AIIMUHUCTPALINA ‘le/IHEBCKOF O CEJIbCOBETA
JIOKTEBCKOI'O PAMOHA AJITAUCKOI'O KPA#

IHOCTAHOBJIEHUE

14.03.2019r. Ne 02

c. ['unéso

OO0 yTBEpKJI€HUU UHCTPYKIIUU

10 IEJIONPOU3BOACTBY B AAMUHUCTPALIUU
I'maésckoro cenbcoBeTa JIOKTEBCKOTO
paiioHa ANTalCcKOro Kpas

B niensix coBepiieHCTBOBAaHUS CUCTEMbI IOKYMEHTAIIMOHHOTO O0ECTICUCHUS
Y YCTAaHOBJICHUS €JMHOTO MOPSJKA BEACHHUS JIEJIONPON3BOJICTBA B [IMUHUCTPALIUA
I'mnérckoro cenpcoBeTa JIOKTEBCKOTO paiioHa ANTalCKOTO Kpasi, MOCTAHOBJIAIO:

1. VTBepauTh HUHCTPYKIMIO MO JEJIONPOU3BOACTBY B aJIMHUHUCTpaIUU
['mnérckoro cenpcoBeTa COrIACHO MPUII0KEHHUIO.

2. JIOTKHOCTHBIM JIMIIaM aIMAHUACTpAIu [ mi€BCcKoro cembpcoBeTa
o0ecrneunTh COOJIIOACHUE TMOJOKEHUN HHCTPYKUUU MO ACJIONPOU3BOJACTBY IPHU
MOATOTOBKE U 0)OPMIICHUU CITY>KEOHBIX TOKYMEHTOB.

3. KoHTposb MCTIOTHEHUS HACTOSIIETO TOCTAHOBIICHHS OCTABIISIO 32 COOOM.

I'1aBa cenbcoBeTa I1.I".Bacunenko



[Ipunoxenue
K IIOCTaHOBJICHUIO
aJIMUHUCTpanuu [ Mn€BCKOro

CEJIbCOBETA
or 14.03.2019 r. Ne 02

HHCTPYKIUA
110 AeJIONPOU3BOACTBY B aAMUHKMCTPauuu ['mii€Bckoro ceiabcoBera
JIokTeBCKOro paiioHa AJITalCKOro Kpasi

1. O0ue moJ1oKeHus

1.1. UucTpyKuus no Jea0npor3BOACTBY B aIMUHUCTpaIuu [ mi€Bckoro
cenbcoBeTa JIOKTeBCKOTO paliona Antaiickoro kpast (manee MHCTpyKIms)
pa3paboTaHa B LIeJIIX 00€CIIeYEHHUsI U COBEPILIEHCTBOBAHMS JOKYMEHTOO00POTA,
MOBBIIIEHUS €ro 3P(HEKTUBHOCTH MYTEM PETaMEHTAIlMU Ha €IMHON PaBOBOMU U
METOJUYECKOW OCHOBE MPABUII MOJATOTOBKU IOKYMEHTOB, TEXHOJIOTHI pabOTHI C
HUMH, OPTaHU3aIMU UX TEKYIIEro XpaHEHUs U MOJTOTOBKH K Mepe/iaue B apXUB
OpraHu3aIuu.

1.2. MaCTpyKIHS OmpeaeseT MOPSI0K BEACHUS ASIOMPOU3BOICTBA TI0 IPUEMY,
y4eTy, MOArOTOBKE, 0(OPMIICHUIO, IBHXKEHUIO, KOHTPOJIIO UCTIOIHEHUSI, XPAHEHUIO
Y MCIIOJIH30BaHMIO JIOKYMEHTOB B aIMUHHUCTpaIu [ wiiéBckoro ceibcoBera (nanee
— OpraHbl).

1.3. YcranoBnenusie MHCTpyKITHMEl TpaBuiia BEACHUS JIEIOMPOU3BOICTBA
OMPENIENAI0T OpraHU3aIui0 paboThl C OpraHU3alMOHHO-PACTIOPAIUTEIbHBIMU
JOKyMEHTaMH HE3aBUCUMO OT BUJIa HOCUTEJIS, BKIItOUas MOJTOTOBKY,
PErUCTPALNIO, YYET U KOHTPOJIb UCTIOJHEHUS JJOKYMEHTOB, OPTaHU3aIINIO UX
TEKYILEr0 XpaHEeHUs!, OCYIECTBIISIEMbIE C TIOMOIIBI0 HHPOPMAIMOHHO-
KOMMYHHUKAIIMOHHBIX TEXHOJIOTUN PACIpOCTPAHSIOTCS HA BCIO CITYKEOHYIO
JOKYMEHTAIINIO, HE COAEPKAIYIO CBEJICHUS, OTHOCSIIIUECS K TOCYAapCTBEHHOM
TaiHe.

1.4. TTopsinok paOOThI C TOKYMEHTaMH, COAEPKAIUMHI UH(DOPMALIHIO
OTPAaHUYEHHOI0 JIOCTYIA PETYIUPYIOTCSA OTJAEIbHBIMA HOPMATUBHBIMU aKTAMH,
YTBEPKIAEMbIMU PYKOBOJUTEIEM OpPraHU3AIUU.

Benenue cekpeTHOro eI0MpOU3BO/ICTBA OCYLIECTBIISIETCS B COOTBETCTBUU CO
CIICLIMAIbHOM MHCTPYKIIMEHN, YTBEPKACHHOU nocTaHoBIIeHUEM [IpaBuTenbcTBa
Poccuiickoint @enepannu.

1.5. CocraBnenue, opopMiIeHHE U YUET JOKYMEHTOB I10 KaJpaM, YUETy
BOECHHOOOSI3aHHBIX TPOBOAUTCS B MOPSAJKE, YCTAHOBICHHOM JI€HCTBYIOIIUM
3aKOHO/IATEIbCTBOM, HHCTPYKIIMSIMH, MOJOKEHUSIMU, UHBIMH IMPABOBBIMHU aKTaAMHU.
1.6. OTBETCTBEHHOCTH 32 OPTAHHU3AINIO JIETOTPOU3BOJICTBA B OpPTraHax BO3JIaraeTcs
Ha MX PYKOBOJIHUTENCH 1 (MIIN) 3aBESAYIOIUX OOIIUMHU OT/ICITAMH.



MyHUIMIaIBHBIE CITYXKAIe OPTraHOB HECYT NEPCOHATIBHYIO0 OTBETCTBEHHOCTb 32
coOmoaenue TpeboBanuii MHCTpYKIIMKM, COXPaHHOCTh HaXOAAIUXCS Y HUX
NoKyMeHTOB. [Ipu yTpaTe 1OKyMEHTa MyHULMIIAIbHBIN ClyXalui 00s13aH
HEMEJIEHHO J0JIOXKHUTh 00 3TOM PYKOBOJUTENIO OpraHa.

1.7. BHOBb NPUHSTHIE MYHHUITUTIATbHBIE CITY>KaIllME TOJKHBI ObITh 03HAKOMIICHBI
HEMOCPEICTBEHHBIM pYKOBOAUTENEM ¢ PernmaMmenTom aaMuHucTpauuu ['mnésckoro
cenbcoBeTa U MHCTpyKIMed B TeUeHUE MATH padodnX JHEHW co AHS npHeMa Ha
pabory.

1.8. MucTpyKIus He pacpOCTpaHsIeTCsl Ha MOPSIIOK AEIOIPON3BOACTBA
I'mnésckoro censcoBera CoBeTa AENyTaTOB, €CIU IPAaBOBBIMU aKTaMU HE
YCTaHOBJIEHO UHOE.

1.9. IIpaBuna paGoThI C JOKYMEHTAMH B CUCTEME IJIEKTPOHHOTO
IOKyMeHTooOopoTa opranu3anuu (ganee - COJ1) u HHBIX HHGOPMAITMOHHBIX
crcTeMax, B KOTOPBIX OCYIIECTBISIETCS CO3/1aHue (BKIIIOYCHHE) U XPaHCHHE
JOKYMEHTOB, HE JJOJKHBI BXOAUTH B IPOTUBOPEUHUE € NOJ0KEHUSIMU HCTpYKIUU.

2. O0uue TpedGoBaHus K 0(hOPMIIEHHIO TOKYMEHTOB

[Ipu moAroToBKE JOKYMEHTOB HEOOXOJIUMO COOI0IaTh TPEOOBAHUS U MpaBUIIa,
o0ecreunBaloIIne X IPUINIECKYIO CHITY, IIEIECO00pa3HOCTh 1 000CHOBAHHOCTD,
OTIEpaTUBHOE UCTIOJHEHUE U MUCITOJIH30BaHUE.

2.1. B1aHKHU 10KYMEHTOB

[Tpu MOATOTOBKE JOKYMEHTOB 3a TOJIIUCHIO TJIABbI CETLCOBETA, 3aMECTUTEIIS
CEJIbCOBETA UCIOJIb3YIOTCS CIICIYIONINE BHJIBI OJIAaHKOB:

OJIlaHK TTOCTAHOBJICHUS TIaBbl [ MiIéBCcKoOro ceibcoBera (puioxeHue 1);
OJaHK pacropspKeHus TiaBbl [ MIIEBCKOTro cebcoBeTa (MPUIIOKEHHE 2);
OnaHK UchMa (TpritoskeHue 3).

®opmbl 0JIAHKOB UHBIX OPraHOB MECTHOTO CaMOYIIPABIICHUS YTBEPIKIAIOTCS
IIPABOBBIMH aKTaMH MHBIX OPIraHOB MECTHOT'O CaMOYIIPABJICHUS.

2.2. @opmart 6ymaru

bnanku odopmisirores Ha Oernoit Oymare ¢popmatoB A4 (210 x 297 mm), B
OTICNIBHBIX CITyYasiX, IPeyCMOTPEHHBIX (POPMOi IOKYMEHTA, — Ha JIUCTAaX
dopmata A3 (297 x 420 mm) u A5 (148 x 210 MMm) 1 TIeUaTAIOTCS YSPHOU KPACKOM
Ha OCHOBE IMPOJIOJILHOTO HJIM YTJIIOBOTO PACITOJIOKECHHUS PEKBU3HUTOB.

JIokyMEeHTBI Ha OyMa)KHBIX HOCHTEJISX OPOPMIISIOTCS Ha JIUIICBOW CTOPOHE JIUCTA
0e3 000opoTa, 3a UCKITIOYCHUEM CITy4YaeB, YCTAHOBJICHHBIX TUITOBBIMH (hopMaMu U
oOpa3iamMu I0OKyMEHTOB.

2.3. Ilonst 1 ab3amHBII OTCTYI
Kaxxaplid TUCT JOKYMEHTA JIOKEH UMETh ITOJIS CIISTYIONTUX pa3MepOB.

nesoe — 20 MM;
npaBoe — 10 mmM;



BepxHee — 20 MM,

HKkHee — 20 M.

JIOKYMEHTBI JJTUTEIBHBIX CPOKOB XpaHeHus (cBoimie 10 JIeT) T0IKHBI UMETh JIEBOES
nosie He meree 30 MM.

AO3aIHBINA OTCTYII JOJIKEH COCTABIATH 12,5 MM.

3arooBKM pa3/ielioB U MOAPA3ICIIOB IMEeYaTaloTCs C ab3al[HbIM OTCTYIIOM
WJIU HEHTPUPYIOTCA 10 HTUPUHE TEKCTA.

MHOrocTpo4YHbI€ PEKBU3UTHl [E€UATAIOTCA YEpe3 OJUH MEXKCTPOUHBIN
WHTEpPBAJI, COCTaBHbIE YaCTU PEKBU3UTOB OTIECISAIOTCS  JIOMOJIHUTEIbHBIM
MHTEPBAJIOM.

Tekct nokymeHnTa nevyataercs yepe3 1 — 1,5 MexXCcTpoUHBIX HHTEpBAJIA.

NutepBan mexay OykBamMu B CIOBaxX — OOBIYHBIM, HHTEpBal MEXKAY
CJIOBaMU — OJIUH MPOOeEII.

TekcT moKyMeHTa BhIpaBHHUBAETCS O IIMpPUHE JIMCTa (IO TPaHMIIAM JICBOTO
U TIPABOTO TOJICH TOKYMEHTA).

JlnuHa camMOM JJIMHHOW CTPOKM PEKBU3HMTAa IMPHU YIVIOBOM PAaCIOJIO0XKECHUHU
PEKBU3HUTOB — HE Oosiee 7,5 cM, IPU MPOJIOTBLHOM PACIIONOKEHUN PEKBU3UTOB — HE
6onee 12 cm.

Ha nponosibHbIX OstaHKax (OJaHKW TOCTAHOBJICHUH, PACTIOPSIKEHHM, TPHUKA30B)
BCE PEKBU3UTHI PACIIOIAratoTCs Mo MEHTPY TEKCTOBOTO IMOJISA, HA YIIOBBIX (OJaHKU
MUCEM) — B JIEBOM BEpXHEM YIJTy OJIaHKa, MPU 3TOM KaXJIbIH 3JICMEHT PCKBHU3HTA
LEHTPUPYETCS OTHOCUTEIBHO CaMOW JJIMHHOM CTPOKH.

[Ipu moATroTOBKE JOKYMEHTOB JOMYCKAETCS MUCIOJIb30BaHUE JIMIIEBON U 00OPOTHOM
CTOpPOHBI JinucTa. [Ipu IByCTOPpOHHEM CO3IaHUH JOKYMEHTOB LIMPUHA JIEBOTO MO
Ha JIMIEBOM CTOPOHE JINCTA U MPABOTO MOJIsI HA 00OPOTHOM CTOPOHE JIKCTa
JIOJI)KHBI OBITh PABHBI.

[Ipu co3nanuu T0KyMEeHTa Ha JBYX U 00Jiee CTpaHUIaX BTOPYIO U MOCIEAYIOIIUE
CTpaHUIbl HyMepYIOT. Homepa cTpaHuI mpoCTaBsIOTCS MO CEPEANHE BEPXHETO
MOJI TOKyMEHTa Ha paccTossHur 10 MM OT BEpXHEro Kpast JIMCTa.

[Ipu mOArOoTOBKE MHOTOCTPAHUYHBIX TOKYMEHTOB 0OPMIISIETCS. TUTYbHBIN JTUCT
[Ipu cocTaBieHnu TabIUIl JOMYCKAETCS UCIIOIb30BaHUE MIPUPTOB MEHBIIINX
pasmepos - N 10, 11 nr.

JlomyckaeTrcs BBIIETATH MOTY>KUPHBIM MIPU(PTOM pEKBU3UTHI ''ajipecat’,
"3aroJI0BOK K TEKCTY' WM 'TIOAIUCH', a TAKXKE OTJEIbHbIE ()parMEHTHI TEKCTA.

2.4. PeKBU3UTHI IOKYMEHTOB

CocTtaB peKBU3UTOB, UCIIOJIB3YEMBIX Is1 0DOPMIICHHS TOKYMEHTOB, ONPEACIISICTCS
BUJIOM (Pa3HOBHMIHOCTBIO) OpPraHU3alMOHHO-PACIIOPSIUTEIIBHOIO JOKYMEHTA

IIpu coctaBneHnu U 0HOPMIICHUU JOKYMEHTOB MOTYT UCIIOJIb30BaThCS
CIEIYIONINE PEKBU3HUTHI.

1. HaumeHoBaHue opraxa,

2. HammeHnoBaHME CTPYKTYPHOTO ITOJIpa3 ICIICHUS;

3. CpaBouHble JaHHbIC 00 opraHe (IOYTOBBIN aapec, HHAEKC, TeaedoH, Gakc);

4. HanmeHoBaHKe BUAa TOKyMeHTa (IIOCTaHOBJICHHUE, PACIIOPSDKCHHE, PUKa3 U
T.1.);

5. Jlata nokyMeHTa,



6. PeructpanmoHHbIil HOMEp JOKYMEHTA;

7. Ccplika Ha PEeTUCTPAIMOHHBIA HOMEP U JaTy MOCTYMHBIIETO TOKYMEHTA,;
8. MecTto cocraBneHus (M31aHUsA) TOKYMCHTA;

9. Anpecar;

10. I'pud yTBEep)ACHUS TOKYMEHTA;

11. Pe3omorus;

12. 3aronoBoOK K TEKCTY;

13. OT™MeTKa 0 KOHTpOJIE;

14. TekcT TOKyMEHTAa,

15. OTMeTKa 0 HATMYUH TIPUII0KEHHUS,

16. Tloamucs;

17. I'pu¢ cornacoBaHusi JOKyMEHTa,

18. Bu3si;

19. [1euars;

20. OTmeTKa 00 UCTIOTHUTEIIE;

21. OTMeTKa 0 3aBepEHUU KOIUH;

22. OTMeTKa 0 MIOCTYTUICHUH JJOKYMEHTA,

23. OTMeTKa 0 HampaBJIeHUHU JOKYMEHTA B JIETIO.

2.5. PexBu3ut «HammenoBaHue opraHa (CTpyYKTYpPHOIO MOApPa3IeIeHusi)»

BaHbIM pEKBU3UTOM JOKYMEHTA SIBJISIETCS MTPABWIIBHOE YKA3aHUE HANMEHOBAHUS
OopraHa-aBTopa JOKYMEHTa, OHO yKa3bIBaeTCs Ha OJIaHKaX, B COOTBETCTBUU C
YUPEAUTEITbHBIMU JOKYMEHTAMMU.

2.6. PexBu3ut «CnipaBoYHbIe JaHHbIE 00 OpraHe»

DTOT PEeKBU3UT, KaK MPABUIIO, SABJISIETCS IPUHAJJICAKHOCTHIO OJlJaHKa opraHa u
BKJTIOYACT MMOYTOBBIN ajapec (B T.4. MHJICKC), HOMepa TeJIe(OHOB U IPYTHE
CBEJICHHUS IO YCMOTPEHUIO oprana (HoMmepa GpakcoB, aJipec ICKTPOHHON MOYTHI

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

O0s13aTeIbHBIM PEKBU3UTOM CITY>KEOHBIX JOKYMEHTOB, 32 UCKIIFOUYEHUEM IHCEM,
ABJISICTCS YKa3aHUE UX BUJIA: IOCTAHOBJIEHHE, PACIIOPSKEHUE, TPOTOKOJ, TIJIaH
paboTsl, mHPOpMaIUS U T.1.

JIaHHBI PEKBU3HUT YKa3bIBACTCS 0]l HAMMEHOBAHHWEM OpraHa, 1o ueHrpy. B
MIPOTOKOJIE — HW)KE HAMMEHOBAHUS KOJUIETHAIIBHOTO OpPraHa, B 3asiBJICHUH,
CITy»Ke0OHOM 3aluCKe — HIXKE PEKBU3UTA «AIpecaT», B aKT€ — HUKE PEKBU3UTA
«'pud yTBEpKIACHUIY.

Bubl mpaBoOBBIX aKTOB!

ITocTanoBneHue, pacriopsiKeHUE r1aBbl [ MIIEBCKOTO CENbCOBETa— MIPABOBBIE
aKThl, HM3JaBacMble TJIaBOM [MIEBCKOro celbcOBETaA MO BOMPOCAM MECTHOTO
3HaYeHUs] [MIEBCKOrO CEenpCOBETa M HMHBIM BOIPOCAM, OTHECEHHBIM K €ro
KOMIIETEHIIMA  YcTaBOM [ MiIEBCKOro  cenmbcoBeTa  JIOKTEBCKOro  paloHa
ANTalCKOTo Kpasi B COOTBETCTBUU C (e/IepalbHbIMU 3aKOHAMU.



[TocTaHOBNIEHUE aAMUHUCTPALMU [ MIIEBCKOTO CENBbCOBETa— IPABOBOU AKT,
n37aBaeMbli riaaBoi [ MIEBCKOTro CEbCOBETA, 3aMECTUTENIEM AJIMUHUCTPAIU
I'mnépckoro cenpcoBeTa B mpeaenax X NOJHOMOYHMI IO BOIIPOCAM MECTHOTO
3HA4YEHUs U BOIPOCAM, CBS3aHHBIM C OCYILECTBICHUEM OTIEIbHBIX
rOCyIapCTBEHHBIX MOJHOMOYHH, MEPEIAHHBIX OPraHAM MECTHOTO
caMoympaBieHus ropoja eneparibHbIMUA 3aKOHAMH M 3aKOHAMU AJITaliCKOTO
Kpas.

Pacnopsikenue agMuHHCTpanuu [ MIEBCKOTO cellbcoBeTa (MHOTO OpraHa
MECTHOTO CaMOYIIPABJICHUS) — MPaBOBOM aKT aaMUHHCTpAluu ropojaa (MHOTO
OpraHa MECTHOTO CaMOYIPAaBIICHUS), W31aBaCMbIi 10 BOMPOCAM OpTraHH3aI[UH
paboTHl AJIMHHHUCTPAIIMK TOpoJa (HHOTO OpraHa MECTHOT'O CaMOYIIPABJICHU).

[Ipuka3 — npaBOBOM aKT, U3/1aBa€Mblii pyKOBOJUTEIIEM OpraHa,
SBIIAIOLIETOCS FOPUAUYECKHAM JIULIOM, [l PELIEHHUS BOIIPOCOB, OTHECEHHBIX K
KOMIIETEHI[MHA OpraHa.

2.8. PexBu3ur «Jlata tokymeHTa»

CiyxeOHbBI TOKYMEHT JOJDKeH UMETh JaTy, B COCTaB KOTOPOM BXOJSAT YHCIIO,
MECSII ¥ TOJI.

JI1s mpOTOKOJIOB pa3IMYHBIX 3aCENaHUM JaTOU SIBJISIETCS JICHB, MECAIl U TOJT UX
MPOBEICHUS, a ISl TOCTAHOBJICHUH, PACTIOPSHKEHUN, MPUKA30B M ITUCEM — JICHb UX
perucTpaIym.

JlaToi TOKyMeHTa, TPEOYIOIIEro YyTBEPKASHUS, CUUTACTCS J1aTa €ro YTBEP)KIACHUS.
JlaTa nokymenTa odopmisieTcss apaObCKUMU UPpamMu B MOCIETOBATEILHOCTH .
JIeHb MecsIia, Mecsll, rof. JleHp Mecsia u Mecsir oQopMIISIIOT IBYMS MTapamMu
apabckux 1udp, pazieIeHHbIMUA TOYKOU, F0OJl — YETHIPbMS apaOCKuMu 1udpamu,

Hanpumep, 15.03.2018

Ecnu uncno uny nmopsiiKoBBIM HOMEP MecsIia SBISIETCS OJHO3HAYHBIM YHCIIOM, TO
nepen mudpoi CTaBUTCS HOJTb,

Hanpumep, 05.03.2018

B cnyyasx, npeaycMOTpeHHBIX OJ1aHKaMU WJIM TUTIOBBIMHU (DOpMaMU IOKYMEHTOB,
JIOTTYCKAETCS CIIOBECHO-IIM(PPOBOM c1oc00 0popMIICHUS AaTHI,

Hanpumep, 05 mapra 2018 r.

JlaTa moanucaHus yKa3blBA€TCS B JIEBOM BEPXHEU YaCTH JOKYMEHTA.

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

2 — 3 MEKCTPOYHBIX UHTEPBAIA.

Bce orMeTkH Ha ity KEOHBIX JOKYMEHTAX, CBSI3AHHBIE C UX TPOXOKIECHUEM U
WCIIOJIHEHUEM, TATUPYIOTCS U MOAIMHUCHIBAKOTCS.

JlaToil HOKyMeHTa, U3JaHHOTO COBMECTHO JIBYMsI WJIA 00Jiee OpraHu3alusiMu
(TOJKHOCTHBIMH JIMIIAMH), SIBJISCTCS IaTa TOIIHCAHHUS JOKYMEHTa MOCIIeTHeH
CTOPOHOM.

JlaHHBII PEeKBU3UT 0053aTENICH AJI BCEX BUIAOB JOKYMEHTOB.



2.9. PexkBu3uT «PerucTpanuoHHbIi HOMEP JOKYMEHTA»

PeructpaniioHHbli HOMEp JIOKyMEHTa — UHUPPOBOM UIU OYKBEHHO-
urdpoBoli UAEHTU(HUKATOP AOKYMEHTa, KOTOpPbIM (QopMHUpyeTCs Ha OCHOBE
NpHUCBOEHHOTO TopsakoBoro Homepa COJI (npu Hamuumu), OYKBEHHOTO
COKpaIeHHUs BUAa JOKYMEHTA, MOPSIAKOBOIO HOMEPA IOKYMEHTA.

Ha poxymeHTe, MOJANHCAHHOM COBMECTHO JABYMsI U 0OoJjiee oOpraHamu
(opraHuzanusMu), TPOCTABJSIFOTCS PETUCTPALMOHHBIE HOMEpa JIOKYMEHTA,
MIPUCBOCHHBIC KaXJbIM M3 HUX. PerucrpalioHHbIE HOMEpa MPOCTABISIOTCS B
MOPSAJKE YKa3aHWs HAWMMEHOBAHWW OpraHu3aldii B 3aroJ0BOYHOM 4YacTH
(mpeamOyIie) JOKYMEHTA B OTACISIOTCS APYT OT APyra KOCOH YepTOi.

JlaHHBIN PEKBU3UT 00s3aTENEH AJIsl BCEX BUIOB JOKYMEHTOB, MOIEXKAIINX
perucTpaluu.

2.10. PexBu3uT «CchblIKa HA PErUCTPAIIMOHHBINH HOMEP U ATy
NMOCTYNHUBIIEr0 JOKYMEHTa»

Ccpulka Ha perHCTPalOHHBIM HOMEDP U JaTy MOCTYNHUBIIETO JOKYMEHTA
HCTIOJIb3YETCS TOJIBKO B TEX TOKYMEHTAaX, KOTOPBIE SIBIISIFOTCS OTBETAMH, U
BKJIFOYAET JATy U PETUCTPALIMOHHBIA HOMEP JOKYMEHTA, Ha KOTOPBIN J1aeTCs
OTBET, HAITPUMED,

Ha Ne03-24/147 ot 03.02.2018
B TekcT nuchbmMa-oTBETA CBEICHHS O PETUCTPALIMOHHOM HOMEPE U J1aTe
MOCTYIHBILETO MHChbMa HE BKIFOUYAIOTCS.

2.11. PexkBH3UT «ApecaT»

AJlpecaToM JOKYMEHTa MOKET ObITh OpraHu3allvs, CTPyKTYpHOE Moipa3ieicHue
OpraHu3aluu, JOJKHOCTHOE WU (DU3UYECKOE JIUIIO.

PexBu3ut «Anpecar» opopmiisieTcst Ha OJIaHKE C YIJIOBBIM PACIIOI0KEHUEM
PEKBU3HUTOB - B BEpXHEH PaBOM 4acCTU JOKYMEHTA, Ha OJIaHKE C IPOJI0JIbHBIM
PacIOIOKEHHEM PEKBU3UTOB - CIIpaBa MoJi pekBU3uTaMu OjnaHka. CTpoku
pPEKBH3UTA «ApecaT» BIPABHUBAKOTCS I10 JIEBOMY KPAar0 WUJIM LHEHTPYIOTCS
OTHOCUTEIIBHO CaMOM JIJIMHHOW CTPOKH.

[Ipu agpecoBaHrU JOKYMEHTA IOKHOCTHOMY WK (PU3UUECKOMY JIUILY WHUIIUAIIBI
yKa3bIBatoTcs nepes pammineil. HamMenoBanue opraHu3aluu U ee
MOJpPa3ACIICHUs YKA3bIBAIOTCA B UMEHUTEIIBHOM NaJ1€KE, HAIPUMED:

Anmunauctpanus JIOKTEBCKOTO pailoHa
Komwurer no nenam apxuBoB

JIOMKHOCTD JUla, KOTOPOMY aJIpECOBaH IOKYMEHT, YKa3bIBalOT B 1ATEIIbHOM
najiexe, Harnpumep:

Anmunauctpanus JIOKTEBCKOTo pailoHa



Komurer no nemam apxuBoB
Hauaneauky otaena
N.0.®amuius

[Ipu agpecoBaHuu JOKYMEHTA PYKOBOJUTEIIO OpraHa, IopuIndecKoro Juia
HaMEHOBAHUE €r0 BXOJIUT B COCTaB HAUMEHOBAHMUSI TOKHOCTH ajJpecara,
HarpuMmep,

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

Ecau nokymeHT oTnipaBisieTcsi B HECKOJIBKO OJTHOPOJIHBIX OpraHU3aIui, TO UX
CIEAyET yKa3bIBaTh 0000IIEHHO, HAPUMED,

PykoBogurenam npeanpusitui
CTPOUTEIBHOTO KOMILJIEKCA

[Tpu pacchuike JOKyMEHTa HE BCEM OpraHU3alUsIM WU CTPYKTYPHBIM
MOAPA3AEICHUSIM MOJI PEKBU3UTOM «AJIpecar» B CKOOKaxX yKa3bIBaeTCs:

«(1mo cIucKy)».

Ecnu nuceMo azipecyercst opraHusainy, yKa3blBalOT €€ HAMMEHOBAHUE, 3aTEM
MOYTOBBIN aJIpeC, HATPUMED,

Otnenenue [lencuonnoro ¢ponaa
Poccuiickon ®@enepannun

1o AJITalCKOMY Kparo

np-kT Komcomomnncknii, 80-a
r.baprayn, 656056

IIpu agpecoBanuu TOKYMEHTa (PU3HUUECKOMY JIMITY YKA3bIBAIOT MHULIMAIIBI U
(dbammnio mosyyartesns, 3aTeM MOYTOBBIN aipec, HapUMeED,

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

B ogHOM nOKYMEHTE HE T0JKHO OBITh 00Jiee YEThIpEX aJIpecaToB.
IIpn angpecoBaHnM JOKYMEHTA HECKOJIBKUM ajapecaTam cioBo «Komus» He
nuiercs. [Ipu 6onblieM KOIUYECTBE aJIPECaTOB COCTABIISIETCS CIIUCOK PACCHUIKU
JIOKYMEHTA, U Ha KaXJOM JJOKYMEHTE YKa3bIBA€TCS TOJIBKO OJUH aJpecaT WK
aapecat oopmiiseTcs 0000IEHHO.

B agpecare BHYTpeHHEro JOKYMEHTa YKa3bIBAa€TCS JOJKHOCTh, MHUILIMAJIBI U
(baMmiisl pyKOBOJIUTEIS OpTraHa.

CHOucok pacChUIKHA COCTABIIAETCS UCITOTHUTEIIEM.

B cocraB pexBusuTa «Aapecar» MOKET BXOAUTH OYTOBBIN aIpec. DIEMEHTHI
MMOYTOBOIO aJpeca YKa3blBalOTCA B IOCIEAOBATEIBHOCTH, YCTAHOBJIEHHOU
IIpaBunaMu Oka3aHus yCIYT MOYTOBOU CBA3H.


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

[TouToBBIM afgpec HE yKa3bIBACTCS B JOKYMEHTAX, HAMPABISCMBIX B BBICIIIHE
OpraHbI BJIACTH, BBIIIECTOSINHNE OPraHU3aIlMH, [TOABEIOMCTBEHHEIC OPTaHU3AINH 1
MIOCTOSTHHBIM KOPPECIIOHICHTAM.

[Tpu oTmpaBKe MUCHMA IO AIEKTPOHHOM IoUTe WK (PaKCHMUILHOM CBs3H (0e3
JOCBUIKH T10 ITOYTE) MMOYTOBBIH aapec He yKasbiBaeTcs. [Ipu HeoOX0AMMOCTH
MOJKET OBITh YKa3aH 3JICKTPOHHBIN ajapec (HoMep Tenedona/dakca).

2.12. PexkBu3ut «I'pud yrBepkaeHns TOKYyMEHTA»

VYTBepxkeHne — 0coOblii crnoco0d yA0CTOBEPEHUS JOKYMEHTA. [JJoKyMeHT,
NOJIEKAIINHA YTBEPKACHUIO, IPUOOPETAET IOPUINUECKYIO CUITY TOJIBKO C
MOMEHTA €r0 yTBepkKACHUS. JIOKYyMEHTBI yTBEPKAAIOTCS COOTBETCTBYOLIUMU
OpraHamM¥ WIXA JOJKHOCTHBIMHU JIMI[AMH, B KOMIIETEHIIUIO KOTOPBIX BXOJUT
pEILIeHNE BOIIPOCOB, U3JI0KEHHBIX B ATUX IOKYMEHTaX.

I'pud yTBepkIeHHsS TOKYMEHTa MPOCTABISAETCA HAa JOKYMEHTaX B MPaBOM
BEPXHEM YTJy MEPBOTO JIUCTa TOKYMeHTa. CTPOKM PEKBU3HUTA BBIPABHUBAIOTCS I10
JI€BOMY Kparo WM HEHTPYIOTCS OTHOCUTEIBHO CaMOM JUIMHHON CTPOKH.

[Ipu yTBEep>KIEHUU JOKYMEHTA JOJKHOCTHBIM JIMLIOM TpU( YyTBEpKIACHUS
coctour u3 ciuoBa YTBEPXJIAKD, HauMeHOBaHUS JODKHOCTH  JIMIIA,
YTBEPKJAIOIIEr0 JOKYMEHT, €ro IMOANUCH, WHULWAJIOB, (aMHIMU M JaThl
YTBEPKJICHUS.

