku e, BKIIOYEHHBIE B HOMEHKIATYpYy JEJN CTPYKTYPHOIO
noApaszfeneHus, WHAeKcUupyrorcs. HMumexkc pnpena ykassiBaetcss B rpade 1
HOMEHKJIATYPBI JIJI ¥ COCTOUT M3 WHJACKCA CTPYKTYPHOTO TojpasaeicHus (Koaa
MOJpa3/IeIeHNs B COOTBETCTBUM C YTBEPKICHHOU CTPYKTYpOW OpraHU3alv{ WU
KJIACCU(UKATOPOM CTPYKTYPHBIX IMOJpa3Ce/ICHNI) U MOPSIKOBOTO HOMEpa Jelia B
paszenie HOMEHKIATypbl aeia. MHaekcel aen o003HadaroTcesl apaOCKuMu nudpamu.
Hampumep: 01-05, rae:

01 - Ko CTPYKTYPHOTO TIO/Ipa3IeICHUS;

05 - mopsAKOBBIN HOMEP JIeNia B pa3/iejic HOMEHKIATYPHI Je.

Jlena mo BOIpocaM, HEPA3PEHICHHBIM B TEUYEHUE OJHOrO TroAa, SIBISIOTCA
"mepexoAIUMHU" U BHOCSTCA B HOMEHKIIATYpY €N CIEAYIOIIEro roja ¢ TeM Ke
WHJIEKCOM. PEKOMEHIyeTCsl COXpaHATh B HOMEHKJIATYPE A€ OJIMHAKOBBIEC NHICKCHI
JUIS OMHOPOJHBIX JI€JI, BKIIFOUEHHBIX B PA3HBIC PA3/EIbl.

Ecnu B TeueHue roga B A€STEABHOCTU OPraHU3alMU 00pa3yrOTCA JOKYMEHTHI,
HE [PEAYyCMOTPEHHBIE  HOMEHKIATYpOW  JI€Jl, 3aroJIOBKM  HOBBIX  JIEI
NOTOJIHUTENIBHO BKJIIOYAIOTCS B HOMEHKJIATypy JHeil. B kaxngom pasznene
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HOMEHKJIATYPBI JIeJI JUI1 BHOBb 3aBOJMMBIX JEJI TPEIyCMATPUBAIOTCS PE3CPBHBIC
HOMeEDA.

3arosioBok fiena (rpada 2 HOMEHKIATYpPHI Je)T) JOJDKEH B 0000meHHOH (hopMme
OTpakaTh OCHOBHOE COJIEp’)KaHHE M COCTaB JOKYMEHTOB jaena. He momyckaercs
yrmoTpeOJIeHHe B 3arojoBKe Jejla HEKOHKPETHBIX (GopmyaupoBok (“'pa3Hbie
Matepuanbl”, "oOImas mepenucka'), a TakKe BBOIHBIX CIOB M CJIOKHBIX
CUHTaKCUYECKHX OOOPOTOB. 3arojIOBKH JIe7T MOTYT YTOUHSATHCS B TEUEHUE TOJa B
npoiiecce GopMUpPOBaHUS U OPOPMIICHHUS JEI.

3aronoBoK Jena JOHKEH COCTOSITh W3 DJEMEHTOB, paclojlaraeMbIX B
CIEYIOIIEN MOCIEI0BATEIILHOCTH:

a) Ha3BaHWE BUJAA jeia (MeperuckKa, >KypHaj, JeJi0) WIH BUAa JOKYMEHTOB,
BKJIFOUCHHBIX B J1eJ10 (IIPOTOKOJIBI, TIPUKA3HI);

0) HauMMCHOBAaHWE OpPTaHM3AIMH, CTPYKTYPHOTO MOJpa3iciiCHUs], TTOCTOSHHO
JCHCTBYIOIIETO WJIM BPEMEHHOTO OpraHa, JJOHKHOCTHOTO JIMIIA, CO3/IaBIIAX
JTOKYMEHT(BI);

B) HAWMCHOBAaHHWE KOpPpECHOHACHTAa (OpraHu3alud, JIMIa, KOTOPOMY
aJIpECOBAHBI HJIK OT KOTOPOTO MOJYYCHBI JIOKYMEHTHI);

T) KpaTKoe CcoJiepKaHue JOKYMEHTOB Jiea,

1) Ha3BaHWE MECTHOCTH (TCPPUTOPHH), C KOTOPOW CBS3aHO COJEpIKaHUE
JTOKYMEHTOB JIeTIa,

¢) nara (rmepuo), K KOTOPBIM OTHOCSITCS JIOKYMCHTHI JieIa,

K) yKa3aHWe Ha KOMMMHHOCTH IOKYMEHTOB JIeja.

[TopsimoK pacloIoKEHUsT 3aroJIOBKOB JIeJl BHYTPH Pa3liejioB HOMEHKJIATYPHI
JIeJT OTIPEICIIICTCS CTEIICHBIO BAXKHOCTH JJOKYMEHTOB, BKJIFOUCHHBIX B JIeJA.

B Hawase pasjena pacmojiararoTcs  3arojOBKM  JIeN,  COJEPIKalIuX
YUPEIHUTEIbHBIC, OPraHU3aIMOHHO-IIPABOBBIC W PACHOPSAUTEIbHBIC JTOKYMCHTHI,
3aTeM 3aroJIOBKH JIeJ, COJEpIKallluX IIJIaHOBBIE, OTYETHBIC, WH(POPMAIMOHHO-
AHAJIMTUYECKUE  JOKYMEHTBhI,  JOKYMEHTBbI,  OTpPaKaloIllue  JACSITCIbHOCTD
1oJIpa3ielicHus, TMEPEIUCKy, B KOHIIC pa3jielia - PErHCTPAIllMOHHBIC M YYCTHBIC
JKypHaITbI, KAPTOTEKH, 0Oa3bl TAHHBIX.

[Ipu  STOoM  3aroJoOBKH  Jed,  COACp)KalmuX  MPaBOBBIE  aKTHI,
pPacTOpSATUTENHHYIO JOKYMEHTAIIMIO BIIECTOSANNX OPTaHU3aIii, PacoiararoTCs
MepeT 3aroJIOBKaMH I C PacHopSIUTEIbHBIMA JOKYMEHTAMH OpraHa MECTHOTO
camoytipaBieHus. Jlanee pacmonararoTcs 3aroJ0BKU eI, COAEPKAIINX TUTAHOBHIE
Y OTYCTHBIC JIOKYMCHTHI.

3aromoBOK Jeia JOJDKEH 4YeTKO M B 00001IeHHOM (opMe oTpakarh
OCHOBHOE COJIEpKaHUE M COCTaB JOKYMEHTOB JIeTIa.

He nmomyckaercs ymoTpeOlieHHE B 3arojioBKe Jela HEKOHKPETHBIX
(bopMyIMPOBOK («pa3HbIE MaTepUaNbI», «OOIIas MepernucKka» W T.IL.), a TaKKe
BBOJIHBIX CJIOB M CJIOXHBIX CHHTaKCHYECKUX 00OPOTOB.

B 3aromoBkax men, comepikamux TOKYMEHTBI IO OJHOMY BOIPOCY, HO HE
CBSI3aHHBIX TIOCIICIOBATEIIPHOCTHIO JICTIOTIPOM3BOJICTBA, B KA4eCTBE BHUA Jela
yIOTPeOIIeTCs TEPMUH «IOKYMEHTHI», a B KOHIIE 3arojioBKa B CKOOKax
YKa3bIBAIOTCSI OCHOBHBIC Pa3HOBUIHOCTH JOKYMEHTOB, KOTOPBIC JOJDKHBI OBITH B
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nene (Hampumep, JOKYMEHThI O MpUEeMe, cllaue U CIHCAaHUU UMYIIeCTBa U
MaTepuaiaoB (aKThl, OIHKCH, BEIOMOCTH). TEPMHH <«JIOKYMEHTBHI» HPUMEHSICTCS
TaKke B 3aroJIOBKaX JEJ, COACPKAIIUX JOKYMEHTBI - MPUIIOKEHUS K KAKOMY-TH00
JTOKYMEHTY (HarmpuMmep, TOKyMEHTHI K IIPOTOKOJIaM 3aceIaHusl KOMUCCHH ...).

B 3aromoBkax e, mNpeaHAa3sHAYEHHBIX IS TPYNIUPOBKUA OJHOTHUITHBIX
JIOKYMEHTOB, 3Ta rPYINa TOKYMEHTOB YKa3bIBAE€TCS BO MHOKECTBEHHOM YHUCJIE!

"IIpoTOKOJIBI 3aCEAaHUN TUPEKIINH .

B 3aromoBkax nein, coAepiKalMX MEpernucKy, YKas3blBaeTCs, C KEM U IO
KaKoOMy BOIIPOCY OHA BEJIETCS:

"I[lepencka ¢  0Opa30BaTENbHBIMU  YUPEKICHUSIMA O  TOBBIIICHUU
KBaupuUKauu pabOTHUKOB' .

B 3aromoBkax  gen, coAepXKallMX ~— MEPEeNucKy C  OJHOPOJHBIMU
KOPPECMOHAEHTAMHU, TOCIEIHUE HE HA3BIBAIOTCS, a YKa3bIBAE€TCA HMX BHUIOBOE
Ha3BaHUE!

"I[lepencka ¢ QeaepaJibHBIMU OpraHaMH HUCIOJHUTEIbHOW BJIACTU O
3aKJIIOUYCHUH U UCTIOJIHEHUH TOCYAapCTBEHHBIX KOHTPAKTOB" .

B 3aromoBkax nen, coiepXkKamMX ~—MEPENUCcKy C  Pa3HOPOJAHBIMU
KOPPECMOHACHTAMHU, MOCIEIHUE HE MEPEUNCIISIOTCS .

"Ilepenucka 0 3aKIOYEHUN U UCTIOJIHEHUU MYHUIIUMAIBbHBIX KOHTPAKTOB" .

B 3aronoBke jena yka3bIBaeTCSl KOHKPETHBIA KOPPECHOHJECHT, €CJU
MepernrcKa BeIETCs TOJBKO C HUM:

"Ilepenncka ¢ OAO «PocTenexoM» 0 MpeI0CTaBICHUH YCIYT CBSA3U .

[Ipu oGo3HaueHHM B 3arojoBKax A€l aIMUHHUCTPATUBHO-TEPPUTOPUATBHBIX
€UHUL YYUTHIBAETCS CIETYIOIEe:

eciu colep)KaHMe  Jena  KacaeTcs HECKOJIbKUX  OJHOPOJHBIX
aIMUHUACTPATUBHO-TEPPUTOPHUATBHBIX €ANHUII, B 3aTOJIOBKE JleJia HE YKa3bIBAIOTCS
UX KOHKPETHbIC Ha3BaHUS, 4 YKa3bIBAETCA X 00Illee BUJOBOE HA3BAHUE!

"Ilepenucka ¢ yUpekI€HUSIMU KYJIbTYphl pailoHa.

€ClIM  CcoJep)KaHue  Jejaa  KacaeTcs — OJHOM  aJMUHHCTPATHUBHO-
TEPPUTOPUAIBHON  eIWHUIBI  (HACEJIGHHOTO TyHKTa), e¢¢ (ero) Ha3BaHWE
YKa3bIBA€TCS B 3ar0JIOBKE JIena:

«Ilepenncka ¢ AIMUHUCTpALIUEN TOPOIA»

B 3aronoBkax nien, coaepikalux IaHOBYIO WM OTYETHYIO JOKYMEHTAIIUIO,
yKa3bIBaeTCs TIEPUO BpeMeHu (MecsIl, KBapTai, rox) Ha (3a) Kakod COCTaBIICHBI
JOKYMEHTBI, BHJ JOKyMeHTa (rwiaH, oTder). OT4eThl, IUTAHBI H3-3a Pa3HOU
MEPUOAUYHOCTH, KOTOpPbIE HMMEIOT pa3Hble CPOKH  XpaHEHUs, JIOJKHBI
dbopMupoBaThCs B pasHble jena (roJ0BOH IJIaH padOThl KOMHUTETa, KBapTaIbHBIN
miaH paboThl OpraHU3allMy MO KAamUTaJbHOMY PEMOHTY, MECAYHBIA OTUeT,
TOJIOBOM OyXTaJTepCKUi OTYET).

[Ipu BBIHECEHHWM CTAaTUCTUUYECKUX OTYETOB O00S3aTEIBHO YKa3bIBAETCS
Ha3BaHWe oTdyeTa W (opma (roJOBOM CTATHCTHYCCKHI OTYET O TpaBMATHU3ME
(D.Ne 7-1).

[Tpu popmupoBaHuM jAella U3 HECKOJLKHX TOMOB (J4acTei), KpoMe OOIIero
3aroJoBKa JieJa MPU HEOOXOJMMOCTU COCTABIISIIOTCSI 3ar0JIOBKM KaXXKJIO0T0 ToMa
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(JacTH), yTOUHSIOIIHNE COJIePIKaHne TOMOB (JacTeit) nena.

3aroj0BKH A€ MOTYT YTOUHATHCS B Ipoliecce (opMUpOBaHUS U 0POpMITCHUS
Ten.

I'pada 3 "KommaecTBo aen" 3amoaHseTcs MO0 OKOHYAHUHU KaJCHIAPHOTO roja.
[To mocTrXKEHUU NEJIOM, BKITIOYAIOIIMM JIOKYMEHTHI BpeMeHHbIX (cBbimie 10 jer) n
MIOCTOSTHHOTO CPOKOB XpaHeHus, oO0bema B 250 5MCTOB, TOM 3aKphIBacTCsS M
OTKpBIBaeTCS HOBBIM TOM. B Tpade 3 HOMEHKIATYphI AeN MOCIEAOBATEIHHO
YKa3bIBAIOTCSI HOMEpa TOMOB U KpaliHUE JAaThl TOKYMEHTOB Ka)KJI0I0 TOMa:

T.1. 11.01.2018 -
30.06.2018

DJIeKTpOHHBIC Jejia Ha ToMa (JacTH) He pasfeisaioTcs. Bce 3eKTpoHHBIC
JIOKYMEHTBI, HE3aBUCHUMO OT UX 00bEMa, BKIIIOUAIOTCS B OJIHO 3JEKTPOHHOE JIEJO.

B rpade 4 "Cpoxk xpanenus u N ctaThu 1mo mepedHro” yKa3bIBalOTCS CPOKHU
XpaHEeHUsl JIel U HOMEpa CTaTe MO TUIIOBOMY WIJIM BEIOMCTBEHHOMY IEPEYHIO
JIOKYMEHTOB C YKa3aHHEM CPOKOB XpaHEHHUs, (eJepaibHOMY 3aKOHY WU UHOMY
HOPMAaTHUBHOMY IIPABOBOMY aKTy.

B rpade 5 "l[lpumeyanue” B TeueHUE BCEro CpoKa JACHUCTBUSI HOMEHKIATYPHI
MIPOCTABIIIOTCS OTMETKH O 3aBeacHuu jAen ('3aBeneHo'), He3aBEeICHUH e, O
nepexoasmux aeiax (Hampumep, "'Tlepexomsimee ¢ 2016 roga"), o BeIACICHUN 1€
K YHAUYTOXKEHUIO, O JIUIaX, OTBETCTBEHHBIX 32 ()OPMUPOBAHUE JIe], O TIepeaayde ael
B JIPYTYIO OPTaHU3AIUIO JIJISI TIPOOJIKEHUSI.

[lo 3aBeprieHUN AEI0MPOU3BOJCTBEHHOTO rojia B KOHIIE HOMEHKIATYphI Je
o(opMIISIETCS. UTOTOBAasl 3aMKCh, B KOTOPYIO BHOCATCS CBEJCHHUS O KOJUYECTBE
3aBEJICHHBIX JIe)T (TOMOB, YacTei), OTACIbHO MOCTOSHHOTO M BPEMEHHBIX CPOKOB
XpaHEeHUs, BPEMEHHBIX CPOKOB xpaHeHus ¢ ormeTkod "OIIK" m mepexonsuiux.
WtoroBasi 3amuch MAOTMONHICTCS JaHHBIMH O KOJIMYECTBE SJIEKTPOHHBIX [
COOTBETCTBYIOIIUX CPOKOB XpaHeHus (nmpuioxenue 12).

B uroroByo 3anuch HOMEHKJIATYpPbI 1€ CBEACHUS BHOCSTCS HAa OCHOBAHUU
TaHHBIX, TIEPEAHHBIX U3 CTPYKTYPHBIX MOAPA3ACICHUNA OpPTaHNU3aIHH.

B HoMmeHKkIaType mpoCTaBiseTCS OTMETKAa C YKa3aHWEM JOHKHOCTH U
MOAMMUCH JINIA, IEPEAaBIIErO CBECHUS.

Ha Bcex genax odopMIIsiIOTCS TUTYJIbHBIE JIUCTHI JI€1 B COOTBETCTBUU C
3aroJIOBKaMu 110 HOMEHKJIatype aen (nmpuioxerue 13).

7. @opmupoBaHue u opopmiieHHE J1el.

7.1 ®opmupoBaHue Ae.

