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0 AeJIONPOH3BOACTBY B aAMHHHCTPALHH
IlasuHCKOro MyHHIIHNIAJABHOTO paiioHa
Yeyenckoil Pecnybianku

B coorBercTBHM ¢ npukazoM DenepanbHOro apXMBHOTO areHTCTBa OT
11 anpens 2018 roma Ne 44 «O6 yrBepxnenuu IlpumepHo#t UHCTpyKnuH 1O
JEJIONPOU3BOACTBY B  TIOCYJapCTBEHHBIX  OpraHM3alusIX», B  IeIax
obecrneyeHus NeHcTBHS €MHBIX IPABUI B AEJIONPOU3BOACTBE HA TEPPUTOPUH
Yeuenckort Pecnybnukum u mnocraHoBneHueM I[lpaBurenscTBa YeueHCKOM
Pecmy6nuku Ne 258 ot 10.12.2018 «O mepax mo oGecrnedyeHHIO IeHCTBHS
€IUHBIX IpaBUJI B JEJIONPOU3BOACTBE Ha TEppUTOPHH YedeHCKOH
Pecnybnuku»

ITIOCTAHOBIIAET:

1. VYreepautes MHCTpYKUMIO IO HAENONPOH3BOACTBY B aJMHHHCTpPAIHA
IIanuHCKOr0 MyHHMLIMIIATBHOIO pafiona YeueHckoi Pecry6nuky.

2. OrmeHWTh T1OCTAHOBJIEHHE TJIaBbl anMuHHCTpamuu IllanuacKoro
MyHHLMnaneHoro paiiona Ne 13-nm or 15.04.2011r. «O6 yrBepxnennu Tumnosoi
HHCTPYKIMH 10  JeJONpOU3BOACTBY B  agMmuHMcTpaumn  lllammeckoro
MYHULIUITAJIBHOTO palioHa.

3. KoHTpons HCIONHEHUS HACTOSIIEr0 NOCTAHOBIEHHS OCTABIISIO 32 COOOM.

4. Hacrosiiiee NOCTaHOBJICHHE BCTYNAET B CHITY CO [IHS €r0 MOAIHUCAHHUSL,
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I. O6mue nosoxeHus

1.1. UucTpyKuus mo OeNonpoM3BOACTBY B Anmunuctpanuu lllammHckoro
Mynununanssoro Paifona Yedenckodt PecmyOmuku (manee — WHcTpykmus)
pa3paboTaHa B COOTBETCTBHH C:

[TocranoBnenuem IIpaButensctBa Yedenckoit Pecmy6muku ot 10.12.2018 r.
Ne 258 «O mepax no obecrniedyeHHIO IEHCTBHUS €UHBIX IIPABUII B JI€JIONPOU3BOICTBE
Ha Tepputopun Yeuenckoi Pecyonukny;

[IpumMepHO# MHCTPYKUMEH 110 JENONPOU3BOJACTBY B TOCYAAapCTBEHHBIX
OpraHM3alHsaX, YTBEp)KIeHHON NpuKasoM PenepaabHOro apXHBHOIO areHTCTBa OT
11.04.2018 r. Ne 44;

I'oCT P 7.097-2016 «Cucrema cTaHgapToB 10 HH(OpPMAaIUH,
OubamoTeyHOMy W HM3maTelnbckoMy Jeny. OpraHu3annoHHO-pacloOpSIUTEIbHAS
noKyMeHTauusi. TpebGoBanuss K odopmieHuto nokymeHtoB» (mamee — 'OCT P
7.0.97-2016);

[IpaBunamMu  OpraHu3allMd  XpaHEHHs, KOMIUIEKTOBaHHS, YydeTa |
HCIIOJIb30BaHUS JTOKyMeHTOB ApxuBHoro ¢(orza P® wu apyrux apXuBHBIX
IOKYMEHTOB B oOpraHaXx TIOCyJapCTBEHHOW BIIaCTH, Opra€Hax MeCTHOrO
caMOyIpaBJeHHs] ¥ OpraHM3alMsaX, YTBEPKIEHHbIMU IpuKazoM MuHHCTepcTBa
KyabTypbl P® ot 31.03.2015 r. Ne 526 (nanee — [IpaBuna);

gacTeiO 3 crathu 5 3akoHa Yedenckoit Pecny6nuku ot 03.06.2008 r. Ne 23-
P3 «O T'ocynapcrBerHom I'epbe Yeuenckoit Pecnybnuku» (manee — 3akon YP ot
03.06.2008 r. Ne 23-P3);

cratbei 12 3akona Yeuenckoi PecnyOmuxm ot 25.04.2007 r. Ne 16-P3 «O
s3bikax B Yeuwenckoit PecriyOnuke» (nanee — 3akon YP or 25.04.2007 r. Ne 16-P3);

a TakKe B COOTBETCTBHHM C 3aKoHoaaTenbcTBOM Poccuiickoit @enepanuu B
chepe uHpoOpmanUH, AOKYMEHTALMH, AapXUBHOIO Jena, HalHOHAILHBIMH
CTaHJapTaMH B cepe ynpaBlIeHUs TOKYMEHTaMA.

1.2. Hacrosmmas WMucTpyknus paspaboTaHa B LeNsSX COBEPIIEHCTBOBAHMS
JeJIONIPOU3BOICTBA U MOBBIIEHNUS 3QPEKTUBHOCTH pabOTHI C JOKYMEHTAMHU IIyTEM
periaamMeHTalluy Ha eJUHON [IPaBOBOM ¥ METOAMYECKON OCHOBE NMPABHJI MOArOTOBKH
JOKYMEHTOB, TEXHOJIOTHI pabOThl ¢ HUMH, OPraHU3aALUU UX TEKYIIEr0 XpaHeHUs H
MOATOTOBKU K mepenade B apxuB AamuHucTpanuu IllanuHckoro MyHUIHNIANIEHOTO
paiiona Yeuenckoii Pecriy6iuky (Janee — A IMUHACTPALIUS ).

1.3. HMHcTpykums ycTaHaBiIMBaeT TpeOOBaHHS K IOKYMEHTHPOBAHHIO
yIpaBieH4YeCKOH NeATEeNbHOCTH W OpraHu3aimud paboTel ¢ OOKYMEHTAMH B
IeJI0IPOU3BOACTBE AIMUHUCTPALIAH.

1.4. TlonoxeHuss HHCTPYKLMM PAacIpOCTPAHSIOTCS Ha OpraHU3alHio paboTsl ¢
OpraHU3alMOHHO-PACIOPAAUTEIbHBIMU  JOKYMEHTAMH HE3aBUCHMO OT BHJA
HOCHTENS, BKJIIOYas IOArOTOBKY, PErMCTpalyio, y4eT W KOHTPOJb HCIIOJHEHHUS
NOKYMEHTOB, OPraHM3auio ¥X TeKyHIEro XpPaHeH!s, OCyHIeCTRiseMbie C TIOMOIIBIO
HHOPMAIHOHHO-KOMMYHHUKAIIMOHHBIX TEXHOIOTHH.

1.5. OcoGeHHOCTH OpraHu3aluu paboTel ¢ JOKyMEHTaMH, COAep KalluMH
HHGOPMALIMIO OrpaHHYEHHOIro 10CTyna (KOMMepYecKyr TaiHy, IepcOHalbHbIE
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JaHHblE ¥ MHYI KOHOUISHIHAIbHYI HH(QOPMAIHIO), PErYIHPYIOTCS OTAENbHBIMU
HOPMaTUBHBIMU aKTaMH, yTBepka1aeMbIMU | 1aBoil aqMUHUCTpALIUH.

1.6. Opranu3auus, BeIeHHE H COBEPIIEHCTBOBAHHE [EJIONPOM3BOACTBA Ha
OCHOBE €IMHOW TOMUTHKA M [PHHIUIOB, IPUMEHEHHE COBpPEMEHHBIX
HHQOPMALIMOHHBIX TeXHOJOrui# B paboTe ¢ JOKYMEHTaMH, MeTOIHYECKOe
PYKOBOJCTBO W KOHTPOIb COOMIOAEHHMS MNOpsiaka paboTel ¢ JOKyMEHTaMH B
AnmunucTtpanuu Bosnaraercs Ha OOmmi Otgen — CTPYKTYpHOE IOIpasielieHue
AJIMHHHCTpALIMK, OTBETCTBEHHOE 32 Be[eHHe JeJ0NpoUu3BOACTBa (Janee — OOmuU
oTzaen).

OOmuit oTaen neicTByeT Ha OCHOBAHUHU MOJIOKEHHS, YTBEpXKAeHHOoro [ TaBoi
AIMWHHUCTpALMU ¥ ONpe/eNsiomuM 3a1a4d U QyHKIUH, IpaBa ¥ OTBETCTBEHHOCTh
O6mero otnena.

1.7. OTBETCTBEHHOCTh 3a OpraHM3auui0 paboTbl ¢ JOKYMEHTAMH B
nojxpasieieHus X ~AIMHUHUCTpAllMM BO3jaraeTcss Ha pPYKOBOAMWTeNeHW  ITHX
noJpa3eIeHHM. Henocpeacteennoe BeICHHE Ie0NpOUu3BOACTBA B
nojapasaeiaeHusIX AIMHUHUCTpPAMM OCYIIECTBISETCS eJONpPOU3BOAMTENIEM HIH
WHBIM DaOOTHHKOM IOApa3JeNieHusi, Ha KOTOPOro BO3JIOXKEHbI OOS3aHHOCTH IIO
BeJICHHIO €10 pOU3BOACTBA (Jaee — Jlenonpou3BOAMTENb NMOAPAa3AeIeHus ).

1.8. JlomKHOCTHBIE OOSI3aHHOCTH, IpaBa U OTBETCTBEHHOCTh PaOOTHHUKOB
O6mero otaena, U MHBIX paOOTHUKOB, OTBETCTBEHHBIX 3a OpPraHHU3alui0 paboThI ¢
JOKYMEHTaMH, OIPeIeSIFOTCS HX JOKHOCTHBIMU HHCTPYKIUAMHU.

1.9. Ha nepuoa otnycka, KOMaHIUPOBKH, O0JI€3HH WM B CIy4Yae yBOJILHEHHS
paOOTHUKM CTPYKTYPHBIX MOJpa3feleHuii AIMUHUCTpaUuu 00s3aHbl mepeaaBaTh
BCE  Haxoisluecs Ha  HCIOJHEHHMH  HOKyMeHThl /[leronmpou3BoamTeo
nogpasfeNneHuss WA JIpyroMy pabOTHHKY MO0 YKa3aHUIO PYKOBOIHUTEIS
nojpasaeaeHus.

[Tpu cmene [lenomnpou3BoAUTeNs MOApPA3AeIeHIs COCTABIAETCS aKT IpHeMa-
nepenayu J0KyMEHTOB U Hel.

1.10. ConepxkaHue clly')KeOHBIX JOKYMEHTOB He€ MOJJIEKUT pasrialleHHro.
B3aumopeiictBue co cpeactBaMM MaccoBod MHGOpMaUuHM, Nepelada UM KaKoi-
aubo wuHGOpMAUM MIM JAOKYMEHTOB M HX KOMNHH [JOMYCKAaeTCs TONBKO C
paspemieruss I'nmaBpl AJMMHHMCTpAUMM MJIM HMHOTO  YIOJHOMOYEHHOIO MM
JIOJDKHOCTHOTO JTULA.

PaboTHuku AIMHHHCTpalUH HECyT MUCUUIUIMHAPHYIO, aIMHUHHCTPATHBHYIO
U HMHYIO, YCTAaHOBJIEHHYIO 3aKoHoaaTenbcTBOM Poccuiickoit ®enepanuu (craThil
192, 193 TK P®; nynxtst 2; 15.11ctaren 13.25 KoAIl P®; crates 7 PenepansHoro
3akoHa oT 06.12.2011 r. Ne 402-®3 «O OyxraiarepckoM y4eTe»), OTBETCTBEHHOCTb
3a HapylleHHe CPOKOB XpaHEHMs IOKYMEHTOB, yTpaTy M HeCaHKUMOHHPOBAHHOE
YHHYTOKEHHE CITyKeOHBIX JOKYMEHTOB.

1.11. Ilpu yrpare pokyMeHTOB JlenonpoM3BOAMTENL TOApa3aeeHus
HHQOPMHpPYET PYKOBOAMTENS CTPYKTypHOro mnozapasgeieHuss u OGumii otaen,
OCJIE Yero OpraHu3yeTcst pO3bICK JOKYMEHTOB.

Ecnu po3bicK JOKYMEHTOB HE JaeT pe3yibTaTa COCTAaBISETCS aKT, B KOTOPOM
yKa3blBAlOTCs JaHHBIE YTPAauyeHHOro JOKYMEHTa, a Takke OOCTOATEeNbCTBa, INPH
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KOTOpBIX TIPOU3011JIa yTpaTa, ocle 9ero NpeanpuHUMalOTCs Mephl TI0 3aMeIeHHIO
JTaHHOTO JOKYMEHTA 3aBepeHHOM KOMUeH JOKYMeHTa.

1.12. Hacrosmas HMHCTpYKLHsS [O AEJIONPOU3BOJACTBY B AIMUHHUCTpALHH
yrBepxkaaercs I napoit AIMUHHCTpalNH.

1.13. TIlpaBuna paboTel ¢ [JOKYMEHTAMH B CHCTEME 3JEKTPOHHOIO
noKyMeHTooOopoTa opranu3zauuu (mamee — COJ]) u MHBIX HH(GOPMAaUHMOHHBIX
CHCTeMax, B KOTODBIX OCYIIEeCTBIAETCS cO3qaHHe (BKIIOYEHHE) M XpaHEHue
NOKYMEHTOB, HE AOJ/DKHBI BXOAHMTH B NMPOTHBOpPEYHE C IMOJOXKEHUSMH HACTOSIIEH

HNHCTpYKLIHH.

I1. lokyMeHTHpOBaHHE YIIPAB/JI€HYECKOH A1eATeTIbHOCTH

2.1. B cooTBeTcTBHM C 3aKOHOJAaTelIbCTBOM Poccuiickoii Penepauuu U
YeueHnckoit PecnyOnuku, TOKaqbHBIMA HOPMATUBHBIMU aKTaMH B AJIMHHHCTPALUH
U3JAI0TCS OpraHU3alHuOHHO-pacOpSAUTEIbHbBIE JOKYMEHTHL.

2.2. OpraHu3aldOHHO-PACNIOPSAUTENbHbIE JOKYMEHTBI, CO37aBaéMblé B
NeSTebHOCTH AJMHMHUCTPALMM, [OKHBL ObITh OQOPMIEHBI [0 MPAaBUIIAM,
yCTaHOBJIEHHBIM HacTosie MacTpyKiuen.

BrocuTte Kakme-mubO ucopaBleHHUs MM J00aBleHHS B MOANHUCAHHBIE
(YyTBEpXKIEeHHbIE) JOKYMEHTHI He /I0MYCKAETCS.

2.3. OcoGeHHOCTH OGOpPM/EHHUS JTOKYMEHTOB, CO31aBaeMbIX B CTPYKTYpPHBIX
nospasaeneHusX AJIMUHACTPALUY U OTPAKAIOIUX CHELH(PHUKY X IeTeTbHOCTH, a
TAaKXe [paBuUna oOpraduzalud  padoTel € HaHHBIMU JOKYMEHTAMU MOTYT
YCTAHABJIMBATLCS  OTAEJIBHBIMH  JIOK&JIBHBIMHU ~ HOPMATUBHBIMH  aKTaMH
AMHUHHCTpaLUH.

2.4. Co3maHue NOKYMEHTOB B AJIMUHHCTpAUWHM B CIydae HCIONB30BAHUS
C3/1, B uensx noBsileHus 3G heKTuBHOCTH ucnonb3oBanus COJI, ocyiecTBiseTcs
C UCIIOIB30BaHKUEM 11a0I0OHOB OJaHKOB JOKYMEHTOB M IIa0JI0HOB JOKYMEHTOB.

2.5. DnexTpoHHble [MAONOHBI ONAaHKOBR MOKYMEHTOB HOMUKHBL OBITH
HIeHTUYHBI OJIaHKaM J1OKYMEHTOB Ha OYMaXXHOM HOCHTEIe,

2.6. JlokyMeHTBl AjamuHucTpauud odopMmisioTcss Ha OnaHkax MM
CTaHAApTHHIX nmucTax Oymaru dopmara A4.

2.7. JIns u3rotoBlIeHUs JOKYMEHTOB B AIMUHHUCTPALIUN HCIOIb3YOTCH:

o0muit 61aHK;

OnaHK mpuKasa;

OJ1aHK pacropsUKeHHUS;

OnaHK [TOCTAHOBIICHHS;

OnaHK mMCbMa [Uis BEACHMS NEPeNHCKW C OPraHW3alUsMM ¥ IpaKIaHamu,
HaxoasmuMucs Ha tepputopun Poccuiickoit @enepauui.

[To pemenuro I'naBbl B AJMHUHHCTpPALM MOTYT HCIOJIb30BaTbCS JApYTrHe
Onanku: OnaHk nucbMa PykoBoawTe st WIM WHOINO YMNOJHOMOYEHHOTO MM JIMIA,
Onark mpoTokona, ONaHK IHCEMa ¢ PEKBH3UTAMH Ha PYyCcCKOM H OIHOM U3
MHOCTPaHHBIX  SI3bIKOB  JIIi  BEJEHHS  NEPEemHCKH C  3apyOeKHBIMH
KOppeCcHoHAeHTaMu H Jp.
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Ins odopMieHHs pe30qIOUMH Ha NOKyMeHTe B AIMHHHCTpaUdH MOTYT
UCIIOTb30BaThCS ONaHKN PE30JIFOLHH.

2.8. Ilpy M3maHMM DOKYMEHTOB Ha CTaHIApTHBIX JUcTax Oymard Ha HHUX
BOCHIPOH3BOIATCA PEKBH3HThI, HEODXOQHMbIE U1 TOKYMEHTOB KOHKDETHOIO BHIA
WM pa3HOBHUIHOCTH.

2.9. Ha Onaskax [IOKyMEHTOB AJMUHHCTpaluu BocrpousBomurcs [epd
Yeuenckoi PecrmyOnuKy B OZHOLIBETHOM BapuaHTe B COOTBETCTBHH C 4YacThIO 3
cratsu 5 3akona YP ot 03.06.2008 r. Ne 23-P3.

2.10. TIlpoexktupoBaHue OIAaHKOB JOKYMEHTOB  OCYIIECTBISETCS B
cootsercTeuH ¢ pazaenom 6 TOCT P 7.0.97-2016.

B cootBercTBuEM co cratheid 12 3akona YP ot 25.04.2007 r. Ne 16-P3 u
myakToM 6.8 TOCT P 7.0.97-2016 B AZMUHHCTpal{H HCIIOJNB3YIOTCS OlaHKH Ha
PYCCKOM M YE€YEHCKOM S3BIKax: yrIoBble (peKBH3WUTHI ONaHKa pacroiararorcss Ha
OIHOM YypOBHE: Ha PYCCKOM sf3bIKe — CJeBa, Ha YE€4EHCKOM — CIpaBa) WM
NPOJoJibHbIE (PEKBU3UTHI OJlaHKa Ha PYCCKOM sI3bIKEe — CBEpPXY, PEeKBH3UTHI OaHKa
Ha Y€YEHCKOM S3BIKE — HUKE).

2,11 BnaHku ~ HOKyMEHTOB  AIMUHHCTpalUH M3rOTaBIMBAIOTCS
TANOrpacKUM ~ CmocoboM,  CpeiCcTBaMH  ONEpaTHBHOH  MOMUrpaduu MM
KOMITbIOTEPHOH TEXHHKH.

2.13. JloKyMeHTHl H3rOTaBIMBAIOTCS Ha OyMa)kHOM HocHTele U B Qopme
3IeKTPOHHBIX JOKYMEHTOB C COOIIOJIEHHEM YCTAaHOBJIEHHBIX IPaBUI OQOPMICHHS
JOKYMEHTOB.

2.13. JlokymMeHTbl AIMUHHUCTpaLMH, OpOpMIeHHbIE KaK Ha OnaHKe, Tak U 0e3
HETro, JI0/DKHBI UMEeTh I10JIsl He MEHee:

20 MM — JIeBOE;

10 MM — ipaBoe;

20 MM — BepxHee;

20 MM — HMKHEE.

B coorBerctBuu ¢ nyHkrom 6.1 T'OCT P 7.0.97-2016 pnoxymeHTHI
aMuTenbHBIX (cBblNe 10 51€T) CPOKOB XpaHEHHUs NOJDKHBI MMETh JIEBOE I0JIe He
MeHee 30 mM.

2.14. JlokyMeHTBI, H3daBaeMbleé COBMECTHO OIHOW MU HECKOJIbKUMHU
OpraHu3almsM, OGQOPMISIIOTCS HA  CTAHAApTHBIX  JuUcTtax Oymarm ¢
BOCHpPOM3BEIeHUEM PEKBU3UTOB BCEX OpraHM3alldii, y4acTBYIOIIMX B H3JaHUU
JOKyMEHTa.

2.15. Ilpx moaroToBKe JOKYMEHTOB JONYCKAeTCs UCIOIb30BaHUE JIULEBON H
000poTHOH cTOpOHBI nucTa. [IpH OBYCTOpOHHEM CO3/1aHWHM JOKYMEHTOB LIMpPUHA
JIEBOr0 IO/ Ha JIMIIEBOHW CTOpOHE JHUCTa M MPaBOro IMmoJis Ha 000pOTHOH CTOpoHE
JIACTa AOJKHBI OBITh paBHBI.

2.16. Ilpu co3naHWM OOKyMEHTa Ha JAByX M Oojee CTpaHHIAX BTOPYIO H
NOCNeAyIOIINe CTpaHUIBl HyMmepyioT. HoMmepa cTpaHML NPOCTaBIAKOTCA 10
cepeiMHE BEpXHEro mnojs JAOKyMeHTa Ha pacctosHuu 10 MM OT BepxHero Kpas
JHCTA.

2.17. Jlns u3roToBjeHUs JOKYMEHTOB MCIOJb3YeTCS TapHUTYypa LIpHQTa 110
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BbIOOpY AIMMHMCTpALIMM, BXOASINAs B CTaHJNAPTHBIM TaKeT OMHCHOIO
IPOrpaMMHOro obecrned4eHus, uCnoiab3yeMoro AnMUHUCTpanuei. Pasmep mpudTa
— Ne 12-14 .

ITpu cocraBneruy TabmuIl JOMyCcKaeTcs HCMOIb30BaHHE MIPH(TOB MEHBIINX
pasmepoB — Ne 10, 11 oT.

2.18. AG3anHBIH OTCTYT B TeKCTe JOKyMeHTa — 1,25 oM.

3arooBKU pa3lelioB U MOoJpa3/esioB e4aratoTces ¢ ab3alHbIM OTCTYIIOM HIIH
LEHTPUPYIOTCS 110 [IKHPHHE TEKCTA.

2.19. Tekcr moxymeHTa nedaTtaercs yepes 1-1,5 MeXCTpOYHBIX HHTepBaia.
Teker noKyMeHTa BbIpaBHHBAETCS 110 LIMPHHE JUCTA.

MHorocTpoyHble pEeKBU3HTHI MeYaTalOTCsA Yepe3 | MeKCTpOouHbIH MHTepBal,
COCTaBHbIE YaCTH PEKBH3MTOB MOT'YT Pa3fesThCs AONOTHUTEIbHBIM HHTEPBAJIOM.

Ecnu noxymeHT rOTOBHTCS 1S M3JaHUS C yMEHbIIEHHEeM MacluTada, TeKCT
redaraercs yepes 2 HHTEpBaa.

NuTtepBan Mexay OykBamMu B ciioBaxX — 00bIYHBIN. MHTEepBan MeXIy CIOBaMH
— 1 mpoGen.

CTpoku peKBU3UTOB BBIPABHUBAIOTCS IO JIEBOM IPaHULIE 30HBI PACTIONOKEHUS
PEeKBU3UTA UK LIEHTPYIOTCS OTHOCHUTENBHO CaMOil ATMHHON CTPOKH.

JlinHa caMoil JVIMHHOM CTPOKHM DPEKBH3MTa NPU YIIIOBOM PACIOIOKEHHH
PEKBHU3UTOB — He Oonee 7,5 cM.

JlnvHa camMol ANMHHOM CTPOKM PEKBH3MTA IIPH MPOJAOJIBHOM PACIOI0KEHHH
PEKBU3UTOB — He Oonee 12 cMm.

HonyckaeTcsi BBIAENATH MONYKUPHBIM HIPU(TOM PEKBH3UTHEl «ajgpecary,
«3aroJIOBOK K TEKCTY» HIIM «IOAMKCHY, a TAKXKE OTJAeIbHbIE (parMeHThl TEKCTA.

2.20. Ilpm nDOArOTOBKE MHOIOCTPAaHHYHBIX JOKYMEHTOB O(OpMIIseTcs
THTYJIbHBIHN TUCT (mpHJaoxkenne Ne 1),

2.21. CocraB pEeKBU3MTOB, HCIOIb3yeMBIX sl OhOpMIIEHHS IAOKYMEHTOB,
ompezenseTcs BHIOM (Pa3HOBUAHOCTHIO) OpPraHM3AlHOHHO-PACHOPSIUTENHHOTO
JNOKyMEHTa.

222. Tlpu mnoOAroTOBKE AOKYMEHTOB AJIMHHHCTPALMM HCIOJIb3YIOTCS
pexBu3uThl, ycranosieHHsie [OCT P 7.0.97-2016:

01 — T'ep6 YeueHnckoit Pecnybnuku (B COOTBETCTBHM C ITyHKTOM 2.9
WHCcTpyKUMH);

04 — xoa popmbI TOKyMeHTa;

05 — nanmeHoBaHNEe OPraHN3ALINN - ABTOPA JOKYMEHTA;

06 — HauMeHOBaHME CTPYKTYPHOTO MOApa3IeNeH s - aBTopa JOKYMEHTa;

07 — HauMeHOBaHHUE TOIDKHOCTH JIMIIA - ABTOPA TOKYMEHTa;

08 — cnpaBouHbIe JaHHBIE 00 OpraHU3aIku;

09 — HauMeHOBaHNE BH/Ia IOKYMEHTA;

10 — naTa 1OKyMeHTa;

11 — perucTpanrOHHBII HOMEp JOKYMEHTAa;

12 — ccbutka Ha perucTpallMOHHEIH HOMED U IaTy MOCTYIHUBILIErO JOKYMEHTa:

13 — mecTo cocTaBieHus (U31aHHSs) JOKYMEHTA;

14 — rpu¢ orpaHnYeHUs AOCTYNA K JOKYMEHTY;



15 — agpecar;

16 — rpud yTBepKISHHS JOKYMEHTA;

17 — 3aronoBOK K TEKCTY;

18 — TexcT HOKyMeHTa;

19 — oT™MeTKa O MPHIOKEHUHU;

20 — rpu cornacoBaHus JOKYMEHTa;

21 — Bu3a;

22 — MOATHUCE;

23 — oT™MeTKa 00 37eKTPOHHON MOJANHUCH;

24 — ne4aTh;

25 — oTMeTKa 00 HCIIOJHHUTENE;

26 — 0TMETKA O 3aBEPEHUHU KOIIHH;

27 — oTMeTKa O MOCTYIIEHHH JOKyMEHTa;

28 — pe3omonus;

29 — oTMeTKa O KOHTpOIIE;

30 — oT™MeTKa O HalpaBJIeHHH JJOKYMEHTa B JIeJI0.

PacnonokeHue ¥ rpaHHLBl 30H PEKBU3MTOB Ha OnaHKax AIMHHHCTpALUH
NpuBeeHbl B npuaoxennn NeNe 2, 3,

B cootBercTBuu nmyHkToM 6.5 TTOCT P 7.0.97-2016 pexBusuts 05, 06, 07,
08, 09, 13, orpanuyuTeabHble OTMETKH s pekBusutToB 10, 11, 12 B mpenenax
TPaHUL] 30H PACMOJIOKEHHUS PEKBU3UTOB PA3MELAI0TCsl OHUM U3 CIIOCOO0B:

IeHTPOBaHHBIM (HA4Yal0 M KOHEell KaXIOH CTPOKH pEKBH3HTOB paBHO
yJaJeHbl OT 'PaHHIl 30HbI PAaCIOIOKEHUS PEKBU3UTOB);

¢bnaroBsIM (KaXkaasi CTPOKa PeKBU3UTOB HAYMHAETCS OT JIEBOW IPaHUIIBI 30HBI
pacmosioKeHusI peKBU3HTOB).

2.23. O6mmii 61aHKk AZMUHUCTpaUUy (npuaokeHue Ne 4) ucrnonb3yercs s
M3rOTOBJICHHUS THOOBIX BUIOB JOKYMEHTOB, KpOME AeI0BOro (ciyxeOHOro) mucbMa.
OOmwuit 671aHK B 3aBHCHMOCTH OT YUPEIUTENbHBIX JOKYMEHTOB AIMUHUCTPALUH U
JIOKaJIbHBIX HOPMATHBHBIX aKTOB BKIIOYAET PEKBU3UTHI:

I'ep6 Yeuenckoi PecriyOnuku (B COOTBETCTBHHU € MyHKTOM 2.9 UHCTpyKIHH );

HaWMMeHOBaHMEe AIMHUHHUCTpaUuM (B COOTBETCTBMM ¢ myHKTOM 2.10
WUncTpyknum);

OTMETKM Ui  pasMelIeHWs  pEeKBU3UTOB  «Jara  JOKYMEHTay,
«pEerucTpalliOHHBIA HOMEP JOKyMEHTa»;

MECTO COCTaBIICHUS WM W3IaHUS JOKYMEHTA.

2.24. bnaHKH NOCTaHOBNEHHUS, PACTOPSIKEHHS M TpHKa3a AIMHHUCTpALUH
BKJIF0YAeT CJIeIyIOIINe PEKBU3HUTHI:

I'ep6 Yeuenckoit Pecriy61uku (B COOTBETCTBUHU € MyHKTOM 2.9 MHCTpyKIMH );

HauMeHOBaHUe AIMHUHHUCTpauuud (B COOTBETCTBMM ¢ ImyHKToM 2.10
HucTpyKmH );

HaUMEHOBaHUE BUA TOKYMEHTa;

MeCTO COCTaBJIEHUS WA W3IaHUs JOKyMEHTa,

OTMETKH  JUI  pa3MelleHHs  pPEeKBH3UTOB  «JaTa  JOKyMEHTay,
«PErucTpalMOHHbBIA HOMED JOKYMEHTAY.
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2.25. bnask nucbmMa AIMHHHCTPALMH BKIIOYAET CleayIoIie peKBU3UTHI:

['ep6 Yeuenckon Pecnybimky (B cOOTBETCTBUHU ¢ MyHKTOM 2.9 MHCTpyKINN);

HauMeHOBaHHe AIMHHHCTpaUMH (B COOTBeTCTBHM ¢ myHKTOM 2.10
WucTpyKuun);

CIpaBOYHEIE JIaHHBIE 00 AJMUHHCTpALUH (B COOTBETCTBHH C ITyHKTOM 2.10
HNucTpyKunn );

OTMETKM  IUId  [IPOCTaBJIEHHMS  PpEKBH3UTOB  «jJara  JOKYMEHTay,
«PEeTHCTPAlMOHHBI HOMEp IO0KYMEHTa», «CChUIKAa Ha PeruCcTpallMOHHBIA HOMep M
JaTy MOCTYNHUBIIETO JTOKYMEHTay.

B OnanK muceMa JODKHOCTHOIO JIMIA TONOJHUTENBHO BKIIOYAETCs PEKBU3UT
«HaMEHOBasWe JOKHOCTH JMua», a B OmaHKk THCbMa CTPYKTYpPHOTO
noapaszaeneHys (COBEINATEIbHOr0, METOAWYECKOro, 3KCIIePTHOrO0 WM HMHOIO
opraHa) AIMUHUCTPAIMH — HAUMEHOBAaHUE CTPYKTYPHOTO NOIpa3ieIeHusl.

2.26. BHyTpeHHHEe IOKyMeHThl AIMUHHCTpanmuu, odopmiseMble He Ha
OnaHKe, NOKHBI COEPKATh COOTBETCTBYIOIINE BUIY TOKYMEHTA PEKBU3UTHIL.

2.27. I'ep6 Yeuenckoii PecnyOnuku pasmernaercs Ha O1aHKax JAOKYMEHTOB
AJIMHUHHUCTpAIIUX B COOTBETCTBUHU C MMYHKTOM 2.9 UHCTpYKIIHH.

H3zobpaxenue I'epba Yeuenckoil PecyOnuku momMemniaeTcsi Ha BEPXHEM I10Je
OmaHKa JOKyMeHTa Ha paccTossHMH 10 MM OT BepxHero Kpas JINCTa, 3aXBaThIBas
yacTh pabouel 30HBI JOKYMEHTA, LIEHTPOBAHHO HAaJ PEKBU3UTAMH A IMHUHUCTPALUH.

2.29. Koa ¢opMbl IOKyMEHTa NMPOCTABISIeTCS HAa YHUDUIIHPOBAHHBIX hopMax
JOKyMEHTOB B  coorBeTcTBHM ¢  OOmepoccuiickum  KnaccudukaTopom
ynpasieHdeckod naokymeHTauud (OKVY]]) wim noxansHBIM KiaccH(PHKATOPOM,
pacnonaraeTcs B IpaBOM BEpXHeM yrily paboyero moisi 10KyMeHTd, COCTOHUT H3
croB «Popma 110 (HauMeHOBaHKe Knaccudukaropa)» U HHGPOBOro Koja.

2.30. HammeHoBanwe AJMMHHCTpalMH Ha OnaHKe IOKYMEHTa 0JDKHO
COOTBETCTBOBATh HAMMEHOBAHHUIO FOPHIMYECKOro JIMLa B yCcTaBe AAMHHHUCTPALIWH.
Ha OnaHkax JI0KYMEHTOB yKa3blBaeTcsi IOJIHOe oOduIMaTbHOe HaWMEHOBaHHE
IOPHIMYECKOr0 JIMIA C YKa3aHHWeM ero OpraHW3alHOHHO-TIPaBoBOH (GOpMBI, Hax
HalMEHOBaHHEM AJIMUHUCTpAlUM YKa3blBaeTCsi HAaUMEHOBAHHE BbIIIECTOSIIEH
OpraHM3aliy, Ol HauMeHOBaHWEM AJIMUHHCTpAallMM B CKOOKax yKa3bIBaeTcs
COKpallleHHOe HaHMEHOBaHUE aJIMUHUCTPALNH, TPEIYCMOTPEHHOE YCTABOM.

2.31. HauMeHOBaHHE CTPYKTYPHOTO Nojpa3zieNeHus (B TOM 4ucie Quimania,
OTIEeNCHHS, NPEeACTaBUTENbCTBA, KOJUIETHAIBHOrO, COBEIIATENbHOr0 WM HWHOTO
opraHa) ykasplBaeTcs B OaHKax muceM U O7aHKaX KOHKPETHBIX BHIOB JJOKYMEHTOB,
M31aBaeMbIX COOTBETCTBYIOIIMMM  IOIpa3feNieHUssMA B  COOTBETCTBHH C
JIOKaJlbHBIMM HOPMAaTHUBHBIMM aKTaMHM oOpraHusauumud. Hajag HauMeHOBaHWEM
CTPYKTYPHOIO MOIpasJeeHus yKasblBaeTCss HAaUMEHOBaHue A IMUHUCTPALIUH, YbUM
¢Gunmanom,  OTAENEHHMEM,  MPEACTABUTEIbCTBOM,  KOJUIETHAIBHBIM WM
coBelllaTeIbHbIM OPraHOM JaHHOE MoApa3AesieHue SBIsSeTCs.

2.32. HaumeHoBaHME [O/DKHOCTH JMIA HCIONb3yeTcs B ONaHKaX IHceM
NIOJDKHOCTHBIX JIMII M PacriojiaraeTcs MoJ HauMeHOBaHWeM A TMUHHUCTPALIAH.

2.33. CnpaBouHble JaHHble 00 AJMHHHCTPALlMM YKa3bIBalOTCA B OnaHKax
IMACEM W BKJIIOYAIOT: MOYTOBBIM azpec AIMHHHCTpPAUUH (IOMOJHHTEIBHO MOXKET
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VKa3bIBaTbCs aJpec MecTa HaX0XKICHHS IOPUIMYECKOro JINLA, €CIM OH He COBNajaeT
C IOYTOBBIM aApecoM): HOMmep TenedoHa, (akca, agpec 3SIEKTPOHHOU MOYTHI,
CETeBOI aapec, a Taxkke Ko opranusauuu 1no O6umepocCHHCKOMY KilacCHPUKATOPY
npeanpustdii  u  oprasusauuid  (OKIIO), ocHOBHOH  rocyaapcTBeHHBIN
peructpannonsbli Homep opranusauuu (OI'PH) um mpenTuduKauuoHHBIH HOMED
HaJ0ToIlJIaTe IbIIMKa/KOA MPHYHHBI TOCTAHOBKH Ha Haorossid yueT (MHH/KIIIT).

B cooTBeTcTBHH ¢ NOANMYHKTaMH B)-3) nyHkra 22 pasgena II Tlpasun
OKa3aHHUs yCIIYT OYTOBOM CBSI3M, YTBEPKACHHBIX IPUKa30M MuHUCTEpCTBA CBS3M U
MaccoBbIX KomMmyHukauuii Poccuiickoir @enepauun ot 31.07.2014 No 234 (nanee —
IlpaBuna oxaszaHusi yciayr I[OYTOBOM CBSI3M) IOYTOBBIA aapec YKa3bIBaeTcs B
CIeNyIOIleH MOocIeloBaTebHOCTH: Ha3BaHMe YIWIBI, HOMEp [0Ma; Ha3BaHUE
HaceJIeHHOro IYHKTa; Ha3BaHHWE palioHa; Ha3BaHUe CyOBEKTa; MOYTOBLIA HHIEKC.

2.34. HaumeHOBaHME BHJA JOKYMEHTa yKa3bIBaeTCs Ha BCEX JOKYMEHTax, 3a
HCKJIIOYEHHEM Jel0BbIX (CIyKeOHBIX) MUCEeM, PacIojaraeTcsi Mo HauMEHOBAHHEM
AIMUHHUCTpALHH (CTPYKTYPHOTO NOApa3IeaeH s, TOKHOCTH ).

2.35. Jlara 1OoKyMéeéHTa J[OJDKH2 COOTBETCTBOBAThH JiaTe IOAIHMCAHUS
(yTBEpKIEHHS ) JOKyMeHTa WM (B MPOTOKOJax) Aare coObITUS, 3aQ UKCUPOBAHHOTO
B JIOKYMEHTe.

JlaTa 1oKyMeHTa 3aniChIBAaeTCs B IOCASA0BATEILHOCTH: AeHL MecsLa, MeCsIl,
roJ OJAHHUM U3 ABYX CIIOCOOOB:

apabckuMu Huppamu, pasneneHHbIMEA Toukoii: 05.06.2019;

clioBecHO-IUGpoBbIM criocodom: 05 urons 2019 r.

Ha noxymenrax, odopmiseMbIx Ha OnaHke, AaTta JOKYMEHTa IPOCTABJISETCS
04 PEKBH3UTAMH «HaMMEHOBaHHME BHJAA NOKYyMeHTay (B OllaHKaX KOHKPETHbIX
BH/IOB JJOKYMEHTOB) U «CIIpaBOYHBIE JaHHbIe 00 opraHu3auum» (B 6;J7aHKaX mHUCEM).

Jaroii 1oKymeHTa, H3/1aHHOIO0 COBMECTHO IBYyMs MM Oosee opraHu3alusMu
(IO/DKHOCTHBIMM JIMIIAMHM ), SBJISIeTCS Jara IOANHCAaHMS [IOKYMEHTa MOociIeqHel
CTOPOHO.

2.36. PermcTpauuoHHBIH HOMEp AOKyMeHTa — HU(POBONW WM OYKBEHHO-
nu(ppoBoil uAeHTHGHKATOP HOKYMEHTa, COCTOSINMM U3 NOPSIKOBOrO HOMEpa
IOKYMEHTa, KOTOPBIA, MO YCMOTPEHHIO AIMHUHUCTpPAUMM, MOXKET IOMOJHSATHCS
UAQPOBBEIMH MJIM OyKBEeHHBIMH KOJaMH (MHIEKCaMH) B COOTBETCTBHH C
MCIIOJIb3YE€MBIMH KJIacCU(UKAaTOPaMH.

Ha nokymeHTte, cocTaBJIEeHHOM COBMECTHO IBYMs M Oolee opraHM3alusMi,
NPOCTABIISAIOTCS PErUCTPALlMOHHBIE HOMEpa NOKyMeHTa, MPUCBOEHHBIE KaXKIOH H3
OpraHu3anui. PerumcrpauvoHHbBIE HOMEpPa MPOCTABISIOTCS B IOPSAKE YKa3aHus
HaMMEHOBAaHWM OpraHM3alMé B 3arollOBOYHON uacTu (mpeamOyne) AOKyMeHTa H
OTIEJAIOTCS ApYr OT Apyra KOCO# 4epToil.

2.37. Ccpinka Ha PpErHCTPallMOHHbIH HOMEp M JaTy MOCTYIIHMBILErO
JOKYMEHTa, COCTOSIIas M3 PErucTpalliOHHOTO HOMEpa H JAaThl BXOJISILErO
JIOKYMEHTa, Ha KOTOPbIN JaeTcsi OTBET, MPOCTABIsETCS B BUe oT™MeTKH «Ha No ... ot
...» B OJ1aHKe NUChMa.

B Texcr nucbma-oTBETAa CBEIEHHMS O pPETHCTPAllHOHHOM HOMEpe M Jarte
MOCTYMHUBIIEr0 MUCbEMa He BKIIFOYAKOTCA.
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2.38. Mecto cocTaB/ieHUs (M34aHUs1) OOKYMEHTA VKas3blBaeTcs BO BCex
IOKYMEHTaX, KpoMe JIe0BbIX (CIyKeOHBIX) MUceM, BHYTPEHHUX HHGOOPMAIHOHHO-
CIPaBOYHBIX JOKYMEHTOB. @ TakkKe B Ciaydae, eCiIH MeCTO HaxoxIeHHSs
OpraHu3aluKd BXOIWT B €€ HauMeHoBaHue, HanmpuMep: MOCKOBCKHH TOpOJCKOH
YHUBEPCHTET VIIpaBIeHHs.

Mecto cocTaBiaeHHs (M31aHUSA) JOKYMEHTa YKa3biBaeTCs B COOTBETCTBHH C
NPUHATBIM 8 IMUHUCTPATHBHO-TEPPUTOPHAIIBHBIM JEIeHUEM.

2.39. I'pud orpaHuueHHs 10CTyNa K JIOKYMEHTY MpOCTABISETCS B MpPaBOM
BepXHEM  yYIIy  TepBOro  JMcTa  JOKyYMeHTa  (IpoeKTa  JOKYyMEHTa,
CONPOBOINTETBHOIO MHCHbMA K JOKYMEHTY) OT TpaHMIbl BEPXHEro mnoias MpH
HATMYHH B TOKYMEHTe HH(OPMalMM, AOCTYN K KOTOPOH OrpaHUYMBaeTCs B
COOTBETCTBHH C 3aKOHO1aTe1bCcTBOM Poccuiickoit ®@egepaunu.

Buabl ucnonssyeMblXx B AIMUHUCTpauuu TpudoOB OrpaHuvdeHHs A0CTyna
J0KHBI COOTBETCTBOBATH 3aKOHOJATeIbHbIM H HMHBIM HOPMATHBHBIM ITPaBOBEIM
aktaM Poccniickoii ®Pegepauunm M 10MKHBI OBITH 3aKpenieHbl B JIOKATbHBIX
HOPMATHBHBIX aktax AaMuHHCTpauuu. I'pud orpaHuydeHus A0CTyna K JAOKYMEHTY
(mometka «/11s c1yxedHOTO MOIb30BaHuA», rpud «KoMMmepyeckas TaitHa») MOKeT
JONOJHATECA HOMEpPOM 3K3eMILIsipa [NOKyMeHTa M JpYIMMH CBEJeHHSIMH B
COOTBETCTBHH C 3aKoHOAaTeIbcTBOM Poccuiickoi Denepaluu.

B nokymeHTax AIMHHUCTpALMH, COIEpPXKAIIMX CBEIEHUS, COCTABJSIOIIHE
KOMMEPUECKYIO TalfHy, B COOTBETCTBUH ¢ PenepanbHbiM 3akoHoM oT 29.07.2004 .
No 98-@3 «O kommepueckoil TaifHe» Hapsiay ¢ rpudom yKasslBalOTCs [OJHOE
odpuLMaTbHOE HAaWMEHOBAHHE IOPHAMYECKOTO JHLIa, MECTO ero HaxOoKICHHS.
Hanpuwmep:

Kommepuyeckas Talina
Aamunuctpaunu llammackoro
MYHHUIUNAIBHOrO paioHa
Yeuenckoit Peciybukn

MecTo HaxoXKICHHS

2.40. Anpecar — peKBHU3HUT, HCIOIb3YEMbId NpU OGQOPMIEHHH IEIOBBIX
(c1y:xeQHBIX ) MHCeM, BHYTPEHHUX HHGOPMALIHOHHO-CIIPABOYHBIX JOKYMEHTOB.

Azpecatom  IOKyMeHTa MOXeT ObITb  OpraHM3alMs, CTPYKTYpHOE
nojapasie’eHHe OpraHu3anui, J0JKHOCTHOE WK (PU3UYecKoe JTHIIO.

PexBu3ut «amgpecar» odopmisieTcs Ha OJaHKe € YTJIOBBIM PACIOIOKEHHEM
PEKBU3UTOB — B BepXHEH MpaBOil 4HacTH JAOKyMeHTa, Ha OnaHKe ¢ MpPOA0JbHBIM
pacno0oKeHHeM peKBU3UTOB — CIpaBa Mnojd pekBu3uTaMu Oaanka. CTpoku
peKBH3HTa «ajpecar» BbIPABHUBAIOTCA IO J€BOMY Kpalw WIW LEHTPYHTCS
OTHOCHTEIbHO CaMOH IITWHHOHM CTPOKH.

[Tpu agpecoBaHMK JOKYMEHTA PYKOBOIHUTETIO (3aMECTHTETH PYKOBOANTE.1s)
OpraHM3aldi YKa3blBAlOTCS B IaTeIbHOM [ale/Ke HaUMEHOBAHHE ITOTKHOCTH
DYKOBOIMTENS (3aMecTHTe]s PYKOBOIMTEIH). BKIIOYAIOIIEe HaWMEHOBaHHe
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OpraHu3aluy, GaMuIHI0, MHULKATE! JO/DKHOCTHOrO muua. Hanpumep:

['enepanbHOMY IUPEKTODPY
OBV «Hanmenopanue opranuzanum
Qamuus 1.0.

Ilpu anpecoBaHMM nHCbMa B OpPraHW3alWIO YKa3bIBAaeTCs €€ TONHOE WM
COKpauleHHOe HauMeHOBaHWe B HMEHHTEILHOM TTaJIeKe.

[Ipu agpecoBaHuH JOKYMEHTa B CTPYKTYpHOE MOJpa3/ielieHiHe OpraHH3alku B
PEeKBH3HTE «agpecaTy YKasblBalOTCS B HMEHHTEILHOM IajeXke HaHMEHOBaHHE
OpraHp3aluy, HIKe — HAUMEHOBaHUe CTPYKTYPHOT0 noapasaenenus. Hanpumep:

OBY «HaumeHnoBaHue opraHu3amum
®uHaHCOBOE yIIpaBIeHHE

IIpu agpecoBaHMM NHCbMa PYKOBOJUTENIIO CTPYKTYPHOTO NOApa3zieeHHs
YKa3bIBAalOTCS B MMEHUTEIbHOM Majeke HauMeHOBAHWE OpraHu3allid, HUXKEe — B
JIaTeIbHOM Tajeke HaMMEHOBAaHME JO/DKHOCTH PpPYKOBOAUTENS, BKIIOYAIOIIee
HauMEeHOBaHME CTPYKTYPHOrO nojpasaeneHus, pamuiuio, naunuansl. Hanpumep:

®bY «HaunmeHoBaHHE OpraHU3aLHA»
PyxoBoauTeno 10roBopHo-
IIpaBOBOI'o OTAeNa

®amumus 1.0.

[lepen ¢amuameidl OO/DKHOCTHOrO JIMLA JAOMYCKAaeTcs  YNoOTpebsTh
COKpalleHHe «I-Hy» (FOCHOAUHY), €C/IH aapecaT My>K4YUHa, UM «T-Ke» (rocroxke),
eclli ajipecaT JKeHIIHHA, HalpuMep:

r-ay @amunus 1.0.
r-xe @amumas 1.0.

Ilpn paccelike OOKyMeHTa Tpynne OpraHd3aluii OJHOTO THIA WIH B

CTPYKTypHBIE TIOZpa3ZelieHHs OJHOH OpraHwM3aluM, ajpecaT yKa3bIBaeTCs
o6o6menno. Hanpumep:

PyxoBogurensim dunmuanos
OBY «HanmeHoBaHue opraHu3amumy
HITH:

PyxoBoauTensiM ynpaBlieHH# U
otnenoB ®BY «Haumenosanue
OpraHu3aIumuy

HPH pacChlIKE€ IOOKYMEHTa HE BCEM OpraHu3alluidM HIIH CTPYKTYPHBIM
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nogpasieNeHdsM IoJ PpeKBH3UTOM «AjpecaT» B CcKoOkax ykKasbiBaeTcs: «(IoO
CIUCKY )». Hanpumep:

PykoBonauTelsiM ynpaslieHH U
otnenoB ®bBY «HaunmeHnoBauue
OpraHu3alumu»

(mo coucky)

CrucoK pacChbUIKH COCTABIIACTCS HCIIOIHHUTENEM.

