AJIMUHNCTPALIMS YCIIEHCKOT'O CEJIbCOBETA
JIOKTEBCKOI'O PAMOHA AJITAMCKOI'O KPAS

HOCTAHOBJEHMUWE

25.02.2019 r. No 7
c. YcIiieHka

OO0 yTBEpXIEHUM HHCTPYKIHHU TIO
JEJTONPOU3BOICTBY B AIMUHUCTPALIU
YcneHckoro cenbcoBeTa JIOKTEBCKOTO
paiioHa ANTalCKOTO Kpas

B cootBerctBum ¢ ®enepanbabiM 3akoHOM OoT 06.10.2003 Nel31-®3
«O0 00X MPUHIMIIAX OpraHU3allMd MECTHOrO caMoyrpaBiieHusi B Poccuiickoit
denepanuu», YCTaBOM MYHHUIIUIIAILHOTO O0Opa3oBaHUs Y CIEHCKHH CEIbCOBET
JlokTeBckOro paiioHa AJTalCKOro Kpas, B I1ENsAX OOecleueHus Hu
COBEPIICHCTBOBAHUS IOKYMEHTOOOOPOTA, MOBBIIICHUS €r0 3QPEKTUBHOCTH IMYTEM
periaMeHTalud Ha €IWHOWM NPaBOBOM W METOAMYECKOM OCHOBE MpPaBUII
MOATOTOBKU JOKYMEHTOB, TEXHOJOTHH pabOThl C HUMH, OpraHM3aldd HX
TEKYIIEro XpaHEHUs U NOATOTOBKH K IEPEIave B apXUB OPraHU3alNH,
IHOCTAHOBJIAIO:

1. VTBepauTh ¥ BBECTH B JICMCTBHE MHCTPYKIMIO MO ACIOMPOU3BOICTBY
AnmuHUCTpanuu Y CHEHCKOTo cenbcoBeTa JIOKTEBCKOro pailoHa  AJITalCKOIo
Kpas .

2. Hacrosmiee mocTaHOBIECHHE OOHApOJIOBAaTh Ha OQHUIIMAIBHOM cailTe
Anmunuctpanuu JIOKTEBCKOro pailoHa B pasjeie «IOCEJICHUS» u Ha
MH(POPMALIMOHHOM CTE€HAE AJMUHUCTPAIIUU Y CIEHCKOTO CEIhCOBETA.

3. KoHTposb 3a HCIOTHEHHEM HACTOSIIETO0 PACTIOPSIKCHHMS OCTAaBIISAIO 3a
cOoOOH.

I'maBa cenbcoBeTa H.B.benoycosa



[Tpunoxenne Nel
K TIOCTAHOBJICHUIO AJIMHUHUCTpaIUN

Y CIeHCcKoro cenbcoBeETa
or 25.02.2019 No7

HHCTPYKIUA
110 AeJIONPOU3BOACTBY B AIIMUHUCTPALUMN Y CIIEHCKOI'0 CeIbCOBETa
JIOKTEeBCKOro paiioHa AJITAHUCKOr0 Kpas.

1. O0mue moJ1oKeHus

1.1. VHCTpyKIUsl MO AEIONPOU3BOJACTBY B AJMHUHUCTpALUKU Y CIIEHCKOTO
cenbcoBeTa JIokTeBCcKOro paifoHa Anraiickoro kpas (manee — HMHCTpyKIus)
pa3zpaboTaHa B LENsAX OOECIEUEHUS U COBEPIICHCTBOBAHUS JTOKYMEHTOOOOpOTA,
MOBBIIEHUS €ro 3P(HEKTUBHOCTH MyTEM pPErjlaMEeHTAIlMU Ha €IWHOM MpPaBOBOU U
METOJMYECKOW OCHOBE MPAaBWJ MOJATOTOBKHU JIOKYMEHTOB, TEXHOJOTHH pabOTHI C
HUMHM, OpPraHu3allid WX TEKYIIEro XpaHEeHHs W MOATrOTOBKHU K Mepenade B apXuB
OpraHu3aIuu.

1.2. VHCTpyKIHS OMNpeAeNseT MOPSIOK BEICHUS JEIONMPOU3BOJICTBA TIO
MpUeMy, y4eTy, MOArOTOBKE, O(POPMIIEHHUIO, IBHKEHUIO, KOHTPOJIIO HCIOJHEHHUS,
XpPAaHEHHUI0 W HCIOJb30BAHUIO JIOKYMEHTOB B AJIMHHUCTpALMUA Y CIIEHCKOTO
cenbcoBeTa JIOKTEBCKOTo paiioHa ANTaiCKOro Kpas.

1.3. YcranoBnennple MHCTpyKIMel mpaBuia BEACHHS EJIOMPOU3BOICTBA
OMPENENSAIOT OpraHu3aluilo padoThl C OPraHU3ALMOHHO-PACIOPSAUTEILHBIMU
JOKYMEHTaMH HE3aBHCUMO OT BHJIa HOCHUTENS, BKIIOYas MOJTOTOBKY,
pPErucTpaluioo, y4eT U KOHTPOJb HCHOJHEHUS JIOKYMEHTOB, OpPraHH3alUi0 HX
TEKYIIET0  XpaHEHHUs, OCYIIECTBIAEMbIE C MOMONIbI0  HMH(OPMALIMOHHO-
KOMMYHHUKAIIMOHHBIX TEXHOJOTUM paCHpOCTPaHSIOTCS Ha BCIO CIYKEOHYIO
NOKYMEHTALIMIO, HE COJEPKALLYK) CBEIACHHUS, OTHOCSIIUECS K TOCYHAapCTBEHHOMU
TaiHe.

1.4. Tlopsmoxk paboThl € JOKYMEHTaMH, COJAEpKallUMH HHGOPMALHUIO
OTPAaHUYEHHOI'0 JOCTYMa PEryJupyrTCS OTACIbHBIMU HOPMATHUBHBIMU aKTaMH,
YTBEPKIAEMbIMU PYKOBOJUTEIEM OpPTaHU3AINU.

BeneHnne cexpeTHOro AeNONnpOU3BOJICTBA OCYLIECTBISIETCA B COOTBETCTBUU
CO CIEUAIbHOW MHCTPYKLHEH, YTBEPKACHHOW MOocTaHoBieHueM [IpaBurenscTBa
Poccuiickoint @enepannu.

1.5. CocraBnenue, opopMmIIeHHE W YYET JOKYMEHTOB MO KaJpaM, Y4eTy
BOCHHOOOSI3aHHBIX MPOBOAUTCS B TMOPSJKE, YCTAaHOBICHHOM JIEHCTBYIOLIUM
3aKOHO/IATEILCTBOM, HHCTPYKIIMSIMH, MTOJOKEHUSIMU, UHBIMU NTPABOBBIMHU aKTaAMHU.

1.6. OTBETCTBEHHOCTHh 3a OPraHW3alMI0 JCIONPOU3BOJICTBA B OpraHax
BO3JIaracTCsl HA UX PyKOBOIUTENICH U (MJTH) 3aBEAYIONINX OOITUMHE OTACIAMHU.

MyHununanbHbie CILyKalue OpraHOB HECYT IIEPCOHAIBHYIO



OTBETCTBEHHOCTh 3a coOmomeHne TpeboBanwii WHCTPyKIMH, COXPaHHOCTH
HaXOJIINXCS y HUX JMOKyMeHTOB. [Ipm yTpare MOKyMEHTa MYHUIUTIATHHBIA
CITyKaIuii 00513aH HEMEIJIEHHO JTOJI0XKHUTh 00 3TOM PYKOBOJHUTEIIO OpraHa.

1.7. BHOBb TpUHATHIE MYHUIUIAIbHBIC CIYXallUe JIOJDKHBI OBIThH
03HAKOMJICHBI HETMOCPEICTBEHHBIM PYKOBOJIUTEIIEM C PermamenTom
AnmuHucTparuu  YCHEHCKOTO celbcoBeTa W WHCTpYKIMEH B TEUEHUE TSATH
pabouux qHEN co AHS MpUeMa Ha padoTy.

1.8. MHCTpyKIMs HE pacmpoCTpaHSIETCs Ha TMOPSAOK JEIONPOU3BOCTBA
CoBera genmyTatoB  YCIIEHCKOTO CEIIBCOBETA, €CIM MPABOBBIMU aKTaMH HE
YCTaHOBJICHO UHOE.

1.9. [TIlpaBuma paboOTBI C JOKyMEHTAaMH B CHCTEME DJIEKTPOHHOTO
IOKyMeHTooOOpoTa opranm3anuu (nanee - COJI) m WMHBIX HHOOPMAIMOHHBIX
CHUCTEMax, B KOTOPBIX OCYIIECTBISCTCS CO3JaHUe (BKIIOUCHUE) W XpPaHCHHE
JTOKYMEHTOB, HE JJOJDKHBI BXOAWTH B IPOTUBOPEUNE C TIOJNOKEHUIMU HCTpYKITHH.

2. O0urue TpedGoBaHus K 0(hOPMIIEHHIO TOKYMEHTOB

IIpy MOATOTOBKE MOKYMEHTOB HEOOXOAMMO coOJoAaTh TpeOoBaHUS U
npaBuia, OOECHEYMBAIOIMIME UX IOPUAMYECKYI0 CHIIy, IeJIecO000pa3HOCTh |
000CHOBAHHOCTH, ONIEPATUBHOE MCIIOJHEHNUE U UCIIOJIb30BaHHUE.

2.1. B1aHKHU 10KYMEHTOB

[lpy TOATOTOBKE JOKYMEHTOB 3a TOJNUCHIO TJABBI  CEILCOBETA,
UCIIOJIB3YIOTCS CIICTYOIINE BUIBI OJIAHKOB:

OJIaHK TTOCTAHOBJICHHUS TJIaBBI celibcoBeTa (mpuitokeHue 1);

OJIaHK PacIOpsHKEHUS TIIAaBbl cebcoBeTa (MPUIIOKEHHE 2);

OnaHk UchMa (Tpritokenue 3).

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

2.2. @opMmar 6ymaru

bnanku opopmisrorcst Ha Oeori 6ymare popmaroB A4 (210 x 297 mm), B
OTICNIBHBIX CJIydasx, NPEAYCMOTPEHHBIX (OpMON JTOKyMEHTa, — Ha JIHCTax
dopmata A3 (297 x 420 mm) u A5 (148 x 210 MM) U TIeUaTAIOTCS YSPHOUM KPACKOM
Ha OCHOBE IMPOJIOJILHOTO HJIM YTJIOBOTO PACIIOJIOKEHHUS PEKBU3HTOB.

JIOKyMEHTBI Ha OyMa)KHBIX HOCUTEISAX O(QOPMIISIOTCS Ha JIMIIEBOH CTOPOHE
aucta 0e3 000poTa, 3a HUCKIIOYCHHWEM CIy4acB, YCTAHOBJICHHBIX THIIOBBIMHU
dbopmamMu U oOpa3iaMu JOKYMEHTOB.

2.3. lonst 1 ab3amHBII OTCTY

Kaxx11p1i1 TUCT TOKyMEHTA 0JDKEH UMETh MOJIS CIEAYIONMX Pa3MEPOB:



nesoe — 20 MM;

npaBoe — 10 mmM;

BepxHee — 20 MM,

amxaee — 20 MM.

JIOKYMEHTBI JUTUTEIBHBIX CPOKOB XpaHeHus (cBbimie 10 jeT) 1omKHB UMETh
aeBoe 1noJjie He Menee 30 MM.

AG3aIHBIN OTCTYIT JOJIKEH COCTABIATH 12,5 MM.

3aroyioBKU pa3/esioB W IMOAPA3/CNIOB MeYaTaroTcs ¢ a03alHbIM OTCTYIIOM
WU IEHTPUPYIOTCS 10 IITUPUHE TEKCTA.

MHOTOCTpOYHBIC PEKBH3UTHI II€YATAIOTCS Yepe3 OJUH MEKCTPOUHBIN
WHTEpPBAJI, COCTAaBHBIC YaCTH PEKBH3UTOB OTACISAIOTCS  JIOIMOJTHUTEIHHBIM

WHTEPBAJIOM.
Tekct nokyMeHnTa nevyataercs yepe3 1 — 1,5 MexkCcTpoUHBIX HHTEpBAJIA.
NutepBan wmexay OykBaMH B CJIOBaX — OOBIUHBINA, WHTEpPBAl MEXIY

CJIOBaMU — OJIUH MPOOEII.

TekcT TOKyMeHTa BBIPAaBHUBACTCS IO IIMPUHE JIUCTA (IO TPAHMIIAM JICBOTO
U TIPABOTO TIOJICH TOKYMEHTA).

JlnuHa camMOM JJIMHHOW CTPOKM PEKBH3HUTA NPU YIIIOBOM PACIOIO0KEHUH
PEKBU3HUTOB — HE Oosiee 7,5 cM, IPU MPOIOIBLHOM PACIOJIOKEHUN PEKBU3UTOB — HE
6onee 12 cm.

Ha mnpononpHbIX OyiaHkax (OJIAHKM TIOCTAHOBJICHHWM, PaCHOPSHKCHHI,
MPHUKA30B) BCE PEKBU3HMTHI PACIIOIATAIOTCS IO IEHTPY TEKCTOBOIO IOJISI, Ha
yriaoBbIX (OJJaHKW TMHCEM) — B JICBOM BEpXHEM YIJy OJIaHKa, TIPH ITOM KaXJIbIi
AJIEMEHT PEKBU3HUTA LICHTPUPYETCSI OTHOCUTEIBHO CAMOM JJIMHHOU CTPOKH.

[Ipu moAroTOBKE JOKYMEHTOB JIONYCKA€TCA MCIOJIb30BAHUE JIUIIEBON U
000pOTHOW CTOPOHBI JucTa. [Ipy IBYCTOPOHHEM CO3JaHUU JTOKYMEHTOB IIMPHUHA
JIEBOT'O TOJISI HA JIMIIEBOM CTOPOHE JUCTA U MPaBOro Mojis Ha 0OOPOTHOM CTOPOHE
JIUCTA JOJKHBI OBITh PABHBI.

[Ipu co3gaHum AOKyMeHTa Ha JABYyX U 0Oojiee CTpaHULIaX BTOPYIO U
MOCJeAyIINe CTpaHullbl HymepytoT. Homepa cTpaHuil mOpoCTaBislFOTCS 1O
CepellMHe BEPXHEro MO JOKyMeHTa Ha pacctosaud 10 MM OT BEpXHETO Kpas
JUCTA.

[Ipu moaAroTOBKE MHOTOCTPAHUYHBIX JOKYMEHTOB O(OPMIIIETCS TUTYJIbHBIN
JIUCT

[Ipu cocTaBneHun TabIUIl TIOMYCKAETCS UCHOIb30BaHUE PU(TOB MEHBIIINX
pazmepos - N 10, 11 nr.

Jlonmyckaercss BBIACISTh MOMYKUPHBIM MIPU(PTOM PEKBU3UTHI ' agpecart,
"3aroJI0BOK K TEKCTY'" WM 'MIOAIHUCH', a TAKXKE OTJEIbHbIE ()parMEHTHI TEKCTA.

2.4. PeKBU3UTHI IOKYMEHTOB
CocTtaB pEKBU3UTOB, HCIOJIB3YEMbIX s OQPOPMIICHHS JOKYMEHTOB,

ornpenenseTcs BUIOM (Pa3HOBHIHOCTHIO) OpraHU3AIMOHHO-PACTIOPSIUTEIHLHOTO
JOKYMEHTA
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[Ipu cocraBieHuu u OQPOPMICHUU JTOKYMEHTOB MOTYT HCIOJIb30BAThCS
CJIeIYIOIINE PEKBU3UTHI:
1. HaumeHoBaHue oprana,

2. HaumeHoBaHUE CTPYKTYPHOTO TIOIpa3eICHUS;

3. CnpaBouHble JaHHBIE 00 opraHe (IMOYTOBBIA ajapec, MHIACKC, TelaedoH,

bakc);

4. HaumMeHOBaHWEC BHJA JOKyMeHTa (ITOCTAHOBJICHHE, PACIOPSKCHHE,
NpHUKa3 v T.11.);
5. JlaTa moKyMeHTa,;

6. PerucrpanimoHHBINM HOMEP JOKYMEHTA;
7. CchlTKa Ha PETUCTPAIIMOHHBIN HOMED U JaTy MOCTYIHBIIETO JOKYMEHTA,
8. Mecro cocraBienus (M31aHus) JOKYMECHTA,

9. Anpecar;

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

2.5. PexBu3ut «HammeHnoBaHue opraHa (CTPYKTYpPHOIO MoOApPa3IeJIeHusi)»

I'pud yTBEepKIeHUS TOKYMEHTA,
Pe3omronus;

3arojaoBOK K TEKCTY;

OTmeTKa 0 KOHTPOJIE;

TekcT TOKyMEHTa;

OTMeTKa O HATMYUH TIPUIT0KEHHUS;
IToanuce;

['pud cormacoBanusi JOKyMEHTA,;
Buser,

Ileuats;

OTMeTKa 00 UCIIOJTHUTEE,
OTmeTKa 0 3aBEpEHUU KOIUH;

OTMeTKa 0 MOCTYIUIEHUH IOKYMEHTA,
OTMeTKa 0 HapaBJICHUU JOKYMEHTA B JIENO.

BaxHbIM pPEKBU3UTOM JOKYMEHTA
HAaUMEHOBAHHUS OpraHa-aBTOpa JOKYMEHTa, OHO YKa3blBaeTcs Ha OJlaHKaxX, B

COOTBCTCTBHHU C YUPCAUTCIBbHBIMA JOKYMCHTAMMU.

2.6. PexkBm3uT «CnipaBoYHbIe JaHHbIE 00 OpraHe»

ABIACTCA  IIPABHUIIBHOC

yKa3aHue

OTOT pEKBU3UT, KaK MPABUIIO, SIBIISIETCS IPUHAJJICKHOCTBIO OJaHKa OopraHa
¥ BKJIFOYAET TMOYTOBBIA anapec (B T.4. WMHAEKC), HOMepa Tele(OHOB H JIPYTHUE
CBEJICHHS IO YCMOTPECHHIO opraHa (Homepa (pakcoB, ajpec 3JICKTPOHHOU ITOYTHI

u ap.).

2.7. PexBu3ut «HanMeHOBaHHE BHAA TOKYMEHTa»

O06s3aTeIbHBIM PCKBU3UTOM CJIy}KC6HI>IX JOKYMCHTOB, 3da HCKIIOYCHHCM



MACEM, SIBISIETCS YKA3aHUE UX BUJA. MTOCTAHOBJIECHHUE, PACHOPSIKEHUE, MPOTOKOI,
1aH paboThl, HHGOpMALIMS U T.1.

JIaHHBI PEKBU3HUT YKA3bIBACTCS MOJ HAMMEHOBAHWUEM OpraHa, 1o LEHTPY.
B nporokone — HMXKE HAMMEHOBAHUS KOJUIETMAJbHOTO OpraHa, B 3asBIICHUH,
CIIyK€OHOM 3amuCKe — HUXKE PEKBU3UTa «AJlpecar», B aKTe€ — HHIXKE PEKBU3HUTA
«'pud yTBEpKIACHUIY.

Bubl mpaBoOBBIX aKTOB!

[TocTanoBnEHHWE, PACHOPSIKEHUE TIJaBbl CEIbCOBETA — IIPABOBBIC aKTHI,
W37aBAEMBIE TJIABOM CEJIbCOBETA IO BOMPOCAM MECTHOTO 3HAYEHHUS U HUHBIM
BOIPOCAM, OTHECEHHbBIM K €ro KOMIETCHIMA YCTAaBOM MYHHUIMIAJIbHOTO
oOpazoBaHus YCIEHCKUU celbcoBeT JIOKTEBCKOro pailoHa ANTalCKOTrO Kpas B
COOTBETCTBUHU C peJiepaibHbIMU 3aKOHAMU.

[TocTaHOBIEHNE AAMUHUCTpPALIMU CEJILCOBETa— MPABOBOM aKT, U3JABACMbIi
[JIaBOM CENIbCOBETA, B MpeAenax HMX IOJHOMOYMM II0 BONPOCAM MECTHOTO
3HQYEHHUs] W  BONpPOCAM, CBSI3aHHBIM C  OCYIIECTBICHHUEM  OTICIbHBIX

rOCyJIapCTBEHHBIX MTOJTHOMOYUH, MEePEIAHHBIX oprasHam MECTHOTO
camoymnpaBieHus: (peaeparbHbIMU 3aKOHAMU U 3aKOHAMU AJITaliCKOro Kpasi.
Pacnopsixkenne  AAMUHHCTpalMM — CEJILCOBETA — 1OpaBOBOM  aKT

AJMUHHUCTpalMU CEJIbCOBETA, M3/aBa€Mblil MO BOMpPOCAM OpraHu3aluu padoThl
aIMHUHUCTPALINU CEITbCOBETA.

IIpuka3 — T[paBOBOM aKT, W3AaBAEMbId PYKOBOJUTEIEM OpraHa,
ABJISIOIIETOCS OPUANYECKUM JIMLOM, JUJI PELICHUS BOINPOCOB, OTHECEHHBIX K
KOMIIETECHI[MN OPTaHa.

2.8. PexkBu3ur «JlaTa 1oKymMeHTa»

CnyxeOHbIM JOKYMEHT JIOJKEH HMMETh JaTy, B COCTaB KOTOPOM BXOAST
YHCJI0, MECSI U TO/I.

JI1s1 IpOTOKOJIOB Pa3IMYHBIX 3aCENaHUM TATOU SBJISETCS JE€Hb, MECAL] U TOJ
WX MPOBECHUS, a JJisl TOCTAHOBJIEHUMN, paCOPSKEHUM, TPUKA30B U MUCEM — JICHb
WX PETUCTPALIMH.

Jatoii mokymeHTa, TpeOYIOIIEro YTBEPXKACHUS, CUMUTAETCS JlaTa €ro
YTBEPKICHUS.

[ara JIOKYMEHTa opopmiisieTcs apaObCKuMu uudpamu B
MOCJIEI0BAaTEILHOCTU: JIEHb Mecdlla, Mecsl, Trol. JleHp wmecsdlma U Mecsiy
OoQOpMIIIIOT JABYMS MapamMu apaOCKux LU(P, pa3leeHHbIMH TOYKOH, Troj —
YEeThIpbMS apabCKUMU U paMu,

Hanpumep, 15.03.2018

Ecnu umncno wimM mOpSOKOBBIA HOMEpP Mecsla SBISIETCA OAHO3HAYHBIM
YUCJIOM, TO niepe udpoi CTaBUTCS HOJIb,

Hanpumep, 05.03.2018
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B cnydasx, mnpeaycMOTpeHHBIX OJlaHKaMH WM TUHOOBBIMU (opmMaMu
JIOKYMEHTOB, JIOMyCKaeTCsl CIIOBECHO-IIU(POBOI crtocod oopMiieHust 1aThl,

Harpumep, 05 mapra 2018 r.

JlaTa moanmucaHus yKa3pIBaeTCs B JIEBOW BEpXHEH 4acTH JOKYMEHTA.

Ecnmu mokyMeHT roToBUTCS HE Ha OJaHKE, TO JaTa MPOCTABISICTCS IO
HAUMEHOBAaHWEM JIOJDKHOCTHOTO JIWIIA, TIOJIHUCABIIETO JTOKYMEHT, HIDKE Ha
2 — 3 MEeKCTPOYHBIX UHTEPBAJIA.

Bce oTMeTkr Ha CITy’)KeOHBIX TOKYMEHTaX, CBSI3aHHBIE C WX MPOXOKICHUEM
Y UCTIOJTHEHUEM, TATUPYIOTCS M TTOITUCHIBAIOTCA.

JlaToli  mOKyMeHTa, W3JaHHOTO COBMECTHO JBYMS WIHW  OoJiee
OopraHm3anusMu  (IOJDKHOCTHBIMU  JIMIIAMH), SBJSCTCS  JaTa  IOJITUCAHHS
JOKYMEHTA MOCIETHEN CTOPOHOM.

JlaHHBIN PEKBU3UT 00S3aTEIICH JIJIST BCEX BUAOB JIOKYMEHTOB.

2.9. PexBu3uT «PerncTpanuoHHbIA HOMEP JOKYMEHTA»

PeructpaniioHHblii HOMEp JIOKyMEeHTa — UU(poBo uiaM OYKBEHHO-
uudpoBor HUACHTU(DUKATOP JOKYMEHTa, KOTOpPbIM (opMupyeTcs Ha OCHOBE
NPHUCBOECHHOrO TopsakoBoro Homepa CDOJ] (mpu Haimuuu), OYKBEHHOTO
COKpAILIEHUs BUJA JOKYMEHTA, MOPSJAKOBOTO HOMEPA TOKYMEHTA.

Ha poxymeHTe, MOANMCAaHHOM COBMECTHO JBYMsi W 0Ooliee oOpraHamu
(opraHuzanusMu), TPOCTABJISIOTCS PETUCTPAIMOHHBIE HOMEpa JOKYMEHTa,
MPUCBOCHHBIC KaXJbIM HM3 HUX. PerucrpalloOHHbIE HOMEpa MPOCTAaBISAIOTCS B
MOpSAKE YKa3aHWsd HAWMMCHOBAHUM OpraHu3alvid B  3arojlOBOYHOM YacTH
(mpeamOyIe) JOKYMEHTA B OTACISIOTCS APYT OT APyra KOCOM YepTOi.

JlaHHBIN PEeKBU3UT 00s3aTENEeH JJIsI BCEX BHJIOB JIOKYMEHTOB, MOJICKAIINX
perucTpaluu.

2.10. PexBu3uT «CcblIKa HA PErUCTPAIMOHHBINH HOMEP U 1aTy
NMOCTYNHUBIIEr0 JOKYMEHTa»

Ccpulka Ha PErucTpallMOHHBIA HOMEpP M JIaTy IMOCTYNHBIIETO JOKYMEHTA
WCIMOJIB3YETCSI TOJBKO B TEX JOKYMEHTAX, KOTOPBIE SBISIIOTCA OTBETAMH, U
BKJIFOUAET JAaTy M PETHCTPAUMOHHBIA HOMEpP IOOKYMEHTa, Ha KOTOPBIM JaeTcs
OTBET, HAITPUMED,

Ha Ne03-24/147 ot 03.02.2018
B TekcT mHMchMa-oTBETa CBEAEHUS O PETMCTPALMOHHOM HOMEpE W JaTe
MOCTYIHBILETO MHCbMa HE BKIFOUAIOTCS.

2.11. PekBu3uT «Anpecar»

AnpecaToM  JOKyMEHTa MOXET OBbITh OpraHu3aius, CTPYKTYpHOE



noApa3ejaeHue Opranu3alliu, T0HKHOCTHOE WA (PU3NUECKOE JIUIIO.

PexBusut «Anpecar» opopmiasieTcs Ha OJIaHKE C YIJIOBBIM PACIOI0XKEHUEM
PEKBU3UTOB - B BEpXHEW MpaBOM 4YacTU JOKYMEHTa, Ha OJIaHKE C MPOJAOJIbHBIM
PaCIlONIOKEHHEM PEKBU3UTOB - CHOpaBa MOJ peKkBuU3UTamMu OnaHka. CTpoku
pEeKBH3UTA «AJpecaT» BBIPABHHUBAIOTCA IO JEBOMY Kpal0 WIM LUEHTPYIOTCA
OTHOCUTEIIBHO CaMOM JITIMHHOM CTPOKHU.

[Ipu agpecoBaHMM NOKYMEHTa JOJKHOCTHOMY WM (DPU3UYECKOMY JIUILY
WHULMAJIBL yKa3bIBalOTCs mepen damuinueil. HauMeHoBaHue opraHu3aluv U €€
MOJPa3ICIICHUs YKa3bIBAIOTCA B UMEHUTEIIBHOM AJ1€5KE, HAIPUMED:

Anmunuctpanus JIOKTEBCKOTo pailoHa
Komwurer no nemnam apxuBoB

JIOJDKHOCTh  IMLa, KOTOPOMY aJpPECOBAH JIOKYMEHT, YKa3blBalOT B
JATEJIbHOM MaJIeKE, HAPUMED:

Anmunauctpanus JIOKTEBCKOTo pailoHa
Komwurer no nemnam apxuBoB
Havaneauky otaena

N.O.damummsg

IIpn agpecoBaHnMr TOKYMEHTA PYKOBOJMTENO OpPraHa, IOPUANYECKOrO JIUIA
HAaNMEHOBAaHHWE €ro BXOJAUT B COCTaB HAMMEHOBAHHMS JIOJDKHOCTH ajJpecara,
Hanpumep,

[Ipencenarento M3bupaTenbHOi
KOMHUCCHHU ANITalCKOIo Kpas
N.O0.®amunus

Ecnau nokymeHT oTmpaBisieTcsl B HECKOJIBKO OJHOPOAHBIX OpPraHu3aluii, TO
WX ClIeJyeT yKa3bIBaTh 0000IEHHO, HAIIPUMED,

PykoBoaurenam npeanpusitui
CTPOUTEIBHOTO KOMIIEKCA

[lpn paccbiike AOKyMEHTa HE BCEM OpTaHU3alMsAM WIH CTPYKTYPHBIM
NOApa3AeICHUSIM TIOA PEKBU3HTOM «Afnpecar» B CKOOKax yKa3bIBaeTCs:
«(1o cIUcKy)».

Ecnm mmcemMo anpecyeTcs OpraHM3aliH, YKas3bIBalOT €€ HaWMEHOBAaHWE,
3aTeM MOYTOBBIH aapec, HampuMep,

Otnenenue [lencuonHnoro ¢oHaa
Poccuiickoin @enepannun
o ANTaiiCKOMy Kparo



np-kT Komcomomnnckuii, 80-a
r.baprayn, 656056

[Ipu anpecoBannu TOKyMeHTa (PU3MUECKOMY JUIlY YKA3bIBAIOT MHUIUATBI U
(dbamunio moyyaTesns, 3aTeM MOYTOBBIN aipec, HaIpuUMep,

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

B omHOM [0KymMeHTe He OJKHO ObITh 0o0Jiee YEThIpEeX aJpecaroB.
[Ipu aapecoBaHuMM JOKYMEHTa HECKOJBKHM ajapecatam cioBo «Komus» He
nuiercs. [Ipu GonpliieM KOIMYECTBE aIpecaToB COCTABISETCS CIUCOK PACCHUIKH
JIOKYMEHTa, U Ha KaXXJOM JOKYMEHTE YKa3bIBa€TCS TOJILKO OJIMH aJpecaT WIH
anpecat oopmisieTcst 0000IIeHHO.

B anpecare BHyTpeHHEro JOKYMEHTA YKa3bIBA€TCS JAOJKHOCTh, UHUIUAIBI U
(dbamuist pyKOBOJIUTEIS OpTraHa.

CHnucoK pacChUIKU COCTaBISECTCSI UCIIOJTHUTENEM.

B cocTaB pexBusuTa «Anpecar» MOKET BXOAUTH MOYTOBBIN aapec. IJIEMEHTHI
MOYTOBOTO ajJipeca yKa3blBAIOTCS B MOCIEI0BATENbHOCTH, YCTAaHOBJICHHOMN
[IpaBusiamu oka3aHus yCIYT TOYTOBOM CBSI3H.

[TouTOBBIN agpec HE yKa3bIBaeTCS B JOKYMEHTAaxX, HAMpaBIISIEMbIX B BBICIIHE
OpraHbl BJIACTH, BBIIIECTOSIIINE OPraHU3alllK, TOJABEJOMCTBEHHBIC OpraHU3aluu U
MOCTOSTHHBIM KOPPECIOHACHTAM.

[Ipu oTnpaBke muchbMa MO ANEKTPOHHON MouTe WM (PaKCUMUIBLHOM CBS3U
(6e3 MOCBUIKH IO TI0YTE) TOYTOBBIN aJpec He yKasbiBaeTcs. [Ipn HEOOXOAUMOCTH
MOJKET OBITh YKa3aH 3JICKTPOHHBIN aapec (HoMep Tenedona/dakca).

2.12. PexkBu3ut «I'pud yrBepkaeHns TOKYyMeHTa»

VYTBepxkaeHue — ocoOblii croco0 yAOCTOBEpeHUs: JOKyMeHTa. J[OKyMeHT,
MOJICKAIUNA  YTBEPXKICHHUIO, TMPUOOPETAET MOPUANYECKYI0 CHIY TOJBKO C
MOMEHTa €ro YyTBEpKJeHHUs. JJOKyMEHTBbl yTBEpKAAIOTCS COOTBETCTBYIOIIUMHU
OopraHaMl WM JOJDKHOCTHBIMU JIMIIAMHU, B KOMIIETEHIIMIO KOTOPBIX BXOJHUT
pelIeHre BOMPOCOB, U3JIOKEHHBIX B 3TUX IOKYMEHTAaX.

I'pud yTBEpkIeHHS JOKYMEHTA MPOCTABISIETCS HAa JOKYMEHTaX B MPaBOM
BEPXHEM YTJy MEepPBOro Jucta AokymeHTa. CTpOKH PEKBU3UTA BHIPABHUBAIOTCS IO
JIEBOMY Kparo WJIH LIEHTPYIOTCS OTHOCUTEIBHO CaMOM JJTMHHOM CTPOKH.

[Ipu yTBep>KIeHUU AOKYMEHTA JIOJXKHOCTHBIM JIUIIOM TpU( YTBEPKICHHS
coctrour wu3 ciaoBa YTBEPXJIAK), HaumMeHoBaHMS JOJKHOCTH  JIMIIA,
YTBEPKIAIOIIETO JOKYMEHT, €ro MOAMNUCH, HWHUIMAIOB, (aMUIMA U JIaThl
YTBEPKICHUS.

