POCCUMCKASl ®EJEPALIMSA
AJMUHUCTPALIASL PEMOBCKOI'O CEJIBCOBETA
JIOKTEBCKOI'O PAMOHA AJITAMCKOI'O KPAS

INOCTAHOBJIEHUE

14.01.2019r. Ne 3

OO0 yTBepKJI€HUU UHCTPYKIIUU

10 JEJIONPOU3BOICTBY B A/IMUHHUCTPALUH
PemoBckoro ceabcoBeTa JIOKTEBCKOTO
paiioHa ANTalCcKOro Kpas

B nensix coBeplieHCTBOBAHUS CUCTEMbI JIOKYMEHTAIIMOHHOTO O0ECTICUCHUS
Y YCTAaHOBJICHUS €MHOTO MOPSKA BEACHHUS JIEJIONPONU3BOJICTBA B A[IMUHUCTPALIUA
PemoBckoro cenbcoBeTa JIOKTEBCKOTO paiioHa ANTalCKOTO Kpasi, HOCTAHOBJISIIO:

1. VT1BepauTh HUHCTPYKIMIO MO JEJIONPOU3BOJACTBY B aJIMHUHUCTpaIUU
PemoBCKOro cenbcoBeTa COrIaCHO MPUI0KEHHUIO.

2. JIOTKHOCTHBIM JIMIIaM aIMUHUACTpAIU PEMOBCKOTO cebcoBeTa
o0ecnednTh COOI0ICHUE TIOJIOKEHUM UHCTPYKIUU IO AEIONPOU3BOICTBY MpH
MOATOTOBKE M O(POPMIICHUU CITYKEOHBIX IOKYMEHTOB.

3. KoHTponb 3a WCMOTHEHWEM HACTOSIIETO MOCTAHOBICHHS OCTABJISAIO 32
co0oii.

I'naBa cenbcoBeTa B.A.Pynakos



[Tpunoxenne
K IIOCTaHOBJICHUIO
aJIMAHUCTpanuu PEMOBCKOTO

CeJIbCOBETA
or 14.01.2019 r. Ne 3

HHCTPYKIUA
10 AeJIONPOU3BOACTBY B aAMUHHCTPauuu PeMoBCcKoOro cesibcoBera
JIokTeBCKOro paiioHa AJITalCKOro Kpasi

1. O0mue moJI0KeHus

1.1. UucTpyKIus mo Ae10Mnpor3BOACTBY B aIMUHUCTpAIIMU PeMOBCKOTO
cenbcoBeTa JIokTeBCKOTO paliona Anraiickoro kpas (manee MHCTpyKIms)
pa3paboTaHa B LIeJIIX 00eCIIeYeHUsI U COBEPILIEHCTBOBAHUS JOKYMEHTOO00POTA,
MOBBIIIEHUS €ro 3P(HEKTUBHOCTH MYTEM PEraMEeHTAIIMU Ha €IMHON TPaBOBOMU U
METOUYECKO OCHOBE MPABUII MOJATOTOBKU IOKYMEHTOB, TEXHOJOT U pabOTHI C
HUMHM, OPTaHU3aIMU UX TEKYIIEro XpaHeHUs U MOJTOTOBKH K Mepe/laue B apXUB
OpraHu3aIuu.

1.2. MaCTpyKIHS OmpeaesseT MOPSI0K BEACHUS ASIOMPOU3BOICTBA 110 IPUEMY,
y4eTy, MOArOTOBKE, 0(OPMIICHUIO, IBHXKEHUIO, KOHTPOJIIO UCTIOIHEHUS, XPAHEHUIO
Y MCIIOJIH30BAHMIO JIOKYMEHTOB B a IMUHUCTpaIii PeMoBcKoro cenbcoBera (anee
— OpraHbI).

1.3. YcranoBnenusie MIHCTpyKITMEl TpaBuiia BEACHUS JEIOMPOU3BOICTBA
OMPENIENAIOT OpraHU3aIui0 paboThl C OpraHU3alMOHHO-PACTIOPSAIUTEIbHBIMU
JOKyMEHTAaMH HE3aBUCUMO OT BUJIa HOCUTEJISA, BKItOUas MOJTOTOBKY,
PErUCTPALNIO, YYET U KOHTPOJIb UCTIONHEHUS JJOKYMEHTOB, OPTaHU3aIINIO UX
TEKYILEr0 XpaHEeHUs!, OCYILECTBIISIEMbIE C TIOMOIIBI0 HHPOPMAIMOHHO-
KOMMYHHUKAIIMOHHBIX TEXHOJIOTUN PACIPOCTPAHSIOTCS HA BCIO CITY>KEOHYIO
JOKYMEHTAIINIO, HE COAEPKAIYIO CBEJICHUSI, OTHOCSIIIUECS K TOCYAapCTBEHHOM
TaiHe.

1.4. ITopsinok paOOThI C JOKYMEHTaMH, COAEPKAIUMHI UH(DOPMALIHIO
OTPAaHUYEHHOT0 JIOCTYIA PETYIUPYIOTCSA OTJAEIbHBIMA HOPMATUBHBIMU aKTaMH,
YTBEPKIAEMbIMU PYKOBOJUTEIEM OpPraHU3AINU.

Benenune cekpeTHOTO IeI0pOn3BOACTBA OCYIIECTBIISIETCA B COOTBETCTBUU CO
CIIeLIMAIbHOM MHCTPYKIIMEHN, YTBEPKACHHOU nocTaHOBIIeHUEM [IpaBuTenbcTBa
Poccuiickoinn @enepannu.

1.5. CocraBnenue, opopMIeHHE U YUET JOKYMEHTOB I10 KaJpaM, YUETy
BOECHHOOOSI3aHHBIX TPOBOAUTCS B MOPSJKE, YCTAHOBICHHOM JI€HCTBYIOIIUM
3aKOHO/IATEIbCTBOM, HHCTPYKIIMSIMU, MOJOKEHUSIMU, UHBIMU ITPABOBBIMHU aKTaMHU.
1.6. OTBETCTBEHHOCTH 32 OPTAHHU3AINIO JIETIOTPOU3BOJICTBA B OpPTraHax BO3JIaraeTcs
Ha MX PYKOBOJHUTENCH 1 (MIIN) 3aBEAYIOINX OOIIUMHU OT/ICITAMH.
MyHununaibHbie ClyKalliue OpraHOB HECYT NMEPCOHAIbHYIO OTBETCTBEHHOCTh 32
cobmoenue TpedboBanuii MHCTpyKIMKM, COXPAHHOCTh HAXOISIIUXCS Y HUX
nokyMeHTOB. [Ipu yTpaTe 1OKyMEHTa MYHULIMIAIbHBIN CIIy>Kalluid 00s13aH
HEMEJIJICHHO J0JIOXKHUTh 00 3TOM PYKOBOJUTEIIO OpraHa.



1.7. BHOBb MPUHATHIE MYHUITUTIATBHBIC CTYXKAIINE TOKHBI OBITh 03HAKOMIICHBI
HETMOCPEICTBEHHBIM PYKOBOJIUTENEM ¢ PermaMmenTomM aaMuHUCTpanuu PeMoBCKoOTo
cenbcoBeTa U IHCTpyKITMEeH B TeUEHHUE TATH pabodnX JHEH cO JHS mpreMa Ha
pabory.

1.8. MHCTpYKITHS HE PACTIPOCTPAHSIETCS Ha TIOPSAIOK JEIONPOU3BOJICTBA
PemoBckoro cenbcoBeta CoBeTa IEMyTaTOB, €CJIA MMPABOBBIMH aKTaMU HE
YCTaHOBJICHO UHOE.

1.9. IIpaBuna paboTHI C JOKYMEHTAMH B CUCTEME IJIEKTPOHHOTO
IOKyMeHTooOopoTa opranu3anuu (ganee - COJ1) u HHBIX HHGOPMAITMOHHBIX
CHCTEMaXx, B KOTOPBIX OCYIIECTBIIICTCS Co3/laHne (BKIIOUYCHHE) U XPAHCHUE
JTOKYMEHTOB, HE JJOJDKHBI BXOAWTH B IPOTUBOPEUHNE C TIOJOKEHUSIMU HCTPYKITHH.

2. O0uue TpedGoBaHus K 0(hOPMIIEHHIO TOKYMEHTOB

[Ipu moAroToBKE JOKYMEHTOB HEOOXOJIUMO COOI0/IaTh TPEOOBaHUS U MpaBUIIa,
o0OecreunBaroIne uX IPUINIECKYIO CHITY, IIEIECO00pa3HOCTh 1 000CHOBAHHOCTD,
OTIepaTUBHOE UCTIOJHEHUE U UCITOJIH30BaHNE.

2.1. B1aHKHU 10KYMEHTOB

[Tpu MOATOTOBKE TOKYMEHTOR 3a MOJITUCHIO TJIaBbl TOPOJIa, 3aMECTUTEIICH TJIaBbI
aJIMHHUCTPALIAN TOPOJIa UCIIOIB3YIOTCS CICAYIONUE BUIbI OJIAHKOB:

OJITaHK TTOCTAHOBJICHUS TJIaBbl PeMoBcKoro ceibcoBera (puiioxenue 1);

OJlaHK pacropsoKeHUs TiIaBbl PeMoBckoro cebcoBera (MpuitoxeHue 2);

OnaHk UchMa (Tpritoskenue 3).

®opmbl 0JIAHKOB UHBIX OPraHOB MECTHOTO CaMOYIIPABJICHUS YTBEPIKIAIOTCS
MIPABOBBIMHU aKTaMH MHBIX OPraHOB MECTHOT'O CaMOYIIPaBJICHUS.

2.2. @opmar 6ymaru

bnanku odopmisrores Ha Oernoit Oymare ¢popmatoB A4 (210 x 297 mm), B
OTJCNIBHBIX CITyYasiX, IPeyCMOTPEHHBIX (POPMO# IOKYMEHTA, — Ha JIUCTAX
dopmata A3 (297 x 420 mm) u A5 (148 x 210 Mm) 1 TIeUaTArOTCS YSPHOU KPACKOM
Ha OCHOBE IMPOJIOJILHOTO HJIM YIJIIOBOTO PACITOJIOKECHHUS PEKBU3HUTOB.

JIoKyMEeHTBI Ha OyMa)KHBIX HOCHTEIISX OPOPMIISIOTCS Ha JIUIICBOW CTOPOHE JIUCTA
0e3 000poTa, 3a UCKITIOYCHUEM CITy4aeB, YCTAHOBJICHHBIX TUITOBBIMH (hopMaMu 1
oOpa3iamMu IOKyMEHTOB.

2.3. Ilonst 1 ab3aHBII OTCTYI

Kaxxaplid TUCT MOKyMEHTA JIOJHKEH UMETh ITOJIS CISTYIONTUX pa3MepOB.

nesoe — 20 MM;

npaBoe — 10 mmM;

BepxHee — 20 MM,

amxaee — 20 MM.

JIOKYMEHTHI JJINTEIbHBIX CPOKOB XpaHeHHs (cBbiire 10 J1eT) TOJKHBI HMETh JIEBOE
noJie He meuee 30 MM.



AG3aIHBINA OTCTYII JOJIKEH COCTABIATH 12,5 MM.

3arooBKM pa3/iesioB U MOAPA3CIIOB MEeYaTaloTCs C al3al[HbIM OTCTYIIOM
WJIU HEHTPUPYIOTCA M0 HIUPUHE TEKCTA.

MHOroCTpOYHBIE PEKBU3UTHI ME€UATAIOTCA YEpe3 OJHUH MEXCTPOUHBIN
WHTEpPBAJI, COCTaBHbIE YaCTU PEKBU3UTOB OTIEISAIOTCS  JIOMOJIHUTEIbHBIM
MHTEPBAJIOM.

Tekct nokymeHnTa neyataercs yepe3 1 — 1,5 MexxcTpoUYHBIX HHTEpBAJIA.

NutepBan mexay OykBamMu B CIOBaxX — OOBIYHBIM, HHTEpBAl MEXKIY
CJIOBaMU — OJIUH MPOOEI.

TekcT moKyMeHTa BhIpAaBHHUBAETCS IO IIMPUHE JICTa (IO TPaHMIIAM JICBOTO
U TIPABOTO TOJICH TOKYMEHTA).

JlnuHa camMOM JJIMHHOW CTPOKHM PEKBU3HMTAa IPU YIVIOBOM PAaCIOJIOKECHUHU
PEKBU3HUTOB — HE Oosiee 7,5 cM, IPU MPOJIOTBLHOM PACIIONO0KEHUU PEKBU3UTOB — HE
6onee 12 cm.

Ha nponosibHbIX OstaHKax (OJaHKW TOCTAHOBJICHUH, PACTIOPSIKEHHM, TPHUKA30B)
BCE PEKBU3UTHI PACIOIaraloTcs Mo MEHTPY TEKCTOBOTO IMOJISA, Ha YIIOBBIX (OJIaHKU
MUCEM) — B JIEBOM BEpXHEM YIIy OJIaHKa, IPU 3TOM KaXJIbIi 3JICMCHT PCKBHU3HUTA
LEHTPUPYETCS OTHOCUTEIBLHO CaMOW JJIMHHOMN CTPOKH.

[Ipu moAroTOBKE JOKYMEHTOB JOMYCKAETCS MUCIOJIb30BAHUE JINIIEBON U 00OPOTHOM
CTOpPOHBI JiucTa. [Ipu IByCTOPpOHHEM CO3IaHUM JOKYMEHTOB IMPUHA JIEBOTO MO
Ha JIMIEBOM CTOPOHE JINCTA U MPABOTO MOJIsI HA 00OPOTHOM CTOPOHE JIKCTa
JIOJI)KHBI OBITh PaBHBI.

[Ipu coznanuu 10KyMeHTa Ha JBYX U 00Jiee CTpaHUIlaX BTOPYIO U MOCIEAYIOIIUE
CTpaHUIbl HyMepYIOT. Homepa cTpaHuI mpoCTaBIsIOTCS MO CEPEANHE BEPXHETO
MOJIS TOKyMEHTa Ha paccTossHuu 10 MM OT BEpXHETo Kpast JINCTa.

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

JlomyckaeTrcs BBLIETATH MOTYKUPHBIM MIPUPTOM pEeKBU3UTHI ''ajipecat’,
"3aroJI0BOK K TEKCTY'" WJIH 'TIOAINUCH', a TAKXKE OTJEIbHbIE ()parMEHThI TEKCTA.

2.4. PeKBU3UTHI TOKYMEHTOB

CocTtaB peKBU3UTOB, UCIIOJIB3YEMBIX JJIs1 ODOPMIICHHS TOKYMEHTOB, OMPEACIISICTCS
BUJIOM (Pa3HOBHMIHOCTBIO) OpPraHU3alMOHHO-PACIIOPSIUTEIIBHOIO JOKYMEHTA
ITpu coctaBnennu U 0HOPMIICHUU JOKYMEHTOB MOTYT UCIIOJIb30BaThCS
CJIEIYIONINE PEKBU3UTHI.

1. HaumeHoBaHue oprana,

2. HammeHoBaHME CTPYKTYPHOTO ITOIpa3ICIICHUS;

3. CrpaBounble JaHHbIE 00 opraHe (IOYTOBBIN aapec, HHAEKC, TeaedoH, Gakc);
4. HanmeHoBaHKe BUAa TOKyMeHTa (IIOCTaHOBJICHHUE, PACIIOPSHKCHHE, IPUKA3 U
T.1.);

5. JlaTta moKkyMeHTa,

6. PerucTpanmoHHbIil HOMEP TOKYMCHTA,

7. CchliiKa Ha PETUCTPAIIMOHHBIA HOMED M 1aTy MOCTYIHUBIIETO IOKYMEHTA,

8. Mecro cocraBiieHus (M31aHKs) JOKYMEHTA,

9. Anpecar;



10. T'pud yTBEepKACHUS TOKYMEHTA;

11. Pe3omtorus;

12. 3arooBOK K TEKCTY;

13. OT™MeTKa 0 KOHTPOJIE;

14. TekcT NOKyMEHTAa,

15. OTMmeTKa 0 HATUYUH TIPUII0KEHHUS;
16. Tloamucs;

17. I'pu¢ cornacoBaHusi JIOKyMEHTa,

18. Bu3wi;

19. Tleuars;

20. OTmMeTKa 00 UCTIOTHUTEIE;

21. OTMeTKa 0 3aBepeHUU KOIUH;

22. OTMeTKa 0 MIOCTYTUICHUH JJOKYMEHTA,
23. OTMeTKa 0 HampaBJIeHUU JOKYMEHTA B JIETIO.

2.5. PexBu3ut «HammenoBaHue opraHa (CTpyKTYpPHOIO MoOApPa3IeIeHusi)»

BaxxHbIM pEKBU3UTOM JOKYMEHTA SIBJISIETCS TPABWIIBHOE YKA3aHUE HANMECHOBAHHUS
opraHa-aBTopa JOKYMEHTa, OHO yKa3bIBaeTCs Ha OJIaHKaX, B COOTBETCTBUU C
YUPEAUTEITbHBIMU JOKYMEHTAMMU.

2.6. PexBu3ut «CnipaBoYHbIe JaHHbIE 00 OpraHe»

OTOT PEeKBU3UT, KaK MPABUIIO, SABJISIETCS MPUHAJICAKHOCTHIO OJJaHKa opraHa u
BKJTIOYACT MMOYTOBBIN ajgpec (B T.4. HHJIEKC), HOMepa TeJIe(OHOB U IPYTHE
CBEJICHHUS IO YCMOTPEHUIO oprana (HoMmepa GpakcoB, aJipec ICKTPOHHON MOUTHI

u ap.).
2.7. PekBm3ut «HammeHoBaHHe BHIA JOKYMEHTA»

O0s13aTeIbHBIM PEKBU3UTOM CITY>KEOHBIX JOKYMEHTOB, 32 UCKIIFOYEHUEM IHCEM,
ABJISCTCS YKa3aHUE UX BUJIA: IOCTAHOBJIEHHUE, PACIIOPSKEHUE, TPOTOKOJ, TIJIaH
paboTsl, nHpOpMaIUs U T.1.

JIaHHBI PEKBU3HUT YKa3bIBACTCS 0]l HAMMEHOBAHHWEM OpraHa, 1o ueHrpy. B
MIPOTOKOJIE — HIYKE HAMMEHOBAHUS KOJUIETHAIIBHOTO OpPraHa, B 3asiBJICHUH,
CITy»K€0OHOM 3aluCKe — HIXKE PEKBU3UTA «ApecaT», B aKT€ — HUKE PEKBU3UTA
«'pud yTBEpKIACHUIY.

Buapl npaBOBBIX aKTOB!

ITocTanoBneHue, pacnopsKEHHUE I1aBbl PEMOBCKOTO €ClIbCOBETa— MPABOBBIE
aKThl, HM3J1aBacMble TJIaBOM PeMOBCKOro cenpcoBeTa IO BOMPOCAM MECTHOTO
3HaYeHUsT PEeMOBCKOro cenbCcoOBETa M HHBIM BONPOCAM, OTHECEHHBIM K €ro
KOMIIETEHIIMA  YCTaBOM PemoBckoro cenbcoBera JIOKTEBCKOro  paiioHa
ANTalCcKOTo Kpasi B COOTBETCTBUU C (e/ilepalbHbIMU 3aKOHAMMU.

ITocTanoBneHne agMUHUCTPALMU PEMOBCKOTO cenbCcoOBETa— MPAaBOBOM aKT,
M37aBAEMBIM I1aBOM PEMOBCKOro cenbcoBeTa, 3aMECTUTEIISIMU TJ1aBbl
aIMHUHUCTpaUrU PEMOBCKOTO CenbCOBETA B MpEIeIax UX MOJTHOMOYHN 1O
BOIIPOCAM MECTHOTO 3HAYEHHMS U BOIIPOCAaM, CBA3aHHBIM C OCYIIECTBICHUEM



OTAEJBHBIX TOCYIapPCTBEHHBIX IMOJHOMOYHH, IEPETAHHBIX OPraHAM MECTHOTO
caMoympaBieHus ropoja eneparbHbIMA 3aKOHAMH U 3aKOHAMU AJITaliCKOTO
Kpasl.

Pacnopsbkenue aaMuHHCTpanuu PeMoOBCKOro cenbcoBeTa (MHOTO OpraHa
MECTHOTO CaMOYIIPaBJICHUS) — MPaBOBOM aKT aaMUHHCTpaluu ropojaa (MHOTO
OpraHa MECTHOTO CaMOYIpPAaBIICHUs), W31aBacMbIi 10 BOMPOCAM OpTraHH3aIUH
paboTHl AJIMHHHUCTPAIIMH TOpoJia (HHOTO OpraHa MECTHOT'O CaMOYIIPABJICHU).

[Ipuka3 — npaBOBOM aKT, U3/1aBa€Mblii pyKOBOJUTEIIEM OpraHa,
ABJISIOMIETOCS FOPUANYECKUM JIUIIOM, JUISl PEMICHHS BOIPOCOB, OTHECEHHBIX K
KOMIIETCHI[MU OPTaHa.

2.8. PexBu3ur «/laTta 10KyMeHTa»

CnyxeOHbI TOKYMEHT JOJIKEH UMETh JaTy, B COCTaB KOTOPOM BXOJST YUCIIO,
MeCSIII ¥ TO/I.

JI11 mpOTOKOJIOB pa3IMYHbIX 3aC€NaHUM JaTOU SIBJISIETCS J€HB, MECAIl U T'OJT UX
MPOBECHUS, a JIJIsl IOCTAHOBJICHUM, pACTIOPSI)KEHUM, MPUKA30B U MUCEM — JI€Hb UX
perucTpaluu.

JlaToi TOKyMeHTa, TPEOYIOIIEro yTBEPKASHUS, CUUTACTCS J1aTa €ro YTBEP)KACHUS.
JlaTa noxkymenTa odopmisieTcss apaOCKUMU UPpamMu B MOCIETOBATEILHOCTH .
JIeHb Mecsla, Mecsll, Tof. JleHs Mecdia u Mecsil 0popMIISIOT ABYMs TapamMu
apabckux 1udp, pazieIeHHbIMUA TOYKOU, T/l — YETHIPbMS apaObCKuMu 1udpamu,

Hanpumep, 15.03.2018

Ecnu uncno uny nopsiiKoBBIM HOMEP MecsIia SBISIETCS OJHO3HAYHBIM YHCIIOM, TO
nepen nudpoi CTaBUTCS HOJTb,

Hanpumep, 05.03.2018

B cnyyasx, npeaycMOTpeHHBIX OJ1aHKaMU WJIM TUTIOBBIMHU (DOpMaMU IOKYMEHTOB,
JIOTTYCKAETCS CIIOBECHO-IIM(PPOBOI c1ocoO 0popMIICHUS AaTHI,

Hanpumep, 05 mapra 2018 r.

JlaTa moAnucaHus yKa3bIBAETCS B JIEBOM BEPXHEW YAaCTH JJOKYMEHTA.

Ecau nokymMeHT roTOBUTCS HE Ha OJIaHKE, TO JlaTa MPOCTAaBISETCS MO/
HAaNMEHOBAHUEM JIOJDKHOCTHOTO JIMIA, TOANMCABIIEr0 JOKYMEHT, HUXKE HA

2 — 3 MEXCTPOYHBIX UHTEPBAIA.

Bce orMeTku Ha cityKeOHBIX JOKYMEHTAX, CBSI3AHHBIE C UX MIPOXOKIECHUEM U
WCIIOJIHEHUEM, TATUPYIOTCS U MOAIHUCHIBAKOTCS.

JlaToil nOKyMeHTa, U3JaHHOTO COBMECTHO JIBYMsI MJId O0Jiee OpraHu3alusiMu
(TOJPKHOCTHBIMH JIMIIAMH), SIBJISICTCS JIaTa TOJIMHUCAHHUS JOKYMEHTA MOCIICTHeH
CTOPOHOM.

JlaHHBII PEeKBU3UT 0053aTENICH AJI1 BCEX BUIOB JOKYMEHTOB.

2.9. PexBm3uT «PerncrpanuoHHbIA HOMEP JOKYMEHTA»



PeructpaniioHHbIE HOMEp JIOKyMEHTa — UHUPPOBOM UIU OyKBEHHO-
uudpoBoli UACHTU(HUKATOP AOKYMEHTa, KOTOpPbIM (QopMHUpyeTCs Ha OCHOBE
NPHUCBOEHHOTO TopsakoBoro Homepa COJI (npu Hamuumu), OYKBEHHOTO
COKpalleHHUs BUJa JOKYMEHTA, MOPSAKOBOIO HOMEPA IOKYMEHTA.

Ha poxymeHTe, MOJANKWCAHHOM COBMECTHO JABYMsi U 0Ooljiee oOpraHamu
(opraHuzanusMu), TPOCTABJSIFOTCS PETUCTPANMOHHBIE HOMEpa JIOKYMEHTA,
MPUCBOCHHBIC KaXJbIM M3 HUX. PerucrpanvoHHbIE HOMEpa MPOCTABISIOTCS B
MOPSAJKE YKa3aHWs HAWMMEHOBAHUW OpraHu3aldii B 3aroJ0BOYHOM YacCTH
(mpeamOyIe) JOKYMEHTA B OTACISIOTCS APYT OT APyra KOCOHW YepTOi.

JlaHHBIN PEKBU3UT 00s3aTENECH AJIsl BCEX BUJIOB JJOKYMEHTOB, MOIEKAIINX
perucTpaluu.

2.10. PexkBu3uT «CchblIKa HA PErUCTPAIIMOHHBINH HOMEP U ATy
NMOCTYNHUBIIEr0 JOKYMEHTa»

Ccpuika Ha perHCTPalMOHHBIM HOMEDP U JaTy MOCTYNHUBIIETO JOKYMEHTA
HCIIOJIb3YETCS TOJIBKO B TEX TOKYMEHTAaX, KOTOPBIE SIBIISIFOTCS OTBETAMH, U
BKJIFOYAET JATy U PETUCTPALIMOHHBIA HOMEDP NOKYMEHTA, Ha KOTOPBIN 1aeTCs
OTBET, HAITPUMED,

Ha Ne03-24/147 ot 03.02.2018
B TekcT nuchbMa-oTBETA CBEIEHHS O PETUCTPALIMOHHOM HOMEPE U J1aTe
MOCTYIHBILETO MHChbMa HE BKIFOUAIOTCS.

2.11. PexkBU3UT «AapecaT»

AJlpecaToM JOKYMEHTa MOKET ObITh OpraHu3allvs, CTpPyKTYpHOE MoApa3ieicHue
OpraHu3aluu, JOJKHOCTHOE WU (DU3UYECKOE JIUIIO.

PexBu3ut «Anpecar» opopmiisieTcst Ha OJIaHKE C YIJIOBBIM PACIOI0KEHUEM
PEKBU3HUTOB - B BEpXHEH MPaBON YacCTU JOKYMEHTA, Ha OJIaHKE C MPOJI0JIbHBIM
PacIONIOKEHHEM PEKBU3UTOB - CIIpaBa MoJi pekBU3uTaMu OnaHka. CTpoku
pPEKBH3UTA «AApecaT» BIPABHUBAKOTCS I10 JIEBOMY KPar0 WUJIM LHEHTPYIOTCS
OTHOCUTEIIBHO CaMOM JIJIMHHOM CTPOKH.

[Ipu agpecoBaHuU JOKYMEHTA TOKHOCTHOMY WK (PU3NUECKOMY JIUILY WHUIIUAIIBI
yKa3bIBatoTcs nepes pammineil. HamMeHnoBaHue opraHu3aluu U ee
MOJpPa3ACIICHUs YKa3bIBAIOTCA B UMEHUTEIIBHOM NaJ1€K€E, HAIPUMED:

Anmunuctpanus JIOKTEBCKOTo pailoHa
Komwurer no nemnam apxuBoB

JIOJKHOCTD JU1a, KOTOPOMY aJIpECOBaH IOKYMEHT, YKa3bIBalOT B 1aTEIIbHOM
najiexe, Harnpumep:

Anmunauctpanus JIOKTEBCKOTO pailoHa
Komwurer no nenam apxuBoB
Havaneauky oTaena

N.O.damumus



[Ipu agpecoBanuu JOKYMEHTA PYKOBOJUTEIIO OpraHa, IopuIndecKoro Juia
HaUMEHOBAHUE €T0 BXOJIUT B COCTAaB HAUMEHOBAHMUSI IOJKHOCTH ajpecara,
HarpuMmep,

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

Ecau nokymeHT oTnpaBisieTcsi B HECKOJIBKO OJTHOPOJIHBIX OpraHU3aIui, TO UX
clieyeT yKa3bIlBaTh 0000IIEHHO, HAIIPUMED,

PykoBoaurenam npeanpustui
CTPOUTEIILHOTO KOMILIEKCa

[Ipu paccbUike JOKYMEHTA HE BCEM OPTraHU3AIUSAM WU CTPYKTYPHBIM
MOAPA3AEICHUSIM MOJT PEKBU3UTOM «AJipecar» B CKOOKaxX yKa3bIBaeTCs:

«(1mo crucKy)».

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

Otnenenue Ilencuonnoro ¢honaa
Poccuiickon @enepannun

1o AJITaliCKOMY Kparo

p-kT Komcomonbckuid, 80-a
r.baprayn, 656056

[Tpu agpecoBannu TOKyMEHTa (PU3HMUECKOMY JIMITY YKa3bIBAIOT MHULIKAIIBI U
(dbaMunio mosyyaTtens, 3aTeM MOYTOBBIN aipec, HaIpUMeD,

N.N.BanOBY
np-kT Ctpouteneit, 6, kB.26
r.baprayn, 656058

B ogHOM nOKyMEHTE HE JIOKHO OBITh 00Jiee YEThIPEX aJI[PecaToB.

IIpn anpecoBaHnM JOKYMEHTA HECKOJIBKUM aapecaTam cioBo «Komus» He
nuiercs. [Ipu GonblieM KOIUYECTBE aJIPECaTOB COCTABIISIETCS CIIUCOK PACCHUIKU
JIOKYMEHTA, U Ha KaXJ0M JJOKYMEHTE YKa3bIBAETCS TOJIBKO OJUH aJpecaT WK
aapecat oopmiiseTcsi 0000IEHHO.

B agpecare BHYTpeHHEro JOKYMEHTa YKa3bIBA€TCS JOJKHOCTb, MHULIMAJBI U
(dbamuiist pyKOBOJIUTEIS OpTraHa.

CHOucok pacChUIKHA COCTABIIAETCS UCITOTHUTEIIEM.

B cocTaB pexBu3uTa «Aapecar» MOKET BXOAUTh MOYTOBBIN aIpec. DIIEMEHTbI
IMOYTOBOIO aJpeca YKa3blBAlOTCA B IOCIEAOBATEIBHOCTH, YCTaHOBJIEHHOU
[IpaBunaMu Oka3aHus yCIYT MOYTOBOU CBA3H.

[TouTOBBIN agpec He yKa3bIBaeTCS B JOKYMEHTAaX, HalpaBsieMbIX B BBICIIUE
OpraHbl BJIACTH, BBIIIECTOSIINE OPraHU3AIMH, TOABEIOMCTBEHHBIE OPTraHU3AllUH U
MMOCTOSIHHBIM KOPPECTIOHAEHTAM.


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

[Tpu oTmpaBKe MUCHMA IO AIEKTPOHHOM IoUTe WK (PaKCUMUILHOM CBs3H (0e3
JOCBUIKH TI0 ITOYTE) MMOYTOBBIH aapec He yKasbiBaeTcs. [Ipu HeoOX0AMMOCTH
MOJKET OBITh YKa3aH 3JICKTPOHHBIN ajapec (HoMep Tenedona/dakca).

2.12. PexkBu3ut «I'pud yrBepKaeHNs TOKYMEHTA»

VYTBepxkeHne — 0co0blii crnoco0 yA0CTOBEPEHUS JOKYMEHTA. [JoKyMeHT,
NOJIEXKAIINA YTBEPKACHUIO, IPUOOPETAET IOPUINUECKYIO CHITY TOJIBKO C
MOMEHTA €r0 yTBepkKAeHUS. JJOKYyMEHTBI yTBEPKIAAIOTCS COOTBETCTBYOLIUMU
OpraHamM¥ WIX JOJKHOCTHBIMHU JIMI[AMH, B KOMIIETEHIIHIO KOTOPBIX BXOJUT
pEILIEHNE BOIIPOCOB, U3JI0KEHHBIX B ATUX IOKYMEHTaX.

I'pud yTBepkIeHHA NTOKYMEHTa MPOCTABISAETCA Ha JOKYMEHTaX B MPaBOM
BEPXHEM YTJy NIEPBOTO JIUCTA TOKYMeHTa. CTPOKM PEKBU3HUTA BBIPABHUBAIOTCS I10
JI€BOMY Kparo WM HEHTPYIOTCS OTHOCUTEIBHO CaMOM JUIMHHON CTPOKH.

[Ipu yTBEp>KAEHUU JOKYMEHTA JOJKHOCTHBIM JIMLIOM TpU( yTBEpKIACHUS
coctour u3 ciuoBa YTBEPXJIAK), HauMeHOBaHUS JOJDKHOCTH  JIMIIA,
YTBEPKJAIOIIEr0 JOKYMEHT, €ro IMOANUCH, WHULWAJIOB, (aMHIMU M JaThl
YTBEPKJICHUS.

Hanpumep:

YTBEPX]JIAIO
(momxKHOCTB)

HaumenoBanue
OopraHu3aluu

N.O0.®amunusa
JIMYHAs OOAIUCH
JlaTta

1503071
YTBEPXJIAKO
['maBa agmMuHMCTpanu
paiioHa
N.O.Oamumms
JINYHAS OITHCH
JlaTa

HpI/I YTBCPKACHHUU JOKYMCHTA HCCKOJIBKUMHU NOJDKHOCTHBIMU JIMIIAMHU UX
oA CH paciiojararoTcsa Ha OAHOM YpOBHC, HAIIpUMCED,

YTBEPXJIAIO YTBEPXJIAIO
IIpencenarens koMuTETA [Ipeacenarens otnena
1o 00pa30BaHUIO 10 KyJIbTYpe
N.O0.®damunus N.O.®amunusa
JINYHAs MOIINCH JINYHAas MOJITNCH

Jata JlaTta



[Ipu yTBepkAeHUU AOKYMEHTa pPacCHOPSAUTEIbHBIM JOKYMEHTOM TIpUd
yTBepxacHus coctout w3 cioBa YTBEPX/EH" ("YTBEPXIEHA",
"VTBEPXJEHBI" nnu "VTBEPXJIEHO"), corimacoBaHHOTO ¢ HauMEHOBaHHEM
BHJIa YTBEPKIAEMOT0 JIOKYMEHTA, Ha3BaHUS BUJA PACIOPSIUTEILHOTO JOKYMEHTA
B TBOPUTEIBLHOM MaJIeKe, €ro AaThl, HOMepa. Hanpumep:

(Pernmamenr) YTBEPXJIEH
(HauMeHOBaHHE JOKYMEHTA)
oT«  » N
(TTpasuia) (YTBEP/IEHEI)
(HauMeHOBaHME JOKYMEHTA)
OT«  » N

IIpn yTBEpKAEHUH AOKYMEHTA KOJUIETHAIBHBIM, COBEIIATEIbHBIM WA WHBIM
OpraHoM, pElIeHUs1 KOTOPOro (PUKCUPYIOTCS B MPOTOKOJIE, B rpude yTBEpKICHUS
yKa3bIBacTCs,, HAUMCHOBAHHWE OpraHa, Jara W HoMep MpoTokona (B CKOOKax).
Hanpumep:

(ITonoxenwue) YTBEPXJIEHO
Hay4HO-TeXHUYECKUM COBETOM
OBY "Unnosarus"
(mporokoit ot 12.09.2017 N 12)

2.13. PexBm3ut «Pe3oaronusa»

B coctaB pe3ontonuu BXOJIAT CAEAYIOUE SJIEMEHThI: (paMuius, MHUIATbI
ucnoJaHUTENs (MCIIOTHUTENCH), COJIep)KaHUuE TIOPYUYCHHS, CPOK MCIIOTHCHHUS,
MOAIHCH, AaTa.

