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B nensix coBepiiieHCTBOBAaHMS CHUCTEMbI JOKYMEHTAIIMOHHOTO OOECIEeUeHUs U
YCTAHOBJIEHUSI €OUHOrO TOpPSAKA BEICHUS JIEJIONPOU3BOACTBA B aJIMUHUCTPALUU
Macanbckoro CEJIbCOBETA JlokTeBckoro parioHa AnTaiickoro Kpad,
HOCTAHOBJIAIO:

1. VYTBepauTh HUHCTPYKIHMIO MO JACJIONPOU3BOACTBY B aJMUHHUCTPALMU
Macanbckoro ceabCoBeTa COracHO MPUIOKEHUIO 1.

2. JIOKHOCTHBIM JIAIIaM aIMAHUCTpAI MacaibCKOTO CEIbCOBETA
o0ecrneunTh COOJIIOJICHUE TMOJOKEHUN HWHCTPYKIUHU IO JEJIONPOU3BOACTBY TMpHU
MOATOTOBKE U OPOPMIICHUH CIIYKEOHBIX IOKYMEHTOB.

3. KoHTposIb MCTIOTHEHUS HACTOSIIIETO TOCTAHOBIICHHSI OCTABIISIO 32 COOOH.
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[Tpunoxxenne 1
K ITOCTaHOBJIEHUIO aIMUHHUCTPALUH

MacasibcKoro cenbcoBeTa
ot 25.03.2019r. Ne 5

HHCTPYKIUA
110 AeJIONPOU3BOACTBY B aAMUHHUCTPaAUU MacajbCKOro ceJibCoOBeTa
JIoKTeBCKOro paiioHa AJITalCKOro Kpas
1. O6mue noJsioxkeHUst
1.1. UHCcTpyKIus MO AENONPOU3BOACTBY B aAMUHUCTpALlUK MacaibCKOro CeIbCOBETA
JlokTeBckoro parioHa Aunraiickoro kpas (mamee MHcTpykmms) paspaboTaHa B IENAX
oOecrieueHUs] U  COBEPIICHCTBOBAHUS  JIOKYMEHTOOOOpPOTa, TMOBBIIICHHUS  €rO
(O PEeKTUBHOCTU MyTEM PErIaMEHTAllU HA €IMHON MPaBOBOM U METOANYECKOU OCHOBE
MpaBUJl MOJTOTOBKH JOKYMEHTOB, TE€XHOJIOTUH paOOThl ¢ HUMH, OpraHU3AIUU HX
TEKYIIEro XpaHEHUs U OATOTOBKH K MEPENAYe B ApXUB OPraHU3aLINH.
1.2. WHCTpyKIHMs OMpeeiseT MOPSIOK BEACHHUS EJIOMPOU3BOACTBA IO TMPHUEMY,
y4eTy, MOJArOTOBKE, O(POPMIIEHHUIO, ABUKECHHUIO, KOHTPOIIO MCIOJHEHUS, XPAHECHUIO U
UCIIOJIb30BAaHUIO JJOKYMEHTOB B aJMHHHCTpaIii MacaiabCKoro ceibcoBera (manee —
OpTaHbI).
1.3.  VYcranoBnennsie HMHCTpyKImed TmpaBuiaa BEACHHS  JICIOMPOU3BOJICTBA
OMpENENAI0T OpraHu3alui paboThl €  OPraHU3AMOHHO-PACHIOPSAUTEILHBIMU
JOKYMEHTaMH HE3aBUCUMO OT BHJA HOCHUTEJNS, BKJIIOYAsl MOATOTOBKY, PETHCTPALHUIO,
Y4YET U KOHTPOJb HUCHOJHEHUS JOKYMEHTOB, OPraHHM3alMI0 MX TEKYIIETO XPaHECHUS,
OCYHIECTBJISIEMBbIE C TMOMOIIBI0 HH(GOPMALMOHHO-KOMMYHUKAIIMOHHBIX TEXHOJOTUN
PacIpOCTPaHSIOTCS HA BCIO CIYKEOHYIO JOKYMEHTAIIMIO, HE COJEp KAIIyI0 CBEICHMUS,
OTHOCSIIHECS K TOCYJapCTBEHHOU TalHE.
1.4. Tlopsanok paOOThl C TOKYMEHTaMH, COJEpKallMMU WHPOPMAIINIO OIPAaHUYEHHOTO
JNOCTyIla PEryJIHPYIOTCS OTACIbHBIMA HOPMAaTUBHBIMU aKTaMH, YTBEPKIAEMbIMHU
PYKOBOJMUTEIEM OpPraHU3aLINH.
Benenne CcekpeTHOTro [I€JIONPOM3BOJACTBA OCYIIECTBISIETCSI B COOTBETCTBUM CO
CIICLIMAJIbHOM HMHCTPYKLHMEH, YTBEPKICHHOW mnocTaHoBlIeHMEeM lIpaBurenncrBa
Poccuiickoint @enepannu.
1.5. CocraBnenue, odopmieHUE U y4e€T JOKYMEHTOB IO Kajapam, Yy4ery
BOCHHOOOSI3aHHBIX ~ NPOBOJUTCS B  MOPSJAKE, YCTAHOBJIECHHOM JIEMCTBYIOIIUM
3aKOHOJIaTEeJIbCTBOM, HHCTPYKIUSAMHU, MTOJ0KEHUSIMU, UHBIMU NMPABOBBIMH AKTAMMU.
1.6. OTBETCTBEHHOCTH 32 OPTAHMU3AIUIO JIEITOTPON3BOJICTBA B OPTaHAX BO3JIAraeTCs Ha
UX PYKOBOAMTENCH U (WIH) 3aBEIYIOIINX OOIIMMHE OTICTIaMH.
MyHHIIMITAJIBHBIE CITYXKAIUE€ OPTraHOB HECYT IEPCOHAJIBHYK) OTBETCTBEHHOCTH 34
cobmonenne TpeboBaHu MHCTpYyKUMHM, COXPAaHHOCTh HAaXOJALIUXCA Yy HHUX
NOKyMeHTOB. Ilpu yTpaTe JOKyMEHTa MYHUUMNAIbHBIA CilyKaluid oO0s3aH
HEMEJIJICHHO JI0JIOXKHUTh 00 3TOM PYKOBOJUTEIIO OpraHa.
1.7. BHOBb THpUHATBHIE MYHHIIUNAIBHBIEC CIyXalllMe JOJDKHBI OBITh O3HAKOMIIEHBI
HEMOCPEACTBEHHBIM PYKOBOAUTENIEM ¢ PermameHTOM aamMuHHUCTpauuu MacaiabCKOTO
cenbcoBeTa U MHCTpyKIMel B TeueHHe MATH pabounX AHEH co IHS mpueMa Ha padoTy.
1.8. MHCTpyKIHs HE pacpOCTPaHAETCS Ha MOPSAOK JIEIOMPOU3BOACTBA MacaabCKOro
cenbcoBeTa CoBeTa IeNyTaTOB, €CJIM IPABOBBIMU aKTAMH HE YCTAHOBJIEHO MHOE.



1.9. IlpaBmna paboOTHI C JOKyMEHTaMH B CHUCTEME 3JIEKTPOHHOTO JOKYMEHTO0OOpOTa
opranmzanmu (manmee - COJ]) ¥ WHBIX HHOOPMAIMOHHBIX CHCTEMax, B KOTOPBIX
OCYILECTBISIETCS CO3/aHue (BKJIIOYCHHWE) W XpaHCHHWE JOKYMEHTOB, HE JOJDKHBI
BXOJUTH B IPOTUBOPEUHE C MONIOXKEHUSIMU MHCTpyKITNU.

2. O0urue TpedGoBaHNs K 0(hOPMIIEHHIO TOKYMEHTOB

[Ipu moaroToBKe IJOKYMEHTOB HEOOXOIMMO COOJIOAaTh TpeOOBaHMS M MpaBHIA,
o0OecrnieunBalOIINe UX IOPUJIUYECKYIO CHITY, 1eIeco00pa3HOCTh U OOOCHOBAHHOCTD,
OMEePATUBHOE UCIIOJTHEHUE U UCTIOIb30BAHUE.

2.1. BjiaHKHU 10KYMEHTOB

[Ipy nOAroTOBKE MAOKYMEHTOB 3a TMOAMMUCHIO TJIABBI CEIbCOBETA, 3aMECTUTENS
CEIbCOBETA UCIMOIB3YIOTCA CIEIYIONINE BUbI OJIAHKOB!

OJlaHK TTOCTAHOBJICHHUS TJIaBbl MacajbCKOro cenbcoBeTa (mpuioxenue 1);

OJIaHK pacIoOpsHKEHUS TIIaBbl MacaabCKOro celibcoBeTa (MPHIIOKEHUE 2);

OnaHk uchMa (TpritoskeHue 3).

@®opmbl  OJTAHKOB HWHBIX OpPraHOB MECTHOTO CaMOYIMPAaBJICHUS YTBEPKIAIOTCS
MPaBOBBIMU AKTAMH MHBIX OPTaHOB MECTHOTO CaMOYIIPaBJICHUS.

2.2. @opmar 6ymaru

bnanku opopmisitoress Ha Oemnoii Oymare gpopmaroB A4 (210 x 297 MMm), B OTACIIBHBIX
clIydasix, MpeIyCMOTPeHHBIX (OpMOI TOKyMeHTa, — Ha juctax (gopmara A3 (297 X
420 mm) m A5 (148 x 210 mMM) W meYaTarOTCsAd YEPHOW KPacKOW Ha OCHOBE
MPOJIOJIBHOTO UK YTIIOBOTO PACTION0KEHUS PEKBU3UTOB.

JlokyMeHTbl Ha OyMa)KHBIX HOCHUTEIISIX O(OPMIISIIOTCS Ha JIUIEBOM CTOpPOHE JiucTa 0e3
o0opoTa, 3a WCKJIIOUYEHHUEM CIIy4aeB, YCTAHOBJIEHHBIX THUIIOBBIMU (opMamMu H
oOpasiaMu JTOKYMEHTOB.

2.3. Iloast 1 a63auHBIA OTCTYN

Kaxxaplil TUCT JOKYMEHTA JIOJKEH UMETh MOJIs CIAEAYIONIUX pa3MepoB:

nesoe — 20 MM;

npaBoe — 10 mmM;

BepxHee — 20 MM,

HwkHee — 20 M.

JIOKYMEHTBI JJIUTEIBHBIX CPOKOB XpaHeHHs (cBbimre 10 JeT) AODKHBI UMETh JIEBOEC
nosie He meHee 30 MM.

AG3aIHBIN OTCTYII IOJHKEH COCTABIATh 12,5 MMm.

3aro0BKM pa3zesioB M MOJPA3/ENIOB MeYaTaloTcsa ¢ ab3alHbIM OTCTYIOM WIH
LUEHTPUPYIOTCA MO IHUPUHE TEKCTA.

MHorocTpo4yHble PEKBU3UTHI NIEYATAIOTCS Yepe3 OJUH MEKCTPOUHBIA UHTEPBAI,
COCTaBHBIE YaCTU PEKBU3UTOB OTIEISIOTCS TOMOJIHUTEIHHBIM HHTEPBAJIOM.

Tekct nokymeHnTa nevyataercs yepe3 1 — 1,5 MexkCTpoUHBIX HHTEpBAIA.

WNuTtepBan Mexay OykBaMu B CJIOBaxX — OOBIUHBIN, HHTEPBAJI MEXAY CIOBAMH —
OJIUH MPOOeI.

TekcT nOoKyMeHTa BBIpAaBHUBACTCS IO IIMPHHE JICTa (IO TPaHUIAM JIEBOTO H
IIPABOTO TOJICH TOKYMEHTA).

JInuHa caMOW JJIMHHOM CTPOKM PEKBU3UTA MPU YIVIOBOM PACIOJIOKEHUH
PEKBU3HUTOB — HE Oosiee 7,5 cM, MpU MPOAOILHOM PACIIONIOKEHUH PEKBU3UTOB — HE
6onee 12 cm.

Ha npomonpHbIx OnaHkax (OJTaHKW MOCTAHOBJICHWU, PacIOPsDKCHUH, MPHKA30B) BCE
PEKBU3HTHI PACIIONIATAIOTCS 0 IICHTPY TEKCTOBOTO T10JIs, HA YTJIOBBIX (OJIAHKH TTHCEM)



— B JIEBOM BepXHEM Yyriy OJlaHKa, OpU OTOM KaXJblil 3JEMEHT pPEKBU3UTA
LEHTPUPYETCS OTHOCUTEIBHO CAMOU JUIMHHOW CTPOKH.

[Ipu moAroTOBKE JOKYMEHTOB JOIMYCKAETCS HCIOJIb30BaHUE JIUIIEBOM U OOOPOTHOM
CTOpPOHBI JucTa. [Ipu NBYCTOpOHHEM CO3JaHUU JOKYMEHTOB IIMPUHA JIEBOTO IMOJS Ha
JUIEBOW CTOPOHE JIUCTA U MPABOTO MOJIsl HA OOOPOTHOM CTOPOHE JIUCTA JIOJKHBI OBIThH
PaBHBI.

[Ipu co3ganum JOKyMEHTa Ha ABYX U 0oJjiee CTpaHMIlAX BTOPYIO M MOCIEIYIOIIUE
cTpaHullbl HyMepytoT. HoMepa cTpaHull MpOCTaBISIOTCS MO CEPEIMHE BEPXHETO MOJIs
JTOKyMEHTa Ha paccTostHUU 10 MM OT BEpXHETO Kpast JIUCTA.

[Ipy MOATOTOBKE MHOTOCTPAHUYHBIX JOKYMEHTOB O(DOPMIISIETCS TUTYJIBHBIN JTUCT

IIpu cocTaBneHnu TabIUI 1OMYCKAETCS UCTIOIb30BaHUE MIPU(TOB MEHBIIIUX PAa3MEPOB
- N 10, 11 1.

JlonyckaeTrcst BbICATh MOJYXUPHBIM MIPU(PTOM PEKBU3HUTHI ' aapecaT , '3aroJ0BOK K
TEKCTY' WU "TOJAMKCH", a TAKKE OT/ACIIbHbIC ()parMeHThI TEKCTA.

2.4. PeKBH3UTHBI JOKYMEHTOB

CocTaB pEKBU3UTOB, HCIOJIB3YEMBIX M1 OPOPMIICHHS JOKYMEHTOB, OIPEICISAETCS
BUJIOM (Pa3HOBHIHOCTHIO) OpraHU3aI[MOHHO-PACTIOPSAUTEILHOTO TOKYMEHTA

IIpu coctaBieHnu U 0POPMIICHUU JOKYMEHTOB MOTYT HCIIOJIb30BAaThCS CIICIYIOIINE
PEKBU3UTHI:

. HaumeHoBaHue opraHa,

. HaumeHoBaHue CTpyKTYpHOTO MOApa3IeICHHUS,

. CnipaBouHbIe JaHHBIE 00 opraHe (MOYTOBBIN aapec, HHAEKC, TeaehoH, (akc);

. HaumenoBanue Bua qoKyMeHTa (IIOCTaHOBJICHHE, PACIIOPSDKEHUE, TPUKA3 U T.1.);

. JlaTa moKymeHTa;

. PeructpaninoHHbI HOMEP TOKYMEHTA;

. Cchulka Ha pEerucTPalMOHHBIN HOMED U JIaTy MOCTYMHUBIIETO JOKYMEHTA;

. Mecto cocraBieHust (M31aHUs) TOKYMEHTA,;

. Anpecar;

0. I'pud yTBepkaeHUS TOKYMCHTA,

11. Pe3omrorusi;

12. 3aronoBoOK K TEKCTY,

13. OT™MeTKa 0 KOHTPOJIE,

14. TekcT JOKYMEHTAa,

15. OTMeTKa 0 HATMYUH TTPUIT0KEHHUS;

16. IToxarmuce;

17. I'pu¢ cornacoBaHusi TOKYMEHTA,

18. Buser;

19. Ileuars;

20. OT™MeTKa 00 UCIIOJTHHUTEIIE;

21. OT™MeTKa 0 3aBEpPEHUH KOIIHH,

22. OTMETKa O OCTYIUICHUH JJOKYMCHTA,

23. OTMeTKa 0 HaIpaBJICHUH JTIOKYMEHTA B JIEJIO0.

2.5. PexBu3ut «HaumeHoBaHHe opraHa (CTPYKTYPHOIro nmoapasaeeHus )»
BaXHbIM pEKBU3UTOM JIOKYMEHTA SBJISETCS IPAaBUILHOE yKa3aHUE HAaWMEHOBAaHUS
OopraHa-aBTOpa JIOKyMEHTa, OHO YyKa3bIBaeTCsi Ha OJaHKax, B COOTBETCTBUHM C
yUpEeAUTEIbHBIMU JOKYMEHTAMMU.

2.6. PexBu3uT «CrnipaBoYHbI€ TaHHbIE 00 OpraHe»

P OO ~NOoO Ok, WwWwNPEF



OTOT pEKBHU3UT, KaK MPaBUIIO, SBISETCS NPUHAMJICKHOCTbIO OJlaHKa opraHa M
BKJIIOYAET IMOYTOBBIH ajpec (B T.4. MHACKC), HOMepa TeJIe(hOHOB U JPYTrue CBEACHHS 110
YCMOTpeHHIO oprana (Homepa (hakcoB, aapec JJICKTPOHHOM IMOYTHl U JIp.).

2.7. PexBu3ut «HaumeHoBaHMe BUIA TOKYMEHTa»

OO0s3aTeIbHBIM PEKBU3UTOM CIIY>KEOHBIX JOKYMEHTOB, 32 MCKJIIOUEHHUEM IIHUCEM,
ABJSCTCS YKa3aHWE WX BHJA. MOCTAHOBIICHUE, PACIOPSKEHUE, NPOTOKOJ, IUIaH
paboTsl, uHpOpMAIUS U T.1.

JlaHHBI PEKBU3UT YKa3bIBACTCS I110J] HAUMEHOBAaHWEM oOpraHa, IO IeHTpy. B
MIPOTOKOJIE — HUKE HAMMEHOBAHUSI KOJUIETMaIbHOTO OpTraHa, B 3asiBJICHUU, CIIYKEOHOI
3alUCKe — HUXE pEeKBU3UTa «AjzpecaT», B aKkTe — HWKe pekBusuta «['pud
YTBEPKICHUSY.

Bubl mpaBoOBBIX aKTOB!

[TocTanoBnEHKE, pacnOPsIKEHHUE TJIaBbl MacallbCKOrO CEIbCOBETa— IPABOBBIC
aKThl, W3JAaBAacMble TJIABOM MacalbCKOro CenbCoBETa IO BOIPOCAM MECTHOTO
3HAYeHUs MacalbCKOro CelbCOBETa W MHBIM BOMNPOCAM, OTHECEHHBIM K €ro
KOMIIETEeHIIMA Y cTaBoM MacaibCkoro cenbcoBeTa JIOKTEBCKOro paiioHa AJITanCKOTO
Kpasi B COOTBETCTBUHU C (pefiepaibHBIMU 3aKOHAMHU.

ITocTanoBneHHEe agMHHUCTpAMM MacaabCKOro CelbCOBETa— MNPABOBOM aKT,
W3JlaBaeMbIi TJ1aBOM MacaabCKOro CelbCOBETa, 3aMECTUTEIEM AIMHHUCTPaLMU
MacanbCKOro cenpcoBeTa B Ipelesiax MX IMOJHOMOYHMM MO BONPOCAM MECTHOTO
3HAQYEHUSI U BOIPOCAM, CBSI3AHHBIM C OCYIIECTBICHHEM OTIEIbHBIX TOCYAAPCTBEHHBIX
MOJIHOMOYHMM, TEepeAaHHbIX OpraHaM MECTHOrO0 caMoymnpaBieHus (denepanabHbIMU
3aKOHAMU U 3aKOHAaMH AJTalCKOTO Kpas.

PacniopsbkeHue aaMUHHCTpauu  MacaiabCKOTO celibcoBeTa (MHOrO oOpraHa
MECTHOTO CaMOYIIPABJICHWsI) — TIPAaBOBOM aKT aJMHUHUCTpanuu (MHOrO oOpraHa
MECTHOTO CaMOYIIPABJICHUS), W3JIaBaeMblii 110 BOIPOCAM OpTraHH3aIMH PaOOTHI
aJIMAHUCTpanuU (MHOTO OpraHa MECTHOTO CAaMOYIIPABJICHHUS).

[Ipyuka3 — npaBOBOM aKT, M3aBAa€Mblii PYKOBOAUTEIIEM OpPraHa, SBJISIOMIETOCS
IOPUJIMYECKUM JIUIOM, JUIsl PEIICHUS] BOIIPOCOB, OTHECEHHBIX K KOMIIETEHI[UU OpraHa.
2.8. PexkBu3ut «JlaTa 1oKymMeHTa»

Ciy>xeOHBIN TOKYMEHT JIOJKEH UMETh JaTy, B COCTaB KOTOPOW BXOMST YMCIIO, MECAII
U TO/I.

JIn1d OpOTOKOJIOB pA3IWYHBIX 3aCEJaHUl J1aTOM SIBJISETCA JE€Hb, MECALl M TOJ HX
MPOBEJCHUSA, a JJis MOCTAHOBIICHHUM, PACHOPSIKEHUI, MPUKA30B U MHUCEM — JIEHb UX
perucTpaluu.

JlaToil noKyMeHTa, TPeOYIOIIETO YTBEPAKACHHUS, CUUTACTCS 1aTa €ro YTBEPKIACHUS.
Jlata nmoxymeHnta odopmisieTcs apaOCkuMu IudpaMu B MOCIEIOBATEIBHOCTH: JI€Hb
Mecsa, mecsu, rog. JleHp mecdma u mecsan opOpMIISIIOT ABYMsI MapaMu apaOCKuX
uudp, pa3nereHHbIMH TOYKOW, T/l — YETHIPbMsI apaOCKuUMH uppamu,

Hanpumep, 15.03.2018

Ecnau yucno unv mopsiAKOBBIM HOMEpP Mecsilia SIBISIETCSl OAHO3HAYHBIM YHCIIOM, TO
nepe udpoii CTaBUTCS HOJIb,

Hanpumep, 05.03.2018

B cnydasx, mpeaycMOTpeHHBIX ONaHKaMH WA THUIIOBBIMU (OpMaMu JTOKYMEHTOB,
JIOTTYCKAeTCs CIIOBECHO-IIMGPOBOI criocod opopMiieHHs 1aThl,

Harpumep, 05 mapra 2018 r.

JlaTta noanucaHus yka3blBaeTCs B JIEBOW BEPXHEU YaCTU JOKYMEHTA.



Ecnu nokymeHT roTOBUTCS He Ha OJlaHKe, TO Jara MPOCTABISIETCA MO
HANMEHOBAaHUEM JOJDKHOCTHOTO JIMIA, TMOJMNHCABIIETO JIOKYMEHT, HWKE Ha
2 — 3 MEeKCTPOYHBIX HHTEPBAJIA.

Bce ormeTkn Ha cayKeOHBIX JOKYMEHTaX, CBSI3aHHBIE C WX NPOXOXKIACHUEM U
WCTIOJIHEHUEM, TATUPYIOTCS Y MOMHUCHIBAIOTCS.

JlaToil nOKyMeHTa, W3JAHHOTO COBMECTHO JABYMsI WM Oojee OpraHu3alusMu
(TOJDKHOCTHBIMH  JIMIIAMH), SIBJIICTCA JlaTa TIOANHCAHHUS JIOKYMEHTa ITOCIICTHEH
CTOPOHOM.

JlaHHBIN PEeKBU3UT 00s3aTENICH AJI BCEX BUIOB JOKYMEHTOB.

2.9. PexkBu3uT «PerucTpanuoHHbIA HOMEP JOKYMEHTA»

PeructpaniioHHbIi HOMEP JOKYMEHTa — HUGPOBOM WM OYKBEHHO-LM(PPOBOM
UJIEHTU(PUKATOD JOKYMEHTa, KOTOpBIM (OpMUPYETCS Ha OCHOBE MPUCBOCHHOTO
nopsigkoBoro Homepa CDJI (mpu Hamwuuu), OYKBEHHOTO COKpAIllCHUS BHJIA
JOKYMEHTA, MOPSAIKOBOrO HOMEpa JTOKYMEHTA.

Ha nokymeHTe, MOJANMHWCAHHOM COBMECTHO JByMs U 0Oojee opraHamu
(opranuzanusMu),  MPOCTABISIIOTCS  PETHCTPAIlMOHHBIE  HOMEpa  JIOKYMEHTA,
MIPUCBOEHHBIE KAXKBIM U3 HUX. PerncTpaunoHHbIE HOMEpPA MPOCTABIISIIOTCS B MOPSIKE
yKa3aHUs HAMMEHOBAaHWMU OpraHuM3alii B 3arojoBo4yHOM dactu (mpeamoOyie)
JOKYMEHTA U OTIACIATCS APYT OT APYyra KOCOM YEPTOM.

JlaHHBI pEeKBU3UT O00s3aTelieH I8 BCEX BHUJIOB JOKYMEHTOB, MOJJIEKAIIUX
perucTpanmm.

2.10. PexkBu3uT «CchblIKa HA PErUCTPAIIMOHHBINH HOMEP U 1aTy

NOCTYNMUBLIEr0 JOKYMEHTAa»

Ccpulka Ha pPErMCTPAlMOHHBIA HOMEpP MW JaTy [OCTYNHMBIIETO JOKYMEHTA
HCIOJIB3YETCS TOJIBKO B TEX JOKYMEHTaX, KOTOPBIE SBJISIOTCA OTBETAMH, U BKIIOYAET
JaTy U PETUCTPALIMOHHBIA HOMED TOKYMEHTA, HA KOTOPBIW JTA€TCS OTBET, HAIPUMED,
Ha Ne03-24/147 ot 03.02.2018

B TekcT nucbma-oTBETa CBEACHHS O PETUCTPAMOHHOM HOMEPE U AATE MOCTYIUBIIETO
MAChMa HE BKJIIOYAOTCS.

2.11. PexkBM3UT «AapecaT»

AJlpecaToM JOKYMEHTa MOXKET OBbITh OpraHu3aiusi, CTPYKTYpHOE TMOJpa3/ielieHHe
OpraHu3aluu, JOJKHOCTHOE WU (DU3UYECKOE JIUIIO.

PexBu3utr «Agnpecar» odopmisiercss Ha OlaHKe C YIVIOBBIM PAacHOJIOKEHUEM
PEKBU3UTOB - B BEPXHEM MNpaBOM 4YacTU JOKyMEHTa, Ha OJaHKE C MPOJIOJIbHBIM
PacIOIO)KEHHEM PEKBU3UTOB - CIIpaBa MOJ peKkBuU3UTamMu OnaHka. CTPOKU PEKBU3UTA
«ApapecaT» BBIPaBHUBAIOTCS 110 JIEBOMY KPAr0 WA LHEHTPYKOTCS OTHOCUTEIBHO CaMOM
JIJIMHHOM CTPOKH.

[Ipu agpecoBaHuM AOKYMEHTa IOJKHOCTHOMY WM (PU3HMYECKOMY JIMIY WHHIIHAIBI
yKa3piBaloTCs nepen (pamunueil. HammeHoBaHue opraHu3zanuul ¥ €€ MOJpa3/ielCHUs
YKa3bIBAIOTCS B UMEHUTEIBHOM NAJIEKEe, HAITPUMED:

Anmunauctpanus JIOKTEBCKOTO pailoHa

Komwurer no nemnam apxuBoB
JIOJDKHOCTB TMIa, KOTOPOMY apECOBaH JOKYMEHT, YKa3bIBAIOT B JATEIBHOM MaAEKe,
HarpuMmep:

Anmunauctpanus JIOKTEBCKOTO pailoHa

Komwurer no nemnam apxuBoB

HavaneHuky otaena



N.0.DOamunms
[Ipu anpecoBaHuM JIOKYMEHTa PYKOBOJUTENIO OpraHa, MOPUAMYECKOTO JIHIA
HaUMEHOBAHHUE €T0 BXOJIUT B COCTaB HAUMEHOBAHUS JIOJHKHOCTH ajipecaTa, HalpuMmep,

[Ipencenarento M36upaTenbHOM

KOMHUCCHUH AJITalICKOTO Kpast

N.0.DOamunus
Ecnu nokymMeHT oTmpaBisieTcss B HECKOJBKO OJHOPOJHBIX OpraHu3alui, TO UX
CleyeT yKa3blBaTh 0000IEHHO, HAIIPUMED,

PykoBonutensam npeanpusiTuit

CTPOUTENBHOTO KOMILJIEKCa
IIpu paccbuike JIOKyMEHTa HE BCEM OpraHu3alusM WIH  CTPYKTYPHBIM
MOApPA3JEICHUsIM TOJT PEKBU3UTOM  «AzpecaT» B  CKOOKax  yKa3bIBaeTCs:
«(1o cIUcKy)».
Ecau nmceMo aapecyeTrcss opraHu3aldy, YKa3blBAalOT €€ HAaMMEHOBAaHHE, 3aTeM
MOYTOBBIN aJIpec, HAIPUMED,

Otnenenue [lencuonHnoro dhoxaa

Poccuiickon @enepannun

1o ANTaiiCKOMy Kparo

np-kT Komcomomnncknii, 80-a

r.baprayn, 656056
[Ipu anpecoBaHnu JOKyMEHTa PU3MUECKOMY JIMILY YKa3bIBAIOT MHUIIUAJBI U (DaMUIHIO
MoJTyyaressi, 3aTeM MOYTOBBIN aJipec, Halpumep,

N.1.MBaHOBY

np-kT. CTtpoutenei, 6, kB.26

r.baprayn, 656058
B onHoMm nokymeHTe He JTOMKHO OBITh OoJiee ueThipex anapecatoB. [Ipu agpecoBanuu
JIOKyMEHTa HECKOJIbKUM ajipecataMm cioBo «Komwusi» ne mnumercs. Ilpu Ooinbiiem
KOJIMYECTBE AaJIPECaTOB COCTABIISIETCSl CIHUCOK PACCHUIKM JIOKYMEHTA, M Ha KaXXKIOM
JIOKYMEHTE YKa3bIBaeTCs TOJBKO OJWH ajapecar WIH aapecatr odopmisercs
000011IEHHO.

B angpecare BHYTpeHHEro IOKYMEHTa YKa3bIBA€TCS HOJKHOCTh, WHUILIUAIBI U
(dbamuiist pyKOBOJIUTEIIS OpraHa.

CHnucoK pacChlUIKU COCTaBISECTCS] UCTIOJTHUTEIEM.

B cocraB pekBu3ura «Anpecar» MOXKET BXOJAWUTh MOYTOBBIA agpec. DIEMEHTHI
MOYTOBOTO aJIpeca yKa3bIBaIOTCS B MOCJIEAOBATEILHOCTH, YCTaHOBIIEHHOU [IpaBunamu
OKa3aHus yCIYT MOYTOBOU CBS3H.

[louTOBBIM ajgpec HE yKa3bIBAa€TCAd B JOKYMEHTaX, HANpPaBJISIEMbIX B BBICIIHE
OpraHbl BIJIACTH, BBIIIECTOSIINE OpPraHU3allMK, MOJABEJOMCTBEHHbIC OpraHU3alluUd U
MOCTOSIHHBIM KOPPECITOHACHTAM.

[lpr oTnpaBKe NHChMA IO DJIGKTPOHHOW TouTe WM (aKCHMHIbHOW cBs3u (0e3
JOCBUIKH TIO TTOYTE) IMOYTOBBIM aJpec He yKa3biBaeTcs. [Ipu HEOOXOIUMOCTH MOXKET
OBITh YKa3aH 3JICKTPOHHBIN aapec (HoMep Tenedona/dakca).

2.12. PexBusut «I'pu¢ yTBep:kIeHUsi JOKyMEHTA»

VYTBepxkaeHue — o0coOblii  cnoco0  yIOCTOBEpEHUS JOKyMeHTa. JIOKyMeHT,
MOJICKAIIUN YTBEPKACHUIO, TPUOOpETaeT IOPUIUYECKYIO0 CHIIy TOJIBKO C MOMEHTa
ero yrBepxkaeHus. JIOKyMEHTBhl YTBEpP>KJAIOTCS COOTBETCTBYIOIIMMHU OpraHaMH WIIU



JTOKHOCTHBIMM JIUI[AMH, B KOMIIETCHIIMIO KOTOPBIX BXOJUT PEIICHHE BOIPOCOB,
W3JI0KEHHBIX B 3TUX JJOKYMEHTAX.

I'pud yTBepxkIaeHUS ITOKYMEHTa MPOCTABISETCS Ha JOKYMEHTaXx B IPaBOM
BEPXHEM YTIIy NEPBOro JUCTa JOKyMeHTAa. CTpPOKM PEKBU3UTA BBIPABHUBAIOTCS II0
JIEBOMY KPar0 WU HEHTPYIOTCS OTHOCUTEIBHO CaMOW JITTMHHOW CTPOKH.

[Ipu yTBep>KIEeHUM JOKYMEHTa JIOJLKHOCTHBIM JIMIIOM TpU( YTBEPKIACHUS
coctout u3 cinoBa Y TBEPXKJIAIO, HaumeHOBaHUS JOJKHOCTH JIMIA, YTBEPKAAIOIIETO
JTOKYMEHT, €ro MOANNCH, HHUIHAIOB, (DaMUJIUUA U AaThl YTBEPKICHHUS.

