AJIMAHUCTPALIAA
CTAPOBEIIEBCKOI'O MYHHIIMITATTBHOTO OKPYTA
JTOHELKOI HAPOJHOW PECIYBJUKH

IHOCTAHOBJIEHHUE

ot 28 urons 2024 roga Ne 619

00 yrBep:xknennu MHCTPYKIIUM 110 AeJIONPOU3BOACTBY B AIIMUHUCTPALIAN
Crapo0emeBcKOro MyHUIIMNAJBLHOT0 oKkpyra Jlonenkoit Hapoanoi Pecnny0iuku

B mensax comepiieHCTBOBaHUSI pabOThI ¢ IOKYMEHTaMH, OOECTICUEHHs] €IMHOTO
opsiAKa OpraHHU3alHN JEJIONPOU3BOJCTBA 17} JOKYMEHTO00OpOTa
B AnMunuctpanuu CTapoOeneBCKoro MyHuIMnaibHoro okpyra Jlonenkoit Hapoanoit
PecyOnukn w1 ee  CTPYKTYpHBIX  MOAPA3ACICHHUSIX B COOTBETCTBHUH
¢ mnpukazoM DeaeparbHOrO0 apxXxuBHOro areHrcrBa oT 22.05.2019 Ne 71 «O6
yTBEpKACHUU [IpaBui [emonpons3BOICTBA B TOCYJAPCTBEHHBIX OpPraHax, OpraHax
MectHOro camoynpasienusp», [OCT P 7.0.97-2016 «HaunonanbHeli cTangapT
Poccwmiickoii ®@enepanun. Cucrema cTaHAapTOB 1O HWHGOpPMAIUK, OWOINOTCUYHOMY
U u3jaresnbCckoMy jaerny.  OpraHu3almoOHHO-PACHOPSAUTENbHAA — JOKYMEHTALUS.
TpebGoBanus Kk 0OPMIICHUIO TOKYMEHTOBY», PYKOBOJCTBYSCh Y CTABOM MYHHIIUTIAIIEHOTO
oOpazoBanust CrapoOemieBCkuii  MyHUUUNaNbHbIN  okpyr Jlonenkoir  Haponmnoi
Pecny6mmuku puHsATHIM penienreM Ctapo0eneBCcKoro MyHHUITMIAIBHOTO coBeTa JloHeKon
Hapognoit PeciyOnuku ot 25 okTsa0pst 2023 roga Ne 21, (¢ MiBMEHEHHUSIMU U IOTIOJTHEHUSIMH,
BHECEHHbIMU pemieHreM (CTapoOemeBCKOro MYHULMIAIBHOTO coBeTa JloHeukou
Hapognoit Pecny6muku ot 01.04.2024 Nel/24-86), pemiennem CtapoOemeBCKOro
MyHuLMnaisHoro cosera Jlonenkoit Hapoanoii Pecriyonuku ot 10 HOs1Opst 2023 roga Ne 25
«O0 ytBepxkaenuu [lonoxenus 06 anmuauctpauuu CtapoOemeBcKoro MyHULIUATbHOTO
okpyra [onemnkoit Hapoanoii PecnyOmuku, Aamunuctpamusi CrapoOenieBcKoro
MYHULUIIAJIIBHOTO OKpyra JloHenkou Haponnoii PecryOnuku:

IHHOCTAHOBJIAET:

1. YrBepautre  mpunaraemyro  MHCTpyKOHMIO 1O JEJIONPOU3BOACTBY B
Anmunuctpanun CtapoOenieBCKoro MyHUIMNaabHOTO OKpyra Jlonenkoit HapomaHoit
PecnyGnuku.

2. PykoBoaurensam CTPYKTYPHBIX MOJIpa3IeICHUN AJIMUHUCTpALUU
CrapobeiieBckoro MyHulMnanbHoro oxpyra Jloneukoit Haponnoit PecnyOnuku



oGecrieunTh coOmoeHne MHCTpYKIMY IPU OpraHu3aliii U BEACHUH ICJIONIPOU3BOACTBA
1 JOKYMEHTOOOOpOTa.

3. Hacrosiiee OCTAHOBIEHHE MOIEKUT OQHUIIHATBHOMY OIyOIMKOBAHHIO B CETEBOM
y3aHid [ ocyapcTBeHHOM HH(POPMALMOHHON CHCTeMe HOPMATUBHBIX IPaBOBBIX aKTOB
Jlonerkoit Haponuoii Pecriy6nuku gisnpa-dnr.ru 1 OOHApOJOBAHUIO HA OQUIHMATBHOM
caiite MyHMIMManbHOrO o6pasoBanus —CrapobereBCKUH MYHHUIATIAIBHBIA  OKPYT
Tonenxoi# Hapoguoii PecryOnnku starobeshevo.gosuslugi.ru.

4. KoHTpONb 3a HCIOJHEHMEM HACTOSIIEro MOCTAHOBJICHUS BO3JIOKUTL  HA
yrpasisiolero aenamu Aamuauctpaiun CtapoOemeBckoro MyHHIMIANLHOTO OKpYyTa
Jlonetkoit Haponuoii PecriyOmuku buatosy E.M.

['1aBa MyHHIUTIATBHOTO 00pagd:
CrapobeleBeKuii My HUIUNAJ b
JToneukoit Hapoanoii PecryOJE

(’/’(W % __ H.II. MuxaiinoB
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YTBEPXJIEHO
[TocTanoBnenreM AIMUHUCTPALIUU
Crtapo06e11eBCKOro MyHHUIIMTAIBHOTO OKpYyTa

Jonenkoit Hapoanoit PecyOnuku
ot 28 urons 2024 roga Ne 619

NHCTPYKLIUA
10 AeJIONPOU3BOACTBY B AJIMUHUCTPALMHA
Crapo0emeBcKOro MyHUIMNIAJIBHOTO OKPYra
Joneuxoii Hapoanoii Pecny0ymmku

1. OBHIME IMTOJIOXEHUA

1.1. MHCTpYyKIUS IO ACIONPOU3BOACTBY B AnMmunuctpauuu CTtapoOernieBcKoro
MyHUIIUNAILHOTO OKpyra Jloneukoit Hapomnoit PecnyOnuku (manee — MucTpyKius)
paspaborana B cooTBeTcTBUU ¢ DenepanbHbiM 3akoHOM OT 01 oxtsa0ps 2004 rona
No 125-®3 «O06 apxuBHOM nene B Poccuiickoit denepanmm», 'OCT P UCO 15489-1-
2007 «Cucrema cTaH1apToB 1o HHPpopMaIuu, OMOIMOTEUHOMY U U3JATEILCKOMY NIy .
VYmopasnenue npokymentamu. OOmme TpeboBaHus», HanumoHanbHBIM CTaHIAPTOM
Poccuiickoit @enepauun I'OCT P 7.0.97-2016 «Cuctema ctaniapToB 1o nHpopMaiiuu,
OMOMMOTEUHOMY M HW3JaTeabCcKOMy neny. OpraHu3almoOHHO-PACIIOPSAUTEIIbHAS
nokymeHTtanusi. TpebGoBanuss k odopmieHuto gokymento», I'OCT P 7.0.8-2013
«Jlemonpon3BoaCTBO U apxuBHOE eno», [Ipukazom Pocapxusa ot 11 ampens 2018 roga
No 44 «O6 yTBepKI€HMM TPUMEPHOW MHCTPYKIMH TIO JEJIONPOU3BOACTBY B
rOCy/IapCTBEHHBIX OpraHu3alusax, MnpukazoM OeaepasbHOrO apXMBHOIO areHTCTBA
or 22 mas 2019 roma Ne 71 «OO6 ytBepxkaenunm [IpaBun aemonmpou3BOACTBA B
rocyJapCTBEHHBIX OpraHax, OpraHax MECTHOrO camoyIlipaBieHus» (nanee — npuka3 Ne
71), MeToMYeCcKUMH  PEKOMEHAAIMSAMUA MO  pa3paboTke  MHCTPYKIMH 1O
JEIONPOU3BOACTBY B TOCYJAPCTBEHHBIX OpPraHax, OpraHax MECTHOIO CaMOYyIIPaBJICHUSI,
yTBEPKACHHBIMU TpukazoM DenepaibHOrO apXMBHOTO areHTCTBa OT 23 nexadps
2020 roma Ne 199.

Hacrosias NHcTpyKiusi ~ pacnpocTpaHsieTcs Ha OpraHu3alMOHHO-
pacnopsiiuTeNbHble, A  Takke  MHPOPMAIMOHHO-CIPABOYHBIE  JOKYMEHTHI —
MOCTAaHOBJICHHUSI, PACTIOPSIKEHHUSI, IPOTOKOJIbI, TUCbMa U JpyTHE (Janee — JOKYMEHTHI),
OTHOCAIIMECS K YHUDUIMPOBAHHOW CHUCTEME OPraHU3alMOHHO-PACTIOPAIUTEIbHOM
nokyMmeHtaruu (YCOP/l), u ycranaBiauBaeT eauHbIe TPeOOBAaHHMS K TIOJATOTOBKE
JIOKyMEHTOB, OpraHU3alMH JOKYMEHTOOOOpOTa, BEICHUIO YyueTa, pEerucTpallvH,
KOHTPOJIIO VCIIOJTHEHUSI 151 XPaHEHUIO JOKYMEHTOB
B Anqmunuctpainuu CtapoOeneBcKoro MyHUIUnansHoro okpyra Jlonemnkoit HapogHoit
PecnyOnuku (nanee —AaMuHuCTpanus).
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1.2. TTonoxenus: HCTpyKIIMU paclpOCTPaHSIIOTCS HA OpPraHU3aluio padoThl C
JOKYMEHTAaMU HE3aBUCHMO OT BHJA HOCUTENS, B TOM YHUCJIE C BJIEKTPOHHBIMU
JOKyMEHTaMH, BKJIIOYas IMOATOTOBKY, OOpabOTKy, XpaHEHHE U HCIOJIb30BaHUE
JOKYMEHTOB, OCYILIECTBIIIEMbIE C TOMOILbIO HHPOPMALIMOHHBIX TeXHOJoru. Crucrema
AJIEKTPOHHOTO JIOKYMEHTOOOOpOoTa (CHCTEMa aBTOMATH3UPOBAaHHOW 00pabOTKH
JOKYMEHTOB), IpUMEHsieMas B AIMMUHHUCTPALIUH, T0JKHA 00E€CeurBaTh BBIOJHEHUE
TpeboBanuil THCTpyKIMU 1O 1€70MPOU3BO/ICTBY.

1.3. ITonoxenusa MHCTpyKIIMU HE pacpOCTPAHSAIOTCS HAa OPTaHU3aLUI0 PAOOTHI C
JOKYMEHTAaMU, COJICPKAIINMU CBEJICHUS, COCTABISIONINE TOCYJaPCTBEHHYIO TaliHY.

1.4. TpeboBanus MHCTpyKIMHU K paboTe ¢ OyXrajarepcKkou, Hay4YHO-TEXHUYECKOM
U IpYTOil cCrielMaabHOM JOKYMEHTAIMEH pacpOCTPaHIOTCS B YACTH OOIIMX MPUHIIUIIOB
padoOThl ¢ TOKYMEHTaMHU, a TaKXe MOATOTOBKH JOKYMEHTOB K Iepeadye Ha apXUBHOE
XpaHEHUE.

1.5. Meroandeckoe pyKOBOACTBO OpraHU3alMENd JEJIONMPOU3BOCTBA U KOHTPOJIb
coOmroieHus TpeOoBaHuii HacToserd MHCTpyKIMKY B AIMUHUCTPALIMH OCYIIECTBISETCS
o0ILIMM OTAEIOM AJMUHUCTPALUU.

1.6. OTBETCTBEHHOCTHh 3a OpPraHU3alMI0 U COCTOSIHUE JAEJONPOU3BOACTBA, 32
coOJTII0/IeHNEe YCTAaHOBJICHHBIX HacTosmel MHcTpykimen mpaBui u nopsaka paboThl ¢
JOKYMEHTaMH, B TOM YHCII€ C OOpAIlleHUSIMU TPaKJaH, BO3JIaraeTcsl Ha YIPaBJISIOLIETO
nenamu AJIMUHUCTpaLH, PYKOBOJUTENEH CTPYKTYPHBIX
noApa3AeaeHuii AAMUHNACTPALIVH.

1.7. TIpoeKkThl TOCTAHOBIECHUN W pPACHOPSHKEHUM AJMUHUCTPALMM, IPYTUe
CIIy’K€OHBIE IOKYMEHTBI Ha CTaIMM UX TOJATOTOBKH SIBJISIFOTCS KOH(PUACHIIMAIbHBIMH.

1.8. BzaumopneiicTBue C MPEACTABUTENSIMU CPEACTB MAacCOBOM HHGOpMAIINH,
nepeaada UM Kako-inbo ciyke0Hoil nHpopMauu Uiu JOKYMEHTOB OCYILIECTBIIAETCS
YIIOJTHOMOYEHHBIM JOJKHOCTHBIM JIMLIOM WJIM MOJpa3/ieIcHueM AJIMHHUCTPALUU T10
yKa3aHuto (mopyuyeHuto) ['maBbl MyHUIUMNAIbHOTO oOOpa3zoBanusi CTapoOeneBCKuil
MyHUAIIMNAIbHBIN OKpyT JloHenkoit Haponnoii Pecriyommku (nanee — ['maBa okpyra).

1.9. O6 yrtpare NOKYMEHTOB JOJKHOCTHBIC JIMIIA, 3aMEIIAIONINE JTOJDKHOCTH
MYHUIMIIATBEHON CITyKObl AIMUHHUCTpALMK ([ajiee — MYHHIIMIAIbHBIC CIyXKallue),
00s13aHbI HEMEIJIEHHO COOOIIUTH PYKOBOJIUTEIO CBOETO CTPYKTYPHOIO MOIPa3/IETICHUS.
Ha ocHOBaHMM TMOJIy4EHHOTO COOOIIEHUS B YCTAHOBIIEHHOM MOPSIKE OpraHU3yeTcs
cirykeOHasi TpoBepKa M0 yKa3aHHOMY (akTy.

1.10. IIpu BpeMEHHOM OTCYTCTBHH (OTITYCK, OOJIe3Hb, KOMAHIUPOBKA U JIP.) UK
IpU yBOJBHEHUU MYHULMIAJIBHBINA CIyXalluid o0s3aH MepeAaTh HaxonsIIUecs Y
HETO Ha WCIIOJHEHWH JIOKYMEHTBI CBOEMY HENOCPEICTBEHHOMY PYKOBOJWTEIIO WIIH
MHOMY  MYHHUIMIAIBHOMY  CIyXalleMy, ONPEACIICHHOMY  HENOCPEACTBEHHBIM
PYKOBOJIUTEIIEM.

1.11. JlomKHOCTHBIE auia AIMUHUCTpAITUN HECYT IIEPCOHAJIBHY O
OTBETCTBEHHOCTH 3a COOJIt0/IeHne TpeOOoBaHUI HacTosmed MHCTPYKIMU, COXPAHHOCTD
HaXOJIAIIMUXCS Y HUX JOKYMEHTOB U HEpa3TJIallleHue COJIEpKaIlelcs B HUX CITy)KEOHOU
uH(OpMaIUK 10 UX TOANUCAHUS U OMyOJIMKOBAHUS.



I1I. TIPABHUJIA IIOJATI'OTOBKHA U O®OPMJIEHMSA TOKYMEHTOB
2.1. CocTaB 1OKyMeHTALlMH

2.1.1. Ha ocHoBanuu YcraBa MyHHUIIMIAIbHOTO oOpa3zoBanust CTapoOemieBcKuit
MyHULMNanbHBI  okpyr Jlonenkoir Hapomnoit PecnyOnuku (nanee — YcraB) B
AJIMUHUCTpALUH U3JAIOTCS CIEAYIOIINE MPABOBBIE aAKTHI:

MOCTAHOBJICHUsT [ JlaBpl MyHMIUNAIbHOTO oOpazoBaHusa (CrapoOereBCKui
MYHUITUIIATBHBIN OKpyT JloHenkoi Hapoanoit PecriyOmmku;

pacropsbkeHuss  ['7aBpl  MyHUIMOAIbHOTO 00pa3oBanms (CTapoOerieBeKui
MYHUITUIIATBHBIN OKpyT JloHenkoi Hapoanoit PecriyOnmku;

MIOCTAaHOBJICHUS] A IMUHHUCTPAIUK;

pacnopspKeHus: AIMUHUCTPALUY;

pacrnopsibkeHus: GUHAHCOBOTO OpraHa AIMUHUCTPAIUU;

puKa3bl PUHAHCOBOTO OpraHa AJMUHUCTPALIMH.

2.1.2. Pemenusi, npuHATHIC HAa 3aCE€IaHUAX KOJUJIETHAIbHBIX OPraHOB, COOpPaHUSX,
COBEUIaHUX, 0(DOPMIISIFOTCS TPOTOKOJIAMHU.

2.1.3. B mpouecce HOEATEIBHOCTA AJIMHHUCTpPALlUH, €€ CTPYKTYPHBIX
MOAPAa3ICCHUN CO3/IAI0TCS pa3IMyHble MH(OPMALMOHHBIE, CIPABOYHBIE JOKYMEHTHI
(axThI, CTIpaBKH, JOKJIAIHBIE U CIIyKEOHBIC 3aMMCKU, TMCbMa, 0030pbI U T.1.).

JIns onepaTUBHOW nepeaayd MHPOPMALMKM HCHOJb3YIOTCS (DaKChl, TEJIETPaMMBI,
teneoHOrpaMMbl,  dMeKTpoHHas  mouta, CDJ[  (cucrema  DJIEKTPOHHOTO
JIOKYMEHTO000pOTA).

2.1.4. JIns ocCylIeCTBJICHUS TpUEMa, YBOJIbHEHMS, IEpeBOAa, MEPEMEICHUS
MYHULUIAIBHBIX  CIyXallMX, paO0OTHUKOB, HE  3aMellalouUX  JOHKHOCTU
MYHUIUTIATBEHOM CITYKOBI, MPEIOCTABICHUS UM OTITYCKOB O(POPMIIIIOTCS PACTIOPSKEHUS
I10 JMYHOMY COCTaBY B COOTBETCTBUHU C HACTOALIEH NHCTpyKIMEN.

2.2. bi1aHKH 1OKYMEHTOB

2.2.1. bnanku JOKYMEHTOB, UCIIOJIb3YEMbIE B A IMUHUCTpPAIIUU, U3TOTABINBAKOTCS
Ha CTaHAApTHBIX JucTax Oymaru ¢popmara A4 (210 x 297 mm), AS (148 x 210), A6 (105
X 148) 1 UMEIOT YCTAaHOBJICHHBIH KOMIUJIEKC 00s13aTEIbHBIX PEKBU3UTOB M MOPSIOK MX
pacnosioxkeHusi. Beioop hopmara OnaHka 3aBUCUT OT BUJA U 00beMa JOKYMEHTA.

2.2.2. B AxMuHUCTpaIiy MPUMEHSIFOTCS CIIEYFOIINE BUJIbI OJIAHKOB JJOKYMEHTOB:

OJlaHK mocTaHoBJeHus ['1aBbl MyHUIIMNIATBHOTO 0Opa3zoBanus CTapoOeneBCKuil
MyHULMNanbHbIN okpyr Joneukoit Haponnoii Pecriyonuku (ipunoxxenue Ne 1);

OsaHk pacnopsbkeHust ['aBbl MyHHIIMIAIBHOTO 00pa3zoBaHusi CTapoOeneBCKuil
MyHULMNaNbHbIN Okpyr onenkoit Haponnoi Pecriyomuku (mpusosxenue Ne 2),

0JIaHK TTOCTAHOBJICHUST A IMUHUCTpaIuu (rpuioxxenue Ne 3);

OJIaHK pacniopsikeHuss AAMUHUCTpALUK (TIpuiiokeHune Ne 4);

OmaHk mMchbMa [7aBbl MyHHUIIMTIATBLHOTO OOpasoBaHusi CTapoOereBCKuit
MyHULUMNaIbHbIN okpyr JJonenkoi Hapoanoii PeciyOnuku (mpunnoxenue Ne 5);
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Omank mucbMa AnmuHucTpanuu CTapoOemeBCKOro MYHHUIMIAIBHOTO OKpyTa
Honeukoit Haponnoii Pecniyonuku (mpunosxenue Ne 6);

Omank mmchbmMa  oOmero  otaena  AavuHHcTpanuu — CTapoOemeBcKoro
MyHULIMNanbHOTO OKpyra Jlonerkoi Hapoanoit PeciyOnuku (mpunoskenue Ne 7);

OJlaHK TMHCbMa CEKTOpa [0 BOINpPOCAaM  TEPPUTOPUAIBHOM  OOOpPOHHBI,
MOOMIN3ALIMOHHON U PEKUMHO-CEKPETHON paboThl AqMuHHUCTpariuu CTapoOeieBCKoro
MyHUIMNaabHOTO OKpyra Jlonernkoi Hapoanoit PeciyOnuku (mpunoxkenne Ne 8);

OJlaHK THUCchbMa apXUBHOro otraena AaMuHuctpanuu CrtapoOeieBcKoro
MyHuIMnaibHoro okpyra Jlonernkon Hapoanoit PecyOnuku (mpunoxxkenne Ne 9);

OJ1aHK nrMchbMa KomcomMonbckoro TEPPUTOPHUATBHOTO YIIPaBJIEHUS
Anvunuctpanuu CTapoOemeBcKoro MyHUIIUMINAILHOTO OKpyra Jlonenkoi HapomHoit
PecnybOnuku (mpunosxenue Ne 10);

omank muceMa CTapoOeneBCKOro TepPUTOPUATEHOTO OTAeNa AJIMUHUCTPALNH
Crapo0ernieBckoro MyHUIHMOaAbHOTO OKpyra Jlonenkoi Hapomnoit PecryOnukm
(mpuoxkenne Ne 11);

OmaHk muchkMa HOBOCBETCKOTO TEPPUTOPHANIBHOTO OTAENa AJIMHUHUCTPALNH
CrapobemieBckoro MyHUlMOanbHOTO OKpyra Jloneukoit Hapomnoit PecnyOnuku
(mpunoxxenne Ne 12);

OJlaHK MUCbMa AJIEKCaHIPOBCKOIO TEPPUTOPUATIBLHOTO CEKTOpa AJIMUHUCTPALINU
Crapo0ernieBckoro MyHUIMOaIbHOTO OKpyra Jlonmenkoit Hapoanoit PecmyOmuku
(mpunoxkenue Ne 13);

OnaHk muchbmMa KoMMyHapOBCKOTO TEppUTOPUATBLHOTO OTAeNa AJIMHUHHUCTpPALIUU
Crapo0eiieBckoro MyHunMnaibHoro okxpyra Jloneukoir Haponnoit PecmyOnuku
(mpunoxenne Ne 14);

Omank nucbMa KymadoBCKOro TeppUTOpHAIBHOTO OTAeNa AJIMUHUCTPALUU
Crapo0ernieBckoro MyHUIMOAIbLHOTO OKpyra Jlonenkoi Hapomnoit PecryOnukm
(mpunoxkenne Ne 15);

OlaHK TMChbMa MapbsTHOBCKOTO TEPPUTOPUATILHOTO OTAeNa AJIMUHUCTPALMH
CrapobeiieBckoro MyHuUlMnanibHOro okpyra Jloneukoiw Haponnoit PecrmyOnuku
(mpunoxenue Ne 16);

OmaHk nucbmMa HoBO3apheBCKOro TEPPUTOPUATBLHOTO OTHeNa AJIMHHHUCTPALMU
Crapo0ernieBckoro MyHUIMOAIbLHOTO OKpyra Jlonenkoi Hapomnoit PecryOnukm
(mpunoxenne Ne 17);

OJ1laHK nMchbma HoBokaTepnHOBCKOTO TEPPUTOPHUATBHOTO oTAeIa
Anmunuctpanun CtapoOeneBcKoro MyHUIUMIIAILHOTO OKpyra Jlonenkoit HapogHoit
Pecny6nuku (mpuioxenue Ne 18);

O0mank nucbMa OCBIKOBCKOTO TEPPUTOPUATIBHOTO CEKTOpa AJIMUHUCTPALUU
Crapo0eiieBckoro MyHUlIMNaIbHOrO oOkpyra Jloneukoiw Hapomgnoit PecmyGnuku
(mpunoxenue Ne 19);

Omank mnucekMa [leTpoBCKOro TEpPpPUTOPUANBHOTO OTAENa AJIMHUHUCTPALMU
Crapo0ernieBckoro MyHUIHMNAILHOTO OKpyra Jlonenkoi Hapomnoit PecryOmukm
(mpunoxkerue Ne 20);
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OaHK mHchbMa Pa3moibHEHCKOTO TEPPUTOPHUATBHOTO OTHeNa AJIMUHUCTPALUH
CrapobemieBckoro MyHulMnaiabHoro okpyra Jloneukoit Hapoanoin PecnyOnuku
(mpunoxxenne Ne 21);

Oomank nucbMa COJHIEBCKOTO TEPPUTOPUATBLHOIO CEKTOpa AJIMUHUCTPALUU
Crapo0ernieBcKkoro MyHUIMOAIbLHOTO OKpyra Jlonenkoit Hapoanoit PecryOnuku
(mpunoxkenue Ne 22);

Oomank mmchbMa CTBUIBCKOTO TEPPUTOPHATBHOTO CEKTOpa AJIMUHUCTPALUH
CrapobemieBckoro MyHununaibHoro oxpyra Jloneukoit Hapoanoit PecnyOnuku
(mpunoxxenue Ne 22);

OJIaHK MHUChbMAa OTAENA APXUTEKTYPhl U TPaJoOCTPOUTENHCTBA AJIMHHUCTpALUU
Crapo0ernieBckoro MyHUIMOAILHOTO OKpyra Jlonenkoit Hapoanoit PecryOmuku
(mpunosxkenue Ne 45);

2.2.5. braHKu TOKYMEHTOB JOJDKHBI MCIIOJIB30BATHCA MO HA3HAYEHUIO U HE MOTYT
nepeaaBaThes 0€3 COOTBETCTBYIOIIETO Pa3peIICHHS APYTUM OPTaHU3AIMAM U JIAIIAM.

2.3. O0mme TpedoBaHus K 0GOPMIICHHIO TOKYMEHTOB

2.3.1. JIokyMeHTBI MOTYT CO3/1aBaThCs HA OyMaXKHOM HOCHUTEJIE U B DJIEKTPOHHOM
dbopme ¢ coOIroIeHeM YCTaHOBICHHBIX MPaBUI O(POPMIICHHS JOKYMEHTOB.

2.3.2. Ilpu mOATrOTOBKE JOKYMEHTOB HEOOXOIMMO HCIIOJIb30BaTh CBOOOIHO
pacmpocTpansieMmble OecrutaTHbie mpUdTh pazmepom Ne 12, 13, 14 (ans odopmiieHus
TaOnuyHbIX MaTepuanoB Ne 10-12) yepes 1 — 1,5 MeKCTpOUHBIX UHTEpBAJIA.

JInst BbIIEIEHUST YacTH TEKCTa JOKYMEHTA, 3arojioBKa, MPUMEYaHUsi MOTYT
UCIIOJIB30BAaThCS  TMOMY>KUPHOE  HauepTaHue, TMOJYCPKUBAHUE WU  CMEIICHHE
OTHOCUTEJILHO I'PAaHUL] OCHOBHOT'O TEKCTA.

2.3.3. Jlnst u3roToBIEHUS OJIAHKOB JIOKYMEHTOB COTJIACHO MCIOJIb3yeTcsl Oymara
dbopmatoB A4 (210 x 297 mm), AS (148 x 210 MM); s U3TOTOBJICHHUS OJIAaHKOB
pe30JIIoIUi UCImob3yeTcs Oymara dopmatoB AS (148 x 210 mm), A6 (105 x 148).

Kaxxp1it iucT JoKyMeHTa, 0opOpMIICHHBIN Ha O1aHKe Wiin 0e3 Hero, JOJIKEH UMETh
MOJIsl HE MEHEeE:

30 MM - 1eBOE;

10 MM - npaBoe;

20 MM - BEpXHEE;

20 MM - HIDKHEE.

2.3.4. IIpu opopmieHun TeKcTa JOKyMEHTa Ha IByX U 0oJiee CTpaHUIaX BTOpas v
MOCJICYIONTHME CTPaHUIbl JOJKHBI OBITh TMPOHYMepoBaHbL. [lopsiikoBbie HOMeEpa
CTPaHMI] MPOCTABISAIOTCS MMOCEPEAUHE BEPXHETO MOJIsl CTPAHUIIBI apabckuMu 1udpamu
06e3 cmoBa «cTpaHuia» (CTp.) W 3HAKOB TPENHHAHUS Ha  PACCTOSHUU

1,25 cM OT BepXHETO Kpas JUCTA.

2.3.5. PexBu3uTaMu JIOKYMEHTOB, CO3/IaBa€MbIX B TMPOIECCe JCATEIBHOCTH
AJMUHUCTpALUU, SBIISIOTCS:

a) rep0d MyHULIUNIAILHOTO 00pa30BaHUS;

0) HAMMEHOBAHUE OpraHa MECTHOTO CaMOYIIPABJICHUS;



B) HAMMEHOBAHKE JIOJKHOCTH JIMIIA - aBTOPA JIOKYMEHTA;

I') HAUMEHOBaHHUE BUJA JOKYMEHTA,

1) MECTO COCTaBJICHUs (M3IaHMs1) TOKYMEHTA;

) rpud orpaHUYEHUS JOCTYIA K TOKYMEHTY;

) CIpaBOYHBIC JIAHHBIE OpraHa MECTHOTO CaMOYMpPABIICHUS, CTPYKTYpPHOTO
N0Ipa3ieTeHNs;

3) ajgpecar;

W) 1aTa JOKyMEHTa;

K) PErUCTPALIMOHHBIN HOMEp JOKYMEHTA;

J1) 3aTOJIOBOK K TEKCTY;

M) TEKCT JOKYMEHTA;

H) CCBIJIKA Ha PErUCTPAIIMOHHBIA HOMED U JaTy MOCTYIUBIIErO JOKYMEHTA;

0) OTMETKA O MPUJIOKECHHH;

1) Tpu CorjiacoBaHus JOKYMEHTA,

p) rpud yTBEpKICHUS JOKYMEHTA,

C) BU3a;

T) HOJINHUCH TOJZKHOCTHOTO JIMIIA;

y) He4aTh;

() oTMETKa O 3aBEPEHUH KOIIHH;

X) OTMETKa 00 UCIIOJIHUTETIE;

I1) PE30JIFOLIHS;

4) OTMETKA O KOHTPOJIE;

1) OTMETKA O HAIlpaBJICHUU JOKYMEHTA B JIEJIO;

1) OTMETKA O TOCTYIJICHUU JOKYMEHTA.

) OTMETKA 00 AJIEKTPOHHOMN MOANUCH

2.3.6. CocTaB peKBU3UTOB JIOKyMEHTA ONPECISACTCS €r0 BUJIOM U Ha3HAUYCHUEM.

2.3.7. TpeOoBaHUs K COCTaBJICHUIO W PACIIOJIOKEHUIO OTJIEIbHBIX PEKBU3UTOB
CJIeIYIOIIIUE:

I'ep6 mynuyunanvnozo oopazoeanus

N300paxxenue repba moMeIiaeTcs mocepeiMHe BEPXHETo MoJist OJlaHKa JOKyMEHTa
HaJl peKBU3UTAMU OpraHU3allMU - aBTOPa IOKYMEHTa Ha pacCTOAHUU 10 MM OT BEpXHETO
Kpast JINCTA.

Haumenosanue OP2AHA MEeCMHO020 camoynpaejienus

HanMeHnoBanue opraHa MECTHOTO CaMOYMpaBJIeHUs Ha OJaHKe JOKYMEHTa
JIOJ>KHO COOTBETCTBOBATh HAMMEHOBAHUIO, KOTOPOE 3aKPEIJIEHO B €r0 YUPEIUTEIbHBIX
nokymentax (Ycrae wiu Ilonoxenun). Ilog HammeHOBaHMEM oOpraHa MECTHOIO
CaMOYIPABJIEHUST B CKOOKaxX YKa3bIBa€TCS COKpAIICHHOE HAaWMEHOBAaHUE, €CJIM OHO
IIPETYCMOTPEHO Y CTABOM.

Haumenosanue 0ocnocmu Jauua - aemopa 00Kymeuma
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HanMeHoBaHME JTOJDKHOCTH JIMIIA - aBTOpa JIOKYMEHTA HCIIOJIb3YyeTCs B OJIaHKax
JOOJKHOCTHBIX JIMI] M pacIioyiaraeTcs 1o HauMeHOBaHUEM TePPHUTOpHUH (Kpasi, 001acTH,
aBTOHOMHOM o00JlacTU W Jp.), €CIM JOKYMEHT u3aaeT [JaBa MyHHUIIMIIAJIBHOTO
oOpa3oBanus. HanmeHnoBaHue JOKHOCTH JIMIIA - aBTOpa JOKYMEHTa YKa3bIBAeTCS B
COOTBETCTBUU C HAMMCHOBAHUEM, NPHBEACHHBIM B PACIOPSAUTECIBHOM JOKYMEHTE O
Ha3HAYEHWH HA JOJKHOCTD.

Haumenosanue euoa 00Kymenma

HaumenoBanue Buga nokymenta (IIOCTAHOBJIEHUWE, PACIIOPSXXEHUE,
I[TPOTOKOJI u T.1.) BKJIFO9aeTCs B OJIaHK COOTBETCTBYIOIIETO BU/Ia TOKYMEHTa (Kpome
NMChMa) WM YKa3bIBAETCS COCTABUTEIEM ITPU MOATOTOBKE JOKYMEHTA.

Mecmo cocmaesnenusn (uzoanus) 00Kymenma

Mecto cocraBieHus (M3IaHUSA) JOKyMEHTa yKa3bIBaeTCs BO BCEX JTOKYMEHTaX,
KpOME JICJIOBBIX (CIyKEOHBIX) MHCEM, a TaKKe JOKJIAIHBIX, CIY)KEOHBIX 3allMCOK U
JIPYTUX BHYTPEHHUX WH(POPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

MecTo cocTaBieHus (M3/1aHUs) TOKYMEHTa HE YKa3bIBA€TCs B TOM CJIydae, €CJIv B
HaNMMEHOBAHHMH MPHUCYTCTBYET YKa3aHHUE HA MECTO €€ Hax0XKJAeHHUsA. MecTo CoOCTaBIeHHS
(u3maHus) JOKYMEHTA YKa3bIBA€TCs B COOTBETCTBHUU C IMPHUHATHIM aJMUHUCTPATUBHO-
TePPUTOPHATHHBIM JCIICHUEM.

Jlama 0okymenma

JlaTa Ha JOKyMeHTaX, 0(pOPMIIEHHBIX Ha OJIaHKaX, IPOCTABIIIETCS B COOTBETCTBUU
C pacIoJIO)KEHUEM 3TOTO PEKBU3UTA.

Ha pokymeHTax, OQOpMJIEHHBIX Ha CTaHAAPTHBIX JUCTaXx Oymaru, jgaTa
MPOCTABJISIETCS T10JI HAUMEHOBAHUEM JIOJDKHOCTU JIUIA, TOJAMMUCABIIETO JOKYMEHT, U
reyaTaeTcsi OT JIEBOM TIpaHUIbl TEKCTOBOIO TOJIS HAa PACCTOSIHUM 2-3 OJMHAPHBIX
MEKCTPOUYHBIX MHTEPBAJIOB OT MPEIbLAYIIErO0 PEKBU3UTA, €CIM MHOE HE YCTAHOBJICHO
npaBuiaMu 0pOPMIICHUS OTAEIbHBIX BUJOB JOKYMEHTOB.

JlaToil JOKymMeHTa SBISE€TCS JaTa €ero NOAMHCAHHUS (pacnopsIuTeIbHbIC
JOKYMEHTBI) WJIH COOBITUSA, 3a(DUKCHPOBAHHOTO B JIOKYMEHTE (IPOTOKOJI, aKT); HJs
YTBEPKIaeMOro JOKYMEHTa (IUIaH, TMOJIOKEHUE, OTYeT) — JaTa yTBepxkiaeHus. [is
AJIEKTPOHHBIX JIOKYMEHTOB — JIaTa MOAINUCAHUS AJIEKTPOHHON MOAMKCHIO.

JIOKyMEHTBI, W3JIaHHBIE COBMECTHO JBYyMS WIM OoJjieeé OopraHaMud MECTHOTO
CaMOYTIPaBJICHUS JTOJKHBI UMETh OJIHY (€IMHYI0) J1aTy.

JlaTa JOKyMeHTa 3aliChIBACTCS B MOCEAOBATEIIBHOCTH - JIEHb MECSI1a, MECSIIL, TOJI
- OJTHUM M3 JIBYX CIIOCOOOB:

apabckumu nudpamu, pazaeneHHbIMU ToUKoM: 05.06.2023;

CJIOBECHO-IIU(DpOBBIM criocoOoMm, Hapumep: 5 utons 2023 .

Pecucmpayuonnwtii Homep O0OKymenma
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Perucrpanmonssiii HOMep JTOKyMeHTa - HUGPOBOM WM OYKBEHHO-IIU(POBOIL
UACHTU(PUKATOP JIOKYMEHTa, COCTOSIIIMA W3 TMOPSJIKOBOIO HOMEpa JIOKyMEHTa,
KOTOPBIN, IO YCMOTPEHHUIO MOKET JOTOTHATHCS HUPPOBBIMU UM OYKBEHHBIMHU KOJIAMHU
(MHIIEKCaMM) B COOTBETCTBUM C UCIOJB3YEMbIMH Kilaccu(pUKaTOpaMu (MHAEKCOM Jelna
110 HOMEHKJIATYpE /1€, KOJOM KOPPECIIOHAEHTa, KOAOM JOKHOCTHOTO JIULA U JIp. ).

3az20/1060K K mekKkcmy

HaunmenoBanue nub0 aHHOTAIMS TOKYMEHTa (3arojIOBOK) COCTaBIIIETCS] KO BCEM
JOKyMEHTaM, 3a HWCKJIIOYEHUEM TeledoHOoTrpaMM, TeJerpaMM, W3BCUIEHUH U
TOKyMEHTOB, 0()OpMIICHHBIX Ha Oymare gopmata AS, a Takke JOKYMEHTOB, UMEIOIINX
TEKCT HeOOJbIIOro oobeMa (10 10 cTpok).

3arojloBOK JIOJDKEH KpPaTKO M TOYHO PACKPBIBATH COJIEp)KaHUE JOKYMEHTA.
3aroJ0BOK K TEKCTY COTJIACOBBIBACTCS C HAMMEHOBAHUEM BHa JOKYMEHTA.

Harmpumep:

[TocTanosnenue (o uem?) OO0 yrBepxkaenuu [lomoxenus o0 ornene...
[Tucemo (0 yeM?) O BBIJIETICHUH ICHEKHBIX CPEJICTB. ..

[IpaBuna (4yero?) BHyTPEHHETO pacnopsiiKa

3aronoBOK reyaTaeTcsi 0€3 KaBbIUEK Ha PACCTOSTHUU JIBYX OJIMHAPHBIX HHTEPBAJIOB
OT OPEAbIIYIIETO PEKBU3UTA.

3arojIOBOK K IHUCbMY II€YATAETCA OT JIEBOM TIPaHULBI TEKCTOBOIO MOJSA IOA
peKBHU3UTAMH Oj1aHKa. 3arojIoOBOK MOXKET 3aHUMAaTh 10 4-5 cTpok 1mo 28-30 3HaKOB B
CTPOKE.

3arojoBKM pa3/esioB U MOJPa3eoB IMeYaTaloTcs C a03alHbIM OTCTYIIOM WIIH
LEHTPUPYIOTCS N0 IIMPUHE TEKCTA.

B mpoekTax MpaBOBBIX aKTOB 3arojlOBOK K TEKCTYy O(GOpMIISIETCS MO UIMPHUHE
CTPAHMIIBI HAJT TEKCTOM IIEHTPUPOBAHHBIM CITIOCOOOM.

3aroioBOK, COCTOSIIMI M3 JABYX U 0Oojee CTpOK, Imedaraercss uepe3 |
MEKCTPOYHBII MHTEPBAJI, TOUKA B KOHIIE 3ar0JI0OBKa HE CTABUTCS.

JlniHa caMo JUIMHHOM CTPOKM PEKBU3UTA IIPU YIJIOBOM PAacCIOJI0XKEHUU
PEKBU3UTOB HE Ooiiee 7,5 cM.

JlnHa camMoM IIIMHHOM CTPOKM PEKBU3UTA MPU NPOJOJIBHOM PaCIOJIOKEHUU
PEKBU3UTOB He Oosiee 12 cm.

Texcm 0okymenma

Texkct goKymMeHTa JIOMKEH OBITh  SICHBIM, KpaTKUM, OOOCHOBAHHBIM,
00€ecleynBaOIMM TOYHOE M OJHO3HAYHOE BOCHPUSTHE H3JI0KEHHOM B HEM
uHpopManuu.

TekcT TOKyMEHTa BBIPAaBHMBACTCS MO IIMPUHE JIMCTa (IO TPaHUIAM JIEBOTO U
MPaBOro MOJICH TOKYMEHTA).

TekcT nevaraercst Ha paCCTOSIHUU JIBYX OJIMHAPHBIX MEXKCTPOUYHBIX HMHTEPBAJIOB OT
3aroJioBKa B yCTAHOBJICHHBIX TpaHULIaX noJiel yepes 1-1,5 MexKcTpoUHbIX UHTEpBAIA.
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[lepBas cTpoka ab3aila HAYMHAETCS Ha PacCTOSIHUU 1,25 CM OT JIEBOM T'paHUIIbI
TEKCTOBOTO IMOJISI.

WuTtepBan mexay OyKBaMH B CIIOBAX — OOBIYHBIM.

WMHuTepBan Mexay cioBaMu — OAUH HpOOel.

TekcT nOKyMEHTa COCTaBISIETCA Ha TOCYHAapCTBEHHOM si3bIKe Poccuiickon
denepanum.

B Tekcre moxkyMeHTa, MOATOTOBJICHHOM HAa OCHOBAaHUHU 3aKOHOAATENIbHBIX WITU
UHBIX HOPMATHBHBIX IPABOBBIX aKTOB, pAaHEE U3JAHHBIX PAaCHOPAIUTEIbHBIX
JOKYMEHTOB, YKa3bIBAIOTCSI UX PEKBU3UTHI:

HAaMMEHOBAHHME JOKYMEHTa, HAUMEHOBAaHUE OpraHU3allMk — aBTOpa JTOKYMEHTa,
JaTa JIOKYMEHTa, PETUCTPAIlMOHHBIA HOMEpP JOKYMEHTA, 3arojOBOK K TEKCTy WIIU
HAaMMEHOBAaHHE BU/A IOKYMEHTA;

HAMMEHOBAaHME OPTaHU3aLUU WU IOJDKHOCTHOTO JIUIA, YTBEPAUBIIETO JOKYMEHT,
JaTy YTBEPKACHUS TOKYMEHTA.

TekcT TOKyMeHTa MOKET COZEPKATh pa3/ieiibl, OAPa3Iebl, TYHKTHI, IIOTyHKTHI,
HyMepyeMble apaOCKuMu LudpamMu. YpPoBHEW pyOpuKallud TEKCTa HE JOKHO OBITh
0oJiee yeThIpex.

B nokymeHTax KoJIerHajgbHBIX M COBEIIATEIBHBIX OPTaHOB TEKCT U3J1araercst OT
TPETHEro JIMlAa EIWHCTBEHHOIO0 YHCNa («KOJUIETHSA... MOCTAHOBISAET», «COOpaHUE...
PEITNIIoN).

Texkct mpoTokona wH3maraerca OT TPEThEro JHIla MHOYKECTBEHHOrO 4Yucia
(«cmyanmy, «BBICTYITHII, «PELIUIIN).

B nokymeHTax, yCTaHaBIMBAIONIMX IpaBa M OOA3aHHOCTH OpraHU3alUd, HX
CTPYKTYPHBIX TMOApa3iesieHuil (MOJIOKEHUEe, WHCTPYKIUS), a TaKXKe CoJepiKalinx
ONMCaHUE CUTyalul, aHainu3 (PaKTOB MJIU BBIBOJIbI (KT, CIIpaBKa), UCIOJIb3yeTCs (popMa
U3JIOKEHUSI TEKCTa OT TPEThEro JIMila €JUHCTBEHHOTO WJIM MHOXXECTBEHHOI'O YHCIIA
(«oTmen ocymecTBIseT (PYHKIUU...», «B COCTAB YMHPABICHUS] BXOMST...», «KOMHUCCHUS
MpoBeJia MPOBEPKY...»).

B coBMeCTHBIX TOKYMEHTaxX TEKCT U3J1araercsi OT MepBOro JUIa MHOKECTBEHHOTO
yucia («KIpUKa3bIBAEM», «PEIIHIIN).

B nenoBeix (Ciy’eOHBIX) MUChMaX UCHOIB3YIOTCS (DOPMBI U3JI0KEHUS:

OT TIEPBOrO JHUIA MHOXXECTBEHHOTO0 4YHCia («IIPOCUM  HAMpaBHTh...»,
«MPEJICTABIIIEM Ha PACCMOTPEHHUE...»);

OT TPETHEro JHIla €JUHCTBEHHOIO0 4Hclia («MUHHUCTEPCTBO HE BO3paXKaeT...»,
«OOIIECTBO CUUTAET BO3ZMOKHBIM...»);

OT TMEpPBOr0 JHUIA EAMHCTBEHHOTO 4YHCIAa («CUUTAI0 HEOOXOAUMBIM...»,
«TpeJyIarar pacCMOTPETh...»), €CIIU MUCbMO 0(OPMIICHO Ha I0JHDKHOCTHOM OJIaHKE.

B TekcTax JOKyMEHTOB YNOTPEOSIOTCS TOJIBKO OOLIENPUHSATHIE a00peBUATYPhI U
rpaduuecKue COKpaIieHus.

[Ipu ynorpebiienun B TekcTe (pamMuiIMil JIMII MHUIMAJIBI YKA3bIBAIOTCS MEpen
bamumei.

B nenoBsix (cityeOHBIX) MUCbMaX MOTYT UCIOJIb30BAThCS:

BCTYIUTEIHLHOE OOpaIleHue:
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YBaxaembiii Hukonait [lerpoBuu!
VBaxkaemast Onpra Hukosaesna!
VYBaxaeMmrble rocrioaa!l
3aKJIFOYMTENIbHAS dTUKEeTHas hpasa:
C yBaxkeHueM, ...

Ccovlika na pecucmpayuoHHblil HOMeEP U 0amy nOCHYnusuiez0 OOKyMeHma

Ccblika Ha PpETrHCTPALIMOHHBI HOMEP M J1aTy IOCTYNUBIIETO JOKYMEHTA
BKJIKOYAET PETUCTPALMOHHBIN HOMEP U 1aTy BXOASAIIErO0 MHUIIMATUBHOIO IOKYMEHTA, HA
KOTOPBIN TAETCSA OTBET.

Ommemka o npujiojiceHuu

OTMeTKa O TPWIOKEHUU COACPKUT CBEIACHHUS O JOKYMEHTE (JIOKyMEHTax),
MpUJIaraéMoM K OCHOBHOMY JOKYMEHTY (B COIPOBOJUTENIBHBIX MUChMaX, MPETCH3USX,
aKTax, CIpaBKax U APYTHX HHPOPMAIMOHHO-CIIPABOYHBIX IOKYMEHTAX) HIJIA O TOM, YTO
JOKYMEHT SIBJIICTCS TPUIOKEHUEM K OCHOBHOMY JOKYMEHTY (B JOKYMEHTax -
MPUWIOKEHUAX K  PACIOPSIUTEIBHBIM  JOKYMEHTaM, TIOJIOKCHHSIM, TIpaBHIIaM,
WHCTPYKIIUSM, JJOTOBOpaM, IJIaHAM, OTYE€TaM U JIp. TOKyMEHTaM).