Hena co aHA UX 3aBENEHHUS 10 MEpeJayd B apXuB OpraHu3alluu WU 10
BBIJICJICHUSI UX K YHUYTOXKEHHMIO O HMCTEUEHHHM CPOKA XPAHEHUs XpaHATCS IO
MeCTy UX (POPMHUPOBAHUSI.

Jeno cuuTaeTcss 3aBEJEHHBIM C MOMEHTa BKJIIOYEHHS B HEro IEpPBOro
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HCIIOJTHEHHOTO JOKYMEHTA.

B nensx xpaHeHwus, TOMCKa M UCIOIb30BaHUSA JOKYMEHTHI Ha OyMa)KHOM
HOCHUTEJIE U BJIEKTPOHHBIE JOKYMEHTHl (DOPMHUPYIOTCS B JieJla B COOTBETCTBUU C
HOMEHKJIATYpPOU €.

[Ipu dopmMupoBanum nen Ha OyMaKHOM HOCHUTENE JOJKHBI COONIOIATHCS
cleayrolre oouume mpaBuia;

- B JIEJO TOMEIIAIOTCS HUCIMOJHEHHBIE JTOKYMEHTBI, COOTBETCTBYIOIIUE IO
CBOEMY COJIEp>KaHHIO 3ar0JI0BKY JieJia IO HOMEHKJIAType JIell;

- PUIIOKEHUS TIOMEIIAIOTCSI BMECTE C OCHOBHBIMU JJOKYMEHTAMU;

- B JIeJIO BKJIFOYAIOTCSI JOKYMEHTBI OJTHOTO KaJE€HIAPHOTO Tojla, UCKIIOUEHUE
COCTaBJISIIOT JIMYHBIC JieJIa pAOOTHUKOB, KOTOpble (POPMUPYIOTCS B TEUCHUE BCETO
nepuoa padoThl, U IEPEXOSAIIME IeTa;

- JOKYMEHTHI MOCTOSIHHOTO U BPEMEHHBIX CPOKOB XPaHEHUS TPYNIUPYIOTCS B
niena pa3aeiabHo;

- B JICJIO BKJIFOYAETCA MO OAHOMY SK3EMIUISIPY KaXKJI0r0 JOKYMEHTA,;

- (akcorpaMmbl, TeJErpaMmbl, TeleQOHOrpaMMbl MOMEMIAIOTCS B Jena C
MePEenucKoi Ha OOIIUX OCHOBAHUSAX;

- B JIeJIO MOMEIIAIOTCSl TOKYMEHThI MPaBWJIBHO M MOJHOCTHIO OPOPMIICHHBIE
(TOKyMEHTBI JTOJKHBI UMETh JIATy, IMOANUCH U APYTrue HEOOXOAMMBIC PEKBHU3UTHI);

- B JIeJ0 HE BKIIOYAIOTCA JIOKYMEHTHI, MOJJIEXKAIl[Me BO3BpaTy, JIMIIHHE
AK3EMILISIPBI M YePHOBHKH (32 UCKITFOUEHUEM 0CO00 IICHHBIX);

- 10 00beMy JIeJI0, BKJIIOYAIOIIee JOKYMEHThl Ha OyMa)KHOM HOCHUTENE, HE
JOJDKHO TpeBbimath 250 JUCTOB, pU TOIIMHE HE Oosiee 4 cM (TOJIIHMHA AET CO
cpokamu xpanenus no 10 ner He momkHa npesbimath 10 cm). [ema oO0bemom
cBbIe 250 MUCTOB COCTABISIOT OTAEIBHBIM TOM, O YeM B JOKYMEHTE JeNaeTCs
orMeTka. [Ipu HaMM4YUKU B J1ejie HECKOJIBKUX TOMOB (4YacTei) MHICKC M 3ar0JIOBOK
7iesa MPOCTABISAIOTCSA Ha KaXJA0M ToMme ¢ Jo0aBieHuemM obo3nauenuid: "T. 1", "T.
2"

JIOKyMEHTBI BHYTpH JIeJla pacrojararoTcsi CHU3Y BBEPX B XPOHOJOTHUYECKOH,
BOTPOCHO-JIOTHYECKOHN TOCIIETOBATEIIBHOCTH (UTOOBI OHU 110 CBOEMY COJICPKAHHIO
MOCJICIOBATEIbHO OCBEIIAIM OIPE/ICIICHHBIC BOMPOCHI) WM MX codeTaHud. [Ipu
ATOM JIOKYMEHTBI HEOOXOJUMO pacrojaraTb B XpOHOJIOTHUYECKOM MOPSJIKE HIIH IO
andaBUTy aBTOPOB U KOpPpeCHOHAECHTOB. [IpuioxkeHuss K JOKyMEHTaM,
HE3aBUCHMO OT JaThl MX YTBEPKICHUS WU COCTABIICHMS, MPUCOEAUHSIOTCA K
JIOKYMEHTaM, K KOTOPbIM OHU OTHOCSTCSL.

PacniopsnurenbHble  TOKYMEHTHl TPYNIUPYIOTCA B Jeja [0 BHAAM U
XPOHOJIOTUU C OTHOCSAIIMMHUCS K HUM NPUIIOKEHUAMU. JJOKYMEHTBI - OCHOBAaHHUSI K
pacropsAUTEIbHBIM JOKYMEHTAM BKJIIOYAIOTCS B OTHEIbHOE JeN0. YCTaBbhl,
MOJIOKEHUS, WHCTPYKIIMU, YTBEPXKIEHHbIC MPABOBBIMU aKTaMH, SIBJISIOTCS
MNPUIOKEHUSIMUA K HUM M TPYHNIHUPYIOTCS BMECTE€ C YKa3aHHBIMH JOKYMEHTAMHU.
Ecau e oHUM yTBEpXKJIEHBl B KAueCTBE CAMOCTOSITEIBHOTO JIOKYMEHTa, TO HUX
IPYIIUPYIOT B OT/IENbHBIE Jea.

[IpoTtokonbl B Jeie pacmoyiaraloTCsi B XPOHOJIOTMYECKOM TMOPSIAKE U O
HOMEpaM.
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JIOKyMEHTBI K 3aceTaHusM (COBEIIAHUSIM) TPYIIHPYIOTCS B OTACILHOE JCIO,
KaK ¥ TPUJIOKEHUS K TIPOTOKOJIaM, €CITH OHH COJEpKaT OoJiee 25 cTpaHuIl.

JIOKyMEHTBI K MPOTOKOJIaM, €CJIM OHU CTPYNNUPOBaHbBI B OTIEIbHBIE J€7a,
CUCTEMATH3UPYIOTCSI BHYTPH Ji€Jia MO MOPSIKY HOMEPOB MPOTOKOJIOB.

JlokanpHblE HOpPMATHUBHBIE aKThl, YTBEPXKJICHHbIC PACHOPAIUTEIbHBIMU
JOKYMEHTAaMH, SIBIISIIOTCS NPHIOKEHUSIMU K HUM M TPYNIUPYIOTCS BMECTE C
YKa3aHHBIMU IOKYMEHTaMHU.

[Ipuka3bl MO OCHOBHOM NESITEIBLHOCTH TPYNIUPYIOTCS OTACIBHO OT MPUKA30B
M0 JMYHOMY COCTaBy U TMPUKA30B MO0 aJAMUHUCTPATUBHO-XO3SMCTBEHHOM
NEATEebHOCTU

[Tpuka3el mo au4HOMY cOCTaBy (OPMUPYIOTCA B Ji€jda B COOTBETCTBUHU CO
CpPOKaMHU XpaHEHHUS.

JIOKyMEHTBI B TUYHBIX JI€JIaX PacloIaraloTcs Mo Mepe UX MOCTYILICHUS.

JIuueBble cyeTa 1Mo HAYMCJICHUIO 3apa00THOM MIIaThl pabOYUM U CIYKAIIUM
IPYIIUPYIOTCS B OT/ACNIBHBIC Jief1a B aJI)aBUTHOM MOPSIIKE.

[Ipenyoxenus, 3asBIEHUS U &Kal00bl TPaXKJIaH 1O BOIpocaM pabOThl OpraHa
MECTHOTO CaMOyNIpaBJ€HUS M BCE JOKYMEHTHI MO UX PAacCMOTPEHUIO U
UCIIOJTHEHUIO TPYNIUPYIOTCS OTIEIbHO OT 3asBICHUN TpakJaH MO JIMYHBIM
BOIIpOCaM.

[lepenucka rpynnupyercs B Jeja MO TEMAaTUKE W/WUIU KOPPECHOHAEHTaAM U
CUCTEMATH3UPYETCS B XPOHOJOTHMYECKOW TOCIIEIOBATEIIBHOCTH: JIOKYMEHT-OTBET
MOMEIIAeTCsl 3a JIOKYMEHTOM-TIpochOoi  (3ampocom). Ilpu BO30OHOBICHHUM
MEPENUCKU MO OMpEAeICHHOMY BOIPOCY, HayaBIICWCs B MPEAbIAYIIEM IOy,
JOKYMEHTBI BKIIFOYAIOTCA B JEJO0 TEKYIIEro roja ¢ yKa3aHUEM HWHJIEKCa Jena
MpeABITYIIETrO roja.

ONEeKTPOHHBIE JOKYMEHTBHl (OPMHUPYIOTCS B  DJJIGKTPOHHBIE Jiefla B
COOTBETCTBUM C HOMEHKJIATypOW Jed OpraHu3alud B ToW UH(OPMaIMOHHON
CUCTEME, B KOTOPOH OHU OBUIN CO3/IaHbl UJIU B KOTOPYIO ObUTH BKJIFOUECHBI.

7.2. OdopmreHue ael, MOATOTOBKA JIeT K XPaHCHHUIO.

Jlena, oOpa3oBaBmIiMeCcs B JACSATEIBHOCTH OpTaHU3allMM U MOJyIeXKalllne
XpaHEHUIO, TMPOXOJAT TMOJHOE WM YacTuuyHoe odopmiieHue. [lomHomy
oopmiteHnIo ToIeKAT Jesia BpeMeHHBIX (cBbime 10 jeT) CpokoB XpaHEHHS,
MOCTOSTHHOT'O XPaHEHWs W 1O JUYHOMY cocTaBy. [lena BpemeHHbIX (mo 10 ner)
CPOKOB XpaHEHUS MOJUIEKAT YACTUUHOMY O(DOPMIIEHUIO.

Odopmnenue gen  OpOBOAUTCS B CTPYKTYPHBIX  MOJpa3/IeNECHUSIX
OpraHu3aIuu Mo MecTy (OpMUPOBAHUS JOKYMEHTOB B JIeTa.

[TonHoe odopmieHue ena Ha OyMaKHOM HOCUTEJIE BKIIIOYAET:

oopMIIeHHE PEKBU3UTOB O0JI0KKH Jesa 1o Gpopme;

HyMEpaIuIo JIUCTOB B JIEJE;

COCTaBJICHUE JIUCTA-3aBEPUTENS €A,

COCTaBJICHHE B HEOOXOAUMBIX CIy4asiX BHyTPEHHEN OMUCU JTOKYMEHTOB JIEJIa;

MOAIINBKY U MEPEIIeT Jea.
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Jlucr-3aBepuTenb jena, BHYTPEHHSISI ONMUCHh JOKYMEHTOB Jiefla M O00JIOKKA
JeNia COCTaBIAOTCA 1o (opmam, ycTaHOBIEHHBIM WHCTpykimed (MpuioxeHwMsI
NeNel3,14,15).

BHyTpeHHss onuch BKIIOYAETCS B Jiefla, UMEIOIIUME OCOOYI0 3HAUYMMOCTh, a
TaKXke B Jeja, chOpMUPOBAHHBIE MO BUJAM JOKYMEHTOB, 3arOJIOBKH KOTOPHIX HE
PACKpBIBAIOT KOHKPETHOTO COAECPKaHUS JOKYMEHTOB.

BHyTpeHHssT onuch JOKYMEHTOB JieJla COCTABIISIETCS TaKKe Ha OObEMHBIC
JieNIa TIOCTOSIHHOTO M BpeMeHHbIX (cBbImIe 10 JeT) cpoKOB XpaHEeHHS B LEIIX ydeTa
1 OBICTPOTrO HAXOXKACHUS IOKYMEHTOB B JIEJI€.

B xoHIIe BHYTpEeHHEH ONMCH yKa3bIBaeTCs IU(PpamMu U MPOMUCHIO0 KOJTHYECTBO
BKJIIOYEHHBIX B HEE JOKYMEHTOB U KOJIMYECTBO JINCTOB BHYTPEHHEN OMUCH.

BuyTpeHHsss omuch JOKYMEHTOB Jeja TOAIMCHIBAETCS COCTABUTEIIEM C
yKa3aHUEM JIOJDKHOCTH, MHULIMAIOB U (DaMUJIUM, JaThl COCTABIICHHUSI.

Ecnu nmenmo mepemieTeHO W MOAMMTO 0O€3 BHYTPEHHEW OMHUCH, TO
COCTaBJICHHAsI BHYTPECHHSIS OMUCH TTOJAKJICMBACTCS K BHYTPEHHEH CTOPOHE JIUIICBOM
00JI0KKH Jena.

Jlena BpeMmeHHBIX (10 10 €T BKIIFOUUTEIBHO) CPOKOB XpaHEHHUS, IO ICIKAIIUC
JaCTUYHOMY O(OPMIICHHIO, JOMYCKACTCA XpaHUTh B TMalkax, B KOTOPHIX Jela
XPaHWJINCh B JEJIONMPOU3BOJACTBE, MEPECUCTEMATH3AIUs JOKYMEHTOB B Jejie HE
MPOBOJUTCS, JIUCTHI Jeida HE HYMEPYIOTCS, JHUCTBI-3aBEpUTEIN Jiefla He
coctaBisitoTcss. Ha o00Omoxkke pgema B COOTBETCTBHM C HOMEHKIIATYpOM el
OpraHu3aluy  3aIlOJHAIOTCS  PEKBU3UTHI.  HAMMEHOBAaHHME  OpPraHU3aIluH,
HaMMEHOBAHUE TMOJpa3AciCHUs, UHICKC Jeia, 3arojlOBOK Jiella, CPOK XpaHCHUS
JIOKYMEHTOB.

Ha oOmoxkke nen BpemeHHbIX (cBbimie 10 J1eT) CPOKOB XpaHEHHUS U IO
JUYHOMY COCTaBY yKa3bIBAIOTCS:

HAUMEHOBAHUE BBIIIECTOSAIICH oOpraHu3anuu (OpraHu3aluu-ydpeauTess)
(mpr  HEOOXOAUMOCTH),  HAMMCHOBAaHHWE  OpraHM3alid -  HCTOYHHKA
KOMILJICKTOBaHHUS FOCYapCTBEHHOTO (MYHHIIMIIAIILHOIO) apX1Ba;

HaMMEHOBAHWE CTPYKTYPHOTO MOJIpa3aeaeHHUS;

HMHJIEKC JieJia IO HOMEHKJIAType /e,

HOMep ToMa (JacTH);

3aroJIoBOK Jiejia (TomMa, 4acTH);

KpaiiHue JaThl aena (TomMa, 4acTHh);

KOJINYECTBO JIUCTOB B JIEJI€;

CPOK XpaHEHHUS Jena;

apXUBHBIN WUGp Aena.

Ha o0noxkax aen moCcTOSHHOTO XpaHeHUs HaJl HAMMEHOBAHUEM OpTraHU3aIluu
YKa3bIBa€TCI HAUMEHOBAHHUE TOCYIapCTBEHHOro (MYHMIIMIIAJIBHOIO) apXHBa,
HMCTOYHUKOM KOMIIJIEKTOBAHHUS KOTOPOTO BBICTYMHAET OpraHu3aIus.

[Tpu opopmiiennu 00JI0KKH J1eNa:

HAaUMEHOBAHHUE BBIIICCTOSINEH opraHnu3aiuu (OpraHu3alun-yapeauTenis), Ipu
€€ HaJIMYMUM, YKa3bIBa€TCS TMOJIHOCTHIO B MMEHHUTEIBHOM Majexke, IMOJ IMOIHBIM
HaMCHOBAaHHUEM B CKOOKaX yKa3bIBaeTCsA O(HIIMATBLHOE IMPHUHATOE COKPAICHHOS
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HauMeHoBaHue (MPU €ro HATNIHH);

HAaUMCHOBAHWE OPraHU3allii YKa3bIBAe€TCs IOJHOCTHIO, B HMCHHTEIHLHOM
najieke, ¢ ykKazaHHeM O(HIMAIBLHO MPHHATOTO COKPAIEHHOTO HAUMEHOBAHHS
(mpu ero HaJIMYUHU), KOTOPOE VYKa3bIBAaeTCI B CKOOKax IIOCNIE TIOJHOTO
HAaUMCHOBAHUS,

HAaUMCHOBAHUE CTPYKTYpHOTO TIOAPA3ICICHHUS YKa3bIBACTCS IOJHOCTHIO B
COOTBETCTBHHM C YTBEP)KICHHOW CTPYKTYypOW oOpraHu3zanuu (Mpy HAIAYUH
COKPAIIICHHOT'O HAMMEHOBAHUS CTPYKTYPHOTO TOJpPAa3/IeiCHUS OHO YKa3bIBACTCS B
CKOOKax);

WHJICKC JeJla TPOCTABIIACTCS B COOTBETCTBHM C HOMEHKIIATYpOH Jei
OpraHU3alINY;

3arojIOBOK JieJla TICPEHOCHTCS W3 HOMEHKJIATYphl Jel opraHu3anuu (B
HEOOXOMMBIX CITydasiX B 3ar0JIOBOK BHOCSITCS YTOUHEHHUS);

nathel aena (roma(sl) 3aBeACHUS M OKOHYAHUS Jeja B I€IOIPOU3BOJICTBE).