Hanpuwmep:

VTBEPXJIAIO
(1OKHOCTB)

HaumenoBanue
OpraHu3anuu

N.O0.®amunusa
JIMYHAs OOAIMUCH
JlaTa

1503071

YTBEPXJIAIO

I'naBa aJIMUHUCTpPALIUU
paiioHa
N.O.Damumsa
JIMYHAS TOITHCH
JlaTa

[Ipu yTBepKaeHUM AOKYMEHTAa HECKOJIbKUMHU JOKHOCTHBIMHU JIUIIAMH WX TMOIIUCH
pacroiararoTcs Ha OJJHOM ypOBHE, HAIIpUMeEp,

YTBEPX/IAIO YTBEPX/IAIO
[IpencenaTens KoMmuTeTa [Ipencenarens oTaena
10 00pa30BaHUIO 0 KyJbTYpe
N.O.®amunus N.O.®amunus
JUYHAs TTOAIUCH JUYHAs TTOAIHUCH
Jata Jlata

[Ipy yTBepXKIeHHMHW JOKYMEHTa pPACHOPSAUTEIbHBIM JOKYMEHTOM TpHu(d
yTBepKIeHus  coctour w3 ciuoa "YTBEPXIEH"  ("YTBEPXIEHA",
"YTBEPXXJIEHbI" uau "YTBEPXJIEHO"), coriacoBaHHOr0 ¢ HAMMEHOBAaHHUEM BHA
yTBEP)KJIAEMOT0 JOKYMEHTA, Ha3BaHHWS BHUJA PACHOPSIUTEIBHOTO JIOKyMEHTa B
TBOPUTEIHLHOM Majexke, ero AaThl, HoMepa. Hampumep:

(Pernamenr) YTBEPXJIEH
(HanMeHOBaHHE TJOKYMEHTA)
oT«  » N

(TTpasua) (YTBEP/IEHBI)



(HauMeHOBaHHE JOKYMEHTA)
OT« » N

[Ipu yTBEpKIAECHUM NOKYMEHTA KOJUIETHAJIbHBIM, COBEIIATEIBHBIM WIIM WHBIM
OpraHoOM, pelIeHUs KOTOPOro (PUKCUPYIOTCA B MPOTOKOJIC, B TpUde YTBEPKIACHUS
yKa3bIBacTCs, HAaWMMCHOBAHWE OpraHa, JaTa W HOMEp MpOTOoKoja (B CKOOKax).
Hanpumep:

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

2.13. PexkBu3ut «Pe3oronusa»
B coctaB pe3omionuu BXOJAT CHEAYIOIIME DSJIEMEHTHI: (pamMuiausi, WHULIHAIIBI
UCIIOJIHUTE (MCIIOTHUTEIICH), COAECPIKaHUE MMOPYUCHHS, CPOK MCIOJHEHUS, TOIIHNCH,
naTa.
B caydasx, korma mopydeHue AaeTcs JABYM WM HECKOJBKHM JIMIIAM, PaBHBIM 10
JTOJDKHOCTH, OTBETCTBEHHBIM HCIIOJTHUTENIEM SIBIISETCS JIMIO, YKa3aHHOE B TTOPYUYCHUHU
TIEPBBIM.
PexBuzut «Pe3omonus» MumeTcss OT PyKd B BEPXHEN IPaBOM 4acTH JOKYMEHTA.
Pesomroniuss  Moker  oOpMIIATBCA HAa  OTACIBHOM  JIMCTE € yKa3aHHEM
PETUCTPAIIMOHHOTO HOMEpPA U JIaThl IOKYMEHTA, K KOTOPOMY PE30JIFOIIUST OTHOCHUTCS.
JIaHHBIM PEKBU3HUT OO0S3aTENICH ISl BCEX JOKYMEHTOB, MOJICKAIUX HCIIOJHEHHUIO U
MMOCTAaHOBKE HA KOHTPOJIb.
2.14. PexBu3uT «3arojIoBOK K TEKCTY»
JlokyMeHThl (IIOCTAHOBJICHHME, PACHOpsSIKEHUE, NpUKa3 M JpP., 32 HUCKIIOUYCHUEM
MOPYYCHHH, TelerpaMm, TeleoHOrpaMM, U3BEIECHHI) JOJKHBI UIMETh 3ar0J0BOK.
3aroJIoBOK K TEKCTY Me4YaTaeTcsl OT JIEBOM IPaHMIIBI TEKCTOBOTO OIS, 0€3 KaBbIYEK, OH
JOJDKEH OBITh MaKCHUMaJbHO KPAaTKUM U OTBEYATh HA BOMPOC: «O gem?»,
Hanpumep, «O0 u3MeHeHHH...», «O BBIIEICHUH...». Toduka B KOHIIE 3arojioBKa HeE
CTaBUTCS. 3aroJIOBOK, COCTOSIIIMM M3 HECKOJBKHX CTPOK, IeUaTaeTcs dYepe3 OIWH
MEKCTPOUYHBI UHTEPBAI.
JITMHA CTPOKM 3arojioBKa — He O6ojiee 28 meyaTHhIX 3HAKOB.
2.15. PexkBu3uT «OTMETKA 0 KOHTPOJIE»
[IpocTaBnsieTcss Ha BCeX JOKYMEHTaxX, TPEOYIOIIMX KOHTPOJISI HCIIOJHEHHS, B BHUC
OykBbI «K» (KKOHTPOJIB») HIIH IITAMIIOM KKOHTPOJIB» B BEPXHEM I10JI€ JOKYMCHTA.
2.16. PexBu3ur «Texker JTOKYMEHTa»
TpeOoBaHus, npeabsiBsieMble K TEKCTY Pa3JIHYHbIX BUI0B IOKYMEHTOB

TekcT HOKyMeHTa MOJKEeH OBIThb COCTaBJIEH TI'PaMOTHO, SICHO, IMOHSITHO M TIO
BO3MOKHOCTH KpPaTKO, COOTBETCTBOBATh MpaBUJIaM M HOpMaM PYCCKOTO S3bIKa. TEKCT
JIOKYMEHTa JOJDKEH COJepKaTh JOCTOBEPHYIO M aKTyaJlbHYIO HH(pOPMAIHIO,
JIOCTaTOYHYIO ISl TIPUHSATHUS PEIICHUN WM MX HUCTIOJHEHUs, HE JIOJKEH JIOMyCKaTh
Pa3IMYHBIX TOJKOBAHMIA.

B Tekcrte mokymeHTa, MOATOTOBJICHHOM Ha OCHOBAHHMH 3aKOHOJATEIIBHBIX WIIH
WHBIX HOPMATHUBHBIX IIPaBOBBIX AaKTOB, paHEe W3JAHHBIX PACTOPSIAUTEIBHBIX



JIOKYMEHTOB, YKa3bIBAIOTCS X PEKBU3UTHI:

- HaWMMCHOBaHHWE JIOKYMCHTAa, HAMMCHOBAaHWUE oOpraHa BiacTH (OpraHHU3AIINH),
u3zaBmiero(ei) MOKYMEHT, Jara JOKYMEHTa, PErHCTPAIMOHHBIA HOMEp JOKYMEHTa,
3aroJ0BOK K TEKCTY;

- HaMMEHOBAHWE OpraHv3aluy WIM JOJDKHOCTHOIO JIMIA, YTBEPIUBIIETO
JIOKYMEHT, JlaTa YTBEPKACHUS TOKYMEHTA.

TexkcT JOKyMEHTa MOXKET COJepX aTh pa3feibl, MOApa3Jenbl, MyHKTHI,
MOANYHKTHI, HyMepyeMble apaOckuMu nudppamMu. YpOBHEW pyOpHKalMM TEKCTa HE
JIOJIKHO OBITH 00JIee YEThIpEeX.

CBA3HBIN TEKCT, KaK MPaBWIIO, COCTOUT M3 JIByX 4YacTeil. B mepBoM 4acTu yKas3pIBalOT
MPUYUHBI, OCHOBAHUS, 1I€TTM COCTABIICHUSI TOKYMEHTA, BO BTOPOM — 3aKIIIOUUTEIHHON —
pelieHus1, BBIBOJIbI, TPOCHObI, MPEIIOKEHUS, PEKOMEHIalIUH.

TekcT MOXeT cojepaTh OJHY 3aKIIOYHTEIbHYIO YacTh (HampuMmep, MPUKa3bl —
pacropsaAuTeIbHYIO YacTh 0€3 KOHCTAaTUPYIOUIEH; MUChMa, 3asBICHHUS — MPOChOy Oe3
TIOSICHEHUS; CITPABKH, JIOKJIATHBIC 3aIICKU — OIICHKY (DAKTOB, BBIBOJIBI).

Heo6xoauMo HCKIII0UaTh U3 TEKCTA JIMIIHUE CIOBA, KOTOPHIE B JOKYMEHTE HE HECYT
HUKAKHX CMBICJIOBBIX OTTCHKOB (HE «HACTOSIIUH aKT», a «aKT», HE «HACTOSIIUM
IpeIaracTcsa», a KIpeyIaracTcsa» Wik Ipeiaracm»).

Ynorpebiienne npodeccHoHaau3MoB (CJIOB, CBOMCTBEHHBIX JIOAIM KaKOW-THOO
poeCCum) TOJHKHO OBITH OTPAHUICHO.

Crnenyet nzberath TaBTOJIOTHA («CBOOOIHAS BakaHCHs», «B cpok 70 10.05.2018»).

B Tekcte gokymeHTa (KpoMe MpaBOBOrO akTa) CleAyeT YHOTpeOsaTh WU
obmenpunsThie cokpaiieHus (OO0 — 001ecTBO ¢ OrpaHUYCHHOM OTBETCTBEHHOCTHIO)
WU COKpallleHUs], pacliu(poBaHHbIE B CKOOKAax IMpHU MEPBOM YIOMHUHAHUHU B TEKCTE,
HanpuMep, TpyIIa onepaTuBHOTO pearupoBanus (naisee — ['OP).

Hanucanue oTAeNbHBIX HAUMEHOBAaHUM, CIIOB U CIOBOCOYETaHUM, Haubojee 4acTo
yIOTPEOIIeMBIX B TEKCTE JJOKYMEHTA, H3JI0KEHO B mpmioxeHuu 10.

Ha pokxymenTtax, opopmisieMbix Ha ABYX U 0oJiee JTUCTax, BTOPON M MOCIEIYIOLIUM
JUCTHI JOJDKHBI ObITh MPOHYMEpOBaHbl. Homepa NHMCTOB MPOCTaBISIOTCS B MPABOM
BEpXHEM YTy JIUCTa apabckumu nudpamu u 6€3 Kakux-11u00 3HAKOB.

TeKCThI CIIOKHBIX JOKYMEHTOB (CIPaBKH, OTYETBI, 0030pPbI, JOKJIAJbI, MOJIOKCHUS H
T.J1.) ICISATCS Ha Pa3eibl, TYHKTHI, TIOITyHKTHI.

Pa3gensl TekcTa cHaAOXKAOTCA 3arojOBKamMu, KOTOpPbIE IEHTPUPYIOTCA MO IIMPUHE
TEKCTa.

OT TekcTa 3arojlOBKM OTIESIOTCS OJHUM MEXCTPOUHBIM HHTepBasioM. Hymepyrot
pazJielibl, IyHKTHI U HOJMYHKTHI apaOCKUMU LU pamu.

[locne HOMEpa MOJIMYHKTA CTABUTCSl TOUYKA U TEKCT MEYaTaeTCs C MPOMUCHOU OYKBBI,
MOCJI€ MOJIMTYHKTa CTABUTCS TOUKA C 3aISITOM, HaHpHMep,

2. Komutery mo menam MOJ'IOI[C)KI/I ............. :

2.1. O0ecneuuTh ...'vnvvnnne :

2.2. Pa3BMECTHTD ........vunn.. .

O0603HaueHUsI MOJIMYHKTOB MEYATAIOTCS C KPACHOU CTPOKH.

B Takux JOKyMeHTax, Kak OOBSICHUTENbHbIC 3alHCKH, JOKJIAJAHBIE 3aIlUCKH,
UCTIONBb3yeTcs (hopMa M3JIOKCHHS OT IEePBOTO JIMIA eauHCTBeHHOro uncia («IIpomry
HAIPaBUTh...», «CUUTaI0 HEOOXOAUMBIM...»).

B apyrux Buaax AOKYMEHTOB HUCIOIb3yeTCs (popMa HU3IIOKEHUS OT TPETHEro JHIa
CJIMHCTBEHHOTO YHclia («...CYMTACT BO3MOXKHBIM...», «...HE BO3pa)aer...» W T.JI.) WIH



MIEPBOT0O JIMIa MHOXECTBeHHOTO yncia («Hampamnsewm...», «[Ipocum...»). B nanHOM
cily4yae pyKOBOAUTENb, MOAMUCABIINNA TOKYMEHT, BHICTYA€T OT UMEHHU OpraHa.
CnyxeOHble JOKYMEHTHI I€4aTaloTCsl Ha KOMIBIOTEPE C HCIOJIb30BAaHUEM, Kak
mpaBuio, TekcroBoro pemakropa Word for Windows mpudgrom Times New Roman
pasmepoM 14 (s co3maHUsA  OCHOBHOTO TEKCTa JOKYMEHTa) uepe3 OJHH
MEXKCTPOUYHBIM HMHTEpBaJ, JOMYyCKAeTCs Iedararb JIOKYMEHThl u uepe3 1,5
MEKCTPOUYHBIX MHTepBayia (MHCHhMa, TOKJIAbI, OJaroapCcTBEHHBIC MUChMA, CIIPABKH,
JOKJIAJHbIE 3allMCKA W T.JI.), KpOME IPABOBBIX aKTOB. B OTHEIBHBIX Clydasx B
MPOEKTaX MPaBOBBIX aKTOB pasMmep mipudTa MoKeT ObITh yMeHbIIeH a0 13 mmm 12
(st TaOIHII, PUCYHKOB U T.I1.).

JInst  BbIIENEHUST 4YacTH TEKCTa JIOKYMEHTA, 3arojioBKa, MPUMEUYaHUs MOTYT
UCIIOIB30BaThCA MIPUQPTHI IPYTUX TUIOB U Pa3MEpPOB, KUPHOE HAuepTaHUE, KYPCUB,
W3MCEHEHHBI (YMEHBIICHHBIN) HHTEPBA MEXIy CTPOKAMH, CMEIICHHE OTHOCHUTEIIBHO
IpaHUI] OCHOBHOI'O TeKCTa (KpOoMe MPOCKTOB MPABOBBIX aKTOB).

[Ipu neyaTanuu TaOIUI TAKKE MOKHO UCIOJIb30BATh MIPUDTHI APYTUX Pa3MEPOB.

B nokymeHTax, WH3roToBiieHHbIX Ha Oymare ¢opmata A4 © BKIIOYAIOMINX
COJIEpKATENbHYI0 4acTh, TMPEJACTABICHHYI0O B BHjJE TaONUIbI, JOMYyCKaeTcs
PacIoIOKEeHHE PEKBU3UTOB MapajieIbHO AJIMHHOW CTOPOHE JIUCTA.

PexBu3uThl (KpoMe TEKCTa), COCTOSIINE U3 HECKOJIBKUX CTPOK, MEYaTaroT 4epes
OJIMH MEXCTPOYHBIA WHTEpBaI. PEKBU3WTHI OTACISIOT Jpyr OT apyra 2 — 3
MEKCTPOYHBIMU UHTEPBAJIAMHU.

B noanucanHble WM YTBEpPKICHHBIE JOKYMEHTHl BHOCUTHh KaKue-TUOO WU3MEHEHUS,
WCIIPaBIICHUS, JOTIOJHEHUS 0€3 pa3pelieHus JIUia, TOAMKCABIIEr0 WIK YTBEPAUBILIETO
JIOKYMEHT, HE JIOMyCKAETCS.

PexBU3UTHI WJIM HX YacTH, BHOCHUMBIE PYKOMUCHBIM CIOCOOOM B JIOKYMEHTHI,
NpeAHA3HAUYCHHBIC N1 PA3MHOXKEHUS, BBINOIHSIOTCS TOJBKO YEPHUIIAMH WM MACTOU
TEMHOTO I[BETA.

[Ipy Hanmuuuu B TEKCTE€ CCHUIKM HA CHOCKY OHa O(OpMIISIETCS 3BE3J0YKOM WIH
nudpoit, Harpumep: * wiau 1. TekcT CHOCKM TedaTtaeTcs yepe3 OJWH MEKCTPOUYHBIN
MHTEPBAJl B KOHIIE KAXJOW CTpPAHUIbl WIHM MOCIE MPUIIOKEHUS B LEJIOM MOJI YEPTOM.
[locne cumBoNa ee TEKCT IeyaTraercsi ¢ MponucHO OykBbl. B KOHIlE TeKCTa CHOCKH
CTaBUTCSI TOUKA.

Ha oaHoii cTpanuile He JOJIKHO MPOCTABIATHCA 00JIee TPEX CHOCOK.

2.17. PexBu3uT «OTMETKA 0 HAJUYNH MPUITOKEHHUS»

[MpunoxxeHue Kk mMpaBoBoMY akTy (HpuiioxeHue 4) D0DKHO 0053aTelIbHO UMETh
CJIEAYIOIINE AJIEMEHTHI: MPUIIOKEHUE, YKa3aHUE BHA JOKYMEHTa, K KOTOPOMY OHO
npujiaraeTcsi, ero 1aty 1 HOMep, 3aroJioBOK, TEKCT.

Ecnu nmpunoxxeHue oJHO, OHO He Hymepyercs. [lpm Hanuuum HECKOJIbKHX
NPUIOKEHUM Ha KaXIOM M3 HUX NPOCTaBIsSETCd NOpsAKOBas Ludpa B TOM
OYEpPETHOCTH, B KaKOW OHM YMOMHUHAIOTCS B TEKCTEe JNOKyMeHTa. OTMETKa O HOMEpE
NPUIOKEHHST JOKYMEHTa, K KOTOPOMY OHO MpWJIaraercsi, yKa3blBaeTCsi B IMPaBOM
BEPXHEM YTIIy MEPBOTO JUCTa. 3HAK Ne HE meyaTaeTcs.

[Ipunoxxenust oQoOpMIIAIOTCS Ha OTACIBbHBIX JHUCTaX, CTPAHUIBI B KaXJIOM
MPUIOKEHUN HYMEPYIOTCSI CaMOCTOSATENIbHO, HAUMHASI CO BTOPOTO JIUCTA.

Ecainm B mnpuiokeHMHM UMEIOTCS UUQPPOBBIE MOKA3aTeNH, TO YKa3bIBACTCA
€ANHULIA UX U3MEPEHUSL.



OTMeTKka O HaTWYUHM TPWIOKEHUS K CIY)KEOHOMY MOKYMEHTY TeJaTraeTrcsl OT
Kpast JeBoro moJis ©0e3 ab3alHOro OTCTyMa, OTAENSEeTCS OT TEeKCTa OJHUM
MEKCTPOYHBIM HHTEPBAJIOM, HAIIpuMeEp,

€CJIM MPUJIOKEHNE Ha3BAHO B TEKCTE!
[Tpunoxenue: Ha 5 1., B 2 9K3.

Ecnu nokymMeHT uMeeT MNpuUoKEeHUs, HE Ha3BaHHbIE B TEKCTE WM €CIU
MPUIOKEHUN HECKOJIbKO, TO HX HANMEHOBAHUS HEOOXOJUMO MEpPEUYUCATh C
yKa3aHUEM KOJIMYECTBA JIMCTOB B KAXKJIOM MPUIOKEHUH U YUCIOM UX SK3EMIUISIPOB,
HarpuMmep,

[Tpunoxenue: 1. lltaTHOE pacnucaHue Ha 2 1., B 5 9K3.

2. Kommus mpukasa ot 15.02.2018 Nel2 na 1., B 1 9k3.
Ecniu nuceMo HampaBisieTcsi HECKOJBKUM ajpecataM, a JOKYMEHT-IIPUIOKEHUE
TOJIBKO TEPBOMY ajpecaTy TO B OTMETKE O HAJIMYHMHM MPUJIOKEHUIN yKa3bIBaeTcs, B
KaKoH ajJipec MOChIIAeTCs MPUIIOKEHUE, HAlPUMeED,
[Tpunoxenue: Ha 5 1., B 1 9K3. B IepBbIN ajpec.

Ecnu npunioxenue cOpOIIIOPOBAHO, TO YKa3bIBA€TCsl TOJBKO KOJHMYECTBO
AK3EMIUSIPOB, HATIPUMED,

[Tpunoxenue: MHCTPYKITUS TIO IETOMPON3BOJICTBY, B 2 IK3.

Ecnu xk 1OKyMEHTY mpwiiaratoT Apyrou JTOKYMEHT, UMEIOIIUNA MPUIIOKEHUE, TO
OTMETKY O HATMYHUH MPUIIOKEHUS OPOPMIIAIOT CIAEAYIOIUM 00pa3oM:

[Tpunoxenune: moroBop orT 15.03.2018 Nel85 wu mnpunmokeHne K HeMy,

Bcero Ha 12 1., B 1 7k3.
Ecmm  mpunokeHmem  SBISIOTCS  JOKYMEHTHI, 3amUCaHHbie Ha  (pu3Wdecku
000CO0JICHHBIN 3JIEKTPOHHBIA HOCUTEIb:

[Ipunoxenne: DVD-R B 1 3k3.

[Ipu »ToM Ha BkIazAbile (KOHBEPTE), B KOTOPBIH ITOMEIINAECTCS HOCHTECIIb,
YKa3bIBAIOTCS HAMMEHOBAHUS JIOKYMEHTOB, 3allMCAHHBIX Ha HOCUTEh, UMEeHaA (paitinos,
00BeM B OaiiTax.

2.18. PexBu3ut «Ilognuce»

[Toamuck — 00s3aTENIBHBIN PEKBU3UT JOKYMeHTa. [I0aMHUCHIBAIOTCS U yTBEPIKIAFOTCS
MIEPBBIC IK3EMILISAPHI JOKYMEHTOB, ITPH HEOOXOIUMOCTH — UX KOIIHH.

JIOKyMEHTBI TTOJIUCHIBAIOTCSA JOJDKHOCTHBIMM JIMIIAMHA OpPTraHa B COOTBETCTBHH C
JIOJDKHOCTHBIMHM MHCTPYKIMAMU. B cocTaB moAmucu BXOIUT 0003HAYCHHUE JTOKHOCTH
JUIa, MOAMKCABIIEr0 JOKYMEHT (ITOJIHOE, €CIIM JOKYMEHT COCTaBJICH HE Ha OJIaHKE, H
COKpAIllEHHOS — Ha JIOKYMEHTaX, COCTABJICHHBIX Ha OJlaHKAaX), JUYHAsS IOMAIKUCH U €e
pacuudpoBKa, HarpuMep,

I'maBa ropona JIMYHas MOAIUCH N.O0.®amuimms

N



IIpencenarens komMmuTeTa
1o 00pa30BaHUIO JINYHAs MOAIUCH N.O0.®amunus

[ITammbl ¢ HaKCHMHIBHBIM BOCIIPOM3BEACHHEM MOMNMUCH ((haKCHMHIIE) MOTYT
UMETh PYKOBOJIUTENIA OPTAHOB U UX 3aMECTUTEIH.

Heo6xoauMocTh U3roTOBICHUS MITamma ¢ (hakCUMHIBHBIM BOCIIPOU3BEICHUEM
noanucu (pakcuMuiIe) PYKOBOJWUTEIS OpraHa W €ro 3aMeCTUTENICH OIpenesseTcs
PYKOBOJUTEIEM OpraHa.

[lopsimok ucnonb3oBaHusi (PAKCUMHIIE W MEPEYEHb JOKYMEHTOB, Ha KOTOPBIX
JIOMYCKaeTCs UCIOJIb30BaHue (paKCUMUJIE, ONPEeIIIeTCsl TPAaBOBBIM aKTOM OpraHa.

IIpu cormacoBaHuM JOKYMEHTA JIMIIOM, MUMEIOIIMM MpPaBO MOJIMUCH B Cilydyae
BPEMEHHOTO  OTCYTCTBHUSI ~ PYKOBOAUTENsS,  pacmindpoBka  GaMmIUM  yXKe
MOATOTOBJIEHHOI'O U COTIACOBAHHOI'O MPOEKTa IOKYMEHTa BHOCUTCS OT PYKHU.

JIOKyMEHT MOXET OBbITh MOJMKUCAH UCTIOTHAIOUUM 00SI3aHHOCTU JOJI)KHOCTHOTO
JUIa ¢ YKa3aHUEM ero (PaKTUYeCKON NOKHOCTH U (haMUIIHH.

He nomyckaercss cTaBUTh KOCYK UEpTy, HAIIUCH «3a», «3aM» Iepe]
HAaUMEHOBAaHUEM JOJDKHOCTU JIMIA B MOJIUCH, €CIU JIOKYMEHT MOAMUCHIBAET HMHOE
JOJKHOCTHOE JIUIO.

Honyckaercs B pekBuzute «lloamuce» 1EHTpUpPOBAaHUWE HAMMEHOBAHUS
JOJKHOCTH JIUIA, TOAMUCABILIETO JOKYMEHT, OTHOCUTEIHLHO CaMOil JIIMHHOW CTPOKH.
ITocTanoBnEHMs, pacOPSHKEHUST AAMUHHUCTPAMKA paiioHa — TJIABOM aJIMUHUCTPALIUU
paiioHa, IPU €ro OTCYTCTBUU — JIUIIOM, UCTIOJIHSIOIIUM €T0 00SI3aHHOCTH.
[TocTaHOBIICHUS, PACHIOPSHKCHUS CEIbCKUX (TIOCEITKOBOW) aIMHHHCTPAIM —TJIaBOH
celibckol  (TIOCENKOBOM) — aJIMHHUCTpAIMKM, TPH €ro OTCYTCTBHH — JIMIIOM,
UCIIOJHSIIOIINM €TI0 00S3aHHOCTH.

[Mpuka3el — pykoBoauTeseM opraHa (Ipu ero OTCYTCTBHUH — JIMIIOM, HCITOJTHSFOIIAM
ero OOs3aHHOCTH) JHMOO €ro 3aMEeCTHTEJIEeM B COOTBETCTBHH C JIOJDKHOCTHOM
MHCTPYKLHEH.
B otrnenax, ynpaBlieHHSIX U KOMUTETaX JTOKYMEHTBI MOANUCHIBAIOTCA PYKOBOJUTEIEM
(TIpu €T0 OTCYTCTBHHM — JIUIIOM, UCIIOJHSIONIUM €r0 00S3aHHOCTH) JINOO 3aMECTUTEIIEM
PYKOBOJUTENS B COOTBETCTBUU C JOJKHOCTHOM MHCTPYKIIUEH.

[Ipy mnoanucaHuu  AOKYMEHTA HECKOJbKUMHU  JIOJKHOCTHBIMH  JIMLAMH,
3aHUMAIOIINMU Pa3HOE MOJO0KEHUE, UX MOJMKUCH PACMOJaraloTcsl OJIHA MOJl IPYroi B
MOCJIeI0BATEILHOCTH, COOTBETCTBYIOIIEH cTaTyCcy JoJKHOCTU. Hanpumep:

IIpencenarens [Toanuck N.0. ®amunus
['naBHBIN Oyxrantep [Toamuce N.0. ®amunus

[Ipn moanmucaHuy JOKyMEHTa HECKOJBKMMHU JUIAMU PAaBHBIX JOJKHOCTEH HX
MOAMMUCH PacloJiaraloTcsi Ha OJHOM ypoBHe. Hampumep:

3aMeCTUTENb TUPEKTOPa 3aMeCTUTEIb TUPEKTOPA
1o ()MHAHCOBBIM BOIIPOCAM 10 aIMUHUCTPATHBHBIM BOIIPOCAM

IHoamuce N.0. ®amunug Iloamuce N.0. ®amunug



B nokymeHTax, MOJATOTOBIIEHHBIX KOMHUCCHEH, B MOJIINUCU YKa3bIBACTCS CTATyC
Juia B coctaBe komuccuu. Hampumep:

N.0. ®amunus

[Ipencenarens komuccumn [Toamuce
YsieHbl KOMUCCHUH IToamuce N.0. ®amunus
IToamuce N.0. ®amunus

[lpy  moammWcaHuu  JOKYMEHTA  JIMIIOM,  HWCIHOJHSIONIMM  OOS3aHHOCTH
PYKOBOAMTES, MOANMKUCH OGOPMIIIETCS ¢ yKa3aHHWEM CTaryca JODKHOCTHOTO JIMIA B
COOTBETCTBHH C TIPHKa30M (pacmopsbkenneM). Hampumep:

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

Hcnionasgrommii 00s13aHHOCTHA
TIAPEKTOPA IHoanuce N.0. Gamunus

[Tonmucer pacmosaraeTcsl HIKE TeKcTa Ha 2 — 3 MEXKCTPOUYHBIX MHTEpBaIa, JJIMHA
CTPOKH C YKa3aHUEM HAaUMEHOBAHUS JTOJDKHOCTHOTO JIMIIA HE JOJDKHA MPEBBIMIATE 8 CM
M Teyataercsl 4epe3 OJMH MEXCTpPOUHbIM uHTepBal. PacmmdpoBka mnoamnucu
pa3MeniaeTcs Ha YpOBHE MOCIEIHEW CTPOKM HAUMEHOBAHUS JOJKHOCTHOIO JIUIA U
BBIPDABHHMBAETCA MO MPAaBOMY Kpaw JIOKyMeHTa. Mexay uHHIManamMu U daMuiven
poOes He CTaBUTCH.

2.19. PexkBu3ut «CorjiacoBanue U BU3BMPOBaHHE TOKYMEHTa»

I'pud cornmacoBanusi MPOCTABISIETCS Ha JOKYMEHTE B ClIy4ae €ro BHEIIHETO
coriacoBaHusi (COrlacoBaHWE C OpraHaMd BJIAQCTH, HWHBIMH OpraHU3aIUsAMHU,
JOJDKHOCTHBIMU JIUIIAMHU).

I'pud cormacoBanus B 3aBUCUMOCTH OT BHJA JOKYMEHTa M OCOOCHHOCTEH ero
0(OpMIICHUS] MOXKET IPOCTABIATHCA .

- Ha TIEPBOM JINCTE JOKyMeHTa (eciid JOKYMEHT MMEET THUTYJIbHBIM JIUCT, - Ha
TUTYJIBHOM JIUCTE) B JICBOM BEPXHEM YyINIy Ha ypoBHE Ipruda yTBEpKICHUS WM TIOJ
HAaMMCHOBAaHUEM JOKYMEHTa OJIMKe K HUKHEMY TIOJTIO);

- Ha TOCJIETHEM JIUCTE TOKYMEHTAa O]l TEKCTOM;

- Ha JINCTE COTJIaCOBaHMUsI, SIBJISIOMIEMCS HEOThEMIIEMON YaCThIO JOKYMEHTA.

Odopmasiercst coriacoBanue JMOO BU3HPOBAHMEM IMPOEKTA JOKYMEHTa, OO
rpudoM COracoBaHUSI.

IIpu cornacoBaHuum JOKYMEHTA BH3a BKJIIOYAET B ceOs HaUMEHOBAHUE
JOJDKHOCTH  JIMIA, BU3HUPYIOIIETO JTOKYMEHT, NOJANKCH, pacmu@poBKYy MOIMUCH
(vHMIMAIIBI, (PaMUJINs) ¥ 1aTy IMOAITHUCAHUS.

Busbl npocTaBisitOTCS HAa JUIEBOM CTOPOHE HMXKE MOAMUCU PYKOBOJUTEIS,
HarpuMmep,



I'pud cornacoanus coctout u3 ciosa "COI'JTACOBAHO", nomkHocTu nuiia, ¢
KOTOPBIM COIJIACOBaH JOKYMEHT (BKJIIOYas HAWMMCHOBaHHE OpTraHHW3aIliH), €ro
COOCTBEHHOPYYHOM MOANUCH, UHUITUATIOB, (haMUIIUU, 1aThl corflacoBaHusi. Hanpumep:

COI'JTACOBAHO

N.O.®amunusa
JINYHAs MOJITNCH
JlaTa

[Ipu cornacoBaHuM CIIY>K€OHBIX JIOKYMEHTOB BHU3bl MPOCTABIAIOTCA Ha
MOCJIEAHEM JIUCTE BTOPOTO IK3EMILISAPA JOKYMEHTA PSIIOM ¢ peKBU3UTOM «OTMeETKa 00
HCTIOJIHUTENE.

Ecau cormacoBaHue OCYIIECTBISIETCA MHUCHMOM, MPOTOKOJIOM, TO Tpud
corjlacoBanusi opopMIIsIeTCs 10 CeaAyoieit hopme:

COI'NTACOBAHO

[TIucemom MHCTHTYTA BOJHBIX

1 DKOJIOTHYECKHUX MPoOIeM

Cubupckoro otaenenus PAH

ot 06.02.2018 Ne451-805

WiIn

COI'NTACOBAHO

[Iporokonom 3acenanus [IpaBnenus

CTPaxoOBOM KOMITAHUH

«HenBmxumMocTp»

ot 21.02.2018 Nel107

I'pud cormacoBanusi pacrnonaraercss Huxke pekBuzuta «lloamuce» B J€BOM
HIDKHEM YTy IOKYMEHTA.

I'pud cornmacoBanuss MOXET pacrojaratbCsi Ha oTAeabHOM  «Jlucrte
COTJIACOBAHMS», €CIIA COJAEpPKaHWE JOKYMEHTA 3aTParuBacT HMHTEPECHl HECKOJIBKHX
opranuzanui. Ha nokymeHnTe nenaercst otmerka «JIuct cornmacoBaHus OpuiiaracTes».

CornacoBanue MPOEKTOB MOCTAHOBIICHUW, PACIOPSIKEHUM, MPUKA30B OPraHOB
MECTHOT'O caMoyrpaBicHus (ajgee — MpaBoOBbIC akThl) oQopmiIseTcs Ha 000pOTHON
CTOPOHE TIOCJICTHETO JIMCTA MTPABOBOT'0 aKTa, Iepe]] MPUIOKCHUSIMH (IPUIOKEHHUE D).

B nokymeHTax, MOJJIMHHUKK KOTOPBIX XpaHITCA B OpraHU3allud, BU3bI
MPOCTABISAIOT Ha TMOCJIEAHEM JIUCTE JOKYMEHTa IMO0J] MOJNUCHhI0, Ha 000poTe
MOCJIEIHET0 JIMCTa TNO/JIMHHUKA JOKYMEHTa WM Ha JIMCTE COIIACOBAHMS
(BM3UpPOBaHUs), MPUITATAEMOM K TOKYMEHTY.

B ucxopsdmux mOKyMEHTax BU3bI MPOCTABIISIIOTCS HA SK3EMIUISAPAX JTIOKYMEHTOB,
MMOMEIIAEMBIX B JIETIO.

ITo ycMOTpeHUIO OpraHu3alui MOXKET MPUMEHSTHCS MOJUCTHOE BU3HPOBAHUE
JOKYMEHTA U €T0 MPUIIOKECHUH.

I'pud cornacoBaHusi MPaBOBBIX AKTOB COJEPKHUT CIEAYIOIIME AJIEMEHTHI: MpHU
coOmofenuu mojeit: nesoe — 10 MM, mpaBoe — 35 MM, Bepxaee — 20 MM, HUKHEE —
20 MM, B BepxXHEH YacTW JHMCTa OT TPAHMIIBI JIEBOTO IIOJSI TEYATAETCS CIIOBO
«COI'NTACOBAHO», HanucaHHOoe  MNpONUCHBIMU  OykBaMH  0€3  KaBbIYEK,
HAaMMCHOBAHWE JODKHOCTH (BKJIFOYAsi HAMMEHOBAHKME OpraHa), JUIHYIO MOJIITUCH, 1aTy
COTJIACOBAHMS, MHULIMAJIBI U (DaMIJIMIO I, C KOTOPBIM COTJIACOBBIBAETCS JOKYMEHT.



