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29.12.2020 Ne 633
c. PeGpuxa

O6 yTBepxkaeHNN MHCTpyKIMH 110 AEIONPOU3BOICTBY
B AnMuHucTpainuu PeOpuxuHckoro paitoHa AnTaiickoro kpas,
ee OTpacieBbIX (PyHKIIMOHAIBHBIX) OPraHax U CTPYKTYPHBIX MOAPA3ICICHUAX

B nensx coBepiieHCTBOBaHUS pabOTHI ¢ JOKYMEHTaMH, 00€CIeUeHUs €AUHOTO
MOJXO0/a K OpraHu3aluy JEJONPOU3BOACTBA U JTIOKYMEHTO000poTa B MHCTpyKIuUIO
10 JAEJIONPOU3BOACTBY B AJIMUHHCTpauuu PeOpuxuHCKOro paiioHa AJTaiCcKoro
Kpasi, €€ oTpaciieBbIX ((PyHKIIMOHAIBHBIX) OpraHax U CTPYKTYPHBIX MOAPA3ACICHUSIX
ee oTpacieBblX ((PYHKIMOHAIBHBIX) OPraHOB M CTPYKTYPHBIX MOAPA3ACICHUAX, B
COOTBETCTBHM ¢ HanuoHainbHbIM cTangaptoMm P® ['OCT P 7.0.97-2016 "Cucrema
CTaHJIAapTOB 1O uHpopManuu, OUOIMOTEYHOMY M  HU3JATEIbCKOMY  JIENy.
OpraHu3aluoOHHO-pacoOpsAAUTENbHAs TOKyMeHTauusd. TpeboBaHus K 0(OpMIIEHUIO
JIOKYMEHTOB", YTBEPKI€HHBIM ITpuka3zoM Poccrangapta ot 08.12.2016 roma N 2004-
cT, npukazom denepanbHoro apxupHoro areHTcTBa oT 22.05.2019 roga N 71 "O6
yTBepKAeHUH [IpaBwil €10NMpOM3BOACTBA B T'OCYJIApCTBEHHBIX OPraHax, OpraHax
MECTHOTO CaMOyTIpPaBJICHUSA '

1. VYTBepmutrp npunaraemyro WHCTpYyKUIMIO 10 JAEIONPOU3BOJACTBY B
AnmMuHucTpanuu PeOpuxuHcKoro paiioHa AJTalCKOro Kpas, €€ OTpacieBbIX
(pyHKUMOHANBHBIX) OpraHax W CTPYKTYpPHBIX MOApa3AelieHusX (naimee -
WNuctpykuus).

2. PykoBomutensiMm  CTPYKTYpHBIX  MOApA3JeNeHUNd  ATMUHUCTpPALUU
PeOpuxuHckoro paifoHa ANTaiickoro kKpas obecneuuTh cobimoaeHue MucTpykuuu
IpU OpraHU3alH U BEJICHUH JIEJIONPOU3BOJICTBA U IOKYMEHTOO00pOTA.

3. PykoBonutensiM oTpaciieBbix (HyHKIIMOHAIBHBIX) OPTraHOB AJMUHUCTPALINH
PeOpuxunckoro paiioHa ANTaliCKOro Kpas pPYKOBOJICTBOBAThCSI B  CBOCHU
NEATEIbHOCTH  HACTOSIIEM  WMHCTPYKLUMEH TMpU OpraHu3aldd U BEJCHHUH
JIEJIONPOU3BOACTBA U JJOKYMEHTOO0O0pOTA.

4. PexomeHnoBath miaBaM (AJIMHHHCTpAIlUii) CEIbCOBETOB pa3paboTaTh U
YTBEPAUTHh aHaornyHbie MHCTPYKIMK TO JEIONPOU3BOACTBY B COOTBETCTBYIOLIUX
aJIMUHUCTPALIMSIX.

5. KoHTponb 3a HMCHOJHEHHWEM HACTOSIIETO IMOCTAHOBJICHMSI BO3JIOKUTH Ha
YIpaBJISIONIETo AeaamMu A MUHUCTpaluu paiiona Jlebenery B.H.

I'maBa paniona JL.B. llInay3ep
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[Ipunoxxenue

Yr1BepxkaeHa
MIOCTaHOBJICHUEM AMUHHUCTPAIUU
Pebpuxunckoro paiiona
AJlTaiickoro Kpas
o1 29.12.2020 Ne 633

HUHCTPYKLUSA
10 /1eJIONPOU3BOACTBY B AIMUHHUCTpauuu PeOpuxmHckoro paiiona Anraickoro Kpas,
ee oTpacjieBbIX (PyHKIMOHAJBLHBIX) OPraHaX U CTPYKTYPHBIX MOAPA3AeJeHUIX

I. OBIIUE ITOJIOKEHUA

1.1.MHCTpYKIIMST 1O  JAETONPOU3BOACTBY AJMuUHHCTpanuu PeOpuxuHCKOro  paiioHa
Anrtaiickoro Kpas (nanee - AAMHHUCTpAIUs paiioHa), ee 0TPacieBhIX ((QYHKIIMOHAIBHBIX) OpraHax
U CTPYKTYpHBIX HojpazfeneHusx (nanee - MHcTpykuus) paspaboTaHa B LeNAX YCTaHOBJICHUS
€IMHBIX TPeOOBAHUN K MOATOTOBKE, 00pabOTKE, XPaHEHUIO U HCIIOJIB30BAaHUIO OOpa3yoUINXCs B
NeSITeIbHOCTH AJIMUHHCTpAallUM paiioHa, ee OoTpacieBblX ((QYyHKIMOHAJIBHBIX) OpraHax H
CTPYKTYpPHBIX IIOJpa3AeiieHUsIX, COBEPIICHCTBOBAHUS JEJONPOU3BOJACTBA M TIOBBIIIEHUS €r0
3¢ (EeKTUBHOCTH NMyTeM YHU(DUKALMU COCTaBa U (POPM YIPaBIEHUYECKUX JTOKYMEHTOB, TEXHOJIOIMH
paboThI C HUMHU.

1.2.MucTpykuusa pa3paboTaHa B COOTBETCTBUM C JICHCTBYIOIIMM 3aKOHOAATEIbCTBOM
Poccuiickoit @enepanyy, 3aK0HOJATEILCTBOM AJNITaliCKOro Kpasi, HOpMaTUBHO-IIPAaBOBBIMU AKTaMU
OpraHOB MECTHOI'0 caMoympasiieHus PeOpuxuHckoro paifona AnTaiickoro kpas.

1.3.Ilonoxenuss Hacrosuein MHCTpYKIIMU pacnpoCTpaHsIOTCS Ha OpraHU3aIMI0 paboOThI C
JOKyMEHTaMU HE€3aBHCHUMO OT BHJA HOCHUTENA, B TOM YHUCIE C JJIEKTPOHHBIMHM JIOKYMEHTAMH,
JOKYMEHTaMH Ha OyMa)XHOM HOCHTENe, BKIIIOYash WX IOATOTOBKY, 00paOOTKy, XpaHeHHE W
UCIOJIb30BAaHUE, OCYILIECTBIIIEMbIE C IIOMOIIBI0 HMH(POPMALMOHHBIX TeXHOJIOTUH. Cucrembl
AIIEKTPOHHOT'O JTOKYMEHTOOO0OpOTa (CHUCTEMBbI aBTOMATHU3MPOBAHHON OOpPaOOTKM JOKYMEHTOB),
npUMeHsieMble B AJIMUHUCTpallMM paiioHa, JOJKHBI 00ecreunBaTh BBINOJIHEHHE TpeOoBaHMM
HNHcTpykum.

[Tonoxenus MHCTpYKIIMK HE pacpOCTPaHSAIOTCS Ha OpraHU3aIMIio paboThl ¢ JOKYMEHTaMH,
COJIEp’KallIIMH CBEJIEHUS, COCTABIISIIOIINE FOCYIapCTBEHHYIO TallHY.

OcobeHHocTH paboThl € JOKYMEHTaMHM, COJEepKAIUMH KOH(UACHINATBHYI0 HHPOPMALINIO
(cmyxeOHYI0O M HMHYIO TaliHy, NEpCOHAJIbHbIE JAHHBIE), PErYIMPYIOTCS CHEIUAIbHBIMH aKTaMu
(MHCTPYKIMSIMHU, TIOJI0KEHUSMH, IPABUIAMH).

1.4.0pranuszanusi JeJONPOU3BOACTBA B AJMUHHUCTpAllMU pailoHa OCYIIECTBISETCS B
COOTBETCTBUM C Hacrosied VHCTpykuuen, ¢ MCIOIb30BaHUEM ABTOMATHU3MPOBAHHON CHCTEMBI
AJIEKTPOHHOTO  JOKyMeHTooOopoTta (mamee - CDOJIO) u cucTteMbl MEKBEIOMCTBEHHOTO
AIIEKTPOHHOTO JOKyMeHTooOopoTa (naiee - MO J10).

1.5.MeTroanueckoe PyKOBOJCTBO U KOHTPOJIb 32 COOJIOJICHUEM YCTAHOBIICHHOTO TMOPSAKA
paboThl C JOKYMEHTaMH B AJMHMHUCTpPAIMM pPailOHAa OCYIIECTBISIETCS YIPABISIOUUM JAeTaMH
AJIMUHHCTpalUK paioHa.

1.6.0TBETCTBEHHOCTh 332 OPraHM3allMI0 U COCTOSIHME JENIONPOU3BOICTBA, 3a COONIO/IEHUE
YCTaHOBJIEHHOIo Hacrosimed MHcTpykiueil mopsaka paboThl ¢ JOKYMEHTaMH B CTPYKTYPHBIX
NOJpa3JelIeHusIX AJIMUHUCTPALMU paliOHAa BO3/IAracTcsi Ha PYKOBOJIUTENEH COOTBETCTBYIOIIMX
CTPYKTYPHBIX IOJIpa3iesieHuit AJIMUHUCTpALUY paiioHa.

PykoBoauTenu cTpyKTypHBIX MOJApa3JeIeHNi Ha3HA4Yal0T COTPYIHUKOB, OTBETCTBEHHBIX 3a
BeJieHHe Jenonpou3BoacTBa. [IpumepHblil mepedyeHb (YyHKIUN, BBINOIHAEMBIX COTPYIHUKAMU,
OTBETCTBEHHBIMH 3a BEJEHHUE JEJIONPOU3BOJCTBA, NPHUBENEH B NpuwiokeHMH N 1 k Hacrosmen



HHCTPYKILIUU.

CotpyaHuku AJIMUHHCTpalMd paloHa HECYT AUCHUIUIMHAPHYIO OTBETCTBEHHOCTH 3a
HecoOmoicHne TpeOoBaHUK Hacrosimeld WHCTpYKIMM W 32 COXPAaHHOCTh HAaXOMSIIUXCS Ha
WCIIOJTHEHUH UM XPAaHEHUH TOKYMEHTOB.

1.7.0 cimydae yTpaThl JOKYMEHTOB OTBETCTBEHHBIH 3a JIEJIONMPOU3BOJCTBO OO0s3aH
HEMEIJICHHO JOJOXHUTh pykoBoautento. WHdopmaums, coaepkamascs B JIOKyMEHTax
AIIMI/IHI/ICTpaI_II/II/I pa1710Ha, MOXKET UCIIOJIB30BATHCA TOJIBKO B CJIy)KC6HBIX esaxX 1 B COOTBETCTBUH C
MOJIHOMOYMSIMU JTOJKHOCTHBIX JIHILI, PA0OTAIOMIUX MM 3HAKOMSIIUXCA € 3TOM HHpOpMAaIIHei.

IL. JOKYMEHTAIIUSA AJIMUHUCTPAIIMA PAMOHA.
OCHOBHBIE ITOHATHUA

2.1 B nacrosmeit THCTpYKIIMN UCTIONB3YIOTCS CIIEAYIONINE OCHOBHBIC MTOHSITHS:

aBTOP JOKYMEHTA - (PU3MUYECKOE WU IOPUIUUECKOE JIUL0, CO3/1aBlLIee JOKYMEHT;

ONmaHK JOKyMEHTa - HabOp PEKBH3UTOB, WACHTHU(HIMPYIOMIMX aBTOpa O(HUINAIBHOTO
IIMCbMEHHOTO JOKYMEHTA;

BHJI JOKYMEHTA - IPUHAJIEKHOCTh JTOKYMEHTa K OIIPEAEIICHHOM IpylIe JOKYMEHTOB II0
IIPU3HAKaM COJEPKAaHUS U LIEJIEBOr0 Ha3HAUYCHUS;

JIeJI0 - COBOKYIHOCTb JOKYMEHTOB WM OTIEJbHBIA JOKYMEHT, OTHOCSILIUNCS K OJHOMY
BOIIPOCY WJIM YYaCTKY A€ATEIbHOCTH OpraHa UCIOJHUTEIBHOMN BIIACTH;

JIOKYMEHTUpOBaHHE - (ukcauuss wHGOpMAMK Ha MaTEpUANBHBIX HOCHTEISIX B
YCTaHOBJICHHOM IIOPSJKE;

JETONPOU3BOACTBO, JOKYMEHTAIIMOHHOE OOECIeUYeHHe - JEATeIbHOCTh, 00eCIeunBaromas
co3/laHue O(UIMATBHBIX JJOKYMEHTOB U OPraHU3alUI0 pabOThl C HUMHU B OpraHax MCIOJHUTEIbHON
BIIACTH;

JOKYMEHT - O(UUMAIBHBIA JOKYMEHT, CO3JaHHbIi OpPraHoM HCIOJHUTEIBHONW BIACTH,
OpPraHOM MECTHOTO CaMOYIPAaBJICHHUS, IOPUIMYECKUM HIU (PU3HMUECKUM JUIIOM, O0(OPMIICHHBIN B
YCTQHOBJICHHOM IOPSJIKE M BKJIIOUEHHBIH B JOKYMEHTOOOOPOT OpraHa UCIOJIHUTEIbHON BIACTH;

JTOKYMEHTOOOOPOT - JBHKCHHE JOKYMEHTOB C MOMEHTA MX CO3JaHUS WJIHM TMOJYyYCHHUS JI0
3aBEpILICHMSI UCIIOJIHEHUS, TIOMELEHN B A€JI0 U (WIH) OTIPABKHU;

3aBepeHHasl KOIus - KOMMs JOKyMEHTa, Ha KOTOPOW B COOTBETCTBUU C YCTaHOBJIEHHBIM
HOPSIKOM MPOCTABIISIFOT HEOOXOAUMBIE PEKBU3HUTHI, IPUJAIOIINE €l FOPUINUECKYIO CUITY;

KOIHUSI JOKYMEHTA - JIOKYMEHT, MOJHOCThIO BOCIPOU3BOJAIIMNA HH(OpPMALIMIO TOJUIMHHUKA
JIOKYMEHTA M €T0 BHEIIHUE NPU3HAKH, HE UMEIOIINN IOPUANYECKON CHUIIBI,

HOMEHKJIaTypa /i€l - CUCTEMaTU3UPOBaHHbIN IepeueHb HAMMEHOBAaHUH Jiell, (OpMUPYEMBIX
B OpraHe MECTHOT'O CaMOYIIPaBJICHHUs], C YKa3aHUEM CPOKOB MX XPaHEHHUS;

oOpallleHue TpaxkJaHWHA - HANpaBJICHHbIE B T'OCYJAapCTBEHHBIH OpraH, OpraH MECTHOIO
caMOYyTIpaBJIEHUs] UM JIOJDKHOCTHOMY JIMIly B IMUCbMEHHOW (popme mim B (GopMe 3JIEKTPOHHOIO
JOKYMEHTa IpPEUIOKEHHUE, 3asBICHHE MM Kano0a, a TakKe YCTHOE OOpallleHHE TpaKAaHUHA B
rOCyIapCTBEHHBIN OpraH, OpraH MECTHOTO CaMOYTIPABJICHMS;

oopmIleHHE JIOKyMEHTa - MPOCTABIEHHWE HEOOXOAMMBIX PEKBHU3UTOB, YCTAHOBIIEHHBIX
IIPaBWJIaMU JOKYMEHTHUPOBAHUS;