Hanpumep:

YTBEPX]JIAIO
(momxHOCTB)

HaumenoBanmue
OopraHu3aluu

N.O0.®amunusa
JINYHAs OOAIUCH
JlaTta

1503071
YTBEPXJIAIO
['maBa agmMuHUMCTpanu
paiioHa
N.O.Oamummns
JIMYHAS OITHCH
JlaTa

HpI/I YTBCPKACHHUU JOKYMCHTA HCCKOJIbKUMHU NOJDKHOCTHBIMU JIMIIAMHU UX
MoAKrCH paciiojararoTcsa Ha OAHOM YpOBHC, HAIIpUMCED,

YTBEPXJIAIO YTBEPXJIAIO
[Ipencenarens komuTeTa [Ipencenarens oTaena
1o 00pa30BaHUIO 0 KyJbTYype

N.O0.®damunus N.O0.®damunus




JINYHAS TOAIHCH JINYHAS TOAIHCH
Hata JlaTa

[Ipu yTBepkAeHUU AOKYMEHTa pacHoOpPSAUTEIbHBIM JOKYMEHTOM TIpUd
yTBepxacHus coctout w3 cioBa ' YTBEPXJ/EH" ("YTBEPXIEHA",
"VTBEPXJIEHBI" nnu "VTBEPXJIEHO"), coriacoBaHHOTO ¢ HauMEHOBaHHEM
BHJIa YTBEPKIAEMOT0 IOKYMEHTa, Ha3BaHUS BUJA PACIIOPSIUTEILHOTIO JOKYMEHTA
B TBOPUTEIBHOM MaJIeKe, €ro AaThl, HOMepa. Hanpumep:

(Pernmamenr) YTBEPXJ/IEH
(HauMeHOBaHME JOKYMEHTA)
OT « » N
(ITpaBuia) (YTBEPXIEHBI)
(HanMeHOBaHHE JOKYMCHTA)
OT « » N

IIpn yTBEpKAEHUH AOKYMEHTA KOJUIETHAIBHBIM, COBEIIATEIbHBIM WA WHBIM
OpraHoM, pElIeHUs1 KOTOPOro (PUKCUPYIOTCS B MPOTOKOJIE, B rpude yTBEpKIACHUS
yKa3bIBaeTCs,, HAMMCHOBAHHWE OpraHa, Jara W HoMep MpoTokona (B CKOOKax).
Hanpumep:

(ITonoxenwue) YTBEPXIEHO
Hay4HO-TeXHUYECKUM COBETOM
OBY "Unnoarus”
(mporoxkoit ot 12.09.2017 N 12)

2.13. PexBm3ut «Pe3oaronusa»

B coctaB pe3ontonuu BXOJIAT CAEAYIOIME SJIEMEHThI: (paMuiIus, MHUIAIbI
ucnojaHUTeNs (MCIIOTHUTENICH), COJIep)KaHue TIOPYUYCHHS, CPOK MCIIOTHCHHS,
MOAIHCH, AaTa.

B cnyyasx, koraa nmopydyeHue J1aeTcs AByM WIIM HECKOJIBKUM JIMLIAM, PABHBIM 110
JNOJKHOCTH, OTBETCTBEHHBIM HCIOJIHUTEIIEM SIBIISIETCA JIMIO, YKA3aHHOE B
MMOPYYEHUU EPBBIM.

PexBuzut «Pe3oimonus» Mumercss OT PyKd B BEPXHEW IPaBOM 4aCTH JOKYMEHTA.
Pe3ountonus MoxkeT 0hopMISITECS HA OTACIIBHOM JIUCTE C YKa3aHHEM
PETUCTPALIMOHHOIO0 HOMEPA U JIaThl IOKYMEHTA, K KOTOPOMY PE30JIFOLIHS
OTHOCHTCH.

JlaHHBII PEeKBU3UT 00s3aTENICH AJI BCEX TOKYMEHTOB, MOJICKAIINX UCTIOTHEHUIO
Y ITIOCTAHOBKE HA KOHTPOJIb.

2.14. PexkBU3UT «3arojioBOK K TEKCTY»

JlokymMeHTHI (ITOCTaHOBIICHUE, PACTIOPSKCHIE, TTPUKA3 U JIP., 3a HCKITFOUCHUEM
MOpYUYEHUH, TeJerpamMmm, Tele)OHOrpaMM, U3BEIIICHHIA) JOKHBI HMETh 3ar0JIOBOK.



3aroj0BOK K TEKCTY MeYaTaeTcsl OT JIEBOM IpaHUIIbl TEKCTOBOTO MOJIsI, 6€3
KaBbIYeK, OH JOJDKEH OBITh MAaKCUMaIbHO KPaTKUM U OTBEYaTh HAa BOIIPOC:

«O gem?», Hanpumep, «O0 U3MEHEHHH...», «O BBIJACICHUH...». TOUKa B KOHIIS
3aroJIOBKa HE CTABUTCS. 3aroJIOBOK, COCTOSIINN U3 HECKOJIBKUX CTPOK, IMEYaTaCTCA
yepe3 OJIMH MEKCTPOYHBIN HHTEPBAI.

JlinHA CTPOKM 3arojioBKa — He Oojiee 28 meyaTHhIX 3HAKOB.

2.15. PexkBu3uT «OTMETKA 0 KOHTPOJIE»

[IpocTaBnsieTcst Ha BceX JOKYMEHTaX, TPEOYIOMIMX KOHTPOJISL UCIIOTHEHHUSI, B BUJIE
OykBBI «K» (KKOHTPOJIB») WM IITAMIIOM KKOHTPOJIb» B BEPXHEM I10JIC JOKYMEHTA.

2.16. PexBu3ut «TekeT JOKYMeHTa»
TpeOoBanus, npeabsiBjisieMble K TEKCTY Pa3JIHYHBIX BHI0B TIOKYMEHTOB

TekcT MOKyMEHTa JOJKEH OBITh COCTAaBJIEH I'PAaMOTHO, SICHO, TIOHSITHO U MO
BO3MOKHOCTH KpPAaTKO, COOTBETCTBOBATh IMPABWJIAM M HOPMaM PYCCKOIO S3BIKA.
TekcT M1OKyMeHTa JOJKEH COJIepkKaTh JOCTOBEPHYIO U aKTyalbHYI0 HH(GOPMAIHIO,
JIOCTATOYHYIO JIJIsl PUHSATHS PEIICHUN WU WX UCIIOJIHEHUS, HE IOJKEH JOMYCKaTh
Pa3IUYHBIX TOJTKOBAHUIA.

B Texcte qokymeHTa, MOJrOTOBICHHOM Ha OCHOBaHUU 3aKOHOJATEIbHbBIX WU
MHBIX HOPMATUBHBIX MPABOBBIX aKTOB, paHee W3JAHHBIX PACHOPAIUTEIbHBIX
JIOKYMEHTOB, YKA3bIBaIOTCSA UX PEKBU3UTHI:

- HAaMMCHOBaHWE JIOKYMEHTa, HANMEHOBaHWE OpraHa BjacTH (OpraHu3aIuu),
u3aBmiero(ei) TOKyMEHT, JaTa JOKyMEHTa, PETUCTPAIMOHHbBIN HOMEp JOKYMEHTA,
3aroJ0BOK K TEKCTY;

- HAaMMEHOBAHWE OpraHu3allMu WIH AOJKHOCTHOTO JIMIA, YTBEPAUBILIETO
JIOKYMEHT, JlaTa YTBEPKACHUS IOKYMEHTA.

TexkcT JOKyMeHTa MOKET COJAEpKaTh pas3desbl, NOAPA3ACibl, ITYHKTHI,
MOAMYHKTHI, HyMepyeMble apaOckumu udpamu. YpoBHel pyOpuKanuu TeKCTa He
JIOJIKHO OBITH O0Jiee YeThIpeX.

CBs3HBIN TEKCT, KaK IPaBWIO, COCTOUT U3 JIBYX YacTeil. B nepBoi yactu
YKa3bIBAIOT IPUYHUHBI, OCHOBAaHMUS, LIEJIU COCTaBIEHUS IOKYMEHTa, BO BTOPOM —
3aKJIIOYUTEIbHON — PEIIeHUSs], BBIBOJIbI, MPOCHOBI, PEAJIOKEHUS, PEKOMEHAAIUU.
TekcT MOXKeT coiepKaTh OJIHY 3aKIIOYUTEIBHYIO YacTh (HalpuMep, PUKa3bl —
pacropsAUTENbHYIO YaCTh 0€3 KOHCTAaTUPYIOIIEH; MUChMA, 3asBJIICHUS — IPOCHOY
03 TMOsSICHEHUS; CIIPAaBKH, TOKJIATHBIC 3aIIUCKH — OIICHKY ()aKTOB, BBIBOIBI).
Heo6xoauMo ucKITIoYaTh U3 TEKCTA JIMIIHUE CJIOBA, KOTOPHIE B JOKYMEHTE HE
HECYT HUKAKHX CMBICIIOBBIX OTTCHKOB (HE KHACTOSIIIIUHN aKT», a KaKT»; He
«HACTOSIIIIAM TPEJTaracTCs», a KIpeyIaracTCs» WiIh KIIpeiaracm»).
Ynorpebnenue npodpeccuoHann3MoB (CII0B, CBOWCTBEHHBIX JIOISIM KaKOH-IH00
poheCCum) TOJKHO OBITH OTPAHUICHO.

Crnenyet n3berarh TaBTOJIOTHH («CBOOOTHAS BakaHCHs», «B cpok 10 10.05.2018»).
B TekcTe mokymMeHTa (KpoMe MPaBOBOT'O aKTa) CJICAYET YIOTPEOISITh HITH
obmrenpuHsAThIe cokparierus (OO0 — 00mEecTBO ¢ OrpaHHYESHHON
OTBETCTBEHHOCTHIO) WIIM COKPAIEHUS, paciiupoBaHHBIC B CKOOKaX MIPH MEPBOM



YIIOMUHAHUH B TEKCTE, HAIIPUMEp, T'pyIIa ONepaTUBHOTO pearupoBanus (naiee —
'OP).

Hanucanue oTienbHbIX HAUMEHOBAHUM, CJIOB U CIIOBOCOYETaHUM, HauOOJIee 4acTo
yIOTPEOIIeMBIX B TEKCTE JJOKYMEHTA, U3J0KeHO B npuioxeHuu 10.

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

TeKCTBI CIIOKHBIX JOKYMEHTOB (CIIpaBKH, OTYETHI, 0030PbI, JTOKJIA/IbI, TIOJI0XKCHHSI
U T.JI.) JEJISATCS Ha Pa3aeiibl, MyHKTHI, MTOAITYHKTHI.

Pa3znenbl TekcTa cCHA0XKaKOTCs 3aroJ0BKaMH, KOTOPbIE LICHTPUPYIOTCS MO IIUPUHE
TEKCTa.

OT TekcTa 3arojIOBKU OTACISIIOTCS] OJTHUM MEXCTPOUHBIM HUHTEpBasioM. HymepyroT
pazielibl, IyHKTHI U TOJAMYHKTHI apaOCKUMU LU pamu.

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

2. Komurery 1o emaM MOJOACHKH ............. :
2.1. O0ecequTs ......u.. ... :
2.2. PasmecTuTh ...vonenn ... )

O0603HaueHUs MOJIMYHKTOB NMEYATAIOTCS C KPACHOU CTPOKH.

B Ttakux nokymeHTax, Kak 0ObSICHUTEIbHbBIC 3aITUCKH, JOKJIAIHbIE 3aMUCKH,
UCIoab3yercs Gopma U3JI0KEHUS OT IEPBOTO JIMIA €IMHCTBEHHOIO YnCia
(«ITpornry HampaBUTh...», «CYUTAI0 HEOOXOAMUMBIM...»).

B npyrux Bumax 10KyMEHTOB HCIOJIb3YETCs PopMa U3T0KEHUSI OT TPETHETO JIUIa
¢JIMHCTBEHHOTO YUCIIA (...CYUTACT BO3MOXKHBIM...», «...HE BO3PAXKAET...» U T.JI.)
WM TIEPBOTO JIMIIAa MHOKeCTBeHHOTO uncia («Hampasisem...», «[Ipocum...»). B
JAHHOM CJIy4ae PyKOBOJUTENb, MOAMUCABIINI JOKYMEHT, BHICTYIA€T OT UMEHU
oprasa.

CiyxeOHbIe TOKYMEHTBI I1€YaTAI0TCA Ha KOMITBIOTEPE C UCIIOIB30BAHUEM, KaK
npaBmiio, TekcroBoro pemakropa Word for Windows mpudrom Times New
Roman pasmepom 14 (uist co3manusi OCHOBHOTO TEKCTa JOKYMEHTA) 4epe3 OJUH
MEKCTPOUHBIM UHTEPBAJ, IOMYCKACTCS MeyaTaTth JOKYMEHTHI U uepe3 1,5
MEKCTPOUYHBIX HHTEpBaa (MMChMa, JTOKJIaabl, 01aro1apCcTBCHHBIC MTIChMA,
CIPaBKH, JTOKJIATHBIC 3aIMCKH U T.J.), KpPOME TIPABOBBIX aKTOB. B OTICIEHBIX
CJIy4asix B MIPOEKTAX MPABOBBIX aKTOB pazMep MIpUdTa MOKET ObITh YMEHBIIIEH 10
13 wm 12 (1 TabJInIl, PUCYHKOB H T.I1.).

JIns BbIIEIEHUS YaCTH TEKCTa JOKYMEHTA, 3aroj0oBKa, MPUMEYAHUS MOTYT
MCIIO0Ib30BaThCS WPUTHI APYTUX TUIIOB U Pa3MEPOB, JKUPHOE HaUepTaHUE,
KYPCHB, U3MECHCHHBIH (YMECHBIICHHBIN) HHTEPBAT MKy CTPOKAMHU, CMEIICHHE
OTHOCHTEJIHHO TPAaHUI] OCHOBHOTO TeKcTa (KpOMe MPOEKTOB MPABOBBIX aKTOB).
[Ipu neyaTaHuu TaOIUI TAKXKE MOKHO UCIOJIB30BaTh IPUTHI APYTUX pa3MEPOB.
B nokymeHTax, U3roToBlIeHHBIX Ha Oymare ¢opmara A4 U BKIIOYAIOIINX
COJIEpKaTENbHYIO YaCTh, IPEACTABICHHYIO B BUJE TAOIUIIbI, IOMTyCKAETCS
PacIoyoKeHHE PEKBU3UTOB MapajuieIbHO AJTMHHONW CTOPOHE JIUCTA.



PexBu3uThI (KpoMe TEKCTa), COCTOSIIINE U3 HECKOIBKUX CTPOK, MEeYaTatoT
4yepe3 OJUH MEXKCTPOYHBIA WHTEPBaJI. PEKBU3UTHI OTACIAIOT APYT OT Apyra 2 — 3
MEKCTPOUYHBIMU MHTEPBAJIAMMU.

B noanucannabie WK yTBEPKIECHHbBIE JOKYMEHTBI BHOCUTH KaKue-1100
W3MEHEHUSI, UCITPaBJIEHUS, IOMOJIHEHUS 0€3 pa3pelieHus 1A, MOAMUCABIIETO
WJIM YTBEPJUBIIETO JOKYMEHT, HE IOMYCKAETCS.

PexBU3UTHI WIIK UX YACTH, BHOCUMBIE PYKOIIMCHBIM CITIOCOOOM B IOKYMEHTHI,
MPEIHA3HAYCHHBIE U1l PA3MHOKEHHUS, BBIIOJIHSIIOTCS TOJIBKO YEPHUIAMH WU
MacTOM TEMHOTO IIBETA.

[Ipu HanM4YMU B TEKCTE CCHUIKM HAa CHOCKY OHa 0(hOpMIISieTCs 3BE3J0UKOM WK
nudpoit, Hanpumep: * win 1. TeKCT CHOCKH MevaTaeTcs 4epe3 OauH
MEKCTPOUYHBI MHTEPBAJI B KOHIIE KAXKJI0M CTPAHUIIBI WIIM TIOCJIE MTPUIIOKEHHUS B
uenom noa ueproil. [locne cuMmBoa ee TEKCT revaraercsi ¢ IponucHoil OykBel. B
KOHIIE TEKCTa CHOCKH CTaBUTCS TOYKA.

Ha oaHoit cTpanuile He JOKHO MPOCTABIATLCA 00JIee TPeX CHOCOK.

2.17. PexkBu3uT «OTMETKA 0 HATMYHUYU MPUIOKEHHUS»

[TpunoxxeHue K MpaBoBOMY akTy (MpuIokeHue 4) TOKHO 0053aTeITLHO
VMMETH CIEIYIOIINE 3JIEMEHTBI: TPUIIOKEHNE, YKa3aHUE BUJIA TOKYMEHTA, K
KOTOPOMY OHO IIPUJIAraeTcsi, €ro AaTy U HOMEp, 3arojioBOK, TEKCT.

Ecnu npunoxenune ogHo, 0HO HE HyMepyeTcs. [Ipn HATM4YnM HECKOIBKUX
MPUIOKEHUI Ha KaXKJIOM U3 HUX MPOCTABIISIETCS MOPSAKOBas 1u(pa B TOU
OYEpPETHOCTH, B KAKOM OHU YIIOMHUHAIOTCS B TEKCTE JOKYMEeHTa. OTMETKA O
HOMEpE NPWIOKEHUS IOKYMEHTa, K KOTOPOMY OHO IPHUJIATAETCA, YKa3bIBACTCS B
IIPaBOM BEPXHEM YTy MIEPBOTO JUCTa. 3HAK Ne HE eYaTaeTcs.

[Tpunoxenust opOpMIISIIOTCS. HA OTAEIBbHBIX JIUCTaX, CTPAHUIIBI B KAXKIOM
MPUJIOKEHUN HYMEPYIOTCSI CAMOCTOSITEIIbHO, HAYUHASL CO BTOPOIO JIMCTA.

Ecnu B npuioxxeHnn uMeroTcst Hu(poBbie MOKa3aTelu, TO YKa3bIBaETCs
€IVHHULIA UX U3MEPEHHUS.

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

€CJIM TIPUIIOKEHNE HA3BAaHO B TEKCTE!
[Tpunoxenue: Ha 5 1., B 2 9K3.

Ecnm moxymMeHT uMeeT MpUIoKeHsI, He Ha3BaHHBIE B TEKCTE WJIN €CIIN
MIPIIOKEHU I HECKOJIBKO, TO MX HANMEHOBAHHS HEOOXOIUMO TTEPEUUCIISITH C
yKa3aHUEeM KOJIMYECTBA JTUCTOB B KAXKIOM MPHUIOKEHUH U YUCIIOM UX
AK3EMIUSIPOB, HAIIPUMED,

[Ipunoxenue: 1. ltaTHOE pacnucanue Ha 2 1., B 5 9K3.
2. Kommus mpukasa ot 15.02.2018 Nel2 na 1., B 1 3Kk3.

Ecnu eciin mucbMo HaIpaBiisieTCsl HECKOJIBKUM ajipecaTaM, a IOKyMEHT-
MIPUJIOKEHUE TOJIBKO MEPBOMY aJPECATy TO B OTMETKE O HATUYUU MPHUIIOKECHUN
YKa3bIBAETCA, B KAKOW aIpeC MOCHUIAETCA MPUJIOKEHUE, HATPUMED,



[Ipunoxenue: Ha 5 1., B 1 9K3. B IepBBIN ajpec.
Ecnu npunoxeHnue cOponropoBaHo, TO YKa3bIBAETCS TOIBKO KOJIUYECTBO
AK3EeMIUISIPOB, HAIIPUMED,

[Tpunoxenune: MHCTPYKITUS IO IETOMPON3BOJICTBY, B 2 IK3.

Ecnmn x nOKyMeHTy IpuiaratoT Apyroi JOKyMEHT, HMEIOLIUN TPUIIOKEHHE,
TO OTMETKY O HAJIMYUU MPUII0KEHHS OPOPMIISIOT CIEAYIOIUM 00pa3oM:

[Tpunoxenune: moroBop orT 15.03.2018 Nel85 wu mnpumokeHne K HeEMy,
Bcero Ha 12 1., B 1 9Kk3.

Ecnu npunoxxeHneM SBISFOTCSI JOKYMEHTHI, 3alIMCAHABIC HA (PU3UIECKU

000CO0JIEHHBIN 3JIEKTPOHHBIA HOCUTEb:

[Tpunoxenne: DVD-R B 1 3k3.

IIpu »TOoM Ha BKIambiie (KOHBEPTE), B KOTOPBIH IOMEIIAETCS HOCHTEIb,
YKa3bIBAIOTCS HAWMMEHOBAHHS JOKYMEHTOB, 3alMCaHHBIX Ha HOCHUTENIh, WMEHA
(aitnoB, 00beM B OaliTax.

2.18. PexBu3ur «Iloamuce»

[Toanuck — o0s3aTenbHbIN PEKBU3UT JoKyMeHTa. [loanuckiBatoTces u
YTBEPKIAIOTCS TIEPBBIE IK3EMIUISIPBI TOKYMEHTOB, IIPU HEOOXOUMOCTH — UX
KOIIHH.

JIOKYMEHTBI TOANMCHIBAIOTCS TOTKHOCTHBIMU JIMIIAMU OPTaHa B COOTBETCTBUU C
JOJKHOCTHBIMU UHCTPYKIUSIMU. B cocTaB moanucu BXoauT 0003HaYeHUE
JOJDKHOCTH JIUIIA, TTOAMKUCABIIETO JOKYMEHT (ITOJIHOE, €CJIM IOKYMEHT COCTaBIICH
He Ha OJIaHKe, M COKpAIEHHOE — Ha JJOKYMEHTaX, COCTABJICHHBIX Ha OJIAHKAX),
JTUYHAas MOANUCH U €€ paciupoBKa, HapUMep,

I'maBa ropona JINYHAs TIOATNCH N.0.®amunus
WIn

[Ipencenarens koMuTETA
1o 00pa30BaHUIO JINYHAS TIOAIHUCH N.O0.®amunus

[tammbl ¢ (aKCHMUIBHBIM BOCIPOHM3BEJICHHEM MOMNMUCH ((hakcHuMuIIe)
MOT'YT UMETh PYKOBOJUTEIN OPTaHOB U UX 3aMECTUTEIIN.

HeobxoaumMocThb M3TOTOBJIEHUS niramna c (baKCUMUITbHBIM
BOCTIpoM3Be/icHHEeM Toanuck  (pakcumuie) pyKOBOJUTENS oOpraHa U €ro
3aMECTUTENIEN ONPENEIIAETC PYKOBOAUTEIEM OpraHa.

[Topsinok ucnosb3oBaHus (PaKCUMUIIE U MEPEUYEHb IOKYMEHTOB, Ha KOTOPBIX
JIOMYCKAaeTCs UCIO0JIb30BaHUE (paKCUMUJIE, ONPEIEIIIeTCs] IPAaBOBBIM aKTOM OpraHa.



IIpu cornacoBaHnu TOKyMEHTA JIMIIOM, UMEIOIINM ITPABO MOJAMUCH B CIy4dae
BPEMEHHOT'0 OTCYTCTBUS PYKOBOJAUTENS, paciiudpoBka haMIinm yxe
MOATOTOBJIEHHOTO M COTJIACOBAHHOTO MPOEKTa TOKYMEHTA BHOCUTCS OT PYKHU.

JIOKyMEHT MOXET OBITh MOJMKUCAH UCTIOJIHSIOIIUM O0S3aHHOCTH
JOJKHOCTHOTO JIMIIA ¢ YKa3aHUEM €ro (DaKTUUeCKOUN NOKHOCTH U (haMUIIUH.

He nonmyckaercst CTaBUTh KOCYIO YEPTY, HAAIIUCH «3a%», «3aM» IIEpe
HAaNMEHOBAHUEM JOJDKHOCTH JIMLA B IOANUCH, €CIU JOKYMEHT MOANUCHIBAET HHOE
JOJKHOCTHOE JIUIIO.

Jlonyckaercs B pekBu3utTe «lloanuce» neHTpupoBaHNE HAUMEHOBAHHUS
JNOJDKHOCTH JIMLA, MOANMKUCABIIETO IOKYMEHT, OTHOCUTEIBHO CAMOM AJIMHHOU
CTPOKH.

ITocTanoBnEeHUs, paCIOPSKEHUS AIMUHUCTPALMY pailoHa — TJIaBOU
aIMHUHUCTPALNY PANOHA, MPUA €r0 OTCYTCTBUU — JIMLIOM, UCITOJTHSIOIIUM €T0
00s13aHHOCTH.
[TocTaHOBIICHHUS, PACTIOPSDKEHUS CENbCKUX (TIOCEITKOBOW) aIMHHHUCTPAIIMNA —
TJIaBOM CebCKOM (ITOCETKOBOM) aIMUHUCTPAIIUH, IPH €r0 OTCYTCTBUHU — JIUIIOM,
UCTIOJTHSIIOIINM €T0 00513aHHOCTH.
[Tpuka3el — pyKoBOIUTEIEM OpraHa (P ero OTCYTCTBUU — JIUIIOM,
UCTIOJTHSIOINM €ro 00s13aHHOCTH) JINOO €ro 3aMEeCTUTEIIEM B COOTBETCTBHUU C
JNOJKHOCTHOM MHCTPYKIHEH.
B ornenax, yrpaBieHUsIX 1 KOMUTETAX JOKYMEHTHI TOANUCHIBAKOTCS
pyKoBoaHTEIEeM (IIPH €0 OTCYTCTBUU — JIUIIOM, UCTIOTHSIOIIMM €ro 00sI3aHHOCTH)
100 3aMECTUTENIEM PYKOBOJIUTEIISI B COOTBETCTBHUU C TOJIKHOCTHOM
MHCTPYKLHEH.

IIpy mnoanucaHnu JOKYMEHTAa HECKOJIBKUMH JOKHOCTHBIMM  JIMIAMH,
3aHMMAIOIIMMU PA3HOE MOJ0KEHUE, UX MOANUCH PACTIONIATAOTCS OJHA MTOJ APYTrOn
B MOCJIEIOBATEIBHOCTH, COOTBETCTBYIOLIEN CTaTyCy NOKHOCTH. Hanpumep:

[Ipencenarens [Toanuck N.0. ®amumnus

['naBHbI Oyxrantep [Toanuce N.0. ®amumnus

[Tpu moamucaHuy JOKyMEHTa HECKOJBKUMU JIUIIAMUA PAaBHBIX OJKHOCTEH MX
MOAMMUCH PacoJiararoTcs Ha oJHOM ypoBHe. Hanmpumep:

3aMeCTUTENb TUPEKTOPa 3aMeCTUTENb TUPEKTOpa
10 (MHAHCOBBIM BOIIPOCAM 0 aAMUHUCTPATUBHBIM BOIIPOCAM
[Tongmuces  N.O. @amunus [Toanuck N.0. ®amunus

B nokyMeHTax, HOATOTOBIEHHBIX KOMUCCHEH, B MOJANMUCH YKA3bIBAETCS CTATyC
JYIa B cocTaBe komuccuu. Hanmpumep:

N.0. ®amunnsa

[Ipencenarens KoMHUCCHU [Toanuck



YieHbpl KOMUCCUU [Hoamuce N.0. Gamunus

[Honmuce N.0. Gamunus

[lpy ToamUcCaHWUM JOKYMEHTa JIMIOM, HCIOJHSIOMUM  OO0sS3aHHOCTH
PYKOBOAMTEJIS, MOANUCH O(QOPMIISETCS ¢ yKa3aHUEM CTaTyca JAODKHOCTHOTO JIAIA
B COOTBETCTBHHU C IpHKa3oM (pacnopspkeHuem). Hanpumep:

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

Hcnionasgrommii 0013aHHOCTH
TAPEKTOPA IHoanuce N.0. ®amunns

IToamuck pacrionaraeTcst HUKe TeKCTa Ha 2 — 3 MEKCTPOUYHBIX HHTEpBaJIa, JITTHHA
CTPOKH C YKa3aHUEM HaMMEHOBAaHHS JOJDKHOCTHOTIO JIUIIA HE JOJDKHA MPEBBIIIAThH
8 cM u meyaTaeTcs yepe3 OauH MEKCTPOYHBIM HHTEepBall. PacmmdpoBka moamucu
pa3MeIaeTcs Ha YPOBHE MOCIIEIHEH CTPOKH HAMMEHOBAHHUS JIOJDKHOCTHOTO JIMIA U
BBIPABHUBAETCS 10 TIPABOMY Kparo JOKyMeHTa. Mexmy nHUIManamMu u pamMuimeit
npoOes He CTaBUTCS.

2.19. PexkBu3ut «CorjiacoBanue u BU3BMPOBaHHE JOKYMEHTa»

I'pud cornacoBaHusi MPOCTABIAETCS HA IOKYMEHTE B CIIy4ae €ro BHEIIHETO
corjacoBaHus (CoriacoBaHW€ C OpraHaMH BIIACTH, HWHBIMH OpPraHU3ALMSIMHU,
JOJKHOCTHBIMU JIMIIAMHU).

I'pud cormacoBanus B 3aBUCUMOCTH OT BHJA JIOKYMEHTA U OCOOEHHOCTEMN €ro
obopMIIEHHUS MOYKET MPOCTABIIATHCS .

- Ha MEPBOM JINCTE JOKYMEHTa (eClIi JOKYMEHT UMECT TUTYJIbHBIN JIUCT, - Ha
TUTYJBHOM JINCTE) B JICBOM BEPXHEM YyIJy Ha ypoBHE Ipuda YTBEPXKICHHS HIN
0] HANMEHOBAaHUEM JJOKYMEHTA OJIMKE K HHYKHEMY TOJII0);

- Ha TIOCJIETHEM JIMCTE JIOKYMEHTA IMOJT TEKCTOM,

- Ha JIUCTE COTJIAaCOBAaHUSI, ABIISIONIEMCS HEOTHEMIIEMOM YacThIO JOKYMEHTA.

OdopmitsieTcs coriacoBaHue JTMOO BUSUPOBAHUEM MPOCKTA JOKYMEHTA,
1160 TprdOM COTIIACOBAHMUS.

IIpu cornacoBaHuu TOKyMEHTA BH3a BKJIIOYAET B c€0s HAMMEHOBAHUE
JOJDKHOCTH JIUIIA, BUSUPYIOIIETO JOKYMEHT, MOJMKUCH, paciupOBKY MOIMUCH
(vHMIMAIIBI, (PaMUJINS) ¥ ATy IOAITHUCAHUS.

Bu3sbl npocTaBiasoTCS Ha JUIEBOM CTOPOHE HUIKE TOAMUCH PYKOBOAUTEIIA,
Hampumep,

I'pud cornacoBanus coctout u3 cinoa COI'JTACOBAHO", nomxHOCTH
JIMIA, ¢ KOTOPBIM COIIACOBAaH JOKYMEHT (BKJIIOYas HAMMCHOBAHHUE OPraHU3aLINH),
€ro COOCTBEHHOPYYHON MOAMUCH, WHUIIMAIOB, (aMHIIMM, JaThl COTJIACOBAHMSI.



Hampumep:
COI'NTACOBAHO

N.O.®amunusa
JINYHAas MOITNCH
JlaTa

[Tpu coracoBanmm CITy>K€OHBIX JOKYMEHTOB BHU3bI IPOCTABIISIOTCS HA
MOCJICTHEM JIUCTE BTOPOTO IK3EMILISpA JOKYMEHTA PSAIOM C PEKBU3HTOM
«OTMeTKa 00 UCTIOTHUTENE.

Ecnu cormacoBanue oCymecTBISICTCS MUCHbMOM, MPOTOKOJIOM, TO TpUQ
corjlacoBanusi opopMIISIeTCs 0 cieayrolieit popme:

COI'TTACOBAHO
[Tucemom MHCTHTYTA BOJHBIX
1 DKOJIOTHYECKHUX MPoOIeM

Cubupckoro otaenenus PAH
ot 06.02.2018 Ne451-805

nIm

COI'NTACOBAHO

[Iporokonom 3acenanus [IpaBnenus
CTPaxoBOM KOMITaHUM
«HenBmxumMocTb»

ot 21.02.2018 Ne107

I'pud cornacoBanus pacnonaraercst Huxe pekpusznurta «lloanucs» B IeBOM
HIDKHEM YTy JIOKYMEHTA.

I'pud cormacoBanust MOXKET pacriojiaraTbCs Ha OTeIbHOM «JIucTte
COTJIACOBAHMS», €CIIU COJACPKAHUE JOKYMEHTA 3aTPAaruBacT UHTEPECHl HECKOJIBKHUX
opranu3anui. Ha nokymenTe nenaercst otmerka «JIuct cornacoBanus
MPUJIaraeTcs».

CornacoBaHue MPOEKTOB MOCTAHOBIICHUH, PACTIOPSIKEHUN, IPUKA30B
OpPraHOB MECTHOTO caMOyIpaBlieHus (1ajee — IpaBoOBbIC aKThl) OGOPMIISICTCS Ha
000pOTHOM CTOPOHE MOCJIETHETO JIUCTAa IPABOBOI0 aKTa, Mepe]] MPUIOKEHUSIMU
(mpwitoxeHue 5).

B nokyMeHTax, NOMJIMHHUKHA KOTOPBIX XPAaHSATCS B OpraHU3alNH, BU3bI
MPOCTABJSIOT Ha TIOCIEIHEM JIUCTE JOKYMEHTa IOJi MOJMUCHhI0, Ha 000poTe
MOCJICTHETO JIMCTAa NOJJIMHHUKA JIOKYMEHTAa WIM Ha JIUCTE COIVIAaCOBAHMS
(BU3UPOBaHU), MPUITATAEMOM K JIOKyMEHTY.

B wucxomdmmx JOKyMEHTax BHU3bl MPOCTABISIIOTCS HA  JK3EMIUISpax
JOKYMEHTOB, IOMENIAEMBIX B JIEJIO.

[To ycMOTpeHUIO OpraHu3alui MOXKET IPUMEHSATHCS MMOJMCTHOE BUSUPOBAHUE
JOKYMEHTA U €r0 MPUIIOKECHUM.

I'pud cormacoBanusi MpaBOBBIX AKTOB COJEPKUT CIACAYIONIUE AIEMEHTHI: IPU
coOmonenuu noJiei: meBoe — 10 mm, mpaBoe — 35 MM, Bepxaee — 20 MM, HIKHEE



— 20 MM, B BepxHEH 4acTH JINCTA OT TPAHUIIBI JICBOTO ITOJIS IIeYaTaeTCs CIIOBO
«COI'NTACOBAHO», nanncanHoe NponUCHBIMU OyKBaMu 0€3 KaBBIUEK,
HAaMMCHOBAHUE JIOJDKHOCTH (BKIJIFOUAss HAMMEHOBAHHE OpPTaHa), JIMYHYIO MOJIIHUCH,
JaTy COTJIACOBAHUS, MHUIIMAJBI U (PaMUJTUIO JIUIIA, C KOTOPBIM COTJIaCOBBIBAETCS
JIOKYMEHT.

