AJIMUHNCTPALIMS EPMOILLINXUHCKOI'O CEJIbCOBETA
JIOKTEBCKOI'O PAMOHA AJITAUCKOI'O KPAS

HOCTAHOBJIEHHE

14.02.2019 r. No 1
¢. Epmommuxa

OO0 yTBepKIEHUU

NHcTpyKunu 1o aenonpou3BoACTBY
aIMUHUCTPALUU

EpMoOmmxmuHCcKOro cenpcoBera.

B cootBerctBUmM ¢ DenepanbHbiM 3ak0HOM OT 22.04.2004 Nel25-®d3 «O6
apxuBHOM Jenie B Poccuiickoir @enepanun», [Ipukazom PenepanbHOTO apXUBHOTO
ArentctBa or 11.04.2018 Nedd «OO06 yTBepKIEeHWHW TPUMEPHON HHCTPYKIUU TIO
JNEJTONPOU3BOJACTBY B TOCYIJApCTBEHHBIX  OpraHu3anusax», Ycrasom MO
EpMmommuxunckuii  cenabcoBeT  JIOKTeBCkoro  paiioHa  AJTaillCKOro  Kpas,
MOCTAHOBJIAIO:

1. VYrtBepnutrs mnpwiaraemyro WHCTpyKIMIO 1O  JAE€IONPOU3BOJICTBY B
AnvmunucTpauun EpMOMIMXMHCKOTro cenbcoBeTa JIOKTEBCKOro palioHa ANTanCKOTO
Kpasl.

2. KoHTpOJb 3a BBITIOJIHEHHEM HACTOSIIETO PACTIOPSIKEHHUST OCTABIISIIO 32 COOOM.

I'maBa cenpcoBera M.B. Kymnak



[Tpunoxenue 1

K UHCTpYyKIIMHK
AJIMUHUCTPALA JIOKTEBCKOI'O PAMOHA
AJITAVICKOI'O KPAS
INOCTAHOBJIEHHUE
Ne
r. 'opHsik

3arojI0BOK MOCTAHOBJICHUA

Koncratupyromass 4acth (M37IararoTcsi NPUYHHBI W OCHOBAHUS TPUHSTHS
MOCTAHOBJICHU)

IHOCTAHOBJIAIO:

[TocTaHoBmsrOMAsT 9acTh (HECET OCHOBHYIO CMBICIIOBYIO HArpysky). IIyHKTHI
MIOCTAHOBJICHUSI  JOJDKHBI  OBITh ~KOHKPETHBIMU, TOYHBIMH, IOPUAMYECKH H
IrpaMMAaTHYECKH OE€3yNpEeUHbIMU. YKa3bIBAIOTCS CPOKHU MCIOJHEHUS OTAEIbHBIX
IIYHKTOB U JIOKYMEHTa B 1I€JIOM, He00X0AUMOCTb pazMenienns B CMU, nomxHOCTHOE
JIMII0, HAa KOTOPOE BO3JIAraeTcsi KOHTPOJIb.

I'naBa ropona JINYHAS TIOAIHUCH N.O0.®amunus



OO6pa3zerr MOCTaHOBIICHUS

[Tpunoxenne 2

K MHCcTpyKun
AJIMMHUCTPALIUA JIOKTEBCKOI'O PAMIOHA
AJITAUCKOI'O KPAA
PACIIOPA’KEHUE
Ne

r. 'opHsik



OO6paszern pacriopsKEHHS

POCCHUIICKASI ®EIEPALINST

AJIMUHUCTPALIUS
JJOKTEBCKOI'O PAMOHA
AJTAHUCKOI'O KPAS

MuponoBa, yi1., 103,
r. ['opHsik, 658422

Tenedon 3-14-72, hakc 3-02-62

Ne

Ha Ne oT

['maBa pariona

JJU49Has IoAITMCh

[Tpunoxenue 3
K UHCTpYyKIIMHK

Anpecar

VBaxaemsbrit Umsg OtuectBo!

N.O0.Oamunug



OG6pas3err nmucrMa

[Tpunoxenue 4
K UHCTpYyKIIMHK

[Tpunoxenue 1

K IMIOCTaHOBJICHHIO
AaMUHUCTpaLIUN

OoT No

COCTAB

KOMHUCCHH IIO



Busa npoctaBinsieTcs Ha 000pOTHOM CTOPOHE MOCIEAHETO JIMCTA MPUIIOKEHUS B
HIDKHEW €ro 4acTd OT Kpasl JIEBOrO MOJS M BKJIIOYAET JOJDKHOCTh BHU3UPYIOIIETO
NPUJIOKEHUE K TPABOBOMY aKTY, MOMAMKUCH M PAaCHIM(PPOBKY MOANMKUCH (MHUIIAAIBI U
baMuIHI0), a TaKKE JaTy BUSHPOBAHMUS.

[Tpunoxxenue 5

K UHCTpYyKIIMHK

COI'JTACOBAHO

['maBa agMuHUMCTpaMn

paiioHa N.O.Damunus

Jpyrue pykoBOAUTEIN OpraHU3aIIHHT,

3aNHTCPCCOBAHHLIC B ITIOATI'OTOBKEC NOKYMCHTA

(yxa3pIBaeTCs IMOJIHOC HAMMEHOBAHHE JIOJDKHOCTH)
N.O.Damunus

(yKa3pIBaeTCs MOJHOE HANMEHOBAHUE JOJDKHOCTH) N.O0.Damunus

(yKa3pIBaeTCs MOJHOE HANMEHOBAHUE JOJDKHOCTH) N.O.Damumnus

Croucok Ha pacChUIKY:

1. ... - 1 5Kk3.

2. ®amunus 1.0. nuiia, Ha KOTOPOro BO3JIOKEH KOHTPOJIb -1

3. Komurets! (Ha3BaHue) -1

4. CMU (B ciiyyae HEOOXOUMOCTH) -1

Uroro: - 4 k3.
IIpencenarens komurera
(IOIHOE HA3BAHUE) JIMYHAst TOANUCE N.O.Oamumus

N.O.damuins UCIOJIHUATEIS



HOMEp TenepoHa
JaTa UCTIOTHCHMSI

OO6pa3zer aucTa COrjacoBaHUs MPABOBOTO aKTa
[Tpunoxenue 6

K MHCTpYyKIIMK
IMPOTOKOJI
No
(mata) (HOMep 3acenmaHust)
3acenaHus pabouei IPYIIIBI
(HauMeHOoBaHUE KOJUIETHAIbHOTO
oprana — komuccuu, CoBeta 1 T.JI.)
IIpenacenarens — ®amunusa 1.0.
Cexkperapp — @amunusa 1.0.
[TpucytcTBOBaIHN: JesloBeK (CIMCOK MPUITaracTcsl)
(baMunmuu ¥ UHUNMANBL  TPUCYTCTBYIOIIMX B  al(aBUTHOM TMOpSAKE,  C

yKa3aHUEM JIOJDKHOCTH, €CJIM  KOJIMYECTBO  MPUCYTCTBYIOIMX  Oonee 15,
yKa3bIBaCTCsI 001IIee KOJIMUECTBO, & K TPOTOKOJTY MPHIIAraeTCs CITUCOK)

I[NOBECTKA JJHA:
1.06..........evivveen e ... (TeMa moKITaza, OTYETA, COOOIICHHS).
JloxJiaipIBaeT Gdamumuss M.O.  (ykxasbiBaetcs

HAUMEHOBAHUEC JODKHOCTH, (GaMWIMU M HHUIUAJIBI JOKJIaI4nKa)

2 s
1. CJIYITAJIN: ®amunus N.O. — TeKCT noKiIaaa mpuiiaraeTcs.

BBICTVYIIAJINA:
@ammims U.0O. — kpaTkas 3aMKUCh BBICTYIUICHUS.

PEIINJIN:
(Yka3pIBaeTcs MPUHATOC HA 3aceJaHWuH padodeld TPYIIbI pPElIeHUE, CPOKH €ro
UCTIOJTHCHHS)

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

Cekpetapb JINYHAs MIOAIUCH N.O0.®amunus



O6pa3err mpoTokosa

BBIITNCKA 13 ITPOTOKOJIA

« » r. No

3acemanue pabouedl Tpynmbl IO

opraHmu3anuvu npcaoCTaBICHUA
FOCYI[apCTBCHHBIX J51 MYHI/II_II/IHEUIBHBIX
yeryr

IIpeacenarens — ®amunusa 1.0.
Cekperapp — @amunusa 1.0.
[MpucyTcrBoBanu: 18 denoBek (CIUCOK MpUiIaraeTcs)

[Tpunoxenue 7
K MHCTpYKIIMUK

ITIOBECTKA JIHA:

1.06..........evevvieeeen ... (TeMa moKITaZa, OTYETA, COOOIICHHS).

JATS) (%) £: 91 QR ®dammmmsa 1.0. (yka3piBaeTcsi HaMMEHOBAaHHUE
JOJKHOCTH, (DaMMIIMK U UHUIUMANBI JOKJIaunKa)

2.0 .....cciiiiiiiiii i e (Tema mokiaga, oTyeTa, COOOIICHHMS).

JATS) (%) £: 91 QR ®damuns 1.0. (yka3piBaeTcsi HaMMCHOBAaHUE
JIOJKHOCTH, (DaMMIIMK U UHUIUMANBI JOKJIaunKa)

2. CIVIIAJIN:

BBICTVYIINJIN:

PEIINJIN:

IIpencenarens JINYHAs MOAINACH N.O0.®amunus
CekpeTaphb JINYHAs MOAIUCH N.O0.®amunus
Bepno

Cekpetaphb JINYHAs MOAIUCH N.O0.®amunus

(mata)



OO6pa3ell BBIMKUCKUA U3 TPOTOKOJIA

[MpunoxeHune Ne 8
K HCTpyKUummn

OTAOEN AENOMNPON3BOACTBA

AOOKNTAOHAA SAMNMUNCKA Aunpektopy ®BY "HAL] ..."
) N.O.

10 okTs6p4 N 35 ammnus 1.0

2017 .

O6 yBennyeHumn WTaTHOM
YUCIEHHOCTM noapasaenenus

YBaxaembit MIma OTt4yecTBO!

B cBA3M co 3HauyuTenbHbIM yBenuMyeHnem obbemoB obpabaTbiBaemMou
KOppeCcnoHAEHUNN, NOCTyNalLen B CBA3N C ...

npowly Bac wu3bickaTb BO3MOXHOCTb YBENMUYUTb LUTATHYH YUCIEHHOCTb
oTAena Ha ofHy JOIMKHOCTb creuuanucTa 2-i KaTeropum.

C yBaxeHunewm,

3aB. oTAenom Noanucb N.0. damunums

OO6paszen 1OKIaHON 3aITUCKH



[MpunoxeHune Ne 9
K IHCTpyKummn
pekomMmeHgyemMbln obpasel,

Komy: PykoBoauTtensam ynpasneHun n oTaenos

Or: damunua W.O., pykoBoguTenb agMUHUCTPATUBHO-XO3SNCTBEHHOM
CNyXObl

Hata: 17 anpena 2017 r.
Tema: Nogayva 3a8BOK Ha aBTOTPAHCMNOPT
CITY>XXEBHAA 3ATMNCKA
B uenax nosbiweHna 3pMEKTUBHOCTN UCMONb3OBAHNA N COKpaLLEeHUS
NPOCTOEB aBTOTPAHCMOPTHbIX CPeACTB LeHTpa npowy pykoBoauTenemn

nogpasgenieHMn nofaBaTb 3asiBKM Ha aBTOTPAHCNOPTHbLIE CpeAcTBa He
nosgHee 15:00 gHA, npeLluecTBYOLLEro Noesake.

PykoBoanTtenbs agMUHUCTPATUBHO-
XO3SNCTBEHHOM CIyX0bbl N.0. Pamunus



O6paszern cinyke0HOM 3aMUCKU

MpunoxeHune NelO
K HCTpyKummn
pekomMmeHgyemMbln obpasey,

HanmeHoBaHuMe opraHa

degepanbHoe BrogKkeTHOE
yypexgeHue
"HAYYHO-
NCCIEOOBATEJIbCKNN LIEHTP
"HAMMEHOBAHWE
OPIrAHU3ALIN"

(OBY "HUL, ...")
AKT
05.08.2017 N 5

MockBa
NPOBEPKN TEXHNYECKOIO
COCTOSAHUSI OPITEXHUKU

OcHoBaHue: npukas ObY "HUL ..." ot 30.07.2017 N 89 "O nposepke
TEXHUYECKOro COCTOSIHUSA OPIrTEXHUKN, NCMonb3yemom oTAENIOM
aenonpoussoacTtea’.

CocTtaBneH: 3aMm. HayvarnbHMKa WHAOPMALMOHHO-TEXHUYECKOro oTaena
damunua W.0.; HavanbHUKOM aAMUHUCTPATUBHO-XO3SANCTBEHHOW CNYXObI
damununa N.0., 3aB. otaenom genonpounssoacrtesa Pamunma N.0.

B xogoe npoBepkM TEXHUYECKOrO0 COCTOSHUS OPrTEXHUKM oTaena
aernonpounssoacTea, nposeaeHHon 04.08.2017, yctaHOBNEHO ...

MpoBepKov NpuU3HaHbl HEMPUIOAHBLIMUW ANS SKCNNnyaTauum:

MNoanucb nN.O. damunusa

Noanucb N.0. damunums



Mognucb

N.0. damunuga

[Tpunoxenne 11
K UHCTpYyKIIMM

HaunmenoBanue
Oopra’a MeCTHOTO
CaMOYIIpaBJICHUSA
HOMEHKIJIATYPA JIEJI VTBEPX/IAIO
PykoBonurens opraHa
MECTHOT'O CaMOYyIIPaBIICHUS
(moamuck)  (pacmmdpoBka
TIOJTITHCH)
Ha roj JlaTa
WNunekc 3aroJIoBOK Jeia Konnye- Cpok [Ipumeuanue
Acjia CTBO ACJ1 XpaHCHUA U
Ne crateu
10 TIEPEYHIO
1 2 3 4 S)

Haszeanue pasnena

HaumenoBanmne n10mKHOCTH
COCTaBUTEIA

(Toamuch)

COI'NTACOBAHO
[Ipotokon DK

Oopra’Ha MeCTHOTO
CaMOYIIpaBJICHUSA

OT No

(paciiudpoBKa IOIIMHUCH)

COI''TACOBAHO

OTJEN IO JIeJIaM apXHBOB
Anmunuctpanuu JIOKTEBCKOTO
paiioHa ANTalCKOro Kpas

oT




IHoamuce N.0.Oamunug

OOpa3er; HOMEHKIATYphbl e

[Tpunoxenne 12

K MHCTpYyKIIMK

Hrorosas 3anucek 0 KaTeropusx U KOJIUYECTBE I, 3aBEACHHBIX B TOIY

B
(HaMMeHOBaHHME OpraHa MECTHOTO CaMOYTIPaBIICHUS)
[To cpokam xpaHeHus Bcero B Tom yucne:
MEPEXOAIUX | C OTMETKOM
«OTIK»
1 2 3 4

ITocTossHHOTO
Bpemennoro (ceime 10 Jret)
Bpemennoro
(1o 10 yeT BKIIFOYUTETHHO)
NTOTI'O:

HaunmenoBanue 10mKHOCTH

(Toamuck) (pacmugpoBKa MOIIHCH)
nara

HtoroBsie cBECHNS MTEPEIAHBI
B APXUB.

HaumenoBanue n10mKHOCTH
CIIEIIMAJINCTAa,0TBETCTBEHHOT' O
3a apXUB

(Toamwuck) (pacmugpoBKa MOIHCH)
JlaTa



OO6paselr UTOTOBOI 3aMKMCH O KOJMYECTBE 3aBEIACHHBIX /eI

[Tpunoxenune 13
K UHCTpYyKIIMUK

Oprassl IpeCTaBUTEIbHON U UCIIOJHUTEIbHON
BJIACTU [ MIIEBCKOTrO CEIBCOBETA
JIokTeBcKOTO paiioHa ANTalCKOro Kpas, c. ['mieBo

02. AnMuHHCTpaIus CEIbCOBETA
02/4. Byxrantepckuii yaeT
OTYETHOCTh

JLE J1O Ne 02/4-06

FOI[OBLIE PpacdeThl 10 HAYUCIICHHBIM U YIIJIAYE€HHBIM CTPAaXOBbIM B3HOCAM Ha 00s13aTeNIbHOE: TICHCHOHHOE CTpaxOBaHUE,

COIIMAJIBHOE CTpaXOBaHUE

2013 .

Haugato: 10 ssaBapst 2018 r.
OKOHYEHO:!
XPpaHUTh: IIOCTOSHHO

O6pazen opopMiieHUs] TUTYJIBHOTO JIUCTA HOMEHKIIATYPHOTO Jeia



JIMCT-3ABEPUTEJIb IEJIA N

B nene nmoammro u npoHyMepOBaHO

[Tpunoxenne 14
K MHCTpYyKIIMH

JIUCTOB

¢ N mo N

(mudpamMu 1 TPOIUCHIO)
, B TOM YHCIIE:

JIMTCPHBIC HOMCPA JIMCTOB

MMPOIIYHICHHBIC HOMEpA JIMCTOB

+ JIMCTOB BHYTPEHHEN OIUCH

Oco06eHHOCTH (DU3UYECKOTO COCTOSHUS
u (hopMUpOBaHUs JieJia

Howmepa nuctos

1

HaumenoBaHue qOJI>KHOCTH
COTPYAHUKA CTPYKTYPHOTO
MOApa3AEIICHUs, COCTABUBIIIETO
WUTOTOBYIO 3aIIUCh

JlaTa [Toamuce

dopma nucra-3aBeputens gena

(d.11.0.)



[Tpunoxxenne 15

K MHCTpYyKIIMK
BHYTPEHHAA OMNMUCb
AOKymMeHTOoB gena N
N n/n |Pernctpauuo| [ata 3aronoBokK Homepa Mpumey
HHbIW MHOEKC | AOKYMEHT | JOKYMEHTa | IUCTOB Aena | aHue
AOKYMEHTa a
1 2 3 4 5 6
Hroro JIOKYMEHTOB.

KonnyecTBo 1uCTOB BHYTPEHHEN OINHCH

(mudpamut 1 IPOITUCHIO)

HaumeHnoBaHue qOJIKHOCTH
COTPYAHUKA CTPYKTYPHOTO
MOAPa3ACIICHUs, COCTABUBIIIETO
BHYTPEHHIOIO OIUCh
JOKYMEHTOB Jieja

Jata

(urpamu ¥ IPOTHCHIO)

[Toxmuce (©.1.0.)

dopma BHyTPEHHEN ONUCU AOKYMEHTOB Jena



HaumenoBanue oprana
MECTHOI'0 CaMOYIIPABJICHUS

[Tpunoxenune 16
K MHCTpYyKIIMK

YTBEPXIAIO
PykoBonureins oprana
MECTHOI'O CaMOYIIPaBJICHUA

@onp Ne (moamucp) (pacmmdpoBka
TIOJTITHCH )
JlaTa
OIINCDH Ne
JIe1 IOCTOSIHHOTO XPaHEeHUS
3a roj
No | Hupekc 3aroJIoBOK Kpaitnue | KommuectBo | IIpumeua-
n/m nena nena JIaThI JIUCTOB HUE
1 2 3 4 9) 6
HazBanwue paznena
B nannblii paznen onucu BHECEHO nen,

c Ne o Ne
JUTEepHBIC HOMEDA.

, B TOM 4HCJE:.

(urdpamu ¥ IPOMKCHIO)

IPOIMYIICHHBIC HOMEpPA.

HaumenoBanmne n10omKHOCTH
COCTaBUTEJIA OIUCH

(Toamuck)
nara

(paciudpoBKa IOIIHUCH)



COI'NTACOBAHO
[Tporokon DK
Oopraia MeCTHOTO
CaMOYIIpaBJICHUSA

OT No

dopma onvcy aen NoCTOSIHHOrO XpaHeHus



HaummenoBanue oprana
MECTHOI'O CaMOYIIPABJIICHUSA

[Tpunoxenne 17
K MHCTpYyKIIMK

YTBEPXIAIO
PykoBonureins oprana
MECTHOI'O CaMOYyIIPaBJICHUA

@onp Ne (moamucp) (pacmmdpoBka
TIOJTITHCH )
JlaTa

OITACD Ne
JIEJ TI0 TUYHOMY COCTaBYy
3a roj

Ne | Hupekc 3aroJIoBOK Cpok Kpaitnue | KomnuectBo | [Ipumeua-

n/m nena nena XpaHEHHUS JIaThI JIUCTOB HUE

1 2 3 4 9) 6 /

B naHHBIN pa3gen onucu BHECEHO

¢ Ne o Ne

ACI,

(urdpamu ¥ IPOMIKCHIO)

, B TOM 4HCJE:.

JIUTCPHBIC HOMEpA.

NPOIMYIICHHBIC HOMEpA.

HaumenoBanue n10mKHOCTH
COCTaBUTEJIA OIUCHU

nata
COI'NTACOBAHO
[Tporokon DK
OT No

(Toamuck)

(paciudpoBKa IOIIMHUCH)

COI'JTACOBAHO

Otaen no nenam apxuBOB
AnmvunucTtpanuu JIokTeBckoro paiiona
AJTalickoro kpas

oT

dopma onuvcu gen no NMYHOMY COCTaBy




[Tpunoxenune 18

K MHCTpYyKIIMK

HanmenoBanue oprana
MECTHOI'0 CaMOYTPaBJICHUS
AKT YTBEPXIAIO

PykoBoauTens oprana MECTHOTO

Ne CaMOYTIPABJICHUS

O BBIJICJIEHUN K YHUUTOXKEHHUIO
APXUBHBIX JTOKYMEHTOB, HE (oamuchk) (pacumudpoBka
MOJIEXKAIUX XPAHEHHUIO IOJIITHCH)

Jlara

Ha ocHoBanuun

(Ha3BaHI/Ie N BBIXOJIHBIC NAHHBIC MEPCHYHA TOKYMCHTOB

C YKa3aHHEM CPOKOB UX XpaHCHUS)
OTOOpaHbl K YHUYTOXKCHHIO KaK HE HWMCIOIIUE HAYYHO-UCTOPUYECKON IICHHOCTH |
yTPaTUBIIHE MPAKTUIECKOE 3HAYEHUE JJOKYMEHTHI (hoHIa Ne

(na3zBaHue GoH/)

N | 3aronosok gena | 'ogbl | Homep | Homep | Konunuyec Cpoku Mpume
n/n (rpynnosowu onucu | ed. Xp. | TBO ef. | XpaHeHusa 1 | YaHue
3arofioBoK no Xp. HoMepa
AOKYMEHTOB) onucu cTtaTten no
NepeYHto
1 2 3 4 5 6 7 8
Hroro el.Xp. 3a rojisbl.

(mudpamu ¥ IPOITUCHIO)

Onucu 7Aen MOCTOSHHOIO XpaHEHHs 3a roael  yrBepxkaeHsl OIIK
(OIIMK)

(HAMMEHOBAHME APXMBHOTO YUPEKICHNUS)
(IpOTOKOJT OT Neo )

HanmMmenoBanue J01KHOCTH
JIAI[a, OTBETCTBEHHOTO 34
apxXuB

(oamuchk) (pacmmppoBKa MOAMKCH)



COTI'JTACOBAHO

[Iporokon DK

OpraHa MECTHOT'O CaMOYIIPABJICHHUSI

oT Ne

JIOKYMEHTBI B KOJIUYECTBE ena. Xp.:

- Ha OyMa)KHOM HOCHUTEJIE BECOM KT C/IaHbI

Ha YHUYTOKCHUC

(crtoco0 yHUUTOXKEHNS)

- Ha 3JICKTPOHHOM HOCHTCJIC CIaHbI HA YHUYTOKCHUC

(crIocO0 YHUUYTOXKEHUS)

HanmMmenosanue J01KHOCTH
paboTHUKA, CAABIIETO
JOKYMEHTBI

(moamuchk) (pacimppoBKa MOAIMKCH)

Jarta

CDopma aKTa O BblAeJIEHNN K YHUYTOXEHUNIO apXNBHbIX JOKYMEHTOB,
He noanexawmnx XpaHeHuto



[Tpunoxenune 19
K MHCTpYyKIIMU

HAIIMCAHUE
OTAEJIbHBIX HAUMEHOBAHIY, CJIOB 1 CJIOBOCOYETAHMNU,
HAHWBOJIEE YACTO VYIIOTPEBJIAIEMBIX B TEKCTE IOKYMEHTA

1. Ha3BaHus TOKYMEHTOB, KOTOPbIE MUIIYTCS C MPOIMUCHON OYKBBI

C mnponucHoit OykBbl numnytcsi: Kouctutyuuss Poccuiickoit ®enepanuu,
Hexmapauuss mnpaB U cBOOOJ UeloBeKa W TIpaxkaanuHa, DenepanbHbIil
KOHCTHTYIIMOHHBIH  3akoH  (Ha3Banue), DemepanbHbIi 3akoH  (Ha3BaHUE),
denepatuBHbIii  goroBop, 3akoH Poccuiickoii ®enepanuu (Ha3BaHue), Yka3
[Ipesunenta Poccuiickoit ®enepanun  (HasBanme), Ilocnanue IIpesumenra
Poccuiickoit ®enepanuu  denepanpbHoMmy Cobpanuto Poccuiickoit ®enepamnuu
(ma3Banme), Komexkc  Poccumiickoit  ®enmeparu 00  aIMHUHUCTPATUBHBIX
npaBoHapymeHUusX. Ha3BaHus JOKYMEHTOB BO MHOXXECTBEHHOM YHCJIE€ IMUIIYTCS CO
CTPOUYHOM OYKBBI: yKa3bl, 3aKkoHbl. Ha3zBaHusi JOKyMEHTOB 0Oe€3 MpeAlleCTBYIOLIETO,
CTOSILEr0 BHE Ha3BaHUs POAOBOro cioBa (ycTaB, MHCTPYKLHUS M T.II.) MHIIYTCSA C
MpONMCHOW OyKBbI M 0€3 KaBbluek: I[IpaBuia BHYTPEHHETO TPYAOBOTO PaCIOpsJIKa,
HNucTpykuus no Ae10npou3BOICTBY, Y CTaB.

2. HazBaHus TOKYMEHTOB, KOTOPHIE TUIIYTCS CO CTPOYHON OYKBBI

Co crtpounoii OykBbl muinyTcsi: nocraHoBieHue I[IpaButenscTBa Poccuiickoit
denepannu, peuICHUE, TOCTAHOBIICHUE, PACTIOPSIKEHUE, IPUKA3.

3. O01ee mpaBuIIO HAITMCAHUS Ha3BaHWI OpraHU3aIlnH,
4acTed U OT/ACI0B OpraHU3aIuil

B Ha3BaHMSX oOpraHuzanuii €IMHUYHOTO XapakTepa C MPOMUCHON OYKBBI
MUIIYTCS. TIEPBOE CJIOBO M BXOJAIIME B COCTaB HAa3BaHUS COOCTBEHHBIE HMEHA!
Poccuiickuii nerckuit poua, @OoH COUATBHON MOAACPKKH HaceneHus, deneparus
mpocoro30B  ANTalCKOro Kpas, Accomuanuss CHOUPCKUX M JalbHEBOCTOUYHBIX
rOpOJIOB.

HaszBanusg opranusanuii HEEAMHUYHOIO XapakTepa MNUINYTCA CO CTPOYHOU
OykBBI. OIOpO OOMEHa JKWIOW TuIomaau, moidukiauHukKa Ne9 WumycTpuambHOTO
paroHa.

Ha3panus opranuzamuidi BO MHOXKECTBEHHOM YMCJIE MHUIIYTCA CO CTPOYHOU
OykBbI: Oupxu 1 0anku r.bapHaymna.

4. Cno>xHble Ha3BaHUS OPTraHU3alUNA U MEPOTIPUSITUI, HAUMHAIOIINXCS
cinoBamu ['ocynapctBennsiil, Bcepoccuiickui, LleHTpanbHbIN,



MeXTyHapOIHBIN WU TIOPSIIKOBBIMU YHACTUTEIIbHBIMA
(ITepmwrii, Bropoii u T.11.)

C nponrcHON OYKBBI MUIIETCS NIEPBOE CIOBO: MeEXKTyHAPOIHBIA BBICTABOYHBIM
LEHTp, bapHaylbCKUIl TOCYAAapCTBEHHBIA NEJarOru4ecKuii YHUBEpPCHUTET, Bropas
3UMHSISL cIapTakuaga MKOJIbHUKOB.

5. CroxxHble Ha3BaHMs OpraHU3alui, HAYMHAIOIINECS
¢ TeorpapUuEeCKOro OnpeacIcCHUs

[TunryTest ¢ mponucHOM OYKBBI, €CJIA 3TO ONIPEICIICHUE BXOIUT B UX COCTAB, U CO
CTPOYHOM, €CM reorpauyeckoe OmpeieiceHue HE BXOAUT B COCTaB HA3BaHWs, a
TOJBKO YKa3bIBa€T MECTOHAXOXJeHHUE: bapHaynbckas ropoickass perucTpalroHHas
najnata, HO: 6apHaynbckoe npennpustue 3A0 «MoaecT».

6. Ha3Banus akagemuii, Hay4HO-UCCIETI0BATEIbCKUX
YUpEKICHUM, YUeOHBIX 3aBE/ICHUIM

B Ha3zBaHUsAX Hay4yHBIX YUPEKACHUN U YUE€OHBIX 3aBEICHUN C MPONMUCHON OYKBBI
MUIIETCS TEpPBOE CJIOBO, a TaKXKE HMEHa COOCTBEHHbIC, BXOJSIIME B Ha3BaHUE!
Poccuiickas akanemusi Hayk, MHCTUTYT sinepHoit pusuku CHOUPCKOTO OTIEIEHUS
Poccuiickoit akageMnu HayK, ANTalCKUN rOCYJapCTBEHHBI YHUBEPCHUTET.

Cpennue y4yeOHBbIC 3aBEJICHHS HECAMHHMYHOTO XapakTepa (IIKOJIbI, TEXHHKYMBI,
YUWIMINA) THUIIYTCS CO CTPOYHOW OYKBBI: MeaunuHckoe yumiuine Nel, cpemHss
obmeoOpa3oBarenbHas mKora Ne38.

/. Ha3BaHus cpencTB MaccoBOW UH(POPMAIUU, TPETPUITHMA
U YUPEXKJICHUN KYIbTYpHI (TeaTpoB, My3eeB, ApKOB U T.II.)

C nponucHOW OyKBBI MHUIIETCS TOJBKO MEPBOE CIOBO U COOCTBEHHBIE MMEHA,
BXOJAIIKE B Ha3BaHue: napk «ConHeuHbId BeTep», «Poccuiickas razera».

['eorpaduueckoe omnpeneneHue B COCTABE HA3BAHUS MUIIETCS C MPOMHUCHOM
OykBbl:  bapHaynabckuii  MonoiexHbli — moy-teatp  «Kamelnockon».  Ecnu
reorpaduueckoe OInpeeseHue He BXOAUT B COCTaB Ha3BaHUs, TO OHO MUIIETCS CO
CTPOYHOI OYKBBI: OapHayJbCKasi OMOIUOTEKA.

Cinosa JIgopen u [loM, BXoAsmye B Ha3BaHUSL YUPEKICHUN KYJIbTYpPbl, TUIIYTCS
¢ mpornucHou OykBbI: J[Bopel KynbTypsbl, Jlom aktepa.

OTu ke cjoBa NUUIYTCS CO CTPOYHOM OYKBBI, €CIU YHOTPEONAIOTCA Kak
HapULIATEIbHbIE CYIIECCTBUTEIIBHBIEC, A TAKXKE BO MHOMXECTBEHHOM YHCIE. J0Ma
OT/bIXA.

8. CoxpaleHHbIC Ha3BaHUS OpraHU3aIUi

CokpanieHHbIE Ha3BaHMS, COCTaBJIEHHBIE W3 YacTE€W CJIOB, MHUIIYTCA C
NPONMUCHOW  OYKBBI, €COM  O00O03HAYaIOT  YUYPCKACHHS  eAWHHYHBIC  (T.C.



CJIOBOCOYETAHHE B IOJIHOM BHJC IMHIIETCS C MPOMHCHONH OYKBBI), U CO CTPOYHOM,
€CJIM CIIy’>KaT HaMMEHOBaHUSIMU PoJIoBbIMU: ['03Hak, ['ocayma, rOCKOMUTET.

CokpallleHHbIE€ YCIOBHbBIEC Ha3BaHUS OpTraHU3alUM MUITYTCS C TPOMUCHON OYKBBI
B KaBBIYKAX U HE CKJIOHSIOTCS, €CIM UM MPEIUIECTBYIOT CJIOBA, TAKUE KaK MPOEKTHBIIN
WHCTUTYT, KOMOWMHAT M T.M.. MPOEKTHBIM MHCTUTYT «AJTaUrpakxaIaHIPOCKT»,
MYHULIUNAILHOE YHUTAPHOE MPEANPUATHE KAPXUTEKTYpa».

[Ipu oTCyTCTBUM CJOB MPOEKTHBI UWHCTUTYT, KOMOMHAT © T.I. UX
HAaUMEHOBAHUS MNUIIYTCS 0€3 KaBBIUEK W CKJIOHSIOTCS: B AJTalrpakIaHIpPOEKTE.
CokpailleHHbIE CMEIIIaHHbIC Ha3BaHU CAMHUYHBIX OpraHu3aIui
(CITO’)KHOCOKpAIIICHHBIC CJIOBA B COYCTAaHMH C OYKBEHHBIMH aOOpeBHATYypaMH)
MUIIYTCS C TMPOMUCHOW OYKBBI, CIUTHO, O€3 KaBbIUEK; MpUYEeM OyKBEHHBIC
a00peBuaTypbl, KOTOpPbIE NPUHSATO MHUCATh NPOMUCHBIMU OYKBAaMHU, COXPAHSIOT
HalyMCcaHWe KakK B Hayaje, TaK M B CEpPEJUHE WIM B KOHIIE COKPAIIEHHOTO
ob6o3nauenusi: HUUcrpoiikepamuka, IIHUDIIcenscTpoit, 'unpogopHUN.

9. Mectoumenus Bol u Bam mipu oOpatiiesnn K Jiumam

[MumyTes ¢ nmponucHOM OyKBBI Kak (hopMa BEXKIMBOrO OOpalieHus K OJHOMY
Uiy B OQHUIMATBHBIX OTHOMICHUSX, JIMYHBIX muchbMax: [Ipomry Bac... (CoobGmiaem
Bam...).

[Ipu oOpaieHHH K HECKOJbKUM JIMIIAM 3TH MECTOMMEHHMS MUIIYTCS CO
CTPOYHOM OYKBBI. Y BakaeMble IOCIIO/Ia, Ballle MUCHMO...

C nmponucHO# OyKBBI yKa3aHHbIE MECTOMMEHHUS MUIIYTCS TakXe B aHkeTax: I ne
Br1 mpoxuBanu panbine? Cocras Barieit cembu.

10. Cxnonenue GpamMumii

Myxckue (amMuianu, OKaHYMBAIOIIMECS Ha TBEPAYI0O U MATKYIO COIVIACHYIO,
ckyoHstoTCs : Maiiopen, — Maiiopia, Konomuen — Kosiomuiina, O30muar — O30714HTa,
Xwmenp — Xmens, Hlopen — Wopua, Manai — Manas.

Kenckue Gpamrimm, OKaHYMBAIOIIMEC HA TBEPAYIO I MSITKYIO COTJIACHYIO, HE
ckionstorcs: Mapuss O3zonuar — Mapun O3zonmnr, Enena Kosnomuen — Enensi
Komomuen, Hanexxma Xmens — Hagex sl XMelb.

damMuuM, OKaHYMBAIOIIMECS HA HEYJIAPHYIO TVIACHYIO -a, -5, CKJIOHSIOTCS, 3a
HCKII0OUeHUEeM (aMuiiiidi, B KOTOPBIX OKOHYAHUIO -a TpeamiecTByeT -u. Hepyna —
Hepynel, [erpapka — [etpapku (o ["apcua, ['ynua).

CnaBsHckue ¢GamMuiIny, OKaHYMBAIOIIMECS Ha yAapsaeMyl TJIAaCHYIO -a, -,
ckiousitorest. I'onosus — [N'osmosuu, JIobona — JIoOodkI.

HecnaBsanckue paMuinm, okaHIMBAIOIIKUECS HA yAapsSeMyro IJIacHYIO -a, -s, He
ckyoHstoTCS: J[roma, 30:s.

11. HaumeHoBaHUsI BOMHCKUX U MOYETHBIX 3BaHUM, YUEHBIX CTEIICHEN

HanmeHOBaHHsSI BOMHCKUX M MOYETHBIX 3BAHUM, YUEHBIX CTEIIEHEH MUILYTCS CO
CTPOYHON OYKBBI: T€HEpasl apMuH, ACHCTBUTENbHBIM uieH Poccuiickoil akageMuu
HayK, akaJeMHUK, JaypeaT ['ocy1apCTBEHHON TpEeMUM.



Briciiee 3Banue Poccuiickoit @enepaiiuu numeTrcs ¢ nponucHoi OykBel: ['epoit
Poccuiickoit @enepannu.

Ilouetnpie 3BaHms Poccuiickonn ®enepanuu NHUIIYTCI B KaBblUKAX M €
MpPONUCHON OYKBBI MPU MX YCTAHOBIEHWHM W MPHUCBOEHUU. B apyrux cimydasx
MOYETHhIE 3BaHMS NHUIIYTCS O€3 KaBblUEK M €O CTpouHOU OykBbl. Hampumep:
YCTaHOBUTHh TNo4eTHOE 3BaHue «Hapoaueii aptuct Poccuiickoin ®enepaunmn»,
«3aciyxeHHbIi Bpau Poccuiickoit @enepanun», HO: HArpaauTh HAPOJHOTO APTHUCTA
Poccniickont ®epepanuu, BKIOYUTH B COCTaB KOMHUCCHM 3acCiIyKEHHOIO Bpaya
Poccuiickoint @enepannu.

12. BaxxHelinme BOCHHbIC Ha3BaHUs, POJIa BOKCK,
BOCHHBIC OKpYTa, YaCTU U COCTMHEHUS

B BaxHeimmx BOeHHBIX Ha3BaHuAx Poccuiickoit ®denepamuy Bce ClIOBa
nuimyTcss ¢ mponucHo OykBbl: Boopyxkennsie Cunbl Poccuiickoit ®enepanun,
Boenno-Mopckon ®@not Poccuiickont @enepanuun, Boenno-Bo3aymnsie Cuisbl.

B Ha3BaHMAX pOJOB BOWCK C MPOMHUCHON OYKBBI MUIIETCS MEPBOE CIOBO, KOTAa
ATU Ha3BaHUS YHNOTPEOJAIOTCA B 3HAaUeHUU oduimanbHoil yactu Boopyxenubix Cui:
Boiicka npoTuBOBO3ylIHOM 00OpOHBI, PakeTHble BOICKa, HO: pakeTHbIE BOMCKa
o0enx apMui.

B Ha3Banusax ymopaBieHMd U mojpasjaeiieHuil MuHuctepcTBa 00OPOHBI
Poccuiickoit ®@enepanun ¢ MPONUCHON OyKBBI MUIIYTCS MEPBOE CIOBO M HMMEHA
cobctBennble: ['enepanbhblil mTad Boopyxennbix Cun Poccuiickoit denepanuu.

Ha3BaHusi BOEHHBIX OKpPYroB, TapHU30HOB MHUIIYTCS C MPOMUCHOW OYKBBI:
Cubupckuit BoeHHbIN OKpyT, bapHaynbCkuil rapHU30H.

B Ha3BaHMSAX BOMHCKMX 4YacTe U COEJUHEHHI C MPOMUCHOW OYKBBI MUIIYTCS
TOJIbKO UMEHA cOOCTBEHHbIE: [ TyXOBCKasi AUBU3USL.

13. Hammmcanue nar

Ecnu 0603HaueHne 1aThl B TEKCTE COCTOUT TOJBKO U3 TOJA, CJIOBO IO MUIIETCS
rmostHocThIO: trad Ha 2018 rox, cmera Ha 2018 rog.

Bce Buapl HekajdeHIApHBIX JieT (ONEpalMOHHBIA, OTYCTHBIH, Y4eOHBIH TOJI,
TeaTpaJbHBIA CE30H), T.C. HAYMHAIONIUXCS B OJHOM TOJly, a 3aKaHYMBAIOIIUXCS B
APYroM, MUAIIYT Yepe3 Kocyro uepty: B 2017/2018 yueGHOM Troy.

B ocranbHBIX chaydasx MEXAy TOJaMHU CTaBUTCS TUpE, MPUYEM BTOPOU o
MUIIYT NOJHOCThIO. Hanpumep: ocBOOOIUTH OT B3UMAHUS HAjora B 2017-
2018 rr.

KBapran o603Hauaercs puMckoil udpoii, a mosxyroaune MUILIETCs MOJHOCTHIO! |
kBaptan 2018 roma, Bo BropoMm monyroauu 2018 rona.

[Tpu pumckux nudpax najaexHbie OKOHUAHUS HE CTaBsATCA: B | KBapTase.

14. Ha3zBaHus npa3aAHUKOB, TOPKECTB



B Ha3BaHuUsX Mpa3HUKOB U 3HAMEHATENILHBIX JJaT C MIPOMUCHON OYKBBI MUIIYTCS
TepBOE CJIIOBO M MMeHa coOcTBeHHbIe. HoBBIM roj, [leHp poccuiickoit meuatu, JleHb
ropoja, Ho: Jleas [1oO6enpl, PoxxaecTBo XpHUCTOBO.

Ecin HavanpHOE MNOPSJIKOBOE YHUCIUTEIBHOEC B TAKOM Ha3BAHWU HANKCAHO
1 dpoii, TO ¢ MPOMMUCHON OYKBHI MUIIETCS CIEAYIOIIee 3a HUM cioBo: 8 Mapta, 1
Mas.