B cnyyasx, koraa nopydyeHue J1aeTcsi ABYM WIIM HECKOJIBKUM JIMLIAM, PABHBIM 11O
JOJKHOCTH, OTBETCTBEHHBIM HCIOJTHUTENIEM SIBIISIETCA JIMIO, YKA3aHHOE B
MMOPYYEHUHU MEPBBIM.

PexBuzut «Pe3omonus» MumeTcss OT PyKd B BEPXHEW IPaBOW 4aCcTH JOKYMEHTA.
Pe3ountonus MoxkeT 0hopMISITECS HA OTACIIBHOM JIUCTE C YKa3aHHEM
PETUCTPALIMOHHOIO0 HOMEPA U JIaThl IOKYMEHTA, K KOTOPOMY PE30JIFOLIMS
OTHOCHTCS.

JlaHHBII PEeKBU3UT 00s3aTENICH AJI BCEX JTIOKYMEHTOB, MOJICKAIINX UCIIOTHEHUIO
Y IIOCTAHOBKE HA KOHTPOJIb.

2.14. PekBU3HUT «3arojiOBOK K TEKCTY»

JlokyMeHTHI (IIOCTaHOBJICHUE, PACIIOPSHKEHHUE, TIPUKA3 U JAp., 32 HCKIIIOUSHHEM
MOPYYEHHH, TelerpaMm, Teje)oHOrpaMM, U3BEILECHU) JOJKHBI UIMETh 3aroJI0BOK.
3aroJIoBOK K TEKCTY Me4aTaeTcsl OT JIEBOW I'PaHMIIBI TEKCTOBOIO MOJIs, 0€3
KaBbIYeK, OH JOJDKEH OBITh MAaKCHUMaIbHO KPaTKUM M OTBEYATh HAa BOIIPOC:

«O gem?», Hanpumep, «O0 U3MEHEHHH...», «O BBIACICHUH...». TOUYKa B KOHIIE



3aroJ0BKa HE CTABUTCS. 3ar0JIOBOK, COCTOSIIMI M3 HECKOJIBKHUX CTPOK, ITeUaTaeTCs
gyepe3 OJMH MEKCTPOYHBIA HHTEPBAI.
JlnrHa CTPOKH 3aroyioBka — He Ooiiee 28 meyaTHBIX 3HAKOB.

2.15. PexkBm3uT «OTMETKA 0 KOHTPOJIE»

[IpocTaBnsieTcst Ha BceX JOKYMEHTaX, TPEOYIOMIMX KOHTPOJISI UCIIOTHEHHUSI, B BUJIE
OykBBI «K» (KKOHTPOJIB») WM IITAMIIOM KKOHTPOJIb» B BEPXHEM IT0JIC JOKYMEHTA.

2.16. PexkBu3ut «TekcT 10KyMeHTa»
TpeGoBaHus, npeabsiBisieMble K TEKCTY Pa3JIMYHbIX BU/I0B IOKYMEHTOB

TexkcT qOKyMEHTa JOJKEH OBITh COCTAaBJIEH I'PAMOTHO, SICHO, TIOHSITHO W IO
BO3MOXKHOCTH KpPaTKO, COOTBETCTBOBATh IMPABWJIAM M HOPMaM PYCCKOIO S3bIKA.
TekcT M1OKyMeHTa JOJKEH COJIepkKaTh JOCTOBEPHYIO U aKTyalbHYI0 HH(GOPMAIHIO,
JIOCTATOYHYIO JIJIsl IPUHATHS PEIICHUN WU UX UCIIOJTHEHUS, HE IOJKEH JOMYCKaTh
Pa3IUYHBIX TOJTKOBAHUIA.

B Texcte nokymeHTa, MOJrOTOBICHHOM Ha OCHOBaHUU 3aKOHOJATEIbHbBIX WU
MHBIX HOPMATUBHBIX IPABOBBIX aKTOB, paHee W3JaHHBIX PACTIOPAIUTEIbHBIX
JIOKYMEHTOB, YKa3bIBAIOTCSA UX PEKBU3UTHI:

- HAaMMCHOBaHWE JIOKYMCHTa, HANMEHOBaHWE OpraHa BjacTH (OpraHu3aIuu),
u3gaBIiero(ei) TOKyMEHT, JaTa JOKyMEHTa, PETUCTPAIMOHHBIN HOMEp JOKYMEHTA,
3aroJ0BOK K TEKCTY;

- HAaMMEHOBAHWE OpraHU3allMu WIH JOJKHOCTHOTO JIMIA, YTBEPAMUBILIETO
JIOKYMEHT, JlaTa YTBEPKACHUS IOKYMEHTA.

TexkcT JOKyMEHTa MOKET COJAEpKaTh pas3Aeibl, MNOAPA3ACHbl, ITYHKTHI,
MOAMYHKTHI, HyMepyeMble apaOckumu udpamu. YpoBHel pyOpuKanuu TeKCTa He
JIOJIKHO OBITH O0Jiee YeThIpeX.

CBs3HBIN TEKCT, KaK IPaBWIO, COCTOUT U3 JIBYX YacTeil. B nepBoi yactu
YKa3bIBAIOT IPUYHUHBI, OCHOBAaHMUS, IIEJIU COCTABICHHUS IOKYMEHTa, BO BTOPOM —
3aKJIIOYUTEIbHON — PEIIeHUSs], BBIBOJIbI, MPOCHOBI, PEAJIOKEHUS, PEKOMEHAAIUU.
TekcT MOXKeT cojiepKaTh OJIHY 3aKITIOYUTEIBHYIO YacTh (HalpuMep, IPUKa3bl —
pacropsAUTENbHYIO YaCTh 0€3 KOHCTAaTUPYIOIIEH; MUChMA, 3asBJIICHUS — IPOCHOY
0e3 TMOsSICHEHUS; CIIPAaBKH, TOKJIATHBIC 3aIIUCKH — OLICHKY ()aKTOB, BBIBOIBI).
Heo6x0auMo MCKITI0YaTh U3 TEKCTA JIMIIHUE CJIOBA, KOTOPHIE B JOKYMEHTE HE
HECYT HUKAKHX CMBICIIOBBIX OTTCHKOB (HE KHACTOSIIIIUHN aKT», a «aKT»; He
«HACTOSIIIIAM TIPEJTAraeTCs», a KIPelyIaracTCsa» Wik KIIpeiaracm»).
Ynorpebnenue npodeccuoHanu3MoB (CJI0B, CBOWCTBEHHBIX JIOISIM KaKOH-IH00
poheCCum) TOIKHO OBITH OTPAHUYCHO.

Crnenyet n3berath TaBTOJIOTHH («CBOOOTHAS BakaHCHs», «B cpok 10 10.05.2018»).
B Tekcre mokymMeHTa (KpoMe MpaBOBOTO aKTa) CIICAYeT YIIOTPEOISITh HITH
obmrenpuHsaThe cokparierust (OO0 — 00mEecTBO ¢ OrpaHHYESHHON
OTBETCTBEHHOCTHIO) WJIM COKPAIEHUS, pacliupoBaHHBIC B CKOOKaX MIPH MTEPBOM

YIIOMUHAHUH B TEKCTE, HAIIPUMEp, TpYyIIa ONEePaTUBHOTO pearupoBanus (naisee —
'OP).



Hanucanue oTienbHBIX HAUMEHOBAHUM, CJIOB U CIIOBOCOYETaHUM, HauOoJIee 4acTo
yIOTPEOIIeMBIX B TEKCTE JOKYMEHTA, U3J0KeHO B npuioxeHuu 10.

Ha noxymeHnrax, odopmiisieMbIX Ha ABYX U OoJiee JIMCTaX, BTOPOM U MOCIEAY IO
JIUCTHI TOJKHBI OBITH MPOHYMEPOBaHbl. HoMepa TUCTOB MPOCTaBASIOTCS B TPaBOM
BEpXHEM YTy JIUCTa apabckumu udpamu 1 6€3 Kakux-J11u00 3HAKOB.

TeKCTBI CIIOKHBIX TOKYMEHTOB (CIIPaBKH, OTYETHI, 0030PbI, JTOKJIA/IbI, TIOJI0XKCHHSI
U T.JI.) IEJISATCS Ha Pa3Aeiibl, MyHKTHI, MTOAITYHKTHI.

Pa3nensl TekcTa CHa0XKal0TCs 3aroJ0BKaMH, KOTOPbIE LICHTPUPYIOTCS O IUPUHE
TEKCTa.

OT TekcTa 3arojIOBKU OTACISIIOTCS OJTHUM MEXCTPOUHBIM UHTEepBasioM. HymepyroT
pazzielibl, MyHKTHI U TOJAMYHKTHI apaOCKUMU LU pamu.

[Tocne HOMepa MOJMYHKTa CTABUTCS] TOUKA U TEKCT MeYaTaeTCsl ¢ MPOMUCHOMN
OYKBBI, IOCJIE€ MOJIIMTYHKTA CTABUTCS TOUKA C 3aISITON, HAPUMED,

2. Komurery 1o emaM MOJOACKH ............. :
2.1. O0eceYuTh .....vnev .. :
2.2. PasmecTuTh ... oenenn ... )

O06o03HaueHUs MOJIMYHKTOB MEYATAIOTCS C KPACHOU CTPOKH.
B Ttakux nokymeHTax, Kak 00bSICHUTEIbHbBIC 3aITUCKH, JOKJIAIHbIE 3aMUCKH,
UCIoab3yercs Gopma U3JI0KEHUS OT IEPBOTO JIMIA €IMHCTBEHHOIO YMCIa
(«ITpornry HampaBUTh...», «CYUTAI0 HEOOXOIUMBIM...»).
B npyrux Bumax 10KyMEHTOB HCHOJIb3YEeTCsl PopMa U3T0KEHUSI OT TPETHETO JIUIa
¢JIMHCTBEHHOTO YUCIIa («...CYUTACT BO3MOXKHBIM...», «...HE BO3PAXKAET...» U T.]I.)
WM TIEPBOTO JIMIIA MHOKeCTBeHHOTO uncia («Hampasisem...», «[Ipocum...»). B
JAHHOM CJIy4Yae PyKOBOJUTENb, MOAMUCABIINI JOKYMEHT, BHICTYIA€T OT UMEHU
oprasa.
CiyxeOHbIe TOKYMEHTBI I1€YaTal0TCA Ha KOMITBIOTEPE C UCIIOIB30BAHUEM, KaK
npaBmiio, TekcroBoro pexakropa Word for Windows mpudTom Times New
Roman pasmepom 14 (uist co3manusi OCHOBHOTO TEKCTa JOKYMEHTA) 4epe3 OJUH
MEKCTPOUHBIM UHTEPBAJ, IOMYCKACTCS MevaTaTth JOKYMEHTHI U uepe3 1,5
MEKCTPOUYHBIX HHTEpBaa (MUChMa, JIOKJIabl, 01aro1apCcTBCHHbBIC MTUChMA,
CIPaBKH, JOKJIATHBIC 3aIMCKH U T.J.), KpPOME TIPABOBBIX aKTOB. B OTACIIbHBIX
CJIy4asix B IPOEKTaX MPABOBBIX aKTOB pazMep HpudTa MOKET ObITh YMEHBIIIEH 10
13 wu 12 (1 TabJInIl, PUCYHKOB H T.I1.).
J{ns BbIIEIEHUS YACTH TEKCTa JOKYMEHTA, 3aroj0BKa, MPUMEYAHUS MOTYT
MCIIO0Ib30BaThCs WPUTHI APYTUX TUIIOB U Pa3MEPOB, JKUPHOE HaUepTaHUE,
KyPCHB, U3MECHEHHBIH (YMEHBIIEHHBIN) HHTEPBAT MKy CTPOKAMHU, CMEIICHHE
OTHOCHTEJIHHO TPAaHUI] OCHOBHOTO TeKcTa (KpOMe MPOEKTOB MPABOBBIX aKTOB).
[Ipu neyaTanuu TabIUI TAKXKE MOKHO UCIOJIBb30BaTh MIPUPTHI APYTUX pa3MEPOB.
B nokymeHTax, U3roToBlIeHHBIX Ha Oymare opmara A4 U BKIIOYAIOIINX
COJIEpKATENbHYIO YaCTh, IPEACTABICHHYIO B BUJE TAOIUIIbI, IOMTyCKAETCS
PacIoIOKeHHE PEKBU3UTOB MapajIeIbHO AJTMHHONW CTOPOHE JIUCTA.

PexBu3uTHI (KpoMe TEKCTa), COCTOSIINE U3 HECKOIBKUX CTPOK, MEeYaTatoT
4yepe3 OJUH MEKCTPOYHBIA HHTEPBaJ. PEKBU3UTHI OTACIAIOT APYT OT Apyra 2 — 3
MEKCTPOUYHBIMU UHTEPBAJIAMH.



B noanucanubie WK yTBEP>KIEHHbBIC JOKYMEHTBI BHOCUTH KaKUe-I100
M3MEHEHHUSI, UCITPaBJIEHUS, IOMOJIHEHUS 0€3 pa3peiieHus Jula, MOAIUCABIIETO
WJIU YTBEPAUBIIETO IOKYMEHT, HE I0MTYCKAETCH.

PexBU3UTHI WIIM UX YACTH, BHOCUMBIE PYKOIIMCHBIM CITIOCOOOM B IOKYMEHTHI,
MpeaHa3HAYCHHBIC I Pa3MHOXKEHUS, BHITIOIHSAIOTCS TOJIBKO YEPHUIAMU WU
MacTOM TEMHOTO IIBETA.

[Ipu HanM4YMU B TEKCTE CCHUIKK HAa CHOCKY OHA 0(hopMIIsieTCs 3BE3/J0UKOM WK
nudpoit, Hanmpumep: * win 1. TeKCT CHOCKH mevaTaeTcs 4epe3 OauH
MEKCTPOUHBIM UHTEPBAI B KOHIIE KaXA0W CTPAHUIIbI HIIH MOCTE MPUIOKEHHS B
uenom noa ueptoit. [locne cuMmBoa ee TEKCT rnevaraercsi ¢ ponucHoi OykBel. B
KOHIIE TEKCTa CHOCKU CTABUTCS TOYKA.

Ha oaHoit cTpanuile He JOKHO MPOCTABIATLCA 00JIee TPeX CHOCOK.

2.17. PexkBu3uT «OTMETKA 0 HATMYHUYU MPUIOKEHHUS»

[TpunoxeHue K MpaBoBOMY akTy (MpuiIokeHue 4) T0KHO 0053aTeIILHO
HMMETH CIECIYIOIINE 3JIEMEHTBI: TPUIIOKEHNE, YKa3aHUE BUJIA TOKYMEHTA, K
KOTOPOMY OHO IIPUJIAraeTcsi, €ro AaTy U HOMEp, 3arojIoBOK, TEKCT.

Ecnu npunoxenune ogHo, 0HO HE HyMepyeTcs. [Ipn HATMYNM HECKOTBKUX
MPUIOKEHHU I Ha KaXKJIOM U3 HUX MPOCTABIISIETCS MOPSAKOBas 1udpa B TOU
OYEpPETHOCTH, B KAKOM OHU YIIOMHUHAIOTCS B TEKCTE JOKYMeHTa. OTMETKA O
HOMEpE NPUIOKEHUS IOKYMEHTa, K KOTOPOMY OHO MPHUJIATA€TCA, YKa3bIBACTCS B
IIPaBOM BEPXHEM YTy IIEPBOTO JucTa. 3HAK Ne HE IeYaTaeTcs.

[Tpunoxenust opOpMIISIIOTCS. HA OTAEIbHBIX JIUCTaX, CTPAHUIIBI B KAXKIOM
MPUIIOKEHUN HYMEPYIOTCSI CAMOCTOSITENIbHO, HAYUHASL CO BTOPOTO JIMCTA.

Ecnu B nmpunoxxeHun uMeroTcst Hu(poBbie MOKa3aTelu, TO YKa3bIBACTCs
€IUHULIA UX U3MEPEHHUS.

OTMeTKa 0 HAIMYUK MPUIIOKEHUS K CITY)KEOHOMY JOKYMEHTY Ie4aTaeTcs OT
Kpasi JIEBOro noJisg 0e3 ad3aI[HOro OTCTYyIa, OTACISIETCA OT TEKCTa OJJHUM
MEKCTPOUYHBIM MHTEPBAJIOM, HAIIPUMED,

CCJIM TIPHIIOKEHNE Ha3BaHO B TEKCTE:
[Tpunoxenue: Ha 5 JI., B 2 9K3.

Ecau noKkyMeHT uMeeT MpUII0KEHUs, He Ha3BaHHBIC B TEKCTE WIIH €CIIH
MIPUIIOKESHUH HECKOJBKO, TO UX HAMMEHOBAHUS HEOOXOIUMO MTEPEUUCTIATD C
yKa3aHHEM KOJHMYECTBA JUCTOB B KAXKJIOM MPHUIIOKEHUH U YUCIIOM UX
AK3EMILIAPOB, HAIIPUMED,

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

Ecnu eciin mucbMo HaIpaBisieTCsl HECKOJIBKUM ajipecaTaM, a JIOKyMEHT-
MIPUIIOKEHUE TOJIBKO MEPBOMY aJPECATy TO B OTMETKE O HATUYUU MPHUIIOKECHUN
YKa3bIBAETCA, B KAKOW aIpeC NMOCHUIAETCA MPUIOKEHUE, HATTPUMED,

[Ipunoxxenue: Ha 5 1., B 1 3K3. B IepBbIN aapec.
Ecau npunoxenue cOponItopoBaHo, TO YKa3bIBAETCS TOIBKO KOJTUYECTBO
AK3EMILISPOB, HAIIPUMED,



[Tpunoxenue: MHCTPYKITUS IO IETOMPON3BOJICTBY, B 2 IK3.

Ecnmn x 1OKyMeHTyY IIpuiaratoT Apyrom JOKyMEHT, HMEIOIIUN TPUIIOKEHHE,
TO OTMETKY O HAJIMYUU MPUII0KEHHS O(POPMIISIOT CIEAYIOLUM 00pa3oM:

[Tpunoxenune: moroBop or 15.03.2018 Nel85 wu mnpuimokeHne K HeMy,
Bcero Ha 12 1., B 1 9Kk3.

Ecnu nmpunoxxeHneM sSBISIFOTCSI JOKYMEHTHI, 3alIMCAHABIC HA (YU3UIECKU

000CO0JIEHHBIN 3JIEKTPOHHBIA HOCUTEb:

[Ipunoxenne: DVD-R B 1 3k3.

IIpu »ToM Ha BKiIanbiine (KOHBEPTE), B KOTOPBIH IOMEIIAETCS HOCHTEIb,
YKa3bIBAIOTCS HAWMMEHOBAHHS JOKYMEHTOB, 3alMCAaHHBIX HAa HOCHUTENIh, WMEHA
(aitnoB, 00beM B OaliTax.

2.18. PexBu3ur «Iloagnmuce»

[Toanuck — 00s3aTenbHbI PEKBU3UT JoKyMeHTa. [loanuckiBatoTes u
YTBEPKIAIOTCS TIEPBBIE IK3EMIUISIPBI TOKYMEHTOB, TPU HEOOXOUMOCTH — UX
KOIIHH.

JIOKYMEHTBI TOANUCHIBAIOTCS TOJKHOCTHBIMU JIMIIAMU OPTraHa B COOTBETCTBUU C
JOJKHOCTHBIMU UHCTPYKIUSIMU. B cocTaB moanucu BXoauT 0003HaYeHUE
JOJDKHOCTH JIUIIA, TTOAMKUCABIIETO JOKYMEHT (ITOJIHOE, €CJIM IOKYMEHT COCTaBIICH
He Ha OJIaHKe, M COKpAIICHHOE — Ha JJOKYMEHTaX, COCTABJICHHBIX Ha OJIAHKAX),
JTUYHAas MOANUCH U €€ paciiupoBKa, HapUMep,

I'maBa ropona JINYHAsI TIOINIACH N.O0.®amunus
WIn

IIpencenarens koMuTETA
1o 00pa30BaHUIO JINYHAS TIOAITHUCH N.O0.®amunus

[tammbl ¢ (aKCUMUIBHBIM BOCIPOHM3BEJACHHEM MOMMUCH ((hakcHuMuIIe)
MOTYT UMETh PYKOBOJUTEIN OPTraHOB U UX 3aMECTUTEIIH.

HeobxoaumMocThb W3TOTOBJIEHUS niramna c (haKCUMUITbHBIM
BOCTIpou3Be/icHHEeM Toanuck  (pakcumuie) pyKOBOIUTENs oOpraHa W €ro
3aMECTUTENEN ONPENENAETC PYKOBOAUTEIEM OpraHa.

[lopsinok ucnosb3oBaHus (PaKCUMUIIE U MEPEUYEHb IOKYMEHTOB, Ha KOTOPBIX
JIOMYCKAaeTCs UCIO0JIb30BaHUE (paKCUMUJIE, ONPEIEIIIeTCS TPAaBOBBIM aKTOM OpraHa.

IIpu cornacoBaHnu TOKyMEHTA JIMIIOM, UMEIOLINM ITPABO MOJAMKUCH B CIIy4dae
BPEMEHHOT'0 OTCYTCTBUSI PYKOBOJAUTENS, pacuiudpoBka haMming yxe
MIOArOTOBJIEHHOT'O M COTJIACOBAHHOTO MPOEKTa TOKYMEHTA BHOCUTCS OT PYKHU.

JIOKyMEHT MOXKET OBITh MOJMKUCAH UCIIOJIHSIOIIUM O00S3aHHOCTH
JOJKHOCTHOTO JIMIA ¢ YKa3aHUEM ero (DaKTUUECKON TOKHOCTH U (haMUIIUH.



He nomyckaercst CTaBUTh KOCYIO UEPTY, HAAIUCH «3a%», «3aM» MEPe]
HAaMMEHOBAHUEM JOJDKHOCTH JIMIA B IOAMUCH, €CIU JOKYMEHT MOANUCHIBAET HHOE
JOJKHOCTHOE JIULIO.

JlonyckaeTcs B pekBu3uTe «lloanuce» neHTpupoBaHNE HAUMEHOBAHHUS
JNOJDKHOCTH JIMLA, MOANMKUCABIIETO IOKYMEHT, OTHOCUTEIBHO CAMOM AJIMHHOU
CTPOKH.

[TocTanoBnEHUs, paCIOPSHKEHUS AIMUHUCTPALIMY pailoHa — TJIABOU
aIMHUHUCTPALNY PANOHA, NPU €r0 OTCYTCTBUU — JIMLIOM, UCITOJTHSIOIIUM €T0
00s13aHHOCTH.
[TocTaHOBIICHHUS, PACTIOPSDKEHUS CENbCKUX (TIOCEITKOBOW) aIMHHHUCTPAIIHNA —
TJIABOM CeIbCKOM (ITOCETKOBOM) aIMUHUCTPAIUH, IIPH €r0 OTCYTCTBUHU — JIUIIOM,
UCIIOJTHSIIOIINM €T0 00513aHHOCTH.
[Tpuka3el — pyKoBOIUTEIEM OpraHa (P ero OTCYTCTBUU — JIUIIOM,
UCTIOJTHSIONINM €ro 00s13aHHOCTH) JINOO €ro 3aMEeCTUTEIIEM B COOTBETCTBHUU C
JNOJKHOCTHOM MHCTPYKIHEH.
B ornenax, ynpaBieHUAX 1 KOMUTETAX JOKYMEHTHI TOANUCHIBAKOTCS
pyKoBoaHTEIEeM (IIPH €0 OTCYTCTBUU — JIUIIOM, UCTIOJTHSIOIIMM €ro 00sI3aHHOCTH)
100 3aMECTUTENIEM PYKOBOJIUTEIISI B COOTBETCTBUH C TOJIKHOCTHOM
MHCTPYKIHEH.

IIpy mnoanucaHuu HOOKYMEHTAa HECKOJIBKUMH JOKHOCTHBIMHM  JIMIAMH,
3aHMMAIOIIMMU PA3HOE MOJ0KEHNE, UX MOANUCH PACTIOIATAOTCS OJHA MOJ APYTron
B MOCJIEIOBATEIIBHOCTH, COOTBETCTBYIOLIEN CTaTyCy NOKHOCTH. Hanmpumep:

IIpencenarens [Toanuck N.0. ®amunus

['naBHbI Oyxrantep [Tonnuce N.0. ®amunus

[Tpu moamucaHuy JOKyMEHTa HECKOJBKUMU JIUIIAMU PAaBHBIX OJKHOCTEH MX
MOAMKUCH PacoJiararoTcsi Ha oJHOM ypoBHe. Hanmpumep:

3aMeCcTUTENb TUPEKTOPa 3aMeCcTUTENb TUPEKTOPa
1o (PMHAHCOBBIM BOIIPOCAM 10 aAMUHUCTPATUBHBIM BOIIPOCAM
[Togmuces  N.O. Gamunus [Toanuce N.0. ®amunus

B nokyMeHTax, NOATOTOBIEHHBIX KOMUCCHEH, B MOANMCH YKA3bIBAETCS CTATyC
JYIa B cocTtaBe komuccuu. Hanmpumep:

N.O. ®amunus

[Ipencenarens KoMUCCHU [Toanuce
YsieHbpl KOMHCCUH [Toamuce N.0. ®amunus
[Toamuce N.O. ®amunus

HpI/I nmoAnmruCaHnn  AOKYMCHTA  JIMIOM, HUCITIOJIHAOMINM 00s3aHHOCTH



PYKOBOAMTEJIS, MTOAMUCH O(QOPMIISETCS ¢ YKa3aHUEM CTaTyca JODKHOCTHOTO JIAIA
B COOTBETCTBHH C NpHKa3oM (pacniopspkeHuem). Hanpumep:

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

Hcnionasgrommii 0013aHHOCTH
TAPEKTOPA IHoanuce N.0. ®amunns

IToamuck pacrionaraeTcst HIKe TeKCTa Ha 2 — 3 MEKCTPOYHBIX HHTEpBaJIa, JITTHHA
CTPOKH C YKa3aHHEM HaMMEHOBAaHHS JOJDKHOCTHOIO JIUIIA HE JOJDKHA IPEBBIIIAThH
8 cM u meyaTaeTcs yepe3 OauH MEKCTPOYHBIM HHTepBall. PacmmdpoBka moamucu
pa3MenaeTcs Ha ypOBHE MOCIICTHEH CTPOKH HAMMEHOBAHUS JOHKHOCTHOTO JIUIA U
BBIPABHUBAETCS 10 IPABOMY Kparo JOKyMeHTa. Mexny HHUIManamMu u pamMuimeit
poOes He CTaBUTCS.

2.19. PexkBu3ut «CorjiacoBanue U BU3BMPOBaHHE JOKYMEHTa»

I'pud cornacoBaHusi MPOCTABIAETCS HA JIOKYMEHTE B CIIy4ae €ro BHEIIHETO
corjacoBaHus (coriacoBaHW€ C OpraHaMH BIIACTH, HWHBIMH OpPraHU3ALMSIMHU,
JIOJKHOCTHBIMU JIMIIAMHU).

I'pud cormacoBanus B 3aBUCUMOCTH OT BUJA IOKYMEHTA U OCOOEHHOCTEMN €ro
ohopMIIEHHUS MOYKET MPOCTABIIATHCS .

- Ha MEePBOM JINCTE JOKYMEHTa (eClIi JOKYMEHT UMECT TUTYJIbHBIN JIUCT, - Ha
TUTYJBHOM JINCTE) B JICBOM BEPXHEM yIJy Ha ypoBHE I'puda YTBEpPKICHHS HIIN
0] HANMEHOBAaHUEM JOKYMEHTA OJIMKE K HHYKHEMY TOJII0);

- Ha TIOCJIETHEM JIMCTE JIOKYMEHTA IMOJT TEKCTOM,

- Ha JIMCTE COTJIAaCOBAaHUSI, SBIISIONIEMCS HEOTHEMIIEMOM YacThIO JOKYMEHTA.

OdopmisieTcs coriacoBaHue JIMOO BUSUPOBAHUEM MPOCKTA JOKYMEHTA,
1160 Tprd)OM COTJIACOBAHMUS.

IIpu cornacoBaHuM TOKyMEHTA BH3a BKIIOYAET B C€O0S HAMMEHOBAHUE
JOJDKHOCTH JIUIIA, BUSHUPYIOIIETO JOKYMEHT, MOJMKUCH, paciu(POBKY MOIMUCH
(vHMIMAIIBI, (PaMUJIUs) ¥ 1aTy ITOAITHCAHUS.

Bu3sbl npocTaBiasoTCS Ha JUIEBOM CTOPOHE HUKE TOAMUCH PYKOBOIUTEIIS,
Hampumep,

I'pud cornacoBanusi coctout u3 cinosa "COI'JTACOBAHO", nomxHOCTH
JIMIIA, C KOTOPBIM COTJIaCOBaH JOKYMEHT (BKJIFOYAss HAMMCHOBAHHUE OPTaHU3AIINH),
€ro COOCTBEHHOPYYHOM NOAMKMCH, WHUIMATIOB, (paMUIUU, AAThl COTJIACOBAHMSI.
Hanpumep:

COI'JTACOBAHO

N.O.®amunusa
JINYHAas OOAIUCH




Jlata

[Tpu coracoBanmm CITy’KeOHBIX JOKYMEHTOB BU3bI IPOCTABIISIOTCS HA
MOCJICTHEM JIUCTE BTOPOTO IK3EMILISApA JOKYMEHTA PSIOM C PEKBU3UTOM
«OTMeTKa 00 UCTIOTHUTENEY.

Ecnu cormacoBanne OCymecTBISICTCS MUCHbMOM, MMPOTOKOJIOM, TO TpUQ
corjlacoBanusi opopMIIsIeTCs o cieayromieit hopme:

COI'TTACOBAHO
ITucemom MHCTUTYTA BOOHBIX
1 DKOJIOTHYECKHUX MPoOIeM

Cubupckoro otaenenus PAH
ot 06.02.2018 Ne451-805

nIm

COI'NTACOBAHO

[Iporokonom 3acenanus [IpaBnenus
CTPaxoBOM KOMITaHUM
«HenBmxumMocTb»

ot 21.02.2018 Ne107

I'pud cornmacoBanus pacnonaraercst Huxe pekpusnurta «lloanucs» B IeBOM
HIDKHEM YTTy TOKYMEHTA.

I'pud cornacoBanust MOXKET pacriojiaraTbCs Ha OTIeIbHOM «JIlucTte
COTJIACOBAHMS», €CIIU COJACPKAHUE JOKYMEHTA 3aTPAaruBacT UHTEPECHl HECKOJIBKHUX
opranu3anui. Ha nokymenTe nenaercs otmerka «JIuct cornacoBanus
MPUJIAraeTCcs».

CornacoBaHue NMPOEKTOB MOCTAHOBIICHUH, PACTIOPSIKEHUN, IPUKA30B
OpPraHOB MECTHOTO caMOyIpaBlieHus (1ajee — IpaBoOBbIe aKThl) OGOPMIISICTCS Ha
000pOTHOM CTOPOHE MOCJIETHETO JIUCTAa IPABOBOIO aKTa, Mepe]] MPUIOKEHUSIMU
(mpwitoxenwue 5).

B noxkyMeHTax, MOJIMHHUKU KOTOPBIX XPaHSATCS B OpraHU3allMU, BU3bI
MPOCTABJISIOT Ha TIOCIEIHEM JIUCTE JOKYMEHTa I0J] MOJMHUCHhI0, Ha 000poTe
MOCJEAHEr0 JUCTa TNOJIMHHUKA JIOKYMEHTAa WIM Ha JIKCTE COTJaCOBaHMS
(BU3UPOBaHU), MPUITATAEMOM K JIOKYMCHTY.

B ucxomdmux JOKyMEHTaX BHU3bl MPOCTABIAIOTCA Ha JK3EMIUISpax
JOKYMEHTOB, IIOMENIAEMBIX B JIEJIO.

[To ycMOTpeHuI0 OpraHu3aluyd MOKET IPUMEHATHCS MOJIUCTHOE BU3UPOBAHUE
JIOKYMEHTA U €r0 MPUJIOKEHUH.

I'pud cormacoBanust MpaBOBBIX AKTOB COJEPKUT CIACAYIONIUE AIEMEHTHI: IPU
coOmonenuu noJei: aesoe — 10 mm, mpaBoe — 35 MM, BepxHee — 20 MM, HUKHEE
— 20 MM, B BepXHEH YaCTH JINCTA OT TPAHUIIBI JIEBOTO TTOJISI TIEYaTACTCS CJIOBO
«COI'NTACOBAHO», nanncanHoe NponucHbIMU OyKBaMu 0€3 KaBbIUEK,
HAaMMCHOBAHWE JIOJDKHOCTH (BKIJIFOUAsi HAMMCHOBAHHE OpPTraHa), JIMYHYIO MTOJIIHUCH,
JaTy COTJIACOBAHUS, MHUIIMAJBI U (PaMUJTUIO JIUIIA, C KOTOPBIM COTJIACOBBIBACTCS
JOKYMEHT.