[Tpu U3MCHEHNY HAMMEHOBAHUSI OPTraHU3aIlUU WK TOPAa3ICICHIS B TCUCHHE
MepHUOo/Ia, OXBATHIBAEMOr0 JTOKYMEHTAMH JIejia, WU TpU Tepenade jieia B APyroe
moJipa3jiclicHue Ha OOJIOKKE Jelia MOJ NMPSKHUM HAWMEHOBAaHUEM YKa3bIBaCTCS
HOBOC HAaMMEHOBAaHHME OpraHu3anuu (Moapa3zeiicHus), a MpeKHee HAMMCHOBAHUC
3aKJTI0YAETCS] B CKOOKH.

Wujekc nemna v 3arojioBOK Jiea MEPEHOCATCS Ha 00JIOKKY M3 HOMEHKJIATYPhI
nen. Ecim gemo COCTOMT M3 HECKOJIBKMX 4YacTei, Ha OOJIOXKY KaXIOoro ToMma
(J4acTv) BEIHOCUTCSI OOIIMIA 3aroJIOBOK Jiejla M 3aroJIOBOK KaKJIOW JacTH (IIpH ero
HAJIMYHUN).

JlaTtoit gen, colmepkaniux paclopsIUTEIbHYIO JOKYMEHTAINIO, a TaKXe Je,
COCTOSIIIIAX M3 HECKOJILKMX TOMOB (4acTeil), SIBISIOTCS KpallHUE TaThl JOKYMEHTOB
Jena, TO eCTh JaThl (YHCIIO0, MECSAI, TOJ) peructpanud (COCTaBJICHHS) CaMOTO
pPaHHETO M CaMoro IMO3HET0 JOKYMEHTOB, BKJIIOYCHHBIX B Jieo. [Ipu 3TOM JeHb
Mecsa (nBa 3HaKa) W rox (YeThipe 3HaKa) 00O3HAYAIOTCSA apaOCKUMU HHu(pamu,
Ha3BaHWE Mecslla MUIIETCS CJIOBOM. ECIM B JIeJI0 BKJIFOUEHBI JOKYMEHTBI, JaThl
KOTOPBIX BBIXOJAT 332 KpallHWE JAThl Jieja, TO MOJ] JaTaMu JeJia, C HOBOM CTPOKH
JenaeTcs 3amuch. "B jerme uMeroTces TOKyMeHTHI 3a ... Toa(bl)". JlaTel mena MoryT
HE yKa3bIBaThCs Ha OOJIOKKE JIeJI, COJIEpIKalluX, HalmpuMep, T'OJOBBIC IUTAHBI U
OTYETHI, TAK KaK OHH OTPAXKAIOTCS B 3ar0JIOBKaX JICII.

Jlaramu nena, cojeprKaiero MpoTOKOJIbI 3aCeIaHui, ABISIOTCS AaThl IEPBOTO
¥ TIOCJICTHETO TIPOTOKOJIA.

KpaitHumu gatamMy JTMYHOTO Jejia SIBJISIIOTCS JaThl MOANKMCAHUS TPUKa3a o
npueMe (IpH HAJIWYHH TPYJIOBOTO JIOTOBOpA - JlaTa 3aKIFOUCHUS TPYIOBOTO
JIOTOBOpA) W TpHKa3a 00 YBOJIBHCHWH JIMIA, HA KOTOPOE OHO 3aBeleHo. B cimydae
CMEpTH JIMIIa, Ha KOTOPOE 3aBEACHO JeJI0, KOHCYHOM JaTOH SBISETCS Jara
JIOKYMEHTA, H3BEIIAOIIEr0 O €r0 KOHYHHE.

PexBu3uT "cpok xpaHeHus Jena’ MNEPEHOCUTCS Ha OOJIOKKY Jiefla U3
HOMCHKJIATYpBI JIeJT TOCIIE CBEPKH €ro CO CPOKOM XpaHCHHs, yKa3aHHBIM B
NIEPEYHE THITOBBIX JOKYMEHTOB WJIH B BEJIOMCTBEHHOM IIEPEYHE TOKYMEHTOB, C
yKa3aHUEM CPOKOB XpaHCHUS.
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Ha nenax mocTosSsHHOTO XpaHEeHUs MUIIETCS: ' XPaHUTh MOCTOSIHHO' .

[lo oxoHYaHuU rofa B HAAMKUCHU HA OOJIOKKAX JIE] MOCTOSSTHHOTO U BPEMEHHBIX
(cBoimie 10 j1eT) CpOKOB XpaHEHUS BHOCATCS YTOYHEHUS: NPH HECOOTBETCTBHUH
3aroJjoBKa JieJl Ha OOJIOKKE COACPKAHUIO MOAIIMTBHIX JTOKYMEHTOB B 3aroJiOBOK
JI€J1a BHOCSITCSI U3BMEHEHUS U JIOTIOJTHCHUS.

HanmeHoBaHMs OpraHW3alMy M MOAPA3ACICHHS, TOJ U HOMEp Jella MOTYT
MPOCTABIATHCS Ha 00JI0KKE C MOMONIBIO IITAMIIA.

B nensix obecniedeHus: COXpaHHOCTH M 3aKPETUICHUS TOPSIAKA PACIION0KEHUS
JOKYMEHTOB, BKJIFOUYEHHBIX B JI€JIO, BCE €r0 JIMCTBI, KPOME JIUCTA 3aBEPUTEINS U
BHYTPEHHEUW OMNUCH, HYMEpPYIOTCS apaOCKuMu IudpaMu BaJIOBOM HyMepaluei.
Jluctel HyMmepyroTcsi  TIpaUTOBBIM  KapaHAAIIOM  WJIM  HYyMEpaTopoM
(ynmotpebyiieHMe YEepHWI M I[BETHBIX KapaHAalled s Hymepaluu JUCTOB HE
JOIyCKAaeTCsI) CBEPXY BHU3, MH(PHI MPOCTABISIOTCS B IPABOM BEPXHEM YTy
JIMCTA, HE 3aJ€Basi TEKCTa JTOKyMEHTAa. JIMCTBl BHYTPEHHEN ONMUCU HYMEPYIOTCS
OT/AEJBHO.

JIucTel f1e11, COCTOSMMX U3 HECKOJIBKMX TOMOB WJIM 4YacTe€d, HYMEPYIOTCS IO
KaXJOMY TOMY WJIH YaCTH OTIAEIBHO.

JIOKyMEHTBI ¢ COOCTBEHHOW HyMeEpallMeil JUCTOB HYMEPYIOTCA B 0O0IIeM
MOPSJIKE.

Jluct nmoboro gopmara, MOAMIMUTHIM 3a OJWH Kpaid, HyMEpyeTcs KakK OAUH
JUCT B MPABOM BepXHEM yriay. CII0XKEHHBIN JINCT pa3BOPAUYNBACTCSI U HyMEPYETCA
B IIPABOM BEPXHEM yruy. JIUCT, CIIOKEHHBIN U MOAIIUTHIN 33 CEPEAUHY, MOIIEHKUT
MEPEIINBKE U HYMEPYETCS KaK OJIMH JIUCT.

Ecnu B 1eno noAmmT KOHBEPT € BIOKEHUEM, CHAYAJIa HyMEPYETCS KOHBEPT, a
3aTEM OYEPEIHBIM MOPSAKOBBIM HOMEPOM KaKJI0€ BIOKEHUE B KOHBEPTE.

Ecmm B wymepanum nmctoB pomymieHo Oonee 10 ommbok, Bce aeno
HyMepyeTcs 3aH0BO. [Ipu 3TOM cTapbeie HOMepa 3a4€pKUBAIOTCS, U PSAJIOM CTaBUTCSA
HOBBI HOMED JIKCTA.

[Ipy Hamuuuu OTHENbHBIX OMIMOOK B HyMEpaluu JIUCTOB JOIYCKAaeTCs
yImoTpeOIeHHe JTUTEPHBIX (¢ OYKBEHHBIMU JOIOJIHEHUSMHU) HOMEPOB JIUCTOB.

ITocne 3aBepuieHHss HyMEpalUKM JINCTOB COCTABIIIETCS JIMCT-3aBEPUTEND JIENA,
KOTOpBIA pacrojiaraeTcsi B KOHLE jnena. B jucrte-3aBeputene mudpamu u
MPOMUCHI0 YKAa3bIBAIOTCS KOJMYECTBO JINCTOB B JAHHOM Jelie, OCOOEHHOCTHU
OTJCJIBHBIX JOKYMEHTOB (HESCHBIN TEKCT, Pa3pPhIBbI, CKIICHKH).

Jlucr-3aBepuTenpy nej1la TOANUCHIBAETCA €r0 COCTABUTENEM C YKa3aHHEM
JOJIKHOCTH, MHUIIMAJIOB U (paMUJIUU, JAThl COCTABJICHUSI.

KomnuectBO 1HCTOB B Jene, YKa3aHHOE B JINCTE-3aBEpUTENE JIEa,
MPOCTABISIETCS Ha OOJI0XKKE Jea.

Ecaim peno mepemnietTeHO W mOogmMTO 0€3  JMCTa-3aBEpPUTENS, TO
COCTAaBJICHHBIN JINCT-3aBEPUTEIb MOAKICUBACTCA K BHYTPEHHEH CTOPOHE 3aJHEHN
OOJIOKKH JIena.

8. Oprannzaunﬂ ONMCPATUBHOI'O0 XPAHCHUA JOKYMCHTOB M IKCIIEPTHU3A
HX HCHHOCTH
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8.1. OnepatuBHOE XpaHEHHE TOKYMEHTOB.

C MoMeHTa 3aBeJieHHs W JI0 Mepeaadyu JieJ B BEJOMCTBEHHBIM apXHUB OpraHa
MECTHOTO CaMOYIIpaBJICHHsI JleJla XpaHATCSs N0 MecTy uX (opMupoBaHUs.
PykoBonutenu  OpraHoB  MECTHOTO  CAMOYIpPAaBICHHS W CHELUAIHUCTHI,
OTBETCTBEHHBIE 3a BEJCHHE JEJONMPOU3BOACTBA, 00s3aHBl oOecreyrnBaTh
COXPaHHOCTb IOKYMEHTOB U JIE.

Jlnst obecrieyeHus COXpPaHHOCTH, y4eTa JOKYMEHTOB U JIeJ CTPYKTYPHOTO
NoApa3AeieHusl U OPraHU3alliK J0CTyIa K HUM MPOBOJAUTCS KOMIUIEKC padoT:

CO3/IaHHE€ ONTUMAJIbHBIX YCIOBUHN XpaHEHUsI TOKYMEHTOB U JIE;

pa3MelieHue e,

MPOBEPKa HAJIUYMS U COCTOSHUS IOKYMEHTOB U JeT;

coOJIt0ICHUE TIOPSIIKA BbIIAYU JE.

Jlena pasMemiaroT B pabouMxX KOMHATax WM CIIEIHAILHO OTBEACHHBIX IS
ITOM 1€ TIOMENICHUSX B MmKadax, Ha CTelUiaxkaxX, 4TOObl 00eCHeYuTh HX
COXPAaHHOCTD M 3aIUTY OT BO3ACHCTBUSI BPEIHBIX (DAKTOPOB.

Jena nma ux ydeTa W OBICTPOrO IIOMCKA JIOJKHBI  PAcHoJIaraThes
BEPTHKAIHHO, KOPEIIKaMU HApYy>Ky M B COOTBETCTBHHM C HOMEHKJATypo# nen. Ha
KOpEIIKax OOJIOKEK JIeNl YKa3bIBalOTCA HMHIEKCHI 1O HOMEHKJAType Jel, MpHU
HEOOXOAMMOCTH HOMEp Toma Jena, aaTy Aena. HoMmenkiatypa aen uiad BBIIKCKA
13 Hee MOMEIIaeTCs Ha BHYTPEHHEH CTOpOHE IIKada.

Brimaua ngen apyruM mnoApasfeieHUsM WM CTOPOHHUM OpTraHHU3alUSIM
MIPOU3BOJUTCS TOJIBKO C pa3pelnieHust pykoBoauTens. U3bsiTue T0KyMEHTOB U3 Ae
JOMYCKAeTCsl B HCKIIOYUTENBHBIX CIy4dasX, MPOU3BOJUTCS C pa3peuieHus
pyKoBouTENsl C OOsI3aTeNbHBIM OCTaBJICHUEM B JieJie 3aBEPEHHOW KOIMUU
JIOKyMEHTA U aKTa O MPUYMHAX BbIJIaYU MOIMHHUKA.

Jlena moctosiHHOTO, BpeMeHHbIX (cBbimie 10 J1eT) CpOKOB XpaHEHHsS U II0
JUYHOMY COCTaBY, 3aKOHUYEHHBIEC B JIEJIONPOU3BOACTBE, HE paHEe, YeM Yepe3 OJUH
roJ U HE TO3JHEE, YeM uepe3 TPU Tojia MepelaroTCs B BEIOMCTBEHHBIM apXuB
OopraHa MECTHOT'O CaMOYIIpPaBIEHHUSI, TJE XPaHSATCS B TEUEHHUE YCTAHOBJIEHHBIX
CPOKOB.

[TpoBepku HaMM4Ms U COCTOSHMS JOKYMEHTOB M JIeNl B LESAX YCTAHOBIICHUS
(haKTUYECKOTO HaIMYUs [N JIOKHBI TPOBOJUTHCS  JICJIONPOU3BOIUTEIIEM
MOAPA3AEICHUS B CIIyJasx:

nepes nepeaaveil JOKyMEHTOB B apXUB OpraHU3allNH,

TP TIepEeMEIICHUH Je,

MIPU CMEHE PYKOBOJUTENSI CTPYKTYPHOTO OAPA3ACICHUSA;

MpU pEOpraHu3alid ¢ JHUKBUAAIMU OpTraHU3allMi WU CTPYKTYPHOTO
MoJIpa3aeICHuUs.

[TpoBepka HanMuMsi TPOBOJUTCS MyTEM CBEPKHU CTAaTE HOMEHKJIATYPbI JEN C
OTIMCAaHUEM JIeNT Ha 00JI0KKe, a (U3NUECKOE COCTOSTHUE JIeNT ONPEACIISICTCS MyTeM
WX BHU3YyaJIbHOTO TIIpocMOTpa. Bce oOHapyXeHHbIE HEIOCTATKH JIOJKHBI
(bUKCHPOBATHCS B aKTE NMPOBEPKHU HATUYHUSA M COCTOSTHUS AE.

B cnyuyae BbIsBIEHHMS OTCYTCTBHS J€J, YHCIAIIMXCS MO HOMEHKJIAType e,
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PYKOBOJICTBOM HOJAPA3ACICHUN IPUHUMAIOTCS MEPHI 10 X pO3bICKY. Ecii po3bick
JeJ HE JaeT pe3yJibTaTa, COCTABIISIETCA CIPaBKa O MNPUYMHAX HX OTCYTCTBHUS,
KOTOpas TMOJINKUCHIBACTCS PYKOBOAUTEIIEM MOAPA3JACICHHUS W TPEACTABIACTCA B
apXuB.

dakT yrpatel Aena (men) (UKCHpPYETCs B aKTE, COCTABISEMOM JIUIIOM,
OTBETCTBEHHBIM 32 BEJCHHUE JICIIONPOU3BOJICTBA U PYKOBOJUTEIEM CTPYKTYPHOIO
nojipaszesieHus (YIOJIHOMOYCHHBIM UM JIMIIOM) B TPeX 3K3eMILISApax: MO OJHOMY
JK3EMIUISIPY  aKTa  XPAaHUTCS Yy  JIMIA, OTBETCTBEHHOIO 3a  BEJICHUE
JNEJTONPOU3BOACTBA M B CTPYKTYPHOM TNOAPA3JCICHUU; DK3EMIULSIP aKTa
MPEJICTABISACTCS B AaAPXWB OpPraHU3allMd NpU Iepelade Jell CTPYKTYpPHOTO
MOJpa3IclICHUs Ha APXUBHOE XPAHCHUE.

8.2. DkcnepTr3a MEHHOCTH JOKYMEHTOB.

OkcrepTu3a  UEHHOCTH  JIOKYMEHTOB OpPOBOJMUTCS  HAa  OCHOBE
3aKOHOJATENbHBIX M MHBIX HOPMAaTUBHBIX MPABOBBIX aKTOB Poccuiickoit
®denepaluy, yCTaHABIMBAIOIIUX TPEOOBaHUSA K CPOKaM XpaHEHUS TOKYMEHTOB,
TUTOBBIX W BEJOMCTBEHHBIX MEPEUYHEH JOKYMEHTOB C YKa3aHHEM CPOKOB HX
XpaHECHUS:

MIPU COCTaBJICHUU HOMEHKJIATYypbl Je,

IIpU OJITOTOBKE JIeJI K TIepeiaue B apXUB OpraHu3alliu;

B apXUBE OpPraHU3aINU.