00BEM JOKYMEHTOO0OpOTa - KOJIMYECTBO JAOKYMEHTOB, MOCTYNMBIIHMX B OpPraHU3AIMIO U
CO3/IaHHBIX €10 3a ONPEJEIICHHBIN IEPUOL;

MOJJTMHHUK JOKYMEHTA - IEPBBIN WM €JUHCTBEHHBIN 3K3EMIUISIP JOKYMEHTA;

perucrpanmsi JOKyMEHTa - PUCBOCHUE JOKYMEHTY PETHCTPALIMOHHOIO HOMEpPA U 3aIlUCh B
YCTaHOBJIEHHOM IOPSJKE CBEJIEHUN O JOKYMEHTE;

PEKBU3UT IOKYMEHTa - 00s13aTeNbHBIN 3JIeMEHT 0(hOpMIICHUS TOKYMEHTA;

yHUpUIIMpOBaHHAas (opMa JOKYMEHTA - COBOKYITHOCTb PEKBU3UTOB U TUIIOBBIX ()parMeHTOB
TEKCTa JIOKyMEHTa, YCTAHOBJIEHHBIX B COOTBETCTBUH C PELIAEMBbIMU B JAHHOH cdepe AesiTeIbHOCTH
3aJja4aMy U PaCIIOJIOKEHHBIX B OMPEIEIEHHOM IOPsJIKE Ha HocUTene HH(opMaluu;

¢dbopmHpoBaHUE JAea - TPYNIUPOBKA UCIIOIHEHHBIX TOKYMEHTOB B JIEJI0O B COOTBETCTBUU C



HOMEHKJIATypOU JIET;

mabson Onanka (yHUGUIIUPOBAHHOM (QOpMBI  JOKyMeHTa) - OJIaHK JIOKYMEHTa
(yauduuupoBanHas Gopma T0KyMeHTa), IPEACTABICHHBINA B 3JIEKTPOHHOH popme;

AKCIIEPTHU3a LEHHOCTU JOKYMEHTOB - M3y4YEHHE JOKYMEHTOB Ha OCHOBAaHUU KPUTEPHUEB UX
[IEHHOCTH B LIEJISX OMPEACIICHUs CPOKOB XPAHEHHUS JOKYMEHTOB M OTOOpa WX JUIsl BKIIFOUCHUS B
coctaB ApxuHoro ¢onaa Poccuiickoit deneparuu;

CHUCTeMa 3JEKTPOHHOTO JOKYMEHTOOOOpOTa - aBTOMAaTU3UPOBAHHAS HWH(POPMAIIMOHHAS
cuctema, oOecreyuBaronias CO3JaHUE DIEKTPOHHBIX JOKYMEHTOB M 3JEKTPOHHBIX KOMUI
JIOKYMEHTOB, YIIPaBIIEHUE UMH, UX XPAHCHHUE U JIOCTYIT K HUM, a TAK)KE PETUCTPAIIHIO IOKYMEHTOB;

JNEKTPOHHBIN JIOKYMEHTO000pOT - JOKYMEHTO000POT c IIPUMEHEHHEM
ABTOMATH3UPOBAHHON MH(POPMALIMOHHON CUCTEMBI,;
IEKTPOHHBIA JOKYMEHT - JIOKYMEHT, CO3JaBacMblii B 3JIEKTpOHHOH (opme 6e3

IIPEIBAPUTEIBHOTO IOKYMEHTUPOBAHUS HA OyMa)KHOM HOCHUTEJIE;

JIEKTPOHHAsI KONUS JOKYMEHTa (3JIEKTPOHHBIH 00pa3 JOKYMEHTa) - KOMNMs JOKYMEHTa,
CO3/IaHHAS B AJIEKTPOHHOU (opMme;

JJIEKTPOHHAsI MOAINKCH - PEKBU3UT DJIEKTPOHHOTO [OKYMEHTA, NPEAHA3HAYEHHBIN Ui
3alIUTBl  JAaHHOI'0 OJJICKTPOHHOI'0O JOKYMCHTAa OT MNOAACIIKH, HOJIyLIeHHHﬁ B PE3YyIbTaTC
Kpunrorpadguueckoro npeoOpa3oBaHus HMHGOPMAIMM C MCIOJB30BAaHUEM 3aKPBITOIO KIHOYa
AIIEKTPOHHON LU(POBOH MOANKCH U MO3BOJSIOMINN WIACHTU(UIIMPOBATH BlaJeNbla cepTudukara
KJII0Ya TMOANMCH, a TaKXe YCTAaHOBUTh OTCYTCTBHE MCKaXEHHMS HH(POPMALUU B 3JICKTPOHHOM
JIOKYMEHTE;

IOpUINYECKas CHJIa IOKyMEHTa - CBOMCTBO O(MIMAIBHOIO JOKYMEHTa, cOO0IaeMoe eMmy
HGfICTBYIOIHHM 3aKOHOAaTCJIbCTBOM, KOMHCTCHHI/IGI;'I HN3JaBHICTO €ro opraHa M YCTaHOBJICHHBIM
HOPSAKOM O0(hOpMIIEHUS.

WHble noHATHS, UCHOJIB3yeMble B Hacrosuied VHCTpyKIMH, COOTBETCTBYIOT IOHATHSAM,
OIIpeZIeIEHHBIM B 3aKOHOAaTenbCcTBE Poccuiickon denepanny.

2.2. [Ipu moAroToBKE JOKYMEHTOB AJMUHUCTPAIIUN PaiOHA UCTIOIB3YIOTCS CICAYIOIINE BUIBI
0JIaHKOB ¢ BOCIIpOM3BEACHHEM repba ANTalicKoro Kpast:

OJlaHK [TOCTAHOBJICHHUSI IJ1aBbl pailoHa (MIpHIIOKEHUE 2);
OJIaHK pacropsHKEHUs IJ1aBbl palioHa (puiiokeHue 3);
OJaHK MOCTaHOBJICHHS AIMUHUCTpAIUK paiioHa (TpuiioxeHue 5);
OJIaHK pacropsbKeHHsT AIMUHUACTPAIMK paiioHa (puioxeHue 6);

O7aHK mHCbMa (PUIIOKEHHE 7).

III. CO3JAHUE JOKYMEHTOB
B AIMAHUCTPAIIUA PAMOHA
3.1.00mme TpedoBaHUA
3.1.1.CnyxebHble JOKYMEHTHI 0(OPMIISIOTCS Ha OJIAaHKaX COOTBETCTBYIOIIUX CTaHIAPTy Ha
oymare ¢opmata A4 (210x297 mm), A5 (210x148 mm) u A6 (105x148 mm) unu B BUIE
DIIEKTPOHHBIX IOKYMEHTOB.
Ha Oymare d¢opmata A3 wMoryT oGOpMIsATECS OTAENbHBIE BHIBI JOKYMEHTOB,
CoJIeprKaTeIbHAS YaCTh KOTOPBIX BKJIFOYAET TaOIHUIIBI, CMETHI, CXEMBI.
bymary ¢opmaroB A6 nomyckaercs WCHONB30BaTh i O(GOPMIIEHUS PE3ONIONUH K
JOKYMEHTY.
3.1.2.Kaxnaplit BUJ CTyKEOHOTO TOKYMEHTa UMEET CBOM COCTaB 00s3aTeIbHBIX PEKBU3UTOB,
OTCYTCTBHE  KOTOPBIX  JlelaeT  JOKYMEHT  HeJCWCTBHTEIbHBIM. Habop  peKBH3UTOB,
XapaKTePU3YIOMINX JOKYMEHTBI, OMpEAeNseTcs IeNsIMU CO3JaHMs JIOKYMEHTa, €ro Ha3HAYCHHEM,
TpeOOBAHUSIMU K COJEPKaHUIO U (POpPME TAaHHOTO JOKYMEHTa, CIIOCOO0M JJOKYMEHTHPOBAHMUS.
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TpeboBanust k opopMIICHHIO PEKBU3UTOB CIYXKEOHBIX NOKyMeHTOB ompenenser ['OCT P
7.0.97-2016 "HamumonanpHbii craHgapT Poccwiickoit ®denepanuu. Cucrema CTaHIApPTOB 110
uH(popManuy, OMOTMOTEYHOMY M U3JATENIbcKoMy aeny. OpraHu3alMOHHO-PACIIOPSIUTEIbHAS
nokymeHTarus. TpeboBanus K 0pOPMIIEHUIO TOKYMEHTOB".

3.1.3.1Ipu nOATrOTOBKE TOKYMEHTOB NMPUMEHsIETCS TeKCTOBBIN penakTop Word for Windows
Bepcuu oT 6.0 u BeIme ¢ ucnonb3oBaHueMm mmpudra Times New Roman pasmepom N 14, mus
MHOTOCTPAaHUYHBIX JOKYMEHTOB (IOJIOXKEHHS, MHCTPYKIMH U Apyrue) N 12. Jlns odopmiieHUs
Tabymr - 1o N 10.

3.1.4.CTpoKH B MHOTOCTPOYHBIX PEKBU3UTAX JOKYMEHTA (KpOME TEKCTa) [1€4aTaroTCs Yepes
1 mexcTpounslii wHTepBan (12 mT), OTACHSs PEKBH3UTHI APYr OT Apyra 1-3 MEKCTpOYHBIMH
uHTepBanamu (12-36 or).

CocraBnble yactu pekBu3uToB "Anpecar", "I'pud yrBepkaenus mokymeHToB", "OTmeTKka 0
Hanmmuuu npunoxenus”, "I'pud cormacoBanus", "lloamuces" otnmemstor apyr ot npyra 1,5-2
MEXCTPOYHBIMH MHTepBaamu (18-24 nT).

Texct noxymeHToB mneuataerca uepe3 1-1,5 Mexcrtpounbix uHTepBasia (12-18 nT) Ha
paccTossHUU 1-2 MEXCTPOUHBIX MHTEPBAJIOB OT 3arojioBKa B YCTAaHOBJIEHHBIX TpPaHHIIAX IOJEH.
Uepes 2 uHTEpBaja Me4aTaoTCs TEKCThl JOKYMEHTOB JJIi YCTHOIO IPOYTEHHUS (JIOKIAJIbl), a TaKXKe
TEKCTBI, MOAJIEKAIUE PEAAKTUPOBAHUIO, TEIETPAMMBL.

Crpoku pexBmsutoB "Anpecat", "I'pud yrBepxknmenus" u "I'pud cormacoanus"
LEHTPUPYIOTCS IO OTHOIIEHHUIO K CaMOW JIJIMHHOM CTPOKE, a CTPOKHM peKBU3HTa "Anpecar" MOryT
TaK)K€ BBIPAaBHUBATHCS 110 JIEBOM rpaHulie paboyero noJis.

He nomyckaercs BrIpaBHUBaHUE TEKCTa IO JIEBOW TIpaHUIle pabodero mojs, a peKBU3UTOB
"Anpecar", "I'pu¢ yreepxkaenus" u "['pud cormacoBanus" - Mo mpaBoi rpaHuILe.

3.1.5.1lepBast cTpoka ab3ama HayMHAETCS Ha paccTosHUU 1,25 cM OT JIeBOW TpaHHUIIBI
TEKCTOBOTO IOJISL.

Kaxxapiii muct nokymenrta, oopMIICHHBIN Kak Ha OJaHKe, Tak U 0e3 Hero, JOJKEeH UMETh
110JI1 B MM HE MEHEE:

nesoe - 20;

mpasoe - 10;

BepxHee - 20;

HxHee - 20.

JIOKyMEHTBI JUTMTENbHBIX (CBbIlE 10 jJeT) CpPOKOB XpaHEHUs JTOJKHBI UMETh JIEBOE I10JIe He
MmeHee 30 MM

3.1.6./lokyMeHTHI Ha IByX U 0ojiee CTpaHUIaX HyMEpYIOTCS B LIEHTPE BEPXHETo MOJIs JINCTa
apabckumu nudpamu 0e3 3HAKOB MPENUHAHUS, Ha TIEPBOM JILCTE HOMEP HE CTaBUTCHI.

[IpriioskeHns K TOKyMEHTaM UMEIOT CaMOCTOSITENIbHYIO HyMEPALHIO.

3.2.bJIaHKH 10KYMEHTOB

3.2.1.Cny>xeOHble JOKYMEHTHI 0(OPMIISIOTCS Ha OJaHKaX YTBEPXAEHHOro o0paslia Win Ha
CTaHJapTHBIX JHucTax Oymaru Qopmarta A4, AS, A6 win B BUJAE DJIEKTPOHHBIX JOKYMEHTOB U
JIOJDKHBI UIMETh ONPEIeNICHHbIM COCTaB PEeKBU3UTOB U MOPSAAOK MX PacloyioKeHus (MpuiiokeHus 1,
2,3,4,5,6).

3.2.2.brnaHKu JOKYMEHTOB M3roTaBiMBarOTca Ha Oymare gopmara A4 (210 x 297 mm), AS
(148 x 210 mm), A6 (105 x 148 Mm).

Pa3zmMeps! nosel Kakaoro JMcTa JTOKyMeHTa, O(OpPMIIEHHOTO Kak Ha OilaHKe, Tak 0e3 Hero
0(QOpMIISIFOTCS] B COOTBETCTBUH ¢ 1. 3.1.5. HacTosAme MucTpykuuu.

B AnMuHucTpanuu paiiloHa M €€ CTPYKTYPHBIX MTOAPa3AEIICHUAX TPUMEHSIOTCS CIEIYIOINe
OJIaHKU:

- OJIaHK MTHCHhMA;

- OJaHK KOHKPETHOIO BHJA JOKyMEHTa (IIOCTaHOBJEHHE, paclopsDKeHHEe, MpHKa3,
POTOKOI);

B 3aBHCHMMOCTH OT pacnoyiO)KeHHs PEKBU3UTOB YCTAaHABIMBAIOT JIBa pPaBHO3HAUHBIX
BapuaHTa 0JIAaHKOB - YIJIOBOW U MPOJOJIBHBIHN, KOTOPbIE HCIOIb3YIOTCS:



- JOJ’)KHOCTHBIMHU JINIIaMHU AIIMI/IHI/ICTpaI_II/II/I paﬁOHa, AOJDKHOCTb KOTOPBIX (I/ICHOJ'IHGHI/IC
00s13aHHOCTEH ) COOTBETCTBYET HAMMEHOBAHUIO JIOJHDKHOCTH Ha OJIaHKE;

- OJaHK CTPYKTYPHOTO WOJpAa3JeNeHus AIMHHUCTPAIMH pailoHa - CTPYKTYpHBIMHU
NOAPA3ACICHUAMH, 3a IOAIKUCHI0 PYKOBOAMUTEINS, 3aMECTUTEN PYKOBOAUTENS CTPYKTYPHOI'O
[OApa3JCIICHNU.