Hanpumep:


http://fedconsultant.ca.sbrf.ru/cons/cgi/online.cgi?req=doc&base=LAW&n=294507&dst=100011&fld=134
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VTBEPXKIAIO
(momxHOCTB)

HaumenoBanune
OpraHu3aluu

N.O.®amunusa
JIMYHAasg OOAIMUCH
JlaTa

1503071
YTBEPXJIAIO
['maBa agmMuHUMCTpann
CEJIbCOBETA
N.O.Oamumms
JIMYHAas NOAMNCH
JlaTa

HpI/I YTBCPKACHUHN OOKYMCHTA HCCKOJBbKUMH JOJDKHOCTHBIMU JIMIIAMHU HX
moANKrCH pacriojararoTcsa Ha OAHOM YpPpOBHC, HAIIPUMCED,

YTBEPXIAIO YTBEPXIAIO
[IpencenaTens KoMmuTeTa [Ipencenarens oTaena
1o 00pa30BaHUIO O KyJIbTYpe
N.O0.®amunus N.O0.®amunus
JUYHAs TIOATHUCH JUYHAs TIOATHUCH
Jlata Jata

[Ipu yTBEepKIEHUU AOKYMEHTa PACHOPSAUTEIBHBIM JTOKYMEHTOM TIpud
yTBepkaeHus coctour u3 cioBa YTBEPXIEH" ("YTBEPXJEHA",
"VTBEPXJIEHbBI" wiu "VTBEPXJIEHO"), coritacoBaHHOr0 ¢ HaMMEHOBaHUEM
BHJIa YTBEPKIAEMOT0 IOKYMEHTA, Ha3BaHUS BUA PACIIOPSAUTEIBLHOTO IOKYMEHTA
B TBOPUTEIBLHOM MaJIeKe, €ro AaThl, HoMepa. Hanpumep:

(Pernmamenr) YTBEPX/IEH
(HauMeHOBaHHE JOKYMEHTA)
oT«  » N
(ITpaBuia) (YTBEPXXIEHBI)
(HanMeHOBaHHE JJOKYMEHTA)
oT«  » N

IIpn yTBEpKAEHUH NOKYMEHTA KOJUIETHAIbHBIM, COBEIIATEIbHBIM WM WHBIM
OpraHOM, pElIeHUs1 KOTOPOro (PUKCUPYIOTCS B MPOTOKOJE, B rpude YTBEPKIACHUS
yKa3bIBacTCs,, HAUMCHOBAHHWE OpraHa, JlaTa W HOMEp MpOTOKojia (B CKOOKax).
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Hampumep:

(ITonoxenwue) YTBEPXJIEHO
Hay4HO-TeXHHYECKHM COBETOM
OBY "Uunoarus"
(mporoxkoit ot 12.09.2017 N 12)

2.13. PexBu3ut «Pe3oaronusa»

B cocTtaB pe3ononuu BXOAST CIEIYIONINE 3JIEMEHThI: (paMuins, UHUIUAIIbI
ucnojHUTeNs (MCHOMHUTENEH), COJepKaHUE TOPYYEHHUS, CPOK HCIIOJHEHUS,
MOAIKCH, AaTa.

B ciuydasx, korma mnopydyeHHE OAeTCs JABYM WM HECKOJIBKHM JIHLAM,
PaBHbIM II0 JOJDKHOCTH, OTBETCTBEHHBIM HCIIOJHHUTENEM SIBIAETCA JIUILIO,
YKAa3aHHOE B MIOPYYECHUU MIEPBBIM.

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

Pezonmonuss MoxkeT O(QOpMIISATHCS Ha OTACIABHOM JIUCTE C YKa3aHUEM
PETUCTPALIMOHHOTO HOMEpa M JaTbl JOKYMEHTa, K KOTOPOMY PE30JIIOLUA
OTHOCHTCS.

JlaHHBIN pEKBU3UT 00s3aTesNieH Il BCEX JOKYMEHTOB, MOJUICKAIINX
WCIIOJIHEHUIO U TTOCTAHOBKE HA KOHTPOJIb.

2.14. PexBu3uT «3arojIoBOK K TEKCTY»

JlokyMmeHTbl  (IIOCTaHOBIEHHE, pacHOpsDKEHHME, MpuUKa3 W JOp., 3a
UCKIIIOUCHUEM TOPYUYEHHUH, TelerpaMM, TeIe(OHOrpPaMM, H3BEINCHUM) TOJDKHBI
WMETh 3arojIOBOK.

3aroJIOBOK K TEKCTy IedaTaeTcs OT JIEBOM T'paHUIIBI TEKCTOBOTO IOJs, 0€3
KaBbIYEK, OH JOJDKEH OBITh MaKCHMaJIbHO KpPAaTKMM M OTBEYaTh Ha BOMPOC:
«O yeM?», Hanpumep, «O0 W3MeHEHHUU...», «O BBIICICHHH...». TOUka B KOHIIC
3aroJIOBKa HE CTABUTCS. 3aroJIOBOK, COCTOSIIIIUM U3 HECKOJILKUX CTPOK, MEYATACTCS
yepe3 OJIMH MEKCTPOYHBIH HHTEPBAI.

JliMHA CTPOKM 3arojioBKa — He Oojiee 28 meyaTHbIX 3HAKOB.

2.15. PexBu3uT «OTMETKA 0 KOHTPOJIE»
[IpocTaBnsieTcst HAa BceX TOKYMEHTaX, TPeOYIOIMMX KOHTPOJIS UCTIOTHEHMUS], B
Buje OYkBBI «K» («KOHTpOJB») WJIM IITAMIOM <KOHTPOJbL» B BEPXHEM IIOJIC
JIOKYMEHTA.

2.16. PexBu3ut «TekeT TOKYMeHTa»

TpeﬁoBaHnﬂ, NPEABABJISICMBIC K TEKCTY Pa3s/iIMYHbIX BUIOB TOKYMECHTOB
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TexkcT MOKyMEHTa JOJKEH OBITh COCTABJIEH T'PAMOTHO, SICHO, MOHSTHO U IO
BO3MOXKHOCTH KpPAaTKO, COOTBETCTBOBATHb MpAaBWJIAM U HOPMaM PYCCKOTO S3bIKa.
TekcT noKyMeHTa JOJIKEH COJepKaTh JOCTOBEPHYIO U aKTyalbHYI0 HH(GOPMAIIHUIO,
JIOCTATOYHYIO JIJIsl IPUHATHS PEIICHUHN WIN UX UCTIOJHEHUS, HE JJOJDKEH JIOMYCKaTh
Pa3IUYHBIX TOJTKOBAHUIA.

B Tekcte nokymeHTa, MoJAroTOBICHHOM HAa OCHOBAHUU 3aKOHOAATEIbHBIX WU
MHBIX HOPMATUBHBIX MPABOBBIX AaKTOB, paHEe W3JAaHHBIX PaCIOPSIUTEIbHBIX
JIOKYMEHTOB, YKa3bIBAIOTCSA X PEKBU3UTHI:

- HAaMMCHOBAHUE JOKYMEHTA, HAMMCHOBAHHE OpPraHa BJIACTH (OpPraHU3AIIVH),
u3gaBmiero(ei) JOKYMEHT, JaTa JIOKYMEHTa, PETUCTPAlMOHHBIA  HOMeEp
JIOKyMEHTA, 3ar0JIOBOK K TEKCTY;

- HAaMMEHOBAHUE OpraHu3aluyd WU JOJKHOCTHOTO JIMIA, YTBEPAUBIIETO
JIOKYMEHT, JlJaTa YTBEPKACHUS IOKYMEHTA.

TexkcT JOKyMEHTa MOXET COJAEpKaTh pas3Aeibl, MNOAPA3ACHbl, ITYHKTHI,
MOAMYHKTHI, HyMepyeMble apaOckuMu 1udpamMu. YpoBHE pyOpUKaIuu TEKCTa HE
JIOJIKHO OBITH O0JIee YeThIpEX.

CBSA3HBIM TEKCT, KaK MPAaBWIIO, COCTOWUT W3 ABYX 4dacTeud. B mepBoil wactu
YKa3bIBAIOT MPUYUHBI, OCHOBAHMUSI, L€ COCTaBIICHHUS JOKYMEHTa, BO BTOpPOH —
3aKJIIOYUTEIbHON — PEIIeHUSs], BBIBOJIbI, MPOCHObI, MPEAJIOKEHUS, PEKOMEHIAIUH.

TekcT MOXeT coaepkaTh OJHY 3aKIIYUTEIbHYI 4YacTh (Harmpumep,
MPUKA3bl — PACMIOPSIUTEIbHYIO YacTh 0€3 KOHCTATUPYIOIIEH; MUChMa, 3asiBICHUS —
npoch0y 0€3 MOSICHEHHWs; CHpaBKH, AOKJIAJHbIC 3alUCKU — OLEHKY (aKTOB,
BBIBOJIBI).

Heo0xoauMo UcKI0YaTh U3 TEKCTA JIMIIHUE CJIOBA, KOTOPbIE B JOKYMEHTE
HE HECYT HHMKAKHUX CMBICIOBBIX OTTEHKOB (HE «HACTOSIIUN aKT», a «aKT», He
«HACTOSIIIIAM TIPEJTAraeTCs», a KIPelyIaracTCs» Wih KIpeIiiaracm»).

Ynorpebnenue mpodeccuoHanu3MoB (CI0B, CBOMCTBCHHBIX JIIOASIM KaKOM-
1100 mpodeccrn) J0HKHO ObITh OTPaHIUYCHO.

Crnemyer wu3berath TaBTOJIOTHH («CBOOOJHAS BaKaHCHS», «B CPOK JO

10.05.2018»).
B Tekcrte moxymenTta (KpoMme IpaBOBOrO akKTa) CIEAYEeT YIOTPEOJSATh WM
obmenpunsaTeie  cokpamenus (OO0 —  o0mecTBo ¢ OrpaHUYCHHOM

OTBETCTBEHHOCTHIO) HIIM COKpAIEHHUs, paciIn(PpOBaHHbIC B CKOOKAX MPHU MEPBOM
YIIOMMHAHHMH B TEKCTE, HAI[pUMEP, TPYIIa OlepaTUBHOTO pearnpoBanus (maaee —
I'OP).

Hanucanue oTnenpHBIX HAMMEHOBAHUM, CJIOB M CJIOBOCOUYETAHHUM, Hanboee
JacTO YIOTPEOISIEMBIX B TEKCTE IOKYMEHTA, U3JIOKEHO B mpuitokeHun 10.

Ha noxymenTtax, odopMiseMbIXx Ha ABYX M Oojee JUCTaX, BTOPOH U
MOCTAEAYIOMMI  JUCTBl  JOJDKHBI  OBITH  MpoHyMepoBaHbl. Homepa nucTOB
MPOCTABJISIIOTCS B PABOM BEPXHEM YIUIY JIMCTa apaOCKUMU HudppamMu U 0e3 KaKux-
00 3HAKOB.

TeKCTBI CIOXKHBIX JOKYMEHTOB (CIpaBKH, OTYETHI, 0OO030pbI, JIOKJIAJbl,
TIOJIOXKEHHMSI ¥ T.J1.) ICISATCS HA Pa3eibl, MyHKTHI, IOIIMTYHKTHI.
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Paznensl TexcTra cHaOXKArOTCS 3aroJiIOBKaMH, KOTOPbIE IEHTPUPYIOTCA MO
IIUPUHE TEKCTA.

OT TekcTa 3aroJIOBKM OTIENAIOTCS OJHUM MEXCTPOYHBIM HHTEPBAJIOM.
HyMmepytoT pa3nenbl, TyHKThI U TOANYHKTHI apaOCKUMH IudpaMu.

ITocne HOMepa NOANYHKTAa CTAaBUTCS TOYKA K TEKCT MEe4YaTaercss ¢
MPOMUCHOM OYKBBI, TOCJIE MOJIMYHKTa CTABUTCS TOUKA C 3aISITOU, HAIPUMED,

2. KomuteTty mo genam MOJIOACKH ... .......... :
2.1. O0ecneuuTh ... .vv...... :
2.2. PasMeCcTuTh ... ... )

O06o03HaueHUs MOJIMYHKTOB NMEYATAIOTCS C KPACHOU CTPOKH.

B Takux nokymeHTax, Kak OObsICHUTENIbHBIC 3alIMCKH, JTOKJIAIHbIC 3alTUCKH,
ucroib3yercss ¢Gopma U3JM0XKEHUsT OT NEpPBOro JUld E€IUHCTBEHHOIO 4YHCIa
(«ITpomry HapaBUTk...», «CIYHUTAIO HEOOXOUMBIM...»).

B npyrux Bugax JOKyMEHTOB MCHOJIb3yeTCs (hOpMa U3JI0KEHUS OT TPETHETO
JWIa SIUHCTBEHHOTO YHCia («...CYUTACT BO3MOXKHBIM...», «...HE BO3PaXKacT...» U
TJI.) WIM TIepBOTO JIMIA MHOXKecTBeHHoro uyucia («Hampasmsem...»,
«[IpocuM...»). B paHHOM ciydae pyKOBOJIUTENb, IOIIUCABIIANA JOKYMEHT,
BBICTYNIAET OT UMEHU OpraHa.

CnyxeOHbIe JOKYMEHTBI ME€UaTalOTCs HA KOMIBIOTEPE C MCIOJIb30BaHUEM,
Kak mpaBmiio, TekcroBoro pemakropa Word for Windows mpudgrom Times New
Roman pasmepom 14 (myis co3maHus OCHOBHOTO TEKCTa JOKYMEHTA) 4epe3 OJUH
MEXKCTPOUHBIM MHTEpBAJ, JIONMYCKAETCS Iedaratb JOKyYMEHThl u dYepe3d 1,5
MEXKCTPOUYHBIX HWHTepBasia (IMUChbMa, JOKIAJIbl, OJIaroJapCTBCHHBIE IHUCHMA,
CIpPaBKH, JTOKJIATHBIC 3alMCKK M T.JI.), KpOME IPAaBOBBIX aKTOB. B OTIEIbHBIX
ClIy4asix B IMPOEKTAaX MPABOBBIX aKTOB pa3Mep mpudTa MOXKET ObITh YMEHBILIEH J0
13 wu 12 (1 TabJInIl, PUCYHKOB H T.I1.).

JIist BbIIENIEHUS] YACTU TEKCTa JIOKYMEHTa, 3arojioBKa, MpUMeYaHusi MOTYT
UCIIOIb30BaThCsA WIPUMTHl JPYrUX THUIIOB M Pa3MEpPOB, KUPHOE HAYEpTaHUE,
KypCHB, U3MCHEHHBIH (YMEHBIICHHBIA) HHTEPBAI MEXIY CTPOKAMH, CMEIICHHUEC
OTHOCHTEIHHO TPAaHUI] OCHOBHOTO TeKcTa (KpoMe MPOEKTOB MPABOBBIX aKTOB).

[Ipu mewaTaHuu TaOIMI] TaKKE€ MOXKHO HCIOJIB30BAaTh WIPUDPTHI APYTrUX
pa3MepoB.

B nokymeHTax, M3roToBJ€HHBIX Ha Oymare gopmara A4 U BKIIOYAIOIINX
COJIEpKATENbHYI0 YacTh, MPEJCTABICHHYI0 B BHAE TaOJUIbl, JOMYCKAETCS
PacIooKeHHE PEKBU3UTOB MapaslieIbHO AJTMHHONW CTOPOHE JIUCTA.

PexBu3uTHl (KpOMe TEKCTa), COCTOSIINE W3 HECKOJBKHX CTPOK, IeYaTaroT
4yepe3 OJUH MEKCTPOYHBIA WHTEPBal. PEKBU3UTHI OTACIAIOT APYT OT apyra 2 — 3
MEKCTPOUYHBIMU HHTEPBAJIAMHU.

B noanucanHble WM YTBEPKACHHBIE JOKYMEHTHl BHOCUTH KaKue-IHOO
W3MEHEHUSI, UCIpPaBIEHUS, OMOJHEHUs1 0e3 pa3pelleHUs JHla, MOANUCABILIETO
WJIM YTBEPAUBILIETO IOKYMEHT, HE JOITYCKAETCH.

PekBu3uTBI WAM WX YacTH, BHOCHUMBIE PYKOMUCHBIM CIOCOOOM B
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JOKYMEHTBI, TMpEeJHA3HAUYEHHBbIE JUIsI PAa3MHOXKEHUS, BBIMOJHAIOTCA TOJBKO
YEpHWIAMU WM MaCTON TEMHOTO 1IBETA.

[Ipu HanuuuM B TEKCTE CCHUIKM HA CHOCKY OHa O(OPMIISIETCSA 3BE310YKON
wiu mudpor, Hanpumep: * wiu 1. TekcT CHOCKM TieyaTaeTcs 4Yepe3 OAUH
MEKCTPOUHBIA MHTEPBAJI B KOHIE KaXKJOM CTpPaHUIbI WM TMOCJIE MPUIOKEHUS B
uenom nox yeptoi. [lociae cuMBoiia ee TEKCT mevaraeTcsi ¢ IponucHo OykBel. B
KOHIIE TEKCTa CHOCKH CTABUTCS TOYKA.

Ha oaHoit cTpanuile He JOKHO MPOCTABIATLCA 00JIee TPEX CHOCOK.

2.17. PexkBu3uT «OTMETKA 0 HATMYUHU MPUIOKEHHUS»

[TpunoxxeHue K mpaBoBOMY akTy (mpriiokeHue 4) A0HKHO 00sA3aTeIbHO
MMETh CIEAYIOIINE 3JIEMEHTHI: MPUIIOKECHUE, YKa3aHHE BHUIA JOKYMEHTA, K
KOTOPOMY OHO IIPUJIAraeTcsi, €ro AaTy U HOMEp, 3arojIoBOK, TEKCT.

Ecnu nmpunoxenne ogHo, oHO HE HyMepyercs. [Ipy HaIMuuMm HECKOIBKUX
NPUWIOKEHUM Ha KaXKJIOM M3 HUX MPOCTaBIseTCS MOpsiAKOBas uudpa B TOM
OYEpPETHOCTH, B KAKOW OHM YIOMHUHAKOTCA B TEKCTe AOKyMeHTa. OTMETKa O
HOMEpE MPUIOKEHUS JOKYMEHTa, K KOTOPOMY OHO IPHUJIAraercs, yKa3bIBaeTCs B
MIPaBOM BEPXHEM YTIIy IIEPBOTO JUcTa. 3HAK Ne HE IeYaTaeTcCs.

[Tpunoxenus: oOpMIISIIOTCS Ha OTIEIBHBIX JUCTAX, CTPAHUIBI B KaXKIOM
MPUIIOKEHUN HYMEPYIOTCSI CAMOCTOSITENIbHO, HAYWHASL CO BTOPOTO JIMCTA.

Ecnu B mpuiokeHnu uMeEOTCS UU(pPOBBIE MOKa3aTeId, TO YKa3bIBAECTCS
€QVHULIA UX U3MEPEHHUS.

OTMeTKa 0 HATUYUU MPUIOKEHHS K CIIY>KEOHOMY JJOKYMEHTY MeYaTaeTcsi OT
Kpasi JieBoro mnojis 0e3 abd3alHOro OTCTyMa, OTHAENAETCS OT TEKCTa OJHUM
MEKCTPOUYHBIM MHTEPBAJIOM, HAIIPUMED,

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

Ecnu noxymMeHT MMeeT MpUIIOKEHWs, HE Ha3BaHHBIE B TEKCTE WJIH €CITU
MPWIOKEHU HECKOJIbKO, TO WX HAWUMEHOBAHHS HEOOXOJAMMO TEPEUUCIATH C
yKa3aHUEeM KOJIMYECTBAa JIMCTOB B KaXJAOM TPWIOKCHHHM ¢ YUCIOM UX
AK3EMIUSIPOB, HATIPUMED,

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

Ecnmn  nucebMO HampaBiseTCs HECKOJIBKUM aapecaraM, a JOKYMEHT-
MPUJIOKEHHUE TOJIBKO MEPBOMY aJPECaTy TO B OTMETKE O HAJIUYUU TMPHUIOKECHUI
YKa3bIBAETCA, B KAKOW aIpeC MOCHUIAETCA MPUIOKEHUE, HATTPUMED,

[Ipunosxxenue: Ha 5 1., B 1 3K3. B epBbIN ajJpec.
Ecnn npuiioxeHnue cOpOIIIOPOBAHO, TO YKa3bIBAETCS TOJIBKO KOJIMYECTBO
AK3EMILISPOB, HAIPUMED,
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[Tpunoxenue: MHCTPYKITUS IO IETOMPON3BOJICTBY, B 2 K3.

Ecnam x JOKyMEHTY NpWJIAararoT Ipyrov JOKyMEHT, HMEIOIUN MTPUIIOKEHUE,
TO OTMETKY O HAJIMYUU MPUII0KEHHS O(POPMIISIOT CIEAYIOLIUM 00pa3oM:

[Tpunoxenune: moroBop orT 15.03.2018 Nel85 wm mnpumokeHme K HeMy,
Bcero Ha 12 1., B 1 9Kk3.
Ecnmu mpuiiokeHneM SBISIIOTCS JOKYMEHTBI, 3allMCaHHBICE Ha (PU3HUYECKH
000CO0JICHHBIN 3JIEKTPOHHBIA HOCUTEb:

[Tpunoxenne: DVD-R B 1 3k3.

IIpu 3TOM Ha BKIambiiie (KOHBEPTE), B KOTOPBIM IIOMEINAETCS HOCHUTEb,
YKa3bIBAIOTCSI HAWMEHOBAHHWS JTOKYMEHTOB, 3allMCAHHBIX HA HOCUTEIh, WMEHA
(aitoB, 00beM B OaliTax.

2.18. PexBu3ur «Iloagmuce»

[lonmucs — o0O0s3aTeNbHBIM PEKBU3UT JOKyMmMeHTa. lloamuceiBarorcs u
YTBEPKJAIOTCSI MEPBbIE IK3EMIUISIPBl JOKYMEHTOB, NMpPU HEOOXOJUMOCTH — HX
KOIIHMH.

JIOKyMEHTBl ~ MOJNMCHIBAIOTCA  JOJDKHOCTHBIMM  JIMIAMM  OpraHa B
COOTBETCTBHM C JOJDKHOCTHBIMM HMHCTPYKIMSAMH. B cocTaB MOANNCH BXOAUT
00O3Ha4YeHWE JOJDKHOCTH JIMIA, TOANKCABIIETO0 JOKYMEHT (IOJHOE, eCcIu
JOKYMEHT COCTaBJIeH HE€ Ha OJIaHKe, M COKpAIleHHOE — Ha JOKYMEHTax,
COCTaBIJICHHBIX Ha OJaHKAaX), TMYHAs MMOAINUCH U e¢ pactmdpoBKa, HAIIpUMep,

I'maBa cexbpcoBeTa JINYHAs TOAINNUCH N.O0.®amunug
WIIN

[Ipencenarens koMuTETA
1o 00pa30BaHUIO JINYHAS TIOJITHUCH N.O0.®amunus

[Tammbl ¢ (aKCUMUIBHBIM BOCIPOM3BEACHHEM TOIMUCH ((hakcuMuIie)
MOJKET UMETH IJIaBa CEIbCOBETA..

HeobxoaumMocThb W3TOTOBJICHUSA mTamna c (haKCUMUITBHBIM
BOCTIpOM3BEIcCHHEM moAnucH ((hakcuMulie) OmnpeAensieTcss PyKOBOJAMUTEIEM
oprasa.

[Topsinok ucnonp3oBaHus GakCUMUIIE U IEpEYEHb JOKYMEHTOB, HA KOTOPBIX
JIOMYCKAeTCsl HUCIOJb30BaHUE (PAaKCUMUJIE, OIpENEsieTcsl MPaBOBbIM aKTOM
oprasa.
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[Ipu cormacoBaHnM JOKYMEHTA JIMIIOM, HMEIOIIMM IIPAaBO MOAMNUCH B ClIy4dae
BPEMEHHOTO  OTCYTCTBUSl  PYKOBOAMUTENS, paciiuppoBka (pamMuiauu  yxe
MIOATOTOBJIEHHOTO M COTJIACOBAHHOTO MPOEKTa TOKYMEHTA BHOCUTCS OT PYKHU.

JIOKyMeHT MOXXeT ObIThb MOJANKHCAH  HUCHOJHSIONIUM  OO0S3aHHOCTHU
JOJKHOCTHOTO JIMIIA C YKa3aHWeM ero (pakThuueckoll ITOJDKHOCTH M (DaMuIuM.
He nomyckaercs CTaBUTH KOCYHO 4YepTy, HAIIIUCH «3a», «3am» Iepen
HAaMMEHOBAHUEM JOJLKHOCTH JIMIA B MTOAIUCH, €CJIM JOKYMEHT MOIMKUCHIBAET UHOE
JOJKHOCTHOE JIUIIO.

Jonyckaerca B pekBuzuTe «lloanmuce» UEHTpUpOBAaHWE HAWMMEHOBAHUS
JNOJDKHOCTH  JIMLA, TMOJIMMCABIIETO JOKYMEHT, OTHOCHTEIBHO CaMOM JIMHHOU
CTPOKH.

[TocTanoBnEHMs, PaACHOPSHKEHUS AJAMUHUCTPALMM CEIbCOBETA — TJIABOU
CEJIbCOBETA, MPU €r0 OTCYTCTBUM — JIUIIOM, UCTIOTHSIOIINM €ro 00sS3aHHOCTH.

[TocTaHOBJICHHUS, PACTIOPSKCHUS CEIbCKHUX (ITOCEIKOBOM) aJIMUHUCTPAIIMNA —
TJIAaBOM CeNbCKOW (ITOCEIKOBOM) aIMHHHUCTPAIMK, TIPH €r0 OTCYTCTBUHU — JIMIIOM,
UCTIOJTHSIIOIINM €T0 00513aHHOCTH.

[Tpuka3el — pyKOBOAWTENEM oOpraHa (Ipd €ro OTCYTCTBHH — JIMIIOM,
UCTIOJHSIONIMM €ro OOS3aHHOCTH) JINOO €ro 3aMeCTHTENIEM B COOTBETCTBHH C
JNOJKHOCTHOM MHCTPYKIHEH.

B otnenax, ympaBieHUSX W KOMHUTETaX JAOKYMEHTHI MOAMUCHIBAIOTCS
pykoBoauTesaeM (Ipu ero OTCYTCTBUU — JIMIIOM, HCITOJTHSIONIUM €ro 00sI3aHHOCTH )
aub0  3aMECTUTEIEM  PYKOBOJIUTENS B  COOTBETCTBUU C  JIOJKHOCTHOM
MHCTPYKIHEH.

[Ipy mnoanucaHuum AOKYMEHTAa HECKOJIBKUMH JOJDKHOCTHBIMHM — JIMIIAMH,
3aHMMAIOIINMU PA3HOE MOJ0KEHNE, UX MOANUCH PAaCHOJIaratoTcs OJHa MO APYrou
B MOCJIEIOBATEIIBHOCTH, COOTBETCTBYIOLIEN CTAaTyCy NOKHOCTH. Hanmpumep:

IIpencenarens [Toanuck N.0. ®amunus

['naBHBI Oyxrantep [Toanuce N.0O. ®amunus

[Tpu moanmcanny JOKyMEHTa HECKOJBLKHUMU JIUIIAMU PAaBHBIX JOJKHOCTEH UX
MOJAMKUCH PacoJiararoTcsi Ha oJHOM ypoBHe. Hanmpumep:

3aMeCcTUTENb TUPEKTOPa 3aMeCcTUTENb TUPEKTOpa
1o ()MHAHCOBBIM BOIIPOCAM 0 aAMUHUCTPATUBHBIM BOIIPOCAM
[Tongmucey  N.O. Gamunus [Toanuck N.0. ®amunus

B 1moxkymeHTax, MNOArOTOBJIEHHBIX KOMHMCCHEH, B MOJANMUCU YKAa3bIBAETCA
CTaTyc JMIa B cocTaBe komuccuu. Hanpumep:

N.0. ®amunusa
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[Ipencenarens komuccumn [Toamuce
YieHbpl KOMUCCHUU [Hoamuce N.0. Gamunus
[Hoamuce N.0. Gamunus

[lpy moanmucaHWM JOKYMEHTa JIMIOM, HCIOJHSIONUM  OOSI3aHHOCTH
PYKOBOIMTEIIS, MMOAMUCH 0O(OPMIISETCS ¢ YKa3aHUEM CTaTyca JIOJDKHOCTHOTO JIUIa
B COOTBETCTBHH C IpHKa3oM (pacnopspkeHuem). Hanpumep:

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

Hcnionasgrommii 0013aHHOCTH
TIAPEKTOPA IHoanuce N.0. ®amnnns

[Tonmucwr pacmonaraercst HIKE TEeKCTa Ha 2 — 3 MEKCTPOUYHBIX WHTEPBAJIA,
JUIMHA CTPOKM C YKa3aHWEM HAaWMEHOBaHUs JOJDKHOCTHOTO JIMIA HE JOJHKHA
MpeBBIIaTh 8 CM W TIeYaTraeTcs 4Yepe3 OJIWH MEKCTPOYHBIA HWHTEPBa.
PacmmmdpoBka mnoamucu pa3MemiaeTcs Ha  ypOBHE  MOCIEIHEH  CTPOKHU
HANMEHOBAaHUs JOJDKHOCTHOIO JIMIAa W BBIPABHUBAETCS IO NPABOMY Kparo
JTOoKyMeHTa. Mexly nHULHalIaMu U (paMuineil mpoOes He CTaBUTCS.

2.19. PexkBu3ut «CorjiacoBanue u BU3BMPOBaHHE JOKYMEHTa»

I'pud cormacoBaHuss MPOCTABIAETCS HA JTOKYMEHTE B CJIydae €ro BHEIITHETrO
corjacoBaHus (COrjacoBaHHE C OpraHaMM BJIACTH, HMHBIMHA OpraHH3aLHSIMH,
JOKHOCTHBIMU JIMLIAMHU).

I'pud cormacoBanus B 3aBUCUMOCTH OT BUAA JTOKYMEHTAa U OCOOCHHOCTEH €ro
ohopMIIEHHUS MOYKET MPOCTABIIATHCS .

- Ha MEPBOM JIUCTE TOKYMEHTa (€ClIu TOKYMEHT MMECT TUTYJIBHBIN JIUCT, - Ha
TUTYJBHOM JIHCTE) B JICBOM BEPXHEM YIJIy Ha ypoBHE rpuda yTBEPKACHUS WM
10J1 HANMEHOBAaHUEM JOKYMEHTA OJIMKE K HHYKHEMY TOJII0);

- Ha TIOCJIETHEM JIMCTE JIOKYMEHTA IMOJT TEKCTOM,

- Ha JIMCTE COTJIAaCOBAaHUSI, SBIISIONIEMCS HEOTHEMIIEMOM YacThIO JOKYMEHTA.

OdopmisieTcst corjlacoBaHue Ju0OO BH3UPOBAHHMEM MPOEKTA JIOKYMEHTA,
1160 rprdOM COTIIACOBAHMUS.

IIpu cormacoBaHMM MOKYMEHTAa BH3a BKJIOYaeT B Cce0s HAMMEHOBAHUE
TOJDKHOCTH JIWIIA, BU3UPYIOMIETO JOKYMEHT, MOJAMHUCH, PAacIIM(POBKY MOAMUCH
(vHMIMAIBI, (PaMUJIUs) ¥ 1aTy IMOAITHCAHUS.

Busbl npocTaBiasrOTCs Ha JUIIEBOM CTOPOHE HUIKE MOAMUCH PYKOBOIUTEIS,
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HarpuMmep,

I'pud cornacoBanus coctoutr u3 cinosa "COI'JTACOBAHO", nmomxHOCTH
JIMIIA, C KOTOPhIM COTJIaCOBaH JOKYMEHT (BKJIFOYas HAUMCHOBAHHWE OPTaHU3AIINH),
€ro COOCTBEHHOPYYHOM MOJNKMCHU, WHUIMATIOB, (aMUIUHU, AAThl COTJIACOBAHMSI.
Hampumep:

COI'JTACOBAHO

N.O.®amunusa
JINYHAs MOJITNCH
Jlata

[Ipu cornacoBaHuM CIIY>K€OHBIX JOKYMEHTOB BH3bl MPOCTABISIIOTCS Ha
MOCJEAHEM JIUCTE BTOPOTO HK3EMIUIsApa JOKYMEHTa pPSIAOM C PEKBU3UTOM
«OTMeTKa 00 UCTIOTHUTENE.

Ecnu cornacoBanue OCyIIEeCTBISICTCS MHCBMOM, MIPOTOKOJIOM, TO TpUd
corjlacoBanusi opopMIIIeTCs 0 cieayrolieit popme:

COI'TTACOBAHO
[Tucemom MHCTHTYTA BOJHBIX
1 DKOJIOTHYECKHUX MPoOIeM

Cubupckoro otaenenus PAH
ot 06.02.2018 Ne451-805

NI

COI'NTACOBAHO

[Iporokonom 3acenanus [IpaBnenus
CTPaxoBOM KOMITAaHUM
«HenBmxumMocTb»

ot 21.02.2018 Ne107

I'pud cornacoBanus pacrnonaraercs Hike pekBuzuta «lloamuce» B neBoM
HIDKHEM YIIIy IOKYMEHTA.

I'pud cornmacoBanusi MOXKET paclojiaraTbCsi Ha OTAEIbHOM «Jlnucte
COTJIACOBAHMS», €CIIA COJAECPKaHNE JOKYMEHTA 3aTPAaruBacT HHTEPECH HECKOJIBKUX
opranuzamuid. Ha gokymenTte pemaercs oTMeTka «JIMCcT  corjmacoBaHus
MPUJIAraeTCs».

CornacoBanue NOPOEKTOB ITOCTAHOBJIIEHHM, PACHOPSIKEHUM, MPHUKA30B
OpPraHOB MECTHOT'O caMOyIpaBJiieHUs (ajgee — mpaBoOBBIC aKThl) OGOPMIISETCS Ha
00OpOTHOM CTOpPOHE MOCJIEAHErO JIUCTAa MPABOBOIO aKTa, Mepell MPUII0KEHUSIMHU
(mpwitoxenue 5).

IIpn cormacoBaHMM NPOEKTOB IOCTAHOBICHUHW W PACHOPSIKEHUHN TJIaBbI

, AIMHUHUCTpALIUU MEPBBIM YKa3bIBACTCS 3aAMECTHUTEND TJIABBI
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aIMHUHUCTPALIMM CEJIbCOBETA, KYPUPYIOLIUN COOTBETCTBYIOIIYID OTpacib IO
npoOJieMe W B HMHTEpecaXx KOTOPOW NPHHUMAETCS IPaBOBOM akT (maiee —

KypHUPYIOIIHUNA 3aMECTHTENb); TJ1aBbl aIMUHUCTpPALlMM  CEJIbCOBETA U
OpYyTHE€ PYKOBOAUTENIHW OpraHW3alHil, 3auHTEPECOBAHHBIE B  IOJATOTOBKE
JOKYMEHTA.

OuepenHocTh BU3UPOBAHUSL: MEPBBIM CTaBUT CBOIO BU3Y
PYKOBOJUTEND oprasa, MOArOTOBUBIIETO JOKYMEHT; 3aTeM -
PYKOBOJAUTENU OpraHu3aIuni, 3aMHTEPECOBAaHHBIE B MTOATOTOBKE
JOKYMEHTA; IJlaBa CEJIbCOBETA.

Ecmm COTJIACOBaHUE OCYIIECTBIISIETCS KOJIJIETUAJIBHBIM,
COBCIIATENIBHBIM  WJIM  HHBIM  OPTraHOM, B rpude  coriacoBaHuUs
YKa3bIBAIOTCSL  CBeJeHUsI 00 oOpraHe, COrJacoBaBIlIEM JIOKYMEHT, JaTe H
HOMEpE MpPOTOKOJIa, B KOTOpOM 3a)UKCUPOBAHO  PEIICHUE O
COTJIACOBAaHUM. Ecnun COTJIACOBAHHUE OCYILIECTBIISECTCS MMACHMOM,
YKa3bIBAKOTCS BH]I JIOKYMEHTA, HaNMEHOBAaHUE OpraHu3aIuHy,
COTJIACOBABIIEN JOKYMEHT, JaTa U HOMEP NMUChMA.

Ecnun o PaCCMOTPEHHOMY MPOEKTY MOCTAHOBJIEHUS CJHICIIAHBI
3amMeyaHusi, TO  Moclie  JopabOTKM  OH MEepEeNeYaTbIBACTC U CHOBA
BU3HUPYETCS B YCTAHOBJIEHHOM MOPSIIKE.

