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YTBepKIaeHa
pacnopsbkennem OMC
«Anvunuctpanus r.KapaOymak»

OT « » 2015 1. No

Nucrpykuus
1o aesonpoussoacrsy B OMC «Aamunucrpanus r.Kapaodyaaw»

1. O0ue mo10KeHu s

1.1. Hactosimass Uuctpykius no aenonpous3BoAacTtey B OMC «AaMuHucTpanms
r.Kapabynak» (manee — MHCTpykuus) yCTaHABIMBACT CAMHYI)  CHUCTEMY
JIEJIONPOU3BOJICTBA M JIOKYMEHTOO0OpOTa, CO3/1aHusi U O(POpPMIIEHUS] JTOKYMEHTOB,
nopsanok padotel ¢ qokymeHTamu B OMC «Anmunuctpaius r.Kapadynax» (manee —
ApMuHHUCTpaLus).

1.2. MHcTpykuus pa3paboTaHa B COOTBETCTBHH C (ejiepalbHBIMU 3aKOHAMH,
ykazamu U pacnopstkeHusmMu  Ilpesupenta  Poccuiickoin  ®Depepanuu,
IIOCTAaHOBJICHUAMU U pacnopstkeHusMu IlpaBurensctBa Pocculickonn ®enepauuu,
HOPMATHBHBIMH TMPABOBbIMU akTamu PecryOnuku MHrymertus U MyHUIMIIAIBLHOTO
obpazoBanus  «l'opomckoit  oxkpyr ropon  KapaOynmak», Metoguueckumu
pEeKOMEHJAUsAMH 1O  pa3paboTKe HMHCTPYKUMHA 1O  JIeJOIPOHM3BOACTBY B
UCIIOJIHUTEIIbHBIX OpraHax rocyjaapcTBeHHol Biactu PecnyOnuku WHrymerus u
MHBIMHA HOPMATHUBHO — NPABOBBIMH aKTOB B c(pepe MHPOpMAIIMH, TOKYMEHTAIUN H
apXWBHOTO Jlena:

1. ®enepanbubiit 3akoH oT 10 suBaps 2002 roma Ne 1-®3 «O06 »1eKTpOHHON

U(PPOBOH MOITHCH.

2. denepanbhblii 3ak0H 0T 22 okTs0pa 2004 roma Ne 125-d3 «O6 apxuBHOM
nene B Poccuiickoi ®enepauun».

3. ®epepanbHblii 3ak0H 0T 2 Mast 2006 roxa Ne 59-D3 «O nopsiike paccMOTpEHHUs
oOpaienuii rpaxkaan Poccuiickoit @epeparum.

4. @enepanpubiii 3akoH oT 27 uronst 2006 roga Ne 149-03 «O6 undopmanuu,
UH(OPMAIIMOHHBIX TEXHOJIOTHAX U O 3alIUTE HHPOPMALIUM».

5. ®enepanbHblit 3akoH 0T 27 wrosig 2006 roga Ne 152-@3 «O nepcoHaIbHbIX
JTAHHBIX.

6. @enepanpubiii 3akoH oT 9 despana 2009 roma Ne 8-®3 «O6 obecneueHUH
JIOCTYNa K HMH(POpPMALMU O JAESITEIIBHOCTH TOCYJAapCTBEHHBIX OPraHOB M OPraHoOB
MECTHOTO CaMOYIPABICHUS.

7. Yka3 IIpesunenta Poccuiickoit @enepanuun or 6 mapra 1997 roga Ne 188 «O06
YTBEPKIEHUU NIEPEUHS] CBEIEHUH KOH(PHICHIIMAILHOTO XapaKkTepay.



8. ITocranosnenue IlpasurenscrBa Poccuiickoit Menepanuu ot 3 HoAOps 1994
roga Ne 1233 «OO0 yTBEpKICHUHU TMOJOKCHUSA O MOPAAKE OOpalleHuss Co Clay:KeOHOH
uH(pOpMaLMENl  OrpaHHYEHHOIO  PACIpPOCTpaHEHMs] B  (pellepajIbHBIX  OpraHax
UCIIOJTHUTENILHON BIIACTH.

9. [locranosnenue [lpaButenncTBa Poccuiickoit @enepanuu ot 27 aexadbpsa 1995
rogja Ne 1268 «0OO0 ymopsyioUeHMM H3TOTOBIIEHHS, HCIOJB30BAHUS, XPAHEHUS U
YHUUYTOKECHHUS Tedared W OJIaHKOB € BOCHpOU3BeJcHHEM ['ocynapcTBeHHOTO repoda
Poccuiickoit @enepauumny.

10. ITocranoBnenue IlpaBurenscrBa Poccuiickoit @enepauun ot 15 utons 2009
roja Ne 477 «O06 yrBepxkaeHuu IlonoxeHus o cHCTEeME MEKBEIOMCTBEHHOTO
3JIEKTPOHHOT'O JJOKYMEHTO000pOTa».

11. IToctanoBnenue [IpaBurensctBa Poccuiickoit denepanun ot 26 deppans
2010 roma Ne 96 «OO0 aHTHKOPPYILMOHHON 3KCIEPTHU3E HOPMATHUBHBIX IPABOBLIX
aKTOB M MIPOEKTOB HOPMATUBHBIX IIPABOBHIX AKTOBY.

12. ®epepanbubiit 3akon ot 17 utonsa 1999 r. Nel76-®D3 «O nmouroBoit cBa3u» (B
pen. ot 22.08.2004) (Cobpanue 3akoHoaaTensctBa Poccuiickoit @epeparuu, 1999, Ne
29, ct1. 3697).

13. 3akon Pecnybmuku Hurymerus ot 25 wuwons 2001 r. Ne 11-P3 «O6
ApxuBHoM donze u apxuBax Pecnyomuku Murymetus».

14. 3akon PecriyOnuku Murymertus ot 07 nexadps 1999 r. Ne 29-P3 (pexn. ot
05.11.2012 r.) «O HOpMaTHUBHBIX MPAaBOBBIX aKkTax PecnyOmuku UHrymerus».

15. VYcrap wmyHununanbHoro ooOpaszoBanus «lopoackoit okpyr ropoa
Kapabynak».

16. IlonoxeHnue 00 opraHe MECTHOTO CaMOYIIPABICHUSA «AIMUHUCTPAIIUSI
r.Kapabymnax».

17. Pemienue ropojackoro CoBera MyHUIMNAIBHOTO 00pa3oBaHusi «l opojickoi
okpyr r.Kapabymak»or 22.05.2015 1. Ne6/1-2 «O repbe MyHHIMIAILHOTO
obOpazoBanus «I'opoackoit okpyr ropos Kapabymnak» Pecnybmuku MHrymerus».

18.[TocranoBnenue OMC «Anmunuctpanus r.Kapadymnax» ot 21 suBaps 2013 r.
Nell «O06 yrBepxkaenun IlosiokeHust 00 opraHu3alMu JIMYHOTO NpHEMa IpakJaH M
NopsAIKa pacCCMOTPEHUS 00paIlICHUI TPaXKIaH.

19.ITocranoBnenune Anmunuctpauuu r.Kapadynak ot 12 mapta 2012 r. Ne28 «O6
yIOPS/I0YEHUN M3TOTOBIIEHUSI, Y4YE€Ta, XPaHEHHSs, HCIOJB30BaHUS M YHUUTOXKEHHUS
repOOBBIX M MPOCTHIX MeYaTeil, mraMnoB Aaqmunuctpanuu r.Kapadynak».

20.Pacnopskenne OMC «Anmunuctpauus r.KapaOynak» ot 27 cenrsopst 2013
r. Ne421 «O nepexojie Ha CUCTEMY 3JIEKTPOHHOIO JOKyMeHTooOopoTa «IIpakTukay.

1.3. B numemsix aBroMaTu3aluu AEJONPOU3BOACTBA B  AJMUHUCTpALIUH
npuMeHsieTcss MeKBEJOMCTBEHHAsT CHUCTEMa AJIEKTPOHHOTO  JTOKYMEHTO0000pOTa
«IIpaktuka» (manmee - MCDOJI «lIpaktuka»). Ilopsmok paboTel € cHUCTEMOM
«IIpakTuka» ompeaensercs COOTBETCTBYIOLICH  HMHCTPYKIMEH g paboThl
MOJIL30BaTeIIeH.

1.4, Tpebosanust MHCTpYKIMU pacripoCTPaHSIIOTCS HAa OpraHU3aluio padoThl C
JIOKYMEHTAaMH HE3aBHCHUMO OT BHJa HOCHUTENIS, B TOM HYHCIE C 3JICKTPOHHBIMHU
JIOKYMEHTaMH, BKJIIOUas TMOJITOTOBKY, O0O0pab0OTKYy, XpaHEHHE M HCIOJb30BaHHE
JIOKYMEHTOB € IOMOIIBID HMH(POpPMAMOHHBIX TexHosoruit. KommbroTepHsbie



(aBTOMaTU3UPOBAHHBIE) TEXHOJIOTMU 00paboTkM WHMOpMaALMM, cojJepxaniehdcs B
TIOKYMEHTaX, TOJDKHBI OTBEYATh TPeOOBaHUAM HacToAmed MHCTpyKIuu.

1.5. ITonoxxenust UHCTpyKIMH HE PACHPOCTPAHSIOTCS HA OPraHU3aLMI0 padoThl
C  CEKPETHBIMM  JIOKYMEHTAMH,  COJEpKAUMMHU  CBEJIEHMs,  COCTaBIISIIOLIME
roCyJIapCTBEHHYI0 TaiiHy. PaboTa ¢ cekpeTHbIMU JOKYMEHTAaMH PEriiaMeHTUPYETCS
WucTpykiuei no obecrneueHuo pexuma cekpeTHocTH B Poccuiickoit denepauu u
IPOBOJUTCS B MOMEIICHUIX, 000PYTOBAHHBIX COOTBETCTBYIOIIUM 00Pa3oM.

1.6. JIoKyMeHTBI, MOCTYMHUBINKE B OOIIMI OTAeN AJMHHHCTpaIMu (Jlajee —
obumit  oramen) ¢ momerkor «/[lma  cmyxkebnoro  mosb3oBanus» - (ICID),
peructpupyrorcst B cucteme «lIpaktukay», nmpu 3ToM goctyn (oOuuil) MeHsieTcss Ha
(JCII), nuceMo He CKaHUpPYETCsl, a MEePeJaeTcsl MOl POCIUCH  COOTBETCTBYIOLIEMY
ToJKHOCTHOMY Juiy. [lpu mepenade mokyMeHTa ykasbiBaeTcs (pamuiius, HHUIUAIBL,
Jarta 1 Bpems noayueHus. Ornpasisirorcst JokyMeHThI ¢ rpudom JICIT kypsepom.

1.7. TpeboBanus MWHcTtpykuumu Kk paboTe ¢ OyXraarepckoit u apyroi
CIEIUATBHON JIOKYMEHTALMEH PacIpOCTPaHSIIOTCA JIUIIb B YACTU OOIIMX MPHUHIIUIIOB
padoThI C IOKYMEHTaMH, a TAKKe MOJTOTOBKHU K Iepeaade JOKYMEHTOB Ha apXUBHOE
XpaHEHUE.

1.8. Meroanueckoe pyKOBOJCTBO OpraHU3alHen JIEJIOTIPOU3BOJICTBA B
AJIMHUHHUCTPALUU OCYIIECTBIACTCSA OOIIUM OTACIOM AIMUHUCTPALIUH.

1.9. OrtBercTBeHHOCTh 3a OOECleueHHe BHEAPEHUs] W JKCIUTyaTaluu
TEXHOJIOTHYECKOU HHPPACTPYKTYPbl, HHPOPMATMOHHYIO O€30MaCHOCTh JIEKTPOHHOIO
JIOKYMEHTO000pOoTa AQMUHUCTpaLIUU BO3JIaraeTcd Ha 000 «Cucremsbl
JIOKymMeHToo0opoTa — CepBHCY.

1.10. OTBeTCTBEHHOCTh 3a OPraHU3AlMI0 U COCTOSHHUE [EJIONPOU3BOJCTBA,
KOHTPOJIb 3a coOMoeHreM TpeOoBanuil HacTogme MHCTpykuuu B AIMUHUCTPALIUH,
coOJTI0/IeHHEe YCTaHOBJIEHHBIX HacTosel MHCTpyKIuei npaBui U nopsijika padoTsl ¢
JIOKYMEHTaMHU 3aMecTuTeneil ' maBpl AZMUHHUCTpPALMM BO3JIaraeTcsl Ha 3aMECTUTEICH
['maBpl AIMHUHUCTpAIlHU, B CTPYKTYPHBIX MOJpa3ielieHusX AJMHHHCTpallid — Ha
PYKOBOJUTENEH COOTBETCTBYIOIINX CTPYKTYPHBIX M0/Ipa3Ac/ICHHIA.

1.11. Bemonnenne tpeboBanuii MHCTpykiuu o0s3aTeNbHO IS BCEX
PabOTHUKOB AIMUHUCTPALIUH.

1.12. PabGoTHuku AJIMUHHUCTpaUUU HECYT  YCTAHOBJICHHYIO
3aKkoHO/aTenbcTBOM Poccuiickoii Denepanii OTBETCTBEHHOCTh 3a HECOOIIIOJIEHUE
TpeOoBanuii MHCTpykiMu, a TakKe pasrjalieHue U Iepeaady  CiayKeOHBIX
JIOKYMEHTOB, UX KOMHI M MPOEKTOB 0€3 paspelieHus PyKOBOJIUTENSI CTPYKTYPHOIO
nojpasaeseHuss AJIMHUHUCTPALUH.

1.13. B nensx coXpaHHOCTH U CBOEBPEMEHHOTO HCIIOIHEHHS JOKYMEHTOB IPH
OCBOOOKIEHUH pPaOOTHUKA OT JIOJKHOCTH, HAXOXKIEHUU €ro B OTIIYCKE, B TOM YHUCJIIE
yu4eOHOM, a TaKKe B CIydyae €ro BPEMEHHOTO OTCYTCTBHUSA MO MHBIM YBAKUTEIbLHBIM
MPUUYHHAM BCE€ HaXOJISIIHECs Yy HEro Ha MCIOJHEHHH CIYXeOHBIe JOKYMEHTBI IO
YKa3aHHI0 COOTBETCTBYIOIIEIO PYKOBOIUTEIIA MEPEIAIOTCSA APYTOMY paOOTHUKY.

1.14. O6 ytpare ciyxeOHbIX JOKYMEHTOB ¢ rpudom «Jlns ciyxeOHOro
nosibzoBaHus» (JICII), cnyxeOHOM KOpPpEeCHOHJICHIIMH COOOMIAeTCs PYKOBOJUTENIO
COOTBETCTBYIOIIECTO MOAPA3ACICHUS, KOTOPbIH OPraHU3yeT MPOBEICHUE CITYKEOHOrO
pacciie1oBaHusl.



1.15. Hacrosimass MHCTpyKIUsT BBIJIa€TCS BCEM CTPYKTYPHBIM IOAPA3AEIEHUSIM
Anmunuctpauud.  PykoBomutenu — CTPYKTYpHBIX — IOAPA3JCI€HUNA  3HAKOMSAT
PabOTHHUKOB CBOEr0 MOJIpa3/I€JeHUs, B TOM YHCII€ BHOBb MPUHATHIX C TpeOOBaHUSIMHU
HNucTpyKImm.

2. OCHOBHBIC TIOHATHSA

JlokyMeHTHpOBaHHe — (pUKcalusd HMH(POPMALIMM HA MAaTEPHAIIBHBIX HOCUTENSIX
B YCTAHOBJICHHOM IIOPSJIKE;

AeJIOMPOU3BOACTBO —  JIEATEIBHOCTD, obecrieunBaroniasi  Cco3/laHUE
O(UITHATBHBIX JIOKYMEHTOB U OpraHU3aIMi0 paboThl C HUMU B OpraHax BIIACTH;
AOKYMEHT — O(QUIMATIBHBI  JOKYMEHT, CO3JIaHHbIH TOCYyAapCTBEHHBIM

OpraHoM, OpPraHOM MECTHOTO CaMOYNpPAaBIEHUs, IOPHJIMUYECKUM MU (PU3HUECKUM
JUIOM, OGOPMIICHHBIH B  YCTAHOBJIECHHOM  TMOPSJAKE W BKIIOYCHHBIM B
JIOKYyMEHTOO0OpOT OpraHa UCIOTHUTEIbHON BIACTH;

aBTOP MOKyMeHTa — (u3nyeckoe WM HOPHJIMYECKOE JIMIIO, CO3/aBlIEe
JIOKYMCHT;

BH/I JIOKYMEHTA — MPUHANIKHOCTh JOKYMEHTa K ONPEIECICHHOW TpyIe
JIOKYMEHTOB 1O MPU3HAKAM COJICPIKAHUS U 11eJICBOI0 Ha3HAYCHMUS;

opopMiIIeHHEe JOKYMEHTa — IIPOCTaBIEHHE HEOOXO/JIMMBIX PEKBH3UTOB,
YCTaHOBJICHHBIX MTPaBUJIAMHU JTOKYMEHTHUPOBAHUSA;

TesaeoHorpaMmMa — TOKyMEHT WHMOPMAIIMOHHOIO XapakTepa, nepeaBacMbiil U
NoJly4aeMblid 110 TeJie()OHHOM CBSI3H;

dakcorpamma (pakc) — mnonydaemas ~— Ha OyMaXKHOM HOCHTENE KOMMS
JOKyMEHTa (IUCBbMEHHOTO, TrpauuecKkoro, H300pa3UTENbHOr0), IepelaHHas I0
KaHaiaMm (paKCUMUIIBHOU CBSI3H;

TeJlerpaMMa  —  JIOKYMEHT nH(OPMAIIMOHHO-CIIPABOYHOTO  XapakTepa,
HanpaBJIseMbIid ajipecaTy (OpraHy BJIACTH, OpraHU3allMU WIH JIMILY) 10 TeserpadHoii
CETH 00I1Iero MOJb30BaHUS;

JNEeKTPOHHBI  JTOKYMEHT —  JIOKYMEHTUPOBaHHas uH(popmanms,
NpECTaBICHHAS B JIEKTPOHHOH (hOpME, TO €CTh B BUJE, IPUTOJTHOM ISl BOCIPUATHS
YEJIOBEKOM C HCIOJIb30BAHUEM DJICKTPOHHO-BBIYMCIUTEIBHBIX MAIIUH, @ TaKXKe IS
nepeayr 1no MHGOPMAIMOHHO-TEJIEKOMMYHUKAIIUOHHBIM CETAM WJIH 00padOTKU B
UH()OPMAIMOHHBIX CUCTEMAX;

3JIeKTPOHHAs HHU(poBas MOANMCH — PEKBHU3UT 3JIEKTPOHHOIO JOKYMEHTA,
[peIHAa3HAYCHHBIA JUIsl 3aIMMTHl JAHHOIO JOKYMEHTa OT IOJJEIIKH, IMOIYyYECHHBIH B
pesynbTaTe Kpunrorpaduueckoro npeodpazoBanus UHOOPMAIUU C UCIOIb30BAHUEM
3aKpHITOTO KIIF0Ua SJEKTPOHHOM TOJAMUCU M TO3BOJISIIONIME UASHTU(PUIIUPOBATH
BiaJenblia cepruduKaTa KIO4Ya DSJCKTPOHHOW TMOJIMUCH, a TakKe YCTAaHOBHUTH
OTCYTCTBHE HWCKaXE€HUsS WH(OpMAIUU B AEKTPOHHOM JIOKYMEHTE;

JJIEKTPOHHBbII 00pa3 [AOKyMeHTa — DJICKTPOHHAs KOIUS JTOKYMEHTA,
M3rOTOBJIEHHOTO HA OYMa)XHOM HOCHTEIIE;

CKAHHUPOBAaHME JOKYMEHTA — II0JIyUeHHE 3JIEKTPOHHOIro 00pasa JIOKYMEHTa;

CHCTEMA JJIEKTPOHHOI0 JOKYMEHT0000poTa — MH(OpPMALMOHHAS CHUCTEMA,
obGecrnieunBaroniass cOOp JIOKYMEHTOB (BKIIIOUEHHE JOKYMEHTOB B CHUCTEMY), HX
00paboTKy, yrpaBleHUE JOKYMEHTaAMH U IOCTYII K HUM;



IJIEKTPOHHBIA JOKYMEHTO00OPOT — JIOKYMEHTOOOOPOT C HNPUMEHEHUEM
UH()OPMAIIMOHHOW CUCTEMBI;

PEKBHU3HUT JOKYMEHTA — 00s13aTeNIbHBIA 3JIeMEHT 0(DOPMIICHHUSI IOKYMEHTA;

NMOJIMHHUK JOKYMEHTA — MEPBbII WM €IMHCTBEHHbBIN SK3EMILISAP JJOKYMEHTA;

KOIHUS JIOKYMEHTA — JJOKYMEHT, MOJHOCThIO BOCIIPOU3BOAAIINI HH(POPMAIIHIO
NOJUIMHHUKA JIOKYMEHTa M €ro BHEUIHHE NPH3HAKH, HE HMMEIOUIMH HOPUIUYECKON
CUJTBL;

O0JIaHK JOKYMeHTa — Ha0Op  PEeKBU3HUTOB, HWIEHTU(DHUIMPYIOIIUX aBTOpa
0(UITHATBLHOTO MUCHMEHHOTO IOKYMEHTA;

KONMS JOKYMEHTA — JIOKYMEHT, MOJIHOCTBIO BOCIPOM3BOASIIMI UH(POPMALIHIO
NOJUIMHHUKA JIOKYMEHTa WM €ro BHEIIHWE NPH3HAKH, HE HMEIOUIMH HOPHIAYECKON
CHWJIBL;

3aBepeHHAas] KONMMS — KONUsl JOKYMEHTa, Ha KOTOPbIH B COOTBETCTBUHU C
YCTaHOBJICHHBIM TMOPAJIKOM MPOCTABJISIOT HEOOXOUMBIC PEKBU3UTHI, MPUAAIONINE €i
IOPUANYECKYIO CHITY;

o0paleHHe TpaJIaHUHA — HAIIPABJICHHbIE B rOCYJIAPCTBEHHBIN OpraH, opraH
MECTHOTO CaMOYIPABJICHUS WM JOJKHOCTHOMY JIMILY MHUCbMEHHBIC MPEJIOKCHUE,
3asiBJICHUE WM Kano0a, a TakKe YCTHOE oOpallleHue rpak/IaHuHa B TOCY/1apCTBEHHbIN
OpraH, Opral MECTHOTO CaMOYIIPABJICHUS;

OpUAHYecKass CWIa JOKYMEHTa — CBOWCTBO  O(PHUIMAIBHOIO JIOKYMEHTA,
coob1raemMoe eMy JeHCTBYIONIMM 3aKOHOAATEIbCTBOM, KOMIETEHIIMEH M3aBIIETO €ro
opraHa ¥ yCTaHOBJICHHBIM MOPSIAKOM O(POpMICHUS;

AOKYMEHTO000POT — JBIDKEHHWE JIOKYMEHTOB C MOMEHTAa WX CO3/aHUsl MU
MOJTYYCHHS 10 3aBEPIICHUS UCIIOJIHCHUS, OMEIICHUS B IEJI0 U (UJTH) OTIIPABKH;

00beM [OKYMEHT000OpPOTa — KOJMYECTBO  JOKYMEHTOB, IMOCTYMHUBIIUX B

OpraHu3alMI0 U CO3/IaHHbBIX €10 32 ONPEeIEIEHHBIH MEPHOI;

perucrpanusi JA0KyMEHTAa — IPUCBOCHUE JOKYMEHTY PEruCTPalldOHHOTO
HOMEpa M 3alUCh B YCTAHOBJIEHHOM IMOPSIKE CBEJICHUH O JIOKYMEHTE;

HOMEHKJIATYpA /el — CUCTEeMAaTU3UPOBAHHBIA TEpeUeHh HAUMECHOBAHUN €T,
(GopMUPYEMBIX B OpraHe UCTIOJHUTENLHOM BIIACTH, C YKa3aHUEM CPOKOB UX XPaHEHUSI;

J1€J10 — COBOKYMHOCTh JTOKYMEHTOB WJIU OT/ICTBHBII JOKYMEHT, OTHOCSIIMIACS K
OJIHOMY BOTIPOCY WJIM YYACTKY ACSITEIbHOCTH OpraHa UCIOJHUTEILHO BIIACTH.

3. Cocras ynpaBiieH4eCKHX IOKYMEHTOB AIMHHMCTPAIIHH

3.1. ®dyHkuuMu ynpasieHus B AJMHHUCTPAUMU PEATU3YIOTCS C TMOMOLIBIO
OpraHU3alMOHHO-PACTIOPSAUTEIILHON JOKYMEHTAllUM, KOTOpas BKIIOYAaeT B ce0s
IpPaBOBbI€ AKThl, PACHOPSAUTENIbHBIE, OPraHU3allMOHHbIE W HUH(OPMALIMOHHO-
CIIPABOYHBIE JOKYMEHTHI.

3.2. TIlpaBoBoii aKkT AJMUHHCTpalMM — OQUIHAIBHBIA  JIOKYMEHT,
bukcUpyONIMii MPUHATHE TNPABOBOrO PEIICHHS MO BOMPOCAM  HMCIOJHEHUS
NOJIHOMOYMHA AJMUHHUCTPALIMHM, JOKYMEHTAILHO O(OPMIICHHBIN, 00s3aTeNIbHbIN IS
UCIIOTHEHUs Ha TeppuTopuu PecnyOinku MHrymeTus, MMeroudii HOpMaTUBHBIA UITH
HEHOPMAaTUBHBIN XapaKTep.

[TpaBoBBIMH aKkTaMH AJIMUHUCTPALIUH SIBJISIFOTCS:

IIOCTAHOBJIEHUSI AJIMUHUCTPALIUH;



pacrnopsbkeHust AJIMUHHCTpAIUU;

nocTtaHoBieHus [ naBbl ropojackoro okpyra r.Kapadynak;

pacnopsukeHus ['aBel ropojickoro okpyra r.Kapadynak.

3.3. PacniopsiiuTenbHbIE JOKYMEHTHI.

PacnopsinurenbHbli JOKYMEHT — BHUJ IHCbMEHHOIO JOKYMEHTa, B KOTOPOM
(UKCUPYIOTCS pelIeHHs aJMHHUCTPATUBHBIX W OPraHU3allMOHHBIX BOIPOCOB,
BONIPOCOB  YMPABIICHUSA, B3aUMOJCHUCTBHSA, O0OECHEUYEHUS U PEryIupoBaHUS
JIEATENIbHOCTH AJIMUHUCTPALIMH, HE YTBEPK/IEHHBIE ITPABOBBIMHM aKTaMH.

K pacnopsiauTenbHbIM JOKYMEHTaM OTHOCATCS:

KaJIpOBBIE PACHIOPSKEHUsT AJIMUHHUCTPALUH;

NOPYYEHUS JIOJKHOCTHBIX JIUI U JIp.

3.4. Opranu3alMOHHbIE TOKYMEHTBI.

OpraHu3alMOHHbIE JOKYMEHTBl - 3TO MHCTPYKTHUBHbBIE, METOJIMYECKHUE, WHBIE
JIOKYMEHTBI, HE YTBEPK/ICHHBIC MIPABOBBIMU aKTaAMHU.

K opranuzalimOHHBIM TOKYMEHTAM OTHOCSITCS:

[TonokeHHs O CTPYKTYPHBIX I10JIpa3/iesIeHUsIX AJMUHUCTPALIUH;

npaBuia;

WHCTPYKIMH (METOIMUYECKUE PEKOMEH/IAITHH );

TUTaHBbI.

3.4.1. TlonoxkeHue, npaBuiia, HHCTPYKLIMH.

[lonoxxeHne nOpUHUMAETCS B TOM CiIydae, €ClIM B HEM YCTaHaBIMBAIOTCS
CUCTEMHO CBS3aHHBIC MEXKAYy COOOH TMpaBWiia, PETYJHUPYIOUHE KaKue-T1ubo
MPaABOOTHOIICHHUS.

B mpaBunax ycTaHaBIMBAalOTCA HOPMbI U TpeOOBaHMS, O00s3aTelbHBIC I
BBITIOJTHEHUA.

B MHCTpYKIMM H351araeTcs MopsiIoK OCYIIECTBICHUS KaKOH-TMOO 1eITeTbHOCTH
WIH TOPSIIOK TMPUMEHEHUS TIOJIOKEHUN 3aKOHOAATENIbHBIX W WHBIX HOPMATHUBHBIX
IIPaBOBBIX aKTOB.

3.4.2. [1naH.

[Inan - TOKYMEHT, yCTaHABIMBAIOIIMN MEpPEeUeHh HAMEYaeMbIX K BBITIOJHEHHIO
padoT WM MEPONPUATHI, UX MOCIEAOBATEILHOCTh, 00BEM, a TAKKE OMPECISIOINI
KOHKPETHBIX UCIIOTHUTEEH.

3.5. UHpopMallMOHHO — CIPABOYHbBIE JTOKYMEHTHI.

UudopmanmoHHO-cipaBOYHbIE  TOKYMEHTBI,  KOHCTaTupyromue  (akThl,
SIBJISIFOLIIMECS] OCHOBAHUEM ISl TIPUHSITUS PELIEHUH M M3JIaHMsl PACHOPSIUTEIbHBIX
JIOKYMEHTOB.

K undopmManimoHHO-CcrpaBOYHBIM JOKYMEHTAM OTHOCSTCS:

IPOTOKOIL;

CITyKeOHOE MUCHhMO;

aKT;

JOKJIaHas1, OObSICHUTENIbHAS U CITy>)KeOHas 3aIUCKH;

CTEHOTpaMMa;

OTYET U JIp.

3.5.1. IIpoToxko.

[Tporokon — JOKYMEHT WH(OPMAIMOHHOIO XapakTepa, MpeJHa3HAYeHHBIA IS
dukcanMu XoJa pPaccCMOTPEHUS BOIMPOCOB M TMPUHATHUS PCIICHUNA Ha 3aceIaHHsIX



KOJUIETHAJIbHBIX, COBELIATENIbHBIX, KOOPJAMHAIMOHHBIX, SKCIEPTHBIX H JIPYIrUX
OPraHoB, COBCLLIAHUH.

[TpoTokoa cocTaBisieTcss Ha OCHOBAHMM 3alUCeH, MPOU3BEJIECHHBIX BO BpeMs
coBellaHus (3acenanus), padoUYnx Moe3/10K, O(PUIMaIbHBIX BU3UTOB, MTPEACTABICHHbBIX
TE3UCOB JOKJIAI0B U BBICTYIUICHHUH, CIIPABOK, IIPOEKTOB PELLICHUH.

3.5.2. CnyxeOHble mMchMa.

Cnyxe0Hble TMChbMa B AIMUHUCTPAIIMN TOTOBSATCA KaK:

OTBETHl O BbINOJHEHUU mopyueHuid [nmaBel PecnyOnukum UHurymerus,
PykoBoautens Anmunuctpauuu ['naBel PecnyOnuka Murymerus, ero 3aMecTUTeNeH,
Cekperaps CoBera bezonacHoctu Pecnyonuku  Huarymerus, [lpencenarens
[IpaButrennctBa PecnyOnuku  HWHrymietusi, ero  3amecTuTelled, 3aMecTUTENs
[Mpencenarens [lpaButenscTBa Pecryonuku Uurymerus — PykoBoaurens Anmapara
[TpaButenscTBa Pecnybmuku MHrymerus v ero 3aMmecTuTenei;

COIIPOBOJIUTENbHbBIC MHUChMA K MPOEKTaM MPABOBbIX AKTOB AJIMUHUCTPALIUU;

OTBETHI Ha 3aMPOCHl IOPUIUYECKUX U PU3NYCCKUX JIHII;

WHUIMATUBHBIE THCHMA.

3.5.3. AkT.

AKT — NOKYMEHT, COCTABJISIEMbI HECKOJIBKMUMM JHUIAMUA W MOATBEPKAAIOUINI
YCTaHOBJICHHBIC UMM (DAaKThl WJIH COOBITHUA.

3.5.4. JloknagHast, oObsCHUTENbHAS U CIyKeOHas 3aIHCKH.

JoknagHas 3amucka — AOKYMEHT, COIEpXKAIIUi OOCTOATENbHOE H3JI0KEHUE
KaKoro-m0o BOMPOCca ¢ BHIBOJAMU U MPETIOKCHUIMH COCTABUTEIIS.

OObsicHUTENIbHAS 3aMKMCKAa — JIOKYMEHT, IMOSCHSIONIMM Kakoe-TuOo JelCTBUE,
(hakT umu coObITHE.

CnyxxeOHas 3amucka (pa3HOBHJHOCTh NHUCBbMa) — (opma BHYTpEHHEH
MEPEIUCKH.

3.5.5. Crenorpamma.

CreHorpamMma — JIOCJIOBHas 3allUCh JOKJIAJOB U JAPYIHX BBICTYIUIEHHH Ha
KOH(pepeHIUAX, COBEUIAaHUAX, COOpaHUIX WIIUM 3aCEIaHUAX KOJUICTHAJIbHBIX OpPraHOB,
OCYUIECTBJIEHHAs! METOJIOM CTEHOTpa(Uu WIH 3BYKO3AMHKCH.

3.5.6. Otuer.

OTuer — JOOKYMEHT, COIEpIXKAILUK CBEICHHS O MOATOTOBKE, MPOBEACHUH H
UTOrax BBIMOJIHEHHUS IJIAHOB, 3aCEJaHUM, KOMAaHIUPOBOK U APYTUX MEPOIPUSITHH.

4. IlpaBuia noaAroToBKM U 0popmJIeHUs! TOKYMEHTOB B AIMUHHCTPAIHA
4.1. bnanku 1OKyMEHTOB

4.1.1. B AnMUHHCTpallMM TPUMEHSAIOTCS OJIAHKM Ha OCHOBE MPOAOJIBLHOTO
BapUaHTa pPAaCIOJIOKEHUS] PEKBU3MTOB:  PEKBU3MTHl OJIaHKa pacrojararoTcsi 10
CepelMHE JIUCTa BAOJb BepxHero mnoijA. WHCTpyKuueld no [IesIONpOU3BOIACTBY
YCTaHABIIMBAETCS COCTAB PEKBU3UTOB ISl KaXKI0r0 BH/1a OJIaHKOB.

4.1.2. B AAMUHHUCTpallMd MPUMEHSIOTCS CIeYIOIME OMaHKH:
OylaHk obuiero mucbMa AaMUHUCTpauuu (puioxeHue Ne 1);
0JIaHK MOCTAHOBJIEHUS! AJIMUHUCTpalUu (nmpunoxenue Ne 2);
OnaHK pacnopsukeHuss AIMUHHCTpanuu (rmpunoskenue Ne 3);



OyaHk npoTokoiia (nmpunoxeHue Ne 4);

OsiaHk nmopyuenus ['maBel ropojackoro okpyra (npuioxenue Ne 5);
OJs1aHK noctaHoBieHMs [ J1aBbl ropoickoro okpyra (rpuioxenue Neob);
OJ1aHK pacnopsikeHus I 1aBel ropoickoro okpyra (mpuioxenue Ne7).

4.1.3. B nepenucke MexXay CTPYKTYPHBIMU I10pa3AeaeHUAMA A IMUHUCTPALIUH,
KaK MpaBwIIo, OJIAHK HE UCTIOIb3YyeTCsl.

4.14. brnankdu JOKYMEHTOB, IPUMEHAEMbIE B AJMHUHHUCTPALUU, JOJKHBI
MCIIOJIB30BATHCSl CTPOrO MO HAa3HAYEHHIO U 0€3 COOTBETCTBYIOUIETO Pa3pelleHUs HE
MOTYT MEpeaBaThCA JPYTUM OpraHu3alusaM U JULaM.

4.1.5. CrpyKTypHblE TOApa3JeieHuss AJIMUHMCTPALMK  TIPU HAIpaBICHUU
MUCEM MCITOJIB3YIOT OJIAHK 00I1ero nuceMa AJIMUHUCTPALIUU.

4.1.6. llpu mNOArOTOBKE OPraHU3aLUOHHO-PACIOPSAIUTENBHBIX JOKYMEHTOB
npumMensiercss nporpamMa Microsoft Office Word. B jnokymeHTax wucnosb3yeTcs
mpudt Times New Roman, nHauepranue — oObIuHBINH, pazmep mpudra — 14 nr (npu
ohopMIICHIH Ta0IUI] JOoMycKaeTcs 12 MT); oqUHAPHBINA — MOTYTOPHBIA MEKCTPOUHbIN
WHTEpPBaJ, BEIpaBHHBaHHE a03alja mo MIMPHHE, ¢ OTCTYNMOM MepBOH CTpoku 1,25 cM.
Jns odopMieHUS 3ar0J0BKOB JIOMYCKAETCS UCIMONIb30BaHUE mpudTa pazmMepom 14 —
16 nT. B 32aBUCUMOCTH OT Pa3MEepPOB OCHOBHOTO TEKCTA.