2.20. PexkBusur «Ileuarp»

ITeyaTp 3aBepsAET MOMIUHHOCTH MOJMUCH JOJHKHOCTHOTO JIMIA Ha
JOKYMEHTaX:

YAOCTOBEPSIONINX MPABA JIULI;

OoTpakaromux (akThl,

CBSI3aHHBIX C (DMHAHCOBBIMU CPEJICTBAMH,

VHBIX JOKYMEHTaX, MPelyCMaTPUBAIOIINX 3aBEPEHUE MOAMMUCH MEYATHIO B
COOTBETCTBHHM C 3aKOHOJATEIbCTBOM Poccuiickoit @enepanni.
KonnuecTBo nevarei agMUHUCTPALIMU FOPOAA, UX BUJIbI, MECTO XPAHEHUSI, OPTaHbI
agMUHHUCTpauuu [ UI€BCKOro CEbCOBETA, UMEIOIINUE TPABO UCIOJIB30BATh
OOJIBIITYIO ¥ MATYIO T€POOBBIC TTeUaTH aAMUHUCTpANH [ MIEBCKOTO CEIbCOBETA,
ONPEICIISIIOTCS PACIIOPSHKEHUEM aAMUHUCTpauu [ MIEBCKOro CeJIbCOBETA.
KonnuecTBO nevarei ”HOro opraHa MECTHOTO CaMOYIPABJICHUS, UX BUJIbI, MECTO
XpaHeHUsI, JTUIA, UMEIOIIUE MPAaBO UX UCIIOJb30BaTh, OMPEACIISIIOTCA
PYKOBOJIUTEIEM UHOTO OpraHa MECTHOI'O CaMOYIIPaBJICHHUS.
ITeuats HA TOKYMEHTE JIOKHA OBITh CHHET0 MU (DMOJIETOBOTO 1iBeTa. [leuaTh
MPOCTABJISETCS, HE 3aXBaThIBasi COOCTBEHHOPYYHOM MOIMUCH JIUIIA, TOAMUCABIIETO
JOKYMEHT, WU B MecTe, 0003HaueHHOM «MII» («MecTto medatu»).
Ha ¢uHaHCOBBIX JOKYMEHTaX Ie4uaTh JOJDKHA pacrojaraTbCsl CTPOTO B TPaHHUIIAX
YCTaHOBJICHHOM J1JIs1 HEE 30HBI U HE 3aTParuBaTh APYyrue PEKBU3HUTHI.
Konuun 1okyMEHTOB ¢ 4YepHOM MEYaThIO SIBJISIFOTCA HEJCHMCTBUTEILHBIMU.
ITucrMma, BBITIOTHEHHBIC HA OJ1aHKaX OPraHoOB, HE TPEOYIOT yI0CTOBEPEHUS
MI€YaThIO.

2.21. PexBu3ut «OT™METKA 0 3aBEPEHUN KOMHU»
OTMeTKa 0 3aBepeHHUH KOMKUU 0(hOpMIISIETCS JIs OATBEPKICHUSI COOTBETCTBUS
KOIMH JJOKyMEHTA (BBIMUCKH U3 TIOKYMEHTA) TOJUTMHHUKY JIOKYMEHTA.
OTMeTKa 0 3aBEpEHUN KOITUK NPOCTABIIAECTCSA MO peKBU3UTOM «lloanuce» u
BKJIFOYAET: HAAMKUCh «BepHO», JOJKHOCTH JIMLIa, 3aBEPUBIIETO KOMUIO, JIMYHYIO
TIOJIITUCH, PACIIH(POBKY MOANKCH (MHUITHAIBI, PaMIINs), 1aTy 3aBepeHUs,
Harpumep,

Bepno.
Ynpasisronui 1eaaMu
N.O0.®amunus

JJN4YHasi IIOAIINCh

15.02.2018
HpaBOBBIC AKThbI, ITIOMJICKAIINEC PACCBIIIKC COINIaCHO CIIMCKY, BBIAAIOTCA B KOIINAX U
AOJIZKHBI COACPKATh HCO6XOI[I/IMBIC PEKBU3UTHI. AAaTy MOAMNNCAHU,



PErUCTPaIlMOHHBIN HOMED U ObITh 3aBEpPEHbI NeYaThlo « /{7151 MoCcTaHOBICHUM U
pacropsKEeHUN» WK « /{71 mpruKazoB».

[locTaHOBNIEHUS A AMUHUCTPALIUK paliOHa, KacaIOIIHeCs: BOIPOCOB OXPaHbI IIpaB
JIETCTBA, BBIJIAIOTCS 3asBUTEJISIM B BUJI€ AYOIMKATa C MOJJIMHHON MOAMUCKHIO TJIaBbl
aJIMUHUCTPALN pailoHa, 3aBepeHHOM meyaThio («IJIs MocTaHOBICHHH U
pacIopsHKSHU»).

Komnuu npaBoBbIX akTOB, He 0003HAYEHHBIE B CIIMCKE HA PACCHUIKY, BBIIAIOTCS
3asIBUTEJISIM HA OCHOBAaHUHW MUCHbMEHHOIO 3aBJICHUS B TCUCHHE 30
KaJICHIAPHBIX IHEW C MOMEHTA PErUCTpallii COOTBETCTBYIOMIETO OOpaIllCHHUS.
Komnuu cHUMaroTCs TOJIBKO C JJOKYMEHTOB, U3aHHBIX OPTaHOM.

HckitoueHre coCcTaBIsIIOT CyKEOHbIE TOKYMEHTHI, Kacaromuecss 0ohopMiIeHus
TPYJOBBIX OTHOIICHHUH U (DOPMUPOBAHUS JTUIHBIX Je) (KOTHH TPYIOBBIX KHUKEK,
JMILIOMOB, CBUCTEILCTB O MOJYYCHUU 00pa30BaHus | T.1.). JJaHHBIC TOKYMEHTBI
MOTYT KOIIUPOBAThCS U 3aBEPATHCS OPraHOM, HE3aBUCUMO OT TOTO, KEM OHU
BBIJIaHBI.

Ha konusix MHOTOCTpaHUYHBIX IOKYMEHTOB OTMETKA O 3aBEPEHUU KOTTUU
MPOCTABISAETCS HA KaXKJIOM JIUCTE JOKYMEHTA UM Ha MOCJIEIHEM JIUCTE
MPOIIUTOTO UM CKPETUIEHHOTO MHBIM 00pa30M JOKYMEHTA. 3aluch O MECTE
HAXO0XJICHUS NOJJIMHHUKA MPOCTABIISIETCS TOJIBKO Ha MOCIIETHEM JINCTE
JIOKYMEHTA.

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

Konmuu 531eKTpOHHBIX JOKYMEHTOB, HampaBisieMblX MO HHGOPMAIMOHHO-
TEIEKOMMYHUKAIIMOHHOM ~ CETH,  3aBEpsIOTCS  DJIEKTPOHHOM  MOJIUCHIO
PYKOBOAUTENSl OpraHv3allMy WM HWHOrO YIOJIHOMOYEHHOTO UM JHIa U
BBICBUIAIOTCS ~ MOJIyYaTEI0 C  CONPOBOAMTENbHBIM MUCBMOM B  (dopme
AIIEKTPOHHOTO JOKYMEHTA.

Konuy 37eKTpOHHBIX JOKYMEHTOB Ha (PU3WUYECKH 000COOJICHHBIX HOCUTEIAX
BBICBUIAIOTCS TOJy4YaTeJl0 C COMPOBOJAUTEIBHBIM IMHUCHbMOM Ha OyMaXXHOM
HOCHUTETIE.

B compoBoAWTENbHOM MHCbME K KOMNUSIM 3JIEKTPOHHBIX JOKYMEHTOB
yKa3bIBaeTCS:

HAaUMEHOBaHWE HWH(POPMALIMOHHOM  CHCTEMBI, B KOTOPOH  XpaHATCS
JIOKYMEHTHI,

HAaWMEHOBAHUA IOKYMEHTOB, KOITUHA KOTOPBIX HAMPABISIOTCS MOIYYaTENIO;

Ha3BaHUs (DailioB TOKYMEHTOB ¢ yKazaHueM (opmaroB (aitnoB u oObema
Kaxzaoro (Qaiina B 6aiiTax;

JlaTa U3rOTOBJICHUS U 3aBEPEHUSI KOTIUU.

[Ipu 3TOM Ha puzMUecKkn 000COOTEHHOM HOCHUTENIE HECMBIBAEMBIM MapKEpOM
ykasbiBaetcs: "'TIpwnoxkenne k nucbMmy ot (mara) N ..."

Komnusi »neKTpoHHOTO JOKYMEHTa, MpE/CTaBI€HHAass B BUJE JOKYMEHTa Ha
OyMa>XHOM HOCHUTEJIE, 3aBEPSeTCA B MOPSAKE, YCTAHOBICHHOM HHCTPYKIUEH Uit
3aBEpEHUs KONMUU JIOKYMEHTOB Ha OyMa)KHOM HOCHTENE, C yKa3aHUEM, B Kakou
MH()OPMALIMIOHHOMN CHUCTEME XPAHUTCS AIEKTPOHHBIN JOKYMEHT.

2.22. PexkBm3ut «OT™METKA 00 MCIIOJTHUTEJIE»



OTmMmeTKa 00 MCIIOJIHUTENIEC BKITFOYAeT (haMUJIHIO, HMsI i OTUECTBO (IIpH
HAJIMYUH) UCTIOJTHUTEIS, HOMep ero TeliedoHa. OTMeTka 00 UCTIOTHUTEIE MOXKET
JOTIONTHATHCS. HAMMEHOBAHUEM JIOJKHOCTH, CTPYKTYPHOTO MOJIpa3iesIieHUs U
ANEKTPOHHBIM aApecoM UcToJHUTENS. OTMeTKa 00 UCTIoTHUTENE 0POPMIISIETCS Ha
JUIEBOM CTOPOHE MOCJIETHETO JUCTA JOKYMEHTA OT I'PAaHMIIbI IEBOTO MOJIS UITH,
MIpU OTCYTCTBUU MECTA, - Ha 00OPOTHOM CTOPOHE JIMCTAa BHU3Y CJIEBA.

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

2.23. PexBu3ut «OT™MeTKA 0O MOCTYIUVICHUM NOKYMEHTa»

OTMeTKa O MOCTYIUIEHUU JTOKYMEHTA B OPTaH COAEPKUT MOPSAIAKOBBIA HOMEDP U
JaTy MOCTYIUICHUS TOKyMeHTa (ITpH He0OXOIUMOCTH — Yachl, MUHYTHI).
JlonmyckaeTcs OTMETKY O MOCTYIUIEHUH IOKYMEHTA B OpraH MPOCTABIISITh B BUJIE
ITaMIa B PAaBOM HHXKHEM YIITy.

[Ipu nmocTymieHnn TOKyMEHTA MO 3JIEKTPOHHOU 1nouTe oTMeTKa «IlomydeHo no
AJEKTPOHHOUN MOYTE» MPOCTABIISIETCSA PSIAOM C OTMETKOM O MOCTYIJICHHUH.

2.24. PexBu3uT «OTMETKA 0 HANMPABJIEHUHU JOKYMEHTA B J1€J10»

OtMeTka 00 UCTIOJIHEHUH IOKYMEHTA Y HAMPABJICHUH €T0 B JIEJI0 BKIIOYAET:
KpaTKue CBeJIeHHs] 00 UCTIOJIHEHHUH, €CJIM OTCYTCTBYET JOKYMEHT,
CBUJICTEIHLCTBYIOIIUN 00 UCTIOJIHEHU U, WM, TIPU HATMYUU TAKOTO JOKYMEHTA,
CCBUIKY Ha €r0 JIaTy U HOMEP, OTMETKY «/[», nary, MoANnuCh pyKOBOJIUTEIS,
CHSABULIETO JOKYMEHT C KOHTPOJIS.

3. lopsaiok padoThl ¢ MPABOBBIMH AKTAMU
3.1. IopsiToK MOATOTOBKH MPOEKTOB MPABOBBIX AKTOB

[TpoeKThI MPaBOBBIX AKTOB TOTOBSATCS MO MOPYYCHUSM TJIaBbI [ MIEBCKOTO
CeJIbCOBETA, 3aMecTUTeNsl [ MIIEBCKOTO CeTbCOBETA.

B 1iensix cBoeBpeMEHHOTO MPUHSATHS MPABOBBIX aKTOB IMOATOTOBKA MX
MIPOEKTOB OCYIIECTBIISCTCS HCIIOJIHUTEIEM C YI€TOM CPOKOB, HEOOXOIUMBIX JIJISI
COOJTFOICHUS TTPOIIEAYPHI TIOJTOTOBKY IIPOSKTOB, B TOM YHCIIE JIJIS MX
COIJIACOBAHUS CO BCEMU 3aWHTEPECOBAHHBIMH JIMIIAMH, ITPOBEICHUS
AHTHKOPPYIITHOHHOM SKCIIEPTHU3bI, TPOBEICHUS TPOIICTYPHI OLICHKH
PETyJIMPYIOMIET0 BO3ACHCTBYSI T OOIIIECTBEHHOTO O0CYKICHHS, HITH
MyOJIMYHBIX CIIyIIaHUuK (B cliydae HEOOXOIMMOCTH).

OTBETCTBEHHOCTH 3a Ka4€CTBO IMOJITOTOBKH MIPOSKTOB MPABOBBIX aKTOB, UX
COTIACOBaHUE C 3aMHTEPECOBAHHBIMK CTOPOHAMH HECYT PYKOBOIUTEIIA OPTAHOB,
KOTOPBIC TOTOBSIT MPOCKTHI IPABOBBIX aKTOB.

[TpaBoBBIC aKTHI, APYTUE CIYKEOHBIC JOKYMEHTHI, IPUHUMACMBbIC
U3/IaBaeMble Ha OCHOBE 3aKOHOB, YKa30B, TOCTAHOBJICHHUM, PSIICHUH U
pacropspKeHUH OPTaHOB TOCYIAPCTBEHHON BJIACTH, JOJDKHBI COJIEPKATh CCHUTKY Ha
HUX C YKa3aHUEM HaMMEHOBAHUS JIOKYMEHTa, €ro JIaThl, HOMepa.

[Tpu OATOTOBKE MTPABOBBIX AKTOB HEOOXOIUMO PYKOBOJICTBOBATHCS
OCHOBHBIMH TIPUHIIUITAMH -



3aKOHHOCTH;

OTPa)KEHUS B HUX UHTEPECOB HACEIICHUS,

€JMHCTBA, MOJHOTHI, HEMPOTUBOPEUNBOCTH,

MJIAHOMEPHOCTH U OTIEPATUBHOCTHU MOATOTOBKH;

HaJWYusl MEXaHU3Ma peain3aluy MPaBOBbIX aKTOB.

[IpoekThl MpaBOBBIX AKTOB MeYaTarOTCS Ha Oankax ¢popmara A4, mpudTom
Times New Roman pa3mepom 14,

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

BepxHee — 20;

aeBoe — 35;

npaBoe — 10;

amxHee — 20.

3aroJ0BOK MeYaTaeTcsl Ha PaCCTOSTHUU OT PeKBU3UTA «JlaTa» HUXKE Ha
2 — 3 MEeKCTPOYHBIX UHTEPBAJIA.

TekcT oTAensieTcs OT 3aroJioBKa IByMsI MEKCTPOUYHBIMU HHTEPBAIaMHU,
MeyaTaeTcs uepe3 OJIMH MEKXCTPOUHBIN MHTEPBAJ U BHIPABHUBAETCS I10 JIEBOU U
NPaBoOM TpaHUIAM TEKCTOBOTO 1moJis (rmo mupuHe). [lepBast crpoka ab3ama
HAYMHACTCS Ha pacCcTOSHUU 12,5 MM OT JI€BO# rpaHUITBI OIS,

Kak mpaBmiio, TeKCT mpaBOBOTO aKTa AOJIKEH COCTOSATh U3 2-X
B3aMMO33aBHCHMBIX YacTel: KOHCTATHPYIOIIeH (IpeaMOyJibl) U TTOCTAHOBIISIOMICH
(B pacniopsuKeHHSIX — pacopsIuTeIbHOM). OCHOBHYIO CMBICJIOBYIO HATPY3KY
HECEeT MOCTAHOBIISIIONIAs YAaCTh, OHA M3JIaraeTcsi B MOBECTBOBATEILHOM (hopMe.

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

B npaBoBbIX akTax UCHOJIb3yeTCs (PopMa U3JI0KEHHS OT MEPBOTO JIUIA
enunacTBeHHoro yucia ([IOCTAHOBJISIO, ITPUKA3BIBALO), uto siBisieTcs
oTpaxxeHrnem npuHuna enuHonavanusa. Cinosa [IOCTAHOBJIALO,
[MTPUKA3BIBAIO neuataroTcsi IpONUCHBIMU OyKBaMU € OTAEIbHON CTPOKH OT
HYJIEBOTO MOJIOKEHUSI Ta0yaTopa 06e3 MpoOeoB MeX Ay IMeUYaTHbIMUA 3HAKaMHU,
3aTeM CTaBUTCS IBOETOUME, HAIIPUMED,

INOCTAHOBJIAIO:

[ToctanoBsironas (pacropsIUTEIIbHAS) YaCTh MTPOSKTOB IIPABOBHIX aKTOB,
Kak MPaBUJIO, TOAPA3IEISIETCS HA ITYHKTHI, B KQKJIO0M U3 KOTOPBIX COJIEPKATCS
OT/AEJIbHBIE TIOPYUYECHUS.

B kax70M ITyHKTE IMOCTAHOBIISAIOMIEH (pacopsANTeIbHON) YacTh
YKa3bIBAIOTCS . UCTIOJTHUTEINb (OPTaH MECTHOTO CaMOYIIPAaBJICHUS, KOHKPETHOE
JOJDKHOCTHOE JIUIO, OPTaHu3allns), MPEAHCHIBAEMOE CHCTBUE U CPOK
VICTIOJTHCHUSL.

[IpennuceiBaeMoOe I€MCTBHUE BBIPAKAETCS TJ1arojaMu B HEOIIPEICICHHOM
dbopme, Hanpumep,

«MOJITOTOBUTH», KOOECIIEUUTH», KOPTraHU30BaATH», KUHYOPMUPOBATHY.

Ecin B mopydenusx (myHKTax, OJITYHKTaX) YKa3bIBACTCS UCIIOHUTEIIEM
OpraH MECTHOTO CaMOYTNPABJICHUS WU OpTraHu3alusi, TO paMuIus U UHUIUATIBI €€
PYKOBOJMTEJIS MHIITYTCS ITOCIIC HAMMEHOBAaHHS opraHa (opraHu3aIim), B CKOOKax,
B MIMEHHUTEIBHOM IaJIEXKE, HAIPUMED,



Otneny o kynsType  (MBanos 1.11.)

Ecnu nopyuenue naercst HEMOCpeICTBEHHO PYKOBOAUTENIO OpraHa
MECTHOT'0 CaMOYTIPABJICHUS WU OpraHU3allK, TO JOJKHOCTh PYKOBOJUTEIIS,
(baMmIKs ¥ MHULKUABI TUITYTCS 0€3 CKOOOK B JaTEIbHOM Najexe, HalpuMep,

Havansnuky otnena no kynsrype MBanosy U1.N.

Ecnu B cBSI3U ¢ NpUHATHEM MPABOBOIO aKTa MPEKPAIIAIOTCS, U3MEHSIIOTCA
MIPABOOTHOILICHUS, YPETYJIUPOBAHHBIE pAHEE MPUHATHIMU MPABOBBIMU aKTaMH, TO B
MPOEKTE HEOOXOIMMO YKa3aTh, KAKME U3 HUX MPU3HAIOTCS YTPATUBIIUMU CUTY
WJIY TIOJJIEXKAT U3MEHEHUIO U B KAKOW YacCTH.

[IpeanocienHM TyHKTOM MPABOBOTO aKTa SIBIsETCS UH(OOPMUPOBAHUE O
XO/I€ BBIITOJHEHHS JOKYMEHTA C YKa3aHUEM KOHKPETHOTO CPOKa, HAIPUMED,

HudpopmupoBath 00 UCIIOJTHESHUH TOCTAHOBIICHUS (PacTIOPSHKCHHS)
no 20.05.2018.

B nocnenneM myHKTE TPaBOBOrO aKTa YKa3bIBAETCS JIMIIO, HA KOTOPOE
BO3JIAraeTCsi KOHTPOJIb 32 €r0 BBHIMOJIHEHUEM.

JloiKkHOCTB 3amecTutenis [ Ma€BCKOTro CeabCOBETa YKa3bIBAIOTCS
MOJIHOCTBIO.

[Toamuch oTAenseTcst OT TeKcTa 2 — 3 MEKCTPOUHBIMU WHTEPBATAMH,
MeYaTaeTcs OT IPAHUIIBI JIEBOTO TOJISL.

Nuunmans! u pamMumius neyatarTcsl y IpaBod IPaHUIbl TEKCTOBOIO MOJIS.

[Ipu HanM4YMu TPUIOKEHUH K TPABOBOMY aKTy B TEKCTE Ha HUX
00s13aTeNIbHO JIEaeTCsl CChIIKA, MEYaTAl0TCs OHU Ha OTACJIBHBIX JTUCTAX B
COOTBETCTBHH C MMyHKTOM 2.17 WHCTpyKIHUW.

Ha nepBoii cTpaHuliie MpUIOKEHUS B IPABOM BEPXHEM YIIIy MUIIETCS CIIOBO
«IIpunoxenue», HUKE Yepe3 OJUH MEKCTPOUHBIM MHTEPBAJ 1A€TCs CChUIKA Ha
IIPaBOBOH akT (ITOCTAHOBJICHHE, PacIOpsDKeHUE, IprKa3). Bee cocTaBHbBIC yacTu
pekBusuTa «lIpuoxeHrne» BHIPaBHUBAIOTCS 10 JIEBOMY Kpalo U Me4aTaroTcs yepes
OJIMH MEXCTPOYHBIM HHTEpBal. J[JTHHA CTPOKH HE TOJDKHA MPEBBIMIATH 8 CM U
OTpaHUYMBAETCS MIPABbIM IOJIEM JOKYMEHTA, HAlPUMED,

[Tpunoxenne 2
K IOCTAHOBJICHUIO
aIMUHUCTpALIMU pailoHa

ot 15.02.2018 Ne75

3aroJIOBOK K TEKCTY MPHUI0KEHHUS MeYaTaeTCsl ICHTPOBAHHBIM CITOCOOOM.

HaumenoBanue npuinoxeHus (IIepBoe CI0BO 3ar0J0BKa MPHIIOKCHHS)
BhIensseTcs nponucHeiME OykBamu (IIOJIOJKEHUE, ITEPEUEHD, CITMCOK
U T.J.).

[Ipn HaMWYMK B TEKCTE MPUIIOKEHUSI HECKOJBKUX PAa3/I€JI0B UX 3ar0JIOBKHU
MeYaTaroTCsA Tak)Ke IIEHTPOBAHHBIM CIIOCOO00M (OTHOCHUTEIHHO IPAHMI] TEKCTA).



Touka B KOHIIE 3ar0JIOBKA HE CTABUTCS. [[OIyCcKaeTcs BBIAEIATH 3ar0JI0BKU
Pa3ienoB MOMYKUPHBIM HIPUDTOM.

TekcT npunoxeHust MOKeT ObITh 0POopMIIeH B BUJie TaOIULbL. [ padbl 1
CTPOKH TAOJHIIBI T0KHBI UMETh 3ar0JIOBKH, BHIPAKEHHBIE UMEHEM
CYILIECTBUTEIbLHBIM B UMEHUTEIbHOM Majexe. [log3aronoBku rpad u cTpok
rpaMMaTUYECKH JOJKHBI OBbITh COIJIACOBAHBI C 3ar0J0BKaMU. TeKCT TaOauIlbl
ME€YATAETCA Yepe3 OAUH MEKCTPOUHBIN UHTEPBAJ.

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

[TpunoxeHns: K IpOEKTaM MOCTAHOBJIEHUM, PACIIOPSKEHUIN BU3UPYIOTCA
PYKOBOJMTEIEM OpraHa, NOArOTOBUBILIETO MPOEKT MPABOBOr0 aKTa, & CBA3AHHBIC C
pacxoJioBaHUEM OIOJIKETHBIX CPEACTB — U IpejiceiaTeieM KOMUTETA 110
(¢uHaHCcaM, HaJOTOBOM M KpEeIUTHOU MoAuTHKE. Bu3a mpocrausiercs Ha
000pOTHOM CTOPOHE MOCJIEIHETO JUCTA MPUIOKEHUS B HUXKHEH ero 4acTu OT Kpas
JIEBOTO TOJISI ¥ BKIIFOYAET JOKHOCTD BUSHUPYIOLIETO MPUIIOKEHHUE K PABOBOMY
aKTy, TOJITUCH W paCIIH(PPOBKY MOANUCH (MHUITUAIBI B (DAMUIIHS), & TAKXKE ATy
BU3UPOBAHUS.

Ha 060poTHO#1 cTOpOHE MPaBOBOTO akTa O(hOPMIISIOTCS: COrIacOBaHUE,
3aTEM CHUCOK Ha PACChUIKY, JOJXKHOCTHOE JIMIIO, MOJArOTOBUBIIEE IOKYMEHT. B
JIEBOM HMKHEM YTJy MPOCTABIISIIOTCS PEKBU3UT «OTMETKA 00 UCTIOJTHUTEIIE.

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

3aBeplIarolUM 3TarloM B TOJATOTOBKE MPABOBOIO aKTa SIBJISIETCS €r0
corjacoBanue u noanucanue. [Ipoext npaBoBoro akra 10 NOAMUCAHUS MOJICHKUT
COTJIACOBAHMIO C 3aMHTEPECOBAHHBIMHU JIUIIAMH, B COOTBETCTBUHU C TyHKTOM 2.19
Nuctpykuuu. CornacoBaHue OCYIIECTBISETCS MIyTEM BU3UPOBAHUS.

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

[TpoeKThl MyHULIUTTAJIBHBIX TPABOBBIX AKTOB 00 YTBEPKIACHUU MOTO0KEHUIA,
MOPSIAKOB, PETJIAMEHTOB, MYHUIIUIIAJIBHBIX TPOTpaMM, 00 yCTaHOBJIEHUU TapU(OB,
a Tak)Ke MPOEKThl MYHUILIUITAIbHBIX MPABOBBIX AKTOB O BHECEHUM U3MEHEHUI B
yKa3aHHbIE MyHULIUTIATIbHBIE TIPABOBBIE aKThI MTyTEM H3JIOKEHUS COJIEPHKALTUXCS B
HUX TMOJIOKEHU M, MOPSAIKOB, PETIaMEHTOB, MyHUIIMIIAIBHBIX IPOTPAMM B HOBOM
pPEeMaKIINY TOITIeKAT BU3UPOBAHUIO B CpoK He Oosee 10 paboumnx mHei.

[IpoeKThl mpaBOBBIX aKTOB, COIIACOBAHHBIE JTUO0 C MPUIIOKEHHBIMU K HUM
3aMeYaHUsMHU, IPEJIOCTABIISIIOTCA HA MOJIMKCH TJIaBe [ MIEBCKOro CelbCOBETa WU
YIOJIHOMOYEHHOMY UM JIUILY.

[IpoeKThl MyHULIUMTAIBHBIX HOPMATHUBHBIX MMPABOBBIX AKTOB MOCIIE
coryiacoBaHus (BH3UPOBaHUs) MPOCKTA B 005A3aTEIIHHOM HOPSAKE HAIPABIISIOTCS B
OpraHbl IPOKYpPaTyphl, OCYIIECTBISIONINE HAA30P 32 COOII0JICHUEM OpraHaMHU
MecTHOTO camoynpasiieHus: Koncrurynuu Poccuiickoin @enepanuu u
WCIIOJIHEHUEM 3aKOHOB, JIEUCTBYIOIIMX Ha Teppuropun Poccuiickoit ®enepannu, B
COOTBETCTBUHU C YCTAHOBJICHHBIM PACIpPEICICHUEM TOJIHOMOYUH ISl 3aKITIOUYEHUS.



B ciiyyae nocTymiieHus MOJNOKUTENBHOTO 3aKII0UYEHUSI OPraHOB
MPOKYpPATyphl HA MPOEKT MYHULIMTTAIILHOTO HOPMATUBHOT'O TIPABOBOTO aKTa
MOCTIETHUN TOJIEKUT MOAMUCAHUIO PYKOBOJIUTENEM OPraHa MECTHOTO
caMOyMpaBJIEHUs, MIPU €ro OTCYTCTBUM — JIULIOM, UCTIOTHSIOIINM €ro 00s3aHHOCTH.

[Ipu mosnyyeHrun OTpUIATENHHOTO 3aKIIFOYEHUS OPTaHOB IPOKYPATYPHI HA
MPEAOCTABICHHBIN MPOCKT MYHULIMIIAIILHOTO HOPMATUBHOT'O MPABOBOI0 aKTa!

B CJIy4ae COTrJIacHsl C YKa3aHHBIMU B 3aKIIOUYCHUN 3aMEUAHUAMU
PYKOBOJUTEIh OpraHa Ui YIOJIHOMOYEHHOE UM JIUIIO YCTPAHSET UX, U
O0paOOTaHHBIN MPOEKT MOAJIC)KUT MOBTOPHOMY COTJIACOBAHUIO B YCTAHOBJICHHOM
MOPSJIKE;

B ClTy4ae HECOTJIacusl C BHICKa3aHHBIMU 3aMEUaHUSIMU PYKOBOJUTEIh OpraHa
uH(opMupyeT 00 3TOM Opranbl MPOKYypaTyphbl B MUCbMEHHOM BHJIE C YKa3aHUEM
MOTHBOB TMPUHSATOTO PEIICHUS B CPOK, HE mpeBbimaronmii 30 qHel co aHs
MOCTYTUICHUS 3aKIIFOUCHMUS.

JlaTol mpaBOBOIO aKTa SIBIIAETCS J1aTa €ro PErUCTPALUU.

[ToanucanHble MOCTAHOBIICHUSI, PACTIOPSIKEHUSI PETUCTPUPYIOTCS U
PacChUIAIOTCS COTJIACHO CIIUMCKY Ha PACCHUIKY.

[TocTaHoBNEHUS, paCTIOPSKEHUS TJIaBbl pErUCTPUPYIOTCS B cucteme COJ]
pa3lieNbHO B Mpejienax KaJleHJapHOTO roja.

B cooTBeTCTBMU ¢ HOMEHKIATYpOU /€] MOCTAHOBJICHUS aIMUHUCTpAlUU
['unéBckoro cenbcoBeTa — MPOCTHIE MOPSIAKOBBIE HOMEPA, PACTIOPSIKEHUS
aaAMUHUCTpauu ['Mn€BCKOTro celbcoBeTa — ¢ 100aBIEHUEM OYKBBI «p».

Bce BubI IpaBoBbIX aKTOB (DOPMUPYIOTCS B CAMOCTOSITENIbHBIE Jea.

PacniopsikeHus o TIMYHOMY COCTaBY, KOMaHAUPOBKAM U OTITyCKam
bopMUPYIOTCS B CAMOCTOSITEIbHBIE JI€JA.

PacniopsixeHus o IMYHOMY COCTaBY UMEIOT MOPSIAKOBBIE HOMEPA C
no0OaBieHueM OyKB «JIC», MO KOMaHIUPOBKAM U OTIIyCKaM — ¢ J00aBJIeHUEM
OYKBBI «K».

JIOKyMEHTBI, IOCITYKUBIIIKE OCHOBAHUEM JIJIsl TOATOTOBKU MTOCTAHOBIICHUS
WJIU PACTIOPSKEHUST aIMUHUCTpAMU [ MIIEBCKOro CenbCoBETa, XPAHITCS B OpraHe,
MMOArOTOBUBILIEM COOTBETCTBYIOIIHUM MPABOBOM aKT. Y Ka3aHHBIE JOKYMEHTHI
(dbopMupyrOTCS B Jielia, UMEIOIIE CPOK XPAaHEHUSI KITOCTOSTHHO». JJOKYMEHTBI
MOJJIeKAT Mepe/ladye Ha MyHHUIIMIIATbHOE XPaHEHHUE TOJIBKO B Cy4dae JTUKBUALINU
(YynpasaHeHus) opraHa.

3.2. OpraHn:saumI KOHTPOJIA 32 HCITIOJTHECHHUEM IIPABOBLIX AKTOB

[IpaBOBOM aKT JOJKEH UCIOJIHATHCS B YCTAHOBJIEHHBIA B HEM CpOK. Eciu B
JOKYMEHTE HECKOJIBKO YHKTOB C Pa3HBIMUA CPOKaMH UCIIOJIHEHHS, TO OH
CHHUMAETCSI C KOHTPOJIA MOCIIE€ BBIIIOJIHEHHUS MTOCIEIHETO 110 CPOKaM MEPOIPUSTHS,
IIPY YCJIOBUH BBITIOJTHEHUS BCEX MO3UIMHN IPABOBOrO aKTa.

Ecau B iporiecce paboThI BBISICHSIETCSI HEBO3MOKHOCTD COOIOJICHUS YKA3aHHOTO
CpOKa UCITOJIHEHUSI, TO OH MOKET OBITh MIPOJJIEH C YKa3aHUEM IMPUYHHBI
HEHCIIOJIHEHUS M HOBBIX IIPEJIAra€MbIX CPOKOB, HO HE MO3HEE, YEM 3a JABa JHS 10
OKOHYaHMS CpoKa. B mpOTHUBHOM cilydae JOKyMEHT CUMTAETCS HE UCIOJIHEHHBIM B
CPOK.

WNudopmariust 0 BBIMOTHEHUH MTOCTAHOBICHUS WM PACTIOPSIKCHUS aIpeCyeTcs
JNOJDKHOCTHOMY JIMILY, HA KOTOPOTO BO3JIOKEH KOHTPOJIb 3a €TI0 BBINOJHEHUEM.



Ecnu nokymMeHT CHUMAETCSl ¢ KOHTPOJIS, TO HA HEM JENaeTCsl OTMETKA «/[», B
Cly4dae NpOJJICHUS CpOKa ero ucnoinHeHus — «JIK», B ciydae nepeBoja Ha
BHYTPEHHUN KOHTPOJb — «BK».

B agmuHMCTpariu paiioHa CHATHE IIOCTAHOBIICHUS (PaCTIOPSHKCHHSI) C KOHTPOJIS
WJIY IPOJJIEHUE CPOKA €T0 UCIIOTHEHUS OCYILIECTBISAETCS TJIABOM aIMUHUACTPALIUN
paiioHa, B €ro OTCYTCTBHE — JIULIOM, UCTIOJTHSIOIINM €ro 00s3aHHOCTH.
Wudopmarus o BHIOJHESHUH TOCTAHOBICHUS (paCOPSHKCHUS) WIIH TPHYAHAX
MEpEeHOca CPOKA €r0 UCMHOJIHEHU, TOANUCAHHAS PYKOBOJAUTEIEM OT/IENA,
KOMUTETA, YIPABJIECHUS aAMUHUCTPALIMY paliOHA U 3aBU3UPOBAHHAS KYPUPYIOIIUM
3aMECTUTENEM IJ1aBbl AAMUHUCTPALMH PAOHA, C MOJJIMHHUKOM 3TOr0 JOKYMEHTA
HE MO3JHEE, YEM 3a JIBA JTHS 10 CPOKA UCIIOJHECHUS MEPEAAETCA IIIaBe
aJMUHHCTpAllUM paiioHa Ha paccMoTpenue. Mrorosas undopmanus 10mKHa
COJIEp>KaTh MOJHbIE CBEJICHUSI 00 UCTIOJHEHUH 1O KaXKJIOMY MYHKTY JOKYMEHTa U
MPEJIOKEHNUE O CHATUH C KOHTPOJISL WIIM MPOJJICHUU CPOKA UCITOJTHEHHUS C
yKa3aHHEM HOBOW JIAaTHI.