Jlnst  opraHuzanvy W MOpPOBEACHHUS paldOThl MO HSKCIEPTU3E LEHHOCTH
JIOKYMEHTOB B OpraHU3allid CO3JaeTCsA IMOCTOSHHO JCHCTBYIOMIAsl JKCIEpPTHAs
komuccus (nanee - OK).

3agaun, GYHKIMHA, TpaBa, opraHu3amus padotel OK  ompenensroTces
MOJIO)KEHHEM O HeH, KOTOpoe pa3padaTbiBaeTcsi HAa OCHOBAHUM MPUMEPHOTO
MOJIOKEHUSI,  YTBEP>KJIEHHOIO  YIMOJTHOMOYEHHBIM  (PeepalibHbIM  OpPraHOM
UCTIOJTHUTEILHOM BIIACTH B chepe apxuBHOTO nena u jaenonpousBojctia ([Ipukas
®denepanpHoro apxuHoro areHrctBa oT 11.04.2018 N 43 "OO6 yrBepkmeHUn
[IpumepHoro  monoxkeHuss 00  HDKCOEPTHOW  KOMHCCHUU  OpraHu3aiuu’
(3apeructpupoBan B MuHucTepcTBe rocTuruu  Poccuiickoit  denepannu
15.06.2018, peructparmonnsiii N 51357).

OcHoBHbIMU QyHKIHSIMU DK ABISIIOTCS:

opraHu3alus eKeroaHoro oroopa Aen g XpaHEHUs U YHUUTOXKEHUS;

pacCMOTpEHHE U COIJIaCOBAaHHWE MPOEKTAa HOMEHKJIATYpbl /€]l OpraHU3allvy,
OIMMCEH JIeNT TOCTOSTHHOTO ¥ BpeMeHHBIX (cBbImie 10 J1eT) CpOKOB XpaHEHHUsS, B TOM
Yyycjie MO JIMYHOMY COCTaBY, aKTOB O BBIJCJICHUM K YHHYTOXEHHUIO JeJ, He
MOJISIKAIIUX XPAHEHUIO;

y4acTUE€ B TOATOTOBKE W PACCMOTPEHUM TMIPOECKTOB HOPMATHUBHBIX H
METOJUYECKUX JOKYMEHTOB MO BOIpPOCcaM pabOThl C TOKYMEHTaMU B OpTaHU3aIUU.

DKcrepTu3a EeHHOCTU TOKYMEHTOB MPOBOJUTCA €XeroaHo. [{o mpoBeaeHus
AKCHEPTU3bI IIEHHOCTH YHUUYTOXKEHUE JOKYMEHTOB 3aIlpPEIIacTCs.

[Ipu npoBeneHUN 3KCNEPTU3BI LIEHHOCTH IOKYMEHTOB MPU MOATOTOBKE JEN K

nepeaye B apXuB OpraHu3alliyl OCYIIECTBIISETCS:
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OoTOOp JOKYMEHTOB IIOCTOSHHOTO W BpeMeHHbIX (cBbimie 10 7eT) cpokoB
XpaHeHUs JJIs TIepejayu B apXUB OpraHU3alluu;

0TOOp JOKYMEHTOB BpeMeHHBIX (10 10 JieT BKIIFOUNTEIIBHO) CPOKOB XpaHEHUS
n ¢ nomerkamu 'Jlo wmuHOBaHMSA HamoOHoctHm', "Jlo 3aMeHBI HOBEIMH',
MOJISKAIIUX JaTbHEUIIIEMY XPAaHEHHUIO B CTPYKTYPHBIX MOAPA3ACICHUSX;

BBIJICJICHUE K YHUYTOXKEHHUIO Jed 3a MPEeAbIIAYyIIUE TOJIbl, CPOKH XpaHEHUS
KOTOPBIX UCTEKIIH.

OnHOBPEMEHHO TMPOBEPSETCS KAyeCTBO W IMOJHOTa HOMEHKJIATyphl Jel
OpraHu3aluu, NPaBUIbHOCTH ONPEEICHUS CPOKOB XPAHECHHUS JIE.

Jlena mOCTOSHHOTO H BpeMeHHbIX (cBbimie 10 JieT) CpOKOB XpaHCHHUS
MOJJIEKAT MOJUCTHOMY MPOCMOTPY ISl BBIAEICHUS M3 UX COCTaBa JIOKYMEHTOB
BpeMeHHBIX (10 10 jiet) cpokoB XpaHCHHS.

Hena ¢ ormerkoil "OK" moaBepraroTcs MOJUCTHOMY MPOCMOTPY B IEJSX
ONpeNeNieHus] U BBIACICHUS U3 HX COCTaBa JIOKYMEHTOB, MOJJIEKAIUX
MOCTOSIHHOMY XPaHEHHUIO.

[lo pe3ynbTaTaM »3KCHEPTU3bl ILIEHHOCTH JOKYMEHTOB B OpraHU3aluu
npoBoAUTCS OGOpMIIEHUE J€d U COCTAaBISIOTCS ONHUCH JIeJl TOCTOSIHHOTO
XxpaHeHus1, BpeMeHHbBIX (cBbIe 10 j1eT) CpoKOB XpaHEHUs U 10 JIUYHOMY COCTaBY,
a TakK)Ke aKThl O BBIJCJICHUU K YHUUYTOXKECHUIO NI, HE MOJICkKAIIUX XPAHEHUIO
(mpwitoxxenue 18).

JIOKyMEHTBI MTOCTOSIHHOTO, BpeMeHHbIX (cBbImre 10 JieT) CpOKOB XpaHEHUsS U
M0 JIMYHOMY COCTaBY, COCTABJISIONIMNE JIETI0, OMEIIAIOTCS B TBEPAbIE O0JI0XKKH U3
KapTOHA, MOJIIMBAIOTCA B YETHIpE IMPOKOJA WIM NEPEIUIeTAIOTCS C Yy4eTOM
BO3MOXKHOCTH CBOOOJHOTO UTEHHMS TEKCTa BCEX JIOKYMEHTOB, JaT, BU3 U
pe3omonuii Ha HuUX. Pe30yIonuU pPyKOBOJCTBA, COCTABJICHHBIE HA OTACIIBHBIX
JUCTax, MOMEIIAIOTCS TMepel NOKyMeHTOM. [Ipu moAroroBke Jena K MOJIIUBKE
(meperuteTy) TpoBepsieTCS MPABHILHOCTh WX (OPMUPOBAaHHS, OPOPMIICHUS, BCE
IJJACTUKOBBIE M METAJUIMYECKUE KpPEIUIeHUS, a Takke TEPMOMNEPEIUieThl U3
JIOKYMEHTOB YIaISIOTCSI.

Jlena TOCTOSHHOTO XpaHEHHUs, COCTOSIME U3 O0CO00 IIEHHBIX WIH
He(OpMATHBIX JOKYMEHTOB, MOTYT MNPUHUMATHCS Ha XPAHEHHE B 3aKPBITHIX
TBEPJIbIX MAKax ¢ TpeMs KJIalnaHaMU U C 3aBsI3KaMU UM B KOPOOKaX.

Onucu Jien MOCTOSHHOTO XpaHEHWs, BpeMeHHBIX (cBbime 10 jer) cpokoB
XpaHEHUsl U M0 JUYHOMY COCTaBYy, a TaKXK€ aKThl O BBIJICICHUU K YHUUTOXEHUIO
Je], He TMOJJIeXKallluX XPaHEHUI0, paccMaTrpuBalOTCia Ha 3aceganun  OK
opranu3anuu oJHOBpeMeHHO. CoriiacoBaHHble DK aKkThl U ONKHCHU YTBEPKAAKOTCS
PYKOBOJUTEIEM OpPraHU3alliH.

[logmmuBka BHOBb C(HOPMUPOBAHHBIX JI€7T MPOU3BOJUTCSA TOJIBKO IOCTE
3aBEPIICHUS IKCIEPTU3bI IEHHOCTU JOKYMEHTOB.

9. HOI[FOTOBKa H nepeaavya 10KyMEHTOB B BeIlOMCTBeHHbIﬁ apxuB

9.1. B BeIOMCTBEHHBIN apxXWB TMEpPENAIOTCS Jejla C HCIOTHEHHBIMHU
JOKYMEHTaMH TIOCTOSIHHOTO, BpeMeHHOro (cBbimre 10 JieT) XpaHEHHS H IO
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JUYHOMY cocTaBy. X nepenada npou3BOAUTCS TOJIBKO MO OMUCAM AEN.

Onucu J1e1  COCTaBISIIOTCS  €XKEroJHO 0 YCTAaHOBIEHHOM (dopme
(mpmnoxenus NeNe 16,17).

Onwcu nen coCTaBISAIOTCS B CTPYKTYPHBIX MOAPA3ACIICHUSIX OPraHU3alHH .

Omnucu aen COCTaBIISIOTCS OTAEIBHO HA JIeJIa MOCTOSIHHOTO XpPaHEHUs; Jena
BpeMeHHBIX (cBbime 10 JIeT) CPOKOB XpaHEHHs; Jeja IO JIMYHOMY COCTaBy, a
TaK)K€ Ha [IeJIa, COCTOSIIHE W3 JOKYMEHTOB, XapaKTEpHBIX M1 JaHHOU
OpraHu3aIUu.

Omnwucwu (rofoBbIe pa3ieibl OMKUcei) e, TOKYyMEHTOB COCTaBIISIOTC:

MOCTOSHHOTO XPAHEHUSI — HE MEHEE YEM B UETBIPEX IK3EMIUISAPAX;

BpeMeHHOro (cBbimre 10 JieT) XpaHeHUsST — HE MEHEe YeM B 4YeThIpeX
AK3EMILIAPAX;

JOKYMEHTOB o JTUYHOMY COCTaBy OpraHu3alui-UCTOYHUKOB
KOMIUIEKTOBAHMSI OTAENa IO JelaM apXuBOB AJIMUHHCTpaluu JIOKTEBCKOro
paiioHa — HE MEHEE YEM B YETHIPEX IK3EMILIAPAX.

Onucu J1en  CTPYKTYPHBIX TOJpa3/ieIeHU TMpEeJCTaBISIIOTCI B apXUB
OpraHu3alMy HE paHee, YeM Yepe3 OJUH Tojl, U He MO3JHEe, YeM YEPE3 TPU roja
MOCJIE 3aBEPIICHUS JIE]T B AEJIONPOU3BOJICTBE.

OtnenpHas OMUCh MPEACTABISET COOOM MEpeueHb OMUCATENbHBIX CTaTel ¢
CaMOCTOSITEIbHOW TMOPSAJIKOBOM HyMEpAalMeH, Kaxaas U3 KOTOPBIX JOJDKHA
BKJIFOYATh CIEIYIOIINE CBEACHHUS:

MOPSAAKOBBIN HOMED J1€J1a MO OIHKCH;

WHJIEKC JIEeNa,;

3aroJIOBOK J€Na,;

KpallHUE aThl 1A,

KOJINYECTBO JIMCTOB B JEJE;

CPOK XpaHEHHUS JeNa;

MIPUMEUYAHUS.

[Ipu coctaBieHHH ONMKMCH AEN CTPYKTYPHOTO MOJApa3AClICHUs] COONI0AI0TCS
cieayrolre TpeooBaHus

3aroJOBKH JIeJT BHOCSTCS B ONUCh B COOTBETCTBUM C MPHUHATOW CXEMOWU
CUCTEMAaTH3allUH JIeJl, 3aKPEIJICHHON B HOMEHKJIAType JIe;

KaXJI0€ JIeJ0 BHOCUTCS B ONUCh IOJ CAMOCTOSTEIbHBIM IMOPSIKOBBIM
HOMepoM (€CITh JIeJI0 COCTOUT M3 HECKOJIbKMX TOMOB WIJIM YacTeH, TO KKl TOM
WJIH 9aCTh BHOCSITCS B OITUCH TI0]] CAMOCTOSITEIIbHBIM HOMEPOM);

MOPSIZIOK HyMEPAIMU 1] B OMTUCH - BaJlOBBIN;

rpadpl OMKUCH 3aMOJIHSAIOTCS B COOTBETCTBUU C TEMU CBEACHUSIMH, KOTOpbIE
BBIHECEHBI Ha O0JIOKKY JIeNa;

IpH BHECCHWHM B OINUCh MOAPSAN Jen (TOMOB, dYacTeil) ¢ OJUHAKOBBIMHU
3arojIOBKaMH 3aroJIOBKM BceX Jiei (TOMOB, YacTed) MUIIYTCSA TOJHOCTBIO; TPH
BHECEHHH B OIMCH ITOCIIEIHEr0 3arojaoBka gqo0asisercs ciioBo "[locnenuuii');

rpada omucu "llpumeuanus’” ucnonb3lyercs JUisi OTMETOK O IpueMe e,
0COOCHHOCTAX UX (PU3UYECKOT0 COCTOSIHUSA, O Mepeiaye Jaei APYTUM CTPYKTYPHBIM
MOAPa3/ICICHUEM CO CChUIKOW HA aKT, O HAUIMYHUU KOIIHM.



57

Ilepen BHeceHHWEM 3aroJIOBKOB €I B OIHCh IPOBEPAIOTCS KayeCTBO
dbopmupoBaHus U 0POPMIICHHS J€], COOTBETCTBHE KOJIUYECTBA Jie]l, BHOCUMBIX B
ONUCH, KOJTUYECTBY 3aBEACHHBIX JEJ [0 HOMEHKIIATYPE JI€]I OPraHU3alu.

B koHIEe omucu Benen 3a MOCIEAHENW OMUCATENBHOM CTaTheil 3amoJIHIETCA
UTOTOBAas 3aIlMCh, B KOTOPOH yKa3bIBalOTCs (MU(pamMu M MPOIHUCHI0) KOJUIESCTBO
J€J1, YACIAIIMNXCS 10 ONKCH, MEPBBIN U MOCIEIHUN HOMEpPA I MO OMKCH, a TAKKE
OrOBAapUBAIOTCS OCOOCHHOCTH HyMEpalHH Jell B ONucH (JIMTepHBIE HOMEpa H
PONyIIEHHBIC HOMEpa).

[Topsimoxk MpHUCBOEHHS HOMEPOB OMUCAM €N CTPYKTYPHBIX IMOJpa3ACICHUN
YCTAaHABIIUBAETCS MO COTJIACOBAHMIO C APXUBOM OPTraHU3ALINH.

Onucu Ha Aena, JOKYMEHThI TOCTOSIHHOTO XPaHEHUS U IO JUYHOMY COCTaBY
M AaKThl Ha YHUYTOXEHHE JOKYMEHTOB pacCMaTpUBAIOTCA HA 3acelaHuu
JKCIIEPTHOW KOMHUCCHHM OpraHa MECTHOTO CAMOYMNPABJIEHHS OJHOBPEMEHHO, IO
WUTOTaM PacCMOTPEHHUS — COTJIACOBBIBAKOTCS.

Ha nema BpemeHHBIX cpokoB xpaHeHus (10 10 jeT BKIIOYMTEIHHO) ONUCH HE
COCTaBJISIFOTCS, U B apXHUB TAKUE JI€JIa HE MIEPEIAtOTCS.

Jlena mepenaroTcsi Ha XpaHEHUE B apXUB OPraHU3AlMU B COOTBETCTBUHU C
rpauKoM mepeayr JOKYMEHTOB, YTBEPKIACHHBIM PYKOBOAMUTEIEM OpraHU3aINU
WA WHBIM YIIOJHOMOYEHHBIM WM JIMIOM M COIVIACOBAHHBIM C PYKOBOIUTEIAMU
CTPYKTYPHBIX NTOAPA3ICIICHUMN.

Jlena mocTtossHHOTO ¥ BpeMeHHbIX (cBbimie 10 J1eT) CpOKOB XpaHCHHH,
JOKYMEHTBHI IO IMYHOMY COCTABY MEPENAIOTCS B apXUB HE PaHEe, YEM Yepe3 IO, U
HE MO3JHEE, YEM YEPE3 TPU rojia MOCIIE 3aBEPIICHUS UX B JIEJIONPOU3BOJICTBE.

Ilepemaua pen B apXWB OpraHuW3aldd IPOWU3BOJUTCS IO ONHCSAM e
CTPYKTYPHBIX OAPA3ICIICHUMN.

VYnonHOMOUYEHHBIH paOOTHUK apXuBa MPOBEPSET MPABUILHOCTh 0(OPMIICHUS
u (hopMUpOBaHUS Jiell, MPABWIHLHOCTh COCTABJIEHHUS OIHUCEH Mell, COOTBETCTBUE
KOJIMYECTBA JI€J1, BKJIIOUEHHBIX B OMHUCh, KOJIUYECTBY e, CHOPMUPOBAHHBIX B
COOTBETCTBUH C HOMEHKJIATYPOU AE.

BrisiBlieHHBIE TIpU MPOBEPKE HEIOCTATKU B (POPMHUPOBAHUHU U OPOPMIICHUU
el paOOTHUKH  CTPYKTYPHOTO  ToOJApa3jiesieHusi oO0si3aHbl  YCTPAHUTh B
JBYXHEJICJIbHBIN CPOK.