4.1.7. Ilpu odopmieHun o(UIMATBHBIX  JTOKYMEHTOB YCTaHABIUBAIOTCH
CIIEAYIOUIUE Pa3MEPBI TIOJIEH:

neBoe — 30 MmM;

npaBoe — 15 mmM;

BepxHee — 20 MM;

HKHEE — 20 MMm.

4.1.8. ConepkaHue JIOKYMEHTa JODKHO OBbITh SCHBIM, KpaTKUM U
000CHOBaHHBIM, 00ECIEUMBATH TOYHOE W OJHO3HAYHOE BOCIPHUATHE HM3JIOKEHHOW B
HEeM UHGOpMAaITUH.

4.1.9. oxkymeHT oObeMOM OoJjiee OJHOM CTpaHHUIIbI, KaK IPaBWIO, JOJDKEH
UMETh 3aroJIOBOK B KpaTKou (popMe, pacKpbIBAIOIIMIL €10 OCHOBHOE COJICPIKaHUE.

4.1.10. B J0KyMEHTE-OTBETE YKa3blBalOTCA HOMEP M JlaTa JOKYMEHTa, Ha
KOTOPBIH 1a€TCs OTBET.

4.1.11. Ha uuueBod CcTOpOHE IEPBOIO JMCTa OCHOBHOTO MCXOIALLEIO
JIOKYMEHTa B JIEBOM HUXKHEM YTy, YKa3bIBa€TCs (PaMUIIUSI UICTIOJTHUTENSI U HOMEP €ro
ciyxebHoro tenedoHa.

4.1.12. Tlpu odopMieHUH JOKyMEHTA Ha JBYX U OOJiee CTpaHULax BTOpasi W
NOCJIEYIOIIME CTPAHULIBI HYMEPYIOTCSl apabCKkuMu udpaMu B MpaBOM HUKHEM YIITY.

4.2. OdopMiieHHe PEKBU3HUTOB J0KYMEHTOB

4.2.1. JIOKyMEHTbI, CO3JaBAEMbIC HCIOJHUTEIBHBIM OPraHOM BJIACTH, UMEIOT
CTaOMIIbHBIN COCTAB PEKBU3UTOB, UX PACIIOIOKECHUE U OPOPMIICHUE.

4.2.2.YcraHaBauBaeTcs  CIEAYIOLIMH  COCTaB  PEKBU3UTOB  JIOKYMEHTOB
AJIMUHHUCTPALIUHN:

a) repd MyHUIIUIIATBEHOTO 00pa3zoBanug «l opojckoit okpyr ropon Kapadymnak»;

0) HauMeHOBaHUE AJIMHHUCTPALIUH;

B) JOJDKHOCTD JIMIIA, MOJNUCABILETO JOKYMEHT;



I') MOJIMUCH JIOJKHOCTHOTO JTHIIA;

1) BUJI IOKYMEHTAa;

€) MECTO COCTaBJICHHs (M3/JaHUs) TOKYMEHTAa,;
) CIIPaBOYHbIE JIaHHbIE 00 MCTIOJIHUTEIBHOM OpPTraHe rOCY/IapCTBEHHOM BIACTH;
3) agpecar;

W) J1aTa JOKYMEHTa;

K) pErUCTPaIlMOHHBIA HOMED TIOKYMEHTA;

J1) HAUMEHOBAaHHE JIOKYMEHTA,;

M) TEKCT JOKYMEHTA;

H) CCBLUIIKA HA UCXO/ISIIMI HOMEp U 1aTy JOKYMEHTa aJ[pecaHTa;
0) OTMETKA O HAJTMYUU TTPUIIOKESHHIH;

1) rpud corjacoBaHus;

p) rpu( yTBEpKIACHHUS;

C) BU3a;

T) OTTUCK MECYATH;

y) OTMETKA O 3aBEPEHHHU KOITHU;

¢) oTmMeTKa 00 UCTIOJIHUTENE;

X) YKa3aHus Mo UCTIOTHEHHUIO JOKYMEHTA;

1) OTMETKA O KOHTPOJIE JOKYMEHTA;

4) OTMETKA 00 MUCIOIHEHHUH JJOKYMEHTA;

1) OTMETKA 0 KOH(UACHITUAIBHOCTH.

4.2.3. CocTaB peKBU3UTOB KOHKPETHOTO JOKYMEHTA OMPEENISIETCS €ro BHJIOM U
HAa3HAYCHHCM.

4.2.4. KpoMe mepeqyuClICHHbIX PEKBU3UTOB MPH MOJATOTOBKE MTOKYMCHTOB U B
nporecce padoThl € JIOKYMEHTaMH MOTYT HCIIOJIb30BaThCsA JIPYTHE PEKBU3HTHI,
HanpuMmep, OTMETKA O MOCTYIUICHUH IOKYMEHTa; 0TMEeTKH «CpodHo», «OnepaTUBHOY,
«ITomeskut Bo3BpaTy» H Jip.

5. Opranusauus J0KyMeHT0000pOTA.

5.1. [Ipuem, oOpaboTKa U pacnpeeneHue BXOIAIeH KOPPECIIOH ICHIIUN.
5.1.1. Tlpuem, nepBoHauaibHasi 00pabOTKa U pachpesielieHHe BXOJsmei
KOPPECHOHEHIIMH OCYIIECTBIAETCSA OOLIMM OTAEIOM AIMHUHUCTPALIUH.

5.1.2. B  mpomecce  nepBOHaYaIbHOW — OOpabOTKM  IMOCTYMAOIIEH
KOPPECHOHIAEHLIMU TTPOBEPSIOTCS MTPABHIIBHOCTD JIOCTABKH U LETOCTHOCTH BJIOHKEHHUH.
OmmnboYHO MpUCTaHHBIE JOKYMEHTBI BO3BPAILIAIOTCS OTIPABUTEIIIO.

5.1.3. Bce koHBepThl (OaHOepoiM), 3a MCKIIYEHHEM HMEIOIIUX [OMETKY
«JIUYHO», BCKpbIBatoTcA. [Ipu OOHapyKEHHM TOBPEXKACHUS, MPU OTCYTCTBUU
JIOKYMEHTOB WJIH MPHIIOKEHUH K HUM COCTaBIISIETCS aKT B 3-X dK3EMIULSIpax: MEPBBIH
ocTaeTcs B OOIIEeM OTHEee, BTOPOM MpHOOIIAETCs K MOCTYNUBIIEMY MaTepualy, a
TPETUH HamNpaBJIgeTCs OTIPABUTENIO JOKYMEHTA.

5.1.4. KoHBepThl, KaK IIPaBUIO, YHHUTOXKAKTCA, KPOME CIIydaeB, KOrJa TOIBKO
0 HUM MOYKHO YCTaHOBHUTH aIpE€C OTIPABUTENSA WJIM BPEMSA OTHPABKU U MOIYUYEHHUS
JIOKYMEHTOB.



5.1.5. JIOKyMEHTBI, MOCTyINalIMeE B AJIMUHHUCTPALMIO 4Yepe3 KYpbepoB OT
MUHHUCTEPCTB U BEJIOMCTB Ha O(UIIMANBHBIX OJaHKaX, padOTHUKAMU O0IIero oTmena
POBEPSIOTCS HA TPABMWIIBHOCTH 0(OpMIIEHHSI OJIaHKOB, HAJTMYHE PEKBU3UTOB, CCBHUIKH
Ha HOMEpa MOPYUYEHUH PYKOBO/ICTBA, YKa3aHHBIX MTPUIIOKEHHUMN U T.JI.

5.1.6. PacnpeneneHue MNOCTYNAOUICH KOPPECMOHACHIIMM OCYIIECTBIISACTCS
oOLIMM OT/IEJIOM B COOTBETCTBMHM C paclpejieieHueM O0S3aHHOCTEH MexTy
PYKOBOACTBOM AJMHHUCTpPALIUM, 4 TAKKE C YIETOM BOMPOCOB, OTHECEHHBIX K cepam
BEJICHUS CTPYKTYPHBIX MOJApPa3AeIeHUl AIMUHUCTPALINY.

5.1.7. llocTtynuBuive JOKYMEHTHI YUMUTBIBAIOTCA W PaCIpPENCISIIOTCS Ha
PErUCTPUPYEMBIE U HEPETUCTPHUPYEMBIE.

He noanexxar perucrpauuu:

a) Matepuayibl HH(POPMAIIMOHHO-CIIPABOYHOTO XapaKkTepa, HampaBlIeHHBIC IS
CBEJICHUSI,

0) raseTsbl, JKypHaJibl, UHbIC IEPUOJUUCCKUEC U3JIAHNUSA;

B) MO3/IPaBUTEIIbHBIC OTKPBITKU, MPUTTIACUTEIbHBIC OWIETHI U T.IL.

5.2. Perucrpanus 10KyMEHTOB

5.2.1. Peructpauusi JOKyMEHTOB — 3allUCh YYETHBIX JAHHBIX O JOKYMEHTE IO
yCTaHOBJIEHHON (opme, (ukcupyromas ¢(akT ero Co3JaHus, OTIPABICHUS WU
MOJIyYEHHUS.

JIOKyMEHTBI PErHCTPUPYIOTCS HE3aBUCUMO OT CIOco0a MX JOCTaBKH, MEpellayd WITU
CO3/IaHHUS.

Perucrpamuu mojjiexkar Bce JOKYMEHTBI, TPEOYIOIIME Yy4eTa, HWCIOIHCHUS |
UCIIOJIB30BaHUs B CIIPABOYHBIX 1IEJIAX.

Bce Bxoasume, UCXOJAIME JOKYMEHTb AJMUHUCTpPAlMM TPH PErucTpaluu
CKaHMPYIOTCSA, DJICKTPOHHBIM 00pa3 TEKCTOB JOKYMEHTOB BKJIAJbIBACTCH B
PErucTpaoOHHYIO KapTOUKY IOKYMEHTA.

5.2.2. JIoKyMeHTBI, IOCTyNawuue B AIMUHUCTPALMIO, PETUCTPUPYIOTCA B I€HD
NOCTYIJIEeHUs B o0meM otaene. JIOKyMeHTBI, MOCTYNUBIIHME B Hepabouee BpeMs,
PErUCTPUPYIOTCS B TIEPBBIM pabOYUii JeHb, CICIYIONIHI 33 JHEM UX MOCTYIUICHUS.

5.2.3. JIOKyMEHTBI C MOMETKOMH O CPOYHOCTHU JIOCTABKU «BPYUYUTh HEMEIJICHHO»
u «CpouHoy, a Takxke nopydeHus [ masel Pecniyonuku Uurymerust u Ipencenarens
[TpaButensctBa  wiu 3amectutens [lpencemarens [IpaBurensctBa PecnyOmuku
WurymeTusi, cojep:Kalllie CpOYHbIE M ONEpPaTUBHBIE TMOpPYUEeHHs, 00pabdaThiBalOTCS
HEME/UIEHHO M 00 3TOM OMOBENIAETCS COOTBETCTBYIOIIMI HAYAIbHUK MJTU CIIEIHAIIUCT
CTPYKTYPHOTO MOJIpa3/ieICHUSI.

5.2.4. KoppecnoHaeHiusi ¢ IOMETKOM «JIMuHO», a Takke He IoJJIeKaniye
perucTpanuu JOKyYMEHThI IepeatoTcs apecary B IeHb UX MOCTYIUICHHUS.

5.2.5. TloctynuBuide U3 CyAOB 0OIIEH HOPUCAUKIMH U apOUTPaX]HBIX CYA0B
JIOKYMEHTbl € HWCKOBBIMM WJIM HMHBIMH TpeOOBaHUAMU K AJMHUHHCTpALlUU
HaIPaBJISIOTCS B IPABOBOM OTAEN AJIMUHUCTPALMH.

5.2.6. HWNHasg xoppecnoHICHIIMS HampapjseTcss 3aMecTuTesssM [ aBbl
AJIMUHUCTpALUU U B CTPYKTYpPHbIE MOApPa3aeaeHud AIMUHUCTPALMU B COOTBETCTBUU
C BOIIPOCAMU, OTHECEHHBIMHU K c(hepe UX BeJICHHUS.



5.277. Peructpanus JOKYMEHTOB OCYLIECTBISIETCA IIyTEM  3allOJHEHUS
HIEKTPOHHOM peructpauroHHon kaprouku B MCOJ] «llpaktukay». [Ipu perucrpaunu
BXOAAIIMX JOKYMEHTOB B DJIEKTPOHHYIO DPETHCTPALMOHHYIO KapTOUKy BHOCATCS
CIIEAYIOIIUE OCHOBHBIE PEKBU3UTHI PETHUCTPALIMH:

HAUMEHOBAHUE OpraHU3aliy (aBTOPa UM KOPPECIIOHICHTA);
HAaMMEHOBaHUE BUJIA JJOKYMEHTA;

haMuis JHia, MOAMMUCABIIETO JOKYMEHT;

Jlata JIOKYMEHTa,;

UCXOJALLUN HOMED;

Jlata MmocTyIUIEHUS;

pPErucTpalMOHHbIA HOMEDP JOKYMEHTA,;

3aroJIOBOK TOKYMEHTA (KpaTKoe COAEpIKaHUe);

PE30JIIOI A,

CPOK MCIIOJIHEHHS;

KOJIMYECTBO JIUCTOB MPUI0KEHUS,

Jlata OTBETA 3asBUTEIIO;

OTMETKa 00 UCTIOTHEHUH TOKYMEHTA ¥ HalpaBJICHUU €r0 B JIETIO.

B 3aBucuMMOCTH OT XapakTepa JOKYMEHTa M MCIOJIb30BaHUs HH(OpManuu
COCTaB PEKBU3UTOB MOKET ObIThH JOMOIHEH IPYTUMHU JaHHBIMH.

5.2.8. Ha nepBoM Jiucre perucTpUupyeEMbIX JOKYMEHTOB B IIPABOM HHUKHEM YIIIY
IIPOCTABJISAETCS OTMETKA O MOCTYIJICHUH JOKYMEHTa B AIMUHUCTPALIUIO.

OTMeTKa O MOCTYIUICHUH JOKYMEHTA IPOCTABIIACTCA B BHAE LUTAMIa M BKIIOYACT B
ceOst:

HaUMEHOBaHUE AJMUHHUCTPALIUH;

JIaTy MOCTYIUICHUS TOKYMEHTA,

PErucTpalMoOHHbIA HOMED JIOKYMEHTA B Mpe/Iesiax KaJeHJapHoTo roja.

5.2.9. Bxopsmuil perucTpauMOHHBIM HOMEpP JOKYMEHTa AJIMHHUCTPALUU
BKJIIOUYAET B ce0s MOPSAKOBBIA HOMEp B IpelesiaX KaleHIapHOro rojia, yepes3 KOCyko
4epTy (CI3II) UHICKC 10 HOMEHKIATYpPE JIe.

JIOKYMEHTY TIpUCBauBAETC UCXOJSIIMH pPErHCTPALMOHHBIN  HOMEp, KOTOPBIH
BKJIIOUAET B ceOsi:

NOPSIKOBBIH HOMEP B MpelesiaX KaJeHJApHOro roja, depe3 KOCyr 4epry (ciidim)
WHJIEKC 110 HOMEHKJIaType Jell.

5.2.10. B 21eKTpOHHOH perucTpallMOHHOM KapTOUKe MOPSALKOBBIM HOMED U JaTa
IIPOCTABJISIOTCS B aBTOMATHUYECKOM PEKHUME.

Peructpamusi BHYTPEHHHUX CIy:K€OHBIX (JOKJIQJHBIX) 3alUCOK, JOKYMEHTOB
OCYIIECTBISETCS CIEUUaIucTaMd oOlLero otraena U/UIU  PYKOBOJMUTEIISIMH
CTPYKTYPHBIX MOJpa3zjelieHuil AJMHUHHUCTpAallMd B COOTBETCTBUU C TpeOOBAHUSIMHU
Hactosimed Muctpykuuu u WHCTpykuumu mo paboTe ¢ JOKYMEHTaMH B CHCTEME
aBTOMATHU3AIMH JIEJIOIIPOU3BO/ICTBA U JIOKYMEHTO000pOTa A IMUHUCTPAIUH.

[IpoxoxkaeHue BHYTPEHHHUX JOKYMEHTOB Ha JTanmax WX IOATOTOBKH U
0(OPMIIEHUS TOKHO COOTBETCTBOBATH IMPOXO0XK/ICHHUIO OTIPABIIIEMbBIX JOKYMEHTOB, a
Ha 3Tare UCIOJHEHUS — IMOCTYIAOLIHX.

6. OTnpaBka HCXOAAIIUX JOKYMEHTOB, 0(popMJIeHHe MHCEM H TeJlerpamMMm



6.1. HcxomsmMu JIOKYMEHTAMM SIBIISIFOTCSA  O(UIUANIBHBIE  JIOKYMEHTHI,
OTIpAaBJIsIEMbIC AJMUHUCTpaLue U CTPYKTYPHBIMU NoApa3aAeaecHUsAMHI
AJIMUHUCTpALIUH.

JIOKYMEHTBI, HE CBSI3aHHBIE C JEATEIBHOCTBIO AJIMMHHMCTpPAL[MU, K OTIPaBKE HE
IPUHUMAIOTCA.

JIOKYMEHTBI OTIPABIISIFOTCS:

B COJ] «IlpakTuxay;

MIOYTOBBIM OT/JEIIEHUEM CBS3H;

(haKCUMUJIBHOU CBA3BIO, AIICKTPOHHOU MOYTOM, TenerpadHoii CBA3bI0;

HapOYHO (KYpPHEPOM).

6.2. PerucTtpalluOHHBIN HOMEp JIOKYMEHTa U J]aTa PerucTpaluy MPOCTaBISIOTCS
Ha MOJJTMHHUKE JOKYMEHTA B PEKBU3UTAX OJIaHKA U HA KOMHUH, OCTAIOIICHCA B JIETIC.

6.3. Komuss JoKyMeHTa C BHU3aMH W TNPHIIOKEHUSIMH B COOTBETCTBUU C
HOMEHKJIATYpOH €I MOIIIMUBAETCS B JETO0.

6.4. [IpoekThl muceM W TeIerpaMM Ie4yaTaroTcd Ha OJaHKaX YCTaHOBJICHHOU
¢dopmbl. [TucbMa Ha OslaHKaxX «OpraH MECTHOTO CaMOYIpPaBIEHUS! «AJIMUHHCTpALIHS
ropona KapaOynak» MOJMUCHIBAIOTCA ['71aBOii  rOpoACKOTO  OKpyra, €ro
3aMECTUTENSIMH U PYKOBOJUTENSMH CTPYKTYPHBIX MOJApa3AeIeHH AJIMUHUCTPALIHH.

6.5. Ilpu ykazanum agpecaTa B MCXOAAIICH TeJlerpaMMe YKa3bIBalOTCA
CIIEIYIOIME PEKBHU3UTHI: HHJIEKC, IMOYTOBBIA ajpec, TMOJHOE HAMMEHOBAHHE
opraHu3aiuu 1 Gpamiins, UuMs, OTYECTBO.

6.6. [logmucy B Tenmerpamme odopmrsercs OTACIbHON cTpokoi. B moamucu
YKa3bIBAIOTCS JJOJDKHOCTh U (paMUIIUs JIHMIIA, TTOAMUCABIIErO TelerpaMmy (MHULIHAIIBI
HE YKa3bIBAIOTCH ).

6.7. K npoexktam muceM M TelerpamMm MpujiaraloTcsi MaTrepuaibl, HA OCHOBAHUU
KOTOPBIX OHU MOJIOTOBJIEHBI.

6.8. Ha nuieBoil cTopoHEe MEpBOro JUCTa NOKYMEHTa yKas3biBaeTcs (haMuius,
HHHULIUAJIBL H HOMEP CIIyKeOHOro TejiepoHa HCTIOTHUTEIA.

6.9. Ilpu HampaBieHMM MHChbMa WJIM TelerpamMmbl Oojiee 4em B 4 azapeca
UCIIOJIHUTENIEM  COCTABJISIETCSl YKa3aTellb PACCHUIKM B 2-X 3K3EMIUBIPAX ¢ YKa3aHUEM
MOYTOBBIX MM TesnerpagHbix aapecoB. [Ipyu 3TOM UCMOTHUTENb MPUIAraeT K MUChMY
WIH TeJIerpaMMe HEOOX0AMMOE KOJIMYECTBO KOTHIA.

6.10. TloamucanHble mNUChbMA WM TelerpaMmbl  (TIOJJIMHHUKH W KOIHH)
nepearTcsa UCTIOTHUTEIEM B OOLIUN OT/ICA ISl PETUCTPAIIMKM U OTIIPABKH.

6.11. HenpaBunbHO o(OpMIIEHHBIE JOKYMEHTBI M JIOKYMEHTBI, K OTIPABKE HE
OPUHUMAIOTCS M BO3BPAILLIAIOTCS UCTIOJHUTENSIM Ha I0PadOTKY.

6.12. B obmem otnene UCXOOAUIEMY  IHMCbMY  [PUCBAaUBACTCs
COOTBETCTBYIOIIUI perUCTPALIMOHHBIN HOMEpP, COCTOSIMN U3 TOPSIAKOBOrO HOMepa 110
€IUHOM HyMepalMu ¢ Hadyala roja, HMHAEKCAa IO HOMEHKIAType el U JAaThl
pEerucTparmm.

6.13. CpouHble TOKYMEHTHI nocJie perucrpaudu B o0mieM otaene
NOJITOTABJIMBAIOTCA K PACChbUIKE W AYONMPYIOTCS OTHPABKOM AIIEKTPOHHOH MOYTOM
UM 110 (haKCy UCTIOTHUTEIISIMH.

6.14. Hcxondiue TenerpaMmbl HE PETUCTPUPYIOTCSA, KOMUSA TeJErpamMMbl U
HEPBBIN 3K3EMIUISIP yKa3aTellsl PaCChUIKK CO IITaMIIOM 00 OTIIPaBKE BO3BpAILAIOTCS B
oOmuii oTe.



6.15. 3akoHBepTOBAaHHAs] KOPPECIIOHEHIUSI OTIPABISIETCS] TTOYTOBOM CBS3BIO,
B 3aBUCHUMOCTH OT B@KHOCTH TMPOCTHIMU MJIM 3aKa3HBIMH C YBEIOMIICHUSIMHU
MTUCbMaMH.

6.16. TlucemMa — oTBeTHl Ha OOpallleHUsl TpakKJaH OTMPABISIOTCS MPOCTHIMU
NUChMaMHU, ITyTeM KOHBEPTOBaHUS, 0€3 COCTABICHUS PEECTPa OTIIPABKH.

6.17. JIOKyMeHTBI, TMOJIOTOBIICHHbIE K OTIpaBKe, B 0OIIeM OTJeIe
bopMHUPYIOTCA EKEIHEBHO  CICLMATMCTAaMU OOINEro OTIela €XEAHEBHO, KpOME
cyOOOTBI U BOCKPECEHBSI.

7. MamIMHONKCHBbIE U KOIMHPOBAJIBbHO-MHOKUTEC/IBHBIE paﬁoTbl

7.1. B AnvmuHuctpauuu NeyaTalTCs TOJBKO MaTepualibl  CIyKeOHOTro
XapakTrepa.

T [Teuaranue JIOKYMEHTOB OCYIIECTBJIAETCS CTPYKTYPHBIMU
nojipa3ieJIeHUSIMU- PazpabdoTYMKaMH.

7.3. Ileuaranue JOKYMEHTOB ITPOM3BOAMTCS Ha OyMare CTaHAapTHBIX Pa3MepoB
KpacKaMH HACBIIIEHHOTO 1BeTa. [IpH TleyaTaHWM JIOKYMEHTOB COOJIFOJIAIOTCS
YCTaHOBJIEHHBI TOPSIOK  PacloJIOKEHHs] TeKcTa, npaBuia opdorpadpuu H
MYHKTYaIluH.

7.4. Ha xonmupoBaJIbHBIX arrapaTax, YCTAHOBJIEHHBIX B OTJI€/IaX, BBINOJIHEHHE
KONUPOBAIBHO-MHOKHUTEIIbHBIX PA0OT TPOU3BOJUTCS CIEUUATIMCTAMH CTPYKTYPHBIX
OApPa3ICICHUI.

7.5. Pazpemiaercs KONMHMPOBAHUE TOJBKO JIOKYMEHTOB M  MaTepHasoB
C1y>ke0HOr0 XapakTtepa.

8. PaGora ¢ 3/1eKTPOHHBIMM IOKYMeHTaMu ¢ npumeHennem MCD /]

8.1.B AJIMUHUCTpALIUH 3JIEKTPOHHBIE JIOKYMEHTBI cO3J1al0TCs,
00pabaThIBalOTCA M XPaHATCA B MEKBEJIOMCTBEHHOH CHUCTEME DIICKTPOHHOTO
nokymenToobopora MCOJI «IIpaktuka» (nanee — MCI/I).

8.2. [Ipuem u 00paboOTKa TOKYMEHTOB OCYIICCTBISCTCS PAaOOTHUKAMHU OOIIETO
oTaena AIMUHUCTPAIIUH.

8.3. Pabora B MCD/I ocHOBBIBaeTCsl Ha MPUHIUIE OJTHOKPATHOM PErucTparuu
JIOKYMEHTOB. 3aperucTpUpPOBaHHbIE B CHCTEME M [OCTYNUBIIME B OTJEIbI
AIIMUHHUCTpalMM ¥3 OOILIEro OT/ieNa TOKYMEHTBI IOBTOPHO HE PETUCTPUPYIOTCS.

8.4. JokymenTsl, nocrynupimue B MC3OJ[ B OJ0Ke «BXO/SIIIME TOKYMEHTHI 0€3
HOMEPOB», PETUCTPUPYIOTCSA B 00IIEM OT/AeNe, HOMEP Ha JOKYMEHTE MPUCBAUBACTCS
ABTOMATUYECKU NyTeM BBOAA IMU(pP HOMEHKIATYpbl. JOKYMEHTBI, MpUCIAHHBIC B
AJIMHUHHUCTpalMIO OMIMOOYHO, BO3BPAILIAIOTCS a/ipecaTy ¢ YKa3aHUEM IMPUYMUHBI 0TKa3a
OT peructparuu. JJOKyMEHT B JJaHHOM OJIOKE JIOJI?KE€H COJIEP:KaTh BCE PEKBU3UTHI
NUChbMa, YTO U HAa OYMa)KHOM HOCHUTEJIE.

8.5. HokymenTsl, nocrynupimue B MCOJl B 0110Ke «BXOIAIIME TOKYMEHTHI 0€3

HomepoB ¢ OLMII» perucTpupyrorcst B TOM K€ MOPSJKE, YTO M BCE 3JIEKTPOHHBIE
NOKYMEHTBI, TOJBKO MHCHBMO HMeEET o00g3aTenbHO pekBu3uT  DLII. DnexkTpoHHbII



JIOKYMEHT JIOJDKEH UMETh PEKBU3HThI, YCTAHOBIIEHHBIE JJIsl aHAJIOTUMYHOIO JOKYMEHTa Ha
OyMa)KHOM HOCHTEJIC, 32 UCKJIFOUCHUEM OTTUCKA IeYaTH.

8.6. Ilepemaua JOKYMEHTOB MEXAY CTPYKTYPHBIMH IOJAPA3ACIEHUAMH
AJIMUHUCTpAlMM W BHYTPU CTPYKTYPHBIX MOJIpa3eiIeHHIt AJIMUHUCTpALUU
ocyuectBigercs B MCO/.

8.7.  OpraHu3alMOHHO-METOJAHYECKOE  PYKOBOJACTBO 332  OpraHU3alHel
IOKyMEHTO00OpoTa B AJIMHUHUCTpAIUU B ycinoBusax npuMmeneHus MCDO/]
OCYILECTRIISACT OOIIHMH OTIEN.

8.8. PaOOTHUKH CTPYKTYPHBIX MOAPA3ACTCHUNA AJMUHUCTPALIMH BKIIOYAKOTCS
B uuclio mnone3oBareneilt MCDJ| myrem HampaBleHHUsI 3asiBKHM OOIIMM OTJIENIOM
AJMUHHUCTpALIUH,

8.9. OOHOBNCHHUE CNPABOYHUKOB BHYTPEHHUX HMCIOJHUTEJCH OCYIIECTBIACTCS
oOIIMM OTAeNIOM ATMUHHCTPAIUH.

8.10. OTBETCTBEHHOCTh 3a OpraHU3allUI0 U OO0ECHEUYCHHE TMPABHILHOTO
ucnonb3zoBanua MCDOJl u  CBOEBpEMEHHOE paccMOTpeHue IIOCTYIMUBIIUX
JIOKYMEHTOB, a TaKe CBOEBPEMEHHOE€ HampaBjieHHe MH(POPMAIlUK BO3JaraeTcss Ha
NOJIb30BaTEIICH, padOTAIOMUX B TAHHOW CUCTEME.

8.11. CocraBnenue, OQOPMIEHHE M COITIACOBAHUE TMPOEKTOB 3JIEKTPOHHBIX
JIOKYMEHTOB  OCYIIECTBJSCTCA MO  OOIIMM  MpaBWiaM  JIEJIONPOU3BOJCTBA,
YCTaHOBJIEHHBIM B OTHOUIEHUH aHAJIOIMYHBIX JIOKYMEHTOB Ha OyMa)KHOM HOCHUTEJIE.

8.12. UcnonuuTenps 31€KTPOHHON KOIIMHU JOKYMEHTA HECET OTBETCTBEHHOCTD 34
COOTBETCTBHE COJEPKAHUA DJICKTPOHHOM KONMM M MOMJMHHUKA JOKYMEHTa Ha
OYMaKHOM HOCHTEJIE.

8.13. UcnonHeHHbIEe 2IIEKTPOHHBIE JOKYMEHTBl CUCTEMAaTU3UPYIOTCS B Jiella B
COOTBETCTBUM C HOMEHKIIATYPOH J1e]1 AIMUHUCTPALUH.

8.14. IIpu cocTaBiieHUM HOMEHKJIATYPhI JIeJI YKa3bIBAETCA, YTO JIEJIO BEJIETCH B
IIIEKTPOHHOM BHJIE.

8.15. DileKTpoHHbIE TOKYMEHTBI [OCJIE UX UCIIOJHEHUs IOJIeKAT XPAHEHUIO B
YCTAHOBJIEHHOM MOPAAKE B AJIMHHUCTPALMHU B TEYEHHE CPOKOB, MPEAYCMOTPEHHBIX
JUUISl aHAJIOTMYHBIX JIOKYMEHTOB Ha OyMa)KHOM HOCHUTETIE.

8.16. [Tocne ucreueHus cpoka, YCTAHOBICHHOTO I XPAHEHHS 3JICKTPOHHBIX
nen  (PMEKTPOHHBIX JOKYMEHTOB), HAa OCHOBAaHMM aKTa OJKCIEPTHOM KOMHCCUHU
AJIMUHHUCTpALMM O BBIJICJIGHUU UX K YHHUTOKEHUIO YKA3aHHBIE 3JIEKTPOHHBIE JEja
(2JIEKTPOHHBIC TOKYMEHTBI) MOIJIEKAT YHUUTOKEHUIO.

8.17. B nensix yyera v noucka 3j1eKTpoHHbIX JoKyMeHTOB B PKK ykassiBatorcs
00s3aTeIbHbIE CBEJIEHUSI O JIOKYMEHTaXx:

aJpecaHT (KOPPECIIOHICHT);

ajpecar;

TOJKHOCTh, (PaMUIIHS M MHUITUAJIBI JIULIA, TTOIMUCABIIETO IOKYMEHT;

BH/JI JIOKYMEHTA;

J1aTta JOKyMEHTA;

HOMED JIOKYMEHTA;

Jlata NOCTYIUIEHUS IOKYMEHTA,;

BXOJALLIMH HOMEP JOKYMEHTA;

CChLJIKA HA UCXOSILIMI HOMEDP U JIaTy TOKYMEHTA;

CII0CO0 JOCTaBKH;



HAaUMEHOBAaHHUE TEKCTA (3aroJI0BOK);

UHJICKC JIeJ1a;

CBEJICHUSI O TIepeapecalvi JOKYMEHTa,;

KOJIMYECTBO JIMCTOB OCHOBHOI'O JJOKYMEHTA,

KOJIMYECTBO IIPUII0KEHHUI;

00l1lee KOJIMYECTBO JINCTOB MPUIIOKEHHUH;

yKa3zaHus (PE307II0IUN) IO UCTIOTHEHUIO JOKYMEHTA;

JIOJIKHOCTh, (PaMWJIMSI MHULIMAJIbI UCTIOJIHUTEIIS;

OTMETKa O KOH(PUICHIIMAIBHOCTH.

[TucbMa, MOCTYNUBIIME HA O(QUUMAIbHBIE CAaUThl AJIMMHHCTpALMM B aJpec
JIOJDKHOCTHBIX  JIML] AJIMMHUCTpPAllMd, TPUHUMAIOTCA OOIIMM OTIAEIOM W MpH
HEOOXOIMMOCTU perucTpupyrorcs B cucreme «llpakTuka» W HampaBislOTCAd B
COOTBETCTBUM C HACTOSIIIEN HHCTPYKIMEH HA PACCMOTPEHHE.

9. KaTreropuu 10KyMeHTOB, pa00Ta ¢ KOTOPBIMH 0CYIIECTBJISIETCS
B MCOJ] «IIpakruka»

9.1.B noxymeHTOOOOpOTE  AJAMHUHUCTPALIMM  BBIACISAIOTCA  CIEAYIOIIHE
JIOKYMEHTOIMOTOKH:

MOCTYTAIOIIAs JOKYMEHTAIUS (BXO/Is111as);

OTHpaBjsieMas JOKyMEHTaUs (MCXOaA1Ias);

BHYTPEHHSA TOKYMEHTALIHS;

OpraHHU3alMOHHO-PACTIOPSIAUTEIbHAS JJOKYMEHTALIUS.

9.2. Ilporpammuoe obecrieyenne MCDOJl «[IpakTtuka» npemycmaTpuBaeT
00pabOTKy JaHHBIX TOKYMEHTOMOTOKOB B IpuBsiike PKK:

PKK BxosiiMx TOKYMEHTOB;

PKK ucxopsmux 10KyMeHTOB;

PKK Bxojsiue oOpaliieHus rpax/iaH;

PKK ucxonsuue oOpaliieHus rpax/iaH;

PKK BHyTpeHHUE JIOKYMEHTHI;

PKK oprannzanmoHHO-pacnopsiANTENbHbIC TOKYMEHTHI.

9.3. Bxogsume nQOKyMeHTBI Ha uMsA [71aBel TOpOJCKOrO OKpyra M €ro
3aMECTHTEJIEH, a TakiKe B CTPYKTYpPHBIE TO/pa3/ie/IeHHss PErUCTPUPYIOTCS B 0OIIeM
oTAee.

9.4. Ucxopsume JOKYMEHTHI, MOANMCaHHbIe [ T1TaBOW rOpOJICKOro OKpyra u €ro
3aMECTUTEISIMH, HaYaJbHUKAMU CTPYKTYPHBIX IOJPA3IAEIEHUN, PETUCTPUPYIOTCS B
obuieM otaene AIMHUHUCTpauuu ¢ npusa3kol, coznanHoit PKK 8 MCO/J] «[Ipaktukay.

9.5. B Onoke «BXoJslKHe OOpallleHHus] TpaXK/iaH» PErUCTPUPYIOTCS 0OpalleHus
rpaxknad, mnoctynatomme u3 [Ipuemnoit I'maBer u I[lpaBurensctBa PecnyOmuku
Wurymerus, 3asBiaeHus, MPUHITBIE PYKOBOJCTBOM MPH JIMYHOM IPHEME TpaKJiaH,
3asABJICHUSA, MOCTYITHUBIIKE B OOLIMIA OTIC AIMUHUCTPALIMH.

9.6. Hcxonmsmue oOpaunieHusi rpaxk/iaH, MOJIMMCaHHbIE [J1aBoil ropojackoro
OKpyra ¢ €ro 3aMeCTHTEIsIMH PETUCTPUPYIOTCS B OOLIEM OTJENE C NPUBA3KOMH,
cozganHoH PKK B MCO/J] «IlpakTrkar.