2.20. PexBu3ut «IleyaTn»

[TeuaTs 3aBepsieT MOJIMHHOCTD MOAMUCH JOKHOCTHOTO JIUIIA HA JOKYMEHTaX:

YAOCTOBEPSIONINX MPABA JIULI;

oTpakaromux (akThl,

CBSI3aHHBIX C ((MHAHCOBBIMU CPEACTBAMH,

MHBIX JIOKYMEHTaX, MPEeIyCMaTPUBAIOIIUX 3aBEpPEHUE MOANUCU I[E€YaThlo B
COOTBETCTBHHM C 3aKOHOJATEIbCTBOM Poccuiickoit denepanuu.
KonuuectBo mevareil agMUHHCTpAIlMU TOPOJia, UX BUIbI, MECTO XpaHEHUS, OpPraHbI
aIMHUHUCTPALINU MacanbCKOro CenbCOBETa, HWMEIOIIKME IPABO HCIOIb30BaTh
OOJIBIIIYI0O M Majylo repOOBbIE TMeYaTh aJIMHUHUCTpanuu MacaibCKOro CelbCOBETa,
ONPEAEISAIOTCA PACHOPSHKEHUEM aIMUHUACTpAlM MacaabCKOro CelbCOBETA.
KonuuecTBo medareit MHOTO OpraHa MECTHOTO CaMOYMNPABJICHUS, UX BHUAbI, MECTO
XpaHeHUs, JIMIa, UMEIOIIUE MPaBO UX UCIOIb30BaTh, OMPEACISAIOTCA PYKOBOJIUTEIEM
MHOI'0 OpraHa MECTHOT'O CaMOYITPaBIICHHUS.
[leyaTb Ha JOKyYMEHTE JOJDKHA OBITh CHHEro uiu ¢uoneToBoro mBera. lledartsb
MPOCTABISETCS, HE 3aXBaTbiBasi COOCTBEHHOPYYHON MOAMMUCH JIMIA, MOAMUCABIIETO
JOKYMEHT, HJTU B MecTe, 0003HaueHHOM «MII» («MecTo nmeuatu»).
Ha ¢unaHCcOBBIX JOKyMEHTax MedaTh JOJDKHA pPacloliaraTbCsi CTPOro B TpaHUIlAX
YCTAHOBJICHHOM JIJIsl HEE 30HbI U HE 3aTParuBaTh JPYryue PEKBU3UTHI.
Konuu 1okyMEHTOB ¢ 4YepHOM MEYAThIO SBIISIFOTCA HEJICHCTBUTEIILHBIMU.
[Tucbma, BBITIOIHEHHBIE HA OJIAaHKAaX OPraHOB, HE TPEOYIOT yAOCTOBEPEHUS NEYAThIO.
2.21. PexkBu3uT «OTMETKA 0 3aBEPEHUMN KOTMU»
OtMeTKa 0 3aBepeHUU KONUU 0(hOopMIIIeTCs JIsl MOATBEPKIACHUS COOTBETCTBUS KOMTUU
JOKyMeHTa (BBITUCKH M3 JOKYMEHTA) IMOJIMHHUKY TOKYMCHTA.
OTMeTka O 3aBEpEHHMM KONUU MPOCTaBigeTCsS mojA pekBuzuToM «lloamuce» u
BKJIIOYAET: HAANuch «BepHO», MOMKHOCTH JMIla, 3aBEPUBIIETO KOIHUIO, JUYHYIO
MIOJITUCH, paciiu(GpPOBKY moAnucH (MHUIHABI, paMIIIUs), 1aTy 3aBepeHUs, HAIPUMED,

Bepno.

Ynpapisronui 1eiaMu

N.O.®amunus

JVYHas TOAINCH
15.02.2018

IIpaBOBBIE AKTHI, MOJJIEKAIIUE PACCBUIKE COIVIACHO CIMCKY, BBIAAIOTCS B KONHSAX U
JOJIKHBI COJIepKaTh HEOOXOAUMBIE PEKBU3UTHI: 1aTy MOANMKUCAHUS, PETUCTPAIIMOHHBIHI
HOMEp U OBITh 3aBEPEHBI Me4aThio «/[1s1 MOCTaHOBIEHUN U pACTIOPSKEHUIN» Win «Jlist
MIPUKA30B».

[locTaHoBNEHHS AAMUHHUCTpPALMM pPAWOHA, KacCalIIMECs BOMNPOCOB OXpaHbl IPaB
JIETCTBA, BBIJIAIOTCS 3asBUTENISIM B BHJE NyOJHMKaTa C MOJJIUHHON MOAMUCHIO TJIaBbI
aJIMAHUCTPAIlMA  paiioHa, 3aBepeHHOW medarbto («/Iyss  TOCTAaHOBJICHUH |

pacropsLKeHUN»).
Konuu mpaBoBBIX akTOB, He OOO3HAYCHHBIC B CIUCKE HA PACCBUIKY, BBIIAOTCS
3asBUTEJISIM HAa OCHOBAaHWHW NMHUCHMEHHOTO 3asBJICHUS B TCUCHHE 30

KaJICHIAPHBIX IHEW C MOMEHTA PErUCTpallii COOTBETCTBYIOMIETO OOpaIlICHHUS.

Konuu cHUMarTCA TOJIBKO € IOKYMEHTOB, U3/IAHHBIX OPTaHOM.

HckntoueHrue CcoCTaBIsIOT COy:KeOHble JOKYMEHThI, Kacaroluecss o(opMieHus
TPYJOBBIX OTHOIICHHA W (OPMHUPOBAHUS JMYHBIX Jed (KOMHUU TPYJAOBBIX KHHXKCK,



JMIUIOMOB, CBHJICTEIBCTB O TMOJYYCHUU OOpa3oBaHUsA M T.A.). JlaHHBIE JTOKYMEHTHI
MOT'YT KOMUPOBATHCS U 3aBEPATHCS OPTaHOM, HE3aBUCUMO OT TOT'0, KEM OHU BBIJaHBI.
Ha komusix MHOTOCTpAaHMYHBIX JOKYMEHTOB OTMETKAa O 3aBEPEHHH KOIMUHU
MPOCTABISAETCS HA KaXJOM JIUCTE€ JOKYMEHTa WM Ha MOCIEIHEM JIUCTE MPOIIUTOrO
WU CKPEIUIEHHOTO HWHBIM 00pa3oM JOKyMEHTa. 3alucCh O MECTE HaXOXKICHUS
MOJIMHHUKA MPOCTABIISIETCS TOJILKO HA MOCJIETHEM JIUCTE JOKYMEHTA.

JInst 3aBepeHusi KOMUU JOKYMEHTA, M3TOTOBJICHHON Ha OyMa)XHOM HOCHTEIE,
MOXET UCIOIb30BATHCS ITAMII.

Konmuu »1aeKTpOHHBIX JOKYMEHTOB, HalpaBlIeMbIX MO0 HHPOPMAIMOHHO-
TEJIEKOMMYHUKAIIMOHHON CETH, 3aBEPSIOTCA AJIEKTPOHHOM MOAMHUCHI0O PYKOBOJMUTEIS
OpraHu3alMy WJIA UHOTO YIOJTHOMOYEHHOTO MM JIMIA U BBICBUIAIOTCS MOJYy4aTeNo C
COMPOBOJIUTENbHBIM MUCHMOM B (POPME SIEKTPOHHOTO TOKYMEHTA.

Komuu »1meKTpOHHBIX JOKYMEHTOB Ha (PU3MYECKH 0O0O0COOJICHHBIX HOCHUTEISX
BBICHUTAIOTCS MOJYYATENI0 C COIPOBOUTENIbHBIM MUCHbMOM Ha OyMa)KHOM HOCHUTETIE.

B compoBoauTenbHOM ~MOHChME K  KOMHUSIM  AJIEKTPOHHBIX  JOKYMEHTOB
yKa3bIBaeTCS:

HaWMEHOBaHWE UHPOPMAIITMOHHON CUCTEMBI, B KOTOPOI XpaHSTCS JOKYMEHTHI;

HAaUMEHOBAHUS IOKYMEHTOB, KOITUHU KOTOPBIX HAMPABJISIOTCS MOJIYYaTENIO;

Ha3BaHus (palJIOB JOKYMEHTOB C YyKazaHueM QopMartoB QaiiaoB u oObema
Kaxaoro (paiina B OaiiTax;

JlaTa U3rOTOBJICHUS U 3aBEPEHUSI KOTIUU.

IIpu »Tom Ha (usnuecku 000COOJIEHHOM HOCUTENIE HECMBIBAEMBIM MAapKEPOM
ykasbiBaetcs: "'TIpunoxkenue k nucbkMmy ot (mara) N ..."

Komnusi 371€KTpOHHOTO JOKYMEHTa, MpEACTaBICHHAas B BHUAE JIOKYMEHTa Ha
OyMa)XHOM HOCHUTENE, 3aBEpsieTCSd B MOPSIKE, YCTAaHOBICHHOM HWHCTPYKUUEH IJis
3aBEpEHUs KOMUU JOKYMEHTOB Ha OyMa)XHOM HOCHUTENE, C YKa3aHHEeM, B Kakou
MH()OPMALIMOHHONW CUCTEME XPAHUTCS 3JIECKTPOHHBIN JOKYMEHT.

2.22. PexBu3uT «OT™METKA 00 UCTIOJTHHUTEJIE»

OTMeTKa 00 UCTIOJHHUTENIC BKITIOYAaeT (PaMHITUIO, UMS U OTYECTBO (IIPY HATHYHUH)
UCIIOTHUTENS, HOMep ero tenedoHa. OTMeTKa 00 MCIOJHUTENIE MOXKET JOMOJHSITHCA
HAaUMEHOBAHUEM JIOJKHOCTH, CTPYKTYPHOTO MOAPA3AEICHUS U AIEKTPOHHBIM aJpecoM
ucnonHutenss. Otmerka o0 wucnonHUTene oQopMisieTcss Ha JUILEBOM CTOPOHE
MOCJIETHETO JTUCTA JOKYMEHTA OT I'PaHUIIbI JIEBOTO TOJIS WM, IPU OTCYTCTBUH MECTA, -
Ha 000POTHOM CTOPOHE JIUCTA BHU3Y CJIEBA.

OTMeTka 00 HCHOJIHUTENIE MOXKET O(OPMISATHCS KaK HUXKHUUA KOJOHTUTYI M
nevyaTaTbesi MPUQPTOM MEHBILIETO pa3Mepa.

2.23. PexkBu3uT «OTMETKA 0 MOCTYIJIEHUH TOKYMEHTAa»

OTMeTKa 0 MOCTYIUIEHUU JIOKYMEHTA B OpraH COJEPKUT MOPSAJKOBBIM HOMEp U JaTy
MOCTYIUICHUS JJOKYMeHTa (ITpH HEOOXOIUMOCTH — Yachl, MUHYTHI).

Jlomyckaercss OTMETKY O MOCTYIUIEHHH JOKYMEHTa B OpraH MpOCTaBIsITh B BHJIE
[ITaMIia B MPaBOM HUKHEM YTIIy.

IIpn mocTyrieHHMM HOOKYMEHTa MO 3JIEKTPOHHOM mouTe oTtMmeTka «llomydeHo mo
AIEKTPOHHOUN MOUTE» MPOCTABISAETCS PSIIOM C OTMETKOM O MOCTYIUVICHUHU.

2.24. PekBu3UT «OTMETKA 0 HANIPABJIEHUH JOKYMEHTA B J1€J10»

OtMeTka 00 MCHOJHEHUH JTOKYMEHTA U HAlpaBJIECHUU €ro B JEJIO BKJIIOYAET: KpaTKUe
CBEJICHHSI 00 WCIOJIHEHUH, €CIIM OTCYTCTBYET JOKYMEHT, CBHJAETEIbCTBYIOIIUA 00



WCIIOJHEHUH, WM, MPU HAJUYUU TAaKOro JOKYMEHTA, CChUIKY Ha €ro JaTy U HOMED,
OTMETKY «J[», n1aTy, MOJANUCH PYKOBOJUTEISI, CHSIBILIETO JOKYMEHT C KOHTPOJIS.

3. opsaiok padoThI ¢ MPABOBBIMH AKTAMU

3.1. IlopsiToK NMOATOTOBKH MPOEKTOB IPABOBBIX AKTOB

[IpoekThl MpaBOBBIX AKTOB TOTOBSTCS MO MOPYYEHHUSM TI1aBbl MacalbCKOro
CEeIbCOBETA, 3aMecTUTeNsT MacallbCKOro CelbCOBETA.

B 1niensix cBOeBpeMEHHOI0 MPUHSATHS MTPABOBBIX aKTOB MOJIFOTOBKA UX MPOECKTOB
OCYIIECTBIISIETCS UCTIONHUTENIEM C YYE€TOM CPOKOB, HEOOXOAMMBIX I COOJIOJICHHUS
MpOIeAYpPhl MOJATOTOBKM MPOEKTOB, B TOM YHCJE [Jii UX COTJACOBAHMS CO BCEMH
3aMHTEPECOBAHHBIMU  JIMI[AMHU, MPOBEACHUS AHTUKOPPYMLMOHHOW JKCIEPTHU3BI,
MPOBEJICHUS MPOLIEAYPHI OLIEHKH PETYIUPYIONIEro BO3IEUCTBUS WM OOIIECTBEHHOIO
OOCYKICHHS, WM ITyOJMYHBIX CTyIIaHuid (B cliydae HEOOXOIMUMOCTH).

OTBETCTBEHHOCTh 3a KAaueCTBO MOJTOTOBKU MPOEKTOB IMPABOBBIX AKTOB, MX
COTJIACOBAHHME C 3aMHTEPECOBAHHBIMU CTOPOHAMU HECYT PYKOBOJHUTEIN OPraHoB,
KOTOPBIE€ TOTOBST MPOEKTHI TPABOBBIX aKTOB.

[IpaBOBbBIE aKThI, APYTUE CAY>KEOHbIE TOKYMEHTBI, IPUHUMAEMbIC U U3]JaBACMbIC
Ha OCHOBE 3aKOHOB, YKa30B, MOCTAaHOBJICHUW, PEIICHUN W PACIOPSIKEHUNA OPTraHOB
rOCYJapCTBEHHOM BJIACTH, JIOJDKHBI COJIEPXKATh CCBHUIKY Ha HHUX C YyKa3aHUEM
HAaUMEHOBAHUS JIOKYMEHTA, €ro JaThl, HOMEpA.

[Ipy mOAroTOBKE MPABOBBIX AaKTOB HEOOXOJMMO  PYKOBOJICTBOBATHCS
OCHOBHBIMU TIPUHIIHTIAMHU:

3aKOHHOCTH;

OTPa)KEHUSI B HUX UHTEPECOB HACEIICHUS,

€MHCTBA, MOJHOTHI, HEMPOTUBOPEUNUBOCTH;

MJIAHOMEPHOCTH U ONEPAaTUBHOCTHU MOATOTOBKH;

HAJIMYHS MEXaHU3Ma pean3aiiy MPAaBOBBIX aKTOB.

[IpoekThl MpaBOBBIX AKTOB IeuyaTaroTcs Ha OnaHkax (opmara A4, mpudrom
Times New Roman pa3mepom 14,

Kaxnpiii nuct mpaBOBOro akTa, B TOM YHCIE W MPUIOKEHHM, JOJDKEH WMETh
MOJIsl HE MEHEE, MM

BepxHee — 20;

neBoe — 35;

npaBoe — 10;

amxHee — 20.

3aroJ0BOK MeYaTaeTcsl Ha PacCTOSIHUU OT peKBU3UTA «JlaTa» HUXKE HA 2
— 3 MEKCTPOUYHBIX HHTEPBAJIA.

Texkct otnmenseTcs OT 3arojioBKa JIBYMsI MEXKCTPOUYHBIMU HMHTEpBaJIaMHu,
MeyaTaeTcss 4Yepe3 OJUH MEKCTPOUHBIM HMHTEpBal M BBIPABHUBAETCS IO JIEBOM H
IPaBoOM I'paHUIlaM TeKCTOBOTro moJis (rmo mupune). [lepBas cTpoka ab3ama HaunHASTCS
Ha paccTosHuH 12,5 MM OT JIEBOM IpaHUIIBI TTOJIS.

Kak mpaBmimo, TEKCT TPaBOBOTO aKTa JOJMKEH COCTOSITh W3 2-X
B3aMMO33aBHCHMBIX YacTel: KOHCTaTHpylomie (mpeamOyspl) W IMOCTaHOBIstoMmEeH (B
pacCIoOpsDKEHUSAX — pacnopsauTeabHON). OCHOBHYIO CMBICIOBYIO HArpy3Ky HeECeT
MOCTAHOBJISAIONIAs YacTh, OHA U3JIaraeTCs B MOBECTBOBATEIBHOM (hopMme.

IIpeamOymna 3aBepiaercs cioBoM «IIOCTAHOBIJIAIO», «[TPUKA3BIBAIO».

B mnpaBoBBIX akTax wucmomb3dyeTcs (GopMa M3JIOKEHUS OT TEpPBOTO JIKIA
enuactBeHHoro wuyucia ([IOCTAHOBJISIO, TIPMKA3BIBAIO), wuyto sBisercs



oTpakxeHuem npuHiuma eauHonavyanus. Ciosa [IOCTAHOBJIALO, ITPUKA3BIBAIO
MeYaTalTCsl MPOMUCHBIMH OYKBaMU C OTACIBHON CTPOKHA OT HYJIEBOTO MOJOXKEHUS
TalynsiTopa 6€3 mMpoOesoB MeXAy MeYaTHBIMU 3HAKaMU, 3aT€M CTaBUTCSl JIBOETOYUE,
HarpuMmep,

I[NOCTAHOBJIAIO:

[Toctanorusiromias (pacopsaUTeIbHAsA) YacTh MPOCKTOB MPABOBBIX aKTOB, KaK
MPaBUJIO, MOAPA3AEIACTCS HA MYHKTHI, B KaXKJIOM U3 KOTOPBIX COAEPIKATCS OTACIbHBIC
MOPYYCHUS.

B kax70M MyHKTE TTOCTAHOBJISIONICH (PacIOpsIIUTEIbHOMN) YaCTH YKa3bIBAIOTCS:
UCTIOJHUTENb (OpraH MECTHOTO CaMOYIpAaBJICHHUS, KOHKPETHOE JIOJDKHOCTHOE JIMIIO,
OpraHu3aIns), IPeIIUChIBAEMOE ICHCTBUE M CPOK MCIIOTHCHHS.

[IpennuceiBaeMoe [EUCTBUE BBIPAXKACTCS TIJarojaMd B HEONPEIACICHHOU
dbopme, Hanpumep,

«MOJITOTOBUTH», KOOECIEUUTH», KOPTraHU30BaATh», KUHGHOPMUPOBATHY.

Ecin B mopydeHusx (IIyHKTax, MOJAMYHKTAX) YKa3bIBACTCS MCIIOJHUTEIIEM OpraH
MECTHOTO CaMOYIpaBJIEHUs] WU OpraHuzanus, To ¢GaMuids U HWHULHUAIBL e
PYKOBOAMTENS MUIITYTCS TOCJC HaWMEHOBaHMs opraHa (OpraHM3alMH), B CKOOKax, B
MMEHUTEIHHOM MajieKe, HalpuMep,

Otneny no kyastype  (MBanos M.H.)

Ecnu mopydeHue naercsi HEMOCPEACTBEHHO PYKOBOJMTEIIO OpPraHa MECTHOIO
CaMOYMpAaBJICHUs WM OpraHu3ald, TO JOJDKHOCTh pPYyKOBOAUTENs, (pamMuiaus u
MHULIMAJIBI TUITYTCSL 0€3 CKOOOK B IaTENIbHOM MaJIeKe, HalpUMep,

Hauanpnuky otnena no kynetype HBanory 1.N.

Ecau B CBSI3W ¢ NpUHATHEM NPAaBOBOrO aKTa MPEKPAIIAOTCs, HU3MEHSIIOTCS
MPAaBOOTHOIIICHUS, YPEryJIUpPOBaHHbIC paHEe MPUHATHIMU IMPABOBBIMH aKTaMU, TO B
MPOEKTE HEOOXOJMMO yKa3aTh, KaKU€ U3 HUX MPU3HAIOTCS YTPATUBIIMMU CUIY HIIH
MOJJIeKAT U3MEHEHUIO U B KAKOU 4acTH.

[IpeanocienHUM TYHKTOM MPABOBOTO aKTa SIBISETCS MHOOPMUPOBAHUE O XOJI€
BBITIOJTHEHUS IOKYMEHTA C YKa3aHMEM KOHKPETHOTO CPOKa, HalpuMep,

NudpopmupoBare 00 HCIOJHEHUU TIOCTAHOBJICHUS (pacIOpsDKEHUS) 10
20.05.2018.

B nmnocnenqHeM mNyHKTE MPaBOBOrO akTa YKa3blBaeTCsl JHUIO, Ha KOTOPOE
BO3JIAraeTcsi KOHTPOJIb 3a €r0 BBINOJIHEHUEM.

JloKHOCTB 3amMecTuTens MacalbCKOro CelIbCOBETa YKa3bIBAIOTCS MOTHOCTHIO.

[lonmuchr otmensieTcss OT Tekcta 2 — 3 MEKCTPOYHBIMU HHTEPBAJIAMHU,
MeYaTaeTCs OT IPAHUIIBI IEBOTO MOJIS.

Nuunmans! 1 pamMuius nevatarTcsl y IpaBoOd IPaHUIbl TEKCTOBOIO MOJIS.

[Ipn HanMuuM NPUIIOKEHUN K MPABOBOMY aKTy B TEKCTE Ha HHUX 00s3aTE€IbHO
JIeNAaeTCsl CChUIKA, IeYaTal0TCs OHU Ha OTAEIbHBIX JJUCTAX B COOTBETCTBUU C IMTYHKTOM
2.17 UHCTpyKIUU.

Ha mepBoil cTpaHulle NpUIIOKEHUS B MPABOM BEPXHEM YIy MHUIIETCS CIOBO
«lIpunoxenue», HUXKE UYepe3 OAUH MEKCTPOUHBIA HMHTEpBaj JaeTCs CChUIKa Ha
NpaBOBOM akT (ITOCTAaHOBJICHHE, pAacIoOpsDKEHWE, TpuKa3). Bce cocTaBHBIE YacTH
pekBusuTa «lIpunokeHre» BBIPAaBHUBAIOTCS IO JIEBOMY KparO0 M IE4YaTaloTCs uyepes
OJIMH MEXCTPOUYHBIM WHTEepBal. [[nMHA CTpPOKM HE JODKHA TPEBBINIATH 8 CM U
OTpaHUYMBAETCS MIPABbIM IOJIEM JOKYMEHTA, HAIIPUMED,

[Tpunoxenne 2



K MIOCTAHOBJICHUIO
aIMUHUCTPALNM pailoHa
ot 15.02.2018 Ne75

3aroJ0BOK K TEKCTY MPUIIOKEHUS NIeYaTaeTCsl IEHTPOBAHHBIM CITIOCOOOM.

HammenoBanne mnpwinoxenus (IepBoe CIOBO  3aroJioBKa  HPUIIOKEHHS)
BeIiesieTcss nponucHeiMu  OykBamu  ([TOJIOXKEHUE, I[MEPEYEHDL, CITMCOK
U T.JI.).

[Ipy HanM4YuMu B TEKCTE NPWIOKEHUS HECKOJIBKUX pa3/elIoB HUX 3aroJIOBKU
MEYATAIOTCS TAKXKe EHTPOBAHHBIM CITIOCOOOM (OTHOCHTEIBHO TpaHUI] TekcTa). Touka
B KOHIIE 3arojoBka He cTaBHUTCS. JlomyckaeTcss BBIACNSTH 3aroJIOBKA pa3/ielioB
MOJTYXKUPHBIM HIPUPTOM.

TekcT npunokeHus: MOXXeT ObITh OpOpMIICH B BUE TaOaulbl. ['padbl U cTpoku
TaOIUIBl JTOJKHBI MMETh 3arojIOBKH, BBIPAQXXEHHBIE HMEHEM CYIIECTBUTEIIHLHBIM B
MMEHUTENbHOM Tajiexe. [lon3aronoBku rpad u CTpOK rpaMMaTHYECKU JTOJKHBI OBITH
COTJIACOBAHBI C 3arojOBKaMu. TeKCT TaOIuIbl IeYaTaeTCsl Yepe3 OJUH MEKCTPOUHBIN
WHTEpBAJL.

Ecaun Tabnuny newartaroT Oojiee 4eM Ha OJIHOM cTpaHuile, Tpadbl TaOIHUIIBI
JOJKHBI OBITh MPOHYMEPOBAHBI U Ha CICAYIONIMX CTPAHUIAX IE€YATAIOTCS TOJBKO
HOMeEpa ATux rpad.

[IpunoxeHnss K NOPOEKTaM IOCTAHOBJIEHUM, PACHOPSKEHUN BH3UPYIOTCA
PYKOBOJUTEIEM OpraHa, MOJTOTOBUBILIETO MPOEKT MPAaBOBOIO aKTa, a CBSI3aHHBIC C
pacxoJioBaHUEM OIOJIKETHBIX CPEACTB — M MpejiceaaTe]IeM KOMHUTeTa Mo (uHaHcaM,
HAJOTOBOM M KpEOUTHOM monuTuke. Buza mpocraBnsieTcs Ha OOOPOTHOM CTOpOHE
MOCJIEHETO JIUCTA TPWIOKEHUS B HIDKHEHM €ro 4acTh OT Kpas JIEBOro MoJisi U
BKJIIOYAET JOJKHOCTh BU3HUPYIOIIETO MPUJIOKEHHE K MPaBOBOMY akKTy, MOJMNUCH U
pacmudpoBKy moanucy (MHUIHAIBI U (aMUJIHS), a TAKKE JaTy BUSHPOBAHHMS.

Ha o6opoTHOI cTOpoHE MpPaBOBOTO akTa O(QOPMIISIOTCS: COTJIacCOBaHUE, 3aTeM
CIIMCOK Ha PACCBUIKY, TOJDKHOCTHOE JIMIIO, MOATOTOBUBILEE JTOKYMEHT. B neBom
HIKHEM YTy MPOCTABIISIIOTCA PEKBU3UT «OTMETKa 00 UCTIOTHUTEIIE.

OTBETCTBEHHOCTD 32 COJEPKaHUE MPOEKTOB MOCTAHOBIICHUH, PacOpsLKEHUN U
COOTBETCTBUE UX TpeOoBaHUsIM MHCTPYKIIMM HECYT HCHOJHHUTENIb U PYKOBOJIUTEIb
OopraHa, B KOTOPOM MOJATOTOBJIEH JOKYMEHT.

3aBeplialollUM 3TalnoM B TMOATOTOBKE TIPABOBOTO aKTa SIBISETCS €ro
corjacoBanve W mnojanucaHue. [IpoekT mpaBoBOro akra A0 MOJMNUCAHUS TMOMJICKUT
COTJIACOBAHHWIO C 3aMHTEPECOBAHHBIMU JIMIIAMH, B COOTBETCTBHU ¢ TyHKTOM 2.19
HNuctpykuuu. CormnacoBaHue OCYIIECTBISECTCS MyTEM BU3ZUPOBAHUSI.

JloKHOCTHBIE JMla OOsI3aHbl BU3UPOBATH MPOEKTHl MPABOBBIX AKTOB, Kak
MpaBWIO, B J€Hb MOCTYIUICHUS JOKYMEHTOB Ha COTJIACOBAaHWE, HO HE TO37Hee 2-X
pabouux JHEN CO AHS MOCTYIUICHUS MTPOEKTA.

[IpoekThl MYHUIIMOAIbHBIX MPABOBBIX aKTOB OO YTBEPKIECHUU TOJIOKEHUH,
MOPSIAKOB, PETJIaMEHTOB, MYHULIUIIAIIBHBIX MPOrpaMM, 00 yCTAaHOBJIEHUU TapudoB, a
TaKkK€ TMPOEKThl MYHHUILUMAIBHBIX IPABOBBIX AKTOB O BHECEHWHM HW3MEHEHHUU B
yKa3aHHbIE MYHUIIUTIATbHBIE TPABOBBIC AKThI IyTEM U3JIOKEHUS COJECPKALIUXCS B HUX
MOJIOKEHUM, TOPSIAKOB, PETIaMEHTOB, MYHULIUMTAIIBHBIX MPOrPAMM B HOBOW pENaKIUU
MOJITIeKAT BUBUPOBAHUIO B CpoK He Ooree 10 paboumnx mHelt.



[IpoexThl MPaBOBBIX aKTOB, COIJIACOBAHHbBIE JTMOO C MPUJIIOKEHHBIMH K HUM
3aMEUYaHUsIMM, MPEIOCTABISAIOTCA HAa MOANUCH IaBe MacaabCKOro CeIbCOBETa WU
YIIOJTHOMOYEHHOMY UM JIUILY.

[IpoekThl  MYHULMNAIBHBIX  HOPMAaTUBHBIX  IPABOBBIX  AKTOB  IMOCIE
coryacoBanus (BH3UPOBAHUS) MPOCKTa B 00s3aTEILHOM IOPSIKE HAIMPABISIOTCS B
OpraHbl MPOKYpaTyphl, OCYILIECTBIISIONINE HAA30p 3a COOJIOJICHUEM OpraHaMu
MecTHOro camoynpaniieHus: Koncrurynun Poccuiickorn denepanyu U UCIIOIHEHUEM
3aKOHOB, JEUCTBYIOIIMX HAa Tepputopun Poccuiickoit denepanuu, B COOTBETCTBUH C
YCTAHOBJIEHHBIM PACIPEAECICHUEM ITOJTHOMOYHUHN JUUTA 3aKITIOUYCHUS.

B ciiyyae mocTyIuieHusl MOJOKUTEIBHOTO 3aKJIFOYEHUS] OPraHOB MPOKYpPaTypbl
Ha NPOEKT MYHUIHUNAIBHOIO HOPMATHBHOI'O IMPABOBOTO AKTA MOCIEAHUN MOIJICKUT
MOAIMHUCAHUIO PYKOBOJMTEIEM OpraHa MECTHOIO CaMOYIIPaBJICHUSA, IIPU €T0
OTCYTCTBUU — JIMIIOM, UCTIOJIHSIOIIUM €ro 00sI3aHHOCTH.

[Ipy nonydyeHWM OTPHUIATEIBHOTO 3AKIIOYEHUS OPraHOB NPOKYpaTyphl Ha
MPEIOCTABIEHHBIA MPOCKT MYHUIIUIIAIBHOTO HOPMAaTUBHOTO MPABOBOI0 aKTa!

B CJIy4ae COTJIacHsl ¢ YKa3aHHBIMH B 3aKJIFOYEHUH 3aMEYaHHUSIMHU PYKOBOIUTEIb
opraHa WiM YIOJHOMOYEHHOE UM JIMIIO0 YCTPaHSET HX, U J0paOOTaHHBIM MPOEKT
MOJJIEAKUT MOBTOPHOMY COTJIACOBAHMIO B YCTAHOBJIEHHOM IOPSJIKE;

B CIly4a€ HECOTJacHsl C BBICKA3aHHBIMHU 3aMEUAHUSMHU PYKOBOJUTENb OpraHa
uHpopMupyeT 00 3TOM OpraHbl MPOKYpaTypbl B MHUCHBbMEHHOM BHUJE C YKa3aHUEM
MOTHBOB TIPHHATOTO peIieHUs B Cpok, He mpeBbrmatomuii 30 mgHEH co mHSA
MOCTYIICHUS 3aKJIFOYEHHS.

JlaTol MpaBOBOIO aKTa SIBIIAETCS J1aTa €ro PErUCTPALUU.

IlonnmucanHble  TMOCTAHOBJICHUS,  PACHOPSDKEHUS  PETUCTPUPYIOTCA |
PacChUIAIOTCS COTJIACHO CIIMCKY Ha PACCHUIKY.

ITocTaHoBnEHMs, pacHoOpsKEHUsI TJaBbl peructpupyrorcss B cucrteme COJI
pa3AenbHO B Mpeenax KajJeHIapHOoro rojaa.

B cooTrBeTcTBHM C HOMEHKIATYPOW JI€J1 TOCTAHOBJICHUS AJIMUHHUCTPALAU
Macanbckoro CEIbCOBETa — TMPOCTHIE TMOPSAJKOBBIE HOMEpPA, PaCHOPSIKEHUS
aMUHUCTpalMK MacaiabCKOro CelbCOBETa — C JOOABICHUEM OYKBBI «p».

Bce BubI IpaBOBbIX aKTOB (DOPMUPYIOTCSI B CAMOCTOSITENIbHbBIE Jea.

PacnopsixkeHnss 1O JMYHOMY COCTaBYy, KOMaHIUPOBKAM M  OTIIyCKam
bopMUPYIOTCA B CAMOCTOSITEIbHBIE J€Ja.

PacnopsixkeHnss 1O JWMYHOMY COCTaBy MMEIOT MOPSAKOBBIE HOMEpa C
no0aBieHueM OYKB «JIC», IO KOMaHIUPOBKAM U OTIyCKaM — C J00aBiI€HUEM OYKBBI
«K».

JIOKYMEHTBI, TOCITY>KUBIIHNE OCHOBAHUEM JIJISI TOATOTOBKU IMOCTAHOBIICHUS WIIH
pacnopsKeHUs aAMUHHUCTpauuu MacallbCKOro CelbCOBETa, XPAHATCA B Oprae,
MMOArOTOBUBIIEM  COOTBETCTBYIOIIWM NPABOBOM  aKT. YKa3aHHbIE JIOKYMEHTHI
dbopMupyroTCca B Jena, HUMEIOIINE CPOK XPAHEHUS] <IOCTOSHHO». J(OKYMEHTHI
MOJUIEkKAT IMepeaaye Ha MYHULMNAIbHOE XPAaHEHUE TOJBKO B CiIydae JIMKBUIALNU
(YynpasaHeHus) opraHa.

3.2. Opranu3anusi KOHTPOJIsl 32 UCIOJHEHHEM NPABOBbIX AKTOB

[IpaBOBOM aKT MAOJKEH HCHOJHATHBCS B YCTAHOBIEHHBIM B HEM CpOK. Eciu B
JOKYMEHTE HECKOJIbKO MYHKTOB C Pa3HbIMU CPOKaMH HCIOJHEHUS, TO OH CHUMAETCA C
KOHTPOJIA ITOCJIE BBIIOJHEHHUS IMOCIEIHETO MO CPOKaM MEpOIPHUATHSA, MPU YCIOBUU
BBITIOJIHEHUS BCEX MO3UIMI MMPABOBOTO aKTA.



Ecau B mporiecce pabOThl BBISICHSIETCS HEBO3MOXKHOCTH COOJIIOACHUS YKa3aHHOTO
CpOKa WCIOJIHEHHUS, TO OH MOXET OBITh MPOJUIEH C YKAa3aHUEM MPUYUHBI
HEHCIIOJIHEHHSI U HOBBIX NPEJIaraéMbIX CPOKOB, HO HE MO3JHEE, YEM 3a JBa JHS 0
OKOHYaHMSI CpPOKa. B MpOTHUBHOM cillyyae JOKYMEHT CUHUTAETCA HE HUCIIOJHECHHBIM B
CPOK.