JIOKyMEHTBI TOCTOSIHHOTO CPOKa XPaHCHUS OpPTraHu3alui, SBISIOLIIUXCS
WCTOYHUKAMHU KOMIUIEKTOBAHMS OTJENIa MO JIeJIaM apXUBOB AJIMHUHUCTPALUU
JIokTeBCKOTO paiioHa AJNTalCKOro Kpas, B TEUCHUE MATH JET XPaHIATCA B
BEJOMCTBEHHOM apXHBE, MOCJIE YEro NEpPeAaroTCs Ha IMOCTOSHHOE XPAHEHHE B
OTAEN IO JeJIaM apXMBOB AJMUHHCTpauuu JIOKTEBCKOro paioHa AJTaNCKOro
Kpasi.

JIOKYMEHTBI 0 JINYHOMY COCTaBY MYHHUIIUITAIBHBIX CIIYKAIIUX, YBOJECHHBIX C
MYHUIUNATBHOM CyKOBI, MEpe1atoTCs B BEJOMCTBEHHBIN apXUB OpraHU3aIuu 1o
uctedeHnu 10 et co THS YBOTHHEHUS.

B ciyyae nukBHmanuy WM peOpraHU3alUM CTPYKTYPHOTO MOApa3IeJICHUS
OpraHu3aluy  JEJIONPOU3BOAUTENb TMOJAPA3ACICHUS B IEPUOJ IPOBEICHUS
JTUKBUAAIMOHHBIX MEPONPUSATUI (HOPMUPYET BCE UMEIOIIUECS IOKYMEHTHI B JIeNa,
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O(l)OpMJ'IHeT Acla U nepeaacT Ux B apXWB OpraHu3aliny, HEC3aBHUCHUMO OT CPOKOB
XpaHCHHA. Hepez[aqa ACJI OCYIICCTBIIACTCA IO OITUCAM ACJI U HOMCHKIIATYPC JCJI.

9.2. OT60p MOKYMEHTOB K YHHYTOXCHHUIO

OTOOp JOKYMEHTOB K YHHUYTOXEHHIO 3a COOTBETCTBYIOUIUWA TEPUOA H
COCTaBJICHHWE aKTa O BBIJICICHUH K YHUYTOXKEHHUIO JOKYMEHTOB, HE MOJJIEKAIIUX
XxpaHeHuio (mpuwiokeHne 18), MPOM3BOIATCS TOCIHE COCTABICHHUS OIMUCEH e
MOCTOSTHHOTO XpaHEHUs M M0 JIMYHOMY COCTaBy 3a JTOT ke mnepuoi. /[ena
BKJIIOYAIOTCSI B aKT O BBIJICICHUH K YHUUYTOXKCHUIO JOKYMEHTOB, HE MOJICKAIINUX
XpaHEHUIO, €CIU MPEAYCMOTPEHHBIM I HUX CPOK XpaHEHHUs UCTEK K 1 sHBaps
rojia, B KOTOPOM cocTaBieH akT. Hampumep, 3akonuennasie B 2015 roay aena c¢ 3-
JETHUM CPOKOM XpaHEHUs, MOTYT OBITh BKJIIOUEHBI B aKT, KOTOpBIH Oyner
cocrtaBiieH He paHee 1 saBaps 2019 roxa.

HckntoueHre coCTaBisiOT TOKYMEHTBI BPEMEHHOTO CpOKa XpPAHEHUs, B CPOKE
XpaHeHusi KOTophiX OTcyTcTByeT mnomerka 'OIIK". Jlema c¢ ormerkoi "OIIIK"
MOJJICKAT TOJMCTHOMY TIPOCMOTPY B  UEISAX  BBISABJICHUS  JIOKYMEHTOB,
MOJISKAIIUX MMOCTOSHHOMY XpaHEHUI0. BhISIBICHHBIE B TaKUX Jenax JOKYMEHTHI
MOCTOSTHHOTO XPAaHEHUsSl BBIJICTSAIOTCA U MPUCOCAUHSIOTCS K OJHOPOJHBIM Jeiam
i (GOPMUPYIOTCA B CAMOCTOSITEIbHBIE JIeJIa.

OcranbHble JOKYMEHTHI Jena ¢ otMmetrkoil "OIIK" BkitouaroTcs B akT, Opu
stom ormeTka "OIIK" B akTe He yka3bIBaeTcs.

OTO6Op MTOKYMEHTOB M JKCIIEpTH3a IEHHOCTU JOKYMEHTOB OCYIIECTBIISIFOTCS
CTPYKTYpPHBIMH  TOAPA3IACICHUSMH  CaMOCTOSATENIbHO  MOJI  METOJAMYECKUM
PYKOBOJICTBOM CIIEIIMATNCTA, OTBETCTBEHHOTO 3a apXUB.

OTOOp MOKYMEHTOB K YHHUYTOXXEHUIO TMPOBOJMUTCS HAa OCHOBAaHUU
COOTBETCTBYIOIIMX THUIOBBIX TE€pPEYHEH JIOKYMEHTOB C YKa3aHHUEM CpPOKOB
XpaHEHUSI U HOMEHKJIATYPhI JeN MyTEeM MOJIUCTHOTO MPOCMOTpA.

AKT O BBIICJICHUH K YHUUTOXEHUIO IOKYMEHTOB, HE MOJICKAIINX XPAHEHUIO,
MPEACTABISAETCS Ha pACCMOTPEHHE U coriacoBanre DK 0JHOBPEMEHHO C OMUCAMU
JIeJ1 IOCTOSIHHOTO XPaHEeHUS U 110 JIMYHOMY COCTaBY.

AKT O BBIICJICHUH K YHUUYTOXEHUIO IOKYMEHTOB, HE MOAJICKAIINX XPAHEHUIO,
YTBEPXKIACTCS  PYKOBOJMTEIEM oOpraHu3amuud mnocie yrBepxkaeHus OIIK
apXMBHOTO YYPEXKACHUS, TOCYJapCTBEHHOTO WM MYHHUIUINAIBHOTO apXuBa B
COOTBETCTBUM C MPEJOCTABICHHBIMM €My IOJHOMOYHUSAMHM OMNHUCEH  Jen
MOCTOSIHHOTO XPaHEHUSI U COTJIACOBAHUS OMUCEH el MO JIUYHOMY COCTaBy, MOCIE
Yero Jieja, BhIJCICHHBIC MO aKTy K YHUUTOKEHHUIO, MOTYT ObITh YHUYTOKEHBI.

[locne yTBepKIE€HHS CBOJHOIO aKTa O BBIACICHUU K YHUUYTOXECHUIO
JOKYMEHTOB, HE TOMJEXKAIIUX XPAHEHUIO, JOKYMEHTbl  YHHUUYTOXKAIOTCS
CTPYKTYPHBIMH TOJpa3JeICHUSIMU WIH LIEHTpaJn30BaHHO. Jlena, mojexaliue
YHHUYTOXKEHUIO, TepeNaroTcss Ha IepepaboTky (yTWIM3aIUio) 10 IPHEMO-
CIATOYHOM HAKJIAJHOM.

[locne yHUUYTOXKEHUS TOKYMEHTOB CHEIMAIMCTOM, OTBETCTBEHHBIM 32 apXUB,
JIeNaeTcsl 3alUCh 00 3TOM B aKT€ O BBIJICICHUU K YHHUUTOKEHHUIO JOKYMEHTOB, HE
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MOJJICKAIIUX XPAHEHUIO, B HOMEHKJAType eI 3a COOTBETCTBYIOUIUMW TOJ
MPOCTABISIOTCS OTMETKH, 3aBepsieMble NOANHChI0 craeruaiucta CiaykObl
JIEIIONPOU3BOJICTBA, U TATONU:

"Vanuroxeno. Cm. akt N oT . Ilopmuch, UWHUIKAAIHI,
bamums”

AKTBl O BBIACICHUM K YHUYTOXEHHUIO JIOKYMEHTOB, HE NOMJICKAIIUX
XpaHEHHIO, XPAHATCS ITIOCTOSHHO B Jiefie PoH/a.

10. OnepaTuBHOE UCTIOIB30BAaHUE APXUBHBIX TOKYMEHTOB

CoTpyIHHUKHA OpPraHOB MECTHOTO CaMOYNPAaBJICHHUS B LENSAX HCIOJHEHUA
CBOUX JOJKHOCTHBIX 00SI3aHHOCTEH JOMYyCKalOTCs K paboTe ¢ apXUBHBIMU JIeJIaMU
Y JTOKYMEHTAMU, HAXOASAIIUMUCS B apPXUBE.

ApxuBHBIE Jlela TMPEJOCTAaBISAIOTCS JUIsl  HUCIOJb30BaHUs B paboTe
COTPYIHMKAM TOJBKO TOrO CTPYKTYPHOI'O TMOJpAa3AECICHUs, U3 KOTOPOro
JIOKYMEHTHI paHee ObLIM Mepe/iaHbl Ha apXuBHOE XpaHeHue. COTpyaHUKaM JIpyTrux
CTPYKTYPHBIX TOJPA3ACICHAN apXWBHBIE JI€JIa MPEIOCTABISIOTCS TOJIBKO C
pa3peleHusi pyKOBOJIUTEINSI HA OCHOBAaHUU 0OOCHOBAHHBIX 3aMIPOCOB.

Jlena, MOKyMEHTHI BBIIAIOTCA BO BPEMEHHOE IIOJIb30BaHHE pPaOOTHUKAM
OpraHu3alMy Ha CPOK He Oosiee OJHOTO MECHIIA.

['ocynmapcTBeHHBIM opraHaMm (CyJneOHBIM, MPaBOOXPAaHUTEIBLHBIM, OpraHaM
rOCYJJapCTBEHHOTO KOHTPOJII ¥ Haa30pa) Jeja H OTICIbHBIC JOKYMCHTHI
BBIJIAIOTCSI HA OCHOBAHUY UX MMUCBMEHHBIX 3aIIPOCOB C PA3PEIICHUS PYKOBOIUTENS
OpraHu3aly WA UHOTO YIOJIHOMOUYEHHOTO UM JIMIA, 0 aKTaM Ha CpOK He Ooiiee
IECTH MECSILEB.

[Ipyu HE0OXOAMMOCTH CPOK UCIIOIB30BAHUSI JOKYMEHTOB MOXET ObITh
MPOJJIEH.

Boinaua gen u3 apxuBa (UKCUPYETCS B KHUTE BbIAYU JE.

Ha BbImaHHOE [€710 3aBOJMTCS KapTa-3aMECTUTEIb, MOMENIaeMasi Ha MECTO
BBIJIAHHOTO Jena. B Hel yka3pIBalOTCs MHAEKC JIeJIa, AaTa €ro BblJadyd, KOMY JEJ0
BBIJIJAHO, JlaTa €ro BO3BpallEHHUs, MPEIyCMAaTPUBAIOTCA Tpadbl IJs MOANUCENH B
MOJyYEHUHN U MIPUEME JIEIIA.

Ha wmecTto W3BATOrO MNONJMMHHHMKA JOKyMeHTa palboTHUK  CiiyxObl
JEJONPOU3BOICTBA WJIN JIEJIONPOU3BOAUTEND MOAPA3AECICHNS BKIIAIBIBAET B JIEIIO0
JIACT-3aMECTUTENb C YKa3aHUEM, KOT/1a, KOMY M Ha KaKOW CPOK BBLIAH JOKYMEHT U
MOAIUACSAMHA B TNOJy4YeHHMM M npueme nena. [lpm 3ToM B 1eino momemaercs
3aBEpEHHAs KOIUs JOKYMEHTA.

[Tocne pemienust Borpoca, JUII PaCCMOTPEHHS KOTOPOTo Jiena (ITOKYMEHTHI)
M3BIMAJIMCh IO 3alpOCaM TOCYJapCTBEHHBIX OPraHOB, MOJIMHHHUKHA JTOKYMEHTOB
JOJIKHBI OBITh BO3BPAILIEHBI B OPTaHU3AIMIO U IOMEILIECHBI B JIETIO.

CoTpyIHHUKHA B COOTBETCTBUM C JCHCTBYIOIIUM 3aKOHOJATEIBCTBOM HECYT
OTBETCTBEHHOCTh 3a COXPAHHOCTH IOJYYEHHBIX APXMUBHBIX €I U JOKYMEHTOB U
UCIIOIb30BaHuE WH(OpMannM, cojepxanieiicas B HUX. M3bsAiTHE JOKYMEHTOB W3
JeJ, nepeaada apXuMBHBIX JOKYMEHTOB WM HMX KOIMHUM COTPYAHUKAM JPYTHUX
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OpraHu3alui 3arpenaeTcs.

[Ipu pabGoTe ¢ apXMBHBIMU JOKYMEHTAMU HE pPa3pelIacTcs BHOCUTH B HHX
MOMPaBKH, JAeJIaTh NOMETKH, pab0TaTh C HUMH BHE CITY>KEOHBIX MOMEIICHUH.

[TognMHHUKH MTPABOBBIX aKTOB, MPOTOKOJIOB 3aCEAAHUIN KOOPIUHAIIMOHHBIX U
COBELIATEIbHBIX OpPraHoOB, COTJIAIIEHUM W JOKYMEHThl K HUM U3 apXuBa HE
BBIJIAIOTCSL.

O3HakoMJIEHHE COTPYAHUKOB MOJIPa3/IeICHU C apXUBHBIMHU JOKYMEHTAMU U
JenaMM, UMerIMUMH rpud "l caykeOHOro mojab30BaHUs , OCYIIECTBIISIETCS B
COOTBETCTBUHM C TpeOOBaHUSIMU HacTosEed MHCTpyKIuu.

N3bsatne (BbIEMKa) JIOKYMEHTOB, OOpa30BaBIIMXCS B  JCSITEILHOCTH
OpraHu3alyy, TPOU3BOJAUTCI B COOTBETCTBHM C 3aKOHOJATEILCTBOM Poccuiickon
denepanu.

N3bsiTie (BbhieMKa) JOKYMEHTOB MPOM3BOJMTCS HAa OCHOBAHWUHU MUCHMEHHOTO
pacriopsbkeHuss  (IIOCTAHOBJICHWS) COOTBETCTBYIOIIETO  OpraHa BJacTH C
pa3pellieHusl pyKOBOJUTENS OPraHU3alMU WM UHOTO YIIOJHOMOYEHHOTO UM JIUIA
C U3BEIICHUEM PYKOBOJUTENS MOAPA3ACICHHUs, TOKYMEHTbI KOTOPOTO U3BIMAIOTCS.

®akT u3bATHS (BBHIEMKH) JOKYMEHTOB (UKCHPYETCS B MPOTOKOJie (aKTe)
U3bATUS (BBICMKH) JOKYMEHTOB, KOTOPBIH COCTABJIICTCS HE MCHEE YeM B JIBYX
DK3EMIUIApaX U  MOANUCHIBACTCS  YINOJHOMOYEHHBIMU  MPEACTABUTEIIAMU
OpraHu3alMiid M COOTBETCTBYIOIIETO TOCYJIapCTBEHHOro oprana. K mpotokomy
(akTy) mpuaraeTcs onuch (peecTp) U3bATHIX JOKYMEHTOB (J1e7).

[Ipy U3BATHM MOJIMHHUKOB JOKYMEHTOB B JIEJO IMOMEIIAETCs] 3aBEpEHHAs
KONUSI JIOKyMEHTa, Ha OO0OpOTE€ KOTOPOM YKa3bIBAE€TCS OCHOBAHHE W3BATUS
MOJJIMHHUKA, CPOK BO3BpaTa, JaTa W MOANUCH paOOTHUKA, OTBETCTBEHHOTO 3a
dhopMHUpOBaHUE W/WIW XpaHEHHUE Jea.

[TonnmMHHUK NOKYMEHTA, U3BATHIM U3 JI€JIa Ha OCHOBE COOTBETCTBYIOLIETO
pelieHus, mociie pacCCMOTPEHHSI U PEILIEHUsI BOIIPOCa, BO3BpAIlaeTcsl B JEJ0, NpH
ATOM KOIIUs, IOMEIIIEHHAs B JIeJI0 BMECTO MOJIMHHUKA, U3bIMACTCS.

10. UcnoJiHeH e 3aMPOCOB rPaKJAaH U OPraHu3anui

Opran MeCTHOrO CaMOYIIPaBJICHUS JIOJDKEH pPAcCMAaTpUBaTh U MCIIOJHATH
3ampocChl TPaKJaH U OpraHU3allii, NOCTYNUBIINE B TUCbMEHHOHN (hopMme.

3ampoc, TNOCTYNMBIIMM B  OpraH  MECTHOIO  CaMOYyHIpaBJICHHS,
paccMaTpuUBaEeTCd B COOTBETCTBUU C TPEOOBAHUSIMHU 3aKOHOAATEIBHBIX M HMHBIX
HOPMAaTUBHBIX IIPaBOBBIX AaKTOB MO paboTe ¢ OOpallleHUusIMH TpaxiaH U
MIPEIOCTABIICHUIO TOCYIaPCTBCHHBIX (MYHHIIUITATBHBIX) YCIIYT.