2.20. PexkBusur «Ileuarp»

ITeyaTh 3aBepsAET MOMIUHHOCTH MOJMUCH JOJHKHOCTHOTO JIMIA Ha
JOKYMEHTAaX:

YAOCTOBEPSIONINX MPABA JIULI;

OoTpakaromuXx (akThl,

CBSI3aHHBIX C (DMHAHCOBBIMU CPEJICTBAMH,

VHBIX JOKYMEHTaX, MPelyCMaTPUBAIOIINX 3aBEPEHNUE MOAMUCH IIEYATHIO B
COOTBETCTBHHM C 3aKOHOJATEIBCTBOM Poccuiickoil @enepanni.
KonuuecTBo nevarei agMUHUCTPALIMU FOPOA, UX BUJIbI, MECTO XPAHEHMUSI, OPTaHbI
aIMUHHUCTpau PEMOBCKOTo CE€IbCOBETA, UMEIOIINE ITPABO UCIOJIH30BAThH
OOJIBIIYIO U MAJTYIO0 TepOOBBIE MEYaTH aIMUHUCTPALIMN PEMOBCKOIO CEJIbCOBETA,
ONPENICIISIIOTCS PACIOPSHKEHUEM aIMUHUACTpaiii PEMOBCKOIO CEbCOBETA.
KonnuecTBO nevyareit ”HOro opraHa MECTHOTO CaMOYIIPaBJICHUS, UX BUJIbI, MECTO
XpaHeHUsI, JTUIA, UMEIOIIUE MPAaBO X UCII0Jb30BaTh, ONMPEACIISIIOTCA
PYKOBOJIUTEIEM MHOTO OpraHa MECTHOI'O CaMOYIIPaBJICHHUS.
ITeuats HA TOKYMEHTE IO KHA OBITh CHHEr0 MU (DMOJIETOBOTO 1iBeTa. [leuaTh
MPOCTABJISIETCS, HE 3aXBaThIBask COOCTBEHHOPYYHOM MOANKCH JIUIIA, TTIOIMMCABIIETO
JOKYMEHT, WIH B MecTe, 0003HaueHHOM «MII» («MecTto medatu»).
Ha ¢uHaHCOBBIX JOKYMEHTaX Ie4YaTh JOJDKHA pacriojaraThbCsl CTPOTO B TPaHHUIIAX
YCTaHOBJICHHOM J1J1s1 HEE 30HBI U HE 3aTParuBaTh APYyrue PEKBU3HUTHI.
Konuun 1okyMEHTOB ¢ 4YepHOM MEYAThIO SIBIISIFOTCA HEJCHCTBUTEILHBIMU.
ITucrMma, BBITIOTHEHHBIC HA OJ1aHKaX OPraHoOB, HE TPEOYIOT yI0CTOBEPEHUS
M€YaThIO.

2.21. PexkBu3uT «OTMETKA 0 3aBEPEHUMN KONMU»
OTMeTKa 0 3aBepeHUH KOMUU 0(hOpMIISIETCS 1JIs MOATBEPKICHUSI COOTBETCTBUS
KOIIMH JOKyMEHTA (BBIMMUCKH U3 TIOKYMEHTA) TOJUTMHHUKY JJOKYMEHTA.
OTMeTKa 0 3aBEpEHUN KOITUH NPOCTABIIAETCSA MO peKBU3UTOM «lloanuce» n
BKJIFOYAET: HAAMUCh «BepHO», JOJKHOCTH JIMLIA, 3aBEPUBILIETO KOMUIO, JIMYHYIO
TIOJIITUCH, PACIIH(POBKY MOANKMCH (MHUITHAIBI, PaMIIINs), 1aTy 3aBepeHUs,
Hanpumep,

Bepno.
Ynpapisironui aeaaMu
N.O0.®amunus

JVYHas TOAINCH
15.02.2018

IIpaBoBbIE aKThI, TOJIEKAIIME PACCHUIKE COIIACHO CIMCKY, BBIAAIOTCS B KONUAX U

JOJIKHBI COJIEPKaTh HEOOXOAUMbIE PEKBU3UTHI: JATy MOMKUCAHUS,

PETUCTPAIIMOHHBIN HOMEP M OBITh 3aBEPEHBI MeYaThIO «/[JI1 MOCTaHOBICHUN U

pacnopsLKEeHUN» WK « /[ mpuka3oB».

[TocTaHOBNIEHHS AAMUHUCTPALIMU PAOHA, KACAIOLINECS BOIPOCOB OXPAHBI IIPaB

JIETCTBA, BBIAIOTCS 3asBUTEIISIM B BUJI€ NyOIMKATA C MOJJIMHHON MOANUCHIO T1aBbl

aJIMHHUCTpPAIIAN paiioHa, 3aBEPEHHOM neuaThbio («/[JIst MoCcTaHOBICHUH 1

pacIopsLKeHU»).



Konuu npaBoBbIX akTOB, He 0003HAYEHHBIE B CIIMCKE HA PACCHUIKY, BBIAIOTCS
3asiBUTEJISIM HA OCHOBAaHUMW MUCHMEHHOTO 3asBJICHUS B TEUCHHE 30
KaJICHIAPHBIX IHEH C MOMEHTA PErucTpaluy COOTBETCTBYIOIIETO OOpaIllCHHUS.
Konuu cHUMaroTCs TOJIBKO C JOKYMEHTOB, U3aHHBIX OPTaHOM.

HckntoueHnre cocTaBIsItOT CyKeOHbIE TOKYMEHTHI, Kacaromuecs ohopmMiIeHus
TPYJOBBIX OTHOIICHUH U (HOPMUPOBAHHUS JTUYHBIX 1T (KOIHH TPYIOBBIX KHUKEK,
JMILIOMOB, CBUCTEILCTB O MOJYYCHUU 00pa30oBaHus | T.1.). JJaHHBIC TOKYMEHTBI
MOTYT KOIIUPOBAThCS U 3aBEPATHCS OPraHOM, HE3aBUCHUMO OT TOTO, KEM OHU
BBIJIaHBI.

Ha konusix MHOTOCTpaHUYHBIX TOKYMEHTOB OTMETKA O 3aBEPEHUU KOTTUU
MPOCTABISAETCS HA KaXKJIOM JIUCTE JOKYMEHTA UM Ha MOCIEIHEM JIUCTE
MPOIIUTOTO UM CKPETJIEHHOTO MHBIM 00pa30M JOKYMEHTA. 3aluch O MECTE
HAXO0XJICHUS MOJJIMHHUKA MPOCTABIISIETCS TOJILKO Ha MOCIIETHEM JINCTE
JIOKYMEHTA.

Jlist 3aBepeHuss KOMUU JOKYMEHTA, U3rOTOBJICHHOM Ha OyMa)KHOM HOCHUTEIE,
MOXET UCIOJIb30BATHCS ITAMII.

Konuu 5>71eKTpOHHBIX JOKYMEHTOB, HAmpaBisieMblX MO HHGOPMAIMOHHO-
TEIEKOMMYHUKAIIMOHHOM ~ CEeTH,  3aBepsIlOTCSl  DJIEKTPOHHOM  MOJIMHUCHIO
PYKOBOAUTENSl OpraHu3ally WM HWHOrO YINOJIHOMOYEHHOTO WM JHIa U
BBICBUIAIOTCS ~ MOJIy4aTeIl0 C  COMPOBOAMTENBHBIM MUCBMOM B  (dopme
ANEKTPOHHOTO JOKYMEHTA.

Komnuu 35eKTpOHHBIX JOKYMEHTOB Ha (PU3HUECKH 00OCOOJIEHHBIX HOCUTEISAX
BBICBUTIAIOTCS TOJIy4YaTel0 C COMPOBOAUTEIBHBIM MMHUCHbMOM Ha OyMaXXHOM
HOCHUTETIE.

B compoBoauTENbHOM MHCbME K KOMUSIM 3JIEKTPOHHBIX JOKYMEHTOB
yKa3bIBaeTCs:

HaUMEHOBaHUWE HWH(POPMALIMOHHOM  CHCTEMBI, B KOTOPOH  XpaHSTCS
JOKYMEHTHI,

HAaWMEHOBAHUS IOKYMEHTOB, KOITUHU KOTOPBIX HAMPABISIOTCS MOIYYaTENIO;

Ha3BaHus (ailioB TOKYMEHTOB ¢ yKazaHueMm (opmaroB (aitnoB u obObema
Kaxzaoro ¢aina B 6aiiTax;

JlaTa U3rOTOBJICHUS U 3aBEPEHUSI KOTIUU.

[Tpu 3TOM Ha pu3MUecKkn 000COOTEHHOM HOCHUTENIE HECMBIBAEMBIM MapKEpOM
ykasbiBaetcs: "'TIpmnoxkenue k nmucbMy ot (mara) N ..."

Komnusi »nexkTpoHHOTO JOKYMEHTa, MpE/CTaBI€HHAass B BUIE JOKYMEHTa Ha
OyMa>XHOM HOCHUTEJIE, 3aBEPSETCA B MOPSAKE, YCTAHOBICHHOM HHCTPYKIUEH ISt
3aBEpEHUs KONMUU JIOKYMEHTOB Ha OyMa)KHOM HOCHTENE, C yKa3aHUEM, B Kakou
MH()OPMALIMIOHHOM CHUCTEME XPAHUTCS AJIEKTPOHHBIN JOKYMEHT.

2.22. PexBm3uT «OTMETKA 00 MCIIOJTHUTEJIE»

OTMmeTKa 00 MCITOJIHUTENIC BKITFOYaeT (haMUJIHIO, HMsI i OTYECTBO (ITpH
HAJIMYUH) UCTIOJTHUTEIISA, HOMEp ero Teneora. OTMeTka 00 UCTIOTHUTEIIE MOXKET
JOTOJIHATHCS HANMEHOBAHUEM JOJKHOCTH, CTPYKTYPHOI'O TTOAPA3ICIICHUS U
ANEKTPOHHBIM aApecoM UCTOJHUTENS. OTMETKa 00 UCTIOTHUTENE 0POPMIISIETCS Ha
JIMLIEBOM CTOPOHE IMOCIIEIHETO JINCTA JOKYMEHTA OT TPAHULIBI JIEBOTO TOJIS WJIH,
MIpU OTCYTCTBUU MECTA, - HA 0OOPOTHOM CTOPOHE JIMCTa BHU3Y CJIEBA.



OtMeTka 00 MCMOTHUTENE MOXKET OPOPMIISTHCS KAaK HUKHUNU KOJTOHTUTYI U
nevyaTaTbes MPUQPTOM MEHBILIETO pazMepa.

2.23. PekBM3UT «OTMETKA 0 MOCTYIJICHHH JOKYMEHTa»

OTMeTKa O MOCTYIUIEHUH JTOKYMEHTA B OPTaH COAEPKUT MOPSAIAKOBBIA HOMEDP U
JaTy MOCTYIUICHUS TOKyMeHTa (IIpH He0OXOIUMOCTH — Yachl, MUHYTHI).
JlonyckaeTcs OTMETKY O MOCTYIUIEHUH IOKYMEHTA B OpPraH MPOCTABIISITh B BUJIE
ITaMIa B MPaBOM HHXKHEM YTITy.

[Ipu nmocTymieHnn TOKyMEHTA MO 3JIEKTPOHHOU noute oTMeTKa «IlomydeHo no
AJEKTPOHHOUN MOYTE» MPOCTABIISIETCSA PSIAOM C OTMETKOM O MOCTYIJICHHUH.

2.24. PexBu3ut «OTM™METKA 0O HaripaBJCHUMA JOKYMCEHTA B 1€J10>»

OtMeTka 00 UCTIOJIHEHUH IOKYMEHTA W HAIMPABJICHUH €T0 B JIEJI0 BKIIOYAET:
KpaTKUe CBeJIeHHs] 00 UCTIOJIHEHHUH, €CJIM OTCYTCTBYET IOKYMEHT,
CBUJICTEIHCTBYIONIUN 00 UCTIOJIHEHU U, WM, TIPU HATMYUU TAKOTO JOKYMEHTA,
CCBUIKY Ha €r0 JIaTy U HOMEP, OTMETKY «/[», nary, MOANNUCh PyKOBOJIUTEIS,
CHSABLIETO JOKYMEHT C KOHTPOJIA.

3. lopsaiok padoThI ¢ IPABOBBIMH AKTAMU
3.1. IopsiAoK NMOATOTOBKH MPOEKTOB NPABOBBIX AKTOB

[TpoeKThI MPaBOBBIX AKTOB FTOTOBSATCS O IMMOPYYCHUSM TJIaBbl PeMOBCKOTO
CEJIbCOBETA, 3aMECTUTEJICH TJIaBbl aIMUHUACTPAINU PEMOBCKOTO CellbCOBETA.

B 1iensix cBoeBpeMEHHOTO MPUHSATHS MPABOBBIX aKTOB MOATOTOBKA MX
MIPOEKTOB OCYIIECTBIISACTCS HCIIOJIHUTEIEM C YI€TOM CPOKOB, HEOOXOIUMBIX JIJISI
COOJTFOJICHUS TTPOIIEAYPHI TIOJITOTOBKY POSKTOB, B TOM YHCJIE JIJIS MX
COTIACOBaHUS CO BCEMU 3aWHTEPECOBAHHBIMH JIMIIAMH, TPOBEICHUS
AHTHKOPPYIITHOHHOM SKCIIEPTHU3bI, TPOBEICHUS TPOIICTYPHI OLICHKH
PEryJIMPYIONIET0 BO3ACHCTBYSI M OOIIIECTBEHHOTO O0CYKICHHS, HITH
MyOJIMYHBIX CIIyIIaHui (B cliydae HEOOXOIMMOCTH).

OTBETCTBEHHOCTH 3a Ka4€CTBO TMOJIOTOBKH MTPOSKTOB MPABOBBIX aKTOB, UX
COIIACOBAHUE C 3aMHTEPECOBAHHBIMKI CTOPOHAMH HECYT PYKOBOJIUTEIIA OPTaHOB,
KOTOPBIC TOTOBST IMMPOCKTHI IPABOBBIX aKTOB.

[TpaBoBbIC aKTHI, APYTUE CIYKEOHBIC JOKYMEHTHI, IPUHUMACMBbIC
U3/IaBaeMbIe Ha OCHOBE 3aKOHOB, YKa30B, TOCTAHOBJICHHU, PCIICHUH U
pacropspKeHU OPTaHOB TOCYIAPCTBECHHOMW BJIACTH, JOJDKHBI COIEPKATh CChUIKY Ha
HUX C YKa3aHUEM HaMMCHOBAHUS JIOKYMEHTa, €ro JIaThl, HOMepa.

[Tpu OATOTOBKE MPABOBBIX AKTOB HEOOXOIUMO PYKOBOJICTBOBATHCS
OCHOBHBIMH TIPUHIIUITAMH -

3aKOHHOCTH;

OTpaXEHUsS B HUX HHTEPECOB HACEIICHHUS,

¢IMHCTBA, TIOJTHOTHI, HEPOTHBOPESIHBOCTH;

TUTAHOMEPHOCTH U OIIEPATUBHOCTH TIOJITOTOBKH;

HAJIMYUS MEXaHU3Ma pealli3alliy IPABOBBIX aKTOB.



[IpoekTsl MpaBOBBIX AKTOB MeYaTarOTCs Ha Oankax ¢popmara A4, mpudTom
Times New Roman pa3mepom 14,

Kax b1t TMCT MpaBOBOIO aKTa, B TOM YUCIIE€ U IPUIIOKEHUH, TOJKEH UMETh
MOJIsl HE MEHEE, MM

BepxHee — 20;

aeBoe — 35;

npaBoe — 10;

amxHee — 20.

3aroJIOBOK IEYATAETCS HA PACCTOSIHUU OT PEKBU3UTA «/laTa» HUXke HA
2 — 3 MEeKCTPOYHBIX UHTEPBAJIA.

TekcT oTAensieTcs OT 3aroJioBKa IByMsI MEKCTPOUYHBIMU HHTEPBAIaMHU,
MeyaTaeTcs Yepe3 OJIMH MEXXCTPOUHBIN MHTEPBA U BEIPABHUBAETCS I10 JIEBOU U
NPaBoOM TpaHUIAM TEKCTOBOTO 1ot (rmo mupuHe). [lepBast crpoka ab3amna
HAYMHACTCS Ha pacCTOSHUU 12,5 MM OT JI€BO# rpaHUITBI OIS,

Kak mpaBmiio, TeKCT IpaBOBOTO aKTa AOJIKEH COCTOSATh U3 2-X
B3aMMO3aBHCHMBIX YacTel: KOHCTATHPYIOIIeH (mpeaMOyJibl) U TTOCTAHOBIISIONIEH
(B pactiopsKeHHSIX — pacopsIUTEIbHOM). OCHOBHYIO CMBICJIOBYIO HATPY3KY
HECEeT MOCTAHOBIISIIONIAs YAaCTh, OHA M3JIaraeTcsi B IOBECTBOBATEILHOM (hopMe.

[IpeamOymna 3aBepiiaercs cioBom «IIOCTAHOBJIAIO»,
«ITPUKA3BIBAIO».

B npaBoBbIX akTax UCHOJBb3yEeTCs (PopMa U3JI0KEHHS OT MEPBOTO JIUIA
enuactBenHoro yucia ([IOCTAHOBJISIO, ITPUKA3BIBALO), uto siBisieTcs
oTpaxeHnem npuHiuna exuHonavanua. Cnosa [IOCTAHOBJIALO,
[MPUKA3BIBAIO neuatatoTcsi IpONUCHBIMU OyKBaMU € OTAECIBHON CTPOKH OT
HYJIEBOTO MOJIOKEHUSI Ta0yaTopa 0e3 MpoOeIoB MeXAy MeUYaTHbIMUA 3HAKaMHU,
3aTeM CTaBUTCS IBOCTOUME, HAIIPUMED,

INOCTAHOBJIAIO:

[ToctanoBsiromas (pacropsIUTeIIbHAS) YaCTh MPOSKTOB IIPABOBHIX aKTOB,
Kak MMPaBUJIO, TOAPA3IEISIETCS HA IMTYHKTHI, B KQKJIOM U3 KOTOPBIX COIEPKATCS
OT/ACJIbHBIE TIOPYUYECHUS.

B ka)x70M ITyHKTE IMOCTAHOBIISAIONIEH (pacopsANTeIbHOM) YacTh
YKa3bIBAIOTCS . UCIIOJHUTEIb (OPTaH MECTHOTO CaMOYIIPABJICHUS, KOHKPETHOE
JOJDKHOCTHOE JIUIO, OPraHu3aIns), MPEANHCHIBAEMOe CHCTBUE U CPOK
VICTIOJTHCHMUSL.

[IpennuceiBaeMoe AEUCTBUE BBIPAXKAETCS TJIATOJIAMU B HEONIPEACICHHON
dbopme, Hanpumep,

«MOJITOTOBUTH», KOOECMIEUUTH», KOPraHU30BaATH», KUHGYOPMUPOBATHY.

Ecin B mopydenusx (myHKTaxX, MOJITYHKTaX) YKa3bIBACTCS UCIIOTHUTEIIEM
OpraH MECTHOTO CaMOYTMPABJICHUS WU OpTraHu3alusi, TO paMuIus U UHUIUATIBI €€
PYKOBOAMTEJIS MHUIIYTCS ITOCIIC HAMMEHOBAaHHS opraHa (opraHu3aIium), B CKOOKax,
B MIMEHHUTEIBHOM IAaJIEXKE, HAIIPUMED,

Otneny no kyasType  (MBanos M.N.)

Ecim nmopydenue naercst HEOCPEICTBEHHO PYKOBOIUTEIIO OpraHa
MECTHOT'O CaMOYIIPABIICHUS WJIM OPTaHU3AIUH, TO JIOJDKHOCTh PYKOBOIHUTEIIS,
(baMWIHsS ¥ UHUIHAIBI TANTYTCS 0€3 CKOOOK B AaTEILHOM MaJIeKe, HapuMep,



Hauansnuky otnena no kynsrype Msanosy .M.

Ecnu B cBsi3m ¢ INPUHATUCM IIPABOBOI'0 aKTa IIPCKPpAIlatOTCA, U3MCHAIOTCA
IMPaBOOTHOUICHUS, YPCTYJIMPOBAHHBIC PAHCC ITPUHATBIMU ITPABOBBIMU dKTAMU, TO B
IIPOCKTC HCO6XOI[I/IMO YKa3aTb, KaAKMC U3 HUX IIPU3HAIOTCA YTPATUBIIUMHA CHUITY
Wy 1ImogjacxKatr UI3BMCHCHHUIO U B KaKOH 4acCTH.

HpCI[HOCJ'ICI[HI/IM ITYHKTOM IIPABOBOI'0 aKTa ABJISCTCA I/IH(l)OpMI/IPOBaHI/Ie 0
XO0JI€ BBIIIOJIHCHHUA NOKYMCHTA C YKa3aHNCM KOHKPCTHOI'O CpOKa, HAIIPpUMCDP,

HNudpopmupoBath 00 HCIIOJTHESHUH TOCTAHOBIICHUS (PacTIOPSHKCHHMS)
no 20.05.2018.

B nocnegneM nmyHKTe NpaBOBOTO aKTa yKa3bIBAETCS JIMIO, HA KOTOPOE
BO3JIara€TCs KOHTPOJIb 34 €r0 BHIIOJIHEHHUEM.

JIOKHOCTH 3aMECTUTENIEH IJIaBbl aIMUHUCTPAIIMA PEMOBCKOTO CEIbCOBETA
YKa3bIBAKOTCS MOJTHOCTHIO.

[Toamuch oTAenseTcst OT TeKcTa 2 — 3 MEKCTPOUHBIMU WHTEPBATAMH,
[€YaTaeTCsA OT TPAHULIBI JIEBOTO MOJIA.

Nuunmans! 1 pamMuimns neyaTarTcsl y IpaBod IPaHUIbl TEKCTOBOIO MOJIS.

[Ipy HANTMYMKY TPUITOKEHNUH K IPABOBOMY AKTY B TEKCTE HA HUX
00s13aTeNIbHO JIEaeTCsl CChIIKA, MeYaTal0TCs OHU Ha OTACJBHBIX JTUCTAX B
COOTBETCTBHH C MMyHKTOM 2.17 WHCTpyKIHW.

Ha nepBoli cTpanuie NpuiIOKEHUS B MPABOM BEPXHEM YTy MULIETCS CJIOBO
«IIpunoxenne», HUXKE Yepe3 OJIMH MEKCTPOUYHBI HHTEPBAJI JA€TCS CChUIKA Ha
MPaBOBOH akT (IMOCTAHOBJICHHE, PacIoOpsbKeHUE, IprKa3). Bee cocTaBHbIC yacTu
pekBu3nTa «lIpunoxxeHue» BBIPaBHUBAIOTCA 1O JIEBOMY KPArO U MEYaTAIOTCA Yepe3
OJIMH MEXCTPOYHBIM HHTEpBaJ. J[JTWHA CTPOKH HE TOJDKHA MPEBBIMIATH 8 CM U
OTPaHUYMBAETCS MPABBIM IIOJIEM JIOKYMEHTA, HAIIPUMED,

[Tpunoxenne 2
K IOCTAHOBJICHUIO
aJIMUHUCTpALIMU pailoHa

ot 15.02.2018 Ne75

3aroJ0BOK K TEKCTY MPHUJIOKEHUS NIeYaTaeTCsl IEHTPOBAHHBIM CITIOCOOOM.

HaunmenoBanue npuiiokeHus (IIepBoe CIOBO 3aroJioBKa MPHIIOKEHU)
BhIIeseTcs nporucHbiME OykBamu (ITOJIOXKEHUE, ITEPEYEHD, CITMCOK
U T.00.).

[Ipu HanM4YMU B TEKCTE MPUIOKEHUSI HECKOJIBKUX Pa3eiI0B UX 3ar0JI0BKU
MIEYATAIOTCS TaKXKE IICHTPOBAHHBIM CIIOCOO0M (OTHOCHUTEIHPHO TPaHUI] TEKCTA).
Touka B KOHIIE 3ar0JIOBKa HE CTaBUTCS. JlomycKkaeTcs BBIACIATh 3ar0JIOBKU
pa3ieNoB MOMYKUPHBIM HIPUPTOM.

TekcT npunoxeHust MOXKeT ObITh OPOpMIIEH B BUJie TaOIULbL. ['padbl 1
CTPOKH TaOJHIIbI TOJ>KHBI UMETh 3ar0JIOBKH, BBIPAKEHHBIE UMEHEM
CYILIECTBUTEIbHBIM B UMEHUTEIBbHOM Majexe. [loazaronoBku rpad u cTpok



rpaMMaTUYECKH JOJKHBI OBbITh COIIACOBAHBI C 3ar0J0BKaMH. TeKCT TaOIuIlbl
reyaTaeTcs uepe3 OJIMH MEKCTPOUHBIN HHTEpBaI.

Ecnu Tabnuiy neyatarot 6oJiee yeM Ha OJJHOM cTpaHulle, rpadbl TaOIUIIbI
JIOJIKHBI OBITh POHYMEPOBAHBI U HA CIEAYIOUIUX CTPAHUIAX ME€YaTAIOTCS TOJIBKO
HOMeEpa ATux rpad.

[TpunoxxeHus kK mpoeKkTaM MOCTAaHOBICHUM, pACTIOPS)KEHUM BUBHPYIOTCS
PYKOBOJUTEJIEM OpraHa, MoJIr0OTOBUBIIETO MPOEKT MPaBOBOTO aKTa, a CBSI3aHHbBIEC C
pacxoJioBaHUEM OIOJIKETHBIX CPEACTB — U IIpejiceiaTeieM KOMUTETA 110
(¢uHaHCcaM, HaJOTOBOM M KpEeIUTHOU MONUTHKE. Bu3a mpocrasusiercs Ha
000pOTHOM CTOPOHE MOCJIEIHETO JUCTA MPUIIOKEHUS B HUXKHEH ero 4acTu OT Kpas
JIEBOTO MOJISl U BKIIIOYAET JOJKHOCTH BUSHPYIOIIETO MPUII0KEHUE K PABOBOMY
aKTy, TOJITUCH W pacIIH(PPOBKY MOANUCH (MHUITUAIBI B (DAMUIIHS), & TAKXKE ATy
BU3UPOBAHUS.

Ha 060poTHO#1 cCTOpOHE MPaBOBOTO akTa O(hOPMIISAIOTCS: COrIacCOBaHUE,
3aTeM CIUCOK Ha PacChUIKY, JOJKHOCTHOE JIUI0, MOJITOTOBUBIIIEE TOKYMEHT. B
JIEBOM HMKHEM YTJy MPOCTABIISIIOTCS PEKBU3UT «OTMETKa 00 UCTIOTHUTEIIE.

OTBETCTBEHHOCTH 32 COJICPKAHUE MMPOEKTOB MOCTAHOBIICHUH,
pacropsiKeHUN U COOTBETCTBUE UX TpeOoBaHUSIM MHCTpYyKIIUU HECYT
UCIIOJTHUTENb U PYKOBOJUTENH OpraHa, B KOTOPOM MOJATOTOBJIEH JOKYMEHT.

3aBeplIarolUM 3TarloM B TOATOTOBKE MPABOBOIO aKTa SIBJISIETCS €r0
corjacoBanue u noanucanue. [Ipoext npaBoBoro akta 10 MOAMUCAHUS TTOJICHKUT
COTJIACOBAHMIO C 3aMHTEPECOBAHHBIMHU JIUIIAMH, B COOTBETCTBUHU C TYHKTOM 2.19
HNuctpykuuu. CornacoBaHue OCYIIECTBISETCS MyTEM BU3ZUPOBAHUS.

JIoJKHOCTHBIE JiHIla 00sI3aHbl BU3UPOBATH MPOEKTHI MPABOBBIX AKTOB, KAK
MIPaBWIIO, B JICHb NOCTYIUICHUS JOKYMEHTOB Ha COTJIACOBAaHWE, HO HE MO3/IHEE 2-X
pabouux JHEN CO AHS MOCTYIUICHUS MTPOCKTA.

[1poeKThl MyHULIUTTAJIBHBIX TPABOBBIX AKTOB 00 YTBEPKIACHUU MOT0KEHUIA,
MOPSIAKOB, PETJIAMEHTOB, MYHUIIMIIAJIBHBIX TPOTpaMM, 00 yCTaHOBJIEHUU TapU(OB,
a Tak)Ke MPOEKThl MYHULIUITAIbHBIX MPABOBBIX AKTOB O BHECEHUM U3MEHEHUI B
YKa3aHHbIE MyHULIUTIATbHBIE TIPABOBBIE aKThI ITyTEM H3JIOKEHUS COJIEPKALTUXCS B
HUX TOJIOXKEHU M, MOPSAIKOB, PETIaMEHTOB, MyHUIIMIIAIIBHBIX IPOTPAMM B HOBOM
pPEeMaKIINY TOITIeKAT BU3UPOBAHUIO B CpoK He Oosee 10 paboumnx mHEl.

[IpoeKThl MpaBOBBIX aKTOB, COIIACOBAHHBIE JTUO0 C MPUIIOKEHHBIMU K HUM
3aMeYaHUsIMH, IPEIOCTABISIIOTCA HA MOJMNUCH TJIaBe PEMOBCKOTO CebCOBETA HIIH
YIOJIHOMOYEHHOMY UM JIUILY.

[1poeKThl MyHULIUMTAIbHBIX HOPMATHUBHBIX MPABOBBIX aKTOB MOCIIE
coryiacoBaHus (BH3UPOBaHUs) MPOCKTA B 00A3aTEIHHOM HOPSIKE HAPABIISIOTCS B
OpraHbl IPOKYpPaTyphl, OCYIIECTBISIONINE HAA30P 32 COOII0JICHUEM OpraHaMHU
MecTHOTO camoynpasiieHus: Koncrurynuu Poccuiickoin ®enepanuu u
WCIIOJIHEHUEM 3aKOHOB, JIEUCTBYIOIIMX Ha Tepputropun Poccuiickoit ®enepannu, B
COOTBETCTBUHU C YCTAHOBJICHHBIM PACIpPEIeICHUEM OJIHOMOYUH ISl 3aKITIOUYEHUS.

B ciiyyae nocTy1uieHHs OJIOKUTEIBHOTO 3aKII0YEHUS OPTaHOB
MPOKYpPATyphl HA TPOECKT MYHULIUTTAIILHOTO HOPMATUBHOT'O MIPABOBOTO aKTa
MOCJIeAHUHN TOJICKUT MOJIMUCAHUIO PYKOBOJUTEIEM OpraHa MECTHOTO
cCaMOYTIpaBJICHUS, IPA €r0 OTCYTCTBUH — JIUIIOM, UCTIOJHSIONIUM €ro 00s3aHHOCTH.

[Ipu nostyyeHrnn OTPUIATENHLHOIO 3aKIIF0YEHUS OPTaHOB MPOKYPATYPhI HA
MPEAOCTABICHHBIN TPOECKT MyHULIMTIAIILHOTO HOPMATUBHOT'O MPABOBOI0O aKTa!



B CJIy4ae COTJIaCHsl C YKa3aHHBIMU B 3aKIIOUYEHUN 3aMEUAHUAMU
PYKOBOJMTENL OpraHa UiIv YIIOJHOMOYEHHOE UM JIUIO YCTPAHSET UX, U
0paOOTaHHBIN MPOEKT MOAJICKUT MOBTOPHOMY COTJIACOBAHUIO B YCTAHOBJIEHHOM
MOPSJIKE;

B CJIy4ae HECOTJIACUS C BBICKA3aHHBIMHU 3aMEUYAHUSAMU PYKOBOJUTEIL OpPraHa
uH(popMupyeT 00 3TOM Opranbl MPOKYypaTyphbl B MUCbMEHHOM BHJIE C YKa3aHUEM
MOTHBOB TIPUHSATOTO PEIICHUS B CPOK, HE mpeBbimaronmii 30 qHei co qHs
MOCTYIUICHUS 3aKJIFOYEHHS.

JlaTol MpaBOBOIO aKTa SIBIIAETCS J1aTa €ro PErUCTPALUU.

[TonnmucanHbIe MOCTAaHOBIICHUS, PACTIOPSKEHUS] PETUCTPUPYIOTCS U
PacChUIAIOTCS COTJIACHO CIIUCKY Ha PACCBLUIKY.

[TocTanoBneHUs, pacOPSKEHUS IJ1aBbl PETUCTPUPYIOTCA B cucteme COJ]
pa3aenbpHO B Mpeenax KaJeHIapHOro roja.

B cootBeTcTBHMH ¢ HOMEHKIATYPOU AE€1 NOCTAHOBIICHUS AIMUHUCTPALUN
PemoBckoOro cenbcoBeTa — NpOCThIE MOPSAKOBBIE HOMEPA, PACHOPSKEHUS
aAMUHUCTpalni PeMOBCKOTO cenbcoBeTa — ¢ 100aBIeHUEM OYKBBI «p».

Bce BubI IpaBoOBBIX aKTOB (DOPMUPYIOTCS B CAMOCTOSITENIbHBIC Jea.

PacnopsixeHus o TMYHOMY COCTaBY, KOMaHIUPOBKAM M OTIyCKaM
(bopMUPYIOTCSA B CAMOCTOSITEIbHBIE JI€JA.

PacnopsixeHns o TMYHOMY COCTaBy UMEIOT MOPSIKOBBIE HOMEPA C
no0aBieHuEM OyKB «JIC», MO KOMaHIUPOBKAM U OTIIyCKaM — ¢ J0OaBICHUEM
OYKBBI «K».

JIOKyMEHTBI, TOCTY>KUBIIHE OCHOBAHUEM JIJI1 OATOTOBKH IMOCTAHOBJICHUS
WJIN PACTIOPSKEHUS AIMAHUCTPAINU PEMOBCKOIO CeNbCOBETA, XPAHATCS B OpPTraHe,
MMOArOTOBUBIIIEM COOTBETCTBYIOIIHWM MPABOBOM aKT. Y Ka3aHHBIE JOKYMEHTHI
(dbopMupyroTCS B Jielia, UMEIOIIKE CPOK XPAHEHUSI KITOCTOSTHHO». JJOKYMEHTBI
MOJJIeKAT Mepe/ladye Ha MyHHUIIMTIIATbHOE XPaHEHHUE TOJIBKO B Cy4dae JTMKBUALINU
(ynpa3aHeHus) opraHa.

3.2. Opranmaunﬂ KOHTPOJIA 32 HCITIOJTHECHHUEM IIPABOBLIX AKTOB

[IpaBOBOM aKT JOJKEH UCIIOJIHATHCS B YCTAHOBJIEHHBIA B HEM CpOK. Eciu B
JOKYMEHTE HECKOJIBKO YHKTOB C Pa3HbIMUA CPOKAaMH UCIIOJIHEHHS, TO OH
CHHUMAETCSI C KOHTPOJIS MOCIIE€ BBIIIOJIHEHHUS MTOCIEIHETO 110 CPOKaM MEPOIPUSTHS,
IIPY YCJIOBUH BBITIOJIHEHUS BCEX MO3UIMHI MIPABOBOrO aKTa.