I'maBa agMuHHCTpanuu paiiloOHa IPUHUMAET PEUICHUE O CHATUU C KOHTPOJISI 3TOTO
JOKyMEHTa JU00 O MPOJJICHUH CPOKA €r0 UCTIOTHEHUS.

[Tpu HE0OX0UMOCTH IJ1aBa aIMUHUCTpPAIIUU palioHa BEIHOCUT BOIIPOC HA
paccCMOTpEHHUE alMapaTHOrO COBENIaHUs JIMOO MPOBOJAUT COBEIIAHUE B paboueM
nopsiike, MO0 MaeT NOMONHUTENbHbIE nopydeHus. [locne aToro nadopmanus
rnepenaeTcs B AIMUHUCTpAUMIO [ MI€BCKOro cebCcoBETa I MOATOTOBKHU
MTOCTAHOBJIEHUS O CHATHM C KOHTPOJIA TOKYMEHTA WU MPOAJIEHUN CPOKA Er0
ucnojHeHus. [lepnoAnYHOCTh MOATOTOBKY TAKUX JOKYMEHTOB — HE PEKE OJTHOTO
pasa B KBapTall.

3aKOHYEHHBIE JEIOMPOU3BOICTBOM JOKYMEHTHI (DOPMUPYIOTCA B Ji€jia B
COOTBETCTBUH C HOMEHKJIATypOM Ae.

4. Buapl ciyxke0HbIX IOKYMEHTOB
4.1. lIpoToxoa

[IpoTOoKOJI — TOKYMEHT, (PUKCUPYIOLIUM X0 KOJUIETHAIBHOTO O0CYXIACHUS
BOIIPOCOB Y MPUHSATHIX PEIICHUI HA COOpaHUSIX, COBEIIAHUSIX, KOMUCCHSIX,
3aceJaHusX.

[TpoTokosbl 0hOPMIISIIOTCS] CEKpETapEM Ha OCHOBAHUU 3aMCHU X0J1a 3aCEJaHUM,
3BYKOBBIX 3aIHCEH U MaTepHAIIOB, TIOJITOTOBJICHHBIX K 3aceaHuIO0 (TEKCTHI
JOKJIaJ0B, BBICTYIUICHUH, TPOEKTHI PEIICHUH, TOBECTKA JIHSI, CIUCOK
MIPUTTAIICHHBIX U JP.).

Cy1iecTBYIOT ABa BUJa MPOTOKOJIOB: MTOJHBIE U KpaTKUeE. [10aHBINA TPOTOKOIT
COJIEPKUT 3alIUCh BCEX BHICTYIUICHUM HA 3aC€laHUH, KPATKUIl — TOJIBKO (pamMuinnu
BBICTYNAIOIINX U KPATKYIO 3aMKUCh O TEME BBICTYTUICHUS.

O0s13aTeNbHBIMU PEKBU3UTAMU IPOTOKOJIA SABJISIIOTCA

HaUMEHOBAHUE OPraHa,

HAaUMEHOBAHHUE BH/Ia JOKYMEHTa (IIPOTOKOM);

MIOJTHOC HAUMEHOBAHHE KOJUICTHAILHOTO OpraHa (€ciiu MPOTOKOIHPYETCS
3aceJlaHNe KOJUICTHAIEHOTO OpPraHa);

JaTa ¥ HOMEp 3aceIaHus;



CIIUCOK MPUCYTCTBYIOIINX, IPUTIIALIEHHBIX JIULI;

MMOBECTKA JTHS,

(baMmny, THUIUMAJBI IOKJIATYMKOB, BEICTYHAIONIUX MO KaXKIOMY BOIIPOCY
MMOBECTKU JTHS,

MIPUHSTHIE PEIIEHUS IO KAXKIOMY BOIIPOCY HOBECTKHU JIHS;

MOJIMUCH TIPEJCEAATEIIS U CEKpEeTaps.

B nipoTokosie oTpakaroTcs MHEHUS TI0 pacCMaTPUBAEMBbIM BOIIPOCAM U MPUHATHIE
pelreHus. 3a NpaBUIbHOCTD 3aMMCEN B TPOTOKOJIE OTBEYAET
MpeCEeNaTENbCTBYIOMINN HA TPOTOKOJIUPYEMOM MEPOIPHUSITUH.

daMuUTUIK TPUTIIAIIICHHBIX 3aIACHIBAIOTCS B TIPOTOKOJ (€CIIH UX HE oonee 15)
B aJipaBUTHOM TOPSJIKE C YKa3aHUEM MecTa paboThl U TOKHOCTH. B mpoTokosiax
MOCTOSTHHO JICHCTBYIOIINUX KOJIJIETHAITBHBIX OPraHOB JTOIKHOCTH
MPUCYTCTBYIOIIMNX HE yKa3bIBatoTcs. Eciy Ha 3acejannu mpUCyTCTBOBAIN OoJiee
15 mpuriameHHpIX JUIl, TO COCTABISAETCS CIUCOK MPUCYTCTBYIONINX, KOTOPBIN
MpujiaraeTcs K MpoTOKOJIY, a B MIPOTOKOJIE YKa3bIBaeTCS 00IIIee KOJUIECTBO
YYaCTHUKOB.

Bomnpoce! B moBecTke AHSA POpMYIUPYIOTCS B MIPEII0KHOM TaJIeKe ¢ MPpeIyIoraMu
«o», «00». He pekoMeHyeTCs BOIIPOC WUJIU TPYMITy BOIMPOCOB (POPMYITHMPOBATH
ciioBoM «PazHoe».

B npotokonax ucnons3yeTcs popma U3JI0KEHUS TEKCTa OT TPETHETO JIMIIA
MHOkECTBEHHOT0 yuciia. ConepkaHue BhICTYIUICHUM U3JIAraeTcsi OT TPETHETO
JINIIa €TUHCTBEHHOI'O YHCIIA.

TeKkCcT OCHOBHOM 4acTH MPOTOKOJIA COCTOUT U3 Pa3JI€0B, COOTBETCTBYIOIIHNX
MyHKTaM MOBeCTKHU JHs. [locTpoeHue 3amucu 00Cy)aeHHUs KaX0T0 BOIpoca
MOBECTKH JHS OCYIIECTBIISACTCA MO CXEME: «CIYIIAIN —BBICTYITHIIN — PEIITAIIA».
Cnoa «CJIYITAJIN», « BBICTYITNJIN», «PEHINJIN» nuiryTcs nponuCHBIMHA
OyKBaMH, KaXKJ10€ — OT JIEBOM I'paHUIIbl TEKCTOBOTO IOJIs, MOCJIE HUX CTABUTCS
nsoeroune. llepen cnoBom «CIIYIIIAJIM» craBuTcs HOMEpP BOIIpPOca MOBECTKH
JTHS.

B paznene «CJIYIIAJIN» npuBoauTcs GaMuians U MHALHAIBI TOKJIQTIMKOB
(HaMEHOBaHHUE JTOKHOCTH YKa3bIBA€TCS B IIOBECTKE JHS). 3aTeM JacTCs
cojepkanue nokiazna (coodOmenus, napopmaiuu, oryeTa). Ecinu qokaaaankom
MPEIOCTABJIEH TEKCT JOKJIaa, IeJaeTCs CChIJIKA Ha ATO, a TEKCT JOKJIaaa
MPWIATAETCS K MMPOTOKOIY.

B paznene «BBICTYIIUJIN» npuBoasTcsa haMuInyd U MHULHMAIBI BBICTYTIAIOIIUX.
Ecnu cnoBo npenoctaBiseTcs JUily, NPUTIAIEHHOMY Ha 00CYXIeHHE BOIIpoca
MOBECTKH JHS, TO B MPOTOKOJIE YKa3bIBAeTCs €ro (haMuiivsl, MHULHAIbI U
JIOJDKHOCTb.

Bompockl kK JoKIIaq4uKy, BBICTYHAIOIIAM U OTBETHI HPOTOKOJIUPYIOTCS MO MEPE UX
MOCTYIIJICHUS, HO BMECTO CJIOB «BOIMPOC», KOTBET» YKA3bIBAIOTCA (paMUINHU U
5050500050158

B paznene «PEIINJIN» 3anuceiBaeTCs MPUHATOE PEIIEHUE, KOMY, YTO CII€JIaTh U K
KaKOMY CpOKY.

B npoTokosne oTpaxkaroTcs Bce NPUHATHIC PEIICHUS C YKa3aHUEM YHUCIIa TOJI0COB,
MOJIAHHBIX «3a», KIIPOTUBY», KBO3JCPKABIIUXCSI», a TAKXKE MPUBOJUTCSA CITUCOK
JIAI], HE YYaCTBOBABIINX B TOJIOCOBAHUH.



B ciiyyae yTBepkIeHUS KOJUIETHAIBHBIM OPraHOM KaKOro-I1u0o0 TOKyMEHTA B
MPOTOKOJIE TOJKHA COJEPHKATHCS CChIJIKA HA 3TOT JIOKYMEHT, a CaM JTOKYMEHT
JIOJKEH MPUIaraThCsi K MPOTOKOIY.

Oco060€e MHEHUE 10 IPUHATOMY PEIICHUIO0 YYACTHUK 3acedaHusl KOJIJIEruaabHOTO
opraHa JIOJKE€H U3JI0KUTh U TIOANKUCATh HA OT/ACIBHOM JIUCTE, KOTOPBIT
npuiaraercst k npotokony. Coaepkanre 0co00ro MHEHUS 3alUCHIBACTCS B
MIPOTOKOJI MTOCJIE 3aIIUCU COOTBETCTBYIOIIETO PELUICHUS.

B TexcTe mpoToKoIa OTpaXKaIOTCs pelIeHus IO MPOIEAYPHBIM Bompocam (00
YTBEPKIACHUU MMOBECTKHU JIHA, O MPEKPAILEHUH IPEHU, O MPUHITUHU K CBEICHUIO
CIPaBOK, COOOIIECHUH H T.I1.).

K nportokony npunaratorcsi TEKCThI IPUHATHIX PELICHUN, MPOECKTHI PENICHUN U
CIMCOK MPHCYTCTBYIOIINX Ha 3aceaHuu (MMpU HEOOXOAUMOCTH — CTCHOTpaMMa), a
TaKKe NepeaHHbIe NPe/ICeNATENI0 MTUCbMEHHBIE MPEIJIOKEHUS U 3aMEUaHUsl TEX
YYaCTHUKOB, KOTOPBIE 3aMUCATUCH ISl BHICTYIUICHUS, HO HE MOJIYYUIIN CIOBa
BBUJY MIPEKPAILICHUS IPEHUM, a TAKXKE BCE BOMPOCHI, MOCTYMUBIINE OT
MPUCYTCTBYIOIIHX.

[IpoTokoi 3acenanus OAMKUCHIBAETCS MPEACEAATEILCTBYIONINM Ha 3aCeaHUU U
CEKpeTapeM.

JlaToil mpoTOKOJa 3aceaHus ABJISIETCS JIEHb €r0 MPOBEACHUS, €CIIU OHO
MPOIOKAETCA HECKOJIBKO JHEH, TO Uepe3 TUPE YKa3bIBAIOTCA aThl Havajaa u
OKOHYAHUS 3aCeJaHus.

[TpoTokoiibl 0hOpMIISIIOTCS HAa CTAaHAAPTHBIX JIUCTaX OyMmaru, JJjis IPOTOKOJIOB
MOCTOSIHHO JICUCTBYIOIIUX KOJUIETUANIBHBIX OPraHOB MOTYT HCIOJIb30BAThCS
OJIaHKM C yKa3aHMEM HAMMEHOBAaHUS KOJUIETUAJIbHOTO OpraHa, BUJa JIOKYMEHTa
(poTokoJI), MecTa TPOBEACHHS, NaThl M HOMepa 3acedaHus (mpuioxeHue 6).

[IpoTokon odopmiisieTcss B TEUEHHUE OJHOTO - TPEX JHEU MOCie MPOBEACHUS
3aceaHusl, €Clii CPOKHU €ro MoJrOTOBKA HE OTOBOPEHBI 0C000.
[TpoTokomsl 3acenanuii (COBEIIaHNi) XpaHITCS B OpraHax B TCUCHHE
YCTAHOBJIEHHOT'O HOMEHKJIATYPOM JIeJl CPOKa XpaHEHUs, 3aTEM CAAIOTCSl B apXUB Ha
MOCTOSTHHOE XpaHEeHHE (ITpH HEOOXOIUMOCTH).

4.2. Belnucku u3 IIPOTOKO0JI0OB U IIPABOBbIX aKTOB

B BeIIHCKax U3 MPOTOKOJIA U MPABOBOI0 aKTa JAEIaeTCs JOCIOBHAS 3aMMUCh

cojep KaHUsI BBITTUCHIBAEMBIX a03aI1IeB.

Brimucku ¢ 3aBepuTeIbHOM 3aMUChI0 «BepHO» MOMUCHIBAET U 3aBEPSIET MEYATHIO
JIAII0, YIOJTHOMOYEHHOE B COOTBETCTBHUHM C JIOJPKHOCTHOM MHCTPYKIIMEN, C
yKa3aHUEM CBOEH JIOJKHOCTH, HMHULIMAIOB, (DaMUIIUM, TAThI.

B npaBoBbBIX akTax npu o(pOpMIICHUHN BBIMTUCKHU MUIIETCS 003aTeIbHO
KOHCTaTUPYIOIAas YacTh, B IPOTOKOJIaX — BBOAHAS YacTh (BKJIFOYAs IOBECTKY
IHS), a 3aTeM — JOCIIOBHAs 3alKiCh COJepKaHus ad3aneB (IpHIoKeHHE 7).

4.3. Cny:xe0Has (TOKJIagHAs) 3aMHCKA
Jloknaanaas (cimyxeOHas) 3aIucKa UCTIOIB3YETCS ISl ONIEPATHBHOTO

MH()OPMALIMOHHOTO OOMEHa MEXY CTPYKTYPHBIMU MOAPAa3ACICHUIMU U
pykoBoAcTBOM. CiyxkeOHas 3aMucka — JOKYMEHT, aApEeCOBaHHBII pYKOBOJIUTEIIIO



oprasa, CoJAepKaluil 00CTOATEIbHOE U3JI0KEHUE KaKOr0-IM00 BOIIpoOca €
BBIBOJIAMU U MPEJJIOKEHUSIMH COCTaBUTENS.

BuyTtpennss cinyxeOHas 3ammcka, ajjpecyeMasi pyKoBOJICTBY OpraHa,
MOAMUCKHIBAETCS] PYKOBOJIUTENIEM CTPYKTYPHOIO MOJIpa3/iesIeHUsI 1 0POPMIISIETCS
Ha nucte Oymaru ¢popmata A4, uMeeT JaTy, 3aroJIOBOK K TEKCTY.

Ecnu cnykeOHas 3anucka UCXOAUT OT KMEHU OpraHa, TO OHa MOAMUCHIBACTCA
PYKOBOJUTEJIEM U MleUaTaeTcs Ha OJIaHKe, UMEET Ty, UCXOASIINI HOMeED,
3aroJ0BOK K TEKCTY.

Tekct nokmamHoi (CiTy)KeOHOW) 3alMCKH, B 3aBHCHMOCTH OT CJIOKHOCTH
COJICpKaHUsI U MPUBOJAUMOMN apryMeHTalluu, COCTOMT U3 OJHOM, ABYX WU TpeX
YacTeu:

- B [IEPBOM YaCTH U3JAraloTCs MPUUYUHBI, (DAKTHI UM COOBITHS, TOCTY>KUBIINE
MOBOJIOM JIJII COCTABJICHUS JOKYMEHTA;

- BO BTOPOM YacTH JACTCS aHAIU3 CIIOKHUBIICHCS CUTyallud, BO3MOXHBIC
BAPUAHTHI €€ PEIICHUS,

- B TPEThEH YaCTH U3JAraloTCsl BHIBOJIBI.

Peructpauusi JOKJIAQOHBIX M CIYXEOHBIX 3alMUCOK OCYIIECTBISETCS B
CTPYKTYPHOM MOJApa3/IeIEHUH, MOJTOTOBUBIIEM JIOKYMEHT.

Pexomenayembie 00pa3ibl oopmiIeHUs AOKIAAHOW 3aMUCKU U CIyXKeOHOU
3aIMCKH, MTOJATOTOBJICHHON Ha OCHOBE 3JICKTPOHHOTO madyioHa (mpuioxerus Ne 8,
9).

4.4. AKT

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

AKTBI COCTaBJISIFOTCS IO pe3yJibTaTaM PeBU3UU (DMHAHCOBO-X035IUCTBEHHOM
NEeSTeNbHOCTH, ITpUeMa-repeiaun e, TPOBEPKU HaIUYMs, UHBEHTapHU3alUH U JIp.
AKT COCTaBIISIeTCS KOJUICTHAIBHO (HE MEHEe JIBYX COCTaBUTEIICH) WIIH CHISITHATEHO
YIOJIHOMOYEHHBIM JIOJKHOCTHBIM JIULIOM.

AKTBl COCTaBJISIFOTCSI HA OCHOBE YTBEPXKACHHBIX OpraHaMu BJAacTH
yHU(DUIIMpOBaHHBIX (opM WK B CBOOOJHOW (Qopme B IHENSIX MOATBEPKACHUS
(aKkTOB, CBA3AHHBIX C JIESITEJIBHOCTHIO OpraHu3aluu. PekomeHayembiil oOpaselr
oopmiienus akra (nmpuiokenue NelO0).

[Ipu cocraBieHMH aKTOB HCIOJB3YIOTCS PEKBU3UTHI: HAUMEHOBAHUE
OpraHu3aluy;  HauMEHOBaHUE  BHUJA  JOKYMEHTa;  JaTa  JOKYMEHTa,
PErUCTPAIlMOHHBIM HOMEpP JOKYMEHTa; MECTO COCTaBIICHHS WU HW3AaHUs
JTIOKYMEHTA; 3aT0JIOBOK K TEKCTY; MOJIIUCH.

JlaToil akTa sBAsS€TCA JlaTa COCTABJEHUS aKTa MW MOAMNHCAHUS €ro
COCTaBUTEIISIMH.

Ecaiu QopMmoii akta mnpeaycMOTPEHO €ro YTBEpPXKIACHUE PYKOBOAUTEIEM
OpraHu3alMy WIM HHBIM YIOJHOMOYEHHBIM JIOJDKHOCTHBIM JIMIIOM, AATOM akTa
SABJISIETCS 1aTa €r0 YTBEPKICHHUSI.

B BBOJIHOI1 4acTH aKTa B UMEHUTEIBHOM Ma/IeKe YKa3bIBAIOTCA

OCHOBaHHE  COCTaBJICHHS  aKTa  (JIOKAJIBHBIH  HOPMATHBHBIA  aKT;
pacIopsIIUTEIbHBIA JOKYMEHT opraHu3anuu (mpuKa3, pacrnopsbkeHue); GakT wim
COOBITHE, TIOCTYKHMBIIIEE OCHOBAHUEM JIJISI COCTABIICHUS aKTa);

cocTaBUTeNN akTa (mepeuyucisiorcs mocie ciioBa "CocTaBlieH" ¢ yKa3aHHEM



NOJKHOCTEW, HAWMMEHOBAHUW OpraHU3alvii, €CIIM COCTAaBUTEIU  SABJSIOTCSA
NPEICTAaBUTEIIAMU APYTOi opraHu3anui, GaMuIHid 1 HHUIIHAJIOB).

Ecaiu akT cocraBieH KomuccHUeM, TepBOM  ykas3biBaeTcs  (hamuius
npejaceaaTens KOMUCCUH, 3aTEM WICHOB KOMUCCUU B aJI)aBUTHOM TOPSIJIKE.

B Tekcrte akTta m3mararoTcs LEAM W 3aJa4d COCTaBJIEHUS aKTa, CYIIHOCTD,
XapaKkTep, METOAbl U CPOKU MPOJETaHHOMN pabOThl, €€ Pe3yIbTaThl.

[1pu HEOOXOIUMOCTH aKT MOKET COJIEPkKATh BHIBOJIBI U PEKOMEHIAITNH.

B 3akIr0unTENbHON YaCTH aKTa YKa3bIBAKOTCS KOJIMYECTBO MOATOTOBJIEHHBIX
JK3EMIUISIPOB aKTa W MECTOHAXO0XJICHUE KaXJI0ro sk3eMiurapa. KommuecTBo
AK3EMIUISIPOB aKTa OMPEAEISAETCS KOJIUYECTBOM CTOPOH, 3aMHTEPECOBAHHBIX B €0
COCTaBJIEHUU, WM HOPMATHUBHBIMM TPEOOBAHUSMH, PETIAMEHTUPYIOIIUMU
COCTAaBJICHUE aKTOB KOHKPETHON PAa3HOBUIHOCTH.

DK3eMIUIAPHl aKTa TMOINKCHIBAIOTCS BCEMHM YICHAMH KOMHCCHU (€CIIM aKT
COCTaBJISUICS KOMHCCHCH) WM COCTaBUTCISIMH W, TpU HEOOXOIMMOCTH,
MPUCYTCTBOBABIIMMH JINIIAMH.

IIpn moanmucanum akTa MpejcenaTesaeM U YieHaMU KOMHCCUH HAMMEHOBAHHUS
MX JOJDKHOCTEN HE YKa3bIBAKOTCA.

Ocoboe MHEHHE COCTaBUTENSI aKTa U3JIaraeTcsi Ha OTJEIbHOM JIHCTE,
MOJIHCHIBACTCS U MPUJIAraeTcs K aKkTy.

Ecin  3akonomatensctBoM  Poccumiickori  denepamuu  OpeayCMOTPEHO
O3HAKOMJICHUE C COJICP)KAHMEM aKTa JIWI], YHOMSHYTBIX B aKTe, MOJ MOANUCH, Ha
MOCJEeAHEN CTpaHUIlE aKTa MPOCTAaBIsAETCS O3HaAKOMUTENbHas Bu3a 'C akTOM
o3HakoMJIeH(bI)", TP 3TOM YKa3bIBAIOTCS HAWUMCHOBAHWS JIOJDKHOCTCH, JIMYHBIC
MOAMNMUCH, pacMpPOBKU MOAMKUCEH, AaThl O3HaKomJieHus. Jluma, KoTopbie
3HAKOMSTCS C COAEPKAHMEM aKTa, UMEIOT MPABO HE COTJIACUTBCS C COJIECPKAHUEM
aKkTa B I1EJIOM WIH €ro OTACJbHBIMU TOJIOKEHUSAMH, YTO JOJHKHO OBITh
3a()MKCUPOBAHO MPU O3HAKOMIICHUU C aKTOM.

4.5. IlucsMo

[TucbmMo — 3T0 0000IIEHHOE HA3BAaHUE PA3JIMYHBIX MO COJIEPHKAHUIO JOKYMEHTOB,
UCIIOJIB3YEMbIX MPH MEPENUCcCKe MEXAY JIBYMsS U O0Jiee afpecaTaMu.

[Mucbma MOAroTaBIMBAIOTCS KaK MHULIMATUBHBIE, IO YKa3aHUIO PYKOBOIUTENS
OpraHa, a Takke Kak OTBET Ha MOCTYNHUBIINE JOKYMEHTHI, U TIEYaTal0TCs Ha
Onanke uchMa. J[ist muceM MPUMEHSFOTCS YTII0BbIe OJIaHKHU (TpUIIOXKEeHHE 3).
CyxeOHble MUChMa JTOJKHBI OBITh KPATKUMHU, HE MPEBBIIIATH JIBYX CTPAHUIL,
COCTaBJIATHCS, KaK MPaBUIIO, 0 OHOMY BOTIPOCY.

[TucbMO COEPAKUT CHAEAYIONTNE PEKBUZHUTHI:

- azpecar;

- J1aty;

- PETUCTPALMOHHBIA HOMED;

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

- TEKCT;

- CCBUIKY Ha MPWIOKEeHHS (ITPH HAJTUYNN);

- MIOJIMIUCH;



- MHUTIAAJTBI, (DaMIIIAIO UCTIOTHUTENS, HOMEp €To TenedoHa U ATy UCTIOTHEHUS
JIOKYMEHTA.

[Tucsmo opopMIISAIOT Kak ¢ oOpallleHreM, Tak U 0e3 oOpaleHus K aapecary.
Haubonee yacto ynorpebiasembiMu hopmMaMu 0OpanieHus SBIsSIOTCS TakKue, Kak:

VYBaxkaemsiit Cepreit BacunbeBuu!

YBaxaemble 3asButeu! (ymorpedisercs, Korjaa UMeHa ImojTyJaresiei michMa He
U3BECTHBI).

Ecau nuceMo sBiIsIeTCS OTBETOM Ha MOCTYIUBIIH 3aMIPOC WIH IPOCHOY,
3aMOJIHAETCS PEKBU3UT ''CChUIKA HAa PETUCTPALlMOHHBIN HOMED U ATy
MOCTYIMBIIIETO MUChMa' .

HaumenoBanne Buuma aokyMeHTa ('MHCBhMO") W Pa3sHOBUIAHOCTH MHChbMa
(manpumep, ''mpocwba”, "mnbopmaunmonnoe”, "compoBomutenpHoe", "3ampoc’,
"HarloMUHaHUe") B ACIOBBIX (CIy)KEOHBIX) MUChMaX HE YKa3bIBAIOTCS.

Ecau nuceMo HampasisieTcst aapecaTy Mo 3JIEKTPOHHOW MoYTe WK Mo (akcy
0e3 MOCBUIKM MO T[OYTe, BMECTO IIOYTOBOTO aJpeca YKa3bIBACTCS ajpec
AIIEKTPOHHOI MOUTHI WU HOMED TeneoHa-(hakca.

[Tucbma cOCTaBISAIOTCS MO CXEME: BCTYIUICHUE, OCHOBHAS YacCTh, 3aKIIOUCHHE.
Bo BcTymiiennu ¢hpopmyIupyeTcs TeMa NUCbMa, OOBACHSIONAs IPUYKUHBI €r0
HanucaHus. BCTymuieHne MOXKET CoiepKaTh: CChUIKY Ha JJOKYMEHT | (WJIH) ero
OT/I€JIbHBIC MTYHKTHI, IOCTYKUBIINE OCHOBAHHEM; KOHCTATallMIO (paKkTa, COOBITHS,
CJIOKUBIICUCS CUTYyalNH.

B ocHOBHOI1 yacTu U3naraeTcsi ONUCaHue COObITUS UM CUTYallUH, UX aHATIU3 U
MPUBOAUMBIE JOKA3aTEIbCTBA, (PAKThl, Pa3bSICHEHUS U COOOIICHUS,
COMPOBOXJAEMbIE€ PACUETAMU, CCHIIIKAMU, TOKYMEHTaMHU.

TekcT nmucbMa u3araercst OT MEePBOTro JIMIAa MHOXKECTBEHHOT 0 YncIa (IpocuM,
HaIpaBJIsieM) WU TPETHETO JIMIA SIMHCTBEHHOTO Yncia (OTIe MPEIOCTaBIISICT).
Hauano ocHoBHOI yacTu popMynupyercsi B 3aBUCUMOCTH OT Ha3HAYEHUS U
COJIEp>KaHUSI TTUCEM.

dopma H3II0KEHHUS TEKCTa OT TIEPBOTO JIMIIA SUHCTBCHHOTO YKcia (mpoiry,
npeJyIararo, HarpaBisaio U T.]1.) BO3MOXHA B CIIy4asX, €CJIH MUCbMO 0(OPMIISCTCS
Ha JJOJDKHOCTHOM OJIaHKE WIIM COJIEPAKUT NEPCOHANIbHOE OOpalieHue K ajpecary.
B nucemax yka3piBaeTCa TOUHOE HAMMEHOBAHUE aJipecaTa U ero ajpec.

[TucbmMa MOANKUCHIBAIOTCS AOJKHOCTHBIMU JIUIIAMH B COOTBETCTBUH C
pacrpeienieHueM o0si3aHHOCTEN. BHOCUTD Kakue-1100 UCTIPABICHUS WU
n00aByieHUs B MOJMKUCAHHBIEC MUChMA HE JIOMyCKAETCS.

Ha konuu nucbMa cTaBUTCSA BU3a UCTIOJHUTEINS U APYTUX PAOOTHUKOB, C
KOTOPBIMH COTJIACOBAH MPOEKT MUChMA.

B ciyxe0HbIX MUChMax U3JI0KEHUE BEIETCSl OT IIEPBOTO U BTOPOTO JIUIA
MHOKECTBEHHOTO uncia: «Beicbmaem Bawm...», «IIpocum HanpaBuThs HaM...»
(«BbI», «Bac» u T.J1. MUIIETCS ¢ IPOIMUCHON OYKBBI, & KMBI», KHAC», KHAM» U T.]I. —
CO CTPOYHOM).

CornpoBoAUTENbHBIE MUChMA COCTABIISIIOTCS K IOKYMEHTAaM, HE UMEIOIINM
aJpECYIOIIEH YaCTH.

B conpoBoauTENbHBIX MHUChMaX YKa3bIBA€TCSI HAMMEHOBAHUE COMPOBOKIAEMOTO
JIOKYMEHTA, COJIEPKAaTCs MOSICHEHUSI OTHOCUTEIBHO XapaKTepa UCIOJIHEHUS WU
€M HAIlPaBJICHUS IPUJIAraeMoro J0KyMEHTA.



["apaHTHiiHBIE THChMA COCTABJISIIOTCS C LEJIBIO MTOATBEPKICHUS ONPEICIICHHBIX
oO€IaHuil WK YCTOBUM U aJIPECYIOTCS YUPEKIECHUIO WM OTAEILHOMY JIHILY.

He pomyckaercs oTmpaBisiTh aapecaTaM IHCbMa, HE HMEIOLIME JaThl U
PETUCTPALIMOHHOTO HOMEPA.

ITocne moanucanusg NMUCbMAa PYKOBOAUTEIEM WM WHBIM YIIOJIHOMOYECHHBIM
UM JIAIIOM.

- JK3eMIULIp TMchbMa, OQGOpPMIICHHBIM Ha  OJlaHKe, TMOJANMUCAHHBIA
PYKOBOJMUTEIEM U 3apETUCTPUPOBAHHBIN, HAIIPABIISIETCS aApecary;

- KOS MUChMA C BU30M HMCHOJHUTENS U AK3EMIUISIP MHUChMa, COCTABICHHBIN
Ha PYCCKOM S$3bIKE, C BU3aMH 3aMHTEPECOBAHHBIX JIUI] TOMEIIAIOTCS B JEJI0.

Ecnmn nucemo aapecoBaHO OopraHu3alvi, CHayasda JaeTcs €€ HAaUMEHOBAHUE,
3aT€M - IIOYTOBBIM aApec B IMOCJIEAOBATEIBHOCTH: HOMEP JIOMa WM 3JaHWS,
Ha3BaHME YJIUIIbI; HA3BaHHUE TOPOJIa; CTpaHa.

Kax1plii 371eMEeHT aipeca MUIIeTcsi Ha OTACIbHOM CTPOKE.

JIOKyMEHTBI, HampaBJIsieMble B  MHOABEJOMCTBEHHbIE M  CTOPOHHUE
OpraHu3aluy, IOJMUCHIBAIOTCS 3aMECTUTEIISIMA PYKOBOJIUTENS OpraHu3alluH,
WHBIMA  JOJDKHOCTHBIMM  JIMIJAaMW  OpraHU3alid B COOTBETCTBHM  C
MPEI0CTABJICHHBIMUA UM TMOJJHOMOYHUSIMH.

[Tpu HampaBIeHUHU MUChMA WJIM BHYTPEHHET0 HH(POPMAIIMOHHO-CIIPABOYHOTO
JOKYMEHTa HECKOJIbKUM ajipecaraM (He 00jiee YeThIpeX) MOAMNUChIBACTCS KK IbIi
OTIIPABJISIEMBIN SK3EMILIAP TOKYMEHTA.

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

ITepenucka 1o Tenerpady BeAETCs TOJIBKO MO CPOUHBIM CIYKEOHBIM BOIIPOCAM.
TenerpaMMbl MOAMKUCHIBAIOTCS PYKOBOJIUTEIEM OpTraHa WA €T0 3aMECTUTEIISIMHU.
[IpoekThl TenerpamMM, NpeaocTaBisgeMbIe Ha OAMUCH PYKOBOACTBY OpraHa,
JIOJDKHBI COCTaBIISITHCS KPATKO, YETKO U3J1araTh CoJiep>KaHue, BUSUPOBATHCS
HCTIOJIHUTEIISIMHA M PYKOBOJUTEIISIMUA OPTaHOB, a B ClIydae HEOOXOIUMOCTH
COTJIACOBBIBATHCS U BUSUPOBATHCSA PYKOBOAUTEISIMHU IPYTHX 3aUHTEPECOBAHHBIX
OpPTaHOB.

TenerpaMMbl peruCTpUPYIOTCS B OOIIIEM MOPSJIKE.

TenedoHOorpamMmbl MOAMUCHIBAIOTCS PYKOBOAUTEIEM, PETUCTPUPYIOTCS, a 3aTEM
nepeaaroTcs.

TenedoHorpamMmsl, apecoBaHHbBIE PYKOBOJAUTEIIO OpraHa U €ro 3aMEeCTUTEIISM,
MPUHUMAIOTCS cekperapeM (JIMIIOM, OTBETCTBEHHBIM 3a BEJICHUE
JICIIONIPOU3BOICTBA) U HE3aMENINTEIbHO JTOKIAABIBAIOTCS ITOCIIE UX IIPHEMa, a
3aTeM PErUCTPUPYIOTCS CeKpeTapeM (JIUIOM, OTBETCTBEHHBIM 3a BEJCHUE
JCIIONIPOU3BOJICTBA) U MTEPEAAIOTCS ISl UCTIOJHEHHUSA B COOTBETCTBHUH C
PE30II0IMEN PYKOBOJIUTEINS OpraHa.

B TenedoHorpaMmme q0JKHBI YKa3bIBAThCS . HA3BaHUE BHUJIA TOKYMEHTA,
HaMMEHOBaHWE OpraHu3alliy, JaTa, HOMEP, HAMMEHOBAHUE, HHUITUATIBI U (DaMUIIHS
azpecarta, TeKCT, J10JKHOCTh, MHULIMABI U (haMUIus JIUIA, TTOANKCABIIETO
TenepoHOTpaMMYy; TOKHOCTh, MHULIMABI U (haMUJIUU MePEaaBIIeTO U
MIpUHUMAIOIIEro TeedoHorpaMmy, Homepa TeJIe()OHOB, 0 KOTOPBIM MEpeaaeTCs
Y IpUHUMAETCS HH(pOpMaIKs, BpeMs IMpreMa U nepeaayun TeaeoHOrpaMMBbl.

