AOMUHUCTPALNA COCHOBCKOIO MYHULINTATIBHOIO
OKPYT'A HNXEIMOPOACKOW OBJIACTU
MOCTAHOBJIEHUE
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06 yTBepxaeHun MHCTpyKLMM NO Aeronpon3BOACTBY B
agMnHUcTpaumm CoCHOBCKOro MyHUUMNanbHOro oKpyra
Hwxeropoackon obnactu, ee orpacneBbiX ((PyHKLUMOHANbHbLIX) U
TeppuTopuanbHbIX opraHax, CTPYKTYPHbIX nogpasfaerieHusix

B cootBetctBUM € 3akoHOM Hwkeropogckon obnactu ot 12.04.2022 Ne37-3 «O
npeobpasoBaHMM MyHMUMNanNbHbIX 06pa3oBaHMii COCHOBCKOrO MYHULMMANbHOrO panoHa
Hwxeropoackon obrnactm» u B UeNAxX COBepLUEHCTBOBaHUSA paboTbl C OOKYMeHTaMmu,
obecnevyeHns eanHOro noaxona K opraHu3auMm 0enonpon3BoacTBa U AOKYyMEHTOobopoTa B
agmuHucTpaumm  COCHOBCKOroO MyHWUMNanbHOro okpyra Hwkeropoackon obnactu, ee
oTpacneBbiX (cbyHKUMOHANBHbLIX) n TepputopmarnbHbIX  OpraHax, CTPYKTYPHbIX
noapasgeneHnax agmuHuctpaumss COCHOBCKOro MyHMUMNAnNbHOro okpyra Hwkeropogckown
obnactu nocrtaHoBnseT:

1.YTBEpANTb Npunaraemyto WHCTpyKuMio No 4enonpov3BOACTBY B agMUMHUCTpaLUm
CocHoBCKOro  MyHuMuunanbHoro okpyra Hwxeropoackon obnactm, ee oTpacneBblX
(dyHKUMOHaNbHbBIX) U TEppUTOPUAnbHbIX OpraHax, CTPYKTYPHbIX nogpasgeneHusx (ganee —
NHCTpyKUmMS).

2.PykoBogutensm oTpacneBblX (PYHKUMOHAmNbHbLIX) U TeppuTopuanbHbIX OpraHoB,
CTPYKTYPHbIX noapasgeneHnn agmumHuctpaumm COCHOBCKOMO MYHMUMMNANbLHOMO OKpyra
Hwxeropoackon obnactu obecneuntb cobnogeHne WIHCTpyKuMn npu  opraHu3aumm wu
BEJEHUM OenonpoM3BoACcTBa U JOKYMeHToobopoTa.

3.0TMeHuTb nocTtaHoBneHns AgMuHucTpaumm COCHOBCKOrO MyHUUMNANbHOMO pamoHa
Hwxeropoackon obnactu:

- o1 01.06.2020 roga Ne 190 «O6 yTBepxaeHun NHCTpyKuum no genonponsBoacTey B
AgmnHncTpaummn CoCHOBCKOro MyHMLMNanbHOro paroHa Huxkeropoackom obnactuny;

- oT 29.07.2020 Ne 251 «O BHeceHUN U3MEHEHNI B NOCTaHOBNeHne AQMUHUCTPaLMn
CocHoBCKOro MmyHmMumnansHoro panoHa Hwxkeropoackon obnactu ot 01.06.2020 Ne 190 «O6
yTBEpPXAEeHMM WIHCTpyKuuMM no agenonpom3BogctBsy B AgMuHucTpauum COCHOBCKOro
MyHMUMNANbHOrO panoHa Hwxeropoackon obnactn, ee oTpacneBblX ((PYyHKUMOHAMNbHbIX)
opraHax u CTPYKTYPHbIX NOAPa3aAeneHnsx»»;

- 0T 02.11.2022 Ne 406 «O BHECEHUM U3MEHEHUI B MOCTaAHOBIEHME AOMUHUCTPaALNN
CocHoBCKOro MmyHuumnansHoro panoHa Hwxkeropoackon obnactu ot 01.06.2020 Ne 190 «O6
ytBepxkaeHmn WHCTpykumm no  genonpou3Boactsy B AgmuHucTpaumm  COCHOBCKOro
MYyHUUMNanbHOro pamoHa Hwukeropogckon obnactu, ee oTpacnesBbiX (PYHKUMOHAMbHBLIX)
opraHax u CTPYKTYPHbIX NoApa3aeneHusIxX» ».

4.0TBETCTBEHHOCTb 3a WCMOSIHEHME HACTOSIWEro MOCTAaHOBIIEHNA BO3MNOXUTb Ha
pykoBoauTenen oTpacneBbix (PyHKLUUOHANbHBLIX) U TEPPUTOPUASIbHbIX OPraHoB, CTPYKTYPHbIX
nogpasgeneHun agmuHuctpauunm COCHOBCKOMO MyHMUMNANbHOro okpyra Hwkeropogckowm
obnactu.

5.KOHTpONb 3a UCMOMHEHWMEM  HACTOSILLEro MNOCTAHOBMEHUS  BO3MNOXWUTb  Ha
3aMecTuTensa rnaeBbl  agMWHUCTPAUMM  OKpyra, HayanbHUKa ynpaBneHus  genamu



agMuHuctpauum  COCHOBCKOrO  MyHUUMNanbHOro  okpyra  Hwxeropogckon —obnactu
(E.B.®eguna).

(MaBa MeCTHOro camoynpasneHus
COCHOBCKOro MyHMUMNanbHOro okpyra A.C.3nmuH



YT1BEpXKaeHa
NOCTaHOBMEHNEM aaMUHUCTPaLMK
COCHOBCKOro MyHuLMnNanbHOro okpyra
Hwxeropoackon obnactu
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MHCTPYKLUUA
no AenonpousBoACTBY B agMUHUCTPaumMn COCHOBCKOro MyHMLMNanbLHOro oKpyra
Hwxeropoackoun o6nactu, ee otpacneBbiX (PYHKUMOHANbHbLIX) U TePPUTOPUATIbHbIX
opraHax, CTPYKTYpPHbIX nogpasaeneHusax

I. OBLWUE NOJNOXEHUA

1.1.MHCcTpykumMa no  genonpou3BoactBsy B agMuHucTpauum  COCHOBCKOMO
MYHMUMNanbHOro okpyra Hwxkeropoackon obnactu (ganee — agMMHUCTPaUNSA OKpyra), ee
oTpacneBblX  (PYHKUMOHAmNbHbIX)  OpraHax, CTPYKTYpPHbIX  noapasgeneHui  u
TepputTopuanbHbIX opraHax (ganee — VIHCTpykums) paspaboTaHa B LensiX YCTaHOBIEHMS
eavHblX  TpeboBaHMM K noarotoBke, o0OpaboOTKe, XpaHEHW W UCMNOSb30BaHMUIO
obpasylolmxca B OeATEeNbHOCTM  aAMUHUCTpauUMM  OKpyra, ee  oTpacrneBbIX
(dyHKUMOHAnNbHbBIX) K TeppuTopuarnbHbIX OpraHax, CTPYKTYPHbIX MOApasaeneHunsx,
COBEPLUEHCTBOBaHUA [eronpon3BoacTBa M MNOBbIWEHUA ero 3dEeKTUBHOCTU MNyTeM
yHUduKauumn coctasa n hopm yrnpaBrieHYeCKNX JOKYMEHTOB, TEXHOOMMIN paboTbl C HUMM.

1.2.MHCTPYKUMA paspaboTtaHa B COOTBETCTBUU C OEeNCTBYIOLWUM
3akoHogatenbctBoM Poccunckon ®egepaumn, 3akoHodaTenbCTBOM Hwkeropoackon
obnactn, HOPMaATUBHO-NPABOBbLIMW aKTaMW OpraHOB MECTHOro CaMOyrnpaBreHus
CocHoBCKOro MmyHuuunanbHoro okpyra Hmxkeropogckon obnactu.

1.3.lNonoxeHna Hactodawen WHCTpyKUMM pacnpoCTPaHAKTCA Ha opraHuM3auuio
paboTbl C JOKYMEHTaMX He3aBMCUMO OT BMAA HOCUTENS, B TOM YUCHE C SMEKTPOHHbIMM
AOKYMEHTaMKu, [OOKyMeHTaMuM Ha OyMaXHOM HocuTene, BKMOYas WX MNOOrOTOBKY,
06paboTKy, XpaHeHMe M  UCNOoNb30BaHME,  OCYLLECTBMASiEMble C  MOMOLLbIO
NHPOPMALMNOHHBIX TexXHONorMn. CuctemMbl 3NEKTPOHHOrO AOKyMeHToobopoTa (cuctembl
aBTOMaTU3NPOBaHHOM 06paboTKM JOKYMEHTOB), MPUMEHSAEMbIE B aAMUHUCTPaLMKN OKpYyra,
AOMMKHbI 06ecneyvmBaTh BbINONHEHNE TpeboBaHUN VIHCTpyKuuu.

MonoxeHns WHCTPYKUMM He pacnpoCTpaHAKTCA Ha opraHu3auuio paboTtbl C
AOKYMEHTaMK, coaepXalliMmmn CBe4eHUS, COCTaBMNAOLWME rOCY4apCTBEHHYIO TalHy.

OcobeHHOCTU paboTbl C OOKYMeHTaMu, coepXawmumu KOoHUOeHUnanbHyo
nHpopMaunio (CnyxebHyto M UWHyH TarHy, NepCoHarnbHble AaHHbIE), PErynmpyrTcs
crneumanbHbIMU aKkTaMmn (MHCTPYKUMSIMW, NMOMNOXEHUAMK, NpaBuiammn).

1.4.0OpraHusaumss  OenonpovMsBoACTBa B aAMUHUCTpaLMM CocHoBcKoro
MYHMLMMNANbHOIO OKpyra OCYLLECTBMSETCA B COOTBETCTBMM C HacToswen VHCTpykumen, ¢
MCNONb30BaHMEM aBTOMAaTM3UPOBAHHOMW CUCTEMbI 3NEKTPOHHOIO AOKyMeHToobopoTa
(nanee — C3O0) n cuctembl MeXBEOOMCTBEHHOIO 3MEKTPOHHOMO [OKYMeHToobopoTa
(nanee — M30).

1.5.MeTogmyeckoe pykoBOACTBO W KOHTPONb 3a COGMOAEHMEM YCTaHOBMEHHOIO
nopsigka paboTbl C [JOKyMEeHTaMM B aAMUHUCTpaLMM  OKpyra OCyLlecTBnsieTcs
yrnpaerneHnemM genamm agMMHUCTpauumn okpyra.

1.6.0TBETCTBEHHOCTb 3a OpraHu3aumi K COCTOSIHME [Oenonpous3BoAcTBa, 3a
cobntogeHne ycTaHOBMNEHHOIo HacTosiwen NMHCTpykumen nopsaka paboTbl C AOKYMEHTaMM
B oTpacneBbiX (PYHKUMOHANbHbBIX) W  TeppuTopuanbHbiX oOpraHax, CTPYKTYPHbIX
nogpasgeneHusax  aaMMHUCTpauuKM  OKpyra  BO3naraeTcss  Ha  pykoBoguTenem
COOTBETCTBYHOLUMX OTpacneBbiX (PYHKUMOHAMNbHbIX) W TepputopuanbHbIX OpPraHoB.,
CTPYKTYPHbIX NogpasaeneHnii agMMHUCTpauumn okpyra.

PykoBoantenn otpacneBbiX ((PYHKUMOHANbHbIX) WU TEppUTOpPUanbHbIX OpraHoB
aAMWHUCTpPaUUM  OKpyra HasHa4yalT COTPYAHMKOB, OTBETCTBEHHbLIX 3a BedeHue
aernonpoussoacTea. [lpuMepHbIn nepeyeHb YHKUWUA, BbINOSTHAEMbIX COTPYAHUKaMMU,



OTBETCTBEHHbIMM 3a BeAdEeHue [Oenonpov3BoacTBa, npumBeaeH B npunoxeHmm Nel «k
HaCTOSLLEN NHCTPYKLNN.

CoTpyaHMKN agMUHUCTPaLMK OKpYra HeCyT AUCUMNIIMHAPHYO OTBETCTBEHHOCTL 3a
HecobntogeHne TpeboBaHMin HacTosLwen VIHCTPYKUUN 1 32 COXPAHHOCTb HaXOASLMXCA Ha
NUCMOMHEHUN MU XPaHEHUN OOKYMEHTOB.

1.7.0 cny4ae yTpaTbl AOKYMEHTOB OTBETCTBEHHbIN 3a AENONPON3BOACTBO 06A3aH
HeMeASIeHHO AONOXMWUTb PpyKoBOAUTEN. WMHdopmMauus, cogepkawascs B [LOKYMEHTax
aAMWHUCTPaLUKN OKpyra, MOXET WCNoNb30BaTbCA TOMBbKO B CHAYXEOHbIX Lensx u B
COOTBETCTBUN C MOSTHOMOYNAMM LOSMPKHOCTHbBIX NUL, padoTalolwmnx UM 3HAKOMSILLMXCA C
3TON NHOPMaLMEN.

Il. AOKYMEHTAUMA AOMUHUCTPALIUUN OKPYTA.
OCHOBHBbIE NMOHATUA
B HacToswwen VIHCTpyKUMn NCnonb3ylTca cneayrowmne OCHOBHbIE MOHATUS:
aBTOp AOKYMeHTa — husndeckoe unm ropunamyeckoe nuuo, cosgasllee JOKYMEHT;

6naHk gokymeHTa — Habop PpeKBM3UTOB, WAEHTUUUMPYIOWMX aBTopa
omumanbHOro NMCbMEHHOTO AOKYMEHTA;
BMA [OOKYMeHTa — TMPUHAANEeXHOCTb [OOKYyMEHTa K onpeaenieHHon rpynne

[I0KYMEHTOB NO NpU3HaKaM coaepkaHusi U LieNeBoro HasHayeHus;

AEeno — COBOKYMHOCTb AOKYMEHTOB WU OTAENbHbIA AOKYMEHT, OTHOCSLLMICA K
0OHOMY BOMPOCY UMW y4acTKy AesTeNbHOCTN opraHa UCMONMHUTENbHON BMacTy;

AOKYMEHTUPOBaHNE — ukcaums UHdopMauunm Ha maTepuanbHbiX HOCUTENAX B
YCTaHOBIIEHHOM MOpPsIAKE;

AenonpousBoACTBO,  OOKYMEHTaUuMOHHoe  obecrieyeHne —  OesATeNbHOCTb,
obecneynBaloLas cosgaHne ouumanbHbIX AOKYMEHTOB M opraHusaumio paboTbl ¢ HUMIK
B OpraHax UCMonHUTENbHON BNacTu;

AOKYMEHT — odmumanbHbiil JOKYMEHT, CO3[4aHHbIA OpraHoM WCMOSHUTENbHOM
BMacTu, OpraHOM MECTHOro camoynpaBfeHusl, pPUaNYeckuM NN U3NYECKUM NULIOM,
0(pOPMIIEHHbIN B YCTAHOBINEHHOM MOPSAKE W BKIOYEHHbIA B AOKYMEHTOOOOPOT opraHa
NCMONHUTENbHOW BNacTu;

AOKYMEHTOO60POT — [ABWXEHME [AOKYMEHTOB C MOMEHTa MX CO03[aHusi Wnu
Nony4YeHns 40 3aBepLUEHUSI UCTMIONHEHUS, MOMELLEHUs B AENO U (UNK) OTNPaBKu;
3aBepeHHasl KoMus — KOMUS [OOKYMeHTa, Ha KOTOpOM B COOTBETCTBUMM C

YyCTaHOBMNEHHbIM MOPSAKOM MPOCTaBNSAT HEOOXOAMMble PeKBU3UTLI, Npuaalrolmne em
IOPMONYECKYIO CUMY;

KONusS [OOKyMeHTa — [OOKYMEHT, MOMHOCTbI0 BOCMPOU3BOASALWMA  MHAOPMALNIO
NOANMHHMKA AOKYMEHTA U €ro BHELLHME NPU3HaKNU, He UMEIOLLUIA FOPUANYECKOW CUMbI;
HOMEHKNnaTypa Aen — CUCTEMaTM3UPOBAaHHbLIN MNepeyvyeHb HauMMeHoBaHWI aen,

dhopMMpyeMbIX B opraHe MECTHOIrO camMoynpaBrieHUs!, C yKasaHUeM CPOKOB MX XPaHEHUS;
obpalleHne rpaxgaHuHa — HanpaelieHHble B TFOCYAAPCTBEHHbIN OpraH, opraH
MECTHOIO CaMOynpaBMeHust UNM OOIMKHOCTHOMY nuUy B MMUCbMEHHOW opMe unu B
cdopMe 3neKTPOHHOro AOKYMEHTA NpeasioXkeHne, 3asiBfeHne unm xanoba, a Takke ycTHoe
obpalleHre rpaxxgaHvuHa B rocyAapCTBEHHbIN OpraH, opraH MECTHOro caMoynpaBrieHus:;

ocopmneHve  OOKyMEHTa — MpoCcTaBfieHMe  HeobOXOAMMbIX  PEKBU3MTOB,
YyCTaHOBIEHHbIX NpaBunamMmm JOKYMEHTUPOBAHUS;
obbeM [OoKkymeHToobopoTa — KONMMYECTBO [OOKYMEHTOB, MOCTYNUBLUMX B

opraHu3aLmio 1 co3aaHHbIX et 3a onpeaeneHHbI nepmoa;
MOAMWHHMK AOKYMEHTa — NepBbI UM eQNHCTBEHHbIN 3K3eMNNSAP LOKYMEHTA;
perucTpaumsi AOKyMeHTa — MPUCBOEHME OOKYMEHTY perncrpauuoHHOro Homepa W
3anucb B yCTAHOBINIEHHOM MOPSIAKE CBEAEHWI O AOKYMEHTE;
PEKBU3UT AOKYMEHTA - 06513aTeNbHbIN 3NEMEHT 0DOPMINEHMS AOKYMEHTA;
yHUcbmumpoBaHHas dopma [OKYMeHTa — COBOKYMHOCTb PEKBU3MTOB W TUMOBbIX
dparMeHTOB TekcTa [OKYMEHTA, YCTAHOBMEHHbIX B COOTBETCTBUM C pellaemMbiMi B



AaHHOW cdhepe OeATenbHOCTU 3agadamMmn U pacronoXeHHbIX B onpeaeneHHOM nopsake Ha
HocuTene nHdopmMauuy;

dopmMupoBaHne pgena — rpynnupoBka WCMNOSMIHEHHbIX [OOKYMEHTOB B [JeNno B
COOTBETCTBUWN C HOMEHKIATypon aen;

wabnoH 6naHka (YyHUPUUMPOBaAHHOW (OPMblI AOKYMEHTa) — 6riaHK AOKyMeHTa
(yHnduumpoBaHHas oopma OOKYMeHTa), NpeCTaBNEeHHbIN B 9N1EKTPOHHON hopMeE;

3KCnepTM3a LUEHHOCTU [OKYMEHTOB — W3y4yeHUe [JOKYMEHTOB Ha OCHOBaHWUM
KpUTEPMEB UX LIEHHOCTU B LIENAX onpeneneHns CPOKOB XpaHeHUs1 JOKYMEHTOB M OoTOopa
nX Ans BKNoYeHus B coctaB ApxmeHoro ooHaa Poccuiickon ®epepauuu;

cuctema 9NEKTPOHHOIO AOKymMeHToobopoTa - aBTOMaTU3NPOBaHHas
MHpopmaumnoHHasa cuctema, obecneumBarollas Cco3fgaHMe JNEKTPOHHbIX OOKYMEHTOB W
SNEKTPOHHbIX KOMWA JOKYMEHTOB, YNpaBneHne NMun, X XxpaHeHme 1 OCTYN K HAM, a Takke
pernctTpauunio JOKYMEHTOB;

9NEKTPOHHbIN  JOKYMEHTOOBOpOT —  OOKYMEHTOOBOpPOT C  MPUMEHEHMEM
aBTOMaTU3NPOBAHHON MHAOPMALNOHHOW CUCTEMBI;

3MEKTPOHHbLIA OOKYMEHT — [OKYMEHT, CO34aBaeMblil B 3NIEKTPOHHOM dopme 6e3
npeaBapuUTENbHOIO AOKYMEHTUPOBAHNS Ha ByMa)KHOM HOCUTENE;

3MEKTPOHHAs KOMUSA [OOKyMEHTa (3MEKTPOHHbLIM 00pa3 [AOKyMeHTa) — KOMus
AOKYyMEHTa, Co3iaHHas B 3N1eKTPOHHOW (hopme;

3NEeKTPOHHas MOAMUCb — PEKBU3UT JNEKTPOHHOIO AOKYMEHTa, NpefHasHaYeHHbIN
ANSA 3aWnTbl AAaHHOTO 3fIEKTPOHHOIO AOKYMEHTa OT nNoanernku, nonyvyeHHbl B pesyrnbTaTte
KpunTorpaduyeckoro npeobpasoBaHMs WHGOpPMaLUM C WCMNOMb30BaAHNEM 3aKpPbITOro
KNnoYa 9fEeKTPOHHOM  UMPOBOM NOANMCKM W MNO3BONAOWMIA  MAeHTUULMPOBaTb
Bnagenbua cepTudukaTta Knoya NoANUCKU, a TakkKe YCTaHOBUTb OTCYTCTBME MCKaXeHUs
NHpopMaLnn B 3NIEKTPOHHOM JOKYMEHTE;

lopugndeckasa cuna OOKYMeHTa — CBOWCTBO OMMUManbHOro  [LOKYMEHTa,
coobuwaemoe eMy OENCTBYIOLWNMM 3aKOHOOATEeNbCTBOM, KOMMNEeTeHUMen u3gaBLUero ero
opraHa 1 ycTaHOBJIEHHbIM NOPAAKOM OPOPMIIEHUS.

MHble noHATUS, wucnonb3yemble B HacToswen VIHCTpyKuuKn, COOTBETCTBYHOT
NOHATUAM, onpefeneHHbIM B 3akoHoaaTenbcTee Poccuinckon ®eaepaumn.

lll. CO3AAHUE OOKYMEHTOB B AOMUHUCTPALUU OKPYTA

3.1.06wue TpeboBaHus

3.1.1.CnyxebHble OO0KYyMEHTbl OopMnATCA Ha OnaHkax COOTBETCTBYHOLLMX
cTaHgapTy Ha bymare popmata A4 (210x297 mm), A5 (210x148 mm) n A6 (105x148 mm)
U B BUAE 3NEKTPOHHbIX JOKYMEHTOB.

Ha 6ymare dopmata A3 MoryT OOpMAsTbCS OTAeSbHble BUAbl AOKYMEHTOB,
cogepartenbHasi YacTb KOTOPbIX BKMOYaEeT Tabnumubl, CMETbI, CXEMbI.

Bymary popmatoB A6 gonyckaeTcsa MCnonb3oBaTh 419 0POPMIIEHUS PE3OSOLNN K
OOKYMEHTY.

3.1.2.Kaxgbin BuA cnykebHOro AOKYyMeHTa MMeeT CBOW COoCTaB 00s3aTernbHbIX
PEKBU3NTOB, OTCYTCTBME KOTOpPbIX [AenaeT [OKYMEHT HegencTButenbHbiM. Habop
PEKBU3NTOB, XapaKTepusylLwmx AOOKYMEHTbl, onpegensieTcsa UensMu  cosgaHus
AOKYMEHTa, €ero HasHayeHuem, TpeboBaHMsMU K coaepxaHuio wn dopMe [aHHOro
AOKyMEHTa, cnocoboM AOKYMEHTUPOBaHUS.

TpeboBaHnsi K OOPMIEHMIO PEKBU3UTOB CNYXEOHbIX LOKYMEHTOB onpeaenset
FOCT P 7.0.97-2016 «HauuoHanbHbii cTtangapt Poccuiickon ®egepauun. Cucrtema
CTaHgapToB No MHdopmaumu, GubnuotedHomy n nsgatensckomy geny. OpraHn3aumoHHO-
pacrnopsignTenbHasa JoKyMmeHTaums. TpeboBaHms K 0OOPMIIEHNIO JOKYMEHTOBY.

3.1.3.MNpn nogrotoBke OOKYMEHTOB NMpPUMEHSIETCS TeKcToBblM peaaktop Word for
Windows Bepcun oT 6.0 1 Bbllwe C ucnonb3oBaHuem wpudta Times New Roman
pasmepom Ne 14, Ana MHOroCTpaHWYHbIX JOKYMEHTOB (NMOSIOXEHUS, UHCTPYKLUMU N Opyrue)
Ne 12. Ins ocpopmneHna tTabnuy — go Ne 10.



3.1.4.CTpOkM B MHOrOCTPOYHbIX peKBU3UTax [JOKYMeHTa (Kpome TeKcTa)
neyaTarTca Yyepe3 1 MexCTpoyHbI nHTepBan (12 nT), otaenasa peksu3uTbl Apyr OT Apyra
1-3 MeXCTpOYHbIMK MHTEepBanamu (12-36 nT).

CocTtaBHble 4YacTu pekBuanToB «AgpecaT», «Ipud yTBEpXOeHUs OOKYMEHTOBY,
«OTMeTKa 0 HanuMuuu nNpunoxeHusy», «pud cornacosaHusy», «llognucby oTAENSAT ApYr
ot apyra 1,5-2 MexcTpoyHbiMu nHTepBanamm (18-24 nT).

TekcT AOKYyMeHTOB nevyaTtaetca vyepes 1-1,5 MexXcTpoyHbIx MHTepBana (12-18 n1) Ha
pPacCTOSAHUN 1-2 MEXCTPOYHbIX MHTEPBAsioB OT 3arofioBka B YCTAHOBMEHHbLIX rpaHuuax
nonen. Yepes 2 uHTepBana neyatarTCA TEKCTbl AOKYMEHTOB Af1 YCTHOrO MNpOYMTEHUA
(Doknagbl), a Takke TEKCTbl, Nognexalime pegakTmpoBaHuIo, TererpaMmmei.

Ctpokn pekBunsantoB «Agpecat», «[pud yrBepxaeHus» n «lpud cornacosaHus»
LEeHTPUPYIOTCA MO OTHOLLEHUIO K CaMOW AJfIMHHOW CTPOKe, a CTPOKM pekBuautTa «Agpecar»
MOTYT TaKXXe BblpaBHMBATLCA NO NIeBOW rpaHuue paboyero nons.

He ponyckaeTcs BblpaBHMBaHWE TeKCTa MO NeBOW rpaHuue paboyero nons, a
peksn3nToB «Agpecat», «pud ytBepxaeHua» un «lpud cornacoBaHusi» — Mo npasown
rpaHue.

3.1.5.NMepBaa cTpoka abs3aua HauMHaeTcsa Ha pacctosHum 1,25 cm OT neBow
rpaHnLibl TEKCTOBOIO MOMS.

Kaxablh NUCT JOKYMEHTa, OPOPMIIEHHbIN Kak Ha BnaHke, Tak u 6e3 Hero, LOmKeH
UMEeTb NONSA B MM HE MEHee:

nesoe — 20;

npasoe — 10;

BepxHee — 20;

HuxHee — 20.

[okyMeHTbl anuTenbHbIX (cBbiwe 10 neT) CPOKOB XpaHEeHUs OOMMKHbI UMETb JfieBoe
none He meHee 30 Mm

3.1.6.JokyMeHTbl Ha OBYX M DOonee cTpaHuLax HYMepyktTCs B LIEHTPe BEpPXHEro
nonda nucta apabckummn undpamm 6e3 3HakoB NpenuvHaHus, Ha NepBOM JIUCTE HOMEP He
cTaBuTCS.

[MpuNoXeHnsa K JOKYMEHTaM UMET CaMOCTOATENbHYIO HyMepaLMmio.

3.2.bnaHkn AOKYMeHTOB

3.2.1.CnyxebHble 4OKYMEHTbI 0pOopMNNAOTCA Ha BnaHkax yTBepXaeHHoro obpasua
UM Ha cTaHgapTHbIX nuctax Bymarn dopmata A4, A5, A6 unn B BUAE 3NEKTPOHHbIX
AOKYMEHTOB W [OOSDKHbl MMETb OnpedeneHHbll COCTaB PEKBUSUTOB W MOPSOOK WX
pacrnonoxeHus (npunoxenna 2, 3,4, 5,6, 7).

3.2.2.bnaHkn OOKYMEHTOB u3roTaBnuBatoTca Ha bymare copmata A4 (210 x 297
MM), A5 (148 x 210 mm), A6 (105 x 148 mm).

Paamepbl nonen kaxgoro nucra LOKYMeHTa, 0OPMITIEHHOrO Kak Ha bnaHke, Tak
6e3 Hero ohopmnsaTca B cooTBETCTBMM C M. 3.1.5. HacTosiwen NMHCTpyKumun.

B agmMuHucTpauum okpyra u ee CTPYKTYpPHbIX nogpasfeneHusx NpUMEHSITCS
cnegyowme 6naHku:

- OnaHK Nnucbma;

- BNaHK KOHKPETHOro BMaa OOKyMeHTa (NOCTaHOBMEHWEe, pacnopshkeHue, npukas,
NPOTOKON).

B 3aBMCUMMOCTM OT pacnosioXXeHNs peKBU3MTOB yCTaHaBAMBAOT ABa PaBHO3HAYHbIX
BapuaHTa GnaHKoB — YrNoOBOW Y MPOAOSbHbIN, KOTOPbIE NCNOSb3YHOTCS:

- AOJDKHOCTHBIMW  NUUAMW  agMUHUCTPAUUKM  OKpyra, [AOJMKHOCTb  KOTOpPbIX
(ncnonHeHe 06a3aHHOCTEN) COOTBETCTBYET HAaMMEHOBAHWIO JOMKHOCTU Ha BnaHke;

- 6naHk oTpacneBoro (PyHKUMOHANbLHOrO) U TeppuTOpUanbHOro  opraHa,
CTPYKTYpPHOro nogpasgeneHns agMUHUCTpauun okpyra — 3a MOAMNUCLI0 PYKOBOAUTENS,
3aMecTuUTeNnsa pykoBoAMTENSA OAaHHOro noapasgeneHns.

[oKkyMeHTbl coBellaTenbHbIX OpraHoB MNpu rnaBe MEeCTHOro camoyrnpaBneHus
CocHOBCKOro MyHMUMnanbHOro okpyra Hwkeropogckon obnactu (ganee — rnaea
MECTHOro CamoynpaBfieHUsA OKpyra), a Takke MeXBEOOMCTBEHHbIX KOMUCCUN (COBETOB)



odopmniaoTca Ha OnaHkax 6e3 umsobpaxeHns repba COCHOBCKOrO MyHMUMMNANbHOMO
okpyra Hwxkeropogckon obnactu B crnyyae, ecnu ncnonb3oBaHne 6naHka npeaycMoTpeHo
NoSIOXXEHNEM coBellaTenbHOro opraHa (MeXxBegOMCTBEHHOW Komuccumu/coeTa). bnaHk
yTBEpXOaeTca coBellaTesibHbIM OpraHoM (MeXBeJOMCTBEHHOM KOMMUCCUEN/COBETOM).
MpumeHeHne BnaHka gonyckaeTca npeacegartensMmu (pyKoBoaUTENsMn), 3aMecTUTensamm
npeacenartens (pykoBoauTens), OTBETCTBEHHbIMW CeEKpeTapsMKn coBellaTeNnbHbIX OpPraHoB
(MexxBeJOMCTBEHHbIX KOMUCCUIA/COBETOB).

3.2.3.Ana BedeHWa Nepennucku BHYTPU agMUHUCTPaAUUKM oKpyra (CTPYKTYpPHOro
nogpasgeneHuns) O6naHkM [OOKYMEHTOB He TMPUMEHSIOTCH, «BHYTPEHHAS nepenuckay
odopMnisieTca Ha cTaHAapTHbIX niuctax 6ymarn popmata A4.

Moanucek odopmnsaeTca ¢ ykasaHuem aMvnumn nuua, NognucaBLUEro OOKYMEHT,
6e3 ykaszaHnsa JOMMKHOCTM.

3.2.4.NMpnmeHeHne 6GnaHKOB [JOKYMEHTOB, B TOM 4YMCMEe W  JOIMKHOCTHbIX,
obasaTenbHO MpuM  HanpaBneHWM [OOKYMEHTOB 3@ MOAMUCBbID  [faBbl  MECTHOro
camoynpaBsrfieHUst OKpyra, [LOMMKHOCTHbIX WL, aAMUMHUCTpPauUMM OKpyra B CTOPOHHME
opraHuMsauuu, a Tak XXe HanpasneHne JOKYMeHTOB B agpec ['ybepHaTopa Huxeropoackon
obnactn, uneHoB [lpaButenbctBa Hwuxeropoackon obnactu, 3a  MNOAMMCHIO
pykoBoAuUTENen agMMHUCTPaLMM OKpyra u nuu, opuumanbHO UX 3aMeLaroLmnx

3.2.5.CoctaB BMAOB U oOpMbl OMaHKOB, MNPUMEHSAEMbIX B OTpacneBblX
(dyHKUMOHarbHbBIX) U TeppuTopmanbHbIX OpraHax agMUHUCTPaUUK OKpyra yTBepXxaarTcs
NpuKasoM COOTBETCTBYHOLLIErO opraHa.

3.3.06wue TpeboBaHUA K 0hOPMIIEHMIO AOKYMEHTOB

3.3.1.CnyxebHble AOKYMeHTbI (MMCbMa, OOKaaHble 3anncKun, cryxebHble 3anuncku,
NOSICHUTENbHbIE 3aMUCKK, CNPaBKX, 3adBKWU, 3asiBIIEHUS, NMOPYYEeHUsa 1 T.4.) COCTaBNATCA
n odopmnalTcs oTpacnesbiMn  ((PyHKUMOHANbHbIMKM)  OpraHamu, CTPYKTYPHbIMMA
nogpasgeneHuamMm  un - TeppuTopuanbHbiMW  OpraHamMu  agMUHUCTpaUMM  OKpyra B
COOTBETCTBUM C TPEBOBAHMSMMN, N3NOXKEHHBIMX B AAHHOM pasfene.

3.3.2.PekBM3nNTbI JOKYMEHTOB.

Mpun cocTtaBneHmm n ohopmreHnn JOKYMEHTOB AOMKHbI cobnogaTbes TpeboBaHus
n npasuna, obecneynBarolimMe OPUONYECKYIO CUNY [OOKYMEHTOB, CnocobCcTByloLmne
onepaTMBHOMY UCMOSTHEHUIO U NOCMEAYIOLWEMY NCMOMNb30BAHUIO NX B CIPABOYHbIX LIEMSIX.

Ob6sa3aTenbHbiMM  pekBUM3MTaMu,  obecneymMBalOLMMU  LOPUONYECKYD  CuUny
AOKYMEHTOB, SIBMSIIOTCA: HAaMMEHOBaHWE oOpraHu3auuu (OOSPKHOCTHOro nvua) — aBTopa
AOKYMEHTa, Ha3BaHWe BMOa OOKyMeHTa (Kpome nucem), Aarta, permcTpauuoHHbIi HOMep
AOKYMEeHTa, TeKCT, noanucb, neyaTb (B cnydasx, Tpebyrowmx [ONONHUTENBHOro
yAOCTOBEPEHUS IOKYMEHTA).

B npouecce noarotoBkn n odOpMIIEHUS OOKYMEHTOB cocTaB obsa3aTesibHbIX
PEKBM3NTOB MOXeET ObITb [OMOMHEeH [APYrMMW pekBu3aMTamu, ecnu Toro Tpebyer
Ha3Ha4eHne OOKYMeHTa, ero obpaboTka.

PekBn3nTbl [OOKYMEHTOB OTAEnAlTCA Apyr OT Jpyra 2-3 MEeXCTPOYHbIMU
NHTEpBanamu.

3.3.2.1.'epb6 CocHOBCKOro MyHMumMnanbLHOro okpyra Hmxeropogckom obnacTu.

Nep6 CocHOBCKOro MyHuLMNanbHOro okpyra Hwkeropoackon obractn nomewarot
Ha ©OnaHkax [OOKYMEHTOB B COOTBETCTBUM C peLlleHVeM MpeacTaBUTENbHOrO oOpraHa
CocHOBCKOro MyHuuunanbHoro okpyra Hmkeropoackon obnactu.

3.3.2.2.1.CnpaBoyHble JaHHbIE.

CnpaBoyHble AaHHble 06 opraHe MECTHOro CaMoynpaBrieHUs YKasbiBalOTCA B
GnaHkax nucem UM BKNO4YawT B cebda: nodyTtoBbI agpec, Homep TenedoHa, dakca,
ohuumnanbHbIM agpec 3ANeKTPOHHOM MoYThI, agpec oduumanbHOro canta opraHa MeCTHOIo
camoynpasfeHus.

3.3.2.2.HanmeHOBaHMe opraHmsauum — aBTopa [AOKyMeHTa. HaumeHoBaHue
opraHusauun (OOSMKHOCTHOrO rnuua) — aBTopa [OKyMeHTa npuBeeHO Ha OGnaHkax
AOKYMEHTOB [faBbl MECTHOMO CaMOynpaBfieHUst OKpyra, agMUHUCTpauMM OKpyra, ee



oTpacneBblX  (PYHKUMOHANbHbLIX) W TeppuUTOpUanbHbIX  OPraHoB,  CTPYKTYPHbIX
nogpasgeneHusix.

3.3.2.3.HanmeHoBaHWe BMaa OOKYyMeHTa.

HanmeHoBaHMe Buaa [JOKYMEHTa yKasblBaeTCca Ha Bcex [JOKyMeHTax, 3a
NCKNIOYEHEM crnyXebHbIX NnnceM, pacnonaraeTcs No4 pekBn3nTammn aBTopa AOKyMeHTa.

[Onsa kaxgoro Buaa OpraHM3auMOHHO-PAcnopSAUTENBHOIO [AOKYMeHTa rnaBbl
MECTHOro camoynpaBfeHna OKpyra, agMUHUCTPauUMM OKpyra ucnonb3yetca 6GraHk
KOHKPETHOro BMAa [JOKYMEHTa, Ha KOTOpPOM BOCMPOM3BEAEHO HamMeHOoBaHWe BuAa
AOKYMeHTa (MOCTaHOBreHue, pacnopsikeHve, npukas v ap.). PekBusuT nedataetcs
nponucHbiMn  BykBamMu  Bpaspsaky uUeHTpoBaHo. [lpy  oTcyTcTBMM Ha  GnaHke
HaMMeHoBaHMUs BuAa AOKYMeHTa (06wmi 6naHk) pekBM3UT neyaTaeTcs MNPOMUCHBIMU
BykBamu, MoxeT 0POpPMAATLCA Bpa3psaky (NPOTOKOM, BbIMMCKa M3 NPOTOKOMA, Cripaska,
aKkT n gpyrue).

3.3.2.4.MecTo cocTaBneHus (u3gaHnsa) 4OKyMeHTa.

MecTto cocTaBneHnsa (M3gaHWsA) OOKYMEHTOB YKasblBaeTCA BO BCEX AOKYMEHTaXx,
KpOMe Crny>KebHbIX NuceMm, a Takke AOKNaaHbIX CryXebHbIX 3anncoK U ApYyrnx BHYTPEHHUX
CrpaBOYHO-UHPOPMALNOHHBIX JOKYMEHTaXx.

MecTo cocTtaBneHust (M3gaHns) JOKYMEHTOB He yKa3blBaeTCa B TOM Criyyae, ecnu B
HaMMeHOBaHUN aBToOpa AOKYMeHTa (Ha3BaHWW opraHu3auuu) NpucyTCTBYeT yKasaHue Ha
MECTO €€ HaxXOXOEeHUS.

3.3.2.5.1aTa goKymeHTa.

- laTon JOKyMeHTa B 3aBMCUMMOCTM OT €ro Buaa 1 HasHayeHns sBnseTcs:

- [gata nognucaHua u pernctpaumm — Ons pacrnopsgutesibHbIX U CryXeBOHbIX
[OKYMEHTOB;

- paTa cocTaBneHusa (MpUHATUS pelleHusl) — ANs NPOTOKOMOB 3acefaHun n
COBELLaHuN.

- OOKYMEHTbI, n3gaHHble ABYyMsi unu bornee opraHM3aunamu, OOSHKHbI UMEeTb OOHY
(eaunnyto) gary.

- 3neMeHTbl faTbl OOSMKHbI NPUBOAMTLCS B Criegylowen nocrnegoBaTerlbHOCTU:
AeHb Mecdua, mecau, rog. [lata 3anucbiBaeTca OQHUM U3 ABYX CNOCOBOB:

apabckumu umdpamm, pasgeneHHbiMn Todkon: 01.10.2022; cnoBecHo-LMppoBLIM
crnocobom 1 oktabps 2022 r.

B nucbmax, npotokonax, B AOKYMeEHTax, coAaepXawux cBedeHusi (prHaHCOBOro
Xapaktepa, B pacnopaautenbHbiX JOKYMEHTax NpeanoyvyTuTernbHbIM SBSETCA CIOBECHO-
undposon cnocod oopmneHna aart.

[ata pokymeHTa ykasbiBaeTcs B cneywanbHO 0003Ha4YeHHOM MecTe OnaHka
AokymeHTa. pu oopmneHnn nucbma Ha nucte Oymarn pekBmsnt «[ata LOKyMeHTa»
neyaTaeTcs OT rpaHuubl NeBoro nona u Ha pacctosHum 30-40 MM OT BepxHero Kpas
nucra.

[ata [okymeHTa npocTaBnsAeTcsa COTPYOHUKOM MHGOPMaUMOHHOMO oTaena
ynpaBneHus genamMmv agMMHUCTpaUmn oKpyra npu permctpaumm JOKyMeHTa.

3.3.2.6.PernctpauymoHHbIN HOMEpP JOKYMEHTA.

PernctpaunoHHbIn HOMeEp [AOKyMeHTa — uugpoBon wunm OyKBEHHO-LMKPOBOM
NOEHTUUKATOP AOKYMEHTA, COCTOALUMM U3 ero nopsagkoBOro HoMepa, KOTOpbIA MOXET
AO0NOSTHATLCA OYKBEHHBIM NPEedUKCOM U MHAEKCOM MO KnaccudukaTopy

PernctpaunoHHbln  HOMep  OOKymeHTa B agmuHuctpaumm  COCHOBCKOrO
MYHMUMNANbHOro OKpyra npoctaensieTcs B cootBeTcTBMM ¢ Pernamentom C30.

PernctpaunoHHbIn HOMep npucBamMBaeTCA [LOOKYMEHTY Mocre ero noanvcaHus
(yTBEpPXOEHMUS).

PernctpaunoHHbIn HOMep AOKYMEeHTa, COCTaBIIEHHOIo HECKONbKUMMN
IOPUANYECKAMM ML AMUM, COCTOUT W3 MPUCBOEHHBIX UMW PErmcTpauuoHHbIX HOMEPOB
AOKYMEHTa, NepeyvncrieHHbIX B Nopsake nepeyncrieHns aBTopoB JOKYMEHTa Yyepes KOCyH
yepTy.

3.3.2.7.Ccblinka Ha permcTpaumoHHbIN HOMEP U AaTy AOKYMEHTA.



Ccbinka Ha  perucTpauuoHHbli  HOMep W JdaTy [dOKYMeHTa  BKo4vaet
perncTpaunoHHbIi HOMEP 1 AaTy AOKYMEHTA, Ha KOTOpbIA AaeTcs OTBET U NPOCTaBnseTcs
NCNONHUTENEM Npu NOAroTOBKE NMCbMa-oTBETA.