OuepenHocTh BU3UPOBAHUSL: MIEPBBIM CTaBUT CBOIO BHU3Y
PYKOBOJIUTEND oprasa, MOArOTOBUBIIIETO JIOKYMEHT; 3aTeM —

PYKOBOJMTENN OPraHOB, 3aMHTEPECOBAHHBIX B MOATOTOBKE JOKYMEHTA.

[lopsmoxk  corylacoBaHHMsi ~ MPUKA30B  OPraHOB  OMNPEHEISIETCS  MX
PYKOBOJIUTEJIEM.

B nmoxymeHTax, TOIJIMHHUKM  KOTOPBIX  XpPaHATCS B OpraHU3aLNH,
BU3bl  IPOCTABISIIOT HAa IOCIEIHEM JINCTE JOKYMEHTa IIOJ IOIIUCHIO,
Ha 000pOTE€ TOCJIEAHEro JINCTa MOJJIMHHUKA JIOKYMEHTa WM Ha JIUCTE
coryiacoBaHus (BH3UPOBaHU), MPUIIAracMOM K JJOKyMECHTY.

B HUCXOISIINX JTOKYMEHTaX  BHU3BI IPOCTABISAIOTCS  Ha
AK3EMILISAPAx JOKYMEHTOB, IIOMEIIAEMBIX B JIETIO.

[Io  ycmoTperHHIO OpraHM3alli  MOXKET TPHUMEHATHCS  IOJHMCTHOE
BH3UPOBaHUE JOKYMEHTA M €T0 IIPHUIOKCHUH.

I'pud COIJIaCOBaHUS IIPaBOBBIX aKTOB  COACPIKHT CIICIYIOIIHE
AJIEMEHTHI. TpH  coOmoAeHUH  moiie. jeBoe — 10 mm, npaBoe — 35 MM,
Bepxaee — 20 mM, HmwxkHee — 20 MM, B BEpXHEW  YacCTH JUCTa OT
TPaHUIIbI JIEBOT'O TIOJIS reyaTaeTcs cioBo «COI'JTACOBAHO»,
HaIMCcaHHOE IPOIMMCHBIMHU OyKBaMm 0e3 KaBbIUEK, HAaMMCHOBAaHHE

JNOJDKHOCTH  (BKJIFOYAs HAWMMCHOBaHWE OpraHa), JUYHYIO IOJAINHKCH
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AaTty coriiacoBaHus, 2050500058 R103)1 u (baMI/IJ'II/IIO Jmna, C KOTOPbIM
COrJIaCOBBIBACTCS JOKYMCHT.

2.20. PexkBusur «Ileyarp»

Ileyatp 3aBeps€T NOMIMHHOCTh MOAMNUCH JOJDKHOCTHOTO JMIA Ha
JOKYMEHTAaX:

YAOCTOBEPSIOIINX MPABA JIULI;

OoTpakaromuXx (akThl,

CBSI3aHHBIX C (PMHAHCOBBIMU CPEACTBAMH;

WHBIX JOKYMEHTAaX, MPEAYCMATPUBAIOIINX 3aBEPEHHUE MOANUCH NEYAThIO B
COOTBETCTBHHM C 3aKOHOJATEIbCTBOM Poccuiickoit @enepanni.

KomnuecTtBo meuareld agMHUHUCTpPALIMU CEIILCOBETA, WX BHUIBI, MECTO
XpaHEHHs, OpraHbl aJIMUHHUCTpalUU , HUMEIOIIHE IPaBo
UCIIOIb30BaTh  OOJIBIIYID W  Mallyl0 TepOOBble Ie€YaTh aJMUHUCTPALUU
, ONPENICIIIOTCS PACIIOPSIKEHUEM aIMHUHUCTPALIHU .

KonnuecTBo neyaTeid ”HOro opraHa MECTHOTO CAMOYNPABJICHHS, UX BHUJBI,
MECTO XpPAHEHHWs, JHWIA, UMEIOIIUE IPAaBO HMX HCMHOJIb30BaTh, ONPEACISIIOTCS
PYKOBOJMTEIEM HHOTO OPraHa MECTHOT'O CaMOYIIPaBIICHUS.

[leyaTb Ha AOKyMEHTE JOJKHA OBITH CUHEro WU (UOJETOBOTO I[BETA.
[leyats mpocTaBisieTcsi, HE 3axBaThbiBasi COOCTBEHHOPYYHOM MOAMHUCH JIMIIA,
MOJITUCABIIIETO JOKYMEHT, WJIH B MecTe, 0003HaueHHOM «MII» («MecTo mevyaTtm»).

Ha ¢uHaHCOBBIX MOKYMEHTaxX IeuyaTh JOJDKHA paclojaratbCs CTPOro B
IPaHULIAX YCTAHOBJICHHOM ISl HEE 30HBI U HE 3aTParuBaTh APYyrue peKBU3UTHI.

Konuun 10KkyMEHTOB € 4YEPHOU NEYATHIO ABISIOTCSA HEACHCTBUTEIbHBIMU.

[Tucbma, BBINOJHEHHBIE HA OJIAaHKAaX OPraHoOB, HE TPEOYIOT YAOCTOBEPEHUS
ME€YaThIO.

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

OTMeTka O 3aBepeHUM Komuu oQopmiisieTcss Uil  MOATBEPKIACHUS
COOTBETCTBHSI KOIMU JIOKYMEHTa (BBIMUCKA M3 JOKYMEHTA) IMOJJIUHHUKY
JOKYMEHTA.

OTMeTKa 0 3aBEPEHUH KOITUM TPOCTABIISIETCS O pekBU3UTOM «Iloamuce» u
BKJIFOYAET: HAANUCh «BepHO», NOJKHOCTH JMIA, 3aBEPUBILETO KOIHIO, JIMYHYIO
MOJITUCH, paciu@poBKy moAnucH (WHHUIHAIB, (aMWINsA), JaTy 3aBepeHUs,
HaIrpumep,

Bepno.
Ynpapisronun 1eaaMmu
N.O0.®amunus

JU4YHasi IIOAIINCh
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15.02.2018

[IpaBoBBIE aKThl, MOJJIEKAIME PACCHUIKE COTJACHO CIHCKY, BBIIAIOTCA B
KOMUSIX M JIOJKHBI COJIEpXKAaTh HEOOXOJAUMBIE PEKBU3UTHI: JaTy MOINUCAHMUS,
PErUCTPAIlMOHHBIN HOMEP U OBITh 3aBEpPEHbI MedaThio «JlJisi MOCTaHOBICHUN U
pacropsKeHUN» Win « /{71 mprukazoB».

[locTaHOBNIEHUSI AaJIMHUHUCTpAlMM CEIhCOBETA, Kacalollhecsi BOMPOCOB
OXpaHbl MpaB JETCTBA, BBIJAIOTCS 3asBUTENSAM B BHUAEC AyOiIuKaTa C MOJJIUHHOU
MOJIMUCKHIO0 TJIABBl aJIMHUHUCTPAIIMHM CEJILCOBETA, 3aBEPEeHHOW medathio (« /s
MOCTAHOBJICHUN U PACTIOPSKCHHIT»).

Konuu mnpaBoOBbIX aKkTOB, HE O00O3HAUEHHBIE B CIIMUCKE HA PACCBUIKY,
BBIJJAIOTCSL 3afBUTEISIM HAa OCHOBAHWM TNTMCHMEHHOTO 3asBJICHUS B TEUCHHE
30 kanmeHgapHBIX THEW ¢ MOMEHTA PETUCTPAIIUU COOTBETCTBYIOMIETO OOpaIECHNS.

Konuu cHUMaroTCst TOJIBKO C JOKYMEHTOB, U3JaHHBIX OPTaHOM.

HckitoueHne  COCTaBISIIOT — CIIY>KEOHbIE  JIOKYMEHTBI,  Kacarouiuecs
oopmiieHUsT TPYMOBBIX OTHOIICHWH ¥ (GOPMHUPOBAHMS JUIHBIX JeiT  (KOIHH
TPYAOBBIX KHIKEK, JTUIIOMOB, CBUACTEIBCTB O TOJYYCHUH OOpa3OBaHHS H T.1.).
JlaHHbBIE TOKYMEHTBHI MOT'YT KOIUPOBATHCS U 3aBEPATHCS] OPraHOM, HE3aBUCUMO OT
TOT0, KEM OHH BbIJaHBI.

Ha xomusix MHOTOCTpaHUYHBIX JIOKYMEHTOB OTMETKA O 3aBEPEHUU KOMUU
MPOCTABISIETCS HAa KaXJAOM JIMCT€ JOKYMEHTa WM Ha TOCIEIHEM JIUCTE
MPOIIUTOrO0 WM CKPEIJIEHHOIO0 HMHBIM O0pa3oM JOKyMEHTa. 3amuch O MeECTe
HaxXOXJCHUS TMOJJIMHHUKA TMPOCTABISIETCS TOJBKO Ha TIOCIEIHEM JICTE
JIOKYMEHTA.

Jlist 3aBepeHusi KOMUU JOKYMEHTA, U3rOTOBJICHHOW Ha OyMa>KHOM HOCHTEIE,
MOXET UCIOJIH30BATHCS ITAMII.

Konuu 531eKTpOHHBIX JOKYMEHTOB, HAMPABISEMbIX MO HHPOPMAIMOHHO-
TEIEKOMMYHUKAIIMOHHOM  CETH,  3aBEPSIOTCS  DJIEKTPOHHOW  MOJIMUCHIO
PYKOBOAUTENSl OpraHu3allid WM HWHOTO YIOJHOMOYEHHOTO UM JIMIA |
BBICBUTAIOTCS ~ TOJIy4aTeIl0 C  CONPOBOJUTENIbHBIM MHUCBMOM B  (opme
ANEKTPOHHOTO JOKYMEHTA.

Konuu 31eKTpoOHHBIX JOKYMEHTOB Ha (PU3HMYECKH 000COOJICHHBIX HOCHUTEISIX
BBICBUIAIOTCA TMOJy4aTeNl0 C COMNPOBOJMTENIbHBIM MHUCHMOM Ha OyMa)KHOM
HOCHUTETIE.

B compoBoauTenbHOM MOHUCBME K KOMHUSIM 3JIEKTPOHHBIX JOKYMEHTOB
yKa3bIBaeTCS:

HAaUMEHOBaHUWE HWH(POPMAIIMOHHOM CHUCTEMBI, B KOTOPOM  XpaHsTCS
JIOKYMEHTHI,

HaWMEHOBAHUS IOKYMEHTOB, KO KOTOPBIX HAMPABISIOTCS MOIYUYaTENIO;

Ha3BaHUs (ailioB JOKYMEHTOB € ykKa3aHueM (opmaroB (¢aiisioB u o0beMa
Kaxaoro Qaiina B 6aiiTax;

JlaTa U3rOTOBJICHUS U 3aBEPEHUSI KOTIUU.

[Tpu 3TOM Ha Pusznuecku 000COOICHHOM HOCUTENIE HECMBIBAEMBIM MAapKEPOM
ykasbiBaetcs: "'TIpwioxkenne k nmucbkMy ot (mara) N ..."

Komnusi 35eKTpOHHOTO JOKYMEHTA, MpEJCTaBICeHHAass B BUJIE JOKYMEHTa Ha
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OyMa>XHOM HOCHUTENE, 3aBEpsIETCS B MOPSAKE, YCTAHOBICHHOM HHCTPYKIUMEH IJIs
3aBEpEHUs KOMUU JOKYMEHTOB Ha OyMa)XHOM HOCHUTENE, C YKa3aHUEM, B KaKOM
MH()OPMAIIMOHHOM CUCTEME XPAHUTCS JIEKTPOHHBIN JOKYMEHT.

2.22. PexBm3uT «OTMETKA 00 MCIIOJTHUTEJIE»

OTmMmeTKa 00 MCITOJIHUTENIC BKITFOYaeT (haMUJIHIO, HMsI i OTUECTBO (IIpH
HAJIMYUH) UCTIOJTHUTEIS, HOMep ero TeiiedoHa. OTMeTka 00 UCTIOTHUTEIE MOXKET
JOTIONTHATHCS HAMMEHOBAHUEM JIOJKHOCTH, CTPYKTYPHOTO MOJIpa3IeICHUs U
ANEKTPOHHBIM aApecoM UcToHUTENs. OTMeTKa 00 UCTOTHUTENE 0POPMIISIETCS Ha
JUIEBOM CTOPOHE MOCJIETHETO JIUCTA JOKYMEHTA OT I'PaHMIIbI IEBOTO MOJIS UIIH,
MIpU OTCYTCTBUU MECTA, - HA 00OPOTHOM CTOPOHE JIMCTAa BHU3Y CJIEBA.

OTMeTka 00 HCTOJTHUTEIE MOXKET OPOPMIIATHCS KAaK HUKHUNA KOJTOHTHUTYI U
revyaTaTbes MPUQPTOM MEHBILIETO pazMepa.

2.23. PexkBu3uT «OTMETKA 0 MOCTYIJIEHUH TOKYMEHTa»

OTMeTKA O MOCTYIUIEHUH TIOKYMEHTA B OPTaH COAEPKUT MOPSAIKOBBIA HOMED
U JIaTy MOCTYIUICHHUS TOKyMeHTa (Tpu HEOOXOAMMOCTH — Yachl, MUHYTHI).

JlonmyckaeTcs OTMETKY O MOCTYIUIEHUH JOKYMEHTa B OpraH IPOCTAaBIISITH B
BHJIE IITAMIIA B PABOM HUYKHEM YTIIY.

IIpn mocTyrieHnn TOKyMEHTa MO 3JEKTPOHHOM nouTe oTMeTKa «llomydeHno
IO AJIEKTPOHHOM MOYTE» MPOCTABIISIETCA PSIAOM C OTMETKOM O OCTYIJICHHUH.

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

OTtMeTka 00 UCIIOTHEHUHU TIOKYMEHTA U HAMPaBJIECHUU €TO B J€JI0 BKIIFOYAET:
KpaTKue  CBeJeHUA 00  HUCIOJIHEHUH, €CIUM  OTCYTCTBYET  JIOKYMEHT,
CBUJICTENIbCTBYIOIUNA OO0 WCIOJHEHUH, WM, NPU HATUYUU TAKOTO JIOKYMEHTA,
CCBUIKY Ha €ro Jary WU HOMEpP, OTMETKY «JI», nary, moanuch pPyKOBOJMTEINS,
CHSABLIETO JOKYMEHT C KOHTPOJIS.

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

ITpoeKThl NPaBOBBIX AKTOB FOTOBATCS MO MOPYYEHUSM TIJ1aBbI CEJIBLCOBETA.

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

B mensix CBOEBPEMEHHOrO NPHUHSATUSA IPABOBBIX AKTOB MOATOTOBKA HX
MIPOEKTOB OCYIECTBIISIETCS UCIOIHUTEIEM C YYETOM CPOKOB, HEOOXOAMMBIX JIsi
coOJIIOICHUsT TIPOLIEAYpPhl MOJATOTOBKM MPOEKTOB, B TOM YHCIE [l UX
COTJIACOBAaHMS CO  BCEMHM  3aMHTEPECOBAHHBIMU  JIMLIAMH,  IPOBEICHUS
AHTUKOPPYNIMOHHON DKCIIEPTHU3BI, MPOBEICHUS MPOLETYPBI OLICHKHU
pPEryJIUPYIOIET0  BO3JAEHUCTBUS WM  OOIIECTBEHHOTO  OOCYXICHUS, WIHU
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MyOJIMYHBIX CIIyIIaHuK (B clydae HEOOXOIUMOCTH).

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

[IpaBoBBIE aKThI, ApYrUe CIyKEOHbIE JAOKYMEHTBHI, NPUHUMAEMbICe U
W37aBAEMBIE HA OCHOBE 3aKOHOB, YKa30B, IIOCTAaHOBJICHUM, pELUICHUA U
pacropsiKEHU OPraHoOB TOCYAapCTBEHHOMN BJIACTH, NOJKHBI COJIEPKATh CCHUIKY Ha
HUX C YKa3aHUEM HaMMEHOBAHMUSI TOKYMEHTA, €ro AaThl, HOMEpa.

[Ipy nOArOTOBKE TMPABOBBIX AKTOB HEOOXOAUMO PYKOBOJICTBOBATHCS
OCHOBHBIMH MPUHIUIIAMMU:

3aKOHHOCTH;

OTPa)KEHUS B HUX UHTEPECOB HACEIICHUS,

€JMHCTBA, MOJHOTHI, HEMPOTUBOPEUNBOCTH;

MJIAHOMEPHOCTH U OTIEPATUBHOCTU MOATOTOBKH;

HaJW4usl MEXaHU3Ma peaiu3aluu MPaBOBbIX aKTOB.

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

Kaxp1i1 1ucT mpaBOBOro akTa, B TOM YUCIIE U MPUIIOKEHHM, TOJKEH UMETh
MOJIsl HE MEHEE, MM

BepxHee — 20;

aeBoe — 35;

npaBoe — 10;

amxHee — 20.

3aroJIOBOK I€YATAETCsl HAa PACCTOSHUM OT peKBH3UTa «JlaTa» HUXKE Ha
2 — 3 MEeKCTPOYHBIX UHTEPBAJIA.

TexcT otmenseTcss OT 3arojioBKa JABYMSI MEXCTPOUHBIMU HHTEpBaJlaMH,
MeyaTaeTcsl 4yepe3 OJUH MEKCTPOUYHBIM MHTEpBaJ U BBIPABHUBAETCS MO JIEBOU U
mpaBoi TpaHuiaM TekcTtoBoro mons (mo mmpune). IlepBas crpoka aO3ara
HAaYMHACTCS Ha pacCTOSHUU 12,5 MM OT JI€BO# TpaHUITBI OIS,

Kak mpaBuimo, TEKCT TMPaBOBOTO aKTa [OJDKEH COCTOSITh U3 2-X
B3aMMO33aBHCHMBIX YacTel: KOHCTaTHPYIOIIeH (mpeaMOysIbl) M IMOCTAHOBIISIONICH
(B pacropsoKeHUSAX — paclopsauTeNbHON). OCHOBHYIO CMBICIIOBYIO HArpy3Ky
HECEeT MOCTAHOBIISIIONIAs YAaCTh, OHA M3JIaraeTcsl B IOBECTBOBATEILHOM (hopMe.

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

B mpaBoBbIX akTax HCMHoJib3yeTcs ¢dopma H3JI0KEHHS OT MEPBOTO JIMIA
enuacTBeHHOoro umcina ([IOCTAHOBJISIO, TTPUKA3BIBAIO), uto sBisercs
OTPa)KEHUEM MIPUHIIUIIA €IMHOHAYAJIUA. CnoBa ITOCTAHOBJIALO,
[TPUKA3BIBAIO mneuataroTcs NPONUCHBIMH OyKBaMH C OTJEIBHOM CTPOKU OT
HYJIEBOTO TOJIOKEHUSI TaOynsaTopa 0e3 MpoOesioB MEXay MeYaTHBIMU 3HaKaMH,
3aTeM CTaBUTCSI IBOCTOUME, HATIPUMED,

I[NOCTAHOBJIAIO:

[ToctanoBisiromias (pacrmopsIUTEIbHASI) YacTh MPOCKTOB MPABOBBIX aKTOB,
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KaK TPaBWJIO, MOAPA3ACISICTCS HA MYyHKTHI, B KAXJIOM M3 KOTOPBIX COJEPKATCS
OTJICTTHHBIC TTOPYUCHUSI.

B KkaxaoM TyHKTe TIOCTAHOBIISAIOIMIEH (pacHoOpsSIUTEIIBHON) YacTH
YKa3bIBAIOTCSA: HUCHOJHUTENb (OpraH MECTHOTO CaMOYIPABJICHUS, KOHKPETHOE
JIODKHOCTHOE — JIMIO, OpraHW3ailus), MpeAlHuCchiBacMoe JICWCTBUE H  CPOK
WCITOJTHECHUSI.

[IpenmucpiBaeMoe ACHCTBUE BBIpAXKACTCS TJarojaMd B HEOIPEICIICHHON
dbopme, Hanpumep,

«ITOATOTOBUTHLY», «00ECIICUNTH», KOPTAHU30BATHY», KHHPOPMHPOBATEHY.

Ecim B mopydeHnsx (IMyHKTaX, HMOJIYHKTaX) yKa3bIBACTCS HCIIOJTHUTEICM
OpraH MECTHOTO CaMOYTIPABJICHHSI UM OpraHU3amusl, TO (aMUTTUs U MHUITHATIBI €€
PYKOBOAMTEJIS MUIITYTCS TOCIe HAMMEHOBAaHUS oprana (OpraHu3anuu), B CKOOKax,
B IMCHUTEILHOM TIQJICKEe, HAIPUMED,

Otneny no kyastype  (MBanos M.H.)

Ecnu mnopyueHme [aeTcs HEMOCPEACTBEHHO PYKOBOIMTEIIO OpraHa
MECTHOTO CaMOYIIPaBJICHUS WM OpraHU3alUH, TO JOJKHOCTh PYKOBOJIMUTENS,
(hamMuIMs ¥ MHULMABI TUITYTCS 0€3 CKOOOK B TaTEILHOM IMaAeKe, HaIpuMep,

Hauanpnuky otnena no kynstype WBanoBy U.N.

Ecnu B CBSI3M C MPUHATHEM MPABOBOI'O AKTA MPEKPAIIAOTCA, U3MEHSIOTCS
MMPABOOTHOIICHUS, YPETYJIUPOBAHHBIE PAHEE MTPUHITHIMU IPABOBBIMH aKTAMH, TO B
MPOEKTEe HEOOXOAMMO YyKa3aTh, KaKW€ U3 HUX MPU3HAIOTCS YTPATUBIIUMHU CHUIY
WJIY TIOJIJIEXKAT U3MEHEHUIO U B KAKOW YacCTH.

[IpeanocieHUM MYHKTOM IMPABOBOrO aKTa SBISETCd MH(OOPMUPOBAHUE O
XO/I€ BBIITOJIHEHHS JOKYMEHTA C YKa3aHUEM KOHKPETHOTO CPOKa, HAIPUMED,

WudpopmupoBarh 00 HCIOJHEHUU IOCTAHOBJICHHS  (pacropsyKEHU)
no 20.05.2018.

B mocnegHeM mMyHKTE MPaBOBOTO aKTa YKa3bIBA€TCS JHUIO, HA KOTOpPOE
BO3JIAraeTcsi KOHTPOJIb 3a €r0 BBHIMOJIHEHUEM.

JIoIbKHOCTH  3aMecTUTENEed  IJaBbl  aJMUHUCTpallUU
YKa3bIBAIOTCS MTOJIHOCTHIO.

[lonmuchr oTnmensieTcss OT TEKCTa 2 — 3 MEKCTPOYHBIMUA HHTEPBAJIAMH,
MeYaTaeTcs OT IPAHUIIBI JIEBOTO TOJISL.

Nuunmanst 1 pamMumius nevatarTcsl y IpaBod IPaHUIbl TEKCTOBOTO MOJIS.

[Ipy HanMuUuM NOPUITIOKEHUNW K TMPABOBOMY aKTy B TEKCTE Ha HHUX
00s13aTeNIbHO JIeNIa€TCsl CChUIKA, IEYaTalOTCS OHM Ha OTACNIbHBIX JHCTaX B
COOTBETCTBHH C MMyHKTOM 2.17 WHCTpyKIHUU.

Ha nepBoii cTpaHulie NpUJIOKEHUS B IPABOM BEPXHEM YTIy MHUILIETCS CIOBO
«IIpunoxenue», HIXKE 4Yepe3 OJUH MEXKCTPOUHBIM MHTEpBaN JACTCSA CChLIKA Ha
PaBOBOH akT (IIOCTAaHOBJICHHUE, pacHOpsKCHHE, NMpHKa3). Bce cocTaBHbIC 4YacTH
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pekBu3uTa «lIpunoxeHrne» BEIPaBHUBAOTCS IO JIEBOMY KPAar0 U MEYATAKOTCA Yepe3
OJIMH MEXCTPOUYHBIN WHTepBaji. JlJIMHA CTPOKHM HE JOJDKHA TMPEBHINIATH 8 CM H
OTPAaHUYMBAETCS MPABBIM IIOJIEM JTIOKYMEHTA, HAPUMED,

[Tpunoxenue Ne 2
K TIOCTAaHOBJICHUIO AJIMUHUCTPAITNH

Y CIIEHCKOT 0 CEJIbCOBETA
ot 25.02.2019 No 7

3aroJ0BOK K TEKCTY MPUJIOKEHUS NIeYaTaeTCsl IEHTPOBAHHBIM CITIOCOOOM.

HammenoBanue mpwioxxeHus (mepBOe CJIOBO 3arojoBKa MPUIIOKEHHS)
BeIIesieTcss npormucHbiMU OykBamu (ITOJIOXKEHUE, TIEPEUEHD, CITMCOK
U T.J.).

[Ipu HanMuuM B TEKCTE MPHJIOKEHUSI HECKOJIBKUX Pa3JejoB UX 3ar0JOBKH
MEYATAIOTCS TaK)Ke LEHTPOBAHHBIM CIIOCOOOM (OTHOCHTEIBHO TPAaHMII TEKCTA).
Touka B KOHIIE 3arojioBka He cTaBUTCA. [lomyckaeTcsl BBIIEHSATH 3aroJOBKH
Pa3ienoB MOMYKUPHBIM HIPUDTOM.

Tekcr npunoxxkeHuss MOkeT ObIThb odopmieH B Buae Tabmuipl. ['padbr u
CTPOKM  TaONMIBl  JIOJDKHBI ~ MMETh  3arojIOBKM,  BBIPAXKEHHBIE  MMEHEM
CYILIECTBUTEIbLHBIM B HMEHUTENbHOM majexe. l[logzaronoBku rpad u CTpPoOK
rpaMMaTUYECKH JIOJDKHBI OBITh COTJIACOBaHbl C 3aroJIOBKaMH. TEKCT TaOIUIIbI
MeyaTaeTcs Yepe3 OJIMH MEKCTPOUHBIN HHTEpBAI.

Ecnau Ttabnuny newartaroT Oojiee 4eM Ha OJHOW CTpaHuIlEe, rpadbl TaOIUIIbI
JIOJKHBI OBITh TPOHYMEPOBAHBI U HAa CJIEAYIOIIMX CTPAHUIIAX NEYATAIOTCS TOJIbKO
HOMEpa ATux rpad.

[IpunoxeHnss K NPOEKTaM IOCTAHOBICHUHM, PACHOPSIKEHHUN BU3HPYIOTCS
PYKOBOJUTEIEM OpraHa, moJroTOBUBIIETO MPOEKT MPABOBOrO aKTa, & CBA3AHHBIE C
pacxoJioBaHueM OIO/DKETHBIX CPEACTB — U IMpeacenaTresieM KOMHTETa [0
¢uHaHcaM, HAJIOrOBOM U KpeAUTHOW monuTuke. Buza mnpocraBnseTrcs Ha
00OpPOTHOM CTOPOHE MOCIETHEr0 JUCTA MPUTOKEHUSI B HUXKHEHW ero 4acTu OT Kpas
JIEBOTO MOJSl U BKJIIOYAET JOJKHOCTh BU3HUPYIOIIETO MPHUIIOKEHUE K MPAaBOBOMY
aKTy, TOJIMUCH U PAaCIIM(PPOBKY MOMMUCH (MHUIUAIBI U (GaMWIHA), a TAKXKE ATy
BU3UPOBAHUS.

Ha o00opoTHO# CTOpOHE MNPaBOBOTO akTa OQOPMIISIIOTCA: COTJIACOBAaHUE,
3aTeM CIIMCOK Ha PACCBUIKY, TOJHXKHOCTHOE JIMIIO, MOJArOTOBHUBIIEE JOKYMEHT. B
JIEBOM HUKHEM YTJy MPOCTABIISIIOTCS PEKBU3UT «OTMETKA 00 UCTIOJHUTEIIE.

OTBETCTBEHHOCTD 3a COZEpIKAHUE IIPOEKTOB MTOCTAHOBJIEHUH,
pacropsiKeHUH U COOTBETCTBUE UX TpeOoBaHusiM MHCTpyKUMH  HECyT
UCIIOJTHUTENb U PYKOBOJUTENH OpraHa, B KOTOPOM MOJATOTOBJIEH JOKYMEHT.

3aBeplIalollUM ATalloM B MOJATOTOBKE IPABOBOIO aKTa SIBJISIETCA €ro
corjacoBanue u noanucanue. [Ipoext mpaBoBOro akra /10 MOANUCAHUS TOMJICKUT
COTJIACOBAHMIO C 3aWHTEPECOBAHHBIMH JIMIIAMHU, B COOTBETCTBUM C IMyHKTOM 2.19
Nuctpykuuu. CornacoBaHue OCYIIECTBISETCS MyTEM BU3ZUPOBAHUS.

JlomKHOCTHBIE JHIa 00s13aHbl BU3UPOBATh MPOEKTHI MPABOBBIX AKTOB, KaK
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MIPaBUJIO, B JICHb MOCTYIUICHUS JOKYMEHTOB Ha COTJIACOBAHWE, HO HE MO3JIHEE 2-X
pabouux JHEN CO JHS MOCTYIUICHUS MTPOEKTA.

[IpoexThl MyHHUIIMTIATBHBIX MPABOBBIX AKTOB 00 YTBEPKICHUH MOJOKEHUH,
MOPSIAKOB, PEMJIAMEHTOB, MYHUIIMIAIBHBIX IPOrpaMM, 00 YCTaHOBJIECHUHU TapudoB,
a TAKXE€ MPOEKThl MYHUIUNAIbHBIX MPABOBBIX AKTOB O BHECEHUM U3MEHCHHU B
YKAa3aHHBIE MYHULIMNIAJIbHBIE MPABOBBIC AKThI IIYTEM HM3JI0KEHHUS CONCPKAIIUXCS B
HUX TOJ0XEHUM, MOPSAKOB, PETJIIaMEHTOB, MyHULMNAIBHBIX MPOTPAMM B HOBOH
PEeMaKIINY TIOITICKAT BU3UPOBAHUIO B CpoK He Oosee 10 paboumnx mHEi.

[IpoekThl MPaBOBBIX AKTOB, COTJIACOBAaHHbBIC JIMOO C MPUIOKEHHBIMH K HUM
3aMEUaHUsIMM, NPEAOCTABIISIIOTCS HA MOANUCH TJIABE CEIbCOBETA ,
PYKOBOJUTENIO OTPACIIEBOTO (byHKIIMOHATEHOTO) oprama  MECTHOIrO
CaMOYTIPABJICHHS) WU YIIOJHOMOYCHHOMY MM JIHILY.

[IpoekThl MyHHULIMNAJIBHBIX HOPMATUBHBIX IPABOBBIX AaKTOB IIOCIIE
coryiacoBaHus (BU3MPOBAHUS) IMPOEKTA B 00SI3aTSIILHOM MOPSIKE HAMPABJISIOTCS B
OpraHbl MPOKYpPaTyphl, OCYIIECTBISIONIME HAA30p 3a COOJIOJICHHEM OpraHaMu
MecTHOro  camoymnpasieHuss Koucrutynum  Poccmiickoit  ®@enepauuu  u
WCIIOJIHEHUEM 3aKOHOB, AEHUCTBYIOMMUX Ha Tepputopun Poccuiickon deaepannu, B
COOTBETCTBUH C YCTAHOBIICHHBIM PACIPEICICHUEM NOJTHOMOYMH ISl 3aKJIFOYEHUS.

B caydae moOCTyIIeHMS  TOJIOKUTEIBHOTO  3aKJIIOUYEHUS  OPraHOB
MPOKYpaTypbl Ha MPOEKT MYHHIMUIAIBHOIO HOPMATMBHOTO MPABOBOrO aKTa
MOCIECIHUN  TMOJJIEKUAT TMOAMUCAHUIO PYKOBOAUTEIEM OpraHa MECTHOTO
CaMOYIIpaBJIEHUsA, TMPU €ro OTCYTCTBUH — JIUIOM, WCHOJHSIOIIUM  €ro
00s13aHHOCTH.

IIpn nonydyeHUM OTPHUIATEIBHOTO 3aKIIOUYEHUS OPraHOB MPOKYpaTyphl Ha
MPEIOCTABIEHHBIA MPOCKT MYHULUIIAILHOIO HOPMATUBHOTO IPABOBOT0 aKTa!

B Cllydyae coIjlacusg C YKAa3aHHbIMA B 3aKJIIOYCHHM 3aMEYaHHUSIMHU
PYKOBOJMTENL OpraHa WM YIOJHOMOYEHHOE WM JIMIO YCTPaHSAE€T HX, H
JI0pa0OTaHHBIM MPOEKT MOMAJIEKUT MMOBTOPHOMY COIIACOBAHUIO B YCTAHOBJIICHHOM
MOPSIKE;

B CJIy4ae HECOIJ1acus ¢ BRICKA3aHHBIMU 3aMEYaHUSIMU PYKOBOJUTEIb OpraHa
uHpopMUpyeT 00 3TOM OpraHbl NPOKYypaTypbl B MHUCbMEHHOM BHJI€ C YKa3aHHUEM
MOTHBOB TPHHATOTO PEIIEHUS B CpPOK, He mpeBbimatonmii 30 mHEl co mHA
MOCTYIICHUS 3aKJIFOYEHHUS.

JlaTol MpaBOBOIO AKTA SIBIIAETCS J1aTa €r0 PETUCTPALUU.

[longnmucanHbple  TOCTAHOBIIEHUS, PACHOPSKEHUS  PETUCTPUPYIOTCS |
PacChUIAIOTCS COTJIACHO CIIMCKY Ha PACCBLUIKY.

[locTaHoBNEeHUsI, pacnopsKEHUsT TaBbl peructpupytorcst B cucreme COJJ
pa3lieNibHO B MpeJieNiax KalleHIapHOTo roja.

B cooTBeTCTBMM ¢ HOMEHKJIATYpOM J€J MOCTAHOBIICHUS U PACIOPSIKEHUS
aIMHUHUCTPALMKU Y CIIEHCKOr'O CEJIbCOBETA — MPOCTHIE MOPSAKOBBIE HOMEPA.

Bce BubI paBOBBIX aKTOB (DOPMUPYIOTCS B CAMOCTOSITENIbHBIE Jea.

PacnopsixkeHnss 1mo JMYHOMY COCTaBYy, KOMAaHAMPOBKAM M OTIIyCKaM
bopMUPYIOTCS B CAMOCTOSITEIBHBIE JI€JA.

PacnopsixkeHnss 1O JMYHOMY COCTaBy HMEKOT MOPSIAKOBBIE HOMEpa C
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no0aBieHueM OYKB «I», MO0 KOMAaHAMPOBKAM M OTHYCKaM — IMPOCThIEC MOPSIKOBBIC
HOMeEpA.

JIOKYMEHTBI, OCITY>KUBIINE OCHOBAHUEM [JIsI MMOJTOTOBKU MOCTAHOBJICHUS
WA  PaCIOpsKEHUS — aAMUHHCTpPAllMM  CEIbCOBETA, XPAHATCS B JIeNax
aJMUHUCTpALUM. YKa3aHHbIE IOKYMEHTBI (DOPMUPYIOTCA B Ji€]a, UMEIOLIUE CPOK
XPAHEHHS IMOCTOSIHHO». [[OKyMEHTBI MOJuiekaT mepegaye Ha MYHULUNAIbHOE
XpaHEHHUE TOJIBKO B CiTydae JUKBHIAIMH (yIpa3 HEHUs) OpraHa.