JIOKYMEHTBI COBELIATENIbHBIX OpPraHOB IpPU TJIaBE MECTHOTO CaMOYIIpaBJieHMs pailoHa, a
TaKKe MEKBEJOMCTBEHHBIX KOMHCCUH (COBETOB) o(opmisitoTcss Ha OnaHkax 0e3 M300paKeHHS
repba AnTaiickoro kpas B cilydyae, €Cil HCIIOJIb30BaHHME OJlaHKa MPEIyCMOTPEHO IOJIOKEHHEM
COBEIIATEIBHOTO oOpraHa (MEXBEJOMCTBEHHOH KoMmuccuu/coBera). brmaHk — yTBepxkmaercs
COBEILIATEIbHBIM  OpraHoM (MeXBeIOMCTBEHHOU Komuccueii/coBetom). [Ipumenenue Onanka
JIOTyCKaeTcs npejceaaresisiMi (pPyKOBOJUTEISIMU ), 3aMECTUTEIIIMH TIpejicenaress (pyKOBOIUTES),
OTBETCTBEHHBIMU CeKpeTapsMu COBEILATEIbHbBIX OpraHoB (MeXBEJJOMCTBEHHBIX
KOMHMCCHI1/COBETOB).

3.23.JIn1 BemeHHWs TIEPENUCKH BHYTPH AJIMUHUCTpAlMd paiioHa (CTPYKTYPHOTO
NoJpa3iesieHus1) OJIaHKK JOKYMEHTOB HE MPUMEHSIOTCS, "BHYTpPEHHSAA mHepenucka’ opopmisercs
Ha CTaHJApTHBIX JucTax Oymaru ¢popmara A4.

[Momnmuce odopmisiercss ¢ ykazaHHeM (aMWIMM JIUIQ, IOANMCABIIETO JOKYMEHT, 0Oe3
YKa3aHUs JOHKHOCTH.

3.2.4.Ilpumenenne OJaHKOB IOKYMEHTOB, B TOM YHCJIE€ U JOKHOCTHBIX, 00S3aTEIbHO TIPH
HAIpPaBJIEHUU JOKYMEHTOB 3a TMOJIUCBHIO TJIaBbl pailoHa, MOKHOCTHBIX IHUI[ AJMUHHCTpAIUU
paiioHa B CTOpPOHHHE OpraHM3alli{, a TaK K€ HampaBieHHE JHOKYMEHTOB B ajapec ['ybepHaropa
Anraiickoro kpasi, uineHoB llpaBurenbcTBa AdnTaiickoro Kpas, 3a MOANHUCHIO PYKOBOAUTENEH
AJMHUHUCTpAIMH paifioHa 1 JINL, OUIHATHHO MX 3aMEIIAFOIINX .

3.2.5.CoctaB BugoB U (HhOpMbI OJIAHKOB, MPUMEHSIEMbIX B AJIMUHUCTpAllMU paiioHa U ee
CTPYKTYPHBIX NOJIpa3elICHUsX, YTBEPKAAIOTCS IPABOBBIM aKTOM AJMUHHUCTPAIMHU palioHa.

3.2.6.BBenenue B oOpaiieHue MO Mepe HEOOXOAMMOCTH HOBBIX OJIAHKOB JOKYMEHTOB
OCYIIIECTBIISIETCS TPaBOBBIM akTOM (pacropspkeHueMm). COOTBETCTBYIOIIME MPEUIOKEHUS O
BBEJICHUM B OOpalieHHe HOBBIX OJAHKOB BHOCATCS YIPABISIOMIUM JiedaMH AJIMUHUCTPALUU
paiiona BMecTe ¢ 00pasiamMu npearaéMbix OJIaHKOB.

3.3.00mue TpedoBaHuA K 0()OPMJICHUIO IOKYMEHTOB

3.3.1.CnyxebHble JOKYMEHTHI (MHChbMA, JOKJAIHBIC 3alKMCKH, CIYy)XCOHBIE 3aIMCKH,
HOSCHUTENbHBIE 3alHMCKH, CHpPaBKM, 3asBKH, 3asBJICHUSA, MOPYYEHUS M T.J.) COCTABISAIOTCS U
OQOpPMIISIFOTCSL CTPYKTYPHBIMU TOJIpa3AefieHusIMU AJIMUHUCTpAllUd pailoHa B COOTBETCTBHM C
TpeOOBaHUSAMU, N3TI0KEHHBIMU B IAaHHOM pa3Jiele.

3.3.2.PexkBU3UTHI JOKYMEHTOB.

IIpu cocraBneHuun u OGOPMIIEHUH JIOKYMEHTOB JOJDKHBI COONIIOJIAThCS TpeOOBAaHUSA U
npaBuiia, 00ECIeUNBAIOIINE IOPUANUECKYIO CHIIY JOKYMEHTOB, CIIOCOOCTBYIOIIME ONEPATUBHOMY
UCTIOJIHEHUIO U MOCIIeTYIOIEMY UCTIONb30BAHUIO UX B CIIPABOYHBIX LEJISX.

OO0s13aTeNIbHBIMU  PEKBU3UTAMU, OOECIEUUBAIOIIMMU IOPUANYECKYIO CHIIY JIOKYMEHTOB,
SBJISIIOTCS: HAaUMEHOBaHME OpraHU3alMM (JIOJDKHOCTHOTO JIMIIA) - aBTOpa JIOKYMEHTa, Ha3BaHME
BUJA JOKyMEHTa (KpOME IHUCEM), JlaTa, PErMCTPALMOHHBIH HOMEpP JOKYMEHTa, TEKCT, MOJIIHUCH,
neyaTh (B cllydasx, TpeOYIOIIMX JTOTIOJHUTENBHOTO YIOCTOBEPEHUS JOKYMEHTA).

B npouecce moaroroBku u oopmiieHUs JOKYMEHTOB COCTaB 00s3aTENIbHBIX PEKBU3UTOB
MOYET OBbITh JOMOJHEH JPYITMMU PEKBU3MTAMH, €CIIM TOTrO0 TpeOyeT HazHaueHHe JOKYMEHTa, ero
o0OpaboTka.

PexkBU3UTHI JOKYMEHTOB OTAEISIOTCS APYT OT Apyra 2-3 MeXCTPOYHBIMU MHTEPBAJIaMHU.

3.3.2.1. CipaBouHbIE TaHHBIE.

CrpaBouHbIe JaHHBIE 00 OpraHe MECTHOTO CaMOYIpaBJIEHUS YKa3blBalOTCA B OJIaHKax
MMCEeM W BKJIFOYAIOT B ceOs: MOUYTOBBIM anpec, HoMep TenedoHa, dakca, odpUIMAIBHBINA aapec
AIIEKTPOHHOM MOYTHI, aApec OPHUIMATIBHOTO caliTa OpraHa MECTHOTO CaMOYTIPaBJICHUSI.

3.3.2.2. HanmeHoBaHME OpraHM3alWy - aBTOpa JOKyMeHTa. HauMeHOBaHWE OpraHW3aluu
(TOIDKHOCTHOTO JIMIIA) - aBTOpa JIOKyMEHTa MPHUBEICHO Ha OJIaHKax JIOKYMEHTOB IJIaBbl MECTHOTO



caMOYyIpaBlieHUs paiioHa, AJIMUHUCTPAIIMK pailoHa, ee OTPacIeBbIX ((QYHKIIMOHATBHBIX) OPTaHOB U
CTPYKTYPHBIX TOJIpa3aeieHUH.

3.3.2.3.HaumeHoBaHue BU1a JOKYMEHTA.

HaumenoBanue Buaa JOKYMEHTa YKa3bIBAaeTCsl HAa BCEX JOKYMEHTaX, 3a HUCKIOYEHHEM
CIIy’)K€OHBIX MTHCEM, PacIioiaraeTcs Moj peKBU3UTAMH aBTOPa JOKYMEHTA.

JUis KaxJaoro BHAa OPraHU3aMOHHO-PACHOPSIUTENILHOTO JOKYMEHTA TIJIaBbl MECTHOIO
caMOyIpaBlieHUs] paiioHa, AIMHHHCTPALUU paliOHAa HCIOJB3yeTcs OJaHK KOHKPETHOTO BHJA
JIOKyMEHTa, Ha KOTOPOM BOCIIPOM3BEJCHO HAaWMEHOBaHHE BHJA JOKyMeHTa (IIOCTaHOBJICHHUE,
pacmopspDkeHHe, TpuKa3 U JAp.). PEeKkBU3UT medaraercs NPONUCHBIMA OyKBaMH Bpa3psIKy
neHTpoBaHo. Ilpu orcyTcTBMM Ha OJlaHKE HAMMEHOBAHHS BHUJA JOKyMeHTa (oOmmii OJaHK)
PEKBHU3HUT IM€YaTAeTCs MPONMUCHBIMA OYKBaMH, MOXET O(OPMISATHCS BPa3pSIKY (IIPOTOKOII,
BBIMKCKA U3 MPOTOKOJIA, CIIPaBKa, aKT U JPYTHeE).

3.3.2.4.MecTto cocTaBiieHus (U34aHUs) JOKYMEHTA.

Mecto coctaBiieHusi (M3JaHUsI) TOKYMEHTOB YKa3bIBae€TCSi BO BCEX JIOKYMEHTax, Kpome
CITy’)KeOHBIX MUCEM, a TaKKe JOKJIATHBIX CIYKEOHBIX 3alMCOK U APYTUX BHYTPCHHHUX CIPABOYHO-
MH(OPMALIMOHHBIX IOKYMEHTaX.

Mecrto cocTaBieHus (M3IaHMsI) JOKYMEHTOB HE YKa3bIBAaeTCs B TOM Cllyyae, €CIH B
HAaUMEHOBAHMM aBTOpa JOKyMEHTa (Ha3BaHUU OpPTaHM3AIMH) MPUCYTCTBYET yKa3aHUE HAa MECTO €€
HAXOXJICHUS.

3.3.2.5.[lata noKyMmeHTa.

- JlaToif ToKyMeHTa B 3aBUCIMOCTH OT €r0 BHJIa M HA3HAUYCHUS SIBIISCTCS:

- laTa MOAMKICAHUS U PETUCTPALIUU - JIJIsl PACHOPAAUTENBHBIX U CITY>KEOHBIX JIOKYMEHTOB;

- 1aTta cocTaBjeHUs (IPUHITHUS PEIICHUs) - AJI POTOKOJIOB 3aCE/IaHU U COBEIIaHUH.

- IOKYMEHTBHI, U3JJaHHbIC ABYMS WU O0Jiee OpraHu3alusIMu, JOJKHBI UMETh OJHY (€AHHYIO)
nary.

- DJIEMEHTBI JaThl JOJKHBI IPUBOJIUTHCS B CIEAYIOLIEH MOCIEN0BATEILHOCTH: ICHb MECALIa,
MmecsIl, Toa. JlaTa 3anuceiBaeTcsi OAHUM U3 ABYX CIIOCOOOB:

apabckumu nudpamu, pazaeneHapiMa Toukoi: 01.10.2020; ciioBecHO-11M(ppOBBIM criocoOoM
1 oxTsa6pst 2020 r.

B nuceMax, npoTokosiax, B JOKyMEHTax, COIepKalluX cBelleHus1 (PMHAHCOBOTO XapakTepa, B
pacTopsIUTEeNbHBIX JOKYMEHTaX MPEINOYTHTEIBHBIM SIBISIETCS CIIOBECHO-IIM(POBOH  CIIOCO0
odopmieHus nar.

JlaTta TOKyMeHTa yKa3bIBaeTCs B CIIEIIUAILHO 0003HAUEHHOM MecTe OJTaHKa JOKYMEHTA.

Hanpumep, Ha 6anke nucbMma:

17.03.2018 Ne 236/I1/10

Ha OJIAaHKE TOCTAHOBJICHUS

AJIMUHUCTPALINS PEBPUXUHCKOI'O PAMOHA
AJITAMCKOI'O KPAS
I[TOCTAHOBJIEHUE

16 ampenst 2018 r. N 125

c. Pebpuxa

[Ipu odopmienun nuchbma Ha Jucte Oymard pekBu3UT "JlaTta noxkymeHTa" medaraercs OT
TPaHULbI JIEBOTO MOJISI U HA paccTostHUM 30-40 MM OT BEpXHETO Kpas JINCTA.

JlaTa TOKyMEHTa IIPOCTABIIAETCS COTPYIHUKOM AJIMUHUCTPALMM palioHa MPU PETHCTpALUN
JIOKYMEHTA.



3.3.2.6.PeructpaninoHHbIi HOMEp TOKYMEHTA.

Perucrpanmonnslii  HOMEp  JOKyMeHTa - [HGPOBOM WM OyKBEeHHO-IIM(PPOBOU
UJICHTU(PHUKATOP JOKYMEHTAa, COCTOSAIIMA M3 €ro IOpPSIKOBOIO HOMEpa, KOTOPBI MOXET
JOTIONHATBCS  [UQPPOBBIMU  WJIM  OyKBEHHBIMU KoJaMu (MHAEKCaMH) B COOTBETCTBUU C
UCTIONB3YyeMBbIMU  KJaccupukatopamMu (MHAEGKCOM Jielna 10 HOMEHKJIAType Jed, KOJOM
KOPPECHOH/IEHTa, KOJIOM JJOJKHOCTHOTO JIMIA U Jp.)

PerucrpanimoHHblii HOMEp JOKyMEHTa B AJIMUHUCTpAaLlMM pailoHAa HPOCTABISAETCS B
cootBeTcTBUHU ¢ Pernmamentom C3/10.

PerucrpanmoHHbIlii  HOMEp IPUCBAaMBAETCSl  JIOKYMEHTY IOCIE€ €ro  IOANMCAHUSA
(yTBEpXKICHUS).

PerucrpanmoHHbII HOMEp JOKYMEHTAa, COCTaBJICHHOI'O HECKOJIbKUMHU IOPUAMYECKUMU
JUIAMH, COCTOUT U3 MPUCBOCHHBIX UMHU PETUCTPAIMOHHBIX HOMEPOB JIOKYMEHTa, EePEeYHCICHHBIX
B [IOPSJIKE IEPEUUCIICHUSI aBTOPOB IOKYMEHTA YEPE3 KOCYIO UEPTY.

3.3.2.7.Cchbuika Ha peTUCTPALIMOHHBIN HOMEP U JAaTy JIOKYMEHTA.

Ccbulka Ha perucTpallMOHHBIM HOMEp M JaTy JOKYMEHTa BKJIIOYAET PETUCTPALMOHHBIN
HOMEp M JaTy JOKyMEHTa, Ha KOTOpbI JaeTcsi OTBET W IMPOCTABISETCS HCIIOIHHUTEIEM IpU
[OJIFOTOBKE MTMChMa-OTBETA.

Ccbulka Ha pErHCTPAllMOHHBII HOMEp W JaTy JOKYMEHTa B OO0S3aT€IbHOM MOPSIKE
YKa3bIBAa€TCs B MMCbMaxX - OTBETAaX 10/ JaTOH U HOMEPOM JOKYMEHTA - OTBETA.

He pekoMenayercst BKIItoUaTh €€ B TEKCT JOKYMEHTA.

3.3.2.8. Anpecar.

PexkBusut "agpecar" ucnombzyercs mpu OGOPMIICHHH CIIYKEOHBIX MHCEM, BHYTPEHHHX
MH(POPMALIMOHHO-CITPABOYHBIX JOKYMEHTOB (IOKJIAIHBIX, CIIyKEOHBIX 3aMMCOK U Ap.). JJoKyMeHTHI
aZipecyloTcsl B OpraHU3allid, UX CTPYKTYpHBIC MOAPA3JCIICHUs, KOHKPETHOMY JOHKHOCTHOMY
oLy, u3nYecKomy JIMiy (FpaXKaaHUHY).

Crpoku pexBu3uTa "azpecar" BBIPDABHHUBAIOTCA IO JIEBOMY Kparo WIM LEHTPUPYIOTCS
OTHOCHUTEJIBHO CaMOW JJIMHHOM CTPOKH.