Ecnu B iporiecce paboThI BBISICHSIETCS. HEBO3MOKHOCTb COOJIIOJICHUS YKA3aHHOTO
CpOKa UCITOJIHEHUS, TO OH MOKET OBITh MPOJJIEH C YKa3aHUEM IMPUYHHBI
HEHCIIOJIHEHUS U HOBBIX IIPEJIAra€MbIX CPOKOB, HO HE MO3JHEE, YEM 3a ABa JTHS 10
OKOHYaHMS CpoKa. B mpOTHUBHOM cilydae IOKyMEHT CUMTAETCS HE UCIOJIHEHHBIM B
CPOK.

Nudopmaiust 0 BEIMOJIHEHUU TOCTAHOBIIECHHUS WM PACTIOPSKEHUS aipeCyeTcs
JNOJDKHOCTHOMY JIMILY, HA KOTOPOTO BO3JIOKEH KOHTPOJIb 3a €TI0 BBINOJIHEHUEM.
Ecnn 1oKkyMeHT CHUMAETCSl ¢ KOHTPOJIS, TO HA HEM JENAeTCs OTMETKA «/[», B
Cly4dae NpOJJICHUS CpoKa ero ucnoinHeHus — «JIK», B ciydae nepeBoja Ha
BHYTPEHHUN KOHTPOJb — «BK».

B agmMuHHCTparyu paiioHa CHATHE IIOCTAHOBIICHUS (PaCTIOPSHKCHHSI) C KOHTPOJIS
WJIY NPOJJIEHNUE CPOKA €T0 UCIIOJHEHUS OCYILIECTBISETCS TJIABOM aIMUHUACTPALIUU
paiioHa, B €r0 OTCYTCTBHE — JIUIIOM, HUCTIOTHSIIOIINUM €T0 00sI3aHHOCTH.



WHdopmarus o BHIIOJTHESHUH TOCTAHOBICHUS (paCOPSHKCHUS) WITH TPHYAHAX
MEpEeHoca CPOKa €ro UCHOJIHEHU, TOANUCAHHAs PYKOBOJAUTEIEM OT/IENA,
KOMUTETA, YIPABJIEHUS aAMUHUCTPALNYU paiOHA U 3aBU3UPOBAHHAS KYPUPYIOIIUM
3aMECTUTENEM TIJ1aBbl A/AIMUHUCTPALMH PAOHA, C MOJJIMHHUKOM 3TOr0 JOKYMEHTA
HE IT03/IHEE, YEM 3a J1BA THA 10 CPOKA UCIIOIHEHUS IIEPEIaeTCs II1aBe
aJMUHUCTpAllUM paiioHa Ha paccMoTpeHue. Mtorosas undopmanus 10mKHa
COJIEp>KaTh MOJHBIE CBEJICHUS] 00 UCTIOTHEHUH MO KaXJAOMY MYHKTY TOKYMEHTa U
MPEIJI0KEHNUE O CHATUH C KOHTPOJISL WIIM MPOJICHUU CPOKA UCITOJTHEHHUS C
YKa3aHUEM HOBOM JATHI.

['maBa agMuHHCTpanuu paiilOHa TIPUHUMAET PEUICHUE O CHATUU C KOHTPOJISI 3TOTO
JOKyMEHTa JU00 O MPOJJICHUH CPOKA €TI0 UCTIOTHEHUS.

[Tpu HE0OX0UMOCTH IJ1aBa aIMUHUCTpPAIIUU palioHa BEHIHOCUT BOIIPOC HA
paccMOTpEHNUE alMapaTHOroO COBENIaHus JIMOO MPOBOJUT COBEIIAHUE B paboueM
nopsiike, MO0 MaeT NONONHUTENbHbIE nopydeHus. [locne aToro nadopmanus
nepenaeTcs B AIMUHUCTpanno PEMOBCKOro cebcoBeTa I MOATOTOBKU
MTOCTAHOBJIEHUS O CHATHM C KOHTPOJIA TOKYMEHTA WU MPOAJIEHUN CPOKA Er0
ucnojiHeHus. [lepnoAnYHOCTh MOATOTOBKY TAKUX JOKYMEHTOB — HE PEXKE OJHOTO
pasa B KBapTall.

3aKOHYEHHBIE JEIOMPOU3BOICTBOM JOKYMEHTHI (DOPMUPYIOTCA B Ji€ja B
COOTBETCTBUH C HOMEHKJIATypPOM Ae.

4. Buabl cj1ykeO0HbIX IOKYMEHTOB
4.1. llpoToxoa

[IpoToKOJ — MOKYyMEHT, PUKCUPYIOLIUM X0 KOJUIETHAIBHOTO O0CYXIACHUS
BOIIPOCOB U MPUHSTHIX PEIICHUI HA COOpaHUSIX, COBEIIAHUSAX, KOMUCCHSIX,
3aceJaHusX.

[TpoTokosbl 0hOPMIISIIOTCS] CEKpETapEeM Ha OCHOBAHUU 3aIMCH X0J1a 3aCEJaHUM,
3BYKOBBIX 3aIHCEl ¥ MaTepHAIOB, TIOJITOTOBJICHHBIX K 3aceaHuIO0 (TEKCTHI
JOKJIaJ0B, BBICTYIUICHUH, TPOEKTHI PEIICHU, TOBECTKA JIHS, CIIUCOK
MPUTTANICHHBIX U JP.).

Cy1iecTBYIOT ABa BUJA MPOTOKOJIOB: MTOJHBIE U KpaTKUe. [10aHBIN TPOTOKOIT
COJICPKUT 3allUCh BCEX BBICTYIUICHUM HA 3acelaHUM, KPATKUIl — TOJIBKO (pamMuinnu
BBICTYNAIOIINX U KPATKYIO 3aMUCh O TEME BBICTYTICHUSI.

O0s13aTeIbHBIMU PEKBU3UTAMU IPOTOKOJIA SBJISIIOTCSA .

HaMEHOBAHUE OPraHa,

HAaUMEHOBaHHUE BH/Ia JOKYMEHTa (IIPOTOKO);

MOJTHOC HAUMEHOBAHHE KOJUIETHAILHOTO OopraHa (eciii MPOTOKOIHPYETCS
3ace/laHNe KOJUIETHAILHOTO OPraHa);

JaTa ¥ HOMEp 3aceIaHus;

CIUCOK MPUCYTCTBYIOIINX, MPUTTIAIICHHBIX JIMII;

MOBECTKA JHS;

(baMuny, THUIUAJBI IOKJIaTYUKOB, BEICTYNAIOIIUX MO KaXKIOMY BOIIPOCY
MOBECTKU JHS;

MPUHSTHIE PEIICHUS M0 KaKIOMY BOIIPOCY MOBECTKH JIHS,

MIOAITACH IPEACEATENS U CEKpETaps.



B npotokone oTpaxxaroTCsa MHEHHUSI [0 PACCMAaTPUBAEMBIM BOIIPOCAM U MPUHSTHIE
pelreHus. 3a NpaBUIbHOCTD 3aMUCEN B TPOTOKOJIE OTBEYAET
MpeICeNaTENbCTBYIOIINN HA TPOTOKOJIUPYEMOM MEPOIPHUSITUH.

daMuTUK TPUTIIAIIICHHBIX 3aIACHIBAIOTCS B TIPOTOKOJ (€CIIM UX HE oonee 15)
B ali(haBUTHOM MOPSIIKE C YKa3aHUEM MecTa paboThl U IOJKHOCTU. B mpoTokonax
MOCTOSIHHO JICMCTBYIOIINUX KOJUIETHATBHBIX OPTaHOB JOJXKHOCTH
MPUCYTCTBYIOIINX HE yKa3bIBatoTCcsA. Ecnu Ha 3acejaHuu NpUCyTCTBOBANIU OoJiee
15 npurnameHHbIX JIKil, TO COCTaBISAETCS CIUCOK MPUCYTCTBYIOIIUX, KOTOPBIN
npujiaraeTcsi K mpoTOKOIy, a B MPOTOKOJIE YKa3bIBAETCSl 0011Iee KOTUYECTBO
YYaCTHHKOB.

Bomnpocs! B moBecTke AHS (GOPMYIUPYIOTCS B MPEJIOKHOM Ma/IeKe C MpeasioraMu
«o», «00». He pexomMeH1yeTcst BOIPOC UM TPYIITY BOIPOCOB (POPMYIUPOBATH
cinoBoM «PazHoe».

B nportokonax ucnonb3yeTrcs popMa U3JI0KEHHS TEKCTA OT TPETHETO JIUIla
MHOKECTBEHHOTO unciia. CoepkaHue BhICTYIUIEHUNA U3J1aracTcsi OT TPETHETO
JIMLA €AMHCTBEHHOTO YUCIIA.

TeKCT OCHOBHOM 4acTH MPOTOKOJIA COCTOUT U3 Pa3/€JIOB, COOTBETCTBYIOIINAX
MyHKTaM noBecTku AHs. [locTpoenue 3amucu o0Cyx AeHUs KaXa0ro BOIpoca
MOBECTKH JHS OCYHIECTBIISIECTCS MO CXEME: «CIYIIAIHN —BBICTYITHIA — PEILIAIA.
Cnoa «CJIYITAJIN», « BBICTYITNJIN», «PEHINJIN» nuiryTcs nponuCHBIMH
OyKBaMH, Ka)KJ10€ — OT JIEBOM I'PaHUIIbI TEKCTOBOI'O MOJS, MTOCIE HUX CTABUTCS
nsoeroune. llepen cnoBom «CIIYIIIAJIM» craBuTcs HOMEpP BOIIPOCa MOBECTKH
TTHSL.

B paznene «CJIYIIAJIN» npuBoauTcs GaMuians U MHALKAIBI TOKJIQTIMKOB
(HaMMEHOBaHUE JIOJDKHOCTH YKa3bIBACTCS B IIOBECTKE JHS). 3aTeM JacTCs
coJiepkaHue JTokiIana (cooOmeHus, HHpopMamuu, otdeTa). Eciiu TokIa aukom
MPEIOCTABJIEH TEKCT TOKIIA/1a, AEIAeTCs CChUIKA HA 3TO, a TEKCT JOKIaaa
MPUJIAraeTcsi K NpOTOKOILY.

B paznene «BBICTYIIUJIN» npuBoasTcss paMUIMK U UHUIHAJIBI BHICTYIAIOIIUX.
Ecnu cnoBo npenocTapisercs Uiy, NPUrIalleHHOMY Ha 00CyXAeHUEe BOIpoca
MOBECTKH JHS, TO B IPOTOKOJIE YKA3bIBAETCS €ro (paMuiius, UHUIUAIBI U
JOJKHOCT.

Bomnpocs! k JOKIaI4MKY, BEICTYIIAIOIIMM U OTBETHI POTOKOIUPYIOTCS IO MEPE UX
MOCTYIUICHUS, HO BMECTO CJIOB «BOIIPOC», KOTBET» YKa3bIBAIOTCA (PaMUTIUU U
MHULIHAIIBI.

B paznene «PEIINJIN» 3anuceIiBaeTCs MPUHSATOE PEIIEHUE, KOMY, YTO CIIeJIaTh U K
KaKOMY CpPOKY.

B npoTokone oTpaxxaroTcsl BCE MPUHATHIE PEIICHHS ¢ YKA3aHUEM YHCIIA TOJIOCOB,
MMOJAHHBIX «3a», KIPOTHUB», KBO3JICPKABIINXCA», a TAKKE NPUBOIUTCS CITHUCOK
JIVII, HE YYaCTBOBABIINX B FOJIOCOBAHUM.

B ciiyyae yTBepkaeHUS KOJUIETHAIBHBIM OPraHOM KaKoro-I1u0o0 I0OKyMEHTa B
MIPOTOKOJIE TOJKHA COJEPHKATHCSA CChLIIKA HA 3TOT IOKYMEHT, a CaM JIOKYMEHT
JIOJKEH MPUJIaraTbCsl K IPOTOKOMY.

Oco000€ MHEHUE 10 IPUHATOMY PEIICHUIO0 YYAaCTHUK 3aceIaHus KOJIJIErHaibHOTO
OpraHa JAOJDKEH U3JIOKUTH U MOAINCATH HA OTJICIIBHOM JIUCTE, KOTOPBIN
npuiaraercs k npotokony. Coaepkanue 0co00ro MHEHHS 3alUChIBAETCA B
ITPOTOKOJI MTOCJIE 3aIIUCU COOTBETCTBYIOLIETO PELICHUS.



B Texcre mpoToKoIa OTpaXKarOTCsl pelIeHus 0 MPOIEAYPHBIM Bompocam (00
YTBEPKIAEHUHU MTOBECTKHU JIHA, O MPEKPAILEHUH IPEHU, O MPUHITUHU K CBEICHUIO
CIPaBOK, COOOIIECHUH H T.I1.).

K nportokony npunaratorcsi TEKCThI IPUHATHIX PEIICHUN, MPOCKTHI PENIEHUN U
CIMCOK MPHUCYTCTBYIOIINX Ha 3aceaHuu (MIpU HEOOXOIUMOCTH — CTCHOTpaMMa), a
TaKKe NepeaHHbIe MPe/ICeIATeNI0 MTUCbMEHHBIE MPEIJIOKEHUS U 3aMEUaHUsl TEX
YYaCTHUKOB, KOTOPBIE 3aMUCATUCH ISl BRICTYIUICHUS, HO HE MOJIYYUIIN CIOBa
BBUJY MIPEKPAILICHUS IPEHUH, a TAKXKE BCE BOMPOCHI, MOCTYMUBIINE OT
MPUCYTCTBYIOIIHX.

[TpoTokos 3ace1anusi MOANMMUCHIBAECTCS MPEICEAATENBCTBYIOIINM HA 3aCEIaHNUN U
CEKpeTapeM.

JlaToil mpoTOKOJa 3aceaHus ABJISIETCS JIEHb €r0 MPOBEACHUS, €CIIU OHO
MPOIOKAETCA HECKOJIBKO JHEH, TO Yepe3 TUPE YKa3bIBAIOTCA aThl Havajaa u
OKOHYAHUS 3aCeJaHus.

[TpoTokoiibl 0(hOpPMIISIIOTCS HAa CTAaHAAPTHBIX JIUCTaX OyMmaru, JJjis IPOTOKOJIOB
MOCTOSIHHO JIEUCTBYIOIIUX KOJUIETUANIbHBIX OPraHOB MOTYT HCIOJIb30BAThCS
OJIaHKM C yKa3aHWEM HAMMEHOBAaHUS KOJUIETUAJIbHOTO OpraHa, BUJa JIOKYMEHTa
(mpoTokoII), MecTa TPOBEACHHS, NaThl M HoMepa 3acedaHus (mpuioxeHue 6).

[IpoTokon odopmiisieTcs B T€UEHHUE OJHOTO - TPEX JHEU MOCie MPOBEACHUS
3acelaHusl, €Clii CPOKHU €ro MoJrOTOBKUA HE OTOBOPEHBI 0C000.
[TpoTokoibl 3aceqanuii (COBEIIaHNI) XpaHITCS B OpraHax B TCUCHHE
YCTAHOBJIEHHOT'O HOMEHKJIATYPOM JIeJl CPOKa XpaHEHUs, 3aTEM CIAIOTCS B apXUB Ha
MOCTOSTHHOE XpaHeHHe (ITPH HEOOXOIUMOCTH).

4.2. Belnucku u3 IIPOTOKO0JI0OB U IIPABOBbIX aKTOB

B BeIHCKax U3 MPOTOKOJIA U MPABOBOI0 aKTa JAEIaeTCs JOCIOBHAS 3aMUCh

cojiep KaHUsI BBITTUCHIBAEMBIX a03a1ieB.

Brimucku ¢ 3aBepuTeNIbHOM 3aMUChI0 «BepHO» MOMUCHIBAET U 3aBEPSIET NE€YATHIO
JIAII0, YIOJTHOMOYEHHOE B COOTBETCTBHUHM C JIOJPKHOCTHOM MHCTPYKIIMEN, C
yKa3aHUEM CBOEH JTOKHOCTH, MHULIHAIOB, (DaMUIIUM, TAThI.

B npaBoBbBIX akTax npu o(popMIICHUHN BBIMTUCKHU MHUIIETCS 003aTeIbHO
KOHCTaTUPYIOIAs 4acTh, B IPOTOKOJIaX — BBOAHAS YacTh (BKJIFOYAs IOBECTKY
IIHs1), a 3aTeM — JOCIIOBHAs 3alKCh COJCpKaHus ad3aneB (IpHIoKeHHE 7).

4.3. Cny:xke0Has (TOKJIagHAS) 3aMHCKA

Jloknaanaas (cimyxeOHas) 3aIUcKa UCTIOIB3YETCS JIJIsl ONIEPATHBHOTO
MH()OPMALIMIOHHOTO OOMEHAa MEXY CTPYKTYPHBIMU MOAPa3AeIECHUIMU U
pykoBoAcTBOM. Ciyxke0Has 3amucka — JOKYMEHT, apeCOBaHHBII pYKOBOIUTEIIO
opraHa, CoAepKalnii 00CTOATENbHOE U3JI0KEHNUE KAaKOT0-IM00 BOIpoca C
BBIBOJIAMU U MPEJTIOKEHUSIMH COCTaBUTENS.

BuyTtpennsis ciayxeOHas 3amucka, ajjpecyeMasi pyKoBOJICTBY OpraHa,
MOAMUCHIBAETCS PYKOBOJUTENIEM CTPYKTYPHOIO MOJpa3/IeNIeHUsI 1 0POpMIIIETCS
Ha nucte Oymaru ¢popmata A4, UMeeT AaTy, 3aroJIoOBOK K TEKCTY.



Ecnu cnykeOHas 3anucka UCXOAUT OT UMEHU OpraHa, TO OHAa MOAMUCHIBAETCS
PYKOBOJUTEJIEM U MleUaTaeTcs Ha OJIaHKe, UMEET ATy, UCXOSIINI HOMeED,
3aroJ0OBOK K TEKCTY.

TekcT nokmamHoi (CITy)KeOHOW) 3alMCKH, B 3aBHCHMOCTH OT CJIOXKHOCTH
COJIEpKaHUsI U MPUBOAUMOMN apryMeHTalluu, COCTOUT U3 OJHOM, ABYX WU TpeX
YacTeu:

- B IEPBOM YaCTH U3JIAraloTcsi IPUUUHbBI, (PaKThl WIIM COOBITHS, TOCTYKUBIIINE
TOBOJIOM JIJII COCTaBJICHUS IOKYMEHTA;

- BO BTOpPOM YaCTH MJACTCA aHAJIM3 CJIOXXUBIICHCS CHUTyallMH, BO3MOXXHBIC
BapHAaHTHI €€ PeIICHU;

- B TPEThEH YaCTU U3J1arat0TCs BBIBOIBI.

Peructpanust MOKIagHBIX W CIAYKEOHBIX 3alUCOK OCYIIECTBIISIETCS B
CTPYKTYPHOM IOJIpa3AeIeHUH, TOATOTOBUBIIEM JOKYMEHT.

Pexomenayembie oOpasiibl opopmiIeHUsT TOKJIAJHOW 3alUCKH W CIIyKECOHOM
3aIKMCKH, TOATOTOBIICHHON Ha OCHOBE 3JIEKTPOHHOIO madioHa (mpuioxeHus Ne 8,
9).

4.4, Akt

AXT — TOKYMEHT, COCTaBJICHHBIN HECKOJIBKUMHM JIUIIAMHU U TTOATBEPKIAFOIINN
YCTaHOBJICHHBIE (DAKTHI U COOBITHUS.

AKTBI COCTaBJISIFOTCS IO pe3yJibTaTaM PeBU3UU (DUHAHCOBO-X035IHCTBEHHOM
JEeSTeNIbHOCTH, ITpUeMa-fepeiaun e, TPOBEPKU HATUYMs, MTHBEHTapHU3alUU U JIp.
AKT COCTaBIISIeTCS KOJUICTHAIBHO (HE MEHEe JIBYX COCTaBUTEIICH) WIIH CISITHATEHO
YIOJIHOMOYEHHBIM JTOJKHOCTHBIM JIULIOM.

AKTBl COCTaBJISIFOTCSI HA OCHOBE YTBEPXKACHHBIX OpraHaMu BJAacTH
yHU(DUIIMPOBaHHBIX (opM WK B CBOOOJHOW (Qopme B IHENsIX MOATBEPKIACHUS
(akTOB, CBA3AHHBIX C JIESITEJIBLHOCTHIO OpraHu3aluu. PekomeHayembiil oOpaselr
oopmiienus akra (mpuiokenue Nel0).

[Ipu cocraBieHMH aKTOB HCIOJB3YIOTCS PEKBU3UTHI: HAUMEHOBAHUE
OpraHu3alyy;  HauMEHOBaHUE  BHUJA  JOKYMEHTa;  jJaTa  JOKYMEHTa,
PErUCTPAIlMOHHBIN HOMEpP JOKYMEHTa; MECTO COCTaBJICHHS WU HW3JAaHUs
JOKYMEHTA; 3ar0JIOBOK K TEKCTY; MOIHCH.

JlaToil akTa sBAsSeTCS JlaTa COCTABJCHUS aKTa M MOAMNHUCAHUS €ro
COCTaBUTEIISIMH.

Ecaiu QopMmoii akta mnpeaycMOTpPEeHO €ro yTBEpXKACHUE PYKOBOAUTEIEM
OpraHu3alMy WM WHBIM YIOJTHOMOYEHHBIM JIOJDKHOCTHBIM JIMIIOM, AATOM akTa
ABJISIETCS 1aTa €r0 YTBEPKICHHUSI.

B BBOJHOI YacTH aKTa B UMEHUTEIbHOM Ma/IeKe YKa3bIBAIOTCS

OCHOBaHHE  COCTaBJICHHS  aKTa  (JIOKAJIBHBIH  HOPMATHBHBIA  aKT;
pacIopsIIUTEIbHBIA JOKYMEHT opraHu3anuu (puKa3, pacrnopsbkeHue); hakT win
COOBITHE, TIOCTYKHMBIIIEE OCHOBAHUEM JIJISI COCTABIICHUS aKTa);

cocTaBUTeN akTa (mepeuyucisiorcs mocie cioBa "CocTaBlieH" ¢ yKa3aHHEM
NOJDKHOCTEM, HAMMEHOBAaHUM OpraHW3alMili, €CIId COCTAaBUTENU  SABJISIOTCA
NPEICTAaBUTEIISIMU JPYTOM OpraHu3anu, GaMuIHiA 1 WHUIIHAJIOB).

Ecaim akT cocraBieH KOMHUCCHUEW, TepBOM  ykas3biBaeTcs  (hamuius
npeaceaaTenss KOMUCCUH, 3aT€EM WICHOB KOMUCCHUU B alI)aBUTHOM TMOPSIIKE.

B Tekcre akTta M3nararoTcsl LI€Id U 3ala4M COCTaBJICHUSl aKTa, CYIIHOCTb,



XapakTep, METOAbl U CPOKU MPOJETaHHON pabOThl, €€ Pe3yIbTaThI.

[1pu HEOOXOUMOCTH aKT MOKET COJIEPKATh BHIBOJIBI U PEKOMEHIAITNH.

B 3axnounTenbHON YacTH aKTa YKa3bIBAIOTCA KOJIUYECTBO MOJTOTOBICHHBIX
AK3EMIUIAPOB aKTa M MECTOHAXOXKACHUE KaxIoro nsk3eMiuigpa. KomuuectBo
AK3EMILIAPOB aKTa ONPEESETCS KOJIMUYECTBOM CTOPOH, 3aMHTEPECOBAHHBIX B €0
COCTaBJICHUU, WM HOPMATHUBHBIMH TPEOOBAHUSMH, PETIAMEHTUPYIOIIUMU
COCTaBJICHHE aKTOB KOHKPETHOM pa3HOBUIHOCTH.

DK3eMIUIAPhl aKTa TMOINKMCHIBAIOTCS BCEMHM YICHAMH KOMHCCHU (€CIIM aKT
COCTaBJISUICS KOMHCCHCH) WM COCTaBUTCISIMH W, TIpU HEOOXOIMMOCTH,
MPUCYTCTBOBABIINMU JIUIIAMH.

[Ipu nonnucanuu akta npeacenaTesieM U YWIeHAMU KOMUCCHM HAUMEHOBAHUS
WX JIOJDKHOCTEHN HE YKa3bIBAIOTCS.

Ocoboe MHEHHE COCTaBUTENSI aKTa U3JIaraeTcsi Ha OTJEIbHOM JIHCTE,
MOANMUCHIBACTCS U IPUIIATaeTCsl K aKTy.

Ecmu  3akoHomarenscTBOM  Poccumiickoit  ®Depepauuu  OpeayCMOTPEHO
O3HAKOMJICHHE C COJEP>KAaHUEM aKTa JIWIl, YIOMSHYTBIX B aKT€, MOJl MOJMUCH, Ha
MOCJEAHEN CTpaHUIlE aKTa MPOCTAaBIsAETCS O3HaAKOMUTENbHass Bu3a 'C akToM
o3HaKoMJIeH(bI)", TP 3TOM YKa3bIBAIOTCS HAWUMCHOBAHWS JIOJDKHOCTCH, JIMYHBIC
NOANMUCH, pacupOBKU MOAMKUCEN, AaThl O3HaKomJieHus. Jluma, KoTopbie
3HAKOMSITCSI C COJIEp’KaHHEM aKTa, UMEIOT MPABO HE COIIACUTHCS C COAEpKaHUEM
aKkTa B I1EJIOM WJIH €ro OTACJbHBIMU TOJIOKEHUSAMH, YTO JOJHKHO OBITh
3a()MKCUPOBAHO MPU O3HAKOMIICHUU C AKTOM.

4.5. IlucsMo

[TucbmMo — 3T0 0000IIIEHHOE HA3BAaHUE PA3JIMYHBIX IO COJIEPHKAHUIO JOKYMEHTOB,
UCIIOJIB3YEMBIX MPH MEPENUCKe MEXAY JBYMsS U O0Jiee apecaTaMu.

[Tucbma MOAroTaBIMBAIOTCS KaK MHUIIMATUBHBIE, IO YKa3aHUIO PYKOBOUTENS
OpraHa, a Takke Kak OTBET Ha MOCTYNMHUBIINE JOKYMEHTHI, U NIeYaTal0TCs Ha
OsaHKe nmuchMa. J{Jis muceM MPUMEHSIOTCS YITIOBbIC OJaHKH (IPHIIOKEHHE 3).
CiyxeOHble MUChMA JTOJKHBI ObITh KPATKUMU, HE MPEBBIIIATH JIBYX CTPAHUII,
COCTaBJISATHCS, KaK MPaBUiIO, O OJHOMY BOMPOCY.

[TucbMO CONEPAKUT CHEAYIONTUE PEKBUZUTHI:

- ajipecar;

- J1aty;

- PETUCTPALMOHHBIA HOMED;

- CCBUIKY Ha PETHCTPAIIMOHHBIA HOMEP M JIaTy BXOJSAIIETO JOKYMEHTa (IIpH
HEOOXOIUMOCTH);

- TEKCT;

- CCBUIKY Ha MPWIOKEeHHS (ITPH HAJTUYNN);

- MIOJINIUCH;

- UTHUIMAJIbI, (aMUIIUIO0 UCTIOJHUTEIS], HOMEP ero TenedoHa U JaTy UCTIOJTHEHUS
JTIOKYMEHTA.

[Tucbmo 0pOpMIISAIOT Kak ¢ 0OpallleHreM, Tak U 0e3 oOpalieHus K aapecary.
Haubonee yacto ynotpebisembiMu (hopMaMu 0OpamieHus IBIs0TCS Takue, Kak:

VYBaxkaemsiit Cepreit BacunbeBuu!



YBaxaewmble 3asButeiu! (ymorpedisercs, Korjaa MeHa MmojTyJaresiei michMa He
U3BECTHBI).

Ecau nuceMo sBIIsIETCS OTBETOM Ha MOCTYIUBIIHI 3aMIPOC WIH IPOCHOY,
3aMOJIHSETCS] PEKBU3UT ''CChUIKA HAa PETUCTPALMOHHBIN HOMED U ATy
MOCTYMNUBIIEro MUchMma'.

HammenoBanne Buuma aokyMeHTa ('mHCBhMO") W Pa3HOBUIHOCTH MHChbMa
(manpumep, "mpocwba”, "mnHbopmanmonnoe”, “compoBomutenrHoe", "3ampoc’,
"HarloMUHaHUe") B ACIOBBIX (CIy)KEOHBIX) MUChMaX HE YKa3bIBAIOTCS.

Ecau nuceMo HampaBisieTcst aapecaTy Mo 3JIEKTPOHHOU MoYTe WK Mo (akcy
0e3 MOCBUIKM MO TMOYTe, BMECTO IIOYTOBOTO aJpeca YKa3bIBaeTCs ajpec
AJIEKTPOHHOM MOUTHI WU HOMED TeneoHa-(dakca.

[Tucbma cOCTaBISAIOTCS MO CXEME: BCTYIUIEHUE, OCHOBHAS YacCTh, 3aKIIOUCHHE.
Bo BcTymiiennn ¢hpopmyIupyeTcss TeMa NUCbMa, OOBACHSIONAs IPUYKHBI €r0
HanucaHus. BeTymuieHne MOXKeT coieprKaTh: CChUIKY Ha JOKYMEHT | (WJIH) ero
OTZI€JIbHBIC MTYHKTHI, MOCTYKUBIINE OCHOBAHHEM; KOHCTaTallMIO (paKkTa, COOBITHS,
CJIOKUBIICUCS CUTYaIINH.

B ocHOBHOI1 yacTu U3naraeTcsi ONUcaHue COObITUS UM CUTYallUH, UX aHATIU3 U
MPUBOAUMBIE JOKA3aTEIbCTBA, (PAKThl, Pa3bSICHEHUS U COOOIICHUS,
COMPOBOXKJAEMbIE PACUETAMU, CCHIIIKAMU, TOKYMEHTAMHU.

TekcT nmuchbMa u3araercst OT MEPBOTro JIMIAa MHOXKECTBEHHOT O Yncia (IpocuM,
HaIpaBJIsieM) WU TPETHETO JIMIA SIMHCTBEHHOTO Yrcia (OTIe MPEIOCTaBIISICT).
Hauano ocHoBHOI yacTu popMynupyeTcsi B 3aBUCUMOCTH OT Ha3HAYEHUS U
COJIEp>KaHUSI TTUCEM.

dopma U3IT0KEHHUS TEKCTa OT TIEPBOTO JIMIIA SIUHCTBCHHOTO YKcia (mpory,
npeJyIararo, HarpaByIsaio U T.J1.) BO3MOXHA B CIIy4asX, €CJIH MUCbMO 0(OPMIISCTCS
Ha JOJLKHOCTHOM OJIaHKE WIIM COJIEPAKUT NEPCOHANIbHOE OOpalieHue K ajpecary.
B nucemax ykaspiBaeTCs TOUHOE HAMMEHOBAHUE aJipecaTa U ero ajpec.

[Tucbma MOANKUCHIBAIOTCS JOJKHOCTHBIMU JIMIIAMH B COOTBETCTBUH C
pacripeienieHueM o0s3aHHOCTEN. BHOCUTD Kakue-1100 UCTIPaBICHUS WU
n00aByieHUs B MOJMUCAHHBIC MUChMA HE JIOMYCKAETCS.

Ha konuu nucbMa cTaBUTCS BU3a UCHIOJHUTEINS U APYTUX PAOOTHUKOB, C
KOTOPBIMH COTJIACOBAH MPOEKT MUChMA.

B cnyxe0HbIX MHChMax U3JI0KEHUE BEIETCSl OT IIEPBOTO U BTOPOTO JIUIA
MHOKECTBEHHOTO uncia: «Beicbmaem Bawm...», «IIpocuM HanpaBuThs HaM...»
(«BbI», «Bac» u T.J1. MUIIETCS ¢ IPOIMUCHON OYKBBI, 8 KMBI», KHAC», KHAM» U T.]I. —
CO CTPOYHOW).

CornpoBoAUTENbHBIE MUChMA COCTABIISIIOTCS K IOKYMEHTAaM, HE UMEIOIINM
aJpPECYIOIIEH YaCTH.

B conpoBoauTENbHBIX MHUChMaX YKa3bIBA€TCSI HAUMEHOBAHUE COMPOBOKIAEMOTO
JIOKYMEHTA, COJIEPKATCs MOSICHEHUSI OTHOCUTEIBHO XapaKTepa UCIOJIHEHUS WU
L€ HAIlPaBJICHUS IPUJIAra€Moro J0KyMEHTA.

["apanTuiiHble NUCHbMa COCTABIISIIOTCS C LENbIO MOATBEPKACHUS ONPEIEICHHBIX
oO€IaHNI WK YCIIOBUN U aJIPECYIOTCS YUPEKICHUIO WIH OTAEILHOMY JIMILY.

He nomyckaercss OTHpaBiATh agpecaTaM IIMCbMa, HE HMEIOIIHE AaThl U
PErUCTPAIMOHHOTO HOMEPA.

[locne mogmucaHusi MUChbMa PYKOBOAMUTENIEM WM WHBIM YIOJTHOMOYEHHBIM
UM JIULIOM



- DJK3eMIUISIp MnHchbMa, OQOpMIIEHHBIM Ha  OJaHKe, MOJINUCAHHBIN
PYKOBOJMUTEIEM U 3apETUCTPUPOBAHHBIN, HAIIPABIISIETCS aApecary;

- KOIHUS MHAChbMa C BA30M MCIOJHUTENS U 3K3EMIUISIP MUChbMa, COCTABICHHBIN
Ha PYCCKOM $I3BIKE€, C BU3aMH 3aMHTEPECOBAHHBIX JIMI IOMEIIAIOTCS B JIEIIO.

Ecnan nmucemMo agpecoBaHO OpPraHU3alvMM, CHAYalla TA€TCS €€ HanMEHOBAHUE,
3aTEM - IOYTOBBIM aapec B MOCIEAOBATEIBHOCTH. HOMEpP JOMa WU 3HaHus,
Ha3BaHUE YJIULIBl; HA3BAaHHUE TOPOJA; CTPaHA.

Kax b1l sneMeHT agpeca NUImeTcst Ha OTACIbHOM CTPOKE.

JIOKyMEHTBI,  HallpaBJISIEMble B  MOJBEIOMCTBEHHBIE UM  CTOPOHHHUE
OpraHu3aluy, MNOANUCHIBAIOTCA 3aMECTUTEISIMH PYKOBOIMUTENS OpPraHU3AIUH,
WHBIMM  JOJDKHOCTHBIMH  JIMIAMWM  OpPraHW3alliMd B COOTBETCTBHM  C
MPEIOCTABICHHBIMU UM IMOJHOMOYHUSIMHU.