3.2. Opranmaunﬂ KOHTPOJIA 32 HCITIOJTHCHHUEM IIPABOBLIX AKTOB

[IpaBOBOM aKT JOJKEH UCIIOIHATHCA B YCTAHOBJIIEHHBIA B HEM CpoK. Eciu B
JOKYMEHTE HECKOJBKO IYHKTOB C pa3HbIMM CPOKaMH HCIIOJHEHUs, TO OH
CHHUMAETCS ¢ KOHTPOJIA MOCIE BBIITOJHEHUS OCIEAHETO 110 CPOKAM MEPOIPUSATHS,
IIPY YCJIOBUH BBITIOJHEHUS BCEX MO3UIMHI IPABOBOrO aKTa.

Ecau B mnpouecce pabOThl BBIACHSIETCS HEBO3MOXKHOCTH COOJIOICHUS
YKa3aHHOT'O CpOKa HCIIOJIHEHUS, TO OH MOXKET OBITh MPOJJIEH C YKa3aHUEM
MPUYMHBI HEUCIIOJTHEHHSI U HOBBIX MPENJIATAEMBIX CPOKOB, HO HE MO3/IHEE, YEM 32
IBa JTHS JO0 OKOHYAaHHUs CpOKa. B MpPOTMBHOM cCilydyae HOKYMEHT CUMTAETCS HE
WCIIOJIHEHHBIM B CPOK.

Nudopmaniusi 0 BBIMOJHEHUH TOCTAHOBJICHUS WM  PACHOPSIKEHUS
azgpecyercs JTOJHKHOCTHOMY JIMIY, Ha KOTOPOTO BO3JIOXKEH KOHTPOJb 3a €ro
BBITIOJITHCHUEM.

Ecnu noKyMeHT CHUMAETCsl ¢ KOHTPOJIsS, TO HA HEM JEJaeTcsl OTMETKa «/[»,
B Cllyyae MpOJJICHHS CpoKa ero ucnonHeHus — «/[K», B cimywyae mepeBona Ha
BHYTPEHHUN KOHTPOJb — «BK».

B agMmuHHCTpaIu ceabCcoBEeTa CHATHE IMOCTAHOBICHUS (pacmoOpsiKEHHS) C
KOHTPOJIA WM NPOIJICHUE CPOKa €ro HCIOJHEHUS OCYIIECTBISIETCS TJIAaBOU
CEJIbCOBETA, B €r0 OTCYTCTBUE — JIUIIOM, UCTIOJHSIOUIUM €r0 00S3aHHOCTH.

Wudopmaruss 0 BBITOJHEHUH TIOCTAHOBJICHUS (pACIOpSDKEHUS) WIIA
MPUYMHAX TIEPEHOCAa CPOKa €ro  MCIOJHEHWS, MOJANMCAHHAS TJaBHBIM
CIIELIMATIMCTOM aJMHHUCTPALIMM € MOJJIMHHUKOM 3TOr0 JOKYMEHTA HE IO3JHEE,
yeM 3a JBa JHA JO0 CpPOKAa HCIIOJHEHUs NEepeNaeTcsl IJIaBe CEbCOBETA Ha
paccMmoTpenue. Vtoroast nHpopMalus JOJKHA COJIEPkKATh MOJIHbIE CBEJEHUS 00
WCIIOJIHEHUU 110 KAXKJIOMY IYHKTY JOKYMEHTa W MPEIJIOKEHHE O CHITUU C
KOHTPOJI WJIM TTPOJJIEHUU CPOKA UCIIOJHEHUS C YKa3aHUEM HOBOM JaTBhl.

['maBa agMUHUCTpaUMM TPUHUMAET PELIEHHE O CHATUHM C KOHTPOJS ITOTO
JOKyMEHTa JU00 O MPOJJICHUH CPOKA €r0 UCTIOTHEHUS.

[Ipyu HeoOXoauMOCTH TIJ1aBa aJMHHUCTpPAllMd  BBIHOCUT BONPOC HAa
pacCMOTpEHHUE alMapaTHOTO COBEUIaHUsA JTUOO MPOBOJIUT COBEIIAHUE B pabouem
nopsiike, MO0 JaeT JOMOJIHUTENbHbIe mnopydeHus. [locine sToro wusznaercs
IIOCTAHOBJIEHUE O CHATHUHA C KOHTPOJIS JTOKYMEHTA WM NPOJJICHUU CPOKa €ro
UCNONHEHUS. [IepnoANYHOCTh MOATOTOBKM TaKUX JTOKYMEHTOB — HE PEXE OJHOTO
pasa B KBapTall.

3aKOHYEHHBIE JIeJIONPOU3BOJICTBOM JOKYMEHTHl (OPMHUPYIOTCS B Jejla B
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COOTBETCTBUM C HOMEHKJIATYPOU JIell.
4. Buabl ci1yke0HbIX JIOKYMEHTOB
4.1. IpoToxoa

[IpoTokon — MTOKYMEHT, (GUKCHPYIONTUH XOJ KOJUIETHAIBHOTO OOCYXICHUS
BOIIPOCOB W TIPHHATHIX PEIICHUN Ha COOpaHUSAX, COBEIIAHHIX, KOMHUCCHSX,
3aceIaHusIX.

[IpoTrokonsl oopMISIOTCS CEKpeTapeM Ha OCHOBAaHWUHM 3alUCH  XOja
3acelaHnii, 3BYKOBBIX 3alUCEH W MaTepuajoB, MOATOTOBIECHHBIX K 3aCEIaHUIO
(TEeKCTHI JOKJIAIOB, BBICTYIUICHHH, MPOCKTHI PEIICHHM, MOBECTKA IHS, CIHCOK
MPUTTANICHHBIX U JP.).

Cy1iecTBYIOT ABa BU/1a MPOTOKOJIOB: MOJHBIE U KpaTKKe. [10aHBIN TPOTOKOIT
COJICP>KHT 3aMKCh BCEX BBICTYIUICHUN HA 3aceJaHWM, KpaTKUH — TOJIbKO (hamuimn
BBICTYTIAIOIINX U KPATKYIO 3aITUCh O TEME BBICTYIUICHHS.

O0s13aTeTbHBIMY PEKBU3UTAMHE MPOTOKOJIA SBIISIOTCS .

HAaWMEHOBAHUE OpraHa,

HAaMMEHOBAHUE BU/1a JOKYMEHTa (IIPOTOKO);

MOJTHOC HAaWMEHOBAHHME KOJUICTHAIBHOTO OpraHa (eCiM MPOTOKOJHUPYETCS
3aceJlaHue KOJUICTHAILHOTO OPraHa);

7aTa ¥ HOMEp 3aceaHus,

CIIUCOK TIPUCYTCTBYIONIUX, MPUTIIANEHHBIX JIUII;

MTOBECTKA JTHS;

baMuIuM, WHANAAIBI TOKJIAYUKOB, BBHICTYHAIONIUX MO KaXJIOMY BOMPOCY
MOBECTKHU JHS;

MPUHSTHIC PEIICHUS TT0 KaKIOMY BOIIPOCY MTOBECTKH JTHS;

MIO/IMTACH TIPEJICEIATEIS U CeKpeTapsl.

B mporokone oTpaxkaroTcs MHEHHS IO paccMaTpUBAEMBbIM BOMPOCAM H
NPUHATBIC pPEIICHHWsS. 3a TPABWIBHOCTh 3alUCel B TPOTOKOJIE OTBEYACT
MpeIceaTeIbLCTBYIONTNI Ha MPOTOKOJIUPYEMOM MEPOTIPHUSITHH.

daMuUu  TPUTTANICHHBIX  3alMCBIBAIOTCS B IMPOTOKOJ (eCiM WX He
oonee 15) B aipaBUTHOM MOpSJIKE ¢ yKa3aHHWEM MecTa pabOThl U JIOMKHOCTH. B
MPOTOKOJIAX TOCTOSHHO JACHCTBYIONIMX KOJUICTHAIBHBIX OPTaHOB JOJDKHOCTH
MPUCYTCTBYIOIMINX HE YKa3bIBaOTCS. Ecnm Ha 3acemaHWy MpHUCYTCTBOBAIU OoJiee
15 mpurnameHHBIX JHI[, TO COCTABISIETCS CHUCOK MPUCYTCTBYIONINX, KOTOPBIA
MPWJIaraeTcss K TPOTOKOJIY, a B TMPOTOKOJE YKa3bIBaeTCs 0OIee KOJIUYIECTBO
YYaCTHHUKOB.

Bompockl B moBecTke AHS (DOPMYITUPYIOTCS B TPEUIONKHOM TAACKE C
npemioraMu  «o», «o00». He pekoMeHmyeTcs BONPOC WIM TPYIIy BOIPOCOB
dbopmynupoBath ciioBoM «PazHoe».

B mpotoxonax ucmonb3yetcs hopma M3I0KEHHS TEKCTa OT TPETHEro JIUIA
MHOXeCTBeHHOro umciia. Cojep)kaHue BBICTYIUICHHA W371araeTcs OT TPEThEro
JUIa €IMHCTBEHHOTO YHCIA.
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TekcT  OCHOBHOM  4acTH  MPOTOKOJIA  COCTOMT W3  Pa3deioB,
COOTBETCTBYIOIIMX MYyHKTaM moBecTKH JHs. lloctpoeHue 3amucu oOCyKIeHUS
KaXJOTr0 BOIPOCAa IOBECTKU [IHS OCYIIECTBIAETCS IO CXEME.: «CAyllaau —
BeICTynIWIM — pemnin». CioBa «CJIVITAJIN», « BBICTYIINJIN», «PEILINJI»
MUITYTCS TPOMUCHBIMU OYKBaMH, KaXKJI0€ — OT JIEBOM TI'paHUIIbI TEKCTOBOTO MO,
nocine Hux craBurcs noetoune. Ilepen cinoBom «CIIYIIIAJIN» cTtaBuTCa HOMEpP
BOIIPOCA MOBECTKHU JTHS.

B paznene «CIIYIIAJIN» npuBoauTcs haMuivs ¥ HHALIMAIBI JOKIATINKOB
(HaMMEHOBaHHUE JIOJDKHOCTH YKAa3bIBAeTCS B IIOBECTKE JIHA). 3aTeM JacTcs
coJiepkaHue Jokiana (cooOmieHus, MHpopMaIK, oTdeTa). ECiau MoKIa qiuKoM
MPEIOCTABIEH TEKCT MAOKJAaaa, JENaeTCs CChbUIKa Ha 3TO, a TEKCT JOKJIaja
MPUJIAraeTcsi K NpOTOKOIY.

B pazgene «BBICTYIIMJIMA» npuBogarcs GamMuadd W WHUIIAAIBI
BBICTYNAOWMX. Ecayu CcI0BO NOpeaocTaBisieTCs JUWIy, NPUIVIAIEHHOMY Ha
o0cy»XJeHre BOIpoca MOBECTKH JIHSI, TO B MPOTOKOJIE YKa3bIBaeTcs ero amuius,
VHHIMAJbI U JOJKHOCTb.

Bonpocsl k JOKIaIUHKYy, BBICTYMAKOIIAM U OTBETHI MPOTOKOIUPYIOTCS IO
MEpE€ HUX TMOCTYIUIEHUS, HO BMECTO CJIOB <«BOIPOC», «OTBET» YKa3bIBAIOTCS
baMIIKM 1 THULUATIBI.

B paznene «PEIINJIN» 3anuchiBaeTcsi NPUHATOE PEUNIEHHE, KOMY, 4TO
CHENaTh U K KAKOMY CPOKY.

B mpotokone oTpaxarTcs BCE MPUHATHIE PELICHHUS C YKa3aHUEM 4YHUCIIa
rOJIOCOB, MOJAHHBIX «3a», IPOTHUB», «BO3JECPKABIIUXCSI», a TAKXKE IMPUBOJIUTCS
CITHCOK JIUII, HE YYaCTBOBABLINX B FOJIOCOBAHUMU.

B cnydae yTBepkJIeHHs KOJUIETUAIbHBIM OPraHOM KaKoro-Jin0o JOKyMEHTa
B IIPOTOKOJIE JOJDKHA COJNEPKATHCS CChUIKA HAa ATOT JIOKYMEHT, a CaM JIOKYMEHT
JOJDKEH MPUJIAraTbCsl K MPOTOKOIY.

Ocoboe MHEHHWE 10 TMPUHITOMY pEIICHUI0 YYacTHUK 3acelaHus
KOJUIETMAJIBHOTO OpraHa JOJKEH W3JIOKUTh U MOANUCATH HA OTAECIBHOM JIUCTE,
KOTOPbIN npuiiaraercs K npotokoiy. Coaep:kanue 0coO0ro MHEHHSI 3alUChIBACTCS
B MPOTOKOJI MOCJIE 3aIMCU COOTBETCTBYIOIIETO PEICHUS.

B Tekcre mpoTOKOJIa OTpa)KarTCAd PELICHUs IO NPOLEAYPHBIM BOIPOCaM
(00 yTBepKJEHUU TMOBECTKUM [HSA, O MPEKpalleHHH MPEeHUH, O MPUHITHU K
CBEJICHHIO CITPABOK, COOOIICHHH U T.I1.).

K nporokony npunararoTcsi TEKCTbI IPUHATHIX PEMIEHUM, TPOEKTHI PEIICHUI
U CITUCOK NPHUCYTCTBYIOIUX Ha 3aceaanuu (Mpu HEOOXOUMOCTH — CTEHOTPaMMa),
a TaK)Ke MEPEJAHHBIE PEACEIATEN0 MUCbMEHHBIE TPEIJIOKEHUS U 3aMEUYaHUS TEX
YYaCTHHKOB, KOTOPBIE 3alHCAIUCh JJISI BBICTYIUIEHUS, HO HE NOJYYWIH CJIOBA
BBUJy IMPEKpPallCHUs MNPEHUWA, a TAaKKE€ BCE BOMNPOCH], NOCTYNUBIIHE OT
MPUCYTCTBYIOIIHX.

[IpoTokosm 3acemaHvs NOANMCHIBAETCS  MPEACENATENbCTBYIOIIMM  Ha
3aCEJJaHNU U CEKPETAPEM.

Jlatoli mpoTokoJia 3acenaHusl ABISETCS AEHb €ro IMPOBEICHUS, €CIM OHO
MIPOJOJDKAETCA HECKOJIBKO JHEHW, TO YEepe3 TUPE YKA3bIBAIOTCSA JaThl Hadana u
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OKOHYaHWSI 3aCeTaHu.
[TpoToKOIBI OGOPMIISIOTCS HA CTAHJAPTHBIX JTUCTaX OyMard, JUist IPOTOKOJIOB
MOCTOSTHHO ~ JICHCTBYIOIIUX KOJUICTHAJILHBIX OPraHOB MOTYT HCIIOJIB30BAThCS
OJlaHKM ¢ yKa3aHWEM HAaWMEHOBAaHMs KOJIJICTHAJIBHOI'O OpraHa, BUAA JIOKYMCHTA
(mpoTokoiT), MecTa TPOBEACHM, JaThl W HOMepa 3aceianus (MpuiIokeHue 6).
[TpoTokoa ohopMIseTCS B TEUSHUE OJHOTO - TPEX JHEH MOCIe MPOBEICHUS
3ace/IaHusl, €CIIM CPOKHU €TO IMOATOTOBKU HE OTOBOPEHBI 0C000.
[TpoTokonsl 3acemanuii (coBelaHMiA) XpaHATCA B OpraHax B TCUYCHUE
YCTaHOBJICHHOT'O HOMEHKJIATYPO# JIeI CpOKa XpaHCHHUsI, 3aTeM CIIAal0TCS B apXUB Ha
MOCTOSTHHOE XpaHeHHe (ITpr HEOOXOIUMOCTH).

4.2. Belnucku u3 IIPOTOKO0JI0B U IIPABOBbIX aKTOB

B BbImuckax u3 MpoOTOKOJA U MPABOBOTO aKTa JIEJIaeTCsl JOCIOBHAs 3aluCh
COJIep>KaHMsI BBIITUCHIBAEMbBIX a03alleB.

Brinucku ¢ 3aBepuTENbHON 3amuChi0 «BepHO» MOIMKUCHIBAET W 3aBEPSET
MeYaThIO JIUIIO, YIIOJIHOMOYEHHOE B COOTBETCTBUU C JOJKHOCTHOM MHCTPYKIIMEH,
C YKa3aHUEM CBOEH JIOHKHOCTH, UHUIIUANIOB, (paMUIuu, JaThI.

B npaBoBbix akTax mnpu OQOPMIICHUM BBIMUCKU MHUILIETCS 00s3aTeIbHO
KOHCTaTHPYIOIasi 4acTh, B NMPOTOKOJAX — BBOJHAS YacTh (BKJIIOYAs IMOBECTKY
JHSI), a 3aTeM — JI0CJIOBHAS 3aIMCh COJIep)KaHus ab3areB (puiIoxeHue 7).

4.3. Cny:xxke0Has (MOKIagHAs) 3aMHUCKA

Jloknagnast (cimyxeOHasi) 3amucKa WCHOJB3YeTCS JUISl  ONEPATHBHOTO
MHQOPMALIMOHHOTO OOMEHa MEXJY CTPYKTYPHBIMU MOAPA3JACICHUAMH U
pykoBoacTBoM. CiykeOHasi 3amucka — JOKYMEHT, aIpeCOBAHHBIN PYKOBOAUTEIIO
OopraHa, CoOJAEp)Kalluid OOCTOSTETbHOE W3JIOKEHHUE KaKoro-iudo BoIpoca C
BBIBOJIAMU U MPEJJIOKEHUSIMH COCTaBUTENS.

Buytpennsisi cnyxeOHasi 3amucka, ajpecyeMas pPYKOBOACTBY Oprasa,
MOAMUCHIBAETCS PYKOBOAMUTEIEM CTPYKTYPHOIO MOApa3fesieHus u odopmisercs
Ha nucte Oymaru ¢popmata A4, uMeer JaTy, 3aroJioBOK K TEKCTY.

Ecniu cnyxkeOHas 3amMcka HCXOAUT OT HMMEHHM OpraiHa, TO OHa
MOAMUCHIBAETCA PYKOBOJUTENIEM U I[eyaraeTcss Ha OJlaHKke, HMEeT Jary,
UCXOSIIIIUN HOMED, 3ar0JIOBOK K TEKCTY.

Texkcr mokmagHoi (CaykeOHOM) 3alMCKH, B 3aBHCUMOCTH OT CIIOXKHOCTH
COJIEpKaHUsI U MPUBOJAMMOI apryMeHTAalluu, COCTOUT U3 OJHOM, JABYX WU TpeX
YacTeu:

- B [IEPBOM YaCTH U3JAraloTcsl IPUUYUHBI, (DaKThl WIIM COOBITHS, TTOCITYKUBIIIKE
MOBOJIOM JIJI1 COCTABJICHUSI JOKYMEHTA;

- BO BTOPOM YacTH JA€TCS aHAJIU3 CIOXKUBIICICS CHUTyalllHd, BO3MOXKHBIE
BAPUAHTHI €€ PELICHUS,;

- B TPEThEH YaCTH U3NAratoTCsl BHIBOJIBI.

Peructpauus JOKJIaIHBIX M CIYXEOHBIX 3alUCOK OCYIIECTBISETCS B
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CTPYKTYPHOM MOJpa3/IeIeHUH, MOJATOTOBUBIIEM JIOKYMEHT.
Pexomenayembie 00pa3iibl ohOpMIICHUST TOKIAAHOM 3aMHCKU U CIYKEOHOM
3aIMCKH, MTOJATOTOBJICHHON Ha OCHOBE 3JICKTPOHHOTO madyioHa (mpuioxenwus Ne 8,
9).
4.4, AKT

AKT —  JIOKYMEHT, COCTaBJICHHBI  HECKOJIBKMMH  JIUIAMH U
MOATBEPKAAIOIINUNA YCTAHOBJIEHHBIE (DAKTHI M COOBITHUS.

AKTBI COCTaBIISIFOTCSL O pe3yJibTaTaM PEBU3UU (PMHAHCOBO-XO3SMCTBEHHOM
NeSTeNbHOCTH, ITpUeMa-fepeiaun e, TPOBEPKU HATUYMs, UHBEHTapHU3alUU U JIp.

AKT coOCTaBJIsIeTCS KOJUICTHAIBHO (HE MEHee JBYX COCTaBHUTENCH) WIH
CHELUAIIBHO YIOJHOMOYEHHBIM JOJKHOCTHBIM JIUIIOM.

AKTBI COCTaBJSIIOTCSI Ha OCHOBE YTBEPXKJICHHBIX OpraHamMu BIIACTH
yHUDUIIMPOBaHHBIX (OpPM WKW B CBOOOAHOW (opMmMe B LENsAX MOATBEPKICHUS
(aKkTOB, CBA3AHHBIX C JIESITEIBHOCTBHIO OpraHu3anuu. PekomeHayembiil oOpaszel
oopmiienus akra (mpuioxxkenue Nel0).

[Ipu cocraBieHHMM aKTOB HCIOJB3YIOTCS PEKBU3UTHI. HAWUMEHOBAHHE
OpraHv3alMy;  HauMEHOBaHWE  BHAA  JOKYMEHTa;  JaTa  JOKYMEHTa;
PErUCTPAIlMOHHBI HOMEpP JOKYMEHTa; MECTO COCTAaBJICHHMS WM U3JIaHUS
JIOKYMEHTA; 3aT0JIOBOK K TEKCTY; MOJIUCH.

JlaToil akTa sBIsieTCA JlaTa COCTaBIICHUSI aKTa W MOJMHCAHUSA €ro
COCTaBUTEIISIMH.

Ecaiu QopMoit akta mnpeaycMOTpPEHO €ro yTBEpKACHHUE PYKOBOJIUTEIEM
OpraHu3alMyi WM WHBIM YIOJHOMOYEHHBIM JOJKHOCTHBIM JIMIIOM, JaTOW aKTa
SBJISIETCS 1aTa €r0 YTBEPKICHMUSI.

B BBOZIHOI YacTH aKTa B UMEHUTEIBHOM Ma/IeKe YKa3bIBAIOTCS

OCHOBaHHEC  COCTaBJICHHS  aKTa  (JOKAJIbHBIA  HOPMATHBHBIA  aKT;
pacIopsSIIUTEIbHBINA JOKYMEHT opraHu3anuu (mpukas, pacrnopsokeHue); GakT Wit
COOBITHE, TIOCTYKHMBIIIEE OCHOBAHUEM JIJISI COCTABIICHUS aKTa);

cocTaBUTeNM akTa (mepeducisroTes mocie cioa "CoctaBiieH" ¢ yKa3aHUEM
NOJDKHOCTEM, HAUMEHOBAaHMM OpPraHU3alMil, €CJIM COCTAaBUTENHU SIBJISIOTCS
NPEICTAaBUTEIISIMU JPYTOi OpraHu3anu, GaMuIHiA 1 UHUIHAJIOB).

Ecaim akT cocraBieH KOMHCCHEW, TepBOM  yKasbIBaeTcs  (haMUIIus
npejaceaaTesns KOMUCCUH, 3aTEM WICHOB KOMUCCHUU B aJI)aBUTHOM TMOPSIJIKE.

B TekcTe akTa M3nararoTcs LI€IM W 3a/laud COCTABJICHHS aKTa, CYIIHOCTb,
XapaKkTep, METO/bl U CPOKU MPOJEIaHHOMN pabOThl, €€ pe3yIbTaThl.

[Ipu HEOOXOAUMOCTH aKT MOKET COJIEPKATh BHIBOJIBI U PEKOMEHIAIINH.

B 3akirounTenbHON YacTH aKkTa yKa3bIBaIOTCS KOJMYECTBO MOATOTOBIEHHBIX
AK3EMIUIAPOB aKTa W MECTOHAXO0XJACHUE KaxkIoro nsk3eMiuisapa. KomuuecTBo
AK3EMILIAPOB aKTa ONPENEIseTCs KOJIMUYECTBOM CTOPOH, 3aUHTEPECOBAHHBIX B €T0
COCTaBJIEHUU, WM HOPMATUBHBIMH TpPeOOBAHUSIMH, PETIAMEHTUPYIOIIUMHU
COCTaBJIEHHWE aKTOB KOHKPETHOUW pa3HOBUIHOCTH.

DK3eMIUIAPHl aKTa IOANKMCHIBAIOTCS BCEMH WICHAMH KOMHUCCUHM (€ciu akT
COCTaBJISUICS KOMHUCCHCH) WM COCTaBUTEISAMH U, TPU HEOOXOIMMOCTH,
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MPUCYTCTBOBABIINMU JIUIIAMH.

[Ipu moamucanum akTa mpeacenaTeeM U WieHAMH KOMHACCUU HauMEHOBAHUS
WX JIOJDKHOCTEN HE YKa3bIBAIOTCS.

Ocoboe MHEHHE COCTaBHUTEIS aKTa H3Jaraercs Ha OTISIbHOM JIHCTE,
MOAMUCHIBAECTCS U IPUIIATACTCS K aKTY.

Ecnmu  3akoHomarensctBOM  Poccumiickorr  ®Dexpepanuu  NpeayCMOTPEHO
O3HAKOMJICHHE C COJEp KaHUEM aKTa JIWIl, YIOMSHYTBIX B aKTe, MOJ MOJIUCh, Ha
MOCTCTHEN CTpaHUIlE aKTa MPOCTABIAECTCS O3HAKOMHTENIbHass Bu3za "C akToM
o3HaKoMJICH(BI)", TPH 3TOM YKa3bIBAIOTCS HAMMEHOBAHMS HOKHOCTEH, JIMYHBIC
MOJNUCH, pacmM@poBKM TOAMKCEH, AaThl O3HaKomyieHUs. Jluia, KoOTopbIe
3HAKOMSTCS C COJIEp)KaHUEM aKTa, UMEIOT MPaBO HE COTIACUTHCS C COACpKAHHEM
aKkTa B II€JIOM WM €ro OTACIbHBIMU TIOJOXXEHUSIMHU, YTO JOJKHO OBITh
3a()UKCUPOBAHO TTPH O3HAKOMJICHUH C aKTOM.

4.5. IlucsMo

[lucbmMo — 3TO0 O00O0OIIEHHOE HAa3BaHHWE PAa3IUYHBIX MO COJACPKAHUIO
JIOKyMEHTOB, UCTOJB3yEeMbIX MPHU NEPENMUCKE MEXKY ABYMS U OoJiee ajpecaTamu.

[lucbmMa  MOArOTaBAMBAIOTCA  KAaK  MHULMATHBHBIE, 1O  YKa3aHUIO
PYKOBOAUTENSl OpraHa, a TakKe KaK OTBET Ha IMOCTYMUBIIME JOKYMEHTHI, U
nevyaTalTcsi Ha OyaHke nuchMa. [[ns muceM NPUMEHSIOTCS YIJIOBbIe OJaHKH
(mpwioxenue 3).

CnyxeOHble NHUChbMa JOJKHBI OBbITh KPAaTKUMH, HE TMPEBBINIATH JBYX
CTpaHUII, COCTABIATHCS, KaK MPABUIIO, 0 OJHOMY BOTIPOCY.

[TucbMO COEPAKUT CHAEAYIONTNE PEKBUZUTHI:

- ajipecar;

- J1aty;

- pPETUCTPALMOHHBIA HOMED;

- CCBUIKY Ha PErHMCTPAIlMOHHBIN HOMED U JIaTy BXOJAIIETr0 JOKyMeHTa (mpu
HEOOXOIUMOCTH);

- TEKCT;

- CCBUIKY Ha MPWIOKEeHHS (ITPH HAJTUYNN);

- MIOJIIIUCH;

- UHULMAIB, (PaMUIIMIO HCIIOJHUTENS, HOMEp ero TenedoHa M JaTy
UCIIOJTHEHUS IOKYMEHTA.

[TucbmMo oQopMIIAIOT Kak ¢ 0OpallleHneM, Tak U 0e3 oOpallleHusl K ajpecary.
Haubonee yacto ynotpebisembiMu (hopmMaMu 0OpalieHus SBIsOTCS Takue, Kak:

VYBaxkaemsiii Cepreit BacunbeBuu!

YBaxaemple 3asButenm! (ymorpeOiseTcs, Korjga HWMeEHa IoJTydaTesen
UIChMa HE U3BECTHEI).

Ecnau nucbmo sIBIISIETCS OTBETOM Ha MOCTYMUBIIHMKM 3alpoc WIH IPOCHOY,
3aMOJIHAETCS PEKBU3UT ''CChUIKA HAa PETHCTPALMOHHBIA HOMEP U JaTy
MOCTYNUBIIETO MUchMa'.
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HaummenoBanne Buuma gokymeHTa ('mucbMO') W pPa3sHOBHIHOCTH IHCHMa
(manpumep, "'mpocwba”, "undopmanuonnoe"”, “compoBoguTensHoe", '3ampoc”,
"HarloMUHaHUe") B ACIOBBIX (CIyKEOHBIX) MUChbMaX HE YKa3bIBAIOTCS.

Ecau nuceMo HampaBisieTcsl afpecary Mo 3JIEKTPOHHOW MOYTe WU Mo (akcy
0e3 MOCBUIKM MO TMOYTe, BMECTO IIOYTOBOTO aJpeca YKa3bIBACTCsS ajpec
AJIEKTPOHHOM MOUTHI WU HOMED TenedoHa-(hakca.

[lucbmMa cOCTaBISIIOTCS MO CXEMe: BCTYIUICHHE, OCHOBHAs 4acTh,
3aKJIIOYCHHUE.

Bo BcTymiiennu opmynupyercst Tema nuchbMa, 00bsICHAIONIAask IPUYUHBI €r0
HanucaHus. BCTyIuleHHe MOYKET COJIep)KaTh. CChUIKY Ha JOKYMEHT W (HJH) ero
OTJIeJIbHbIC MYHKTHI, TTOCIYXHUBIIIKE OCHOBAHUEM, KOHCTaTaluio0 (akTa, COOBITHS,
CJIOKUBILEHCS CUTYAIUU.

B OCHOBHOW YacTH u3NaraeTcs OMHCAaHUE COOBITUS WU CUTyallud, HX
aHadu3 W TOPUBOAUMBIE JOKA3aTENbCTBA, (DAKThI, Pa3bsICHEHUS] U COOOIECHHUS,
COMPOBOXKJAEMbIEC PACUETAMHU, CCHIIIKAMU, TOKYMEHTAMHU.

Texkct nucbMa wu3NaraeTcs OT TNEPBOro JiMIlAa MHOXECTBEHHOTO 4YHCIa
(mpocuM, HampaBJIIeM) WIH TPEThErO JIMIIA EIUHCTBEHHOrO 4Yucia (oTmen
npegoctapiseT). Hagano ocHOBHOUW dYacTé (HOpMyJHpyeTcs B 3aBUCUMOCTH OT
Ha3HAYCHUS U COAEP KaHUs MMHUCEM.

dopma H3I0KESHHS TEKCTa OT MEPBOTO JIUIA SAMHCTBEHHOTO Yrciia (IpoIiry,
npeJyIarao, Hampasysio | T.JI.) BO3MOXHA B CIIyYasiX, €CJIU MUCbMO 0(OPMIISCTCS
Ha JOJLKHOCTHOM OJIaHKE WIIM COJIEPKUT NEPCOHANIbHOE OOpalieHue K ajpecary.

B nuceMmax yka3piBaeTCA TOUHOE HAMMEHOBAHUE aJipecaTa U ero ajpec.

[lucbmMa NOANKMCHIBAIOTCS JOKHOCTHBIMU JIMIAMU B COOTBETCTBUU C
pacripefieieHueM 00si3aHHOCTeH. BHOCHTH Kakue-nubO HUCHpaBieHUS WU
n00aByieHUs B MOJMKUCAHHBIC MUChMA HE JIOMYCKAETCS.

Ha konuu mucbma CTaBUTCS BH3a HCHOJHUTENSI UM APYruX pabOTHUKOB, C
KOTOPBIMH COTJIACOBAH MPOEKT MUChMA.

B cnyxeOHBIX MHUChbMax M3JI0OKEHUE BEAETCS OT MEPBOTO UM BTOPOro JMIA
MHOYKECTBEHHOTO umcia: «Bsicbutaem Bawm...», «IIpocum HampaBuTh Ham...»
(«BbI», «Bac» 1 T.J1. MHUIIETCSA ¢ MPOIMKUCHON OYKBBI, & KMBI», KHAC», KHAM» H T.1. —
CO CTPOYHOW).

ConpoBoAUTENbHBIE MTUCHMa COCTABJISIOTCS K JOKYMEHTaM, HE UMEIOIIUM
aZpECYIOIIEH YacTH.

B COMPOBOIUTENbHBIX NUCbMax YKa3bIBaeTCs HAaMMEHOBaHUE
COMPOBOXKJIAEMOTr0 JOKYMEHTA, COAEPKATCS MOSICHEHHUs] OTHOCUTEIILHO XapaKTepa
WCIIOTHEHUS WY LIEJIM HalpaBJIeHUs MIPUIAraeMoro JT0KyMeHTa.

[apanTuiinple NHUCbMa  COCTABISIIOTCA C  LEIbIO  MOATBEPKIACHUS
OMPENICNICHHbIX OOCIIaHUI WM YCIOBUI U aJpEeCylOTCS YUYPEKACHUIO WIH
OTZICILHOMY JIMILY.

He nomyckaeTrcss OTHpaBisTh ajgpecaTaM NUCbMa, HE HMEIOLIME AaThl U
PErUCTPAIIMIOHHOTO HOMEPA.

[locne moamucaHusi MUChbMa PYKOBOJMTENIEM WM UHBIM YIOJTHOMOYEHHBIM
UM JIULIOM
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- JK3eMIUISIp MNHchMa, OQOpMIIEHHBIM Ha  OJaHKe, MOANUCAHHBIN
PYKOBOJMUTEEM U 3apETUCTPUPOBAHHBIN, HAIIPABIISIETCS aApecary;

- KOIWS MUChMa C BU30M UCIOJHUTENS U SK3EMIUIAP MUChMA, COCTABICHHBIN
Ha PYCCKOM SI3BIKE€, C BU3aMH 3aMHTEPECOBAHHBIX JIMI IOMEIIAIOTCS B JIEIIO.

Ecnan nucemMo agpecoBaHO OpraHM3alyM, CHadajga JaeTcs €€ HaMMEHOBAaHUE,
3aTEM - MOYTOBBIM aApeC B MOCIEAOBATEIIBHOCTU. HOMEP AOMa WM 3JIaHUS,
Ha3BAaHUE YJIUILBl; HA3BAaHHUE TOPOJA; CTPaHA.

Kaxnpiil aneMeHT agpeca nUeTcst Ha OTACIbHOM CTPOKE.

JIOKyMEHTBI, HampaBJIsIEMble B  MOJBEJOMCTBEHHBIE H©  CTOPOHHHE
OpraHu3aluy, MOANUCHIBAIOTCA 3aMECTUTENSIMA PYKOBOJUTENS OpPraHU3aluH,
WHBIMM  JOJDKHOCTHBIMH  JIMIAMM  OpraHuM3allid B  COOTBETCTBUH  C
MPEIOCTABICHHBIMU UM IMOJHOMOYHUSIMU.