Eciu muchkMo HampaBIsSeTcs B OpraHU3alyio WK JODKHOCTHOMY JIHILY M IUIS
CBEIEHHs elle PsOy OpraHM3aluil WIH JO/DKHOCTHBIX JHL, OOIlee KOJINYECTBO
aZpecaToB He IODKHO ObiTh Oonee deThipex, MNpH 3TOM OCHOBHOH azapecaT
yKa3bIBaeTcsi NepBbIM, cinoBo «Komus» Iepel BTOPBIM, TPETBHM, HYETBEPTHIM
azipecaTaMi He nedyaTaeTcsl.

B cocTaB pekBu3uTa «Apecar» MOXKET BXOAUTH MOYTOBBIN aapec. DIeMeHThI
IIOYTOBOTO aJipeca yKa3bIBalOTCs B MOCJIE10BATEIBHOCTH, YCTAHOBICHHOH MyHKTOM
22 TlpaBua oKa3aHUs yCIyT IOYTOBOH CBSI3HU:

a) I7Is FOPHIAYECKOro JIUla — MOJHOE MM COKpalleHHOe HauMeHoBaHue (IIpH
HaIUYKHK ), 1U18 rpakJIaHuHa — (paMUIus, UM, OTYECTBO (TOCIeAHee IPU HATHYNH ),

0) OaHKOBCKHE DEKBU3MUTHI (A8 TMOYTOBBIX IIEPEBOIOB, HaNpaBIsSeMBIX
IOPUAMYECKOMY JTHILY WM NPHHHEMAEMbIX OT FOPUINYECKOro JIHIa);

B) Ha3BaHHe YJIHUI[bl, HOMED 10Ma, HOMEP KBapTHUPHI;

I') Ha3BaHUE HACEJIeHHOTO MMYHKTa;

1) Ha3BaHHE paiioHa;

€) Ha3BaHHe pecnyOInuKH, Kpasi, 0071acTH, aBTOHOMHOTO OKpyra (o6nacTn);

’K) Ha3BaHUe CTpaHbl (11 MEKAYHAPOIHBIX IOYTOBBIX OTIPABICHHH);

3) IOYTOBBIN UHIEKC.

[TouToBbI agpec He yKa3bIBaeTCs B JOKYMEHTaX, HallPaBIsS€MbIX B BBICIIHE
OpraHbl BJIAcCTH, BBIIIECTOSIINE OpPraHM3allld, MT0ABeIOMCTBEeHHbIE OPraHU3aIlii M
MOCTOSTHHBIM KOPPECHOHIeHTaM (32 UCKIIOYeHUEM HallpaBJlIeHUs MHCEeM yKa3aHHbBIM
ajZipecaTaM B KOHBepTax ¢ IPO3payHbIMH OKHAMH).

[Ipu ormpaBke MHCbMa MO 3JIEKTPOHHOH MOYTe WM (aKCHMHUIBHOH CBS3H
(6e3 moCBHIIKH 1O TMOYTe) MOYTOBLIM aapec He ykaseiBaeTcs. [Ipu HeoOXxommmocTH
MOXeT ObITh YKa3aH 3JIEKTPOHHBINA agpec (Homep Tenedona/pakca). Hanpumep:

ObY «HanmeHoBaHue OpraHu3anmumuy
DNeKTPOHHBIN ajapec

241. I'pud yTBepKIeHHUS [IOKYMEHTa NPOCTaBISETCS Ha JOKYMEHTax B
NpaBOM BepxHEM YIriay MepBoro maucra JAokyMeHTa. CTpoKH peKBHU3HTA
BBIPDAaBHUBAIOTCS IO JIEBOMY KPar0 MM LEHTPYHOTCS OTHOCHTEIBHO CaMOM JTMHHOM
CTPOKH.

[Tpu yTBepKaeHUH JOKYMEHTa COOCTBEHHOPYYHOH MOANUCHIO JOJKHOCTHOTO
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muna rpu¢ yreepxkaeHHs coctouT u3 cnoBa «YTBEPXKIAIO», nauMeHoBaHHUS
JOJKHOCTH JIMLA, YTBEPKIAIOIIET0 JIOKYMEHT, €ro MOAMKCH, HHULHAIOB, haMuIin
U Jatel yTBepkAeHus. Hanpumep:

YTBEPXIAIO

['naBa agMuHUCTpaLU
[lanuaCckoro

MYHHULHUIAIBHOTO pailoHa
[Toanuce N.0O. ®amunus
JlaTa

[Ipu yTBEpXKIEHHMHM [JOKYMEHTa paCHOPSAMTENbHBIM [IOKYMEHTOM Ipug
yrBepxkaeHus coctour u3 cinoBa «YTBEPXJIEH» («YTBEPXIEHA»,
«YTBEPXJIEHbI» nmu «YTBEPXIEHO»), coriacoBaHHOTO ¢ HaMEHOBaHHEM
BHUIa YTBEPK1aeMOro I0KYMEHTa, Ha3BaHHs BUJA PaCIOPSAUTEILHOTO JOKYMEHTA B
TBOPUTEIBHOM Najexe, ero aatel, HoMepa. Hampumep:

(Pernament) YTBEPXJEH
IIOCTaHOBJIEHUEM
anmuuucTpauuy Hlammsckoro

MYHHULIHNAIBHOTO paiioHa
ot 05 despans 2019 r. No 12

Uim:

(ITpaBuna) VTBEPXJIEHBI
NPUKa30M aJIMHHUCTPAINH
[HlanuaCcKOTO

MYHULMIIATEHOr0 pailoHa
ot 05.02.2019 Ne 13

IIpu yTBepKIEeHHH JOKYMEHTa KOJLIETHaIbHBIM, COBELIATENbHBIM UIH HHBIM
OpraHoM, pelleHHs KOTOporo GUKCHPYIOTCS B NPOTOKOJE, B TpUde YTBEpKICHUS
yKa3pIBaeTcsi, HAaMMEHOBaHHWE OpraHa, Jara M HOMep IPOTOKoida (B CKOOKax).
Hanpuwmep:

(ITonoxenue) YTBEPXJIEHO
CoBeToM 1o NPOTUBOACHCTBHIO
KOPPYILKU aAMUHUCTPALIHI
[Tanunckoro
MYHULMIIAIBHOTO paoHa
(nporokomn ot 11.01.2019 Ne 1)

2.42. 3aroloBOK K TEKCTy — KpaTKoe colepxaHHe [OKyMeHTa. Ecim
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3aroJIOBOK K TEKCTy OTBEYAET Ha BOMPOC «0 4eM?», OH HauuHaeTcs ¢ npeanora «Oy»
(«O6»). Ecmu 3aronoBok K TEKCTY OTBe4aeT Ha BONPOC «4ero?», OH COCTABISET
OJZIHO IIeJI0e ¢ Ha3BaHMWeM BUAa JokyMmeHTa. Hanpumep:

npukas (0 4ém?) 0 CO3MaHHH aTTeCTALlMOHHON KOMHCCHHI

NUCBbMO (0 4€M?) 0 IpeocTaBlIeHH! UH(OPMaIHK

akT (yero?) mpuema-nepenavu e’

IIPOTOKOI (4ero?) 3ace1aHus SKCIePTHOH KOMUCCUH

3aromoBOK K TEKCTY odopMisieTcss Moj PpPeKBHU3UTAMU ONaHKa CleBa, OT
I'PaHHIIB] JIEBOT'O IOJIS.

2.43. TexcT JHOKyMeHTa COCTaBJIIETCS HAa TOCYJapCTBEHHOM  SI3bIKE
Poccuiickoit @enepaiiun U rocyaapcTBeHHBIX s3blkax YeueHckoit Pecnybmukm B
COOTBETCTBHH cO cTaThamu 12, 13 3akona YP ot 25.04.2007 r. Ne 16-P3.

Teker JOKyMeHTa OOJDKeH OBITH COCTaBjIeH I'PaMOTHO, SICHO, MOHATHO H IO
BO3MOKHOCTH Kparko. TekcT MOKyMEHTa [O/DKEH COAEepkKaTh JOCTOBEPHYIO H
aKTyalbHyt0 HMHG(OpPManuio, IOCTATOYHYIO Ui NPUHSATHS pelleHWd HIH uX
UCTIOTTHEHNSA, HE HOJUKEH AONMYCKaTh pasiddHbIX TOIKOBAHUH.

B TekcTe NoKyMeHTa, IOATOTOBIEHHOM HAa OCHOBAaHWH 3aKOHOJATE/IbHBIX HIIH
HHBIX HOPMAaTHBHBIX HPABOBBIX aKTOB, paHee H3JAaHHBIX paclnopsIHTEbHbIX
NOKYMEHTOB, yKa3bIBarOTCS UX PEKBU3UTHI:

HaUMEeHOBaHME [OKYMeHTa, HaHMEHOBaHHE opraHa BiacT# (OpraHM3aLyH),
W3aBiuero(ei) JOKyMeHT, aTa JOKyMEHTa, PETUCTPAlMOHHBIH HOMep JIOKyMeHTa,
3aroJIOBOK K TEKCTY;

HaWMEHOBaHWE OpraHu3aluMyd MM JODKHOCTHOrO JIMIA, YTBEPAWBIIErO
JOKYMEHT, aTa yTBepXKIeHHs JOKYMEeHTa.

TekecT HOKyMEHTa MOXKET CcoJAepXkaTh paszaeibl, IOApa3lenbl, IYHKTEI,
MOAIYHKTEI, HyMepyemble apaObckumu uudpamu. YpoBHell pyOpHKanuu TeKcTa He
TOJKHO ObITH OOJiee YeThIpex.

TexcT nOKyMeHTa M3NaraeTcs:

B IIpHKa3ax, M3JaHHLIX €AUHOIMYHO, — OT TMEpPBOTO JIMIA €IWHCTBEHHOIO
yucna («... T p UK a3 bl Baw»);

B IIPHKa3ax, W3JaHHBIX COBMECTHO AByMs WM Oonee OpraHM3aulMsMH, — OT
NEPBOro JIMLA MHOXKECTBEHHOI'0 YHCa («... I p UK a3 bl Bae M»);

B IIOCTAHOBJIEHHAX, U3JaHHBIX OT MMeHM AJIMHHUCTPAIHHU, - OT TPETHETO
JMIA €INHCTBEHHOIO YUCA (... TOCTAaH OB S € T»),

B IpPOTOKOJIaX 3aCEJaHUM — OT TPEeThero JIMIA MHOXEeCTBEHHOro YMclia
(«CIYIIAJIN», « BBICTYTIUIIN», « I TOCTAHOBUJIN» unn «PELINIIA»);

B JIelOBBIX NHCbMax, OQOpMIEHHBIX Ha OnaHkax AIMHHHUCTpPALUM, — OT
NIEPBOro JIMIAa MHOXKECTBEHHOI'O YHcia (IPOCHM, HalpaBJsieM, NpearaeM) Wik OT
TPEThEro JMla eAuWHCTBeHHoro uucna («Anvmunmctpanust Illammsckoro
MYHHULMIIAIBHOrO  paiioHa He  BO3pakaeT..», «AIMHHHCTpALUS CUYHTAET
BO3MOXKHBIM...»);

B JI€JIOBBIX MHUCbMaX, 0QOPMIIEHHBIX HA JOJKHOCTHBIX O1aHKax, — OT IEPBOTo
THLa eIMHCTBEHHOrO YUCIa («IIPOILY...», KIPeaIarar...»);

B JOKJAJHBIX M CIYyKeOHBIX 3amucKax, 3agBI€HHSX — OT MepBOro Juia
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e IMHCTBEHHOT0 YHCa («IIpOoIy...», «CUYUTAI0 HE0OXOAMUMBIM...»);

B JOKyMEHTaX, YCTAaHaBIMBAWOIUX QYHKOUH (00S3aHHOCTH), NpaBa u
OTBETCTBEHHOCTh CTPYKTYPHBIX TMOJApa3feieHud, paboTHUKOB (IOJIOJKEHHE,
HHCTPYKIHS), a TakkKe COAepKallluX OMNHCAaHWE CHTyalud, aHain3 (akToB H
BBIBOJIBI (KT, CIIpaBKa), HCIOIb3yeTcs (hopMa M3J0KEHUA TEKCTa OT TPEThEro Juia
€IWHCTBEHHOTO MJIA MHOXECTBEHHOro 4Hciaa («cnenuaiuct (paboTHHKH)
OCyIIeCTBIsIeT QYHKIHH...», KKOMHUCCHS IPOBEJIa IPOBEPKY...»).

[pu moAroToBKe TeKCTa JOKYMEHTa ClelyeT coOIoaaTh IpaBy/ia HaluCaHUs
oduaTbHBIX HAUMEHOBAHUHN, YUCTUTEIBHBIX U €IMHULl H3MEPEHHUS.

B TexcTax IOKYMEHTOB YHOTpeOIsroTcs obmenpuHsiThle ab0peBHATYpHl H
rpauyecKue COKpaleHusl.

[1pu yxa3zaHuu B TeKcTe HaMHINK TMLA HHUIMATbBI CTABATCA Iocie paMuIum.

B nenoBsix (cityke0HBIX) MHUCbMaX UCIOIb3YIOTCS:

BCTYNHUTEIbHOE OOpalieHue:

VYaxxaemsiit rocriogu [Ipencenarens!
YBakaeMplii rocrofud MunucTp!
VBaxxaeMplil rocnoauH MiBaHos!
VBaxaemas rocrnoxa [lerposa!
VBaxaewmslii MBan Iletposuy!
VBaxkaemass AnHa HukonaeBna!
VBaxkaeMmsle rocrnoja’

3aKIIIOYUTENIbHAs ITHKeTHas Qpa3a: «C yBaKeHHEM, ...».

HaumenoBanue OODKHOCTH B OOpallleHHWH MUIIETCS C MPONUCHONW OyKBBI, B
oOpauienu# 1Mo GpaMUINKA HHULKAATB] JTMA He YKa3bIBAIOTCSL.

2.44. OrMerka O TpPUIOKEHHH COIAEPKHUT CBEOEHUS O JIOKYMEHTe
(mokyMeHTax), IpHjJaraeMoM K  COIPOBOAHUTEIBHOMY  IIMCbMYy, HHOMY
HHPOPMAIIHOHHO-CIIPABOYHOMY JOKYMEHTY, WM O TOM, YTO JIOKYMEHT SBISETCS
NPUIOKEHHEM K OCHOBHOMY IOKYMEHTY (HOPMAaTHBHOMY, PAaclOPAAUTEIbHOMY HIIH
UHOMY ).

B conpoBOOMTENBHBIX MHCbMax M JAPYrHX HHGOpPMalMOHHO-CIIPABOYHBIX
IOKyMEHTaxX OTMeTKa O MNpPHJIOXKEeHMH O(OpMIsieTcs MOA TEKCTOM OT TIpaHHIbI
JIeBOTO MOJIs CIIEAYIOMUM 00pa3om:

€CJIM TIPHJIOJKEHHE Ha3BaHO B TeKCTe:

[Tpunoxxenue: Ha 2 1. B 1 9K3.
€CIIH TIPHUJIOJKEHUE HE Ha3BaHO B TEKCTE WM €CJIM NMPHIIOKEHUH HEeCKOIbKO:
[Tpunoxenne: 1. [Tonoxkenue o KOMUCCHH... Ha 5 1. B 1 3K3.
2. CnpaBka 0 KaJpOBOM COCTaBe YIpaBjeHHUsl PErHOHAIBHOTO

KpeauToBaHHs Ha 2 1. B 1 3K3.
eCJIH MpUoKeHue (npuioxenus) cOpouopoBaHo(bl):
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[Tpunoxenue: B 2 3K3.
[Ipunoxenue: oT4eT 00 OCHOBHOM EATENILHOCTH B 2 3K3.

eCId JOKYMEHT, SBISIOLIUICA TPHUIOKEHHEM, HMeeT IIpHIOKEHHsS C
CaMOCTOSITEJIbHON HyMepalHe CTpaHuIl:
[Ipunoxxenue: norosop okazanus ycayr ot 05.09.2018 Ne 32-17/72 u npunoxeHus
K HEMY, BCEro Ha 7 I

€CJIH IHCBMO HaIpaBJIE€TCsId HECKOJIBKUM ajpecartaM, a JOOKYMEHT-
NPpHJIOKEHHE TOJIBKO IMIEPBOMY aapecaTty:

[Tpunoxenue: Ha 3 J1. B | 3K3. TOJILKO B MEpBBIA ajpec.

eclli TPUIOKEHHEM SIBISIOTCS JAOKYMEHTBI, 3alicaHHbie HA (QU3UYecKu
000C00IEHHBIH 3TEeKTPOHHBINA HOCUTEB:

[Tpunoxenune: DVD-R B 1 3k3.

[Ipu >TOM Ha BKJIanbllle (KOHBEPTE), B KOTOPHIA MOMeEINaeTcs HOCHUTENb,
YKa3bIBAlOTCS HAWMEHOBaHMWs [OKYMEHTOB, 3allMCaHHBIX Ha HOCHUTENIb, HMeEHa
¢aiinoB, 00beM B OaiiTax.

B  pacnopsauTensHBIX — JOKyMeHTax  (TmpuKasax, pacnopsuKeHUAX
NOCTAaHOBIEHUAX), JOrOBOpax, IMOJOXKEHHUNX, NMpPaBUIaX, WHCTPYKUHAX H JIPYTHX
JOKyMEHTaX 0TMETKa O MPUJI0KEHHH 0QOpMIISETCS CleAYIOUUM 00pa3oM:

B TeKCTE JOKYMEHTa NP NEpPBOM YINOMHHAHHUM JOKYMEHTa-IIPHJIOKEHUS B
CKOOKax ykasblBaercs: ...(NpUJIOKEHHE) WIH ... (mpuiaoxkeHue 1), (IpunoxeHue
Ne 1);

Ha MEepBOM JIMCTE JOKYMEHTa-IPHUIOXKEHHS B IpaBOM BEpPXHEM YTy
YKa3bIBaeTCs:

ITpunoxenue Ne 2

K IIpUKa3y aJMUHHCTpaLUU
[lanuHCKOTO
MYHHULHIAJILHOI'O paioHa
oT 15.01.2019 Ne 5

Eciyu npuiokeHUeM K paciopsIuTeIbHOMY JOKYMEHTY SIBIIS€TCS JIOKaIbHBIN
HODMAaTHBHBIM  aKT  WJIA  HMHOM  JOKYMEHT, yTBEpKIaeMbld  JaHHBEIM
pacnopsiiuTesIbHBIM JOKYMEHTOM, Ha IEPBOM JIMCTE MPHIOKEHHS MPOCTABIAETCS
OTMETKa O NPHUI0XKeHUH (0e3 CChUIKM Ha PacnopsSOHTEIbHBIA IOKYMEHT) U TpHD
yTBEP/KIEHHsI, B KOTOPOM YyKa3bIBAalOTCs JaHHbIE PACHOPSAHTENBHOrO JOKYMEHTa,
KOTOPBIM YTBEPXKJIEH JOKYMeHT-Npuioxenue. Hanpumep:
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[Tpunoxenue Ne 1

VYTBEPXIEHO
NOCTaHOBJEHUEM aJIMUHHCTPALIMH
1lanuHaCKOrO
MYHHUIIUIIAIBEHOTO paoHa
or 18.01.2019 Ne 10

2.45. I'pud cornacoBaHHs NPOCTaBIseTCs Ha AOKyMEeHTE B Clydae €ro
BHEIIHEr0  COTJIacoBaHHs  (cornacoBaHWe C OpraHaMHM  BJAcTH, HHBIMU
OpraHu3alusMH, J0HKHOCTHBIMH JTHIIAMH ).

['pud cornacoraHus B 3aBHCUMOCTH OT BHIA AOKyMEHTA W 0COOeHHOCTEH era
obopMIeHHSs MOXKET MPOCTABIISATHLCS:

Ha MepBOM JIHCTE JOKyMeHTa (€Clii [OKYMEeHT HMeeT TUTYJbHbIN JIUCT, — Ha
THTYJBHOM JIUCTE) B JIEBOM BepXHEM YTy Ha ypoBHe rpuda yTBepKIeHUs WU 1101
HAMMEeHOBaHHEeM JOKyMeHTa OJIHKe K HUKHEMY I10JII0);

Ha NOCTeHEM THCTe JOKYMEHTA MO TeKCTOM;

Ha JIUCTE COTJIacOBaHUs, SBISIOLIEMCS HEOTBEMIIEMOM YacThIO JOKYMEHTA.

I'pud cornacoanus cocrout u3 cnoBa «COI'JIACOBAHO», nomxnocTH
JAIA, ¢ KOTOPHIM COIJacoBaH AOKYMEHT (BK/IOYas HaMMEHOBaHHME OpraHH3allMH),
ero COGCTBEHHOPYYHOH MOAMUCH, WHHULUANOB, (PaMHINHM, OaThl COTJIACOBAHUS.
Hanpumep:

COI''TACOBAHO

I'naBa agmunucTpanuu Hlammackoro
MYHULUNAIBHOTO paiioHa

[lonnuce .0, Gamunug

Jara

Ecau cornacosaHue OCYHIECTB/IAETCA KOJUJIETHAIBHBIM, COBEIIATE/IBHBIM HITH
HHBIM OpPraHoM, B rpm})e COrIacoBaHHMsA YKa3blBaKOTCsHd CBEICHHA 00 oprase,
COTjiacoOBaBilieM AOKYMEHT, NaTe ¥ HOMEPE MPOTOKOJia, B KOTOPOM 321!1)1{1((31’1})03&1—10
pelmi€Hre O COrjlaCOBaHMH. Ecimu cornacoBanue OCYLIECTBIIACTCA ITHCBMOM,
YKa3pIBaOTCA BHJA JOKYMEHT4a, HaUMEHOBaHHWE OpraHu3aliuu, corjacoBaBIlein
JAOKYMEHT, JaTa H HOMEP IMHChMa. Hanpnmep:

COT'JTACOBAHO
DKCIIepTHO-IIPOBEPOYHON KOMHUCCHEH
(3IIK) npu ApXx¥BHOM yIIpaBI€HUH
IIpaBurensctBa Yeuenckoii PecnnyOmuku
(mpotokoi ot 25.02.2019 Ne 2)

COI'JTACOBAHO
nuceMom OBY «HaumeHoBaHHe opraHu3anum»
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ot 28.01.2019 Ne 16

2.46. BHyTpensnee coriacoBaHue AOKyMeHTa odopmisercs Bu3oi. Busa
BHIp@KAeT MHEHHE JIMIa, BU3UPYIOIIEro0 MpPOEKT JOKYMEHTa, M BKIIOYAET:
JOIDKHOCTh JIMIA, BU3WPYIOIIEro JOKYMEHT, MOAIHCH, PAcIM(QPOBKY MOINKCH
(uHMUMaBl, (aMHUIINIO) U AaTy BU3HpoBaHus. Hanpumep:

HaganbHHK IOpUIUYECKOro oTaea
IToonuch N.O. ®Gamunus

Jlata

[lpn HaIWYMH 3aMe4YaHHH K [JOKYMEHTY BU3Yy OQOPMISIIOT CledyIOLInM
obpaszom:

3aMeyaHus MPUIArarTCs.
HavaipHUK IOpHIUYECKOr0 OTAeNa
[Toanuce N.0. Gamunus
JlaTa

B 1oxyMeHTax, MOIMHHUKA KOTOPBIX XpaHSATCS B AJMUHHCTpALMH, BU3bI
IPOCTaBJISIOT Ha IOCIeOHEeM JHCTe JOKYMEHTa MOoJA MOANMCBIO, Ha 00opoTe
NOCIEQHEro0 JIMCTa NOJJMHHUKA [JOKYMEHTAa MJIM Ha JIHMCTE COIJIaCOBaHMS
(BU3MpOBaHUS ), IPHIIAra€MOM K JOKYMEHTY.

B ucxomsmmx JOKYMEHTaxX BH3bl MPOCTABISIOTCA Ha HSK3eMILIIpax
JOKYMEHTOB, TOMEIIaeMBbIX B 1€J0.

[To ycmoTpenuto AAMHHHCTPALMH MOXKET MPHUMEHSTbCS [OJIMCTHOE
BH3HPOBaHHE JOKYMEHTA H €ro MPUIIOKEHHH,

CornacoBaHheé  IPOEKTOB  JIOKYMEHTOB (BHeIIHEE, BHYTpEHHEE)
OCYIIECTBJISIETCS B COOTBETCTBUH ¢ nyHkTamu 4.1 —4.11 macrosmei MacTpyKuuH.

2.47. ITognuce BKIIFOYAeT: HanMEeHOBaHHE IIOJKHOCTH Mna,
NOJIIMCHIBAIOIIETO JIOKYMEHT, €ero COOCTBEHHOPYYHYK TOINHWCh, HMHHUIHUAIBI,
damunuro. Hampumep:

[ 1aBa agMUHKHCTpaLUK IToanuce N.0. ®amunus

Ecim nmoxymenT odopmieH He Ha GnaHke, B HaUMEHOBaHHE [0JDKHOCTH
BKJTIOYaeTCsl HauMeHoBanue AnmMunucTpauun. Hanpumep:

I naBa agMuHHUCTpalUu
[ITanuHCKOTO
MYHHIMNAIBHOIO paioHa [Toamuce 1.0. ®amunus

IIpn odopmieHHH NOKyMeHTa Ha OllaHKe IJOKHOCTHOTO JIMIA JOJDKHOCTh
3TOTO JIMLA B OJINUCH HE YKa3bIBAaeTCs.
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[Toanuce N.0. ®amunus

Ilpy moxamucaHMM OKYMEHTa HECKOJBKMMH JO/DKHOCTHBIMH JIHLAMH,

3aHMMAIOIMMH pa3sHOe MOJ0KEeHHe, UX MOANKUCH paclojararoTcs 0JHa N0 IpyToi
B I10CJI€10BATEIbHOCTH, COOTBETCTBYIOIIEH cTaTyCy NO/KHOCTH. Hanpumep:

I'naBa anMuHHCTpaK [Toanuce N.0. Gamumnus

3amecTuTenb 1 1aBbl a AIMUHUCTPALMH Ioanuce N.0. ®amunus

[Tpu mognucanny JOKyMeHTa HECKOJBLKMUMHU JIMIAMHU PaBHBIX JODKHOCTEH HX
MOAMKCHU PacIoiaraloTcs Ha OHOM ypoBHe. Hampuwmep:

["naBa agMHUHHUCTpaLIHU ['n1aBa anMuHHCTpaIHK
[IlamuHCKOTO [IlamuHCKOTO
MYHHIHNAIBHOrO paiioHa MYHHUIHUIATBLHOTO pailoHa
IMoamucs N.0. Gamunus IToamuce HN.0. Gamunus

B noxymeHTax, HOATOTOBJIEHHbIX KOMHCCHEH, B MOIIHCH YKa3bIBaeTCs
cTaTyc nula B coctaBe KoMuccuu. Hanpumep:

IIpencenarens KoMucCUN [Toanuce N.0. ®amunus
YneHr! koMuccHu IMoamuce N.0. ®amunus
IToanuce N.0O. Oamunus

[Ipy mnogmucaHWM [JOKYMEHTAa JIMIIOM, HCIOJHSIOIUM OOS3aHHOCTH
PykoBoauTens, moanuch oopMmisieTcs ¢ yKazaHUeM CTaTyca J0JKHOCTHOIO JIMIA B
COOTBETCTBHH C NPUKa30M (pacnopspkerurem ). Hanpumep:

W.o. 'maBel anMuHHCTPALUH [Toamuce N.0. Gamunus
1ZR10%

Hcnonusirommuit 00513aHHOCTH
['naBbl anMUHHCTpALIUU IMonmuce N.0. ®amunus

HPH NOANMMCaHUH JOKYMEHTa JIMIOM, UMEIOIIHUM IpaBO IOANUCH B Cly4ae
BPEMEHHOI'0 OTCYTCTBUA I'naBel, HUCIIpaBJIcHHWsA B HaAWMCHOBAHHE IIOJDKHOCTH H
paCIHH(I)pOBKy (baMPII[HH INOATOTOBJIEHHOTO W COIJIACOBAHHOTO ITPOEKTa JOKYMEHTa
BHOCATCA OT pPYKH HIIM C HCIIOJB30BAaHHMEM COOTBETCTBYKOIIHUX IITAMIIOB. He
JOMYCKaeTCsaA CTaBUTh KOCYH HEPTY, HAONHWCh «3a» IMepeld] HaWMCHOBaHHEM
JOJKHOCTH J1HMlla B INOANHUCH, €CJIH JOKYMEHT IOAITHCBIBAET MHOE [NODKHOCTHOE
JIMIIO.



20

2.48. OtmeTKa 00 3/1eKTPOHHOH NOIMHMCH HCIONB3YyeTCS AJIS BH3yalH3allHu
9NIEKTPOHHOM TMOANMCH TMOJy4aTeNneM [IOKyMeHTa IpH oOMeHe 3JIeKTPOHHBIMH
IOKyMEHTaMH, NOANHCAHHBIMH YCUJIECHHOH KBAIM(DHUUUPOBAHHON 3JIEKTPOHHOM
MOJIMHUCBIO.

B cooTBeTcTBUM ¢ 3akoHOmaTenbcTBOM Poccuiickoii @enepaunn oTMeTKa 00
3JeKTPOHHOM MOANMUCH (OpPMHUpYETCSs W  BH3YAJIM3HPYeTCs MPOrpaMMHBIMH
cpencrBamu. OTMeTka 00 371eKTPOHHOW TOANMMCH BKIo4YaeT ¢pasy «J/lokymeHT
MOAIKMCAH 3TeKTPOHHOU INOANMKMCHEIO», HOMEp cepTU(HKaTa KI04Ya 3SIEKTPOHHOM
NOANHCH, (haMHUIUIO, MMSA, OTYECTBO Biajenblia cepTH(HKATa, CPOK IEHCTBHs
cepTh(uUKaTa Kiro4a 3JeKTpoHHOH noanucu. Hanpumep:

AOKYMEHT ITOJTIINCAH
I'naBa agMuHMCTpaLMH SJIEKTPOHHOHU IO CBIO N.0. Gamunus
Ceprudukar 1alllaaa000000000011

Bnageneu @amuausa Mmsa OTtuectso
JHeicraurenen ¢ 09.01.2017 no 10.01.2022

[Toanucanue (yTBepXIaeHHE) JOKYMEHTA OCYIIECTBISETCS B COOTBETCTBUH C
nyakTom 2.47 gactosumed MacTpyKIny.

2.49. TleyaTe 3aBepsieT MNOAJMMHHOCTH MOAMNHUCH IJO/DKHOCTHOrO JHMUA Ha
JOKYMEHTaX, yAOCTOBEPSIOIIUX IpaBa JHll, GUKCUPYIOIIUX (aKThl, CBSI3aHHBIE C
(hHHAHCOBBIMH CPEACTBAMH, a TaK)Ke Ha MHBIX JOKyMEHTax, MpeaycMaTpUBaroIIuX
3aBepEHUE MOAMNUCH IeYaThbI0 B COOTBETCTBHUM C 3aKOHOAATEIbCTBOM Poccuiickon
®enepanui.

JIOKyMEHTBI 3aBepsIOT nevyaTbio AIMUHHCTpalKu. [ledars npocTaBiusercs, He
3axBaThiBas COOCTBEHHOPYYHON MOMANMMCH JWLA, TMOANUCABIIEr0 JOKYMEHT, WU B
MecTe, obo3zHadeHHOM «MII» («MecTto meuatun).

2.50. OTmeTka 00 ucnosHUTENE BKIOYaeT (GaMHINIO, HMS B OTYECTBO (Ipu
HaJU4UM) UCHOJIHUTENSI, HoMep ero TeinedoHa. OTMeTKa 00 HCMOJHUTENE MOXKET
JONOJHATECS HAaUMEHOBAaHHWEM JOJDKHOCTH, CTPYKTYpPHOIO NOApas[elieHus H
3NMEKTPOHHBIM ajipecoM HcrnonHuTens. OTMerka 06 ucnonHuTene ohpopmiseTcs Ha
JUIIEBON CTOPOHE MOCJIEIHEro JIUCTa JOKYMEHTA OT PPaHMLbI JIEBOIO NOJIS UITH, TIPH
OTCYTCTBUHM MecCTa, — Ha 000pOTHOM CTOPOHE JIMCTa BHU3Y cleBa. Hanmpumep:

@amunua Uma Otuectso, OBmMi 0Tae, riaBHbI cnelHanucT
(87146) 2-22-43, shaligl@mail.ru

OtmeTka 00 UCHOJHHUTENE MOXKET OQOPMIISITHCS KaK HUKHUM KOJIOHTHUTYIH U
nedaraTbes MPUGTOM MEHBIIETO pa3Mepa.

2.51. Ormerka O 3aBepeHHM KomuH odopMmisieTcss I IOATBEPKIEHUS
COOTBETCTBHSl KONHUU JOKYMEeHTa (BBIIMCKH M3 JOKYMEHTa) NOAIMHHUKY
nokymeHTa. OTMeTKa O 3aBepeHMM KONUHU MPOCTaBIIfAeTCs Ha CBOOOAHOM OT TEKCTa
MeCTe UIM, IPU OTCYTCTBUH CBOOOJHOIO MeCTa Ha JIMLEBOM CTOPOHE JOKYMEHTa, Ha
o0opoTe DOKyMEHTa M BKIIOYAeT: ClIO0BO «BepHO», HaMMEHOBAaHHE [OJLKHOCTH
JHIla, 3aBepUBIIETO KONHIO, €ro COOCTBEHHOPYYHYIO IOINNMCh;, pPacHIM(pPOBKY
NOANUCH (MHULMANBI, PaMHIIINIO); AaTy 3aBePeHMs KOMUHU (BBIMUCKHA U3 JOKYMEHTA).
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Ecim xonwust BblIaeTCs 114 NPeACTaBIEHUS B APYTyIO OpraHu3alHio, OTMeTKa
O 3aBEpEeHUM KOIIMHU JIONOJHSETCS 3allUCBI0 O MECTE XpaHEeHHs [OKYMEHTa, C
KOTOporo Oblla HM3rOTOBJIEHA KONMS, M 3aBepsAeTCs INedYaTblo AIMHHHCTpaLMH.
Hanpuwmep:

[ToamMHHMK AOKYMEHTa HaXOAUTCS B
anMuarcTpanun 1llanuHckoro MyHHIMNIANIBHOTO paiioHa
B neme Ne 08-05 3a 2015 1.

Bepno
HauvanepHuk ... oTnena [Toanuce N.O. Gamunus
IlaTa ITeuats

Ha kxommsx MHOrOCTpPaHHYHBIX JOKYMEHTOB OTMETKA O 3aBEpPEeHHU KOMHH
MPOCTABISETCS Ha KaKIOM JIUCTE JOKYMEHTA MM Ha MOCIeIHEM JHUCTE IPOLINTOrO
WM CKPEIUIeHHOr0 MHBIM 00pa3oM [J0KyMEeHTa. 3alich O MECTe HaXOXIeHHS
MOITUHHUKA MMPOCTABJISAETCS TOJIBKO Ha MTOCJIEIHEM JIUCTE JOKYMEHTA.

Jlns 3aBepeHUs KOMHUU JOKyMEHTa, U3rOTOBJIEHHOH Ha OyMa)KHOM HOCHUTeEIE,
MOYKET UCIOJIb30BaThCS ITAMII.

Konuu 31eKTPOHHBIX IOKYMEHTOB, HalpaBiIi€eMbIX IO HH(MOPMAIHOHHO-
TEIeKOMMYHHKallUOHHOW CeTH, 3aBEepAIOTCS 3JIEKTPOHHOH mnoamucbio [ naBbl
AIMWHHCTpAllM¥ WJIA WHOTO YIOJHOMOYEHHOTO WM JIMOAa U BBHICBIIAKOTCS
MOJIy4aTeJNO ¢ COMPOBOIUTENBHBIM IUCHBMOM B (hOpMe 3JIeKTPOHHOTO JOKYMEHTA.

Konuu 31eKTpOHHBIX JOKYMEHTOB Ha (u3n4ecKku 000cOo0IeHHBIX HOCUTEIIX
BBICBIIAIOTCS TOJY4YaTeql0 C COMNPOBOAMTENBHBIM IHCBMOM Ha OyMa)KHOM
HOCHUTEJE.

B compoBoAMTENTbHOM IHCbME K KONHUSM 3JIEKTPOHHBIX JOKYMEHTOB
yKa3bIBaeTCs:

HaMeHOBaHWE HWHGOPMAlMOHHOW CHCTEMBI, B KOTOpPOHM  XpaHATCH
IOKYMEHTBHI;

HAaUMEHOBAHUS JOKYMEHTOB, KOIIMH KOTOPBIX HANPABJISIOTCS MOTy4aTeNto;

Ha3BaHHs (ailoB JIOKYMEHTOB C yKazaHueMm (opmaToB (ailnoB u obbema
Kaxaoro ¢aina B 6aiTax;

JaTa U3TOTOBIICHUS U 3aBePEHHUS KOIIHH.

[Tpu 3ToM Ha usnyecku 000CO0TEHHOM HOCHUTENE HECMbIBAEMbIM MapKepoM
ykasbiBaetcs: «[Ipunoxkenue k nuceMy ot (aara) Ne ... »

Komnus 31eKTpoHHOro JOKyMeHTa, MpeAcTaBleHHas B BUAE NOKyMEHTa Ha
OyMaKHOM HOCHTee, 3aBepsieTCss B TNOpSJIKe, YCTAaHOBJIEHHOM HAaCTOSIIEH
WHcTpykuued Uil 3aBepeHUs KOMMH JOKYMEHTOB Ha OyMaKHOM HOCHTele, C
yKa3zaHHeM, B KaKoi HH(MOPMaMOHHON CUCTEMe XPaHUTCS JJIEKTPOHHBIN JOKYMEHT.

2.52. OrMeTKka O MOCTYIJIEHHHM JOKYMEHTA CIYXKUT ISl MOATBEPIKICHHS
bakTa mocTyIieHns JOKyMeHTa B AIMHHHUCTPAIUIO H BKIIOYAeT ATy MOCTYILICHHS
¥ BXOSINNN pEerncTpalMOHHBIA HOMep HoKyMmeHTa. [lpu HeoOXoauMoOCTH OTMETKa
0 TIOCTYIUIEHMH MOJXKET JOMNOIHATHCS yKa3aHHEM BPEMEHHU MOCTYIIeHHUs I_lOKyMeHTa
B Yacax M MHHYTaX U Crioco0a 10CTaBKH JOKYMEHTa.
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OTMeTka O NOCTYIJIEHHH JOKYMEHTa MOXET IPOCTABIATHCS C TOMOIIBIO
LITAMIIa.

2.53. Pesomronus 10/DKHA COEpKaTh YKa3aHUE MO UCTIOTHEHUIO JOKYMEHTa.
Pesomonus odpopmiasercs Ha cBoOOJAHOM Mecre paboyero moss JOKyYMEHTa, Ha
O/laHKe pe30JIIOLUU MM BHOCHTCS HENOCPEICTBEHHO B CHCTEMY 3JEKTPOHHOIrO
JIOKyMeHTo0oOopoTa.

Pesomronusi JODKHA BKIHOYaTh: (aMUIWIO, WHHLOHATE HCIOJIHUTE]IS
(MCTIOTHUTENeH ), Topy4YeHue 0 JOKYMEHTY (KOHKPETHOe 3aJaHue 10 MCIOJHEHHUIO
NOKyMeHTa uad (OpMyIHpOBKAa ILEeNM pPacCMOTPeHHUs AOKYMEHTa), IpH
HeoOXOANMOCTH - CPOK UCIOJIHEHUs, TIOIITKUCh JIMIA, BEHIHECLIETO Pe30IIONHUI0, IaTy
PE30JIIOLUH:

®amvumug U.0., amunus U.O.
[Ipomry moAroToBUTH NpeaIoKeHUS
k 10.02.2019 IMoamuce

Hara

CpoK HCIOJHEeHHs NMOpY4YeHUs He JIOJDKeH YKa3bIBaThCsl, €CIM OH Ha3BaH B
TeKCcTe MOCTYNHMBIIEro AOKyMeHTa W [j1aBa He CUMTaeT HEOOXOAMMBIM H3MEHHTh
€ro B CTOPOHY COKpAaIlEeHHUs WU SBJISETCS TUIIOBBIM IJI JaHHOTO BHAA JOKYMEHTA.

[Ipn yKka3zaHUM HECKOJBKHX HCHOJHHTENeH (aMuans OTBETCTBEHHOIO
HCIOJIHUTENISl YKa3bIBaeTCs [EepBOM, NMOJYEPKHUBACTCS HJIM 0003HAYaeTcs CIIOBOM
«OTB.» («OTBETCTBEHHBIN).

2.54. OT™MeTKa 0 KOHTpOJE CBHIETENLCTBYET O MOCTAHOBKE JOKYMEHTa Ha
KOHTpPOJIb, IIpocTaBsieTcs mTaminoM « KoHTposy Ha BepXHeM Mojie JOKyMeHTa.

2.55. OrMeTka O HampaBleHHH [OOKYMEHTa B [eJ0 OMNpeNelsieT MeCTo
XpaHeHHUs JOKYMEHTa IOocje 3aBeplieHusi paboThl ¢ HUM M BKJIIOYaeT: cioBa «B
neno», HHAEKC Jelia 110 HOMEHKJIaType Oell, B KOTOpoe IoMeInaeTcss JOKYMEHT Ha
XpaHeHHUe, C yKa3aHueM rojaa, JODKHOCTH Juia, 0QOPMHUBLIET0 OTMETKY, MOIIHCH,
natel. Hanpumep:

B nemo Ne 01-18 322017 r.
3amecTuTeNs Ha4albHUKA ... OTIeNa
ITognuce JlaTa

OTMeTKa 0 HanpaBJICHHH NOKYMEHTA B J€J0 MOXET AOIOJHATECA KpaTKUMH
CBEICHHUSAMH O XapaKTepe UCIIOJIHECHHUA JOKYMEHTA.

I1I. [MoaroroBka u opopmiIeHHe OTAEILHBIX BHAOB J0KYMEHTOB

3.1. JloxanbHble HOpMaTuUBHble akThl (manee — JIHA) AnmuHmcTpaunuu
H3JAI0TCS B BUJE IpaBuJl, MOJIOXKEHHH, WHCTPYKUHH, pPErjaMeHTOB, MepedyHed H
ApYruX BUJOB NOKyMeHTOB (oOpasen odopmiuenns JIHA npuBeneH B npHiIoxKeHHH
Ne 5).

JIHA npuoOperaroT IOPHAMYECKYIO CUIY TOCIe HUX YTBEpXKIACHHS
pacnopsIuTeIbHBIM JOKYMEHTOM (NIPHKa30M, pacHopsiKeHHeM, MOCTaHOBIEHHEM)
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WA HemocpeAcTBeHHO [ 1aBol AJIMHHHCTPALMM, HHBIM YIOIHOMOYEHHBIM MM
JTUIIOM.

PykoBoauTenu CTPYKTYpPHBIX IOpa3eneHuil He BnpaBe u3gasarsh JIHA.

3.2. JIHA moryT ObITb:

MOCTOSHHO JelicTBYoIMMHE (0e3 orpaHMYeHUs: CPOKa UX TIPUMEHEeHHNS );

BPEMEHHBIMH (IeiCTBYIOIIMMH B TeYEHHE YKa3aHHOro B HHX CPOKa HIH J10
HACTYTUICHUSI ONpeIeIeHHOTO COOBITHS ).

3.3. OcHoBanueM a5 usnanus JIHA sasisrorcs:

3aKOHOJATelbHble M WHble HOPMATUBHbIE IpaBOBble akKThl Poccmiickoi
Denepaupu (ykassl u pacnopspkeHust Ilpesmnenra Poccuiickodt @enepanuu,
NOCTaHOBJeHUs. U pacnopsukeHus: IlpaBurensctBa Poccuiickoin ®enepannu, aKkThl
denepanbHBIX OPraHOB UCIIOJHUTENBHOM BJIaCTH);

3aKOHOJaTe bHble aKkThl YedeHckoil PecrnyOnuku, HOpMaTUBHBIE NPAaBORbIE
aKThl OpPraHOB TIOCYHapCTBEHHOH © MYHHIMNAIbHOH Bracth YedeHCKOM
Pecny6nuku;

paHee wu3nanHble B AnMunuctpauuu JIHA w/mnm pacnopsauTesbHble
TIOKYMEHTBL.

3.4. JIHA u3garoTcst B LEsX:

YCTAaHOBJEHHMsS HOpPM, TpeOoBaHMWil, NpaBUJI B OTHOIIEHHH IpeAMeTa
HOPMaTHBHOT'O PeryJupOBaHHs, paHee He SBIABLIEMCS MPEIMETOM PEryJIHpOBaHMs
B OpraHW3aLHH;

W3MEHEHHsl CYILIECTBYIOUIUX HOpM, TpeOOBaHUM, NpaBu, YCTAHOBIEHHBIX
paHee W3JaHHBIMH HOPMAaTHBHBIMU JOKYMEHTAMH,

OTMEHBI paHee YCTaHOBJIEHHBIX HOpPM, TpeOOBaHUM, TpaBUIL.

3.5. [lpennoxenue o paspaborke mpoekra JIHA BHoOcHTCS pyKOBOAMTEIEM
CTPYKTYPHOTO MOIpa3/ie/ieH!s HIIH UHBIM JOJKHOCTHBIM JIHIIOM.

3.6. JIHA pazpabatbiBaercs B Cliydae, €CJIM:

MMEEeTCs y4acTOK paboThl (BOMpPOCHl JEATENBbHOCTH), HYKIAIOIIHMHACA B
HOPMaTHBHOM PEryJIHpPOBaHHH;

TpeOyeTcss BHeCeHHWE 3HAYUTENBHOIO KOJHYECTBA HM3MEHEHHMH B pasee
npusaThiil JIHA;

BBISABICHO HecKonbko JIHA, perynupylomux cMeXHble BOINPOCHI, KOTOpPbIE
1enecoodpasHo 00beJUHUTE B OJWH JOKYMEHT.

Axtyanu3anus paHee npuHAThIX JIHA. ocylecTBisieTcst yepe3 BHECEHHE B
HUX U3MEHEHUH.

3.7. Tlpeanoxenne ¢ 0OOCHOBaHHEM HEOOXOIMMOCTH pa3paboTKu HOBOTO
JIHA npencrasisercs pyKOBOIHMTENEM CTPYKTYPHOrO IOJApa3lefieHHs MM HMHBIM
YIIOJHOMOYEHHBIM [ODKHOCTHBIM JuuoM ['naBe AngmuHHCTpauud B (Qopme
JIOKJIaTHOH (CITykKeOHO ) 3aMCKH, B KOTOPO#H H3J1araeTcs:

BOIIPOC, TpeOyroIuil pelIeHUsi, ¢ H3J10KEHHEM OCHOBHBIX HallpaBlIEHHH,
CrIoco0O0B ero pelieHus;

MIPOTHO3 MOCNIeCTBUH NPUHSTHS HOPMaTHBHOTO JIOKyMEHTa;
OpraHu3aliOHHBIE, KaJpOoBble, (MHAHCOBBIC, MATEPHAIBHO-TEXHUYECKHE U HHbIE
MEpONpHUSTHS, KOTOpble HeoOXoaumMo OyaeT NpPOBECTH B CBA3M C IPHHATHEM
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HOPMaTHUBHOIO JOKYMEHTa;

nepedyeHb paHee u3naHHbX JIHA, moanexxamux oTMeHe B CBS3HM ¢ W3JaHHEM
HOBOT'O HOPMATHUBHOI'O JOKYMEHTA,;

npensaraeMblii CpoK ISt pa3paboTKH NpOoeKTa HOPMATHBHOIO JOKYMEHTA.

3.8. CornacoBanme npoekToB JIHA ocyliecTBisieTcss B COOTBETCTBHH C
nviakTamu 4.1 - 4.13 macrosmen MHCcTpyKImy.

3.9. JIHA yrBepxnaeTcs mnpuka3zoM (pacnopsikeHHeM, OCTAHOBICHHEM)
['1aBbl, eciM OJHOBPEMEHHO C YTBEpXJEHHEM HOPMAaTHBHOIO [AOKyMeHTa
HEOOXOAMMO TIPUHSATH Mepbl OPraHMU3allMOHHOr0, (UHAHCOBOIO, TEXHHYECKOTo,
KaJpoBOr0 MJIM MHOrO0 XapakTepa M JaTh COOTBETCTBYIOIIME TMOpPY4YEHHS
PYKOBOOUTEISAM  CTPYKTYPHBIX TOApa3jeNeHuil HUnM  HMHBIM  paboTHHKaM
AIMUHHCTpaAllUX, a TAKXKe €CIM HEoOXOOWMO BHECTH M3MEHEHHS WIH TPHU3HATh
yTpaTUBILUMH CHITY paHee yTBepxkaeHHble JTHA.

3.10. Usmenenuns B JIHA u orvmena JIHA odopMIsioTCs npHUKa3oM
(pacnopsukeHHeM, [MOcCTaHOBNeHHWEM) IaBpl AJOMUHUCTpAlUMM WIM  HHOTO
IOJKHOCTHOTO TMLA, TPUHUMaBIIEro pemenue o0 yreepxaennn JIHA.

Usmenenuss B JIHA u ormena JIHA, yrBepKIeHHBIE HENOCPeACTBEHHO
COOCTBEHHOpPYYHOM  moAmnucero  I'maBsl  AIMHMHHCTpAUMH  WJIM ~ HWHOTO
YIIOTHOMOYEHHOr0 MM JOUKHOCTHOrO JMU@ B rpH@e YTBEepIKIeHHs, BHOCATCS
npukKazoM  (pacrnopspkeHHeM, — [OCTaHOBJIEHMEM),  HW3JaBaeMbiM [ aBoii
AQMUHUCTpALlK HIJIA UHBIM YIIOJTHOMOYEHHBIM UM IO/DKHOCTHBIM JTHLIOM.

3.11. B Texcre npukasa (pacnopsKeHUsl, IOCTAHOBIEHUS) 00 yTBEPKICHUH,
u3MeHeHun unm ormere JIHA ucnonssyrores popmMynupoBKH:

npu yrBepxkaeHud Hooro JIHA: «YT1Bepaute (Hassanue JIHA)» umm
«YTBepauTs (HasBanue JIHA) u BBecTu B HeiicTBHe ¢ (aarta)». Hanpumep:

1. VYreepaute IlonoxeHne O  JIOKAIbHBIX HOPMATHBHBIX  aKTax
agMuHHCTpauny [lammHcKoro MyHHIUNIATLHOIO paioHa.

JSRINGN

1. Vreepaute IlltaTHoe pacnucanue aaMuHucTpanuu Illamuuckoro
MyHuUlIUnaisHoro paiiona Ha 2019 ron u BBecTH ero B aeiicteue ¢ 1 suBaps 2019 r.
(mpunoxexHue).