9.7. K BHYTPEHHHM JIOKYMEHTaM OTHOCHTCS IEpPENHUCKa MEXY OTJelaMu
AnMuHHCTpanuu (B 4aCTHOCTH, MUChMA, CIY)KEOHbIE 3alMUCKU U T.I.). BHyTpeHHue
JIOKYMEHTBI PErUCTpUPYIOTCS B cucteMe «IIpakTuka» o0muM oTenom.

9.8. B  Onoke  «OpraHu3alMOHHO-PACHOPSAAUTENbHBIE  JIOKYMEHTBI»
PETUCTPUPYIOTCS PACHOPSHKEHHUS W MOCTAHOBJIEHUS AJIMHHUCTPALMH, MPOTOKOJIBI
coBellaHui y ['71aBpl ropoJICKOro OKpyra ¥ €ro 3amMecTuTelied, rnmopyudeHus [J1aBbl
TOPOJCKOTO OKpYyTa.

9.9. IloagnucaHHbIE ['naBoii rOPOACKOIro OKpyra OpraHu3aloOHHO-
pacnopsIuTEIbHbIC JOKYMEHThl AJIMUHUCTPAIIMU PETUCTPUPYIOTCS B OOILIEM OTIENe
Anmubuctpaunn B MCOJl «IIpakTukay Kak OpraHH3aldOHHO-PACIIOPS/IUTEIbHBIC
JIOKYMEHTBL. X OTJIMYMTENBHBIM [PU3HAKOM  SIBJISIETCS  TOPSAAKOBBIH  HOMED
COOTBETCTBYIOIICr0O  BUJA  JOKYMEHTa  (IIOCTAHOBICHUA  AJIMHHUCTPALUU,
pacnopsuKeHus AJIMUHHCTPALUK, IOpyYeHHs [ J1aBbl TOPOACKOr0 OKpyra).

9.10. PeructpupyembiMm nokymentaM B MCDOJl «IIpaktuka» aBTOMaru4ecku
MPUCBAMBAETCS CKBO3HASI HyMepalus M0 KaXJI0My BUAY JOKYMEHTA.

9.11. Ha paccmorpenne ['11aBe TropoicKOro OKpyra MOIYT NPEACTaBIsSTHCS
NOJJIMHHUKKA TOCTYIMAIOIIUX (BXOASIIMX) JOKYMEHTOB Ha OyMaKHOM HOCUTENE, a
TaKKe MX BJIEKTPOHHBIE KOIUH, 3apeructpupoBanibie B MCOJ] «lIpakTukar.

9.12. Ilocne BeiHeceHus ['1aBoi ropoICKOro OKpyra yKa3aHHs 10 UCIIOJHEHUIO
JIOKyMEHTa (pe30JIIOLMK) TOMJMHHUK TMOCTYNMHUBIIEro (BXOJSMUIEr0) JOKYMEHTa Ha
OYMa:KHOM HOCHUTEJIC HAlpaBiIseTCsA B OOIIMH OTAen AIMUHUCTPALIMH IO 3aBEPUICHUS
padOThI C TOKYMEHTOM U PACCHUIKH COTJIACHO PE30JIIOITUH.

9.13. B cOOTBETCTBHHU C pacnpe/ieleHHeM 00si3aHHOCTEeH B AJIMUHHCTpALlMU Ha
paccMOTpEHHUE 3amMecTuTenAsM  [7maBel  AJMHMHHUCTpallM¥,  CTPYKTYPHBIM
nojipa3eacHusIM AJMUHUCTPAIIMU JTOKYMEHTBI MEpefarTcs W3 o0liero otaena B
anekTpoHHOM BujJe B MCOJI «IIpaktukay.

0.14. Yka3zaHusg 1O WCIOJHECHUIO (PE30JIOIMU) M KOHTPOJBHBIE CPOKH,
YCTaHOBJIEHHBIE TOJKHOCTHBIMM JiuiiamMu, BHOcATcs B PKK nokyMeHTa u nepenaroTcs
Ha JaJbHEHIIIEe UCTIOTHEHUE B DJIEKTPOHHOM BHJIE.

9.15. Dtanbl  OPOXOKIEHUST  MPOEKTOB  OTHPABISIEMBIX  (MCXOJISIIIHX)
JIOKYMEHTOB B TMPOLIECCE MX IOATOTOBKH, MPOBEICHUS JKCIEPTHU3, COIIACOBAHUS,
KOHTPOJISL ¥ MOANUCAHUS (YTBEPHKICHH) OCYIIECTBIAIOTCS KaK B 2JIEKTPOHHOM BUJIC,
TaKk 1 B OyMasKHOM.

9.16. Ha noanuck JOMHKHOCTHOMY JIMILY TPOEKT OTMPABIAEMOTO (MCXOIAIICIO)
JIOKYMEHTA TOTOBUTCS] CTPYKTYPHBIMH MMOAPA3ACICHUAMH A JIMHUHUCTPALIUH.

9.17. Ilognucannpie ['maBod ropoJCKOro OKpyra, €ero 3aMeCcTUTENIsIMU H
Ha4daJlbHUKAMU CTPYKTYPHBIX MOJpa3ACliCHUl AJIMUHHUCTPALIUU  OTIPaBIIsEMbIC
(ucxosIlKe) JOKYMEHTbI PErHCTPUPYIOTCS B OOLIEM OTAEJE B DJIEKTPOHHOM H
OYMa:KHOM BHJIC M HAMpPABJAIOTCS BHEIIHUM aJjpecaTaM, a UX KOIUU XPaHATCA B JIEJe
B COOTBETCTBUM C HOMEHKJIATYPOM JIEI.

10. Buasl padoT ¢ 371eKTPOHHBIMH IOKYMEHTAMH B CTPYKTYPHBIX
noapasjeeHusiX AIMUHHCTPALMH

10.1. OkHO TmOJB30BATEASI B CHCTEME 3JEKTPOHHOIO JOKYMEHTO00OpOTa
COCTOMT M3 3-X OJIOKOB:



— JIOKYMEHTHI B pabote

— JOKYMEHTHI 1151 COIVIaCOBAHUsA

— KOHTPOJBHBIE  JIOKYMEHTHI («MOU KOHTPOJBHBIE JOKYMEHTBH» MU «MOH
KOHTPOJIbHBIE 00pAILEHUS TPAKIAH).

Bb1iok «10KyMEHTHI B paboTe» COACPIKUT 3 MyHKTA:

«HOBBIE MMUCBMa» - 3TO MOCTYIMUBIINE JIOKYMEHTBI, KOTOPBIE HE OTKPBLIBAIUCH
II0JIb30BATEIIEM;

«HA PaCCMOTPEHUHU» - JIOKYMEHTBI, KOTOPBIE OTKPBIBAIUCH IMOJIB30BATEIEM, HO
HE BHOCHJIACH PE30JIIOLIMA WM OTMETKAa 00 UCroHeHUHU. JJOKYMEHTHI 63 pe30toIuii
WJIH OTMETOK 00 UCTIOJIHEHUM CUUTAIOTCS HEMCTIOJIHEHHBIMHU;

«PACCMOTPEHHBIE» - 3TO JOKYMEHTBHI, B KOTOpPbIE€ BHECEHBI PE30IIOIUN HIIU
OTMETKHU 00 UCTIOTHCHUH.

BJIOK «ZIOKYMEHTHI ISl COTJIaCOBAHUS pasjielieH Ha 4 NyHKTa:

«HOBBIC MOCTYIMBIIKUE» - JOKYMEHTBHI, IIOCTYIMBIIME HA COIJIACOBAHHE, HO
KOTOpBIE I10JIb30BATENb HU Pa3y HE OTKPHIBAI,

«B padoTe» - JIOKYMEHTBI, KOTOpbIE  OTKPBIBAJIUCh, HO €Ill€ HE BBIHECIIH
PELLEHUE O COTJIACOBAHUM;

«1 TOTOBIK K OTOpPAaBKE» - JIOKYMEHTBI, KOTOpbIE MOATOTOBJIEHBI
NOJIb30BATEJIEM K OTIpaBKe, HO €UIE HE OTMHPaBWIMA (B CWIY KaKUX-TO MPHUYHUH,
HalpHuMmep, HE CO3JalNd CTPaHUIl, HET JIMCTA COrJIACOBAaHMs, HE HaXKaJIWd HAa KHOIIKY
«OTIPaBUTh HA COTJIACOBAHUE) U T.11.);

«BaM BEpHYJIM Ha J0pabOTKy» - MJOKYMEHTbl, B KOTOPBIX YYaCTHUKHU
COrJIAaCOBAHUSI HANPABJISIFOT BaM MPEJIOKEHHS HIIM 3aMEYaHMs.

bok «KOHTpPOJIbHBIE JOKYMEHTBD) COJIEPIKHUT 2 YACTH:

«MOM KOHTPOJIbHBIE JOKYMEHTBD», 10 KOTOPbIM YCTAHOBJIEHBI KOHTPOJbHbIC
CPOKH;

«MOM KOHTPOJIbHbIC OOpalieHusl TpaXKIaH» —  YCTAHOBICHBI  KOHTPOJIBHBIC
CPOKH 110 OOpalleHUAM I'PaXKIaH;

«IIPOCPOUCHO», «CPOK HUCTEKAET CErOJHI», «CPOK UCTEKACT 3aBTPa», €CJIU €CTh
JIOKYMEHTBI C TAaKUMH CPOKaMH, CChbUIKAa OTOOpaxkaeTcsi KpacHbIM IBeToM. [locrne
PacCMOTPEHHS NTOKYMEHT aBTOMATHYECKH MEPEMEIIAETCs B MAIKy «PacCMOTPEHHBIE).
B ciydae ecnu mnonb3oBaTenb  ABIAACTCS KOHEYHBIM  HMCIOJIHUTENIEM, BMECTO
PE30JIIOLHMU «BHECTH B JIOKYMEHT OTMETKY 00 MCIIOJHEHUHM», OH TaK:Ke MepPEeMECTHTCS
B [IAIIKY «PaCCMOTPEHHBIEY.

bilok «coriacoBaHue JIOKYMEHTOB» IIpeHAa3HAYeH /Ui CO3JaHHsl IIPOEKTa
JIOKYMEHTa, HalpaBjI€HHUs Ha COIJIACOBAHME M PETUCTpPALMM T0CJIE 3aBEpIICHUs
1porecca CorjlacoBaHusI.

B0k «HencnoJIHeHHbIEe JOKYMEHTBDY Pa3/ielieH Ha 3 CChUIKU:

«BCE JOKYMEHTHI, HAaXOJALIMECSd HA PACCMOTPEHUH» —  JIOKYMEHTHI,
HEUCIIOJIHEHHBIE Y BAC UIIU Y TeX MOJIb30BaTelIeH, KOMY 1aBaJIOCh MOPYYEHHE;

«mpouuto 6onee 23 mHeW cO AHA PErUCTpallMu» — JIOKYMEHTBI, JIO CpOKa
UCIIOJIHEHHS KOTOPBIX OCTAJIOCh MEHee 7/ JIHEW, HEHCIIOJHEHHBIE y BaC WIM Yy TeX
NoJib30Bareliei, KoMy Bbl J1aBajiu nopyueHue;

«npouuto Oonee 30-TM IHEW CO JHA PETUCTPAlUU» — JTOKYMEHTBI, CPOK
UCIIOJIHEHUS KOTOpBIX IpeBbicwil 30 JHEH, T.e. HEUCIIOJHEHHbIE y Bac WIH Yy TeX
II0JIb30BATEIIEH, KOMY Bbl 1aBaJld [IOPYYCHHS.



B 00Ke «JTHYHBIE MANKW» CO3/AAK0TCS MAMKW, B KOTOPBIE BIIOCJIEICTBHU MOXKHO
nepeMellaTh JOKYMEHTHI.

10.2. TIpu mnocryruiennd gokymeHta mno MCD/[ mons3oBaTeny CUCTEMBI
AMEKTPOHHOTO JIOKYMEHTO000pOTa 00513aHbI OCYIIECTBIISITh €5KEITHEBHBINH KOHTPOIb 32
COJIEPKAaHUEM MAMOK «HOBBIEC MUCbMA», «HA PACCMOTPEHUM.

10.3. s orpaxenus B PKK xoja paccMoTpeHust TOKyMEHTa BBOJATCS HOBbBIE
PE30JIIOIMKY, YTOYHSIONIME MOPAJOK HCIOJHEHUS [IOKYMEHTa B CTPYKTYPHBIX
noApasIesIieHusIX AJIMUHUCTPALHH.

10.4. Yoanenue aHHoTauui (coaepikaHus) TOKYMEHTOB, BBEICHHBIX B 001IeM
OTJIeJIE, a TaKXKe paHee ciaenaHHbIX 3anuced B none «lIpumeuanue» B PKK He
JIOITYCKaeTCsl.

10.5.Ilpu  moaroroBke mpoekTa gokymenta B MCDJl  «IIpaktuka»
UCIIOJIHUTENIEM Ha OCHOBaHMM pesomronuu cosgaercs PKK mpoekra nokymenta, mpu
stoM B PKK mpoekra 3amonHsioTcs BCE PEKBU3UTHI JOKYMEHTa € 00sA3aTE/IbHBIM
3anojiHeHHeM pekBu3uTa «cBsi3ku» ¢ PKK omHOro wim HeCKOIBKHX TOKYMEHTOB, C
KOTOPBIMHM CBSI3aH JIAHHBIM JIOKYMEHT, PEKBU3HMT «COIEPKAHUE» JIOJDKEH OTpa)aThb
OCHOBHYIO CyTh COJIEpXKaHHs NMChMa.

10.6. 3anonnenue nonst «CBA3KM» C HCHOIB30BAHUEM COOTBETCTBYHOLIETO
knaccudukaTopa ABISETCA 0043aTENbHBIM, €CJIM  PETUCTPUPYEMBIH  JOKYMEHT
SIBJISIETCS OTBETOM HA BXOJSIIIMN MIIM BHYTPEHHUN JIOKYMEHT, JOIOJHEHHEM K HEMY
WM CBA3aH TEMAaTUYECKHU.

10.7. DNEKTPOHHYIO BEPCHI0 MPOEKTAa JOKYMEHTa (DJIEKTPOHHBIM 00pa3)
ucnonHutens npukpervisier K PKK npoekra nokymenTa B nojiie «@aiib», GoOpMHPYET
CIIUCOK PACCHUIKH, MAPLIPYT BUSUPOBAHUSA U NOJANUCH JOKYMEHTA.

10.8. Ecu B yka3zaHMM IO UCHOJIHEHUIO (PE30JIOIUU) YKa3aHbl CTPYKTYPHBIC
nojapasjencHus AJMUHUCTpPALMM — COUCIOIHHUTENIN JIOKYMEHTa, TO KaKJbli
COUCIIOIHUTEIh HAaNpaBiIseT CBOM MPEIJIOKEHHS M 3aMEUaHUd Yepe3 HadaabHUKA
CTPYKTYPHOI'O IOApa3jelieHuss OTBETCTBEHHOMY HcHoyiHuTemo. [Ipemioxkenus u
3aMe4YaHus K HpoekTy nokymeHTa BHocATcs B PKK mpoekra nokymeHTa B BuUIE
OpUMEUYaHU W TpUKpelUieHHbIX (aiiinoB. OTBETCTBEHHBI UCIOJIHUTENIbL Ha
OCHOBAaHUM MPEAJOKEHUN M 3aMEUaHWil, MPUCIAHHBIX COUCIIOIHUTEISIMUA, TOTOBUT
IPOEKT JOKYMEHTA.

10.9. CornacoBanue nNpoekTa JOKYMEHTA B 3JIEKTPOHHOM BHJIE OCYIIECTBISETCS
C MOMOUIBI0 C(HOPMUPOBAHHOTO HMCIOJHUTEIEM CIHCKa AOMKHOCTHBIX jul] B PKK
NpoeKTa JIOKyMeHTa (JucT coriacoBanusi). Ha cormacoBaHue JOMKHOCTHBIM JIMI[AM
IPOEKT JIOKYMEHTa IOCTYIaeT B COOTBETCTBUM C MapLIPYyTOM, 3aJaHHBIM
UCTIONTHUTENIEM. J{O/DKHOCTHBIE JIMIa BU3UPYIOT MPOEKT NOKyMEHTa (B TOM YHUCIE C
NOMOIIBI0  3JIEKTPOHHOM TMOAINUCH). 3aBU3UPOBAHHBIA IMPOEKT JIOKYMEHTa B
AIEKTPOHHOM BH/IE HAIMPABIISIETCS UCIIOIHUTEIEM Ha MOAIHUCH.

10.10. PKK mnojanucaHHOro JOKHOCTHBIM JIMIIOM JIOKYMEHTA IOCTYMNaeT B
oOLIMi OTIEN Ha PETUCTPAIIMI0 U PETUCTPUPYETCA KaK UCXOSIIUI JOKYMEHT, 3aTeM
HaIlpaBJIIETCs B COOTBETCTBUU C aJIPECATOM.

10.11. B cnyuae BHeceHHsT B IIPOLECCE COINIACOBAHMSA B IIPOEKT JOKYMEHTA
CYILIECTBEHHBIX M3MEHEHUi, roToBuTca HOBas Bepcus PKK mpoekra nokymeHTa u
POBOJIUTCS €I0 TOBTOPHOE BU3UPOBAHUE.



10.12. Inst  co3maHusi  OpraHU3alMOHHO-PACIIOPSIUTENIBHOTO  JIOKYMEHTa, B
YaCTHOCTHU IMPOEKTa MPABOBOro0 akTa (OPMHUPYETCS MPOCKT MOKYMEHTa, KOTOPbI
HaIpaBJIsieTCsl HAa COrJIACOBAHHME C JIOJLKHOCTHBIMU JIMUAMM M nojnucanve [ase
TOPOJICKOTO OKpyra, MOCIe Yero B COOTBETCTBUH CO CITMCKOM PACCBUIKM PacChlilaeTcs
azpecaraM B 3JIEKTPOHHOM BHJIE.

10.13. Tlocne oxoHuaHusi padOTHI HaJl JAOKYMEHTOM HWCHOJHHUTEIb BBOJMUT
UH(DOpPMAIMIO O XOJEC U pe3ybTaTax HCIOJIHCHHUS aJpeCOBAHHOM €My DPE30JIIOINH,
nocje BBOJA OTYEeTa JIOKYMEHT  aBTOMAaTHYECKH IIEPEXOJUT B  TAINKY
«pacCMOTpPEHHbIE». BBOIUTL OTYET «HUCHOJIHEHUE 3aBEPIICHO» HA HAYaIbHOWU CTAIUH
padOThI C IOKYMEHTOM 3alpeNiaeTcs.

10.14. DnexkTpoHHBIE JOKYMEHTBI ITOCJIE UX UCIIOIHEHUS MTOJIEkKAT XPAHEHHUIO B
TEYCHUE CPOKOB, MPEAYCMOTPECHHBIX JIsI AHAJIOTHYHBIX JOKYMECHTOB Ha OyMaKHOM
HOCHUTETE.

10.15. Peructpanuss BHYTPEHHHX OOKYMEHTOB BBINOJIHICTCS C 3allOJHEHHUEM
Bcex TpeOyembix pekBu3nToB PKK nanHoro noxymenra.

10.16. B cBoeit pabore wuCHONHUTENb — PAOOTHUK CTPYKTYPHOTO
noApasaelicHuss AJMUHHUCTPAUUd HMCHOAb3YET IIPAaBO MOMCKA JOKYMEHTOB IIO
«pacuIMPEeHHOMY MOMCKY» JAHHOTO CTPYKTYPHOTO MOApa3AeieHust AIMUHHCTPALIMH.

10.17. Ucnonuutenu, sasiaswomueca mnoiab3oBarenamu MCDOJl  «lIpaktukay,
UMEIOT BO3MOXKHOCTh (POPMHPOBATH CBOM pabouue <«JIMYHBIE MANKW» M3 YHUCIa
JIOKYMEHTOB, 3apEerUCTPUPOBAHHBIX B CUCTEME.

11. llopsiiok nepegayu 3JIeKTPOHHBIX IOKYMEHTOB

11.1. Ilepemaya OpUIrHHAJIOB M KONMH DJJIEKTPOHHBIX JOKYMEHTOB,
3aperucTpupoBaHHbIX B MCDJ] «IIpakTka», B 0053aTETLHOM TOPSJIKE OTPAKaETCs B
cooTBeTcTBYyIOIMX pekBu3uTax PKK, mpu 3ToM NOIIMHHUK TOKyMEHTa Ha OyMaXKHOM
HOCHTeJIEe HallpaB/IseTCs U3 00111ero oTaena.

11.2. Ilpu HeobxomumocTu (HOpPMHUPYETCS U IEYATACTCA PEECTP JAOKYMEHTOB
JUISL VX TIOCJIEIYIOLLEH TMEpeiau 10,1 POCIIHCH.

11.3. Ecnu opurunan wiu konus 3apeructpupoBanHoro B MCOJI «IIpakTuka»
BXOJALICTO JOKYMEHTa IIEpEeNacTcss Ha pPacCMOTpPEHUE B JpYyroe CTPYKTYpHOE
nojapazaenenue AamuHuctpanuu, To B MCOJI «IlpakTtrka» BBOAUTCS PE3OJIIOLUS O
nepeaadye J0KyMEHTa Ha PaCCMOTPEHUE.

11.4. Ecim  mpu  pacCMOTPEHHH BXOJAUIETO JOKYMEHTa B CTPYKTYPHOM
NO/Pa3AEEHUN AJIMUHUCTPALMU BBISICHHIIOCH, YTO JOKYMEHT JIOJIKEH UCIIOJHATHCS B
JIPYTOM CTPYKTYPHOM MOJpa3feiacHUd AJMHUHUCTPALMU, TO Iepeaada BXOIALIETO
JIOKYMEHTAa [0 IPUHANISKHOCTH B JApyroe nojpaszieiieHue AJIMUHUCTpALUU
OCYILECTBIIICTCA [0 PELICHUI0 JODKHOCTHOIO JIMIA, PAacCMOTPEBIIErO JaHHBIH
JIOKYMEHT.

12. PaGoTa ¢ 3JIeKTPOHHOMH MOANUCHIO

12.1. DnextponHas nmoanuck ais padorsl B MCDJ| «llpaktuka» sBigercs
COBOKYITHOCTBIO (DaifJIOB, pa3MeIeHHbIX HA MaTEPHAIILHOM HOCHTENE UH(OpMaIIUH.



12.2. DnekTpoHHast TOANKUCH siBiisieTcst UMeHHOM. llepenaua s5eKTpoHHOM
NOAMUCH JIMIIaM, HE MMEKIIMM I[paBa HA WCMOJIb30BAaHUE [AHHOW IOAMHUCH,
3anpelleHa.

12.3. [Tonb30Batesib HECET MEPCOHAIBHYIO OTBETCTBEHHOCTH 33 COXPAaHHOCTH
MaTepPHUAIBHOIO0 HOCHTENIA HHGMOpMAIUU, COACPKALIETO €ro JJICKTPOHHYI MOAMUCH
Jutst pabotel B MCO/JT «IIpaktukan.

13. Ilpuem 1 nepeaayda cayxedHoH nHpopManuu
o O(PpHIHAIBHBIM KAHAJIAM 3JIeKTPOHHOH MOYTHI U (PAKCHUMHIIBLHON CBA3H

13.1. DnexTtpoHHass moyta W (akCUMHIbHAsA CBA3b — OJHM H3 CIOCOOOB
JIOCTaBKH, OTIPABKH MH(OPMAIMK U 0OMEHa €10 MEKIy IOJIb30BaTEIsIMU KaK BHYTpH
AJMHMHHUCTpallMM, TaK W MEXKIY OpraHM3alUsIMHM, HUMEIOIIHMMH COOTBETCTBYIOLIME
TEXHUYECKHUE CPECTBA.

13.2. 3anpemniaercs nepeaaBaTh 10 IEKTPOHHON MouTe U (DAKCUMMIIBHOM CBS3H
CBEIEHUA, COJEpKallue IOCYJapCTBEHHYIO TaiHYy, JOKYMEHThI C IMOMETKOH « /s
CILy’>k€OHOT0 MOJIb30BAHUS.

13.3.  OTBeTCTBEHHOCThL 3a COJAEpXaHUE IepeaaBaeMoil  MH(popMau
BO3JIAraeTcsi Ha WCIOJHUTENS, TMOJANOTOBUBILErO JIOKYMEHT K Tiepejade, |
PYKOBOJUTENSA CTPYKTYPHOTO MOJAPA3ECICHHUS.

14. TloaroToBKa HOPMATHBHBIX IPABOBBIX AKTOB

14.1.CTtpykTypHBle  TOJpa3feleHus  AJIMUHUCTpALMHM,  OCYILECTBISIOLIME
(GYHKIMM 1O BBIPAOOTKE MYHHIIMOAIBHOW  MOJUTHKU U HOPMATHUBHO-TIPABOBOMY
pEryJMpOBaHUIO B YCTAHOBIIEHHOH c(epe NeATENbHOCTH, pa3padaThIBalOT MPOEKTHI
MYHUIUNAIbHBIX HOPMAaTHUBHBIX IPABOBBIX AaKTOB, BO WCIIOJTHEHUE AaKTOB
3akoHojarenbcTBa  PecnyOimuku  Murymertusi, Poccuiickoit  ®ejepariin |
COOTBETCTBYIOIIUX MOPYYEHHUII, @ TAKIKE B MOPSAJIKE 3aKOHOIATEIbHON MHUITUATUBBI.

14.2. llpoexktsl, noaroTaBiuMBaeMble i BHeceHUss B ropoackor Coser
MYHULMIIaIbHOro odpaszosanust "['opojckoit okpyr ropoxa KapaOynak», nedararorcs
mpudTom Ne 14 Ha ctanaapTHBIX TUcTax Oymaru gopmara A4.

Ha nepBoii cTpanulie npoekTa B Npeieiax BEpXHEH U NPaBoil TPaHUI] TEKCTOBOIO
nosisi npocrapisietcss nometka "Buocutcs OMC «Aamunuctpanusi r.KapaOynak".
[ToMeTka neuaTaerca uyepe3 | MHTEpBall U BHIPABHUBAETCS MO JIEBOI TPaHULIE.

Ha paccTositHun MeXCTpOYHOIr0o MHTEpBalia 24 NT OT MOMETKHU Y MPaBOil rpaHULIbL
TEKCTOBOTO M0JIA nevaTtaercs ciaoBo '[Ipoext".

14.3. ITpoekT umeeT ClieayIonue peKBU3UTHI:

HaumenoBanue Buaa akrta — PEIHEHHE I'OPOACKOI'O COBETA MO
«TOPOJCKOH OKPYI r.KAPABYJIAK» — otnensercsa ot ciosa "[lpoekt”
MEXKCTPOUYHBIM HHTEpBajIOM 42 MT, MeyaTaercs MPOMUCHBIMU OyKBaMU pazMepoM
mpudra Ne 22 u MOKET OBITh BBIJICICHO MOTYKUPHBIM 1ipudToM. BripaBHUBaeTCs 1o

LHEHTPY.



3aroJ0BOK OTAENSAETCS OT MPEAbUIYLIEro PEKBU3UTA MEKCTPOUYHBIM HHTEPBAJIOM
38 nT u mevaraercs uyepe3 | MHTEpBad, BBIACISICTCS MOTYKUPHBIM LIPUPTOM U
BbIpaBHUBaETCs MO LeHTpy. [Tumercs ¢ nponucHol OykBbI M 0TBeUaeT Ha Borpoc: "O
geM?" M3/1aHO pelIeHHe WM B HEM MPHUBOJUTCS Ha3BaHHE KoJiekca. Todka B KOHIIE
3aroJI0BKa HE CTABUTCA.

14.4. B 3arosioBke NMpOEKTa O BHECEHUHW U3MEHEHUH B JIEUCTBYIOIIHE PEIIECHUS
HEOOXOIMMO Ha3bIBATh MPUYUHBI BHECCHUS W3MEHEHHWI WJIM KOHKPETHYIO HOPMY, B
KOTOPYIO BHOCSITCSI USMEHEHHS, a B CIIy4ae HEOJHOKPATHOIO U3MEHEHUS OJIHOM U TOMU
’)K€ HOPMbI — JOMOJHUTENIBHO YKa3bIBaTh, B KAKOW MMEHHO YaCTU OHA U3MEHSAETCA.

14.5. Tekct otnensercd OT 3arojoBKa MEKCTPOUHBIMU MHTEpBaJIaMu 36-48 1T U
[eyaTaeTcs Yepe3 MEeXCTPOUHbI UHTEepBal 24 nT.

14.6. TexcToBas dYacTb NPOEKTa MOKET MONPA3NCNAThLCA Ha MpeaMOyny Hu
OCHOBHYIO 4acCTh.

14.7. OcHoBHass 4YacTh TEKCTa MPOEKTA MOXKET IMOJApa3leisaThCS Ha 4YacCTH,
pasnensl, MOoApa3ieibl, INIaBbl, naparpadbl, CTaTbH.

14.8. 3aronoBku dacTeid M Pa3JqelIOB MEUATAKOTCA MPOMUCHBIMH OYKBaMH
NOJTY>KUPHBIM HIPU(TOM U BBIPABHUBAIOTCA MO LIEHTPY. Touka B KOHIIE 3arojioBKa HE
craButTca. Homepa npocTaBasitoTcss pUMCKHUMHM LIM(PpaMH.

Hanpumep:

PA3EIL I
IMPABO COBCTBEHHOCTH " IPYTUE BEIIIHBIE ITPABA

[Toapa3znen umeeT MOPSAAKOBBIIT HOMEP, 0003HAYCHHBI PUMCKUMH HU(paMu, U
HauMeHOBaHue. (0o3HayeHWEe TMoapasaena Ie4aTaeTcs ¢ MPOMUCHOM OYKBBI C
ab3anHoro orcryna. HaumeHoBaHue nojipas/iena nevaraercs noyKUpHbIM IIPHUPTOM.

Hanpumep:

[Toapaznen . O0mue nosioxkeHus 00 00A3aTEILCTBAX

['maBel HymepyroTcss apaOckuMu nuppamMu U UMEIOT 3arojoBku. OOo3HaueHue
IJaBbl [€YATA€TCA C MPOMNUCHOH OYKBBI, ¢ ab3allHOIO OTCTyIA. 3aro/IOBOK IJIABBI
reyaTaercs MOdYKMPHBIM WIPU(PTOM B OJHY CTPOKY ¢ 00O3HaYEHHEM HOMEpA, IOCie
KOTOPOI'O CTaBUTCA TOYKA.

Hanpumep:

['naBa 5. [1paBa, 0013aHHOCTH U OTBETCTBEHHOCThH

[laparpad oOo3HaudaeTcss 3HAKOM §, UMEET MOPSAKOBBIM HOMEDP, 0003HAYCHHBIN
apabckumu 1MdpamMu, W 3arojloBOK. 3aroJioBOK mnaparpada MHUIIETCs ¢ MPOIMCHOM
OYKBBI MOJTY:KUPHBIM HIPU(TOM B OJHY CTPOKY ¢ 0003HaYEeHHUEM HOMepa maparpada,
I10CJI€ KOTOPOIrO CTABUTCS TOYKA.

Hanpumep:

§ 1. Xo3s1iicTBeHHBIE TOBAPHINECTBA U 001IeCTBA



Cratb MMEKOT CKBO3HYHO Hymepauuto. [lopsakoBelii  HOMEp CTaTbH
obo3Hauaercs apadckumu nudpamu. O603HAUCHUE CTAaThU MEYATACTCSA C MPOIMUCHOMN
OykBbI € a03aI[HOTO OTCTYIa. 3aroJ0BOK CTAaThH I€YATAETCS C IMPOMHUCHONH OYKBBI
HOJIY’KUPHBIM HIPU(PTOM B OJHY CTPOKY C 0DO3HAaYEHHUEM HOMEDA, IOC]IE KOTOPOIro
CTaBUTCS TOUKA.

Hanpuwmep:

Crates 33. Cepruuranus

14.9. B UCKIIIOUMTENIBHBIX ClIydasiX CTaThs MOKET HE UMETh 3aroJioBka. IIpu ero
OTCYTCTBMH CJIOBO "CTaThs'" U HOMEP BBIIEIAIOT MOITYKUPHBIM LIPUPTOM.

B 3aBUCHMMOCTM OT COAEp:KaHUS CTaThd MOXET MNOAPA3AEIATHCS Ha 4YacTH,
NYHKTBI, MOJAIMYHKTHI, ad3aibl. YacT 0003Havar0TCs apaOCKUMU LIU(PPaMH C TOUKOH.
Hywmepaiius myHKTOB OCYIIECTBISICTCS apaOCKUMU 1pamMu ¢ 3aKpbIBAIOIICH KPYIJIOH
ckoOkoit. [ToanmyHkThl 0003HAYAIOTCS OYKBaMU PYCCKOro ajadaBUTa C 3aKpbIBAIOLICH
KPYTJ10i CKOOKOM.

Iloonuce otnengerca OT TEKCTa MEKCTPOUHBIM MHTEPBAJIOM 36 NT U COCTOMT U3
cnos "[Ipencenarens ropoackoro Cosera MO «["opoackoit okpyr r.KapaOynak".

Bu3zbl IpocTaBafgOTCA Ha JIULIEBOM CTOPOHE MOCIEAHErO JIMCTA 3aKOHOIIPOEKTA B
HUKHEH €ro 4acTH.

15. lloaroroBka u oopm/ieHHE POEKTOB AKTOB
(MOCTAHOBJICHH, pACTIOPSIZKeHWH ) AIMAHHUCTPALIMH, TIOCTAHOBJICHUI U
pacnopsizkeHuii ['JiaBbl ropoackoro okpyra

[IpoeKT NOCTAaHOBICHUS WM  pacnopsbKeHUd  AJMHUHUCTpanud, |iaBel
TOpOJICKOrO OKpyra rnedaraercs Ha cTaHjapTHoM Jyiucte Oymaru gopmara A4 (210 X
297) wpudtom pazmepom Ne 14. Bepxuee mosie JAOKYMEHTa YCTaHABIIMBACTCS
rpaHuniamMu OaHka, jeBoe nojie 3,0 cMm, mpaBoe - 1,5 cM U HUXKHee - He MeHee 2 CM.
[Tpu odopmieHun npoekTa akTa Ha ABYX M 0oJice CTpaHUIIAX BEpXHEE MOJie BTOPOH U
NOCJIEAYIOIIUX CTPaHUL] COCTaBIIAET HEe MeHee 2,0 cM.

IIpoekT akTa UMEET CIEAYIOUINE PEKBU3UTHI:

Haumenoeanue e6uoa axma — TOCTAaHOBJCHHE AJMUHHUCTPAUU WU
pacriopsbkeHue AJIMUHUCTpAIlMM, T[IOCTAHOBJIGHME WJIM pacrnopsibkeHue [ naBwl
rOPOJCKOTO OKpyra

Jlama akrta oTAensercss OT HAMMEHOBAHWs BHJIA akTa, Kak [paBuilo,
MEXCTPOUHBIM HHTEpBaJIIOM 24 1T, 0pOPMIISIETCS CIOBECHO-IIUPPOBBIM CIIOCOOOM,
neyaTaeTcs EHTPOBAHHBIM CIIOCOOOM, MPOCTABIACTCS MPHU MOAMUCAHUM aKTa.

Homep neuaraercs cpasy nociie AaThl apaOCKUMU LHUbpaMyd U COCTOUT U3 3HAKa
Ne u mopsakoBoro HoMepa, NPUCBAMBAEMOr0 JOKYMEHTY IIOCJE €ro IOAMNHUCAHUs,
HarpuMmep, Ne 143, B nocraHoBiieHUsIX [ 71aBbl rOPOJICKOr0 OKpyra nocie mopsiKoBoro
HOMEpa CTaBUTCS THPE U OYKBEHHOE O0O3HAUCHUE «II», B PACIOPSHKCHUSIX TJIABbl
TOpPOJICKOTO OKpyra IOCli€ TOPSJAKOBOTO HOMEpPAa CTaBUTCS THPe H OYKBEHHOE
0003HaUEHHE «PI).

Mecmo uzoanua — otaensercs oT pekBu3utoB "Jlara" u "Homep" MexcTpodHbIM
UHTEPBAIOM 24 1T U 0(POPMIISIETCS] HEHTPOBAHHBIM CIIOCOOOM.