4.7. JagBiaeHune



3asiBlieHHE — TJOKYMEHT, aJIpECOBAHHbBIN JOJPKHOCTHOMY JIUILY M COJIepKAITUN
OMPENIENICHHYIO NPOCHhOY MU PEI0OKEHUE.

3asiBIIEHHE COJIEPKUT CIEAYIOIINE PEKBUBHUTHI:

- aapecaT (I0KHOCTh, HHAIHAIBI U (PaMUJIHIO JTIOJDKHOCTHOTO JIUIIA);

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

- BUJI IOKyMEHTa (3asiBIICHUE);

- TEKCT;

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

- MIOJIMUCh.

TekcT 3asBIeHUS IO KaJIPOBBIM BOIIPOCAM MOXKET OBITh THUIIOBBIM.

TekcT m1000T0 3asBIICHHUS HAYMHACTCS C CYIIECTBa Bompoca, oopameHus (mporry
MIEPEBECTH, TPOIITY MPOBEPHUTH COCTOSTHUE). DopMa U3TOKCHHS 3aSBICHHS
CBOOOIHASI.

3asiBJIeHHUE MOXKET HMETh MIPHIIOKEHUs (HampuMep, K 3asBJICHHIO O TIpUeMe Ha
paboTy mpuiIararoTCcs MOJJIUHHUKYN WK KOTIMU TOKYMEHTOB 00 00pa3oBaHMH,
aHKeTa, aBToonorpadus u Jap.).

3asiBiieHue niepeaacTcs (HanpaBIIseTCs) PyKOBOIUTEITIO [Tl IPUHSTHSI PEIICHHUS.
Pemenne pykoBOAUTENST BBIPAKAETCS PE3OTIOIUEH. 3asIBICHUE C PE3OTIOLHAEH
CIIy’)KAT OCHOBaHUEM K U3JJaHUIO TIPUKa3a, pacropsHKeHUs (10 KaJpOBBIM
BOIIPOCAM) WJIH JPYToro A0KyMeHTa (MMMChMa aBTOPY O MPUHATHU PEIICHHS,
NpHKa3a O MPOBEJCHUH SKCIIEPTU3bI, POBEPKH U T.I1.).

3asiBrieHre opopMIIIeTCsl HAa CTAHIApPTHOM JIUCTE OyMaru dbopmara A4.

5. Ilpuem, 00padoTKa, perucTpanus U pacCCMOTPEHHE CIAyKeOHOI
AOKYMEHTALMH

5.1. Opranm3zanus 10KyMeHT0000pOTa

JIOKyMEHTOOOOPOT BKJIIOYAET BCI IOCIEJO0BATEIbHOCTDh IEPEMEICHUI
JOKYMEHTOB, a TaKXX€ ONEpalHH, COBEpIIAEMbIE C JOKYMEHTAaMHU B IPOLIECCE HX
CO3JIaHUs W UCTIOJTHECHHS (ITOJTydeHUE, OTIPABKA, MPEABAPUTEIHHOE PACCMOTPEHUE,
perucTpanus, pACCMOTPEHUE PYKOBOIUTEIICM).

Lenb opranu3anuu T0KyMEHTOOOOPOTA - 0OECIEYEHHE CBOEBPEMEHHOTO
MIPUHSTUSA YIIPABICHYECKUX PEIICHUM U UX UCIIOJHEHUS. 3a/1a4a
JOKyMEHTO000pOTa - OPraHU30BaTh JABUKEHHE JOKYMEHTOB [0 HAUMEHEE
KOPOTKOMY IIyTH C MUHUMAJIbHBIMU 3aTpaTaMu TPyJa U BPEMEHH, B YCIOBHIX
AIEKTPOHHOTO JOKYMEHTO000pOTa - 00ECIEUUTh AJOCTYII K IOKYyMEHTaM
nonp3oBaressiMm CO/] B COOTBETCTBUM C IPEAOCTABICHHBIMHA UM ITPABaMU.

B ycnoBusax npumenenus COJ] B opranuzanuy UCIHOIb3YKOTCS 3JIEKTPOHHBIE
JOKYMEHTBI, a TaKXe »JIJICKTPOHHBIE KOIHUH JIOKYMEHTOB, IIOJYYECHHBIE B
pe3yibTaTe CKaHUPOBAHUS JTOKYMEHTOB Ha OyMakHOM Hocurtelne. J|oKyMeHTbI
OpraHW3alli{, HMEIOINE BpeMeHHbIe cpoku xpaHeHus (1o 10 JieT BKIFOYHTEITHHO)
MOTYT CO3JaBaThCsl, XPAHUTHCS U HCIOJIb30BaThCA HUCKIIOYUTEIBLHO B (dopme
AJIEKTPOHHBIX JIOKYMEHTOB.



[lepeyeHb TOKYMEHTOB, CO37]aBa€MbIX, XpPAHUMBIX U UCTOJIb3yEMBbIX
UCKJIFOUUTENBHO B (hOpME 3IEKTPOHHBIX TOKYMEHTOB, YTBEPKAACTCS
PYKOBOJUTEIEM OpPraHU3alNH.
JIOKyMEHTBI KJTaCCU(PUIIUPYIOTCS: HAa BXOASAIIUE, UCXOSIINE, BHYTPEHHUE
JTOKYMEHTHI (Tlepenucka BHyTPU OJTHOTO OpraHa).
1. Bxoasiue qOKyMEHTHI.
Bce noctynaronue ciay:xeOHble TOKYMEHTBI SABJISIOTCS] BXOSIIIEH
KOPPECITOHICHIINEN.
JlocTaBKa TIOKYMEHTOB B aIMUHUCTPALMIO TOPOJA OCYLIECTBISETCS:
benbaberepckom ciayx00M;
MOYTOBBIM OTJICJICHUEM CBSI3H,
HEMOCPEACTBEHHO MPEACTABUTENISIMU PA3IMUHbBIX OPraHU3alN, yUpexKICHUH,
NPEINPUATHN U T.11. (1ajiee — HapOYHBIM);
C UCIOJIb30BaHUEM (DAKCUMMIIBHOM, 3JIEKTPOHHOU U TenerpadHOM CBsI3H;
yepe3 Equnyto cuctemy 3JeKTPOHHOTO JOKYMEHTO000poTa ANTalCKOro Kpasi.
[Tpu nmpueMke KOppEeCHOHACHIIMHU, TOCTABIIEMON HAPOUHO, TIPOBEPSIETCS
MPaBWIBHOCTD JIOCTABKH, LIEIOCTHOCTh YIAaKOBKHU, HAIMYUE YKa3aHHBIX
MPUJIOKEHUI U COOTBETCTBUE HOMEPOB JOKYMEHTOB Ha BTOPBIX IK3EMILISAPAX WU
B JKypHaJie nepenaund. Ha BTOpbIX 3K3eMIUIsipax WK )KypHanax rnepeiaud CTaBUTCs
JaTa U MOANUCH CIEIMAIMCTOB, MPUHSABIINX JOKYMEHT.
Brinaua 7OKyMEHTOB JiMllaM, OTBETCTBEHHBIM 32 BEJICHUE JEIOMPOU3BOJICTBA B
opraHax, yrnoJHOMOYEHHBIM JOCTaBIATh U 3a0UpaTh JOKYMEHTHI, KOTOPHIE HECYT
MEePCOHATBHYIO0 OTBETCTBEHHOCTD 32 COXPAHHOCTh U KOJIMYECTBO BBIIAHHBIX
JOKYMEHTOB, OCYLIECTBIISETCS O] POCIHUCH.
Konsepts! (0anaepoiin), KOTOPhIE HMEIOT MTOMETKY «JIMUHOY», TepeaaroTCs
azpecaTaM B 3aKpbITOM BHUJIE.
[Tprem KOppeCcTOHACHIINH, TOCTaBICHHON (DeNIbIbETePCKON CITYKOO0H,
ocymectsisieTcsa otaesnoM ['O UC agMuHMCTpannu paioHa.
OmmbOoYHO MpUCTaHHBIE JOKYMEHTHI BO3BPAIIAIOTCS OTIPABUTENIO.
CnyxeOHasi KOppECMOHAEHIIMS BCKPBIBACTCS, pErUcTpupyeTcs cexkperapeM B COJ]
B COOTBETCTBUU ¢ Permamentom pabotsl B CO/] 1 HampaBisieTcsl HA pacCMOTPEHHE
PYKOBOJUTENIO.
Ha noxyMeHTax B mpaBOM HUKHEM YIIIy Ha MEPBOU CTPAHUIIE OCHOBHOTO
JOKYMEHTA MPOCTABIIAETCS IITAMII C OTMETKOM 1aThl U BXOSIIETO
PETUCTPAIMOHHOTO HOMEPA.
JIOKyMEHTBI PETUCTPUPYIOTCS HE MTO3/THEE CIEIYIONIEr0 padovyero JHA ¢ MOMEHTA
WX MOCTYIUICHHS B IOAPA3ACICHUE, OCYIECTBIISIONIEE PETUCTPALIUIO.

CpouHble U OnepaTUBHBIE TOKYMEHThI PETUCTPUPYIOTCA HE3aMEIJIUTEIBHO.
B npouecce neppoHavaibHOM 00paOOTKH KOPPECTIOHAEHIIMHU, MOCTYNAOIIECH B
KaHIEJSPUIO, TPOBEpseTcs 0€30MaCHOCTh BIOKEHUM, KOMIUIEKTHOCTD U
LEJOCTHOCTh JOKYMEHTOB U MPUJIOKEHUI K HUM, a TAaK)K€ HAJIMYME HEOOXOIUMBIX
PEKBU3HUTOB.
[Ipu oOHapyKEeHUH HEKOMILJIEKTHOCTH WJIM OBPEXKICHUHN JOKYMEHTA Ha
MOCJIEIHEM JIUCTE WM HAa 000POTE MOCIEIHETO JINCTA MPOCTABIISIETCS
COOTBETCTBYIOIAsl OTMETKA U COOOIIAETCS OTIIPABUTEIIIO.



KonBepTsl, Kak NpaBUIIO, YHUUTOKAKOTCS, KPOME CIIy4aeB, KOTJa 0 HUM MOKHO
YCTAaHOBUTH aJIpeC OTIpaBUTENS (MPU OTCYTCTBHHU ajpeca Ha JOKYMEHTE) WIH
BpEMSI OTIIPABKH U MOJIYYECHUSI JOKYMEHTOB.

[TocTynuBiIKE TENETPAMMBI PETUCTPUPYIOTCA MO TEM K€ MPABUIIAM, YTO U
MHAChMA, A 3aTEM NEPEIAIOTCS HA PACCMOTPEHUE PYKOBOJICTBY U HUCIIOJIHEHUE.
[lepenava nndopmanuu ¢ mOMOIIbIO TeAe(HOHOIPAMM OCYILECTBISIETCS KAK YCTHO
10 KaHayiaM TesiepoHHOM cBsi3H, Tak u uepe3 COJI. Texct nmocTynuBien
TeneoHOrpaMMBbI C YKa3aHUEM €€ HOMepa, HAMMEHOBaHUsI, HoMepa TejieoHa
OTHPABUTENS U BPEMEHH MpHUEMa, a TAKXKe IOJHKHOCTh U (haMuIus JIHIa,
MPHUHSBILIETO TeJIe(OHOrpaMMYy, 3aIUchIBaeTCs (TiedaTaeTcs) Ha CIeIHAIbHOM
OJIaHKE WJIU B )KypHAJI€ U ONEPATUBHO MEPEAACTCS PYKOBOAUTEINIO.

Opranuzaius paboThl C JOKYMEHTAMH, MOJYY€HHBIMH MO 3JIEKTPOHHOU MOYTE,
OCYIIECTBJISIETCS. B 00IIEM MOpsiAKe coriacHo MHCTpyKIuu ¢ 00s13aTebHbIM
MPOCTAaBJICHUEM OTMETKHU O criocobe nmoiydueHus: Jokymenta B COJ1 u mramna
«ITomy4eHo Mo 37IEKTPOHHOM MOYTE» C YKa3aHUEM JaThl OJIYYEHUSI Ha OyMaXKHOM
AK3EMIUISIPE TOKYMEHTA.

JIOKyMEHTBI, TOCTYyNUBIIME Ha OyMa)XHOM HOCHUTENIe, CKAaHUPYIOTCH,
AJEKTPOHHAsA Komus JoKymeHTa BkitouaeTcsa B COJl m mpucoeaunsercs k OPK
JOKYMEHTA.

OCHOBHBIM ITPUHIMUIIOM PETUCTPALUH SIBIIAETCA OJJHOKPATHOCTh. Kaxk/1bIii
JOKYMEHT JOJKEH PErMCTPUPOBATHCA B JAHHOM OpPraHe TOJIBKO OJUH Pas.

[Ipu perucTpaiyuu ciny>ke0HOU KOPPECOHACHIIMK MPOBOJUTCS MOUCK HA HAIUYHUE!
MOBTOPA PETUCTPALIMU OJHOTO U TOTO K€ IOKYMEHTA,;

3apErUCTPUPOBAHHBIX PAHEE JOKYMEHTOB 10 TAHHOW TEME;

OTBETA HA 3alPOC aAMUHUCTPALIUM IrOpOAa, OPTraHa,;

JAHHBIX O JTOKYMEHTaX, YIOMSHYTBIX B TEKCTE PETUCTPUPYEMOTrO JOKYMEHTA,
paHee HaIlpaBJICHHBIX.

[Ipy NOJIOKUTEITBHOM PE3YJIbTATE MTOUCKA CIIEHUAINCTBI, OTBETCTBEHHBIE 32
BEJICHHE JIeJIONPOU3BOJICTBA, 00A3aHbl MOA00PATh UX MPU HAIMYHUH IOKYMEHTA B
TEKYIIEM APXUBE WJIU MOJATOTOBUTH COOTBETCTBYIOIIYIO CIIPABKY U MEPENATH
PYKOBOJICTBY COBMECTHO C BHOBb IIOCTYIIMBIIUM IOKYMEHTOM. IIpu 3TOM BHOBB
MOCTYIHUBIINN IOKYMEHT MOJICKUT PETUCTPALIMU B COOTBETCTBUU C
WNHcTpykuuei, U B perucTpallMOHHbIE KAPTOUYKU 000OUX JOKYMEHTOB BHOCSITCS
OTMETKHU O HOMEpaXx, CBSA3aHHBIX 10 TEME JOKYMEHTOB.

He nmoasiexxar peructpaiivu KHUTH, Ta3€Thl, ’KYypHaJbl, OIOJUIETEHHU, PEKIaMHbIE
W3/1aHMs, IPOCHEKTHI C HAYYHO-TEXHUYECKON nH(pOpMalued, miiaKaThbl,
CIPaBOYHO-UH(POPMAIMOHHBIE MaTepUalbl, IPUCIAHHBIE JIJISl CBEACHUS,
MO3/IPABUTEIIbHBIE OTKPBITKH, IPUTIIACUTEIbHbIC OUIIEThI, CTATUCTUYECKHE
COOpHUKH, CYETa, KBUTAHIIUH, IOTOBOPHI, HAKIIATHbIE, CMETHI.

Ha stux nokymeHTax yka3pIBaeTcCs JaTa UX MOCTYIUICHUS, HOPSAKOBBIN HOMEDP HE
IIPOCTABIISIETCS.

KoppecnonaeHuus ¢ moMeTkon «JIM4HO», a TaKKe HE PETUCTPUPYEMBIE
JOKYMEHTBI IEPEJAFOTCA 10 HA3HAYEHHUIO B IEHD UX MTOCTYILICHUS.
3aperucTpupoBaHHbIE JOKYMEHTBI — HE MTO3/IHEE CIICIYIONIETO paboyero JHs
MOCJIE JHS UX PETUCTPALUU.

JIOKyMEHTBI, TOCTYIUBIINE PYKOBOJAUTEIO, UHBIM JTOJKHOCTHBIM JIUIIAM, MUHYS
CeKpeTaps, MePEeNaroTCs ISl PETUCTPALMU B JIEHb UX MTOCTYILICHHUS.



JIOKyMEHTBI, TOCTyHAaloNue Ha OyMaKHOM HOCUTENIE, MOCTIE UX PErUCTpalliy,
BKItOueHUsA B COJ] B BUAE SJIEKTPOHHBIX KONMUWA M PACCMOTPEHUS PYKOBOJICTBOM
MEPEIAIOTCS B COOTBETCTBYIOIIUE CTPYKTYPHBIE MOAPA3CIICHUS HA HCIOJHEHUE
WJIY TIOMEIIAIOTCS B JIEJI0 B COOTBETCTBUH C HOMEHKJIATYPOU AEN OpPraHU3aIUN.

Jnst pukcanuu (dakta mnepenadyd BXOIAIMMX JTOKYMEHTOB M MX KONUU Ha
OyMa)XHOM HOCHUTEJE WCHOJHUTENISAM B CTPYKTYpPHbIE NOAPA3ACICHUS MOTYT
UCIIOJIb30BAThCS JKYPHAIBI (peecTphl) mepeaadn JOKYMEHTOB.

[Ipu GymakHOM JOKYMEHTOOOOPOTE MOJIMHHUKU BXOISIIUX JOKYMEHTOB, B
ClIy4yae HA3HAYECHUS HECKOJbKUX HCHOJHUTEIEH NEPENAOTCI OTBETCTBEHHOMY
WCTIOJIHUTENIO, OCTAIBHBIM UCIOJHUTEISAM NEPEAAOTCA KOITUH TOKYMEHTA.

5.2. KOHTPOJIb HCTIOJIHEHHS CJIYKeOHBIX TOKYMEHTOB

OTBETCTBEHHOCTD 32 CBOEBPEMEHHOE HCIIOJIHEHUE CITY>KEOHBIX TOKYMEHTOB
BO3JIAraeTcsi Ha PyKOBOJIUTEIISI OpraHa, ero 3aMeCTUTEIEH.

KoHTponb ucnonHeHus: BKIo4YaeT B ce0si: MOCTAHOBKY Ha KOHTPOJIb,
MpeABAPUTEILHYIO MPOBEPKY U PETYIMPOBAHUE X014 UCIIOTHEHHUS, CHSITUE C
KOHTPOJIsI, HAIIPaBJIECHUE UCTIOJTHEHHOTO IOKYMEHTA B J1€J10, YUET, 0000IIeHUE U
aHaJIU3 X0/1a U Pe3yJIbTaTOB UCMIOJIHEHUSI JOKYMEHTOB, HTHHOPMUPOBAHUE
PYKOBOJUTENEH B LIENAX CBOEBPEMEHHOIO M KAYECTBEHHOTO UCIIOTHEHUS
Mopy4YeHuid, 3apUKCUPOBAHHBIX B TOKYMEHTAX.

Bce noctynuBiime JOKyMEHTBI JOJIKHBI PACCMAaTPUBATHLCSA B JIEHb UX MOCTYIIJICHUS
PYKOBOJUTEJIEM OpraHa WM €r0 3aMECTUTENIEM B COOTBETCTBUU C
pacrpeieIeHHBIMU MEKly HUMU 00S13aHHOCTSIMH.

Pe3ynbTaThl pacCMOTPEHUSI KAXK0TO MOJIYYEHHOTO IOKYMEHTA, YKa3aHus O €ro
WCIIOJTHEHUHU OTPaXaloTCs B PE30JTIOLINH, KOTOpas 0popMIIIeTcsl B COOTBETCTBHUHU C
nyHKTOM 2.14 HCTpyKIIUN.

JlokyMeHT ¢ pe3osrouneit «Jist ceenenus» Hanpasisiercsa uepe3 CO/, ¢
pe3omtonueit «O3HaKOMUTH» MepeaeTcsl HO0YEPEAHO UCTIONHUTEINSIM. [Tpu 3TOM
HaIMpOTUB CBOEH (PaMUIIUU B PE30JIIOLIUU UCTIOTHUTENb JIOJKEH MOCTABUTH CBOIO
POCHUCH U ATy B MOATBEPKAEHUE TOTO, YTO OH O3HAKOMJIEH C JJOKYMEHTOM.
[Ipu oTnpaBiaeHUU JOKYMEHTA, MOJJIEKAIIETO BO3BPATY, B IPABOM BEPXHEM YIIIY
MEePBOM CTPAHUILIBI CTABUTCS IITaMII WK OoTMeTKa «Ilo/mexuT Bo3BpaTy».

Ecau nopyyeHue 1no uCrnoiaHEHUIO JOKYMEHTA BO3JIOKEHO HAa HECKOJIBKUX
WCIIOJTHUTENEH, TO MEPBBIM, YKa3bIBAETCS JIUIO, OTBETCTBEHHOE 32 OPTaHU3aIUIO
WCIIOTHEHUSI.

OTBETCTBEHHOMY UCITOJTHUTENIO MPUHAIJICIKUT MPABO CO3bIBA COMCIIOJHUTENIECH U
MOJIYYEHHUS OT HUX HE0OXOUMOU HHPOPMAITUU ISl COCTABICHUS U 0000IIECHUS
orBeTa. COUCTIONHUTENN B PABHOM CTENIEHU HECYT OTBETCTBEHHOCTbD 3a
KaueCTBEHHOE U CBOEBPEMEHHOE MCIIOJIHEHUE IOKYMEHTa U 00s13aHbI
MPEJOCTaBUTh OTBETCTBEHHOMY MCIIOJIHUTENIO BCE HEOOXOAUMBIE MaTepUalbl U
CBEJICHUSI HE TIO3/IHEE JIBYX AHEHN O CpOKa UCIIOJHEHUS JOKYMEHTA.
CoucnoaHUTENb HE B MPAaBEe HAIPABIIATh KOHTPOJIUPYIOIIEMY CAMOCTOATEIbHBIN
OTBET, MUHYSI OTBETCTBEHHOT'O UCTIOJTHUTENA.

OTBETCTBEHHBIN UCMIOIHUTEIb HAMPABIISIET KOHTPOJIUPYIOIIEMY 0000IIEHHBIH
OTBET C MPWIOKEHUEM UH(OPMALIMM COUCTIOJIHUTEINIEH TMOO0 3aBU3UPOBAHHBIIM
UMU.



Bce naBuxkeHue 1oKkyMeHTa 00g3aTeIbHO OTMEYAETCSI B COOTBETCTBUU C
Pernamentom pa6otsl B CO/I.

JIOKyMEHTBI, IO KOTOPBIM MTOCTaBJICHHbIE B HUX BOMPOCHI MOT'YT OBITH PEIICHBI B
opraHe, He JIOJKHBI ITepechuIaThCsl B MOJYMHEHHBIE WU JpYyrue opranu3auuu. B
CJly4yae HaIlpaBJICHUS JOKYMEHTa Ha PAaCCMOTPEHUE U MPUHSITUE MEP B IpyTUE
OpraHbl (OpraHu3aIiu) aBTOP JOKYMEHTA JOJDKEH OBITh IIOCTABJICH 00 TOM B
M3BECTHOCTb.

Hcnonnenue noKkyMeHTa npeaycMaTpuBaeT cOop U o0paboTKy HE0OXO0AUMOI
nH(popMaIK, TOATOTOBKY MPOEKTA IOKYMEHTa, €ro 0OpMIIEHUE, COTJIaCOBaHUE,
NpeJICTaBICHUE Ha MoANKcanue (yTBePKICHHUE) PYKOBOIUTEIIO OpraHa
MOATOTOBKY K MEPECHUIKE ajpecary.

HckinounTenbHo 3a MOAMUCHIO TJIaBbl pailoHa HAIIPABJISIOTCS OTBETHI HA
nopydenus ['yoepHnatopa Anraiickoro kpas, [Ipenacenarens [IpaBurenscTBa
AnTaiicKkoro Kpasi, IpOTeCThl, MPeANUCaAHUS, TPEACTABICHUS, TPEOOBAHUS
MIPOKYPATYpPHI, 3aMPOCHI MPOKYPATYPhl B pAMKax paHee HAMPaBICHHOTO
NpeAnucanusi, IpoTecTa, MPeCTaBICHUs, TPEOOBaHUS MPOKYPOPa, MOCTYIUBIIIHE
Ha UMl TJIaBbl paiioHa. B ocTanbHbIX cllydasix AOMYCKAeTCs HaMpaBIeHUE OTBETA
3a MOJIMUCHIO 3aMECTUTENS IJ1aBbl paiioHa.

KoHTponb 32 cpokamMu UCTIOJTHEHUST OCYIIECTBIISECTCS CIEUAIMCTaMU,
OTBETCTBEHHBIMU 32 BEJICHUE JEIOMPOU3BOICTBA.

Cpoku UCTIOJTHEHUS JOKYMEHTOB UCUUCISAIOTCS B KaJI€HAAPHBIX JHAX U
JOKYMEHTBI TIOJIJICKAT UCTIOMHEHUIO B TeueHne 30 THEel co THS perucTpaliu, eciu
MHOE HE MPEAYCMOTPEHO JEUCTBYIONIUM 3aKOHOAATEILCTBOM U MOJ0XKEHUSIMU
NucTpykunu.

JIOKyMEHTBI TO/JIE’KAT UCTIOTHEHUIO B CIIETYIOLIUE CPOKH:

C KOHKPETHOW 1aTOUN UCIIOJIHEHHS — B YKa3aHHBIN CPOK;

C IOMETKOW «CPOUYHO» — B TEUCHHUE TpeX pabounX JHEH;

C IOMETKOH «omnepaTuBHO» — B TeueHue 10 nHei;

C PE3OJIIOIUN «JIJIs MPEJIOKECHUI» — B TeUeHHE 15 pabouux aHeH co aHs
perucTpanuu,

0 apJIAMEHTCKUM 3aMpocaM - He MOo3/AHee YeM uepe3 15 He co qHs MmoaydeHus;
1o 3anpocaM uieHoB Coserta @enepanuu, aemyratoB ['ocynapctBeHHOM J[ymbl
(mermyTaTckoMy 3ampocy) He mo3aHee yeM yepe3 30 gHeH co JHS MOaydeHHs.

0 MEKBEIOMCTBEHHBIM 3aIlpocaM O IMPEACTaBICHUH JOKYMEHTOB W (WJIH)
uHpopMaMKu B UENSAX MPEIOCTABICHUS TOCYJAPCTBEHHBIX U MYHUIUIAIBHBIX
yciyr - 5 pabouux AHEH CO JIHS MOJYyYEeHHUs 3alpoca, €cld 3aKOHOAATEIbCTBOM
Poccuiickont @enepanniu He YCTAHOBJIEH HHOM CPOK;

o oOpameHusM rpaxaan - 30 qHel co qHS perucTparim.

Ecim mocnemHuii JeHb CpoKa HCIOJHEHHUS JOKyMEeHTa (IopydeHus)
MPUXOJUTCS Ha HepaboOuyuid JAE€Hb, TO JAOKYMEHT MOJJICKHUT HCIOJHEHUIO B
OJIM>KaWIIUK CIIeIYIONIUNA 32 HUM pabouHil 1eHb.

C 1enbio CBOEBPEMEHHOTO UCIIOTHEHHUSI TIOKYMEHTOB, OTBETCTBEHHBII
UCIIOTHUTENb 00s13aH MPEIOCTABUTH OTUET 00 UCIIOJIHEHUHU JOKYMEHTA JIUILY,
OTBETCTBEHHOMY 3a BEJICHHE JIeJIONPOU3BO/ICTBA, HE MO3IHEE IBYX JAHEH 10
HCTEUYEHUS CPOKA HCIIOJIHEHUS, B COOTBETCTBUU CO CPOKOM, YKa3aHHBIM Ha
mrramrre (B CO/1), Ha [Topyuenus ['ybepraTopa Aunraiickoro kpas, [Ipencenarerns



ITpaBuTenbcTBa ANTaliCKOTO Kpas — HE MO3[IHEE TPEX JHEU JO UCTEUEHHS CPOKA,
ycTaHOBJIEHHOTO [IpaBUTENBCTBOM AJITANCKOTO Kpasi.
B ciiyyae He00X0AUMOCTH JTOMIOJHUTEIHHOTO BPEMEHH Ha PEIICHUE BOIIPOCOB,
U3JI0KEHHBIX B JJOKYMEHTE, MPOAJICHHE CPOKa UCIIOIHEHUS TOJKHO OBITh
0(pOpMIIEHO 10 UCTEUEHUSI CPOKA MPETOCTABICHUS OTBETA C YKA3aHUEM MPUYUHBI
MPOJIEHUA U TIAHUPYEMOW TAaThl UCITIOTHEHUS U OCYLIECTBISAETCS JOJKHOCTHBIM
JIMLIOM, HAJOKUBIIUM MEPBUYHYIO PE3OIIOLMIO, B TPOTUBHOM CIy4ae JOKYMEHT
CUMTAETCS HE UCTIOJHEHHBIM B CpOK. Eciii B mpoch0e 0 MPpOAJICHUH HE YKa3aH
HOBBIN CPOK UCIIOJHEHUS, OH ABTOMATUYECKU MPOIISIETCS HA MECHILI.

JlokyMeHT (TopydYeHue) CUYUTACTCS UCTIOTHEHHBIM, €CITU MPUHATHI PEIICHHS
[0 TOCTaBJIEHHBIM BOIPOCAM, IOJATOTOBICHBI COOTBETCTBYIOIIUE JIOKYMEHTHI,
HalpaBlieHa CIpaBKa OO0 WCHOJHEHUHM B COOTBETCTBYIOIIME OpPraHbl BJIACTH
(opraHu3anuyu) Wid JaH OTBET [0 CYIIECTBY 3aWHTEPECOBAHHBIM JIUIIAM.
Ecnu ucnonnenue He JOKYMEHTHPOBAJIOCh, OTMETKAa 00 UCHIOJHEHHUH JIeNlaeTCsl Ha
caMOM JOKyMeHTe. KpoMe TOro, mucbMO CHUMAETCSL C KOHTPOJISI, €CIIU 10 HEMY
MPUHAT MYHULIUITAIBHBIN IPAaBOBOM akT. B 3TOM cilydae UCIIOTHUTEND TOJIKEH
COOOIIUTH CIEIHANTNCTaM, OTBETCTBEHHBIM 3a BEJICHUE JISIOMPOU3BOICTBA HOMEP
Y J1aTy, IPUHSITOTO IOKYMEHTA.
ITocne ncnoiHEHUsSI JOKYMEHT CHUMAETCS C KOHTPOJISL U CIIUCBIBAETCS B JETIO.
CHSATB ¢ KOHTPOJIS JOKYMEHT MOKET TOJIBKO TO JOIKHOCTHOE JIUIIO, KOTOPOE
MOCTAaBUJIO €r0 Ha KOHTPOJIb WX JIUIIO €0 3aMEIIAIOIIee, TP 3TOM HAa TOKYMEHTE
JENAETCs] OTMETKA O CHITUU C KOHTPOJISI U CIIMCAHUU B JETI0.
JlokymeHTHI (ITOpYyYeHHs), HE CHATBIE C KOHTPOJIS, a TAK)KE JOKYMEHTBI
(Topy4eHust), CPOK UCTIOTHEHHS KOTOPBIX HE TPOJIJICH, CUUTAIOTCS
HEHCIIOJIHEHHBIMHU.
[Tpu HEOOXOIUMOCTH CTIEIIUATUCT, OTBETCTBEHHBIN 3a JIEJI0NPOU3BOACTBO,
MPEIOCTABISAET PYKOBOJAUTEIO OPraHa, €ro 3aMECTUTEIAM CTaTUCTUYECKUI
aHaJIn3 COCTOSHUS UCIOJIHUTEIbCKON JUCIUIUIMHBI U IEPEYHU JOKYMEHTOB, CPOK
WCTIOJIHEHUS 110 KOTOPBIM UCTEK.
CnyxeOHas Tiepenucka XpaHuTcsl B OpraHe B COOTBETCTBUM C HOMEHKJIATYPO Jied.

5.3. Ucxoasinue J0KYMEHTBI

Hcxoasimymu JOKYMEHTAMU SIBIIIOTCA O(UIMaIbHbIE JOKYMEHTHI, OTIPABIISIEMbIE
U3 OpraHa, KOTopble JeJsTCs Ha!
WHUILIMATUBHBIE,
OTBETHI HA BXOJIAIIHE.
Hcxopsimuye JOKYMEHTBI TOTOBSITCS Ha OJIaHKE opraHa, pyKOBOJIUTEINb (WIIH
YIIOJTHOMOUYEHHOE UM JIMII0) KOTOPOTO MX MOJIUCHIBACT.
Hcxopsimyie nucbMa 3a MOANUCHIO PYKOBOJUTEINS, €r0 IJ1. CIeUalncTa
nevyaTaroTcsl Ha OaHke aaMUHUCTpauuu [ uiaéBcKoro cenbcoBeTa u
PETUCTPUPYIOTCS JIUIIOM, OTBEYAIOIIUM 32 JEJIONPOU3BOICTBO, B COOTBETCTBUHU C
Pernamentom pa6otsl B CO/I.

Peructpanust ucxoasimux JTOKYMEHTOB OCYIIECTBISECTCS B JIEHb MOAMUCAHUS
WU Ha CIEAYIOMUA pabodyuil JeHb, €CIU JOKYMEHTHl ObUIM MOANKCAHBI B KOHIIE
pabouero aHS WK B HEpabouee BpeMmsi.



[Ipu MOArOTOBKE UCXOIAIIETO IOKYMEHTA B OJIMH aJIpEC HA TIOAIUCH
PYKOBOIMTEIIIO TOTOBSITCS JIBa SK3eMILIsApa (ITOCIIe TOITUCAHMS H PETHCTPAIINN
MEPBBIN IK3EMIUISIP OTHPABISAETCA aApecaTy, BTOPOM — OTIPaBIIAECTCS
UCIIOJTHUTEIII0), €CITU MIMChbMO B JIBa aJIpeca, TO TOTOBUTCS TPU IK3EMILISAPA.
[Ipu noaroToBke nmucbMa 0oJee 4YeM B UETHIPE aJipecara, KOJIMYEeCTBO MEPBBIX
AK3EMIUISIPOB COOTBETCTBYET KOJUYECTBY aJpECATOB, HA SK3EMIUISIpax
WCTIOJIHUTEINS ¥ OTJeIa KAaHLEISIPUU B PEKBU3UTE K AZIpecaT» yKa3bIBAETCS «I10
crucky». CIucoK Ha pacChUIKY MPUIIAraeTcs K MucbMy. Ecinm TOKyMeHT
OTHPABIIAETCSA B HECKOJIBKO OJJHOPOAHBIX OPraHU3AIUi, TO JOMYCKAETCA
odbopmieHne aapecata 0000IIEHO.