Ccblinka Ha perncTpaumoHHbi HOMep 1 AaTy AOKYMeHTa B 06s3aTenbHOM nopsiake
yKa3blBaeTCH B NUCbMax — OTBeTax noj 4aTton 1 HOMEPOM JOKyMeHTa — oTBeTa.

3.3.2.8. Agpecar.

PekBnant «agpecat» wucnonb3yetcsa npu odOpPMIEHUM CNYXEOHbIX nucem,
BHYTPEHHMX MH(POPMALMOHHO-CNPaBOYHbIX JOKYMEHTOB (A0KMaAHbIX, CY>KEeOHbIX 3anncok
n ap.). JOKyMeHTbl afpecyloTcss B OpraHmsaumm, UX CTPYKTYpHble nogpasferneHus,
KOHKPETHOMY AOSMKHOCTHOMY Nuuy, on3ndeckomy nuuy (rpaxaaHuHy).

HavmeHoBaHMe  opraHa  WCNOMHUTENbHOWM  BNacTuW, OpraHa  MecCTHOro
camoynpasreHusi, opraHn3aumn ykasbiBaeTCs B UMEHUTENbHOM najexe, HaMMeHoBaHue
AOIMKHOCTM M hamunus agpecata — B gatenbHoM. [lpu agpecoBaHuMM [OKYMeEHTa
MHUUManb! ykasblBalOTCs nocne amunuu, mexagy daMmunmen n mHuumanamm ctaBUTCA
npoben, nHnymnansl ykasbiBatotcs 6e3 npobena, Hanpumep:

KomnteT no genam apxmeoB
Hwxeropoackon obnactu

MeaHosy .U

Ecnn B kayecTBe agpecarta BbICTynaeT PyKOBOAWUTENb OpraHa WCMONHUTESNbHOMN
Bnactu (opraHusaumu), TO HaMMEHOBaHME oOpraHa WCMONHWUTENbHOW  BRacTu
(opraHusauun) BXoAMT B HAMMEHOBaHWE LOMKHOCTM agpecaTa, Hanpumep:

MwuHucTpy cnopTa
Hwxeropoackon obnactu
MaHoBy C.HO.

Ecnm B KkadyecTBe agpecaTa  BbICTynaeT  pykoBOAWUTENb  OTpacreBoro
(byHKUMOHANbLHOMO),  TEeppUTOpUarnbHOrO  oOpraHa, CTPYKTYPHOrO  noapasgeneHus
agMUHMCTpaUMM OKpyra, TO HaMMeHOBaHWe aAMWHUCTpaUMM OKpyra BXOAWUT B
HaMMeHoBaHWe OOMMKHOCTU agpecaTta, Hanpumep:

3aBefyoLeMy apXMBHbIM CEKTOPOM
agMunHucTpauun CoCHOBCKOroO MyHULMNANbHOrO oKpyra
Hwxeropoackon obnactum

MeaHoBon U.WA.

Ecnn pokyMeHT oOTnpaBnsitoT HECKONbKMM OAHOPOAHBIM OpraHusaumsam, TO WX
cnenyert ykasaTb 0600LEeHHO, Hanpumep:

(MaBam MyHMUMNANbHbBIX Y TOPOOCKUX OKPYroB
Hwxeropoackon obnactu (No Cnmcky)

Mpu agpecaunn JOKyMeHTa OOMKHOCTHOMY MLy OpraHa MCMOMHUTENbHOW BNacTu
UM MECTHOrO CaMOyMnpaBfeHuUsa, HauMMEHOBaHMEe [OOMMKHOCTM  YKa3biBaeTcs B
COOTBETCTBUN C HAMMEHOBaHMEM, MPUBEAEHHBIM B pacrnopsguMTeribHOM [OOKYMEHTe O
Ha3HaA4YeHUN Ha [OOJHKHOCTb, HanpuMep: 3aMecTUTENb [MaBbl agMUHUCTPaUMU OKpyra,
HayanbHUK ynpaeneHus XXKX un YC agmuHuctpaumm COCHOBCKOro MyHMUMMANbHOMO
okpyra Hmxeropoackon obnacru.

[loKyMeHT He [ormkeH cogepxatb 6onee 4veTblpex agpecatoB. CnoBO «KOMMA»
nepen BTOPbIM, TPETbMM, YETBEPTLIM agpecaTaMn He CTaBUTCA.



Mpn HanpaBneHun OOKymeHTa Bonee 4Yem B YeTbipe agpeca COCTaBMSOT CUCOK
PAaCChINTKN N Ha KakgoM LOKYMEHTE yKa3blBaloT TOSIbKO OQHOro agpecara.

Mcxopawmin - anekTpoHHbIM  JOKYMEHT cornacosbiBaetca B C30. 3Oksemnnsp
NCXOAALWEro AoOKymMeHTa Ha GymMaHOM HocuTene, ocTalwuncs B Aene, AofmKeH 6biTb
3aBM3MpoBaH. Ha wucxogsiiem [OOKyMeHTe YyKasblBaeTCs MWCMNOSHUTENb C HOMEPOM
TenedoHa.

B coctaB pekBuanta «Agpecat» MOXET BXOAUTb MOYTOBbIA agpec, Npu 3TOM
AOMMKEH cobnogaTtbca cnefyowmii nopagok ero HanmcaHus:

- HauMeHoBaHWe agpecaTta (HaMMeHOBaHWe opraHusauun UnNu nNpu agpecoBaHUn
AOKyMeHTa hunsndeckomy nuuy — amunmsi, UMsi, OT4ECTBO);

- Ha3BaHWe ynuubl, HOMep AoMa, HOMep KBapTupbI;

- Ha3BaHWe HaceneHHoro nNyHkTa (ropoAd, NOCenokK 1 T.M.);

- Ha3BaHWe obnacTtu, kpasi, aBTOHOMHOIO okpyra (oénacTtu), pecnybnuku;

- CTpaHa (ansa MexayHapoaHbIX MOYTOBbLIX OTNPaBAEHNN);

- NOYTOBbLIN NHOEKC.

Hanpuwmep:

Bcepoccuinckmin
Hay4YHO-UccrnegoBaTeNbCKUN
WHCTUTYT LOKYMEHTOBELAEHMS

N apXMBHOro gerna

b.Yepkacckun nep., a. 5/2
MockBa, 103012

Agpec He npocTaBnsieTcs Ha [OOKYMeHTax, Hanpaensemblx B  OpraHbl
rocygapCTBeHHOM BracTtu Poccuiickon depepauyum, AOIMKHOCTHbIM nvyam
rocygapcteseHHoun Bnactn Poccunckon degepauum n B opraHbl rocygapCTBEHHOW BracTu
Hwxeropoackon o6nactn, [OMKHOCTHLIM fWuaM OpraHoB rOCy4apCTBEHHOW BnacTtu
Hwxeropoackon obnactn, opraHoB MECTHOro camoynpasreHns Huxkeropogckon obnactu,
a Takke nNpu nepenncke BHYTPU CTPYKTYPHbIX NogpasaesnieHnn.

B koHuUe cTpok agpeca 3Haku NpennHaHna He CTaBATCH, B cepednHe CTPOK 3HaKu
COXpPaHATCA.

PekBnant «Agpecat» nevataeTcs B rpaHuLax, npeayCMOTPEHHbIX YTBEPXAEHHbIMU
6naHkamu gnga nucem. Npu yrnoBoM pacnonoXeHun pekBU3UTOB agpecaT nevartaeTcs Ha
paccTosiHunm 120 MM OT neBoro kpas nucta dymarn n 20 MM OT €ro BEPXHEro kpasi, c
NpoAOSbHLIM pacrnonoXeHneMm peksnsntToB - 50 MM OT BepxHero kpasi. Bce cocTaBHble
yacTu agpecarta LeHTPUPYIOTCA OTHOCUTENbHO CaMOW OFIMHHOW CTPOKM 3TOro pekBu3uTa.
HanmeHoBaHMe opraHusauuu, CTPYKTYPHOro noapasfeneHnsa opraHusaumm, a Takke
HanMeHOBaHWe [OOSPKHOCTU revaTalTCAa OAWHAPHBIM - MEXCTPOYHbIM  MHTEpBAsioM.
MHvumansl n damunua oTAEeNnsTCs OT HaMMEHOBAaHUS LOSMKHOCTU 1 MEXCTPOYHbIM
nHTepsarom. [lonyckaeTcs BblaeneHne peksusnta «Agpecart» XUPHbIM LLPUEPTOM.

3.3.2.9.YTBEpKOEHME OOKYMEHTA.

pnd yTBEpPXOEHUA NpOCTaBNAeTCs Ha AOKYMEHTe B Criydae ero yTBepXAeHus
AOSDKHOCTHBLIM JIMLOM, HOPMAaTUBHO-NMPaBOBbLIM aKTOM, pacnopaauTeribHbIM JOKYMEHTOM
(nocTaHOBNEHNEM, PELUEHNEM, PACMOPSIKEHNEM).

lpuc yTBEPXKOEHMS pa3MellaeTcs B MNpaBOM BEPXHEM YIiy MepBOro nmcra
AokymeHTa. CTpOKM pekBM3nMTa BbIPABHMBAKOTCA MO NEBOMY Kpak WU LEHTPUPYHOTCH
OTHOCUTESIbHO CaMOU ANTMHHOW CTPOKM.

Mpn yTBEpXXOEHUN OOKYMEHTa OOSDKHOCTHbLIM NMUOM rpud yTBEPXKOEHUS COCTOUT
n3 crnosa YTBEPXIOAIO, HanmeHOBaHME OOMKHOCTU Nnua, yTBEPAMBLLEro JOKYMEHT, €ro
nognucun, ammnuun, HULMaNoB 1 AaTtbl YTBEPXOEHMS.

YTBEPXOAIO



[(maBa MeCcTHOro camoynpasneHus
COCHOBCKOro MyH/LMNAanNbLHOro oKpyra
Hwxeropoackon obnacTtu

(nMnynasa nognuce)
(MHMumanel, damunus)
00.00.0000

Mpn yTBEPXOEHUN [OKYMEHTA MNOCTAHOBIIEHMEM, PACMNOPSIKEHUEM, MNPUKA30M,
npoTokosioM rpud yteepxaeHns coctout u3 cnoe YTBEPXIOEHO (YTBEPXOEHA,
YTBEPXOEHbI wnn YTBEPXIOEH), HaumeHoBaHWsA yTBEp)KAAlOLWEro [OOKYMEHTa B
TBOPUTENBLHOM Najexe, ero AaTtbl U Homepa. Crnoso «YTBEPXIOEHO» cornacyetcs B
poLe 1 YMcre C BUOOM YTBEPXKAAEMOro AOKYMEHTA.

YTBEPXOEHO

NoCTaHOBMEHNEM aaMUHUCTPaLMK
COCHOBCKOro MyHMUMNanbHOro okpyra
Hwxeropoackon obnacTtu
ot 01.01. 2023 ropa Ne 1

3.3.2.10. Yka3aHus No UCMOMHEHNIO JOKYMEHTOB.

YKasaHust No UCMOMHEHUIO AOKYMEHTa — pe3oniioums — ohopMsieTCss B CUCTEME
C3O0 nubo Ha GnaHke pesoniouMM UNKM HENOCPEACTBEHHO HA [OKYMEHTe U COOepXuT
cnegylowmne  pekBusUTbl:  PaMunng  UCMONHUTENSA  (MCNONHUTENEen), coaepxaHue
NMOPY4YEHMS, CPOK UCMOSTHEHUS, NOAMNUCL, AaTa, PErMCTPaLMOHHBIA HOMEpP AOKYMEHTA.

B cnyyasax, korgaa nopyyeHve gaetca ABYM WKW HECKOMbKUM JMLUaM — OCHOBHbIM
MCNONHUTENEM ABNSETCA NULO, yKazaHHoe B nopydeHun nepsbiM. EMy npegocrtasnsieTcs
npaBoO CO3blBa COUCMOSMHUTENEN W KoopauvHaums wux pabotel. B atux cny4vasx
COMCNOSNHUTENN HaNpaBnaloT NHOPMALNIO OCHOBHOMY MCMOSHUTESIO.

Ha gokymeHTax, He Tpebylowmx ykasaHUn NO MCMOMHEHUIO U UMEKLWUX TUMOBbIE
CPOKM UCMNOJSTHEHWUS, CPOK UCMOSTHEHUS B PE30STHOLNN HE YKa3blBaeTCs.

3.3.2.11. 3aronoBOK K TEKCTY.

3arofiloBoK K TEKCTY — KpaTKoe cofepXaHne LOKYMeHTa.

3aronoBOK COCTaBMSETCH KO BCEM [OKYMEHTaM, 3a WCKMOYEHUEM [OOKYMEHTOB,
nMerLWmx TekcT Hebonblworo obbema (00 4-5 CTPOK) M MNOArOTOBMEHHbIX Ha Gymare
dopmaTta AS5. 3aronoBok [oMmkKeH ObiTb KpaTKMMm, TOYHO nepedaBaTb COAEP)KaHME
AOKyMeHTa, BbITb cornacoBaH ¢ HaMMeHOBaHMEM BUAA AOKYMEHTA.

3aronoBok K TekcTy dopmynupyetca ¢ npegnorom «O» («O6») M oTBevyaeT Ha
BOMPOC «O YEM?»):

- npukas (o0 4em?) o co3gaHmm aTTeCTALUMOHHON KOMUCCUM;

- npukas (o0 4em?) 06 yTBepXXaeHUn LTaTHOro pacnmncaHus;

- NMCbMO (O YemM?) 0 NpeaocTaBNeHNN NHopMaLnn.

B peokux cnydasax 3arofiloBOK MOXET OTBeYaTb Ha BOMPOC «4ero?» («Koro?»),
Hanpumep:

[OMmKHOCTHas MHCTPYKLUMS rnaBHoro byxranrtepa.

3aronoBoK K TEKCTYy odopmnseTca nog peksusaMtamun 6naHka crnesa OT rpaHuubl
nesoro nons. B ykasax, NOCTaHOBMNEHWSIX, PeLIeHnsIX, NpuKasax, n3gaBaembix opraHamm
MECTHOro CaMOynpaBfeHNss OKpyra, 3arofioBOK K TEKCTYy MOXeT OogopMmnaTbCa Hag
TEKCTOM nocepeauHe paboyero nons JOKYMEHTa U LIEHTPUPYETCA OTHOCUTESNBHO CaMOW
AJSIMHHOW CTPOKMW.



3aronoBoOK COCTaBMSeTCs NULOM, FOTOBALLUM NPOEKT AOKYMEHTa.

[Ansa gokymeHTOB, 0hopMIneHHbIX Ha Bymare bopmaTa A4 3aronoBok obsi3aTeneH.

[onyckaeTcs BblAeneHe 3aronoBka K TEKCTY XUPHbIM LLUPUGTOM.

3.3.2.12.TeKkcT JOKyMeHTa

TekCcT OKyMeHTa CTpOUTCHA B 3aBMCUMOCTM OT BuAa (PasHOBUOHOCTU) OOKYMEHTa.
TekcT OOKyMeHTa manaraeTcs pyCCKMM NUTepaTypHbIM S3bIKOM C y4eTOM OCOBeHHOoCTew
ouumnanbHO-A4eNnoBoro CTuUns, BMaa LOKYMEHTa W ero HasHayeHus B ynpaBrieHYeCcKou
aeaTenbHOCTU. TeKCT OoKyMmeHTa nevataeTcs yepe3 1-1,5 MEXCTPOYHbIX MHTepBana.
CopeprkaHne JOKyMeHTa AOMKHO BbITb U3NTOXEHO KPAaTKO, MOrMYHO, TOYHO U SICHO.

TeKkcT QOKYMeHTa, Kak npaBuro, COCTOUT U3 OBYX OCHOBHbIX YacTten. B nepsou
YyacTu u3naraeTcs MpuyYMHa  COCTaBMeHUs [AOKYMEHTa, [alTcs  CCbUKM  Ha
OoCHOBOMonarawwmne OOKYMEHTbl UM COOEPXUTCH  WHopMauma No  CywecTBy
paccMmaTpuBaemMoro Bonpoca, BO BTOPOW 4acTu - BblBOAbl, NPEANIOKEHUS, peLleHns nunm
NpoCLOLI.

Mpn HanMuum B TekCTe AOKYMEHTa CCbINIKM Ha ApyrMe OOKYMEeHTbl yKasblBalT UX
PEKBU3UTBI: HaMMeHOBaHMEe [OOKYMEeHTa, HauMeHOBaHue aBTopa [OKyMeHTa, Adaty W
perncTpaunoHHbIN HOMep AOKYMeHTa, 3arofloBOK K TEKCTY.

Mpu odbopmneHnn aokymeHTa Ha AByX U Bonee cTpaHuuax BTopas 1 nocnegyrowas
AOMKHbI BblTb NPOHYMepoBaHbl. HoMepa CcTpaHuy, NpoCTaBASOTCA nocepeauHe BePXHEro
nons nucta apabcknumm unpamm 6e3 cnosa «cTpaHmuay (CTp.) U 3HAKOB NPENUHAHUS.

B TekcTe AokymeHTa, NOArOTOBIIEHHOM Ha OCHOBaHUWU 3aKOHOAATENbHbIX UMW UHbIX
HOPMaTUBHbIX MNPAaBOBbLIX AaKTOB, paHee W3OaHHbIX pPacnopsauUTEnbHbIX OOKYMEHTOB,
yKa3blBalOTCH UX PEKBU3UTI:

- HaMMeHoBaHWe OOKyMeHTa, HauMeHOBaHWe opraHusaumMm — aBTopa AOKYMEHTa,
Aata [OKyMeHTa, perMcTpauvoHHbI HOMep [OOKYMeHTa, 3arofioBOK K TeKCTy wunu
HanMeHoBaHVe BUAa AOKYMEHTA;

- HaMMEeHOBaHWe opraHn3aunyM UNn AOMKHOCTHOMO N1ua, YyTBepAUBLLETO OOKYMEHT,
AaTty yTBepXaeHus JOKyMeHTa.

TekcT JOKyMeHTa MOXeT codepaTb pasgenbl, nogpasgenbl, NyHKTbl, NOAMNYHKTI,
HymepyeMble apabckumm undpamn. YpoBHeN pybpukaumm TeKCTa He A0SMKHO ObiTb Gonee
yeTbIpex.

B npukaszax TekcT wu3naraetca OT MepBOro nuua eauMHCTBEHHOro 4ucna
(«npukasbiBato»).

B pookymeHTax konnernanbHbIX U COBeLLaTerNbHbIX OPraHoOB TEKCT uanaraeTtcs OT
TpeTbero nuua €eAMHCTBEHHOIO 4ucna («KOMnerus... MocTaHoBnsieT», «cobpaHue...
peLunsno»).

TekcT npoToKONa wu3naraeTca OT TPeTbero nuua MHOXECTBEHHOro 4ucna
(«cnywanuny, «BbICTYNUNNY, KNMOCTAHOBUMN», « PELLNIINY).

B OokymeHTax, ycTaHaBnmMBawwWmMx npaBa WU 00A3aHHOCTM  OTpacneBbiX
(dbyHKUMOHANbHbBIX) OpraHoB, CTPYKTYPHbIX MOApasdeneHnin agMUHUCTpaUumM okpyra
(nonoxeHwe, MHCTPYKUMS), a Takke coaepxalumx onucaHve cuTyauumn, aHanus akToB
NN BbIBOAbI (aKT, CripaBka), UCnonb3yeTcs hopmMa M3NOXEHUS TeKCTa OT TpeTbero nuua
€0WHCTBEHHOIO UMW MHOXECTBEHHOro umcna («oTaen ocylecTBAsieT PYHKUUMU...», «B
COCTaB YyMnpaBreHust BXoONT...», KKOMUCCUSI NPOBera NpoBEpPKY...»).

B coBMeCTHbIX JOKyMeHTax TeKCT m3naraetcsi OT MepBOoro nmua MHOXECTBEHHOrO
yucna («npuKasbiBaem», «peLunnm»).

B aenoBbix (CnyxebHbix) NCbMax NCNOMb3yrTCA (POPMbl U3MNOXKEHUS:

- OT MepBOro nuua MHOXECTBEHHOro 4ucna («NpocuMm  HanpaswThb...»,
«npeacTaBnsgeM Ha pacCMOTPEHNUE...»);

- OT TpeTbero nuvua eAMHCTBEHHOro 4ucna («KMUHUCTEPCTBO HEe BO3paxaer...»,
«aenapTameHT cuMTaeT BO3MOXHBIM...»);

OT NepBOro nvua eanHCTBEHHOrO Yncna («cuntar HeobxooMMbIM...», «npeanarato
paccMOTPETb...»), €CNN NMMCLMO OPOPMITEHO HA JOIMKHOCTHOM BriaHke.



B TekcTtax OOKyMEHTOB ynoTpebnsatTcs Tonbko obuenpuHsaTble abbpesnaTypbl U
rpadomyeckme CokpaLleHus:.

Mpn ynoTpebneHun B TekcTe amMunuMi Ny, MHMLManNbl YyKasblBalOTCA Mocne
damunumu.

B nenoBbix (cnykebHbIX) NMCbMax MOryT UCMNOMb30BaTbLCS:

- BCTynuTenbHoe obpalleHune:

YBaxaembin rocnoguH NydepHatop!

YBaxaembinn Hukonau MNetposuny!

YBaxaemasn Onbra HukonaesHa!

YBaxaemsble rocnogal

B obGpaweHnn no [OMKHOCTU HaMMeHOBaHWE LOSMKHOCTU MULLIETCHA C MPOMUCHOM
OyKBbI.

- 3aKnunTenbHaa aTUKeTHas dpasa:

B koHue TekcTa neped NoanNUCbLIO BO3MOXHO YynoTpebrieHne BbipaxeHus, «C
yBaXXeHMeM» (CrioBa NULIYTCA C NPOMNUCHON OyKBbl, BblpaBHMBAKOTCA MO NEBOMY Kpato,
3anaTas nocne HMUX CTaBUTCS).

C yBaxeHuewm, ...

3.3.2.13 OT™mMeTKa 0 Hann4nmn NPUNOXEHNS.

OTmeTka O NPUNOXEHUN COLEPXKUT CBEOEeHUS O [OOKyMeHTe (JOKYMeHTax),
npunaraemMomM K OCHOBHOMY [OOKYMEHTY (B COMpOBOAUTESbHbIX MUCbMax, NPeTeH3UsiX,
aKTax, cnpaBkax U OpYrMX MHGOPMAaLMOHHO-CNPaBOYHbIX AOKYMEHTax) MnM O TOM, YTO
OOKYMEHT SABNSETCA MNPUMOXEHWEM K OCHOBHOMY [OOKYMEHTYy (B [JOKyMeHTax -
NPUNOXEHNAX K pacnopaauTenbHbiM — LOKYMEHTaM,  MOSMIOXEHMAM,  npaBuiam,
WMHCTPYKUUAM, OroBopaMm, nraHam, otyeTam u ap. JOKYMEHTaMm).

B conposBoauTenbHbiX nNuMcbMax M ApYrux  MHAOPMaLUOHHO-CNPaBOYHbIX
AOKYMEeHTax OTMeTKa O NPUNOXKEHUN OPOPMIISETCA Nog TEKCTOM OT rpaHuLbl N1IeBOro nNonsg
cnegyowmm obpasom:

- eCnu NpuoXxeHue HasBaHo B TekcTe: NpunoxeHne: Ha 2 n. B 1 k3.

- ecnn NpUNoXeHne He Ha3BaHO B TEKCTE WM eCrniv MPUIOXKEHUA HECKOIbKO,
YKa3blBalOT Ha3BaHUS [AOKYMEHTOB-NPUIIOXEHUIN, KOMMYECTBO JIUCTOB U 3K3eMMNspoB
Kakgoro NpumoXeHus:

Mpunoxexwue: 1.MonoxeHne 06 YnpasneHuu
pernMoHanbHOro KpeanToBaHus Ha 5 n.
B 1 aka.
2.CnpaBka 0 KagpoOBOM cOCTaBe
YnpaBneHus pernoHanbHoro
KpeamToBaHus Ha 2 n. B 1 9K3.
- ecnv NpUIoXeHne (NPUNoXeHns ) cOPOLLIOPOBAHBI:
MpunoxeHwne: otyet 0 HAP B 2 aka.
- ecnu [OOKYMEHT, 4SBNAWNACA MNPUNOXEHNEM, WMEEeT [MPUMOXeHUs C
CaMOCTOSITENTbHOM HyMepaunen CcTpaHuu,
MpunoxeHwne nucemo Pocapxua ot 05 uoHsa 2015 r. Ne 02-
6/172 n NpUNOXeEHNS K HEMY, BCEro Ha 5 1.
ecnn npunoxeHnem apnaetTca 060COBMNEHHbIN 3NEKTPOHHLIN HOCUTESb (KOMMaKT-
Anck, usb-cnew-HakonuTens n ap.):
MpunoxeHwne: CD B 1 3k3.
Mpn aTOM Ha Bknagbiwe (KOHBEPTE), B KOTOPbIA MOMELLaeTcss HOCUTENb,
YKa3blBalOTCA HAaMMEHOBaHNS JOKYMEHTOB, 3anncaHHbIX Ha HOCUTENb, MMeHa ¢hansnos.
Ecnu npunoxeHne HanpaBnseTcs He BO BCe yKa3aHHble B JOKYMeHTe agpeca, TO
OTMETKY O Hann4mm NpunoXxeHna genatot no gpopme:
MpunoxeHwne: Ha 2 n. B 1 3K3. B NepBbl agpec.



B pacnopaguTtenbHbix OOKYMeHTax (MOCTaHOBMEHMAX, peLleHusax, npukasax,
pacnopsiXeHusx), 4OroBopax, NOMNOXEHUSIX, NpaBunax, MHCTPYKUNAX U APYrnX JOKYMEHTax
OoTMeTKa 0 NpUNoXeHUn opopmnsaeTcsa cregyroLwmm obpasom:

B TEKCTE OOKYMEHTa npu nepBoM YNnoMWHaHUM AOKYMEHTa-MPUMOXeHNs1 B CKOBKax
yKasblBaeTCH: ... (MpunoxeHue) vnn ... (NnpunoxeHne 1); nepen HOMEPOM MNPMUIIOXKEHMS
AOMNycKaeTcsa CTaBUTb 3HaK HoMepa: ... (MpunoxeHue Ne 2);

-Ha NepBOM NNCTEe JOKYMEHTa-MPUNOXEHNS B NPaBOM BEPXHEM YIIy yKasblBaeTcs:

MpunoxeHne Ne 2
K MOCTaHOBIIEHUIO afMUHUCTPpaLnn
COCHOBCKOro MyHUUMNAanNbLHOro okpyra
Hwxeropoackon obnactu
oT 20 aHBapst 2020 r. Ne 10

Ecnn npunoxeHnem K pacnopsgutenbHOMY [AOKYMEHTY SBMSeTCA HOPMaTUBHbIN
NpaBOBOW aKkT WX WHOW [OKYMEHT, YTBepXAaeMbld [AaHHbIM pacrnopsaauTernbHbIM
AOKYMEHTOM, Ha NEepPBOM NUCTE NPUNOXEHNA NPOCTaBNSETCA OTMETKa O NpunoxeHun (6e3
CCbIfIKM Ha pacnopsanTenbHbIN JOKYMEHT) U rpud YTBEPXKAEHUS, B KOTOPOM yKa3blBalOTCA
AaHHble pacnopsanTesibHOro JOKYMEHTa, KOTOPbIM YTBEPXAEH LOKYMEHT-NPUoXeHue.

Mpumep:

MpunoxeHwne 1

YTBEP>XOEHO

NocTaHOBMEHNEM aaMUHUCTPaLMK
COCHOBCKOro MyHMUMNanbLHOro okpyra
Hwxeropoackon obnactu
ot 20 aHuBaps 2020 r. Ne 10

Ecnu npunoxeHusa cbpoLLtopoBaHbl, TO KOSIMYECTBO NIUCTOB He yKa3biBaloT. CTpOKM
peKBM3NTa BbIPABHMBAKOTCSA MO FIEBOMY Kpak UM LEHTPUPYTCA OTHOCUTENbHO CaMou
ANVHHOM cTpokn. OTMETKa O HanmmMuuMM MNPUNOXEHUsA nedvataeTtca veped 1 oauHapPHbLIN
AOMNOSTHUTENBHbBIA MEXCTPOYHbBIN MHTEPBAS Nocne TekcTa AOKyMEHTa.

3.3.2.14. MNognucs.

Mognuce siBnsieTca obsizaTenbHbIM PEKBU3NMTOM [OKYMeHTa. B coctaB nognucu
BXOOAT: HaMMeHOBaHWe [AOSMKHOCTM nuvua, NOANMCcaBLIero AOKyMeHT (MofHoe, ecnu
AOKYMEHT opopMneH He Ha BnaHke COOTBETCTBYHOLLEro JOKYMEHTa, KpOME «BHYTPEHHEN
nepenuckM», W COKpalleHHOe — Ha [JOoKyMeHTe, OdopMineHHoOM Ha ©6naHke. [lpu
MCMNONb30BaHUN OO0SHKHOCTHOrO ©OnaHka HauMMeHOBaHWe [OIMKHOCTM He YKasblBaeTcs,
nnMYHasa Noanuch N ee paclwmdpoBka (MHULKManNbL U amunus), Hanpumep:

[[MaBa MeCTHOro camoynpasfeHus
COCHOBCKOro MyHMUuMnarnbHOro okpyra A.C.3MmuH

MpaBo nognucbiBaTb AOKYMEHTbI MMEET rflaBa MECTHOrO caMoynpaBrieHNsa oKpyra
UNn  pykoBoaAUTENb  YMNOMIHOMOYEHHOrOo  OTpacneBoro  (PyHKUMOHANbHOrO) UK
TeppuUTOpUanbHOro opraHa, CTPYKTYpHOro nopasgeneHus agMuHucTpauumM okpyra, a
Takke YMNonHoMo4yeHHble nuua. [paBo BecTu nepenncky no ornpefesieHHbIM Bonpocam
MOXeT BbITb AenerMpoBaHoO pykoBoauTeNem ApYyrmM AOSDKHOCTHBIM NULaM.

HenernpoBaHve nonHOMOYNn OcbopMNsAeTca pacnopsikeHmeMm (NpukasoMm) o
pacnpegeneHm o06s3aHHOCTEN UMM OOBEPEHHOCTbID Ha BbINOSIHEHME OnpeneneHHbIX
AEeNCTBUM OT UMEHU aaMUHUCTPaLIMN OKpyra.

Ecnn npaBo nognucuM npegocTtaBneHo 3aMecTUTeNnaM rnasbl agMUHUCTPaLUK
oKpyra unv pyKkoBOAMTENsIM OTpacneBoro ((PyHKUMOHaNbHOro) UNn TeppuTopuanbHOro



opraHa, CTPYKTYpHOro nogpasgeneHvuss agMWHUCTpauuu OKpyra, OHW MNOoAMNUChLIBAKT
AOKYMEHT C YKasdaHneM CBOeW JOIMKHOCTMU.

Mpy nognucaHun OOKYMEHTa HECKOMbKMMU OOSDKHOCTHbIMU NMUaMn MX Nogmnucu
pacnonaraiT ogHy Hazd ApYron B rnocrnegoBaTeribHOCTU, COOTBETCTBYIOLLEN 3aHMMaeMom
AOIMKHOCTH.

Mpn noanMcaHum [OKYMEHTa HECKONbKMMWU NMUaMW paBHbIX OOSHKHOCTEN WX
noanuvcu pacnosaratoT Ha OOHOM YPOBHe.

Ecnn pormkHOCTHOE nuuo, NpaBOMOYHOE noanucatb AOKYMEHT, OTCYTCTBYeT, TO
AOKYMEHT MOXeT noanucbiBaTb MU0, WCMNONHALWee ero o6a3aHHOCTW, unuM  ero
3amectutenb. pn aTOM ykasbiBaeTcs hakTuyeckass OOSPKHOCTb Nuua, nognucasllero
AOKYMEHT, n ero damunusa. lpyu nognucaHum [OKyMEHTa fvUOM, MMELWMM npaBo
noanMcu B ClNyyae BPEeMEHHOro OTCYTCTBUA  PYKOBOAWUTENHA, WUCMpaBfeHus B
HaMMEeHOBaHUM LOSHKHOCTM M paclnpoBKY amMunum yxe noaroToBrEHHOro W
COrNacoBaHHOro MpoekTa [AOKYMeHTa BHOCATCA OT pPyKM WU C  UCMNOSfb30BaHUEM
COOTBETCTBYHOLLMX LWUTAMNOB. He gonyckaeTcsa CTaBUTb KOCYHO YepTy, HaANUChb «3ax» nepes
HaMMEeHOBaHMEM [OSDKHOCTM nvua B NOAMUCK, eCnn OOKYMEHT noAnucbiBaeT WHoe
AOSDKHOCTHOE 0.

He ponyckaeTcsa nepeHoCuTb NoANUCh Ha YnCTbIN (6e3 TekcTa) nucT Bymarn.

HanmeHoBaHMe JOMKHOCTM nevaTtaeTcs OT JIEBOW rpaHuMLbl TEKCTOBOrO Nosns Yyepes
OANHAapPHbIN MEXCTPOYHbIN MHTepBar. PaclumdpoBka noanucu pacrnonaraeTcs Ha ypoBHe
nocrnegHen CTpOKM HaMMeHOBaHUS OOMKHOCTU 6e3 npobena mexay uHuumManaMmm MMeHMU,
otyectBa n hamunuen. lNMocnegHasa bykea B paclumMdpoBKe MNOLMUCU OrpaHMYMBaeTCs
npaBoW rpaHuLien TEKCTOBOIO MNosis.

Mognuce oTgenseTca  OT  TekCcTa TpeMsa  OAMHAPHbIMU — MEXCTPOYHbIMUI
NHTEpBanamu.

OT3blB MOAMMCK OCYLLEeCTBNAET AOSMKHOCTHOE NWUO, MoAnucaBllee OOKYMEHT, B
crnegyoLiemM nopsagke:

- C pacnopaguTernbHOro [OOKYMeHTa COOTBETCTBYHOLUMM pacnopsanTenbHbIM
AOKYMEHTOM;

- C NUCbMa, CXeMbI, MPUMNOXEHNS, NnaHa — CNyxebHbIM MMCbMOM.

Ucnonb3oBaHue aHanoros cO6CTBEHHOPYYHOM NOANUCH

dakcumnnbHOe BocnpousBeaeHve (hakcumune) NOANMCU C MOMOLLBK aHanoros
COBCTBEHHOPYYHOM MNOAMUCU AOMYCKAaeTCA WMETb rflaBe MEeCTHOro camoynpaBreHus
oKpyra, 3amMecTuTensM rnaBbl agMUHUCTpPaUUKM okpyra (MpYM HanuMyuu cornacusa rnasbl
MECTHOro camoyrnpasneHus okpyra). He ponyckaeTtcsi ncnonb3oBaHue dakcumune Ha
AOKYMeHTax (PMHaAHCOBOro, HOPMaTUBHOIrO MPaBOBOrO Xxapakrepa. B ucknounTenbHbIX
cny4yasx, No ykasaHul PYKOBOAUTESS, BO3MOXHO MpUMeHeHue hakCMMUITbHOW Nognucu
Ha cny>xebHon KoppeCcnoHAEHLMMN.

OTTnckoM knuwe ¢ pakcmmune nognucu rnaBbl MECTHOMO camMOynpaBeHns okpyra
W 3amMecTuUTens rnaBbl agMUHUCTPaAUMM OKpyra paspeluaetca 3aBepsATb ChnyxebHble
AOKYMEHTbI, B TOM YMCIE Pe30noumm K JOKYMEHTaM, N0 UX NPSMOMY yKasaHus.

lMepeyeHb OOKYMEHTOB, NPW MOLrOTOBKE KOTOPbIX OOMYCKAeTCs WCMNONb30BaHUe
hakCUMUIBHON NOANUCHK:

-no3apaBuTenbHbIe agpeca, OTKPbITKM

-no3gpaBuTenbHbIE, NPUBETCTBEHHbIE 1 BriarogapCTBEHHbIE NUCbMa

-npurnaweHuns

-n3BELLEHNS

-cnyxebHble yOoCTOBEPEHUS

-y0OCTOBEpPEHUs K Harpagam

-NOYeTHbIE rPamMoThl

-MHPOPMALMOHHbIE NUCbMa

OTmMeTKa 06 3NeKTPOHHOM NoanNucK



OtmeTka 06 OnNEKTpOHHOW nMoAnMuUCKM  UCnonb3yeTcsa Npu  BuU3yanusaumu
9NEKTPOHHOIO AOKYMEHTa, MNOAMUCAHHOIO 3fEKTPOHHOM MOAMUCLIO, C cobntogeHnem
cnegyowmx TpeboBaHuii:

a) MeCTo pasmelleHnss OTMeTKM 06  3MEeKTPOHHOW  nognucu  LOMKHO
COOTBETCTBOBATb MECTY pasMelleHns COBCTBEHHOPYYHOW MNOAMUCKM B aHanorMyHoMm
AOKYMEHTe Ha ByMaxxHOM HocuTene;

0) anemMeHTbl OTMETKM 00 3NEeKTPOHHOM MOAMUCU LOSMKHbI OblTb BMAUMBIMU W
YynTaembiMn Npu oTobpakeHnn AOKyMeHTa B HaTyparibHOM pa3Mepe;

B) 3fIeMeHTbl OTMETKN 06 3MNEeKTPOHHOW NOAMNUCK He OOITKHbI NepeKkpbiBaTbCA UMK
HaknagblBaTbCA APYr Ha Apyra;

r) 9nemeHTbl OTMETKM 06 3NEeKTPOHHOW MOAMUCU He [OSKHbl NepekpbiBaTb
3NeMeHTbI TEKCTa AOKYMEHTa U apyrne oTMeTKM 06 9NeKTPOHHOW NoannucK (Mpu Hanumuunm).

OtmeTka 006 ONEKTPOHHOW nOANMUCM B COOTBETCTBUM C 3aKOHOAATENbCTBOM
Poccunickon depepaumn  BknoyaeT  dpasy  «[JOKyMEHT nognucaH 3feKTPOHHOM
nognucblo», HOMep cepTuduKaTa Koda 3SNEeKTPOHHOM nognucn, damMunui, uMs,
OTYeCTBO Briagernbua cepTudukaTta, CpoK OENCTBUSA cepTudurKkata Knoya dNeKTPOHHON
nognucun, Hanpumep:

JIOKYMEHT ITOATTCAH
HanmeHoBaHWe OOSMKHOCTU SAEKTPOHHOI TOJIITHACHIO

H.H.Hukonaes
CBEJEHUSA O CEPTU®UKATE OI1
Ceprudukar 1111111111111 11L11111111
Bnagenen Hukonaes Hukonait Hukomaesuua
JevictBurenen ¢ 01.12.2017 mo 01.12.2021

3.3.2.15. 'pud cornacosaHus.

Mnd cornacoBaHWs AOKYMEHTa MPOCTaBNSAETCA Ha AOKYMEHTax, COrnacoBaHHbIX
opraHamu BRnacTu, [OOMMKHOCTHBIMW nUuaMKM, a TakkKe Ha MnpoeKTax [AOKYMEHTOB,
Tpebyowmx npeaBapuUTENlbHOrO  PacCMOTPEHUS  3aMHTEPECOBAHHbIMW  OpraHamu,
CTPYKTYPHbIMU NnogpasgeneHus My, A0SPKHOCTHLIMUY NMLaMM.

Mpnd cornacoBaHus B 3aBUCUMMOCTM OT BMAA [OKYMEHTa U OCOBGEHHOCTen ero
0POPMIEHNST MOXKET NMPOCTaBNATLCSA:

Ha NepBOM InMCTEe [AOKyMeHTa (ecrnv AOKYMEHT WMEET TUTYSbHbIN JIUCT, - Ha
TUTYNIBHOM NUCTE) B NIEBOM BEPXHEM YINy Ha YpPOBHE rpudpa yTBEepXOAEeHUS unu nog
HaMMeHOBaHMEM OOKyMEHTa GnmKe K HUXXHEMY MOS0);

Ha nocnegHeM nNUcTe OKYMeHTa Nnof TEKCTOM;

Ha NUCTe cornacoBaHnsl, ABNSAOLLEMCA HEOTbEMIIEMOM YaCTbio JOKYMEHTA;

B COOO B cootBetctBuM ¢ PernameHtom C3OO u apyrumm HOpMaTMBHbLIMU
akTamu.

CornacoBaHne OOKYMEHTOB MOXET OblTb BHELUHUM U BHYTpPeHHMM (Bu3a). pud
cornacoBaHna coctout u3 cnoea COITIACOBAHO, p[omkHOCTM nuua, KOTopbIM
cornacoBaH OOKYMEHT (BKMYas HauMeHOBaHWe opraHa WCMOMHUTENbHOW Briactu), ero
COOCTBEHHOPYYHOW NOANUCKU, MHULMANOB, hamMunumn, gaTbl COrnacoBaHUs.

Cnoeo COITIACOBAHO (neyaTtaetca nponucHbiMM OykBamu 6€3 KaBblYeEK).
Hanpuwmep:

COIMACOBAHO 3amectutens rnaebl agMuMHUcTpaunmn CocHOBCKOro
MyHMUMnanbHoro okpyra Hmxkeropoackon obnactu (nognucek). N.O.®@amunua Jata

Ecnn cornacoBaHne ocywecTBnseTcsa KonsnernanbHbiM OpraHoMm, B rpude
cornacoBaHus ykasblBalOT cBeaeHust 06 opraHe, cornacoBaBLUEM AOKYMEHT, faTe U
HOMepe MpOTOKONa, B KOTOPOM 3adMKCUMPOBAHO pelleHMe O cornacosaHun. Ecnn
cornacoBaHMe OCYLLECTBMSETCS MUCbMOM, yKasblBalOT BMA LOKYMEHTA, OpraHmsaumio -
aBToOpa AOKyMeHTa, AaTy U HOMep nucbMa.

Hanpumep:



1 COIMNMACOBAHO 3kcnepTHO-NPOBEPOYHON METOONYECKON KOMUCCMEN KOMUTETAa
no aenam apxmesoB Hwxeropoackom obnactu (NpoTokos oT Ne )
2 COINMACOBAHO nucbmom PocapxuBa o1 Ne

dopMOM BHYTPEHHEro COrfacoBaHUA SBMSETCS BU3MPOBaHWE OOKymMeHToB. Busa
BKIOYaEeT NUYHYIO NOAMUChb BU3MPYIOLLIErO, ee paclumndpoBKy M AaTy BM3MPOBAHWUA, Npu
HeobXo4MMOCTN MOXHO yKasblBaTb LOMKHOCTb Bu3upytowero. Busa cBuaetenbCcTByeT O
cornacum wnn Hecornacum [OSMKHOCTHOro nuua (paboTHuka) ¢ coaep)XaHMem npoekTa
[OKYMeHTa

Hanpuwmep:

HayanbHWK ynpaBneHus genamu Mognuce N.0.®amnnus

[aTta

Mpn HanNnuMM 3aMeyYaHun K OOKYMEHTY BM3Y OOPMISIOT crnegylowmm obpasom:
Hanpuwmep:

3amevaHna  npunaratotca. HavanbHuk  ynpaBneHua — genamu  [Mognuch
N.0.Pamunua ata

B cucteme anekTpoHHOro AOKyMeHTOo6opoTa, cornacoBaHue OCYLIECTBNSETCA B
3NeKTpoHHOM dopme B cooTBeTcTBUM C PernameHtom C3OOO. B agokymeHTax Ha
BymaxxHOM HocuTene, NOASIMHHUKN KOTOPbIX XPaHATCA B agMUHUCTPauUMM OKpyra, Bu3bl
NPOCTaBNAT Ha NOCreAHEM NMCTe OOKYMEHTa nof noanucblo, Ha obopoTe nocnegHero
nicta  NOASNMHHWMKA  AOOKYMEHTa WM Ha  JfUCTe  COornacoBaHus  (BU3MPOBaHMUS),
npunaraemMom K JOKYMEHTY.