3aeon060K 1EYATAETCA HA PACCTOSIHUM HE MEHEe 9 CM OT BEPXHEro Kpas JiMcTa C
NPONMUCHON OYKBBI Yepe3 OJUH MEKCTPOUHBIH MHTEPBAJl U BBIICISACTCS MOTYKUPHBIM
mpudToM. 3aroJIOBOK, Kak MpaBHIIO, OTBEYAET HAa BOMPOC O 4YeM (0 KOM) M3JaH
JIOKyMeHT. Touka B KOHIE 3aroJI0BKa HE CTABUTCS.

Texcm otpenseTca OT 3arojOBKa MEXCTPOUHBIM HHTepBaioM 24-36 0T u
nevaraercs ¢ UHTepsaiaom 18 mr.

Tekcr medaraercs OT J€BOM IPaHUIIbl TEKCTOBOIO IIOJISA M BBIPABHUBACTCS IO
JIeBOM W MpaBoil rpaHuaM TekcToBoro mnojs. Ilepsas cTpoka ab3ala HauMHAeTCsl Ha
paccrostHuu 1,25 ¢cM OT J1€BOM IpaHUIIbI MOJIA.

Texkcr MOXKET NOJApa3IensAThCsd Ha KOHCTATHPYIOUIYIO 4YacTh (mpeamOyny) u
NOCTAHOBJISIONLYIO YacTh (B PACTIOPSIKEHUSIX — PACIIOPSIMTENBHYIO).

[IpeamOyna B mpoeKTax NOCTAHOBJICHUN AJMUHUCTPAIIMU 3aBEPIIACTCSA CIOBAMHU
OMC «Anmunnctpanus r.Kapabygak» mocTaH O B J s e T", npeamOyna B
IIPOEKTaX NOCTAHOBJIEHUH [ TaBbl FOPOACKOro OKpyra 3aBepliacTcs CJIOBOM 1 O € T 4 H
0 B JI 11 10 TIOCJICJTHEE CJIOBO MEYATACTCS MOTYKUPHBIM MIPUDTOM Bpa3psaKy.

[IpeamOyna MOKeT OTCYTCTBOBaTh, €CIIM MPEAIUChIBAEMBbIE JCHCTBUS HE
HYXJAI0TCA B Pa3bsCHEHHUU.

[TocranoBnsomas  (pacrnopsiauTenbHas) YacTh MPOEKTOB  MOCTAHOBJIEHUI

(pacniopsbkeHui) AQMUHHCTpalM, [J1aBel TOPOJACKOTO OKpyra  Kak MpaBHIIO,
NOApPA3eNIeTCs HAa ITyHKTHI.

[TyHkTHI HyMepyIOTCS apaOCKUMU LU(ppaMH ¢ TOYKOH U 3aT0JI0BKOB HE UMEIOT.

Ilpy  HanMuuu  OPUIOKEHUH K  INOCTAHOBICHHUIO  (pacHOpSIKEHHIO)
AJIMUHHUCTpALUU B TEKCTE HA HUX 0053aTENILHO JIEJIAETCs CChLIKA.

Iloonuce otaensercs OT TEKCTa MEXCTPOYHBIM MHTEPBAIOM 36 NT U COCTOMUT U3
cioB «l'yaBa ropojickoro okpyra ", HHUIMaJIOB M (aMuiauu [71aBel ropojcKoro
okpyra. Cnosa "l'maBa ropojckoro okpyra" rieyaTarTcsi OT JIEBOM TpaHHIIbI
TekcToBoro nosisi. Muunmansl u ¢paMunusa ['maBel ropoJcKoro okpyra rne4yaTarorcs y
IPaBOi ITPaHMIIbl TEKCTOBOIO OJIA.

Ipunoscenuss K TpoeKTaM aKTOB (IIOCTAHOBIEHMM U  pacCHOPSKEHHI)
AnMuHHCTpauuu, I'maBel FOpPOJACKOrOo OKpyra Ie4aTaroTCs Ha OTAEIBHBIX JIMCTaX
Oymaru ¥ BU3UpYIOTCS.

Pa3smepsl nosiel, mWpUQTBl U MEKCTPOUHBIE UHTEPBAJIBLI MIPH [€UAaTAaHMHM TEKCTa

UJCHTUYHBl pa3MepaM, MPUMEHIEMBIM IPH OPOPMIICHHMH TEKCTOB MOCTAHOBICHUMN
(pacropsiKeHUi ).

Buzwr npoctaBisitorcss Ha O0OPOTHOM CTOPOHE MOCHEAHETr0 JHMCTa MEPBOro
IK3eMILIApa (MOIIMHHHUKA) MPOCKTa MOCTAHOBJICHUS (pAaCMOPsDKEHHUA) B HIDKHEH ero
4acTH.

Ecnu monroraBaumBaemblii akT AJIMUHHUCTpAllMM BJIedeT 3a c000il BHEceHHE
WU3MEHEHHUHM WIIM JIOTIOJHEHUH B JPYrue akThl AJMHUHUCTPALMH, 3TH U3MEHEHUS HIIU
JIOTIOJIHEHUST BKJIFOUAKOTCS B MIPOEKT MOJArOTABIMBAEMOr0 akTa MJIM MPEICTABISIOTCS B
BHUJIE CAMOCTOSTEIBHOIO aKTa OJJHOBPEMEHHO C HUM.

[TpoekT akTa AJMUHHCTPALMH 11O OPraHU3alMKA UCIIOJHEHHS PeCyOIMKaHCKOTO
3aKoHa, peuieHus ropoxackoro Coserta JIOJDKEH  COJep:KaTh CCBUIKY Ha
COOTBETCTBYIOIIMH pecryOIUKaHCKUI 3aKOH, penieHue ropoackoro Coaera.



B mpoekTax akTOB AJIMUHUCTpALMU YIOTPEONSIOTCS TOJIHBbIE O(UIIUANIbHBIE
HAUMCHOBAHUSA OPTraHOB M OpraHu3aiuii aud0 UX COKpallleHHbIE OQHUIMATbHBIC
HaUMEHOBaHUsI.

JlokyMeHTBl (ITpOrpaMMBbl, TOJOKEHHUS, PErJaMEeHThl, IUIaHbl, HOPMBI WU [Ip.),
KOTOpbIE  NpeJjiaraercss  yTBEPAUTh  MOArOTABIMBAEMBIM  IPOEKTOM  aKTa
AJIMUHUCTpaLIUU, B 00s13aTEILHOM TIOPSIIKE MPUIIATAIOTCS K JJAHHOMY ITPOEKTY aKTa.

16. Iopsiok odopmiieHHs] MPOTOKOJIOB 3aceqaHUI (COBeIaHMI)

16.1. Opranu3zauus NpoBeJICHHUS COBEIaHu y [ 1aBbl rOpPOJCKOro OKpyra 1 ero
3aMECTUTENICH BO3JIaraeTCsl Ha COOTBETCTBYIOLIME OTAe/Ibl AIMUHUCTPALIUH.

16.2. PemieHus, MPUHATHIE HA COBELIAHUSX, O()OPMIISIFOTCS MPOTOKOJIAMHU B CPOK
110 3-X IHEM.

16.3. IIpoTokos coOCTaBisieTcss HAa OCHOBAHMM 3aIMCEH, MPOU3BEJAECHHBIX BO
BpeMs 3aceaHus (COBELIaHus), MPEACTABICHHBIX TE3UCOB JOKIAA0B U BLICTYIUICHUH,
CIIPaBOK, MPOEKTOB PELICHUI U APYTUX MaTepPHAIOB.

16.4. IIpoTOKOJIBI MOTYT M3/1aBaThCsl B MTOJHOM WIIM KpaTKoU (popMe, pu KOTOPOi
OIYCKaeTCsl X0Ji 0OCYXKJIeHUs Bompoca U (PUKCHPYETCSl TOJIBKO MPUHATOE MO HEMY
pelIeHue.

16.5. TekcT MOMHOTO MPOTOKOJIA, KAaK MPABHJIO, COCTOMT W3 JBYX 4YacTeil:
BBOJHOM M OCHOBHOW. B BBOJHON 4YacTW YKa3bIBAIOTCS MHHUIMAIBI, (PamMuiuu
npencenarens  (MpeCceIaTeNIbCTBYIONIEr0), CeKperaps, NPHCYTCTBOBAaBIIMX  Ha
3acelaHuU U TIPU HEOOXOIMMOCTHU JIMII, MPUTIIAIICHHBIX Ha 3acellaHue (COBEILAHUE).
Ecnu komuM4yecTBO MPUCYTCTBYIOIIMX NpeBblIaeT 15 4enoBek, B BBOJHOM 4YacTH
IPOTOKOJIA JIEJIAETCSl CChIJIKA HA CIIMCOK, SBISIOUIUNCS HEOTHEMIIEMOM YacCThIO
MPOTOKOJIa, HAIPUMED:

[TpucyrcrBoBanu: 25 yel. (COMCOK MPUIIAraeTcs).

16.6. Ecniu B 3acenaHuu (COBENIAHWU) MPUHUMAIOT YYacTHUE MPE/ICTABUTETH
pPa3HBIX OPraHoOB BJIACTH M OPTaHU3allMI, YKa3bIBaeTCsi MECTO padOThl U JOJKHOCTH
KOKIOro jumna. MHOTOCTpOUHbIE HAaUMEHOBAHHMS OOKHOCTEH MPUCYTCTBYIOIIMX
NevyaTaroTcs Yepe3 OJIMH MEXCTPOUHBIM MHTEPBAI.

16.7. BBojgHasi 4acTh MPOTOKOJIA 3aKaHYMBAETCS MOBECTKOM JIHS, COAep:Kalen
NepeYeHb pacCcMaTPUBAEMBbIX BOIIPOCOB, NEPEUUCICHHBIX B MOPAJIKE UX 3HAUUMOCTH C
yKazaHMeM JIOKJIQJ4MKa 10 KaXJIOMYy paccMaTpuBaeMoMy Bomnpocy. Bormpocsl
NOBECTKU JHS (opmynupytorcs ¢ npeajgorom "O" ("O6"), medararoTcsi OT rpaHULIbI
JIEBOTO MOJI U HYMEPYIOTCsl apabCcKkuMu 1udpaMu.

OcHoOBHasl 4acTh MPOTOKOJA COCTOMT M3 Pa3leioB, COOTBETCTBYIOIIUX IyHKTaM
MOBECTKU JHs. TEKCT Kax10ro pazjiesia CTPOUTCS 110 CXEME:

CJIVIIAJIN:
BBICTVYITNJIU:

[TOCTAHOBWJIU: (v PEHIWNIIN:)



16.8. OcHOBHOE coOJiep:KaHHE JOKIAJ0B W BBICTYIUICHHH BKIIKOYAETCS B TEKCT
IPOTOKOJIa WJIU MPUIIATAETCS K HEMY B BHUJE OTACIbHBIX MaTepUaliOB; B MOCIEIHEM
Cllydae B TEKCTE€ MPOTOKOJIA JAENaeTcs OTMETKA '"TeKCT BBICTYIUICHMS MpUJIaraercs .
[TocTanoByiieHue (pelieHue) B TEKCT MPOTOKOJA BHOCHTCS IOJHOCTBIO B TOH
dbopMyIHpOBKEe, KOTOpasg ObLla MPUHATA HAa 3acelaHuM; MpPU HEOOXOIUMOCTU
MPUBOJISITCS UTOTU FOJIOCOBAaHUS: "3a - ..., IPOTUB - ..., BO3JIEPKAIOCH - ...".

16.9. Conep:xkanue 0coOOro MHEHHS, BBICKA3aHHOTO BO BpeMs OOCYKICHUA,
3alMChIBAETCS B TEKCTE IMPOTOKOJIA TI0CJIE COOTBETCTBYIOIIETO I[MOCTAHOBJIEHUS
(peueHus).

16.10. TekcT KpaTKoro MpoOTOKOJA TAKKE COCTOMT M3 JIBYX 4acTeil. B BBOJHOM
YacTH  YKa3bIBAIOTCA  MHULIMAIBI WU (QaMHIMH  TpeJceAaTelbCTBYIOIIETO
(mpencenarens), cekpeTaps, a TAKKE MHULIUAIBI U (PaMWIMKU MPUCYTCTBOBABIIUX JIUII.

16.11. Cnoso "IIpucyrcTBOBanu" mnedaraeTcss OT TPaHUIlBl JIEBONO I10JI,
NOAYEPKUBAETCS, IIOCIAE CJoBa CTaBuUTcA  ABoeroune. Hibke meuartarorcs
HAMMEHOBaHUA JODKHOCTEH MPUCYTCTBYIOIIMX, a CIOpaBa OT HauMEHOBAHMS
JIOJPKHOCTeH — WX MHUIMaIbl ¥ (pamunun. HaumeHoBaHHsS JOJKHOCTEH MOTyT
yKa3bIBaThCsA 0000IIEHHO, HATIPUMED:

[IpucyrcTBOBAIU:
3aMECTUTENb JUPEKTOPA
MVIT « KOKKX» N.O. Gamunusa

Cnucok oTaensaeTcs 0T OCHOBHOH 4acTH NMPOTOKOJIA CIUIOLIHOM YEPTOH.

16.12. B ocHOBHOH 4YacTM TPOTOKONA YKa3blBACTCS HOMEpP BOMpoca B
COOTBETCTBHUHM C MOBECTKOM JIHS, COJEPkKAHUE BOIIPOCA U IIPUHATHIE PELLIEHUS.

HaumenoBanue Bompoca HymepyeTcsi pUMCKONH LU(pol M HauMHAETCs C
npemiora "O" ("OO"), medaraercs ueHTpoBaHHO pasmepoMm upudtra Ne 14 wu
HOJYEPKUBACTCA OIHON 4epTOH HUXKE IMOCIEIHEl CTPOKM Ha paccTOsSHHUU He Ooinee
ojgHoro wuHTepBana. Ilog weproit ykaswpiBaroTCs (PaMUIUMM  JOJKHOCTHBIX JIMII,
BBICTYNUBIIUX MPU OOCY)KIEHUM NaHHOTrOo Bompoca. Pamuimuu neyartarorcs yepes |
MEXCTPOYHbIA UHTEPBAI.

3areM yKa3bIBA€TCsl MPUHSITOE 110 BOMPOCY PELICHHE.

16.13. IIpoTokon mnoAamuchIBaeTCAd NPEACENATENbCTBYIONIMM Ha 3aceJaHUud U
cexperapeMm. [laToil npoTokona sBisleTCs JaTa 3ace/laHus (COBELaHMs).

16.14. TIlporokoyiaM NPUCBAMBAKOTCSL IOPSJIKOBBIE HOMEpa B  IIpejesax
KaJIEHJApPHOI0 I'0/1a OTAEIbHO [0 Ka)K10il TpyIIe NPOTOKOJIOB.

16.15. Konuu IIPOTOKOJIOB IIpH HE00X0IUMOCTH pacchLIaTCs
3aMHTEPECOBAHHBIM OpPraHU3aldsAM M JODKHOCTHBIM JIMLIAM B COOTBETCTBUU C
yKa3aTeJeM pacChbUIKM; YKa3aTelb COCTaBIsE€T M IOAMMCHIBAET OTBETCTBEHHBIH
UCIIOJIHUTENIb TIOIpa3eIeHHs], TOTOBUBIIETO PACCMOTPEHHUE BOMPOCA.

16.16.1Tpotokonbl meuvatarorcsi Ha OJaHKe MPOTOKOIA, oOuieM OnaHke WM
CTaHJIAPTHOM JucTe Oymaru popmata A4 U UMEIOT CIIEYIOLIHME PEKBUZHUTHI:

HalMEHOBaHNE AIMUHUCTPALIUH;

By fokymeHnta — [IPOTOKOJI (eciu nporokon ogopmisieTcs: Ha o0O1eM OnaHke
WM cTaHgapTHoM Jucte Oymaru, cioBo II P O T O K O JI neyaraercs nponucHbIMU



OyKBaMHU Bpa3ps/iKy, MOJY:KUPHBIM HIpUdTOM paszmepom Ne 17 v BeIpaBHHBAETCS 11O
LCHTPY);

BUJI 3ace/laHus, COBEIAHMsI — OTAENSAETCA OT NMPEAbIAYIIEr0o PeKBU3UTA JABYMS
MEXKCTPOUHBIMM HHTEpBAJIaMH, [€YaTAETCHd MOJIY>KUPHBIM IIPUPTOM Uepe3 OAUH
WHTEPBAJl U BHIPABHUBAETCS M0 LICHTPY;

MECTO MPOBEECHHUS 3aCe/JaHUsI, COBEIIIAHUSI — YKa3bIBaeTcs (IMPU HEOOXOIMMOCTH)
y KOrO MpPOBOJIUTCA COBEIIAHME WM B KAaKOM MECTe; IleyaTaeTcs 4Yepe3 [Ba
MEKCTPOUHBIX HHTEPBAJIA ITOCJIE PEKBU3UTA "BHJI 3aCEaHUsl, COBELIAHUA", OTAEIACTCS
OT HETO JIMHEHKOI U BBIPABHUBAETCS MO LIEHTPY;

JlaTa 1 HOMEpP IPOTOKOIIA jlaTa OPOPMIISIETCS CIOBECHO-LM(PPOBBIM CITOCOOOM U
neyaTaercs 4epe3 JiBa MEXKCTPOUYHBIX HHTEpBAJIa HUXKE MPEbIAYIIEr0 PEeKBHU3UTA;
HOMEp MPOTOKOJIa 0003HaYaeTcs apadbCKuMu 1udpamu.

OcHOBHas yacThb ITPOTOKOJIA IevaTaeTcs uepes3 1,5 MeKCTPOUHBIX HHTEpPBaa.

16.17. [lognuck OTAEAsETCS OT TEKCTa TPEMS MEKCTPOUYHBIMU HHTEPBAJIaMU U
BKJIIOYAE€T HAMMEHOBAHHE OJKHOCTH JIMIIA, MPEICENaTEIbCTBOBABILIETO HA 3aCEIaHUU
(coBelanuu), €ro JJMYHOU MOAMUCH, PACIIM(POBKHU MOAMUCH (MHUIIHATBI U (DaMUITHS).
HaunmeHoBaHME NOKHOCTH IE€YATaeTCs OT JIEBOW IPaHUIIbI TEKCTOBOTO MOJS YeEpe3
OJIMH MEXKCTPOYHBIH HWHTEPBAl M IEHTPUPYETCS OTHOCUTEIBHO CaMOM JITMHHOM
CTPOKH.

16.18. Pacmm(poBka MOJAIUCK pPACIOIAracTcsl Ha YPOBHE IIOCIEIHEN CTPOKH
HAUMEHOBAHUSA JIOJPKHOCTH € MpoOesioM Mexay uauiatamu u gamwieit. [locnennss
OykBa B paciu(poBKe orpaHMYMBacTCs npaBbiM mosiem. OOpasel nmpuiaracTces.

16.19. OrtBercTBEHHOCTH 3a OQopMIIeHHE TPOTOKOJA COBellaHus y [ naBbl
TOPOJICKOTO OKpyra BO3JIaraeTcs Ha OOIIUIA OT/EN, HA COOTBETCTBYIOLINE MTPO(IIbHBIC
OTAEIbl AIMUHUCTPALINU.

16.20. TIpoTOKOJ COBEILIAHUS COCTABJISIETCSI COBMECTHO C COTPYJHHUKaAMHU
COOTBETCTBYIOIIMX OTIEIOB, K cepe BeACHHS KOTOPBIX OTHOCATCA PACCMOTPEHHBIC
Ha COBEIIaHWH BOMpochkl. IIpoeKkT mpoTOoKoIa BU3HUPYETCA COTPYIHUKAMH,
TOTOBHUBILMMH €TO.

[TpoTokon  coBemIaHWsi  MOANMCHIBAETCS  MPEJCeaTeIbCTBOBABIIMM  HA
coBenlaHuy. Eciiu K MpOTOKONY MPUIAraroTCs Kakue-1udo Marepuanibl, TO 00 3TOM
MPOU3BOJUTCA COOTBETCTBYIOLIAA 3aIIUCh B TEKCTE PEILICHMUS.

[Tporokon coBemanust y ['1aBbl ropoACKOT0 OKpyra perucTpupyeTcs B o0uiem
oTAeNe AIMUHUCTPAIUH.

17. Odopmiienne u noanucanne PacnopsizkeHnii Mo JNYHOMY COCTABY

17.1. TIpoekTbl pacnopstkeHUH — AJIMUHUCTpPaUMU [0 KaJpOBBIM BOIpPOCAM
pa3pabaThIBacT IOPUIUUECKUN OTIEN.

17.2. 1lpoexkThl pacnopsHKEHMH 10 JIMYHOMY COCTaBy AJIMHHHCTpaLUU
nevaTarTcs Ha OJIaHKaX pacropsKEeHUH.

17.3. PacnopsbkeHHss 1O JIMYHOMY COCTaBY PErMCTPUPYIOTCS B IOPUIMYECKOM
OTZEIIe, HYMEpYIOTCA B IIpefeniax KaJleHIapHoro roaa.

TTo/UTMHHUKH pacCIOPSKEHUN XPAHSITCS 110 MECTY UX PETUCTPALIMH.



17.4. PacniopsikeHH€e 10 TUYHOMY COCTaBY UMEET Clie/IyIolIHe PeKBU3UTHI: ['epO
MYHUIIMOAIBHOTO  oOpazoBanus  «['opomckoit  okpyr ropon — KapaOymaky;
HauMeHoBanue AjaMmuHuctpauuu; Bua JokymeHra PACIIOPSDKEHWE; nara;
PEruCTpPalMOHHBI HOMEpP, COCTOSIIIMN W3 IOPSJIKOBOTO HOMEpa II0CiE KOTOPOro
CTaBUTCA TUpPE U OYKBEHHOE OOO3HAYCHUE «K»; MECTO COCTABJICHUA (M3aHUA)
JIOKYMEHTa; HAWMEHOBaHWE JOKyMEHTa (3aroJloBOK K  TEKCTy); MOJIIHUCH
JTOJIKHOCTHOTO JIUIA; OTTUCK repOOBOI mevaTu; BU3bI.

17.5. 3aronoBOK K TEKCTY PACIOPSIKEHHS JIOJKEH KpPaTKO UM TOYHO OTpa)xaTh
COIEpKAHME TEKCTa pacnopsikeHusAs. Todyka B KOHIIE 3arojioBKa HE CTaBUTCA.
3aroyioBOK MedvaTaeTcss MOJMYXUPHbIM HpU(TOM depe3 1 MeKCTpOUHBIH HHTEpBa,
BBIPABHUBAETCS 110 LEHTPY.

TekcT oTaensercsa OT 3arojaoBKa 2-3 MEXCTPOUHBIMU HHTEPBAJIAMU U MEYATACTCA
mpudrom pasmepoM Ne 14 yepes 1,5 uHrepBana oT JIEBOH IpaHULbl TEKCTOBOIO MOJIS
U BBIPAaBHMBAETCA M0 JIEBOWM M IPaBoOil rpaHuiiaMm TekcToBoro moid. IlepBas cTpoka
a03a1a HaYMHAETCS Ha paccTOsHUU 1,25 ¢M OT JIeBOM IPaHUIIbI TEKCTOBOTO MOJIS.

[Tonqnuck COCTOMT W3 HAMMEHOBAHMS JIOJDKHOCTH JIMLA, TOJMHUCABIIErO
JIOKYMEHT, JINYHOU MOAMUCH U pacIu(POBKU MOAMUCH (MHALUAIBI, (DaMIIng).

HaumeHoBaHue MOMKHOCTH TME4aTaeTcs OT JIEBOM T'PaHMIbl TEKCTOBOTO TMOJ,
UHUIUABI U (haMUITUs — OT TPABOM IPAHMIIBI TCKCTOBOIO MOJIA.

Pacriopsokenue noanuceiBaer ['maBa ropofckoro OKpyra, a B €ro OTCYyTCTBHE —
JIMLO, €r0 3aMeLIaoIee.

18. KoHTPO/Ib MCTIOTHEHHS IOKYMEHTOB U NMOPYYeHH i

18.1. KonTpoJib 32 uCIOTHEHHEM JOKYMEHTOB B AJIMUHHCTPALMA BO3JIOJKEH HA
oOmmi otTaen, a Takxke 3aMmecTuresied [nmaBel AJAMHUHHCTpallMM, Ha4YalbHUKOB
CTPYKTYPHBIX MOJAPA3ACIICHUN, B KOTOPBIE JOKYMEHT II€peIaH Ha UCIIOJHEHHE.

18.2. PaOOTHUKH,  OCYIUECTBIISIOIIUE  KOHTPOJb, O0sA3aHBI  E€XKEIHEBHO
MpoCMaTpuBaTh JOKYMEHTHI, Haxoadmuecs «Ha koHTpolsie», a TakkKe OCYILIECTBIIATH
PACCBIJIKY «HATOMHHAHMI MO YCTaHOBJIEHHOM (DOpME OTBETCTBEHHBIM HCIIOJTHUTEISAM
u uHopMupoBarts [ 1aBy TOPOACKOro OKpyra o XoAe UCIOJIHCHHS JOKYMEHTOB.

18.3. 1o Bcem pokymeHtaM mnoJb3oBatensmu MCDJ[ «llpaktuka» BBOAMTCA
OTYET 00 UCIIOITHEHUHU.

18.4. Ecnu BO UCTIOTHEHUE KOHTPOJIBHOIO JOKYMEHTA MOATOTOBICH UCXOAAIIMM
WIM BHYTPEHHUM JIOKYMEHT, M OH 3aperucrpuposan B MOCDJl «Ilpaktuka» co
CBSI3KOM C KOHTPOJIbHBIM, TO B mojie «McrojsiHeHne» A0CTaTOYHO yKaszaTh JaTy H
HOMEpP JOKYMEHTa — OTBETA.

18.5. IIpy ycTHOM OTBeT€ WM UCIOJHEHUU [OKYMEHTAa, HE CBA3aHHOIO C
MOJATOTOBKOM MCXOJIAILEro JOKYMEHTAa, OTYeT MCIONHUTENS JOJLKEH COJepKaTh
CIIETYIOLYIO MH(OPMAITHIO: KOMY JIOJI0KEHO (COODIIEH0), KOTaa, KEM U UTO (KPaTKo).

18.6. Ecniu  cTpykTypHOE  mOApa3feicHue  AJIMHHUCTPAUUU  SBJISCTCA
OTBETCTBEHHBIM HCIIOJHUTEJIEM JIOKYMEHTa, TO CBOJHBIH OTYET 00 HCIOJIHEHUH
COCTaBJISIETCS JAHHBIM MOIpa3/ie/ieHUeM AJIMUHHUCTPALIUH.

18.7. CHATHE ¢ KOHTPOJISI UCIIOJIHCHHBIX JOKYMEHTOB OCYIICCTBIIACTCA OOLIUM
OTJIEJIOM, a Takxke 3aMmectutesneM [aBel  AJMUHUCTpALlMM, HAaYaJIbHHUKOM
CTPYKTYPHOTO MOAPA3ACICHNUs, TOCTABUBIIUM JOKYMEHT Ha KOHTPOJIb.



18.8. KoHTpoJtr0 Mo/ijiekar UCTIOJTHEHHE:

a) aktoB ['maBb1 u [IpaButensctBa Pecnybmuku Unrymerus;

06) mpotokonoB 3acenanui IlpaBurenscTBa PecrmyOnuku Hurymeruss u ero
[Ipe3uauyma;

B) nopyuenuii ['naBel PecnyOnuku Wurymerus, [Ipeacenarens [IpaButenscrBa
PecnyOnuku MHryietust 1 ero 3aMecTUTelNel;

r) TOpPY4YEHHH, COJCp)KAIIUXCA B TNPOTOKOJAX 3aceJaHuid KOMHUCCHUH
[TpaButensctBa PecnyOmmkun WMHrymeTtuss (B COOTBETCTBHM C  YTBEPK/IEHHBIMHU
MOJIOKEHUSAMHU 00 ITUX KOMHUCCHSIX);

J1) TOPYYEHHH, COJEpKaIMXCsl B MPOTOKONAX coBenianuil y I'nasel PecriyOnuku
Wurymerusi, Ilpencenarenss IlpaButensctBa PecnyOmuku Wurymetuss u - ero
3aMECTHUTEIICH;

e) nopyueHuil (pesomouuii) I'maBel PecnyOnuku Hurymerus, PykoBonurens
Anmunuctpanun ['nmaBel PecnyOnmuku — Uurymerus, [IpaBurensctBa PecnyOmuku
Wurymerus, naunsix [pencenarenem [IpaBurenscrBa PecnyOmku Uarymerus u ero
3aMECTUTENSIMH WHBIMH JIOJKHOCTHBIMU JTMIIAMH BBICIIIMX OPraHOB rOCYAapCTBEHHOU
Bnacti  PecnyOnuku  MHrymerus mno  pacCMOTPEHHOM MMM CIy)KeOHOMH
KOPPECNOHICHIINH;

’K) TUTAHOB IO OOECIEYCHHUIO BBITIOJHEHUSA pelieHuil ¥ nopydenuii [naBbl
Pecnybniukun Murymerusi, pemenuit u nopyuenuit IlpaBurenscrBa PecryOnuku
HUurymerus;

3) pacnopsbKEeHUH U mopy4deHuii [ 1aBbl ropoACKOTO OKpyTa.

18.9. CotpyaHuku npopuiabHBIX OTAENOB 00ecreuynBaloT cOOp, MOATOTOBKY U
000011IeHrEe UHPOPMALIUH, TIOITOTOBKY HEOOXOIUMBIX JOKYMEHTOB, a TAK)KE IPOCKTOB
JIOKYMEHTOB O XO/I€ ¥ pe3yJIbTaTaX UCIOJHEHHUs JOKYMEHTOB U IIOPYUYECHUH.

18.10. HcnonHenue akToB AJMUHHCTPALUM KOHTPOJIUPYETCS CTPYKTYPHBIMHU
NOAPA3CIICHUsAMY, [MOATOTOBUBIIMMM HMX IMpOeKThl. lcnonHeHue OTAENbHBIX
[OpYYEeHU, CcoAepKallUXcs B JTUX  aKTax, II0  COINIACOBAHHUID  MOIYT
KOHTPOJUPOBATHCA APYTUMU OTIEIAaMH B COOTBETCTBUM € UX (DYHKIIMOHAJILHBIMHU
00513aHHOCTSIMH.

18.11. [Ipu ocCyIIecTBICHUU CBOUX KOHTPOJIbHBIX (YHKIMH OOmUi oTaen
B3aUMOJICHCTBYET C JAPYTHMH OTAEIaMH M MOJib3yeTcss ux OazamMu jJaHHbIX. [Ipu
OTCYTCTBMM B 0a3ax [JaHHBIX OTIEJIOB CBEJACHUM O XOJE HCIIOJHEHUS
KOHTPOJUPYEMbIX aKTOB W TOPY4YEHHH oOmui oTaen 3ampamBaer Mx |y
HAYJIbHUKOB CTPYKTYPHBIX MOAPA3/I€IEHUN U COTPYHUKOB 3TUX MOJPA3IEIECHUN ISl
MOJITOTOBKU COOTBETCTBYIOIIEH MH(pOpMAIIK.

18.12.00umit  oTaen AJIMHMHUCTpAlMd TOTOBUT WHMOpMaALHUIO O XOJe
UCIIOJIHEHUSA KOHTPOJIMPYEMBIX MM aKTOB M IMOPYYEHHM W mpeacTaBiser ee [ase
TOPOJICKOTO OKpYra B YCTAHOBJIEHHBIE UM CPOKH.

18.13. IlopyuyeHuss ¢ KOHKPETHOM [aTOW MCIOJHEHUS BBIIOJHAKOTCA B
YKa3aHHBIN CPOK.

18.14. TTopyuenus Oe3 yka3zaHUsi KOHKPETHOH JaThl UCHOJHEHHS, UMEIOLIUE B
TEKCTE IIOMETKY «CPOYHO», «HE3aMEUIMTEIIbHO» WM aHAJIOTHYHOE YKa3aHHe,
NOJJIEkKAT UCIIOJIHEHUI0 B 3-JHEBHBIH CPOK, «OIIEpaTUBHO», Ipeaycmarpusaror 10-
JHEBHBIA CpOK. B npyrux ciydasx, €ciM CpOK HCIOJHEHHS HE YKa3aH, IOpYy4YEeHHUE



MOJUICKUT UCITOJIHEHUIO B MECSUYHBIA CPOK. ITOT CPOK MCUMCISAETCS B KaJEHIAPHBIX
JIHAX C JaThl UX MOITUCAHUS.

18.15. Eciii mopydeHHe JaHO HECKOJBLKHUM JIOJKHOCTHBIM JTHIIaM, TO paboTy 1Mo
€ro HCIOJIHEHUID KOOPJMHHUPYET JIOJKHOCTHOE JIMIIO, YKAa3aHHOE B IOPYYEHHH
NEPBbIM, KOTOPOE U MPEACTABISAET MATEPUAJIbl, COTTIACOBAHHBIE C COUCTIOTHUTEISAMH.

18.16. Ilpu HE0oOXOAMMOCTH W3MEHEHHS CpOKa WCIOJHEHUS TOPYUYESHHS
JIOJDKHOCTHOE JIMIIO0, YKa3aHHOE€ B MOPYYEHUM MEPBBIM, MPEICTABISIET HAa UM
PYKOBOJIMTENS, JABIIEro NOPYYEHHE, MOTHBUPOBAHHYIO TPOCHOY O MPOJJIEHUH 3TOTO
CpoOKa.

19. Mopsimok padoThI ¢ OOpAIIEHHSIMH TPAKIAH

19.1. Pabora c oOpamieHUsIMU TpaXkJaH BeAeTcss B AJMUHUCTpAllMU B
COOTBETCTBUM C 3aKkoHojarelbcTBOM  Poccuiickoint  @epepammu, PecrnyOnuku
NHrymerusi, akTtaMd OpPraHoB MECTHOIO CaMOYIpPaBJI€HUS W HOPMAaTUBHBIMU
JOKyMEHTaMu 110 gjenonpousBoacTtBy: Koncrurynuenn Poccuiickoit ®denepanuu,
®enepanpHbiM 3akoHOM 0T 2 Mas 2006 roga Ne 59-@3 «O nopsake pacCMOTPEHHUS
obpamenuit rpaxnan Poccuiickoit ®enepampu», Konctutynueit PecnyOmuku
Wurywerus, [TocranoenenueM OMC «Aamunuctpanus r.KapaOymnak» ot 21 siHBaps
2013 1. Nell «O6 yrBepxaeuuu [lonoxenuss 00 opraHuzaluu JUYHOrO MpHEMA
rpaKIaH U MOpsAaKa PACCMOTPEHUS O0OpalCHUI rpaXkIany.

19.2. AnMuHHCTpanusi B IIpeJesiax CBOEM KOMIETEHIMH oOecrneyuBaeT
paccMOTpeHHue oOpalieHuil rpakaaH, MPUHATHE MO HUM PEIICHUM M HAINpaBJICHUE
OTBETA B YCTAHOBJICHHBIA 3aKOHOM CPOK.

19.3. PaccmoTpeHue 00OpallleHnid rpak/iaH ocyiecTBiisiercs [ 1aBoii ropoIcKoro
OKpyra, iU B COOTBETCTBHHU C €r0 NOPYUYCHUSAMH, €r0 3aMECTUTEIISIMU, HAYaIbHUKAMU U
CIIeLIMAJIMCTaMU CTPYKTYPHBIX [IOJIpa3aeeHHil AIMUHUCTPALIMH.

19.4. JluuHblii npUeM TpaXJaH MOOHKHOCTHBIMM JHIIAMHM AJMUHUCTPALUU
OCYUIECTBJISIETCS Ha OCHOBaHUM rpaduKka JIMYHOTO MpPUEMa TPa)/JaH B CIYKEOHBIX
noMmeneHusX AamMuHucTpauuu. [paduk JTUYHOrO npuema rpakJaH yTBEpKIaceTcs
Pacniopspxenunem ['naBbl AIMUHUCTpAIIUM.

19.5. TlpenBapurensHasi 3aluch rpask1aH Ha JIMYHBIA MIPUEM K JOJGKHOCTHBIM
mauaM AgMUHUCTpauuu ocyuectsisercs B [Ipuemuon ['nmaBel ropoackoro okpyra Ha
OCHOBaHMH rpaduka JUIHOTO MpUeMa I'paxIaH ¢ YYETOM COJEPKaHUsI BOITPOCOB.