B compoBomuTenpHBIX MHCBMax W JAPYTHX HHGOPMAIIMOHHO-CIIPABOYHBIX
JOKYMEHTaX OTMETKa O MPUIIOKEHUU OPOPMIISIETCS MO TEKCTOM OT T'PAHHMIIBI JIEBOTO
MOJIsl CIEAYIOUTUM 00pa3oM:

- €CJIM TIPUJIOKEHHUE Ha3BAaHO B TEKCTE:

[Tpumep:

[Ipunoxenue: Ha 2 1. B 1 9K3.

- €CJIM IPUIOKEHUE HE HA3BAHO B TEKCTE WJIM €CIU IPUIIOKEHUN HECKOJBbKO,
YKa3bIBAlOT HA3BaHUs JIOKYMEHTOB-IIPUIOKEHUN, KOJIUYECTBO JIMCTOB U DK3EMILISPOB
KaXJ0TO MPHUIIOKECHUS:

[Tpumep:

[Ipunoxenue:

1. I[lonoxenue ... Ha 5 1. B 1 DK3.
2. Copaska ....... Ha 2 1. B 1 3K3.

- €CIM JOKYMEHT, SBJISIONIMUACS TPUIIOKECHUEM, HMEET MPUIOKECHUS C
CaMOCTOSITEIIbBHOU HyMepaluen CTPaHUILL:
[Tpumep:

[Tpunoxenue: mucbmo oT 05.06.2023 Ne 02-6/172 u npunoXeHUus K HEMY, BCETO
Ha 5 IL.
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- eCIu TPUIIOKEHHUEM SBIISIETCS OO0OCOOJICHHBIM AJIEKTPOHHBIH HOCUTEIb
(koMmakT-auCK, usb-den-HakonuTeb U JIp.):
[Tpumep:

[Tpunoxenue: CD B 1 3k3.

[Ipu sTomM Ha Bkiampime (KOHBEPTE), B KOTOPHIN TMOMEIIACTCS HOCHUTEINb,
yKa3bIBAIOTCS HAUMEHOBAHMS JIOKYMEHTOB, 3allMCAaHHBIX HA HOCUTEIb, UMEHA (DailyioB.

B pacnopsauTenbHBIX TOKyMEHTax (TIOCTAHOBJICHUSX, PEHICHUSX, IMPHUKa3aXx,
PaCHOpSDKEHMSIX), JOTOBOPAX, IIOJOKEHUSX, IpaBUiiaX, HWHCTPYKIUSAX U JIPYTUX
JTOKYMEHTaX OTMETKA O TIPHIIOKESHUH OPOPMIISIETCS CIASAYIONTAM 00pa3oM:

- B TEKCTE JIOKYMEHTa IMpH IEPBOM YINOMHHAHUHU JOKYMEHTA-TPHIOKEHUS B
CKOOKaxX YyKasbIBaeTCs: ... (MPUJIOKEHUE) WU ... (MpusiokeHue 1); mepes HOMEpPOM
MIPUJIOKEHUS JOMMYCKAETCsl CTABUTh 3HAK HOMEpA: ... (mputoxeHue Ne 2);

- Ha TepBOM JIMCTE JIOKYMCHTA-TIPUJIOKEHHUS B TIPAaBOM BEPXHEM YTIy
YKa3bIBaETCS:

[Tpumep:

[Tpunoxenue Ne 2

CTpoKM pEKBU3WTA BBIPABHUBAIOTCS IO JIEBOMY Kpaw WIH LEHTPUPYIOTCA
OTHOCHUTEJILHO CaMOW JUIMHHOW CTPOKH.

I'pugh coznacosanun 0oxkymenma

CorylacoBanne TMpoeKTa JOKYMEHTa Ha OYMaXHOM HOCHUTENE C JPYyTUMH
OpraHu3alMsIMHU, MHTEPEChl KOTOPHIX B HEM 3aTparuBarorcs, odopmiisiercss rpudom
cornacoBanus. ['pud cornacoBaHus B 3aBUCUMOCTHU OT BUJIA JOKYMEHTA U OCOOEHHOCTEN
ero 0(OpMIICHUSI MOXKET MIPOCTABIIATHCS:

- Ha TMEPBOM JIUCTE JOKyMEHTa (€CIM JOKYMEHT HMEET TUTYJIbHBIA JIUCT - Ha
TUTYJILHOM JIUCTE) B JIEBOM BEPXHEM YIJIy Ha YpoBHE rpud)a yTBEPKICHUS WIH IO
HAaMMEHOBAHHMEM JIOKYMEHTa OJIMKe K HIDKHEMY T0JIIO);

- Ha MOCJIEIHEM JIUCTE JOKYMEHTA T0JT TEKCTOM;

- Ha JIUCTE COTJIACOBAHMUS, SBIISIOIIEMCS HEOTHhEMIIEMON YaCcThIO IOKYMEHTA

['pud cornacoBanus Bkitouaet B cedst caoBo COI'JIACOBAHO, nanmeHoBaHue
JOJKHOCTH JIMIIA, ¢ KOTOPBIM COTJIACOBBIBACTCS JOKYMEHT (BKJIFOYAash HAaMMEHOBAaHUE
opraHa MECTHOIO CaMOYIpaBlieHUs (OpraHU3alliK), JUYHYIO MOJINUCh, paclinpoBKy
NOANMKUCH W JaTy COIVIACOBAHMS WJIM Ha3BaHWE JOKYMEHTA, IOJATBEPKIAIOIIETO
COrJIacOBaHUE, €ro JAaTy U MHIEKC, HAllpuMep:

COI''TACOBAHO
3amecturensb [ aBbl AIMUHUCTPALIUN
Crapo0el11eBCcKOro MyHUIIMIIAIBHOTO OKpYyTa
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Hounenkoit Hapoanoit PecniyOnuku
(moamuce) N.0O. Gamunus
naTa

N

COI''TACOBAHO
ITucemom PocapxuBa
oT Ne

Ecau cormacoBaHue OCYIIECTBISICTCS KOJUIETHAIBHBIM OpraHom, B rpude
COTJIaCOBAHUS YKa3bIBAIOT CBEICHMsSI 00 OpraHe, COIVIaCOBABIIEM JTOKYMEHT, JaTe U
HOMEpE MPOTOKOJIAa, B KOTOPOM 3a(UKCHPOBAHO pEUIEHHWE O corjacoBaHuu. Eciu
COIIACOBAHUE OCYLIECTBIISETCS MUCbMOM, YKA3bIBAKOT: BUJ JOKYMEHTA, OPTAHU3ALHIO -
aBTOpa JOKYMEHTA, 1aTy U HOMEP MHUChbMA.

COTI'JTACOBAHO
(HaMMEHOBaHKE KOJIJIETHAJILHOTO OpraHa)

(Tmoamuch) N.0. Gamunus
(TIpoTOKOJI OT No )

I'pud cornacoBanusi pacmnoiiaraercsi Huke pekBuzuta «lloamuce» B JIeBOM
HI)KHEM YIJIy JIOKYMEHTA.

I'pudsr  cornmacoBaHusi MOTYT pacrojiaraTbCsi Ha  OTAelIbHOM  «Jlucte
COTJIACOBAHUS», €CIIM COJEpKaHUE JOKYMEHTA 3aTParuBacT MHTEPECHl HECKOIbKHUX
opranuzanuii. Ha OCHOBHOM JIOKyMEHTE B MECT€, MPEAYCMOTPEHHOM JJIs
pacroyioxkeHusi Trpuda CcorjacoBaHus, Jenaercss OTMeTKa «JIucT coryiacoBanus
MIPUJIAraeTCs».

[IpoekThl TPaBOBBIX AKTOB COTJIACOBBIBAIOTCS B IIOPSJIKE, YCTAHOBJICHHOM
yHKTOM 2.4. Hactosmen MHCTpyKiuu.

I'pug ymeepotcoenus ookymenma

['pud yTBepkaeHHs] MPOCTABISAETCS HA JOKYMEHTE B ClIydae €ro yTBEP KICHHUSI
JOJKHOCTHBIM ~ JIMIIOM,  PACHOPSAIUTEIBHBIM  JOKYMEHTOM  (IIOCTAHOBJICHHEM,
pacropsKEHUEM, IPUKA30M) WM PEIICHUEM KOJUIETHaIbHOTO OpraHa.

['pud yTBepxkAeHUS pa3MeliaeTcs B MPaBOM BEPXHEM YINIy MEPBOTO JHCTa
nokyMeHTa. CpoKH PEeKBU3UTAa BBIPABHUBAIOTCA 1O JIEBOMY KparO WM LHEHTPUPYIOTCS
OTHOCUTEIBHO CAMOU JUIMHHOU CTpOoKH. ['pud yTBEepx)ACHUS OPOpMISETCS CleIyIOIUM
obpazom:

YTBEPXJIAIO
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['maBa MyHUUHMIIATBHOTO 00pa30BaHUS
Crapo0enieBcKuii MyHULIUTATIbHBIN

okpyr Jloneuxoit Hapognoit PecniyOnuku
I[Tonnuce N.0O. Gamunus
naTa

[Ipn yTBEpKOECHUM JOKYMEHTA HECKOJbKUMHU JOJKHOCTHBIMU JIMIAMU UX
ITOANMCH PacCIIONararoTCs Ha OJTHOM YpOBHE.

[Ipu yTBEepKI€HUU TOKYMEHTa MOCTAaHOBJICHHEM, PACIOPSKEHUEM, PEILICHHUEM,
npuka3zoMm rpud yrtBepxkaeHus coctouT u3 cioBa Y TBEPXKJIEHO (6e3 kaBbluek),
COrJJaCOBAaHHOTO B pOJE, YHUCIE M TMaJeke, COOTBETCTBYIOUIUM HAa3BAHUIO
yrBepxkaaemoro nokymenta (YTBEPXIEH, VTBEPXXJIEHA wu T1.1.), HaumeHOBaHUS
YTBEPKIAIOIIET0 JOKYMEHTA UM OpraHa B TBOPUTEIILHOM NaJIeXkKe, €ro 1aThl 1 HOMEpa,
HarpuMmep:

YTBEPXJIEH

MOCTAHOBJICHHEM ATMUHUCTPAIUU
Crapo0enieBcKOro MyHHUITUIIAIBHOTO OKPYTa
Honeukoit Haponnoii Pecriy6smku

oT Ne

Kaxxnas cocraBHast yacth pekBu3uTa «['pud yTBepKACHUI) NEeYaTaeTCsl C HOBOM
CTPOKM uepe3 | MEKCTpOUYHBI HHTEpBal W LEHTPUPYETCS OTHOCUTEIBHO CaMOMU
JUIMHHOM CTPOKH. JlIMHA CTPOKHM HE JNOJDKHA mpeBbimarh 8-10 cM M orpaHnyMBaeTcs
npaBbIM noJieM. [IpumepHbIi TepedeHb TOKYMEHTOB ¢ TpU(OM YTBEPKIACHUS MPUBEICH
B npuitokeHun Ne 24.

Bu3za

CornacoBaHue IPOEKTA JOKYMEHTA C TOJDKHOCTHBIMH JIMLAMH, PYKOBOJAUTEISIMU
Y CHELHUAIUCTaMU CTPYKTYPHBIX MOApa3AesieHni 0(hopMIIsIeTCs] BUZOM.

BusupoBanue mpoekTa JOKYMEHTA SBJSETCSA €r0 BHYTPEHHHUM COTJIaCOBAHUEM M
CBUJIETEIBCTBYET O COTJIACUU WUJIM HECOTJIACUM JIOJHXKHOCTHOIO JIMa (MyHULUIIATILHOTO
CIIY’Kallero) ¢ COJAEp>KaHUEM IIPOEKTa TOKYMEHTA.

Buza BxiroyaeT B ce0si HAaMMEHOBAHHME JOJDKHOCTU JIMIA, BU3UPYIOIIETO
JOKYMEHT, TMOJIUCh, pPAcUPPOBKY MOANUCH (MHUIMANBI, (aMWIWIO) € JaTy
BU3UPOBAHMS, HAIIPUMED:

3amecTtutenb [ 1aBbl AIMUHUCTpAIIMH
Crapo0el1eBCcKOro MyHUIIMIIAIBHOTO OKpYyTa
Hounenkoit Hapoanoit PecriyOnuku

MOJIHNCH N.0. Gamunus
naTa
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Buza mpocTaBisercss Ha MOCIAEAHEM JHUCTE JOKYMEHTa MOJ MOAIUCHIO, Ha
00OpPOTHOM CTOPOHE TMOCJIEIHEro JINCTAa MOJIMHHMKA JOKYMEHTa WIM Ha JIUCTE
corjacoBaHus (BUSUPOBAHMS), IPUIAra€MOM K JIOKYMEHTY.

BusupoBanue npoBOAMTCS 0 NPEACTABICHUS JOKYMEHTA Ha ITOAMCAHHUE.

3amevanusi, 0cOObIe MHEHHUSI U IOMOJIHEHUSI K TIPOEKTY JOKyMEHTa 0(OPMIIIIOTCS
Ha OTAEJIIBHOM JIUCTE.

JonyckaeTcsi HOJIMCTHOE BUSUPOBAHUE JOKYMEHTA U €r0 MPUJI0KEHUMH.

Iloonucwe 0orcHocmH020 Tuua

B cocrtaB noanucu A10JKHOCTHOTO JIMIA BXOAST: HAMMEHOBAHUE TOJKHOCTH JIUIIA,
MOAMUCABIIETO TOKYMEHT (IIPU MCIO0JIb30BAaHUH JOJDKHOCTHOTO OJaHKA HAMMEHOBAHUE
JIOJDKHOCTH HE YKa3bIBaeTCsl), COOCTBEHHOPYYHAs TMOANHUChL M €€ paciudpoBKa
(vHUIMANBL U haMUITHA).

[lonnmuce otnpensieTcs OT TOCIHEIHENM CTPOKM TEKcTa 2-3  OJAWMHAPHBIMHU
MEXCTPOYHBIMU UHTEPBAIAMHU.

HaumenoBanue pomxHoctu B pekBusute «lloamuce» rmnedaraeTcsa OT JIEBOU
rpaHUIlbl TEKCTOBOTO TOJIS; JABYXCTPOYHBIE M MHOTIOCTPOYHBIE HAMMEHOBAHUS
[eYaTarTcs yepe3 | MeXCTPOUYHbIA MHTEPBAI U BBIPABHUBAIOTCSI OTHOCUTEIIBHO JIEBOTO
T10JI51, HAITpUMeEp:

['maBa MyHULMIATILHOTO 00pa30BaHUs
Crapo0beleBCKuil MyHUITUTIATBHBIN OKPYT
Honenkoit Haponnoii Pecriyonuku N.O. Gamunus

PacmudpoBka moanucu B pekBusute «lloamuck» pacrmosaraercs Ha ypOBHE
NOCJIEAHEN CTPOKM HAaMMEHOBAaHMs JODKHOCTH Oe3 mpodena Mexay WHUIUATAMU, C
npoOenoM Mexay uHunuanamMu u  Qamunued. Ilocnegnsis OykBa (amuiauu B
pactdpoBKe MOAMKUCH OTPAHUYUBACTCS TIPABBIM MOJIEM.

[IpaBo moANMcH JOKyMEHTOB YCTAHABIMBAETCS B MOJOXKEHUSIX OpraHa MECTHOTO
CaMOYTIPABJICHUS.

He nomyckaercs moanucaHve JOKYMEHTOB C MPEIJIOTOM  «3a»  WIH
MPOCTABJICHUEM KOCOW YEPTHI NEPE] HAMMEHOBAHUEM JTOJHKHOCTU. ECin TOMIKHOCTHOE
JULO, TOJIKUCH KOTOPOTO 3aroTOBJIEHA HA IIPOEKTE JOKYMEHTa, OTCYTCTBYET
(KOMaHIUPOBKA, OTIMYCK, O0JIE3Hb), TO JOKYMEHT MOJIUCHIBAECT €T0 3aMECTUTEIb WU
JIULO0, UCTIOHSIONIEE €ro 003aHHOCTH, UM HHOE JOJKHOCTHOE JIUI0, UMEIOIIIEE PABO
MOJINMKUCH B COOTBETCTBUHU C PACTIOPSIKEHUEM O paciipeiesieHnn o0si3aHHoCTe|. [1pu aToM
00s3aTeIbHO YKa3bIBaeTCs (haKTUUeCKas JOJIKHOCTb JIUIIA, MOAMKUCABIIETO JOKYMEHT, U
ero ¢amunus. VcnpapieHus B MOATOTOBICHHBIM JOKYMEHT MOTYT OBITh BHECEHBI OT
PYKH JIMIIOM, MOANUCHIBAIOIIUM JTOKYMEHT.

[Ipy noanucaHUM JOKYMEHTA JIMIIOM, B COOTBETCTBUM C PaCHOPSIKEHUEM
UCIIOJIHSIIOIUM OO0S3aHHOCTH BPEMEHHO OTCYTCTBYIOUIETO PYKOBOAUTENS (OTILYCK,
00J1€3Hb, KOMaHIUPOBKA), MOAMHUCH O(OPMIISIETCS CIEAYIOIUM 00pa3oMm:
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N.o. (Bpro) I'maBel MyHUIIMTIATTLHOTO 00pa30BaHUS
Crapo0enieBcKkuil MyHUITUTIAIbHBIA OKPYT
Honenkoit Haponnoii Pecriyonuku N.0. ®amunus

[Ipy mnoamucaHuu JOKYMEHTOB HECKOJBKUMHU JIOJDKHOCTHBIMHM JIUIIAMH HX
MOJIKCHU paclojaramTcs OAHa Mo APYroi B MOCIEI0BATEIbHOCTH, COOTBETCTBYIONIEH
UepapXuu JOJKHOCTEH.

[Ipy moamucanuu TOKYMEHTa pa3HbIMU JHUI[AMHU, PABHBIMHU MO JOJLKHOCTH, HO
NPEICTaBISIIONIMMHE  pa3Hble  OpPraHbl  MECTHOTO  CaMOYIpaBJCHHs, MOJIMUCU
pacrnojararT Ha OJIHOM YPOBHE.

Ecnu pokymenTt odopmiien He Ha OnaHke, TO B cocTaB pekBusuta «lloamuchy
BXOJIMUT HAMMEHOBAHUE JOHKHOCTHU JIUIA, TMOJAMUCHIBAIOMIETO JAOKYMEHT, Ha3BaHUE
CTPYKTYPHOTO MOJpa3eieHus, B KOTOPOM JOKYMEHT CO3/1aBaJICS, TUYHAS OJIUCH U €€
pacudpoBKa, HATPUMED:

HavanpHuk ropundeckoro otaena

Anmvunuctpanuu CTapoOemneBcKoro

MYHUIUITATIBHOTO OKpYyTa

JHonenkoit Hapoanoit PecriyOnuku N.0. Gamunus

Ileuamo

[leuath 3aBepseT MOIMHHOCTH MOAMUCH JOJKHOCTHOTO JIMIA HA JIOKYMEHTAaX,
YIOCTOBEPSIOMINX MpaBa JUIl, (PUKCHpyOMUX (aKThl, CBSI3aHHBIE C (HUHAHCOBBIMU
CpEeACTBaMHM, a TAKKE HA UHBIX JIOKYMEHTAX, MPElyCMAaTPUBAIOIINX 3aBEPEHUE MTOITUCH
MeYaThi0 B COOTBETCTBUU € 3aKOHOIATENbCTBOM Poccuiickon denepanuu.

[leyatp mpocTaBISETCS, HE 3axXBaTbiBas COOCTBEHHOPYYHOM TWOAMHUCH JIMIIA,
MOJIITMCABIIETO JOKYMEHT, WJIK B MecTe, 0003HaueHHOM «MID» («Mecto meuatny).

Ommemka o 3aeeperuu Konuu

OTMeTka O 3aBepeHUM OyMa)KHOM KOMHUM JOKYMEHTAa WM BBIIUCKA U3
HEro BKJIIOYAET B ce0s yKa3aHHME O MECTE HaXOXJACHHS MOJJIMHHUKA JIOKYMEHTa (eciiu
KOIUS BbLAAETCS JUIsl MPEAOCTaBICHUS] B JIPYTYIO OpraHu3aluio), cioBo «BepHoy,
HAaUMEHOBAHHE JIOJDKHOCTH JIMIA, 3aBEPUBIIETO KOMHIO; €ro COOCTBEHHOPYUHYIO
MNOAMNKCH, PacIIM(PpPOBKY MOANKUCH (MHULMAJBI, (PaMUJIUIO), ATy 3aBEPEHUS; MedaThb
(mpu mpeACTaBICHUU KONWU WM BBIMUCKH W3 JOKYMEHTa B JPYTYIO OpPraHU3AIMIO).
OTMeTKy 0 3aBEpeHUH KOMHH clieayeT ohopMIIaTh HUkKe pekBu3uTa «[loanucey yepes 2
OJIMHAPHBIX MEKCTPOUHBIX UHTEPBAJIA;

[ToTMHHUK JOKYMEHTa HAXOIUTCS B Jiesie No 3a roJ
Anmunuctpanuu CtapoOenmeBcKkoro MyHUIMnaabHoro okpyra Jloneukoit Hapoanoit
Pecniy6nuku

Bepno
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HaumeHo8anue 00JIHCHOCU Tuyd,
3a8epusuie2o KoOnur noonucs N.O. Gamunus
naTa

JIMCTBI MHOTOCTPaHUYHBIX KOMHM (BBIIMCOK M3 JIOKYMEHTa) HYMEpYIOTCA,
OTMETKa O 3aBEPEHUU KONMUMU JOMOJIHAETCS YKA3aHMEM KOJIMYECTBA JIMCTOB KOIUU
(BpIMMCKHU U3 AOKYMeHTa): «Bcero B komun  11.». Jlomyckaercs 3aBepsATh OTMETKON
«BepHOo» KaJIbIi JINCT MHOIOCTPAHUYHOU KOIUHU JOKYMEHTA.

JI1st mpocTaBiIeHNsl OTMETKH O 3aBEPEHNUU KOIIMU MOYXKET UCIIOIb30BaThCS LITAMII.

Ommemka 00 ucnoinumere

OTMeTKa 00 WMCMOJHUTENE MPOCTABIISIECTCS B JICBOM HH)KHEM YTy JIMIICBOW WIIN
000OpPOTHOM CTOPOHBI MOCIEAHEr0 JUCTAa JOKYMEHTAa, BKIOYAeT B ceOs1 (haMUIUI0, UMS,
OTYECTBO MCIIOJIHUTENSI 1 HOMED €ro TenedoHa.

OtMmeTka 00 HCIOJHUTENE MOXKET JOIMOJHATHCS YKa3aHUEM JOJDKHOCTH
HCIIOJTHUTENISA, CTPYKTYPHOTO TOIPa3ACICHUsI U SJIEKTPOHHBIM aJpEeCOM HCIIOJTHHUTENS,
HampuMmep:

WBano MBan MBanoBuy,
Otnen apXUTEKTYpHI,
IJIaBHBIN CICIIUAIIHCT,

8 (42354) 2-33-36
Ivanov10@gov.ru

Pezonwouusn

Pe3omonnst  coAepKUT yKa3zaHHUs MO HWCIOJHEHUIO JOKyMEHTa. Pesomtouus
oopmIIsieTcsl HEMOCPEICTBEHHO Ha JIOKYMEHTE MM Ha OJIaHKe PEe30JIIOIMM; s
AJNIEKTPOHHBIX JIOKYMEHTOB yKa3aHUsl 0pOPMIIIOTCS B PETUCTPALIMOHHON KapTOUKe.

VYkazaHus 10 UCHOJHEHUIO BKJIOYAIOT B ce0a (pamMuwiny, WHUIMAIBI
UCIIOJIHUTEIICH, COJIep)KaHUE MOPYUYEHUS, CPOK UCIIOJIHEHHUS, TOANMUCH PYKOBOJIUTENS U
narty:

NBanosy B.II.

[Ipotiry mOAroTOBUTH MPOEKT JOTOBOPA

k 05.05.2023

MO/AMKCH naTa

B ClIydasax, Koraa IIOpY4YCHHC HOdaCTCA HCCKOJIbBKMM OOJKHOCTHBIM JIMIIAM,
OTBCTCTBCHHBIM HUCIIOJIHUTCICM CUHUTACTCA TOT, KTO YKa3aH IICPBLIM.

Ommemka o KoHnmpoJie

OTMeTKa O KOHTPOJIE CBUAETENBCTBYET O MOCTAHOBKE JTOKYMEHTA Ha KOHTPOJIb,
npoctaisiercs mrammnoM "Kontposs" wim 0ykBoii «K» Ha BepXHEM MoJjie JOKYMEHTA.

Ommemka o nHanpagieHuu OOKymMeHma 6 0eyno
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OtMeTKa 00 UCTIOJTHEHUH JIOKYMEHTA U HalPaBJICHUH €ro B ACJI0 COCTOUT U3 CIIOB
«B nemo», ykazaHus MHAEKCA Jejia, B KOTOPOE IOMEIIAETCS JIOKYMEHT, IMOJIKUCH
UCTIOJIHUTESL UJIM PYKOBOJUTEIISI CTPYKTYPHOTO TTOJpa3AeICHUs U AaThI.

OTMeTKa 00 MCTIOJIHEHUH MOXKET JOMOJHATHCS HHPopMarueir 06 0COOEHHOCTIX
UCIIOJIHEHUS TOKyMeHTa. Eclii IOKyMEHT MCITOJIHEH OTBETHBIM JOKYMEHTOM, TO JAeTCs
CChUIKA Ha €ro JaTy W HOMEp, €CIU OTCYTCTBYET JHOKYMEHT, CBHACTEIHCTBYIOMIHI 00
UCIIOJIHEHUH, TO JJA€TCs KpaTKas ClpaBKa 00 €ro UCIIOJTHEHHH.

I'pug ozpanuuenus oocmyna Kk 00OKymenmy

I'pud orpanuueHus moctyna K JOKYMEHTY IIPOCTaBIIIETCS Ha JOKYMEHTaxX Ha
OyMa)KHBIX HOCHUTENAX, COAEpKAMUX UHPOPMAIIUIO, OTHOCUMYIO K CITyKE€OHOH TaiHe
WJIM K THOMY BUJY KOH(MUACHIIMAIbHON HHPOpMAIUH.

['pud orpanmyeHus AocTyma K JOKYMEHTY Ha JIOKYMEHTax, COASpKaIlux
nHpOpMaInio, OTHOCUMYIO K CIyKeOHOM TaitHe, umeeT BUI: «Jljis cimyxeOHOro
MOJIb30BaAHUS.

['pud orpanndeHus: 10CTyna K JOKYMEHTY IMPOCTABISETCS B BEPXHEM IPaBOM
YIIIy TIEPBOTO JINCTA IOKYMEHTA M MOXKET JIOTOJHATHCS YKa3aHHEeM HOMepa dK3eMILLIpa
JTIOKyMEHTA.

Cnpaeounvle OaHHble 0P2AHA MECMHO20 CAMOYRDPAGIEHUA, CHMPYKMYPHO20
noopaszoenenusn

CrpaBouyHble JaHHBIE YKa3bIBAIOTCS B OJIaHKaX MUCEM M BKIIIOYAIOT: MOYTOBBIN
aapec (IOTOJHUTEILHO MOXKET YKa3bIBaThCA aJIpeC MECTa HaXOXKJICHUsSI, €ClId OH He
COBIAJAET C IOYTOBBIM a/IpecoM); HoMep TenedoHa, pakca, aApec MEKTPOHHON MOYTHI,
CETEBOM ajipec.

Aodpecam

AJnpecaT WUCHOJIB3yeTCs TpU OQPOPMIICHUU JEJOBBIX (CIIYKEOHBIX) TTHCEM,
BHYTPEHHUX HH(POPMALIMOHHO-CIIPABOYHBIX JIOKYMEHTOB (JOKJIAIHbBIX, CIY>KEOHBIX
3aIlMCOK U JIp.).

AJlpecaToM JOKYMEHTa MOXKET ObITh OpraHH3alus, CTPYKTYPHOE MOpa3eicHHe
OpraHu3aliu, JOJKHOCTHOE WU (PU3UYECKOE JTUIIO.

PexBusut "ampecatr" mpocTaBisieTcsi B BEpXHEW MpaBoil yacTh AOKyMeHTa (Ha
0JIaHKE C YTIIOBBIM PACIOJIOKEHUEM PEKBU3UTORB) WUJIU CIIPaBa Mo PEKBU3UTAMH OJIaHKa
(Ipu POJI0BLHOM PACIOJIOKEHUU PeKBU3UTOB OnaHka). CTpoku pekBusuta "aapecar"
BBIPABHUBAIOTCS TI0 JIEBOMY KpParO WJIM HEHTPUPYIOTCS OTHOCUTEIBLHO CaMOW JUTMHHOU
CTPOKH.

[Ipu aapecoBaHMM JOKyMEHTa PYKOBOJUTENIO (3aMECTUTENIO PYKOBOIUTEIS)
OpraHu3allMM YKa3blBa€TCsl B JIaTEIbHOM TaJeKe HAWMEHOBAHHME JIOJHKHOCTU
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pyKOBOIUTENSA  (3aMECTUTENSl  PYKOBOJAMUTEINS),  BKIIOYAIONIEE  HAWUMEHOBAHUE
OpraHu3aluy, pamMuInio, THUUAIbI JOJKHOCTHOTO JINLA.

[Ipu angpecoBaHuMM TMHCbMa B OPraHU3alMI0 YKa3bIBa€TCS €€ IOJHOE WIH
COKpallleHHOE€ HAUMEHOBAHNE B UMEHUTEIHHOM MA/IEKE.

Ommemka 0 nocmynieHuu 00OKymenma

OTMeTKa O MOCTYIUICHUH JOKYMEHTA COJICPKUT OUepPETHOM MOPSAKOBBIM HOMED U
JaTy TOCTYIUICHHUS JOKYMEHTa (MU HEOOXOAMMOCTH — Yachl © MUHYTHI).

JlommyckaeTcsi OTMETKY O IMOCTYIUICHHH JOKYMEHTa MPOCTABIATh B BHJIC IITaMIIa
(711 TOKYMEHTOB Ha OyMaKHBIX HOCUTENAX ).

Ommemka 00 31eKMPOHHOU NOONUCU

OTMeTka 00 DJJEKTPOHHOW TOJANUCH UCIHOJB3YEeTCS TMpU  BU3YyaJIU3ALMU
AJNIEKTPOHHOTO JTOKYMEHTA, MOJMUCAHHOTO 3JEKTPOHHOU MOAMHUCHIO, C COOJI0IEHUEM
CIeAYyIOIUX TpeOOBaHUM:

a) MECTO pa3MeIIeHHS OTMETKH 00 DJIGKTPOHHOM TMOJMUCH JOJDKHO
COOTBETCTBOBaTh MECTY pa3MEUIEHUsT COOCTBEHHOPYYHOU MOJIMUCHA B aHAJIOTMYHOM
JOKyMEHTE Ha OyMa)KHOM HOCHUTEJIE;

0) PIeMEHThl OTMETKH 00 3JEKTPOHHOW MOANUCHU JOHKHBI OBITh BUAMUMBIMHU U
YUTAEMBIMH MPU 0TOOPAKEHUU JOKYMEHTA B HATYPaJIbHOM pa3Mepe;

B) 3JIEMEHTBI OTMETKHU 00 3JIEKTPOHHOM MOJIKCH HE JOJKHBI IEPEKPBIBATHCS WU
HaKJI1abIBaThCA JIPYT HA JIPYTa;

I) 2JIEMEHThl OTMETKHM OO0 JJICKTPOHHON TMOJIMUCH HE JIOJDKHBI TEPEKPHIBATH
AJIEMEHThl TEKCTa JOKYMEHTAa U JIpyrue€ OTMETKH 00 3JIEKTPOHHOW MOoJNucH (mpu
HAJIUYMH).

OtMmeTka 00 SJEKTPOHHOM MOJMUCH B COOTBETCTBUU C 3aKOHOAATEIIHCTBOM
Poccmiickoii depneparuu  BkiIodaeT (pasy "JoKyMeHT moAmHMcaH SJICKTPOHHOM
NOANUCHIO", HOMEp cepTUdUKaTa KIKYa 3JIEKTPOHHON HoANucH, (HaMHIINI0, UM,
OTUYECTBO BIaJieNblla cepTuduKara, Cpok IEUCTBUS cepTU]PUKATA KIIFOUA JIECKTPOHHOU
noanucu. OTMeTKa 00 AJIEKTPOHHOM MOIMCHA MOXKET BKJIIOUaTh M300paxkeHue repoa,
SMOJIEeMBbl OpraHa BJIacTH (OpraHu3alluu), TOBAPHOIO 3HAKa (3HaKa OOCITYKUBaHMUS)
OpraHu3alMK B COOTBETCTBUU C JIEUCTBYIOIIUM 3aKOHOAATEIIbCTBOM.

[Tpumep
JOKYMEHT IIOJITUCAH
SJIEKTPOHHOU ITOAITMCHIO
Hanvenopamme CePTHOuKaT 1al1122a000000000011 1L.O. davuuiis
Brnagenen @amunnsa Umsg OtuecTtBo
AOJLKHOCTH Jleiicteurenen ¢ 01.12.2012 o 01.12.2017
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2.3.8. PexBu3uTHI JOKyMEHTa (KpOME TEKCTa), COCTOAIINE U3 HECKOJIBKUX CTPOK,
neyataloTcss 4depe3 1 MexcTpouHblid uHTepBas. (CoOCTaBHbIE 4YacTU PEKBU3UTOB
«Anpecat», «I'pud yrtBepxkaeHus», «OTMETKa O HAIWYAU TPUIOKEHUs», «['pud
COTJIACOBAHUS» OTIEISIOTCS IPYT OT Apyra 1,5 MEeKCTPOUHBIM HHTEPBAJIOM.

Jpyrue pexkBU3UTHI JOKYMEHTa OTACISIIOTCS IPYr OT Apyra 2-3 OJAuHApPHBIMHU
MEXCTPOYHBIMU UHTEPBATAMH.

2.4. lloaroroBka u opopmiieHHE NIPOCKTOB
NMPaBOBbIX AKTOB AAMuHMCcTpanuu CTapodemeBcKOro MyHUIMNIAJIBLHOI0 OKPYra
JMouneuxoii Hapoanoit Pecny0smku

2.4.1.B AaMuHUCTpalliM HA OCHOBAaHMM W BO ucHoJHeHHe KoHcTuTyunu
Poccuiickoii ®Dexneparuu, ¢eaepaibHbIX 3aKOHOB, HOPMATHUBHBIX ITPaBOBBIX aKTOB
[Ipesunenta Poccuiickon deneparmu, nocraHoiieHuil [IpaButenscTBa Poccuiickon
Odeneparuu, YcraBa MYHULIMTATBHOTO 00pa3zoBaHusi CTapoOeieBCKUit
MYHUIUMTIATBHBIN OKpyT JloHenkoli Haponnoi PecrnyOnuku n31ar0Tcsi TOCTAHOBIICHUS
51 pacnopsbkeHus [ J1aBbl MyHHIIUITAIIBHOTO oOpa3zoBaHus Crapo0erieBckuii
MYHUIIUNATBHBIN  OKpyT Jloneukoit Haponnoit PecnyOnuku, MNOCTaHOBIEHUS W
pacropsbKkeHus AIMUHUCTpAIUK (fajnee — MpaBOBbIE aKThl).

2.4.2. TloarotoBka TMpPaBOBBIX AaKTOB OCYIIECTBISETCS IO MOPYUYEHUIO

['maBbpI MyHUIIUIATTLHOTO oOpa3zoBaHus Crapo0erieBckuii MYHUIUAATbHBINA
okpyT Jlonenxoit HapoaHoit PecryOmukm.
2.4.3. [ToaroroBneHHbIN IIPOEKT IIPaBOBOTO aKTa Cc JIUCTOM

COTJIaCOBAaHMS, MOSICHUTEILHOW ~ 3allUCKOM,  pacdyeTamMyd, CME€TaMM W  HWHBIMU
MarepuaiamMu, €cJId TaKOBble TpPeOYIOTCS, OOOCHOBBIBAIOIIMMHU €ro MPHUHSTHE,
HaIpaBJISIETCSA HA COrJIaCOBaHME.

Kpyr mum, OCyMEecTBISIIOIIMX COTJIaCOBAaHME IIPOEKTA IIPABOBOIO  aKTa,
ONpEACNISIET PYKOBOJUTENIb CTPYKTYPHOTO TMOAPA3JACICHUS — UCHOJIHUTENS TI0
COTJIACOBAHUIO C 3aMecTUTeNeEM [ J1aBpl AIMUHUCTPALIMH.

[IpoexTsl, mperycMaTpUBAIOIINE PACXOAbl 32 CUET CPEJCTB MECTHOTO OOJIKETa,
MOJJIekKAT 00s3aTEIbHOMY COTJIACOBAHHUIO C PYKOBOJWTEIEM (PUHAHCOBOTO OpraHa
AJIMUHUCTpaLUU U 3aMECTUTEIIEM ['maBe1 AqMuHHCTpAaLUy, KYpHUPYIOLLUM
COOTBETCTBYIOIIME BOIPOCHI.

2.4.4. OTBETCTBEHHOCTb 3a KaY€CTBO MOArOTOBKHU ITPOEKTOB, UX COTJACOBAHUE C
3aMHTEPECOBAHHBIMU CTOPOHAMHU HECET PYKOBOJMUTEIb CTPYKTYPHOI'O MOJIpa3/IeiICHHUS,
OCYILIECTBJISIOIIETO €r0 MOJATOTOBKY.

2.4.5. Ilpy ynoMHHaHUW B TPOEKTE MPABOBBIX AKTOB T'OCYJAPCTBEHHBIX WU
MYHUIUIIATBHBIX OPTaHOB TPeOyeTCs yKa3aHUE UX J1aThl, HOMEpa U HAaUMEHOBAHUS.

2.4.6. VI3meHeHus 1 AOTOTHEHUST 0(OPMIISIOTCS PABOBBIM aKTOM TOTO JK€ BHUJIA,
B KAKOM M3/I1aH OCHOBHOW JIOKYMEHT.

2.4.7. IlpoexkThl B HEOOXOAMMBIX CIIy4asX JIOJDKHBI COJIEpkKaTh IYHKT O
BO3JIOKEHUH KOHTPOJISI HAJ, UX UCIIOJITHEHUEM.
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2.4.8. IIpoekTbl aKTOB IO KaJpOBBIM BOIPOCAM  IOJArOTaBIUBAKOTCS
PYKOBOJIUTENIEM YIIOJTHOMOUYEHHOTO CTPYKTYPHOTO MOApa3AeiacHUs AJIMUHUCTPALIUH.

2.4.9. CormacoBaHue TMpPOEKTOB OQOpMIISIETCS Ha JIUCTE COIIACOBAHUS
(mpunoxxkenue Ne 25) myTeM BU3UPOBAHMS Ha JIUIIEBOM CTOPOHE JIMCTA HUXKE HA3BaHUS
MpPOEKTa JOKHOCTHBIMU JUIAMU (JIMYHAsE TMOJMUCh, pacliuPpoBKa MOAMNHUCH
(mHMUMAIB, (haMUIIMs) U AaThl COTJIaCOBaHMs) B CIEAYIOUIEH MTOCIEA0BATEIbHOCTHU:

3amecturelb [ 1aBel AIMUHUCTPALUN.

HayaJbHUK (PUHAHCOBOTO oOpraHa AJMUHHUCTpALMM, €CIU MPOEKT Kacaercs
(UHAHCOBOM JESITENBHOCTH;

PYKOBOJIUTEIb CTPYKTYpPHOTO noApa3IeaeHUs AJIMUHUCTpaIUH,
MOArOTOBUBIIETO MPOEKT;

PYKOBOJUTEND (COTPYIHUK) IOPUIUUECKOTO OTAeIa AAMUHUCTPALINY;

YIPaBIAIOUIMN AeIaMid A IMUHUCTPALIAH.

Ha numeBoll CTOpoHE NHMCTa COIVIACOBAHMS TaKyKe 3alOJHSAETCA YKa3aTelb
pPacChUIKH, COJEpIKallMid MEPEUYEHb aJpPEecaToB C YKAa3aHUEM HUX aJpPECOB, KOTOPHIM
ClielyeT HaIpaBUTh IPABOBOM aKT WJIM BBIHCKY U3 HETO.

2.4.10. CornacoBaHue AOJKHO ITPOBOJIUTHCS B CPOK HE OoJiee Tpex pabodyux JTHEH
Yy KaXKJIOTO COrJIacoBaTEIIs.

[Ipu cornacoBaHuu NPOEKTOB, OCHOBAHUEM JUIsl TIOJITOTOBKU KOTOPBIX CITY>KHUT
MPOTECT MPOKYpOpa, CIEYyeT COOMI0IaTh CPOK HUCIONHEHUsT mporecta (10 mHeit) ¢
MOMEHTA MOCTYIJIEHUS! B AIMUHUCTPALIMIO U COTJIACOBBIBATh TAKHUE IPOEKTHI B TEUCHUE
OJIHOTO JIHSI.

WcnionHuTenb KOHTPOJUPYET MPOCTABICHHUE AAT B JIMCTE COTJIACOBAHUSA IIPU
BU3UPOBAHUMU.

2.4.11. Ilpu Hanmuuuu y corjacoBaTteliss 0COO0ro MHEHUs (3aMeUYaHusi) OH JICJIacT B
JIUCTE COTJIACOBAHMSI COOTBETCTBYIOIIUE OTMETKH U MOJIUCHIBAET €r0; 0c000e MHEHHE
(3aMeuaHue), Kak MpaBUIIo, U3JaraeTcsi Ha OTJAEIbHOM JIMCTE U MPUIIATaeTCs K MPOEKTY.

2.4.12. Tlo nmpoekTaM, UMEIOIINM 3aMeYaHusl, UCTIOJIHUTEIEM TOArOTaBIUBAIOTCS
NpEeMJIOKEHUST I MX PACCMOTPEHHUsi 3aMecTutesieM [JnaBbl  AJIMHHUCTpPALINH,
KYPHUPYIOIIUM COOTBETCTBYIOIINE BOIIPOCHI.

2.4.13. Eciim B XO0HI€ COIJIaCOBaHMsI IPOEKTAa B HErO0 BHECEHBl W3MEHEHUS
MPUHIUMIIMATILHOTO  XapakTepa, TO OH TMOJJISKUT JOpabOTKE U  MOBTOPHOMY
COTJIACOBAHUIO CO BCEMH YKA3aHHBIMU B JINCTE COIVIACOBAHMS IOJXKHOCTHBIMU JIMIIAMHU.

2.4.14. CornacoBaHHbIi B YCTAHOBJICHHOM IOPSJIKE TIPOCKT IepeaacTcs
UCIIOJIHUTEJIEM B YIIOJTHOMOYEHHOE CTPYKTYPHOE MOJIpa3ieieHiue AAMUHUCTPALIUH IS
ero noanucaHuss ['7maBoil  MyHUUMNATBHOrO oOpazoBaHus  CTapoOeneBCKuit
MyHUIUITATBHBIN OKpyT Jlonenkoi Hapoanoit Pecniyonuku (nanee — ['nasa ).

2.4.15. llonnucanHbli TPOEKT (BMECTE C DJIEKTPOHHOU Bepcuell) mepenaeTcs B
YIOJIHOMOYEHHOE CTPYKTYPHOE TNojpa3AesicHue AJIMUHUCTPALIMM ISl PETUCTpaAllUU U
BBIITYCKAa B TPEXJAHEBHBIM CPOK B CTPOrOM COOTBETCTBHUU C YKA3aTEJIEM PaCChUIKH,
COJICPIKAIIMMCS Ha JIMIIEBON CTOPOHE JIMCTA COTJIACOBAHUS.

DOneKkTpoHHasi BepcHsl MpoeKTa 0(opMIISIETCs] B COOTBETCTBUU C TpeOOBaHUSIMU,
MPEABSBISIEMBIMU K 0()OPMIICHUIO MPOEKTOB Ha OyMaKHBIX HOCUTEIISX.
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OTBETCTBEHHOCTh 32 HWJEHTUYHOCTb JJICKTPOHHOW BepcUU  OyMaKHOMY
OpUTMHAIY BO3JIaraeTcsl Ha UCIIOJIHUTEIIS.

2.4.16. llognmuuauK (TEPBBIM WIM EIUHUYHBIA HK3EMIULP OQUIMATBLHOTO
JOKYMEHTa) IPaBOBOTO aKTa, JHUCT COIJAacOBaHMWA K HEMY OCTalTCs B
YIIOJTHOMOYEHHOM CTPYKTYPHOM MOJPa3ACIeHUN AJIMUHUCTPALUH, OCTAJIbHBIE
MaTepHalibl BO3BPALLAIOTCS UCHIOJHUTENIO JU1sl (POPMUPOBAHUS APXUBHOTO €.

2.4.17. Konuu mpaBOBOrO akTa HAMPaBJIAIOTCS ajpecaTraM B COOTBETCTBUU C
yKa3aTelleM pacChbUIKH, MPUYEM IPABOBBIE AKThI, U3MEHSAIOIINE WJINA JOMOJHSIOIINE
paHee MpPUHSATHIE MPABOBBIE AKTHI, HAMPABIAKOTCA TEM OpraHaM M OpraHu3alusM,
KOTOPBIM pacChUIAIUCH PAHEE IPUHSATHIE TIOCTAHOBJIEHUS, PACTIOPSKEHM S, IPUKA3bI WIH
UX TIPaBOIIPEEMHUKAM.

Komnueii nokymeHTa cieyer cuuTaTh JTOKYMEHT, OJHOCTHIO BOCIIPOU3BOASIIMIA
uH(}OpMaIMIO MOJUTMHHUKA U BCE €r0 BHEIIHUE MPU3HAKHU.

2.4.18. IIpoexTsl meyaTaroTCs Ha OJIaHKAaX YCTAHOBJICHHOU (POPMBI.

2.4.19. IIpaBoBbIE aKThl UMEIOT CJIECIYIOIINE PEKBU3UTHI:

HauMeHOo8aHue Op2and, u30asuieco npagosou akm — AJIMUHUCTpAIIUS;

HauMeHo8aHue 8U0a aKkma — MOCTAaHOBJICHUE, PACIIOPSHKEHUE;

dama akTa OTHENSeTCs OT HAaUMEHOBAaHWSA BUJA aKTa, KaKk MPaBUIIo,
2 oauMHApHBIMM MEXCTPOUYHBIMU HMHTEpBajaMu. Jlata medaraercs OT JIEBOW T'PAHUIIBI
TEKCTOBOTO MOJIsl. DIIEMEHTHI JaThl MUIIYTCA apabCckuMu IudpaMu B OJIHY CTPOKY B
MOCJIEIOBATENbHOCTH: YHCIIO, Mecdll, roa, Hanpumep: 03.07.2022. B TekcTax akToB,
CoZIepXKaIINX CBEJIEHHUS HOPMATUBHOTO M (PUHAHCOBOTO XapakTepa, NPUMEHSETCS
cioBecHO-1M(ppoBoit ciocod ohopmienus nat: 17 urons 2022 r.

HoMep TieHaTaeTcsl apaOCKUMHU 1udpamMu OT MIPaBOil IPaHUIIBI TEKCTOBOTO TIOJIS U
COCTOUT U3 3HaKa «Noy», MOPSAKOBOTO HOMEpa JOKYMEHTa M OYKBEHHOI0 0003HAYEeHUS,
a Tak)Ke COKpalIeHHOro 0003HaueHus Toja u3gaHus akrta, Hanpumep: Ne 154-p/23 unu
No 143-n/23;

Mecmo u30aHus — TIeYaTaeTcsl Ha OJHOM YpOBHE C peKBU3UTaMu «Jlata» wu
«Homep» u opopmiasieTcss HEHTPUPOBAHHBIM CIIOCOOOM;

3a201060K TIEYATAETCA HA PACCTOSIHUM 3 OJMHAPHBIX MEKCTPOUYHBIX MHTEPBAJIOB
OT PEKBU3UTA «MECTO M3JAHMS, BBIIEIAETCS MOy KUPHBIM MIPU(TOM, LIECHTPUPYIOTCS
OTHOCUTEIBHO CJOB «AAMUHHCTpaus». JlMHA CTPOKM 3arojioBKa HE JOJDKHA
npesbimath 50 31akoB (11,5 cm);

mexcm o(pOpMIISIETCSl B COOTBETCTBUU € MYHKTOM 2.3.7. HacTosime MucTpykiuu.