CornacoBaHune mncxogswmnx OOKyMeHTOB ocyuwlectBngetrca B COLO, nocne yero,
npy HeobXoOUMOCTW, K [OOKYMEHTYy Ha OymaxHOM HocuTene npuvknagbiBaeTcs
pacnevataHHbIN NIMCT COrfacoBaHus.

B cnyyae HanpaBneHus Joknaga Mo npuHUMNManbHbIM Bonpocam (puHaHcCHl,
NMYLLECTBO, 3eMN4, Kagpbl U T.4.) B agpec rnaBbl MECTHOMO CaMOyNpaBfeHus OKpyra Ha
AOKYMEeHTe MpOCTaBnseTcs Bu3a (cornacoBaHuWe) 3amMecTUTens rnasbl agMUHUCTPaUUn
OKpyra, KypupymoLiero gaHHbIn Brok.

Ecnu 3amectutenb rnaebl aAMMHUCTPaLMK OKpyra COOTBETCTBYLLEro 6rioka He
cormaceH C no3vuMen  pykoBoguTens  oTpacneBoro  (PYHKUMOHANbHOr0)  Unu
TEppPUTOPUANbLHOrO OpraHa, CTPYKTYPHOro noapasgeneHns aaMUHUCTpauun OKpyra,
N3NOXEHHOW B AOKYMEHTE, TO OH [OSKEH OONOXWUTb FfaBe MECTHOro camoyrnpaBfieHu s
okpyra obe nosuumm no gaHHomy Bonpocy. Npy HanMuun 3amevaHuin No AOKYMEHTY BU3Y
(cornacoBaHue) oopmMnalT crnegyowmm obpasom: «3amedaHna npunaratotca «unm «C
3aMeyYaHUsAMUN MO NYHKTY...» (NPU BHECEHUM 3aMeYaHUn B TEKCT AOKYMEHTA), NOANUCh, ee
paclundpoBka, gaTa.

'pnd cornacoBaHusi NnevaTaeTcs OT IEBOW rpaHuULIbl TEKCTOBOIO NOSISt JOKYMEHTa U
Ha pacctosHum 230 MM OT BepxHero kpas nucta Oymarn cornacHo YCTaHOBMEHHbLIM
pekBu3uTam Ansg rpudga cornacoBaHus.

3.3.2.16. lNMeyvaTsb.

Ha pokymeHTax, Tpebyowmx ocoboro yaocTtoBepeHusi, CTaBuTcs nedvatb. [leyaTb
yAOCTOBEPSIET MOANMHHOCTL MOAMUCKU LOMMKHOCTHOrO nuua nmbo COoOTBETCTBME KOMUM
NoANUHHMKY. OTTUCK crnefyeT NpocTaBnAaTb TakMMm obpasom, 4Tobbl NMYHas Noanucb U
OTTUCK  ObINMM  Xopowo 4YuTaembl. [leyaTb npocTaBnsieTcsi, He  3axBaTblBas
COBCTBEHHOPYYHON nognucyM  nuua, nognucaBllero  OOKYMEHT, Win B MecCTe,
0603Ha4eHHOM «MI» («MecTo nevaTun»).

3.3.2.17.0T™MeTKa 0 3aBEPEHUN KOMUM AOKYMEHTA.

Konuns gomkHa ObiTb 3aBepeHa OOSMKHOCTHLIM fINLOM, YAOCTOBEPSHOLMUM MOSTHOE
cooTBeTCcTBME noAnMHHMKY. OTMeTka O 3aBepeHun Konum odpopmrisieTcs Ha obopoTte
nocrnegHero nucrta AOKYMeHTa W BKMYaeT B cebsa ykazaHMe O MecTe HaxoXaeHus
NOAJSIMHHWKA JOKYMEHTa, CnoBo «BepHo», HanmeHoBaHWe JOMKHOCTY NULa, 3aBEPUBLLETO
KOMMIO, MNYHYIO NOANUCH, paclIMPOBKY NOANUCHK, ATy 3aBEPEHUs], NeYaTb.

3aBepuTenbHaa HaagnMcb cocTaBnsaeTcs no opme:



MoaonvHHMK OoKymeHTa Haxogutca B pgene Ne 3a r.
ynpaBneHusa genamum  agMuHuctpauum  COCHOBCKOMO  MyHMLMMAnbHOrO  OKpyra
Hwxeropoackon obnactu.

BepHo

Beaywnin cneunanucT  ynpaeBneHus  genamm  agMuHUCTpauumm CocHoBckoro
MyHMUMNANbHOro okpyra Hmkeropoackom obnactu
JInyHas nognucb PacwundpoBka nognucu

[laTta 3aBepeHna konuu

3aBepuTernbHas HagnMCb yooCcToBepseTcs repboBom neyaTbHo.

OtpacneBble (yHKUMOHAmNbHbIE) WU TeppuTopuanbHble OpraHbl, CTPYKTYPHble
nogpasgeneHna agMMHUCTPaUUM OKpyra MOryT BblAaTb KOMUU TOJbKO TeX OOKYMEHTOB,
NOASIMHHUKMA KOTOPbIX Y HUX XpaHATca. Konunm BblgaldTCA C MUCbMEHHOrO paspeLueHus
pykoBoauTensa oTtpacneBoro  (PyHKUMOHANbHOrO) WM  TeppuUTOpUasnbHOro  opraHa
CTPYKTYPHOro nogpasgeneHus.

3.3.2.18. OTmeTka 06 ucnonHutene.

OTtmeTka 006 mcnonHuTene Ha LOKYMEHTax OopMIIAeTCA B JIEBOM HWXKHEM YrIy
NMLEBON CTOPOHbI NOCHEeAHEro NMcTa JOKyMeHTa.

OTtmeTka BKMOYaeT hamunuio, Msi, 0TYECTBO (MONMHOCTBLIO) UCNOSTHUTENS N HOMEpP
ero cnyxebHoro TenedgoHa.

[aHHbIN  pekBM3UT nevyaTaeTcsd LWPUPTOM MeEHbLUMM, 4YeM pasmep wpudTa
OCHOBHOIO TEKCTa B [1BE CTPOKM.

Hanpumep:

MBaHoB /BaH IBaHOBWY
+7(831) 433-45-68

1.3.2.19.0TmeTKa 0 HanpaBfeHUN AOKYMEHTA B Aeno onpeaenseT MeCTO XpaHeHUs
AOKyMeHTa nocrie 3aBepeHusi paboTbl C HAM W BKOYaeT: croBa «B geno», nHgekc gena
NO HOMEHKNaType Aen, B KOTOpoe NMoMeLLaeTcsl JOKYMEHT Ha XpaHeHwe, C yKasaHuem
roga, 4OJPKHOCTU nnua, ohopMUBLLETO OTMETKY, NOANUCK, AaTbl, HANpUMep:

B neno Ne 01-18/ 3a 2018

HayanbHuk ynpasneHuss genammn agmumHmucTpaumm COCHOBCKOrO MyHMUMNANbHOIO
okpyra Hmxeropoackon obnactu

MNoanuck JaTta

OtmeTka o HanpaBlieHUNn [JOKyMeHTa B A€Jyil0 MOXET [OOMNOJIHATCA KpaTKUMU
cBeeHUAMM O XapaKkTepe UCNOJIHEHNA OOKYMEHTA.

3.3.2.20.Pesontounsa ookymeHTa

Pesonouna coOoepxut ykasaHue Mo MUCMNOSHEHUK [OOKyMeHTa. Pesontounsa
odopmnisieTca Ha cBobogHOM MecTe paboyero nonsi JOKYMeHTa, Ha BGnaHke pesontouuun
NI BHOCUTCSI HEMOCPEACTBEHHO B CUCTEMY 3IIEKTPOHHOIO AOKYMEHTOO60pOTA.

Pesonouunsa BKMOYaeT: WHUUMaNbl UCNONHUTENs (McnonHuTenen), damunuio,
NopyyYeHne Mo WCMOMIHEHUKO [OOKYMEHTa, Npu HeobXOAMMOCTU - CPOK WCMOMHEHUS,
nognuch nnua, BbIHECLLEro Pe3onioLmio, AaTy Pe30SIHoLnN.

Mpnmep —

nN.0. Pamunusa

Mpowy noaroToBnTb NPEaIoXKEeHUs.

MNognuck

JaTta



3.3.2.21.0TMeTKa 0 KOHTpOSe AOKYMEHTA.

OTmeTka O KOHTpONe AOKYMEeHTa MOXeT OblTb NpocCTaBfieHa Ha [OKyMEHTaXx,
NMOCTaBMEHHbIX HAa KOHTPOMb, C MNOMOLWbD wWTamna «KOHTponb» Ha BEepxXHEM norne
AOKyMeHTa cnpasa, nmbo B C3AO B peructpaumoHHOM KapTouke OOKyMeHTa nytem
3anosfiHEHNSA COOTBETCTBYIOLLNX MONEN.

3.3.2.22.0TMeTKa 0 NOCTYNMeHNN JOKYMEHTA.

OTmeTka O MOCTYNnAeHUM [OOKyMEHTa CRYXUT Ans noaTBepxaeHus akra
NOCTYNMIEHNS OOKYMEeHTa B aMUHUCTPAUMIO OKpyra W BKMYaeT AaTy MOCTYnfeHus u
BXOOSALWMIA PErmcTpaumoHHbIn HOMep AokymeHTa. [lpu HeobxoguMmocTn OTMeTKa O
NOCTYNSIEHUN MOXKET AOMNOSHATLCH YKa3aHWEM BPEMEHU MOCTYNNEHNS B YacaxX U MUHyTax
n cnocoba AoCTaBKM SOKYMEHTA.

3.3.2.23. pud orpaHn4eHuns goctyna K JOKYMEHTY.

Buabl ucnonb3yembix rpucoB orpaHMyeHus JocTyna AOSKHbl COOTBETCTBOBATb
3akoHoAaTeslbHbIM M MHbIM HOPMAaTUBHBLIM NpaBoBbiM aktam Poccunckon depepauunmn u
ObITb 3aKpenneHbl B JIOKaNbHbIX HOPMATMBHbIX aKTax.

Buabl kKoHuaeHumanbHOW UHopMaumMm ycTaHoOBMeHbl YkasoMm [lpe3sngeHTta
Poccuinckon depepaumm ot 6 mapta 1997 r. Ne 188 «O6 ytBepxaeHun [lepeyHs
cBefeHun KoHMaeHUnaneHOro xapakrepa.

OtmeTka 0 KOHUMAEHUNANbHOCTU (frpUc OorpaHUYeHns SOCTyna K AOKYMEHTY) Ha
AOKyMEHTax, cogepxalimx nHgopmaumo OrpaHUYEHHOro pacrnpoCTpaHeHUs, UMeeT BUA
«[na cnyxebHoro nonb3oBaHusa». [png NpoctasBnseTcs B NpaBoM BEPXHEM Yriy NepBOro
nucTa OOKyMeHTa (npoekTa [OKYMEHTa, COMpPOBOAUTENbHOMO MUCbMa K OOKYMEHTY) Ha
rpaHuLEe BEepXHero nosis nNpu Hanuuynum B JOKYMEHTe WHGOopMauuun, OOCTYM K KOTOPOM
OorpaHMyeH B COOTBETCTBUM C 3akoHodaTenbcTtBoM Poccunckon depepauuun. B coctas
rpudpa orpaHMyeHus OOCTyna K OOKYMEHTY BXOOUT orpaHuyuTenbHas Hagnucb «[ns
cny>xebHoro Nnofib3oBaHUNA».

IV. OCOBEHHOCTU OPOPMIJIEHNA OTAEJIbHbLIX BUAOB NOKYMEHTOB

4.1.AkTamun rnaBbl MECTHOrO CaMoynpaBneHnst oKpyra siBMsOTCA NOCTAHOBMEHUS U
pacnopsXXeHus rnaeBbl MECTHOrO CaMoynpaBfeHns okpyra.

AKTamMn agMUHUCTPaUUN OKpyra SBASAOTCA MOCTAHOBIIEHUS W PaCMOPSKEHUs
aAMWHUCTPaLUK oKpyra.

OtpacneBble ((pyHKUMOHAmNbHbIE) M TeppuTOpUarbHble OpraHbl agMUHUCTPaLUK
OKpyra B CBOEWN OeATENbHOCTU NMPUHMMAIOT NpuKasbl.

TonkoBaHve OPUONYECKNX MOHATUA  OCYLLECTBNAETCA B COOTBETCTBUMM C
depepanbHbiM 3akoHOM OT 06.10.2003 Ne 131-03 «O6 obwmx npuHUMnax opraHMsauumn
MEeCTHOro camoynpasneHusa B Poccunckon degepaummny.

4.1.1.AKTbl rnaBbl MECTHOIrO CaMoynpaBlieHNsa oKpyra.

lMocTaHOBNEHMST U PaACNOPSXKEHUA T[MaBbl MECTHOr0O CaMoynpaBreHus okKpyra
NPUHUMAKOTCA Ha COOTBETCTBYHOLWMX BnaHkax (npunoxeHuss Ne 2, 3) 1 nognucbiBaloTCA
HenocpeacTBEHHO MaBol MECTHOIMO CamMoynpaBeHUs oKpyra Uinn fULOM, UCMONMHAKOLLMM
ero o6a3aHHOCTH.

AKTbl rnaBbl MECTHOrO CaMOYMpaBIieHUs1 OKpyra BCTynawT B CUMy CO OHA WX
perncTpauuun, ecrnv MHOM NopPSA0K BCTYNNEHNS B CUY HE NPeayCMOTPEH CaMUM aKTOM.

4.1.2.AKTbl agMUHUCTPaLMN OKpyra.

[MocTaHOBNEHMS M pPacnopsPKEHMS aoMWHUCTPaUUK OKpyra MNPUHUMAKOTCS Ha
cooTBeTCTBYHOLWMX BnaHkax (npunoxeHns Ne 5, 6) n nognucbiBaloTCA HEMOCPEACTBEHHO
rmaBoOM MECTHOrO CamoynpaBsfieHUs OKpyra Wnn 3amecTuTenem rnasbl agMUHUCTPaLUn
oKpyra, BO BpeMsi OTCYTCTBUSA rMaBbl MECTHOIO CamoynpaBrneHns okpyra.

AKTbl aAMUHUCTPaLUKN OKpyra BCTYNatoT B CUIY CO AHA UX perncTpauun, ecnm MHon
NOPSIAOK BCTYMMEHMS B CUIY HE NPeayCMOTPEH CaMUM aKTOM.

4.1.2.1.NpoeKkTbl aKTOB aiMUHUCTPALMMU OKpyra HanpasfialOTCA Ha Noanucb npuv
HeobXo4MMOCTN C MNOSICHUTESNIbHOW 3anMCKOW, COAEep’Kallen KpaTKoe MW3MOoXeHWe CyTu
akta, 0OOCHOBaHMEe HeOobXOoOUMOCTU MNPUHATUA OaHHOMO MpPOEKTa, CChIKU  Ha



HOpPMaTUBHbIE [OKYMEHTbI, KOTOpble MOMOXeHbl B OCHOBY pa3paboTkm npoekTa, C
yKaszaHnem gatbl X NPUHATUS, HOMepa U Ha3BaHUS.

4.1.3.MpoeKT aKkTa MmeeT cnefyoLmne pekBn3nTbI:

HauMeHoBaHWe aBTopa akTa — Hanpumep: agmuHucTpaumss COCHOBCKOro
MYHMUMNanbHoro okpyra Hmxkeropoackon obnactu;

HauMeHoOBaHWe BMaa akTa — HarnpuMmep: NoCTaHOBIEHNE;

AaTa aKkta oTaensieTcs OT HaMMEHOBaHWUA BMAA akTa, Kak NpaBuno, 2 oanHapHbIMU
MEXCTPOYHbIMM  MHTepBanamu. MoxeT odopMnATbCA UMEPPOBLIM  UNU  CIIOBECHO-
undpoBbIM cnocobom, Hanpumep: 15.07.2005; 15 utoHsa 2005 roaa;

HOoMep nevataeTtcs apabckMmmn umdpamm U COCTOUT U3 3Haka «Ne» n NopsaKOBOro
HOMepa JoKyMeHTa, Hanpumep: Ne 143.

K nopsgkoBoMy HOMepY pacnopsiKeHUs rnasbl MECTHOMO camoynpaBieHnsa oKkpyra
N pacnopsbkeHns AAMMHUCTpauuK oOkpyra 4epe3 geduc pobaensercs nutep «p»,
Hanpumep, Ne 153-p.

K HOMepam pacnopspkeHun agMUHUCTPaUUM OKpyra, MPUHATBIX, N0 KagpoBOMY
cocTaBy, 4yepe3 geduc gobaesnsetrca nutep «n», Hanpumep, Ne 147-n. PacnopsikeHus
afMUHUCTpaLMKU OKpyra, no npeaocTaBfieHMIO OTMyCKa, HanpaBfeHU0 B KOMaHOVPOBKY,
NPVBMEYEHUIO K OUCLMMNIIMHAPHON OTBETCTBEHHOCTU, PerucTpmpytotcs ¢ gobasneHmem K
HOMepy nuTepa «K», Hanpumep, Ne 258-k.

[aTta n Homep NOCTaHOBMNEHNS, pacnopsXKeHNs pacnosiaratoTcs Ha OOHOM YPOBHEe
N pasHeceHbl Mo NeBOWN U NPaBON rpaHMLaM TEKCTOBOrO Mo JOKYMEHTa.

4.1.4. 3aronoBok nevartaeTcs B rpaHuWUax, MNpPeayCMOTPEHHbIX OnaHkamu
NpaBOBbIX aKTOB M OpraHM3auMOHHO-pacrnopsSANTENbHBIX JOKYMEHTOB (Ha paccTosHun 2
OAMHApPHbIX MEXCTPOYHbIX MHTEepBana OT pPeKBU3UTOB [ata M HOMep), OAMHapPHbIM
MEXCTPOYHbIM MHTEPBarioM. To4Ka B KOHLIE 3arofloBka He CTaBUTCA.

TekcT oTaenseTcsa oT 3aronoska 3 OANHAPHLIMU MEXCTPOYHBIMU MHTEpBanamm u
neyataetcsa C ucnosnb3oBaHueM wpudTta Times New Roman pasmepom 14 kernemn
NONYTOPHbLIM UHTEPBANOM.

TekCcT [JOKyMeHTa ne4yataeTcsa OT JieBOM rpaHULbl TEKCTOBOro Mons wu
BblpaBHMBAETCA MO NEBOW M nNpaBol rpaHuuam. lNepeas cTpoka ab3aua HauyMHaeTcsa Ha
paccTosiHun 1,25 cM OT NeBOW rpaHuLibl TEKCTOBOrO MOMS.

TekcT MOXeT noapasfdenaTbCsa Ha KOHCTaTMpylowyk 4YacTtb (npeambyny) u
NOCTaHOBSIOLLYIO — B MOCTAHOBNEHUSAX, PACNOPAAUTENBHYIO — B PACNOPSKEHUSIX.

Mpeambyna B npoekTax NOCTaHOBEHUIN 3aBepLUaeTcs crioBamu «[1oCTaHOBMSAOY,
nocrniegHee CnoBo nevyataeTcsi CTPOYHbIMU ByKBaMM NOSTYXUPHBLIM LLUPUETOM BPa3psaKy.

Mpeambyna MoXeT OTCYTCTBOBaTb, €CnW npeanucbiBaeMble OENCTBUSA He
HY>XOAl0TCS B pas3bsCHEHUN.

MocTtaHoBnsoWwaa (pacnopsgutenbHasl) YacTb MNPOEKTOB  NMOCTaHOBIIEHUNA,
pacrnopshkeHWn, Kak npasuno, noapasgensdercs Ha MNyHKTbl, KOTOpble, HyMepyrTcCH
apabckumm undpamm ¢ TOYKOW U 3arofiOBKOB HE UMEIOT.

Mpyn HanMuUU NPUNOXEHUN K NMOCTAHOBIIEHWUIO, PACMOPSXKEHUIO B TEKCTE Ha HUX
obsa3aTenbHO AenaeTcs ceblfka.

4.1.5.NMognncb AOSMKHOCTHOrO nuua (McnonHUTENs) oTtaensieTcs OT Tekcta 3
OAVHapPHbIMU MEXCTPOYHBbIMU MHTEPBANaMuM 1 COCTOUT U3 AOSMKHOCTU, NIMYHOM NOANUCK U
ee pacwmgpoBkn (MHMUMansl n amunus). JomKHOCTE nevyaTaeTcsl OT fIeBOW rpaHuLbl
TEKCTOBOro nons. WMHuymansl n dammnua nedatawTcsa Ha YpOBHE [JOImkHOCTU 6e3
npobenoB Mexay uvHUuuanamu u amunmen y npaBoOW rpaHuLbl TEKCTOBOrO MOn4.
MocnegHasa OykBa B pacwmMpoBKe NOANUCK OrpaHUYMBAETCS MPaBOW rpaHuLENn
TEKCTOBOro Moss.

4.1.6.MpunoxeHns K NpoeKkTaM akTOB Me4yaTalTCs Ha OTAeSbHbIX Nnuctax. TekcTt
KaXoro NpunoXXeHust 4OSMKEH 3aKaHYMBaTbCSA LLEHTPUPOBAHHOW YepTOn ANHON 3-5 CM.

MpunoXeHnsa K npoektam akToB (pelleHui, MOCTaHOBIEHUMA U PacCnOpsKEHUN)
ochopmnsaoTca ¢ ucnonb3oBaHnem wpudta Times New Roman pasmepom 12-14 kernen



OAVHapHbLIM WNN MNOMNYTOPHbIM MEXCTPOYHbIM UMHTepBanom. [lepeas cTpoka absaua
Ha4nHaeTcs Ha pacctosiHuM 1,25 cMm OT NeBon rpaHuLbl TEKCTOBOIO MONS.

4.1.7.Npndp yTBEPXKAEHUA, TPU CornacoBaHus, OTMETKA O HanM4ynum NpPUNoXKeHUs.

MHorocTpouHble pekBunantbl «pud yrBepxaeHus», «lpunoxeHue» Co CCbINIKON
Ha HOMep W gaTy HOPMaTUBHOIO akTa pacnonaraloTCsa B NpaBOM BEPXHEM Yriy MNepBoro
nucTa AOKYMEHTa M neyaTalTca OT rpaHuubl BEpXHEro nons 6e3 kaBblbeK MPONUCHbLIMM
BykBamu.

Cnosa «YTBEPXOEHO», «OOOBPEHOY, «COIMACOBAHO»,
«MPUNOXEHUWE» oTgensoT OT nocregylwmx CTPOK  pekBu3anTa  MONyTOPHbIM
MEXCTPOYHbIM  MHTEpBanoM (OCTalflbHble CTPOKM pEeKBU3UTA nedyaTarTcs Yepes
OAMHAPHbLIN UHTepBan).

Bce cocTaBHble YacTn pekBU3UTOB LIEHTPUPYKOTCA OTHOCUTESNbHO CaMOn OSIMHHON
CTPOKW. [NuHa CTPOKM He JOorkKHa npeBbiwaTtb 9 CM M OorpaHMYMBaEeTCH MpaBbiM MOfeM
AOKYMEHTA.

Mpn HanmMuum HECKONbKUX TrPUGOB YTBEPXKOEHUS WKW COrnacoBaHUs  UX
pacnonaratoT Ha OQHOM YPOBHeE.

B npunoxeHuax nomewaroTca MNOSIOXKEHUNA, perfiaMeHTbl, MNepedHn, CrnCKu,
rpadounkn, Tabnuupbl, 06pasubl AOKYMEHTOB U Ap.

Ecnun B TekcTe gaeTcs CCblfika «COrnacHO NpUItoXXeHMo», TO Ha NepBOn CTpaHuue
npunoxenna nocne cnoea «IMNPUNIOXKEHWE» paeTtcsa ccbinka Ha  pelueHue,
NOCTaHOBIEHNE NI pacnopsiKeHune.

[MpY HAaNMYUN HECKONBKUX MPUMOXKEHNA OHN HYMEPYHOTCS.

Hanpumep:
MPUNOXEHUE 1
K MOCTAHOBIIEHMIO aaMUHUCTPaLNn
COCHOBCKOro MyHMUMNanbLHOro okpyra
Hwxeropoackon obnactu
oT Ne

Mpn Hanuumm B TekcTe akta (OpMynMPOBKM «YTBEpaAUTbY (Mpunaraemoe
NOSIOXXEeHNe, COCTaB KOMUCCUM, NepeyvyeHb MEPONPUSATUA U T.4.) HA CaMOM MPUSTOXEHUN B
npaBoM BepxHem yrny pacnonaraetcs crnoso «YTBEPXIOEHO» nnn «YTBEPXXIOEH» co
CCbISIKOW Ha HOPMAaTUBHBIN akT, ero gaTty, Homep.

Hanpumep:
YTBEPXOEHO
NoCTaHOBMEHMEM aaMUHUCTPaUMn
COCHOBCKOro MyHMLMNanbHOro okpyra
Hwxeropoackon obnactu
oT Ne

Cnosa «YTBEPXOEHO» un «YTBEPXOEH» cornacytotca B poge v yucne c
nepBbIM CIOBOM HanMeHOBaHUA npunoxeHus: nonoxeHne — YTBEPXXIOEHO, nporpamma
— YTBEPXOEHA, meponpusatna — YTBEPXXOEHbI.

3aronoBoK K TEKCTy MpUMOXEeHUs rnedartaeTtca LEeHTPOBaHHbIM  CMocobom.
HanmeHoBaHMe NpUNOXEHNA BblgenseTca NonyXupHbiM  wWpudgToMm  (MonoxeHwue,
MepeyeHb, Cnucok n 1.4.).

Mpn Hanuuun B TEKCTE MPUNOXEHUS HECKONbKUX pasfenoB MX 3arofloBKu
neyaTarTCs LEHTPOBAHHbIM CNOCOOOM (OTHOCUTENBHO rPaHUL, TEeKCTa) U HyMepykTcs
apabckumn undpamn. Touka B KOHLE 3arofioBka He cTtaBuTcs. [lonyckaeTcs BblOensiTb
3aronoBKu pasgerioB MoMy>XMPHbLIM LWPUGPTOM.

TekcT npunoxeHns MoxeT BbITb odopmrieH B Buae Tabnuubl. 'padbl U CTpoOkM
Tabnuubl [OMKHbI WMETb 3arofloBKW, BbIPAXEHHbIE MMEHEM CYLLEeCTBUTESNbHbIM B



nMeHuTenbHoMm nagexe. lloasaronoBkn rpad M CTPOK rpaMmaTUYecKM OOSTKHbl ObiTb
cornacoBaHbl C 3arofiloBkamMu. TekCT Tabnuvubl MOXET ObITb HaneyaTaH Yyepe3 oaNHApPHbIN
MEXCTPOYHbLIN UHTEPBAr.

Ecnn Ttabnuuy neyatairoT Gonee Yem Ha OOHOW CTpaHWUUE, 3arofloBOYMHAsA 4acTb
Tabnuubl (Hymepaums rpad) NOBTOPSETCS Ha KaXO0W CTpaHuLe.

JINCTbI NPUNOXEHNA HYMEPYOTCA CaMOCTOATESNBHO, HA4YMHAA CO BTOPOro fncTa.

[Mpn HanNU4YnM B TEKCTE CHOCOK CChbIflIka Ha CHOCKY ODOPMMAETCHA 3BE3404YKON UMK
undppon co ckobkon: * unm 1). TeKCT CHOCKM nevaTaeTcsa Yepe3 OAMHAPHbIN MEXCTPOYHbIN
WHTEpBan B KOHUE KaXOOW CTpaHuubl UMW Mocne MNpUIoXeHUs B LIeNoM Moa 4YepTon
LWPNEPTOM MEHBLUMM, YEM OCHOBHOW TeKCT. [locne cumBOna CHOCKM ee TEeKCT rnevyaTtaeTcs
C nponucHomn BykBbl. B KOHLIE TEKCTa CHOCKM CTaBUTCS TOYKA.

Ha ogHou cTpaHuue He A0MKHO NPOCTaBnATbLCS 6onee Tpex CHOCOK.

B nonoxeHusax, nporpammax, yctaBax u gpyrmx nogobHbIx JOKyMeHTax pasgenbl
N rnaBbl HYMEPYIOTCS, KaK MpaBuio, pUMCKUMU Unpamun, a NyHKTbl U NOONYHKTbl — TaK
Xe, KaKk WU B TeKCTe [MOCTaHOBIEHNSA (pacnopsbkeHusl) aaMuHucTpauum okpyra. B
YKa3aHHbIX [OKYMEHTax WX CcoCTaBHble YacTu (pasgenbl, nogpasgernbl, MNyHKTh,
NOAMNYHKTbI) MOXHO Takke HymepoBaTb apabckumu umdpamn. MNogpasgensl HyMepyoT B
npegenax pasgena. Homep nogpasgena JofMKeH COCTOATb U3 HOMepa pasferna n Homepa
nogpasgena, pasgernieHHblX ToYkon (Hanpumep, 1.2.). Homep nyHKTa MOXeT COCTOATb U3
HOMepa pasgena, nogpasgenia U NyHKTa, pasgeneHHblX Todkamu (Hanpumep, 2.3.1.).
MMyHKTBI NpU HEOBXOAUMOCTM MOTyT NOAPAa3densaATbCsA Ha MOAMYHKTbI, KOTOPble OOSTKHbI
MMETb NOPSAAKOBY HYMepaLMIo B Npeaenax Kaxaoro nyHkta (Hanpumep, 1.2.2.1.).

Busbl npoctaBnsaiTca Ha O6GOPOTHOWM CTOpPOHE MOCnedHero nmcta nepBoro
9K3eMnngpa Ha §uUCcTe COornacoBaHUs K MPOEKTYy MNOCTaHOBMEHNA (pacrnopsikeHus).
BusmpoBaHme  Takke  MOXeT  OCyWecCcTBNsieTcs B CUCTEME  ONEKTPOHHOro
AOKyMeHToobopoTa.

4.1.8.AkTbl ochopmnsoTca B TekcToBoM peaaktope Microsoft Word (Bepcua XP u
nocnegywowme) ¢ ncnonb3oBaHneM wpudrta Times New Roman pasmepom 12-14 kernen
OAMHAPHBLIM UM MONYTOPHBIM  MEXCTPOYHbIM UMHTepBanoMm. OdopMneHne B UHbIX
TEKCTOBbIX pefaKkTopax He AonyckaeTcs.

[Mpn aTOM NOAroToBKa MPOEKTOB aKTOB (MPUSIOXKEHUI K HAM) MOXET OCYLLEeCTBNATLCA
B TabnuyHbIX pefaktopax ¢ obsa3aTenbHOM KOHBEpTaumen nepeg ux pacnedaTkon Ha
OymaxHbI HOCUTEMb B TEKCTOBLIN peaakTop Microsoft Word.
4.2.NMopy4yeHuns
4.2.1.MNMopy4eHna — pacnopaguTenbHble AOKYMEHTbl, KOTOpble OOPMIISIOTCA Ha
GnaHke nopy4eHnn ycTtaHoBneHHOM opMmbl. [MopyyeHusaMn oopMASATCA peLleHus
onepaTtMBHOrO Xapaktepa MO BOMpocaM, CBs3aHHbIM C [AeATeNIbHOCTbO OpraHoB
MCNOSMHUTENbHBIX BNAacTW, a Takke OpPraHM3auMoOHHOro U MaTepuaribHO-TEXHUYECKOro
obecneyveHus.
[MpoeKkTbl NOpPYYEHUN FOTOBATCH MO 3a4aHUIO rNaBbl MECTHOMO CaMOynpaBfeHus
oKpyra, 3amecTuTenen rnasbl agMUHUCTPaLUN OKpYra.
Mopy4eHunsa odpopmnsaoTcs Ha 6naHke nopyyeHui oopmata A4
Mopy4deHuns nevartatoTcs wpudgtom Times New Roman pasmepom 14 kernemn.
BnaHk nopyyeHuna ssnseTca 6GraHKOM KOHKPETHOro BuAa AOKYMEHTa, a Takxke
6GnaHKOM OOSMKHOCTHOrO NiMua 1 UMeEeT crieaytoume pekBU3UTbI:
aBTop (rmaBa MECTHOro camoynpaBfieHUs  OKpyra, 3amMecTuTenb  [nasbl
aAMUHUCTPaLMM OKpyra);
HauMeHoBaHWe BNaa AOKYMEHTa - MopyveHue;
AaTa nopy4yeHusi ohopmnsieTca LudpoBbIM CNocobom;
HOMEpP MOpyYeHUs COCTOMT M3 3Haka Ne n nopsaaKkoBOro Homepa [AOKYMeEHTa,
NPUCBOEHHOIO CUCTEMOWN ANEKTPOHHOIO AoKyMeHToobopoTa (C30).
3aronoBoK K MOPYYEHUIO HE COCTaBnseTcs.
4.2.2.lMopy4eHne cocTaBnseTcsa B agpec KOHKPETHbIX AOSHKHOCTHbIX L,



Mpu agpecoBaHUM NOPYYEHUs pyKoBOAMTENHO OoTpacneBoro (pyHKLMOHANbLHOM0) Unu
TeppuUTOpManbHOrO opraHa, CTPYKTYPHOrO noapasfeneHns aaMUHUCTpauMn OoKpyra,
yKasblBaOTCA MHUUMAnNbI 1 damunusa 6e3 ykazaHus OMMKHOCTU, Hanpuvep:

B.B.Xoxnos.

Ecnn B KkayecTBe agpecata BbICTynaeT PYKOBOAMTENb CTOPOHHEN OpraHusauum
(opraHa MeCTHOrO caMoynpaeneHus), TO HauMeHOBaHME opraHusauuMn (opraHa) wu
[IOIDKHOCTM BXOAMT B COCTaB PEKBMU3MTA «agpecaTy, Hanpumep:

maBe ropoga HwxHero Hosropoga
B.A.lMaHoBy.

Ecnv nopydeHve HanpaBnseTcs B HECKOSIbKO OL4HOPOAHbLIX OpraHusauumn, TO MuX
cneayeT ykasaTb 0606LeHHO, Hanpumep:

(MaBamM MyHMUMNAanNbHbIX U TOPOACKMX OKpYroB Hukeropoackom obnacrtu.

PekBnant «Agpecat» neyataetcsa B rpaHuuax, npegyCMOTPeHHbIX YTBEPXKAEHHbIMU
GnaHkamn. Bce cocTaBHble 4acTu agpecata LUEHTPUPYKTCA OTHOCUTENBHO CaMOWn
AJIMHHOW CTPOKM 3TOro peksmsnta. HanmeHoBaHue opraHuM3aunm, OOSMKHOCTM nevaTtaeTcs
OAMHAapHbIM MEXCTPOYHbIM WHTepBanoMm. WHuumansl n dammnmna OT HanMeHOBaHWUS
OOSDKHOCTU HE OTAENSAITCS.

4.2.3.TekCT nopyyeHusi oTaensieTcs OT pekBu3nTa «agpecaT» OABYMS OOUHaPHbLIMU
MEXCTPOYHbIMM MHTEpBanamu u nedvataetca 4vepe3 1,5 MEXCTPOYHbIX MHTepBana oT
NneBOW rpaHuLbl TEKCTOBOrO MOSis, BblpaBHMBAETCA MO JIEBOW M MNpaBou rpaHuuLam
TekcToBoro nosns. MNepsasa cTpoka ab3aua HaynmHaeTca Ha paccTosiHuM 1,25 cMm OT fieBon
rpaHnLibl TEKCTOBOIO MOMS.

TeKkCT nopy4yeHnss MOXeT COCTOATb U3 2 YacTeun: KOHcTaTupylowen (npeambynsi) u
pacnopsanTenbHON U COCTOATb N3 OAHOW pacnopaauTenibHOM YacTu.

B KOHCTaTupyowen 4actn KpaTKo msnararoTca uenu u 3agayu, daktbl U cobbiTus,
NOCINYXMBLUME OCHOBaHMEM ANS udgaHusa nopyyeHua. OHa MOXeT HauyMHaTbCsA CroBamu
«B LEnsiX», «B COOTBETCTBMMY», «BO UCMOMHEHNEY U T.4.

PacnopsagutenbHass 4YacTb [OMXKHa codepxaTb nepevncrieHne npeanncbiBaemMblx
AENCTBUM C yKa3aHMEM WUCMOSHUTENS KaXdoro OEeWCTBUS U CPOKOB MUCMONHeHUs. Cpoku
MCNOSNTHEHUSA YKa3bIBAlOTCA KOHKPETHO ANd Kaxaoro 3agaHvs. He pekomeHayeTcs
dopmynmnpoBka 3agaHumn 6e3 ycTtaHOBNEHUS COOTBETCTBYIOLLEro CpoKa UCMOMHEHNS.

PacnopsagutenbHass 4yacTb MOXeT [OenUTbCA Ha MNYHKTbl W MNOAMNYHKTbl, KOTOpPble
HymepyloTca apabckumun umdpamu. [enctBua OAHOPOAHOrO xapaktepa MoryT ObiTb
nepeyncrneHbl B OOHOM NyHKTe. B kayecTBe ucnonHuTenemn ykasblBalOTCH KOHKPETHblE
OOSDKHOCTHbIE nuua. Ecnu B TekcTe nopyyeHus urypypyeT HasBaHue opraHa
MCNOSMHUTENbHOW BnacTu, HeobxoouMo B ckoOKax ykasblBaTb WMHWUUMAnNbl U aMunuio
pyKOBOAMTENSA AaHHOro opraHa UCMNoMHUTESNTbHOW BNaCTW.

B cnyyae, ecnn nopydeHve pfaeTcs OAHOBPEMEHHO HECKONbKUM OOITHKHOCTHbLIM
nuuaMm, OO/MKHOCTHOE fUUO, YKasaHHoe nepBbiM, SBNSIeTCS OTBETCTBEHHbIM 3a
MCNOSTHEHNE MNOPYYEHUS B LIENIOM, KOOPAWHAUUSA UCMOSTHEHUS MOPYYEHUS U NOAroTOBKa
CBOAHOW MHOpMaUUKM AN JoKnaja rinaBe MecTHOro caMmoynpasfieHust okpyra.

TekcT nopyyeHusa nevataetca Ha OnaHke, usnaraeTcs MakOHWMYHO, C YKa3aHUeM
damMmunmim JOSMKHOCTHbLIX L, KOTOPbLIM AaeTcsi NOpyYeHNE, N CPOKa UCMOSTHEHWS.

4.2.4.Noagnnucb [OMKHOCTHOrO nuua OTAEeNsieTcs OT TekCcTa TpemMs OAMHapHbIMU
MEXCTPOYHbIMU UHTEpPBaANaMm U COCTOUT U3 JIMYHOM NOANUCK (SMNEKTPOHHOW Noanucu) u
pacwmnpoBkn nognucu (MHuumanel, pamunus). PaclumdpoBka noanMcu nedaraetcsa Ha
YPOBHE nocrneaHen CTPOKNM HauMeHoBaHNA JOMKHOCTM 6e3 npobenoB mexay nHuumnanamm
n camunuen. lMNMocnegHss OykBa B paclwmMdpoBKe MOAMMCU OrpaHMYMBaETCA MpaBoWn
rpaHuLEen TEKCTOBOIO MNOSIsS.



lMopyyeHue nognucbiBaeT LOMKHOCTHOE nuuo, Ha GnaHke KOTOpOoro noaroToBneH
AOKYMEHT, a B ero OTCyTCTBME N1LIO, ero 3amMmeLLaroLLee.

4.2.5.llopy4eHuns rnaBbl MECTHOIO caMoyrnpaBneHnsa okpyra, AaHHble UM FIMYHO Unn B
xo4e neperoBopoB (BCTped), OhopMNATCA B ITOT Xe WNU Ha crnefywmin OeHb (B
3aBUCMMOCTU OT CPOKa UCMOSTHEHWSI MNOPYYEHUS, BpEMEHN N MeCTa NeperoBopoB).

MogpasgeneHne  (OOMKHOCTHOE — NUUO), nosiyymellee  MoOpyyYeHwe  unu
OopraHu3oBaBlUee coOBellaHne (rneperoBopbl), SABNAETCA OTBETCTBEHHbIM 3a MOPSAOK
0POPMIIEHNS U MPOXOXAEHUS MOPYYEHUS rMaBbl MECTHOrO CaMOyrnpaBfeHus oKpyra B
AOKyMeHToobopoTe.

4.2.6.llopy4eHnsmM rnasbl MECTHOINO cCaMoyrnpaBlieHUs OKpyra 1 3amecTuTeneu rnasbl
afMUHUCTPaLMM  OKpyra perucTpauMoHHble HOoMepa npucBavMBalOTCA B CUCTEME
9NEKTPOHHOro AOKyMeHToobopoTa.

4.2.7.[Joknag 06 ncnonHeHMM NOpyYeHUst rnaBbl MECTHOMO CaMOYMpaBieHUs OKpyra,
NOArOTOBMEHHbLIN  OTBETCTBEHHbIM WUCNOSMHUTENEeM, HeobxoOuMMO COornacoBbiBaTb C
COOTBETCTBYIOLUMM 3aMeCTUTENEM [faBbl agMUHUCTPALMM OKpyra, B ONOKe KOTOPOro
HaxoOuTCS JaHHbIN OpraH.

4.2.8.lMopy4eHNa UCMONHATCA B YyKasaHHble B HUX Cpoku. CpOK WCNONHEHUs
NOPYYEHMSA UCHUCNSETCS B KaneHOapHbIX JHAX C MOMEHTa ero noanncaHus.

B ucknoumtenbHbIX criydasix npu HeobBXoaUMOCTM NPOANEHUS CPOKa WCMOSHEHUs
NOpyYeHMs [OOSMPKHOCTHOE INUUO, KOTOPOMY [aHO MOpyyYyeHue, A0 WUCTEeYeHUa cpoka
npeacraBnseT Ha MMsS aBTopa MOPYYEHUA C YETKO aprymMeHTMpoBaHHOM npocbbon o
NpoANIeHnN cpoka UCNoNHeHUs. B nHopmauun omkHbl yKasblBaTbCA KOHKPETHbIE MepbI,
NPUHUMaeMble [OOMKHOCTHLIM NULUOM AN UCMNONHEeHus nopyyeHusi. He ponyckaetcd
BHECEHME MPOEKTOB NMOBTOPHbLIX MOPYYEHUN MO HEBLINOMHEHHLIM B YCTAHOBMEHHbIA CPOK
NopyYeHUsIM.

4.3.0cpbopmneHune noBEpPEHHOCTU

4.3.1.[loBepeHHOCTb — AOKYMEHT, YyOOCTOBEPSOLWNA Nepenady norHOMOYUN rnaBbl
MECTHOro camoyrnpaBfieHNa OKpyra Ha npeacTaBrieHMe MHTEepecoB WM COBepLUEHUe
Kaknx-rimbo AenCTBUA KOHKPETHOMY InLly.