19.6. KouBeptbl ¢ oOpallieHUsIMH OT (U3MUYECKHUX JIMIl, TOCTYNAKIIUe B
AJIMHUHUCTPALUIO PETUCTPUPYIOTCA B OOILIEM OTENEC U B COOTBETCTBUU C PE30TIOLUCH
['1aBbl rOpPOJACKOr0 OKpyra HampaBiSIFOTCS JOJLKHOCTHBIM JIMIAM AJIMHHUCTPALMU
JUI pACCMOTPEHHUS.

19.7. OOpaiieHusi ¢ TOMETKOM «JIMYHO», TOCTYNUBIIME HAa HMs [1aBbI
TOPOJICKOTO OKpyra, €ro 3aMecTUTEesleH, OOIIMM OTAEIOM  HE BCKPHIBAIOTCS, a
NepearTcs B 3aKPhITOM BHE COOTBETCTBYIOIIMM JIOJKHOCTHBIM JIMIAM.

[TuceMeHHOE oOpalieHHe JOJIKHO TAKXKE COJEPKATh JIUUYHYIO MOANUCH aBTOpa
(aBTOpOB) OOpaimieHus u AaTy, (aMHIMI0, UMS, OTYECTBO, MOYTOBBIA ajapec, MO
KOTOPOMY JIOJIKEH ObITh HAaNpaBJIEH OTBET.



19.8. Ecnu nmuceMo MmoJnucaHo JABYyMsl U Ooliee aBTOpaMH, TO PETHCTPUPYETCS
NIEPBbII aBTOP, B TOM YHUCJIE aBTOpP, B a/Ip€C KOTOPOro MPOCAT HAIIPaBUTh OTBET. Takoe
o0OpaleHle CUNTAETCsl KOJUIEKTUBHBIM.

19.9. CorpygHuku  AJMUHHCTpAIMM,  OCYUIECTBISAIONIHE  padoTy ¢
oOpalieHUSIMH B TOPSJIKE  HUCIOJHEHUS  MOPYYCHUH  JIOJDKHOCTHBIX — JIMIY
AJIMMHHUCTpAlMU HMJIM B TIOPSAJIKE MCIIOJHEHHUS CBOMX JIOJDKHOCTHBIX OOSI3aHHOCTEH,

HECYT YCTaHOBJICHHYIO 3aKOHOIaTEeILCTBOM Poccuiickoit ®enepanuu
OTBETCTBEHHOCTh 32 CBOEBPEMEHHOCTb UM TIOJHOTY pPAaccMOTpeHus oOpanieHui
(3ampocoB).

19.10. HcnonHuTenb, KOTOPOMY TIOPYYEHO pPacCMOTpPEHHE O0OpalleHus,
obecrieunBaeT OOBEKTUBHOE, BCECTOPOHHEE M CBOEBPEMEHHOE PACCMOTPEHHE
oOpanieHus; Opu HEOOXOAMMOCTU WpPUIJIAINACT 3asBUTENA IS JUYHOH Oecenbl;
TOTOBUT MHCbMEHHBIH OTBET MO CYIIECTBY IMOCTABIEHHBIX B OOpalleHHMH BOMPOCOB
aBToOpy oOOpamieHus; yBEAOMJIACT TpPaKJaHWHA B Clydae IMepeajpecalui €ero
oOpalieHusi Ha PacCMOTPEHUE B JIPYrod roCyJapCTBEHHBIM OpraH, OpraH MECTHOTO
caMOyIpaBJIEHUs WA IPYTroe BeIOMCTBO.

19.11. Ilpu paccMOoTpeHHH OOpallleHUs HUCIOJHUTENIb MPUMEHAET BCE
MPENOCTABIEHHBIE EMY MTOJTHOMOYHS B COOTBETCTBUH € JOJKHOCTHBIM PETJIAMEHTOM.

19.12. PaccmoTpeHue oOpallleHUH TpaxKaaH ocyiiecTBiasercs B TeueHue 30
JIHEH €O JIHS perucTpanuy MHCBMEHHOro OOpallleHHUs, €clIi He YCTAaHOBJIEH Oolee
KOPOTKUH KOHTPOJIbHBIN CPOK.

19.13. B MCKIIOYUTEIBHBIX CIIydasX, TPEOYIOUIUX Ui pa3pelieHus] BOMPOCOB,
NOCTABJICHHBIX B OOpalllEHWH, MPOBEJEHUSI CHEHaIbHOW NPOBEPKH, UCTPEOOBAHMUS
JIOMOJIHUTENbHBIX MATEpPHAJIOB, HANIPABIEHHUA 3allpoca, IPUHATHUSA IPYTHUX MEp, CPOKU
paccMOTpeHus 00paleHUi TpaKaaH MOTYT ObITh IIPOJJICHBI, HO HE Oosiee yeMm Ha 30
JTHEH.

19.14. JIns pemieHus Bompoca O MPOJICHUU CPOKa PacCMOTPEHHS OOpaleHus
HEOOXOJUMO OOpaTHThCA C MNHUCBMEHHOM mpochOOH K COOTBETCTBYIOLIEMY
JIOJYKHOCTHOMY JIMLLY.

19.15. TloaroTroBieHHBIE N0 PE3yIbTaTaM PACCMOTPEHHsI OOpaIeHHil OTBETHI
JTOJIKHBI COOTBETCTBOBATH CIIECAYIOIIUM TPEOOBAHUSM:

- OTBET JOJ/DKEH M3JIararbCsi YETKO, IMOCIEI0BATEIbHO, KPAaTKO, COIEpPHKATh
HCUYEPNBIBAIOIIYI0 KOHKPETHYIO MH(GOPMAIIMIO MO BCEM BOMPOCAM, MOCTABICHHBIM B
oOpalleHuH,

- B OTBETE JIOJUKHO OBITh YKa3aHO, KOMY OH HallpaBleH, Jjara OTIPaBKH,
PErucTpallMOHHBIH HOMEp oOpallleHusi, MPUCBOEHHBIM  OTIEnOM, (QaMuIHs, UM,
OTYECTBO U HOMED TeneoHa UCTIOTHUTEIS;

- B oTBeTe B (hpelepaibHble OpraHbl JOLKHO OBITH YKa3aHO, YTO 3asiBUTENb
npouH(GOPMUPOBAH O PE3yJIbTaTaX PACCMOTPEHUS €ro oOpamnieHusl.

19.16. Eciu B mnHcbMe COAEPKHUTCS Npockbda O BO3BpaTe MOIJIUHHUKOB
JIOKYMEHTOB, MOCTYIUBIIUX C OOpallleHueM, OHU MPHIAraloTca K OTBETY, €CJIU HET -
OCTalOTCH B JIEJIE.

19.17 TlopnuuHuku oOOpallleHuid TpaxkJaH B HMHBIE OpraHbl BO3BpAIIAKOTCS
TOABKO NpPH Hamu4yuu Ha HUX wrtamna «lloanexutr Bo3BpaTy» WIHM CHELHAIBHON
OTMETKH B COIPOBOJIUTEIILHOM ITHChME.



19.18. OrtBeThl, NOCTYNUBUIME U3 TOCYAAPCTBEHHBIX OpPraHoB, OPraHOB
MECTHOTO CaMOYIPABJICHHUS U OpraHU3allli, MOCIe PErUCTPAIlUU B PJICKTPOHHOU 0a3e
HANpaBJISIFOTC  JODKHOCTHOMY  JIMIY, JaBIIEMY IIOPYYEHHE O PACCMOTPEHHH
oOpalleHHs, UM UCTIOJTHUTEITIO.

19.19. OtBer Ha oOpallieHUE MOKET ObITh BPYUEH 3asIBUTEIIO JTUYHO, OTIIPABIICH
MOYTOBOM CBSI3bIO UJIU JIEKTPOHHOU MOYTOM.

19.20. ObpanieHue rpaxaaHuHa MOXKET ObITh OCTABJICHO O€3 OTBETa B Clydadx,
€CJIH:

- B 00pallleHUH He yKa3aHbl (haMuiiusg 0OpaTUBILErOCca U MOYTOBBIN apec;

- OT TpaxJaHUHA I[OCTYNWIO 3asiBIIECHHE O MPEKPALIEHUH PACCMOTPEHUS
oOparieHus.

19.21. He noanexar paccMoTpenuto corinacHo crarbe 11 @enepanbHoro 3akona
or 02.05.2006 Ne 59-®3 «O mnopsjake paccMOTpeHMsl OOpallleHuil rpaxkjiaH
Poccuiickon @enepanumn»:

- oOpallieHus, CoAepKalllie HELEH3YpHBbIC WIM OCKOPOUTEIbHBIC BBIPAKCHUS,
YyIrpo3bl *KH3HH, 3I0POBBI0 M MUMYILECTBY JIOJDKHOCTHOIO JIMIIA, @ TAKXKE UYJIEHOB €ro
CEMbH;

- oOpalleHusi, TEKCT KOTOPBIX HE MOJJIAETCS MPOUYTEHHUIO WM CMBICI KOTOPBIX
HE 5ICEH;

- oOpamieHust 3asBUTENIEH, C KOTOPBIMH IMpEKpalleHa TEeperucKa 1o
MOCTABJICHHBIM BOTIpOCaM (eciiu eMy 2 u OoJiee pa3, JaBaluch MUCbMEHHBIC OTBETHI U
B 00panieHuu He MPUBOIATCA HOBBIC IOBOIBI HJIM OOCTOSTENBCTBRA).

19.22. Tlo BeImIeyKa3aHHBIM OOpAIIEHUSIM COTPYJAHHKH TOTOBAT MHUCHMEHHOE
yBEIOMJICHUE (pa3biICHEHHUE) 3asBUTEII0 ¢ 0OOOCHOBAaHHMEM OTKa3a B PACCMOTPEHUU
oOparieHus, 0 4eM JIeJaeTcsl OTMETKa B 0a3e JaHHbIX.

19.23. OOpaieHust rpax/jiaH M JOKYMEHTBI, CBSI3aHHBIE C UX PACCMOTPEHHUEM,
(hopMHpYIOTCA B J1e/ia B COOTBETCTBUU C YTBEPIKICHHON HOMEHKJIATYPOM 1.

19.24. IluceMeHHble OOpaleHus, COAepIKaIllie BOIIPOCHL, PEIIEHHE KOTOPHIX HE
BXOJAUT B KOMIIETCHLUHMIO AJMUHHUCTpAllUM, HANpPaBISIOTCA B TOCYJapCTBEHHBIC
OpraHbl, OpraHbl MECTHOTO CaMOYIpaBI€HUs, JIOJDKHOCTHBIM  JIMLIAM 110
NPUHAJICKHOCTH WM [Ji1 PacCMOTPEHHUs MOABEAOMCTBEHHBIX MM BOIPOCOB C
yBEJIOMJICHUEM 00 3TOM aBTOpa oOpalieHus.

19.25. 3anpemaercs HapasaaTh kajno0y HA pACCMOTPEHUE B TOCYAapPCTBEHHBIN
OpraH, OpraH MECTHOTO CaMOYIPABICHUSA WIH JOJDKHOCTHOMY JIMILY, PELICHUE WU
nercTBre (0e37eHCTBHE) KOTOPBIX 00XKamyeTcs.

19.26. OOpameHue (3ampoc) CUMTAETCS PACCMOTPEHHBIM, €CJIIM Ha BCE
MOCTABJICHHBIC B HEM BOIIPOCHI aBTOPY JIaH OTBET B YCTHOM MJIM MTUCHMEHHOI (hopMme.

19.27. llpuHuMarOTCs K CBEIEHUIO M IMOJJIEKAT CIUCAHUIO «B JEII0», C
YBEJIOMJICHUEM aBTOpAa O MNPHHATHU K CBEICHHUIO H3JI0KCHHOW WM HHGbOpMAINH,
CIEYIONINe o0panieHus:

a) He MPE/IoJaralolye OTBeTa;

0) He cojepIKallye KOHKPETHBIX IPEUIOKEHHH, 3asBIeHHN WK Kajlo0;

I') HE cojiepaliie HOBOM MH(pOpMAIMU MO BOIPOCAM, PAHEE YKE MOJHITHIM
TUM aBTOPOM, KOTOPBIC PEIICHBI WU HE TPEOYIOT TOMOJHUTEILHOTO PACCMOTPEHHUS.

19.28. Tlopnexar CUCaHHIO «B Jei0» 0€3 yBEJOMIICHHS aBTOpa ClEAYHoII1e
oOparieHus (3ampochl):



a) CBSI3aHHBIE C PEKIIAMON TOBAPOB WUIU YCIIYT;

0) B KOTOPBIX TEKCT U a/IpeC aBTOpa HE MOAAAIOTCS MPOYTEHUIO.

19.29. KoHTposib 3a UCIOJIHEHUWEM TOPYYEHUH, JaHHBIX [ J1aBOM ropojackoro
OKpyra B COOTBETCTBHHM C OOpallleHHSIMU TPaXKJaH, BO3J0KE€H Ha HAYallbHHUKOB
CTPYKTYPHBIX MOJpa3[e/iCHUil B KOTOpPbHIE, B COOTBETCTBHM C pe3oironueil ['naBbl
TOPOJICKOTO OKpyTa HampaBJIE€HbI JJIsl PACCMOTPEHHUs 00OpalieHusl.

19.30. B cnywae, ecniu B MUCHBbMEHHOM OOpalleHUMM HE yKazaHa GdaMuiug
rpaKJaHlHa, HallpaBUBILEro oOpallleHHe, U MOYTOBBIH aJ[pec, N0 KOTOPOMY JOJIKEH
ObITH HamNpaBJiCH OTBET, OTBET Ha oOpamieHue He naerci. Eciu B ykazaHHOM
oOpalieHuu coJepKarcsl CBEAEHUS O IOJATrOTaBIMBAEMOM, COBEPIIAEMOM WU
COBEPIIEHHOM MPOTHUBOMPABHOM JIESIHUH, a TaKXKe O JIMIE, €ro MOJrOTaBIMBAIOIIEM,
COBEPINAIOIIEM MM COBEPLIMBIIEM, OOpalieHUE TMOMJICKUT HAMpaBICHUIO B
rOCy/IapCTBEHHBIN OpraH B COOTBETCTBUH C €r0 KOMIIETEHIIUEN.

20. HOpHIlOK COCTABJICHHA B YTBCPKIACHHUA HOMCHKJIATYPHBI €1, IOPAAOK
nepeaadn ac/i Ha XpaHCHHE B ApXHB

20.1. HomeHkiaTypa aen npeicTaBisieT co00i CHCTEMaTU3UPOBAHHBIN MepeYeHb
3aroJIOBKOB JIEJ, 3aBOJIMMBIX B CTPYKTYPHBIX MOJpa3JeNeHussXx AJIMUHUCTPALMH, C
yKa3aHUEM CPOKOB MX XpaHEHHs.

20.2. Homenknarypa nen AJIMHHUCTPALMU COCTABIACTCS II0 YCTAHOBJICHHOH
popme (mpunoxenue Ne 9).

20.3. B rpade 1 HOMEHKIATYphl JEJ MPOCTABIAIOTCA MHICKCHI KaXKIIOro Jena,
BKJIFOYCHHOTO B HOMEHKJIATypy. MHaekc nena coctouT u3 nudpoBOro o0o3HAYCHUS
(koma) CTPYKTYPHOTO MOJIpa3/ielieHus U TMOPSAKOBOrO HOMEpA 3arojioBKa Jiena Mo
HOMEHKJIaType B TMpelaeliax CTPYKTypHOro mnojpasaeneHuss. HWMHaekcsl  Aen
o0o3Hauarorcst apabckumu mugpamu. Hanpumep: 10-05, rae 10 — ko CTpyKTypHOTO
noapaszaeneHus, 05 — NopsAAKOBBIE HOMEP 3aroJjioBKa JIefia B pa3/ieie HOMEHKIIATYPbI
Jied.

20.4. B HOMEHKIIAType Ael PeKOMEHIYETCS COXPAaHATh OQUHAKOBBIE HHAECKCHI 111
OJHOPOAHBIX Je€d B Mpeleliax Ppa3HbIX CTPYKTYPHBIX MOJpa3[eieHuid; s
nepexosIIMX Jell UHAEKC coxpansieTcsi. B rpady 2 HOMEHKIAaTypsl €]l BKIFOYAKOTCS
3aroJIOBKM Jie71 (TOMOB, 4acTeil). 3arojloBOK jefla 4eTKo, B 0000meHHol (opme
OTPa*kaeT OCHOBHOE COJIEP)KAaHUE U COCTaB JJOKYMEHTOB JIefa.

20.5. Eciu aeno, BKIIrOYaeMOe B HOMEHKIIATYpPY JEJ, COCTOUT M3 OJUHAKOBBIX
BUJIOB WJIM PA3HOBUJIHOCTEW JIOKYMEHTOB, B 3aroJIOBKE TAaKOTO JI€Jla YKa3bIBA€TCs
HauMEHOBaHUE BHJIOB JIOKYMEHTOB, HAIIPUMED:

Tpuxazel munucmepcmea no 0OCHOBHOU OesIMeENbHOCHU.

He pekomeHnayercs ynoTpeOnsitTb B  3aroJiOBKe  JieJla  HEKOHKPETHbIE
dopmynupoBkH ("pa3Hble MmaTepuaiibl', "o01as nepenucka’ v ap.), a TaK:Ke BBOJHBIE
CJIOBA U CJIO’KHBIE O0OPOTHI.

20.6. 3aroioBOK Jena COCTOMT M3 3JIEMEHTOB, paclojaraeMbiX B CIIEIYIOMIECH
NOCJIEIOBATEIBHOCTUH: Ha3BaHME BUJA Jeia (Mepernucka, >KypHal U Jp.) WU
Pa3HOBHJIHOCTH  JOKYMEHTOB  (IPOTOKOJbI, TMpUKa3pl W JAp.); Ha3BaHUE



MCIIOJIHUTEJILHOTO OpraHa rocyAapcTBeHHOM Biacth PecnyOnuku MHrymeTust wim
CTPYKTYPHOTO MoJpa3/iejcHUs (aBTOp AOKYMEHTA); Ha3BaHUE OpraHU3alllK, KOTOPOii
OyayT ajpecoBaHbl WMJM OT KOTOPOM OyAyT MOJIydeHbl JIOKYMEHTHI (aapecaT WU
KOPPECTIOH/JIEHT JIOKYMEHTA); KpAaTKOE€ COJIEp:KaHHE JTOKYMEHTOB Jiela; Ha3BaHHE
MECTHOCTH (TEPPUTOPHUH), C KOTOPOH CBS3aHO COJCP)KAHUE TOKYMEHTOB Jelia; JaTa
(mepuo), K KOTOPbIM OTHOCSTCS JIOKYMEHTBI JIefa.

20.7. B 3aromoBkax Aen, COAEpKAlIMX JOKYMEHTBI [0 OJHOMY BOIPOCY, HO HE
CBSI3aHHBIX  TOCJIENOBATEILHOCTHIO  HCIIOJHEHWS, B KadecTBe BHJAa Jela
ynoTpe0aseTcss TepMHUH "JOKYMEHTHI", @ B KOHIIC 3aroJIOBKa B CKOOKaX YKa3bIBalOTCS
OCHOBHBIE Pa3HOBHUIHOCTH JOKYMEHTOB, KOTOpPBIE JOJKHBI OBITH CTPYIIHUPOBAHBI B
niene (0030pbl, CBOJIKH, CIIPABKH U T.J1.), HAIPUMED:

HHoxymenmul 0 paccmompenuu odopawjenuii  epaxcoan  (0030pwi, C800KU,
aHanumu4ecKue cnpasKii).

20.8. B 3arosioBkax Jiell, COAEpKaIMX IEPenucKy, YKa3blBaeTcsl, ¢ KEM W IO
KaKOMY BOIIPOCY OHa BEJIETCA.

20.9. B 3aronoBkax [en, COJEpKAIIMX MEPENUCKy C  OJAHOPOIHBIMH
KOPPECIOHCHTaMH, MOCICAHIE HE YKAa3bIBAIOTCA, 4 YKa3bIBACTCS UX 00Ilee BUIOBOEC
Ha3BaHHE, HAIPUMED:

llepenucka ¢ Ilpasumenvcmeom  Poccuiickoii — @edepayuu 00
AOMUHUCTMPAMUGHO- OP2AHUIAYUOHHOU OesIMeNIbHOCHU.

20.10. B 3aronmoBkax Jen, COAEpXKallMX [EPENUCKY C PasHOPOJHBIMHU
KOPPECHOHAEHTAMH, TMOCIIEHUE HE NIEPEUUCIIAIOTCS, HAIPUMED:

Hepenuczca 06 opcaHudyuy  cemMuHapoe u COSEWCZHUI:I: no eonpocam
aOKyMEHmMpOSCIHuﬂ ynpaeﬂeﬂqeczcoii 0esamenbHOCHU.

20.11. B 3arosoBke paena yKa3bIBaeTCs KOHKPETHBIM KOPPECIOHAEHT, €CIIH
IIEPENKUCKA BEIETCS TOIBKO C HUM, HAIIPUMEP:

Ilepenucka ¢ I'ocapxusom Hueywemuu o memoouxe pabomvl ¢ OOKYMeHMAMU U
nepedaue ux ¢ cocmas Apxuenozo ponoa Pecnyonuxu Hneywemus

20.12. Ilpu  o0Oo3HaueHMM B  3aroJioBKax  Je1  aIMUHUCTPATHUBHO-
TEPPUTOPHAILHBIX €IMHUL YYUTHIBAETCS CJEAYIOUlee: €Cld CcoJAep:KaHue Jiella
KAacaeTcsi HeCKOJIbKUX OJHOPOJHBIX aJIMUHHUCTPATUBHO-TEPPUTOPUAIILHBIX €OUHMULI, B
3aroJIOBKe JIeJ1a HE YKa3bIBAKOTCSl MX KOHKPETHBIE HAa3BaHUS, a YKa3bIBAe€TCsA X o0uiee
BHUJIOBOE HA3BAHUE, HAIIpUMED:

Ilepenucka ¢ eonasamu aOMuHUCMPAYUL PALOHO8 O COYUATILHOU 3auume
HaceneHusl.



20.13. Eciam cojepkaHue Jena  KacaeTcs OJIHOH  aJIMUHHCTPATHBHO-
TEPPUTOPUATBHON €TMHULIBI (HACEICHHOTO MYHKTA), €€ (ero) Ha3BaHUE yKa3bIBacTCA B
3aroJIoBKe JieJia, HalpuMep:

llepenucka ¢ Aomunucmpayueii 2. Maeaca 06 ocHogHOU OessmenbHOCmU

20.14. B 3aromoBkax Jen, COAEpXKallMX IUIAHOBYK) HIIM  OTYETHYIO
JIOKYMEHTAIMIO, YKa3bIBA€TCs MEPHO] (KBapTall, TOJ), Ha (3a) KOTOPbIA COCTABIIEHbI
T1aHbl (OTYETHI).

20.15. Ecnu neno Oyner coOCTOSITh M3 HECKOJBKMX TOMOB MJIM 4YacTel, TO
cocTaBisieTcsi OOl 3arojIoBOK Jiela, a 3aTeéM NPH HEOOXOJUMOCTH COCTaBIISIFOTCS
3aroJIOBKH Ka)KI0ro ToMa (4acTu), YTOUHSIONIUE COJCP KaHUE 3ar0JI0OBKA Jea.

20.15. ITopsa 10K pacrosoKeHUs 3aroJI0BKOB JIEJI BHYTPH pa3/IeioB U MOAPA3/EIIOB
HOMEHKJIATYpPBbI J€J ONPEIEsAeTCs CTEINEHBIO BAXKHOCTH JOKYMEHTOB, COCTABIIAIOIINX
Jlefla, 1 UX B3aMMOCBA3bl0. BHauane pacnosaraiorcss 3arojoBKHM 1€, COACPIKALIUX
OpPraHu3aluOHHO-PACTIOPSIUTENBEHYIO JOKYMEHTALIHIO.

3aroioBKu e MOTYT YTOUHATBCS B mpoiecce (HOpMUPOBAHUA U OPOPMIICHHS
JIed.

20.16. I'pada 3 HOMEHKIATYPHI J€] 3AMOMHACTCS [0 OKOHYAHHMM KaJIeHIApHOIO
roJa.

20.17. B rpade 4 yka3piBaeTCa CPOK XpaHECHUA Jieja, HOMEpa CTaTeH Mo MepeyHIo,
a IPU ero OTCYTCTBMM — II0 TUIIOBOM WM INPUMEPHOW HOMEHKIIATYpe JeJl WIH
corylacoBaHHsli ¢ ['ocapxuBoM MHryieTHu cpok XpaHeHHs.

20.18. B rpacde 5 "l[lpumedanne" yka3bpIBaloTCAd Ha3BaHUS NEPEUHEH TOKYMEHTOB,
UCIIOJIb30BAHHBIX IIPU OINPEACICHUH CPOKOB XPAHEHHUs e, IIPOCTABIISIIOTCA OTMETKH
O 3aBeJICHUM Jied (B TOM YHCJIE B D3JIEKTPOHHOM BHJE), O MEPeXOlMX jenax
(Hanpumep, nepexomsauiee ¢ 2009 r.), 0 BbIACICHUU €T K YHUUYTOKCHUIO, O JHUIAX,
OTBETCTBEHHBIX 3a (opMupoBaHHe Jen, O Iepenade el B JAPYrod opraH
UCTIOJIHUTENBbHOM BnacTu PecnyOmuku MHrymeTus ajid npogonKeHus U JIp.

20.19. Ecam B TeuyeHue Tr10Ja B AJIMHUHUCTpPALMU BO3HUKAKOT HOBBIE
JIOKYMEHTUPOBAHHBIC YYAaCTKH padOThl, Ha HUX (DOPMUPYIOTCS COOTBETCTBYIOLIUE
Jlefia, OHU JOMOJIHUTENIbHO BHOCATCA B HOMEHKJIATYpy. [y BHOBB 3aBOMMBIX €1 B
KaXX/IOM paszjiejie HOMEHKIATYPbl OCTABIISFOTCS PE3EPBHBIE HOMEPA.

20.20. Ilo oxoH4YaHMM roja B KOHLE HOMEHKJIATYphl J€]l [EJIaeTCA WTOroBasd
3aMMCh O KOJIMYECTBE 3aBEJIEHHBIX Jiell (TOMOB).

21. Mlopsinox ¢opMHPOBAHMS, YUeTA U XPAHEHUS
aes1 B AAMHHHCTPalul

21.1. Tlpu hopmupoBaHuH Jied B CTPYKTYPHBIX MOJAPA3AEICHUIX AJIMUHUCTPALIUU
HEO00X0IUMO COOJIOIATh CIEeAYIOIIUE MPaBUJIa;

MOMENIaTh B JIEJIO0 HCIOJIHEHHbIE JOKYMEHTHI, COOTBETCTBYIOIIME I10 CBOEMY
COJIEPKAHMIO 3ar0JIOBKY JIEJ1a 110 HOMEHKIIATYPE;

IIOMELIAaTh BMECTE BCE JOKYMEHTbI, OTHOCAIIMECA K pa3pelIeHHI0 OJHOrO
BOITPOCA;

MOMEIIATh MPUI0KEHUS BMECTE C OCHOBHBIMU TOKYMEHTAMH;



IPYNIIUPOBATH B JIEJI0 JTOKYMEHTBI OJHOIO KaJEHIApHOro roja, 3a UCKIIIOUEHUEM
NEePEXOJALIUX I

pa3AenbHO IPYIIUPOBATE B JI€]Ia JJOKYMEHTHI IIOCTOSIHHOTO U BPEMEHHOI'0 CPOKOB
XPaHEHUS;

BKJIIOYATh B JIEJIO [10 OJHOMY JK3EMIUIAPY KAKAOI0 JOKYMEHTA;

MOMEIIATh B J€10 (PakcorpaMMmbl, TEJIErpaMMsbl, Tele(poHOrpamMMbl Ha OOIIMX
OCHOBAHUSIX;

MOMEIIATh B JIEN0 JIOKYMEHT, MPABUIIBHO U MOJIHOCTBHIO 0()OPMIIEHHBIH (JIOKYMEHT
JTOJIZKEH UMETh JaTy, OJMUCh U JIp. PEKBU3UTHI);

HE MOMENATh B JEI0 JIOKYMEHTBI, IOJIeXKAIHE BO3BPATY, JIHIIHHE dK3EMILIAPLI
Y YEpPHOBUKH (32 UCKIIFOUEHUEM 0CO00 IIEHHBIX);

o o0beMy JIeJ0 HE NOJKHO MpeBbimaTh 250 JUCTOB, IMpHU TOMIIUHE HE Oonee 4
cM (ToJIIIMHA JIe]T CO CpoKaMu XpaHeHust /10 10 yiet He JoirkHa npeBbimath 4 cMm). [pu
NPEBBIIICHUM JAHHOTO Oo0OBbeMa 3aBOAUTCA BTOpoil ToM. [lpu Hanmumuuum B gene
HECKOJIBKMX TOMOB (4acTeil) MHICKC M 3arojOBOK Jeia MPOCTaBISIOTCS HA KaXIOM
ToMe ¢ noOasienueM ooo3znauenuii: "T.1", "T.2" u 1.1.

21.2. JlokyMeHTBI BHYTPH J€j1a PacroaraloTcs CBEpXy BHHU3 B XPOHOJIOTHUECKOH,
BOIMPOCHO-JIOTMYECKOM MOCIAEA0BATENLHOCTH UM UX COYETAaHHH.

21.3. PacnopsautenbHble NOKYMEHTBHl TPYINHUPYIOTCA B Jeda [0 BUIAM U
XPOHOJIOTUH € OTHOCSIIIUMUCS K HUM TMPHITOKEHUSIMH.

21.4. PacnopsbkeHuss =~ AIMUHMCTpaUMM 1O  OCHOBHOH  J€ATEIbHOCTH
IPYNIIUPYIOTCS OTAECILHO OT IPUKA30B IO JIMYHOMY COCTABY.

21.5. YTBEpKICHHBIE IUIAHBI, OTYETHI, CMETHI, JIUMHUTBI, TUTYJIbHBIE CIIMCKH H
JIPYTHE TOKYMEHThI TPYIIUPYIOTCS OTACIBHO OT UX IIPOEKTOB.

JIOKyMEHTBI B IMYHBIX [I€JIaX PACcIOJIaraloTcs Mo MEPE UX MOCTYIUICHHUS.

21.6. Ob6panienus (MpesIoKeHUs, 3asBIECHUS U Kal0o0bl) IpaxJaH Mo BOMpOcam
paboThl  rOCYJApCTBEHHOW BIACTH, €ro MOAPA3ACICHUM WIM IMOJBEIOMCTBEHHBIX
OpraHu3alui U Bce JOKYMEHTHI 10 UX PACCMOTPEHUIO U UCHOJHEHUIO IPYIIIUPYIOTCA
OTAEIBHO OT 3asBJAEHUI IPaXkJAaH MO JUYHBIM BOIIPOCAM.

21.7. Tlepermcka rpynnupyeTcs, Kak MpaBuio, 3a NEepUOoJ KaJIEHIapHOTO roja U
CUCTEMAaTU3UPYETCSI B XPOHOJOTMYECKOM MOCIEA0BATEIbHOCTH, JIOKYMEHT-OTBET
noMeIaeTcs 3a JOKyMEHToM-3ampocoM. [Ipu  B0300HOBICHUM MEPENUCKH IO
ONPEJEICHHOMY BOIPOCY, HayaBUIEHCS B M[PEIbIAYLIEM IOy, JOKYMEHTHI
BKJIIOYAIOTCS B JI€JI0 TEKYLIEro rofa ¢ yKka3aHueM HMHAEKCa Aefla MPeabIayIIero roaa.

21.8.  3akoHYeHHBIE  JEIONPOU3BOJCTBOM  JBJIEKTPOHHBIE  JOKYMEHTHI
(dopMupyrOTCS B Jena (MankKd, AUPEKTOPUH) B COOTBETCTBMM C HOMEHKJIATYpOM
AJIMHUHHUCTpALUU OTACIBHO OT JOKYMEHTOB Ha OyMaXKHBIX HOCUTEJISAX Ha CIEIUaIbHO
BbIJICJICHHOM 3KECTKOM JIUCKE.

21.9. Jlena co aHSA UX 3aBeA€HUA 0 MEPEAauyd B apXWUB WIM HAa YHUYTOMKEHHE
XPAHSTCS 110 MeCTy UX (POPMHUPOBAHMUSI.

21.10. [ena cuuTaroTcd 3aBEICHHBIMM C MOMEHTA BKJIIOYEHHS B HHMX IIEPBOrO
UCIIOJIHEHHOTO JIoKyMeHTa. [locie MCro/iHeHns JTOKYMEHTOB M OKOHYaHMs paboThl €
HUMH OHM MOMenaroTes (MoAMUBAOTCA) JUIsi o0ecrieyeHust PU3UIECKONH COXPAHHOCTH
B TBEPbIC 00J0KKHU WIIH MANKU-PETUCTPATOPHI.

21.11. PykoBoauTenu nojapasiesieHuii 00ecneurnBaroT COXpaHHOCTh JIOKYMEHTOB
U JIe]L.



21.12. Jlns oGecrieueHUs COXpaHHOCTH, yueTa JJOKYMEHTOB U JIe U JIOCTyIa K
HUM TIPOBOJUTCS KOMIUIEKC padoT:

CO3/[aHUE ONTUMAIbHBIX TEXHUYECKUX ((PU3MUECKHX) YCIOBHM XpaHEHHUs
JIOKYMEHTOB U JIE;

pa3MelleHue Ied;

MPOBEPKA HAJIIMYUS U COCTOSAHUS JJOKYMEHTOB U JIEJT;

coOJII0/IeHUE TOPAJIKA BbIIAYH JICIL.

21.13. [lena pazMeniatoT B paboYuX KOMHATaX WIHM CIEUUATBLHO OTBEACHHBIX IS
9TOU EIM MOMEUICHUSX B 3anuparoniuecs mkadbl, ceidbl U T.11., 4TOObI 00eCEeYUTh
UX COXPAHHOCTH U 3alUTY OT BO3/ICUCTBHUS B U COJITHEUHOI'O CBETA.

21.14. Jlena B mkadax s UX ydera W OBICTPOro MOUCKA PACHOJIAraroTCs
BEPTUKAJIbHO, KOPELIKAMH HApYy>Ky U B COOTBETCTBMM ¢ HOMeEHKiaTypou nen. Ha
KOpemKax OOJIOKEeK JIell YKa3bIBAIOTCA MHJAEKChl [0 HOMEHKJAType Jiell.
Homenkiatypa nen WM BBIIMCKA W3 HEE IIOMEIIACTCA HAa BHYTPEHHEH CTOpPOHE
mkada.

21.15. TIpu noucke Kakoro-muOO JOKYMEHTa BHaualie clie/lyeT HaWTH HY>KHBIU
3aroJIOBOK Jiena, a 3aTeM I10 UHJIEKCY JIe/1a — COOTBETCTBYIOLIYIO MAIKy Ha MOJKE.

21.16. IlpoBepka HalIU4YUsi U COCTOSHUSA JOKYMEHTOB M J€J NMPOBOJUTCA TPH
IIEPEMELICHUH JIeJI, NPH BO3BpATE €], NPU CMEHE PYKOBOAUTENS CTPYKTYPHOIO
NOJAPA3IAEIEHUs, TIPU PEOPraHU3alMi W JIMKBUJAUMH MCIOIHUTEIBHOIO OpraHa
MECTHOI'O CaMOYNPABICHUS UIIU €TI0 CTPYKTYPHOI'O IOJAPa3aeIICHUS.

21.17. IlpoBepka HanTU4Us TPOBOAUTCS IIyTEM CBEPKU CTATEH HOMEHKIIATYPHI €]
C OINHCAHUEM JieNl Ha 00JI0KKe, a (PU3UUECKOe COCTOSIHUE JIe]T ONpe/IesieTcs MyTeM UX
BU3YaJbHOTO MpocMOTpa. Bce oOHapy:KeHHbIE HENOCTATKU (PUKCUPYIOTCS B aKTE
IIPOBEPKU HATMYMS U COCTOSHUSA €Il

21.18. B cuywae yTpaThl JOKYMEHTOB MW Jiell TPOBOJUTCS CIIy:KeOHOe
pacciiefoBaHde, IO pe3ylbTaTaM KOTOpPOTO JIMIIO, BHHOBHOE B yTpaTe, HECeT
OTBETCTBEHHOCTb B YCTAHOBIIEHHOM IIOPsLJIKE.