[Ipyu HampaBneHMH TMCbMA WJIM  BHYTPEHHETO0  UH(OpPMAIMOHHO-
CIPaBOYHOTO JIOKYMEHTa HECKOJbKMM ajapecaTam (He 0Oojee YeThIPEeX)
MOJIHACHIBACTCS KAXKABIM OTHPABISEMBIN IK3EMIUISAP JOKYMEHTA.

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

Ilepenmucka mo Tenmerpady BeIETCS TOJBKO IO CPOYHBIM CITYKEOHBIM
BompocaMm. TenerpaMmbl TMOJAMUCHLIBAIOTCS PYKOBOJWTENIEM OpraHa HId €ro
3aMECTUTEIISIMHU.

[IpoekTsl TenerpamMm, IpeaoCTaBIsIeMble Ha MOAMUCH PYKOBOJCTBY OpraHa,
TOJDKHBI  COCTABIIATBCA KpaTKO, YETKO H3jaraTh COACpKaHHE, BU3UPOBATHCS
WCTIOJIHUTEISIMA M PYKOBOJUTEIISIMA OpPraHoB, a B ClIydae HEO0OXOIUMOCTH
COTJIACOBBIBATHCA M BU3UPOBATHCSA PYKOBOJIUTEIISIMU APYTUX 3aMHTEPECOBAHHBIX
OpPTaHOB.

TenerpaMMbl peruCTPUPYIOTCS B OOIIIEM MOPSJIKE.

TenedpoHorpaMmbl MOAMUCHIBAIOTCS PYKOBOJMUTENIEM, PETUCTPUPYIOTCS, a
3aTeM MepeaaroTCs.

TenedpoHorpamMmsbl, aapecOBaHHBbIE PYKOBOAMTENIO OpraHa H  €ro
3aMECTHTEIISIM, MPUHUMAIOTCS CeKpeTrapeM (JIMI[OM, OTBETCTBCHHBIM 3a BCIACHHE
JICIIONIPOU3BOICTBA) M HE3aMEIIMTEIbHO JOKIAIbIBAIOTCS IIOCIE MX IIpHEMa, a
3aTeM PEruCTPHUPYIOTCA ceKperapeM (JIMIIOM, OTBETCTBCHHBIM 33 BCACHHE
JCIIONPOU3BOICTBA) M MEPEHalOTCs IS HCIOJIHEHHS B COOTBETCTBHH C
PE30II0IMEN PYKOBOJIUTEINS OpraHa.

B Tenedonorpamme MOMKHBI YKa3bIBaThCS: Ha3BaHWE BHAA JOKYMEHTA,
HanMEHOBaHWE OpraHMU3aIluy, J1aTa, HOMEp, HAUMEHOBAHKUE, MHUITUAJIBI U (paMUITHS
azgpecara, TEKCT, AOJDKHOCTh, HWHUNMAILI U (pamMuius JuI@a, HTOANHCABIIETO
TeneoHOTpaMMYy;  JTOJDKHOCTb, HWHHIMAABI W (QaMWIMM TepeJaBIIeTo U
MIpUHUMAIOIIEro TeaepoHorpammy, Homepa TelaedOHOB, TT0 KOTOPBIM IepeIacTcs
Y TIpUHUMAETCS HH(pOpMaIKs, BpeMs NMpueMa U nepeaadn TeaeoHOorpaMMBbl.

4.7. JasgBieHue
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3asiBlieHME — JOKYMEHT, aJIpECOBAHHBIM JOKHOCTHOMY JIMIy U
CoJIep Kallluii ONpeEICHHYIO MPOCKOY WIIH MPEISIOKEHUE.

3asiBIICHHE COJICPKUT CIEAYIOIINE PEKBUBHUTHI:

- aapecaT (I0KHOCTh, HHAIHAIBI U (PaMUJIHIO JTOJDKHOCTHOTO JIUIIA);

- aBTOp 3asBJIeHUsA (B pOAMTEIHLHOM TAJCKe YKasbiBaeTcs (ammius,
WHUIMAJIBI, TOJDKHOCT, Tiepe] paMuiied Ipe/yior «0T» He MUTICTCS);

- BUJI JOKyMEHTa (3asiBIICHUE);

- TEKCT;

- CCBUIKY Ha MPWIOKEHHE (SCIIM OHO €CTh);

- MIOJIMUCh.

TekcT 3as1BIeHUS IO KaJIPOBBIM BOITPOCAM MOXKET OBITh TUIIOBBIM.

Tekct nar000r0 3asiBICeHHMs HAYMHAETCS C CYIECTBA BOIpoca, oOpalieHus
(mporry mepeBecTH, IPOIITY MPOBEPUTH COCTOsIHKE). DopMa U3TI0KEHUS 3asIBICHUS
cBOOOHAS.

3asiBJICHHE MOYKET MMETh MPHIOKEHUs (HampuMep, K 3asBJICHHUIO O TIPHEMe
Ha pa0oTy MpUiararoTcs MOJJIMHHUKHA WM KOMHUU JIOKYMEHTOB 00 00pa3oBaHUH,
aHKeTa, aBToonorpadus u Jap.).

BasBiieHne mepemaercs (HampaBiseTCs) PYKOBOAMTEIIO JUIS TPUHSATHUS
pemieHus. PemeHne pyKOBOIWUTENS BBIPAKAETCA PE3OTIOLMEH. 3asBICHUE C
pe30JIIoNMel CIY’)KHT OCHOBaHWEM K W3JIaHUIO TIpHKa3a, pacropshkeHus (Imo
KaJpOBbIM BOIPOCaM) WJIH JPYroro JOKyMeHTa (IMMChMa aBTOPY O NPUHSATHH
peleHus, IprUKa3a O MPOBEACHUH YKCIIEPTHU3bI, TPOBEPKH H T.II.).

3asiBIeHUE oopmiiseTcs Ha CTaHIapTHOM JIACTE Oymaru
dbopmara A4.

5. Ilpuem, o0padoTKa, perucTpanus U pacCMOTPEeHHE CIayKeOHOI
AOKYMEHTALMH

5.1. Opranusanusi J0KyMeHTO000poOTa

JIOKyMEHTOOOOPOT BKIIIOYAET BCIO IMOCJIEJOBATEILHOCTh IEpPEMEIICHUM
JOKYMEHTOB, a TAaKXK€ OINEpalMH, COBEpPIIAEMbIE C JOKYMEHTAMHU B MPOLECCE UX
CO3MaHus W  UCHoOJHEeHWs  (MoJiydeHwWe,  OTIpaBKa,  MPEIBAPUTEIILHOC
paccMOTpPEHHUE, PerUCTPaIUsl, PACCMOTPEHHE PYKOBOIUTEIIEM).

Ilenp opraHuzanuu JOKYMEHTOOOOpOTa - OOECIIEYeHHE CBOEBPEMEHHOTO
NPUHATHUS ~ YOPaBICHYECKUX  PEIIeHMH W WX  HUCIOJHEHWs.  3ajada
JOKyMEHTOO0OOpOTa - OpPraHu30BaTh JIBUKEHUE JOKYMEHTOB II0 HauWMEHeEe
KOPOTKOMY MYTH C MUHUMAJIBHBIMHU 3aTpaTaMH TpyJla U BPEMEHH, B YCIOBUSX
ANEKTPOHHOTO JIOKYMEHTOOOOpOoTa - 00eclneuuTh JOCTYyN K JOKyMEHTaMm
nonp3oBaressiMm COJ/] B COOTBETCTBUM C MPEJOCTABICHHBIMHA UM IIPaBaMH.

B ycnoBusax npumenenus COJ] B opraHu3anuy UCHOJIB3YIOTCS 3JIEKTPOHHBIE
JOKYMEHTBI, a TaKKe DJICKTPOHHbIE KOMUU JIOKYMEHTOB, TIOJyYEHHBIE B
pe3yibTaTe CKaHUPOBAHUSI JIOKYMEHTOB Ha OyMakHOM Hocutene. [[OKyMeHTbI
OpraHW3alli{, UMCIOINE BpEMEHHBIe CpOKH XpaHeHus (o 10 jJeT BKIIFOYUTEIIBHO)
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MOTYT CO37aBaThbCsl, XPAHUTHCA M HCIOJIb30BaThCA HUCKIIOUYUTEIHLHO B (opme
AIEKTPOHHBIX TOKYMEHTOB.

[lepeyeHbr JOKYMEHTOB, CO3[aBa€MbIX, XPAHUMBIX U HCIOIb3yEMBbIX
UCKJIIIOYUTEIRHO B (opMe  SIEKTPOHHBIX  JOKYMEHTOB,  YTBEPKIaeTCs
PYKOBOJUTEIEM OpPraHU3allNH.

JIoKyMeHTBI KJIacCU(UIUPYIOTCS: Ha BXOJSIINE, UCXOMASIINE, BHYTPEHHUE
JTOKYMEHTHI (TIepenucKka BHyTPH OJTHOTO OpraHa).

1. Bxoasiue qOKyMEHTHI.

Bce noctynatomue — ciykeOHble JOKYMEHTBI  SIBJISIIOTCSL  BXOJSIIEH
KOPPECITOHICHIINEH.

JlocTaBKa TOKYMEHTOB B aIMUHUCTPAIIMIO TOPOJIa OCYIIECTBISACTCS:

(henpaberepcKon CIy)00ii;

MOYTOBBIM OTJICJICHUEM CBSI3H,

HETMOCPEJCTBEHHO MPECTABUTEISIMU Pa3IMYHbBIX OpraHu3alni,
YUPEIKICHUH, IPSANPUATHI | T.1. (Jajiee — HAPOUHBIM);

C UCIOJIb30BaHUEM (DAKCUMMIIBHOM, 3JIEKTPOHHOU U TenerpadHoM CBsI3H;

yepe3 EamHyio cucTeMy 3JeKTPOHHOIO JOKYMEHTO00OpoTa ANTaniCKOTO
Kpasl.

[Ipu npuemke KOpPpECMOHJEHIIUH, JOCTABISIEMOW HAPOYHO, MPOBEPSIETCS
MPaBWIBHOCTh  JIOCTABKH, LIEJIOCTHOCTh  YHAKOBKH, HallMYUME  YKa3aHHbBIX
MPUIOKEHUI U COOTBETCTBUE HOMEPOB JOKYMEHTOB Ha BTOPBIX K3EMILIAPAX WIH
B JKypHaJie nepenaud. Ha BTOpBIX 3K3eMILIIpax WM )KypHalax nepeaayl CTaBUTCS
JaTa U MOANUCH CIIEIMAIUCTOB, IPUHSIBIINX JOKYMEHT.

Beimaua ~ 10KyMEHTOB JULaMm, OTBETCTBEHHBIM 3a BEJICHHE
JICJIONPOU3BOJICTBA B OpraHax, YIOJIHOMOYEHHBIM JOCTaBJISITh W 3a0UpaTh
JIOKYMEHTBI, KOTOpPbIE HECYT NEPCOHAIBHYIO OTBETCTBEHHOCTh 3@ COXPAaHHOCThH U
KOJIMYECTBO BBIJJAHHBIX JOKYMEHTOB, OCYILIECTBISECTCS MO POCIHCH.

KonBepthbl (0aHIeposn), KOTOPhIE UMEIOT MOMETKY «JIMIHO», TIepenaroTcs
aJpecaTaM B 3aKpbITOM BHUJIE.

[IpueM KOppeCHOHAECHIMH, JOCTaBICHHOW (enbIberepcKkoi Cciyx0oi,
ocymectsisieTcsa otaenoM ['O UC agMuHMCTpannu pamoHa.

Ommb0oYHO MpUCTaHHBIE JOKYMEHTHI BO3BPAIIAIOTCS OTIPABUTENIO.

CnyxeOHasi KOPPECMOHACHIIUS BCKPBIBAETCSI, PETUCTPUPYETCI CEKpPETapeM
B COJl B coorBercTtBUM ¢ Permamentom pabotel B COJl m HampaBisieTcs Ha
paccMOTpEHUE PYKOBOIUTENIO.

Ha nokymeHTax B MpaBOM HI)KHEM YIJIy Ha MEPBOM CTPAHUIE OCHOBHOTO
JOKyMEHTa TMPOCTaBIsE€TCS IITaMIO C OTMETKOW JaThl M BXOJSIIETO
PErUCTPAIMOHHOTO HOMEPA.

JIOKyMEHTBI PETHCTPUPYIOTCS HE MO3JHEE CIEAYIOIIero padodero AHS C
MOMEHTA MX MOCTYIUIEHUS B MOAPA3ICICHUE, OCYIIECTBISIONIEE PETUCTPALIUIO.

CpouHble 1 OlepaTUBHBIE TOKYMEHThI PETUCTPUPYIOTCA HE3aMEIIIUTEIBHO.

B npouecce neppoHayaibHO 00pabOTKU KOPPECTIOHICHIINH, TTOCTYNAroEen
B KaHUEJSAPHUIO, TPOBEpsieTCs Oe30MacHOCTh BIIOKEHUW, KOMIUIEKTHOCTh H
LEJTOCTHOCTh JOKYMEHTOB U MPUJIOKEHUN K HUM, a TAK)KE HAIU4YHEe HEOOXOIUMbIX
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PEKBU3UTOB.

[Ipu oOHapy>KeHHM HEKOMIUIEKTHOCTH WJIM TOBPEXKJICHUM JTOKYMEHTa Ha
MOCJHEAHEM JIUCTE WM Ha 000pOTE TMOCJIEAHEro JIMCTa MPOCTABISAETCS
COOTBETCTBYIOILAsl OTMETKA U COOOUIAETCS OTIPABUTEIIIO.

KonBepTsl, Kak MpaBuio, YHUYTOXKAIOTCS, KPOME CIIy4aeB, KOrjga 1o HUM
MOJKHO YCTAHOBHTBH aJipec OTHpaBHUTeNs (IIPH OTCYTCTBUHU ajpeca Ha JOKYMEHTE)
WJI BpEMS OTIIPABKU U MOJTYYEHUS TOKYMEHTOB.

[ToctynuBiIne TenerpaMMbl PETUCTPUPYIOTCS MO TEM K€ MpPaBUJIaM, YTO U
MHAChMA, A 3aTEM NEPEIAIOTCS HA PACCMOTPEHUE PYKOBOJICTBY U UCTIIOJIHEHUE.

[lepenaua nndopmanuu ¢ MOMOIIBIO TeNEPHOHOTPAMM OCYIIECTBIISIETCS KaK
YCTHO MO KaHanaM TenedoHHou cBsizu, Tak U uyepe3 COJ[. Tekct mocTynuBiieH
TeneoHorpaMMbl C yKa3aHHEM €€ HOMEepa, HauMEHOBaHMs, HOMepa TeiedoHa
OTHpPABUTEISl M BpPEMEHU IMpUeMa, a TaKKe JOJDKHOCTh W (pamMunus Jula,
NPHUHSBIIETO TeledOHOrpaMMy, 3amuchiBacTcs (MeyaTaeTcs)) Ha CICIHAIbHOM
OJIaHKE WJIU B )KypHAJI€ U ONEPATUBHO MEPEAACTCS PYKOBOIUTEINIO.

Opranuzanust paboThl C JOKYMEHTaMHU, MOJIYYEHHBIMH MO BJIECKTPOHHOMN
Mo4Te, OCYIIECTBIsIETCS B o0meM mopsiake coriiacHo HWMHCTpykuum ¢
00s13aTeNbHBIM MPOCTABICHUEM OTMETKH O CIloco0Oe mostyyeHus nokymenTa B COJJ
u mramna «IlorydeHo 1Mo 3JIEKTPOHHOW MOYTE» C YKa3aHHEM JaThl MOJYYEHHS Ha
OYMa)KHOM 3K3EeMIUISIPE JOKYMEHTA.

JIOKyMEHTBI, TOCTYNUBIIHE Ha OyMa)XHOM HOCUTENe, CKaHHPYIOTCH,
3JEKTPOHHAsA Komus JOoKyMeHTa Bkiroudaercss B COJl u mpucoenunsercs k OPK
JOKYMEHTA.

OCHOBHBIM TPUHIIMIIOM PETUCTPALMU SIBJISIETCS OJHOKPATHOCTh. Kaxkabii
JOKYMEHT JOJDKEH PErUCTPUPOBATHCA B JAHHOM OpPraHE TOJIBKO OJWH Pa3.

[Ipu peructpanuu ciayXeOHOW KOPPECHOHJICHIIMU MPOBOAUTCS IMOUCK Ha
HaJIn4yue:

MIOBTOPA PETUCTPALIMU OJHOTO U TOTO K€ IOKYMEHTA,;

3apErUCTPUPOBAHHBIX PAHEE JOKYMEHTOB 10 TAHHOW TEME;

OTBETA Ha 3alPOC aAMUHUCTPALUU ITOpOAa, OPTraHa,;

JAHHBIX O JOKYMEHTax, VYIOMSHYTbIX B TEKCTE€ PETrUCTPUPYEMOTO
NOKYMEHTA, paHee HaIlpPaBJICHHBIX.

[Ipy MON0KUTEIBHOM PE3YyNbTATE MOUCKA CIIELIMATUCTHI, OTBETCTBEHHBIE 32
BEJICHHE JEIOMPOU3BOICTBA, 00s3aHbl MOAOOpPATh UX MPU HAJUYUU JIOKYMEHTa B
TEKylIIEM apXWBE€ WM IOJATOTOBUTH COOTBETCTBYIOIIYIO CIPABKY M IeEpeaaTh
PYKOBOJICTBY COBMECTHO C BHOBB IMOCTYNHUBIINM JOKYMEHTOM. IIpr 3TOM BHOBB
MOCTYNUBIIMKA  JOKYMEHT NOMJIEKUT PErMCTpallMM B COOTBETCTBUU  C
Nuctpykuuei, ¥ B pPerucTpallMOHHbIE KAPTOYKU OOOUX JOKYMEHTOB BHOCSTCS
OTMETKHU O HOMEpaX, CBSA3aHHBIX 10 TEME JOKYMEHTOB.

He mnoanmexar perucTpanvii KHUTH, Ta3eThl, >KYpHalbl, OIOJIJIETEHH,
peKJIaMHbIe M3JaHUs, MPOCIEKTHl C HAayYHO-TEXHHYECKON uH(opMaluei,
IJIAKAThl, CIIPABOYHO-UH(OPMALIMOHHbIE MaTepHUalbl, IPUCIAHHbBIE ISl CBEJICHMUS,
MO3/IPABUTEIIbHBIE  OTKPBITKHU, MPUINIACUTEIbHbIE OWJIEThI, CTATUCTUYECKHE
COOpHUKH, cUeTa, KBUTAHIIUH, IOTOBOPHI, HAKIIATHBIE, CMETHI.
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Ha »Tux nokymeHTax yka3blBaeTCs JaTa WX IMOCTYIUIEHUS, MOPSIKOBBIN
HOMEP HE MPOCTABIISACTCA.

Koppecnonaenunss ¢ nomeTrkond «JIM4HO», a TaKkKe HE PETUCTPUPYEMBIE
JOKYMEHTBl TEpENaroTCsl MO HA3HAYCHUI0 B JEHb MUX MOCTYIUICHHS.
3aperucTpupoBaHHbIC JTOKYMEHThI — HE TMO3JHEE CIEeaylolero padoyero aHs
MOCJIC JHS UX PETUCTPAIUH.

JIOKYMEHTBI, MOCTYNUBIINE PYKOBOAUTEIIO, UHBIM JOJKHOCTHBIM JIAIIAM,
MHHYsSI CEKpETaps, NEPEAAIOTCS Il PETUCTPALIMU B IEHb UX MTOCTYILICHUS.

JIOKyMEHTBI, TOCTYyNAalole Ha OyMa)KHOM HOCUTENIE, MOCIE UX PETUCTPALINH,
BKItOUeHUsA B COJ] B BUAE 3JIEKTPOHHBIX KOMUK U PACCMOTPEHUSA PYKOBOJICTBOM
MEPEIAIOTCS B COOTBETCTBYIOIINE CTPYKTYPHBIE MOAPA3JACICHHUS HA WCIIOJIHCHUE
WJIA TOMEIIAIOTCS B JIEJI0 B COOTBETCTBUM C HOMEHKJIATYPOU A€ OpraHU3aIvu.

Jns ¢ukcanuu QakTta mepeaayd BXOIAIMIMX JOKYMEHTOB M WX KOIMWM Ha
OyMa)XHOM HOCHUTEJIE HCIOJHHUTEISIM B CTPYKTYpHBIE IOJpa3ACiICHUs] MOTYT
HCIIOJIB30BAaThCS KypHabl (peecTphl) mepeaadyn JOKYMEHTOB.

[Tpu OymMa)kHOM JTOKYMEHTOOOOPOTE TMOIMHHUKH BXOJSAIIUX JOKYMEHTOB, B
Cy4ya€ Ha3HAYCHUS HECKOJbKHUX HWCHOJHUTEICH MEepeaaroTCsl OTBETCTBEHHOMY
WCTIOJTHUTEIIO, OCTATbHBIM UCITOJTHUTEISM MEPEAAIOTCS KONTUK JOKYMEHTA.

5.2. KOHTPOJIb UCTIOJIHEHHS CJIYKeOHBIX TOKYMEHTOB

OTBETCTBEHHOCTh 32 CBOEBPEMEHHOE UCIIOIHEHUE CIY>KEOHBIX JIOKYMEHTOB
BO3JIaraeTCs Ha TJIABHOTO CIIEMAIUCTAa AJMUHHUCTPALUH.

KoHTponb ucnonHeHusi BKJIOYAaEeT B ceOsl: MOCTAaHOBKY Ha KOHTPOJIb,
MPEBAPUTEIBPHYIO MPOBEPKY M PETYJIUPOBAHUE XOJA HCIOJHEHUS, CHSTHE C
KOHTpPOJIsI, HAIIPABJICHUE UCIIOJIHEHHOTO JOKYMEHTa B JIeN0, Y4YeT, 0000IeHue u
aHaJIu3 XoJa U pe3yJbTaTOB HCIOJHEHHUS JOKYMEHTOB, HWH(OPMUPOBAHUE
PYKOBOJMTENEH B MLEJISIX CBOCBPEMEHHOTO W KA4ECTBEHHOIO MCITOJIHECHUS
MOpy4YeHUil, 3a(PUKCUPOBAHHBIX B JOKYMEHTAX.

Bce mnocrynuBmine AOKYMEHTHI JOJDKHBI PAacCMaTpUBATBCA B JI€Hb HUX
MOCTYIUICHUSI PYKOBOJMUTEIEM OpraHa WM €ro 3aMECTUTEIIEM B COOTBETCTBUU C
pacrpeieIeHHBIMU MEKly HUMU 00513aHHOCTSIMH.

Pe3ynpTarsl paccMOTpPEHHS KaXXAOTO MOJYYEHHOrO JOKYMEHTA, YKa3aHus O
€ro UCIOJIHEHUU OTPAXKAIOTCA B PE3OJIONUHU, KOoTopas odopMmisiercs B
COOTBETCTBHH C MMyHKTOM 2.14 MHCTpyKIIHUH.

JlokyMeHT ¢ pesomonuen «Jlns cBenenus» Hampasisercs yepe3 CO/I, ¢
pesomonnet «O3HAaKOMUTB» TEPEIAeTCA MooYepeaHo ucnoanurensM. [Ipu stom
HalpOTUB CBOEH (paMUIIUU B PE30JIIOIMU HCIOJHUTENb JOJKEH MOCTaBUTh CBOIO
POCIIACH U JATy B MMOJATBEPKIACHHUE TOTO, YTO OH O3HAKOMIIEH C JOKYMEHTOM.

[Ipu oTnpaBiieHMN TOKYMEHTA, MOJICKAIIETO BO3BPATY, B IPABOM BEPXHEM
YTIIy IEPBOM CTPAHMIBI CTABUTCS LITAMII WJIM OTMETKA «[1o1eKuT BO3BpaTy».

Ecnu mopydeHrne mo MCHOJHEHUIO JTOKYMEHTa BO3JIOKEHO Ha HECKOJBKUX
VCTIOJIHUTENEHN, TO MEPBBIM, YKa3bIBA€TCS JIMIO, OTBETCTBEHHOE 3a OPraHU3aLMIO
VICTIOJTHCHMUSL.
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OTBETCTBEHHOMY  HCHOJHUTEIIO MNPUHAJICKUT  MPaABO CO3bIBa
COUCIIOJIHUTENE W TMOJNydeHUuss OT HUX HEoOXOoAuMOW HUHpopMaIuu s
cocTaBieHusd U 0000ueHuss oTBeTa. COUCIOTHUTENN B PaBHOM CTENEHH HECYT
OTBETCTBEHHOCTh 32 KAaU€CTBEHHOE M CBOECBPEMEHHOE HUCIIOJIHEHUE JOKYMEHTa U
00si3aHbl MPEIOCTABUTh OTBETCTBEHHOMY HCIOJHUTENI0 BCE HEOOXOJUMbIC
MaTepualbl U CBEJEHUS HE MO3JHEE IBYX JAHEH 0 CPOKa UCIOJHEHUS IOKYMEHTA.
CoucnonHUTENb HE B MpaBe HAMPaBISATh KOHTPOJIUPYIOUIEMY CaMOCTOSATEIbHBIN
OTBET, MUHYSI OTBETCTBEHHOI'O UCTIOJTHUTES.

OTBETCTBEHHBIN UCIIOTHUTEh HaIpaBJIsieT KOHTPOJIMPYIOIIEMY
O00OOIIEHHBI OTBET C NPWIOKEHHEM HHPOPMAIUU COUCTIOJHUTENCH 00
3aBU3UPOBAHHBIN UMU.

Bce nBmxeHue AOKyMEHTa 00s3aT€IbHO OTMEUaeTCs B COOTBETCTBUU C
Pernamentom pa6otsl B CO/I.

JIOKyMEHTBI, TIO KOTOPHIM IOCTaBJIECHHbIE B HHUX BOIPOCHI MOTYT OBITh
pelieHbl B OpraHe, HE JOJDKHBI MEPEChUIaThbCsl B MOJYMHEHHBIE WIH APYrue
opraHuzainuu. B ciiydae HampaBieHUs IOKYMEHTa Ha PACCMOTPEHUE U MPUHSITHE
Mep B Jpyrue opranbl (OpraHu3aliii) aBTOp JOKYMEHTA JOKCH OBITh MOCTaBJICH
00 3TOM B U3BECTHOCTb.

Hcnonnenue  moKyMmMeHTa  mpeaycMmaTpuBaer cOop U 00paboOTKy
HeoOxoauMoi uH(GOpMAaIMY, TOATOTOBKY MPOEKTa JTOKYMEHTa, ero ohopMIICHHE,
COIIACOBaHUE, MPEJCTABICHUE Ha MOJANUCaHue (YTBEPXKICHHE) PYKOBOIUTEITIO
opraHa u MOATrOTOBKY K NMEPECHUIKE aJpecary.

HckinounTenbHO 3a MOAMUCHIO TJIaBbl CEIBLCOBETA HAIPABISIOTCS OTBETHI
Ha nopyudenusi ['yOepHatopa Auntaiickoro kpas, [lpencenarens IlpaBurenbctBa
AnTalicKOTO Kpas, NpPOTECTbl, MNpPEANHUCaHUs, MPEeACTaBIEHUs, TpeOOBaHUs
MPOKYpaTyphl, 3ampochl NPOKYpaTyphl B paMKax paHee HaIlpaBJICEHHOrO
MpeANucanusi, MpoTecTa, NpeACTaBIeHUs], TPEOOBAaHUS POKYpPOpPa, MOCTYIUBIIHE
Ha UM TJIaBbl pailoHa. B ocTanbHBIX clydasix JAOMYCKaeTcs HampaBlieHHE OTBETa
3a MOJIMUCHIO IJIABHOTO CIEIUAINCTa aAMUHUCTPALIMM CEJIbCOBETA.

KoHnTpons 3a cpokamMu HCHOJHEHHUS OCYILECTBISETCS CIEIUaTUCTaMHU,
OTBETCTBEHHBIMU 32 BEJICHUE JEIOMPOU3BOICTBA.

CpokH UCHOJTHEHUS JOKYMEHTOB HCUUCIAIOTCA B KaJIGHIAPHBIX THAX M
JOKYMEHTBI TIOJIJIeKAT ucTioaHeHU o B TeueHne 30 qHel co THS perucTpaliu, eCiu
MHOE HE MPEIyCMOTPEHO ACHCTBYIOIIMM 3aKOHOJATEIbCTBOM U TOJIOKEHUSIMHU
NucTpykunu.

JIOKyMEHTBI TO/JIEKAT UCTIOTHEHUIO B CIIETYIOLIUE CPOKH:

C KOHKPETHOW IaTOUN UCIIOJIHEHHS — B YKa3aHHBIN CPOK;

C IOMETKOU «CPOUYHO» — B TEUCHHUE TPEeX pabounX JHEH;

C TIOMETKOH «omepaTuBHO» — B TeueHue 10 nHew;

C PE3OIIONMMN «IJIs TMPEII0KEHUM» — B TedeHue 15 paboumx gHel co JTHS
perucTpanuu,

M0 MapJIaMEHTCKHM 3ampocaM - HE IMo3JHee 4ueM uepe3 15 aHed co aHs
MOJIYYEHUS;

no 3amnpocaMm uineHoB CoBera ®Denepanuu, AenyraroB ['ocymapcTBeHHOU
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Jlymbl (menmyTaTrckomMy 3ampocy) He mo3gHee dem uepe3 30 gHed co gHS
MOJTYyYEHUS.

0 MEKBEIOMCTBEHHBIM 3apocaM O IMPEJICTABICHUH JOKYMEHTOB U (WIIH)
uHpopMaMy B IENSIX MPETOCTABICHUS TOCYJApPCTBEHHBIX M MYHUIUIAIbHBIX
yCciIyr - 5 pabouux AHEH co JHA MOJYyYeHUs 3ampoca, €Clu 3aKOHOAATEIbCTBOM
Poccuiickoint @enepanni He YCTAHOBJIEH HHOM CPOK;

1o oOpanieHusM rpaxaas - 30 THEH co JHS PEruCcTpaIiy.

Ecimm mocnenmHuii JeHb CpoKa WCIONMHCHHS JOKyMeHTa (IOpYy4CeHHS)
MPUXOJIUTCS Ha HepaboOuyui JeHb, TO JIOKYMEHT IMOJJICKUT HCIOJIHEHUIO B
OJKalIIv ClIeIyIONIUA 32 HUM pabouuii 1eHb.

C 1enbl0 CBOEBPEMEHHOTO MCIOIHEHUS JIOKYMEHTOB, OTBETCTBEHHBIN
UCIIOJTHUTENh O00sI3aH MPEOCTABUTh OTYET 00 MCIOJHEHUU AOKYMEHTa JIUILY,
OTBETCTBEHHOMY 3a BEJEHHE JEJIONPOU3BOJICTBA, HE TMO3JHEE NBYX JHEU M0
HCTEUEHUSI CpPOKAa HCIOJHEHHS, B COOTBETCTBHM CO CPOKOM, YyKa3aHHbIM Ha
mrramiie (B CO/), Ha Ilopyuenust ['yOepraropa Anrtaiickoro kpas, Ilpencemarens
[IpaBuTenbcTBa ANTalCKOr0 Kpas — HE MO3HEE TPEX JTHEM 10 UCTEUCHUS CPOKa,
yCTaHOBJIEHHOTO [IpaBUTENBCTBOM AJITANCKOTO Kpasl.

B cnydae HeoOXOAMMOCTH JOMOJHUTEIBHOTO BPEMEHHM Ha pelIeHue
BOIIPOCOB, M3JI0)KEHHBIX B JOKYMEHTE, MPOJJCHHUE CPOKA HCIOJHEHUS JOJIKHO
ObITh OOPMIICHO JO HMCTEUEHHUSI CpPOKa MPEJAOCTABJICHUS OTBETA C YKa3aHUEM
NPUYUHBI TPOJAJICHUS W ITUIAHUPYEMOW JaThl HUCIIOJIHEHUS U OCYIIECTBISETCS
JOJKHOCTHBIM JIMIIOM, HAJIOXUBIIMM TEPBUYHYIO PE3OJIOLUI0, B MPOTUBHOM
cllyyae JIOKYMEHT CYMTaeTCsl HEe HCIOJHEHHbIM B cpok. Eciu B mpocbbe o
MPOJJICHUH HE yKa3aH HOBBIM CPOK HCIOJHEHHS, OH aBTOMAaTUYECKH MPOJIAETCS
Ha MeCsIII.

JlokyMeHT (opydYeHHUe) CUMTACTCSl UCIIOJTHCHHBIM, €CJIM MIPHHSTHI PEIICHUS
[0 TOCTABJIEHHBIM BONPOCAM, MOJTOTOBJIEHBI COOTBETCTBYIOLIUME JOKYMEHTHI,
HalpaBlieHa CIpaBka OO0 KCIOJHEHUHM B COOTBETCTBYIOIIHME OpraHbl BJIACTH
(opraHu3anuu) Wid JaH OTBET 110 CYIIECTBY 3aWHTEPECOBAHHBIM JIUIIAM.

Ecaum wucnoinHeHue HeE JOKYMEHTHUPOBAJIOCh, OTMETKA 00 MCIHOJIHEHUU
JienaeTcss Ha caMOM JokymeHTe. Kpome Toro, mmcbMO CHUMAaeTcsi ¢ KOHTPOJIS,
€CIM MO0 HEeMy IMPUHAT MYHULHMNAIbHBIM MpaBOBOM akT. B 3toM ciyyae
UCIIOJTHUTENb JOJDKEH COOOILIUTh CHELUAIUCTaM, OTBETCTBEHHBIM 3a BEJCHUE
JIEJONPOU3BOICTBA HOMED U JaTy, MPUHSITOTO JOKYMEHTA.

[locne ucCnosHEHUS! JOKYMEHT CHHMMAETCA C KOHTPOJS U CIMCHIBAETCS B
neno. CHATh C KOHTPOJISI JOKYMEHT MOXET TOJbKO TO JOKHOCTHOE JIUIIO,
KOTOPOE€ MOCTaBUJIO €r0 Ha KOHTPOJb WIIU JIMIO €ro 3aMelllaroniee, Npu 3TOM Ha
JOKYMEHTE JIETIAeTCAd OTMETKA O CHATUU C KOHTPOJIS U CIIUCAHUU B JIEJO.

JlokymeHTBI (TIOpy4YeHHs), HE CHATBIC C KOHTPOJIS, a TaKKe JOKYMEHTBI
(mopy4eHHs), CpPOK HCIOJTHCHHS  KOTOPBIX HE  TPOMJICH, CUYHTAIOTCS
HEUCTIOJTHEHHBIMH.