[Ipu HanpaBieHUH TUCHhMA WK BHYTPEHHETO HHPOPMAITMOHHO-CIIPABOYHOTO
JOKYMEHTa HECKOJIBKUM ajipecataM (He 0oJjiee YeThIpeX) MOITUCHIBACTCS KaXKIbIH
OTHPABIIAEMBIN IK3EMIUISP JOKYMEHTA.

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

ITepenucka o Tenerpady BeAETCs TOJBKO MO CPOUHBIM CIYKEOHBIM BOIIPOCAM.
TenerpaMMbl MOAMUCHIBAIOTCS PYKOBOJIUTEIEM OpTraHa WA €T0 3aMECTUTEIISIMHU.
[IpoekThl TenerpamMM, MpeaocTaBsgeMbIe Ha TOAMUCH PYKOBOACTBY OpraHa,
JIOJDKHBI COCTaBIISITHCS KPATKO, YETKO U3J1araTh CoJIep)KaHue, BUSUPOBATHCS
WCTIOJIHUTEIISIMHA M PYKOBOJUTEIISIMUA OPTaHOB, a B ClIydae HEOOXOIUMOCTH
COTJIACOBBIBATHCS U BUSUPOBATHCS PYKOBOJAUTEIISIMHU JPYTHX 3aUHTEPECOBAHHBIX
OpPTaHOB.

TenerpaMMbl peruCTpUPYIOTCS B OOIIIEM MOPSJIKE.

TenedoHorpaMmbl TOAMUCHIBAIOTCS PYKOBOAUTEIEM, PETUCTPUPYIOTCS, a 3aTEM
nepeaaroTcs.

TenedoHorpamMmsl, apecoBaHHBIE PYKOBOJIUTEIIO OpraHa U €ro 3aMEeCTUTEIISM,
HMPUHUMAIOTCS cekperapeM (JIMIIOM, OTBETCTBEHHBIM 3a BEJICHUE
JICIIONPOU3BOICTBA) U HE3aMEUINTEIbHO JTOKIAAbIBAIOTCS [TOCIIE UX IIPHEMa, a
3aTeM PErUCTPUPYIOTCS CEKpeTapeM (JIUIOM, OTBETCTBEHHBIM 3a BEJACHUE
JCIIONPOU3BOICTBA) U MEPEAAIOTCS ISl UCTIIOJHEHHUS B COOTBETCTBHUH C
PE30II0IMEN PYKOBOJIUTEISI OpraHa.

B tenedoHorpaMmme q0JDKHBI YKa3bIBAThCS . HA3BAaHUE BHUJIA TOKYMEHTA,
HaMMEHOBaHWE OpraHu3alliy, JaTa, HOMEP, HAMMEHOBAHUE, HHUITUATIBI U (DaMUITHS
azpecarta, TeKCT, TOJKHOCTh, MHULIMABI U (haMUIus JIUIA, TTOAIKCABIIETO
TenepoHOTpaMMYy; TOIKHOCTb, MHULIMABI U (haMUJIMU MePEeaaBIIeTro U
MIpUHUMAIOIIETro TesedoHorpaMMy, Homepa TeJle(OHOB, 0 KOTOPBIM MepeaeTCs
Y IpUHUMAETCS HH(pOpMaIKs, BpeMs IMpueMa U nepeaadr TeaeoHOrpaMMBbl.

4.7. JasgBiaeHue

3asiBJI€HUE — JOKYMEHT, aJIp€COBaHHbIN TOJPKHOCTHOMY JIUILY W COAEPKAIIUN
OMPEJIENICHHYIO NPOCHhOY WU MPEAIOKEHHUE.

3asIBJIEHUE COJICPKUT CIEAYIOIINE PEKBU3UTHI:

- anpecat (OJPKHOCTh, MHUIHAIBI U (PaMUTHIO JTOJDKHOCTHOTO JIUIIA);



- aBTOp 3asBJicHUs (B POJUTEIHHOM TaJICKe YKA3bIBACTCS (PaMIIINs, HHUIHAIIBI,
JOJDKHOCTB; Tiepel paMITuelt IpeyIor «OT» He MUIIeTCS);

- BUJ] JIOKyYMEHTa (3asiBIICHUE);

- TEKCT;

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

- MIOJIMUCh.

TekcT 3as1BIeHUS IO KaJIPOBBIM BOIIPOCAM MOXKET OBITh TUIIOBBIM.

TekcT m1000r0 3asBIICHHUS HAYMHACTCS C CYIIECTBa Bompoca, oopameHus (mporry
MIEPEBECTH, TPOIITY MPOBEPHUTH COCTOSTHUE). DopMa U3TOKCHHS 3aSBICHHS
cBOOOHAS.

3asiBJIeHHE MOXKET HMETh MPHIIOKEHUS (HampuMep, K 3asBJICHHIO O TIpUeMe Ha
paboTy mpuiararoTcs MOJJIUHHUKHN WIH KOTIMU TOKYMEHTOB 00 00pa3oBaHMH,
aHKeTa, aBToonorpadus u Jap.).

3asBiieHue niepeaacTcs (HanpaBIIsIeTCs) PyKOBOIUTEIIIO [T IPUHSATHSI PEIICHHUS.
Pemenne pykoBoAUTENS BBIPAKAETCS PE3OTIOLUEH. 3asIBIICHUE C PE3OTIOLHAEH
CIIy’)KAT OCHOBaHHEM K U3JJaHUIO TIPHKa3a, pacropsKeHus (10 KaJpOBBIM
BOTIPOCAM) WJIH JPYTroro A0KyMeHTa (MMMChMa aBTOPY O MPUHATHU PEIICHHUS,
NpHKa3a O MPOBEJCHUH SKCIIEPTU3bI, TPOBEPKH U T.I1.).

3asiBiieHre opopMIIIeTCsl HAa CTAHIAPTHOM JIUCTE OyMaru dbopmara A4.

5. Ilpuem, 00padoTKa, perucTpanus U pacCCMOTPEHHE CaYKeOHOI
AOKYMEHTALMHU

5.1. Opranu3zanus 10KyMeHT0000pOTa

JIOKyMEHTOOOOpPOT BKJIIOYAET BCIO IMOCIEJ0BATEIbHOCTh IEPEMEICHUI
JOKYMEHTOB, a TaKXX€ ONEpalHH, COBEpIIAeMbIE ¢ JOKYMEHTAaMH B MPOLECCE HX
CO3JIaHUS W UCTIOJTHECHHS (ITOJTydeHUE, OTIPABKA, MPEABAPUTEIHHOE PACCMOTPEHUE,
pPETUCTpALUs, PACCMOTPEHUE PYKOBOIUTEIICM).

Lenb opranu3zanuu T0KyMEHTOOOOPOTA - 00ECIEYEHHE CBOEBPEMEHHOTO
MPUHATHS YIIPABJICHUYECKUX PEIICHUN U UX UCIIOJIHEHUS. 3ajada
JOKyMEHTO000pOTa - OPraHu30BaTh JABUKEHHUE JOKYMEHTOB [0 HAUMEHEE
KOPOTKOMY IIyTH C MUHUMAaJIbHBIMU 3aTpaTaMu TPyJa U BPEMEHH, B YCIOBUIX
3JIEKTPOHHOTO JOKYMEHTO000pOTa - 00€CHeYUTh TOCTYII K JOKYMEHTaM
nonp3oBaressiMm CO/] B COOTBETCTBUM C IPEAOCTABICHHBIMHA UM ITPABaMU.

B ycnoBusx npumenenus CO/] B opranuzanyy UCIOIb3YKOTCS 3JIEKTPOHHBIE
JOKYMEHTBI, a TaKXe€ DJICKTPOHHbIE KOMUU JIOKYMEHTOB, TIOJIydYEHHBIE B
pe3yibTaTe CKaHUPOBAHUS TOKYMEHTOB Ha OyMakHOM Hocurelne. J|oKyMeHTbI
OpTraHW3alli{, HMEIOINE BpeMeHHbIe cpoku xpaHeHus (1o 10 yieT BKIFOYHUTETHHO)
MOTYT CO3JaBaThCsl, XPAHUTHCS U HCIOJIb30BaThCA HUCKIIOYUTEIBLHO B (dopme
AIEKTPOHHBIX TOKYMEHTOB.

[lepeyeHb JOKYMEHTOB, CO3aBA€MbIX, XPAHUMBIX U UCTIOIb3yEMBbIX
UCKIIIOYUTENBHO B (DOPME AIEKTPOHHBIX TOKYMEHTOB, YTBEPKIAECTCS
PYKOBOJUTEIEM OpPraHU3allUH.

JloKyMeHTBI KJIacCU(PUUUPYIOTCS: HAa BXOISAIIUE, UCXOSIINE, BHYTPECHHUE
JOKYMEHTHI (IIeperucKa BHYTPH OJTHOTO OpPTaHa).

1. Bxogsiuue qOKyMEHTHI.



Bce noctynaronue ciuy:xeOHble TOKYMEHTBI SBJISIOTCS] BXOSIIIEH
KOPPECHOHAEHINEH.
JlocTaBka TOKYMEHTOB B aIMUHUCTPALMIO TOPOJA OCYLIECTBISETCS:
(benbaberepckom ciyx00H;
MMOYTOBBIM OTJICJICHUEM CBSI3H;
HEMOCPEACTBEHHO NPEACTABUTEISMH PA3IMYHBIX OPraHU3alNM, YUPEKICHUH,
NPEINPUATHN U T.11. (ajee — HapOYHBIM);
C UCIOJIb30BaHUEM (DAKCUMUIIBHOM, 3JIEKTPOHHOU U TenerpadHOM CBsI3H;
yepe3 Equnyto cuctemy 35eKTPOHHOTO JOKYMEHTO000poTa ANTalCKOro Kpasi.
[Ipn npreMKe KOPPECIOHACHIINH, JOCTABIAEMON HAPOUYHO, IPOBEPSIETCA
MPaBUJIBHOCTH IOCTaBKH, LIEJIOCTHOCTh YIIAKOBKHY, HAUIMYHUE YKA3aHHBIX
MPUIIOKEHUN U COOTBETCTBHE HOMEPOB IOKYMEHTOB Ha BTOPBIX IK3EMIUISIPAX WU
B JKypHaJsie nepenaud. Ha BTOpbIX 3K3eMIUIsipax WK )KypHaiax rnepeiadyd CTaBUTCs
JlaTa ¥ NOANUCH CIEUUAIINCTOB, MPUHSABIINX IOKYMEHT.
Brimadya 1oKkyMeHTOB JullaM, OTBETCTBEHHBIM 32 BEJICHUE JICIOMPOU3BOACTBA B
opraHax, ymoJHOMOYEHHBIM JOCTaBIATh U 3a0UpaTh JOKYMEHTHI, KOTOPHIE HECYT
MEPCOHAIBHYIO OTBETCTBEHHOCTh 3a COXPAHHOCTh M KOJIMYECTBO BbIAAHHBIX
JOKYMEHTOB, OCYLIECTBJIISETCS MO POCIIUCH.
Konsepts! (0anaepoiin), KOTOPhIE HMEIOT MTOMETKY «JIMYHOY», TIepeaaroTCs
azgpecaram B 3aKPbITOM BUJIE.
[IpueM KoppecnoHeHIINH, T0CTABICHHOU (ebIbEerepckoil Ciuyx00i,
ocymectsisieTcsa otaesnoM ['O UC anMuHMCTpannu paoHa.
Ommb0o4YHO MpUCTaHHBIE JOKYMEHTHI BO3BPAIIAIOTCS OTIPABUTENIO.
CnyxeOHasi KOpPECIOHAEHIIMS BCKPBIBACTCS, pErUCTpUpyeTcs cexkperapeM B COJ]
B cOO0TBeTCTBUU ¢ PernamentomM paboTel B COJl 1 HampaBisieTcsl Ha pacCMOTPEHUE
PYKOBOJIUTEIIIO.
Ha nokymeHTax B IMpaBOM HUYKHEM YTIIy HA IEPBOM CTPAHUIIE OCHOBHOIO
JOKYMEHTA MPOCTABISAETCS IITAMII C OTMETKOM JaThl U BXOISIIETO
PETUCTPALIMOHHOTIO HOMEPA.
JIOKyMEHTBI PETUCTPUPYIOTCS HE MTO3/IHEE CIIEYIONIEr0 padovyero JTHS ¢ MOMEHTA
YX NOCTYIUICHUS B MOJPA3AEIECHNUE, OCYIIECTBRIISIONIEEC PETUCTPALUIO.

CpouHBbIE U ONEPATUBHBIE JOKYMEHTBI PETUCTPUPYIOTCS HE3AMEIIIUTEIIBHO.
B npouecce neppoHavaibHOM 00paOOTKU KOPPECTIOHAEHIIMHU, MOCTYNAOIIECH B
KaHIESPUIO, TPOoBEpsieTcs 0€30MaCHOCTh BIIOKEHUM, KOMIUIEKTHOCTD U
LEJOCTHOCTh JOKYMEHTOB U MPUJIOKEHUI K HUM, a TaK)K€ HAJIMYME HEOOXOIUMBIX
PEKBU3UTOB.
[Ipu oOHapyKEHUH HEKOMILJIEKTHOCTH WJIM TOBPEXKICHUHN JOKYMEHTA Ha
MOCJIEHEM JIUCTE WM HAa 000POTE MOCIEIHETO JINCTA MPOCTABIISIETCS
COOTBETCTBYIOIIAsi OTMETKA U COOOIIAETCS OTHPABUTEIIO.
KonBepThl, Kak NpaBUII0, yHUUTOKAOTCS, KPOME CIIy4aeB, KOrJa MO0 HUM MOYHO
YCTAaHOBUTH aJIpEC OTIpaBHUTENS (MPU OTCYTCTBHHU ajpeca Ha JOKYMECHTE) WIIH
BpEMS OTIIPABKH U MOJYYECHUS JOKYMEHTOB.
[TocTynuBIIKE TENErpaMMbl PETUCTPUPYIOTCA MO TEM K€ MPABUIIAM, YTO U
MHAChMA, A 3aTEM NIEPEIAIOTCS HA PACCMOTPEHUE PYKOBOJICTBY U UCTIOJIHEHUE.
[lepenaua nabOpMAaIIH C TTOMOIIBIO TEIePOHOTPAMM OCYIIIECTBIISETCS KaK YCTHO
1o kKaHanam tenedonHoi cBs3u, Tak u uepe3 COJ1. Texct moctynuBmiei
TenedOHOTpaMMBbI C YKa3aHHEM €€ HOMepa, HAaMMEHOBaHU s, HoMepa TejedoHa



OTHPABUTENS U BPEMEHH MPUEMa, a TAKXKE TOHKHOCTH U (haMuIus JIuIa,
MPHUHSBIIETO TeJIe(OHOrpaMMYy, 3alUchIBaeTCs (TiedaTaeTcs) Ha CIeIHaIbHOM
OJIaHKe WJIU B )KypHAJI€ U ONEPATUBHO MEPEAACTCS PYKOBOAUTEINIO.

Opranuszanus paboThl C JOKYMEHTAMH, MOJYYEHHBIMH MO 3JIEKTPOHHOU MOYTE,
OCYIIECTBJISIETCSL B 00IIEM MOPsiAKe coriacHO MHCTpyKIuu ¢ 00s13aTeNbHbIM
MPOCTAaBJICHUEM OTMETKHU O criocobe nmoiyueHust Jokymenta B COJ1 u mramna
«ITonmy4eHo Mo 37AEKTPOHHOM MOYTE» C YKa3aHUEM JaThl MOJYYSHUSI Ha OyMaKHOM
AK3EMIUISIPE TOKYMEHTA.

JIOKyMEHTBI, TOCTYyNUBIIMNE Ha OyMa)XHOM HOCHUTENIe, CKAaHUPYIOTCH,
AJICKTPOHHAsA Komusa AOoKymMeHTa Bkitodaercss B COJl m npucoeaunsercs k OPK
JOKYMEHTA.

OCHOBHBIM ITPUHIUIIOM PETUCTPALUHU SIBIIAETCA OJJHOKPATHOCTh. Kaxk1bIii
JOKYMEHT JOJDKEH PErUCTPUPOBATHCA B JAHHOM OpPraHe TOJIBKO OJWH Pas.

[Tpu peructpainuu ciny>ke0HONU KOPPECIOHACHIIMY MPOBOUTCS MOUCK HA HATUYHUE!
MOBTOPA PETUCTPALIMU OJHOTO U TOTO K€ IOKYMEHTA,;

3apErUCTPUPOBAHHBIX PAHEE JOKYMEHTOB 10 TAHHOW TEME;

OTBETA HA 3aIpPOC aAMUHUCTPALIUY TOPOAa, OPTraHa,;

JAHHBIX O JOKYMEHTaX, YIOMSHYTBIX B TEKCTE PErUCTPUPYEMOTrO JOKYMEHTA,
paHee HalpaBJICHHBIX.

[Ipy NOJIOKUTETBHOM PE3YJIbTATE MTOUCKA CTIEHUAINCTBI, OTBETCTBCHHBIE 32
BEJICHHE JIeJIONPOU3BO/ICTBA, 003aHbl TOA00PAaTh UX MPU HAIMYHUH IOKYMEHTA B
TEKYIIEM APXUBE WJIU MOJTOTOBUTH COOTBETCTBYIOIIYIO CIIPABKY U MEPEAATH
PYKOBOJICTBY COBMECTHO C BHOBb IOCTYITUBIINM JIOKYMEHTOM. [Ipy 3TOM BHOBB
MOCTYIHUBIINN IOKYMEHT MOJJICKUT PETUCTPALIMU B COOTBETCTBUU C
NHcTpykiuei, U B perucTpallioOHHbIe KAPTOUKU 000UX JOKYMEHTOB BHOCSITCS
OTMETKHU O HOMEpaXx, CBSA3aHHBIX 10 TEME JOKYMEHTOB.

He noasiexxar peructpauvu KHUTH, Ta3€Thl, ’KYypHaJbl, OIOJUIETEHHU, PEKIaMHbIE
W3/1aHUs, IPOCHEKTHI C HAYYHO-TEXHUYECKON nH(pOopMalue, miaKaThl,
CIIPaBOYHO-UH(POPMAIMOHHBIE MaTepUalibl, IPUCIAHHBIC JIJIsl CBEACHUS,
MO3/IPABUTEIIbHBIE OTKPBITKH, IPUTTIACUTENIbHbIE OUIIEThI, CTATUCTUYECKUE
COOpHUKH, CYETa, KBUTAHIIUHU, IOTOBOPHI, HAKIIAIHbIE, CMETHI.

Ha stux nokymeHTax ykas3plBaeTcs JaTa UX MOCTYIUICHUS, HOPSIAKOBBIN HOMEDP HE
MIPOCTABIISIETCS.

KoppecnonaeHuus ¢ nomeTkon «JIM4HO», a TaKKe HE PETUCTPUPYEMBIE
JOKYMEHTBI IEPEJAFOTCA 0 HA3HAYEHHUIO B IEHD UX MTOCTYILICHUS.
3aperucTpupoBaHHbIE JOKYMEHTBI — HE MTO3/IHEE CIIEIYIONIETO paboyero JHs
MIOCJIE JHS UX PETUCTPALUU.

JIOKYMEHTBI, TOCTYIIUBIINE PYKOBOJUTENIO, UHBIM JTOJKHOCTHBIM JIULAM, MUHYS
CeKpeTaps, MepeNaroTCs sl PErUCTPALMU B IEHb UX MTOCTYILICHHUS.

JIOKyMEHTBI, TOCTyHAaloNue Ha OyMa)KHOM HOCUTENIE, MOCTIE UX PErUCTpalli,
BKJIFOUeHUsI B COJ] B BUAE 3JIEKTPOHHBIX KOMUWA U PACCMOTPEHHS PYKOBOJCTBOM
MEPEIAtOTCS. B COOTBETCTBYIOIIUE CTPYKTYpPHBIE MOAPA3ICIICHUS HA HCIOJHEHUE
WJIY TIOMEIIAIOTCS B IEJI0 B COOTBETCTBUH C HOMEHKJIATYPOU A€ OpraHUu3aIUU.

Jnst pukcanuu (dakta nepenadyd BXOIAIIMX JTOKYMEHTOB W MX KONUU Ha
OyMa)>XHOM HOCHUTEJIE HWCHOJHUTENAM B CTPYKTYpHbIE NOAPA3ACICHUS MOTYT
UCIIOJIb30BAThCS JKYPHAIBI (peecTphl) mepeaadn JOKYMEHTOB.

[Ipu GymakHOM JTOKYMEHTOOOOPOTE MOJIMHHUKU BXOISIIUX JOKYMEHTOB, B



CJIyda€ Ha3HA4YCHHA HCCKOJIBKHX HCIIOJTHUTEISH nepeaaroTCca OTBCTCTBCHHOMY
HUCIIOJIHUTCIII0, OCTAJIbHBIM UCIIOJIHUTCIIAM IICPCAAa0TCA KOIMMKU JOKYMCHTA.

5.2. KOHTPOJIb HCTIOJTHEHHS CJIYKeOHBIX TOKYMEHTOB

OTBETCTBEHHOCTD 3a CBOEBPEMEHHOE HCIIOJIHEHUE CITY>KEOHBIX TOKYMEHTOB
BO3JIaraeTcsi Ha pyKOBOJIUTEIISI OpraHa, ero 3aMeCTUTEIEH.

KoHTponb ucnonHeHus: BKIo4YaeT B ce0si: MOCTAHOBKY Ha KOHTPOJIb,
MpeABAPUTEILHYIO MPOBEPKY U PETYIUPOBAHUE X014 UCTIOTHEHHUS, CHSITUE C
KOHTPOJIsI, HAITPaBJIECHUE UCTIOJTHEHHOr0 IOKYMEHTA B JI€J10, YUET, 0000IIeHUE U
aHaJIu3 X0/1a U pe3yJIbTaTOB UCMIOJIHEHUSI JOKYMEHTOB, HH)OPMUPOBAHUE
PYKOBOJUTENEH B LIENAX CBOEBPEMEHHOIO M KAYECTBEHHOTO UCIIOTHEHUS
MOopy4YeHuid, 3apUKCUPOBAHHBIX B TJOKYMEHTAX.

Bce noctynuBime JOKyMEHTHI JOJIKHBI PACCMATPUBATHCSA B JIEHb UX MOCTYIIJICHUS
PYKOBOJUTEJIEM OpraHa WM €r0 3aMECTUTEIIEM B COOTBETCTBUU C
pacrpeieICHHBIMU MEKly HUMU 00S13aHHOCTSIMH.

Pe3ynbTaThl pacCMOTPEHUSI KAXK0TO MOJIYYEHHOTO IOKYMEHTA, YKa3aHus O €ro
WCIIOJTHEHUHU OTPaXaloTCsl B PE30JTIOLINH, KOTOpast 0popMIIIeTCsl B COOTBETCTBUH C
nyHKTOM 2.14 HCTpyKIINK.

JlokyMeHT ¢ pe3ononneit «Jljist ceenenus» Hanpanisiercsa uepe3 CO/, ¢
pe3omtonueit «O3HaKOMUTH» MepeaeTcsl OOYEPEAHO UCTIONHUTENSIM. [Ipu 3TOM
HAIMpOTUB CBOEH (PaMUIIUU B PE30JIIOLIUU UCTIOTHUTENb JIOJKEH MOCTABUTH CBOIO
POCIUCH U ATy B MOATBEPKACHUE TOTO, YTO OH O3HAKOMIJIEH C JJOKYMEHTOM.
[Ipu oTnpaBiaeHUU JOKYMEHTA, MOJJIEKAIIETO BO3BPATY, B IPABOM BEPXHEM YTy
MEePBOM CTPAHUIIBI CTABUTCS IITaMII WU OTMeTKa «IlomexuT Bo3BpaTy».

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

OTBETCTBEHHOMY UCITOJTHUTENIO MPUHAJIJICKUT MPABO CO3bIBA COMCIIOJHUTEIIECH U
MOJIYYEHHUS OT HUX HE0OXO0UMOU HHPOpMAIIUU ISl COCTABICHUS U 0000IIEHUS
orBeTa. COUCTIONHUTENN B PABHOM CTENIEHU HECYT OTBETCTBEHHOCTbD 3a
KaueCTBEHHOE U CBOEBPEMEHHOE UCIIOIHEHUE IOKYMEHTa U 00s3aHbI
MPEJOCTaBUTh OTBETCTBEHHOMY MCIIOJIHUTEIIO BCE HEOOXOAUMBbIE MaTepUalibl U
CBEJICHUSI HE TTO3/IHEE JIBYX AHEH IO CpOKa UCIIOJHEHUS JOKYMEHTA.
CoucnoaHUTENb HE B IPAaBE HAIPABIIATh KOHTPOJIUPYIOIIEMY CAMOCTOATEIbHBIN
OTBET, MUHYSI OTBETCTBEHHOT'O UCTIOJTHUTES.

OTBETCTBEHHBIN UCIIOIHUTEIb HAMPABIISIET KOHTPOJIUPYIOIIEMY 0000IIEHHBIH
OTBET C MPWIOKEHUEM UH(OPMALIUM COUCTIOJIHUTEIIEH TMOO0 3aBU3UPOBAHHBIM
UMU.

Bce nBuxkeHue qoKkyMeHTa 0043aTeIbHO OTMEYAETCSI B COOTBETCTBUU C
Pernamentom pa6oTsl B CO/I.

JIOKyMEHTBI, IO KOTOPBIM MTOCTaBJIEHHbIE B HUX BOMPOCHI MOT'YT OBITh PEIICHBI B
opraHe, He JJOJKHBI [IepeCchUIaThCsl B MOJYMHEHHBIE WU ApYrue opranuzanuu. B
CJIy4yae HalpaBJICHUS] JOKYMEHTA Ha PAaCCMOTPEHUE U MPUHITUE MEP B IpyTUe
OpraHbl (OpraHU3aIii) aBTOP JOKYMEHTA JIOJDKEH OBITh IIOCTABJICH 00 3TOM B
U3BECTHOCTb.

VcnonHeHre MOKyMEHTa mperycMaTpuBaeT coop 1 00paboTky HE0OX0uMO
uH(OpMAITNH, TTOATOTOBKY MPOEKTa TOKYMEHTa, ero 0OpMIICHHE, COTIIACOBAHUE,



NpeJICTaBICHUE Ha MoAncanue (yTBepKICHNUE) PYKOBOIUTEIIIO OpraHa u
MOJATOTOBKY K MEPECHUIKE aJIpecary.

HckmounTenpHO 3a TOAIUCHIO I1aBbl palilOHA HAMPABJISIOTCA OTBETHI HA
nopyuenus ['ybepHatopa Anraiickoro kpas, [Ipeacenarens [IpaButenscTBa
AnTaiicKoro Kpasi, IpOTeCThl, MPEANUCAHUS, TPEACTABICHUS, TPEOOBAHUS
MPOKYpPATYpPHI, 3aIPOCHI MPOKYPATyphl B paMKax paHee HAIPABICHHOTO
MpeAnucanusi, IpOTeCTa, MPECTaBICHUs, TPEOOBaHUS MPOKYPOPA, MOCTYIHUBIIIHE
Ha UM IJ1aBbl paiioHa. B ocTaNbHBIX Cllydasx JIOMMYCKAeTCsl HAIPABJIECHUE OTBETA
3a NOANMUCHIO 3aMECTUTENA IJ1aBbl paiioHa.

KonTpoib 3a cpokaMu UCITOTHEHHS OCYIIECTBIISECTCS CIIEIUATUCTAMU,
OTBETCTBEHHBIMU 32 BEJICHUE JIEIIOMPOU3BOICTBA.

CpOKu UCTIOJIHEHUST TOKYMEHTOB UCUUCIISIIOTCS B KAJICHTAPHBIX JHSIX U
JOKYMEHTBI TIOJIICKAT UCTIOTHEHUIO B TeueHne 30 mTHEel co THS perucTpaliu, eCiu
WHOE€ HE MPEAYCMOTPEHO JECUCTBYIOIIUM 3aKOHOAATENBCTBOM U MOJOKEHUSIMHA
NucTpykunm.

JIOKYMEHTBI TOAJIEKAT UCTIOJHEHUIO B CIIEIYIOIINE CPOKHU:

C KOHKPETHOW 1aTON UCIIOJHEHHS — B YKa3aHHBIN CPOK;

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

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

C PE3OJIIOIUN «JIJIs MPEIJIOKCHUI» — B TeUeHHE 15 pabouux JHeH co aHs
perucTpanuu,

M0 MapJIAMEHTCKUM 3aMpocaM - He MO3/AHee YeM uepe3 15 nHei co qHs moaydeHus;
1o 3anpocaM uineHoB Coseta Penepanuu, aemnyratoB ['ocynapctBeHHOM J[ymbl
(mermyTaTckoMy 3ampocy) He mo3aHee yeM yepes 30 gHeH co JHS MOoaydeHHs.

10 MEKBEJIOMCTBEHHBIM 3aIIpocaM O IMPEJICTaBICHUH JOKYMEHTOB W (HJIH)
uHpopMauu B UENAX MPETOCTABICHUS TOCYJAPCTBEHHBIX U MYHUIUIAIBHBIX
yciyr - 5 pabouux AHEH CO JIHS MOJyYeHHUs 3alpoca, €clid 3aKOHOAATEIbCTBOM
Poccuiickoint @enepanniu He YCTAHOBJIEH HHOM CPOK;

o obpamenusm rpaxaan - 30 qHEH co THS perucTpariy.

Ecim mocnemHuiéi JeHb Cpoka HCIHOJHEHHUS JIOKyMEeHTa (mopydeHus)
MPUXOJUTCS Ha Hepabouyuid JA€Hb, TO JAOKYMEHT MOJJICKHUT WCIOJHEHUIO B
OJIM>KaWIIUK CIIeIyIOIIUNA 32 HUM pabouuil 1eHb.
C 1enbro CBOEBPEMEHHOTO UCIOJHEHUS JOKYMEHTOB, OTBETCTBEHHBIN
UCIIOTHUTENh 00s13aH MPEIOCTABUTH OTUET 00 UCMIOJIHEHUU JOKYMEHTA JIUILY,
OTBETCTBEHHOMY 32 BEJICHHUE AEJIONPOU3BOICTBA, HE MO3AHEE IBYX JHEU 10
HCTEUYECHUS CPOKA UCIIOJHEHUS, B COOTBETCTBUH CO CPOKOM, YKa3aHHBIM Ha
mrramrre (B CO/1), Ha [Topyuenus ['ybepHaTopa Aunraiickoro kpasi, [Ipencenarerns
IIpaBuTenbcTBa ANTalCKOTO Kpas — HE MO3IHEE TPEX JHEU JO UCTEYEHHUS CPOKA,
yCTaHOBJIEHHOTO [IpaBUTENBCTBOM AJITANCKOTO Kpas.
B ciiyyae He0OX0AUMOCTH JOTOJHUTEIHHOTO BPEMEHH Ha PEIICHUE BOIIPOCOB,
U3JI0KEHHBIX B JOKYMEHTE, MPOJICHHE CPOKA UCIIOJIHEHUS JOJKHO OBIThH
0(pOPMIIEHO 10 UCTEUEHUS CPOKA MPEOCTABICHHS OTBETA C YKA3aHUEM NMPUYUHBI
MPOJJICHUS Y TUTAHUPYEMOU JTaThl UCTIOTHEHUS U OCYIIECTBISAETCS TOTKHOCTHBIM
JIMLIOM, HAJOKUBIIUM NEPBUYHYIO PE3OIOLUIO, B IPOTUBHOM CIy4ae JOKYMEHT
CUMTAETCS HE UCTIOJHEHHBIM B CpoK. Eciiu B mpoch0e 0 MpOoAJIEHUH HE YKa3aH
HOBBIN CPOK UCIIOJTHEHUS, OH AaBTOMAaTUYECKHU MTPOIISIETCS HA MECSILI.

JlokyMeHT (ITOpyYeHHEe) CYUTACTCS MCIIOJHEHHBIM, €CIIA TPUHSATHI PEIICHUS



[0 TOCTABJIEHHBIM BOIPOCAM, IOJATOTOBICHBI COOTBETCTBYIOIIWE JIOKYMEHTHI,
HalfpaBJieHa CIIpaBKa OO0 WCIOJHEHUM B COOTBETCTBYIOIIME OpPraHbl BJIACTH
(opraHu3anuu) Wid JaH OTBET IO CYIIECTBY 3aWHTEPECOBAHHBIM JIUIIAM.

Ecnu ucnonnenue He JOKYMEHTHPOBAJIOCh, OTMETKAa 00 UCTIOJHEHHUH JIeJlaeTCsl Ha
caMOM JOKyMeHTe. KpoMme TOro, mucbMO CHUMAETCSL C KOHTPOJIS, €CIIU 110 HEMY
MPUHIT MYHULIUIIAIBHBIN IPAaBOBOM akT. B 3TOM Cilydae UCIIOTHUTEINb TOJIKEH
COOOIIUTH CIEIMATNCTaM, OTBETCTBEHHBIM 3a BEJICHUE JIEIOPOU3BOICTBA HOMEP
U J1aTy, IPUHSITOTO IOKYMEHTA.

ITocne ncnoiHEHUsI JOKYMEHT CHUMAETCS C KOHTPOJISL U CIIUCBIBAETCS B JAETIO.
CHSTB C KOHTPOJS JOKYMEHT MOKET TOJIBKO TO JOIKHOCTHOE JIULIO, KOTOPOE
MOCTAaBUJIO €r0 Ha KOHTPOJIb WX JIUIIO €r0 3aMELIAIOIIee, TP 3TOM Ha TOKYMEHTE
JIENAETCs] OTMETKA O CHITUU C KOHTPOJISL ¥ CIIMCAHUU B JETIO0.

JlokymeHTHI (ITOpyYeHHsI), HE CHATBIE C KOHTPOJIS, a TAKXKE JOKYMEHTHI
(Topy4eHus), CPOK UCTIOTHEHHS KOTOPBIX HE TPOJIJICH, CUUTAIOTCS
HEHCIIOJIHEHHBIMHU.

[Tpu HEOOXOIUMOCTH CTICIIUATUCT, OTBETCTBEHHBIN 3a JIEI0MPOU3BOACTBO,
MPEIOCTABISAET PYKOBOJAUTEIO OPraHa, €ro 3aMECTUTENIAM CTaTUCTUYECKUI
aHaJIn3 COCTOSHUS UCIOJHUTEIbCKON JUCIUIIMHBI U IEPEYHU JOKYMEHTOB, CPOK
WCTIOJIHEHUS 110 KOTOPBIM UCTEK.

CnyxeOHas mepernucka XpaHUTCsl B OpraHe B COOTBETCTBUM C HOMEHKJIATYPO Jied.