Nudopmaniusi 0 BBHINOJHEHUH TOCTAHOBICHHUS WM PACIOPSHKEHUS] aJpecyercs
JNOJLKHOCTHOMY JIMILY, HA KOTOPOTO BO3JIOKEH KOHTPOJIb 33 €r0 BBINOJIHEHUEM.

Ecnu mokymMeHT CHUMaeTcsi ¢ KOHTPOJIsl, TO HA HEM JIEJIAaeTca OTMETKA «/[», B ciyuae
MPOJUIEHUS CpOKa ero ucnoiiHeHus — «JIK», B ciyyae mepeBoja Ha BHYTPECHHUH
KOHTpOJIb — «BK».

B agmuH#CTpauu paiioHa CHATHE MOCTAHOBJICHHS (PacCHOPSHKCHHS) ¢ KOHTPOJIS HITA
MPOJIEHUE CPOKA €r0 WCHOJIHEHUS OCYUIECTBISETCS TJIaBOM aAMUHHUCTPALMU PAloOHAa,
B €0 OTCYTCTBHE — JIUIIOM, UCTIOJHSAIOIIUM €ro 00s13aHHOCTH.

Wudopmaruss 0 BBIMOJIHCHUH ITOCTAHOBICHUS (PacHOpsOKEHUS) WIM TMPUYAHAX
IIEpEHOCca CPOKA €ro MCIOJHEHUS, MOANUCAHHAS PYKOBOJAWUTENIEM OTAENa, KOMUTETA,
yYIpaBJICHUA aAMUHUCTPALIMU paliOHa U 3aBU3UPOBAHHAA KYPHUPYIOIIUM 3aMECTUTEIEM
IJ1aBbl aIMUHUCTPALIMU PAOHA, C TOJIMHHUKOM 3TOr0 JOKYMEHTA HE MO3/JIHEE, YEM 32
IBa JHS 10 CpPOKa HWCHOJHEHHsS NepeNaeTcss TIJaBe aJAMUHHCTpPAldHM pailoHa Ha
paccMoTpenue. WtoroBass uHdopmaiusi JOJKHA COAEpP’KaTh MOJIHBbIE CBEICHUS 00
WCTIOJIHEHUU MO KAXKJIOMY NYHKTY JOKYMEHTA U MPEJIOKEHUE O CHATHU C KOHTPOJIS
WJIY IPOJJIEHUH CPOKA UCTIOJIHEHHUS C YKa3aHUEM HOBOM JaTHI.

['maBa agmuHHCTpanuu paiiloHa NPUHUMAET PELUICHUE O CHITUU C KOHTPOJISI 3TOTO
JOKyMEHTa JTu00 O MPOAJICHUH CPOKA €r0 UCIIOTHEHUS.

[Ipy HeoOXoauMoOCTHM TIJ1aBa aJMHUHHUCTPAIIMM pailoHa BBIHOCUT BOINPOC Ha
pacCMOTpEHHE amnmnapaTHOrO COBELIAHUSI JUOO MPOBOAMUT COBEIIaHHE B padouem
nopsiike, JuOO JaeT AOoNoJHUTENbHble mopydeHus. [locine storo wunHbopmanus
nepenaercs B AJIMUHHUCTPALMIO MacanbCKOro cenbcoBeTa g IMOATOTOBKH
IIOCTAHOBJIEHUSI O CHSATHM C KOHTPOJIS JOKYMEHTA WM NPOJJICHUU CpPOKa €ro
ucnoJiHeHus. 1leprnoanyHoCTh TOArOTOBKY TAKKUX JOKYMEHTOB — HE PEKE OJHOTO pasza
B KBapTal.

3aKOHYEHHBIE JIETONPOU3BOJACTBOM JIOKYMEHThI (POPMUPYIOTCS B Jiejia B COOTBETCTBUU
C HOMEHKJIaTypOu Jel.

4, Buabl cJ1y:KeOHBIX IOKYMEHTOB

4.1. lIpoToxoa

[IpoTokos — TOKYMEHT, (PUKCUPYIOUIUN XOJ KOJUIETUATBHOTO OOCYXIEHUS BOMPOCOB
Y TIPUHATHIX PEIICHU Ha COOpaHUSIX, COBEIIAHUSAX, KOMUCCHSIX, 3aCEaHUSIX.
[IpoTtokonbl OQOPMIIAIOTCS CEKpeTapeM Ha OCHOBAaHUU 3alKCU XOJa 3acelaHui,
3BYKOBBIX 3aIIUCEH U MaTepPHAIIOB, ITOJATOTOBJICHHBIX K 3aCeAaHMIO (TEKCTHI JIOKJIAI0B,
BBICTYIUICHUH, TIPOCKTHI PEIICHUH, TIOBECTKA JHS, CIIUCOK MPUTIIAMICHHBIX U JP.).
CymecTByrOT 1Ba BHJA NPOTOKOJOB: MOJIHBIE M KpaTkue. [loaHBIA MPOTOKOJI
COJICPKUT 3aMKUCh BCEX BBICTYIUICHUH Ha 3acelaHuu, KPaTKUil — TOJIbKO (paMuiuu
BBICTYIAIOIINX W KPATKYIO 3alIUCh O TEME BBICTYILICHUS.

O0s13aTeNIbHBIMU PEKBU3UTAMU ITPOTOKOJIA SBIISIOTCS

HaUMEHOBAHUE OPraHa,

HAaMMEHOBaHHUE BUJIa JOKYMEHTa (IIPOTOKOM);

MOJTHOC HAaWMEHOBAHHME KOJUICTHAILHOTO OpraHa (eciii MPOTOKOJIMPYETCS 3aceIaHue
KOJUICTHAJIBLHOT'O OpraHa);



JaTa U HOMEP 3aCeIaHus;

CIIUCOK MPUCYTCTBYIOIIMNX, IPUTIIALIEHHBIX JIULI;

MOBECTKA JHS;

(dbaMmny, UHUIMABI JOKJIAUYUKOB, BBICTYMAIOUIUX MO KaXKJOMY BOIPOCY MOBECTKH
JHA,

MIPUHSTHIE PEIIEHUS IO KAKIOMY BOIIPOCY HOBECTKHU JIHS;

MOJIHUCH TIPEACEIATENS U CEKPETapA.

B mpotokone oTpaxkaroTcsi MHEHUS IO PacCMaTpUBAEMbIM BOIPOCAM U TMPUHSTHIC
pelreHus. 3a TPaBWIbHOCTD 3alIMCEN B MPOTOKOJE OTBEYAET MPEACENATEIbCTBYOIINI
Ha MPOTOKOJIUPYEMOM MEPOIPHUATHHU.

daMuuK MPUTTIAIICHHBIX 3aITUCHIBAIOTCS B IPOTOKOJ (€CIIH UX HE oonee 15) B
anpaBUTHOM TMOPSJKE C YKa3aHHMeM MecTa paboThl U JOMKHOCTU. B mporokonax
MOCTOSIHHO JEUCTBYIOUIMX KOJUIETHAIBHBIX OPraHOB JOJXKHOCTH MPUCYTCTBYIOIINUX HE
yKa3bIBaloTcs. Eciiu Ha 3acegaHuu NpUCYTCTBOBAIM OoJiee 15 mpuriameHHbIx Jull, TO
COCTaBJISIETCS CHUCOK MPUCYTCTBYIOIINX, KOTOPBIA MHPUIAraeTCsd K MPOTOKOJIY, a B
MPOTOKOJIE YKa3bIBaeTCs 00111ee KOJIMYECTBO YYACTHUKOB.

Bormpocsl B noBecTke fHS GOPMYIUPYIOTCS B MPEMAJIOAKHOM MANEKE C MPEIoraMmu
«o», «00». He pexoMeH1yeTcst BONPOC WK TPYIINY BOIPOCOB (POPMYIUPOBATH CIOBOM
«Pa3znoe».

B nporokonax wucnons3yercss (opMa U3N0XKEHUS TEKCTa OT TPEThEero Jula
MHOKECTBEHHOTO uucia. ConepKaHHWe BBICTYIUIEHUWA HM3JIAraeTcs OT TPEThETO JIMIA
€IUHCTBEHHOI'O YUCJIA.

TeKCT OCHOBHOM YacTH MPOTOKOJIA COCTOUT U3 PA3/IENIOB, COOTBETCTBYIOIINUX MYHKTAM
noBecTku AHsS. IlocTpoeHue 3amucu 0OCYXIEHHUS KaXKJIOrO BOIPOCA MOBECTKH JIHS
OCYWIECTBIIIETCA MO CXEME: «CIyllajdud —BeICTynuwiauM — pemmian». Crosa
«CJIYIHAJIN», «BBICTYIIUJIN», «PEIINJIM» mumyTcss MPONUCHBIMU OyKBaMH,
KaXJ0€ — OT JIEBOW TPaHMUIbI TEKCTOBOI'O IOJS, IOCIE€ HUX CTABUTCA JBOETOYME.
ITepen cioBom «CJIYITAJIM» cTaBUTCS HOMEP BONPOCA MOBECTKHU JTHS.

B pazgene «CIIVIIAJIN» mnpuBoauTcs ¢aMminsg W HWHHUIMAIBI JOKJIATIYNKOB
(HaMMEHOBAaHUE JIOJDKHOCTH YKA3bIBACTCS B MMOBECTKE JIHA). 3aTeM JIAeTCs COJCPIKAHUEC
noknaga (coobmienus, wHGOpMammu, oTdera). Eciawm IOKIATYUKOM TPEIOCTaBIICH
TEKCT JIOKJIa/Ia, AEIAETCs CChUIKA Ha 3TO, a TEKCT JOKJIaJa MPUIIAraeTcss K MPOTOKOMIY.
B paznene «BBICTYIIUJIN» mnpuBoasatcs (paMuiIMyd M WHULHAIBI BBICTYMAIOUIUX.
Ecaum crnoBo mpepoctaBisiercsl JMIly, MPUIJIANIEHHOMY Ha OOCYXJIEHHE BOIpoca
MOBECTKU JHS, TO B IPOTOKOJIE YKA3bIBAETCS €ro (paMuius, UHUINANBI U JJOJKHOCTb.
Bonpocsl k AOKIAaQUMKy, BBICTYIIAIOIIMM W OTBETHI IMPOTOKOJUPYIOTCA IO MEPE HX
MOCTYIUIEHUSI, HO BMECTO CIIOB «BONPOC», <«OTBET» YKa3bIBalOTCA (aMWINK MU
MHULIAAIIBI.

B paznene «PEIIMJIM» 3anuchiBaeTCs NPUHATOE PELICHUE, KOMY, YTO CHAeNaTh M K
KaKOMY CpPOKY.

B mpotokone oTpakaroTcs BCE NPUHATHIE PEUICHHS C YKa3aHUEM YHUCJIa TOJOCOB,
MMOJAHHBIX «3a», KIIPOTUB», KBO3AEPKABIIUXCSA», & TAKKE IPUBOJNUTCS CIIMCOK JINILI, HE
Y4aCTBOBABIIIMX B FOJIOCOBAHUH.

B cinyuyae yTBepKIEHHUS KOJUIETHAIbHBIM OpPraHOM Kakoro-in0o JOKyMEHTa B
IIPOTOKOJIE TOJKHA COAEPKATHCS CChUIKA HA 3TOT JTOKYMEHT, a CaM JOKYMEHT JIOJIKEH
MPUJIAraThbCs K NPOTOKOIY.



Oco0oe MHEHHE MO MPUHIATOMY PEHICHUIO YYACTHHK 3acelaHusl KOJUIETHAIbHOIO
opraHa JIOJKeH U3JI0KUTh U MOANUCATh Ha OTJIETIbHOM JIUCTE, KOTOPBIM ImpuiaraeTcs K
npotokoity. CozepkaHue 0coO00ro MHEHHMS 3alMCHIBAETCS B MPOTOKOJ MOCTE 3aMUCH
COOTBETCTBYIOILIETO PEIICHHUS.

B TekcTe mpoTokosia OTPaXKAIOTCA pEHICHHs] IO MpOoUEAYpHBIM BorpocaM (00
YTBEPKIECHUU TOBECTKU [IHS, O MPEKPAlIEHUU MPEHUM, O MPUHATUU K CBEJCHUIO
CIPaBOK, COOOIIECHUH H T.I1.).

K mpotokony mpuiararoTcs TEKCThl IPUHATHIX PEIICHUM, MPOEKThl PEHIEHUNA U CITUCOK
NPHUCYTCTBYIOIIUX Ha 3acedaHnu (MIpH HEOOXOAMMOCTH — CTEHOTpaMma), a TakKkKe
NepelaHHble  MpeACeaTeN0 MHUChbMEHHbIE TMPEUIOKEHUST MW 3aMEeYaHusl TexX
YYaCTHUKOB, KOTOPBIC 3aMHCAIKCH ISl BBICTYIUICHUS, HO HE TMOJYYWIH CJIOBa BBUIY
MpEeKpalleHUs MPEHUI, a TAaKKe BCE BOMPOCHI, MOCTYMUBIINE OT IPUCYTCTBYIOIIHX.
[Ipotokon 3acenanusi MOAMUCHIBAETCA MPEJCENATEIbCTBYIONMM Ha 3acellaHud U
CEKpeTapeM.

JlaToil mpoTokona 3aceaHusl ABISETCA JEHb €ro IMPOBEIAEHHUS, €ClId OHO
MPOJOKAETCA HECKOJBKO JHEW, TO 4Yepe3 THUpPE YKa3bIBAIOTCS JaThl Hayaia Mo
OKOHYAHUS 3aCeJaHus.

[IpoTtokonbl OQOPMIISIFOTCA Ha CTaHJAPTHBIX JUCTaX OyMmaru, A MPOTOKOJIOB
MOCTOSIHHO JIEUCTBYIOIIUX KOJUIETHUAIBHBIX OPTaHOB MOT'YT MCIOJIb30BaThCA OJaHKH C
yKa3aHWEM HaWMCEHOBAHHS KOJUICTMAJbHOTO OpraHa, BHJA JOKyMeHTa (IpPOTOKOIN),
MecTa IMPOBEJICHUs, JaThl K HOMepa 3aceqaHus (MpriokeHue 6). [IpoTokon
opopmIIsieTCsl B TEUEHHE OJHOTO - TPeX JHEW Mocie MPOBEICHUS 3acelaHusl, €CIH
CPOKH €ro MOArOTOBKH HE OTOBOPEHBI 0CO00.

[TpoTokoisl 3aceannii (COBEIIAHNI) XPaHATCSA B OPraHax B TCUCHHUE YCTAHOBJICHHOTO
HOMEHKJIATYpOH JeJ CpOKa XpaHEHMs, 3aTE€M CHAIOTCAd B apXWMB Ha IOCTOSHHOE
XpaHeHHe (IpH HEOOXOIUMOCTH).

4.2. BINNCKH U3 MPOTOKOJIOB M MPABOBBIX AKTOB

B BbImuMckax W3 MPOTOKOJIa M MPABOBOTO aKTa JIeNaeTcsl JOCJIOBHAs 3alluCh
COJIep>KaHMsI BBIITMCHIBAEMbBIX a03alIeB.

Brinucku ¢ 3aBeputrenibHOM 3anuchl0 «BepHO» MOANMCHIBAET M 3aBEPSIET NEYATHIO
JUI0, YIOJHOMOYEHHOE B COOTBETCTBUU C JOKHOCTHON MHCTPYKIIMEH, C yKa3aHUEM
CBOEH JOJKHOCTH, MHUIIMAIOB, (PaMUIIUU, JIATHI.

B mnpaBoBeix akTax nOpu  OPOPMICHUM  BBIIUCKM MNUIIETCA  00S3aTENbHO
KOHCTATHPYIOIasi 9acTh, B MIPOTOKOJIAX — BBOJHAS YacTh (BKJIFOYAs MOBECTKY JHS), a
3aTeM — JIOCIIOBHAS 3aIKCh cojepKaHus ad3ameB (IpUIoKeHUe 7).

4.3. Cny:xe0Has (MOKIagHAs) 3aMHCKA

JoxnagHas (cmyxeOHas) 3alMuCcKa  MCHOJIb3yeTcs A OMEePATUBHOTO
MHQOPMALIMOHHOTO  OOMEHa  MEXAy CTPYKTYPHBIMU  TOJApA3ACICHUSIMU U
pykoBoacTBoM. CiykeOHasi 3amucka — JOKYMEHT, aJIpeCOBAHHBIM PYKOBOJUTEIIO
opraHa, coJep Kaluii 00CTOSITENbHOE U3TI0KEHUE KaKOro-1u0o BOIMpoca C BBIBOJAMHU
U TIPEJIOKEHUSIMU COCTABUTEIIS.

BuyTtpennsis cnyxeOHasi 3amucka, agpecyemas pyKOBOJCTBY OpraHa, MOAINUCHIBAECTCS
PYKOBOJUTEIEM CTPYKTYpHOrO MojapazfeiacHuss u odopmisieTcs Ha JMcTe Oymaru
dbopmara A4, uMeeT Jaty, 3aroJioBOK K TEKCTY.

Ecoum cnyxeOHash 3amucka HUCXOAUT OT HMMEHU OpraHa, TO OHA IOAMHCHIBACTCS
PYKOBOJUTEJIEM M MeYaTaeTcsl Ha OJlaHKe, UMeeT AaTy, UCXOMS[IINN HOMEp, 3ar0JIOBOK
K TEKCTY.



Tekct nmoknamHoW (CiTy’)keOHOWM) 3amlKMCKH, B 3aBUCHUMOCTH OT CIIOKHOCTH
COJIepKaHUsI M TPUBOJAUMON apryMeHTAllud, COCTOMT W3 OJHOM, JIBYX WM TpeX
YacTeu:

- B NEPBOM YACTU W3JIAraroTCs NPUYMHBI, (HAKThl WKW COOBITHS, MOCTYKUBIIUE
MOBOJIOM JIJISI COCTABJICHUS JJOKYMEHTA;

- BO BTOpOM YacTH [aeTcsi aHaldu3 CJOXKUBIICHCS CHUTyallud, BO3MOXKHbIC
BApUAHTHI €€ PEIICHUS,

- B TPEThEH YaCTH U3TAraloTCs BHIBOJIBI.

Peructpanusi JOKJIAQOHBIX M  CIY>XEOHBIX 3alHCOK  OCYIIECTBISETCS B
CTPYKTYPHOM TOJIpa3/IeJICHUH, MOJITOTOBUBIIEM JIOKYMEHT.

Pexomenayembie 00pa3ibl 0hOpMIICHUSI JOKJIAJHOW 3alUCKU M CIY>KeOHOMU
3aIMCKH, TTOJITOTOBJICHHOM Ha OCHOBE AJICKTPOHHOTO I1absioHa (mpuioxenus Ne 8, 9).
4.4, Akt
AKT — JOKYMEHT, COCTABJICHHBIM HECKOJIbBKHMHU JIMIAMHA W TOATBEPKIAIOIIUN
YCTaHOBJICHHBIE (DAKTHI U COOBITHUS.

AKTBI  COCTaBJISIIOTCSI 1O  pe3yjibTaTaM pEeBU3UU  (DUHAHCOBO-XO3SIMCTBEHHOM
NEeSTeNbHOCTH, ITpUeMa-repeiaun e, TPOBEPKU HaTUYMs, MTHBEHTapHU3aluu U JIp.
AKT coCTaBJIsIeTCS KOJUICTHAIBHO (HE MEHEee JBYX COCTABHTEJICH) WM CICIUATBHO
YIOJHOMOYEHHBIM JTOJKHOCTHBIM JIULIOM.

AKTBl  COCTaBJISIFOTCSI Ha OCHOBE YTBEPXKJCHHBIX OpraHamMu  BIIACTH
yHUDUIIUPOBAHHBIX (OPM WM B CBOOOAHOU (hopMe B HENSIX TOATBEPXKACHUS (PAKTOB,
CBSI3aHHBIX C JICSITEIBHOCTHIO OpraHu3anuu. PexkoMeHnmyembiii obpazenr odopmieHus
akta (mpuosxkenue NelO0).

I[Ipyu cocTaBiaeHMH  AKTOB  KCIOJIB3YIOTCSI  PEKBU3UTHI: HAWMEHOBAHUE
OpraHu3alyy; HAMMEHOBAaHUE BHJA JOKYMEHTA; JaTa JOKYMEHTA, PeruCTPallMOHHBIN
HOMEp JOKYMEHTAa; MECTO COCTaBJICHUS WM WU3IaHUS IOKYMEHTA; 3aroJIOBOK K TEKCTY;
MOJAMUCH.

JlaToil akTa siBisieTCA JlaTa COCTABJICHUS aKTa U TOJANMKUCAHUS €T0 COCTaBUTEIISIMH.

Ecaiu Qopmoii akta mNpeaycCMOTPEHO €ro YTBEPKICHHE PYKOBOIAUTEIEM
OpraHu3alMyi WJIA WHBIM YIOJHOMOYEHHBIM JIOJDKHOCTHBIM JIMIIOM, JaTOM akTa
SBJISIETCS 1aTa €r0 YTBEPKICHUSI.

B BBOJIHOI 4acTH aKTa B UMEHUTEIILHOM MaJIeKe YKa3bIBAIOTCA

OCHOBaHUE COCTaBJICHUS aKTa (;ToKaTBHBIH HOPMAaTUBHbBIN aKT,
pacIopsSIIUTENbHBIN JOKYMEHT OpraHm3aiuu (Mpukas, pacropsbkeHue); (akT win
COOBITHE, TIOCTYKHMBIIIEE OCHOBAHUEM JJISI COCTABIICHUS aKTa);

cocraBuTen akta (mepeuyucisrorces mocie cioBa "CocTaBiieH" ¢ yKazaHHEM
NOJDKHOCTEW, HAMMEHOBAaHWW  OpraHW3alui, €ClId  COCTABUTEIM  SIBJISIFOTCS
NPEICTAaBUTEIISIMU APYTOi OpraHu3anu, GaMuwInid 1 MHUIHAJIOB).

Ecnau akt cocTaBlieH KOMUCCHEW, MEPBOM yKa3bIBaeTCs (paMUIIUs Mpe/icenaTenis
KOMMCCHH, 3aT€M WICHOB KOMUCCUHU B aJI)aBUTHOM MOPSJIKE.

B TekcTe akTa wW3naraioTCAd LENM W 3aJlaud COCTAaBIICHUS aKTa, CYIIHOCTD,
XapakTep, METOAbl U CPOKH MPOJEIaHHON pabOThl, €€ Pe3yIbTaThl.

[Ipu HEOOXOAUMOCTH aKT MOXKET COJIEPKATh BHIBOJIBI U PEKOMEHIALINH.

B 3akiioyuTenbHOM YacTH akTa YKa3bIBAIOTCS KOJWYECTBO IOJTOTOBJICHHBIX
SK3EMIUIAPOB aKTa W MECTOHAXOXKJICHHE KaXJIoro »sk3emiuisipa. KomaumdecTBo
AK3EMILUIAPOB AKTa OMNpPEIEseTCs KOJIUYECTBOM CTOPOH, 3aMHTEPECOBAHHBIX B €rO
COCTaBJIEHUH, WJIM  HOPMATUBHBIMM  TPEOOBAHUSMH,  PErNIAMEHTUPYIOUUMHU



COCTaBJIEHHWE aKTOB KOHKPETHOM pa3HOBUIHOCTH.

DK3eMIUIAphl aKTa IOANMCHIBAIOTCS BCEMH WICHAMHU KOMHCCHU (€ClM  aKT
COCTaBSUICS ~ KOMHUCCHEH) WJIM  COCTaBUTCISIMH H, TPH  HEOOXOIMMOCTH,
MPUCYTCTBOBABIINMU JTUIIAMH.

[Ipu moanucanuu akTa mpeaceaaTe’IeM U WieHaMd KOMHCCUU HAaUMEHOBaHUS MX
JOJDKHOCTEN HE YKa3bIBAOTCH.

Ocoboe MHEHHE COCTaBHUTENsI aKTa Hu3Jaraercs Ha OTACIbHOM JIUCTE,
MOAMUCHIBACTCS U IPUIIATaeTCsl K aKTy.

Ecim  3akonogatrensctBOM  Poccumiickoit ~ denepanuu  MPEeAyCMOTPEHO
O3HAKOMJICHHE C COJIEp’KAHMEM aKTa JIWIl, YIOMSHYTHIX B aKTe, MOJl MOANUCH, Ha
MOCJEAHEN CTpaHUIE aKTa MPOCTaBISIETCS O3HAKOMUTENbHAas Buza C aKTOM
o3HakOMJICH(BI)", MpPH 3TOM YKa3bIBAIOTCS HAMMEHOBAHMS JIODKHOCTEH, JIHUYHBIC
MOAMNUCH, pacuiu@pPOBKHU MOANUCEH, 1aThl O3HAKOMIIEHU. JIHila, KOTOpbIe 3HAKOMSITCS
C COJIEpKAaHHUEM AaKTa, UMEIOT MPABO HE COTJIACUTHCS C COJEPKAHUEM aKTa B IEJIOM
WIU €ro OTICIbHBIMU TOJIOKEHUSIMH, YTO JIOJDKHO OBITh 3a(UKCUPOBAHO TMIPU
03HAKOMJICHUU C aKTOM.

4.5. Ilucbmo

[TucbMo — 3TO 0000IIEHHOE HA3BAaHHUE PA3IUYHBIX MO COAEPKAHUIO JOKYMEHTOB,
UCIIOJIB3YEMbIX TPH MEPENUCKe MEXAY IBYMs U O0Jiee afpecaTaMu.

[Tucbma MOATrOTaBIMBAIOTCS KAK MHUIIMATUBHBIE, MO YKAa3aHUIO PYKOBOJAUTENS OpraHa,
a TaKkKe Kak OTBET Ha MOCTYNUBIIKE JOKYMEHTHI, U MeYaTaroTcs Ha OJaHKe MUChMA.
JIJ1st TIceM MPUMEHSIOTCS YIIIOBbIe OJTaHKU (TPUIIOKEeHHE 3).

CnyxeOHble THCbMa JOJDKHBI OBITh KpaTKUMH, HE MPEBbINIaTh JBYX CTPaHHUII,
COCTaBJISATHCS, KaK MPaBUIJIO, IO OJHOMY BOMIPOCY.

[TucbMO COEPAKUT CHEAYIONTUE PEKBUZUTHI:

- azipecar;

- Jary,

- PETUCTPALMOHHBI HOMED;

- CCBUIKY Ha PETUCTPAllMOHHBIA HOMEpP M JaTy BXOMSINEro JOKyMeHTa (Ipu

HEOOXOIUMOCTH);

- TEKCT,

- CCBUIKY Ha MPpWIOKeHHs (IIPH HAJTUYNN);

- TTOJIITUCH;

- VHHIHAIBL, (aMHUIUIO HCIIONHUTENS, HOMEp ero TeiedoHa W JaTy HUCHOTHCHHS
JTOKYMEHTA.

[Tucbmo opopMITAIOT Kak ¢ 0OpallieHreM, Tak U 0e3 obpaienus k agpecary. Haubonee
4acTo ynorpeodssieMbIMu (popMamMu oOpaleHus SBISIOTCS TaKKue, Kak:
VYBaxkaemsiit Cepreit BacunbeBuu!
YBaxaemble 3asButenu! (yrmorpeOisiercs, Korja WMEHa IoJydaTelied MHUChMa He
U3BECTHBI).
Ecnu nucsMo sBIISIETCS OTBETOM Ha MOCTYNUBIIUHN 3aMPOC UK MPOCHOY, 3aMOIHSAETCS
PEKBU3UT ''CChUIKA HA PETUCTPALIMOHHBIA HOMEp U JaTy MOCTYIMUBIIETO MUchma'.
HaummenoBanne Bupga gokymMeHTa (‘'muchbMO") ©  pa3HOBUIHOCTH IHCHMa
(mampumep, "mpocwba”, "mHpOpManmonuoe", “compoBomurtenpHOe", "3ampoc”,
"HarroMyuHaHUe") B ACIOBBIX (CTy)KEOHBIX) MMChMaX HE YKa3bIBAIOTCSI.
Ecnu muceMo HampaBiseTcs aapecary 1o 3JIeKTPOHHOU mouTe win 1o (akcy 6e3
JOCBUIKM IO TOYTE, BMECTO IOYTOBOTO ajJpeca YKa3bIBA€TCA aJ[pec 3JIEKTPOHHOU



MOYTHI WUTK HOMEp TeneoHa-pakca.

[Tuchbma cOCTaBISAIOTCS MO CXEME: BCTYIUIEHUE, OCHOBHAS YacCTh, 3aKIIOUCHHE.

Bo Bcrymnenun QopmynupyeTcss TeMa MHChbMa, OOBICHSAIOIIAS MPUYUHBI  €ro
HamMcaHus. BCTyIUIeHHEe MOXKET COJEp)KaTh. CChUIKY Ha JOKYMEHT W (WJIH) ero
OTJIEJIbHbIC IMYHKTHI, TOCIYXUBIIUE OCHOBaHUEM; KOHCTaTaluioo Qakra, cOObITHA,
CJIOKMBIIENCS CUTYallHH.

B ocHOBHOM uacTu u3naraercs OMUCAHHE COOBITUS WJIM CUTyalldd, UX aHalu3 U
MPUBOAUMBIE JI0KA3aTENbCTBA, (DAKTHI, PA3bsICHEHUS] U COOOIICHUS, COMTPOBOXKIAEMbIC
pacueTaMi, CChUIIKaMH, JOKYMEHTaMHU.

TekcT muchbMa HW3JIaraeTcss OT TMEPBOrO JIMIIA MHOXKECTBEHHOTO dwmcia (IpocuM,
HaIpaBIseM) WU TPEThErO JIMIA CAMHCTBEHHOTO dYHWcia (OTHEN MPEeaOCTaBIISICT).
Hayano ocHoBHOW 4YacTu QOopMyIupyeTcs B 3aBUCHMOCTH OT Ha3HAYCHUS W
COJICp>KaHUS TTUCEM.

dopma H3IOKEHHS TEKCTa OT IEPBOrO JIMIA EIWHCTBEHHOro 4yucia (mporry,
npeJyIarao, HampaBiIsaio U T.JI.) BO3MOXHA B CIydasx, €CJId MHCbMO odopmiiseTcss Ha
JOJKHOCTHOM OJIaHKE WITM COAEP KUT MEPCOHAIBHOE 00pallleHue K ajipecary.

B nucemax ykaspiBaeTCs TOUHOE HAMMEHOBAHUE aJipecarta U ero ajapec.

[Tuchbma MOANMUCHIBAIOTCS JOJKHOCTHBIMHU JIMIIAMU B COOTBETCTBUU C paclpeeieHueM
oOsi3aHHOCTE. BHOCUTD Kakue-1u00 UCIpaBlICHUS WM JOOABJICHUS B MOJMMCAHHBIC
MMchMa HE JOMYCKaeTCsl.

Ha xomuu nmucbMma CTaBUTCS BU3a UCIOJHUTENS U JIPYTHX paOOTHUKOB, C KOTOPBHIMU
COTJIACOBAH MPOEKT MUChMA.

B cnyxeOHbIX mNuUCbMax W3JI0KEHUE BEAETCS OT IMEepBOr0 W BTOPOTO JUIA
MHOKECTBEHHOT0 4Hciia: «Beickutaem Bam...», «[IpocuMm HampaBuTh Ham...» («Bb»,
«Bac» u T.A. numiercs ¢ MPOMMCHOM OYKBBI, a «MBI», «Hac», «Ham» M T.JI. — CO
CTPOYHOW).

ComnpoBoAUTENbHBIE MHUCHMa COCTABJSIOTCS K  JIOKYMEHTaM, HE HMEIOIUM
aJpECYIOIIEH YaCTH.

B comnpoBoAUTENBHBIX MHCbMAX YKa3blBA€TCd HAMMEHOBAHHE COIMPOBOKIAEMOIO
JIOKYMEHTA, COAEPIKATCS MOSICHEHUSI OTHOCUTEIBHO XapaKTepa UCHOJHEHUS WU LEeJH
HaIpaBJICHUS IPUJIAraeMoro J0KyMEHTA.

[apanTuiinple NUCbMA COCTABISIIOTCS C b0 MOATBEPKIACHUS OIMpPEACICHHBIX
oO€IaHNil WK YCIOBUN U aJIPECYIOTCS YUPEKIECHUIO WK OTAEILHOMY JIHILY.

He pomyckaercs oTOpaBisTh ajpecaTtaM MUCbMa, HE UMEKONIME [aTbl U
PErUCTPAIMOHHOTO HOMEPA.

[locne moamucaHusi MUChbMa PYKOBOAUTEIEM WM WHBIM YIIOJTHOMOYEHHBIM UM
JULOM:

- 3K3EeMIUISIp MUChMa, OPOPMIICHHBIN HA OJaHKE, OAMUCAHHBINA PYKOBOAUTENIEM U
3apeTUCTPUPOBAHHBIN, HAMIPABIIIETCS aJpecarty;

- KOIHUS MUChbMa C BU30M MCIOJHUTENS U AK3EMIUISAP MHChMa, COCTABICHHBIN Ha
PYCCKOM fI3bIKE€, C BU3AMH 3aUHTEPECOBAHHBIX JIUII TOMEIIAIOTCS B JIEJIO.

Ecaun muceMo ajpecoBaHO oOpraHu3allud, CHaudajla JaeTcsd €€ HAauMEHOBaHHE,
3aTeM - MOYTOBBIA aJpec B MOCIEA0BATEILHOCTH: HOMEDP IOMa WJIU 3JaHUs, Ha3BaHUE
VIIMIIbI; HA3BaHUE FOPOJIa; CTPaHA.

Kaxiplii 31eMEHT ajipeca MUIIeTcss Ha OTACIBHOM CTPOKE.

JIOKyMEHTBI, HalpaBlisieMble B MOJBEIOMCTBEHHbIE U CTOPOHHHUE OpPraHU3allUH,
MOAMUCHIBAIOTCS 3aMECTUTEISAMHU PYKOBOIUTENS OpraHu3aluy, WHBIMU



JNOJDKHOCTHBIMH JIMIIAMUA OPTaHU3allid B COOTBETCTBUU C IMPEIOCTABICHHBIMU UM
MMOJTHOMOYUSIMHU.

[Ipy wHampaBleHMM NUChMAa WM BHYTPEHHETO WH(OPMAIIMOHHO-CIIPABOYHOTO
JOKYMEHTa HECKOJBKHM ajpecaraM (He OoJiee YeThIpeX) IMOAIMMCHIBACTCS KaXIbId
OTHPABIIIEMBIN SK3EMIUISP JOKYMEHTA.