[Ipn HEOOXOAUMOCTH CHEIUATUCT, OTBETCTBEHHBIN 3a NIETONPOU3BO/ICTBO,
MPEAOCTABISET PYKOBOJMTENIO OpraHa, €ro 3aMEeCTUTENsIM CTaTUCTUYECKUIA
aHaJIU3 COCTOSIHUS UCTIOJHUTEIbCKON AUCIUIUIMHBI U MEPEUYHHU JOKYMEHTOB, CPOK
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HCTIOJTHEHUS 10 KOTOPBIM UCTEK.
CnyxeOHasi TMepenucKka XpaHUTCS B OpPraHe B COOTBETCTBUU C
HOMEHKJIATYpOH JEJL.

5.3. Ucxonsinue JOKYMEHTbI

HcxopsimyiMu  JOKYMEHTaMH  SIBISIIOTCA  O(QUIIMAIbHBIE  JTOKYMEHTHI,
OTHPABJISIEMBIE U3 AJIMUHUCTPALIUU, KOTOPBIC JICNIATCS Ha!

WHUIIMATUBHBIC;

OTBETHI HA BXOJIAIIIHE.

Hcxonasimue JOKYMEHTBI TOTOBSITCS Ha OJIaHKEe OpraHa, pyKOBOJIUTENb (Wn
YIIOJTHOMOUYEHHOE UM JIMII0) KOTOPOTO MX MOJIUCHIBACT.

Hcxopsimuie mnucbMa 3a MOAMUCHIO PYKOBOAMUTENS, €ro 3amMecTuTenei
neyaTaloTcss Ha OJIaHKe aJIMHUHHUCTpAIUU U PETUCTPUPYIOTCS  JUIOM,
OTBEYAIOIIUM 32 JEJOMPOU3BOACTBO, B COOTBETCTBUU ¢ PerinameHToM paboThl B
CoOUH.

Peructpanusi ucxoasimux JOKYMEHTOB OCYIIECTBISECTCS B JIEHb MOAMUCAHUS
WU Ha CIEAYIOUNA pabo4yuil JeHb, €Clii JOKYMEHTHI ObLIM MOJMUCAHBI B KOHIIE
pabouero aAHS WK B HEpabouee BpeMmsi.

[Ipu moaroToBKEe HCXOASIIETO JOKYMEHTa B OJUH aJpec Ha MOJIIUCH
PYKOBOJIMTEIIO TOTOBATCS JBa dK3eMIuiapa (MOCae TMOIIUCAHHUS M PETUCTPAIlUU
MEPBBIA  DK3EMIUISIP  OTHPABIISIETCS  ajgpecaTy, BTOpPOH —  OTHpaBiseTCs
UCTIOJTHUTEIII0), €CITU MIUChMO B JIBa aJIpeca, TO TOTOBUTCS TPU IK3EMILISAPA.

[Ipu moaroroBke mnuchMa Oojee 4YeM B YEThIpE ajpecaTa, KOJIUYECTBO
MEPBbIX AK3EMIUISIPOB COOTBETCTBYET KOJUYECTBY aJIPECaToB, Ha 3K3EMILISApax
WCIIOJHUTENS. U OTHEeNla KaHILEISIpUU B PEKBHU3UTE «AJpecar» yKa3bIBA€TCS «IIO
cnucky». CHHCOK Ha pacChUIKy IMpujaraerca K mnuceMy. Ecinu gokyMeHT
OTHPABJISIETCS. B HECKOJBKO OJHOPOJHBIX OpraHu3aluii, TO JOMYyCKaeTcs
odopmieHne aapecara 0000IIEHO.

Peructpauust JOKyMeHTa, T.€. TMPUCBOCHHE €My HOMEpa U JarThl,
MPOU3BOANTCS TOJBKO IIOCIIC TOAINKMCAHKUS €ro PYKOBOJUTENIEM opraHa (Wiu
YIIOJJTHOMOYCHHBIM MM  JIMIIOM)  JIMIIOM, OTBETCTBEHHBIM 33  BEICHHC
JIEJIONPOU3BOJICTBA.

Hcxopsiiiyie JOKYMEHTbl B BBIIIECTOSIIIUE OpraHbl  MOANUCHIBAIOTCS
PYKOBOJUTEIEM OpraHa MECTHOTO CaMOYIpPaBJICHUS WU YINOJHOMOYEHHBIM UM
JIUTIOM.

Ecau otBer aBTOpy oOOpaleHus AaeT PYKOBOAUTENIb OpraHa MECTHOTO
CaMOYTpAaBJICHUSI WM YIOJIHOMOYEHHOE UM JIUIIO, TO OTBET AOJAKEH OBbITh Ha
0JIaHKEe UMEHHO 3TOr0 OpraHa.

[lepen peructpanueil HICXOAAIMNUX JOKYMEHTOB MPOBEPSAETCS MPABUILHOCTD
oopmiteHUsT TOKYMEHTOB (B TOM YHCIIC HAJTUYHEC MOMAMKCEH, BU3, TPABHILHOCTD
HalMCaHWsS aJpPeCOB), a TaKKe VYKa3aHHbIX B HCXOIANIUX JOKYMEHTaX
MPUJIOKEHHM, COOTBETCTBUE KOJIMYECTBA AK3EMIUISIPOB KOJIMYECTBY aJpecaToB IO
yKa3aTeJo pacChUIKH, HAIMYHUE OTMETKU 00 HCIIOJIHUTEIIE.
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B cnydae oOHapyKeHHsI HENOCTAaTKOB B O(OpPMIEHUM JOKYMEHTOB HX
BO3BpaIalOT UCHIOJIHUTEIIO.

[Tpu peructpamuu ucxopgsuiero nuckMa B COJ] cBefeHus o0 OTIpaBiIseMOM
nokymeHte uxcupyrorcs B OPK, Kk KOTOpoil MpUKperuisieTcsl 3IeKTPOHHAsT KOTHUSI
OTHPABIIIEMOTO TOKYMEHTA.

Ecan OPK 6buta cozmana B COJ] mpu mOArOTOBKE MPOEKTa JAOKYMEHTA, TO
IpU PETUCTpAllMd HUCXOJSIIETO JIOKYMEHTa B Hee J00aBISIOTCS CBEJACHUS O
PErUCTPaAIlMOHHOM HOMEpE, JaTe PErucTpaluu U Jpyrue CBEeIeHUs] 00 UCXOASIIIEM
JOKYMEHTE.

PerncrpauvoHHbIi HOMEpP HCXOISIIETO JOKYMEHTa JOJDKEH COCTOSITh U3
KOJOB (MHICKCOB) B COOTBETCTBHHM C MPUMCHICMBIMU KiIaccu(DUKATOpaMH |
MOPSAIKOBOIO HOMEPA JOKYMEHTA B IIPEAEIax KAIEHAAPHOTO roja.

Jlata peructpaniii W PErUCTPALMOHHBIA HOMEpP MPOCTABISAIOTCA HA
OTHPABIIIEMOM JOKYMEHTE, a TaKK€ Ha KONHM HCXOIAIIETO JOKYMEHTa,
OCTAIOILIEHCA B JEIeE.

Hcxopdmuii TOKyMEHT, MOJNKWCAHHBIA PYKOBOAMUTEIEM OPTraHU3alUU WU
VMHBIM YNOJHOMOYEHHBIM MM JOJDKHOCTHBIM JIMIIOM, MEPENAETCs Ha OTIPAaBKY,
KOMUSI OTBETA C MPUIOKEHUEM BCEM MEPENUCKU U CChUIKOM HAa BXOASIIMNA HOMEP
MEepEIACTCS JIMILY, OTBETCTBEHHOMY 3a BEJACHHE AEIONPOU3BOACTBA ISl CHATHS C
KOHTPOJI U TIOMEIIAETCS B AEJI0 B COOTBETCTBUM C HOMEHKJIATYPOU JE..

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

CnyxeOHble JTOKYMEHThl Ha OTHOPaBKY M PETUCTPALMIO MEepeNatoTcs
MOAMUCAHHBIMU U MOJTHOCTBHI0 OPOPMIIEHHBIMH, C YKa3aHHEM TOYHBIX a/IpeCOB U B
KOJINYECTBE IK3EMIUIAPOB, PABHBIX KOJUYECTBY aJIpECaTOB.

[loaroToBNEHHBIE K OTIPABKE CIYKEOHBIE TOKYMEHTHI PU HEOOXOAUMOCTHU
YUYUTBIBAIOTCS B )KypHalax OTIPABISAEMON KOPPECIIOHACHIINN, KOHBEPTUPYIOTCA U
B 3aBHCHMOCTH OT CTENEHU CPOYHOCTH OTIPABISIOTCA MOYTOM, JOCTaBIISIOTCS
HAapOYHBIM IIOJ POCIUCH, HAMPABJISIOTCS MO 3JIEKTPOHHOM MOYTE WIM MEPEAAIOTCS
JUTSL OTHPABKU (PENIbABETEPCKON CBA3BIO.

JIOKYMEHTBI, HE MMEIOIINE AAPECHOMW YacTH, NPUHUMAIOTCS Ha OTIPABKY C
COIPOBOAMTEIBLHBIMH THChbMaMH (32 HCKJIIOYCHHUEM KOIHMH PacIoOpsIATEIIbHBIX
JOKYMEHTOB, HaIlpaBJIIEMbIX B ITOJIBEIOMCTBCHHBIC OPTaHU3AIINH ).

HemnpaBwibHOo ~ odopMieHHbIE  AOKYMEHTBI U KOPPECHOHICHIIUS
HECITy>)KEOHOT0 XapakTepa K OTIpaBKE HE MPUHUMAIOTCS W BO3BpAllalOTCA
WCTIOJTHUTEITIO.

JIOKyMEeHTBI, TOAJIeXKalllhe OTHpaBKe, JOJKHBI  00padaThiBaThCS U
OTOPABIATHCA B JEHb HMX IMOJNHCAHUS W PETUCTPALMU WM Ha CIEAYIOLINI
pabouuii IeHb.

JIoChUIKa WM 3aMEHa paHee OTIPABIEHHOTO JOKYMEHTa OCYIIECTBIISIETCS IO
YKA3aHUIO JINIA, TOAIMACABIIETO JOKYMEHT.

KoppecnonaeHuuss JUYHOrO Xapakrepa, IMCbMa M TEJIETPaMMbl, HE
CBSI3aHHBIE C JICSITEIbHOCTBIO OPTAHOB MECTHOI'O CaAMOYIIPABJICHHUS, K OTIIPABKE HE
MIPUHUMAKOTCA.
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Bpimaua QOKYMEHTOB Ha pPYyKH anpecary NPOU3BOAUTCA IIOJ POCIHUCH
MoJiyyaTessi B KypHalie OTIpaBIsieMO KOPPECIOHJCHIIMHN MO0 Ha K3EMIUISpE,
XpaHsAILIEMCA B IEJE.

Komuu  ciayxeOHBIX  JOKYMEHTOB  BBIJAIOTCS  OpraHaM  MECTHOTO
CaMOYIIPaBJIEHUSI C Pa3pelICHUs YIPABISIOMIETO J€IaMH, B CTOPOHHHUE
OpraHu3aIuy — [0 MUCbMEHHOMY 3ampocCy.

6. CocTaBieHHE HOMCECHRKJIATYPbI A€J

Homenkiarypa e — 310 cucTeMaTU3UpOBaHHBIN IIEpEYEHb HAUMEHOBAHUM
JeJ, 3aBOJMMBIX B JEJIONPOU3BOACTBE OpraHa MECTHOTO CaMOYIIPaBJICHUA, C
yYKa3aHUEM CpPOKOB XpaHEHHUs, O(OPMIICHHBIM B YCTAHOBICHHOM MOPSJIKE
(mpwitoxenue 11).

Homenkmatypa pnen mnpeaHasHadeHa Uil OpPraHU3alMU  TPYIIIHPOBKH
WCIIOJIHEHHBIX JIOKYMEHTOB B Ji€Jia, CUCTEMAaTU3allul U y4yeTa AEJ, ONpPEAeIICHUS
CPOKOB HX XpPAHEHUS M SABJISETCS OCHOBOW JUIsi COCTABIICHUS OIUCEN el
MOCTOSTHHOTO M BpeMeHHOoro (cBbimre 10 7neT) XpaHeHHs, a TakXke ydera el
BpeMeHHOTO (110 10 JIeT BKIIOYMTEIBHO) XpaHCHHUS.

[Ipu cocTaBieHMN HOMEHKIIATYPHI €] CIEAYET PYKOBOJCTBOBATHCS YCTABOM
OpraHu3aluy, TMOJIOKEHUAMU O CTPYKTYPHBIX MOAPA3ACICHUSAX, IITATHBIM
pacrucaHueM, IiaHaMyd U OTYETaMu O paboTe OpraHu3alliy, HOMEHKIATYpOUl el
3a MPOWIEAIINN TOJ, JIOKAIbHBIMM HOPMATHBHBIMHA aKTaMH OpraHHU3allNH,
COJICpKAIllMMKU CBEJICHUS O JOKYMEHTaX, O0O0pa3yloluxcs B JEATeIIbHOCTH
OpPraHW3alli{, THUIIOBBIMH ¥ TPUMEPHBIMH HOMEHKJIATypamMu jen (mpu  uX
HAJTWYHH).

B HoOMeHknaTtypy Jena BKIIOYAIOTCS BCE JIOKYMEHTBI, OTPAKAIOILINE
NEATENBbHOCTh CTPYKTYPHBIX IOAPA3ACICHUN OpPraHU3alluu W IOCTOSIHHO WU
BPEMCHHO JICHCTBYIOIINX OPraHOB (KOMUCCHH, COBETOB, KOMUTETORB), B TOM YHCJIC
JOKYMEHTBI OTPAHMYEHHOTO JTOCTYIIA, PETUCTPALMOHHBIE U YYETHBIE KYypHAJIbI U
KapTOTE€KH, B HEOOXOJMMBIX CiIydasX - KONUU JOKYMEHTOB. JIOKYMEHTHI,
CO3JJaHHBIE B AJIIEKTPOHHOU opMe, BKIIOUAIOTCA B HOMEHKIATYPY JeJ MO TEM XK€
MpaBUiaM, YTO U JOKYMEHThI Ha OYMaKHOM HOCHTEJIE.

He BKkmrowaroTCsi B HOMEHKIATYpPy JA€N IMEPUOJUYECKUE WU3IaHUsA, KHUTH,
OpOIIIOPHI.

Homenkiatypa aen opraHus3alddl COCTABISECTCS JIMIIOM, OTBETCTBEHHBIM 3a
BEJICHUE JICJIONPOU3BOJICTBA B COOTBETCTBUM C BEJIOMCTBEHHBIMH M THIIOBBIMU
MEepeyHsIMU JIOKYMEHTOB C YKa3aHMEM CpOKOB HX XpaHeHus 1o ¢opme,
ycTaHoBjieHHOU [IpaBunamMu XpaHeHWs, KOMIUIEKTOBAHHUS, YUETa U UCIIOJIb30BAHUS
nokymeHTOB ApxuBHOro (onna Poccuiickoit depepaniu U Ipyrux apXuBHBIX
NOKYMEHTOB B OpraHax TIOCYJapCTBEHHOM BJACTH, OpraHax MECTHOTO
CaMOYIIPaBJICHUSA, OPraHU3alUsX.

Homenkitatypa nenn cocTaBiIeTCA B MOCIEIHEM KBapTaJle TEKYIIEro roja Ha
MPEICTOSAIINN KaJeHAAPHbBINA T'O/I.

Homenkiiatypa nen opraHu3anuy NOAINUCHIBAECTCS PYKOBOAUTEINIEM, JIMIIOM,
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OTBETCTBEHHBIM  3a  BEJCHUE  JCIONPOU3BOJACTBA,  BUBUPYETCSA  JIULOM,
OTBETCTBEHHBIM 33 apXWB, COIVIACOBBIBAETCS C OKCIEPTHOM KOMHUCCHEHN
OpraHu3aluyi |, €CIA OpraHu3anus SBISIETCS HCTOYHHUKOM KOMIUIEKTOBAHHUS
MYHUIIMIIAIBHOTO apXuBa, OJIMH pa3 B O JIET MPEJCTABISIETCS HAa COTJACOBAaHUE
COOTBETCTBYIOIIEH 3KCIEPTHO-NPOBEPOUYHON KOMUCCHUM YIIOJTHOMOYEHHOIO OpraHa
HCTIOJIHUTEILHOU BiacT cyObekTa Poccuiickoit denepanyiu B 00J1aCTH apXUBHOTO
nena (manee - OIIK apXWBHOTO YYpeXACHHS) WIA MYHHIUIAIBHOTO apXHBa B
COOTBETCTBUHM C TMPEIOCTABICHHBIMU €My TIOJIHOMOYMSIMM B  IOPSIKE,
yCTaHOBJIEHHOM [IpaBriiamu xpaHeHUS.

Homenkmarypa nen, cornacoBanHas OIIK apXWBHOro yupexacHHs WIH
MYHHUIUMIIAIBHBIM ~ apXHMBOM B COOTBETCTBUM C TMPENOCTABICHHBIMU €MY
MMOJTHOMOYMSAMH, YTBEPKIACTCS PYKOBOAUTEIEM OpPTraHU3alMM W BBOJIHUTCS B
nercteue ¢ 1-ro ssHBaps MpeACTOSAIEro KaleHAapHOoro ro/a.

Opranuszanny, B JAESATEIBHOCTH KOTOPBIX HE CO3JAIOTCS JTOKYMEHTBI
ApxuBHoro ¢onma Poccuiickoii Denepanuu, yTBEPKIalOT HOMEHKIATYPY €7
CaMOCTOSITEIBHO.

B cayudae usmenHeHuss QyHKUMNA W CTPYKTYpPhl OpraHH3allM¥ HOMEHKJATypa
JIE€T1 COCTABJISIETCSI, COTJIACOBBIBAECTCS U YTBEPKIAAETCS 3aHOBO.

IlepBpIil  3K3EMIUISIp  YTBEPKIACHHOW  HOMEHKJIATypbl J€Jd  SIBIISIETCA
JOKYMEHTOM  IOCTOSSHHOTO  XPaHEHHWs, BTOPOH  (QJICKTpPOHHAS  KOIHS
HOMCHKJIATYPBI JIeJT OPTaHU3aIluH, YTBEPIKICHHOW PYKOBOJAMTEICM OPTraHU3aINHN) -
MepelacTCd B MYHULUIIAIbHBIA APXHUB, HCTOYHUKOM KOMILJIEKTOBAHUS KOTOPOTO
ABJISICTCS OPTaHU3aLUS.

HomeHkiiatypa Jea opraHu3alldd CTPOUTCS 1O CTPYKTypHOU (Ha3BaHUSAMU
pazzaenoB (MoapasiesioB) HOMEHKIATYPBI N SBIISIOTCS Ha3BaHHS CTPYKTYPHBIX
MOJpPa3ICIEHNN, PACIIONIOKEHHBIE B COOTBETCTBUU C YTBEPKICHHOM CTPYKTYpOU
OpraHu3anuu), Wix (QYHKIHOHATBLHOW cxemMaMm  (Ha3BaHUSAMHU  Pa3JeiioB
HOMCHKJIATYPBI JIE]T SBJISTIOTCS HAIIPABIICHUS JESATSIIBHOCTH OPTaHH3AIIHH).

Bce 3arosioBku pAen, BKIIOYEHHBIE B HOMEHKIATypy JEJ CTPYKTYPHOIO
noApaszfeneHus, WHAEKcUupyrorcs. HMuaekc pena ykaswiBaeTcs B rpade 1
HOMEHKJIATYPBI Il ¥ COCTOUT M3 WHJACKCA CTPYKTYPHOTO MojpasueicHus (Koaa
MOJPa3/IeIEHNs B COOTBETCTBUM C YTBEPKICHHOU CTPYKTYpOW OpraHU3alvy WU
KJIACCU(PUKATOPOM CTPYKTYPHBIX MOJIpa3Ae/ICHNI) U TOPSAIKOBOTO HOMEpa Jiejia B
paszenie HOMEHKIATypbl Jaeia. MHaekcsl aen 0003HadarTcesl apaOCKUMU Hudpamu.
Hampumep: 01-05, rae:

01 - Ko CTPYKTYpPHOTO TIO/Ipa3IeICHUS;

05 - mopsAKOBBIM HOMED JIeNia B pa3/ieliec HOMEHKIATYPHI Je.

Jlena mo BOIpoOcaM, HEPA3PEHICHHBIM B TEUYEHUE OJHOrO TroAa, SIBISIOTCA
"mepexonAmKuMU" U BHOCSITCA B HOMEHKJIATYpY J€JN CIEAYIOIIEro roja ¢ TeM ke
VMHJIEKCOM. PEKOMEHIyeTCsl COXpaHATh B HOMEHKJIATYPE A€J OJIMHAKOBBIE NHIEKCHI
JUIS OMHOPOIHBIX J€J1, BKIIFOUEHHBIX B PA3HBIC PA3/EIbl.

Ecnu B TeueHue roia B I€ATEIIbHOCTH OpPraHU3alui 00pa3yroTCs JOKYMEHTHI,
HE TMPEIyCMOTPEHHBIE HOMEHKIATYpOW  [JI€Jl, 3arojIOBKM  HOBBIX  JI€ll
JNOTOJIHUTENIBHO BKJIIOYAIOTCS B HOMEHKJIATypy JHeil. B  kaxagom pasznene
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HOMEHKJIATYPBI JICNI JJI1 BHOBb 3aBOJMMBIX JEJI TPEIyCMATPUBAIOTCS PE3CPBHBIC
HOMeEDA.

3arosioBok fiena (rpada 2 HOMEHKIATYpPHI Je)T) JOJDKEH B 0000IIeHHOH hopMme
OTpakaTh OCHOBHOE COJIEp’)KaHHE M COCTaB JOKYMEHTOB jaena. He momyckaercs
yrmoTpeOJIeHHe B 3arojioBKe Jejla HEKOHKPETHBIX (GopmMyaupoBok (“'pa3Hbie
Matepuanbl”, "oOmias mepemucka'), a TakKe BBOIHBIX CIOB M CJIOXKHBIX
CHHTAKCHUYECKUX 00OpPOTOB. 3aroJIOBKH JIeJ MOTYT YTOYHSTHCS B TEUCHHE roJia B
npoiiecce GopMUpoBaHUs U OPOPMIICHHUS JE.

3aroioBoK Jena JOHKEH COCTOSITh W3 DJEMEHTOB, paclojlaraeMbIX B
CIEIYIOIIEN MOCIEI0BATEIILHOCTH:

a) Ha3BaHWe BHJa Jeia (Imepenucka, KypHaj, Jeli0) WIM BUAa JOKYMEHTOB,
BKJTIOUCHHBIX B JIeJI0 (IIPOTOKOJIBI, TIPUKA3HI);

0) HauMMCHOBAaHWE OpPTaHM3AIMH, CTPYKTYPHOTO MOJpa3AC/ICHUsI, TTOCTOSHHO
JACHCTBYIONIETO HJIM BPEMEHHOTO OpraHa, JOJDKHOCTHOTO JIMIIA, CO3JaBIIUX
JTOKYMEHT(BI);

B) HAWMCHOBAaHHWE KOppECHOHACHTAa (OpraHu3aluy, JIWIA, KOTOPOMY
aJIpECOBAHBI HJTU OT KOTOPOT'O MOJYYCHBI JIOKYMEHTHI);

T) KpaTKoe CoJIepKaHue JOKYMEHTOB Jiea,

1) Ha3BaHHE MECTHOCTH (TEPPUTOPHH), C KOTOPOW CBSI3aHO COJCPIKAHHE
JOKYMEHTOB JIeTIa,

¢) nara (rmepuo), K KOTOPBIM OTHOCSITCS JIOKYMEHTHI Jiea,;

K) yKa3aHWe Ha KOMMAHOCTH JOKYMEHTOB JIeJia.

[TopsimoK pacloIoKEHUsT 3aroJIOBKOB JIeJl BHYTPU pa3liejiOoB HOMEHKJIATYPHI
JIeJT OTIPEICIIICTCS CTEIICHBIO BAXKHOCTH JJOKYMEHTOB, BKJIFOUCHHBIX B JIJa.

B Hawasle pasnena pacmojiararoTcs  3arojOBKH  JIeN,  COJEPIKalIuX
YUPEIUTEIbHBIC, OPraHU3aIMOHHO-TIPABOBBIC W PACHOPSAUTEIbHBIC JTOKYMCHTHI,
3aTeM 3aroJIOBKH JIeJ, COJEpIKAaIlMX IJIaHOBBIE, OTYETHBIC, WH(POPMAIMOHHO-
AHAJIMTUYECKHE  JOKYMEHTBhI,  JOKYMEHTBbI,  OTpPaKaloIllue  JCSITeIbHOCTD
noJipa3ciicHus, TMEPEIUCKy, B KOHIIC pa3Jielia - PErHCTPAIlMOHHBIC M YYCTHBIC
JKYpHAITbI, KAPTOTECKH, Oa3bl TAHHBIX.

[Ipu  STOoM  3aroJOBKH  Jeid,  COACpIXKAIIMX  MPaBOBBIE  aKTHI,
PacTOpATUTENHHYIO JOKYMEHTAIIMIO BEIIECTOSIINX OPTaHN3aIllUN, PacoiaraloTCs
nepe1 3aroJIOBKaMu JIeNT ¢ pacIopsSAUTEIbHBIMA JTOKYMEHTAMH OpraHa MECTHOTO
camoytipaBieHus. Jlanee pacmonararoTcs 3aroJOBKU €I, COAEPKAIINX TUTAHOBHIE
Y OTYCTHBIC JIOKYMEHTHI.

3aroloBOK Jeia JIOJDKEH 4YeTKO M B 0000IIeHHOM (opMe OoTpakarh
OCHOBHOE COJIepKaHUE M COCTaB JOKYMEHTOB JIeTia.

He nmomyckaercs ymoTpeOiieHHE B 3arojioBKe Jejla HEKOHKPETHBIX
bopMyIMpPOBOK («pa3HbIC MaTepUANBI», «OOIIas IMepernucka» W T.I.), a TaKKe
BBOJIHBIX CJIOB M CJIOXHBIX CHHTaKCHYECKUX 00OPOTOB.

B 3aromoBkax nen, copepKamux JOKYMEHTHI 10 OJHOMY BOIPOCY, HO HE
CBSI3aHHBIX TIOCIIEOBATEIIHHOCTHIO JIETOTIPOM3BOJICTBA, B KA4eCTBE BHUIA Jelia
yIOTPEONIIeTCSl TEPMUH «IOKYMEHTHI», a B KOHIIE 3arojioBKa B CKOOKax
YKa3bIBAIOTCS OCHOBHBIE Pa3HOBHIHOCTH JOKYMEHTOB, KOTOpPBIC JOJDKHBI OBITH B
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nene (Hampumep, JOKYMEHThI O TMpUEeMe, cllaue U CIHCAaHUU UMYIIECTBA U
MaTepuaioB (aKThbl, OIHKCH, BEIOMOCTH). TEPMHH <«JTOKYMEHTBHI» HPUMEHSICTCS
TaKXe B 3aroJIOBKaX JEJ, COACPKAIIUX JOKYMEHTHI - MPUIIOKEHUS K KAKOMY-TH00
JTOKyMEHTY (HarmpuMmep, TOKYMEHTHI K IPOTOKOJIaM 3aceIaHusl KOMUCCHH ...).

B 3aronmoBkax pmen, mNOpeaHAa3HAYEHHBIX [Jisi TPYNIUPOBKUA OJHOTHUITHBIX
JIOKYMEHTOB, 3Ta rPYIINa TOKYMEHTOB YKa3bIBAE€TCS BO MHOXKECTBEHHOM YHUCJIE!

"IIpoTOKOJIBI 3aCEAaHUN TUPEKIIUH .

B 3aromoBkax nen, coAep:KalluX MEpernucKy, YKas3bIBaeTCsA, C KEM U IO
KaKoOMy BOIIPOCY OHa BEJIETCS:

"[lepenmicka Cc  00pa30BATENbHBIMM  YUPEKJICHUSIMU O  MOBBIIICHUU
KBaupuKauu pabOTHUKOB' .

B 3aromoBkax gen, coAep)KallMX ~— MEPENHuCcKy C  OJHOPOJHBIMU
KOPPECMOHACHTAMHU, TOCIEIHUE HE HA3BIBAIOTCS, a YKa3bIBAE€TCA HMX BHUIOBOE
Ha3BaHUE!

"I[lepenicka ¢ (QeaepalbHBIMK OpraHaMH HUCIOJHUTENBHOW BJIACTU O
3aKJIIOUYCHUH U UCTIOJIHEHUH TOCYJapCTBEHHBIX KOHTPAKTOB" .

B  3aromoBkax gnen, coiepkKamMX ~— HEPENUCKy C  Pa3HOPOJAHBIMU
KOPPECMOHAEHTAMHU, MOCIEIHUE HE MEPEUNCIISIOTCS

"Ilepenucka 0 3aKIOYEHUN U UCTIOJTHEHUN MYHUIIUNATIBHBIX KOHTPAKTOB" .

B 3aronoBke [nena yka3blBaeTCSl KOHKPETHBIM KOPPECHOHJECHT, €CIHU
MepernucKa BeIeTCs TOJIbKO C HUM:

"ITepenucka ¢ OAO «PocTenexoM» 0 MpeI0CTaBICHUH YCIIYT CBA3U .

[Ipu oGo3HaueHHM B 3arojoBKax A€ aJIMUHHUCTPATHUBHO-TEPPUTOPUATBHBIX
€AUHUI YUYUTHIBAETCS CIETYIOIEee:

€clIM  COAEp)KaHWEe  Jeja  KacaeTcsd  HECKOJbKUX  OJHOPOJHBIX
aIMUHUACTPATUBHO-TEPPUTOPHUATBHBIX €ANHULI, B 3aTOJIOBKE Jlejia HE YKa3bIBAIOTCS
UX KOHKPETHbIC Ha3BaHUS, 4 YKa3bIBAETCA UX 00Illee BUJOBOE HA3BAHUE!

"[lepenucka ¢ yUpeKJI€HUSIMU KyJIbTYphl paiioHa'.

€clIM  coJlepKaHuUe ~ Jena  Kacaercss  OJHOM  aJMUHUCTPATHUBHO-
TEPPUTOPHAIIBHON eIuHUIBI  (HACEIGHHOTO ITyHKTa), e¢ (ero) Ha3BaHUE
YKa3bIBaeTCsl B 3ar0JIOBKE Jiena:

«Ilepenncka ¢ AIMUHUCTpALIUEN TOPOIA»

B 3aronioBkax sien, cofepKamux MmiaHOBYIO WM OTYETHYIO IOKYMEHTAIIUIO,
yKa3bIBaeTCs TIEPUOI BpeMeHu (MecsIl, KBapTai, roxa) Ha (3a) Kakod COCTaBIICHBI
JOKYMEHTBI, BHJ JOKyMeHTa (tuiaH, oTdeT). OTYeThl, IUTaHBI H3-3a pPa3HOU
MEPUOJAUYHOCTH, KOTOpPhIE HMMEIOT pa3Hble CPOKH  XpaHEHUs, JIOJKHBI
dbopMupoBaThCs B pasHble jena (roJ0BOH IJIaH pabOThl KOMHUTETa, KBapTAIbHBIN
iaH paboThl OpraHU3allMy MO KAaNUTaJbHOMY PEMOHTY, MECAYHBIA OTUET,
TOJIOBOM OyXTaJTepCKUi OTUET).

[Ipu BBIHECEHHWM CTAaTUCTUUYECKUX OTYETOB O00S3aTEIBHO YKa3bIBAETCS
Ha3BaHWe oTdyeTa W (opma (roJOBOM CTATHCTUYCCKUN OTYET O TpaBMaTHU3ME
(D.Ne 7-1).

[Tpu popmupoBaHUM aelia U3 HECKOJLKHX TOMOB (JacTei), KpoMe OOIIero
3arojoBKa JieJa MpU HEOOXOJUMOCTU COCTABIISIIOTCSI 3ar0JIOBKM Ka)JAOro ToMa
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(JacTH), yTOUHSIOIIHNE COJIePIKaHne TOMOB (JacTeit) nena.

3aroj0BKH JIeJI MOTYT YTOUHATHCS B mponecce GopMUpoBaHus U 0hopMIIEeHUS
Ten.

I'pada 3 "KosmuecTBo Aen' 3amoiHIeTCS MO0 OKOHYAHUHU KaJICHIAPHOTO roja.
[To moCTHXKEHUH JETIOM, BKIFOYAIOIINM JJOKYMEHTHI BpeMeHHbIX (cBbimie 10 net) u
MMOCTOSTHHOTO CPOKOB XpaHeHus, oO0bemMa B 250 JUCTOB, TOM 3aKphIBaCTCS H
OTKpBIBaeTCI HOBBIH TOM. B rTpade 3 HOMEHKIATYphI el MOCIEIOBATEIHLHO
YKa3bIBAIOTCS HOMEpPA TOMOB M KpalHUE AaThl JOKYMEHTOB KaXKJI0TO TOMA:

T.1. 11.01.2018 -
30.06.2018

DJIeKTpOHHBIC Jejia Ha ToMa (JacTH) He pasfeisaioTcs. Bce 3eKTpoHHbBIC
JIOKYMEHTBI, HE3aBUCHUMO OT UX 00BbEMa, BKIIIOUAIOTCS B OJIHO 3JIEKTPOHHOE JIEJO.

B rpade 4 "Cpok xpanenus u N cratbu 1mo mnepeuHio" yka3bIBalOTCS CPOKHU
XpaHEeHUsl JIel U HOMEpa CTaTe MO TUIIOBOMY WJIM BEIOMCTBEHHOMY IEPEYHIO
JIOKYMEHTOB C YKa3aHHEM CPOKOB XpaHEHHUs, (eJepalbHOMY 3aKOHY WU UHOMY
HOPMAaTUBHOMY IIPAaBOBOMY aKTy.

B rpade 5 "llpumeuanue” B TeueHUE BCErO CPOKA JACUCTBUS HOMEHKIIATYPHI
MIPOCTABIIIIOTCS OTMETKH O 3aBejaeHuu Aen ('3aBeneHo'), He3aBEeICHUH JEi, O
nepexoasmux aeiax (Hampumep, "Tlepexonsimee ¢ 2016 roma"), o BelgeIeHUN ACIT
K YHAUYTOXKEHUIO, O JIUIaX, OTBETCTBEHHBIX 3a ()OPMUPOBAHUE JIe], O TIEpeaayde ael
B JIPYTYIO OPTaHU3AIUIO JJISI TIPOOJIKEHUSI.

[lo 3aBepiieHUN AEI0MPOU3BOJCTBEHHOTO Iojla B KOHIIE HOMEHKIATYphl Je
oopMIISIETCS UTOTOBAsl 3aMKCh, B KOTOPYIO BHOCATCSI CBEJCHHUS O KOJUYECTBE
3aBEJICHHBIX JeNT (TOMOB, YacTe#), OTACIbHO MOCTOSIHHOTO M BPEMEHHBIX CPOKOB
XpaHEHUs, BPEMEHHBIX CPOKOB xpaHeHus ¢ orMmeTkod 'OIIK" m mepexonsuiux.
HTtoroBasi 3amuch MOTMONHSICTCS JaHHBIMH O KOJMYECTBE OJJICKTPOHHBIX JEI
COOTBETCTBYIOIIUX CPOKOB XpaHeHus (nmpuioxenue 12).