Perucrtpanusa nokyMeHTa, T.€. IPUCBOCHUE €EMY HOMEpA U AaThl, TPOU3BOJAUTCS
TOJILKO TIOCJIC MTOATMCAHUS €T0 PYKOBOJAUTEIEM OpraHa (MM yIIOJTHOMOYEHHBIM
UM JIMIIOM) JIMIIOM, OTBETCTBEHHBIM 32 BEJICHUE JICTONPOU3BOJICTBA.
Hcxopsine JOKYMEHTHI B BBILIECTOSIIIME OPTaHbl TOAIMACHIBAIOTCS
PYKOBOJMTEIEM OpraHa MECTHOTO CAMOYIIPABJICHHUS UM YIOJTHOMOYEHHBIM UM
JIALIOM.

Ecnu otBeT aBTOpY OOpalieHus JaeT pyKOBOJUTEIb OpraHa MECTHOTO
CaMOYTMpaBJICHUS WU YIOJHOMOYEHHOE UM JIUIIO, TO OTBET JIOJKEH OBITH Ha
0JIaHKe UMEHHO 3TOr0 OpraHa.

Ilepen peructpanueit UCXOASIMX JOKYMEHTOB MPOBEPSAETCS MPABUIBHOCTH
oopmiieHUsT TOKyMEHTOB (B TOM YHCIIC HAJIUYHE TOIINKUCEH, BU3, MPABUIBHOCTD
HalMCaHHWs aJpeCcoB), a TaKXKe YKa3aHHBIX B HCXOJIIIMX JIOKYMEHTaX
MPUJIOKEHNM, COOTBETCTBHE KOJMYECTBA SK3EMILISIPOB KOJUUYECTBY AJIPECATOB IO
yKa3aTeJo pacChUIKU, HAIMYUE OTMETKU 00 UCTIOJIHUTEIIE.

B ciiyyae oOHapy»eHuUst HEI0CTaTKOB B 0(DOPMIICHUH IOKYMEHTOB UX BO3BPAILIAIOT
HCIIOJIHUTEITIO.

IIpu peructparumn ucxoxsmero nuckMa B CIOJ1 cBeaeHus 00 OTIPaBIsIEMOM
nokymeHTe ukcupyrorcs B OPK, Kk KOTOpol mpHuKperisieTcsl 3JeKTPOHHAsT KOMuUs
OTHPABIIIEMOTO TOKYMEHTA.

Ecan OPK Obuta co3gana B COJ] mpu moAroToBke MpoeKTa AOKYMEHTa, TO
IpU PErUCTpallMd HUCXOMSIIEr0 JOKYMEHTa B Hee J100aBISIOTCS CBEICHHS O
PEruCTpallMOHHOM HOMEpE, JaTe PErucTpaluu U Jpyrue CBeIeHUs] 00 UCXOASIIEM
JOKYMEHTE.

PerncrpanoHHBIi HOMEP HMCXOIAIIETO JOKYMEHTa JOJDKEH COCTOSITh W3
KOMOB (MHIEKCOB) B COOTBETCTBHM C IPUMCHSICMBIMU KilaccuukaTropamu u
MOPSAIKOBOIO HOMEPA JOKYMEHTA B IIPEAEIax KAIEHAAPHOTO roja.

JlaTa perucTpaniui W PETUCTPALMOHHBIA HOMEpP MPOCTABIAKOTCS Ha
OTHPABIIEMOM JOKYMEHTE, a TakXke€ Ha KONHM HCXOIAIIETO JOKYMEHTa,
OCTAIOLIEHCA B JETIE.

Hcexonamumii JOKYMEHT, IMTOAIMCAHHBIA PYKOBOJIUTEIEM OPraHU3ally UIN UHBIM
YIIOJTHOMOYEHHBIM UM JIOJDKHOCTHBIM JINIIOM, NEPEAAETCS HA OTIPABKY, KOIIHS
OTBETA C MPUJI0KEHUEM BCEH MEPEMUCKU U CCHUIKOW Ha BXOASIINN HOMEDP
MepEeIacTCs JIUIY, OTBETCTBEHHOMY 3a BEJICHUE JICJIONPOU3BOCTBA ISl CHATHUSA C
KOHTPOJISL U TIOMEIIAETCS B AEJI0 B COOTBETCTBUM C HOMEHKJIATYPOU JE..

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



CnyxeOHbIe TOKYMEHTBI Ha OTIIPABKY U PETUCTPALIUIO MTEPEat0TCs
MOAMUCAHHBIMU U MOJHOCTHIO O(POPMIIEHHBIMH, C YKa3aHHEM TOYHBIX aJPECOB U B
KOJIMYECTBE FK3EMIUISIPOB, PABHBIX KOJIMUECTBY aIpecaToB.

[ToaroroBneHHbIE K OTIPABKE CIYKEOHBIE IOKYMEHTHI MPU HEOOXOIUMOCTH
YUHUTBIBAIOTCS B KYypHAJIaX OTIPAaBIsEMONU KOPPECTIOH ICHIINU, KOHBEPTUPYIOTCS U
B 3aBUCHUMOCTH OT CTETIEHU CPOYHOCTU OTHPABIISIOTCS MOYTOM, TOCTABIISIOTCS
HapPOYHBIM I0J] POCIHUCH, HAMIPABIISAIOTCSA MO 3JIEKTPOHHOMN MOYTE WU MEePeatoTCs
JUTSL OTOPABKU (PENIbABETEPCKON CBA3ZBIO.

JIOKyMEHTBI, HE MMEIOIIHUE aJAPECHOW YacTH, MPUHUMAIOTCS Ha OTIPaBKY C
COIPOBOJMTEIBLHBIME THUChMaMH (32 UCKIIOYCHHEM KOIMUH pPacropsaUTeIbHBIX
JOKYMEHTOB, HaIlpaBJIIeMbIX B MTOJIBEIOMCTBCHHBIC OPTaHU3AIINH ).

HenpaBuibHo opopMieHHbIE JOKYMEHTBI U KOPPECTIOHAEHIIUS HECTY>KEOHOTO
XapakTepa K OTIpaBKe HE MPUHUMAIOTCS U BO3BPAIAIOTCS UCTIOTHUTEIO.

JIOKyMeHTBbI, MOJUIeKalllue OTHpaBKe, JOJDKHBI  00pabaThiBaThCAd U
OTOPABJIATHCA B JE€Hb HMX MOAMUCAHUS U PETUCTPALMM WM Ha CIEIYIOIIHMA
pabouuii IeHb.

Jlochlika WM 3aMEHa paHee OTIPAaBICHHOTO JIOKYMEHTa OCYIIECTBIISIETCS MO
YKa3aHHUIO JIMI[A, TTOAMKUCABIIETO JIOKYMEHT.

KoppecnonaeHuuys TM4HOTO XapakTepa, MMChMa U TEJIErpaMMbl, HE CBSA3aHHBIE C
JESATEbHOCTbIO OPTaHOB MECTHOTO CAMOYIIPaBJIEHHUS, K OTIPABKE HE
MPUHUMAIOTCS.

Briaua 7OKyMEHTOB Ha pyKH aJipecary MpOU3BOJIUTCS MOl POCIUCH MOJTy4daTess B
KypHaJie OTIPaBIseMON KOPPECIIOH ICHIINY JIMOO Ha SK3EMILISIPE, XpaHsIEeMcs B
nee.

Komnuu city»xeOHbIX TOKYMEHTOB BbIAAIOTCS OpraHaM MECTHOT'O CaMOYIPaBIICHUS C
pa3pelleHusl YIpaBJsIIOLIEro JieJlaMH, B CTOPOHHHUE OPraHU3alNU — MO
MUCbMEHHOMY 3aIpOCYy.

6. CocTaBiieHHE HOMCECHRKJIATYPbI A€J1

HomeHnknatypa fien — 3T0 cucTeMaTU3UPOBAHHBIN MepeueHh HAaUMEHOBAHUM e,
3aBOJMMBIX B JIEIONPOU3BOJICTBE OpraHa MECTHOTO CaMOYMPABJICHUs, C YKa3aHHEM
CPOKOB XpaHeHWsI, 0()OPMJICHHBIN B YCTAaHOBJICHHOM Mopsiyke (mpuiioxkenue 11).
HomeHnknatypa nen npeaHa3HaueHa AJig OpraHUu3alu TPyHnupOBKU
MCIIOJTHEHHBIX IOKYMEHTOB B JIeJla, CUCTEeMAaTU3allMK U yueTa JeJ, ONpeIeTICHUs
CPOKOB UX XPAaHEHHUS U SIBJISIETCS. OCHOBOM JUIsl COCTaBJIEHUS ONUCEH el
MOCTOSTHHOTO U BpeMeHHOTo (cBbimie 10 jeT) XpaHeHus, a TakKe ydeTa JIei
BpeMeHHOTO (110 10 JIeT BKIIOYMTEIBHO) XpaHSHHUS.

[Ipu cocTaBneHNN HOMEHKIIATYPHI JIeNl CIEAYEeT PYKOBOJICTBOBATHCS YCTaBOM
OpraHu3allid, TMOJOXKEHUSIMA O CTPYKTYpHBIX TMOAPA3ACICHUSX, IITATHBIM
pacrucanueM, IiaHaMy U OT4eTaMHu O padoTe OpraHu3aluu, HOMEHKIIATYpOU Jiel
3a TPOMIEAMHNA TOJ, JOKAIHbHBIMA HOPMATUBHBIMH aKTaMU OpTaHU3AIlUH,
COJIEpKAIllMMKU CBEJICHHS O JOKYMEHTaX, OO0pa3yloluxcsi B JIESITEIbHOCTU
OpPraHW3alli{, THUIIOBBIMH ¥ TPHUMEPHBIMH HOMEHKIaTypamu nen (mpu  ux
HAJTAYHH).

B HoOMeHKknaTypy el BKJIIOYAIOTCS BCE JOKYMEHTHI, OTpa)Karoliue
JEeSATENHHOCTh CTPYKTYPHBIX TOAPA3ACICHUA OpraHWU3allMd W TOCTOSHHO WU
BPEMCHHO JCHCTBYIOIINUX OpraHOB (KOMHCCHI, COBETOB, KOMHTETORB), B TOM YHCIIC



JOKYMEHTBI OTPAaHMYEHHOTO JOCTYIIA, PETHUCTPALMOHHBIE U YUYETHBIC KYPHAJIbl U
KapTOTE€KH, B HEOOXOAMMBIX CJIydasX - KOMNUU JOKYMEHTOB. JIOKyMEeHTHI,
CO3/IaHHBIE B AJIIEKTPOHHOU opMe, BKIIIOUAIOTCS B HOMEHKJIATYPY J€Jl M0 TEM XKe
MpaBUiaM, YTO U JOKYMEHTHI Ha OyMaKHOM HOCHTEJIE.

He BKmroyarTCsI B HOMEHKJIATYpY JA€N MEPUOJUYECKHE W3JaHUs, KHUTH,
OpOIIIOPHI.

Homenknartypa aen opraHu3alv COCTAaBIAETCS JIMIOM, OTBETCTBEHHBIM 3a
BEJICHUE JICJIONPOU3BOJICTBA B COOTBETCTBHM C BEAOMCTBEHHBIMHM W THUIOBBIMH
MEepeyYHsIMU JIOKYMEHTOB C YKa3aHUEM CpPOKOB HX XpaHeHus 1o ¢dopme,
ycTaHoBjieHHOU [[paBunamMu XpaHeHus, KOMIUIEKTOBAHUS, YUETa U UCIOJIb30BAHUS
nokymMeHTOB ApxuBHOro (onna Poccuiickoit denepaiuu U Ipyrux apXuBHBIX
JOKYMEHTOB B OpraHax TIOCYJapCTBEHHOM BJACTH, OpraHax MECTHOIO
CaMOYIIPaBJICHUS, OPraHU3alUX.

Homenkiiatypa nen cocTaBisieTcs B MOCIEIHEM KBapTajle TEKYIIEro roja Ha
MPEICTOSIINN KaJleHAAPHbBIN TOJ.

Homenkiatypa gen opraHusamnuy MOAIKCHIBAETCS PYKOBOAUTEIIEM, JIMIIOM,
OTBETCTBEHHBIM  3a  BEJICHUE  JCIONPOU3BOACTBA,  BUBUPYETCA  JIULOM,
OTBETCTBEHHBIM 3a apXWUB, COIJIACOBBIBAETCS C OKCIEPTHOM KOMHUCCHUEHN
OpraHu3aluyu M, €CIM OpraHu3alus SBJISETCS HCTOYHUKOM KOMIUJIEKTOBAaHUS
MYHUIIMIIAIBHOTO apXuBa, OJIMH pa3 B S JIET MPEJCTaBIISIETCS HA COTJIACOBaHUE
COOTBETCTBYIOIIEH AKCIIEPTHO-MPOBEPOUHON KOMUCCHH YITOJTHOMOYEHHOTO OpraHa
UCIIOJHUTENBHOM BllacTh cyObekTa Poccuiickoit ®@enepanuu B 00J1aCTU apXUBHOTO
nena (manee - OIIK apXWBHOTO YUYpeKICHHS) WIM MYHHIIMIIAIHLHOTO apXWBa B
COOTBETCTBUHM C TMPENOCTABJICHHBIMU €MY IIOJHOMOYMSMH B  MOPSJIKE,
yCTaHOBJIEHHOM [IpaBriiamu xpaHeHUs.

Homenkimarypa nen, cornacoBanHass OIIK apXuBHOro yuypexIeHUS WU
MYHHUIMIIAJIBHBIM ~ apXUBOM B COOTBETCTBUM C MPEAOCTABICHHBIMU €MY
MMOJTHOMOYMSAMH, YTBEPKIACTCS PYKOBOAWTEIEM OpraHUW3allMd WU BBOAUTCA B
neyctBue ¢ 1-ro sstHBapsi NPEACTOSIEro KaleHAapHOoro roja.

Opranuszanny, B JACATEIBHOCTA KOTOPBIX HE CO3HAIOTCA JTOKYMEHTHI
ApxuBHoro ¢onna Poccuiickoii ®Denepanuu, yTBEpkKAAOT HOMEHKIATYpYy Hel
CaMOCTOSITEIBHO.

B cayuae usmeHeHus: QyHKUUNA W CTPYKTYpbl OpraHU3allMd HOMEHKJIATypa
JIEJ1 COCTABJISIETCSI, COTJIACOBBIBAETCS U YTBEPKIACTCS 3aHOBO.

IlepBpIil  3K3EMIUISIP  YTBEPKIACHHOW  HOMEHKJIATYypbl  JI€J1  SBJSETCS
JOKYMEHTOM  IIOCTOSSHHOTO  XpaHCHHs, BTOpPOH  (9JCKTpOHHAs  KOIHS
HOMEHKJIATYPBI JIEJT OpraHU3aIliH, YTBEP)KICHHOW PYKOBOIUTEIIEM OPTaHHU3AIINH) -
MEepEeIacTCd B MYHULUNAIbHBIA apXUB, HCTOYHUKOM KOMILICKTOBAHUS KOTOPOTO
ABJISICTCS OPTaHU3aLHs.

HomeHkitaTtypa Jena opraHu3alydd CTPOHMTCS IO CTPYKTYpHOH (Ha3BaHHSIMH
pa3zaenoB (Moapa3iesoB) HOMEHKIATYPHI JCN SBISIOTCS Ha3BaHHS CTPYKTYPHBIX
MOJPA3ICIICHUN, PACIIONIOKEHHBIE B COOTBETCTBUM C YTBEPKICHHOM CTPYKTYpOU
OpraHu3anuu), Wikn (QYHKIUOHATBHOW cXemMaM (Ha3BaHHSIMH  pa3J]eiioB
HOMCHKJIATYPBI JIE]T SBIITIOTCS HAIIPABIICHHUS JEATSIEHOCTH OPTaHH3AIIHH).

Bce 3arosioBku e, BKIIOYEHHBIE B HOMEHKJIATYypy JEJN CTPYKTYPHOIO
nojpa3eNieHus, WHICKCUpytorcsa. Mumexc nenma ykaspiBaercs B rpade 1
HOMCHKJIATYPBI JICJI ¥ COCTOUT M3 HMHJICKCAa CTPYKTYpPHOTrO TojpaszzieiieHus (koma
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MO/Ipa3/IeNICHUsI B COOTBETCTBUH C YTBEP)KJICHHOW CTPYKTYpOH OpraHW3aIiuu WiIu
KJIACCU(UKATOPOM CTPYKTYPHBIX MOJpa3/e/ICHNIi) U TOPSAIKOBOrO HOMEpa Jelia B
pasnenie HOMEHKIATypbl Jaeia. MHaekcel nen o003HavaroTess apaOCKuMu Hudpamu.
Hampumep: 01-05, rae:

01 - ko CTPYKTYpPHOTO TIOIpa3ICICHUS;

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

Jlema mo BompocaMm, HEPa3pelIeHHBIM B TEYCHHE OJHOTO TOJa, SIBIISIOTCS
"MepeXOASIMUMH' ' ¥ BHOCSATCS B HOMEHKJIATYPY €N CIEIYIONIETO Toa C TEM Ke
WHJEKCOM. PeKOMEHTyeTCsl COXpaHATh B HOMEHKIIATYPE JIE] OJJUHAKOBBIC WHICKCHI
JUTSL OJTHOPO/THBIX JIeTl, BKIIFOUEHHBIX B PA3HBIC Pa3/Iebl.

Ecnu B TeueHue rona B AeATEIHHOCTH OPTAaHU3AIIUN 00Pa3yIOTCS TOKYMEHTHI,
HE TMPEeAyCMOTPEHHBIC  HOMEHKJIATYpOW e, 3arojIOBKM  HOBBIX  JIET
JIOTIOTHUTENIEHO BKJIIOYAIOTCS B HOMEHKIATYpy Jen. B kaxmaoMm pasjgene
HOMEHKJIATYPhI JIed 11 BHOBH 3aBOJAMMBIX JIeT TMPEIyCMATPUBAIOTCS PE3CPBHBIC
HOMeEpA.

3arosioBok Jiena (rpada 2 HOMEHKIATYphI Je) A0DKEeH B 0000meHHoi hopme
OTpaxaTh OCHOBHOE COJIEP’KaHHE M COCTaB JOKYMEHTOB jena. He momyckaercs
yrnoTpeOJICHHEe B 3arojlOBKe JeJla HEKOHKPETHBIX (GopMyinpoBok (‘‘pasHbie
MaTepuaibl’, "oOmas mepenucka), a TakXKe BBOJHBIX CJIIOB M CJIOXHBIX
CUHTaKCUYECKHX OOOPOTOB. 3arojIOBKH JIe7T MOTYT YTOUHSTHCS B T€UCHHUE TOJa B
npoiiecce GopMUpoOBaHUS U OPOPMIICHHUS JE.

3arosoBoK Jena JOMKEH COCTOSITh W3 DJJEMEHTOB, pPacIoJiaraeMbIX B
CIEIYIOIIEN MOCIEI0BATEIILHOCTH:

a) Ha3BaHWe BHJA Jeia (IepenucKka, KypHall, JeJi0) WIH BUAa JOKYMEHTOB,
BKJTFOUCHHBIX B JIeJI0 (IIPOTOKOJIBI, TIPUKA3HI);

0) HaUMCHOBAaHWE OpPTaHHM3AIUH, CTPYKTYPHOIO IOJAPA3JCIICHHUs, MOCTOSHHO
JCHCTBYIONIETO WJIM BPEMEHHOTO OpraHa, IOJDKHOCTHOTO JIMIA, CO3/IaBIINX
TOKYMEHT(BI);

B) HauWMCHOBAHHWE KOppecHoHAcHTa (OpraHu3anud, JHIa, KOTOPOMY
aJIpECOBAHBI HJTU OT KOTOPOT'O MOJIYYCHBI JIOKYMEHTHI);

T) KpaTKOe CoJIepKaHue JOKYMEHTOB Jieia,

1) Ha3BaHWE MECTHOCTH (TEPPUTOPHH), C KOTOPOHW CBSI3aHO COJICPKAHHE
JOKYMEHTOB JIeTIa,

¢) nara (rmepuo), K KOTOPBIM OTHOCSITCS JIOKYMEHTHI Jiefa,

K) yKa3aHWe Ha KOMMMHHOCTH JOKYMEHTOB JIeJa.

[Topsimox pacmoyioKeHHUsT 3ar0JIOBKOB JIeNT BHYTPH PAa3AeiiOB HOMEHKIIATYPHI
JIeJT OTIPENIETIIETCS CTEMEHBI0 BAYKHOCTH JJOKYMEHTOB, BKIIOUYEHHBIX B JIea.

B mHawame pasmena pacmonarairoTcsi  3arOJIOBKH T,  COJEpIKAIIuX
yUpeauTENbHBIC, OPTaHU3AIMOHHO-TIPABOBHIE M PACHOPSAIUTEIHHBIE JOKYMEHTHI,
3aTeM 3aroJIOBKH e, COJEp)KalluX IJIAaHOBBIC, OTYETHBIC, WH(GOPMAIMOHHO-
AHATUTUYECKHE  JIOKYMEHTBI, JIOKYMEHTBI,  OTpa)alolue  JesATEIbHOCTh
MoJIpa3/ieJIeHus, TEPENHICKy, B KOHIIE pa3lieiia - PETHCTPAIMOHHBIC W YYETHBIC
JKypHaJbl, KAPTOTEKH, Oa3bl TaHHBIX.

[Tpu 5TOM 3aroJIOBKH JIeJ1, COIePKAIIUX TIPABOBBIC aKTHI, PACTIOPSTUTECIIEHYIO
JOKYMEHTAIINIO BBINIECTOSAIINX OpPTaHU3aIii, PacoIararoTcs Iepe T 3aroJI0BKaMu
JIeJT ¢ PacCOPSAIUTEILHBIMH TJOKYMEHTAMHU OpraHa MECTHOTO CaMOYITPaBJICHUSI.
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Jlanee pacmoyiaratoTcst 3aroj0BKU JIEJ, COACPKaIUX MIaHOBBIE U OTUYETHBIE
JIOKYMEHTBI.

3arojoBOK Jieja JOJIKEH YeTKO U B 000011eHHON (popMe OTpakaTb OCHOBHOE
COJIepKaHUE U COCTAaB JOKYMEHTOB JIeNa.

He nonyckaercs ynorpebieHue B 3arojioBKe Jeia HEKOHKPETHBIX (hOPMYIHPOBOK
(«pa3Hble MaTepUaIIbI», «O0Ias MePEeUCcKa» | T.11.), & TAKXKE BBOJHBIX CJIOB U
CJIOKHBIX CUHTAKCUYE€CKHUX 000POTOB.

B 3aronoBkax zen, coaepkanux J0KyMEHTBI 10 OJJTHOMY BOIIPOCY, HO HE
CBSI3aHHBIX IOCJIEIOBATEIHLHOCTBIO JIEIONPOU3BO/ICTBA, B KAUECTBE BUIA J€Ta
yHoTpeOsieTCsl TEPMUH «IOKYMEHTBI», a B KOHIIE 3ar0JI0BKa B CKOOKax
YKa3bIBAaIOTCS OCHOBHBIE PA3HOBUJIHOCTH TOKYMEHTOB, KOTOPHIE 10JKHBI OBITh B
nene (Hampumep, JOKYMEHTHI O TIPUEMeE, cllaue U CIIHMCAaHUU UMYIIECTBA U
MaTepuaioB (aKThl, OMIMCH, BEJOMOCTH). TepMUH «TOKYMEHTBI» TPUMEHSICTCS
TaKXe B 3ar0JIOBKAX JI€J, COACPKAIUX JOKYMEHTHI - MPUIIOKEHUS K KaKOMY-JTH00
JTOKYMEHTY (HarmpuMmep, TOKYMEHTHI K IPOTOKOJIaM 3aCeIaHusl KOMUCCHH ...).

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

"IIpoTOKOJIBI 3aCEAaHUN TUPEKIIUH .

B 3aromoBkax e, coiepiKalluX MEpenucKy, YKa3bIBaeTCs, C KEM U IO
KaKoOMY BOIIPOCY OHA BEJIETCS:

"[lepenmicka ¢  0Opa30BaTENbHBIMM  YUPEKICHUSIMA O  TOBBIIICHUU
KBaupuKauu pabOTHUKOB' .

B 3aromoBkax  gen, coiepKallMX ~— TMEPEeNnucKy C  OJHOPOJAHBIMU
KOPPECMOHAEHTAMHU, TOCIEIHUE HE HA3BIBAIOTCS, a YKa3bIBaeTCsl WX BUJIOBOE
Ha3BaHUE!

"Ilepenicka ¢ QeaepaJbHBIMU OpraHaMH HCHOJHUTEIBHOW BIACTU O
3aKJIIOUYEHUH U UCTIOJIHEHUH TOCYAapCTBEHHBIX KOHTPAKTOB" .

B  3aromoBkax nen, colepakKamiux ~— MEpPErnucKy ¢ pasHOPOIHBIMU
KOPPECMOHACHTAMHU, MOCIEAHUE HE MEPEUNCTISIOTCS

"Ilepenucka 0 3aKIOYEHUN U UCTIOJIHEHUN MYHUIIUNATIBbHBIX KOHTPAKTOB" .

B 3aronoBke gena yka3bIBaeTCS KOHKPETHBIA KOPPECHOHJEHT, €CIHU
MepEIrcKa BeIETCS TOJIBKO C HUM:

"ITepenucka ¢ OAO «PocTenexoM» 0 MpeI0CTaBICHUH YCIYT CBA3U .

[Ipu o0Go3HaueHHM B 3arojoBKaxX AN aJIMUHHCTPATUBHO-TEPPUTOPUATBHBIX
€UHUL YYUTHIBAETCS CIEIYIOIEee:

€ClIM  COAEp)KaHWE  Jeja  KacaeTrcsl  HECKOJIbKUX  OJHOPOJHBIX
aJIMUHUACTPATUBHO-TEPPUTOPHUAIBHBIX €AUHUL, B 3aT0JIOBKE Jlejia HE YKa3bIBAIOTCS
UX KOHKPETHbIC Ha3BaHUS, a YKa3bIBAETCA UX 00Illee BUJOBOE HA3BAHUE!

"Ilepenucka ¢ yUpeKI€HUSIMU KyJIbTYypbl pailoHa'.

eclIM  coJepKaHuWe ~ Jena  Kacaercss  OJHOM  aJAMUHUCTPATUBHO-
TEPPUTOPHAIIBHON eIMHUIBI  (HACEJIGHHOTO TyHKTa), e¢¢ (ero) Ha3BaHUE
YKa3bIBaeTCsl B 3ar0JIOBKE Jiena:

«llepenncka ¢ AIMUHUCTpALIUEN TOPOIA»

B 3aronoBkax zen, coaepkaniyx miaHOBYIO HIIM OTYETHYIO TOKYMEHTAIUIO,
yKa3bIBaCTCs MIEPUOJT BpeMeHH (MecsI, KBapTall, To/) Ha (3a) KaKoi COCTaBIICHBI
JTOKYMEHTBI, BU TIOKyMeHTa (Tu1aH, otdet). OTYeTsl, TUTaHbI H3-3a Pa3HOH
MEPUOJANYHOCTH, KOTOPHIE UMEIOT Pa3HbIE CPOKU XPAHEHUS, TOJIKHBI



(dbopMupoBaThCs B pa3HbIe Jeia (ToI0BO# MIaH pabOThl KOMHTETA, KBAPTAIbHBIH
IUTaH PabOThl OPraHU3AIMH 0 KAITMTATbHOMY PEMOHTY, MECSTYHBIN OTYET,
TOJIOBOM OyXraJTepCKUid OTUET).
[Tpu BEIHECEHHMH CTATUCTHYECKUX OTYETOB 005A3aTEIHLHO YKA3bIBACTCS Ha3BaHUEC
or4yeta u popMa (ToJTOBOM CTATUCTHUCCKHA OTUeT O TpaBMatm3me  (D.Ne 7-71).

[Tpu GopmupoBaHUU jAelia U3 HECKOJbKHX TOMOB (4acTei), KpoMme OOIIero
3arojiIoBKa Jieja MpU HEOOXOJAMMOCTH COCTABJISIOTCS 3aroJOBKH KaXKJIOTO TOMa
(JacTH), yTOUHSIOIIHNE COJIEPIKaHNe TOMOB (JacTeit) nena.

3aroJIOBKH eI MOTYT YTOYHATHCS B Iporiecce POPMUPOBAHUS U OPOPMIICHHS
aed.

I'pada 3 "KonmgecTBo aen' 3amoiaHSIETCS O OKOHYAHUN KaJICHIApHOTO TO/Ia.
[To mocTKeHUH ACIOM, BKIIOYAIOIINM JTOKYMEHTHI BpeMeHHbBIX (cBbimie 10 ser) u
MOCTOSTHHOTO CPOKOB XpaHeHus, oObema B 250 JHCTOB, TOM 3akKpbIBacTCsi W
OTKpBIBAaCTCS HOBBI TOM. B rpade 3 HOMEHKIATYphI JeN IOCIICI0BATEIIEHO
YKa3bIBAIOTCSA HOMEpa TOMOB M KpaliHUE aThl JOKYMEHTOB Ka)/I0r0 TOMa:

T.1. 11.01.2018 -
30.06.2018

DJICKTpOHHBIC Jejia Ha ToMa (J4acTh) He paslelsioTcs. Bce 3aeKkTpoHHBIC
JOKYMEHTBI, HE3aBUCUMO OT UX 00bEMa, BKIIIOUAIOTCS B OJIHO 3JEKTPOHHOE JIEJIO.

B rpade 4 "Cpok xpanenus u N cratbu mo nepeuHio” yka3bIBalOTCS CPOKHU
XpaHEeHUsl JIel 1 HOMEpa CTaTeil MO0 TUIIOBOMY WJIM BEIOMCTBEHHOMY IEPEUYHIO
JIOKYMEHTOB C YKa3aHUEM CPOKOB XpaHeHWUs, (ellepaJbHOMY 3aKOHY WJIM WUHOMY
HOPMAaTUBHOMY IIPAaBOBOMY aKTy.

B rpade 5 "llpumeyanue” B TeueHUE BCEro Cpoka ACHUCTBHS HOMEHKIATyphl
MIPOCTABIITIOTCSI OTMETKH O 3aBeacHuu Aen ('3aBeneHo'), He3aBeICHUHW €I, O
nepexoasmux aeiax (Hampumep, "Tlepexoasiiee ¢ 2016 roga™), o BeIACICHUH ACIT
K YHAUYTOXKEHUIO, O JIUI[aX, OTBETCTBEHHBIX 32 (HOPMUPOBAHUE JIe], O TIepeaayde ael
B JIPYTYIO OPTaHU3AIUIO [Tl TIPOOJIKEHUSI.

[lo 3aBepiieHUN AEI0NTPOU3BOJCTBEHHOTO rojla B KOHIIE HOMEHKJIATYPhI e
o(opMIISIETCS UTOTOBasl 3aMKCh, B KOTOPYKO BHOCATCS CBEJEHHUS O KOJUYECTBE
3aBEJICHHBIX JeJl (TOMOB, YacTei), OTACIHLHO MOCTOSHHOTO H BPEMEHHBIX CPOKOB
XpaHEeHUs, BPEMEHHBIX CPOKOB XxpaHeHusi ¢ ormeTkod "JIIK" u mepexonsmux.
HTtoroBass 3amuch MAOTMOJNHSETCS TAHHBIMH O KOJWYECTBE DJICKTPOHHBIX [
COOTBETCTBYIOIIUX CPOKOB XpaHeHus (mpuioxenue 12).

B utoroByo 3anuch HOMEHKJIATYpPBhI JE€J1 CBEACHUS BHOCITCS HAa OCHOBAHUU
JTAHHBIX, TIEPEAHHBIX U3 CTPYKTYPHBIX MOAPA3ACICHUNA OpPTaHU3aIHH.

B HoMeHKIaType TpOCTaBIsSeTCS OTMETKAa C YKa3aHWEM JODKHOCTH U
MOAMMUCH JIUIA, IEPEAaBIIETO CBECHUS.

Ha Bcex nenax oQopMIIAIOTCS TUTYJIbHBIE JTUCTHI J1€J1 B COOTBETCTBUU C
3aroJIOBKaMu 110 HOMEHKJIatype ael (nmpuioxenue 13).

7. @opmupoBaHue u opopmiieHHE J1eI.

7.1 ®opmupoBaHUE AE.
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Jlema co mgHS WX 3aBENEHUS N0 TEpeladd B apXWB OPraHU3AIMU WIH 10
BBIICICHUS WX K YHWYTOXKCHHUIO TI0 HMCTCUCHUW CPOKA XPAHEHUS XPAHATCS TI0
MecTy UX (POpMHUPOBAHUSI.

Jleno cuwWTaeTcs 3aBENCHHBIM C MOMEHTA BKIIOUCHHS B HETO IEPBOTO
WCIIOJITHEHHOTO JJOKYMEHTA.

B mensx xpaHeHus1, TOWCKa ¥ UCTIOJIB30BaHUS JOKYMEHTHI HA OYMaXHOM HOCHUTEIIE
1 DJIEKTPOHHBIE TOKYMEHTHI JOPMUPYIOTCS B Jieia B COOTBETCTBUU C
HOMEHKJIATYpPOH €.