5.3. Ucxoasinue 10KyMeHTBI

Hcxoasammmu JOKyMEHTaMHU SIBISIOTCS O(UITMATBHBIE JOKYMEHTHI, OTIIPABIISIEMbIE
W3 OpraHa, KOTOPhIE IENATCS Ha'
WHUIIIATUBHBIC,
OTBETHI Ha BXOJIAIIHE.
Hcxopsiimuye JOKYMEHTBI TOTOBSITCS Ha OJIaHKE opraHa, pyKOBOJIUTEINb (WIIH
YIIOJTHOMOUYEHHOE UM JIMIIO) KOTOPOTO MX MOJIUCHIBACT.
Hcxoasmue nuchMa 3a MOANMUCHI0 PYKOBOIUTENIS, €T0 3aMECTUTENICH TeYaTaloTCs
Ha OJIaHKe aIMUHUCTpauu PEMOBCKOTO CEbCOBETA U PETUCTPUPYIOTCS JIUIIOM,
OTBEYAIOIIUM 3a JCTOTPOU3BOJICTBO, B COOTBETCTBUH C PeritaMmeHToM paboTHI B
COUO.

Peructpammsi uCXoaAIIMX TOKYMEHTOB OCYIIECTBIISACTCS B JCHBb MOAMHCAHUS
WM Ha CIECAYIONMN paboduii JeHb, €CIM JOKYMEHTHI ObLIM MOJAMMCAHBI B KOHIIE
pabouero JHS WK B Hepabouee BpeMmsi.
[Tpu MOATOTOBKE UCXOMSINIETO JOKYMEHTA B OJIMH aJIpec Ha MOJINChH
PYKOBOIMTEIIIO TOTOBSITCS JIBa SK3eMILIApa (ITOCIIe TIOITUCAHNS H PETHCTPAIIHN
MIEPBBIA SK3EMITISIP OTIPABISAETCS ajpecary, BTOPO — OTIPABIISETCS
UCTIOJTHUTEIII0), €CITU MIIUChbMO B JIBa aJIpeca, TO TOTOBUTCS TPU IK3EMILISPA.
[Tpu moaroToBKe mrchma O0JIee YeM B UEThIpEe ajpecara, KOJIUIECTBO MEePBhIX
HK3EMIUIIPOB COOTBETCTBYET KOJMYECTBY aIPECATOB, HAa IK3EMILISpaxX
WCIIOJTHUTENS M OTJIEJa KAHIEISIPUH B PEKBU3UTE « AJIpecaT» yKa3bIBACTCS «IIO
cnucky». CIIUCOK Ha PacChUIKY MPUJIaraeTcs K mucbMy. Eciiu JOKyMeHT
OTIIPABISETCS B HECKOJIBKO OJHOPOIHBIX OPTaHU3AINi, TO JOIMYCKACTCS
odopmieHue aapecaTta 0000IIEHO.



Perucrtpanusa nokyMeHTa, T.€. IPUCBOEHUE €EMY HOMEpA U AaThl, TPOU3BOJAUTCS
TOJILKO TIOCJIC MTOATMCAHUS €T0 PYKOBOJAUTEIEM OpraHa (MM yIIOJITHOMOYEHHBIM
UM JIUIIOM) JIMIIOM, OTBETCTBEHHBIM 32 BEJICHUE JICTONPOU3BOICTBA.
Hcxopsine JOKYMEHTHI B BBILIECTOSIIIME OPTaHbl TOAMHACHIBAIOTCS
PYKOBOJMTENEM OpraHa MECTHOTO CAMOYIIPABJICHHUS UM YIIOJTHOMOYEHHBIM UM
JIALIOM.

Ecnu otBeT aBTOpY OOpalieHus JaeT pyKOBOJUTEIb OpraHa MECTHOTO
CaMOYMpAaBJICHUS WU YIOJHOMOYEHHOE UM JIUIIO, TO OTBET JI0JKEH OBITh Ha
0JIaHKe UMEHHO 3TOr0 OpraHa.

Ilepen peructpanueit UCXOASIMX JOKYMEHTOB MPOBEPSAETCS MPABUIBHOCTH
oopmiteHUsT TOKyMEHTOB (B TOM YHCIIC HAJIUYHE TOIIKMCEH, BU3, MPABUIBHOCTD
HAIMCAaHHWs aJpeCcoB), a TaKXKe YKa3aHHBIX B HCXOJAIIMX JIOKYMEHTaxX
MIPUJIOKEHNM, COOTBETCTBHE KOJMYECTBA 3K3EMILISIPOB KOJUUYECTBY AIPECATOB IO
yKa3aTeJo pacChUIKU, HAIMYHUE OTMETKU 00 UCTIOJIHUTEIIE.

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

IIpu peructparumn ucxoxsmiero nuckMa B CIOJ] cBeaeHnss 00 OTIpaBIsIieMOM
nokymeHTte ukcupyrorcs B OPK, Kk KOTOpol mpHUKperisieTcsl IeKTPOHHAST KOMUs
OTHPABIIIEMOTO TOKYMEHTA.

Ecan OPK Obuta co3gana B COJ] mpu moAroToBKEe MpOEKTa AOKYMEHTa, TO
MpU PETUCTpaAllMd HUCXOMSIIETO JOKYMEHTa B Hee J100aBISIOTCS CBEICHHS O
PErUCTPaIlMOHHOM HOMEpE, IaTe€ PErucTpaluu U Jpyrue CBEACHUs 00 UCXOASIIeM
JOKYMEHTE.

PerucrpanvoHHbIi HOMEP HMCXOIAIIETO JOKYMEHTa JOJDKEH COCTOSITh U3
KOZOB (MHIEKCOB) B COOTBETCTBHM C IPUMCHSICMBIMU KiaccuukaTropamu u
MOPSAIKOBOIO HOMEPA JOKYMEHTA B IIPEAEIax KAIEHAAPHOTO roja.

Jlata peructpaliui W PETUCTPALMOHHBIA HOMEpP MPOCTABIAKOTCS Ha
OTOPABIIEMOM JOKYMEHTE, a TakKXe€ Ha KONHM HCXOIAIIETO JOKYMEHTa,
OCTAIOLIEHCS B JIETIE.

Hcexonammii JOKYMEHT, IMTOAIIMCAHHBIA PYKOBOJIUTEIEM OPraHU3allMy U1 UHBIM
YIIOJTHOMOYEHHBIM UM JIOJDKHOCTHBIM JINLIOM, MEPEAAETCS HA OTIIPABKY, KOIUS
OTBETA C MPUJIO0KECHUEM BCEH MEPENMUCKU U CCBUIKON Ha BXOISAIINI HOMEDP
MepEeIaeTCs JIUIY, OTBETCTBEHHOMY 3a BEJICHUE JICJIONPONU3BOCTBA ISl CHATHUSA C
KOHTPOJISL U TIOMEIIAETCS B AEJI0 B COOTBETCTBUM C HOMEHKJIATYPOU JE..

DJIEKTPOHHBIE JOKYMEHTHI MOCIE UX MOAMUCAHUS AIEKTPOHHON NOANUCHIO U
OTHPABKHU ajipecary XpaHsaTcs B 0a3e qanueix CO/I.

CnyxeOHble TOKYMEHTBI Ha OTIIPABKY U PETUCTPAIUIO MEPEIat0TCs
MOAMUCAHHBIMU U MOJHOCTHIO O(POPMIIEHHBIMH, C YKa3aHHEM TOUYHBIX aJipECOB U B
KOJINYECTBE AK3EMILISAPOB, PABHBIX KOJIMYECTBY aJIpECATOB.

[ToaroroBneHHbIE K OTIPABKE CIYKEOHBIE IOKYMEHTHI PU HEOOXOIUMOCTH
YUYUTBIBAIOTCS B )KYpPHAJIaX OTIPABISEMON KOPPECIIOHIEHIINH, KOHBEPTUPYIOTCS U
B 3aBUCHUMOCTH OT CTEIIEHU CPOUHOCTHU OTIIPABISIOTCS MOYTOM, TOCTABISIOTCA
HAapOYHBIM I0JI POCITUCH, HAMPABISIOTCA MO 3JIEKTPOHHOW MOYTE WIM NEPENAOTCS
JUTSL OTOPABKU (PENIbABETEPCKON CBA3BIO.

JIOKYMEHTBI, HE UMEIOIINE AAPECHOW YacTH, NPUHUMAIOTCS Ha OTIPABKY C
COIPOBOJMTEIBHBIME THUChMaMH (32 UCKIIOYCHHEM KOIUH pacHopsSAUTEIbHBIX
JOKYMEHTOB, HaIlpaBJIIeMbIX B ITOJIBEIOMCTBCHHBIC OPTaHU3AIINN).



HenpasuiasHO 0hopMIIeHHBIE JOKYMEHTHI U KOPPECTIOHIACHITUS HECTYKeOHOTO
XapakTepa K OTIpaBKe He MPUHUMAIOTCS M BO3BPAIIAOTCS HCIIOTHUTETIO.
JIOKyMeHTBI, TOAJIekKAIINe OTIpaBKe, JOHKHBI 00pabaThIBaThCA W
OTTIPABIATHCA B JIEHb WX TOJAMHUCAHUS W PETUCTPAMA WIM Ha CIEIYFOIIHHA
pabouuii IeHb.
JlocbuTKa WIIM 3aMeHa paHee OTMPABIICHHOTO JOKYMEHTa OCYIIECTBISICTCS T10
YKa3aHUIO JIUIIA, TTOMUCABIIETO JOKYMEHT.
KoppecnonaeHIs THYHOTO XapaKTepa, MIChMa 1 TEJICTPaMMbl, HE CBSI3aHHBIE C
JeSTENHPHOCTHIO OPTAaHOB MECTHOTO CAMOYTIPABJICHHMSI, K OTIIPABKE HE
MIPUHAMAIOTCS.
Briada mokyMeHTOB Ha pyKHU ajpecary IPOU3BOJAUTCS MO POCIUCH MTOIYJaTels B
KypHaJIe OTIPaBIIEMOM KOPPECIIOHICHIINH JINO0 Ha SK3EMILIIPE, XpaHAIIEMCS B
nene.
Kommu ciry»xe0HbIX TOKYMEHTOB BBIIAIOTCS OpraHaM MECTHOT'O CaMOYIIPaBICHHUS C
paspelieHusl YIPaBIISIONMIEro IeJIaMH, B CTOPOHHHE OPTaHU3AIMHU — T10
MMICBMEHHOMY 3aIIpocCy.

6. CocTaBjieHHEe HOMEHKJIATYPHI JieJI

HomeHnknatypa fien — 3T0 cuCTeMaTU3UPOBAHHBIN MepeueHh HAaUMEHOBAHUM e,
3aBOJMMBIX B JIEIONPOU3BOJICTBE OpraHa MECTHOTO CaMOYMPaBJICHUs, C YKa3aHHEM
CPOKOB XpaHeHWsI, 0()OPMJICHHBIN B YCTAaHOBIICHHOM Mopsiyike (mpuiioxkenue 11).
HomeHnknatypa nen npeaHa3HaueHa AJig OpraHu3alu TPyNnupoOBKU
MCIIOJTHEHHBIX JIOKYMEHTOB B JIeJla, CUCTEeMAaTU3allMK U yueTa JeJ, ONpeIeTICHUs
CPOKOB UX XPaHEHHUS U SIBJISIETCS. OCHOBOM ISl COCTaBJIEHUS ONUCEH /el
MOCTOSTHHOTO U BpeMeHHOoTo (cBbimie 10 jeT) XpaHeHus, a TakKe ydeTa JIe
BpeMeHHOTO (110 10 JIeT BKIIOYMTEIBHO) XpaHCHHUS.

[Ipu cocTaBneHNN HOMEHKIIATYPHI JIeNl CIEAYEeT PYKOBOJICTBOBATHCS YCTaBOM
OpraHu3aluy, TMOJOXEHUSIMH O CTPYKTYPHBIX MOJpa3/IeCHUsX, IITaTHBIM
pacrucanueM, IiaHaMy U OTYETaMHu O padoTe OpraHu3alluu, HOMEHKIIATYpOU Jiel
3a MPOMICAMHNN T0J, JOKaJIbHBIMA HOPMAaTUBHBIMU aKTaMU OpraHu3alluy,
COJICpKAIllMMKU CBEJICHUS O JOKYMEHTaX, OO0pa3yloluxcs B JIESITEIbHOCTU
OpPraHW3alli{, THUIIOBBIMH ¥ TPHUMEPHBIMH HOMEHKIaTypamu nen (mpu  ux
HAJTAYHH).

B HOMeHknaTypy el BKJIIOYAIOTCS BCE JOKYMEHTBHI, OTpa)Karoliue
JEATENbHOCTh CTPYKTYPHBIX MOJAPA3ACICHUN OpraHu3allid M TMOCTOSIHHO WU
BPEMCHHO JICHCTBYIOIIUX OpraHOB (KOMHCCHI, COBETOB, KOMHTETORB), B TOM YHCIIC
JIOKYMEHTBI OTPAaHUYEHHOT'O JOCTYMa, PErUCTPAllMOHHBIE U YUYETHBIE JKYpHAJbl U
KapTOTE€KH, B HEOOXOAMMBIX CJIydasX - KONUU JOKYMEHTOB. JIOKyMEHTHI,
CO3/JaHHbIE B AJIIEKTPOHHOU opMe, BKIIOUAIOTCS B HOMEHKJIATYPY JEJ M0 TEM XKe
MpaBUiaM, YTO U JOKYMEHThI Ha OYMa>KHOM HOCHTEJIE.

He BkiouaroTcs B HOMEHKIATYpy Jesl NEPUOJMYECKUE HW3AaHUs, KHUTH,
OpOUIIOPHI.

HomeHnknaTtypa nen opraHu3aliuu COCTABIISIETCS JIMIIOM, OTBETCTBEHHBIM 3a
BEJICHHUE JICJIONPOU3BOJICTBA B COOTBETCTBUU C BEJAOMCTBEHHBIMH M THUIIOBBIMU
MEepeyHsIMU JIOKYMEHTOB C YKa3aHHUEM CpPOKOB HX XpaHeHus 1o ¢dopme,
ycTaHoBlieHHOH [IpaBunamu xpaHeHus, KOMIUIEKTOBAHHUSI, y4€Ta U UCIIOIb30BaAHUS
nokymMeHTOB ApxuBHOro (onna Poccuiickoit denepaiuu U Ipyrux apXuBHBIX
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JOKYMEHTOB B OpraHax TOCYJIapCTBEHHOM BIACTH, OpraHax MECTHOTO
CaMOYIIPaBJIEHUS, OpPraHU3aLUX.

Homenkiatypa nen cocTaBisieTcs B MOCIEIHEM KBapTajle TEKYIIETro roja Ha
MPEICTOSIINN KaleHAAPHBINA TOJ.

Homenkmatypa nen opraHusainuy MOAIKCHIBACTCS PYKOBOAUTEIIEM, JIMIIOM,
OTBETCTBEHHBIM 32  BEICHUE  JCIONPOU3BOACTBA,  BUBUPYETCA  JIULOM,
OTBETCTBEHHBIM 3a apXWUB, COIJIACOBBIBAETCS C OKCIEPTHOM KOMHUCCHUEHN
OpraHu3aluyd |, €CIM OpraHu3alus SBJISETCS HMCTOYHUKOM KOMIUJIEKTOBAaHUS
MYHUIIMIIAIBHOTO apXuBa, OJIMH pa3 B S JIET MPEJCTaBIISIETCS HA COTJIaCOBaHUE
COOTBETCTBYIOIIEH SKCIIEPTHO-MPOBEPOUHON KOMUCCUU YITOJTHOMOYEHHOTO OpraHa
HCTIOJIHUTELHOU BiacTu cyobekTa Poccuiickoit deaepaiyiu B 00J1aCTH apXUBHOTO
nena (mamee - OIIK apXWBHOTO YUYpeKICHHS) WIM MYHHIIMIIAIHLHOTO apXuWBa B
COOTBETCTBUHM C TMPENOCTABICHHBIMU €My I[IOJHOMOYMSAMHU B  MOPSJIKE,
yCTaHOBJIEHHOM [IpaBriiamu xpaHeHUS.

Howmenkmarypa nen, cornacoBanHass OIIK apXuBHOroO yuypexkIeHUS WU
MYHUIMIIAJIBHBIM ~ apXUBOM B COOTBETCTBUM C MPEAOCTABICHHBIMUA €MY
MOJTHOMOYMSAMH, YTBEPKIACTCS PYKOBOAWTEIIEM OpraHW3alMd W BBOAUTCA B
neuctBre ¢ 1-ro sstHBaps MPeACTOSAUIEr0 KaleHAapHOro To/1a.

Opranuszanny, B JACATEIBHOCTA KOTOPBIX HE CO3HAIOTCA JTOKYMEHTHI
ApxuBHoro ¢onma Poccuiickoii ®enepanuu, yTBEpkKAAlOT HOMEHKIATYpYy Hel
CaMOCTOSITEIBHO.

B cayuae usmeHeHus QyHKUMNA W CTPYKTYpbl OpPraHU3allMd HOMEHKJIATypa
JI€J1 COCTABJISIETCS], COTJIACOBBIBAECTCS U YTBEPKIAAETCS 3aHOBO.

IlepBpIil  3K3eMIUISIP  YTBEPKIACHHOW  HOMEHKJIATYypbl  JI€JT  SBJSETCS
JOKYMEHTOM  IIOCTOSSHHOTO  XpaHCHHs, BTOpPOH  (9JICKTpPOHHAs  KOIHS
HOMEHKJIATYPBI JIeJI OPraHU3aIliH, YTBEP)KICHHOW PYKOBOIUTEIIEM OPTaHU3AIINH) -
MEepeIacTCd B MYHULUNAIbHBIA apXUB, UCTOYHUKOM KOMILICKTOBAHUSA KOTOPOTO
ABJISICTCS. OPTaHU3alHs.

HomeHKkiiatypa Jea opraHu3alydd CTPOHMTCS IO CTPYKTYpHOH (Ha3BaHHSIMH
pa3zaenoB (MoapasiesioB) HOMEHKJIATYPBI JEN SBIISIOTCS Ha3BaHUS CTPYKTYPHBIX
MOJpPAa3ICIICHNUN, PACIIONIOKEHHBIE B COOTBETCTBUM C YTBEPKICHHOM CTPYKTYpOU
OpraHu3anuv), Wikn (QYHKIUOHAIBHOW cxXxemMaM (Ha3BaHHSIMH  pa3J]eiioB
HOMECHKJIATYPHBI JIE]T SBJITIOTCS HAIIPABIICHUS JIEATSIBHOCTH OPTaHH3AIIHH).

Bce 3arosioBku e, BKIIOYEHHBIE B HOMEHKIATYyPYy JEJN CTPYKTYPHOIO
noApaszfeneHus, uHAeKcUupywTcs. Muaekc pgena ykaspiBaetcs B rpade 1
HOMEHKJIATYPBI JICJI ¥ COCTOUT M3 HMHJICKCAa CTPYKTYpPHOTro TojpaszzieiieHus (koma
MOJpPa3/IeIeHUs. B COOTBETCTBUM C YTBEPKJICHHOM CTPYKTYpOW OpPraHU3alUU WIIH
KJIACCU(PUKATOPOM CTPYKTYPHBIX MOJpa3C/ICHNI) U TOPSAIKOBOTO HOMEpa Jelia B
pazzene HOMEHKIATypbl Jaeia. MHaekcel nen o003HadaroTes apabCKUMU LU pamu.
Hampumep: 01-05, rae:

01 - ko1 CTPYKTYpPHOTO TIOIpa3IeICHUS;

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

Jlena mo BOIpocaM, HEPA3PELICHHBIM B TEYEHHWE OJHOTO TOJa, SIBIISIOTCS
"mepexoAIUMHU" U BHOCSATCS B HOMEHKJIATYpy €N CIEAYIOIIEro roja ¢ TEM Ke
MHJIEKCOM. PEKOMEHIyeTCsl COXpaHATh B HOMEHKJIATYPE A1 OJJMHAKOBBIEC HHICKCHI
JUIS OMHOPOIHBIX J€J1, BKIIFOUEHHBIX B PA3HBIC PA3/EIbl.

Ecnu B TeueHue roga B A€STEILHOCTH OPTaHU3ALMKN 00pa3yOTCS JOKYMEHTHI,
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HE TMPEeAyCMOTPEHHBIC  HOMEHKJIATYpOW e, 3arojIOBKM  HOBBIX  JIET
JIOTIOTHUTENIEHO BKJIIOYAIOTCS B HOMEHKIATYpy Jen. B kaxmaoMm pasjgene
HOMEHKJIATYPhI JIed 11 BHOBBH 3aBOJAMMBIX JIeT TPEIyCMATPUBAIOTCS PE3CPBHBIC
HOMeEpA.

3arosioBok fena (rpada 2 HOMEHKIATYphI Je) A0DKEeH B 0000meHHoH hopme
OTpakaTh OCHOBHOE COJIEp’KaHHE M COCTaB JOKYMEHTOB jena. He momyckaercs
yrmoTpeOJICHHEe B 3arojiOBKE Jejla HEKOHKPETHBIX (GopMyinpoBok (‘‘pa3Hbie
Matepuanbl”, "oOImas mepemnucka'), a TakKe BBOIAHBIX CIIOB U CIIOXKHBIX
CUHTaKCUYECKHX OOOPOTOB. 3arojIOBKH JIe7T MOTYT YTOUHSATHCS B TEUCHHUE TOJa B
npoiiecce GopMUpoBaHUs U OPOPMIICHHUS JE.

3arosoBoK Jena JOJKEH COCTOSITh W3 OJEMEHTOB, pPacIoJiaraeMbIX B
CIEYIOIIEN MOCIEI0BATEIILHOCTH:

a) Ha3BaHWE BHJA Jeia (IMeperucKa, KypHall, JeJi0) WIH BUAa JOKYMEHTOB,
BKJTFOUCHHBIX B JIeJI0 (IIPOTOKOJIBI, TIPUKA3HI);

0) HaUMCHOBAaHWE OpPTaHHM3AIUH, CTPYKTYPHOIO IMOJAPa3JeICHUs, MOCTOSHHO
JCHCTBYIONIETO WJIM BPEMEHHOTO OpraHa, IOJDKHOCTHOTO JIMIA, CO3/aBIIHX
JTOKYMEHT(BI);

B) HAWMCHOBAHHWE KOpPpECHOHACHTAa (OpraHu3anud, JIHIa, KOTOPOMY
aJIpECOBAHBI HJTU OT KOTOPOT'O MOJYYCHBI IOKYMEHTHI);

T) KpaTKoe CoJIepKaHue JOKYMEHTOB Jieia,

1) Ha3BaHHE MECTHOCTH (TEPPUTOPHH), C KOTOPOHW CBSI3aHO COJICPKAHHE
JOKYMEHTOB JIeTIa,

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

K) yKa3aHWe Ha KOMMMHHOCTh JOKYMEHTOB JIeJia.

[TopsimoK pacmoioKEHUsT 3aroJIOBKOB JIeJl BHYTPU Pa3ieiioB HOMEHKIIATYPBI
JIeJT OTIPENIEIISICTCS CTEMEHBI0 BAYKHOCTH JJOKYMEHTOB, BKITIOUYEHHBIX B JIeNa.

B Hawame pasmena pacmoyiararoTCsl  3aroJIOBKH  JICN,  COJAEpIKAIInuX
YUpEeIUTEIbHBIC, OPraHU3aIMOHHO-TIPABOBBIC W PACHOPSAIUTEIbHBIC TOKYMEHTHI,
3aTeM 3aroJIOBKH JIeJ, COJEpKaIlluX IIAaHOBBIE, OTYETHBIC, WH(OPMAIMOHHO-
AHAJIMTUYECKHE  JOKYMEHTBHI,  JOKYMEHTBHI,  OTpaXKarollue  JCATCILHOCTh
Mo/Ipas/ieJieHus, TIEPENICKy, B KOHIIE pa3lieiia - PETHCTPAIlMOHHBIC W YYETHHIC
’KYpHAJIbI, KAPTOTEKH, Oa3bl TAHHBIX.

[Tpu 5TOM 3aroJIOBKH JIeJ1, COIePKAIIUX TIPABOBBIC aKTHI, PACTIOPSTUTECIIEHYIO
JOKYMEHTAIINIO BBINIECTOSAIINX OpPTaHU3aIii, PacToararoTCs Iepe T 3aroJI0BKaMu
TS ¢ PacCOPSAIUTEILHBIMH TJOKYMEHTAMHU OpraHa MECTHOTO CaMOYITPaBJICHUSI.
Jlasiee pacmoiararoTcst 3ar0JI0BKH €I, COACPIKAIINX MJIaHOBBIC U OTUYCTHEIC
JTOKYMEHTBHI.

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

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

B 3aromnoBkax nen, comepikamux JOKYMEHTHI IO OJHOMY BOTIPOCY, HO HE
CBSI3aHHBIX TIOCIICIOBATEIHFHOCTHIO ICIONPOM3BOJICTBA, B KAUECTBE BUAA JIeTia
yIOTPEeOIIeTCSI TEPMUH «TOKYMEHTBI», a B KOHIIE 3aT0JI0OBKa B CKOOKaxX
YKa3bIBAIOTCSI OCHOBHBIC PA3HOBUIHOCTH IOKYMEHTOB, KOTOPBIC TOJDKHBI OBITH B
nene (HampuMep, TOKYMEHTHI O TIpHEeMe, cllade U CITUCAaHUU UMYIIEeCTBA U
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MaTepuaioB (aKThl, OMIMCH, BEJJOMOCTH). TepMUH «TOKYMEHTBI» TPUMEHSICTCS
TaKXe B 3ar0JIOBKAX JIeJ, COACPIKAIUX JOKYMEHTHI - MPUIIOKEHUS K KaKOMY-TTH00
JTOKyMEHTY (HampuMmep, TOKYMEHTHI K IPOTOKOJIAM 3aceIaHusl KOMUCCHH ...).

B 3aromoBkax jen, NOpelHAa3HAYEHHBIX MJII TPYNIUPOBKH OJHOTHUITHBIX
JIOKYMEHTOB, 3Ta rPYIINa TOKYMEHTOB YKa3bIBAE€TCS BO MHOKECTBEHHOM YHUCJIE!

"IIpoTOKOJIBI 3aCEeAaHUN TUPEKIIUH .

B 3aromoBkax e, coiep)KallMX MEpenucKy, YKa3blBaeTCs, C KEM U IO
KaKoOMY BOIIPOCY OHA BEJIETCS:

"[lepermicka ¢  0Opa30BaTENbHBIMM  YUPEKICHUSIMU O  TOBBIIICHUU
KBaupuKauu pabOTHUKOB' .

B 3arosmoBkax  gen, coAepKallMX ~— TEPenucKy C  OJAHOPOJAHBIMU
KOPPECMOHACHTAMHU, TOCIEIHUE HE HA3BIBAIOTCS, a YKa3bIBaeTCsl UX BHJIOBOE
Ha3BaHUE!

"Ilepenicka ¢ QeaepaJbHBIMM OpraHaMu HCHOJHUTEIBHOW BIACTU O
3aKJIIOUYEHUH U UCTIOJIHEHUH TOCYJapCTBEHHBIX KOHTPAKTOB" .

B 3aromoBkax nen, colepkKamiux ~— MEPErnucKy ¢ pasHOPOIHBIMU
KOPPECMOHAEHTAMHU, MOCIEIHUE HE MEPEUNCTISIOTCS

"Ilepenucka 0 3aKIOYEHUN U UCTIOJIHEHUN MYHUIIUNATIbHBIX KOHTPAKTOB" .

B 3aronoBke gena yka3bIBaeTCS KOHKPETHBIA KOPPECHOHJEHT, €CIHU
MeperrcKa BeIeTCs TOJIbKO C HUM:

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

[Ipu 0603HAUECHWM B 3arojOBKax el aIMUHUCTPATUBHO-TEPPUTOPHUATHHBIX
€UHULL YYUTHIBAETCS CIETYIOIEe:

€CIM  COAEp)KaHWEe  Jeja  KacaeTcsl  HECKOJIIbKUX  OJHOPOJHBIX
aIMUHUCTPATUBHO-TEPPUTOPHAIIBHBIX SAMHUI], B 3aTOJIOBKE JIeJia HE YKa3bIBAIOTCS
UX KOHKPETHbIC Ha3BaHUS, 4 YKa3bIBAETCA UX 00Illee BUJOBOE HA3BAHUE!

"Ilepenucka ¢ yUpeKI€HUSIMU KyJIbTYphl pailoHa.

eclaM  coJepkKaHue ~ Jena  Kacaercsi  OJHOM  aJAMUHHUCTPATUBHO-
TEPPUTOPHAIIBHON eIMHUIBI  (HACEJIGHHOTO TyHKTa), e¢¢ (ero) Ha3BaHUE
YKa3bIBaeTCsl B 3ar0JI0BKE Jiena:

«llepenncka ¢ AIMUHUCTpALIUEN TOPOIA»

B 3aromoBkax nen, coaepkaniux miaHOBYIO I OTYETHYIO TOKYMEHTAIUIO,
yKa3bIBaCTCs MEPUOJT BpeMeHH (MecsI, KBapTall, To/) Ha (3a) KaKoi COCTaBIICHBI
JTOKYMEHTBI, BU IOKyMeHTa (Tu1aH, otdet). OTYeTsl, TUTaHbI H3-3a Pa3HON
MEPUOJANYHOCTH, KOTOPHIE UMEIOT Pa3HbIE CPOKU XPAHEHUS, TOJIKHBI
(dbopMupoBaThCs B pa3HbIe Jeia (ToI0BO# MIaH pabOThl KOMHUTETA, KBAPTAIbHBIN
IJ1aH paboThl OpraHU3alMU M0 KaMUTaTbHOMY PEMOHTY, MECSIYHBIN OTYET,
TOJIOBOM OyXraJTepCKUi OTUET).

[Ipu BbIHECEHUU CTATUCTUYECKUX OTYETOB 00513aTEIBHO YKA3bIBACTCS HA3BaHUE
or4yeta u popMa (To0BOM CTaTUCTHUCCKHA OTUeT O TpaBMatm3me  (D.Ne 7-71).

[Tpu GopmMupoBaHUU jAella U3 HECKOJbKHX TOMOB (4acTei), KpoMme OOIIero
3aroJoBKa JieJa MPU HEOOXOJMMOCTH COCTABISIOTCS 3arOJIOBKH Ka)XJOoro Toma
(JacTH), yTOUHSIOIINE COJIEPIKaHNe TOMOB (JacTeit) nena.

3aroJ0BKH JIeJI MOTYT YTOUYHATHCS B mpolecce (GopMupoBaHus U opopMiIeHUs
Jell.

I'pada 3 "KonmdaecTBo aen' 3amoiaHIETCS IO OKOHYAHUN KaJICHIApHOTO TO/Ia.
[To mocTrXKEeHUH ACIIOM, BKIIOYAIOIINM TOKYMEHTHI BpeMeHHBIX (cBbimie 10 ser) u
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MMOCTOSTHHOTO CPOKOB XpaHeHus, o0bema B 250 1HMCTOB, TOM 3aKphIBaeTCS W
OTKpBIBaeTCI HOBBIH TOM. B Tpade 3 HOMEHKIATYpHI JOEN MOCIIEIOBATEIHLHO
YKa3bIBaIOTCSI HOMEpPAa TOMOB U KpallHUE AAThl JOKYMEHTOB Ka)XJ0T0 TOMA!

T.1. 11.01.2018 -
30.06.2018

DJICKTpOHHBIC Jejia Ha ToMa (J4acTh) HE paslelsroTcs. Bce 3imexkTpoHHBIC
JIOKYMEHTBI, HE3aBUCHUMO OT UX 00bEMa, BKIIIOUAIOTCS B OJIHO 3JEKTPOHHOE JIEJO.

B rpade 4 "Cpok xpanenus u N cratbu 1mo nepeuHio” yka3bIBalOTCS CPOKHU
XpaHEHUsl JIel U HOMEpa CTaTeil MO0 TUIIOBOMY WJIM BEJIOMCTBEHHOMY IEPEUYHIO
JIOKYMEHTOB C YKa3aHUEM CPOKOB XpaHeHwus, (ellepaJbHOMY 3aKOHY WJIM WUHOMY
HOPMaTUBHOMY ITPAaBOBOMY aKTYy.

B rpade 5 "llpumeyanue"” B TeueHUE BCEro Cpoka ACHUCTBHUS HOMEHKIATYphI
MPOCTABIAIOTCS OTMETKU O 3aBeacHun aea ("3aBencHo'), He3aBeIAeHHH €7, O
nepexoasmux aeiax (Hampumep, "Tlepexoasiiee ¢ 2016 roga™), o BeIACICHUH ACIT
K YHAUYTOXKEHUIO, O JIUI[aX, OTBETCTBEHHBIX 3a (HOPMUPOBAHUE JIe], O TIepeaayde ael
B JIPYTYIO OPTaHU3ALMIO JJISl TPOIOTIKEHUS.

[To 3aBeprieHUN AEI0MPOU3BOJCTBEHHOTO Iojla B KOHIIE HOMEHKIATYPhl Je
o(opMIISIETCS. UTOTOBAasl 3aMKCh, B KOTOPYKO BHOCATCSI CBEJEHHUS O KOJHUYECTBE
3aBEJICHHBIX JeN1 (TOMOB, YacTei), OTACIBHO MOCTOSHHOTO H BPEMEHHBIX CPOKOB
XpaHEeHUs, BPEMEHHBIX CPOKOB XxpaHeHusi ¢ ormeTkod JIIK" u mepexonsmux.
HTtoroBass 3amuch MAOTMOJNHSIETCS MTAHHBIMH O KOJWYECTBE DJICKTPOHHBIX €
COOTBETCTBYIOIIUX CPOKOB XpaHeHus (nmpuioxeHue 12).

B uToroByro 3amuch HOMEHKJIATYPHI J€J CBEIIEHUS BHOCSTCS Ha OCHOBaHUHU
TaHHBIX, TIEPEAHHBIX U3 CTPYKTYPHBIX MOAPA3ACICHUA OpPTraHu3aIHH.

B HoOMmeHKIaType TpOCTaBIsSeTCS OTMETKAa C YKa3aHHWEM JODKHOCTH U
MOAMMUCH JIUIA, IEPEAaBIIEr0 CBECHUS.

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

/. ®opMupoBaHue u opopMIIeHHUE TeJI.

7.1 ®opmupoBaHue Ae.

Jlena co AHS WX 3aBeJEHUS A0 MEpelauyd B apXUB OpPraHU3alMUU WU [0
BBIJICJICHUS MUX K YHUYTOXKEHHUIO MO HMCTEUCHHM CPOKA XPAHEHUS XPaHATCS IO
MecCTy UX (POPMHUPOBAHUS.

Jleno cuurtaetrcs 3aBEJEHHBIM C MOMEHTa BKJIIOUYEHHS B HErO IEpPBOrO
HCIIOJTHEHHOTO JOKYMEHTA.