B urtoroByto 3anuch HOMEHKJIATYpPbl J€JI CBEACHUS BHOCATCS Ha OCHOBAaHHUU
JAHHBIX, TIEPEIAHHBIX U3 CTPYKTYPHBIX TOPA3EICHUN OpTaHU3aIiH.

B HoOMmeHKIaType NpOCTaBIseTCS OTMETKAa C YKa3aHWEM JODKHOCTH U
MOAMMUCH JIUIA, IepEAaBIIEro CBEICHUS.

Ha Bcex menax odopMIIsiFOTCS TUTYJIbHBIE JIUCTHI JI€J1 B COOTBETCTBUU C
3aroJIOBKaMu 110 HOMEHKJIatype jael (nmpuioxerue 13).

7. @opmupoBanue u opopmiieHHE J1el.

7.1 ®opmupoBaHUE AE.

Jena co gHs HMX 3aBelleHUs] A0 MEpelauyd B apXuB OpPraHU3AUU WU [0
BBIJICJICHUSI UX K YHUYTOXKEHHMIO [0 HMCTEUECHHHM CPOKA XPAHEHUs XpaHATCS IO
MecTy UX (POpMHUPOBAHUS.

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

B nensx xpaHeHwus, TOMCKa M UCIOIB30BaHUSA JOKYMEHTHI Ha OyMa)KHOM
HOCHUTEJIE U AJIEKTPOHHBIE JOKYMEHTHI (DOPMUPYIOTCS B Jieia B COOTBETCTBUU C
HOMEHKJIATYpPOH JEJL.

[Ipu dopmMupoBanuu nen Ha OyMaKHOM HOCHUTENE JOJKHBI COONIOIATHCS
cleayrolne oouue mpaBuia:

- B JIEJO TOMEIIAIOTCS UCIOJHEHHBIE JTOKYMEHTBI, COOTBETCTBYIOIIUE IO
CBOEMY COJIEp>KaHMIO 3ar0JI0OBKY JieJia IO HOMEHKJIAType JIell;

- PUIIOXKEHUS TIOMEIIAIOTCS BMECTE C OCHOBHBIMU JJOKYMEHTAMU;

- B JIeJIO BKJIFOYAIOTCSI JOKYMEHTHI OJTHOTO KaJEHIApHOrO Irojia, UCKIIOUEHUE
COCTaBJISIIOT JIMYHBIC JieJIa pAOOTHUKOB, KOTOpble (POPMUPYIOTCSA B TEUCHUE BCETO
nepuoja padoThl, U IEPEXOAIIME NeTa;

- IOKYMEHTHI MMOCTOSTHHOTO U BPEMEHHBIX CPOKOB XPaHEHUS TPYNIUPYIOTCS B
7iena pa3aeiabHo;

- B JICJIO BKJIFOYAETCA 1O OJHOMY SK3EMIUISIPY KaXKJA0r0 JOKYMEHTA,;

- (pakcorpammsbl, TenerpaMmbl, Tele(OHOrpaMMbl MOMEMIAIOTCS B Jelia C
MepEenucKoil Ha OOIIUX OCHOBAHUSAX;

- B JIEJIO MTOMEUIAIOTCS IOKYMEHThI MPABUIBHO U MOJHOCTHIO O()OpPMIICHHbIE
(TOKyMEHTBI TOJKHBI UMETh JIATy, MOANUCH U APYTrue HEOOXOAMMBIC PEKBU3UTHI);

- B JEJI0 HE BKIIOYAIOTCA JIOKYMEHTHI, MOJJIeKallue BO3BpaTy, JIUIIHHE
AK3EMILISIPBI M YePHOBHKH (32 UCKITFOUEHUEM 0CO00 IICHHBIX);

- 10 00beMy JIeJI0, BKIIIOYAOIIee JOKYMEHThl Ha OyMa)KHOM HOCHUTENE, HE
JOJDKHO TpeBbimath 250 JIUCTOB, pU TOJIIMHE HE Oosee 4 cM (TOJIIHMHA AET CO
cpokamu xpanenus no 10 ner He momkHa npesbimatk 10 cm). [ema oO0bemom
cBblre 250 TUCTOB COCTABIISIIOT OTIACIBHBIA TOM, O YeM B JOKYMEHTE JelacTcs
orMeTka. [Ipu HaMMUYUKU B J1ejie HECKOJIBKUX TOMOB (4acTei) MHICKC M 3ar0JIOBOK
7iena MPOCTABISAIOTCA Ha KaXJA0M ToMme ¢ ao0aBieHuemM obo3navenuid: "T. 1", "T.
2"

JIOKyMEHTBI BHYTPH JIeJia PaclojararoTcs CHU3Y BBEPX B XPOHOJOTHUECKOM,
BOTIPOCHO-JIOTHYECKOHN TOCIIET0OBATEIIBHOCTH (YTOOBI OHU 110 CBOEMY COJICPIKAHUTO
MOCJICIOBATEIbHO OCBEIIAIHM ONPE/ICIICHHBIC BOIPOCHI) WM MX codeTaHwH. [Ipu
ATOM JOKYMEHTBI HEOOXOUMO pacrojaraTh B XpOHOJOTHYECKOM MOPSIIKE WIIH 1O
andaBUTy aBTOPOB U KOppecHmoHAEHTOB. [IpuioxkeHuss K JOKyMEHTaM,
HE3aBUCHMO OT JaThl MX YTBEPKJCHUSI WU COCTABIICHUS, MPUCOEAUHSAIOTCA K
JIOKyMEHTaM, K KOTOPbIM OHU OTHOCSITCS.

PacnopsnurenbHble JOKYMEHTBl TPYNIOUPYIOTCA B Jejla 1O BUIAM H
XPOHOJIOTUU C OTHOCSAIIMMHUCS K HUM MPUIOKEHUAMU. JJOKYMEHTHI - OCHOBAHHS K
pacropsAUTEIbHBIM JOKYMEHTAM BKJIIOYAIOTCS B OTHAEIbHOE JeN0. YCTaBhl,
MOJIOKEHUS, HWHCTPYKIIMH, YTBEPXKICHHbIC TPABOBBIMU AaKTaMH, SBISIOTCS
MPUIOKEHUSIMUA K HUM M TPYIIHUPYIOTCS BMECTE€ C YKAa3aHHBIMH JOKYMEHTaMH.
Ecau e oHU yTBEp)KJIEHBl B KAueCTBE CAMOCTOSITEIBHOTO JIOKYMEHTa, TO HUX
IPYIIUPYIOT B OT/EIbHBIE Jea.

[IpoTtokonbl B Jelie pacmoyiaraloTCs B XPOHOJOTMUYECKOM TMOPSAKE U IO
HOMEpaM.
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JIOKyMEHTBI K 3aceTaHusIM (COBEIIAHUSIM) TPYIIUPYIOTCS B OTACIBHOE JCIIO,
KaK ¥ TPUJIOKEHUS K TIPOTOKOJIaM, €CITM OHH COZepiKaT Oosiee 25 cTpaHwuIl.

JIOKyMEHTBI K IPOTOKOJIaM, €CJIM OHM CTPYNIUPOBaHbI B OTIEIbHBIE Jea,
CHUCTEMATHU3UPYIOTCS BHYTPH J€Ja IO MOPSAJIKY HOMEPOB MPOTOKOJIOB.

JlokanpHblE HOpPMATHUBHBIE AaKThl, YTBEPXKICHHbIC PACTIOPAIUTEIbHBIMU
JOKYMEHTAaMH, SIBIAIOTCA MNPUIOKEHUSAMH K HUM U TPYNIUPYIOTCI BMECTE C
YKa3aHHBIMU JOKYMEHTAMHU.

[Iprkasel MO OCHOBHOM JIESITEIBHOCTH TPYNIUPYIOTCS OTACIBHO OT IPUKA30B
[0 JIMYHOMY COCTaBy UM MNPUKA30B MO aJAMUHHCTPATUBHO-XO3AMCTBEHHON
NEATETbHOCTH

[Ipuka3pl Mo JAUYHOMY cOCTaBy (GOPMUPYIOTCA B Jeja B COOTBETCTBUHU CO
CPOKaMU XpaHEHHS.

JIOKyMEHTBI B TUYHBIX JI€JIaX PAcloaaratoTcs Mo Mepe UX MOCTYIJICHUS.

JIuueBble cueTa M0 HAYUCICHHUIO 3apa00THOM MIaThl pAa00OUYHM U CITY>KaIllUM
IPYIIUPYIOTCS B OT/ACNIbHBIC Jiefia B alIaBUTHOM MOPSIIKE.

[Ipennoxenus, 3asiBICHUS U KallOOBI TpaXaH Mo BOIpocam paboThl opraHa
MECTHOTO CaMOYIIPaBJI€HUs W BCE€ JOKYMEHTbI II0 HX PACCMOTPEHUIO U
UCIIOJTHEHUIO TPYNIUPYIOTCS OTAENBbHO OT 3asBICHUNA TpaxaaH IO JHUYHBIM
BOITPOCaM.

[lepenucka rpynnupyercss B Jena MO TEMaTUKE W/UIW KOPPECIOHIEHTaM U
CHUCTEMATU3UPYETCSI B XPOHOJIOTUYECKOW TMOCIEIOBATENBHOCTH: JIOKYMEHT-OTBET
MOMeEINIaeTcsl 3a JOKYMEHTOM-Tpock0oi  (3ampocom). I[lpu B0300OHOBICHHUU
MEPENUCKU IO OMNPEACICHHOMY BOIPOCY, HAYaBIICWCS B MOPEABIAYLIEM TONY,
JOKYMEHTBI BKIIFOYAIOTCA B JEJNO TEKYyIIEro roja € yKa3aHHMEM HWHJIEKCa Jena
MPEIBIAYIIETO roAa.

ONEeKTpOHHbIE JOKYMEHTBHl (OPMHPYIOTCS B DJEKTPOHHBIE Jiefla B
COOTBETCTBMM C HOMEHKJIATypOWl Jed OpraHu3alud B TOW HH(POPMaIIMOHHOM
CUCTEME, B KOTOPOM OHU OBUIM CO3/1aHbl UJIU B KOTOPYIO ObUTH BKJIFOYEHBI.

7.2. OdopmieHue Ael, MOATOTOBKA JIeT K XPaHCHHUIO.

Jlena, oOpa3oBaBmIiMeCcs B JACSATEIBHOCTH OpTaHU3alMU U MOJIeXKalllue
XpaHEHUIO, TMPOXOJAT TOJHOE WKW vacTuyHoe odopmienue. [lomHomy
oopmiteHnI0 ToMIeKAT Jesia BpeMeHHBIX (cBbime 10 jeT) CpokoB XpaHEHWHS,
MOCTOSTHHOT'O XPaHEHWs W MO JUYHOMY cocTaBy. [lena BpemeHHbIX (10 10 mer)
CPOKOB XpaHEHUS MOJIEKAT YACTUUHOMY O(DOPMIIEHUIO.

Odopmnenue gen  OpOBOAUTCS B CTPYKTYPHBIX  IMOJpa3/ieICHUSIX
OpraHu3aluu 1o Mecty (OpMUpPOBaHUS TOKYMEHTOB B JIeTa.

[TonHoe odopmienue nena Ha OyMaKHOM HOCUTEJE BKIIIOYAET:

oopMIIeHHE PEKBU3UTOB O0JIOKKH Jena no Gpopme;

HyMEpaI1Io JINCTOB B JIEJE;

COCTaBJICHUE JIUCTA-3aBEPUTENS Jea,;

COCTaBJICHHE B HEOOXOJAUMBIX CIy4asiX BHYTPEHHEN OMUCU TJOKYMEHTOB JIeNa;

MOAIINBKY U MEpEeIIeT aena.
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Jluct-3aBepuTens jena, BHYTPEHHSISI OMUCHh JOKYMEHTOB Jiefla M O00JIOXKKa
JeNia COCTaBIAIOTCA 1o (opmam, ycTaHOBICHHBIM WHCTpykimen (puitoxeHwUs
NeNel3,14,15).

BHyTpeHHsIs onuch BKJIIOYaeTCsl B JieJa, UMEIONIUME OCOOYI0 3HAYMMOCTh, a
TaKXke B Jejia, chOpMUPOBAHHBIE M0 BUJAM JOKYMEHTOB, 3arOJIOBKH KOTOPHIX HE
PACKpBIBAIOT KOHKPETHOTO COAEPKaHUS JOKYMEHTOB.

BHyTpeHHsIs onuch JOKYMEHTOB JieJla COCTABIISIETCS TAaKXKe Ha OObEMHBIC
Jie]Ia TIOCTOSIHHOTO M BpeMeHHbIX (cBbIiIe 10 j1eT) CpOKOB XpaHEHHS B LCISIX ydeTa
1 OBICTPOTr0 HAXOXKJEHUS TOKYMEHTOB B JIETI€C.

B xoHIIe BHYTpeHHEH ONMCH yKa3bIBaeTCs IU(pamMu U IPOMUCHIO KOJTMYECTBO
BKJIIOYEHHBIX B HEE JJOKYMEHTOB U KOJIMYECTBO JINCTOB BHYTPEHHEN OMUCH.

BuyTpeHHsss omuch JOKYMEHTOB J€ja IOAIMCHIBAETCS COCTABUTEIIEM C
yKa3aHUEM JIOJDKHOCTH, MHUIIMAIOB U (paMUJIUM, AaThl COCTABIICHHUS.

Ecnu nmenmo meperieTeHO W HOAMMTO 0O€3 BHYTPEHHEW OMNHUCH, TO
COCTaBJICHHAs] BHYTPECHHSIS OMTUCH TTOJAKICHMBACTCS K BHYTPEHHEW CTOPOHE JTUIIEBOM
00JIOKKHU JeTa.

Jlena BpeMeHHBIX (0 10 J1eT BKIIFOUMTEIBHO) CPOKOB XPAHEHHMSI, TIOIJICIKAIINE
JaCTUYHOMY O(OPMIICHHIO, JOMYCKAeTCAd XpaHUTh B TMalkax, B KOTOPHIX Jelia
XpaHWUJNCh B JEJIONMPOU3BOJACTBE, MEpPECHCTEMATH3aUsI JOKYMEHTOB B Jejie HE
MPOBOJUTCS, JIUCTHI J€lda HE HYMEPYIOTCS, JHUCTBI-3aBEpUTEIN Jiefla He
coctaBisitorcs. Ha o0mokke gema B COOTBETCTBHM C HOMEHKJIATYpPOM Jen
OpraHu3aluy  3alOJHSAIOTCS  PEKBU3UTHI.  HAMMEHOBAaHHME  OpraHM3aIluH,
HaMMEHOBAHUE TMOJpa3AeiCHUs, UHICKC Jeia, 3arojiOBOK Jiejla, CPOK XpaHCHUS
JIOKYMEHTOB.

Ha oOnoxke gen BpeMmeHHbIX (cBbimie 10 J51€T) CPOKOB XpaHCHHUS U I10
JUYHOMY COCTaBY yKa3bIBAIOTCS:

HAUMEHOBAHHE BBIIICCTOSAIICH OpraHu3anuu (OpraHu3aluu-ydpeauTess)
(mpyu  HEOOXOAUMOCTH),  HAMMCHOBAaHHWE  OpraHM3alid -  MCTOYHHUKA
KOMILJICKTOBaHHUS FOCYIapCTBEHHOTO (MYHHIIMIIAILHOIO) apX1Ba;

HaMMEHOBAaHWE CTPYKTYPHOTO MOIpa3aeaeHHUS;

WMHJIEKC JieJIa IO HOMEHKJIaType /e,

HOMep ToMa (JacTH);

3aroJIoBOK Jieiia (Toma, 4acTH);

KpaiiHue JaThl Aena (ToMa, YacTh);

KOJINYECTBO JIUCTOB B JIEJI€;

CPOK XpaHEHHS Jena;

apXUBHBIN WKUGp Aena.

Ha o0noxkax e MOCTOSHHOTO XpaHEeHUsT HaJl HAMMEHOBAaHUEM OpraHU3alluu
YKa3bIBa€TCSI HAMMEHOBAaHUE TIOCYJapCTBEHHOro (MYHHMIIMIIAJIBHOIO) apXHBa,
HMCTOYHUKOM KOMIIJIEKTOBAHHUS KOTOPOTO BBICTYHAET OpraHU3aIUsl.

[Ipu opopmiiennun 00JI0KKH JIeNa:

HAaUMEHOBAHHUE BBIIICCTOSINEH opraHnu3aiuu (OpraHu3alun-yapeauTenis), Ipu
€€ HaJIMYUM, YKa3bIBa€TCS TMOJIHOCTHIO B MMEHHUTEIBHOM MajeXke, IMOJ IMOIHBIM
HAaMCHOBAaHHUEM B CKOOKaxX yKa3bIBaeTCsA O(HIIMAIBHOE MPHHATOEC COKPAIICHHOES
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HauMeHOBaHue (MPU €ro HATNIHH);

HAaUMCHOBAaHNE OPraHU3alliy YKa3bIBACTCS IIOJIHOCThIO, B HMEHHUTEIHLHOM
najieke, ¢ ykKazaHHeM O(HIMAIBLHO MPHHATOTO COKPAIIEHHOTO HAaWMEHOBAHWS
(mpu ero HaJIMYUHU), KOTOPOE VYKa3bIBAaeTCI B CKOOKax IIOCNIE TIOJHOTO
HAaUMCHOBAHUS,

HAUMCHOBAHUE CTPYKTYPHOTO ITOAPA3JCICHHs YKa3bIBACTCS TOJTHOCTHIO B
COOTBETCTBHHM C YTBEP)KICHHOW CTPYKTYypOW opraHu3zanuu (Mpud HATAYUH
COKPAIIICHHOTO HAMMEHOBAHUS CTPYKTYPHOTO MOAPA3JICIICHHSI OHO yYKa3bIBacTCS B
CKOOKax);

WHJICKC JeJla TPOCTABIIACTCS B COOTBETCTBHM C HOMCHKJIATYpOH el
OpraHU3aIINY;

3arojIOBOK JieJla TEePSHOCHUTCS W3 HOMEHKIATYphl Jied opraHu3anuu (B
HEOOXOIMMBIX CITydasX B 3ar0JIOBOK BHOCSITCSI YTOUHEHHUS);

nathel aena (roma(sl) 3aBeACHUS M OKOHYAHUS Jeja B A€IOIPOU3BOICTBE).

[Tpy U3MCHEHNHM HAMMCHOBAHUS OPTaHHU3AI[UHU WIIH ITOIPA3/ICIICHUS B TCUCHUE
MepHUOo/Ia, OXBATHIBAEMOTr0 JIOKYMEHTAMH JIeNia, WU TpU Nepenade Jeia B APyroe
noJipa3jielicHue Ha OOJIOXKKE Jieia TOJ| MPEeKHUM HaWuMEHOBAaHHEM YKa3bIBaCTCS
HOBOC HaMMEHOBaHHME opraHu3anuu (MoJpa3zelieHus), a MPEKHEe HANMECHOBAHUEC
3aKJII0YaeTCsl B CKOOKHU.

Wujgekc nena v 3arojIoBOK Jiejia TIEPEHOCITCS Ha 00JI0KKY M3 HOMEHKJIATYPhI
nen. Ecim gemo COCTOMT M3 HECKOJNIBKMX 4YacTed, Ha OOJOXKKY KakIOro ToMma
(J4acTv) BBIHOCUTCSI OOIIMIA 3ar0JIOBOK Jiejla M 3aroJIOBOK KaKJIOW 4acTH (IIpH ero
HAJIMYHUN).

JlaTtoit jen, cojepKalux paclopsIUTEIbHYIO JTOKYMEHTAIIMIO, a TaKXe Je,
COCTOSIIIIUX M3 HECKOJILKMX TOMOB (4acTeil), SIBISIOTCS KpallHUE AaThl JOKYMEHTOB
Jena, TO €CTh JNaThl (YHCII0, MECSAI, TOA) perucTpanud (COCTaBJICHHS) CaMOTo
pPaHHErO M CaMoro IMO3JHETr0 JOKYMEHTOB, BKJIIOYCHHBIX B Jieo. [Ipu 3TOM 1eHb
Mecsia (aBa 3HaKa) W roj (4eThipe 3HaKa) 0003HAYAIOTCS apaOCKUMU mudpamu,
Ha3BaHWE Mecslla MUIIETCS CJIOBOM. ECIM B JIeJI0 BKIIFOUEHBI JOKYMEHTBI, JaThl
KOTOPBIX BBIXOJAT 332 KpalHHWE ATkl Jieja, TO MOJ JaTaMH Jiejia, ¢ HOBOM CTPOKH
JenaeTcs 3anuch. "B jene UMEIOTCS TOKYMEHTHI 3a ... roa(sl)". JlaTel nena MOTyT
HE YKa3bIBaThCs Ha OOJIOXKKE JIeJ, COJCpIKAIIWX, HalmpuMep, TOJOBbIC IUIAHBI H
OTYETHI, TAK KaK OHH OTPAXKAIOTCS B 3ar0JIOBKaX JIEl.

Jlaramu nena, cojeprikaiero MpoTOKOJIbI 3aCeIaHni, ABISIOTCS JaThl IEPBOTO
Y TIOCJICTHETO TIPOTOKOJIA.

KpaitHumu gataMy JIMYHOTO Jejia SIBJISIOTCS JaThl MOANKMCAHUS TPUKa3a o
npueMe (IpH HATUYAHA TPYIOBOTO JIOTOBOpA - JaTa 3aKIIOUYCHHS TPYIOBOTO
J0TOBOpA) W MpHKa3a 00 YBOJLHEHUH JIMIA, HA KOTOPOE OHO 3aBeleHo. B cimydae
CMEpPTH JIMIIa, Ha KOTOPOE 3aBEACHO JCJI0, KOHCYHOH JaTod sBIsSETCS Jara
JOKYMEHTA, H3BEIIAOIIEr0 O er0 KOHIHHE.

PexBu3uT "Cpok XpaHeHuMs Jena’ TMEPEHOCHTCS Ha OOJIOKKY Jena u3
HOMCHKJIATYpBI JIeJ TIOCIE CBEPKH €ro CO CPOKOM XpaHCHWs, yKa3aHHBIM B
NIEpEeYHE THUITOBBIX JOKYMEHTOB WJIM B BEJIOMCTBEHHOM II€pEYHE JOKYMEHTOB, C
yKa3aHHUEM CPOKOB XpaHCHUSI.
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Ha nenax mocTOSHHOTO XpaHEeHUs MUIIETCS . ' XPaHUTh MOCTOSIHHO' .

[To oxoHYaHUM TO/1a B HAJMKUCH Ha 00JI0KKAX JEJ MOCTOSIHHOTO U BPEMEHHBIX
(cBpimie 10 JteT) CpOKOB XpaHEHUS BHOCATCSA YTOYHCHHUS: MPU HECOOTBETCTBHUH
3aroJoBKa JeJl Ha OOJIOKKE COAECPKAHUIO MOAIIMTHIX TOKYMEHTOB B 3aroJiOBOK
JI€J1a BHOCSITCSI U3BMEHEHUS U JIOTIOJTHCHMUS.

HanmeHoBaHMs OpraHM3aluy M MOAPA3ACICHHS, TOJ U HOMEp JeJla MOTYT
MPOCTaBIATHCS Ha O0JI0KKE € MTOMOIIBIO IITAMIIA.

B nensax obecrnieueHuss COXpaHHOCTH U 3aKPEIUICHUS TOPAJIKA PACTIONOKEHUS
JOKYMEHTOB, BKJIFOYEHHBIX B JI€JIO, BCE €r0 JIMCTBI, KPOME JIUCTA 3aBEPUTEINS U
BHYTPEHHEW OMHUCH, HYMEpYyIOTCs apaOCkuMu mnudpaMud BajlOBOM HyMepalueil.
Jluctel HymepyroTcsi  Tpa@UTOBBIM  KapaHJIAlIOM  WIM  HYMEpaTopoMm
(ynotpebyiieHME YEpHWI M I[BETHBIX KapaHAalledl sl HyMmMepaluu JIUCTOB HE
JOIyCKAaeTCs) CBEpXY BHU3, MU(MPBI MPOCTABISIOTCS B MPAaBOM BEPXHEM YTy
JIACTA, HE 3a/1€Basl TEKCTAa JOKyMEHTAa. JIMCTBl BHYTPEHHEN ONMUCU HYMEPYIOTCS
OT/AEJIBHO.

JIucTel 111, COCTOSMMX U3 HECKOJIBKHUX TOMOB WJIM 4acTe€d, HyMEPYIOTCS IO
KaXJOMYy TOMY WJIM YaCTH OTIEIBHO.

JIOKyMEHTBI ¢ COOCTBEHHOW HyMeEpalHled JHCTOB HYMEpPYHTCS B 0OIeM
MOPSIIIKE.

Jluct nmoboro ¢gopmara, MOAMIMUTHIN 3a OJWH Kpald, HyMEpyeTcs KakK OAUH
JIMCT B NMPABOM BepxXHEM yriy. CI0KEHHBIN JIUCT Pa3BOPAYNBACTCSI U HYMEPYETCA
B IIPaBOM BEpPXHEM yIiIy. JIUCT, CII0KEHHBIN U MOJAIINUTHIN 32 CEPEIUHY, TTOIIEKUT
MEPEIINBKE U HYMEPYETCS KaK OJIUH JIUCT.

Ecnu B 1eno noAmuT KOHBEPT € BIOKEHUEM, CHAYAJIa HYMEPYETCS KOHBEPT, a
3aTEM OYEPEIHBIM MOPSAKOBBIM HOMEPOM KaXKJI0€ BJIOKEHUE B KOHBEPTE.

Ecmm B mymepanum nmctoB pgomymieHo Oonee 10 ommbok, Bce aeno
HyMepyeTcs 3aH0BO. [Ipu 3TOM cTapeie HOMEpa 3a4€pKUBAIOTCS, U PAIOM CTABUTCS
HOBBI HOMED JINCTA.

[Ipy Hamuuuu OTIENbHBIX OIIMOOK B HYyMEpalMUd JIMCTOB JOIMYCKaeTcs
yrmoTpeOIeHre JTUTePHBIX (¢ OYKBEHHBIMU JOIMOJIHEHUSIMHU) HOMEPOB JIUCTOB.

ITocne 3aBepuieHNsT HyMEpalUHH JINCTOB COCTABIIIETCS JTUCT-3aBEPUTEND JIEIA,
KOTOpBIA pacrojaraeTcsi B KOHLE nena. B nucre-3aBeputene mudpamu u
MPOMUCHIO YKAa3bIBAIOTCS KOJMYECTBO JIUCTOB B JAaHHOM Jielie, OCOOEHHOCTHU
OTJCIIbHBIX JOKYMEHTOB (HESCHBIA TEKCT, Pa3pPhIBbI, CKICHKH).

Jluct-3aBepuTenp J1efla MOAMMUCHIBAETCA €0 COCTABUTEIIEM C YKa3aHUEM
JOJIKHOCTH, MHUILIMAJIOB U (PpaMUJIUU, AThl COCTABJICHUSI.

KomnuectBO nHCTOB B Jene, YKa3aHHOE B JIMCTE-3aBEpUTENE JIENa,
MPOCTaBISIETCS Ha OOJIOXKKE Jea.

Ecaim peno mepemieteHo W mogmuTo 0€3  JUCTa-3aBEpUTENS, TO
COCTAaBJICHHBIN JIUCT-3aBEPUTENb NMOAKICUBAECTCA K BHYTPEHHEN CTOPOHE 3aJIHEMN
0OJIOKKH J1ena.

8. Opranmaunﬂ OIICPATUBHOI0 XPAHCHUA JOKYMCHTOB M IKCIIEPTHU3A
HX HCHHOCTH
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8.1. OneparuBHOE XpaHEHHE TOKYMEHTOB.

C MoMeHTa 3aBeJCHUS U JI0 Mepeaadyu Jel B BEJOMCTBEHHBIM apXWB OpraHa
MECTHOTO CaMOYIIPaBJIEHHUsI JieJla XpaHsSTCs N0 MecTy uX (opMupoBaHus.
PykoBonutenu OpraHoB  MECTHOIO  CaMOYIpPAaBICHHUS W CHEIUAIHUCTHI,
OTBETCTBEHHBIE 3a BEJCHHE JENONMPOU3BOACTBA, 00s3aHBl oOecreyrnBaTh
COXPaHHOCTb IOKYMEHTOB U JEI.

Jlns obecrieyeHusi COXpPaHHOCTH, y4eTa JOKYMEHTOB M JEJl CTPYKTYpHOTO
MOIpa3ACICHUS M OpTaHU3aIUU JOCTYIIa K HUM IIPOBOAUTCS KOMIUIEKC padoT:

CO3/IaHHE ONTUMAJIbHBIX YCIOBUHN XpaHEHUS JOKYMEHTOB U JIElI;

pa3MeleHue aer,

MPOBEpPKa HAJTUYMS U COCTOSHUS IOKYMEHTOB U 1€,

co0JII0ICHUE TOPSIAKA BbIIaY JE.

Jlena pa3MemiaroT B paO0YMX KOMHATaxX WM CHENHATbHO OTBEJACHHBIX IS
9TOM 1€ TIOMENICHUSX B IMmKadax, Ha CTeUlaxkaxX, 4TOObl 00eCHeYuTh HX
COXPAaHHOCTD M 3aIUTY OT BO3AEHCTBUS BPEIHBIX (DAKTOPOB.

Jena nma ux ydeTa W OBICTPOrO IIOMCKA JIOJMKHBI  PACHoJIaraThes
BEPTUKAIHHO, KOPEIIKaMH HApy>Ky M B COOTBETCTBHHM C HOMEHKJATypo# nen. Ha
KOpEIIKax OOJIOKEK JeNl YKa3bIBaIOTCA HWHIEKCHI MO HOMEHKJAType Jel, IMpH
HEOOXOAMMOCTH HOMEp Toma Jefa, aaTy Aena. HoMmeHkimatypa aen uiad BBIIKCKA
13 Hee MOMEIaeTCs Ha BHYTPEHHEH CTOpOHE MmKada.

Brimaua nen apyrum mojpas3iesieHUsIM WM CTOPOHHUM OpTraHU3alUsiM
MIPOU3BOJIUTCS TOJIBKO C pa3pelieHust pykoBoauTens. U3bsiTue T0KyMEHTOB U3 A€
JOMYCKAeTCsl B HUCKIIOYUTENBHBIX CIydasiX, HPOU3BOJUTCS C pa3perieHust
pYKOBOIUTENST C OOsA3aTEIbHBIM OCTaBJIICHHMEM B JieJie 3aBEPEHHOM KOIUU
JIOKyMEHTa U aKTa O MPUYMHAX BbIJIaYU MOIMHHUKA.

Jlena moctosiHHOTO, BpeMeHHBbIX (cBbimie 10 J1eT) CPOKOB XpaHEHHS U II0
JUYHOMY COCTaBY, 3aKOHUYEHHBIEC B JIEIONPOU3BOACTBE, HE paHEe, YeM Yepe3 OJIUH
rojJ W HE MO3JHEe, YeM dYepe3 TPH roja IepelaroTcs B BEIOMCTBEHHBIM apXUB
OopraHa MECTHOT'O CaMOYIpaBJIEHUS, TJ€ XPAHATCS B TEUEHUE YCTAHOBJIEHHBIX
CPOKOB.

[TpoBepku HaMM4UMs U COCTOSIHUSI JOKYMEHTOB M JIeNl B IEISAX YCTAHOBJICHUS
(haKTUYECKOTO HaIMYHUsA [T JIOKHBI TPOBOJUTHCS  JICJIONPOU3BOIUTEIIEM
MOApAa3eICHUs B CIyJasx:

nepes nepeaaveil JOKyMeHTOB B apXUB OpraHU3allny,

TIpY TIepEeMENICHUH Je;

IIPU CMEHE PYKOBOJUTENS CTPYKTYPHOTO OAPA3ACICHUS;

IpU peopraHu3allid W JIMKBUJAAIMU OPTraHU3allMi WIM CTPYKTYPHOTO
MOIpa3IeICHHUS.

[IpoBepka HanWuMsi TPOBOJUTCS MyTEM CBEPKHU CTAaTE HOMEHKJIATYPHI JEN C
OTNIMCAaHUEM JIe]T Ha 00JIOKKe, a (M3UUECKOE COCTOSHHUE Jel ONpeaesIeTCs MyTeM
WX BHU3YyaJIbHOTO mpocMoTpa. Bce oOHapyXeHHbIE HEIOCTATKH JIOJKHBI
(hUKCHPOBATHCS B aKTE MPOBEPKHU HATUYHUSA M COCTOSTHUS AE.

B cnyuyae BbISIBI€HHMS OTCYTCTBHS JACN, YUCIIIIMXCSA MO0 HOMEHKJIAType e,
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PYKOBOJICTBOM MOJAPA3ACICHUN TPUHUMAIOTCA MEPBI IO UX PO3bICKY. Eciu po3sick
JeJ HE JaeT pPe3yJibTaTa, COCTAaBIAETCSA CIpPaBKa O MPUYMHAX HUX OTCYTCTBHUS,
KOTOpas TMOJINKUCHIBAETCS PYKOBOAUTEIEM MOAPA3NACICHUS W MPEICTABIACTCA B
apXuB.

dakT yrpatel Aena (men) (UKCHpPYeTCs B aKTE, COCTABIIEMOM JIUIIOM,
OTBETCTBEHHBIM 32 BEJCHHE JIEIOMPOU3BOJICTBA U PYKOBOJUTEIEM CTPYKTYPHOIO
nosipasaesieHus (YIOJIHOMOYSHHBIM UM JIMIIOM) B TPeX 3K3eMIUISIPax: MO OJHOMY
JK3EMIUISIPY  aKTa XpAaHWUTCS Yy JIMIA, OTBETCTBEHHOTO 33  BEJICHUE
JNEJONPOU3BOACTBA W B CTPYKTYPHOM TNOAPA3JCICHUU; DK3EMIULSIP aKTa
MPEJCTABISACTCS B APXWB OpPraHU3alMd NpU I[epenade JAen CTPYKTYPHOTO
MOJpa3IClICHUs Ha APXUBHOE XPAHCHUE.

8.2. DkcnepTr3a MEHHOCTH TOKYMEHTOB.

OKkcrepTu3a  LEHHOCTH  JIOKYMEHTOB OpPOBOJAMUTCS ~ HAa  OCHOBE
3aKOHOJATENbHBIX M HMHBIX HOPMAaTUBHBIX MPABOBBIX akTOB Poccuiickoii
®denepaluy, ycTaHaBIMBAIOIIUX TPEOOBaHUSA K CPOKaM XpaHEHUS TOKYMEHTOB,
TUTOBBIX W BEJIOMCTBEHHBIX MEPEUYHEH JOKYMEHTOB C YKa3aHHEM CPOKOB HX
XpaHECHUS

MIPU COCTaBJIECHUU HOMEHKJIATYPhI 1€,

IIpU MOJATOTOBKE JIeJI K IIEpeaue B apXUB OpraHU3alliu;

B apXUBE OpPraHU3aINU.

Jlns  opraHuzauuv M NOPOBENCHHUS pabOThl MO HSKCIEPTU3E LIEHHOCTH
JIOKYMEHTOB B OpTraHU3allMM CO3JAE€TCS TMOCTOSHHO JCHCTBYIOIIAsl 3KCIIEpTHAs
komuccus (nanee - OK).