HaumenoBanue opraHa HWCHOJHHUTENBHON BIIACTH, OpraHa MECTHOTO CaMOYIPaBIICHUS,
OpraHM3alMy YKa3bIBAa€TCSI B MMEHHUTEJIbHOM IIa/ie’Ke, HAaUMEHOBAHME JOJDKHOCTH U (paMuiIus
azpecata - B gareiabHoM. [Ipu ampecoBaHnn TOKyMEHTa MHHUIMABI YKA3bIBAIOTCS MOCie (haMUIHH,
MeX1y ¢pamMwived W WHULMAJIaMU CTaBUTCS NpoOes, MHMUIMAJIbBl yKa3bIBaloTcs 0Oe3 mpobena,
Harpumep:

MUHUCTEPCTBO FOCTULIMU
AuTaiickoro kpas

NBanosy U.N.

Ecoim B KadecTBe aapecara BBICTYIIACT PYKOBOJUTCIIL CTPYKTYPHOI'O IIOAPA3ACICHUA
AJMMHHCTpalMM  paifoHa (opraHuM3anuu), TO HaMMEHOBaHHME AJMHUHHCTpalUud  paioHa
(opranuzanun) BXOAUT B HAMMEHOBAHME JJOJDKHOCTH aJipecara, HalpuMep:

[Ipencenarento Komurera no odpasoBanuo
Anmunuctpanuu PedpuxuHckoro paiiona
AnTaiickoro kpas

WBanosoit U.1.
[Ipu agpecoBannm moKymMeHTa GU3UIECKOMY JIUITY HHUITHATBI YKA3BbIBAOT TIOCIIE (DaMHIIAH.

Ecnu mOKyMEHT OTHPaBISIFOT HECKOJIBKUM OJHOPOAHBIM OpPraHM3AlMsIM, TO HX CIEIyeT
yKa3zaTh 0000IIEHHO, HATIPUMED:



I'maBam (AMHUHHCTpaLMIi) CEIBCOBETOB
PeGpuxunHCcKoro paitona
Adnraiickoro kpas (110 CIIUCKY)

IIpu agpecauuy JOKYMEHTa JOJDKHOCTHOMY JIMI[y OpraHa HWCIIOJIHUTENbHOM BJIAacTU
HAaUMEHOBAHME JIOJDKHOCTH YKa3bIBae€TCSi B COOTBETCTBMM C HAaMMEHOBAaHUEM, MPHUBEICHHBIM B
pacropsAUTENbHOM JOKyMEHTE O HA3HAYEHUH Ha JIOJDKHOCTh, HAIPUMEP: 3aMECTHTENb TIJIaBbl
AJIMUHUCTpaALUU palioHa 10 COLUAIbHBIM BOIPOCAM.

JIOKyMEHT He JOJDKEH CcoJlepkaTh Oojee deThipex anpecaroB. CioBo "komwms" mepen
BTOPBIM, TPETHUM, YETBEPTHIM aJpecaTaMu HE CTABUTCS.

[Ipu HanpaBiaeHUH JOKyMEHTa O0Jiee YEM B UETBIPE aJpeca COCTABISAIOT CIIMCOK PACChUIKU U
Ha KaXJI0M JIOKYMEHTE YKa3bIBalOT TOJBKO OJTHOTO aJpecara.

Hcexonamumii 31eKTpoHHbIN JOKYyMEHT coriacoBbiBaeTcss B COJ10. Dk3eMIuslp UCXOASILIErO
JOKyMEHTa Ha OyMa)XHOM HOCHTENe, OCTAaloUuiicss B Jelie, JOJDKEeH ObITh 3aBu3upoBaH. Ha
UCXOMALIEM JOKYMEHTE YKa3bIBaeTCs UCTIOJHUTENb C HOMEPOM TenedoHa.

B cocraB pekBuzuta "Appecar" MOXKeT BXOAUTH IMOYTOBBIM ajpec, MPU ATOM JOJKEH
coOiroaaThCsl CAEAYIOLIUI MOPSII0K €ro HalMCAHUS:

- HaUMEHOBaHUe aJipecara (HAMMEHOBAHHE OPTaHU3AIMH WM MPU aJpecOBaHUH JOKYMEHTA
¢dusnveckomMy Uy - paMuiIHs, UMs, OTYECTBO);

- Ha3BaHUE YJHIIBI, HOMEP JOMa, HOMEP KBapTHUPHI,

- Ha3BaHHUE HACEJIEHHOI0 IyHKTa (TOpOJ, OCEJIOK U T.I1.);

- Ha3BaHHe 00JIacTH, Kpas, aBTOHOMHOTO OKpyra (00JIacTH), peciyOInuKH;

- cTpaHa (U1 MeKIYHAPOIHBIX TIOYTOBBIX OTIIPABIICHHH);

- IOYTOBBIN UHJIEKC.

Hanpuwmep:

Bcepoccuiickuit
HAy4YHO-UCCIEeI0BATEIbCKUI
HHCTHUTYT JOKYMCHTOBCICHHA
Y apXUBHOTO JIena

b.Yepkacckuii nep., 1. 5/2
Mocksa, 103012

AJzlpec HEe MPOCTABISIETCA HA JIOKYMEHTax, HANpaBJsi€MbIX B OPraHbl T'OCYJAapCTBEHHOMN
Biactu Poccuiickori denepanuu, NOJDKHOCTHBIM JIMIAM TOCYAApPCTBEHHOM BiacTh Poccuiickon
®denepanii ¥ B OpraHbl TOCYAApPCTBEHHOM BIACTH AJTACKOTO Kpas, ITOJDKHOCTHBIM JIMIIAM
OpraHOB TOCYJAPCTBEHHOW BIACTU AJTAaICKOro Kpas, OpraHoB MECTHOIO CaMOYIpaBJICHUS, a
TAKXeE MPU MEPENUCKE BHYTPHU CTPYKTYPHBIX MOAPA3ICTICHUM.

IIpun agpecoBanuu AOKyMEeHTa (PU3UUYECKOMY IHUIly YKas3bIBAlOTCA: (haMuIusi, WHHUIHAIIBI,
MOYTOBBIN ajpec.

Hamnpumep:

NBanosy N.II.
yi. CanoBas, 1. 5, kB. 12,
c. PeOpuxa, Pebpuxunckuii paiiona,
Anraiickuit kpaii, 658540

[Ipu otmpaBke muchbMa MO 3IEKTPOHHOW MOYTe WM MO (HaKCUMUIBLHOM CBsI3U (0€3 TOCBHUIKU
[0 T10o4YTe) TOYTOBBIA aapec He YyKas3biBaeTca. lIpm HEoOXOIMMOCTH MOXeT OBITh YKa3zaH
AIEKTPOHHBIN aJipec.



Hanpumep:

Bcepoccuiickuii HayuyHO-
HCCIIEA0BATEIbCKUN HHCTUTYT
JIOKYMEHTOBE/ICHUS U apXUBHOTO Jieja
mail@vniidad.ru

B koHue cTpok aapeca 3HaKM IPENUHAHUA HE CTaBATCA, B CEPEAMHE CTPOK 3HAKU
COXPaHSIIOTCS.

PexBusut "Appecar" mnedataeTcs B TpaHUIAX, IPEAYCMOTPEHHBIX YTBEPKICHHBIMU
OnankamMu i nuceM. [Ipu yriaoBoM pacrlojiO)KEHHMM PEKBM3UTOB ajpecaT Ie4aTaeTcsl Ha
pacctostHuu 120 MM OT J1eBOTO Kpas jrcta Oymard 1 20 MM OT €ro BEpXHEro Kpas, ¢ IIPOI0JIbHBIM
pacnosioXkeHueM pekBU3UTOB - 50 MM OT BepxHero kpas. Bce cocraBHble wacTu ajpecara
LHEHTPUPYIOTCSI OTHOCUTEIBHO CAMOW JUIMHHOM CTPOKM 3TOro pekBu3uTa. HaummeHoBaHue
OpraHM3alK, CTPYKTYPHOI'O IMOAPA3JEICHNUsS OpPraHu3allid, a TaKKe HaUMEHOBaHUE IOJDKHOCTH
MeYaTalTCsd OJUHAPHBIM MEXCTPOUYHBIM HHTEepBajoM. MHunManel u damMuius OTIACNISIOTCS OT
HAaWMEHOBAHMS JIOJDKHOCTH | MEXCTPOYHBIM HMHTEpBAJIOM. JlomycKaeTcs BBIJCIICHUE PEKBH3UTA
"Anpecat" KUPHBIM MIPUDTOM.

3.3.2.9.YTBepkIeHUE TOKYMEHTA.

I'pucd yrBepkmeHUs TPOCTaBIsIeTCs HA JIOKYMEHTE B CIIy4ae €ro yTBEp)KIEHUs
JIOJDKHOCTHBIM ~ JIUIIOM, HOPMAaTHUBHO-TIPABOBBIM ~ aKTOM, PACIOPSIUTEIBHBIM  JOKYMEHTOM
(TIOCTaHOBIIEHUEM, PEIICHUEM, PACTIOPSIKEHUEM ).

I'pud yrBepkaeHHs pa3meniaeTcss B MPaBOM BEPXHEM YTy IMEPBOrO JIUCTa JAOKYMEHTA.
CTpokH peKBU3UTA BBIPABHUBAIOTCS IO JIEBOMY Kpar WM LEHTPUPYIOTCS OTHOCUTEIBHO CaMoOil
JUIMHHOM CTPOKHU.

[Ipu yTBepkIeHUU JOKYMEHTA JOKHOCTHBIM JIMIIOM IpU( YTBEPKIEHHUS COCTOUT U3 CIOBa
YTBEPXJAI, nanmeHOBaHWE OJDKHOCTH JIMIIA, YTBEPAMUBIIETO ITOKYMEHT, €ro IMOAIMUCH,
dbamMuIMK, THUIMAIIOB U IaThl YTBEPKIACHHUS.

YTBEPXIAIO
I'maBa paiiona

Iloanuce N.0. ®amunus
00.00.0000

IIpu yTBEpkKIEHUH NOKYMEHTA IOCTAHOBJIIEHUEM, PACIIOPSKEHUEM, NIPUKA30M, IIPOTOKOIOM
rpud yrBepxkaenus cocrout u3 cinos YTBEPXIEHO (YTBEPXIEHA, YTBEPX/IEHBI wiun
YTBEPX/IEH), HauMeHOBaHUS YTBEPXKAAIOLIETO TOKYMEHTa B TBOPUTEIILHOM MaJIeKe, €ro JaThl U
Homepa. Cmoso "YTBEPXJIEHO" cornacyercs B poje W 4YHCIE€ C BHUIOM YTBEPKIa€MOTO
JIOKYMEHTA.

YTBEPXIEHO

IIOCTAaHOBJIEHUEM AIMUHHUCTpALUU
Pebpuxunckoro paitoHa
Anraiickoro kpas
ot 01.01.2020 roma N 1

3.3.2.10. Yka3aHus no UCIOIHEHUIO JOKYMEHTOB.
YKkazaHus MO UCIOJHEHHIO TOKyMEHTa - pe3osronus - opopmisercs B cucreme CIJ10 nubdo



Ha OJIaHKe PE30JIOLNU WU HEMOCPEACTBEHHO Ha IOKYMEHTE M COJEPKUT CIECAYIONINE PEKBUZHTHI:
dbamunus UCHOTHUTENS (MCHOJTHUTENEH), ColepKaHue MOpPYUYEHUs, CPOK HCIOJHEHHs, MOIIHUCH,
JaTa, peTUCTPAMOHHBIA HOMEP TOKYMEHTA.

B cnyuasx, korma mnopydeHue [aeTcsli ABYM MIIM HECKOJbKUM JIMIIAM - OCHOBHBIM
WCIIOJTHUTENIEM SIBIISICTCS JIMIIO, YKa3aHHOE B MOPYYCHHH IMEpBbIM. EMy mpenocraBisieTcsl MpaBo
CO3bIBA COUCIIOJIHUTENEH M KOOpAMHAIMS UX paboTel. B 3TuX ciydasXx COUCHOJHUTEIH
HAMpaBJIAIOT HHPOPMALIHIO OCHOBHOMY UCTIOIHUTEITIO.

Ha noxymenTtax, He TpeOymOIIMX YKa3aHUW MO HMCIIOJIHEHUIO M MMEIOLIUX THUIIOBbIE CPOKU
UCTIOJIHEHUS], CPOK UCTIOJTHEHUS B PE30JIIOIUH HE YKa3bIBACTCS.

3.3.2.11. 3aroyioBOK K TEKCTY.

3aroJIoBOK K TEKCTY - KpaTKO€ COJIEpP)KaHNE JOKYMEHTA.

3aroyioBOK COCTaBIISIETCS KO BCEM JTIOKYMEHTaM, 3a HCKJIIOYEHHEM JOKYMEHTOB, MMEIOIINX
TEKCT HeOOJbIIOro o0beMa (110 4-5 CTPOK) U MOATOTOBJICHHBIX Ha Oymare ¢opmara AS. 3arosoBok
JOJKeH OBITh KpaTKUM, TOYHO IepelaBaTh COJEp)KaHHWE JOKYMEHTa, ObITh COIJIacoBaH C
HAUMEHOBAHHEM BHJIA JIOKYMEHTA.

3aroo0BoK K TeKcTy dopmynupyercs ¢ npemigorom "O" ("O06") u oTBevyaeT Ha Bompoc "o
yem?"):

- mpuKa3 (0 yeM?) 0 CO3/IaHUU aTTECTAMOHHON KOMHUCCHUU;

- npuka3 (0 yeM?) 00 yTBEp>KICHUH IUITATHOI'O PACIIUCAHUS;

- MIChbMO (0 YeM?) O IPeIOCTaBICHUN HH(DOPMAIUH.

B penxux ciayuasix 3arojioBOK MOXET OTBeuaTh Ha Borpoc "yero?" ("koro?"), Hanpumep:

JIOMKHOCTHAS! HHCTPYKIIHS YIPABIIAIONIETO JelaMid AIMUHUCTPAIMK paiioHa.

3aroJoBOK K TEKCTy O(QOPMIISETCS IO/ PEKBU3UTAMH OJIaHKa CJIeBa OT T'PAaHUIIBI JIEBOTO
nonsi. B MOCTAHOBJICHUSIX, PELICHUSIX, MpPHKa3aX, M3AaBaEMbIX OpraHaMd MECTHOIO
CaMOYIpaBJIEHUsI pallOHa, 3arojIOBOK K TEKCTY MOXET O(QOpPMIISATHCS HaJ TEKCTOM IOCEpeInHe
pabodero moJyis JOKyMEHTa U [IECHTPUPYETCSI OTHOCUTEIBHO CaMOW JUTMHHOM CTPOKH.

3aroJ0BOK COCTABIISICTCS JIUIIOM, TOTOBSIIIAM IPOEKT JOKYMEHTA.

3.3.2.12.TekcT noOKyMeHTa

TekcT MOKyMEHTa CTPOHTCS B 3aBUCHUMOCTH OT BHJA (Pa3HOBUIHOCTH) JOKYMEHTa. TekcT
JIOKYMEHTa U3JIaraeTcsi PYCCKUM JIUTEPATypHBIM SI3BIKOM C y4ETOM OCOOEHHOCTEH OQHIIHabHO-
JIeIOBOTO CTHJISL, BHJA JIOKYMEHTa M €ro Ha3HA4YeHUs B YIPABICHUECKOW IeATENbHOCTH. TekcT
JIOKyMEHTa reuaTtaetcs yepe3 1-1,5 MexcTtpounbix mHTepBana. CopepxkaHue JOKYMEHTa OJIKHO
OBITH U3JIOKEHO KPATKO, JIOTUIHO, TOYHO U SICHO.