Ip¥ BHECEHMH W3MEHeHHWH B paHee yrBepkueHHbH JIHA: «Brectn
u3meHeHus B (Hazpanue JIHA). Hanpumep:

1. Buectu cnenyromme usmeneHus B llltatHoe pacnmcanue nHa 2019 rog,
YTBEepXKIeHHOEe NpHKazoM anMuHucTpanuu [llanuHcKoro MyHHIHNANBHOTO pailoHa
ot 25 nekabps 2018 r. Ne 45: ..

npu oTMeHe paHee yrBepxkaeHHoro JIHA: «IIpu3HarTe yTpaTHBIIMM CHITY
(#asBanue JIHA), yrBepxkaeHsoe ...». Hanpumep:
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4. Tlpusnatb yTpatuBInM cuiy IlonoxeHne o HEHOPMHPOBaHHOM pabodeM
IHe, YTBEpXAEHHOe INpuKa3oMm aamMuHHcTpauuH lllamMHCKOro MyHHIMIATEHOIO
paiiona ot 15 ¢eBpansa 2018 r. Ne 12.

3.12. OcHoBHbIMH pekBu3utamu JIHA  4BAsOTCA: HaMMEHOBAHHE
OpraHM3aliK, HaWMEHOBAHWE BHUAa JAOKYMEHTA U  3aroloBOK K  TEKCTY,
COCTaBIISIOIIHE OOHO Liefoe, IPU yTBEpKIAEHHS, MECTO H31aHUs JOKYMEHTA, TEKCT.

Ecmu npoekt JIHA. sB7sieTcss MHOTOCTpaHMYHBIM W K HeMmy odopmisieTcs
TUTYJBHBIN JIHCT, yKa3aHHbIE BbIlIe PEKBU3UTHI pa3MELIAlOTCs Ha TUTYJILHOM JIUCTE.

3.13. Wadopmauns copaBo4YHOro Xapakrepa (rpapukd, cxembl, TaOJIHIIbI,
GopMbI JOKyMeHTOB) oopmiisieTcs B Buae npunoxkeHu k JIHA.

Ha mpunoxennsax x JIHA odopmisercs peKBU3UT «OTMETKA O MIPHUIOKEHUNY
B COOTBETCTBHH C rivakToM 244 MHCTpYKUMH.

3.14. JIHA BcTynaer B CHIIy B CPOK, YKa3aHHBIH B IIPHKa3e (pacropsKeHuu,
IIOCTaHOBJEHUH ), KOTOPbIM yTBepxkaeH JIHA, unu ¢ natsl yreepxaenns JIHA.

3.15. PacnopsauTensHble JOKyMeHTHI AJIMHUHHCTPANMK H3JarTcs B (opme
MPUKAa30B, PacCNOpsuKeHHUH U NIOCTaHOBIeHUH (mprJioxkenne NeNe 6-8).

[Tprikasel M30a10TCs B NENsX OHOPMIICHNS pelleHMH:

HOPMaTHBHOTrO XapakTepa (ecim mnpuka3oM yreepkaaercs JIHA wmm
NPUHAMAETCS pelleHde OpraHM3alMOHHOTO XapakTepa, HampuMmep, Npukas oo
YTBEP)KACHUU CTPYKTYPhl U IITATHOH YUCIAEHHOCTH AIMUHUCTPALIUH);

OpraHM3allMOHHOT0, aJMHHHCTPAaTHBHOIO, B TOM 4YHCIe ONEpaTHBHOIO
XapaKkTepa 10 BOIIpOCaM OCHOBHOH AesATeNbHOCTH AIMUHUCTpALIUH.

3.16. IIpoeKThl pHKa30B 0 OCHOBHOH JeATEIbHOCTH MOTOBAT CTPYKTYPHBIE
noapazaenesus AIMUHHACTPALUY HA OCHOBAaHWM NOpPY4YEHUN PYKOBOACTBA MO0 B
WHULMATUBHOM nopsiake. OTBETCTBEHHOCTh 3a Ka4€CTBEHHYIO [IOATNOTOBKY MPOEKTa
IpUKa3a, COrJIaCOBaHHE M NMPaBUIbHOE OQOpPMIIEHHE MPOEKTa HEeCeT PYKOBOAUTENb
moJapasfesieHus, KOTOPBIM TOTOBHT IpPOEKT IMpHKasa M MPEeACTaBIseT €ro Ha
IOJIHCH,

3.17. KonTpons 3a TpaBUJILHOCTBIO O(MOPMIEHUS TIPOEKTOB TIPHKA30B
ocymecTsiaser OOmmii oTaen AIMHHUCTPALHH.

3.18. ITpuka3ssl, u3gaBaeMble B AIMUHUCTPALNH, HE JODKHBI IPOTUBOPEYHTH
3aKoHOjaTenbcTBY Poccuiickoit @enepaunn, ¥YcraBy AIMUHHCTPALUH, JTOKAIbHBIM
HOPMaTHBHBIM  aKTaM AJMHHUCTpAallUd M paHeé HU3JaHHBIM IIpUKa3am
AMUHUCTpaLUH.

3.19. IIpuka3bl M0 OCHOBHOM J€STEIBHOCTH U3JAFOTCS:

BO WCMOJIHEHNWE HOPMATHBHBIX TPABOBLIX AKTOB OPraHOB roOCyAAPCTBEHHOMN
(MyHULIHMIAIbHOW ) BIAaCTH U BBILIECTOSIIMX OpraHHu3almii;

B LENAX OCYIIeCTBIEHMS yNpaBlIeHYECKOW IesATelbHOCTH, BBITEKAIOIIEH H3
GbyHKUMHA 4 31249 AIMUHUCTPALUH.

3.20. Ilpuka3sl [0 OCHOBHON [eATEIBHOCTH COCTaB/SIOTCS Ha OCHOBE
TIIATETbHOIO W BCECTOPOHHETO HM3yYeHHUS BOIPOCOB, TPeOymOIMX paspelieHHs,
yToOBl  cozep)Kamquecs B NpHKa3ax [MOpY4YeHHss ObUIM  KOHKPETHBIMH,
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obecrneynBanuCch JOCTATOYHBIMH MaTepUATbHO-TEXHUYECKAMH H (PUHAHCOBBIMH
CpeICcTBaMM M B [ajJbHEHINEM MCKIIOYalH HEOOXOOUMOCTE KOPPEKTHUPOBKH
NPUHATBIX pELIeHHH B CBA3M C HENOJHOTOM HMIIM HEAOpabOTKOW IpeIblayIIero
IIpHUKa3a.

3.21. Tlpukassl AaMuUHHCTpauuu OGOPMISIOTCS Ha OJaHKe IpHKasza ¢
MCIOJIb30BaHUEM CIIEAYIOIIMX PEKBHU3UTOB: [ara JIOKYMEHTa, perucTpalMOHHBIH
HOMEp JOKYMEHTa, 3ar0JI0BOK K TEKCTY, TEKCT, IOANHKCH. J[aTa U perucTpalOHHbIN
HOMEp IIpHKa3a INPOCTaBJISIOTCS Mocne IoANucaHus npukasa [1aBo
AIMAHACTPAITHHN.

3.22. 3aro0BOK K IpHKa3y Ieyaraercsi Yepe3 OAUH MEKCTPOYHbINA HHTepBall
NoJ peKBU3UTaMH OJIaHKa ciieBa OT IpaHMIlbl JIeBOro mnons. Todka B KOHIE
3aroJIOBKa He CTABUTCS. 3arojOBOK K MpHKasy (OpPMYIHpYeTcs C MPEeaoroM «oy
(«06»), KpaTKO ¥ TOYHO OTpakasl colepKaHue TeKcTa mpukasa. Hampumep:

O6 ytBepxaenuu MucTpyKuum o ge1onpou3BoACTBY;
O nopsiake GpuHAHCHPOBAHUS peKJIaMHON KaMIIaHHH;
O co31aHuH 3KCIEPTHON KOMUCCHH.

3.23. Tekcr nprKasza COCTOMT U3 [BYX 4dacTel: 000cHOBaHHS (npeamMOybl) U
pacrnopsauTenbHON yacTH. B 000CHOBaHWH yKa3bIBaeTCs OCHOBaHWE, IPUYHHA HITH
LeNb U31aHus JoKymeHTa. Hanpumep:

B coorBeTcTBUM ¢ TmpHKa3oM MUHHCTEPCTBA CBS3M M MAacCOBBIX
KOMMYHHKanui ot 25 nexkadps 2014 r. Ne 1494 «O6 yreepskaenun [IpaBui oOMena
JOKyMEHTaMH B 3J€KTPOHHOM BHIe TpH OpraHW3alud HHGOPMAIMOHHOIO
B3aMMOAEHCTBUNY. ..

B mensx opraHusanuu W InpoBeldeHHs PabOThI MO 3KCIEPTH3E LEHHOCTH
JOKYMEHTOB, 00pa3ylolluxcs B AeSTENbHOCTH AIMHHHCTPALUH, OTOOPY HMX s
nepeiayd Ha apXMBHOE XpPaHEHHE U K YHUYTOKEHHIO ...

3.24.  PacmopsauTenbHas ~ YacTh ~ [pHKa3a  HAYMHAETCS  CJIIOBOM
«IIPpHKa3blBaloy, KOTOpPOe MedyaTaeTcss CTPOYHBIMH OyKBaMu BpaspsaKy H
I0CJIE KOTOPOTO CTaBUTCS IBOETOYHE.

PacnopsizutenbHas 4acTb MOKET COIEpKATh:

pereHus OpraHu3allMOHHOrO0  Xapakrepa  (yTBEpIMTb, co31aTh,
npeoOpa3oBaTh, IUKBUIUPOBATh, IPU3HATH YTPATUBIIUM CHIIY);

KOHKPETHbIE IOPYYEHHUs C YyKa3aHHEeM HCIOJHUTeNs (UCIOJIHUTeNneH) u
CPOKOB HX BBITNIOJHEHHUS.

3.25. Kaxnoe pemenue (nmopydyeHue) odopmisercs B IIpHKase Kak
oTaenbHbI myHKT. IIyHKTBI mnpukasa pacnojararoTcsi B JIOTHKO-BPEMEHHO
MOC/IE0BATEIbHOCT M HyMepyroTcss apabckumu uudpamu. Eciam nopydenwue
JaeTcs KOHKPETHOMY I0JIpa3/ieIeHUI0, ero HauMeHOBaHHe MUIIETCS MOJHOCTEIO, B
CKOOKaX yKasblBaloTcsi (amMWiIns ¥ MHWIUWAIbl PYKOBOAMTENS TMOApaslelieHus B
HMEHHTeIbHOM nanexe. Hanpumep:
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B mensx opranu3anui... T p MK a3 bl B a 10:
1. Obumemy otmery (®@ammmus KM.O.) x 01.02.2019 noaroroButs u
NpeACTaBHTh Ha yTBepkKAeHHe I1aH paboTel... Ha 2019 rox.

Ecnun nmopydeHue naeTcss KOHKPETHOMY HMCIOJHHUTENIO, €r0 JODKHOCTh H
bamuus yKasbiBaroTcs Oe3 ckoOOK B JaTellbHOM nazexe. Hanpumep:

3. Ilomomnuky ['naBel — ropuckoHCyIbTy aamuHHcTpauun Pamumms U.O.
IOATOTOBUTH H NPEICTABUTh HAa PACCMOTPEHHE M YTBEPIKJEHHE IPOEKT ... B CPOK
1o 28.02.2019.

IIpennuceiBaeMoe [AEHCTBHE BBIPAXKAETCS TIJIarojoM B HeEONpeAeleHHOM
(popme. He nomyckaercs ynoTpeOasTh HEKOHKPETHBIE BEIPDAKEHUS THIIA «YCHIIHTBY,
«yCKOPHTB», «00ECIIEYHTh B KpaTdaiIune CpoKu».

Ecnd oaHOMY HCIONHHUTENO HEOOXOAMMO MOPYYHTh HECKONBKO pa3HbIX
3alaHiil ¢ OIHMM CPOKOM BBINIOJIHEHUS, OTBETCTBEHHEIH MCIOIHUTEIb U CPOK
WCIOJIHEHHS YKa3blBalOTCA OIMH pa3 B OCHOBHOM IYHKTe, a IOpydYeHHS
BBIAENAIOTCS B OTIENbHbIE TOANMYHKThl. EciM y mnopydeHUH pasHble CpPOKH
HCTIOJIHEHHS, CPOKH yKa3bpIBAlOTCS HE B OCHOBHOM ITYHKTE, a B K&¥KJA0M MOANYHKTE.

Cpox wcHoNHeHHs IOJUKeH ObIThb pealbHbIM, COOTBETCTBOBAaTh 00BEMY
npennonaraeMelx pabot. Ilpw ycTraHOBIeHMH CpoKa clienyeT YYWTHIBATH BpPEMS
NOBENIeHNs JOKYMEHTa 10 KOHKPETHBIX UCIIOTHUTENEH.

Cpox wcrosHeHHss B IIYHKTax paclOpSIUTeNbHOW 4YacTH IIpHKa3a He
yKa3bIBaeTCd B CllydasiX, €CIM JCeHCTBUS HOCHT pEryJsipHbld XapakTep ¥ HX
BBIMTOJIHEHHME IPENKMCHIBAETCS Ha BeCch MepHol IAeicTBus mprkasa. Kommuectso
WCIIOJIHUTENIEH 10 KakIOMy IyHKTy (IOANYHKTY) HE OrpaHMYMBaeTCs.
OTBeTcTBEHHBIH HCIOIHUTEb yKa3bIBACTCS MIEPBbIM.

Ecnu mpuka3 OTMeHsSET TOJHOCTBIO HJIM 4YacTHYHO paHee W3IaHHBIE
JNOKyMEHTBl 110 TOMY K€ BONpOCY, TO B IpEANOCIEeIHEM IyHKTe MpHKa3a
HEe0OX0IMMO HX NMEepeYHCIUTh C YKa3aHHeM HaWMEHOBaHHs JOKYMEHTa, ero AaThl,
HOMepa, 3arojoBka. Hanpumep:

4. Ilpu3HaTe yTpaTUBIIMM CHJIY NpPHKa3 opraHu3amuu oT 5 aBrycra 2017 r.
Ne 175 «O06 yrBepxkaeHHH MONOKEHHS 00 SKCIEPTHON KOMHCCHH ... ».

[Tocneqnuii NMyHKT TNpHKaza — IYHKT O KOHTpOJie, B HEM YKa3bIBalOTCS
JIOJDKHOCTh JIMIA, OTBETCTBEHHOrO 3a HCMOIHEHHWE NOKyMEHTa B LEJIOM, €ro
(bamuus u nHUIKHAaIEL. Hanpumep:

5. KoHTponb 3a UCnoJHEHHEeM NIpHKa3a BO3JIaraeTcs Ha 3aMecTuTes [ J1aBbl
aamuHuctpauuu ®amunus 1.0.
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B otmensHbIX cnyyasx ['1aBa AIMHHHCTpaLUUd MOXKET OCTaBUTh KOHTPOJIb 34
co0oM:

5. KoHTposib 3a HCIOMHEHHEM [TPHKa3a OCTaBIIAIO 3a COOOH.

3.26. He BxkmodaeTcs B TeKCT npukaza NyHKT «[lpumka3z nosectw 10
CBEIECHHS...».

[onpasneneHus W IOJDKHOCTHBIE ML, JO CBEIEHHS KOTOPBIX HEOOXOIMMO
IOBECTH NIpHKa3, MEPeUHCIsIOTCS B yKazaTese (JIMCTe, CIUCKe) PACCHUIKH, KOTOPBIH
FOTOBHTCS HCIOJHUTENEM W MOXKET OQOopMIATbCA Ha OOOpOTHOH CTOpOHE
MOCIEAHEro JIUCTa IpUKasa.

3.27. B nmpuKa3ax He JOMyCKaeTcs:

U3MeHEHHE paHee YCTAHOBIICHHBLIX CPOKOB BBLINIOJIHEHUs 33JaHHN B CTOPOHY
UX yBEIIHYEHUS;

NpUMeHEeHHe TMPOU3BOJIBHBIX COKpAllleHWH WM HMCKaKeHHEe HauMeHOBaHWM
CTPYKTYPHBIX TOApa3AeleHni AIMHUHHACTPALUH, IT0IBEJOMCTBEHHBIX OpraHu3auui
- CTIOJTHATEJIEHN;

NpUMEHEHHEe TMPOU3BOJBHBIX (HE OOMIENPHHATHIX) TEXHHYECKHX W JPYTHX
TEPMHHOB, COKPALIEHHBIX CJIOB 1 HAUMEHOBAHUM.

3.28. Ilpu Hanu4uu NPUIOKEHUH B TEKCTE IPUKa3a B COOTBETCTBYIOIIHX
MyHKTaX pachnopsiOUTeNbHOH YacTU [AalOTCsl OTCBUIKH: ... (mpuioxenue Ne I); ...
(mpunoxerue No 2); ... «COrjlacHO NPHUJIOKEHUIO», HA MPUIOKEHUH OGOPMIISETCH
OTMETKa O MPHJI0KEHHH:

[Ipunoxenne Ne |

K IpUKa3y aJMUHHUCTPALuN
[ITamuHCKOTO
MYHHLHNAJIBHOIO paioHa
or 15.01.2019 Ne 5

W3nanwe BMecCTe C NpPUKA30M MNPUIOKEHUH, He YNOMSHYTBIX B TEKCTE
JIOKyMEHTa, He J0ITyCKaeTCs.

Ecnu noxymeHT, yTBep:KAeHHBIH PHUKa30M, BIIOCIEACTBAH AEHCTBYET B BUIE
CaMOCTOSITETEHOTO0 JOKYMEHTa, Ha MepBOM JHCTe JOKyMeHTa B BEPXHEM IIPaBOM
YTy TpOCTaBiseTcs rpu¢ yTBepiKAeHHs (IpH HeoOXOTMMOCTH, — C yKa3zaHHUEM
HOMEpa IPUII0KEHNUS ), HalpUMep:

(UuacTpyKmms) VYTBEPXIEHA
TIPUKA30M aIMUHHUCTPALHH
[[IanuHCKOrO

MYHULUIIAIBHOTO paiioHa
or 20.02.2019 Ne 15

3.29. PacnopsbkeHus 0GOpMIISIOTCS IO TeM K€ ITpaBujaM, 4TO M MpUKasbl, 3a
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HCKIIOYEeHHEM TOT0, 4TO B KOHIle mpeaMOyIsl CTAaBHTCS IBOSTOYME, MOCHE YEro
CIIeAYIOT MMyHKTHI pacnopsanTeabHoM yacTu. Hanpumep:

B  memsx  HCOOAHEHWUs  OpuKasza  aaMmuHHcTpauunud  lamuwHCKOTrOo
MYHUIHIATBEHOTO paifona oT 22 aBrycta 2017 r. «O npoBeaeHuH KOHKypcea ...»:

1. HauaneHukaM oTzenoB B cpok Ao 11 mapra 2019 r. mpeactaBuTh CBOH
IPeIOKEHHS O KaHAUAATypax ... A/ y4acTsl B KOHKypCe.

o

PacriopspkeHHst MOTYT HE HMETh NpeamOyJIbl.

3.30. IlocTanoBneHuss oQOPMISIOTCS 1O TEM K€ NpaBuiIaM, YTO H MPHKA3bI,
3a MCKJIIOYEHHEM TOro, YTO HM3MAI0TCSd OT MMEHHM AIMHUHHUCTPalMH W B KOHIIE
npeam6yisl craButes cioso «I1 O C T A H O B JI Al E Ty, kotopoe neqaraercs
MPOMUCHBIMA OykBamMH Bpa3psiIKy M IIOCi€ KOTOPOro CTaBHTCS JIBOETOYHME.
Hanpuwmep:

B mensx nmpuBeieHHss ONaHKOB JIOKYMEHTOB aJMHHHCTpalUH... B
cooTBeTCTBHE C TpebGoBaHHsAMHU cTaThd 12 3akona Yeuenckoil PecmyGmukm ot 25
anpenst 2007 r. Ne 16-P3 «O si3pikax B Yeuenckoit Pecnybnuke» aiMuHMCTpalus
[lamuackoro myHumunansaoro paiiora [IOCTAHOBIAET:

1. BHectu wu3MeHeHUss B MOCTaHOBIeHUE aiMHHUcCTpauuu IllammHCKOrO
MyHRIunaasHoro paiiona ot 29.09.2017 r. Ne 331 «O06 yTBepxkaenus ...».

3.30. Jlo mpencraBieHHs HaA MNOANMCH IMPOEKT IpUKasa (pacnopsuKeHus,
IIOCTAaHOBIIEHHUS ) COIIACOBBIBACTCS C 3aMHTEPEeCOBAHHBIMH JIMLIAMH B COOTBETCTBHH
c nyukramu 4.1 - 4.11 Uacrpykunn.

3.31. Ilpuka3 (pacnopspkeHue, IIOCTaHOBIEHHMe) noAanHuchiBaeT [naBa
AIMUHHCTpAIINH WM JIMIO, UCIIOTHSIOUIEE ero 00s13aHHOCTH.

3.32. Komun mnpukazoB (pacnopspKeHUM, NMOCTAaHOBJIGHWI) pacchUIalOTCa B
COOTBETCTBHH C yKazaTeseM (JUCTOM, CIIUCKOM) PacChUIKH.

DIeKTpOHHAs KONHUS TpHUKasa (pacnopspKeHusl, MOCTAHOBIEHNS) pa3MelnaeTcs
B cooTBeTcTBYWIIeil 0Oaze aanHbix CDJl unaMm Ha KOpPHOpPaTHBHOM MOpTae
opranu3anuu B cetu «HTEpHET.

3.33. Ilpu odopMneHuM IpUKa3a, H31aBaEMOI0 COBMECTHO C JpYroi
OpraHu3alyen:

O/TaHK HE HCIOJIB3YeTCs;

HauMEeHOBAHMS OpPraHU3aIMi Ne4YaTaroTCs Ha OJHOM YPOBHE;

HanMeHoBaHue Buja nokymenTa (ITPMKA3) pacnonaraercs nmo ueHTpy.

JlaToii COBMeCTHOro IpHKasza sABJISeTCs JaTa NPOCTABIEHHs IOCIeIHEH
MOJANKCH Ha JOKyMeHTe. PerucrpaniioHHbIi HOMEp COBMECTHOIO MPHKa3a COCTOUT
M3 pEruCTPalMOHHBIX HOMEpOB, IMPHCBOSHHBIX KaXKIOW M3 OpraHusalui u
MPOCTaBIAEMBIX Yepe3 KOCYIO 4epTy B MOpsIKe yKa3aHHs OpraHu3aluili — aBTOpPOB
JOKYMEHTa.

TekcT cOBMeCTHOrO IpHKa3a M3jaraercs OT MEPBOTO JUla MHOKECTBEHHOIO
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gyucna («IpHKasbpiBaeMm»), MOANKCH PYKOBOAMTENEH OpraHM3aluii pacrnosararTcs
Ha OJHOM ypOBHE ClieBa U CIIpaBa.

3.34. JlesTensHOCTH MO COBMECTHON BbIpabOTKe pelleHWH Ha 3acenaHusx
COBETOB, KOMHCCHIi, COBEIaHUIX 0(OpMIIsieTCs IIPOTOKOIaMH.

[IpoTokon cocraBnseTcs Ha OCHOBAaHMHM JAUKTOQOHHBIX (PYKONMCHBIX)
3anuced, MNPOU3BEAEHHBIX BO BpeMs 3acelaHus, IPEACTaBIEHHBIX TE3MCOB
JOKJIaJI0B ¥ BBICTYIIJIEHUH, CIIPABOK, IIPOEKTOB pPelleHHH (IOCTaHOBJIEHUH ).

[IpoTokon odopmiseTcs B TeYeHHE OJHOrO-TpeX IHEH Iocie MpOBeIeHHs
3aceaHus, €CJIH CPOKHM ero MOATOTOBKHA HE OrOBOPEHBI 0C000.

3.35. TomHbIi MPOTOKON cocTaBiseTcs Ha o0meM OnaHnke AIMUHUCTpALUH U
conepxut pekBu3uthl: ['epd Yeuenckoin Pecry6nuku (B COOTBETCTBUU C MYHKTOM
2.9 UHCcTpyKLUH ), HAUMEHOBaHHe OpraHU3aluuu (B COOTBETCTBHU ¢ MyHKTOM 2.10
HacTosmied MHCTpykuww), HaMMEHOBaHME BHJa JOKYMEHTa, 3aroJIoOBOK K TEKCTY,
JaTa U MeCTO 3acelJaHus, peruCTPallMOHHbIH HOMep MPOTOKOA, TeKCT, TOITHCH.

3.36. 3arosoBOK K TEKCTy IPOTOKOJAa OTBEYaeT Ha BONPOC «4ero?» u
COINEPXKUT YyKa3aHHWe T[oJpa3/iefieHus] HWIH oOpraHa, AesTelbHOCTb KOTOPOIo
nportokonupyercs. Hanpumep:

IIPOTOKOJ 3aCeJaHu s arTecTallMOHHON KOMUCCHH
IIPOTOKOJI 3acejaHu s 3KCHEpTHOfI KOMHMCCHH.

JlaToii mpoTokona sABiseTcs AaTa 3acenanus. Ecim 3acefaHne mMpoaonKaeTcs
HECKONIBKO JHeH, yKa3bIBaeTCsl JaTa Haudaja 3acellaHus U uepe3 THpe — Jara
oxonu4aHus: 12-13 despans 2019 r.

3.37. TexcT mpoTOKOJa [JOJDKEH COCTOATh M3 JIBYX dYacTel: BBOIHOH W
OCHOBHOH. B BBOAHOHM 4YacTH IPOTOKOJNA yKasblBalOTCs (aMUIUU TpeacenaTeis
(mpencenaTenbCTBYIOMEr0); ceKperaps; (paMUIMU Y4aCTHUKOB, NMPHCYTCTBYHOIIUX
Ha 3aceJaHWH; JIULI, IPUTJIALIEHHBIX Ha 3acelaHue; IOBECTKa JIHS.

Ecnu xonuyecTBO NpHCYTCTBYIOIIMX Ha 3aceJaHUU NpeBbIIIaeT 15 yenoBek, B
BBOJHOM YacTH MPOTOKOJA JenaeTcs CChbIIKa Ha CIHUCOK, SBISIOLIHICS
HEOTheMJIEMOH YacThio npoTokoa. Hanpumep:

[IpucyrcTBOBaNM: 25 Yel. (CIIUCOK MpHIaraercs).

BBoanas wacTe npoTOKOJIa 3aKaHYMBAETCS MOBECTKOW [HS, CoIep)Kamiei
nepeYeHb pacCMaTpUBaeMbIX BOIPOCOB, IIEPEYUCIEHHBIX B MOPSOKE HX
o0CcyKIeHHs ¢ yKa3aHHeM JOKJIad4uhKa N0 KaXIOMY paccMaTpuBaeMOMY BOIPOCY.
Bonpocsl noBecTku JHS GOPMYITHPYIOTCS C NPEIIOTOM «o» («00»), medararTes oT
TPaHUIIBI JIEBOTO NOJIs B HyMepyoTcs apabckuMu Ludpamu.

B ocHOBHOI1 yacTH MpoTOKOJIa GUKCHPYETCS X0/ 3aCeaHus.

3.38. IloaHbIi TPOTOKOJI COAEPKUT 3aIIUCh TOI0, YTO IMPOUCXOIMIIO BO BPEMS
3aceIaHMsl, BKJIIOYas BONMPOCH! K JTOKIaAYHKY, OTBETHI Ha HHX, BBHICTYIUIEHHS B XOJI€E
00Cy KIeHHS BOMpOca, pe3y/IbTaThl FOJI0COBaHMS 10 BOIIPOCY ¥ NMPHUHSATHIE pelleHHs
(obpasen odopMieHHs OJTHOrO NPOTOKOJIa IPUBEICH B NPHI0KeHHH Ne 9).
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Kpatkie nportokoas! (mpuaoxenHe Ne 10) Bemyrcs mpu pacCMOTpEHHH
BOIIPOCOB OIEPAaTHBHOIO XapakTepa M COAEpXkKaT Te K€ PEKBH3HTHI, YTO U IOJIHBIM
npOTOKO 3a uckmodenueM [epGa Heuenckoil PecnyGnuku. B kpatkoMm nporoxone
¢buKcupyeTcs TeMa obcykaeHHs, (paMHUIHA JOKJIaTYHKa MO BOMPOCY M INPHHSATHIE
peleHus.

3.39. OcHoBHas 4YacThb IIOJHOI'O MPOTOKOJA COCTOMT M3 pa3Iesos,
MOCBSIIEHHBIX BOIIpOCaM IMOBECTKH MHSA. XOJ pacCMOTpeHHs KaxkJ0ro BoIpoca
3anucbiBaeTcs B nocnenosarensuoctd: CJIVIIAJIM — BBICTYIIUJIU — PELLINJIA
(ITOCTAHOBWJIN).

IToctanosnenue (pemeHne) B TEKCT NPOTOKOJIA BHOCUTCS MOJHOCTBIO B TOM
dbopMynupoBKe, KoTopas OblTa NpHHSATA Ha 3aceJaHWH; NpH HEeOOXOIMMOCTH
IIPUBOJASITCS UTOTY I'OJIOCOBAHUS: «3a - ... IPOTHUB - ..., BO3AEPIKAIOCH = ...».

3.40. IIpoTokon 3ace/laHus MOJUCHIBACTCS npenceaaTeneM
(mpezncenaTenbCTBYIOMIAM) W CeKpeTapeM 3acelaHHs, €CIM MHOE He YCTaHOBJIEHO
JIHA.

3.41. IIpn HeoOXOAMMOCTH KOMHMH MPOTOKOJIOB MM BBITHCKH U3 MPOTOKOJIOB
PacchlIalOTCs 3aMHTEPECOBAHHBIM JIMIIAM B 3J€KTPOHHOM BHJI€ B COOTBETCTBHM C
yKa3aTelleM pacChLUIKH.

B BbillHCKe M3 MPOTOKOJA [AODKHBI BOCIPOU3BOAMTBCS BCE PEKBU3HTHI
3aroJJOBOYHOM 4YacTH IIPOTOKOJIa, BBOJHAs 4YacTh, BONPOC IOBECTKHU JHSA, IO
KOTOPOMY TOTOBHTCH BBINHCKA, W TEKCT, OTpakalollui oOCy)IeHHe BOMpoca H
NPUHSATOE pelIeHne.

3.42. JlenoBoe (ciyxkeGHoe) mucbMO (mpuioxende Ne 11) rortoBuTcs Ha
Oonanke nuceMa. [Ipu cocraBneHuyd mnHceM OGOPMISIIOTCS PEKBHU3HMTBI: aIpecar,
3aroJIOBOK K TEKCTY, TE€KCT, IOJANUCh, OTMETKAa 00 HCIOJHUTENE, B HEOOXOIUMBIX
cly4asiX — OTMETKa O IIPUJIOKEHHUH.

3.43. Ecim nuceMo sBnseTCst OTBETOM Ha MOCTYMHBIIMK 3a0poc HIIH
npock0y, 3amoIHSeTCS PEeKBH3UT «CChUIKAa HA PErHCTPAlMOHHLIA HOMEp W Jary
IOCTYMUBILETO MHChMa.

HaumeHoBaHWe BHAa NOKyMeHTa («IHUCbMO») M Pa3sHOBUAHOCTh IHChMA
(HanpuMmep, «mpockba», «HH(GOPMALMOHHOE», «COMPOBOAUTENBLHOE», «3aIpocy,
«HAIlOMHUHAHUE») B IeNIOBBIX (CyxeOHBIX) MUChMaX He YKa3bIBaKTCA.

Ecnm nuceMo HampaBisiercs afipecaTy IO dJeKTPOHHOM 11oYTe WM 10 (akcy
0e3 [OCBUIKM IO I04YTe, BMeCTO IIOYTOBOTO ajpeca yKasbIBaeTcs aapec
3JIEKTPOHHOM 110YTHI HIIM HOMep TelnedoHa-(pakxca.

3.44. Jlenosoe (cmyxeGHOe) NMUCHMO IO/KHO OBITh MOCBALIEHO OIHOMY
Borpocy. Ecmn HeoOxommmMo oOpaTHThCS B OpraHU3allMi0 OJHOBPEMEHHO IO
HECKOJIbKHM BOIIPOCaM, PEKOMEH/IYyETCs COCTAaBUTh OTAEIBHOE IUCHMO 110 KaXKIOMY
U3 HUX.

IInceMo MoXkeT KacaThbCsi HECKOJIBKUX BOIIPOCOB, €CJTH OHM B3aMMOCBSI3aHBbI.

3.45. B onHOM IUCBhMe He OJUKHO OBITH G0slee YeThIpex aapecaToB, IPH 3TOM
OCHOBHOH azpecaT ykas3blBaeTcs [II€pPBbIM, OCTAJbHBIM ajpecaTaM IIHCHEMO
HaOpaBJIseTCs AJIs CBEJIEHHUS.

[Ipn HEeoOX0AMMOCTH HampaBUTh MUCBEMO OOJBIIEMY KOJHYECTBY aapecaTosB,
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TOTOBUTCS CHHCOK PacChIIKH, U MUCbMa PacChlIalOTCs MO CIUCKY.

3.46. Tlpu cocTaBieHMHM IENOBBIX IHCEM HCIIOIb3yeTCS BCTYMHUTEIbLHOE
oOpaleHHe W 3aKIIOYHTENbHAs 3THKETHas (paza B COOTBETCTBHH C MyHKTOM 2.43
HucTpykuuu.

3.47. TexcT mucbMa U3/1araeTcs:

OoT l-ro guHa MHOKECTBEHHOrO 4YHcia («IIPOCHM...», «IpeliaraeMm...»,
«HAIIOMHUHAEM...»);

OT 3-ro auMua eJWHCTBEHHoro umcna (agmuBucTpauus IllammHCKOro
MYHHULHIAIBHOTO paioHa CYMTAaeT BO3MOXKHBIM...», «AIMUHUCTpaLUs He
pacronaraeT BO3MOXHOCTBIO...»);

oT l-ro nuua eAMHCTBEHHOTO 4YHCia («IpoIy ...», «IIpPeAiarain ...»), eciH
MMUCEMO O opMIIseTcsl Ha JO/DKHOCTHOM OJlaHKe.

3.48. Ecnu mpoekT nenoBoro (ciy>ke0HOro) nuchbMa HampaBlsSeTCsl aapecaTy
10 IOYTE, IPOEKT FOTOBUTCS B ABYX 3K3eMILISpaxX: OJUH dK3eMIIAP ohopMIseTcs
Ha OllaHKe, BTOpPOM »SK3eMIUIIp, NpeJHa3Ha4YeHHBIH I BU3MPOBAHHSA) — Ha
CTaHAApTHBIX IUCTax OymarH.

JenoBoe (cmyxebHOe) MHCHMO 10 MPeCTaBIeHUs Ha NOAMUCH JODKHO OBITh
COIIacoBaHO  (3aBU3MpPOBAHO) CO BCEMHM  3aHHTEPECOBAHHBIMU  JIMIIAMH.
CornacoBanue (BH3UpOBaHME) JAEIOBLIX MHCEM IPOBOJUTCS B COOTBETCTBHH C
nyHkramu 4.1 - 4.11 MHCTpyKUHH.

3.49. JlenoBoe  (cmyxeOHoe) mmcbMO  moamuchiBaeTcss [ aBoi
AIMUHHCTpAllMM WM WHBIM YIIOJIHOMOYEHHBIM UM auuoM. [loanucanHoe nenoBoe
(cmyxebHOE) MHCHEMO MOJUTEXKUT PETHCTPALlUH U OTIIPABKE.

He pomyckaercs otnpaBiiTh ajgpecaraM IIHMCbMa, HE HMMEIOIIHME OaThl H
PETUCTPALIMOHHOTO HOMepa.

3.50. Ilocne moammcaHMs MHCHhMa M €ro PerucTpPalliU 3K3eMIUISP MHChMa C
BHM3aMU 3aHHTEPECOBAHHBIX JIHI] IOMEIAeTCs B IETIO0.

3.51. AKTBl COCTaBIsIOTCSI Ha OCHOBE YTBEpXKIAEHHBIX OpraHaMy BIIACTH
YHHQHUHPOBAHHEIX (GOopM HIHM B CBOOOOHOM (opMe B LEISIX IOATBEPXKICHUS
(haxTOB, CBS3aHHBIX C AEeATEIbHOCTbI0 AIMUHHUCTpALUU (MpHIokeHne Ne 12).

3.52. Ilpu cocTaBieHMH aKTOB HCIIOJB3YIOTCS PEKBH3UTHI: HANMEHOBAHHE
OpraHM3aluH, HaMMEHOBaHWE  BHJA  JOKyMeHTa,  JaTa  JOKYMEHTa,
PETHCTPALlMOHHBIA HOMEp [JOKYyMEHTa, MECTO COCTAaBJCHHS WIH H3JaHUs
JOKYMEHTa, 3aroj0BOK K TEKCTY, IOJIHUCE.

3.53. JlaTtoifi akTa sBISETCS OaTa COCTABJCHWS aKTa W IOAMNHUCAHUS ero
COCTaBUTEJISAMH.

Ecrm  dopmoii  akTta npegycMOTpeHO ero yTBepkaeHue I 1aBoii
AJIMUHHCTpallM¥ WA WHBIM YIOJHOMOYEHHBIM J0JDKHOCTHBIM JIMIIOM, JaTOW aKTa
SIBIIIETCS JaTa €ro yTBEp:KACHHUs.

3.54. B BBOAHO# 4acTH aKTa B UMEHHUTEILHOM MaJeXe YKa3bIBalOTCS:

OCHOBAHUE  COCTARIEHHUS  aKTa  (JOKAMBHBIM  HOPMATUBHBIA  4aKT,
pacmopsIUTebHbIH  JOKyMEHT AIMHHUCTpauuu (IpHKa3, pacrnopsbKeHue,
OCTaHOBJIEHHE); HaKT uiIu coObITHE, MOCIYKUBIIEE OCHOBAHUEM ISl COCTABJICHHS
aKkra);
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COCTaBHTEIIM aKTa (Mepeuucistores nocne cnoBa «CocTaBieH» C yYKa3aHUEM
NOJDKHOCTeH, HaMMEHOBAaHUM OpraHu3aldii, eclId COCTaBUTENH  SBISIOTCS
npeACTaBUTEISIMH APYIroi opraHu3anuu, hbaMuinil 1 HHAIAAJIOB).

Ecim akT cocTaBleH KOMHCCHEH, TMepBod yKassiBaeTcs (aMuius
npezacenartens KOMHCCHH, 3aT€M 4JI€EHOB KOMHCCHH B ajihpaBUTHOM MOPSIIKE.

3.55. B TekcTe aKTa H3JaAralOTCs LEIH M 3aJa4d COCTaBJIE€HHS aKTa,
CYLIHOCTB, XapaKTep, METObl ¥ CPOKHU ITPOJeIaHHON paboThl, ee pe3ysbTaThl.

[Tpu HEOOXOAMMOCTH aKT MOJKET COAEP/KaTh BBIBOLI U PEKOMEHAALMH.

B 3aKmrOYMTENbHOM 4acTH aKTa yKas3blBaKOTCS KOJUYECTBO IMOATOTOBIECHHBIX
3K3EMILIIPOB aKTa W MECTOHaXOXIeHHe Kakzaoro sk3emrspa. Konudectso
3K3EeMILISPOB aKTa OINpeAesieTcsi KOJIUYeCTBOM CTOPOH, 3aWHTEPECOBAaHHBIX B €ro
COCTaBJIeHHH, WJIH HOPMAaTHBHBIMU TpeOOBaHHSMH, perjiaMeHTUPYIOLIHUMH
COCTaBJIeHHe AKTOB KOHKPETHOH pa3HOBHIHOCTH.

3.56. DK3eMIIspbl akTa MOANKMCHIBAIOTCS BCEMHU YJIeHAMH KOMUCCHHU (eciH
aKT COCTaBJAJICS KOMHUCCHEH) HIM COCTABUTENSIMH H, IpH HeoOXO0IUMOCTH,
IPUCYTCTBOBABIIMMH JTHLIAMH.

[Tpu moAmuMcaHuy aKkTa npeaceaaresneM U YieHaMH KOMUCCHH HaUMEHOBaHUS
UX OJDKHOCTEH He YKa3bIBatoTCSl.

Ocoboe MHEHHE COCTAaBHTENIS akTa u3jlaraercss Ha OTOeIbHOM JIUCTE,
MOAMUCHIBAETCA M IpUIaraeTcs K axTy.

3.57. Ecim 3akonozarensctBoM Poccumiickoit @enepauuu mnperycMOTPEHO
O3HaKOMJIEHHE C COJIEpI)KaHHWEM aKTa JIHIl, YIOMSHYTBIX B aKTe, Moj MOIIHKCH, HA
nocneqHel CTPaHMIE akTa IpOCTaBiIseTCs O3HaKoMuTenbHas Bu3a «C akToM
o3HaKoMmJIeH(bl)», MPH 3TOM YKa3bIBAKOTCS HAMMEHOBAHUS JIOKHOCTEH, JMYHBIE
MOANKCH, paclMPOBKH MOAMHCEeH, HaThl oO3HaKoMieHus. JIuua, KOTOpbIe
3HAKOMSITCS C COJEpKaHHEM aKTa, UMEIOT IPaBO He COIJIACHTBCS C COJep)KaHHEM
aKkTa B IeJIOM HIH €ro OTHEIbHBIMHA MOJOXKEHUSIMH, HYTO JODKHO OBITh
3ahMKCHPOBAHO MPU O3HAKOMJIEHHH C aKTOM.

3.58. JloknanHas (ciyxeOHasi) 3amMcKa MCIOJIb3YeTCs IS ONEePaTUBHOIO
MHQOpPMaIMOHHOTO OOMEHa MeXAYy CTPYKTYPHBIMH IIOApa3ieieHUsIMH |
pykoBozacTBOM. PekomeHayemble o0pa3ubl O(QOpMIEHHS NOKIAIHOW 3allUCKH H
CIy)KeOHOW 3alMCKH, IIOJArOTOBJIEHHOM Ha OCHOBE JJIEKTPOHHOro MmabioHa
npuBeaeHbl B npujaoxeHun NeNe 13, 14,

3.59. OOs3arenpHBIMH pPEKBH3HTaMH JOKIAIHOH (CiTy:xeOHOH) 3amlmcKu
ABIISIOTCS: HAMMEHOBAHHME CTPYKTYPHOTO MOJpa3feleHusi, HauMeHOBaHHE BHIA
JOKyMeHTa (IOKJIaJHas 3alucKa, ciyxeOHasi 3ammcka), 1aTa, 3arojoBOK K TEKCTY,
azpecar, TeKCT, IIOAIHACH.

3.60. Ilpu ampecoBaHuM AOKIAAHBIX (CITy:KeOHBIX) 3aIMCOK YKa3bIBAIOTCS B
JaTenbHOM MajJexe JO0JDKHOCTD JIMlla, KOTOPOMY aipecoBaH AOKYMEHT, GaMUIus U
WHHIMabL. Hanpumep:

I'naBe axMuHUCTpaun
[TanuHCcKOrO
MYHHIHIIAIBHOTO paioHa
Gammms U.0.
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3.61. Jloxknagsble  (cayKeOHBIE) 3allMCKH  MOTYT  COCTaBJISITHCH,
paccMaTpUBaThCS U XPAHUTLCHA B T€YEHHE YCTAHOBJIEHHOIO CPOKa HUCKIIHOYHTEIBLHO
B 35ieKTpoHHOM Buae B CO/1.

Ilpu opranm3auuu padOTBl € AOKJIAAHBIMU (CIY)KEOHBIMM) 3alHCKaMH B
3]IeKTPOHHOM BHJE WCHOIb3YIOTCS JIeKTPOHHble INAONOHBI [OKIagHOHA H
clTy)keOHOM 3aKCOoK.

3.62. TekcT m0oKI1aaHOM (CcoyKeOHOM) 3aMUCKH, B 3aBUCHMOCTH OT CJI0KHOCTH
comepKaHusi ¥ TPUBOJMMON apryMeHTalldH, COCTOMT M3 ONHOHW, ABYX HIH TpeX
YacTeu:

B [IEPBOM YaCTH W371araroTcs NPHYHHBL, (AaKThl UM COOBITHS, MOCTYKHABIIUE
MOBOJIOM JJIsSl COCTaBICHNs JOKYMEHTA,;

BO BTOpOH dYacTH JaeTcs aHalu3 CIOXHBINEHCS CHTyallHH, BO3MOJKHBIE
BapUaHThl ee PeLIeHNs;

B TpeThel 9acTy U3JararoTcs BHIBOJBI.

3.63. Perucrtpauusi AOKIAIHBIX H CIyKEOHBIX 3aIlMCOK OCYIIECTBJISIETCS B
C3J1, mpu orcyrctBun CDJl — B CTpyKTYpHOM NOApPA3JEJIEHHH, ITOATOTOBHBILEM
IOKYMEHT.

3.64. JlenoBsle MUCbMa, HalpaBliseMble 3apyOeKHBIM KOPPECIIOHAEHTaM (B
TOM 4YWCjIe aapecataM rocyaapcTB — ObpBmmx pecnybnuk B cocraBe CCCP),
ohopmisitoTest Ha OnaHke nmucbMa OpraHusallid C PEKBH3HTAaMH Ha PYCCKOM H
OJIHOM W3 HHOCTPAHHBIX S3BIKOB.

3.65. Tlucemo, HampapiseMoe 3apyOeXHOMY ajapecary, COCTaBiseTcsl Ha
PYCCKOM s3bIKE, MTPOXOOUT COrJacOBaHHWE CO BCEMH 3aHHTEPECOBAHHBLIMH JTUIAMH
OpraHu3aliH, IMocae Yero MUcbMO IepeBOAUTCS Ha OJWH M3 MHOCTPAHHBIX S3BIKOB
(A3BIK ajpecaTa WM aHTTIMHCKUR s3bIK) B odopmisercs Ha OnaHke MHCbMa,
NIpeAHa3HAYEHHOM UL IEPENHCKY C 3apyDeKHBIMH KOPPECTIOH IEHTAMH.

[TopgnuHHMK THCbMa, OQOPMIIEHHBIH Ha OJHOM M3 HWHOCTPAHHBIX S3bIKOB,
JIOJKEH OBITh HASHTHYEH 110 COAEPKAHUIO IK3EMILIIAPY Ha PYCCKOM SI3bIKE C BU3aMHU
3aHHTEpeCOBaHHBIX JIHIL.

3.66. Ha moamuce ['1aBe mpeacTaBastoTCs: 3K3eMIUISIp HCHMa 3apyOekHOMY
KOppeCNOHAEHTy, O(OpMIIEHHBIA Ha OJaHKe, KONMs JaHHOrO IHCbMa Ha
CTaHZAPTHOM JHCTe OymMaru ¢ BU30H MCIOTHHUTENS, IK3EMILIAP IIHCbMa Ha PYyCCKOM
A3BIKE C BU3aMHU 3aMHTEPECOBAHHBIX JIULL.

3.67. Ilocne noanucanus nuceMma [ 71aBoi UM UHBIM YIIOJIHOMOYEHHBIM UM
JIAIOM:

3K3eMILIIp nucbMa, O(QOpMIeHHbIM Ha OnaHke, moamnucaHHbii [naBoi u
3aperncTpupoBanHblil B O01ieM oTerne, HanpaBIseTcs agpecary;

KOMHUSA MHChbMA C BU30H HCIIOIHUTENS U IK3EMILIAP IUChMa, COCTaBICHHbIH Ha
PYCCKOM SI3bIKE, C BU3aMH 3aUHTEPECOBAHHBIX JIML TOMEIAIOTCS B JENO0.

3.68. Ilucbma, HampaBiseMble 3apyOeKHBIM azpecaraM, IO/DKHBl HMETb
PEKBH3HUTEL: agpecaT, 1aTa, periCTPAllMOHHbIN HOMEp, TEKCT, MOANHUCH.

[Ipy HeoOXomZMMOCTH MOryT O0GOpPMIATBCA PEKBHU3UTHl «CChLIKA Ha
perucTpallMOHHbIH HOMEp U AaTy MOCTYNHBLIEro MUCbMay U «3arojloBOK K TEKCTY».
Ha xonuu nucbMa, momernaeMoi B 1e0, A0MOJIHUTENbHO NPOCTABIAETCS OTMETKA
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00 ucnonuuTeNe.

3.69. PexBu3uT «axpecar» opopmisercs crupaBa MOJ peKBHU3UTaMH OJaHKa.
Anpecatom nucbMa MoKeT ObITh OpraHu3alus Wik KOHKPETHOE JTHIIO.

Ecnu nuceMoO agpecoBaHO OpraHM3alliM, CHayala JaeTcs ee HauMEeHOBaHMHeE,
3aTeM — MOYTOBBIM ajpec B IOCIENOBaTeIbHOCTH: HOMEp JoMa HIIH 3IaHMS,
Ha3BaHWe YU, Ha3BaHHe rOpoja; CTpaHa.

Kaxxzblit 3nemMeHT agpeca nuiieTcs Ha oTaenbHOU cTpoke. Hasanme ropona,
KaK [paBmUJio, eyaTaeTcs NpONHUCHbIME OykBamu. Hanprumep:

Brook & Son Toymakers
61-71 Steel Street
BRIDGETOWN

BR61 7RE

U.S.A.

Cnosa Avenue, Street, Place 1 unbie B azpece MUILYTCS C IPONUCHON OYKBEI.

Ilpu odopmieHnH NOYTOBOro anpeca 3apy0eXHBIM KOppeCIHOHIeHTaM
IyHKTyalus He MpUMeHseTCs.