Co cTpouyHO#l OYKBBI MUINYTCS HA3BAaHUS IMOCTOSHHO MPOBOJUMBIX MAaCCOBBIX
MEpONPUITUIA: IEHb BCTPEUH BBITYCKHUKOB, JIEHb OTKPBITHIX JIBEpEil, CyOOOTHUK.

15. O6o3Hauenne quarna3oHa 3HAYECHUN

Jlnst o0o3HaueHusl nuana3oHa 3HAYEHUH CTaBAT. TUpE, NPEAJIor OT Nepen
MIEPBBIM YHCIIOM H J0 — Tepen BTopbiM. Hampumep: mmuHOU 5 — 10 M; mowHON oT
5 10 10 m; ¢ 14.00 o 16.00 gac.

[Ipu uudposoit hopMe KpymHBIX YHMCEd B AUANa30HE 3HAYEHUN HEOOXOAMMO
COXPaHWTH HYJU B YHCIIE HUKHETO Tpeaena, Harmpumep: Beicota 15000 — 20000 wm.

[Ipu OykBeHHO-LIMPPOBON (Gopme UHCeNl OMyCTUMO OMYCKaTh HYJIM YHCIIA
HIDKHETO TIpejenia, o0o3Hayawliue ThIC., MIH., MIpA. Hampumep: BbicoTa
20 — 30 TBIC. M.

Uucna B nuana3oHe 3HAYEHUM pacmoyiararoTCs OT MEHBIIEr0 K OOJbIIeMYy, OT
HIDKHETO Tipesiena kK BepxHemy. Hampumep: 3to coctaBiser 60 — 80% Bceit macchl

rpysa.

16. ITopsiAKOBBIC YUCITUTEIIbHBIC

[IpeumymecTBeHHass (opma HamWCaHWS B JOKYMEHTAaX  IMOPSIKOBBIX
YUCIIUTETBHBIX — 3TO apadCKkue MUQPHI ¢ HapallHBaHUEM TMAJKHOTO OKOHYAHUS WA
0e3 HEro B COOTBETCTBHHM C OOIMMMH TPaBWIAMU HAIMWCAHUS TOPSIKOBBIX
YUCIIUTETBHBIX, 332 HWCKIIOUYCHHEM HOMEPOB Te€X OOBEKTOB, KOTOPBIC MPHUHSITO
0003Ha4YaTh pUMCKUMHU HU(PpPaMHU, T.K. MOCIAETHUE YINOTPEOISIIOTCS 0€3 TOMOTHEHUs
MaJIe’KHOTO OKOHYaHus. PuMckumu mudpamMmu 0003HAYAIOTCSI: HOMEpa ChE3/0B,
KoH(pepeHnui, kourpeccoB U T.11. (X| koHrpecc); Beka (XX Bek); HOMepa BEIOOPHBIX
opranoB (IV TocymapctBennas Jlyma); HOMepa NPOIOJIKAIOIIMXCS CIHOPTHBHBIX
coctszanuid (XXI1 Onmumrutickue urpsl); kBaptansl (I — 11 kBapTassr).

[lagexHple OKOHYAHWS B  TOPANKOBBIX YHUCIHTEIBHBIX, O0003HAUYCHHBIX
apabckuMu Udpamu, JTOHKHBI OBITh.

OTHOOYKBEHHBIMH, €CIIM TIOCIEeTHEH OYKBE UHCIUTEIHHOTO TMPEIIICCTBYET
TJIACHBIN 3BYK: 5-# (MATHIH, TATOM), 5-51 (1Tas1), HO HE 5-bIi, 5-0if;

IBYXOYKBEHHBIMHU, €CJIHM TOCIAEAHEH OyKBE UHCIUTEIHHOTO MPEIIICCTBYET
COTJIACHBIN 3BYK: 5-T0, 5-my, 30-Mu, HO HE 5-010, 5-0MYy, 30-BIMH.

17. Homepa tenedoHOB, ABOMHBIE U JIMTEPHBbIE HOMEpPA IOMOB

Homepa TenedoHoB npuHsTO mMucath otaenss AeducoM mo aBe Hudpsl crpaBa
HaeBo (kpome pekBusznta «OTMETKa 00 WCIOJHUTENE» B IMPABOBBIX aKTaxX H



nuchMax): T. 32-32-15. B Homepax TenedoHOB ¢ umncioM 1udp OOJbIIE IISCTH
OTJIeNsIeTCs JieBas Tpynna B Tpu nudpser: T. 299-85-90.

JIBoitHBIE HOMEpa JOMOB TPHUHATO IHCATh 4Yepe3 KOCYH YepTy, HampuMmep:
yi.Jlunetinas, 45/2.

JlutepHble HOMEpa JTOMOB THUIIYTCS CIWTHO C HOMEPOM JIOMa, HalpUMEDp:
[lymkuHckuii nep., 7a.

18. Hamncanust CII03KHBIX CYHICCTBUTCIIbHBIX W IIPUJIAraTCIIbHBIX
C YHUCJIUTCIBbHBIMH B COCTAaBC

CrhoXxHbIe CYIIECTBUTENbHbIC U TMpHJIAaraTelibHble, UMEIOLIUE B CBOEM COCTaBe
yrcauTenbuble, nunrytes: 150-netue; 3-3taxupiii 1oM; 1-, 2-, 3-CEKIIMOHHBIN TOM.

CnoxHBIE CTIOBA C YHCIUTEIHHBIM W MPUJIATaTeIbHBIM MPOIICHTHBIA MUY TCS:
10%-ii c6op.

19. Ha3BaHus neHEKHBIX €IUHUI], €IUHUAI] N3MEPCHHUS
u 3Haku No, % mpu YuCIUTENBHBIX

JleHe)kHbIE BBIpAXKEHUS, 0003HAYAIOIINE CYMMBI 0OJiee OHOM THICSUH, B TEKCTE
peKoMeHayeTcs mucath Iudpamu u cioBamu: 5,0 TeIC. pyOmei, 1,0 M.
pyOnei.

HasBanuss enuHMIl W3MEpEHHS B TEKCT€ YKAa30B, TIOCTAHOBICHUU U
pacnopspDKeHUH peKOMEHyeT sl TucaTh: 5 Thic. MeTpoB, 16 TonH, 120 kB. MmeTpoB, 20
MJIH. TOHH, 60 Ky0. METpOB; B MPHIIOKEHUIX — COKpaIieHHo: 5 teic. M, 16 T, 120 ks.
M, 20 miH. T, 60 KYO. M.

CymiecTBUTENIBHOE TIOCIIC APOOHOTO YMCIIa COTJIACYETCs C NPOOHON €ro 4acThio
U CTaBUTCA B POAUTCIBHOM Iajieke eauHcTBeHHoro yucia. 19405 pyoms, 28,5
MeTpa, 28,5 KB. MeTpa, HO: 28,5 ThIC. METPOB.

[Ipu 0003HAaYEHWW KOJWYECTBA TMPEAMETOB, a TaK)KE KOJIWYECTBA JIIOJICH HE
yIoTpeONnaroTcss cinoBa MTyK, denoBek: 10 aBromoOwmeir, a we 10 mTyk
aBromooOwmier, 50 pabounx, a He 50 gyemoBek paboyunx.

[lepen uywmcmamu, 0003HAYAOMIMMH MEpy, HE CTaBAT MpPENJora WIH THUPE,
HarnpuMmep: npoTsokeHHocTh 10 M (HempaBUIbHO: TPOTKEHHOCTHIO B 10 M),

[Ipyn mepeuyncieHuM B TEKCTE JOKYMEHTa OOBEKTOB, MMEIOIIUX TOPSIKOBYIO
HyMepanuio, 3HaK Ne yKa3pIBaeTCs OJWH pa3 TMepej] NMEPBBIM UYHUCIUTEIHHBIM,
Hanpumep: Ne24, 68, 101 (nenpaBumiibHo: NeNe24, 68, 101; Ne24, No68).

3ak Ne W criemyromiee 3a HUM YHUCIHTEJIBHOE HEOOXOIMMO pacrojarath Ha
OJTHOM CTPOKE, IEPEHOCUTH YUCITUTEILHOE Ha APYTYIO CTOPOHY HE JIOMYyCKAETCS.

3Hak «%» MpU HECKOJIBKHUX YHCIIaX CTAaBUTCSA TOJBKO OJWH pa3, Hampumep: 50,
60 u 70% (menpaBmibHO: 50%, 60% u 70%).

20. Coueranne 3HAKOB IIPETTHAHUS

Ecaiu B Hauane uiau B KOHIOC IMIPCAJIOKCHUA, KOTOPOC HYXHO BbIACIUTL B
KaBbI4YKH, CTOAT CJIOBA, YXKC 3aKIIOYCHHBIC B KAaBBIYKH, TO PAAOM ABAXXIbl KABbIYKH



He cTaBsTcs, Hampumep: B Ttenerpamme Obuio ckazaHo: «TpyObl mpenocTaBUT
«bapHaylbCKas TEIUIOUEHTPAIbY.
Touka, 3amsTasi, TOYKa C 3alaTOM, IBOETOYME W THUPE HE CTaBATCS MEPEN
3aKpBIBAIOIINMUCS KaBBIYKAMU; BCE 3TU 3HAKUA MOTYT CTOATH TOJIBKO MOCJIE KABBIUEK.
ITepen oTkpwIBaroIeid, 3aKphIBAIOIIECH CKOOKAMH HE CTaBUTCS 3amsTasi, TOYKa C
3aIsSITOM, JABOECTOUYME W TUpPE. OTHU 3HAKU CTABITCA TOJBKO ITOCIE 3aKphIBAIOIICH

CKOOKH.

21. Haubonee yacTo ynotpeOiasieMble COKPAIICHUS CIIOB

OynbBap 0-p

rOJI, TOIBI r., rr. (mpu nudpax)
ropo/ T.
TOCTIOUHY r-HYy
rpakIaHUH, TPAXKIaHE Ip-H, Tp-HE
IpaKJIaHKa, TPaKIaHKN rp-Ka, Ip-Ku
JKeJe3Has Jjopora K. .
YKEJIE3HOI0POKHBIN XK.-1T.
HCIIOJITHSIOINNHA 00SI3aHHOCTH H.0.

U JIpyTHe u ap.

1 TIpovue v TIp.

U Tak Janee " T.JI.

Y TOMY MOJI00HOE U T.IL.
MarucTpaib Mar.

MUJUTHAP, MUJIIAAPIBI
MWUINOH, MAJJIMOHBI

mipa. (mocie 1 poBoro 0603HaYCHNMS)
MITH. (TIociie mudpoBoro 0003HAYCHMS)

o0JacThb 0071

TUTOIIA b TUT.
NepeyIIoK mep.
MOCEJIOK .
MIPOCIIEKT p-KT
MYHKT, MTYHKTBI 0., TIIL.

peka p. (HO pekn)
yIIUIa yIL.
IK3EMILISP IK3.



[Ipunoxenune

K ITIOCTAHOBJICHUIO
aIMUHUCTPALUU
EpMommxuHckoro cenpcoBera
ot 14.02.2019 1. Ne 1

HHCTPYKIUA

IO 1€JO0NPOU3BOACTBY B a/IMUHUCTPAIIUN EpMOIlII/IXI/IHCKOFO CeJIbCOBETa
H UHBIX OpraHax

MECTHOI'0O CaMOyIIpaBJCHUSA EpMO].[II/IXI/IHCKOI'O CeJIbCOBETA

1. O0ue moJIoKeHus

1.1. UucTpyKius no Jea0npor3BOACTBY B aIMUHUCTPAIIMU EpMOIIMXUHCKOTO
CEJIbCOBETA U MHBIX OpraHaxX MECTHOr0 caMoymnpaBieHus: EpMommxuckoro
cenbcoBeTa (manee — MHCTpyKIus) pa3paboTaHa B IE/IsIX 00ecIeueHus U
COBEPIICHCTBOBAHUS JJOKYMEHTOOOOPOTA, MOBBIIICHUS €r0 3P (HEKTUBHOCTH MMyTEM
periaMeHTaly Ha €IMHOW NPaBOBOM U METOJINYECKOM OCHOBE MTPABUJ MOATOTOBKH
JIOKyMEHTOB, TEXHOJIOTUH pabOThl C HUMH, OPTraHU3AIUU UX TEKYIIEro XpaHEeHUS U
MOATOTOBKH K Iepejaue B apXUB OpraHu3aliii.

1.2. MaCcTpyKIHS OmpenesseT MOPSI0K BEACHUS ASIOMPOU3BOICTBA 110 IPUEMY,
y4eTy, MOArOTOBKE, 0(OPMIICHUIO, IBHXKEHUIO, KOHTPOJIIO UCTIONHEHUSI, XPAHEHUIO U
MCIIOJIb30BaHUIO IOKYMEHTOB B aIMUHHUCTpAlui EpMOIIMXUHCKOTO CEeJIbCOBETA U
WHBIX OpraHax MECTHOTO caMOoyIpaBicHus EpMOIMXUHCKOTO cellbcoBeTa (nayiee —
OpT'aHbI).

1.3. YcranoBnenusie MHCTpyKITMEl TpaBuiia BEACHUS JIEIOMPOU3BOICTBA
OMPENIEIAIOT OpraHU3aIui0 paboThl C OpraHU3aIlMOHHO-PACTIOPSIUTEIbHBIMU
JOKyMEHTaMH HE3aBUCUMO OT BUJIa HOCUTEJIS, BKIIIOUas MOJITOTOBKY, PETUCTPAIIHIO,
Y4eT ¥ KOHTPOJIb UCTIOJHEHUS JOKYMEHTOB, OPTaHU3AIMIO UX TEKYIIEro XpaHEHHUs,
OCYULIECTBJISIEMbIE C TOMOIIbIO HH()OPMALIMOHHO-KOMM YHUKAIIMOHHBIX TEXHOJIOTHUMA
PacCIpOCTPAHSIOTCS HA BCIO CIIY>KEOHYIO TOKYMEHTAIIMIO, HE CO/IeP KalllyI0 CBEACHUS,
OTHOCSIIIUECS K TOCYJapCTBEHHOU TalHE.

1.4. ITopsinok paOOThI C TIOKYMEHTaMH, COAEPKAIUMH MH()OPMALIUIO OTPAHUUYEHHOTO
JOCTYTIa PETyJIUPYIOTCS OTACIbHBIMI HOPMATUBHBIMU aKTaMHU, YTBEPKIAEMbIMU
PYKOBOJUTEIEM OpPraHU3alliH.

Benenue cekpeTHOro 1eI0npon3BO/ICTBA OCYLIECTBIISETCS B COOTBETCTBUU CO
CIIELIMATIbHOM MHCTPYKIMEHN, YTBEPKACHHOU nocTaHoBIIeHUEM [IpaBuTenbcTBa
Poccuiickoint @enepannu.

1.5. CocraBnenue, opopMIeHHE U YUET JOKYMEHTOB I0 KaJpaM, YUETY
BOECHHOOOSI3aHHBIX TPOBOAUTCS B MOPSAJKE, YCTAHOBICHHOM JI€HCTBYIOIIUM
3aKOHO/IATEIbCTBOM, HHCTPYKIMSIMU, MTOJOKEHUSIMU, UHBIMU ITPABOBBIMHU aKTaMHU.
1.6. OTBETCTBEHHOCTH 32 OPTAHHU3AINIO JIETIOTPOU3BOJICTBA B OpPTraHax BO3JIaraeTcs
Ha MX PYKOBOJHUTENCH 1 (MIIN) 3aBEAYIOIINX OOIIUMHU OT/IEITAMH.



MyHHUIMTTAIBHBIE CITYKAIIUE OPTAHOB HECYT NEPCOHAIIBHYIO OTBETCTBEHHOCTH 32
cobmonenue TpedboBaHuit MHCTpyKIMKM, COXPAaHHOCTh HAXOSIIUXCS Y HUX
noKyMeHTOB. [Ipu yTpaTe JOKyMEHTa MYHULIMTAIBHBIN CITy>Kallluid 00s13aH
HEMEJIJICHHO JI0JIOXKHUTh 00 3TOM PYKOBOJUTEIIO OpraHa.

1.7. BHOBb NPUHSTHIE MYHUITUTIATbHBIE CITY>KaIllME TOJKHBI OBITh 03HAKOMIICHBI
HEMOCPEACTBEHHBIM PYKOBOJAUTENEM C PernmaMeHToM aJMUHUCTPALIUN
Epmommxunckoro cenbcoBeta U MHCTpyKLMel B TeUeHUE MATH paboUmX JTHEH cO
JIHS IpreMa Ha paboTy.

1.8. MHCTpYKITHS HE PACTIPOCTPAHSIETCS Ha TOPSIOK JCIONPOU3BOJICTBA
EpMommuxunckoro cenbcoBera CoBeTa AEMyTaTOB, €CIU IPABOBBIMU aKTaMH HE
YCTAHOBJIEHO UHOE.

1.9. IlpaBuna paboThl C JOKYMEHTAMH B CHCTEME JJIEKTPOHHOTO TOKYMEHTO000pOTa
opranuzanuu (nanee - COJ1) u MHBIX HHPOPMAIMOHHBIX CHCTEMaX, B KOTOPBIX
OCYILECTBIISETCS co3/laHue (BKIIFOUCHUE) M XpaHESHUE JOKYMEHTOB, HE JOJDKHBI
BXOJUTH B IIPOTUBOPEUHE C MONOKEHUAMU MHCTpyKIIMHU.

2. O0uue TpedGoBaHus K 0(hOPMIIEHHIO TOKYMEHTOB

[Ipu moAroToBKE JOKYMEHTOB HEOOXOJIMMO COOI0/IaTh TPEOOBAHUS U MpaBuUIIa,
00ecreynBaroIlre UX IPUANYECKYIO CHITY, 1IeI1ec000pa3HOCTh U 00OCHOBAHHOCTD,
OMEePATUBHOE UCIIOJTHEHUE U UCTIOIb30BAHUE.

2.1. B1aHKHU 10KYMEHTOB

[Tpu MOATOTOBKE TOKYMEHTOB 3a MOJIITUCHIO TJIABbI TOPOJIa, 3aMECTUTEICH TJIaBhI
aJIMHHUCTPALIAN TOPOJIa UCIIOIB3YIOTCS CICAYIONIUE BUIbI OJIAHKOB:

OJITaHK TTOCTAHOBJICHUS TJIaBbl EpMOIIMXUHCKOTO cebcoBeTa (Mpriioskenue 1);
OJlaHK pacIopsbKEHUs TiaBbl EpMOIIMXUHCKOTO celbcoBeTa (MPHIIOKEHUE 2);
OnaHK UchMa (TpritoskeHue 3).

®opmbl 0JIAHKOB UHBIX OPraHOB MECTHOTO CaMOYIIPABJICHUS YTBEPIKIAIOTCS
IIPABOBBIMH aKTaMH MHBIX OPIaHOB MECTHOT'O CaMOYIIPABJICHUS.

2.2. @opmart 6ymaru

bnanku odopmisrorcst Ha 6enoit Oymare popmato A4 (210 x 297 M), B OTIEIBHBIX
ClIydasx, MPeayCMOTPEHHBIX POpPMOIi JOKYMEHTa, — Ha Jinctax popmara A3 (297 X
420 mm) u A5 (148 x 210 MM) 1 TIeHaTaroTCs YePHON KPacKoi Ha OCHOBE
MIPOJIOJIEHOTO MJIM YTJIOBOTO PACTIONIOKECHUST PEKBU3UTOB.

JIOKyMeHTBI Ha OYMa)KHBIX HOCUTEIISIX O(OPMIISIOTCS Ha JIUIIEBON CTOPOHE JICTa 0e3
000poTa, 32 UCKIIFOUCHUEM CTy4aeB, YCTAHOBJIICHHBIX THIIOBBIMU (hOpMaMu U
oOpa3iamMu IOKyMEHTOB.

2.3. Ilosnst 1 ab3amHBII OTCTYI

Kaxxipli1 TuCT TOKyMEHTA T0JDKEH UMETh TOJIS CIEAYIONMX Pa3MEPOB:



nesoe — 20 MM;

npaBoe — 10 mmM;

BepxHee — 20 MM,

HwkHee — 20 M.

JIOKYMEHTBI JJTUTEIBHBIX CPOKOB XpaHeHus (cBoimie 10 JIeT) TOMIKHBI UMETh JIEBOES
nosie He Meree 30 MM.

AG3aIHBINA OTCTYII JOJIKEH COCTABIATH 12,5 MM.

3aro0BKM pa3feioB U MOJPa3/IeNOB MeYaTaloTCs C a03alHbIM OTCTYIOM WU
LHEHTPUPYIOTCS MO IHUPUHE TEKCTA.

MHOrocTpoyHble PEKBU3UTHI TE€YATAIOTCS 4Yepe3 OJAUH  MEKCTPOUYHBII
UHTEpPBAJI, COCTABHbIE YAaCTH PEKBU3UTOB  OTHENAIOTCA  JIOMOJHUTEIbHBIM
MHTEPBAJIOM.

Tekct nokymeHnTa nevyataercs yepe3 1 — 1,5 MeXcTpoUHBIX HHTEpBAJIA.

NutepBan Mexay OykBamMu B CJIOBaX — OOBIYHBIN, HHTEPBAI MEXKYy CJIOBaMU —
OJIUH MPOOEI.

TekcT ToKyMEeHTa BBIpaBHHBACTCS 10 MIMPUHE JiucTa (M0 TpaHUIaM JICBOTO U
MIPABOTO TOJICH IOKYMEHTA).

JlnuHa caMoil JJIMHHOM CTPOKM PEKBU3UTA MPU YIVIOBOM PACIOI0KEHUH
PEKBU3HUTOB — He Oosiee 7,5 CM, MPU MPOJOJIHHOM PACHOJIOKEHUH PEKBU3UTOB — HE
6onee 12 cm.

Ha npoosibHbIX OsiaHKax (OJaHKW TOCTAHOBJICHUH, pACTIOPSKCHHM, TPHUKA30B) BCE
PEKBU3HTHI PACIIONATAOTCS 110 IICHTPY TEKCTOBOTO ITOJISA, HA YIIIOBbIX (OJaHKH
MUCEM) — B JIEBOM BEpXHEM YIITy OJIaHKa, MPU 3TOM KaXJIbIi 3JICMCHT PECKBHU3HTA
LEHTPUPYETCS OTHOCUTEIBHO CaMOW JJIMHHOM CTPOKH.

[Ipu moAroTOBKE JOKYMEHTOB JOMYCKAETCS UCIOJIb30BAHUE JINIIEBON U 00OPOTHOM
CTOpOHBI JiucTa. [Ipu IByCTOpOHHEM CO3/IaHUH JOKYMEHTOB IIMPUHA JIEBOTO MOJIS Ha
JULEBOU CTOPOHE JIUCTA U IIPABOTO MOJISI HA 00OPOTHOM CTOPOHE JIUCTA JOJIKHBI
OBITH PABHBI.

[Ipu co3nanuu T0KyMeHTa Ha JBYX U 00Jiee CTpaHUIlaX BTOPYIO U MOCIEAYIOIIUE
CTpaHULbl HyMepYIOT. Homepa cTpaHull mpoCTaBistOTCS M0 CEPEAUHE BEPXHETO MOJIs
JTOKyMeHTa Ha paccTostHUM 10 MM OT BEepXHETO Kpast JTUCTA.

[Ipu mOArOoTOBKE MHOTOCTPAHUYHBIX TOKYMEHTOB 0(OPMIISIETCS. TUTYIbHbBIN JTUCT
[Ipu cocTaBneHnu TabIUI JOMYCKAETCS UCIIOIb30BaHUE MIPUPTOB MEHBIINX
pasmepos - N 10, 11 nr.

JlonyckaeTrcs BBIIETATH MOTYKUPHBIM IIPUPTOM peKBU3UTHI ''ajipecat’, '3arojIoBOK
K TEKCTY'  WJIH 'TIOAMNUCH', a TAKXKE OTAEIbHbIE ()parMEHTHI TEKCTA.

2.4. PeKBU3UTHI IOKYMEHTOB

CocTtaB peKBU3UTOB, UCIOJIB3YEMBIX Is1 0QOPMIICHHS TOKYMEHTOB, ONPEACIISICTCS
BUJIOM (Pa3HOBHIHOCTBIO) OpraHU3alIMOHHO-PACIIOPSAUTEIIBHOIO JOKYMEHTA

IIpu coctaBnennu U 0hOPMIICHUN JOKYMEHTOB MOTYT HUCIIOJIb30BATHCS CASTYIONINE
PEKBU3UTHI:

1. HaumeHoBaHue oprana,

2. HammeHoBaHME CTPYKTYPHOTO ITOJIpa3ICIICHUS;



3. CrpaBounble JaHHbIC 00 oprane (IOYTOBBIM agpec, HHAEKC, TeaedoH, dakc);
4. HaumeHoBaHHe BHJIa JOKYMEeHTA (TOCTAHOBJICHUE, PACTIOPSDIKEHHUE, IPUKA3 U T.JI.);
5. [laTa 1OKyMeHTa;

6. PeructpanuoHHbIil HOMEp JOKYMEHTA;

7. CchlIKa Ha PETUCTPAITMOHHBIA HOMEP U JaTy MOCTYMHBIIIETO TOKYMEHTA,;
8. MecTto cocraBieHus (M31aHUsA) TOKYMCHTA;

9. Anpecar;

10. T'puc yTBEepKICHUS TOKYMEHTA;

11. Pe3omorus;

12. 3aronoBoOK K TEKCTY;

13. OT™MeTKa 0 KOHTPOJIE;

14. TekcT TOKYMEHTA;

15. OTMeTKa 0 HATMYUHU TIPUITI0KEHHUS,

16. Tloamucs;

17. I'pu¢ cornacoBanusi JIOKyMEHTa,

18. Bu3si;

19. I1euars;

20. OTmMeTKa 00 UCTIOTHUTEIIE;

21. OTMeTKa 0 3aBEpEHUU KOIUH;

22. OTMeTKa 0 MOCTYTUICHUH JTOKYMEHTA,

23. OTMeTKa 0 HaMmpaBJIeHUHU JOKYMEHTA B JIETIO.

2.5. PexBu3ut «HammeHnoBaHue opraHa (CTpPyYKTYpPHOIO MoOApPa3aeIeHusi)»

BaxHbIM pEKBU3UTOM JOKYMEHTA SIBJISIETCS TPABWIIBHOE YKA3aHUE HANMEHOBAHHUS
opraHa-aBTOpa JOKYMEHTa, OHO yKa3bIBaeTCs Ha OJIaHKaX, B COOTBETCTBUU C
YUPEAUTEIbHBIMU JOKYMEHTAMMU.

2.6. PexBm3uT «CnipaBo4yHbIe JaHHbIE 00 OpraHe»

OTOT PEeKBU3UT, KaK MPABUIIO, SABJISIETCS IPUHAJICAKHOCTHIO OJJaHKa opraHa u
BKJIIOYACT MTOYTOBBIN ajpec (B T.4. HHIEKC), HOMepa TeJe()OHOB U JIPYTUE CBEICHUS
10 YCMOTpeHHIO oprana (Homepa (pakcoB, ajpec AICKTPOHHOH MOYTHl | Ap.).

2.7. PexBu3ut «HanMeHOBaHHE BUAA TOKYMEHTa»

O0s13aTeIbHBIM PEKBU3UTOM CITY>KEOHBIX JOKYMEHTOB, 33 UCKIIFOYEHUEM IHCEM,
ABJISCTCS YKa3aHUE UX BUJIA: IOCTAHOBJIEHHUE, PACIIOPSKEHUE, ITPOTOKOJ, TIJIaH
paboTsl, mHPOpMAIUS U T.1.
JIaHHBI PEKBU3HUT YKa3bIBACTCS 0]l HAMMEHOBAHHWEM OpraHa, 1o ueHrpy. B
MIPOTOKOJIE — HWYKE HAMMEHOBAaHUS KOJUIETHAIIBHOTO OpPraHa, B 3asiBJICHUH,
CITy»K€0OHOM 3aMiCcKe — HI)KE PEKBU3UTA «AJpecaT», B akTe — HUkKe pekBusnuta «I pud
YTBEPKICHUSY.

Buapl npaBOBBIX aKTOB!



[TocTanoBneHHE, pacmoOpsKEHHE TJIaBbl EpPMOMIMXWHCKOrO CEeabCcOBETa  —
MPAaBOBBIE AKTHI, U3JaBacMbI€ TIJIaBOM EpPMOIIMXMHCKOTO CEIbCOBETA MO BOMpPOCAM
MECTHOTO 3Ha4Y€HHsI EpMOIIMXUHCKOrO CEIbCOBETA MU MHBIM BOIPOCAM, OTHECEHHBIM
K €ro KOMIIETEHIHH YCTaBOM EpMOMIMXHHCKOrO cenbcoBeTa JIOKTEBCKOro pailoHa
ANTaiicKOTO Kpasi B COOTBETCTBUM C e/iepalbHbIMU 3aKOHAMU.

[TocTanoBneHne agMUHUCTPAIMM EPMOIIMXUHCKOTO CETbCOBETA — MPABOBOM
aKT, U3/1aBa€MbIil TJIaBOM EpMOIIMXUHCKOTO CEIbCOBETA, 3aMECTUTEIISIMU TJ1aBbl
aIMHUHUCTpaIn EpMOIIMXMHCKOTO CEIbCOBETA B MpEAEIax UX MOJHOMOYUH 10
BOIIPOCAM MECTHOTO 3HAYEHHS U BOIIPOCAaM, CBA3aHHBIM C OCYIIECTBICHUEM
OTAEJBHBIX TOCYIapPCTBEHHBIX IMOJHOMOYHH, IEPEIAHHBIX OPraHAM MECTHOTO
caMoympaBieHus ropoja enepaqibHbIMU 3aKOHAMU U 3aKOHAMU AJITaliCKOTO Kpasl.

PacnopskeHre aiMUHHACTpAMA EpMOIIMXHHCKOTO celbcoBeTa (MHOTO OpraHa
MECTHOT'O CaMOYIIPaBJICHHS) — TPABOBOM aKT aJIMUHUCTPAIIMU ropojia (MHOTro opraHa
MECTHOTO CaMOYIPaBJICHUS), HW3JIaBaeMbIii 10 BOIPOCAM OpraHU3aluu PabOTHI
aJIMHHUCTPAIIAU Topoja (MHOTO opraHa MECTHOT'O CaMOYIIPaBIICHU).

[Ipuka3 — npaBOBOM aKT, N31aBA€MbIii PYKOBOJAUTEIEM OpPraHa, SIBIISIIOIIETOC
FOPUANYECKUM JIMIIOM, JJIsI PELICHHS] BOIPOCOB, OTHECEHHBIX K KOMIIETEHIIMN OpraHa.

2.8. PexkBu3ur «Jlata tokymeHTa»

Cny>xeOHbIM TOKYMEHT JOJIKEH UMETh JAaTy, B COCTaB KOTOPOU BXOJAT YUCIIO, MECHII
U TO/I.

JI1s mpOTOKOJIOB pa3IMYHbIX 3aCENaHUM JaTOU SIBJISIETCS J€Hb, MECAIl U T'OJT UX
MPOBECHUS, a JIJIsl MIOCTAHOBIICHUM, pACTIOPSI)KEHUM, MPUKA30B U MUCEM — JIEHb UX
perucTpaluu.

JlaToil noKyMeHTa, TPEOYIOIIETO YTBEPAKACHUS, CUUTACTCS 1aTa €ro YTBEPKIACHUS.
JlaTa noxkymeHnTa odopmiisieTcss apaOCKUMU LUPpamMu B MOCIETOBATEILHOCTHU  JIEHb
Mecsna, Mecdll, rof. Jens mecsia u mecsii 0hOpMIISIOT IBYMsI TapaMu apaOCKUX
undp, pa3neieHHbIMH TOYKOU, FOJl — YETHIPbMS apaOCKuMH 1udpamu,

Hanpumep, 15.03.2018

Ecnu uncno uny nopsiKoBBIM HOMEP MecCsIIa SBISIETCS OJHO3HAYHBIM YHCIIOM, TO
nepe nudpoi CTaBUTCS HOJIb,

Hanpumep, 05.03.2018

B ciyyasx, npeaycMOTpeHHBIX OJ1aHKaMU WJIM TUTIOBBIMU (DOpMaMU IOKYMEHTOB,
JIOTTYCKAETCS CIIOBECHO-IIM(PPOBOIM c1ocoO opopMIICHUS AaTHI,

Hanpumep, 05 mapra 2018 r.

JlaTa moanucaHus yKa3bIBACTCS B JIEBOM BEPXHEW YaCTH JOKYMEHTA.

Ecau nokymMeHT roTOBUTCS HE Ha OJIaHKE, TO JjaTa MPOCTAaBISAETCS MO
HAaMMEHOBAHUEM JIOJXKHOCTHOTO JIMIIA, TOAMKUCABIIEr0 JOKYMEHT, HUKE Ha
2 — 3 MEKCTPOUYHBIX HHTEPBAIA.



Bce orMeTku Ha ity KEOHBIX JJOKYMEHTAX, CBSI3AHHBIE C UX MMPOXOXKIECHUEM U
WCTIOJIHEHUEM, TATUPYIOTCS U MOMHUCHIBAKOTCS.

JlaToil nOKyMeHTa, U3JaHHOTO COBMECTHO JIBYMsI HJIM O0Jiee OpraHu3alusiMu
(TOJPKHOCTHBIMH JIMIIAMH), SIBJISICTCS IaTa TOIUCAHHS JTOKYMEHTa MOCIIeTHEH
CTOPOHOM.

JlaHHBIN PEeKBU3UT 00s3aTENECH AJI BCEX BUIOB JOKYMEHTOB.

2.9. PexkBu3uT «PerucTpanuoHHbIi HOMEP JOKYMEHTA»

PeructpanvoHHbii HOMEP JOKYMEHTa — HMU(POBON WM OYyKBEHHO-IIUGPOBOI
UIEHTU(PUKATOP AOKYMEHTa, KOTOPBIM (OpMUPYETCS Ha OCHOBE MPHUCBOCHHOTO
nopsiakoBoro Homepa COJI (npu Hamuumu), OYKBEHHOTO COKpaIlleHUS BHUA
JOKYMEHTA, MOPSAIKOBOI0 HOMEPA TOKYMEHTA.

Ha nokymeHTe, NOANHCAHHOM COBMECTHO [JIByMsl u 0oJjiee oOpraHamu
(opraHuzanusMu), TPOCTABIISIOTCS ~ PETUCTPAIMOHHBIC  HOMeEpa  JIOKYMEHTAa,
MPUCBOEHHBIE KaXIbIM W3 HHUX. PerucrpanvoHHble HOMEpA MPOCTABISIOTCS B
MOPSJIKE YKa3aHWs HAaMMEHOBAHHWI OpraHU3alyii B 3aroJIoBOYHON vact (mpeamoysie)
JOKYMEHTA U OTIACIATCS APYT OT APYyra KOCOM YEPTOM.

JlaHHBIN PEKBU3UT 00s3aTENCH AJISl BCEX BUJOB JOKYMEHTOB, MOIEXKAIINX
perucTpaluu.

2.10. PexBu3uT «CchblLIKa HA PErUCTPAIIMOHHBINH HOMEP U 1aTy
NMOCTYNUBIIEr0 JOKYMEHTa»

Ccpuika Ha peruCTPalMOHHBIM HOMEDP U JaTy MOCTYNHUBIIETO JOKYMEHTA
HCIIOJIb3YETCS TOJIBKO B TEX JTOKYMEHTAaX, KOTOPBIE SBIISIIOTCS OTBETAMH, M BKJIKOYAET
JaTy U PErUCTPALIMOHHBIA HOMED IOKYMEHTA, HA KOTOPBIW Ta€TCSl OTBET, HAIPUMED,

Ha Ne03-24/147 ot 03.02.2018
B TekcT nuchbMa-oTBETA CBEIEHHS O PETUCTPALIMOHHOM HOMEPE U J1aTe
MOCTYIHBILErO MUChbMa HE BKIFOUYAIOTCS.

2.11. PexkBM3UT «ApecaT»

AJlpecaToM JOKYMEHTa MOKET ObITh OpraHu3alvs, CTpPyKTYpHOE MoApa3ieicHue
OpraHu3aluu, JOJKHOCTHOE WU (DU3UYECKOE JIUIIO.

PexBu3ut «Anpecar» opopmiisieTcst Ha OJIaHKE € YIJIOBBIM PACIIOI0KEHUEM
PEKBU3HUTOB - B BEpXHEH IPaBON 4acCTU JOKYMEHTA, Ha OJIaHKE C IIPOJI0JIbHBIM
PacIoIOKEHHEM PEKBU3UTOB - CIIpaBa MoJi pekBu3uTaMu 0jaHka. CTpOKH peKBU3UTA
«ApapecaT» BBIPABHUBAIOTCS I10 JIEBOMY KPAKO WIH LIEHTPYIOTCS OTHOCUTEIIBHO CaMOU
JUTMHHOW CTPOKH.

[Ipu agpecoBaHuU TOKYMEHTA IOKHOCTHOMY WK (PU3UUECKOMY JIUILY WHUIIUATIBI
yKa3bIBaloTcs nepes pammineil. HamMeHoBaHue opraHu3aliy U €€ Moipa3aesieHus
YKa3bIBAIOTCS B UMEHUTEIBHOM MaJeXKe, HAIIPUMED:



AnmvunucTpanusa JIOKTEBCKOro paiioHa
Komurer no nemam apxuBoB

JIOMKHOCTD JUlla, KOTOPOMY aJIpECOBaH IOKYMEHT, YKa3bIBAIOT B aTEIIbHOM
najie’xe, Harmpumep:

Anmunuctpanus JIOKTeBCKOTo paiioHa
Komwurer no nemam apxuBoB
Hauaneauky otaena

N.O.Damummsg

[Ipu anpecoBaHnM JOKYMEHTA PYKOBOJIHUTENIO OpraHa, FOpUANYECKOTO JIALA
HAaNMMEHOBAHUE €T0 BXOJUT B COCTAB HAUMEHOBAHUS TOJKHOCTH aJpecara,
Hanpumep,

[Ipencenarento M36upaTenbHOI
KOMHUCCHUH AJNITaCKOTO Kpast
N.O0.®amunus

Ecau nokymeHT oTnpaBisieTcsi B HECKOJIBKO OJTHOPOJIHBIX OpraHU3aIuid, TO UX
cleyeT yKa3bIlBaTh 0000IIEHHO, HAIPUMED,

PykoBogurenam npeanpustui
CTPOUTEIBHOTO KOMILJIEKCA

[Ipu pacchuike JOKyMEHTa HE BCEM OpraHU3alUsIM WU CTPYKTYPHBIM
MOAPA3AEICHUSIM MOJT PEKBU3UTOM «AJIpecar» B CKOOKax yKa3bIBaeTCs:

«(1mo crucKy)».

Ecnu nuceMo azipecyercst opraHu3alny, yKa3blBalOT €€ HAMMEHOBAHUE, 3aTEM
MOYTOBBIN aJIpeC, HATPUMED,

Otnenenne [lencuonnoro dhonaa
Poccuiickon ®@enepannun

1o AJITACKOMY Kparo

np-kT. Komcomomnnckuii, 80-a

r. bapnayn, 656056

[Tpu agpecoBannu TOKyMEHTa (PU3HUUECKOMY JIMITY YKa3bIBAIOT MHUILIKAIIBI U
(dbammnio moyyaTtesns, 3aTeM MOYTOBBIN aipec, HapUMeED,

N.N."BanOBY
np-kt. Ctpoutenei, 6, kB.26
r. bapnayn, 656058



B onHOM MOKyMEHTE He TOIAKHO ObITh O0Jiee YEThIPEX aIPEeCcaToB. [Tpu
aJpecoBaHUU JOKYMEHTA HECKOIBKUM aapecaTaM cioBo «Konusa» He numercs. [pu
0O0JIbIIIEM KOJIMYECTBE aJpecaToB COCTABISAETCS CIUCOK PACCHUIKU IOKYMEHTA, U Ha
KaXXJIOM TOKYMEHTE YKa3bIBa€TCsl TOJILKO OJMH apecar Wi ajapecat ohpopMisieTcs
000011IEHHO.

B anmpecare BHYTpEHHEro NOKYMEHTa YKa3bIBA€TCS JOJKHOCTH, MHUIUAIBI U
(bamuiiist pyKOBOJIUTEIIS OpTraHa.

CHnuCOK pacChUIKU COCTABISECTCS] UCTIOJTHUTEIEM.

B cocraB pexBusuTa «Ampecar» MOXKET BXOJIHUTh MOYTOBBIN aApec. DIEMEHTHI
MOYTOBOTO  aJpeca  YKa3blBAIOTCS B  IOCIEIOBATEIbHOCTH, YCTAHOBJICHHOM
[IpaBusiaMu OKa3aHUs YCIYT IOUYTOBOM CBSI3H.

[TouTOBBIN ajmpec He yKa3bIBa€TCA B JIOKYMEHTAaX, HAMNPABISEMBIX B BBICIIHE
OpraHbl BJIACTH, BBIIIECTOSIINE OpraHU3allMM, MOJBEIOMCTBEHHBIE OpraHU3allud U
MOCTOSTHHBIM KOPPECIOHACHTAM.

[Tpu oTrpaBKe MUChMa 1O AMEKTPOHHOU ToUTe WK (aKCUMUIBHOU CBs3H (0e3
JOCBUIKH IO ITOYTE) OYTOBBIN aJipec He yKas3bIiBaeTcs. [Ipu HEOOXOUMOCTH MOXKET
OBITh YKa3aH 3JICKTPOHHBIN aapec (HoMep Tenedona/dakca).

2.12. PexkBu3ut «I'pud yrBepkaeHns TOKYyMeHTA»

YTBepxkaeHue — 0coOblil crocod y10CTOBEpEHUS TOKyMeHTa. JJOKyMEHT,
MOJICKAIIUN YTBEPKJICHUIO, TPUOOPETAET IOPUANUECKYIO CHIIY TOJIBKO C MOMEHTA
€ro yTBepxJaeHus. JJoKyMEeHThI YTBEPKIAIOTCSI COOTBETCTBYIOIIMMU OpraHaMy WK
JOJKHOCTHBIMU JIUIIAMH, B KOMIIETEHIIUIO KOTOPBIX BXOJIUT PEIICHHE BOMPOCOB,
M3JI0KEHHBIX B ATUX JIOKYMEHTAaX.