4.6. Iopsiiok cOCTABJIEHUS M OTIPABKHU TeJlerpaMM M Tejie()OHOrpaMm
[lepenucka mo Tenerpady BeAETCS TOIBKO MO CPOYHBIM CIIY>KEOHBIM BOIPOCAM.
TenerpaMMbl MOANMMUCHIBAIOTCS PYKOBOJIUTEIIEM OPTraHa WA €r0 3aMECTUTESIMU.
[IpoekThl Tenerpamm, MPEAOCTABISIEMbIE HA MOAIUCH PYKOBOJACTBY OpraHa, JOJKHBI
COCTaBJISITBCSI KPATKO, YETKO M3J1araTh COACPIKAHUE, BU3UPOBATHCA UCTIOJHUTEISAMU U
PYKOBOJIUTEISIMM OpPraHoOB, a B CIydyae HEOOXOJUMOCTU COTJIACOBBIBATHCS U
BU3HPOBATHCS PYKOBOJUTEIISIMU JIPYTUX 3aMNHTEPECOBAHHBIX OPTAHOB.

TenerpaMmbl pErUCTPUPYIOTCS B OOIIEM MOPSIIKE.

TenedonorpaMmbl MOAMUCHIBAIOTCS PYKOBOJUTENEM, PETUCTPUPYIOTCS, a 3aTeM
IIepEIArOTCS.

TenedonorpamMmbl, aJgpecOBaHHBIE PYKOBOIUTEIIO OpraHa M €ro 3aMeCTUTENsM,
NPUHUMAIOTCS CeKpeTapeM (JIMIIOM, OTBETCTBEHHBIM 3a BEJACHHE JCIIONPON3BOICTBA) U
HE3aMEJINTENBHO JOKIAABIBAIOTCS TMOCIE HMX NPUEMA, a 3aTEM PETrUCTPUPYIOTCS
cekperapeM (JIMIIOM, OTBETCTBEHHBIM 3a BEJICHHUE JIEIONMPOU3BOJICTBA) M TEPEIArOTCS
JUISl ICTIOJITHEHUS B COOTBETCTBHUM C PE3OJIOLHUEN PYKOBOJUTEIISI OpraHa.

B rtenedponorpamme  TOMKHBI  YKa3bIBaThCS:  Ha3BaHUE BUJA  JIOKYMEHTA,
HAaUMEHOBaHWE OpraHU3alllM, JaTa, HOMEP, HaAMMEHOBAaHHUE, WHULMAIBI U (haMUIUS
aapecaTta, TEKCT, JAOKHOCTh, HWHULNMAIbl # GaMWiIds JHIa, TOAMUCABIIETO
teneoHOrpaMmMy;  IODKHOCTh, HMHUIMAABl W (aMWIMd  TEepeAaBUIEro U
MpUHUMAaroUEero TeiaedoHorpaMMy, HoMepa TelnedOHOB, MO KOTOPHIM NEpeaacTcss U
npuHUMaeTcs: nHpopMalvs, BpeMs npuema 1 nepeadu Teie(poOHOrpaMMbl.

4.7. 3asBJIeHHE

3asBl€HUE — JOKYMEHT, aJpECOBaHHbIA JOJDKHOCTHOMY JHMIY H COAEp KAl
OMPENIENICHHYIO NPOCHhOY MU IIPEJIOKEHHUE.

3asIBJICHUE COJICPKUT CIEAYIOIINE PEKBU3UTHI:

- angpecar (OJPKHOCTh, MHUIHAIBI U (PaMUJIHIO JTIOJKHOCTHOTO JIUIIA);

- aBTOp 3asBiicHUs (B POJMUTEIHPHOM TMAJEKEe yKa3bIBacTCd (DaMUJIHsS, WHHIIHAIIBI,
JOJDKHOCTB; Tepel paMIiiueit peyIor «OT» He MUIIeTCs);

- BUJI JIOKYMEHTa (3asIBJIICHHE);

- TEKCT;

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

- HOJMUC.

TekcT 3asBJIeHUS IO KaJIJPOBBIM BOIIPOCAM MOXKET OBITh THIIOBBIM.

TekcT mo0oro 3asBIIEHUsT HAYMHACTCS C CYIIECTBAa BoIpoca, oOpamieHus (mporry
MIEPEBECTH, TPOIITY MPOBEPUTH COCTOsTHUE). DopMa M3T0KCHHSI 3aBICHHS CBOOOTHAS.
3asiBJICHUE MOKET UMETh MPUIOXKEeHHs (HanmpuMep, K 3asBICHUIO O ITpHeMe Ha paboTy
MpUIAraloTCsi TMOJJIMHHUKUA WM KOMHUM JIOKYMEHTOB 00 o0O0pa30BaHUM, aHKETAa,
aBToOHOrpadus u ap.).

3asBiieHne mnepenaetcs (HAmpaBiseTCs) PYKOBOJWUTEIIO JUISI MPUHATHS PEIICHUS.
Pemienne pykoBOOUTEIS BBIPAKAECTCS PE3OTIOLUEN. 3asBIICHUE C PE3OJIFOLHUEN CITYKUT
OCHOBaHMEM K W3JaHHWIO IpHKa3a, pacnopspkeHus (M0 KaJpoBBIM BOIIPOCaM) WIIH



JAPYroro JOKyMeHTa (IMMChMa aBTOPY O NMPHHSITHH PEIICHHs, IPHUKa3a O MPOBEICHUU
OKCIEPTU3bI, POBEPKH U T.I1.).

3asiBrieHre opopMIIIEeTCS Ha CTaHIapTHOM JicTe Oymaru opmara A4.

5. Ilpuem, o0padoTKa, perucTpanus U pacCMOTPEeHHE CIYKeOHO0Il JOKyMEeHTALMH
5.1. Opranuszanus 10KyMeHT0000pOTa

JIOKyMEHTOOOOpPOT  BKJIIOYAET BCIO  MOCIEI0BATEIbHOCTh  MEpEeMENICHUN

JIOKYMEHTOB, a TakKKe OIepaluu, COBEpIIacMble C JIOKYMEHTaMu B TMIPOLECCE HX
CO3JIaHUs W WCIONHCHUs (MOJydYeHHe, OTIpaBKa, NPEIBAPHTEIHLHOE PAcCMOTpPEHUE,
PETUCTpALINS, PACCMOTPEHUE PYKOBOIUTEIICM).
Ilenp opraHm3amuu JOKYMEHTOOOOpOTa - OOECIEeUYeHHE CBOCBPEMEHHOI'O MPUHSATHS
YOPaBIECHYECKUX PEIICHUH ¢ WX HCHOJHEHUS. 3ajlada JOKyMEHTooOOpoTa -
OpraHW30BaTh JIBMKEHUE JIOKYMEHTOB [0 HAauMEHEEe KOpPOTKOMY TyTH C
MUHMMaJbHBIMU 3aTpaTaMd TpyJda ¢ BPEMEHU, B YCIOBHUSIX 3JIEKTPOHHOIO
JTOKYMEHTO00O0pOTa - 00eCmeuuTh MOCTYN K JOKyMEHTaM Toib3oBaTensm COJ[ B
COOTBETCTBUH C MPEIOCTABIICHHBIMU UM ITPaBaMH.

B ycnoBusix npumenenus COJl B OpraHu3aiuy HMCIOJB3YIOTCS 3JIEKTPOHHBIC
JOKYMEHTBI, @ TaKK€ JJICKTPOHHBIE KOMUU JIOKYMEHTOB, MOJIyYEHHBIE B pe3yJbTaTe
CKAaHUPOBAHUSI JOKYMEHTOB Ha OyMa)XHOM HocuTene. J[OKyMeHTBhl OpraHu3alui,
UMECIONINE BpEeMEHHBbIC Cpoku xpaHeHus (10 10 ser BKIIOYUTENBHO) MOTYT
CO3/1aBaThCsl, XPAHUTHCSI U UCIOJIB30BATHCSA HUCKIIOUYUTEIBLHO B (DOpME 3JIEKTPOHHBIX
JIOKYMEHTOB.

[lepedyeHb TOKYMEHTOB, CO3/1aBa€MbIX, XPAaHUMbIX U UCIOJIb3yEMbIX UCKIIOUYUTEIHHO B
(dhopme FNEKTPOHHBIX JOKYMEHTOB, YTBEPK/IA€TCSI PYKOBOJIUTENIEM OpraHU3aIUu.
JIOKyMEeHTHI KJIacCU(PUUUPYIOTCS: HA BXOJAIINE, UCXOASAIINE, BHYTPEHHUE IOKYMEHTBI
(mepenyicka BHYTPH OJHOTO OpTaHa).

1. Bxogsiuue qOKyMEHTHI.

Bce nocrynaronue cinyxeOHble TOKYMEHTBI SBJISIOTCS BXOAIIECH KOPPECTIOH ICHITUEH.
JlocTaBka JOKYMEHTOB B aIMUHUCTPAIMIO TOPO/Ia OCYIIECTBIISETCS:

benbaberepckom ciyx00M;

MOYTOBBIM OTJICJICHUEM CBSI3H,

HEMOCPEACTBEHHO MPEACTAaBUTENSMHU  PA3JIMUHBIX  OPTraHU3allvii, YUYpEKJICHH,
NPEINPUATHN ¥ T.11. (1ayiee — HApOYHBIM);

C UCIOJIb30BAHUEM (DAKCUMUIIBHOM, 3JIEKTPOHHOU U TenerpadHOM CBSI3H;

yepe3 Equnyto cuctemy 3J€eKTPOHHOTO JOKYMEHTO000pOTa ANTAICKOro Kpasi.

[Ipy nmpueMke  KOPpPECHOHAEHUMH, JIOCTABISIEMOM  HApPOYHO, MpPOBEpSETCA
MPaBUWIBHOCTh JOCTaBKH, LIEIOCTHOCTh YIAKOBKH, HAIMYUE YKA3aHHBIX MPHUIOKEHUM
U COOTBETCTBUE HOMEPOB JOKYMEHTOB Ha BTOPBIX JK3EMIUISIpaX WU B KypHAJe
nepenaun. Ha BTOpBIX 3K3eMIUIsIpax WIM KypHallax MepeJayd CTaBUTCSA Jara H
MOAMUCH CIIEIHAIUCTOB, TPUHSABIINX JOKYMEHT.

Brimaua JOKyMEHTOB JHIlaM, OTBETCTBEHHBIM 3a BEJICHHE JEJIONPOU3BOJICTBA B
OpraHax, YIMOJIHOMOYEHHBIM JIOCTaBIIITh M 3a0UpaTh JTOKYMEHTBI, KOTOPbIE HECYT
MEPCOHANIBHYI0 OTBETCTBEHHOCTh 3@ COXPAaHHOCTh M KOJUYECTBO BBIJAHHBIX
JOKYMEHTOB, OCYIIIECTBISAETCS MOl POCIUCH.

Konsepth! (0anmepoiun), KOTOpble HMEIOT IOMETKY «JIMUHO», IepeaaroTcs aapecaTtam
B 3aKPBITOM BUJIE.

[Ipuem KOPPECHOHACHIINH, JIOCTaBJICHHOU benpaberepckon ci1yk00H,
ocymectsiieTcsa otaesnoM ['O UC anMuHuCcTpannu pamioHa.



Ommb04YHO MpUCTaHHBIE JOKYMEHTHI BO3BPAIIAlOTCs OTIPABUTENIO.

CnyxebHasi KOppECHOHACHIMSI BCKPBIBAETCsI, peructpupyercsi cekperapeMm B COJ] B
cooTBeTcTBUM C PernamentoM paboTtel B COJ] M HampaBisieTCs Ha PacCMOTPEHHE
PYKOBOJIUTEIIO.

Ha moxymeHTax B mpaBOM HHMXKHEM YIUIy HA MEPBOM CTPAHMIIE OCHOBHOI'O JOKYMEHTA
MPOCTABIISIETCS IITAMIT C OTMETKOM JaThl M BXOJAILETO PErUCTPALIMOHHOTO HOMEPA.
JIOKyMEHTBI PErUCTPUPYIOTCS HE MO3JHEE CIEAYIOIIEro pabouero JHS ¢ MOMEHTAa UX
MOCTYIUICHUS B MOJAPA3JEICHNUE, OCYIIECTBIAIONIEE perucTpauno. CpodHbie u
ONEPATUBHBIE JOKYMEHTBI PETUCTPUPYIOTCS HE3AMEIIUTEIBHO.

B mporiecce mnepBoHadanbHONW 00paOOTKM KOPPECHOHACHIIMH, TOCTyHAMIIEH B
KaHIEISPUIO, IPOBEpseTCsl O€30MaCHOCTh BJIOXKEHUM, KOMIUIEKTHOCTh U IIE€JIOCTHOCTD
JIOKyMEHTOB U MPUIIOKEHUN K HUM, a TAK)Ke HAIMYKUE HEOOXOIUMbBIX PEKBU3HUTOB.

[Ipu oOHapyXeHUN HEKOMIUIEKTHOCTH WJIM MOBPEKJIECHUU JOKYMEHTa Ha MOCIEIHEM
JUCTE WM Ha 000pOTE MOCIIEIHETO JINCTA MPOCTABISETCS COOTBETCTBYIOIIAs OTMETKA
1 co00I1aeTcsl OTHPABUTEINIO.

KonBepThl, Kak MpaBuio, YHUYTOXKAKOTCSA, KPOME CIIy4aeB, KOrJa MO HUM MOXHO
YCTAaHOBUTH aJpec OTIpaBUTEINs (IPH OTCYTCTBHU ajpeca Ha JOKYMEHTE) WIA BpeMs
OTHPABKU U MOJTYYECHUS] TOKYMEHTOB.

[locTynuBiine TenerpaMMbl PETUCTPUPYIOTCS TIO TEM K€ MpaBuiaM, 4TO U MHUCHhMA, a
3aTEM MEPEAAIOTCS HA PACCMOTPEHHUE PYKOBOJICTBY U UCIIOJHEHUE.

[lepenavya undopmanuu ¢ MOMOUIBIO TeIe(HOHOrPaMM OCYIIECTBIISIETCS KaK YCTHO IO
KaHanam TeneoHHoi cBa3uM, Tak u uepes CIOJl. Tekcr mnocrynuBiIeH
TeneoHOrpaMMbl € yKa3aHHEM €€ HOMepa, HauMEHOBaHUsA, HoMepa TenedoHa
OTHPABUTENS U BPEMEHU MpUEMa, a TAKXKE JOJKHOCTh U (paMUius UL, TPUHSBILETO
TeneoHorpaMmy, 3ammchbiBacTcs (IeyaTaeTcs) Ha CICIUAIBHOM OJIaHKe WU B
KypHAaJE U ONEPATHUBHO MEPEAACTCA PYKOBOIUTEIIIO.

Opranuzanusi paboTbl C JAOKYMEHTAaMH, MOJYYEHHBIMU IO 3JIEKTPOHHOW TIOYTE,
OCYHIECTBIJISIETCSL B 00IIeM mopsiake corjacHo WHeTpykimu ¢ o0s3aTenbHbIM
MPOCTaBJICHUEM OTMETKM O crnoco0e mnosyueHuss gokymeHta B C3OJ] u mramma
«llonyyeHo MO 3JIEKTPOHHOM MOUTE» C yKa3aHUEM JaThl MOJYyYECHHS Ha OyMa)KHOM
AK3EMIUISIPE JOKYMEHTA.

JIOKyMEHTBI, TOCTYNUBIIKE HA OYMa>KHOM HOCHUTENE, CKAHUPYIOTCS, SJIEKTPOHHAs
Konus JoKymeHTa Bkiroyaercs B COJ1 u nmpucoenunsercs k OPK nokymenra.
OCHOBHBIM TMPUHIMIIOM PETUCTPALUU SIBISETCS OJHOKPATHOCTh. Kaxkablii TOKYMEHT
JOJKEH PETUCTPUPOBATHCA B JAHHOM OpPraHe TOJIBKO OJWH Pas.

[Ipu perucTpanuu cinyke0HOU KOPPECTOHACHIIMY MPOBOUTCS MOUCK HA HAIUYHUE!
ITIOBTOPA PETUCTPALIMU OJHOIO U TOTO K€ TIOKYMEHTA,;

3apErUCTPUPOBAHHBIX PAHEE JOKYMEHTOB IO TAHHOM TEME;

OTBETA Ha 3alpoC aJIMUHUCTPAILMU FOpoja, OpraHa;

JAHHBIX O JOKYMEHTAaX, YHOMSHYTBIX B TEKCTE€ PErUCTPUPYEMOrO JOKYMEHTA, paHee
HaIpaBJICHHbIX.

[Ipy mONOXKUTENBHOM PE3YJbTAaTE MOUCKA CHELUUAINCTBHI, OTBETCTBEHHBIC 32 BEICHUE
JIEJONPOU3BOICTBA, 0053aHBI MOA00paTh UX MPHU HAIUMYUM JOKYMEHTa B TEKYILIEM
apXWBE€ WJIM IOJrTOTOBATH COOTBETCTBYIOUIYIO CIIPABKY M NEpPEIaThb PYKOBOJCTBY
COBMECTHO C BHOBb MNOCTYNMBIIMM JOKYMEHTOM. [Ipr 3TOM BHOBB NOCTYNUBIIHI
JOKYMEHT TMOJMJICKUT PETHCTpalMd B COOTBETCTBUM C HMHCTpykumen, u B



pErucTpalMOHHbIE KapTOUYKHM OOOMX JOKYMEHTOB BHOCSTCA OTMETKHM O HOMeEpax,
CBSI3aHHBIX IO TEME IOKYMEHTOB.

He mnoanexar peructpaliu KHUTH, Ta3eThl, XypHaJbl, OIOJJIETEHU, PEKJIAMHBIC
W3/IaHUs, TPOCIEKTHl C HAyYHO-TEXHMUYECKON HH(pOpMalluel, IMiakaThl, CIPaBOYHO-
MH(QOpPMAIIMOHHBIE MaTepuasbl, NPUCIAHHBIE JUISI CBEACHUS, MO3APABUTEIbHBIC
OTKPBITKH, MPUTTACUTEIbHbIE OUIIETHI, CTATUCTUYECKHE COOPHUKH, CUETa, KBUTAHIIUH,
JIOTOBOPBI, HAKJIATHBIE, CMETHI.

Ha stux noxymeHTax ykas3bIBaeTCs JaTa WX MOCTYIUICHHS, MOPSIKOBBIA HOMEp HE
MPOCTABIISIETCS.

Koppecnonaenuns ¢ nomeTkoil «JIndHO», a Takke HE PErUCTPUPYEMbIE JOKYMEHTHI
MEPEIAlOTCs] MO HA3HAYEHUIO B JEHb WX IMOCTYIUICHUS. 3aperucTpUpOBAHHBIC
JIOKYMEHTHI — HE MO3HEE CIAEAYIOIIEro pabouero AHs MOCe AHS UX PETUCTPallUH.
JIOKyMEHTBI, MOCTYNUBIINE PYKOBOAMTEII0, HWHBIM JOJKHOCTHBIM JIMIAM, MUHYS
CeKpeTaps, MepearoTcs ISl PETUCTPALIMU B IEHb UX MTOCTYILICHHUS.

JIoKkyMeHTBI, mocTymnawmnme Ha OyMa)kKHOM HOCHUTENE, MOCJEe UX PETUCTPalUH,
BrJtOueHUs: B CDJl B BUJE 3JEKTPOHHBIX KOMHH M PACCMOTPEHUS PYKOBOJICTBOM
MEPEIAtOTCS. B COOTBETCTBYIOUIME CTPYKTYPHBIE MOAPA3ICICHUS HA UCIOJIHEHHUE WIIU
MOMEIIAIOTCS B JIEJIO B COOTBETCTBUU C HOMEHKJIATYPOU A€] OpraHU3aIUU.

Jnst  duxcauun (¢dakta nepenayd BXOASIIMX JOKYMEHTOB M HUX KONHUM Ha
OyMa)XHOM HOCHUTEJE HCIOJHUTENSAM B CTPYKTYpPHbIE MOJpa3JeiICHUS MOTYT
UCIIOJIb30BAThCS JKYPHAIBI (peecTphl) mepeaadn JOKYMEHTOB.

[Ipu Oyma)kHOM JOKYMEHTOOOOPOTE MOAJIMHHUKH BXOMSIIMX JIOKYMEHTOB, B
ClIydyae Ha3HAYEHUS HECKOJbKUX MCIIOJHUTENIEH TEepPEelaloTCsl OTBETCTBEHHOMY
WCTIOJIHUTEIIO, OCTAIBHBIM UCIOJHUTEISAM NEPEAAOTCA KOITUK JTOKYMEHTA.

5.2. KoHTPOJIb UCTIOJIHEHUS CTYKEOHBIX JOKYMEHTOB

OTBETCTBEHHOCTh 32 CBOEBPEMEHHOE HCIOJHEHHE CIYXKEOHBIX JIOKYMEHTOB
BO3J1araeTcsl Ha PyKOBOJHUTENS OPTraHa, €ro 3aMECTUTEIIEH.

KoHntpons  ucnonHeHus BKIOYaeT B ce0d: IOCTAHOBKY Ha  KOHTPOIIb,
MPEIBAPUTEIBPHYI0 TMPOBEPKY W PETyJIMPOBAHUE XOJA WCIOJHEHUS, CHATHE C
KOHTpOJIsl, HAIpaBJICHHE KCIOJHEHHOrO JOKYMEHTa B JI€JIo, y4deT, 000OIleHue u
aHaJdu3 XoJa W pe3yJbTaTOB UCIIOJIHEHUS JOKYMEHTOB, HH(GOPMUPOBAHUE
PYKOBOJMTENEN B LIEJISIX CBOEBPEMEHHOIO M KQUYECTBEHHOI'O MCIOJIHEHHS TOPYYCHUH,
3a()MKCUPOBAHHBIX B IOKYMEHTAX.

Bce nmocrynuBmne QJOKYMEHTHI JOJKHBI PacCMaTpPUBATHCS B JI€Hb UX MOCTYILICHUS
PYKOBOJMTEIEM OpPraHa WM €T0 3aMECTUTENIEM B COOTBETCTBHUM C PaCIPEICICHHBIMU
MEXKy HUMU 00SI3aHHOCTSIMU.

Pe3ynprarel paccMOTpEHHs] KaXIOTO MOJYYEHHOIO IJOKYMEHTa, YKa3aHus O €ro
UCIIOJTHEHUU OTPAXKAIOTCS B PE30JIONUHU, KOTOpas o(GopMisieTcssi B COOTBETCTBUU C
nyHKTOM 2.14 HCTpyKIIUK.

JlokyMeHT ¢ pe3omonuen «/{ns ceeneHus» Hamnpasisietca dyepe3 CO/l, ¢ pezomronuen
«O3HAaKOMUTB» TNEpPENacTCs MOOUYEPEAHO UCIOMHUTEIAM. [Ipyn 3TOM HAanmpoTUB CBOEU
baMminy B pe30JIIOIUU UCHOJHUTENb JOJDKEH MOCTAaBUTh CBOIO POCHHUCH M JaTy B
MTOATBEPKACHUE TOTO, YTO OH O3HAKOMIJIEH C JIOKYMEHTOM.

IIpn oTtmpaBieHMM [TOKYMEHTA, MOJJIEKAIIETO BO3BPATy, B NPAaBOM BEPXHEM YIIIY
IIEPBOU CTPAHUIIBI CTABUTCS IITaMN Uin oTMeTKa «Ilomiexxut Bo3Bparty».



Ecniu nopydyeHue 10 WHCHOJHEHHIO JOKYMEHTAa BO3JIOXKEHO HA HECKOJbKUX
UCIIOJTHUTENEH, TO NEPBBIM, YKa3bIBAETCSI JIMIIO, OTBETCTBEHHOE 3a OPTaHU3AIUIO
WCIIOTHEHUSI.

OTBETCTBEHHOMY HCHOJHUTENI0 MPUHAJICKUT IMPABO CO3bIBA COUCIIOIHUTENEH U
MOJIy4YeHUsI OT HHMX HeoO0Xoaumou HHGOpPMALMU [Jii COCTaBICHHS U 000OIICHUS
orBeTa. COUCIIOTHUTENN B PAaBHOM CTEMEHU HECYT OTBETCTBEHHOCTH 32 KQUECTBEHHOE
Y CBOEBPEMEHHOE MCIOJIHEHUE JIOKYMEHTa U 00s3aHbl MPEJOCTABUTh OTBETCTBEHHOMY
UCIIOJTHUTENIO0 BCE HEOOXOAMMbIE MaTepUalibl U CBEJICHUSI HE TMO3JHEE JBYX JTHEU J0
CpoKa HCHOJIHEHHUS JoKyMeHTa. COUCHOJHUTENb HE B IpaBe HaIpPaBIAThH
KOHTPOJIUPYIOIIEMY CaMOCTOSITEIbHBIN OTBET, MUHYSI OTBETCTBEHHOI'O UCTIOJTHUTEIIS.
OTBETCTBEHHBIN UCIOJHUTENH HAMPABISET KOHTPOIUPYIOIEMY O00OIICHHBIN OTBET C
MPUIOKEHHEM UH(OPMALIMU COUCTIOIHUTENEH 100 3aBU3UPOBAHHBIN UMU.

Bce nBuxeHue qoKyMeHTa 00f3aTE€IbHO OTMEYAETCS B COOTBETCTBUU ¢ PermaMeHToM
padotel B CO/I.

JIOKyMEHTBI, IO KOTOPHIM IOCTaBJIEHHBIE B HHUX BOMPOCHl MOTYT OBITh PEIICHBI B
opraHe, He JOJKHBI TMEPEChUIATHCS B MOJYMHEHHBIE WM Apyrue opranuzanuu. B
Clly4yae HamnpaBJEHUs JOKYMEHTa Ha PACCMOTPEHUE U MPUHSATHUE MEP B APYrUe OpPTraHbl
(opranm3aiun) aBTOp JOKYMEHTA JTOJDKEH ObITh MOCTaBIECH 00 3TOM B H3BECTHOCTb.
Hcnonnenue AoKymMeHTa mMOpeaycMarpuBaer cOop U 00pabOTKy HEOOXO0IUMO
uH(popMaluK, MOATOTOBKY MPOEKTa TOKYMEHTa, ero o¢GOopMIIEHHE, COTJacOBaHHE,
npeJICTaBICHUEe Ha Toanucanue (yTBepkKIeHHE) PYKOBOJAUTEIIO OPTaHa M MOJTOTOBKY
K MEepPEChUIKE ajpecary.

HcknounTenbHO 3a MOJAMKMCHIO TJIaBhl pallOHA HAMPaBISIOTCS OTBETHI HA MOPYYEHUS
I'yOepnaropa Amnrtaiickoro kpas, Ilpencemarenst IlpaButenbctBa AnTalicKoro Kpas,
MPOTECThl, MPEANUCAHMS, MPEACTaBICHUs, TpeOOBaHUS MPOKYpPaTyphl, 3aMPOCHI
MPOKYypaTypbl B paMKaxX paHee HampaBJICHHOIO MpEANHCcaHus, MPOTeCcTa,
npeAcTaBieHus, TpeOOBaHUS MPOKYpopa, MOCTYIHUBIIME HAa WM TJaBbl paiioHa. B
OCTQJIbHBIX Cy4yasX JOMYyCKaeTCsl HampaBJIE€HHWE OTBETa 3a MOAMMUCHIO 3aMECTHUTEIIS
TJIaBbl palioOHa.

Kontpons  3a  cpokamMu  UCIOJHEHUS  OCYIUECTBIISIETCS  CHEIUAIUCTaMH,
OTBETCTBEHHBIMU 32 BEJICHUE JEJI0NPOU3BOACTBA.

CpokH HMCHOJHEHHS] JOKYMEHTOB HCUUCIAIOTCS B KaJEHIAPHBIX THAX U JOKYMEHTBI
nmo/JieXKaT MCTHOoMHEeHUI0 B TedeHne 30 JHEH co JTHS pEerucTpanud, €Ciu HWHOE He
MPEAYCMOTPEHO JEHCTBYIONIUM 3aKOHOAATEIHCTBOM U MONOKEHUSAMU MHCTpyKIUU.
JIOKyMEHTBI TO/JIEKAT UCTIOTHEHUIO B CIIETYIOLIUE CPOKH:

C KOHKPETHOW IaTOM UCIIOJHEHHS — B YKa3aHHBIN CPOK;

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

C IOMETKOH «omepaTuBHO» — B TeueHue 10 nHe;

C PE3ONIONUNA  «UIs TMpEeIoKEeHU» — B TedeHue 15 paboumx [HEH co JHS
perucTpanuu,

0 MapJIAMEHTCKUM 3aMpocaM - He MO3/AHee YeM depe3 15 nHel co qHS MoaydeHus;

nmo 3amnpocam uineHoB Cosera @enepaumu, aenyrtatoB ['ocymapcTtBeHHOM J{yMmbl
(mermyTaTckoMy 3ampocy) He mo3aHee yeM yepe3 30 gHeH co AHS MOoTydeHHS.

10 MEXBEJIOMCTBEHHBIM 3alpocaM O TPEJCTaBICHUHA JIOKYMEHTOB W (WIIH)
uH(OPMAITNH B TEJSIX MPEIOCTABICHUS TOCYIAPCTBEHHBIX U MYyHHUITUIAIBHBIX YCIYT -
5 pabouux JHEW co AHS MOJYYEHHs 3alpoca, €clid 3aKoHojatenbcTBoM Poccuiickoi
denepaniy He YCTAHOBJIEH MHOU CPOK;



o oOpamenusM rpaxaan - 30 qHEl co THS perucTpariy.

Ecim mocneqHuii IeHb CpOKa UCIIOJTHEHUS TOKYMEHTA (TOPYYEHUs) TPUXOIUTCS
Ha Hepabouuil 1eHb, TO TOKYMEHT MOJJIEKUT UCTIOTHEHUIO B OJMKAUIIUN CIeyIOINMA
3a HUM pabouuil 1€Hb.

C 1enblo CBOEBPEMEHHOTO HUCIIOJIHEHUSI JTOKYMEHTOB, OTBETCTBEHHBINH HCIOJHUTEIb
00si3aH MPENOCTaBUTh OTYET OO0 HCIOJHEHWH JOKYMEHTAa JIHUIly, OTBETCTBEHHOMY 3a
BEJICHHE JICJIONPOU3BO/ICTBA, HE MO3/IHEE IBYX AHEH A0 UCTCUECHUS] CPOKA UCIIOTHEHUS,
B COOTBETCTBHHM CO CpPOKOM, yka3aHHbIM Ha tmramie (B C3JI), Ha IlopyueHus
I'ybepnaTopa Antarickoro kpas, [Ipencenarens [IpaButenbcTBa Anraiickoro Kpas —
HE MO3JHEee TpeX AHEH 10 HUCTEUEHHUs] CpOKa, ycTaHOBJIEHHOTO IIpaBuTeancTBOM
AJTaliCKOro Kpas.

B cayudae HE0OXOOUMOCTH [IOMOJHUTEIBLHOIO BPEMEHHM HA pEIICHHE BOIPOCOB,
M3JIOKEHHBIX B JJOKYMEHTE, MPOJICHUE CPOKA UCIOIHEHHUS JOJKHO OBITh 0(OPMIIEHO
JI0 UCTEUYEHHUsI CPOKa MPENOCTaBICHUS OTBETA C yKa3aHUEM MPUYUHBI MPOIJICHUS U
IJIAHUPYEMOUM  J1aThl KCHOJHEHUS M  OCYIIECTBIISIETCA JOJKHOCTHBIM  JIMIIOM,
HAJIOXKUBIIUM MEPBUYHYIO PE30JIIOIHUIO, B IPOTUBHOM CIydae JOKYMEHT CUUTAETCS HE
UCIIOJTHEHHBIM B CpoK. Eciu B mpock0e O MpoJUieHUHM HE yKa3aH HOBBIM CpPOK
WCIIOJTHEHHUS, OH aBTOMATUYECKU MPOJISIETCS Ha MECHLI.

JlokyMeHT (TTOpyYeHHE) CUATASTCS UCTIOTHCHHBIM, €CIIM MPHHSITHI PEIICHHS 110
MOCTABJICHHBIM  BOMNPOCaM,  MOJATOTOBJEHbI  COOTBETCTBYIOIIHME  JOKYMEHTHI,
HampaBlieHa cHOpaBka 00 HCHOJHEHHMH B COOTBETCTBYIOIIME OpPraHbl BIACTH
(opraHu3anum) Wid JaH OTBET IO CYIIECTBY 3aWHTEPECOBAHHBIM JIHIIAM.

Ecnu ucnonHeHue He JOKYMEHTHPOBAJIOCH, OTMETKa OO0 HCIOJHEHHUM JIeJIaeTCs Ha
caMoM JaokymeHTe. Kpome TOro, mmcbMo CHUMAETCsl C KOHTPOJS, €CJIH [0 HEMY
MPUHAT MYHULMNAIbHBIM MPAaBOBOM akT. B 3TOM ciydae HMCHONHUTENb OKEH
COOOLIUThH CHEIUaTINCTaM, OTBETCTBEHHBIM 3a BEJCHHUE JIEIONPOU3BOJICTBA HOMEDP U
JaTy, MPUHSTOTO JOKYMEHTA.

[locne ucnonHeHus: TOKYMEHT CHUMAETCSl C KOHTPOJISL U CIUChIBAaeTCs B Jies0. CHSATH C
KOHTPOJISI IOKYMEHT MOXET TOJBKO TO JOJDKHOCTHOE JIMIO, KOTOPOE MOCTaBUIIO €r0
Ha KOHTPOJIb WIH JIMIO €ro 3aMellaroniee, Npyu 3TOM Ha JIOKYMEHTE JeIaeTCsi OTMETKa
O CHSITUU C KOHTPOJISI U CIUCAHUU B JIEJIO.

JlokyMeHTBI (IIOpPYYCHHS), HE CHATBIC C KOHTPOJIS, a TAaKXKEe JTOKYMEHTHI (ITOpydYeHus),
CPOK MCIOJIHEHUSI KOTOPBIX HE MPOJICH, CYUTAIOTCS HEUCIIOJIHEHHBIMHU.

[Ipy HEOOXOAMMOCTH  CHEIUATUCT, OTBETCTBEHHBIM 3a  JEJIONPOU3BOJCTBO,
MPEAOCTABISET PYKOBOJMUTENIO OpraHa, €ro 3aMEeCTUTENSIM CTaTUCTHUYECKUU aHaju3
COCTOSIHUSI ~ UCIIOJHUTENbCKOM UCHMIUIMHBI W TEpPEeYHU JOKYMEHTOB, CpOK
UCIIOJTHEHUS 110 KOTOPBIM UCTEK.

CnyxeOHas iepenucKa XpaHUTCsl B OpraHe B COOTBETCTBUM C HOMEHKJIATYpOil Jied.
5.3. Ucxoasinue 10KyMEHTBbI

HcxoasimymMu JOKYMEHTaMU SIBISIIOTCS OUIIMAIbHBIE TOKYMEHTBI, OTIPaBIsiEMbIE U3
OopraHa, KOTOpbI€ JIeJIATCS Ha!

WHUILIMATUBHBIE;

OTBETHI Ha BXOJIAIIIHE.