TekcT mpoekTa, Kak MPAaBHIIO, COCTOUT M3 JBYX YacTed — KOHCTATUPYIOLIEH
(npeamOynbl) W TMOCTAHOBISIONMIEH (B PACHOPSIKEHUSIX, — PaACHOPSIAUTEIHLHON),
IOPUJIMYECKHU CBSI3AaHHOM C MPUJIOKEHUSIMU K HEMY.

B xoHCcTaTHpyrONIEN YaCTH NPOEKTa U3J1aratoTCsl OCHOBAHHMS U LIENIb €I0 IPUHATHS.
KoHcratupyromiass 4acTh HA4YMHACTCS  yCTOWYMBBIMU  (opmyiupoBkamu  «Ha
OCHOBaHUW», «B cooTBeTCTBUNY, «B0O HCIOIHEHUE U T.II.

Koncratupyromass  vacth  (mpeamOyia) B NPOEKTax  MOCTAHOBJICHHUM
Anmunuctpanuu 3aBepmaercst cioBamu «Aamunuctpauus [IOCTAHOBIIAET» u
JIBOCTOYHEM, TIOCJICIHEE CJIOBO IeYaTaeTcs MPOINHUCHBIMH OykKBaMH 0€3 pa30MBKHU C
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HOBOW CTPOKH OT T'PAHMIBI JIEBOT'O TOJISL, YEPE3 2 OAMHAPHBIX MEKCTPOUHBIX UHTEPBAJIA
OT TE€KCTa NpeaMOyIIbl, Oy KUPHBIM HIPUPTOM.

[TocTanoBstomas (pacnopsauTeabHas1) YaCTh MOCTAHOBICHUH (pacmopsiKeHu )
AIMUHHCTpaALUU, KaK IPaBUIIO, NOAPA3IEIAETCA Ha MyHKTHI.

[TyHKTBI HyMepyIOTCS apaOCKUMU IUppamMu C TOUYKON U 3ar0JIOBKOB HE UMEIOT.

[TyHKTBI MOTYT IOJIpa3J€AATHCA Ha MOAMYHKTBL, KOTOPBIE, B CBOIO 0YEPE/Ib, MOTYT
UMETh OYKBEHHYIO WK HU(PPOBYIO HyMEpaIHIo.

B cinywyae ecnum B TEKCTE€ MPOEKTAa CONEPIKUTCS CChUIKA HAa TPABOBBIE aKThI,
YKa3bIBAKOTCA UX PEKBU3UTHI (1aThl, HOMEpPA U HAUMEHOBAHUS ).

B cnydae ecnum B TEKCTe MPOEKTa COAEPIKATCSA MPEANHCAHUS MYHHUIUIATbHBIM
OpraHU3alusIM, CTPYKTYPHBIM NOAPA3AEHEHUAM ATMUHUCTPALIMU B IOCIIETHEM ITyHKTE
IPOEKTa YKa3bIBAIOTCS JAOJDKHOCTb, (paMuiIMs M HMHULUANBl JOJKHOCTHOTO JIMLA
MYHULIMNAIbHON OpraHu3alud WM AJIMHHUCTpPAlMH, HAa KOTOPOrO BO3JaraeTcs
KOHTPOJIb UCIIOJIHEHHUSI IIPABOBOIO AKTA;

HOONUCL OTACISIETCS OT TEKCTa 3 OJMHAPHBIMU MEXCTPOUYHBIMU MHTEPBAIAMH U
COCTOMT, HAIIPUMEP, U3 CIIOB:

«I'maBa MyHUIMOanbHOTO 0OpazoBaHus CTapoOCMIEBCKUN MYyHUIIUATbHBIN
okpyT Jonenxoit Hapoguoit Pecybmukuy, «VcrnoaHstommi 0053aHHOCTH (BPEMEHHO
UCTIONHAONUN 00s13aHHOCTH) [ J1aBbl MyHUIIUNTAIBHOTO 0Opa3zoBanust CTapoOeeBCKui
MYHUIIUTNIATBHBIN OKpyT JloHenkoi Haponnoit PecyOnukmy;

WNununanel uMeHu, otyectBa U (pamunus ['11aBbl meyaTaroTcsi y NpaBoidl TPaHULIbI
TEKCTOBOT'O TOJIS.

2.4.20. Ilpy HANMUMM NPUIOKEHUNW K MPOEKTYy B TEKCTE IPOEKTA HA HUX
o0s3aTeNIbHO JienaeTcs cehlika. [Ipu HalMuuu OHOTO MPWIOXKEHUs — (TMpujiaraercs,
COTJIaCHO NPWIOKEHUIO); MPU HAIUYUKA HECKOJBKUX MPUIOKEHUN — (TPUIIOKEHHUE
No 1); (mpunoxenue Ne 2).

[IpuniokeHuss K MNPOEKTaM IIOCTAHOBJICHUM, PACHOPSIKEHUM II€4aTaroTCs Ha
OT/ICJIBHBIX JIUCTAX U HYMEPYIOTCSI CAMOCTOSITENIbHO, HAYMHASI CO BTOPOTO JIUCTA.

Pa3meps! nosiedd, mpudThl 1 MEKCTPOUHBIE MHTEPBAJIBI MPU MEYATAHUM TEKCTa
NPWIOKEHUS WJICHTUYHBI pa3MepaM, MPUMEHAEMbIM MpU O(GOPMICHHUH TEKCTOB
MIOCTAaHOBJICHUM (PaCTIOPSKEHU ).

B npuioxeHusx moMEearTCs MOJ0KEHUs, OPSAJIKU, MHCTPYKIIMHU, PETJIAMEHTHI,
TaOJUIIbI, CIUCKHU, 00pa3Ilbl JOKYMEHTOB.

Ha nepBoii cTpanuile KaXxA0ro MPUII0KEHUSI B IIPABOM BEPXHEM YTy MHUILIETCS
cinoBo «lIpunoxenne», «llpumoxenune Ne 1» m T.1., HUKE yepe3 1,5 MEKCTPOUHBIX
VMHTEpBaJIa JTa€TCs CChUIKA Ha MOCTAHOBJIEHUE, pacnopsbkeHue AIMUHUCTpanuu. Bee
COCTaBHBIE YaCTH PEKBU3UTA I[I€UATAIOTCA uepe3 | MEXCTpOUHbIA HHTEpBal M
LEHTPUPYIOTCS O JUIMHHOW CTpoKe. JIMHA CTPOKM HE JIOJKHA IMPEBBIIATH 8 CM H
OTpaHUYMBAETCA MPABBIM 10JIEM J0KymMeHTa. Hampumep:

[Ipunoxenue
K pacropsbKeHUI0 AIMUHUCTPALIUN
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Crapo0enieBcKoro MyHHUITUIIAIBHOTO OKPYTa
Honenxkoit Hapoanoit PecriyOnuku
ot 15 ssaBaps 2024 roga Ne 25-p/24

[Ipu ykazanuu B myHKTe mpaBoBoro akta gopmyiaupoBku «Y TBEPIUTby» rpud
YTBEPKICHHSI MPOCTABISETCS B MPABOM BEPXHEM YIUIy IEPBOrO JIMCTA JOKYMEHTA B
COOTBETCTBHUH C MMyHKTOM 2.3.7. HacTosAmen MucTpykiuu.

3aroioBOK K TEKCTY MPUIIOKEHHS O0(OPMIISIETCS LEHTPUPOBAHHBIM CIIOCOOOM.
IlepBoe ci0OBO 3arojioBKa MNPUIIOKEHUS TI€YaTaeTcsl MPOMUCHBIMU OYyKBamu,
(ITOJIOXKXEHUE, TTEPEYEHD, CITMCOK u T.1.). MeXCTpOUHBI MHTEPBAT MEKIY
NEepPBOM CTPOKOM 3arojoBKa U MOCIEAYIOIUMU CTPOKAMU MOKET ObITh yBelWYeH Ha 1,5
MHTEpBAJIA.

3arojIOBOK  IPUJIOKEHUSL oOTnaeisiercss oT pekBusura «lIpunoxenue» 4
OJIMHAPHBIMU MEKCTPOYHBIMU UHTEPBAJIAMHU, OT TEKCTA MPUJIOKEHUS — 2 OJMHAPHBIMU
MEKCTPOYHBIMU MHTEPBAIAMH.

[Ipy HaIMYKMKM B TEKCTE MPUIIOKEHUsI HECKOJIBKUX Pa3/IelIOB OHU HYMEPYIOTCS
puMckuMu 1dpamMy, WX Ha3BaHUS I[I€YATAIOTCS I[IEHTPUPOBAHHBIM CIOCOOOM
(OTHOCUTENBHO TpaHUI] TEKCTa) MPOMUCHBIMU OYKBaMHU, BBLACIAIOTCS MOJIYKUPHBIM
upudToM. Touka B KOHIIE 3aT0JI0BKA HE CTABUTCS.

[Togpazmensl HyMepyroTcst B mpenenax paszaena. Homep moapasnena noJmkeH
COCTOSITh M3 HOMEpA pasjielia M IMojpasjeina, pa3faeieHHbIX TOUKoH (Hampumep: 1.2.).
Homep mnyHKTa JOJDKEH COCTOSITh W3 HOMEpa pasfena, Hoapasjeia M IIyHKTa,
paszneneHHbIX ToukamMu (Hampumep: 2.3.1.) IlyHKTBI npu HEOOXOJUMOCTH MOTYT
MOAPA3AEIATHCS HA NOAMYHKTHI, KOTOPBIE JOJUKHBI UMETh MOPSIAKOBYIO HYMEDPALUIO B
npejesiax Kaxjaoro nyHkra (Hanpumep, 1.2.2.1.). Ilocime Touku B HyMepaluyd MyHKTa
WM MOAMYHKTA TEKCT NeYaTaeTcsl ¢ MPOMUCHON OyKBBL. YPOBHEH pyOpHUKaluu TEKCTa
HE JIOJDKHO OBITH Oeliee YeThIpex.

TekcT npuaoKeHust MOKeT ObITh 0(hopMIIeH B BUJE Tabiulbl. ['padbl U CTpoku
Ta0IUIBl JIOJDKHBI UMETh 3arojOBKU, BBIPAKCHHBIE MMEHEM CYIIECTBUTEIHHBIM B
MMEHUTENbHOM majexe. [loazaronoBku rpad U CTpoK rpaMMaTUYECKH JTOJKHBI OBITH
COTJIACOBAHBI C 3ar0JIOBKAMH.

Ecnu tabnuiy nevarator Oosiee yeM Ha OAHOW CTpaHMIIE, 3arojOBOYHAsl YaCThb
Ta0uIbl (HauMeHoBaHue Tpad) 1100 Homepa rpad MOBTOPSIOTCS HA KaX 0 CTPAHUIIE.

[Ipy HanmMuuM B TEKCTE MPWIOKEHUW CCHUIKM HA CHOCKY, OHa O(OpMIISETCS
3BE3J0UKOM Wiau mudpoit co ckoOkoit: * mmu . TekcT cHOCKM Teudaraercs uepes |
MEKCTPOYHBIN MHTEpPBaJI B KOHIIE Ka)KJI0OM CTPAHMIIbI WU MOCIIE MPUIIOKEHHUS B 1IEJIOM
MO/ YePTOM U MOXKET MevyaTaTbes mpudToM MeHbIIero pamepa. [locie cuMmBosia CHOCKH
€€ TEeKCT NevyaTaeTcs ¢ MPONUCHON OyKBbI. B KOHIIE TEKCTa CHOCKH CTaBUTCS TOYKA.

Ha onHoli cTpaHuIe HE TOKHO MPOCTABIATHCS 00JIEe TPEX CHOCOK.

2.5. Oco0eHHOCTH MOATOTOBKH
U o(popMIIeHHS OTAEIbHbIX BUI0B JOKYMEHTOB



26

2.5.1. PacnopstzkeHue

2.5.1.1. B ciuy4asx, YCTaHOBJICHHBIX JCWCTBYIOIIUM 3aKOHOJATEJIbCTBOM,
pemenust [ maBpl, AIMUHUCTpAITNA O(DOPMIISIIOTCS PACTIOPSIKEHUSIMU.

2.5.1.2. PacnopsikeHHsT TI0 KaJpOBBIM BOIpocaM OQOpMIISIIOTCS Ha OJIaHKe
pacnopsikeHus: AJIMUHUCTPAIMA U TOANUCHIBatOTCA [ 1aBoii.

2.5.1.3. BrllmyckaeMbIM JOKYMEHTaM IPHUCBAHWBAIOTCS IOPSAKOBBIE HOMEpaA II0
€IMHOW HyMepalllu B Mpeenax BUia TOKyMEHTa U KaJeHIapHOro Tojia.

2.5.2. IloJ10:xeHMs1, MPABWJIA, HHCTPYKIUH, MOPSAAKH, PErJIaMeHThI

2.5.2.1. llomoxeHusi, TmpaBwia, HWHCTPYKUHH, TMOPSIIAKH, PErJIaMEHTHI
YTBEPKAAIOTCS, KaK MPaBUIIO, TPUIIOKEHUEM K TPABOBOMY aKTY, KOTOpoe ohopmIIsieTcst
B COOTBETCTBUU ¢ MyHKTOM 2.4.20. Hactosen MHCTpyKIuu.

2.5.2.2. TlonoxxeHue, Kak MpaBUiIo, yCTAHABIMBAET MOPSIOK 00pa3oBaHus, 3a1a4n
u QyHKIUU, 00bEM MpaB U OO0S3aHHOCTEH, OpPraHU3AUI0 PabOThl MYHHUIUIIAIBLHOTO
oprasa, nojJpa3/ieJIicHUs], yIIpaBJIeHUs, OTAENa, CEKTOpa.

TekcT MOJOKEHHUsI, KaK MPaBHIO, COCTOUT U3 CIEAYIOLUIUX Pa3AesioB: OO0IIue
MOJIOKEHUS, TIOJTHOMOYMS, OpraHu3alusl ACSTEIbHOCTH, TMOPAIOK NPEKPALICHUS
NEATEIbHOCTH.

2.5.2.3. B npaBuiiax ycTaHaBIMBAIOTCS HOPMBI U TpeOOBaHUsI, 00s3aTeNIbHbBIC IS
BBITIOJIHEHUS.

2.5.2.4. B UWHCTPYKIIMA W3JaracTcs IMOPSAA0K OCYIIECTBICHUS KaKOW-TH00
NESATEIbHOCTH WJIM TOPSJOK MPUMEHEHHUS TMOJOKEHUM 3aKOHOJATENbHBIX M HHBIX
HOPMATHBHBIX MTPABOBBIX AKTOB.

2.5.2.5. C uenbio yHopsIOYEHHUS] KaKOTO-TUOO BHUJA JEATECIBHOCTH MOXET
YTBEPKAATHCS JOKYMEHT, HasbiBaeMbli mnopsakoMm. Hampumep: Ilopsgok yuera,
UCIIOJIb30BAaHUS U XPAHEHUS TIe4aTei.

2.5.2.6. 3aroioBOK K TEKCTy IIOJOKEHMS, MPAaBWI, UHCTPYKLIHH OTBEYAET HA
Borpoc «O gem?», 3aroJIOBOK K periIaMeHTy, CoJIeprKalieMy JOJDKHOCTHBIE TPeOOBaHMS
U TOpPSAJIOK MpOoBeAeHUsi padoT (IOKHOCTHAsS MHCTPYKILHMS), OTBEYAET Ha BOIPOC
«Koro?» (JlosbkHOCTHAsT MHCTPYKIIUS TJIABHOTO CIICIIUATIMCTA).

KoHcratupyronieii 4acTblo MOJIOKEHUS, MPaBUJl, HUHCTPYKLMH, JTOJKHOCTHOM
WHCTPYKIIUU CIYXKHUT pasfaen «OOmme TOoJI0OKEHUs», B KOTOPOM YKa3bIBAIOTCS
OCHOBaHMS pa3pabOTKH, OCHOBHOE Ha3HAYEHUE.

OCHOBHOM TEKCT MOJIOKEHUSI, PABUII, UHCTPYKIIUH, IOPSJIKA, PETJIAMEHTAa MOKET
JENUTHCS Ha pa3lielibl, MyHKTbl WM MOJANYHKTHI. Pa3nenbl JOJKHBI UMETh HA3BaHMUSL.
Ha3Banue pasnmena medartaeTcsi NPOMUCHBIMU OYKBaMH, BBIJICISETCS MOYKUPHBIM
HpU(PTOM U BBIPABHUBAETCS IO LIEHTPY.

2.5.3. IIpoTokoJ

2.5.3.1. Ilporokon coBeuianusi (3aceaHusi) — JOKYMEHT HH()OPMAMOHHOTO
XapakTepa, MNpeJAHa3HAYEHHBIM Ui (QuKcauu XoJa PacCMOTPEHUS BOMPOCOB H
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MPUHATHS PEIICHWA Ha COBEHIAHUSIX, a TaK)Ke 3aceJaHUsIX KOJUICTUAJIbHBIX,
COBEILATENIbHBIX, KOOPAUHAIIMOHHBIX, SKCIIEPTHBIX U UHBIX OPraHOB.

2.5.3.2. TIpoTokon cocTaBisieTCS HA OCHOBAaHWUU 3alUCEl, MPOU3BEIAECHHBIX BO
BpEMsl COBEIIAHMUSI, MPEACTaBICHHBIX TE3MCOB JOKJIAJ0B W BBICTYIUICHHUH, CIPaBOK,
MIPOEKTOB PEIICHUH U APYTUX MaTEPUAJIOB.

Cpok odopmiieHHs] TIPOTOKOJA COCTABIAET A0 TpeX pabdouux JHEW cOo JHS
MPOBEICHUS COBEIIAHUS (3aceaHus).

OTBETCTBEHHOCTH 32 OATOTOBKY ITPOEKTOB MPOTOKOJIOB COBENIAHUH (3acCeaHuid ),
UX COIJIACOBAaHME C 3aUHTEPECOBAHHBIMU CTOPOHAMH HECYT PYKOBOAUTEIU
CTPYKTYPHBIX MOJpa3IeICHNUIM, OTBETCTBEHHBIX 32 UX MPOBEICHUE.

2.5.3.3. IIpoTokoabl MOTYT H37aBaThbCsd B TOJHOW WM KpaTkod dopme, mpu
KOTOPOM OIMycKaeTcsi X0 00CYKIEHHsSI BONPOca U (PUKCUPYETCS TOJBKO MPUHSITOE MO
HEMY pELICHUE.

2.5.3.4. TekcT moJIHOTO MPOTOKOJaa (mpuiioxkenue Ne 26), kak MPaBUIO, COCTOUT
W3 JIByX 4aCTEU: BBOJIHOM U OCHOBHOM.

B BBOAHON uYacTH yKa3bIBAIOTCA HWHULMAIBI W GaMWIMs TMpecenaTesis
(mpencenaTeNnbCTBYIONIETO), CEKpeTapsi, MPUCYTCTBOBABIIMX HA 3acelaHUM U, MPU
HEOOXOIMMOCTH, JIMII, IPUTJIAIICHHBIX Ha 3acefanue (copemanue). Ecan koaudecTBo
MPUCYTCTBYIONIUX MpeBbIIaeT 15 YenoBek, B BOJHON YacTH MPOTOKOJIA JIeNaeTCs
CCBUIKA Ha CIHCOK, SBJISIOIUNACSI HEOTHEMIIEMOM YaCThIO IPOTOKOJIA, HAIIPUMED:
[IpucyrcTBOBanu: 25 yen. (CHUCOK MpUIaraeTcs).

Ecnu B coBemjanuu (3aceaHuy) MPUHUMAIOT y4acTHE MPEICTaBUTEIN Pa3HBIX
OpraHoOB MECTHOT'O CaMOYIpPABJICHUS W OpraHu3aluii, YKa3bIBaeTCsl MECTO pabOThl U
JOJDKHOCTh ~ K@XKJOro  Jiila. MHOTOCTpOYHBbIE  HAMMEHOBAaHUSA  JOJHKHOCTEH
MPUCYTCTBYIOIINX [€YATAIOTCS Ye€pe3 OJMH MEKCTPOUHBIA HHTEPBAI.

BBonHasg 4acTh NDPOTOKOJA 3aKaHUYMBACTCS TIOBECTKOW [IHS, COJAECpIKAIICH
MepeUYeHb PacCMATPUBAEMbBIX BOIPOCOB, IIEPEUUCIECHHBIX B MOPSAKE UX 3HAYMMOCTH C
yKa3aHuEM JOKJIaIUuKa 10 KaKIOMY paccMaTpruBaeMoMy Borpocy. Bompocs! moBecTku
aHs. popMynaupyrotes ¢ npeaiorom «O» («O06»), medararoTcs ¢ ad3aia U HyMepyrTcs
apabckumu 1udpamu.

OcHOBHas 4acTh MPOTOKOJIA COCTOUT U3 Pa3/eioB, COOTBETCTBYIOIIUX MyHKTAM
MOBECTKH JIHS. TEKCT Ka)xJA0ro pasjiesia CTPOUTCS 10 CXEME:

CJIYIIAJIN:
BBICTYIINJIN:
PEIINJIN:

OcHOBHOE cojep)kaHUE JOKJIaJAOB M BBICTYIJICHHM BKJIIOYAETCS B TEKCT
IIPOTOKOJIA WJIM MPHIIAraeTcsi K HeMy B BHJIC OTACIBHBIX MaTEpPHAJOB; B MOCICIHEM
ClIlydyae B TEKCT€ MPOTOKOJA AeiaeTcsi oTMeTKa « TeKCT BBICTYIUICHUS] MPUIIAraeTCs.
ITocraHoBneHue (pemieHWe) B TEKCT IMPOTOKOJA BHOCHUTCS TIOJHOCTBIO B  TOM
dbopmynupoBKe, KoTopas Oblla TIPUHATA HA COBEIIAHWHM (3acelaHuu); TMpHU
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HEOOXOJMMOCTH  TMPUBOMITCA  HWTOTHM  TOJOCOBaHWA: «3a—..., TIPOTHB — ...,
BO3JIEPKATIOCH — ...)».

Copnepxanue 0co0Or0 MHEHHs, BBICKA3aHHOTO BO BpeMs OOCYXJIEHHS,
3alUChIBAETCS. B TEKCTE IMPOTOKOJA TIOCIE€ COOTBETCTBYIOIIETO IMOCTAHOBJICHUS
(peteHus).

2.5.3.5. Tekct kpaTkoro npotokoJa (nmpuioxenue No 27) Takke COCTOUT U3 JBYX
gacTeii. B BBOgHON wYacTu yKa3bIBalOTCS (PaMUIMKM M WHUIMAIBI TIpeaceaaTets
(mpencenaTeNnbCTBYIONIETO),  CEeKpeTaps, a Takke (aMuiIud W UHUIHAAIBI
MPUCYTCTBOBABIIIMX JIUII.

CnoBo «IIpucyrcTBoBaIn» rnevaraeTcsi OT IPaHULIbl JIEBOTO MOJIs, B KOHIIE CIIOBA
cTaBuUTCS  JBoeToure. Hwumke  yka3pIBalOTCS ~ HAaUMEHOBAHUS  JOJDKHOCTEH
OPUCYTCTBYIOIIMX, a COpaBa OT HAWMMEHOBAaHMS MJOJDKHOCTEW — HMX (aMWINM U
vHHAIMAI6. HamMeHoBaHMS JODKHOCTEH MOTYT yKa3bIBaThCsl 0000IIEHHO, HAIPUMED:

[IpucyrcTBoBanu:

3amectuTenu [ '1aBel AIMUHUCTpALIUA

Crapo06erieBCcKOro MyHHUITUIIAIBHOTO OKPYTa

Honenkoi Hapoanoit PecrryOnuku N.0. ®amunus
N.O. Gamunus

MHorocTpoUHble HAaUMEHOBAHUS JOJKHOCTEM MPHUCYTCTBYIOIIUX YKA3bIBAIOTCS
yepe3 | MexCTpOUYHbIA HHTEPBAI.

B ocHOBHOI YacTH MPOTOKOJA YKAa3bIBAETCS HOMEP BOMPOCA B COOTBETCTBUU C
MOBECTKOMW JIHS, COJIEpKAHUE BOIIPOCA U MIPUHSTHIE PELICHUS.

HanmMenoBanue Boripoca HyMepyeTcs pUMCKOM (PO 1 HAYNHACTCS C Mpeiora
«O» («O0»), meuaraercs neHTpoBaHO pazmepom wmpudpra Ne 14. Crpokoill HHMXKe
YKa3bIBAIOTCS (DAMIIIMU JOJHKHOCTHBIX JIUI, BHICTYIUBIIUX MPU OOCYKJIEHUU JTaHHOTO
Borpoca. PaMWINK NevaTaroTcs 4yepe3 | MeXCTPOUHbIN HHTEpPBAI.

3aTeM yKa3bIBaeTCs MPUHATOE TI0 BOMPOCY PEIICHHE.

2.5.3.6. [IpoTokon moAmuckIBaeTcCs npesacenaresneM (mpeaceaaTeaIbCTBYIOINIMM) U
cekperapeM. JlaToi mpoToKoJIa SBISETCS JaTa COBEIIaHus (3aceaaHus).

2.5.3.7. IIpoTOKOJBI MEeYaTaoTCcsl HAa CTaHJAPTHBIX JHcTax Oymaru ¢opmara A4
mpudTom pazmepom Ne 13, 14.

2.5.3.8. [IpOTOKOJI UMEET CIEAYIOIINE PEKBU3UTHI:

6uo doxymenma — cioBo «ITPOTOKOJI» neuaraercs Ha 2 CM HUXKE OT TPAHULIBI
BEPXHETO MOJsi MPONUCHBIMU OyKBaMu, BPa3pslKy, NOTYKUpPHbIM mmpupTom No 16 u
BBIPABHUBAETCS 10 IIEHTPY;

8U0 3acedanuss, co8ewaHus — OTACISICTCS OT TPEABIAYIIET0 PEKBU3UTA JIBYMSI
MEKCTPOUHBIMU HHTEpPBAJIaMU, I€YATAETCA MOJYKUPHBIM MIPUPTOM Yepe3 OJHH
WHTEPBAJ U BBIPABHUBAETCS TI0 IICHTPY;

oama u Homep NPOomoKoaa — 1ata oPoPMIISIETCS CJIOBECHO-LIM(PPOBBIM CITOCOOOM,
reyaTaeTcs uepes JIBa MEKCTPOUHBIX MHTEPBAJIa HIKE MPEIBIIYIIET0 PEKBU3UTA; HOMEP
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MpOTOKOJa OO0O3HayaeTcs apabCKkuMu UUPpaMH, MOXKET BKIIOYAaThb OyKBEHHbBIC
WHJICKCHI.

[IpoTokonaM MpuCBaWBaIOTCS MOPSAJIKOBbIE HOMEpa B Mpejesiax KalleHIapHOTO
rojla OTAEIBHO MO KaXJOMl TpyIIe MPOTOKOJOB: MPOTOKOJBI 3acCeIaHUN KOJIJIETHH,
MPOTOKOJIBI KOOPAUHAIIMOHHBIX, SKCIIEPTHBIX COBETOB U JIP. OPTaHOB.

[IpoTOKOIBI COBMECTHBIX 3ac€JaHWil MMEIOT COCTABHBbIE HOMEpA, BKIIHOYAIOIIUE
MOPSIIKOBBIE HOMEpPAa TMPOTOKOJIOB TOCYAAPCTBEHHBIX OPraHoB, MOJPA3CICHHUH,
MPUHUMABIINX Y4aCcTHE B 3aCEIaHUU;

Mecmo nposedeHus COo8ewjaHUs YKa3bIBaeTCs M BBIPABHUBACTCS IO ILIEHTPY Ha
OJHOU JIMHUM C JaTOW U HOMEPOM.

OcHOBHas 4yacTh MPOTOKOJIA MevaTaercs yepe3 1,5 MeKCTPOUHbIX MHTEPBAJIA;

noonucey OTACISIETCA OT TEKCTa TPEMS MEXKCTPOUHBIMUA UHTEPBAJIaMU U BKIIIOYAET
HAaMMEHOBAHME JOJDKHOCTH  JIMIA, MPEACENaTeIbCTBOBABIIETO HAa  3aCEIaHUU
(coBeliaHum), €ro JIUYHYIO MOAMKUCH, pACIIM(GPOBKY MOAMUCH (MHUITUAIIBI U (paMUIIUS).

HanMeHnoBanue MODKHOCTH TE€YaTaeTCsi OT JIEBOM TPAHUIIBI TEKCTOBOTO TMOJIS
4yepe3 OJIMH MEKCTPOUYHBII UHTEpPBAJL.

PacmindpoBka mnoamucu pacmosiaraeTcs Ha YpPOBHE IOCJEIHEW CTPOKH
HAaMMEHOBAHMS JOJKHOCTH C TTpoOesoM Mexay uHuImanamu u Gamunueit. [locnequsis
OykBa B paciimppoBKe MOAMUCH OTPAHUYUBAETCS MPABBIM TOJIEM.

[Toanuck cexpeTaps BKIIOYAET €ro JUYHYIO0 MOAMNKUCH U PACIIU(PPOBKY MOAMKCH,
opopmisieTcs 4Yepe3 2 OJUHAPHBIX MEXCTPOYHBIX MHTEpBaJia OT MPEAbIAYILIEro
PEKBHU3UTA.

Kpatkuii npoToKOI NOANUCHIBAETCS TOJIBKO MPEICEAaTENIEM.

[IpoTokon 3acenanus KOJUIErHaIbHOTO OpraHa MOJIMKUCHIBACTCS TpeiceaTeeM U
CEKpeTapeM, pErUCTPUPYETCS U PACCHIIIAETCSl CEKPETAPEM.

2.5.3.9. Oprann3aiiMoOHHO-TEXHUYECKOe 00CCIIeYeHNE COBEIIAaHNM, MPOBOINMBIX
c yyactueM [J1aBbl MyHUIIMIIAIBHOTO OOpa30BaHMsI, BO3JIAraeTCsl Ha YMPaBJISIONIETO
JeIaMHu AJMUHHCTpAIUH, a MIPOBOJIUMBIX C y4acTUEM
3amectutenien ['maBpl ATIMUHUCTpAIlMd — Ha COOTBETCTBYIOIIUE KypUPYEeMble HUMH
CTPYKTYPHBIE MOIpa3eICHHUS.

2.5.3.10. IIpoToKOn COBELIAHHSI COCTABJIACTCS MYHULHIAIBHBIM CIIY’KAIIUM
CTPYKTYPHOTO TOJpa3eieHNsl, OTBETCTBEHHOro 3a ero mnposeneHue. [loaroroska
MPOTOKOJIA 3aceJaHusl KOJUIETHAJIbHOTO OpraHa, 3alkcH BO BpeMs 3acelaHus, cOop
MaTepHaJIOB BO3JIAralOTCS HA €r0 CEKpeTapsl.

Opranuzanus 3anMcu XoJa 3acelaHus (COBEIIAHMs) Ha ayJIMO3aMMChIBAIOIINX
yCTpoMcTBaxX (MUKTO(POH) M TEeYaTaHWE BO3JAraeTCd HAa MYHUIMMNAIBHBIX CITYXKAIUX
CTPYKTYPHBIX TIOJIpa3/iefieHuid, OTBETCTBEHHBIX 3a €ro mpoBeacHHe. B xojae Takoro
coBellaHus (3acelaHus) MpeAceAaTeNIbCTBYIONINI JOKEH SICHO M YEeTKO Ha3bIBaTh
JOJKHOCTh, (paMUJIUIO, UMS U OTYECTBO BBICTYIIAIOIIIETO.

2.5.3.11. K mnpotokoily coBeuanusi (3aceiaHusi) NpuUilaraeTcsi yKas3aTelb
PaCCBLUIKH, MOAMUCAHHBIA PYKOBOAUTEIIEM CTPYKTYPHOTO Noipa3/ieNieHus,
OTBETCTBEHHOI'O  3a  NOATOTOBKY  COBEIAHMS,  WJIM 3aMecTuTesneM  [1aBbl
AJIMUHHUCTpAIIUH.
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Pacceiika  komuid  OpPOTOKOJIOB  coBemaHus  (3acemanus) 'y [maBbl
o0ecrnieunBaeTCsl CTPYKTYPHBIM — MOJIPA3/ICICHUEM, OTBETCTBEHHBIM 32 IOATOTOBKY
TaKOTO COBEIIAHM (3aceIaHms).

2.5.3.12. Iloanucanneii ['7aBol MPOTOKOJ MEPEAACTCd B YIOJIHOMOYEHHOE
CTPYKTYpPHOE TMOJpa3ieiiecHne AJMUHUCTPAMM [JJI PETHCTpallud B IIpeaenax
KQJICHIAPHOT0 rojla ¥ Nepeayu UCTIOTHUTENIO JIJIsl PACCHUIKHU.

B ciaydae He moAmucaHus MNPOEKTa MPOTOKOJA YIIOJIHOMOYEHHOE CTPYKTYpPHOE
nojApazaencHue AIMUHUCTPALIMU BO3BPAIAE€T €r0 UCHOJHUTEINIO JJIsi KOPPEKTUPOBKU
HCTOJIHUTEIEM U TTIOBTOPHOE €ro MnpeacTtaBiieHue [ nase.

2.5.4. CnyxeOHbIe MUCbMA

2.5.4.1. CnyxeOHBIMH TUCbMaMU O(QOPMIISIOTCS KaK:

VHULIMATUBHBIC MMHCHMA;

WHCTPYKTUBHBIE [TUCHMA;

CONPOBOJIUTENIBHBIE MUCbMA K TPOEKTAaM MPABOBBIX AKTOB;

oTBeThl 00 wucnosHeHuu nopyuenuit Ilpesunmenta Poccuiickoit denepanuu,
[IpaBurenscTBa Poccuiickon @enepanuu;

OTBEThl 00 HCIOJHEHUU MOPYYEHUI (eaepalibHbIX OPraHOB HCIOJHUTEIBHOU
BJIACTH;

OTBETHI 00 ucnojsHeHuu nopydenuit I'nasel Jlonenkoir Haponnoit PecnyOmnuku,
[IpaButensctBa Jonenkoit Haponnoit PecriyOnuku;

OTBEThl HA MPOTECThI, IPEACTABICHMS, TpeOOBaHUS Mpokypopa JloHeukoil
Hapognoit PecnyOmmku, mpokypopa, 3amMecTUTENIed MPOKypopa MYHHITUIIATIBHOTO
oOpazoBanusi CrapoOeleBckuil MyHMIMNANbHBIA  OKpyr JloHeukoir  Hapoanoit
Pecny6mnuku;

OTBETbl HA 3ampoChbl MCIIOJHUTENBHBIX oOpraHoB Jlonenkoi HaponaHoii
Pecny6nuku, opraHu3anuii 1 4aCTHBIX JIUIL;

OTBETHI HA OOpALIECHUS TPaK/]IaH.

2.5.4.2. Cpoku MOJArOTOBKH OTBETHBIX MUCEM YCTAHABIMBAIOTCS PE3OJIOLUEH
I'aBe1, 3amectuTeneit ['aBbl, ynpapisiONIero AejiaMiu AJIMUHUCTPAUA HA OCHOBAHUU
YCTaHOBJICHHBIX CPOKOB HMCIIOJIHEHUS MTOPYUYEHMM, 3aIIPOCOB WJIM 110 PELICHUIO aBTOPa
PE30IIOLINH.

TeKCTbl OTBETHBIX IHCEM JIOJDKHBI TOYHO COOTBETCTBOBATH IOPYUYECHUSIM,
3a(pUKCUPOBAHHBIM B PE3OJIFOIIUN PYKOBOIUTETIS.

CpOoKM TOATOTOBKM HWHUILMATUBHBIX, WHCTPYKTHUBHBIX ITMCEM ONPEAEIAIOTCA
PYKOBOJIUTEIAMHU CTPYKTYPHBIX MOAPA3IACTCHUM.

2.5.4.3. CnyxeOHble mucbMa (Jajgee — mnucbMa) OGOPMIIAIOTCS Ha OnaHKax
YCTaHOBJICHHOW (OpMBI CBOOOJHO pacmpoCTpaHsIeMbIMU OECIIaTHBIMHU MIpU(TaMH
pasmepom Ne 12, 13,14.

[TucbMO UMEET CleayIoIne PEKBU3UTHI:

oama — oopmiisieTcs: TMPPoBBIM cIOCOOOM, (aTOM MUCHhMa SIBIISICTCS J]aTa €ro
MOITMCAHUS );
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UCX00AWULL HOMep, KOTOPBIN COCTOUT U3 MOPSIKOBOIO HOMEPA;

adpecam Te4YaTAE€TCs B BEpXHEW IPaBOil yacTu OJIaHKa MHCbMa U OIrPaHUYMBAETCS
npaBbIM nojieM. CTpOKM PEKBU3HTA «AZpecar) LEHTPUPYIOTCS OTHOCUTEIBHO CaMOM
JUIMHHOW CTPOKH WJIM BBIPABHHUBAIOTCS T10 JIEBOMY KPaIo.

B cocrtaB azmpeca BXOIWT HaMMEHOBAaHUE TOCYAAPCTBEHHOIO OpraHa, Oprasa
MECTHOTO CaMOYNPABJICHMs, OpraHU3allMi, HAUMEHOBAaHUE IOJDKHOCTH, (aMUius U
VHHUILMABI TIOJTy4aTelIs.

[TonHbIN MOYTOBBIN aApPEC YKA3BIBAETCS COCTABUTENIEM JIOKYMEHTA B CIy4ae €ro
HaIpaBJICHUSI KOPPECTOHAEHTY, HE BXOJSAIIEMY B YKa3aTellb PACChUIKH, WA YACTHOMY
UL .

HanMeHOBaHME roOCyIapCTBEHHOI'O OpraHa, MOJpa3[eieHus, OpraHa MECTHOIO
CaMOYTIPABJICHUs, OpraHU3allMy, WX CTPYKTYPHBIX MOAPA3IACICHHUIM, a TaKKe
HaMMEHOBAHME JOJDKHOCTH MEYATAIOTCS Yyepe3 1 MeKCTPOUHBIN MHTEPBAJL.

daMuUIvs U UHULAAJIBI OTACISIIOTCS.  OT  HAaMMEHOBaHUA  JOJDKHOCTH 1,5
MEKCTPOYHBIM UHTEPBAJIOM.

[Ipn HampaBieHHHM NMHCbMA PYKOBOJMTENIO T'OCYAApPCTBEHHOIO OpraHa, OpraHa
MECTHOIO CaMOYIPABJIEHUs, OpPraHU3alU¥ HAWUMEHOBAHHME BXOAUT B COCTaB
HaNMEHOBAHMS JOJDKHOCTHU aJpecarta, HalpuMep:

['enepanbHOMY TUPEKTOPY
00BeIMHEHUS «ATPOIIPOM»
NBanoBy M.IIL

B caydae ecnm muchbMa OJMHAKOBOI'O COJICPIKAHHUS HAIPABISIOTCS HECKOJIbKHM
ajpecaraM, WMCIOIIMM OJMHAKOBBIM TPAaBOBOM CTAaTyC, TO HMX CJEAyeT YKa3bIBaTh
0000I11IeHHO, HATIPUMED:

['maBamM MyHHIIUTIATBHBIX
oOpazoBaHuii JloHenkoun
Hapopanoit PecryOnnku

Ecnu nucbMo aapecoBaHO (PU3MUECKOMY JIMILY YKa3bIBalOTCS (QamMuius Hu
VHULMAAJIBI [T0JTyYaTeNIsl, 3aTEM ITOYTOBBIN aJIpEC, HAIPUMED:

Kanununy N.I1.

yia. CanoBas, 1. 5, kB. 12,
r. JloHeuxk,

Honeuxas Haponnas
peciyonuka, 285000

[IucbMO He MOJKHO conaepxaTh OoJibliie 4eTbipex aapecaToB. CIOBO «KOMHS
nepes BTOPhIM U OCJIEAYIOIIMMU aJIpecaTaMy HE YKa3bIBAETCS.



32

Ecnu konnuecTBo ajpecaTtoB mucbMa 0oJiee YeThIpeX, TO COCTABISETCS yKa3aTelb
PACCBHUIKY;

HaumeHoganue JubOO aHHOmMayus  OOKyMeHma (3a20/1080K) OTENSAETCS  OT
YIJIOBOTO IITaMIIa JBYMsI OJAVMHAPHBIMU MHTEpPBAJIaMH, [1€YaTAETCs OT JIEBOM I'PAHULIBI
TEKCTOBOTO TOJISi CTPOYHBIMU OyKBaMu (3a MCKIIIOUEHHEM HaudalbHOU OYyKBBI) uepe3 1
MEKCTPOYHBIM UHTEPBAJL.

Ctpoka 3arojioBKa K TEKCTy HE JOJKHA MPEBBIIATh 28 MeYaTHhIX 3HAKOB. Ecnun
00BEM 3aroJIoBKa K TEKCTY IpeBbIiIaeT 140 neyaTHbIX 3HAKOB (5 CTPOK MAIIMHONIKCHOTO
TEKCTa ¢ JJIMHOW CTPOKH B 28 MEYaTHBIX 3HAKOB), TO €ro JOIMYCKAETCs MPOAJIEBATH 10
IPaHULBI IPABOTO IOJIS;

meKkcm OOKyMeHma OTACNSIETCSl OT 3aroJioBKa 3 OJUHAPHBIMU MEXKCTPOUYHBIMU
UHTEpPBAJIIAMH, IleyaraeTcs uyepe3 1-1,5 MeKCTpOUHBIX MHTEpPBAJIa U BBIPABHUBAETCS 110
HIMPUHE TEKCTOBOTO MOJISI.

TekcT nucbMa, Kak IpaBUiIo, JOJDKEH KacaTbCsl OJTHOIO BOIIPOCA WIIM HECKOJIBKUX
BOITPOCOB, €CJIM OHU B3aUMOCBS3aHbI U OYIyT pacCMaTpUBATHCS B OJHOM CTPYKTYPHOM
MOApPa3AEJIEHUH I'OCYyJApCTBEHHOIO0 OpraHa, OpraHa MECTHOTO CaMOYITPABIICHHUS.

TekcT mucbMa OOBIYHO COCTOMUT M3 JBYX 4HacTed. B mepBoil yacTu mznaraercs
MpUYMHA, OCHOBaHUE WJIM 0OOCHOBAHME COCTABJICHUS MHChbMA, MPUBOJAATCS CCHUIKM Ha
JOKYMEHTBI, SIBJSIOIIMECS OCHOBAHMEM MOATOTOBKM IMcbma. Bo Bropoil wactw,
HayMHAroIIelcs ¢ ad3aia, TOMEIIAIOTCSl BBIBOJIBI, TPEAJIOKEHUS, IPOCHOBI, pEIICHUS U
T.Q.

TekcT nucpMa u3JIaraeTcs:

OT 3-ro Juua €IWHCTBEHHOIO 4YMCla, HalpuMmep, «AJIMUHUCTpaLUs
paccMmoTpena. ...», «AIMUHUCTPAIIUU CUUTAET. ..»;

1-ro nuia MHOKECTBEHHOTO YKCIIa, HAIIPUMED, «HaNpasisieM BaM poekT 3akoHa
«O .....» ¥ IPOCUM PACCMOTPETH JAHHBIM MIPOEKT HA OYEPETHOM 3aCETAHUN ).

B cnyxeOHbIX mNHUCbMax HUCHONB3YIOTCS (Ppa3bl ATUKETHOIO XapakTepa
«YBaxaeMmblil...!» —B Hauaje mnuchbMa, HaJa TEKCTOM U «C yBaXEHUEM,» B
3aKJIFOUUTENBHON YaCTH MUChbMa, MEPE]T MOIUCHIO;

npunodcenue OTAENAETCsT OT TEeKCTa 2 OAWMHAPHBIMU  MEKCTPOYHBIMU
WHTEpPBAIAMHU.

CnoBo «lIpunoxenne» nedaraercs OT JEBOW IpaHULbl TEKCTOBOro mnoJiis. Ilocie
cinoBa «llpunoxeHue» CTaBUTCS JBOETOUME. TEKCT HAMMEHOBAHUS MPHIIOKEHUS
reyaraercs uepe3 | MeXCTpOUHbI HHTEPBA.

Eciau npuiokeHre Ha3BaHO B TEKCTE€ MHUCbMA, TO B OTMETKE O MPHUIIOKEHUU
YKa3bIBAETCS KOJMYECTBO JIMCTOB U AK3EMIUISIPOB IPUIIOKEHHUS:

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

Ecnu B TekcTe Ha3BaHO HECKOJILKO HpPIJ'IO)K@HI/Iﬁ NI €CJIU IIPUJIOKCHHA B TCKCTC
AOKYMCHTA HC Ha3BaHbI, TO HAMMCHOBAHUS IIPHUJIOKCHHBIX JOKYMCHTOB IICPCUHHUCIIAIOTCA
IMOCJIC TCKCTA C YKA3aHUCM KOJHMYCCTBA JIMCTOB MU 3K3CMILIAPOB KAXKXKJI0I'0 JOKYMCHTA U
BBIIVEA AT CICAYIOIIUM 06p2130MI
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[Ipunoxenue: 1. TIpoekr 3akona Jloneuxoit Hapoanoit PeciyOnuku
«O..» Ha7 11 B 1 3K3.

2. llosicHuTenbHasi 3amMcka K TIPOEKTY 3aKOHA
Honenkoit Hapoanoii Pecniyonuku «O ...» Ha 3 1. B
1 oK3.

3. 3akmoyeHne AamuHuctpauuu [naBel JloHenkon
Haponnoii Pecriy6inku o 3akoHOMPOEKTY Ha 3 J1. B
1 7k3.

Ecnau mpunokeHne HampaBisieTCsl HE BO BCE YKa3aHHBIE B MHUCHBME ajpeca, TO
OTMETKa O HAJIMYUU MPUIIOKEHUS opopmiiseTcs 1o dhopme:

[Tpunoxxenue: Ha 2 JI. B 3 9K3. BO BTOPOH ajipec.

Ecau mpunoxenuss cOpOIIOpOBaHbI, TO KOJWYECTBO JUCTOB HE yKa3bIBaeTCH,
HAIpUMeED:

[IpunoxxeHue: nporpamMmma B 3 7K3.

Ecim k pokymeHTy mipuiaraercsi APYrod JOKYMEHT, TakKXKe HMMEIONUn
MPUIOXKEHNE, TO OTMETKA O HAJTMYHUU MPUIIOKEHUS IETTAeTCs CISAYIOIHUM 00pa3oMm:

[Ipunoxenue: nuceMo PocapxuBa ot 05.06.2011 Ne 02-6/172 wu
PUJIOKEHUE K HEMY, BCErO Ha 2 J1.

Ecnn npunoxxenue colepKUT KOH(UIECHUIMAIbHYI0 HH(OpMAlLMI0, OTMETKAa O
MPUIOKEHUN 0POPMIISETCS TaK:

[Ipunoxenue: CIIpaBKa O HEIUIATeKECIIOCOOHBIX MPEANPUATUSIX, IS
CIIy>Ke0HOT0 ToJib30BaHus, per. Ne 26-xcr, Ha 2 11. B 1 3K3.

Ha mnpunoxeHusx CHpaBOYHOIO XapakTepa K paclopsHKEHUSIM, IpaBHIIaM,
MHCTPYKIUSM, IIOJOKEHUSAM, IUIaHAM, IporpaMMam, JOroBopam U JAp. OTMETKa O
MPUJIOKEHUU TIPOCTABIISIETCS HA TIEPBOM JIUCTE MPUIIOKEHUS B BEPXHEM MPABOM YIITy.
Ecnu npuitoxkeHnii HECKOJIBKO, X HyMepyroT: npuioxenue Ne 1, nmpuitoxenne Ne 2.
Ecnu npunoxeHue 0JHO, OHO HE HYMEpYyeTCs;

HOONUCL OTACISIETCS OT TeKCTa 3 OJIMHAPHBIMU MEXCTPOUYHBIMU MHTEPBAIAMH.