Cpok [OencTBmsa [OBEPEHHOCTU He MOXeT npeBbiwaTb 3 net. Ecnu cpok B
AOBEPEHHOCTU He yKa3aH, TO OHa COXpaHsieT CUIly B TeYeHMe roga co HSA ee Bbigauu.

4.3.2.[1oBepeHHOCTb 0pOpMIIAeTCA Ha COOTBETCTBYIOLWEM OfaHKe [OKYMEHTa
(npunoxeHue Ne 12):

4.3.3.CBeaenust, Heobxoaumble Ans ykazaHnsa B JOBEPEHHOCTMU:

- 3aronosok «JOBEPEHHOCTDb Ney;

- MECTO COCTaBneHus, Aata NOANUCaHUS;

- damunus, uUMs, OTYeCTBO (MOSHOCTLID), AOSMKHOCTbL fuua, nepefarowiero
NOMHOMOYNS agMUHUCTPAUMW  OKpyra, MpeacTaBAsieMoro YykasaHHbIM [OOSMKHOCTHBIM
NMUOM, a TakKe HOpMaTUBHBIA MPaBOBOM aKT, HA OCHOBAHUW KOTOPOro OH AENCTBYET;

- (hamunus, nms, otT4ecTBO (MOMHOCTBIO) U OOMKHOCTb YNOMHOMOYMBAEMOro N1ua;

- NepeyncrneHne npegocTaBnaemMblX NOSIHOMOYUNM;

- CPOK OeNCTBUA AOBEPEHHOCTMU;

- nognucb naBbl MECTHOrO camoynpasneHus okpyra (nmbo nuvua, ero
3ameLlatowiero)/

4.4.NMpuka3s

441.NMpnkas — dopma nNpaBOBOro akra, u3gaBaemMoro OTpacreBbIMU
(byHKUMOHANBbHLIMW)  UNU  TeppUTOpUarnbHbIMKM - OpraHaMyn  agMWHUCTPAUUK  OKpyra,
KOTOpPbIN MOXET coAepXaTb HOPMbl MpaBa HEenocpeacTBEHHO WU yTBepxaaTb
NoA3akoHHbIE HOPMaTMBHbIE MPaBOBble akTbl (MHCTPYKUWUS, MOPSAOK, MOMoXeHue), a
Takke opopMnATb peLleHns BONpOCOB OpraHM3auMoOHHO-pacnopsanTeNbLHOIO Xxapakrepa,
yCTaHOBIIEHME, U3MEHEHNE UK NpeKpaLleHne TPy40BbIX OTHOLLEHUN.

4.4.2.Tpukasbl nevatawTCa Ha CTaHOAPTHbIX OnaHkax YCTaHOBMEHHOW OpPMbI
wpudtom Times New Roman pasmepom ot 12 go 14 kernen (npunoxexue Ne 8).

[Mpukas nmeet cneayowne pekBU3UTbI:



- HaMMeHOBaHWe opraHa oTpacrneBoro (PYHKUNOHANLHOr0) NN TEPPUTOPUAITbLHOMO
opraHa;

- HaMMeHoBaHVe B1aa OKYMeHTa - NpuKas;

- AaTta n HoMep — yKasaHHble PEKBM3UTbI NeYaTalTCca LeHTPOBaHHbIM CNOCO6OM.

[aTton npukasa ssndeTca gata ero pernctpauuu. lata opopmnsaeTrca undpoBbiM
WNN CrOBECHO-LMPPOBLIM CNOCOBOM; HOMep COoCToUT M3 3Haka «Ne «u nopsakoBOro
HOMepa npukasa, Hanpuvep:

15 noHsa 2022 r. Ne 21; 04.06.2022 Ne 44.

4.4.3.3aronoBoK OOMMKEH KpaTKO U TOYHO OTpaxaTb COAEp)KaHMEe TeKCcTa npukasa.
Toyka B KOHUE 3arofloBka He CcTaBUTCA. 3arofioBOK MevyaTtaeTcd B rpaHuuax,
npeaycMOTpPEHHbIX GriaHkamu MNpPaBOBbIX aKTOB WU OpraHn3aumoOHHO-pacnopsAMTENbHbIX
OOKYMEHTOB C MNPOMUCHOM  OyKBbl  MONYXWUPHbIM  LUPUATOM  Yepe3  OAUHapHbIN
MEXCTPOYHbIN UHTepBas LLEeHTPOBaHO.

Hanpumep:

O koMaHaMpoBaHUN PabOTHNKOB B ...

444 TekcT npukasa oOTAOenseTca OT  3arofioBka TpemMsa  OAWHApPHbIMU
MEXCTPOYHbIMM MHTEpBanamu u nedvataetca 4vepe3 1,5 MEXCTPOYHbIX MHTepBana oT
NneBOW rpaHuLbl TEKCTOBOrO MO U BblpaBHMBAETCA NO fieBOM WM MNpaBoM rpaHuuam
TekCcToBoro noss. lNepBas cTpoka ab3aua HaymHaeTca Ha paccTosHum 1,25 cm oT feBon
rpaHnLbl TEKCTOBOIO MOMS.

TekcT npukasa MOXeT COCTOSATb M3 2 yacTeWn: KoHcTaTupylowen (npeambynsl) u
pacnopsanTenbHON.

B KoHCcTaTupylowen YyacTn KpaTko nsnararTcs Lenu 1 3agadn, gaktbl 1 cobbiTus,
NOCIYXMBLUME OCHOBaHWEM ANdA nsgaHnsa npukasa. OHa MOXET HauMHaTbCs CroBamMu «B
uensix», «B COOTBETCTBMM», «BO WCMOMHeHWe» W T.4. Ecnv npukas wusgaeTcs Ha
OCHOBaHWW  Opyroro [OOKyMeHTa, TO B KOHCTaTMpylLWen YacTu yKasblBaeTcs
HanMeHOBaHWe 3TOro AOKyMeHTa B TBOPUTENLHOM Magexe, ero gata, HoMep 1 3arosioBoOK.

Mpeambyna B npoekTax NpUKasoB 3aBepLlaeTCa CMOBOM «MpuKa3biBal», KOTOpoe
neyataeTcs CTPOYHbIMU BykBaMu BpaspsaaKy OT NIEBOW rpaHULbl TEKCTOBOrO MOn4.

PacnopsagutenbHas 4acTb [OMXKHa coepXaTb nepeyvucrneHve npennucbiBaemMbliX
AENCTBUI C yKa3aHMEM WUCMOSHUTENS KaXaoro OEeWCTBUA U CPOKOB MUCMNOSNHeHUs. Cpoku
MCNOSMTHEHUSA  YKa3bIBAlOTCA KOHKPETHO AN  Kaxgoro 3agjaHusa. He  gonyckaeTtcs
dopmynupoBka 3adaHuUn 6e3 YCTaHOBIMEHUS COOTBETCTBYIOLLErO CpPOKa WCMOSTHEHUS.
KoHTponb 3a cobniogeHnemM CpoKOB UCMOMHEHMS NpuUKasa OCyLLEeCTBNAET OTBETCTBEHHOE
nnuo, yKkasaHHoe B npukase.

PacnopsagutenbHass 4acTb MOXeT OEenUTbCA Ha MyHKTbl U NOAMNYHKTbl, KOTOpPblE
HymepyloTca apabckumun umdpamu. [enctBua OAHOPOAHOrO xapaktepa MoryT ObiTb
nepeyncrnieHbl B OOHOM MyHKTe. B kKayecTBe MCMNOMHUTENEN YKa3blBalOTCA CTPYKTYPHblE
nogpasgeneHnss WM KOHKPETHble  OOIMKHOCTHble  nuua.  [locnegHui  NyHKT
pacnopsaauTenbHOM 4YacTu MOXET cofepXaTb CBeAeHMs O noAapasgeneHun  wunm
AOSDKHOCTHOM NnLe, Ha KOTOPOE BO3NnaraeTcs KOHTPOSb 3a UCMOSTHEHNEM MpUKa3sa.

Ecnu npukas oTMeHsieT, n3MeHseT Unn AOMNOMHAET paHee MU34aHHbIN NPUKa3 unu
Kakne-TO ero MnosfioXXeHUs, TO OAUH U3 NMYHKTOB pacnopsguTenbHOM YacTu TekcTa A0SDKEH
cogepXaTtb CCbISIKY Ha 3TOT JOKYMEHT (MYHKT AOKYMEHTa) C yKa3aHueM ero aatbl, Homepa
N 3arorfioBka. TEKCT MyHKTa MOXeT HaymMHaTbCcA cnoBaMu «OTMEHUTb ...»; «MYHKT «...»
NCKITIOYUTBY; «MYHKT «...» WU3MNOXUTb B Cregylowen pefakuuun «...»; «OOMNOMHUTb MYHKT
ab3auem criegyoLero cogepXaHus «...».

B npukas He cnegyet BkoyaTb NYyHKT «[lpukas [oBecT OO0 CBeOeHUs ..».
MogpasgeneHus (OOMMKHOCTHbIE nvua), A0 CBeAEeHWsd KOTOpbIX [OBOAMTCHA MpuKas,
YKa3blBalOTCA B CMUCKE PaCCbIfKW, KOTOPbLIA UCMOSHUTENb FOTOBUT BMECTE C MPOEKTOM
npukasa.

CornacoBaHvne (BM3NPOBaHWE) NpOEKTa MpuKasa OCYLUECTBNSETCA Ha obpaTHoun
CTOPOHE MNpuKasa unm B CUCTEME INEKTPOHHOIO JOKYMEeHToobopoTa.



[Mognucb COCTOUT M3 HaMMEHOBaHUSA OOMMKHOCTU nuua, nognucaBLUero OOKYMEHT,
NUYHOW nNoAMUCKU  (3NEKTPOHHOW noAnucu) U pacwmd@poBKu nognucu  (MHUUuWansl,
damunusa). PacwugpoBka nognucyu nevataeTcsas Ha yYpPoOBHE nocnegHen CTPOKK
HanMeHoBaHWsS OOMMKHOCTN 6e3 npobenos mexay uHuuynanamm n dpamunmen. NocnegHss
OykBa B paclumpoBke NOANNCK OrpaHNYMBaETCA NPaBoOW rPaHULLE TEKCTOBOIO MNOSs.

Mpukasbl nognucbiBaeT pykoBoAMTENb OTpacneBoro ((PyHKUMOHaNbHOro) wunu
TeppuTopuanbHOro opraHa agMUHUCTpauun OKpyra, a B €ero OTCYTCTBME nNULUO, ero
3ameLuatoLee.

4.5.NMonoxeHne, npaBuna, UHCTPYKUUA, pernameHT

4.5.1.NonoxeHne — cucTtema npaBOBbIX HOPM, [AeTasflbHO pPerfiameHTUPYoLLINX
npaBoBOW CTaTyC, OpraHusauuio, nMopsaoK OesTenbHOCTU  OpraHoB  MECTHOro
camoyrnpaBneHna OoKpyra, opraHu3auui U yuypexaneHun okpyra, a Takke ornpegensroLmx
OCHOBbl MX B3aMMOOTHOLUEHUN C APYrMMU OpraHamu, opraHu3aumsiMu, yyYpexgeHnamm u
rpaxgaHamu.

MpaBuna (nopsigok) - cucTeMa npaBOBbIX HOPM, Onpeaensiwux noseaeHue
rpaXkgaH, UHbIX CyObEKTOB MpaBa B TOW WM MHOW chepe 0OLLECTBEHHBIX OTHOLLEHUN,
NOPSIAOK OpraHn3aunn Kakoro-nnbo Bnaa oesaTenbHOCTU.

NHCTpYKUMS — OOKYMEHT, KOTOPbIM perynupyetca nopsaok OCyLLeCTBNEHUA Kakom-
nnbo AeaTenbHOCTM.

PernameHT — cuctema npaBoOBbIX HOPM, onpeaensArwmnx Nopaaok AedATeNnbHOCTU
opraHa MecTHOro caMmoynpaBJfieHUsi OKpyra.

4.5.2.lNonoxeHne, npaBurna, WHCTPYKUWUS, pPerramMeHT MNPUMEHSIOTCS KaK akTbl,
yTBEpXXOJaeMble OpraHoM MECTHOro camoyrnpasfeHUa oKpyra, U OqOPMIISAITCA NyTem
n3gaHnsa NpaBoBOro akta 06 Ux yTBEPXKAEHUW.

Mopsaok MOAroTOBKM MpoekTa MONOXEHUs, NpaBusl, UHCTPYKUUW U pernameHTa
cooTBeTCTBYeT 0bLeMy NopaaKy NoAroTOBKM NPOEKTOB NPaBOBbLIX aKTOB.

4.5.3.NMonoxeHne (NpaBuna, WHCTPYKUUS, pernamMeHT) odopMNsTCa  Ha
cTaHgapTHoOM nucte 6ymarn popmarta A4 wpudgptom Times New Roman pasamepom oT 12
no 14 kernen.

TekcT usnaraeTcs OT TpeTbero nuua eaAnHCTBEHHOIo UMM MHOXECTBEHHOro Yucna.
B TekcTe ncnonb3yloTcsa crioBa: «AOMMKEH», «CcreayeTy», «Heobxoaumoy, «3anpeLiaeTcsy,
«He goryckaeTcs» n ap.

3aronoBoK nevyaTaeTcss C MPOMUCHOM OyKkBbl MNOMYXUPHLIM LWPUPTOM  Yepes
OANHAPHbIN MEXCTPOYHbIN MHTEpPBAan LEHTPOBAHO.

4.5.4.KoHcTaTupylowen 4acTblo NONOXeHUS (NpaBusl, MHCTPYKUNN) CITYXUT pasgen
«Obwue nonoxeHusi», B KOTOPOM YKa3blBalOTCA OCHOBaHMS pa3paboTkM, OCHOBHOE
Ha3Ha4YeHne HOpPMAaTMBHOIO akTa M cdepa ero pacrnpocTpaHeHusi, OTBETCTBEHHOCTb 3a
HapyLleHne YCTaHOBIEHHbIX NPaBUIT U TEXHOIOMNN.

OCHOBHOWN TEKCT MONOXeHUs1 (NpaBusl, MHCTPYKUMN, perfiameHTa) MOXeT OennTbCs
Ha rnasbl, NYHKTbl U NOAMYHKTbI. [NaBbl 4OMKHbI UMETb Ha3BaHUS.

MaBbl HymepylTCsa puMcKUMK Uudpamu. Hymepauusi NyHKTOB M NOLMYHKTOB
npoussoauTca apabckumm undpamu.

4.6.MNMpoTokon

MpoTokon 3acefjaHusa (coBeLwlaHus) - OOKYMEHT MHAOPMALMOHHOIO Xapaktepa,
npegHasHayYeHHbIn Ans ukcaumm xoga pacCMOTPEHUSA BOMPOCOB U MPUHATUSA peLLeHui
Ha 3acefaHusaX KonnervanbHbIX, coBellaTernbHbIX, KOOPAMHAUMOHHbBIX, 3KCNEPTHbIX U Ap.
OpraHoB, COBELLAHUN.

4.6.1.[MpoTokoN cocTaBnseTca Ha OCHOBaAHUWU 3anvcen, NPou3BedEeHHbIX BO BpeEMS
coBelaHns (3acefaHus), NpeacTaBneHHbIX Te3MCOB JOKAA0B M BbICTYNSIEHWUIA, CNPaBOK,
NPOEKTOB pelweHnn n ap. Matepuanbl K 0OGCYyXOEHMIO NPeacTaBnsoTCA OTpacreBbIMU
(CbyHKUMOHANbHBLIMK) nnm TepputTopuarnbHbIMU opraHamu, CTPYKTYPHbIMU
nogpasgeneHusaMmn agMuHUCTpauMM oKpyra v OpyrMMu opraHusauusiMn, Ha KoTopble
BO3MNOXeHa MX NOAroTOBKA.



3anucn BO BpeMs 3acefaHusd, cbop MmartepuanoB M MOArOTOBKa TeKCTa
BO3MaraloTCA Ha CekpeTaps KOnnernanbHOro opraHa W COTPYOHWKOB noAapasaeneHun,
rOTOBMBLLMX BONPOCHI K 06CYXAEHUI0.

[MpoeKkTbl COOTBETCTBYHOLUMX MYHKTOB MPOTOKONA BU3UPYKTCS NoApasaefneHnem,
OTBETCTBEHHbLIM 32 MOAroToBKY. [Mpn Heo6xoaMMOCTH corriacoBaHus NPoOeKTa NPoToKona ¢
yyacTHMKaMM 3acefaHus unu nvuamu, onpedeneHHbIMM Ha 3acefaHuuM B KavecTBe
MCNonHUTENen, 4onyckaeTca HanpaBieHne JOKYMEHTa 3fIEeKTPOHHOM MOYTON U NoslydeHune
BM3 C NMOMOLLbIO dhakca.

4.6.2.MpoTokonbl ohopMnaAlTca Ha obLWwmMx GrnaHkax agMWHUCTPaAUMK OKpyra unm
Ha cTaHdapTHbIX 6naHkax npoTokonos (MNpunoxeHns NeNe9,10,11).

4.6.3.[MpoTokon umMeeT crieayrolime pekBU3nTbI:

- repb6 CocHOBCKOro MyHMumMnanbHoro okpyra Hmxkeropoackon obnactu;

- HAMMEeHOBaHWEe opraHa MECTHOro camoynpaBneHns;

- HaMMmeHoBaHue BMAa LokymeHTa (npotokon) - cnoso NPOTOKOJ1 neyataetcs
NponuCHbIMKN BykBamMu BpaspsaKy, NonyxmpHbimM wpudgptom Times New Roman pasmepom
16 Kernen, LEeHTPOBaHO;

- [gaTta 3acefaHus oopMisaeTca CroBecHO-LMdpoBbiM cnocobom. B npoTokone
npocTaBngaeTca faTta 3acefaHusd. Ecnu 3acepaHne npoaosmkaeTcsl HECKONbKO OHEW,
yKasblBaeTCH Aata Havyana u Yepes Tupe faTa OKOHYaHUs 3acefaHus;

- HOMep NpoTOoKOna nevyataetca apabckumu umdpamym 1 cocTouT M3 3Haka Ne wn
NMOPSIAKOBOrO Homepa npoTokona. K Homepam npoOTOKONOB MOryT npubaBnaTbes
OykBeHHble KoAbl. [lpoToKONam npucBamBalOTCA MOPSOKOBbIE HOMepa B npedenax
KaneHgapHoro roga oTAenbHO MO KaXK4oW rpynne MpOTOKOSOB: MPOTOKOSMbI 3acefaHui
ornepaTuBHbIX COBELLaHUN, KOMUCCUIA, COBETOB M Ap. [MpoTOKOMNbI COBMECTHbIX 3acedaHnn
MMEKT COCTaBHble HOMeEpa, BKAYawLWMe MNOPSOKOBble HOMepa  MPOTOKOSOB
opraHusauun, NpyHMMaBLLNX yYacTue B 3acefaHuu;

- MECTO NpoBeAeHWsi 3acefaHusl BblpaBHMBAETCHA MO LEHTPY WM oTaensietcs oT
PEKBM3UTOB «AaTta» U «HOMep»;

- rpnd yTBEpXAeHus (B cryyae, Koraa npoTOKOS NOANEXUT YTBEPXKAEHWIO);

- 3arofloBOK — BWUA 3acefaHus, CoBelaHua U Ap. oTaenseTcs OT npeablayLliero
pPeEKBM3UTa OBYMS OOUHAPHBbIMU MEXCTPOYHBbIMU MHTEPBAnNamMmm, nedataetcs nony>XMpHbIM
WpMPTOM Yepe3 OAMHAPHBIN WHTEpPBan W BblpaBHMBAETCA MO LEHTPY; 3arofioBOK
NPOTOKONa COAEPXKWUT YKasaHMe Ha BUL KOnnernanbHOW AeaATenbHOCTM (3acepaHue,
cobpaHue, coBellaHne) 1 Ha3BaHWe KONnernanbHOro opraHa B pOAUTENbHOM Nagexe;

- TEKCT;

- noanucw.

Moanucm oToensoTCs OT TEKCTa TPEMSI MEXCTPOYHBIMW MHTEPBaNammn 1 BKAOYaoT
HanmeHoBaHne «[pegcenatensb», «CekpeTapb», NUYHbIE MOAMUCK  (INEKTPOHHbIE
nognucun) n pacwmndpoBkn nognucen (MHuLmasnsl 1 amunmm).

4.6.4. lNpoTokonbl MOryT ObiTb NOMHbIMKU (NPUNoOXeHne 9) M cogepxatb KpoMme
BOMPOCOB W peLleHnA KpaTKyld 3anucb BbICTYMNNEHUA LOOKNaAYMKOB M yYaCTHUKOB,
KpaTkmmu (npunoxenme 10) — 3anucbiBaoTcs obCyXgaemble BOMpoChl, amunum
AOKNaA4YMKOB U BbICTyNaBLUMX, NPUHATbIE peleHuns. MoxeT ObiTb ohopmneHa BbinMcka n3
npoTtokona (npunoxexHne 11). B creHorpammax — BeCb XO4 3acedaHus 3anucbiBaeTcs
[OCITOBHO.

TeKkCT NpoTOKONa COCTOUT U3 ABYX YacTeW: BBOAHOM Y OCHOBHOW.

4.6.5.B0 BBOAHOM 4acTXM NOSHOrO MNPOTOKONA YKasblBaATCA npeacenaTenb
3acegaHns (coBellaHus), OOSDKHOCTb, WHUUManbl U amunus; cekpetapb 3acefaHus
(coBewaHus), OOMKHOCTb, WHMUMaNbl M amMunus; NpPUCYTCTBYIOLWME Ha 3acefaHuu
(coBewaHun), AOMKHOCTU, MHULManNbl U dhamunum (B angaBMTHOM nopsiake).

CnoBo «[llpencepatenb» nedyataeTcsi OT JIEBOM rPaHWULbl TEKCTOBOro nons c
nponucHomn 6ykebl; Nog HUM — «CekpeTapb» C NPONUCHON GYKBbI.

CnoBo «[lpucyTcTBOBanNM « ne4yaTaeTcsl OT rpaHuubl NEBOro nons vepes OAWH
MEXCTPOYHbIA MHTEpBan nocrne damMunMm U UHUUWAaNoB npeacenaTtens, B KOHUE croBa



ctaButca asoetoume — «[llpucytcTtBoBanu: ». 3atem 1-2 MEXCTPOYHbIMW MHTEepBanamm
HWXKe nevyaTalTCad HauMMEeHOBaHUS [OOSMKHOCTEM MPUCYTCTBOBAaBLUMX, a cnpaBa oOT
HaUMEHOBaHNA [OOSPKHOCTEM — UX daMunmm u  nHuumanbl  (4epe3  OAMHapHbIN
MEXCTPOYHbIA MHTEpBan). HaumeHoBaHUA JOMKHOCTEN MOTYT ObITb Yka3aHbl 0606LLEHHO.
dammnumn NpUCyTCTBYIOLLMX pacnonararTcsa B andasMTHOM nopsake.

BBogHas 4acTb 3akaH4MBaeTCA MOBECTKOM OHA — MNepeyeHb paccMaTpuBaeMblX
BOMPOCOB, MEPEeYUCHEHHbIX B MOPSAKE WX 3HAYMMOCTU, C yKasaHMeM [OoKragyuka no
KakgoMmy MyHKTY NOBECTKU AHSA. Kaxabli Bonpoc HymepyeTcs apabckon umdpon, un ero
HanmMeHoBaHMe HauymHaeTcsa ¢ npegnora «O» («O6»), KOTOpbIA NevyaTaeTca OT rpaHuubl
neBoro nosns.

OcHoBHasi 4acTb npoTokona nedvataetcs 4vepe3 1,5 MEXCTPO4YHbIX MHTEpBana wu
COCTOUT U3 pasgenos, COOTBETCTBYIOLNX NYHKTaM MOBECTKN OHSA. TEKCT Kaxaoro pasgena
CTPOUTCS MO CXeME:

Cnywanun — Beictynunu — Pewunnu (nponucHeiMn GykBamm).

OcHoBHOE copepXaHue [OKMaZoB W BbICTYMNNEHUMM MoMewaeTca B TeKCcTe
NpOTOKONa WUnu npunaraeTcs K Hemy; B MNOCrefHEM criyyae fernaeTcsd B TeKCTe CHocka
«TekCcT BbICTYNNeHUs npunaraetca». PelweHne B TekcTe MpOTOKoNa nevyaTtaeTcs
MOMHOCTBLIO; MPU HEOBXOANMOCTM NPUBOSATCSH UTOMM FONIOCOBAHUS.

[MonHbIM NPOTOKON NOANUCLIBAETCS NpeacedaTenemM n cekpetapem.

4.6.6. Bo BBOOHOW YacTW KpaTKOro mnpoToKoMa YykasblBalTCA npencenatenb
3acefaHus (coBellaHusi), ero AOSMKHOCTb, MHUUManbl U amMunus; NpucyTCTBYOLLNE Ha
3acefaHun (cosellaHun), HUUmMarnsl 1 dpamunmm B andaBUTHOM NOPSAKE.

Cnncok npuCyTCTBYIOLWMX OTAENAeTCs OT OCHOBHOM 4YaCTW NPOTOKOMa CrOLHOM
YyepTon.

OcHoBHas YacTb NPOTOKOMA BKNKOYaeT BONPOCHI, pacCcMaTpMBaeMble Ha 3acedaHnn
(coBeLLaHuK), N NPUHATBIE MO HUM PELLEHUS.

Kaxablh BOMPOC HyMepyeTcs pUMCKON LMPPON, N ero HaMMeHoBaHWe HadYnHaeTcs
c npeanora «O» («O6»), KOTOpoe nevaTtaeTcs LEHTPOBAHO M MOAYEPKMBAETCHA OOHOW
YyepToM HwKe nocregHen CTpoku. loag YepTonm B cKoBKax yKasblBalOTCSA WHULMAaNbl U
damMmnmm JOSMKHOCTHBIX ML, BbICTYNaBLIMX Ha 3acedaHuu (coBeLlaHnn) npu obcyxaeHum
AaHHOro sonpoca. ®amunuun nevatatoTcs Yepes3 1 MeXCTPOUHbIA MHTepBar.

3aTeMm ykasblBaeTCs NPUHATOE NO 3TOMY BOMPOCY peLUeHmE.

KpaTknin npoToOKON nognucbiBaeTcs npeacegaTtenem.

4.6.7.lNpoToKkonam npmuceamBaloTCs NOPSAKOBbIE HOMEpPaA.

OcbopmneHHble MNPOTOKONbI  ONepaTUBHLIX COBELLAHWA NpPU  rfaBe MEeCTHOro
camoynpasreHnst OKpyra, pasoBbiX COBELLaHUIN Nog npeaceaaTenbCTBOM rfiaBbl MECTHOIO
camoyrnpaBreHns okpyra, NpPOTOKOSbl COBELLaHU PerncTpupyoTcs B ynpaBrneHun genamm
aAMWHUCTPaLUKN oKpyra.

BeneHve n pernctpauus NpoTOKONIOB COBELLAHUA Y pyKOBOOUTENEN OTpacneBblX
(dyHKUMOHANbHbBIX) WAW  TeppuUTOpUanbHbIX OPraHoB, CTPYKTYPHbIX noapasgeneHun
agMUHUCTPaLMM  OKpyra OCYLIECTBASKTCA B  COOTBETCTBYHLMX OpraHax Wunu
noapasgeneHusx.

4.7. CnyxebHas nepenucka

CnyxebHas nepenncka — pasnuyHble Buabl oduuUManbHbIX  AOKYMEHTOB
MHPOPMAaLMOHHO-CMPaBOYHOIO Xapakrtepa, UCcnosib3dyemblx Ans obmeHa nHgpopmaumen B
AeATeNbHOCTY agMUHUCTPAaLMN OKpyra, OpraHusaunn u rpaxaaH.

Buabl oenoBon nepenuckM M X HasBaHuA — cnyxebHoe nucbMo, Tenerpamma,
Tenekc, hbakcorpamma (dakc), TenegoHorpamma.

CnyxebHoe nUCbMO — [OOKYMEHT MHGOPMAaLMOHHO-CNPABOYHOrO Xapakrepa,
HanpaenseMbli OpraHoOM BNacTu, opraHn3aumnen, JOMKHOCTHBIM NMLOM agpecarty (opraHy
BNacTu, opraHusaumm nnu nuuy) no kaHany C300 n noytoBon cBA3blo. B 3aBucMmocTtn ot
cogepXaHuss M HasHavyeHust nNucbMa MOryT ObiTb: WHCTPYKTUBHBIMWU, FapaHTUNHbIMMU,
WHPOPMALMOHHBIMK,  MeToAMYecKMMK,  BrnarogapCTBEHHbIMW,  MO34pPaBUTENbHbLIMU,



peKnamMHbIMKU, eCTb Takke NMCbMa-NpocbObl, MMCbMa-U3BeLLEHNSs, NMCbMa-NpUrnaLleHms 1
T.AO.

Tenerpamma - OOKYMEHT NHOPMaLMOHHO-CNPaBOYHOIO XapakTepa,
HanpaenseMbln agpecaTty (opraHy BnacTu, opraHusauumn unu nuuy) no TenerpadgHom cetu
obuwero nonb3oBaHus. B 3aBUCMMOCTM OT aBTopa, Xapakrepa coAep)XaHus TernerpaMmmbl
MOryT OblTb COCTaBMEHbI B BUAE NOPYYEHUNA.

Tenekc (Tenetamnorpamma) — Tenerpamma, nepegasaemMasi no abOHEHTCKOW
TenerpagHoun (TereKCHON) ceTu.

dakcorpamma (dakc) — nonydaemasi Ha GymMaHOM HocuTene Konus AOKyMEHTa
(MMcbmeHHoro,  rpadmyeckoro, K300pasnTENbHOrO), MNepegaHHoro Mo KaHanam
dakCUMUBHON CBSA3N.

TenedgoHorpamma — OOKYMEHT MHAOPMALMOHHOIO xapaktepa, nepegasaemMbln U
nostly4aemsblin No TerieoOHHOM CBA3WN.

4.7.1.CnyxebHble nncbma.

4.7.2. CnyxebHble nucbmMa Kak BWA [AOKYMEHTa MO Ha3HayYeHuto MoryT ObITb
MHUUMATUBHLIMU, OTBETHBIMWU N CONPOBOAUTENBbHBIMU.

lMucbma ohopmMnaTCa Ha cneumanbHbiX bnaHkax — 6rnaHkax nucbMa (NPUIOXeHUs
4, 7) v nevaTatotca wpudptom Times New Roman paamepom 14 kernen.

B agmuHuctpauumn okpyra ans ogopmreHust CriykebHbIX NUcem MCnonb3yTca
BGrnaHku ons nMceMm C yrrioBbIM PacrnonoXeHNneM pekBM3nTOB.

4.7.3. MNMpn ohopmneHnn cnyxebHbIX NUCEM UCMNONb3YKTCA Creayolmne pekBn3nTbI:

rep6 CoCHOBCKOro MyHULMNanbHOro okpyra Hmxkeropoackon obnactu;

HauMeHoBaHWe aBTopa NUCbMa;

crnpaBoYHble JaHHble 06 opraHu3auumu;

AaTa OOKYMEHTa;

perncTpaunoHHbIi HOMepP OOKYMEHTa;

CCbIflka Ha pPermcTpaumMoHHbIN HOMEP U AaTy AOKYMEHTA;

agpecar;

3arosfioBOK K TEKCTY;

TEKCT;

OTMETKa O HaNU4nm NPUNOXEHWUS;

noanuce;

oTMeTKa 06 ucnonHutene;

BM3bl COrNacoBaHns AOKYMEHTA.

ObsaszaTenbHbIMK pekBu3nTamu, obecrneynsaroLLMMnN KPUANYECKYIO CUYy CNyXebHoro
nMcbMa, ABNSOTCS:

- HAaMMEeHOBaHWe opraHn3aumm (4OMKHOCTHOTO NiMua) — aBTopa OKYMEHTa,

- AaTa JOKYMEHTa,

- PErncTpauUmnoHHbIA HOMEpP AOKYMEHTa,

- CCbIfIKa Ha aTy MU permcTpaumMoHHbIN HOMep (MpY NOArOTOBKE NUCbMa-oTBETA),

- agpecar,

- TEKCT,

- NOANKUCb,

- neyaTb (B criyyasx, TpebyoLmx AONONHUTENBHOIO YAOCTOBEPEHUS LOKYMEHTA).

4.7.4.Mopssaok ohopMnieHnsa crnykebHbix nnucem.

BnaHkn nmncem mMCNonb3ylTCA CTPOro MO HasHayeHuio M 6e3 COOTBETCTBYIOLLENO
paspeLLeHns He MOryT nepeaaBaTbCsl APYrMM OpraHn3aunsam u nuuam.

PekBnanTbl gokymMeHTa (KpOMe TekCTa), COCTOSLME U3 HECKOSIbKUX CTPOK,
neyatalTcsa 4Yepe3 OOMH MEXCTPOYHbIM uHTepBan. [lpym 3TOM cocCTaBHble 4acTu
pekBn3nToB: «Agpecat», «OTMeTKa 0 HanMyuu npunoxeHunsa», «pud cornacoBaHus» n
Ap. OTAENATCA APYr OT ApYyra MeXCTPOYHbIMU MHTEpPBaNamMMu.

3aronoBoK NMcbMa OOMKEH KpaTKO M TOYHO OTpaxaTb CoAepaHue TekcTa nMcbma u
OoTBeYaTb Ha BOMPOC «O 4YeM». Toyka B KOHLE 3arosioBka He CTaBUTCH. 3arofloBOK
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neyaTaeTcsa B rpaHuuax, NpeaycMOTpeHHbIX BriaHkamu nnucem, ¢ NPonMcHon BykBbl Yepes
OANHAPHbLIN MEXCTPOYHLIN MHTEpBar.

4.7.5.TpeboBaHnA K TEKCTAM CIY>XEOHbIX MUCEM.

TekcT cnyxebHoro nucbma, Kak npaBwio, HauMHaeTcs ¢ obpalleHus K agpecary.
MpuHumnamn Beibopa popMbl 06paLLEeHNA ABNAOTCS:

- obLiecTBeHHasa No3nuMa agpecaTa B COOTHOLLEHUN C NO3NLMEN aBTOpa NMCbMa;

- CTeneHb 3HAaKOMCTBA, XapaKkTep OTHOLUEHUN;

- o(bmumanbHOCTL/HEOULNANBHOCTL CUTYaLUKN OBLLEHNS;

- 9TUKETHbIE pa3peLleHuns, 4eNCTBYIOLLME COrfacHO NPOTOKOMaM.

Mpy neyaTaHun obpalleHue BbipaBHMBAETCA MO LEHTPY M oTAensieTcsa OT TekcTa
nMcbMa OOHUM MOMYTOPHLIM MHTEPBASIOM.

TekcT crnykebHoro nMcbMa CoCTOUT U3 [BYX NIOMMYECKU CBA3AHHbIX YacTen.

B nepson 4actu (BcTynneHue) dopmynupyetca Tema nucbMa, YKasblBalTCA
MPUYUHBLI, MOCNYXMBLUME OCHOBAHMEM QA1 COCTaBfeHUs nucbma, akTbl, cOobbITUS,
CCbIfIKM Ha ApYyrMe AOKYMEHTHI.

Bo BTOpoW 4actn nucbma (3akntoveHue) BbiCKasblBaeTCs OCHOBHas LUenb NMcbMa,
AenatTcs BbIBOAbI, N3naratoTcsa NpeasioxeHns, NpocbObl, 4a0TCA rapaHTum u T.0.

Mucbema no BompocaMm, He HYXOAwWWUMCH B MOSICHEHWW, OrOBOPEHHbIM 3apaHee,
MOTYT COCTOATb U3 OQHON 3aKMNOYMTENBbHON YacTu.

B nncbmax ncnonb3yloT cnegytowme hopMbl U3NOXKEHUS:

- OT NEepBOro nMua MHOXECTBEHHOro ymcna (npocum coobwmTb; Hanpaensem Ha
pacCMOTPEHNE);

- OT TPeTbero nuua eAMHCTBEHHOro 4Yucna (agMMHUCTPaUUS CUYUTAET BO3MOXHbIM,
aAMWHNCTPaUUS He BO3paxaerT);

- OT MNepBOro nvua €OWHCTBEHHOro 4Yucna (cyuTar HeobxoauMmbiM, NpoLUy
HanpaBuTb). JTa dopMa M3NOXeHUs 0COOEHHO pPEeKOMeHOyeTCsa B TOM Crlydae, ecnuv
NMMCbMO 0ChOPMIIEHO Ha BriaHKe JOMKHOCTHOrO nmua.

CnyxebHoe NMCbMO OMKHO ObiTb MOCBSILLEHO O4HOMY Bonpocy. Ecnv Heobxoammo
obpaTuTbCa B OpraHM3auuio OLHOBPEMEHHO MO HECKONbKMM pPa3HOPOAHbIM BOMpPOCaM,
peKoOMeHOyeTCs COCTaBNATb OTAEeSbHbIE NMMCbMa MO KaXX40MY U3 HUX.

CnyxebHoe NMCbMO OO0IMKHO ObITb KOPPEKTHBLIM MO hopme. NMpu cocTaBneHnn TekcTa
nMcbMa Heobxoammo noabupaTtb CroBa M BbIPaXEHUst TakK, YTOObI TOH W3NOXEHUs Obin
HEeWTpanbHbIM; TEKCT [LOMKEH OEeMOHCTPMpOBaTb YBaXWUTENbHOE OTHOLUEHWE aBTopa
nMcbMa K agpecarty.

TekcT cnyxebHoro nucbmMa [OMMKeH ObiTb TOYHbIM M OOBLEKTMBHLIM, COAepXaTb
TOMNBbKO AOCTOBEPHYKD WHMOPMAaLMIO, WCKIOYaIOLWY0 ABOSIKOEe, HeonpedeneHHoe unu
MHOro3Ha4yHoe TOSIKOBaHMe.

Pasmep nucbma He [OMmKeH npesblwaTb 5 MawWMHONWUCHBIX cTpaHuy. OpgHako,
HECMOTpPS Ha KpaTKOCTb NMMCbMa, BOMPOC, pacCMaTpuUBaEMbI B HEM, criegyeT pacKpbiTb
MOSMHOCTBIO Y BCECTOPOHHE, YTOObI MCKNMIOYUTL JONOSTHUTESBbHYIO NEPENUCKY.

4.7.6. NMpn ohopmMneHnn cCoBMeCTHOro nucbma:

- HaMMEeHOBaHWS OpraHOB MECTHOrO CaMOYMpaBfieHUs1 pacnonaralTCcd Ha OOHOM
YPOBHE UK B Nopsiake NOAYNHEHHOCTY;

- JaTta COBMECTHOro nMcbMa — efuHasd, COOTBETCTBYeT aate ©Oonee nosgHen
noanucu; pacnonaraeTcs LeHTPOBaHO;

- PEerncTpaumoHHbIn HOMEpP LOKYMEHTa, COCTaBfIEHHONO COBMECTHO AByMA u 6onee
opraHusauusimm, COCTOUT M3 PErucTpaumMoOHHbIX HOMEPOB [OOKYMEHTa KaXdow u3 3TUX
OopraHusauun, npocTaBNAeMblX Yepe3 KOCYl 4YepTy B MNOpsSAKe yKaszaHusi aBTOPOB B
AOKYMEHTE;

- nognucu pykoBoguTenen pacnonaralTCa HWKe TeKcTa Ha O4HOM YpPOBHE unu B
nopsiake NO4YNHEHHOCTW.

MpaBo nognucm cnyxebHbiXx NMCEM YCTaHaBNMBAEeTCA B MOMOXeHusx 06
aAMUHUCTPaUUKN  OKpyra, MonoXeHmsx o6 oTpacneBoM (PYHKLUMOHANBHOM) UMK
TeppuTopuanbHOM OpraHe, B TMOMIOXEHUAX O CTPYKTYPHbIX noapasgeneHusx, B



nonoxeHnax o6 otgenax, B OOIMKHOCTHbIX WHCTPYKUMAX. B HasBaHHbIX [OKYMeHTax
AOMKeH ObITb NpeaycMOTpeH NopsaoK MOAMUCaHUs OOKYMEHTOB Mpu  OTCYTCTBUM
AOMKHOCTHbIX JNLL.

4.7.7.CornacoBaHne cnyxebHblX MNUCEM OCYyLLeCTBNAETCA B COOTBETCTBMM C
TpeboBaHuAMKU HacTosAwen WIHCTpyKumMn, W OPYrMMWM  HOPMaTtUBHbIMW  akTamu W
MeTOANYECKUMU JOKYMEHTAMM.

B cnyyae HeobxogumocTu cnyxebHble nucbMa NpoxoadaT npoueaypy corfiacoBaHus
(BM3MpOBaHMS) 3anHTEPECOBaAHHLIMU AOSMKHOCTHBIMU NULAMW B CUCTEME 3EKTPOHHOIO
AOKyMeHToobopoTa.

BosHuKwne 3amevaHnsi No NogroToBNEHHbLIM NMCbMaM 3a NOANUCHIO rNaBbl MECTHOMO
camoynpaBrieHns OKpyra ycTpaHalTca B pabovem nopsgke. Ecnm 3amevaHunss HocaT
NpUHUMNManbHbIW  Xapaktep, cornacoBaHue (BuM3a) odopmrnseTrca B CUCTEME
9MNEeKTPOHHOro AoKyMeHToobopoTa nocpeaCcTBOM OPOPMIIEHUSI CBA3AHHOIO AOKYMEHTa O
3aMeyvyaHUsAX K MPoeKTy NUcbma.

4.8.Tenerpammsil.

Tenerpammbl ohopmnsoTca Ha BnaHkax yCTaHOBIEHHOW (POPMbI B 2 SK3EMMNSISipax.

Tenerpammbl KaTeropun NOANUCLIBAKOTCA rMaBOW MECTHOrO camoyrnpaBrieHnsa oKpyra
NN 3amecTuTenem rnaebl agMUHUCTPaLUKN OKpyra.

Tenerpammbl UMELKOT cneayoLme pekBuU3nTbI:

Appec (kyAa) (komy).

TekcT agpeca nevataeTcs vepe3 OAUHApPHbLIN MEXCTPOYHbLIN MHTepBasn. B cocTas
agpeca BXOOMT NOSHbIA NI YCNOBHbIN TenerpadHbiv agpec opraHn3aunm:

Mocksa, yn. KoponeHko, 8

nnu

HwxHunin Hosropog, Kpemrnb, K. 1.

Ecnu Tenerpamma HanpaBnseTCad B OpraHu3auuto, pacrnorfiokeHHyl B ropoae
obnacTHOro nnu KpaeBoro NOAYMHEHUs, B agpece HeobxoanMO yKkasbiBaTb HaMeHOBaHue
COOTBETCTBYHOLLEN 061acTv unn Kkpas, Hanpuvep:

Eneu Jlnneukon, 3aBomkbe Hmxeropoackon, KnuH MockoBckon.