21.19. Belmaua pgen Opyrum OOAPA3ACICHHUSIM MPOU3BOAUTCA C Pa3pelLIeHUs
HadaJbHMKA apXvBa. Bblgada Jen CcOTpyJIHHKaM TOApa3/ielieHuid st paboThl
OCYIIECTBIIACTCA MoJ pacnucKy. Ha BblIaHHOE €510 3aBOAUTCS KapTa-3aMECTUTEIb,
oMellaeMass Ha MECTO BbIIAHHOrO Jena. B Heil yka3bIBaeTCs CTPYKTYpPHOE
NojpasjieiieHHe, MHJEKC Jiejla, Jara €ro BblJIaud, KOMY J€J0 BBIJIAHO, Jara ero
BO3BpAIICHUA, TPEIyCMATPUBAIOTCA Tpadbl A paclUCOK B MONYYCHUH WU TIPUEME
Jiena.

21.20. /lena BBIAAKOTCS BO BPEMEHHOE MOJb30BAHUE COTPYIHHUKAM CTPYKTYPHBIX
noJipa3fie’cHuil Ha CPOK He Oosiee OHOrO Mecsla U MOCie ero UCTCUCHUS MOIeKaT
BO3Bpary.

21.21. MHbIM rocyJapCTBEHHBIM OpPraHaM M OpraHu3aiusiM Jejla BbIOAIOTCS Ha
OCHOBAaHUHU MX MHUCBMEHHBIX 3alIPOCOB € paspelieHust [J1aBbl TOPOJCKOro OKpyra, 1o
aKTaM.

21.22. Ecin otjiesibHbBIE JIOKYMEHTBI, YK€ BKIIFOUYEHHBIE B JI€JIO, HaXO Is1eecs Ha
TEKYLIEM XPAHEHWU B CTPYKTYPHOM TMO/PA3/ICNIEHUH, BPEMEHHO TpeOyroTcs
COTPYHHUKY, OHU MOTYT OBbITh BBIJIAHBI U3 Jieja OTBETCTBEHHBIM 32 (JOPMUPOBAHHUE U
XpaHEHHME JIE]l, a Ha UX MECTO BKIIA/JBIBAECTCS JIMCT-3aMECTUTENL C YKa3aHHEM - KOIr/a,
KOMY M Ha KaKOW CPOK BbLIaH IOKYMEHT.



21.23. U3bsiTHe JOKYMEHTOB M3 JIeJl MOCTOSHHOI'O XpaHEHWs JIONYCKaeTcs B
UCKIIOUUTENBHBIX CIIy4asX U IPOU3BOAUTCA C paspelieHus ['aBel ropoackoro okpyra
C OCTaBJICHMEM B JIeJie 3aBEPEHHOM KOIMM JOKYMEHTa M aKTa O MPUYMHAX BBIJAYH
NOJUIMHHUKA.

22. Iopsaiok cocTaBJIEHUSI ONMCEH /1eJ1 MOCTOSIHHOT0, BPEMEHHOT0
(cBbimie 10 Jjier XpaHeHHsl U 110 JIHYHOMY COCTABY)

22.1. B AIMHUHUCTpAaMU B KaQXI0M CTPYKTYPHOM IOAPA3ACICHUH OIIUCH Ha Jejia
MOCTOSIHHOTO XPAaHEHUsl COCTABIISIOTCS €XKETOJHO MO/ METOJAMYECKHUM PYKOBOIACTBOM
OT/Ie/1a apXuBa.

22.2. Onucek aen — apXuBHBIM CIIPABOYHHUK, COAEPKAILIUNA CUCTEMATH3UPOBAHHbIN
nepeyeHb €MHUI] XPaHEHUs apXHUBHOTO (POH/IA, KOJJIEKIIMH W TIPEHA3HAYCHHBIN ISl
UX ydeTa M packpeiTus cojepxkanus. OTaenbHas OMUCh NPEACTaBIAeT CoOOH
NIEPEUCHb JICJ]I ¢ CAaMOCTOATEILHOM BaJIOBOM (MOPSAIKOBOI) 3aKOHUYCHHON HyMEpaIuei.
OcHOBOM cOocCTaBJICHUsI ONTUCEH JIEJT SIBJISIETCS HOMEHKIIATypa JIe.

22.3. Onucu COCTABISIIOTCA OTACJIBHO HA Jejla IMOCTOAHHOTO XpaHEHUsd, Aena
BpeMeHHOro (cBeime 10 mer) XpaHeHusi, Jena No JIMYHOMY coctaBy. Ha nena
BpeMEeHHOTO (710 10 j1eT) XpaHeHUs OMUCH HE COCTABIISAIOTCS.

22.4. Onucu Jen, NOANOTOBIEHHBIE CTPYKTYPHBIMHU MOJAPA3ACIIEHUAMH, CITyKaT
OCHOBOM JJI1 MOJATOTOBKH CBOJHOM OMUCH €)1 AIMUHUCTPALIUH.

22.5. Onumcu fgen  CTPYKTYPHBIX — MOAPA3NCICHUM  COCTaBIAIOTCA IO
ycTaHOBJIEHHOH (hopme (mpunoxkenue Ne 13 ).

22.6. B omucsax nen ykasblBaeTCs MOJHOE AEHCTBUTENbHOE (0€3 COoKpalieHui)
HAaUMEHOBAHUE CTPYKTYPHOTO MOJAPA3ICICHHA, KOTOPOE BEJIO Je/la U 3aKOHYUIIO HX
JIETONPOU3BOJCTBOM. B ciydasix, Korja CTPYKTYpPHOE IOJpPa3/ICICHUE B TEUEHHE
nepuoja, 3a KOTOPBIH BHOCATCA Jiela B OMNKHCh, OBUIO MEPEUMEHOBAHO
(mpeoOpa3zoBaHO), O MPEKHUM HAUMEHOBAHUEM MHILIETCS €r0 HOBO€ HAMMEHOBAHHE.

227. OnucarenpHas CTaTbs OMUCH A€ CTPYKTYPHOTO MOAPA3JAEICHHS HMEET
CIHEYIOIINE IIEMEHTHI:

MOPSIKOBBIN HOMEP Jiea (ToMa, 4YaCTH) 0 OIUCH;

MHJCKC Jena (ToMa, 4acTu);

3aroJI0BOK jiena (ToMa, YacTH);

nara aena (ToMa, 4acTH);

KOJIMUECTBO JTUCTOB B Jiefe (TOME, YacTH);

CPOK XpaHeHus Jena.

Ilepen BHeceHueM 3arojJOBKOB Ji€J1 B ONUCH [POBEPSAETCS  KadeCTBO
dbopmupoBanusi U odopmieHuss Jnen. B ciaydae oOHapyxeHHs HapylIeHU
YCTaHOBJICHHBIX MPaBUi (OPMUPOBAHUSA U OPOPMIICHUS JC]T OHU YCTPAHSIIOTCS.

22.8. TIpu cocTaBlIeHHUH OMUCH Je] COOMIOAI0TCS CIIEAYIONIHMe TpeOOBaHHUS:

3aroJIOBKA [JI€J1 BHOCATCS B ONUCh B COOTBETCTBUM C IIPUHATOM CXEMOMU
CHUCTEMATHU3AIMU Ha OCHOBE HOMEHKJIATYPHI JIET;

Ka/10€ JIeJI0 BHOCUTCSI B OMUCH I0J] CAMOCTOSATEIbHBIM MOPSKOBEIM HOMEPOM
(eclid J1e710 COCTOUT U3 HECKOJIBKUX TOMOB (YacTeil), TO KaxIblil TOM (4acTh), B TOM
qyuciie CPOPMHUPOBAHHOE B OT/ENBbHBIA TOM NPHIIOKEHHE K JIey, BHOCSTCS B OIHUCH
MOJT CAMOCTOSITCIIbHBIM HOMEPOM);



MOPSIOK HYMEPALMHU €1 B OTIUCH — BaJIOBBIM;

MOPSALOK MPUCBOCHUS HOMEPOB ONUCAM  CTPYKTYPHBIX IOApa3JesICHUU
YCTAaHABJIMBAETCS 10 COTJIACOBAHUIO C APXHBOM;

rpadbl ONMMUCH 3AMOIHSIOTCS B TOYHOM COOTBETCTBUHM C TEMHU CBEJEHHUSIMHU,
KOTOPBIC BEIHECEHBI HA OOJIOKKY JENa;

IIPpU BHECEHUM B OIUCH TOJAPSJ A€l ¢ OJUHAKOBBIMHM 3aroJIOBKAMHU IMHIIETCS
MOJHOCTBI0 3aroJIOBOK MEPBOrO Jeja, a BCE OCTaJbHBIC OJHOPOJHBIE Jeia
o6o3Hauarotcst cioBamu "To ke", MpU 3TOM JpyrHe CBEAEHUSI O JejaX BHOCATCS B
ONHUChH TMOJHOCTHIO (HA Ka’KIOM HOBOM JIMCTE OIMCH 3ar0JIOBOK BOCIIPOU3BOAUTCS
MOJIHOCTBIO);

MHOTOTOMHBIE€ JIE€Jla B OMUCh BHOCATCS IO MOPSJKY HOMEPOB TOMOB. B sTOoM
CJIy4ae B OIKMCH IHUIIETCA HAMMEHOBAHHUE TOJILKO NEPBOTO TOMA, 4 HAUMEHOBAHUS BCEX
OCTaJIbHBIX TOMOB, €CJIH OHH MOMEIIEHBI Ha OJIHOI CTpaHHIle, 0003HAYAIOTCS CIIOBAMHU
"To xe". Ecinu k¢ HaMMEHOBaHUE MHOIOTOMHOTO Ji€jia MEPEXOIUT Ha CICAYIOUIUN
JIUCT, TO HEOOXOMMMO 3arojIOBOK Jelia MOBTOPUTh MONHOCThIO. [Ipu BHeceHuu B
OTMCh TIOCIIEAHEr0 ToOMa Mocjie HoMepa Toma jJobdansercs cyioro "llocnennuit”.

229. B onucu MexIy HAMMCHOBAHUAMM (3aroJIOBKaMu) JI€1 OCTaBISCTCS
MHTEpPBAl HE MeHee | cM.

22.10. I'pacpa onucu "llpumMeyanus" ucnonb3yercs AJis OTMETOK O MpUEME Jel,
OCOOEHHOCTSIX MX (PM3UYECKOTO COCTOSIHHS, O TMepejade Jied APYTHM CTPYKTYPHBIM
MOJIpa3IeICHUAM CO CChUIKOM HA COOTBETCTBYIOIIMH aKT, O HAJIMYUM KOMUHN U T.11.

22.11. B KoHIlIe onMCH BCje 3a NOCICIHCH OIMHCATEIbHON CTaThel 3aIl0IHICTCS
HUTOIOBasl 3aMuCh, B KOTOPOH yKa3biBaeTcs (LM(ppaMH U MPOIMKUCHI0) KOJWUYECTBO /e,
YUCISIIMXCS I10 OINKUCH, MEPBBIM M MOCICIHUM HOMEpa e MO ONUCH, a TaKkKe
OTOBapUBAIOTCS OCOOCHHOCTH HYMEpPAIMH 1€ B OMUCH (JIATEPHBIC U MPOIMYIICHHBIC
HOMEDA).

22.12. Onuce nenn CTpyKTYPHOTO HOAPA3ACICHUS MOANKUCHIBACTCSA COCTABUTEIIEM
C YKa3aHHEM €ro JO0KHOCTH, COIJIACOBBIBAETCS C HAYaJbHUKOM OTJIE€JIa apXuBa M
YTBEPKIACTCA PYKOBOJUTEIEM CTPYKTYPHOTO MOAPA3ACICHHUSL.

22.13. Onuck J1e71 CTPYKTYPHOTO MOApasiefeHuss AJIMHUHUCTPAIUU COCTABIISIETCS
B JIBYX JK3€MILIApax, OJUH U3 KOTOPBIX MEPEIAeTCsl BMECTE C JIeJIaMHU B OTIEJI apXuBa
AIMUHHUCTpallMK, a BTOPOHM OCTAE€TCA B KA4ye€CTBE KOHTPOJBHOIO JK3EMIUISIpA B
CTPYKTYPHOM TO/Ipa3/iCIICHUH.

23. IlpaBuia ogopmieHNsl H MOATOTOBKH JieJ K mepeaaye
HA aPXMBHOE XpaHEHHE

23.1. O6noxKa (TUTYJIBHBIA JIMCT) Jeljia MOCTOSIHHOTO, BpeMeHHOro (cBbiiie 10
JIET) XpaHEHUsA U IO JUYHOMY COCTaBy O(oOpMIISIETCS MO YCTAHOBJIEHHOM (opMme.
Haanucu Ha 000%Kax Jen (TOMOB) CIIEAYET BBIIOIHATh YEPHWIAMH, pa30opuuBo, 03
cokpaieHuii. Ecnmu Ha 00MOXKKY HaKJICMBACTCS TUTYJbHBINA JIUCT, U3rOTOBJICHHBIN
TUnorpapckuM crocoboM, TO HAMUCH HA HEM MOXHO MedaraTb. THUTYIBHBIA JIHCT
PEKOMEH/IyeTCsl HaKJIeMBaTh C HAK/IQJKOW Kiiesl Ha BCIO MOBEPXHOCTh JHCTA C TEM,
4TOOBI O HUM HE 00pa30BBIBAIOCH IMyCTOT (mpuitokenue Ne 10).

23.2. Ha o0noxke Jella  YKa3blBalOTCSI  PEKBU3UTHI: HAWMEHOBaHUE
AnMunuctpauuun  (poHmooOpazoBarensi) U CTPYKTYPHOrO  MOApa3/IeicHUs,



JIEJIONPOU3BOICTBEHHBI HOMEp (MHJEKC) JIella, 3aroJIoBOK Jiena; jaara jiena (Toma,
4acTH); KOJIMYECTBO JIMCTOB B JIENie; CPOK XpaHEHHWS Jejla U HOMEp CTaTbu IO
NEPEYHIO; apXUBHBIN MU Jena.

23.3. PexkBU3UTHI, MOpocTaBjsieMble Ha OOJI0kKKe (TUTYJIBHOM JIMCTE) Jena,
0(hOpPMIIIIOTCS CJICIYIOIUM 00pa3oMm:

HaumenoBanue AJIMUHUCTpAlMM YKa3bIBA€TCS MOJHOCTBIO, B UMEHHUTEILHOM
najexe, € ykazaHueM O(GHUIMAIBHO MPUHATOTO COKPAIICHHOTO HaUMEHOBAaHMS,
KOTOPOE YKa3bIBAETCSl B CKOOKax IMOCIE MOJHOr0 HauMeHOBaHus. B ciyuasx, korja B
TEYEHHUE TO/a, 3a KOTOPBIA TOTOBATCA Jejia, AIMUHUCTpaIus Oblla MeperMEeHOBaHA
(mpeoOpa3zoBaHa) U 3TO HE BHI3BAIIO BOZHUKHOBEHUSI HOBOTO (DOH1000pa3oBaTesi, Mo/
CTapbIM €ro HAMMEHOBAHUEM MHIIETCSI U HOBOE HAUMEHOBAHUE;

HAaUMEHOBAHUE CTPYKTYPHOIO MOAPA3JEICHUS — 3alKUChIBAETCA €ro Ha3BaHHUE B
COOTBETCTBHUM C YTBEPKJIEHHOW CTPYKTYPOH;

NEJIOMPOU3BOICTBEHHBI HOMEp (MHIEKC) Aeia — MpocTaBisierca  IudpoBoe
o0o3HaueHUe (MHOCKC) Jena MO HOMEHKIATYpe JIed; €CIOM JIeJI0 COCTOUT U3
HECKOJIbKMX TOMOB, TO Ha OOJIOKKE MEPBOI0 TOMa YKa3bIBAETCS KOJUYECTBO TOMOB
ATOrO [eia, a Ha MOCIAEAYIOLMX TOMaX — HOMEP O4YEpEIHOro TOMa, Ha MOCIETHEM
TOME TIOCJIE €r0 HoMepa J00aBJIsIeTcs CIOBO "MoceTHUM";

3aroJIOBOK (HAUMEHOBAaHUE) Jella — IMEPEHOCUTCS M3 HOMEHKIATYpPbl eI,
cornmacoBanHoit ¢ JIIK AjamuHucTpanud (B HEOOXOJUMBIX CIydasix B 3aroJioBOK
BHOCSITCSL YTOUHCHHUS: HOMEpPa MPUKA30B, MPOTOKOJIOB U Ap.). 3aroJ0BOK Je/ia JOMKECH
OBITH KPaTKUM U B TO K€ BPEMs IOJHO PACKPBIBATH COJICPYKAHUE MOIIUTHIX B JICTIO
JIOKYMEHTOB. B 3aroioBke yka3bIBalOTCS BUbl UMEIOIIMXCS B JIEJ€ JOKYMEHTOB, UX
aBTOp M MO KakoMy OHHM Bompocy. Eciau HauMeHOBaHUE [ena HE PacKpbIBaeT
coJepKaHUe MOAIUTHIX B HeM NokyMeHTOB ("Pasznas mepenmcka", "[lepenucka mo
oOuuM  BompocaM" M T.M.), COCTaBIISIETCS HOBOE€ HAMMEHOBAaHME, OTpakaroulee
coJepKaHUe MOUIMTHIX B JeJe JOKYMEHTOB, U O0J0XKa Jena rnepeodopmisercs.
Eciu peny Henb3s pgaTh oOAHO oO0Illee KpaTKOe€ HAHMEHOBaHUE, TO 3arojOBOK
COCTABJISICTCS ITyTeM 00O0OIICHUS CXOMHBIX JOKYMEHTOB WM NEepeurciicHus Hauboee
Ba)KHBIX;

nata Jena  — yKa3blBalOTCA roi(bl) 3aBEICHMA M OKOHYAaHHUA Jiejla B
nenonpousBoAcTBe. JaToil Jen, coAepiKalluX pacrnopsAIuTENbHYI0 JOKYMEHTAIHIO0, a
TaKKe JIeJ, COCTOSAIIMX M3 HECKOJbKMX TOMOB (4YacTeid), sIBJSIIOTCA KpalHWEe JaThbl
JIOKYMEHTOB JIeia, T.€. 1aThl (YUCII0, MECSII, T'0J1) PErUCTpalii (COCTABICHHS) CaMOTO
PaHHEro M CaMOro MO3/HEr0 JOKYMEHTOB, BKIIFOUEHHBIX B Jei0. IIpu sTom uumcio
(mBymMs uuppamu) v roj obo3HavaroTcs apaOCKUMH LM(paMM, Ha3BaHHE Mecsla
numeTcs ciaoBamu. Ecliu B 7e/10 BKJIIOYEHBI TOKYMEHTHI (TIPUIIOKEHHUS U T.I1.), ATkl
KOTOPBIX BBIXOJST 3a KpailHMe JaThl Jejia, TO MOJ JaTaMH JieJla C HOBOH CTPOYKHU
nenaetrcs 00 3ToM 3amuch: "B nene uMeroTces JOKyMeHTHI 3a ... rof(wl)". [laTel gena
MOT'YT HE YKa3blBaTbCsl Ha OOJIOKKE JIEJI, COJIEpKALIMX, HAlPUMEp, F0JI0BbIE TUIAHbBI U
OTYETHI, TAK KaK OHM OTPAXKAIOTCS B 3ar0JIOBKaX JIE]l.

23.4. lns nen, cpopMUPOBAHHBIX U3 JIOKYMEHTOB M0 HOMHUHAJIBLHOMY MPHU3HAKY,
TO €CTh O BUJAM JIOKYMEHTOB (ITPUKa3bl, PACHOPSHKEHUsI, aKThI U T.11.), IaTOW HaYaJa
Jlenia ABISETCSA JaTa MOANUCAHUS WM YTBEP)KICHHUS CaMOr0 PAHHErO JOKYMEHTA, a
JIaTOM OKOHYaHMWs — JlaTa NOANMMCAaHUS (YTBEPKIEHHUSI) CAMOTO MO3HET0 JOKYMEHTA.



Haroit nena, coaepiKaiiero npoTOKOJIbl 3aCeaHuM, SIBJSIETCS JaTa YTBEPKICHUS
(ecly OHU YTBEPIKIAIOTCS) UIIM COCTABICHHS IIEPBOTO U MOCIETHETO MPOTOKOJIA.

23.5. KpaitHuMu aTamu JIMYHOTO JI€J1a SIBISIFOTCS JaThl TTOAMUCAHUSI TPUKA30B O
IpHEME U YBOJIbHEHHM JIMIIA, HA KOTOPOE OHO 3aBejieHo. B ciydae cmeptu nuna, Ha
KOTOPOE 3aBEECHO J1€JI0, KOHEYHOH JaTOH AB/ISAETCA 1aTa JOKYMEHTa, U3BELIAIOIIEro O
€ro KOHYMHE, MJIM 3aITUCh 00 3TOM COTPYIHHMKA KaJpPOBOM CIYKOBI.

23.6. lna gen, copepskalux MEPeNUCKy, NaTOH Hadana Jena sSBJACTCS Jara
NOCTYIJIEHUS! TEPBOI0 BXOJLIEI0 WM Jara NepBOTO MCXOSIIEro JOKyMEHTa, a
JIaTOH OKOHYAHUSA - JaTa CaMOro IO3JHEr0 BXOIALIEIO MM MCXOIAIIEro JOKYMEHTA
HE3aBUCHMO OT MECTa HaXOXJIEHUsI X B JIETE.

23.7. KonuuecTBO NMPOHYMEPOBAHHBIX B JIEJIE€ JIMCTOB IPOCTABISIETCS C JIMCTA —
3aBepuTens fena (npuioxkenue Ne 11).

23.8. PexBu3ut "Cpok XpaHeHUs Jiella U HOMEP CTAaThbU MEpeUHs’ NEPEHOCUTCS Ha
000Ky J1e71a U3 COOTBETCTBYIOLIE HOMEHKIATYPBI A€l MOCIEe CBEPKH €r0 CO CPOKOM
XPaHEHHUs, YKA3aHHBIM B IIEPEYHE TUIIOBBIX JOKYMEHTOB WIIM B [IEPEYHE TOKYMEHTOB,
o0pa3yroniuxcsi B JEATEeIIbHOCTH  OpraHa, C YyKa3aHMEM CpPOKOB XpaHeHHs (Mpu
BBE/JICHUU B JCHCTBHE HOBBIX IEPEUHEN JOKYMEHTOB CO CPOKaMH XPaHEHUs CTapble
3aMMCH 3aYePKUBAIOTCS, a CBEPXY HMJIM PAAOM MHIIYTCS HOBBIE JaHHble). Ha nmemax
IIOCTOSIHHOTO XpaHEeHUs NMUIIETCS " XpaHUTh IMOCTOSHHO".

23.9. ApxuBHblil nmdp aena (CoCTOMT U3 HoMepa (POHIA, HOMEpPA ONUCH H
HOMEpa Jieia MO OMUCH) Ha 00JIOKKAX NN MOCTOSTHHOTO XPaHEHHS MPOCTABISCTCS B
oTAene apxuBa AJMHUHUCTPALIMM YEPHUIIAMHU TOJIBKO MOCJE BKJIIOYEHHUSA JTUX €]l B
r'0JIOBBIE Pa3/ielibl CBOJHBIX ONTUCEH.

23.10. [lo okoHYaHuM roja B HAIMUCH HAa OOJOKKAX JEN MOCTOSHHOTO H
BpeMEHHOTO (cBhiie 10 JeT) XpaHeHUs BHOCATCA YTOYHEHHS: NMPU HECOOTBETCTBUU
3aroJioBKa JIeJ1 Ha O0JIOKKE COJIEPKAaHMIO MOIIIUTHIX JIOKYMEHTOB B 3arojioBOK Jiejia
BHOCSITCSI U3MEHEHHUS U JJOMOJIHEHMUS.

23.11. HaumenoBanus poHmoo0pa3oBartess U MojpasielieHus, Fojl U HOMep Jelia
MOTYT MPOCTABIIATHCA HA 00JIOKKE IITAMITOM.

[TpaBunbHOCTH OhOpMIIEHHS OOJIONKKH JIeJla YAOCTOBEPSETCSl MOJMUCHIO JIULA,
OTBETCTBEHHOTO 3a BEICHUE aAPXHUBA.

23.12. B wmemax oOecredyeHHs COXPAaHHOCTH M 3aKpEIUICHUS MOpsAAKa
PacIoOKeHUsl JJOKYMEHTOB, BKJIIOUEHHBIX B JIENIO, BCE €r0 JUCThI, KPOME UUCTHIX,
JIMCTA-3aBEPUTEIsI WU BHYTPEHHEH OIKMCH, HYMEPYIOTCS B Pa3BEpPHYTOM BHIE
apabckuMu LU pamMu, BaJIOBOH HyMepauuei. YucTele TUCTBI U3 Jiena u3biMatoTes (0e3
NOBPEK/IEHUS LIEJTOCTHOCTH JIella) U YHUUTOXKAIOTCA. JIMCTBI HYMEPYIOTCS MPOCTHIM
KapaHJalioM CBEPXY BHU3 B BO3PACTAIOLIEM IOPSAIKE HOMEPOB, HAUMHAS C IEPBOTIO.
[udpsl npocTaBisIIOTCA B MNpPaBOM BEpPXHEM YINIy JHCTa, He 3ajeBas TeKCTa
JIOKYMEHTOB. JIMCThI BHYTPEHHEH OITUCH HYMEPYIOTCS OTIAEIBHO.

23.13. JIucTel €)1, COCTOSIMX U3 HECKOJIBKMX TOMOB WJIM 4acTeH, HyMEPYHOTCS
[0 KaXXIOMy TOMY WM 4YacTH OTHAENbHO, HauuHass ¢ l-ro. Ilpunoxenus k neny,
NOCTYIHUBILKME B MeperuieTe, oQopMISIOTCS KaK CcaMOCTOSTEIbHBIE TOMAa W TaKKe
HYMEPYIOTCS OTAEIBHO.

23.14. JlokyMeHTBI ¢ COOCTBEHHON HyMeEpalHei JTUCTOB, B TOM YUCJIC MEYATHBIC
W3JIaHUs, HYMEPYIOTCS B OOLIEM MOPSKE HIIM COXPAHSIOT COOCTBEHHYIO HYMEpallHIo,
€CJIM OHAa COOTBETCTBYET NOPSAKOBOMY PAaCIIOJIOKEHHUIO JIUCTOB B JEJI€.



23.15. ®ororpaduu, dYepTeRkHU, aUArpaMMBl M JIPYTHME WUIIOCTPAaTUBHBIE U
crenuUUecKre JTOKYMEHTBI, MPEICTABJISIONINE CAMOCTOATENIbHBIA JUCT B Jele,
HYMEPYIOTCSI HA 000POTHOM CTOPOHE B JIEBOM BEPXHEM YTITY.

23.16. Cnoxennwlt Jymct Oonbimioro  Qopmara (dpopmara A3, A2)
pa3BOpauMBaETCd U HYMEPYETCS B MpaBOM 4acTHU BepxHero nois aucta. [lpu sTom
JMCT JII000ro (popMara, MOAIMUTHIN 32 OIMH Kpail, HyMepyeTcs Kak OJIMH JIUCT; a JIUCT,
CIO’KCHHBIM M TMOAIIUTHIA 3a CEPEIUHY, MOMJEKUT MEPEIIMBKE U HYMEPYETCS Kak
OJIMH JIUCT.

23.17. Jluct ¢ Harayxo HakJIeeHHbIMM JTOKyMeHTaMu (doTorpadusmu,
BbIPE3KaMHM, BBIITUCKAMH M JIp.) HYMEPYETCsl KaK OJIMH JIMCT; B HH)KHEH 4acTH WJIM Ha
000poTE TaKOTO JIUCTa JENaeTCss OMNKMCh HAKJIEEHHBIX Ha HEro JOKyMEHTOB. Bo
BHYTPEHHEI OMUCH U B 3aBEPUTEIIBHOM HAJANUCH B KOHIE J€7a O TaKUX JUCTaxX
nenaercsa orosopka. Hampumep: "Ha smcre 6 nHakiieeHo 5 ¢otorpaduii cormacHo
OmMUCH Ha 006opoTe nucTa'.

23.18. KapTbl U cXeMbl, CKJICCHHbIC M3 HECKOJBKHUX JIMCTOB, HYMEPYIOTCS Kak
oquH JMcT. Ha Takux smcTax Ha o0OpOoTe HWIH CBOOOJHOM OT TEKCTa MeCTe
YKa3bplBa€TCA KOJIMYECTBO JIMCTOB B CKielike. Bo BHyTpeHHeil onucu u B
3aBEPUTEILHON HAAMUCH B KOHIE Jiela O TaKuX JIMCTaxX JENaeTcsi OroBOPKA.
Hanpumep: "Jluct 7 - kapTa-ckiieiika u3 10 auctos”.

23.19. Ecnu K IOKyMEHTY (JIMCTY) MOJKIJIEEHBI OJHUM KpaeM JIPYIHe JIOKYMEHTHI
(BCTaBKM TEKCTa, MEPEBOJbI, BBIPE3KHU, CIPABKU U [Ip.), TO KaXIblH JOKYMCHT
HYMEPYETCS OT/ICJIbHO OYEPEAHBIM MOPAIKOBBIM HOMEPOM.

23.20. Tlommutele B J1€JI0 KOHBEPTHI C BIIOKEHUSIMHM HYMEPYIOTCS BHadalle
KOHBEPT, a 3aTeM O4YepeHBbIM HOMEpPOM KaXkIoe BIIOKeHHE B KoHBepte. Haubonee
IICHHbIC B HCTOPUYECKOM M XYIO0’KECTBEHHOM OTHOUICHUU JTOKYMEHTHI (YepTexH,
pyKoImucH, rpauka v T.J.) He MOIINBAIOTCS, a BKJIa/IbIBAIOTCS B KOHBEPTHI.

23.21. Ecam B HyMepaluud JIMCTOB JIONYIIEHO MHOTIO OIIMOOK, BCE JIEJIO
HyMepyeTcsi 3aHOBO. [Ipu 3TOM cTappie HOMepa 3a4epKHUBAIOTCS OJHOM HAKIIOHHOH
4epTOi, U PSIOM CTAaBUTCS HOBBIIL HOMeEp jucTa. B KoHIlE ena cocTaBiAeTCs HOBAst
3aBEPUTEIIbLHAS HA/IIIKCh, [IPU 3TOM CTapasl 3aBEPUTENbHAS HAJITUCh 3aY€PKUBAETCS, HO
COXpaHSETCS B JI€Nie; BHOCSATCA TAKKE HCIPABICHUS BO BHYTPEHHIOK OMNMCh, WU
OIHUCH COCTABIIAETCS 3aHOBO.

23.22. 1lpu HaIM4YMM OTJEIbHBIX OIIMOOK B HYMEpPALIMM JIMCTOB B JIENlaXx IpH
MOJITOTOBKE UX K C/IaY€ B apXUB JIOMYCKAETCA MO COTVIACOBAHUIO C HUM yNoTpeOieHne
JUTEPHBIX (C OYKBEHHBIMHU JIOTIOJTHEHUSIMU) HOMEPOB JIMCTOB.

23.23. Ilocne 3aBeplleHUs] HYMEpPALMH JIUCTOB COCTABISIETCHA 3aBEPUTEIIbHAS
HAJUCh, KOTOpas pacmojiaraercs B KOHIE Jela. 3aBepuTelibHas HaANUCh
COCTaBJIsIeTCSl B JeJie Ha OT/E/IbHOM JIMCTe-3aBepuTesie Jena. B Heil nudpamu u
IPOMKUCHIO YKa3bIBAE€TCA KOJUYECTBO JIMCTOB B JaHHOM J€Je€, OTMEYaroTCs
OCOOEHHOCTH OTJIEJIbHBIX JOKYMEHTOB (4epTexu, (oTorpaduu, pUCyHKH U JIp.) U
(M3UHECKOro COCTOSIHUS JOKYMEHTOB (IIOMapKH, HEpa300pUUBBIM TEKCT, MOPBAHHBIC
JIMCTHI U JIp.).

23.24. 3aBepuTenbHAsl HAJIIKUChH IMOJIUCHLIBACTCSI €€ COCTABUTENIEM C YKa3aHUEM
pactnbpoBKHU MOAMUCH, TODKHOCTH U JIaThl cocTaBiieHus1. KoauuecTBo TUCTOB B Jieie
POCTABIIAETCS HAa 00JIOKKE JIeNIa B COOTBETCTBUU C 3aBEPUTEIBHOM HAITHUCHIO.



2325 ]JIns  ydera JOKYMEHTOB OIPEJIEJEHHBIX KaTEeropuil IMOCTOSIHHOIO H
BpeMeHHOro (cBbimie 10 yeT) XpaHeHHs, YYET KOTOPBIX BBI3bIBACTCA cCreluUKOii
JIAHHON JIoKyMeHTauuu (0co0O0 I1IeHHbIE, JIMYHbIE Jena, Jela C JOKyMEHTaMu
OTPAaHUYEHHOTO JOCTYyNa W JIp.), COCTABJIAETCS BHYTPEHHSISI ONUCH JOKYMEHTOB Jielia
(mpunosxenue Ne 12 ),

23.26. BHyTpeHHsIsl ONTUCh JIOKYMEHTOB Jiella COCTABISIETCS TaK:Ke Ha OOBhEeMHBbIE
Jiena  MOCTOSHHOTO M BpeMeHHoro (cBbimie 10 5er) XpaHeHUs, €CIM OHHU
c(OPMHPOBAaHbl 110 PA3HOBUIHOCTSM JOKYMEHTOB, 3arojIOBKM KOTOpPBIX HE
PACKpBIBAIOT KOHKPETHOE COJICPKAaHHE JIOKYMEHTOB, C II€JIbI0 ydeTa U Oolee
OBICTPOTO HAXOK/JEHUSI JOKYMEHTOB B Jiefie. BO BHYTPEHHIOIO OIKUCH MOMHUMO
JIOKYMEHTOB, MOJIIUTBIX B JI€JIO, JOJKHBI OBITh BHECEHBI M BCE MPHIIOKEHHS,
OTHOCSIIHECS K HEMY.

23.27. JIucTel BHYTPEHHEH OIMCH IOJIMBAKOTCA B Haudaje jena. Ecnu neno
NEPEeIUIETeHO WIM MOAIMIMTO ©0e3 OJlaHKa BHYTPEHHEH OMUCH JOKYMEHTOB, TO
COCTaBJICHHAS M0 YCTAHOBJIEHHOU (hOopMe OMUCH MOJKICUBACTCS 3a BEPXHUU Kpail K
BHYTPEHHEH CTOpOHE JIUIIEBOM O0JI0XKKH Jiena.

23.28. Heo0XoaMMOCTh COCTaBICHHMS BHYTPEHHEH OINHUCH JOKYMEHTOB Jela
OTJENBHBIX JeN onpeaensercs MHCTpyKuel no Ae1onpou3BOICTBY.

23.29. BHyTpeHHsAsI ONUCH JOKYMEHTOB Jeja COCTABIISICTCS HAa OTIACIbHOM JIUCTE
10 YCTaHOBJIEHHOW (hopme, KOTOpasi COJAEPKMT CBEJCHUSI O MOPSAJKOBBIX HOMEpax
JIOKYMEHTOB Ji€J1a, UX HHJIEKCaX, JaTaX, 3arojloBKax M HOMeEpax JIMCTOB [iefla, Ha
KOTOPBIX PACIIOIOKEH KaxKIblil JOKyMeHT. K BHYTpeHHEl ONMCH JOKYMEHTOB [€la
COCTaBIISIETCS MTOrOBasl 3alluch, B KOTOPOH YyKasblBaeTcs LU(paMu MU IPOIUCHIO
KOJIMYECTBO BKJIIOYEHHBIX B HEE TOKYMEHTOB, NMPUIIOKEHUN K JEIy U KOJUYECTBO
JIMCTOB BHYTPEHHEH OMUCH.

23.30. Tlpu u3MeHEHMH cOCTaBa JIOKYMEHTOB Jeia (U3bSITUM, BKIHOYEHUU
JIOKYMEHTOB, 3aMEHbI UX KOMUAMHU U JIP.) ITH U3MECHCHHUS OTPAKAIOTCS BO BHYTPEHHEH
onucu B rpade "IlpumedanHue" co cChUIKAMH Ha COOTBETCTBYIOIIME aKThl, U MPHU
HEOOXOTMMOCTH COCTABIIACTCS HOBAsi HTOTOBAs 3aIlUCh.

23.31. BHyTpeHHss1 ONMUCH JOKYMEHTOB JieJIa IOAIMUCHIBAETCS COCTABUTENIEM C
yKazaHueM pacuupoBKU MOJAMMCH, HODKHOCTH M JIaThl COCTABJICHHUSL OMHCH U TIPU
HEOOXOTMMOCTHU CKPEIUIACTCS MEYaThiO.