TexkcT moxymeHTa, Kak MpaBUIIO, COCTOUT M3 JIBYX OCHOBHBIX uacTeil. B mepBoii wactu
U3JIaraeTcs NpUYMHA COCTABICHUS IOKYMEHTA, Tal0TCsl CCBUIKA Ha OCHOBOTIOIATAIOIINE IOKYMEHTHI
U CcoJepKuTCs WHOpMaIus MO CYIIECTBY pacCMaTpUBaeMOIro BOMpPOCa, BO BTOPOM dYacTu -
BBIBO/IBI, TIPEITIOKEHUS, PEIICHHSI HITU TIPOCHOBI.

[Ipy Hanuuuu B TEKCTe JOKYMEHTa CCBHUIKM Ha JpyrHe JOKYMEHTBHI YKa3bIBalOT HUX
PEKBH3UTHI: HAUMCHOBAaHWE JIOKYMEHTa, HAWMCHOBAaHHME aBTOpa JIOKYMEHTa, Jary W
PETUCTPALIMOHHBINA HOMEP TOKYMEHTA, 3ar0JIOBOK K TEKCTY.

[Tpu opopmieHnn JOKyMEHTa Ha ABYX W OoJiee CTpaHHIIaX BTOPAs M MOCIIEAYIOIIAs TOJIKHBI
OBITh TIpOHYMepoBaHbl. Homepa CTpaHUI] HPOCTABIAIOTCS TOCEPEIWHE BEPXHEro MO JIHCTa
apabckumu nudpamu 6e3 cimosa "crpanuna’ (CTp.) ¥ 3HAKOB MPEMUHAHUS.

B TekcTe mMOKyMeHTa, TMOATOTOBIEHHOM HAa OCHOBAaHHMM 3aKOHOJATEIbHBIX WM HWHBIX
HOPMATUBHBIX MPABOBBIX aKTOB, PaHEE M3JIaHHBIX PACIOPSIUTEIBHBIX JJOKYMEHTOB, YKa3bIBAIOTCS
WX PEKBU3UTHI:

- HAaWMCHOBaHHWE JIOKYMCHTA, HAUMCHOBAHHWE OpraHHW3aIllMd - aBTOpa JIOKYMEHTa, Jara
JIOKYMEHTa, PETUCTPALMOHHBIA HOMEpP JOKYMEHTA, 3ar0JIOBOK K TEKCTY WJIM HAaUMEHOBAaHHE BHUJA
JTIOKYMEHTA;

- HaMMEHOBaHHME OpPTaHW3allMU WU JOJDKHOCTHOTO JIMIA, YTBEPAMBIIETO JTOKYMEHT, ATy
YTBEPXKIACHHS IOKYMEHTA.

TekcT AoOKyMeHTa MOXKET COAepKaTh pas3ieibl, MOAPA3JENibl, MYHKTHI, MOIMYHKTHI,



HyMepyemble apaOCKuMH IudpaMu. YpoBHeW pyOpuKaluMud TeKcTa HE JOJDKHO ObITh Oosee
YEeThIPEX.

B nocraHoBieHMSIX, IpUKa3aX TEKCT M3Jaraercsl OT MEPBOIO JIMLA €IMHCTBEHHOI'O 4HCia
("mocTaHoBIIAIO, IPUKAa3bIBai0").

B noxymMeHTax KOJUIErMaJbHBIX U COBELIATENIBHBIX OPraHOB TEKCT M3JIaraercs OT TPEThEro
JUIa €AMHCTBEHHOTO YKciia ("KOJIIer ... MocTaHOBIsAeT", "coOpaHue... permmio').

TexkcT mporokosa u3jgaraeTcsi OT TPETHETO JMIIA MHOKECTBEHHOro uucna ("cmymanu",
"BpicTynn", "moctanoBuan", "pemuan').

B nokymeHTax, yCTaHaBIMBAIOIIMX MPaBa U 00SA3aHHOCTU OTPACIEBHIX ((PYHKIIMOHAIBHBIX)
OpraHoOB, CTPYKTYPHBIX MOApa3JeileHuil AIMUHHUCTpAIMKU paiioHa (MOJIOKEHHe, MHCTPYKIHS), a
TaKXKe COJACP)KAIIMX ONHCAHHE CUTyaluil, aHaau3 (AKTOB WM BBIBOABI (KT, CIIpaBKa),
UCHIOJNIB3YeTCs (popMa M3II0KEHUS TEKCTa OT TPEThEro JIMIA eIMHCTBEHHOrO0 MM MHOKECTBEHHOTO
yuciaa ("oraen ocymiecTBiseT GyHKIMU...", "B COCTaB yIpaBiIeHUs BXOIAT...", "KOMHUCCHS TpoBena
MIPOBEPKY...").

B cOBMECTHBIX JOKYMEHTAaX TEKCT M3J1ara€rTcsi OT IEPBOIO JIMLA MHOKECTBEHHOI'O YHUCIIa
("mpukaseiBaem", "pemman").

B nenoBbIx (cimykeOHBIX) MUChMAax HCIOJIB3YIOTCS (POPMBI H3TIOKEHHS:

- OT NEPBOTO JHUIla MHOXECTBEHHOro uucia ("MpocuM HampaBuTh...", "HpencTaBiisieM Ha
paccMmoTtpenue...");

- OT TPEThEro Jinlla eUHCTBeHHOro yKcna ("KoMuTer He Bo3paxkaer...
BO3MOXXHBIM...");

OT TMEepPBOrO JHIAa €IWHCTBEHHOro uucia ("cuuTaro HeoOXoauMbIM...", '"mpesiararo
paccMoTpeTsb..."), €Clii TUCHhMO OPOPMIICHO Ha JTOJKHOCTHOM OJIaHKeE.

B Tekcrax [OKYMEHTOB YHNOTPEOJSIOTCS TOJBKO OOIIENPUHSTHIE a00peBUATyphl U
rpaduvecKrue COKpaIICHHs.

[Ipu ynorpebnaeHuu B Tekcte (haMuIuil U1 MHUIMAIBI YKA3bIBAIOTCS TOcTe (paMIIINU.

B nenoBbIx (cimykeOHBIX) MMChMaX MOTYT UCIOJIB30BATHCS:

- BCTYIUTENIbHOE 0OpalleHue:

YBaxkaemblii rocriogus ['yoepnarop!

YBaxaewmslit Buktop IlerpoBuul

VYBaxaemast Onpra Hukonaessal

VYBaxaemsle rocnonal

B obpariennu 1o 10JKHOCTH HAMMEHOBAHUE JOKHOCTH MULIETCS ¢ TPONUCHONW OYKBBI.

- 3aKJIIOYMTENbHAs dTUKETHas (pasa:

B koHIle TekcTa mnepea MOANMChI0 BOZMOXKHO yrnoTpeOsieHue BelpaxkeHusd, "C yBaxeHuem"
(cmoBa MUIIYTCS C MPOMUCHOM OYKBBI, BBIPABHUBAIOTCA MO JIEBOMY Kparo, 3amsATas MOcie HUX
CTaBUTCH).

C yBaxxeHuew, ...

3.3.2.13 OTmeTKa 0 HAIUYUU TPUITOKEHUS.

OTMeTKa 0 MPUIIOKEHUH COAEPIKHUT CBEICHHS O JIOKYMEHTE (JIOKYMEHTaXx), MPHUJIaraeMoM K
OCHOBHOMY JTOKYMEHTY (B CONPOBOJUTEIbHBIX MUChbMaX, MPETEH3UAX, aKTaX, CIpaBKax U JPYTUX
WH(OPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTAX) WM O TOM, YTO JJOKYMEHT SIBIISIETCS MPUIIOKEHUEM K
OCHOBHOMY JIOKYMEHTY (B JOKYMEHTaX - HPUJIOKEHHUSAX K PpaCHOPSAUTEIbHBIM JIOKYMEHTaM,
MOJIOKEHUSM, TIPAaBHIIaM, HHCTPYKIIMSIM, IOTOBOpaM, IJIaHaM, OTYeTaM U JIp. TIOKyMEHTaM).

B conpoBOmUTENBHBIX THCBMax W JIPYTUX HWH(QOPMAIMOHHO-CIIPABOYHBIX JTOKYMEHTaX
OTMETKa O TPHIOKEHUH OQOpMIISeTCS MOJ TEKCTOM OT TPaHMIBI JIEBOTO IMOJIS CIEAYIOIIUM
obpazoM:

- €CJIM NIPUJIOKEHHNE HAa3BaHO B TEKCTE:

[Tpunoxenue: Ha 2 1., B 1 3K3.

- €CJIM NPUJIOKEHUE HE HA3BAHO B TEKCTE WIJIM €CIU NMPWIOKEHUH HECKOJBKO, yKa3bIBalOT
HA3BaHUS JOKYMEHTOB-TIPUIIOKEHHUH, KOJMYECTBO JIUCTOB U AK3EMILIIPOB KaXKI0TO MPUIIOKEHHUS:

n

, "KomuTer cunraer



IIpunoxenue: 1.Ilonoxxenne 00  YHOpaBiIeHWH  CEIBCKOTO  XO3SHCTBA
AnvunucTpanun PeOpuxuHckoro paiioHa ANTaiicKoro Kpas Ha
51.,B 1 9K3.
2.CpaBKa O KaJpOBOM COCTaB€ YTPABIECHHS CEIbCKOTO
XO035ICTBA AJIMUHHCTpaAIUU Pe6Gpuxunckoro paiioHa
Aurtaiickoro kpast Ha 2 1., B 1 9K3.

- €CII TIpUIIOXKeHUe (TIPHIIOKEHUST) COPOITFOPOBAHBI:
[Tpunoxxenue: oruer o HUP B 2 3k3.
- €Clld JIOKYMEHT, SBIISIOIIMNCS MPHJIOKEHUEM, UMEET MPHIIOKEHUS C CaMOCTOSATEIbHON
HyMEpaLUe CTPaHHUIL:
[Tpunoxenue nucbMo PocapxuBa ot 05 wmrons 2015 r. N 02-6/172 u
IIPWJIOKEHUS K HEMY, BCero Ha 5 1., B 1 3k3.

€CIT PUJIOKESHUEM SBJISIETCS 000COOICHHBIHN 3NIEKTPOHHBIM HOCUTENh (KOMITAKT-AUCK, Usb-
(brenr-HaKomUTeNb U JIp. ):

[Ipunoxenue: CD B 1 3k3.

[Ipu 3TOM Ha BKJIajbIIC (KOHBEPTE), B KOTOPBIH MOMEIIACTCS HOCHTENb, YKa3bIBAIOTCS
HAUMEHOBAHHS JOKYMEHTOB, 3aITMCAHHBIX HA HOCUTENb, UMEHA (hailiioB.

Ecnu npunoxxeHne HanpaBisieTcsi HE BO BCE YKa3aHHbBIC B JIOKYMEHTE aJIpeca, TO OTMETKY O
HATMYUY TIPUIIOKEHUS ISTAI0T 10 hopMe:

[Ipunoxenue: Ha 2 1., B 1 3K3. B IIepBbIA ajipec.

B pacnopsauTensHbIX  AOKYMEHTaX  (IIOCTAaHOBJIICHHSX,  pCHICHHSX,  IpHKa3ax,
pacIopsKCHUSX ), JIOTOBOPAX, IOJIOKEHHSIX, IMPaBUIAX, HMHCTPYKIHMSIX M JAPYIHX JOKYMEHTaX
OTMETKA O TIPUJIOKEHUHN 0(QOPMIISIETCS CISAYIONUM 00pa3oM:

B TEKCT€ JOKYMEHTa IpU ITICPBOM YIIOMHHAHUU JIOKyMEHTA-NPHIIOKEHHUSI B CKOOKax
YKa3bIBaeTCs:... (IPUWIOKEHUE) UITH... (IprIokKeHue 1); mepes; HOMEpOM MPUIIOKEHUS JOIYCKaeTCs
CTaBUTh 3HAK HOMepa.... (mpunoxenue N 2);

-Ha MEPBOM JIUCTE JJOKYMEHTA-TIPUIIOKEHUS B TIPABOM BEPXHEM YTIIy YKAa3bIBACTCS:

[Ipunoxenue N 2
K [TIOCTAaHOBJICHUIO A IMUHUCTPALUN
PeGpuxuHckoro paiiona AnTaiickoro Kpas
ot 20 suBaps 2020 r. N 10

Ecnu npuiiokeHneM K pacnopsIuTeNbHOMY JOKYMEHTY SBJII€TCS HOPMAaTUBHBIM IPAaBOBOU
aKT WJIM MHOM JTIOKYMEHT, YTBEP)KIAeMblll JTaHHBIM PACIOPSAUTEIbHBIM JIOKYMEHTOM, Ha IEPBOM
JMCTE MPUIIOKEHHS MPOCTABIAETCS OTMETKA O MPUIIOKEHHUU (0€3 CCBUIKM Ha PacHopsAUTENbHBINA
JOKYMEHT) M Tpu} YTBEPKACHUS, B KOTOPOM YKa3bIBAIOTCS JaHHBIE PACIOPSIUTEIBHOIO
JIOKYMEHTA, KOTOPBIM YTBEPKJIEH JOKYMEHT-IIPUIIOKEHHE.

[Tpumep:

[Tpunoxenne 1

YTBEPXJEHO

IIOCTAaHOBJIEHUEM AIMUHHUCTpALUU
Pebpuxunckoro paitona
Anraiickoro kpas
ot 20 ssHBaps 2020 r. N 10

Ecnm mpunoskenus cOpOIIIOpOBaHBI, TO KOJMYECTBO JMCTOB HE YyKa3bpiBaloT. CTpoku
PEKBU3UTA BBIPABHUBAIOTCS I10 JIEBOMY KA WM UEHTPUPYIOTCS OTHOCUTEIBHO CaMOM JJIMHHOU



cTpokd. OTMETKa O HaJIMYUM TMPHUIOKEHHUS IedaTaeTcss depe3 | OJMHApHBIN JTOMOJHUTEIbHBIN
MEKXCTPOUYHBIM HHTEPBAJI OCIIE TEKCTa TOKYMEHTA.

3.3.2.14. Tloamnuce.

[loanucek siBhsieTcst 00s3aTENIbHBIM PEKBU3UTOM JIOKYMEHTa. B cocTaB MOJMUCH BXOJST:
HaMMEHOBAHUE JTOJDKHOCTHU JIUIA, TOANKCABIIECTO JOKYMEHT (TIOJIHOE, €CIH JOKYMEHT O(hopMIleH
He Ha OJIaHKe COOTBETCTBYIOIIETO JOKYMEHTa, KpoMe "BHYTPEHHEH MEPENHUCKU", U COKpAIlEHHOE -
Ha JIOKyMeHTe, OQopmIeHHOM Ha Osanke. I[Ipm HCIONB30BaHUM JIOMHKHOCTHOTO OJIaHKa
HAaUMEHOBAHME JIOJDKHOCTU HE YKa3bIBA€TCs), JMYHAS MOAMNKUCH U ee paciiudpoBKa (MHUIUAIBI U
bamumnus), HanpuMep:

I'maBa paitona JIMYHas MOJAINKCH N.O.®amunus

[IpaBo nmoanmuchIBaTH JOKYMEHTBl HMEET IJlaBa paililoHa WIM  PYKOBOIUTEIb
YIIOJIHOMOYEHHOIO ~ CTPYKTYPHOTO  HOJpa3JeNeHuss AJIMHUHHUCTpAalUM paiioHa, a TaKke
YIIOJIHOMOYEHHBIe JHna. [IpaBo BecTH mepemnucKky MO ONpEAETICHHBIM BOIPOCAaM MOXKET OBITh
JIeJIETUPOBAHO PYKOBOJUTEIEM JPYTUM JIOJIKHOCTHBIM JIMLIAM.