ApXUBHBIE CHpPABKH, ApXWBHBIE KONMUU W APXUBHBIC BBIIACKA TOTOBSTCA
OTBETCTBEHHBIMU  CHEUUAIMCTAMU B  COOTBETCTBUM C  TpPeOOBaHUSMHU
3aKOHO/ATENbHBIX U MHBIX HOPMATUBHBIX MPABOBBIX aKTOB 00 apXWBHOM Jejie Ha
OCHOBAaHUU JOKYMEHTOB, XPaHSIIUXCS B apXUBE.

Konuy apXwBHBIX JTOKYMEHTOB, BBIIMCKM W3 HHUX, a TAaKXK€ apXUBHbBIC
CIIpaBKH, HEOOXOAUMBIE ISl PEIICHUSI BOMPOCOB, KACAIOIIMXCS MPaB U 3aKOHHBIX
MHTEPECOB TPaAXJIaH H  OpraHu3aldii, MPEIOCTABISAIOTCA TpaXxkAaHaMm W



opraHu3anuiaM 110 UX IMCbMCHHLBIM 3aIIpoCaM.
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[MpunoxeHne Ne 1
K HCTpyKumn no
Aenonpon3BoacTBY
AomMmunHuctpauum  CamapcKoro
cenbcoBeTa JIOKTEBCKOro
panoHa

AOMUHNCTPALNA CAMAPCKOI'O CEJIbCOBETA
NTOKTEBCKOIO PAMOHA ANTANCKOIO KPASA

NMOCTAHOBJIEHUE

c.Camapka

3aroJI0BOK MOCTAHOBJICHUA

KoHcTaTupylowaa 4yactb (uM3naraloTcs MNpUYUHBL U OCHOBaHUSA
NPUHATUS NOCTAHOBMNEHNSA)

MOCTAHOBIJIAIO:

MocTaHoBnsOLWaa 4YacTb (HeceT OCHOBHYH CMbICITOBYHO Harpysky).
[MyHKTBI  MOCTAHOBNEHUS OOSMKHbl  OblTb  KOHKPETHbIMU,  TOYHbIMMU,
lopuanyeckn u rpaMmmaTmyeckm ©GesynpedHbiMu. YKasblBalOTCS CPOKU
NCNOSTHEHNSA OTAENbHbIX MYHKTOB M JOKYMEHTa B LieNnoM, HeobXoaAUMOCTb
pasmeweHns B CMW, OOmMKHOCTHOe Invuo, Ha KOTOPOE BO3faraercs
KOHTPOIb.

I'maBa cenbpcoBera JIMYHAs MOOIINCH
N.O0.®amunusa
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Ob6paseL, nocTaHOBMNEHUS
[MpunoxeHne Ne2
K HCTpyKumn no
AEenonpon3BoaCTBY
AomMunHuctpauumn  Camapckoro
cenbcoBeTa JIoKTeBCKOro
panoHa

AOMUHNCTPALNA CAMAPCKOI'O CEJIbCOBETA
NTOKTEBCKOIO PAMOHA ANTANCKOIO KPASA

PACMNOPAXEHUE

c.Camapka
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Ob6paseLl pacnopsiKeHus

[MpunoxeHue 3
K HCTpyKUmMmn no
Aenonpon3BoacTBY
AomMmunHuctpauumn  Camapckoro
cenbcoBeTa JIOKTEBCKOro
panoHa

AOMUHUCTPALUA
CAMAPCKOI'O CEJIbCOBETA
NIOKTEBCKOIo PAUOHA
ANTANCKOIO KPAS

658412 c. Camapka, yn.
LleHTpanbHas, 69
TenedoH, dakc: 8(385-86)-2-86- Anpecat
43
E-mail: 658412samarka-
selo@mail.ru

« 30 »
07 2018 .

32

Ha Ne

YBaxaembln Mg OtyecTBo!

TekcTt nucbma



I'maBa cenbcoBeTa
N.O.®amunug

O6paszer mucprMa
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JJU4YHas IOAIINCH

MpunoxeHwne 4
K HCTpyKUumMn no
Aenonpon3BoacTBY
AOMUHUCTpaUunmn Camapckoro
cenbcoBeTa JIOKTEBCKOro
panoHa

MpunoxeHue 1

K NOCTaHOBNEHUIO
AomuHnctpauum  Camapckoro
cenbcoBeTa

oT

Ne

COCTAB
KOMMUCCUN MO .......
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Busa npocrtaBnsetca Ha OBOPOTHOM CTOpPOHE nocrnegHero nucra
NPUITOXXEHUSA B HWXKHEW €ero 4actu OT Kpas J1IeBOro nosid v BKYaeT
OOSHKHOCTb BU3UPYIOLLEro MpUIioXKeHne K npaBOBOMY akTy, MNoAMUCb U
pacwucpoBky nognucu  (MHUUMansl UM daMunui), a Takke garty
BU3NPOBaHUA.

MpunoxeHne Ne 5
K HCTpyKumMmn no
Aenonpon3BoacTBY
AomMunHuctpauumn  Camapckoro
cenbcoBeTa JIOKTEBCKOro
panoHa

COI'MACOBAHO
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[(maBa AoMUHUCTpaUMn

cenbcoBeTa N.0.Pa
MWUNns

Hpyrvue pykoBoguTenu opraHmsauun,

3anHTepecoBaHHbI€ B NOAroToBKE JOKYMEHTA

(ykasblBaeTcs nosiHoe HanMeHoBaHue
OOJTDKHOCTN) N.0.0da
MU
(ykasblBaeTcH nosiHoe HanMeHoBaHue N.0.0a
OOJDKHOCTN) MU
(ykasbiBaeTcH nosiHoe HanMeHOBaHue N.0.da
OOJDKHOCTN) MU
Cnncok Ha pacCbUIKy:
1..... - 1 3kas.
2. Gammnua UN.0O. nuua, Ha KOTOPOro BO3FOXEH -1
KOHTPOmNb -1
3. KomuteTbl (Ha3BaHue) -1
4. CMU (B cniyyae HeobxoanmMocCTH)
NToro: - 4 3k3.

[NMpencenatens kKomuteTa
(nonHoe HasBaHwue) NMUYHas Noanuchb
N.O.damunus

N.O.Pamununa ncnonHutTens
HomMmep TenedoHa
aaTta UCMonHeHus

Ob6paseL nucTa cornacoBaHusi MPaBOBOro akTa

[MpynoxeHune Ne 6
K HCTpyKumnmn
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ITPOTOKOJI
No
(mara) (HOoMep 3acemanus)
3acenaHus pabouei IPYIIIBI
(HauMeHOBaHUE KOJUIETHAIIBHOT O

oprana — komuccuu, CoBeta u T.JI.)

IIpeacenarens — ®amunusa 1.0.

Cekperapp — @amunus 1.0.

[TpucyTcTBOBaNM: _ 4eJOBEK (CIHUCOK MPHIIAraeTcs)

(baMuniuu W UHULNMANBl MPUCYTCTBYIONIUX B  al(paBUTHOM TOpSAKE, C
YKa3aHUEM JIOJLDKHOCTH, €CJIM  KOJIMYECTBO MPUCYTCTByrOmmMx Oonee 15,
yKa3bIBaeTCsI 001IIee KOJIMUECTBO, & K TPOTOKOJTY MPHIIAraeTCs CITUCOK)

I[NOBECTKA JJHA:
1.06...........eeveeen ... (TeMa moKITaza, OTYETA, COOOIICHHS).
JIOKITAZIBIBACT  evvrnvneneanniee e ennanenen e ®damumuss U.O.  (ykaspiBaetcs

HAaUMCHOBAHHUEC OOJZKHOCTH, (baMI/IJ'H/II/I Hn HWHHIOHAJIbI I[OKJ'IaI[‘II/IKa)

1. CJOIYITAJIN: ®amumus N.O. — TeKCT nokiIaaa mpuiiaraeTcs.

BBICTYIIAJINA:
@amuus U.0O. — kpaTkas 3aMKHCh BBICTYIUICHUS.

PEIINJIN:

(Yka3pIBaeTcsl MPHUHITOE Ha 3acelaHWH padodei TpYIIbl pElIeHHue, CPOKH €ro
UCTIOJTHCHHS)

IIpencenarens JINYHAs! MOAINACH N.O0.®amunus
(mpeacenaTebCTBYOIIHI)

Cekpetapb JINYHAs! MOAIUCH N.O0.®amunus

Obpasey npoTokona
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MpunoxeHue 7
K HCTpyKumn

BBIITNCKA 13 ITPOTOKOJIA

« » r. Ne

3acemanue pabouedl Tpynmsl IO

opraHmu3alnuvu npcaoCTaBICHUA
FOCYI[apCTBCHHBIX J51 MYHI/II_II/IHEUIBHBIX
yeyr

IIpencenarens — ®amunusa 1.0.
Cekpetrapp — @amunus 1.0.
[TpucyrcTBoBanu: 18 denoBek (CrMCOK MpUiIaraeTcs)

ITIOBECTKA JIHA:
1.OO v (Tema mokianma, oT4E€Ta, COOOIICHUS).
JATS) (%) £: 91 ®damumus .0, (yka3piBaeTcsl HaMMEHOBAaHUE

JIOJKHOCTH, (DaMHUIHHM M MHUIHAIIEI JOKJIaIUNKa)
2.0 .....cciiiiiiiii i e (Tema mokiaga, oTyeTa, COOOIICHHMS).

JATS) 29 £: 91 ®damumus .0, (yka3piBaeTcsl HaUMCHOBAaHUE
JIOJKHOCTH, (DaMMIIMK U UHUIMAIBI JOKJIaIUnKa)

2. CJIYIIOAJIMA:

BBICTVYIINJIN:

PEIINJIN:

IIpencenarens JINYHAs MOAIUACH N.O0.®amunms
Cekpetaphb JINYHAs MOAIUCH N.O0.®amunus
Bepno

CekpeTaphb JINYHAs MOAINACH N.O0.®amunus
(mara)

O6pa3seLl BbINUCKM U3 NPOTOKONa
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MpunoxeHune No 8
K IHCTpYKUUHK

OTAEN AENOMPOM3BOACTBA

OOKNAAHAA 3AMUCKA Oupektopy ®BY "HNL, ..."
damunma U.0.

10 okTA6pn N 35

2017 .

O6 yBennYeHUn WTaTHOM
YMCNEHHOCTU NoApa3aeneHumn

Yeaxkaembit Uma OTtyecTsol!

B cBA3M CO 3HauMTeNbHbIM YyBeAMYeHMEM ob6bemoB o0b6pabaTbiBaeMol
KoppecnoHAeHUMKN, NoCTynatoLwei B CBA3N C ....

npouwy Bac n3blicKaTb BO3MOXHOCTb YBE/IMYUTb LITATHYHO YUC/IEHHOCTb OTAENa Ha
OZIHY IONXHOCTb CNeuManmcTa 2- KaTeropum.

C yBarkeHunem,

3aB. oTAE/IOM Mognuco N.0. Pamunna

Ob6paseu goknagHoW 3annckm
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MpunoxeHne Ne 9
K IHCTpYKUUHK
pekomeHAayemblit obpasel,

Komy: PykoBoautensm ynpaBneHum n otaenos
OT1. ®amunumsa N.0., pykoBoanTenb aAMUHUCTPATUBHO-XO3ANCTBEHHOWN CNYKObI
[ata: 17 anpens 2017 r.
Tema: Nopgaya 3aABOK Ha aBTOTPAHCMNOPT
CNYXEBHAA 3AMNCKA

B uenax nosbiweHUA 3OPEKTUBHOCTM WCMOAb30BAHMA U COKpaALLEHUA
NMPOCTOEB  aBTOTPAHCMOPTHbIX CPeACTB  LEHTpa Npowy pPyKoBOAUTENEMN

noApasaeneHnin NnoJaBatb 3afBKM Ha aBTOTPAHCMOPTHbIE CPeAcTBa He nosgHee
15:00 gHA, npeawecTByOLLEro NOe3akKe.

PykoBoanTtenb aaMMUHUCTPATUBHO-
X03AMNCTBEHHOM CNYXKObI N.0. Pamununa
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Ob6paseu cnyxebHon 3anncku

Mpunoxkenune NelO
K IHCTpYKUUHK
pekomeHAayemblit obpasel,

HanmeHoBaHUWe opraHa

depnepanbHoe 6loaKETHOE
yypexxaeHue
"HAYYHO-UCCNEOOBATENLCKUN
LEHTP
"HAMMEHOBAHWE OPTAHU3ALIMN"

(®BY "HUL, ...")
AKT
05.08.2017 N 5

MocKBa

NPOBEPKM TEXHMYECKOTO COCTOAHMUS
OPIrTEXHUKMU

OcHoBaHue: npukas PBY "HUL ..." ot 30.07.2017 N 89 "O nposepke
TEXHUYECKOTO COCTOSIHUS OPrTEXHUKM, MCNoNb3yemomn oTAENOM
AenonpoussoacTsea’.

CoctaBneH. 3aM. HayanbHUKA WHPOPMALMOHHO-TEXHUYECKOro oTaena
dammnma  WN.0.; HaYanbHUKOM aAMUHUCTPATUBHO-XO3ANCTBEHHOM  CAYXKObI
®amunuma N.0., 3aB. otaenom genonpounssoacrsa Pamununa N.0.

B xo4e nNpoBepKM TEXHUYECKOro COCTOAHUA  OPITEXHUKU  OTAena
nenonpounssoacTtea, nposeaeHHol 04.08.2017, yctaHoOBANEHO ...

MpoBepPKON NpU3HaHbl HENPUTOAHbIMM ANA SKCNAYaTaLMUM.

MNoanunce n.0. Damunnuna
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Moanuce n.0. Damunnuna

MNoanuce n.0. Damunnuna

[MpunoxeHue 11
K HCTpyKUMn

HanmeHoBaHue
opraHa MeCTHOro
camoynpaBrieHus
HOMEHKIJIATYPA JIEJI YTBEPX[OAIO
PykoBoguTtenb opraHa
MECTHOro camoynpasJieHUs
(non mmcb
MNCb) poBKa
nognucu)
a rog aTa
7 3arosioBoK ferna Kon Cpok Mpym
HOEKC nye- XpaHEHUA N eyaHune
a ctB| Ne crtatbu
ena o gen rno
NepeyHo
1 2 3 4 5

HasBaHue pasgena

HanmeHoBaHne OOMKHOCTH

cocTaBuTend

(noanuchb) (pacwudpoBka nognmcu)
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COIMACOBAHO COIMACOBAHO
[MpoTokon 3K oTOen no genamMm apxueoB
opraHa MecCTHOro AOMUHUCTpaLUUK JlokTeBcKkoro
camoynpaBrieHusd panoHa AnTanckoro kpas
oT oT
No
Iloanuce N.O.Oamums

O6paseL, HoMeHKNaTypbl Aen

[MpynoxeHue 12
K HCTpyKumnmn

NToroBas 3anncb o KaTeropudax n Kkomnnvyecrtse gers, 3aBeieHHbIX B

_____roay
B

(HaumeHoBaHMe opraHa MeCcTHOro caMmoyrnpaBneHns)

Mo cpokam xpaHeHus Bce B ToMm yuncne:
ro nepex c
oasLWmMX OTMETKOMN
«3MK>»
1 2 3 4
[TOCTOAHHOrO
BpemeHHoro (cBbiwe 10
ner)
BpemeHHoro
(8o 10 net BKMHYUTENBHO)
NTOIO:
HanmeHoBaHue
AOIMKHOCTHN
(noanuce) (pacwudpoBka

nognucu)
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JaTta

HtoroBeie CBCACHMA IICPCAaHbI

B apXuB.
HavmeHoBaHve
AOJTHKHOCTH
crneynanucta,oTBETCTBEHHO
ro 3a apxvs
(mnoanuce) (pacwudpoBka
nognucu)
JlaTa

O6pasel UTOroBowm 3annucu O KoNM4YecTBe 3aBedEeHHbIX Aen

MpunoxeHune 13
K HCTpyKUMn

OpraHbl NpeacTaBUTENbHON U UCNOSTHUTENBLHOM
Bnactn Camapckoro cefibcoBeTa
JlokteBckoro panoHa Antanckoro kpas, c. Camapka

02. AgMuHUCTpaums cenbcoBeTa
02/4. Byxrantepckun y4et
OTYETHOCTb

A E J1 O Ne 02/4-06

I'ogoBeIe PaCHUCThI ITO HAYMUCIICHHBIM U YIUIAYCHHBIM CTPAaXOBbBIM B3HOCAM
Ha 00s3aTeNIbHOC. TIEHCUOHHOE CTpaxOBaHHC,



COLIMAJIbPHOC CTPpaxXOBaHHC

2013r.

Hauato: 10 aHBapsa 2018 r.