23.32. JIoKyMEHTHI B Jieiax MOCTOSIHHOTO, JOJIrOBpeMeHHoro (ceoiiie 10 ner) u
00 JIMYHOMY COCTaBy IMOJIIMBAIOTCA HA YETHIPE MPOKOJA MPOYHBIMH HUTKAMHU B
TBEPAYI0 OOJIOKKY M3 KapTOHAa WM TIEPeruieTaloTcsl C YYETOM BO3MOKHOCTH
CBOOO/IHOTO YTEHUsI TEKCTa BCEX JIOKYMEHTOB, JIaT, BU3 U PE30JIIOIMIA Ha HUX. TeKcT
HE JOJDKEH MOJIXOJIUTh K JIMHUM TMOJIIMBKH (reperviera) Ommxke 2 ¢M, a JIMCTHI HE
JIOJKHBL BBICTYNATh 3a Kpasi 00JIOKKH. B ciyudasx, korja TEeKCT Ha JOKYMEHTE
pacnoyiokeH OJIM3KO K Kparo JIUCTA, K TAKOMY JIMCTY MOJKICHUBAETCS MOJocKa Oymaru,
32 KOTOPYIO JJOKYMEHT MOJIIIHUBAETCS (TIeperuieTaeTcs) B Je0.

23.33. Pe3ontouun pyKOBOACTBA, BU3bl, COCTABJICHHBIE HA OTACIBHBIX JIMCTAaX,
pasMelarTes nepes J0KyYMEHTOM, K KOTOPOMY OHU OTHOCSTCS, U B TAKOM IOpPsJIKE
MOAIMBAOTCS B JIEIIO.

23.34. Ilpm moarotoBke Jel K TMOJAIMIMBKE (MEpEIUieTy) IpoBepsAcTCs
IPaBHJILHOCTE UX (opMHpOBaHUS, OQOPMIIECHHS, METALIMYECKHE CKpPEIUICHHS
(OyJnaBKH, CKPEIKH) U3 TOKYMEHTOB yIaJIsIOTCS.



23.35. Jlena MOCTOSIHHOTO XpaHEHHUsI, COCTOSIIME U3 JIOKYMEHTOB 0CO00M HayIHO-
UCTOPUYECKOH, XYT0KECTBEHHON M MHOW LIEHHOCTU WM HE(OPMATHBIX JOKYMEHTOB
(KapThl, CXEMbI, TUIAHBI, YEPTEXKH, (POTOCHHUMKM M JPYTHE JOKYMEHTBI OOJBIIOTrO
¢opmMara), B LENAX MX COXPAHHOCTH W yN0OCTBa IOJIb30BaHUSI HE IOIIMBAIOTCS B
JleN1a, a XPaHITCA CIIOKEHHBIMH B 3aKPBITHIX TBEP/IbIX MaIlKaX ¢ TPEMs KJIaaHaMHu U C
3aBsI3KaMU WJIM B KapTOHHBIX (pyTisipax (KopoOKax) B KaUeCTBE MPHIIOKEHHUH K Jieiam.
Ha xaxmyro manky (KopoOKy) cOCTaBIsieTCS BHYTPEHHSA ONMUCh HAXOMSAIIMXCA B HEH
JIOKYMEHTOB.

23.36. Ecu B nmeno B xone ero (¢hopMUpoBaHUSA OBUTM MOAIIUTHI JOKYMEHTBI C
Pa3IUYHBIMHM CPOKAMH XPAaHEHHMsI, TO JIEJIO PacIIMBaeTcs U (POPMUPYIOTCS HOBBIE Jielia
UCXOJIsl U3 CPOKOB XpaHEHHs JIOKYMEHTOB. IIpM 3TOM JIOKYMEHTBI C HMCTEKIIMMH
CPOKaMHM XpPaHEHHs YHUUTOMHKAIOTCS M0 aKTaM B YCTAHOBJIEHHOM MOPSIAKE.

23.37. O010KKHU JIe1 C TIOKYMEHTaMH, UCTIOJIHEHHBIMU Ha CTAHJAPTHBIX JIUCTaX,
JOJKHBI  UMeTh pasmepbl 229 x 324 mm. OONOXKKM A€l C JIOKYMEHTaMH,
U3rOTOBJICHHBIMA  HAa  HECTAHJAPTHBIX  JIUCTaX, MOTLYT HMETh  Pa3MeEpBbl,
COOTBETCTBYIOIIUE pa3MepaM MOIIUTHIX B HUX JTUCTOB.

23.38. O0nOKKH J1e]1 ¢ JOKYMEHTaMH, HMCIOIIUMH JITUTENIbHBIC (25 1 Oonee ner)
CPOKH XPAaHEHUs, JOJKHBI ObITh M3TOTOBIICHBI U3 TBEpPAOr0o KaproHa. Jlns o0noxex
JIeN, CIaBaeMbIX HAa rOCYJapCTBEHHOE XpaHEHUE, MPUMEHAETCS OCCKUCIOTHBIN KapTOH.

23.39. g npenoxpaHeHus: JOKYMEHTOB OT MEXaHMUYECKOW IOPYM HA IEPBOM H
MOCJIEIHEM JIUCTaX Jeja, TOMa Mepe] MPOILIMBKON HAKJIEUBAIOTCS MOJIOCKHM TOHKOTO
KapTOHA, YEPE3 KOTOPBIE U MPOIYCKAETCA LIHYP.

[Tpu odopmMiieHUH J1en TPUMEHSTh KaHIENIPCKUH (CHIITMKATHBIN) Kiled, MydHOU 1
KpaxXMaJbHbIA KJICHCTEPBI HE CIEAYET.

23.40. Jlema BpemenHoro (mo 10 meT) XpaHeHUsS MOJIEKAT HACTUYHOMY
O0(OPMJIEHUIO: JIOMMYCKAETCsl Jiefla XPaHUTh B IMANKaX-CKOPOCHIMBATENSAX, MIATKHUX
007105KKaX, HE MPOBOJUTH MEPECUCTEMATU3ALUIO TOKYMEHTOB B JIeJIe, JIUCTHI Jeia HE
HYMEpOBaTh, 3aBEPHUTEIIbHbIE HAJANKHCH HE COCTAaBIATh. PEKBU3UTHI OOJIOKKH [iefa
3aMOJHAIOTCS [0 YOPOUICHHOM cxeMe (0e3 mpocTaBiieHHs apXuBHOTrO mmudpa,
KOJIMYeCTRA JINCTOB B JIEJIE).

23.41. JlokymMeHTbl  AJIMHHUCTpPaLUUU SABIAIOTCS ~ MYHULHIAIbHOH
COOCTBEHHOCTHIO.

24. YHUYTOXKEHHE JOKYMEHTOB H /1eJI ¢ HCTEeKIIMMH CPOKAMH XPaHeHHS

24.1. PesynbTathl 0TOOpa JOKYMEHTOB K YHUYTOXKEHHUIO, CPOKM XpaHCHUSA
KOTOPBIX HCTEKIH, 3a COOTBETCTBYIOIIUN TMEPUOJ BPEMEHU O(DOPMIISIOTCA aKTOM O
BBIJIEJIEHUU JOKYMEHTOB K YHUUTOKEeHUIO (Tipuriioxkenue Ne 14);

Jiel1a BKJIKOYAKOTCS B aKT, €CJIM YCTAHOBJIEHHBIN U1l HUX CPOK XpaHEHUs UCTEK K 1
STHBApsI TOJIa, B KOTOPOM COCTaBJIeH akT (Hampumep, 3akoHueHHbie B 2004 roy aena ¢
3-IE€THUM CPOKOM XPAHEHHUSA MOTYT OBbITh BKJIFOUCHBI B KT, COCTABJICHHBINA HE
panee | suBaps 2008 r.);

aKT O BBIICICHUU K YHUUTOXKEHHIO JOKYMEHTOB, HE MOJIKAIIHUX XPAHEHUIO,
COCTABJISICTCS Ha JIejla Bcell AMUHUCTpAIUU (IIPU ATOM JIeNia KaXI0r0 CTPYKTYPHOTO
NOApa3/IelIEeHUsl COCTABISIIOT CaMOCTOSITEIBHYIO TPYIITY 3aroJOBKOB, a 3aroJIOBKH



OJIHOPOJIHBIX JIEJl, OTOOPAHHBIX K YHHUYTOXKEHHMIO, MOTYT OBbITh BHECEHBI B aKT MOJ
0OLIMM 3aroJIOBKOM C YKa3aHUEM KOJIUYECTBA JIEJ1, OTHECEHHBIX K IAHHOU TPYIIIE);
oTOOp JIOKYMEHTOB K YHHUYTOKEHUIO W COCTABJIEHHE aKTa O BbIJICICHHH
JIOKYMEHTOB
K YHUYTOXXCHHMIO IIPOU3BOAUTCS IIOCIE€ COCTABICHUS CBOJHBIX OINHUCEH Jel
NOCTOSIHHOTO XPAaHEHHUs 3a 3TOT e Mepuoj (OMUCH M aKThl paccMaTpHUBAKOTCA Ha
3acenanuu DK AIMUHUCTpalMKU OJHOBPEMEHHO);
coriacoBaHHele DK AJMHUHUCTpALMHU aKThl YTBEPXKAAKOTCA [ J1aBOi rOpoICKOTO
OKpyra;
1ocjie  yTBEPKJEHUSA [J1aBOM TropoJICKOro OKpyra akTOB O  BBIICIEHUH
JIOKYMEHTOB K YHUUTOXEHHIO JI€J1a YHHUTOKAKOTCS.

25. U3roroBienne, yuer, IpuMeHeHNe W XpPaHEHHe nmevyaTeil M MTAMIIOB

25.1. Ilewatp — YCTpPOMCTBO, cojaep:Kallee KIUIIE Me4YaTH sl HAHCCEHU:
OTTHCKOB Ha Oymary.

[lItamMn — ycTpOHCTBO MPAMOYrOJIbHOW (POPMBI AJi MPOCTABICHUS OTMETOK
CIIPAaBOYHOI0 XapakTepa O MNOJIYYEHHMH, PETMCTPAIMM, MPOXOKIECHUM, HCIIOJHEHUHU
JIOKYMEHTOB U 1.

25.2. Opradbl MECTHOIO CaMOYINpaBIEHUS MYHHIMIAIBLHOIO 00pa3oBaHUs
«l"oponckoit okpyr ropoa Kapabynak» MOryT HPUMEHSATH MEYATH ¢ U300paXKCHUEM
repba MyHulMnaapHOro obpazoanus «l'opojackoit okpyr ropon KapaOymak», repba
PecniyOnuku Uurymerust.

25.3. Kpome mneuatu ¢ u3o0paxkeHHEeM repbda MyHULUNAIBLHOTO 00pa3oBaHUS
«loponckoit oxkpyr ropoxn KapabOymak», repba PecnyOmuku WHrymerus B
AJIMUHUCTpALlMM ~ MOTYT MCIOJIB30BATHCSl ME€YaTH CTPYKTYPHBIX TOJpa3/iesieHUH,
neyaTv Uil OTAENbHBIX KaTeropuit mokymentoB ("ng makertos", "/lns moroBopos",
"]t konuit"), MeTaUTMYECKHE BbDKUMHBIE MeYaTH IS ONeYaThiBaHUS TOMEISHHH.

25.4. UsroroBicHHe medaTed M IITAMIOB, HEOOXOOUMBIX I OOECIEYCHHUS
JIEATENIbHOCTH AJIMUHUCTPALMH, TTPOU3BOJMUTCS 110 paspelleHuio [J1iaBel ropockoro
OKpyra. 3asBKa Ha M3rOTOBJICHHUE TIeYaTH U €€ OCKU3 O(QOpMIAIOTCS B
COOTBETCTBYIOLIMX MOApPA3ACICHUAX WU MEPENaroTCs I pa3MElIeHus 3aKas3a Ha
HNPEAIIPUSITUHI - U3TOTOBUTENIE MeUaTen.

25.5. B cayuae ciny:keOHOH HEOOXOIUMOCTH IO peuieHuo [aBel ropockoro
OKpYyra JIONyCKaeTcsl U3roTOBJIEHUE JTOMOJHUTEIBHBIX IK3EMIUISIPOB I1€YaTeH.

25.6. Ilewatm c wu300paxkeHueM repOa MYHHUIMNAIBHOTO 00pa3oBaHUs
«l"opoxackoit okpyr ropoa Kapabynak», repda Pecnybmuku MuarymeTuss craBaTca Ha
JIOKYMEHTaX, TpeOyoluX 0co00ro YJIOCTOBEPEHUsI HX IOJJIMHHOCTH, IIPOCTHIE
KPYTJIble MACTHYHbIC MeyaTH (0e3 n300pakeHuss MyHUIIMTAIBHONW U peCIyOIMKaHCKON
CHMBOJIMKH) CTaBATCS Ha KOMHUAX JOKYMEHTOB JIJI1 YAOCTOBEPEHHS MX COOTBETCTBUS
noJJiMHHUKaM. OTTUCK IiedyaTd [O/DKEH 3aXBaThiBaTh KOHEL, HAWMMEHOBAHUA
JIOJKHOCTH JIMIA, TTOANUCABIIETO JOKYMEHT.

25.7. O6 yrepe neyaTd WM IITaMIIa HE3aMEUIMTENIBHO CTABUTCSI B U3BECTHOCTD
['naBa ropoackoro okpyra.



25.8. Tlpumennue B HErOAHOCTh M YTPATUBIIME 3HAUYEHHE MEYaTH M IITAMIIbI
nojJiexar Bo3BpaTy [J1aBe ropoJcKoro oxpyra, IOCJI€ 4e€ro OHM YHHYTOXKAKOTCA, O
4eM COCTaBJISIETCS aKT.

25.9. Koutponp 3a uCHONb30BaAaHMEM IMEUYaTel M IITAMIIOB BO3JIaraercs Ha
HauaJIbHUKOB CTPYKTYPHBIX NIOAPa3/IeICHHH.

[TeuaTero 3aBepsitOTCS MOAIUCH PYKOBOIMTEINSI, €0 3aMeCTUTENeH, (PUHAHCOBOH
CIIy>KOBI, TTIaBHOTO OyXraarepa, a TakKe APYTHX JODKHOCTHBIX JIML, KOTOPBIM MO0
MPUKA30M, JTHOO JJOBEPEHHOCTHIO IIPEAOCTABIEHBI COOTBETCTBYIOIIUE TOTHOMOYHSI.

26. IlpumeHenne rep0oOBOH MeYaTH

26.1. B AnMunuctpanuu npumensercs ['epOoBas medath «OpraH MECTHOTO
camoynpasiieHust «Aamunuctpanus r.Kapadynak». JIoKyMeHTbI, Ha KOTOPBIX
CTaBUTCS TepOoBas ne4yarb AIMUHHCTPALIMH, TOAMUCHIBAIOTCA [ T1aBOM ropoackoro
OKpyra WIH JOJDKHOCTHBIMU JTMLIAMU AJMUHHUCTPALIMH, KOTOpbIM [ 1aBa ropoackoro
OKpyra npeJoCcTaBuII MPaBo MOAINUCH JJOKYMEHTOB 10 HAIIPABJICHUSM UX JIESITEJIbHOCTH.

26.2. [IpumeHeHue HerepOOBBIX MEYATEH.

HerepOoBbie neuatn AJMUHUCTPAILIMH CTABSITCS:

«YOpaBisIlOIMI AedaMu» CTAaBUTCS HA CIIPAaBKax, BBIIMCKAaX W3 IPaBOBBIX
aKTOB, KOIIMAX JOKYMEHTOB, JUIsl YJOCTOBEPEHHMS MX IIOJJIMHHOCTH, aKTax B
COCTaBJICHUM KOTOPBIX y4acTBOBAJIW MOJDKHOCTHBIC JUIa AJMUHUCTpPALIMU APYTHX
NOKYMEHTaX, 00pa3yIomuxcs B X0/I€ 1eATeIbHOCTH AJIMUHUCTPALIUU, B COOTBETCTBUU
¢ JISUCTBYIOIIIMMH HOPMATHBHO-TIPABOBBIMH aKTaMH.

«ConmanbHbelii OTIET» — Ha CHOpaBKaX M aKTax OOCICIOBAHUS IKUIMIIHO-
OBITOBBIX YCIIOBHIA;

«OTtaen apxvBa ¥ NOX03UCTBEHHOIO yUeTa» — Ha ClpaBKax, KOIMHUAX apXUBHBIX
JIOKYMEHTOB, [IJI1 YAOCTOBEPEHUS UX MMOATHHHOCTH.

26.3. [Ins npocTaBieHUs OTMETOK O IMOJIYYE€HHH, PETHCTPALUU, MPOXO0KICHHU
U UCIIOJIHEHUU JOKYMEHTOB, IPYTUX OTMETOK CIPABOYHOIO XapaKTepa IMPUMEHSIOTCA
COOTBETCTBYIOIIUE IITAMIIBL.

26.4. M3roToBiicHHE IeUaTed M IITAMIIOB, HECOOXOJOUMBIX I OOCCIICUCHHS
JEeATEIbHOCTH AJIMUHUCTPALMK, MPOU3BOAUTCA 110 pa3pelleHui0 ['71aBel ropoacKoro
OKpyra.

26.5. OOpa3npl nedateil ¥ IITAMIIOB COTJIACOBBIBAIOTCA C PYKOBOIUTEIIAMHU
NOJ/Ipas3/IeIeHU .

26.6. HW3roroBiieHHBIE II€UaTH W IITaMIILI, B TOM 4YHCJe (haKCUMUIIE,
YUHUTBIBAIOTCS B CHELUAIBHOM JKypHAJIE.

26.7. W3roroBlieHHbIE T[€4YaTH M IITaAMIIbl BBIJAKOTCS I10J POCIIHCH
COTPYAHUKAM IOIPa3AeICHUNA, OTBEYAIOLIUM 34 UX UCIOJIb30BAHUE U COXPAHHOCTD.

26.8. OTBETCTBEHHOCTh U KOHTPOJIb 32 COOII0ICHHUEM TTOPSIKa UCIIOIb30BaHUS
1 XpaHEHUS MeYaTeil U LITAMIIOB B CTPYKTYPHBIX ITOPa3AeICHUIX BO3/1aratoTcs Ha X
PYKOBOJUTEIEH.

26.9. PykoBojiUTENb CTPYKTYPHOTO TOApAa3/ie/IeHHsl, KOTOPOMY OBbLIM BBIJIaHBI
revyaTh WK IITaMII, IIPH OCBOOOKICHUH OT JOJDKHOCTH 00513aH C/IaTh UX.



26.10. Tlpumeamme B HEroJHOCTh W AHHYJIMPOBAHHBIE TMEYaTH, M ILITaMIIbI
BO3BpalllalOTCd MO akTy. B KypHane ydeTra NpOCTaBISAIOTCS COOTBETCTBYIOLIHUE
OTMETKH.

26.11. O0 yrepe neyaTH, miTammna, He3aMeUIMTEILHO CTABUTCS B U3BECTHOCTh
['maBa ropoackoro okpyra.

26.12. Tlpu ocTaBieHUH [OHKHOCTH COTPYAHHUK, KOTOPOMY OBUIM BbIIAHbI
nedarh WIK HITaMIl, 00sA3aH caaTh UX | aBe ropoAcKoro okpyra.



Mpunoxkenne Ne 1
K MHCTpYKIIMK MO AETOTIPOM3BOACTRY
OMC «Anmunuctpanus r.Kapabynak»

PECITYBJIMKA UHI'YIHIETHUSA T'TAJIT1AA PECITYBJIMKA

OPI'AH MECTHOI'O CAMOYIIPABJIEHUS
«AJIMUHUCTPALIMSI TOPOJIA KAPABYJIAK»

yin.Jl:xkabaruesa, 142, r. Kapabynax, 386231, ten. 8(8734) 44-41-56; dakc 44-46-81; e-mail: karabulak2009 @bk.ru
No

Ha Ne oT

Oﬁpa3eu 0JIaHKA NHUCbMA ¢ npoaoJbLHbBIM PaACHOJI0KCHHUEM PEKBU3INTOB



Mpunokenne Ne 2
K MHCTpYKIIMK MO 1ET0TIPOU3BOICTBY
OMC «Anmunuctpanus r.Kapabynak»

PECIIYBJIUKA UHI'YHIETUA FIAILIAK RECTIXBITAR

OPI'AH MECTHOI'O CAMOYIIPABJIEHUA
«AIMHUHHUCTPALIHUSA 'OPOJA KAPABYJIAK»

HOCTAHOBJJUEHME

« » 201 1. Ne

r. Kapabynak

Oo0pasen 0s1anka nocranosjienuss OMC «Aamunucrpanus r.Kapaoyiax»



[punoxenue No 3
K MHCTpyKIHK 10 1@/10TIPOU3BOACTBY
71 OMC «Anmunnctpauus r.Kapabynak»

TAJIF1AM PECIIYBJIMKA

PECITYBJIMKA UHI'YHIETHUA

OPI'AH MECTHOI'O CAMOYIIPABJIEHUSA
«AAMUHHUCTPALUA 'OPOJA KAPABYJIAK»

PACHOPAXEHHNUE

« » 201 1. Ne

r. Kapabynak

Oobpaszen 0.1anka pacnopsizxkeHuss OMC «Aamunucrpauus r.Kapadyaax»



[punoxenue Ne 4
K MHCTpyKIHK 1O A@10NPOH3BOACTBY
OMC «Anmunnctpauus r.Kapabynak»

PECIIYBJIUKA UHI'YHIETHUA IAJIT'1AH PECITYBJUKA

OPI'AH MECTHOI'O CAMOYIPABJIEHUSI
«AJIMUHUCTPALMSA r.KAPABYJIAK»

HPOTOKO.J

r. KapaOynaxk

Oopa3sen 6,1aHKa MPOTOKO.JIA



[punoxenue No 5
K MHCTpYKIUHK 110 A€N0NPOH3BOACTRY
OMC «AnmunucTpauus r.Kapabymnax»

I'VTABA I'OPOJCKOI'O OKPYI'A KAPABYJIAK

HOPYYEHMHUE

« » I.

Oobpasen 6aanka nopyuenus I'1assl 'opoackoro okpyra Kapa6ynak



Mpunoxkenne Ne 6
K MHCTpYKIIMH MO 1eT0TIPOU3BOICTBY
OMC «Anmunuctpaius r.Kapabynax»

PECIIYBJIUKA UHI'YHIETUA FEAMLLAN PECALERIIMEA

[JIABA TOPOJCKOI'O OKPYI'A KAPABY.JIAK
HOCTAHOBJJUEHME

« » 201 1. Ne

r. Kapabynak

Oo0pa3sen 01anKka nocranosaeHus I'nasel ropoackoro okpyra Kapadynak



[punoxenue No 3
K MHCTpyKIHK [0 1eN0NpOH3BOICTRY
71 OMC «Anmunnctpauus r.Kapabynak»

TAJIF1AM PECIIYBJIMKA

PECITYBJIMKA UHI'YHIETHUA

[JIABA TOPOJICKOI'O OKPYI'A KAPABYJIAK
PACHOPAXEHHUE

« » 201 1. Ne

r. KapaOynak

Oo0pa3zen 01anka pacnopsizxenusi I'1aBbl ropoackoro oxkpyra Kapabyaak



Mpunoxkenne Ne §
K MHCTpYKIIMH MO 1eT0TIPOU3BOICTBY
OMC «Anmunuctpanus r.Kapabynak»

HpaBHJIa OIIJOPMJIBHHH PEKBH3UTOB JOKYMECHTOB

I'epO myHuiunanbHoro oopazosanus «I opojackoit okpyr roposa Kapabymnax»
N3o00paxenue ['epba myHuIunanbHoro oOpaszoBaHus «I OpoACKOM OKpyr ropoj
Kapabynak» nomemaior Ha OllaHKax JOKYMEHTOB B COOTBETCTBUM ¢ PermeHuem
ropojackoro  CoBera  MyHMLIMDalbHOro  oOpasoBanus  «l'OopoACko  OKpyr
r.Kapabynak»or 22.05.2015 r. Ne6/1-2 «O repde MyHUIIUIAILHOTO 00pa30BaHUS
«I"opoxckoit okpyr ropoxa Kapabynak» Pecriydonuku Unrymetus.

MN300pakenue I'epba MyHHIMNaIbHOrO 00pa3zoBaHusi «I OpPOJICKONH OKPYT Topo/I
Kapabynak» momeriaercs Ha BEpXHEM Mojie OJlaHKa JOKYMEHTa MOCEPEIUHE 30HBI,
3aHATOM PEKBU3HTOM "OPI'AH MECTHOI'O CAMOVIIPABJIEHHUA

«Anvmunuctpanus r.Kapadynak".

HaumenoBaHmue oprana MECTHOro CaMoyIlpaB/JICHHUSA

HanmMeHoBanue AJIMUHUCTpAIMM — aBTOpa JTOKYMEHTA (MOJIHOE M COKPALIEHHOE),
NOMEIaeMOe Ha OJIaHKax JIOKYMEHTOB, JOJDKHO COOTBETCTBOBAaThH HAaWMEHOBAHHIO,
YCTaHOBJIICHHOMY  MOJOKEHMEM 00  OopraHe  MECTHOrO  CaMOYIIpaBJICHUS
«AnmunucTpanus r.Kapadbynak».

CnpaBouHble JaHHbIE 00 AIMHHUCTPALNH

CnpaBouHble JaHHbIE 00 AJIMHHHMCTPAIMU YKa3bIBAIOTCS B OJlaHKaxX MUCEM U
BKJIIOHAIOT B ce0s MOYTOBBIA ajgpec, HoMep TenedoHa, gakca, odpuuanbHbBIN anpec
3NIEKTPOHHON T1ouThl, HHTepHeT-aapec JIpYTHE CBEJIEHUS TI0 YCMOTPEHHUIO
UCIOJIHUTENLHOTO OpraHa MECTHOT'O CaMOYTPABICHUS.

Bua noxymenra

HaumenoBanue Buja uznasaemoro jgokymenrta ( [IPOTOKOJIL, AKT) Bkirovaercs
B OJJaHK COOTBETCTBYIOLIETO BUIA JOKYMEHTOB MJIM YKa3bIBACTCSA COCTABUTEIEM IPHU
NOJArOTOBKE JOKYMEHTA.

HaumeHnoBaHue Buia M pa3HOBU/IHOCTH JJOKYMEHTA HE YKA3bIBAE€TCS B MHUChMax.

MecTo cocTaBjieHHs (H3IaHUA) TOKYMEHTA

Mecto cocrtaBineHusi win u3gaHus aokymeHta (r. KapaOynak) ykaswiBaeTcs B
OlaHKax TOKYMEHTOB AJIMUHHUCTpAIMH 32 UCKITIOUEHUEM OJTaHKOB MTHCEM.



Jara 1oKkyMeHTa

JaToif JokymMeHTa SIBISieTCs JaTa ero MoAnucaHus ( pacropsKeHHsl, MUChMA,
TOKJIAJHbIC, CIIY)KCOHBIC 3amUCKH, aKThl W Jp.), YTBEPXKACHUA (MHCTPYKIUA,
MOJIOKEHUE, TIPABUIIA, PEIVIAMEHT, IUIaH, OTYET U Jp.), COObITUSA, 3a)MKCUPOBAHHOTO B
JIOKyMEHTE (IMPOTOKON).

Jata MOKyMEHTa MPOCTaBISETCA NOLKHOCTHBIM JIMILIOM, MOJNUCHIBAIOIIUM WJIH
YTBEPKJAIOIMM JJOKYMEHT, HJIM OOIIKUM OT/AEIOM NPH PETUCTPALMU JOKYMEHTA, WU
HEMOCPECTBEHHO COCTABUTEIEM MPU MOJArOTOBKE TOKYMEHTA (JOKIIaIHAs, CIIyKeOHas
3aIMCcKa, 3asiBIICHUE | JIP. ).

JlaToii moKyMeHTa, W3[1aBaeMOTO COBMECTHO JBYMS WJIM 0OoJjiee opraHaMu
yIpaBJICHUS, ABJISETCA JaTa 00Jee MO3qHEH MOITUCH.

Haty  pgokymenta odopmisitoT  apaOckuMu  uuppamMd B CleAyHOIIeH
HOCIIEI0BATENBHOCTH: AEHb MEcsa, Mecsl, rof. Jlenb mecsna u Mecsl o(opMISIOT
JIByMs1 apaMH apaOCKux 1udp, pa3aeleHHbIMU TOYKOH; IOl — YEThIPbMs apaOCKUMHM
nudpamu: 18.01.2015.

JonyckaeTcs cinoBecHO-LU(poBOil crmocod odopmieHus aaTel, Hanpumep: 18
ssuBapst 2015 r.

PBI‘]/ICTpalI]fIOHH bl HOMEP NOKYMEHTA

PerucrpallioHHBIM HOMEpP JOKYMEHTa IMPOCTABJISETCS B COOTBETCTBUHU C
CUCTEMOH PErucTpaluu, IPUHATON B AIMUHUCTPALIHH.

PeructpaliMOHHBIII HOMEpP MPUCBAMBAETCS JOKYMEHTY IMOCJIE €ro MOANMMCaHMs
(YTBEpXKICHHS).

PeructpalluoHHBIM HOMEp MOKYMEHTA, HW3JAHHOTO COBMECTHO, COCTOUT U3
pa3/ielIeHHbIX  KOCOM  4YepTOM  PErucTpalMOHHBIX  HOMEPOB,  IPHUCBOEHHBIX
OpraHu3alysIMH - aBTOPaMu JOKYMEHTa M PACIOJIOKEHHBIX B IMOCIEHOBATEIbLHOCTH,
COOTBETCTBYIOIIIEH 0003HAUEHHIO HAMMEHOBAHUI OpraHM3alliil B 3ar0JIOBOYHON 4acTH
JIOKYMEHTA.

Ccplika Ha MCXOSIIIMI HOMEP H 1aTy J0OKYMEHTAa

Ccbllka Ha MCXOAAIIMM  PETUCTPAIMOHHBI HOMEpP M JaTry JOKyMEHTa
BKJIIOYAETCSl B COCTaB PEKBU3MTOB Oli 5, mHcbMa. CcblUIKa Ha PErdcTpaliMOHHBIN
HOMEp U JaTy AOKYMEHTA MPOCTAaBIAC1Cx MCIOIHUTEIEM IMPU MOATOTOBKE MHUCHMAa-
OTBETA.

Anpecar

JIoKyMeHTBI aapecylOT B OpraHbl BJIACTH, OPraHU3alUsiM, TOJDKHOCTHBIM JIUIAM,
CTPYKTYPHBIM MOJPa3/IeICHUAM, TPAXK/IaHaAM.

[Tpu ampecoBaHHMM JOKYMEHTA B OpPraH BIACTH, OPTaHM3AIMIO WK CTPYKTYPHOE
nojipaznienenue (0e3 ykazaHHs JOJDKHOCTHOTO JIMIA) UX HAMMEHOBAHUS THUIIYTCS B
UMEHUTEIBHOM MaJIeKe, HAIIPUMED:

MUHUCTEPCTBO KYJIbTYpbl
PecnyOnuku Uuryierus



U1

ITpaBHuTENBCTBO
Poccuiickon @enepanuu

Hemnaprament
JEI0NPOU3BOCTBA H apXUBa

IIpy agpecoBaHMM JOKYMEHTAa PYKOBOJMTEIIO OpraHu3alii HauMEHOBaHUE
OpraHu3alii BXOJMT B COCTAaB HAMMEHOBAHUS JOKHOCTHU ajpecara, HAMMEHOBAHUE
JIOJIPKHOCTH YKa3bIBa€TCs B IATEIIBHOM MaJIexke, HapuMep:

PykoBogutento Pecrybnukanckoro
areHTCTBA 110 JieJlaM CEMbHU U JIeTEH
N.O. ®amunus

B pexBusute "Anpecar" nomyckaeTcss HCHOAb30BaTh O(MUIIMAILHO MPUHATHIC
COKpAILlEHHbIC HAUMEHOBAHHS OPraHOB I'OCYJapCTBEHHOMN BIIACTH, OPraHOB MECTHOIO
CaMOYIIPABJICHHUsI, OpraHU3aH.

[TouroBblii aapec B cocraBe pekBu3uTa "Anpecar’  yKasplBaeTcs B
MOCJIEIOBATENILHOCTH, YCTAaHOBJIEHHOW [IpaBuiaMu oka3aHusi yCIIyr MOYTOBOM CBSI3U
(yTB. moctanosnenueM [IpaButensctBa Poccuiickoit @eneparum ot 15.04.2005 Ne 221
"O6 yrtBepikneHuu [IpaBun oxazanus ycayr nouytoBoi cBa3u"' (CoOpanue
3akoHoJaTenbeTBa Poccuiickoit @enepanuu, 2005, Ne 17, ct. 1556).

[TouroBblii agpec He yKa3bIBaeTCsl B JOKYMEHTax, HampasiiieMblX B Haponnoe

CoOpanue  PeciyOnmku  Hurymerus, ['maBe  PecmyOmuku — Wurymerus,
UCTMIOJIHUTENIbHBIE OpraHbl TocyJapcTBeHHOM Biactu PecmyOnuku WHrymerus,
TEPPUTOPUAIBbHBIE OpraHbl  (pe/lepajlbHOr0 OpraHa HMCHOJHUTEIBHOM BJIAcCTH B
Pecniy6imke MHTy1eTHsI, MOCTOSIHHBIM KONNECTIOHIEHTaM.

IIpu aapeCOBAHUH TOKYMEHTA OIK HOMY JIMIly UHUIUAIbl CTABATCA IEPEL
(hamuIMel, Ipu apecOBAaHUH YaCTHOMY JIUILY — Ioce (paMHUIIUU.

Crpokn pexsusuta "Azapecar" LEHTPYIOTCS OTHOCHUTEIBHO CaMOW JJIMHHOM
CTPOKH HJIH BEIPABHUBAIOTCS 110 JIEBOMY Kpalo.

HanmenoBanue 10KyMeHTa

HaumeHoBaHMe JIOKyMEHTa — KpaTKO€ COJIep)KaHUE (3aroloBOK K TEKCTY)
JIOKYMEHTA - COCTaBJISCTCS KO BCEM JOKYMEHTaM, 3a UCKIIOYCHHEM JIOKYMEHTOB,
UMCIOITUX TEKCT HeOOobIIOro oobema (110 4-5 cTpok).

3aroj0BOK K TEKCTY JOKYMEHTa JIOJDKEH OBITh KpPAaTKHM, TOYHO IMepeaaBaTh
COJIEpP)KaHUE TOKYMEHTA. 3aroJIOBOK K TEKCTY COIJIACOBBIBACTCH C HAaUMCHOBAHHEM
BHJIA JIOKYMEHTA.

Hanpumep:



Pacniopsizxkenue (o yem?) O6 yrBep:kieHun [lonoxxkeHus 0 3alMTe NEPCOHATBHBIX
JTAHHBIX MYHUIMIIAIBHBIX CIYXKalTUX

[Tucbmo (0 uem?) OO oka3aHUU KOHCYJBTATUBHON MTOMOIIH

[TpaBuna (dyero?) BHyTPEHHETO TPYAOBOIO PaCHoOpsiJIKa.

3aro/I0BOK COCTaBIISAETCSA UCIIOIHUTENIEM, TOTOBALIMM IIPOEKT TOKYMEHTA.

3arojI0BOK K TEKCTY O(OpMIISIETCSI 1T0/I PEKBU3HTAMU OJIaHKA. 3aroJIOBOK K TEKCTY
MOJKET 3aHUMath 4-5 cTpok no 28-30 3HaKoB B cTpoke. B mpoekTax HOpMaTHBHBIX
IPaBOBbIX AKTOB 3arojIOBOK K TEKCTY OQOpMISIETCs MO IIMPUHE CTPaHMIIBI Hajl
TEKCTOM LIECHTPOBAHHBIM CIIOCOOOM.

Texkcr H0OKyMeHTa

B AnMuHUCTpauuum  JOKYMEHTBI COCTaBJISIFOTCS HAa PYCCKOM S3BIKE Kak
rocyaapctBeHHOM a3bike PecnyOnmuku HMurymerus. TekcT mokyMeHTa wu3naraercs
PYCCKMM JIUTEPATYPHBIM SI3BIKOM C YYE€TOM OCOOEHHOCTEH O(HIIMaIBHO-IEI0BOIO
CTWIA, BUJA JOKYMEHTAa M €r0 Ha3HAYEHHS B YIPABICHYECKOU EeATEIbHOCTH.
ConepkaHue JOKYMEHTa JIOJKHO ObITh U3JI0KEHO KPATKO, JIOTUYHO, TOUHO H SICHO.