JlenerupoBaHue NOJTHOMOYHM opopMIIIEeTCs pacoOpsHKEHUEM (IIPUKA30M) O pacipeeeHUN
00s13aHHOCTEHl MM JIOBEPEHHOCTbIO HA BBINOJIHEHUE ONPEACICHHbIX JEWCTBUH OT HMEHHU
AJIMUHHCTpalUK paioHa.

Ecnu mpaBo moanucu MpeaocTaBlIeHO 3aMECTUTEINSIM IUIaBbl AJIMUHHUCTpALUU paiioHa WU
PYKOBOAMTEINSAM CTPYKTYPHBIX IOAPA3ACICHUNM, OHU MOANKCHIBAIOT JOKYMEHT C YKa3aHHEM CBOEH
JOJKHOCTH.

HpI/I noArnmuCaHu JOOKYMCHTAa HECKOJIbKMMH JOJDKHOCTHBIMHU JIMOAMHU WX TIOAIHNCH
pacriojlaratoT OJHY HaJ JApYrod B IOCIEA0BAaTEIbHOCTH, COOTBETCTBYIOIEH 3aHMMaeMOn
JOJKHOCTH.

I'naBa paiiona Iloamuce N.0. Gamunusa

['maBHbI OyxTanTep Iloamuce N.0. Gamunusa

HpI/I noAnuCaHu NJOKYMCHTA HCECKOJBbKHMMH JIMIAMHU pPaBHBIX JlOJ'DKHOCTCfI nX IMIOAINHNCH
pacnojiararorT Ha OIHOM YPOBHC.

3aMecTUuTEND TJIABBI AIMUHHCTpalud 3aMeCTUTENb TJIaBbl ATMUHUCTPAIIMU pailoHa
paiioHa Mo colaabHbIM BOIIPOCaM 10 OTEpaTUBHBIM BOIIPOCAM
IHoanuce N.0. Gamunus [loanuce N.0. ®amunus

Ecnm nomxHOCTHOE NTHIIO0, MPAaBOMOYHOE MONMUCATh JOKYMEHT, OTCYTCTBYET, TO JJOKYMEHT
MO>KET MOJMUCHIBATH JIUIIO, UCTIOTHSIOIIEE €ro 00SI3aHHOCTH, UM €T0 3aMECTUTENb.

[Ipn moanmucanuy AOKYMEHTa JIMIIOM, MMEIOIIMM TIPAaBO TMOJANHUCH B ClIy4ae BPEMEHHOTO
OTCYTCTBHS PYKOBOJUTEIS, HCTIPABJICHHS] B HAMMEHOBAHUHU JOJKHOCTH U pacmudpoBky pamunuu
y)K€ TOATOTOBJICHHOTO W COTJIACOBAHHOTO TMPOEKTa JOKYMEHTAa BHOCATCA OT PYKH HIU C
MCIIOJIb30BAaHUEM COOTBETCTBYIOIIMX IITaMnoB. He momyckaercs CTaBUTh KOCYIO 4epTy, HaIIUChH
"3a" mepen HaMMEHOBAHHMEM JOJDKHOCTH JMIA B TMOIINUCH, €CIU JOKYMEHT MOJIIMCHIBAET HHOE
JIOJKHOCTHOE JIULIO.

Ecmm paGoTHuMK pacropspkeHreM (ITPUKa30M) Ha3HAUY€H WCHOJHSIONIMM  O00s3aHHOCTH
PYKOBOIUTEIS, TOAMUCH O(hOPMIISETCS CIEAYIONUM 00pa3oM:

N.o0. rnaBel paiioHa [Moanuce N.0. ®amunus




HIIN

Ucnonasaromuii 00s13aHHOCTH
rJ1aBbl pailoHa [Monnuce N.0. Gamunus

He nomyckaeTcst nepeHOCHTh MOANMUCH HA YUCTBIN (0€3 TeKCcTa) TUCT OyMaru.

HaumenoBaHue JOJDKHOCTH I€4aTaeTcss OT JIEBOM TIpaHUIbl TEKCTOBOIO IOJS 4epe3
OJIMHApHBIA MEXCTPOUYHBbIA HHTEepBal. PacmmdpoBka mNOANUCH pacrmojaraeTcsi Ha ypOBHE
NOCJIEeTHEeH CTPOKM HAUMEHOBAaHUS JODKHOCTH 0e3 mpoberna MeXay WHUIMAJaMi UMEHHU, OTYECTBA
u ¢amunueit. Ilocnennss OykBa B pacmndpoBKe MOAMMCH OrpaHUYMBACTCA IMPaBOW TpaHUIEH
TEKCTOBOTO I1OJISL.

[Toanuce oTnensercs OT TEKCTa TPEMsI OJMHAPHBIMU MEXKCTPOUYHBIMU HHTEPBAJIaMHU.

OT3bIB MOANMCH OCYLIECTBJIET JOJDKHOCTHOE JIMLO, IIOANKCABIIEE JOKYMEHT, B
CJEIYIOILLEM MOPSAIKE:

- C PacMoOpPsIAUTENBHOIO JOKYMEHTA COOTBETCTBYIOLUM PAaCHIOPSAIUTENbHBIM JOKYMEHTOM;

- C IUChMA, CXEMbI, IPUIIOKEHUS, TUIaHA - CITYKEOHBIM MTHUCHMOM.

Hcnonb3oBanne aHAJIOTOB COOCTBEHHOPYYHOM MOANMCH

QdakcuMuiIbHOE BoOclpousBeAeHue (dakcuMuie) TMOMMUCH C TOMOIIBI0  aHAJIOTOB
COOCTBEHHOPYYHOM MOJINUCH JIOMYCKAaeTCs MMETh TIJlaBe pailoHa, 3aMECTUTENSIM IJIaBbl
AJIMUHUCTpaluu paiioHa (IIpU HATMYUK COTJIacusl TNaBbl pailoHa). He momyckaetcs ucronb3oBaHue
dakcummie Ha JOKYMEHTaXx (HHAHCOBOTO, HOPMAaTHBHOTO TIPAaBOBOTO  XapakTepa. B
UCKITIOYUTENbHBIX CIIyYasX, M0 YKa3aHUIO0 PYKOBOAMTENS, BO3MOXKHO NMPUMEHEHHE (PaKCUMIIbHOMN
MOJAMKCH Ha CITY>KEOHON KOPPECTIOHICHITUH.

OttuckoMm iumie ¢ (akcuMuie TOANUCH TIJIaBbl palioHA M 3aMECTUTENs] TJIaBbl
AJMUHUCTpALUU pailoHa pa3peniaeTcs 3aBepsTh CIyKEOHbIE TOKYMEHTBI, B TOM YHCJIE PE30TIOLUN
K JIOKYMEHTaM, 110 UX MPSIMOMY YKa3aHUIO.

[lepeueHp JOKYMEHTOB, IpU TMOJATOTOBKE KOTOPBIX JIONYCKAETCS HCIOJIb30BAHUE
(bakCUMUIILHON MTOJMTUCH:

-1103/IpaBUTENIbHBIE aJJpeca, OTKPBITKU

-TI03/IpaBUTENbHbIE, TPUBETCTBEHHBIE U 0JIar0IapCTBEHHbIE MHChMa

-IIPUTJIAIICHUS

-U3BELICHUS

-CIIy’)K€OHbIE yJIOCTOBEPEHUS

-yJIOCTOBEPEHHUSI K Harpajaam

-[I0YETHBIE TPAMOTHI

-MH(QOpPMAIMOHHbIE THChMa

OtMeTKa 00 2JIEKTPOHHOI MOANUCH

OtmeTka 00 3JIEKTPOHHOW NOJIMHUCU HCIIOJIB3YETCS MPU BU3YAIU3AlUU AJIEKTPOHHOIO
JIOKYMEHTA, MOANNUCAaHHOTO 3JEKTPOHHOM MOJIMHUCHIO, C COOIIOACHUEM CIeIyIOIUX TpeOOBaHuil:

a) MECTO pa3MELIEHUs] OTMETKH 00 3JIEKTPOHHOM MOJANUCH JTOJKHO COOTBETCTBOBATH MECTY
pasMeleHnst COOCTBEHHOPYYHO! MOIIMMCH B aHAJIOTHYHOM JOKYMEHTE Ha OyMa)kHOM HOCHUTEIIE;

0) PJIeMEHTBHl OTMETKH 00 3JEKTPOHHOM MOANMUCH JOKHBI ObITh BUAMMBIMH M YUTAaEMbIMU
pU OTOOPAKEHUU TOKYMEHTA B HATypaIbHOM pa3Mepe;

B) DJIEMEHTbl OTMETKH 00 DJIEKTPOHHOM NOJINUCH HE JAOKHBI TEePeKphIBaTbCS WIH
HaKJIaJIbIBAThCS APYT HA JIPYTa;

I') 3JEMEHTbl OTMETKM OO0 3JEKTPOHHOW MOAMHCH HE JOJDKHBI MEepPEeKphIBATH SJIEMEHTHI
TEKCTa JOKYMEHTa U JIpyrhe OTMETKH 00 JIEKTPOHHON MOANUCH (IIPU HATUYHH).

OtMeTka 00 DPIEKTPOHHOW TOMAMHUCH B COOTBETCTBHHM C 3aKOHOJATENHCTBOM Poccuiickoi
Qeneparun  BkIoyaeT (pasy "JIOKyMEHT MOANMCAH HJIEKTPOHHOM MMOJAMUCHIO", HOMEp
cepTtudukaTa Kiaro4a 3J€KTPOHHON monanucu, GaMuiInio, UMs, OTYECTBO BIaJeNblia cepTUdUKaTa,
CPOK JIeHCTBHS cepTU(UKaTa KJItoYa IEKTPOHHON MOAMHUCH, HAlIPUMED:



DmMbnema AOKYMEHT HOAIIMCAH
opranuzammu ~ DJIEKTPOHHOMU ITOAITMCBIO

Cepruduxar lal11aaa000000000011

I'maBa paitona N.0. Gamunus

Bnanenen ®amunnga Umst OTuecTBO

HewctBurenen ¢ 01.01.2019 o 31.12.2020

3.3.2.15. I'pud cornacoBaHwusl.

I'pud cormacoBanusi JOKyMEHTa MPOCTABIISAETCS Ha JOKYMEHTaX, COTJIACOBAaHHBIX OpraHaMu
BJIACTH, JODKHOCTHBIMH JIMLIAMH, a Takke Ha MPOEKTax JOKYMEHTOB, TpeOymoImux
IIPEIBAPUTEIILHOTO paccMOTpeEHUS 3aMHTEPECOBAHHBIMU OopraHamu, CTPYKTYPHBIMHU
MoJIpa3iesIeHUsIMHU, TOJKHOCTHBIMH JIUIIAMHU.

I'pud cormacoBaHusi B 3aBUCUMOCTH OT BHJIA JOKYMEHTA U OCOOCHHOCTEH ero ohopMIIeHHUs
MOJKET MPOCTABJIATHCS:

Ha TEPBOM JIMCTE JOKYMEHTa (€CIu JOKYMEHT UMEET TUTYJbHBIA JHUCT, - HA TUTYJIbHOM
JUCTE) B JIEBOM BEpXHEM YINIy Ha YpoBHe rpuda yTBEpX ACHUS WIM IOJ HAaUMEHOBAHHUEM
JIOKyMEHTa OJIMKE K HIDKHEMY TTOJTIO);

Ha TIOCJIETHEM JIUCTE JOKYMEHTA MO TEKCTOM;

Ha JINCTE COIJIACOBAHUS, SIBIISIFOIIEMCS HEOThEMJIEMON YaCThIO IOKYMEHTA;

B CO/10 B cootBercTBUU ¢ Permamentom C3/10 u ApyrumMu HOpMaTUBHBIMU aKTaMH.

CornacoBanue JOKYMEHTOB MOKET ObITh BHEITHUM U BHYTPEHHHUM (BHU32).

I'pud cormacoBanusi cocrout u3z cinoa COI'JTACOBAHO, nomkHOCTH JHIA, KOTOPHIM
coriacoBaH JOKYMEHT (BK/IHOYas HaWMEHOBaHME OpraHa HCIOJIHUTEIbHOW BIJIACTH), €ro
COOCTBEHHOPYUYHOU MOAMKMCH, UHUIHATIOB, (JaMHUIIUU, 1aThl COTJIACOBaHUS.

Cnoso COT'JTACOBAHO (neuataetcst nponucHbIMU OyKBaMu 0€3 KaBbIUEK).

Hampuwmep:

COI'JTACOBAHO
3aMecTUTENb TJIaBbl AJIMUHHUCTpPAIIMU paioHa
10 COLIMAJIBHBIM BOIIPOCAM
Ilogmice  N.O. ®amunus
08.12.2019
Ecnu cormacoBanue oCyIIecTBISETCS KOJUIETHAIBHBIM OpPTaHoOM, B Trpude coriacoBaHUs
YKa3bIBAIOT CBEJICHUS 00 OpraHe, COrJIacOBaBIIIEM JIOKYMEHT, JaTe U HOMepe MPOTOKOJIa, B KOTOPOM
3a(MKCUPOBAHO pEIIEHHE O COrJacoBaHWU. Ecnu coriacoBaHuWEe OCYIIECTBISETCS MHUCHBMOM,
YKa3bIBAIOT BUJI JJOKYMEHTA, OPTaHU3AIMIO - aBTOPa JIOKYMEHTA, JaTy U HOMED MHUChMa.
Hamnpumep:

1 COI'JTACOBAHO
DKCHEPTHO-MTPOBEPOYHON METOIUYECKON KOMUCCUEN
KOMHMTETA I10 JeJIaM apXUBOB
Anraiickoro kpas
(mpoTOKOI OT N )

2 COI'JTACOBAHO
rcbMoM PocapxuBa
(ot N )

Ecnu B okymenTe Ba rprda COTIACOBAHUS, TO OHHU PACIONIAralOTCs Ha OJHOM YPOBHE, MPU
00JIbIIEM KOJMYECTBE UX Pa3MEIatoT JIByMsl BEpTHUKAIbHBIMU psiiaMu. Ha mokymeHTe MOXKeT ObITh
pacmosioxkeHo He Gosee yeThipex IpudOB COriacoBaHus. boblnee YUCio rprudOB COrTACOBAHUS
0(OpPMIISIETCS HA OTIEIBLHOM JIMCTE COrIACOBAHUS, IPUIIAra€MOM K JIOKYMEHTY.



Ecnu rpuds! cornacoBanust opOpMIISIOTCS Ha OTJEIBHOM JINCTE COTIACOBaHMs, HA TOKYMEHTE
B TOM MECTE, I'/I€ JOJKHBI IIPOCTABIISTHCSA TPU(BI COITIACOBAHUS, TPOCTABIIAETCS OTMETKA!

"JlucT cornacoBaHus mpuiaraercs.

@opMOI BHYTPEHHETO COIJIaCOBAHUS SBIIAECTCS BU3MPOBAaHUE JOKYMEHTOB. Bu3a BKitouaer
JUYHYIO MOANKCH BU3MPYIOLIETo, €€ pacliM(ppoBKY M JAaTy BU3UPOBAHUSA, IIPU HEOOXOAMMOCTH
MO>KHO YKa3bIBaTh JOJDKHOCTh BU3UPYIOLIEro. Bru3a CBUAETENBCTBYET O COIVIACUM WJIM HECOIIACHH
JOJDKHOCTHOTO JIMLa (paOOTHHKA) C COAEpKAHUEM MPOEKTa JOKYMEHTa

Hanpumep:

VYnpapnstomuii fenaMu AIMUHUCTPALUK pailoHa
IToanuce N.0. ®amunus
02.03.2019

Buza MoxeT ObITh HaleyaTaHa WK MOJIHOCTHIO HAMMMCAaHA BUSHPYIOIIUM OT PYKH.
[Ipu Hanuuuu 3aMeyaHuil K JOKYMEHTY BU3Y O(DOPMIISIOT CIIEIYIOIINM 00pazoM:

Hampuwmep:

3amMedaHus IpUJIararoTCs.