3agaun, GQYHKIMHA, TpaBa, opraHu3amus padotel OK  ompenensroTces
MOJIO(KEHHEM O HEH, KOTopoe pa3pabaThiBaeTCsi Ha OCHOBAHUMU TMPUMEPHOTO
MOJIOKEHUSI,  YTBEP)KJIECHHOIO  YIMOJIHOMOYEHHBIM  (PeAepaibHbIM  OpPraHOM
UCTIOJTHUTEILHOM BIACTH B chepe apXuBHOTrO nena u aenonpousBojcta ([Ipukas
®denepanpHoro apxuHoro arerrctBa oT 11.04.2018 N 43 "OO6 yTBepkmeHUn
[IpumepHoro  mosoxkeHuss 00  SKCIEPTHOW  KOMHCCHUM  OpraHu3aiuu’
(3apeructpupoBan B MuHucTepcTBe rocturuu  Poccuiickoit  denepannu
15.06.2018, peructparmonnsiii N 51357).

OcHoBubIMU PyHKIMSIMU DK SBASIOTCS:

OopraHu3alus €XeroJHoro oroopa Jei Ui XpaHeHUs U YHUUTOXKECHUS

pacCMOTpPEHHE M COTJIaCOBaHUE MPOEKTa HOMEHKJIATYphbl JIeJ OpTraHU3alluH,
OIKCEH JIeNT TOCTOSTHHOTO ¥ BpeMeHHBIX (cBbImie 10 J1eT) CpoKOB XpaHEHUs, B TOM
Yyycjie MO JIMYHOMY COCTaBY, aKTOB O BBIJCJICHUM K YHHYTOXEHHUIO JeJ, He
MOJISKAIIUX XPAHEHUIO;

y4acTU€ B TOATOTOBKE U PACCMOTPEHUM TMPOECKTOB HOPMATHUBHBIX H
METOJUYECKUX JOKYMEHTOB M0 BOIpPOcaM padOThl C IOKYMEHTaMU B OpTaHU3AINH.

DKcrnepTu3a EHHOCTU IOKYMEHTOB MPOBOJAUTCS €KeroaHo. Jlo mpoBeneHus
AKCHEPTU3bI IIEHHOCTH YHUUYTOXXEHUE JOKYMEHTOB 3aIpEIacTCs.

[Ipu npoBeneHUN 3KCNEPTU3bI LIECHHOCTH TOKYMEHTOB MPH MOJATOTOBKE €N K

nepeaye B apXuB OpraHu3allui OCYIIECTBIISETC:


http://fedconsultant.ca.sbrf.ru/cons/cgi/online.cgi?req=doc&base=LAW&n=300357
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OoTOOp JOKYMEHTOB IOCTOSHHOTO W BpeMeHHBbIX (cBbimre 10 7eT) cpokoB
XpaHEeHUs JJIs Tiepefjayu B apXUB OpraHU3alluu;

0TOOp JOKYMEHTOB BpeMeHHBIX (10 10 JieT BKIIFOUNTEIIBHO) CPOKOB XpaHEHUS
n ¢ mnoMeTkamu 'Jlo MumHOBaHMsA HamoOHOcTH' , "Jlo 3aMeHBI HOBBIMH',
MOJISKAIIUX JaJbHEUIIIEMY XPAaHEHHUIO B CTPYKTYPHBIX MOAPA3ACICHUSX;

BBIJICJICHUE K YHUYTOXKEHHUIO JIed 3a MPEeAbIIYyIIUE TOJbl, CPOKH XpaHEHUS
KOTOPBIX UCTEKIIH.

OnHOBPEMEHHO TMPOBEPSIETCS KAyeCTBO W TMOJHOTA HOMEHKJIATypbl el
OpraHu3aluu, NPaBUIbHOCTH ONPEEICHUS CPOKOB XPAHECHHUS JIE.

Jlena TMOCTOSHHOTO W BpeMeHHbIX (cBbimie 10 JeT) CpOKOB XpaHCHHUS
MOJJIEKAT MOJUCTHOMY MPOCMOTPY JUIsl BBIJEICHUS U3 UX COCTaBa JOKYMEHTOB
BpeMeHHBIX (10 10 jtet) cpokoB XpaHEeHHS.

Hena ¢ ormerkoit "OK" moaBepraroTcs MOJUCTHOMY MPOCMOTPY B IEJSX
ONpEeNeNeHUs] U BBIJACICHUS U3 HUX COCTaBa JIOKYMEHTOB, MOJJIEKAIUX
MOCTOSIHHOMY XPaHEHHUIO.

[lo pe3ynbTaTaM »SKCHEPTU3bl LIEHHOCTH JOKYMEHTOB B OpraHu3alluu
npoBoAUTCS OGOpPMIICHUE [ U COCTAaBISIOTCS OINHUCH JIeJl TOCTOSIHHOTO
XpaHeHUs, BpeMeHHbIX (cBbIe 10 JeT) CpOKOB XpaHEHUS U 110 JUIHOMY COCTaBY,
a TaK)Ke aKThl O BBIJCJICHUU K YHUUYTOXKEHUIO NI, HE MOJICkKAIIUX XPAHEHUIO
(mpwitoxenue 18).

JIOKyMEHTBI MTOCTOSIHHOTO, BpeMeHHbIX (cBbImre 10 JieT) CpOKOB XpaHEHUS U
[0 IMYHOMY COCTaBY, COCTABJISIOIIME JIETI0, OMEIIAIOTCS B TBEPAbIE 00JI0XKKH U3
KapTOHA, MOJIIMBAIOTCA B YETHIpE IMPOKOJA WIM NEPEIUIETAIOTCS C Y4eTOM
BO3MOXKHOCTH CBOOOJHOTO UTEHMSI TEKCTa BCEX JIOKYMEHTOB, JaT, BU3 U
pe3omonuii Ha HUX. Pe30ioIuu pyKOBOJCTBA, COCTABJICHHBIE Ha OTAEIbHBIX
JUCTax, MOMENIAI0TCS Tepes MOKyMeHTOM. lIpu moarotoBke Aen K MOIIIMBKE
(meperuteTy) TpoBepsieTCS MPABHILHOCTh WX (OPMUPOBAaHHS, OPOPMIICHUS, BCE
IJJACTUKOBBIE M METANIMUECKUE KpPEIUIeHUS, a TakKe TEePMOIEpPEeIieThl U3
JTIOKYMEHTOB YAaISIOTCS.

Jlena TOCTOSHHOTO XpaHEHHUs, COCTOSAIIUE U3 0CO00 LEHHBIX WIH
He(OpMAaTHBIX JOKYMEHTOB, MOTYT MNPUHUMAThCS HAa XPAHEHHE B 3aKPBITHIX
TBEPJIbIX MarKax ¢ TpeMs KjlarmaHaMU U C 3aBsI3KaMU UIIM B KOPOOKaX.

Omnwucu Jien MOCTOSHHOTO XpaHEHWs, BpeMeHHBIX (cBbime 10 jer) cpokoB
XpaHEHUSl U MO JUYHOMY COCTaBY, a TaKXK€ aKThl O BBIJICJICHUU K YHUUTOXEHUIO
Je], He TMOJeXKalluX XPaHEHUI0, paccMaTpuBalOTCia Ha 3aceganun OK
opranu3anuu oJHOBpeMeHHO. CormacoBaHHble DK akThl U ONMUCH YTBEPKAAKOTCS
PYKOBOJUTEIEM OpPraHU3alliH.

[logmmnBka BHOBb C(HOPMUPOBAHHBIX €71 MPOU3BOAMUTCS TOJIBKO TMOCTE
3aBEPIICHUS IKCIEPTU3bl IEHHOCTU JJOKYMEHTOB.

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

9.1. B BemOMCTBEHHBIN apxWB TMEpPENAIOTCS Jejla C HCIOTHEHHBIMH
JOKYMEHTaMH TIOCTOSIHHOTO, BpeMeHHOro (cBbime 10 7eT) XpaHEeHHS H IO
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JUYHOMY cocTaBy. VX nepenadya npou3BOAUTCS TOJIBKO MO OMUCAM AEN.

Onucu Jen  COCTaBJSIIOTCS  €XKErOAHO IO  yCTAaHOBJIEHHOM  (dopme
(mpmnoxenus NeNe 16,17).

Onucu nen coCTaBIsIOTCS B CTPYKTYPHBIX MOAPA3ACIICHUSIX OPraHU3alHH .

Onucu nen coCTaBIAKOTCS OTAEIBHO HA JI€NIa MOCTOSIHHOIO XPaHEHUs; el
BpeMeHHBIX (CBbime 10 JIeT) CpPOKOB XpaHEeHHs; Jeja IO JIMYHOMY COCTaBy, a
TaK)K€ Ha JeJla, COCTOSIME W3 JOKYMEHTOB, XapakTEepHBIX [JI1 JaHHOU
OpraHu3aIUU.

Omnwucwu (rogoBbIe pa3/ieibl OMKUcei) e, TOKYMEHTOB COCTaBIISIOTCS:

MOCTOSSHHOTO XPAHECHUSI — HE MEHEE YEM B UETBIPEX IK3EMIUISAPAX;

BpeMeHHOro (cBbime 10 JieT) XpaHEeHUST — HE MEHEe YeM B 4YeThIpeX
AK3EMIUISPaXx;

JOKYMEHTOB o JTUYHOMY COCTaBy OpraHu3alUli-HCTOYHUKOB
KOMIUIEKTOBAaHHSl OTHENIa IO JejaM apXuBOB AgMuHUCTpanuu JIOKTEBCKOro
paiioHa — HE MEHEE YEM B YETHIPEX IK3EMILIAPAX.

Onmcu gaen  CTPYKTYPHBIX TOAPA3JCIICHUM TMPEACTABISAIOTCA B apXUB
OpraHu3alMy HE paHee, YeM 4epe3 OJIMH TOJl, U HE MO3JHEE, YEM Yepe3 TpU roja
MOCJIE 3aBEPIICHUS 1] B I€JONPOU3BOJICTBE.

OtnenpHas OMKUCh MPEACTABISET COOON MEpeueHb OMUCATENbHBIX CTaTel ¢
CaMOCTOSITEIbHOM TMOPAJKOBOM HyMepalHed, Kaxaasd W3 KOTOPBIX JOJIKHA
BKJIFOYATh CIEIYIOIINE CBEACHHUS:

MOPSAAKOBBIN HOMED J1€J1a MO OIHKCH;

WHJIEKC JIeNa,;

3aroJIOBOK J€ena,;

KpallHUE aThl 1A,

KOJINYECTBO JIUCTOB B JEJE;

CPOK XpaHEHHUS JeNa;

MIPUMEUYAHUS.

[Ipu cocrtaBieHHHM OMKMCH A€ CTPYKTYPHOIO MOJpa3/iefieHus] cOOMI0IaI0TCs
cieayrolre TpeooBaHus

3arOJIOBKM JIeJT BHOCATCSI B ONHUCh B COOTBETCTBUM C MIPUHATON CXEMOU
CHUCTEMAaTHU3aLNU JEJ, 3aKPEIUICHHON B HOMEHKJIATypE €T,

KaXJ0€ JEJO0 BHOCUTCS B ONUCH NOJ CaMOCTOATENBHBIM MOPSAIKOBBIM
HOMEepoM (eCITi JIeJI0 COCTOUT M3 HECKOJBKHX TOMOB WIJIM YacTei, TO KaXKIBIH TOM
WM 9acTh BHOCSITCS B OITUCH T10]] CAMOCTOSITEIbHBIM HOMEPOM);

MOPSIIOK HyMEpaluu 1€ B OIUCH - BaJOBBIN;

rpadpl OMUCH 3aATMOJHSIOTCS B COOTBETCTBUU C TEMHU CBEICHHUSIMHU, KOTOPBIC
BBIHECEHBI Ha O0JIOKKY JIeTa;

IpH BHECCHWH B ONHUCh MOApsAA J1ei (TOMOB, 4YacTed) ¢ OJMHAKOBBIMHU
3arojIOBKaMH 3aroJIOBKM BcexX Jieil (TOMOB, YacTed) MUIIYTCSA TOJHOCTBIO; TPH
BHECEHHH B OIMCH MTOCIIEIHEr0 3arojoBka gqo0asisercs ciioBo "[locnenuunii');

rpada omucu “llpumeuanus’” ucnonb3lyercss Uisi OTMETOK O IpueMe e,
0COOEHHOCTAX UX (PU3UYECKOTO COCTOSIHUSA, O Mepeaye e APYTUM CTPYKTYPHBIM
MOJIpa3IeJICHUEM CO CCBUIKOM Ha aKT, O HAJTUYUU KOMHUU.
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Ilepen BHeceHHWEM 3aroJOBKOB JI€I B OIKCh MPOBEPAIOTCS KadeCTBO
dbopmupoBaHus U 0POPMIICHHS J€], COOTBETCTBHE KOJIUYECTBA Jie]l, BHOCUMBIX B
ONUCH, KOJTUYECTBY 3aBEACHHBIX JEJ [0 HOMEHKIIATYPE JI€JI OPraHU3alu.

B koHue ommcu Benen 3a MOCIEIHEN OMMCATENbHOM CTAaThE 3amoJIHIETCA
UTOrOBasl 3aIlMCh, B KOTOPOH yKa3bIBAIOTCA (IUppamMu ¥ MPOIHUCHIO) KOJIHUSCTBO
J€J1, YUCISALIUXCS IO OMUCH, TIEPBBIA U MOCIEIHUN HOMEPA JEN MO OIUCH, a TaKkKe
OrOBApUBAIOTCS OCOOCHHOCTH HYMEpAIMM JeJl B ONUCH (JIMTepHBIE HOMEpa H
PONyIIEHHBIC HOMEpa).

[Topsimoxk MpUCBOEHHS HOMEPOB OMUCSAM €Nl CTPYKTYPHBIX IMOJpa3AeiIeHUN
YCTAHABIIMBAETCS MO COTJIACOBAHMIO C APXUBOM OPTraHU3ALINH.

Onucu Ha fena, JOKYMEHThI TOCTOSSHHOTO XPAaHEHUS U TI0 JIUYHOMY COCTAaBY
W aKThl HA YHUYTOXKEHHE JIOKYMECHTOB pPAacCMaTPUBAIOTCS Ha 3aceJaHuu
JKCIIEPTHOW KOMHUCCHM OpraHa MECTHOTO CAMOYNPABJICHHS OJHOBPEMEHHO, IO
WUTOTaM PacCMOTPEHHUS — COTJIACOBBIBAOTCS.

CornacoBaHHbIE AKCIIEPTHOU KOMHUCCHUEN oprasa MECTHOT'O
CaMOYIIPaBJIEHU OIKCH JI€JI, JOKYMEHTOB TIOCTOSIHHOIO CpOKa XpaHEHHS
WCTOYHHKOB KOMIUIEKTOBAaHHS AapXMBHOTO OTHENIAa AaJMHUHUCTpPAUHUH TOpoJa
MPEICTABISAIOTCA HA  YTBEPKICHUE  SKCIEPTHO-MPOBEPOUHON-METOIUYECKON
KoMuccuM MuHUCTEPCTBA AJITAMCKOrO Kpas IO KyJbType 4epe3 TPU rojia MOcCie
3aBEPILICHUS JEJIOMPOU3BOACTBOM AE.

Ha nema BpeMeHHBIX cpokoB xpaHeHus (o 10 JieT BKIIOYHTEIHHO) OMUCH HE
COCTaBJISIFOTCS, U B apXHUB TAKUE JI€JIa HE MIEPEIAtOTCS.

Jlena mepenaroTcsi Ha XpaHEHUE B apXUB OPraHU3alMU B COOTBETCTBUH C
rpaguKoM mepefayr JOKYMEHTOB, YTBEPKIACHHBIM PYKOBOAMTEIEM OpPTraHU3aINU
WY WHBIM YIIOJHOMOYEHHBIM WM JIMIIOM M COIVIACOBAHHBIM C PYKOBOAUTEISIMHU
CTPYKTYPHBIX NTOAPA3ICIICHUMN.

Jlena moctossHHOrO ® BpeMeHHBIX (cBbime 10 J€T) CpPOKOB XpaHEHWH,
JOKYMEHTHI IO TUYHOMY COCTaBY IEPEAAIOTCS B apXUB HE PaHee, UEM YEPE3 roJl, U
HE MMO3JHEE, YEM YEPE3 TPH rojia MOCie 3aBEPIICHUS UX B JIEJIIONPOU3BOJICTBE.

Ilepemaua pen B apXWB OpraHuW3aldd I[POWU3BOAUTCS MO OMNHCSAM JEI
CTPYKTYPHBIX OAPA3ICIICHUMN.

VY1onHOMOUYEHHBI paOOTHUK apXuBa MPOBEPSET MPaBUILHOCTh 0(OPMIICHUS
u (hopMUpOBaHUS Jiell, MPABWIHHOCTh COCTABJIEHHUS OIHUCEH /ell, COOTBETCTBUE
KOJIMYECTBA JI€J1, BKJIIOUEHHBIX B OMHUCh, KOJIUYECTBY e, CHOPMUPOBAHHBIX B
COOTBETCTBUH C HOMEHKJIATYpPOM Ae.

BrisiBieHHBIE TIpU MPOBEPKE HEAOCTATKH B (POpMUpOBaHUM U O(opMIIeHUU
el pabOTHUKM CTPYKTYpPHOrO  MOJpa3/iesieHusi 0O0sf3aHbl YCTPAaHUTh B
JBYXHEJICJIbHBIN CPOK.

JIOKyMEHTBI TOCTOSIHHOTO CpOKa XpaHEHWS OpTaHU3alUM, SBISIOIIUXCS
WCTOYHMKAMHU KOMIUIEKTOBAHUS OTJENIa MO JIeJIaM apXUBOB AJIMHUHUCTPALUU
JIokTeBCKOTO pailoHa AJNTalCKOro Kpas, B TEYEHHE [T JIET XPaHATCA B
BEJIOMCTBEHHOM AapXHBE, IOCIE YEro IMEPEAArOTCs HAa MOCTOSHHOE XPAHEHHE B
OTAEN IO JIeJIaM apXMBOB AJMUHHCTpauuu JIOKTEBCKOro paioHa AJTaNCKOro
Kpasi.
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JIOKYMEHTBI 10 INYHOMY COCTaBY MYHHUIIMIIAIBHBIX CIIYKAIINX, YBOJECHHBIX C
MYHUILIUMAIBHOM CTYKObI, EPEIatoTCs B BEIOMCTBEHHBIN apXUB OpraHU3aIuU 10
uctedernu 10 et co THS YBOITHHEHUS.

B cnmywae nukBHmanuy Wi peoOpraHU3allMM CTPYKTYPHOTO MOIpa3AciCHUs
OpraHu3aluy JEJIONPOU3BOAUTENb MOJAPA3ACICHUS B NEPUOJA IPOBEACHHUS
JTUKBUAAIMOHHBIX MEpONPUSATUM (HOPMUPYET BCE UMEIOLIUECS JOKYMEHTHI B JIeNa,
opopMIISIET JeNla U MepelaeT UX B apXUB OpraHu3allii, HE3aBUCUMO OT CPOKOB
xpaHenus. [lepenada nen oCymecTBIsSETCS MO OMUCIM 1€ © HOMEHKJIATYpPE JIEI.

9.2. OT60p MOKYMEHTOB K YHHYTOXCHHUIO

OTO6Op JOKYMEHTOB K YHHUYTOXEHHIO 3a COOTBETCTBYIOUIUWA TIEPUOA H
COCTaBJICHHWE aKTa O BBIJIEICHUH K YHUYTOXKEHHUIO JOKYMEHTOB, HE MOJJIEKAITUX
XxpaHeHuio (mpwiokenne 18), MpPOM3BOIATCS TOCIE COCTABICHHUS OIMUCEH e
MOCTOSTHHOTO XpaHEHWsT M MO JIMYHOMY COCTaBy 3a JTOT ke mnepuoi. [ena
BKJIIOYAIOTCSI B aKT O BBIJICJICHUH K YHUYTOXKEHUIO TJOKYMEHTOB, HE MOJICKAIIUX
XpaHEHUIO, €CIU MPEAYCMOTPEHHBIM I HUX CPOK XpaHEHHUs UCTEK K 1 sHBaps
roja, B KOTOpOM cocTaBiieH akT. Hampumep, 3akoruennsie B 2015 roxy nena c 3-
JETHUM CPOKOM XpaHEHHUSl, MOTYT OBITh BKJIOUEHBI B aKT, KOTOpBIA Oyner
cocrtaBiieH He paHee 1 saBaps 2019 roxa.

Hckntouenre coCcTaBisiiOT TOKYMEHTBI BPEMEHHOTO CpOKa XpPaHEHUs, B CPOKE
XpaHeHusi KoTopeix oTcyTcTByeT mnomerka "OIIK". Jlena ¢ ormerkoi "IITK"
MOJJICKAT TMOJIMCTHOMY MPOCMOTPY B  IENSX  BBISBICHUS  JTOKYMEHTOB,
MOJICKAIIUX MMOCTOSSHHOMY XpaHEHHUI0. BhISIBIEHHBIE B TaKUX Jeiax JOKYMEHTHI
MOCTOSIHHOTO XPAaHEHUsl BBIJICTSIOTCA U MPUCOCAUHSIOTCS K OAHOPOIHBIM JiejiaM
i GOPMUPYIOTCSA B CAMOCTOSITEIbHBIE JIeJIa.

OcranbHble JOKYMEHTHI Jena ¢ otMeTrkor "OIIK" BkiItouaroTcs B akT, OpH
stom otMmeTka "OIIK" B akTe He yka3bIBaeTcs.

OT6Op MTOKYMEHTOB M 3KCIEpTH3a IIEHHOCTU JOKYMEHTOB OCYIIECTBIISIFOTCS
CTPYKTYpPHBIMH  TOAPA3ACICHUSAMH  CaMOCTOSTENIbHO  MOJT  METOJAMYECKUM
PYKOBOJICTBOM CIIEIIMATNCTA, OTBETCTBEHHOT'O 32 apXUB.

OTOOp MOKYMEHTOB K YHHUYTOXXEHUIO MPOBOJMUTCS HAa OCHOBAaHUU
COOTBETCTBYIOIIMX THUIOBBIX TIEPEYHEH JOKYMEHTOB C YKa3aHHUEM CpPOKOB
XpaHEHUSI U HOMEHKJIATYyphl JeJ MYTeM MOJUCTHOTO MPOCMOTpA.

AKT O BBIICJICHUH K YHUUYTOXEHHUIO IOKYMEHTOB, HE MOJICKAIINX XPAHEHUIO,
MPECTABISAETCS Ha pACCMOTPEHHE U coriacoBanre DK 0JHOBPEMEHHO C OMUCAMU
JIeJ1 IOCTOSIHHOTO XPaHEeHUS U IO JIMUHOMY COCTaBY.

AKT O BBIICJICHUH K YHUUYTOXEHUIO IOKYMEHTOB, HE MOJICKAIINX XPAHEHUIO,
YTBEPXKIACTCS  PYKOBOJMTEIEM oOpraHuzamuud 1nociie  yrBepxkaeHus OIIK
apXMBHOTO YUYPEXKICHUS, TOCYJAPCTBEHHOTO WM MYHUIUINAIBHOTO apXuBa B
COOTBETCTBUM C MPEIOCTABICHHBIMM €My IIOJIHOMOYHUSMH OMNHUCEH  Jen
MOCTOSTHHOTO XPaHEHUSI U COTJIACOBaHUS OMUCEH Jel M0 JIUYHOMY COCTaBy, MOCIE
Yero Jieja, BhIJCICHHBIEC MO aKTY K YHUUTOKEHHIO, MOTYT ObITh YHUYTOKEHBI.

[locne yTBepKIE€HHS CBOJHOIO aKTa O BBIACICHHUH K YHUUYTOXECHUIO
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NOKYMEHTOB, HE TMOJJIEKAIIUX XPAaHECHUIO, JOKYMEHTBl  YHUYTOXKAKOTCS
CTPYKTYPHBIMH MOJAPA3ACICHUSMH WIM LEHTPAIU30BaHHO. Jlema, momiexamiue
YHUUYTOXKEHUIO, TMepelaloTcs Ha mepepaboTky (YTHIM3aIUIo) 10 IPHEMO-
CIaTOYHOM HaKJIaJHOM.

[Tocne yHUUYTOXKEHUS JOKYMEHTOB CIIELUAINCTOM, OTBETCTBEHHBIM 3a APXHUB,
JIeNaeTcsl 3aUch 00 3TOM B aKT€ O BBIJICICHUU K YHHUUTOXKEHHUIO JJOKYMEHTOB, HE
MOJUIEKAIUX XPAHEHUIO, B HOMEHKJIAType el 3a COOTBETCTBYIOIIUMN TOJ
MPOCTABIISIIOTCSA  OTMETKH, 3aBepseMble TMOANUCHI0 crenuanucta CraykObl
JeIIONPOU3BOACTBA, U 1aTOM:

"Vanuroxeno. Cm. akt N oT . Iloammce, WHUIIHAIEL,
bamuus”

AKTBI O BBIJCIICHUA K YHHYTOXEHHUIO JOKYMEHTOB, HE MOJICKAIIUX
XpaHEHMIO, XPAHATCS ITOCTOSHHO B Jieie poHa.

10. OnepaTBHOE UCTIOIB30BAaHUE APXUBHBIX TOKYMEHTOB

CoTpyaHHUKHM OpPraHOB MECTHOTO CaMOYNPABJICHHS B LENSAX HCIOJHEHUA
CBOUX JIOJDKHOCTHBIX 00SI3aHHOCTEH JOMYyCKalOTCs K paboTe C apXUBHBIMU JIeJIaMU
Y TOKYMEHTAaMH, HaXOJAIIUMUCS B apPXUBE.

ApxuBHBIE Jlefla TPEJOCTAaBISAIOTCS JUIsl  HUCIOJb30BaHUsT B paboTe
COTPYIHUKAM TOJBKO TOrO CTPYKTYPHOTO TMOJPA3AECIEHUsl, M3 KOTOPOro
JIOKYMEHTHI paHee ObUTH MepejaHbl Ha apXuBHOE XpaHeHue. CoTpyAHUKAM JPYTUX
CTPYKTYPHBIX TOJPA3AECICHUN apXWUBHBIE JI€JIa MPEIOCTABISIOTCS TOJIBKO C
pa3pelieHusl pyKOBOJIUTEISI HA OCHOBAaHUU 0OOCHOBAHHBIX 3aIIPOCOB.

Jlena, MOKYMEHTHI BBIJAIOTCA BO BPEMEHHOE II0JIb30BaHHE PaOOTHUKAM
OpraHu3aluy Ha CPOK He 0oJiee OJTHOTO MecHIa.

['ocynmapcTBeHHBIM oOpraHaMm (CyIeOHBIM, IMPaBOOXPAHUTEIBLHBIM, OpraHaM
rOCYJlapCTBEHHOTO KOHTPOJISI M Haa30pa) Jiela W OTACIbHBIC JOKYMEHTBI
BBIJIAIOTCS. HA OCHOBAHUU UX MUCBMEHHBIX 3aIIPOCOB C PA3PEIICHUs PYKOBOIUTEINS
OpraHu3aly WA UHOTO YIOJIHOMOYEHHOTO UM JIMIA, 10 aKTaM Ha CPOK He Ooiee
IECTH MECSLEB.

[Ipyu HEoOXOAMMOCTH CPOK HCIOJIB30BAHUSI JOKYMEHTOB MOXKET ObITh
MPOJJIEH.

Boinaua gen u3 apxuBa (PUKCUPYETCS B KHUTE BbIAYU JE.

Ha BbImaHHOE 1€710 3aBOJMTCS KapTa-3aMECTUTEIb, MOMENIaeMasi Ha MECTO
BBIJIAHHOTO Jiesia. B Hell yKka3pIBalOTCA MHIIEKC €A, 1aTa €ro BbLAAa4u, KOMY JI€JI0
BBIJIJAHO, JlaTa €ro BO3BpallleHUs, IMpeaycMaTpUBaIOTCs rpadsl ISl MOJNUCEH B
MOJIy4YEHUHU U PUEME JIEIIA.

Ha wmecTto W3BATOrO MNOAJMMHHHUKA JOKyMeHTa palboTHUK  CiryxObl
JEJONPOU3BOICTBA WJIN JIEJIONPOU3BOAUTEND MMOAPA3AECICHNS BKIIAIBIBAET B JIEII0
JIMCT-3aMECTUTENb C YKa3aHUEM, KOTla, KOMY U Ha KaKOM CPOK BBIJIaH JOKYMEHT U
MOAIUACSIMUA B TMOJYYEHHM W mpueMe Jaena. Ilpm 3ToM B 1eno momemaercs
3aBEpECHHAs KOs JOKYMEHTA.

[Tocne pemienust BoIpoca, JUII PacCCMOTPEHHS KOTOPOTo Jiena (TOKYMEHTHI)
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M3BIMAIMCH IO 3aMpocaM TOCYAapCTBEHHBIX OPTraHOB, MOJJIUHHHUKU JOKYMEHTOB
JOJIKHBI OBITh BO3BPAILIEHBI B OPTaHU3AIMIO U MOMEIIEHBI B JIETIO.

CoTpyIHHKHA B COOTBETCTBUM C JEHCTBYIOIIMM 3aKOHOAATEIHCTBOM HECYT
OTBETCTBEHHOCTh 32 COXPAHHOCTh MOJYYEHHBIX APXUBHBIX /€Nl U JOKYMEHTOB U
UCIIOb30BaHuEe WH(OpManuu, coaepkaiieics B HUX. M3bsSiTHE HOKYMEHTOB W3
Jie, Tepefavya apXUBHBIX JIOKYMEHTOB WIIM MX KOMUM COTPYAHUKAM JPYTUX
OpraHu3alui 3arpenaeTcs.

[Ipu pabGoTe ¢ apXMBHBIMU JOKYMEHTAMU HE pPa3peIIacTcss BHOCUTH B HHX
MONPaBKH, JAeJIaTh NOMETKH, pad0TaTh C HUMU BHE CIY>KEOHBIX MOMEIICHUH.

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

O3HakoMJIEHHE COTPYAHUKOB MOJIpa3/IeICHUI C apXUBHBIMU JOKYMEHTAMU U
nenaMu, uMeronuMu rpud s cirykeO0HOro moiab30BaHMs", OCYIIECTBISECTCS B
COOTBETCTBUHM C TpeOOBaHUSIMU HacToALIEeH MHCTpyKIUU.

N3bsatne (BbIEMKa) JIOKYMEHTOB, OOpa30BaBIIMXCS B  JCSITEILHOCTH
OpraHu3alyy, TPOU3BOJUTCSI B COOTBETCTBHM C 3aKOHOJATEILCTBOM Poccuiickon
denepanu.

N3bsiTue (BbIeMKa) JTOKYMEHTOB MPOW3BOJMTCS HA OCHOBAaHUM MHUCHMEHHOTO
pacriopsbkeHuss  (IIOCTAHOBJICHWsSI) COOTBETCTBYIOIIETO  OpraHa BJIACTH  C
paspelieHusi pyKOBOJUTENS OPraHU3alMU WIM UHOTO YIOJHOMOYEHHOTO UM JIUIa
C U3BEIICHUEM PYKOBOJUTENS MOAPA3ACICHHUS, TOKYMEHTBI KOTOPOTO U3BIMAIOTCS.

®akT w3bATHA (BBIEMKH) JOKYMEHTOB (UKCHPYETCS B MPOTOKoJe (aKTe)
U3bATUS (BBIEMKH) JOKYMEHTOB, KOTOPBIH COCTABJIICTCS HE MCHEE YeM B JIBYX
SK3EMIUIApAX U  MOANKUCHIBAETCS  YHNOJHOMOYEHHBIMU  MPEACTABUTEISIMHU
OpraHu3alMd M COOTBETCTBYIOIIETO TOCYJAapCTBEHHOro oprana. K mporokomy
(akTy) mpuaraeTcs onuch (peecTp) U3bATHIX JOKYMEHTOB (J1e7).

[Ipy U3BATHUM MOJIMHHUKOB JAOKYMEHTOB B JIEJO IOMEIIAETCsl 3aBEpEHHAs
KONUSI JIOKYMEHTa, Ha 00OpOTe€ KOTOPOM YKa3bIBAE€TCS OCHOBAHHE W3bATHUS
MOJJIMHHUKA, CPOK BO3BpaTa, JaTa W MOANUCH paOOTHUKA, OTBETCTBEHHOTO 3a
dhopMHUpoOBaHWE U/WIK XpaHEHHE Jea.

[TonnmMHHUK NOKYMEHTa, WU3BATHIA M3 JIeJIa HA OCHOBE COOTBETCTBYIOLIETO
pelieHus, nociie pacCMOTPEHHUSI U PENIEHUs BOIPOCa, BO3BpAILIAETCS B /IO, MPHU
ATOM KOIUs, IOMEIICHHAs B JIEJI0 BMECTO MOAJIMHHUKA, U3bIMAETCS.

10. UcnoJiHeHHe 3aNPOCOB rPaKJAaH U OPraHu3anuii

Opran MeCTHOrO CaMOYIIPaBJICHUS JIOJDKEH pPACcCMaTpUBaTh W HUCIIOJHATH
3ampocChl TPaKJaH U OpraHU3allii, TOCTYNHUBIINE B MUCbMEHHOH (hopMe.

3ampoc, TNOCTYNMBIIMM B  OpPraH  MECTHOIO  CaMOYNpPaBJICHHS,
paccMaTpuUBaeTCsd B COOTBETCTBUU C TPEOOBAHUSIMHU 3aKOHOAATEIBHBIX M HMHBIX
HOPMAaTUBHBIX TIPaBOBBIX AaKTOB MO0 paboTe ¢ OOpallleHHsIMU TpaxaaH U
MIPEIOCTABIICHUIO TOCYIaPCTBCHHBIX (MYHHIIUITAIBHBIX) YCIIYT.

ApXUBHbBIEC CHPABKH, APXUBHBIE KONMUU U APXUBHBIC BBIMHCKA TOTOBSATCS
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OTBCTCTBCHHBIMHU crenuaianucraMu B COOTBCTCTBHU C Tpe6OBaHI/I$IMI/I
3aKOHOJATCIIbHBIX W MHBIX HOPMATHUBHLIX IIPABOBLIX aKTOB 00 APXMBHOM ACJIC Ha
OCHOBAHHWHU JOKYMCHTOB, XPpaHAINIUXCS B apXUBC.

Konun APXUBHBIX AOOKYMCHTOB, BBIIIMCKM M3 HHUX, a TaKXC apXHUBHBLIC
CIIPpAaBKH, H€O6XOI[I/IMBIG I pCHICHUS BOIIPOCOB, KAaCAOIMUXCA IIPpaB M 3daKOHHBIX
HHTCPCCOB TIpaxgaH H OpFaHHBaHHﬁ, npcaoCTaBIAIOTCA  I'paxKJgaHaM H
opraHu3anysiaM I10 UX IIMCbMCHHBIM 3aIlpoCaM.

I'naBa cenbcoBera H.B. benoycosa
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