HaumeHoBaHWe opraHusauuMm nevataeTcsl B AaTenbHOM Mnagexe v otaensietcs ot
TenerpadgHoro agpeca nonyTopHbIM MEXCTPOYHbIM MHTEPBAaNOM:

MpaButensbcTBy HMxXeropoackom obnactu

an/I HanpaeneHnn tenerpamMmmbl AOJDKHOCTHOMY WUJTM YaCTHOMY Jnuly OOJTKHOCTb U
cbamvmvm nosiyqartend ne4vyatarTcAa B gaTesibHOM naaexe, Hanpumep:

'y6epHaTopy Huxkeropoackon obnactun, pammnns, nHuumanbl
nnn NIBAHOBY A.W.

Ecnn Tenerpamma HanpaBnsieTCs B HECKONbKO OAHOPOAHbIX OpraHu3auuin, To KX
HaMMeHoBaHue cnegyeT ykasblBaTb 0606LEeHHO, Hanpumep:

CMaBaM MyHMUMMAnNbHbIX U TOPOACKUX OKPYroB Himmkeropoacko obnactu.
Mpwn HanpaBrneHun TenerpamMmbl B YeTblpe M 0Oonee agpecoB COCTaBnsieTcs

yKa3aTtesrib pPaccCblJiku, KOTOprIZ nognucbiBaeTcAa WUCMNONMHUTENEM, NOATrOTOBUBLLUUM TEKCT
TenerpamMmmsbl.



TenerpaMmmbl OQHOrO coAepkaHusi, HanpaBnsieMble B HECKONbKO aapecoB, MOryT
MMeTb MOAMNMUCb TOMbKO Ha OAHOM 3k3emnnsipe. Ha ocTanbHbIX 3K3eMMnsipax pPekBuU3nUT
«MOANUCBL» AOMKEH ObITb AOMNOSHEH 3aBEPUTENBHOW 3anNUChio U NeYaTblo opraHu3auun.

TekcT oTgensieTcs OT npeablayllero peksuanta 3 oauHapHLIMU MEXCTPOYHbIMM
WHTepBanamu 1 nevyaTaeTcs Yepes NonyTopHbIN NHTepBarn.

TekcT TenerpaMMmbl AOMNyckaeTcs HayMHaTb C obOpalweHust K agpecaTty, KoTopoe
neyaTaeTcsl LeHTPOBaHHbLIM CNocoboM, Hanpumep:

YBaxaembin !

TeKcT Tenerpammbl n3naraeTcs KpaTko, N0 BO3MOXHOCTU 6e3 COl30B 1 Npeasioros.

TekcT nevaTaeTcsi Ha NMUEBOM CTopoHe 6GnaHka ©6e3 nepeHoca cnos, ab3aues,
ncnpasneHnn N He JOMKEeH NpeBbIWaTh ABYX MALLIMHOMUCHLIX CTpaHuy,. Henb3s genatb B
TEKCTe BCTaBKMW.

Mognuce oTaensieTcss OT TeKcTa 3 MEXCTPOYHbIMU WHTepBanamMm W BKIKOYaeT
HanMeHoBaHWe AOMKHOCTM Nuua 1 ee pacluMdpoBKY (MHULUMarbl U dhamunums).

HanmeHoBaHMe OOMKHOCTM nevataeTcs OT fIeBOW rpaHuLbl TEKCTOBOroO Mnons yepes
OAWHAPHbBIA MEXCTPOYHbIA MHTEpBan M LEHTPUPYyeTCAa OTHOCUTESIbHO caMOW AJSIMHHOW
CTPOKMW.

PacwundgpoBka nognucu  pacnosiaraeTcs Ha  ypoBHeE  NocnegHen  CTPOKK
HaMMeHOBaHNA [OMMKHOCTM 6e3 npobena mexay uHMUManom UMeHu u  amunmen.
MocnegHsasa 6yksa B pacluMdpoBKe NOLANUCK OrpaHUYMBaETCs NpasbiM NOMeM.

Mcxopawmin  Homep ©  gata  nevaTtarTcd 2 OgMHapHbIMU - MEXCTPOYHbBIMMU
WHTepBanamn Hmxe pekemauTta «lloannucb» U COCTOAT M3 NMOPSAKOBOroO HOMepa W aatbl
pernctpauuu.

HavmeHoBaHMe M agpec OTnpaBUTENs YKa3biBalOTCA MO YepTOM M BKIOYaAT B
cebqa: HanmeHOBaHMe opraHa MeCTHOro camoynpasrieHUsa okpyra, dpaMunuio 1M NoAanuchb
MCNOSNHUTENS, NOArOTOBMBLLENO TEKCT TenerpaMmmeil.

CornacosaHune (Bu3a). Ha BTOpOM 3k3emnnsape TenerpamMmmbl B HWXKHEW ee 4acTu
NPOCTaBNATCA BM3bl UCMOMHUTENS U PYKOBOAMTENS nogpasfeneHusi, NoAroToBUBLLEINO
Tenerpammy, nnbo NpuknagbiBaeTcsa NUCT cornacoBaHus B COM0, a Takke BpeMsa coayu
TenerpaMmbl Ha OTNPaBKy, KOHTAKTHbIA TenedOH UCMOMHUTENS.

Ccbinka Ha Homep M gaTy. [Npu oTBeTe Ha NOCTYNUBLUMA LOOKYMEHT B TeKCTe
TenerpamMmmbl 06s3aTENbHO yKa3blBaeTCs HOMEpP U JaTa AOKYMEeHTa, Ha KOTOpbIn AaeTtcd
OTBeT.

V. OPTAHU3AUUNA OOKYMEHTOOBOPOTA U UCIMOJIHEHNA OOKYMEHTOB

5.1.0praHusauus goKymeHToo60poTa

MopsooK NPOXOXAEHMS BXOOALUMX, MCXOOAWMX W BHYTPEHHUX [LOKYMEHTOB U
onepauun, Npon3BoAUMbIE C HAMU B aAMUHUCTpaLMK OKpyra, B T.4. nocpegcrsom C30,
onpenenstTcs, HacToawen VHCTpykunen, n opyrumMmm HoOpMaTUBHbIMU NPaBOBLIMY akTamu
agMUHUCTPaLMM  OKpyra, a Takke nofioxeHnem 06 agMuyHUCTpauMm  OKpyra,
AOMKHOCTHBIMU MHCTPYKLUMSAMU X pabOTHUKOB.

5.1.1.B pokymeHTOOOOpPOTE aAAMUHMCTPAUUM OKpyra, B COOTBETCTBUU C

0CODOEHHOCTAMM TEXHOMNOrM4YecKomn 06paboTkn BblOENAOTCS crnegywoume
AOKYMEHTOMOTOKMU:

- BXOOAWaAsA [OOKYMeHTauuss — [OOKYMEHTbl, MoCTynawowme u3 CTOPOHHMUX
opraHusauum;

- UcxopsiLLas AOKYMEeHTauus — JOKYMEHTbI, OTNpaBrsieMble B Apyr1ne opraHu3auuu;

- BHYTPEHHSIS [OOKYMeHTauusi — [OOKYMEHTbl, paspabaTbiBaeMble B OTpacrieBbiX
(byHKUMOHANbHBIX) WNW  TeppuTopuarnbHbIX OpraHax, CTPYKTYPHbIX noapasgeneHusix
agMUHUCTpaLMM OKpyra He HanpasrnsieMble 3a npeaenbl agMUHUCTPALMM OKPYTa;

- HOpMaTMBHO-NPaBOBas AOKyMEHTauus (pacnopsaauTenbHble AOKYMEHTbI).



B cocrtaBe BblleHa3BaHHbIX [JOKYMEHTOMOTOKOB, B CBOKW o4yepedb, MOryT
BblAEMNATLCA KOHKPETHble rpynnbl  OOKYyMeHTOB. Hanpumep, B cocTaBe BXoAsLLew
AOKYyMEHTaUUn MOryT BblOEeNSATbCS:

- OOKyMeHTbl, noctynuBwmne wu3 [lpaButenbctBa Hwxeropogckon obnactu,
3akoHogaTenbHoro cobpaHus Hwxeropogckom obnactu, CueTHOM nanartbl
Hwxeropoackon obnactu, LleHTpanbHoro 6GaHka Poccuiickon ®epepaumm mn gpyrux
NogoOHbIX OpraHn3aLmi;

- OOKYMEHTbI, nocTynawouwme M3 CyLOB PasfiMYHOro ypoBHS cyaebHOM cucTembl
Poccuiickon ®epgepauuu;

- 3anpocbl genyTtaTtoB [ocymapctBeHHon [ymbl n uneHoB Coeta depepaumn,
AenyTaToB 3akoHoAaTenbHbIX OpraHoB cybbektoB Poccuiickon degepaumm n opraHoB
MECTHOro camoyrnpaBrieHns;

- AOKYMEHTbI U3 rOCy4apCTBEHHbIX U HErOCYAAPCTBEHHbLIX OpraHn3auun;

- OOKYMEHTbl M3 ApYyrMx OpraHoB rocygapCTBEHHOW BracTu, OpPraHoOB MECTHOrO
camoynpasfeHuns;

- obpaLleHns rpaxaaH.

5.2.0praHusaums [OCTaBKU U OTNPaBKU AOKYMEHTOB

[locTaBka OOKYMEHTOB B afMWHUCTPAUMIO OKpyra OCYyLeCTBAAeTCs MnocpencTBOM
C3M0, cpeactBammn noyToBOn, PeNbABErEPCKON U creumnanbHON CBSA3M Ha OCHOBaHWUU
3aKNOYEHHbIX AOrOBOPOB (KOHTPAKTOB), HEMOCPEACTBEHHO HApPO4YHbIMK (Kypbepamu), a
TakKe 3N1IEKTPOHHOM CBA3M.

Mo cucteme MexBeAOMCTBEHHOMO 3SIEKTPOHHOINO OOKYMEHToobopoTa MOCTynatoT:
nopyyeHus N'ybepHatopa Hwxkeropoackon obnactu, nucbema Annapata [MpaButenbcrtsa
Hwxeropoackon obnactu, nucbma u3 deaepanbHbiX OPraHoB UCMOSTHUTENbHOW BRacTw,
rocy4apCTBEHHbIX OPraHoOB N OpraHM3aLmi, BKIIOYEHHbIX B YKa3aHHY0 CUCTEMY.

lMepenuncka mexay opraHamu UCNOSHUTENbHOW Bnactn Hwxkeropoackon obnactu,
opraHamuM MeCTHOro camoynpaBsneHus Hwxkeropogckon o6nact  ocyLlecTBRseTCs
nocpeacTBOM CUCTEMbI SNEKTPOHHOIo AokymeHToobopoTa (C340).

Mo KaHanam 93neKTPOHHOW CBA3W MNOCTYMAT: JMEKTPOHHblE  [OOKYMEHThI,
Tenerpammbl, pakcorpaMmmel, TenedoHorpaMmmei.

lMoyTOBOWM CBA3bID AOCTABMASETCH NUCbMEHHAA KOPPECNOHAEHUMS B BUAE NpOCTbIX,
3aKasHbIX U LIEHHbIX MMCEM, NOYTOBbLIX KapTovek, 6aHAeponen n MenkMx NakeToB, a Takke
neyaTHble N3JaHus.

5.2.1.Mpn noctynneHmn pokymeHToB 4vepe3 COLO nposepseTcsa MNpaBUibHOCTb
agpecaunmm N 0POpPMIEHUsT OOKYMEHTOB W MPUMIOKEHUN K HUM, a TaKkKe Hanuive
yAOCTOBEPSIOLLNX PEKBU3NTOB (NOLMUCKU, HEOBXOAMMbBIX COrflacoBaHUn n Ap.), B cryvae
OTCYTCTBUS NPUITOXEHUI NMOO yAOCTOBEPSIOLLMX PEKBU3NTOB, LJOKYMEHT BO3BpaLlaeTcs
oTnpaBuTENtO (OTKIOHAETCH) C yKazaHMEM NPUYNHBI BO3BpaTa.

OwunboyHO [OocTaBneHHas KOpPPEecnoHAEeHUMS BO3BpallaeTcss  OTnpaBUTENto
(OTKIOHSIETCA B 3NEKTPOHHBIX CUCTEMAX) C MOSICHEHMEM MPUYUHBI BO3BpaTa.

5.2.2.Bce «KoHBepTbl C MNOCTYNUBLUMMW [OOKYMEHTaMM BCKPbIBAKOTCS, KpoOMme
KOHBEPTOB MPW HanNM4nm COOTBETCTBYIOLLEN OTMETKMN Ha KOHBEpPTE.

5.2.3.Npn BCKPbITUM KOHBEPTOB CO CRy>X€OHOW KOpPPECNOHOEHUMEN MPOBEPSIETCA
NpaBUNbHOCTb agpecaunn n odPopMIeHNs, KOMMNIIEKTHOCTb N LIENIOCTHOCTb AOKYMEHTOB U
NPUNOXEHUA K HUM, a TaKKe Hannuve yaoCTOBEPSOWMNX PEKBU3MTOB (Nognucu, nevyatn u
ap.).

B cnyyae obHapyxeHus HegocTtayunm nmbo OTCYTCTBMA HEOOXOANMbIX PEKBU3UTOB
cnyxebHble JOKYMEHTbI BO3BpaLLaloTCs OTNPaBUTENO C yKa3aHWeM NpuyMH BO3BpaTa.

Mpn HepocTaye AOKYMEHTOB (OTAENbHbIX WX JIMCTOB) UMW MPUIOXKEHUN K HUM
COCTaBMSIETCA aKT B TPEX 3K3eMnnsipax, OAWH M3 KOTOPbIX OCTaeTcsa B MHpOPMaLNOHHOM
oToene  ynpaeneHua  genamm  agMUHACTpaUUM  OKpyra, a B  OTpacreBOM
(dyHKUMOHANbHOM) OpraHe wunuM TeppuTopuanbHOM OpraHe agMUHUCTPaUUK OKpyra Y



cneumanucta, B 00653aHHOCTU KOTOPOro BXOOMT BeLeHME AeNonpouM3BOACTBa, OpYrow
nprobLiaeTca K NOCTYNMBLLUEMY LOKYMEHTY, a TPETUI HanpasnseTcs OTNpaBuTENHo.

Mpn nocTynneHnn noBpPEXOEeHHOro [OKYMEeHTa Ha O6OOpPOTHOM CTOpOHE ero
nocrnegHero nucta B NPaBOM HWXXHEM Yriy CTaBUTCS LITaMM WK Hagnucb «OKYMEeHT
Nosly4yeH B NOBPEXAEHHOM BUAEY.

KoHBepTbl OT BMOXEHHbIX B HUX LOKYMEHTOB HE YHMYTOXAKTCA B TEX Chny4vaskx,
Korga TONMbKO MO HMM MOXHO YCTaHOBUTb agpec OTnpaBuTeENd, AaTy OThnpaBku U
Nony4YeHnsi LOKYMEHTOB.

5.2.4.[loctaBka  BXOOALWMX, UCXOOAWMX U  BHYTPEHHUX [OOKYMEHTOB B
aAMUHUCTPaALMIO OKpyra OCYLECTBASAETCA MNo4 pacrnucKy B peecTtpax WUnvM pasHOCHbIX
KHMrax (C ykasaHuem [faTbl, BPEMEHW MNOSyYeHUa [OOKyMeHTa W MOonHOoW hamunum
pacnucasLuerocs — genbacsasb).

[oKyMeHTbl NepeaatoTca Ha perncTpauuio B AeHb UX y4eTa, a MMetoLme nNoMeTKy
«Cpo4HOY, «BpyunTb HEMEONEHHOY - HE3aMeaNUTENBHO.

OpuvrMHanbl OOKYMEHTOB, nocTynawwme Ha OyMaxHblX HOCUTensax, nocne
permctpauum ©n BHECEHUA UX INEKTPOHHbLIX KOMUM B CUCTEMY  3IIEKTPOHHOIO
AOKYMeHToobopoTa XpaHATCA B MHOPMAUWMOHHOM OTAene ynpasrfieHus genamu
agMUHUCTPaLMM OKpyra, 3apernctpMpoBaBLUEM AaHHbIA AOKYMEHT, B COOTBETCTBUM C
HOMeEHKNnaTypon gen.

5.2.5.0praHusaums 06paboTku 1 nepegavm NCXoAALLNX JOKYMEHTOB.

Bce ucxopawme [OKYMEHTbl aAMMHUCTpauuK okKpyra nognexar obsasaTtenbHou
permctpauun B C3O0O. HesapernctpypoBaHHble  OOKYMEHTbl HE  SIBNSAKOTCA
odomumanbHbIMK.

[Mocne noagnncaHnst UCXOASLWMX OJOKYMEHTOB YKa3aHHbIMW OOMMKHOCTHBIMWU NULaMK
UNn NuUamMn, UCNOSHALWMMKN UX 0D0S3aHHOCTU, PEerncTpaums OCyLLeCTBRASIeTCS B AEHb
nognucaHnsa Unu Ha creayrwmi pabounin 4eHb 4aTon OHA perucTpaumn.

5.2.5.1.0praHmsaums obpaboTkm W nepefaym  UCXOOALWMX  3NEKTPOHHbIX
AOKYMEHTOB.

5.2.5.1.1.Peructpaunsi, Bu3NpOBaHME W NOAMNUCAHME NPOEKTa UCXOOALEro
AoKyMeHTa ocyuectensietca B C30.

TeKkCT AOKyMeHTa, NoAroTOBMNEHHbIA UcCnonHuTeneMm, cornacosbiBaeTca B C30,
nocre 4yero AOKyMEHT HanpasnsieTcsa Ha nognucaHue.

Mocne nognucaHus UCXOAsLWEMY OOKYMEHTY nNpucBamBaeTCs  WUCXOASLLMNA
perncTpaunoHHbIN HOMEP.

5.2.5.1.2.Peructpaunas  un oTnNpaBka MUCXOAALWIMX [OOKYMEHTOB B  OpraHbl
NCNonHMTENbLHON BnacTn Hwxkeropoackon obnactu, opraHbl MECTHOrO cCamMoynpaBfieHns
Hwxeropoackon obnactm ocywectensetrcas B C3O0, a Takke npukasamu,
NHPOPMALMOHHBIMU MUCbMaMKN B COOTBETCTBMM C METOANYECKMMUN YKA3aHUSIMUA.

5.2.5.1.3.NMpn OTCYyTCTBUMN TEXHMYECKOM BO3MOXHOCTU OTMNPaBKM MUCXOASLLEro
SNEKTPOHHOro AOoKymeHTa no kaHany C3[0, oTnpaBka OCYyLECTBASAETCA CreaylLlmm
obpasowm:

- UCXOOALMIA 3NEKTPOHHBIA OOKYMEHT pacnevartbiBaeTca Ha OymakHOM HocuTene,
C yKa3aHMeM OTMETKM O NoANMCaHUN ero KBannuuMpoBaHHOW 3NEKTPOHHOW NOAMUCHIO
(nanee 30);

- Aanee oTnpaBka OCYLLECTBNSIETCS B Nopsake, NnpeaycMoTpeHHom n.5.2.5.2

5.2.5.2.0praHuMsauma paboTbl C [OOKyMeHTaMW, MNOAroTOBNIeHHbIMU Ha
GymMaxHOM HocuTene.

5.2.5.2.1.Peructpauna 1 Bu3MpOBaHME MpoOeKTa Ucxogdawero AOKyMeHTa
ocywectendgetca B CO0 B cootBeTcTBMM € N.5.2.5.1.1. HacToswen VIHCTpyKumn..

Mocne npoxoxaeHus npoueaypbl Bu3nposaHus B COOO mcxogawme LOKYMEHTHI
pacrneyaTbiBalOTCA B KONMMYeCcTBe, HeoOXooMMOM [ONd HanpasneHus agpecaTtam.
OpHoBpemeHHO n3 COLO pacnevaTbiBaeTCs NUCT COrMacoBaHUS M NPUKagbiBaeTcsa K
nakeTy [OOKYMEHTOB Ha noanucaHue. [locne nognucaHus WCXOOALMA  OOKYMEHT



peructpupyetca B COOO C OOHOBPEMEHHBIM pa3MeELLEHNEM OTCKaHMPOBAHHOIO
NoANMCaHHOrO ANEeKTPOHHOro obpasa AOKYMEHTA.

Mocne pernctpaumm ncxogswmne OKYMEHTbI HanpaBnsaTCa agpecaTam.

5.2.5.2.2. OTnpaBka ucxogswen KoppecnoHAeHUMn 3a NOANUCHI0 rMaBbl MECTHOIO
camMoyrnpaBfieHNs OKpyra OCYLUECTBMSIETCA COTPYAHWKaMW  ynpaBreHuss  aenamu
aAMWHUCTpaLUKM oKpyra.

B npouecce oTnpaBkM MCXOAALLMA KOPPECNOHAEHUMN COTPYLAHMKAMKU ynpaBrieHust
Aenamum agMUHUCTpaLMKM OKpyra MpoBepsieTCa NpaBWilbHOCTb OGOPMAEHUST UCXOLALLNX
AOKYMEHTOB (agpecaT, 3arosfioBoK, Mnognucb, HeobXo4MMOCTb MNPOCTaBMEHUs neyatw,
HanuMune npunoXeHun, oOTMeTka 06 UucnonHuTene, COOTBETCTBME  KONMYECTBa
9K3eMNNApoB KONMWYEeCTBY agpecaTtoB) WM MPOM3BOAUTCA COPTUPOBKA [OOKYMEHTOB MO
dopme oTnpasneHus (NpocTtasi, 3akasHas).

HenpaBunbHO 0hopMieHHbIE JOKYMEHTbI K OTNPaBKe HE MPUHMMAOTCA U
BO3BpaLLAOTCs UCNONMHUTENO ANsl NepeodopMIeHns.

[OKyMeHTbl, HanpaBnsemble MO CAWCKY pPacCbIfikKK, MPUHMMAKOTCA TOMbKO Mpu
HanMuum  OPOPMIMEHHOrNO  CnUcka paccbinkn. Konus  cnucka — paccbinku,  npu
HeobxoamMmocTw, HanpaenseTcs BCEM YyKa3aHHbIM agpecatam. CpoyHas
KOppecnoHAeHUns OTnpaBnsieTca B nNepByd ouvepenb. [LOKymeHThbl, Tpebytowme
OTNPaBNeHNss HapOYHbIM MepeaarTCa WCMNOMHUTEN0 ANA HanpaBfieHust LOKYMeEHTa
agpecarty nog poCnuchb.

[oKyMeHTbI, OTnpaBnsemMble OAHOBPEMEHHO B OAMH afpec, BKNaablBalOTCA B OOUH
KOHBEPT.

5.2.5.2.3.Ecnn uncxogawmn JoOKyMEHT nosiydyaeT UCNOoNHUTENb ANa nepefaydn
HenocpeacTBEHHO agpecaTy, TO Ha KONUU AOKYMEHTA, OCTaloLLEeNCs B aene, UCMNONHNTENb
pacnucbiBaeTca 3a MNOJSTyYEHHbI AOKYMEHT W YyKasblBaeT AaTy MosfydeHusi, Bpems
nony4YyeHust, paclumngpoBKy Nognucu.

MpM nonyvyeHMM MNOAMNMHHOrO  3K3emnnspa [OOKyMeHTa HenocpeacTBEHHO
agpecatoM WU ero AOBEPEHHbIM NULIOM, YyKasaHHOe nuUO pacnucbiBaeTcs 3a
NONyYeHHbIN AOKYMEHT U yKa3blBaeT AaTy NonyyYeHusi, BpeMsi NofyvyeHus, paclumdpoBKy
nognucu.

5.2524.Mpn nepepade u npuveme TEKCTOB [AOKYMEHTOB MO KaHanam
dakCMMUIbHOM CBA3N HEOBXOANMMO PYKOBOACTBOBATLCS CrieayroLwmMmmn TpeboBaHnsMu:

- obbem nepegaBaeMoro OokymeHTa (TekcTa, CxeMbl, rpadunyecKkoro
n3obpaxeHns), BLINOSTHEHHOIO Ha Bymare dhopmarta A4, He AOMKEH NMpeBbIWaTb 5 NUCTOB;

- OTBETCTBEHHOCTb 3a CoAep)xaHue nepegaBaeMon MHGopMaunn Bo3naraeTcs Ha
WUCMOMHNTENS,  MNOArOTOBMBLUEro  AOKYMEHT K  nepegade, W pykoBoauTens
COOTBETCTBYHLLEro NogpasaeneHuns;

- 3anpellaetca nepegaBaTb TEKCT AOKYMEHTOB C NoMeTkon «[ns cnyxebHoro
NoSib30BaHUNA».

MoaNMHHMKM OOKYMEHTOB, OTMpPaBfsEMbIX MO KaHanam (akCUMUIbHOM CBA3W, Kak
npaBuno, JocbinalTcsa agpecaty MOYTOBOW cBA3bko, nocpeactsom C3O0O wunu, no
COrnacoBaHuIo C HUM, NOALUNBAIOTCA B AeNa C OTMETKOM O BPEMEHU U CnOCcoBe OTnpaBKu.

KoHTponb 3a wucnonb3oBaHMEM (PAKCUMUIbHOW TEXHWKW, YCTaHOBIIEHHON B
oTpacneBbiX  ((PYHKUMOHANbHbLIX) W  TeppuTOpMarnbHbIX  OpraHax, CTPYKTYPHbIX
noapasgeneHnax agMMHUCTPaLUn OKpyra OCyLLECTBSETCA UX PYKOBOAUTENSIMUA.

5.2.6.Nepepgavya wHpopmMaunm C NOMOLLBID TenegoHorpaMm OCYLLECTBISETCA
YCTHO MO KaHanam TenefoHHON CBA3MW.

5.2.7.TenedpoHorpamma noanucbLIBaeTCs [MaBoOW MECTHOro camoyrpaBreHus
okpyra. Nocne pernctpaumm TenegoHorpaMmmbl N0 MECTY NoANMCaHUs, OHa nepegaeTcs
agpecarawm.

5.2.8.B TenecoHorpamme [OMKHbI YKa3biBaTbCs Ha3BaHME BMAa [LOKYMEHTA,
HaMMeHOBaHME OpraHu3auuun, gata, Homep TenedoHOorpamMmmbl, UHULUMANBLI KU hamunusa
agpecata, TeKCT, [AO/MKHOCTb, MHMUManbl W  damunusa  nuua, nognucaslUero
TenedoHorpaMmMmy; OOSDKHOCTb, MHULUMaNbl U amMunua nepegasliero npUHMUMAarLLEro



TenedoHorpammMmy, Homepa TernedoHOB, MO KOTOPbIM MepedaeTcd U MNpUHMMaeTCH
MHdopMaUus, Bpemsi npuemMa n nepegaym tenedoHorpaMmmbl.

5.2.9.0neKkTpoHHas no4yta npegHasHa4vaeTcs Ans AOCTaBKW, OTNPAaBKM U nepegayn
9NEKTPOHHbLIX COObLLEHNA B agpec rMaBbl MECTHOTO CaMOyrpaBfeHuUst OKpyra, a Takke
MHpopMaUun Kak BHYTPY afMUHUCTPaLUKN OKpyra, Tak U opraHusaumsam (opraHmsaumsamm),
a Takke rpaxgaHam, UMeLnM COOTBETCTBYIOLLME NPOrpaMMHbIe CpeacTBa.

5.2.10.Cpeactea hakcMmanbHOM CBSA3WM MpedHasHavalTcss Ansi onepaTuBHOWN
nepegayv u npuema TeKCToB JOKYMEHTOB M CryXebHbIX MaTepuarnos.

5.3.Perncrpauuns nOKymMeHTOB

MocTynuBLUME OOKYMEHTbI YYUTbIBAOTCA W pacnpedensaTcs Ha nognexawime u
Henognexawue peructpaumm (npunoxeHue Ne 13).

5.3.1.Peructpaunn noanexart BCe OOKYMEHTbI, Tpebyowwme ydyeta, UCMONHEHUS n
NCMNONb30BaHWs B CNPaBOYHbIX LIENsX.

Peructpupytotca [OOKYMeHTbl, nocTynawwue w3 Apyrux opraHuvsaumMm u ot
M3MYEeCKMX NuL, a Takke co3fgaBaemMble - BHYTpPEHHME U oTnpasBnsemMble. [JOKYyMEeHTbI
pPErncTpupyroTcs HesaBMCUMO OT crocoba nx JOoCTaBku, Nnepeaayun unm co3gaHus.

5.3.2.[10KyMeHTbl pErmcTpupyoTCs OANH pa3: NocTynawwme — B AeHb NOCTYNeHus,
co3faBaeMble — B [eHb MOANMUCAHUS UNN YTBEPXKOEHUSA, NPOEKTaM UCXOAALLMX NMUCEM B
C3O0 npuceanBaeTcs BpeMEHHbIM HOMEP, He ABNSAIOLWUNCA perMcTpaumoHHbIM HOMEPOM
AOKYMEHTA.

5.3.3.Peructpauna [OKYMEHTOB B aAMWHUCTpAUUM OKpyra OCyLLeCTBSieTCa B
CoO0. Ha «kaxgbim pokymeHT B COOO 3aBoauTcsl perucTpaumoHHasl KapTouka.
Pernctpauusa OOKyMeHTOB npou3BoauMtcs B cooTBeTcTBuM ¢ PernameHtom C3OO u
EOuHbIM KnaccugunkatopomM opraHu3aLmMoHHO-pacnopaanTenNbHOM JOKYMEHTaL MM OpraHoB
rocygapCTBeHHOM BfacTM M MECTHOro camoyrnpasrieHus, opraHusdauumi Huxeropoackom
obnacTtu B cucteme aneKkTpoHHOro okymeHtoobopoTta (C340).

B cnyyae, ecnn gokymeHTbl noctynatoT vyepe3d COOO n3 opraHa UCNOMHUTESTbHON
BnacTn Hmwxeropoackon obnactu, NOBTOpHas pernctpaums JOKyMeHTa He TpebyeTcs.

5.3.4.Nocne 3anofnHeHus perncTpaumMoHHON KapTbl BXOAALWEro [OOKYMeHTa W
NPUCBOEHWSI MY PErMCTPALNOHHOIO HOMEpPA, AOKYMEHT CKaHUpyeTCs.

ONeKTpOHHass KoMus [OOKYMeHTa MpUCOEOUMHAETCS K ero  perncrpaumoHHOn
KapTouKe.

5.3.5.Peructpauna OOKYMEHTOB oOcCyLlecTBnsieTcd B MHGPOPMALMOHHOM oThene
yrnpasrieHusa genaMmm agMuHuUCTpaumm okpyra:

- BXOAALWNX JOKYMEHTOB, agpeCcoBaHHbIX rflaBe MEeCTHOro camoyrnpaBrieHns okpyra
N 3aMecTUTENsM rmaBbl agMUHUCTPALUN OKPYra;

- McxogswmMx AOOKYMEHTOB, MNOAMOTOBMAEHHbIX 3a MNOANUCSAMW naBbl MECTHOro
camoynpasrfeHnsi OKpyra u 3amecTuTenen rnaBbl agMUHUCTPALNN OKPYra;

- BHYTPEHHUX OOKYMEHTOB 3a MOAMUCHLI0 3aMecTuTenen rnasbl agMUHUCTPaLUN
oKpyra W pykoBoauTenen oTpacneBbiX (PYHKUMOHANbHbLIX) WU  TeppuTopUanbHbIX
OpraHoB, CTPYKTYPHbIX NogpasgeneHnn agMMHUCTpaLnmn oKpyra B agpec rnaBbl MECTHOMO
camoynpasreHnst oKpyra.

5.3.6.[l0KyMeHTbI, NocTynawwue OT rpaxgaH U opraHmsauun B agMUHUCTpaLMIO
okpyra Ha OymMaxHOM HocuTene, permcTpupyrTcs B WH(OPMAUWOHHOM oTaene
ynpaBneHus genamv agMMHUCTPaUMM OKpyra, MoCrfie CKaHUMPOBaHUS M pasMelleHusl B
C30 aneKkTpoHHON KOMMM AOKYMEHTa 1 HanpasnaTca nocpeactsom COO0 agpecarty.

OpurnHanbl OOKYMEHTOB, nocTynawwmne Ha OyMaxHbIX HOCUTENsX, nocne
perncTpauumn n BHECEHUSA UX INEKTPOHHbIX Konui B COOO xpaHATca B agMUHUCTpaumnm
oKpyra, B nogpasgeneHnn, 3apermcTtpupoBaBLUEM OaHHbIN JOKYMEHT, B COOTBETCTBUN C
HOMEHKMNaTypou gern.

5.4.NMopsaok paccMOTPEeHUSA AOKYMEHTOB FfaBoOW MeCTHOro camoyrnpaBneHus
OKpyra, U AoBeAieHUSA AOKYMEHTOB 4O UCNOSTHUTENEen



5.4.1.3apernctpupoBaHHble JOKYMEHTbI HA UMS faBbl MECTHOMO camMoyrnpaBneHus
okpyra nepepatotcs vepe3 COOO B ynpaBneHve genamv agMUHUCTPaUUKM OKpyra Ans
pacCMOTPEHNA N NOATOTOBKN NPOEKTOB PE30NIOLMIA MO UCMOMHEHNIO OKYMEHTA.

5.4.2.'naBa MecTHOro camoyrnpaBneHus okpyra faeT ykasaHud Nno opraHuvsaumm
NCMNOMHEHNA OKYMEHTOB, odhopMnsasa pesontouun B CO0.

5.4.3.[10KyMeHTbl, YTBEPXOEHHble [MNaBOW MECTHOro camoyrpaBrieHns okpyra
nocpeactesom C3OO0O aBTOMaATUYECKM HanpaBnslOTCA Ha WCMOSIHEHWE YyKa3aHHbIM B
pe3osoLUnn NO UCMONHEHUIO AOKYMEHTa JOMMKHOCTHLIM Nuuam.

5.4.4. [10KyMeHTbl Ha ByMa)xxHOM HOCUTESEe NMOCNe PacCMOTPEHMUS rNaBoOW MECTHOrO
camoynpaBfeHns oKpyra, 3aMecTUTensamMu rmaesbl aAMUHUCTPALMM OKpyra BO3BpaLlaloTcs
B ynpaBereHve fenamMv agMuHUCTpauumn okpyra gns co3gaHna B COOO kapToudku
AOKYMEHTa, CKaHMPOBaHUS AOKYMEHTA U 3aHeceHus pesontoumn. lNepenaya JOKYMeEHTa Ha
WCMOSMHEHNE YyKa3aHHbIM B pPe30SIoUNN OOSDKHOCTHLIM fLaM OCYyLLecTBRsSeTCcs 4vepes
cao0.

5.4.5.B pesonoumm N0 WUCMNOMHEHUIO AOKYMEHTOB MOXET OblTb YyCTaHOBMEH
KOHKPETHbIA CPOK (KaneHdapHas [aTa) WCMNOMHEeHUs1 OOKYMEHTa, a TaKke YKasaHus
«He3amMesIMTenbHO», KCPOYHO», «ONepaTUBHOY.

Ecnn ona ucnonHeHus OoKymeHTa ycTaHaBnuBaeTcsi cpok 6onee 30 aHen, To B
TEKCTe pesoniounn MoxeT ObiTb onpeaeneH NoOpagoK okraga O Xo4e ero UCMNoSIHEeHUS
(NneprnognyHOCTL AoKNaaa O Xo4e UCMOSTHEHUS U T.N.).

Ecnn cpok UCNONHEeHUs He ykasaH, AOKYMEHT MOANEXUT UCMOSTHEHUIO B TevyeHue
30-T1 KanengapHbIX OAHEN, cyMTaa OT AaTbl NEPBUYHOM perncTpaumm gokymeHTta. Cpokm
NCMOMNHEHNSA JOKYMEHTOB UCHUCNAOTCA B KaneHaapHbIX AHAX.

Ecnn nocnegHnin aeHb UCNONHEHUS OOKYMEHTa NpUXoauUTCs Ha Hepabounin OeHb,
OH MOANEXUT UCNOMHEHNIO B NpeaLIeCcTBYOWNIN eMy pabounin AeHb.

Ecnn 13 Tekcta QOKyMeHTa cregyeT, YTO CPOK WMCMOSHEHUA OOKYMEHTa LOSKEeH
ObITb MeHee 30 gHen, a pe30onuUns KOHKPETHBIM CPOK UCMONHEHUSA He npegycMaTpuBaerT,
TO [OOKYMEHT WCMOSHAETCSA B CPOKWU, MUCXOAS U3 CYTU AOKYMEHTa, C y4eTOM CpoKa
KOHTpOSs, ycTaHoBreHHoro B C30.

M3meHeHMe cpoka WCMNOSHEHUST  OOKYMEHTa  (MopyyvyeHusl) npu  Hanmmyuu
MOTMBMPOBAHHOM NPOCbObI NPOM3BOAUTCA AOSDKHOCTHLIM JIMLOM UMW BbILWECTOALWMUM
OpraHoMm, YCTaHOBMBLUMM 3TOT CPOK MO TMUCbMEHHOM npocbbe O npoaneHunu,
HanpaBfieHHOMW WCMOMIHUTENEM He no3dHee, Y4eM 3a TpU [OHA OO0 UCTedeHus
YCTaHOBIIEHHOIO CpoOKa.

CpoKn UCMOMHEHNA MOPYYEHUN C MOMETKAMW «CPOYHO» M «OMepaTUBHO» He
npoaneBaroTcs.

5.4.6.Ecnn paccMmoTpeHne Bonpoca HOCUT 3aTsKHOM XapakTep W Tpebyet
AOMNOSTHUTENBHON NPOpPaboTKM, MpPEBLILIAOWEN YCTAHOBMEHHBIN CPOK PaCCMOTPEHUS,
HeobXxoauM CBOEBPEMEHHbIV MPOMEXYTOYHbBIN OTBET aBTOPY obpalleHus.

5.4.7.B cooTtBeTCTBUM C pe3onouMen Mo  WUCMNOMHEHUK  OOKYMEHTa, OH
HanpasnsieTcs BCEM NnLUaM, yKasaHHbIM B Pe30SoLunn.

5.4.8.Cneumnanuctbl ynpasneHus aenaMmm agMuUHUCTPaLMM OKpyra perynsipHo
COCTaBfisieT CBOAKY O XO4e MCMNOSIHEHUS OOKYMEHTOB M [OKMaAblBaloT rfaBe MeCTHOro
camoynpaBfieHns oKpyra n 0 COCTOsAHUN paboTbl C AOKYMEHTaMM.

[OKYMEHTbI CUYMTAOTCA WCMOMHEHHBIMM M CHUMAKTCS C KOHTPOns nocrne
PaKTUYECKOro BbINOSIHEHWSI MOPYYeHUs (3agaHus, 3anpoca, obpalleHnsi) No CyLecTBy U
CcOObLLEHNs pe3ynbTaToB BCEM 3auUHTEPECOBAHHbIM OpraHmM3auuam (nvuam) unm gpyroro
NMMCbMEHHOIro NOATBEPXKAEHNA UCMONHEHUS.

[OKyMEHT, NOCTaBfEHHbIA HA KOHTPOSlb B COOTBETCTBUM C MOPYYEHUSIMU [NaBbl
MECTHOIo CaMoyrpaBfeHNa OKpyra, CHUMAaeTCA C KOHTPOSis MO €ero peLueHuto,
NPUHUMAeMoOMy MO pesynbTaTaM pPacCMOTPeHUs Aoknaga o6 MCNOMHEeHUM MopyveHUs.
[oknaa JosmkeH cogepxaTb NpeanoXeHne 0 CHATUM NOPYYEHUS C KOHTPONA.

[MpOMEXYTOYHBIA OTBET UMK 3anpoc MO MCMOMHAEMOMY [OKYMEHTY He fABndeTcs
OCHOBaHWEM A1 CHATUS ero C KOHTPOnS.



MpencrtaBndemble Onsi CHATUS C KOHTPONA AOKYMEHTbl AOSMKHbl UMETb BCe
HeobxoauMble cornacoBaHus.

[laTon wncnonHeHns [JoOKyMeHTa (CHATUSE ero C KOHTpons) sBnseTca pgata
pernctpauun OoKyMeHTa-oTBeTa, a Npy HeOKYMEHTUPOBAHHOM peLleHUn Bonpoca Adarta
CrMCaHus [OKYMeHTa B [feno (ero akTU4YecKoro MCMNoSIHEHUS), MNOATBEPXOAEHHOrO
pykoBoguTenem otpacreBoro ((pyHKUMOHaNbHOr0) W  TeppuTopuanbHOro  opraHa,
CTPYKTYpPHOro nogpasgeneHnsa agMMHUCTPaLnmn okpyra — UCNoMHUTENS.

5.5.NNopsaok 3aBepeHUst KONMUN AOKYMEHTOB.

5.5.1.Konna pokymeHta — 3TO [OOKYMEHT, BOCMPOU3BOAAWMKA UMHOPMaLMIO
NOASIMHHOIO AOKYMEHTA U BCE €ro BHELUHWE MpU3HaKkM unu vactb nx. OpraHbl MECTHOIO
camoyrnpasneHns MoryT BbldaTb KOMUW TOMbKO TeX OOKYMEHTOB, MOASIMHHUKU KOTOPbLIX Y
HUX XpaHATCS.

3aBepeHHaa Konusi — 9TO KOMWUSA [JOKYMEHTa, Ha KOTOPOWM B COOTBETCTBUU C
YCTAHOBIIEHHbIM MOPSAAKOM NPOCTaBNAT HeobXoanMble PEeKBU3UTLI, Npuaarome en
topuanYeckyto cuny. 3aBepeHHas Konua [OOKYMeHTa SBMSeTCH aHanoroMm nogfvHHUKA
AOKYMEHTA.

5.5.2.0praHbl MEeCTHOro camMoynpaBfieHUsi OKpyra BblJalOT MO  3asBIEHUSM
IOPUANYECKNX U PU3NYECKMX UL KOMUU OOKYMEHTOB, UCXOAALMX OT 3TUX OpraHoB, ecnv
Takne Konum HeobxoauMbl ONSA peLleHns BOMPOCOB, KacaloWMXCA NpaB M 3aKOHHbIX
NHTEepecoB, 06PATUBLLMXCS K HAM IOPUANYECKNX U U3NYECKNX NNLL.

5.5.3.Konus, cHaTas ¢ JOKyMeHTa, A0SKHA BOCNPOM3BOANTL BCE €ro PeKBM3unTbI (3a
ncknoyeHnem euns). Ee cnegyet odopmnaTb Ha BnaHke nnu ctaHgapTHOM nucte dymaru
C BOCMpoOu3BedEeHMEM MOSHOro TEeKCTa NoANMHHKMKA. [laTa, perMcTpaumoHHbIA HOMEp,
MECTO COCTaBneHus (M3gaHusl), yKasaHHble B KOMWW, [OOIKHbl COOTBETCTBOBATb
NOASIMHHUKY HE3aBUCMMO OT TOrO, rae, Korga u Kem rotoBunach Konus.

OcobeHHOCTBLIO KoMK SIBASIETCA TO, YTO OHA HE COAEPXKUT NIMYHYK NOANUCH NULA,
nognucasLLero NoASIMHHUK (HAaMMeHOBaHWe ero SOSMKHOCTU U paclundpoBKa NoanMcKu rnpu
3TOM BOCMNPON3BOAATCS MOSHOCTLHO).

Ecnn pokymeHTbl ObliM  MCNOSIHEHbI Ha OnaHkax, Npu W3roTOBIEHWMU  KOMUM
BOCMNPOM3BOAATCA PEKBU3NTLI Br1aHKOB.

5.5.4 Konun OOKYMEHTOB M3roTaBfMBalOTCA C MOMOLLbIO CPEeACTB KONMMpoBasSibHO-
MHOXWUTESTbHON WM KOMMbIOTEPHOW TEXHWKN. B npaBom BepxHEM yrny nepBoro nucra
aenaetca oTMeTka «Konusay.