Ecnu mucemo odopmitsieTcss Ha Oj1aHKe MUChbMa A TMUHUCTPAIIUU, CTPYKTYPHOTO
MOApPA3AEIEHUs, TO IMOIINUCH BKIIOYAET COKPALIEHHOE HAWMEHOBAHME JIOJKHOCTH,
JUYHYIO TIOJIMUCh, MHULIUAJIBI ¥ (paMUITHIO:

3amecTuTelb [ 1aBel AIMUHUCTpAITUN N.0. ®amunus

Ecnu muceMo odopmiisercst He Ha OJaHKe, TO B MOJIUCH YKa3bIBA€TCS MOJHOE
HAaMMEHOBAHHE JIOJDKHOCTH, JIMYHAS MONUCH, MHUITHAIBI U (DaMIIIHS
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Hauvanbauk puHAHCOBOTO YIpaBIeHUS

Anmunuctpanuu CtapoOeneBcKoro

MYHUIUITAIBHOTO OKpYyTa

Jonenkoit Hapoanoit PecriyOmuku N.0O. Gamunus

[Ipn noanvcaHuu COBMECTHOIO MUChbMA HECKOJBKMMH JOJKHOCTHBIMH JIULAMHU
UX TOJANMKMCH  pacrlojiaraloTcss oOJHa MOoJA JpYyrod B MOCIEA0BATEIbHOCTH,
COOTBETCTBYIOIIEH 3aHUMAEMOU TOJKHOCTH.

[Ipu moANMCaHUM COBMECTHOTO JOKYMEHTA MEPBbIM €ro JUCT OPOpMIIIIOT HE HA
OjaHKe;

Damunus, uMs, 0MYeCmME0 UCNOJIHUMENL U HOMED e20 meled)oHa TIedaTaloTcsl Ha
JUIEBON W11 00OPOTHOM CTOPOHE MOCIEAHETO JIMCTA TOKYMEHTA B JICBOM HUYKHEM YTy
OT IpaHUlIbl JIeBOro noJis (pazmep mpudra Ne 12).

2.5.5. ITopsaA0K MOATOTOBKHU MUCEM 32 MOANUCHIO
I'naBbl MYHHIIMIIAJILHOTO 00PA30BaHMS
Crapo0emeBckuiit MyHMIUnaabHbIA OKPYT Jlonenxkoin Hapoanoii Pecny0sinku

[Tucema 3a moaANMCHIO [ JIaBBI TOTOBATCS MO YKa3aHUIO [ JIaBbI MK JOJIKHOCTHOTO
JIIIa, UCTIOJHSIONIETO B YCTAHOBIICHHOM IOPSJIKE €r0 00sS3aHHOCTH.

OTpeakTUpOBaHHBIM M  COTJIACOBAHHBIM  TEKCT THCbMA  HCHOJHUTEIb
pacreyarblBa€T M IIEPEJACT B  YIIOJHOMOYEHHOE CTPYKTYPHOE MOAPa3/ICIICHUE
AnMUHUCTpauuu 118 noanucanus I'maBoi.

[ToanucanHoe I'1aBoii MUCBMO PETUCTPUPYETCS YIIOTHOMOYEHHBIM CTPYKTYPHBIM
MoJipazAcieHueM AJIMUHUCTPAIMUA U HAIIPABJIISETCS aJpecaTy UCTIOJTHUTEIIEM.

[IpoekTt mnmMcbMa mMOCIE €ro PErucTpaluruyd OCTACTCA B YHNOJIHOMOYEHHOM
CTPYKTYPHOM TOJIpa3ieICHUH ¢ KOMMEH mruchma JJ1si opopMIIeHHS B JIETI0.

B cinydae He mnoamucaHus TPOEKTA MHUChbMA YNOJIHOMOYEHHOE CTPYKTYPHOE
Mojipa3/ieJIeHUE BO3BPAIIIACT €0 NCTIOJHUTEIIO Ha 10Pa0OTKY U TIOBTOPHOE MOITMCAHUE
I'maBoii.

HampaBnenue nucem Ha 3JIEKTPOHHBIE aApeca OCYIIECTBISIETCS COTPYIHUKOM
ob1rero oraena AIMUHHACTPALIMH UCTIOTHUTEISIMHU ITHCEM.

2.5.6. AKT

2.5.6.1. AKT — JIOKyYMEHT, COCTaBJCHHBI HECKOJbKMUMHU JIMIAMH U
MOATBEPIKIAIOIINI YCTAaHOBJICHHBIE (DaKThI M COOBITHA.

AKTBI COCTaBJISIOTCS TI0 pe3yJibTaTaM pPEBU3UH (HUHAHCOBO-XO3SHCTBECHHOM
NeATEeIIbHOCTH, pUeMa-Tiepeiauu JAe, MPOBEPKU HATUYUsI, MHBEHTAPU3AIUU U JIp.

AKT COCTaBJIsI€TCSI KOMUCCUOHHO (HE MEHEE JIBYX COCTaBUTENIEH ) I CIICIINATBHO
YIOJJHOMOYCHHBIM JOJDKHOCTHBIM JIMIIOM HAa OCHOBE YEPHOBBIX 3aIlMCEH, KOTOPHIC
BEIYTCSI BO BpeMs pabOThl KOMHUCCHUU WJIW TPYIIbI JUIl U COACPKAT (PaKTHUCCKUE
JTaHHBIC, KOJIMYECTBECHHBIC TTOKA3aTeIN U APYTHUE CBEACHUS.
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2.5.72. Akt  odopmisieTcss ~ Ha  CTaHJAPTHBIX  JIUCTax  OyMmaru
mpudrTom Times New Roman (Cyr) pasmepom Ne 12-14 u wumeer cienyromue
PEKBU3UTHI:

epugh ymeeporcoenus Bkmouaetr cioo, Y TBEPXIAIO, kotopoe mneuaraercs
MpONUCHBIMU ~ OykBaMH, ©0€3 KaBbIYCK, HAWMEHOBAaHHE JOJDKHOCTH  JIWIIA,
YTBEPKIAIOIIETO aKT, TUYHYIO MOJIUCH, €€ pacIIu(PPOBKY U JaTy.

CinoBo YTBEPX/IAKD oT HauMeHOBaHHS JOKHOCTH JIMIA, YTBEPIUBIIETO
JOKYMEHT, pacliiu@poBKA TOANKWCH U JaThl paznensercs 1,5 MeKCTpOYHbIM
MHTEPBAJIOM;

HaumenosaHue suda ooxymenma — AKT — pacnonaraeTcss HU)K€ HaUMEHOBAHUSI
AJMUHUCTpalMK, MOJPa3ACiICHUs] 4Yepe3 2 OJMHAPHBIX MEXCTPOYHBIX HHTEpBAJIA,
neyaTaeTcsi MPONUCHBIMU OyKBaMU W ILIEHTPUPYETCS OTHOCUTEIBHO HAWMEHOBAHUS
roCyapCTBEHHOI'O0 OpraHa, MoApa3IeICHUS;

Homep u oama ohOPMIISIIOTCST apaOCKUMU U(PpaMu U MEeYaTAIOTCS MOCIIE CJIOBa
«AKT» uepe3 1 MeKCTpOUHBII HHTEPBAJI OT JIEBOM I'PAHUIIBI TEKCTOBOTO MOJIS; 1aTa aKTa
JI0JDKHA COOTBETCTBOBATH JHIO aKTUPYEMOTO (paKTa Uik COOBITHS;

HauMeHo8aHue Jaubo aHHomayus OOKYMeHma (3a201080K) OTACISAETCS OT
MPEbIIYIIEr0 PEKBU3UTA 2 OJWHAPHBIMUA MEXKCTPOUYHBIMU HMHTEPBAJaMH, Me4YaTaeTCs
yepe3 | MEXCTpPOUHBIM WMHTEPBAJI OT JIEBOIO MOJS U LEHTPUPYETCS OTHOCUTEIBLHO
JJIMHHOW CTPOKH. ToYKa B KOHIIE 3aroJIOBKa HE CTABUTCA. B 3aronoBke K TEKCTYy akTa
YKa3bIBAC€TCSl Ha3BaHUE WJIM KPATKOE COJIEpKaHWE aKTUPyeMoro (akta WM COOBITHS.
3aroJIoOBOK JIOJKEH OTBeYaTh Ha BOIpPOC: «O 4eM?» COCTABJIEH aKT, HAIIPUMED:

«O mpoBepKe COXPAaHHOCTU JOKYMEHTOB B YIIPABICHUW;

mexcm OTACNSAETCS OT 3aroJIOBKa 2 OJITUHAPHBIMUA MEXKCTPOUYHBIMU UHTEPBAJIAMU U
reyaraercs yepes 1,5 MexkcTpoyHbIil HHTEPBAJL.

TekcT akTa COCTOUT U3 TPEX YaCTEN — BBOJHOM, KOHCTATUPYIOIIEH U BHIBOJOB.

BBomnas dacte TekcTra akrta HauumHaercsa cioBom, OCHOBAHME: nocne
KOTOPOTO YKa3bIBACTCS HAUMEHOBAHUE JIOKYMEHTA, MOCIY>KHUBIIETO OCHOBAaHUEM JIJIs
COCTaBJICHUS aKTa, €0 J1aTa, HOMEP U 3aroJI0BOK.

C HOBOH CTPOKH OT JIEBOW I'PaHUIbl TEKCTOBOTO IMOJIS JOKYMEHTA MEYaTalOTCA
cioBa, CocTaBlieH KOMHCCHUEHM, CTaBUTCS JBOETOYME, U Jajiee MEPEUUCIIIIOTCS
JOJDKHOCTH, WHHUIMAIbl M (GaMWIMM COCTAaBUTEJIEM aKTa WM COCTaB KOMMCCHH,
HapUMep:

CocraBiieH KOMUCCHUEH:
ITPEACEOATEJIb KOMUCCHUMU: nomxHoCTh, M.O. ®amumnus
YJIEHBI KOMUCCHUMU: TOJLKHOCTB, 1.0, @amMumnms

damMuiINK 4I€HOB KOMUCCHUU PACIOJIaraloTcs B alipaBUTHOM MOPSIJIKE.
KoHcratupyromias 4acTh TEKCTa aKTa HauMHaeTcs ¢ ab3ana. B Hel msnaratorcs
CPOKHM TpOBEJICHUs] pabOThl KOMHUCCHUH, €€ IIeJIM, 3aJa4d, CYIIHOCTh YCTaHOBJIEHHBIX
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(hakTOB, METO/1bl, KOTOPHIMU BEJIACh MPOBEPKA, €€ Pe3yiabTaThl. T€KCT KOHCTATUPYIOLIEH
YacTH HPU HEOOXOJUMOCTH MOKET OBITh pa30UT HA MMyHKTBHI.

BbIBOZIBI, TIPENIOKEHMS], 3aKIIOYEHUST KOMHUCCUHU TedararTcsi ¢ ab3ala; OHH
TaKKe MOTYT COCTOSITh U3 HECKOJIbKUX ITYHKTOB.

B KOHLE TEKCTa YKa3bpIBAIOTCA CBEICHUS O KOJIMYECTBE HANECYaTaHHBIX
DK3EMIUIIPOB  aKTa, MECT€ UX HAaXO0XKICHUs WIM aJpecaTtax, KOTOPbIM OHH
HANPaBIAKOTCS.

KosnuecTBO 3K3eMIUSIPOB aKTa ONPEAEISIETCS KOJIMYECTBOM 3aMHTEPECOBAHHBIX
CTOPOH WJIY NPABOBBIMHU aKTAMH, PETIIAMEHTUPYIOIIMMU NTOPSAJOK COCTABIICHUS AKTA,

HOONUCH OTAEISIETCS OT TEKCTa 2 OAMHAPHBIMU MEXCTPOUYHBIMU UHTEPBATAMH.

AKT TIOANUCHIBAETCS  NpEeAcedaTelIeM KOMHCCMA W BCEMHU  JIMLAMH,
OPUHMMABLIMMH Yy4yacThe B e€ro cocrasieHud. [loammcu pacmosiararorcss B TOM IKe
MOCJIEIOBAaTEIbHOCTH, KaK M BO BBOJHOM YacTh, HO 03 yKa3aHUs JOJIKHOCTH,
HaIpuMep:

[Ipencenarens koMuccuu MOAIUCH N.0. ®amunus
YneHbl KOMUCCHUU: HOAMIUCH N.0O. Gamunus

III. OPTAHM3ALIIUA JOKYMEHTOOBOPOTA
N UCHHOJIHEHUSA JOKYMEHTOB

3.1. Opranu3anmsi J0OKyMeHT0000poTa

3.1.1. B nokymeHTo000pOoT€ AIMUHHUCTPALIUUA, CTPYKTYPHBIX MOIPA3ICICHUIMI
BBIJICJISIFOTCS CIEAYIOIINE TOKYMEHTOIOTOKH:

a) MOCTyMaroas JT0KyMeHTalus (BXO11ast);

0) oTmpaBisiemMas TOKyMEHTAIMs (MCXOAAIIas);

B) BHYTPEHHSISI JJOKyMEHTAIUSI.

3.1.2. Ilopsimok IpoX0kKACHUS JOKYMEHTOB U OIEpally, MPOU3BOAUMBIE C HUMH
B AJIMUHHUCTpALIUU, CTPYKTYPHBIX MOAPA3ACICHUSX, PErIAMEHTHPYIOTCS HACTOSIIEH
NucTpykimen.

3.1.3. Ilpu npuMeHEHHUH 3JIEKTPOHHOTO JOKYMEHTOO00pOTa B AIMUHUCTPALIUU U
CTPYKTYPHBIX MO/Ipa3ieNICHUSIX BEILyTCS 0a3bl JTAHHBIX CITyKeOHOMU
KOPPECHOHICHIIUH A IMUHUCTPALIUH.

3.2. Opranu3anusi J0CTaBKHU JOKYMEHTOB

3.2.1. JlocTaBKka JOKYMEHTOB B AJMHUHHUCTPALMIO, CTPYKTYPHBIE TOAPA3AECICHUS
OCYIIECTBIISIETCA CPEJICTBAMHU TMOYTOBOM, (PEIbABETEPCKON U DJIEKTPOHHOU CBS3H, a
TaK)Ke MPHU MOMOIIU UCIIOIb30BAHUS CUCTEMBI 3JIEKTPOHHOTO JIOKYMEHTO000pOTA.

3.2.2. C noMOLIbIO0 IOYTOBOM CBA3MU IOCTABIISIETCA MTUCbMEHHAS KOPPECTOHAEHINS
B BHUJIE MPOCTHIX U 3aKa3HBIX IMHCEM, MOYTOBBIX KapTOueK, OaHAEpOJIeH U MaKeToB, a
TaK)Ke IMevaTHbIC U3/IaHUS.

3.2.3. [1o xaHanaM 3JEKTPOHHOM CBSI3M MOCTYNAIOT: TeJIErpaMMbl, (haKCOTpaMMBlI,
COOOIIEHUS IO JIEKTPOHHOM MoYTe.
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3.3. [Ipuem, 00padoTka, perucTpanus U pacupeaejieHne
NOCTYNAIOUIUX TOKYMEHTOB

3.3.1. lokyMeHTBI, IOCTynaroume B AJIMUHUCTPALIUIO HA OYMa)KHBIX HOCUTEISX,
IPOXOJAT TMEPBUUHYIO 00pabOTKYy, MPEABAPUTEIIBHOE PACCMOTPEHUE, AJIEKTPOHHYIO
pPErUCTpalio, PAacCMOTPEHUE PYKOBOJACTBOM U TMOCIE HAIOKEHUS PE30JIOLUN
JIOCTaBJIIOTCSA UCTIOJIHUTEIISIM.

3.3.2. Ilpuem, mnepBuyHas 00paOOTKa, MpPEABAPUTEILHOE PACCMOTPEHUE U
peructpanus nocTtynaromeid B AJIMUHUCTPALMIO KOPPECIOHAECHIIMM TPOU3BOJIUTCS B
CHEAYIOLIEM MOPSAIKE:

KoppecnoHaeHuuss Ha wumsi [maBbl, 3amecturteneit ['naBel AAMUHHUCTpAINH,
AJIMUHHCTpALlUU, TUChbMEHHBIE OOpallleHus TpaxJaH W Mepenucka Mo oOpalleHUsIM
IpaKJaH perucTpupyercs B obumiem otaene AnmuHuctpauuu CTapoOemeBcKoro
MyHUIIMNaIsHOTO OKpyTa JloHenkoit Hapoanoit Pecniybnuku (manee — oOmuii oTAe).

3.3.3. TlomydyeHnsie B o0OIEM OTJelI€ KOHBEPTHl C KOPPECHOHICHIIMEH
BCKPBIBAIOTCS, IIPU OTOM IPOBEPSETCS HAJUYUE BIIOKEHUM, a TAKKE YKa3aHHBIX B
JOKYMEHTAaX MPUII0KEHUH.

B cnydae moBpexaeHUsT YIAKOBKM W BIJIOKEHMH COCTaBIIIETCS aKT B JABYX
sk3eMIuIsipax. OJIMH 3K3EMIUISP aKTa HAIPaBJISETCS KOPPECTIOHACHTY, IPYTOM OCTAETCS
B 00111eM OTAeIe. AKT MOJNUCHIBAETCA HaYaIbHUKOM OOILIEro OTAeNa.

3.3.4. OmmuboyHO TIpUCIaHHAS KOPPECTOHJACHIMSA  IIEpechbUIaeTCs 1O
IIPUHAUIEKHOCTH, €CJIM MW3BECTEH aJpec Imodydareis. B  OpoTMBHOM  ciydae
KOPPECIOHEHIINS BO3BPAIIAETCS OTIPABUTEITIO.

3.3.5. KoHBepThl OT IOCTYNAKIIEN KOPPECIOHJICHIIMN COXPAaHSAIOTCA W
MpUJIaratoTcsl K JOKYMEHTaM JIMIIb B TOM Ciydae, KOIJa TOJBKO MO HHUM MOHO
YCTaHOBUTH aAPEC OTIPABUTENS WM KOT'/IA 1aTa IIOYTOBOTO IITEMIIENS] UMEET 3HAUEHUE
B KAyecTBE JIOKA3aTEeJbCTBA BPEMEHU TMOJYy4YEHUS JIOKYMEHTa (JOKYMEHTHI,
MOCTYMAIONIUE U3 CYa, IPOKYPATYPHI U T.I1.).

3.3.6. Cayxamumu 0OIIEero OT/Aela HE BCKPBIBAIOTCS KOHBEPTHI ITHCEM C
HAJIITACBIO «JINYHO». OHM NEPEeAAoTCs 0 HA3HAYCHMUIO.

3.3.7. Perucrpauuss NOCTYNMBIIUX JOKYMEHTOB OCYILECTBIISIETCA B JCHb
noctymieHud. O JTOKyMEHTax M TejlerpamMmax, TpeOYIoMMX He3aMeJIUTEIbHOTO
pelIeHUs], TOKJIA/IBIBACTCS JOJKHOCTHBIM JIMLIAM AJIMUHUCTpPAIUU.

3.3.8. B o6miem otene AIMUHHACTPALIMH PETUCTPUPYIOTCS:

denepasibHble 3aKOHBI, yKa3bl W pacnopsokenust IIpesunenta Poccuiickoit
denepauuu, TMOCTAHOBICHUS W  pacnopsbkeHusi  IIpaBurensctBa  Poccuiickoi
®denepanuu, 1okymMeHTH PeaepansHoro Cobpanust Poccuiickoit deaepaiiuu, BHITUCKH
U3 TNpoTokoynoB 3acenaanuii [IpaBurensctBa Poccuiickoir ®Penepaunu, yKasbl U
pacniopsbkenust ['maBbl  Jloneuxoit Haponnoit PecnyOnnku, TOCTaHOBICHUS U
pacrniopsbkenus [IpaBurenscTBa Jlonenkoit Haponnoi Pecnyonukmu;

IIOCTAHOBJICHUSI WM PACHOPSDKECHHS [ 71aBbI, TOCTAHOBICHUS W PACIOPSIKECHUS
AIMUHHCTpAMMd — Ha COOTBETCTBYIOIIMX OjlaHkaxX. JKypHanbl perucTpamnuu
MYHULIMNAIbHBIX ITPABOBBIX AKTOB OTHECEHBI K JKypHajaM CTPOrOMl OTYETHOCTU H
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Oo(OpPMIISIIOTCSI B COOTBETCTBUM C TpeOOBAHUSIMH, MPEAbSIBISIEMBIMU K TaKOro BUJA
JOKyMEHTaM (HyMepyeTcsl KaxJas CTpaHMIA, XypHall NPOLIMBAETCS, CKPEIUISeTCs
MeYaThIO U 3aBEPSETCS MOAMKUCHIO), (MpuitoxkeHue Ne 28);

BXOJSIIAsl KOPPECHOHAECHLIUS B aapec ['naBbl, AIMUHUCTPALUM U UCXOIALIAs
KOPPECTHOHICHIIUS 3a MOANUCHI0 [ 1aBbl 1100 JUIa €ro 3aMealoIIero, 3aMeCTUTENIEH
['naBbl, ynpasisitoniero AeiamMu AJIMUHUCTPALINY;

NUCbMEHHBIE M YCTHBIE OOpallleHUs TpaxaaH pPETUCTPUPYIOTCS B CEKTOpe
KOHTPOJISL U 00OpanieHus rpaxxaaH oOLIero oTaena.

3.3.9. Ha nokymeHTax, NOCTyNalIUX B ajipec AIMUHUCTpAIUU, Ha UM [ J1aBbI B
OpaBOM yIJy HWXKHEro TMOJs JMUEBOM CTOPOHBI IMEPBOTO JIMCTAa JIOKYMEHTa
MPOCTABIISIETCSl PETUCTPAIMOHHBIA IITAaMI AJMUHUCTPAIMU C YKa3aHUEM JlaThl U
HOPAIKOBOTO PETUCTPAIIMOHHOr0 HoMepa. Ha yBegoMiieHusAX 0 NpoBeIeHNH COOpaHuid,
MHUTUHIOB,  JEMOHCTpAlM{d, IIECTBUM W  INHUKETUPOBAHUM  IPOCTABISACTCSA
PEruCTPAaLMOHHBIN IITAMII C YKA3aHUEM JaThl, HOPSIKOBOIO PETUCTPALIMOHHOTO HOMEpa
Y BPEMEHU TMOTyUYEHUS.

He nonanexar peructpanuy MOCTYNAIOUIME KHUTH, Ta3eThbl, KYPHAJIbl U APYrUe
NEePUOIUYECKUE U3JIaHUs, PEKJIaMHbIE M3BEILECHMS, NPOrpPaMMbl  COBEIIAHMIA,
KOH(EepeHIIHii, MO3paBUTENIbHBIC MMUChbMA U TEJIETPaMMBbI, IPUTIACUTEIbHbIC OUIIETHI U
Apyrasi aHaJIOTruYHasi KOPPECIOHAEHIUS.

3.3.10. Ilpu HanMuuM B MOCTYNMMBIIMX CIY>KEOHBIX MUChMax CCHUIKA Ha paHee
MOCTYNHBIINE JTOKYMEHTHl B OOIIMI OTAEN YyKa3bIBAIOTCS PETUCTPAIlMOHHBIE HOMEpa
MOCJICTHUX U 3aTe€M IHChMa MepPealoTCsl Ha PACCMOTPEHHE.

3.3.11. PeructpaninoHHbIl HOMEP JOKYMEHTA COCTOUT U3 MOPSIKOBOIO HOMEpA,
KOTOPBIA HCXOAS U3 WH(OOPMAIIMOHHBIX MMOTPEOHOCTEH, MOXKET JOMOJHATHCA
OYKBEHHBIM WJIU HU(DPOBBIM UHIAEKCOM, YCIOBHOTO IIU(POBOr0 UHAEKCA CTPYKTYPHOIO
MoJpa3/ieNieHus U MHJACKCA JieJla B COOTBETCTBUM C HOMEHKJIaTypoil nen. CocTaBHBIC
YacTU PETUCTPALMOHHOTO HOMEpa OTIENISIOTCS APYTr OT Jpyra KOCOW 4YepTod WIIU
neducom.

3.3.12. HomepoMm mnocrtaHoBieHUs [JaBbl SBISETCS €ro pPerucTpaliiOHHBIN
MOPSIIKOBBIM  HOMEp B TMpejenax KaleHaapHoro roga. Homep mnoctaHoBieHUs
AJIMUHHCTpAMU — HM3 PErUCTPALIMOHHOTO IMOPSIKOBOIO HOMEpA IOCTAHOBJIICHHUS C
nobapinenuem OykB «a». Homep pacnopsbkeHus AJAMUHUCTpallMd — U3
PErUCTPALIMOHHOTO MOPSAKOBOIO HOMEpa PacHopsKEeHUs C J00aBIIEHUEM OYKBBI «p»;
M0 JINYHOMY COCTaBY — M3 PETHCTPAIMOHHOTO MOPSIKOBOTO HOMEpa PACHOPSIKEHUS C
no0aBlieHUEM OYKB «pi».; pacrnopsbKeHus [ 1aBbl MyHUIIMIIAIBHOTO 00pa30BaHUsl — U3
PErUCTPALIMOHHOTO TMOPSAKOBOIO HOMEpa paclopsbKeHUs B IMpejeliax KaJeHJIapHOTro
roja.

3.3.13. JlokyMeHTBI, TOJJICKAIINE PETUCTPAIIMU B OOIIEM OT/AeNe, MOCie X
NPEIBAPUTEILHOTO U3Y4YeHUs (COPTUPOBKM) M COOTBETCTBYIOMIETO O(GOPMIICHUS
CHEeUaIMCTOM OOIIEero oT/esa nepenatoTces [ nase.

3.3.14. PaccMoTpeHue JIOKYMEHTOB JOJDKHO IPOM3BOJUTHCS JIOJKHOCTHBIMU
TuuaMd  AJIMUHUCTpalMd W PYKOBOJMUTENSIMU CTPYKTYPHBIX MOJApa3JIENEeHUN, Kak
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MPaBWJIO, B JIEHb MX MOCTYIUICHHUs. YKa3aHWE MO MCIOJHEHHWIO TOKYMEHTa JAacTCs B
(bopme pe3oTIONNH TOJHKHOCTHOTO JIMIIA.

3.3.15. Paccmotpennsie ['1aBoit TOKYMEHTBI BO3BPAIAIOTCS B OO OTACI JJIS
BHECECHMsI TEKCTa PE30JIOIMU U CPOKOB HCIIOIHEHHUS JOKYMEHTOB, JAThl Iepeaadu
(oTpaBKHM) TOKYMEHTOB HEMOCPEACTBEHHBIM HCIOJIHHUTEISM B KypHal PETHCTPALUH
BXOJISIIECH KOPPECTIOH ICHIINH.

3.3.16. ITlognuHHUK JOKyMEHTa, KOTOPBIA HCIOJHIETCS HECKOJIbKUMHU
CTPYKTYPHBIMH  TOJpPA3JCICHUSAMHU,  IOJy4YalOT  JIMIA, OTBETCTBEHHBIC  3a
JIEJIOTPOU3BOJACTBO B CTPYKTYPHOM TIOApPA3JEICHUN, B TOPSJAKE, YKa3aHHOM B
pPE30JIONMMA, O dYeM JIeJlaeTCs OTMETKAa B JKypHaje PpErucTpalryl BXOISIICH
KoppecrnonaeHn. [[oJTMHHUK HOKyMEHTa, TOCJE CHSTHS KOIMHUM, B 0053aTEIHbHOM
TIOPSIJIKE BO3BpAIIAETCsl B OOIIUIA OTAEII.

3.3.17. IlepeaapecoBka JOKYMEHTOB C TOPYYEHUSIMHU JTOKHOCTHBIX JIHII
MIPOU3BOAUTCS C Pa3pelieHusl TOTKHOCTHOTO JIUIIA, JABIIETO OPYUYEHUS.

3.3.18. Ilepenaya MOKyMEHTOB, 3aPETUCTPUPOBAHHBIX B OOIIIEM OT/IEJIE, OT OJTHOTO
HCIIOJTHUTENS K IPYTOMY, a TaKKe€ U3 OJJHOTO CTPYKTYPHOIO MOJpa3/IesieHUs] B APYyroe
OCYILIECTBIISIETCS TOJIBKO Uepe3 OOLIUi OTae.

3.3.19. Konmnu 0TBETOB B 00s13aTEILHOM MOPSAKE TIEPEAAIOTCS B OOIITUI OTAST IS
CHATHS C KOHTPOJIS

3.4. Illpuem u 00paboTKa TOKYMEHTOB, MOCTYNAIOIIMX M0 KAHAJIAM
JIEKTPOHHOM MOYTHI U (PAKCUMUIBLHOU CBSA3H

3.4.1. DnekTpoHHBIE COOOIICHUS (TEpPeNncKa), MOChUTAeMbIE TIO 3JICKTPOHHOM
MOYTE, UCTIOIHSIIOTCA aHAJIOTUYHO TIOKYMEHTAM Ha OyMa)KHBIX HOCUTEIISIX.

3.4.2. CpencrBa ¢GakCUMWIBHOW CBSI3M MPEIHA3HAYAIOTCS JUIsl ONEepPaTUBHOU
nepeaadu (IpuemMa) TEKCTOB JOKYMEHTOB M CIIyKEOHBIX MaTepuaioB ajapecataMm (OT
aJpecaToB), pa3MEIICHHBIM BHE 3/IaHUs AIMUHUCTPAIUU.

3.4.3. Ilepenaua ¢ UCIOJIb30BAaHUEM CPEACTB (PAKCUMUIIBHOW CBSI3U JOKYMEHTOB,
coJiepKalux CIyxkeOHyI0 HH(pOpMaIMIO OTPAHWYEHHOTO JOCTYIMa, B TOM YHUCJE C
noMeTkou «J{Jist cirykeOHOTo NOJIb30BaHus», HE pa3pelaeTcs.

Kareropuuecku 3ampemaercs mnepenaya Mo cpeicTBaM (PaKCUMHIBHOW CBSI3U
CEKPETHBIX JOKyMEHTOB.

3.4.4. C ucnosib30BaHUEM CPEJICTB (PaKCUMUIIBHOM CBSI3U MOTYT OBITh ME€pPEIaHbI
MaTepHaJibl TEKCTOBOTO, TAaOJWYHOTO WM TPaPUUYECKOTO XapaKTepa, HUCIOJTHEHHBIC
TUNOTPa)CKUM, MAIIMHONUCHBIM WJIM PYKOIMHKCHBIM CIIOCOOOM B YEPHOM HJIM TEMHO-
CHUHEM I[BET€ C YETKUM M KOHTPACTHBIM M300paKeHHUEM (IIEPBBIC IK3EMIUTSIPHl WIH HX
KCEpOKOIMHU) Ha 0eJoif OyMare ¢ MUHUMAJIbHOM BBICOTOM OYKB U TGP ABa MUJLITUMETPA.

O0beM TmepeaBaeMOro B TEUEGHHE OJIHOTO CeaHca CBSI3M JOKYMEHTa,
BBINIOJIHEHHOT0 Ha Oymare gopmara A4, He IOJKEH MPEBbIIATh MSTH JIUCTOB.

3.4.5. [lepenannbie U MpUHATHIE (AKCOTPAMMBI PETUCTPUPYIOTCS KaK BXOJSIIAS
KOPPECTOH ICHIIUS.
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3.4.6. OTBETCTBEHHOCTh 3a COJ€pX)aHUE HHPOpPMALUM, T[EepPEIaBAEMON C
UCIIOJIb30BAaHUEM CPEICTB (PaKCUMUIBHOW CBSI3M, BO3JAraeTcsi Ha HWCIOJIHUTEINS,
MOATOTOBUBIIETO (hakcorpaMmy Jis Mepeaady, U PyKOBOAMUTENS COOTBETCTBYIOIIETO
CTPYKTYpPHOTO TIOJIpa3AeiICHusI.

3.5. O0paboTka u nepegaya OTNpaBJIsIeMbIX JOKYMEHTOB

3.5.1. TIpoekThl cIyeOHBIX TIMCEM O(GOPMIISIOTCS B COOTBETCTBUHM C
TpeOOBaHUSIMHU, HW3JIOKEHHBIMU B mnoapazaene 2.5.4. «CmnyxeOHble NHCbMay, H
neyaTaroTcsl Ha OJaHKaX YCTaHOBJICHHOW (POPMBI.

[lucbma Ha Onankax ['JlaBpl MyHUIIMIAIBLHOTO 0O0pa3oBaHUs, AJMUHUCTpAIUU
HNOAMUCHIBAIOTCA [ 71aBOM WK TOXKHOCTHBIM JIMIIOM, UCTIOJHSIOIIMM €ro 00sI3aHHOCTH,
a TaKXe JOJHKHOCTHBIMM JIMIIAMU A IMUHUCTPALAH.

3.5.2. Ecnu nmucbMo WM TelerpaMMa HalpaBlIsIOTCS HE 0oJjiee YeM B YEThIpe
azpeca, TO MOANUCHIBAETCS KaX bl K3EMILIAP.

3.5.3. [lpu HanpaBieHuH MUChbMa WK TEJIETpaMMBbI OOJIee YeM B YEThIpe ajpeca
WCIIOJIHATENIEM COCTaBJISIETCSl yKa3aTelb PAaCChUIKM C YKA3aHUEM IIOYTOBBIX WIH
tenerpadupix agpecos. [Ipu 3TOM UCTIONMHUTENb MpUIaracT K MUCbMY WJIU TeJlerpaMme
HE00XOAMMOE KOJIMYECTBO KOIUH.

3.5.4. TTucema IIpesuaenty Poccuiickoit Denepaiuu, B ajipec AJIMUHUCTpAIUN
IIpesunenta Poccuiickoii @Penepamuu, I[IpaButenscrBa Poccuiickoit @eneparuu,
pykoBoauteneir manat DepepanpHoro  CoOpanusi  Poccuiickoit  deneparnum,
pykoBoauTenel (enepanbHbIX OpPraHOB HMCHOJHUTENbHON BiacTu, ['naBbl JloHelkon
Hapomnoit Pecniyommku, Ilpencenmarenss IlpaButensctBa Jlonernkoit HapogHoi
PecnyOnuku MOANMUCHIBAIOTCA TOJABKO [71aBOM WM  JIUIIOM, HCIOJHSIONIUM €0
00s13aHHOCTH.

3.5.5. Ciyxamuii o0uiero oTzelna IIPOBEPSIET MIPaBUJIBHOCTH
oopMJIeHUS TOKYMEHTOB U HAJIMYWE TPWIOKEHUH K OCHOBHOMY JOKYMEHTY.
[IpaBmiibHO OPOPMIICHHBIM JIOKYMEHTaM IMPUCBAUBAIOTCA PErUCTpaAIlMOHHBIC HOMEpA.
OnuH HK3eMIUIAp OTHPABISEMBIX 3apPETUCTPUPOBAHHBIX JOKYMEHTOB H  KOIHM
TeJerpaMM OCTaeTcss B 0OImeM oTxaese U oPOopMIISeTCs HAa apXWBHOE XPAaHEHHE B
COOTBETCTBUHU C HOMEHKJIATYpOU Je.

3.5.6. Peructpanus OTHNpaBiIsieMbIX JIOKYMEHTOB OCYIIECTBISIETCS B JI€Hb HX
noAnucaHus (YTBEpKIASHUs) WIK HA CIEAYIOIINI pabounii 1EHb.

3.5.7. Cpounas KOPPECIIOHICHIIMS odopmItseTcs u OTIPaBJISAETCS
HE3aMEIJITEIBHO.

3.5.8. Ilo ucnoJHeHUIO JOKYMEHTA B JKypHAJl PETUCTPALIMU KOPPECIIOHICHIINU C
KOHTPOJIbHBIMA ~ CPOKaMU  UCIOJIHEHMSI BHOCUTCSL OTMETKa 00  HCIOJHEHUH,
BKJIFOYAIOIIAsl CCHUIKY HA HOMEP U JaTy JIOKYMEHTA.

3.6. ITopsiiok NPOXOkKAEHUSA BHYTPEHHUX IOKYMEHTOB

3.6.1. K BHYTpeHHUM JOKYMEHTaM OTHOCSITCS KONHWHU IMPABOBBIX aKTOB [J1aBhl,
AJIMUHUCTpalMH, pACHOPSKEHUS IO  BOONPOCAM  OPraHU3allMd  BHYTPEHHEHN
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JEATEIIbHOCTH CTPYKTYPHBIX TTOAPA3ACICHUN, a TAK)KE JOKIIATHbIE 3aIUCKH, CITYKESOHbIE
3alUCKHU, CIPaBKU M T.II., NpeacTaBisieMble [71aBe MyHUIMIAIBHOTO OOpa3oBaHUS,
MEpBOMY  3aMECTUTENII0  [J1laBel ~ AJMUHHUCTpallMM,  3aMECTUTENSIM [ J1aBbI
AJIMUHUCTpalMU, YIPaBISIOMEMY JejJaMd AJMUHUCTpPALUM, a TaKXKe CIIyKeOHbIe
3aIUCKH,  MPEJACTABILIIONIAE  COOOM  TEpPeNmucKy  MEXAY  CTPYKTYPHBIMH
noApa3ACICHUAMMU.

3.6.2. BHyTpeHHME JOKYMEHTBHI, MpeacTaBiisieMble [J1aBe MYHHIUIIAIBHOTO
o0pa3oBaHusl, IEPBOMY 3aMeCTUTENIO [ T1aBbl, 3amecTutessiM [ 1aBel AAMUHHUCTpALINH,
VIPaBIAIONIEMY JeJlaMi AJMHHUCTPAIMA PETUCTPUPYIOTCS B OOIIEM OTAENE;
BHYTPEHHHME JOKYMEHTHI, MPECTABIISIIONINE COOOM MEPENUCKY MEXAY CTPYKTYPHBIMU
MOJIpa3ACICHUSIMU, PETUCTPUPYIOTCA B )KypHAIax PErucTpalui KOPPECIOHACHIINT THX
CTPYKTYPHBIX MOJPa3ACICHUMN.

3.7. Yuer K0JIM4eCTBA JOKYMEHTOB

3.7.1. Yyer xonuuecTtBa JTOKYMEHTOB, 3apErMCTPUPOBAHHBIX B COOTBETCTBHUH C
nozapazaenom 3.3. Hactosmed MHcTpykiuu, 3a onpeneiaeHHbi nepuoa (roja, mMecs),
MIPOBOJIUTCA 110 MECTY PETUCTPALIMU JOKYMEHTOB.

3.7.2. Illpu nmoxacuere TOKYMEHTOOOOPOTa PEKOMEHIYETCS OTIAEIbHO YUHUTHIBATH
JOKYMEHTBI U UX KOTIMH, 3alUChIBAs 3TO YUCJIIO Yepe3 KOCYIO YEPTY: CJIEBA — KOJUYECTBO
oOpabaTbhiBaeMbIX B AIMUHHUCTpAIlMU M CIpaBa — KOJWYECTBO MX Komui. Hampumep:
10814/15375.

Bxopsmue, ucxoasiiye U BHyTPEHHUE JOKYMEHTBI MOACUUTHIBAIOTCS OTIIEIBHO.

3.7.3. ExxexBapTaibHO CIIEUUATUCT OOLIETO OTAeNa U CIIEHUATUCThI CTPYKTYPHBIX
Mo/pa3/iesieHud, OTBETCTBEHHBIE 3a JEJIONPOU3BOJICTBO, NAIOT CBelEHUS 00 oObeMe
JOKYMEHTOO0OpOTa M0 YCTAHOBJIEHHOM (OpMe HaualbHUKY OOILEro OTAesa s
nojicuera 001Iero T0KyMeHTo000poTa 1o AJIMUHUCTpAIUH.

Pe3ynbTaThl yueTa KoIMuecTBa JOKYMEHTOB 10 HTOTaM I'oj1a 00001IaroTCss 00IIIM
OTJICJIOM U TPEJCTABISIOTCS TOJDKHOCTHBIM JIMIIaM A TMUHUCTPAIIUH.

3.8. Padora ¢ o0OpamieHusIMH U 3a1IPOCAMM
wieHoB Cosera @enepanun u aenyratoB I'ocynapcrBennoii {ymbl
DenepaabHoro Coopanus Poceniickoin degepaumu,
nemyratoB Hapoanoro Cosera lonenxoii Hapoanoii Pecny0Jinku,
JAEMyTATOB MPeACTABUTEJIbHOI0 OPraHa MeCTHOI0 CaMOYIIPaBJICHUSA

3.8.1. IloaroToBKa M HampaBlIEeHHUE OTBETOB Ha OOpAILEHUS W 3aMPOChl YICHOB
Cosera ®enepannu u genytatoB ['ocymapcrBennoit [[ymbr @enepansaoro CoOpaHus
Poccuiickoit @enepanuu (nanee —unen Coera enepanuu, nenyrat ['ocyaapcTBeHHOM
Iymen), nemyratoB Hapomgnoro Cosera Jlonenkoit HapoaHoit PecriyOnmku, nemyraToB
MPEJICTABUTEILHBIX ~OPraHOB MECTHOIO CAaMOYNPABJICHUS OCYILIECTBIAKOTCS B
COOTBETCTBHUU C 3aKOHOAATENLCTBOM Pocculickonn denepanuu n Jlonenkon Hapomgnou
PecnyOnuku o craryce gemnyrara.
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3.8.2. OtBer Ha 3ampoc uneHa CoBera Denepaunu, nenyrara I'ocygapcTBEHHOM
JlyMbl naetrcsi B MUCbMEHHOW (opme He mo3aHee dyeM yepe3 30 aHEl co JHS €ro
MOJTYYEHUS WU B MHOM, COTJIAaCOBAHHBIN ¢ MHUIIMATOPOM 3aMpoca, CPOK.

[Ipu obpaimennn unena Cosera @eaepaiuu, aenyrara ['ocygapcTBeHHON [ymbl
[0 BOIIPOCaM, CBSI3aHHBIM C WX JACATEIbHOCTHIO, OTBET Ha oOOpalleHHe, a TaKke
3arpaliuBaeMble JOKYMEHTBI WJIM CBEJCHMS MPEAOCTaBIISIIOTCS Oe30TjaratelbHO (B
Clydyae HEOOXOJAMMOCTH TOJYUYEHHUs IOTOTHUTEIBLHBIX MaTepuaaoB — He mosaHee 30
JTHEW CO JTHS MOJy4YeHUs] 0OpaIleHus ).

3.8.3. OrBer Ha 3ampoc naemyrtata (rpynmbl aemytatoB) Hapomnoro Coserta
Honenkoii Hapoanoit Pecriy06uku naercst B ycTHoM (Ha 3acenanuu Hapoanoro CoBera
Honenkoit Hapoanoit Pecry6aukn) wim mucbMeHHON (popMe HE To3/1Hee YeM depe3 15
KaJICHJAPHBIX JIHEH CO JHS €ro MOJIy4YeHHsS WJIM B MHOM, ycTaHOBJeHHBIM HapomHbiM
Cosetom Jlonenkoit Hapoanoit PecmyOmuku, cpok.

IIpu obpamenun aemyrara Hapoanoro Cosera Jlonenkoit Hapoanoit Pecriyonuku
[0 BOMNpPOCAaM, CBSI3aHHBIM C €r0 JESITEIbHOCTHIO, OTBET Ha OOpAIlCHHE, a TakKXKe
3arpalniuBaeMble UM JJOKYMEHTBI WJIM CBEJICHUS MPEIOCTABIISIIOTCS O€30T/IaraTebHO.

B caydae HeoOXOAMMOCTH TIPOBEJCHHUS B CBSI3M C OOpalieHHeM JeryTara
Hapomnoro Coseta Jlonenkoit Haponnoi PecyOnuku 10MOTHUTEILHON TIPOBEPKU HUITH
JIOTIOJIHUTEJILHOTO M3Yy4YEHHUs KaKUX-TMOO BOMPOCOB 00 3TOM COOOIIAETCS JEMyTaTy
Hapoanoro Cogeta Jlonenkoit Hapognoit PecriyOnuku B TpeXTHEBHBIM CPOK CO JTHS
nojydeHust ooparenus. OKOHYATENbHBIA OTBET MpeCTaBisieTcs aenyraty HapogHoro
Coseta Jlonenkoni Hapoanoit Pecniyonuku He mosanee 30 KaJeHIapHBIX JHEH CO JTHS
MOJIy4eHus: oOpamieHusl.

3.8.4. OtBer Ha 3ampoc jaenyrara (Irpynmbl JIEMYTAaTOB) IMPEACTABUTEIBHOTO
OopraHa MECTHOT'O CaMOYIIPaBJICHUS JIa€TCs B yCTHOM (HA 3aceIaHUU MPEICTABUTEILHOTO
opraHa) Wi MUCbMEHHOHN (popMe He mo3aHee yeM uepe3 30 KaleHTapHBIX THEH CO JTHS
€ro MoJy4YeHUs UM B UHOW CPOK, YCTAHOBJICHHBIN MPEJACTaBUTEIbHBIM OPraHOM.

[Ipu oOpamennn nemyTtara (TPyIImbl ACTyTaTOB) MPEICTaBUTEILHOIO OpraHa
MECTHOT'O CaMOYTPABJICHUS OTBET Ha OOpaIleHre, a TAK)KE 3aMpaiinBaeMble JOKYMEHTHI
U CBEJACHUS TIpeAOoCTaBisAtOTCA B TedeHue 30 aHed (B ciaydae HEOOXOIUMOCTH
JIOTIOJIHUTEJILHOTO U3YUYEHHUSI BOTIPOCA UK TTPOBEPKU MHPOPMAITUU — B CPOK HE MO3HEE
60 mHEel co AHS MOTYyYCHHS 0OpaIeHHs ).

3.9. UcnosiHeHMe MPOTECTOB, MPEACTABJIEHUI IPOKYPOPA
U DKCIePTHBIX 3aKJII04YeHni Ynpasienuss Munucrepcersa ocruunu Poccuiickoi
Denepanuu no Jlonenkoit Hapoanou Pecnyouuke, Aamuaucrpanuu ['iaBsl
Joneuxoii Hapoanoit Pecny0smku

3.9.1. Ilpu nocrymnenunn ['nase, B AAMUHHACTPALMIO TPOTECTOB, MPEACTABICHUN
OPOKYpOpa, SKCIEPTHBIX 3aKIOUECHUN YmpaBieHuss MuUHHUCTEpCTBA FOCTULIUU
Poccuiickoit ®@eneparuu no Jlonenkoir Hapoanoii PecnyOnuke (nanee — mpoTecTsl,
MPEJCTABIICHUS, SKCIIEPTHBIE 3aKIIFOUEHUS) YKa3aHHbIE JOKYMEHThI PETUCTPUPYIOTCS U
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CTaBATCSI HA KOHTPOJIb B OOIIEM OT/IeJie ¥ IEPEIAOTCS B yCTAHOBJICHHOM Mopsike [ maBe
JUIs1 Ha3HAYEHUS JIML, OTBETCTBEHHBIX 33 UX HCIIOJHEHHE.

OTBETCTBEHHBIM  HWCIIOJHUTENIEM MPEACTABICHUS, MPOTECTA, IKCIEPTHOTO
3aKJIFOUYECHUS ONIPEACIIIETCS 3aMECTUTENb [ 1aBbl A IMUHUCTPALUU.

[TepBb1i DK3EMILIAP [IpOTECTA, IIPEICTaBIICHU, DKCIIEPTHOI'O
3aKJIFOUEHUS OCTAETCA B OT/EIIE, KOIIMU HAIIPABIISFOTCS CTPYKTYPHBIM MTOAPa3IEICHUSM,
B KOMIIETECHIIMIO KOTOPBIX BXOJAT BOMPOCHI, COCTABJISAIOIINE MTPEAMET MPEACTABICHHUS,
IPOTECTA, SKCIIEPTHOIO 3aKJIFOYEHUS.