B nensix xpaHeHus, MOUCKa U UCMOJIb30BaHUS IOKYMEHTBI HA OyMa)KHOM HOCHUTEIIE
U DJIEKTPOHHBIE JOKYMEHTHI (POPMHUPYIOTCS B JieJia B COOTBETCTBUU C
HOMEHKJIATYpPOH €.

[Ipu dopmupoBanuu nen Ha OyMaKHOM HOCHUTEJIE JOJKHBI COOMIOATHCS
cleayrolne ooume mpaBuia;

- B JIeJO TOMEIIAIOTCS UCIOJHEHHBIE JTOKYMEHThI, COOTBETCTBYIOLIUE IO
CBOEMY COJIEp>KaHHIO 3ar0JI0BKY JieJia IO HOMEHKJIAType JIell;
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- IPUJIOKEHUS TTIOMEIAOTCSI BMECTE C OCHOBHBIMH JIOKYMEHTaMHU;

- B JIEJI0 BKJTFOYAIOTCS JOKYMEHTBI OJTHOTO KAJICHIAPHOTO TOAa, UCKIIOUYCHHE
COCTaBIIIFOT JIMYHBIC Jiesia PaOOTHUKOB, KOTOPBIe (DOPMHUPYIOTCS B TEYCHHE BCETO
neproja paboThl, U TEPEXOAAIINE e,

- TOKYMEHTHI TIOCTOSTHHOTO ¥ BPEMEHHBIX CPOKOB XPAHECHHS TPYIIAPYIOTCS B
7ena pa3enbHo;

- B JIEJI0 BKJTFOYAETCS TI0 OHOMY IK3EMIUISIPY KaX0r0 TOKYMEHTA;

- (bakcorpamMMBbl, TelerpaMMbl, Tele(OHOTpaMMBl TIOMEIIAIOTCS B Jela C
TePeMMCKON Ha OOIIMX OCHOBAHMSIX;

- B JICJIO TIOMEMIAIOTCS JOKYMEHTHI MPaBUIBHO U MOJTHOCTHIO OGOPMIICHHBIC
(TOKyMEHTBI TOJDKHBI UMETh JIaTy, MOANUCH U APYTrue HEOOXOAMMBIC PEKBU3UTHI);

- B JIeJI0O HE BKJIIOYAIOTCS JOKYMEHTBHI, IOJJICKAIIUE BO3BpaTy, JUIITHHE
AK3EMILISIPBI M YePHOBUKH (32 UCKIIFOUEHUEM 0CO00 IICHHBIX);

- 10 00BEMY J1eTT0, BKITFOYAIOIIEe JOKYMEHTHI Ha OYMa)KHOM HOCHUTENIE, HE JOHKHO
npeBbIath 250 JIMCTOB, MPH TONIIMHE HE OoJiee 4 ¢cM (TOJIIIMHA J1eT CO CPOKaMHU
xpa"enus o 10 et He momkHa npesbimath 10 cm). Jlena oobemom cBbimie 250
JIUCTOB COCTABIISIOT OTJACIBHBIA TOM, O YeM B JJOKYMEHTE JIeJlaeTcsl oTMeTKa. [Ipu
HAJIMYHUH B JIeJIe HECKOIBKUX TOMOB (4acTei) MHIEKC U 3aroJIOBOK Jieia
MIPOCTABISAIOTCS Ha KaKJIOM TOMe ¢ jo0aBiieHreM obo3Havyenuit: "T. 1", "T. 2",

JIOKyMEHTBI BHYTPH JieJla PacIoJiaraloTCs CHU3Y BBEPX B XPOHOJOTHUYECKOH,
BOIPOCHO-JIOTHYECKOH TOCIIEI0BATEIBHOCTH (UTOOBI OHH TI0 CBOEMY COZICPKAHHIO
MOCJIIOBATEIPHO OCBEIAIM OIPE/IEICHHBIC BOMPOCH) WM WX codeTaHuu. [lpwm
ATOM JOKYMEHTHI HEOOXOIUMO PacrojiaraTh B XpOHOJOTHUYECKOM TIOPSIKE WIIH TI0
andaBuTy aBTOPOB U KOPPECTOHACHTOB. [IpHioKeHns K TOKyMEHTaM, He3aBUCHUMO
OT JIaThl UX YTBEPXKICHUS WA COCTABIICHUS, IPUCOSTUHSIOTCS K TOKYMEHTaM, K
KOTOPBIM OHH OTHOCSITCSI.

PacriopsiiutensHble  TOKYMEHTHI TPYNNHUPYIOTCS B Jella 1O BUAAM U
XPOHOJIOTUU C OTHOCSIIIIAMHUCS K HUM TIPHIOKCHUSAMU. JIOKYMEHTHI - OCHOBaHUS K
pacnopsAIUTEIbHBIM JOKYMEHTaM BKJIIOYAIOTCS B OTIEIBHOE JENI0. Y CTaBHl,
MOJIOKCHUS, HWHCTPYKIIMH, YTBEP)KICHHBIC TMPABOBBIMH aKTaMU, SBIISIOTCS
MPWIOKCHUSIMUA K HUM W TPYIIUPYIOTCS BMECTE C YKa3aHHBIMH JOKYMECHTAMH.
Ecnmm xe oHM yTBEpXKICHBI B KAa4eCTBE CAMOCTOSITEIHHOTO JOKYMEHTa, TO WX
TPYNIUPYIOT B OTAEIBHBIC Jea.

[IpoTokonBl B J€Nie pacmoyiaraloTCS B XPOHOJOTHYECKOM TMOPSAKE U TI0
HOMEPAM.

JIOKyMEHTBI K 3aceaHusIM (COBEIIAHUSAM) TPYHIUPYIOTCS B OTACIBHOE JCIIO,
KaK ¥ TPUJIOKEHUS K TIPOTOKOJIaM, €CITU OHH COZepKaT Oosee 25 cTpaHwuil.

JIOKyMEHTBI K TIPOTOKOJIaM, €CIIM OHW CTPYIIIUPOBAHBI B OTACIBHBIE JeTa,
CUCTEeMATU3UPYIOTCS BHYTPH JieJia TI0 MOPSIAKY HOMEPOB MPOTOKOJIOB.

JlokanpHBIE HOPMATHUBHBIC AaKThl, YTBEPKICHHBIC PACTIOPSIUTCIHHBIMU
JOKYMEHTAMH, SIBJISIOTCS TPUIOKEHUSIMH K HUM W TPYIIUAPYIOTCS BMECTE C
YKa3aHHBIMH JJOKYMEHTaMHU.

[Tprkaspl MO OCHOBHOW NESATEIBHOCTH TPYNIHUPYIOTCS OTACTHHO OT MPUKA30B
M0 JIMYHOMY COCTaBy U TIPUKa30B TIO0 aJMHHHUCTPATUBHO-XO3SHCTBEHHOM
TSI TeTbHOCTH

[Tpukaspl IO TMYHOMY COCTaBY (POPMHUPYIOTCS B JieJla B COOTBETCTBHH CO
CpPOKaMH XpaHCHHUS.



JIOKYMEHTBI B IMYHBIX JEJaX pACIONAraloTCs M0 MEPE UX MOCTYILJICHHUS.
JIuueBble cueTa Mo HAYMCJICHUIO 3apa00THOM MIAThl pA0OUUM U CITyKalUM
IPYIIUAPYIOTCS B OT/ACNIbHBIC Jiefia B alIaBUTHOM MOPSIIKE.

[Ipenyoxenus, 3asiBJICHUS U Kalo0bl Ipak/IaH MO BOMpPOcaM pabOThl OpraHa
MECTHOT'O CaMOYIIPABIICHUS U BCE IOKYMEHTHI 10 UX PACCMOTPEHHUIO U
WCTIOJIHEHUIO TPYNIUPYIOTCS OTAECIBHO OT 3asIBJICHUM IPa)KJaH IO JINYHBIM
BOITPOCaM.

[lepenucka rpynnupyercss B Jieja MO TEMAaTUKE W/WIA KOPPECIOHJECHTaM U
CHUCTEMATHU3UPYETCS. B XPOHOJIOTHMYECKOW MOCIEIOBATEIBHOCTH: JTOKYMEHT-OTBET
MOMEINIaeTcsl 32 JOKYMEHTOM-Tpock0oi  (3ampocom). Ilpm BO300HOBICHUH
MEPENUCKU IO OMNPEAECICHHOMY BOIPOCY, HAYaBLICHCA B MOPEABLAYIIEM TOAY,
JOKYMEHTBI BKJIFOYAKOTCA B JEJI0 TEKYLIEr0 roja ¢ yKa3aHMEeM HHJAEKca Jela
MPEIBIAYIIETO roaa.

ONEKTPOHHBIE JOKYMEHTBHl (OPMHUPYIOTCS B  DJEKTPOHHbIE J€Ja B
COOTBETCTBHM C HOMEHKJIATypOW Jed OpraHu3alud B TOW HH(POPMAIIMOHHOM
CUCTEME, B KOTOPOH OHU OBUIM CO3/IaHbl UJIU B KOTOPYIO ObUTH BKJIFOUECHBI.

7.2. OdopmieHue Ael, MOATOTOBKA JIeT K XPaHCHHUIO.

Jlena, oOpa3oBaBmIMeCs B JAESITEIBHOCTH OpPraHU3alud M MOJyIeXKalllne
XpaHEHUIO, TMPOXOJAT TMOJHOE€ WU yacTuyHoe odopmieHue. I[lomHomy
oopmiteHnI0 TOICKAT Jenia BpeMeHHBIX (cBbimie 10 JeT) CpoKOB XpaHEHUs,
MOCTOSTHHOT'O XPaHEHWs W MO JUYHOMY coctaBy. [lema BpemenHbix (mo 10 er)
CPOKOB XpaHEHUS MOJICKAT YACTUUHOMY O(DOPMIICHUIO.

Odopmienue nen npoBOAUTCS B CTPYKTYPHBIX MOAPA3AETICHUSIX OpraHU3aluu
o MecTy (OpMUPOBaAHUS TOKYMEHTOB B Jiea.

[Tonnoe odopmienue nena Ha OyMaKHOM HOCUTEJE BKIIIOYAET:

oopMIIeHHE PEKBU3UTOB O0JIOKKH Jena no Gpopme;

HyMEpAaIUIO JINCTOB B JICIIE;

COCTaBJICHUE JINCTA-3aBEPUTENA JIEIIA;

COCTaBJICHHE B HEOOXOJAUMBIX CIy4asiX BHYTPEHHEH OMUCU TJOKYMEHTOB JIeNa;

MOAIIMBKY U MEPEeIIeT Jaena.

Jlucr-3aBepuTenb Jena, BHYTPEHHSS OMUCHh JOKYMEHTOB Jiella M 00JIOkKKa
Jella COCTaBIISIOTCS 1O (GopmaM, ycTaHOBIeHHBIM HHcTpykinmel (MpHIoKeHUsS
NeNel3,14,15).

BHyTpeHHss onuch BKIIIOYAETCS B Jiefia, UMEIOIIUE OCOOYH0 3HAYMMOCTh, a
TaKke B Jiena, cPOpMHUpPOBAHHBIE TIO BUJAM JOKYMEHTOB, 3arOJOBKH KOTOPBIX HE
PACKpBIBAIOT KOHKPETHOTO COAEPKaHUS JOKYMEHTOB.

BHyTpeHHsisi onuch JOKYMEHTOB Jiella COCTaBJISIETCS TakKe Ha OOBEMHBbIE
Jeia MOCTOSTHHOTO M BpeMeHHBIX (cBbimie 10 jieT) CpokoB XpaHEHUS B IENSIX ydeTa
1 OBICTPOr0 HAXOXKJEHUS TOKYMEHTOB B JIETI€C.

B koHIIe BHYTpEeHHEN OMUCH yKa3bIBaeTCs LUPpaMU U IPOMUCHI0 KOJIUYECTBO
BKJIFOYEHHBIX B HEE JJOKYMEHTOB U KOJIMYECTBO JINCTOB BHYTPEHHEN OMUCH.

BHyTpeHHsisi onuch JOKYMEHTOB Jieja MOJMKUCHIBAETCS COCTABUTEIEM C
YKa3aHHUEM JI0JIKHOCTH, UHULIUAJIOB U (paMUJIUH, JaThl COCTABICHUS.

Ecnu nmeno mepersiereHO W moAmMMTO 0€3 BHYTPEHHEM OIMUCH, TO
COCTaBJICHHAs] BHYTPEHHSISI OMUCH MOAKIECUBACTCSA K BHYTPEHHEW CTOPOHE JIULIEBOI



00JIOKKHU JIeTa.

Jlena BpemeHHBIX (10 10 JieT BKIIIOYUTEIEHO) CPOKOB XpaHEHUS, TIOJICIKAIIIHNE
JaCTUYHOMY O(OPMIICHHUIO, JTOMYCKAETCsl XPaHUTh B MAaIKax, B KOTOPBIX Jelia
XpaHWINCh B JICJONPOU3BOJICTBE, MEpEeCUCTEeMaTH3aIMs JOKYMEHTOB B JeJie He
NPOBOJUTCS, JIMCTHI Jiella HE HYMEpPYIOTCs, JIMCTBI-3aBEpUTEIIM Jejia He
cocTaBisitoTcsl. Ha 0050kKke 1ema B COOTBETCTBHMM C HOMEHKJIATYpOW e
OpPraHM3allMA  3arOJHSIIOTCA  PEKBU3HMTHI.  HAUMCHOBAHHME  OpraHU3alluHy,
HAaMMCHOBAHWE IOAPA3JICICHNS, WHACKC JeNia, 3arojoBOK Jiejia, CPOK XpaHCHHS
JTOKYMEHTOB.

Ha oGOnoxke men BpemeHHbIX (cBbimre 10 JI€T) CPOKOB XpaHEHUS U TIO
JUYHOMY COCTaBY YKa3bIBAFOTCS:

HAaMMCHOBAHWE BBINMIECTOSIIEH OpraHn3anuu (OpraHu3auu-yapeaurers) (mpu
HEOOXOMMOCTH), HaWUMEHOBAHHE OPraHU3alHUU - HCTOYHHKA KOMIUICKTOBAHUS
rOCyJIapCTBEHHOTO (MYHHUITMTIAIBHOT0) apXHUBa,

HAaUMCHOBAHUE CTPYKTYPHOTO MOAPa3/ICICHHUS;

WHJICKC JIejIa 0 HOMEHKJIAType Je;

HOMep ToMa (JacTH);

3aroJIoBOK jieia (Toma, 4acTHh);

KpaliHue JaThl aena (TomMa, 4acTh);

KOJIMYECTBO JINCTOB B JICIIC;

CPOK XpaHEHHUS JieTa,

apXvBHBIN WKUdp Aena.

Ha o06oxKkax J1ei MOCTOSITHHOTO XpaHEHUs HaJl HAMMEHOBAHUEM OpTaHU3aIHH
YKa3bIBACTCS HAMMCHOBAHWE TOCYAApCTBEHHOrO (MYHHIIMITAJILHOTO) apXHBa,
WUCTOYHMKOM KOMIUICKTOBAHHSI KOTOPOT'O BBICTYIIACT OpraHU3aIlusl.

[Tpu opopmiienun 00JI0KKH J1eNia:

HAaMMCHOBAHWE BBIICCTOSICH OpraHu3auu (OpraHu3aluu-yaIpeIuTeis), Py
€¢ HaJMYWH, YKA3bIBACTCS IOJIHOCTHIO B MMEHHUTCIILHOM IaJe)Ke, O] ITOJTHBIM
HAaMMCHOBAaHHEM B CKOOKaX YKa3bIBacTCS OQPUIIMAIBLHOE MPHHITOS COKPAIICHHOES
HauMeHOBaHue (PU €ro HATWIHH);

HAaMMCHOBAaHNE OpPraHU3alliy YKa3bIBae€TCS IOJHOCTHIO, B HUMCHHUTEIHHOM
najieke, ¢ yKazaHHeM O(HIMAIBHO MPHHITOTO COKPAIICHHOIO HAaWMEHOBAHUS
(mpu ero HaJIMYWHU), KOTOPOE VYKa3bIBaeTCI B CKOOKax IIOCJIe IIOJHOTO
HAaMMCHOBAHUS,

HAaMMCHOBAaHUE CTPYKTYPHOTO TIOAPA3JCICHHUS YKA3bIBACTCS ITOJTHOCTHIO B
COOTBETCTBHHM C YTBEP)KICHHOW CTPYKTypoW opraHuzanuu (IpH HATAIUH
COKPAIIICHHOTO HAaMMEHOBAHUS CTPYKTYPHOTO IMOAPA3IEICHUS OHO yYKa3bIBACTCS B
CKOOKax);

WHJICKC JeJla TPOCTABIIACTCS B COOTBETCTBUM C HOMEHKIIATYpOH Jei
OpTaHU3alNY;

3arojIOBOK JieJla TICPEHOCHTCS W3 HOMEHKIATYphl Jel opraHu3anuu (B
HEOOXOMMBIX CITydasiX B 3ar0JIOBOK BHOCSITCSI YTOUHCHHS);

natel aena (roa(sl) 3aBeACHUS M OKOHYAHUS Jiejia B IJIOIPOU3BOJICTBE).

[Tpy U3MCHEHNHM HAMMEHOBAHUS OpTraHU3aIluU WM TOPa3ICICHHS B TCUCHHE
NIEPHUO/Ia, OXBATHIBAEMOT0 JTOKYMEHTAMH JejIa, WU IPH Mepenade jeja B Jpyroe
moJipa3jiclicHue Ha OOJIOKKE Jelia IO NMPS)KHUM HANMCHOBAaHUEM YKa3bIBACTCS
HOBOC HAaMMEHOBaHWE OpraHu3anuu (IoJpas3zieiieHus), a IpeKHee HaUMCHOBAaHUE



3aKJII0YAETCS B CKOOKHU.

WNunekc nena m 3arojioBOK Jieja NEPEHOCATCA Ha 00JI0KKY U3 HOMEHKIATyphl
nen. Ecnu meno cocTOMT U3 HECKOJIBKMX YacTeil, Ha OO0JIOXKKY KaxJoro Toma
(J4acTh) BEIHOCUTCS OOIIMIA 3aroJIOBOK Jieja M 3aroJIOBOK KaxJIoH Jactu (MpHu ero
HAJTWYHH).

JlaToil nen, coAepkalux pacnopsaIUTEIbHYI0 JOKYMEHTAILUIO, a TaKkXKe Jel,
COCTOSIIIAX M3 HECKOJILKUX TOMOB (4acTei), SIBIIAIOTCS KpallHUE AaThl JOKYMEHTOB
Jena, TO €CTh AaThl (YHMCIIO, MECSI, T'OJ) PErucTpanuy (COCTaBICHHS) CaMOro
pPaHHEro W CamMoro MO3JHETO JOKYMEHTOB, BKJIIOUEHHBIX B Aeno. [Ipu sTom neHb
Mecsa (aBa 3HaKa) M roJ (4eThipe 3HaKa) 0003HAYAIOTCS apaOCKUMU Hudpamu,
Ha3BaHME Mecslla MUILETCS CIOBOM. Eciiv B /1€710 BKJIIOYEHBI JTOKYMEHTHI, JaThl
KOTOPBIX BBIXOJSAT 32 KpaWHUE NaThl Jieja, TO MOJ JaTaMu JieJa, C HOBOM CTPOKHU
AenaeTcs 3anuch. "B gene uMeroTcs TOKyMEHTHI 3a ... Toa(bl)". JlaTel meiaa MoryT
HE YKa3bIBaThCAd Ha OOJIOKKE e, COAECPKAIMX, HAIpUMEpP, TOJIOBbIC IUIAHBI U
OTYETHI, TAK KaK OHU OTPaKaroTCs B 3ar0J0BKaX JIE]l.

Jlatamu niena, cojepKamiero mpoTOKOJIbl 3aCeIaHuH, SBJISIIOTCS 1aThl IEPBOTO
Y TIOCJIETHETO MTPOTOKOJIA.

KpaitHumu naramu JIMYHOTO Jejia SBJISIIOTCS JAaThl MOJNUCAHMS TMPUKaA3a O
npueMe (IpU HATUYHHA TPYJIOBOIO JIOTOBOpPA - JaTa 3aKIIOYCHHS TPYIOBOTO
JIOTOBOpPA) W MpHUKa3a 00 YBOJBHEHUH JIMIA, HA KOTOPOE OHO 3aBe/IeHO. B ciyuae
CMEpPTH JIMIIa, HAa KOTOPOE 3aBEACHO [eJI0, KOHEYHOW JaToil sBJseTCs JaTa
JOKYMEHTA, U3BEIIAIOIIETO O €r0 KOHUYHHE.

PexBu3uT "Cpok XxpaHeHuHsi Jena’ MNEpPEeHOCUTCS Ha OOJIOXKKY Jiena U3
HOMEHKJIATYphl JIeJl TMOCJie CBEPKH €ro CO CPOKOM XpaHEHHUs, YKa3aHHbIM B
MepeYHe THUIIOBBIX JOKYMEHTOB WJIM B BEJIOMCTBEHHOM IE€pEYHE JIOKYMEHTOB, C
yYKa3aHHUEM CPOKOB XPaHEHHSI.

Ha nenax mocTossHHOro XpaHeHUs MUIIETCs . ' XPaHUTh MOCTOSIHHO' .

[To oxoHYaHUU rojia B HAJMKUCH Ha 00JI0KKAX JIE€] MOCTOSIHHOTO U BPEMEHHBIX
(cBoimie 10 JieT) CpOKOB XpaHEHUS BHOCATCS YTOYHEHHUS. MPH HECOOTBETCTBHH
3aroJoBKa JieJ Ha OOJIOKKE COACPKAHUIO MOAIIMTBHIX JTOKYMEHTOB B 3aroJIOBOK
7iea BHOCATCSI U3BMEHEHUS U JIONIOJIHEHUSL.

HaunmMeHnoBaHusi opraHu3anvi U MOApa3/eeHus, TOJl U HOMEp Jejia MOTyT
MPOCTABIATHCA HA O0JI0KKE C TOMOIIBIO IITAMIIA.

B nensax obecniedeHus: COXpaHHOCTH M 3aKPETUICHUS MOPsIAKA PACION0KEHUS
JOKYMEHTOB, BKJIIOUEHHBIX B JEJIO, BCE €ro JINCThI, KPOME JINCTA 3aBEPUTENS U
BHYTPEHHEW OMNHUCH, HYMEpPYIOTCS apaOCKuMu IudpaMu BaJIOBOW HyMmepalue.
JIucThl HyMepyIoTCs TpadUTOBBIM KapaHIAIIoOM WM HyMepaTopoM (yrmoTpeOiieHne
YePHWIT M [[BETHBIX KapaHJallel Il HyMepaluy JIUCTOB HE JOMYCKAETCs) CBEPXY
BHM3, HU(PBI IPOCTABIAIOTCA B IPAaBOM BEPXHEM YTy JIUCTA, HE 3a/ieBasi TEKCTa
NOoKyMeHTa. JIUCThl BHYTpEHHEN ONMUCU HYMEPYIOTCS OTIEIBHO.

JlucTel Aen, cOCTOAIIMX M3 HECKOJbKUX TOMOB WJIM 4YacTeW, HyMEpPYIOTCS IO
KKJIOMY TOMY WM YaCTU OTAEJBHO.

JIOKyMEHTBI C COOCTBEHHOW HyMeEpalMed JUCTOB HYMEPYIOTCS B 00IIeM
MOPSIIKE.

Jluct moboro (opmara, MOAMMUTHIA 3a OOUH Kpail, HyMEpyeTCcs KakK OJIUH
JUCT B MpaBOM BepxHeM yriy. CIOKEHHbIA JTUCT pa3BOPaAuMBAETCS U HYMEpPYETCs
B IIPAaBOM BE€pPXHEM yTIiIy. JIUCT, CIIOKEHHBIN U NOAIIMTHIN 32 CEPEINHY, MMOIJIEKNAT



NEepEIINBKE U HyMEPYETCs KaK OJJUH JIUCT.

Ecnu B 1€710 NOAIINT KOHBEPT C BIOKEHUEM, CHAaYaJla HyMepyeTcsl KOHBEPT, a
3aTeM OYepEeIHBIM MOPSIKOBEIM HOMEPOM KaKJ0€ BIOKEHUE B KOHBEPTE.

Ecnin B wymepamuu nuctoB npomymeHo Oonee 10 ommbok, Bce memno
HyMepyeTcs 3aHOBO. [Ipu 3TOM cTapble HOMEpa 3a4epKUBAOTCS, U PAIOM CTaBUTCS
HOBBI HOMED JINCTA.

[Ipu Hamuuuu OTHAENBbHBIX OMIMOOK B HyMEpallMH JHCTOB JOMYCKaeTCs
yroTpeOIeHHe TUTEPHBIX (¢ OYKBEHHBIMHU JOIOJIHCHUSMHU) HOMEPOB JIMCTOB.

[locne 3aBepuieHUs] HyMepaluu JINCTOB COCTABIISIETCA JIMCT-3aBEPUTEID JIENa,
KOTOpBII pacronaraercds B KOHUE Jena. B nucre-zaBepurene uudppamu u
IIPOMUCHIO YKa3bIBAIOTCS KOJMWYECTBO JIUCTOB B JaHHOM [€J€, OCOOEHHOCTHU
OTJCIIbHBIX JOKYMEHTOB (HESCHBIM TEKCT, Pa3pPhIBbI, CKICHKH).

JIucT-3aBepuTenp Jena IMOAIUCHIBAETCS €ro COCTABUTENIIEM C YKa3aHUEM
JOJKHOCTH, MHUILIMAJIOB U (PaMUJTUU, JAThl COCTABICHUSI.

KonuuecTtBo JMCTOB B Jelie, yKa3aHHOE B JIUCTE-3aBEpUTENE Jela,
IIPOCTAaBIISIETCS HA 00JIOKKE Jena.

Ecnin neno mepemieTeHO W NOAWMTO 0€3  JUCTa-3aBEpUTENs], TO
COCTAaBJICHHBIN JIUCT-3aBEPUTENb MOAKIEUBACTCA K BHYTPEHHEH CTOPOHE 3aJHEHN
00JIOKKH J1ena.

8. Opranmamm ONEepaTUBHOIO XpaHCHUA JOKYMECHTOB U IKCIIEPTHU3A
HX HECHHOCTH

8.1. OnepatuBHOE XpaHEHHE TOKYMEHTOB.

C MoMeHTa 3aBeJICHUS W JI0 Mepeaadyu JieJl B BEJOMCTBEHHBIM apXUB OpraHa
MECTHOTO CaMOYIIPaBJICHHs JieJla XPaHATCA MO MECTy HuX (QOpMHpPOBaHUS.
PykoBonutenu  OpraHoB  MECTHOTO  CAMOYIPABICHHS U CHEHUAIIUCTHI,
OTBETCTBEHHBIC 3a BEJCHHME JEJONPOM3BOJCTBA, 00sA3aHBl 00OECIeYnBaTh
COXPaHHOCTb IOKYMEHTOB U JEI.

Jlnst obecrieyeHUss COXPAHHOCTH, Yy4e€Ta JTIOKYMEHTOB W JIeNl CTPYKTYpPHOTO
MOIpa3ACICHUS M OpPTaHU3aIUY JOCTYIa K HUM IIPOBOAUTCS KOMIUIEKC padoT:

CO3/IaHHE ONTUMAJIbHBIX YCIOBUHN XpaHEHUS TJOKYMEHTOB U JIElI;

pa3MeleHue Jaer,

MPOBEpPKa HAJTUYMS U COCTOSHUS TOKYMEHTOB U 1€,

COOII0ICHUE TIOPsIIKa BBIIaun JICII.

Jlena pa3MemiaroT B pabounx KOMHATaxX WM CIIEIHAIbHO OTBEACHHBIX IS
ATOM 1€ TOMENICHUSX B InmKadax, Ha CTeUlaxkaX, 4YTOObl 00eCHeYuTh HX
COXPAaHHOCTD M 3aIUTY OT BO3AEHCTBUS BPEIHBIX (DAKTOPOB.

Jena nma uwx ydeTta M OBICTPOrO IMOMCKA JOJDKHBI — pacIoyiaraThCs
BEPTUKAIHHO, KOPEIIKaMU Hapy>Xy M B COOTBETCTBHHM C HOMEHKJATypoi nen. Ha
KOpEIIKax OOJIOKEK JIeJT YKa3bIBAIOTCA HMHIAEKCHI 1O HOMEHKJAType Jefl, MpH
HEOOXOAMMOCTH HOMEp ToMma Jena, aaTy aeia. HomenkmaTypa aen Wiy BBITTHCKA
13 Hee MOMEINIaeTCs Ha BHYTPEHHEH CTOpOHE MmKada.

Brinaua gen npyrum nojpasaesieHusM Ui CTOPOHHUM OpraHU3alUsIM
MPOU3BOIUTCS TOJIBKO C pa3pelieHus: pykoBoauTens. U3bsaTue JOKyMEHTOB U3 Ae
JOTMYCKAETCs B UCKIIFOUUTENBHBIX CyYasiX, IPOU3BOJAUTCS C pa3pelieHuUs



PYKOBOJUTENS ¢ 00513aTENIbHBIM OCTABJICHUEM B JI€JI€ 3aBEPEHHON KO
JOKYMEHTA U aKTa O MPUYUHAX BBIJAYU IOJIMHHUKA.

Jlena mocTosTHHOTO, BpeMeHHBIX (cBbimie 10 JIeT) CpOKOB XpaHEHUS U 110 JTHYHOMY
COCTaBy, 3aKOHUYEHHBIE B JECJONPOU3BOJICTBE, HE PAHEE, UEM YE€PE3 OUH I'OJ U HE
MO3/IHEE, YEM U€pe3 TPU rojia MepelatoTCa B BEIOMCTBEHHBIN apXUB OpraHa
MECTHOT'O CaMOYyIIPABIICHUS, TJ€ XPAHATCS B TEYEHUE YCTAHOBICHHBIX CPOKOB.

[IpoBepkr HanM4Us U COCTOSAHUSL TOKYMEHTOB U JIEN B LIEJSX YCTAaHOBJICHUS
(baKTUYECKOTO0 Hamuyusi JeJl JOKHBI TMPOBOAUTHCA JEJIONPOU3BOJAUTEIIEM
MOJpA3ACIICHUS B CIydasiX:

nepe nepeaayeil JOKYMEHTOB B apXUB OpraHU3aLNY;

MIpY MEPEMEICHUU JET;

[IPY CMEHE PYKOBOJAUTENS CTPYKTYPHOTO MOIPa3AECICHHUS;

MPU pEOpraHu3ali W JIMKBUJALMK OPraHU3alUd WA CTPYKTYPHOIO
MOJpa3ICIICHUS.

[IpoBepka HanM4Msl MPOBOJMUTCS IYTEM CBEPKH CTAT€ HOMEHKIATYPHI JIEI C
OMMCaHUEM JieJl Ha 00J0XKKe, a (PU3UUECKOe COCTOSIHUE JIeNI ONpEeNEeseTcsl MyTeM
UX BHU3yaJbHOTO TmpocMoTpa. Bce oOHapyXeHHbIE HEIOCTATKU JOJKHBI
(bUKCUPOBATHCS B aKTE MPOBEPKU HATTUYUS U COCTOSHUS JIE]I.

B cimyuyae BbIsIBIEHUS OTCYTCTBHS AEJ, YUCISAIIUXCA MO0 HOMEHKIIATYpE e,
PYKOBOJICTBOM MOJAPA3AEICHUN MPUHUMAIOTCS MEPBI 110 UX PO3BICKY. ECiu po3bICK
Je HE JaeT pPe3yJibTaTa, COCTABIAETCA CIpaBKa O NPUYMHAX UX OTCYTCTBUA,
KOTOpas MOJINKCBIBAETCS PYKOBOJIWUTEIIEM NOAPA3ICICHUS W NPEACTABISIETCS B
apXuB.

dakT yrpatel aena (men) (GUKCHpPYETCS B aKTE, COCTABIIIEMOM JIUIIOM,
OTBETCTBECHHBIM 32 BEJICHUE JICJIONPOU3BOJICTBA U PYKOBOAUTEIEM CTPYKTYPHOTO
nojipasjaesieHus (YIOJIHOMOYCHHBIM UM JIMIIOM) B TPEX DK3EMILIAPAX: MO OJHOMY
JK3EMIUISIPY  aKTa  XpaHWUTCS Yy JIMIA, OTBETCTBEHHOTO 34  BEICHHUE
JNEJONPOU3BOACTBA W B CTPYKTYPHOM TIOAPA3JCIICHUU; OK3EMIUISIP aKTa
MPEJCTABISACTCS B AaApXHMB OpPraHu3aldd NpU Iepeade Jell CTPYKTYPHOTO
MOJpa3/IelICHUs Ha apXUBHOE XPAHECHUE.

8.2. DkcnepTr3a EHHOCTH TOKYMEHTOB.

OKcrepTu3a  LEHHOCTH  JIOKYMEHTOB NpPOBOJMUTCS  HAa  OCHOBE
3aKOHOJATEIBPHBIX W WHBIX HOPMATHUBHBIX TIPABOBBIX aKTOB Poccuiickoit
deneparuy, yCTaHABIMBAIONIUX TPEOOBAHUS K CpPOKaM XpaHCHUS TOKYMEHTOB,
TUTIOBBIX W BEIOMCTBEHHBIX TIEpEeYHEH JTOKYMEHTOB C YKa3aHHEM CpPOKOB HX
XpaHCHHUS .

MIPY COCTaBJICHUY HOMEHKJIATYPHI JIET;

MIPY TOATOTOBKE JIeJ K TIepeaue B apXuB OPraHU3aIUH;

B apXMBE OpPTaHU3AIUH.

Jlis  opraHmW3anmuu W TPOBEACHUS pabOThl MO OSKCHEPTH3E IEHHOCTH
JIOKYMEHTOB B OpraHu3allid CO3JaeTCAd IMOCTOSHHO JEHUCTBYIOMIAs SKCHEpTHAs
komuccus (nanee - 9K).

3agaun, GQYHKIUM, TpaBa, opraHu3amus padoTel OK  ompenensrorcs
MOJIOKCHUEM O HeH, KOTOpOoe pa3paldaThIBaeTCs HAa OCHOBAHWH IMPHUMEPHOTO
MOJIOKCHUS,  YTBEP)KICHHOTO  YIOJTHOMOYEHHBIM  (pemepaabHBIM  OpPraHOM
UCTIOJTHUTEILHOM BIIACTH B chepe apxuBHOTrO Jena u aenonpousBojactea ([Ipukas
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®denepanpHoro apxuBHoro areHrcTBa oT 11.04.2018 N 43 "OO6 yrBepxkacHUM
[IpumepHoro  monoxkeHuss 00  AKCOEPTHOM  KOMHCCHUU  OpraHu3aluu’
(3apeructpupoBan B MuHuctepctBe roctuiuu  Poccuiickoit  ®eneparuu
15.06.2018, peructparmmonnsiii N 51357).