IIpu anpecoBanuu nuceM HeOOXOAMMO YYHUTHIBATh TPAAUIIHH, XapaKTePHbIE
17 OTHENbHBIX CTpaH (HampuMmep, B BenmkoOpuTaHuu mocne ykasaHus ropoja
MoKeT ObITh yKa3zaHo rpadcrso, B CIIIA — Ha3BaHme mTarTa).

Ecin B HasBaHMM (QHPMBI NPHCYTCTBYyeT Gamuiusa auuna (Hanpumep, W.
Edward&Co., Ltd), nepen Ha3BaHHeM (GHUPMBI IPUHATO CTABUTH CIOBO Messrs
(coxpamenue ot Messieurs — rocrnozna).

Ecim nmcemMo azpecyeTcss KOHKpeTHOMY JIMILy, Iiepel Ha3BaHHEM
OpraHM3alMy yKa3blBaloT (PAMUIIHMIO H TOJDKHOCTb pabOTHHKA HIIH €r0 T0JDKHOCTD.

Hanpuwmep:

Mr. Andrew Roach
Sale Manager
Super Toys Ltd
Chatfield Road U.S.A.
NEWTOWN
NE12 OLD
U.S.A.

3.70. B mucemax 3apyOeXHBIM agpecaTaM naTta O(QOPMISETCS CIOBECHO-
1M (GPOBLIM CIIOCOOOM B MOCIEOBATEILHOCTH: IeHb MeCAIa, MECsIl, TOI.

Hanpumep: 24 suBaps 2019 r.
[Ipu cocraBneHny NHCbMa HA AHITIMHCKOM si3bIKe JOIycKaeTcst ohopmieHHe

JaThl B TIOCJIEIOBATEILHOCTH: TO/, MECSIL, JIeHb MecslIa.
Hanpumep: 2019, January 24.
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3.71. B nmceMax 3apyOeXHBIM ajpecaTtaM HCIONb3YIOTCS BCTYIHTENbHBIE
oOpaleHus Mo A0DKHOCTH MM 110 haMuiauu agpecara. Hanpumep:

VBaxaemslii rocioiuH Toproselii COBETHHUK!
VBajkaeMblil rocrioguH AHrenoB!

3akaHyMBaeTCs IHCbMO  3aKIIOYUTEIbHOM  3TUKeTHOM  ¢pazoir  «C
yBaKEHHEM,...».

IV. CornacoBanue nNpoeKToB 10KYMEHTOB.
IMoanucanne (YrBep:KieHHe) NPOEKTOB 10KYMEHTOB

4.1. CormacoBanme MpPOEKTa AOKYMEHTa MNPOBOAUTCS 10 €ro MOAMHCAHHUS
['naBoit B mensiX OIEHKH COOTBETCTBHS IIPOEKTa 3aKoHonAaTenbcTBY Poccuiickoit
@Qenepaluy, JOKAIbHBIM HOPMAaTUBHBIM akTaM AJMHHHUCTpalMM, KadecTBa W
3(Q(QEKTHBHOCTH MpeIaraeMoro peleHus.

CornacoBaHue TMpoeKTa JOKYMEHTa OpraHu3yeTcsi HeNOCpeICTBEeHHBIM
UCIIOJIHUTENEM (COCTaBUTEIEM) U PYKOBOJMTENIEM MOApa3AeeHUsI-UCIOTHUTENS H
IIPOBOIHUTCS B IIpejieNiaXx YCTaHOBIEHHOrO CPOKA UCTIOTHEHHS.

4.2. Ilpn ucnons3zoBannyu B Anmunuctpauun CDJ] cormacoBaHue mpoeKToB
JOKYMEHTOB OCYIIECTBIAETCS B aBTOMAaTH3UPOBAHHOM peXHME MOCpPEICTBOM
HampaBJIeHHs TIPOEKTOB JOKYMEHTOB JIMIaM, Ha3HauYeHHbBIM B KadecTBe
COTJIaCYIOMIMX, ¥ 0(opMIIeHHS pe3yIbTaToB cornacoBanus B CO/I.

CornacoBaHme MPOEKTOB JOKYMEHTOB MOXET OCYLIECTBIATHCS OCPEICTBOM
KOPIOPaTHBHOM 3JMEKTPOHHOM MOYTHl W O(GOpPMIIEHHS HCIOJHHUTENEM JHCTa
COIJIACOBAHHS C TMPUIOKEHUEM 3IEKTPOHHBIX COOOILIEHHH JIHI, YJaCTBOBABIIUX B
COTJIaCOBAHMH NMPOEKTa JOKYMEHTA.

4.3. CornacoBanue NPOEKTOB JIOKYMEHTOB ¢ pabOTHUKaMU AJIMHHHUCTpaLUU
W/AHA APYTAMH OpPraHU3alMsIMH OpraHU3yeT HUCIOJHUTENb IOC]e COTJIacOBaHUs B
paboyem mopsiike TmpoeKTa JOKyMEHTa C PpyKOBOJHTENEM CTPYKTYPHOIO
noapasfeNieHHss W B COOTBETCTBMHM ¢ Hacrosimed WHCTpyKuued WM HHBIMH
JOKallbHBIMA HOPMAaTHBHBIMH AaKTaMM, PEryJIHpYyHOLIMMH I[IPOLECC COTIacOBaHHS
(BH3MpOBaHHUS ) IPOEKTOB JOKYMEHTOB.

4.4. IIpoeKThl JOKYMEHTOB COTacylOTCs:

HETNIOCPEJCTBEHHbIM HCIIOJHHUTENEM U pPYKOBOAMTENEM IMOApa3de/ieHus-
WCIIOJHUTEIS;

COUCIIOJIHUTENISIMH (IPH UX HAJIMYHH );

PYKOBOIATEISIMHA CTPYKTYPHBIX nojpasieneHui, paboTHUKaMH
AIMHHHCTpAIlMH,  HampaBleHHs  AeATeIbHOCTH  W/HIHM  (QYHKIHOHAIbHEBIE
0053aHHOCTH KOTOPBIX 3aTParMBalOTCid B IPOEKTEe AOKYMEHTa H/HIH KOTOpbIE
yKa3aHbl B [IPOEKTe JOKYMEHTa B KauecTBe HCIOJHHTENeH (B Cilydae BPEeMEHHOIO
OTCYTCTBHS PYKOBOIHMTENsS MNOJApaseleHusl MPOEeKT JOKyMEHTa BH3HpYyeT JIHIIO,
BPEMEHHO MCIOJHSIIONIee ero 00s43aHHOCTH );
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3aMecTHTeNssMH | 1aBbl AIMUHHCTpalWH, KYPHPYIOIUMMH 3aTPOHYThIE B
NPOEKTe NOKYMEHTa BONPOCHl (€CnHM JOKYMEHT MOANMCHIBaeTCs (yTBepiKIaeTcs)
I'naBo¥i AnMuHUCTpaLuy);

opuandeckoi ciyx06oi (nmpoektor JIHA, mpoeKkToB nNpuKa3os);

O6muM oTAEHOM.

ITpoeKThl TOKYMEHTOB, pealu3alus KOTOpbIX TpeOyeT (HMHAHCOBBIX 3aTpar,
COIJIaCOBBIBAIOTCS ¢ QUHAHCOBBIM NOPA3IETICHUEM.

He nomyckaercs HampaBisiTh Ha COIJIacOBaHME NPOGKT JOKyMEHTa
O/IHOBpEMEHHO JAByM HaH Oonee paboTHMKaM  OOHOTO  CTPYKTYPHOTO
noipasaeneHus. B kadecTBe IHIl, COIrIacylomMX NPOEKT HAOKYMEHTa, IOJDKHBI
BBICTYIATh IPEUMYIIECTBEHHO PYKOBOAMTENN CTPYKTYPHBIX [IOApa3ieIeHHUHA.

4.5. DBnemHee coriracoBaHHe MpoeKTa [JOKYMEHTa OCYIIECTBISETCS
IIOCPEICTBOM HampaBlieHUs NPOEKTa B IPYryIO OpraHU3aIHI0 ¢ CONPOBOOUTENLHBIM
MUCHMOM, B KOTOPOM YKa3bIBaeTCs CPOK COTJIACOBAHHS.

Ecniu  oprammsanuu, coriacylomiie IMPOeKT JOKYMEHTa, SBISHOTCH
yuactHukamu opnoit CDJI, cornacoBanme Mmoxer ObITh nposeaeso B CDJ] Ges
HanpaBlieHWs] CONPOBOJUTENBHOIO MHCBMa H OJHOBPEMEHHO C BHYTPEHHHM
COTTaCOBAHHEM.

4.6. Cpoku coriacoBaHusi JOKYMEHTOB YycTaHaBnuBaioTcs WHCTpykuuen
W/UNM WHBIMH JIOKAJIbHBIMM HOPMATHBHBIMH aKTaMH B 3aBHCHMOCTH OT BHIa
NOKyMEHTa M o0bemMa [OKyMeHTa, BKIIOHas INpUIoKeHHss K Hemy. Cpoku
COIJIaCOBaHMS IOKYMEHTOB COCTABIISIOT:

IIPOEKTHI JENOBbIX (CIyKeOHBIX) IuceM — 1-3 pabounx aHs;

IIPOEKTHI IPHKA30B (pacnopspKeHui, NoCcTaHoBIeHH#H ) 6e3 npuioxeHni — 1-3
paGouux nHs;

IPOEeKTbl NPHKa30B (pacnopsiKeHWH, TMOCTAHOBJEHUI) C NPHIOKEHHSIMHE
CIIPaBOYHOr0 Xapakrepa — 3-5 pabouux nHew;

IIPOEKThl IIPUKA30B (paclopshKeHU#H, IOCTAHOBJIEHMH) C IPUIOKEHUEM
JIOKAJIBHBIX HOPMATUBHBIX AKTOB B 3aBHCHMOCTM OT HX obbema (He Ooisree 50
cTpanul) — 5~10 pabounx aHEH;

[IPOEKTHI JIOKaIbHBIX HOPMATHBHAIX aKTOB, YTBEPKAAEMbIX HEITOCPEACTBEHHO
noanucko Pyxosoaurens (He 6onee 50 crpanun) — 5-10 pabounx gHei;

MPOEKThI MPOTOKOJIOB 3acenaHuii (COBEIaHHWH) NpPH HEOOXOAWUMOCTH HX
COrjacoBaHus, B 3aBUCUMOCTH OT 00beMa JokyMeHTa — 1-3 pabo4uux AHs.

Cpoku cornacoBaHHs NMPOEKTOB TOKYMEHTOB, HAIpPaBisieMbIX HAa BHELIHEE
coryiacoBaHue He NOJDKHBI cOocTaBsTh Oonee 30 KaneHAapHBIX THEH.

B KoHKpeTHBIX ciydasx B 33aBUCHMOCTH OT COHEpKAHUsS M Ha3HAuYeHHS
JIOKYMEHTA CPOK COTJIaCOBaHUs MOXKET ObITh COKpAIlleH HUIIH YBEIHYeH 110 PelIeHHIo
3amecTuTeNs [71aBbl, KypUpyIOLIero HampaBieHUe NESITeIbHOCTH, 10 KOTOPOMY
TFOTOBUTCS IIPOEKT PEIIEHHUS.

4.7. Odbopmnenne pelynbTatoB coriacoBanus JIHA u pacrnopsadTenbHBIX
JIOKYMEHTOB OCYIIECTBJISETCS B BMJ€ BH3, IPOCTABISEMBIX 3aUHTEPECOBAHHBIMHU
JHIIaMH Ha MOCJIEJHEM JIMCTEe MPOEKTa JOKYMEHTa (Ha ero JUIeBOH Ui 000pOTHOI
CTOpOHE) W Ha OTAEIbHOM JIUCTE COIJIAaCOBAHWA, ABIAAIOIEMCS HEOThEMJIEMOid
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4acThl0 J0KyMeHTa. OTMeTKH o corjacoBaHuu (rpud coraacoBaHHsS W BHU3bI)
0(OPMIIAIOTCS B COOTBETCTBHH € nyHKkTamu 2.45, 2.46 UHcTpyKUuH.

Ilpu cornacoBaHum AenoBbIX (CIYXKEOHBIX) MHCEM BH3bl IPOCTABIAIOTCS Ha
KOIIUU THCbMa (BH30BOHM 3K3eMIISAP), KOTOpBIH IOcie MoANnMcaHus MOAIMHHHUKA
NUCbMa M €ro perucTpaluuy nomelnaercs B Aeno, WM Ha obopoTe MOJTMHHHKA
MHCbMa, €ClIM MHCbMO HarmpasisieTcs agpecaTty 1o (akcy WM 3JeKTPOHHOHN MouTe.
DTOT JKe »JK3eMIUISp NHCbMa T[0oCle OTIpaBKH angpecary (mo Qaxkcy HiH
3JIEKTPOHHOM NOYTE B BU/I€ 3JEKTPOHHOMN KOIIUH ) IOMEIAeTcs B 1eJ10.

[IpoeKTbl MPOTOKOIOB BU3MPYIOTCS JIMIIAMH, BBICTYNABIIMMHK Ha 3acelaHUU
(coBemaHMM) MyTeM MPOCTABIEHUS BH3bI HAa JIEBOM IMOJIe JOKYMEHTa HalpOTHB
34IIUCH BBICTYILJIEHUS COOTBETCTBYIOIEro paboTHHKA.

4.8. CornacoBanme NMPOEKTOB JOKYMEHTOB MOXKET ocyinecTsiasiThes B CO/I.
[Tocne 3aBepmieHHs TpOUEyphl COrjacoBaHus (NPH CO3JaHMHM IOJTHHHHUKA
JOKyMeHTa Ha OyMaKHOM HOCHTENEe) JHCT COrJIaCOBaHMS paclieyaThbiBaeTcs M3
CD/1, npuknansiBaeTcs K MPOSKTY JOKYMEHTA U MPeCTaBIsAeTCS Ha MOANKCH [ naBe
AZMUHUCTpaALUU (MHOMY YIIOJHOMOYEHHOMY UM JIULY ).

CornacoBaHue BHYTPEHHHX [JOKYMEHTOB, CO3JaHHe, XpaHEHHe H
HCI0Ib30BaHUE KOTOPBIX ocyinecTniasercs nocpeactsom COJI, nposoautes B COJ]
B DJIEKTPOHHOM BH[IE.

[Ipn cornacoBaHWM NPOEKTOB BHYTPEHHHUX JOKYMEHTOB, CO3JaHHBIX Ha
OyMaXKHOM HOCHTEJe, BH3bl IPOCTABISIOTCS HENOCPEACTBEHHO Ha MpOeKTe
TIOKyMEHTa.

4.9. Tlpu BHelHeM COrjacoBaHUH, IIOJYYEHHOM MMUCEMOM, HITH COTJIACOBAaHUH
MPOEeKTa JOKYMEHTa KOJIIeTHaJbHBIM (COBeIIaTelbHBIM) OpraHom ¢ Qukcanuei
pellleHHs] O COrJIaCOBAaHUU B IMPOTOKOJIE 3acelaHus HCIOJHHUTEIL odopmisieT Ha
NPOEKTe JOKyMEHTa HJIM B JHMCTE COrjacoBaHus rpud coriacoBaHus B
COOTBETCTBHH ¢ nyHkToM 2.45 MHcTpyKuuu. ITuceMa o cornacoBanud (BBIMHCKA U3
IPOTOKOJIA) IPUIAratoTcs K NpoekTy JOKYMEHTa.

4.10. B xoxe coriacoBaHusi IPOEKTa JOKyMeHTa pabOTHHK, COIrNacyHOUIHM
NOKYMEHT, IPUHAMAET OJHO U3 CIAeAYIOMHMX PeIIeHHH:

COTJIacOBATh NPOEKT JOKyMeHTa 0e3 3aMedYaHui;

COrjlacoBaTh IPOEKT JOKYMEHTA C 3aMeYaHUsIMH;

OTKJIOHUTB MTPOEKT JOKYMEHTA;

yKasarh, YTO HE MMEET OTHOIIEHHS K IPOeKTy AOKyMeHTa (paccMOTpeHHe
BONPOCa, 110 KOTOPOMY IPHHHMAETCS pElIeHHe, He BXOAUT B O0O0SI3aHHOCTH
paboTHuKa).

BospakeHuss 1o mpoekTy NpHKaza (pacnopsuKeHHs, IOCTaHOBIEHHS),
BO3HHUKAIOIIME [IPH COIrVIaCOBAHMHU, U3J1araloTcs B CIPaBKe, KOTOpas MpUiaraeTcs K
NpOeKTy, uim BHocuTcs B CO/I.

Eciu mpoekT moxymeHTa cOrjacoBaH C 3aMeYaHUsIMHM, 3TO O3HAYaeT, 4YTo
3aMeYaHMs HOCAT peJaKLMOHHBINA XapakTep, H Mocie UX MPHHATHS HCIOIHUTENIeM
NPOEKT He TpeOyeT MOBTOPHOTO COr/IaCOBaHMSI.

[IpoekT 1OOKyMeHTa OTKIOHSETCS JMLOM, COTJIaCyIOIIMM [IOKYMEHT, B
clIydasix:
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HaJM4Hs CyILIeCTBEHHBIX 3aMe4YaHui 10 ITPOEKTY JOKYMEHTa;

HECOrjacHs C MPOeKTOM JOKYMEHTa.

4.11. HecornacoBaHHBIH NPOEKT JOKyMeHTa TpebyeT nopaboTKH 110
BBICKa3aHHBIM 3aMe4YaHUsIM, NepeodopMIeHHs U IOBTOPHOI'O COTJIaCOBAHMSL.

4.12. Ecau npu nopaboTke MpoekTa JOKYMEHTA HMCHOJHHUTENb NPUHUMAET
pelleHue He Y4YHTHIBaTh 3aMe4aHHe (3aMedaHus) Juna (M), y4acTBOBaBIIMX B
COTJTacOBaHWM, WCIOMHHUTENIEM TOTOBUTCS peecTp HEYYTEeHHBIX 3aMedyaHui,
KOTOPBIM BMecTe C MPOEKTOM JOKyMeHTa IpezacTasisercs ['naBe AaMuHucCTpanuu
WIA WHOMY YIOJHOMOYEHHOMY MM JOJDKHOCTHOMY JIMILY, IOIMHCHIBAIOLIEMY
(yTBepxkparomemMy) JOKYMEHT. PeecTp HEy4YTEeHHBIX 3aMEYaHWUW IOAMHUCBIBAETCS
PYKOBOIUTENEM CTPYKTYPHOrO NOApa3aeIeHHs-HCIOIHNTENS.

4.13. Pemenue 0 TOM, NpPHHUMATb HIM HE IPHHUMAThL HEYYTEHHbIE
3aMedaHus npuHuMaeT [ naBa.

B cayuae ecnm ['naBa npuHHUMaeT pelleHHE O HEOOXOAUMOCTH Y4YecThb
3aMeyaHus, OTKJIOHEHHBbIE HCIIOJIHUTENIEM, HCIOJIHUTENb A0padaThIBaeT IPOEKT
JIOKYME@HTa B COOTBETCTBHH C BHICKAa3aHHBIMH 3aMeYaHUSIMH.

Eciu I'naBa cornamaercs ¢ MHEHHEM HCIOJHUTENS, OH IOANKMCHIBAET
(yTBEpIKIAET) JOKYMEHT.

4.14. JlokyMeHTbl, H31aBaeMble OT HMEHU AIMUHUCTPALMH, ITOANUCHIBAKOTCS
I'maBoii AJMHMHHMCTpalWM MM HMHBIMH YIOJHOMOYEHHBIMH MM JOJDKHOCTHBIMH
nunamu (3amectutensiMu [ 1aBel AIMUHUCTpPALUU, PYKOBOIUTEISIMH CTPYKTYPHBIX
noapa3feneHnil, WHBIMH JOJDKHOCTHBIMH JIMI@MH B COOTBETCTBHH C HX
KOMIIETEHLMEeH, ONpe/e/sseMOi 0BEpEHHOCTSIMH Ha BBINOJIHEHUE OINpeleleHHbIX
NedCTBHM OT HMEeHH  AJMHUHUCTpAallMd, BHYTPEHHHMH  HOPMaTHBHBIMH
JOKYMEHTaMH AJIMHHHUCTpPALUH ).

4.15. OrtmenpHble  BHABI  BHYTPEHHHX  JOKYMEHTOB (ciyxeOHble,
00BsICHUTEIbHBIE 3alMCKH) HAa UMs PYKOBOAMTENS CTPYKTYPHOIO MOApa3elieHHs
MOJAMUCHIBAIOTCS MCHOJHUTENEM (COCTaBUTEIEM), €CIIM pa3pellaeMble INpPH ITOM
BOIPOCKI HE BBIXOJAT 3a Mpeeibl €ro KOMIETeHLIUH.

4.16. [doxymeHTBI, HampaBjsieMble B BBICIIHE OpraHbl ToCyAapCTBEHHOU
BJIaCTH, Ha MMS MEPBBIX PYKOBOAMTENEH (eaepalbHBIX OpraHOB HCHOIHHUTENbHOM
BIIAaCTH, pyKoBoauTenedl cydbekToB Poccuiickoit ®emepanum u 3apyOeKHBIX
rocyapcTs, noAnuceiBaroTes ['nasoi AIMUHUCTPALMK UM JTULOM, HCIIOJHSIOMUM
ero 00s3aHHOCTH.

4.17. JloKyMeHTBI, HampaBjseMble B IIOABEJIOMCTBEHHbIE M CTODOHHHE
OpraHu3alluy, MOJANUCHIBAIOTCS 3aMecTUTeNsIMU [ naBbl AJIMHHHCTPALMHA, WHBIMH
JO/DKHOCTHBIMU JHIIaMU AJMUHHCTPAallMd B COOTBETCTBHH C MPENOCTaBICHHBIMH
UM MOJHOMOYHUSIMH.

4.18. JlokyMeHT mnoAmuchiBaeTcs JAByMs MM Oojee MIIaMH, €CId 3a
colepkaHWe JOKyMEeHTa HeCcyT OTBeTCTBEHHOCTb HECKOJBKO paboTHHKOB
(IOKyMeHTbl,  MOATOTOBJEHHBbIE  HECKOJbKHMH  TNOJpa3ldeieHHsIMH  HIH
OpraHu3alusMH, pabodel rpynmnoi, KOMHCCHEH ).

4.19. TloamuceiBaeTcs, Kak IpaBUI0, OJMH OJK3EeMIUIAP HJOKYMEHTa.
CoBMecTHBI JOKYMEHT MOJAMUCHIBAETCS B KOJHWYECTBE, COOTBETCTBYHOIIEM
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KOTHYEeCTBY OpraHM3alHi, CO31aBIIHX JOKYMEHT.

[Ipn HanpaBlieHUM MHUCHMa WM BHYTPEHHEr0 MH(OPMALMOHHO-CIIPABOYHOTO
IOKyMEHTa HECKOJIbKHM ajpecaraMm (He Oollee 4YeThIpPEX) MOAMHCHIBASTCS KaKIbId
OTHpPaBJISIEMBIN 3K3eMILIAP A0KYMEHTA.

4.20. Ilonnuce Ha AOKyMeHTe OQOPMIISETCS B COOTBETCTBHM C MYHKTaMmi
2.47, 2.48 UHCTpYKIHH.

4.21. YrBepkaeHHe JOKyMEHTa IIPOU3BOAUTCS:

HenocpeaCcTBeHHO [ 1aBoi — mpocTaBieHHeM COOCTBEHHOPYYHOM IOANNCH B
rpude yrBepKIaCHUS;

npuKasoM ( pacopsiKeHHeM, MOCTAaHOBNCHHEM ) A IMHHHACTPALHH.

4.22. VTBepKoarwoTcs TMNpaBujia, ION0KECHHS, HHCTPYKLHMH, perjiaMeHThI,
HEKOTOpble BHIBl aKTOB, IUIaHbl, TPOrpaMMbl M  Jpyrue JAOKYMEHTHI,
yCTaHaBJIMBAIOUIME HOPMBI W/WIM pacCUMTaHHBIE Ha [UINTENIbHOE NpPUMEHEHue
(npunoxenne Ne 15).

Odopmnenne rpuda yreepkaeHHs IPOU3BOAUTCS B COOTBETCTBUHU C [IVHKTOM
2.41 VUHCTpYKUMH.

4.23. Ilognuce I'naBel AIMUMHUCTpALUMY WIM MWHOTO YIOJHOMOYEHHOIO UM
JWlla Ha JOKyMeHTaX, TpeOyromux 0coboro yIocToBepeHHs MX MOAJMHHOCTH, a
TaKk/Ke Ha KONUAX NOKYMEHTOB M BBIIHCKaX H3 HOKYMEHTOB 3aBEPACTCA I1€HaThio
(mpuaoxkenue Ne 16).

4.24. [TeyaTs HA JOKYMEHTE MPOCTABISAETCS B COOTBETCTBHH C nyHKTOM 2.49
Huctpykumu.

V. Opranusanus 10KymeHToo60poTa

5.1. JloxyMeHTOO0OPOT BKIIOYaeT BCK NOCHEN0BATENBHOCTh NepeMelleHui
JOKYMEHTOB, a TakKe ONepalyy, COBepllaeMble C NOKYMEHTaMH B IMpOIEcCe HX
CO37aHHs H HCHONHEHHs ([IOTy4eHHe, OTIpaBKa, MpeaBapHTelIbHOEe PacCMOTPEHHE,
perucTpanus, paccMoTpeHue [ 1aBoii).

5.2. llens opraHu3anuy J10KyMEHTOO00poTa — obecriedeHne CBOEBPEMEHHOTO
NPUHATUS ~ yNPaBIGHYECKHX  pelleHuH WM HX  UCHNOJHEeHHs.  3ajava
IOKYMEHTOOOOpOTa — OpraHM30BaTh [BHIKEHHE MOOKYMEHTOB II0 HaWMeHee
KOPOTKOMY IMyTH ¢ MHHHMAaJIbHBIMH 3aTpaTaMu Tpylda M BPEMEHM, B YCIOBHAX
3JEKTPOHHOIO NOKyMeHTooOopoTa — o0ecneduTh MAOCTYH K JOKyMeHTam
nonb3oparesisiM CDJ] B cOOTBETCTBUH ¢ NPENOCTABICHHBIMY WM IIPABAMH.

53. B ycnoeusix npumeneHuss COJ] B AIMUHHCTpPALMM MCIOJIB3YIOTCS
3JIEKTPOHHBIE NOKYMEHTEI, & TakKe MeKTPOHHbIe KONUH TOKYMEHTOB, MONy4eHHbIE
B pe3yibTaTe CKAaHWPOBAHMS NOKYMEHTOB Ha OyMmaxkHOM HocuTene. J(OKyMeHTHI
AIMUHHCTpPAIMK, UMeEIOIHe BpEeMEHHble CpoKH XpaHeHms (mo 10 jer
BKJIFOYHTENIBHO) MOTYT CO3[1aBaThCsl, XPaHUTHCSA M MCIIOIb30BaThCS UCKITIOYHTEIHLHO
B ()opMe 3IEeKTPOHHBIX JOKYMEHTOB.

IlepedeHsr HOKYMEHTOB, CO3JaBaeMbIX, XpPaHUMBIX M HCIOIb3yEMBIX
HCKIIOYUTENBHO B (OpME 3IEKTPOHHBIX [OKYMEHTOB, yTBepxkzaaeTcs [ 71aBoii
AIMHHHCTpaINH,
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5.4. Oprasuzauns IBHKEHUS [JOKYMEHTOB B YCIOBHSX 3JIEKTPOHHOIO
JOKYMEHTO000pOTa OCYIIECTBISETCS B COOTBETCTBHM C periaMeHTHpPOBaHHBIMH
MapmpyTamu, paspabatbiBaeMbiMu  OOmMM oTaenoM. MapmipyTsl IBHKEHHS
OpraHM3alliOHHO-PACNOPSAUTENBHBIX JOKYMEHTOB JOJDKHBI ObITH ONTHMaIbHBIMH
10 3aTpaTaM BpEMeHH, HE€ IO/DKHBI [OMYyCKaTh IyONMpYHOIIMX ONepauuid u
BO3BPATHBIX JBHIKEHHI, He 00YCIOBIEHHBIX 1€10BOH HEOOXOIUMOCTBIO.

5.5. Oprasuzands AOKYMEHTOOOOpPOTa OCHOBBIBAETCS Ha IPUHIMNAX:
LeHTpaIM3aliK ONepalnii 110 PUEMY U OTIIPaBKe JOKYMEHTOB;

pacnpeneneHus AOKYMEHTOB Ha JOKYMEHTOIOTOKH, UMEIOIIHE OJMHAKOBBIH
MapuIpyT (MapIIpyTH3alus JOKyMEHTOB);

OpraHM3ali# MpeaBapUTeIbHOT0 PACCMOTPEHHSI BXOASIIMX JOKYMEHTOB;

HCKJTIOYEHHs] BO3BpATHBIX [ABM)KEHHUM [OKyMeHTa, He 0OyCIOBJIEHHBIX
J1e710BOH He0OX0IMMOCTHIO;

OJHOKPaTHOCTH PErHCTPALMU JOKYMEHTOB;

yCTpaHeHHs] He0OOCHOBAHHBIX COrJIaCOBAHUH MPOEKTOB JOKYMEHTOB;

BPEMEHHOIl periramMeHTallMy olepaunuii no obpaboTke, pacCMOTPEHHIO H
COIJIaCOBaHUIO JOKYMEHTOB.

5.6. B nokymentoobopoTre AJIMUHUCTPALUU BBIIEISIOTCS JOKYMEHTOIOTOKH:
BXOJsINKE (MOCTyMNaoHe) J0KYMEHTEI; HCXoAglue (0TnpaBisieMbie) 10KYMEHTEHI,
BHYTPEHHHE JOKYMEHTHl. B cocTaBe BXOAAIIMX M HUCXOIAIIHX JOKYMEHTOB
BBIICIISFOTCS

JIOKYMEHTBI OPraHoB I'OCYy1apCTBEHHOM BIIACTH;

JIOKYMEHTBI OPraHOB MECTHOI'O CaMOYIIpaBIeHNUs;

JIOKYMEHTBI ITOABEOMCTBEHHBIX OpraHu3aluii;

NOKYME@HTHI M3 rOCYAapCTBEHHBIX ¥ HEroCcy1apCTBEHHBIX OpraHU3aIlnii;

3ampockl genyrtatoB ['ocyaapctBerHHoi Jlymer u uneHoB Coseta Denepanun,
JEeNmyTaToB 3aKOHOJATeIbHBIX OpraHoB cyObekToB Poccuiickoit ®enepanuu u
OpraHoB MECTHOT'O CaMOYyIIpaBJIEHHS;

oOpallenus rpaxiaaH;

U ApyTHe rpynibsl JOKYMEHTOB.

5.7. locTaBka 1 OTHpaBKa JOKYMEHTOB B AJIMHHHUCTPAIMHA OCYIIECTBIISIOTCS
CpeACTBaMH MOYTOBOM CBSI3M, (QeIbIbErepCcKoi U KypbepcKOW CBSI3M, HAPOYHBIMH H
pasnuYHBIMM BUIAMU 3IEKTPOCBS3M ((hakcuMuibHad, TenerpadHas, tenedoHHas,
3neKTpoHHas noyra, CO/I).

5.8. B AamMuHucTpanyu [OCTaBJISETCS KOPPECHOHACHIMS B BHIE ITHCEM,
IOYTOBBIX KapTo4ek, OaHjaeposieli W MaKeToB, MeYaTHBIX M3JaHHM, Telerpamm,
(akcorpamm, TenedoHOrpamMM, 3IEKTPOHHBIX JOKYMEHTOB W 3JIEKTPOHHBIX KOIHI
JOKYMEHTOB.

5.9. Tlpuem noxkymeHTOB ocymectBiasercs OOmum otaenoM. JJoKyMeHTHI,
NoJTydeHHble pa0OTHHKAaMH OT ApPYTHX OpraHu3alui, Takxke nmepegarorcs B OOmmit
OTZEJ Ui PEerUCTpaluy U/WIH y4YeTa.

5.10. Bce mnocrynuBmHMe B AIMHHUCTPALMIO JOKYMEHTBl MOJJIEXKAT
nepBHYHOH 00paboTKe, BKIHOYAIOIIEH:

IPOBEPKY NPaBUJILHOCTH JIOCTABKH J1OKYMEHTOB;
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IIPOBEPKY LEIOCTHOCTH YIIaKOBKH (KOHBEPTOB, ITAKETOB);

BCKPBITHE YIIAKOBKH (32 HMCKIIOYEHHEM KOHBEPTOB, IAKETOB C IOMETKOU
«JInuHO» W rpadhamMu OrpaHHYEHHUs JOCTYIa K JOKYMEHTY );

IIPOBEPKY LEeTOCTHOCTH BXOASIINX JOKYMEHTOB, BKIOYas IPUI0KEHHS;

YHUYTOXKEHUE KOHBEPTOB, NAKETOB HJIM YIIAKOBKH;

NpOCTaBJIeHHE OTMETKH O MOCTYMJIEHUHN JOKYMEHTa B A IMUHHCTPALHUIO.

5.11. Oumbo4yHO n0CTaBIeHHbIE JOKYMEHTHI NIEPEChIIATCs 110 Ha3HaYeHHIO
WA BO3BPAILAIOTCS OTIpPaBUTENHO. JJOKyMEHThI, IOCTYIUBIIHE B IOBPEXIEHHOMH
yIaKoBKe, IPOBEPSIOTCS Ha [EeJOCTHOCTb, B TOM YHCJIE HAa HaIW4YMe MEXaHNYECKUX
NOBPEKIACHUN.

[TouToBble OTHpaBieHHs, HECTaHAApTHBIE @O Becy, pa3mepy, (opme,
UMEIOIlMe HEepOBHOCTH II0 OokaM, 3akjeeHHble JMIKOH JIEHTOH, HMMEHLIue
CTpaHHBIA 3amax, LBET, NPEANoI0KUTEIbHO UMEIOIUE BIOKEHNS, HE XapaKTepHbIe
71l TIOYTOBBIX OTIIPABJIEHWH, He BCKphIBaloTCa. O MONydYeHHH MO03PUTEIBHOTO
MOYTOBOTO OTIPABICHUS JOKIaabIBaeTCs PykoBoauTemto.

5.12. Ilpm mocTyn/ieHUM BXOASLIEr0 JOKYMEHTA B IIOBPEXKICHHOM YIIaKOBKE,
NOBpPEXKIEHUM JOKYMEHTa, IPU OTCYTCTBUM B KOHBEpTe (IakeTe) AOKYMEHTa, ero
YacTH WM NPUIIOKEHHH K HeMy, a TakKe IPH OTCYTCTBHH MOANHMCH Ha BXOAALIEM
JNOKyMEHTE COCTaBIsieTCS aKT B IBYX OK3eMIUIsipaXx Ha OyMaKHOM HOCHTeENe,
MOAMUChIBaeMbIl AByMs paboTaukamu OO0miero oraena.

OmuH 9K3eMIUISIp aKTa BMeCTeé C BXOASIIUM JOKYMEHTOM M  €ero
IPHJIOKECHUSIMH [IEPENaeTCs Ha MpeIBapUTEeIbHOE PAaCCMOTPEHHE M PErHCTpalHMIo,
BTOPO# 3K3eMILISP aKTa BBICBLIAETCS OTIPABUTEIIIO.

5.13. KonBepTbl, ImakeThl WUIW YNAKOBKAa COXPAHSAIOTCS W IMPHIIArarTCcs K
BXOJSIIUM JOKYMEHTaM B CIIydasiX:

€CIM TOJIbKO II0 HHMM MOXHO YCTAaHOBHTb OTHpPaBUTENS MIM JaTy
OTIPaBIEHUS;

€CJIM BXOISIINHE JOKYMEHT MOCTYIH!I M03Ke YKa3aHHOro B TEKCTe JOKyMEHTa
CpOKa UCIIOJHEHUs WIIA JaThl MEpOIIPUSTHUS;

npu OONBIIOM pacCXOXKICHUW MEXAYy AaTaMM MOANMCAHUS M IOTy4eHHS
NOKYMEHTOB.

[Tocne 3aBeplieHust paboTel ¢ JOKYMEHTOM KOHBEPT BMECTE C JOKYMEHTOM
noMellaeTcs Ha XpaHeHHe B JIeNo.

5.14. KonBepTs! (nakeTsl), uMerouie otMeTKy «JImuno» («Private»), rpudsr
OrpaHUYeHHs aocTyna K JIOKyMEHTaM, coZlepKalluM CBEIeHHs
KOHGOUISHIIMATBHOTO XapaKTepa, He BCKPHIBAIOTCH U NepeIaroTCs:

¢ oTMeTKoH «JInuHo» («Private») — HemocpeACTBEHHO aapecaTy;

¢ rpudamu orpaHuueHus noctyma — pabotHuky OO6mero otaena, B
00513aHHOCTH KOTOPOro BXOOUT 00paboTka NOKYMEHTOB, COAEpP’KALUX CBEICHHS
KOH(HIESHIMATLHOr0 XapaKTepa WM HelocpeICTBeHHO [ naBe.

5.15. Bxognsmue 31eKTpOHHBIE [JOKYMEHTBI, IOCTYNHMBIIME OT JpYTUX
OpraHM3alil 1Mo 3NeKTPOHHOH moyte, nocpeactBoM COJl mpuruMmarorcs OOmuM
OT/IeTIOM.

DNeKTPOHHbIE  JOKYMEHThI,  NOCTYNUBIIME MO  HHMOPMAIHOHHO-
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TeJIEKOMMYHHKAIHOHHBIM KaHajJam %} TIOANMCaHHbIe YCHJICHHOH
KBAIM(ULIUPOBAHHON NOAMHMChIO, BKmouatores B CDJ] mocne npoBepku
3JIEKTPOHHON NOANWCH ¥ TNOATBEPXKIEHUS ee NeHCTBHTEIBLHOCTH; 3JIeKTPOHHLIE
JOKYMEHTBI, MOCTYNMBIIME OT APYIMX OpraHuzaluii IO 3JeKTPOHHOH mouTe M
NOANMCAHHEIE YCHIEHHOH HEKBAIM(UUUPOBAHHON NOANHCH WIM IPOCTOH
3JIEKTPOHHOM  MOANMCHIO, TPOXOAST MNpPEABapUTEIbHOE PAacCMOTpEHHE W
Bkmovyarorcs B CDJ] npu Banuymp MexIy OpraHu3auMei-OTIpaBUTENeM W
OpraHu3aluen-nory4aresinem cornameHuss o0  oOMeHe  3IEKTPOHHBIMH
JIOKYMEHTaMH, IOANHCAHHBIME COOTBETCTBYIOLIEH MOIIHUCEIO.

5.16. IlepBuunas 00paboTka 3ME€KTPOHHBIX JAOKYMEHTOB, IOJYYEHHBIX I10
HH(pOPMAUHOHHO-TENEKOMMYHHUKAIIHOHHBIM KaHallaM CBSA3H (3JEKTPOHHAs [OoYTa,
COJl, cailtT AnMUHHCTpamMHM) OT APYTUX OPraHM3alMd W TpakIaH, NOJDKHA
COOTBETCTBOBaTh TEXHOJIOTHH PaboOThl ¢ BXOIAIIMMH JOKYMEHTaMH.

5.17. Tlepuunas 0O6paboTka JOKyMEHTOB 3aBepIIaeTcs UX paclpelaelleHueM
(copTHpOBKOI) Ha perHcTpHpyemble H HeperucrTpupyembie. K poxymenrtaMm, He
NOJJIeKAINM PErucTpalku, OTHOCATCS JOKYMEHTHI, He TpeOyrominue UCIOIHEHHS U
He cojepxailne HHQOPMAHH, HCTIONB3YEMO B CIIPABOYHBIX HeNaX ([pHIIOKeHHEe
Ne 17).

5.18. Peructpauus BXOAAWMMUX AOKYMEHTOB OCYUIECTRIAETCA HE3ABHCHMO OT
crioco0a MX 10CTaBKK OMH pa3: OOIUM OTHEIOM.

JOKyMEHTEI, nOCTynaroImue U3 APYTHX OpraHH3auMili HENOCPEACTBEHHO B
CTPYKTYPHBIE MOJpa3jielieHHs, HO Tpedyrolmue pacCMOTpPeHHsT pPYKOBOJICTBA,
nepenaroTcas ANA PErucTpaudHd H NpPEeaBapHTENbHOTO paccMmoTperus B OO6mwui
OTZell.

5.19. Peructpauusa BXOAAIUX NOKYMEHTOB OCYIIECTBIAETCA B HEHb HX
NOCTYIUIEHHS HIIM Ha cjeXyroluii pabouunit 1eHb NpH NOCTYIUICHHH HOKYMEHTOB B
KOHIe pabodero HA WX B Hepabodee BpeMs.

5.20. CgeneHuss O NOCTyNHMBIIEM JOOKYMEHTEe BHOCATCS B 3IEKTPOHHYIO
peracTpanuontyio kaptoyky (OPK) COM umd perucrpauiuoHHO-yIETHYIO (HOpMy
Ha OyMa)XHOM HoOCHTeNe, a IOCTYNHBIIEMY JOKYMEHTY [PHCBAUBAETCH
pEeruCTpadOHHbBIN HOMEP.

PerucrpanuonHeli HOMEP BXOASIIEro JOKyMEHTa COCTOHT W3 MOPSAKOBOTO
HOMepa [OKyMeHTa B Mipe/ellax KaleHJapHOro roga, KOTODPLI MOXeT ObITh
JononHeH NHMGPOBLIME MM OyKBeHHO-UMOPOBBIMH KOJamH (MHAEKCaMH) II0
HCIOIb3yeMbIM KiIdcCH(PUKaTOpaM (HaIpHMep, B COOTBETCTBHU C MHIEKCOM JelNa
10 HOMEHKIIAType 1en).

5.21. Ha Bcex 3aperucTpHpOBaHHBIX JOKYMEHTaX, 33 HCKIIOYEHHEM

DIBIV xxm - 1 1 a
JOKYMEHTOB, MOCTYIHBUIIX B (OPME 3JEKTPOHHBIX TOKYMEHTOB, IIPOCTABIIAIOTCA
OTMETKH O TIOCTYIUIEHHH JOKyMeHTa B AjMHHHCTpanuio. B oTmerke o
MOCTYIIeHHH AOKYMEHTa QUKCHPYIOTCA AaTa HOCTYNAeHH (IpH HEOOXOMHUMOCTH —
BpeMs IOCTYIUIEHHs] B 4acaX W MUHYTaX) W BXOISIIMN perHCTpallMOHHbBIH HOMep
JOKYMEHTa B COOTBETCTBUH € ryuxTom 2.36 MHCTpYKIHUH.

5.22. JIoKyMeHTBbl, TMOCTYNHBIIME Ha OYyMaXHOM HOCHTEJIe, CKaHHpYIOTCH,
3TeKTPOHHAd Komus AokymeHTa BKmouaercs B COJ] m npucoepunsercs xk DPK



44

JTOKYMEHTA.
5.23. KoppecnoHaeHIIHsT Ha WHOCTPAHHBIX $3bIKax, aapecoBaHHas I aBe
AnMuHHCTpauuH, nocine perdctpauuu B OOmeMm otzene mnepegaercs B
COOTBETCTBYIOIIEE MoApa3eeHne Wik paboTHUKY AIMUHHCTpPALMH AJIsl IlepeBoa
U [ocilenyroueid — mepegayd Ha o pacCMOTpeHHe  pykoBoacTea.  HMHas
KOPPECHOHIeHIIHS Ha WHOCTPAaHHBIX fA3BIKaxX IMepeAaeTcs IO Ha3HAYeHHIO
HEIIOCPEICTBEHHO B COOTBETCTBYIOLINE CTPYKTYPHbIE [T0Apa3AeICHuUs.

5.24. IlpenBapuTelbHOE PacCMOTPEHHE IIPOBOAUTCS B LENSAX paclnpeleneHus
NOCTYNAMMMUX B AIMHHHCTPALMIO JOKYMEHTOB Ha TpelOyromme 0053aTelbHOro
paccMoTpenus [naBoli AJMHHHUCTpallMM W HaNpaBisieMble HENOCPEACTBEHHO B
CTPYKTYypHbI€ NoApasae/ieHnss AIMUHUCTPALIAH.

5.25.  IlpemBapurenbHOE€  pacCMOTPEHHE  BXOASIIMX  JOKYMEHTOB
ocymecTsiasercss OOUM OTAENOM MOoCcIe PErUCTpallii JOKYMEHTOB.

[IpeasaputenbHOe paccMOTPEHHE MOXKET IMPOBOAUTHCS OO0 pPErucTpaluu B
Cllyyae NOCTYIUIEHHS JOKYMEHTOB C OTMETKaMH, TPeOyIOIUMHU He3aMe U TeIbHOr0
paccMOTpeHUs U UCIIOJIHeHHS TOKYMEHTa.

5.26. IlpenBapuTelbHOMY pPacCMOTPEHUIO MOAJIEXKAT BXOASLINE JOKYMEHTHI,
aJpecoBaHHbIE B ATMHHUCTpALUIO U Ha uMs [ naBsl.

JIoOKyMeHTbl, aIpecOoBaHHble MNO/DKHOCTHBIM JIMIAM, I[OJApa3e/ieHUsM,
PYKOBOAMTENSAM TIOApa3feNeHHH W CHeHHalMcTaMm, TepejalTcss HM  Oe3
MpeaBapUTENbHOTO PACCMOTPEHUS.

5.27. IlpenBapuTenbHOE PacCMOTPEHHE OCYIIECTBISETCS MCXOJs U3 OLEHKH
COJepKaHMs BXOIALIMX JOKYMEHTOB, C y4€TOM YCTAHOBISHHOI0 B AJIMUHUCTpALMH
pacnpeneneHuss QyHKIUOHANIbHBIX 00s3aHHOCTe! Mexay [ maBoit AIMUHHCTpaUuH,
ero 3aMECTHTEISIMHA,  PYKOBOIUTEISIMH CTPYKTYPHBIX  MOZApa3ieleHuit
AnmMuHuCTpalui.

5.28. Ilo pesyapTataM @peaBapUTEIbHOIO pPacCMOTPEHUSI JOKYMEHTBI
pacopenenstoTcs Ha JOKYMEHTONOTOKH, HallpaBJisieMble:

Ha paccMoTpeHue I[aBe AIMHHHCTpaUuU (JOKYMEHTBHI, MOCTyHarollue H3
OpraHoB TOCYHAapCTBEHHOW BIAacTH, OpPraHOB MECTHOTO CaMOyIlpaBJieHUS,
JOKYMEHTHI 10 Hambollee BaKHBIM M MPUHUUMHATHHBIM BOIIPOCAM IeSTETbHOCTH
AIMWHUCTpALUH );

Ha paccMOTpeHHe 3amectutened I'naBbl (JOKYMEHTHI 1O HalpaBiIeHHSM
AesITeIbHOCTH, KypPUPYEMBIX COOTBETCTBYIOIIMMH 3aMECTHTEISIMH );

Ha PacCMOTPEHHE HHBIX PYKOBOAUTENCH, IMTaBHBIX U BEIYIIUX CIELHaTHCTOB;

Ha pacCMOTpEHHME M HCIOJIHEHUe B CTPYKTYpHblE MOApa3ieleHus Mo
HaIIpaBJIEHUAM UX IESITeIbHOCTH.

5.29. Ilo 3aBeplIeHHH MpeABapUTEIBHOIO pPACCMOTPEHUS IOKYMEHTHI
IIepeIafoTCs COOTBETCTBYIOIIMM PYKOBOAMTENSM /ISl PACCMOTPEHHS M BBIHECEHHS
pe3onronuii (ykazaHui 110 HCTIOIHEHUIO).

5.30. PaccMoTpeHHe AOKYMEHTOB PYKOBOJIMTEJIEM OCYILIECTBISETCS B AEHb
nepeaadd JOKYMEHTOB PYKOBOIMTENIIO MM Ha ClIeXylrolui pabouyuii JeHb, eciH
JOKYMEHTHI IepejaHbl pyKOBO/JCTBY B KOHIIe pabodero gHs.

JlokyMeHTHI, TpeOylolue CPOYHOr0 pacCMOTPEHHMS, a TaKKe TeJerpaMMbl U
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TenedoHOrpaMMbl PACCMAaTPHBAIOTCS PYKOBOAUTEIEM He3aMeIUTEIbHO.

5.31. Pe3ynbTaThl paccMoTpeHus AokymeHTa [1aBbl AJMHHHUCTpPaUWH, €ro
3aMEeCTUTENSIMH, PYKOBOJMUTEISIMH MOJApa3[JeleHuid o(OopMIAIOTCS B  BHIE
PEe30IIOLUN B COOTBETCTBHH C NVHKTOM 2.43 MHCTpYKIUH.

5.32. CBezieHus O pe30/IOLMHU (HCIIOIHHUTENb, COAEPKAHHE OPYIEHHS, CPOK
ucrnojHeHus) cnennanuctom O6mero otnena BHocsitcs B DPK CDJI, mocne yero
MCTIOTHUTETM TIONYYaroT JOCTYN K 3JEKTPOHHOMY NOKYMEHTY HJIM 3JIEKTPOHHOM
KOITHHU JOKYMEHTA, €CIIM JOKYMEHT IOCTYIHUI Ha OyMa)kHOM HOCHUTEJIE.

5.33. JloxyMmeHThl, DIocTynarompue Ha OyMa)kHOM HOCHTene, IIoclle HX
peructpanuu, BkmodeHuss B COJl B BHAE 37I€KTPOHHBIX KOMHWM M PacCMOTPEHHS
PYKOBOJCTBOM I€pefaroTcss B COOTBETCTBYIOIIME CTPYKTYpHBIE MOAPA3[AeieHus Ha
UCIIOJTHEHHe WM nomewmarorces B Aeno B ObmeM otnese B COOTBETCTBHH C
HOMEHKJIaTypOo# el AIMUHUCTPALIWH.

Jns dukcanuu (axkra nepeavd BXOASIIMX IOKYMEHTOB M MX KONHUM Ha
OyMa)XHOM HOCHTEJe HCIOIHUTENAM B CTPYKTYpHbIE MOApa3fe/eHuss MOTYT
UCII0JIb30BaThCS KYPHAIBI (peecTphl) epeiadyu J0KYMEHTOB.