I'pud yTBepkaeHUS TOKYMEHTa MPOCTABJISIETCS HA JIOKYMEHTaX B IPaBOM
BEpXHEM YIIIy MEpPBOro JucTa AoKymMeHTa. CTPOKM PEKBU3UTA BHIPABHUBAIOTCS IO
JIEBOMY Kparo WJIH LIEHTPYIOTCS OTHOCUTEIBLHO CaMOM JIMHHOM CTPOKH.

[Ipu yTBep>KIEeHUM AOKYMEHTA JOJLKHOCTHBIM JIMIIOM TPU( YTBEPKIACHUS
coctour u3 cinoBa YTBEPXJAK), HauMeHOBaHUS  JODKHOCTH  JIMIIA,
YTBEPKIAIOMIETO JOKYMEHT, €ro MOJNUCH, HWHUIUAIOB, (aMWwiNud W J1aThbl
YTBEPKICHUS.

Hanpumep:

YTBEPX]JIAIO
(momxHOCTB)

HaumenoBanue
OopraHu3aluu

N.O.Oamunusa
JINYHAs OOAIUCH
JlaTa

AN
YTBEPXJIAKO
['maBa agmMuHUMCTpanu
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paiiona
N.O.®amunus
JUYHAS MOAINCH

JlaTa

[Ipu yTBepxKACHUU JOKYMEHTA HECKOJIBKUMU JOJKHOCTHBIMU JTUIIAMU UX MTOAIUCH
pacroyiararoTcs Ha OJJHOM ypOBHE, HAIIpUMeEp,

YTBEPXIAIO YTBEPXIAIO
[IpencenaTens KoMmuTeTa [Ipencenarens oTaena
1o 00pa30BaHUIO 10 KYJIbTYype
N.O0.®amunus N.O.®Pamunus
JUYHAs TIOATHUCH JUYHAs TIOATHUCH
Jlata Jlata

[Ipu yTBepXKIEeHUU JOKYMEHTa pacCHOPSAUTEIbHBIM JOKYMEHTOM Tpud
yTBepkaeHus  cocrout w3 ciaoBa "YTBEPXJEH" ("YTBEPXX/IEHA",
"VTBEPXJIEHbBI" wmu "YTBEPXJ/IEHO"), corimacoBaHHOr0 ¢ HaWMEHOBaHHEM
BHJIa YTBEPKIAEMOI'0 JOKYMEHTA, Ha3BaHUsl BUJIA PACIIOPSAUTEILHOIO JOKYMEHTA B
TBOPUTEIBHOM MAaJIeKe, €ro AaThl, HOMepa. Hanmpumep:

(Pernmamenr) YTBEPXJIEH
(HauMeHOBaHHE JOKYMEHTA)
oT«  » N
(ITpaBwia) (YTBEPXXIEHBI)
(HauMeHOBaHHE JJOKYMEHTA)
oT«  » N

IIpn yTBEpKAEHUHM NOKYMEHTA KOJUIETHAJIBHBIM, COBEIIATEIbHBIM WU WHBIM
OpraHoOM, pELIEHUsSI KOTOPOro (PUKCUPYIOTCS B MPOTOKOJIE, B Tpude yTBEp:KICHUS
YKa3bIBaeTCsl, HAMMCHOBAaHWUE OpraHa, JaTa W HOMep Imporokoja (B CKOOKax).
Hanpumep:

(ITonoxenwue) YTBEPXJIEHO
Hay4HO-TeXHUYECKUM COBETOM
OBY "WUnnoarnus"
(mporoxkout ot 12.09.2017 N 12)

2.13. PexBu3ut «Pe3oaronusa»



B coctaB pe3ontonuu BXOJIAT CAEAYIONME SJIEMEHThI: (paMuiIus, MHUIAIbI
ucnoaHUTeNs (MCIIOTHUTENICH), CoJIep)KaHue IOPYUYSHHS, CPOK UCTIOTHECHHS,
MOAIKCH, JaTa.

B cnydasx, koraa nopydyeHue J1aeTcsi AByM HIIM HECKOJIBKUM JIMLIAM, PABHBIM 11O
JOJKHOCTH, OTBETCTBEHHBIM HCHOJIHUTEIIEM SIBIISIETCA JIMIO, YKA3aHHOE B
MMOPYYEHUHN NEPBBIM.

PexBuzut «Pe3omonus» MumeTcss OT PyKA B BEPXHEN IPaBOM 4aCTH JOKYMEHTA.
Pe3omntonus MoxkeT ohopMISTHCS HA OTACIIBHOM JIUCTE C YKa3aHHEM
PETUCTPALIMOHHOIO0 HOMEPA U JIaThl IOKYMEHTA, K KOTOPOMY PE30JIFOLHS OTHOCUTCS.
JlaHHBIN PEeKBU3UT 00s3aTENCH AJI BCEX TOKYMEHTOB, MOJICKAIINX UCTIOTHEHUIO U
ITOCTAHOBKE HA KOHTPOJIb.

2.14. PexBu3uT «3arojIoBOK K TEKCTY»

JlokymMeHTHI (ITOCTaHOBIICHUE, PACTIOPSKCHHIE, IPUKA3 U JIP., 3a HCKITIOUCHUEM
MOpYUYEHUH, TeJerpamMmm, Tele)OHOrpaMM, U3BEIICHHIA) JOKHBI HMETh 3ar0JIOBOK.
3aro0BOK K TEKCTY MeYaTaeTcs OT JIEBOW IPaHUIIbI TEKCTOBOTO MOJIsA, 0€3 KaBbIUEK,
OH JIOJKEH OBITh MAaKCUMAJIbHO KPATKUM U OTBE€YATh HA BOMPOC: «O
gem?», Hanpumep, «O0 u3MeHeHHH...», «O BBIJACICHUN...». TOUka B KOHIIEC 3ar0jI0OBKa
HE CTaBUTCS. 3aroJIOBOK, COCTOSIINMN U3 HECKOJIBKUX CTPOK, [I€YATAETCSA Yepe3 OAUH
MEKCTPOUYHBI HHTEPBAI.

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

2.15. PekBu3uT «OTMETKA 0 KOHTPOJIE»

[IpocTaBnsieTcst Ha BCeX JOKYMEHTaX, TPeOYIOMIMX KOHTPOJISL UCIIOTHEHHUSI, B BUJIE
OykBBI «K» (KKOHTPOJIB») WM IITAMIIOM KKOHTPOJIb» B BEPXHEM I10JIC JOKYMEHTA.

2.16. PexBu3ut «TekcT 10OKyMeHTa»
TpeOoBanus, npeabsiBjisieMble K TEKCTY Pa3JIHYHBIX BHI0B JJOKYMEHTOB

TexkcT MOKyMeHTa JOJKEH OBITh COCTaBJIE€H IpaMOTHO, SICHO, MOHSTHO M IO
BO3MOXXHOCTH KPaTKO, COOTBETCTBOBATh MPABUJIAM U HOPMaM PYCCKOTO SI3bIKa. TEKCT
JOKYMEHTa JIOJDKEH COJEpKaTh JOCTOBEPHYIO U aKTyajdbHYI0 HHGOPMAIUIO,
JOCTAaTOYHYIO JJIsl IPUHATHS PEIICHUN WM UX WCTIOJHEHUS, HE JOJDKEH JONYCKaTh
Pa3JIMYHBIX TOJKOBAHHIM.

B Texcte noxkyMeHTa, MOArOTOBJIEHHOM HAa OCHOBAaHHMM 3aKOHOJATEJIbHBIX WIIH
VMHBIX HOPMAaTUBHBIX NIPAaBOBBIX AaKTOB, PAHEE W3JAHHBIX PACIOPAAUTEIbHBIX
JOKYMEHTOB, YKa3bIBAIOTCA UX PEKBU3HTHI:

- HaMMCHOBaHWE JIOKYMEHTA, HAaMMCHOBAaHWE OpraHa BIacTH (OpraHU3allvu),
u3gasmiero(ei) TOKyMEHT, JaTa JOKYMEHTa, PErHCTPAIlMOHHBIA HOMEp JTOKYMEHTA,
3aroJIOBOK K TEKCTY;

- HaWMEHOBAaHHWE OpPraHU3aldd WM JOJDKHOCTHOTO JIMIA, YTBEPAMBUIIETO
JOKYMEHT, JaTa YTBEPKACHUS JOKYMEHTA.



TexkcT JOKyMEHTa MOXKET COJAEpXKaTh paslelibl, MOJApPa3Aelibl, ITyHKTHI,
MOAMYHKTHI, HyMepyeMble apabckumu Iudpamu. YpoBHEH pyOpUKallud TEKCTa HE
JIOJIKHO OBITH O0JIee YeThIpEX.

CBSA3HBIN TEKCT, KaK IPaBUIIO, COCTOUT U3 JIBYX YacTel. B mepBoi yacTu yka3pIBaroT
MPUYUHBI, OCHOBAHUS, 1IETTM COCTABIICHUS IOKYMEHTa, BO BTOPOU — 3aKITIOUUTEIbHOU
— pelleHus1, BBIBOJIbI, MPOCHOBI, TPEAIOKEHUS, PEKOMEHIAIUH.

TekcT MOXKeT cojiep KaTh OJIHY 3aKITIOYMTEIBHYIO YacTh (HapuMep, IPHUKa3bl —
pacropsAUTENbHYIO YaCTh 0€3 KOHCTaTUPYIOIIEH; MUChMa, 3asBJICHUS — IPOChOy Oe3
TIOSICHEHUS; CITPABKH, JIOKJIATHBIC 3aIICKU — OIICHKY (DAKTOB, BBIBOJIBI).
Heo6xoauMo uckiitouaTh U3 TEKCTA JIMIIHKUE CJIOBA, KOTOPHIE B TJOKYMEHTE HE HECYT
HUKAKHX CMBICIIOBBIX OTTCHKOB (HE KHACTOSIIIIAN aKT», & «aKT»; HE KHACTOSIIAM
IpeyIaraeTcs», a KIpeaiaraeTcsa» Wil Ipeaiaracm»).

Ynorpebnenue npodpeccuoHanu3MoB (CII0B, CBOWCTBEHHBIX JTIOIIM KaKOH-IH00
po(eCCUm) TOHKHO OBITH OTPAHUICHO.

Craenyet nzberath TaBTOJIOTHH («CBOOOIHAS BakaHCHs», «B cpok 70 10.05.2018»).
B Tekcre mokymMeHTa (KpoMe MpaBOBOTO aKTa) CICAYET YIIOTPEOISITh HITH
obmenpunsThie cokpainerus (OOO — 00111ecTBO ¢ OrpaHUYCHHON
OTBETCTBEHHOCTHIO) WIIM COKpPAIEHUS, paclIu(ppOBaHHBIC B CKOOKAX MPH IIEPBOM
YIIOMUHAHUH B TEKCTE, HAIIPUMEp, TpyIIa ONepaTUBHOTO pearupoBanus (naisee —
'OP).

Hanucanue oTaenbHbIX HAMMEHOBAHUM, CJIOB U CIOBOCOYETAHUM, HanboJiee 4acTo
yHnoTpeOIIeMbIX B TEKCTE IOKYMEHTa, U3J10KeHO B npuioxenun 10.

Ha noxymeHnrax, odopmiisieMbIX Ha ABYX U OoJiee JIMCTaX, BTOPOMl U MOCIIENYOIIHIA
JIUCTHI TOJKHBI ObITH MPOHYMEPOBaHbl. HoMepa JUCTOB MPOCTABISIOTCS B IPABOM
BEPXHEM YTy JIUCTa apabCckumu udpamu 1 6€3 Kakux-J11u00 3HAKOB.

TeKCTBI CIIOKHBIX JJOKYMEHTOB (CITpaBKH, OTYETHI, 0030PbI, JTOKJIAIbI, IIOJOXKCHHS U
T.J1.) ICIATCS Ha Pa3eibl, TYHKTHI, TOTYHKTHI.

Pa3genbl TekcTa CHAOXKaKOTCS 3ar0JI0BKaMH, KOTOPbIE€ LIEGHTPUPYIOTCS IO IIUPUHE
TEKCTa.

OT TekcTa 3arojIOBKU OTACIISIIOTCS] OJJTHUM MEXCTPOUHBIM HHTEepBasioM. HymepyroT
pazJielibl, IyHKTHI U TOAMYHKTHI apaOCKUMH LU PaMHU.

[locne HOMepa MOJIMTYHKTa CTABUTCSI TOUKA U TEKCT MeYaTaeTcsl ¢ MPOMUCHON OYKBHI,
MOCJIe MOJIMYHKTa CTABUTCS TOUKA C 3aMsTOM, HAapuMmep,

2. KomuteTy 1o j1e1aM MOJIOACHKH ... ......... :
2.1. O0ecneuuTh ...''vvennne :
2.2. PasMecTuTh ...oovvevnn.

O0603HaueHUs MOJIMYHKTOB NEYaTAIOTCS C KPAaCHOU CTPOKH.

B Takux nokymeHTax, Kak 0ObSICHUTEIbHbIE 3aITUCKH, TOKJIAIHbIC 3aIIUCKH,
UCTIOBb3yeTCs opMa M3JI0KESHHS OT IEPBOTO JIMIAa eMHCTBeHHOTo yncia («IIpomry
HAIPaBUTh...», «CYUTAI0 HCOOXOAUMBIM...»).

B npyrux Bumax 10KyMEHTOB HCHOJIb3YEeTCsl (PopMa U3T0KEHUS OT TPETHETO JINIa
¢JIMHCTBEHHOTO YUCIIA («...CYUTACT BO3SMOXHBIM...», «...HE BO3PaXKACT...» U T.]I.) HIIN



MIEPBOTO JIMIIAa MHOKECTBeHHOTOo uncia («Hampasisem...», «I[Ipocum...»). B manHOM
Clly4ae pyKOBOAUTENb, MOAMUCABIINM IOKYMEHT, BHICTYAET OT UMEHHU OpraHa.
CnyxeOHbIe TOKYMEHTBI II€YaTal0TCA Ha KOMITBIOTEPE C UCIIOIB30BAHUEM, KaK
npaBmio, TekctoBoro peaakropa Word for Windows mpudrom Times New Roman
pasmepoM 14 (s co3aHusi OCHOBHOTO TEKCTa JOKYMEHTA) Yepe3 OJHH
MEKCTPOUHBIM UHTEPBAJ, IOMYCKAETCS MeyaTaTh JOKYMEHTHI U yepes3 1,5
MEXKCTPOUYHBIX HHTEpBaia (MUChMa, JTOKJIaabl, 01aro1apCTBCHHbBIC MMMChMa, CIIPABKH,
JOKJIaTHBIC 3aIUCKU U T.JI.), KpOME IMPABOBBIX aKTOB. B OTIEIbHBIX cliydasx B
MPOEKTaX MPABOBBIX aKTOB pa3Mep MIpuQTa MOKET OBITh yMEHBINEeH 10 13 mmm 12
(st TaOIIHII, PUCYHKOB U T.I1.).

JI7ist BbIZIEIEHUSI YaCTH TEKCTa TOKYMEHTA, 3aroJioBKa, MPUMEUaHUsI MOTYT
UCII0Ib30BaThCs WIPUQPTHI APYTUX TUIOB U Pa3MEPOB, JKUPHOE HauepTaHue, KypCUB,
U3MCEHEHHBIN (YMEHBIICHHBIN) HHTEPBAI MEXIY CTPOKaMH, CMEIICHUE
OTHOCHTEJILHO TPAHUI] OCHOBHOTO TeKCcTa (KpOMe IMPOEKTOB MPABOBHIX AKTOB).

[Ipu neyaTanuu TabIUIl TAKXKE MOKHO UCIOJIB30BaTh MIPUTHI APYTUX pa3MEPOB.

B nokymeHnTax, U3roToBlieHHbIX Ha Oymare hopmata A4 U BKITIOYAIOIINX
COJIepKaTeNbHYIO YaCTh, MPEICTABICHHYIO B BUJE TAOIHIIbI, TOMYCKAETCS
PacIoIOKEeHHE PEKBU3UTOB MapaJIeIbHO AJIMHHOW CTOPOHE JIUCTA.

PexBu3uTHI (KpoMe TEKCTa), COCTOSIINE U3 HECKOIBKUX CTPOK, MEYaTaIOT Yepes3
OJIMH MEKCTPOYHBIA HHTEPBAJ. PEKBU3UTHI OTAEISIOT APYT OT Apyra 2 — 3
MEKCTPOUYHBIMU HHTEPBaAJIaAMHU.

B noanucanHbie WK yTBEPKIECHHbBIE TOKYMEHTbI BHOCUTH KaKue-1100 U3MEHEHHUS,
WCIIPaBIICHUS], IONOTHEHU 0€3 pa3pelieHus 1A, MOMUCABIIETO UIn
YTBEPAUBILETO JOKYMEHT, HE TOMYCKAETCS.

PexBU3UTHI WIIK UX YACTH, BHOCUMBIE PYKOIIMCHBIM CITIOCOOOM B IOKYMEHTHI,
MpeAHA3HAUYCHHBIC JIJI1 PA3MHOXKEHUS, BBIOIHSAIOTCS TOJIbKO YEPHUIIAMH WJIM ACTOMN
TEMHOTO I[BETA.

[Ipu HanM4YMU B TEKCTE CCHUIKM HA CHOCKY OHa 0(hOpMIIsieTCsl 3BE3J0UKOM WK
nudpoit, Hanpumep: * win 1. TeKCT CHOCKH MeyaTtaeTcs yepe3 OAUH MEKCTPOIHBIHN
MHTEPBAJI B KOHIIE KAXKJIOM CTPaHULIbl WM MOCJIE MPUIOKEHUS B IIEJIOM MO] YEPTOM.
[locne cumBOJIa €e TeKCT MevyaTaeTcs ¢ MPONUCHOM OYKBbI. B KOHIIE TEKCTa CHOCKH
CTaBUTCSI TOUKA.

Ha oaHoii cTpanuile He JOJIKHO MPOCTABIATHCA 00JIee TPEX CHOCOK.

2.17. PexkBu3uT «OTMETKA 0 HAJUYNH TPUITOKEHUS»

[puinoxkeHne K MpaBOBOMY akTy (MpHIOXKeHHEe 4) TJOIDKHO 0053aTEIbHO UMETh
CJIEAYIOIINE 3JIEMEHTHI: IPWIOKEHHE, YKa3aHUE BUA JOKYMEHTAa, K KOTOPOMY OHO
IIPUJIATAeTCs, €ro 1aTy ¥ HOMED, 3ar0JIOBOK, TEKCT.

Ecnun npuitokeHne oHO, OHO HE HyMepyeTcs. [Ipn Hammuum HECKOJIBKUX
MPWIOKEHU I Ha KaXJI0M U3 HUX IPOCTABIIIETCS MOPSAKOBas Ludpa B TOM
OYEpPETHOCTH, B KAKOW OHM YIIOMHUHAIOTCS B TEKCTE JOKyMeHTa. OTMETKa O HOMepe
IIPUIIOKEHMS JOKYMEHTA, K KOTOPOMY OHO NPHJIAraeTcs, yKa3bIBacTCs B IPaBOM
BEPXHEM YIUIy IIEpBOrO JIUCTA. 3HAK Ne HE meyaTaeTcs.




[Tpunoxxerus opOpMIISIOTCS Ha OTACIBHBIX JIMCTaX, CTPAHHIIBI B KAXKOM
MIPWIOKEHIUN HYMEPYIOTCS CAaMOCTOSITEIIbHO, HAYMHAsI CO BTOPOTO JINCTA.

Ecnu B mpuiokeHnn nMEr0TCs UG POBBIE MTOKA3aTENH, TO YKa3bIBACTCS
SAUHUIIA HX U3MEPECHUS.

OTMeTKa 0 HAUTMYUHY TIPIIOKEHUS K CITY)KeOHOMY JOKYMEHTY IeYaTaeTCs OT
Kpasi JIEBOro noJisg 0e3 ad3aIfHoro OTCTYyIa, OTACISIETCA OT TEKCTa OJJHUM
MEKCTPOYHBIM MHTEPBAJIOM, HAIIpUMED,

€CJIM TIPUIIOKEHNE HA3BaHO B TEKCTE!
[Tpunoxenue: Ha 5 7., B 2 9K3.

Ecnm moxymMeHT MMeeT MpUI0KEeHHsI, He Ha3BaHHBIE B TEKCTE WJIH €CIIH
MIPWIOKCHU I HECKOJIBKO, TO UX HANMEHOBAHUS HEOOXOIMMO TIEPEUUCTIATh C
yKa3aHUEM KOJIMYECTBA JTUCTOB B KAXKIOM MPUIIOKEHUU U YUCIIOM UX IK3EMILISPOB,
HaTpumep,

[Tpunoxenue: 1. lltaTHOE pacnucaHue Ha 2 1., B 5 9K3.
2. Kommus mpukasa ot 15.02.2018 Nel2 na 1., B 1 9k3.

Ecau uceMo HaIIpaBJIACTCA HCCKOJBKUM aJpecaraM, a JOKYMCHT-IIPHUIIOKCHHUC
TOJIBKO IICPBOMY aApCCaTy TO B OTMCTKC O HAJITUYHNH HpI/IJIO)KeHI/Iﬁ YKa3bIBACTCA, B
KaKou aJIpCC MOChIIACTCA IMPUITIOKCHUC, HAIIPHUMCD,

[Ipunoxenue: Ha 5 1., B 1 5K3. B epBbIN aJpec.
Ecnu npunoxenue cOponIropoBaHo, TO YKa3bIBAETCS TOIBKO KOJIUYECTBO
AK3EMILIAPOB, HAIPUMED,

[Tpunoxenue: MHCTPYKITUS TIO IETOMPON3BOJICTBY, B 2 IK3.

Ecnu Kk 1oKyMeHTy npuiararot Ipyroi JOKyMEHT, UMEOIINI TPUII0KEHHE, TO
OTMETKY O HAIMYHUH HNPUIIOKEHUS OPOPMIISIOT CIAEAYIOUUM 00pa3oM:

[Tpunoxenne: moroBop orT 15.03.2018 Nel85 wm mnpuimokeHne K HeMy,
Bcero Ha 12 1., B 1 9Kk3.

Ecnu npunoxxeHneM sSBISFOTCS JOKYMEHTHI, 3alIMCAHABIC HA (U3UIECKU

000CO0JICHHBIN 3JIEKTPOHHBIA HOCUTEIb:

[Tpunoxenne: DVD-R B 1 3k3.

[Ipu sTomM Ha Bkiaapiie (KOHBEpTE), B KOTOPBIM IIOMEIIAETCS HOCHUTEINb,
YKa3bIBAIOTCSI HAWMMCHOBAHMS JOKYMEHTOB, 3allMCaHHBIX HAa HOCHTENIb, WMEHA
(aitnoB, 00beM B OaliTax.

2.18. PexBu3ur «Iloagnmuce»



[Toamuck — 00s13aTeNbHBIA PEKBU3UT JOKyMeHTa. [loanuchIBalOTCS U yTBEPKIAIOTCS
MEePBbIE IK3EMILISAPHI JOKYMEHTOB, IIPU HEOOXOIUMOCTH — UX KOTIUU.

JIOKYMEHTBI TOANMCHIBAIOTCS TOJKHOCTHBIMU JIMIIAMU OPTaHa B COOTBETCTBUU C
JOJKHOCTHBIMU UHCTPYKIUSIMU. B cocTaB moanucu BXoauT 0003HaUeHUE
JOJDKHOCTH JIUIIA, TTOANMCABIIETO JJOKYMEHT (ITOJTHOE, €CITH JOKYMEHT COCTaBJICH HE
Ha OJlaHKe, ¥ COKpAIIEeHHOE — Ha JOKYMEHTaX, COCTABJICHHBIX HA OJIaHKaX), INIHAS
MOAMUCH U €€ paciudpoBKa, HAIpUMEP,

['maBa ropona JINYHAS MOJIUCH N.O0.®amunus
15810

IIpencenarens komMmuTeTa
1o 00pa30BaHUIO JINYHAS TIOJIIHUCH N.O0.®amunus

[HITamrel ¢ (aKCHMUIBHBIM BOCIIPOM3BEIcHUEM MToaANUcH ((pakcumuiie) MOTyT
MMETh PYKOBOJIMTEIN OPTraHOB U UX 3aMECTUTEIIU.

Heo6xoauMocTh N3roToBIEHUS 1ITaMmna ¢ (PaKCUMIIbHBIM BOCIIPOU3BEACHUEM
noanucu (hakcummiie) PyKOBOJTUTEINSI OpraHa W €ro 3aMeCTHTENCH ompeeseTcs
PYKOBOJMTEIEM OPTaHa.

[lopsimok ucnonb3oBaHusi (pakcUMUiIe U MEpPeYeHb JOKYMEHTOB, Ha KOTOPBIX
JIOMYCKaeTCs UCIOJIb30BaHUE (paKCUMUJIE, ONPEIEIIIeTCS TPAaBOBBIM aKTOM OpraHa.

IIpu cornacoBaHnu TOKyMEHTA JIMIIOM, UMEIOLINM ITPABO MOJNKUCH B CIy4dae
BPEMEHHOT'0 OTCYTCTBUS PYKOBOJAUTENS, paciiudpoBka haMming yxe
MIOATOTOBJIEHHOT'O M COTJIACOBAHHOTO MPOEKTa TOKYMEHTA BHOCUTCS OT PYKHU.

JIOKyMEHT MOXKET OBITh MOJMKUCAH UCTOJIHSIOIIUM O00S3aHHOCTH
JOJKHOCTHOTO JIUIIA ¢ YKa3aHUEM ero (DaKTUUECKON NOKHOCTH U (haMUIIUH.

He nomyckaercst CTaBUTh KOCYIO UEPTY, HAANUCH «3a», «3aM» Mepe]] HAMMEHOBAHUEM
JNOJDKHOCTH JIMLA B IOANMUCH, €CJIM JOKYMEHT NOAIMCHIBAET HHOE JTODKHOCTHOE
JIULIO.

Jlonyckaercsa B pekBu3utTe «Iloanuce» neHTpupoBaHNE HAUMEHOBAHUS
JNOJDKHOCTH JIMIA, MOANMKUCABIIETO IOKYMEHT, OTHOCUTEIBHO CAMOM JJIMHHOW CTPOKHU.
ITocTanoBnEHHUs, paCIOPSKEHUS AIMUHUCTPALN pailoHa — TJIABOM aIMUHUACTPALIUU
palioHa, Ipu €ro OTCYTCTBUU — JIUIIOM, UCIIOJIHSIOIIUM €r0 00sI3aHHOCTH.
[TocTaHOBJICHHUS, PACTIOPSKEHUS CEIbCKUX (TIOCEITKOBOM) aJIMUHUACTPALANA —TIaBOU
CENIbCKOH (ITOCEIIKOBOM) aIMUHUCTPAIIHH, TIPU €TI0 OTCYTCTBHH — JIUIIOM,
UCIIOJHSIIOIINM €T0 00513aHHOCTH.

[Tpuka3el — pyKOBOUTEIEM OpraHa (P €ro OTCYTCTBUU — JIMIIOM, HCIIOJTHSFOIIAM
ero 00s3aHHOCTH) JINOO €r0 3aMECTUTEJIEM B COOTBETCTBUU C JIOJDKHOCTHOM
MHCTPYKLHEH.
B ornenax, ynpaBneHUIX U KOMUTETAX JOKYMEHTHI TOANMCHIBAIOTCSA PYKOBOAUTEIEM
(TIpu €ro OTCYTCTBUU — JIUIIOM, UCTIOTHSIFOIIIM €T0 00sI3aHHOCTH) JINOO
3aMECTUTENEM PYKOBOAUTENS B COOTBETCTBUU C JOJKHOCTHOM MHCTPYKIHEH.

I[Ipy noanmucaHvM JTOKYMEHTA HECKOJIbKMMH JIOJDKHOCTHBIMU  JIMIAMH,
3aHMMAIOIINMU PAa3HOE MOJIOKEHUE, UX MOAIKUCH PACMOJIararoTcs OAHa oA APYTror B



MOCJIeI0BATEILHOCTH, COOTBETCTBYIOIIEH cTaTycy JoJKHOCTU. Hanpumep:

[Ipencenarens [Toamuce N.0. ®amumnus

['maBHBIM Oyxrantep [Toamuce N.0. ®amumnus

[Ipyn moanmucaHuM AOKYMEHTAa HECKOJBKMMU JIMIIAMHU PaBHBIX JOJDKHOCTEH HX
MOAMMUCHU PacoiararoTcs Ha OJHOM ypoBHe. Hampumep:

3aMeCTUTENb TUPEKTOpa 3aMeCTUTENb TUPEKTOpa
1o (PMHAHCOBBIM BOIIPOCaM 10 3 IMUHUCTPATUBHBIM BOITPOCAM
ITogmuce  U.O. Gamunns IHoanuce N.0. Gamunus

B noxymeHTax, mOATrOTOBIEHHBIX KOMHUCCHEW, B TOAMUCH YKa3bIBAETCSl CTATyC
Juia B coctaBe komuccuu. Hampumep:

N.0. ®amunus

[Ipencenarens komuccumn [Toamuce
YJIeHBI KOMUCCHU [Toanuce N.O. ®amunus
[Toanuce N.O. ®amunus

[lpy  moamucaHWUW  JOKYMEHTa  JIMIOM, HCIOJHSIOMUM  OOS3aHHOCTH
PYKOBOAMTES, MOAMKCH 0GOPMIISICTCS ¢ YKa3aHHEM CTaTyca JIOJDKHOCTHOTO JIMIA B
COOTBETCTBHH C TIPHKa30M (pacmopsbkenneM). Hanmpumep:

N.o. nupextopa [Toanuck N.0. ®amumnus
WJIN .

Hcnionasgrommii 0013aHHOCTH
TAPEKTOPA IToamuce N.0. amunns

[Toamuck pacrionaraeTcss HUXKe TeKCTa Ha 2 — 3 MeKCTPOYHBIX HHTEPBaJIa, JINHA
CTPOKH C YKa3aHHEM HaMMEHOBAHMS JOJDKHOCTHOTO JIUIIA HE JOJDKHA MPEBBINIATH 8
CM U IIeYaTaeTcs Yepe3 OJJMH MEKCTPOUHBIN HHTEepBall. PacmmdpoBka moamnvucu
pa3MeIiaeTcs Ha YPOBHE MOCIIEIHEH CTPOKH HAMMEHOBAHHUS JIOJHKHOCTHOTO JIUIA U
BBIPAaBHHMBAETCS 110 MMPABOMY Kparo JOKyMeHTa. Mex 1y HHUIHAJIaMH B (haMIITHCH
mpoOes He CTaBUTCS.



2.19. PexkBu3urt «CorjiacoBanue u BU3UPOBAHUEC JOKYMCHTa»

I'pud cornacoBaHusi MpOCTaBIAETCS HA JOKYMEHTE B CIydae €ro BHEIIHETO
cormacoBaHus (COrVIacOBaHWE C OpraHaMd BJIACTH, WHBIMH OpraHU3aIUsAIMHU,
JOJDKHOCTHBIMU JIUTIAMHU).

I'pud cornacoBaHusi B 3aBUCUMOCTH OT BUJa JOKYMEHTa U OCOOEHHOCTEH €ro
0(pOpMIICHHS] MOXKET IPOCTABIATHCS .

- Ha TICPBOM JIUCTE JOKYMEHTa (eCIM JOKYMEHT MMECT THUTYJIbHBIN JINCT, - Ha
TUTYJILHOM JIMCTE) B JIECBOM BEPXHEM YIJy Ha ypoBHE Ipuda yTBEPKIACHUS WIH 0]
HAaMMCHOBAaHUEM JIOKYMEHTA OJIMKe K HIYKHEMY TI0JII0);

- Ha MOCJIETHEM JIUCTE IOKYMEHTA MO TEKCTOM,

- Ha JIUCTE COTJIaCOBAHUS, SIBJSIOIIEMCSI HEOThEMIIEMON YaCThIO JOKYMEHTA.

Odopmrsiercs cornacoBanue MO0 BUSUPOBAHUEM MPOEKTA TOKYMEHTA, JTU00
rpudoM COTJIACOBAHMUSI.

[Ipu cornacoBaHuu JOKyMEHTa BU3a BKJIIOYAET B C€0sl HAUMEHOBAHUE
JOJKHOCTH JIUIA, BU3UPYIOUIETO IOKYMEHT, MOANUCH, paciiu(poBKY MOAUCH
(vHMIMAIIBI, (PaMUJINs) ¥ ATy IMOAITHCAHUS.

Busbl npocTaBastoTCs Ha IUIEBONW CTOPOHE HUXKE MOAMUCU PYKOBOJAUTES,
HarpuMmep,

I'pud cormacosanusi coctout u3 cinosa "COI'JTACOBAHO", nomxHoCTH NHIIA,
C KOTOpPBIM COTJIaCOBaH JOKYMEHT (BKJIIOYAas HAUMCHOBAHHE OPTaHH3AIUH), €ro
COOCTBEHHOPYYHOM MOJIMUCH, WHULKAIOB, (aMUIIMU, JaThl COIJIACOBAHUS.
Hanpumep:

COI'JTACOBAHO

N.O.®amunusa
JIMYHAs OOAIUCH
JlaTta

[Ipu cornacoBaHuu C1y>K€OHBIX TOKYMEHTOB BU3bI IIPOCTABJISIOTCS Ha
MOCJIEHEM JIUCTE BTOPOTO SK3EMIUISIpa JOKYMEHTA PSAJIOM C PEKBU3UTOM «OTMETKA
00 MCTOJHUTEIIE.

Ecnu cornacoBanue ocyiecTBIIsSIETCS TUCbMOM, TPOTOKOJIOM, TO rpud
corjlacoBanusi opopMIIsIeTCs o cieayrouieit popme:

COI'TTACOBAHO
[Tucemom MHCTHTYTA BOJHBIX
1 DKOJIOTHYECKHUX MPoOIeM

Cubupckoro otaenenus PAH
ot 06.02.2018 Ne451-805

501051



COI'NTACOBAHO

[Iporokonom 3acenanus [IpaBnenus
CTPaxoBOM KOMITaHUM
«HenBmxumMocTb»

ot 21.02.2018 Ne107

I'pud cornacoBanus pacnonaraercs Huxe pekpusnurta «lloanucs» B IeBOM
HIDKHEM YIIIy IOKYMEHTA.

I'pud cornmacoBanust MOKET pacriojiaraTbCs Ha OTJeIbHOM «JIlucTte
COTJIACOBAHMS», €CIIU COJACPKAHUE JOKYMEHTA 3aTPAaruBacT UHTEPECHl HECKOJIbKHUX
opranuzanui. Ha nokymeHnTe nenaercst otMeTka «JIuct cornacoBaHus OpuiiaracTcs».

CornacoBaHue NMPOEKTOB MOCTAHOBICHUH, PACTIOPSIKEHUN, IPUKA30B OPTaHOB
MECTHOT'O caMOyIIpaBJieHus (J1asiee — MpaBoOBbIC aKThl) O(OPMIISETCS Ha 000POTHOM
CTOPOHE TIOCJICTHETO JIMCTa MIPABOBOT0 aKTa, epe] MPUIOKCHUSIMH (IPUIOKEHHUE D).

IIpu cornacoBaHnu NPOEKTOB NOCTAHOBICHUN U PACHOPSIKEHUN TJIABBI
EpMOImIMXUHCKOro CENbCOBETA, aIMUHUCTPALINHA EPMOIIMXUHCKOTO CEIbCOBETA
MEPBBIM YKA3bIBACTCS 3aMECTUTEIb IaBbl AAMUHUCTPAUNN EpMOIIMXUHCKOTO
CEIbCOBETA, KYPUPYIOUIUN COOTBETCTBYIOIILYIO OTPACib MO MPOOJIEME U B HHTEpecax
KOTOPOW MPUHUMAETCS TIPABOBOH aKT (aee — KypupyIOIIHi 3aMECTHTEh); 3aTeM —
YIPABJISIIOIINEI J€JaMH; HAYAJIbHUK IOPUIMYECKOTO OTAENA; HAYAJIbHUK YIPABICHUS
10 PKOHOMUYECKOMY Pa3BUTHIO U UMYIIECTBEHHBIM OTHOLICHUSM — B YACTH
BOIIPOCOB, KACAIOUIUXCSl PKOHOMUKH; MpeJceaTellb KOMUTETa 0 (pMHAHCaM,
HAJIOTOBOM U KPEIUTHOM MOJUTUKE — B YACTU BOMIPOCOB (hOPMUPOBAHUS U
UCIIOTHEHU OI0KEeTa; PYKOBOJAUTEIHN OPraHOB aIMUHUCTPALIU EpMOIIMXUHCKOTO
CEIIbCOBETA U OTPACIICBBIX ((DYHKIIMOHAIBHBIX) OPraHOB MECTHOTO CaMOYIIPaBIICHUS,
IJIaBbl aIMUHUCTPALINI CEITbCKUX CEIBCOBETOB U APYTUE PYKOBOIUTEIN
OpraHu3alui, 3aMHTEPECOBAHHBIE B IMOJTOTOBKE JOKYMEHTA.

OuepenHOCTh BU3UPOBAHUSA . IEPBBIM CTABUT CBOKO BU3Y PYKOBOJIUTEND
OpraHa, NOATOTOBUBIIETO JOKYMEHT; 3aT€M — PYKOBOAUTEIN OPraHU3aLINiA,
3aMHTEPECOBAHHBIEC B ITOATOTOBKE JOKYMEHTA; IJIaBbl A/IMUHUCTPALAN CEIbCKUX
CEJIbCOBETOB; PYKOBOAUTEN OPraHOB aIMUHHUCTPAd EpMOIIMXUHCKOTO
CEIIbCOBETA U OTPACIICBBIX ((DYHKIIMOHAIBHBIX) OPraHOB MECTHOTO CaMOYIIPaBIICHUS,
YIPABISIIOINMKT J€IaMH; HAYaJIbHUK IOPUIAYECKOTO OTAEINA; KYPUPYIOIIUN
3aMECTUTENb.

Ecnu cornacoBanne OCYIIECTBISAETCA KOJUIETMAIbHBIM, COBEIIATEIBHBIM WU
WHBIM OpraHoM, B rpude COriacoBaHUsl YKa3bIBAIOTCA CBEACHUS 00 oOprase,
COTJIACOBABIIEM JIOKYMEHT, JJaT€ U HOMEpPE MPOTOKOJa, B KOTOPOM 3a(pUKCHPOBAHO
pElICEHHWE O COrJacoBaHuW. EciM coriacoBaHuE OCYHIECTBIISIETCS MHCBMOM,
YKa3bIBAKOTCS BHJ JIOKYMEHTA, HAWMEHOBAHUE OpPraHu3alyH, COrJIaCOBABIICH
JOKYMEHT, JaTa U HOMEDP NUChMA.

Ecnu no paccMOTpeHHOMY MPOEKTY MTOCTAHOBJICHUS CASTIAHbl 3aMEYaHUs, TO
nocJje A10pad0TKU OH NepeneyaThiBA€TCsl U CHOBA BUSUPYETCSI B YCTAHOBJICHHOM
MOPSIIKE.




OuepeHOCTh BUBUPOBAHUS: IEPBLIM CTABUT CBOIO BU3Y PYKOBOJIUTEIIb
opraHa, MoJroTOBUBIIETO JOKYMEHT; 3aT€M — PYKOBOJAUTEIN OPraHOB,
3aMHTEPECOBAHHBIX B MOJATOTOBKE JOKYMEHTA; YIIPABIAIONINN AeIaMu; Ha4albHUK
IOpUJIMYECKOTO OT/IEJIa; KypPUPYIOIIHI 3aMECTUTEb.

[Topsimok cornacoBaHusi MPUKA30B OPTaHOB OMPEEACTCS UX PYKOBOIUTEIIEM.

B nokyMeHTax, NOAJMHHUKA KOTOPBIX XpaHSTCS B OpraHu3alud, BU3BI
MPOCTABJSIOT HA TMOCIEIHEM JIUCTE JIOKYMEHTa TMOJ MOJNUChIO, Ha 000poTe
MOCJEAHEr0 JIUCTAa TMOJJIMHHUKA JIOKYMEHTAa WJIM Ha JHUCTE COIJIaCOBaHUS
(BU3UPOBaHU), MPUITATAEMOM K JIOKYMEHTY.

B ucxoasmux 10KyMeHTax BU3bl MPOCTABIISIOTCS HA DK3EMILISIpax JOKYMEHTOB,
MOMEIIAEMBIX B JIEJO.

[lo ycMOTpeHUI0 opraHu3aluyd MOKET MPUMEHATHCS MOJTUCTHOE BU3UPOBAHHE
JOKYMEHTA U €r0 MPUIIOKECHU.

I'pud cormacoBanust MpaBOBBIX AKTOB COJEPKUT CIACAYIONIUE HIEMEHTHI: IPU
cobmonenuu noJieii: neBoe — 10 MM, mpaBoe — 35 MM, BepxHee — 20 MM, HUKHEE —
20 MM, B BepXHEH 4aCTH JINCTA OT TPAHUIIBI JICBOTO TTOJISI TIEYATACTCS CJIOBO
«COI'NTACOBAHO», nanrcanHoe NponucCHbIMU OyKBaMH 0€3 KaBBIUEK,
HAaMMCHOBAHHE JIOJDKHOCTH (BKIJIFOUasi HAMMCHOBAHHE OpPTaHa), JIMYHYIO MOJIIHUCH,
JaTy COTJIACOBaHUS, MHUIIMAIBI U (DaMHITHIO JIUTIA, C KOTOPBIM COTJIACOBBIBACTCS
JIOKYMEHT.