TekcThl JOKYMEHTOB U3J1aratoTcs OT:

1-ro nuua eAMHCTBEHHOr0 YKCIIa: TOATOTOBUTE U MPEACTABUTH HA PACCMOTPEHHUE;
IPOIIY PaCCMOTPETh BOIPOC 00 YCTAHOBJICHUH JIbIOTHBIX TapU(OB...;

3-ro juua enuHcTBeHHOro uumcna: ..OMC «Apamunuctpaims r.Kapabynak
NOCTAHOBJISAET...; ...KOJUIETMSI TOCTAaHOBMJA...; AJIMHHUCTpalMs HE  CUUTAET
BO3MOXHBIM...;

I-ro MA@ MHOXECTBEHHOIO YMCJIA: IMPOCUM MPEACTABUTH JIAHHBIE O...;
NPE/ACTABIsIEM Ha PACCMOTPEHHE M YTBEPXKJICHHE...;, B MPOTOKOJAX: CIYyIIAJIH...;
BBICTYIIHJIN...; PEIIUIHN (ITOCTAHOBUIIH).

B cOBMECTHBIX JIOKYMEHTaX TEKCT M3J1araloT OT MEPBOro JIMIAa MHOKECTBEHHOTO
quCa: MPUKA3bIBAEM..., PEIIIIIH. . .

B Tekcrax HOPMAaTHMBHBIX MPABOBBIX AKTOB HMCIOJB3YIOTCS TJarojisl B (popme
HACTOSILIET0 BPEMEHHU, NMIPUIAIOIINE TEKCTY MPEANUCHIBAIONINIT XapaKTep, HAIPUMED:

"Buza BKJIIOUaeT B ce0s HaMMEH~""""Me€ JIOJGKHOCTH PYKOBOJMTENSI OpraHa
(BE€OMCTBA) WUJIM €0 3aMECTUTEIS] U JIH Sj 1 IOJUTUCH BU3UPYIOLLETO, pacliu(ppoOBKY
MOJMMUCH U JaTy';

"HopmaTuBHBIE mpeAnucaHusi O(QOpMISIOTCS B BHJE ITYHKTOB, KOTOpBIE
HYMEPYIOTCS apadCKuMu U paMu ¢ TOYKOM U 3aT0JI0BKOB HE UMEIOT".

B Tekcre noKymeHTa, MOATOTOBIEHHOIO Ha OCHOBAHMM 3aKOHOJATE/IbHBIX, MHBIX
HOPMATUBHBIX TMPABOBBIX aKTOB, HW3JaHHBIX OpraHaMH BIACTH W YIpPaBJIECHHS,
JIOKYMEHTOB, paHEE U3JaHHBIX OPraHOM BJIACTU — aBTOPOM JIOKYMEHTA, YKa3bIBACTCA
HaMMEHOBaHME BHJA JIOKYMEHTA, HAUMEHOBAHME OpraHa, U3/1aBIIErO JOKYMEHT, JaTa
OPUHATHA WM YTBEPKIACHUA AOKYMEHTA, €r0 PErHMCTPALMOHHBIM HOMEp, a TaKkKe
3aroJI0OBOK JJOKYMEHTA, 3aKJIIOUEHHBIM B KaBBIUKH, HAIIPUMED:

"B coorBercTBUM ¢ mocTaHoBiieHueM [IpaButenbctBa Pecnybnuku Murymerus
"O0 yrBepknenuu [lpaBun nenonpou3BOACTBA B MCIOJHUTEIBHBIX — OpraHax
rocyjapcrseHHoi Biactu PecniyOnuku Muarymerus...";

"B coorBerctBuu ¢ IlonoxkeHneM O MOCTOAHHO ACHCTBYIOLIEH JKCIIEPTHOM
KOMHMCCHUU YUYPEXKJEHHs, OpraHu3allid, NPEANpPUITUs, YTBEPKICHHOM MPUKA30M
PocapxuBa ot 19 siuBapst 1995 . Ne 2...".



Ecau TekeT cOAEPKUT HECKOJIBKO MOPYUYEHHH, PEIIEHHH, BBIBOJIOB U JIP. B TEKCTE
BBIJICTISIIOTCS Pa3/1€ibl, OAPA3IEIbl, IYHKTHI, MOMTYHKTHIL

B TekcT moKyMeHTa MOTYT BKIIIOUaThCsl (PparMeHThl, O(OpPMIIEHHBIE B BH/E
TaOJIUIIBI UK aHKETHI.

CtpaHHUIIBI TEKCTA HYMEPYIOTCSA apaOCKUMHU LIU(PpaMu B MPABOM HUIKHEM YTIIY.

OTMeTKa 0 HAJTMYHMH NPUJIOKEH U

OtMmeTKa © HATUYHUH NPHWJIOKEHUH HUCHOJB3YyeTCsl IPH  O(POpMIIEHUN
COMPOBOAMTEILHBIX MUCEM W MPUIIOKEHUH K TPUKa3aM, PacropsLKCHUSM, TUIaHaM,
nporpaMmam, 0OT4eTaM, JJOrOBOPaM, MOJOKECHUIM, ITPaBUIaM, MHCTPYKIIMAM U JIPYTHUM
JIOKyMEHTaM.

B compoBoaMTENbHBIX MHChbMax OTMETKA O MPHIOKEHUH OGhOpPMISIETCS MO
TEKCTOM IHUCbMa OT TpaHUllbl JIEBOro moJid. Eciaum npunokeHue Ha3BaHO B TEKCTE
NUChMa, B OTMETKE O MPUIIOKEHUH YKa3bIBAETCS KOJUYECTBO JIMCTOB U KOJIUYECTBO
HK3EMILIAPOB MPUIOKECHHU:

[Tpunoxenue: Ha 3 1. B 1 9K3.

HpH HAaIM4YHMH HCCKOJIBKHX IIpI/I.IIO}KeHl/Iﬁ B OTMCTKC O IIPHIOXKCHHH OHH
HYMCPYIOTCsl, YKa3bIBalOTCsA HAWUMCHOBAHUS KaXKJA0OI0 TIPHUIIOKCHHA, KOJIUYCCTBO
JIMCTOB H KOJIHYCCTBO 3K3CMILIIAPOB:

[Tpunoxenue: 1. 3aknroueHne Ha IPOEKT ... HA 3 J1. B 2 3K3.
2. Cnpaska o jopabotke ... Ha 2 1. B 1 3K3.

Ecnu npuiiosxeHust cOpOIIOPOBaHbI, TO KOJIUYECTBO JTUCTOB HE YKA3bIBAETCS.
Eciu npunokeHue HampapisiOT HE BO BCE yKa3aHHBIC B JIOKyMEHTE ajpeca, TO
OTMETKY O €r0 HATHYHUU OPOPMIISIOT CJICTYIONIMM 00pa3oM:
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[Tpunoxenue: Ha 3 J1. B 1 3K3. TOJILKO B IIEPBBIN ajpec.

Ecnu npuinoxeHUsS MU K CONMPOBOAUTEILHOMY MUCHMY SBISIOTCS JOKYMEHTHI,
coJiepkanire MHQOPMaIMI0 KOHPHIEHIIUAIBHOTO XapaKTepa, HalpuMep, CIyKeOHyIo
TalHy, OTMETKA O MPUJIOKEHUHU 0(POPMIIIETCS CJICAYIOIIUM 00pa3oM:

[Tpunoxenue: CripaBka O HEIUIATEKECITOCOOHBIX MPEANPUATHSIX, IS CITYKeO0HOTO
noab3oBanus, per. Ne 26-ncm, Ha 2 1. B 1 2Kk3.

Ha npunoxeHusax cnopaBOYHOTO XapakTepa K pacloOpsDKEHUAM, IpaBUJIaM,
UHCTPYKLMSIM, TOJOXEHUsIM, IUIaHaM, T@porpaMmaM, JIOTOBOpaM H  JAPYTUM
JIOKYMEHTaM OTMETKa O MPHJIOKEHUU NPOCTABIISETCSA HA EPBOM JIUCTE MPUIIOKEHUS B
IpaBOM BepxHeM yray. FEciu nOpuioKeHWil HECKOIbKO, OHU HYMEpPYIOTCS
(ITpunosxenue Ne 1, [Tpunosxkenue Ne 2). Ecnu npuiioKeHHe 0JIHO, OHO HE HYMEpYEeTCs.
B oTMeTKe 0 MpUIOXKEHUH YKA3bIBAETCS HAUMEHOBAHUE BHAAa OCHOBHOIO JOKYMEHTA,
€ro JaTta U HOMep:



[Tpunoxenue Ne 1
K Pacnopspkenuto A IMUHHCTpaLuu
ot 15.03.2015 Ne 35

Ecnu npunoxxkenuem K JOKYMEHTY (Hampumep, K TMpUKa3y) SABISETCS
YTBEPKIAEMBbIN JIOKYMEHT (MOJI0KEHUE, MpaBuiia, HHCTPYKIIUS, pErIaMeHT U Jp.), B
BEPXHEM TMPAaBOM YIJIy IPOCTABIACTCS OTMETKAa O MPWIOKEHUHU, HIDKE — Trpud
YTBEP:KJIEHHUs JJOKYMEHTa, HalpuMep:

ITpunoxenue Ne 2
YTBEPXJIEHO
Pacnopspxennem AIMUHUCTpALIUH
ot 12.11.2015 Ne 125

I'pu¢ cornacoBanus

CorslacoBaHue IMpOEKTa JIOKYMEHTa C JIDYTUMH TOCYJapCTBEHHBIMU OpraHaMu
BJIACTH M OpraHU3alMsIMH, HUHTEPECHl KOTOPBIX B HEM 3aTParuBalOTCs, OPOPMIISIOTCS
rpudom  cormacoBanusi.  [IpoekT  JTOKymMeHTa  MOXET ObITb  COIJIaCOBaH
HEMOCPEICTBEHHO JOMKHOCTHBIM JIMIIOM, IPOTOKOJIOM KOJUIETHalbHOIO OpraHa WiId
CITy’)kKeOHBIM IMUCHMOM, HaIIPUMEP:

COTI'TACOBAHO
3aMecTuTeNlb MUHUCTPA KYJIbTYPBI
PecnyOnuku Murymerus

[Toamnuce N.0. Gamunus
Jlarta
WA
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COI''TACOBAHO

MUCbMOM MUHKYJIBTYPBI
PecniyOnuku Murymierus
0T 26.09.2009 Ne 01-18/115

['pud cornmacoBanus odopmisiercas mnoa pekBuszutoMm "[loamucs" Ommke K
HUKHEMY IOJII0 JOKYMEHTA.

Ecnu conepxanue JOKyMEHTa 3aTparuBacT MHTEPECHI HECKOJIBKUX OpraHu3aluu,
rpudbl COrNIacOBaHUA MOTYT PacroJiaraTbCsi Ha OTICIBHOM JIMCTE coriacoBanus. Ha
OCHOBHOM JOKYMEHTE B MeCTe, MNPEAYCMOTPEHHOM [UIsl PAacrojoKeHus rpudoB
COIUIaCcOBaHMs, Aenaercs orMmerka "Jlucer cornacoBanus npuiaraercs'.

CornacoBanue JOKyMEHTa OCYIIECTBIISIETCS C:

BBILLIECTOSAIMMH OPTraHaMHU B CIIy4asX, IPEAyCMOTPEHHBIX 3aKOHOIATEIbLCTBOM;

WCIOJIHUTEIbHBIMH  OPraHaMH  rOCYJApCTBEHHOH BracTH  PecnyOnuku
WMHrymerus, iHTEpEChl KOTOPBIX 3aTParuBaeT COJIEPKAHHUE JIOKYMEHTA,

OopraHaMu BJIACTH, OCYIICCTBIISIONIUMU TOCYNapCTBEHHBIN KOHTPOIb (HAA30p) B
OTIpeICIICHHOM 00J1aCTH (PKOJIOTMYECKHIA, MOKAPHBIN U T.I1.);

MOIBEIOMCTBEHHBIMH OpTraHU3AIUSIMHU;



MIPHU HEOOXOIUMOCTH, C OOIIIECTBEHHBIMH OpPraHU3aIHSAMH;

Buza

CornacoBaHue IPOEKTA JOKYMEHTA C JIOJGKHOCTHBIMM JIMIAMH U CIIELHAIIMCTaMK
AnmMuHHuCcTpanuu 0hopMIIeTCS BU3OM.

Buza Bxitouaer B ce0d JIMUHYIO MOJANMKUCH, PACIIU(PPOBKY MOANUCH (MHUIIUAIBI,
dammus) U pary. Ilpu HeoOXOJUMOCTH YyKa3bIBa€TCs HAUMEHOBAHUE JIODKHOCTH
JIM11a, BUSHPYIOLIETO JOKYMEHT, HAIIPUMED:

HavanbHUK 10pUauuecKoOro otTaena Iloanuce HN.0O. Gamunus
Jlarta

Ha nokymeHTax, MOJIMHHUKH KOTOPBIX MOMEIIAIOTCA B JelaAJIMUHUCTPALIHH,
BU3bl MPOCTABJIAIOTCA Ha OOOPOTHON CTOPOHE MOCJIEAHEr0 JUCTa JTOKyMEHTa
(MOCTaHOBJICHUS, PACTIOPSLKCHUS | TIP. ).

B cayxkeOHBIX TMChbMax BU3bl MPOCTABJSIOTCS HA KOMUU JIOKYMEHTA,
MOMEIIAEMON B JCIIOAIMUHUCTPAIIMU, UM Ha 00OPOTHOM CTOPOHE MOCIIEIHErO JTUCTA
NOJUIMHHUKA, €CIM MHUChbMO MEepechulaeTcs ajapecary no (pakCUMHUIBbHOU CBsI3M 0€3
JIOCBLUIIKM TIOJJIMHHUKA 110 T10YTe.

Ha BHyTpeHHMX HH(pOpMaIUOH o NpPaBOYHBIX JIOKYMEHTax (JOKJIaJHbIX,
CIIY)KCOHBIX, aHAIIMTUYCCKUX 3alKMCKaxX, CIpaBKax W Jp.) BU3bl MPOCTABIAIOTCS Ha
JIMIEBOM CTOPOHE TOCIJIEIHEr0 JIUCTA JIOKYMEHTA MO/ MOJIUCKI0, OIUKE K HUKHEMY
TIOJIHO.

Jomnyckaercs monMcTHOE BUSUPOBAHUE JOKYMEHTA U €0 MPUIIOKEHHIA.

[Tpu Hanmuuuu 3aMeuaHuil, 0COOBIX MHEHHUH, JOMOJIHEHUN K MPOEKTY JIOKYMEHTa
BH32 JIOTIOJHAETCSA COOTBETCTBYIOIIMM YKa3aHUEM, HAIPUMED:

Hwmerorcs 3amevanust (CoriaceH ¢ yueToM 3aMeqaHuil U Jip.)
HavanbHuK oT/ena apXUTEKTYPhl U TPaJIOCTPOUTENILCTBA
Iloanuce H.0O. Gamunus

Jara

BHMGT-IE[HHE, MHCHHS O IIPOCKTC JOKYMCHTaA O(I)OpMIlSIl-OTCH Ha OTACIABHOM JIHCTC U
nepeaarnTCAa HCIIOJTHUTCITIO.

IMoanmuck MOIKHOCTHOIO JIMIA

B coctaB moamucu BXOOAT: HAaMMEHOBAaHUE NODKHOCTH JIMLA, MOMUCABIIETO
JIOKYMEHT (TP UCIOJIh30BAHUU JIOJKHOCTHOTO OJIaHKa HAUMEHOBAHHE JIOJIKHOCTH HE
yKa3bIBaeTCs ), TMYHAS MMOAMUCH U €€ paciiu(poBKa (MHUIMAIBI U (haMUITus).

Hanpumep:

['11aBa ropo/ickoro okpyra IToamuce N.0O. ®amuius

He pnonyckaercs noanuceiBarh JOKYMEHTHI ¢ mnpemjiorom  "3a"  wi
IIPOCTABJIEHUEM KOCOM UepThI MEPE]] HAUMEHOBAHUEM JIOJIZKHOCTH. ECiu JOIKHOCTHOE
JIUIO, MOJAMUCH KOTOpOoro oopmiIeHa Ha MPOEKTE JOKYMEHTA, OTCYTCTBYET, TOKYMEHT
NOJIMHUCHIBAET 3aMECTUTENb  PYKOBOJMTENS, MMEIOMMH MpaBO  IOIUCHIBATH



JIOKYMEHTBI 3a PYKOBOJUTENS,, WM HMHOE JIOJKHOCTHOE JIMIIO, MMEIOLIEE IPaBo
NOJIMKUCH B COOTBETCTBHH C PACIOPSIKCHUEM O paCIpeeICHUH 0053aHHOCTEH, MpU
TOM YKa3bIBaeTCs (pakTUUecKas JOJKHOCTh JIMIA, MOAMUCABLIEr0 JOKYMEHT, U €ro
damrummst. McripaBiieHUs: B MOTOTOBJICHHBIH JJOKYMEHT MOTYT OBITh BHECEHBI OT PYKH
JIULIOM, TTOJMUCHIBAIOIINUM JOKYMEHT.

IIpy TmognmucaHWM  JOKYMEHTa JIMIIOM, B COOTBETCTBHH C TNPHKA30M
UCTIOJTHAIONIUM O00S3aHHOCTH BPEMEHHO OTCYTCTBYIOIIETO PYKOBOIUTENS (OTMYCK,
0051€3Hb, KOMaH/IMPOBKA), MOITUCH 0(hOPMIISIETCS CIETYIOIIMM 00pa3oMm:

N.o. I'maBbl aAMUHUCTpAIIMH IToxnuchk H.0O. ®amunus

[Ipu noanucaHuu 1OKyMEHTa HECKC """ IMH JIOJKHOCTHBIMHU JIULAMH UX TOAMHCH
pacrnoJiararoT OJIHy O]l IPyroil B MOCJE, ;|  TEJIbHOCTH, COOTBETCTBYIOLIEN HEPAPXHUH
JTOIKHOCTCH.

[Ipu nognucaHMyu NOKYMEHTAa HECKOJbKUMH JIMIIAMHU, PAaBHBIMU MO AOJKHOCTH,
HO TIPEJICTABISIONIMMH Pa3Hble OpraHbl, MOAIMMCH paciojiaraloT Ha OJTHOM YPOBHE.

I'pud yreepxkaenus

I'pud yTBepikaeHHs NPOCTABIAETCA B BEPXHEM IIPaBOM YIIy [OKYMEHTa,
Harpumep:

YTBEPXJAIO

I'naBa I'opojickoro okpyra
Kapabynaxk

[lonnucs  W.O. @amunus

Hata

[Ipu yTBEpk)AEHUH NOKYMEHTa MPUKA30M TpU( YTBEP)KIEHHSI COCTOUT U3 CIIOB
YTBEPXJEHO, cormacoBaHHOTO B poOJA€ M YHCIE€ C BHUIOM YTBEPXKIAEMOIO
JIOKYMEHTa, HAUMEHOBaHUs BHWJA JOKYMEHTa B TBOPUTEIBHOM I1aJIekKe, €ro Jarsl U
HOMEpA, HalIpUMED:

YTBEPXJIEHO
Pacnopszxkenuem OMC
«Anmunuctpanus r.Kapadymnax»
ot 15.04.2009 Ne 65

OTTHCK TeYaTu

[lewatp  sABAACTCA  CHOOCOOOM  TOATBEPXKACHHSA  IMOMJIMHHOCTH  IMOAIHCH
JIOJDKHOCTHOTO JIMIIa Ha JoKyMeHTe. IledaTh CTaBUTCS Ha JIOKYMEHTaX B CIydasx,
NPEAYCMOTPEHHBIX 3aKOHOJATEIBHBIMA WJIM WHBIMH HOPMATHBHBIMH ITPABOBBIMU
aktamu. [leuaTh cTaBUTCS Ha CBOOOJHOM OT TEKCTAa MECTE, HE 3aXBaThiBas JIMYHOM
HOJMKCH JIOJDKHOCTHOTO JtMia. [leuyaTh MOXET 3aXBarhlBaTh 4acTh HAHMMEHOBAHUsI
JIOJKHOCTH JIULIA, TIOJITUCABILETO JIOKYMEHT.

B nokymeHTax, MOArOTOBICHHBIX HAa OCHOBE YHU(HUIIMPOBAHHBIX (OpM, Ie4aTh
CTaBUTCS B MecTe, 0003HaueHHOM oTMeTKOH "MIT" miu uHbIM 00pa3oM.



OrMmeTKa 0 3ABECPCHHUH KOIIHH

Jnsi  CcBUJETENBCTBOBAHUS BEPHOCTH KOMHUM  (BBIMMCKU U3 JIOKYMEHTA)
NOJJTMHHUKY JOKYMEHTa Ha MOCJECIHEM JIUCTE KOMHHU (BBIMUCKU M3 JOKYMEHTA), Ha
CBOOOJTHOM MECTE IMOJI TeKCTOM odopMisieTcss pekBU3UT "OTMeTKa O 3aBEepEeHUHU
KONuM', BKIIOYAIOIIMKM YyKa3aHME O MECT€ HaxXOXKICHHsS IIOIJIMHHMKA [TOKYMEHTA,
cioB0 "BepHO", HaMMeHOBaHWE JOJDKHOCTH JIWIA, 3aBEPHUBLIETO KOMHIO;, JIHUYHYIO
NOJIMKUCh, PAcIU(PpPOBKY MONMUCH, NATy 3aBEPEHUsA; MedaTh (IPU MPEACTaBICHUU
KOIWH WM BBIMTUCKU U3 JOKYMEHTA B JIPVIVI) OPTaHU3AIUIO), HAIPUMED:

86

Toonunnux ookymenma naxooumcs 6 oene (HaumeHosanue opeana eiacmu) Ne
3a

Bepno
Beoywuii cneyuanucm Toonuco H.0. Damunus
Hama Ieuams

Jluctel MHOTOCTpaHMYHBIX KOMHMH (BBIMUCOK W3 JIOKYMEHTa) HYMEPYHOTCH,
OTMETKA O 3aBEPEHUM KONUHU JOMOJIHAETCA YKAa3aHMEM KOJIMYECTBA JIUCTOB KOMUHU
(BBIMUCKHU M3 JIOKyMeHTa): "Beero B konuu  11.". Jlonyckaercst 3aBepsaTh OTMETKOM
"BepHo" KaIbli JINCT MHOTOCTPAaHUYHON KOIUU TOKYMEHTA.

OtrMeTKa 00 HCITIOJIHUTEJIE

OtmeTka 00 MCIOJHHUTENE JIOKYMEHTa TMPOCTABIISIETCS B JIEBOM HH)KHEM YTIIy
JUIEBON WJIH 0OOPOTHON CTOPOHBI MOCIEAHErO JIUCTA JOKYMEHTA.

OTMeTKa BKIHOYAET MHUIMANIBI, (PaMUIIUIO UCTIOJIHUTENSI U HOMEp €ro TenedoHa,
HaIlpuMep:

[1.0. Pycnanos
21-37-29

OrMerka 00 UCHOJHHUTENE MOXKET JIONOJHATHCS YKa3aHUEM JIOJDKHOCTH
UCIIOJIHUTEJIS ¢ YKa3aHUEM CTPYKTYPHOTO MOAPA3ACICHHUS.

B jgokymeHTax, wuMermuX Trpud KOH(PUIECHIMATBHOCTH, OTMETKa 00
UCTIOJTHUTEJIC TPOCTABIACTCA Ha 00OpOTE MOCIEAHErO JIMCTa KaKIOro JK3eMILIApa
JIOKyMEHTa M BKJIOYACT B ce0s yKazaHHE KOJUYECTBA OTICYATAHHBIX HK3EMIUIIPOB,
(haMIIUIO UCTIOHUTENS, CBOIO (PAMUITUIO U JIaTy TIeYaTaHUs JOKYMEHTA.

Ykazanusi 0o HCOJTHEHHIO JOKYMCECHTA

VKazaHus 1O UCIOJHEHHIO JOKyYMEHTa — pe3oonus  odopmMisiercs
HEMOCPE/ICTBEHHO HA JJOKYMEHTE (B 3ar0JIOBOYHOM 4acTH JJOKYMEHTA).

Vka3zaHusi 10 HCIOJIHEHHIO BKJIFOYAKOT (aMUIIMK, WHUIHMAIBl WCIIOJIHUTEIIEH,
colepKaHue TMOpydeHUs (Mpu HEOOXOIUMOCTH), CPOK HCIIOJHEHHS, TMOIIMUCH
PYKOBOJIUTEIIS U JIATY, HAIIPUMED:

baraesoit H.B., Anekceery H.A.



[Ipomry moAroTOBUTH MPOEKT
JIOroBOpa

k 05.12.2009

ITopnuce

JHata

OTMeTKa 0 MOCTYIJIEHHH TOKYMEHTA

OTMmeTKa 0 MOCTYIUIEHUM JOKYMEHTa B AJIMUHUCTPALMIO COJAEPKUT OUEPETHOU
NOPSIKOBBIA HOMEpP U JATy MOCTYIUICHUS JOKYMEHTa (Ipu HEOOXOAMMOCTH, Yachl U
MUHYTBI).

Honyckaercst OTMETKY O IMOCTYILIEHHH JIOKYMEHTA MPOCTABIATH B BUJIE [ITAMIIA.

OTMmeTKa 0 KOHPUAECHUIHATBHOCTH

OTMeTka 0 KOH(PUICHIIMAIIBHOCTH MPOCTABIIAETCS HA JOKYMEHTAX, COJIEPKAIIUX
uHDOpPMAIMIO, OTHOCUMYK K  CIY)KEOHOW TalHe WJIM K HMHOMY BHIY
koHbuneHuuanbHoi undopmaru (Ykaz [lpesunenra Poccuiickoit @enepamuu ot 6
Mapta 1997 roga Ne 188 "OO0 yTBepkJAeHUU NEpPEeUHs CBEICHUN KOH(UICHIIMATIBHOTO
xapakrepa" (¢ u3Mm. or 23.09.2005). B coorBerctBuM ¢ [lonokeHuem o mopsijke
oOpanieHusi co ciy;keOHOM MH(pOpMalMedl OrpaHMYEHHOr0 PACHpPOCTPAHEHUS B
UCIIOJTHUTENLHBIX OpraHax TroCyJapCTBEHHOW BIACTU (YTB. IIOCTaHOBICHHEM
[TpaButenscTBa Poccuiickoit @enepauun ot 3 HosaOpst 1994 1. Ne 1233 (CobOpanue
3akoHonaTenbcTBa Poccuiickoit deneparuu, 2005, Ne 30 (u. II), ct. 3165) orMeTka o
KOH(MUICHIIMATBHOCTH Ha JOKYMEHTaX, COJACpKaluMX HH(OpPMAIUI0, OTHOCUMYIO K
cnykeOHoM TaiiHe, umeeT BUJ "JJist ciy:KeOHOT0 1M0JIhb30BaHus ",

OTMeTKa MPOCTABISETCA B BEPXHEM IMPaBOM YIJIy IMEPBOrO JIMCTAa JOKYMEHTa U
MOXET JOMOJTHATHCS YKAa3aHUEM HOMEPA SK3EMILISIpa TOKYMEHTA.



OMC «Anmunuctpanust r.Kapabymnak»

HOMEHKJIATYPA JAEJI

Ne

(MeCTO COCTaBJIEHHSI)

Mpunoxkenne Ne 9

K MHCTpYKIIMH MO 1eT0TIPOU3BOICTBY
OMC «Anmunuctpanus r.Kapabynak»

YTBEpKIECHO

Pacnopsokennem OMC
«AJIMUHUCTpAIUS
r.KapaOymnak» ot

Ha ron
MHupek | 3aronoBok jaena Kon-Bo nen Cpok xpaHeHHs
& (Toma, "acTeii) (TOMOB, nena (Toma, 4acTu) [Ipumeuanue
aena qacTei) 1 NeNe crareit 1o
NEPEUHIO
1 2 3 4 3
HaszBanue paznena
COI''TACOBAHO

Ynpasistiionuii 1enamu

Jlarta

HauanpHuk oTaclHa apxuBa 1

IMOX03AMCTBEHHOI'O yducTa

JlaTa

IMonnuce

ITonnuce

Pacummdposka noanucu

Pacmmdposka noanucu




Hrorosas 3anuch 0 KaTeropusx U KOJI-Be JIell, 3aBE/ICHHBIX B rojly B
OMC «Anmunucrpanus r.Kapadynak»

ITo cpokam xpaHeHus Bcero B Tom uucne:
MEePEXOIAIINX C OTMETKOIA
IISHKH
| 2 3 4
[locTtognHOTO

Bpemennoro (cBeime 10 ner)

Bpemennoro (10 10 jeT BKIHOYUTEIBHO)

HUTOI'O:

Ypapiastonui genamu IO ITHCH Pacmmdpoka nojanucu
Jlarta

DopMa HOMEHKJIATYPHI el
OMC «Aamunucrpauus r.Kapadyaax»



[Mpunoxenue Ne 10
K MHCTpYKIIMH MO 1eT0TIPOU3BOICTBY
OMC «Anmunuctpanus r.Kapabynak»

D .Ne
Orm.Ne
JI.Ne

(HaumeHnoBanue MyHULIMNalIbHOTO apxuBa r.Kapabynak)

(OMC «Anmunuctpanus r.Kapadymnaky)

JIEJIO Ne TOM Ne

(3arosoBoK Jiena)

(Kpaiinue nater)

Ha JIMCT
XpaHUTh

dD. Ne

Orm. Ne

JI. Ne

DopMa 00J10KKH 1eJ1a IOCTOSTHHOIO U BpeMeHHOT0 (cBbiule 10 j1er) XxpaHeHus



[Mpunoxenue Ne 11
K MHCTpYKIIMH MO 1eT0TIPOU3BOICTBY
OMC «Anmunuctpanus r.Kapabynak»

JIMCT-3ABEPUTEJIb JEJIA Ne

B nene noammTo u MpoHyMepOBaHO
mucT(oB),

(urdpamMu ¥ MPOITUCHIO)
B TOM YHCJIC:
JUTEPHBIC HOMEPA JINCTOB

NPOMYIIEHHbIE HOMEpA JTUCTOB
+ JIMCTOB BHYTPEHHEH OMUCH

OcobeHHoCcTH (PU3UUECKOTO COCTOSIHUA U (POPMUPOBAHUS Howmepa nuctoB
nena
1 2

HaumenoBaHue JIOJKHOCTH
paboTHUKA [loanuce Pacumdposka
NOJIMTHUCH

Jlata

dopmat A4 (210x297 Mm)

tl)opma JUCTA-3aBCPUTCIA J1e]Ia



[Mpunoxenue No 12
K MHCTpYKIIMH MO 1eT0TIPOU3BOICTBY
OMC «Anmunuctpanus r.Kapabynak»

BHYTPEHHAA OITUCH

AOKYMEHTOB j1eja Ne

Ne Nupexc Harta 3aroJIoBOK Howmepa imuctos | Ilpumeuanue
I.0. | JOKYMEHTa | JOKYMEHTa | JOKYMEHTa nena
| 2 3 4 5 6
Hroro JIOKYMEHTOB

(tdppamMut U IPOTTUCHIO)

KomuuecTBo 1HCTOB BH}/TpGHHeﬁ OIMIHCH

(uudpamMu ¥ MPOTTUCHIO)

HanmeHoBaHME T0KHOCTH

JIM1A, COCTABUBIIETO BHYTPEHHIOIO

ONHUCh JOKYMEHTOB Jeia [Hoanuce Pacmmdporka
NOANUCH

Jlarta

dopmat A4 (210x297 mm)

dopMa BHYTPEHHEH OMMUCH JOKYMEHTOB JieJia



[Ipunoxenue Ne 13
K MHCTpyKIHK [0 1@/10TIPOU3BOCTBY
OMC «Anmunuctpanus r.Kapabynak»

(OMC «Anmunuctpanus r.KapaOymak»)

(HaumeHoBaHME CTPYKTYPHOTO MOAPA3ACICHUSA )

YTBEPX/IAIO

HaumenoBaHue JOIKHOCTH
PYKOBOJMTENSI CTPYKTYPHOIO
MoApa3aeiicHuA

[Tonnuck Pactmdposka

MOAIUCH
Jlata

OITUCDH Ne

No  |Mupexc nena| 3aroinoBok Kpaitnue | Komunuects | Cpox | [Ipumeuan

ILIL. nena J1aThbl 0 XpaHEeHU ue

JIMCTOB A
1 2 3 4 d 6 7
HazBanue paznena
B nannyro onuch BHECEHO
el.Xp.

c Ne o Ne

(tmdppamMut ¥ IPOTIMCHIO)

B TOM YHCIIC:

JIUTCPHBIC HOMCpA:

IMMpOIMYLUICHHBIC HOMCECpA:

®opma onMcH J1eJ1 MOCTOSTHHOT0, BpeMeHHOTro (cBbiie 10 Jjer)
XPaHeHHs ¥ 10 JHYHOMY COCTABY CTPYKTYPHOI0 TOApa3aeIeHH s




MyHununansHoe 00pa3oBaHue
«l"opoackoit okpyr r.KapaOymnak»

AKT

No

(MECTO COCTaBJICHU)

O BBIICICHHUH K YHUYTOXKCHHIO
JOKYMCHTOB, HC IMOAJICKAIITHX

XPaHEHHUIO

Ha ocHoBanuu

[Mpunoxkenne Ne 14
K MHCTpYKIIMH MO 1eT0TIPOU3BOICTBY
OMC «Anmunuctpanus r.Kapabynak»

VTBEPXKJIAIO

['naBa ropoackoro okpyra Kapadynak
[Toamucek PacimdpoBka noanucu

Jlara

(Ha3BaHUE U BBIXOJHBIC IAHHBIE MEPEYHs JOKYMECHTOB C
yKa3aHHEM CPOKOB UX XpaHEHU)

OTO6pElHBI K YHHYTOXKCHHIKO KaK HC HMCHIIHC Hay‘-IHO-I/ICTOpH‘-IeCKOﬁ IEHHOCTH H

yTpaTUBIIME MTPAKTUUECKOE 3HAYEHUE JOKYMEHTHI (poHa Ne

(Ha3zBanue oHna)

No | aronoeok | [ara | Homepa | Unnekc nena Cpoku
/11| Jeia uiu nena | omuced | mo HoMmeHk- | Komu- XpaHCHU [Ipume
IPYNIIOBOM | WJIK JlaType JIeJl  |4eCTBO | JIeJla ¥ HOMepa | YaHue
3arojIOBOK | KpanHue uinu Ne nena aen cTareu 1mo
JIen JIaThI 110 OIHCH TEPEYHIO
Jen
1 2 3 4 5 6 7 3
Hroro Jiel1 3a roJIbl
(urdpamMu ¥ MPOITUCHIO)
OnucH aenn MOCTOSHHOTO XPAaHEHUS 3a TO/IbI

YTBEPKIEHBI, a [0 JMYHOMY cOoCTaBy coryiacoBaHbl ¢ DK

YUPEIKIICHUSA )
(MpOTOKOI OT

(HaMMEHOBaHUE APXUBHOTO

No




HanMeHOBaHHE JOKHOCTH JIMIIA,

POBO/IMBIIETO 3KCIEPTU3Y

LEHHOCTH JJOKYMEHTOB ITonnuce
MOAIIHCH

Jlarta

COI''TACOBAHO

[Iporokon DK
oT Ne

JIOKYMEHTBI B KOJIHUECTBE

Pacummdposka

Ael,

BCCOM KI' CIaHLEI B

(ppaMu ¥ MPOTTUCHIO)

Ha repepaboTKy 110 IPUEMO-CAATOUYHON HAKJIaAHOH OT

HanmeHOBaHUE NOHKHOCTH
pabOTHHKA AJIMHUHHCTPALIHH

CJIABIIETO JTOKYMEHTBI [Toxnuck

HN3meHeHus B YUCTHBIC TOKYMCHTBI BHCCCHEIL.

HauMeHoBaHue JOTKHOCTH pa60THHKa
apXHuBa, BHECUICTO

U3MEHEHMS B YUETHBIC JOKYMEHTHI [Toamuck

MMoAINHCH

Jlata

(HaMMEHOBAHUE OpPraHU3aIIUH )
Ne

Pacumdposka noanucu

Pacummdposka

dopmat A4 (210x297m)

(I)OpMa AKTa 0 BBIACJICHHH K YHHYTOXKCHHIO TOKYMECHTOB,
He Mo/IJIeKAINIUX XPAHCHH IO