[Ipu dopmupoBanuu nen Ha OyMakKHOM HOCHUTEJIE JOJBKHBI COOIIOIATHCS
cleayrolne ooume mpaBuia;

- B JIENIO TIOMEMIAIOTCS HMCIOJHEHHBIE TOKYMEHTBI, COOTBETCTBYIOIIHE IIO
CBOEMY COJIEp>KaHHIO 3ar0JI0BKY JieJia IO HOMEHKJIAType JIell;

- PUJIOKEHUS TTIOMETIAOTCSI BMECTE C OCHOBHBIMH JTOKYMEHTaMHU;

- B JIEJI0 BKJTFOYAIOTCS JOKYMEHTBI OJTHOTO KAJICHIAPHOTO TOAa, UCKIIOUCHHE
COCTaBIIIFOT JIMYHBIC Jiesia PaOOTHUKOB, KOTOPBIE (DOPMHUPYIOTCS B TEUCHHE BCETO
nepuoja padoThl, U IEPEXO e aena;

- TOKYMEHTHI TTOCTOSTHHOTO ¥ BPEMEHHBIX CPOKOB XPAHCHHS TPYIIAPYIOTCS B
niena pa3aeabHo;

- B JIEJI0 BKJTFOYAETCS TI0 OJHOMY IK3EMIUISIPY KaX0r0 TOKYMEHTA,;

- (bakcorpamMMBbl, TelerpaMMbl, Tele(OHOTpaMMBbl TIOMEIIAIOTCS B Jela C
MIEPETTICKOI Ha OOIINX OCHOBAHUSX,

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

- B JIeJI0 HE BKJIIOYAIOTCS JTOKYMEHTBHI, IOJJICKAIIUE BO3BpATy, JUIITHHEC
AK3EMILISIPBI M YePHOBHKH (32 UCKITIOUEHUEM 0CO00 IICHHBIX);

- 10 00BbEMY J1€J10, BKIIIOUAIOIIEe IOKYMEHThI Ha OyMa)KHOM HOCUTENE, HE JTOJKHO
npeBbIaTh 250 JIMCTOB, MPH TONIIMHE HE OoJiee 4 ¢cM (TOJIMHA J1eT CO CPOKaMHU
xpa"enus 1o 10 et He momkHa npesbimath 10 cm). Jlena o6bemoM cBbimie 250
JIUCTOB COCTAaBIISIOT OTACIBHBIA TOM, O YEM B JJOKYMEHTE JIeJlaeTCsl oTMeTKa. [Ipn
HAJIMYHUH B JIeJIe HECKOIBKUX TOMOB (4acTei) MHIEKC U 3aroJIOBOK Jieia
MPOCTABISAIOTCS Ha KaKJIOM TOME ¢ jo0aBiieHreM obo3Havenuit: "T. 1", "T. 2",

JIOKyMEHTBI BHYTPH JieJla PacIoJiaraloTCs CHU3Y BBEPX B XPOHOJOTHUYECKOH,
BOTIPOCHO-JIOTHYECKOHN TOCIISI0BATEIIBHOCTH (UTOOBI OHH TI0 CBOEMY COZICPKAHHIO
MOCJICIOBATEIPHO OCBEIAIHM OIPE/ICICHHBIC BOMPOCH) MM WX codeTaHuu. [lpwm
ATOM JOKYMEHTHI HEOOXOIUMO PacrojiaraTh B XpOHOJOTHUYECKOM TIOPSIKE WIIH TI0
andaBuTy aBTOPOB U KOPPECTOHACHTOB. [IpriIokeHns K TOKyMEHTaM, He3aBUCHUMO
OT JIaThl UX YTBEPXKICHUS WA COCTABIICHUS, IPUCOSTUHSIIOTCS K TOKYMEHTaM, K
KOTOPBIM OHH OTHOCSITCSI.

PacriopsiiurensHble  TOKYMEHTHI TPYNIHUPYIOTCS B Jella 1O BUAAM U
XPOHOJIOTUU C OTHOCSIIIIUMHUCS K HUM TIPHIOKCHUSIMU. JJOKYMEHTHI - OCHOBaHUS K
pacnopsAIUTEIbHBIM JOKYMEHTaM BKJIIOYAIOTCS B OTIEIBHOE JENI0. Y CTaBHl,
MOJIOKCHUS, WHCTPYKIIMH, YTBEPXKICHHBIE TMPABOBBIMU aKTaMH, SBIISIOTCS
MPWIOKCHUSIMUA K HUM M TPYIIUPYIOTCS BMECTE C YKa3aHHBIMH JOKYMCHTAMH.
Ecnmu xe oHM yTBEpXKICHBI B KAa4eCTBE CAMOCTOSITEIHHOTO JOKYMEHTa, TO WX
TPYNIUPYIOT B OTJEIBHBIC Jea.

[IpoTokonBsl B JeNie pacmoyiaralOTCS B XPOHOJOTHUYECKOM TMOPSAKE W TI0
HOMEPAM.



JIOKyMEHTBI K 3aceTaHusIM (COBEIIAHUSIM) TPYHIUPYIOTCS B OTACIBHOE JCIIO,
KaK ¥ TPUJIOKEHUS K TIPOTOKOJIaM, €CITH OHM COZEpKaT Ooiee 25 cTpaHwuIl.

JIOKyMEHTBI K MPOTOKOJIaM, €CJIM OHU CTPYNIUPOBAHBI B OTHENbHBIC JI€Na,
CHUCTEMATHU3UPYIOTCS BHYTPH J€Ja O MOPSAJIKY HOMEPOB MPOTOKOJIOB.

JlokanpHblE HOPMATHUBHBIE aKThl, YTBEPKACHHBIE PaCHOPSIAUTEIHHBIMU
JOKYMEHTAaMH, SIBIAIOTCA MNPUIOKEHUSIMU K HUM M TPYHNIUPYIOTCS BMECTE C
YKa3aHHBIMU JOKYMEHTAMHU.

[Tprkasel MO OCHOBHOM JIESITEIbHOCTH IPYIIUPYIOTCS OTAEIBHO OT MPUKA30B
M0 JIMYHOMY COCTaBy H NPUKA30B MO aJMHUHUCTPATHUBHO-XO3AMCTBEHHOU
NEATETbHOCTH

[Tpuka3el mo AuYHOMY cOCTaBy (OPMUPYIOTCA B JieJa B COOTBETCTBUHU CO
CpPOKaMU XpaHEHHS.

JIOKyMEHTBI B TUYHBIX JI€JIaX PACIOIaraloTcs 1o Mepe UX MOCTYIJICHUS.
JIuueBble cueTa Mo HAYMCICHUIO 3apa00THOM MIAThl PpA0OUUM U CITyXKalUM
IPYIIUAPYIOTCS B OT/AENIBHBIC Jiefia B alIaBUTHOM MOPSIIKE.

[Ipenyoxenus, 3asiBJICHUS U Kaao0bl Ipak/IaH MO BOMpPOcaM pabOThl OpraHa
MECTHOT'O CaMOYIIPABIICHUS U BCE IOKYMEHTHI 10 UX PACCMOTPEHHUIO U
WCIIOTHEHUIO TPYNIIUPYIOTCS OTJEIBHO OT 3asBJICHUIN TpaXkKJaH M0 JTUYHBIM
BOITPOCaM.

[lepenucka rpynnupyercss B Jieja MO TEMAaTUKE W/WIA KOPPECIOHJECHTaM U
CHUCTEMATHU3UPYETCS. B XPOHOJIOTHYECKOW MOCIEIOBATENBHOCTH: JTOKYMEHT-OTBET
MOMEIIaeTcsl 32 JOKYMEHTOM-Tpock0oi  (3ampocom). I[lpm B0300HOBICHUH
MEPENUCKU MO ONPEAECICHHOMY BOIPOCY, HAYaBLICHCA B MOPEABLAYIIEM TOAY,
JOKYMEHTBHI BKJIFOYAKOTCA B JEJI0 TEKYLIEr0 roja ¢ yKa3aHMEeM HHJAEKca Jela
MPEIBIAYIIETO rOAa.

ONEeKTpPOHHBIE JOKYMEHTBHl (OPMHUPYIOTCS B  DJEKTPOHHbIE Jl€Jla B
COOTBETCTBUM C HOMEHKJIATypoW Jed OpraHu3alud B TOW HH(POPMAIIMOHHOM
CUCTEME, B KOTOPOH OHU OBUIM CO3/IaHbl UJIU B KOTOPYIO ObUTH BKJIFOUECHBI.

7.2. OdopmieHue Ael, MOATOTOBKA JIeT K XPaHCHHUIO.

Jlena, oOpa3oBaBmIMECs B JAEITEIBHOCTH OpPraHM3allud M MOJUIeXKalllne
XpaHEHUIO, TMPOXOJAT TMOJHOE€ WU yacTuyHoe odopmienue. I[lomHomy
oopmiteHHIO0 TIOICKAT Jesia BpeMeHHBIX (cBbimre 10 JeT) CpOKOB XpaHEHUs,
MOCTOSTHHOT'O XPaHEHWs W MO JUYHOMY coctaBy. [lema BpemenHwix (mo 10 er)
CPOKOB XpaHEHUS MOJUIEKAT YaCTUUHOMY O(DOPMIIEHUIO.

Odopmienue nen npoBOAUTCS B CTPYKTYPHBIX MOAPA3AEICHUSIX OpraHU3aluu
o MecTy (OpMUPOBaAHUS TOKYMEHTOB B Jiea.

[Tonnoe odopmienue nena Ha OyMaKHOM HOCUTEJE BKIIFOYAET:

oopMIIeHHE PEKBU3UTOB O0JIOKKH Jesa no Gpopme;

HyMEpaI1IO JINCTOB B JIEJE;

COCTaBJICHUE JIUCTA-3aBEPUTENS Jea,;

COCTaBJICHHE B HEOOXOAUMBIX CIy4asiX BHYTPEHHEH OMUCU TOKYMEHTOB JIeNa;

MOAIINBKY U MEPEeIIeT Jaena.

Jluct-3aBepuTenb Jena, BHYTPEHHSS ONUCh JOKYMEHTOB Jiella M 00JIOkKKa

Jella COCTaBIISIOTCS O (opmam, ycTaHOBIEeHHBIM HHcTpykimen (MpHIoKeHUs
NeNe13,14,15).



BHyTpeHHssT OMKCh BKJIIOYACTCSA B JeJIa, UMEIOIIHE OCOOYI0 3HAYMMOCTh, a
TakkKe B jesa, chOPMUPOBAHHBIC 10 BHJAM JOKYMEHTOB, 3arOJIOBKH KOTOPBIX HE
PacKpBIBAIOT KOHKPETHOT'O COJICPIKaHUS JOKYMEHTOB.

BHyTpeHHssT ONKMCHh JIOKYMEHTOB JIela COCTAaBJISICTCS TakKKe Ha OOBEMHBIC
Jeia MOCTOSTHHOTO M BpeMeHHBIX (cBbimie 10 jieT) CpoKkoB XpaHEeHUS B IENSIX ydeTa
U OBICTPOTO HaXOXKJCHUSI JIOKYMECHTOB B JICITe.

B koHIIe BHyTpeHHEH ONMKUCH YKa3bIBaeTCs MU(GPAMH U MPOIHUCHIO KOJINISCTBO
BKJIFOUCHHBIX B HEEC JOKYMEHTOB M KOJIMYECTBO JINCTOB BHYTPCHHEH OIIHCH.

BHyTpeHHsIT ONUCh JOKYMEHTOB Jiejla IOJINHUCHIBACTCS COCTaBUTEIEM C
yKa3aHUEM JODKHOCTH, HHUITHAIOB ¥ ()aMUJTH, TaThl COCTABIICHUSI.

Ecaim geno mneperieteHo W moAmuTO 0€3 BHYTPEHHEW OMHUCH, TO
COCTaBJICHHAS] BHYTPECHHSISI ONUCH TIOJIKJICUBACTCSl K BHYTPCHHEH CTOPOHE JIUIICBOM
00JIOKKH JIeTa.

Jlena BpemeHHBIX (10 10 JieT BKIIIOYUTEIEHO) CPOKOB XpaHEHUS, TIOICIKAIIIHE
JaCTUYHOMY O(OPMIICHHUIO, JOMYCKAETCs XPAaHUTh B MAIKax, B KOTOPBIX Jelia
XpaHWINCh B JICJONPOU3BOJICTBE, MEpECUCTEMATH3AIM JOKYMEHTOB B JeJie HE
NPOBOJUTCS, JIMCTHI Jiella HE HYMEpPYIOTCs, JIUCTBHI-3aBEPUTEIIM Jelia He
cocraBistoTcsi. Ha o0O0NoXkke Jema B COOTBETCTBHM C HOMCHKJIATYPOH Jei
OpPraHW3allMd  3aroJHSIIOTCS  PEKBU3HMTHI.  HAUMCHOBAHHME  OpraHU3alluy,
HAaMMCHOBAHWE IOAPA3JICIICHNS, WHACKC JeNia, 3arojoBOK Jiejia, CPOK XpaHCHHUS
JTOKYMEHTOB.

Ha oGOnoxke men BpemeHHbIX (cBbimre 10 J€T) CpPOKOB XpaHEHUS W TIO
JUYHOMY COCTaBY YKa3bIBAOTCS:

HAaMMCHOBAHHWE BBINMIECTOSIIEH Oprann3anuu (opraHu3anuu-yapeanrers) (mpu
HEOOXOMMOCTH), HaWMEHOBAHHE OPraHU3alHUH - HCTOYHHKA KOMIUICKTOBAHUS
rOCyJIapCTBEHHOTO (MYHHUITMTIAIIBHOTO) apXHUBa,

HAaMMCHOBAHUE CTPYKTYPHOTO MOAPA3/ICICHHUS;

WHJICKC JIejia 10 HOMEHKJIAType Je;

HOMep ToMa (JacTH);

3aroJIoBOK Ji¢jia (TomMa, 4acTH);

KpaliHue JaThl Aena (Toma, 4acTh);

KOJIMYECTBO JINCTOB B JICIIC;

CPOK XpaHEHHUS JieTa,

apXUBHBIN WKUGp Aena.

Ha o06oxKkax J1ei OCTOSITHHOTO XpaHeHUs HaJl HAMMEHOBAHUEM OpPTaHU3aIHH
YKa3bIBAaeTCS HAMMEHOBAaHWE TOCYAApCTBEHHOrO (MYHHIIMITAJLHOTO) apXHBa,
UCTOYHHKOM KOMIUICKTOBAHHSI KOTOPOT'O BBICTYIIACT OpraHU3aI[usl.

[Ipu opopmiiennn 00JI0KKH J1eNa:

HAaMMCHOBAHWE BBINICCTOSIEH OpraHu3anuu (OpraHu3alun-yIpeIuTes ), Py
€¢ HaJIMYWH, YKA3bIBACTCS IOJIHOCTHIO B MMEHHUTCIIEHOM IaJeKe, TOJ ITOJTHBIM
HAaMMCHOBAaHHWEM B CKOOKaX YKa3bIBacTCA OPUIIMAIBLHOE MPHHITOS COKPAIICHHOES
HauMeHOBaHUE (PU €T0 HATWIHH);

HAaMMCHOBAaHWE OpPraHU3allid YKa3bIBae€TCS IOJHOCTHIO, B UMCHHUTEIHHOM
najieke, ¢ ykKazaHHeM O(HIIMAIBHO MPHHITOTO COKPAIICHHOTO HAaWMEHOBAHUS
(mpu ero HaJIMYWHU), KOTOPOE VYKAa3bIBaeTCI B CKOOKax IIOCJIe IIOJHOTO
HAaMMCHOBAHUS,

HAaMMCHOBAHUE CTPYKTYPHOTO IOAPA3JCICHHUS YKA3bIBACTCS ITOJTHOCTHIO B



COOTBETCTBHHM C YTBEP)KICHHOW CTPYKTypoW opraHusanuu (IpH HATAYUH
COKPAIIICHHOTO HAaMMEHOBAHUS CTPYKTYPHOTO MOAPA3/ICICHUS OHO yYKa3bIBACTCS B
CKOOKax);

WHJICKC JieJla TPOCTABIIAETCS B COOTBETCTBHM C HOMEHKIIATYpOH Jei
OpraHU3allNY;

3arojIOBOK JieJla TICPEHOCHTCS W3 HOMEHKIATYphl Jell opraHu3anuu (B
HEOOXOIMMBIX CITydasiX B 3ar0JIOBOK BHOCSITCS YTOUHEHHUS);

nathel aena (roma(sl) 3aBeACHUS M OKOHYAHUS Jeja B A€IOIPOU3BOJICTBE).

[Tpu U3MCHEHNM HAMMEHOBAHUS OpTraHU3alluy WIH TOAPa3ICICHHs B TCUCHHE
MIEPHUO/Ia, OXBATHIBAEMOTr0 JTOKYMEHTAMH Jiejia, WU IPH Mepenade jeja B Jpyroe
moJipa3jic/icHue Ha OOJIOKKE Jelia MOJA NMPS)KHUM HAMMCHOBAaHUEM YKa3bIBACTCS
HOBOC HaMMEHOBaHHE OpraHu3anuu (Iojpas3zeiieHus), a IpeKHee HauMCHOBAaHUE
3aKJII0YAETCS] B CKOOKHU.

WHjgekc fena 1 3arojioBOK Jiejia IEPEHOCITCS Ha 00JI0KKY U3 HOMEHKIIATYPhI
nen. Ecim nemo COCTOMT M3 HECKOJIBKMX 4YacTed, Ha OOJOXKY KaKJIOro ToMa
(JacTu) BEIHOCUTCSI OOIIMIA 3aroJIOBOK Jieja M 3aroJIOBOK KaxJIoH Jactu (Mpu ero
HaJIMYHUN).

JlaTtoit gen, comepikalmux pacHopsSAMTEIbHYIO JOKYMEHTAIHIO, a TaKXe Je,
COCTOSIIIUX M3 HECKOJILKUX TOMOB (4acTei), SIBIIAIOTCS KpallHUE JAaThl JOKYMEHTOB
Jena, TO eCTh JaThl (YHCII0, MECAI, TOJ) perucTpamuu (COCTaBICHHS) CaMOTO
pPaHHEr0 M CaMoro MO3THET0 JOKYMEHTOB, BKIIOUCHHBIX B Jeno. [Ipu 3ToM 1eHb
Mecsa (aBa 3HaKa) M roJ (4eThIpe 3HaKa) 0003HAYAIOTCS apaOCKUMU mHdpamu,
Ha3BaHHWE Mecslla MHIIETCS CJIOBOM. ECIIM B JI€710 BKJIFOYEHBI JOKYMEHTHI, JAThI
KOTOPBIX BBIXOJAT 332 KpallHWE JAThI Jieja, TO MOJ JaTaMH Jiejia, ¢ HOBOW CTPOKH
AenaeTcs 3anuch. "B jene uMeroTcs TOKyMEHTHI 3a ... Toja(bl)". JlaThl 1eina MoryT
HE YKa3bIBaThCS Ha OOJIOXKKE JIeJ, COJEpIKaIIMX, HAaIpHUMep, T'OJOBBIC IUIAHBI U
OTYETHI, TAK KaK OHH OTPAXKAIOTCS B 3ar0JIOBKaX JIEl.

Jlaramu nienna, copepiKaiero MpoTOKOJIbI 3aCeIaHHM, SIBIISIOTCS JAThI IEPBOTO
¥ TIOCJICTHETO IIPOTOKOJIA.

KpaitHumu patamMy JIMYHOTO Jiea SIBJISIOTCS JaThl MOANKMCAHUS TpPUKa3a o
npueMe (IpU HATUYHHA TPYJIOBOIO JIOTOBOpPA - JaTa 3aKIIOYCHHS TPYIOBOTO
J0TOBOpA) W MpHKa3a 00 YBOJBHEHWH JIMIA, HA KOTOPOE OHO 3aBeJIeHO. B ciydae
CMEpPTH JIWIIAa, Ha KOTOPOE 3aBEJCHO JeJI0, KOHEYHOH IaTod SIBJIAETCS JaTa
JOKYMEHTA, H3BEIIAOIIEr0 O ero KOHIHHE.

PexBu3uT "Cpok XpaHeHHs Jena’ MNEpPeHOCUTCS Ha OOJIOKKY Jiena U3
HOMCHKJIATYpBI JIeJl IOCJIE CBEPKH €ro CO CPOKOM XpaHEHHS, YKa3aHHBIM B
IIEpEeYHEe THITOBBIX JOKYMEHTOB WJIH B BEJIOMCTBEHHOM IIEpEYHE TOKYMECHTOB, C
yKa3aHUEM CPOKOB XpaHCHUS.

Ha nenax mocTossHHOro XpaHeHUs MUIIETCS: ' XPaHUTh MOCTOSIHHO' .

[To oxOHYAaHWY TO/a B HAAMKCH Ha OOJIOXKKAX JIEJT IIOCTOSTHHOTO M BPEMEHHBIX
(cBpime 10 JteT) CpOKOB XpaHEHUS BHOCATCS YTOYHEHHUS: MPH HECOOTBETCTBHH
3arojIoBKa JeJ Ha OOJIOKKE COJICPKAHUIO IMOAMIUTHIX JOKYMEHTOB B 3aroJIOBOK
JeJ1a BHOCSITCS U3MEHEHUS U JOTIOJTHESHUS.

HanMmeHOBaHMS OpraHW3alMyd W TOJpa3JIe/ieHUs, TOJl U HOMEp Jejia MOTYT
MIPOCTABIIATHCS HA 00JI0XKKE C TIOMOIIBIO IITaMIIa.

B 1ensax obecrnieueHus: COXpaHHOCTH W 3aKPEIUICHUS TIOPSIKA PACIIOIOKCHUS
JOKYMEHTOB, BKJIFOYCHHBIX B JICJIO, BCE €T0 JIUCTBHI, KPOME JIUCTA 3aBEPHUTEIS U



BHYTPEHHEW OMNUCH, HYMEpPYIOTCS apaOCKuMu IudpamMu BaJIOBOW HyMepalue.
JIucThl HyMepyIOTCs TpadUTOBBIM KapaHIalloM W HyMepaTopoM (yrmoTpediieHue
YePHUT M [[BETHBIX KapaHJalllel JIJIi HyMEPAIuy JIMCTOB HE JOIYCKAETCs) CBEPXY
BHU3, U(PBHI MPOCTABIAIOTCA B IPAaBOM BEPXHEM YTy JIUCTA, HE 3a/ieBasi TEKCTa
NOKYMEHTA. JINCThI BHYTPEHHEN ONUCH HYMEPYIOTCS OTAEIBHO.

JIucTel e, COCTOSIIMX M3 HECKOJIBKUX TOMOB WJIM 4YacTe€d, HYMEPYIOTCS IO
Ka)XJOMY TOMY WJIH YaCTH OTIECIBHO.

JIOKyMEHTBI C COOCTBEHHOW HyMepalued JTUCTOB HYMEpPYIOTCS B 00IIeM
MOPSIKE.

JIuct moboro (opmara, MOAMMTHIM 3a OJWH Kpaid, HyMEpYyeTcs KakK OIUH
JIMCT B NMPABOM BepXHEM yriy. CII0KEHHBIN JIUCT pa3BOPAvYUBACTCS U HyMEPYETCA
B IIPAaBOM BE€pPXHEM yrIi1y. JIUCT, CIIOKEHHBIN U NOAIMTHIN 32 CEPENNHY, MOJIECKUAT
MEPEIINBKE U HYMEPYETCS KaK OJIUH JIUCT.

Ecnu B 1en0 noAmKUT KOHBEPT € BIOKEHUEM, CHAYaJIa HYMEPYETCA KOHBEPT, a
3aTEM OYEPEIHBIM MOPSAKOBBIM HOMEPOM KaKJI0€ BJIOKEHUE B KOHBEPTE.

Ecmm B mymepanum mnuctoB pgomymieHo Oomee 10 ommbok, Bce nemo
HyMepyeTcs 3aHOBO. [Ipu 3TOM cTapbie HOMEpa 3a4epKUBAKOTCS, U PSAJIOM CTaBUTCS
HOBBI HOMED JINCTA.

[Ipy Hamuuuu OTHAENBHBIX OMIMOOK B HyMEpalHUH JHCTOB JOMYCKAaeTCs
yrnoTpeOIeHne TUTePHBIX (¢ OYKBEHHBIMU JOIMOJIHEHUSIMHU) HOMEPOB JIUCTOB.

[Tocne 3aBepHieHUs HyMEpaLUK JINCTOB COCTABIISIETCS JINCT-3aBEPUTEIb J€ENA,
KOTOpBIM pacrojlaraeTcs B KOHIE Jena. B nucre-3aBeputene uudpamu u
MPOMUCHIO YKAa3bIBAIOTCA KOJMYECTBO JIMCTOB B JaHHOM Jelie, OCOOEHHOCTHU
OTJICJIBHBIX JOKYMEHTOB (HESCHBINM TEKCT, Pa3pPhIBbI, CKICHKH).

Jlucr-3aBepuTenp f1€j1a TOANMUCHIBAETCS €ro0 COCTAaBUTEIEM C YKa3aHUEM
JOJKHOCTH, MHULIMAJIOB U (PaMUJIUU, JaThl COCTABJICHUSI.

KosmuecTBo nHCTOB B J€ne, YKa3aHHOE€ B JIMCTE-3aBEpUTENE €A,
MPOCTaBISIETCS HA OOJI0XKKE Jea.

Ecaiu peno mepemnieteHO M MOAWMTO 0€3  JUMCTa-3aBEpUTENs, TO
COCTAaBJICHHBIN JIUCT-3aBEPUTEIb MOAKICUBAECTCA K BHYTPEHHEH CTOPOHE 3aJHEHN
00JIOKKH J1ena.

8. Opranmamm OmEepaTuBHOI0 XpaHCHUA JOKYMECHTOB U IKCIIEPTHU3A
HX HCHHOCTH

8.1. OneparuBHOE XpaHEHHE TOKYMEHTOB.

C MoMeHTa 3aBEJICHHS W JIO IepeJadu JIej B BEJOMCTBCHHBIM apXHB OpraHa
MECTHOTO CaMOYMIpPABJICHHUS Jela XpaHATCS 10 MeCcTy ux (popMupoBaHUS.
PykoBogutenn  oOpraHOB  MECTHOTO  CaMOYMPAaBIEHUS W  CICIHAIHUCTHI,
OTBETCTBCHHBIC 3a BEJCHHC JICIONPOM3BOJICTBA, 00SM3aHBI OOECIeUYnBaTh
COXPAaHHOCTH JOKYMEHTOB H JICTI.

Jliist obecriedeHus COXPAaHHOCTH, y4deTa JOKYMEHTOB M JCNI CTPYKTYpPHOTO
MOAPA3ACICHUS U OPTaHU3AIMH JOCTYIIa K HUM IIPOBOJIUTCS KOMIUIEKC PadoT:

CO3/IaHME ONTUMAJIBLHBIX YCIIOBUN XpPAaHEHHS JOKYMEHTOB U JICT;

pasMeIieHue ae,

MIPOBEPKA HAJTMUHS M COCTOSIHHS JOKYMEHTOB U JICJ;

COOJII0OICHUE TIOPsIIKa BBIJIaun JICII.



Jlena pa3MemiaroT B pabounx KOMHATaxX WM CIEIHAIbHO OTBEACHHBIX IS
ATOM 1€ TOMENICHUSIX B ImKadax, Ha CTeUiaxkaX, 4YTOObl 00eCHeYuTh HX
COXPAHHOCTb U 3alIUTY OT BO3JIEHCTBUS BpeAHBIX (DAKTOPOB.

Hena pans ux ywyera W OBICTPOrO TMOHUCKA JOJKHBI pacmlojiaraThCs
BEPTUKAILHO, KOPEIIKaMU Hapy>Ky U B COOTBETCTBHM C HOMEHKJIATypou nen. Ha
KOpelIKax OOJIOXKEK JeNl YKa3bIBaIOTCA MHJEKCHl MO0 HOMEHKJIAType JHell, MNpu
HEOOXOUMOCTH HOMEp ToMa Jela, AaTy jaena. HomeHkinatypa Jen WM BBIIHUCKA
13 Hee MOMEIaeTCs Ha BHYTPEHHEH CTOpOHE ImKada.

Brigada nen npyrum moapasaesieHusM WA CTOPOHHUM OpPTaHU3aIHASIM
MPOU3BOIUTCS TOJIBKO C pa3peiieHus: pykoBoauTens. U3bsaTue JOKyMEHTOB U3 Ae
JOTMYCKAETCs B UCKIIFOUUTENBHBIX CyYasiX, IPOU3BOJAUTCS C pa3pelieHuUs
PYKOBOJUTENS ¢ 00513aTENIbHBIM OCTABJICHUEM B JI€Ji€ 3aBEPEHHON KON
JTOKYMEHTA U aKTa O MIPUYMHAX BBIIaYd MO JTMHHUKA.

Jlena mocTosTHHOTO, BpeMeHHBIX (cBbimie 10 JIeT) CpOKOB XpaHEHUS U 110 JTHYHOMY
COCTaBY, 3aKOHUECHHBIE B JICJIONIPOU3BOJICTBE, HE paHee, YEM Yepe3 OJMH T'OJ] U HE
MO3/Hee, YeM Uepe3 TP roja MepelatoTCs B BEIOMCTBEHHBIN apXHUB OpraHa
MECTHOT'O CaMOYTMPABJICHUS, T/I€ XPAHATCS B TEUCHHUE YCTAHOBJICHHBIX CPOKOB.

[IpoBepky HAMWUUS ¥ COCTOSHUS JTOKYMEHTOB W JIEN B IESIX YCTaHOBJICHUS
(aKTHYCCKOTO0 HAJWYUsA JeI JOKHBI IMPOBOAUTHCS JICIIONPOU3BOJIUTEIICM
MOApPAa3EICHUS B CIIyJasx:

nepes nepeaaveii JOKyMEHTOB B apXUB OpraHU3allNig,

IIPU TIEPEMEICHUH JICT;

IIPU CMEHE PYKOBOJUTENSI CTPYKTYPHOTO OAPA3ACICHUS;

pU  pEopraHM3aIMi M JIMKBUJAIMA OPTaHU3AIMH WIA CTPYKTYpHOTO
MoJIpa3aeICHHUS.

[TpoBepka HanMWUUs MTPOBOJUTCS IMMyTEM CBEPKH CTaTed HOMEHKIIATYPHI eI C
OMMCaHUEM JieJl Ha 00J0XKKe, a (PU3NUECKOE COCTOSIHUE JIeNI ONpEeNesieTcsl MyTeM
WX BH3yaJlbHOTO IpocMOTpa. Bce o0OHapyXeHHBIE HEIOCTATKH JOJDKHBI
(bUKCHUPOBATHCS B aKTE MPOBEPKU HATUIHUS U COCTOSHHUS JIC]I.

B caydae BBISIBICHUS OTCYTCTBHS JEJ, YHCIAIIMXCS IO HOMEHKIATYpE e,
PYKOBOJICTBOM TOApa3IeICHUI MPUHUMAIOTCS MEPBI 110 UX PO3BICKY. Ecim po3bIck
Jel HE JaeT pe3yibTaTa, COCTABISICTCSA CIIpaBKa O NMPUYMHAX HMX OTCYTCTBHA,
KOTOpas IOJIHUCHIBACTCS PYKOBOJMTEIIEM IIOJpa3/ieeHUS W TPEACTABISCTCS B
apXHB.

dakr yrpatel aema (men) (UKCUpPYeTCs B aKTe, COCTABISCMOM JIUIIOM,
OTBETCTBEHHBIM 32 BEJICHHE JICJIONPOU3BOJICTBA U PYKOBOIAUTEIEM CTPYKTYPHOTO
nojpasaeiacHus (YIOJHOMOYEHHBIM UM JIMIIOM) B TPEX 3K3EMIUISIPAX: MO OJHOMY
DK3EMIUIAPY aKTa XpaHUTCA Yy JIMIA, OTBETCTBEHHOIO 3a  BEJCHHUC
JICTIONPON3BOJICTBA M B CTPYKTYPHOM  IOJpa3JC/ICHHH, OK3EMIUIAp aKTa
MPEACTABIACTCS B apXHWB OpraHM3alldd MpUd Iepefade Jell CTPYKTYPHOTO
oApa3CICHUs Ha apXUBHOE XpaHCHUE.

8.2. DkcnepTr3a EHHOCTH TOKYMEHTOB.

OkcmepTH3a  [EHHOCTH  JOKYMEHTOB  TPOBOJMTCS  HA  OCHOBE
3aKOHOJATENbHBIX ¥ WHBIX HOPMAaTUBHBIX TMPaBOBBIX akKTOB Poccuiickoii
denepanny, ycTaHABIMBAIOMINX TpeOOBaHHUS K CPOKaM XpaHEHHS JOKYMEHTOB,
TUTIOBBIX M BEJOMCTBEHHBIX MEPEYHEH JOKYMEHTOB C yKa3aHHEM CpPOKOB HX



XpaHECHUS:

MIPU COCTaBJIECHUU HOMEHKJIATYPHI 1€,

IIpU OJITOTOBKE JIeJI K TIEpeiaue B apXUB OpraHU3alliu;

B apXUBE OpraHU3aINU.

Jlnst opraHM3anUM W NPOBEIEHHUS pPadOThl MO DJKCIEPTU3E I[IEHHOCTHU
JIOKYMEHTOB B OpraHu3alliu CO3JaeTCAd IMOCTOSHHO JEHUCTBYIOMIAs HSKCHEpTHAs
komuccus (nanee - OK).

3agaud, GQYHKIUM, TpaBa, opraHu3amus padoTel OK  ompenensrorcs
MOJIOKEHHEM O HEH, KOTOpoe pa3paldaThIBacTCs HAa OCHOBAHMHM IPUMEPHOTO
MOJIOKEHUSI,  YTBEP>KJIECHHOI'O  YMOJIHOMOYEHHBIM  (efepalbHbIM  OpraHoM
UCTIOJTHUTEILHOM BIIACTH B chepe apxwBHOTO Jena u aenonpousBojactea ([Ipukas
®enepanpHoro apxuBHoro arearcTBa oT 11.04.2018 N 43 "OO6 yrBepxacHUM
[IpumepHoro  monoxkeHuss 00  AKCOEPTHOM  KOMHCCHUU  OpraHu3aluu’
(3apeructpupoBan B MuHuctepctBe roctuiuu  Poccuiickont  ®eneparuu
15.06.2018, peructparmonnsiii N 51357).

OcHoBHbIMU PyHKIMSIMU DK SBASIOTCS:

OopraHu3alus €XeroJHoro oroopa JAen Jid XpaHeHUs U YHUUTOXKECHUS

pacCMOTpPEHHE M COIVIACOBaHUE MPOEKTAa HOMEHKJIATYpPHI JIeJl OpraHu3aluy,
OIKCEH JIeNT TOCTOSTHHOTO ¥ BpeMeHHBIX (cBbimie 10 JieT) CpOKOB XpaHEHWsI, B TOM
Yyycjie MO JIMYHOMY COCTaBy, aKTOB O BBIJEICHUUM K YHUYTOXKECHHUIO [I€J, HE
MOJISKAIIUX XPAHEHUIO;

y4acTU€ B TMOATOTOBKE U PACCMOTPEHHH MPOECKTOB HOPMATUBHBIX U
METOJUYECKUX JTOKYMEHTOB IO BOMpOcaM pabOThl C IOKYMEHTaMU B OpTaHU3AIUH.
DKCrepTu3a [EHHOCTH JOKYMEHTOB MPOBOJUTCS €KerogHo. J[o mpoBeaeHus
AKCHEPTU3bI IIEHHOCTH YHUUYTOXXEHUE JOKYMEHTOB 3aIpEIacTCs.