2.20. PexkBusur «Ileuarp»

ITeyaTp 3aBepsAET MOMITUHHOCTD MOJMUCH JOJHKHOCTHOTO JIMIA HA TOKYMEHTAX:

YIOCTOBEPAIOIINX MTpaBa JIuIl;

OTpaXarIux QaKThl;

CBSI3aHHBIX C (DMHAHCOBBIMU CPEJICTBAMHU,

HMHBIX JOKYMEHTaX, MpelyCMaTPUBAIOIINX 3aBEPEHUE MOAMUCH MTEYaThIO B
COOTBETCTBUHM C 3aKOHOJATEILCTBOM Poccuiickoit denepanuu.
KonudecTBo nevareit aiMUHUCTPAIIUK TOPO/Ia, UX BUJIBI, MECTO XPAaHEHHS, OPTaHbl
aIMUHHUCTpauu EpMOIIMXUHCKOTO CEIbCOBETA, UMEIOIINUE TPABO MCIIOJIb30BATh
OOJIBIITYIO ¥ MaTYIO T€pOOBBIE TTeUaTH aAMUHUCTPAIMU EpMOIITUXUHCKOTO
CEJIbCOBETA, OINPEACIISIOTCS PACIOPSHKEHUEM aIMUHUCTPAlUK EpMOIIMXUHCKOTO
CEIbCOBETA.
KonuuecTBo nevareit ”HOro opraHa MECTHOTO CaMOYITPABJICHUS, UX BUJIbI, MECTO
XpaHEHUsI, UL, UMEIOIIUE MPABO X UCIIOJIb30BATh, ONMPEACIISIIOTCS PYKOBOAUTEIIEM
WHOTO OpraHa MECTHOTO CaMOYIIPABJICHUS.
[Tedats HA TOKYMEHTE JIOKHA OBITh CHHEr0 MU (DMOJIETOBOTO 1iBeTa. [leyaTh
MIPOCTABJISETCS, HE 3aXBaThIBasi COOCTBEHHOPYYHOH MOIUCH JIUIIA, TTOAMUCABIIETO
JOKYMEHT, HJIU B MecTe, 0003HaueHHOM «MII» («Mecto meuaTu»).
Ha puHaHCOBBIX JOKYMEHTaX Ie4YaTh JOJKHA pacIojaraTbCsl CTPOTro B TpaHMIIAX
YCTAHOBJICHHOM JIJI HEE 30HBI M HE 3aTparuBaTh APyrue peKBU3UTHI.
Konuun 1oKkyMEHTOB ¢ 4YepHOM MEYAThIO SIBJISIFOTCA HEJECHUCTBUTEILHBIMHU.
[TuceMa, BEITIOTHEHHBIC HA OJ1aHKAX OPraHoB, HE TPEOYIOT YIOCTOBEPEHUS TIEYAThHIO.



2.21. PexkBu3uT «OTMETKA 0 3aBEPEHUN KOTMU»

OTMeTKa 0 3aBepeHHUH KOMUU 0(hOpMIISIeTCS JIs MOTBEPKIECHUSI COOTBETCTBUS
KOITMH JOKYMEHTA (BBIMMUCKH U3 TOKYMEHTA) MOJUTMHHUKY JTOKYMEHTA.
OTMeTKa 0 3aBEepEHHUH KOIMUU MPOCTABIISIETCS MO pekBU3UTOM «Iloanmuce» u
BKJIIOYAET: HAJMUCh «BepHO», TOKHOCTH JIUIIA, 3aBEPUBIIETO KOMHIO, TUYHYIO
MOJITUCH, PACITH(PPOBKY MOANKMCH (MHUITHABI, paMIIINsA), 1aTy 3aBepEHUs,
HarpuMmep,

BepHo.
YnpaBisironun aeaaMu
N.O0.®amunus

JVYHas TOAINCH
15.02.2018
[IpaBoBbIE aKThI, TOJIEKAIIME PACCHUIKE COIIACHO CIHUCKY, BBIAAIOTCS B KONUAX U
JIOJIKHBI COJIEPKaTh HEOOXOAMMbIE PEKBU3UTHI: ATy MOIMKUCAHUS,
PETHUCTPAIIMOHHBIN HOMED M OBITh 3aBEPEHBI MeYaThI0 «J[JIT TOCTaHOBICHUN U
pacnopsKeHUN» WK « /[ mpuka3oB».
ITocTanoBNEHNS AAMUHUCTPALIMN PAKOHA, KACAIOIIMECS BOIPOCOB OXPAHBI IIPaB
JIETCTBA, BBIAIOTCS 3asIBUTEIISIM B BUJI€ NYOIMKATA C MOJJIMHHON MOANUCKHIO TJ1aBbl
aJIMHHUCTpPAIIAN PaiioHa, 3aBEPCHHOM 1euaThbio (« /[yt mocTaHOBICHUH 1

pacIopsHKEHU»).
Konuu nmpaBoBBIX aKTOB, He 0003HAYCHHBIC B CIIHUCKE HA PACCHUIKY, BBIIAIOTCS
3asIBUTEJISIM Ha OCHOBAHHMH MTUCHMEHHOTO 3asBJICHHS B TCUCHHE 30

KaJICHJAPHBIX JHEH C MOMEHTA PETUCTPaIlUi COOTBETCTBYIOIIETO OOpaIeHHUS.
Konuu cHUMarOTCS TOJBKO € IOKYMEHTOB, U3/IaHHBIX OPTaHOM.

HckmroueHne cocTaBisioT ClyKeOHbIe TOKYMEHTBI, Kacaromuecss 0ohopMIICHUS
TPYAOBBIX OTHOLICHUN U (DOPMHPOBAHUS TUYHBIX €T (KOIUU TPYIOBBIX KHIIKEK,
JUIUIOMOB, CBUACTEIIHCTB O MOJIYYCHUH 00pa30BaHus U T.1.). JlaHHbIE TOKYMEHTBI
MOTYT KOIUPOBATHCS 1 3aBEPATHCS OPTaHOM, HE3aBUCUMO OT TOT'O, KEM OHH BBIJIAHBI.
Ha xonusix MHOTOCTpaHUYHBIX JOKYMEHTOB OTMETKA O 3aBEPEHUU KOIUH
MPOCTABIISIETCS HA KaXKO0M JIMCTE TOKYMEHTA WM Ha MOCJIEIHEM JIUCTE TIPOITUTOTO
WJIY CKPEIJIECHHOTO WHBIM 00pa30M JOKYMEHTA. 3alucCh O MECTE HaXOXKICHUS
MOJYTMHHHUKA MPOCTABJISAETCS TOJIBKO Ha MOCIEIHEM JIMCTE TOKYMEHTA.

JIns 3aBepeHHs] KOMMHU JOKYMEHTA, M3TOTOBJICHHOW Ha OyMa)KHOM HOCHUTEIE,
MOYKET MCITOJIb30BAThCS IITAMII.

Komuu 57€KTpOHHBIX JOKYMEHTOB, HAalpaBiIseMbIX MO0 HH(POPMAIIMOHHO-
TEJICKOMMYHHUKAITMOHHOW CETH, 3aBEPSIOTCA JICKTPOHHOU MOAMUCHI0 PYKOBOJIUTEIS
OpTraHU3aIu{ WM UHOTO YIIOJHOMOYEHHOTO MM JIMIIAa U BBICBIIAIOTCS MOJYUYaTEIIo C
CONPOBOAUTEIBHBIM THUCHMOM B (hOpME JICKTPOHHOTO TOKYMEHTA.

Komuu »1eKTpOHHBIX JOKYMEHTOB Ha (PU3MYECKH 00OCOOJICHHBIX HOCHUTEISIX
BBICBHIJIAOTCS MOJIYYaTEII0 C CONMPOBOUTEIHLHBIM MUCHMOM Ha OyMaKHOM HOCHUTEIIE.

B comnpoBoauTenbHOM MOHChbME K  KOMHUAM  JJIEKTPOHHBIX JOKYMEHTOB
yKa3bIBaeTCA .

HanMeHOBaHWE UH(OPMAIITMOHHOM CUCTEMBI, B KOTOPOH XpaHATCS JOKYMEHTHI,

HaMMEHOBAaHUS TOKYMEHTOB, KOTTMH KOTOPBIX HAIMIPABJISIOTCS MOJIy4YaTeto;



Ha3BaHus (GalyioB JOKYMEHTOB C ykazaHueMm ¢opmaToB (DailioB u oObeMa
Kaxaoro (¢aiina B 6aiTax;

JlaTa U3rOTOBJICHUS U 3aBEPEHUSI KOTIUU.

[Ipu sToM Ha Quzndecku 000COOJIEHHOM HOCHUTEIE HECMBIBAEMBIM MapKEPOM
ykasbiBaetcs: "'TIpunokenne k nmucbMy ot (mara) N ..."

Komnusi »1eKTpOHHOrO JOKYMEHTa, MpEJCTaBICHHAass B BHUJIE JOKYMEHTa Ha
OyMa>kHOM HOCHUTEJE, 3aBepseTCsl B MOPAJAKE, YCTAHOBICHHOM HWHCTPYKIUEH s
3aBEpeHUs KOMUM JOKYMEHTOB Ha OyMa)KHOM HOCHUTENE, C yKa3aHUEM, B KakKou
MH()OPMALIMOHHOM CUCTEME XPAHUTCS JIEKTPOHHBIN JOKYMEHT.

2.22. PexBm3ut «OTMETKA 00 MCIIOJTHUTEJIE»

OTMmeTKa 00 MCITOJIHUTENIC BKITFOYAeT (haMUJIHIO, HMsI i OTYECTBO (IIpH
HAJIMYUH) UCTIOJTHUTEIS, HOMEp ero TeliedoHa. OTMeTka 00 UCTIOTHUTEIIE MOXKET
JOTOJIHATHCS HANMEHOBAHUEM JOJKHOCTH, CTPYKTYPHOT'O MTOAPA3ICIICHUS U
ANEKTPOHHBIM aApecoM UcnoHuTeNs. OTMeTKa 00 UcoaHuTeNne 0hOpPMIISIETCS Ha
JIMLIEBOM CTOPOHE MOCIIEIHETO JUCTA JOKYMEHTA OT TPAHUIIBI JIEBOT'O MOJISI UM, IIPH
OTCYTCTBUHU MECTA, - Ha 00OPOTHOM CTOPOHE JIMCTAa BHU3Y CJIEBA.

OTMeTka 00 HUCHOJTHUTENE MOXET OPOPMIISITHCS KaK HUXKHUNA KOJOHTUTYI H
nevyaTaTbes MPUQPTOM MEHBILIETO pazMepa.

2.23. PexBu3uT «OTMETKA 0 MOCTYMJIEHUH TOKYMEHTa»

OTMeTKa O MOCTYIUIEHUH TOKYMEHTA B OPTaH COAEPKUT MOPSAIKOBBIA HOMEDP U JaTy
MOCTYIUICHUS JOKYMeHTa (ITpr HE0OXOIMMOCTH — Yachl, MUHYTHI).

JlonyckaeTcs OTMETKY O MOCTYIUIEHUH IOKYMEHTA B OpraH MPOCTABIISITh B BUJIE
ITaMIa B PaBOM HHXKHEM YTITy.

[Ipu nocTymieHnn TOKyMEHTA MO 3JIEKTPOHHOU 1oute oTMeTKa «IlomydeHo no
AJEKTPOHHOMN MOYTE» MPOCTABIISIETCS PSIAOM C OTMETKOM O MOCTYIJICHHUH.

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

OtMeTKa 00 UCTIOJTHEHUM TOKYMEHTA W HaMpaBJIECHUH €0 B JEJI0 BKIIOYAET. KPAaTKHUE
CBeJICHUS 00 UCTIOJIHEHUH, €CITM OTCYTCTBYET JOKYMEHT, CBUICTEIHLCTBYIOIIUMN 00
WCTIOJTHEHHWH, WIH, TIPA HAJTUYWUHU TaKOT0 JOKYMEHTA, CChUIKY Ha €ro AaTy U HOMED,
OTMETKY «/[», maTy, HOANMUCH PYKOBOJMUTENSI, CHSBILETO JOKYMEHT C KOHTPOJIS.

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

HpOCKTBI IIPaBOBBIX AKTOB I'OTOBATCA 110 IIOPYYCHUAM I'JIaBbI
EpMOIHI/IXI/IHCKOFO CCIIbCOBCTA, 3aMECTHUTEJICH TI'JIaBbI AJIMHUHUCTPAINU
EpMOHII/IXI/IHCKOFO CCJIBCOBCTA, 110 MTHUIIUATHUBEC pYKOBOI[HTeHCfI OpraHoOB.

HpaBOBBIC AKThl MOI'YT OBITh IIoAroTOBJICHBI COBMCCTHO HCECKOJIBKHNMH
opraHaMu WJIX OJHHUM K3 HHUX I10 COINIaCOBAHHIO C APYTHUMHU.



B nensix cBOEBpeMEHHOT0 MPUHSITUS MPABOBBIX aKTOB MOATOTOBKA UX
MIPOEKTOB OCYIIECTBIISETCS UCIIOJIHUTENIEM C Y4€TOM CPOKOB, HEOOXOIUMBIX ISt
coOJIr0IeHUs IPOIIEAYPhI MOATOTOBKHU MPOEKTOB, B TOM YHUCIIE JJISI UX COTJIACOBaHUS
CO BCEMHU 3aMHTEPECOBAHHBIMHU JIMIIAMU, TPOBEJCHUS aHTUKOPPYIIIMOHHON
AKCHEPTU3BI, TPOBEACHUS MPOILIEAYPHI OLICHKH PETYIHPYIOIIETO BO3IEUCTBUS WIIN
OOIIIECTBEHHOTO OOCYKACHHUS, WM ITyOJIMYHBIX CIIyIIanuid (B ciydae
HEOOXOMMOCTH).

OTBETCTBEHHOCTH 32 KAU€CTBO MOJATOTOBKH MPOEKTOB MPABOBBIX aKTOB, UX
COTJIACOBAHME C 3aMHTEPECOBAHHBIMU CTOPOHAMU HECYT PYKOBOJMUTENIN OPTAHOB,
KOTOPBIE TOTOBST MPOEKTHI MPABOBBIX aKTOB.

[IpaBoBbIE aKThI, IPyTHUE CIYKEOHBIE TOKYMEHTHI, IPUHUMAEMbIE U
M37aBAEMbIE HA OCHOBE 3aKOHOB, YKa30B, IOCTAHOBJICHUH, PEICHUI 1
pacropsiKEeHU OPraHoOB TOCYAAPCTBEHHOW BJIACTH, TOJHKHBI COJIEPKATh CChUIKY Ha
HUX C YKa3aHUEM HaMMEHOBAHMUSI TOKYMEHTA, €ro AaThl, HOMEpa.

[Ipu noAroTOBKE MPaBOBBIX AKTOB HEOOXOIMMO PYKOBOJICTBOBATHCS
OCHOBHBIMH MPUHIUTIAMMU:

3aKOHHOCTH;

OTPa)KEHUS B HUX UHTEPECOB HACEIICHUS,

€JMHCTBA, MOJHOTHI, HEMPOTUBOPEUNBOCTH,

MJIAHOMEPHOCTH U OTIEPATUBHOCTU MOATOTOBKH;

HaJWYusl MEXaHU3Ma peau3aluy MPaBOBbIX aKTOB.

[IpoekThl MpaBOBBIX aKTOB MeyYaTaroTcs Ha Ojnankax popmara A4, mpudrom
Times New Roman pa3mepom 14,

Kax b1l TMCT MpaBOBOIO aKTa, B TOM YUCIIE U IPUIIOKEHUH, TIOJKEH UMETh
MOJIsl HE MEHEE, MM

BepxHee — 20;

aeBoe — 35;

npasoe — 10;

HumxHee — 20.

3aroJIoBOK IeYaTaeTcsl Ha PacCTOSIHUU OT peKBU3UTaA «JlaTa» HUXKE Ha 2
— 3 MEKCTPOUYHBIX HHTEPBAJIA.

TekcT oTAensieTcs OT 3aroJioBKa IByMsI MEKCTPOUYHBIMU UHTEPBaIaMH,
MeyaTaeTcs yepe3 OJIMH MEeKCTPOUYHBIN MHTEPBAJl U BHIPABHUBAETCS 110 JIEBOU U
NPaBOM TpaHHUIAM TEKCTOBOTO 1moJis (1o mupuHe). [lepBast crpoka ab3ama
HAaYMHAETCS Ha pacCcTOSTHUU 12,5 MM OT JI€BOI rpaHUITBI OIS,

Kak mpaBmiio, TeKCT mpaBOBOTO aKTa AOJIKEH COCTOSATh U3 2-X
B3aMMO33aBHCHMBIX YacTel: KOHCTATHPYIOIIeH (mpeaMOyJibl) U TIOCTAaHOBIISIOMIEH (B
PacCIOPsDKEHUSAX — PACTIOPSIUTEIIbHOM ). OCHOBHYIO CMBICIIOBYIO HArPY3Ky HECeT
MMOCTAaHOBJISAIOIIAS YacTh, OHA U3JIaraeTCs B MOBECTBOBATEIBHOU (hopMme.

ITpeambymna 3aBepmaercs cioBoM «[IOCTAHOBJIARO», «K[TPUKA3BIBAIO».

B npaBoBbIX akTax UCHOJIB3yeTCs (popMa U3I0KEHHS OT MEPBOTO JIUIA
enuactBenHoro yncia ([IOCTAHOBJISIO, ITPUKA3BIBALO), uto sBisieTcst
oTpaxxeHrnem npuHnuna exuHonavanusa. Cnosa IIOCTAHOBJIALO,
[TPUKA3BIBAIO neuyaTatoTcsi IpONUCHBIMUA OyKBaMU € OTAEIbHON CTPOKH OT



HYJIEBOTO MOJIOKEHUS TaOynaTopa 6e3 mpoOeaoB MeX Ay MeUYaTHbIMU 3HAKaMU, 3aTEM
CTaBUTCS ABOETOUYME, HATIPUMED,
INOCTAHOBJIAIO:

[ToctanoBsiromas (pacrmopsIuTeIIbHAS) YaCTh IPOSKTOB MPABOBBIX aKTOB, KaK
MPaBWIO, MOAPA3AECACTCSA HA MYHKTHI, B KAXKJIOM U3 KOTOPBIX COAEPIKATCS
OT/ACJbHBIE TIOPYUYECHUS.

B ka)x70M MyHKTE MMOCTAHOBIIAIOMIEH (pacopsANTEIbHON) YacTH
YKa3bIBAIOTCS . UCIIOJHUTEINb (OPTaH MECTHOTO CaMOYIIPABJICHUS, KOHKPETHOE
JOJDKHOCTHOE JIMIO, OPraHu3alus), MPeANMUChIBAEMOe JCHCTBUE U CPOK UCTIOTHEHUS.

[IpennucreiBaeMoe NEUCTBUE BBIPAXKAETCS TJIATOJIaMHU B HEONIPEACICHHON
dbopme, Hanpumep,

«MOJITOTOBUTH», KOOECIEUUTH», KOPraHU30BaATH», KUHG)OPMUPOBATHY.

Ecin B mopydenusx (myHKTaxX, HOJIYHKTaX) YKa3bIBACTCS UCIIOJHUTEIIEM
OpraH MECTHOTO CaMOYTMPABJICHUS WU OpTraHu3alusi, TO paMuIus U UHUITUATIBI €€
PYKOBOJMTEIIS MHUIITYTCS ITOCJIC HAMMEHOBAaHHS opraHa (opraHu3aliu), B CKOOKax, B
VMEHUTEIIBHOM IaJIeKe, HAIIPUMED,

Otneny no kyastype  (MBanos M.H.)

Ecin mopydyenue 1aeTcsi HEMOCPEICTBEHHO PYKOBOUTEIIO OpraHa MECTHOTO
CaMOYTIPABJICHUS MM OPTaHU3AIMH, TO JOJDKHOCTh PYKOBOIUTEINS, (haMuiIus U
WHUIMAJIBI TUITYTCS 0€3 CKOOOK B JATCIILHOM IaJeXke, HallpuMep,

Hauanpnuky otnena no kynetype WBanory 1.N.

Ecnu B cBSI3M ¢ NpUHATHEM MIPABOBOIO aKTa MPEKPAIIAIOTCS, U3MEHSIIOTCSA
MIPABOOTHOILICHUS, YPETYJIUPOBAHHBIE PAHEE MPUHATHIMU MPABOBBIMU aKTaMH, TO B
MPOEKTE HEOOXOIMMO YKa3aTh, KAKHE U3 HUX MPU3HAIOTCS YTPATUBILIUMU CUITY WU
MOJJIEkKAT U3MEHEHHUIO U B KAKOW YaCTH.

[IpeanocieHUM TYHKTOM MIPABOBOTO aKTa SIBIsIETCSI HH(OOPMUPOBAHUE O XOJIe
BBITIOJIHEHUS IOKYMEHTA C YKa3aHHUEM KOHKPETHOTO CPOKa, HAIlPUMED,

WNudopmupoBath 00 UCTIOTHECHUH ITOCTAHOBIICHUS (PacTIOPSHKCHHMS) hi(e
20.05.2018.

B nocnenneM nyHKTE MpaBOBOIO aKTa YKa3bIBAETCS JIMIIO, HA KOTOPOE
BO3J1araeTCs KOHTPOJIb 32 €0 BBHIMOJHEHUEM.

JIOKHOCTH 3aMECTUTENIEH TJIaBbl aIMUHUCTPAUU EpMOIIMXUHCKOTO
CEJIbCOBETA YKAa3bIBAIOTCS MOJHOCTBIO.

[Toamuck oTaemsieTcs OT TeKCcTa 2 — 3 MEKCTPOUYHBIMU HHTEPBAIAMH,
MeYaTaeTCsi OT TPAHUIIBI JIEBOT'O TTOJIA.

Nuuiyane! 1 paMuiins rnevataroTcs y IpaBO rpaHUIlbl TEKCTOBOTO MOJIS.

[Tpu HaMMYMU TPUIIOKEHUH K MPABOBOMY aKTY B TEKCTE HA HUX 00s3aTEIIHbHO
JIeIaeTCs CChUIKA, MeYaTal0TCs OHU Ha OTJCIbHBIX JINCTaX B COOTBETCTBHUM C
nyHkToMm 2.17 UHCTpyKIUU.



Ha nepBoli cTpanuie NpuIOKEHUS B MPABOM BEPXHEM YTy MULIETCS CJIOBO
«IIpunoxeHnne», HUKE Yepe3 OJJMH MEKCTPOUHBI HHTEPBAJI JA€TCS CChUIKA Ha
MPaBOBOM akT (IMOCTAHOBJICHHE, paclopsbKeHHe, IprKa3). Bce cocTaBHbIC yacTh
pekBu3uTa «lIpunoxxeHue» BRIPABHUBAIOTCA 1O JIEBOMY KPAl0 U MEYaTAIOTCA Yepe3
OJIMH MEXCTPOYHBIM HHTEpBaJ. J[JTHHA CTPOKH HE TOJDKHA MPEBBIMIATH 8 CM U
OTPaHUYMBAETCS MPABBIM IOJIEM TIOKYMEHTA, HAlPUMED,

[Tpunoxenne 2

K IMTOCTaHOBJICHHIO
aIMUHUCTpALIMU pailoHa
ot 15.02.2018 Ne75

3aroJ0BOK K TEKCTY MPHUJIOKEHUS NIeYaTaeTCs IEHTPOBAHHBIM CIIOCOOOM.

HaunmenoBanue npuiiokeHus (IIepBoe CIOBO 3aroJioBKa MPHIIOKEHU)
BhIIesieTcst nporucHbiME OykBamu (ITOJIOXKEHUE, ITEPEYEHD, CITMCOK
U T.JI.).

[Tpu HanM4Yuu B TEKCTE MPUIOKEHUST HECKOJIBKUX Pa3eI0B UX 3ar0JIOBKU
MIEYATAIOTCS TaKXKE IICHTPOBAHHBIM CIIOCOO0M (OTHOCHUTEIBHO TpaHMIl TeKcTa). Touka
B KOHIIE 3aroJIOBKa He cTaBUTCA. J[omyckaeTcst BBIACIATh 3ar0JI0BKH Pa3esioB
MOJTY>KUPHBIM HIPUPTOM.

Tekct npunoxxeHust MOXKET ObITH OPopmIleH B BUjie Tabmauubl. ['padsl u cTpoku
TaOJIUIbI TOKHBI UMETh 3ar0JIOBKH, BEIPAXKEHHBIE UMEHEM CYIIECTBUTEIILHBIM B
MMEHUTENbHOM najexe. [loa3zaronoBku rpad U CTpOK rpaMMaTUYECKH JOJAKHBI ObITh
COTJIACOBAHBI C 3arojoBKamMu. TeKCT TabIUIIbl TeYaTaeTCsa Yepe3 OJJUH MEXKCTPOUHBII
WHTEpBAJL.

Ecnu Tabnuily neuatarot 6oJiee yeM Ha OJJHOM cTpaHulle, rpadbl TaOIUIIbI
JIOJIKHBI OBITh POHYMEPOBAHbI U HA CIEAYIOUIUX CTPAHUIAX [E€YaTAIOTCS TOJIBKO
HOMEpa ATux rpad.

[TpunoxeHns: K IpOeKTaM MOCTAHOBJIEHUM, PACIIOPSKEHUN BU3UPYIOTCS
PYKOBOJUTEJIEM OpraHa, moJIrOTOBUBIIETO MPOEKT MPaBOBOTO aKTa, a CBSI3aHHbIE C
pacxoJioBaHUEM OIOJIKETHBIX CPEACTB — U IpejiceiaTeieM KOMUTETA 1o (puHaHCaM,
HAJIOTOBOM M KpeIUTHOM nmojauTuke. Buza npocrapisieTcs Ha 00OPOTHON CTOPOHE
MOCJIETHETO JIMCTA MPUJIOKEHHS B HUXKHEHW €ro 4acTu OT Kpasi JIEBOT'O MOJs U
BKJIIOYAET JOJKHOCTh BU3UPYIOIIETO MPUIOKEHHUE K TPABOBOMY aKTYy, MOJIUCH U
pacmupoBKy moanucy (MHUIAAIGI U (aMUIHS), @ TAK)KE ATy BUSHPOBAHHUS.

Ha 060poTHO# cCTOpOHE MPaBOBOTO akTa OPOPMIIAIOTCS  COTIaCOBAHUE, 3aTEM
CIIMCOK Ha PacChUIKY, JOJKHOCTHOE JIUI0, MOJITOTOBUBIIIEE TOKYMEHT. B 1eBom
HIKHEM YTIIy MPOCTABISIOTCA PEKBU3UT «OTMETKa 00 UCTIOTHUTEIIE.

OTBETCTBEHHOCTH 3a COACPKAHNE TPOCKTOB MOCTAHOBIECHUM, PACTIOPSKEHUN U
COOTBETCTBHE UX TpeOOBaHUAM MHCTPYKIIMKU HECYT UCTIOJHUTENb U PYKOBOJIUTEIb
opraHa, B KOTOPOM MOJATOTOBJIEH JOKYMEHT.

3aBeplIalolIUM 3TalOM B TOJATOTOBKE MPABOBOIO aKTa SIBJISIETCS €r0
corjacoBanue v noanucanue. [I[poext npaBoBoro akra 10 NOAMUCAHUS MTOJIEHKUT
COTJIACOBAHUIO C 3aMHTEPECOBAHHBIMHU JIUIIAMH, B COOTBETCTBUHU C TyHKTOM 2.19
HNuctpykuuu. CornacoBaHue OCYIIECTBISETCS MyTEM BU3UPOBAHUS.



JIoJKHOCTHBIE JiHIla 00sI3aHbl BU3UPOBATH MPOEKTHI MPABOBBIX AKTOB, KaK
MPaBUIIO, B JICHb OCTYIUICHHUS JOKYMEHTOB Ha COTJIACOBAaHWE, HO HE MO3IHEE 2-X
pabouux JHEN CO JHS MOCTYIUICHUS MTPOEKTA.

[TpoeKThl MyHULIUTTAJIBHBIX MTPABOBBIX AaKTOB 00 YTBEPKIACHUU MOTOKEHUH,
MOPSIAKOB, PETJIAMEHTOB, MYHUIIMIIAJIBHBIX TPOTpaMM, 00 yCTaHOBJIEHUU Tapu(oOB, a
TAKKE MPOEKThl MYHUILIUITAJIBHBIX MPABOBBIX AKTOB O BHECEHUU U3MECHEHUN B
YKAa3aHHbIE MYHHIIUIIAIIBHBIE ITPABOBBIE AKThI ITyTEM HU3JI0KEHUS COEPKAIIUXCS B
HUX TOJI0KEHUH, TOPSAKOB, PETIAMEHTOB, MyHULIMNIAIBHBIX POTPAMM B HOBOU
pPEeMaKIINY TIOITIeKAT BU3UPOBAHUIO B CpoK He Oosee 10 paboumnx mHei.

[IpoekThl mpaBOBBIX aKTOB, COIIACOBAHHBIE JTUOO0 ¢ MPUJIOKEHHBIMU K HUM
3aMEUYaHUsIMH, TPEAOCTABIISIIOTCS HA MOJNKUCH IJ1aB€ aAMUHUCTPALINH
EpMOIIMXUHCKOTO celTbCOBETA, PYKOBOAMTEIIO OTPAciIeBOro ((pyHKIIMOHAIBHOTO)
OpraHa MECTHOT'O CAaMOYIIPABJICHUS) WJIN YIIOJJTHOMOYCHHOMY MM JIUILY.

[IpoeKThl MyHUIIMTIATBHBIX HOPMATUBHBIX MPABOBBIX aKTOB MOCIIE
coryiacoBaHus (BH3UPOBAHUs) MPOCKTA B 005A3aTEIHHOM MOPSIKE HAIPABIISIOTCS B
OpraHbl IPOKYpPaTyphl, OCYIIECTBISIONINE HAA30P 32 COOII0OJICHUEM OpraHaMu
MeCTHOro camoyrnpasieHuss Koucturymuu Poccuiickoit @enepanuu U HCIOJTHEHUEM
3aKOHOB, JIEMCTBYIOIINX HA TeppuTopun Poccuiickont denepannu, B COOTBETCTBUU C
YCTAHOBJIEHHBIM PACIPEAECICHUEM ITOTHOMOYNN JT 3aKITIOUCHUS.

B cnydae nocTymieHus NONOKUTENBHOTO 3aKIFOYEHNS OPraHOB NPOKYPaTyPhI
Ha MPOEKT MYHHUIUIIAIIBHOTO HOPMATUBHOTO MPABOBOI0 AKTA MOCIEAHUN MOJICKHUT
MOAIUCAHUIO PYKOBOJUTENEM OPraHa MECTHOT'O CaMOYIIPABIICHUS, IPHU €TO
OTCYTCTBUU — JIMIIOM, UCTIOJIHSIOIIUM €r0o 00sI3aHHOCTH.

[Ipu momy4yeHnn OTPUIIATEIBHOTO 3aKJIFOUYEHUSI OPTaHOB MPOKYPATYPHI HA
MPEIOCTABIEHHBIA MPOCKT MYHUIIUIIAILHOIO HOPMATUBHOTO MPABOBOTr0 aKTa!

B CJIy4ae COTJIaCHs ¢ YKA3aHHBIMU B 3aKJIIOUCHUN 3aMEUYAHUSAMU PYKOBOJIUTED
OpraHa Uiy yIOJHOMOYEHHOE UM JIUIIO YCTPAHSET UX, U 1OPAOOTAaHHBIN POEKT
MOJJIEAKUT MOBTOPHOMY COTJIACOBAHMIO B YCTAHOBJIEHHOM IMOPSJIKE;

B CJIy4ae HECOTJIACUS C BBICKA3aHHBIMHU 3aMEUYAHUSAMU PYKOBOJUTEIL OpPraHa
uH(opMupyeT 00 3TOM Opranbl MPOKYypaTyphbl B MUCbMEHHOM BHJIE C YKa3aHUEM
MOTHBOB TIPUHATOTO PEIICHUS B CPOK, HE mpeBbimaronmuii 30 qHel co aHs
MOCTYIUICHUS 3aKJIFOYEHHS.

JlaTol MpaBOBOIO aKTa SIBIIAETCS J1aTa €ro PErUCTPALUU.

[TonnmucanHbIe MOCTAHOBIICHUS, PACTIOPSKEHUS] PETUCTPUPYIOTCS U
PacChUIAIOTCS COTJIACHO CIUCKY Ha PACCHLUIKY.

ITocTanoBnEHMs, paCIOPSKEHUS IJ1aBbl PETUCTPUPYIOTCA B cucteme COJ]
pa3AenbHO B Mpeenax KajJeHIapHOoro roja.

B cootBercTBHMH ¢ HOMEHKIATYPOU AEN NOCTAHOBIICHUS AIMUHUCTPALUN
EpMOmMXUHCKOro CEnbCOBETA — MPOCTHIE MOPAIKOBBIE HOMEPA, PACIIOPSKEHUS
aMUHUCTpallUi EpMOIIMXUHCKOTO CeIbCcOBETa — € JOOABICHUEM OYKBBI «P».

Bce BubI IpaBoBbIX aKTOB (DOPMUPYIOTCS B CAMOCTOSITENIbHBIE Jea.

PacnopsixeHus o TMYHOMY COCTaBY, KOMaHIUPOBKAM M OTIyCKaM
(bopMUPYIOTCSA B CAMOCTOSITEIBHBIE JIJa.




PacniopspkeHust 1o TMYHOMY COCTaBY UMEIOT MOPSAKOBBIE HOMEpPA C
no0aBiieHnEM OYKB «JIC», MO KOMaHIUPOBKaM U OTIyCKaM — ¢ 100aBiIeHHEM OYKBbI
K.

JIOKYMEHTBI, IOCTY>KUBIIHE OCHOBAHUEM JUIsl IOJTOTOBKH IIOCTAHOBJIEHUS WU
pacnopsKeHus: aIMUHUACTPAlMi EpMOIIMXHUHCKOTO CEJIbCOBETA, XPAaHATCS B OpraHe,
MOJATOTOBMBIIIEM COOTBETCTBYIOIIUI IPABOBOM aKT. YKa3aHHbIE JOKYMEHTBI
(bopMHpPYIOTCS B JI€7a, UMEIOLIUE CPOK XPAHEHHSI KITOCTOSIHHO». JIOKYMEHTBI
NoJJIeXkaT nepeJaye Ha MyHULIMIIAIbHOE XPAaHEHUE TOJIBKO B Clydae JUKBHIALNH
(ynpasaHeHus) opraHa.

3.2. Opranmaunﬂ KOHTPOJIA 32 HCITIOJIHCHHUEM IIPABOBLIX AKTOB

[IpaBOBOM aKT JOJKEH UCIOJIHATHCS B YCTAHOBJIEHHBIA B HEM CpOK. Eciu B
JOKYMEHTE HECKOJBKO MYHKTOB C Pa3HBIMHA CPOKAaMH MCIIOJIHEHHUS, TO OH CHUMAETCS
C KOHTPOJIA MOCJIE€ BBITOJIHEHHUS MTOCIEHETO IO CPOKAM MEPOIPHUSITHUS, IPU YCIOBUU
BBITIOJIHEHUS BCEX MO3UIMK MPABOBOTO AKTA.

Ecnu B iporiecce paboThI BBISICHSIETCSI HEBO3MOKHOCTb COOIOJICHUS YKA3aHHOTO
CpOKa UCIIOJIHEHUS, TO OH MOKET OBbITh MPOJIJICH C YKa3aHUEM IPUYHHBI
HEHCIIOJIHEHUS U HOBBIX IMPEJIAra€MbIX CPOKOB, HO HE MO3IHEE, YEM 3a ABA JTHS J0
OKOHYaHMS CpOKa. B mpOTHUBHOM cilydae IOKyMEHT CUMTAETCS HE UCIIOJIHEHHBIM B
CPOK.

Nudopmaiiust 0 BEIMOJIHEHUU TOCTAHOBIICHUS WM PACTIOPSKEHUSI aipeCyeTcs
JNOJDKHOCTHOMY JIMILY, HA KOTOPOTO BO3JIOKEH KOHTPOJIb 3a €r0 BBINOJHEHUEM.

Ecnu moKyMEHT CHUMAETCSl ¢ KOHTPOJIS, TO HA HEM JENAeTCsl OTMETKA «/J[», B ciaydae
MPOJIEHUS CPOKa €ro UcnojgHeHus — «JIK», B ciaydae nepeBojia Ha BHYTPEHHUN
KOHTpOJIb — «BK».

B agmuHHCTparyu paiioHa CHATHE IOCTAHOBIICHUS (PaCTIOPSHKCHHSI) C KOHTPOJIS WK
MPOJIEHUE CPOKA €ro UCIIOJIHEHHS OCYIIECTBIISIETCS TJIABOM aIMUHUCTPALIUN
palioHa, B €ro OTCYTCTBHE — JIULIOM, UCTIOJTHSIOIINM €ro 00sS3aHHOCTH.
Wudopmarius o BRITIOJTHESHUH TOCTAHOBICHUS (pacTOPSHKCHUS) WIH TPHYAHAX
IIEpEeHOCca CPOKA €0 UCMOJHEHUS, NOANUCAHHAs PYKOBOJAUTEIEM OT/IENIa, KOMHUTETA,
YIPaBJICHUS aIMUHUCTPALUH PaliOHa U 3aBU3UPOBAHHAS KYPUPYIOIIUM
3aMECTUTENIEM IJ1aBbl AIMUHUCTPALMH PANOHA, C MOJJIMHHUKOM 3TOr0 JOKYMEHTA HE
MO3/IHEE, YEM 3a JIBa JHS JO CPOKA MUCIIOJIHEHHUS NIEPEIaeTCs I1aBe aIMUHUCTPALUN
paiiona Ha paccMoTpeHue. torosast nHpopmalius J0OKHA COEPKATH OJIHbIE
CBEJICHHSI 00 UCTIOJHEHUH 10 KaXKJAOMY MYHKTY TOKYMEHTa U MPEAJIOKEHNE O CHATUH
C KOHTPOJIS WIIK NPOJJICHUU CPOKA UCIIOJIHEHUS C YKa3aHUEM HOBOM JATBHI.

I'maBa agMuHHCTpanuu paiiloHa TPUHUMAET PELUICHUE O CHATHUH C KOHTPOJIS 3TOTO
JOKyMEHTa JU00 O MPOJJICHUH CPOKA €r0 UCIIOTHEHUS.

[Ipu HE0OXOAUMOCTH IJ1aBa aIMUHUCTpPAIIUU paliloHa BEIHOCUT BOIIPOC HA
paccCMOTpEHHUE alMapaTHOrO COBENIaHUs JTMOO MPOBOJUT COBEIIAHUE B paboueM
nopsiike, MO0 MaeT NONMONHUTENbHbIE nopydeHus. [locne aToro nadopmanus
nepenaeTcss EpMOMMXUHCKOMY CENBCOBETY ISl MOJATOTOBKHU ITOCTAHOBJIEHHUS O
CHATHUU C KOHTPOJISI JOKYMEHTA WUJIW MPOJIEHUH CPOKA €0 UCIIOJHEHUS.
IleproAMYHOCTH MOATOTOBKHU TaKUX JOKYMEHTOB — HE PEKE OJTHOTO pa3a B KBAPTAJL.



3aKOHUCHHBIC ACJIOIPOU3BOJACTBOM JOKYMCHTBI (1)OpMI/Ip}IIOTC$I B Ac€jIa B
COOTBCTCTBHHU C HOMGHKHaTypOﬁ JACII.

4. Buabl ci1yKe0HbIX JIOKYMEHTOB
4.1. IpoToxoa

[IpoTokom — TOKYMEHT, PUKCUPYIOMIHI X0 KOJJIETHAILHOTO 00CYXICHHS BOTIPOCOB
Y IPUHSTHIX PEIIeHUH Ha COOpaHUIX, COBEIIAHUIX, KOMUCCHUSX, 3aCEaHUSIX.
[TpoTokosbl 0hOPMIISIIOTCS CEKpETapeM Ha OCHOBaHUU 3aUCHU X0J1a 3aCEJaHU,
3BYKOBBIX 3aIHCEl ¥ MaTepHAJIOB, TIOJITOTOBJICHHBIX K 3aceaHuI0 (TEKCTHI
JOKJIaJIOB, BEICTYIIJICHUH, IPOEKTHI PEIICHUA, TIOBECTKA JTHS, CITUCOK MPUTIIAICHHBIX
u ap.).

CymiecTByIOT /IBa BUIa MPOTOKOJIOB: TTOJTHBIC U KpaTkue. [1omHbIH TPOTOKOMT
COJICP>KHT 3aIUCh BCEX BHICTYIUICHUH HA 3aCeaHWH, KPATKUN — TOJIBKO (haMUTTUU
BBICTYTIAIOIINX U KPATKYIO 3aITUCh O TEME BBICTYIUICHHS.

O0s13aTeTbHBIMY PEKBU3UTAMHE IMPOTOKOJIA SBIISIOTCS .

HAaWMEHOBAHUE OpraHa,

HaMMCHOBAHHUE BUA TOKYMEHTA (IIPOTOKOIM);

MOJTHOC HAUMEHOBAHHE KOJUICTHAILHOTO OopraHa (€ciiu MPOTOKOIMPYETCS 3aceIaHue
KOJUICTHAJILHOTO OpraHa);

7aTa ¥ HOMEp 3aceaHus;

CIIUCOK TIPUCYTCTBYIONIUX, MPUTIIAINEHHBIX JIUII;

MTOBECTKA JTHS;

dbaMuTuM, THUITHATBI TOKJIATIMKOB, BRICTYMAOIINX MO KaXIOMY BOTIPOCY TTOBECTKU
JHA,

MPUHSITHIC PEIICHUS TT0 KaKIOMY BOIIPOCY MTOBECTKH JTHS;

MIO/IITACH TIPEJICeIATEIIS U CeKpeTapsl.