Hcxonmsimue JTOKYMEHTHI TOTOBSTCS Ha OJIAaHKE OpraHa, pyKOBOJIUTENb (WM
YIIOJTHOMOYEHHOE UM JIMII0) KOTOPOTO MX MOJIUCKHIBACT.



Hcxopsmue nucbma 3a MOAIMUCHI0 PYKOBOAUTENSA, €r0 IJ1. CHEHUAINCTA IE€YaTaloTCs
Ha OJlaHKe aJMHUHUCTpaluu MacaabCKOTrO CElbCOBETA U PETHCTPUPYIOTCS JIUIIOM,
OTBEYAIOIIUM 32 JEJIOMPOU3BOICTBO, B COOTBETCTBUU ¢ Pernmamentom padbotst B CO/I.

Perucrpanus ucxoasmmx TOKyMEHTOB OCYILIECTBISETCS B A€Hb MOIMUCAHUS WIIH
Ha CJIeYIOIUM pabounii 1eHb, €ClU TOKYMEHThI ObLIN MOJANKUCAHBI B KOHIIE paboyero
JTHSL UJK B Hepabodee BpeMs.

[Ipn moAroTOBKE MCXOASAMIETO TOKYMEHTA B OAWH aApPEC HA MOANUCH PYKOBOJIUTEIIO
TOTOBSITCS JIBa dK3eMIUIsApa (IOcie MOINMCAHUS W PETUCTPAIIUU TEPBBIA IK3EMILISAP
OTIIPABJIACTCS aApecaTy, BTOPOW — OTHPABJISICTCS MCIOJHUTEIIO), €CIIM MUChMO B JIBa
azpeca, TO TOTOBUTCS TPH IK3EMIUISAPA.

IIpu noaroToBke mnuchbMa OoJiee 4YeM B 4YEThIpe ajpecaTa, KOJUYECTBO MEPBBIX
JK3EMIUISIPOB COOTBETCTBYET KOJIMUECTBY AIPECATOB, HA AK3EMIUISIPAX HCHOJHUTENS U
OTJeNa KaHLEISIPUM B PEKBU3HUTE «AJpecaT» yKa3bIBACTCSA «MO CHHUCKYy». CHHCOK Ha
pacChUIKy MNPWIATAETCA K NUCbMY. ECIM JOKYMEHT OTHpPaBISIETCA B HECKOJIBKO
OJIHOPOJIHBIX OpraHU3alui, TO AOMycKaeTcs opopmMieHue aapecara 0000IIEHO.
Perucrpanus nokyMeHTa, T.€. IPUCBOCHUE €My HOMEPA U AAThl, IPOU3BOAUTCS TOJIBKO
MOCJIe TOANMUCAHUsS €r0 PYKOBOAMUTEIEM opraHa (WM YIOJHOMOYCHHBIM MM JTUIIOM)
JIMIIOM, OTBETCTBEHHBIM 32 BEJICHUE AEJTONPOU3BOJICTBA.

Hcxopsimme NJOKYMEHTHI B BBILIECTOSIIIME OPraHbl MOJAMUCHIBAIOTCS PYKOBOJIUTEIEM
OpraHa MECTHOTO CAMOYNPABJICHHS WU YITOJHOMOYEHHBIM UM JIALIOM.

Ecau otBer aBTOpy oOOpailieHHss JaeT pPYKOBOAUTEIb OpraHa  MECTHOIO
CaMOYTMPABJICHUSI UM YIOJHOMOYEHHOE UM JIUIIO, TO OTBET JOJIKEH OBbITh Ha OJIaHKE
MMEHHO 3TOTO OpraHa.

Ilepen perucrpaumeil UCXOASIMMX JOKYMEHTOB NPOBEPSAETCS IPABUIBHOCTD
oopmiieHUsT TOKyMEHTOB (B TOM YHCJIC HaJW4YWe IOANKCEH, BHU3, MPABUIBHOCTD
HAIMCAHMS aJPeCcoB), a TaKXKE YKA3aHHBIX B UCXOIANIMX JIOKYMEHTaX IMPHIOKCHUH,
COOTBETCTBHE KOJIMYECTBA JK3EMIULSIPOB KOJWYECTBY aJpECcaToB IO YKa3aTelro
PACCBUIKH, HaJIMYUE OTMETKH 00 UCTIOJHUTEIIE.

B ciyyae oOHapykeHHsI HEIOCTATKOB B O(DOPMIIEHUM JOKYMEHTOB KX BO3BpallalOT
WCTIOJIHUTEIIIO.

IIpu peructpanum wucxonsamero nucbMa B COJ] cBeaeHuss 00 OTHpaBIsIEMOM
nokymente (ukcupyrotcs B OPK, kK KoTOpoil mpuKperuisieTcs 3JeKTPOHHAs KOMUS
OTHPABIIIEMOIO TOKYMEHTA.

Ecan OPK Obuta cozmana B COJl npu moAroTOBKE MPOEKTa JAOKYMEHTA, TO MPHU
perucTpaluu  MCXOJAIIEer0 JOKyMEHTa B Hee JO0OaBISIIOTCS  CBEAEHUA O
PErUCTPAIlMOHHOM HOMEpE, J1aTe€ PErucTpali U JIPYrue CBEICHHUS 00 HCXOJSIIEM
JOKYMEHTE.

PerncrpauroHHBIM HOMEP MCXOIAIIETO JOKYMEHTA JIOJKEH COCTOSITh M3 KOJIOB
(MHIIEKCOB) B COOTBETCTBHU C TPUMEHSAEMBIMH KJacCH(PHKATOPAMH U IMOPSIKOBOTO
HOMEpA TOKYMEHTA B MPEIeNIax KaJeHIapHOro roja.

Jlata peructpanMd W PETUCTPALMOHHBIA  HOMEpP  MPOCTABISAIOTCA  HA
OTHPABIIEMOM JTOKYMEHTE, a TAKKE HAa KONUU UCXOIALIETO JOKYMEHTA, OCTAKOIIEHUCS
B JICJIE.

HNcexopsdmuii JOKYMEHT, IOAIHACAHHBIA PYKOBOAMUTEIEM OpPraHU3alluy WA HWHBIM
YIIOJTHOMOYEHHBIM UM JOJKHOCTHBIM JIMIIOM, IIEPEIAaeTCs Ha OTIPABKY, KOMHS OTBETA
C MPUJIOKEHUEM BCEM MEPENUCKU U CCBUIKOW Ha BXOASIIMKA HOMEDP IEperaeTcs JIUILY,



OTBETCTBEHHOMY 32 BEJICHHE JCJIONPOU3BOACTBA [JIi CHSTHSL C KOHTpPOJS U
MOMEIIAETCS B IO B COOTBETCTBUU C HOMEHKJIATYpOH Je..

DONEKTPOHHbIE JOKYMEHTHI MOCJE HMX MOJMHCAHUS JJIEKTPOHHOM MOAMUCHIO U
OTHPABKH ajipecaty XxpaHsarcs B 0a3e qanubix CO/I.

CnyxeOHbIe JOKYMEHTBI Ha OTIIPABKY U PETUCTPALMIO NEPEAAOTCs MOAMUCAHHBIMU U
MOJHOCTHIO O(OPMIIEHHBIMU, C YKa3aHUEM TOYHBIX aJ[peCOB M B KOJUYECTBE
AK3EMILIAPOB, PABHBIX KOJIMYECTBY aJpecaToB.

[logroToBneHHble K OTHOpaBKE CIOYKEOHbIE JOKYMEHTHI TPU HEOOXOJUMOCTH
VUHUTBIBAIOTCS B KypHAJIaX OTHPABISIEMON KOPPECIOHJCHIINH, KOHBEPTUPYIOTCS U B
3aBUCUMOCTH OT CTENEHU CPOYHOCTH OTHPABISIIOTCS TMOYTOM, JIOCTaBIISIOTCS
HapOYHBIM TOJI POCIKCH, HAMPABIISIIOTCS 10 AJIEKTPOHHOM MOYTE WX MEPEAAIOTCS IS
OTHPABKU PEIbABETEPCKON CBA3ZBIO.

JIOKyMEHTBI, HE HUMEIONIME aJPECHOM YacTH, MPUHUMAIOTCA HA OTIPABKY C
CONPOBOJMTEIBLHBIMA MMHUCbMaMU (32 HCKITIOYCHHEM KOIHWA PacTOPSIUTEIbHBIX
JOKYMEHTOB, HaIlPaBJISICMbIX B ITOJIBEIOMCTBCHHBIC OPTaHU3AIINH).

HemnpaBwibHo odoOpMIIEHHBIE JOKYMEHTBI M KOPPECHOHJCHIMS HECTyKeOHOro
XapakTepa K OTIPaBKe HE MPUHUMAIOTCS U BO3BPAIAIOTCS UCTIOTHUTEIO.

JIoKyMeHTBI, TOJIeKAIIUE OTIPABKE, JTOJKHBI 00padaThiBaThCA M OTHPABIISITHCS
B JICHb MX MOAMUCAHUS ¥ PETUCTPALIUU UM HA CIIEYIOMIUNA pabounil 1eHb.

Jlocblika WM 3aMEHa paHee OTIPABICHHOrO JOKYMEHTa OCYIIECTBISETCS IO
YKa3aHHUIO JIUI[A, TOAMKUCABIIETO IOKYMEHT.

KoppecnongieHiiuss TUYHOTO XapakTepa, MUChbMa W TeJerpaMMbl, HE CBSI3aHHbBIE C
NeSATebHOCTbIO OPTaHOB MECTHOTO CaMOYIIPaBICHUS, K OTIPaBKE HE TPUHUMAIOTCSI.
Brilaua TOKyMEHTOB Ha PYKH ajpecaTy MPOU3BOAMUTCS IOJ POCHHUCH IMOITy4yaTessl B
KypHAJIe OTHPaBIsIEMONM KOPPECHOHACHUIUHU JTUOO HA SK3EMIUISIpPE, XpaHSIIEMCS B
nene.

Konuu cimyxeOHBIX AOKYMEHTOB BBIJAIOTCSI OpraHaM MECTHOTO CAaMOYIIPABJICHUS C
pa3pelleHus YIpaBsIIOIIEro JAejiaMi, B CTOPOHHHE OpraHU3aluy — M0 MTUCbMEHHOMY
3anpocy.

6. CocTaBjieHHEe HOMEHKJIATYPHI JIeJI

Homenknatypa nen — 3TO CHUCTEMaTU3MPOBAHHBIA TEPEUYeHb HAUMEHOBAHUMU e,
3aBOJMMBIX B JICJIONMPOU3BOJICTBE OpPraHa MECTHOTO CaMOYIPABICHUS, C yKa3aHUEM
CPOKOB XpaHeHHsI, 0)OPMJICHHBIN B YCTAaHOBJIICHHOM Mopsiike (mpuiioxkenue 11).
Homenknatypa gen npeaHasHadeHa AJisi OpPraHU3allUM TPYNIHUPOBKUA HCIOTHEHHBIX
JIOKYMEHTOB B JieJla, CUCTEMAaTU3allu1 U y4yeTa JeJl, ONpPeIeNICHUs] CPOKOB UX XPaHECHHUS
U SIBIIIETCSI OCHOBOM JUISI COCTABJIEHUS OMUCEN Jed TMOCTOSHHOTO U BPEMEHHOTO
(cBeime 10 yeT) XpaHeHuWs, a TaKxke ydera Jen BpemMeHHoro (mo 10 et
BKJTFOUUTEIIEHO) XpaHCHUS.

IIpu cocTaBieHUM HOMEHKJIATYpPbl JE€d CJIEeAyeT PYKOBOJACTBOBATHCS YCTAaBOM
OpraHu3aluy, TMOJOXKEHUSIMU O  CTPYKTYPHBIX  TOJpA3/ACJICHUSX, IITaTHBIM
pacrucaHueM, MIaHaMu U OTYeTaMUu O paboTe OpraHu3ali, HOMEHKJIATYypou Jien 3a
MPOIIEIINNA T0Jl, TOKATbHBIMU HOPMATUBHBIMU aKTaMU OpraHU3alluu, COJAEpKallUMU
CBEJICHHS O JIOKYMEHTaX, 00pa3yloluxcsl B ACSITEILHOCTH OPTaHU3AIMU, TUTIOBBIMU U
NPUMEPHBIMA HOMEHKJIATypaMu el (Ipu UX HATAIUH).

B HOMeHKNaTypy el BKJIIOYAIOTCS BCE TOKYMEHTHI, OTPAKAIOIIUE ACSITEIbHOCTD
CTPYKTYPHBIX  MOJpa3[e/iecHUd OpraHu3allui W TOCTOSIHHO WU  BPEMEHHO
JCHCTBYIONIUX OpPraHoB (KOMHCCHH, COBETOB, KOMUTETOB), B TOM YHCIIC JIOKYMCHTHI



OTPAaHUYEHHOI'0 JIOCTYNA, PETMCTPALIMOHHBIE W YYETHBIE JXypHajbl U KapTOTEKH, B
HEOOXOIUMBIX CIIy4asiX - KOMHUHU JOKYMEHTOB. JIOKyMEHTHI, CO3/JaHHbIE B 3JIEKTPOHHOI
(dbopme, BKITIOYAIOTCSI B HOMEHKJIATYPY JIEJ [0 TEM K€ MpaBuiiaM, 4YTO U JIOKYMEHTBI Ha
OyMa)>XHOM HOCHTEIE.

He BximowaroTcss B HOMEHKIATYPY M€ TEPUOJUYECKHAE HW3JaHHS, KHUTH,
OpOUIIOPHI.

Homenkmatypa paen opraHu3alld COCTABJISETCS JIMIIOM, OTBETCTBEHHBIM 3a
BEJICHUE JEIONPOU3BOACTBA B COOTBETCTBUM C BEIOMCTBEHHBIMA W THUIIOBBIMU
MepeyHsIMH  JOKYMEHTOB C YyKa3aHHEM CpPOKOB HMX XpaHeHHs 1o ¢opme,
ycTaHoBJieHHOW [IpaBunamMu XpaHeHUWs, KOMIUIEKTOBAaHHMS, y4€Ta W MCIOJIb30BAHUS
nokymMeHTOB ApxuBHoro (onna Poccuiickoit ®dexpepanuu U JIpyrux apXMBHBIX
JOKYMEHTOB B  OpraHax TIOCYJapCTBEHHOM  BJAacTH, OpraHax MECTHOTO
CaMOYIIPaBJIEHUS, OPraHU3aLUX.

Homenknatypa aen cocraBiasieTcss B MOCIECIHEM KBapTaje TEKyUIEro roja Ha
MPEICTOSIINN KaleHAAPHbBINA TOJ.

Homenkmnatypa npen opranu3zanyyd NOANUCHIBAETCS PYKOBOJWUTENEM, JIMIOM,
OTBETCTBEHHBIM 3a BEACHUE AECIONPOU3BOACTBA, BU3UPYETCS JULOM, OTBETCTBEHHBIM
3a apxuB, COTIVIACOBBIBAETCA C OKCIEPTHOM KOMHUCCHUEHM OpraHu3aluu W, €Clu
OpraHu3ays SBIAETCA HCTOYHUKOM KOMIUIEKTOBAHHS MYHHIIUMITAIBHOTO apXWBa, OJUH
pa3 B O JeT MpPEeACTaBIAECTCS Ha COTJIACOBAHME COOTBETCTBYIONIICH SKCIEPTHO-
MMPOBEPOYHOM KOMHUCCHM YNOJHOMOYEHHOIO OpraHa HWCHOJHUTEIbHOW BIIACTH
cyobekTa Poccuiickoit ®enepanuu B oOmactu apxuBHoro gmema (mamee - DOIIK
aApPXWBHOTO YYPEXKJICHUS) WIH MYHUIUIAIBHOTO apXMBa B COOTBETCTBUHU C
MPEIOCTABJIEHHBIMU €My TMOJHOMOYMSIMH B TOPSAKE, YCTaHOBJIEHHOM lIpaBuiamu
XpaHEeHUS.

Homenkmarypa gen, cormacoBanHas OIIK apXWBHOro yuypexiaeHHs WIH
MYHULIMIIAIBHBIM ~ apXMBOM B COOTBETCTBUM C  IPENOCTABICHHBIMU  €MY
MMOJTHOMOYHSAMH, YTBEPKIACTCS PYKOBOAUTEIEM OpPraHU3alld U BBOJUTCS B ICMCTBUE
¢ 1-ro ssHBaps MpecTOAIIETO KaJeHJapHOTO ro/1a.

Opranuszannu, B JEATEIBHOCTH KOTOPBIX HE CO3JA0TCS TOKYMEHTBI APXUBHOTO
dbonna Poccuiickoit @enepaiuu, yTBEpKAal0T HOMEHKIATYPY A€ CAaMOCTOSITEIBHO.

B cinyyae uameHeHust QyHKUHMI U CTPYKTYpbl OpraHu3allid HOMEHKJATypa el
COCTaBJISIETCS, COTJIACOBBIBACTCS U YTBEPKAAETCS 3aHOBO.

IlepBpIil PK3EMIUISAP YTBEPKACHHOW HOMEHKJIATYPBI A€ ABISAETCS JOKYMEHTOM
MOCTOSTHHOTO ~ XpaHCHHs, BTOpPOW (DJICKTPOHHAS KONHWS HOMEHKJIATYpBI  JIeI

OpPTraHM3allH, YTBEPKICHHOW pPYKOBOJIWTEIIEM OpTraHW3alllH) - T[epelaeTcs B
MYHHUILMIIAJIBHBI ~ apXWUB, HCTOYHUKOM KOMIUIEKTOBAHUS KOTOPOTO  SIBIIIETCSA
OpraHu3aIusl.

HomeHKkiiatypa Jnein oOpraHH3alliil CTPOUTCS 110 CTPYKTYpHOUW (Ha3BaHUSIMHU
pa3aenoB (MOApasleinoB) HOMEHKIATYpPHI Jel SBISIFOTCS Ha3BaHUS CTPYKTYPHBIX
MOJPA3ICIICHUN, PACHOJIO)KEHHBIE B COOTBETCTBHUM C YTBEPKICHHOM CTPYKTYpOH
OpTraHM3alNN), WIH (YHKIIMOHATIHHOW cXeMaM (Ha3BaHHSIMH Pa3/IeiOB HOMCHKIJIATYPHI
JeJT SIBJISTIOTCST HATIPaBJICHUS ISATESIIHHOCTH OPTaHU3AIINH ).

Bce 3aronoBkm gen, BKJIIOYEHHBIE B HOMEHKIATYPY M€ CTPYKTYPHOIO
nojpasneneHus, WHACKCUpYyroTcsa. MHmekc nmenma ykaspiBaetcs B rpade 1
HOMCHKJIATYphI JIeJI W COCTOMT W3 HWHJAEKCa CTPYKTYPHOTO Tojapa3jaeicHus (koma
MOApPA3/ICIEHUss B COOTBETCTBUM C YTBEPKICHHOM CTPYKTYPOW OpraHU3aludd WU



KJIACCU(UKATOPOM CTPYKTYPHBIX TOJpa3AC/ICHU) ¥ TOPSIKOBOTO HOMEpa Jeia B
pasznene HOMEHKNAaTypwl nen. Muaekcwhl gen o0o3HaudaroTcs apabCKuMH HUpaMu.
Hampumep: 01-05, rae:

01 - Ko CTPYKTYPHOTO TOJIpa3ICTICHUS;

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

Jlema mo BompocaMm, Hepa3pelieHHbIM B TEUEHHWE OJHOTO TOJa, SIBISIOTCS
"mepexXo SIMUMH' ' U BHOCATCS B HOMEHKJIATYpPY A€M CISAYIOIMIET0 Toja C TeM JKe
WHJIEKCOM. PexomeHayeTcss COXpaHsITh B HOMEHKIATYpE el OJWHAKOBBIE WHIEKCHI
JUTSL OJTHOPOTHBIX JIeJl, BKIIFOUEHHBIX B PA3HBIC Pa3/Iebl.

Ecnu B TedyeHne roya B AEATEILHOCTH OpPTaHU3AINN 00pa3yrOTCsl TOKYMEHTHI, HE
MPETyCMOTPECHHBIE HOMEHKJIATYpOH JeJ, 3aroJIOBKM HOBBIX JEN JOMOJHUTEIHHO
BKJIFOYAIOTCSl B HOMEHKJIATYPY Jel. B Kakmom pas3zene HOMEHKIATYPBhI I JUTsl BHOBb
3aBOJIMMBIX JIEJI TIPETyCMaTPHUBAIOTCS PE3ePBHBIC HOMEpa.

3aronoBok Jnena (rpada 2 HOMEHKIATYPHI JIed) TOJKeH B 0000meHHoi (opme
OTpakaTh OCHOBHOE COJIEp)KaHHWE M COCTaB JOKYMEHTOB jema. He momyckaetcs
yrmoTpeOJeHHe B 3aroJIoOBKe Jiella HEKOHKPETHBIX  (opMynupoBok  (“'pasHbie
Matepuanbl”, "oOmias nepemucka), a TakKe BBOIHBIX CIIOB U  CJIOXKHBIX
CUHTAaKCUYECKUX OOOpPOTOB. 3arojIOBKH JIeJ MOTYT YTOYHSTHCS B TEUCHHE Trojaa B
npoiiecce GopMUpOBaHUS U OPOPMIICHHUS JEI.

3aroioBOK Jieya JOJDKEH COCTOSITh M3 DJIEMEHTOB, PacIoaraeMbIX B CICIYIOMEH
MOCJICIOBATEIHHOCTH .

a) Ha3BaHue BHAa Aena (Hepemmcka, KypHaj, Jei0) WIM BHAA JOKYMEHTOB,
BKJTIOUCHHBIX B JIeJI0 (IIPOTOKOJIBI, TIPUKA3HI);

0) HaWMMEHOBaHHE OPTraHMU3AIMH, CTPYKTYPHOTO IOAPA3JICICHHS, IOCTOSHHO
JCHCTBYIOMETO WJIM BPEMEHHOTO OpraHa, OJDKHOCTHOTO —JIMIA, CO3aBIIAX
JTOKYMEHT(bI);

B) HAaMMCHOBAaHUE KOPPECIOHICHTA (OpraHM3aIiy, JIUIA, KOTOPOMY aIpeCOBAHBI
WIH OT KOTOPOTO MOJYICHBI JOKYMEHTHI);

T) KpaTKoe CoJiepKaHue JOKYMEHTOB JIeIa,

1) Ha3BaHWE MECTHOCTH (TEppUTOpPUH), C KOTOPOW CBS3aHO COJACPKAHHE
JOKYMEHTOB JIeTIa,

¢) mata (epuo), K KOTOPbIM OTHOCSTCS JOKYMEHTHI JIejia,;

K) yKa3aHWe Ha KOMMMAHOCTH IOKYMEHTOB JIejia.

[Topsmok pacrooKeHus 3aroJIOBKOB €N BHYTPH Pa3AesioB HOMEHKJIATYPHI eI
OTIPEJIEISIETCS CTETICHBIO BAYKHOCTH JIOKYMEHTOB, BKIIFOUCHHBIX B JIeTa.

B Hauane paszzgena pacronararoTcsi 3aroJIOBKH JIeJT, COACPKAIINX YIpETUTEIbHbBIE,
OpraHU3alMOHHO-TIPABOBHIE M PACTIOPSAIUTEIBHBIC JOKYMEHTHI, 3aT€M 3arOJIOBKH JIeT,
COJIep)KaIUX TUTAHOBBIC, OTYETHBIC, WH()OPMAIIMOHHO-aHATUTHYECCKUE JTOKYMEHTHI,
JOKYMEHTBI, OTpaKarollhue eATeIbHOCTh TIOJPA3eCHHsI, TEPENucKy, B KOHIIC
paszfena - perucTpalioOHHbIC U yUYETHBIC )KypPHAIbI, KAPTOTEKH, 0a3bl JTaHHBIX.

[Ipm 5TOM 3aroyioBKM Je€J, COJAEpXKAIUX TPABOBBIC aKThl, PACTIOPSIUTEIBHYIO
JOKYMEHTAIIMIO BBIMIECTOSIINX OpTaHU3aIMi, PacCIOJararoTcs Tepe]l 3arojOBKaAMHU
JIeNT ¢ PAcTIOPSANTEIIBHBIMU TOKYMEHTaMH OpraHa MECTHOTO camoynpasieHus. [lanee
pacmoJyiararoTCs 3ar0JIOBKH JIIT, COACPKAIIHX TUTAHOBBIC U OTUYETHBIC TOKYMEHTHI.
3aroJIoBOK Jiefla JOJDKeH YEeTKO M B 0000meHHONW ¢opmMe OTpakaTh OCHOBHOE
COJIep>KaHMe U COCTAaB JOKYMEHTOB Jieja.



He nomyckaetrcsi ynmoTpeOiieHHe B 3arojioBKE Jeja HEKOHKPETHBIX (OpPMYIUPOBOK
(«pa3HbIe MaTepHabl», «OOMmas TMepernucKka» W T.II.), a TaKKe BBOJHBIX CIIOB H
CJIOKHBIX CUHTAaKCUYECKHUX 000POTOB.

B 3aronoBkax nen, comepikalux JOKYMEHTHI 10 OJHOMY BOMNPOCY, HO HE CBSI3aHHBIX
MOCJIEI0BATEILHOCTRIO JICTIONMPOU3BOACTBA, B KadyecTBE BUJA Jejia yHnoTpeOisercs
TEPMUH «JOKYMEHTBI», a B KOHIIE 3arojoBKa B CKOOKaxX YyKa3bIBalOTCS OCHOBHBIE
Pa3HOBUAHOCTH JIOKYMEHTOB, KOTOPbIE JOJKHBI ObITh B Jesie (HarmpuMep, T0KYMEHThI
0 MpHUeMe, clladye W CIIMCAHUU UMYIIECTBA M MaTepHasioB (aKThI, OIKMCH, BEJOMOCTH).
TepMuH «JIOKYMEHTBI» NPUMEHSETCS TakKe B 3arojoBKax Jel, COJAEpKallux
JOKYMEHTBI - TPUIOKCHHUS K KaKOMY-THOO TOKYMEHTYy (Hampumep, JOKYMEHTHI K
MPOTOKOJIAM 3aceTaHusI KOMUCCHH ...).

B 3aromoBkax nen, mpeaHAa3sHAYEHHBIX [JJis TPYNNUPOBKUA  OJHOTHITHBIX
JIOKYMEHTOB, 3Ta rPYIa JOKYMEHTOB YKa3bIBAE€TCS BO MHOKECTBEHHOM YHUCJIE!

"IIpoTOKOJIBI 3aCEAaHUN TUPEKIIUH .

B 3aronoBkax pgen, coiep:kamux MNEPENUCKY, YKa3bIBACTCS, C KEM U MO KaKOMY
BOIIPOCY OHA BEJIETCA:

"[lepenucka ¢ 00pa30BaTEIbHBIMU YUPEKACHUSIMH O MOBBIIIEHUN KBATU(PUKAIIIU
paboOTHUKOB".

B 3aromoBkax  nen,  COAEpXKAIIUX  MEPENUCKy C  OJHOPOJHBIMU
KOPPECMOHACHTAMHU, TMOCJIEJAHUE HE HA3bIBAIOTCA, a YKa3bIBA€TCS UX BHUIAOBOE
Ha3BaHUE!

"Ilepenucka ¢ ¢penepaibHBIMU OpraHAMU UCIIOJIHUTEIHHOM BJIACTU O 3aKIIOUCHHUU
Y UCIIOJTHEHUHU TOCY/IapCTBEHHBIX KOHTPAKTOB' .

B 3aromoBkax  men,  cojepKallMX ~— MNEPENUCKY € Pa3HOPOJHBIMU
KOPPECMOHAEHTAMHU, MOCIEIHUE HE MEPEUNCIISIIOTCS !

"Ilepenucka 0 3aKIOYEHUN U UCTIOJIHEHUH MYHUIIUMAIBHBIX KOHTPAKTOB" .

B 3aronioBke nena yka3bIBae€TCS KOHKPETHBIM KOPPECIOHJICHT, €CIIM MepenucKa
BEJIETCS TOJIBKO C HUM:

"ITepenncka ¢ OAO «PocTenexoM» 0 MpeI0CTaBICHUH YCIIYT CBSA3U .

[Ipu o0o3HaueHWH B 3aroJioBKax Jei aJIMUHUCTPATUBHO-TEPPUTOPUATIBHBIX
€VHUI YYUTHIBAETCS CIEIYIOIEee:

€CJIM COJIep’KaHHE JieJla KacaeTCs HECKOJIbKUX OJHOPOJHBIX aJIMHUHUCTPATUBHO-
TEPPUTOPUANIBHBIX E€JIMHUI], B 3aroJIOBKE JieJla HE YKa3bIBAIOTCS UX KOHKPETHBIC
Ha3BaHMUsI, a yKa3bIBaeTCs UX o0llee BUAOBOE Ha3BAHUE!

"Ilepenucka ¢ yupekJIeHUSIMU KYJIbTYphl pailoHa.

€CIM CcoJiep KaHue Jiella KacaeTcsi OJHOM aJIMHHUCTPATUBHO-TEPPUTOPUATIbHON
CIMHUIIBI (HACCJICHHOTO ITyHKTA), ee (€ro) Ha3BaHKE YKa3bIBAeTCs B 3ar0JIOBKE Jieja:

«llepenncka ¢ AIMUHUCTpALIUEN TOPOIA»

B 3aromoBkax jen, colepxkalux IUIAHOBYK) WM OTYETHYH JOKYMEHTAIIMIO,
yKa3bIBaeTCsl TEepUoa BpeMeHW (MecsI], KBapTal, Toa) Ha (3a) KakoW COCTaBJICHBI
JTOKYMEHTBI, BHJ jJokyMeHTa (tuiaH, otdeT). OTYeThl, IUIaHBI W3-3a pPa3HOU
MEPUOJANYHOCTH, KOTOPhIE UMEIOT Pa3Hble CPOKU XPAHEHUS, JOJKHBI (POPMHUPOBATHCS
B pasHble jena (roJoBOW IUIaH padOThl KOMHUTETa, KBapTadbHBIA IUIAaH pPabOTHI
OpraHU3alyy MO KaMUTAIbHOMY PEMOHTY, MECSYHBIM OTYET, TOJ0BOM OyXranTepcKuil
OTYeT).

[Ipu BBIHECEHHMM CTAaTUCTHUUYECKHUX OTYETOB OO0s3aTEIBHO YKa3bIBA€TCS Ha3BaHUE
or4yeta u ¢popMa (To0BOM CTATUCTHUSCKHIA OTUeT O TpaBMatu3me  (D.Ne 7-71).



[lpu ¢opmMupoBaHHMU JeNa W3 HECKOJIBKUX TOMOB (4acTei), Kpome OOIIero
3arojiIoBKa Jiejia MPU HEOOXOIMMOCTH COCTABJISIOTCS 3arojOBKH KaXKJAO0r0 TOMa
(JacTH), yTOUHSIOIIHNE COJICPIKaHne TOMOB (JacTeit) nena.

3aroyIoBKM eI MOTYT YTOYHATBCS B Tporiecce (GOPMUPOBAHUS U OPOPMIICHHUS
el

I'pada 3 "KommduecTBo Aen" 3amoiaHseTCsS MO OKOHYAHUU KajJeHaapHoro roga. Ilo
JTOCTH)KCHHH JICJIOM, BKJIIOYAIOIIUM JIOKYMEHTHI BpeMeHHbIX (cBbimie 10 Jet) u
MOCTOSTHHOTO CPOKOB XpaHeHus, oObemMa B 250 JHCTOB, TOM 3akpbIBacTCs |
OTKpbIBacTCS HOBBIH TOM. B Tpade 3 HOMEHKIATYpbl JeN IOCIIEIOBATECIBLHO
YKa3bIBaIOTCS HOMEpa TOMOB M KpaliHUE JaThl JOKYMEHTOB Ka)K0T0 TOMa:

T.1. 11.01.2018 -
30.06.2018

DJIeKTpOHHBIC Jella Ha ToMa (4acTH) HE pa3deisaiorcs. Bce 3IeKTpoHHBIC
JIOKYMEHTBI, HE3aBUCHUMO OT UX 00BbEMa, BKIIIOUAIOTCS B OJTHO AJIEKTPOHHOE JEJIO.

B rpade 4 "Cpok xpanenuss u N cTaThu MO HEpPEUHIO" YKa3bIBAIOTCS CPOKHU
XpaHEeHUsl Jiel U HOMepa CTaTe MO THUIIOBOMY WJIM BEJOMCTBEHHOMY MEPEYHIO
JIOKYMEHTOB C YKa3aHHEM CpPOKOB XpaHEHUs, (elepalbHOMY 3aKOHY WM HHOMY
HOPMAaTHUBHOMY IIPABOBOMY aKTYy.

B rpade 5 "llpumeuanue" B TeueHHE BCEro CpOKa JEUCTBUS HOMEHKIATYPHI
MPOCTABIAIOTCS OTMETKH O 3aBeaeHuu naen ("3aBemeHo"), He3aBEACHHUH [CN, O
nepexoasmux aenax (Hampumep, "Tlepexomsmiee ¢ 2016 roga"), o BeiAeICHUU AL K
YHUYTOXKEHUIO, O JIUIaX, OTBETCTBEHHBIX 3a (JOpMHUPOBAHUE /e, O Mepeaade Jaea B
JIPYTYH0 OpraHU3alUI0 ISl TPOJIOKEHUSI.

[lo 3aBepiieHHH JETONPOU3BOJCTBEHHOTO TOJla B KOHIIE HOMEHKIATyphl el
oopMIISIETCSl WUTOrOBasi 3aluCh, B KOTOPYIO BHOCATCS CBEICHHS O KOJIUYECTBE
3aBEJICHHBIX JieJ1 (TOMOB, 4YacTei), OTICIBHO IOCTOSHHOTO W BPEMEHHBIX CPOKOB
XpaHEeHUsl, BPEMEHHBIX CPOKOB XpaHenuss ¢ oTtmerkou "JIIK" u mnepexopsuiux.
HUroroBass 3anmuch [OMOJHSIETCA JAHHBIMHU O KOJIMYECTBE DJIEKTPOHHBIX JEI
COOTBETCTBYIOIIUX CPOKOB XpaHeHus (nmpuioxeHue 12).

B uTOroByro 3amuch HOMEHKIATyphl A€ CBEIACHUS BHOCSTCA Ha OCHOBAaHUU
TaHHBIX, TIEPEAHHBIX U3 CTPYKTYPHBIX MOAPA3ACICHUNA OpPTaHU3aIHH.

B HOMeHKIaType MpOCTaBIAETCS OTMETKA C yKa3aHUEM JOJLKHOCTH U MOANUCHU
JU1a, epeaBIIerO CBEICHMUS.

Ha Bcex pgenax o¢opMmIIsItOTCS THUTYJIbHBIE JUCTHI J€1 B COOTBETCTBUM C
3aroJIOBKaMu 110 HOMEHKJIatype aen (nmpuioxerue 13).
7. @opmupoBaHue u opopmiieHHE J1eI.