3anpelleHo un3rotaBnMBaTb KOMUM C LOOKYMEHTOB, MMEKLWMX HESCHbIA TEKCT,
NOAYMCTKU, MPUNUCKN N UHbIE HEOTOBOPEHHbIE UCNPaBEHUS.

B cnyyasx n3arotoBneHus Konum ¢ apxXmMBHOro JOKYMEHTA, MMEKOLLETO NCNPaBIIEHNS,
NOOYMCTKW, BbI3blBalOLME COMHEHUSI B UX OOCTOBEPHOCTU, UNU Hepas3bopuumBbIA TEKCT,
OTAENbHbIE CIMOBA W BbIPaXXEHUSA OrOBapMBalOTCA CnoBaMu: «Tak B JOKYMEHTe» unu «B
TeKcTe Hepa3bopunBOY».

5.5.5.Npn 3aBepeHnn COOTBETCTBUS KOMUM AOKYMEHTA MOASMHHUKY Ha obopoTte
nocrnegHero nUcTa JOKYMeHTa NPOCTaBMAOT 3aBePUTESbHBIN LUTaMM UM 3aBEPUTENBbHYIO
HagnuUCb B COOTBETCTBMM C NYHKTOM 3.3.2.17. «OTMETKa O 3aBEPEHNN KOMUN OOKYMEHTa»
HacTosiwen NHCTpyKLmK.

5.5.6.Ecnn konust AOKyMeHTa M3roToBfeHa Ha OByX M Gonee nucrax, 3aBepeHue
Konun odpopmMnsaeTcsa cnegyowmnm obpasom:

- JINCTbI KOMUW CLUMBAKOTCA Ha 2 NpoKona;

- Ha NocnegHeM NUCTEe KOMUM MECTO CKpEenseHusi HUTOK 3aKrnenBaeTcs SpfblkoM C

Hagnucblo: «MpoLWHYpoBaHO, MPOHYMEPOBAHO W CKpEenseHo ne4vaTbto NNCTOB;
[OIMKHOCTb W MOAMUCH»; Ha SAPIblKe pacnucbiBaeTcsl COTPYAHMK, WU3rOTOBUBLLMIA KOMUIO
[OKYMEHTA;

- neyaTb NPOCTABMSAETCS, 3aXBaTbiBas YacTb NMOCMEAHEr0 NMCTa KOMWU;
- 3aBepuTenbHas Haanucb NPOCTaBsSeTCs Ha 060pPOTe NocneaHero nMcTa Konuw.
5.5.7.MNMpaBo 3aBepATb KOMWM [OOKYMEHTOB OroBapvMBaeTCA B MONOXEHUN O

oTpacneBoM  (PyHKLUMOHANbHOM) WNM  TepputTopuanibHOM  oOpraHe, CTPYKTYPHOM



nogpasgeneHun agMMHUCTpaUMM OKpyra WM 3akpennseTcs B LOSMKHOCTHOW WMHCTPYKUUK
COTPYAHWUKA.

5.5.8.AHanorM4yHo KonusmM 3aBepsoTCHA M BbINUCKN N3 OOKYMEHTOB, KacaroLlnxcs
npaB 1 3aKOHHbIX MHTEPECOB PUANYECKUX N PUINYECKUX NNL,.

5.6.PaboTa ucnonHutenen c AOKyMeHTamu

5.6.1.PykoBogutenn oTpacnesBbiX (PYHKUMOHANbHLIX) W TeppuTopuanbHbIX
OpraHoB, CTPYKTYpPHbIX nogpasgeneHvi agMuHUCTpauum okpyra obecnedmBaloT
onepaTMBHOE pPacCMOTPEHMEe AOKYMEHTOB, AOBEAEHME WX [0 MWCMNOMHUTENen B [A€Hb
MOCTYMNSIEHUA U KOHTPOSIb 3a Ka4YeCTBEHHbIM WCMOSIHEHWEM [AOKYMEHTOB MO CyLLeCTBY
Bornpoca.

5.6.2.CpoyHble JOKYMeHTbI NepegatoTcs HemenneHHo Yepes C30.

5.6.3./cnonHeHne gokymeHTa npegycmatpmaeT: cbop n o6paboTky Heobxoanmom
WHpopmauun, noAroToBKY MNPOeKTa AOKYMeHTa, ero odopMieHne, cornacoBaHue,
npeacTaBneHne Ha nognucaHue (YTBepXaeHue) rnaBe MecTHOro caMmoynpaBsrieHus oKpyra
UNn pykoBoauTeENst oTpacneBoro (PyHKUMOHANbHOro) MM TeppuTopuanbHOro opraHa,
CTPYKTYPHOro nogpasgeneHvs agMmMHUCTpauumn okpyra.

5.6.4.NMpn HanMyun OTBETCTBEHHOrO MCMOSHUTENS BCE OCTallbHble€ WUCMOMHUTENN
OTBETCTBEHHbl 32 CBOEBPEMEHHbLIN W KAYEeCTBEHHbIM aHanu3 WHgopmaummnm U
npeactaBneHne OTBETCTBEHHOMY  WCMOMHUTENIO B YCTAHOBMIEHHbIE UM  CPOKM
Heob6xoauMbIX MaTtepmasnoB (MPOEKTOB AOKYMEHTOB, CNpaBoOK, CBEAEHUA 1 T.4.).

WcnonHutenam [ormkHO 6bITb obecnevyeHO npaBo JOCTyna KO BCEM MaccuBam
[OKYMEHTOB.

OTBETCTBEHHbIA UCMOMHUTENb HECET NEepPCOHaNbHYI0 OTBETCTBEHHOCTb 3a MOMHOTY
N OCTOBEPHOCTb MHOPMaLMK, NCNONb30BaHHOW NPY MOArOTOBKE AOKYMEHTA.

5.7.PaboTa c obpalieHusaMu rpaxaaH

5.7.1.06ecneyeHne CBOEBPEMEHHOIO PacCMOTPEHUSA U LEHTPaANnM3oBaHHOIO y4vyeTta
obpaleHun rpaxagaH, NocTynuMBLUMX B agpec rnaBbl MECTHOrO CaMOynpaBfieHUs OKpyra,
3amecTutenen rnaebl aAMWHUCTPaLUKN OKpyra OCYLLECTBISeTCA ynpaBrieHneM aenamu
aAMWHUCTpaLUKM oKpyra.

5.7.2.Pernctpaunn nognexat Bce obpalleHns rpaxkgaH HezaBUCMMO OT crnocoba
NX NOCTYNNEHNs N1 OpPMbI.

5.7.3.3apernctpmpoBaHHbie obpalueHuns B agpec rnasbl MECTHOrO
camoynpaBsrieHNs1 OKpyra U 3amecTuTenen rnaebl agMUHUCTPALMN OKpYyra HanpaenaTCcs
AOIMKHOCTHBIM NLAM, B KOMMETEHLMIO KOTOPbIX BXOAUT peLUeHMEe MOCTaBfEHHbIX B
obpalleHnsax BonpoCcoB Ha OCHOBaHMM PE30SOLUNA COOTBETCTBYIOLLMX OOMKHOCTHBIX NNL,
NN CONPOBOAUTENBHbIX MUCEM.

5.7.4.PaboTa No paccMOTPeHUo obpalleHui rpaxgaH B agMWHUCTpaUMKM OKpyra
ocyLiecTBnseTcsa B cootBeTcTBUM ¢ PegepanbHbiM 3akoHOM oT 2 mada 2006r. Ne 59-d3 «O
nopsigke paccmoTpeHuss obpaweHnn rpaxgaH Poccunckon ®epepaunny», 3aKOHOM
Hwxeropoackon obnactm ot 7 ceHTabpa 2007 r. Ne 124-3 «O [ononHUTENbHbIX
rapaHTuaxX npaea rpaxgaH Ha obpalleHne B Hmkeropoackon obnactuy, nonoxeHnem ob
obpaleHusax rpaxagaH, YyTBepXOEeHHbIX HOPMaTUBHO-NPABOBbIM aKTOM agMUHUCTpaLun
oKkpyra.

5.7.5.06paweHmns rpaxgaH u OOKYMEHTbl MO MUX PacCMOTPEHUIO POPMUPYHOTCHA B
Aena B COOTBETCTBMM C HOMEHKNATYpow aen.

5.8.NMopspok paboTbl ¢ p[oKymMeHTamMum € nomeTkon «[nsa cnyxeb6Horo
nonb3oBaHua» (ACH)

PaboTa ¢ gokymeHTamu, cogepKalmmmn crny>XebHyo MHOopMaLmMo OrpaHNYEHHOro
pacnpoCTpaHeHUs OCYyLLECTBNSeTCA B MNOPsiAKe, YCTAHOBMEHHOM [Nsi HECEKPEeTHbIX
[OKYMEHTOB.

5.8.1.K cnyxebHon uHpOpMaLMM OrpaHNYEHHOrO PacrnpoOCTPaHEHUs1 OTHOCUTCSH
HecekpeTHass WHdopmaumd, Kacawwaaca AOesaTenbHOCTM agMUHUCTPauUMM  OKpyra,
OrpaHU4YeHnsi Ha pacnpocTpaHeHne KOTOPOW AMNKTYTCA CnyXebHom HeobXxoauMOCTbIO.



Ha [okymeHTax, cogepxawux CnyxebHyw uHdopmauuio  orpaHuYyeHHOro
pacnpocTpaHeHus, npoctaBnsgeTca nometka «[na cnyxebHoro nonb3osaHus» (OCIT)
(nanee — pokymeHnTbl [1CIM).

K nokymentam [JCI1 He oTHOCATCS:

- HOpMaTUBHbIE NPAaBOBbIE aKTbl 3aTparnBatoLline npasa, cBoboabl N 06A3aHHOCTH
rpaxkgaH, nopsgok WX peanusaumm, a Takke YyCTaHaBnMBalOLWMe NpaBOBOW CTaTyC
opraHusauuu;

- OOKYMEHTbl, coaepXaliMe cBefeHMsi O 4Ype3BblYavHbIX CUTyaumsX, OMacHbIX
NPUPOAHbIX SABMNEHUAX W Npoueccax, JKorornyeckasa, rngpomeTeoponorndeckas,
rmgporeonorndeckasi, gemorpaduyeckasi, CaHUTapHO-aNUAEMUoNiornyeckass m pgpyras
nHpopmaumsa, Heobxogumass ana  obecneveHuss ©esonacHOro  CyLleCTBOBaHUSA
HaceneHHbIX NYHKTOB, rpaxgaH 1 NpoM3BOACTBEHHbIX O0ObEKTOB;

- onucaHuve CTPYKTypbl OpraHa WCMNOSHUTENbHOW BNacTn, ero  yHKUMN,
HanpasneHun PopM SEATESNbHOCTU, a TaKKe ero agpec;

- NOPSIAOK PaCCMOTPEHUSA U pa3peLleHns 3asiBNieHUn, a Takke obpalleHnn rpaxgaH
N IOPUANYECKUX NNL, U PELLEHUS NO HUM;

- cBegeHnsa o6 ncnonHeHun GrogxetTa M NCNONb30BaHUK APYIMX rOCYAapPCTBEHHbIX
pecypcoB, O COCTOSIHUM 3KOHOMUKM N NOTPEBHOCTEN HaceneHus;

- [OOKYMEHTbl, HakannMBaemble B OTKPbITbIX WHOPMALMOHHbLIX CUCTEMAX,
HeobxoauMble Ans peanusauumm npae, cBobon 1 0693aHHOCTEN rpaXaaH.

5.8.2.HeobxoammocTb npocTaBneHuss noMeTkn «Ons cnyxebHoro nonb3oBaHUSA»
(ACIT) onpepensieTcss MCNONHUTENEM AOKYMEHTA, MaBOW MECTHOrO CcamMoynpaBreHust
oKpyra Wnu pykoBOAMTENsIMU OTpacneBbiX (PYHKLUMOHAmNbHbBIX) UM TeppuUTopuanbHbIX
OpraHoB, CTPYKTYPHbIX MoApa3deneHn agMuUHUCTpauMM OKpyra WM AOSMKHOCTHbIM
NMLOM, NOAMUCHIBAKOLWNM MW yTBEPXKOAOWNM AOKYMEHT. Ecnn [OKYMEHT OTHECEH K
kateropun «[OCll», Bca nepenucka no Bonpocy odopmnserca ¢ rpucdom «O4CIM». B
crlyyae npoCTaHOBKM Ha npunoxeHun otmetkn «[ClM» — BeCcb NakeT LOKYMEHTOB
npuobpetaet ctatyc «[CI».

[OomKHOCTHbIE Nnuua, NpuHABLUME pelleHne 06 oTHeceHun gokymeHToB k [ACIT,
HeCcyT NepcoHarnbHy OTBETCTBEHHOCTb 3@ 06GOCHOBAHHOCTb NPUHATOIO peLUEeHUs.

5.8.3.NomeTka «[na cnyxebHoro none3osaHus» (ACI) npoctaBnaeTca B npaBoMm
BEPXHEM YINy MNEpBOM CTPaHUUbl AOKYMEHTA, a TakKkKe Ha nepBoM CTpaHuue
CONPOBOAUTENBHOrO NUCbMa K LOKYMEHTY. B neBom HwxHeM yrny nocrnegHero nucra
AOKYMEHTa yKa3blBaeTCA OTMETKa O KONMYECTBE OTnevaTaHHbIX 3K3eMnnapoB (B cnyyae
co3daHuMst WNM  OTNpaBfeHWss [JOKyMeHTa Ha OymaxHOM HocuTene), damunmm
NCMNOMHNTENSA U HOMepa ero cnyxebHoro TenedoHa.

5.8.4.NpaBoBbIM aKTOM agMUHUCTPALMW OKpyra HasHavatTCA COTPYOHUKW,
OTBETCTBEHHbIE 3a MPUEM, PErncTpaumio, PacCMOTPEHMEe, COorracoBaHMe U OTNpaBKy
pokymeHnToB [CI1, umetowme gonyck K NpOCMOTPY PErMcTpaumMOHHbIX KapT U BIIOXEHWN
aokymeHtoB c rpucom  «ACM» B COOO. CoOTpyaHWKM HecyT nepcoHarbHyto
OTBETCTBEHHOCTb 3a COXPaHHOCTb MHGOpMaLmK, cogepxallencs B gokymeHtax OCr1.

5.8.5.Bxogswme pokymeHtbl [OCI1 noctynawT Ha peructpauuio Ha OGymakHOM
HocuTene.

[OKyMeHTbI, MOCTynMBWME Ha OymMaxXHOM HOCUTENE, CKaHUMPYyTCS WU
PErNCTpPUpPYOTCA B  yCTaHoOBNeHHoOM nopsgke B COOO ¢ npukpenneHuem K
PErNCTPaALNOHHON  KapTOYKe [OOKYMEHTa JrfeKTPoHHOro obpasa agokymeHTa. B
perncTpaunoHHON KapToyke B rnone AokymeHTa «[pudy» pernctpatopom npocTaBnsieTcs
npusHak OCI1. MNocne pa3meleHnst aneKkTPOHHOro obpasa JOKyMEHTa B perMcTpaumMoHHOM
kaptouke B COLO peructpaTtop yaansieT 3MeKTPOHHbIM obpa3 [OKYMeHTa M3 narnku
OTCKaHMPOBAHHbIX JOKYMEHTOB.

OtBeTcTBEHHOCTb 3a cooTBeTcTBME rpuda «[OCIM» Ha Bxoaswem [OOKYMEHTe
OTMETKe B perncrpaumoHHon kaptodke aokymeHta B COLO B none «lpud», a Takke 3a
yaaneHue 9anekTpoHHoro obpasa [OKyMeHTa M3 nankym OTCKaHMPOBAHHbIX LOKYMEHTOB
HeceT pernctpaTop OKyMeHTa.



5.8.6.BHyTpeHHMe un ucxopswme pokymeHtol OCIT cosgatotcd, cornacytoTcs wm
yrBepxgatotca B COO, OTBETCTBEHHOCTb 3a 3anoSfiHeHWE PerncTpaunuoHHOM KapTO4KU
AOKYMEeHTa HeceT WCMNONHUTENb OoKyMeHTa. McnonHutenb co3gaeT perucTpaumoHHYHo
KapTouKy, AobaBMB ee B CBS3M K AOKYMEHTY — 3anpocy, nmbo co3gaB WMHULMATUBHBIN
AOKYMEHT, 1 3anofHAeT HeobXxoanMble NOMs PernMcTpaumoHHON KapTOYKN:

a) B none «CoaepxaHue» — KpaTKOe coAepXaHue C yKasaHWeM BCeX PEKBU3UTOB
nMcLMa;

6) B none «AgpecaT» — MNPOCTaBMNsSIETCA HaMMEHOBaHWE OpraHu3auuun, ecnm
agpecart asngaetca aboHeHTom cuctembl MO O, Ha3BaHMe agpecata GyaeT HauMHaTbLCs C
npedumkca « MO HassaHue rocyqapCTBEHHOIO opraHa Unn opraHn3aummny;

B) B none «llognucaHT» — ykasblBaeTca paMmunns pykoBoaUTENS, nognucasLlero
[OKYMEHT 3MeKTPOHHOW MNOAMUCHIO;

r) B none «lpud» — npocraensetca «OCl1», oTBETCTBEHHOCTb 3a COOTBETCTBUE
rpndpa HeceT NCNONMHUTEND;

A) B none «CpoYHOCTb» — NPOCTaBNAETCS HYXXHbIN NapamMmeTp;

e) B none «TenedoH NCNONHUTENSA» — YKa3blBaeTCs TeNedOH UCNONHUTENS;

X) B pasgene «CnyxebHble pekBU3UTbI»:

- B none «llogpasgeneHve perncTpaTtop» MWCNOSHUTENEeM NpoCTaBnsaeTCcH
napameTp «AOMUHUCTPaUMs OKpyray;

- B none «Kon-Bo NUCTOB» yKa3blBaeTCA KONMMYECTBO NUCTOB AOKYMEHTA, BKIOYas
NPUNOXEHUS;

3) B none «KoMmeHTapum» — UCNONHUTENEM YKa3bliBaeTCca MHOpMaLUS:

- MPMYUHA OTCYTCTBUSA NPUNOXKEHUS;

- Heo6Xo0OMMOCTb MPOCTaBfEHNS OTMETKU 06 3NEKTPOHHOM MOAMUCK B ABYX UMK
Bbonee mecTax AOKYMEHTAQ;

- BMO OTNpaBkM nucbMa (cneuwanbHoOW, enbaAberepckon CBA3bH, 3aKa3HbiM
NMMCbMOM, CaAMOCTOATENBHO UCMONHUTENEM — Ha PYKU agpecarty);

- MHas wuHdopmauus, KoTopas Heobxoauma Ang onepatuBHoM paboTbl C
AOKYMEHTOM.

WcnonHutenb BKNagblBaeT 9MeKTPOHHbIM 0Bpa3 LOKYMEHTa B PerncTpaumoHHYH
KapTO4Ky M co3faeT mMapLlpyT cornacoBaHus. Nocne pasmeleHna B COO0 aneKkTpoHHbIN
obpa3 [OOKymMeHTa ypanseTcs C MepCoHanbHOro  KOMMbKTEpPa  MCMOMHUTENS,
OTBETCTBEHHOCTb 3a yAaneHue 3feKTPoHHOro obpasa JOKyMeHTa HeceT UCMONHUTESb.

B npouecce co3gaHus mMapupyTta cornacoBaHus B pasgene «[on. napameTpbl,
conpoBoguTenbHble annbl U TEKCT» MNpyM MNOCTPOEHUM MapLupyTa Ha YTBepXaeHue
AOKyMeHTa pyKoBOAUTENeM MNpOCTaBnfalTCA napamMeTpbl: «ABTOMaTU4ecku HanpaBnATb
Ha perncTpauuio, ecnun HeT 3amedyaHuny, «lMognuceiBaTb (hansbl Npu cornacosaHMmy (3a
NCKINIOYEHNEM HOPMATUBHbLIX MPAaBOBbIX aKTOB M pacnopsavTenbHbIX AOKYMEHTOB Mnasbl
MECTHOro camoynpasneHus okpyra). [lpM nOCTpoeHuMM Mapupyta TONbKO Ha
cornacoBsaHue, NpocTaBieHne napameTpoB He TpebyeTcs.

Mpn dopmupoBaHUM naketTa [JOKYMEHTOB ANA OTNpaBkuM Ha YyTBepXOeHue
PYKOBOAUTENO, BECb KOMMSIEKT LOKYMEHTOB Heobxoaumo nepesectu B efuHbin pdf
dopmaT, KpOMe HOPMaATUBHLIX MPABOBbIX aKTOB [MaBbl MECTHOrO CcamMoynpaBneHus
oKpyra, kKoTopble nepeBoadatcsa B popmat pdf otaensHbIMK hannamu.

5.8.7 Ncxopswme pokymeHTbl OCIT noctynatoT Ha pernctpauuio B 3IEKTPOHHOM
Buae nocrne yteepxaeHns B COOO, peructpypytoTCcs B YCTAHOBMEHHOM MOpsSiaKe C
aobaBrneHnemM K permctpaunmoHHoOMy HoMepy AokymeHTa noctdpukca OCIM v nognexar
oTrnpaske.

OtnpaBka gokymeHToB nocpeactsom C3OOO ocyuwiecTBnsieTca B COOTBETCTBUN C
Pernamentom C3O0. OTnpaBka OOKYMEHTOB Ha OyMa)HOM HOCUTENe OCyLLeCTBNAEeTCH
denbaberepckon  CBA3bI0, CNEeuCcBsA3blD, 3aKa3HbIMU WU LEHHbIMKM  NOYTOBLIMU
otnpasneHnamn. MNpu HeobxoauMOCTN HanpaBneHna LOKYMEHTOB B HECKOSbKO aapecoB
COCTaBfISieTCA yKasaTenb Pacchblfikv, ykasaTenb NoAnncbIBaeTCsl UCNONMHUTENEM U FNaBown
MECTHOro camoyrnpaBreHns okpyra.



B cnyyae HeobGxogumocTu HanpasneHua agpecatam pokymeHtoB [OCI1 Ha
BymaxxHOM HocuTene ytBepxaeHHbin B C3OO p[okymMeHT pacneyaTbiBaeTcs B
HeobXoOMMOM KOMMYEeCTBE JK3EMMMISAPOB, Ha KaxdoM M3 KOTOPbIX NpoCcTaBnseTcs
9K3eMNNapHOCTb, B yKasaTene paccbifiki noagpecHo MNPOCTaBnATCS  HoMepa
9K3eMNNapoB  OTNpaBnsgemMblXx  OJOKyMeHTOB. [lpn  HeobxoouMmocTu  HanpasneHus
HeckonbkuMm agpecatam pokymeHtoB [OCIT pasnnuyHOM KOMMMEKTHOCTW, WUCMOSTHUTENb
CcO3[aeT perncTpaumoOHHbIe KapTOYKN Ha KaXKablN JOKYMEHT.

Paccbinka B HECKONbKO agpecoB OCYLLECTBNSETCA B COOTBETCTBUM C yKa3aTenem
pacchbIfikKu, OTBETCTBEHHOCTb 3a yyeT aokymeHtoB [OCIT B cnyvyae mx pacneyaTkm Ha
BymMaxxHOM HOCUTeNe HeCceT NnMLUO, OTBETCTBEHHOE 3a paboTty ¢ gokymeHTamu OCI1.

5.8.8.HeobxoommocTb cHATUA rpudpa «LOClM» onpeaenseTcsa UCMONHUTENEM
AOKYMEHTa, [faBoO MECTHOro CaMOoynpaBfeHUss OKpyra WM OOSDKHOCTHbIM - JIULOM,
noanucaBlLIMM WUNKM  yTBEPAMBLUMM OOKyMeHT. PeweHne o cHatum rpudpa  «ACIMN»
odopmMnisieTca NPOTOKONOM 3acedaHus akcnepTHon komuceun. Mpudp «4CIM» norawaeTtcs
3anncbio C yKasaHMem HoMepa W [aTbl NPOTOKOMa 3acefaHusi 3KCNEepTHOM KOMWUCCUK
aAMWHUCTPaUUKN OKpyra, MOCIYXMBLLUEr0O OCHOBaHWEM [ANA ero CHATUHA, B KapToudke
pokymeHTa B CO0O B none «KommeHTapuny» COTpyAHWKOM, OTBETCTBEHHbLIM 3a paboTy C
AokymeHtamum ACI1.

5.8.9.Npn nonyyeHUn nUCbMEHHOro 3anpoca C npocbbon 06 O3HaKoMIieHUU C
nHopmaumnen, umetowen nometky «[OClN», peweHne o6 O3HaAKOMIEHUW 3aABUTENSA
NPYHMMaET rnaBa MECTHOIO caMOynpaBfeHns oKpyra.

3a pasrnaweHune cnyxebHon uHdopmaumm c nometkon «[ClM», a Takke 3a
HapylweHue nopsagka obpaiwleHna ¢ gokymeHTamu [OCI MyHMUMNaAnbHbIA  CRyXalimm,
crneumanucT MoXeT ObITb NpUBNEYeH K AUCUUNINHAPHOW OTBETCTBEHHOCTW.

B cnyyae nukBugaumm agMuMHUCTpaUMKM OKpyra pelleHve O AarnbHeunwem
ncnonb3oBaHmm gokymeHtoB [ACIl npuvHMMaeT nuKBMOAULMOHHAA KOMMUCCUSA oOpraHa
MECTHOro camoynpaBneHus.

VI. HOKYMEHTANbHbIX ®OHO ADMUHUCTPALIUU OKPYTA

OcHoBHbIMM Buaamu paboT, obecrneynmBarOMMN OpraHM3aumio JOKYMEHTanbHOro
doHO4a agMUHUCTpauMM  OKpyra, SBMSIOTCA  COCTaBfieHMe HOMeHKnaTyp  gen,
dopMMpOBaHNe Aen U UX TeKylllee XpaHeHne, NOAroTOBKa JOKYMEHTOB M Aen K nepegaye
Ha apXMBHOE XpaHeHue.

6.1.CocTaBneHue HOMeHKNaTypbl gen

HomeHknatypa gen —  CUCTEMATU3UPOBAHHBLIN  NEepeyYeHb  3arofIoBKOB
(HaMmeHOBaHUN) Aen, 3aBOAMMbIX B aAMWHUCTpaLMK OKpyra, C yKasaHMeM CpPOKOB WX
XpaHeHusi, 0pOPMIIEHHbIN B YCTAHOBIIEHHOM MOPSIAKE.

6.1.1. HomeHknatypa pgen wucnonb3yetca [Ana rpynnupoBKN  UCMOSTHEHHbIX
AOKYMEHTOB B Jena, cuctematmsauum u ydeta gen, onpeaeneHns CPoKoB UX XpaHEeHUs U
noucka OOKymMeHTOB. HomeHknatypa gen aBnsercsa OCHOBOW AN COCTaBMEHUS OMNUCEN
Aen NocTosiHHOro u BpemMeHHoro (cebiwe 10 neT) xpaHeHuda, a Takke Ond ydvyeta gen
BpemeHHoro (4o 10 neT BKIIKYMTENBHO) XpaHEHNS 1 ONUCEN e MO IMYHOMY COCTaBy.

HomeHknatypa gen siBnsieTcss OCHOBOW (POPMUPOBAHUSA OOKYMEHTaNbHOro hoHaa
aAMWHUCTPaLUK oKpyra.

[okyMeHTanbHbIn POHA agMUHUCTPAUUKM OKpyra — COBOKYMHOCTb [OKYMEHTOB,
obpasyrouwmxca B npouecce ee OeAaTenbHOCTU. [JOKyMeHTanbHblii (QOHA COCTaBMsAOT
AOKYMEHTbI, CO3[4aHHble B agMUHUCTpaUMW OKpyra M MOSflydeHHble UM B pesynbTaTte
B3aMMOAENCTBUSA C OPYTMMIN OpraHamu yrpasreHns, opraHn3aumsMmn u rpaxgaHamMmu.

OTBETCTBEHHOCTb 3@ COCTaBfiEHME HOMEHKNATYpbl e, Nopsaok hopMMpoBaHus m
odhopmneHus gern, obecneveHnss X y4eta n COXPaHHOCTU, OpraHM3aumsa nepegayun gen B
apxXvB NEXUT Ha ynpaBreHnn genamm agMmMHUCTpaLumm okpyra.

6.1.2.lpn coctaBneHUn HOMEHKNATypbl Oen crnegyeTr PyKOBOACTBOBATbLCA
nonoxeHnamm o6 agMUHUCTpaUMM  OKpyra, €€ CTPYKTYPHbIX noapasgeneHusix,
nonoxeHnem o6 oTpacnesBbix (PYHKUMOHANbHbLIX) WNU TEppUTOPMAnbHbIX OpraHax



agMUHUCTPaLMM OKpyra, wTaTHbIM pacnucaHuem, nrnaHamuM M otyeTamm O paboTe,
nepevYHsMn OOKYMEHTOB C yKa3aHMEeM CPOKOB WX XPaHEHWs, HOMeHKnaTtypamu fen 3a
npegwecteyowme rogbl. W3yyaloTcs [OKYMEHTbl, obpasywwmecs B AeATENbHOCTU
afiMUHUCTpaLMM OKpyra ux Bubl, COCTaB U cogepXaHue.

6.1.3.B agMuHucTpaummn OKpyra COCTaBRASATCA HOMEHKNaTypbl Oen oTpacneBblX
((byHKUMOHArbHbLIX) W TeppuTopuaribHbIX OPraHoB, CTPYKTYPHbIX nogpasgernieHumn
agMUHUCTPaLMM OKpyra (ganee — HOMEHKNaTypa Aen CTPYKTypHOro noapasgeneHuns)
(npunoxeHne 14) n ceogHas HoMeHKnatypa Aen aAMUHUCTPauuK OKpyra (MpunoxeHue
15).

6.1.4.HomeHknatypa gen CTPYKTYpHOro noapasfesieHna COCTaBrnseTcs nuuom,
OTBETCTBEHHbIM 3a BefeHue [ernonpou3BoacTBa, NPUM MeToOMYEecKOM MOMOLUM apXMBa,
noanucbiBaeTCA pPYKOBOAUTENEM MoApasfeneHna u npeacraBnsieTcss B ynpaBrieHue
aenamv agMUHUCTPaLUUKN OKpyra.

BHoBb co3gaHHOe nogpasgeneHve ob6s3aHO B MeCsYHbIM CPOK paspaboTtaTtb
HOMEHKNaTypy [nAen noapasfeneHna v npeacraBuTb ee B ynpaBrieHve genamu
agMUHUCTPaLMmM OKpyra.

6.1.5.CBogHas HOMeHKnaTtypa [fen CcocTaBndeTcs yrnpaBfeHnem Aeriamu
aAMUHUCTPaLMM OKpyra Ha OCHOBE HOMEHKNATyp Aen CTPYKTYPHbIX nogpasaeneHvun npu
MeTOANYECKON NOMOLLM apXu1Ba.

6.1.6.CBogHas HomeHknatypa Aen noanucbiBaeTCA HadanbHUKOM yrpaBrieHus
aenamMmu agMUHUCTpaUUKM OKpyra, COrfacoBbIBAeTCS C 9KCMEPTHOW Komuccuen (panee —
OK) agMuHUCTpauumM OKpyra u yTBEPXKOAETCSA pPacrnopsKeHMEM agMUHUCTPaUUK OKpyra.
OdbopmneHne rpuda yTBepXKaeHNS NPON3BOAUTCH B COOTBETCTBMM € N.3.3.2.9 HacToALeN
NHCTpyKUmMN.

6.1.7.Nocne  yTBepXOeHWA  CBOOHOW  HOMEHKNATypbl  Oernl  CTPYKTYpHble
nogpasgeneHns agMMHUCTpaUMM OKpyra MonyyarT BbIMUCKA U3 COOTBETCTBYHOLUMX €€
pasfenos 4515 UCNosib3oBaHUA B paboTe.

6.1.8.CBogHass HoMeHknaTtypa [fAen nedataeTca B HeobXoOMMOM KOnM4ecTBe
aKk3emnnsapoB. [epBbi YyTBEPXKOEHHbBIA 3K3EMMNNAP HOMEHKNaTypbl Aen gopmupyeTcs B
Aerne Cc pacropsbkeHUsMM MO OCHOBHOW OEATENbHOCTU, ABNSAETCA MPUNOXEHMEM K
pacrnopshKeHUIO O ee YyTBEPXAEHUN, JOKYMEHTOM MOCTOSIHHOrO CpoKa XpaHeHus. Btopon
ncnonb3yetcsa B KadectBe pabouero. TpeTnin — NPUMEHSIETCA B apXMBHOM CEKTOpE
ynpaBneHus genamv agMMHUCTpaumn okpyra.

6.1.9.CBogHass HOMeHKNaTtypa [den B KOHUE Kaxaoro roga YTOYHsIeTCs,
yTBEPXOaeTCa n BBOAUTCS B AencTBue ¢ 1 aHBaps creayrowero kaneHgapHoro roga.

6.1.10.HasBaHnamMn pas3genoB  HOMEHKNATypbl  Aen  4BNSATCA  HasBaHUS
CTPYKTYPHbIX nogpasaeneHnin. B cBogHOM HOMeHKnaType Aen pasgenbsl pacnonararTcd B
COOTBETCTBUMN C YTBEPXKOEHHOW CTPYKTYPON aAAMUHUCTPaLMM OKpyra.

6.1.11.B HOMeHknaTypy Aen BKKYAKTCA 3arofioBkM [en, oTpaxarlune Bce
AOKYMEHTUPYEMbIE y4acTku paboTbl agMUHUCTPaLMK OKpyra.

B HoOMeHknaTypy gen He BKOYaloTCs Nepuogndeckne n3gaHus.

6.1.12.padbbl HOMEHKNATYpPbI AeNna 3anonHATCA cneaywmnm obpasom:

B rpade 1 HoOmeHknaTypbl [gen NpOCTaBnsOTCA WHAEKCbl KaXgoro gena,
BKIMOYEHHOrO B HOMeHKNaTypy. MiHOekc aena cocTtouT: n3 HoMepa Mo KnaccudgukaTopy
CTPYKTYpPHOro noapasfgeneHns, YCTaHOBMEHHOIO0 B agMMHUCTPaLMM OKpyra, LmndpoBOro
0003Ha4YeHNs1 CTPYKTYPHOro nogpasgeneHns u nopsakoBoro Homepa 3arosioBka gerna no
HOMEHKNaType B npegenax CTPYKTYpHOro nogpasgenerHuna. MIngekcol aen obosHavaroTcA
apabckumn umdppamum. Hanpumep, 113-03-05, rge 113 — Homep no knaccudpmkatopy
agMuHucTpaumm okpyra, 03 — o603HadeHne CTpyKTypHOro nogpasgenexus, 05 —
nopsaaKoBbIN HOMEp 3arofioBka Aera no HoOMeHkKnaTtype.

B HoMeHknaType fgen peKkoMeHAyeTCsl COXPaHATb OAWHAaKOBble WHOEKCHbI AN1S
OAHOPOAHbLIX Aen B npeferiax pasHblX CTPYKTYPHbIX nogpasgeneHui; onsg nepexoaawmx
Aen MHOEKC CoXpaHsieTcs.



B rpady 2 HomMeHknaTypbl Oen BKIKYalTCA 3arofloBkn Aen (TOMOB, 4acTen).
3aronoBok Aena OOMmKeH YeTko, B 0606LeHHON hopme OTpaxaTb OCHOBHOE CoAepKaHue
N cocTaB JOKYMEHTOB fena.

He ponyckaeTcs ynotpebneHne B 3aronioBke Aena HEKOHKPETHbIX (hOPMYMPOBOK
(«pasHble maTepunanbly, «oblias nepenucka» u T.4.), a Takke BBOAHbIX CIMOB M CINOXHbIX
0obopoToB.

3aronoBoK [gerna COCTOUT W3 3NIeMEHTOB, pacnofnaraemblx B crnegyollen
nocrieqoBaTenibHOCTU:  Ha3BaHMe Buaa pfena (nepenucka, >XypHan u  T.4.) win
Pa3HOBMAOHOCTU  [OOKYMEHTOB (NPOTOKOMbl, MpuKasbl W T.4.); HasBaHMe opraHa
MCNOSMHUTENBHOM BMacTM  WNM  CTPYKTYPHOro nogpasaeneHns (aBTop [[OKYMeHTa);
Ha3BaHMe opraHusauum, KOTopon BGyayT agpecoBaHbl UM OT KOTOpor OyayT nosyyYeHbl
AOKYMEHTbI (agpecaT UM KoppecnoHAEHT JOKYMEHTA); KpaTkoe coaep)kaHne AOKYMEHTOB
Aena; HasBaHWe MeCTHOCTU (TeppuTopuu), C KOTOPOM CBA3AHO coaepXaHwe OOKYMEHTOB
Aena; nata (nepuon), K KOTopbIM OTHOCATCA JOKYMEHTbI Aena.

B 3aronoBkax gen, cogepxawux JOKYMEHTbI MO O4HOMY BOMPOCY, HO HE CBA3aHHbIX
nocrnefoBaTeNibHOCTbIO MCMOMHEHUS, B KayecTBe Buaa Aena ynortpebnserca TepMuH
«OOKYMEHTbI», @ B KOHLEe 3arofioBka B CKOOKax ykasblBalOTCA OCHOBHblE Pa3HOBUMAHOCTU
[OKYMEHTOB, KOTOpble A0SMKHbI OblTb CrpynnMpoBaHbl B Aene (nnaHbl, CMckK, Aoknagbl 1
T.4.).

Hanpumep: «[JOKyMeHTbl O NpoBeAEHUN TeMaTUYECKUX BbICTABOK (NMaHbl, CMUCKM,
AOoKNafbl, XapakTepUCTUKM IKCMOHATOB)».

B 3aronoBkax gen, cogepxawmx nepenncky, yKasblBaeTCd C KEM U MO KakoMy
BOMpOCY OHa BeAeTCH.

B 3aronoskax gen, cogepxalmx nepenmcky ¢ OAHOPOOHbIMU KOPPECNOHOEeHTamu,
nocrniegHue He ykasblBaloTCS, a yka3blBaeTcs X obLee BMAOBOE Ha3BaHMeE.

Hanpuwmep:

lMepenncka cO CTPYKTYPHbIMU nogpasfenieHus M1 agMUHUCTPaUMK  OKpyra no
OCHOBHOW AEATENbHOCTH.

B 3aronoekax gen, cogepXalinx nepenucky ¢ pasHopoLHbIMU KOPPEeCNOoHAEHTaMMU,
nocrnegHue He NepeyvncnsatTCs.

Hanpumep:

Mepenucka 06 oOpraHu3auunm CeMUHaApPOB W COBeLaHMM Mo  BoMpocam
AOKYMEHTUPOBAHUSA ynpaBreHYeCcKon AeaTeNbHOCTN.

B 3aronoBke fena ykasblBaeTCs KOHKPETHbIM KOPPECMNOHAEHT, ecnn nepenucka
BeOEeTCs TONbKO C HUM.

Hanpuwmep:

lMepenuncka ¢ genapTaMeHTOM roCy4apCTBEHHOW rpax4aHCKOM U MyHULMNANbHON
cnyxbbl  Hwxkeropogcko obnacty nNo  BONpocam  MOBLIWEHUS  KBanudumkaumm
COTPYLHVKOB.

Mpn 0603HaYeHUn B 3aronoBkax Aerl agMUHUCTPATUBHO-TEPPUTOPUATbHBIX €OUHUL,
YyYMTbIBAETCH criedyrollee: ecrnv cogepxaHue aena KacaeTcsl HEeCKOSbKUX OL4HOPOAHbIX
aAMWHNCTPATUBHO-TEPPUTOPUANbHBIX €4WHWL, B 3arofloBKe Aefna He YKa3blBalTCA WX
KOHKpPETHble Ha3BaHW4, a yKkasbliBaeTcs Ux obLiee BUOOBOE Ha3BaHMeE.

Hanpuwmep:

Mepenncka ¢ HavanbHukamm ATO COCHOBCKOrO MyHMUMMNANBHOIO  OKpyra
Hwxeropoackon obnactu o counanbHOM 3alUMTE HaACeNeHns.

Ecnn copepxaHne pena kacaetcs OAHOW aAMUHUCTPaTUBHO-TEPPUTOPUAnbHOM
enHULbI (HaceneHHoro NyHKTa), ee (ero) HassaHWe yka3blBaeTCs B 3arofioBke gena.

Hanpuwmep:

lMepenucka ¢ genapTaMeHTOM roCydapCTBEHHOW rpaxgaHCKOM U MyHUUMNanbHOW
cnyx6bl Hmxeropoackon obnactu 06 ydeTe n XpaHeHUn LWTammnos.

B 3aronoBkax pfen, coepxawux TMfaHOBYH WM OTYETHYH [AOKyMeEHTauuio,
yKkasblBaeTca nepuog (KkBapTtars, rog), Ha (3a) KoTopbl COCTaBneHbl NNaHbl (0TYETHI).

Hanpumep:



"ogoBble OTYETHI OTpPacneBbiX (PYHKUMOHANbHBIX) UK TePPUTOPUArbHbIX OPraHoB,
CTPYKTYPHbIX NogpasaeneHnn agMmHUcTpaumm okpyra.

Ecnn geno 6ygeTt coctosaTb M3 HECKOSTIbKMX TOMOB WM YacTen, TO COCTaBnsAeTCs
obLwmn 3aronoBoK gena, a 3atem npy Heob6XxoaAMMOCTUN COCTaBMSATCSA 3arofloBKA KaXkaoro
TOoMa (4acTu), yTOYHSOLWMNE cogepxaHne 3arofioBka gena.

Mopsgok pacnosioXeHWa 3arofioBKOB  [en BHYTPUM pas3fdenoB M noppasgerioB
HOMEHKNaTypbl [en OonpeaensieTcsl CTENeHb Ba)XXHOCTU [OKYMEHTOB, COCTaBMSAOLLMX
aena, n uUx B3aMMOCBA3bLID. B Hadane pacnonaratoTcsi 3arofioBku Aeri, copepkalimx
OpraHM3auUnoHHO-PacnopPSANTENbHYHO AOKYMEHTALMIO.

3aronoBku gen MoryT yTOYHATBCA B npouecce hopMMpOBaHNSA 1 0popMieHns gen.

'padha 3 HoMeHKNaTypbl Aen 3anosTHAETCA N0 OKOHYaHUW KaneHgapHoro roga.

B rpade 4 ykasbiBaeTCA CPOK XpaHEeHUs ena, HoMepa ctaTen No NepeyHto, a npu
OTCYTCTBMM CpOKa XpaHeHusi B [OEWCTBYHOLMX MEepeyHaX WM 3akoHodaTeNnbCTBe
Poccunickon depepaumm oH onpegensietca OK opraHa WCNOMHUTENbHOW BRactu Mo
cornacoBaHuio ¢ AMNK apxnBHOro opraHa.

B rpape 5 «llpumevaHue» ykasblBalOTCA Has3BaHME MNepeyHen [JOKYMEHTOB,
NCMNOSIb30BaHHbBIX MPU OnpeaeneHnn CPOKOB XpaHeHus Oen, NpoCTaBnsalTCA OTMETKM O
3aBedeHUn gen, o nepexogdwmx genax (Hanpumep, nepexogsawee ¢ 2017 roga), o
BblAENeHUN Oen K YHUYMTOXEHU, O nuuax, OTBETCTBEHHbIX 3a (pbopmupoBaHue gen, o
nepegaye gen B Apyron opraH MECTHOIO camMoynpaBneHus Ansg NnpogosrHKeHus v ap.