OcHoBHBIMH pyHKIMAMU DK SBIAIOTCS:

OpraHu3aIus €XeroaHoro oToopa JAen Jisd XpaHEHUS U YHUUTOXKECHUS;

pacCMOTpPEHHE M COIIACOBaHUE MPOEKTAa HOMEHKJIATYpPHI JIeJl OpraHU3aluy,
OIKCEH JIeNT TOCTOSTHHOTO ¥ BpeMeHHbBIX (cBbimie 10 JieT) CpOKOB XpaHEHWs], B TOM
Yyycjie MO JIMYHOMY COCTaBy, aKTOB O BBIJIEICHUUM K YHUYTOXKECHHUIO [, HE
MOJICKAIIUX XPAHEHUIO;

y4acTU€ B TOATOTOBKE U PACCMOTPEHHH MPOEKTOB HOPMATUBHBIX U
METOJUYECKUX JTOKYMEHTOB MO BOMpOcaM padOThl C IOKYMEHTaMU B OpTaHU3AINH.
DKcrepTu3a EHHOCTH JOKYMEHTOB MPOBOJUTCS €KerogHo. Jlo mpoBeaeHus
AKCHEPTU3bI IIEHHOCTH YHUUYTOXKEHUE JOKYMEHTOB 3aIpEIIacTCs.

[Tpu npoBeneHUN 3KCNEPTU3bI LIEHHOCTH TOKYMEHTOB IPH MOJATOTOBKE JEN K
nepeaye B apXuB OpraHu3alii OCYIIECTBIISETC:

0oTOOp JOKYMEHTOB IOCTOSHHOTO W BpeMeHHbIX (cBbimie 10 Jiet) cpokoB
XpaHEeHUs JJIs Tiepefjayu B apXUB OpraHU3alluu;

0TOOp JOKYMEHTOB BpeMeHHBIX (0 10 JieT BKIFOYHTEIHHO) CPOKOB XPAHCHUS
n ¢ mnomerkamu Jlo wMuHOBaHMA HagoOHocTtH'', "Jl0o 3aMeHBI HOBBIMU
MOJISKAIIUX JaTbHEUIIIEMY XPAaHEHHUIO B CTPYKTYPHBIX MOAPA3ACICHUSX;

BBIJICJICHUE K YHUYTOXXCHUIO €] 3a MPEIbIAYILIHUe TOJIbl, CPOKU XPaHECHUS
KOTOPBIX UCTEKIIH.

OnHOBPEMEHHO TMPOBEPSETCS KAyeCTBO U IMOJTHOTA HOMEHKJIATYpPhI Jed
OpraHu3aluu, NPaBUIbHOCTH ONPEETICHUS CPOKOB XPAHECHHUS JIE.

Jlena TMOCTOSSHHOTO W BpeMeHHBIX (cBbimie 10 JeT) CpOKOB XpaHCHWsI
MOJJICKAT MOJUCTHOMY MPOCMOTPY ISl BBIAEIEHUS M3 UX COCTaBa JIOKYMEHTOB
BpeMeHHBIX (10 10 jtet) cpokoB XpaHCHHS.

Hena ¢ ormerkoit "OK" moaBeprarorcs MOIMCTHOMY MPOCMOTPY B HEISAX
ONpeNeNieHus] U BBIAEICHUS U3 HUX COCTaBa JOKYMEHTOB, MOJJIEKAIUX
MOCTOSIHHOMY XPaHEHHUIO.

[lo pe3ynbTaTaM 3KCHEPTU3BI IEHHOCTU JOKYMEHTOB B OpraHU3alliH MPOBOIUTCS
o(OpMIIEHHE JI€]T U COCTABJISIIOTCS OIMKCH JI€JT MIOCTOSIHHOTO XPaHEHHUsI, BPEMEHHBIX
(cBoime 10 71eT) CPOKOB XpaHEHUS | 1O IMYHOMY COCTaBY, a TaKXKe aKThI O
BBIJICJICHUH K YHUYTOXKCHHIO JIeJ1, HE TIOJJICKAINX XPaHSHHIO (Mprtoxenne 18).

JIOKYMEHTBI MTOCTOSIHHOTO, BpeMeHHBIX (cBbimie 10 jeT) cpokoB XpaHEHHS U
M0 JIMYHOMY COCTaBY, COCTABIIAIOIIUE JI€JI0, TOMEMIAIOTCS B TBEPJIbIE OO0JI0XKKHU U3
KapTOHA, MOJIIMBAIOTCA B YEThIpE MPOKOJA WM MEPEeIIeTaloTC C Y4YeTOM
BO3MOXKHOCTH CBOOOJHOTO UTEHMSI TEKCTa BCEX JOKYMEHTOB, JaT, BU3 U
pe3omonii Ha HUX. Pe30yIonuu pyKOBOJICTBA, COCTABJIEHHBIE HA OTACIBbHBIX
JUCTax, MOMENIAI0TCS Mepes JOKyMeHTOM. [Ipu moAroToBke Aen K MOJIIMBKE
(meperureTy) mpoBepseTCs NMPAaBHIBHOCTh WX (OPMHUPOBAaHHS, OPOPMIICHUS, BCE
IJJACTUKOBBIE M METAJUIMYECKUE KpPEIUIEHUS, a TakKe TEepMOIEPEIUIeT U3
JTIOKYMEHTOB YAaISIOTCS.

Jlena TOCTOSHHOTO XpaHEHHWs, COCTOAIIME U3 O0CO00 [EHHBIX WU
HepOpMaTHBIX JOKYMEHTOB, MOTYT NPUHUMATHCS HA XPAaHEHUE B 3aKPBITHIX
TBEPJIbIX MaNKax ¢ TpeMs KjIanaHaMU U C 3aBsI3KaMU UM B KOPOOKaX.



Onucu el MOCTOSHHOrO XpaHeHHUs, BpeMeHHbIX (cBbimie 10 jer) cpokoB
XpAaHEHHS W IO JIMYHOMY COCTaBY, & TAaK)KE AKTHI O BBIACICHUHU K YHUUYTOXECHUIO
Iell, HE TMOJIeKallUuX XpaHCHUI0, paccMaTrpuBaroTcs Ha 3acemanun OK
opranu3anuu oJHOBpeMeHHO. CoriiacoBaHHble DK aKThl M ONMHUCU YTBEPKIAAIOTCS
PYKOBOJMUTEIEM OpPraHU3aLINH.

[ToamuBka BHOBE CHOPMHUPOBAHHBIX JI€T MPOM3BOIUTCS TOIBKO MOCIIE
3aBEPILICHUS IKCIIEPTU3bI HEHHOCTH JOKYMEHTOB.

9. IloaroroBka u nepeaaya 10KyMEeHTOB B BeIlOMCTBeHHLIﬁ apxuB

9.1. B BeTOMCTBEHHBII apXHUB NIEPEIAOTCS Jeiia C UCIIOTHCHHBIMA JJOKYMEHTAMHU
MOCTOSTHHOTO, BpeMeHHOTO (cBhImie 10 jieT) XpaHeHHUs | 110 JIMYHOMY cocTaBy. Mx
repeiada NpOU3BOIUTCS TOIBKO MO OMUCAM AEN.

OmnwucH JeNT COCTAaBIIIOTCS €KETOTHO 110 YCTaHOBJICHHOM GopMe (MIPHITOKESHUS
NeNe 16,17).

Onucu nen coCTaBIsIOTCS B CTPYKTYPHBIX MOAPA3ACIICHUSIX OPTraHU3alHH .

Omnucu aen COCTaBIISIIOTCS OTAENIBHO Ha Jeia MOCTOSHHOTO XPAHEHHUs; Aeia
BpeMeHHBIX (cBbimie 10 JIeT) CPOKOB XpaHEHWs; Jejia 10 JIMYHOMY COCTaBy, a
TAaK)K€ Ha [IeJIa, COCTOAIIME W3 JOKYMEHTOB, XApAKTEPHBIX JJISI JTaHHOMN
OpraHU3aIUU.

Omnwucwu (rogoBbIe pa3ieibl OMKUCce) e, TOKYMEHTOB COCTaBIISIOTCS:
MOCTOSHHOTO XPAHEHUSI — HE MEHEE YEM B UETBIPEX IK3EMIUISAPAX;

BpeMeHHOro (cBbimne 10 jieT) XpaHeHus: — He MEHEee YeM B YeThIPEX IK3eMILIIpax;
JOKYMEHTOB I10 JINYHOMY COCTaBY OpPraHU3alH-UCTOYHUKOB KOMILJIEKTOBAHUSA
OTZeJa MO JeJaM apXMBOB AIMHUHUCTpAIMU JIOKTEBCKOTO pailoHa — HE MEHEE YEM
B UETBIPEX DK3EMIUISpAX.

Onucu gaen  CTPYKTYPHBIX TOAPA3CIICHUM TMPEICTABISAIOTCS B apXUB
OpraHM3alMy HE paHee, YeM 4Yepe3 OJMH IOJl, U He IO3JHEE, YEM Yepe3 TP roja
MOCJIE 3aBEPIICHUS 1] B I€JONPOU3BOJICTBE.

OtnenpHas OMHUCh MPEACTABISET COOOM MEpedyeHb OMUCATENbHBIX CTaTEH C
CaMOCTOSITEIbHOW TMOPAJKOBOM HyMepalHeHd, Kaxaasd W3 KOTOPBIX JOJKHA
BKJIFOUATh CIEIYIOIIUE CBEACHHUS:

MOPSAAKOBBIN HOMED J1€J1a MO OIHKCH;

WHJIEKC JIEIIa;

3aroJI0BOK JIENa,;

KpallHUE aThl JIEIa;

KOJINYECTBO JIMCTOB B JEJE;

CPOK XpaHEHHUS JeNa;

MpUMEYaHUs.

[Ipu cocTaBieHnr OMHUCHU AN CTPYKTYPHOrO MOJAPA3ACIICHUSI COONIOJAI0TCS
cleayrolre TpeOoBaHus

3arOJIOBKH JI€JI BHOCATCSI B ONHUCh B COOTBETCTBUM C MPHUHITOW CXEMOU
CHUCTEMATHU3alNU J€EJ, 3aKPEIUICHHON B HOMEHKJIATypE €T,

KaXJO0€ JIeJO0 BHOCUTCS B OIUCh NOJ CaMOCTOATEIbHBIM MOPSAKOBBIM
HOMepoM (eCITh JIeJI0 COCTOUT M3 HECKOJIbKMX TOMOB WIJIH YacTed, TO KaXKIBI TOM
WJIH 9aCcTh BHOCSITCS B OITUCH TI0]] CAMOCTOSITEIbHBIM HOMEPOM);

MOPSAIOK HyMEPALIMU AE] B OIKUCH - BAJIOBBI;



rpadbl OMUCH 3aMOJHSAIOTCA B COOTBETCTBUM C TEMH CBEICHHUSIMH, KOTOPHIE
BBIHECEHBI Ha O0JIOKKY JIeNa;

IpH BHECEHHMH B OMNKCh MOAPSA Aea (TOMOB, 4YacTei) C OIMHAKOBHLIMHU
3arojIOBKaMH 3aroJIOBKM BceX Jed (TOMOB, YacTel) MUINYTCS MOJHOCTHIO; MPHU
BHECEHHH B OIKCH ITOCIIEIHEr0 3arojoBka gqo0asisercs ciioBo "[locnenuunii');

rpadga omucu “llpumeuvanus’” ucCHoONb3yeTcs s OTMETOK O MpUeMe Jied,
O0COOCHHOCTSX UX (PU3UYECKOTO COCTOSIHUS, O Mepeiaue Ae APYTUM CTPYKTYPHBIM
MOJIpa3IeJICHUEM CO CCHUIKOM Ha aKT, O HAJTUYUU KOMHUM.

Ilepen BHeceHHWEM 3arojIOBKOB JIeI B OIKCh IPOBEPSIOTCS KayeCTBO
dhopMupoBanus U 0QOPMIICHHUS JEJ, COOTBETCTBHE KOJUYECTBA JI€JI, BHOCUMBIX B
OMUCH, KOJUYECTBY 3aBEJCHHBIX JIeJ 10 HOMEHKIAType /€] OpraHu3aluu.

B koHIle ommcu Bclied 3a MOCICAHEM OIMMCATEIbHOM CTaThel 3amoJHSCTCS
UTOrOBasi 3aIlliCh, B KOTOPOH yKa3biBaloTCs (LU(ppaMH U MPOMUCHIO) KOJIUYECTBO
JIeJ1, YACIISIINXCS 1O OMKCH, MEPBBIN 1 MOCICAHUN HOMEpPA JIe]l IO OIKMCH, a TaKKe
OrOBapHBAIOTCI OCOOCHHOCTH HyMEpalMM Jel B omnucu (JIUTepHbIE HOMEpa H
PONyIIEHHBIC HOMEpa).

ITopsimok MPUCBOCHHS HOMEPOB OMHUCAM JIeJI CTPYKTYPHBIX MOJApa3aeIeHHI
YCTaHABJIUBAETCS IO COTJIACOBAHMIO C ApXUBOM OPTaHU3AIIUH.

Omnucu Ha fiena, TOKYMEHTHI TOCTOSTHHOTO XPaHEHHUS U 10 TUYHOMY COCTaBY U
aKThl HA YHUYTOKEHHUE JOKYMEHTOB pacCMaTpUBAIOTCS Ha 3aCeaHUU IKCIEPTHOU
KOMKCCHUU OpraHa MECTHOTO CaMOYIPaBJIEHUs OJTHOBPEMEHHO, 110 UTOraM
PacCMOTPEHUS — COTIIACOBBIBAIOTCH.

CornacoBaHHbIE YKCTIEPTHOM KOMUCCHUEH OpraHa MECTHOTO CaMOYTpaBJIeHUS
OMUCH JIeJI, TIOKYMEHTOB MOCTOSSHHOTO CPOKAa XPaHEHUSI HCTOYHUKOB
KOMIIJIEKTOBAHHS apXUBHOTO OTJeJIa a[IMUHHUCTPAIIUU TOPO/Ia MPEACTABIISIIOTCS Ha
YTBEPKIEHUE IKCIEPTHO-MPOBEPOUHON-METOANUECKON KoMUccuU MuHucTepCcTBa
AnTalicKOro Kpast o KyJIbType Yepe3 TPH I'ojia MOocie 3aBepIIeHus
JIEeTOTIPOU3BOJCTBOM JICII.

Ha nmena BpemeHHBIX cpokoB XxpaHeHus (10 10 jgeT BKIIOYUTEIHHO) OMKUCH HE
COCTaBJISIIOTCS, U B apXHMB TaKHE JiejIa HE TIepeIaroTCs.

Jlena mepemaroTcsi Ha XpaHEHHWE B apXUB OPraHM3aIllid B COOTBETCTBUM C
rpauKoM mepefayu JOKYMEHTOB, YTBEPKIACHHBIM PYKOBOJIUTENIEM OpraHU3aluu
WU WUHBIM YIIOJTHOMOYEHHBIM UM JIMIIOM M COTJIACOBAaHHBIM C PYKOBOJUTEISAMU
CTPYKTYPHBIX TIOJIpa3/icICHUM.

Jlena moctosHHOTO M BpeMeHHBIX (cBbimie 10 J1€T) CPOKOB XpaHEHH,
JIOKYMEHTHI 110 JINYHOMY COCTaBY MEPEIAI0OTCI B apXUB HE paHee, UeM uepes rof, u
HE MMO3Hee, YeM Yepe3 TPH rojia Mocje 3aBepIICHUS UX B JICTIONPON3BOICTRBE.

Ilepemaya nen B apXWB OpraHU3alMd IMPOU3BOJIUTCSA IO OIMHCSAM e
CTPYKTYPHBIX TTOAPA3ICIICHUM.

VYomHoMOYeHHBIM paOOTHUK apXWBa MPOBEPSIET MPABUILHOCTh OPOPMIICHUS
u (popmupoBaHHs JeJ, MPABHUIBHOCTh COCTABJICHUS OMHUCEH JeJI, COOTBETCTBHUE
KOJIMYECTBA JIeJl, BKIIOUCHHBIX B OIHUCH, KOJIUYECTBY Jel, CPOpMUPOBAHHBIX B
COOTBETCTBUM C HOMEHKJIATypO#l Ae.

BoisiBrieHHbIE TIpU TTPOBEpPKE HEAOCTATKH B (PopMHUpOBAaHMH U OGOPMICHHH
nen  pabOTHUKM  CTPYKTYPHOTO  TOApa3aelieHus O0s3aHbl  YCTPAaHUTh B
JBYXHEJICJIbHBIN CPOK.



JIOKYMEHTBI TOCTOSIHHOTO CPOKa XPAHEHHUSI OPTaHU3AIUHI, SIBIIOIIAXCS
HMCTOYHHKAMU KOMIUIEKTOBAHUS OTAENA 0 JeJaM apXUBOB AIMUHHUCTPaLUN
JIokTeBCKOTO paiioHa ANTalCKOr0 Kpas, B TCUCHUE ITATH JIET XPAHATCS B
BEJIOMCTBEHHOM ApPXHUBE, MOCIIE YErO NEPEAAOTCS HA MTOCTOSHHOE XPAHEHUE B
OTZEJ MO JIeJiaM apXuBOB A MHUHUCTpannu JIOKTEBCKOTO paiioHa AJITalCKOTro
Kpasl.

JIOKYMEHTBI 10 JINYHOMY COCTaBYy MYHHIIUINIAIBHBIX CIYKAIIUX, YBOJECHHBIX C
MYHULIUTTAIIBHOU CTYKObI, IEPEAAIOTCA B BEIOMCTBEHHBIN apXUB OpPraHU3aluy M0
uctedernu 10 et co THS YBOJTHHEHUS.

B ciyyae nukBMmanuy WA PEOPraHU3aALNU CTPYKTYPHOIO IMOAPA3ACICHHS
OpraHu3aluy  JCJIONPOU3BOAUTENb TMOJAPA3ACICHUS] B IEPUOJ IPOBEICHUS
JTUKBUAAIMOHHBIX MEPONPUATUM (HOPMUPYET BCE UMEIOLIUECS JOKYMEHTHI B JIeNa,
opopMIISIET Jella U MepelaeT UX B apXWB OpPraHU3alllK, HE3aBUCHUMO OT CPOKOB
xpanenus. [lepenada nen oCymecTBAsSETCS MO OMUCIM 1€ © HOMEHKJIATYPE JIEI.

9.2. OT60p MOKYMEHTOB K YHHYTOXKCHHUIO

OTOOp JOKYMEHTOB K YHHUYTOXXEHHUIO 32 COOTBETCTBYIOUIMN TMEpPUOA U
COCTaBJICHUE aKTa O BBIJIEICHUH K YHUUYTOXXCHUIO JOKYMEHTOB, HE MOJJIECKAIIUX
xpaneHno (mpunoxkenue 18), mpousBOAATCS IMOCIE COCTABICHUSA OIMCEH e
MOCTOSTHHOTO XpaHEHUsT M MO JIMYHOMY COCTaBy 3a JTOT ke mnepuoi. [ena
BKJIIOYAIOTCSl B aKT O BBIICJICHUHM K YHUUYTOXXEHUIO TOKYMEHTOB, HE MOICKAIINX
XpaHEHHIO, €CIIU MPEeTYCMOTPEHHBINA I HUX CPOK XpaHEHUS HCTeK K 1 sHBaps
rojia, B KOTOPOM cocTaBiieH akT. Hanpumep, 3akondyeHnsie B 2015 romy nena ¢ 3-
JETHUM CPOKOM XpaHEHHSl, MOTYT OBITh BKJIIOYEHBI B aKT, KOTOpBIA Oyner
cocrtaBiieH He paHee 1 saBaps 2019 roxa.

HckmroueHre coCcTaBIsAOT TOKYMEHTBI BDEMEHHOTO CPOKa XPaHEHUsI, B CPOKE
XpaHeHHsT KOTOphIX OTCyTcTByeT momeTka 'OIIK". Jlema ¢ ormerkoi "OIIK"
MOJICkKAT IOJUCTHOMY IPOCMOTPY B  IEIAX  BBISIBICHUS JOKYMEHTOB,
MOJJICKAIUX MMOCTOSIHHOMY XpaHEHUIO. BBISIBICHHBIE B TaKHX JieflaX JTOKYMEHTBI
MTOCTOSSHHOTO XPaHEHHS BBIICISIOTCSA W MPUCOCAUHSAIOTCS K OJHOPOJHBIM AciaM
Ui GopMUPYIOTCS B CAMOCTOATEIBHBIE Jea.

OcranpbHbIe JTOKYMEHTHI Jienia ¢ oTMeTkon OIIK" BkiIrowaroTcs B akT, mpH
stom otMmeTka "OIIK" B akTe He yka3bIBaeTcs.

OT1OOp AOKYMEHTOB M JKCIEPTH3a IIEHHOCTH JOKYMEHTOB OCYIIECTBIISIOTCS
CTPYKTYPHBIMH  TOJPA3ACIACHUSIMHA  CaMOCTOSTENIPHO  IMOJ  METOJMYECKUM
PYKOBOJICTBOM CHEIUAINCTA, OTBETCTBEHHOT'O 32 apXUB.

OT60op [OKYMEHTOB K YHHYTOXEHHUIO TIPOBOAUTCS Ha OCHOBAHUHM
COOTBETCTBYIOIIIMX THIOBBIX TEpPEYHEH JOKYMEHTOB C YKa3aHHEM CpPOKOB
XpaHEHHS U HOMEHKJIATYPHI JIeJT IMyTEeM MOJUCTHOTO MPOCMOTpa.

AKT 0 BBIJICJICHUY K YHUUTOXKECHHUIO TOKYMEHTOB, HE IMOJICKAIIUX XPAHEHHIO,
MPEJICTABIISACTCS Ha PacCMOTPEHHE U corjacoBanue DK 0THOBPEMEHHO C OMUCSIMHU
JIeJ1 TIOCTOSSHHOTO XpaHEHMS U 10 JIMYHOMY COCTaBY.

AKT 0 BBIJICJICHUY K YHUUTOXKCHHUIO TOKYMEHTOB, HE IMOJICKAIIUX XPAHEHHIO,
YTBEPKIACTCS  PYKOBOJAMTEIEM oOpraHu3anuu mnocie yTteepxaeHus OIIK
ApXMBHOTO YUYPEXKJCHHUS, TOCYyAapCTBEHHOIO0 WJIM MYHHIIUNAIBHOTO apXHWBa B
COOTBETCTBUM C TMPEJOCTABICHHBIMH €My IIOJTHOMOYHMSMH OIHUCEH el



MMOCTOSSHHOTO XPaHEHHMS U COTJIACOBAHHUS OMMUCEN AN MO JUYHOMY COCTaBy, MOCIIE
Yero Jiefa, BhIJCICHHBIC M0 KTy K YHUUYTOKEHHIO, MOTYT ObITh YHUYTOKEHBI.

ITocne yTBEpKAEHUS CBOJHOTO aKTa O BBIACICHUH K YHHUTOKECHUIO
JOKYMEHTOB, HE€ TOJJIEKAIIUX XPAHCHUIO, JOKYMEHTBl  yHUUYTOXKAKOTCA
CTPYKTYPHBIMHM MOAPA3ACICHUSIMU WIM LEHTPpAIN30BaHHO. Jlena, mojnexaniue
YHUUYTOXKEHUIO, TIEepeAaroTcsl Ha MmepepadoTky (YTHIM3aNHI0) TI0 TPUEMO-
CIaTOYHOM HaKJIaJHOM.

[Tocne yHHUYTOXEHUS JOKYMEHTOB CIIELUAIMCTOM, OTBETCTBEHHBIM 3a apXHB,
JIeaeTCsl 3alUCh 00 3TOM B aKT€ O BBIJICJICHUH K YHUUYTOXKCHUIO IOKYMEHTOB, HE
MOJUIe)KAIIUX XPaHCHWIO, B HOMEHKJATYpe [IeJI 3a COOTBETCTBYIOIIWM IO
MPOCTABIISIIOTCS.  OTMETKH, 3aBepseMble TMOMAMKHCHI0  creruanucta CiayXKObI
JEIIONPOU3BOACTBA, U T1aTOM:

"Vanuroxeno. Cm. akt N oT . Iloammch, WHUIIHAIEL,
dbamunus”

AKTBI O BBIJCIICHUA K YHUYTOXCHHUIO JOKYMEHTOB, HE€ MOJICKAIINX
XpaHEHMIO, XPAHATCS ITOCTOSHHO B Jiefie PoH/a.

10. OnepaTBHOE UCTIOIB30BAHUE APXUBHBIX TOKYMEHTOB

CoTpyaHHUKM OpPraHOB MECTHOTO CaMOYNpPaBJICHUS B MLENSAX HCHOJHEHUA
CBOMX JIOJDKHOCTHBIX 00SI3aHHOCTEH JOMYCKaIOTCs K paboTe C apXUBHBIMU JIeJIaMU
Y TOKYMEHTAaMH, HaXOJSAILIUMUCS B apPXUBE.

ApxuBHbIE Jlefla TPEJOCTAaBISIOTCS JUIsl  UCIIOJNB30BaHUST B paboTe
COTPYIHMKAM TOJIBKO TOrO CTPYKTYPHOIO MOJPA3AEICHUs, U3 KOTOPOro
JIOKYMEHTHI paHee ObUIM MepelaHbl Ha apXuBHOE XpaHeHue. CoTpyHUKAM JPYTrux
CTPYKTYPHBIX MOJAPA3AECICHUN apXWBHBIC Jela MPEJOCTABIAIOTCS TOJBKO C
pa3pelleHusi pyKOBOJIUTEISI HA OCHOBAaHUU 0OOCHOBAHHBIX 3aIIPOCOB.

Jlena, MOKYMEHTHI BBIJIAIOTCS BO BPEMEHHOE II0JIb30BaHHE pPaOOTHHKAM
OpraHu3alMy Ha CPOK He 0oJiee OTHOTO MecHIa.

['ocynmapcTBeHHBIM opraHaMm (CyaeOHBIM, MPaBOOXPAHUTEIIBHBIM, OpraHaMm
rOCYJapCTBEHHOTO KOHTPOJII W HaJI30pa) Jejla W OTJACIbHBbIC JOKYMCHTHI
BBIJIAIOTCSI HA OCHOBAHUM UX MHCBMEHHBIX 3aMPOCOB C Pa3peUICHUs] PYKOBOAUTEIA
OpraHu3alyy WA UHOTO YIOJIHOMOYEHHOTO UM JIMIIA, TI0 aKTaM Ha CPOK He Oosee
IECTH MECSILEB.

[Ipyu HEoOXOAMMOCTH CpPOK UCIOJIB30BaHUS JOKYMEHTOB MOXET OBITh
MPOJJIEH.

Boinaua gen u3 apxuBa (PUKCUPYETCS B KHUTE BbIAYU JE.

Ha BbImanHOE €m0 3aBOAMTCS KapTa-3aMECTUTENb, MOMENaeMas Ha MECTO
BBIJIAHHOTO Jiesia. B Hell yKa3pIBalOTCS MHAEKC J€Ja, AaTa €ro BbIAAa4u, KOMY JEJ0
BBIJIJAHO, JlaTa €ro BO3BpallEHUs, MPETyCMATPUBAIOTCA TIpadbl s MOANUCENH B
MOJyYEHUHN U PUEME JIEIIA.

Ha wmecTto uW3BATOrO MNOMJIMHHHMKA JOKyMEHTa paOoTHUK  CiykObl
NEJONPOU3BOACTBA WJIM JIEJIONPOU3BOAUTEND MOAPA3ACICHHS BKIIAIBIBAET B JIEJIO
JIMCT-3aMECTUTENb C YKa3aHUEM, KOIJ1a, KOMY U Ha KaKOM CPOK BbIJIaH JOKYMEHT U
MOAIUACSIMHA B MOJy4YeHHMM W mnpueMe paena. [Ipm 3TomM B 1eino momemaercs
3aBEpEHHAs KOs JOKYMEHTA.

[Tocne pemienust Borpoca, Ui PacCMOTPEHHS KOTOpPOTo jeiia (JIOKyMEHTHI)



M3BIMAIMCH IO 3alpocaM TOCYAapCTBEHHBIX OPraHOB, MOMJIMHHUKHA JOKYMEHTOB
JOJIKHBI OBITh BO3BPAILIEHBI B OPTaHU3AIMIO U MIOMEILIEHBI B JIETIO.

COoTpyIHHKHA B COOTBETCTBUHM C JEHCTBYIOUIUM 3aKOHOJATEIHCTBOM HECYT
OTBETCTBEHHOCTh 32 COXPAHHOCTh MOJIYYEHHBIX aPXUBHBIX /eI U JOKYMEHTOB U
UCIOJb30BaHuEe WH(OpManuu, cojepxanieiics B HUX. M3bsiTHE NOKYMEHTOB W3
7ie, Tepefavya apXMBHBIX JOKYMEHTOB WM MX KOMUUA COTPYIHUKAM JIPYTHUX
OpraHu3alui 3aMperaeTcs.

[Ipu pabGoTe ¢ apXMBHBIMU JOKYMEHTAMH HE pa3peniaeTcs BHOCUTb B HUX
MOMPaBKH, JAeJIaTh HOMETKH, pad0TaTh C HUMU BHE CITY>KEOHBIX TOMEIICHUH.

[TogmMHHUKY MPABOBBIX aKTOB, MPOTOKOJIOB 3aceJaHUN KOOPIAUHAIIMOHHBIX U
COBELIATEIbHBIX OpPraHOB, COTJIAIIEHUM W JOKYMEHThl K HUM U3 apXuBa HE
BBIJIAIOTCSL.

O3HakoMJIEHHE COTPYAHUKOB MOJpa3/IeICHU C ApXUBHBIMHU JOKYMEHTAMU U
nenamu, uMmerommmu rpud "ns ciaykeOHOro moiab30BaHUs', OCYIIECTBIISIETCS B
COOTBETCTBUHU C TpeOOBaHUSIMU HACTOALIEeH MHCTpYyKIUU.

W3bsitie (BbIEMKa) JOKYMEHTOB, OOpa30BaBIIMXCSA B  JCSATCIBHOCTH
OpraHu3alyy, TPOU3BOJUTCA B COOTBETCTBHM C 3aKOHOJATEILCTBOM Poccuiickon
denepann.

N3bsiTie (BbIeMKa) JJOKYMEHTOB TMPOU3BOAMTCS Ha OCHOBAaHUHM IMHUCHMEHHOTO
pacriopsbkeHuss  (IIOCTAHOBJICHHSI) COOTBETCTBYIOIIETO OpraHa BJacTH C
pa3pelieHusi pyKOBOJUTENS OPraHU3alMU WM UHOTO YIOJTHOMOYEHHOTO UM JIUIIa
C U3BEIICHUEM PYKOBOJUTENS MOAPA3ACICHHUS, TOKYMEHTBI KOTOPOTO U3BIMAIOTCSL.

®akt w3bATHA (BBICMKH) JTOKYMEHTOB (UKCHPYETCs B TPOTOKoJe (aKte)
U3bATUS (BBIEMKH) JOKYMEHTOB, KOTOPBIH COCTABJISICTCS HE MCHEE YeM B JBYX
DK3EMIUIApAX M  MOANUCHIBACTCS  YIOJIHOMOYEHHBIMH  MPEICTABUTEISIMU
OpraHu3aliid M COOTBETCTBYIOIIETO TOCYyJIapCcTBEHHOro oprana. K mporokomny
(akTy) mpuaraeTcs onuch (peecTp) U3bATHIX JOKYMEHTOB (J1e7).

[Ipy u3BATHUM MOJIMHHUKOB JOKYMEHTOB B JIEJO IOMEIIAETCsl 3aBepeHHas
KOMUSI JIOKyMEHTa, Ha 00OpoTe KOTOPOW YKa3bIBA€TCSI OCHOBAaHUE U3BITHUS
MOJJIMHHUKA, CPOK BO3BpaTa, JaTa W MOANUCH pabOTHUKA, OTBETCTBEHHOIO 3a
dhopMuUpOBaHWE W/WIK XpaHEHHUE Jea.

[TonMMHHUK NOKYMEHTa, HU3BATHIA U3 JIeJIa Ha OCHOBE COOTBETCTBYIOLIETO
pelieHus, nociie pacCMOTPEHUSI U PEUIEHUsI BOIIPOCA, BO3BpAILIAETCS B /IO, MPHU
ATOM KOIUs, OMEIICHHAs B JIEJI0 BMECTO MOAJIMHHUKA, U3bIMAETCS.

10. UcnoJiHeH e 3aNPOCOB rPaKJaaH U OPraHu3anui

OpraH MECTHOT'O CaMOYIIPABJIEHUS JIOJKEH PACCMATPUBATH U UCIIOJIHATH 3aIIPOCHI
rpaKJlaH U OpraHu3aluil, TOCTYNHUBIINE B MUCbMEHHOU (popMme.

3arpoc, MOCTYNUBIINKA B OpraH MECTHOTO CAMOYTPABJICHHS, PACCMAaTPUBAETCA B
COOTBETCTBUHU C TPEOOBAHUIMU 3aKOHOJAATEIBHBIX U UHBIX HOPMATUBHBIX
MPaBOBBIX aKTOB MO pab0Te C OOpALIEHUSIMH TPAXK/IaH U MPEIOCTABICHHUIO
rOCYJIapCTBEHHBIX (MYHHIIATIATBHBIX) YCIIYT.

ApXHUBHBIE CIIPABKH, APXUBHBIE KOITUHU U APXUBHBIE BBIITUCKHA T'OTOBITCA
OTBETCTBEHHBIMH CIEIUATUCTAMHU B COOTBETCTBUU C TPEOOBAHUSIMHU
3aKOHO/IATENIbHBIX U UHBIX HOPMATUBHBIX IPABOBBIX AKTOB 00 apXUBHOM J€Jie Ha
OCHOBAaHUU JOKYMEHTOB, XPaHSIIUXCS B apXUBE.



Komun APXUBHBIX AOKYMCHTOB, BBIIIMCKM HW3 HHUX, a TaAKKC apPXHBHBIC
CIIPpAaBKH, H€O6XOI[I/IMI)IC AJIA pCIICHUA BOIIPOCOB, KACAOIMUXCs IIpaB U 3aKOHHBIX
HHTCPCCOB TI'paxgaH H opraHmauHﬁ, npcaoCTaBIIAAIOTCA  I'paXXKaaHaM U
opraHu3anysiaM I10 UX IIMCbMCHHBIM 3allpocCaM.

I'naBa cenbcoBera B.A.Pynakos
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