7.1 ®opmupoBaHue Ae.

Jlena co nHA WX 3aBeleHUS JO TMepellayd B apXWB OpraHU3alMd WU J0
BBIJICJICHUS UX K YHUUTOKEHHUIO TI0 UICTEYEHUU CPOKA XPAHEHUS XPAHATCS IO MECTY HX
dbopmMupoBaHus.

Jleno cuuTaeTcs 3aBeCHHBIM C MOMEHTa BKJIIOYEHHS B HEro MEpPBOro
HCIIOJTHEHHOTO JOKYMEHTA.

B nensax xpaHeHus, Moucka U MUCHOJb30BAHUS IOKYMEHTHI Ha OyMaXHOM HOCHUTENE U
ANEKTPOHHBIE TOKYMEHTHI (POPMUPYIOTCS B Jejia B COOTBETCTBUU C HOMEHKIJIATYpOI
hi (S



I[Ipu dopmupoBanuu nen1 Ha OyMaKHOM HOCHUTENIE JOJDKHBI COOJIIOAAThCS
cleayrolre o0ume mpaBuia;

- B JICJIO TIOMEIIAIOTCS UCIIOTHEHHBIC JOKYMEHTBI, COOTBETCTBYIOIINE TIO CBOEMY
COJICpP KaHMIO 3ar0JIOBKY Jiejia 0 HOMEHKIIAType JeT;

- PUJIOKEHUS TIOMETIAIOTCSI BMECTE C OCHOBHBIMH JIOKYMEHTAMHU;

- B JIeTI0 BKJIIOYAIOTCS JTOKYMEHTHI OJTHOTO KaJICHIAPHOTO TO/Aa, HCKIIOYCHHE
COCTaBJIIIOT JINYHBIC Jella pabOTHUKOB, KOTOpbIe (OPMUPYIOTCS B TEUECHUE BCETO
neproja paboThl, U IEPEXOAIINE eI,

- JIOKYMEHTBHI TOCTOSHHOTO W BPEMEHHBIX CPOKOB XPAaHECHHS TPYIIUAPYIOTCS B
7ena pa3aenbHo;

- B JIEJI0 BKJTFOYAETCS 0 OJHOMY IK3EMIUTAPY KaXkI0T0 TOKYMEHTA,;

- (QakcorpamMmpl, TeJIerpaMmbl, TelehOHOTPAMMBI TIOMEIIAIOTCS B Jeja ¢
MIEPETICKOI Ha OOIINX OCHOBAHUSX,

- B JIeJI0 TIOMEMIAIOTCS JOKYMEHTHI TPABUIBHO M TMOJHOCTHIO O(GOpPMIICHHBIC
(TOKYMEHTBI TOJDKHBI UMETh JIaTy, IMMOANUCH U APYTrue HEOOXOAMMBIC PEKBU3UTHI);

- B JIENI0 HE BKIIOYAIOTCS JOKYMEHTHI, TMO/JICKAIINEe BO3BpaTy, JHUITHUE

AK3EMILISIPHI M YePHOBHKH (32 UCKITFOUEHUEM 0CO00 IICHHBIX);
- M0 00BEMY J1€J10, BKIIFOYAIONIEE MTOKYMEHTH Ha OyMa)kHOM HOCHTENE, HE JOJIKHO
npeBbiiath 250 JMCTOB, MpU TOJIIMHE He Oojee 4 cM (ToNImUHA JET CO CPOKAMHM
xpanenus no0 10 yer He mowkHa mpesbimath 10 cm). Jlema oObemom cBbie 250
JUCTOB COCTABJISIIOT OTACIBHBI TOM, O YeM B JIOKYMEHTE Jemaercs oTMmeTka. [Ipum
HAJIMYUU B JIeJIC HECKOJIbKUX TOMOB (4YacTeil) WHIEKC U 3aroJIoBOK Jiena
IIPOCTABJISAIOTCS Ha KaXKJIOM TOME ¢ JloOaBiaeHneM obo3nauenwmii: "T. 1", "T. 2",

JIOKyMeHTBl BHYTpPH JieJla PaCIiONiaraloTcsi CHHU3Y BBEPX B XPOHOJOTHYECKOH,
BOTIPOCHO-JIOTHYECKOM TIOCIICIOBATCIIBHOCTH (YTOOBI OHH TI0 CBOEMY COJCPIKAHHIO
MOCJIEI0OBATEIbHO OCBEIAJIA ONpPeACICHHBIC BOMPOCH) MM UX coYeTaHuu. [Ipu 3ToM
JOKYMEHTBHl HEOOXOJIMMO pacroiiaraTh B XPOHOJOTHYECKOM TIOPSAIKE WU TI0
andaBuUTy aBTOPOB M KOPPECTIOHICHTOB. [IpuinoxkeHus K TOKyMeHTaM, HE3aBUCUMO OT
JIaThl WX YTBEPXKICHHUS WM COCTABJICHHS, TPUCOCIUHSIOTCS K JOKYMEHTaM, K
KOTOPBIM OHH OTHOCSITCSI.

PacriopsinutenbHbIe TOKYMEHTHI TPYMITAPYIOTCS B Jiea MO BUJAM U XPOHOJIOTHUHU
C OTHOCAIIMMHUCA K HHM TPUIOKEHUSAMH. JIOKYMEHTBI - OCHOBaHHUA K
pactopsAIUTEIbHBIM JOKYMEHTAM BKJIFOYAIOTCS B OTACIBHOE [€70. Y CTaBhl,
MOJIOKCHUS, HMHCTPYKIIMHM, YTBEPKICHHBIE TIPABOBBIMHA  aKTaMH,  SIBISTIOTCS
MPWIOKEHUSIMU K HUM U TPYINIUPYIOTCS BMECTE C YKa3aHHBIMH JOKyMEHTaMmu. Eciu
K€ OHHM yTBEP)KJEHBI B KAUECTBE CAMOCTOSTEIILHOTO IOKYMEHTA, TO UX TPYIIHUPYIOT B
OTJEIBHBIC JIeTIa.

[TpoTOKOIIBI B [E)I€ paCIIONaraloTcsl B XpOHOJIOTHIECKOM TOPSIKE H 0 HOMEPaM.

JIOKYMEHTBI K 3acelaHusIM (COBEIIAHUSAM) IPYIITUPYIOTCS B OTICIBHOE JCT0, KaK
Y TIPWIOXKEHHSI K TIPOTOKOJIaM, €CITH OHH COJIEpKaT Oosee 25 cTpaHuIl.

JIOKyMEHTBI K TPOTOKOJaM, €CJIM OHH CrPYNIUPOBAaHBI B OTACIBHBIC Jena,
CUCTEMATU3UPYIOTCSI BHYTPH JIeJia TI0 MOPSAKY HOMEPOB IPOTOKOJIOB.

JlokanpHBIE  HOPMATHUBHBIE  aKThl, yTBEPKICHHBIC  PACHOPSIUTEIHHBIMH
JOKYMEHTAMH, SIBIISIOTCS TPWIOKCHUSIMH K HUM W TPYNIUAPYIOTCS BMECTE C
YKa3aHHBIMH JJOKYMEHTaMHU.

[Tpukassl M0 OCHOBHOM NESATEIEHOCTH TPYNIHUPYIOTCS OTACIBHO OT MPUKA30B 10
JUYHOMY COCTaBY M MPUKA30B M0 aJJMUHUCTPATUBHO-XO03HCTBEHHOHN JEATEIHHOCTH



[Ipuka3pl Mo JAMYHOMY cOCTaBy (GOPMHUPYIOTCS B Jejla B COOTBETCTBHUU CO
CpPOKaMHU XpaHEHHUS.

JIOKyMEHTBI B TUYHBIX JIeJIaX pacloaraloTcs o Mepe UX MOCTYILICHUS.

JluueBble cyeTa IO HAYUCICHHUIO 3apa0OTHOM IUIaThl paboYuM U CIyKallluM
IPYIIUPYIOTCS B OT/ACNIBHBIC JiefIa B aJI)aBUTHOM MOPSIIKE.

[Ipennoxenus, 3asiBJIEHUS U Kalo0bl rpaxkJaH Mo Bompocam paboThl OpraHa MECTHOTO
CaMOyNpaBJIEHUS M BCE JOKYMEHTbl IO HUX PACCMOTPEHUIO U UCIOTHEHUIO
TPYIIUPYIOTCS OTJIETBLHO OT 3asBICHUN IPakIaH MO JUYHBIM BOIIPOCAM.

[lepenucka rpynnupyercss B Jella MO TEMaTUKE W/WIU KOPPECIOHJIEHTaM U
CUCTEMATH3UPYETCA B XPOHOJOTHMUECKOW TMOCIEAOBATEIBbHOCTU: JOKYMEHT-OTBET
MOMEIIACTCS 3a IOKYMEHTOM-TIPOCch0oit (3ampocom). [Ipr BO30OOHOBJICHHH MEPEITHCKH
M0 OMNpEACICHHOMY BONpPOCY, HaYaBIIEWCS B NPEABIAYIIEM TOAY, JAOKYMEHTHI
BKJIFOYAIOTCS B JIEJI0 TEKYIIET0 Tojla C YKa3aHUeM MHJEKca Jiea IPeabIIyIIero rojaa.

DNEeKTPOHHBIE TOKYMEHTBI ()OPMUPYIOTCS B 3JIEKTPOHHBIE JieJiIa B COOTBETCTBHUU C
HOMEHKJIATYpOU e opraHu3aiuu B TOM MH(DOPMAIIMOHHOW CHCTEME, B KOTOPOMl OHU
OBLIIM CO3/IaHbl UJIU B KOTOPYIO OBLIN BKJIIOUECHBI.

7.2. Odopmrenue ael, MOATOTOBKA JIeT K XPaHCHHUIO.

Jlena, oOpa3oBaBIIMECs B IESITEIBHOCTH OPTaHU3AIMU U MOJJICKAIIUE XPAHEHUIO,
MPOXOJAT MOJTHOE WIM YacTuyHoe odopmiienue. [lonHomy odopmieHU0 moasiekaT
nena BpeMeHHBIX (cBbimie 10 JIeT) CPOKOB XpaHEHHWs, MOCTOSHHOTO XPAaHCHHS H I10
augHOMY cocTaBy. Jlema BpemenHbIX (1o 10 Jyiet) CpoKOB XpaHECHHS TOJICKAT
YaCTUYHOMY O(POPMIICHHUIO.

Odopmienue aen TpoBOJUTCS B CTPYKTYPHBIX MOAPA3AEICHUIX OPTaHU3AIUU 110
MecTy (OpMUPOBAHUS TOKYMEHTOB B Jieja.

[TonHoe odopmiieHue ena Ha OyMaKHOM HOCUTEJIE BKJIIOYAET:

o opMIIeHHE PEKBU3UTOB O0JI0KKH Jesa 1o Gpopme;

HyMEpaIuIo JIUCTOB B JIEJE;

COCTaBJICHUE JIUCTA-3aBEPUTENS Jea,

COCTaBJICHHE B HEOOXOJAUMBIX CIy4asiX BHyTPEHHEN OMUCH JOKYMEHTOB JIEJIa;

MOAIINBKY U MEPEIIeT Jaena.

JIuct-3aBepuTens Jesia, BHYTPEHHSSE ONUCH JOKYMEHTOB Jieja U OO0JIOKKa jena
COCTaBJIAIOTCS 1O  ¢opMmMaM, YCTaHOBIEHHBIM  MHCTpyknumed  (MpUIIOKCHHS
NeNe13,14,15).

BHyTpeHHsIs1 onuch BKIIOYAETCA B JieNla, UMEIOIMe 0CO0YI0 3HAYUMOCTD, a TAKXKe
B Jena, cOpMUpPOBAaHHbIE MO BUJAM JOKYMEHTOB, 3aroJiOBKH KOTOpPBIX HE
PACKpBIBAIOT KOHKPETHOTO COAEPKaHUSI TOKYMEHTOB.

BHyTpeHHsIs onUCh JOKYMEHTOB JieJla COCTaBIJISIETCSl TakKe Ha OObEMHBIE Jiefia
MOCTOSTHHOTO W BpeMeHHBIX (cBbimre 10 JIeT) CpOKOB XpaHEeHHUs B IENISIX ydeTa |
OBICTPOTO HAXOXICHUS JJOKYMEHTOB B JIEJI€.

B koHIle BHYTpeHHEW OMHMCH yKa3bIlBaeTcsl HUppaMyd U MPOMUCHIO KOJIUYECTBO
BKJIFOYEHHBIX B HEE JJOKYMEHTOB U KOJIMYECTBO JINCTOB BHYTPEHHEN OMUCH.

BHyTpeHHsii oOnuch JOKYMEHTOB Jiejla [MOJIUCHIBAETCS COCTABUTEIEM C
YKa3aHUEM JI0JIKHOCTH, UHULIUAJIOB U (DaMUIIUU, aThl COCTABJICHUS.

Ecnau neno meperuieTeHO W MOAIMIMTO O€3 BHYTPEHHEW OIKCH, TO COCTABJIEHHAS
BHYTPEHHSISI OMKCh NOJKICUBAECTCS K BHYTPEHHEN CTOPOHE JIMLIEBOUM O0JI0KKH Jena.

Jlena BpemeHHbIX (10 10 jeT BKIIOYHMTEIBHO) CPOKOB XpaHEHUS, TOJUICIKAIINE
4acTUYHOMY O(GOPMIICHUIO, JOMYCKAeTCsl XpaHUTh B IalKax, B KOTOPBIX Jelia



XpaHWINCh B JICJONPOU3BOJICTBE, IEpPEeCHCTEMATH3aAIMsI JOKYMEHTOB B Jelie HE
MIPOBOJIUTCS, JIUCTHI JIeJIa HE HYMEPYIOTCS, JINCThI-3aBEPUTEIIN JIejia HE COCTABIISIOTCS.
Ha 00mosxke neiia B COOTBETCTBUM C HOMEHKIJIATYPOH JIe)T OpraHU3aIliy 3arOTHIFOTCS
PCKBU3HTHI. HAaWUMEHOBAHWE OpraHW3aIlid, HAWUMCHOBAHHE IMOJPa3C/ICHUs, HHJICKC
JieJ1a, 3aroJI0BOK JIeJIa, CPOK XPaHCHHSI TOKYMEHTOB.

Ha oGroxke nen BpeMmeHHBIX (cBbimie 10 J€T) cpOKOB XpaHEHHS M 10 JTUYHOMY
COCTaBY YKa3bIBAOTCS:

HAaMMCHOBAHWE BBINICCTOSINEH opraHu3anuu (opraHusanuu-yupenutenis) (npu
HEOOXOJMMOCTH), HAMMCHOBAaHWE OpPraHW3allMd - HWCTOYHUKA KOMILJICKTOBAHWUS
rOCyIapCTBEeHHOTO (MYHHUIIMTIAIBHOT0) apXUBa,

HAaUMCHOBAHUE CTPYKTYPHOTO MOAPA3/ICICHHUS;

WHJICKC JIejia 0 HOMEHKJIAType JeT;

HOMep ToMa (JacTH);

3aroJIoBOK Jena (Toma, 4acTHh);

KpaliHue JaThl aena (Toma, 4acTh);

KOJIMYECTBO JINCTOB B JICIIC;

CPOK XpaHEHHUS JieTa,

apXvBHBIN mWKUdp aena.

Ha o00moxkax J1ei MOCTOSHHOTO XpaHCHHs HaJ] HAaWMEHOBAHHEM OPTaHU3AIMU
YKa3bIBaeTCSl HAaMMCHOBAHHME TOCYAapCTBEHHOro (MYHHIIMIIAIBHOTO)  apXHUBa,
WUCTOYHUKOM KOMITJICKTOBAHHSI KOTOPOT'O BBICTYIIACT OpraHU3aIusl.

ITpu opopmiiennn 00JI0KKH J1eNia:

HAaMMCHOBAHHWE BBIIICCTOSIICH OpraHu3anuy (OpraHu3aIui-yIpeauTesIs), IPH e
HAJIMYUH, YKa3bIBACTCSA IIOJIHOCTHIO B HMMCHUTEIIBHOM TMAJCKe, I10J  ITOJHBIM
HAaUMCHOBAaHHWEM B CKOOKax yKasbIBaeTcsi OQUIIMAIBHOE IPHUHITOS COKPAIICHHOES
HauMeHOBaHue (MPU €ro HATNIHH);

HAMMCHOBAaHWE OPIraHM3AIMA YKA3bIBAETCS IIOJHOCTHIO, B HWMCHHUTEIHLHOM
najieke, ¢ ykazaHueM O(UIIMATBHO MPHHITOTO COKPANMICHHOTO HamMeHoBaHUs (mpu
€ro HAJIMYHH), KOTOPOE YKa3bIBACTCS B CKOOKAX ITOCIIE MOJHOTO HANMEHOBAHUS,

HAaUMCHOBAaHUE CTPYKTYPHOTO IIOJAPA3JCIICHUs YKa3bIBaeTCSA IIOJIHOCTHIO B
COOTBETCTBHHM C YTBEPXKICHHOW CTPYKTypod opranm3anuu (Mpu  HAIAIHHU
COKPAIIICHHOTO HAaMMEHOBAaHUS CTPYKTYPHOI'O TMOJpAa3ZCliCHUss OHO YKa3bIBAaeTCS B
CKOOKax);

WHJICKC JieJla TPOCTABIIAETCS B COOTBETCTBUM C HOMEHKIIATYpOW  JIeI
OpTaHU3alNY;

3arojIOBOK Jiela TIEPEHOCHTCS W3 HOMEHKJIATypbl Jell opraHu3anuu (B
HEOOXOMMBIX CITydasX B 3ar0JIOBOK BHOCSITCSI YTOUHEHHUS);

natel aena (roma(sl) 3aBeACHUS M OKOHYAHUS Jieja B ICIOIPOU3BOJICTBE).

[lpy wM3MeHEHWW HAMMCHOBAHUWS OPTaHWU3AlMHA WJIH TOJPa3C/ICHUS B TCUCHHE
NepHUOo/Ia, OXBAThIBAEMOTO JOKYMEHTAMH JIeJia, WM IMpH Tepeaade Jelia B Jpyroe
noJipa3jeiicHue Ha O0JIOKKE Jelia IO MPESKHUM HaMMCHOBAHUEM YKa3bIBaeTCsl HOBOC
HAaUMCHOBaHWE opranm3anuu  (IMOJpa3jeliecHus1), a TMpeKHee HAaUMCHOBAaHUE
3aKJII0YaeTcsl B CKOOKHU.

Wuiekc mena v 3arojoBOK JieNia MePEHOCATCS Ha 00JI0KKY M3 HOMEHKIIATYPBI JIEI.
Ecim nemo cocTouT W3 HECKOJNBKHX YacTel, Ha OOJIOKKY KaXIoro ToMa (JacTu)
BBIHOCHUTCS OOIIHIA 3ar0JIOBOK JIejIa M 3ar0JIOBOK KaXkJIOW 4acTH (ITpH €ro HAJIMYUN).

JlaToii nen, colepKalux pacropsIUTEIbHYI0 JTOKYMEHTAIHIO0, a TaKkKe Jed,



COCTOSIIIAX W3 HECKOJBKUX TOMOB (WacTei), SIBISAIOTCSA KpalHWE TaThl JTOKYMEHTOB
7ieNa, TO €CTh AaThl (4MCII0, MECsIl, TO/) perucTparu (COCTaBIIEHHs) CAMOr0 PAHHETO
¥ CaMoro IMO3JHET0 JOKYMEHTOB, BKJIFOUEHHBIX B 1ei0. [Ipu 3ToM JeHb Mecsma (nBa
3HaKa) U roj (4eTbipe 3HaKa) 0003HAYAIOTCS apaOCKUMU ITU(ppaMu, Ha3BaHHUE MecsIa
MUIIETCS cOBOM. Eciu B J1€710 BKJIIOYEHBI TOKYMEHTHI, JaThl KOTOPBIX BBIXOJIST 3a
KpaifHUe JaThl Jiefia, TO MO/ JaTaMU Jieja, ¢ HOBOM CTPOKH JielaeTcs 3amuchk: "B aene
UMEIOTCS JOKYMEHTHBI 3a ... ToA(bl)". JlaThl Jea MOTyT HE YKa3bIBaThCsA Ha OOJIOKKE
JieN, CoAepKallluX, HapuMep, TOJAOBBIC MJIAHbI U OTYETHI, TAK KaK OHU OTPAKAIOTCA B
3arojoBKax Je.

Jlatamu nena, colepramiero IpoTOKOJIbl 3acelaHui, SABJISIOTCS JaThl IEPBOTO U
MOCJIEIHETO MPOTOKOJIA.

KpaitHumu patamMu JUMYHOTO Jiefia SIBISIOTCS JaThl TMOJMUCAHUS TIpHKa3a o
npuemMe (IpU HAJTMYUKA TPYOBOTO JIOTOBOPA - JaTa 3aKII0YCHUS TPYIOBOTO JIOTOBOPA)
U MpuKa3a 00 yBOJILHEHUU JIUIA, HA KOTOPOE OHO 3aBeleHO. B cinydae cmeptu nwila,
Ha KOTOpPOE€ 3aBEACHO JEeJ0, KOHEYHOM [JaTOM ABJIAETCA JlaTa JOKYMEHTA,
M3BEUIAIOIIETO O €r0 KOHYUHE.

PexBu3uT ‘"cpok XpaHeHUs Jena’ TEPEeHOCHUTCS Ha OO0JOXKKYy Jena U3
HOMEHKJIATYphI JIe] MOCJie CBEPKH €ro CO CPOKOM XpaHEHUs, YKa3aHHBIM B MEpeyHE
TUTOBBIX JOKYMEHTOB WJIM B BEIOMCTBEHHOM TMEpEYHE JOKYMEHTOB, C YKa3aHUEM
CPOKOB XpaHEHHUSI.

Ha nenax mocTossHHOro XpaHeHUs MUIIETCS . ' XPaHUTh MOCTOSIHHO' .

[lo okoH4YaHWU TOJla B HAAMUCU Ha OOJIOXKKAX JeJl MOCTOSHHOTO W BPEMEHHBIX
(cBpimie 10 JeT) CpOKOB XpaHECHHsI BHOCATCS YTOYHEHHS. TPU HECOOTBETCTBHH
3aroJI0oBKa JieJl Ha OOJIOKKE COAECPKAHUIO MOJIIUTHIX JOKYMEHTOB B 3arojOBOK Jelia
BHOCSTCS] UBMEHEHUS U JIOMTOJIHEHUSI.

HavmMeHoBaHUsI OpraHuzalMud W MOJpa3/elieHusl, ToJ U HOMEp Jejla MOTyT
MPOCTABIATHCS Ha O0JI0KKE C MOMONIBIO IITAMIIA.

B nensx obecrieueHUs: COXpPAaHHOCTH M 3aKpEIUICHUS MOPSIKa PaClOI0XEeHUs
JIOKYMEHTOB, BKJIIOYEHHBIX B JI€J0, BCE €ro JIUCThI, KPOME JIKNCTa 3aBEpUTEINs U
BHYTPEHHEU OMUCH, HYMEPYIOTCSl apabCckuMu nudpamu BajaoBoil Hymepauuen. JIncTe
HYMEPYIOTCs TpapUTOBBIM KapaHAalIoM WK HymepaTopoM (yrmoTpeOieHre YepHWIT 1
[[BETHBIX KapaHJaIIeH JUIsl HyMepaliu JUCTOB HE JOMYCKACTCs) CBEPXY BHHU3, ITUPPHI
MPOCTABJISIIOTCS B PABOM BEPXHEM YUy JIMCTA, HE 3aJieBasi TEKCTa JOKyMeHTa. JIucThl
BHYTPEHHEU OMKUCH HYMEPYIOTCS OTAEIBHO.

Jluctel nAen, COCTOANIMX W3 HECKOJBKUX TOMOB WJIM 4YacTed, HyMEPYIOTCSA IO
KaKJIOMY TOMY WA YaCTU OTAEJBHO.

JIOKYMEHTBI C COOCTBEHHOM HYMepallueil TUCTOB HyMEPYIOTCS B 00IIEeM MOPSIKE.

Jluct nmoboro ¢opmata, HOAIIUTHIN 32 OAUH Kpal, HyMepyeTcsl Kak OJWH JIKCT B
npaBoM BepxHeM yriy. CloXeHHBIN JUCT pa3BOPAUYMBACTCS U HYMEPYETCS B MPABOM
BEpXHEM yriny. JIUCT, CIIOKEHHBIN U MOJIIUTHIN 32 CEpeANHY, TOAJIEKUT MEPEIINBKE U
HYMEPYETCS KaK OJMH JIUCT.

Ecnau B €m0 moAlIMT KOHBEPT C BJIOKEHHMEM, CHadyalia HyMEpyeTcsi KOHBEPT, a
3aTeM OYepEeHBIM MOPSAKOBBIM HOMEPOM KaXkJ0€ BIOKEHHE B KOHBEPTE.

Ecnmu B HymMeparuu nuctoB nonymieHo 6onee 10 ommbok, Bce aemo HymepyeTcs
3aHoBO. [Ipu 3TOM cTapbie HOMEpa 3aYEPKUBAIOTCS, U PSAJOM CTABUTCS HOBBI HOMED
JUCTA.

[lpy HamuYuMM OTACNIBHBIX OMHUOOK B HyMEpalWH JUCTOB JIOMYCKAETCS



yrnoTpeOIeHHe TUTePHBIX (¢ OYKBEHHBIMHU JOIMOJIHEHUSMH) HOMEPOB JIUCTOB.

[locne 3aBeplieHUs HyMepaldy JIMCTOB COCTaBIISIETCS JIMCT-3aBEPUTEIb JIEla,
KOTOpBIN pacrojiaraetcs B KoHIE jAena. B mucre-3aBeputene mudpamMu U IPOIHUCHIO
YKa3bIBAIOTCS KOJUYECTBO JMCTOB B JIAaHHOM Jiefie, OCOOEHHOCTH OTJEIbHBIX
JOKYMEHTOB (HESICHBIA TEKCT, Pa3pPhIBbI, CKICHKH).

JIluct-3aBepuTenb Jella MOJIMUCHIBACTCS €ro COCTaBUTENEM C YyKa3aHUEM
TOJDKHOCTH, MHUITMATIOB U (haMUJINH, 1aThl COCTABJICHMUS.

KonnuecTBo NTHUCTOB B Jieie, YKa3aHHOE B JIUCTE-3aBEPUTEIIE Jeia, MPOCTaBISETCS
Ha 00JIOXKKE Jea.

Ecnu nemo mepemsieTeHO W MOAIIMTO O€3 JMCTa-3aBEpUTENS, TO COCTABICHHBIN
JUCT-3aBEPUTENH TOJKICUBACTCS K BHYyTPEHHEN CTOPOHE 3aHEN 00JI0OKKH Jiena.

8. Opranu3anusi onepaTHBHOI0 XpaHeHHsI JOKYMEHTOB H IKCIEePTH3a
HX HEHHOCTH
8.1. OnepatuBHOE XpaHEHHE TOKYMEHTOB.

C MoMeHTa 3aBeJeHUS W J0 Mepeladyd Jejd B BEIOMCTBEHHBIM apXWB OpraHa
MECTHOTO CaMOYyNpaBJEHUs Jiefla XpaHATCI 10 MecTy uX (OpMHUPOBAHUSA.
PykoBonuTtenu opraHoB MECTHOTO CaMOYIPABJICHHS U CHEIHAIUCThI, OTBETCTBEHHBIE
3a BEJCHHME JIeJIONPOU3BOIACTBA, 00s3aHBl 00ECIeUunBaTh COXPAHHOCTh JOKYMEHTOB U
JeJI.

Jlnst oOecriedeHUsi COXPAaHHOCTH, y4deTa JIOKYMEHTOB M JIell CTPYKTYpPHOTO
MOIpa3AeICHUS M OPTaHU3AIUY JOCTYIIa K HUM IIPOBOAUTCS KOMIUIEKC padoT:

CO3/IaHHE€ ONTUMAJIbHBIX YCIOBUHN XpaHEHUsI TOKYMEHTOB U JIE;

pa3MelieHue ae,

MPOBEPKa HAJIUYMS U COCTOSHUS TOKYMEHTOB U 1,

cOOJTIOICHHE TIOPSIKa BbIIAun Jel.

Jlena pa3MeniaroT B pabouynX KOMHATaX WM CHEHHATBHO OTBEACHHBIX IS ITOM
IIeJId TTOMEIICHUAX B IIKadax, Ha CTeJUIaKaX, YTOObl 00E€CTIEYUTh MX COXPAaHHOCTh U
3aIIUTy OT BO3/ICMCTBUS BPEIHBIX (PAKTOPOB.

Jlena nus Ux ydeta M OBICTPOTO IOMCKA JOJDKHBI PAcIoIaraThCsl BEPTUKAIBHO,
KOpEIIKaMH HapyXy U B COOTBETCTBHHM C HOMEHKIaTypou Aen. Ha kopemikax o0yoxkex
T YKa3bIBAIOTCS MHACKCHI 0 HOMEHKJIAType Jiell, MPU HEOOXOAUMOCTH HOMEp TOMa
nena, ngary jngerma. HomeHkmaTypa A€l WIM BBIIHCKA W3 HEe ITOMEIIaeTcs Ha
BHYTpPEHHEU CTOpoHE IIKada.

Brinaua gen apyrum noapasfaeaeHusM WM CTOPOHHUM OpPraHU3alusM MPOU3BOAUTCS
TOJBKO C paspeuieHust pykoBoautens. M3bsiTue AJOKyMEHTOB U3 /el JIONMYyCKAaeTcsl B
UCKJIIOYUTEIBHBIX ~ ClydasX, MPOU3BOAUTCA C pa3pelieHUusl PYKOBOJMUTENS C
00s13aTeNIbHBIM OCTaBJICHUEM B JIeJ€ 3aBEPEHHOM KOMMU JOKYMEHTa U aKTa o
MPUYMHAX BBIIAYH ITOJINHHUKA.

Jlena moctosiHHOTO, BpeMeHHBIX (cBbime 10 JieT) CpOKOB XpaHEHUS W MO JINYHOMY
COCTaBy, 3aKOHYEHHBbIE B JEJONMPOU3BOACTBE, HE paHee, YeM 4Yepe3 OJUH TojJ U He
MO3/HEe, YeM Uepe3 TPU Tojia TepeIaroTCs B BEIOMCTBEHHBIN apXUB OpraHa MECTHOTO
CaMOYyNpaBJIEHUs, II€ XPAHSITCS B TEUEHHUE YCTAHOBICHHBIX CPOKOB.

[IpoBepkr HaMM4Msi U COCTOSIHUSI JOKYMEHTOB U JieNl B IEJSX YCTaHOBJICHUS
(haKkTUYECKOTO  HagWuuhs Jed  JOJDKHBI  MPOBOJWTHCS  JICJIONPOU3BOIUTEIIEM
MOAPA3EICHUS B CIIyJasx:

nepes nepeaaveil JOKyMEHTOB B apXUB OpraHU3allNi,

MIpY TIepEeMEIICHUH Je;



MIPU CMEHE PYKOBOJUTENSI CTPYKTYPHOTO TOAPA3AEICHUS;

IpU peopraHu3alMd W JIMKBUJAAIMM  OPraHu3alldd WIH  CTPYKTYPHOTO
MOApAa3ACICHUS.

[IpoBepka HanM4Msi MPOBOAUTCS IMYTEM CBEPKU CTaTed HOMEHKJIATYpPhI JEN C
OMMCaHUEM JeJ Ha OO0JIOKKE, a (PU3UUYEeCKOe COCTOSIHUE JIeNl OMPEACSIETCSl MMyTeM X
BHU3yaJIbHOTO MpocMoTpa. Bece oOHapyXKeHHbIE HEIOCTATKU JIOKHBI (DUKCUPOBATHCS B
aKTe MPOBEPKU HATUYMS U COCTOSIHUS JE]I.

B cnydae BbIsSIBIEHHMS OTCYTCTBHS J€J, UYUCIAIIUXCA IO HOMEHKJIAType e,
PYKOBOJICTBOM MOJIpa3/ICJICHUI MPUHUMAIOTCS MEphl MO UX PO3bICKy. Eciau po3bick
JIel He J1aeT pe3ysibTaTa, COCTABJISETCS CIpaBKa O MPUYMHAX UX OTCYTCTBHUSI, KOTOpas
MOAMUCHIBAETCS] PYKOBOJIUTENIEM MOJIPA3ICIICHUS U IPEACTABIACTCS B apXUB.

®dakT yrpatel gena (gen) QUKCUPYETCS B aKTe, COCTABJISIEMOM JIMIIOM,
OTBETCTBEHHBIM 3a BEJICHHE JCJIONPOU3BOACTBA M PYKOBOAMUTEIEM CTPYKTYPHOTO
nojipaszesicHust (yIoJITHOMOYCHHBIM KM JIMIIOM) B TpPeX SK3eMIUIIpax. IO OJHOMY
AK3EMIUIAPY aKTa XpPaHUTCA Yy JIMIA, OTBETCTBEHHOI'O 3a BEJICHHUE JEIOMPOU3BOACTBA U
B CTPYKTYPHOM TOAPA3ACICHUU; DOK3EMIUISIP aKTa TMpeJCTaBIsSIeTCSI B apXUB
OpraHu3alMyi MOpH TMepeadye el CTPYKTYPHOTO TOJPA3CIICHUs] HAa apXUBHOE
XpaHEHHUE.

8.2. DkcnepTr3a MEHHOCTH JOKYMEHTOB.

DKcrepTu3a EHHOCTU JIOKYMEHTOB MPOBOJAUTCS HA OCHOBE 3aKOHOJATENIbHBIX U
MHBIX HOPMaTUBHBIX MPaBOBBIX akTOB Poccuiickoit denepaiiuu, ycTaHaBIMBAIOIINX
TpeOOBaHUS K CPOKAM XpAHEHUS JIOKYMEHTOB, TUIIOBBIX U BEJOMCTBEHHBIX MEpPEUHE
JIOKYMEHTOB C YKa3aHHEM CPOKOB UX XPaHCHUSI:

MIPU COCTaBJIECHUU HOMEHKJIATYypbl JE,

IIpU OJITOTOBKE JIeJI K TIepeiaue B apXUB OpraHU3alliu;

B apXUBE OpraHU3aINU.

J1yist opraHu3anuu 1 nNpoBeieHHs padoThI MO YKCIEPTU3E IEHHOCTU IOKYMEHTOB B
OpPTraHM3alMHA CO3/IaeTCs IMOCTOSHHO JCWCTBYIOIIAs 3KCIepTHas Komwuccus (manee -
9K).