OKOHY€EHO:
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XpaHUTb: NOCTOAHHO

O6pasel 0opMIIEHNSA TUTYNBHOrO NINCTa HOMEHKNATYPHOro aena

MpunoxeHne 14

NHCTpyKUnm

JIMCT-3ABEPUTEJIb IEJIA N

B nmene moammro M mpOHYMEpPOBAHO

K

JIMCTOB
(mudpamu 1 TPOIUCHIO)

c N mo N

qHCIIe:

JUTEPHBIC HOMeEpa

MPONYIIEHHbIE HOMEPA JIUCTOB

+ JIMCTOB BHYTPEHHEN ONUCH

, B TOM

JIUCTOB

OCoBEeHHOCT  (hM3NHECKOrO | Homepa nucros




7

COCTOSIHWUSI 1 POPMUPOBAHUSA aena

1

HaumenoBanmne n10mKHOCTH
COTPYAHUKA CTPYKTYPHOTO

nogpasgerieHnsd, cCoctaBmBLUEro

MTOroByro 3arnmcb

HaTta [Mognucek (®.1.0))
dopma nucrta-3aBeputena gena
[MpunoxeHue 15
K
NHCTpyKUnm
BHYTPEHHAA ONMUCb
AoKymeHTOoB Aena N
N n/n | PeructpauuoH [ata 3aronoBokK Homepa Mpumeua
HbIM MHOEKC |OOKYMEeHTa| OOKYMEHTa | JIMCTOB Aena Hue

AOKYMEHTa
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1 2 3 4 3) 6
Hroro JIOKYMEHTOB.
(muppamut 1 IPOITUCHIO)
KonnuectBo JIMCTOB BHYTPEHHEN OIIUCH

(udpamut 1 IPOITUCHIO)

HaumeHnoBaHue qOJKHOCTH
COTPYAHUKA CTPYKTYPHOTO
nogpasagerieHnsd, cCoctaBmBLUEro
BHYTPEHHIOIO OIUCh
AOKYMEHTOB aena

HaTta Mognucek (©.1.0))

®opma BHYTPEHHEN ONUCKU AOKYMEHTOB A€eNa

[MpunoxeHue 16
K HCTpyKumnmn

HaumenoBanue oprana YTBEPXXOAHRO
MECTHOT'O CaMOYIIPaBJICHUS PykoBogutens
opraHa

MEeCTHOIo
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®onp No camoynpasneHuns
(mo (pacwud
ANUCb) pOBKa Noanuciu)
dat
a
OITIACDB Ne
J€J1 TIOCTOSTHHOTO XPaHECHUS
3a roj
Ne | Hupekc 3aroJioBOK Kpaitnue | KommuectBo | IIpumeua-
n/m nena nena JIaThI JIUCTOB HUE
1 2 3 4 5 6

Hazpanwue paznena

B JTAHHBIN pasuen onucu BHECEHO
ISU
(uudpaMu 1 IPOIMHKCHIO)
¢ Ne mo Ne , B TOM 4HCJIEC.
JUTEPHBIC HOMeEpa.:

IPOIMYIICHHBIC HOMEpA.

HanmeHoBaHue
JOJMKHOCTM cocTaBuUTens
onucu

(mnoanuce) (pacwudpoBka nognucm)
aaTta

COI'NTACOBAHO
[TpoTokon DK
Oopraia Me€CTHOTO
CaMOYIIpaBJICHUSA

OT No

<Dopma onncu gen NnoCToAHHOro XpaHeHuA
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MpunoxeHwne 17
K HCTpyKumnmn

HaumenoBanue oprana YTBEPXXOAHRO
MECTHOT'O CaMOYIIPaBJICHUS PykoBogutens
opraHa
MEeCTHOIo
®onp No camoynpasieHuns
(no (pacwud
ANUCb) poBKa Noanuciu)
Hat
a
OIINCDH Ne
JIeN TI0 INYHOMY COCTaBy
3a rojt
No | Hupekc 3aroJIoBOK Cpok Kpaitnue | KommuectBo | IIpumeua-
n/m nena nena XpaHEeHUs JIaThI JIUCTOB HUE
1 2 3 4 9) 6 /
B JTAHHBIN pasnen onucu BHECEHO
AL,
(uudpaMu 1 IPOMHUCHIO)
c Ne o No , B TOM YHUCJIE!
JTUTEpHBIE HOMEpa!

IPOIMYIICHHBIC HOMEpA.

HanmeHoBaHue
JOJMKHOCTM cocTaBuUTens
onucu

gara

(mnoanuce)

(pacwmndpoBka nognucu)
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COI'NTACOBAHO COI'NTACOBAHO
[Iporokon DK Otaen no gemnam apxuBOB
OT No AnmvunucTpanuu JIOKTEBCKOro pailoHa

AnTanckoro kpagd
oT

dopma onmcu gen no IMYHOMY COCTaBy

MpunoxeHune 18

K
NHCTpyKUnm

HanmeHoBaHue
opraHa MEeCTHOro
camoynpasJieHNs

AKT YTBEPXOAKO

PykoBoautene opraHa
MECTHOro camoyrnpaBrieHns

0 BblaeneHnm K
YHUYTOXEHUIO (moan (pacwmd
apXUBHbIX AOKYMEHTOB, He UCb) pOBKa noanucw)

noanexatunx XpaHeHuo

arta

Ha ocHoBaHuu

(Ha33aHv|e M BbIXOAHbIE OAaHHbIE Nepe4vYHA JOKYMEHTOB

C yKa3aHMEM CPOKOB UX XpaHEHUS)
OTOOpPaHbl K YHUYTOXEHUIO KaK He MMelLlune Hay4YHO-UCTOPUYECKON
LEeHHOCTM W yTpaTuMBLUME MNpaKTU4Yeckoe 3HayeHue [OOKyMeHTbl poHaa
Ne

(HasBaHWe poHaa)

N 3aronoBok gena | fogbl | Homep Homep | Konunuecr Cpoku Mpume
n/n (rpynnosoi onucu €. Xp. |BO eA. Xp. | XPaHEHUA N | YaHue
3aro/IoBOK no onucu HoMepa
LLOKYMEHTOB) cTaTtel no
nepeyHio
1 2 3 4 5 6 7 8
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Z en.x
TOro p. 3a rogpl.
(umdppamun 1 nponuceio)

Onucu fAen MOCTOSHHOIO XpaHEHHs 3a roael  yrBepxkaeHsl OIIK
(BIIMK)
(HanmeHoBaHWe apXnBHOTO YYpeXXaeHUs)
(NnpoTokK
on ot Ne
HanmeHoBaHue
AOJTKHOCTHN nnua,

OTBETCTBEHHOIO 3a apxmB

(nognuchk) (pacwudposka nognucK)

COI'MACOBAHO
MpoTtokon 3K
opraHa MecTHOro camoynpasneHus

T
[OKyMeHTbI B
KonuyecTtee en. xp.:
- Ha  BymakHOM Kr
HOCUTEeNe BECOM CAaHbI
Ha YHUUTOXEHNE
(cnocob yHUYTOXEHMS)
- Ha 3MEeKTPOHHOM HOCUTEne caaHbl Ha
YHUYTOXEHME
(cnocob yHN4YTOXEHUS)
HanmeHoBaHue
AOIMKHOCTN paboTHuMKa,

cOoaBLUEro JOKYMEHTDI
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(nognuchk) (pacwudposka nognucu)

Jarta

dopma aKTa 0 BblAENEHUN K YHUUTOKEHUIO aPXUBHbIX JOKYMEHTOB,
He noAfeXKalux XpaHeHUo

MpunoxeHn
e 19
K HCTpyKumnmn

HAMUCAHVIE ]
OTAESbHbIX HAMMEHOBAHWW, CITOB M CIIOBOCOYETAHUN,
HAVIBOJEE YACTO YNOTPEBNAEMbIX B TEKCTE JOKYMEHTA

1. HazBaHusA 4OKYMEHTOB, KOTOpbIE MULIYTCS C NPOMUCHOM BYKBbI

C nponucHon 6ykebl nuwyTca: KoHcTutyums Poccuninckon denepaumn,
Heknapaums npaB M cBobog 4venoBeka W rpaxpgaHuHa, denepanbHbIn
KOHCTUTYLMOHHLIM 3aKOH (HasBaHue), defeparbHbli 3aKOH (HasBaHue),
depnepatmBHbIN forosop, 3akoH Poccunckon denepaunmn (HassaHue), Ykas
MpesngeHta Poccuinckon depepaunmn (HassaHume), lNocnanue lMNpesngeHTa
Poccuinckon  depepaunn  depepanbHomy CobpaHuio  Poccumnckon
depepaumm  (Hasanue), Kopgekc  Poccunckon  depgepauum 06
agMUHUCTPATUBHBIX NpaBoHapylweHnax. HasBaHuss OOKYMEHTOB BO
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MHOXXECTBEHHOM 4MUCMe MULWIYTCA CO CTPOYHOM OYKBbl: YKa3sbl, 3aKOHbI.
HasBaHus goKyMeHTOB ©e3 npedllecTBYOLWEro, CTOSAWEro BHe Ha3BaHUS
poOOoBOro crnoea (ycraB, MHCTPYKUMS U T.M.) NUWYTCA C NPONUCHON ByKBbI U
6e3 kaBblyek: [MpaBuna BHYTPEHHEro TpyaoBoro pacnopsgka, MHCTpykumsa
Nno 4enonpon3BoaCTBY, YCTaB.

2. HazBaHuMs JOKYMEHTOB, KOTOPbIE MULLYTCS CO CTPOYHOW OYKBbI

Co cTpoyHom OykBbl NUWYTCA: MOCTaHoBNeHWe [lpaBuTenbcTBa
Poccunckon Pepepaunn, pelleHue, MoCTaHOBMEHNE, pacnopsKeHune,
npuKas.

3. Obuiee npaBuno HanMcCaHUsa Ha3BaHW opraHM3aumn,
YacTen N oTAenoB opraHM3aunn

B HasBaHuax opraHusauun enuvHUYHOro Xapaktepa C MNpOrMCHOM
OykBbl MUWYTCA nMepBOe CrOoBO W BXOAsWME B COCTaB HasBaHUSA
cobcTBEHHbIE MMeHa: Poccuinckuin getckmn doHg, PoHg coumanbHou
nooaepXkku Hacenenusi, ®degepaumss nNpodcor3oB ANTaMCKoro Kpas,
Accounaumsi cubrpcknx n ganbHEBOCTOYHbIX FOPOAOB.

HasBaHua opraHusaumm HeeauHWYHOro Xapaktepa MuUWYTCA COo
CTpoyHOM OykBbl: GOPO oBMeHa >Xumnow nnowaan, nonuknuHuka Ne9
WHaycTpranbHoro pavoHa.

HasBaHua opraHu3aumm BO MHOXECTBEHHOM 4ucre nMUWYyTCa COo
CTpoyHOM BykBbI: BUPXK N 6aHku r.bapHayna.

4. CnoxHble Ha3BaHNA opraHmsaumin 1 MepornpuaTuNn,
Ha4YMHaLLNXCH
cnosamu locyaapcTBeHHbIN, Becepoccumncknin, LleHTpanbHbIn,
MexayHapoaHbI Ui NOPSAKOBbIMU YUCTIUTESTbHbIMU
(MepBbIn, Bropown u T.n.)

C nponucHon OykBbl nNUWeETCA nepBoe cnoBo: MexayHapoaHbIN
BbICTABOYHbIN LEHTp, bapHaynbCkui rocygapCTBEHHbLIM Nedarormyeckun
yHuBepcuteT, BTopas 3umMHAsa cnapTtaknaga LWKOMbHUKOB.

5. CnoxHble Ha3BaHUs opraHn3aunmn, HaunHaroumecs
C reorpadouyeckoro onpeaeneHus

MuwyTca ¢ nponucHon ByKBbI, ecnu 3TO onpedenieHne BXoauT B UX
cocTaB, U CO CTPOYHOW, ecnu reorpadumyeckoe onpenernieHme He BXoauT B
COCTaB Ha3BaHWs, a TONbKO yKa3blBaeT MecTOHaxoxaeHue: bapHaynbckas
ropoackasi permctpaumoHHas nanarta, Ho: 6apHaynbckoe npegnpuaTue
3A0 «MopecT».
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6. HasBaHua akageMumn, Hay4HO-UccnegoBaTenbCKUX
yuypexaoeHun, yuyebHblx 3aBegeHumn

B HasBaHMAX Hay4YHbIX YYpeXOeHUn un Yy4yebHbIX 3aBefeHun C
nponncHon BykBbl NULLETCHA NepBOe CrOBO, a Takke MMeHa COBCTBEHHbIE,
Bxoasiwme B HasBaHue: Poccuinckaa akagemua Hayk, IHCTUTYT soepHoun
dun3nkn Cmnbupckoro otaeneHna PoccuMinckon akagemMmn Hayk, AnTamnckum
rocyfapCTBeHHbI YHUBEPCUTET.

CpegHue y4yebHble 3aBedeHUs HeegUMHUYHOro xapaktepa (LWKOrbl,
TEXHUKYMbIl, Y4Mnuwia) nuwyTcs CO CTPOYHOM OyKBbl:  MeguumHCKoe
yumnuwe Nel, cpeaHasa obuweobpasoBatenbHas wkona Ne38.

7. HasBaHna cpeacts MaccoBouW MHpopMaumn, npeanpusaTmm
N ydpexageHnn KynbTypbl (TeaTpoB, My3eeB, NapkoB U T.1.)

C nponucHon BykBbl NULIETCHA TONbKO NEepBOE CMOBO U COBCTBEHHbIE
MMEHa, BXoasdwme B HasBaHue: napk «ConHeyHbln BeTep», «Poccumrckas
raseta.

eorpadhnyeckoe onpegeneHne B COCTaBe HasBaHUS MULIETCA C
NPOMUCHON OyKBbI: BapHaynbckun MONOAEXHbIN Lwoy-teatp
«Kanengockon». Ecnu reorpacduyeckoe onpegeneHne He BXOAUT B COCTaB
Ha3BaHWsl, TO OHO TMMWWETCA CO CTpoYHOM OykBbl: GapHaynbckas
onbnuoTeka.

Cnoa [sopeu 1 [lom, BXxogsiLLne B Ha3BaHUA yuYpexXneHUn KynbTypbl,
AMwyTCcs ¢ nponucHoun 6ykebl: [1Bopel KynbTypbl, [lom akTepa.

OTU Xe crnoBa NULIYTCHA CO CTPOYHOM BYKBbLI, ecrin ynoTpebnsatoTca Kak
HapuuaTesSibHble CYLLEeCTBUTENbHbIE, a TakkKe BO MHOXECTBEHHOM 4uCrie:
Aoma oTgbixa.

8. CokpalleHHble Ha3BaHUsl opraHu3auum

CokpalleHHble Ha3BaHUSA, COCTaBsfiEHHble U3 YacTeun CrnoB, NULLYTCA C
nponucHon OykBbl, ecnn 0603HaYalT y4ypexaoeHus eauHudHble (T.e.
CNnoBoCOYEeTaHME B MOMIHOM BMAE MNULWIETCA C nponMcHonm OykBbl), U CO
CTPOYHOW, €cnun cryxaT HauMmeHoBaHMAMK poaoBbiMu: [03HakK, 'ocayma,
FOCKOMUTET.

CokpalleHHble YCNoBHble HasBaHMA oOpraHu3auuMm nuwyTca C
NPONUCHON BYKBbI B KaBblYKaX M HE CKIMOHSKTCS, €ClN UM NPEeaLIEecTBYIOT
CnoBa, Takue KaK MPOEKTHbI WMHCTUTYT, KOMOMHAT W T.M.. NPOEKTHbIN
NHCTUTYT «AnTanrpaxgaHnpoekT», MYyHULUMUNanNbLHOEe YHUTapHoe
npeanpuaTne «ApXuMTeKTypa».

Mpn OTCYTCTBUM CHOB MPOEKTHbIM MHCTUTYT, KOMOWHAT M T.N. MUX
HanMeHOBaHUA nuwyTcsa oes KaBblYekK n CKITOHAKOTCS: B



86

AnTanrpaxgaHnpoekTte. CoKkpalleHHble CMeLlaHHble Ha3BaHUSA €QUHUNYHbIX
opraHmsaumn (CroXXHOCOKpaLlEHHble CnoBa B COYeTaHUM C OYKBEHHbIMU
abbpeBmatypamun) nuwyTcsa ¢ nponncHonm OykBbl, CrINTHO, 6e3 KaBblYek;
npnyem  OykBeHHble abbpeBumaTypbl, KOTOpble MNPUHATO  nNucaTtb
AponncHbIMM ByKBaMK, COXPaHSAKT HanucaHue Kak B Hadvane, Tak U B
cepeavHe UnNu B KOHLE COKpalleHHoro o6o3HaveHna: HNNcTporikepamuka,
LUHW3lMcenscTpon, M'vnpogopHNN.

9. MectonmeHus Bbl 1 Bam npu obpawieHmn Kk nuuam

Muwytca ¢ nponmncHon BykBbl Kak oopma BEXNUBOro obpalleHus K
OOHOMY NnuuUy B o(uumanbHbIX OTHOLUEHUSIX, JINYHbIX nMucbMax: [lpowy
Bac... (Coobwaem Bam...).

Mpn obpalleHnn K HECKOMbKUM fnyam 3T MECTOMMEHNS NULLYTCS CO
CTpo4yHOM OyKBbI: YBakaeMble rocnoga, sawle nmcbmo...

C nponucHon OyKBbl YKa3zaHHble MECTOMMEHUSI MULLIYTCA TakkKe B
aHkeTax: ['[oe Bbl npoxusanu paHble? CoctaB Bawen cembu.