6.1.13.Ecnn B TeyeHue roga B aAMUHUCTPAUUM OKpyra BO3HMKAKT HOBblE
AOKYMEHTUPOBAHHbIE y4acTKn paboTbl, HE NPEeAYyCMOTPEHHbIE Aena, OHWU AOMNONHUTENBHO
BHOCATCS B HOMeHknaTypy. [na BHOBb 3aBOAMMbLIX [en B KaXdom pasgene
HOMEHKMaTypbl OCTaBNATCS pe3epBHbIE HOMeEpa.

6.1.14.1lo okOHYaHWUM roga B KOHLle HOMEHKNAaTypbl AeN AenaeTca utTorosas 3anmchb
O KONM4YeCcTBE 3aBEeAEHHbIX Aen (TOMOB).

6.2.dopmupoBaHue, opopmsrieHne Aen U ux Tekyllee XxpaHeHue

6.2.1.dopmmpoBaHMe Oen — rpynnmpoBka WCMOSTHEHHbLIX OOKYMEHTOB B fJena B
COOTBETCTBUM C HOMEHKNATYpOoW Aen 1 cuctemMatmsaunsa JOKYMEHTOB BHYTpU Aena.

6.2.2.0ena copmmpytotcas B agMUHUCTpPaAUMK  OKpyra, Kak Mpaswusio,
AeueHTpann3oBaHo, TO €eCTb B CTPYKTYPHbIX nogpasfgerieHnsx, oTpacrieBblX
(dbyHKUMOHANbHbIX) N TEPPUTOPMAnbHbIX OpraHax.

6.2.3./\CNONHEeHHbIE  OOKYMEHTbl AO0SDKHbl B 15-OHEBHBLIN  CPOK caaBaTbCs
NCMOMHNTENEM, B 3aBUCMMOCTU OT MNPUHATOM CUCTEMbI BEOEHMS AENONpPOM3BOACTBA,
nuuam, oTBETCTBEHHbLIM 3a BeeHWe AeNoNpPoM3BOACTBA B CTPYKTYPHbIX NOApasaeneHunsx,
Ans dopMmnpoBaHusa ux B gena.

6.2.4 KoHTponb 3a npaBurbHbIM  (pOpMMpPOBaHMEM AeN  OCyLlecTBRsieTcs
ynpaBrneHnem genamu agmMuHUCTpaLmm okpyra.

6.2.5.Npn dopmupoBaHnn pfen Heobxogumo cobniogaTte crneaywowune odume
npasuna: nomMelwlatb B Oen0 TOMbKO WMCMNOMHEHHbIE OOKYMEHTbl, B COOTBETCTBUM C
3arofnioBkamMu gen no HOMeHKNnaType; rpynnupoBaTb B Aefl0 AOKYMEHTbl OOHOro
KaneHgapHoro roga, 3a MCKNIYEHUEM nepexogswmnx Aen; pasgenbHo rpynnupoBaTth B
aena [OOKYMEHTbl MOCTOSIHHOIO U BPEMEHHbIX CPOKOB XpaHeHus; nomewatb B Aena
Kcepokonuu dakcorpamm, TenedoHorpaMmmbl Ha OBLLMX OCHOBAHUSAX; B OEN0 HE LOOSMKHbI
nomMeLaTtbCs AOKYMEHTbI, nognexawine BO3BpaTy, NMULWIHUE 3K3EMMNAPbl, YEPHOBUKKU; MO
obbemMy geno He AOMmKHO npesblwaTe 250 nuctoB. lMpy Hanuuun B Aene HEeCKONbKUX
TOMOB (4acTen) WHOEKC W 3arofloBOK [fena npoCTaBfsdlTCAa Ha Kaxaom ToMe C
nobaBneHnemM «T.1», «T.2» U T.4.

6.2.6.[10KyMeHTbl BHYTPW Aenia pacnonaralTcss B XPOHOSOMMYeCKoOn, BOMPOCHO-
NorMyecKkon nocrnenoBaTeibHOCTU UMK UX COYETaHUN.

PacnopsautenbHble AOKYMEHTbI FPyNnNUpPYoTCa B Aenia no BugamMm u XpoHosormm ¢
OTHOCSLLUMMUCS K HAM NPUNOXKEHUSMN.

Bce OOKYMEHTbI OTYETHOrO M MHAPOPMALMOHHOIO XapakTtepa rno UCMOSIHEHUIO aKTOB
BbILLECTOALLMX OpPraHOB BNacTu, HaXOASALWNXCA Ha KOHTpone, NOALNBaKOTCA B 3aBeJeHHOoe



Ha aTOoT akT geno. Ecnv Ha akT geno He 3aBOAWOCb, TO OTYETHblE [OOKYMEHTbI
noaLwmnBatoTCs B AeN0 Nepernmckn NOCTOAHHOIO CPOKa XpaHeHUs 3a TEKYLLIMW roA.

[OKyMeHTbI Konnernin rpynnupyoTca B ABa Aera: NPOTOKOSbl U peLLeHns Konnernm;
AOKYMEHTbI K 3aceaHnsiM KOnnernu.

[MonoXeHnsl, WHCTPYKUMW, YTBEPXAEHHble pacnopsauTenbHbIMU  OOKYMEeHTamu,
ABNAOTCA NPUNOKEHNAMN K HAM U TPYNNMPYIOTCA BMECTE C yKadaHHbIMU LOKYMEHTaMM.

PacnopsixeHuns, npukasbl MO OCHOBHOW [OeATeNbHOCTW, KagpoBble UM Ap.
rpynnMpytoTCsa OTAENbHO.

lMpoTokonbl B fene pacrnonaralTCd B XPOHOSIOMMYECcKOM MOopsiAke no HoMepam.
[IOKyMeHTbI K NPOTOKOMaMm, CrpynnupoBaHHbIe B OTAENbHbIE Aena, CUCTEMaTU3NPYOTCA MO
HOMepam NPOTOKOOB.

YTBEpXOEHHble MNNaHbl, OTYETbl, CMEeTbl, JIMMUTbI, TUTYNbHbIE CMUCKA W Apyrne
AOKYMEHTbI FpYNnUPYOTCA OTAENBHO OT NPOEKTOB.

[oKyMeHTbI B NIMYHBIX Jerax pacnosiaratoTcs no Mepe ux noctynneHus. BegeHue
Aen MyHUUMnanbHbIX CRyXalMx OCYLLEeCTBNAETCA B COOTBETCTBMM C OENCTBYHOLUM
3aKkoHOOaTeNbCTBOM.

lMepenucka rpynnupyeTcd, Kak npaBuno, 3a nepuos KaneHaapHoro roga wu
cuctemMaTmsnpyeTca B XPOHOMOMMYECKOW  MocrefoBaTesNibHOCTN;  OOKYMEHT-OTBET
nomewaeTca 3a JOKYMeHTOM-3anpocoMm. [lpy  BO30OHOBREHWW nNepenuckn  no
onpegeneHHoMy BOMpPOCY, HayaBLUENCHa B npeablayLliemM roay, AOKYMEHTbl BKOYaTCHA B
[Aeno TeKyLLero roga ¢ ykasaHveM nHaekca gerna npeabiayLero roga.

6.2.7.[0ena opraHa WCMNOSMHUTESNILHOM BnacTn nognexar OgOPMIIEHNIO NpU KX
3aBeZeHnn 1 no 3aseplleHun roga. OdopmneHne gena - NOAroTOBKa Aena K XpaHeHuHo.
OdopmneHne gena Bkno4vaeT B cebs komnnekc paboT no onucaHuio gena Ha obrnoxke,
OpowitopoBke, HymMepauuum JfIMCTOB W COCTaBIIEHUIO  3aBepUTENbHOM  Hagnucwu.
OdopmneHne pgen nNpoBOAUTCA  COTPYOHUKAMM  COOTBETCTBYIOLUMX  CTPYKTYPHbIX
nogpasgeneHun npyu MeToam4yeckom NoOMoLLM 1 NOA KOHTPOSIEM apXMBHOIO CeKkTopa.

6.2.8.B 3aBNCMMOCTM OT CPOKOB XpPaHEHUs NPOBOAMUTCSA MOSIHOE WKW YaCcTUYHOe
odopmrieHve gen. lNMonHomy odopmrieHnto noanexart nena MOCTOAHHOro, BPEMEHHOro
(cBblwe 10 neT) XxpaHeHMs M NO NUYHOMY cocTaBy. [lonHoe odopmneHne pena
npegycMmatpmuBaeT: oPopMIeHne pekBM3UTOB ODMOXKM Aerna Nno yCTaHOBMEHHOW dhopMe
(npunoxeHue 16); Hymepauuvio NUCTOB B [ene; COCTaBfeHWe nucTa-zaBepuTens gena
(npunoxeHune 17); coctaBneHne B HEOBXOANUMbBIX Cry4asx BHyTPEHHEN ONUCKU JOKYMEHTOB
aena (npunoxexue 18); nogwmeky 1 nepenneT gena; BHeECEeHNe He0HBXOAMMbIX YTOYHEHUI
B PEKBU3NTBI OBNOXKK Aena.

6.2.9.06n0xKa gena nocTosiHHOro, BpemeHHoro (cBbiwe 10 neT) XxpaHeHus u no
nuU4HOMY cocTaBy odopmnsieTca Mo ycTaHoBneHHon opme. Ha obnoxke paena
YKa3blBalOTCA  PEKBU3UTbLI:  HaMMEHOBaHME opraHa MeCTHOro  caMoynpaBleHUs;
HauMeHoBaHWe oTpacneBoro (PyHKUMOHANbHOIMo) WM TeppuTopuanbHOro opraHa,
CTPYKTYPHOro nogpasgeneHvus agMMHUCTpauun oprkpyra, MHOEKC Aena; 3aronoBokK Aena;
Aata gena (Toma, 4acTu); KOnmMyecTBO NIUCTOB B Jene; CPOK XpaHEeHUsa aena; apXvBHbIN
wndpp gena.

PekBnaunTbl, npoctaensemMble Ha ob6noxke pgena, oMOPMIAITCA CreayrLwmnm
obpa3oM: HaMMeHOBaHMe opraHa MeCTHOro camoynpaBfeHNs yKasblBaeTCs MOSIHOCTbIO B
UMEHUTENBHOM nNagexe, C YyKasaHuneM oduvumanbHO MNPUHATONO  COKpaLLEeHHOro
HaMMEeHOBaHWs, KOTOPOE YKa3biBaeTCs B CKOOkax mMocne mnofiHoro HavMeHOBaHus;
HaMMeHOBaHWE CTPYKTYPHOro noapasfeneHnsa - 3anncbiBaeTcsl Ha3BaHWE CTPYKTYPHOro
nogpasgeneHuss B COOTBETCTBUM C YTBEPXKOEHHOW CTPYKTYpOW; WHOEKC pena —
npocTtaBnsaeTca UMdppoBoe obo3HaveHue Jerna no HOMeHKnaTtype Aen agMUHUCTpauum
OKpyra; 3arofiloBOK aena - nepeHoCUTCH U3 HOMEHKNaTypbl el agMUHUCTPaUun OKpyra,
cornacosaHHou ¢ AIK apxvMBHOro opraHa; garta gena — ykasbiBaeTcs rof(bl) 3aBefeHus 1
OKOHYaHuA Oena B AdenonpoussoacTtse. [aton gen, cogepxawimx pacnopsaguTenbHyo
AOKYMeHTauuo, a Takke Ans Aen, COCTOAWNX U3 HECKONbKMUX TOMOB (4acTen), ABNSTCH
KpavHue pfaTbl AOKYMEHTOB pfena, T.e. Aartbl (44cno, Mecsd, rod) perucrpaumm



(cocTaBneHns) camoro paHHero M camoro Mo3AHero AOKYMEHTOB, BKIHOYEHHbIX B Aeno.
Mpwn aTom ymcno n rog obo3HavaTca apabckumn umdpamm, Ha3BaHMe MecsaLa NULIETCS
crnoBamu.

B uenax obecneyeHus COXpPaHHOCTM W 3akpenneHus nopsaka pacnonioXeHus
[OKYMEHTOB, BKMIOYEHHbIX B [Aeno, BCe ero fuUCTbl, KpoMe IucTa 3aBeputens u
BHYTPEHHEN Onucu, HyMepyrTca. JIMCTbl HYMepyrTCa NPOCTbIM KapaHaalloMm, undpbl
NPOCTaBNATCA B NPAaBOM BEPXHEM Yriy nucTa.

Jlnctel pgen, cocrtosilme U3 HEeCKOSbKUX TOMOB WM YacTen, HyMepyrTcs Mo
KaXkgoMy TOMY UIM YacTu OTAENbHO.

doTorpadun, YepTexu, AnarpaMmmbl U Opyrue UnncTpaTnBHbie U crneumduyeckmne
AOKYMEHTbI, NpeacTaBndalolWme CaMOCTOATENbHbIA JIMCT B Jene, HYMepylTcs Ha
00OpPOTHON CTOPOHE B NIEBOM BEPXHEM YIIy.

Mogwmntble B Oeno KOHBEPTbI C BIIOKEHUAMU HYMEPYKOTCA: CHadana KOHBepT, a
3aTeM o4YepeaHbIM HOMEPOM KaXK[0e BIIOXXEHNE B KOHBEpPTE.

[Mocne 3aBeplUeHNA Hymepauun FIUCTOB COCTaBrsieTCA 3aBepuTeribHasi Hagnuch,
KOTOpas pacnonaraetcs B KOHUe fena. 3aBepuTeribHag HagnuUCb COCTaBnseTcs B gerne
Ha OTAeNbLHOM nucte - 3aBepuTene fgena. B 3aeBeputenbHom Hagnucu uudpamu u
NPOMUCbIO YKa3blBaeTCA KONMYECTBO NUCTOB B AaHHOM fere, 0COBEeHHOCTU OTAEeNbHbIX
AOKYMEHTOB (Y4epTexu, boTorpadun, pUcyHkn n T.n.).

3aBepuTtenbHaad HaanuMcb NOAMNUCLIBAETCA €e CcocTaBuTeneM C  yKkasaHuem
pacwmdpoBKM NOLMUCKU, OOIMKHOCTU N AaTbl cocTaBrieHus. Konmyectso NUCToOB B Aene
npocTaBngaeTca Ha 06noXke Aena B COOTBETCTBUMN C 3aBEPUTENBHON HAAMUCHIO.

PekBM3MT «CpOK XpaHeHus [fgena» nepeHocuTcss Ha OOnoxky pnena w3
COOTBETCTBYIOLLEN HOMEHKNaTypbl [Aefl Mocfe CBEepKU €ro Co CPOKOM XpaHeHus,
yKasaHHbIM B NepeyvyHe TUNOBbIX AOKYMEHTOB UK B NepeyHe JOKYMEHTOB, 00pa3yloLmxcs
B AEATENbHOCTM OpraHa MeCTHOro camoynpasneHns, ¢ ykasaHMeMm CPOKOB XPaHEHWS.

Ha genax nOCTOSAHHOrO XpaHeHUst NULETCA: « XpaHUTb NOCTOSAHHOY.

ApxmBHbIN WKNdp Aena (Homepa oHaa, onucu, dena) Ha obnoxkax aen
NMOCTOSIHHOrO XpPaHEHWA MpOCTaBfseTCd B BEAOMCTBEHHOM apxvBe TOSMbKO Mocne
BKMIOYEHUA 3TUX Aen B roAoBble pasfenibl CBOOHbIX onucen, yTBepxaeHHbiX OlK
apXMBHOro opraHa (4o 3TOro OH NPOCTaBNAeTCs KapaH4aLloMm).

Mo OKOH4YaHMM roga B HagnNUCKM Ha OBMOXKax Aen MOCTOAHHOrO M BPEMEHHOro
(cBbiwe 10 neT) XxpaHeHUs1 BHOCATCHA YTOYHEHUSA: NMPU HECOOTBETCTBMM 3arofiloBka gen Ha
00noXke cogepXaHuio NOALWNTBIX AOKYMEHTOB B 3arofioBOK Aiefnia BHOCATCH U3MEHEHUS U
AOMNOSTHEHMS.

6.2.10.na y4eTa [OOKYMEHTOB ONpeAerieHHbIX KaTeropuin MNOCTOSHHOIO WU
BPEMEHHOro CpokoB (cBbiwe 10 neT) xpaHeHus1, y4eT KOTOpbIX Bbl3blBaeTCsa crneumngukomn
AAHHOW AOKYMeHTaumm (0cobo LeHHble, NUYHbIe Aena u T.4.), COCTaBNSeTCH BHYTPEHHAS
OnMnUCb JOKYMEHTOB Aena.

BHYTpeHHSs1 onmMcb AOKYMEHTOB Aeria COCTaBNAeTCA Takke Ha erna NOCTOSIHHOMo U
BpemMeHHoro (cBbiwe 10 feT) xpaHeHus, ecnn OHXM CCOOPMUPOBaHbLI MO Pa3HOBUAHOCTAM
AOKYMEHTOB, 3arofioBKM KOTOPbIX HE PacKpbIBaOT KOHKPETHOE coaepXaHue AOKYMEHTOB.

HeobxoanMmMoCTb  COCTaBfeHWs  BHYTPEHHEW  OnNucu  OOKYMEHTOB  Aerna
onpefensieTcs MHCTPYKUMEN no BeAeHUIO Oeronpou3BoAcTBa B aAMUHUCTPaLMK OKpyra.
BHYTpEHHASS ONMCb COCTaBnsieTCA Ha OTAENIbHOM JIMCTE MO YCTaHOBMEHHOW dhopMe,
KOTOpas COAEPXUT CBEAEHUA O MOpPAOKOBbIX HOMepax LOKYMEHTOB Aena, UX MHOekcax,
AaTax, 3arofioBkax U HoMepax fIMCTOB AerNia, Ha KOTOPbIX PacrnofioXeH KaXKabl JOKYMEHT.
K BHYTpeHHeNn onucu cocTaBnseTCs UTOroBasa 3anucb, B KOTOPOW yKasbiBaeTcs undpamm
M NPOMUCBID KOMUYECTBO BKIIOYEHHbIX B Hee [OOKYMEHTOB M KOMWYECTBO JIMCTOB
BHYTPEHHeWn onucu.

BHYTpeHHsIs1 onnucb JOKYMEHTOB Aeria NoAnucbiBaeTcs COCTaBUTENEM C YKasaHUeM
pacwmdpoBKMU NoaNUCKU, OOISMKHOCTM M AdaTtbl cocTasneHua onucu. Ecnu pgeno yxe
nepensieTeHo M NMOALIMTO, TO 3aBEPEHHAA COCTaBUTENEM BHYTPEHHSAS OMUCb AOKYMEHTOB
Aena noaknenBaeTcs 3a BePXHUIM Kpanm K BHYTPEHHEN CTOPOHE NnnLEeBon 06noXku gena.



6.2.11.[JoKyMeHTbI, cOCTaBnswLwme Oeno, noamnBaltoTCs Ha 4YeTblpe npokona B
TBepay OOMNOXKY U3 KapTOHa MM nepennieTarnTcsa C y4eTOM BO3MOXHOro cBOOOAHOro
YTEeHUss TeKCTa BCeX [AOKymMeHToB. [lpy noarotoBke pAen K nogwwmeke (nepennety)
MeTannmyeckue ckpenneHns (Gynaskun, CKpenku) 3 JOKYMEHTOB YAANSOTCS.

[ena BpemeHHoro (4o 10 neT BKNKOYUTENBHO) XpPaHEeHUs OOMycKaeTcss XpaHuTb B
cKopoclWMBaTensax, He MpPoBOAUTL MepecuctemaTu3aumio JOKYMEHTOB B Aefie, NUCTbI
Aena He HymepoBaTb, 3aBepUTeNbHbIE HAANUCK HE COCTaBNATb.

6.2.12.C MOmMeHTa 3aBefeHust U OO nepefayn B apXUBHbIN CEKTOP YnpasreHus
Aenamv agMMHUCTPaUUKM OKpyra, Aena XpaHAaTcs no MecTy Ux oopMUpoBaHUS.

PykoBogntenn otpacnesbix (PYHKUWMOHAMbHbBIX) M TeppuTopuasibHbIX OpraHos,
CTPYKTYPHbIX MNogpasgefnieHMin agMUHUCTpauUnmM okpyra M COTPYOHVKW, OTBevarwlime 3a
AenonponsBoACTBO, 00a3aHbl o6ecnevmBaTb COXPAHHOCTb JOKYMEHTOB U Aen.

Hena, Haxogswumeca B paboumx KOMHaATax U cneunanbHO OTBEAEHHbIX ANA 3TON
Luenu nomeLLeHnsix, pacrnonaralTca B BEPTUKANbHOM MOMOXEHUW KOpeLUKaMu Hapyxy B
3anupaembix LWKadgax, obecnevmBaroLnX MX MOMHYH COXPAHHOCTb, NPEeaOXPaHALLNX
AOKYMEHTbI OT MbIfIN U BO3AENCTBUA COSTHEYHOrO CBEeTa.

B uensx noBblleHWs onepaTMBHONO Moucka OOKYMEHTOB [ena pacronaratlTcs B
COOTBETCTBUM C HOMeHKnaTypou paen. HomeHknaTypa p[gen wunu BbINMCKa W3 Hee
nomeLLaeTcsa Ha BHYTPEHHEN CTOpoHe LwKkada.

Ha «kopewkax oOnoXek [den YykasblBalOTCA WHAOEKCbI MO  HOMEHKnaType.
3aBepLUeHHble Aena NOCTOAHHOMo 1 onroBpemMeHHoro (cBbiwe 10 neT) CpoKoB XpaHeHUs
XPaHATCHA N0 MECTy UX (POPMUPOBAHUA B TedeHue OBYX fleT, a 3aTeM COAalTCs B apxXuB
opraHa MecTHOro caMmoynpaBsJieHus.

6.2.13.Bblgaya pgen gpyrum nogpasgeneHusm npousBoAUTCA C  paspeLleHus
Ha4anbHWKa ynpasneHus genamu agMuMHUCTpauuu okpyra. Bblgada gen coTpygHukam
nogpasgeneHun ans paboTbl ocywecTBnseTca nog pacnucky. Ha BblgaHHoe aeno
3aBoauTCA KapTa-damecTtuTernb. B Hen ykasbiBaeTca oTpacneBou (PyHKUMOHAmNbHbLIN) Unn
TeppuTopuarnbHbI OpraH, CTPYKTYpHOe noApasfgerneHue, opraH MHAeKC Aena, garta ero
Bbl4a4n, KOMy [eno BbldaHO, AaTa ero BO3BpalleHus, npegycmaTpuBaloTca rpadbl Ans
pacnucok B NOMy4YeHnn 1 npueme gena.

[ena BblgalOTCA BO BpPEMEHHOe MOofb30BaHWe COTpyAHMKaM OTpacreBoro
(dyHKUMOHANbHOrO) WMNU  TeppuUTOpPUarbHOrO oOpraHa, CTPYKTYPHOro noapasgeneHus
aAMUHUCTPaLMM OKpyra Ha Cpok He Boniee ogHoro mecsdua. llocne ncrteyeHns ykasaHHoro
CpoKa [erno AO0MKHO BbITb BO3BPALLEHO HA MECTO ero XpaHeHus.

CTOPOHHUM oOpraHu3auusamMm fena BbldalTCsd Ha OCHOBAHUM WX MUCbMEHHbIX
3anpocoB C paspeLleHus rnaBbl MECTHOro camMoynpasfieHUss oKpyra Wnn 3amectuTens
rnmasbl aAMUHUCTPaUUKN OKpyra, KypupytoLero cnyxby JOY, no akram.

N3baTne [OOKYMEHTOB K3 Oenl  MOCTOSHHOMO  XpaHeHust  JonyckaeTcs B
UCKMIOYMTENBHBIX  CyyasiX W NPOM3BOAUTCA C  paspelleHusl rnaBbl  MEeCTHOro
camoynpasrieHNsl OKpyra C OCTaBfieHNMeM B Aene 3aBepeHHON KONMuUU JOKYMEHTa U akTa o
NpUYMHaXxX Bblgavm NOASNMHHMKA.

6.3.MoaroToBKka AOKYMEHTOB U Aef K nepefaye Ha apxuBHoOe XpaHeHue

6.3.1.NogrotoBka OOKYMEHTOB W Oen K nepefadye Ha apxXvMBHOE XpaHeHWe U Ha
YHUYTOXEHUe npegycmaTpuBaert:

3KCNepTM3y LEeHHOCTN JOKYMEHTOB;

ocdopmneHne gen,

COCTaBrieHMe onucen gen no pesynbTaTtaM 3KCNepTU3bl X LEHHOCTU; COCTaBeHne
aKTOB Ha YHUYTOXEHNEe OJOKYMEHTOB U e C UCTEKLINMU CPOKaMU XpaHEHUS.

6.3.2.lna opraHmsauum n nNpoBeLEeHUs IKCNepTU3bl LEHHOCTU [OOKYMEHTOB B
agMUHUCTpaLMM OKpyra C€O34aeTcd MOCTOSAHHO AEWCTBYIOLWAA 9KCnepTHas KOMMUCCUS
(nanee — OK), pencTByloWlass Ha OCHOBaHMM TMOSIOXKEHUS, YTBEPXOAEMOro rnasow
MECTHOro camoyrnpaBreHns okpyra.

6.3.3.0kcnepTm3a LEHHOCTU [JOKYMEHTOB [MOCTOSHHOMO W BPEMEHHOro Cpoka
XpaHeHUs  OCYLLUECTBNSETCA  €XerogHo B OTpacneBbiX  (PYHKUMOHArbHbIX) U



TeppuTopuarnbHbIX oOpraHax, CTPYKTYPHbIX nogpasgerneHvax agMuUHUCTpauuMmM okpyra
paboTHMKaMn, OTBETCTBEHHbIMU 3a BedeHue AenonpomssBoacTea, coBMecTHO ¢ IK nopg
MeTOAMYECKMM PYKOBOLCTBOM apXUBHOMO CeKTopa ynpasneHusa gernamm agMUHUCTpaumnm
okpyra.

Mpu NpoBefeHUn 3KCNepTU3bl LLEHHOCTU OOKYMEHTOB OCyLlecTBnseTcs oTbop aen
NMOCTOSAHHOrO 1 BpeMeHHOoro (cBbiwe 10 neT) xpaHeHust Ansa nepegady B apXmMBHbIN CEKTOP
yrpasrieHua genaMmv agMuUHUCTpauMu okpyra; oTbop Aen ¢ BPeMEHHbIMU CpoKamu
xpaHeHust (go 10 net) m ¢ nometkon «[J0O MWUHOBaHMS HaZOOHOCTWU», noAanexalmx
AanbHenwemMy XpaHeHuo B OTpacneBblX (PYHKUMOHAmMbHbLIX) W TeppuTopuanbHbIX
opraHax, CTPYKTYpHbIX nogpasfenieHuax agMUHUCTpaUmMm oKpyra, a Takke BbleneHue K
YHUUTOXEHWNIO en 3a npeabiayLlme rogbl, CPOKN XpaHEeHUS KOTOPbIX NCTEKN;

6.3.4.0T160p 4OKYMEHTOB A5l NOCTOAHHOIO XpaHeHUsi NPOBOAMTCHA B COOTBETCTBUN
C HOMEHKNaTypou Aen agMMHUCTpaLMnN OKpyra.

OTbop [OOKYMEHTOB AN MOCTOSIHHOIMO XpaHeHWs NpPOBOAUTCA Ha OCHOBaHWUMU
nepeyHen [OKYMEHTOB C yKasaHMEM CPOKOB WX XpaHEHMS W HOMEHKNaTypbl Aen
aAMWHUCTPaUUK OKpyra u nyTem MnOoSIMCTHOro npocmoTpa gen. B genax nocTosHHOro
XpaHeHust noanexaTr u3bATUI0 AybneTHble 9K3eMnnsapbl  OOKYMEHTOB, YEpPHOBUKM,
Heo(OpMNEeHHbIe KOMUW [JOKYMEHTOB W He OTHOCALIMECHA K BOMPOCY OOKYMEHTbl C
BPEMEHHbIMW Cpokamun xpaHeHusi. OkoH4YaTenbHoe peLleHne no pesynbTaTtam 3KCnepTuabl
LEeHHOCTN JOKYyMeHTOB npuHumaeT JlNK agMuHucTpauumn okpyra.

Mo pesynbTatam 3SKCMEPTU3bl LEHHOCTM AOKYMEHTOB COCTaBMSIOTCA ONUCK Aen
NMOCTOAHHOrO, BpeMeHHoro (cBbilwe 10 neT) XxpaHeHus M No NIMYHOMY COCTaBy, a TakKxke
aKTbl O BblAENEHUMN OEeN K YHUUTOXEHMNIO.

6.3.5.0nnce gena — apx1BHbIN CNPaBOYHUK, coaepXallMi CUCTEMATU3NPOBAHHbIN
nepeyYeHb eOuHUL, XpaHeHUst apXMBHOro boHAa, KONNeKkumm npegHasHa4vyeHHbI Ons UX
yyeTa 1 packpblTusa cogepxaHusa. OTaenbHas onucb nNpeacTtaBnsgeT cobon nepeveHb aen
C CaMOCTOATENbHOM BaroBon (MOpPSAKOBOM) 3aKOHYEHHOW HyMepaLumen.

Onucn  cocTaBnAwTCA OTAENbHO Ha Jdena MOCTOSHHOMO XpaHeHus B 4-x
ak3emnngpax (3-x ak3emnnsipax Ha OymMaXHOM HocuTerne M OAHOM 3K3eMnispe B
3NEKTPOHHOM BuAe); aena BpemeHHoro (cebilwe 10 neT) XxpaHeHusa B 2-X 3K3eMnnsipax;
aena no nM4yHOMY coctaBy B 3-x 9k3emnnspax; Ha gena BpemeHHoro (oo 10 ner)
XpaHEeHWs1 ONUCK HE COCTaBNAITCA.

6.3.6.B agMuH1CTpaumn okpyra B KaXgoM CTPYKTYPHOM nogpasgeneHuy onucu Ha
Aena MNOCTOSHHOIO XpaHEHWst COCTaBMSATCA €XerogHo noh HenocpeacTBEHHbIM
MEeTOAMYECKMM PYKOBOACTBOM 3aBeAYHOLLEro apXvMBHbIM CEKTOPOM YrnpaBfeHus genamu
agMuHUCTpauumn okpyra. 1o 3TUM OnNuUCsAM AOKYMEHTbl CAAOTCA B apPXMBHbIA CEKTOP
yrnpaBreHus genaMmm agMuHUCTpaumm okpyra.

Onucn gen, NnoaroToBNeHHbIE CTPYKTYPHbIMU NogpasgeneHmsaMu cryXaT OCHOBOW
ANS NOArOTOBKM CBOAHOW ONMCKU Aen aaMUHUCTpaLuKn okpyra.

6.3.7.0nncn CTPYKTYPHbIX MoApasfenieHnin COCTaBnsTCA MO  YCTaHOBIEHHOW
dopme (npunoxeHne 19) n NpencTaBnAlTCA B apXMBHbIA CEKTOP ynpasreHna genamu
aAMWHUCTPaUUKN OKpyra Yepes [Ba roga nocre 3aBepLueHus gen B 4enonpom3BoacTBe.

OnucatenbHast cTaTbss onucu gen oTpacneBoro ((PyHKUMOHANbHOro) unn
TeppuTOpUanbLHOro opraHa, CTPyKTYpHOro nogpasgeneHms agMuHUCTpaumm okpyra umeet
cnefyowme aneMeHTbl: NoOpsaKoBbIM HOMeEpP dena (Toma, YacTu) No onucKu; MHAEKC aena
(Toma, yactu); 3aronoBoK gena (Toma, 4actu); gata gena (Toma, 4acTu); KONMYecTBO
nucToB B fene (Tome, YacTu); CPOK XpaHeHna aena.

Mpn coctaBneHun onucu fen cobnogatTca cnegywowme TpeboBaHusA: Kaxgoe
AEeno BHOCUTCS B OMUCb MO4 CaMOCTOSITENbHbIM MOPSAKOBBIM HOMEpPOM (ecnu Aerno
COCTOMUT U3 HECKOSbKMX TOMOB (4acTew), TO Kaxdblh TOM (4acTb) BHOCUTCS B ONUCb MOA
CaMOCTOATENbHLIM HOMEPOM; NOPSAOK HYMepaumm Aen B ONucu — BarioBom; rpadbl onucu
3anoSHAKTCA B TOYHOM COOTBETCTBMM C TEMWU CBEAEHUSIMWU, KOTOPblE€ BbIHECEHbI Ha
obnoxky fgena; npu BHECEHUMM B ONUCb MOApPSL Aefl C OAWHAKOBbIMM 3arofioBKamu
NULETCA NOMHOCTbLIO 3arofioBOK MepBOro Jerna, a BCe OCTalbHble O4HOPOAHble Aena



0003Ha4vaKTCA crnoBaMu «TO Xe», NpyU 3TOM, Apyrine cBefeHns O Aenax BHOCATCS B ONUCh
MOMHOCTbIO (Ha KagoM HOBOM FIUCTE OMUCWU 3aroyioOBOK BOCMPOU3BOAUTCS MOMHOCTBIO);
rpacpa onvcu «npumMedaHne» UCnornb3yeTcs Ans OTMETOK O npueme aen, oCOBeHHOCTSX
NX PMU3N4ECKOro COCTOSAHUSA, O nepeaade aen Apyrum CTPYKTYPHbIM nogpasaeneHuam co
CCbINTKOM Ha HEODXOAMMBIN aKT, O HANUYMU KOMUA 1 T.N.

B koHuUe onucu Bcrned 3a nocrnegHen onucaTtenbHOW CTaTben AenaeTca UToroeas
3anuncb, B KOTOPOW ykasbliBaeTcsa (Ungpamu 1 Nponucbio) KONMYECTBO Aen, YNCASALWUXCH
no onucu, nepsbin U MnocrnegHU Homepa hen no Ofnucu, a TakkKe OroBapuBaloTCHA
0COBEHHOCTN HyYMepaLmK AeNn B ONUCK (NMTEPHbIE HOMepPa 1 NPOoNyLEeHHbIE HOMepPaA).

Onncb pgen otpacneBoro ((PyHKUMOHANbHOrO) W TeppuTopuanbHOro opraHa,
CTPYKTYpHOro nogpasfesieHns agMuHUCTpauum okpyra noanucbiBaeTcsl COCTaBUTESNEM C
yKasaHMeMm ero [OJPKHOCTM, COrfacoBblBAeTCA C 3aBefyloLMM apXMBHbIM CEKTOPOM
yrnpaBreHns genamm agMuMHUCTPaUMM OKpyra W YTBEpXAaeTcsa pyKOBOAUTENEM
oTpacneBoro ((pyHKUMOHaNbHOrO0) W  TeppuTOpuanbHOrO  oOpraHa, CTPYKTYPHOro
noapasgeneHnsa agMMHUCTpaumm okpyra.

Onucbk gen CTpYKTypHOro noapasfeneHns COoCTaBnseTcs B ABYX 9dK3emmnnspax,
OQVH 13 KOTOPbIX NepegaeTcs BMECTe C AeflaMn B apXUBHbIA CEKTOP yrnpaBreHust Aenamm
aAMWHUCTPaUUKN OKpyra, a BTOPOW OCTaeTCA B KayecTBe KOHTPOSIbHOro 3K3emnnspa B
CTPYKTYPHOM noapasgenenunn. MNMpu Hanmuum B CTPYKTypHOM nogpasgeneHun 3K onucbh
[en COCTaBMnseTcs B TPeX IK3eMnnsipax, Tak Kak OanH ak3emnnsap onucu nepenaetcsa B K
AJ151 paCCMOTPEHUS U COrnacoBaHus.

6.3.8.0160p [OOKYMEHTOB 3a COOTBETCTBYIOLUMA NEPUOLA K YHUUTOXEHUIO W
COCTaBfieHME aKkTa O BblAENEHUN UX K YHUYTOXEHMIO (npunoxeHune 20) npousBoguTcs
nocrie COCTaBfeHUsi CBOAHbLIX ONUcen Aen MOCTOSHHOIMo XpaHeHUs 3a 3TOT Xe nepuoa.
YKasaHHble ONUCK U akTbl paccMmaTpuBalTCcs Ha 3acedaHun OK agMuHUCTpaumm okpyra
ogHoBpeMeHHo. CornacoBaHHble ¢ 9K agMUMHUCTpauMu okpyra onvcu Aen noCTOAHHOro
XpaHeHusi nepegatoTca Ha ytBepxaeHve OJlMK komuTeTta nNO genam  apxuBOB
Hwxeropoackon obnactun. [locne yTBepXAeHWS onucen Aen MnoCTOSIHHOrO XpaHeHus
ONMK apxuBHOro opraHa OMMCM W aKTbl YTBEPXOAAKTCA [MaBOW  MECTHOro
camoynpasrneHust okpyra. [locrne aToro agMmMHUCTpaUmMs OKpyra UMeeT NpaBo YHUUTOXUTb
Aena, BKMYEHHble AaHHble akTbl, B COOTBETCTBUM C YCTAHOBIIEHHbIM nopsakom. [Oena
nepegarTcsa Ha nepepaboTky (YyTunmsaumio) No NpnemMo-caaToOMHON HaKagHoOM, B KOTOPOW
yKasblBalOTCA Aata nepegayu, KOnnM4ecTBo caaBaeMblx Aen u Bec ByMaxHOW MakynaTypbl
(nocne yHWYTOXEHUA Aen B HOMEHKNatype Aen aaMUHUCTpaLMM OKpyra npocTaBfsieTcs
OTMETKa «YHMYTOXEHO. CM. akT OT... Ne...» ¢ yKkazaHMem OOSPKHOCTU, dhaMunmm, Nognucu
nuua, OTBETCTBEHHOrO 3a nepefady Aen Ha YHUUTOXeHWe, U AaThl).

AKT O BblAENeHNn LOKYMEHTOB K YHUYTOXEHMIO COCTaBMSIETCS, Kak NpaBuio, Ha
Aena BcCero opraHa MeCTHOro camoynpasreHusi okpyra. Ecnv B akTe ykasaHbl gena
HECKONbKMX OTpacneBbiX (PYHKUMOHANbHbBIX) U TEPPUTOPUANbHBIX OPraHoB, CTPYKTYPHbIX
nogpasgeneHun  agMUHUCTpauMM  OKpyra, TO HasBaHME Kaxaoro OTpacreBoro
((byHKUMOHANbHOIMO) W TeppuUTOpMarbHOro oOpraHa, CTPYKTYPHOro noapasgeneHuns
aAMWHUCTpPaUUN  OKpyra YyKasblBaeTcsa nepeqd rpynnon  3arofloBKOB  Aenl 3Toro
nogpasgeneHus.

[lena BKNOYaTCA B aKT, €CNN YCTAHOBMNEHHbBIN A9 HUX CPOK XpaHeHNsa UCTek K 1
SiHBaps roga, B KOTOPOM COCTaBfeH akT (Hanpumep, 3akoH4yeHHble B 2014 roagy agena ¢ 3-
NETHUM CPOKOM XpaHeHUst MOryT ObITb BKNIOYEHbl B aKT, COCTaBfIEHHbI He paHee 1
aHBaps 2018 r.).

6.3.9.B apxuMBHbLIN CeKTOp ynpaBrieHus Jdenamm agMUHUCTpauuM  OKpyra
nepegarwTcsa gena ¢ UCNOMTHEHHbIMU AOKYMEHTaMU NOCTOSIHHOro, BpeMeHHoro (cebiwe 10
neT) XpaHeHnsa 1 NO NIMYHOMY cocCTaBy. VX nepegada nNpom3BOAMTCHA TOSIbKO MO OMUCSM
aen.

[ena ¢ NCNONHEHHLIMU AOKYMEHTaMM NOCTOSIHHOrO U BpemMeHHoro (cebiwe 10 neT)
XpaHeHMs NepeaaroTCcs B apXUBHbIA CEKTOP yNpaBneHns genamm agMMHUCTpaumMm okpyra
nocre MUCTeYeHUs1 NATUMETHEro CPoKa WX XPaHEHUS U MCMOMb30BaHWSA B OTpPacneBOM



(dyHKUMOHANBLHOM) W TeppuTOpuaribHOM OpraHe, CTPYKTYPHOM noapasgeneHunu
aAMWHUCTPaLUKN oKpyra.

Hena BpemeHHoro (oo 10 neT BKIOYUTENBHO) XPaHEHUA nepegavye B apXvBHbIN
CEKTOp ynpaBneHusa genamv agMUHUCTpaUMK OKpyra, Kak npasuno, He nognexat. OHu
XpaHATCA B CTPYKTYPHbIX nogpasgerneHusx, oTtpacrneBblX (PyHKUMOHANbHbIX) WY
TeppuTopuarnbHbIX OpraHax agMUHUCTPaLMM OKpyra U Mo UCTEYEHUN CPOKOB XPaHEHWUs
noanexaT YHUUYTOXEHWUIO B YCTAHOBNEHHOM NOPSAKe.

Mepepaya gen B apxvBHbIA CEKTOP yNpaBfeHUsa genamu agMUHUCTPaUMM oKpyra
ocyLecTBnAeTca no rpaduky, COCTaBlIEHHOMY apXMBHbIM CEKTOPOM YrpaBrieHns aenamm
aAMWHUCTpaUUM  OKpyra,  COMMacoBaHHOMY C  pyKoBOAUTENsAMUM  OTpacneBblX
(dyHKUMOHAmNbHBIX) W TeppuTopuasnbHbIX OPraHoB, CTPYKTYPHbIX NOApasaeneHunin
afMWHUCTPaLUKN oKpyra n yTBepXXaeHHomy pykosoguTenem cryxbsl JOY.

6.3.10.B nepvon nogrotoBku gen oTtpacneBbiM  ((PYyHKUMOHAmNbHbLIM) UMK
TeppuTopuarnbHbIM OpraHoM, CTPYKTYpPHbIM nogpasfeneHveM aaMuHUCTpauun okpyra K
nepegayve B apxXvMBHbIN CEKTOP YNpaBreHns genammn agMUHUCTPaLmMnM oKpyra COTpYAHUKOM
cekTopa npeABapuTernbHO NpoBepseTcs NPaBUITbHOCTb UX (PopMUPOBaHUS, OPOPMITEHUS
N COOTBETCTBME KONMYECTBA Aen, BKITHOYEHHbIX B ONUCb, KONMYECTBY Aen, 3aBeAEeHHbIX B
COOTBETCTBUM C HOMEHKNATypon Aen agMuHUCTpaumm okpyra. Bce BbigBRNEeHHble Mpu
npoBepke HegocTaTkm B POPMUPOBaAHUN M OPOpMIEHMM Oen paboTHUKM OTpacneBoro
(dbyHKUMOHANbHOrO) U1 TeppuTopuanbHOro opraHa, CTPYKTYpPHOro nogpasgeneHus
aAMWHUCTpaUuKn okpyra o6s3aHbl YCTPaHUTb.