B npoTtokone oTpaxkaroTcs MHEHHS TI0 pacCMaTPUBAEMBIM BOIIPOCAM U TIPUHSTHIE
pelreHus. 3a NpaBUIbHOCTD 3aIMCEN B TPOTOKOJIE OTBEYAET
MpeIceIaTeIbLCTBYIONTNI Ha MPOTOKOJIUPYEMOM MEPOTIPHUSITHH.

daMuUTUY TPUTIIAIIICHHBIX 3aIACHIBAIOTCS B TIPOTOKOJ (€C/IH UX HE oonee 15) B
an(aBUTHOM MOPSAKE C YKa3aHUEM MecTa pabOThl U JODKHOCTH. B mpoTokomax
MMOCTOSIHHO JICUCTBYIONINX KOJUIETHATIBHBIX OPTaHOB JOKHOCTH MTPUCYTCTBYOIIHX
He yKka3biBatoTcs. Eciu Ha 3acepanuu npucyTcTBOBaiu Ooliee 15 mpuriaiieHHbIX
JIUI], TO COCTABJISIETCS CIIHCOK MPUCYTCTBYIONTUX, KOTOPBIN MPHIIATAETCS K
MIPOTOKOITY, @ B IPOTOKOJIE YKA3BIBACTCS 00Iee KOJTMIECTBO yUaCTHUKOB.

Bormpock! B moBecTke qHS (HOPMYIUPYIOTCS B IPEATIOKHOM MAEKE C MPeIoraMu
«o», «00». He pekoMeHTyeTCsl BOMPOC WK TPYIITY BOTPOCOB (hOPMYTUPOBATH
cinoBoM «PazHoe».

B npotokonax ucnonb3yercs hopma U3JI0KEHUS TEKCTa OT TPEThETro JINIa
MHOKeCTBEeHHOTO0 uncia. CoaeprkaHue BBICTYIUICHUN U3JIaraeTCsl OT TPETHETO JIHUIA
€IMHCTBEHHOTO YHCIA.

TexcT OCHOBHOM YacTH MPOTOKOJIA COCTOUT U3 Pa3eNIOB, COOTBETCTBYIOIINX
MyHKTaM noBecTkH HA. [locTpoenue 3amvcu 00Cy)ASHUS KaXX0T0 BOpoca



MOBECTKH JHS OCYHIECTBIISECTCS MO CXEME: «CIYIIAIHN —BBICTYITHIA — PELLIAIA.
Cnosa «CJIYITAJIN», «BBICTYIINJIN», «PEIINJIN» nuiyTcs NponucHbIMU
OyKBaMH, KaXKJI0€ — OT JIEBOM T'PaHUIIbI TEKCTOBOIO MOJIS, MTOCIE HUX CTABUTCS
neoeroune. llepen cnoBom «CIIYIIIAJIM» craBuTCcs HOMEpP BOIIpOCca MOBECTKH JTHSI.
B paznene «CJIYIIAJIN» npuBoguTcs haMuians U MHALKAIBI TOKJIaTIYMKOB
(HaMMEHOBaHUE JTOJPKHOCTH YKa3bIBACTCS B IIOBECTKE JHS). 3aTeM JacTCs
coJiepKaHue JTokiIana (cooOmeHus, HHpopMaruu, otdeTa). Eciiu TokIa aukom
MPENOCTABJIEH TEKCT JOKIAAa, IEJIaeTCs CChIJIKA Ha ATO, a TEKCT JOKJIaaa
MPUJIAraeTcsi K NpOTOKOIY.

B paznene «BBICTYIIWUJIN» npuBoasTcss paMUIMK YU UHUIUAJBI BHICTYIAIOIIUX.
Ecnu cnoBo npenocTaBisgercs Uiy, NPUrIalIEeHHOMY Ha 00CYX AeHHE BOIpoca
MOBECTKU JHS, TO B MTPOTOKOJIE YKA3bIBAETCS €ro (paMuiius, UHUINAJBI U JTOJKHOCTb.
Bonpocs! k JOKIaI4MKY, BEICTYIIAIOIIMM U OTBETHI POTOKOJIUPYIOTCS IO MEPE UX
MOCTYIUICHUS, HO BMECTO CJIOB «BOIPOC», KOTBET» YKa3bIBAIOTCA (PaMUTUU U
VHUIUAJIBI.

B paznene «PEHINJIN» 3anuceIBaeTCs MPUHITOE PELIEHNE, KOMY, YTO CAEIATh U K
KaKOMY CpPOKY.

B npoTokone oTpaxxaroTcsi BCE MPUHSATHIE PEIICHUS C YKA3aHUEM YHCIIA TOJIOCOB,
MOJAHHBIX «32», KIPOTHUB», KBO3JICPKABIINXCSA», & TAKKE NPUBOJUTCS CIIUCOK JIUILI,
HE Y4aCTBOBABUIMX B I'OJIOCOBAaHHH.

B ciiyyae yTBepkIeHUS KOJUIETHAIBHBIM OPraHOM KaKoro-1u0o0 TI0KyMEHTA B
MIPOTOKOJIE TOJKHA COJEPHKATHCS CChLIKA HA 3TOT IOKYMEHT, a CaM JIOKYMEHT
JOJDKEH MPUJIAraTbCsl K MPOTOKOIY.

Oco00e MHEHUE 10 MIPUHATOMY PEIICHUIO0 YYAaCTHUK 3aceIaHus KOJIJIErHaabHOTO
OpraHa J0JDKEH U3JIOKUTh U MOANUCATh HAa OTJICIBHOM JIMCTE, KOTOPBIA MPUIAracTcs
K nmpotokony. Coaepkanre 0co00ro MHEHUS 3aITUCHIBAETCS] B IPOTOKOJI MTOCIIE
3alMCH COOTBETCTBYIOLIETO PELICHHUS.

B TexcTe mpoToKoIa OTpaXKarOTCs pelIeHHs TI0 MPOIEAYPHBIM Bompocam (00
YTBEPKJICHUH MMOBECTKU JHA, O MPEKPAILCHUH [TPEHHM, O IPUHATUHU K CBEJCHUIO
CIPaBOK, COOOIIECHUH U T.I1.).

K nportokony npunaratorcst TEKCThI IPUHATBHIX PEIICHUN, POEKTHI PENIEHUN U
CIIMCOK MIPHCYTCTBYIOIINX HA 3aceaHuu (Mpyu HEOOXOAUMOCTH — CTCHOTpaMMa), a
TAKXE MEePEAaHHbIE MTPEJICEAATEN0 MMCbMEHHBIC MPEJIOKEHUS U 3aMEYaHUs TEX
YYaCTHHKOB, KOTOPBIE 3aMUCAIIUCH JJIs1 BBICTYIUIEHUS, HO HE MTOJIYYHWIIHA CJIOBA BBUIY
MPEKPALIEHUs IPEHUM, a TAKKE BCE BOIIPOCHI, TOCTYNUBIIUE OT IPUCYTCTBYIOIIUX.
[IpoTokom 3aceianus MOANMMCHIBAECTCS MPEICEAATENBCTBYIOIINM Ha 3aCEIaHUN U
CEKpETapeM.

JlaToi mpoTOKoOJIa 3acefaHusl SIBIISIETCA IEHb €r0 IPOBEICHUS, €CIIM OHO
MPOAOJIKAETCA HECKOJIBKO JHEW, TO Yepe3 TUPE YKA3BIBAKOTCS JAThl Havajia u
OKOHYaHMUS 3aCEIaHMUS.

[IpoToKoJIbI OPOPMIIAIOTCS HA CTAHAAPTHBIX JIMCTaX Oymaru, JJis MPOTOKOJIOB
MOCTOSIHHO JACHCTBYIOIIMX KOJUIETUAJIbHBIX OPTaHOB MOTYT HUCIOJIb30BATHCS OJIAHKU
C YKa3aHHEeM HauMCHOBAaHHS KOJUICTHAIILHOTO OpraHa, BUAa JOKyMeHTa (IPOTOKOJI),
MecCTa IMPOBEICHUs, JaThl K HOMepa 3acenanus (prioxkenue 6). [IpoTokon
oopmIIsieTcs B TE€YEHHUE OAHOrO - TPEX AHEH Moclie MPOBEACHUS 3acCeIaHUsl, €CIU



CPOKH €0 IOJrOTOBKH HE OTOBOPEHBI 0c000.

[TpoTokoisl 3aceqanuii (COBEIIaHNI) XpaHIATCS B OpraHax B TCUCHHE
YCTaHOBJICHHOTO HOMEHKJIATYPOH JIe)T CpoKa XpaHECHHUs, 3aTeM CHAI0TCS B apXHUB Ha
MOCTOSTHHOE XpaHeHHe (ITpH HEOOXOIUMOCTH).

4.2. Belnucku u3 IIPOTOKO0JI0OB U IIPABOBbIX AaKTOB

B BhIIMCKaX U3 MPOTOKOJIA U TIPABOBOTO aKTa JIeJaeTCs JOCIOBHAS 3aITUCh
COJICP)KaHUs BBIMMHCHIBAEMBIX a03aIleB.

BhIIICKY ¢ 3aBepUTEIHLHON 3aTUChI0 «BepHO» MOANMCHIBACT U 3aBEPSCT MeYaThIO
JIMIIO, YITOJTHOMOYCHHOE B COOTBETCTBUH C JIOJKHOCTHOW MHCTPYKIUEH, C
yKa3aHUEM CBOCH JTOJKHOCTH, MHHUIIMAJIOB, (haMIIIUH, TaTHlI.

B mpaBoBBIX akTax mpu 0POPMIICHUHU BBIMHUCKH IMHIIETCS 0053aTEIIBHO
KOHCTATHPYIOINast 4acTh, B TPOTOKOJIAX — BBOJIHAS YacTh (BKIIIOYAs TIOBECTKY JHS), a
3aTeM — JIOCIIOBHAS 3aIUCh CoepKaHus ad3ameB (puioxeHue 7).

4.3. Cny:xke0Has (TOKJIaqHASA) 3aMHCKA

JloknaaHas (cyxeOHas) 3aIucKa UCTIOIB3YETCS ISl ONIEPATHBHOTO
MH()OPMAILIMOHHOTO OOMEHA MEXKY CTPYKTYPHBIMU MOAPa3IeICHUIMU U
pykoBoAcTBOM. CiyxkeOHas 3amucka — JOKYMEHT, apeCOBaHHBII pYKOBOIUTEIIO
opraHa, Coiep>Kalnii 00CTOATENbHOE U3JI0KEHNUE KAaKOro-1M00 BOMpoca C BEIBOAAMU
U TIPEJIOKEHUSIMU COCTABUTEIIS.

Buytpennsis cinyxeOHas 3amucka, ajpecyeMasi pyKoBOJICTBY OpraHa, moJIMUChIBACTCS
PYKOBOJUTEJIEM CTPYKTYPHOTO Nojpa3aesieHus u opopmisieTcs Ha IucTe Oymaru
dbopmara A4, uMeeT Jaty, 3arojioBOK K TEKCTY.

Ecnu cnyke0OHas 3amnucka UCXOAUT OT UMEHU OpraHa, TO OHa MOAMKUCHIBACTCS
PYKOBOJUTEJIEM U MeUaTaeTcs Ha OJIaHKe, UMEET ATy, UCXOASIINI HOMED,
3aroJ0BOK K TEKCTY.

Tekct moknamgHOW (CITy)KEOHOHM) 3allMCKH, B 3aBUCHUMOCTH OT CJIOXHOCTH
COJIEp’KaHMsI W MPUBOJUMOW apryMeHTallMd, COCTOMT M3 OJHOM, JIBYX WM TpeX
YacTeu:

- B NIEPBOM YaCTHU U3JIAraloTCs MPUYMUHBI, (DAKTHI WU COOBITHUS, MOCIYKUBIINE
MOBOJIOM JIJI1 COCTABJICHUSI JOKYMEHTA;

- BO BTOPOM YacTH JaeTCsl aHali3 CJIOXUBILIEHCS CUTyallud, BO3MOKHBIC
BAPUAHTHI €€ PEIICHUS,

- B TPEThEH YaCTH U3JAratoTCsl BHIBOJIBI.

Peructpauus JOKJIAQOHBIX M CIHYXEOHBIX 3aMHCOK OCYILIECTBISIETCS B
CTPYKTYPHOM MOApa3/IeI€HUH, OJATOTOBUBIIEM JIOKYMEHT.

Pexomennyembie 00pa3ipl 0hOpMIIEHUS JOKIAJAHOW 3alMCKU M CIYKEOHOU
3aIMCKH, TIOJrOTOBJICHHOW Ha OCHOBE MJICKTPOHHOTO ImadioHa (mprioskeHus Ne 8,
9).

4.4, AKT




AKT — TOKYMEHT, COCTAaBJI€HHBI HECKOJIbKMUMU JIMLIAMU U MOITBEPK AN
YCTaHOBJICHHBIE (DAKTHI U COOBITHUS.

AKTBI COCTaBJISIFOTCS IO pe3yJibTaTaM PeBU3UU (DMHAHCOBO-X035IMCTBEHHOM
NEATENBHOCTH, PUEMa-TIEPENAYH A€, TPOBEPKHU HATUYNS, UHBEHTAPU3ALUH U JP.
AKT COCTaBIISIeTCS KOJUICTHAIBHO (HE MEHEe JIBYX COCTAaBUTEINICH) WK CIISITHATEHO
YIOJHOMOYEHHBIM JTOJKHOCTHBIM JIUIIOM.

AKTBI COCTaBIIAIOTCSI HAa OCHOBE YTBEP)KJICHHBIX OpraHaMH BJIACTHU
yHUDUIIMPOBAHHBIX (GopM UKW B CBOOOJHON (opme B IENSIX TMOATBEPKICHUS
(akTOB, CBSA3AHHBIX C JIESITEIBHOCTBHIO OpraHu3anuu. PekomeHayembiii oOpaszern
odopmiacHus akta (mpuaoskerue Nel0).

IIpyu cocraBneHHMM aKTOB  MCIOJB3YIOTCS  PEKBU3UTHI. HAMMEHOBAaHHE
OpraHu3aluy; HANMEHOBAHHUE BUJA JOKYMEHTA; JaTa JOKYMEHTA; PErUCTPALIMOHHBIN
HOMEp JOKYMEHTA, MECTO COCTABJIECHUS WM HM3JaHUS JOKYMEHTA, 3arojOBOK K
TEKCTY; MOJIIHUCH.

JlaToii akTa SBIAETCA JaTa COCTaBJIECHUS aKTa W MOANUCAHUSA  €ro
COCTaBUTEISIMHU.

Ecou dopMoit akTta mnpeaycMOTpPEHO €ro yTBEPKACHUE PYKOBOJIUTEIEM
OpraHu3alMd WM WHBIM YIOJTHOMOYEHHBIM JOJDKHOCTHBIM JIMIIOM, JAaTOM akTa
ABJISICTCS J]aTa €TO YTBEPKICHUS.

B BBOIHOI 4acTH aKTa B UMEHUTEIBHOM NAJI€KE YKA3hIBAKOTCA

OCHOBAaHUE COCTaBJICHUS aKTa (ToKaBHBIH HOPMAaTUBHBIN aKT;
pacIoOpsSIIUTEIbHBIA JOKYMEHT opraHu3anuu (Mpukas, pacropspkeHue); (GakT WM
COOBITHE, TIOCTYKHMBIIICE OCHOBAHUEM JJISI COCTABIICHUS aKTa);

cocraButenu akTta (mepeuncisiorcs mocie cioBa "CocTaBieH" ¢ yKa3aHHEM
NOJDKHOCTEM, HAWMMEHOBAHUW  OpraHu3aldii, €CJIH  COCTABUTEIN  SIBJISIFOTCS
NPEICTAaBUTEIIAMU JAPYTOi opraHu3anu, GaMuIHid 1 HHUIIHAJIOB).

Ecnu akt cocraBieH koMuccuel, nepBoi ykasbiBaeTcsl haMuiivs mpeaceaaTes
KOMKCCHH, 3aT€M WICHOB KOMUCCUU B alI()aBUTHOM MOPSJIKE.

B Ttekcre akra wu3nararorcs IENM M 3aJa4d COCTABJICHUSI aKTa, CYIIHOCTD,
XapakTep, METOAbl U CPOKU MPOJETaHHOMN pabOThl, €€ pe3ybTaThl.

[Ipu HEOOXOAUMOCTH aKT MOKET COJIEPKATh BHIBOJIBI U PEKOMEH AN H.

B 3axirounTenbHOM 4YacTH aKTa YKa3bIBaIOTCS KOJMYECTBO MOATOTOBIECHHBIX
JK3EMIUISIPOB aKTa M MECTOHAXOXJACHHUE KaXJI0oro »sk3emiuisipa. KommuecTBo
JK3EMIUISIPOB aKTa OMNPEIEIISIETC KOJIMYECTBOM CTOPOH, 3aMHTEPECOBAHHBIX B €TO
COCTaBJIEHUU, WU  HOPMATUBHBIMH  TpeOOBAHUSIMHU,  PErVIAMEHTUPYIOIIUMHU
COCTaBJICHUE aKTOB KOHKPETHON PAa3HOBHUIHOCTH.

DK3eMIUIAPhl aKTa TOIIMUCHIBAIOTCS BCEMH 4WICHAMH KoMHccHU (€Clu  akT
COCTaBJSUICS ~ KOMHUCCHEHW) WM COCTABHTCISIMH W, TPH HEOOXOIMMOCTH,
MPUCYTCTBOBABIINMU JIUIIAMH.

[Ipu noanucanuu akta npejaceaaTesieM U YieHaMH KOMUCCHY HAUMEHOBAHUS UX
JNOJKHOCTEN HE YKa3bIBAKOTCS.

Ocoboe MHEHHE COCTaBUTENS aKTa WU3Jaraercsi Ha OTHAEJIbHOM JIUCTE,
MOANUCHIBAECTCS ¥ IPUIIATaeTCsl K aKTy.

Ecmn  3akoHomarensctBOM — Poccumiickort — depepauymmu  OpeayCMOTPEHO
O3HAKOMJICHHE C COJIepKAHUEM aKTa JIUIl, YIOMSHYTHIX B akTe, MOJ MOJAMHUCH, HA




TOCTICTHEM CTpaHMIIE aKTa TMPOCTABIACTCS O3HAKOMUTENIbHas Bu3a 'C aKToM
o3HakomJieH(bI)", TP 3TOM YKa3bIBAIOTCS HAUMCHOBAHUS JOJDKHOCTCH, JIMYHBIC
TOJNUCH, pacmM@pPoOBKH TOANMMCEH, JaThl O3HaKomuyieHUs. Jluia, KoTopbie
3HAKOMSATCSI C COJEPKaHUEM aKTa, UMEIOT MPAaBO HE COTJIACUTHCS C COJIEpKAHUEM
akTa B II€JIOM HJIM €ro OTIASIbHBIMU IIOJOKEHUSIMH, YTO JIOJHKHO OBITh
3a()UKCUPOBAHO TIPH O3HAKOMIJICHHUH C aKTOM.

4.5, IIucsMo

[TuceMo — 310 00001IEHHOE HA3BAHHUE PA3IUYHBIX IO COAEPIKAHUIO TOKYMEHTOB,
UCIIOJIB3YEMbIX IpPU NEPENUCKEe MEXKIY IBYMs U OoJiee agpecaTamH.

[Tuchbma MOATrOTaBIMBAIOTCS KaK MHUIIMATUBHBIE, IO YKa3aHUIO PYKOBOIUTENS
oprasa, a TaK)ke Kak OTBET Ha MOCTYyUBUINE JOKYMEHTHI, U I1€4aTarTCs Ha OJaHKe
nuchMa. J[ist muceM MpUMEHSFOTCS YIIOBbIe OylaHk| (ripriioskeHue 3).
Cnyxe0HbIe TUChMa JTOHKHBI OBITh KPATKMUMU, HE TIPEBBINIATEH ABYX CTPAHHII,
COCTaBIIATHCS, KaK MPaBUIIO, [0 OJJHOMY BOIIPOCY.

[TucbMO COEpKUT CIAEAYIOIINE PEKBU3HTHI:

- aJipecar;

- J1aty;

- pPETUCTPALMOHHBIA HOMED;

- CCBUIKY Ha PETHCTPAIMOHHBIA HOMEP M JIaTy BXOJSIIETO JOKyMEHTa (IIpH
HEOOXOIUMOCTH);

- TEKCT;

- CCBUIKY Ha MpUIOKeHHs (ITPH HAJTUYWN);

- MIOJIMIUCH;

- UTHUIMAJIbI, (aMUIIUIO0 UCTIOJIHUTEISI, HOMEP ero TenedoHa U JaTy UCTIOJTHEHUS
JOKYMEHTA.

[Tucbmo opopMIISAIOT Kak ¢ 0OpallleHreM, Tak U 0e3 oOpalieHus K aapecary.
Haubonee yacto ynotpebisembiMu hopmaMu 0OpaiieHus SBIsSIOTCS TaKue, Kak:

VYBaxkaembiit Cepreit BacunbeBuu!

YBaxaemble 3asButenu! (ymorpedisercs, Korjia UMeHa ImoTyqaresiei michMa He
U3BECTHBI).

Ecnu nmucbMo sBIIsIeTCSI OTBETOM Ha TIOCTYIMUBIIUHN 3alIPOC WK TTPOCHOY,
3aIOTHACTCS] PEKBU3UT ''CCHIIKA HA PETUCTPAIIMOHHBIN HOMEP U IaTy MOCTYIIHUBIIIETO
nvcbma',

HammenoBanne Buja jgokymMeHTa (‘'muchbMO") HW  pa3HOBUIHOCTH THChMa
(manpumep, ‘''mpocwba”’, "mHbopmauuonHoe”, ‘“compoBomuTenbHoe", “3ampoc”,
"HarloMyUHaHUe") B JACIOBBIX (CIy)KEOHBIX) MMChMaX HE YKa3bIBAIOTCS.

Ecnu muceMo HampaBisieTes aapecary mo 3JISKTPOHHOM MoYTe Wi 1Mo dakcy 0e3
JOCBUIKM TIO TIOYTE, BMECTO TOYTOBOTO aJpeca YKa3bIBACTCA aapec SIEKTPOHHOU
MOYTHI UM HOMED TenedoHa-(pakca.

[TuceMa coCTaBISIOTCS 1O CXEME: BCTYIUICHHE, OCHOBHAS YacTh, 3aKIIOUCHUE.
Bo Bcrymuiennn gpopmynupyeTcsi Tema miuchMa, 00BbICHSIONIAs TPUIHUHBI €T0
Hanucanus. BeTyruieHne MOXKeT cofiepKaTh: CChUIKY Ha JJOKYMEHT | (WJIH) €ro



OT/IeJIbHBIC TYHKTHI, MOCTYKUBIINE OCHOBAHHEM; KOHCTATallMIO (haKkTa, COOBITHS,
CJIOKMBIIENCS CUTYalluH.

B ocHOBHOI1 yacTu U3naraeTcsi ONUCaHue COObITUS UM CUTYyallUH, UX aHAIIU3 U
MPUBOJAUMBIE JOKA3aTENbCTBA, (PAKThl, pa3bSICHEHUS U COOOIICHUS,
COIIPOBOXKIAEMBIE pACYETAMHM, CCHIIIKAMU, TOKYMEHTAMMU.

TekcT nmuchbMa u3araercst OT MEPBOro JUIA MHOXKECTBEHHOT 0 YncIa (IpocuM,
HaIpaBJIsieM) WU TPETHETO JIMIA SAMHCTBEHHOTO YKcia (OTIel MPeI0CTaBIIsICT).
Hauano ocHOBHOI yacTu popMyaupyeTcsi B 3aBUCUMOCTH OT Ha3HAYEHUS U
COAEP>KaHUSI ITUCEM.

dopma H3IT0KEHHUS TEKCTa OT TIEPBOTO JIMIIA SIUHCTBCHHOTO YKcia (mpoiry,
IpeJyIararo, HapaByIsio U T.11.) BO3MOXHA B CIIydasiX, €CJIH MMCbMO 0(OPMIISCTCS Ha
JOJKHOCTHOM OJIaHKE WITK COAEPKUT MEPCOHAIBHOE OOpallieHue K ajpecary.

B nucemax ykas3pIBaeTCs TOUHOEC HAMMEHOBAHUE aJpecara v ero aapec.

IIncpMa NOANMCHIBAIOTCS AOJKHOCTHBIMH JIMIITAMHA B COOTBETCTBHH C
pacripeieieHueM o0s3aHHOCTEN. BHOCUTH Kakue-1100 UCTIPaBICHUS WU
n00aByieHUs B MOJMUCAHHBIC MIChMA HE JIOMYCKAETCS.

Ha konuu nuckMa cTaBUTCS BU3a UCHIOJHUTENS U APYTUX paOOTHUKOB, C KOTOPBHIMHU
COTJIACOBAH MPOEKT MUChMA.

B cnyxeOHbIX MUChMax U3JI0KEHUE BEIETCSl OT IEPBOTO U BTOPOTO JIUIA
MHOKECTBEHHOTO 4Kciia: «BricbutaeM Bam...», «IIpocum HampaBuTh HaM...» («BbI»,
«Bac» u T.4. nuIIeTcst ¢ MPONUCHON OYKBBI, a KMBI», KHAC», KHAM» U T.J. — CO
CTPOYHOW).

ConpoBoauTENBHBIE MHChMA COCTABIISIIOTCS K JOKYMEHTaM, HE UMEIOIIUM
aJpPECYIOIIEH YaCTH.

B conpoBoAMTENBHBIX MUChMAX YKa3bIBACTCS HAMMEHOBAHHUE COMIPOBOXKAAEMOT0
JOKYMEHTA, COJIEPHKATCS MOSICHEHUSI OTHOCUTEIIBHO XAPAKTEPA UCIIOJTHEHUS NN
L[EJIM HAIlPaBJICHUSI PUJIAraeMoro J0KyMEHTA.

I"apanTHiTHBIE THCHMA COCTABIISAIOTCS C UEIBIO MOATBEPKACHUS ONPEACIECHHBIX
oO€IIaHNi W YCIOBUN U aJIPECYIOTCS YUPEKICHUIO WIH OTAEILHOMY JIUILY.

He nomyckaercss oTmpaBisiTh ajapecataM INHCbMa, HE HMEKONIME JaTbl U
PErUCTPALIMOHHOTO HOMEPA.

ITocne moanucanusi MUCbMa PYKOBOJMTENEM WIIA WHBIM YIOJHOMOYEHHBIM UM
JULOM:

- HK3EMIUISIP MUChMa, O(OPMIICHHBIN Ha OJIaHKE, MOJIMUCAHHBIN PYKOBOAUTEIEM
Y 3apETUCTPUPOBAHHBIN, HANPABISAETCS aIpecary;

- KONYsA MHChMa C BU30M MCHOJHUTENS U SK3EMILUIAP MMUChMA, COCTABICHHBIN Ha
PYCCKOM $I3BIKE€, C BU3aMH 3aMHTEPECOBAHHBIX JIUL ITOMEIIAIOTCS B JIEIIO.

Ecnn nuceMO aapecoBaHO OpraHM3alvy, CHadala JAaeTCs €€ HAauMEHOBAHME,
3aTEM - IIOYTOBBIN aJIPEC B MOCIIEIOBATEILHOCTH: HOMED I0Ma WJIN 3[1aHUS, HA3BAHHE
VIIMIIBI; HA3BaHUE FOPOJIa; CTPaAHA.

Kaxx1plii 371eMEHT ajipeca MUIIeTCss Ha OTACIBHOM CTPOKE.

JIOKYMEHTBI, HalpaBJsieMbI€ B MOJABEIOMCTBEHHBIE U CTOPOHHUE OpPraHU3aLINH,
MOAIUCBHIBAIOTCA ~ 3aMECTUTEISIMA ~ PYKOBOJIWUTENS  OpPraHU3alNH, WHBIMU
JNOJDKHOCTHBIMH JIMIIAMUA OPraHU3alMU B COOTBETCTBUM C NPEAOCTABICHHBIMU UM
MTOJTHOMOYUSIMH.



[Ipu HanpaBieHUH TUCHhMA WK BHYTPEHHETO HHPOPMAITMOHHO-CIIPABOYHOTO
JOKYMEHTa HECKOJILKHUM ajipecataM (He 0oJjiee YeThIpeX) MOITUCHIBACTCS KaXKbIN
OTHPABIIAEMBIN SK3EMIUISIP JOKYMEHTA.

4.6. Iopsiiok cOCTABJIEHUS] M OTIPABKHU TeJlerpaMM M Tejie()OHOrpaMm

[lepenucka no Tenerpady BeAETCS TONBKO MO CPOYHBIM CITYKEOHBIM BOIIPOCAM.
TenerpaMMbl MOJMKUCHIBAIOTCS PYKOBOJUTEIIEM OPTraHa WIIHA €r0 3aMECTUTEIISIMHU.
IIpoekTsl Tenerpamm, NpenoCTaBIIEMbIE HA MOINUCHh PYKOBOJICTBY OPraHa, JOJKHBI
COCTaBJISITHCSI KPATKO, YETKO M3JIaraTh COACPKaHUE, BUSUPOBATHCS UCTIOJIHUTEISAMU U
PYKOBOJUTEISIMUA OPTAHOB, @ B CIy4yae HEOOXOAMMOCTH COTJIACOBBIBATHCS U
BU3HPOBATHCS PYKOBOJUTEIISIMU IPYTUX 3aMNHTEPECOBAHHBIX OPTaHOB.

TenerpaMmbl pErUCTPUPYIOTCS B OOIIEM MOPSIKE.

TenedhonorpaMmbl MOAMUCHIBAIOTCA PYKOBOJIUTENIEM, PETUCTPUPYIOTCS, a 3aTEM
MepenaroTCs.

TenedonorpamMmsl, aipeCOBaHHbIC PYKOBOJIUTEIIO OpraHa U €ro 3aMeCTUTEIISIM,
NMPUHUMAIOTCS cekpeTapeM (JIMIIOM, OTBETCTBCHHBIM 3a BEJICHHUE JICJIONPOU3BOICTBA)
Y HE3aMEIJIUTEIBHO JOKIIAIBIBAIOTCS MOCIE UX IPUEMA, a 3aTEM PETUCTPUPYIOTCS
CeKpeTapeM (JIMIIOM, OTBETCTBEHHBIM 3a BEJICHHUE JCIIONPOU3BOJICTBA) U MEPEAAOTCS
JUISl ICTIOJITHEHUS B COOTBETCTBHUM C PE3OJIOLHUEN PYKOBOJUTEIISI OpraHa.

B tenedonorpamme 10MKHBI YKa3bIBaThCs: HA3BaHUE BUJIA JOKYMEHTA,
HaWMEHOBaHUE OpraHu3alliy, 1aTa, HOMEpP, HAMMEHOBAHUE, UHUIUABI U (paMumus
azpecarta, TEKCT, IOJKHOCTh, MHUITUAIBI U (paMUITUA JIUIIA, MOMHUCABIIETO
TenedoHorpamMmy; JOJKHOCTh, MHUIMANBI U (paMUITUU TIepEaBIIEeTo U
MpUHUMAaroIIero TeaedonorpamMmmy, Homepa TenedoHOB, MO KOTOPHIM MepeaeTcs U
npuHUMaeTcs uHdopMalusi, BpeMs rnpueMa u nepeaadyu TeepoHOrpaMMBl.

4.7. JasgBiaeHue

3asiBJI€HUE — JOKYMEHT, aJIpECOBAaHHbIN TIOJPKHOCTHOMY JIUILY U COAEPKAIIUN
OMPENIENICHHYIO NPOCHhOY WU MPEIJIOKEHHUE.

3asIBJICHUE COJICPKUT CIEAYIOIINE PEKBU3UTHI:

- angpecar (IOJPKHOCTh, MHUIHAIBI U (PaMUITHIO JTOJDKHOCTHOTO JIUIIA);

- aBTOD 3asABJICHUS (B POJAUTEIHLHOM TAJICKE YKA3hIBACTCS (PaMIIINs, HHUIHAIIBI,
JOJDKHOCTB; Tepel paMIiiueit peior «OT» He MHUIIeTCs);

- BHJI JIOKyMEHTa (3asiBIICHUE);

- TEKCT;

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

- HOJIMUC.

TekcT 3asBIEHUS IO KaJIPOBBIM BOIIPOCAM MOXKET OBITh THUIIOBBIM.

TekcT mr000T0 3asIBJIICHHUS HAYMHAETCS C CYIECTBa BoIpoca, oopameHus (mporry
MIEPEBECTH, TPOIITY MPOBEPHUTH COCTOSTHUE). DopMa U3ITOKCHHSI 3aBICHHSI
cBOOOHAS.



3asiBJIeHHE MOYKET MMETh MPHIIOKEHUs (HanpuMep, K 3asBJICHHUIO O TIpUeMe Ha
paboTy npuiaratoTcs NOJJIMHHUKY WX KO JOKYMEHTOB 00 00pa3oBaHUM, aHKETA,
aBToOMoOrpadus u ap.).

3asBiieHue niepeaacTcs (HanpaBIIseTcs) PyKOBOIUTEIIIO TS IPUHATHSI PEIICHHUS.
Pemenne pykoBoAUTENSL BBIPAXKAETCS PE3OTIOLUEH. 3asIBICHUE C PE3OTIOLHAEH
CIIy’)KAT OCHOBaHHEM K U3JJaHUIO TIPUKa3a, pacropsikeHus (10 KaJIpoBBIM BOIIPOCAM)
WM JPYTOTo JOKYMeHTa (IMMChMa aBTOPY O MPUHATHH PEIICHHS, TPUKA3a O
MIPOBEJCHUN SKCIICPTH3BI, TPOBEPKH H T.II.).

3asiBiieHre opopMIIIETCsl HAa CTAHIAPTHOM JIUCTE OyMaru dbopmara A4.

5. Ilpuem, o0padoTKa, perucTpanus U pacCMOTPEeHHE CIayKeOHOI
AOKYMEHTALMH

5.1. Opranu3zanus 10KyMeHT0000pOTa

JIOKyMEHTOOOOpPOT  BKJIIOYAET BCIO  MOCJIEJOBATEIBHOCTh  MEpPEMEIICHUM
JOKYMEHTOB, a TaKXe OIepallid, COBEPIIAEMbIE C JOKYMEHTaMH B MPOLECCE HX
CO3JIaHUs W WCIONHCHUs (MOJIydYeHHe, OTIpaBKa, NpPeIBAPUTEIHLHOE PACCMOTpPEHUE,
PETUCTpALUsS, PACCMOTPEHUE PYKOBOIUTEIICM).

Ilenp opranu3anuu JOKYMEHTO000pOTa - 00eCTIeYeHUE CBOCBPEMEHHOTO TIPUHITHS
YIpaBIEHYECKUX PEUICHUN U UX UCTIOTHEHHUs. 3a/1a4a JOKYMEHTO000poTa -
OpraHU30BaTh JBUKEHHUE JOKYMEHTOB [0 HAUMEHEE KOPOTKOMY MYTH C
MUHHMMAaJIbHBIMU 3aTpaTaMy TPyJa U BPEMEHH, B YCIOBUSIX DJIEKTPOHHOTO
JTOKYMEHTO000pOTa - 00eCTeYUTh JOCTYII K JOKYMEHTaM noJib3oBaTtensim COJl B
COOTBETCTBUH C MPEOCTABICHHBIMU UM MTPaBaMH.

B ycnoBusix npumenenuss COJ/] B opraHu3annu HUCIIOIb3YIOTCS JJIEKTPOHHBIE
JIOKYMEHTBI, @ TaK)Ke 3JIEKTPOHHbIE KOMUHU JTOKYMEHTOB, MOJIYUYECHHbIE B pE3yJbTaTe
CKAaHUPOBAaHUSI JOKYMEHTOB Ha OymakHOM HocuTene. J[OKyMeHTBbl OpraHu3alui,
UMECIOIIME BpPEMEHHbIC CpokW xpaHeHUs (mo 10 JieT BKIIFOYUTEIBHO) MOTYT
CO3/1aBaThCsl, XPAHUTHCS U UCIOJIB30BATHCS UCKIIIOUUTENBHO B (POPME AIIEKTPOHHBIX
JOKYMEHTOB.

[lepeyeHb JOKYMEHTOB, CO3aBa€MbIX, XPAHUMBIX U UCIIOJIb3YEMbIX UCKIIOUYUTEIBHO
B (pOpMeE IEKTPOHHBIX TOKYMEHTOB, YTBEPKIAETCA PYKOBOAUTEIEM OpPraHU3allUH.
JIOKyMEHTBI KJTaCCU(PUUUPYIOTCS: HA BXOASIIUE, UCXOSIINE, BHYTPECHHUE
JTOKYMEHTHI (TIepenrcKka BHyTPH OJTHOTO OpPraHa).

1. Bxogsiuue qOKyMEHTHI.

Bce nocrynaromue ciuyxeOHble JOKYMEHTBI SABJISIIOTCS] BXOSIIIEH
KOPPECHOHACHIHEH.

JlocTaBKa TOKYMEHTOB B aIMUHUCTPALIMIO TOPOJIa OCYIIECTBISAETCS:
(dhenpaberepcKomn Cciyx00ii;

MOYTOBBIM OTJICJICHUEM CBSI3H,

HEIMOCPEACTBEHHO MPEACTABUTEIISIMU PA3IMUHbBIX OPraHU3ALNH, yUpEKICHUH,
NPEINPUATAN U T.11. (1ajiee — HApOYHBIM);

C UCIOJIb30BaHUEM (DAKCUMUIIBHOM, 3JIEKTPOHHOU U TenerpadHoOM CBsI3U;

yepe3 Equnyto cuctemy 3€KTPOHHOTO JOKYMEHTO000poTa ANTalCKOro Kpasi.



ITpu npreMKe KOpPECIOHACHIINH, JOCTABIAEMON HAPOYHO, MIPOBEPSIETCA
MPaBUIBHOCTH IOCTaBKH, LIEJIOCTHOCTh YIIAKOBKH, HAUIMYUE YKA3aHHBIX MMPUIIOKEHUN
Y COOTBETCTBHE HOMEPOB JIOKYMEHTOB Ha BTOPBIX IK3EMIUISIPAX UJIU B )KypHAJIE
nepenaun. Ha BTOpBIX 3K3eMIUISIpax WM KypHajlax Mepeladyd CTABUTCS JaTa U
MOAIUCH CIIEIIUATUCTOB, IPUHABIINX JOKYMEHT.
Bpimadya 1oOKyMEHTOB JullaM, OTBETCTBEHHBIM 3a BEICHUE JICIIONPOU3BOACTBA B
opraHax, ymoJHOMOYEHHBIM JOCTABIATh U 3a0UpaTh JOKYMEHTHI, KOTOPHIE HECYT
MEPCOHAIBHYIO OTBETCTBEHHOCTH 3a COXPAHHOCTh M KOJIMYECTBO BBIAAHHBIX
JOKYMEHTOB, OCYLIECTBIISETCS MO POCIIUCH.
Konsepth! (0anaepoiin), KOTOPhIE HMEIOT MTOMETKY «JIMUHO», TepeaaroTcs
azgpecaram B 3aKpbITOM BUJIE.
[IpueM KoppecnoHeHIINH, TI0CTABICHHOU (eIbIbErepcKkoil Ci1yk00iH,
ocymectsisieTca oraesnoM ['O UC anMuHUCTpannu paioHa.
Oummbo4YHO MpUCTaHHBIE JOKYMEHTHI BO3BPAIIAIOTCS OTIPABUTENIO.
CnyxeOHasi KOpPECIIOHAEHIIUS BCKPBIBACTCS, perucTpupyercs cekperapeM B COJI B
cooTBeTcTBUM ¢ Pernamentom pabotel B CO/] 1 HampaBiisieTcs Ha paCCMOTPEHUE
PYKOBOJIUTEIIIO.
Ha nmokymeHTax B IMpaBOM HUYKHEM YTIIIy HA IEPBOW CTPAHUIIE OCHOBHOI'O JOKYMEHTA
MPOCTABJISIETCS IITAMIT C OTMETKOM AaThl M BXOJAIIETO PETMCTPALIMOHHOIO HOMEPA.
JIOKyMEHTBI PETUCTPUPYIOTCS HE TO3/IHEE CIIEIYIONIETO pab0Yero THSI C MOMEHTA UX
MOCTYIUICHUS B MOAPA3JAEIICHUE, OCYIIECTBIIsIONIEeEe perucTpaunto.  CpodHbIe U
ONEPATUBHBIE JOKYMEHTHI PETUCTPUPYIOTCS HE3AMEIIUTEIBHO.
B nporuecce neppoHavaibHOM 00pabOTKH KOPPECTIOHAEHIINHU, MOCTYNAOIICH B
KaHIEISPUIO0, TPOBEPsETCsS 0€30MaCHOCTh BIIOKEHUN, KOMIUIEKTHOCTD U LIEJIOCTHOCTD
JIOKyMEHTOB U MPUTIOKEHUN K HUM, a TAK)KE€ HAIMYKME HEOOXOIUMbIX PEKBU3HUTOB.
[Tpu oOHapyKeHUH HEKOMILIEKTHOCTH WJIM OBPEXKACHUU JOKYMEHTA HA MOCIEHEM
JIUCTE WUJIM HAa 000POTE MOCIIEIHETO JIUCTA TPOCTABISETCA COOTBETCTBYIOIIAS
OTMETKA U COOOIIAETCS OTIPABUTEITIO.
KonBepThl, Kak NpaBUIIO, YHUUTOKAKOTCS, KPOME CIIy4aeB, KOTJa 0 HUM MOKHO
YCTAaHOBUTH aJIpeC OTIpaBUTENs (MPU OTCYTCTBHHU apeca Ha JJOKYMEHTE) WA BPeMs
OTHPAaBKU U MOJYYEHHUS JOKYMEHTOB.
[TocTynuBiIne TenerpaMMbl PpECUCTPUPYIOTCA IO TEM K€ MPABUJIaM, YTO U IUCHhMa, a
3aTEM MEPEAAOTCS Ha pACCMOTPEHHUE PYKOBOJICTBY U UCIIOJHEHHE.
[lepenava nundopmannu ¢ NOMOIIbIO TeIE(HOHOTPAMM OCYIIECTBIISIETCA KaK YCTHO
0 KaHaliaM TeliepoHHOM cBsi3H, Tak U uepe3 COJI. Tekct nmocTynusien
TenedoHOrpaMMBbI C YKa3aHUEM €€ HOMepa, HAMMEHOBaHUsI, HoMepa TesieoHa
OTHPABUTENS U BPEMEHH MpHUEMa, a TAKXKe JI0JHKHOCTh U (haMUIIus JIHIIA,
NPHUHSBIIETO TeJIe(OHOTrpaMMYy, 3aIUChIBaeTcs (TiedaTaeTcs) Ha CIeIHaIbHOM
OJIaHKE WJIU B )KypHAJI€ U ONEPATUBHO MEPEAAETCS PYKOBOAUTEINIO.
Opranuzanus padboThl C JOKYMEHTAMH, OJYYEHHBIMH MO 3JIEKTPOHHOMU MOYTE,
OCYUIECTBIISIETCS. B 00IIEM MOpsiAKe coriacHO MHCTpyKIuu ¢ 00s13aTebHbIM
MPOCTABJIECHUEM OTMETKHU O crioco0e noiyueHust Jokymenta B COJ1 u mramna
«ITosy4eHo Mo 3JIEKTPOHHOM MOYTE» C YKa3aHUEM JAThl OJYYEHUSI Ha OyMaXKHOM
AK3EMIUISIPE JOKYMEHTA.