10. CkrioHeHue hamunum

Myxckne daMmunnmn, OKaHYMBaKOLWMECS Ha TBEPAYD U MSArKYH0
cornacHyto, cknoHsitotes: Manopey — Mawnopua, Konomuey, — Konomunnua,
OsonuHr — O3onuHra, Xmenb — Xmens, Wopew — Wopua, Manan — Manas.

KeHckne damunumn, OKaHYMBalOWMECH Ha TBEPAYH WU MSATKYH
cornacHyto, He ckrnoHstoTesa: Mapus OsonuHr — Mapumn O3sonunr, EneHa
Konomueun — Enenbl Konomueun, Hapexxga Xmenb — Hagexxabl Xmensb.

dammnun, OKaHYMBaKOWMECA HA HeydapHyk r[facHyw -a, -4,
CKINOHAITCA, 3a WCKNKYeHMeM damMumn, B KOTOPbIX OKOHYaHUKO -a
npeawectByeT -u. Hepyna — Hepyabl, lNeTpapka — lNeTpapkn (Ho "apcua,
['ynna).

CnaBsHcKkue pamunmm, okaH4YnBarLLMECH Ha yoapseMylo rMacHyo -a,
-9, cknoHswTcA: NonoBHA — NonosHKU, Jloboaa — Jloboabl.

HecnassiHCkMe dbamunmnmn, okaHYMBaroLLMECS Ha yOapseMYIo rMacHy -
a, -4, He ckrnoHsTca: dioma, 3ons.

11. HaumeHoOBaHNA BOMHCKUX N NOYETHbIX 3BaHUN, YYEHbIX CTENEHEN

HanmeHOBaHMSA BOMHCKMX W TMOYETHbIX 3BaHWW, Y4eHbIX CTerneHeun
AULWYTCA CO CTPOYHOM OyKBbl: reHepan apmMuu, AEeWUCTBUTENbHbIA YfeH
Poccunckon akagemMum Hayk, akagemuk, naypeat [ocygapCTBeHHOW
npemMunu.

Boicwee 3BaHne Poccuickon depepaumm nuweTcss € NPOMUCHOW
OykBbl: "'epon Poccuickon ®eagepaumn.

[MoyeTHble 3BaHWA Poccuiickon Pepnepaumm NUWYTCA B KaBbl4Kax U C
NPONUCHON BYKBbI NPU NX YCTAHOBIIEHUM N NMPUCBOEHUN. B apyrnx cny4vasx
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NoYeTHblEe 3BaHMs NULYTCSA 6e3 KaBblYeK N CO CTPOYHOWN BykBbl. Hanpumep:
yCTaHOBUTb NOYETHOE 3BaHMe «HapogHbi apTtuct  Poccunckom
depepauun», «3acnyxeHHoln Bpad Poccunckon depepaummn», HO:
HarpaguTb HapogHoro aptucta Poccuinckon depepauunun, BKAKYUTL B
cocTaB KOMUCCUKM 3acny>XeHHOoro Bpada Poccunckon degepaumn.

12. BaxHeNLLmne BOEHHbIE Ha3BaHWUS, poda BOWCK,
BOEHHbIe OKpyra, 4acTu U coegnHeHns

B BaxHeMwmnx BOEHHbIX Ha3BaHuAXx Poccunckon depepaumm Bce
crnoBa NUWYTCS C NponucHon Bykebl: BoopyxeHHble Cunbl Poccuiickon
depepaunn, BoeHHo-Mopckon ®not Poccuinckon depepaumn, BoeHHo-
BosaywHble Cunbl.

B HasBaHMAX poOoB BOWCK C MNPOMUCHOM OyKBblI NULIETCS nepBoe
CNOBO, KOrga 3TWU Ha3BaHus ynoTpebnsawTca B 3HaAYeHUU oduumanbHOm
yactu BoopyxeHHbix Cun: Boncka npoTMBOBO34YLWHOW OBOPOHBI,
PakeTHble BoWCKa, HO: pakeTHble BoCKka 06enx apmMuin.

B HasBaHuax ynpasneHun n nogpasgeneHnn MmHuctepctea o60pOHbI
Poccunckon ®depepaumm ¢ nponucHon 6GykBbl MULLYTCA NepBOe CNOBO U
nmeHa cobcTBeHHble: "'eHepanbHbIn WTab BoopyxeHHbIx Cun Poccumnckon
depepaunn.

HasBaHuA BOEHHbLIX OKpPYroB, rapHM30HOB MNULIYTCA C MNPOMUCHOM
OykBbl: CMOMPCKUIN BOEHHbLIN OKPYr, BapHaynbCKnn rapHMU3OH.

B HasBaHMAX BOMHCKMX 4acTel U COeAMHEHUNn C nponmncHon OykBbl
MULLYTCS TOMBbKO MMeHa cOBCTBEHHbIE: [NyxoBCcKas OMBU3NS.

13. Hanucanune pat

Ecnn ob6o3HavyeHne gatbl B TEKCTE COCTOUT TONMbKO M3 roaa, CroBO rog
NULLETCS NOMHOCTLIO: nnaH Ha 2018 roa, cmeTa Ha 2018 roa.

Bce Buabl HekaneHgapHbIX NeT (onepaunoHHbIN, OTYETHbLIN, y4eOHbIN
rog, TeaTpanbHbIi CEe30H), T.e. HauYnHawWwMxcss B OAHOM rody, a
3aKaH4YMBalLWMXCA B OpPyrom, nuUWyT 4vepe3 Kocyk 4vepTty: B 2017/2018
yuyebHoM roay.

B octanbHbIX criyyasix Mmexay rogamm CTaBuTcda Tupe, npuyem BTOPOU
rog nNUWyT MNONHOCTLIO. Hanpumep: ocsBoboautb OT B3MMaHWSA Hanora B
2017-2018 rr.

Keaptan o6o3Hayaetcss puMMCKOM UMdpPOW, a nonyrogne nuweTcs
nonHocTblo: | kBapTtan 2018 roga, Bo BTopom nonyrogmn 2018 roga.

Mpn pumckux undpax nagexHble OKOHYaHus He cTaBATca: B |
KBapTane.

14. HasBaHna npasgHUKOB, TOPXKECTB

B Ha3BaHusx npa3gHNKOB 1N 3HaMeHaTeJIbHbIX OaT C FlpOI'II/ICHOIZ 6yKBbI
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NULWYTCA NepBOe€ CroBO W WMMeHa cobcTBeHHble: Hosbi roa, [eHb
poccurckon nedaTtn, [eHb ropoga, Ho: [eHb [lobeabl, Poxgectso
XpUcToBo.

Ecnu HadanbHoe nopsigkoBOE 4YUCNUTESNIbHOE B TaKOM HasBaHUK
HanncaHo UMdpPOon, TO C NPONUCHON BYKBbLI NULIETCS crieayolee 3a HUM
cnoso: 8 Mapta, 1 Mas.

Co cTpoyHonm OykBbl NULWIYTCA Ha3BaHUS MOCTOSAHHO MPOBOAUMbIX
MacCOBbIX MepPOnpUATUN. AeHb BCTPEYU BbIMYCKHUKOB, OEHb OTKPbITbIX
asepen, cyboOTHUK.

15. Ob6o3Ha4vyeHne gnanasoHa 3Ha4YeHUn

[Ana obosHayeHus OuanasoHa 3Ha4YeHWn CTaBAT. TUpe, npeanor ot
nepen nepBbiM YUCNOM U 00 — nepepn BTopbiM. Hanpumep: annHon 5 — 10
M; OJIMHOW OT 50010 m; ¢ 14.00 go 16.00 vac.

Mpn undposon dopmMe KPYMNHbIX 4YUCeN B AuanasoHe 3HayYeHumn
Heob6XOAUMO COXpaHUTb HYNU B YUCIIe HWXKHEro npegena, Hanpumep:
BbicoTa 15000 — 20000 m.

Mpn GykBeHHO-UMdpPOBON OpMe uyucen AoMNyCTMMO OnyckaTb Hymnu
yncrna HWxHero npegena, obosHavawowme TbiC., MIH., Mnp4a. Hanpumep:
BblCOTa 20 — 30 TbIC. M.

Uucna B [guanasoHe 3HadYeHur pacnosiaraloTCad OT MeHbLlero K
B6onblweMy, OT HWXKHeEro npegena Kk BepxHeMmy. Hanpumep: ato coctaBnsieT
60 — 80% Bcen Macchl rpysa.

16. NopsakoBble YNCNIUTENBbHbIE

[MpenmyliectBeHHaa popma HanucaHus B OOKYMeHTax MOpsiAKOBbIX
YNCIIUTENbHBLIX — 3TO apabckne uudpbl C HapalinMBaHMeM MNageXHOro
OKOH4YaHna wnun 6e3 Hero B COOTBETCTBMM C OOWMMW npasBunamm
HanncaHnsa NOpPSAKOBbLIX YMCIIUTESIbHbBIX, 3@ WUCKITHOYEHMEM HOMEPOB TeX
006BHEKTOB, KOTOpble MNPUHATO 0003HayaTb PUMCKUMUK UMdpamu, T.K.
nocnegHne ynotpebnsaiTca 6e3 [OMNOMHEHWA NadeXHOro OKOHYaHMS.
Pumckumun uymdcdpamm o603HayaloTcs: HOMepa Cbe3noB, KOHMEepeHUun,
KOHrpeccoB M T.n. (XI koHrpecc); Beka (XX BeK); HoOMepa BbIOOPHbIX
opraHoB (IV T[ocypapctBeHHas [lyma); HoMepa npogosmKaroLwmxcs
CrnopTuBHbIX cocTta3aHnn (XXII Onumnuinckue wurpsl); kBaptansl (I — I
KBapTarsbl).

[MagexHble OKOHYaHWS B MOPSIAKOBBIX YMCNUTENbHbBIX, 0603HAYEHHbIX
apabcknmu unppamm, OOMKHbI BbITh:

OOHOOYKBEHHbIMW, ecnu  nocrnegHen  OykBe  YUCIIUTENBLHOrO
npeawecTBYeT rMacHbIn 3BYK: 5-11 (NATbIN, NaTON), 5-9 (NdT1ad), HO He 5-bIn,
5-om,;

OBYXOYyKBEHHbIMM, ecnn  nocnegHen  OykBe  YUCIIUTENbLHOMO
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npeaLwecTByeT cornacHoln 3ByK: 5-ro, 5-my, 30-mu, HO He 5-oro, 5-omy, 30-
bIMW.
17. Homepa TenedoHoB, ABOWHbIE U NUTEPHbIE HOMEpa AOMOB

Homepa TenedoHOB MNpPUHATO nucaTb oTaenas gedwucom no Ase
Lundpbl cnpasa Haneso (Kpome pekBmsnta «OTmeTka 06 ucnonHutene» B
NpaBoOBbIX akTax M nucbmax): T. 32-32-15. B Homepax TernedoHoOB C
yncriom umdp Gonblle WecTn OTAEeNseTcda nesas rpynna B Tpy undpsl: T.
299-85-90.

[1BOMHblE HOMepa [OOMOB TMPUHATO nNUcaTb Yepe3 KOCYH 4epTy,
Hanpumep: yn.JlMHenHas, 45/2.

JInTepHble HOMepa [OOMOB MUWYTCA CNUTHO C HOMEpPOM [Joma,
Hanpumep: MNyWwKNnHCKMA nep., 7a.

18. HanncaHusa crnoxHbix cyuwieCTtBUTESIbHbIX U MNMpunaratesibHbIX
C YncnnmTerbHbIMAN B COCTaBe

CnoxHble CyllecTBUTESbHbIE U MpunaraTtefibHble, MelLne B CBOEM
cocTaBe yucnurtenbHble, nuwytca: 150-neTtue; 3-ataxHbln gom; 1-, 2-, 3-
CEKLMOHHbIN OOM.

CrnoxHble crioBa C YUCNUTENbHbLIM U MpunaraTtenbHbIM MPOLEHTHbLIN
nmwyTcs: 10%-n coop.

19. HasBaHUsA AeHEeXHbIX eauHUL, eANHNUL, U3MEepPEHUs
1 3Haku Ne, % npu YNCNUTENbHbIX

[eHexHble BbipaxxeHnd, obo3Havatowme cyMmmbl 6bornee ogHOM TbiCA4H,
B TEKCTE peKkomeHayeTcsa nucatb undpamm m crnosamu: 5,0 Teic. pybnen,
1,0 mnH. pybnen.

HasBaHua eguHWL, M3MepeHust B TEKCTe YKasoB, MOCTaHOBMEHUN U
pacrnopsXXeHnn pekomMmeHayeTcs nucaTb: 5 TbiC. MeTpoB, 16 TOHH, 120 KB.
mMeTpoB, 20 MIH. TOHH, 60 Ky0. MeTPOB; B NPUNOXEHUAX — COKpaLLEHHO: 5
TbiC. M, 16 T, 120 kB. M, 20 MfH. T, 60 Ky6. ™.

CywecTtButenbHoe nocre ApobHOro yucna cornacyerca ¢ apobHown
€ero 4acTbi0 U CTaBUTCA B poaAMUTESIbHOM nagexe eOUHCTBEHHOro yucna:
1940,5 py6ns, 28,5 meTpa, 28,5 kB. MeTpa, HO: 28,5 TbIC. METPOB.

Mpn o6o3HayeHMM KonuyecTBa NPegMeToB, a TakKKe Konumyectsa
nogen He ynotpebnsawTca cnoea WTyK, Yyenosek: 10 aBTomobunen, a He
10 wTtyk aBTOMObUnen, 50 paboumnx, a He 50 yenosek pabounx.

Mepea 4yncnamu, obosHavalwWMMKM Mepy, He CTaBAT npegrora unu
TMpe, Hanpumep: NPoTsXXeHHOCTb 10 M (HenpaBUNbHO: NPOTSXEHHOCTLIO B
10 m).

Mpn nepedncrneHnm B TeKCTe [OKYMEeHTa OOBbEKTOB, WMEIOLLNX
NOpALKOBYIO HyMepauuio, 3Hak Ne ykasbiBaeTcs ofuH pa3 nepeq rnepsbiM
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yucnutenbHbiM, Hanpumep: Ne24, 68, 101 (HenpaBunbHO: NeNe24, 68, 101;
Ne24, Ne68).

3Hak Ne wun cnegywwee 3a HUM  YUCIIUTENBHOE HeobXxoaumo
pacrnonaratb Ha OLHOW CTPOKe, MEepPEeHOCUTb YUCIUTESIbHOE Ha ApYryro
CTOPOHY He JonycKaeTCcA.

3Hak «%» MpU HECKOSIbKUX YMCriax CTaBUTCA TONMbKO OOMH pas,
Hanpumep: 50, 60 n 70% (HenpaBunbHO: 50%, 60% 1 70%).

20. CoyeTaHue 3HaKoB npenuHaHus

Ecnun B Hayane unu B KOHLE NpeanoXeHns, KOTOpoe HYXXHO BblAennTb
B KaBbl4KWN, CTOAT CrOBa, YXKe 3aKNiYeHHble B KaBblYKK, TO PSAOM ABaxAbl
KaBbl4KM HE CTaBATCs, Hanpumep: B Tenerpamme Obino ckasaHo: «TpyObl
npenoctaBuT «bapHaynbckas TennoueHTpanb».

Touka, 3anaTas, Touka C 3ansiTOW, OBOETOYME U TUPE He CTaBATCS
nepen 3aKkpblBaOLMMUCA KaBblYKaMn; BCE 3TU 3HAKM MOTYT CTOSATb TOSIbKO
Nnocrie KaBblYexk.

[Mepen oTKpblBalOLLEN, 3aKpbiBatOLLEN CKODKaMM He CTaBUTCA 3ansTas,
TOYKa C 3andTon, OBOETOUME U TUpe. DTN 3HAKU CTaBATCS TOMbKO nocre
3aKkpblBalOLLLEN CKOBKM.

21. Hanbonee 4yacto ynotpebnsiemble CokpalleHNs CroB

BynbBap 0-p
rog, rogbl r., rr. (mpu nudpax)
ropoa r.
rocnoguHy r-Hy
rpaXkgaHuH, rp-H, rp-He
rpaxkgaHe
rpaxkgaHka, rp-Kka, rp-km
rpaxkgaHku
XenesHas gopora x.4.
KENe3HOO0POXHbIN XK.-0.
NCNOSHSAOLWMIA n.0.
00a3aHHOCTH
n opyrue n ap.
n npoyne n np.
N Tak ganee nT.Ao.
n ToMy nogobHoe nT.M.
Marncrpanb Mmar.
MuUnnuapa, Mnpa. (nocne LMdcpoBoro
Munnmapabl 0003Ha4YeHUs)
MWITNOH, MJTH. (nocne LuMdpoBoro



MWSIMOHbI
obnacTb
nnowagb
nepeynok
Nocesiok
NpocnexT
MYHKT, MNYHKTb
peka
ynuua
aK3emnnsp

I'maBa cenbpcoBeTa

0603HaYeHuns)
o6n.
nn.
nep.
M.
np-KT
n., nn.
p. (HO pekn)
yn.
9K3.

I"'H. Amupona
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