Mpuem kaxgoro gerna NpovsBOAMTCS COTPYAHWMKOM, OTBETCTBEHHbLIM 3a apXMBHOE
AENOMNPOUN3BOACTBO  YNpaBfeHns aenamu agMMHUCTPaUMM OKpyra B NPUCYTCTBUMK
paboTHMKa oTpacneBoro (pyHKUMOHANbHOr0) U TEPPUTOPUANIbHOINO OpraHa, CTPYKTYPHOro
noapasgeneHns agMmHucTpaunmn okpyra. lNMpmn aTom Ha 06oux aK3emnnsapax onncK NPoTUB
Kakgoro [Aena, BKMOYEHHOro B Hee, JeraeTcs OTMeTka O Hanuuuu fena. B koHue
Kakgoro 9aK3emnndpa Onucu  ykasbiBaloTCs uudpamMym U NPONUCBID  KONMYECTBO
dakTUYeckn NPUHATBIX Aen, gaTa npuema-nepegayv gen, a Takke noanucb COTPYOHUKA,
OTBETCTBEHHOrO 3a apxvMBHOE Oefonpou3BOACTBO yNpaBneHus genaMmn agMUHUCTpaLmm
oKpyra, u nuua, nepegasLuero gena.

6.3.11.B cnyyae nukeMagauum nnu peopraHusauum oTpacreBoro
(dyHKUMOHANbHOrO) WNU  TEeppUTOpPUAaNbHOrO oOpraHa, CTPYKTYPHOro noapasfeneHus
agMUHUCTpaLMM OKpyra, Lo, OTBETCTBEHHOE 3a BedeHWe Aenonpou3BOACTBa AAHHOMO
oTpacneBoro (YyHKUMOHANBHOIO) WM  TeppuTopuanbHOro opraHa, CTPYKTYPHOro
noapasgeneHns agMuUHUCTpauMM OKpyra B nepuon npoBeAeHUst JMKBUOALMOHHBLIX
MeponpusaTuin hopMmmnpyetT BCe MMeKLLMECS LOKYMEHTbl B Aena, odopmnaeT gena wu
nepegaeTr UX B apPXMBHbIA CEKTOP YMpaBfeHus Aenamu agMuMHUCTpaumMmM OKpyra,
He3aBMCMMO OT CPOKOB XpaHeHud. lNepefava gen ocywecTBnseTcs no onucam gen u
HOMeEeHKNnaType gen.

B cnyyae nukBMgaumm unu peopraHusauun agMMHUCTpaUUKM OKpyra ynpasreHue
Aenamum agMMHUCTPaUMM OKpyra B nepuod NpoBefeHUs NMUKBUAALMOHHBIX MeponpuaTui
dopmMupyeT BCe MMeloLMECa OOKYMEHTbl B Aena, oopMnseT gena v nepegaet ux B
COOTBETCTBYIOLLNE FOCYyNapPCTBEHHbIE apxmBbl Huxeropoackon obnactun, He3aBUCMMO OT
CpOKOB XpaHeHus. Nepenaya gen ocywecTBNAeTCA N0 ONMCAM Aefnl U HOMEHKNaType aen.

VII. PABOTA C 3JIEKTPOHHbIM OOKYMEHTAMUA
Mopsigok  co3gaHus, nonyyeHusa, o6paboTkM, XpaHeHUss U UCMOSb30BaHMS
SNEKTPOHHbLIX AOKYMEHTOB oOcCyLlecTBnsieTcs B cooTBeTcTBUM ¢ Pernamentom C3O.
NHoekcaumst  9neKTPOHHbIX [LOKYMEHTOB BedeTcs B COOTBETCTBUM C  EavHbIM
KnaccudukatopoM  OpraHu3auMOHHO-pacnopsaMTenbHOM  OOKYMEHTauMM  OpraHoB
rocyaapCTBEHHOM BNacTU U MECTHOro CamMoyrnpaBlieHusi, opraHusauun Hwxkeropogackomn
obnacTtn B cucteme aneKkTpoHHOro gokymeHtoobopota (C340).



VIIl. U3roToBJEHUE, NCMNOJIb3OBAHUE, XPAHEHUE N N3 BATUE U3
OBPALLEHUA NEYATEN, LUTAMIMOB.

8.1.NevaTb — yCTPOMNCTBO, coaepKallee Knuwe nedatn onss HaHeCEeHUs1 OTTUCKOB
Ha Bymary.

8.2. AAMMHNCTpauusa okpyra B COOTBETCTBUMM C DefeparibHbIM KOHCTUTYLIMOHHBIM
3akoHom oT 25 pekabpst 2000 roga Ne 2-OK3 «O lNocymapctBeHHOM repbe Poccuiickon
depepaumm» NpUMEHSIET neyaTn ¢ n3obpaxeHnem focygapctBeHHoro repba Poccuiickom
depepaumm.

8.3.AAMUHNCTPaUMA OKpyra TakKxke MCNoNb3yeT NPOCTble nevatu Ans OTAeNbHbIX
Kateropun gokymeHToB («OAns naketoB», «[na goroBopoB», «[ns  Konuny),
MeTannmMyeckme BblKMMHbIE NeYaTn Ansa oneyvyaTbiBaHWUS NOMELLEHWUIA.

lMpocTtas neyaTb BOCMPOM3BOAUT HaMMeEHOBaHWE opraHa Mno BHELIHEMY KOmnbLy
nevyatn. MMHUManbHbI AgnameTp knuwe nevatn — 35 MM, MakcumarnbsHbii — 40 MMm.

8.4.Neyatn wum3roTaBnMBalOTCA B CTPOro  OrpaHMYEHHOM  KONMYyecTBe U
NCKIIOYNTENBHO B CAYXXEOHbIX Lensx.

PelseHne o HeoBXo0ANMOCTU U3rOTOBIEHUS NeYaTen N UX KONu4ecTse npuHMMaeT
PYKOBOLCTBO agMUHUCTPaLMN OKpyra.

B cnyyae cnyxebHon Heo6XxoOMMOCTU NO peLleHno pyKoBOAUTENSA OOnycKaeTcs
N3roTOBMEHME AOMOMHUTENbHbBIX 3K3EMMNIIAPOB NeYaTen.

8.5.NevaTblo 3aBepAIOTCA MNOANUCU PYKOBOAUTENA, €ro 3aMecTuTernen, a Takke
APYrMX OOSMKHOCTHbIX AL, KOTOPbIM AOBEPEHHOCTHLIO NPeoCTaBeHbl COOTBETCTBYOLINE
NONTHOMOYUS.

8.6.lLtamn — ycTpoMCTBO MPAMOYrofibHOM (hopMbl ANA MPOCTaBfeHUsT OTMETOK
CNPaBOYHOIrO Xapaktepa O MOfydYeHun, perncTpauun, npoXoXOAeHUN, WNCMONMHEHUN
AOKYMEHTOB 1 Ap.

Wrtamnbl ¢opManbHO 3aMEHSIOT  PYKOMUCHYK 3anucb B NOBTOPSOLLMXCA
OAHOTUMNHBIX CUTyauusx B BymakHOM genonpousBoacTee. B aTtom crnyyae wrtamnbl no
CyLLeCTBY NpeAcTaBnAlT COOON pPeKBM3UTbI, y4acTBylLMEe B NpPUAaHUM LOOKYMEHTY
tOPUANYECKOW CUMbl N YyCKOPSOLWME JOKYMEHTOOOOPOT.

B agMuHMCTpaumm okpyra ncnonb3yTcs cnegyowime Buabl LUTaMMNOB:

- PErMCTPaLMOHHBIN LUTaMM;

- LUTaMM OrpaHn4yeHns 4oCcTyna;

- 3aBepUTESbHbIE LWITaMMbI;

- MapKMPOBOYHbIE LUTaAMMbI;

- NHCPOPMALMOHHbIE LUTaMMbl;

- LUTaMMbl OTAENbHbIX PEKBU3UTOB U Op.

Paamepsbl, hopma n cogepxaHue WTaMnoB He perfiaMeHTUpPOBaHbl U 3aBUCAT OT
KOHKPETHOro cogepkaHus wramna.

8.7./3rotoBneHne nNpocTbiXx nMeyaTteMm W  WTaAMnoB, HeobXxoauMbIX — Ons
obecneyeHnsa OeATENbHOCTM aAMUHUCTPALUKM OKpyra MpPOM3BOAUTCS CaMOCTOATENBHO.
OCKM3 nevyaTtu (WTamna) cOrnacoBbIBAeTCA C ynpasfieHMeM fenamMuv agMUHUCTpaumm
oKkpyra.

8.8.Bce M3roToBneHHble neyYaTn u Wwramnbl YYMTbIBAOTCA B yNpaBfieHuu genamum
aAMWHUCTPaUUKN OKpyra B cneumanbHOM XypHarne (npunoxenue 21).

MeyaT n wWTamnbl BbIJAKTCSA MNO4 PACNUCKYy COTPYAHWKAM, Ha KOTOpPbIX
BO3M0XeHa 0653aHHOCTb 3aBEPSATb AOKYMEHTbI nevaTamm (Lutamnamm).

8.9.MNpocTble nevaT n WTamnbl XPaHATCH B 3aKpbIBaOLMXCSA CTONax unn cendax.

[na npoBeaeHWsi NPOBEPOK COCTOSAHUS yyeTa M XpaHeHUs nevaten v LTammnos
YNeHbl SKCNEPTHOM KOMUCCUM agMUHUCTPALMM OKpyra MOryT eXerogHo NpoBOAUTL penabl
no oTpacneBbiM ((PYHKUMOHANbHLIM) W TeppuUTOpUarbHbIM OpraHam, CTPYKTYPHbIM
nogpasgeneHusMm agMuHUCTpauMM okpyra; no pesynbTatam MNpOBEPOK COCTaBnsieTcs
crnpaBka (akT), npeacTaBngemas rnaBe MeCTHOro caMmoynpaBrieHus OKpyra, AN NPUHATUS
Mep no obecneyeHunto Hagnexallero ydeta u XxpaHeHnsa nevyatemn n LWTamnos.
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8.10.Npn nepeBoge wnu yBOnbHEHMM pPaBOTHUKA, OTBETCTBEHHOIO 3a Yy4eT W
XpaHeHue nevaten 1 WTamMnoB, PyKoBOAUTENb NOpydaeT 3KCNePTHOM KOMUCCUN NPOBEPKY
¢haKkTU4eCKoro Hanmums nevaTemn n WTammnos.

PesynbTatel npoBepkn OTpaxalwTcs B akre npuemMa-nepegadn neyaten w
lWTamMnoB Apyromy paboTHWUKY, Ha3HAa4YEeHHOMY OTBETCTBEHHbIM 3a y4YeT U XpaHeHue, C
NPUIIOXeHNneM OTTUCKOB NeYvaTen n LWTamnos.

8.11.0 (cbakte yTpaTtbl (yTepe) neyaTn wnNu LWTamMna He3amMeanuTenbHO
AOKNaAblBaeTCA HavalbHUKY YyrNpaBreHus gernamu agMUHUCTpaumm okpyra. HadvanbHuK
ynpaBneHus genamu  agMUHUCTPAUMKM  OKpyra [OOfKEeH NpoBecTu  cnyxebHoe
paccrnegoBaHne o6CTOATENBCTB YyTEPMW.

8.12.MNMpuweawme B HErogHoOCTb WM yTpaTuBLUME 3HAYeHWe nedyatv M LWTaMmmbl
nognexat BO3BpaTy B yrpasrieHne genamu, rae OHM YHUYTOXalTCs Mo akTy.

B akTe gormkHbl 6bITb yKasaHbl:

- BPEMS U1 MECTO YHUYTOXEHUS;

- COCTaB KoMuccuu;

- OCHOBaHME YHUYTOXEHMUS NeYyaTen 1 LWTaMnos;

- HAUMEHOBaHME N OTTUCKM YHUYTOXEHHBbIX NeYaTen 1 LWTamMmnos;

- cNocob YHUUYTOXEHUS.

8.13.KoHTponb 3a ncnonb3oBaHMEM MeyaTen 1 WTaMnoB Bo3fiaraeTcsa NpaBoBbIM
aKTOM agMUHUCTPaLMN OKpyra Ha pykoBoauTenen nogpasaeneHun.

8.14.MpocTble Kpyrnble MacTUYHble nevatn (6e3 naobpaxeHns rocyaapCTBEHHOM
CMMBOJIMKM) CTaBATCA Ha KOMUSX OOKYMEHTOB [ANfsi YOOCTOBEPEHUA WX COOTBETCTBUSA
NoASIMHHUKaM, 3a WUCKITIOYEHMEM [OKYMEHTOB, Tpebywmnx ocoboro yaoCToBEpeHUs UX
NOASMHHOCTU, Ha KOTOPbIX CTaBATCA neyaTu ¢ usobpaxeHnem [ocygapcTBeHHOro repba
Poccuinckon ®egepaunn (npunoxexve 22).

OTTncKk nevyatM OOMKEH 3axBaTbiBaTb OKOHYaAHME HAMMEHOBAHWUA AOJMKHOCTU
nuua, noanucasBLIEro JOKYMEHT.



MpunoxeHwne 1
K MHCTpyKUMn

MpyMepHbI NepeYeHb PYHKLMI, BO3raraembixX Ha NLL, OTBETCTBEHHbIX 3a BeeHune
[lenonpov3BoacTea

1.MonyyeHne n y4yeT NOCTYNMBLLEN KOppecnoHaeHuuu, permctpauua B C3M0, a
TakxKe Xe y4yeT NoCTyNUBLUNX JOKYMEHTOB, He NoAasiexallnx perucrpauum.

2.logrotoBka MPOEKTOB YKasaHMW MO WCMOMHEHUK [OKYMeHTa K BXOOALLMM
OOKYMeHTaMm, nepedaya [AOKYMEHTOB Ha pacCMOTpPEeHMe pPyKOBOAMTEM W nocne
NoJsTly4eHMsi COOTBETCTBYIOLLIErO yKa3aHUs MO UCMNONTHEHUIO AOKYMEHTA - UCMONHUTESTIO.

3.HpopmMmunpoBaHmne pykoBoaCTBa O Xo4e U pesyrbTaTtax UCMOSTIHEHNA JOKYMEHTOB.

4.[NpoBepka HaNN4ns AOKYMEHTOB, HaXOASLWMXCH Ha UCMOSTHEHUN Y COTPYAHUNKOB.

5.NpoBepka npaBUSIbHOCTU  OhopMIIeHNA  cOo3faBaeMblX  [OOKYMEHTOB B
cooTBeTCTBUN C TpeboBaHuAMM WIHCTPYyKUMKM (HanuMuue 3arofioBka, BW3, MNPUITOXEHWUHN,
CCbIfIKM Ha HOMep W AaTy OOKYMEHTa, Ha KOTOpbIn faeTcs oTBeT, haMunnum u Homepa
TenedoHa UCNONHUTENS U T.M.).

6.lNepenayvya JOKYMEHTOB Ha NOANUCH PYKOBOACTBY.

7.KOHTpOsb 3a NPOXOXAEeHMEM JOKYMEHTOB.

8.YueT un peructpaumsa cnyxebHblX 3anucok, MpoBepka nNpaBUSIbHOCTU KX
ochopmMneHus.

9.MonyyeHwne, yd4eT N Nnepegadva Ha UCMNOSNHEHWE, Ha MNOAMUCH PYKOBOACTBY, a Takke
ANA perucTpaumm 1 oTnpaBkM JOKYMEHTOB C rpudpoM orpaHuyeHunst 4octyna, obecneyeHve
NX XpaHeHus B NoapasaeneHnn.

10.KoHTponb 3a cBOEBPEMEHHbLIM CNUCAHNEM B Aena UCMOSNTHEeHHbIX AOKYMEHTOB.

11.PaspaboTka, cornacoBaHue W BedeHWEe HOMEHKNaTypbl Aen, COoCTaBrieHue
NMTOrOBOW 3anucy K HOMeHKNaType gen (exerogHo).

12.®0opmnpoBaHmne, odopmrneHne, obecrneyeHme y4deTa, COXPaAHHOCTU WU
NCMNonb30BaHUs Aesl, HAXOOSAWMNXCA Ha XPaHEHUN.

13.MNoaroToBKa 1 cBOEBPEMEHHAs nepefayva Ha apXMBHOE XpaHeHNe 3aBepLUEHHbIX
Aenonpou3BOACTBOM AefT NMOCTOSSHHOIO UM AO0SITOBPEMEHHOIO XpaHeHWUs, B TOM 4ucre
AOKYMEHTOB MO NIMYHOMY COCTaBy, COCTaBfeHne onucu aen.

14.CnpaBOYHO-UHOPMALMOHHAA paboTa Mo MPOXOXKAEHUIO U XOAY WCMONHEHUs
[OKYMEHTOB.

15.03HaKkoMnNeHne  COTPYAHWKOB  C  OpraHM3auMoOHHO-pacrnopsanTebHbIMU
AOKYMEHTaMn 1 NOCTYNUBLLMMW MHPOPMALMOHHBIMKU MaTepuanamu.

16.MogrotoBKa K YHUYTOXEHUIO AOKYMEHTOB C WCTEKLWMMW CPOKaMU XpaHeHus,
COCTaBfeHWE aKTOB O BblAEMNEHUM K YHUYTOXEHUIO [OOKYMEHTOB, He Moanexalumx
XpaHeHUHo.

17.0c0opmneHne Ona 3aBEPEHUA KOMUA OOKYMEHTOB, MOANMMHHUKM KOTOPbIX
HaxoasaTcsa Ha XxpaHeHun B gaHHom OUB HO.

18.MonyyeHne w1 y4yeT OnNaHKOB [OOKYMEHTOB C u3obpaxeHuem repba
Hwxeropoackon obnactu, MCnofnb3yemblX ANd MNOArOTOBKM [OKYMEHTOB, Bblgada WX
NCNOSTHUTENSAM, YY4ET UCMOPYEHHbIX 6NaHKOB.

19.Mpnem un nepepaya cnyxebHon WHGOpPMaLMM cpeacTBamMn akCUMMUITbLHON
CBSI3U U 3TIEKTPOHHOM MOYThI.

20.KonnpoBaHne JOKYMEHTOB MO YKa3aHWo PyKOBOACTBA.



OoT

MNpunoxeHwne 2
K MHCTpyKUMn

MABA MECTHOIO CAMOYTIPABJIEHUA
COCHOBCKOIo MYHUUUIMAJIBHOIO OKPYTA
HW>KETOPOLOCKOW OBNACTU
NMOCTAHOBJIEHUE
20 . Ne




Ot

MNpunoxeHne 3
K MHCTpyKUMn

MABA MECTHOIO CAMOYTIPABJIEHUA
COCHOBCKOIo MyHUUUIMAJIbHOIO OKPYTA
HWM>XETOPOOCKOW OBNACTU
PACNOPAXEHWE
20 . Ne




MNpunoxeHwne 4
K MHCTpyKUMn

MnhaBa B ]

MeCTHOro camoynpaBneHus
COCHOBCKOro MyHULMnanbHoOro
okpyra Huxeropopnckou o6nactu

yn. JlennHa, 27, p.n.CocHoBCKoe,
COCHOBCKMIN MyHMUMNANbHbIN OKPYT,
Hwxeropoackast obnactb, 606170
T/p (8 83174) 2-62-42
e-mail: official@adm.ssn.nnov.ru
Ne

Ha Ne
oT

[MmaBa MecTHOro camoynpaBneHns
COCHOBCKOro MyHMLMNAanNbLHOIO oKpyra N.0.damunnga
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Ot

MNpunoxeHune 5
K MHCTpyKUMn

AOMUHNCTPALUUMA COCHOBCKOIO MYHULUUIMAJIBHOIO OKPYTA
HVM>XETOPOOCKOW OBNACTU
NMOCTAHOBIEHUE

20 . Ne




Ot

MNpunoxeHne 6
K MHCTpyKUMn

AOMUHUCTPALNSA
COCHOBCKOIO MYHULIMMANBHOIO OKPYTA
HUXKEFOPO/CKOW OBNACTM
PACNOPAXEHUE
20 T. Ne




MNpunoxeHne 7
K MHCTpyKUMn

AOMUHUCTPALMUA [ ]
COCHOBCKOro MyHuuunanbHoOro
oKpyra
Huxeropoackon obnacrtu

yn. Jlenunna, 27, p.n.CocHoBCKoe,
COCHOBCKUIN MYHULMNANbHbLIA OKPYT,
Hwxeropoackasa obnactb, 606170
T/ (8 83174) 2-62-42
e-mail: official@adm.ssn.nnov.ru
Ne

Ha Ne
oT

®.N.O.ncnonHutens
Ne TenedoHa
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MNpunoxeHne 8
K MHCTpyKUMn

YnpaBneHue obpasoBaHus
agMuHucTpaumm COCHOBCKOro MyHULMNAnNbHOro okpyra
Hwxeropoackon obnactu

MPUNKA3

3aronioBoK K TEKCTY

KoHcTaTupytowasa yactb
nNpuMKasblBalo:
PacnopsigntenbHasa 4acTb

(cocTonUT 13 NYHKTOB U NpU HEOBXOAMMOCTU N3 NOLNYHKTOB)
1. lenctBune, KOTOPOE HEOBXOANMO NPEANPUHATD.
1.1.

1.2. ¢ KoHkpeTHble nopy4eHus
1.3.

2. CpoK UCNONHEeHwUS.

3. OTBETCTBEHHbIN 3a UCMOMHEHNE (baMunus, nHMLmManbl JOSMKHOCTHOMO nivua, Ha
KOTOpPOE BO3STOXEH KOHTPOSb 3a UCMOSHEHNEM).

[10mKHOCTb N.0.®amunus



MNpunoxeHwne 9
K MHCTpyKUMn

MPOTOKOI

coBeLLaHNa (3aceaHnst KOMUCCUN)

HanMeHoBaHNe KOMNCCNn

p.n. CocHoBckoe

Mpeacepatens - N.0. damununa
Cekpetapb - 1.0. damunus

MpucyTtcTBOBanu:
HaumeHoBaHue gormxHocten - N.O. damunum (B andpaBUTHOM NOpsiAKe)

lNoBecTka gHS:
|. HaunmeHoBaHwue Bonpoca
Il. HammeHoBaHwue Bonpoca

[. CNYLWANW:
HormkHocTb n @.N.0. goknagymka (B poauTenbHOM Nagexe).
M3noxeHne cogepxaHusa goknaga (B NpeasioxkHOM nagexe) - 0 yem?

BbICTYIMUNW:
HormkHocTb n @..0. BbiCTynaBLIEro (B MMEHUTENBHOM Nagexe).
M3noxeHne cogepxaHus BbICTyNNeHns (B NpeanioXXHOM nagexe) - o yem?

MOCTAHOBWIA (PELLNIIN):

Opob6puTb NPOEKT...

3amectutento rnaebl agMmuHucTpaumn... (U1.0. damnnusa) cCoBMeCTHO c... gopaboTaTtb...
[l. CNYLWANW:

BbICTYMUIN:

MOCTAHOBUNW (PEWNNNY):

Mpencepatenns N.0. damunus

CekpeTapb n.0. damununs



Mpunoxexne 10
K MHCTpyKUMn

agmMuHucTpaums COCHOBCKOro MyHULMNAaNbLHOro okpyra
MPOTOKOIJI

Ne

p.n. CocHoBckoe

onepaTMBHOroO CoBeLLaHns
Yy pyKOBOOMTENS N.0. damunus

MpucyTtcTBOBanu:
HanmeHoBaHue pgomkHocTen - N.O. ®amunum (B andasuTHOM nopsiake)

|. O BbINONMHEHMN FOAOBOrO NMaHa...

(bamunum BbICTyNUBLLMX NpU 0BCYyXaeHnn Bonpoca)

1. PeweHwne, npuHaToe B Xoae obCyXaeHna gaHHOro Borpoca
2.

II. O BBEOEHMM Mep NO...

(A.WN. Cnnaes, H.H. Hukonaes)
1.
2.

PykoBogutens N.0. damunus



MpunoxeHwne 11
K MHCTpyKUMn

agmMuHucTpauns CoOCHOBCKOro MyHULMNanNbHOro okpyra
BbINMMCKA U3 NMPOTOKOINA

Ne

p.n. CocHoBckoe

3aronoBok
Mpeacepatens - ®amunma N.0.
CekpeTapb - ®amunusa M.0.
MpucyTtcTBOBanu:

HanmeHoBaHue gomkHoctn MHuumansl u cbamvmmm B aﬂ(baBI/ITHOM nopaake

lNoBecTka gHS:
|. HammeHoBaHwue Bonpoca

[. CINYLWANW:
HormkHocTb n @.1.0. goknagyvka (B poguTensHOM nagexe)
M3noxeHne cogepxaHusa goknaga (B NpeasioxkHOM nagexe) - o yem?

BbICTYTUIN:
HomkHocTb n ®.M.0. BbicTynasLero (B UMEHUTENLHOM nagexe)
M3noxeHne cogepxaHus BbICTYNMNEHUS (B NPeasIoXKHOM nagexe) - 0 4em?

MOCTAHOBUNU (PELLINNNY):

OpobpuTb NPOEKT...

3amectutento rnasbl agMmmHucTpaumn... (U1.0. damnnusa) COBMECTHO C...
aopabortarth...

Mpeacepatennb nN.0. Pamunusa
CekpeTapb N.0. damunus

BepHo

[lOfmKHOCTb Mognuce n.0. damunus
[ata

MpumeyvaHue:

Bbinucka HanpaBsnsieTcs agpecaTty TOMbKO Mo 3aTparMBatoLLemMy ero Bomnpocy.
Bbinucka 3aBepsieTcs cekpeTapem unu npegceparterieM KOMUCCUM, OCYLLLECTBISIIOLLErO
paccbInkKy.



«

MpunoxeHne 12
K HCTpYKLUMK

AOMNHNCTPALINA
COCHOBCKOIo MYHUUWIATNIBHOIO OKPYTA
HVXETOPOOCKOW OBNACTU

yn. JleHunna, 27, p.n.CocHoBckoe, CocHoBCkuin M.o., Hmxeropoackas obn., 606170
T/ (8 83174) 2-62-42, e-mail: official@adm.ssn.nnov.ru.

AOBEPEHHOCTDb

» 20 r. Ne



mailto:official@adm.ssn.nnov.ru

Mpunoxexne 13
K HCTpYKLUMK

NMeEPEYEHb HEPET'MCTPUPYEMbBIX JOKYMEHTOB

Konun cbepepanbHbix 1 06nacTHbIX 3aKOHOB.

Konun nocTaHOBMEHWW, pacrnopsbkeHnn un  nopyveHun [ybepHaTtopa WU
MpaBuTtenbcTBa Hxeropoackom obnactu.

Konun HopmaTMBHBIX aKTOB OpraHOB MEeCTHOro camoynpasrieHns Huxeropoackom
obnactn, B TOM y1crne NoCTynuBLUME C CONPOBOAUTENBbHBIMU MUCbMaMMU.

Konuu oOKyMEHTOB opraHmsauun 1 yupexneHun.

[MakeTbl ¢ nomeTkon «JIn4HO».

BegoomcTBeHHbIE CTaTUCTUYECKME OTYETHI, BronneTeHn, cOopHMKM 1 0630pbI.

MpurnacutenbHble OuneTbl, no3gpaBuTernbHble NUCbMa, NO3gpaBUTESNbHbIE
TenerpaMmmbl U OTKPbITKN.

Hanpxectbl npeccbl, 0630pbl NeyaTn, KHWUMW, raseTbl, XypHanbl W KaTanoru,
BEJOMCTBEHHasi TexHU4eckas nuTepaTtypa, MpPOCNeKTbl, peKrnaMHble MaTepuansl,
MHPOPMaLNOHHbBIE CBOAKW, TEMaTUYECKME U cneunanbHble COOPHNKM, MPOrHO3bl NOroapl 1
TOMYy nogobHoe.

M3BelweHnsa O npoBedeHUN KOHMEpPEHUMN, COBELLAHUA N 3acefaHuin, nporpamMmmel
X NpoBeAeHNa N matepuansl K HUM.

[OKyMeHTbl Ha MHOCTPaHHbIX A3blkax 6e3 nepesoaa.

[okyMeHTbl 6e3 nognucen.

PeknamHble nselleHns, nnakaTbl.

[MpenckypaHTbl U Npanc-nNmncTbI.

Y4ebHble nnaHbl U NPorpaMmmbl.

MeyaTHble n3gaHus (KHUrKW, XXypHarsbl, bonneTeHn).

dopMbl CTaTUCTUYECKON OTHETHOCTW.

Byxrantepckue JOKYMEHTHI.

HopMmbl pacxoga maTepuanos.

"padukn, Hapagbl, pasHapsaKu.



Mpunoxexne 14
K MHCTpyKUMn

YTBEPXOEHA
NPMKa3oM HavarnbHUKa yrnpaBneHus
oOpa3oBaHNsa agMUHUCTPaLMM
COCHOBCKOro MyHMUMNanbHOro okpyra
Hwxeropoackon obnacTtu
oT Ne

YnpaeneHne obpasoBaHus agMnHMcTpauumn COCHOBCKOro MyHMUMNANbHOMO oKpyra
Hwxeropoackon obnactu

HOMEHKIATYPA OEN

Ne
p.n. CocHoBckoe

Ha roq
NHpekc pena | 3aronoBok gena Kon-Bo gen Cpok xpaHeHusi MpumeyvaHus
(TomoB, YacTen)

HasBaHue pa3gena

[lomkHoCTb Nnua,

cocTtaBuBLUero HomeHknatypy [ognuce W.O. damunus
[ata

COINMACOBAHO

3aBeayoLmii apxXmMBHbLIM CEKTOPOM Mognuce KN.O. damunus
[ata



WNTorosas 3anucb o KaTeropmax n Konmn4yecrtee gern,

3aBefleHHbIX B rogy B opraHe UCNofHUTENbLHOW BNacTu

Mo cpokam xpaHeHus Bcero B Tom yucne
nepexogdawmn |c otmetkon « MK
X «

1 2 3 4

lMocToaHHOroO

BpemeHHoro (csbliwe 10 ner)

BpemeHHoro (o 10 neT BKMHYMTENBHO)

NTtoro

[1OMmKHOCTb

OTBeTCTBEHHOrO 3a BegeHue genonpoussoactea MNognuce U.0. damunus
[aTa
MToroBble cBeeHUsI NepedaHbl B apxmB

Jl1ormKHOCTb Nnua,
nepenasLlero ceegeHuns Mognuce WN.O. ®amunus

[ata



MpunoxeHne 15
K MHCTpyKUMn

YTBEPXOEHA
pacnopsikeHnem agMuMHUCTpaummn
COCHOBCKOro MyHMUMNanbLHOro okpyra
Hwxeropoackon obnacTtu

oT Ne

agMuHucTpaumst COCHOBCKOrO MyHULMNANbHOMO OKpyra
CBOOHAA HOMEHKNATYPA OEN

Ne

p.n. CocHoBckoe

Ha rog

WHpekc pena | 3aronosok | Kon-Bo gen (Tomos., Yacten) | Cpok xpaHeHus | MpumeyaHus
aena
HasBaHue pasgena
JlormKHOCTb Nnua,
cocTaBuBLLEro HoMeHknatypy  lognuck N.0. damunus
[aTa
COIMACOBAHO

MpoTtokon 3K
agMuHucTpauum CoCHOBCKOro
MYHMLMNANbHOro oKpyra
Hwxeropoackon obnacTtu

oT Ne




WToroeasi 3anuck o KaTteropmax mn Kkonn4decrtee e,

3aBeleHHbIX B rogy B agMuHucTtpauum CocHOBCKOro
MYHULMNAnbHOro okpyra

Mo cpokam xpaHeHus Bcero B Tom yucne
nepexoaswmx | c otmetkon «3IAMK
«
1 2 3 4
lMocToaHHOrO
BpemeHHoro (cBbiwe 10 ner)
BpemeHHoro (o 10 neT BKIIYMTENBHO)
WToro:
Ynpasnswowmun genamm
Mopgnuck nN.0. Pamunusa
[ata
NToroBble cBeaeHUs nepenaHbl B apxmB
[lomkHoCTb Nnua,
nepeaasLlero cBefeHns Mognmnce W.O. Pamunus

[aTa




MpunoxeHne 16
K MHCTpyKUMn

dopma obnoxku gena
NOCTOSIHHOrO 1 BpemeHHoro (cebiwe 10 neT) xpaHeHus

KO opraHa
rocygapcTBeHHOW BnacTtu

doHaNe

Onucb Ne

[eno Ne

(HaMmeHoBaHMe apxuea)

(HaMMeHoBaHWe opraHa MeCTHOrO caMOynpPaBfEHUs U CTPYKTYPHOro noapasaerneHus)

AENO Ne TOM Ne

(3aronoBok gena)

(nata)

Ha nicTax
XpaHuTb

®oHa Ne

Onucb Ne

[eno Ne




Mpunoxexne 17
K MHCTpyKUMn
dopma nucTa - 3aBeputensa gena
JINCT - SBABEPUTENb OENA Ne

B nene nogwmTto 1 npoHymepoBaHo nunct(oB),
(umbpamm 1 NponnUCkLIO)

B TOM 4ucCrie nmTepHblie HoMmepa JiInCToB

nponyLeHHble Homepa NMCTOB

+ NINCTOB BHYTPEHHEN OMNUCK

Oco6eHHOCTN U3NHECKOTO COCTOSIHUS M POPMUPOBaHMS Aena Ne nucToB

1 2

(,D,OJ'I)KHOCTI:, noanucnb, paCLIJM(prBKa noanncu, p,aTa)



CDopma BHyTpeHHeVI onncu OOKyMeHTOB fena

BHYTPEHHAA OMNNCb
AokymeHToB fgena Ne

MpunoxeHne 18

K MHCTpyKUMn

Ne NHoekc [aTta gokymeHTa | 3aronoBok Homepa MpnmeyaHue
n/n OOKYMEHTa OOKYMeHTa | JIMCTOB Aena
1 2 3 4 5 6
UTtoro
[OKYMEHTOB

(unppamum 1 nponucsHo)

KonuyectBo nuctoB BHyTpeHHeIZ onmcu

(unhbpamm 1 nponucsHo)

HanmeHoBaHMe OOmMKHOCTU Nnua,
COCTaBMBLLErO BHYTPEHHIOK OMNUCH
Mognuce Pacwmdposka nognmcu

OOKYMEHTOB Aella

[ata




MpunoxeHne 19
K MHCTpyKUMn

dopma onucy gen NOCTOAHHOro, BpeMeHHoro (cabiwwe 10 ner)
XpaHEeHUs U No IMYHOMY COCTaBy CTPYKTYPHOro nogpasaeneHus

(HaI/IMeHOBaHI/Ie opraHa MecCTHOro camoynpaBneHMﬂ)

doHA

Ne

OlMNCb Ne
[len NOCTOAHHOrO (MO NIMYHOMY COCTaBy) XpaHeHUs

3a ... (rogpt)

(HaMMeHOBaHWe CTPYKTYPHOro noapasaeneHus)

YTBEPXOAHKO
HanmeHoBaHMe OOMKHOCTU
pPYKOBOAUTENSA CTPYKTYPHOIo

nogpasgeneHus

Mognuce Pacwmdposka nognucum

[ata

Ne | MHgekc gena | 3aronosok | ata gena | KonuyectBo | Cpok xpaHeHusa | MpumeyaHu
n/n | (Toma, 4yactn) jena (Toma, nuctoB B gene | Aaena (Toma, e
(Toma, yacTtun) (Tome, yacTtn) yacTtu)
yacTtu)
1 2 3 4 5 6 7
HasBaHue pasgena
B gaHHyto onuck BHECEHO aen c Ne

rno Ne

, B TOM Yncne:

nUTepHble Homepa:
nponyLeHHble Homepa:

HanmeHoBaHWe AOMKHOCTY
coCcTaBUTENS OnucK

[aTa

NMoanuck

<1> 'pacha 6 onyckaeTcs B oNMcsaX Aern NOCTOSIHHOIO XpaHeHus:.

COINMACOBAHO
HanmeHoBaHue OOMKHOCTN pyKOBOANUTENS
cnyx6bl JOY

(umdbpamm n NponuckHo)

Pacwundposka nognucu

COIMACOBAHO
MpoTokon JIK




Mognuce Pacwudposka nognucu oT Ne

[aTa
Mepepan
aen
(undppamum 1 nponucsHo)
n pPErncTpaunoOHHO-KOHTPOSbHBLIX KAPTOTEK K JOKYMEHTaM <2>

(umhbpamum n NponnckHo)

HanmeHoBaHWe OOSMKHOCTU

COTPYAHWKa CTPYKTYPHOIro

nogpasgeneHus Mognuce Pacwumdposka nognmcu

[aTta

MpuHan
aenu

(umhbpamum 1 nponncsHo)

perncTpauMOHHO-KOHTPOJIbHbIX KapPTOTEK K AOKYMEHTaM

(umbpamm n NnponnckHo)

HanmeHoBaHme OOmKHOCTU
paboTHMKa apxmBa Mognuce Pacwmdposka nognucu

<2> [lepepatoTcs BMecTe ¢ genamMmm KaHuenapum


consultantplus://offline/main?base=RLAW187;n=56019;fld=134;dst=101193

Ha ocHoBaHuu

ALI,MVIHVICTpaLIMFI CocHoBcKOro MYHULUMANIbHOIO OKpyra

AKT

Ne

p.n. CocHoBckoe

O BbIAENEHUN K YHUYTOXEHUNIO
[IOKYMEHTOB, He noanexawux XxpaHeHuto

YTBEPXOAIO

MNpunoxeHwne 20
K MHCTpyKUMn

MaBa MECTHOro camoynpaBfeHuns
COCHOBCKOrO MyHMLMMANbHOMO OKpyra

«

«

nN.0. damunuga

20r.

(Ha3BaHWe U BbIXOA4HbIE AaHHble NepeYHst JOKYMEHTOB
C yKasaHneM CPOKOB MX XpaHEHUS)

0To6paHbl K YHUYTOXEHUIO KaK HE MMEIOLLME HayYHO-UCTOPUYECKOM LLEHHOCTU U
yTpaTuBLUNE NpaKTUYeckoe 3HavYeHne fOKyMeHTbl poHaa Ne

(Ha3BaHue choHaa)

Ne | 3aronosok Hata Homepa onucen MHupekc pena | Konmyec | Cpoku MpnmevaHue
n/n| pgenawnm aena | (HomeHknatyp) 3a | (Toma, 4yactun) | TBO Aen | XpaHeHus
rpynnoBomu nnu rogpl no (Tomos, aena
3arofioBoK | KpanHue HOMeHknaType | yacten) | (Toma,
aen Aatbl unu Ne gena no yacTtu) un
aen onucu HoMepa
crtaten
no
nepeyHIo
1 2 3 4 5 6 7 8
Wtoro aen 3a roabl

(umdbpamum n NponnckHo)




Onucun gen NOCTOAHHOrO XpaHeHus 3a rogbl yTBEpPXAEHbI, @ NO JINYHOMY
cocTaBy cornacoBaHbl ¢ 9K

(npoTtokon ot Ne )

[OmKHOCTb Nnua, NPOBOAMBLLENO 3KCNEPTU3Yy
LEeHHOCTU OOKYMEHTOB Mognuce  WN.0O. ®amunua

[aTa

,D,OKyMeHTbI B KoJnin4yectBe

aen
(umdhbpamn n NponNuUckIo)

BeCOM Kr coaHbl B

(HaMmeHoBaHMe opraHmM3auunn)

Ha nepepaboTKy NO NpPNUeMO-CAaTOYHON HaKMagHoOM OT

Ne

[omKHOCTb paboTHUKA
cOaBLUero JOKYMEHTbI MNoanuckb n.0. bamunusa

N3meHeHus B y4yeTHble JOKYMEHTbl BHECEHDbI

HanmeHoBaHMe oomKHOCTU paboTHMKa apXxumBa,
BHECLLEro U3aMeHeHus

B YYETHbIE JOKYMEHTHI MNoanuckb n.0. bamunusa
[ata



MpunoxeHwne 21
K HCTpYKLUMK

XKYPHAI
YYETA NPOCTbIX NEYATEN U LUTAMMOB
Ne HaTta Ot koro OTTncK ®.1N.0. Pacnucka B OTmeTKa 0 MpnmeyvaHue
n/n| perncrpauun nony4yeHobl neyaru, nony4mBLIErO nonyyeHun, gata BO3BpaTe Unu
neyatu un WwTamna WTamn, neyatb, YHUYTOXEHUN
WwTamnbl HanmeHoBaHue
CTPYKTYPHOro
nogpasgeneHus
1 2 3 4 5 6 7 8




MNpunoxeHne 22
K MHCTpyKUMn

MPUMEPHBIV NEPEYEHb
AOKYMEHTOB, HA KOTOPbIE CTABUTCA TrEPBEOBAA MNMEYATb

AKTbl  (NpMema  3aKOHYEHHbIX CTPOUTENLCTBOM  OOBLEKTOB, 06OpyAoOBaHUSA,
BbINOJSTHEHHbIX paboT; aKcnepTu3bl U T.4.).

ApXMBHbIE CNpaBKW.

ApPXMBHbIE KOMUN.

[loBepeHHOCTM (Ha nonyyeHwe TOBapHO-MaTepuanbHbIX LEHHOCTEN, BeAeHne Aen B
apbutpaxe n 1.4.).

HoroBopbl (0 MaTepuanbHOW OTBETCTBEHHOCTW, MNOCTaBKax, noapsgax, HayyHo-
TEXHUYECKOM COTpyaHUYeCTBe, apeHae noMeLLeHnin, o nponssoacTee pabot u T.4.).

3apaHns (Ha npoekTupoBaHMe OOBLEKTOB, TEXHUYECKUX COOPYXEHWW, KanuTarbHoe
CTPOMTENBLCTBO: TEXHUYECKOE U T.4.).

3aKknyYeHns n oT3biBblI.

3asaBneHus (Ha akkpeanTue, 06 OTkase OT akuenTta n T.4.).

McnonHutenbHble NUCTbI.

KomaHaMpoBOYHbIE YAOCTOBEPEHMS.

Hopwmbl pacxoga.

O6pasubl OTTMCKOB NevaTen u nognmcen paboTHMKOB, MMEIOLLNX NPaBO COBEPLLEHMS
(PUHAHCOBO-X035IMCTBEHHbIX OMNepaLnii.

lNMncbma rapaHTuinHble (BbINONTHEHME paboT, ycnyr u T.4.).

MonoxeHns 06 opraHM3auusXx.

Mopy4deHus (6rooKkeTHble, BAaHKOBCKME, MEHCUOHHbIE, NaTeXHble (CBOAHbIE, B BaHK,
Ha Nopy4YeHne MHBanNIOTbl CO CYETOB M NEPEBOA BantoTbl, HA UMMOPT U T.4.).

MpeacTtaBneHns n xogatancTea (0 HarpaXKaeHUM opaeHaMmmn n Megansamum, NpeMnamm
nT.4a.).

PeecTtpbl (4ekoB, 610QKETHBIX NOPYYEHUI, NpeacTaBnsieMble B 6aHK).

CmeTbl pacxogoB (Ha cofep)XaHue annapata YnpaBreHus, Ha KanbKynsuuio K
AOroBoOpy U T.4.).

CornaweHus.

CnpaBkn (NMUMUTHbIE, O BbINMaTe CTPaxoBbIX CYyMM, WCMNOMb30BaHUE OOIKETHbIX
aCCUrHOBaHMWI Ha 3apnnaTty, O HA4YMCINEHHOW N NpuYnTaloLencs 3apnnarte u T.4.).

Cneuundoumkaumm (M3genuin, NpoayKuum v T.4.).

TUTyNbHbIE CNNCKN.

YpoctoBepeHus.

YcTaBbl OpraHM3auuin.

LTaTHble pacnncaHu4.