534, Ilpu OymaxkHOM [JOKyMEHTOOOOpPOTE€ MOMJIMHHHMKH BXOJASIIUX
JOKYMEHTOB, B CIy4Yae Ha3HA4eHHs HECKOJbKHUX HCIONHHUTeNleld IepeaarTcs
OTBETCTBEHHOMY HCIOJIHUTENIO, OCTalIbHBIM HcnosHuTensiM OOmui  otxen
nepeaaeT KOMHH JOKYMEHTA.

5.35. Hcxonsuye A10KyMEHTHI, 3aBU3HPOBAHHbBIE BCEMH 3aMHTEPECOBAHHBIMU
JULUAMH W TIOANHCaHHbE [71aBOM MM HMHBIM YTIONHOMOYEHHBIM MM IIHALIOM,
peructpupyrorcs B O6mmem otaene.

5.36. Perucrtpauuss HMCXOASINUX JOKYMEHTOB OCYIIECTBISe€TCS B JI€Hb
NOANMHMCAHUS WM Ha ClIefylomuid pabouuil NeHb, ecou JOKYMEHTBhl ObLIH
NOJMKUCaHbl B KOHIlE paboyero IHS UM B Hepabouee BpeMsi.

5.37. Ilepexn peructpauuei wucxoAsmux gokymeHToB OOwmui otmen
NpOBEpsieT TPAaBUIBHOCTh O(OPMIIEHHS [OOKYMEHTOB (B TOM YHCJIE HalW4YHe
NOJNKCEN, BH3, IPABUIBHOCTb HANMCAHMWS aIpecoB), a TaKXKe YKa3aHHBIX B
UCXOMASIINX AOKYMEHTaxX MpPUIIOKEHUH, COOTBETCTBHE KOJMYeCTBa IK3EMILISIPOB
KOJIWYEeCTBY aJpecaToB IO YKa3aTell0 pacChIIKH, HalHyhe OTMETKH 00
HCIIOJIHUTEIE.

5.38. Ilpu perucrpauuu wucxogsmero nucema B CDJ] cBegeHus 00
oTHpaBisieMoM HOKyMeHTe o¢ukcupytorcs B OPK, x koTopoil npukpenisercs
3JIeKTPOHHAs KOMHUs OTIPABISIEMOT0 JIOKYMEHTA.

Ecan DPK 6bina cosnana B CO/l npu moAroToBke MpoeKkTa JO0KyMEHTa, TO
IPA pEerucTpalli¥ MCXOUAIIEro AOKyMeHTa B Hee J00aBIsiOTCS CBEJEHHS O
perucTpalioHHOM HOMeEpe, JaTe PerucTpalld U APYrue cBedeHus o0 UcXomsuiem
JIOKYMEHTe.

5.39. PerucTpaniiOHHBIN HOMEP UCXOSIEro JOKYMeHTa H0KEH COCTOSTh U3
KOJOB (MHIEKCOB) B COOTBETCTBHHM C IpPHMEHSEMBIMU KiaccuduKaTopaMu H
NOpsAAKOBOI0 HOMEPa JOKYMEHTa B Npefienax KaleHIapHoTro roja.

Jlata perucTpallM¥ ¥ PEerHCTPAallHOHHBIM HOMep NPOCTAaBISIOTCS Ha
OTIpaBIsieMOM JOKyMEHTE, a TakKKe Ha KONHH MCXOJSIIEro JIOKyMEHTa,
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oCTarolleics B Aejie, B COOTBETCTBHHU ¢ nvHKTamy 2.35, 2.36 MHCTpYKUUH.

5.40. Ucxonsumii 10KyMeHT, NOANHMCAHHBIN [ naBoil AIMHHHCTpaUuM HIU
HMHBIM YIOJTHOMOYEHHBIM MM IOJUKHOCTHBIM JIMLOM, IEpefaeTcss Ha OTIPaBKy,
KONMsS JOKyMEHTa Ha OyMaXHOM HOCHTele C BH3aMM IIOMEIIaeTcss B JEl0 B
COOTBETCTBHH C HOMEHKJIATYPOH Jell.

DeKTpOHHBIE JOKYMEHTBI 0CTe UX MOAMNHUCAHUS 3IEKTPOHHOMN MOAMKUCHIO U
OTIpaBKH afipecary Xpansrcs B 6aze nanHsix CO/I.

541. B 3aBHCHMOCTH OT COIEpXKaHUS M CPOYHOCTH JIOKYMEHTHI,
OTIpaBiseMble M3 AJIMHHHCTpalWH, JOCTaBISIOTCS ajpecataM CpeICcTBaMH
MOYTOBOM CBSI3HM, CIELCBSA3H, KypbepOoM, IKCIPecc-104TOM, a TaKXKe NepeaaroTcs 1no
KaHajlaM 3JeKTpocBsi3H ((hakcUMHIIbHAs CBsA3b, Tenerpad, tenedoH, 37AEKTPOHHAs
mouta, COJ1).

OOpaboTka  KOppPEeCHOHAEHIIMM I  OTHPaBKH  IIOYTOBOHM  CBA3BIO
OCYILIECTBIISIETCS B COOTBETCTBHH C [IpaBuiamMu oka3zaHus yCiIyr MOYTOBOH CBSI3H.

5.42. JloxkyMeHTbl, He HMEIOLIHEe aapecHOM dYacTH, NPUHHUMAKOTCS Ha
OTIPaBKy C CONPOBOAUTEIbHBIMM NHCBMaMM (32 HCKIIOYEHHWEM  KOIHH
pacrlopsOuTeNbHBIX  JOKYMEHTOB,  HalpaBliseMbIX B  [0JBEIOMCTBEHHBIE
OpraHM3alH ).

HenpaBuiabsHO oopmileHHbIE  JOKYMEHTBI " KOppeCIOHAEHIHsI
HecTy)keOHOTO XapakTepa K OTOpaBKe He MPUHUMAIOTCS M BO3BpAlalOTCs
MCIIOJIHUTEIO.

JlokyMeHTbI, NOZJeKallhue OTIpaBKe, [JOKHBI oOpabarbiBaThbcs U
OTIPaBIATHCS B JeHb UX MOANUCAHUS U PETUCTPALMU UIIH Ha CIeAYIOmui pabouuii
JeHb.

5.43. Jlochblika WM 3aMeHa  paHee  OTNPAaBJICHHOINO  JOKyMEHTa
OCYIIECTBIISIETCS 110 YKa3aHUIO JIHIa, MOAIUCABIIEr0 JOKYMEHT.

5.44. TIpoxoxneHHe BHYTPEHHUX NOKYMEHTOB Ha 3Tamax MX MOATOTOBKH H
odopMIIeHHs JODKHO COOTBETCTBOBATH MPOXOKACHUIO UCXOMASIINX TOKYMEHTOB, a
Ha dTare UCMOJHEHHUS — BXOAAIINX JOKYMEHTOB.

5.45. I1poexThl pacnopsAUTeIbHBIX JOKYMEHTOB (IPUKa30B, PaclOpsIKEeHUH,
MIOCTAHOBJICHUH), MOArOTOBJEHHBIX [N MNOAMMCAHHS, TOCIE MOATNOTOBKHA U
COIJIaCOBaHMs C 3aMHTEPECOBAHHBIMM JIMLIAMHM Iepenarorcs B OOmui oTaen s
IIPOBEPKH NMPABUIBHOCTU UX O)OpMIICHHS.

5.46. TlpaBunbHO odopMieHHbIE MPUKa3bl (pPacnopsKeHUs, TOCTAaHOBJICHHUS )
nepejaroTcs Ha noAnuck Iyiase AJIMMHHUCTPAaUMM WM UHOMY YIOJHOMOYEHHOMY
UM JIHLY.

5.47. IloanucanHble NPUKAa3bl 110 OCHOBHOH N€ATENbHOCTU (pacmopsKeHHus,
NIOCTaHOBJIEHHUS) peructpupyorcs B O0mem otaerne.

[TonroroBka nmprkas3oB (pacnopsuKeHHH ) o IUYHOMY COCTaBY K IMOIAMHCAHHIO
['naBo¥i 1 UX perucTpanus OCyLIEeCTBISIOTCS KaApOBOH CIyx 00il.

[Tprka3zaM 1Mo OCHOBHO# IeSTeNbHOCTH (pacmopsKeHHSIM, ITOCTaHOBICHHSM )
MPHCBaUBAIOTCS MOPSAKOBbIE HOMepa (10 KaK10H| rpymnmne JOKyMeHTOB OTAETbHO) B
npenenax kajaeHaapHoro roxaa. IlopsaxoBeli HOMEp JOKYMEHTa  MOJXKET
JOMONHATBCA  OyKBEHHBIM  HMIM  UUQPOBBIM  HMHAEKCOM, 0003HAYaromuM
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IPHHAIIIEKHOCTh JOKYMEHTa COOTBETCTBYIOIIEH IpyIine JOKYMEHTOB.

CBenenHsi O perHCTpHUPYEMBIX MpHKa3aX (pacnopsKeHHIX, MOCTAHOBIEHUAX )
BHOCATCS B PErUCTPallMOHHO-y4eTHble (OpMBI Ha OyMa)KHOM HOCHTEIE HIH B
3JeKTPOHHO# (POpPMe B COOTBETCTBUH C IYHKTOM 5.54 MHCTPYKIHH.

5.48. TlomMHHUKHA TPHUKA30B MO0 MECTYy HX perucTpauud (GopMHpPYHOTCS B
Jiefa B COOTBETCTBHH C HOMEHKJIATypo Aen AIMUHUCTpPAMd B COOTBETCTBHHU C
nyakrom §.20 MHCTpyKumHu.

Konuyn npuka3oB pacchLIatOTCsl UCIIOJTHHUTENSIM W WHBIM 3aHHTEPECOBAHHBIM
JMIIaM B 3JIEKTPOHHOH (opme MM Ha OyMa)kHOM HOCHUTEJe B COOTBETCTBHH C
yKa3zaTeseM pacChlIKH.

Komuu npukasoB, pacceliaeMble Ha OyMa)kKHOM HOCHTeJle, 3aBEPSIOTCS B
cooTBeTCTBHH € nMyHkToM 2.5 |1 MHCTpYKUIHH.

5.49. Ilporokosnbl 3acelaHMii, COBENIaHMH, MNPOBOAMMBIX [ 1aBou
AnMuHuCTpauuu, peructpupyrorcs B Obiem otaene.

IlpoTtokonsl 3acenaHuii, COBELIAHHWH, MPOBOAMMBIX KOJUIETHAJIbHBIMHU
(coBemaTensHBIMK) OpraHaMi, KOMUCCUSIMUA HJTH B CTPYKTYPHBIX MOAPa3aeleHHsIX
OpraHu3alliy, PETUCTPUPYIOTCS B INOJpa3lIeleHUsX JOJDKHOCTHBIMH JIMIIaMHU,
OTBETCTBEHHBIMH 32 OpraHM3al{I0 U TNpoBedeHHe MeponpusaThus. Komuum Takux
IIPOTOKOIOB ~ TOTOBATCS K  pacchlIké H  PAcChUIAIOTCA  CTPYKTYPHBIM
nojpa3ieieHHeM, OTBETCTBEHHBIMHU 33 OpraHH3alfIo U IIPOoBeIeHHe MePOIIPHSITHSL.

5.50. TIporoxonam mnpuUCBaWBalOTCs MNOPAAKOBBEIE HOMepa B Ipeaenax
KaJeHAapHOro rojia HiH mepuoja paboTsl KOMHCCHHU (cOoBeTa, BpeMeHHO# paboueii
TPYIIIB) 10 KaXI0# rpyIe IpOTOKOJIOB OTAEILHO.

IToamMHHUKH IIPOTOKOJIOB IO MECTY MX perucTpauud GopMHUpPYOTCS B Aena
[0 HOMEHKIAType el AJIMHUHHUCTpallMd B COOTBETCTBHH ¢ nyvHkTom 8.20
Wucrpyxnun.

5.51. BHyTpeHHHE OKYMEHTHI Ha UMSI PYKOBOJUTENS APYroro CTpyKTYPHOIo
noapasaenenuss peructpupyrorcs B CDJl umu (mpum orcyrcreuu CDJl mmm
OTCYTCTBMHM BO3MOJKHOCTH 3aperuCTpUpOBaTh BHYTPeHHHI qokymeHT B CD]I)
PETUCTPHPYIOTCS B NMOApPAa3NeleHHH, CO3aBIIUM JOKYMEHT. 3aperucTpUpOBaHHbIN
JOKYMEHT Iepe/laeTcsl HEeMOCPECTBEHHO B NojpasjeneHue — aapecaT, B KOTOPOM
IIOBTOPHO HE PETUCTPUPYETCH.

5.52. Ilpu Bkmoudenuu B COJ] BXOAAMUX TOKYMEHTOB, MX PErHCTpaldH,
paccmoTpeHud M HcnonHeHurn B OPK  BHocsTcs crnemyromme CBeIeHUS O
JIOKYMEHTE:

a) HAaUMEHOBaHHWE OpPraHU3alUuu (KOppeCIoHIeHTa);

0) anpecar;

B) HAUMEHOBaHHE BAA JOKYMEHTa;

I') Jata MoCTYNUBIIEro JOKYMEHTa;

1) pEeruCTPAllMOHHBINH HOMEp MOCTYMHUBIIErO JOKYMEHTA;

) JO/DKHOCTD, (paMUIIHS ¥ HHULMAIBI JIMLA, TOAMUCABIIEr0 JOKYMEHT;

K) Jara MOCTYIUIeHHUs JOKYMEHTa;

3) BXOISILIUIA perucTpalliOHHbINA HOMED;

M) 3aroJIOBOK K TEKCTY (KpaTkoe cojaep:kaHHe JOKYMEHTa);
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K) KOJM4ECTBO JHCTOB OCHOBHOIO JOKYMEHTA;

J1) OTMETKa O MPHJIOKEHHH (KOJIMYECTBO NPHUIIOKEHHM, 00Iee KOJINYeCTBO
JIUCTOB MPHIIOKEHHH );

M) CBEJEHHS O CBsS3aHHBIX JOKyMEHTax (HauMeHOBaHHE BHIa IOKYMEHTa,
Jata, perucTpallMOHHbBINA HOMEp, TUII CBS3H);

H) pe30iouus (HMCIOJHHUTEIb (HCIOJHHUTENHN), NOpy4YeHHe, AODKHOCTHOE
JMII0, aBllee NOpy4YeHHe, 1arta);

0) CPOK HCIIOJIHEHHS JIOKYMEHTA;

) HHOEKC Jesla 0 HOMEeHKJIaType JeT;

P) cBeaeHHs O nepeaapecaluy JOKYMeHTa;

C) OTMETKa 0 KOHTpOJIE;

T) rpU( OrpaHWYEHHs J0CTyIa K JOKYMEHTY;

y) cBeieHHs 00 3JIeKTPOHHOM MOIMUCH;

¢) pe3yibTaT IPOBEPKU 3IeKTPOHHOW moanucu (Bkmowarorcs B COJI, ecu
MOCTYNUBIINN JOKYMEHT MMOAIKUCAH YCHISHHOMN 3JIEKTPOHHOI MOAMHCEI0).

5.53. Tlpu Bxkmouennn B CDJ] mcxoasmux noxymenTtoB B DPK BHOcsTCH
CleyroLIie CBEIeHUS O 1I0OKYMEHTe:

a) agpecar;

0) 10KHOCTD, (PaMUIKs U HHALKAIBI JIUIA, TOAMKCABIIETO JOKYMEHT;

B) HANMEHOBaHWE BH/1a JOKYMEHTa;

') 1aTa JOKYMEHTa;

1) perucTpallMOHHBINA HOMEDP AOKYMEHTa;

e) 3aroJJOBOK K TEKCTY (KpaTKoe coiepKaHHe JOKYMEHTa);

%K) CBEIEHMs O CBS3aHHBIX JOKYMeHTax (HauMeHOBaHHe BHAa JOKYMEHTa,
naTa, perTHCTPALlMOHHBIA HOMEp, THII CBS3H);

3) KOJMYECTBO JIMCTOB OCHOBHOIO JOKYMEHTA;

W) HHIEKC Jesla 0 HOMEeHKIaType Iel;

K) OTMETKA O INPHUIIOKEHHH (KOIUYECTBO NPHUIJIOKEHHH, 00lnee KOIMYECTBO
JIMCTOB MPHIIOKEHHH );

1) rpud orpaHHYeHHs J0CTyNa K JOKYMEHTY;

M) NOopa3JelIeHne - OTBETCTBEHHbIH HCTIOTHUTENb JOKYMEHTa;

H) CBe/IeHHs 00 3JIeKTPOHHOM MOIMHUCH.

5.54. Tlpu Bxkmouenuu B CDOJl BHyTpeHHHX HoKyMmMeHTOB B DPK BHOCsTCS
clieflyrollMe CBEIECHHS O JIOKyMeHTe (cocTaB cBelaeHMi, BHocuMbIx B COJl mpu
perucTpanuy BHYTPEHHHX JOKYMEHTOB, 3aBHCHT OT BHJa PErHCTPUPYEMOro
JOKyMEHTa):

a) HaMMEHOBaHKE TOAPa3/IeJIeHHs], TOATOTOBHUBILEro MPOEKT JOKYMEHTa;

0) HauMEHOBaHUE BUJA JOKYMEHTa;

B) JaTa JI0OKyMEHTa;

') perucTpallMOHHbIN HOMEp JOKYMEHTA;

1) ZOJDKHOCTD, (haMUIIHsI ¥ MHHIIHAIIBI JIALA, TOAMUCABIIEr0 JOKYMEHT;

€) CBeNEHHs O CBS3aHHBIX JIOKYyMeHTax (HaHMeHOBaHHE BHIa IOKYMEHTa,
JaTa, peruCTpallMOHHBIM HOMEp, THII CBSA3H);

7K) 3aroJI0BOK K TEKCTY (KpaTKoe coJAep/kaHHue JOKYMEHTA);
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3) OTMETKa O MPHIOKEHHH (KOIWYeCTBO MPHIIOKEHHH, oOllee KOIHYECTBO
JTUCTOB MPUJIOKEHUH );

M) MHJIEKC J1ejia 10 HOMEHKIaType Jel;

K) VKa3aHHs IO MCIOJIHEHHIO JOKyMeHTa (MCIOJHHUTENb, MOpyYeHHe, aara
HUCIOJIHEHHS ),

1) OTMETKa O KOHTPOJIE;

M) rpud orpaHnYeHHus JOCTYNa K JOKYMEHTY;

H) moapa3zneneHue (IOKHOCTHOE JIMLO) — HCHOJHHTENb (OTBETCTBEHHBIH
HCIOJIHATENb) IOKYMEHTA.

JIOMOMHUTENBHO K YKa3aHHBIM CBEACHHSM O BXOASIIMX, HCXOIALIUX H
BHYTpeHHUX AokyMeHTaX B DPK C3/] MoryT BHOCHTBCS HHBIE CBEJICHHUS.

5.55. VYyer koim4ecTBa JOOKYMEHTOB, MOCTYNHMBIIMX, CO3/IaHHBIX,
OTIPABJIEHHBIX 3a OINpe[eseHHBbIH IepHOJ BpPEMEHH, MOKET IPOBOAMUTHCS IIO
AIMUHHCTpalM¥ B IEJOM, IO OTHAEIbHBIM CTPYKTYPHBIM IOJpa3leeHHsM, I10
rpynmnaM JOKYMEHTOB, KOPpPEeCHOHAEHTaM, ACHCTBUAM, NPOU3BEIEHHBIM C
JOKyMEHTaMH, W APYTHM MapameTpaMm, HeoOXOAMMBIM s aHamm3a paboTsl ¢
IOKYMEHTaMH B Le/IsIX €€ COBEPLICHCTBOBAHMUSL.

5.56. Ilpu ydere obGpeMa HOKYMEHTOOOOpPOTa MOACYMTHIBAETCS KOJIMYECTBO
JOKYMEHTOB BbIJIeJIeHHON TPYIIBL. Y4eT KOJMWYeCTBa JOKYMEHTOB MPOBOJUTCS II0
nauHbIM CDJI, perucTpalluOHHO-y4eTHBIX KYPHAJIOB U KapTOTEK.

5.57. 3a emuHHIy Yyd4eTa KOJHYECTBAa [OKYMEHTOB IIpUHHMAETCH
€IMHCTBEHHBIH JK3eMIUIAp AOKYMEHTAa: MOMJIUHHUK HIH KOmus (eciM KOImHsA —
eIMHCTBEHHBIH OJK3eMIUIAp JAOKyMeHTa B AIMHUHHUCTpalWH, HanpUMep, KOIHS
HCXOJSIIEro MuchMa) 6e3 ydeTa KOIHii, co3gaBaeMbIX MPH MeYaTH U KOMHUPOBaHUH
(TupaxkupoBanuu). Komu¥  JOKYMEHTOB TpH  HEOOXOAMMOCTH  aHalM3a
YUHUTHIBAIOTCS OTAEIBHO.

5.58. Pesynbrarsl yuera oObeMa JOKyMeHTOoOOpoTa B AIMUHHCTPAlUU
exxeroqHo obobmarorcs OOIIMM OTAEIOM U MPeICTaBISIOTCA PYKOBOJACTBY B BHIE
ot4eTa 00 o0BemMe ToKyMeHTO000pOTa 32 rojl.

VI. Koutpo./ib HCHIO/THEHHS TOKYMEHTOB (IOpy4YeHHit)

6.1. KoHTposib ucnogHEHUs: JOKYMEHTOB (IIOPY4YEHHI) BeAeTCs B LEIIX UX
CBOEBPEMEHHOI'0 ¥ Ka4eCTBEHHOIO HCIIOIHEHHUS.

6.2. KouTposb ucnoaHEHUsl JOKYMEHTOB ([IOpYYeHHU ) BeJeTCs:

I'maBoll unM UHBIM AODKHOCTHBIM JIMIOM AJMUHHCTPALHH — HCIOJHEHHUS
JIOKYMEHTOB ([IOpPYYEHHH ) IO CYIIECTBY;

O6muM oTHenOoM M OTBETCTBEHHBIMM 3a JEIONPOU3BOACTBO B CTPYKTYPHBIX
NoJpaseeHusIX — CPOKOB MCIOJHEHNUS JOKYMEHTOB (TOpYYeHHH ).

B o0mem orgene  UEHTpajlM30BaHHOMY  KOHTPONIO  MOZJIEKar
3aperHCTPHPOBAHHBIE JIOKYMEHTBI € OTMeTKOM o0 KoHTpoie («KoHTpomby),
MPOCTABISEMO B COOTBETCTBHH C ryHkTOM 2.54 MHCTPYKIMH, @ B CTPYKTYPHBIX
nojapasfeNeHusaX AJIMHHHCTPALlMH — BCE 3aperHCTPUpPOBaHHBIE JOKYMEHTEHI,
TpeOyromie HCOJIHEHHUS.
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6.3. PacnopsanTensHble A0OKYMEHTHI, MPOTOKO/bl 3acelaHuil (COBEIIaHHUN),
coaepallie MNOpyYeHHS ¢ KOHKPETHBIMH CPOKaMH HCIOJHEHHS, CTaBATCS Ha
KOHTPOJIb M0 KaXKI0My MOPYYEHHIO OTAEIBHO.

6.4. KOHTpOAb CpPOKOB HMCIOIHEHHUS JOKYMEHTOB (IIOpYYEHMI) BKIHOYaeT B
cebsi:

IIOCTAHOBKY JIOKYMEHTOB (ITOPY4€HMH ) Ha KOHTPOIIb;

IPOBEPKY CBOEBPEMEHHOCTH [OBEIEHHS JOKYMEHTOB (MOpY4YeHHH) 10
HCIIOJTHUTENIEH,

NpeIBapUTe/IbHYI0 I[POBEPKY M  pEryJMpoBaHHEe XOAa HCIIOJHEHHUS
JOKYMEHTOB (Mopy4eHui );

CHSITHE C KOHTPOJIS JOKYMEHTOB ([IOpYUYEHHH );

yueT, 000OImeHne W aHalu3 pe3ysbTaTOB XOJa WCIOIHEHUS JAOKYMEHTOB
(mopy4eHui ),

uHhopMHUpoBaHUe [71aBy O XOJ€ MCIOJIHEHHUs JOKYMEHTOB ([OpYy4YeHHH) U
COCTOSIHHM HUCTIOTHUTENbCKOHN IUCLHUIIIAHBIL.

6.5. Cpoku ucCnONHEHHS JOKYMEHTOB (MOpyYeHHH) HCUHUCIAIOTCS B
KaJleHIapHbIX JIHSIX.

Ecnu mnocnemHuit [A€Hb CpOKa UCIOMHEHUS [JOKyMeHTa (MopydeHwus)
OPUXOMUTCS Ha HepabouWil [eHb, TO IOKYMEHT IIOJJIEKHUT HCIOJHEHHIO B
Onmxaiuuil cneayromuil 3a HUM pabo4uuil 1eHb.

Jara ucnonHeHus gokyMmeHTa (mopydeHus) ¢pukcupyercs B DPK COJI umm
MHOH perucTpalroHHO-y4eTHOH (opMe, UCTIONb3yeMOH A1 OTCIeKHUBAHUS CPOKOB
UCTIOJIHEHHS JOKYMeHTa (opy4eHus ).

Cpoxu wHcroiHeHHs IOKYMEHTOB (IOpydeHuil) yctaHaBiauBaroTcs [naBoi,
HCXOIsl M3 CPOKa, YCTAHOB/IEHHOrO OpraHM3aluell, HanpaBUBIIEH IOKYMEHT, HIIH
CPOKOB, YCTaHOBJIEHHBIX 3aKOHOAaTelbcTBOM Poccuiickoit Menepanu.

6.6. JJlokymMeHThI (MOpy4eHus ) HOAIeKAT HCTIOJHEHHUIO B CIIEAYIOIIHE CPOKH:

C KOHKPETHOM 1aTOM MCIOJIHEHUS — B YKa3aHHBIN CPOK;

0e3 yka3zaHHUs KOHKpeTHOHM NaThl UCIOTHEHMS, UMEIOIIHe B TEKCTe MOMETKY
«BeChbMa CpOYHO» — B TEUEHHE OJHOro JHS, «CPOYHO» — B 3-IAHEBHBIH CpOK;
«omnepaTtuBHO» — B 10-1HEBHBIH CPOK; OCTalbHbIE — B CpOK He Oonee 30 nHeil;

0 MapJaMeHTCKUM 3ampocaM — He Io37Hee 4eM uepe3 15 gHelt co aHA
NIOJTY4YEeHHS;

no 3ampocam uneHoB Cosera ®Denepauuu, aemyTaToB I ocymapcTBEHHOIM
JyMsbl (ZemyTaTckoMy 3ampocy) He nosaHee 4yeM yepes 30 gHel co IHS MOoTyYeHus;

10 MEXBEeJOMCTBEHHBIM 3alpocaM O MNpeACTaBICHUHM JOKYMEHTOB H (HJIH)
HHQOpPMALMKH B ILeNsSX NPEAOCTaBIEHUS TOCYJapCTBEHHBIX W MYHHIMIAIBHBIX
ycayr — 5 pabounx gHeH cO QHS MOJyYeHHUs 3alpoca, eCcld 3aKOHOAaTelIbCTBOM
Poccuiickoit @enepanuu He YCTaHOBJIEH HHOM CPOK.

6.7. IlpHoCcTaHOBUTH HMCIIOJHEHHE KOHTPOJIBHOIO JOKyMeHTa (MopydeHHus), a
TakKe OTMEHHTh ero MojkeT l7aBa, nmoamucaBIIMKA JOKYMEHT WM JaBLIKit
nopy4eHue (ykasaHue).

6.8. B memsax CBOEBPEMEHHOIO MCIIOJHEHUS [JOKYMEHTOB, MOpYYEeHHI
(yka3aHWii), MNOCTaBJIEeHHBIX Ha KOHTPO.Jb, pabdotHuk OOmero oTxaena,
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OTBETCTBEHHBLIH 3a BeJeHHE KOHTPOJIS HCIOJHEHHS HIOKYMEHTOB, IpOBEpseT
CBOEBPEMEHHOCTb JIOBeIeHHS J0KYMEeHTa (MOpy4YeHHUs ) 10 HCIIOTHHTEIIS.

6.9. Eciu cpox HMCHOJIHEHHS JOKYMEHTa (IMOpY4Y€HHsi) IpEBBLILIAET OIUH
Mecsl, B UensXx oOecrnedeHHs CBOEBPEMEHHOTO WCIOJIHEHHS JOKyMeHTa
(mopy4yeHHs) TpPOBOAWTCS [pEABAPUTENbHBIH KOHTPOIbL ¥  HAIIOMUHAHHS
HCIIOJIHUTENSAM O NMPUOIH/KeHHH CPOKOB HCIIOIHEHUS IOKYMEHTOB (IIOpYYEHUH ).

6.10. [IpenBapuTenbHbIA KOHTPOJIb OCYLIECTBIISAETCS B CIEIYIOMEM MOPSIKE:

JOKYMEHTOB (ropy4eHUi ) NOoCaeAyIOUINX JeT — He pelke OJHOTO pasa B Io;

JOKYMEHTOB (MOpy4eHH il ) MOocIeyIOMMX MecCsleB TeKYIIero rojaa — He pexe
OJIHOTO pa3a B MecHll;

JOKYMEHTOB (MOpy4YeHHUH ) TEKYILEro Mecsaua — 3a 5 THel 10 HCTeUeHUs cpoKa
MCTIOJTHEHHUSI.

6.11. HamoMuHaHWe MCHOTHHUTENSIM O NPUOMMIKEHHH CPOKOB HCIIOJIHEHHS
JOKYMEHTOB (IMOpY4YeHHii) MOXKET OCYLIECTBJISTHCS B aBTOMATHYECKOM peXUME
nocpenctsom CO/I.

HamomuHaHus HCIOOMHHUTENSM, a Takke HHGpopmanus 00 HCIOIHEHHH
IOKYMEHTOB (TOpydYeHuit), MOoMydeHHas OT HcmoiHuTenei, guxcupyrorcs B DPK
C3/1 ninm MHBIX PETHCTPAMOHHO-YYETHBIX (pOpMax, MCIOIb3YyEMbIX I KOHTPOJIS
UCIIOTHEHHS TOKYMEHTOB (ITOpY4eHHIA ).

6.12. Tlpm HeoOXOZMMOCTH W3MEHEHHsS CpOKa WCIIOJHEHHs JI0KyMeHTa
(mopy4eHHsl) OTBETCTBEHHBIH MCIOMHUTENb 00s3aH MpeacTaBUTh Ha WMs [ J1aBsl,
JaBlIero nopydeHue, o00CHOBaHUE (CIykeOHYIO 3alMCKy) O MPOIJIEHHH CpPOKa C
yKa3aHHeM NPUYUH NPOAIeHHS U J1aThl HCIIOHEHHUS.

ObGocHoBaHuEe NPOAJIEHHUS CpPOKAa MCIOJHEHUs JOKyMeHTa ([Oopy4deHus)
JOIDKHO OBITH HaNpaBlIeHO COOTBETCTBYIOIIEMY PYKOBOJHTENIO HE MO3IHEe, YeM 10
HCTEUEHHUH IBYX TPETbHX CPOKA UCIIOJHEHHS JOKyMEeHTa (IOpydYeHHs).

O6 uW3MeHEeHHH CpoKa MCIOJIHEeHHs JOKyMeHTa (OpydYeHHs) OTBETCTBEHHBIH
ucnonuutens uHbopmupyeT OOmuit oTnen (aJorHYHbBIM 00pa3oM MOTYT OBITh
BHECEHbl H3MEHEHHs B COCTaB MHCIONHUTeNed JokyMmMeHTa (TOpydeHHs) C
o0s3aTenbHbIM HHGOpMEpoBaHueM OOImiero otaena).

6.13. JlokymeHT (mopydY€HHE) CUHTAeTCs HCIOJHEHHBIM, €CIH MPUHSATHI
pelleHuss MO [OCTaBJeHHBIM BOIpOCaM, TMOATOTOBIEHBI COOTBETCTBYIOIIHE
JOKYMEHTBI, HallpaBlieHa clpaBKa 00 HCIOJHEHHWH B COOTBETCTBYIOIIHE OpPraHbl
BJIACTH (OpraHu3allliy) WK JaH OTBET [0 CYLIECTBY 3aMHTEPECOBAHHBIM JINIAM.

Pemenne o0 wucnonHeHMHM [JOKyMeHTa (mopydyeHus) NnpuHuMaeT [ naBa,
MOCTaBUBIIMM  JOKYMeHT (IIOpy4eHHe) Ha KOHTpPOIb, C 00s3aTeIbHBIM
uHbopmupoBanueM Ob1iero oTaena.

Ha wncnonHeHHOM JOKYMeHTe MPOCTABIsSeTCS OTMETKA O HalpaBlIeHHH
JOKYMEHTa B JIeJI0 B COOTBETCTBHH C lyHKkTOM 2.55 MHCTpyKUUHM, CBeIeHHS 00
UCMONIHEHWH JokyMeHTa (mopywenus) BHocates B DOPK CDJl unu  uHyoo
PEeTHCTPALMOHHO-YIETHYIO POPMY, HCHIOIB3YEMYIO M KOHTPOJS HCTIOTHEHHS.

6.14. JloxymeHTHI (TIOpY4Y€HHs ), HE CHATBIE C KOHTPOIS, a TaKKe JOKYMEHTHI
(mopy4eHHs), CpPOK  HCIOIHEHHS  KOTOPBIX HE  TPOMJIEH, CYHTAKTCH
HEHCIIOTHEHHBIMH.



52

6.15. O6wmii oTaen aHATM3UPYET COCTOSHHE M PE3yJbTaThl MCIOIHEHHS
JOKYMEHTOB (MOpYy4eHH i ) i COCTOSIHHE HCTIONHUTENbCKON THCIHTLITHHEL:

B TIOpsIKE MpeIBapUTEbHONO KOHTPONSI HalpaBisieT B CTPYKTYpHbIe
nojapaszaeneHus AIMAHHUCTPALKMH HallOMHHAHUS O JOKYMEHTaX, CPOKH HCIIOJHEHHS
KOTOPBIX MCTEKAOT (3a 3-5 AHEH 10 OKOHYAaHUS CPOKa UCIIOIHEHUS JOKYMEHTA);

pa3 B KBapTal M II0 OKOHYaHMH roja [JiaBe AJMHWHHUCTpallMH H
PYKOBOAMTENSIM CTPYKTYPHBIX MOApa3JeleHui HampaBiseT OTYETHl O KOIUYECTBE
JOKYMEHTOB, HCIOJHEHHBIX B CpPOK, MHCIOJIHEHHBIX C TIPOJAJIEHHEM CpoOKa
MCIIOJIHEHH S, He HCIIOJHEHHbIX, HAXOAAIIMXCS Ha UCIIOMHEHHH M0 AIMUHUCTPALUH
B IIeJIOM, MO CTPYKTYPHBIM TOJpa3fiefieHHsM M, NpH HeoOXOOUMOCTH, — IIO
OTIEIbHBIM HCTIOTHHTEISIM.

VII. Opranun3auusi paboThl HCNOTHHTE/IS ¢ TOKYMEHTAMH

7.1. Wcnonnutene MONMy4aeT [AOKYMEHTHl Ha HCIOIHEHHWEe B JI€Hb HX
PacCMOTPEHHMS MM Ha CleQyIOLHi paboyuii 1eHb B COOTBETCTBUH C PE30IIOLUIMU
I'maBel  Aamunuctpauum M 3aMecturtens [ naBel. CpodHble JIOKYMEHTHI
[epeIatoTCs HCIOJHUTEIO He3aMe AU TEIbHO.

7.2. JloxymMeHThI, [MOCTyHaroU#@e B CTPYKTYpHOE NoOJpasiaefeHHe C
pesomouusMu  [7aBel, mnepenarOTCs PYKOBOAMTENO NozapasiencHus. Ecmu
JIOKYMEHT, IIOCTYNHUBIIMKN HA HCIIOJIHEHHE B MOJpa3aeieHne, He UMeeT OTHOIIEHUS
K KOMIIETEHIIMH NoApa3/ieieHHus HCIIOJIHUTENS, pyKOBOIUTENb MTOApa3esieHus B TOT
XKe JeHb WM Ha cleAyromui pabouuii neHb Bo3BpaiaeT ero B O0muid otaen amis
pellleHHWs BOIpOca O IEPEHaNpaBI€HUH €ro Ha HCIOIHEHHWE B Jpyroe
noapaseseHne (ApyromMy HCIOIHUTEIIO).

7.3. UcionHeHne JOKyMEHTa IpeyCMaTpUBaET:

cbop u ananu3 HeoOXoAMMOH HH(pOPMaIHH;

IOArOTOBKY NMPOEKTa JOKYMEHTA U ero oopMIIeHHE;

COTrJIacOBaHHUE IPOEKTA JOKYMEHTA C 3aUHTEPECOBAHHBIMH JIULIAMH;

N0paboTKy IpoeKTa IOKyMEHTa [0 3aMeYaHWAM, IOTyY4eHHBIM B XOJe
COrjacoBaHus M, IPH HEOOXOAMMOCTH, — IOBTOPHOE COTJIaCOBaHHE);

MOArOTOBKY CHHMCKa (yKasaTensl) pacChUIKM JOKYMEHTa, €ClH JAOKYMEHT
aJpecoBaH rpyImne opraHu3aluii;

OpeacTaBjieHHe IpOeKTa JOKyMeHTa Ha IOANKCH (YTBepiKIeHue)
PYKOBOJICTBY;

NOJITOTOBKY OKYMEHTa K OTIpaBKe U INepenady KOMUHM JOKYMEHTa B JEJI0
(BeimonHseTcs OOImMUM OTIENIOM).

7.4. Ilpm HampaBlI€HMHM  JOKyMEHTa  HECKOJBKHM  HCIIOJHUTEISIM
OTBETCTBEHHBIM 3a MOJArOTOBKY IIPOEKTa IOKYMEHTa SBISETCS HCHOIHHUTEb,
VKa3aHHbIA B pe30JIOUMH INEPBBIM WM 0003Ha4eHHBIH B pE30JIOLUHH Kak
OTBETCTBEHHBIN UCTIQIHUTENE.

7.5. OTBeTCTBEHHBIl HCIOJHUTENbL MMEET IMpPaBO JaBaTh IOPY4EHHs
OCTAJIbHBIM HCIIOJHUTENSIM, IPOBOAMTL paboyue CoOBEUIaHWs 7 BbIPAOOTKH
COBMECTHOro peuleHHs. Bce HCNOIHHTENHM B pPaBHOH CTENEHH OTBETCTBEHHBI 3a
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CBOEBpEMEHHOe M KadecTBEHHOE HCIIOJHeHHe TMOpYy4YeHHs U I[peJcTaBleHHe
OTBETCTBEHHOMY HCIOJHHTEI B YCTAHOBIEHHbIE HM CpPOKH HeOOXOIUMBIX
MaTepuajioB (IPOEKTOB IOKYMEHTOB, CIpaBokK). McrnonHuTenu He HMMEIOT Npasa
NIPEZICTABNATH NPOSKTHl JOKYMEHTOB PYKOBOAMTENIO, JABIIEMY NOpPyHeHUE, MAHYS
OTBETCTBEHHOI'O MUCIIOJIHUTEJIS.

7.6. B ciy4ae OTCYTCTBHS UCIONHUTENS (KOMAaHIMPOBKA, OTIYCK, OONE3HB)
JOKYMEHT IO YKasaHHIO pYKOBOAUTENs MOApaslieleHus Iepenaercd ApyroMmy
HCTIOJHUTEMO ¢ 00s3aTenpbHbIM coobleHueM ero ¢Gamunauu [lenonpou3BOAUTENIO
nozxpasaeneHus s BHeceHHs usMeHeHni B DPK noxymenta B COJ] miam mHyro
perucTpalMoHHO-Y4eTHY0 (opmy.

7.7. Ilpn yBOTbHEHHH HIH Ilepexoje Ha ApYroil y4acToK paboThl COTpYAHHK
o0s3aH caaTh JOKYMEHTBl H Jella PyKOBOAWTENIO MOApa3le/ieHus HJIH IO €ro
yKa3aHuio BHOBb HA3HAYCHHOMY COTPYAHMKY (B caydyae HeoOXOAMMOCTH, — IO AKTY
npuemMa-nepenadu, B KOTOPOM YKa3bIBAIOTCS BHIbl €N (3aro/ioBKU Jel) U HX
KOJIMYECTBO W KOTOPBIH MOANHUCHIBAeTCS pabOTHUKOM, NepellaBIIiM JOKYMEHTHI, H
pabOTHUKOM, NPHHSBIIAM JOKYMEHTBI).

7.8. Pe3ynbTaTOM HCHIOIHEHHS AOKyMEHTa SBISETCS IPOEKT [OKYMEHTa,
MOJArOTOBJIEHHBINA HCIIOJIHUTENIEM.

[IpoekT HOOKyMeHTa €O BCEMH  HEOOXOOMMBIMH  IIPHIIOKEHUSIMH,
HaneyaTaHHbIM 1 0OPMIIeHHbI! B COOTBETCTBUHU C TIPABUIIaMH, YCTAHOBIEHHBIMH B
paznene 3 MHCTpyKUMH, HCIOTHHTENb COIJIACOBBIBAET C 3aWHTEPECOBaHHBLIMH
[OApa3AeIeHUAME U IMIAMH U, TIPH He0OXOIHUMOCTH, C APYTHMHU OpPraHU3aLHsIMH.

JlokymMeHTBI, MpeaHa3Ha4yeHHble A OTIpaBKH, oGopMIslOTCS Ha OmaHke
AIMUHHUCTpAUMU YCTaHOBIEHHOH (opMmbl. [lns oTnpaBKU HIOKYMEHTOB, He
HMEIOMIMX aJpecHON YacTH, COCTABIIAETCS COIPOBOAUTENLHOE ITUCHMO.

Ha nokymeHT, pacceliaemblii Oojiee yeM B 4YeThlpe aapeca, UCIOIHHTENb
FOTOBUT CIIHCOK pAacChUIKH, OmpelelseT KOJIHYECTBO 3K3eMIUISPOB JOKYMEHTa H
nocie perucTpanuu oOeclneunBaeT H3rOTOBJIEHHE HEOOXOAUMOIro KOJIMYecTBa
KOTUH.

7.9. UcnonHuTENb (OTBETCTBEHHBIN UCIOIHUTEb) OPraHU3yeT Cor/lacoBaHUe
(BU3MpOBaHWE) NpoeKTa JOKYMEHTa CO BCeMH 3aWHTEepeCOBaHHBIMH JIMLAMH H
IPOBOAMT A0paboTKy MpoeKTa Mo 3aMe4YaHHsM B COOTBETCTBHH C nyHkrtamu 4.1 -
4.11 UucTtpykuuu.

[Ipy Hanuuum OOJBIIOrO0 KOJMHYECTBA 3aME4YaHWil [0 MpencTaBlIeHUs
n0paboTaHHOrO0 HpoeKTa JAOKyMeHTa Ha MOIHCh [J1aBe HCHONHHTENbh TOTOBHUT
CBOZAKY 3aMeuaHuil (mpeiiokeHWi), B KOTOPOH YKa3bplBaeTcs: COAepKaHWe
3aMe4aHUs (MpeAsIoKEHHus), AODKHOCTh, (aMHIMs JHLa, JaBIIEro 3aMedaHue,
MPUHATO WM OTKIQHEHO 3aMedaHMe (eCiu 3aMedaHHe OTKIOHEHO, — MPUUMHY
OTKJIOHEHHS ).

7.10. ITocne nopaGOTKH ¥ MOBTOPHOIO BH3HPOBAHMSI (COrJIaCOBAHUS) IPOEKT
IOKyMeHTa Iepenaercs Ha moanucanue (yreepkaeHue). o mnpeacraBieHHs Ha
MOANUCH HMCIOJHUTENb MPOBEpseT MPaBUIBHOCT OQOPMIEHHS [JOKYMEHTa,
NpaBUIBHOCTh O(QOPMIICHHS aapecara, HalIM4Yue HeoOXOOUMBIX BH3, MPHUJIOKEHHH,
MpH HeOOXOAMMOCTH — CIIPaBOK, MOSCHUTEIBHBIX 3aMMCOK, pa3dbsCHAIOIINX
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coJiep)KaHue MOAroTOBAEHHBIX JOKYMEHTOB, JIMCTA (YyKa3aTens) pacChlIKH.

7.11. IlognucaHHBIH JOKYMEHT UCIOJIHHUTENIb B COOTBETCTBHH C MOPSIAKOM,
YCTaHOBJIEHHBIM HacTosled MHcTpykuei, nepeiaeT 11 perucTpaluy U OTIPaBKU
W/UK BKITIQUEHHUS B JIeTI0.

B cooTBeTcTBHH ¢ HOMEHKJIATypod aen AJIMHHHCTpPALlMM MCIOJTHUTENb
OTpenesIsieT MHAEKC [eja, B KOTOPOe J0KeH ObITh BKIIIOYEH JOKYMEHT.

7.12. B Xo1e ucnonHeHus JOKyMeHTa HCIIOJIHUTE L UMEeeT NpaBo IpeasiaraTh
M3MEHEHHE CPOKa UCIIOJIHEHHS, €CIIH OTCYTCTBYIOT PEallbHbIE YCIOBHS UCIIOMHEHHS
JOKyMeHTa (mopydYeHHs), IelaTh IOMETKH Ha [JOKyMEHTe O BpPEMEHH ero
NOCTYNJICHHsA, O JaTaX IMPOMEKYTOYHOrO KOHTpOJIA, TeIe(QOHHBIX W MHUCBMEHHBIX
3anpocax, 0 Jare H pe3yJibTaTe OKOHYaTeIbHOro UCIIOIHEHHS.

7.13. McnoHUTEIb HE HMEET IpaBa pasrjallaTh CoAepKaHHe MOCTYNUBLIMX
K HeMy JOKYMEHTOB M IOATrOTOBAEHHBIX MPOEKTOB CIyXeOHBIX JOKYMEHTOB, C
HHUMHU MOTYT OBITH O3HAKOMIIEHBl TOJBKO JIHIA, HMEIOIIHE OTHOIIEHHE K HX
HCIIOJIHEHHIO.

VIII. ®opmupoBanne J0KYMEHTAJIbHOI0 GOHAa AIMHHHCTPALHH

8.1. OnepaTuBHOE® XpaHeHME NOKYMEHTOB ANMMHHCTpaUM A0 Mepeiayum ux
Ha XpaHEHHWE B apXUB WIM YHHYTOXKEHHE OCYLIECTBISETCS B CTPYKTYPHBIX
nojapaseaeHusIX AIMUHUCTPALIUH.

8.2. B nensx xpaHeHHs, IOUCKA ¥ UCIOIL30BaHUSA JOKYMEHThI Ha OyMaKHOM
HOCUTEJIE U 3JIEKTPOHHBIE NOKYMEHTHl (POPMHUPYIOTCS B Jella B COOTBETCTBHH C
HOMEHKJIaTypo# Jell.

Homenknarypa nem  3akpemnser  kilaccHuKanuioo  (TPYNIIHPOBKY)
UCHOJHEHHBIX JIOKYMEHTOB B Jena (3/IeKTpOHHBIE JeNa), CHCTEMaTH3aluio |
WHAEKCAIlMIO [ell, CPOKM MX XpaHeHHs H SBJISETCS OCHOBHBIM YYETHBIM
JIOKYMEHTOM.

HoMmeHknaTypa nen SBIS€TCS OCHOBOH /[N COCTaBJICHHS OIUCEH e
IOCTOSHHOTrO, BpeMeHHBIX (cBbime 10 1eT) cpOKOB XpaHEHHS U IO JIMYHOMY
COCTaBY, aKTOB O BBIZEIEHUH K YHHUYTOKEHHUIO JOKYMEHTOB C UCTEKIIUMH CPOKAMHU
XpaHeHHs, a TaKXKe 715 ydeTa [el BpeMeHHBIX (10 10 J1eT BKIIOYNTENBHO) CPOKOB
XpaHEHHS.

8.3. Homenxnarypa nen AZMUHACTpallMK COCTaBNIAETCS HA OCHOBE HU3YYEHHs
cocTaBa M COIEpKaHMS  JIOKYMEHTOB, OOpasylolUXcs B  JIeATEIbHOCTH
AIMHHHUCTpALNHK, BKIH0Yas JOKYMEHTbI, IOCTYNAOLINE U3 IPYTHX OpraHu3aluii.

8.4. Ilpum cocraBleHMH HOMEHKJIATYyphl el CIeIyeT PYKOBOJICTBOBATHCS
ycTaBoM AJMMHHCTpPalWH, TNOJOKEHUSIMH O CTPYKTYPHBIX TNOApa3aeleHusx,
IITaTHBIM paclMCaHueM, MJaHaMH W OT4eTaMH O pabore AJIMHUHHCTpalHH,
HOMEHK/IATypo#l Jen 3a MpoleAInii rof, JTOKaJbHBIMH HOPMATHBHBEIMH aKTaMH
AQMUHUCTpALIMK, CONEpXKAIlMMH CBEJSHUS O MJOKYMEHTax, 00pa3ylomuxcs B
JesTeTbHOCTH AJMUHUCTPALIMK, THIIOBEIMH W TIPUMEPHBIMH HOMEHKJIATypaMu el
(mpy WX HAIMYWH), BEJIOMCTBEHHBIMH M THUIIOBBIMH MEPEYHSIMH JOKYMEHTOB C
yKa3aHMeM CPOKOB X XpaHeHHs.
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8.5. B HOMeHKnaTypy /eJ BKIIOYalOTCHd BCE JOKYMEHTHI, OTpakarollue
IesATeNbHOCTs CTPYKTYPHBIX MNojpasielneHudt AIMUHUCTPAOUH M TOCTOSHHO WM
BPEMEHHO JEeHCTBYIOLIUX OpraHoB (KOMHCCHH, COBETOB, KOMUTETOB), B TOM 4HUCIIE
JOKYMEHTBI OFPaHW4YE€HHOr0 J0CTYNa, PErHCTPAalMOHHBbIE H yYeTHbIE JKYPHAlIbl U
KapTOTeKH, B HEOOXOOMMBIX CIy4asX — KONUH JOKYMEHTOB (KONHH JOKYMEHTOB
BKJIIOYAIOTCS B HOMEHKIATypy Jel, €CIM KONUS — EJUHCTBEHHBIH 3K3eMILIAp
JOKyMeHTa B AIMHUHUCTpAallUM, a TakXKe, €CIH KONHH HeoOXOAUMbI s
OpraHM3alluid JESTEeILHOCTH IoapasaeneHus). JoKymMeHTBl, CO31aHHbIE B
3JeKTPOHHO# (opMe, BKIIOYAKOTCS B HOMEHKIATYPY JeI [0 TeM JKe MPaBHhiaM, 4To
¥ JIOKyMEHTBI Ha OyMa)kHOM HOCHTele.