VYrpanstomuii 1enamMu AIMUHUCTpAIMU paiioHa
Iloamuce N.0. ®amunug

02.03.2019

Ecnu cnenuanmmct moaHOCTRIO HE COTIIaceH C IMIPOCKTOM, BU3a O(bOpMJI)IGTC?I TakK:

He cormacha.
VYnpapnstomuil enaMu AIMUHUCTpALMU paiioHa

Tloanuce N.0. Gamunus
02.03.2019

3ameuaHus MMPpUIIAraroTCsa K JOKYMCHTY Ha OTACIILHOM JIMCTC.

Ecnu 3ameuanue umeer HEOOJIBLION 00BEM, €T0 MOYKHO M3JI0XKHUTh HA MPOEKTE JTOKYMEHTa
CJIEAYIOIIUM 00pa3oM:

CumnTato, 4TO B COCTaB PEBU3HOHHON

KomMuccun cienyer BKIIOUUTh TAKXKE

N.0. ®amumus u N.0. Gamunus

VYnpasnsoomuii genamMu AIMAHUACTPALAN pailoHa

ITognuce N.0. ®amunus

02.03.2019

B cucreme »9JEKTPOHHOTO JOKYMEHTOOOOpPOTa, COIJIACOBAHUE OCYIIECTBISIETCS B
aekTpoHHOU (opme B coorBeTcTBUU ¢ Permamentom CDJIO. B moxkymenTax Ha OymMakHOM
HOCHUTEJNE, NOJJUHHUKN KOTOPBIX XpaHATCA B AJIMHHHUCTPALMM pailoHa, BU3bl MPOCTABISAIOT Ha
MOCJIEIHEM JIUCTE JIOKyMEHTa IOJ MOAMNKHCHhIO, Ha 000pOTE MOCIETHEr0 JHUCTa MOJIMHHHUKA
JIOKYMEHTA WJIA Ha JINCTE COTJIACOBAHUS (BU3UPOBAHUs), IPUIIATAEMOM K TOKYMEHTY.

CornacoBanve HMCXOIAIMX JOKYMEHTOB ocymiectBigercs B COJIO, mocie dyero, mpu
HEOOXOJUMOCTH, K JOKYMEHTY Ha OyMa)KHOM HOCHTEJNE MPHUKIAbIBACTCS pacledaTaHHbIH JHCT
COTJIaCOBaHUS.

I'pud BU3MpoOBaHUS TEYaTaeTCs OT JIEBOW TPaHUIlBI TEKCTOBOTO TOJS JOKYMEHTa U Ha

paccrossHuu 230 MM OT BEpXHETO Kpas JIMCTa OyMaru COTJIaCHO YCTaHOBJICHHBIM PEKBU3UTAM.
3.3.2.16. Ileuars.



Ha pokymenTtax, TpeOyroomux o0coOOro yIOCTOBEPEHHS, CTaBUTCA Tmedarb. lledarsb
YIOCTOBEPSICT TOJJIMHHOCTh IOJMUCH JIOJDKHOCTHOTO JIMIa JIMOO COOTBETCTBHE KOIHHU
nOoTMHHUKY. OTTUCK CEIyeT MPOCTaBIATh TaKUM 00pa3oM, 4TOOBI JTUMYHAS MOANKMCH U OTTHCK
ObUTH XOpolro yuTaeMmbl. [ledaTs mpocTaBisieTcsi, HE 3aXBaThiBasi COOCTBEHHOPYYHOH MOIIKMCH
JUIIa, TTOAMUCABIIETO TOKYMEHT, WK B MecTe, o0o3HaueHHOM "MIT" ("Mecto neyaru").

Hanpuwmep:
I'maBa paitona [Moanuce N.0. Gamunus
['maBHBII OyxTanTep [Moanuce N.0. Gamunus

[Teyats Ha JOKYMEHTE JIOJDKHA OBITh CHHETO WK (DHOJICTOBOTO IIBETA.

Komnuu npaBoBbIX aKTOB JIOJKHBI COJIEPKaTh HEOOXOAUMBIE PEKBU3ZHUTHI: ATy MOIUCAHHUS,
PErUCTpAIlMOHHBIA HOMEDP U OBITh 3aBEPEHbI MeyaThio " {151 MOCTaHOBJICHHUM U paclopshKEHUN" Win
" IIst mpukasoB'.

Konuu 1oKyMeHTOB C 4EpHOI MEYAThIO SIBISIOTCSA HEICHCTBUTEIIbHBIMMU.

[TuceMa, BBITIOJIHEHHBIE HA OJIAHKAaX OPTaHOB, HE TPEOYIOT YAOCTOBEPEHHUS MEYATHIO.

KonmnyectBo mneudareld AJIMHUHHMCTpallMM palOHA, WX BHIbI, MECTO XPAaHEHHs, OPraHbl
AIMUHUCTpAllUU paiioHa, HUMEIOLIME NPaBO HCIOJIB30BaTh MPOCTYI0 M TrepOOByIO MedaTu
AJIMUHHCTpALUU palioHa, ONPEACIIIIOTCS pacopsKEeHUEM ATMUHUCTPAIIMU pailoHa.

3.3.2.17.0T™meTKa O 3aBEpEHUH KOIHUU JOKYMEHTA.

Komuss pomkHa ObITh 3aBepeHa JIOJDKHOCTHBIM JIMIIOM, YIOCTOBEPSIOLIUM TOJHOE
COOTBETCTBUE MOIMHHUKY. OTMETKa O 3aBepeHHH KOIUHU o]opmisieTcss Ha 000poTe MOCIEITHEro
JUCTa JOKYMEHTa M BKJIIOYAaeT B ceOsl yKa3aHHE O MECTe HaXOXICHHUS MOJJIMHHHKA JTOKYMEHTa,
cioBo "BepHo", HauMMEHOBaHHME [OJDKHOCTH JIMIIA, 3aBEPHUBIIETO KOIHUIO, JUYHYIO TOJIHUCH,
pacupoBKy MOJITUCH, 1aTy 3aBEPEHUS, TIeUaTh.

Bepro

YpaBnsrommi genamMmu

AIMUHHUCTpaIUH palioHa JIMYHAs TOJAIHNCH N.O0.®amunus

00.00.0000

Ecnu xonus BeIIaeTcs 11l IPEACTaBIEHUS B IPYTyI0 OpraHU3alllio, OTMETKA O 3aBEPEHUH
KOINHMM 3aBepsieTCs MeYaThl0 OpraHu3aluu (Ipu ee HaIM4yuM), a Takke (IMpu HEOOXOIUMOCTH)
JIOTIOJTHSIETCS HAJIHMChIO O MECTE XPAHEHUS JOKYMEHTA, C KOTOPOro Oblla U3roTOBJIEHA KOMUS

3aBepuTenbHasi HAAMUCH COCTABISIETCS MO0 PopMe:

[MToqnuHHKMK TOKyMEHTa HaxoauTcs B nene N 3a r. AIMUHUCTpaUHU
PeGpuxuHckoro paiioHa Antaiickoro kKpas.

3aBepuTenbHas HAAMKUCh YOCTOBEPSETCS MEeYaThIO.

[TocranoBneHUs AAMUHUCTPALIMN PallOHOB, KAacarolIUeCs] BOIPOCOB OXPAHbI MpaB JIETCTBA,
BBIIAIOTCS 3asBUTENSAM B BUAE MyOJMKaTa ¢ MOJIMHHON TMOJMUCHIO TJIaBBI pailOHa, 3aBEPEHHOM
repOOBO MeyaThIo.

OtpacneBsie ((pyHKIIMOHATBHBIC) OpPTraHbl, CTPYKTYPHBIE MOApa3eiIeHus] ATMUHUCTPALIUN
palioHa MOTYT BbIAaTh KOMUHU TOJBKO TE€X JOKYMEHTOB, MOJJIMHHUKH KOTOPBIX Y HUX XPAHSTCA.
Konuu BBITAIOTCS ¢ MUCBMEHHOTO Pa3pelieHus] pPyKOBOIUTENS OTPACIEeBOrO ((PyHKIIMOHAIBHOTO)
OpraHa Wi CTPYKTYPHOIO IOJApa3AeIeHUSI.



3.3.2.18. OtmeTKa 00 UCIIOJIHUTEE.

Otmerka 00 ucnonHHUTENne OPOPMIISETCS HA HIDKHEM I10JI€ JIMIIEBOH CTOPOHBI MOCIEIHETO
JUCTa JIOKYMEHTa OT TPaHUIIbI JIEBOTO IMOJIS WU, IPH OTCYTCTBUU MECTa, - Ha OOOPOTHOIN CTOpOHE
BHU3Y CJIEBA.

OtmeTka 00 ucCHomHUTENE BKIOYAeT (GaMUIMIO, UMS U OTYECTBO HCIOJIHUTEINS, HOMEpP €ro
TenedoHa.

Hanpuwmep:

NBanos MBan IlerpoBuy
8(38582) 24-4-67

OtmeTKa 00 MCIOTHUTENIE MOXKET JOTMOJHATHCS HAUMEHOBAHHEM JIOJDKHOCTH, CTPYKTYPHOTO
MoJIpa3iesieHus U JIEKTPOHHBIM aJJpECOM HCIIOTHUTEIIS.

Hanpumep:

NBanos MBan [letpoBuy, KonTposnbHOE ynpasieHue,

BeAymui cnienuanuct, +8(38582) 24-4-67, lvanov@gov.ru

OtmeTka 00 HUCHOJTHUTENE MOXKET O(QOPMIIATHCA KaK HIDKHUNA KOJOHTUTYJI M Ie4YaTaTbCs
mpUGPTOM MEHBIIETO pa3Mepa.

1.3.2.19.0TmMeTKa O HampaBJIEHUU JOKYMEHTa B JI€JI0 ONPENENSeT MECTO XpaHEHMUs
JOKYMEHTa TIOCJIe 3aBepeHMs paboThl ¢ HMM M BKIIIOYaeT: cioBa "B nemo", mHzaekc nxema mo
HOMEHKJIAType JieJI, B KOTOpOE€ IIOMENIaeTcs IOKYMEHT Ha XpaHeHHWe, C yKa3aHHeM TIoja,
JIOJDKHOCTH JIUIA, 0)OPMHUBIIETO OTMETKY, TIOAUCH, 1aThl, HAIPUMED:

B nexo N 01-18/3a 2018
VYopasnsoomuil fenamMu AIMUHUACTPALUK paiioHa

Ilonnuce
00.00.2000

OTMeTKa 0 HampaBJIEHUU JOKYMEHTA B JIEJI0 MOXKET JOMOJHATHCA KPATKUMHU CBEICHUSIMU O
XapakTepe MHCIIOJNHEHUs NOoKyMeHTa, Hampumep: "Hampaenen otBer (mata), (N)", "IIpoBenena
KOHCyNbTaMsl 1o TenedgoHy (nmara)', "YureHo mpu pazpaborke mpoekta" u nap. CBeneHus
YKa3bIBAIOTCS B HA4Yalle OTMETKH.

Hamnpumep:

Ortger HanpasieH 04.05.2018 N 236/11/12

B nemo N 05-06 3a 2018 1.

VYnopasnsoomuii fenamMu AIMAHUACTPALAN pailoHa

Tloamuce

10.06.2018

[Ipu ucnonbzoBanuu COJ] OTMETKY 1OIyCKaeTCsl HE CTaBUTh, IPU 3TOM CJIIEAYEeT YUUTHIBATh
HeoOxonumocTh  opmupoBanust B COJ] cBeneHuit o pe3ynbTraTe M BpPEMEHU HCIOJIHEHUS
JIOKYMEHTA, O TOM K KaKOMY JIeJly OTHOCHUTCSI JOKYMEHT, I'I€ XPAHUTCS JIE10, KTO OTBETCTBEHEH 3a
3aBEPILECHNUE €0 UCIIOJHEHUS U IIOMELIEHUE B JEIIO.

3.3.2.20.Pe3ountoniust JOKyMeHTa

Pe3omronus coepKUT yKa3aHUE 0 UCTIOJIHEHUIO JOKyMeHTa. Pe3omonms odopmisiercst Ha
CcBOOOJHOM MecTe palOouero 1Mol JOKyMEHTa, Ha OJaHKe pe30JIONUM MM BHOCHTCS
HETIOCPECTBEHHO B CUCTEMY 3JIEKTPOHHOTO JOKYMEHTOO00POTA.

Pezomronns BKITtO4aeT: paMUIINIO, MHUITMABI HCIIOHUTENS (MCTIOJIHUTENEH ), MOpydYeHHUe 110
UCTIOTHEHUIO JOKYMEHTa, CPOK HCIIOJHEHUS, IOMMKCH JIMIA, BBIHECHIETO PE3OJIIOILHUI0, ATy
PE30IIIOLUH.



Hanpuwmep -

damvunug U.0.

[Ipomy moAroToBUTH MPETIOKEHHUS.
Iloamuce

07.08.2019

3.3.2.21.0TmeTKa 0 KOHTPOJIE TIOKYMEHTA.

OTMeTKa 0 KOHTpPOJIE JOKYMEHTA MOXKET OBITh IIPOCTABJICHA HAa JIOKYMEHTaX, OCTaBICHHBIX
Ha KOHTPOJb, ¢ MmoMolipio mrammna "KoHTpons" Ha BepxHEM IOJ€ JOKyMEHTa CIpaBa, JUOO B
CO/10 B perucTpaliliOHHON KapTOUKE JOKYMEHTA IyTEM 3all0JHEHUS COOTBETCTBYIOLIUX MOJIEH.

3.3.2.22.0TMeTKa 0 MOCTYIUICHUH JIOKYMEHTA.

OTMeTKa O TOCTYIUIGHMH TOKYMEHTa CIYXXUT I TMOATBEPXKICHHS (haKTa MOCTYIICHHS
JOKyMEHTa B AJMHHHCTpAlMI0 palioHa ¥ BKIIOYAeT JaTy TMOCTYIUICHUS W BXOZSIIWN
pPErUCTPALIMOHHBIA HOMEp JOoKyMmeHTa. llpu Heo0XoaumMocTH OTMETKAa O IMOCTYIUIEHHMM MOXKET
JIOTIOHATHCS YKa3aHUEM BPEMEHH MOCTYIUICHHSI U CII0co0a TIOCTaBKHU IOKYMEHTA.

OTMeTKa 0 NOCTYIUIEHUHU JOKYMEHTAa MOXKET IIPOCTABIIATHCS C IOMOIIBIO HITAMIIA.
[Ipu oTcyTcTBUM MecTa HAJsl MPOCTABJICHUS OTMETKH O IMOCTYIUIGHHU Ha JIULIEBOH CTOPOHE
MOCTYIUBIIETO JOKYMEHTA OTMETKA CTAaBUTCS HA OOOPOTHON CTOPOHE JINCTA.

3.3.2.23.I'pud orpannueHus J0CTyNa K TOKYMEHTY.

Bunet  ucnonp3yembix TpudOB  OTpaHMUEHUS JOCTyNa JIOJDKHBI  COOTBETCTBOBATH
3aKOHOJIATENIbHBIM M HMHBIM HOPMAaTHBHBIM IIPaBOBBIM akTaM Poccuiickoit ®denepauuu u OBITH
3aKpEIUICHbI B JJOKAJIbHBIX HOPMATHUBHBIX aKTaXx.

Bunsl xonduneHnuansaoil nHpopManmu ycrtaHoBieHbl Ykazom I[Ipesupenta Poccuiickoit
O®enepanuu ot 6 mapta 1997 r. N 188 "O06 yrBepxkaenun llepeuns cBenennii KoHpUIESHIIMAIEHOTO
xapaxrepa'.