JIOKyMEHTBI, TMOCTYNHMBIIME Ha OyMaXHOM HOCHUTEJE, CKaHHPYIOTCH,



AJEKTPOHHAsA Komusi AOKyMeHTa Bkimodaetrca B COJl m mpucoenunsercs k OPK
JOKYMEHTA.

OCHOBHBIM MIPUHIUIIOM PETUCTPALIUU SIBIIIETCA OJTHOKPATHOCTh. KaKIblil JOKYyMEHT
JOJKEH PETUCTPUPOBATHCA B JAHHOM OpPraHe TOJIBKO OJWH Pa3.

[Ipu peructparnuu ciny>ke0HOU KOPPECIOHACHIIMKI MPOBOUTCS MOUCK HA HATUYHUE!
MOBTOpA PETUCTPALIMU OJHOTO U TOTO K€ JIOKYMEHTA,;

3apErUCTPUPOBAHHBIX PAHEE JOKYMEHTOB 10 TAHHOW TEME;

OTBETA HA 3aIPOC AAMUHUCTPALIUH TOPOAa, OPTraHa,;

JAHHBIX O JOKYMEHTaX, YIOMSHYTBIX B TEKCTE PEFUCTPUPYEMOTrO JOKYMEHTA, paHee
HaNpaBJICHHBIX.

[Ipy NOJIOKUTENBHOM PE3YJIBTATE MOUCKA CIICHHATUCTBI, OTBETCTBCHHBIE 33 BEJICHUE
JIEIONPOU3BOICTBA, 00s13aHbI MOJ00PATh UX MPU HATUYUU JOKYMEHTA B TEKYIIEM
apXHWBE€ WJIM NOATOTOBUTH COOTBETCTBYIOIIYIO CITPABKY U ME€pPEaTh PYKOBOJACTBY
COBMECTHO C BHOBb MOCTYNUBIINM JOKYMEHTOM. [Ipr 3TOM BHOBB OCTYNUBIINNA
JOKYMEHT IOJIEAKHUT PETUCTPALIMU B COOTBETCTBUU ¢ MIHCTpyKImei, u B
pErucTpalmoOHHbIe KAPTOUKUA 000UX TOKYMEHTOB BHOCATCSI OTMETKHU O HOMEpaXx,
CBSI3aHHBIX IO TEME JIOKYMEHTOB.

He nmoaniexxar peructpaiyuu KHUTH, Ta3€Thl, ’KYypHaJbl, OIOJUIETEHHU, PEKJIaMHbIE
W3/1aHUs, IPOCTIEKTHI C HAYYHO-TEXHUUYECKON nH(popMalneil, miakatsl, CipaBOYHO-
MH(pOpMaIIMOHHBIE MaTEPHUAIbl, IPUCTAHHBIE JUIsl CBEICHUS, TO3/IpaBUTEIIbHbIE
OTKPBITKH, IPUTIIACUTENbHBIE OMIIETHI, CTATUCTUYECKUE COOPHUKH, CUETA,
KBUTAHIMH, JIOTOBOPHI, HAKJIA/IHBIE, CMETHI.

Ha stux nokymeHTax ykas3plBaeTcCs JaTa UX MOCTYIUICHUS, HOPSAKOBBIN HOMED HE
MPOCTABIISIETCS.

Koppecnonaenuus ¢ noMmeTkon «JIM4HO», a TakKe HE PETUCTPUPYEMBIE TOKYMEHTHI
MEePEIAtOTCS IO HA3HAYEHHUIO B JIEHb MX MOCTYIUIEHUSA. 3apETUCTPUPOBAHHBIC
JIOKYMEHTHI — HE MO3HEE CIAEAYIOLIEro pabouero AHs MOCJe AHS UX PErUCTpalliH.
JIOKYMEHTBI, TOCTYIIUBIINE PYKOBOJUTENIO, UHBIM JTOJKHOCTHBIM JIULIAM, MUHYS
CeKpeTaps, MepeNaroTcs JUisl PErUCTPALIMU B JIEHb UX MTOCTYILICHHUS.

JIOKyMEHTBI, MOCTYMAaoUMe Ha OyMa)KHOM HOCHUTEJE, MOCJI€ UX PErHCTpalNH,
BrJItoueHUs: B COJ[ B BUIE SJICKTPOHHBIX KOMUKA U PACCMOTPEHUS PYKOBOJICTBOM
MEPEIAtOTCS. B COOTBETCTBYIOIINE CTPYKTYPHBIE MOAPA3ACICHUS] HA UCIIOJIHEHUE WIIU
MMOMEIIAIOTCS B JIEJI0 B COOTBETCTBUH C HOMEHKJIATYPOU €1 OpTraHU3alUu.

Jnst pukcanum Qakrta nepegayd BXOMAIMIMX JOKYMEHTOB W HMX KONUW Ha
OyMa)XHOM HOCHUTEJE WCIOJHUTENSIM B CTPYKTYpPHBIE MOJpa3JeiICHUs] MOTYT
UCIIOJIB30BAThCS JKYPHAIBI (peecTphl) mepeaadn JOKYMEHTOB.

[Ipu OGyma)kHOM JOKYMEHTOOOOpPOTE MOAJTMHHUKH BXOMISIINX JTOKYMEHTOB, B
ClIydyae HA3HAYEHUS HECKOJIbKMX HWCIOJHUTENICH MEePeaatoTCss OTBETCTBEHHOMY
VICTIOJIHUTENIO, OCTAIIBHBIM UCIIOJHUTENSAM NEPENAOTCA KOITUH TOKYMEHTA.

5.2. KOHTPOJIb UCTIOJIHEHHS CJIYKEeOHBIX TOKYMEHTOB

OTBETCTBEHHOCTD 3a CBOCBPCMCHHOC HCIIOJTHCHHC CJIY)KG6HBIX AJOKYMCHTOB
BO3J1aracTcCsia Ha pyKOBOAUTCIIA OpraHa, €ro 3aMECTHUTEIICH.



KoHTpoib ucnonHeHus: BKI04YaeT B ce0si: MOCTAHOBKY Ha KOHTPOJIb,
MpeABAPUTEILHYIO POBEPKY U PETYIUPOBAHUE XO/1a UCTIOTHEHHUS, CHSITUE C
KOHTPOJISI, HAITpaBJIECHUE UCTIOJHEHHOTO IOKYMEHTA B JI€J10, YUET, 0000IIeHUE U
aHaJIU3 XO0/ia U Pe3yJIbTaTOB UCIIOJIHEHUSI JOKYMEHTOB, HTHGOPMUPOBAHUE
PYKOBOJUTENEH B LIENSAX CBOEBPEMEHHOIO M KAYECTBEHHOTO MCIIOTHEHUS MOPYyUYCHUH,
3a()MKCUPOBAHHBIX B IOKYMEHTAX.

Bce noctynuBime JOKyMEHTHI JOJIKHBI PACCMAaTPUBATHCSA B JIEHb UX MOCTYILJICHUS
PYKOBOJUTEIEM OpraHa Ui €ro 3aMECTUTEIEM B COOTBETCTBUU C paclpeAeIeHHBIMU
MEXKIy HUMU 00SI3aHHOCTSIMU.

Pe3ynbTaThl pacCMOTPEHUSI KaXK0TO MOJIYYEHHOIO IOKYMEHTA, YKa3aHus O €ro
WCIIOJTHEHUHU OTPaXaloTCs B PE30JTIOLINH, KOTOpast 0popMIIIeTCsl B COOTBETCTBUU C
nyHKTOM 2.14 VHCTpyKIINK.

JlokyMeHT ¢ pe3oronneit «Jiist ceenenusa» Hanpasisercsa uepe3 CO/1, ¢ pezontonuei
«O3HAKOMUTBH» MEPENAETCA MOOUEPETHO UCTIONHUTEISIM. [Ipr 3TOM HAaIpOTUB CBOEH
(dbaMmnK B pe30JII0IUNA UCTIOJIHUTEIb JIOJKEH TOCTABUTh CBOIO POCHUCH U JIaTy B
MOATBEPKACHUE TOTO, YTO OH 03HAKOMJIEH C JJOKYMEHTOM.

[Ipu oTnpaBiaeHUN JOKYMEHTA, MOJJIEKAIIETO BO3BPATY, B IPABOM BEPXHEM YTy
MEePBOM CTPAHUILIBI CTABUTCS IITaMII WU OTMeTKa «IloimexuT Bo3BpaTy».

Ecau nopyyenue no uCrnoiaHEHUIO JOKYMEHTA BO3JIOKEHO Ha HECKOJIBKUX
UCIIOTHUTENEH, TO MEPBBIM, YKa3bIBACTCS JIUIO, OTBETCTBEHHOE 3a OPTaHU3aIUIO
WCIIOTHEHUSI.

OTBETCTBEHHOMY UCIIOJTHUTENIO MPUHAJIJICIKUT MPABO CO3bIBA COMCIIOJHUTENICH U
MOJIYYEHHUS OT HUX HE0OXOUMOU HHPOPMAITUU ISl COCTaBICHUS U 0000IICHUS
orBeTa. COUCTIONHUTENN B PABHOM CTENIEHU HECYT OTBETCTBEHHOCTD 32 KAUYE€CTBEHHOE
1 CBOEBPEMEHHOE UCIIOJIHEHUE JOKYMEHTA U 00s3aHbl IPEAOCTABUTD
OTBETCTBEHHOMY UCIOJHUTEIIO BCE HEOOXOIUMbIE MaTEpHUabl U CBEICHUS HE
MO3/IHEE JIBYX JHEH A0 CpOKA UCHOJHEHUS JOKyMeHTa. COMCIIOJIHUTEIb HE B IIpaBe
HaIpaBJIATh KOHTPOJUPYIOIIEMY CaMOCTOSATENIbHBIM OTBET, MUHYSI OTBETCTBEHHOI'O
WCIIOTHUTES.

OTBETCTBEHHBIN UCIIOIHUTEb HAMPABIISIET KOHTPOJIUPYIOIIEMY 0000IIIEHHBIN OTBET
C IpWIOXKEHUEeM MH(OPMALUU COUCTIONHUTEINEH TMOO0 3aBU3MPOBAHHBIA UMH.

Bce naBuxkeHue qokyMeHTa 00g3aTeIbHO OTMEYAETCS B COOTBETCTBUU ¢ PernmamMenTom
pabotsl B CO/I.

JIOKyMEHTBI, IO KOTOPBIM MTOCTaBJIEHHbIE B HUX BOMPOCHI MOT'YT OBITH PEIICHBI B
opraHe, He JJOJKHBI [IepeChUIaThCsl B MOJYMHEHHBIE WIN ApYrue opranuzanuu. B
CJIy4yae HaIlpaBJICHUS JOKYMEHTA Ha PAaCCMOTPEHUE U MPUHSITUE MEP B IpyTUe
OpraHbl (OpraHU3aIii) aBTOP JOKYMEHTA JIOJDKEH OBITh IIOCTaBJICH 00 TOM B
U3BECTHOCTb.

HcnonneHnue noKyMeHTa MpeaycMaTpuBaeT cOop U 00paboTKy HEOOXO0AUMO
nH(popMalKK, TOATOTOBKY MPOEKTA IOKYMEHTA, €ro 0OpMIIEHUE, COTJIaCOBAHUE,
IpeJICTaBICHHE Ha MoAnrcanue (yTBepKICHNUE) PYKOBOIUTEIIO OpraHa u
MOATOTOBKY K NIEPECHUIKE agpecary.

HckinounTenbHO 3a MOIMUCHIO TJIaBbI pailoHa HAITPaBJISIOTCS OTBETHI HA TOPYUYEHUS
['y6epuaropa Anraiickoro kpas, [Ipencenarens [IpaButenscTBa AnTaiickoro kpas,
MPOTECTHI, IPEANUCAHUS, TPEACTABICHUS, TPEOOBAHUS MPOKYPATYPHI, 3aMIPOCHI



MPOKYpPAaTyphl B pAMKaXxX paHee HAMPABJIECHHOTO MPEANUCAHUs, TPOTECTA,
npeAcTaBleHus], TpeOOBaHUs IPOKYpOpa, MOCTYNUBILIKME HA UM TJIaBbl paiioHa. B
OCTaJIbHBIX CIy4asiX JOMYCKAETCA HAIIPABJICHUE OTBETA 3a MOANUCHIO 3aMECTUTEIIA
TJIaBbl palioHa.

KonTpoiib 3a cpokaMu UCITOTHEHHS OCYIIECTBIISIETCS CIIEIIUATUCTAMU,
OTBETCTBEHHBIMU 32 BEJICHUE JIEIIOMPOU3BOICTBA.

CpOKu UCTIOJIHEHUST TOKYMEHTOB UCUUCIISIIOTCS B KAJICHIAPHBIX JHIX U JOKYMEHTBI
Mo/IIeKAT CTIOTHeHM o B TeueHne 30 qHEl co THS pEerucTpaIiuu, €Clid HHOE He
MPEYCMOTPEHO JIEMCTBYIOIIMM 3aKOHOAATEIbCTBOM M MOJIOKEHUSIMU HCTpYyKIHH.
JIOKYMEHTBI TOJIEKAT UCTIOJHEHUIO B CIIEIYIOIINE CPOKHU:

C KOHKPETHOW 1aTOUN UCIIOJIHEHHS — B YKa3aHHBIN CPOK;

C IOMETKOW «CPOUYHO» — B TEUCHHUE TPeX pabounX JHEH;

C IOMETKOH «omnepaTuBHO» — B TeueHue 10 mHei;,

C PE3OJIIOIUN «JIJIs MPEIJIOKCHUI» — B TeUeHHE 15 pabouux aHeH co aHs
perucTpanuy,

0 apJIAMEHTCKUM 3aMpocaM - He MO3/AHee YeM depe3 15 e co qHs moaydeHus;
1o 3anpocaM uineHoB Coseta Penepanuu, aemyratoB ['ocynapcTBeHHOM J[ymbl
(mermyTaTckoMy 3ampocy) He mo3aHee yeM yepes 30 gHeH co JHS MoaydeHHs.

10 MEKBEJOMCTBEHHBIM 3alpocaM O TPEJCTABIICHUU JOKYMEHTOB W (WJIH)
nH(pOpMalMK B LIENAX MPEAOCTABICHUS TOCYIAPCTBEHHBIX U MYHUIUIIATBHBIX YCIYT
- 5 pabouux JHEH Co JHS MOJYYEHHUS 3ampoca, eClii 3aK0OHOAaTeILCTBOM Poccuiickoi
denepani He YCTAHOBJIEH NHOW CPOK;

o oOpamenusM rpaxaan - 30 qHEl co THS perucTparim.

Ecin mocnemnuit  JeHb CpoKa HCIOJMHEHHS JOKyMeHTa (ITOpy4eHWs)
MPUXOJUTCS Ha Hepaboyud JeHb, TO JOKYMEHT TMOMJICKHUT HCIOJHEHUIO B
OJIM>KaWIINK CIIeIYIOMINUNA 32 HUM pabouHil 1eHb.

C 1enbro CBOEBPEMEHHOTO UCIOJHEHUS JOKYMEHTOB, OTBETCTBEHHBIN NCIIOJHUTEIb
00s13aH MPEIOCTaBUTh OTYET 00 UCIIOJIHEHU U JOKYMEHTA JIUIY, OTBETCTBEHHOMY 3a
BEJICHUE JIEJIONPOU3BOICTBA, HE MO3JHEE IBYX THEN JO UCTEYEHHUS CPOKA
UCIIOJTHCHHS, B COOTBETCTBUH CO CPOKOM, yYKa3zaHHBIM Ha mtamie (B CO/1), Ha
[lopyuenus I'ybepHaTopa Anraiickoro kpas, [Ipeacenarens [IpaBurenbcTBa
AJITaiCKOrO Kpas — He MO3JHEE TPEX AHEU 10 UCTEUEHUS CPOKA, YCTAHOBJIEHHOIO
[IpaBuTenbcTBOM ANTalCKOrO Kpasi.

B ciiyyae He00X0AUMOCTH JOTIOJHUTEIHHOTO BPEMEHH Ha PEIIEHUE BOIIPOCOB,
U3JI0KEHHBIX B JOKYMEHTE, MPOJICHHE CPOKA UCIIOJIHEHUS JOJKHO OBIThH
0(OpPMIIEHO 10 UCTEUEHUS CPOKA MPETOCTABICHHS OTBETA C YKA3aHUEM MPUYUHBI
MPOJIEHUA U TUIAHUPYEMOW TaThl UCITOJTHEHUS U OCYLIECTBISETCS JOJKHOCTHBIM
JIMLIOM, HAJOKUBIIAM NEPBUYHYIO PE3OIOLUIO, B TPOTUBHOM CIy4ae JOKYMEHT
CUMTAETCSl HE UCTIIOJHEHHBIM B CpoK. Eciiu B mpocb0e 0 MpoAJieHNH HE YKa3aH HOBBIM
CPOK HCHOJIHEHUS, OH aBTOMATUYECKU MTPOIJISETCS HA MECSLI.

JlokymeHT (TIOpy4YeHHE) CYUTACTCS UCITOJTHCHHBIM, €CITU IPUHSATHI PEIICHHS T10
MIOCTABJIEHHBIM  BONpPOCAaM, MOJATOTOBJICHBI  COOTBETCTBYIOLIWE  JOKYMEHTHI,
HalpaBlieHa cOpaBKa 00 UCIOJIHEHUH B COOTBETCTBYIOIIME OpPTraHbl BIIACTH
(opraHu3aIyun) Wik JaH OTBET 10 CYIIECTBY 3aWHTEPECOBAHHBIM JIUIIAM.



Ecin ucnonHenne He JOKYMEHTHPOBAIOCH, OTMETKa 00 MCIIOJTHEHHUH JIEIaeTCs Ha
caMoM JokyMeHTe. Kpome Toro, muchbMO CHUMAeTCs ¢ KOHTPOJIS, €CITH [0 HEMY
MPHUHAT MYHHIIAIIAIBHBIA IPaBOBOH aKkT. B 3TOM ciiydae UCTIOJTHHUTENb JTOJDKEH
COOOIIUTH CICIUATNCTaM, OTBETCTBEHHBIM 3a BEJCHHE JEIOMPOU3BOACTBA HOMED U
Jaty, MPUHATOTO JOKYMEHTA.

[Tocne uCTONTHEHHS TOKYMEHT CHUMAETCs ¢ KOHTPOJIS U CITUCBIBaeTCs B Jesio. CHATH
C KOHTPOJIS IOKYMEHT MOYKET TOJIBKO TO JOJHDKHOCTHOE JIMIIO, KOTOPOE MOCTABUIIO
€ro Ha KOHTPOJIb WJIH JIUIIO €r0 3aMeIIaolIee, IPH TOM Ha JOKYMEHTE JIeIaeTCs
OTMETKA O CHSATHH C KOHTPOJIS ¥ CIIUCAHUU B JICIIO.

JlokymeHTBI (ITOpYYCHHMs), HE CHATBIC C KOHTPOJIS, a TAK)Ke JOKYMEHTHI (TIOpyUYEeHHS),
CPOK UCTIOJHCHHS KOTOPBIX HE MPOJIJICH, CYUTAIOTCS HEHCIIOJTHCHHBIMH.

[Tpr HEOOXOUMOCTH CIISITHATUCT, OTBETCTBEHHBIN 3a JICIIONPOU3BOJICTBO,
MPEIOCTABIIACT PYKOBOIUTEIIO OPraHa, €ro 3aMECTHTEIISIM CTATUCTUICCKUI aHaIN3
COCTOSIHHSI HCITOJTHUTEICKOW JUCITUILIMHBI M TIEPSUHHU JIOKYMEHTOB, CPOK
UCTIOJTHCHHMSI IT0 KOTOPBIM UCTEK.

CayxeOHas epernucka XpaHUTCS B OpraHe B COOTBETCTBUU C HOMEHKJIATYPOU JICIT.

5.3. Ucxoasinue 10KyMeHTBI

Hcxoasammmu JOKyMEHTaMHU SIBISIOTCS O(UITMATBHBIE JOKYMEHTHI, OTIIPABIISIEMbIE
W3 OpraHa, KOTOPhIE IENATCS Ha'
WHUIIATUBHBIC,
OTBETHI Ha BXOIAIIHE.
Hcxopsiimuye JOKYMEHTBI TOTOBSITCS Ha OJIaHKE opraHa, pyKOBOJIUTENb (WIIH
YIIOJTHOMOUYEHHOE UM JIMII0) KOTOPOTO MX MOJIUCHIBACT.
Hcxoasmue muchMa 3a MOANMUCHI0 PYKOBOIUTENS, €0 3aMECTUTENICH TeUaTaloTCs Ha
OJlaHKe aIMHHUCTPAIU EpMOITMXIUHCKOTO CEThCOBETA U PETHCTPUPYIOTCS JIUIIOM,
OTBEYAIOIIUM 3a JCIOTPOU3BOJICTBO, B COOTBETCTBUH C PeritaMmeHTOM paboTHI B
CO.

Peructpamusi ucXomsmmx MTOKYMEHTOB OCYIIECTBISCTCS B JICHb IOJIHACAHUS
WIM Ha CJeAYIOMUNA pabounii JIeHb, €CIIM JOKYMEHTHI OBLIM TOAMMCAHBI B KOHIIC
pabouero JHS WK B HEpabouee BpeMmsi.
[Tpu mOATOTOBKE UCXOMSIIETO JOKYMEHTA B OJMH aIpeC Ha TIOIMHUCH PYKOBOIUTETIO
TOTOBSITCS JIBa SK3eMILIsApa (ITOCIIe OIMTUCAHUS M PETHCTPALIMH TEPBBIA IK3EMILISP
OTIIPABJIICTCS aApecaTy, BTOPOM — OTIPABIISICTCS UCIIOJHUTEITO), €CJIH IMTUChMO B J1Ba
azpeca, TO TOTOBUTCS TP IK3EMILISAPA.
[Tpu moaroToBKe MrchMa OoJIee YeM B UEThIpe ajpecara, KOJIUIECTBO MEePBhIX
AK3EMIUIIPOB COOTBETCTBYET KOJMYECTBY aIPECATOB, HA K3EMILISAPAX HCIIOTHHUTEIS
W OTJIeJIa KaHIEISPUH B PEKBU3HUTE « AJpecaT» YKa3bIBaeTCs 10 CUCKy». CIHCcoK
Ha PACCHUIKY MPUJIaraeTcs K MUChbMY. ECli TOKyMEHT OTITPaBIIsSETCSl B HECKOIBKO
OJIHOPOJIHBIX OpraHU3alui, TO AOMycKaeTcs opopmMieHue aapecara 0000IIEHO.
Peructpanus nokymeHTa, T.€. IpUCBOSHHE eMy HOMEepa U JAaThl, TPOU3BOIUTCS
TOJILKO TIOCJIC ITOATIMCAHUS €r0 PYKOBOJAUTEIIEM OpraHa (M YIIOJITHOMOYSHHBIM UM
JIMIIOM) JIUIIOM, OTBETCTBCHHBIM 3a BEJICHHE JEIOIPOU3BOICTBA.



Hcxopsine JOKYMEHTHI B BBILIECTOSIIIME OPTaHbl MOAMUCHIBAIOTCS PYKOBOAUTEIEM
OpraHa MECTHOTO CAMOYTIPABJICHHS W YIIOJHOMOYEHHBIM UM JIUIIOM.

Ecnu otBeT aBTOpY OOpalieHus JaeT pyKOBOJUTEIb OpraHa MECTHOTO
CaMOYTMPAaBJICHUS WU YIOJIHOMOYEHHOE UM JIUIIO, TO OTBET JAOJKEH OBITh Ha OJIaHKE
MMEHHO 3TOTO OpraHa.

Ilepen peructpanueil HUCXOIAIIMX JOKYMEHTOB IPOBEPSETCA MPABUIBHOCTD
oopmiieHUsT JTOKYMEHTOB (B TOM YHCJIC HAJIWYHWE MOJIUCEH, BU3, MPaBUIHLHOCTH
HAIMCAaHMs aJIPECOB), a TAK)KE YKa3aHHBIX B MCXOJIIMX JOKYMEHTaX MPUIOKCHHH,
COOTBETCTBHE KOJIMUYECTBA IK3EMIULIPOB KOJUYECTBY aJpPECAaTOB IO YKA3aTEIIo
PACCBUIKY, HAIMYUE OTMETKH 00 UCTIOJHUTEIIE.

B ciiyyae oOHapy»eHuUsI HEI0CTAaTKOB B 0(DOPMIICHUH IOKYMEHTOB UX BO3BPAILIAIOT
WCTIOJTHUTEITIO.

IIpu peructpamuu ucxopsmiero nuchbma B COJ] cBeaeHus 00 OTIPaBISIEMOM
nokymeHTe Qgukcupyrotcs B OPK, Kk KOTOpoll MpUKperiseTcs: 31eKTPOHHAS KOMUS
OTHPABIIIEMOTO TOKYMEHTA.

Ecan OPK 6buta co3pana B CO/] npu moAroToBKe MpoekTa AOKYMEHTa, TO MpHU
pErucTpaluu HUCXOMSIIETO JOKYMEHTa B Hee JI00aBISAIOTCA CBEACHUS O
PErUCTPAIlMOHHOM HOMEpPE, AaTe PETUCTPAlMM U JIPYTHE CBEACHUS 00 UCXOJSIIEM
JOKYMEHTE.

PerucTpannoHHbII HOMEpP HCXOIAIIETO TOKYMEHTa JOJIKEH COCTOATH U3 KOJIOB
(MHIIEKCOB) B COOTBETCTBHH C NMPUMCHICMBIMH KIacCH()PHUKATOPAMH U MOPSIKOBOTO
HOMEpA TIOKYMEHTa B MpeIeNIax KaJeHIapHOro roja.

Jlata peructpaliui W PErUCTPALMOHHBIA HOMEpP TMPOCTABISAIOTCA  HA
OTHPABIIIEMOM JIOKYMEHTE, a TAKXKE HAa KOIMUHU UCXOASIIET0 JOKYMEHTA, OCTAKOLIECHCS
B JICJIE.

Hcexonamumii JOKYMEHT, MTOAIMCAHHBIA PYKOBOJIUTEIEM OPraHU3alU UIN UHBIM
YIIOJTHOMOYEHHBIM UM JIOJDKHOCTHBIM JINLIOM, MEPEAAETCS HA OTIIPABKY, KOIUS
OTBETA C MPUJI0KECHUEM BCEH MEPEMUCKU U CCBUIKOM Ha BXOISIINN HOMED
MEepEIaeTCs JIUIY, OTBETCTBEHHOMY 3a BEJICHUE JICJIONPONU3BOICTBA ISl CHATHUSA C
KOHTPOJIL U TIOMEIIAETCS B AEJI0 B COOTBETCTBUM C HOMEHKJIATYPOU JE..

DJIEKTPOHHBIE JOKYMEHTBI MOCJE HX MOIMNHUCAHUS SJIEKTPOHHOW MOIIKCHIO U
OTHPABKHU afipecary XxpaHsaTcs B 0a3e qanubix CO/I.

CiyxeOHble IOKYMEHTBI Ha OTIIPABKY U PETUCTPALUIO NEPEAI0TCs MOANUCAHHBIMU
Y TIOJIHOCTHIO 0()OPMIIEHHBIMH, C YKa3aHUEM TOUYHBIX aJIpECOB U B KOJIMYECTBE
AK3EMIUISIPOB, PABHBIX KOJIUYECTBY aJPECATOB.

[ToaroroBneHHbIE K OTIPABKE CIYKEOHBIE IOKYMEHTHI PU HEOOXOIUMOCTH
YUYUTBHIBAIOTCS B )KYpPHAJIaX OTIPABISEMON KOPPECIIOHICHIINH, KOHBEPTUPYIOTCS U B
3aBUCUMOCTH OT CTENIEHH CPOYHOCTH OTHPABIISIIOTCS ITIOYTOM, JOCTABIISIFOTCS
HAapOYHBIM I0JI POCITUCH, HAMPABISIOTCA MO 3JIEKTPOHHOW MOYTE WIM NEPENAOTCS
JUTSL OTHPABKU (PENIbABETEPCKON CBA3BIO.

JIOKyMEHTBI, HE MMEIOIIHUE AJPECHOM YacTH, NMPUHUMAKOTCS Ha OTIPABKY C
COIPOBOAWTEIBHBIMA TUChMaMHU (32 WMCKJIIOYCHHEM KOIHH PacHopsSIUTEIbHBIX
JOKYMEHTOB, HaIlpaBJIIEMbIX B ITOJIBEIOMCTBCHHBIC OPTaHU3AIINH).

HenpaBuibHo 0popMIIEHHBIE JOKYMEHTBI U KOPPECTIOHAEHIIUS HECTYKEOHOTO
XapakTepa K OTIPABKE HE MPUHUMAIOTCS U BO3BPALIAOTCS UCITOIHUTEIIIO.



JIOKyMEHTHI, TOAJIeKAIIUE OTIPABKE, TOKHBI 00pabaThIBaTHCA U OTHPABISATHCS
B JICHb UX MOAMUCAHUS ¥ PETUCTPALIUU UM HA CJIEYIOMIUNA pabounii 1eHb.

JlocbulKa WM 3aMEHa paHee OTIPABICHHOTO JOKYMEHTa OCYIIECTBISETCS IO
YKA3aHUIO JINIA, TOAMHUCABIIETO JOKYMEHT.
KoppecnonaeHuus TMYHOTO XapakTepa, MUCbMa U TEJIETPaMMbl, HE CBSI3aHHBIE C
NEATENBHOCThIO OPTaHOB MECTHOT'O CaMOYITPABJIEHHUS, K OTIPABKE HE MPUHUMAIOTCS.
Brimadya 1oKkyMEHTOB Ha pyKH apecary MPOU3BOIUTCS MO POCHUCH MOJIYYaTels B
KypHaJie OTIPaBIseMON KOPPECIIOH ICHIINY JIMOO Ha SK3EMILISIPE, XpaHsIIEeMCs B
nene.
Komnuu ciy»xeOHbIX TOKYMEHTOB BBIAAIOTCS OpraHaM MECTHOT'O CaMOYIIPaBICHUS C
pa3pelieHrs ynpasisaoMEro AeJaM1, B CTOPOHHUE OPraHU3aliu — IO MUCbMEHHOMY
3ampocy.

6. CocTaBjieHHEe HOMEHKJIATYPHI e

HomeHnknaTypa fien — 3T0 cucTeMaTU3UPOBAHHBIN MepeueHh HAaUMEHOBaHUM e,
3aBOJMMBIX B JIEIONPOU3BOJICTBE OpraHa MECTHOTO CaMOYMPABJICHUs, C YKa3aHHEM
CPOKOB XpaHeHWsI, 0()OPMJICHHBIN B YCTAaHOBJICHHOM Mopsiike (mpuiioxkenue 11).
Homenknatypa nen npeaHazHaueHa A OpraHu3aiiuy TPYNIUPOBKU UCTIOTHEHHBIX
JIOKYMEHTOB B JI€JIa, CUCTEMATU3aI[MU U y4eTa JIeJl, ONPEEICHUsI CPOKOB UX
XpaHEHUS U ABJISETCS OCHOBOM ISl COCTaBJIEHHUS OMKCEH J1eJ1 MOCTOSIHHOTO U
BpemeHHoro (cBbiie 10 yieT) XpaHeHus, a Takke ydeTa e Bpemennoro (o 10 ser
BKJTFOUUTEIIEHO) XpaHCHUSI.

[Ipu cocTaBieHUM HOMEHKJIATYpPbI J€d CIEAYET PYKOBOJCTBOBATHCS YCTAaBOM
OpraHu3aluy, TOJIOXKEHUSIMHU O CTPYKTYPHBIX TOJAPA3ACICHUSX, IITaTHBIM
pacruca’ueM, IiaHaMu U OTYeTaMu O paboTe OpraHu3aluy, HOMEHKIATYpOu Jen 3a
MOpOIIECNIIAA  TOJA, JIOKAUIbHBIMM  HOPMAaTUBHBIMU  aKTaMHU  OpraHU3alluH,
COJICpKAIllMMKU  CBEJICHHSI O JOKYMEHTax, OOpa3yloluxcsi B JEATEIbHOCTH
OpTaHU3aIMH, TUTIOBBIMH M TPUMEPHBIMH HOMEHKJIATYpaMu Jell (U UX HAJTHYHN).

B HoMeHknaTypy el BKJIIOYAIOTCS BCE  JIOKYMEHTBI, OTpa)arolllue
NESATETLHOCTh CTPYKTYPHBIX MOJPA3ACICHUI OpPraHu3alil MW TOCTOSHHO WIIH
BPEMCHHO JICUCTBYIOIIMX OpPraHoB (KOMHCCHIA, COBETOB, KOMHTETOB), B TOM YHCIIC
JOKYMEHTBl OTPaHHUYEHHOTO JOCTYyMa, PErUCTPAIlMOHHBIE W YYETHBIE XypHAJIbl U
KapTOTEKH, B HEOOXOJIUMBIX CIIy4asiX - KOMUHU JOKYMEHTOB. JIOKyMEHTHI, CO3/1aHHbBIC
B 3JIEKTPOHHOU (popMe, BKIIIOUAIOTCSI B HOMEHKJIATYPY JIe] 10 TEM K€ MpaBuiIaM, 4To
U JJOKYMEHTHI Ha OyMaKHOM HOCHUTEJIE.

He BxitouaroTcss B HOMEHKIATYpy [Je€ll TEepUOAUMYECKUE W3JaHUs, KHUTH,
OpOUIIOPHI.

HomenknaTtypa nen opraHu3aliid COCTaBJISIETCS JIUIIOM, OTBETCTBEHHBIM 3a
BEJICHHE JIEIONMPOU3BOJICTBA B COOTBETCTBHUM C BEJIOMCTBEHHBIMH U THUIIOBBIMH
MepeyHsIMU  JOKYMEHTOB C yKa3aHMEM CpPOKOB UX XpaHeHus 1o ¢opwme,
ycTaHoBIeHHOU [IpaBunamu XpaHeHUs, KOMIUIEKTOBaHUSA, Y4€Ta U HUCIOJIb30BAHUS
TOKyMEHTOB ApxuBHOro ¢onma Poccuiickoit ®enepauuui U JIpyrux apXUBHBIX
JOKYMEHTOB B  OpraHax TIOCYyJapCTBEHHOM  BJIacTH, OpraHax MECTHOIO
caMOYTpaBJICHUs, OpraHU3ALUSIX.
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HomeHnknaTtypa aen cocTaBiseTcsl B IMOCIEIHEM KBapTaje TEKYIIero roja Ha
MPEICTOSIINN KaleHAAPHBINA TOJ.

Homenknatypa nen opraHu3aldyd TOJMHUCHIBAETCS PYKOBOAUTEIEM, JHUIIOM,
OTBETCTBEHHBIM 3a BEJICHHUE JCJIONPOU3BOICTBA, BU3UPYETCS JTUIIOM, OTBETCTBEHHBIM
3a apXWB, COIJIACOBBIBAETCS C DKCIEPTHOM KOMHUCCHEW OpraHu3alv U, €cid
OopraHu3ainus SIBIASETCS HCTOYHMKOM KOMIUJIEKTOBAHUS MYHUIIMIAIBLHOIO apXUBa,
OJIMH pa3 B S JIET MPEJICTABISAETCA Ha COTJIACOBAaHUE COOTBETCTBYIOIIEH SKCIEPTHO-
MPOBEPOUYHONM KOMHUCCHUM YIOJHOMOYEHHOTO OpraHa UCIOJIHUTEIBHON BIACTH
cyobekTa Poccuiickort ®Denmeparu B obnactu apxuBHOro nena (manee - DOIIK
ApPXWBHOTO YYPEKACHUS) WM MYHHIHUIAIBHOIO apXWBa B COOTBETCTBUU C
MPEAOCTABICHHBIMU €My MOJHOMOYMSMU B TOPSIKE, yCTaHOBJIEHHOM [IpaBuiamu
XpaHEHUS.

Homenkmarypa pen, cornacoBanHas OJIIK apXWBHOro y4pexIeHHs WIH
MYHUIIUNATIBHBIM ~ apXUBOM B  COOTBETCTBUU C  MPEJOCTABICHHBIMU  €MY
MOJITHOMOYHUSAMH, YTBEPKIAETCA PYKOBOJMUTENIEM OpraHu3alldd M BBOJUTCS B
nerctBre ¢ 1-ro sstHBapsi MPEACTOSAUIETO KaleHAapHOro To/1a.

Opranuzanuu, B JeATeIbHOCTA KOTOPBIX HE CO3JAI0TCS TOKYMEHTBHI APXUBHOTO
dbonna Poccuiickoit @enepaiuu, yTBEpKAal0T HOMEHKIATYPY A€ CAMOCTOSITEIBHO.

B cinyuae uzMenenuss pyHKUMM U CTPYKTYphl OpraHU3allMd HOMEHKJIATypa el
COCTaBJISIETCS, COTIaCOBBIBAETCSI M YTBEPKIA€TCS 3aHOBO.

[lepBblii SK3eMIUISIP YTBEPKACHHON HOMEHKIATYPhI Jed SBISETCS JOKYMEHTOM
MOCTOSTHHOTO ~ XpaHCHMsI, BTOpOW (3JIEKTPOHHAS KOMHS HOMEHKJIATYpPHI  Jel

OpPraHW3alliH, YTBEPXKICHHOW pPYKOBOJIUTEIEM OpTraHU3AlMH) - T[epefacTces B
MYHHUIUIIAIBHBIA ~ apXUB, HWCTOYHUKOM KOMIUIEKTOBAaHUS KOTOPOTO  SIBIIAETCA
OpraHu3aIusl.

HomeHkiatypa nen opraHH3alldd CTPOUTCSA IO CTPYKTYpHOU (Ha3BaHUSMHU
pa3zaenoB (MOApa3eoB) HOMEHKJIATYPHI JIed SIBISIFOTCS Ha3BaHUS CTPYKTYPHBIX
MOJPA3ICIICHUN, PACIOJIOKECHHBIE B COOTBETCTBHUM C YTBEPKICHHOM CTPYKTYpOU
OpraHu3anuu), WM  (QYHKIHOHAIBHONH  cxemaMm  (Ha3BaHHSIMH  Pa3zciioB
HOMECHKJIATYPBI JIE]T SBJISTIOTCS HAIIPABIICHUS JEATSIBHOCTH OPTaHU3aIlHH).

Bce 3aronoBku jen, BKIIOUEHHbIE B HOMEHKIATYPY M€l CTPYKTYpPHOIO
noApaszfeneHus, wuHAeKkcupyrorcs. Wuaekc gema ykaspiBaeTcsi B rpadge 1
HOMCHKJIATYpBI JIe]I M COCTOUT W3 HMHJICKCAa CTPYKTYPHOTO TojpasjaeiicHus (Kojaa
MOApPAa3JAEeICHUs B COOTBETCTBUU C YTBEPKACHHOM CTPYKTYpON OpraHu3alluyl WIH
KJIACCU(PUKATOPOM CTPYKTYPHBIX IOAPA3ICICHHI) W MOPSIKOBOIO HOMEpa Jiejia B
paszenie HOMEHKIAaTyphl neil. MHIekcel nen obo3HavaroTcs apaOCKuMu Ludpamu.
Hampumep: 01-05, rae:

01 - Ko CTPYKTYpPHOTO TIOIpa3ICICHUS;

05 - mopsAKOBBIM HOMEp JIeNia B pa3/ielic HOMEHKIATYPHI Je.

Jlena mo BompocaMm, Hepa3pelIeHHbBIM B TEUEHHE OJHOTO TOJa, SBISIOTCS
"mepexonqAImuUMHU" U BHOCATCS B HOMEHKJIATYpPY M€l CIEAYIOIIEro Toja C TeM XKe
uHJEeKCOM. PekoMeHnyeTcs COXpaHsITh B HOMEHKIATYpE /€]l OJIMHAKOBBIE MHJEKCHI
JUTSl OTHOPOJIHBIX JI€JI, BKJIFOUEHHBIX B Pa3HBIC pa3eibl.

Ecnu B Teuenue roga B A€ATEIbHOCTA OPTaHU3AMHU 00pa3yIOTCA IOKYMEHTBI, HE
MpPEAyCMOTPEHHbIE HOMEHKJIATYpPOUM JeJl, 3arojIOBKM HOBBIX JI€Nl JIOMOJHUTEILHO
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BKJIFOYAIOTCSI B HOMEHKJIATYpy Jei. B Kaxkaom pasmene HOMEHKIATYPBI JEN IS
BHOBB 3aBOJIMMBIX JIeJT TIPEIyCMATPUBAIOTCS PE3EPBHBIC HOMEPA.