He BxurodaroTcss B HOMEHKIATypy Jell MepuoAWyYecKue W3aHus, KHHIH,
OpOLIFOPHI.

8.6. HomeHknarypa pgen opraHuszaum (cBojgHas) coctaBasercs OOmmm
OT/[e/I0M Ha OCHOBAHHU HOMEHKJIATYp [/ CTPYKTYPHBIX Noapazaenentii no Gopme,
ycranoBienHol [IpaBunamu (npuiioxenune Ne 18).

CBoaHasi HOMEHKJaTypa Jejl COCTaBseTCs B NMOC/IeIHEM KBapTale TeKyIlero
roja Ha IpeICTOSAIINHI KaleHIapHBIH rol.

8.7. Homenknarypa zaen AJMHHUCTPaUWMM TOANUCHIBAETCS HadalbHUKOM
Ofmero otzmena, BU3MPYETCS PYKOBOAUTENEM apXwBa (JIMLIOM, OTBETCTBEHHBIM 3a
apXuB), COIJIaCOBLIBAETCS C IKCNEepTHON Komuccuedt (OK) AnMuHuCcTpauuu U OUH
pa3 B 5 JeT mpeACTaBIsAeTCs Ha COrjiacoBaHMe 3KCIepTHO-IPOBEPOYHON KOMUCCHH
ApxusHoro ynpasienus [Ipasutrenscta Yewyenckoit Pecnyonuku (nanee — II1K) B
nopsiake, ycraHosieHHoM [Ipasunamu.

Homenknatypa nen, cornacosanHas OIIK, yrBepxknmaercas I'naBoi
AMUHUCTpaUM¥M W BBOAMTCS B JelictBUe ¢ 1-ro sHBaps MNPEACTOSHIEro
KaJIeHJ]JapHOoro roja.

B cmy4ae wu3MeHeHHS (QYHKUMH W CTPYKTYpbl AJIMHUHHUCTpAIHH
HOMEHKIIaTypa J1eJ1 COCTaBJsAeTCs, COrIacOBBIBAETCS U YTBEPIKAAETCS 3aHOBO.

8.8. Cormacosannas c¢ DOIIK HoMeHknaTypa gen B KOHLE KAXKIOTO roja
YTO4YHSIETCH, IlepenedarbiBaeTcs, yTBepkzaaercs [naBoil AIMHHHCTpalUd H
BBOAMTCA B JAeiicTBHE ¢ | ssHBaps MpeAcTOAIero KajleHaapHoro roja.

8.9. IlepBbIfl SK3eMIUISIpP YTBEpPKIAEHHOW HOMEHKIATYphl [OeN SBISETCS
JIOKYMEHTOM ITOCTOSIHHOIO XPaHEHHs Y BKJIIOYAeTCs B HOMEHKJIATypy Ael B pa3iel
Je0NPOU3BO/ICTBA, BTOPOH — ucnonb3yercss O0muM otaenom B KayecTBe paboyero
9K3eMILsipa, TPETHH — nepeiaeTcs B apXuB AJIMHHUCTPALMKA B Ka4eCTBE YYETHOTO
NOKyMEHTa, OJIEKTPOHHAs KONHMS HOMEHKJIATyphl el  AJIMHHHUCTpalUH,
yTIBepKIeHHOM [ naBo AIMHHHMCTpaLUH, TepenaeTcs B MYyHHIMIAIbHBIA apXWB,
MCTOYHUKOM KOMIIJIEKTOBAHMS KOTOPOrO SBJSETCS AIMUHUCTpALIHS.

B nonpasnenenus AIMHUHHCTpPALlMHd HOMEHKIATypa Jen pacceuiaetcest O0mmm
OTJEeJIOM B BH/I€ KOIUN COOTBETCTBYIOLIMX pa3/le/ioB Ha OyMa>KHOM HOCHTEJIe HIIU B
3JEKTPOHHOH (Popme.

8.10. Homenknatypa naen AJMHHHCTPALMH CTPOMTCS IO CTPYKTYpPHOI
(Ha3BaHMSMH pa3fesoB (MOApPa3aesoB) HOMEHKIATYphl [e SBIAIOTCS Ha3BaHHS
CTPYKTYPHBIX NOApa3ielleHHl, paclol0KeHHble B COOTBETCTBHH C YTBEPKICHHOMH
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CTPYKTYpOH AIMHHHMCTpPalMH), WIM (YHKUHOHAIBHOH cxemaM (Ha3BaHHSAMH
pasnenoB  HOMEHKIATypbl A€l SBISIOTCS  HaANpaBJCHHS  JeSTeIbHOCTH
AIMHUHHUCTpPALHH ).

8.11. HomeHknaTtypa aen CTPYKTYPHOIO MOApa3desieHHs] COCTaBlIseTcsS B
KaXIOM Tojapa3icieHHd AIMHUHUCTpaUMUd pabOTHHKOM, OTBETCTBEHHBIM 3a
IeJONMPOU3BOACTBO IOApa3leNeHus, IpU Y4YacTHH BeAyLIUX CHeLHaTIuCTOB
noJapa3aeNeHus, OANUCEIBASTCS PYKOBOAUTENEM CTPYKTYPHOIO TOApa3aeleHus u
npeacrasasiercs B O6muii otaen.

Homenknartypa el CTpYKTYpPHOTO IOApa3/esieHrs COCTaBlIseTcs no ¢popme,
ycraHoBieHHo# [IpaBunamvu (npuiaoxenne Ne 19).

BHOBb cO31aHHOE MM pEOPraHM30BAHHOE IMOApa3JeiIeHHe [O/UKHO B
MeCSYHBIA CpOK pa3paboTaTb HOMEHKIATypy Aea ¥ MpeAcTaBuTh ee B OOmui
oTHen.

8.12. Bce 3aronoBku [en, BKIIOUYEHHbIE B  HOMEHKIATypy Jel
uHaekcupytorcs. Muaekc nena ykassiBaeTcss B rpafe | HOMEHKIATypsl Aen U
COCTOMT M3 WHIeKca CTPYKTYypHOro mnojpasieneHus (Koga mnojapasiaesieHus
(IODKHOCTHOTO  JIMLla) B  COOTBETCTBUM C  YTBEpPKIEHHOH  CTPYKTypou
AIMUHUCTpPAlMH HMJIM  KJIAcCH(PHUKATOPOM CTPYKTYPHBIX MOJpasiencHuii) u
NOpPSOKOBOrO HOMepa [ena B pasjene HOMeHKnatypsl zen. WMHzmekch men
obGo3Havarorcs apabckumu nudpamu. Hanpumep: 01-05, rae:

01 — Koz CTPYKTYpPHOTO NOApa3aeIeHus;

05 — mopsAKOBLIM HOMEp Aena B pa3iene HOMEHKIATyphl Je.

Jlena mo BompocaM, HEpaspelleHHBIM B TE€YEHUE OJHOr0 roja, SBJISIOTCS
«TepexoslIiMU» U BHOCATCS B HOMEHKIATYpYy Jell CIeAyIOLIEro roga ¢ TeM XKe
HHIeKcOM. PekoMeHyeTcsl COXpaHsaTh B HOMEHKJAaType Jell OAMHAKOBbIE WH/EKCHI
1151 OMHOPOAHBIX JIeJl, BKJIIOUEHHBIX B pa3sHble pa3zieJibl.

Ecniu B TedyeHue rojga B JeATEIBHOCTH AIMHMHHCTpAaUMHM o0pa3yroTcs
JOKYMEHTBI, He IpeIyCMOTpPeHHble HOMEHKIATypOH [ej, 3aroJIOBKH HOBBIX el
JOTIOJIHUTEIbHO ~ BKIIIOYAIOTCA B HOMEHKJIATypy JAel. B kaxaom pasgene
HOMEHKJIaTypbl A€l IUIi BHOBb 3aBOAMMBIX J€1 NPedyCMaTpUBAIOTCS pe3epBHBIE
HOMeEpa.

8.13. 3aronoBok aena (rpada 2 HOMEHKIATYphl Jel) J0JKeH B 00001meH o’
¢opme oTpaxkaTh OCHOBHOE COJep)KaHHe M COCTaB JOKYMEHTOB jena. He
J0MycKaeTcss yNnoTpeOlieHHe B 3aroJIOBKE Jejla HEKOHKPETHBIX (OPMYIHPOBOK
(«pa3HBle MaTepHaibly, «obllas mepenuckay), a Takke BBOIHBIX CJIOB M CJIOKHBIX
CHHTAKCHYECKUX OOOpOTOB. 3arojIOBKU A€l MOTYT YTOYHSTHCH B T€YeHHE roja B
npouecce GopMUpOBaHUs U 0DOPMIEHUS .

3aroloBOK Jena JOJUKEH COCTOSATh M3 DJJIEMEHTOB, paclojaraeMbiX B
ClIeIyrOLIeH MOCIe0BaTeIbHOCTH:

a) Ha3BaHHWe BHJa Jena (mepenwucka, XKypHal, Aejl0) UIX BHAA JOKYMEHTOB,
BKJIFOUYEHHBIX B JI€JI0 (IPOTOKOJIBI, IPUKA3bI);

0) HaMMEHOBaHHE OpPraHU3alUU, CTPYKTYPHOTO MOApa3feieHus, IOCTOSHHO
JIeWCTBYIOIEr0 MM BPEMEHHOIo OpraHa, JIOJIKHOCTHOIO JHIa, CO3JaBLIMX
JOKYMEHT(BI);
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B) HaWMEHOBAaHHE KOPPECNOHIEHTa (OpraHW3alMM, IIMLA, KOTOpOMY
aJpecoBaHbl WM OT KOTOPOTO MOJy4YeHbl JOKYMEHTHI );

I') KpaTKoe coiep:kaHKe JOKYMEHTOB Jiefa;

J1) Ha3BaHHWE MECTHOCTH (TEpPpHUTOpPHH), C KOTOPOH CBSI3aHO COJIepKaHHE
IOKYMEHTOB JleJ1a;

e) maTa (mepuoa), K KOTOPhIM OTHOCATCS JOKYMEHTHI Aea;

’K) YKa3aHue Ha KONMMMHOCTh JOKYMEHTOB Jela.

8.14. Tlopsizoxk pacnojoKeHMss 3arojJOBKOB JeJl  BHYTPH pa3deioB
HOMEHKIIATYPHI J1e]1 ONpeeIseTcs CTeNeHb0 BaXXHOCTH JOKYMEHTOB, BKIIOYEHHbIX
B Jlefa.

B Hawase paszena pacmojiaraloTcs  3arojlOBKM - JIel,  CoaepiKaulux
yapennuTeabHbIe, OpraHU3alliOHHO-IPAaBOBbIE W PAClOpPSANTEIbHbIE IOKYMEHTBI,
3aTeM 3aro/iOBKH Jel, COJep)KalluX IUIAHOBbIE, OTYETHBbIE, HH(QOpPMalMOHHO-
aHATMTHYECKMEe  JOKYMEHTBI,  JOKYMEHTHI,  OTpaxalrllhe  JesTelbHOCTh
nmojpasfiefieHus, MepenucKy, B KOHLE pasjena — pPerucTpalidoHHbIE M Yy4YeTHbIe
JKypHalbl, KAPTOTEKH, Oa3bl JaHHBIX.

3aroJI0BKH A€, COCTaBJEHHBIX M0 KOPPECTIOHIEHTCKOMY M reorpapuyeckomy
NIpH3HAKaM, BHOCATCS B HOMEHKJATypy [el MO anpaBuUTy KOPPECIOHIEHTOB WU
reorpadguyecKuX Ha3BaHUM.

B 3aromoBkax aen, coaep:KamMx JOKYMEHTHI 110 OJHOMY BOIIpOCY, HO He
CBSI3aHHBIX IOCJIEIOBATEHbHOCTRIO pEILIeHHs BOMpoca, B KauyecTBe BHaa Jena
yImoTpeOasieTcss TEPMHH «JAOKYMEHTBI», a B KOHLE 3arojloBKa B CKOOKax
YKa3bIBAIOTCS Ha3BaHMS BUI0B IOKYMEHTOB, Haubosiee NpeacTaBlAeHHbIX B jele:

«JlOKyME@HTHI 0 IPOBEJIEHUH COBEIIAHMUN ¥ CEMHHAPOB (IIPOrpaMMBbl, CITUCKH,
JTOKTa/1b1 ).

TepMuH «IOKYMEHTBI» IPUMEHSETCS TAaKXKe B 3arojIoBKax e, CoAepiKalux
JOKYMEHTBI-IPUIOKEHNs K KakoMy-1M00 HOKYMEHTY (BHAbl JOKYMEHTOB-
NPUIOKEHHH HE NEePEUUCISIIOTCS ):

«J10oKyMEeHTBI K IPOTOKOJIaM 3acelaHuil 00I1eCTBEHHOI0 COBETay,

«IlpoTokonbl NPOU3BOACTBEHHBIX COBEIlAaHUH TIIpH 3aMmecTurene [ 1aBbl
aIMHHHCTPALMKM U JOKYMEHTBI K HUM».

B 3arosoBkax jgen, mnpegHa3HaYeHHBIX ISl TPYNINHUPOBKH OIHOTHUITHBIX
JOKYMEHTOB, 3Ta Ipymnina J0KYMEHTOB yKa3bIBaeTCsl BO MHOKECTBEHHOM YHCIIe:

«IIpoTokoJibl 3ace1aHuil pyKOBOICTBAY.

B 3aronoBkax aen, coaepKalluX TEeperucKy, YKa3blBaeTcs, ¢ KeM M Mo
KakoMy BOIIPOCY OHa BeJeTCs:

«Ilepenucka ¢ 00pa3oBaTeIbHBIMH  YYPEXKACHHUSMH O  IOBBILIEHUH
KBaJIM(PUKaLUU PabOTHHKOBY.

B  3aronoBkax [gen, coaepXkKallMX ~MEpPenHcKy ¢  OJHOPOIHBIMH
KOpPpECTOHAEHTaMHU, MOCIeJHWE HE Ha3bIBAIOTCSA, a YKa3bIBaeTCs HMX BUIOBOE
Ha3BaHHeE:

«llepenucka ¢ oOpraHaMHd MECTHOTO CaMOYIpPaBIEHHUS O 3aKIIYEHHH H
MCIIOJIHEHUM MYHULUTIAJIbHBIX KOHTPAKTOBY.

B 3aromoBkax Jden, coaepKallMX —MEPeNucKy C  Pa3sHOPOIHBIMH
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KOPPECIIOH/I€HTaMH, ITOC/IEIHHE He NEPEYHCIISIOTCS:

«[Tepenucka o 3aK/IOYEHUH U HCIOJHEHUH MYHUIIUTTAIBLHBIX KOHTPAKTOBY.

B 3aronoBke Jena yKasbIBae€TCsd KOHKPETHBIH KOPPECIOHIEHT, eCiH
NepenucKa BeJeTCs TOIbKO C HUM:

«[Tepermucka ¢ OO0 «I opcBsi3p» 0 NPeJOCTaBICHHH YCIYT CBA3M.

IIpu obGo3HauyeHHWM B 3arojOBKax Jesl aJMHHUCTPAaTHBHO-TEPPHUTOPHAIBLHBIX
€IUHHL] YUYUTHIBAETCSA CleayIoLIee:

€cli  CcOJepXKaHWe  fJena  Kacaercss  HeCKOJNbKUX  OJHOPOIHBIX
aJMHHHCTPAaTUBHO-TEPPUTOPHAIBLHBIX €JHHHL, B 3aroJIOBKE Jella He YKa3bIBarOTCs
MX KOHKpETHbIE Ha3BaHUs, a yKa3bIBaeTCs UX 00Iee BUAOBOE Ha3BaHHeE:

«Ilepenucka ¢ aIMUHHUCTpaUUsSMU MYHHIMNAIBHBIX paiioHOB YeueHCKOMH
PecnyOmukuy;

€CIM  COAEp)KaHMe  Jena  KacaeTcs  OJHOM  agMHHUCTPATUBHO-
TEPPUTOPHAIBHOM €IUHHMIBI (HACEJE€HHOro MyHKTa), ee (ero) HasBaHHUe
YKa3bIBaeTCs B 3ar0JIOBKE Jea:

«Ilepenucka ¢ Gpummanom B r. [ pO3HOM O MIIaHUPOBAHUH U OTYETHOCTH.

B 3aromoBkax e, coaepikamyX IJIAHOBYIO HJIH OTYETHYIO JOKYMEHTAIHIO,
yKa3blBaeTcsl meproj (Mecsl, KBapTall, rojl) Ha (3a) KOTOPbIH COCTaBJI€HbI MIaHBI
(oT4eTs):

«OTueTsl CTPYKTYPHBIX noapasaenenuit 3a 2018 roa»;

«CTaTuCTHYECKHH OTYeT O YHUCIEHHOCTH, COCTaBe M JBH)KEHHH KaIpoB 3a
2019 rox (. Ne 27-rom)».

Ilpu dopMupoBaHHH Iena M3 HECKOJIBKHX TOMOB (4acTeit), Kpome 00IIero
3arojloBKa Jena NpH HeoOXOAMMOCTH COCTaBISIFOTCS 3alOJIOBKM KaXKJI0ro Toma
(dyacTu), yTOUHSFOLIME COAepKaHHe TOMOB (dacTeil) aena.

3aros0BKH JI€]1 MOT'YT YTOUHSTHCS B Iponecce GopMHPOBaHUS B 0)OpMIEHHUS
Jell.

8.15. I'pada 3 «KomuvecTBo mem» 3amoaHseTCs 110 OKOHYAHUH KaJeHIapHOro
roga. Ilo nocTKeHHM 1e70M, BKIIIOYAIOIIKUM HOKYMEHTHI BpeMeHHBIX (cBbime 10
JIeT) U TIOCTOSIHHOTO CPOKOB XpaHeHus, o0bema B 250 IUCTOR, TOM 3aKpLIBAETCS U
OTKpBIBaeTCss HOBBIM TOM. B rpade 3 HOMeHKIarypbl A€l IOC/EI0BaTEIbHO
YKa3bIBAIOTCSl HOMEPA TOMOB M KpaiHHe JaThl JOKYMEHTOB KaKI0ro TOMa:

T.1.11.01.2019 -
30.06.2019

DNIeKTPOHHBIE Jiella Ha ToMa (4YacTH) He paszzensioTcsa. Bce amekTpoHHBIE
JIOKYMEHTBI, He3aBHCHMO OT UX 00beMa, BKIIOYAIOTCS B OJIHO JIEKTPOHHOE HEJI0.

8.16. B rpade 4 «Cpok xpaHeHHs H No cTaThbU 1O MEPEYHIO» YKA3BIBAIOTCS
CPOKM XpaHEHHs Jel W HOoMepa cTaTel MO0 THUIOBOMY HIH BeJOMCTBEHHOMY
NepeyHIO0 JOKYMEHTOB C yKa3aHHWeM CPOKOB XpaHeHHs, (elepalbHOMY 3aKOHY HIIH
HHOMY HOPMaTHBHOMY IPaBOBOMY aKTy.

8.17. B rpade 5 «IIpumevanue» IPOCTaBAAIOTCS OTMETKH O 3aBEJICHMH eI
(«3aBeneno»), o nmepexoasmux aenax (Hanpumep, «Ilepexoasmee ¢ 2017 roga»), o
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BhIJEICHHH Je7 K VHHYTOXSHHIO. O THIAX, OTBETCTBEHHBIX 32 QOPMHpOBaHHUE 1€,
0 Iepeaade Aed B APYIYVIO OpPrasH3allHio 1714 Npoao/DKeHHA.

Ecin neno Qopmmpyercs B HHOODMAllHOHHOH CHCTEME M BKIIOYaeT
3]1€KTPOHHBIE JOKYMEHTHI, B rpade «lIpumedanne» oTMedaeTcs, YTO 1eJ0 BeIeTCs
B 3JIEKTPOHHOM BHIE C YKa3aHHeM HauMEHOBaHHS HHQOPMaHOHHON CHCTEMBI:

«Onextponnbie goxkymenTsl. (3] «Otaen OuOP», B/l «CnyxeOHble
3aMUCKHU».

8.18. Ilo 3aBeplIeHHH Ae10NPOU3BOACTBEHHOIO IoJla B KOHIIE HOMEHKIIATYPBI
el B KaXIOM TMoOApa3faeleHWH Oo(QOpMIsSeTcs HTOroBas 3alncCh, B KOTOPYHO
BHOCATCS CBEJE€HHMS O KOJIMYECTBE 3aBeIAEHHBIX Je (TOMOB, 4YacTei), OTAENIBHO
[IOCTOSSHHOTO M BPEMEHHBIX CPOKOB XpPaHEHHS, BPEMEHHBIX CPOKOB XpaHEHHS C
ormetkoii «DIIK» u mepexoxsmux. MTorosas 3amuch AOMOJHSAETCS JaHHBIMH O
KOJIMYECTBE 3JEeKTPOHHBIX 1€/l COOTBETCTBYIOIIUX CPOKOB XpaHEHUS.

B w#TOroByl 3ammch CBOIHOM HOMEHKIATyphl Oel CBEIEHHsI BHOCATCS Ha
OCHOBAaHHH  JaHHBIX, [MepeJaHHbIX M3  CTPYKTYPHBIX  IOIpa3ieseHun
AnMunucTpanyun (npuaoxenne Ne 20).

CeeneHus, conepJkamidecs B HMTOrOBOM 3allMCH  HOMEHKJIATyphl el
OpraHM3aliu, NepeflarTcsi B apXuB AJIMHHHMCTPALMH, O YEM B HOMEHKJAType Jell
NpPOCTaBIsSETCS OTMETKA C yKa3aHMeM JO/UKHOCTHM M MOANHUCH JMIA, mepeaaBliero
CBEJIEHUS.

8.19. Jlena co qHs MX 3aBeJeHHUS 10 Mepeaadyu B apXuB AIMHHHCTpALUH HUIH
10 BBIAENEHHS WX K YHHYTOXEHHIO N0 UCTEYeHHH CpPOKAa XpaHEHHS XpaHSTCS 110
MecTy uX GOpMHUPOBaHUSL.

Jleno cuMTaeTCsi 3aBeeHHBIM C MOMEHTa BKIIOYEHHS B Hero NepBOro
MCITOTHEHHOT'0 JOKYMEHTA.

8.20. Ilpm dopmupoBanun el Ha OyMaKHOM HOCHTeNE IOJDKHBI
coOmoaThes chaeayomue od1ue npaBuia:

B €0 TIOMELIAIOTCS MCIOJIHEHHbIe IOKYMEHTBHI, COOTBETCTBYIOIIME 10
CBOEMY COJEp’KaHMIO 3aroJIOBKY Jlejla 10 HOMEHKJIaType Jell;

MPUJIOKEHHUS TOMEIa0TCs BMeCTe ¢ OCHOBHBIMU JIOKYMEHTAMH;

B JeJ0 BKIIOYAIOTCA JOKYMEHTHl OJHOrO KaJleHJapHoro roja, 3a
HCKIIIOYEHHEM MepexoasuX ael;

IOKYMEHTBI MOCTOSHHOIO U BPEMEHHBIX CPOKOB XpaHEHHS I'PYIIUPYIOTCS B
Jena pasieibHo;

B JI€JI0 BKJIIOYAETCS IO OAHOMY IK3EMIUIApPY Kak10ro J0KyMEHTa;

(akcorpaMmbl, TelerpamMmbl, TeaeQOHOrpaMMbl MMOMEMIATCS B Jefla ¢
NepenucKoi Ha O0IIMX OCHOBAHHSX;

B [I€JI0 MOMEIIAOTCA JOKYMEHThl NPaBUIbHO M IOJHOCTBIO OQOpMIEHHBIE
(IOKYMEHTHI I0/DKHBI HMEeTh JaTy, MOANKUCH U Ipyrue HeoOXoauMble PeKBU3UTHI);

B JIeJJ0 HE BKIIOYAIOTCS [IOKYMEHTHI, MOJJeXallhe BO3Bpary, JUIIHHE
3K3eMILISIPbl U YePHOBHKH (32 UCKIIFOYEHHEM 0c000 EHHBIX);

no o0beMy JAeno, BKIOYAollee JOKYMeHThl Ha OyMaXHOM HOcUTele, He
JOJKHO TipeBblaTh 250 MHCTOB, MPH TONIIMHE He Gonee 4 cM (TonmmHa A€l €O
cpokamu xpaHeHHs 1o 10 ner He nokHa npesbimath 10 cM). Ilpu npesbieHHH
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JaHHOro o0beMa 3aBoAMTCS BTOPO# TOM. [Ipu HAIMYMM B Je/1e HEeCKOIbKHX TOMOB
(uacTedl) HMHAEKC ¥ 3aroJIOBOK Jella MPOCTABISAIOTCS Ha KakIOM TOME C
nobasienueM obosHagenui: «T. 1y, «T. 2».

JIOKyMEeHTBI BHYTPH [eNa PacloaralTcs CHU3Y BBEPX B XPOHOIOTUYECKOH,
BOIPOCHO-JIOTMYECKOM MOC/IE10BATEIbHOCTH HIIM X COYETaHUU.

PacrniopsiauTenpHble JOKYMEHTbl TpYNNHUPYIOTCS B Jela MO0 BHAaM H
XPOHOJIOTHH ¢ OTHOCSIIMMHCS K HUM IPHIOKEHUSAMH. JIOKyMEHTBI — OCHOBaHUS K
pacnopsIuTENbHBIM JOKYMEHTaM BKIIIOYAIOTCS B OTAENIBHOE Je0.

IIpoTokonsl B feje pacmojiaraloTcsi B XPOHOJIOIMYECKOM IOpsiIKe H IO
HOMEpAaM.

JIoKyMeHTBI K 3acelaHusIM (COBelIaHUusIM ) TPYTIIUPYIOTCS B OTAEIbHOE Ielo,
KaK U IPHIIOKEHHUS K IPOTOKOIaM, €CJIM OHHU colep:kar bomee 25 cTpaHuUL.

JIOKyMeHTBI K NpPOTOKOJaM, €ClIM OHM CrpyIIUPOBaHBl B OTAENbHBIE Jena,
CHCTEMATU3UPYIOTCS BHYTPH Jlea [0 NOPSAKY HOMEpPOB IPOTOKOJIOB.

JloxanbHble HOpPMAaTHMBHBIE aKThl, YTBEPKIEHHbIE pPaCHOPSAUTEIbHBIMH
JOKyMEHTaMH, SIBJISIOTCS MPHIOKEHUSIMH K HHM H TPYIIMPYIOTCS BMeCTe C
yKa3aHHBIMH JOKYMEHTaMH.

IIprKasbl 10 OCHOBHOM IE€SATENbHOCTH IPYIIIHAPYIOTCS OTAENBHO OT MPUKA30B
1O JWYHOMY COCTaBy ¥ TIPMKA30B 1O AJAMWHUCTPATABHO-XO35HCTBEHHOM
NesTeabHOCTH (B coOTBeTCTBUM C [lepeyHeM TUMOBBIX yNpaBIeHYECKHX apXHBHBIX
JIOKYMEHTOB, 00pa3yloluxcs B Ipolecce [AEATEIbHOCTH TIOCYJapCTBEHHBIX
OpraHoB, OPraHOB MECTHOI'0 CaMOYTIpaBJIeHHs] U OPraHHU3allHii, C yKa3aHHeM CPOKOB
XpaHeHHMsl, YTBEPKIEHHBIM IpukazoM MuHucTepcTBa KyabTypsl Poccuiickoit
Genepanmn ot 25.08.2010 r. Ne558 Kk aIMHHHCTPAaTHBHO-XO3SHCTBEHHOW
NEesATeNbHOCTH OTHOCATCS BOIPOCHI MO COOJIOAEHHI0 NpaBHJI BHYTPEHHETO
pacnopsiika, SKCIUIyaTallud CIy)KeOHBIX 34aHUN, TPAHCIOPTHOMY OOCITYyKHBaHUIO,
BHYTpeHHEH CBs3H, oOecneueHnio 6e30MacHOCTH OpraHu3alyii 1 T.11. ).

Ilpukasel mo JM4YHOMY cocTaBy (POpMHpPYIOTCS B Jela B COOTBETCTBHH CO
CpOKaMH XpaHEeHHSs.

JIOKyMEHTBI B JIMYHBIX [€JIaX pacloiaratoTcs Mo Mepe UX NOCTYIICHHUS.

[lepenucka rpynnupyeTcst B Jeja 10 TeMaTUKe U/UIM KOPPECHOHIEHTaM H
CHCTEMATH3HPYETCs] B XPOHOJIOTHYECKON IOC/IEN0BATEIbHOCTH: JOKYMEHT-OTBET
IoMeIaeTcss 3a JIOKYMEHTOM-ipock0oit  (3armpocom). Ilpu  Bo30OHOBIEHHH
NEPENUCKH TIO ONpeNeleHHOMY BONpOCY, HayaBlledcs B MpedblaylleM Toxy,
JOKYMEHTBl BKIIOYAIOTCS B €0 TEKyllero roja ¢ yKa3aHWeM HHIeKca [ena
IpeabIAYIIEro roja.

DIeKTpOHHblEe JOKYMEHTHl (OPMHUpPYIOTCS B JJIEKTPOHHBIE Jiela B
COOTBETCTBHM C HOMEHKJIATypoill aen AJAMHHMCTPAUMH B TOH HMHGOPMAaLHOHHOIM
CHCTEME, B KOTOPOH OHH OBLIIM CO3JaHbl UK B KOTOPYIO ObLIH BKIIFOYEHBI.

8.21. Jlns obecnedeHHs COXpPaHHOCTH, Yd4eTa [JOKYMEHTOB H el
CTPYKTYPHOI'O TIIOApa3leNeHus M OpraHu3auuMd J0CTyNa K HHM TPOBOJMTCS
KOMILIEKC padoT:

CO3/71aHHe ONTUMAJIbHBIX YCIOBHI XpaHeHHsA JOKYMEHTOB H JeJ;

pasMelleHue aen;
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NpoBepka HATHYHS W COCTOSHUS JOKYMEHTOB U el

coOMoIEHHE OPAIKa BbIAAYH JEI.

8.22. Jlena pasMeinaroT B pabOYMX KOMHATaX WJIH CIEIHAILHO OTBEIEHHBIX
VIS 9TOHM 1Le/ld NOMEIUeHHsX B IIKadax, Ha cTeinaxax, 4ToObl oOecneduTh HX
COXpPaHHOCTh M 3alIHUTY OT BO3AEHCTBUS BpeAHBIX (haKTOPOB.

Hena nana ux ydera ® OBICTPOro MOHMCKa JOJDKHBI PpaclojararhbCs
BEpTUKAIBHO, KOPEIIKaMH HapyXy M B COOTBETCTBUM C HOMEHKIATypod nen. Ha
Kopelikax OOJOKEK el YKa3blBaloTCsd HHIEKCHl 10 HOMEHKIAaType [el, IpH
HeoOXOIMMOCTH HOMEp ToMa Jena, Aaty Aena. HoMeHknaTypa aen uiid BBINHUCKA U3
Hee MoMelaeTcs Ha BHYTPEHHEHN CTOpoHe IKada.

8.23. IlpoBepku HaJIM4Yus U COCTOSHUS JOKYMEHTOB M J€J1 B Lemsx
yCTaHOBIEHHA  (aKTH4eCcKOoro HaJlM4Msi  Jel  JOJDKHBI  IIPOBOJHUTHCH
JeNONPON3BOAUTENIEM MTOApa3Ae/ICHHS B CIydasx:

nepej nepeaaveil JOKyMEHTOB B apXuB AJIIMUHHCTpALIUH;

IpU TIepeMELEHHH 1eT;

IpH CMEHE PYKOBOAUTENS CTPYKTYPHOrO TOApa3ieieHus, HadalbHHUKa
Ob61mero otnena;

IpH pEOpPraHM3alvy¥ W JIMKBUAAUMM AJMUHHCTPAIUH HIH CTPYKTYpHOrO
noJpaszeeHusl.

[TpoBepka HanW4Kus NMPOBOJUTCS IIYTEM CBEPKH cTaTell HOMEHK/ATYphl Hel C
ONKMCaHMUEM J1eJ1 Ha 00J105KKe, a (U3MIecKoe COCTOSHHE AeN OnpeaenseTcs MyTeM Ux
BH3yallbHOr0 IIpocMoTpa. Bee oOHapykeHHbIe HeJOCTAaTKH NOJIKHBI GUKCHPOBATHCS
B aKTe MPOBEepKH HAIIMYKS U COCTOSHUS JeIl.

8.24. B cny4ae BBEISBJIIEHHS OTCYTCTBHS Je€J, YUCIALIMXCS 110 HOMEHKIaType
Iell, pyKOBOJICTBOM IIOJpa3/e/ieHHil NPUHUMAKOTCS Mepbl MO WX po3bicKy. Ecnm
PO3BICK e HE JAET pe3ysIbTaTa, COCTABIISETCS ClIpaBKa O IPUYHHAX UX OTCYTCTBHUS,
KOTOpas MOIIMHMCHIBAETCS PYKOBOIMTENEM IIOApa3feNeHuss MW IpeacTaBlIseTcs B
OO6wmuii otaen.

@akt yTtpatel nena (men) ¢ukcHpyeTcs B akre, cocrasiuseMoM OOmuM
OTHENIOM U PYKOBOIHUTENIEM CTPYKTYPHOIO MOJApa3AeNeH s B TpeX dK3eMIIIsApax: mo
OJTHOMY OK3eMILIIpy axrta XxpaHutcs B OOmem oTzgene H  CTPYKTYPHOM
noJpa3esieHiH; TPETUH SK3eMILIAp aKTa MPeACTaBISeTCsS B apXUB A IMUHUCTPALUU
NpH Iepeaave A€ CTPYKTYPHOIO NOApa3feeHus Ha apXUBHOE XpaHEeHHe.

8.25. DkcnmepTu3a LEHHOCTH JOKYMEHTOB IPOBOAMTCS HA OCHOBE
3aKOHOJATeJbHBIX M HHBIX HOPMAaTHMBHBIX IPaBOBBIX akToB Poccuiickoi
Denepanun, yCTaHABIMBAKOIMX TpeOOBaHWS K CPOKaM XpaHEHHS IOKYMEHTOB,
TUIIOBBIX W BEJOMCTBEHHBIX II€peUHell [IOKyMEHTOB C YyKa3aHHeM CPOKOB HX
XpaHEeHHS:

[IPH COCTABJIEHUHU HOMEHKJIATYPHI JeT;

pH MOATOTOBKE €] K Nepesiade B apXuB AIMHUHUCTPALIHH;

B apxuBe AJIMHHHUCTPAIHH.

8.26. Jlna opraHu3auuH M NpOBeAeHUs paboThl MO SKCHEPTH3E LEHHOCTH
JOKYMEHTOB B aJMUHHCTpAlLlMH OpUKa3oM [ 1aBbl co3iaeTcs 3KcrepTHass KOMUCCHS
(aanee — IK).
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3amaun, ¢yHKUMM, [pasa, opraHuszauus paborsi DK onpenensrorcs
MOJOXEHWEM O Heil, KOTOpoe pas3pabaTbiBaeTcs HAa OCHOBAaHHH IPHMEPHOTO
MOJIOJKEHUsT 00 IKCIEepTHOHl KOMHCCHHM OpTaHHW3alliH, YTBEP)KIEHHOTO MPHKA30M
®enepansroro apxusHoro areHTcTsa ot 11.04.2018 r. Ne 43.

8.27. OcrHoBHBIME QyHKIAAME DK sBsIOTCS:

OpraHM3alis eKeroIHoro 0Toopa Aen Ul XpaHEeH!S U YHHYTOKEHUS;

paccMOTpeHHe W  COrjlacoBaHMe  MpPOeKTa  HOMEHKJIATypbl  Jeln
AIMUHHCTpALMH, OHCEH e MOCTOSHHOIO U BpeMeHHbIX (cBbilne 10 neT) cpokoB
XpaHeHHs, B TOM YHCJIe 110 JJUYHOMY COCTaBYy, aKTOB O BbIAEJIEHUU K YHHUUTOXKEHHIO
Ze1, He OAJNIeKAIINX XpaHeHH IO,

ydacTHe B IIOATOTOBKE H PAacCMOTPEHHH IIPOEKTOB HOPMATUBHBIX H
METOJMYECKHX [JOKYMEHTOB MO BompocaM paboThl ¢ [JOKYMEHTaMH B
AMHHHUCTpALUU.

8.28. DkcmepTH3a ILEHHOCTH JIOKYMEHTOB OCYLIECTBISETCS €KErOIHO
JHenonpou3BoauTensiMU nozpaszieileHuil coMecTHo ¢ DK AIMHHHCTpalud U MOX
METOAU4YeCcKHM pykoBoacTBoM OOuiero oraena.

8.29. Ilpu mpoBeaeHUH IKCIEPTH3Bl LIEHHOCTH JOKYMEHTOB IpPU MOATOTOBKE
JeJl K nepeaade B apXuB AJIMUHHUCTPALUU OCYILECTBISETCS:

OoTOOp IOKYMEHTOB IOCTOSSHHOTO M BpeMeHHBIX (cBbime 10 meT) cpokoB
XpaHeHHs 171 epefiadd B apXuB AJIMHHUCTPALVH;

0TOOp IOKYMEHTOB BpeMeHHbIX (10 10 neT BKIIOYUTEbHO) CPOKOB XpaHEHHUs
U ¢ mnoMmeTkamMu «Jlo MUHOBaHUS HaAoOHOCTH», «JI0 3aMeHBl HOBBIMHY,
MOAJIEKAIINX JaTbHEHIIEMY XpPaHEeHHUIO B CTPYKTYPHBIX MOApa3aeieHnsX;

BblJeJICHHE K YHHYTOXKEHMIO Jel 3a INpeAbIAylldHe IoAbl, CPOKH XpaHEHHUS
KOTOPBIX UCTEKIIH.

OnHOBpeMEHHO MpOBEPSETCS KavyecTBO M IOJHOTAa HOMEHKJIATYPBI el
OpraHu3alyy, TPaBUIBHOCTE ONPE/Ie/IEHUs] CPOKOB XpaHeHus Jel.

8.30. [lena mocTossHHOro M BpeMeHHBIX (cBbime 10 5eT) CpOKOB XpaHEHHUs
NoAeXaT MOJUCTHOMY IIPOCMOTPY [UISl BhIAENEHHS M3 MX COCTaBa JOKYMEHTOB
BpeMeHHBIX (10 10 neT) cpoKoB XpaHeHHUs .

Hena ¢ ormetkoi «IIIK» noaseprarorcst moImMcTHOMY IPOCMOTPY B IENSX
ompeneNeHUss W BbIAEIEHMS M3 UX COCTaBa JOKYMEHTOB, MOJIEXKAIIHX
IOCTOSSHHOMY XpaHeHHIO.

8.31. Otbop »5>1eKTPOHHBIX [JOKYMEHTOB Ul [epedayd B apXuB
AJIMMHHUCTpallM} OCYIIECTB/IAETCS B aBTOMAaTH3MPOBAHHOM pexuMe ImyTeM oTOopa
JOKYMEHTOB W3 0a3 HaHHBIX MHGOPMAIHMOHHBIX CHCTEM IO mpu3HaKy «MHuekc
nena» («Cpox XpaHeHHs»).

8.32. Tlo pesyabTataM  3KCOEPTHU3Bl IEHHOCTH  [JOKYMEHTOB B
AIMUHUCTpaM¥ TPOBOAUTCS OG(OPMIEHHE Oell W COCTABISIOTCS OIMCH el
MOCTOSIHHOTO XpaHeHus (npuioxenne Ne 21), BpemeHHbIX (cBblmie 10 1eT) CpokoB
XpaHeHus (npuaoxkenne Ne 22) u no JIM4YHOMY cocTaBy (nmpuaoxkenne Ne 23), a
TaKkKe aKThl O BbIJEJICHMM K YHHYTOXKEHHIO [eJI, He MNOJUIekKAllUX XpaHEHHIO
(npu.oxenue Ne 24).

Onucu gen MOCTOSHHOTO XpaHeHHs, BpeMeHHBIX (cBbliie 10 1eT) cpokoB
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XpaHeHHs M 0 JHYHOMY COCTaBYy, a Tak)Ke aKThl O BbIACIEHHH K YHHYTOXKEHHIO
nen, He IMOoAJeXallHX XpaHeHHIO, paccMaTpuBaloTCs Ha 3acegaHud  JK
AnmuHHucTpauun oaHoBpeMeHHO. CornacoBaHHble DK akThl M ONMUCH NOJJIEXKAT
cornacoBanuto (yreepxiaenuw) JIIK u mocne atore yreepknaiores [nasoi
AJIMHWHHCTpaLHH.

8.33. Jlema, oOpasoBaBmiMecs B IedATEIbHOCTH AIMHHHCTpPallUd |
nojieXkallie XpaHeHHI0, IPOXOAAT MOJIHOE UK YacTUYHOe odopmienue. [Tonnomy
o(opMIIEHHIO TOANIEXKAT Jela BpeMeHHbIX (cBbllle 10 71eT) cpokoB XpaHeHHS U
IIOCTOAHHOTO XpaHeHus. [lena BpemeHHBIX (10 10 1€T) CpOKOB XpaHEHHs MOATIEkAaT
YacTHYHOMY 0(OPMIICHHIO.

Odopmnenne 1en NpoBOAUTCS B CTPYKTYPHBIX  IIOJpa3fielieHUsIX
AJZIMUHHUCTpaLHMH 10 MECTY (POPMHUPOBAHUS JOKYMEHTOB B JleJa.

8.34. Ilomnoe odopmiernue aena Ha OyMa)kHOM HOCHTENE BKIIFOYAeT:

oopMiIeHHE PEeKBU3UTOB OOJIOXKKH JeJ1a;

HYMEpAIHIO JINCTOB B JIEJIE;

COCTaBJICHHE JIMCTa-3aBepUTENS JeNa;

COCTaBJIEHHE B HEOOXOIUMBIX CIIy4asiX BHyTPEHHEH OIUCH JTOKYMEHTOB Jiefla;

MOJIIMBKY U NEPEerIeT Jena;

BHEceHue HeoOXOAMMBIX yTOYHEHMH B PEKBU3HTHI OONOXKKH Jena (yTouneHne
Ha3BaHHUs OpraHW3allvy, MHJeKca Jea, KpaiHuX J1aT Jella, 3arojioBka jena).

Jlncr-3aBepuTens Jena, BHYTPEHHsSI ONKCh JOKYMEHTOB Jena M 00loxka
Iesia COCTaBIAIOTCA 10 GopMaM, yctaHoBleHHBIM [IpaBunamu (npunoxkenne NeNe
25-27).

8.35. Jlena BpemeHHBIX (n0 10 1neT BKIIOYHMTENBHO) CPOKOB XpaHEHHS,
NOoUIeXKalHe YacTHYHOMY O(OPMIICHHIO, IOMYCKAaeTCs XpaHHTh B Iamkax, B
KOTOPBIX J€jla XpaHUIUCh B JIEJIONPOU3BOACTBE, lIEpECHCTEMATH3ALUS JOKYMEHTOB
B JieJie He MPOBOJMTCS, JUCTHI Jejla He HyMepyIOTCsl, JIMCThI — 3aBEpPUTEH Jeja He
coctaBisAr0oTcs. Ha o00mokke nema B COOTBETCTBHM C HOMEHKIATypoil men
AIMUHHCTpPAIlMM  3alOJIHAIOTCS  PEKBU3UTHI: HAaMMEHOBaHHWE OpraHU3allkH,
HalMeHOBaHHE MOJpa3ZelIeHus, MHIAEKC Jena, 3arojloBOK Jela, CPOK XpaHeHHS
JOKYMEHTOB.

8.36. Ha obnoxxke nen BpemeHHBIX (cBbimie 10 1eT) CpOKOB XpaHeHHS H IO
JMYHOMY COCTaBY YKa3bIBaIOTCSI:

HaWMEHOBaHHE OPraHN3alluu;

HAaHMEHOBaHUe CTPYKTYPHOIO MoJApa3/ieeHus;

WHJIEKC JieJ1a 10 HOMEeHKIIaType Jel;

HOMep ToMa (4acTH);

3aroJIOBOK JeJia (Toma, 4acTH);

KpaiHue /1aThl Jena (ToMa, 4acTu);

KOJIMYECTBO JIUCTOB B J€JI€;

CPOK XpaHeHus Jena;

apXUBHBIA WHGP nena.

Ha o06noxkax [en MOCTOSHHOrO XpaHeHHs Hajad HaWMeHOBaHHEM
AIMHHUCTpAllMM  yKa3blBa€TCss HaMMEHOBaHHE  MYHHUIUNAIBHOTO  apXHBa,
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NCTOYHHUKOM KOMIIJIEKTOBaHMSA KOTOPOT0O BEICTyaeT A IMHHHCTPALINS.

8.37. Ilpu odopmiaeHHH 0010KKH Jena:

HauMeHOBaHHe AIMHHHUCTPALMHU yKa3bIBA€TCs MOJHOCTBIO, B UMEHUTEILHOM
nagexe, ¢ ykazaHueM O0QHIHATbHO MPUHATOIO COKPAIlEHHOIO0 HauMeHOBaHus (IpH
€ro HaJM4MHK), KOTOpOe YKa3biBaeTcs B CkoOKax Mmocje NnoaHoro HauMeHOBaHus;

HAaMMEHOBaHHWE CTPYKTYPHOIO MOApa3[eNieHUsl YKasblBaeTcs IIOJHOCTBIO B
COOTBETCTBHM C YTBEPKIAEHHOH CTPYKTYypod AIMHUHHCTpauuu (NpH HaJIAYUH
COKpalLleHHOI0 HaMMEHOBaHHUS CTPYKTYPHOI'O MOJpa3/esIeHHs OHO yKa3bIBaeTcs B
CcKOOKax);

HHIEKC Jeia TpOCTaBiseTcs B COOTBETCTBUM C HOMEHKIATYpoOH Jel
AIMUHUCTpALNH;

3aroJIOBOK Jeja MEPEeHOCHUTCS M3 HOMEHKIATyphl Ael AIMUHUCTpauuu (B
He0OXOIUMBIX CIIydasiX B 3ar0JOBOK BHOCSTCS YTOYHEHHS );

naTel Aena (roa(sl) 3aBeIeHUs] 1 OKOHYAHHUs Jesa B 1eJ0NPOU3BO/ICTBE).

IIpn u3MeHeHMM HaWMeHOBaHHS AJMHHHCTpPAllMH WM TOApA3JEICHHS B
TEeYeHHEe NepHoja, OXBAThIBAEMOI0 JOKYMEHTaMH Jella, WM MpH nepenaye nesa B
Ipyroe noapaszieieHne Ha o0O0NoXKe [aena [MoJ TMpeXHUM HauMEHOBaHHEM
yKa3bIBaeTCsi HOBO€ HaMMeHOBaHMe AJIMHHHUCTpaUUHu (IoapasiaeeHus), a npexHee
HaWMeHOBaHHeE 3aK/IF0YaeTCs B CKOOKH.

MHpexc nena ¥ 3aroJioBOK Jejia MepeHocaTcs Ha 0010KKY U3 HOMEHKJIATYPbl
nen. Ecnu neno cocToMT U3 HECKOJIBKUX YacTel, Ha 00JI0KKY KaXA0ro ToMa (4acTu)
BBIHOCUTCS OOIIMH 3aroJI0BOK JieJia ¥ 3arojIOBOK KaK10i 4acTu (Ipu ero HaJIu4duH ).

JaToit gen, coaepkaliux pacHopsAHTENIbHYIO JOKYMEHTAIWIo, a Takke Jell,
COCTOSIIIMX U3 HECKOJbKHUX TOMOB (YacTeil), ABISIOTCSA KpaiiHHE AaThl JOKYMEHTOB
Jena, TO eCThb JAaThl (YMCI0, Mecsll, roj) PerucTpauud (CocTaBlIeHHs) CaMOro
pPaHHEro ¥ camoro IO3JHero J0KyMEHTOB, BKIIOYEHHBIX B Jeno. [Ipu 3TOM IeHb
Mecsla (ABa 3HaKa) U rop (4etbipe 3Haka) obo3HayarTcs apabCKUMH LUppamu,
Ha3BaHue Mecsla Iuuercs cioBoM. Eciu B 1en0 BKIIOYEHBl JOKYMEHTBI, AaThl
KOTOPBIX BBIXOMST 3a KpalHHe IaThl Aeja, TO IOJ JaTaMH Jella, ¢ HOBOH CTPOKH
nenaercs 3anuch: «B aene umeroTcs JOKyMeHTHI 3a...rox (b)». JlaTel gena MOryT He
yKa3bIBaThCs Ha 00JIOKKE Jel1, COAEPKALUX, HAalpUMep, FOJ0BbIe IIaHBl U OTYETHI,
TaK KaK OHM OTPaXXarTCs B 3aroJIOBKax Jell.

Jaramu nena, cogepialiero NpoToKO/Ibl 3aceiaHm, IBISIOTCS JaThl [IEPBOr0
U NIOCTIEeHEro MpoToKona.

Kpaiinumu natamMu JMYHOTO JeNa SBISIOTCS JaThl MOAMMCAHMSA IpHKaza o
npueme (MpH HaJINYMH TPYAOBOIO JOroBopa (CiIyxeOHOro KOHTPaKTa) — Jara ero
3aKJIFOYEHHs) ¥ NTpHKa3a o0 yBOJIbHEHHMH JIMLA, HA KOTOpOe OHO 3aBelieH0. B ciyuae
CMEpTH JIMLa, Ha KOTOpPOe 3aBeleHO MeJ0, KOHEYHOH JaToil sBIseTcs 1ara
JIOKYMEHTa, H3BEIIaI0IIero 0 €ro KOH4YMUHe.