3agauu, QyHKIIUH, MIpaBa, opranu3aiusa padoTsl K onpenenstorcs monoxxeHueM
0 HeH, KOTOpoe pa3pabaThiBacTCi Ha OCHOBAaHWM MPUMEPHOTO IIOJIOKEHHS,
YTBEPKJIECHHOTO YIOJIHOMOUYECHHBIM (heliepalibHbIM OPraHOM HUCIOJIHUTEIBLHON BIIACTH
B chepe apxuBHOro nena u jaenonpousBojctBa ([Ipuka3z denepabHOTO apXUBHOTO
arearctBa oT 11.04.2018 N 43 "OO ytBepxknenuu I[IpuMepHOTro MOJOXKEHHS 00
OKCIIEPTHON KOMHCCUU OpraHu3anuu’ (3aperucTpupoBaH B MHHHCTEPCTBE FOCTUITUN
Poccuiickoit ®eneparu 15.06.2018, peructparmonnsiit N 51357).

OcHoBHbIMU QyHKIHSIMU DK ABIISIIOTCS:

opraHu3alus eKeroaHoro oroéopa Aen Jid XpaHeHUs U YHUUTOXKEHUS;

pacCMOTpPEHHE M COIJIACOBaHME MPOEKTa HOMEHKJIATypbl JIeJl OpraHu3alluy,
OIMKCEH JeN MOCTOSHHOTO W BpeMeHHBIX (cBbimie 10 JieT) CpOoKOB XpaHEHHWs, B TOM
Yyycjie MO JUYHOMY COCTaBy, AaKTOB O BBIJCJICHUM K YHUYTOXEHUIO JEJ, He
MOJISKAIIUX XPAHEHUIO;

ydacTue€ B TOJATOTOBKE M PACCMOTPEHHM MPOEKTOB HOPMATHUBHBIX W
METOJUYECKUX JOKYMEHTOB MO BOIpPOCaM pabOThl C TOKYMEHTaMU B OpTaHU3aI1H.
OKcrepTu3a I1EHHOCTU JIOKYMEHTOB MPOBOJAMTCS €XeroaHo. Jlo mpoBenaeHus
AKCHEPTU3bI IIEHHOCTH YHUUYTOXKEHUE JOKYMEHTOB 3alpPEIIacTCs.

[Ipu mpoBefeHUN SKCHEPTU3bI IIEHHOCTU JTOKYMEHTOB IMPU MOJATOTOBKE 1€l K



nepeaye B apXuB OpraHu3allii OCYIIECTBISETC:

OoTOOp JIOKYMEHTOB TIIOCTOSIHHOTO M BpeMeHHBIX (cBbime 10 1eT) cpokoB
XpaHEeHUs JJIs Tiepefjauu B apXUB OpraHu3alluu;

0TOOp JOKYMEHTOB BpeMeHHBIX (110 10 JieT BKIIFOUMTENBHO) CPOKOB XPaHEHUS U C
moMeTkamu 'Jlo mMuHOBaHHS HamoOHOCTH , "Jl0 3aMEHBI HOBBIMH ', ITOJICIKAIIAX
JNanbHENUIIEMY XPaHEHUIO B CTPYKTYPHBIX MOAPa3ACICHUSX;

BBIJICJICHUE K YHHUUTOXKEHUIO Jesl 3a MpeAblAylIUe TOJibl, CPOKU XpaHEHUs
KOTOPBIX UCTEKIIH.

OnQHOBPEMEHHO TMPOBEPSETCA KA4eCTBO W IOJHOTA HOMEHKIATYphl Jiel
OpraHu3aluu, NPaBUIbHOCTH ONPEETICHUS CPOKOB XPAHECHHUS JIE.

Jlena MOCTOSIHHOTO W BpeMeHHBIX (cBbime 10 jeT) cpoKOB XpaHEHHS IMOJJICKAT
MOJIUCTHOMY MPOCMOTPY JIJISl BBIJICICHHUS U3 WX COCTaBa JOKYMEHTOB BPEMEHHBIX (10
10 meT) CpOKOB XpaHEHHS.

Hena c¢ ormerkoit "OK" mnonaBepraroTcs MNOJMCTHOMY MPOCMOTPY B LEIAX

OMpEeNIeNICHUs] U BBIJICIICHUS U3 UX COCTaBa JOKYMEHTOB, MOJIEKAIIUX MOCTOSHHOMY
XpaHEHHUIO.
Ilo pe3ynbratam SKCHEpPTU3bl IIEHHOCTH JOKYMEHTOB B OpTraHU3allMU MPOBOIUTCS
opopMIIeHHE Je1 U COCTaBJISIIOTCA OMHUCHU JIeJ MOCTOSIHHOTO XPaHEHHS, BPEMEHHBIX
(cBbime 10 j1eT) CPOKOB XpaHEHUS U TI0 JIMYHOMY COCTaBY, a TAK)KE aKThI O BBIICIICHUH
K YHHUYTOKEHUIO JIeJT, He MOJIekKAIIUX XpaHeHu o (puioxkeHue 18).

JIOKyMEHTBI IMOCTOSTHHOTO, BpeMeHHBIX (cBbIme 10 JieT) CpOKOB XpaHEHHUS H IO
JUYHOMY COCTaBY, COCTAaBISIONIME JI€JI0, TOMEMIAIOTCSI B TBEPJbIe OOJOXKHA U3
KapTOHA, TMOJIIMBAIOTCS B YETHIpE IMPOKOJAa WM TMEpPEeIUIeTaloTCd C  y4eTOM
BO3MOKHOCTH CBOOOJHOTO YTEHHUS TEKCTa BCEX JOKYMEHTOB, JaT, BU3 U PE3OJIOLUIA
Ha HuX. Pe3onouuu pyKOBOJACTBA, COCTaBJICHHbIE HAa OTHAEIbHBIX JIMCTAaX,
MOMEIIAIOTCS Mepea JOKyMeHTOM. IIpyM MOATrOTOBKE 1N K TOIIMBKE (MEpervieTy)
MPOBEPSIETCA MPABWIBHOCTh MX (PopMHpoBaHUs, 0(GOPMIICHUS, BCE IIACTUKOBHIE U
METAJTUYECKHE KPEIUICHHUS, a TAKKE TEPMOTIEPEIUIEThI U3 TOKYMEHTOB YAAISIIOTCS.

Jlena mOCTOSIHHOTO XpaHEHUs, COCTOAIINE U3 0CO00 IIEHHBIX WKW He(POPMAaTHBIX
JIOKYMEHTOB, MOTYT IPUHUMAThHCS Ha XPAHEHUE B 3aKPBITHIX TBEPJIbIX MaIKaxX ¢ TPeMs
KJIallaHaMU U C 3aBA3KaMU WU B KOPOOKax.

Onucu Jen TOCTOSHHOTO XpaHeHHs, BpeMeHHbIX (cBeimie 10 Jet) cpokoB
XpaHEHUS U M0 JIMYHOMY COCTaBy, a TaK)K€ aKThl O BBIJICIICHUH K YHUYTOXEHUIO I,
HE TNOJJIeKAIMX XPaHEHHWIO, pacCcMaTpuBaroTCsa Ha 3acedaHun OK opraHuzanuu
onHoBpeMeHHO. CornacoBanHble DK aKThl M ONUCH YTBEPKIAKOTCA PYKOBOAUTEIEM
OpraHU3aIuUu.

[loammnBka BHOBH C(HOPMUPOBAHHBIX J€JI MPOU3BOAUTCS TOJBKO IMOCTE 3aBEpIICHUS
AKCHEPTU3bI IIEHHOCTU JOKYMEHTOB.

9. loaroroBka u nMepeaavya J0KYMEeHTOB B BeJOMCTBEHHbI apXUB

9.1. B BeIOMCTBEHHBI apXWB MEPEHAAOTCSA Jiella C WCIOTHCHHBIMH JTOKYMEHTaMHU
MOCTOSTHHOTO, BpeMeHHoro (cBbimre 10 JieT) XpaHEHHS W 1O JMYHOMY cOcTaBy. WX
nepejavya mpou3BOAUTCS TOJBKO MO OMUCSAM JIEII.

Onwucu JeN COCTaBJISIOTCS €KEroJHO O yCTaHOBICHHOW (hopme (mpumioxeHust NoNe
16,17).

Ornucu J1en COCTaBIAIOTCS B CTPYKTYPHBIX MOJIPa3ICICHUSIX OPTaHU3aIlUY .

Onucu J1en COCTaBISAIOTCS OTAENIBHO HA Jiefla MOCTOSIHHOTO XpaHEHUd; Jela
BpeMeHHBIX (cBbIme 10 J1eT) cpoKOB XpaHEHHS; Jieia 10 JJMYHOMY COCTaBY, a TaKKe Ha



JieJ1a, COCTOAIINE U3 TOKYMEHTOB, XapaKTEPHBIX JUJIA JAHHON OpraHU3alvu.

Omnwucwu (rofoBbIe pa3ieibl OMKUCe) e, TOKYMEHTOB COCTaBIISIOTCS:

MOCTOSHHOTO XPAaHEHUSI — HE MEHEE YEM B UETBIPEX IK3EMIUISAPAX;

BpeMeHHOro (cBbimie 10 jieT) XpaHeHUs: — He MEHEee YeM B YeThIPEX IK3eMILIIpax;
JOKYMEHTOB MO JIMYHOMY COCTaBy OpPraHU3alUi-UCTOYHUKOB KOMILJICKTOBAHUS
oTJeNa IO JellaM apXuBOB AJMHUHUCTpauu JIOKTEBCKOrO paiiloHa — HE MEHEE YEM B
YETBIPEX IKIEMILISIPAX.

Onucu gen CTpyKTYPHBIX MOAPA3AeICHUNA NPEACTABIISIIOTCS B apXUB OPraHU3allAN
HE paHee, YEM Uepe3 OJIUH T'0JI, U HE MO3JHEE, YEM Uepe3 TPU Irojla MOCIE 3aBEPIICHUS
JIEJ B IEJIONPOU3BOJCTBE.

OtnenpHas ONUCH MPEACTABISET COOOM TmepedYeHb OMUCATENbHBIX CTaTed C
CaMOCTOSITEIbHOW MOPSIAKOBOM HyMepaluen, Kaxaas U3 KOTOPBIX JOJKHA BKJIIOYATh
CIEYIOIINE CBEICHUSA !

MOPSAAKOBBIN HOMED J1€J1a MO OIHKCH;

VHJICKC JIEIIA;

3aroJIOBOK J€Na,;

KpallHUE ATl JIEI1a;

KOJINYECTBO JIMCTOB B JEJE;

CPOK XpaHEHHUS JEeNa;

MIPUMEYaHUS.

[Ipu cocTtaBieHMH ONHUCH JEJI CTPYKTYPHOTO MOApa3JeieHUus COOII0IaI0TCs
cleayrolre TpeOoBaHus

3arOJIOBKA JIeJl BHOCATCS B ONHUCh B COOTBETCTBHUM C NPUHATOM CXEMOWU
CHUCTEMATHU3alNU 1€, 3aKPEIUICHHON B HOMEHKJIATypE A€,

KaXJ0€ JIeJI0 BHOCUTCS B OMHUCH I0J] CAMOCTOATENBHBIM MOPSAIKOBBIM HOMEPOM
(ecnu €10 COCTOMT U3 HECKOJIBKUX TOMOB WJIM 4YacTeM, TO KaXIblil TOM WM 4YacTb
BHOCSITCSI B OITUChH 10| CAMOCTOSTEILHBIM HOMEPOM);

MOPSAI0OK HyMEPALIMU AE] B OIKUCH - BAJIOBbI;

rpadgpl OMHCH 3aMOJHAIOTCA B COOTBETCTBHUM C TEMHU CBEACHUSIMH, KOTOpbIE
BBIHECEHBI Ha O0JIOKKY JIeNa;

IpH BHECCHHHM B ONKMCHh WOJPsA Jel (TOMOB, 4YacTe) ¢ OJUHAKOBBIMHU
3arojIOBKaMH 3arojJIOBKM BceX jell (TOMOB, YacTei) NHUIIYTCS TOJTHOCTBIO; TPHU
BHECEHHH B OIMCH ITOCIIEIHEr0 3arojaoBka qo0asisercs ciioBo "[locnenuunii');

rpada onucu ‘Tlpumedanus” wucnosb3dyercs ISl OTMETOK O MpHeMe e,
OCOOCHHOCTSIX MX (PU3HYECKOr0 COCTOSIHUS, O Mepenaue el IPYyruM CTPYKTYpPHBIM
MOJPA3ICIICHUEM CO CChUIKOW HA aKT, O HAUIMYHUU KOIIHM.

Ilepen BHeceHMEM 3arojIOBKOB JI€I B ONHCh HPOBEPSIOTCA  KAyeCTBO
dbopmupoBanus U 0GOpMIIEHUS JeJI, COOTBETCTBUE KOJIMYECTBA JI€Jl, BHOCUMBIX B
ONUCH, KOJUYECTBY 3aBEAECHHBIX JEJI IT0 HOMEHKIIATYPE J1€]I OPraHU3aluu.

B koHue omnucu Bciex 3a MOCIEAHENW OINHUCATEIbHOW CTaThEW 3aloJIHIETCA
UTOrOBas 3alHCh, B KOTOPOH yKa3pIBatOTCs (ITU(PPaMU U MPOIHKCHI0) KOJIWISCTBO JeI,
YUCIAIINXCS IO ONMCH, TMEPBBIM M NOCIECAHUM HOMEpa A€ N0 OINKMCH, a TaKkKe
OrOBapUBAIOTCSA OCOOCHHOCTH HyMeEpalliu JeJI B ONUCH (JIUTepHBIE HOMEpa |
PONyIIEHHBIC HOMEpa).

[Topsimok NpPHUCBOEHHST HOMEPOB OMMUCSAM JI€JI CTPYKTYPHBIX MOJpa3JAeiICHUAN
YCTaHaBIIMBAETCS MO COTJIACOBAHMIO C APXUBOM OPTaHU3ALNH.



Onucu Ha J1ena, TOKYMEHTHI IOCTOSHHOTIO XPAHEHUS U 10 JINYHOMY COCTaBY U AKThI
Ha YHAUYTOKEHUE JJOKYMEHTOB PACCMATPHUBAIOTCA HA 3aCEJaHUU IKCIIEPTHOM
KOMHUCCHH OpraHa MECTHOTO CAMOYNPABJIECHUSI OAHOBPEMEHHO, 110 UTOTaM
PacCMOTPEHUS — COTTIACOBBIBAIOTCHL.

CornacoBaHHBIE SKCIIEPTHON KOMHUCCUEN OpraHa MECTHOTO CAMOYIIPABJICHHS OTTUCH
1€, JOKYMEHTOB ITOCTOSHHOTO CPOKa XpPaHEHUS! UICTOYHUKOB KOMILIEKTOBAHUS
apXMBHOTO OTJENa aAMUHUCTPALIMU TOPO/Ia MPEACTABIISIIOTCS HA YTBEPKACHUE
AKCIEPTHO-ITPOBEPOYHON-METOIMIECKON KOMUCCHU MUHHUCTEPCTBA AJITAlICKOTO Kpast
10 KYJIbTYPE 4epe3 TP Io/ia MOCJE 3aBEPLICHUS JEIOMPOU3BOACTBOM AEN.

Ha nena BpeMeHHBIX cpokoB xpaHeHus (mo 10 jeT BKIIOYHMTEIHHO) ONMHUCH HE
COCTaBJISIFOTCS, U B apXHB TAKUE JI€JIa HE MIEPEIAtOTCS.

Jlena mnepenaroTcss Ha XpPaHEHUE B apXUB OPraHU3alMU B COOTBETCTBUU C
rpauKoOM Mepesayu T0KYMEHTOB, YTBEPKJICHHBIM PYKOBOJUTEIEM OpraHU3alluu WIN
VHBIM YNOJHOMOYEHHBIM WM JIUIIOM W COIJACOBAHHBIM C PYKOBOAUTEISMU
CTPYKTYPHBIX TOAPA3ICIICHUMN.

Jlena mocTossHHOTO ¥ BpeMeHHBIX (cBbImie 10 j1eT) cpoKoB XpaHEHUs, TOKYMEHTHI
[0 JINYHOMY COCTaBy NEPENAIOTCS B apXUB HE paHee, YEM 4Hepe3 rofll, U He MO3/HEE,
YeM 4Yepe3 TPU I'oJla MOCIE 3aBEPIICHUS UX B JIEIOMPOU3BOICTBE.

Ilepenaua nen B apXuB OpraHU3alvu MPOU3BOIUATCS MO OMUCSIM JI€]I CTPYKTYPHBIX
MOApa3ICICHUN.

Y1onHOMOUYEHHBIH pabOTHUK apXuWBa MPOBEPSIET MPABWIBHOCTH OPOPMIICHUS U
dbopmupoBaHusa JieNl, MPABWIBHOCTb COCTABJICHUSI OMNUCEW [I€J, COOTBETCTBHUE
KOJIMYECTBA JIeJl, BKJIIOYEHHBIX B ONHUCh, KOJUYECTBY Jei, CHOPMUPOBAHHBIX B
COOTBETCTBUM C HOMEHKJIATYPOU JE.

BrisiBlieHHBIE MpU MPOBEPKE HENOCTATKU B (HOpMUPOBAHUM U ODOPMIICHUU el
pPabOTHUKU CTPYKTYPHOTO NOJApa3eyieHUs O0si3aHbl YCTPAHUTh B JABYXHEIEIbHBIM
CPOK.

JIOKYMEHTBI TOCTOSIHHOTO CPOKA XPAHEHUsI OPTaHU3AIUH, SIBISIOIIUXCA HCTOYHUKAMHU
KOMIUIEKTOBAaHMS OTJENA M0 AejlaM apXuBOB AMUHHUCTpauuu JIOKTEBCKOro paioHa
AJITaCKOTrO Kpasi, B TEUEHUE IIATHU JIET XPAHATCS B BEAOMCTBEHHOM apXHUBE, MOCIIE
YEero NepegarTcs Ha MOCTOSSHHOE XPaHEHUE B OTAEN MO JIeJaM apXUBOB
AnmunucTpanuu JIOKTEBCKOro paiioHa AJITaliCKOTO Kpasi.

JIOKYMEHTBI MO JIMYHOMY COCTaBY MYHHUIMIIAIBHBIX CIIYXKAIIUX, YBOJICHHBIX C
MYHUIMNAIBHON CIIYObI, TIEPEIatOTCI B BEJAOMCTBEHHBIA apXWB OpTraHU3alMHU 10
uctedernu 10 et co THS YBOIHHEHUS.

B ciyyae nuKBHIALMKA WKW PEOPTaHU3ALUM CTPYKTYPHOTO IOAPa3IeIICHUS
OpraHu3aluy  JCJIONPOU3BOJIMUTENDL  TMOJAPA3JACICHUS B  IEPUOA  IPOBEICHUS
JTUKBUJAIMOHHBIX MeponpusTuil (GopMUpyeT Bce HMEIoIMecs AOKYMEHTHI B J€na,
opopmIIsIeT Jlela W TepelaeT MX B apXWUB OPraHU3allMHM, HE3aBUCUMO OT CPOKOB
xpanenus. [lepenayda nen oCymecTBAsSETCS MO OMUCIM 1€ © HOMEHKJIATYpPE JIEII.

9.2. OT60p NOKYMEHTOB K YHHUTOKEHUIO

OTO6Oop MOKYMEHTOB K YHUYTOKEHHMIO 32 COOTBETCTBYIOIIMW TMEpUO] U
COCTaBJICHUE aKTa O BBIACICHUM K YHUYTOXEHHIO JOKYMEHTOB, HE MOJICKAIIUX
xpaHenuto (npuiaoxenue 18), mpowsBOAATCS TOCIE COCTABICHHS OIUCEH JIem
MOCTOSHHOTO XPAaHEHHWsT W N0 JUYHOMY COCTaBy 3a OJTOT k€ mnepuoxd. [ema
BKJIFOUAIOTCS B AKT O BBIJICJICHUM K YHUYTOXKEHHUIO JOKYMEHTOB, HE MOJJIEKAIINUX
XpaHEHUIO, €CIIU MPEYCMOTPEHHBIH ISl HUX CPOK XpaHEeHUs UCTEK K 1 sHBaps roja, B



KOTOPOM cocTaBlieH akT. Hampumep, 3axondennsie B 2015 romy menma c 3-meTHuM
CPOKOM XpaHEHUs, MOTYT OBbITh BKIIOUEHBI B aKT, KOTOPBIA OYyJIET COCTABJIEH HE paHee
1 suBaps 2019 rona.

HckntoueHre COCTaBIISIIOT JIOKYMEHTBI BPEMEHHOTO CpPOKa XpaHEHHUs, B CpPOKE
XpaHeHus: KoTopbix oTcyTcTByeT nometka "IIIK". [lena ¢ ormetkoit "IOIIK" nognexar
MOJIUCTHOMY MPOCMOTPY B  UENSAX  BBISBICHUS  JIOKYMEHTOB, MOJJICKAIIUX
MOCTOSTHHOMY XpaHEHHIO. BbISIBIEHHbIE B TakuX Jeiax JIOKYMEHTBI MOCTOSHHOTO
XpaHEHUS BBIACISIOTCS U MPUCOCTUHSIOTCS K OAHOPOAHBIM JejaM Wik (OpPMUPYIOTCS
B CAMOCTOSITEIIbHBIC JIeTa.

OcranbHble JOKYMEHTHI fena ¢ otMeTkoil "JITK" BkiroyaroTcst B akT, MpU 3TOM
ormetka 'OIIK" B akte He yka3bIBaeTcs.

OTOOp ITOKYMEHTOB M JKCIEpPTHU3a IIEHHOCTH JOKYMEHTOB OCYIIECTBISIOTCS
CTPYKTYpPHBIMH  TOJPa3JCICHUSIMU  CaMOCTOSITEIbHO  MOJA  METOJMYECKUM
PYKOBOJICTBOM CIIEIIMATNCTA, OTBETCTBEHHOTO 3a apXUB.

OT6op  MOKYMEHTOB K  YHUYTOXKEHHUIO  TPOBOJUTCS HAa  OCHOBAaHUU
COOTBETCTBYIOIIMX TUIOBBIX MEPEYHEN JOKYMEHTOB C YKa3aHHUEM CPOKOB XpaHEHUS U
HOMEHKJIATYPHI JIeJ IyTEeM MOJIUCTHOTO MPOCMOTPA.

AKT O BBIJICJICHUU K YHUYTOXKCHHUIO JOKYMEHTOB, HE MOJICKAIIUX XPAHEHUIO,
MPECTABISACTCS HA pacCMOTpPEHUE U corjacoBanne DK 0THOBpEMEHHO C OMUCAMU I
MOCTOSTHHOTO XPaHEHUS U 0 TUYHOMY COCTaBY.

AKT O BBIJICJICHUU K YHUYTOXKCHHUIO JOKYMEHTOB, HE MOJICKAIIUX XPAHEHUIO,
YTBEPKAAETCA PYKOBOAMUTENEM OpraHms3auuu nocie yreepxaeHus OIIK apxuBHOTO
YUPEKJICHUSI, TOCYJJAPCTBEHHOTO WM MYHHIIMIAIBHOTO apXvWBa B COOTBETCTBUU C
MPEAOCTABICHHBIMU €MY TIOJHOMOYMSIMU ONUCEH JieJl MOCTOSIHHOTO XPaHEHUS W
COTJIACOBAHMS OIMUCEH e MO JIMYHOMY COCTaBY, IMOCJE YEero Jeia, BbLICICHHbIE 10
aKTy K YHUUYTOXEHHUIO, MOTYT OBITh YHUUTOXKEHBI.

[locne yTBepKIaeHUs CBOJHOTO aKTa O BBIACICHUU K YHUUTOKEHUIO JOKYMEHTOB,
HE [MOJUIeKAIIMX  XPAHEHUIO, JIOKYMEHThl  YHHUUYTOXKAIOTCS  CTPYKTYPHBIMU
NOApAa3JACICHUsIMN WM LEHTpanu3oBaHHO. Jlena, mnoasiexamue YHUUYTOXEHUIO,
nepealoTes Ha mepepaboTKy (YTHIIH3AIMIO) TI0 TPHEMO-CIATOYHOM HAKIIATHOM.

[locne yHUUYTOXKEHUS JOKYMEHTOB CIICIIUAJIUCTOM, OTBETCTBEHHBIM 3a apXuB,
JieaeTcsl 3amuch 00 3TOM B aKT€ O BBIACICHUM K YHUUTOXKEHUIO JIOKYMEHTOB, HE
MOJJICKAIIUX XPAHEHUI0, B HOMEHKJIAType Jell 3a COOTBETCTBYIOIIUM IO
MPOCTABISIOTCS  OTMETKH, 3aBepseMble  MoAnuchto  cnenuanucta  CiyxObl
JEIIONPOU3BOJICTBA, U 1aTOM:

"VHanuroxeno. Cm. akt N oT . [loanuce, nuauIManel, GamMuaus'

AKTBI O BBIJICJICHUU K YHUYTOXKEHHUIO JTOKYMEHTOB, HE MOMJIEKAIIUX XPAHEHUIO,
XpaHSTCS MOCTOSTHHO B Jiene (oHa.

10. OnepaTBHOE UCTIOIB30BAaHUE APXUBHBIX TOKYMEHTOB

COoTpyIHHKHA OpPraHOB MECTHOTO CAMOYIIPABJICHUS B LEJSAX HCIOJHEHUS CBOUX
JOJKHOCTHBIX OOSI3aHHOCTEM JOIMycKalTcsi K paboTe C apXWBHBIMHU J€JaMU H
JOKYMEHTaMH, HaXOSIUMHUCS B apXUBE.

ApXUBHbBIE JieNa MPEeIOCTABIAIOTCS JJIsl UCMOJIb30BaHUS B pabOTe COTPYIHHUKAM
TOJIKO TOTO CTPYKTYPHOTO TOJpPa3/elieHusi, U3 KOTOPOro JOKYMEHTBI paHee ObUIU
nepegaHbl  Ha  apxuBHOe  xpaHeHue. CoOTpyIHHMKaM  JpPYTUX  CTPYKTYPHBIX
NOApPA3JAEICHUN apXUBHBIE JleJla MPEIOCTaBISIIOTCA TOJBKO C  pa3pelieHus
PYKOBOJUTENS HA OCHOBAHUHM OOOCHOBAHHBIX 3aIIPOCOB.




Jlena, JOKYMEHTHI BBIJIAIOTCA BO BpPEMEHHOE TMOJb30BaHUE pPaOOTHHUKAM
OpraHu3alMy Ha CPOK He Oosiee OJHOTO MECHIIA.

['ocynmapcTBeHHBIM — opraHam  (CygeOHBIM, TMPaBOOXPAaHUTEIBHBIM, OpraHam
rOCYJIapCTBEHHOT'O KOHTPOJISI M HaJI30pa) JeJia U OT/AeIbHbIC JOKYMEHTBI BBIAIOTCS Ha
OCHOBAHUHU UX MUCHMEHHBIX 3aMPOCOB C Pa3pPEIICHUs] PYKOBOJAMUTEIISI OpraHU3alluy Uin
MHOT'0 YIIOJITHOMOYEHHOTO MM JIMI[A, IO aKTaM Ha CPOK He 0oJiee MIeCTH MECSIIEB.

[Ipu HEOOXOTUMOCTH CPOK UCTIOIBb30BAHUS JOKYMEHTOB MOXKET OBITh MPOJICH.

Boinaua gen u3 apxuBa (PUKCUPYETCS B KHUTE BbIJAYU JE.

Ha BblmaHHOE €710 3aBOJUTCA KapTa-3aMecTUTENb, MOMEIlaeMas Ha MECTO
BBIJJAHHOTO Jienia. B Hel yka3bIBalOTCS MHJIEKC Jieja, JaTa €ro Bbllaud, KOMY JEeJI0
BBIJIJAHO, JlaTa €ro BO3BpAIlCHUS, NpeAycMaTpUBAIOTCS Tpadbl s MOANUCEH B
MOJIYYE€HUH U TPUEME JIeJa.

Ha wMecTto  u3BATOrO  MOJJMHHUKA  JOKyMeHTa  paboTtHuk  CiyXObl
JICTIONPOU3BOICTBA WIIM JICJIONPOU3BOJIUTENDL MOAPA3ACICHUS BKIIAJbIBACT B JIEJIO
JUCT-3aMECTUTENb C yKa3aHUEM, KOTJla, KOMy M Ha KakOW CPOK BBbIJaH JOKYMEHT U
MOAMUCSAMH B MOJy4YeHUH U npueme nena. [Ipu 3ToM B Aeno nomemaercsi 3aBepeHHast
KOIHSI IOKYMEHTA.

[Tocne pemeHust Bompoca, JUISI PacCMOTPEHHUs KOTOpOro jena (JOKyMEHTHI)
M3BIMAINCh TI0 3ampocaM TOCYAAPCTBEHHBIX OPraHOB, MOJJIMHHUKUA JOKYMEHTOB
JIOJIKHBI OBITh BO3BPAILEHBI B OPTraHU3AIMIO U OMEILIEHBI B JIETO.

CoTpyIHUKA B COOTBETCTBUM C JICHCTBYIOIIUM 3aKOHOJATEIIbCTBOM HECYT
OTBETCTBEHHOCTh 3a COXPAHHOCTH IOJYYEHHBIX APXUBHBIX A€l M JOKYMEHTOB U
UCIIOJb30BaHuEe uH(pOpManuu, cojepxanieiica B HUX. M3bsiTHE NTOKYMEHTOB M3 JE,
nepejaya apXuBHBIX JOKYMEHTOB WM MX KONMUU COTPYAHUKAM APYTUX OpraHU3alUi
3amnpenaeTcs.

[Ipu paboTe ¢ apXWBHBIMU JIOKYMEHTAaMHU HE pa3peliaeTcsi BHOCUTh B HHUX
MONPaBKH, JAeJIaTh HOMETKH, pad0TaTh C HUMH BHE CIY>KEOHBIX MOMEIICHUH.

[TogIMHHUKKY TIPABOBBIX AKTOB, MPOTOKOJIOB 3acelaHWil KOOPAMHAIMOHHBIX U
COBELIATEIbHBIX OPraHOB, COTJIAIICHUM U IOKYMEHThI K HUM U3 apXHUBa HE BbIJAIOTCS.

O3HakoOMJIEHHE COTPYAHHUKOB TMOJpa3/IeICHU C apXUBHBIMU JIOKYMEHTaMU U
nenamu, umeromuMmu rpud s ciay:keOHOro MOJIb30BaHMS', OCYIIECTBIISIETCS B
COOTBETCTBUHU C TpeOOBaHUSIMU HacTosed MHCTpyKIuu.

N3bsiTue (BhIeMKa) TOKYMEHTOB, 00pa30BaBIINXCS B JACSITEILHOCTH OpraHU3aIuH,
MPOU3BOJIUTCS B COOTBETCTBUH C 3aKOHOAATEILCTBOM Poccuiickon deneparuu.

W3bsitie (BbIeMKa) JOKYMEHTOB IPOM3BOJUTCS HA OCHOBAHWU IMHUCHMEHHOTO
pacriopsbkeHust (ITOCTaHOBJICHHSI) COOTBETCTBYIOIIETO OpPraHa BIIACTH C Pa3pelICHUS
PYKOBOJUTENS OpraHU3alliyd WM MHOTO YMOJHOMOYEHHOTO UM JIMIA C M3BEIICHUEM
PYKOBOAUTENS OAPA3IAECICHUS, TOKYMEHTBI KOTOPOTO U3BIMAIOTCS.

®akT u3BATUSA (BBIEMKH) TOKYMEHTOB (PUKCHUPYETCS B MPOTOKOJIE (aKTE) U3bATHS
(BBIEMKH) JIOKYMEHTOB, KOTOPBIH COCTaBJISETCS HE MEHEE YeM B JIBYX DK3EMILIApaX W
MOAMUCHIBACTCA YIOJIHOMOYEHHBIMU NpeACTaBUTEIIAMU OpraHu3aluu u
COOTBETCTBYIOIIETO TOCYAapCTBEHHOTro opraHa. K mporokony (akTy) mpuiaraercs
oruch (peecTp) U3BATHIX TOKYMEHTOB (1e).

[Ipn U3BATUH NTOJVIMHHUKOB JTOKYMEHTOB B JI€JIO MOMEIIAETCS 3aBEPEHHAs KOMUs
JOKyMEHTa, Ha 000pOTE€ KOTOPOH YKa3bIBa€TCsl OCHOBAHUE U3BATUS OJJIMHHUKA, CPOK
BO3BpaTa, JaTra W TOAMHUCH PaOOTHWKA, OTBETCTBEHHOTO 3a (POPMHUPOBAHHE W/WIU
XpaHeHue Jena.



[TonmuHHUK JOKYMEHTa, HW3BATHIA W3 Jiela Ha OCHOBE COOTBETCTBYIOIIETO
pEIICHMs, TTOCJIe PACCMOTPEHUSI ¥ PEIICHHS BOIIPOCA, BO3BPAIIAETCS B JEJI0, TPH ATOM
KOITWs, TIOMEIICHHAS B JCJI0 BMECTO TMOTHHHNKA, U3hIMACTCH.

10. UcnoJiHeHHeE 3aNPOCOB IPaKAaH U OPpraHu3anui
Opran MECTHOTO CaMOYIIpaBJIEHUS JOJKEH pacCMaTPUBATh U UCIIOTHSTH 3aIIPOCHI
rpakJaH ¥ OpraHu3aIiii, MTOCTYIIMBIINE B MUCEMEHHOU (Dopme.
3anpoc, TOCTYNUBIIKN B OpraH MECTHOTO CaMOYIIPaBIICHUS, pacCMaTPUBACTCS B
COOTBETCTBHH C TPEOOBAHUIMU 3aKOHOJATEIHHBIX | HHBIX HOPMATHUBHBIX MPABOBBIX
aKTOB 110 paboTe ¢ OOpalIeHUIMH I'PaXKJaH U MPETOCTABICHUIO TOCYAaPCTBEHHBIX
(MyHUITMTIATBHBIX) YCIYT.

ApXWBHBIC CTIPABKH, ApXUBHBIC KOMTUU M APXUBHBIE BHIMIICKU TOTOBATCS
OTBETCTBEHHBIMH CIICIIHAINCTAMH B COOTBETCTBHH C TPEOOBAHUSIMU 3aKOHOAATEIIBHBIX
¥ MHBIX HOPMATHUBHBIX MPABOBBIX aKTOB 00 apXMBHOM JeJic HA OCHOBAaHUU
JTOKYMEHTOB, XPAHSIIIUXCS B apXUBE.

Komuu apXuBHBIX JTOKYMEHTOB, BBIIMMCKH M3 HUX, a TaKXKEC apXWBHBIC CIPABKH,
HEOOXOMUMBIE JJIsl PENICHHs] BOMPOCOB, KACAIOMIUXCS TMpaB U 3aKOHHBIX HHTEPECOB
TpaXJaaH W OpTaHU3alfii, MPEJOCTABISIOTCS TpaXKJaHaAM W OPTaHHW3AIUSAM [0 WX
MUCEMEHHBIM 3aIIPOCaM.