3.9.2. B Teuenue 10 kaneHmapHbIX THEW C 1aThl PETUCTPAIMU MIPOTECTA B OOIIEM
ornene (30 gHel — ¢ JaThl pErucTpalK NPEICTABICHN) OTBETCTBEHHbBIN UCIIOHUTEIb
TOTOBUT M HampapisieT mpokypopy CrapobemeBckoro paviona [lonenkoit Hapomgnoi
PecniyOnuku oTBeT 3a moamuchio [7aBel O pe3ynpTaTax paccMOTPEHUs IMPOTECTA,
MPEJCTABIICHUS U IPUHATHIX MEpax.

B Teuenne 30 kaneHAapHbIX JHEH C JaThl perucTpalud B 0OLIEM
OT/IEJI€ SKCIIEPTHOTO 3aKIFOUEHUSI OTBETCTBEHHBIN UCIIOJHUTENb TOTOBUT U HAIIPABIIAECT
B YmpasineHue MuHucrepctBa toctunuu Poccuiickor ®Denepanuu no JJoHeukoun
Haponnoit PecnyOnuke oTBET 3a MOANMCHIO [JIaBhl O pe3yJsibTaTaXx pacCMOTPEHUS
AKCIIEPTHOTO 3aKIIOUECHUS U MIPUHATHIX MEpax.

B cimyyae HEBO3MOKHOCTH HCIOJIHEHUS MPOTECTA, MPEICTABIEHUS, DKCIIEPTHOTO
3aKJIOYEHUST B YCTAHOBJEHHBIA CpPOK OTBETCTBEHHBIM WCIOJHUTENIb TOTOBUT H
HaIIpaBJISIET, COOTBETCTBEHHO, IPOKYPOPY WK B YHpaBieHHne MUHUCTEPCTBA FOCTULINN
Poccuiickoit ®eneparnuu no Jonernkoit Haponnoit PecriyOnnke mpoMekyTOUHBIA OTBET
C HU3JIOKEHUEM HMHPOPMALMKM IO HCIOJHEHUIO JIOKYMEHTAa Ha TEKyU[Md MOMEHT.
[IpomMexxyTOUHBIN OTBET HE SIBJISETCS OCHOBAHMEM JUIsl CHATHUS OOIIMM OTIEIOM
IIPOTECTA, NPEACTABIICHHUS, SKCIIEPTHOT'O 3aKJIFOYEHUS C KOHTPOJIA.

[Ipu Hecormacun ¢ TpeOOBaHUSMHU TIPOTECTA, MPEJCTABICHUS, BBIBOJAMHU
AKCIEPTHOTO 3aKJIFOUEHUSI OTBETCTBEHHBIM MCIIOJHUTEND HAIIPABIISIET COOTBETCTBEHHO
npokypopy CrapoOemieBckoro paiona Jlonenkoit Haponmnoit PecnyOmnuku nmun B
Ynpasnenne MunucrepcrBa roctuumu  Poccuiickon  ®@enepanuu 110 JloHenkou
Haponnoit PecriyOnrke mucbMo ¢ apryMEeHTUPOBAaHHBIM M3J1I05KEHHUEM JI0BOIOB.

3.9.3. Cpok paccMOTpeHUs MTPOTECTA, PEACTABICHHUS, SKCIIEPTHOTO 3aKIHOUCHUS
MCYUCIISIETCS C 1aThl X PETUCTPAIIMK B OOIIEM OTJIETIE.

3.9.4. Cuarue nporecra, NPeICTABICHUS, IKCIEPTHOIO 3aKIIOUYEHHS C KOHTPOJIA
OCYIIECTBIISIETCS Ha OCHOBAaHUU OTBETA 00 UX MCIIOJTHEHUHU.

3.10. Padora c oOpaimeHnsiMM rpaxaaH

3.10.1. PaGora ¢ oOpaieHusIMu rpaxaan, 00paleHusaIMu 00beAMHEHUN TpaxaaH,
B TOM YHCJIC IOPUIUYECKUX JHI] (J1ajee — oOpalleHus TpaxaaH), MOCTYMAOIUMU B
aapec I'maBbl, AAMUHUCTpAIMU OCYLIECTBISIETCS B COOTBETCTBUU C DenepanbHbIM
3akoHOM OT 02.05.2006 Ne 59-®d3 «O mopsiike paccMOTpeHHsI OOpalleHuil rpaxaaH
Poccuiickoit @enepanun» (nanee — denepanbHblil 3akoH) 1 MHCTpyKLKMEH 0 TOpsiKe
paccCMOTpeHHsi  OoOpallleHuid  TpaxiaaH B  AJMHUHHUCTpAllUU,  yTBEPKICHHOMN
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noctaHoBieHrueM AamuHucTpanuu CTapoOemeBCKOro MYHHUIIMIIAIBHOTO  OKpyTa
Honenkoit Hapoanoit Pecriyomuku ot 19.03.2024 Ne 69.

3.10.2. Jlenonpou3BOACTBO MO OOpaIieHUsAM TpakIaH, MOCTYMHUBIIAM B aapec
['maBbl, AAMUHHUCTPALIMHU OCYILIECTBISETCA OOUIUM OTAEIOM AJIMUHUCTPALIUH.

3.10.3. [lemompou3BOJACTBO IO OOpAICHHSM TpakJaH BEACTCA OTACIBHO OT
JIPYTUX BUJIOB JIEJIONPOU3BO/ICTBA.

3.10.4. OOpaiieHus TpaKJaaH PErUCTPUPYIOTCSA B DJIIEKTPOHHOM >KypHAJle B JICHb
noctyruieHusi. CBEeIEHUs] O PETUCTpalliyd BHOCSTCA B PETHCTPAIMOHHO-KOHTPOJIbHBIE
KapTOYKM MUCbMEHHBIX OOparieHuil rpaxaan (npuioxxenue Ne 29).

PeructpalilmOHHO-KOHTPOJIbHAsT ~ KapTOYKa  HCHOJIB3yeTCs B KAyecTBe
BCIIOMOTaTeJIbHOM CIPaBOYHOM KapTOUKU B IEJAX CTPaxOBKH HHPopManuu 00
oOpallleHUsIX TpaXxJaaH OT MPEAOTBPAIICHUS UX TTOBTOPHOM pEeruCTpaliH.

OOpaieHus TpaxaaH, HampaBjieHHblE M3 (eneparbHBIX TOCYIApPCTBEHHBIX
OpraHoB, MOJIJIEkKAT 00S3aTEJIBLHON PETHCTpAllMd B TEUYCHHE TPeX JHEH C MOMEHTa
MOCTYTUICHUS.

[Ipu perucrtpauuu AOKYMEHTOB IO OOpallleHUsIM TpaxaaH HCIOIb3YIOTCS
UHIEKCHl JIeJl, TO3BOJISIIOLIME BECTU Pa3[eibHBbIM yYeT [eJONpOM3BOJCTBA IO
oOpallleHusIM Tpak/IaH.

[Tpu perucTpanuu oOpailieHus rpakIaH MIPOBEPSIOTCS Ha
MMOBTOPHOCTH (COEpkKATCS M B HUX BOMPOCHI, HA KOTOPHIE YK€ JaBaJIUCh OTBETHI IO
paHee HampaBJIECHHBIM OOpPAIICHUSIM).

Peructpamusi oOpaieHuid rpakJaH OCYILIECTBISICTCS, KakK MpaBUjIo, B
AIIEKTPOHHOM KypHaJie.

[Ipu perucTtpanuu TUCHMEHHOTO OOpAIICHUS B MPAaBOM HIKHEM YTy JIMIIEBOU
CTOPOHBI JIOKyMEHTa MPOCTABJIACTCS PETUCTPALIMOHHBIM MITAMIT C yKa3aHUEM JaThl U
PETUCTPALIMOHHOTO HOMEDA.

KoHBepTHI K THChbMaM ¢ 00pAIICHUSIMU TPAXKIaH COXPAHSIOTCS.

3.10.5. OOpamenus rpaxaaH T[OCJIE€ PETUCTpAIlMM HANpPABISIIOTCS  Ha
paccmotpenue [naBe. ['1aBa, JOMKHOCTHBIE JMIIAa AJMUHHUCTPAIlMM B TEUECHUE TPEX
JTHEN CO JHS PETUCTpAIlMU BBIHOCAT PE3OJIIOIHUIO M0 JabHEUIIEMY pPacCMOTPEHUIO
oOpailieHus.

[Tocne 3aHeceHust pe3onronuu [ 7aBbl, TOJDKHOCTHBIX JUI[ AJIMUHUCTpAIMU B
KypHaJI W PETUCTPAllMOHHYIO KapTOUYKy oOpalleHue TpaKJaHWHA IIOCTyINaeT Ha
UCIIOJIHEHUE CTPYKTYPHBIM MOJIPA3ACICHHUSIM 32 UCKIIOUEHUEM CITy4aeB, YKa3aHHBIX B
yactu 6 ctatbu 8 DenepaibHOro 3aKOHA.

3.10.6. OOpaienue rpaxaaHuHa, [0 KOTOPOMY HMEETCS PEe30JIIoIUs O
NEepeHanpaBJICeHU Ha PAcCMOTPEHHE B OpraHbl MECTHOTO CaMOYIpPABICHUS WIIU
JIOJDKHOCTHBIM JIMIIAM, B KOMIIETCHIIMIO KOTOPBIX BXOJMUT PEIICHUE TMOCTABJICHHBIX B
oOpaleHuu BOIMPOCOB, HANPABISAETCS CICIHAIMCTOM B TEUEHUE CEMH JHEH CO THS
pPEruCTpalii B COOTBETCTBYIOIIUN aIpeC C YBEAOMIICHUEM I'paXKJaHUHA, HAIPABUBIIIETO
oOpaleHue, 0 ero mepeajapecanyy, 3a UCKIIOUYEHHEM Clydas, yKa3aHHOTO B 4YacTu
4 crateu 11 @enepabHOTO 3aKOHA.
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3.10.7. Bce obpartienus rpaxaaH, MOCTYUBIINE B afapec [ maBbl, A IMUHUACTPALIUN
(B TOM uMcIie oOpalieHus rpaxkaaH, HalpaBJIeHHbIC U3 (eepalbHbIX TOCYAapCTBEHHBIX
OpPraHOB) B COOTBETCTBHMM C MX KOMIICTCHIIMEH, CTaBATCS Ha KOHTPOJIb W
paccMmaTpuBaroTcsi B TeueHue 30 gHel co JHA peructpauuu corjiacHo denepaibHOMY
3aKOHY.

3.10.8. Ha o0coOblii KOHTpOJL (OTMeuaroTcsi momeTkoil «KoHTponb» B
PETUCTPAIlMOHHON KapTOYKE) CTABATCS 3alPOChl, MOCTYMHBIINE OT AIMUHUCTPAIINH
IIpesunenta Poccuiickoii ®epepauuu, IlpaBurensctBa Poccuiickoit dPenepanuu,
Anmunuctpanuu ['maser Jlonenkoit Haponnoit Pecniyonuku, [IpaButenbcta JloHekomn
Haponnoit PeciyOnrku B COOTBETCTBHUU € 4acThio 2 ctaThu 10 denepaibHOIO 3aKOHA.

3.10.9. CornacHo pe3ostonuu ['1aBbl WM TOIKHOCTHBIX JINIT
AJIMUHUCTpAIMU CTABATCSI HA OCOOBIN KOHTPOJIb CIEAYIONIME OOPAILICHUS TPaXK]IaH:

coAepKallde OJUH M TOT € BOMPOC, HA KOTOPBIA 3agBUTENIb IOIydall
HEOJITHOKpPATHBIC OTBETHI 3a MOAMKUCKIO | T1aBbl (MCKIIOUYas Clly4yau, yKa3aHHbIE B 4aCTH 3
ctathu 11 denepanbHOTO 3aK0HA);

KajJo0bl Ha MPUHATOE MO paHEe HAMPABICHHOMY OOpAIlCHUIO PEIICHUE WX Ha
nerictBue  (0e3mecTBUE)  JODKHOCTHBIX — JIMIl  AJMHHUCTPAIlMU B CBSI3U  C
paccMOTpeHHneM OOpaIleHHS;

MPUHATHIC HA IMYHOM TTpueMe [ T1aBbl U TOJDKHOCTHBIX JTUI A IMUHUCTPAIUU.

3.10.10. OtBeT Ha obpamenue ¢ momeTko «KoHTpoap» moanuceiBaercs ['maBoii.

OOpaleHue CHUMAETCSl C KOHTPOJISI B COOTBETCTBUU C JIaTOM PETUCTPALMM U
OTIIPABKOW OTBETA.

3.10.11. OOpauieHust rpaxxJjaH, KOMUKU OTBETOB Ha HUX, a TAKXKE JIOKYMEHTHI 10
JTUYHOMY TIpUEeMy TpakaaH (OPMHUPYIOTCS CHEIHAIUCTOM B Jieja B COOTBETCTBHUH C
YTBEPKACHHOW HOMEHKJIATypOu Je.

JIOKYMEHTBI B 3TUX JelaxX pacrojaraloTcs B XpOHOJIOTHYECKOM MOPSIIKE.

3.10.12. /Iena BpeMeHHOr0 XpaHEHHUs 110 OOpaIIeHUsIM I'paxaaH, MOCTYUBIINUM B
aapec ['maBbl, AgMuHUCTpanuu (GOPMHUPYIOTCS W XPaHATCS B CEKTOPE KOHTPOJS M
oOpallleHHs TpaKJlaH AJIMUHUCTPALIMKI B TEYCHUE TISITH JIET.

3.10.13. /lema BpeMEHHOT'O XpaHEHHUS, COJIepIKaIle HEOJHOKPATHBIC 0OpaIieHus
IpaK/IaH, XpaHATCS B TEYEHHUE TISITH JIET MOCIJIE PACCMOTPEHHUSI TIOCJICTHETO 00paIlleHUsI.

Hena, comepxarue oOpalieHusl ONepaTUBHOTO XapaKTepa, M0 MCTCUYECHUU TIATH
JIET MOJIJICKAT YHUUYTOKEHHIO B YCTAHOBJICHHOM MOPSIAKE.

3.10.14. VYcrtHple oOpamieHus TpakJaH Ha JUYHOM Tnpueme Yy [JaBbl,
JIOJDKHOCTHBIX JIUIT AJIMUHUCTPALMK TIPEABAPUTEIILHO (PUKCUPYIOTCS B KypHAJe yuera
YCTHBIX OOpaIlleHuil rpakJaaH U KapTOUKe JIUYHOTO TTpUeMa IrpakJaaHuHa (MPUIIOKEHUE
Ne 30), 3aTeM nepenaroTcsi Ha UCTIOJIHEHUE COTIIACHO PE3OJIIOLNH.

B ciyyae eciu u3NnoKEHHbIE B YCTHOM OOpaiieHuH (akTbl U OOCTOSITENIbCTBA
SBJISIOTCS OYCBHUJIHBIMU M HE TPEOYIOT JOMOJHHUTCIBHON TIPOBEPKH, OTBET Ha
oOpallleHHe ¢ coryiacus TpakJIaHUHA MOKET OBITh JIaH YCTHO B X0/JI€ JUYHOTO IIpUEMa, O
YeM JIeJIAeTCs COOTBETCTBYIOIIAS 3allMCh B KaPTOYKE JIMYHOTO MpUEeMa IpaxkJaHWHA, a
TaKXe B PETUCTPAIMOHHO-KOHTPOJILHON KapTOUKeE.
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3.10.15. Marepuansl o a”Haiuzy U 000OIIEHUIO OOpalieHUl eKeKBapTaIbHO
TIOJITOTABIIMBAIOTCS CIICIIHATTUCTOM U O(POPMIISIOTCS B BHJIE aHAIUTUYECKUX CIPABOK U
CTAaTHCTUYECKUX OTYCTOB.

3.11. loctyn k uHpopMmanuun

3.11.1. Hudopmaums, comepxkamasicsi B JOKyYMEHTaX M HH(POpPMaAIIMOHHBIX
cucremMax AJIMUHHUCTpPAIIMU, CTPYKTYPHBIX TMOJpa3ACIeHU, B 3aBUCUMOCTH OT
KaTeropuu JOCTyma (BO3MOXKHOCTH TOJYYEHUS U HUCIOJNb30BaHUS) K HE
noApa3aeiseTcs Ha 00IIeI0CTYITHYI0 HH(OPMALIHIO, a TAKKE Ha MH(OPMALIHUIO, JOCTY
K KOTOpOW orpaHudeH (QenepanbHbIMU 3akoHaMu (MHGOpMAIUS OrpaHUYEHHOTO
JOCTYIIA).

3.11.2. Joctym k wuHpopMamuu, coAcp)Kalieics B JOKyMEHTaxX U
MHPOPMAITMOHHBIX CHUCTEMax AJMUHUCTPALIMH, CTPYKTYPHBIX MOJIpa3aciiCHUH,
OCYIIECTBIISIETCS B COOTBETCTBUM C TPeOOBAHUSIMH, YCTAHOBICHHBIMU (heepaibHbIMU
3aKoHaMmu, MocTtaHoBiaeHusAMU IIpaButenscTBa Poccuiickoir denepani ¥ HWHBIMU
HOPMAaTHUBHBIMH ITPAaBOBBIMH aKTaMHU.

3.11.3. Orpanuyenue AoCTyna K UHPOpMAaIMU OCYILECTBISETCS ITyTEM OTHECEHUS
uHpopManuu K  COOTBETCTBYIOIIEW  KATErOpUU W  HAJIOXKEHWEM Ha  Hee
COOTBETCTBYIOIIETro rpuda orpaHUYEHUs pacpoCTpaHEeHUs (I0CTYyIIA).

3.11.4. 3ammra wuHpOPMAIMK, COCTABIAIONICH TOCYAapCTBEHHYIO TalHY,
OCYIIECTBIISIETCS B COOTBETCTBUM C 3aKOHOAATENBCTBOM Poccurickon denepauuu o
roCy1apCTBEHHOU TAalHE.

3.11.5. B coorBercTBUM € TpeOOBaHUSIMH, YCTAHOBJICHHBIMU (heepanbHbIMU
3aKOHAMU, MOKET OTPAHUYUBATHCS IOCTYT K CITY>KeOHOM HH(pOpMAIIHH.

Ha pokyMeHTax, cojepkammx CilIy>KeOHyr HHGOpPMALUIO OrpaHUYEHHOTO
ocTymna, npoctasisieTcs rpud « s ciy>keO0HOro moJib30BaHUS».

3.11.6. HeoOxomumocTh OTHeceHUss HWH(OpMAIMKM K KaTErOpUH CIIyKeOHOMU
nHpOpMaIui OTPAaHUUYECHHOTO JOCTYyNAa W HAJIOXKEHUS Ha JoKyMeHTe rpuda «Jlis
CIIY’)KEOHOTO  TIOJIb30BAHUS»  OMPEACNACTCS  PYKOBOJIUTEIEM  CTPYKTYPHOTO
nojpasfeyaeHus, pa3paboTaBIIEr0  JOKYMEHT, JHUOO  JIOHKHOCTHBIM  JIMIIOM
AJIMUHUCTpAIIAH, TTOAMMACHIBAIONIAM WIIH YTBEPKIAFOIITUM JOKYMEHT.

JIOJDKHOCTHBIE  JIMIA, MPUHSBIIME penieHne 00 OTHECEHHHU CIIyKeOHOU
uHOpMAIMM K KATErOpUU OTPAHUYEHHOTO JIOCTyMa, HECYT TEPCOHAIBHYIO
OTBETCTBEHHOCTh 3a OOOCHOBAaHHOCTh MPHUHSATOTO PEIICHUS] U €ro COOTBETCTBUE
JICHCTBYIOIIEMY 3aKOHOATEIbCTRY.

CnyxebHas nHdopmalys OrpaHUYEHHOTO JIOCTyIa 0€3 CAaHKIMHU JOJKHOCTHOTO
JIUIA, TPUHSBIIETO PEIICHUE O €€ OTHECEHUHU K KaTErOpUU OTPaHUYEHHOTO J0CTyTa, He
MOJUICKUT pasriamieHuio (pacmnpoctpaHenuto). IlpemocraBieHne moJIb30BATEISIM
JI0CTYyTIA K IaHHOW WH(OPMAIIMU OCYIIECTBISACTCS UCKIIOYUTEIHHO 10 COTJIACOBAHUIO C
YKa3aHHBIM JIOJKHOCTHBIM JIMIIOM ITyTEM TMOJa4l COOTBETCTBYIOIIEH 3asBKHU.
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OTBETCTBEHHOCTh 3a COONIIOZIeHNE TpeOOBaHUM MO 00ecmeueHn0 0€30MacCHOCTH
ciykeOHOM uH(OpMalu B AJIMHUHUCTPALUM, CTPYKTYPHOM MOJpa3/eICHUN HECET
JTOJDKHOCTHOE JIMLIO, HA3HAYEHHOE PaciopsbKEHUEM AJIMUHUACTPALIMH.

3.11.7. Pa3memieHue ciykeOHOM wuHPOpMAlIMKM OTPaHUYEHHOrO JOCTylla B
AIEKTPOHHOM BHUJE OCYIIECTBISETCS TOJIBKO B CHEUUAIBHO IMPEIHA3HAYECHHBIX IS
ATOTO paznenax ¢aisi-ceppepa AAMUHUCTpaLMU. XpaHEHHUE U 00paboTKa yKa3zaHHOU
uH(popMaIuu B JIOKAJIbHON CeTH AJIMUHHUCTPALIUU JTOMYCKAETCS TOJBKO MPHU HAIUYUU
IPOrpaMMHO-TEXHUYECKUX CPEJCTB 3alUThl OT HECAHKIMOHUPOBAHHOTO JOCTyMa C
COOTBETCTBYIOIIUM KJIACCOM.

He nomyckaetcst nepeaaya ciiy>keO0HOU UH(POPMAILIMA OTPAHUYEHHOTO JJOCTYTa 10
ANIEKTPOHHOU MOYTE U (PAKCUMUIILHOMN CBS3H.

3.11.8. JIoKyMEHTBI C IOMETKOM «/J[JIs1 CITy>KEOHOTO MOJIb30BAHUS:

NeyaTaloTCsd B CTPYKTYPHBIX MOJpa3[eiCHUsX, SIBISIOMIUXCS pa3zpaboTYMKaMu
JOKYMEHTOB;

Ha 000pOTE MOCIIETHETO JTUCTA KAXA0T0 SK3EMILISpa JOKYMEHTA MeYaTaloui ux
CHELHUATUCT JOJIKEH YKa3aTh KOJMYECTBO OTIEYATAHHBIX FK3EMILISIPOB, CBOIO (haMUIIUIO
Y JaTy nevaTaHus ToKymeHTa. OTneyaTaHHbIe U MOMUCAHHbIE JOKYMEHTHI IEPEAAIOTCS
JUISL PETHCTPALMM MYHULHNAIBHOMY CIyKAlIEMy, OCYILECTBIISIIOIIEMY WX YYeT.
UepHOBHUKH M BApUAHTHl YHUUYTOXKAKTCS 3TUM MYHULIMIAIBHBIM CITY>KalUM.

[lepemaua JOKYMEHTOB C TOMETKOM «Jlms ciaykeOHOro TMOJIb30BAHUS
MYHUIUANAIBHBIM CIIY’KAlllUM CTPYKTYPHBIX TOAPA3ACIICHU OCYIIECTBISIETCA MOJ
pocnuCh, a TMEpPEeChUIKAa MNPOU3BOAUTCA 3aKa3HBIMM WJIM LIEHHBIMU TOYTOBBIMHU
OTITPABJICHUSIMU.

KonupoBanue (THUpa)kUpOBAHUE) YKa3aHHBIX JOKYMEHTOB OCYILIECTBISIECTCA
TOJIKO C MHCbMEHHOTO pa3pelleHus MpaBoodiagaTens. YYeT OTKONMMPOBAHHBIX
JOKYMEHTOB OCYILECTBIISIETCS TOAK3EMILISIPHO.

XpaHeHUE JIOKYMEHTOB C TIOMETKOW «/[ns ciy’)keOHOro  moJib30BaHUs»
OCYIIECTBIISIETCS B HAJIEKHO 3aMMpaeMbIX MIkadax (SuKax, XpaHWInIax).

3.11.9. Ilpu HEoOXOIAMMOCTH HANpPABJICHHUS JOKYMEHTOB C MOMETKOM «Jlys
CITy’>K€OHOTO MOJI30BAHMS» B HECKOJILKO aJIPECOB COCTABIISIETCS yKa3aTellb PACCHUIKH, B
KOTOPOM  MOAJPECHO  NPOCTABISAIOTCS HOMEpa  JK3EMIUIIPOB  OTHPABIISAEMBIX
JOKYMEHTOB. YKa3aTeJb PACCHUIKH MOJAMKUCHIBAETCS UCIOJIHUTEIEM U PYKOBOJIUTEIIEM
CTPYKTYPHOT'O NTOAPA3AEIEHNS, TOTOBUBIIETO JOKYMEHT.

3.11.10. UcnotHEHHBIE JOKYMEHTBI C TOMETKOM «J1J1s1 CITy»KEOHOT O MOJIb30BaHU S
TPYHITAPYIOTCA B Jiena B COOTBETCTBUU C HOMEHKJIaTypou
JIeJT OTPaHUYEHHOTO Jeonpou3BoacTBa. [Ipu 3TOM Ha 005I0kKKE Jefa, B KOTOPOE
NOMEUICHbl TaKW€ JIOKYMEHTBI, TaKXe€ MpocTaBisieTcss mnomeTka «[{ns ciykeOHOro
MTOJIb30BAHUSD.

3.11.11. VYHuuTOXCHWE MACN, AOKYMEHTOB C TIOMETKOW «Jlms ciry»)eOHoro
MOJIb30BaHUsD», YTPATUBIIMX CBOE IMPAKTUYECKOE 3HAYCHHME W HE HMEIOIIUX
UCTOPUYECKOM 1EHHOCTH, MPOM3BOJUTCS IO aKTy, KOTOpPbIM XpaHUTCS B
YIOJIHOMOYEHHOM CTPYKTYPHOM To/ipa3jiefieHuu. B yueTHbix opmax 00 3TOM genaercs
OTMETKA CO CCHUIKOW Ha COOTBETCTBYIOIINI aKT.
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3.11.12. Ilepemaua goKkymMeHTOB © Jed ¢ mnomeTkon «Jlis cimyxeOHOro
[OJIb30BAHUS» OT OJTHOIO MYHHUIIMIAJIBHOIO CIIY’KALIEro K APYroMy OCYLIECTBIISIETCS C
pa3pelIeHUs] COOTBETCTBYIOLIETO PYKOBOIUTEIIS.

[Ipy cMeHEe MyHUIUIIAIBHOTO CIIYXKAIEro, OTBETCTBEHHOI'O 32 y4€T JOKYMEHTOB
C moMeTKOU «Jlysi ci1y>KeOHOTO MOJBb30BAHUS», COCTABIACTCS aKT MpHUeMa-Tepenadu
ATUX JOKYMEHTOB, YTBEPKIAEMbIH PYKOBOJAUTEIEM CTPYKTYPHOIO IMOAPA3JIEICHUs, B
KOTOPOM OH 3aMEIIAeT JOJKHOCTh MYHHUIIUTAIBHON CITY>KOBI.

3.11.13. O3HakoMIIeHHE MYHULUIIAJIBHBIX CIYXaIlUX CTPYKTYPHBIX
NoApa3eieHud ¢ JOKyMEHTaMM, HUMEIOUIMMHU ToMeTKy «Jlimsa  cmyxkeOHOro
[OJIb30BAHUS» WU HAXOMALIMMUCS HA apXMBHOM XPAaHEHUU B apXUBE OpraHU3ALUH,
OCYILECTBJISIETCA C COTJIaCHs YIpaBISIOLIEro nenamMu AnmuHuctpauuu. [Ipu sTtom
yKa3aHHbIE JOKYMEHTbl MOTYT OBITh BbIJAHbl MYHHUIIMIAIbHBIM CIIyXallUM O]
PacIMCKy BO BpeMEHHOE T0JIb30BaHHUE Ha CPOK He Oostee 10 gHEH.

3.11.14. TIpoBepka HamUuusi JTOKYMEHTOB, AEA W HU3JaHUM C MOMETKOM «J[[is
CIIy>K€OHOTO TOJIh30BaHUS» MPOBOJIUTCS HE PEXKE OJHOTO pa3a B TOJl KOMUCCHSIMH,
COCTaB KOTOpBHIX ompenensercs [naBoil. B coctaB Taknmx KOMHCCHUM 00s3aTE€lIbHO
BKJIFOYAIOTCSI MYHULIMIAIBHBIE CIIy’KaIllli€, OTBETCTBEHHBIE 34 YUET U XPAHEHUE DTUX
JTOKYMEHTOB. Pe3ynbpTaThl MPOBEPKU O(POPMIISIIOTCS aKTOM.

3.11.15. O axrax yTparbl JAOKYMEHTOB U JEJ, COJEpKaIIUuX CIYyXKEOHYIO
uH(pOpMaIMI0O OrpaHMYEHHOr0 JOCTyMHa, JMOO pas3riialieHus 53Tod  uH(opManuu
PYKOBOJHWTEINb CTPYKTYPHOI'O MOJPA3ACIICHUSI CTaBUT B M3BECTHOCTH YIPABJISAIOIIETO
nenaMyd AJIMHUHUCTpauuu. PacnopsbkeHueM AJMUHUCTPAUM HA3HAYAETCsl KOMHUCCHS
JUISL  pacclieJoBaHUsl OOCTOATENIbCTB YTpaThl WIJIM pasrjamieHus. Pe3ynbTaTel
paccieoBaHus JOKIaAbIBAIOTCS YIPABISAIOMIEMY AeIaMu A IMUHUCTPALUU.

Ha yTpadeHHble JOKYMEHTHI, JieJla U WU3JaHUs C MOMETKOW «Jljist ciryxeOHoro
MOJIb30BaHUsD) COCTABISIETCS aKT, HA OCHOBAHUHU KOTOPOTO JAEJIAKOTCSI COOTBETCTBYIOIIUE
OTMETKM B YYETHbIX (opMax. AKTbl Ha yTpay€HHbIE Ji€Jla MOCTOSHHOTO XpaHEHUs
yTBepkaaroTcss ['1aBoit AJIMUHHUCTpALIMU U TIEPEAAIOTCs JJIsl XpaHEHUs B OOUTUI OTIeN
AJIMUHHUCTpaIIAH.

3.11.16. ITpu cHsTHU TOMETKH « /{7151 ciy>keOHOTO MOJIB30BaHUS HA JOKYMEHTaX
(memax WM W3JAHMSIX, @ TAaKXK€ B YYETHBIX (POpMax) JENal0TCs COOTBETCTBYIOILINE
OTMETKH U WH(GOPMHUPYIOTCS BCE aapecarbl, KOTOPHIM 3THU JOKYMEHTHI (W3IIaHUS)
HaIIPaBJUIKCh.

IV. OPTAHU3ALIUA PABOTHI C JOKYMEHTAMUA
B CTPYKTYPHbBIX IOAPA3AEJEHUAX

4.1. Jlenonpou3BOICTBO B CTPYKTYPHBIX MOJIPA3ICICHUSIX BEICTCS CyKAIUM, Ha
KOTOPOI'O0 PYKOBOAMTEIIM CTPYKTYPHBIX IOAPA3ICICHUNM BO3JIOXKUIN YyKa3aHHbBIC
00s13aHHOCTH.

4.2. Ha BbIIlIeyKa3aHHBIX CIICIIMAIMCTOB BO3JIAral0TCS CICAYIOIINC (OyHKIIAH:
MIPUEM, YUET, PETUCTPAIUs U paclpe/IeICHUE BXOASIINX JOKYMECHTOB;
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nepegaya JOKYMEHTOB Ha pPAacCMOTPEHHE CBOEMY PYKOBOAMTEIK) M IOCIHE
MOJIYYEHHUSI COOTBETCTBYIOIICH pEe30JIIOLIUHA — UCTIOJTHUTEITIO;

IpoBepKa TMPAaBHIBHOCTU O(OpMIICHUS, yUeT U Mepelladya Ha PEerucTpaluio,
OTIpaBKa UCXOSIINX TOKYMEHTOB;

KOHTPOJIb MTPOXO0KICHUS IOKYMEHTOB;

MOATOTOBKAa CBOEMY PYKOBOJACTBY HHGOpMaUUM 00 HCHOJHEHHBIX U O
HAXOJIAIIMXCS HA UCTIOJIHEHUH IOKYMEHTaX;

MpOBEpPKa HAIMYMS JOKYMEHTOB, HAXOSIIMXCS HA UCTIOJIHEHUH Y CITYXKaIlUX;

KOHTPOJIb HAJ CBOCBPEMEHHBIM HaMpaBjC€HUEM B Jella HMCIOJHEHHBIX
JTIOKYMEHTOB;

CHSITUE C KOHTPOJISI UCTIOJHEHHBIX JOKYMEHTOB IyTE€M MPEIOCTaBICHUS KOIMUU
OTBETa B OOILIUNA OTIEN;

pa3paboTka HOMEHKIATYPHI JET,;

dhopmupoBaHue, opopMICHHUE, YUET, XpaHCHHUE U 00eCICUCHUE HMCITOJIb30BaHUS
JIe] B MPOLIECCE ETONPOU3BOICTBA U 3aKOHUECHHBIX JEJIONPOU3BOJICTBOM, MOATOTOBKA
U CBOEBpPEMEHHAas Mepejaya Jej Ha apXUBHOE XpaHEHUE B apXMBHOE MOJpa3/eieHUe
AJMUHHCTpPALINY;

pUEM U Tiepeiaya CiryKeOHoM nH(popMaluK cpecTBaMu (PaKCUMUIIBHOM CBS3H;

OpraHu3alys UCIIOJIb30BaHUS CPEICTB KOMUPOBAIILHON TEXHUKU;

MPOBEICHUE MHCTPYKTaXKa BHOBb MPUHATHIX Ha pa0OTy CIIyXalluX MO BOIPOCaM
OpraHu3aluu padoThl C JOKYMEHTaMHU.

4.3. Cnyxamye, Ha KOTOPBIX BO3JOXKEHBI OO0S3aHHOCTH TIO BEACHHUIO
JEJONPOU3BOJCTBA, MPU UX OCYIIECTBICEHUH PYKOBOJCTBYIOTCS TpeOOBaHUSMU
HacTtosimend Mucrpykuuu.

4.4. AJIpecoBaHHYIHO CTPYKTYPHbIM MOAPA3ACICHUAM  KOPPECIOHCHIIUIO
CITy>Kallue, OTBETCTBEHHBIE 3a BEJICHUE JISJIONPOU3BOJICTBA, MOIYUYalOT B 00IIEM OT/IEIE.

4.5. J1nst yyeta U perucTpaluy J0KyMEHTOB MPUMEHSIIOTCS ClieliMalIbHbIE (DOPMBI
’KYPHAJIOB PETUCTPALIMK BXOSIICH U UCXOASIIECH KOPPECTIOHEHIINHN, TN DJIEKTPOHHBIC
0a3bl qaHHbIX (Mpuiioxenust Ne 31, 32)

4.6. Peructpamuu moIeKAT BCE BXOMASIIUE € UCXOJANIUME JOKYMEHTBI
CTPYKTYPHOTO NOJIpa3/IeJICHUSI.

4.7. PaccMOTpeHHE PYKOBOJUTENIEM CTPYKTYPHOT'O MOIPA3ACIICHUS HOCTYIHBIINX
JOKYMEHTOB, KaK MpPaBWJIO, MPOBOAUTCS B J€Hb MX IMOCTYIUICHUS. 3aT€M JOKYMEHTbI
NepeatoTCsl UCIOJHUTENIO COMVIACHO PE30JIOIMN PYKOBOJUTENSA, O YE€M CIY>KAlllMid,
OTBEYAIONIUI 3a BEJICHHUE JEJIONPOU3BOACTBA, JEIaeT COOTBETCTBYIOUIUE OTMETKH B
KypHase (perucTpaloOHHON KapTOUKE) WIIA B DJICKTPOHHOM 0a3e TaHHBIX.

4.8. MHcnonHeHHBIE JIOKYMEHTHI, a TaK)Ke KOIHUIO OTBETa CIEIUAJHUCT,
OTBEYAIONIUI 3a BEJEHUE JIETOMPOU3BOJICTBA, B 0053aTEILHOM MOPSAKE MEpPEaacT B
oOmuit oTHen AJIMUHUCTPAITUU JJI CHSATHSI C KOHTPOJISL.

4.9. Ilpu coctaBieHuu u 0pOpPMIICHUN JOKYMEHTOB CITY’Kalllie PYKOBOJICTBYIOTCS
MOJIOKEHUSAMH HACTOAIEeH NHCTPYKIIMY Y IPUIOKEHUSIMU K HEH.

4.10. Cayxamme, OTBETCTBEHHBbIE 3a BEIACHUE JEIONPOU3BOACTBA, MOIYT
UCIIOJIB30BaTh B pabOTe HE MPOTUBOpPEUAIe HACTOSIICH MHCTPpYKIIMK METOIUnYECKHe
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HOKYMCHTEI, KOHKPCTHU3HUPYIOIINC OTACIIBHBIC BOIIPOCHI OpraHu3annn
ACIOIIPONU3BOJCTBA.

V. KOHTPOJIb UCITOJIHEHUS JOKYMEHTOB

5.1. KoHTposib ucnosiHeHUsI JOKYMEHTOB BKITFOYAET:

MIOCTAHOBKY Ha KOHTPOJIb;

pPEryJIMPOBAHUE XO/1a UCTIOJTHEHUS,

CHATHE UCIIOJIHEHHOTO JJOKYMEHTA C KOHTPOJIS;

HaMpaBJICHUE UCIIOJHEHHOTO IOKYMEHTa B JIEJIO;

y4eT, 0000IIIeHNEe U aHAJIU3 X0/Ia U PE3yJIbTaTOB UCIIOJHCHUS;

MH(POPMHUPOBAHUE TOTKHOCTHBIX JIMI] A IMUHUCTPALIUHA O COCTOSTHUM UCTIOJTHEHUS
JOKYMEHTOB.

5.2. Kontpono mnoasiexaT 3aperucTpUpPOBaHHBIE JOKYMEHTHI, TpeOyroiue
WCTIOJIHEHUS.

5.3. Uudopmanms o coONMOAECHUNA CPOKOB HCIIOJHEHHS JTOKYMEHTOB TOTOBHTCS
OOIIMM OTIAETIOM U TMPEACTABIACTCS YNPABISAIOMIEMY JejJaMu AJMUHUCTpPAllUM B
YCTaHOBJICHHBIE UM CPOKHU.

5.4. VYopapmgwomuii aenamMu  AJIMUHHCTpPAMM OCYLIECTBISIET KOHTPOJb 3a
BBITIOJTHEHUEM

IPABOBBIX aKTOB, mopydeHud, nuceMm lIpesmnenra Poccuiickoit denepauuu,
Anmunuctpauuu Ilpesuaenra Poccuiickoit @enepanuu, [IpaButensctBa Poccuiickoii
®denepanuu, pykoBoauteneit nanat @enepansaoro Codbpanus Poccuiickoit denepaiuu,
pyKoBoauTeNel (enepalbHBIX OPraHOB HMCIOJHHUTEIbHON BiacTu, ['naBel JloHEIKOM
Haponnoit  PecnyOnuku, IlpaButensctBa Jloneukoir Haponnoit PecnyOnukw,
[Ipencenarens I[IpaButensctBa Jlonernkoi Hapoanoit Pecybmuku;

pelieHuil (mopydeHuid), TpUHATHIX Ha 3acenaHusix ['ocygapcTBEHHOTro coBera
Poccniickon denepanuu.

5.5. Ilpm ocyumiecTBI€HMHM CBOMX  KOHTPOJBHBIX  (YHKUMH  OOIIMiA
OTJICJI 3aIIpallluBaeT CBEACHUA O XOJE MCIIOJHEHUS KOHTPOJBHBIX JIOKYMEHTOB Y
HCTIOJIHUTENCH (COUCTIOTHUTEIICH ).

5.6. CreuuanucT ceKTopa KOHTPOJIA M OoOpallleHHsl TpaxaaH oOILIero oTaena
AJIMUHHCTpAIMU KOHTPOJUPYET CPOKU UCTIOTHEHUS OOpaIICHUI TpaXIaH.

5.7. OTBETCTBEHHbIMU 32 MHCIOJHEHUE KOHTPOJBHBIX JOKYMEHTOB, cOOp,
o0o0menre wHGOpPMAIIMM W TMOATOTOBKY OTBETa  SBJSIIOTCA  CTPYKTYpHBIC
MOJIpa3AeIC€HUsl, KOTOPbIM JIOKYMEHT OTIHMCAH MEPBBIM M B KOMIETCHIIMIO KOTOPBIX
BXOJST BOIIPOCHI, PETYJIUPYEMbIE TOKYMEHTOM.

5.8. CpoKH HCHOJIHEHUSI KOHTPOJIBHBIX JJOKYMEHTOB UCUUCIISIFOTCS B KAJIEHTAPHBIX
JTHSIX, C 1aThl pETUCTPAIlMU JIOKYMEHTA.

KoHTposbHbIE JOKYMEHTHI TOJMJIEKAT HCIOIHEHUIO C Y4eToM TpeOOBaHUN K
CpOKaM MCIIOJIHEHHUS, cojiepkamumcest B Ykase [Ipe3uaenra Poccuiickoint denepanuu ot
28.03.2011 Ne 352 «O mepax MO COBEPLIEHCTBOBAHWIO OpPraHU3alWU HCIIOJHECHHUS
nopyueHud u ykazanun Ilpesunenra Poccuiickonn denepanuny», MTOCTAHOBJICHUHU
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[IpaButensctBa Poccuiickoin Penepauun ot 01.06.2004 Ne 260 «O Pernamente
IIpaButenncTBa Poccuiickoit denepanuu u [lonoxennn o6 Anmapare IIpaBuTenbcTBa
Poccutickoit ®eneparumny», npukaze Ne 71, B cieyronme Cpoku:

C KOHKPETHOM 1aTOW UCTIOJIHEHUSI — B YKa3aHHBIN CPOK;

10 0OpaIIeHUsIM TpaXKIaH, MOCTYIMHUBIITUM B A IMUHUCTPAIINIO, B COOTBETCTBHUU C
nyHkToM 3.10.7. Hactrosiment UHCTpyKIMK;

no 3ampocam U oOpamenussMm wieHoB CoBera @Dexepanuu, JIeMyTaToOB
I'ocynapcteennor Jlymbl, nemyrtatoB Hapomnoro Cosera [oneunxkor Haponnoii
PecnyOnuku, nemyTaToB MpeacTaBUTEIbHBIX OPTaHOB MECTHOTO CaMOYIIPABIICHHUS — B
COOTBETCTBHH C MyHKTOM 3.8. HacTosmen MucTpyKiuu.

[IpuMedanue: KOHTPOJBHBIE JTOKYMEHTBHI 0€3 yKa3aHWUs KOHKPETHOM JaThl
UCTIOJTHEHHUSI, HMEIOLIME TIOMETKY «CPOYHO», HCIOJHSIOTCS B 3-IHEBHBIA CPOK,
MMEIOIIIHE TOMETKY «OTepaTuBHO» — B 10-THEBHBIN CPOK, OCTaTIBHBIE — B CPOK HE OoJiee
Mecsa.

59. Ecnu B [0KyMEHTE HCHOJb3yeTCs (POPMYyJIHPOBKA: «IPEIACTABUTH
uHpopmaruio 70 (yKa3bIBaeTcsl OIpejeieHHas JaTa)», TO CpPOK HCIOJHEHUS
MIPUXOUTCS HA paOOUUil IeHb paHee YKa3aHHOM JaThl.

5.10. Eciu mnociienHud J€Hb CPOKa HCIOJHEHUS KOHTPOJBHOTO JOKYMEHTA
MPUXOAUTCS Ha Hepabo4Yuil JIeHb, TO COOTBETCTBYIOIIMM JOKYMEHT TMOJICKUT
WCIIOJIHEHUIO HE TI03/Hee padoyvero JHs, MPEeIIIeCTBYIONIEro Hepaboyemy JTHIO.

JlaTa MCIOTHEHUS YKa3bIBACTCSI B PE3OJIOLMHU PYKOBOJIUTENSA U (PUKCUPYETCS B
PETUCTPAIMOHHO-KOHTPOJIBHON KapTOUKE.

N3MeHUTh CPOKH HCIOJIHEHHS KOHTPOJHMPYEMBIX JOKYMEHTOB HMMEIOT MPABO
TOJIBKO BBIIIECTOSIIIAE OPTraHbl WM JOHKHOCTHBIC JIMIA AJMUHUCTPALIMU — aBTOPBI
PE30IIIOIUN.

CpOKH UCTIOJTHEHUSI CPOYHBIX U OTNIEPATUBHBIX TOPYUEHUN HE MPOIJICBAOTCS.

0060 Bcex ciyyasix M3MEHEHHUsSI CpPOKa HMCIOJHEHHUS KOHTPOJIbHBIX JOKYMEHTOB
OTBETCTBEHHBIH HCIOJIHUTEIbL CBOECBPEMEHHO WHOOPMUPYET OOMMKA OTACT JJIs
BHECEHUSI W3MEHEHUW B JKYpHAJIE PETUCTPALMU BXOJAIICH KOPPECIOHJICHIUUA C
KOHTPOJIbHBIMU CPOKAMH UCIIOJHEHUS (HOBBIN CPOK, J1aTa U3BMEHEHUS, MOJIIKCH).

Ecnu nopyyeHne, MOJIydEeHHOE K HCMOJHEHWUIO, HE BXOJUT B KOMIIETCHIIUIO
CTPYKTYPHOTO TOApa3AeliCHUs, PyKOBOIUTENIIO JAHHOTO MOApa3aesieHuss He0OX0IUMO
HE TI03/IHEE JIHSI, CJIEIYIONIETO 3a JHEM €ro MOJy4YeHHUs:, 00paTUThCS K JOJKHOCTHOMY
Uy AJMUHHUCTpallUM, MOPYYUBIIEMY €r0 HCHOJHEHHE, C IEJIbI0 KOPPEKTUPOBKHU
OTBETCTBEHHOI'O MUCITOJTHUTEIS.

N3MeHUTh OTBETCTBEHHOT'O UCIIOJHUTES MOXET aBTOP PE3OJIONUU  JIH00
BBILIECTOSIIIUA PYKOBOJUTEIb.

Ecau oTBeTCTBEHHBIN HCIOJTHUTEIh CBOECBPEMEHHO (B TEYEHHE CYTOK CO JIHS
MOJYy4YEeHHUs JIOKYMEHTa K MCIIOJHEHHI0) HE HM3MEHEH, JOKYMEHT HCHOJIHSET JHIIO,
MOJTYYUBIIIEE JAHHBIA TOKYMEHT K UCITOJTHEHHUIO.

5.11. IIpu BpeMeHHOM OTCYTCTBHUH (OTITYCK, KOMaHIUPOBKA, O0JIC3HB U Jp.) WU B
ClIy4ya€ YBOJIbHEHHMS, TMEPEMEIICHUsA, TNEpPEeBOJa MYHUIUIAIbHBIA  CIIy>Kallluu,
OTBETCTBEHHBIN 32 UCIIOJTHEHHUE JIOKYMEHTOB, MO COTJIACOBAHUIO C HEMOCPEICTBEHHBIM
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pykoBoauTeneM o00si3aH TepefaTh APYroMy MYHHIIUIAILHOMY CIIyXKaIlleMy BCe
MMEIOIINUECS Y HErO JOKYMEHTHI, CTOAIIME HA KOHTPOJIE.

5.12. TIpoBepka xo1a UCIOJTHEHHS IOKYMEHTOB OCYILIECTBIISACTCS 10 UCTCUCHUS
CPOKOB UX UCIIOJIHEHUS (MIpeaBAPUTEIIbHBIN KOHTPOJIB).