3aronoBok jgena (rpada 2 HOMEHKIATYPHI Jied) JOJDKEH B 000OIICHHOHN (opMme
OoTpakaTh OCHOBHOE COJIEp’)KaHHE W COCTaB JTOKYMEHTOB nena. He momyckaercs
yrmoTpeOJeHHe B 3aroJioBKe JiejJa HEKOHKPETHBIX (opMynmupoBok (‘‘pasHbie
Matepuanbl”, "oOmas rmepemucka'), a TakKe BBOJHBIX CJIOB U  CIIOXKHBIX
CUHTaKCUYECKHX OO0OpPOTOB. 3aroJIOBKH JIeT MOTYT YTOYHSTHCS B TEUEHUE To/a B
npoiiecce GopMUpoBaHUs U OPOPMIICHHUS JE.

3arooBOK Jiena JIOKEH COCTOSITh M3 DJIIEMEHTOB, PACIIOIaTaeMbIX B CIEAYIOIICH
MOCJICIOBATETHHOCTH .

a) Ha3BaHMe BUAa Jena (Nmepenucka, KypHal, Jej0) WIM BUAAa JOKYMEHTOB,
BKJTIOUCHHBIX B JIeJI0 (IIPOTOKOJIBI, TIPUKA3hI);

0) HauMEHOBaHWE OPTaHW3AlWH, CTPYKTYPHOTO IOJAPA3JCIICHUS, MTOCTOSHHO
JCHCTBYIOMIETO WJIM BPEMEHHOTO OpraHa, JOJDKHOCTHOTO JIWIA, CO3JaBIIHX
JTOKYMEHT(BI);

B) HAMMCHOBaHUE KOPPECIIOHICHTA (OpraHu3aluy, JIIA, KOTOPOMY aJIpeCOBaHbI
WA OT KOTOPOTO MOJYICHBI JOKYMEHTHI);

T) KpaTKOE COJIepKaHue JOKYMEHTOB Jiea,;

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

¢) nata (mepuo), K KOTOPBIM OTHOCSITCS JIOKYMCHTHI Jiea,

K) yKa3aHue Ha KOMMMAHOCTH IOKYMEHTOB JIeJa.

[Topsmok pacmoI0KeHHsI 3aTOJIOBKOB JIeTT BHYTPU PA3eIOB HOMEHKIATYPHI JIET
OTIPEJIEISIETCS CTETICHBIO BAYKHOCTH JIOKYMEHTOB, BKIIFOUCHHBIX B JIeTa.

B mawanme pasmena  pacmoyiaraloTCs — 3arojIOBKH  JI€N,  COJEPIKAIIuX
yApEeAUTENNbHBIC, OPTaHU3AIMOHHO-TIPABOBBIC W PACIIOPSAUTEIbHBIE TOKYMEHTHI,
3aTeM 3arojIOBKH JeJl, COJEpKaluX IIJIaHOBBIC, OTYETHBIC, HWH(POPMAIMOHHO-
AHATUTHYECKUE  JIOKYMEHTHI, JTOKYMEHTHI, OTpaxarone  JAesTeIbHOCTD
MOJIpa3/ieJICHus, TMEPENUCKy, B KOHIIE paslena - PETUCTPAIMOHHBIE W YYETHBIC
KYpHaJIbl, KAPTOTEKH, OA3bI TaHHBIX.

[Tpu 5TOM 3aroJIOBKH JIeJ1, COIePKAIIUX TIPABOBBIC aKTHI, PACTIOPSTUTECIIEHYIO
JOKYMEHTAIINIO BBINIECTOSAIINX OpPTaHU3aIii, PacToararoTcs IEpe T 3aroJI0BKaMu
JIeNT ¢ PacCOPSAIUTEILHBIMH TJOKYMEHTAMHU OpTraHa MECTHOTO CaMOYIIPaBJICHUSI.
Jlasiee pacmosiararoTcst 3ar0JI0BKH €I, COACPIKAIINX MJIaHOBBIC U OTUYCTHEIC
JTOKYMEHTBI.

3aroj0BOK Jieja JOJIKEH YeTKO U B 000011eHHON (popMe OTpakaTb OCHOBHOE
CoJIepKaHUE M COCTaB JJOKYMEHTOB JIeJia.

He nomyckaercs ynotpeOieHne B 3arojIOBKE Jiejla HEKOHKPETHBIX (hOPMYITUPOBOK
(«pa3Hble MaTepUaIIbI», «O0INas MePEeMUCcKa»  T.11.), & TAKXKE BBOJHBIX CJIOB U
CJIOHBIX CHHTAKCHYECKHX 000POTOB.

B 3aromnoBkax men, comepkammx JOKYMEHTHI IO OJHOMY BOIIPOCY, HO HE CBSI3aHHBIX
MOCJICTIOBATEIHFHOCTHIO JICTOTIPOM3BOJICTBA, B KAYECTBE BUA JIea YIIOTPeOseTcs
TEPMUH «JTOKYMEHTBI», a B KOHIIE 3ar0JIOBKa B CKOOKaxX YKa3bIBAIOTCSI OCHOBHEBIC
Pa3HOBUIHOCTH IOKYMEHTOB, KOTOPHIC JTOJDKHBI OBITh B Jieie (HarmpuMep, TOKYMEHTHI
O TIpHeMe, clave U CIIMCAaHUU UMYIIECTBA U MaTEPHAIOB (AKThI, OITUCH, BEIOMOCTH).
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TepMuH «TOKYMEHTBI» TPUMEHSIETCS TAKXKE B 3ar0JIOBKAX JIEJ, COAEPIKAIINX
JOKYMEHTBI - PUIIOKECHHS K KAKOMY-THOO0 IOKyMEHTY (Harpumep, J0KYMEHTHI K
MPOTOKOJIaM 3aCeaHUs KOMUCCHH ...).

B 3aromoBkax men, TpeaHA3HAYCHHBIX [UIS TPYNIHPOBKH  OJHOTHUITHBIX
JIOKYMEHTOB, 3Ta rPYINa JOKYMEHTOB YKa3bIBAE€TCS BO MHOKECTBEHHOM YHUCJIE!

"IIpoTOKOJIBI 3aCEAaHUN TUPEKIIUH .

B 3aronoBkax nen, cojepikaliux MepenucKy, yKa3blBaeTCs, ¢ KEM U M0 KaKOMY
BOIIPOCY OHA BEJIETCA:

"I[lepenncka ¢ oOpa3oBaTEIbHBIMU  YUYPEKJICHUSIMH O  MOBBIIICHUHU
KBaupuKauu pabOTHUKOB' .

B 3aromoBkax  men,  coAepXKallMX ~— MEPENHCKy C  OJHOPOJHBIMU
KOPPECMOHACHTAMHU, TMOCJIEAHUE HE Ha3bIBAIOTCS, a YKa3bIBaeTCsl MX BHJIOBOE
Ha3BaHUE!

"Ilepeniucka ¢ (QenepaqbHbIMM OpraHaMH HWCIOJIHUTEIBHONM BJIACTH O
3aKJTFOYCHUH M UCTIOJTHEHUH TOCYIapCTBEHHBIX KOHTPAKTOB' .

B 3aromoBkax  nen,  cojepkKamMX ~— NEPENUCKY C  Pa3HOPOJAHBIMU
KOPPECMOHACHTAMHU, MOCIEIHUE HE MEPEUUCIISIOTCS

"Ilepenucka 0 3aKIOYEHUN U UCTIOJTHEHUU MYHUIIUMAIBHBIX KOHTPAKTOB" .

B 3arosioBke nena yka3blBaeTCsi KOHKPETHBIM KOPPECIIOHEHT, €ClId MepenucKa
BEJICTCS TOJIHKO C HUM

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

[Ipu o6o3HaYeHWM B 3arojiOBKax JMeJl aJIMHHHCTPATUBHO-TEPPUTOPHUATHHBIX
SMHMUI] YIUTBIBACTCS CIICTyIOIIEE:

€CJIM CcofiepKaHue Jiea KacaeTcsl HECKOJIBKUX OTHOPOIHBIX aMHUHUCTPATHBHO-
TEPPUTOPHAIIBHBIX EAMHHI], B 3aroJIOBKE Jeia HE YKa3bIBAIOTCS WX KOHKPETHBIC
Ha3BaHUS, a YKa3bIBACTCS WX O0Iee BU0BOC HA3BaHUE!

"Ilepenucka ¢ yUpeKI€HUSIMU KyJIbTYpbl paiioHa'.

€CJIM COJEp’KaHMEe Jiejla KacaeTcs OHON aJMUHUCTPATHBHO-TEPPUTOPHATBHON
SIMHUIIBI (HACCJICHHOTO ITYHKTA), ee (€ro) Ha3BaHKE YKa3bIBACTCs B 3ar0JIOBKE Jieja:

«llepenncka ¢ AIMUHUCTpALIUEN TOPOIA»

B 3aronoBkax zen, coaepkaniux miaHOBYIO HIIM OTYETHYIO TOKYMEHTAIUIO,
yKa3bIBaCTCs MIEPUOJT BpeMeHH (MecsI, KBapTall, To/) Ha (3a) KaKoi COCTaBIICHBI
JTOKYMEHTBI, BU TOKyMeHTa (Tu1aH, otdet). OTYeTsl, TUTaHbI H3-3a pa3HOH
MEPUOTUIHOCTH, KOTOPBIE UMEIOT Pa3HbIE CPOKH XPAHCHWSI, JTOJKHBI
(dbopMupoBaThCs B pa3HbIe Jeia (ToI0BO# MIaH pabOThl KOMHUTETA, KBAPTAIbHBIH
T1aH paboTHl OpraHU3aIluY M0 KATMTaJTbHOMY PEMOHTY, MECSUHBIN OTYET, TOT0BOM
OyXraJTepcKui OT4eT).

[Ipu BbIHECEHUU CTATUCTUYECKUX OTYETOB 00513aTEIHHO YKA3bIBACTCS HA3BaHUE
or4yeta u ¢popMa (ToI0BOM CTaTUCTHUCCKHIA OTUeT O TpaBMatu3mMe  (D.Ne 7-71).

[Mlpu ¢dopmMupoBaHMM jaella W3 HECKOIBKHX TOMOB (dacTei), Kpome OOIIero
3arojoBKa Jiena MOpH HEOOXOJWMOCTH COCTaBIISIIOTCS 3arojlOBKM KaXXJO0ro Toma
(JacTH), yTOUHSIOIIHNE COJIEPIKaHne TOMOB (JacTeit) nena.

3aroyioBKU JIeJ MOTYT YTOYHSITHCS B Tporiecce (popmupoBanust U ohopMIIeHHS
hi(S)

I'pada 3 "KommuecTBo men’ 3amonHSAETCS MO OKOHYAHWUU KaJEHIApHOTO Toja.
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[To moCTW)XEHWU JIEIOM, BKJTFOYAIOIINM JTOKYMEHTHI BpeMeHHBIX (cBbimie 10 Jier) u
MOCTOSTHHOTO CPOKOB XpaHeHus, obobema B 250 IUCTOB, TOM 3aKpbBIBACTCA W
OTKpBIBaeTCs HOBBIK TOM. B rpade 3 HOMEHKIATyphl Jed TOCJIEI0BATEIbHO
YKa3bIBaIOTCSI HOMEpPAa TOMOB U KpallHUE AAThl JOKYMEHTOB Ka)XJ0T0 TOMA!

T.1. 11.01.2018 -
30.06.2018

DJIeKTpOHHBIC Jela Ha ToMa (4YacTH) He pa3aelsiorcs. Bce 3JIeKTpOHHBIC
JIOKYMEHTBI, HE3aBUCHUMO OT UX 00bEMa, BKIIIOUAIOTCS B OJIHO 3JEKTPOHHOE JIEJO.

B rpade 4 "Cpox xpanenuss u N cTaTbu MO MEPEUYHIO" YKa3bIBAIOTCS CPOKU
XpaHEHHUs JeT W HOMepa CTaTed M0 TUIIOBOMY WJIM BEIOMCTBEHHOMY TIEPEUYHIO
JIOKYMEHTOB C YKa3aHHEM CpPOKOB XpaHeHUs, (peiepallbHOMY 3aKOHY WM HHOMY
HOPMAaTUBHOMY IIPAaBOBOMY aKTy.

B rpade 5 "llpumeyanue" B TeueHUE BCETO CpOKa JEUCTBUS HOMEHKJIATYPHI
MPOCTABJIAIOTCS OTMETKM O 3aBefacHuM jen ("3aBemeHo'), He3aBEACHHH e, O
nepexoasmux aenax (Hampumep, "Tlepexonsmee ¢ 2016 roma™), o BeIACIEHHH AL K
YHUYTOXKEHUIO, O JIMIAaX, OTBETCTBEHHBIX 3a (OpMUPOBaHUE €], O Iepeaade Aeia B
JIPYTYI0 OpraHU3alUIO0 ISl TPOJIOKEHUSI.

[lo 3aBepiieHNU AENONPOU3BOJACTBEHHOIO rofa B KOHIIE HOMEHKJIATYPBI e
opopMIIsIETCST MTOrOoBasi 3amuch, B KOTOPYIO BHOCSTCS CBEICHUS O KOJUYECTBE
3aBEJICHHBIX Jie] (TOMOB, YacTel), OTHIEIBHO TOCTOSHHOIO W BPEMEHHBIX CPOKOB
XpaHEeHUsl, BPEMEHHBIX CpPOKOB XpaHeHusi ¢ ormerkoil "OIIK" u mepexonsmux.
HtoroBass 3amuch JOMOJHSETCS JAHHBIMH O KOJHMYECTBE OJICKTPOHHBIX JCI
COOTBETCTBYIOIUX CPOKOB XpaHeHus (mpuioxeHue 12).

B wurToroByro 3amuch HOMEHKIATYpPHI JCNI CBEJCHHUS BHOCSTCS HAa OCHOBAHHH
TaHHBIX, TIEPEAaHHBIX U3 CTPYKTYPHBIX MOAPA3ACICHUA OpPTraHu3aIHH.

B HOMeHKIIaType MpOCTaBISETCS OTMETKA C yKa3aHUEM JOKHOCTU U TTOANHCH
JUIIA, TIEPEIaBIIETO CBEICHMS.

Ha Bcex memax opopMIIsIFOTCS TUTYJIBHBIE JTUCTHI JET B COOTBETCTBUU C
3aroJIOBKaMu 110 HOMEHKJIatype aen (npuioxerue 13).

/. ®opMupoBaHue U 0hopMIIEHHUE TeJI.

7.1 ®opmupoBaHue Ae.

Jlena co aHA WX 3aBEIEHUS [0 MepeJayd B apXWB OpraHU3alUU WIH [0
BBIJICJICHUSI UX K YHUUYTOXKCHUIO 1O UCTEUCHUH CPOKA XPAHEHUSI XPAHATCS MO MECTY
ux GOpMHUPOBAHUSI.

Jleno cuuTaercs 3aBEJEHHBIM C MOMEHTa BKIIOUEHUS B HEro MEpBOro
WCIIOJTHEHHOTO JOKYMEHTA.

B nensix xpaHeHus, MOUCKA U UCIOIb30BaHUS JOKYMEHTHI Ha OyMaXHOM HOCUTENIE U
ANEKTPOHHBIE TOKYMEHTHI (POPMUPYIOTCS B JieJia B COOTBETCTBUU C HOMEHKJIATYpOi
hi(S)
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I[Ipu dopmupoBanuu nen Ha OyMa)XHOM HOCHUTENE JOJDKHBI COOJIFOJATHCS
cleayrolue oouue mpaBuia;

- B JIEJIO TTIOMEMNIAIOTCS UCTIOTHEHHBIC TOKYMEHThI, COOTBETCTBYIOIIHE TI0O CBOEMY
COJICpP KaHMIO 3ar0JIOBKY Jiejia 0 HOMEHKIIAType e,

- IPUJIOKEHUS TTIOMETIAOTCSI BMECTE C OCHOBHBIMH JIOKYMEHTaMHU;

- B JIJIO BKJIIOYAIOTCS JOKYMEHTHI OJHOTO KaJlEHIApHOTO TojAa, UCKIIOUYCHUE
COCTaBJIIIOT JIUYHBIC Jella paOOTHUKOB, KOTOphIE (hOPMHUPYIOTCS B TCUEHUE BCETO
neproja paboThl, U IEPEXOAAIINE JIeTa;

- TOKyMEHTBI TTIOCTOSTHHOTO W BPEMEHHBIX CPOKOB XpaHEHUS TPYIIUPYIOTCS B
7ena pas3aenbHo;

- B JIEJI0 BKJTFOYAETCS TI0 OAHOMY IK3EMIUISIPY KaX0T0 TOKYMEHTA,;

- (¢akcorpamMmpl, TelerpaMmbl, TeleHOHOTpPAMMBI TOMEMIAIOTCS B Jela C
MIEPETMCKOI Ha OOIINX OCHOBAHUSX,

- B JICJI0 TIOMEMIAIOTCS TOKYMEHTHI MPABWILHO WM TOJHOCTHIO O(OPMIICHHBIE
(TOKyMEHTBI TOJKHBI UMETh JIaTy, IMOANUCH U APYrue HEOOXOAMMBIC PEKBU3UTHI);

- B JIeJI0 HE BKIIOYAIOTCS JOKYMEHTHI, MOJJICKAIINEe BO3BpaATy, JHIIHUAC
AK3EMILISIPBI M YePHOBUKH (32 UCKITIOUEHUEM 0CO00 IICHHBIX);

- 10 00BEMY J1eJT0, BKITIOYAIOIIEe JOKYMEHTHI Ha OYMa)KHOM HOCHUTENIE, HE JOHKHO
npeBbIaTh 250 JIMCTOB, MPH TONIIMHE HE OoJiee 4 ¢cM (TOJIIMHA J1eT CO CPOKaMHU
xpa"enus 1o 10 et He momkHa npesbimath 10 cm). Jlena oobemom cBbime 250
JIUCTOB COCTAaBIISIOT OTACIBHBIA TOM, O YeM B JJOKYMEHTE JIeJlaeTcsi oTMeTKa. [Ipu
HAJIMYHUH B JIeJIe€ HECKOIBKUX TOMOB (4acTei) MHIEKC U 3aroJIOBOK Jieia
MIPOCTABISAIOTCS Ha KaXKJIOM TOMeE ¢ to0aBiieHreM obo3Havyenuit: "T. 1", "T. 2",

JIOKyMEHTBI BHYTPHU Jelia PAcIoJIaraloTCs CHU3Y BBEPX B XPOHOJIOTHYECKOM,
BOIPOCHO-JIOTHYECKON TOCIICIOBATEIPHOCTH (4TOOBI OHU IO CBOEMY COJICPIKAHHUIO
MOCJIEIOBATEIFHO OCBEINAIM OIPE/ICIICHHbBIE BOIPOCH) HITH UX codeTaHuu. [Ipu aToM
JOKYMEHTBHl HEOOXOIMMO pacrojaratb B XPOHOJOTHYECKOM TIOPSIKE WU TIO0
andaBuUTy aBTOPOB W KOPPECTOHACHTOB. [IpmiiokeHNs K TOKyMEHTaM, HE3aBHCHMO
OT JaThl WX YTBEPXKICHUS WA COCTABJICHHSI, MPUCOCAMHSIOTCS K JOKYMEHTaM, K
KOTOPBIM OHH OTHOCSITCSI.

PacriopsiiutenbHble JOKYMEHTHI TPYIIIAPYIOTCS B JIeia MO0 BUAM U XPOHOJIOTHH
C OTHOCSIIUMHCS K HUM TPUIOKEHHUSIMH. JIOKyMEHTBI - OCHOBaHUA K
pactopsIUTEIbHBIM JOKYMEHTAM BKJIIOYAIOTCS B OTACIBHOE [€J0. YCTaBHI,
MOJIOKCHUS, WHCTPYKIIMW, YTBEPXKACHHBIC TMPABOBBIMH  aKTaMH, SBISIOTCS
MPWIOKCHUSIMHU K HUIM U TPYIITAPYIOTCS BMECTE C YKA3aHHBIMU JTOKyMeHTaMu. Eciu
’KE€ OHU YTBEPXKICHBI B KAYECTBE CAMOCTOSTEIHHOTO JOKYMEHTA, TO UX TPYMIHPYIOT
B OT/ICJIbHBIC JIETIa.

[IpoTokonsl B [eJ€ paCHoNIaraloTCsl B XPOHOJOTUYECKOM TIOPSAIKE W TI0
HOMEPAM.

JIokyMeHTBI K 3acefaHusiM (COBEHMIAaHUSAM) TPYIIUAPYIOTCS B OTACIBHOE JEIO,
KaK ¥ TPUJIOKEHUS K TIPOTOKOJIaM, €CITH OHH COZEpKaT Oosee 25 cTpaHwuIl.

JIOKyMEHTBI K MPOTOKOJIaM, €CJIM OHHW CTPYNIHUPOBAaHBI B OT/ACIBHBIC Jefa,
CUCTEeMATU3UPYIOTCS BHYTPH JieJia TI0 MOPSAKY HOMEPOB MPOTOKOJIOB.

JlokanpHBIE HOPMATHBHBIC aKThl, YTBEPXKICHHBIC PACHOPSIUTCIHHBIMU
JOKYMEHTaMH, SIBIITFOTCSI TPUIOKEHUSIMH K HHAM U TPYIIUPYIOTCS BMECTE C



YKAa3aHHBIMH JIOKYMEHTAMMU.

[Tprkasel MO0 OCHOBHOM AEATENBHOCTH TPYNIUPYIOTCS OTAEIBHO OT NPUKA30B 110
JMYHOMY COCTABY U MPUKA30B M0 aIMUHUACTPATUBHO-XO35IMUCTBEHHOUN AEATEIIbHOCTH

[Ipuka3pl Mo JIMYHOMY cOCTaBy (HOPMUPYIOTCS B Jejla B COOTBETCTBHHM CO
CpPOKaMU XPaHEHHS.

JIOKYMEHTBI B IMYHBIX JE€JaX PACIONAraloTCs M0 MEPE UX MOCTYILJICHHUS.
JIuueBble cueTa Mo HAYMCICHUIO 3apa00THOM MIIAThl pA0OUUM U CITyKaluM
IPYIIUAPYIOTCS B OT/ACNIBHBIC Jiefia B alIaBUTHOM MOPSIKE.

[Ipennoxenus, 3asiBICHUS U Kalo0bl Fpak/IaH MO BOMpOcaM pabOThl OpraHa
MECTHOTO CaMOYIIPABIICHUS U BCE TOKYMEHTHI [0 UX PACCMOTPEHUIO U UCTIOJIHEHUIO
TPYNIUPYIOTCS OTACIBHO OT 3asBJICHUN IPaKJaH MO JIMYHBIM BOIIPOCAM.

[lepenucka rpynnupyeTcss B Jiefla MO TEMAaTHKE W/WUIU KOPPECIOHJCHTaM H
CHUCTEMATU3UPYETCSI B XPOHOJIOTUYECKOW IMOCIEIOBATENBHOCTH: JTOKYMEHT-OTBET
NoMemIaeTcss 3a JOKYMEHTOM-IpochOoit  (3ampocom). Ilpm  BO300OHOBICHHUH
MEPENUCKN II0 OMNPEJCICHHOMY BOIPOCY, HA4YaBUICWCS B MNOPEABIAYIIEM TONY,
JOKYMEHTBI BKJIIOYAKOTCS B JEJI0 TEKYILIEr0 ToJa C YKa3aHMEeM WHJIEKca Jena
MPEIBIAYIIETO rOAa.

DONEeKTPOHHBIE TOKYMEHTHI (POPMHUPYIOTCSI B DJIEKTPOHHBIE Jieja B COOTBETCTBUU
C HOMEHKJIATypOH Jied OpraHu3aiuu B TOoMl MHGOPMAIMOHHON cUCTEME, B KOTOPOil
OHM OBLITM CO3/IaHbI UJIU B KOTOPYIO ObLIN BKJIIOUCHBI.

7.2. OdopmieHue ael, MOATOTOBKA JIeT K XPaHCHHUIO.

Jlena, oOpa3oBaBmIMecs B JEITEIBHOCTH OpraHW3allMd U  MOJyIeXKallne
XpaHEHUIO, TPOXOAAT MOJHOE WK YyacTuyHoe oopmiieHue. [Tomnomy odopmiieHu o
moJyIekaT Jeia BpeMeHHBIX (cBbimie 10 J1eT) CpOKOB XpaHEHHs, IOCTOSHHOTO
XpaHeHHUS U 10 JUYHOMY cocTaBy. [lena BpemenHbix (o 10 jet) cpokoB XpaHEHHUS
MOJIeKAT YACTUUHOMY O0(OPMIICHUIO.

OdopmieHue nen mpoBOAUTCS B CTPYKTYPHBIX MOAPA3ACICHUSX OpraHU3alUu
o MecTy (OpMUPOBaAHUS TOKYMEHTOB B Jiea.

[TonHoe odopmieHue nena Ha OyMaKHOM HOCUTEJE BKIIIOYAET:

oopMIIeHHE PEKBU3UTOB O0JIOKKH Jena no Gpopme;

HyMEpaI1IO JINCTOB B JIEJE;

COCTaBJICHUE JIUCTA-3aBEPUTENS Jea,;

COCTaBJICHHE B HEOOXOJAUMBIX CIy4asiX BHYTPEHHEH OMUCU JOKYMEHTOB JIeNa;

MOAIINBKY U MEPEeIieT Jaena.

JIucT-3aBepuTensb Aena, BHYTPEHHSSI ONMUCh JOKYMEHTOB Jiefla U 00JIOKKa Jena
COCTaBJIAIOTCS 1O (opmaMm, yCTaHOBJCHHBIM MHCTpyKImer  (IpHIoKeHUS
NeNe13,14,15).

BHyTpeHHsisi onuch BKJIIOYaeTCsl B Jela, MMEIOIHUE OCOOYI0 3HAYMMOCTh, a
Takke B Jena, cOpMUpPOBAHHBIE MO BHAAM JIOKYMEHTOB, 3aroJOBKM KOTOPBIX HE
PACKPBIBAIOT KOHKPETHOTO COAEPKaHUS JOKYMEHTOB.

BHyTpeHHss1 onuch JOKYMEHTOB JieJla COCTABIISIETCS Tak)Ke Ha OObEeMHbIE Jelia
MOCTOSTHHOTO M BpeMeHHBIX (cBbimie 10 JieT) CpOKOB XpaHCHHsI B IENAX ydeTa H
OBICTPOTO HAXOXKICHUS JJOKYMEHTOB B JIEJI€.



B koHIle BHYyTpeHHEH OMHMCH yKa3bIBaeTCs MU(paMH U MPOMKUCHIO KOJUYECTBO
BKJIFOUCHHBIX B HEEC JOKYMEHTOB M KOJIMYECTBO JINCTOB BHYTPCHHEH OIIHCH.

BHyTpeHHsIT ONKMCHh JOKYMEHTOB Jieia TIOJIUCHIBACTCS COCTABUTEIEM C
yKa3aHUEM JODKHOCTH, HHUITHAIOB ¥ (JaMIJTH, 1aThl COCTABIICHUS.

Ecim neno meperuiereHo W MOAMUTO O3 BHYTPEHHEH OINMKCH, TO COCTaBIICHHAsS
BHYTPEHHSS ONUCH TOJIKJICUBACTCS K BHYTPEHHEH CTOPOHE JIMIIEBOI 00JIOKKH Jiea.

Jlena BpemeHHBIX (10 10 JeT BKIIOYUTEIBHO) CPOKOB XPAHEHUS, MOJJICKAIIUC
JaCTUYHOMY O(OPMIICHHIO, JOMYCKAeTCs XpaHWUTh B IMANKax, B KOTOPBIX Jela
XpaHWINCh B JCIONMPOM3BOJCTBE, MEPECUCTEMATHU3AlMs JOKYMEHTOB B JIClie HE
NPOBOJIUTCS, JIHCTHI JieJla HE HYMEPYIOTCS, JINCTBI-3aBEPUTEIIA  JieJla  HE
coctaBisitoTcsi. Ha o00nokke nema B COOTBETCTBUM C HOMEHKJIATYpPOM el
OpPraHW3allMd  3alOJIHAIOTCS  PEKBU3WUTHI.  HAWMMCHOBAaHWUE  OpraHU3allWH,
HAaMMCHOBAHWE ITOJPA3/ICIICHUs, WHJCKC JeJia, 3aroJIoBOK Jiejla, CPOK XpaHCHUs
JTOKYMEHTOB.

Ha o6moxke nen BpemeHHBIX (cBbime 10 j1€T) CPOKOB XpaHEHHUS U 110 JTUYHOMY
COCTaBY YKa3bIBAOTCS:

HAaMMCHOBAHWE BBIMIECTOSMNICH opraHu3anuu (opraHu3anuu-yupenutens) (mpu
HEOOXOJMMOCTH), HAWMMCHOBAaHWUE OpTraHW3aIlMM - HMCTOYHHKA KOMIUICKTOBaHUS
rOCyJIapCTBEHHOTO (MYHHUITMTIAIBHOTO) apXUBa,

HAaUMCHOBAHUE CTPYKTYPHOTO MOAPA3/ICICHHUS;

WHJICKC JIejia 10 HOMEHKJIAType Je;

HOMep ToMa (JacTH);

3aroJIoBOK Jiena (Toma, 4acTH);

KpaliHue JaThl Aena (TomMa, 4acTh);

KOJIMYECTBO JINCTOB B JICIIC;

CPOK XpaHEHHUS Jieia,

apXvBHBIN WKUdp Aena.

Ha o0moskkax Jies MOCTOSSHHOTO XpaHCHHsI HaJl HAMMEHOBAHHEM OpTaHH3AI[UH
YKa3bIBaeTCs HAMMEHOBAaHWE TOCYJapCTBEHHOTO (MYHHIIMIIAIBHOTO) apXHBa,
UCTOYHMKOM KOMIUICKTOBAHHSI KOTOPOT'O BBICTYIIACT OpraHU3aI[usl.

[Ipu opopmiienun 00JI0KKH JIeNia:

HAaMMCHOBAHWE BBIMICCTOSIIEH OpraHU3aiy (OpraHu3aIlMU-YIPEAUTENs), MPU
€¢ HAJMYMH, YKa3bIBACTCS IIOJIHOCTHIO B HMEHHUTEIIBHOM TaJIeXkKe, IO ITOJTHBIM
HAaMMCHOBAaHHMEM B CKOOKax yKa3bIBaeTCs O(HIMAIBHOE MPUHATOE COKPAMCHHOE
HanMeHoBaHue (MPU €ro HATNIWH);

HAaMMCHOBAaHWE OPTaHW3alMM YKa3bIBACTCS IOJIHOCThIO, B HWMCHHUTEIHHOM
najiexe, ¢ yKazaHueM OQUIIHAIBLHO MPUHATOTO COKPANICHHOTO HanMeHoBaHUS (Tpu
€r0 HAJIMYHH), KOTOPOE YKa3bIBaCTCS B CKOOKAX IMOCIIE TTOJHOTO HANMEHOBAHUS,

HAaMMCHOBAaHUE CTPYKTYPHOTO TIOJPA3AC/ICHUs] YKA3bIBACTCS TOJHOCTHIO B
COOTBETCTBHHM C YTBEPXKICHHOW CTPYKTypoi opraHuzanuu (IpW  HaJIM9IAA
COKPAIIICHHOTO HAWMEHOBAaHUS CTPYKTYPHOTO MOJPAa3JC/iCHUsT OHO YKa3bIBaeTCS B
CKOOKax);

WHJICKC JieJla TIPOCTABISICTCS B COOTBETCTBHM C HOMEHKIATYpOH  JIe
OpTaHW3aIINY;

3arojIOBOK Jiejla TICPEHOCHTCS W3 HOMCHKJIATYpHl Jied opranm3anuu (B



HEOOXOMMBIX CITydasX B 3ar0JIOBOK BHOCSITCS YTOUHEHHUS);

nathel aena (roa(sl) 3aBeACHUS M OKOHYAHUS Jieja B IeIOIPOU3BOJICTBE).

[Ipyn u3MeHeHUM HAaUMEHOBAHUS OPraHM3alMM WIH TOJPA3/ICICHUs] B TEUCHUE
nepuoja, OXBaThIBAEMOr0 JOKYMEHTAMU Jiella, WU MpU NepeAade Jeia B Jpyroe
nojApaszeieHue Ha OOJOXKe Jena MoJA NPEeKHUM HauMEHOBAaHHEM YKa3bIBAETCS
HOBOC HAaWMEHOBaHME opraHu3anuu (Moapa3ieicHus), a MpeKHEee HAUMCHOBAHUE
3aKJII0YAETCS B CKOOKHU.

WNunekc nena v 3arojioBOK Jiefla MEPEHOCSTCS Ha OOJIOKKY M3 HOMEHKIIATYPHI
nen. Eciu 170 COCTOUT M3 HECKOJIbKUX YacTel, Ha 00JI0KKY KaKI0ro ToMa (4acTH)
BBIHOCHUTCS OOIIIMIA 3ar0JIOBOK JIejIa M 3ar0JIOBOK KaXkJI0W JacTH (TP €ro HaJIHYUH).

JlaToii nen, coAaepiKaluxX paclopsiAUTENIbHYI0 JOKYMEHTAIMIO, a TaKXke Oel,
COCTOSIIIUX U3 HECKOJBKUX TOMOB (9acTeid), sIBIAIOTCS KpailHWE JAaThl JOKYMEHTOB
Jena, TO eCcTh JaThl (YUCIIO, MECSIl, T0J) PEerucTpanuu (COCTaBICHHUS) CaMoro
paHHEro U CaMOro MO3[HEr0 JOKYMEHTOB, BKJIIOUEHHBIX B jeno. Ilpu sTom aeHb
Mecsina (mBa 3Haka) W roj (YeThlpe 3HaKa) 00O3HAYAIOTCSA apaOCKUMHU IU(ppPaMH,
Ha3BaHME MECAllAa MUIIETCA CJIOBOM. EciM B Je10 BKJIIOYEHBI JOKYMEHTHI, JaThl
KOTOPBIX BBIXOJST 3a KpailHWe JaThl jAena, TO MOJ JaTaMU Jiefla, ¢ HOBOW CTPOKH
JeNaeTcs 3amnuch: "'B aerme uMeroTcs JOKYMEHTHI 3a ... roj(bl)". JlaThl gena MOTyT He
YKa3bIBaTbCsl Ha OOJIOXKKE A€, COAepKalluX, HalpUMEp, FOJI0BbIE IJIAHBI U OTUYETHI,
TaK KaK OHU OTPAKAIOTCS B 3aTOJIOBKAX JICII.

Jlatamu Aena, coAepiKailero mpoTOKOJIbl 3aCeIaHuM, SIBISIOTCS aThl IEPBOTO U
MOCJIEIHETO MPOTOKOJIA.

KpaiitHumMu natamMu JIMYHOTO Jefia SBISIOTCS JaThl TOMINUCAHUS TPHUKa3a O
npueMe (MPU HAJWMYUKA TPYJOBOTO JOTOBOpA - Jara 3aKIIOUYCHHS TPYIOBOTO
JIOTOBOpA) W TpWKa3a 00 YBOJIBHCHHH JIMIIA, HA KOTOPOE OHO 3aBeicHO. B ciryuae
CMEpPTH JIMI[a, HAa KOTOpOE 3aBEJCHO JeJI0, KOHEUYHOW JaToil sBiseTcs Jara
JOKYMEHTA, U3BEIIAIOIIETO O €r0 KOHUHHE.

PexBu3uT ‘"cpok XpaHeHus Jena’ MEPEeHOCUTCS Ha OOJIOKKY Jelia U3
HOMEHKJIATYpPHI JIeJl TOCTIE€ CBEPKHU €r0 CO CPOKOM XpAHEHUs, YKa3aHHBIM B IIEPEUHE
TUTIOBBIX JOKYMEHTOB WJIM B BEJOMCTBEHHOM IMEpEYHE JOKYMEHTOB, C YKa3aHHUEM
CPOKOB XpaHEHHUS.

Ha nenax mocTossHHOro XpaHeHUs MUIIEeTCs: ' XPaHUTh MOCTOSIHHO' .

[lo okoHYaHUU roja B HAAMUCU HAa OOJOXKKAX JI€J MOCTOSSHHOTO M BPEMEHHBIX
(cBpimie 10 5eT) CPOKOB XpaHEHHS] BHOCATCS YTOYHCHHS. TPU HECOOTBETCTBUU
3aroJoBKa e Ha 00JIOKKE COAEP KaHUIO MOJIIUTHIX JOKYMEHTOB B 3aroJ0BOK Jelia
BHOCSTCS] UBMEHEHUS U JIOMIOJITHEHUSL.

HavnmMeHoBaHusl opraHu3alMd M NOAPA3AEIEHUs, TOJ U HOMEpP Jiela MOTYT
MPOCTABIATHCA Ha OOJI0KKE C MTOMOIIBIO IITAMIIA.

B nensix obecrieueHUsi COXpPAHHOCTH U 3aKPEIUICHUS MOPSAKAa PaCHOJIOKEHUS
JOKYMEHTOB, BKIIIOUEHHBIX B JI€JI0, BCE €ro JIUCTbI, KPOME JIMCTA 3aBEPUTENS U
BHYTPEHHEW OMNHUCH, HYMEpylTcs apaOCkuMu nudpaMud BajJoOBOM HyMepalueil.
JIuCcThl HyMepyIOTCsl TpadUTOBBIM KapaHIAIoOM WM HymepaTopoM (yrmoTpeOsieHHe
YepHWI W [BETHBIX KapaHAamleH Il HyMEpalHWH JIICTOB HE JOIYCKaeTCs) CBEPXY
BHM3, HU(PHI MPOCTABIAIOTCS B MPABOM BEPXHEM YTy JINCTA, HE 3aJ€Basl TEKCTa
JIOKyMEHTA. JIUCThl BHYTPEHHEU ONMKUCH HYMEPYIOTCS OTACIBHO.



JIMCTBI N1eJl, COCTOSAIMX W3 HECKONBKUX TOMOB WJIM YacTed, HyMEPYIOTCS IO
KOKOMY TOMY WU 9aCTH OTAEIBHO.

JIOKyMEeHTBI ¢ COOCTBEHHOW HyMepamueil JTUCTOB HYMEpPYIOTCS B OOIIeM
MOPSITIKE.

JIuct mrob6oro Gopmara, MOAMUTHIA 32 OAWH Kpail, HyMEepyeTCsl KaK OJIMH JIUCT B
paBoM BepxHeM yriy. CII0KEHHBIN JIUCT pa3BOpAYNBACTCS M HYMEPYETCS B MPABOM
BEepXHEM yTiTy. JIUCT, CIOXEHHBIN W MOIIIUTHINA 33 CEPEIUHY, TTOMJICKHUT MEPEITHBKE
1 HyMEpYeTCs KaK OJIUH JIUCT.

Ecnu B 1emo moAmuT KOHBEPT C BIOKCHHEM, CHadaia HyMEpyeTcs KOHBEPT, a
3aTeM OYEePETHBIM TOPSIKOBEIM HOMEPOM KaXKI0€ BIOKEHUE B KOHBEPTE.

Ecnmu B Hymeparuu nuctoB gomyiieHo 6omee 10 ommboK, Bce AeI0 HyMepyeTcs
3aHOBO. [Ipu 3TOM cTapbie HOMepa 3a4epKUBAIOTCS, M PSIJAOM CTaBUTCS HOBBII HOMED
JUCTA.

[Ipy HamWYuu OTHOEIBHBIX OIMMOOK B HyMEpPAIMH JIUCTOB JIOMYCKAETCS
yrnoTpeOIeHne TUTePHBIX (¢ OYKBEHHBIMU JOIMOJIHEHUSMHU) HOMEPOB JIUCTOB.

[Tocre 3aBepriieHUsT HyMEpalluu JUCTOB COCTAaBJISETCS JUCT-3aBEpUTENh Jena,
KOTOPBIN pacronaraeTcs B KOHIIE nefa. B mucte-3aBeputene nudpaMu u Mpomuchio
YKa3bIBAIOTCSA KOJMYECTBO JIUCTOB B JAaHHOM JieJie, OCOOCHHOCTH OTACIIBHBIX
JOKYMEHTOB (HESICHBIA TEKCT, Pa3phIBbI, CKICHKH).

JlucTt-3aBepuTeNh JIeJa TOJIMUCHIBAETCS €Tr0 COCTABUTEIIEM C YyKa3aHHEM
JOJKHOCTH, MHUIIMATIOB ¥ (JaMUJIMH, TaThl COCTABIICHUSI.

KonmmdectBo nmcToB B jmene, YKa3aHHOE B JIUCTE-3aBEpUTENE  Jena,
MIPOCTABIISCTCS HA OOJIOXKKE Jena.

Ecnmu menmo meperuieTeHo W MOAIMHTO O€3 JIMCTAa-3aBEPUTENIS, TO COCTABICHHBIN
JUCT-3aBEPUTEINH MMOJKICUBACTCS K BHYTPEHHEHW CTOPOHE 3aIHEH 00JI0XKKH Jena.

8. Opranmaunﬂ OmEepaTuBHOIo0 XpaHCHUA JOKYMECHTOB M IKCIIEPTHU3A
HX HECHHOCTH

8.1. OnepatuBHOE XpaHEHHE TOKYMEHTOB.

C MoMeHTa 3aBeJieHHS M J0 Tepeaadyd eI B BEIOMCTBEHHBI apXWB OpraHa
MECTHOTO CaMOYIpaBJE€HUS Jejila XpaHsATCi MO0 MECTy HuX (HOPMUPOBAHUS.
PykoBonutenu opraHoB MECTHOTO CAMOYIIPABIICHUSI U CIICIIUATUCThI, OTBETCTBEHHBIE
3a BeJICHUE JIeIONPOU3BOJICTBA, 00513aHBI 00ECTIEYMBATh COXPAHHOCTH IOKYMEHTOB U
JeJI.

Jlns oOecriedeHUs COXPAHHOCTH, YYe€Ta JOKYMEHTOB M JI€ CTPYKTYpPHOTO
MOIpa3AeICHUS M OpTaHU3aIu1 JOCTYIIa K HUM IIPOBOAUTCS KOMIUIEKC padoT:

CO3/IaHHE ONTUMAJIbHBIX YCIOBUN XpaHEHUS TJOKYMEHTOB U JIEJI;

pa3MeleHue Jaer,

MPOBEpPKa HAJTUYMS U COCTOSHUS TOKYMEHTOB U 1€,

COOII0OICHUE TIOPsI/IKa BBIJIaun JICII.