PeKBH3UT «CpOK XpaHEHHUsS [Jela» IEepeHOCHTCS Ha O00N0XKKYy Jena H3
HOMEHKJIATyphl JeN MOoCIe CBEPKH €ro CO CPOKOM XpaHEeHHs, yKa3aHHBIM B [epeyHe
THUNIOBBIX JOKYMEHTOB MJIM B BEJOMCTBEHHOM IepedyHe NOKYMEHTOB, C yKa3aHHeM
CPOKOB XpaHEeHHS.

Ha nenax mocTOSIHHOrO XpaHeHUs NUIIETCSA: « XPaHUTh MOCTOSHHOY.
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8.38. [lo okonuaHHu roja B HAANHMCH Ha OOJOXKKaX Oe] MOCTOSHHOIO H
BpeMeHHbIX (cBbime 10 7eT) CpOKOB XpaHeHHS BHOCATCS YTOYHEHHS: IIpH
HECOOTBETCTBHMHM 3aro/ioBKa Jes Ha 00/10XKKe coaepKaHUIO NOALINTEIX JOKYMEHTOB
B 3aroJIOBOK JIeJla BHOCSTCS H3MEHEHHUS H JIOTOTHEHHUS.

HaumenoBanus AIMHHHCTPALMK U NOApa3eIeHus, FoJ U HOMEP AeNa MOTyT
[IPOCTaBIATHCS Ha 00/10KKe ¢ MOMOIIBIO IITaMIIa.

8.39. B uensx oOecne4yeHuss COXpaHHOCTH U 3aKpeIUIeHHS Mopsaka
pacnoyiokKeHusl JOKYMEHTOB, BKJIFOYEHHBIX B JIeJI0, BCE €ro JIMCThl, KpOMEe JIHCTa
3aBepUTeNss W BHYTPEHHEH OIMMCH, HyMepyroTcs apaOckumu UudpaMH BalloOBOM
HyMepauueit. JIuctel HymepyoTcs rpa@UTOBBIM KapaHAalloM WA HyMepaTopoM
(ymorpebiieHre 4YepHMJ M LBETHBIX KapaHJameid MU HyMepaluuM JIHCTOB He
JOIIyCcKaeTcs) CBEPXY BHU3, HH(PHI IPOCTABISIOTCS B IPAaBOM BEPXHEM YIUTy JIUCTA,
HE 3a[eBas TeKCTa JoKyMeHTa. JIUCTEL BHYTPEeHHeH OUCH HYMEPYIOTCA OTAENBHO.,

JIucTel Aen, coOCTOSIIUX W3 HECKOJIbKHX TOMOB MM HacTel, HyMepyKoTCcs Mo
KaXXOMy TOMY MJIH YacTH OTHEIbHO.

JlokyMeHTsl ¢ CcOOCTBeHHOM HyMepalueid JIHCTOB HyMepyloTcs B o0O0LiemM
HopsIIKe.

Jluer moboro ¢opmata, MOAIIMTHIA 3a OOUH Kpail, HyMmMepyeTcsl Kak OIHH
JMCT B IpaBoM BepxHeM yriry. CJI0’KeHHBIH IUCT pa3BOpavyMBaETCs H HyMepyeTcs B
[paBOM BepXHeM yriy. JIMCT, CIO0XXEHHBIH M MOALIMTHIA 3a CepeauHy, MOIIEKHUT
IepelluBKe H HyMepyeTCs KaK OHH JIHCT.

Ecim B €110 NOAIIAT KOHBEPT C BIOXKEHHUEM, CHa4dalla HyMepyeTcsi KOHBEpT,
a 3aTeM o4epeIHbIM NOPSAKOBEIM HOMEPOM Kak10e BIOXKSHHE B KOHBEPTE.

Ecnm B Hymepauum maucToB nomyueHo oOosee 10 ommbok, Bce 1eno
HymepyeTcs 3aH0BO. [Ipu 3ToM cTapble HOMepa 3a4epKHBAIOTCS, U PAAOM CTaBHTCH
HOBBIM HOMEp JIUCTA.

IIpy HANMYMM OTAENbHBIX OWIMOOK B HyMEpauud JHCTOB JAOIyCKaeTcs
yIoTped/ieHue JTMTEPHBIX (¢ OYKBEHHBIMU AONOIHEHUSIMH ) HOMEPOB JIUCTOB.

8.40. Ilocne 3aBepuieHuss HyMEpalUU THCTOB COCTABISAETCS JIUCT-3aBEPUTEIND
Jena, KOTOpbIM pacrojaraeTcss B KoHIe nena. B mmcre-zaBeputene uudpamu u
IIPONKCBHIO YKa3blBAIOTCS KOJMYECTBO IHMCTOB B JAaHHOM Jejle, OCOOEHHOCTH
OTJEeIbHBIX JOKYMEHTOB (HESICHBIM TEKCT, pa3pbiBbl, CKIEHKH ).

JIucT-3aBepuTenh HeNia MOANMCHIBACTCS €r0 COCTABUTENEM C YKa3aHueMm
JOJDKHOCTH, HHUIIMAJIOB B (paMUJIUH, 1aThl COCTABIICHHUS.

KosmyecTBO sMCTOB B Jle/le, YyKa3aHHOe B JIUCTe-3aBepuTelie Jena,
IpocTaBiseTcsd Ha o0I0XKKe aena.

Eciu  nmeno nmepennereHo ¥ moamuro 0Oe3  JMcCTa-3aBEpHTENS, TO
COCTaBJIEHHBI! JIMCT-3aBEpUTENb IOJKIEHBAETCS K BHYTPEHHEH CTOpOHe 3aiHeil
0010KKHU nena.

8.41. Jlna ydera NOKYMEHTOB OIpEJENeHHBIX KaTeropuii MOCTOSHHOTO H
BpeMeHHOro (cBbime 10 1eT) cpoKOB XpaHeHHs], ydeT KOTOPBIX BbI3BaH CHeLU UKol
JOKyMEHTAIMH, BK/IFOUEHHOH B [1€710, COCTABIsIeTCS BHYTPEHHSS OMMHCH JOKYMEHTOB
Zesa, IoMeniaeMasl B ero Hayano.

BHyTpeHHss onHCh BKJIOYAETCS B Jeia, UMEIOIIHe 0co0yo 3HaYMMOCTh, a
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TakKe B Jena, CpOpMHpOBaHHbIE 1O BHIaM JOKYMEHTOB, 3aroJIOBKH KOTOPBIX HE
pPacKphIBalOT KOHKPETHOIO COaep/KaHUs JOKYMEHTOB.

BHyTpeHHss Onuch JOKYMEHTOB Jela COCTaBlseTcs Takke Ha 00beMHbIe
Jie/la IOCTOSTHHOTO U BpeMeHHBIX (cBbille 10 1eT) cpoKoB XpaHeHHus B LeNsIX ydera
1 OBICTPOTrO HaXOXKJICHHS JOKYMEHTOB B JIele.

B KOHIle BHyTpeHHel OMHUCH yKa3blBaeTcs HU(GpPaMyu i MPOMUCHK KOINYECTBO
BK/IIOYEHHBIX B He€ JOKYMEHTOB M KOJHYECTBO JIMCTOB BHYTPEHHEH OMHUCH.

BHyTpeHHsIs ONHMCh AOKYMEHTOB Jeja IOAMMCHIBAETCS COCTABUTEIEM C
yKa3aHHeM JODKHOCTH, HHAIHATIOB ¥ (GaMHIIMH, 1aThl COCTABIICHHSL.

Ecnu neno mnepenneTreHo MW NOAWKTO ©Oe3 BHYTpPEHHEHW OIHMCH, TO
COCTaBJIEHHAs] BHYTPEHHSISI ONUCH TMOJKIEHBACTCS K BHYTPEHHEH CTOpOHE JHIIEBOMH
00J10KKH 1ena.

8.42. JloKyMeHTBl NOCTOSSHHOIO, BpeMeHHBIX (cBbimie 10 JeT) cpokoB
XpaHEHHs U IO JIMYHOMY COCTaBy, COCTABIISIOIIME J€JI0, MTOMEIIaTcs B TBepAble
OOJIOKKM M3 KapTOHa, MOJAIIMBAIOTCS B YeThIpe MPOKOJa HJIH TepelieTaloTcs C
y4€TOM BO3MOJKHOCTH CBOOOJHOr0 YTE€HHS TEKCTa BCeX JOKYMEHTOB, JaT, BH3 U
pesomonuil Ha HUX. Pe3omoumm pYKOBOJCTBA, COCTAaBJIEHHbIE Ha OTIEIbHBIX
THCTax, MOMEMIAKTCs nNepen AoKyMeHToM. IIpM moarotoBke aen K NOAIIMBKE
(mepenieTy) mpoBepseTcsl MPaBHILHOCTb HMX (OpMHpOBaHHS, OGOpPMIIEHHS, BCe
IUTACTAKOBBIE M MeTaUIMYecKhe KpelUieHHs, a TaKkKe TepMOIepenaeTsl u3
JOKYMEHTOB YIANSIOTCS.

Jlena TDOCTOSHHOrO XpaHeHHs, COCTOSIIME M3 0C000 I[EeHHBIX HIIH
He(OPMATHBIX JOKyMEHTOB, MOTYT IPHHHMAThCS HA XpaHEHHE B 3aKPBITBIX
TBEPIBIX ITANlKax ¢ TpeMs KialaHaMHy U C 3aBs3KaMH WM B KOPOOKax.

8.43. IloarotoBka »>IEKTPOHHBIX JOKYMEHTOB K Iepegadye B apXuB

AIMHHHUCTpaLHH OCYIECTBISAETCS CTPYKTYPHBIM nojpasaenecHueM
AIMHMHHCTpAllUM — BIAJeNbLEM COOTBETCTBYIOHIEH HWH()OPMALHMOHHOW CHCTEMEI
COBMECTHO c nojapasjaencHueM (cnenuamucToM), 00ecreYnBarOIIIM

(GyHKIHOHHMpOBaHHEe HHOOPMALHOHHONW CUCTEMBL.

8.44. Tlpu nmoAroToBKe 3NIEKTPOHHBIX JOKYMEHTOB, OTOOpAHHBIX K Nepenaye B
apX¥uB AJIMMHHCTPALMHU, BBITOJIHSIOTCS CIEAYIOIIHE OCHOBHBIE TPOLEAYPbI paboThI
C IOKYMEHTaMH:

KOHBEpTALlUsl 3JIeKTPOHHOr0 JOKyMEHTa B (OpMar apXMBHOTO JOKyMeHTa
(myHKT 4.34 [IpaBun);

bopmupoBanue B HHYOPMALHOHHOH CHCTeMe AIMHHUCTPALMH JIEKTPOHHBIX
nell, ABJSIOUMUXCS COBOKYIMHOCTbIO KOHTEHHEPOB 3JE€KTPOHHBIX IOKYMEHTOB HIIH
KOHTEHHEPOM 3JIEKTPOHHOIO JOKYMEHTa, BKIIOYalolleM: KOHTEHT W MeTaJdaHHBIe
3NIEKTPOHHOIO JOKyMeHTa, (ailiibl 31€KTPOHHBIX MOANUCEH U BH3YaIH3HPOBAHHYIO
KOMHIO TEKCTOBOIO 3JEKTPOHHOrO JoKyMeHTa B popmate PDF/A;

(bopMupOBaHHWE OMHMCH O3JIEKTPOHHBIX J€J, AOKYMEHTOB CTPYKTYPHOTO
NoJApas/ie/IeHus;

MHUTPAlMs  3JIEKTPOHHBIX TOKYMEHTOB Ha ¢u3ndeckn o000CcOOIeHHBIE
MaTepHaibHble HOCHTENH, CJIA JOKYMEHThI NepeJaroTcs B apXuB AIMHUHUCTPALAH
He 10 HHQOPMALMOHHO-KOMMYHHKaIIHOHHBIM KaHalaMm;
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IIpOBEpPKa BOCIIPOU3BOIMMOCTH JIEKTPOHHBIX JOKYMEHTOB;

IpoBepKa 3JEKTPOHHBIX [JOKYMEHTOB Ha  HalW4Me  BpPeJOHOCHBIX
KOMITBIOTEPHBIX IIPOrpamMM;

IOATBEpPIKIEHHE LEIOCTHOCTH 3JIEKTPOHHOrO Jena 3JeKTPOHHOH MOANHCHIO
PYKOBOAMTENS CTPYKTYPHOTO Mojpa3ielieHuss (MHOro yrnoJHOMOYEHHOro JHIa),
OCYIIECTBJISIFOLIEr0 MOATOTOBKY 37€KTPOHHBIX JOKYMEHTOB K Ilepegadye B apXUB
AnMUHHECTpALWH.

8.45. DneKTpoHHBIE NOKYMEHTHI NE€pefaroTcsi B apXMB AIMHUHHCTPANHU IO
HH()OPMALMOHHO-TEIEKOMMYHHUKALMOHHOM CeTH M/ Ha (QU3HYecKH 000c00IeHHBIX
HOCHUTENSIX B COOTBETCTBHM C YCTAHOBJIEHHBIMH IpaBU/iaMu, 0e3 coxpaHeHHs
JAHHBIX 3JEKTPOHHBIX [JOKYMEHTOB B COOTBETCTBYIOIUMX WH(OPMALHOHHBIX
cCHCTeMax.

8.46. Onucu 1en COCTaBIAIOTCH B  CTPYKTYPHBIX IOJApa3sieleHHsIX
AIMUHUCTpALMK 110 METOAUYECKHM pyKoBoacTBoM Obmero otaena.

Onucu 1en1 COCTaBISAIOTCS OTAENBHO HA JleNla MOCTOSHHOTO XpaHEeHHs;, aena
BpeMeHHbIX (cBbllle 10 5erT) CpokOB XpaHeHHs; [ela MO JHMYHOMY COCTaBY,
3]IeKTPOHHBIE Jef1a, a TAKXKe Ha JieNa, COCTOSINEe U3 TOKYMEHTOB, XapaKTePHEIX IS
JaHHOW AaMmuHUCTpauuu (cyaeOHblE, CIEJCTBEHHbIE Nejia, HaydyHble OTYEeTHI IO
TeMam).

Omnuce pgen CTPyKTYypHOro IoApasieleHus cocTaBuseTcs 1o dopMe,
ycraHoBneHHO# [IpaBunamu (mpuioxenue Ne 28).

ITo ommcsM 1en CTPyKTYypHBIX NOJpa3eleHuil NOKYMEHTHI NepelaroTcs B
apXxuB AIMHUHHCTPALMH.

Ha nesia BpeMeHHBIX cpokoB xpaHeHus (4o 10 mer BKIIOYUTETBHO) OMKCH HE
COCTaBISIOTCS, M B apXUB TaKHe Jejia He IepeaaroTcs.

[Tpu Hamuuuu B Anmurauctpanun COJI onucu nen GopMUPYIOTCS B CHCTEME.

8.47. Onmcu nen CTPYKTYPHBIX IOApa3JeleHuil NMpeaCTaBIsIOTCS B apXUB
AIMMHHECTpaIlM{ He paHee, YeM 4depe3 OJMH rojl, H He 1o3/1Hee, 4eM Yepe3 TpH roja
11ocJie 3aBepleHds el B Ae0NpOnu3BOCTBeE.

8.48. OrtpensHas oNWCh NPEACTABNIALT COQOW NEpeyeHb ONMUCATENBLHBIX
CTaTel ¢ CaMOCTOATEIbHON MOPAIKOBOM HyMepalHnen, Kax1as U3 KOTOPBIX J0DKHA
BKJIOYATH CJIE1YIOIINE CBEICHHUS:

MIOPSIAKOBBIA HOMED Jieia 110 OIHCH;

HHIEKC Jefa;

3aroJIOBOK JI€1a;

KpaiHue OAThl Jea;

KOJIH4€eCTBO JIMCTOB B JeJIe;

CPOK XpaHEHHS Jela;

NpUMeYaHHusl.

8.49. TIlpm cocTaBneHMM ONHCH el CTPYKTYPHOIO TOJpa3aesieHus
COOMI0Ia0TCS ceaytolue TpeboBaHus:

3ar0JI0BKH €/ BHOCSTCS B ONHCh B COOTBETCTBHH C IPHHATOH CXeMOW
CHCTEMAaTH3allHHU [eJ1, 3aKPEeIUICeHHOH B HOMEHKIIaType e,

KaKJ0e Jel0 BHOCHUTCS B OfIHCh [0J CaMOCTOSITEIbHEIM MOPSIKOBEIM
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HOMEpOM (eCiIH Je70 COCTOMT M3 HECKOJBKMX TOMOB HJIM YacTeH, TO KaXIbli TOM
WIA 4YacTh BHOCATCS B ONHCh I[I0J CaMOCTOATENbHBIM HOMEPOM); TOPSIOK
HyMEpaluH el B OITHCH — BAJIOBBIH;

rpadbl OMKUCH 3aMOJIHAIOTCA B COOTBETCTBHH C TEMH CBEIEHHUSIMH, KOTOpbIE
BbIHECEHBI Ha 00JI0KKY Aena;

IpH BHECEHHWH B ONHCh MNOApPsSA JAen (TOMOB, 4acTedl) ¢ OJMHAKOBBIMU
3aroJIOBKaMH 3arojOBKH BCeX Hel (TOMOB, 4acTed) IMHIIYTCS IMOJHOCTBIO; IpPH
BHECEHHH B OITHCH MOCJIEIHEr0 3arojoBka n1o0asisgercs cioBo «llocnequniiy);

rpada omucu «[IpumeudaHus» HCHOIb3YeTCs IS OTMETOK O MpHeMe Jed,
0COOEHHOCTAX MX (HU3UYECKOTrO COCTOSIHUS, O Tepenade el APYTUM CTPYKTYpPHBIM
nojpasjelieHHeM CO CCHUIKOM Ha aKT, 0 HaJlM4UH KOMHUH.

8.50. Ilepen BHeceHHEM 3aroJIOBKOB /€]l B ONKMCh IPOBEPSIOTCH KadecTBO
GopmupoBanus u opOpMIEHHS €N, COOTBETCTBHE KOJIMYECTBA eI, BHOCUMBIX B
OIIUCh, KOJTMYECTBY 3aBECHHBIX JIe]I 10 HOMEHKJIaType Jen AJIMUHUCTPALHH.

B KoHIle omucHM Beied 3a MOCAedHeM OonmucaTelbHOM CTaThel 3aroaHsSeTCs
UTOroBasi 3aliCh, B KOTOPOH yKasblBalOTCs (UM(paMH U MPOMHUCHIO) KOJIMYECTBO
IeJl, YHCIISAIIUXCS 10 OMMMCH, TIEpBbIi U MOCIeIHUN HOMepa Jell 1O OIUCH, a TaKKe
OrOBapHBaIOTCS OCOOEHHOCTH HYMEpalMM Jell B ONUCH (IUTepHbIE HOMEpa H
IPOILyLIeHHbIe HOMepa).

8.51. TIlopsinoxk nOpHCBOEHUS HOMEPOB OMNMCSAM J€l  CTPYKTYpPHBIX
nojpa3aejeHHi yCTaHaBIUBAETCS 110 COTJIACOBaHHUIO C apXMBOM AJIMHHHCTPALIHH.

8.52. Ilpu cocraBieHWH OIHMCH 3JEKTPOHHBIX Ael (mpuiaoxeHue Ne 29) B
OMKCH BKIIFOYAKOTCH:

NOPSIAKOBBIA HOMED 3AEKTPOHHOIO Jiej1a 10 OMHUCH;

WHJIEKC 3JIGKTPOHHOrO JAela;

3aroJI0BOK Jena;

nara jgena (Toma, 4yacTH);

CPOK XpaHeHHs Jea;

o0beM ameKTpoHHOro Aena B M6;

npUMEYaHus.

B cocraBe ommcm 2nekTpoHHbIX Jen B CDJ] dopmupyercs peectp
3NIEKTPOHHBIX JOKYMEHTOB (KOHTEHHEPOB 3JIEKTPOHHBIX JOKYMEHTOB), B KOTOPOM
yKa3bIBalOTCs CBeleHHs 00 3JIeKTPOHHBIX AOKYMEHTaxX, BKIIOYEHHBIX B KakKJoe
3JIEKTPOHHOE JIeNO.

8.53. Omnmcu fgen  CTPYKTYPHOTO  IMOApPA3feseHHs MNOANHCHIBAKOTCS
PYKOBOIMTENEM IMOJpa3jie/ieHHs M coriacosbiBatoTes OO6mum otzenom. Peectp
3JIEKTPOHHBIX JOKYMEHTOB, SBIISIOIIMUCS NPHIIOKEHHEM K OIMCH 3JIeKTPOHHBIX
JOKYMEHTOB, MOJMUCHIBACTCS COCTAaBHTENIEM peecTpa C yKa3aHHeM JO0JDKHOCTH,
WHULHANOB, (aMUJIMH, 1aThl COCTABIICHUS.

8.54. Ommcu gen CTPYKTypHOrO mojpasfeleHHs AJIMHHHACTPALUU
COCTaBISAIOTCS B JIBYX JK3eMIUIApax Ha OyMaKHOM HOCHTele, OJUH U3 KOTOPBIX
nepeaaeTcs BMeCTe C JelaMHM B apXuB AJIMMHHCTpAllMM, a BTOPOH oOcCTaeTcs B
Ka4yecTBe KOHTPOJBHOIO JK3EeMILIpa B CTPYKTYpPHOM NoJpaszeneHHH. B apxuB
AJIMHHHCTpALMH TakKXkKe TepelaeTcsl Mo 3K3eMIIspy OIHCeHd Ien B 3IeKTPOHHOM
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BUJE B pelaKkTHpyeMoM dopmare IS HCHOJIb30BaHUS B JaJbHEHINEM [
NOATOTOBKHM apXWBHBIX ONKCEH 1e1, JOKYMEHTOB (FOJ0BBIX pa3/elioB).

8.55. Jlena mnepezaroTcs Ha XpaHeHHe B apxuB AJIMHHHCTpPallUd B
COOTBETCTBHH C TrpadMKOM mepelayd JOKYMEHTOB, YTBEpKAEHHbIM [ n1aBoi
AQMUHUCTpAlM¥ HMJIA HHBIM YIOJHOMOYEHHBIM MM JIMIIOM M COIJaCOBAaHHBIM C
PYKOBOJIUTENSIMH CTPYKTYPHBIX 0Apa3/ieeH .

8.56. Jlena mocTtossHHOrO W BpeMeHHBIX (cBbile 10 5neT) cpokoB XpaHeHWS,
JOKYMEHTBI 110 JIMYHOMY COCTaBy, 3JE€KTPOHHbIE TOKYMEHTBI NEPENAIOTCS B apXHB
AnmMuHUCTpallid HE paHee, 4eMm 4epe3 roj, U He Io3/Hee, YeM 4Yepe3 Tpu rojaa
nocJie 3aBeplleHus UX B JeI0NPOU3BOACTBE.

8.57. Ilepenaua nen B apxuB AIMUHHCTPALUU IIPOU3BOJUTCS T10 ONMUCAM I
CTPYKTYPHBIX MOApa3aeIeH .

8.58. VYmnonHoMO4YEHHBIH pPabOTHHK apxmBa IIPOBEPSET INPaBHILHOCTD
odbopmieHus ¥ (GOPMHPOBAaHMS [eJ, MPaBUILHOCTb COCTABIEHHS ONMCEH mer,
COOTBETCTBHE KOJMYECTBA [eJl, BKIOYEHHBIX B ONUCh, KOJIMYECTBY Jel,
c(OpMHUPOBaHHBIX B COOTBETCTBUU C HOMEHKIATYpOil Jell.

BrisiBrIeHHBIE TIPU IPOBEepKe HENOCTAaTKU B (GOpMHUpOBaHHHM M OGOPMICHHH
nen  pabOTHHKM  CTPYKTYpHOro IojApasZielieHHss o00s3aHbl YCTpaHHTb B
JIByXHee/IbHbIi CPOK.

8.59. IlpueM kaxzgoro naena B apXuB AJMHHHCTpPAllMM TPOH3BOAUTCS B
npucyrctBun JlenonpousBoautenss mnoapaszaeneHus. Ilpy stom Ha oboux
3K3EeMIUISIpax ONKMCH IIPOTUB KaKAOro Aelna, BKIOYEHHOTO B Hee, IeIaeTCa OTMETKA
O HaJIW4YuU Jena. B KOHIe KaXAOro 3K3eMIUIspa ONMUCH B HTOTOBOHM 3allMCH
yKa3bIBaeTcsl HU(paMH U MPOMMCHI0 KOJUYECTBO (PAKTHYECKH NMPHHSATHIX B apXHB
nen, B TOM 4YHCHIE 3JIEKTPOHHBIX, HOMEpa OTCYTCTBYIOINUX IeJ, JaTa NpHeMma-
nepefadd e, a TaKKe NOANHMCH JMIa, OTBETCTBEHHOrO 3a apxuB, M JIMIA,
nepeaaBIIero aena.

Wrorosas 3amuch MNOATBEPKAACTCS MNOANMCIMH COTPYAHMKA apxXuBa H
Jlenonpous3BoauTeNs NMoApasieneHus, nepeaasiuero geina Ha OyMaXxHOM HOCUTeNE U
3NIeKTPOHHBIE Jea.

8.60. Ilepemaua »37€KTPOHHBIX ITOKYMEHTOB B apXWB AIMUHHCTpAINH
IPOM3BOAUTCS HAa OCHOBAHWUU ONHCEH 3JIEKTPOHHBIX Jel MO0 HH(MOPMAaIHOHHO-
TEJIEKOMMYHHMKAIlMOHHOM ceTH (IpH Hamu4uu B apxuBe AJIMHUHHUCTpaLUH
HHQOPMALMOHHON CHCTEMbI) MM Ha (HU3NYecKH 000COOJIEHHBIX MaTepUabHBIX
HOCHTEIIAX, KOTOpBIE MPEACTABISAIOTCS B ABYX MASHTHYHBIX 3K3eMILIspax.

8.61. B ciydyae JMKBMJAUMM HWIM PEOPraHU3alUM  CTPYKTYPHOIO
nojpaszieseHus AIMUHUCTPALMK COTPYAHUK (IeI0NPOU3BOAUTENb) OAPa3IeIeHHS
B [NEpHOJ IPOBEJEHUs JIMKBHAAUMOHHBIX MEpONpHUsATHH (QOpPMHpPYET BCe
UMEIIIHecs NOKyMEHTHl B faena, oQopMiseT [ela U NepefaeT HUX B apXuB
AIMUHHCTpallMd, HE3aBUCHUMO OT CcpokoB xpaHeHus. [Ilepemasa nen
OCYIECTBIISIETCS 110 ONHUCSAM 1eJ1 ¥ HOMeHKJIaType Oell.

8.62. Ha pena ¢ MCTeKIIMMH CpPOKaMH XpaHEHHMS B CTPYKTYpPHBIX
noapasaeieHusX AJMHHHCTpALlMM COCTaBISIOTCA TMpeMIOKEHHS K akTy o
BbIIE/I€HUH K YHUYTOKEHHUIO JOKYMEHTOB.
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Ha ocnoBe mnpeanoxenuil CTpPyKTypHBIX mozpasaeneHud OOmmid otaen
COCTaB/ISIET aKT O BBIICJACHHH K YHHYTOXKEHHIO JOKYMEHTOB, HE MOIJIeKalluX
XpaHeHHI0, Ha Jena Bcell AIMMHMCTpAlLlMM. 3aroJIOBKM OJHOPOIHBIX Jell,
OTOOpaHHBIX K YHUYTOMKEHUKO, BHOCATCA B 4KT MNOA O0QWMUM 3aroloBKOM C
yKa3aHMEM KOJIHM4YeCcTBa /1], OTHeCEHHBIX K JIaHHOU Ipynine.

8.63. Jlena BKIIOHAIOTCA B @KT O BbIAETICHUHM K YHHYTOXXEHHUIO TOKYMEHTOB,
He MOMJIeXallUX XPaHEHHIO, €CIIM NpPeIyCMOTPEHHBIH /I HHX CPOK XpaHEHHS
ucTek K 1 ssHBaps roza, B KOTOpoM cocTasleH akT. Hanpumep, 3akonuenHsle B 2016
TOay Jena ¢ 3-IeTHHM CPOKOM XpaHEHHsI, MOTYT OBITh BKJIIOYEHBI B aKT, KOTOPBIH
Oynet coctaiieH He panee | sHBaps 2020 roaa.

8.64. Jlena ¢ ormetkoit «IIIK» (ormerxka «3IIK» o3Hauaer, 4TOo YacTh
JOKYMEHTOB MOXKET OBITh OTHECEHAa K CPOKY XpaHEHHMs «IOCTOSHHO») MOMAJIEKAT
nonmuctHoMy mnpocmotrpy OIIK npm ApxuBHOoM ynpasneHuH IIpaBurenscTBa
Yeuenckoii PecnyOmukum B 1ensx BBIABIEHHS [JOKYMEHTOB, IOIUIEXKALIMX
MOCTOSHHOMY XpaHEeHWI0. BhIsiBlieHHBbIE B TaKuX JAejaxX JOKYMEHThI MOCTOSTHHOIO
XpaHeHHs BBIIECJSIOTCS M I[PUCOSOMHSIOTCS K OOHOPOAHBIM JelaM Wi
(GopMHEpYIOTCS B CAaMOCTOSITe/IbHBIE [ea.

OctanbHble OOKyMeHTHI fena ¢ orMeTtkoit «OIIK» Bkmowarores B akT, npu
yrom oTMeTKa «D11K» B akTe He ykassiBaeTcs.

8.65. AKT O BBIEIEHHMH K YHHMYTOXKEHHIO JOKYMEHTOB, He MOJIeKaIluX
XpaHEHHMIO, NPEJICTABISAETCS Ha pacCMOTpeHue U coriiacoBanue DK oHOBpeMeHHO
C ONMHUCAMHM J1eJ1 IOCTOSHHOIO XpaHEeHHMsI U 110 JTMYHOMY COCTaBY.

8.66. AKT O BBIIENIEHMH K YHHYTOXXEHHIO IOKYMEHTOB, HE IOJJIeKallnX
XpaHeHHUIo, yTBepxkaaeTcs I naBoit AnqmuaucTpanuu nocne yreepxxaerus SITK npu
ApxusHoM ynpasienuu IIpasutenscta Yeuenckoit PecryOnuku, B COOTBETCTBHH C
IPeJOCTaBICHHBIMA €My IOJIHOMOYHSIMH, ONHCEH [el NMOCTOSHHOrO XpaHeHHs H
COrjacOBaHHs ONMCEH [el MO0 JUYHOMY COCTaBy, I10CJIe Yero aena, BhIAeIeHHbIE M0
aKTy K YHMYTOXXEHHIO, MOTYT ObITh YHHUTOXKEHBHI.

8.67. Jlema, moanexamue YHWYTOXKEHHIO, TNEpeNaloTCs Ha IepepaboTKy
(yrunusauuro). Ilepenaua nen opopmisercst nprueMo-cIaTOYHOM HaKIaJHOM.

[Tocne yHMYTOXKEHMS Ael B HOMEHKIAType [ell MPOCTABISIOTCS OTMETKH,
3aBepseMble MOANUCHIO crienunatncTa Jlernonpon3BoAuTeNNeM, U 1aTOM:

«Yauuroxkeno. Cm. axkt Ne oT . 1loanucse,
UHULHATB], GaMUITUSY.

8.68. DIeKTpOHHbIE JOKYMEHTbI C HCTEKIIMMH CPOKAMH XpaHEeHHs MMOJIeKaT
BBIJIECJICHHIO K YHHYTO)KEHHIO Ha OOIIMX OCHOBaHHSAX, IOC/IE YEero MPOBOIUTCS MX
(Qu3MUEeCKOoe YHHYTOXKEHHME WIM YHHYTOXKEHHE IpOrpaMMHO-TEXHHYECKHMH
CpeICTBaMH C COOTBETCTBYIOLIEH OTMETKOH B aKT€ O BBIACIEHHH K YHHYTOXKEHHIO
3/IEKTPOHHBIX TOKYMEHTOB.

DJIEKTPOHHBIE JOKYMEHTHl CYHMTAIOTCS YHHYTOXKCHHBIMH, €CIH HMX Helb3s
BOCCTaHOBHTH CPEICTBaMU HHOOPMALMOHHON CHCTEMBI HAa HOCUTENSIX HHGOpMaIINH
M W3 pe3epBHBIX KOIHUH.
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8.69. AKTbl O BBIASIEHMH K YHWHYTOXKEHMIO JOKYMEHTOB, HE TOAJEKaIINX
XpaHEHHIO, XpaHATCs IOCTOSHHO B Jene (GoHza.

IX. Oprannzauns 30¢Tyna K 10KyMeHTaM H HX HCIO.1b30BAHUS

9.1. Bplmaua aen, Haxoasmuxcs Ha XpaHeHun B OOumem otxgene, B
CTPYKTYpPHBIX  NOApasle/leHUusX  AIMUHHCTpaUud  pabOTHUKAM  APYTHX
noJpasie/ieHuil as O3HaKOMIeHUs M (WiM) I BPEMEHHOTO HCIOJIb30BaHHUS B
paboTe mpou3BOAMTCA 1O 3aMpocam, NOANKUCAHHBIM PyKOBOIHTEIEM (3aMeCTHTEeM
PYKOBOIHUTEJS) CTPYKTYPHOTO MOApa3aeieHus, 3apalliBaroero 1e10 (I0KyMEeHT)
U ¢ paspelleHus HayaubHUKa OOLIero ornaena WIXM CTPYKTYPHOIO MOApa3JeseHus,
IJOKYMEHTBI KOTOPOro 3allpalliBarOTCs.

9.2. Jlena, TOKyMEHTb! BbIAAIOTCS BO BPEMEHHOE IOJIb30BaHHe pabOTHHKaM
AnMuHHCTpal#K Ha CPOK He OoJjiee OQHOro Mecsia.

['ocynapcTBeHHBIM (MyHHLHIIATBHBIM ) oprasam (cynebnsiMm,
IIPaBOOXPaHHUTEIbHBIM, OpraHaM rocyJapCTBEHHOIO (MYyHHMLMIIAILHOIO) KOHTPOJIS
M Haja3opa) Aena M OTHAENbHbIE JOKYMEHTBI BBIJAIOTCS Ha OCHOBAaHUU HX
IIMCbMEHHBIX 3alpOoCOB C paspemeHus [7aBbl AQMHMHUCTpaUWM WM HMHOTO
YIIOJIHOMOYEHHOTr0 UM JIMIIA, [10 aKTaM Ha CpPOK He Oojiee MIeCTH MecsLEB.

IIpy HeoOXOZMMOCTH CpPOK HCIHOJIb30BaHUS [IOKYMEHTOB MOXET ObITh
IPOJUIEH.

9.3. B mnuceMeHHOM 3ampoce paOOTHUKOB OpraHM3allid O Bblgaye
JOKYMEHTOB (Z1e]1) BO BpEMEHHOE IM0JIb30BaHHE U3J1aralTcs NPUIHHBI, 10 KOTOPBIM
3ampali¥BaeTcs Aeno  (HOKYMEHT) M Uelb HCHOJNb30BaHUS [JOKYMEHTOB,
HaXOJALIMXCS Ha OTePaTHBHOM XpaHEHHH.

9.4. Ha BblgaHHOEe [e10 3aBOJMTCS KapTa-3aMecTHTeNIb, NoMellaeMas Ha
MECTO BBIZIaHHOTO Aena. B Hell yka3blBarOTCS MHJEKC Jena, AaTa ero BbIOa4d, KOMY
JeJI0 BbiIaHO, JlaTa ero BO3BpalleHus, peaycMaTpUBatoTcs rpadsl s noanucei B
[IOIy4€HHUH U pUeMe Jena.

Ha mecTo u3bsATOr0 NOAMMHHMKA JA0KyMeHTa pabotHuk OOmero oTaena uim
JlenonpoussoauTens MOApa3fe/NeHHs] BKIAAbIBAET B IE/O0 JIUCT-3aMECTHTENh C
yKasaHHeM, Korga, KOMy M Ha KakKod CpoOK BBIIaH NOKYMEHT W TMOJANUCIMH B
noiny4eHun W npueme nena. Ilpu sTtom B neno momemaercs 3aBepeHHas KOMUS
JIOKyMEHTa.

Ilocne pemenus Bompoca, ans paccMOTpeHHS KOTOPOTO 7ena (JOKYMEHTHI)
U3bIMAJIACh IO 3alpocaM WHBIX OPraHu3alui, MOIIMHHUKYA JOKYMEHTOB IOJIKHBI
OBbITH BO3BpallieHbl B ATIMHHUCTPAIHIO U IIOMELIEHBI B JeI0.

9.5. DnexTpoHHBIE JOKYMEHTHI, HaXOAsIIHecs Ha ONepaTHBHOM XPaHEHHH B
0a3ax JaHHBIX MH(OPMALMOHHBIX CHCTEM, BBIJAIOTCS IJIsS HCIOJIb30BAHHUS B BHIE
KOIHH 3J€KTPOHHBIX IOKYMEHTOB B COOTBETCTBHH C IyHKTOM 2.51 HacTosmeit
HucTpykuuu.

9.6. Ilopsnmox noctyna paboTHHKOB AIMHMHUCTpALMH K JOKYMEHTam,
pasmemaeMpiM B COJl uin uHOM MHODOPMAUMOHHONH CHCTeMe, YCTAHABIMBAETCS
J0KaJIbHBIME HOPMATUBHBIMH aKTaMH AIMUHHMCTPALMH, ONPEIeISIOMUAMHU TTOPSI0K
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3KCILTyaTallHd HHOOPMALMOHHON CHCTEMbl, H B COOTBETCTBUH C IEPCOHAIBHBIMH
Y4eTHBIMH 3anucsaMu padoTHHKoB B CO/] umu nHOM MHQOPMALIMOHHON CHCTEME.

PaborHukam, He HMEIOIMM TMpaBa JOCTya K COOTBETCTBYIOLICH
UHGQOPMAMOHHON CHCTEME, 3TEKTPOHHBIE TOKYMEHTHI BBIAOTCH B COOTBETCTRUM C
nyugramua 9.1 - 9.3 mHactosme#d WHcTpykunuu, Ha ¢usndyeckd 000co0IeHHOM
HOCHTEJIE, BBICBLIAIOTCS IO 3JIEKTPOHHOMY ajpecy pabOTHHKa, 3ampalliBarollero
TOKYMEHT, HITH HHBIM 00pa3oM.

9.7. B ObmewM otzaese UK B CTPyKTYpPHOM IOApasie/leHuH, BbIIaBIIeM Jelo
(ZoKyMeHT) BeZeTcs Y4YeT BbIIAHHBIX Jel (OOKYMEHTOB) H KOHTPOJb WX
CBOEBPEMEHHOI0 BO3BpaTa. OJIEKTPOHHbIE Jena (JOKYMEHThI) BO3BpaTy He
noxjiexar.

9.8. PabortHukH AnmMuHHCTpauuu o0s3aHbl oOecrneduBaTh COXPAHHOCTH
IOJIy4€HHBIX BO BPEMEHHOE IM0/b30BaHHE JOKYMEHTOB (1en) Ha OymakHOM
HOCHUTEJIE W HMCIIOJIb30BaTh [OJIYYEHHYI0 HHGQOPMALHI B COyKeOHBIX LEesX B
COOTBETCTBHH C TpeDOBaHHSMH JIOKAJIbHBIX HOPMAaTHBHBIX aKTOB. 3alpelaeTcs
nepenada IONyYEeHHBIX [JOKYMEHTOB MM MX KONUHA pabOTHHKAM Jpyrux
NoApa3AeJIeH!il NN OpraHu3aldi.

9.9. Hszwsitue (BbleMKa) NOKYMEHTOB, 00pa30BaBUIMXCA B JESTEILHOCTH
AIMVHWUCTPALWHK, TPOM3IBOAWTICS B  COOTBETCTBMM €  3aKOHOAATEIHCTBOM
Poccuiickoit @enepanum.

9.10. H3msTHe (BbIEMKA) AOKYMEHTOB IIPOM3BOAUTCS HAa OCHOBaHUHU
IIMCbMEHHOT0 pacrnopskeHus (IIOCTaHOBJIEHMS) COOTBETCTBYIOIIEr0 OpraHa BJIAcTH
¢ paspewmiedus ['1aBpl ADMHUHUCTpalMK WIH HHOTO YIOJHOMOYEHHOTO MM JIMIA C
U3BEIIEeHHEM PYKOBOIHUTENS [IOAPA3AeNIeHNs], TOKYMEHTEI KOTOPOT0 HU3bIMAIOTCH.

9.11. ®aKkT u3pATHA (BBIEMKH ) IOKYMEHTOB (PUKCHpYETCs B TIPOTOKOJIE (aKTe)
U3bATUS (BBIEMKH) JOKYMEHTOB, KOTOPBI COCTABIISIETCS HE MeHee 4YeM B IBYX
3K3eMIIApaX H  TIOJANMCHIBAETCS  YNOJTHOMOYEHHBIMH  TIPEICTAaBUTEIAMHU
AIIMMHHCTpalliM M COOTBETCTBYOIIero opraHa BiaacTd. K mnpoTokomy (akty)
NPUTAraeTcs OMUCH (peecTp) U3BATHIX JOKYMEHTOB (Ie).

9.12. Tlpm Wu3BATHH TOATWHHAKOB JOKYMEHTOB B JeJ0 I[IOMEIAeTcs
3aBEpeHHas KOIMs JOKyMeHTa, Ha 000poTe KOTOpPOH YKa3blBaeTCs OCHOBaHHE
U3bATHS IIOJUTMHHUKA, CPOK BO3BpATa, AaTa W MOANUCH pabOTHHKA, OTBETCTBEHHOTO
3a GopMHpOBaHUE U/UITH XpaHEHHE Jela.

9.13. lloanmuuuk  noKymeHTa, WM3bATBIA W3 [ela Ha  OCHOBE
COOTBETCTBYIOIIETO pEIIeHHUs, II0CIe PacCMOTPEHHS] M peLIeHHs BOIpocCa,
BO3BpalllaeTCsA B €10, IIPH 3TOM KOIIHs, ITOMelleHHas B 1eJI0 BMECTO MOITHHHHKA,
H3bIMAECTCH.

X. U3roToBienue, yueT, HCMOIL30BAHHE H XPaHeHHWe NeYaTel, ITAMIOB,
0/1aHKOB JOKYMEHTOB, HOCHTe/IeH JIeKTPOHHbIX MOAMHCEH

10.1. bnanku OpraHM3alHOHHO-PacCIOPAIUTENBHBIX NOKYMEHTOB
paspabareiBatorcs  OOmmM  otzenom. Buasl  67aHKOB — OpraHM3alHOHHO-
pacrnopsIuTeIbHBIX  JOKYMEHTOB, TpeOoBaHHS K HX O(QOPMIEHHIO H
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HCIIONb30BAaHUIO YCTAHABIMBAIOTCS HacTosel MHeTpyKunei.

10.2. O6pa3ubl 01aHKOB JOKYMEHTOB YTBEP/KIAKOTCS B COCTaBe HACTOSLIEH
MuceTpykuuu unm npukasom [ 1aBel B cocTaBe KOMILIeKTa (a1sboma) 6:1aHKOB.

10.3. B AnMmHHCTpauuM¥ Ui [OATOTOBKH  JOKYMEHTOB  MOTYT
WCIOJIb30BaTLCs OJAHKH JOKYMEHTOB, M3TOTOBJIEHHBIE THIOrpadcKuM crocobom
HJIA CPEICTBaMH OllepaTHUBHOM NOIUrpaduu.

AnMuHUCTpauus BIpaBe MpPH TIOArOTOBKE [JOKYMEHTOB HCIOJIL30BaTh
3NEeKTpOHHBle [MabI0Hbl OJaHKOB. DJIEKTPOHHbIE MMA0I0HB!I O0JaHKOB OKHBI
COOTBETCTBOBATh 00pa3laM OJIaHKOB, yTBEpPKACHHBIX [ 1aBoii AJIMHHUCTpALUH.

10.4. branku OpraHM3aliOHHO-PACOPSIIUTEIbHBIX JOKYMEHTOB,
NpUMeHsieMble B AIMUHICTPALMH, HE MOTYT NepeaBaThCsl IPYTUM OpraHU3alusIM,
JTODKHOCTHBIM U (QH3UYECKUM JIMLIaM.

10.5. Obmmit oTnen:

odopmisier 3aKka3bl Ha  H3TOTOBJIeHHE OllaHKOB  OpPraHU3allMOHHO-
pacmopsIUTEIbHBIX JHOKYMEHTOB THIOTpadCKUM CIOCOOOM HIH CpeacTBaMH
ONepaTUBHON NOJUTPaA(HH;

OCYyIIeCTBIsIET XpaHEHHe OJaHKOB OpraHH3alHOHHO-PACITOPSIUTENBHBIX
JOKYMEHTOB M BblJadyy HMX COTpPYAHHKaM B CTPYKTYpHBIE TOJpa3JesieHus
AIMWHHUCTpALIHH;

OCYIIECTBISET KOHTPOJIb 3a [PaBUILHOCTBIO HCIOJIb30BaHHS OJIaHKOB
OpraHM3aluOHHO-PACTOPSIUTEIBHBIX JOKYMEHTOB.

10.6. B AnMuHuCTpauMK B COOTBETCTBHH € 4acTbo 2 ctaTthu 6 3akona YP ot
03.06.2008 r. Ne 23-P3 m ycraBoM AIMUHHUCTpALMH HCIOJb3YeTCS IedaTh C
BocnpousseneHuemM I'epba Yeuenckoir Pecnybnaukm (nanee — Ileuats
AIMUHHCTpPALIUH ).

B AnMuHHCTpamMM TakKe MOTYT HCIOJIB30BaThCS NeYaTH MOApasaelleHui,
neyaTH /15 MaKeTOB M OTAE/IbHBIX KaTeropuil JOKYMEHTOB, a TakKe MeTa/UTHYeCKHe
BBUKMMHBIE T€4aTH Uil OINEeYaThIBaHMS IOMELIEHHWH M YJIOCTOBEPEHHS
CrelHaIbHBIX IIPOIYCKOB.

B AamuHuCcTpanmuu MOXET HCIOAb30BaThCs IITaMI  (IITaMMbI) C
(hakCHUMHUIBHON NOANMUCHIO [ J1aBbl ¥ UHBIX JIODKHOCTHBIX JIHIL.

[lopsinoxk wmCroap30BaHMS IITAMIOB ¢ (DaKCUMUIBHON TOANHCHIO | 1aBbl u
WHBIX JOJDKHOCTHBIX JIMI (C YYE€TOM MOJIOKeHUH mnyHkTa 2 crtateu 160 gactu I
['paknanckoro xogekca P®), BUAbI JOKYMEHTOB, NOAMHCHIBaeMbIX (haKCHMHUITBHOM
MOAMKCHIO yCTaHABIMBAETCS JIOKAJIbHBIM HOPMATHBHBIM aKTOM AIMUHUCTPAIIHH.

10.7. Ilewats ApMuHHCTpalMM C BOCIPOM3BEIEHHEM | 0CylapcTBEeHHOTO
repba Yeuenckodl PecmyOnMKM  OOMKHAa  COOTBETCTBOBaTh  TpeDOBaHUAM,
YCTaHOBJICHHBIM JICHCTBYIOIIIMM 3aKOHOAATEIbCTBOM.

10.8. Tleyaru u mTamnbl AIMUHHCTPAMH M3rOTABIMBAIOTCS B KOJIHYECTBE,
HEeOOXOOMMOM JJIs1 OCYILUECTBJEHUs I0Apa3fe/leHusIMH AIMHUHHCTpaUUH M ee
paOOTHHKAaMH BO3JOXKEHHBIX Ha HUX OyHKuUMi. PemeHue 00 H3rOTOBIEHHH W
KOIHYECTBE IK3EMIIIAPOB NeYaTeld U IITaMIoOB NpHHUMaeT I 1aBa AAMUHUCTpalIHH
10 NpeIcTaBiIeHHI0 HadanbHuKa O0mero otaena.

Ecin Tlewars AQMUHHCTpALlMH HCIIONb3yeTCs B HECKONBKHX SK3eMILIsApax.
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HOMeEp 3K3eMIIsipa evaTy yKa3bIBaeTCs B KIUIIE ITeYaTH MIPH ee H3rOTOBICHHH.

10.9. TleyaTbro AQMMHHUCTpaALMH 3aBepsOT MOMIMHHOCTH noanucu [ nasel
AIMUHUCTpPAllMM ¥ WHBIX YMOTHOMOYEHHBIX MM JIHIl, Ha JOKYMEHTaXx M KOIHSIX
JIOKYMEHTOB B COOTBETCTBHHM C ITVHKTOM 2.49 UHCTPYKIIUH.

10.10. Ilegatm ®m ImTammbl BBIJAIOTCS IS HCIIOJL30BaHUS pPabOTHUKaM,
OTBETCTBEHHBIM 32 WX HCIIOJIb30BaHHE U XpaHEeHHe MOJ MOAMUCH B JKypHaJe ydeTa
neyaTeidl ¥ mTamnoB. YueT meyateidl M mtamMnoB AaMuHHCTpauuu peaeT OOmuit
oTIeN.

10.11. Ilpu wmcmons3oBaHMH B paboTe MeyaTd W IITaMIbl XPaHATCS B
3anuparomuxcs mkadax (ceiidax) paOOTHMKOB, OTBETCTBEHHBIX 3a XPaHEHHE M
HCIOJIb30BaHUE NeYarel U ITaMIIoB.

10.12. Ilepenaya nevareif ¥ IITAMIIOB OCTOPOHHUM JIMLIAM He JIOITyCKaeTCs.
BeiHOc meuated W WTamMmnoB 3a mpedensl AJIMHHHUCTpPAllMd BO3MOXKEH B
UCKIIIOYUTENBHBIX ClIy4asx [0 pEIIeHHI0 pPYKOBOACTBa AJIMHHHUCTPALMH
(HanpuMmep, IIpH NOANMHCAHHH JI0TOBOPOB).