5.13. KoHTponaupyeMblii JOKYMEHT CUYUTAETCS MCIIOJHEHHBIM M CHUMAETCS C
KOHTPOJII Tociie (haKTUYECKOTO BBIMOJIHEHUS TMOPYYEHHM, JOKYMEHTHPOBAHHOTO
MOATBEPKIACHNUS HCTOJHEHUS M COOOINEHUS PE3yJIbTaTOB €ro PacCMOTPEHUS
3aMHTEPECOBAHHBIM OpraHaM, OpraHu3alusIM MW JIAaM WIK, €CJIM HE J1aHO
JOTIOJTHUTENBHBIX MMOPYUYCHUH, MaTepHajIbl HE BO3BPAICHBI HA JOPAOOTKY.

5.14. OOmmit otmen 1o TpeboBaHuio [7aBbl, 3amMecTtuTenel [ JaBwl,
VIPABJISIONIEr0 JelaMyd  AJMUHHUCTPAllUM MOXET TOTOBUTh CBOJIHBIE [IAHHBIE O
COCTOSIHUM HCIIOJHUTEIBCKON NUCHUIUIMHBI, HA OCHOBAaHMHU KOTOPBIX (POpMUPYIOTCS
OTICpaTUBHBIC M AHATUTHUYCCKUE OTYETHI I MH(POPMHUPOBAHMS MOJDKHOCTHBIX JIHI]
AJMUHUCTpALIHH.

VI. OPTAHU3ALIUA IIEYATHBIX "
KOIIMPOBAJIBHO-MHOKHUTEJBbHBIX PABOT

6.1. Bce cimyxeOHbIe JOKYMEHTBI A IMUHUCTPALIMH, CTPYKTYPHBIX MOAPA3ACICHUMN
MeYaTaloTCs CIYKAIMMH YKa3aHHBIX MOAPa3/IeIeHU CaMOCTOSITENBHO.

6.2. [leyatanue JOKYMEHTOB MPOU3BOIUTCS Ha OJaHKAX YCTaHOBIECHHOU (DOPMBI
Ha OAHOUW cTopoHe aucTa. [Ipu meyaTaHum coONIOAAIOTCS YCTAHOBJIEHHBIN MOPSIOK
pacroJIoKeHusl TEeKCTa, npaBuiia opdorpadun u myHkTyanuu. JJOKyMeHT neyaTaeTcs B
OJIHOM 3K3EMILISIPE.

6.3. BrbINoJIHEHHE KOMHPOBAILHO-MHOKHUTEIBHBIX palbOT [jisi 0OecredeHus
nesTenbHOCTH [ 1aBbl MPOU3BOIUTCA OOIIMM OT/IEJIOM, B CTPYKTYPHBIX MOIpa3IeIeHUSIX
KOIUPOBAHUE JOKYMEHTOB BBIMOJHAETCS CIY>KAIIUMHU CAMOCTOSITEIBHO.

6.4. B o6miem otaene THpaKUPYIOT JOKYMEHTBI K MaTepUaJIbl TOJIBKO CITY’KEOHOTO
xapakTepa (HO HE UX MPOEKThI), OTHOCSIINECS K AEATEIbHOCTH OOIIETo OT/eNa.

JIOKyMEHTBl W MaTepuasibl JUYHOTO XapaKTepa WM HE OTHOCSIIUECS K
NEeATENbHOCTH AIMUHUCTPALIMYA TUPAKUPOBAHUIO HE TTOJJIEHKAT.

6.5. KonupoBanue mocTaHOBJIEHUHN, pacnopspkeHUuM ['J1aBel 1 AJIMUHUCTpalUU,
MIPOU3BOJUTCS CTPOTO B COOTBETCTBUM C PACCBUIKOW, OMPEAEICHHON HCIOIHUTEIEM
JIOKYMEHTA.

6.6. Konupoanue (TupaxkMpOBaHUE) JOKYMEHTOB OCYILIECTBIISECTCS B OPSIKE UX
NOCTyIUIEHUsT B oOmuid otnen. B mepBoouepeqHOM MOPAAKE  KOMUPYHOTCS
MOCTAHOBJICHUSI W  PacHopsbKeHUs [71aBbl, TIOCTAHOBIIGHHUS M PACHOPSDKEHUS
AJMUHHCTpAINH, a TAKKE MaTepUasbl K COBEIIAHUSM C ydyacTueM | J1aBbl, 3aMecTUTEIICH
['naBbl, ynpaBisitoniero AeiamMmu AJAMUHUCTPALIUH.

VII. OCOBEHHOCTHU PABOTHBI C QJIEKTPOHHBIMHA
JOKYMEHTAMUA
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7.1. Hacrosiniue TpeOoBaHUSI YCTaHABIMBAIOT MOPSIOK CO3/JAHMS, MOJTYYEHUS,
00pabOTKH, XpaHEHUSI U UCIOJIb30BAHUS IOKYMEHTOB B yCI0BUAX mpuMeHeHus: COJl B
MpoIECCe JICJIONPOU3BOACTBA AIMUHUCTPALIMK, CTPYKTYPHBIX TOApPA3ACICHUN W
pPacrpOoCTpaHsAIOTCS HAa OpPraHU3aIKi0 pabOThI C AIEKTPOHHBIMU JOKYMEHTAMU, BKIIIOUAst
MOATOTOBKY, CO3/l1aHne, 0O0pabOTKy, XpaHCHHE W HCIOJb30BaHUE JOKYMEHTOB,
ocylecTBisieMbie ¢ nmoMolupio COJ (mpu HaTUM4uM).

7.2. DIEeKTPOHHBIE JOKYMEHTHI CO3/Iat0TCsl, 00pabdarpiBatoTcs U Xpansatces B COJI.
CO/, nmpumensieMas B AJIMHHUCTpAlMU, CTPYKTYPHBIX TNOAPA3ACICHUAX TOJDKHA
COOTBETCTBOBATh TPEOOBAHMSIM, YCTAaHOBJICHHBIM MUHHUCTEPCTBOM CBSI3M M MAaCCOBBIX
KOMMYHUKanui Poccutickoit @enepanum.

7.3. B AIMHHUCTpAllUM M CTPYKTYPHBIX TOJPA3ACICHUSAX CO3JAIOTCI |
UCTIOb3YIOTCS:

AJIEKTPOHHBIE JOKYMEHTBI, CO3/1aBaéMble B DJIGKTpOHHOU (Qopme 06e3
MIPEBAPUTEIILHOTO TOKYMEHTUPOBAHUS HA OYMa)KHOM HOCUTEJIE;

AJIEKTPOHHBIE 00pa3bl JOKYMEHTOB, IOJyYEHHBIC B pe3yJbTaTe CKaHUPOBAHUS
JIOKYMEHTOB Ha OyMa)XHOM OCHOBE, W XpaHSIIUECSs B CHUCTEME DJIECKTPOHHOTO
JTOKYMEHTO00O0pOTA.

ONEeKTPOHHBIM JOKYMEHT JIOJDKeH OBITh OQOpMIIEH MO OOIIKMM TIpaBUjIam
JIEJOMPOU3BOJICTBA U UMETh PEKBU3UTHI, yCTAHOBJICHHBIE /111 aHAJIOTUYHOTO JOKYMEHTa
Ha OyMa)XKHOM HOCHTEJIe, 32 UCKIIFOUCHHUEM OTTHCKA TTeYaTH.

7.4. DNEKTPOHHBIE IOKYMEHTHI, co3AaHHbIe B CO /], mOANMMCHIBAIOTCS YCUICHHOMN
KBaTU(DUITMPOBAHHONW  AJEKTPOHHOW  TMOJMHUCHI0O  JIOJHKHOCTHOTO — JIMIIa — aBTOpa
JOKyMeHTa B  cooTBeTcTBUM Cc  DexaepanbHbiM  3akoHOM  oT  06.04.2011
Ne 63-D3 «O06 >71€KTPOHHOI TOAMUCHY.

7.5. Ilpu 06paboTKe, paCCMOTPEHHH, COTIIACOBAHUH M TIOAMUCAHNUN JIEKTPOHHBIX
nokymeHToB B C3OJI BO BHYTpPEHHEM JOKYMEHTOOOOpOTE€ AJIMHUHHUCTpPALNH,
CTPYKTYPHBIX TIOJpA3ACICHUH MOTYT HCHOJb30BaThCA CHOCOOBI ITOJATBEPIKICHUS
JEUCTBUN C AJIEKTPOHHBIMU JOKYMEHTAMH, MPU KOTOPBIX SJIEKTPOHHAs MOJNKUCH HE
HCIIOJIb3YETCs, MMPU YCIIOBUH, YTO MPHUMEHSIEMBIC TPOTrPaMMHBIC CPEACTBA MO3BOJISIOT
OJIHO3HAYHO UACHTU(DUITMPOBATH JIUIIO, TOAMUCABIIIEE TOKYMEHT.

7.6. [Tpuem 17} OTIIPaBKa 3JIEKTPOHHBIX JTOKYMEHTOB B
AJMUHHCTpALMU OCYIIECTBIISIIOTCS CIEUUAIMCTAMU — OOIIET0 OTAEINa, CIyKalluMU
CTPYKTYPHBIX  TOJpa3[eiCHU,  Ha  KOTOPBIX  BO3JOXKEHBI  OO0S3aHHOCTHU
JIEJIONPOU3BO/ICTBA.

7.77. 1lpn MOJIy4EeHUH 3JIEKTPOHHBIX JOKYMEHTOB, MOJANMUCAHHBIX 3JEKTPOHHOMU
MOAMKUCHIO, CHEIUATUCT OOIIET0 OTAeNa, CIYXKallui CTPYKTYPHOTO MOAPa3AesICHUS
OCYUIECTBJISIET MMPOBEPKY MOJIMHHOCTH 3JIEKTPOHHOM MOITHUCH.

7.8. Ilpu nepenade NOCTYNUBIIUX JIEKTPOHHBIX JOKYMEHTOB Ha PaCCMOTPEHUE
['11aBbl, JOJKHOCTHBIX UL AJIMUHUCTPALIMH, HAITPABICHUH AJIEKTPOHHBIX JOKYMEHTOB
B TOCYJIAPCTBEHHBIE OpraHbl, MOAPA3ICICHUS, OTIPABKE JIEKTPOHHBIX JOKYMEHTOB U
XPaHEHUU JJIEKTPOHHBIX JOKYMEHTOB BMECTE€ C DJJEKTPOHHBIMU JOKYMEHTAMU
nepenaroTcs (HapaBIIIOTCS, XPAHATCS) UX PETMCTPALIMOHHbBIC JJAHHBIC.
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7.9. JIOKyMeHTBI, MOCTyNUBIINE B AJMUHUCTPALMIO HA OyMa)KHOM HOCHTEIIE,
BKitoyaroTcss B COJl mocnme CkaHUpOBaHUA W CO3J@HUSI DJIEKTPOHHBIX OOpa3oB
JOKYMEHTOB. BKiltoueHue 3J1eKTpOHHOTrO 00pasza gokymeHTa B COJ] BO3MOXKHO ToOCIie
€ro CpaBHEHUS C MOJJIMHHUKOM JOKYMEHTA.

7.10. EnuHunei ydera »HIEKTPOHHOTO JIOKYMEHTa SIBJISIETCS JJIEKTPOHHBIN
NOKYMEHT, 3apeructpupoBaHHbld B COJI. DJIEKTPOHHBIA JTOKYMEHT, HMEIOIIUN
MPUJIOKEHUS, PETUCTPUPYETCS KAK OJMH JTOKYMEHT.

7.11. DnexkTpoHHbIE JOKYMEHTHI (OPMHUPYIOTCS B Jeia B COOTBETCTBUH C
HOMEHKJIATypOU JI€JT U UHAEKCUPYIOTCS B MOPSAJAKE, YCTAHOBIEHHOM B OTHOILICHUU JIET,
COCTaBJICHHBIX U3 IOKYMEHTOB Ha OyMa)KHOM HOCHUTEJIE.

[Ipr cocraBieHMM HOMEHKIATYpbl AN YKa3bIBa€TCSA, YTO JEJI0 BEIETCS B
AJIEKTPOHHOM BHJIE.

7.12. DneKTpOHHBIE JOKYMEHTHI MOCJIE€ WX MCIOJHECHUS MOJICKAT XPAHEHUIO B
YCTAHOBJICHHOM TOPSJIKE B TEUYEHHE CPOKOB, MPEAYCMOTPEHHBIX I AHAJIOTMYHBIX
JTOKyMEHTOB Ha OyMa)KHOM HOCUTEJIE.

7.13. Tlocie ucTedeHHs: CpoKa, YCTAHOBJICHHOIO Ui XPAaHEHUs SJIEKTPOHHBIX
JOKYMEHTOB, OHU MOJJIEKAT YHUYTOKEHUIO aHAJTIOTUYHO TOKYMEHTaM Ha OyMa)KHbIX
HOCHUTEJISX.

7.14. Ilpu HEoOXOAMMOCTU MEepeAavyu 3JIEKTPOHHOTO JOKYMEHTA, MPOILIECIUIErO
peructpauuio B COJ, moanucaHHOTrO 3JIEKTPOHHOM MOJMUCHIO JOJKHOCTHBIX JIHI]
AJIMUHHCTpali, OpraHU3alusIM W TOCYJapCTBEHHBIM OpraHaMm, HE SBISIOIIAMCS
nonb3oBatensiMu  COJl, oCylIecTBISIETCS MEPEBOJ  SJIEKTPOHHOTO JOKYMEHTa Ha
OyMaKHBI HOCHUTEIIb.

[lepeBoj AMEKTPOHHOTO JOKYMEHTAa Ha OYMa)KHBIA HOCUTEJb MPOU3BOIUTCS C
UCIIOJIb30BAHUEM DJIEKTPOHHOTO OJaHKa JOKYMEHTAa YYacTHHUKA 3JIEKTPOHHOIO
JIOKyMEHTOO00pOTA.

CopeprxkaHue 3JIEKTPOHHOTO JIOKYMEHTa M €ro OyMa)KHOW KOMHUH AOJKHO ObITh
WJICHTUYHBIM.

[locne mepeBoga BJIEKTPOHHOTO JIOKYMEHTa Ha OyMaXXHbII HOCHUTENb
COOTBETCTBYIOIINI JOKYMEHT Ha OyMa)KHOM HOCHUTEJE MPEAOCTABISACTCS JOHKHOCTHBIM
auuaM  AJMUHUCTpAIUy, Il COOCTBEHHOPYYHOTO MOJIKCAaHUS B COOTBETCTBUHU C
Hacrosiiet MHcTpykiueld nubo 3aBepsieTcsl ITaMIIOM B IEJISIX YCTAHOBJICHUS €ro
WMJEHTUYHOCTH 3JIEKTPOHHOMY JTIOKYMEHTY.

[lepeBosi 3IEKTPOHHOIO JTOKYMEHTa Ha OyMa)KHbI HOCUTENIb U 3aBEPEHHUE €ro
IITAMIIOM BO3JIATalOTCS Ha paOOTHUKOB OOIIEro OTjeNa JUOO0 JIKIl, YIOJHOMOYEHHBIX
3aBEPATH DJIEKTPOHHBIE JOKYMEHTBI B CTPYKTYPHBIX MOAPA3ACICHUAX AIMUHUCTPALIUH,
pacroJiararmmux cepTuUKaTOM KIIF04a MOAMKUCH U YIIOJTHOMOYEHHBIX Ha COBEPIICHUE
JEUCTBUUA C HCIIOJIb30BAHUEM JJIEKTPOHHOW IIOJMMUCH B MPOLECCE DIIEKTPOHHOTO
JOKYMEHTO000pOoTa (fanee — ynoJHOMOUYEHHOE JIUIIO).

Jlist mepeBoja SJIEKTPOHHOTO JIOKYMEHTa Ha OyMaKHBI HOCHUTENIh B IIEJISIX
UCIIOJIb30BAaHUS B TPAJUIMOHHOM OyMaXHOM JIOKYMEHTOOOOPOTE YIOJIHOMOYEHHOE
JULO:
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OCYIIECTBIISIET CBEPKY JAHHBIX JIOKYMEHTa, COPMHUPOBAHHOTO B AJIEKTPOHHOM
BU/JIE, C JTAHHBIMU, MTOJIyYEHHBIMU Ha OyMaKHOM HOCHTEJIE;

IIPA COOTBETCTBUM JAHHBIX CTABUT HA MOCJIEAHEM JUCTE JOKYMEHTA B PEKBU3HUTE
«MOJMUCH» IITaMI, 3aHOCUT B IOJISI IITaMIIa HEOOXOAUMYI MH(GOPMAIUIO U CTaBUT
JINYHYIO MTOJIHKCH.

VIII. IOKYMEHTAJIbHBIA ®OH/I
AIMUHHUCTPAIINHA CTAPOBEHIEBCKOI'O MYHHUIIUITAJIBHOT'O
OKPYT'A JOHEIIKOU HAPO/IHOU PECITIYBJIMKHN

8.1. PazpadoTka u BejeHHMe HOMEHKJIATYPBI J1eJ1

8.1.1. HomeHknatrypa Ael — CHCTEMaTH3UPOBAHHBI II€PEUYEHb 3aroJOBKOB
(HauMeHOBaHWM) JIe7, 3aBOJAMMBIX B OpraHax MECTHOTO CaMOYIpaBJIEHUS,
MOAPa3IeNCHUsX, C YKa3aHUEM CPOKOB UX XpaHEHHUsI, OPOPMIIEHHBIN B yCTAHOBJICHHOM
MOPSIKE.

8.1.2. HoMmeHnkiaTypa Aen UCHOJIb3YeTCsl Ui TPYNIUPOBKUA M CHUCTEMATHU3ALUU
JOKYMEHTOB B JieJla U UX y4eTa U ONpEeNIESICHUs] CPOKOB XpaHeHus. HoMeHknaTypa aen
SBJISIETCS] OCHOBOM JIJIs1 COCTABJICHUSI OMKCEH A€l MOCTOSSHHOTO U JJIUTEIBHOTO (CBBIIIE
10 ner) xpaHeHus, a Takxke ydeTa Jeid BpeMmMeHHoro (mo 10 JeT BKIIOYUTETHHO)
XpaHEHHUS.

8.1.3. Homenkiatypa nen SABJISCTCS OCHOBOM TSt
(opMHpOBaHUS TOKYMEHTAILHOTO (POHIa AAMUHUCTpPALIMH, COCTABIISIIOT COBOKYITHOCTh
JOKYMEHTOB, CO3/IaHHBIX B AJMHUHUCTPALMM U €€ CTPYKTYPHBIX IMOAPA3ACICHUSIX B
pe3yJibTaTe B3aUMOJCHCTBHS C JAPYTMMU OpraHaMH YIIPABJICHHS, OpraHU3alUiIMU U
rpakJaHaMU.

8.1.4. OTBETCTBEHHOCTh 32 COCTABJIICHME HOMEHKJIATypbl JEJ, MOpPSAJIOK
dbopmupoBanusi U oQopmIICHUS €N, OOECIeYeHHWEe HX YyueTa U COXPaHHOCTH,
opraHuzanus Imnepefauyd Jea B oOmui oTaen (Wi HEMOCPEICTBEHHO B apXUB
OpraHu3allMKi) HECET CIEUUATUCT CTPYKTYPHOTO MOJApa3/eNeHUs, OTBETCTBEHHbIN 3a
BEJICHUE JEJIONPOU3BOICTBA.

Homenknatrypa pnen cocraBisieTcsi OOLIMM OTIEJIOM W3 HOMEHKJIATYp Jend
CTPYKTYPHBIX MOAPA3JAECICHUI; HOMEHKIIATypa JIeJl OpraHa MECTHOTO CaMOyIpaBICHHUs
MOAMKUCHIBAETCS PYKOBOJUTENEM OOLIEro OTHAEeNa, BUSUPYETCS PYKOBOJIUTEIEM apXHUBa
(JIM1IOM, OTBETCTBEHHBIM 3a apXHUB), YTBEPKIAETCS PYKOBOJUTENEM AJIMUHUCTPALIUU
IOCJIE COTJIACOBAHUS IIPOEKTA HOMEHKJIATYPhl J€J1 C UEHTPaJbHOW SKCHEPTHON
KOMHCCHUEHN (SKCIIEPTHON KOMHUCCHEN) OpraHa MECTHOTO CAaMOYTIPABJICHUSI U OJIUH Pa3 B
5 JIET € 3KCHEPTHO-ITPOBEPOYHON KOMUCCHUEH.

8.1.5. Homenknarypa aen Aamunuctpanu (npuiioxkernue Ne 33) coctaBiisieTcs Ha
OCHOBaHUM HOMEHKJIATYp JeJ CTPYKTYPHBIX MoJapa3aeieHuil (mpunoxxenue Ne 34).

8.1.6. B cnyuae usmeHeHus: PyHKIIUN UK CTPYKTYPbl AJIMHHUCTpPAIIMH, BHOBb
CO37laHHOE MOJIpa3ieiieHrue 003aHO B MECAYHBIN CPOK pa3padoTaTh HOMEHKJIATYPY A€l
U TPEJACTaBUTh €€ Ha YTBEPXKACHUE U COIVIACOBAHME B  BBILICyKa3aHHOU
MOCJIEA0BATEIbHOCTH.
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8.1.7. HomeHnkiarypsl nel AJIMUHUCTPAUUU W CTPYKTYPHBIX MOAPA3ACICHUM,
SABJISIIOIIMXCST OPraHU3alMsIMUA - UCTOYHUKAMHU KOMIUJIEKTOBAaHUS apXMBHOTO OTJENa
AJIMUHHUCTpaIMK, COTJIACOBBIBAIOTCS HE PEKE OJTHOTO pa3a B 5 JieT.

8.1.8. 3anonnenue rpad HOMEHKIIATYPHI JE]I.

B rpade 1 «Mupekc nena» mOpocCTaBiseTcs WHACKC Jie7a, BKJIOYEHHOTO B
HOMEHKNaTypy Jen. WHaekc Jnena COCTOUT M3  YCTaHOBJIEHHOTO IU(POBOIo
o0o3HaueHus (KoAa) CTPYKTYPHOTO MOAPa3ACNICHHs U MOPSAKOBOTO HOMEpa 3arojoBKa
Jena mo HOMEHkJatype nen. Muaekc nena oOo3HayaeTcs apaOCKumu Iudpamu.
Hampumep: 09-02, tme 09 — 1udpoBoe 0003HAUYCHHE COOTBETCTBYIOIIETO
noapazaeneHus, 02 — mopsiAKOBBIM HOMEP 3aroJioBKa Jieja 0 HOMEHKIIAType.

B HOMeHKnaType nen peKOMEHIYeTCsl COXPaHATh OJIMHAKOBBIE WHACKCHI IS
OJIHOPOAHBIX JEJ B IIpeieiax pa3HbIX CTPYKTYPHBIX MOIPA3ACIICHUH; 1JI TEPEXOASIIINX
7€ UHAEKC COXPaHsETCS.

B rpady 2 «3aronoBok aena» BKIIOYAIOTCS 3ar0JIOBKU i€ (TOMOB, 4acTei).
[Topsimok pacmosioKeHUsi 3arojIOBKOB JIel BHYTPUM pa3/ielioB W TOJAPA3/CIOB
HOMEHKJIATYpbl JIeJl ONPENENACTCS CTENEHbIO BAXKHOCTH JOKYMEHTOB, COCTABIISIOIIUX
7ena, ¥ WX B3aUMOCBs3bi0. B Hawane pasznena pacrosararoTcs 3aroJiOBKU e,
coepkKaluX ydpeAuTeNbHbIC, OPraHU3alMOHHO-TIPABOBBIE W  PACTIOPSIUTEIbHBIC
JOKYMEHTBI, 3aT€M  3arojoBKM  JIeJ, COJAEpKallluX IJIaHOBbIE, OTYETHHIE,
HH(pOpMAITMOHHO-aHATUTHYECKUE JIOKYMEHTBHI, JIOKYMEHTHI, OTpa)karolue
NEATENIbHOCTh MOAPA3JCICHUs, TIEPENUCKY, B KOHIIE pa3/ielia — PerucTpallMOHHbIE U
YYETHBbIE >KypHaJIbl, KapToTeku. Mcnonb3yercs clenyromas moCiIeI0BaTeNbHOCTh
HAUMEHOBAHUM JIEII:

OpraHu3alMOHHO-PACTIOPSAIUTEIbHAS JTOKyMCHTAITUs (BBIIIECTOSTITAX
WCTIOJTHUTENIbHBIX OPTaHOB);

OpraHU3alMOHHO-PACTIOPSAIUTENbHAS ~ JOKYMEHTaIusi  (OpraHoB  MECTHOTO
CaMOYTIPABJICHUSA );

TJIaHOBAs JOKYMEHTAIIHS;

OTYETHAs! JJOKYMEHTAIUS;

JIOKyMEHTAIUs1, OTHOCSINIASACS K PEIICHUIO BOMPOCOB OCHOBHOM JIEATEITLHOCTH;

JOKYMEHTAIMs, OTHOCAIIAsCA K TMpoBepkaM (PEeBU3USIM) OCYIICCTBICHUS
OCHOBHOM JI€ITEIbHOCTH;

JTOKYMEHTAIMs, OTHOCSIIAACS K YUYETHO-CITPAaBOYHOM paboTe ¢ TOKYMEHTaMU;

pe3epBHBIE HOMEPA.

3aroJjioBOK Jieja JIODKEH B Y4eTKOM M 0000IIeHHOW (popMe OoTpakaTh OCHOBHOE
COJIEpKaHUE M COCTaB JOKYMEHTOB JeJia. 3aroJIOBOK JOJIKEH ObITh KOHKPETHBIM U
UCKJIIOYATh pa3JIMuHbIe TOJKOBaHUs. Eciu n1eno, BKIOYAeMOE€ B HOMEHKJIATYpy e,
COCTOMT U3 OJJMHAKOBBIX BUJIOB WJIN PA3HOBUIHOCTEH TOKYMEHTOB, B 3aTOJIOBKE TAKOTO
JieJia YKa3bIBAeTCS HAMMEHOBAHKE BUIOB IOKYMEHTOB, HAIIPUMED:

llocmanoeénenuss Aomunucmpayuu
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He pexkomeHmyercs ymoTpeOnsiTh B 3arojioBKe Jella  HEKOHKPETHBIC
GopMyIHpPOBKH («pa3HbIe MaTEPHAIIBD», «00MIas IEPEMUCKay | JIp.), a TAKKE BBOTHBIC
CJIOBA U CIIOKHBIE 00OPOTHI.

3aroyioBOK Jie1a COCTOMT M3 3JEMEHTOB, pacrojlaraéMblX B CIEAyIOLIeH
MOCTIeIOBAaTEIbHOCTH: HAa3BaHWE BHAa Jena (Nepenmucka, JKypHal W J1p.) WIA
Pa3HOBHIHOCTH JIOKYMEHTOB (ITPOTOKOJIBI, MPUKA3bl M JIp.); Ha3BaHUE CTPYKTYpPHOTO
nojpasfieyicHuss (aBTOp JIOKYMEHTa); Ha3BaHHWE OpraHW3aldd, KOTOpPOW OyayT
aJipecoBaHbl WJIH OT KOTOpPOH OymyT TONydeHBl JOKYMEHTHI (aapecar WIn
KOPPECTIOH/ICHT JOKYMEHTa); KpaTKoe CoJep)KaHhe IOKYMEHTOB [ieja; Ha3BaHUE
MECTHOCTH (TEPPHUTOPHH), C KOTOPOH CBSI3aHO COJEp)KaHWE JOKYMEHTOB Jelia; Jara
(meprox), K KOTOPBIM OTHOCSITCSI IOKYMEHTHI JIeJa.

B 3aromoBkax men, comepKalipuxX ITOKYMEHTBI IO OJHOMY BOIIPOCY, HO HE
CBSI3aHHBIX TIOCJIEIOBATEILHOCTHIO CTIOJTHEHHUS, B KQUeCTBE BUA Jiea YIoTpeOseTcs
TEPMHUH <«JIOKyMEHTB», a B KOHIIE 3arojioBKa B CKOOKaxX YyKa3bIBAIOTCS OCHOBHBIC
Pa3HOBUAHOCTH JIOKYMEHTOB, KOTOPBIC TOJIKHBI OBITH CTPYIIITUPOBAHBI B jieiie (0030pHI,
CBOJIKH, CITPaBKH U T.1I.), HAITPUMeED:

Jlokymenmol 0 paccmompenuu odpawienuti epajxcoarn (0030pvl, CBOOKLU,
aHanumuyeckue cnpasKu)

B 3aronoBkax nen, coaepikaliux NEpPEenucKy, YKa3bIBaeTCsA, ¢ KEM U MO KaKOMY
BOIIPOCY OHA BEAETCH.

B 3aronioBkax zief, cogepxKaniux NepenmucKy ¢ 0AHOPOIHBIMU KOPPECTIOHICHTAMM,
MOCJICIHUE HE YKa3bIBAIOTCS, & YKa3bIBACTCS UX 00III€€ BUI0OBOE HA3BaHUE, HATIPUMED:

llepenucka ¢ apxunvimu yupexcoeHusimu 0 KOMIIeKmosanuu Apxusnoco gonoa
Poccuiickoti @edepayuu Hayuno-mexHuueckou 0oKymeHmayuetl

B 3arojoBkax  gen,  colep)KalMX ~— MEpPEenucKy ¢  pa3HOPOJAHBIMU
KOPPECHOHIEHTAMHU, MTOCJIEIHUE HE NIEPEUUCIIAIOTCS, HAIPUMED:

llepenucka 06 opeanuzayuu cemMuHapo8 U COBEWAHUL NO  BONPOCAM
OOKYMEHMUPOBAHUSL YNPABTIeHYEeCKOU 0esimenlbHOCmU

B 3aronoBke yka3bIBa€TCsi KOHKPETHBIA KOPPECTIOHAEHT, €CIIU MIEPENUCKA BEAECTCA
TOJIBKO C HUM.

[Ipu o006o03HaueHWM B 3arojioBKax JieJd aJMUHUCTPATUBHO-TEPPUTOPHATHHBIX
C€AVHULl YYUTHIBACTCS CIEAYIOLIECE: €CIM COJCpKaHUE JIeJla KAacaeTCsl HECKOJIbKUX
OJHOPOJIHBIX AJMHUHUCTPATUBHO-TEPPUTOPHUAIBHBIX €IWHUIl, B 3arojOBKE JIEJla HE
YKa3bIBaIOTCS UX KOHKPETHbIC Ha3BAaHMS, a YKa3bIBAETCsA MX OOlee BUA0BOE Ha3BaHUE,
HarpuMmep:

llepenucka c¢ Inasamu 20poOCKUX U MYHUYUNATLHBIX OKPY208 O COYUANbHOU
3awume HaceleHUs
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Ecimu copepxaHue nena Kacaercsi OJHOW aJIMUHUCTPATUBHO-TEPPUTOPHUAIIBHON
eIMHUILIbI (HACEJIEHHOTO MyHKTA), €€ (€ro) Ha3BaHUE yKa3bIBACTCS B 3ar0JIOBKE JIea.

B 3aromoBkax nmen, coaep)kKaliux IJIAHOBYIO WM OTUETHYIO JTOKYMEHTAIIMIO,
yKa3bIBaeTCs Nepro/ (KBapTall, Toa), Ha (3a) KOTOPBIM COCTABIICHBI TIaHbI (OTYETHI).

Ecau nemno Oyner cocTosTh U3 HECKOJIBKUX TOMOB MJIM YaCTEH, TO COCTABIISCTCS
OoOIIMI 3arojoBOK Jiefla, a 3aTeéM IpU HEOOXOJAMMOCTH COCTAaBJISIIOTCS 3aroJjOBKH
KaXJI0ro ToMa (4acTv), YTOUHSIOIIHUE COAEP KaHUE 3arojoBKa Jena.

3aroJioBKM €1 MOTYT YTOUHSATBCS B Ipolecce GopMupoBaHus U ohopMieHUs
ned.

I'pada 3 «KomuuecTBO nenm» 3amoJIHSIETCS B KOHIE KaJICHIApHOTO Troja, TJe
yYKa3bIBa€TCS KOJUYECTBO JIeI, 00Pa30BaBIINXCS B JACIOMPOU3BOICTBE.

B rpade 4 «Cpok xpaHeHHs 1 HOMEpaA CTaTel MO MEePEUHIO» YKa3bIBAETCA CPOK
XpaHEHUs Jeja B COOTBETCTBUM C IlepeyHeM THIIOBBIX YMPAaBICHUYCCKUX aAPXHBHBIX
JIOKYMEHTOB, OOpa3yloIIUXCsi B MpoIecce AEATEIbHOCTH TOCYJapCTBEHHBIX OPraHoOB,
OpraHOB MECTHOTO CaMOYyMpaBJIEHUS M OpTraHU3allhi, ¢ YKa3aHHEM CPOKOB XpaHCHHS,
YTBEPKAEHHBIM MpUKa3zoM DenepanbHoro apxuBHOro Arenrerna ot 20.12.2019 Ne 236.

B rpade 5 «lIpumedanuey» yka3blBaeTCsi Ha3BaHUWE IEepeYHEH JOKYMEHTOB,
HCIIOJIb30BAaHHBIX TIPH OMPEACICHNN CPOKOB XPAaHEHUS JIEJI, MPOCTABIISIIOTCS OTMETKH O
3aBEJICHUH JIe]T (B TOM UHCIIE, B 3JIEKTPOHHOM BHJIE), O MEPEXOAINX JIesiax (HarmpuMmep,
nepexoasamiee ¢ 2023 roma), O BBIAEACHUM [T K YHUYTOXKCHHIO, O JIUIIAX,
OTBETCTBEHHBIX 32 ((POPMHUPOBAHUE JEJ, O TIEpeaaye Ae B IPyTroi opraH, nopa3iesicHue
JUTSL TIPOJIOJKEHUS U JIP.

Ecnau B TeueHue rojna B Mojpa3ieiCHUSIX BBOASTCS HOBBIE IOKYMEHTBI, HA HUX
GbOpMUPYIOTCS  COOTBETCTBYIOIIME Ji€Jla, OHU JIONMOJHUTEILHO BHOCATCS B
HOMEHKJIATypy. B Kaxx1om paziene HOMEHKIaTypbl OCTaBIIAIOTCS PE3EpBHBIE HOMEPA.

[To okoHYaHWM TOJa B KOHIIC HOMEHKJIATYphI JEIACTCS HTOTOBas 3alUCh O
KOJINUECTBE 3aBEJCHHBIX /1€ (TOMOB).

8.2. ®opMupoBaHue 1eJ1 U UX TeKylllee XpaHeHHe

8.2.1. ®opMupoBaHue Aea — IpynIrupoOBKa UCIOJHEHHBIX JOKYMEHTOB B Ji€ja B
COOTBETCTBUU C HOMEHKJIATYPOU JIEN U CUCTeMATH3aIlisl IOKYMEHTOB BHYTPH JIEJa.

8.2.2. Ilpu ¢popmupoBanuu e HEOOXOIUMO COOTIOAThH CIIEAYIONINE MpaBua;

MOMEIIATh B JI€JIO HCIIOJIHEHHBIE JTOKYMEHTBI, COOTBETCTBYIOIIME TIO CBOEMY
COJICPKAHUIO 3aTr0JIOBKY JieJia ITI0 HOMEHKJIAType;

noMeniaTh BMECTE€ BCE JOKYMEHTBI, OTHOCSILIMECS K pPa3pelieHUI0 OIHOTO
BOIIPOCA;

MOMEIIATh MPUIIOKEHUSI BMECTE C OCHOBHBIMH JJOKyMEHTAMHU;

IPYIIUPOBATH B JIEJIO JOKYMEHTBI OJTHOTO KAJICHIAPHOTO T'0J1a, 32 UCKIIIOUCHUEM
MEPEXOSAIINX JIET;

pa3zeibHO TPYIIUPOBATH B Jiea JJOKYMEHTBI TOCTOSSHHOTO M BPEMEHHBIX CPOKOB
XpaHEHUS;

BKJIFOYAThH B JICJIO TIO OJHOMY IK3EMIUISIPY KaKJI0TO JJOKYMEHTA;
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noMeniaTh B jesia (pakcorpaMMbl, TellerpamMMbl, TeaedOoHOrpaMMbl Ha OOIIMX
OCHOBAHUSIX;

MOMEIIATh B JIEJIO MPABWJIHHO U MOJTHOCTHIO O(POPMIIEHHBIN TOKYMEHT (JOKYMEHT
JOJKEH UMETh JIaTy, MOAMNKUCH U ApP. PEKBU3UTHI);

HE MOMEIIATh B JIeJI0 JOKYMEHTBI, MOJIJIKAINE BO3BPATY, JUITHUE IK3EMIUISIPhI
1 YEPHOBUKH (32 UCKIIFOYECHUEM 0CO00 IIEHHBIX);

o 00beMy JIEJI0 HE TOHKHO MpeBbIaTh 250 JTUCTOB MpH TOJIIMHE He Oosiee 4 cMm
(TonmmHa J1e71 co cpokaMmu XpaHeHus 10 10 net He moipkHa mpesbimath 10 cm). [lpu
MPEBBINICHUN JaHHOTO 00beMa 3aBoauTCa BTOpod ToMm. [lpm Hamuuuu B jgene
HECKOJIbKUX TOMOB (4acTel) MHACKC U 3ar0JIOBOK Jiejia MPOCTABIIAIOTCS Ha KaXKJIOM TOME
¢ no6aBneHueM ooo3HaueHun: «Tom 1», «Tom 2» u T.1.

8.2.3. JIoKyMEeHTBI BHYTpPH Ji€Jia PAcIOararoTCsl CBEpXy BHU3 B XPOHOJIOTHYECKOM,
BOIIPOCHO-JIOTUYECKOU MOCIIEIOBATEIIBHOCTU UM UX COUYETAHUMU.

PacniopsanTenbHble JOKYMEHTBI TPYNIUPYIOTCA B JI€a 10 BUAAM U XPOHOJOTHH
C OTHOCSIIIUMUCS K HUM TPHUIIOKEHUSMHU.

[lonoxxeHusi, ycTaBbl, HWHCTPYKLUHMH, YTBEPKIACHHBIC TIPABOBBIMU aKTaMH,
ABIISIIOTCA NPWIOKEHUSIMHU K HUM U TPYNOUPYIOTCS BMECTE C yKa3aHHBIMU
JIOKyMEHTaMHU.

PacriopskeHust 1O OCHOBHOM JIEATENIHOCTU TPYNIHUPYIOTCA OTIEIBHO OT
pPacHoOpsHKEHUH IO IMYHOMY COCTABY.

PacniopspkeHust onepaTMBHOTO XapakTepa (0 KOMaHAMPOBKAX, OTIYCKax,
B3BICKaHUAX ) (OPMUPYIOTCS B OTACIHHOE JEJO.

[IpoToKkomBl B A€lie pacronaraloTcsi B XpOHOJIOTHMYECKOM MOPSIKE 110 HOMEpaMm.
JIOKyMEHTBI K IPOTOKOJIaM, CTPYIIIIMPOBAHHBIC B OT/IETBHBIE JIejia, CUCTEMATU3UPYIOTCS
[0 HOMEpaM IMPOTOKOJOB (MpU HEOONBIIUX OOBbEMax — TPYNIHUPYIOTCS BMECTE C
MIPOTOKOJIOM).

VYTBepxKAeHHbIE IUIaHbl, OTYETHI, CMEThI, JHUMHUTbl U JPYru€ JIOKYMEHTbI
TPYIIUPYIOTCS OTAEIBHO OT IMPOEKTOB.

[lepenucka rpynnupyercsi, Kak HOpaBWIO, 3a MNEPHUOJ KaJECHIApPHOrOo roja H
CUCTEMATU3UPYETCS B XPOHOJOTMYECKOM MOCIEAOBATEIILHOCTH; JOKYMEHT-OTBET
noMeniaeTcss 3a JIOKyMEHTOM-3anpocoM. Ilpu BO300OHOBIEHHWH MEPENUCKU IO
OTpe/IeJICHHOMY BOIIPOCY, HAYaBIICHCS B MIPEABIIYIIEM IOy, JOKYMEHThI BKITFOYAIOTCS
B JIEJI0 TEKYILEro rojia ¢ yKkasaHUEM MHIEKCa Jieia NPeblayero roja.

JIOKyMEHTBI B JTUYHBIX JIeJaX PaclojararoTcsi B XpOHOJIOTHUYECKOM TOPSJIKE 10
Mepe UX MOCTYIUICHHUS.

JInuesble cueTa MyHULUNATIBHBIX CITYKAIIUX TPYIIUPYIOTCS B CAMOCTOSITENIbHbBIC
7ieNa 3a KaJeHIapHbIN TOJ] U paclojararoTcs mo andaButy GpaMuIui.

OOpaiieHus  TpaxkJaH 10  BOMNpOcCaM  JIESITENIbHOCTH  AJIMUHUCTpALINH,
NoIpa3/ieJICHU M BCe JOKYMEHTHI 110 UX PACCMOTPEHUIO U UCTIONHEHUIO TPYIIITUPYIOTCS
OTJIETILHO OT OOpalIeHu TpaXkaH 10 UHBIM BOIIPOCAM.

8.2.4. B ciyuae BBIXO/a aKTOB AJIMMUHHCTPALlUU BO HMCIOJIHEHHE, U3MEHEHHUE,
JIOTIOJTHEHUE AKTOB, MPUHATHIX B MPEILIECCTBYIONINE TObI, TOKYMEHTHI, MOCTYKUBILIKE
OCHOBaHHMEM Il MX BBIMyCKa, (OPMUPYIOTCS B €0 Tekymero roja. [Ipu stom
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CIy’KaIllliM, OTBETCTBEHHBIM 3a JEJIOMPOU3BOJICTBO, JEJAIOTCS COOTBETCTBYIOIIHE
CCBUIKH B JieJIax, 3aBEJCHHBIX Ha 3TH aKThI.

8.2.5. Bce noKyMeHTH OTYETHOTO U HMHGOPMAIIMOHHOTO XapakTepa [0
UCIIOJTHEHUIO TPUHATHIX (eaepalibHBIX 3aKOHOB, yka3oB Ilpesuaenta Poccuiickoii
®deneparnyi, NpaBoBbIX akToB [ 7maBel  Jloneukoit  Hapomwoit  PecmyOmukw,
IIpaButennctBa JloHernkoit HapoaHoit PecrnyOnuku, HaxomsdlIpecs Ha KOHTPOJE,
MOJIIMBAIOTCA B 3aBEJICHHOE Ha 3TOT aKT JEJO.

8.2.6. Ecnu B mepenucke WIM B JOKYMEHTAaxX, MOCIYKUBIIMX OCHOBAHUEM IS
BBIITyCKa MPABOBBIX aKTOB AJMUHHUCTPAIINH, UMEIOTCS CEKPETHBIC TOKYMEHTHI, TO BECh
KOMIUIEKT JIOKYMEHTOB MO JaHHOMY BOMNPOCY MEpEeNacTcss B YIOJIHOMOYEHHOE
nojpasjeneHue st popMUpOBaHUSI CEKPETHOTO Jiejla BHE 3aBUCHMOCTH OT Tpuda
CaMOro aKTa.

8.2.7.  3aKOHYEHHBIE  JEJIONPOU3BOJACTBOM  JJIEKTPOHHBIE  JOKYMEHTBI
dbopmupyroTcs B nena (Manku, TUPEKTOPUHM) B COOTBETCTBUM C HOMEHKJIATYpOU e,
OT/AEJIPHO OT JOKYMEHTOB Ha OyMaKHBIX HOCHUTEJSAX, Ha )KECTKOM JHUCKE CIEIHAIbHO
BBIJICJICHHOTO KOMIIBIOTEPA.

8.2.8. Jlena moCTOSIHHOTO XpaHEHUs OAJIeKAT 0(DOPMIICHUIO MPU UX 3aBEJCHUU U
1o 3aBepieHn” roga. OdopmiieHne aeaa MpoBOIUTCS MYHULIMIATBHBIMA CTYKAIIUMHU
COOTBETCTBYIOIIUX CTPYKTYPHBIX MOJIpa3ACICHUIN MPU METOJAMYECKON MOMOIIU U MO
KOHTPOJIEM CITCIIUATIMCTOB MYHUIIUTIATHHOTO apXuBa.

8.2.9. B 3aBUCUMOCTH OT CPOKOB XpaHEHHSI TPOBOJUTCS MOJHOE WM YaCTUYHOE
opopmiienue nen. [lomnomy opopMiieHH O MOJIEXKAT Jiefia MOCTOSHHOTO, JIUTEIIBHOTO
(cBbimie 10 7er) XpaHeHus W 1o JudHOMY cocTaBy. I[lomHoe odopmiienue pgena
MpEeTyCMaTPUBACT:

MOIIMBKY WJIN MEPEIUIET JIeN1a;

HyMEpAIUIO JUCTOB B JICIIE;

COCTaBJICHUE JINCTa-3aBepuTests aena (npunoxxkenue Ne 35);

oopMIIEHHE PEKBU3UTOB OOJIOKKH JIeJia TI0 yCTaHOBJICHHOU (popme;

COCTaBJICHUE B HEOOXOAUMBIX CJIydasX BHYTPEHHEM OMNUCH JOKYMEHTOB
nena (npuiioxxenue Ne 36);

BHECEHHE HEOOXOJIMMbIX YTOUHEHUIN B PEKBU3UTHI 00JIOKKH Jesa (IPOCTaBICHUE
KpallHUX J1aT JieJia).

8.2.10. O6n0XKHU Jena MOCTOSTHHOTO, JUIUTENbHOTO (CBbIIe 10 jeT) XpaHeHus u
M0 JMYHOMY COCTaBy O(opMIIsItOTCS TI0 ycTaHOBJIeHHOW ¢opme. Ha obGioxke mena
YKa3bIBAIOTCS PEKBU3WTHI: HAWUMEHOBAHHWE OpraHa MECTHOTO CaMOYIIPaBIICHHUS,
CTPYKTYPHOTO TIOAPA3JEICHUS;, UHICKC JieJia;, HOMEp Jejia (ToMa, 4acTH); 3arojIOBOK
7ena; nata nena (Toma, 4acTH); KOJIMYECTBO JIMCTOB B JIEJi€; CPOK XpaHEHUs Jela;
apXuBHBIN mudp gena.

PexkBu3uTHI, MpoCTaBisieMble Ha OOJIOKKE Jiena, OGOPMIISIOTCS CICAYIOIINM
obpazom:

HAMMEHOBAHHME OpPraHa MECTHOTO CaMOYTPABIICHUS — YKA3bIBAE€TCSI TIOJIHOCTHIO, B
MMEHUTEILHOM TIaJIe’Ke, C YyKa3zaHueM OQUIMAIBLHO TPHUHSATOTO COKPAIEHHOTO
Ha3BaHUs, KOTOPOE YKa3bIBACTCS B CKOOKAX TMOCIIE MOJIHOTO HAUMEHOBAHMS;
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HAaNMEHOBAHHUE CTPYKTYPHOTO MOJPA3ACICHUS — 3alIMCHIBAETCSI B COOTBETCTBUH C
YTBEPKJICHHOU CTPYKTYpPOH AJIMHUHUCTPALINY;
WHJIEKC JieNla — MpocTaBisieTcs: udpoBoe 0003HAUCHHE Jielia 0 HOMEHKJIATYpe

e,

HOMEp Jena (ToMa, YacTH);

3aroJIOBOK Jiejia — IEPEHOCUTCS M3 HOMEHKJIATYPHhI JIeT;

maTa Jenla  — yKaspIBaeTCsA Troj(-bl) 3aBEJACHHS W OKOHYAHHMS JCI B
JICIIONIPOU3BO/ICTRE.

JlaToil ngen, coiepKallux pacHopsAIUTEIbHYIO0 JTOKYMEHTAllMI0, a TakKke Jel,
COCTOSAILMX U3 HECKOJIBKUX TOMOB (4acTei), ABJISIFOTCSA KpalHUE aThl JOKYMEHTOB Jea,
T.€. AaThl (YUCII0, MECSII, TOJ) perucTpanuu (COCTABICHHS) CAaMOTO PaHHET0 U CaMOro
HO3JHEr0 JTOKYMEHTOB, BKIIIOUEHHBIX B Aeno. [Ipu 3TOM umcio u rog 0003HA4arOTCs
apabckumu 1udpamu, Ha3BaHUE MECSIIa MUIIETCS CIOBAMH.