Jlena pa3MmeniaroT B pa00YnX KOMHATaxX WIIM CHEIHUAIBHO OTBEACHHBIX JJISI 3TOU
1IeJIA TIOMEIICHUAX B IKadax, Ha CTeJUIaxkaxX, YTOObl 00eCIEYUTh UX COXPAHHOCTh U
3aIUTy OT BO3JICMCTBUS BPEIHBIX (PAKTOPOB.

Jlena a1 X ydera U OBICTPOTO MOMCKA JOJDKHBI pacIojaraThbCsli BEPTHUKAIBHO,



KOpEIIKaMi Hapy)Xy W B COOTBETCTBMM C HOMEHKJIATypoil aen. Ha kopemkax
00JIO’KEK JIeNT YKa3bIBAIOTCS MHICKCHI 10 HOMEHKJIATYpe NeJ, IPH HEeOOXOAMMOCTH
HOMEp TOMa Jiena, AaTy nena. HoMeHKmatypa Jen win BBIITMCKA U3 Hee TIOMEeAeTCs
Ha BHYTpPEHHEU cTopoHe mKada.

Brigaua nen npyrum noapasaelieHusIM WA CTOPOHHUM OpPTaHU3aIHASIM

MIPOU3BOIUTCS TOJBKO C pa3penieHuss pyKoBoauTeNs. M3baTre TOKyMEHTOB W3 JICIT
JIOTTYCKAETCS B UCKITIOYUTENBHBIX CITYYasiX, MPONU3BOAUTCS C pa3pemieHuUs
PYKOBOJHUTES C 00SI3aTEIIHPHBIM OCTABJICHUEM B JIEJI€ 3aBEPEHHON KOIHMH IOKYMEHTA
1 aKTa O MPUYUHAX BBIAAYH IOJIMHHHKA.

Jlena mocTosTHHOTO, BpeMeHHBIX (cBbimie 10 JIeT) CpOKOB XpaHEHUS U 110 JTHYHOMY
COCTaBY, 3aKOHUCHHEBIC B JCIIONPOU3BOJICTBE, HE paHEe, YeM Uepe3 OJIUH IOl U He
MIO3JIHEE, YeM Uepe3 TPHU I'oJia MEPEeTaroTCs B BEJOMCTBEHHBIM apXUB OpraHa
MECTHOTO CaMOYIIPaBJICHUS, T/Ie XPAHATCS B TEUCHHUE YCTAHOBJICHHBIX CPOKOB.

[IpoBepku HamWU4Wsi U COCTOSHUS JTOKYMEHTOB W JCN B IENSX YCTAHOBJICHHS
(aKTUYECKOr0 HaIW4YMs JIed  JOJDKHBI  IPOBOJUTHCS  JICJIIONPOHM3BOJIHUTEIIEM
MO/Ipa3/IeJICHUS B CIydasx:

nepes nepeaaveii JTOKyMEHTOB B apXUB OpTraHU3aIlny,

IIPU TIEPEMEICHUH JICT;

MIPU CMEHE PYKOBOAMTENS CTPYKTYPHOTO TTOAPA3ICIICHNUS;

Ipy  peopraHu3anvyl ¥ JUKBUAANNH OPTaHW3allid WIH CTPYKTYPHOTO
MO/Ipa3IeTICHUS.

[IpoBepka HaaM4Msi TPOBOJUTCS ITyTEM CBEPKU CTATe HOMEHKJIATYPHI JET C
OMHMCaHUEM e Ha 00JIOXKKE, a (PH3NISCKOE COCTOSHUE AL ONPEACIISICTCS MyTeM HX
BH3yaJIbHOTO IIPOoCcMOTpa. Bece 0OHapyKEeHHBIE HEIOCTATKH JOKHBI (PUKCHPOBATHCS
B aKTE€ IIPOBEPKU HAIMYUS M COCTOSTHUS JCII.

B ciryyae BBIABICHUS OTCYTCTBHS JCJ, YHCIIAIIMXCS IO HOMEHKIAType e,
PYKOBOICTBOM IIOJIpA3/ICIICHUI MPHHUMAIOTCSA MEPBI IO UX PO3BICKY. Eciau po3bIick
JIeJ He JJaeT Pe3ybTaTa, COCTABIISICTCS CIPaBKa O MPUYMHAX UX OTCYTCTBHS, KOTOpas
MOATUCHIBACTCS PYKOBOJIUTEIIEM TOIPa3ICIICHUS U IPEACTABIIICTCS B apXHB.

dakt yrparel gena (mena) GUKCHPYETCSs B akKTe, COCTaBISEMOM JIHIIOM,
OTBETCTBCHHBIM 3a BEJICHHE JEIONMPOM3BOJCTBA M PYKOBOIUTEIEM CTPYKTYPHOI'O
nojapasaeiacHus (yImoJHOMOYEHHBIM MM JIMIOM) B TPEX 3K3eMILIApax. MO OJHOMY
AK3EMILUIAPY aKTa XPAaHUTCS Y JIMIA, OTBETCTBEHHOT'O 3a BEJICHHE JICIOIPOU3BOJICTBA
U B CTPYKTYPHOM IIOJIpa3/ICICHUH, OK3EMIUIAP aKTa IPEIACTABISICTCS B apXHWB
OpraHu3allid TpH TIepenade Aed CTPYKTYPHOTO TOApa3C/iCHUS Ha apXHBHOE
XpaHCHHE.

8.2. DkcnepTr3a EHHOCTH TOKYMEHTOB.

DKcnepTH3a HEHHOCTH JOKYMEHTOB MPOBOJAUTCS HA OCHOBE 3aKOHOIATEIbHBIX U
MHBIX HOPMATHBHBIX MPAaBOBBIX akToB Poccwuiickoit Deneparuu, ycTaHABIMBAIOLIINX
TpeOOBaHMS K CPOKAM XPAHEHUS TOKyMEHTOB, TUTIOBBIX U BEIOMCTBEHHBIX ITEPEUHEH
JOKYMEHTOB C YKa3aHHEM CPOKOB UX XpaHEHUS:

IIPU COCTABIICHUN HOMEHKIIATYPHI A,

IIpU MTOJITOTOBKE JIEJT K Mepeiaye B apXUB OpPraHu3allny;

B apXUBE OPTaHU3AIINH.



JIyist opranu3anuu U MpoBeJIeHUs] pabOThl MO IKCIEPTU3E LIEHHOCTH JOKYMEHTOB
B OpPTaHU3AIMU CO3JIACTCs TIOCTOSIHHO JICHCTBYIOIIAsl SKCIIEPTHAs KOMUCCHS (nasee -
9K).

3agaun, (¢yHKIuM, T1paBa, opraHuzauus padorsl DK  ompenensrorcs
MOJIOKEHHEM O HeH, KOTOopoe pa3padaThiBa€TCs Ha OCHOBAHMHM MPUMEPHOIO
MOJIOKEHUSI,  YTBEPXKIEHHOTO  YIIOJHOMOYEHHBIM  (pefepalibHbIM  OpPraHoM
UCTIOJTHUTEILHOW BJIACTH B cepe apXHMBHOIO Jena | jaeionpousBojactsa ([Ipukas
®enepanpHoro apxuBHOro areHrcTBa or 11.04.2018 N 43 "OO6 yTBepkaeHUn
[TpumepHoTO MTOJIOKEHUS 00 SKCIEPTHOM  KOMHUCCHM  OpraHu3anuu’
(3apeructpupoBad B Munucrtepcrse roctuiun Poccuiickoit ®@enepanmu 15.06.2018,
peructpaimorusiii N 51357).

OcHoBHBIMH pyHKIMAMU DK SBIAIOTCS:

OopraHu3alus €XeroJHoro oroopa Aei Jid XpaHEHUS U YHUUTOXKECHUS

paccMOTpEHHE M COTJIaCOBaHUE MPOEKTa HOMEHKJIATYphl JIeJl OpTraHu3allui,
OIMUCEH JIe TMOCTOSHHOTO M BpeMeHHBIX (cBbime 10 jieT) cpoKOB XpaHEHHs, B TOM
Yyycjie MO JUYHOMY COCTaBY, aKTOB O BBIJCICHUU K YHUUYTOXKECHHUIO Jel, He
MOJICIKAIIUX XPAHEHUIO;

y4acTU€ B TMOJATOTOBKE W PACCMOTPEHUU TMPOEKTOB HOPMATUBHBIX H
METOJUYECKUX JTOKYMEHTOB IO BOMpPOcaM padOThl C IOKYMEHTaMU B OpTaHU3AIUH.
DKcrepTu3a EeHHOCTH JOKYMEHTOB MPOBOJUTCS €KeroaHo. J[o mpoBeaeHus
AKCHEPTU3bI IIEHHOCTH YHUUYTOXKEHUE JOKYMEHTOB 3aIpEIacTCs.

[Ipu mpoBeneHHH 3KCNEPTU3bI IIEHHOCTU JOKYMEHTOB IpPH MOATOTOBKE JEN K
nepeaye B apXuB OpraHu3allii OCYIIECTBISETC:

OoTOOp JIOKYMEHTOB ITOCTOSHHOTO M BpeMeHHBIX (cBbimie 10 JeT) cpokoB
XpaHeHUs JJIs TIepejayu B apXUB OpraHU3alluu;

0TOOp TOKYMEHTOB BpeMeHHBIX (10 10 jeT BKIIOYUTEIEHO) CPOKOB XPAHCHUS W
¢ moMeTkamu ''Jlo MuHOBaHUS HamoOOHOCTH , "Jl0 3aMEHBI HOBBIMH', MOJICIKAIIUX
JTanbHEUIIEMY XPaHEHUIO B CTPYKTYPHBIX MOAPa3ACICHUSX,

BBIJICJICHUE K YHUYTOXKEHUIO JieJl 3a MPEIbIAYIIHE TOJbl, CPOKU XpaHEHUs
KOTOPBIX UCTEKIIH.

OnDHOBPEMEHHO TMPOBEPSIETCS KAYeCTBO W IMOJHOTa HOMEHKJIATyphl el
OpraHu3aIuu, NPaBUIbHOCTH ONPEEICHUS CPOKOB XPAHECHHUS JIE.

Jlena mocTostTHHOTO U BpeMeHHBIX (cBbimie 10 J1eT) CpOKOB XpaHEHUs MOJICKAT
MOJIUCTHOMY TIPOCMOTPY JUTSI BBIJICIICHUS U3 UX COCTaBa JIOKYMEHTOB BPEMEHHBIX (10
10 meT) CpOKOB XpaHEHHS.

Hena ¢ ormerkoit "OK" moaBepraroTcs MOIUCTHOMY MPOCMOTPY B IENSIX
OMpeNIeNICHUs U BBIJICTICHUSI U3 UX COCTaBa JOKYMEHTOB, MOMJICKAIIUX MTOCTOSTHHOMY
XpaHEHHUIO.

[lo pe3ynbpTaTaM 3KCHEPTU3BI IEHHOCTU JOKYMEHTOB B OpraHU3alliK MPOBOUTCS
oopMIIEHHE JI€]T U COCTABJISIIOTCS OIMKCH JIeJT MIOCTOSIHHOTO XPaHEHHUsI, BPEMEHHBIX
(cBoime 10 71eT) CPOKOB XpaHEHUS | 1O IMYHOMY COCTaBY, a TaKXkKe aKThI O
BBIJICJICHUH K YHUYTOXKEHHIO JIeJ1, He TIOJJICKAIINX XPaHSHHIO (TTprtoxenue 18).

JIOKYMEHTBI TIOCTOSIHHOTO, BpeMeHHBIX (cBbImie 10 JIeT) CPOKOB XpaHEHUS H I10
JUYHOMY COCTaBY, COCTaBJISIIONINE [I€7I0, TOMENIAIOTCS B TBEpJbIE OOJOXKUA U3
KapTOHA, TMOJIIMBAIOTCS B 4YEThIpe MPOKOJAa WM NEPEIUIETAIOTCS C  y4YeTOM


http://fedconsultant.ca.sbrf.ru/cons/cgi/online.cgi?req=doc&base=LAW&n=300357

BO3MOKHOCTH CBOOOJHOTO YTEHUS TEKCTa BCEX JIOKYMEHTOB, JaT, BU3 U PE3OIIOLIUIMA
Ha HUX. Pe3omonuu pykKOBOJACTBA, COCTAaBJIEHHBIE HA OTHAEJIbHBIX JIMCTAX,
MOMEIIAIOTCS Tepe]] TOKYMEHTOM. [Ipu MoAroToBKe Jei K MOAIIMBKE (MIeperuieTy)
MPOBEPSETCA MPABUIBLHOCTh UX (GOpPMUPOBaHUS, OPOpPMIIEHUS], BCE TJIACTUKOBBIE U
METAJUIMYECKUE KPETUIEHHUS, a TAKXKE TEPMOIIEPEILIETHI U3 JOKYMEHTOB YIAISAIOTCS.

Jlena MOCTOSTHHOTO XpaHEHHUsI, COCTOSIIIIUE U3 0CO0O0 IEHHBIX WU HEPOPMATHBIX
JOKYMEHTOB, MOTYT MPUHUMATHCS Ha XPAHEHHE B 3aKPBITHIX TBEPIBIX MNaIKax C
TpeMs KJalnaHaMH U C 3aBsI3KaMU WM B KOPOOKax.

Onucu Jaen MOCTOSHHOro XpaHeHHs, BpeMeHHbIX (cBbimie 10 jer) cpokos
XpaHEHUS U 10 JUYHOMY COCTaBY, a TAKXKE aKThl O BBIJICICHUU K YHUUTOXEHUIO JET,
HE MOMJICKAIMX XPAaHEHUIO, paccMaTpuBarOTCs Ha 3acenanun OK opranuzanuum
onHoBpeMeHHO. CormacoBanHble DK akThl U ONUCH YTBEPKIAKOTCS PYKOBOJIUTEIEM
OpraHU3aIu.

[loammBKka BHOBb CPOPMUPOBAHHBIX JI€JT TPOU3BOUTCS TOJBKO MOCIIE 3aBEPIICHUS
AKCIEPTU3bI HEHHOCTU JOKYMEHTOB.

9. HOI{I‘OTOBKa H nepeaavya 10KyMEHTOB B BeIlOMCTBeHHbIﬁ apxuB

9.1. B BeJOMCTBEHHBII apXxuB IIEPEIAIOTCS Jieja ¢ UCITOTHEHHBIMU JOKYMEHTAMM
MOCTOSIHHOT'O, BpeMeHHOoro (cBbime 10 jeT) XpaHeHHs U 110 JUYHOMY cocTaBy. Mx
rnepeaaya NpoOU3BOAUTCS TOJIBKO MO OMUCIM JIE.

OmnwucH e COCTABIIIOTCS €KETOIHO 110 YCTaHOBJICHHOH Gopme (pritoskeHust NeNe
16,17).

Onucu nen coCTaBIsAIOTCS B CTPYKTYPHBIX MOAPA3ACICHUSIX OPraHU3alNH .

OnucHu Aen COCTaBJISIFOTCS OTIEIBHO Ha Jiejla MOCTOSHHOIO XpaHEHUs; Jena
BpeMeHHBIX (CBbIme 10 JIeT) CPOKOB XpaHEHUs; Jieja 10 JUIHOMY COCTaBy, a TaKKe
Ha JIeJ1a, COCTOSIIINE U3 JOKYMEHTOB, XapaKTEPHBIX JJIsI JAHHOW OpraHU3aluu.
Omnwucwu (rogoBbIe pa3ieibl OMKUCcei) e, TOKYMEHTOB COCTaBIISIOTCS:

MOCTOSTHHOTO XPAHEHUSI — HE MEHEE YEM B YETBIPEX IK3EMILISIPaXx;

BpeMeHHoro (cBoimie 10 jeT) XpaHeHHUsI — HE MEHEE YeM B YEThIpEX IK3EeMILIApax;
JOKYMEHTOB I10 JINYHOMY COCTaBY OpPraHU3alHi-UCTOYHUKOB KOMILJIEKTOBAHUSA
OTJeJIa MO JIeJaM apXuBOB AIMUHUCTpalUM JIOKTEBCKOroO pailoHa — HE MEHEE YEM B
YETBIPEX IKIEMILISAPAX.

Omnmcu gen  CTPYKTYPHBIX TOAPA3JEICHUNA TMPEJICTABIAIOTCS B apXUB
OpraHu3allMd HE paHee, YeM 4Yepe3 OJWH TOoJi, U HE IO3JHEe, YEM 4Uepe3 TpU rojaa
MOCJIE 3aBEPIICHUS A€ B AETONPOU3BOJICTBE.

OtnenbHass OMKWCH MPEACTABISIET COOOW TEepeyYeHb OMNMHUCATENBHBIX CTaTel ¢
CaMOCTOSITEIbHON MOPSAKOBOM HyMEPALMEH, KaKAasi U3 KOTOPBIX JOJKHA BKIFOYATh
CJICIYIOIIME CBEACHHUS

MOPSAKOBBIN HOMEP JeJ1a IO OIHUCH;

UHJICKC Jena,

3aroJIOBOK /e,

KpallHUE aThl 1A,

KOJIMYECTBO JIUCTOB B JCJIC,

CPOK XpaHCHHU JIeJ1a,;



MpUMeYaHus.

[Ipu cocrtaBieHHH OMHCH JAEN CTPYKTYPHOIO TMOJpa3/iefieHus] COOMI0AA0TCS
cleayrolre TpeOoBaHus !

3arOJIOBKM JIeJI BHOCSTCS B ONKCh B COOTBETCTBUM C TPHHATOM CXEMOU
CUCTEMAaTH3allNH JIeJl, 3aKPEIJIEHHON B HOMEHKJIAType Jed;

Ka)X7[0€ JIeJI0O BHOCUTCS B OMHCH IMOJT CAMOCTOSTEIIBHBIM MOPSIKOBEIM HOMEPOM
(ecau €710 COCTOUT M3 HECKOJBKMX TOMOB WJIM YacTeM, TO KaKAbIM TOM WJIM YacTh
BHOCSITCS B OIIUCH I10J] CAMOCTOSITCIIbHBIM HOMEPOM);

MOPSIOK HyMEpaIuu A7 B OIKUCH - BaJIOBBIM,

rpadbl OMHMCH 3aMOJHSIOTCS B COOTBETCTBHU C TEMHU CBEICHHUSMH, KOTOPBIC
BBIHECEHBI Ha O0JIOKKY JIeNa;

Ipd BHECCHHU B ONHMCh mOAPSA naea (TOMOB, dacTei) ¢ OJAMHAKOBBIMH
3aroJIOBKaMH 3arojioBKM Bcex Jeid (TOMOB, YacTeil) IUINYTCS MOJHOCTBIO;, IMpHU
BHECEHHH B OIMCH ITOCIIEIHEr0 3arojoBka gqo0asisercs ciioBo "[locnenuuii');

rpada omnucu “l[lpumeuanus” wucHoab3yeTCs I OTMETOK O MpueMe Jed,
0COOCHHOCTAX WX (PU3UUYECKOTO COCTOSHHSA, O Tepeaaye Aea IPYyTuM CTPYKTYPHBIM
MOJIpa3IeJICHUEM CO CCHUIKOM Ha aKT, O HAJTUYUU KOMHUU.

Ilepen BHeceHHMEM 3aroJIOBKOB JIe€I B OMNHUCh TMPOBEPSIOTCA KadeCTBO
dbopmupoBanus U 0QOpMIICHUS €], COOTBETCTBUE KOJIMYECTBA JieJI, BHOCUMBIX B
OTHUCh, KOJTMYECTBY 3aBEJACHHBIX JIEJ IT0 HOMEHKIIATYpe JIeJT OpraHu3aIliH.

B konue omnwcu Beiien 3a MOCIEAHEW ONMHMCATENIBbHOW CTAaThEW 3aIloHSIETCS
UTOrOBasl 3alKCh, B KOTOPOI yKa3biBaroTCs (1udpaMu U MPOMKUCHIO) KOJIUYECTBO JE,
YUCTIAIIMXCS IO OIMKMCH, MEPBBIA M TOCICAHUNH HOMEpa Jel IO OMHCH, a TaKkKe
OroBapHBAaIOTCI OCOOCHHOCTH HyMEpalMH Jed B ONHCH (JUTCPHBIE HOMEpa M
pONyIIeHHBIC HOMEpa).

[Topsimok MPUCBOSCHHS HOMEPOB OMHUCAM €71 CTPYKTYPHBIX IMOJpa3acieHUN
YCTaHABJIUBAETCS IO COTJIACOBAHMIO C ApXUBOM OPTaHHU3AIIUH.

Onucu Ha Jiena, JOKYMEHTBI TOCTOSTHHOTO XPaHEHHUS U 10 TUYHOMY COCTAaBY U aKThI
Ha YHUYTOXKEHHUE JOKYMEHTOB PACCMAaTPUBAIOTCS Ha 3acCelaHUU HKCIEPTHOU
KOMKCCHUU OpraHa MECTHOTO CaMOYIPaBJIEHHUs OJTHOBPEMEHHO, 110 UTOraM
PacCMOTPEHHUS — COTIIACOBBIBAIOTCH.

CornacoBaHHbIE YKCIIEPTHOM KOMUCCHENH OpraHa MECTHOT'O CaMOYTIPABJICHUS! OTUCH
JieN1, TOKYMEHTOB MOCTOSIHHOTO CPOKa XPAHEHUs UCTOYHUKOB KOMILIEKTOBAHUS
apXMWBHOTO OT/IeJIa AJIMUHUCTPAIIMU TOPOJia MPEACTABIISIOTCS HAa YTBEPKICHUE
AKCIEPTHO-ITPOBEPOYHON-METOIUIECKON KOMUCCHU MUHHCTEPCTBA ANTaliCKOTO
Kpast IO KyJIbType 4epe3 TPH T'oJia MOCIe 3aBEPIICHUS AEIOMPOU3BOJACTBOM JAEI.

Ha nena BpemeHHBIX CpokoB xpaHeHus (1o 10 eT BKIIIOYHMTEIBHO) OIUCH HE
COCTaBJISIIOTCS, U B apXHMB TaKHeE JiejIa HE TIepeIaroTCs.

Jlena mepenaroTcs Ha XpaHCHHWE B apXWB OpraHU3allMd B COOTBETCTBUHU C
rpauKoM TMepenayu JAOKYMEHTOB, YTBEPKIACHHBIM PYKOBOJUTENIEM OpraHU3aluU
WM WHBIM YIOJHOMOYEHHBIM WM JIMIIOM M COIVIACOBAHHBIM C PYKOBOJUTEISIMU
CTPYKTYPHBIX TIOJIpa3/icICHUM.

Jlema mocTosHHOrO U BpeMmeHHBIX (cBbimie 10 51€T) CpOKOB XpaHEHHS,
JOKYMEHTHI IO JIMYHOMY COCTaBY MEPEIal0OTCsA B apXUB HE paHee, YeM yepe3 rof, u
HE MMO3HEee, YeM Yepe3 TPH rojia Mocje 3aBepIICHUs UX B JICIIONPOU3BOICTRBE.



Ilepemaua pgen B apxuB OpraHu3aldd  TPOU3BOAUTCA IO ONHUCIM e
CTPYKTYPHBIX NTOAPA3ICIICHUMN.

Y1onHOMOUEHHBIA paOOTHUK apXHWBa MPOBEPSET MPABUIBLHOCTH OQOPMIICHUS U
dbopmupoBaHusa €7, NPaBUIBHOCTb COCTABJICHUSI OMNUCEW JeJ, COOTBETCTBUE
KOJIMYECTBA JIeJl, BKJIOUEHHBIX B OIKCh, KOJUYECTBY [, CHOPMUPOBAHHBIX B
COOTBETCTBUM C HOMEHKJIATYpOM Ae.

BrisiBieHHBIE TTPU TIPOBEPKE HEOCTATKU B (POPMHUPOBAHUU U OPOPMIICHUU JE
pPabOTHUKU CTPYKTYPHOTO MOJApa3AeieHUs 00si3aHbl YCTPAaHUTh B JBYXHEICIbHBIN
CPOK.

JIOKYMEHTBI TOCTOSIHHOTO CPOKa XPAHEHHUsI OPTaHU3alUHI, SIBIIOIIAXCS
HMCTOYHHKAMU KOMIUIEKTOBAHUS OTAENA 0 JeJaM apXUBOB AJIMUHHUCTPaLUN
JIokTeBCKOTO paiiloHa ANTAalCKOTrO Kpasi, B TCUCHUE ITATH JIET XPAHATCS B
BEJIOMCTBEHHOM apPXHUBE, MOCIIE YETO NEPEAAOTCS HA MTOCTOSHHOE XPAHEHHUE B OTAET
0 JeJaM apXUBOB AJIMUHHUCTpaluu JIOKTEBCKOro paitoHa AJITaiiCKOro Kpasi.

JIOKYMEHTBI TIO JIMYHOMY COCTaBY MYHHUILIMIAJIBHBIX CIYXKAIIUX, YBOJECHHBIX C
MYHUIIUNATBHON CIYy>KObI, TIepefaloTcsi B BEJOMCTBEHHBIM apXWB OpraHU3allH 110
uctedernu 10 et co THS YBOIHHEHUS.

B ciyyae nukBHmanuyM WA PEOPraHU3ALMU CTPYKTYPHOTO MOJpa3AECICHHUS
OpraHu3aluy  JIeJIONPOU3BOJUTENb  MOAPA3ACICHUS B NEPUOA  IPOBEICHUS
JTUKBUAAIMOHHBIX MEPONpUATUN (QOopMHUpPYET BCE UMEIOIIMECS JTIOKYMEHTHI B Jena,
opopMIIsIET JAea M TMepefaeT UX B apXUB OpPraHU3ald, HE3aBUCHUMO OT CpPOKOB
xpaHenus. [lepenada nen oCymecTBAsSETCS MO OMUCIM 1€ U HOMEHKJIATYPE JIEI.

9.2. OT60p MOKYMEHTOB K YHHYTOKCHHUIO

OTO6Op MOKYMEHTOB K YHUYTOXKEHHIO 3a COOTBETCTBYIOIIMM TMepuoa u
COCTaBJICHHWE aKTa O BBIJCICHUM K YHHUUYTOXKEHHUIO JTOKYMEHTOB, HE MOJIeXKAIINX
xpaHeHno (mpuinokeHue 18), MpPOM3BOAATCS IIOCIE COCTaBICHHUS OIKMCEH el
MOCTOSIHHOTO XpaHEHUsT W 1O JUYHOMY COCTaBy 3a JTOT e mnepuona. [ena
BKJIIOYAIOTCSI B KT O BBIJCJIICHUM K YHUYTOXKCHHUIO JIOKYMEHTOB, HE MOJJIECIKAIIUX
XpaHEHHIO, €CJIM MPEIYyCMOTPEHHBIN I HUX CPOK XpaHEHHS UCTEK K 1 sHBaps roja,
B KOTOpPOM cocTaBjieH akT. Hampumep, 3akonuenusie B 2015 rony nena ¢ 3-metHum
CPOKOM XpaHEHHs, MOTYT ObITh BKJIIOYEHBI B aKT, KOTOPBIM OyAEeT COCTaBJICH HE
panee 1 saBaps 2019 ropa.

HckmroueHrne COCTaBIISIIOT JOKYMEHTHI BPEMEHHOTO CpOKa XpaHEHHs, B CPOKE
XpaHEHHS KOTOPBIX OTcyTcTByeT mnomerka ' OIIK". Jlema ¢ ormerkon "OIIK"
MOJJICKAT MOJUCTHOMY MPOCMOTPY B LIEJSAX BBISIBICHHUS JTOKYMEHTOB, MOJICKAITAX
TIOCTOSSHHOMY XpaHEHMIO. BEIABICHHBICE B TaKUX JAeiax JOKYMEHTHI IOCTOSHHOTO
XpaHEHHMS BBIJCHAIOTCS W IPUCOCIUHSIOTCS K  OJHOPOJIHBIM  JIeIaM  HWJId
hOopMHUPYIOTCS B CAMOCTOSITEIIbHBIC JIea.

OcranbHbIe TOKYMEHTHI Aena ¢ otMeTkor "OIIK" BkItodaroTcs B akT, MpU 3TOM
ormetka "OIIK" B akTe HE yKa3bIBaeTcs.

OT0Op MOKYMEHTOB M JKCIEpPTH3a IIEHHOCTH JOKYMEHTOB OCYIIECTBIISIOTCS
CTPYKTYPHBIMH  TMOJPA3JACACHUSIMHU  CAMOCTOSATEIIBHO  TMOJ  METOJAMYECKUM
PYKOBOJICTBOM CHEIUAINCTA, OTBETCTBEHHOT'O 32 apXUB.



OT6Oop MOKYMEHTOB K  YHHYTOXXCHUIO TMPOBOAUTCS HA  OCHOBAaHUU
COOTBETCTBYIOIIMX THUIOBBIX MEPEUYHEN TOKYMEHTOB C YKa3aHHEM CPOKOB XpaHEHUS
Y HOMEHKJIATYpPHI IeJT IIyTeM MOJIUCTHOTO MPOCMOTpA.

AKT O BBIICICHHUM K YHUUYTOXXEHHUIO JOKYMEHTOB, HE MOJIEKAIIUX XPaHEHHIO,
MIPEJICTaBIsACTCS HA pacCMOTpeHHe W corjacoBanue DK OMHOBPEMEHHO C OMHUCIMU
JIeJ1 IOCTOSITHHOTO XPaHEeHUS U IO JIMYHOMY COCTaBY.

AKT O BBIICJICHUM K YHUUYTOXXCHHUIO JOKYMEHTOB, HE MOJICKAIIUX XPaHEHHIO,
YTBEPKIAETCA PYKOBOAMUTEIEM opraHuzanuu nocie yreepxkaenus JIIK apxuBHoro
YUPEKJICHUSI, TOCYJJTAPCTBEHHOTO WM MYHUIIMNAIBHOTO apXuBa B COOTBETCTBUU C
MPEIOCTABICHHBIMU €My TOJJHOMOYHMSMH ONHUCEH €Nl TMOCTOSHHOTO XpaHEHHS U
COTJIACOBAHMS OMHUCEHN e MO JUYHOMY COCTaBy, MOCIIE YEro JieNia, BbIJICICHHBIE 1O
aKTy K YHUUYTOXEHHUIO, MOTYT OBITh YHUUTOXKEHBI.

ITocnme yTBepXAEHUS CBOAHOTO aKTa O BBIJACACHHUM K YHHUYTOKECHHIO
JTOKYMEHTOB, HE  TOJICKAIUX  XPAaHCHUIO, JOKYMEHTBl  yHHUYTOXKAIOTCSA
CTPYKTYPHBIMH TIOApa3CICHUAMH WM IEeHTpalIn3oBaHHO. [Jlenma, momnexariue
YHHUYTOXKCHHUIO, MEpeaaloTcs Ha mnepepaboTky (YTHIU3ALMIO) IO HMPHEeMO-CAATOYHOM
HaKJIaJHOM.

ITocne yHUYTOXKEHHS JOKYMEHTOB CIEIIMAIIMCTOM, OTBETCTBEHHBIM 3a apXWUB,
JeJaeTcs 3amMch 00 3TOM B aKT€ O BBIJCICHHH K YHHYTOKEHUIO JTOKYMEHTOB, HE
MOJICKAIIMX XPAaHCHUIO, B HOMEHKJIAType Jed 3a COOTBETCTBYIOUIUM TO
MPOCTABIISIIOTCA ~ OTMETKH, 3aBepsieMble  MOAMHMChI0  crnenuanucta  CiyxObl
JIEIIONPOU3BOACTBA, U T1aTOM:

"Vanuroxeno. Cm. akt N oT . [loamuce, nuauIManbl, GamMuaus'

AKTBI O BBIJICICHUY K YHUUYTOXEHHUIO JOKYMEHTOB, HE TOJJICKAIINX XPAHEHUIO,
XPpaHSATCS TTOCTOSIHHO B jeie (poHaa.

10. OnepaTBHOE UCTIOIB30BAHUE APXHUBHBIX IOKYMEHTOB

CoTpyaHHUKH OpPraHOB MECTHOTO CaMOYIIPABJICHUS B LEJSAX UCIOJHEHUS CBOMX
JOJKHOCTHBIX O00SI3aHHOCTEH JONMYCKalTCd K paboTe C apXUBHBIMU JEJIaMH U
JOKYMEHTaMH, HaXOASIIUMUCS B apXUBE.

ApXuBHbIE Jiea NPeI0CTaBISIIOTCS JIJIsl UCIOJIb30BaHusl B paboTe COTPYAHUKAM
TOJIKO TOTO CTPYKTYPHOI'O MOJpa3/ieJIieHusi, U3 KOTOPOro JOKYMEHTHI paHee ObLIN
nepenanbl  Ha apxuBHO€ XpaHeHue. COTpyaHUMKAM APYTUX  CTPYKTYPHBIX
MOAPA3ICIICHU apXUBHBIE JE€Ja MPEAOCTABIAKOTCS TOJBKO C  pa3pelIeHUs
PYKOBOJUTENS HA OCHOBAHUM OOOCHOBAHHBIX 3aIPOCOB.

Jlena, JOOKyMEHTHI BBIJIAIOTCA BO BPEMEHHOE II0JIb30BaHHE pPaOOTHUKAM
OpraHu3alMy Ha CPOK He 0oJee OJHOTO MecHIIa.

['ocynmapcTBeHHBIM opraHaMm (CyAeOHBIM, TPaBOOXPAHHUTEILHBIM, OpraHam
rOCyJIJapCTBEHHOTO KOHTPOJISI M HaJ30pa) Jieia M OTACIbHBIC JOKYMECHTHI BBIIAIOTCS
Ha OCHOBAaHHMH MX MHCBMEHHBIX 3aIIPOCOB C Pa3pelICHUsI PYKOBOAUTEN S OpraHu3aluu
WJIM MHOTO YIOJIHOMOYEHHOI'O MM JIMIIA, IO aKTaM Ha CPOK He 0oJiee eCTU MECSIIEB.

[Ipu HEOOXOIUMOCTH CPOK UCTIOIB30BAHUS JOKYMEHTOB MOXKET OBITh MPOJICH.

Boinaua gen u3 apxuBa (PUKCUPYETCS B KHUTE BbIIAYU JE.

Ha BpIaHHOE n€0 3aBOAUTCSA KapTa-3aMECTUTEINb, ITOMENIaeMasi Ha MECTO



BBIJIJAHHOTO Jena. B Hell yka3pIBalOTCs MHACKC Jeia, JaTa €ro BblAaud, KOMY JIeJO
BBIJIJAHO, JaTa €ro BO3BpaIllEHMs, MpeAycMaTpuBalOTCs rpadbl sl MOAMNUCEH B
MOJIYYEHUH U TPUEME JIeJa.

Ha wMecTto U3BATOrO MNONIMHHHMKA  JOKyMeHTa paboTHUK  Ciiy>KObI
JIETOTPOU3BOICTBA WIIM JIEJIONPOU3BOAUTEND MOAPA3ACICHUS BKIIAJbIBACT B JIEJIO
JUCT-3aMECTUTENh C yKa3aHUEM, KOI/a, KOMy U Ha KakOW CPOK BbIJaH JIOKYMEHT U
MOAMUCSAMHU B MOJYUYECHUH U nipuemMe jaeina. [Ipu aTom B nei1o nomeniaeTcsi 3aBepeHHast
KOIHSI TOKYMEHTA.

[Tocne pemreHus Bompoca, IS PacCMOTPEHHUS KOTOPOro Jena (JOKyMEHTHI)
M3BIMAJIUCh TIO 3ampocaM TOCYAApPCTBEHHBIX OPraHOB, MOJJIUHHUKU JOKYMEHTOB
JIOJIKHBI OBITh BO3BPAILEHBI B OPTaHU3AIMIO U MIOMEILIEHBI B JIETIO.

CoTpyIHUKA B COOTBETCTBUM C JCHCTBYIOIIMM 3aKOHOJATEIHCTBOM HECYT
OTBETCTBEHHOCTh 3@ COXPAHHOCTh MOJYYEHHBIX APXUBHBIX J€1 U JIOKYMEHTOB U
UCIIOJIb30BaHuE MH(OpMAIIUK, COoAepKalleiics B HUX. M3bpaTre JOKyMEHTOB U3 Je,
nepejavya apXuBHBIX JOKYMEHTOB MJIM MX KOMHUM COTPYJHUKAM APYTUX OpraHu3alui
3ampenaeTcs.

[Ipu pabGoTe ¢ apXMBHBIMU JOKYMEHTAMH HE pa3peliaeTcsi BHOCUTh B HHX
MOMpPaBKH, AeJIaTh MOMETKH, pad0TaTh C HUMU BHE CITY>KEOHBIX MOMEIICHUH.

[loaIMHHUKY TIPABOBBIX AKTOB, MPOTOKOJIOB 3acE€NaHUN KOOPJIWHAIIMOHHBIX U
COBELIATEIbHBIX OPraHOB, COMVIAIIEHUHA W JOKYMEHTHI K HUM U3 apXuBa HeE
BBIJIAIOTCSL.

O3HakoMJIEHHE COTPYJHHMKOB MOJPa3/IeICHU C apXUBHBIMH JIOKYMEHTaMU U
nenamu, umeromuMu rpud s cnyKeOHOTO MOJb30BaHUA , OCYIIECTBISAETCS B
COOTBETCTBUHM C TPeOOBaHUSIMU HacTOsALIEeH MHCTpyKIUU.

N3bstne  (BbIeMKa) JIOKYMEHTOB, OOpa30BaBIIMXCA B  JICATSIBHOCTH
OpraHu3aluy, NPOU3BOJAUTCS B COOTBETCTBUM C 3aKOHOJATEIBCTBOM Poccuiickon
denepanun.

N3bsitie (BbIeMKa) IOKYMEHTOB IPOM3BOJUTCS HAa OCHOBAHHH ITHCHMEHHOTO
pacropsbkeHust (MOCTAaHOBJICHHS) COOTBETCTBYIOIIETO OpPraHa BJIIACTU C pa3pelICHUs
PYKOBOJUTENST OpraHU3allii WA UHOTO YIOJHOMOYEHHOTO UM JIUIA C U3BEIIEHUEM
PYKOBOAUTENS OAPA3IACICHUS, IOKYMEHTBI KOTOPOTO U3BIMAIOTCS.

®dakT u3bATHSA (BBIEMKH) JOKYMEHTOB (HKCUpyETCsl B TIpoTOKoie (akTe)
U3bATUS (BBIEMKH) JOKYMEHTOB, KOTOPBIH COCTaBJIAETCS HE MEHEe 4YeM B JBYX
AK3EMILISAPAX U MOJMUCHIBAETCS YIIOJTHOMOUYECHHBIMH MPEACTABUTESIMU OpTraHU3aluN
U COOTBETCTBYIOIIETO TOCYIapCcTBEHHOrO opraHa. K mpotokony (akTy) mpuiaraercs
ornuch (peecTp) U3BATHIX TOKYMEHTOB (1e).

[Ipn u3BATUM NOMJIMHHUKOB JOKYMEHTOB B JI€JIO0 IOMEIIAETCS 3aBepeHHas
KOMUSI JOKYMEHTa, Ha o0O0OpOT€ KOTOpPOH YKa3bIBaeTCsl OCHOBAHUE W3BATHUS
MOJJIMHHUKA, CPOK BO3BpaTa, Jara W NOANKHCh pabOTHUKA, OTBETCTBEHHOIO 3a
dhopMupoOBaHUE W/WUIW XpaHEHHUE Jea.

[TonMMHHUK JTOKYMEHTA, H3BATBIM M3 [€Jla Ha OCHOBE COOTBETCTBYIOLIETO
pelIeHus, MOCjie PACCMOTPEHUS W PEIICHHs] BOMPOCa, BO3BpAILACTCS B €TI0, MpHU
ATOM KOIUs, IOMEIICHHAs B JIEJI0 BMECTO MOAJIMHHUKA, U3bIMAETCS.



10. UcnoJiHeHHe 3aNIPOCOB IPaKAaH U OPraHu3anui

OpraH MECTHOTO CaMOYITPABJIEHUS IOJKEH PACCMATPUBATH U UCIIOJIHATH 3aIIPOCHI
rpakJlaH ¥ OpraHu3aluii, TOCTYNHUBIINE B MUCbMEHHOU opMme.

3anpoc, MOCTYNMBIINKM B OpraH MECTHOTO CaMOYTIPABJIEHUS, PACCMATPUBAETCS B
COOTBETCTBUHU C TPEOOBAHUSIMU 3aKOHOJATEIBHBIX U UHBIX HOPMATUBHBIX ITPABOBBIX
aKTOB IO padboTe ¢ 0OpalIEHUSIMU IPAKIAH U IPETOCTABICHUIO TOCYAAPCTBEHHBIX
(MyHUITMTIATBEHBIX) YCIYT.

ApXUBHBIE CTIPABKH, APXUBHBIE KOITUHU U APXUBHBIE BBIITUCKHA TOTOBITCA
OTBETCTBEHHBIMU CIEIUATUCTAMU B COOTBETCTBUU C TPEOOBAHUSMHU
3aKOHO/IATENIbHBIX U UHBIX HOPMATUBHBIX PABOBBIX AKTOB 00 apXUBHOM J€Jie Ha
OCHOBAHUU JOKYMEHTOB, XPaHSIIUXCS B apXUBE.

Konun apXuWBHBIX JOKYMEHTOB, BBIIMCKU U3 HUX, a4 TAKXKE apXUBHBIE CIIPABKH,
HEOOXOJUMBIE JJI PEIICHUS BOMPOCOB, KACAIOIIMXCS MPAB U 3aKOHHBIX MHTEPECOB
rpaXkJaaH W OpPraHu3alui, NPEeAOCTABIAIOTCS TPa)XXJaHAM M OpPraHU3alUsIM 10 HX
MACHbMEHHBIM 3aIIPOCaM.

I'maBa EpMOIIMXUHCKOTO CEILCOBETA M.B. Kymak
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