10.13. O6umii otaen AIMHUHHCTPALUU €XKErOJHO MpoBepseT CoOmoneHne
paboTHHKaMM YCIIOBMH HMCIOJB30BaHHS M XpaHEHHs TMedared W INTaMIOB B
CTPYKTYPHBIX NOJIpa3aeeHusIX AIMHUHUCTPALIUH.

10.14. Tlpumenmmue B HEroAHOCTh M YTpPATUBIIME 3HAYCHHUE I€4YaTH H
ITaMnbl mojnexar Bo3BpaTy B OOwui otgen [ LeHTPAIM30BAHHOTO
yHUYTOKeHHus. Ileyatn yHHYTOXKAIOTCS MO aKTy C COOTBETCTBYIOIIEHM OTMETKOH B
)KypHaJle ydeTa rnedyareif U MITaMIIOB.

10.16. Ilpm mnepemade AIMHHHCTpaLMedl 3JIE€KTPOHHBIX [JOKYMEHTOB Ha
3JIEKTPOHHBIM ajgpec ApYyroil opraHu3aluu, a Takke IS oOMeHa 3JIeKTPOHHBIMU
nokymeHTamu nocpeactsom C3J1 B ADMUHUCTpaUUH U ee MOApa3Ae/eHHsIX MOTYT
MCIIOJIb30BaThCs YCHIICHHbIE HeKBAIU(DHUIIMPOBAHHBIE 3JIEKTPOHHBIE MOANUCH H/HIH
[IPOCTBIE 3JIEKTPOHHBIE MOANKCH (Jajiee — 3JIeKTPOHHAs MOANUCH) B COOTBETCTBHH C
®enepansabM 3aKk0HOM OT 06.04.2011 r. Ne 63-D3 «O0 371eKTpOHHO# MOITHCH».

10.17. DnextporHblii gokymeHT B CDJl AQMHMHUCTpaLUH, MOAINHCAHHBINA
3JIEKTPOHHON MOANUCHIO, MPU3HAETCSI PaBHO3HAYHBIM JIOKYMEHTY Ha OyMakKHOM
HOCHTElE, MOAINUCAHHOMY COOCTBEHHOPYYHO! MOANMUCHIO U HMEET OJMHAKOBYIO C
HUM FOPHIMYECKYIO CHIIY IIPH OHOBPEMEHHOM COOIIOACHUHN CIIeIYFOIIMX YCIOBHMN:

K/II0OY TOANKCH, OTHOCALIMNICS K KOHKPETHOM 3JEKTPOHHOH IIOAMNHMCH, Ha
MOMEHT MOANMCaHUsl 3JIEKTPOHHOIO JOKYMEHTa SBJISETCS JAeHCTBUTEIbHBIM
(mocToBepHBIM), HE YTPATHJI CUIIY (HE OTO3BaH);

NOATBEPXKEHA TOMJIMHHOCTh JJIEKTPOHHOM TMOANHCH B 3JIEKTPOHHOM
IOKyMEHTE;

JaTa ¥ BpeMs CO3[aHMs JIeKTPOHHOU noamnucu 3adhukcupoBansl B CO/1;

3JIGKTPOHHAsl NOAIHUCH KCIOJb3yeTCs B COOTBETCTBHH C YCTAaHOBJICHHBIM B
AQMUHUCTpallM¥  paclpelesieHHeM [paBa TIOAMNUCH  JIOKYMEHTOB  MEXIY
JOJDKHOCTHBIMHM JIMLIaMU M pabOTHHUKaMH.

10.18. 'enepauuio u XpaHeHHe KIto4el HeKBATM(DUIMPOBAHHOM MU MPOCTOMH
OI1 8 CO/1 nomkeH ocywecTBasTh agMuauctpatop CO/I.

10.19. OOmmit oTmen MIM HHOE NoApasiesieHHe (IOHKHOCTHOE JIHIO),
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omnpeneneHHoe npukasoM [naBel AJMHHHCTpalMH BeOeT Yy4eT Kirouei
3NIeKTPOHHBIX MOJAMHCEH B CIEIHATBLHOM JXKypHaie (BHIbI YIeKTPOHHBIX MOAMHCEH,
UCHONb3yeMbIX B AJMHHUCTpALMH, YCTAHABIMBAIOTCS AJMHHUCTpauued wu
3aKpeIUSIIOTCS B JIOKQJbHOM HOpPMaTHBHOM akTe). Beinada MarepuaibHBIX
HOCHTENeH 3JeKTPOHHOH MOAMHMCH M MX BO3BpaT IO HCTEYEHHH CpOKa JeHCTBHUS
OCYLIECTBJIsIETCS MO NOANKCH pabOTHUKA B JKypHaJe.

10.20. Co3naHue mapodedl A8 NOPOCTOM  3IEKTPOHHOH  MOANMCH
OCYIIECTBJSIETCS B MOPSAKE, YCTAHOBJICHHOM JIOKAJIbHBIM HOPMAaTHBHBIM aKTOM
AIMUHHCTpAUWH, YCTaHABIMBAIOIIMM  Nopsaok  skcmayatauuu CDOJ[ u
HCIIOJIb30BaHUS IEKTPOHHBIX MOANHCEN pU paboTe ¢ JOKyMEHTaMHu.

10.21 Kmou snexkTpoHHOW noanucu, ucnoibdyemoid B CDJI, sBisercs
KOHOUASHIMANbHOM  HHpOpMaIMeil ¢  3allMINaeTcsi B  COOTBETCTBUU C
3aKkoHonaTenbcTBOM Poccuiickoi Menepanuu.
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[Tpunoxenue Ne 1

AJIMMUHUCTPALMS ITAJIMHCKOI'O MYHULIUIIAJIBHOIO PAMOHA
YEYEHCKOM PECITYBJIUKHA

I'pud cornacosanus 10KyMeHTa ['pu¢ yrBepxkaeHus JOKyMEHTa

HaumeHnoBaHue BHIa JOKyMeHTa
3aronoBOK K TEKCTY

I'pud cornacosanus nokymeHTa

r. [Ilamu — 2019

Pacnogoxenne PEKBH3HTOB HA THTY.IbHOM JIHCTE JOKYMEHTa
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[Tpunoxenue Ne 2
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Hpunoxenne No 3
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ITpunoxenue Ne 4

AJIMMHHUCTPALIMSA INAJIMHCKOTO MYHUIIUTIAJTIBHOI'O PAMOHA

YEYEHCKOM PECITYBJIMKH
(AIMMUHHUCTPAILIMA HTAJTTMHCKOI'O MYHUIIUITAJIBHOI'O PAPIOHA)

HOXYUWH PECITYBJIMKAH

HNEJIAH MYHUIIUITAJIBHU KIOILITAH A AIMUHUCTPALIA
(LIEJTAH MYHULIUTIAJIbHU KIOIITAH AIIMUHUCTPALIN)

Ne

r. Hlammu

O6pasen opopmaenns obmero 6.1aHKa
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[Tpuaoxenne Ne 5

AIMUHUCTPALINSA YTBEPKIAIO
IHAJIMHCKOI' O I'1aBa afMUHUCTpaH
MYHUIIUIIAJIBHOT O PATOHA IllamurCKOr0
YEYEHCKOH PECIIYBJIUKH MYHULHUIAIBHOTO paiioHa
(AIMMHHUCTPALIASA HIAJIMHCKOT'O ITognues ~ MN.O. @amunus
MYHULIMITAJIBHOTO PAIOHA) Hara
MNOJO)KEHHUE
Ne

00 oTe/1e OpraHu3alHOHHOH
u o01el paGoThl

r. [lanu
1. O6mne noJioxeHnst
1.1. OO6mmui#t  ormen  sABASIETCS  CAMOCTOSTENBHBIM  CTPYKTYPHBIM

noapasielieHieM aJIMHUHUCTpPalnuu [IIanuHCcKOTO MYHHLHUIIAIBHOTO paf:IOH‘d,
OCYLIECTBJIAKOIINAM ...

1.2. OOmmii oTmen BO3rIaBISeTCS HAYaATbHUKOM M HEMOCPEACTBEHHO
MOAYMHSETCS 3aMecTUTeNo [ 1aBbl aIMHHHMCTPALUH, KypUPYIOIIEeMy AeSTelbHOCTh

1.3. HavansHuK o0miero otaena Ha3Ha4yaeTcsl Ha JODKHOCTh W 0CBOOOKIaeTcs
OT JOKHOCTH ...
14

['naBa agMuUHUCTpaLUH Iloanuce N.0. ®amunus

O6pasen opopmaenus JIHA
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[Tpunoxenune Ne 6

AJIMAHUCTPALIUS LTAJTMHCKOI'O MYHHUIIMIIAJIBHOI'O PAUOHA

YEYEHCKOH PECIIYBJIUKH )
(AIMMHHUCTPALIMA IATTMHCKOI'O MYHULIMITAJIBHOI'O PAMOHA)

HOXYUIH PECIIYBJIMKAH

INEJIAH MYHUIUMITAJIBHU KIOITAH A IMUHUCTPALIA
(LIEJIAH MYHHUIIUITAJIBHU KIOIITAH AIIMUHUCTPALIN)

IMPUKA3
25 suBaps 2019 1. Ne 12

r. Hlamm
O co31aHHUH KOMHCCHH 0O ...

B 1ensix ynmydiieHusi OpraHiu3alui ... T p A K a 3 bI B @ 10:

1. Cospare xomuccHio agmMuHHcTpauuu lllanmHCKOrOo MYHHMIHMIAILHOIO
paiioHa 1o ... B COCTaBe:

npencenaTens — 3amectuTeb [ naBsl anMuaucTpanun @amumust U.0.;

CeKpeTapb — HadaJbHUK obuiero oraena @amunus U.0.;

4JieHbl: HavanpHHK otaena ... @amumusa M.O., momxHocTs ®amumug HM.0O.,
..., JopkHOCcTh @amuiusa U.0.

2. YTBepauts Ilonoxenue. .. (npunoxenue).

3. KonTponb 3a HCHONHEHWEM IMPHKa3a BO3JIOKHTh HA 3aMecTHTeNs I J1aBbl
agvuHucTpauuu @amunus HU.0.

['naBa agMHHHCTpALUK [Toamice N.0. ®amunus

O6pasen odopmiaeHns npuKasa
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[punoxenne Ne 7

AJIMUHUCTPALIMS INAJTMHCKOIO MYHHUIIUITAJIBHOT'O PATOHA

YEYEHCKOM PECNIYBJIMKHU 5
(AIMMHHUCTPALIMSA ITAJIMHCKOI'O MYHHUITMITAJIBHOI'O PAMOHA)

HOXYHIWH PECIIYBJIUKAH

LHIEJIAH MYHULUITAJIBHU KIOILITAH AIMUHUCTPALIA
(LIEJTJAH MYHULIMITAJIbHU KIOILITAH AIMUHUCTPALIH)

PACIHIOPAKEHME
Ne

r. Hlamu

O noaroroBke NpeaIoKeHHH
K miiany HUOKP na 2019 roa

B cBa3u ¢ popmuposanuem [lnana HUOKP na 2019 ron, puHaHcupyeMbIx U3
MYHHUIIMIIAIBHOI0 OrOKeTa:

1. Pyxosogurensim otaenos ... (@amvunus WU.0., Gamunus UN.O., Gavunms
N.0., ®amunus M.0.) noAroToBUTH U NPEACTaBUTE B O0IIMHA 0T/ NpeaioKeHUs K
wiany HUOKP wa 2019 rox B cpok 10 15.03.2019.

2. HayansHuky obmero otaena (®@amuaus M.0.) obecneunts popMUpoBaHHE
npoekta minaga HMOKP nHa 2019 roa, dmHaHcupyeMbIX M3 MYHHUIIMOAIBLHOIO
Oromxera, B cpok g0 01.04.2019.

3. KonTpons 3a HCMONHEHHEM pACHOPSIKEHUS BO3JIOXKHTH HAa 3aMEeCTUTEINs
I'naBel agmuarcTpanun @amunus 1.0.

['1aBa aIMHHUCTPALUA IToamuck HN.0. Gamunus

Obpasen opopmIeHHS pacHoOpsSKEHAS
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[Tpunoxenue Ne 8

AJIMHUHUCTPALIMS INAJTMHCKOIO MYHUIIMITAJIBHOT' O PAMOHA

YEYEHCKOM PECIIYBJIUKHU
(AIMUHHUCTPALIMA ITAJIMHCKOI'O MYHUILIUITAJIBHOI'O PAFIOHA)

HOXYHMWH PECITYBJIMKAH

LIEJAH MYHUILIMIIAJILHH KIOIITAH AIMAHUCTPALIA
(ITEJIAH MYHHWULIUTIAJIbHA KIOILITAH AIIMMHUCTPALIN)

INNOCTAHOBJIEHHUE
Ne

r. Hlamm

O BHeCeHHH H3MEHEHHH B MOCTAHOBJIEHHUE
aamuaucTpaunu Hlaanuckoro
MYHHUHMIAIbLHOIO paloHa ...

B umensx nmpuBeneHMss HOPMAaTHBHBIX JOKYMEHTOB, YTBEP)KIEHHBIX
MucTpykumeit 1o  OenoNpOM3BOACTBY B aamuHuctpauuu  IllanmumHckoro
MYHHLHMIIAIBHOTO palioHa, B COOTBETCTBHE C 3aKOHOM YeweHckoil PecnyOmuku
Ne 16-P3 ot 25.04.2007r. «O s3pikax B YeueHckol Pecnybmuke» (¢ H3MeHEeHHAMHU
or 17.01.2016 r. Ne 1-P3) agmunuctpauus llanuackoro MyHHIMNAIBHOrO paiioHa
ITOCTAHOBIJAET.:

1. BHectH un3MeHeHHMS B IOCTaHOBIeHHEe aaMuHHCTpauuu IllamuHCcKOro

MyHuIunaiabHoro pafona ot 29.09.2015 r. Ne 331 «O06 yTBepKaeHuUH ...
2

['naBa agMuHUCTpaUH [Toanucs N.O. ®amunus

Oobpa3zen opopm.IeHAS NOCTAHOBICHHUS



[Tpuaoxenue Ne 9

AJIMUHHUCTPALMSA IHAJIMHCKOI'O MYHAULIUTIAJIBHOI'O PAUOHA

YEYEHCKOM PECIIYBJUKHA

(AIMUHUCTPALIMSA ITAJIMHCKOT'O MYHULIUTIAJIBHOT'O PAMIOHA)

HOXYUMH PECIIYBJIUKAH

IHNEJJAH MYHUILIUITAJIBHA KIOIUTAH A AMUHUCTPALIA

(LIEJTJAH MYHHUITUITAJIBHHU KIOLIUTAH AIMUHUCTPAILIHA)

[TPOTOKO.I

01 despans 2019 . Ne

r. Hlamm

3acCelaHHA METOOHYECKOTIO
coBeTa

ITpencenarenscTByromuil — @amunus U.O.
Cexpertaps — @amuius U.0.
[TpucyrcrBoBanu: 17 yenoBek (CUCOK Npuaraercs)

ITOBECTKA JIHA:

1. O Mepax no peamusauuu ¢eaepanrbHOM LEJIeBOH MPOrpaMMeI
3amectHTens I aBel agmMunuctpanuu [lerposa I1I1.

1. CJTYIIAJIM: Tletpos ILII. — TekcT noknana mpuiaraercs.
BBICTVYIINJIA:

®amunnsa M.0. — kpaTkas 3anuch BBICTYIICHHS.

@amvunua M.O. — kpaTkas 3anuch BHICTYIICHUS.

PEIINJIA: (ITOCTAHOBWJIN)

1.1. ChopmupoBaTh BpeMEHHbIE KOJUIEKTUBBI 110 PEATH3alHH. .

... Joxman

1.2. [IoATOTOBHUTE U YTBEPAUTH IJIaHBI pabOTHI 1O NpoeKTaM (henepaabHOM 1e/IeBOM

IPOrPaMMBEI ...
Ly

[IpencenarenbcTByOMUN [Toanuce N.O. ®amunus
CexpeTapb IToamuce N.0. ®amunus

O6pasen opopm.IeHHS HOTHOr0 NPOTOKO.1a
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[Tprnnoxenne Ne 10

AJIMUHUCTPALMS ITAJTUHCKOIO MYHUIIUTIAJIBHOT O PAMOHA

YEYEHCKOM PECIIYBJIUKHA
(AIMUHUCTPALIUA IHAJTTMHCKOI'O MYHUILIUITIAJIBHOI'O PAﬂOHA)

HOXYUMH PECIOYBJIUKAH

IHEJTAH MYHHUIMITAJIBHU KIOIITAH AAMUHHUCTPALIA
(IHEJJAH MYHUIIMUITAJIBHU KIOILITAH AIMHUHUCTPAIIHN)

MPOTOKO.T
01.02.2019 No

LS ]

r. [Hlamm

OHepaTHBHOIO COBEIIAHHA
Y 3aMeCTHuTEeIH I'1asbl 2IMHHHCTPAHH

3amectuTens ['naBel anmuaucTpanun — @amunus K.O.
Cekpetapp — ®amunus U.0.

[MpucyrcroBamu: @amumus U.0, @amumus U.0., @amumus U.0.

1. O6 opranuzanuu oO6cae10BaHus 110 TeEMeE ...

(Pavumus 1.0.", ®amuns U.O., amums 1.0.)

1. YcTaHOBHTE, 9TO ...
2. Pykosoauremo teMsl (Pamumus M.0.) obecrieuuTs KOHTPOIIS ...

2. O6 yyactuu B 3acefaHuu paboyeil rpymnIsl 1o ...

(Pamumus U.0.", @amumus U.0., @amumms 1.0.)

1. IToaroToBuTh K 3aceaHUIO paboyeli rpyInsl MaTEPHAIIBI O ....

3amecTtHTenb [ 1aBbl aAMUHUCTpAIMH Iloanuce N.0O. Gamunus

CexpeTtapb IToamucs N.0. ©amunus

O6pa3zen odopm/iennss KpaTKOro NpoToKo.JIa

* Ileppoil ykaspiBaetcs amuiMd M WHMUMAIL OCHOBHOTO IOKJAd4MKa, 3aTeM — (aMWIMKW M MHHLWAIL JHL,
V4ACTBOBABIINX B 00CYKIEHHH BONpoca
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Ipunoxenune Ne 11

AIMHUHHUCTPALIUA HOXYHMIH PECITYBJIMKAH

HAJIMHCKOI'O HIEJIAH
MYHMUIIHUITAJIBHOT'O PAUOHA MYHUILUITAJIBHHA KIOLHITAH
YEYEHCKOHU PECITIYBJIUKH AIMUHUCTPALIN
(AIMUHHUCTPALIMA LIAJIMHCKOI'O (LLTEJTAH MYHUIIUTTIAJIbHA
MYHMULIUIIAJIBHOI'O PAMIOHA) KIOIITAH AIMUHUCTPALIN)
Wpanosckas ya., 4, r. Ulanu, Weanorcku vp., 4, lenarl.,
[anuuckuii MyHRUBTATEHE paifon. YP., 366324; enan mynuunnansau klowt, HP, 366324;
Ten./dake: (87146) 2-22-21; Ten./daxc: (87146) 2-22-21;
e-mail: shaliglid@mail.ru; e-mail: shaligh@mail.ry;
OKIIO 45271191: OT'PH 1022001942588; OKIIO 45271191: OT'PH 1022001942588;
HWHH/KIIIT 2020002955/201201001 WHH/KTIIT 2020002955/201201001
Ne
Ha No o Pektopy (HauMeHOBaHue yyeOHOrO
3aBEJICHHUS )
®amunus U.O.

[TouToBslil agpec
O6 yyacTHH B AaHKeTHPOBAHHH

Veaxaemblii Ums OtuecTBO!

[IpennaraeMm Bam nNpHHATE y4acTHe B aHKETHPOBAaHHHM 00pa30BaTelIbHBIX
OpraHW3alfii, OCYIIECTBISIOMUX MOArOTOBKY CIELHMATUCTOB IO HHKEHEPHBIM
CHELHaTbHOCTSIM.

AHKeTHpOBaHHE MPOBOAMUTCA HAaMU B Ilensx cbopa uHGOpMauum o By3ax,
BBIYCKAIOIIMX CIEIHAINCTOB HEOOXOJUMBIX HaM CIeIMalTbHOCTeH, KOTOPHIX B
JanbHeneM MOKHO Obu1o Obl NpHUBJIEKaTh AJA MPOXOKIASHHUS MPOU3BOICTBEHHOM
NPaKTHKH U TIOTIOJTHEH S LITaTa CIeLUANUCTOB Ha MPeANPUATHSIIX OTPACIH.

3anoHeHHYIO aHKETy ITPOCHUM BbIC/IATh B HAIl aJpec.

ITpunoxxenue: ankera Ha 2 J1. B 1 3K3.

C yBaxeHueM,

I'naBa agMuHHCTpaUUu IToamuce N.0. ®amunus

Damunmusa Ums Otaectro, O61IHid 0TOEN, rMaBHbIH CrIEHATHCT

(87146) 2-22-21, shaligl@mail.ru

Oo6pasen opopMIeHHs 1e10BOT0 (C.Ty:KeOHOT0) MHCHEMA
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IMprnoxenne Ne 12

AIMUHUCTPALIUA
MAJMHCKOTO
MYHUILHUITIAJIBHOT'O PAUOHA

YEYEHCKOM PECIIYBJIUKH
(AIMAHHUCTPALIMA IAJTTMHCKOI'O
MVYHUIIUITAJIBHOT' O PAMOHA)

AKT
Ne

r. [Hanu

NPOBEPKH TEXHHYECKOI0 COCTOSIHHUSA
OpPIrTeXHHKH

OcHoBanue: npukas aaMuHUcTpauuu lllanuHckoro MyHHIIMNIANRHOIO paiioHa
ot 30.01.2019 Ne 9 «O npoBepke TeXHUYECKOr0 COCTOSIHUS OPTTEXHUKH. .. ».

CocraBneH: HauMmeHoBaHHe HOKHOCTH Pamunus WM.O.; HaumMeHoBaHUE
nomkHocTd @avumus W.0., ranmenoBanue nowkHocTH @amuims U.0.

B Xxome npoBepKkM TEXHUYECKOTO COCTOSHUS OPITeXHHKH, I[POBEICHHOH
31.01.2019, ycranosaeno...

ITpoBepKoii MpHU3HaHbl HENPUTOAHBIMHE U1 SKCIUTyaTalluu:

IToanuce N.0. Gamumusa
[Toamnuce N.O. ®amuiusa
IToanuce N.0. ®amunus

Obpaszeu opopmiieHHs akra



OBLLMM OTIEJ

JOKJAJTHAA 3AITMCKA
11 dpeBpans 2019r. Ne

13

006 yBe/iM4YeHHH IITATHOH
YHCJIEeHHOCTH 0T/ea
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[Tpunoxenune Ne 13

[ 1aBe agMuHHCTpaLUH
[TanuHCKOrO
MYHHUIUNIATIBHOTO paioHa
HUb6parumosy T-A.B.

Ypaxaemslit Typnan-Anu Baxaesnu!

B cBs3M cO 3HAYHTENBHBIM YBEIIMYCHHUEM o0nemMa paﬁoTbI_, BO3HHUKIIEH B
CBsA3H C ... IpoIny Bac n3bickaTh BO3MOXXHOCTh YBEIIMYUTE MITATHYHO YHCIEHHOCTDH
06H1€P0 OTIEella Ha OJHY NOJIZKHOCTB BEAYIIETO CII€HAIACTA.

C yBakeHUeM,

HawansHuK oTHnena

[Toanuce N.0. Gamunus

O6pasen odpopm.ieHns 10K.JIATHOH 3aNHCKH
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[Tprnoxenne Ne 14

Komy: PykoBoauTe/ 1M OTAeJI0B
Or: ®amunusa U.0., pykoBoanTens aIMUHHCTPATUBHO-X03HCTBEHHON CITYkKOBI
Hara: 11 deppans 2019 r.
Tema: [logaya 3a9BOK Ha aBTOTPAHCIIOPT
CIHYXEBHAS 3AINUCKA

B nmensx mnosblueHHs 3((EKTHBHOCTH HCIHOJIB30BAHUS M COKpallleHUs
IIPOCTOEB aBTOTPAHCIOPTHBIX CpPeACTB ILEeHTpa Mpoury pyKOBOUTENEH

NoJpas/ie/IeH!i Mo1aBaTh 3assBKM Ha aBTOTPAaHCHOPTHBIE CPEACTBA HE MO3JHee
15:00 gus, npeAlIECTBYIOIIEro O3 Ke.

PykoBonuTenb aiMHHUCTPATHBHO-
XO3SHCTBEHHOM CITYKOBI IMoamuce N.0. Gamunns

O6pazen opopm.ienns c.IyxeOHOH 3aNHCKH
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[Tpunoxkenne Ne 15

[TepedeHb JOKYMEHTOB, YTBePK/IaeMbIX
B agmuHHcTpannu llannHckoro MyHHIMNAILHOrO paiioHa

1. AKTel (IpOBEepoOK, pPEBM3HWH; CIUCAHUS; OKCIEPTU3bl; JIUKBHAALMUH
OpraHu3alluu ).

2. I'papuku paboT, OTIYCKOB, CMEHHOCTH.

3. UHCTpYKUHMH, AOKHOCTHBIE HHCTPYKIIHH.

4. Knaccudukaropsl HHOpMaIHH, JOKYMEHTOB.

5. MeTtoandeckne peKOMEHIALNN, METOAHYECKHE YKAa3aHUS U METOIUKH.

6. Homenknarypa zen.

7. Hopmbl W HOpMaTHBBI (BpEMEHH, YHCICHHOCTH pabOTHHKOB, pacxoja
CBIPbSI © MaTE€PHUAIIOB, 3JEKTPOIHEPTHUH ).

8. Onucu zen (MOCTOSTHHOrO, BpeMeHHbIX (cBbime 10 jeT) cpoKOB XpaHeHHUs
Y 110 TUYHOMY COCTaBY).

9. INepeynn (IOKHOCTEH, BUAOB HH(POPMALIUHU, TOKYMEHTOB).

10. IMonutuxka.

11. [Tonoxenus (o0 moAapasaeneHusIx, KOMUCCHSIX (COBeTax), MpeMHUPOBaHHH,
aTTeCTaLUu ).

12. TTopsnxu.

13. IIporpammel.

14. TlpaBuna.

15. PernameHTsl.

16. CrannapTsl.

17. llltaTHOE pacniucaHHeE.
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[Tpunoxenne Ne 16

IlepeyeHb T0KYMEHTOB, 3aBePHEMBIX HEYATHIO
agMuuucTpaunn llaanHckoro MyHHIHNAIBHOTO paioHa

1. ApxuBHas cripaBKa.

2. AKTHI (IpuemMa 3aKOHYEHHBIX CTPOUTEILCTBOM 00BEKTOB, 000pYyIOBaHMS,
BBIITOJIHEHHBIX paboT, CIMCAHUS, IKCIIEPTU3HI).

3. Konuu u BBIMMCKM M3 JOKYMEHTOB, BBIZaBaeMbIX UIS IPEICTaBICHUS B
ApyTHe OpraHu3aIiy.

4. OGpa3usl OTTHCKOB MedaTedl W moAnuced pabOTHHKOB, HMEHOIIMX MPaBo
coBeplIaTh (PUHAHCOBO-XO3JHCTBEHHBIE ONEpAIHH.

5. Tlopydenus (OromxerHble, OaHKOBCKHE, TEHCHOHHBIE; IIIATEXKHBIE,
MHKaccoBbIe B OaHK Ha MOTyueHHe HHBATIOTHI CO CUETOB, IIEPEBOJI BATIOTHI).

6. IlpencraBnenus M XxonartaiicTBa (0 HarpaXAeHHWH TIoOCyJapCTBEHHBIMH
HarpajgaMu U IpeMHUsIMH ).

7. PeecTpsl (4eKOB, NOpY4YeHUH, MpecTaBIAseMbIX B OaHK).

8. CnpaBku (0 Aoxojax (Gu3MYecKuX JHI, O BHIILJIATE CTPaxOBBIX CYyMM, O
OanaHCOBON CTOMMOCTH OCHOBHBIX (POHIOB, IO NEPCOHU(PHUIHPOBAHHOMY YHYETY,
OQOpPMIIEHHIO CTpPaxOBbIX CBHAETENbCTB, I[10 3alpocaM OpraHd3aldid, 1o
JIOKyMeHTaM, TPeI0CTABIAEMbIM B Cy, — 10 HEOOXOUMOCTH ).

9. YaocroBepenust paboOTHHKOB.
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[Ipunoxenue Ne 17

=

[IpumepHBIil nepedeHb HEPErHCTPHPYEMBIX BXOASIIIHX J0KYMEHTOB

1. AukeTsI (pe3roMe), HallpaBJsieMble B IeNsIX TPYA0yCTpOHCTRA.

2. Byxrantepckue OOKYMeHTHI (Oyxranarepckasi OTYETHOCTb, CYeTa, CHeTa-
GbaxkTypbl, aKThl CBEPKHM B3aUMOpACUETOB, aKThl IPUEMKH-TIEpeNaddl OCHOBHBIX
CpeACTB, TOBapHbIE HaKIaaHBIE).

3. TOCTpsl, TeXHHYECKUE PErIaMeHThbl, PyKOBOASILUE U APyTHe JOKYMEHTHI
110 TEXHHYECKOMY PEryJIHpOBaHUIO U CTaHIapTU3ALUH.

4. I'paduku, Hapsasl, 3asBKH, pasHapsIKH.

5. JlokyMeHTbl  (IpOEKTBI  JOKYMEHTOB), TpeOymouie MOANUCAHUS
(cormacoBaHmusi, yTBepkKAEHHS ) H NOCIEIYIOUIEro BO3BpaTa.

6. KonKypcHas 1oKyMeHTalus.

7. HayuHo-TexHHYeCcKasi U NPOeKTHasl JOKYMEeHTaIusl.

8. Koppecnonnenuus, aipecoBaHHas pabOTHUKaM OpraHu3aliy ¢ TOMETKOH
«JImauO®.

9. Ileuatnsie u3ganust (KHUTH, KypHAaJbl, ra3eThbl), KaTaAJIOIH, TEXHHYECKas
JTUTepaTypa, TeMaTHYeCKue U CreluaibHble COOPHUKH, NIIaKaThI.

10. TIlo3gpaBuTenbHBIE @IMCbMa M Telerpammsel, OmaromapcTBeHHBIE
NKCbMa U TeJIerpaMMbl, PUracuTe/IbHbIe ONIETHI.

11. Ilpe#ickypaHTHI.

12. TlpurnacurenbHble OUNETHI, IPUTTIAIIeHUS.

13. IIporpammsl KoHbEpEeHIHH, COBEIAHUMA.

14. Pexnamable MaTepUaibl (MUCbMa, TUCTOBKH, TPOCHIEKTHI, OYKIETHI).

15. YuebGHble nnansl, IPOrpaMMBlI.

16. ®opmbl ¥ OnaHkd, B TOM 4Hcle (GOPMBI CTATUCTHYECKOH M HHOU
OTYETHOCTH.

* Ecnd yKkasaHHbIE JOKYMEHTBI MOCTYNWIH € COMPOBOAMTEIbHBIM MHCBMOM, MUCEMA PErHCTPHPYIOTCA B MOPSIKE,
YCTAHOB/JEHHOM HacToswwel WHcTpykune
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[Tpuaoxenue Ne 18

AIMUHUCTPALIUA YTBEPXIAIO
HAJIMHCKOTI'O ['naBa agMuHHCTpauu
MYHUIIUITIAJIBHOI'O PAMOHA ITanuHCKOro
YEYEHCKOM PECITYBJIMKH MYHHLHNATBHOTO paifoHa
IToamuce N.0. amunms
JlaTa
HOMEHKIJIATYPA JEJI
Ha rojg
Cpok
Wunexc 3 Kon-Bo |xpaHeHus u Ne
aroJIoBOK Jerna [Ipumeuanue
aena el. Xp. CTaThH 110
IIEPEYHIO
1 2 3 e 5
Ha3Banue pazgena
|
HauansHuk obuiero otaena INoamuce N.0. Gamuus
Busa pykoBoauTess apxusa
(1Mua, OTBETCTBEHHOIO 3a
apXuB)
COI'JTACOBAHO COI''TACOBAHO

[Tporokox DK ITporoxon DIIK npu ApxXuBHOM
agmuaucTpauuH llamuackoro ynpasneHuu [IpaBurenscTea
MYHHUIIUTTATEHOTO paiioHa Yeuenckoi Pecnybnuku

oT Ne oT Ne

DopmMa HOMEHK.IATYPbI €1
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[Tpuaoxenne Ne 19

AJIMHUHUCTPALIUS
WAJAHCKOI'O
MYHULIMIIAJIBHOI'O PAMOHA
YEYEHCKOM PECIIYBJIUKHA

HaumenoBanue CTPYKTYpPHOIO

noapasjaeneHus
HOMEHKJIATYPA JEJI
Ha roa
Cpok
Hunekc Kon-Bo |xpanenus u Ne
3aros0BOK jena IIpumevanue
aena el. Xp. CTaThbH 1O
[ePEUHIO
1 2 3 4 )
Haszpanue pasaena
HaunMeHOBaHHE JOHKHOCTH
PYKOBOJAMTEIS CTPYKTYPHOIO
nojpasaeaeHus [Tognuce N.O. Gamunus

JlaTa

@opma HOMEHKIATYPBI €1 CTPYKTYPHOTO MOApa3ae/ieHust
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[Tpunoxenne Ne 20

Hrorosas 3anuch 0 KaTeropusax u KoJi-Be e, 3aBeJeHHbIX B roxy
B aaMuHHCcTpauuu [lannHckoro MyHHIHNIAIBLHOTO paiioHa

B Tom uucie:
nepexoasimux | ¢ ormeTKod «ITK»
1 2 3 -

ITo cpokam xpaHeHus Bcero

[TocTossHHOTO

Bpemennoro (cssime 10 ser)
Bpemennoro (g0 10 nget
BKJIFOYMTEIHHO)

WUTOTI'O:

Haganesauk obmiero ornena [Toamnuce N.0. Gamunus
Jlara
WToroBrie cBe[ieHHUs MepeiaHbl B apXHUB.

HanmeHnoBanue MOKHOCTH,
TepeaBUIero CBeIeHus [Tonmuce N.0O. ©amunusg

Jlara

®opma HTOTOBOH 3aNHCH K HOMEHKJIATYpe e
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[Ipunoxenune Ne 21

AIMUHHUCTPALIUA YTBEPXJAIO
MAJIMHCKOIO ['1aBa aIMHHUCTPALUH
MYHHULHAIIAJIBHOT'O PAUOHA ITamuHCKOTO
YEYEHCKOM PECIIYBJIMKHM MYHHIUNIATBHOTO palioHa
[Toanuce 1.0. ®amunus
IlaTta
Dona Ne
Onuecn Ne 1
JeJ1 MOCTOAHHOI0 XpaHEeHHS
3a rox
Ne | Unaekc 3 Kpaitane | Kon-Bo | Ilpume-
aroJIOBOK Jena
n/n | nena JaThl JIMCTOB | 4YaHHe
1 2 3 | oo | me8 6
HaszBanue pasgena
| | | ] | i
B nanHbII pa3zen onucy BHECEHO nen,

¢ Ne o No
JUTEpHBIE HOMeEpa:

(nnAdpamy H TPOMHCHIO)

, B TOM 9HCIJIE:

OpOoNnyIIeHHBIE HOMEpA.!

HanMeHoBaHHE NOKHOCTH
COCTaBUTEJIS OIHCH

HauMeHoBaHNE TODKHOCTH
PYKOBOJHUTEIS apXuBa
(Mua, OTBETCTBEHHOr'O 3a apXHB)

COI'JTACOBAHO

IIporoxon DK
aamuHucTpauun [llanuackoro
MYHHLIANATLHOTO paiiona

oT Ne

[Noanuck N.0O. ©®amunus
Iloanuce HN.0. Oamunus
YTBEPXJIEHO
IIporoxon DIIK npu ApxuBHOM

ynpasienuu [IpaButenscTBa
Yeuenckon PecniyOnmku
OT Ne
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[Tpunoxenne Ne 22

AJIMUHUCTPALIUA YTBEPXJIAKO
MAJIHAHCKOIO I'naBa agxMUHUCTpau
MYHHIIHHAJI“BHOTO PAUOHA IllamuHCcKOTO
YEYEHCKOMU PECITYBJIUKH MYHHUIUTAJIBHOrO pailoHa
[Tonnuce N.0. Gamunus
Jlara
®oung Ne
Onucek Ne
aesi BpeMmeHHbIX (cBbiwe 10 Jer)
CPOKOB XpaHeHHsI
32 roa
Ne | Unnekc Kpaiinue Cpok Kon-so | Ilpume-
3aroJioBoK aena
n/n | pena JaThl XpaHeHHUs | JHCTOB JaHHe
1 2 3 4 5 6 7
! | i
B naHHBIH pa3zen onucH BHECEHO nedn,

c Ne
JTUTEepHBIE HOMepa:

o Ne

(undpamMu H NPOMHCEHIO)

, B TOM 4HCJIE:

NpOIyLIEHHbIE HOMepa:

HaumeHoBaHHue 10MKHOCTH
COCTaBHTEIISA OIIUCH

HaumenoBanue QOKHOCTH
PYKOBOIHUTENSA apXHBa
(y1Mna, OTBETCTBEHHOTO 33 apXUB)

COI''TACOBAHO
[Tporoxon DK
anmuHHCcTpauuu [lanuHckoro

MYHHULHNAIBHOTO pailoHa
oT Ne

IMoamuce N.0. amunus

Iloamuce N.0O. Gamunus

®opma onucH ae1 BpemeHHbIX (cBpime 10 J1eT) cpokoB XpaHeHHs
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[Tpunoxenne Ne 23

AJMHUHHUCTPALIUA VTBEPXJAIO
INAJIMHCKOT O [ maBa amMHUHKHCTpaLIUKA
MYHUIIMITIAJTBHOI'O PAMOHA [llaHECKOTO
YEYEHCKOM PECITYBJIMKA MYHHIIMIIAJIBHOTO paifona
IToamuce N.O. ®amunus
JlaTa
®ong Ne
Onuce Ne 2
Ae] Mo JJHYHOMY COCTaBY
3a roa
Ne | Munekc Kpaiinue Cpox Kon-Bo | Ilpume- |
3aroJ0BOK jJena
n/m | pgena JIaThl XpaHeHHs | JIUCTOB YyaHHe
1 2 3 4 5 6 7
B naHHBIN pa3jien ONMuCH BHECEHO nell,

¢ Ne

JIMTEPHBIE HOMEpPA:
[IpONyHIIEHHBIE HOMEpa:

o Ne

(auypamu W PONHUCHIO)

, B TOM YHCJIE:

HanmeHoBaHHe JODKHOCTH
COCTaBHTEIA OITUCH

HauMeHoBaHUE JOKHOCTH
PYKOBOJAUTENS apXHBa
(JTMIIa, OTBETCTBEHHOTO 3a apXHB)

COT'JIACOBAHO

ITporokox DK

anMuHucTpanuu Hlanuuckoro
MYHHLMIIAILHOTO paiioHa

oT

No

IToanuce N.O. ©amunus
Iloanuce N.0. Gamumnus
COT'JIACOBAHO

ITporoxon DIIK npu ApxuBHOM
ynpasnenuu Ilpasutenscrsa

Yeuenckoit Pecniybaiku

oT

Ne

@opma ONHCH Je1 N0 JJHIHOMY COCTABY
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[Ipunoxenne Ne 24

AIMUHUCTPALIUA YTBEPXIAIO
HWAJNHCKOTI'O I'naBa agMUHMCTpaLHH
MYHUIIUTIAJIBHOT'O PAMOHA IIlanuHCcKOrO
YEYEHCKOM PECITYBJUKHA MYHUILHMIIAIBHOTO paiioHa
IToamuce N.0. Gamunus
JlaTa
AKT
Ne

0 BbIAEJIEHHH K YHHYTOXKEHHIO
(apxHBHBIX) J10KYMEHTOB,
He MOAJIeKAHX XPaHEHHIO

Ha ocHoBauuu

{HAIBAHWE ¥ BLINOAHBIC JaHHBI NEPLYHS IOKYMEHTOR € YHAIAHHEM CPOKOB WX XPaneHus )

oToOpaHbl K YHHYTOXXEHHUIO KaK He HMEIIIHEe HayYHO-MCTOPUYECKOH LEHHOCTH
W yTpaTHBIIHNE IPAKTHYECKOe 3HaYeHHe JOKYMEHTHI oHaa Ne

(nassanue Gonaa)

Cpokn
3arojioBOK jena Howmep exn.
Ne » Howmep Kon-Bo | xpanenust u | [Ipume-
(rpymnmnosoi 3aronoBok | I'oxwl Xp. 1o by
n/m OIUCH en. xp. | Noecrareit | wanume
JOKYMEHTOB) OTIUCH
10 IEPEYHIO
1 2 3 - 5 6 7 8

HUtoro eln. Xp. 3a rOMBI.

(uupaMy U NPOTUCHIO)

Omnucy Aen NOCTOSHHOTO XpaHEeHHUs 3a

1o Ju4HOMY cocTtaBy cornacosanbl OIIK  mpwm

rojibl YTBEPKIECHBI,
ApDXWBHOM yIpaBleHUH

IIpaBurensctBa YeueHnckoi Pecnybnmku (mpoToOKoI OT Ne ).
HaumeHoBaHHe JOKHOCTH

PYKOBOJHUTES apXUBa

(7TIIa, OTBETCTBEHHOIO 32 apXUB) [Toamuce N.0. Gamunus
COI'JTACOBAHO YTBEPXIEHO

[Tporokon 2K [Tpotokon DIIK npu ApxuBHOM

anMuHHCcTpanuu [lammHckoro
MYHHIHNAIBHOTO paifoHa
oT No oT

ynpasinenuu [IpaBurenscTea
Yeuenckoit Pecy0uku

No
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JIoOKyMEHTBI B KOJIMYECTBE ell. Xp.:
- Ha OyMaXHOM HOCHTENE BEC KT C/IaHbl Ha YHHYTOKEHHE;
- Ha 3JIEKTPOHHOM HOCHTEJI€ CJaHbl HA YHUUYTOXKEHHE

(cnocod VHHHTOMKEHHS )

HaumenoBaHue JOKHOCTH pabOTHHKA,
CHaBIIEro JOKYMEHTHI IToxmuce N.0. Pamunus

JlaTa

W3MeHeHHUs B yueTHbIe JOKYMEHThI BHECEHBI.

HaunmeHoBaHUe JOMHKHOCTH pabOTHHKA
apXxuBa, BHECLIEro U3MEHEeHUs
B YUETHBIE TOKYMEHTHI [loanuce N.0. @amunus

JlaTa

(DOPM‘A AKTAa 0 BbIJC/JICHHH K VHHYTO/KEHHI T0KYMEHTOB, HE NOAJICKAINHX XPAHEHHK
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Tpriaoxkenne No 25
JIUCT-3ABEPUTEJIb TEJTA Ne

B nene noAmUTO U NPOHYMEPOBAHO JIUCTOB
(LMdypasu  NPOTHCEIO)

c Ne no Ne , B TOM 4Hucre;
JINTEPHbIE HOMEPA JUCTOB
[IPONYyIIeHHBIE HOMEPA JIHCTOB
+ TACTOB BHYTPEHHEN ONUCH

OcobGeHHOCTH GU3HYECKOTO COCTOAHHS .
Howmepa nucToB '
1 GOPMHPOBAHHUS J€1a |

1 7 |

Haumenopanue JOMKHOCTH
paboTHUKA [Toxnucs N.0. ®amunus

Jara

Dopma JHCTA-3aBEPHATEINA Aea
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[Tpunoxxenue Ne 26

BHYTPEHHS S OITUNCH
NOKYMeHTOB aeaa Ne
Perucrpanu- Homepa
No TP Jlata P [Ipume-
OHHBIN MHJIEKC 3aro10BOK JOKYMEHTa | JIHCTOB
/o JOKyMeHTa yaHue
JOKYMEHTa nena
1 2 3 4 5 6
Utoro JIOKYMEHTOB.
(ndpaMu H MPONHCEIO)
KomndecTBo MHCTOB BHYTPEHHEH OMHUCH
(uUM(ppamn 1 NPONKCEIO)
HanmeHnoBanwe JOKHOCTH JIMIIA,
COCTaBHUBIIETO BHYTPEHHIOIO OMHUCH
IMToanuce HN.0O. ®amunus

JOKYMCHTOB JI€l1a

Jarta

®opma BHYTpeHHEH ONIHCH TOKYMEHTOB /1€12
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[Ipunoxenne Ne 27

(HAUMEHOBAHHE MYHHLIHIIETLHOTO apXHBa)

(HAHMEHOBAHHE OPraHA3aLHH )

(HaMMEHOBaHHE CTPYKTYPHOTO MOApa3ieieHus)

JAEJIO Ne TOM Ne

(3arcjoBOK nena)

(kpaifHue aarhl)

Ha

XpaHHUTb

JUCTax

d. Ne

On. Ne
JI. Ne

dopma 00/10KKH 113
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[Tpunoxenne Ne 28

AJIMUHHUCTPALIUS
LLHAJIMHCKOI'O
MYHHUILIMIIAJIBHOI'O PAMOHA
YEYEHCKOM PECITYBJIUKH

HaumeHoBaHHE CTPYKTYPHOIO

noapasjaesieHus
Onuchb Ne
e
Ne | Ununexc Kpaiinue | Cpoxk Kon-so | Ilpume-
3aroj0BOK 1ena
n/nm | jgena JIaThl XpaHeHHusl | JTUCTOB yaHue
112 3 | 4 5 B %
Ha3zpanue pazuena
B nasHy10 omucek BHECEHO zen,
(umdypamu 1 MPOMUCHIO)
¢ No o Ne , B TOM 4YHCIIE:

JUTEpHBIE HOMepa:
MpOMyILIEHHBIE HOMepa:

HaumeHOBaHMEe TOIKHOCTH
PYKOBOJUTENS CTPYKTYPHOTO [Toanuce N.0. Gamunus
noapasaeeHus

COI'JTACOBAHO
Hagansauk O6mero Otaena
[Toanucse N.0. amunus

[Tepenan nel

(rdpaMu ¥ IPONHCHIO)

u perHCTpalmOHHO-KOHTPOJIBHEIX KAPTOTEK K JOKYMEHTAM.

(uupaMu U NPONUCHID)

HauMmeHOBaHMe JOKHOCTH pabOTHHKA
CTPYKTYPHOIO NOJpa3ieeHus IToanuce N.0. ®amunus

ITpunsin nen
(uudpamu 1 NponHCEIO)
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H PETHCTPAIIHOHHO-KOHTPOIBHBIX KAPTOTEK K JOKYMEHTAM.
(undpaMu ¥ TPONHCHIO)

HanMeHOBaHME JOTKHOCTH
pabOoTHHKa apxXHBa Ioamuce 1.0. @amunus

Jlara

@opma ONHCH e CTPYKTYPHOIO Nogpa3neleHus
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[Ipunoxenune Ne 29

AJIMUHUCTPALIUSA
HIAJIMHCKOI'O
MYHUIIUIIAJIBHOT O PAMOHA
YEYEHCKOMHW PECIIYBJIMKH

HaunmeHoBaHHe CTPYKTYPHOIO
noapasae/eHAus

@oua Ne
Onuce Ne
3J1eKTPOHHBIX JeN, JOKYMEHTOB

Na ‘ UHzeke | | Kpaitane | O6bem, | Ipume- |
‘ / 3aroJIOBOK aena |
| /n | nena narel | MO YaHHE |
1] 2 3 4 5 6 |
| Ha3ssaHue pasnena
| | | | | | |
B nanublil pa3gesi onucH BHECEHO ae,

(HhpaMu | IPOMUCHID)

¢ No o No
00beMOM M6.

HanmeHoBanue J0HKHOCTH

PYKOBOJHMTES! CTPYKTYPHOIO [Toanuce N.0. ®amuius
noapasaeieHus

JlaTa

COI'JTACOBAHO

HagansHuk obuiero otaena

IToanucs N.0. damunus

JlaTa

ITepenan aen

(undipamMu ¥ NPOMHCHIO )

5 PETUCTPAIMOHHO-KOHTPOJIBHBIX KaPTOTEK K JOKYMEHTAaM,

(unpamu u IPONKCLIO)

00BeMoOM MBG6.
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HawmMmeHnoBanue 101/KHOCTH pabOTHUKA

CTPYKTYPHOTO I10Ipa3ieIeHus] ITonmuce 1.0. ®amunus
ITpunsin nen
(unpamMy 1 APONIHCLIO )
u pErucTpalOHHO-KOHTPOIBHBIX KapTOTEK K JOKYMEHTaM,
(LHhpasi 1 PONHCEID)
o0beMoM MB&.

HanmeHoBaHNE T0TKHOCTH
padOTHHKA apXHBa [Tonmuce N.0. ©amunus

Hara

[MPH.IOKEHHME K OITMCH Ne
3.1€KTPOHHbIX 1€/, JOKYMEHTOB

Peectp 10KYMEHTOB (KOHTEHHEPOB 3JIEKTPOHHBIX ITOKYMEHTOB) 3JIEKTPOHHOIO
Jena:

Ne ex. xp. no onucu
Wunekc nena
3aronoBsok jaena

Jlara | Permcrpammu- -
' w ObweMm, | Ilpume-
JOKYME@H- | OHHBIN HOMEp HaumenoBaHue n1oKymMeHTa 5

‘ ' Mo YyaHis

Ta JOKYMEHTa

] 2 3 4 | 5
| | |
| | |
Haumenosarue J10KHOCTH
COCTABHTENS OIHCH Tloanuce N.O. ®amunus

.
CocTaendeTcs Ha Kawioe FNCKTPOHHOE 1eno0.

(1)0[1?“3 ONMMHCH 3JIEKTPOHHBIX 1€.1, I0KVMCHTOB CTPYRTYPHOTO MOIpa3ac ICcHHSA