[Ipu npoBeneHUN KCNEPTU3bI LIEHHOCTH TOKYMEHTOB IPH MOJATOTOBKE JEd K
nepeaye B apXuB OpraHu3allii OCYIIECTBIISETC:

0oTOOp JOKYMEHTOB IOCTOSHHOTO W BpeMmeHHbIX (cBbimie 10 Jiet) cpokoB
XpaHEeHUs JJIs Tiepefjauu B apXUB OpraHu3alluu;

0TOOp JOKYMEHTOB BpeMeHHBIX (0 10 JieT BKIFOYHUTEIHHO) CPOKOB XPAHCHHUS
n ¢ mnomerkamu Jlo MuHOBaHMsA HagoOHoctH'', "Jlo 3aMeHBI HOBBIMU
MOJISKAIIUX JaTbHEUIIEMY XPAaHEHHUIO B CTPYKTYPHBIX MOAPA3ACICHUSX;

BBIJICJICHUE K YHUYTOXXCHUIO JIeJ 3a MPEeIbIAYILIUe TOJIbl, CPOKU XPaHECHUS
KOTOPBIX UCTEKIIH.

ODHOBPEMEHHO TMPOBEPSIETCS KAYeCTBO U IMOJHOTA HOMEHKJIATYpPhI Jed
OpraHu3aluu, NPaBUIbHOCTH ONPEEICHUS CPOKOB XPAHECHHUS JIE.

Jlena TMOCTOSSHHOTO W BpeMeHHBIX (cBbimie 10 JeT) CpOKOB XpaHCHWSI
MOJJIEKAT MOJUCTHOMY MPOCMOTPY ISl BBIAEIEHUS M3 UX COCTaBa JIOKYMEHTOB
BpeMeHHBIX (10 10 jtet) cpokoB XpaHECHHS.

Hena ¢ ormerkoit "OK" moaBeprarorcs MoOIMCTHOMY MPOCMOTPY B HEISAX

ONpeNeNieHus] U BBIAEICHUS U3 HUX COCTaBa JOKYMEHTOB, MOJJIEKAIUX
MOCTOSIHHOMY XPaHEHHUIO.
[lo pe3ynbpTaTaM 3KCHEPTU3BI IEHHOCTU JOKYMEHTOB B OpraHU3alliK MPOBOUTCS
o OopMIIEHHE JI€]T U COCTABJISIIOTCS OIMKCH JIeJT MIOCTOSIHHOT'O XPaHEHHUsI, BPEMEHHBIX
(cBoime 10 7eT) CPOKOB XpaHEHUS | 1O IMYHOMY COCTaBY, a TaKXKe aKThI O
BBIJICJICHUH K YHUYTOXKCHHIO JIEJ1, HE TIOJJICKAIINX XPaHCHHIO (Mpritoxenue 18).

JIOKYMEHTBI MTOCTOSIHHOTO, BpeMeHHBIX (cBbImie 10 jeT) cpokoB XpaHEHHS U
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M0 JIMYHOMY COCTaBY, COCTABIIAIOIIUE JI€JI0, TOMEIIAIOTCS B TBEPJbIE O0I0XKKHU U3
KapTOHa, MOJIIMBAIOTCA B YETHIPE MPOKOJA WM MEPEIUIETAIOTCI C YYETOM
BO3MOXKHOCTH CBOOOJHOTO UTEHMSI TEKCTa BCEX JOKYMEHTOB, JaT, BU3 U
pe3oyIronnii Ha HUX. Pe30monuum pykoBOACTBA, COCTABJIEHHBIE HA OTAEIBHBIX
JUCTAaX, MOMEMIAITCS Mepel NOKyMeHTOM. [Ipu moaroroBke Aen K TMOJAUIMBKE
(meperureTy) mpoBepseTcs MPAaBHIBHOCTh WX (OPMHUPOBAaHHS, OPOPMIICHHUS, BCE
IJJACTUKOBBIE W METAJUIMYECKUE KPEIUICHUS, a TaKXe TEePMOIEPEIUIETh U3
JOKYMEHTOB YJaJISFOTCS.

Jlena TOCTOSHHOTO XpaHEHHWs, COCTOAIIME U3 O0CO00 IEHHBIX WU
He(OpMAaTHBIX JOKYMEHTOB, MOTYT NPUHUMATHCS HA XPAaHEHUE B 3aKPBITHIX
TBEPJIbIX MaMnKax ¢ TpeMs KjlarnaHaMU U C 3aBsI3KaMU UM B KOPOOKaX.

Onwucu Jien MOCTOSHHOTO XpaHeHwHs, BpeMeHHBIX (cBbimre 10 jeT) cpokoB
XpaHEHUS U MO JUYHOMY COCTaBy, a TakyK€ aKThl O BBIICICHUH K YHUYTOKECHUIO
Je], He TMOJJEeXKallnX XpPaHEHUI0, paccMarpuBalOTCa Ha 3acegannn  OK
Oopranu3anuu OJHOBpeMeHHO. CoriiacoBaHHble DK aKThl M ONKUCU YTBEPKIAAIOTCS
PYKOBOJMUTEIEM OpPraHU3aLINH.

[ToammuBka BHOBb CPOPMHUPOBAHHBIX JI€T TPOU3BOJUTCS TOJIBKO MOCTE
3aBEPIICHUS SIKCIIEPTU3bI HEHHOCTH JOKYMEHTOB.

9. HOI{FOTOBKa H nepeaavya 10KyMEeHTOB B BeIlOMCTBeHHbIﬁ apxuB

9.1. B BeTOMCTBEHHBII apXHUB NIEPEIAOTCS Jeiia C UCIIOTHCHHBIMA JJOKYMEHTAMHU
MOCTOSTHHOTO, BpeMeHHOTo (cBbimie 10 jieT) XpaHeHHs | 110 JIMYHOMY cocTaBy. Mx
repeiada NpOU3BOJIUTCS TOIBKO MO OMUCAM AEN.

OmnwucH JeNT COCTABIIIOTCS €KETOTHO 110 YCTaHOBJICHHOM Gopme (MIPHITOKESHUS
NeNe 16,17).

Onucu nen coCTaBIsIOTCS B CTPYKTYPHBIX MOAPA3ACICHUSIX OPraHU3alNH .

Omnucu aen COCTaBIISIIOTCS OTAENIBHO Ha Jeda MOCTOSHHOTO XPAHEHHUs; Aeia
BpeMeHHBIX (cBbimie 10 JIeT) CPOKOB XpaHEHWs; Jejia 10 JIMYHOMY COCTaBy, a
TAaK)K€ Ha [IeJIa, COCTOAIIME W3 JOKYMEHTOB, XApAKTEPHBIX JJISI JTaHHOMN
OpraHu3aIUN.

Omnwucwu (rogoBbIe pa3ieibl OMKUCcei) e, TOKYyMEHTOB COCTaBIISIOTCS:
MOCTOSSHHOTO XPAaHECHUSI — HE MEHEE YEM B UETBIPEX IK3EMIUIAPAX;

BpeMeHHoro (cBbimie 10 jieT) XpaHeHus: — He MEHEee YeM B YeThIPeX IK3eMILIIpax;
JOKYMEHTOB I10 JINYHOMY COCTaBY OpPraHU3alH-UCTOYHUKOB KOMILJIEKTOBAHUSA
OTZeJa MO JAeJaM apXMBOB AIMHUHUCTpAIMU JIOKTEBCKOTO pailoHa — HE MEHEE YEM
B UETBIPEX DK3EMIUISPAX.

Onucu gaen  CTPYKTYPHBIX TOAPA3CIICHUM TMPEACTABISAIOTCS B  apXUB
OpraHM3alMy HE paHee, YeM 4Yepe3 OJMH IOJl, U He IO3JHEE, YEM Yepe3 TP roja
MOCJIE 3aBEPIICHUS 1] B I€TONPOU3BOJICTBE.

OtnenpHas OMUCh MPEACTABISET COOOM MEpedYeHb OMUCATENbHBIX CTaTeH C
CaMOCTOSITEIbHOW TMOPSAJKOBOW HyMepaluueHd, Kaxaasd W3 KOTOPBIX JTOJKHA
BKJIFOYATh CIEIYIOIIUE CBEACHHUS:

MOPSAAKOBBIN HOMED J1€J1a MO OIHKCH;

WHJIEKC JIEIIa;

3aroJI0BOK JIENa,;

KpallHUE aThl 1A,



KOJIMYECTBO JIUCTOB B JIETIE;

CPOK XpaHEHHUs Jea,

MIPUMEYaHUS.

[Ipu cocrtaBieHur OomUCHU AN CTPYKTYPHOrO MOAPA3ACIICHUSI COOIIOAI0TCS
cleayrolre TpeooBaHus !

3aroJOBKHM JIeJl BHOCSITCS B ONUCHh B COOTBETCTBUM C MPUHSATON CXEMOi
CUCTEMAaTH3alIUH JIeJl, 3aKPEIJICHHON B HOMEHKJIAType JIed;

KaXJI0€ JEJO BHOCHUTCS B ONHUCh IOJ CAMOCTOSATEIbHBIM MOPSIKOBBIM
HOMepoM (€CITh JIeJI0 COCTOUT M3 HECKOJIIbKMX TOMOB WIJIH YacTed, TO KKl TOM
WA 9acTh BHOCSITCS B OITUCH T10]] CAMOCTOSITEIbHBIM HOMEPOM);

MOPSIZIOK HyMEpaIuu 1€ B OITUCH - BaJOBBIN;

rpadpl OMKMCH 3aMOJHSAIOTCS B COOTBETCTBUU C TEMU CBEACHUSMH, KOTOpHIE
BBIHECEHBI Ha 00JI0XKKY JIeNa;

IpH BHECCHHM B OIKUCh MOAPSAN Jen (TOMOB, 4YacTel) ¢ OJMHAKOBBIMHU
3arojIOBKaMH 3aroJIOBKM BceX Jed (TOMOB, YacTel) MUINYTCS MOJHOCTHIO; MPHU
BHECEHHH B OITMCH MTOCIIEIHEr0 3arojoBka gqo0asisercs ciioBo "[locnenuunii');

rpadga omucu "llpumeuanus’” ucHonb3yercss IJsi OTMETOK O MpUeMe Jed,
O0COOCHHOCTSX UX (PU3UUYECKOTO COCTOSIHUS, O Mepeiaue aea APYTUM CTPYKTYPHBIM
MOApPa3/ICICHUEM CO CChUIKOM HA aKT, O HAUIMYHMU KOIHM.

Ilepen BHeceHHMEM 3arojlOBKOB JieI B OMNUCh MPOBEPSIOTCS KadyeCTBO
dbopmupoBaHusa U oPOpMIICHUS JIe], COOTBETCTBUE KOJUYECTBA JIeJl, BHOCUMBIX B
OMUCh, KOJUYECTBY 3aBEJCHHBIX JIeJl 10 HOMEHKIAType /€] OpraHu3aluu.

B koHIE ommcu Benen 3a MOCIENHEH ONMUCATEIbHOW CTAThEW 3alOJIHSAETCS
UTOrOBasl 3allUCh, B KOTOPOH yKa3bIBatoTcs (MU(pamMu U MPOIHUCHI0) KOJUYIECTBO
JIeJ1, YUCIISIIIUXCS IO OMKCH, TIEPBBIM U MOCIEHUNA HOMEpA JIeJl O OIMUCH, a TaKkKe
OrOBAapUBAIOTCS OCOOCHHOCTH HyMEpalHMH JeJl B ONucH (JUTepHbIE HOMEpa U
PONyIIEHHBIC HOMEpa).

[lopsimok mpUCBOEHUST HOMEPOB OMUCAM JI€J CTPYKTYPHBIX MOJApa3aeICHUI
YCTaHABJIMBAETCS 10 COTIACOBAHUIO C ApXHMBOM OpraHU3aIUu.

Omnucu Ha fiena, TOKYMEHTHI TOCTOSTHHOTO XPaHEHHUS U 10 TUYHOMY COCTaBY U
aKThl HA YHUYTOKEHHUE JOKYMEHTOB pPacCMaTpUBAIOTCS Ha 3aCeaHUU IKCIEPTHOU
KOMKCCHUU OpTraHa MECTHOTO CaMOYIPaBJEHHUs OJTHOBPEMEHHO, 110 UTOraM
PacCMOTPEHHUS — COTJIACOBBIBAIOTCS.

CornacoBaHHbIE YKCTIEPTHOM KOMUCCHUEHN OpraHa MECTHOTO CaMOYTpaBJIeHUS
OMUCH JIeJI, TIOKYMEHTOB MOCTOSSHHOTO CPOKAa XPaHEHUSI UCTOYHUKOB
KOMILUIEKTOBAHUSI apXHUBHOTO OT/IeNIa a[IMUHUCTpPAIIUU TOpoa NpeICTaBIsSIOTCS Ha
YTBEPKIECHUE IKCIEPTHO-MPOBEPOUHON-METOANUECKON KoMHUccUU MuHKCTEpCTBA
AnNTaiicKOTo Kpasti o KyJIbType Yepe3 TPH r'ojia Mocie 3aBepIIeHus
JIETONPOU3BOICTBOM JE.

Ha nena BpemeHHBIX cpokoB xpaHeHus (1o 10 jieT BKIIOYUTEIHHO) ONUCH HE
COCTaBJISIIOTCS, U B apXUB TaKUE Jieja HE epeaaroTcsl.

Jlena mepenaroTcsi Ha XpaHEHHE B apXUB OpPraHU3alMM B COOTBETCTBUU C
rpauKoM mepefayr JOKYMEHTOB, YTBEPKIACHHBIM PYKOBOJIUTENIEM OpraHU3aluu
WU WUHBIM YIOJHOMOYEHHBIM UM JIMIIOM M COTJIACOBAaHHBIM C PYKOBOJUTEISAMU
CTPYKTYPHBIX TIOJIpa3/icICHUM.

Jlena mocTtossHHOTO ¥ BpeMeHHBIX (cBbimie 10 JieT) CpOKOB XpaHEHHS,
JIOKYMEHTHI 110 JINYHOMY COCTaBY MEPEIAIOTCS B apXUB HE paHee, UeM uepes3 rof, u



HE ITO3[THEE, YEM Yepe3 TPU roia OCJIe 3aBEPUIEHUS UX B JEJIONPONU3BOICTBE.

Ilepenaua nen B apXWB OpraHU3allMM  IPOU3BOAUTCS IO OINHCIM €T
CTPYKTYPHBIX NTOAPA3ICIICHUMN.

VY1onHOMOUYEHHBIH PAaOOTHUK apXuBa MPOBEPSAET MPABUIBHOCTH OPOpPMIICHUS
u (GOpMHUPOBAHUS [€J, MPABUIBHOCTh COCTABIICHHS OIUCEH JAENl, COOTBETCTBHE
KOJIMYECTBA JI€JI, BKIIIOUEHHBIX B OMNHUCH, KOJUYECTBY M€, CPOPMHUPOBAHHBIX B
COOTBETCTBUH C HOMEHKJIATypOMl Ae.

BrisiBlieHHBIE TIpU MPOBEPKE HEAOCTATKH B (GOPMUPOBAHUU U OPOPMIICHUU
nen  paOOTHUKKA  CTPYKTYPHOrO MOJApa3ielieHus o0s3aHbl yCTPaHUTh B
JIBYXHEAEIbHBIN CPOK.

JIOKyMEHTBI TOCTOSIHHOTO CPOKa XPAHEHHUSI OPTaHU3AUHI, SIBISIOLINAXCS
HWCTOYHMKAMU KOMIUIEKTOBAHUS OTAENA 0 JeJaM apXUBOB AIMUHHUCTPaLUN
JIokTeBCKOTO paiiloHa ANTalCKOTro Kpasi, B TCUCHUE ITATH JIET XPAHATCS B
BEIOMCTBEHHOM apXMBE, ITOCJE YETO NEPEAAIOTCS HA IOCTOSIHHOE XPAaHEHUE B
OTZEJ MO JIeJiaM apXuBOB A IMHUHUCTpaunu JIOKTEBCKOTO paiioHa AJITalCKOTro
Kpasl.

JIOKYMEHTBI 110 JINYHOMY COCTaBy MYHHIIMIIAIBHBIX CIY>KAIIUX, YBOJECHHBIX C
MYHULIUTTAIBHOU CTy>KObI, TIEPEIAIOTCA B BEIOMCTBEHHBIN apXUB OpraHU3alluH 0
uctedeHnu 10 et co THS YBOTHHEHUS.

B ciyyae nukBHmanuy WA PEOPraHU3alUU CTPYKTYPHOIO IMOAPA3ACICHHS
OpraHu3aluy JACJIONPOU3BOAMTEND IOAPA3IEICHUs] B IIEpUOJ IPOBEICHUS
JTUKBUAAIMOHHBIX MEPONPUATUM (HOPMUPYET BCE UMEIOLIUECS JOKYMEHTHI B JIeNa,
oopMIIseT nena M IepelaeT UX B apXHB OpraHU3allli{, HE3aBUCUMO OT CPOKOB
xpanenus. [lepenaya nen ocyniecTBiIsAeTCs O OMUCIM A€l U HOMEHKIIAType JEll.

9.2. OT60p MOKYMEHTOB K YHHYTOKCHHUIO

OTOOp JOKYMEHTOB K YHHUYTOXEHHUIO 32 COOTBETCTBYIOLIUMN TMEPUOA U
COCTaBJICHHUE aKTa O BBIJIEICHUH K YHUYTOXXEHUIO JOKYMEHTOB, HE MOJJIECKAIIUX
xpaneHuto (mpunoxkenue 18), mpousBOAATCS IMOCIE COCTABICHUSA OIMCEH en
MOCTOSTHHOTO XpaHEHUsT M MO JMUYHOMY COCTaBy 3a JTOT ke mnepuoi. /[ena
BKJIIOYAIOTCSl B aKT O BBIICJIICHUHM K YHUUYTOXXEHUIO IOKYMEHTOB, HE MOICKAIINX
XpaHEHHIO, €CIIU MPEeTYCMOTPEHHBINA I HUX CPOK XpaHEHUS HCTeK K 1 sHBaps
rojia, B KOTOPOM cocTaBiieH akT. Hanpumep, 3akondyeHnsie B 2015 romy nena ¢ 3-
JETHUM CPOKOM XpaHEHHSl, MOTYT OBITh BKJIIOYEHBI B aKT, KOTOpPBIA Oyner
cocrtaBiieH He paHee 1 saBaps 2019 roxa.

HckmroueHre coCcTaBiIsAOT TOKYMEHTBI BDEMEHHOTO CPOKa XpaHEHUsI, B CPOKE
XpaHeHHs KOTOphIX OTCcyTcTByeT momeTka 'OIIK". Jlema ¢ ortmerkoi "OIIK"
MOJICkKAT TOJUCTHOMY IPOCMOTPY B  IENAX  BBISIBICHUS JOKYMEHTOB,
MOJICKAIUX MMOCTOSIHHOMY XpaHEHUIO. BBISIBICHHBIE B TaKHX JieflaX JOKYMEHTBI
MTOCTOSSHHOTO XPaHEHUS BBIICISIOTCS W MPUCOCAUHSAIOTCS K OJHOPOJHBIM AciaM
Wi POpMUPYIOTCS B CAMOCTOATEIBHBIE Jea.

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

OT1OOp AOKYMEHTOB M JKCIEPTH3a IIEHHOCTH JOKYMEHTOB OCYIIECTBIISIOTCS
CTPYKTYPHBIMH  TOJPA3ACIACHUSIMU  CaMOCTOSTENIPHO  IMOJ  METOJMYECKUM
PYKOBOJICTBOM CHEIUAINCTA, OTBETCTBEHHOT'O 32 apXUB.



OTOOp MOKYMEHTOB K YHUYTOXEHUIO TMPOBOAUTCS HAa OCHOBAaHUU
COOTBETCTBYIOIIMX THUIOBBIX TMEPEYHEN JOKYMEHTOB C YKa3aHUEM CpPOKOB
XPAaHEHHS U HOMEHKJIATYPBI J€JT IIyTEM MOJMCTHOIO MPOCMOTpA.

AKT 0 BBIICJICHUY K YHUUTOKECHUIO TOKYMEHTOB, HE MOJIEKAIIUX XPAHEHHIO,
MPEACTABISCTCA Ha PAaCCMOTPEHUE U corjiacoBaHue DK OTHOBpEMEHHO ¢ OMUCSIMU
JI€J1 TIOCTOSIHHOTO XPAHEHUS U 110 JINYHOMY COCTAaBY.

AKT 0 BBIICJICHUY K YHUUTOKECHUIO TOKYMEHTOB, HE MOJICKAIIUX XPAHEHHIO,
YTBEPKAAETCA PYKOBOAMTENEM oOpraHuzauuu mnocie yTteepxkiaeHus OIIK
apXMBHOTO YUYPEKJICHUS, TOCYAAPCTBEHHOIO0 WM MYHHUIWNAIBHOIO apXvWBa B
COOTBETCTBUHM C TMPEIOCTABICHHBIMU €My TIOJHOMOYMSIMHM OIKUCEN el
MOCTOSTHHOTO XPAHEHHUS M COTJIACOBAHMS OMUCEN JEJ 10 JUYHOMY COCTaBy, MOCTE
Yero Jiefa, BhIJCICHHBIC M0 aKTy K YHUUTOKEHHUIO, MOTYT ObITh YHUYTOKEHBI.

[Tocine yTBepXkIeHUS CBOAHOIO aKTa O BBIACICHUUM K YHUYTOXCHUIO
JTOKYMEHTOB, HE TOJJICKAIIMX XPAHEHHIO, JIOKYMEHTBHI  YHUYTOXKAKTCS
CTPYKTYPHBIMM TIOJPA3JACICHUSIMUA WIM LEHTpaJIn30BaHHO. Jlena, momiexaniue
YHHUYTOXKCHHUIO, TIEPENaloTCs Ha mepepaboTky (yTHIM3aIl{io) II0 IPUEMO-
CIATOYHOM HAKJIAJHOM.

[Tociie yHUUYTOXEHUSI JOKYMEHTOB CIEIMAIMCTOM, OTBETCTBEHHBIM 33 apXHUB,
JIeJIaeTCs 3amrch 00 3TOM B aKT€ O BBIJICJICHUU K YHUUYTOXXCHHIO JIOKYMEHTOB, HE
MOJUTIe)KAIIUX XPaHEHWIO, B HOMEHKJATYpE [IeJI 3a COOTBETCTBYIOIIWM IO/
MPOCTABIISIIOTCS.  OTMETKH, 3aBepseMble TMOMAMHUCHI0  creruanucta CiayXKObl
JEIIONPOU3BOACTBA, U T1aTOM:

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

AKTBI O BBIJCIICHUA K YHUYTOXECHHUIO JOKYMEHTOB, HE€ MOJICKAIINX
XpaHEHMIO, XPAHATCS ITOCTOSHHO B Jiefie poHa.

10. OnepaTBHOE UCTIOIB30BAaHUE APXUBHBIX TOKYMEHTOB

CoTpyaHHUKM OpPraHoB MECTHOTO CaMOYNpPaBJICHUS B LENSAX HCHOJHEHUSA
CBOUX JIOJDKHOCTHBIX 00SI3aHHOCTEH JAOMYCKAIOTCs K paboTe C apXUBHBIMU JIeJIaMU
Y JOKYMEHTAaMH, HaXOJSAINMHUCS B apPXUBE.

ApxuBHbIE Jlefla TPEJOCTaBJISIOTCS JUIsl  UCIIOJNb30BaHUST B paboTe
COTPYIHMKAM TOJIBKO TOrO CTPYKTYPHOI'O MOJPA3LEICHUs, U3 KOTOPOro
JIOKYMEHTHI paHee ObUIN MepeaHbl Ha apXuBHOE XpaHeHue. CoTpyHUKaM JpyTrux
CTPYKTYPHBIX MOJAPA3NACICHUN apXWBHBIE Jela MPENOCTABIAIOTCS TOJBKO C
pa3pelieHusi pyKOBOJIUTEINSI HA OCHOBAaHUU 0OOCHOBAHHBIX 3aIIPOCOB.

Jlena, OOKyMEHTHI BBIIAIOTCS BO BPEMEHHOE IIOJIb30BAaHHE pPaOOTHHKAM
OpraHu3alMy Ha CPOK He 0oJiee OJTHOTO MeCHIIa.

['ocynmapcTBeHHBIM opraHam (CyaeOHBIM, MPaBOOXPAHUTEIIBHBIM, OpTraHaM
TOCYyJapCTBEHHOTO KOHTPOJIA W HaJI30pa) Jejla W OTJACIbHBIC JOKYMCHTHI
BBIJIAIOTCSI HA OCHOBAHUY UX MHCBMEHHBIX 3aMPOCOB C Pa3pelICHUs] PYKOBOAUTEIA
OpraHu3alyy WA UHOTO YIOJIHOMOYEHHOTO UM JIMIIa, IO aKTaM Ha CpPOK He Oosee
HIECTH MECSLEB.

[Ipyu HEoOXOAMMOCTH CPOK UCIOJIB30BAaHUS JOKYMEHTOB MOXET OBITh
MPOJJIEH.

Boinaua gen u3 apxuBa (PUKCUPYETCS B KHUTE BbIAYU JE.



Ha BbigaHHOE €710 3aBOJUTCS KapTa-3aMeCTUTENb, MoMellaeMas Ha MeCTO
BBIJIJAHHOTO Jiesia. B Hell yka3bIBaloTCsl UHIIEKC JieNia, AaTa €ro BblJayu, KOMY JEJ0
BBIJIJAHO, JlaTa €ro BO3BpallleHUs, MPEayCMaTPUBAIOTCA Tpadbl s MOANUCEH B
MOJIyYE€HUH U TPUEME JIeJa.

Ha wmecTto u3BATOro MNONJTMHHHMKA JOKyMeHTa paOoTHUK  CiykObl
JIEIOMPOU3BOICTBA WIIA JICJIONPOU3BOUTEINb MOAPA3ACICHUS BKIIA/IBIBAECT B JIEJIO
JUCT-3aMECTUTENb C YKa3aHUEM, KOT/Ia, KOMY U Ha KaKOW CPOK BbIJIaH IOKYMEHT U
MOANUCAMHU B TMOJYyYeHHH U TmpueMe jena. llpu sTom B neno mnomemniaercs
3aBepEeHHas KOMUs JOKYMEHTA.

[Tocne pemienust Borpoca, IS PacCMOTPEHHST KOTOPOTo jeiia (JIOKyMEHTHI)
M3BIMAJIMCh MO 3alpocaM TOCYAapCTBEHHBIX OPTraHOB, MOMJIMHHUKHA JOKYMEHTOB
JIOJIKHBI OBITh BO3BPAILIEHBI B OPTraHU3AIIMIO U MIOMEIIEHBI B JIETIO.

COoTpyIHHKHA B COOTBETCTBUM C JEHCTBYIOIIUM 3aKOHOJATEIHCTBOM HECYT
OTBETCTBEHHOCTh 32 COXPAHHOCTh MOJIYYEHHBIX apXUBHBIX /€I U JOKYMEHTOB U
UCIOJb30BaHue uH(OpManuu, cojepxanieiics B HUX. M3bsiTHE JOKYMEHTOB W3
JieN, Tepefavya apXMBHBIX JOKYMEHTOB WM HMX KOMUU COTPYAHUKAM JPYTUX
OpraHu3alui 3arpenaeTcs.

[Ipu pabGoTe ¢ apXMBHBIMU JOKYMEHTAMH HE pa3peniaeTcs BHOCUTb B HUX
MOMPaBKH, JAeJIaTh NOMETKH, padoTaTh C HUMU BHE CITY>KEOHBIX MOMEIICHUH.

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

O3HakoMJIEHHE COTPYAHUKOB MOJpa3/IeICHU C ApXUBHBIMHU JOKYMEHTAMU U
nenamu, uMerommumu rpud "Ins cinykeOHOro moiab30BaHUs', OCYHIECTBIISIETCS B
COOTBETCTBUHM C TPeOOBaHUSIMU HacTosALeH MHCTpyKIuUU.

N3bsitne (BbIeMKa) JOKYMEHTOB, OOpa30BaBIIMXCSA B  JCSATCIBHOCTH
OpraHu3alyy, TPOU3BOJUTCA B COOTBETCTBHM C 3aKOHOJATEILCTBOM Poccuiickon
denepann.

N3bsitie (BbIeMKa) JTOKYMEHTOB IPOW3BOAMTCS HAa OCHOBAaHUHM IMHUCHMEHHOTO
pacriopsbkeHuss  (IIOCTAHOBJICHWSI)  COOTBETCTBYIOIIETO  OpraHa BJacTH C
pa3pelieHusi pyKOBOJUTENS OPraHU3alMU I UHOTO YIOJHOMOYEHHOI'O UM JIUlia
C U3BEILICHUEM PYKOBOJUTENS MOAPA3ACICHHUS, TOKYMEHTbI KOTOPOTO U3bIMAIOTCS.

®dakT w3bATHA (BBIEMKH) ITOKYMEHTOB (UKCHPYETCs B MPOTOKoje (aKte)
U3BATUS (BBIEMKH) JOKYMEHTOB, KOTOPBIH COCTABJIICTCS HE MEHEE YeM B JBYX
AK3EMIUIApAX U  MOANUCHIBACTCS  YIOJTHOMOYECHHBIMH  IPEICTABUTEISIMU
OpraHu3aliid M COOTBETCTBYIOIIETO TOCYJIapCTBEHHOro oprana. K mporokomny
(akTy) mpuaraeTcs onuch (peecTp) U3bATHIX JOKYMEHTOB (J1e7).

[Ipyn u3BATHM MOJIMHHUKOB JAOKYMEHTOB B JI€JO IMOMEIIAETCs 3aBEpEeHHAas
KOMHSI JIOKYMEHTa, Ha 00OpoTe KOTOPOW YKa3bIBA€TCSI OCHOBAaHUE U3BITHUS
MOJJIMHHUKA, CPOK BO3BpaTa, JaTa U MOANUCH paOOTHHUKA, OTBETCTBEHHOTO 3a
dhopMuUpoBaHUE W/WIK XpaHEHHUE Jea.

[TonMMHHUK NOKYMEHTa, WU3BATHIA U3 JI€JIa Ha OCHOBE COOTBETCTBYIOLIETO
pelieHus, nociie pacCMOTPEHHUsI U PELIEHUs] BOIIPOCA, BO3BpAILIA€TCS B /IO, MpHU
ATOM KOIUs, OMEIICHHAs B JIEJI0 BMECTO MOAJIMHHUKA, U3bIMAETCS.

10. UcnoJiHeHHe 3aMPOCOB rPasKJaaH U OPraHu3anui



Oprad MECTHOTO CaMOYITPABIICHUS JOJDKEH PACCMATPUBATh U UCIIOIHATD 3aIIPOCHI
rpakJlaH ¥ OpraHu3aluii, TOCTYNHUBIINE B MUCbMEHHOU opMme.

3anpoc, MOCTYNUBIINKM B OpraH MECTHOTO CaMOYTIPABJIEHUS, PACCMATPUBAETCS B
COOTBETCTBUHU C TPEOOBAHUSIMU 3aKOHOJATEIBHBIX U UHBIX HOPMATUBHBIX
MPaBOBBIX AKTOB IO paboTe ¢ OOPAIEHUAMH I'Pak/laH U MPEA0CTABIECHUIO
rOCYJIapCTBEHHBIX (MYHHIIATIATBHBIX) YCIIYT.

ApXUBHBIE CIPABKH, APXUBHBIE KOITUHU U APXUBHBIE BBIITUCKHA TOTOBIITCA
OTBETCTBEHHBIMU CIEIUATUCTAMU B COOTBETCTBUU C TPEOOBAHUSIMHU
3aKOHO/IATENIbHBIX U UHBIX HOPMATUBHBIX IPABOBBIX AKTOB 00 apXUBHOM J€Jie Ha
OCHOBAHUU JOKYMEHTOB, XPaHSIIUXCS B apXUBE.

Konum apXWBHBIX JOKYMEHTOB, BBIIIMCKA W3 HHUX, & TAaKXE apXUBHBIE
CIIpaBKH, HEOOXOUMBIE ISl PEIICHUSI BOMPOCOB, KACAIOIMIMXCS MPaB U 3aKOHHBIX
MHTEPECOB TPAXKIAH W  OPraHu3aldil, MPEIOCTABISAIOTCA TpaXJaHaM H
OpraHu3alusIM MO0 UX MUCbMEHHBIM 3aMpOCaM.

I';1aBa cenpcoBeTa IL.I'. Bacunenko



	ИНСТРУКЦИЯ
	по делопроизводству в администрации  Гилёвского сельсовета Локтевского района Алтайского края
	1. Общие положения
	2. Общие требования к оформлению документов
	2.1. Бланки документов
	2.4. Реквизиты документов
	2.5. Реквизит «Наименование органа (структурного подразделения)»
	2.6. Реквизит «Справочные данные об органе»
	2.7. Реквизит «Наименование вида документа»
	2.8. Реквизит «Дата документа»
	2.9. Реквизит «Регистрационный номер документа»
	2.10. Реквизит «Ссылка на регистрационный номер и дату
	поступившего документа»
	2.11. Реквизит «Адресат»
	2.12. Реквизит «Гриф утверждения документа»
	______________ И.О.Фамилия
	личная подпись
	______________ И.О.Фамилия
	личная подпись
	2.13. Реквизит «Резолюция»
	2.14. Реквизит «Заголовок к тексту»
	2.15. Реквизит «Отметка о контроле»
	2.16. Реквизит «Текст документа»
	Требования, предъявляемые к тексту различных видов документов
	2.17. Реквизит «Отметка о наличии приложения»
	Приложение:  договор   от   15.03.2018  №185   и   приложение   к   нему,
	всего на 12 л., в 1 экз.
	2.18. Реквизит «Подпись»
	2.19. Реквизит «Согласование и визирование документа»
	________________
	______________ И.О.Фамилия
	личная подпись
	2.20. Реквизит «Печать»
	2.21. Реквизит «Отметка о заверении копии»
	2.22. Реквизит «Отметка об исполнителе»
	2.23. Реквизит «Отметка о поступлении документа»
	2.24. Реквизит «Отметка о направлении документа в дело»
	3. Порядок работы с правовыми актами
	3.1. Порядок подготовки проектов правовых актов
	Приложение 2
	к постановлению
	администрации района
	от 15.02.2018 №75
	3.2. Организация контроля за исполнением правовых актов
	4. Виды служебных документов
	4.1. Протокол
	4.2. Выписки из протоколов и правовых актов
	4.3. Служебная (докладная) записка
	4.4. Акт
	4.5. Письмо
	4.6. Порядок составления и отправки телеграмм и телефонограмм
	5. Прием, обработка, регистрация и рассмотрение служебной документации
	5.1. Организация документооборота
	5.2. Контроль исполнения служебных документов
	5.3. Исходящие документы
	6. Составление номенклатуры дел
	7. Формирование и оформление дел.
	8. Организация оперативного хранения документов и экспертиза
	их ценности
	9. Подготовка и передача документов в ведомственный архив
	10. Исполнение запросов граждан и организаций