B KkoHIE KaXIoro Jiena MOCTOSIHHOTO XPaHEHMs MOJIIMBAETCS YHUCTBIA OJaHK
JUCTAa-3aBEPUTENIS, @ B Hauaje — OJIaHK BHYTPEHHEHW omucH (1711 yuera 0co00 LEHHBIX
JIOKYMEHTOB).

B wnensax oOecrieyeHuss COXPAHHOCTH M 3aKPEIUICHUS MOPSAKA PACIOIOKECHHUS
JIOKYMEHTOB, BKJIFOUEHHBIX B JIEJIO, BCE JIUCTHI, KPOME JIHCTA — 3aBEPUTEIIS U BHYTPEHHEH
OMKCH, HYMEPYIOTCS MPOCTHIM KapaHJAIIOM B IIPAaBOM BEPXHEM YTy JIMCTA apabCKUMU
uudpamu.

JIucTel nen, COCTOAIIMX M3 HECKOJbKHX TOMOB WM 4acTed, HyMEpylTCs IO
KKJIOMY TOMY WJIH YaCTH OTJIEIBHO.

dortorpaduu, UepTexku, AUArpaMMbl U JPYrM€  WUIIOCTPATUBHBIE U
crenuduueckue TOKYMEHTBI, MPEACTABISIIONINE CAMOCTOSTEIbHBIM JIUCT B JeIe,
HYMEPYIOTCSl HA 00OPOTHOI CTOPOHE B JIEBOM BEPXHEM YTIIy.

[ToammuTeie B 1€710 KOHBEPTHI C BIOKEHUSIMH HYMEPYIOTCS CJIEIYIOIIUM 00pa3oM:
CHayaJla KOHBEPT, a 3aTEM OYEPEIHBIM HOMEPOM KaXK/10€ BJIOKEHHUE B KOHBEPTE.

[locne 3aBepiiieHUss HyMepalMK JUCTOB COCTAaBJISIETCS 3aBEpUTEIbHAS HAJIKCh,
KOTOpasi pacrojaraercss B KOHIE Jejia Ha OTACJIIbHOM JIMCTEe-3aBEpUTelie Jena, e
rdpaMu ¥ IPOTUCHIO YKa3bIBACTCS KOJUYECTBO JIMCTOB B JAHHOM JI€JI€, 0COOCHHOCTH
OTJIETIbHBIX IOKYMEHTOB (4epTexu, poTorpaduu, pUCYHKH U T.I1.).

3aBepuTeNbHAs HAAMNKUCH TOJIMUCHIBAETCA €€ COCTaBUTEIEM C YKa3aHHEM
pactippoOBKU MOJINUCH, JOJKHOCTH U JIaThl cocTaBieHus. KoauuecTBo JIMCTOB B Jee
IIPOCTABIIIETCS] HA O0JIOKKE JIejla B COOTBETCTBUU C 3aBEPUTEITHLHON HAAMKCHIO.

Cpoku XxpaHeHHUs Jejla Ha OOJIO)KKE TMPOCTABISIOTCS B COOTBETCTBUU C
HOMEHKJIATYPOU JEIL.

Ha nemax mocTOSSHHOTO XpaHEHUs MTUIIETCS: « XPAHUTH TTOCTOSIHHOY.

ApxuBHblii mmdp gena (Homep ¢GoHma, omucHu, JAelia) Ha OOJOXKKaX Jenl
MOCTOSTHHOT'O XPaHEHHUS TIPOCTABIIACTCS B apXuBe AJIMUHUCTPAIIMH YEPHUIIAMU TOJIBKO
MOCJie BKIIIOUEHMSI ATHX JIeJl B TOJIOBbIE Pa3feiibl CBOJHBIX OINHCEH, YTBEPKICHHBIX
DKCHEPTHO-TIPOBEPOYHON KOoMHccHer ApxuBHOU cimyxObl [loHernkoit HapogHoit
PecnyGnuku.
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[lo okoHUaHUU TOJIa B HAJAMUCU Ha OOJIOKKAX JEJ MOCTOSIHHOTO U JTUTEIbHOTO
(cBbrmie 10 neT) XxpaHeHHs] BHOCSTCSI yTOUHEHUS: TP HECOOTBETCTBUM 3aroJI0OBKa JIe]l Ha
00JI0KKE COJIEP >KaHUIO MOIIUTHIX JOKYMEHTOB B 3aT0JIOBOK JieJia BHOCATCS U3MEHEHUS
U JOTIOJIHEHMUSI.

[Ipy ucnonb30BaHUM HKCIEPT-NANOK sl (opMUpOBaHUS €1 B TEKYyIIEM
JIEJOMPOU3BOJICTBE JOMYCKAETCSI BBIHOCUTH BCE PEKBU3UTHI 00JIOKKH JIeJia Ha TOPIEBYIO
4acTh (KOPEIIOK MaIKh).

8.2.11. JI;st HOKYMEHTOB OINPEACICHHBIX KATETOPHU MOCTOSIHHOTO U JUIMTEIIBHOTO
cpokoB (cBbitie 10 51eT) XpaHEHUs, y9eT KOTOPhIX OOYCIIOBIICH CIENU(UKON TaHHOU
TOKyMeHTaIuu (0co00 1IeHHBIE, JIMYHbIC JIeJla U T.]I.), COCTABIIAECTCSI BHYTPEHHSS OMUCH
JOKYMEHTOB JIeJIa.

BHyTpeHHss ONUCh JOKYMEHTOB JieJla COCTABIISIETCS TAKXKE Ha JIeJia MMOCTOSIHHOTO
u janutenbHoro (cBbimie 10 ;eT) xpaHeHuWs, €clid OHM C(HOPMUPOBAHBI IO
Pa3HOBHUJIHOCTSIM JOKYMEHTOB, 3aroJIOBKM KOTOPBIX HE PAaCKpPbIBAIOT KOHKPETHOE
COJICp)KAHUE JOKYMEHTOB. BHYTpEHHS ONMHUCH COCTABIISIETCA HA OTAECIBHOM JIUCTE IO
YCTAHOBJIEHHOW (opMme, KOTopas COAEPKUT CBEACHUS O TMOPSAKOBBIX HOMEpax
JOKYMEHTOB JeJa, UX HMHAEKCaxX, Jarax, 3arojoBKax M HOMEpax JHCTOB Jelia, Ha
KOTOPBIX PAcCIIOJIOKEH KaXIbld JOKYMEHT. K BHYTpPEHHEHM ONMCH COCTAaBIAECTCS
UTOTOBAsl 3alllCh, B KOTOPOW YKa3bIBaeTCi LHUPpaMud U MPONUCHIO KOJIHYECTBO
BKJIIOUYECHHBIX B HEE JIOKYMEHTOB M KOJMYECTBO JTUCTOB BHYTPEHHEW OIMKUCH.

BHyTpeHHsI1 ONUCh JOKYMEHTOB JieJa TIOJIUCHIBAETCS COCTaBUTEIEM C
yKa3aHueM pacuupoBKY MOAMKUCH, TOKHOCTH U AaThl COCTaBlIeHus onucH. Eciu neno
YK€ TMEpeIUIETEHO M NOJLIMTO, TO 3aBEPEHHAs COCTABUTEIEM BHYTPEHHSS OIKCh
JIOKYMEHTOB JIeJIa TIOJIKJICUBACTCSI K BHYTPEHHEH CTOPOHE JIMIIEBON OOJIOKKHU Jiea 3a
BEPXHUU Kpamu.

8.2.12. JIOKyMeHTBI, COCTaBJISIONIUE JEJI0, MOAIIMBAIOTCS HA YEThIPE MPOKOa B
TBEPYI0 00JI0KKY U3 KAPTOHA UITM NIEPETIETAI0TCS C YYETOM BO3MOKHOTO CBOOOAHOTO
YTEHUsI TEKCTa BCEX JOKYMEHTOB. [Ipy MOAroTOBKE M€ K MOJIIMBKE (MEPEIUIETY)
METAJNTMYECKUE CKperuieHus (0yJIaBKU, CKPENKH) U3 JJOKYMEHTOB YJIaJISTFOTCHI.

8.2.13. Jlema BpemenHoro (mo 10 neT) XpaHeHHs MOJJIEKAT YACTUUHOMY
o(OpMJICHHIO: JOMYyCKAaeTCsl Jeja XPaHUTh B THANKaX-CKOPOCIIMBATENSIX, MSITKUX
00JI0’)KKaX, HE MPOBOAUTH IMEPECUCTEMATHU3AIMI0 JOKYMEHTOB B JeJie, JIUCTHI HE
HyMEpOBaTh, 3aBEPUTEIIbHBIC HAJIMKUCH HE COCTaBIATh. PEKBU3UTBHI OOJIOXKKH Jelia
3aMoOJHSAIOTCS 10 YIPOIICHHOW cxeMme (0e3 mpocTaBieHUsT apXuBHOrO Immdpa,
KOJINUECTBA JIUCTOB B JIETIC).

8.2.14. C wmomeHTa 3aBelEeHHUS JEI B CTPYKTYPHBIX MOJpa3JICICHUIX
AJIMUHUCTpalMU, U JI0 TIEpelayu B apXMB OpraHU3allMU, JIeJla XPaHATCS MO0 MECTY MX
(dbopmHpOBaHHUSL.

PykoBoauTen MyHUIIMIIATBHBIX OPraHOB, MOJPA3JCICHUN U MYHUIUIATIbHBIC
CIy’Kalllhe, OTBEYAIOIIWE 32 JEJONPOU3BOJCTBO, HECYT OTBETCTBEHHOCTh 32
COXPAHHOCTh JOKYMEHTOB H JIEJI.

s obecrieueHusl COXPAHHOCTH M y4eTa JOKYMEHTOB W JieJ, JOCTyINa K HUM
MIPOBOJIUTCS KOMIUIEKC padoT:
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CO3JaHUE ONTHUMAIBHBIX TEXHUYECKUX ((PU3MYECKHUX) YCIOBUU XpaHEHUs
JIOKYMEHTOB U JIEJI;

pa3MelieHue Jed;

MIPOBEPKA HAIMYMS U COCTOSIHUSA JIET;

coOJIroICHUE TIOPSKA BBIIAYN JIE]I.

Hena pa3meniatoT B pabounx KaOMHETaX WIM CIEUaIbHO OTBEICHHBIX JIS ATOU
[IeNIM TOMEIICHUAX B 3amuparoriuecs mkadbl, cebl U T.M., 4YTOOBI 00ECTICUUTh UX
COXPAHHOCTb U 3aIUTy OT BO3JICHCTBUS NbUIM U COTHEYHOTO cBeTa. Jlena B mikadax ais
X ydeTa W OBICTPOTO IMOWCKA PACIOJIaraloTCsl BEPTHKAIBbHO, KOPEIIKaMHU HapyXXy B
COOTBETCTBMU C HOMEHKJaTtypoil pgen. Ha kopemikax oOJOKEK el yKa3bIBarOTCS
MHJICKCHI IO HOMEHKJIaType fell. HomeHkmaTypa e uin BeIMUCKA U3 Hee TTOMEIAI0TCs
Ha BHYTPEHHEH cTOpoHE miKada.

[Ipu moucke Kakoro-1u060 JOKyMEHTa BHavYaje CieayeT HalTH Hy>KHBIN 3ar0JI0BOK
7iena, a 3aTeM 1Mo UHJCKCY Jiejia — COOTBETCTBYIOIIYIO MaIKy Ha MOJIKE.

8.2.15. Jlema CTpYKTypHBIX MOAPA3JACICHUN, HAXOAAIIMECS Ha TEKYyIIeM
XpaHeHuu, nomajexar ydery. Ilepuonuuecku, Kak MPaBWIO, MPOBOJIUTCS IMPOBEpPKa
HaJlM4usg U COCTOSIHUSI JIOKYMEHTOB W J€J B IEJSIX YCTAHOBJICHHS (haKTUYECKOTO
HaJIM4us JIeJT 1 COOTBETCTBUS UX KOJUYECTBY, YUCIAIIEMYCS 110 HOMEHKJIAType Jedl.

[IpoBepka HaMM4Msi W COCTOSIHUA JIOKYMEHTOB U J€J MPOBOJIUTCS MpHU
MepeMeIeHUH e, TIPU BO3BpaTe e, IPH CMEHE PYKOBOJIUTENS MYHHUIIMIATHHOTO
opraHa, MOJApa3AciCHUs, MPU PEOPraHu3alUM WU JUKBUJIAIMU MYHMIIUIAIBLHOTO
opraHa, mojpasaeneHus. IlpoBepka HamWM4Ms TMPOBOIUTCA IYTEM CBEPKH CTaTeH
HOMEHKJIATypbl JIe] C ONHUCAaHUEM Jel Ha oO0JIokKe, a (PU3NUYECKOE COCTOSIHHE e
OTIpeIeNISICTC MyTeM HMX BHU3yaJIbHOTO MpocMoTpa. Bece oOHapyKeHHBIE HETOCTaTKH
(UKCUPYIOTCS B aKT€ MPOBEPKU HATUYUS U COCTOSIHUS JCII.

B ciydae yTpaThl JOKyMEHTOB U JIeJ IPOBOJIUTCS CITy>KeOHOE pacciieIoBaHue, o
pe3yJibTataM KOTOpPOTO JIMII0, BUHOBHOE B YyTpare, HECET OTBETCTBEHHOCTh B
COOTBETCTBHH C ACHCTBYIOIIUM 3aKOHOAATEIHLCTBOM.

8.2.16. Jlena mOCTOSSHHOTO M JjuTelbHOro (cBeime 10 7eT) XpaHeHus
CTPYKTYPHBIX TOApa3eAeHU AIMUHUCTPAIMH, BKIOYAas JOKYMEHTHI MO JTUYHOMY
COCTaBY, MEPE/IAIOTCSA B apXWB OpraHU3allMKi HE MO3/JHEE YeM Yepe3 TPU Tojia Mociie uX
3aBEPILCHUS B ICJIOTPOU3BOJICTBE.

Hena Bpemennoro (1o 10 jeT BKJIIOYMTEIBLHO) XpaHEHHUs TNepeiadye B apXuB
OpraHM3alli¥, KaK TMpaBujao, He mnomiaexar. OHHM XpaHATCS B CTPYKTYPHBIX
MOJpa3JeCHUSIX M TI0 HUCTCUYCHUU CPOKOB XPAHEHUS TOMJICKAT YHHUTOKCHHUIO B
YCTaHOBJICHHOM TIOPSIJIKE.

8.2.17. Brigaua en u KOITUH JIOKYMEHTOB MYHULUTTAJIBHBIM
CITY’KaIllUM TIPOU3BOJIUTCS C paspelieHUs] yHpaBiSIONIero JeaaMu AJIMUHHUCTPAIUH.
Brimaya nen ocymiectBisercs moJ pacnucky. Ha BeigaHHOE €710 3aBOJUTCS KapTa-
3amectutenb (punoxkernue Ne 37). B Hell yka3bIBalOTCs MHJIEKC Jieia, laTa €ro BhIIauu,
KOMY JIeJIO BBIIaHO, JIaTa €r0 BO3BPAICHUS, TPETyCMaTPUBAIOTCS Tpadbl 71 pacIiCcoK
B MMOJIyYCHUH U TIPUEME JIeTa.
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Jema  BBIJAIOTCA  BO ~ BPEMEHHOE  TMOJb30BAHUE  MYHUIMMIAJIbHBIM
CIIY’KalllUM CTPYKTYPHBIX MOJpa3/efiecHnid Ha CpoK He Oosiee omHoro mecsma. Ilocne
MCTEUYEHUS YKA3aHHOTO CPOKA JIEI0 JOJIKHO ObITH BO3BPAIIEHO HA MECTO €r0 XpPaHECHHUS.

CTOpOHHMM MOJIB30BATENAM J€Jla BBIAAIOTCA HA OCHOBAaHMM WX MUCbMEHHBIX
3ampocoB ¢ paspenieHus [ naBebl.

N3bsiTHe NOKyMEHTa W3 JeJd IOCTOSSHHOTO XpaHEHWs JOIMYyCKAaeTcs B
HUCKITIOYUTENBHBIX ~ ClIy4dasXx, MPeayCMOTPEHHBIX (enepaqbHbIMH 3aKOHAMH, |
MPOU3BOJIUTCS C pa3pelieHus ['7aBbl, TpU 3TOM B €€ OCTAETCS 3aBEPEHHAS KOIUS
JOKYMEHTA W aKT O MPUYMHAX BbIJIaYU MMOJIMHHUKA.

8.2.18. Ilpum peopranmzanuu WK JHUKBUAALMM MYHULMIIAUILHOIO OpraHa,
CTPYKTYPHOTO TOApA3EICHUs, OOpa3yroIuecs B UX JACATEILHOCTH JTOKYMEHTHI B
YHOOPSIAOUEHHOM COCTOSIHUM TIEPEAaloTCsl MPAaBONPEEMHUKY, a TMpPU OTCYTCTBUM
MPaBONPEEMHHUKA — B apXHUBHOE TOJIpa3AcicHue AJIMUHUCTPALIUY.

8.3. IloaroroBka 10KYyMEeHTOB
U Jie]1 K Nepeaye HA apXHUBHOE XpaHeHHe

8.3.1. TloarotoBka [OKYMEHTOB K TMepeaadye Ha XpaHEHHE B aApPXUBHOE
nojapasjieieHie AJIMUHUCTpAIMU BKJIIOYAeT padOTy MO MNPOBEIEHUIO SKCHEPTU3BI
[IEHHOCTH IOKYMEHTOB, (POPMUPOBAHUIO U O(DOPMIICHHIO JI€JT, COCTABJICHUIO OMKCEH Je
Y aKTOB O BBIICJICHUU K YHUUYTOKEHHUIO JOKYMEHTOB, HE MOJUICKAIUX XPAHEHUIO.

8.3.2. DKcriepTU3a IEHHOCTU JOKYMEHTOB — U3YUE€HHUE JOKYMEHTOB Ha OCHOBaHUHU
KPUTEPUEB UX LIEHHOCTH B LIEJISX ONPEAEIICHHS CPOKOB XpaHEHUs JOKYMEHTOB U 0TOOpa
WX U BKIIFOUSHUS B cocTaB ApxuBHOTro dhouna Poccuiickoit denepannm.

8.3.3. Dkcneprusza LEHHOCTH JOKYMEHTOB IPOBOJIUTCS: MPHU COCTABJIECHUHU
HOMEHKJIATypbl JIeJ; TpU (POPMUPOBAHUU JIe]T M MPOBEPKE MPaBUILHOCTH OTHECEHUs
JOKYMEHTOB K JIeJIaM, [IPU MOATOTOBKE A€JI K MOCIEAYIOIIEMY XPaHEHHUIO.

8.3.4. Jlna opraHuzaliid W TIPOBEACHUS pPaOOTHI IO SKCIEPTHU3EC IIEHHOCTH
OOKyMeHTOB B Aamunuctpauuu CtapoOemeBCKOro  MYyHULHUNAIBHOIO  OKpyra
Houeuxoit Hapognoit PecrnyOnuku pacnopsikeHUEM PYKOBOJUTENS — CO3/1aeTCs
aKcriepTHasi komuccus (nanee — IK).

3anauu, GpyHkIMYU, npasa, opranuzanus padotel K onpenenstorcs noaoxKeHnem
0 HEH, COrJIacoBaHHBIM C IKCIIEPTHON KOMUCCHUEH apXUBHOTO OT/Aea AJIMUHUCTPALIHH,
YTBEPKICHHBIM pacnopskeHueM [ aBsbl.

8.3.5. Dkcmeptusza ILEHHOCTH JIOKYMEHTOB OCYIIECTBIISIETCS  €KETO0JIHO
CTPYKTYPHBIMU  MOJpa3JeiICHUSIMA TPU  METOJUYECKOM TMOMOILIM paOOTHUKOB
MyHHIUTIAILHOTO apxuBa u JK.

8.3.6. OTOOp JOKYMEHTOB JjIsl IOCTOSIHHOTO XPaHEHUS POBOJAUTCSI HA OCHOBAHUU
[lepeuneit TOKyMEHTOB C yKa3aHUEM CPOKa UX XPAHEHHS U HOMEHKJIATYPHI JIe] IMyTeM
MOJIMCTHOTO TpocMoTpa aen. He nomyckaercs oTOOp AOKYMEHTOB JUIsl XpaHEHUS U
BBIICJICHUSI K YHUYTOXXEHHIO TOJHKO Ha OCHOBAaHWM 3arojoBKOB Jein. B memax
MOCTOSIHHOTO XPAHEHMS TMOMJICKAT U3BITUIO NYyOJIETHBIE SK3EMIUIAPHI JOKYMEHTOB,
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YEpPHOBHUKHU, HEO(MOPMIICHHbIE KOMUU JTIOKYMEHTOB W HE OTHOCSIIMECS K BOIPOCY
JOKYMEHTBI C BDEMEHHBIMU CPOKAMHU XPAHECHMUSI.

Hena ¢ ormerkon «3OK» moaBeprarorcsi Takke IMOJUCTHOMY MPOCMOTPY ISt
ONpeJeeHUsI U BBIIEICHUS U3 UX COCTaBa JOKYMEHTOB, MOJIEKAUIUX MMOCTOSIHHOMY
XpaHEHUIO. BBIOENeHHbIe W3 WX COCTaBa JIOKYMEHTBHl TOCTOSIHHOTO XpPaHEHUs
IPUCOEIUHAIOTCS K OAHOPOIHBIM Je1aM WA 0(OPMIISFOTCS. B CAMOCTOSITENIbHBIE JIENa.

8.3.7. I1o pe3ynbpTaTaM 3KCNEPTU3bI HEHHOCTH TOKYMEHTOB COCTABJISIOTCS OMUCH
7€l MOCTOSIHHOTO, JUIMTENbHOro (cBbiie 10 yieT) XpaHeHHs U MO JIMYHOMY COCTaBY
(mpunoxxenne Ne 38, 39), a Takke aKThl O BBIICJICHUU K YHUUYTOKEHHUIO JOKYMEHTOB, HE
NOJISKAIUX XpaHeHuto (Tipuioxkenue Ne 40).

PaGorHuk CITY>KOBI JETIONPOU3BOJICTBA (o, OTBETCTBEHHOE 3a
JENONPOU3BOJCTBO) COCTABISAET MPOEKT AaKTa O BBIACIECHUH K YHUYTOXKEHUIO
JOKYMEHTOB, HE TMOJUICKAIIUX XPAHCHUIO. YKa3aHHBIA MPOEKT IOIUCHIBACTCS
PYKOBOJMTENIEM CIY>KObI JIETOMPOU3BOJICTBA U BU3UPYETCS PYKOBOJIUTEIEM apXHBa
(pykoBOguTENEM CTPYKTYPHOTO TMOApPA3JEiCHUsl, OTBETCTBEHHOIO 32 XpaHEHHE
apXUBHBIX JOKYMEHTOB).

Jlena W [OKYMEHTBI BKJIIOYAIOTCSI B AKT O BBIJACICHUM K YHUYTOKEHUIO
JOKYMEHTOB, HE TMOJICKAIUX XPAHEHHIO, €CIM MPEAYCMOTPEHHBIM i1 HUX CPOK
XpaHEeHMs UCTEK K 1 SsHBaps rojaa, B KOTOPOM COCTAaBJIEH aKT.

ApXUBHBIE JOKYMEHTHI TMEpeAaloTCs Ha XpaHEHUE B apXuB (CTPYKTypHOE
No/pa3/ielieHre, OCYIIECTBIISIIONIEE XPAHEHUE apXUBHBIX JOKYMEHTOB) IO OMUCSM JEl,
JOKYMEHTOB, OMHUCSM DJJIEKTPOHHBIX JOKYMEHTOB, COCTAaBJICHHBIM B CTPYKTYPHBIX
noapaszaeneHusx (npuioxxkeHue Ne 41, No 42, No 43, No 44),

Onucu nen, TOKYMEHTOB CTPYKTYPHBIX TOJIpa3/IeJICHUN COCTaBJISIOTCS B JBYX
AK3EMIUISIpaxX U MPEACTaBISAIOTCS pa0OTHUKY apXUBa (JIMIY, OTBETCTBEHHOMY 3a apXUB)
HE TMO3/HEee YeM uepe3 OJIMH TOJl MOoCcie 3aBEepIICHUs JIe B JIeJI0npou3BoicTBe. Onucu
ANIEKTPOHHBIX TOKYMEHTOB (POPMHUPYIOTCS paOOTHUKOM CTPYKTYPHOTO MOAPA3ACIICHHUS
B T€ K€ CPOKH U IIPEJICTABIISIIOTCS pa0OTHUKY apxuBa (JIUIlY, OTBETCTBEHHOMY 32 apXUB)
B DJIEKTPOHHOU opMme.

Onucu nen, JOKYMEHTOB, OMKMCH JJIEKTPOHHBIX JOKYMEHTOB (TOJIOBBIE Pa3Jeibl
OMHCeil J1e, ONUCEH DJIEKTPOHHBIX JOKYMEHTOB) COCTABIISIOTCS pPaOOTHUKOM apXHBa
(JIM1IOM, OTBETCTBEHHBIM 3a ApXWB) Ha OCHOBAHHMH OMHCEH JeJ, JIOKYMEHTOB, OINUCEH
AJIIEKTPOHHBIX JIOKYMEHTOB CTPYKTYPHBIX MOPA3CICHHM.

8.4. IloaroroBka u mepeaaya J0KyMEHTOB HA
apXuBHOE XpaHeHNe U YHHUYTOKeHHe
JOKYMEHTOB € HCTEKIIMM CPOKOM XpPaHEHUsI

8.4.1. Onuce aen — apXuBHBIN CIIPABOYHUK, COJIEPKAIIMN CUCTEMAaTU3UPOBAHHbBIN
nepeyeHb SAUHUIl XPaHCHUSI apXWBHOTO (POHAA W MpeIHA3HAYCHHBIM JJIsI UX y4eTa U
packpbITusi cojepkanusi. OTaenbHas OMUCh TPEACTaBISICT COOOW TEpeueHb JeN C
CaMOCTOSITEJIbHOM BajoBOM (TIOPSIAKOBOM) 3aKOHUYEHHOW Hymeparueid. (OCHOBOM
COCTAaBJICHUSI OTIMCEN JIeN SIBJIIETCA HOMEHKJIATypa Jedl.
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Onucu COCTaBIISIIOTCA OTIEIBHO HA Jiejia [OCTOSIHHOTO XpaHEHus; Jela
murenbHoro (cBeimie 10 yiet) xpaHeHus; JAeja MO JMYHOMY coctaBy. Ha pgena
BpeMeHHOoro (70 10 5eT) XpaHeHus OMUCH HE COCTABJISIFOTCA.

8.4.2. B onuck Aen NOCTOSHHOTO CpOKa XpPaHEHMs BKIIOYAIOTCS BCE 3aBE/ICHHbBIE
JieNia TIOCTOSIHHOTO XpaHEHUsT B COOTBETCTBUU C TMOPSAKOM HUX PACHOJOXKEHHUS B
HOMEHKJIaType Jejl. 3arojoBOK [ela, KOTOpPbId BHOCHUTCA B OIHUCh, JOJKEH
COOTBETCTBOBATh 3ar0JIOBKY Jieja Ha O0JIOKKE.

Onucu J1e7 MOCTOSIHHOTO XPaHEeHUs CTPYKTYPHBIX MOApa3aeieHU, ABISIOIIMNXCS
OpraHu3alMsIMU - HCTOYHUKAMHM KOMIUIEKTOBAHUSI apXUBHOTO OTJENA, COCTABIISIFOTCS
CHeLUaIUCTaMU, OTBETCTBEHHBIM 3a JEJONPOU3BOACTBO, 110 YCTAHOBJIEHHOW (QopMe U
MPEACTABISIOTCS B ApXMBHBIM OTIEN 4epe3 TpU Toja IOcCjie 3aBepIlIeHUs JIeNl B
JIEIONPOU3BOJICTBE.

8.4.3. Ilpu cocTaBiaeHUU OMKCH JIeTT COOMIOAAIOTCS CIACAYIOIHEe TPEOOBAHMUS:

3aroJIOBKM JIeJ BHOCATCSI B ONKHCh B COOTBETCTBUU C NPHUHATOM CXEMOM
CUCTEMaTH3aI1H JIeJ HA OCHOBE HOMEHKJIATYPHI JIeT;

KQ)KJI0€ J€JI0 BHOCUTCS B OMKCH MOJI CAMOCTOSITENbHBIM MOPSIKOBBIM HOMEPOM
(ecnu €m0 COCTOMT M3 HECKOJIBKMX TOMOB (4acTei), TO KaXKIbId TOM (4acTh), B TOM
yycie cOpMUPOBAHHOE B OT/IEIBHBIN TOM MPUTIOKEHHUE K JEITy, BHOCSITCS B OITUCH O]
CaMOCTOSITEJIbHBIM HOMEPOM);

MOPSIIOK HyMepaluu el B OMKUCH — BaJOBBIN;

rpadbl ONMUCH 3aMOJIHAKOTCA B TOYHOM COOTBETCTBUM C TEMHU CBEICHUAMH,
KOTOpPbIE BHECEHBI HA OOJIOXKKY J1eTa;

IpyU BHECEHWU B ONUCH MOAPSAI AENI C OJMHAKOBBIMHU 3arojIOBKAMHU MHILETCS
MOJIHOCTBIO 3arojIOBOK TEPBOrO Jela, a BCE OCTAJIbHBIC OJHOPOJHBIC Jeia
o0o3HauarTCs cinoBaMu «To kKe», MpU ITOM JIpyrue CBEICHHSI BHOCSTCS B OIUCH
MOJIHOCTHIO;

JUISL J1eJ1, COJAEp alIUX OKYMEHThl HECKOJBbKUX JIET, B KOHIIE OMHCH KaxIO0ro
CJICIYIOIIETO T'0/1a, 32 KOTOPBhIE UMEIOTCS IOKYMEHTHI B JAHHOM JIeJie, IeJIaeTCs CChUIKa
Ha HOMEpA JIeJ, COAEPKAIINUX MaTEepHUaJIbl 32 JAHHBIN roJ.

B omucu Mex 1y 3arojoBKaMH JIeJ OCTaBIIIETCS HHTEPBaJl HE MeHee 1 cMm.

I'padpa onucu «Ilpumeuanus» uCHONb3yeTCsl I OTMETOK O TNpHUEME [ed,
OCOOEHHOCTSIX WX (PU3UYECKOTO COCTOSHMS, O Tepefade eyl APYTUM CTPYKTYpPHBIM
IOJIPA3ACICHUSIM CO CCBIJIKOM HAa COOTBETCTBYIOIIMM KT, O HAJIMYUU KOIIMU U T.II.

B xoHIIe omrcH AeniaeTcs UTOroBas 3aluch, B KOTOPOM yKa3biBaeTcs (udpamu u
MPOMKCHIO) KOJIUYECTBO JI€J], BHECEHHBIX B OMKChH, MEPBBINA U MOCIEAHUI HOMEpa Je, a
TaK)K€ OroBapHUBalOTCd OCOOCHHOCTHM HyMEpalMuu Jied1 B ONHUCH (JUTEpHbIE U
POMYIIEHHBIE HOMEPA).

8.4.4. Omnmcu pen, NOATOTOBICHHBIE CTPYKTYPHBIMH — IOJpPa3JICICHUSIMU
AJIMUHHCTpAIMHU, BXOAAT B OMUCH JIe]T AIMHUHHUCTPAIIMKA, HA OCHOBAaHUHU KOTOPBIX JeJia
NepeatoTCs Ha XpaHEHUE B apXUBHbBIN OT/IET.

8.4.5. Onucu e moCTOSTHHOTO XpaHEHUs COCTABIIAIOTCA B UETBIPEX IK3EMILISIPAX,
M0 JMYHOMY COCTaBY — B TPEX IK3EMIUISIPAX, MOAMUCHIBAIOTCA JIMIIOM, OTBETCTBEHHBIM
3a BEJICHHE JEJIONPOM3BOJICTBA, coriacoBbiBatoTcs ¢ OK, yTBepkmarorcss ['maBoit u
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HAIPaBJISIOTCS: OMUCU JIEJ MOCTOSIHHOTO XpaHeHus: — Ha yTBepxkiaeHue LlentpanbHoii
AKCIIEPTHO-MPOBEPOUHON Komuccun ApxuBHOU cimyxObl  Jloneukoit HapogHoit
PecniyOnuku, omucu el MO JIMYHOMY COCTaBY — Ha YTBEpPXKIACHUE HKCIEPTHOM
KOMHUCCHEH apXUBHOTO OT/iejIa AJIMUHUCTPALUU.

[lepBbIil SK3eMIUISIp OMUCH TIOCTOSHHOTO XPAaHEHHUS TIOC]e YTBEPKICHUS
HaIpaBJIsieTCs B apXWUBHBIM OTAEN AJIMUHUCTpPALMU, OJIMH HK3EMIUISP OCTaeTcsi B
apXMBHOM OTAeNe AJMHHUCTPAllMM, TPETUH — BO3BPAIAETCS B CTPYKTYPHOE
N0/Ipa3/ieJIeHuE, SBISIONIECECsS OPraHU3aluel - UCTOUHUKOM KOMIUIEKTOBAHUS apXHBa.

OauH 5K3eMIUIAP OMUCH eI MO TUYHOMY COCTaBY MOCJIE COTVIACOBAHUSI OCTAIOTCS
B o0mem otrgene AJIMUHHUCTpalWU, OJWH MEpeJaeTcs B AapXUBHBIA  OTHEN
AJMUHUCTpaLIHH.

[Ipu nepenaye JOKyMEHTOB Ha XpAHEHHUE OMUCHU JOJKHBI UMETh TUTYJIbHBIH JIUCT,
OTJIaBJICHUE, CIIMCOK COKPAIIIEHHBIX CJIOB, IPEAUCIOBUE, YKA3aTEIIH.

OTaenbHbIE ONUCH COCTABIISIIOTCS HAa E€AUHUIBI XPAHEHUS AIIEKTPOHHBIX
JIOKYMEHTOB MOCTOSIHHOTO XpaHEHHUs, JJIUTENbHOTO (CBbiie 10 J1eT) CpOKOB XpaHEHUS,
B TOM YHUCJE IO JIMYHOMY cocTaBy. Ha 3JIeKTpOHHBIE JOKYMEHTBI, HE MOJJIEXKAIlNe
XPaHEHHIO, COCTABIISIETCS OT/ICIBHBIN aKT.

8.4.6. OTOOp NOKYMEHTOB K YHHUYTOXKEHHIO 32 COOTBETCTBYIOIIUN MEPUOJ] U
COCTABJICHHE aKTa O BBIJCIECHWU K YHHUTOXXCHHUIO JTOKYMEHTOB, HE TMOJJISKAIINX
XPaHEHUIO, TTPOU3BOAUTCS TOCIE YTBEPXKICHUS OMUCH JIe] MOCTOSHHOTO XpaHEHUS 3a
ATOT MEPHUO.

[Ipn QusznueckoM YyHUYTOXKEHUU JOKYMEHTOB CJEAyeT PYKOBOJCTBOBATHCS
CJIEIYIOIIUMHU MPUHLIUTIAMM:

YHUYTOXKEHHUE JJOJKHO BCEr/ia ObITh CAHKIIMOHUPOBAHHBIM;

JIOKYMEHTBI, CBSI3aHHBIE C MPEJACTOSIIIUMHU WA aKTyaJbHBIMH CYJIE€OHBIMU
pazOupaTeNbCTBAMU M PACCICAOBAHUSMU, HE YHUYTOXKAIOTCS 10 UCTEUEHUS CPOKOB
YKa3aHHBIX CYyJ€OHBIX pa3OUpaTeIbCTB U PACCIECIOBAHUNA M YCTAHOBIIEHHBIX CPOKOB
XpaHCHHUS;

YHUYTOXKEHUE JOKYMEHTOB [OJDKHO MPOBOAUTHCS TaKUM 0Opa3oM, YTOOBI
COXPaHUTh KOH(PUICHIIMAIBHOCTD JTI000 cofiepskaiielicss B HUX UHPOpMaInu;

BCE KONMM JOKYMEHTOB, pa3pelICHHbIX K YHUYTOXKEHHIO, BKIIIOYAsS
KOH(UICHIINAIbHBIC, CTPAXOBBIC U PE3EPBHBIC KOMHH, CIEAYET YHUUTOKHUTD.

VYka3zaHHbIE ONKMCH U aKThl pACCMaTPUBAIOTCS Ha 3aceqannu DK 01HOBPEMEHHO.

8.4.7. CornacoBannbie DK akThl O BBIJCICHUU K YHUUTOKECHUIO JOKYMEHTOB, HE
MOJJIeKAUIMX XPAHEHUI0, YTBepkAaroTcs [J1aBol TOJMBKO TMOCHE yTBEPXKICHUS
AKCIIEPTHON KOMHMCCHH apXHWBHOTO OTeja AJMUHUCTPAIIUU; MOCTE YETrO JTOKYMEHTHI,
BKJIFOYEHHBIE B AKT, MOTYT ObITh YHUUTOKECHBI.

JIOKyMeHTBI, Jieia, MOJIeKaIllie YHUYTOKEHUIO, TePealoTCsl B OpraHU3aINIo,
3aHUMAIOIYIOCS TEepepadOTKOM BTOPCHIPHS, TOCIE YTBEPKACHUS PYKOBOJUTEIEM
AJIMUHHCTpAMM MYHHUIIMNAIBHOTO OKPYTa, OpraHU3allud WM YIOJHOMOYEHHBIM UM
JIUIIOM aKTa O BBIJICJICHUU K YHUUYTOXKEHUIO JIOKYMEHTOB, HE TIO/IJICKAIUX XPAHEHUIO.

JIOKyMEHTBI, COJEpKalllie MEepCOHANbHbIE JIaHHbIE, UMEKIIUE MoMeTKy "Jls
CIIy’K€OHOTO TOJIb30BaHUs", a TakkKe cojaepxkaniue HHPOPMAIMIO OrPAHMYECHHOTO
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JOCTYIa, JOJ/DKHBI YHHYTOXKATbCi B OpraHe MECTHOIO CaMOYIIpaBIIEHHUsA, IIyTEM
MEXaHUYECKOT0 W3MeIbUeHHs (IIpeIUpOBaHus) WIIK UHBIM CITIOCOOOM, MCKITFOYAIOLIUM
BO3MOKHOCTh BOCCTAHOBHUTH COJ€pKaHHE JOKYMEHTOB. bymaxHble OTXOZbI
NIepealoTCs B OPraHU3alHIo, 3aHUMAIOIIYIOCs IIepepabOTKOM BTOPCHIPHS.

JIOKyMeHT, MOoATBepXKAaomui (akT yTHIM3aLMK, NPUKIAIBIBAETCI K aKTy O
BBIIEIEHWH K YHAYTOXKEHUIO TIOKYMEHTOB, HE MOJUIEKALIUX XPaHEHHUIO.

8.4.8. Jlema, mpeaHa3sHaueHHBlE U1 YHUYTOXKEHMs, [OJDKHBI  OBITh
YTUIIM3UPOBAHEI C TIOMETKON «YHHUYTOXKEHBI (COXIKEHBI, U3MENIbUYEHBI) KOMUCCHOHHOY.

8.5. OnepaTuBHOE HCMOJIb30BaHHE APXHBHBIX JIOKYMEHTOB,
XpaHAIIAXCA B apXHBe OPraHU3alui

8.5.1. MyHMUMNaIBHbEIE CTyXanme AIMUHACTPALMU JOIyCKaloTcs K pabore ¢
apXMBHBIMM JOKyMEHTaMM, HaxXOAANIMMHCA B oOmeM oTiaene AIMHHUCTPALMH, s
paboTHI B IEIAX UCTIOJIHEHUS CBOUX CITyKEeOHBIX 00A3aHHOCTEH.

8.5.2. MyHHIIMIIATBHBIM CIIyKalllUM HMHBIX OpPraHOB MECTHOI'O CaMOYIpaBJICHHUsA
apXMBHBIE JJOKYMEHTHI IPEIOCTABIISIOTCS 110 TUCBMEHHOMY 3aIIpOCy UX PyKOBOJHUTEIICH
U C pa3penieHus [ naBel.

8.5.3. MyHMIMIAIbHBIE CIIy’Kalllie HECYT OTBETCTBEHHOCTH 32 COXPaHHOCTH
TOJTyYEeHHBIX apXMBHBIX JOKYMEHTOB M HCIIONB30BaHME IMOTyYEHHOW HMHpOpMALUU B
COOTBETCTBHH C JICHCTBYIOLLIUM 3aKOHOJATEIHECTBOM.

8.5.4. 3amperaercs HM3bATHE JOKyMEHTOB M3 e, Mepedadya IpyrMM JHLaM
aApXUBHBIX JOKYMEHTOB MJIM UX KOIIHM.

8.5.5. Ilpu paboTte ¢ apXMBHBIMH JOKYMEHTaMHU HE pa3peliaeTcsi BHOCUTb B HUX
TIOTIPaBKH, J€NaTh IOMETKH, paboTaTh ¢ HUMHU BHE CITyKEOHBIX MOMEIICHHH.

8.5.6. [ToATMHHKUKY NIPABOBLIX aKTOB AJMHUHHUCTPALUH, IPOTOKOJIOB COBEIAHHUIM
y T'naBel, IpPOTOKOJIOB 3acefaHMi JpYrMX MyHHMUHUNAIbHBIX OPraHOB M3 apXMBa
OpraHW3alliy HE BBIJAIOTCH.

8.5.7. ApxuBHBIE JOKYMEHTHl OpraHW3allH MPEIOCTABIIAET IO NMUCHMEHHBIM
3aMpocaM OpraHu3aliii ¥ TpaXaH, KOIMA HaXOIAIIMXCsl Ha XpPaHCHUHM ITPABOBBIX aKTOB
¥ HHBIX APXUBHEIX JOKYMEHTOB, BBIIUCKH U3 HUX, €CIIM OHH HEOOXOMMBI [T PeLICHHS
BOIIPOCOB, KACAIOIMXCS MPaB W 3aKOHHBIX MHTEPECOB OPraHU3alui U IPaXIaH.

B UHBIX Cllyyasx apXWBHBIE JHOKYMEHTHI M MX KOMUU MOTYT IPEAOCTaBJIATHCS
OpraHM3alUIM U TPAKIaHaM M0 MX IHCBMEHHBIM 3allpocaM ¢ paspelieHns ['1aBblL.

”

VYupasnstomui jenaMu AJJMAHACTPALIMHA %/[/1//// E.M. buarosa
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[Tpunoxenue Ne 1

Bbaank IHocTaHoB/IeHUs IV1aBbl MyYHHIIMIIAJIBHOTO 00pa3oBanus CtapodemeBcKkuii
MYyHUMIUNAJIbHBIN OKPYT Jonenkoit Hapoanoii Pecny0smku

I'/IABA

MYHULIUTTAJIBHOTI'O OBPA3SOBAHUS
CTAPOBEIIEBCKU MYHULIUTIAJIBHBIA OKPYT
JTOHELIKOH HAPOJHOI PECIYBJIUKHA

INOCTAHOBJJEHMUNE

nrt Crapo0emeBo Ne
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[Tpunoxenue Ne 2

baank PacnopsizkeHnst ri1aBbl MyHHIIUIIAJIBHOTO o0pa3oBanus Crapo0emeBcKkuii
MyHUIUNAJbHBIN OKPYT Jonenkoit Hapoanoii Pecny0smnku

I'/IABA

MYHUIHUIIAJIBHOI'O OBPA3OBAHUSI
CTAPOBEHIEBCKUHN MYHULIMTIAJIbHBIN OKPYT
JOHEIIKOU HAPOAHOMU PECITYBJIMKH

PACITIOPAXEHMNE

nrt Crapo0emieBo Ne
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[Tpunoxenue Ne 3

baank IlocranoBiiennst AnMuaucTpanun Crapo0eieBcKoro MyHMIUNaJIbHOT 0
okpyra Jloneuxoir Hapoanoii Pecnnyoimku

AJIMUHHUCTPALIIUA
CTAPOBEHIEBCKOI'O MYHHUIIUITAJIBHOI'O OKPYT'A
JOHEIIKOU HAPOAHOMU PECITYBJIMKH

INOCTAHOBJJEHMUNE

nrt Crapo0emieBo Ne
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[Tpunoxenue Ne 4

baank IlocranoBiiennst AnMuaucTpanun Crapo0eieBcKoro MyHMIUNaJIbHOT 0
okpyra Jloneuxoir Hapoanoii Pecnnyoimku

AJIMUHHUCTPALIIUA
CTAPOBEHIEBCKOI'O MYHHUIIUITAJIBHOI'O OKPYT'A
JOHEIIKOU HAPOAHOMU PECITYBJIMKH

PACITIOPAXEHMNE

nrt Crapo0emieBo Ne
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ITpunoxenue Ne 5

baank nucbMa riiaBbl MyHUIIUNIAJIBHOTO 00pa30BaHMUS
Crapo0emieBCKHii MyHMIMIIAJIbHBINA OKPYT
Jonenkoit Hapoanoii Pecniy0simku

I'/IABA

MYHULHUIIAJIBHOI'O OBPA3OBAHUSI
CTAPOBEHIEBCKUHU MYHULIMTIAJIbHBIN OKPYT
JOHEIIKOU HAPOAHOMU PECITYBJIMKH

yi. CoBerckasi, 43, nirt Crapob6erieBo, 287200, ten. +7 (85653) 2-25-55, e-mail: starobeshevo@admstb.gov-dpr.ru

Ne
Ha Ne oT




74

[Tpunoxenue Ne 6

baank nmucbma Aagvmunauncrpanun Ctapo0emeBcKoro MyHUIMIAJIBHOTO OKPYra
Jonenxoit Hapoanoii Pecniy0simku

AJIMAHUACTPALIAA
CTAPOBELHIEBCKOI'O MYHHIIMIIAJIBHOT'O OKPYT'A
JIOHELIKOI HAPOJHOW PECIYBJIMKH

yi. Cosetckas, 43, nirt CrapobemeBo, 287200, ten. +7 (85653) 2-12-65,
e-mail: starobeshevo@admstb.gov-dpr.ru, OT'PH 1239300016383, OKIIO 99956494, UHH 9305011170, KIIIT 930501001

Ne
Ha Ne oT
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IIpunoxenue Ne 7

baank nucsma Oomero oraena Aavmuaucrpannu CrtapodemeBcKoro
MYyHHIUNAJbHOTO0 oOKpyra /lonenkoit Hapoanoii Pecny0simku

AJIMHUHHUCTPALIIUA
CTAPOBEHIEBCKOI'O MYHHUIIUITAJIBHOI'O OKPYT'A
JOHEIIKOU HAPOAHOMU PECITYBJIMKH

OBIIMH OTIEJ

yi. Cosetckas, 43, nrt CrapobemeBo, Ctapoberiesckuii paiion, JIHP, 287200, ten. +7 (85653) 2-13-75,
e-mail: starobeshevo@admstb.gov-dpr.ru

No

Ha Ne

oT
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[Tpunoxenne Ne 8

baank nucsma CekTopa 1o BOnpocam TeppuTOPHAJIbHOH 000POHBI,
MOOM/IM3ALMOHHOM M PE:KUMHO-CEKPETHON padoThl AIMMHHCTPALMH
CrapolemeBCKOro MyHuIIMnaabHoro okpyra /lonenxoii Hapoanoii Pecnyoiuku

AJIMAHUCTPALIA
CTAPOBELHIEBCKOI'O MYHHIIMIIAJIBHOT'O OKPYT'A
JOHELKOI HAPOJHOW PECIYBJIMKH

CEKTOP 110 BOIIPOCAM TEPPUTOPUAJIBHOM OBOPOHBI,
MOBUWJIN3ALIMOHHOM U PEXXKUMHO-CEKPETHOM PABOThI

yi. CoBetckas, 43, nrt CrapobemeBo, CtapoberieBckuii paiion, JIHP, 287200
e-mail: starobeshevo@admstb.gov-dpr.ru

Ne
Ha Ne oT
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[Tpunoxenue Ne 9

baank nucbMa ApXxuBHOTO oTaeaa Anvmunucrpanuu CrapodeneBcKkoro
MYHHIUNAJbHOTO0 oOKpyra lonenkoit Hapoanoii Pecny0smku

AJIMHUHHUCTPALIIUA
CTAPOBEHIEBCKOI'O MYHHUIIHITAJIBHOI'O OKPYT'A
JOHEIKOU HAPOAHOMU PECITYBJIMKH

APXUBHBIN OTEJI

yi. [Tobexnst 94 B, nrt Crapobemmeo, CtapobemeBckuii paiton, JJHP, 287200, Ten. +7 (85653) 2-20-14
e-mail: stbarhivdnr@mail.ru

Ne
Ha Ne oT



mailto:stbarhivdnr@mail.ru
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[Tpunoxenue Ne 10

baank nucsmMa KoMcoMo/IbCKOTo TEPPUTOPHAIBLHOTO YIIPABJIEeHUA AJIMUHUCTPALIUH
Crapo0enmeBCKOro MyHUIIUNIAJIBbHOTO OKpyra Jlonenxoii Hapoanoii Pecny0sinku

AJIMHUHHUCTPALIIUA
CTAPOBEHIEBCKOI'O MYHHUIIHITAJIBHOI'O OKPYT'A
JOHEIKOU HAPOAHOMU PECITYBJIMKH

KOMCOMOJIBCKOE TEPPUTOPHUAJIBHOE YIIPABJIEHUE

yi. Jleanna 12 a, r.Komcomonnckoe, CtapobemeBckuii paiion, JJHP, 287250, Ten. +7 (85653)5-25-22
e-mail: komst.upr@mail.ru

Ne
Ha Ne oT



mailto:komst.upr@mail.ru
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[Tpunoxenue Ne 11

baank nucsma Ctapo0enmeBCKOro TeppUTOPHAIBLHOIO 0TAea AAMUHUCTPAIIMHA
Crapo0enmeBCKOro MyHUIIUNIAJIBbHOTO OKpyra Jlonenxoii Hapoanoii Pecny0sinku

AJIMHUHHUCTPALIIUA
CTAPOBEHIEBCKOI'O MYHHUIIHITAJIBHOI'O OKPYT'A
JOHEIKOU HAPOAHOMU PECITYBJIMKH

CTAPOBEIIEBCKUM TEPPUTOPUAJIBHBIN OTIEJ

1. Jleanna 6, nrt Crapo6emmeBo, CtapoGemesckuii paiton, JJHP, 287200, Ten. +7 (85653)
e-mail: stpossovetdnr@mail.ru

Ne
Ha Ne oT



mailto:stpossovetdnr@mail.ru
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[Tpunoxenue Ne 12

baank nucbma HoBoCBeTCKOro TeppUTOPHAIBLHOIO OT/eJIa AJAMUHUCTPALUA
Crapo0enmeBCKOro MyHUIIUNIAJIBbHOTO OKpyra Jlonenxoii Hapoanoii Pecny0sinku

AJIMHUHHUCTPALIIUA
CTAPOBEHIEBCKOI'O MYHHUIIHITAJIBHOI'O OKPYT'A
JOHEIKOU HAPOAHOMU PECITYBJIMKH

HOBOCBETCKHWI TEPPUTOPUAJIBHBIN OT/IEJI

yn. Jlennna, 11, nrt Hossrit Ceet, CrapobemmeBckuii paiion, JIHP, 287230, ten. +7 (85653)72834
e-mail: novs.adm-on@mail.ru

Ne
Ha Ne oT



mailto:novs.adm-on@mail.ru
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[Tpunoxenue Ne 13

baank nucbMa AJleKCAHIPOBCKOI0 TEPPUTOPHAIBLHOIO CEKTOPA AJIMUHUCTPAIIUH
Crapo0enmeBCKOro MyHUIIMNIAJIBbHOTO OKpyra Jlonenxoii Hapoanoii Pecny0sauku

AJIMHUHHUCTPALIIUA
CTAPOBEHIEBCKOI'O MYHHUIIHITAJIBHOI'O OKPYT'A
JOHEIKOU HAPOAHOMU PECITYBJIMKH

AJJEKCAHJIPOBCKUI TEPPUTOPUAJILHBI CEKTOP

yi. Mupa, 30 B, c.AnekcanapoBka, CtapobemieBckuii paiion, JIHP, 287232
e-mail: aleksandrovka.dnr@mail.ru

Ne
Ha Ne oT



mailto:aleksandrovka.dnr@mail.ru
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[Tpunoxenue Ne 14

baank nucbma KoMMyHapoBCKOro TeppuTOPHAIBLHOIO OT/IeIa AIMUHUCTPALMHU
Crapo0enmeBCKOro MyHUIIUNIAJIBbHOTO OKpyra Jlonenxoii Hapoanoii Pecny0sinku

AJIMHUHHUCTPALIIUA
CTAPOBEHIEBCKOI'O MYHHUIIHITAJIBHOI'O OKPYT'A
JOHEIKOU HAPOAHOMU PECITYBJIMKH

KOMMYHOPOBCKHUI TEPPUTOPHUAJIBHBINA OT/IEJI

yi. Oktsa0peckas, 60, c.KommyHnaposka, CrapobemeBckuii paiion, JIHP, 287220
e-mail: kommunarowka@yandex.ru

Ne
Ha Ne oT



mailto:kommunarowka@yandex.ru

&3

[Tpunoxenue Ne 15

baank nucbma KymMa4oBcKOro TeppuTopraibHOro 0T/1e1a AIMUHUCTPANMHA
Crapo0enmeBCKOro MyHUIIUNIAJIBbHOTO OKpyra Jlonenxoii Hapoanoii Pecny0sinku

AJIMHUHHUCTPALIIUA
CTAPOBEHIEBCKOI'O MYHHUIIHITAJIBHOI'O OKPYT'A
JOHEIKOU HAPOAHOMU PECITYBJIMKH

KYMAYOBCKHHN TEPPUTOPUAJIBHBIN OTAEJI

rp-T Pyuko, 1, c.Kymaugoso, CrapobenieBckuii paiion, JJHP, 287260, ten. +7 (85653) 5-94-71
e-mail: kumachovoto2024@mail.ru

Ne
Ha Ne oT



mailto:kumachovoto2024@mail.ru
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[Tpunoxenue Ne 16

baank nucbmMa MapbsiHOBCKOI0 TEPPUTOPHUAIBHOIO 0T/IeJIa AJIMUHUCTPALUA
Crapo0enmeBCKOro MyHUIIUNIAJIBbHOTO OKpyra Jlonenxoii Hapoanoii Pecny0sinku

AJIMHUHHUCTPALIIUA
CTAPOBEHIEBCKOI'O MYHHUIIHITAJIBHOI'O OKPYT'A
JOHEIKOU HAPOAHOMU PECITYBJIMKH

MAPBSITHOBCKHNH TEPPUTOPUAJIBHBIN OTAEJI

yi1. Mupa 10 a, c.MapbsHoBka, CrapobemieBckuii paiion, JJTHP, 287210
e-mail: maryanovskaya2015@mail.ru

Ha Ne oT



mailto:maryanovskaya2015@mail.ru

&5

[Ipunoxenue Ne 17

baank nucsma HoBo3apbeBCKOI0 TEPPUTOPHAIBLHOIO OTAEIa AJIMUHUCTPAIIAM
Crapo0enmeBCKOro MyHUIIUNIAJIBbHOTO OKpyra Jlonenxoii Hapoanoii Pecny0sinku

AJIMHUHHUCTPALIUA
CTAPOBEHIEBCKOI'O MYHHUIIHITAJIBHOI'O OKPYT'A
JOHEIKOU HAPOAHOMU PECITYBJIMKH

HOBO3APBEBCKHI TEPPUTOPHAJIBHBIN OTAEJI

yi. IlIxoneHas 1 6, c.HoBo3apseBka, CrapobermieBckuii paiion, JJHP, 287253

e-mail: novozardnr@mail.ru

Ne
Ha Ne oT



mailto:novozardnr@mail.ru
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[Tpunoxenue Ne 18

baank nucbma HoBoKaTepUHOBCKOI0 TEPPUTOPHAIBLHOIO 0T/eJIa AJIMUHUCTPAIIUA
Crapo0enmeBCKOro MyHUIIUNIAJIBbHOTO OKpyra Jlonenxoii Hapoanoii Pecny0sinku

AIMHUHHUCTPALIUA
CTAPOBEHIEBCKOI'O MYHHUIIHITAJIBHOI'O OKPYT'A
JOHEIKOU HAPOAHOMU PECITYBJIMKH

HOBOKATEPUHOBCKHWH TEPPUTOPUAJIBHBINA OT/IEJ

yn. Jlenuna, 85 a, c. HoBokarepunoBka, CrapobemieBckuii paiion, JIHP, 287240, ten. +7 (85653) 6-23-72
e-mail: nk_sovet@mail.ru

Ne
Ha Ne oT



mailto:nk_sovet@mail.ru
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[Tpunoxenue Ne 19

baank nucbmMa OCBIKOBCKOI0 TEPPUTOPHAIBHOIO CEKTOPA AAMHUHUCTPAIIUA
Crapo0enmeBCKOro MyHUIIUNIAJIBbHOTO OKpyra Jlonenxoii Hapoanoii Pecny0sinku

AJIMUHHUCTPALIIUA
CTAPOBEHIEBCKOI'O MYHHUIIHITAJIBHOI'O OKPYT'A
JOHEIKOU HAPOAHOMU PECITYBJIMKH

OCBIKOBCKHUM TEPPUTOPHUAJIbHBIN CEKTOP

yi. Coetckas, 89 B, c.OcpikoBo, CTapobemeBckuii paiton, JJHP, 2872233
e-mail: osykovskaya2015@yandex.ru

Ne
Ha Ne oT



mailto:osykovskaya2015@yandex.ru
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[Tpunoxenue Ne20

baank nucsma [leTpoBcKOro TeppUTOPHATBHOIO OT/IEIa ATIMUHUCTPALMHU
Crapo0enmeBCKOro MyHUIIUNIAJIBbHOTO OKpyra Jlonenxoii Hapoanoii Pecny0sinku

AJIMHUHHUCTPALIIUA
CTAPOBEHIEBCKOI'O MYHHUIIHITAJIBHOI'O OKPYT'A
JOHEIKOU HAPOAHOMU PECITYBJIMKH

NETPOBCKHNU TEPPUTOPUAJIBHBIN OTAEJI

yiu. llIxonpeHas 6, c.IlerpoBckoe, CtapobemieBckuii paiion, JJHP, 287241
e-mail: petrovskiys.s@mail.ru

Ne
Ha Ne oT



mailto:petrovskiys.s@mail.ru

&9

[Tpunoxenune Ne 21

baank nucsma Pa3no/ibHEHCKOro TEPPUTOPHAIBLHOIO OTAeJa AJIMUHUCTPAIIUA
Crapo0enmeBCKOro MyHUIIUNIAJIBbHOTO OKpyra Jlonenxoii Hapoanoii Pecny0sinku

AIMHUHHUCTPALIUA
CTAPOBEHIEBCKOI'O MYHHUIIHITAJIBHOI'O OKPYT'A
JOHEIKOU HAPOAHOMU PECITYBJIMKH

PA3JTOJIBHEHCKHUHM TEPPUTOPUAJIBHBINA OT/IEJ

yn. Jleanna 98, c.PaznonsHoe, Crapobemesckuii paition, IHP, 287252,

e-mail: razdolnoe_to@mail.ru

Ha Ne oT



mailto:razdolnoe_to@mail.ru
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[Tpunoxenune Ne 22

Baank nucsma CoTHIEBCKOT0 TEPPUTOPHAIBHOIO CEKTOPA AAMUHHUCTPALMHA
Crapo0enmeBCKOro MyHUIIUNIAJIBbHOTO OKpyra Jlonenxoii Hapoanoii Pecny0sinku

AJIMHUHHUCTPALIIUA
CTAPOBEHIEBCKOI'O MYHHUIIHITAJIBHOI'O OKPYT'A
JOHEIKOU HAPOAHOMU PECITYBJIMKH

COJIHIIEBCKUI TEPPUTOPUAJILBHBIA CEKTOP

yi. Jleanna, 61, c.ConaneBo, CrtapoGemesckuii paiion, JJHP, 287262

e-mail: adm.solncevo2021@mail.ru

Ha Ne oT



mailto:adm.solncevo2021@mail.ru
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[Tpunoxenue Ne 23

Baank nucbma CThUIBCKOT0 TEPPUTOPHATBHOIO CEKTOPAa AIMUHUCTPALMH
Crapo0emeBCKOro MyHUIIUNIAJIBbHOTO OKpyra Jlonenxoii Hapoanoii Pecny0sinku

AJIMHUHHUCTPALIIUA
CTAPOBEHIEBCKOI'O MYHHUIIHITAJIBHOI'O OKPYT'A
JOHEIKOU HAPOAHOMU PECITYBJIMKH

CTBLIIbCKHUM TEPPUTOPUAJIBHBIN CEKTOP

yi1. Jleanna 31a, c.Crbua, CtapoberneBckuii paiion, JJHP, 287221
e-mail: c05419815@yandex.ru

Ha Ne oT



mailto:c05419815@yandex.ru
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[Tpunoxenue Ne 24

IIpumepubii [lepeyenb yrBepKaaeMbIX JOKYMEHTOB

1. AKxThl (B cityyae, €ciid 3TO MPEAYCMOTPEHO YHUPHUIIMPOBAaHHOM (POpMOil aKTa MiH
HOPMATHUBHBIMU MMPABOBLIMU aKTAMH);

2.

NownkEw

8.

I'paduku paboT, OTIMYCKOB, CMEHHOCTH.

JIOMKHOCTHBIE UHCTPYKIIUH, TOJKHOCTHBIE PETJIaMEHTHI.

NHcTpyKuuu (TEXHOIOTHYECKUE, IO TEXHUKE O€30MTaCHOCTH H [Ip. ).
Knaccudukarops! nnpopmammu, JOKyMEHTOB.

MeTtoaudeckie peKoOMEHAANN, METOJUIECKIE YKa3aHHsI, METOIUKH.
HomeHnknatypa aen opraHu3alum.

HopMbl 1 HOpMaTUBEI (BpEMEHH, YUCIIEHHOCTH PAOOTHUKOB, PAacX0/1a ChIpbs U

MaTEpHUaIOB, dJICKTPOIHEPTUN ).

9.

Omnucu aen (MOCTOSHHOTO BpeMEHHBIX (cBbile 10 JieT) CpOKOB XpaHEHUS U 1O

JUYHOMY COCTaBY).

10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.

OTt4eTsl (O BBIOJHEHUH TJIAHOB, IPOTPAMM H JIp. ).
[Tepeunu (oymKHOCTEH, OpraHu3aiuii, BUA0B HHGOPMAIIIH, TOKYMEHTOB).
[1nanbl (kpoMe onepaTUBHBIX ).

[Tomatukw.

[Tonoxenus.

[Topsnku.

[IpaBuina.

IIporpammei.

PernaMeHTsI (B TOM YHuCJIe aAMUHUCTPATUBHBIE).
CranpapTsl OpraHM3alnm.

CrpyKTypa 1 mTaTHas YACIEHHOCTb.

YcraBsl.

YuudunupoBanubsie GOpMbl JOKYMEHTOB.
[lITaTHOE pacniucanue.
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[Tpunoxenue Ne 25
JINCT COI'JIACOBAHMUSA

K MPOEKTY PACHOPSKEHUA/TIOCTAHOBJIeHNS AaMuHucTpannu CrapodenmeBcKoro
MYyHHIUNAJbHOTO0 oKkpyra /lonenkoit Hapoanoii Pecny0smku

|3 170 (53 2 (0123213 07 (ST C SO
L 0L ) o PPt »

CornacoBanue pa3pabOTUYNKOB U UCIOJHUTENIECH MPOEKTa PaclopsyKeHHsI/IOCTaHOBJICHHUS:

®.N.0. 3ameniaemasi JOJHKHOCTh Jara [Toanuck
COTJIaCOBaHUS

3aMecTHUTENb IJ1aBbl AJIMUHUCTPAIIUU
(o HampaBJICHUIO)

Havanbauk huHAHCOBOTO OpraHa
AJIMHUHUCTpAIUH, €CIU ITPOCKT
KacaeTcsl (PMHAHCOBOH JeITEIbHOCTH

PykoBoauTtens CTpyKTypHOTO
nojapasaeneHus AIMUHUCTPALINH,
MOJITOTOBUBIIETO MTPOCKT

PykoBoauTtens (COTpYAHUK)
OPUIMYECKOTO OT/IEIIa
AJIMUHHUCTpaIUU

Ynpaistomuyii AeaaMu
AJIMUHHUCTpaIUU
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[Tpunoxenue Ne 26
Baank nporokoJsia (coBenaHus, 3aceJaHusA KOMUCCHH U JP.)

Anvunuctpanuu Ctapo0enmeBcKOro MyHUIMNAJIBHOTO okpyra Jlonenxoit Hapoanoi
PecnyOimnku

AJIMUHUCTPALNS
CTAPOBEIIEBCKOI'O MYHHIIMITAJTBHOTO OKPYT'A
JTOHELIKOM HAPOIHOM PECITYBJIUKH

ITPOTOKO.1
3aceaHus

Jata CrapoberiieBo No

IIpencenarens — @amunusa 1.0.
Cexperapsp - @amunusa 1.0.
[IpucyTcTBOBaNM: 7 4€IOBEK (CHUCOK MPHUJIAracTcs)

I[TOBECTKA JIHA:

Hoxnamuuk: @amunus 1.0.

1. CJIVIIAJIN:

Oavumuga 1. 0.0 ..............
BBICTVYIIWJIN:

Oavumua 1. O..................
IIOCTAHOBUIIMA: ..................

[Ipencenarens 14
CexkpeTtapb .
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[Tpunoxenue Ne 27

Bbiank KpaTKoro nmpoTokoJia (CoBelaHusi, 3aceJaHuss KOMUCCUM U JIP)
Anvunuctpanuu Ctapo0emeBcKOro MyHUIIMIIAJIBHOTO OKPYra
Jonenxoit Hapoanoii Pecny0simku

AJIMHUHHUCTPALIIUA
CTAPOBEHIEBCKOI'O MYHHUIIUITAJIBHOI'O OKPYT'A
JOHEIIKOU HAPOAHOMU PECITYBJIMKH

MMPOTOKO.JI
COBEILlaHus
(HaMMEHOBaHUE BOIIPOCA)
Hara CrapobenieBo Ne

IIpencenarens - N.O. ®amuins
IIpucyrcTBOBanm:
HaumenoBanue nomxHoctelt - 1.0, @amunuu (B aipaBUTHOM MOPSIKE)

I. O BoInoJIHEHNH I'0/I0BOI0 IJIAHA..........

(®.1.0. BBICTYNIUBIIMX NPH 00CYKIEHUN BOIIPOCA)

1. Pemenue, mpuHsATOE B X04€ 00CYXKISHHUS JAaHHOTO BOIIPOCa
2.
II. O BBEICHHUM MEP MO.vvvvrrrrecccccoosnnnnnce

(®.1.0. BBICTYNIUBIIMX NPH 00CYKICHUN BOIIPOCA)

N —

[Ipencenarens N.0. Gamunus
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[Tpunoxenune Ne 28

KYPHAJI
perucTpanuy NpaBoBbIX AKTOB B AaMuHHcTpannu CrapodemeBcKoro
MYyHHIUNAJbHOTO0 oKpyra /lonenkoit Hapoanoii Pecny0sinku

roj
Ne Homep Tara HanMeHoBaHMe HOPMATHUBHOIO NIPABOBOI0 Tpnveuanue
n/n aKTa
1 2 3 4 5
1 1 09.01.2024 | O BHeceHMH HU3MEHEHHH B cocTaB EnuHOil
KOMHCCHHU
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[Tpunoxenue Ne 29

Anmunuctparust CTapo0OemeBcKoro paiioHa

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31

PETUCTPAIIMOHHO-KOHTPOJIBHASA KAPTOYKA

OTMETKH 0
KOHTpPOJIC

IIpennoxenue,
3asBJIEHHE, JKajlo0a

KoiekrusHoe,

MHAUBHU1YaJIbHOE

KoppecnongaeHt

TlosydeHo no4uToii/mogaHo

JINYHO

Ha nuynom npuéme

WHAEKCBI

JlaTa nomydenns Perncrpannonnsiii maaexc
BOIIPOC

110JIBOIIPOC

[Ipenpiyme oopalieHus

KopoTkoe coznepkanue

Kareropus 3asBurens

Pesoumons

ABTOp pe30TIOIUHI Hcnonueno 3a
JTHen

CpOK HCITOJTHEHUS
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XO0J1 UCTIOJTHEHUS

JlaTa mepefadu Ha UCTIOTHEHHE HVcnionuautens Pocnuch 0 nonydyeHuu KoHTposbHbIE OTMETKH

[IpoBepeno Ha MecTe 20 T. JIeTTy TaTOM
COTPYJHUKOM armapara

Jara, HUHJEKC HCIIOJTHEHHUS Anpecar Pemeno

Pesynbrar 1.

paccMoTpeHHs

BOIIPOCOB :
C KOHTpOJISI CHSUT IToanuce

Heno Tom JIuctoB Donp
Ornuch Jleno
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KAPTOYKA JIMYHOT O ITPUEMA

Ne  or« » 20 T
d.M1.0. noceturens

ITpunoxxenue Ne 30

Anpec, renedon

JlaTa mpuema

Conepxanue Borpoca

Uctnomautens

Pezonrorus

(moAmuChH
Cpok ucnoJIHeHUA
ABTOp pe3001UHN
[ara nepenaun Komy nampasieHo [Ipumeuanus

HUCIIOJITHUTCIIIO
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KYPHAJI

[Tpunoxenue Ne 31

perucTpamun BXOJAIIMX J0OKYMEHTOB

roJ Hauar:
OKoHYEH:
Ne [ara Koppecnonenr, Kpatkoe Peszomrorust | Otmerka 06 | [Ipumeuanue
/Tl | TOCTYIUICHUS JaTa v UHACKC coliep’)KaHue | WJIM KOMY | HCIOJIHEHHH
1 UHIOCKC MMOCTYIIMBLICTO HaITpaBJICH
JOKYMEHTa JIOKYMEHTa JIOKYMEHT
1 2 3 4 5 6 7
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KYPHAJI
perucTpanuy HCXOAAIUX JOKYMEHTOB

[Tpunoxenue Ne 32

roJ Hauar:
OKoHuYeH:
Ne [Hara Perucrpanuonnslii Bun 3arosioBok | Mcnonnurens | [Ipumedanue
/0 | JTOKYMEHTa | HOMEp JOKYMEHTa | TOKyMeHTa | (KpaTkoe
coJiepKaHue
JIOKYMEHTA)
| 2 3 4 5 6 7
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[Tpunoxxenue Ne 33

HomenkiiaTypa aes opranusaumuu

VTBEPXIAIO

(HauMeHOBaHUE TOCYAapCTBEHHOTO
oprasna, opraHa MeCTHOTO
CaMOYTIpaBJICHUSI, OPraHU3aAI1H )

HOMEHKIJIATYPA JIEJI (HaUMEHOBaHHE JOKHOCTH PYyKOBOIMTEIIS

HJIK UHOT'O YIIOJJHOMOYCHHOI'O UM JII/II_Ia)

Ha roj
(moamnuce) (pacmudpoBKa MOANKCH)
(mara)
Cpox
KonnuectBo P
Nnpekc xpaHeHus u Ne

3aroJoBOK Jiena TOMOB [Iprnmeuanus

Jena . CTaTbH 110

(dacreit)
IIEPEYHIO
| 2 3 4 5

HazBanue paznena

HanmenoBanue nOJHKHOCTH
PYKOBOJUTENS CITY>KObI JEIONPOU3BOICTBA
OpraHu3anuu

(moamnuce) (pacmmdpoBKa MOAMKCH)

(mara)

Buza pykoBoauTens (JiMila OTBETCTBEHHOTO 32 apXUB)

COT'JIACOBAHO YTBEPXJIEHA
[TpoToxon OK (11DK) [TpoTtoxon DIIK apxuBHOTO
OpraHu3aIuu YUPEIKIACHUS

oT No oT Ne
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Hrorosas 3anuce o KaTCropuAaX U KOJIUYICCTBE OCII,

3aBCJICHHBIX B

roagy B opraHu3ainun

B Tom uncne
ITo cpokaMm xpaHeHUs Bcero Tepexonsx C ormeTkoit
«OIIK»
1 2 3 4

Ha 6ymaxkxnoM HOCHTEIE

(ipu HaMMYKMKM THOPUIHBIX Jiell, ToM(a) Ha OyMa)KHOM HOCHUTEJIC YUYUTHIBAIOTCS B
pasznerne Tabmuiel «Ha OymMakHOM HOCHTENE), TOM(2) Ha SJIEKTPOHHOM HOCHUTEIe
YUHUTBIBAIOTCS B pa3zelie TaOIHIIbl « DJICKTPOHHBIX):

IlocTostHHOTO

Bpemennoro (cBbie 10
JIEeT)

Bpemennoro (g0 10 net
BKJIFOUUTEIIHHO)

DIIEKTPOHHBIX

(npu HanMUUM TUOPUIHBIX Jel, ToM(a) Ha OyMa)KHOM HOCUTEJIE YUUTHIBAIOTCS B
paznene Ttabmuibl «Ha OymMaxxHOM HOcHTENe», ToM(a) Ha 3JIEKTPOHHOM HOCHUTEINE
YUHUTHIBAIOTCS B pa3zelie TaOIHIIbl « IJTCKTPOHHBIXY):

IlocTossHHOTO

Bpemennoro (cBbie 10
JIeT)

Bpemennoro (a0 10 net
BKJIFOUMTEIIHHO)

HUTOI'O:

Hanmenosanue nOJKHOCTH

PYKOBOJIUTEIISI CITY>KOBI JIETONPOU3BOICTBA

OpraHu3aIuu

(mara)

(moamuce)

HToroBeie CBeJEHUS IEPEIAHBI B APXUB
HanMeHnoBaHue 1OKHOCTH pabOTHHUKA

apxvBa

(mara)

(moamuce)

(pacmudpoBKa MOAMHUCH)

(pacuudpoBka moanucy)
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[Tpunoxenue Ne 34

HomenkiiaTypa aes CTPYKTYPHOIO MoApa3aejieHusi OpraHu3anum

(HaI/IMeHOBaHI/Ie TOCYJapCTBEHHOI'O OpraHa, opraHa MECTHOI'O CaMOYITPaBJICHHA, OpFaHI/IBaHI/II/I)

(HaMMEHOBaHUE CTPYKTYPHOTO MOAPA3ICICHNUS)

HOMEHKIJIATYPA JIEJI

Ha rox
(K HOMEHKJIAType JIeJ CTPYKTYPHOTO MOJIpa3ieJICHUs 10
OKOHYaHUU KaJICHAAPHOTO I'0jla COCTaBIISIETCS] UTOTOBAasl 3alKCh
10 pEKOMEHTyeMoMYy 00pa3ily, yKa3aHHOUW B MPWJIOKEHUH 12,
U JIeJaeTCsl OTMETKA O Mepe/iaue UTOTOBBIX CBEACHUMN B CITyKOY
JOY opranuzanuu)

KomunuectBo | Cpok XpaHeHust
Nunekc
nena 3aroJoBOK Jiena TOMOB u Ne crarbu o | [Ipumeuanus
(dacreit) MIEPEYHIO
1 2 3 4 5

Ha3zBanue paznena

Hanmenosanue nOJKHOCTH
PYKOBOJIUTEIS CTPYKTYPHOTO

MoJIpa3AcCHuUs

(mara)

COI'JTACOBAHO

(moamnwucs)

(mpu Hamuuuu DK cTpyKTypHOTO mojapasesieHus)

[TpoTokon K cTpyKTypHOTO

oJIpa3e/iCHuUs

oT

No

(pacuudpoBKa MOIUCH)
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Jlucr-3aBepureJn aesia

JINCT-3ABEPUTEJIb JIEJIA Ne

B nene nmommuTo u JInctoB
MIPOHYMEPOBAHO

(tmudpaMu ¥ IPOITHCHIO)

c No o No , B TOM YHCIJIC:

JlutepHbie HOMEpA JTUCTOB

[IponymenHsle HOMepa

JHMCTOB
+ JIMCTOB BHYTPEHHEN
OINCHU
Oco0eHHOCTH (PU3UYECKOTO COCTOSTHUSA U (POPMHUPOBAHHUS Howmepa nucroB
aena
1 2

Hanmenosanue nOJKHOCTH
paboTHUKA

(moamuce) (pacmudpoBKa MOANKCH)

(mara)
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BHyTpeHHss ONUCH JOKYMEHTOB /ieJia

BHyTpeHH: OnuCh TOKYMEHTOB

nena Ne
Ne /i | PeructpannoHHbIi Hara 3aroJoBOK NoNe [Ipumeuanus
Ne noxkymeHnta | moKymeHTa JTOKYMEHTa JIUCTOB
Jena
1 2 3 4 5 6
Hroro JIOKYMEHTOB.
(mrdpamMu ¥ IPOIHCHIO)

KosnuecTBO TMCTOB BHYTPEHHEN JUI.
OMUCH

(mudpaMu 1 TPOITHUCHIO)

HanMmeHnoBaHue nOKHOCTH
JINIIA, COCTABUBIIIETO
BHYTPEHHIOIO OMKUCH
JTOKYMEHTOB JIeJia

(moamnuce) (pacmm@poBKa MoANUCH)

(mara)




107

[Tpunoxenue Ne 37

@opma KapThI-3aMeCTUTEJIS J1e1a

HaunmenoBanue opraHusalnunun

KAPTA-3AMECTHUTEJIb AEJIA

Jleno

(Ne u Ha3BaHue)
Onuce

(Ne u1 Ha3BaHUe)
donn

(Ne m Ha3BaHue)

BBII[aHO BO BPCMCHHOC I10JIb30BAHHUC (“IPIT&HBHBIIZ 3aJ'I)Z

Ne i/t ®.1.0. nonb3oBaTens Jlata BeLIAYM Jlata Bo3Bpara
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Onuceh A€ MOCTOAHHOI'O XPAaHCHUA

(HaMMeHOBaHHE TOCYIaPCTBEHHOTO OPraHa,
opraHa MECTHOTO CaMOYTIPABJICHH,

VTBEPXJIAIO

OpraHU3aI1H)

(HaI/IMeHOBaHI/IC JOJIDKHOCTHU pYKOBOZ[I/ITe.H}I
®onpg Ne VI HHOTO YIIOJTHOMOYEHHOTO MM JIUIIA)
OIINCDH Ne
€], JOKyMEHTOB IIOCTOSHHOTO (moamuch) (pacumdposka
XpaHEeHUS nozuHCH)
3a ToJ

(mara)
Ne | Unnexc Kpaiiaue | Konnuectso
3aroJIoBOK Jiejia [Tpumevanus
/11 zena TaThI JINCTOB
1 2 3 4 5 6

Hazpanue pa3aciia

B nanub1ii pa3gen onucu
BHECEHO

(mudpaMu 1 TPOIUCHIO)

Hen

c Ne o Ne

, B TOM 4HCJIC

JIUTEPHBIE
HOMEpa:

MIPONYIICHHBIE
HOMEpa:

HaunmenoBanue JOJDKHOCTHU COCTAaBUTCIIA

OITNCH
(moamuce)
(mata)
HaumeHnoBaHue 10JKHOCTH pyKOBOJIUTEINS apXHBa (B
cllydae, €CIM 3a OpraHU3allii0 apXUBHOTO XPaHEHHUS
OTBEUAET PYKOBOAMTENb OpraHU3allid, OIKCH
MIOJNNCHIBAETCA JIUIIOM, OTBETCTBEHHBIM 3a APXUB)
(moamuce)

(mara)

(pacmm@poBKa MOANKUCH)

(pacmm@poBKa MOANKUCH)
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COI''TACOBAHO YTBEPXJIEHA
[IpoToxon OK opranuzanuu [IpoTokon DK apxuBHOTO
yUpEeKIACHUS

oT No oT No
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Omnuce e BpeMeHHOro (ceoiie 10 j1er) cpoka XxpaHeHUs

YTBEPXIAIO

(HaMMeHOBaHKE TOCY/IapCTBEHHOTO OPraHa,
opraHa MECTHOTO CaMOYTIPaBJICHH,

OpraHU3aIiH)

(HaI/IMeHOBaHI/Ie AOJDKHOCTU PYKOBOAUTCIIA
®oHj Ne WJIM HHOTO YIIOJTHOMOYEHHOTO MM JIUIIA)
OIINCH No
e, TOKyMEHTOB BPEMEHHBIX (moamce) (pacurupoBka
(cBbrmie 10 1eT) CpOKOB XpaHEHUS noanycH)
3a roj

(mara)
No | UHnekc Kpaiinue Cpoxk KomnnuectBo
3aroJoBOK Jena [Iprnmeuanus
n/m| nena JaThl | XpaHEHUS JIUCTOB
1 2 3 4 5 6 7

HazBanue paznena

| | | | | |

B nannbIi pasgen onucu BHECEHO

(undpamu 1 MPONUCHIO)

Ien
¢ Ne 1o No , B TOM 4HCJIE
JUTEPHBIC HOMEpa:

IIPOIYILIEHHEIE
HOMEDa:

HaumenoBanue nOIHKHOCTH
COCTABUTEJIA OIHUCH

(moamuce) (pacmudpoBKa MOAMKCH)

(mara)

Hanmenosanue HOHKHOCTH
PYKOBOAUTENS ApXHUBA
(B ciywyae, eciad 3a OpraHU3aIUIO

APXHUBHOI'O XPpaHCHUA O0TBCHAcCT
PYKOBOJIUTCIIb OpraHu3aluuv, OIIMCh
IMOAITMCBIBACTCA JUIIOM,

OTBETCTBEHHBIM 32 apXUB)

(moamuce) (pacmudpoBKa MOAMKCH)
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(mara)

COI''TACOBAHO YTBEPXJIEHA
[IpoTokon DK opranuzanuu [IpoTokon K apxuBHOTO
YUpEKIACHUS

OoT No oT No




112

[Tpunoxenue Ne 40

AKT
0 BBIJICJICHUM K YHUITOKCHHUIO (apXI/IBHle) AOKYMEHTOB, HE ITOJIC/KAIIIUX XPAHCHHUIO
YTBEPXJIAIO
(HanMeHOBaHUE roCy1apCTBEHHOI'O OpraHa,
OpraHa MECTHOI'O CaMOYIIpaBJICHHUS,
OpraHU3aIiH)
AKT (HanMeHOBaHUE TOJHDKHOCTU PYKOBOJUTENS UIH
MHOTO YIIOJIHOMOYEHHOTO UM JIMLIA)
Ne
(mara)
O BBIJICJIEHUU K YHUUYTOKEHUIO (ApXUBHBIX ) (moamuce) (pacmmdpoBKa MOAMHCH)

JIOKYMEHTOB, HE TIOJJIC)KAIMX XPAHCHUIO
(mara)

Ha ocHOBanumn

(HaSBaHI/Ie 1 BbIXOOHBIC JAHHBIC IICPCUHA JOKYMCHTOB C YKA3aHUEM CPOKOB UX XpaHeHI/ISI)

OTO6paHBI K YHUYTOXXCHHUIO KaK HC UMCIOIIHC Hay‘lHO-HCTOpH‘{eCKOﬁ IHCHHOCTH U YTPATHUBIIUC

IMPAKTHYCCKOC 3HAYCHNC JOKYMCHTBI (IJOHIIa No
(Ne u Ha3Banue ¢onHaa)

NoNe onucu
(pu BbIIETEHUH
K YHUUYTOXEHUIO
3aroyI0BOK Y Ne en.xp. mo Cpoku
JOKYMEHTOB MpHU
nena onucH (MHAEKC xpanenus | Ilpu
Ne . IIOATOTOBKE JIE]1 KonnuecTtso
(rpynmoBoii I'oxbr o n NeNe Meua
/11 K Iepeade B en.xp. (nen) .
3aroJIoBOK apXHB HOMEHKJIAaType cTaTei mo | Hus
OKYMEHTOB el NIEPEYHIO
HOKY ) OpraHu3aIuy, Aen) p
rpada He
3aMoIHsIeTCs])
1 2 3 4 5 6 7 8
Hroro en.xp. (e, SJIEKTPOHHBIX JIeT) 3a TOJBI.
(mudpamMu ¥ IPOIUCHIO)
Ommcn ACI IIOCTOAHHOI'O XpaHCHUA T'OJbl YTBCPIKIACHBI 9K
3a
(HauMEeHOBaHHME APXUBHOTO YUPEXKICHHS)
npoTtokosr N OT

HanmenoBanue noKHOCTH
PYKOBOJUTENSA CIY>XObl JI€JOMPOU3BOICTBA
OpraHu3anuu
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(monmuce) (pacmmdpoBKa MOAMKCH)

(mara)

COI'JTACOBAHO YTBEPXIEH
[Iporokon DK opranuzanuu [Iporokon DK apxuBHOTO

YUPEKIACHUS

oT No OT Ne
JIOKyMEHTBI B KOJIM4ECTBE e1.Xp. (e, NEKTPOHHBIX J1EN):
KOJIMYECTBE
- Ha OyMa)XKHOM HOCHTEJIE KI. CIaHbI HA YHUUYTOKCHUE
BECOM
- Ha 3JIEKTPOHHOM HOCHUTEJE CIaHbl Ha
YHUUTOXEHUE

(cioco® YHHUTOXKCHUS )

HanmeHnoBaHue JOJDKHOCTHU
pa6OTHI/IKa, CAaBIICTO JOKYMCHTBI

(moamuce) (pacmudpoBKa MOIMHCH)

(mara)

N3meHeHrs B y4eTHbBIE IOKYMEHTHI BHECEHBI
Hanmenosanue nOJKHOCTH
paboTHUKA

(moamuce) (pactmmdpoBKa MOAMHUCH)

(mara)
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Onucek A€ MOCTOAHHOI'O XPAaHCHUA

YTBEPXJIAO
(HaI/IMeHOBaHI/IC TOCYyJapCTBEHHOI'O OpraHa,
OopraHa MeCTHOTO CaMOYTIPaBIICHHUS,
OpraHU3aIHH )
DoHn (HauMeHOBaHUE JOJKHOCTH PYKOBOIUTES
NQ HJIX UHOI'O YIIOJIHOMOYCHHOI'O UM J'II/II_[a)
OII1Cb
No
JelT, TOKYMEHTOB [TOCTOSIHHOTO (moanuce) (pactmpoBka
XpaHEHUs MOZIHCH)
3a roj
(mara)
No | Unnexc Kpaitnue | KonnuectBo
3aroJioBOK Jieia [Tpumeuanus
/11 zena TaThI JINCTOB
1 2 3 4 5 6

Hazpanue pa3aciia

| | | | |

B nannb1 pazgen onucu
BHECEHO

(mudpamMu 1 TPOIUCHIO)

Hen

¢ No o Ne , B TOM 4HCJIC
JIUTEPHBIC
HOMEpa:

MIPONYIICHHBIE
HOMEpa:

HaunmenoBanue JOJDKHOCTH COCTAaBHUTCIIA
OIINCH

(moamuce) (pacmmdpoBKa MOAMKCH)

(mara)

HaumeHoBaH#e TOJDKHOCTH PYKOBOIMTENS
apxuBa (B cCllyyae, €CJId 3a OpraHU3allHio

apXUBHOTO XpaHEeHUs OTBEYaeT
PYKOBOJUTEIb OpraHu3aIuu, OTHUCH
MOAUCHIBACTCS JIMIIOM, OTBETCTBEHHBIM 3a
apXuB)

(moamuce) (pacmmdpoBKa MOAMKCH)
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(mara)

COI'NTACOBAHO YTBEPXIEHA
[Iporokon DK opranuzanuu [Iporokon DK apxuBHOTO
YUPEKACHUS

oT No oT No
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Onucek aes1 CTPYKTYPHOT0 MoaApa3/iesieHus

(HaMMeHOBaHUE rOCyIapCTBEHHOT'O OpTaHa,
opraHa MECTHOT'O CaMOYTIpaBJICHUS,
OpraHU3aI1H)

(HaMMEHOBaHUE CTPYKTYPHOTO MOAPA3/ICICHNUS)

OII1Cb
Ne
JieJ1, JOKYMEHTOB
3a roj
Cpok
XpaHEHUs
(rpada He
Ne | Unnexc Kpaitnue | 3anonnsiercs | Konnuecto
3aroJIoBOK Jieiia [Ipumeuanus
n/m| pgena JaTbl | B OIHKCH JIEJ JIMCTOB
IIOCTOSTHHOI'O
CpOKa
XpaHEHHs])
1 2 3 4 5 6 7

Ha3zBanue paznena

B nannb1i pazgen onucu
BHECEHO

(g pamMu 1 MPOMUCHIO)

Hen

c Ne

JIUTEPHBIE
HOMEpa:

o Ne

B TOM 4YHCIJIC:

MIPONYIICHHBIE
HOMEpa:

HaunmMmeHnoBaHue JOJDKHOCTHU COCTAaBUTCIIA
OIINCH

(mara)

HanmeHoBaHHME OKHOCTH PYKOBOJMTEISA
apxuBa (B Ciydae, €CIId 3a OpraHU3allHio
OTBEYaeT

apXUBHOTO XpaHEHUs

(moamuce)

(pacuudpoBKa MOAMHUCH)
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PYKOBOJUTEIb OpraHH3alNH, OIMUCH
IIOAIMCHIBACTCS JIMIIOM, OTBETCTBEHHBIM 32

apXuB)
(monmucek) (pacmudpoBka moanucy)
(mara)
COI''TACOBAHO COI'JTACOBAHO
(npu Hammuuu DK CTPYKTYpHOTO
MoApa3aAeICHUs )
HanmMeHnoBanue 10KHOCTH [Iporokon K cTpykTypHOTO
pykoBoautens ciayxxosl JJOY nojipasiesieHus
(moamucek) (pacuudpoBka
HOIUCH) oT Ne
JlaTa
ITepenan eI.Xp.
(mdpaMu ¥ IPOTIHCHIO)
u PETUCTPALIUMOHHO-KOHTPOJIBHBIX
(tmudpaMu ¥ IPOITHCHIO)
KapTOTCK K JOKYMCHTAaM.
HanMeHoBaHME TOIKHOCTH pabOTHHUKA
CTPYKTYPHOTO MOJIpa3ieJICHUs
(moamuch) (pactmmdpoBKa MOAMHUCH)
(mara)
[Tpunsin en.Xp.
(undpamu 1 MPoONUCHIO)
u PETUCTPAIMOHHO-KOHTPOJBbHBIX
(undpamu 1 MPONUCHIO)
KapTOTCK K JOKYMCHTAaM.
HanmenoBaHnue 10KHOCTH pabOTHHKA
apXuBa
(moamnuce) (pacmmdpoBKa MOAMHUCH)

(mara)
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Onuce geJ1 10 JIMYHOMY COCTABY

YTBEPXIAIO

(HaMMEeHOBaHUE roCcyapCTBEHHOIO OpraHa,
opraHa MeCTHOTO CaMOYTIpaBJICHHUS,

OpraHH3aL1H)
(HaI/IMeHOBaHI/Ie JOJIDKHOCTH PYKOBOJUTEIIA
Donp Ne WJIM UHOTO YIIOJIHOMOYEHHOI'O UM JIMLIA)
OIINCH
No
€71, JOKYMEHTOB I10 JTUYHOMY (moamnucs) (pactudposka
COCTaBy HOJIINCH)
3a roJI
(mara)

No | UHnekc Kpaiinue Cpoxk KonnuectBo

3aroJ0BOK Jiena [Iprnmeuanus
/o | Jena JaThl | XpaHEHUS JINCTOB

1 2 3 4 5 6 7

HazBanue paznena

B nannbIi pa3gen onucu BHECEHO

(mudpaMu ¥ TPOIUCHIO)

Hen
c No 1o No , B TOM 4HCJIC
JUTEpHBIC HOMEpa:
MIPONYIIEHHEIE HOMEpA:
HaumeHoBaHue TOMKHOCTH COCTABUTEIISI OITUCH
(moamuce) (pacmm@poBKa MoANucH)

(mara)

HaumenoBanue JOJDKHOCTH PYKOBOAUTCIIA

apxuBa

(B ciyyae, ecinu 3a OpPraHU3alMIO0 APXHUBHOTO

XpaHCHUA OTBCHACT PYKOBOJIUTCIIb
opraHm3anuun, OIIMCb IIOAIIMCBIBACTCA JIMIIOM,

OTBETCTBEHHBIM 32 apXUB)

(moamuce) (pacmmdpoBKa MOAMHUCH)
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(mara)

COI''TACOBAHO YTBEPXJIEHA
[IpoToxon OK opranuzanuu [IpoTokon K apxuBHOTO
YUpEKIACHUS

OoT No oT No
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Omnuce e BpeMeHHbIX (cBbIine 10 j1eT) CpOKOB XpaHeHUs

VTBEPXJIAIO

(HauMeHOBaHHE TOCY/IaPCTBEHHOTO OPraHa,
opraHa MECTHOTO CaMOYTIPABJICHH,

OpraHU3aIIH)

(HaI/IMCHOBaHI/IC AOJDKHOCTU PYKOBOIUTCIIA
®onp Ne WJIM HHOTO YIIOJTHOMOYEHHOTO MM JIUIIA)
OIIMCh  Ne
JeJ1, TOKYMEHTOB BPEMEHHBIX (mozamucs) (pacumgposka
(cBoime 10 1eT) CpOKOB XpaHEHUS MOZIHCH)
3a TOJI

(mara)
Ne | Unneke Kpaiinne | Cpok | KomuectBo
3aroyioBOK Jiena [Tpumedanus
n/u | gena JaThl | XpaHCHHs |  JIUCTOB
1 2 3 4 5 6 7

Hazpanue pas3aciia

B manHbIM paszien onucu BHECEHO

(undpamu U POIMUCHIO)

Hen
, B TOM
¢ Ne 1o Ne qucie
JIUTCPHBIC HOMCpaA:
IIPOITYLICHHbIE HOMEPA!
HaumeHnoBanue JOJIZKHOCTH COCTABUTCIIA OIIMCHU
(moamuce) (pacmmdpoBKa MOAMKCH)
(mara)
HaumenoBanue JOJDKHOCTH PYKOBOJAHWTCIIA apXUBa
(B cily4dac, CCJIIM 3a OpPraHru3ainuilo apXuBHOIO
XpPaHCHUA OTBCYACT PYKOBOJMUTCIIbL OpraHU3allnU,
OITKUCH IIOAIIMCHIBACTCIA JIMIIOM, OTBETCTBCHHBIM 34
apXuB)
(moamuce) (pacmmdpoBKa MOAMKCH)

(mara)
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COI''TACOBAHO YTBEPXJIEHA
[IpoTokon DK opranuzanuu [IpoTokon K apxuBHOTO
YUpEKIACHUS
oT No OT No
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baank nucbMa oTaes1a apXUTEKTYPbI M TPAIOCTPOUTENbCTBA AMUHUCTPALMA
Crapo0enmeBCKOro MyHUIIUNIAJIBbHOTO OKpyra Jlonenxoii Hapoanoii Pecny0sinku

AJIMHUHHUCTPALIIUA
CTAPOBEHIEBCKOI'O MYHHUIIHITAJIBHOI'O OKPYT'A
JOHEIKOU HAPOAHOMU PECITYBJIMKH

OTAEJ APXUTEKTYPBI U I'PAJJOCTPOUTEJIBCTBA

yi. Coserckas, 43, nirt CrapobemeBo, CrapobemieBckuii paiion, JIHP, 287202

e-mail: arh_otdel@mail.ru

Ne
Ha Ne oT