Otmerka O KoH(UIEHIMANBHOCTH (rpud OrpaHuveHus [OCTyna K JOKYMEHTY) Ha
JIOKYMEHTaX, COJEpX alluX HH(OpMAIMI0O OrpaHUYEHHOTO pacrnpocTpaHeHus, uMeer Bum "Jis
cinyxeOHoro monb3oBanus". I'pud mpocTaBisieTcs B NpaBOM BEPXHEM YIIy MEpBOro JIKCTa
JIOKyMEeHTa (MPOeKTa JOKyMEHTa, COMPOBOIUTENBHOIO MMChMA K JJOKYMEHTY) Ha T'PaHULIE BEPXHETO
HOJISl IPU HAIWYMU B JIOKyMEHTE MH(OpMaIMK, JOCTYI K KOTOPOHl OrpaHHuYeH B COOTBETCTBUU C
3akoHOAaTenbCcTBOM Poccuiickoit denepannu. B cocras rpuda orpanndenus 1octyna K 10KyMEHTY
BXOJIUT OTpaHUYUTeNbHas Haanuck "J[ist cmykeOHOoro monb30BaHus".

IV. OCOBEHHOCTHU O®OPMJIEHUA OTAEJBbHbBIX BUJTOB TOKYMEHTOB
4.1.AKTamu TJIaBbl pailoHa SBJISIFOTCS TOCTAHOBJICHUS M PACTIOPSHKEHUS TJIaBBI paifoHa.
AxkramMu  AJIMUHUCTpPAalMM paliOHAa  SBJSIOTCS  IOCTAHOBJIECHHMS W PaclOpsDKEHHUs

AJIMUHUCTpaALUU paiioHa.

OrtpacneBsle ((HyHKIMOHATIBHBIE) OpraHbl AJMUHUCTpAIMM paiioHa B CBOEH NEATENbHOCTH
MIPUHUMAIOT ITPUKAa3bI.

TonkoBaHue HOPUAUYECKUX IMOHATHHA OCYILECTBIIAETCS B COOTBETCTBUM ¢ DenepanbHbIM
3akoHoM oT 06.10.2003 Ne 131-®3 "OO oO0mWX MPHUHIUNAX OpraHW3alMd MECTHOTO
camoynpasiyieHus B Poccuiickoin @enepanun’.

4.1.1.AXTHI TTIaBHI paiioHa.

IlocTaHOBIEHUS W PACIOPSKEHUS TJIaBbl PaliOHA INPUHUMAIOTCS HA COOTBETCTBYIOLIUX
Omankax (mpunokeruss N 2, 3) U MOANUCHIBAIOTCS HETIOCPEIACTBEHHO TJIABOW pailOHA WU JIUIIOM,
UCTIOJHSAIOLINM €r0 00513aHHOCTH.

AKTBI T7aBbl paiiOHa BCTYNAKOT B CWJIY CO JHS MX PETUCTPALUH, €CIM WHOW IOPSIOK
BCTYIUICHUS B CUIIY HE IIPEAYCMOTPEH CAMUM aKTOM.

4.1.2.AxTbl AAMUHUCTpAINHU paiioHa.

IlocraHoBiaeHMsT M paclopsbKeHHs  AJMUHHCTpaluMu  palioHa IPUHMMAIOTCS — Ha



COOTBETCTBYIOIIUX OnaHkax (mpuiokeHus N 5, 6) ¥ MOANUCHIBAIOTCS HEMOCPEICTBEHHO TJIABOM
palioHa WA 3aMECTHUTENIEM TJIaBbl AJJMUHHUCTpPAIlMU palioHa, BO BpeMsl OTCYTCTBHUSI TJIaBbl paliOHA.

AKTBl AJMHUHHCTpallUM paiioHa BCTYNAIOT B CHIIy CO JHS MX PErUCTpalUH, €CJIM WHOU
MOPSAIOK BCTYIUICHUS B CUJTY HE MPEAYCMOTPEH CAMHUM aKTOM.

4.1.2.1.1IpoexTsl aKTOB AJMHHHCTpAlMM paldOHa HANpPABIIAIOTCS HA IOANUCH HpPHU
HEOOXOJUMOCTH C TMOSICHUTENBHOM 3alMCKON, cojAepiKalllell KpaTKoe H3J0KEHHEe CYyTH aKTa,
000CHOBaHNE HEOOXOAMMOCTH MPUHATUS JAHHOTO MPOEKTA, CCIKA HAa HOPMATHUBHBIE JTOKYMEHTHI,
KOTOpBIE MOJIOXKEHBI B OCHOBY pa3pabOTKH MPOEKTa, C yKazaHHUEM AaThl UX MPHUHITHUS, HOMEpa U
Ha3BaHMUSL.

4.1.3.IIpoeKT aKTa UMEET CIEAYIOUIME PEKBU3UTHI:

HAaMEHOBaHME aBTOpa akTa - Hampumep: AIMUHHCTpauusi PeOpuxuHCKOro paioHa
AJlTaiickoro kpas;

HaMMEHOBAaHME BUJIA aKTa - HAIIPUMEp: IIOCTaHOBIICHUE;

JaTa akTa OTAeNseTcs OT HauMEHOBaHWs BHUIA aKTa, KaK NpPaBWIO, 2 OJAUHAPHBIMU
MEXCTPOYHBIMUA HMHTEpBaJaMu. MOoOKeT 0QpOpMIIATECS UU(GPOBBIM MM CIOBECHO-IU(PPOBBIM
crioco6om, Hanpumep: 15.07.2005; 15 urons 2005 roaa;

HOMEp IedaTaeTcs apaOCKUMK IU(PpaMH U COCTOUT U3 3HaKa «\Ney» U MOPSIKOBOrO HOMEpa
JIOKyMeHTa, Hanpumep: Ne 143.

K nopsiikoBoMy HOMepy pacnopspKEHHs I1aBbl paiioHa M pacnopsKeHUs AJIMHUHUCTpaLUU
paiiona uepe3 aeduc nodapnsercs nutep "p", Harpumep, Ne 153-p.

K HOMepam pacnopspkeHui AJIMUHUCTpaLlMK paliOHa, MPUHATHIX, IO KaApPOBOMY COCTaBY,
yepe3 neduc mobapnsieTcss auTep «i», Hampumep, Ne 147-n. PacmopspkeHus AJMUHUCTpaldd
palioHa, MO TPEJOCTAaBICHUIO OTIYCKA, HAIpPAaBJIEHUI0O B KOMAHJIMPOBKY, IPUBJIEUEHUIO K
JTUCIUIIIMHAPHON OTBETCTBEHHOCTH, PETUCTPUPYIOTCS C JOOABICHHEM K HOMEPY JIUTEpa «K»,
Hanpumep, Ne 258-k.

Jlata ¥ HOMEp IOCTAaHOBIEHUS, PACIOPSDKEHUS pAcHoNaraloTcs Ha OJHOM YPOBHE H
pa3HEeCceHBI 110 JIEBOH U MpaBOW IpaHUIIaM TEKCTOBOI'O MOJISl JOKYMEHTA.

4.1.4. 3aronoBok mneyaTaeTcsl B rpaHUIIaX, IPEIyCMOTPEHHBIX OJaHKaMU MPABOBBIX aKTOB U
OpraHU3alMOHHO-PACIOPSAUTENBHBIX JOKYMEHTOB (Ha PAcCTOSHUM 2 OJMHAPHBIX MEXKCTPOUYHBIX
MHTEpBaJia OT PEKBU3UTOB JjaTa U HOMEP), OJIMHAPHBIM MEXCTPOYHBIM UHTEpBAIOM. Touka B KOHIIE
3aroJIoBKa HE CTaBUTCS.

3aroJ0BOK K pacopsKeHUI0 AJIMUHUCTPAIMKU paliOHa U TJIaBbl pailOHa HE COCTABIISIETCS.

TexcT otnensiercs OT 3arojioBKa 3 OAMHAPHBIMU MEXKCTPOYHBIMU HHTEpBaJlaMU U
nevataercss ¢ wucnoip3oBaHueM mpugpra Times New Roman pasmepom 14 kermeir 1-1,5
MHTEPBAJIOM.

3aroJoBOK K TEKCTy opopMIIIETCs MO/ PEKBU3UTaMU OJaHKa CJIeBa, OT TPAHHULBI JEBOTO
HOJIS.

TekcT HOKyMeHTa medataercss OT JIEBOM T'PAaHHULbI TEKCTOBOTO MOJs U BBIPABHUBAETCS IO
JIeBOM W mpaBoil rpaHunaM. IlepBas cTpoka ab3aiia HaYMHAETCS HA PAcCTOSIHUU 1,25 ¢M OT JIeBOM
TPAHUIIBI TEKCTOBOTO IOJS.

TexkcT MoOXeT moIpa3fensaTbCs Ha  KOHCTaTHPYIOIIYIO 4acTh (mpeamOyny) U
MOCTaHOBJISIFOULYIO — B IOCTAHOBJIEHUSIX, PACTIOPSAUTENBHYIO — B PACHIOPSIKEHUSIX.

[IpeamOyna B mpoekTax TMOCTAHOBJICHWM TJaBbl pailoHa 3aBEpIIACTCS  CIIOBOM
«TOCTAHOBJIAO».

[IpeamOyna MOXXET OTCYTCTBOBaTb, €CIM MPEIINUCHIBAEMbIE EUCTBUA HE HYKIAIOTCS B
pasbsicHeHun. [locraHoBistomas (pacHoOpsiAMTENbHAs) YacTb IPOEKTOB  IOCTAHOBIICHHIH,
pacrlopsDKeHUH, Kak IMpaBWIIO, MOApa3JeiseTcsl Ha MYHKThI, KOTOpbIe, HYMEpYIOTCS apaOCKUMHU
nudpamMu ¢ TOYKOH M 3arojlOBKOB He MMEIOT. [Ipy Hanmuuuu TpPUIOKEHUH K TMOCTAaHOBIICHUIO,
pacmopsDKEHUIO B TEKCTE HAa HUX 00s3aTeIbHO JIEJIaeTCs CChUIKA.

4.1.5.Iloanucek JOKHOCTHOTO JHIA (MCTIOJHUTENS) OTAEISIETCS OT TeKCTa 3 OJIMHAPHBIMU
MEXCTPOUYHBIMU HMHTEpPBAJIaMU U COCTOUT M3 JOJKHOCTH, JIMYHOW MOANUCH U €€ pacluppoBKU
(vaunuansl u pamunus). JJomKHOCT eyaTaeTcsi OT JeBOW TPaHMIIbl TEKCTOBOTO ToJs. HUIIHAbI



U (haMuiMs mevyaTaroTcs Ha YpoBHE JOJDKHOCTH 0e3 MpoOesoB MeXAy UHUIHATAMH U (paMunuei y
MpaBoi rpaHullbl TeKcToBOro mnojs. Ilocnenusas OykBa B pacin@poBKe MOIMUCH OTPAaHUYUBACTCS
IIPaBOM TPaHULIEH TEKCTOBOIO MOJIS.

4.1.6.1IpunoxxeHuss K NpOEKTaM aKTOB IE€YATAIOTCA HA OTIEIbHBIX JUCTaX. TEeKCT KaxKI0ro
IPUIOKEHUS JODKEH 3aKaHUMBAThCS IEHTPUPOBAHHOM YepTO JUIMHOM 3-5 cM.

[IpunoxkeHuss K TMpPOEKTaM akTOB (PEIICHUM, TIOCTAHOBJICHHMA W  PACIOPSIKEHUI)
opopmisiroTcsi ¢ ucnosib3oBanueMm mmpudra Times New Roman pasmepom 12-14 kerneit
OJIMHAPHBIM WJIU MOJYTOPHBIM MEKCTPOUYHBIM MHTEpBaioM. [lepBas cTpoka ab3ana HauyMHaeTcs Ha
paccrosiHuu 1,25 cM OT J1eBOM TpaHUIIbl TEKCTOBOTO MOJIS.

4.1.7.I'pud yrBepxaeHus, rpud coriacoBaHus, OTMETKA O HATUIUH MPUIIOKCHHS.

Muoroctpounsie pekBu3uThl "I'pud yreepxkaenus”, "[Ipunoxkenne" co CChUIKOW HAa HOMEP
Y J1aTy HOPMAaTHUBHOI'O aKTa pacIoIararoTcs B IPAaBOM BEPXHEM YIUIy MEPBOTrO JINCTA JOKYMEHTA U
NeYaTar0TCs OT TPAHMIIBI BEPXHETo MO 0e3 KaBhIYeK MPOMMCHBIMU OyKBaMH.

Cmosa "YTBEPXIEHO", "OAOBPEHO", "COI'JTJACOBAHO", "IIPUJIOXEHUE"
OTIEJSIIOT OT IMOCHEAYIOIUX CTPOK PEKBU3UTA IIOJYTOPHBIM MEXKCTPOUYHBIM HHTEPBAJIOM
(ocTasibHBIE CTPOKHM PEKBU3UTA II€YATAIOTCS Yepe3 OJIMHAPHBINA UHTEPBa).

Bce cocraBHbIE YacTH PEKBU3UTOB LICHTPUPYIOTCS OTHOCHUTEIBHO CaMOM JJIMHHOW CTPOKH.
JnuHa cTpokH HE JOJIKHA MPEBBIIIATh 9 CM M OrPaHUYMBAETCS IIPABbIM MOJIEM JOKYMEHTA.

[Tpu HaMMYMU HECKOJNBKUX TPU(OB YTBEP)KIACHUS WU COTIIACOBAHMSA MX PACIIOJaraloT Ha
OJIHOM YpOBHE.

B npunoxeHusX MNOMEIAITCs IOJIOKEHUSI, PErjJaMeHThl, MEepedYHM, CIUCKH, Ipadukw,
TaOJIUIIbI, 00pa3Lbl TIOKYMEHTOB U JIp.

Ecim B Tekcte maercs ccbUika ''COTJIaCHO NPHWIIOKEHHUIO', TO Ha MEpPBOM CTpaHUIIES
npuinoxenus nocine cinosa "[IPUJIOXEHUNE" naercs ccbuika Ha pelieHUe, MOCTaHOBJIECHUE WIH
pacnopsiKeHHe.

[Ipu HaNMYUKU HECKOJIBKUX MPUIIOKEHU OHU HYMEPYIOTCA.

Hanpuwmep:

[MPUJIOXXEHUE 1
K [IOCTAaHOBJICHUIO AJIMUHUCTpPALUU
PeGpuxuHCcKOTO paiiona AnTaicKoro Kpas
oT N

[Ipn Hanmuuum B TeKcTe akTa (QOopMyIUpOBKH "YTBepauTh" (MpuiaraeMoe IMOJI0XKEHHE,
COCTaB KOMMCCHUH, TTEPEUEHb MEPOIIPUATUH U T.JI.) HA CAMOM MPUIIOKEHUH B IIPAaBOM BEPXHEM YTIIy
pacnionaraercs cioBo "YTBEPXIEHO" nnu "YTBEPXJIEH" co cchuikoif Ha HOpMaTUBHBIN aKT,
€ro Jary, HOMep.

Hanpuwmep:

YTBEPXIEHO
MIOCTaHOBJIEHUEM AIMUHHUCTpALIUU
PebpuxuHckoro paiioHa Antaiickoro kpas

oT N

CnoBa «YTBEPX/JIEHO» u «YTBEPXJIEH» cormacyrorcs B poje UM 4uClI€ C HNEPBBIM
CIIOBOM HanWMEHOBaHMs IpuwiloxeHus: nonoxenne - YTBEPXJEHO, nporpamma -
YTBEPXIEHA, meponpusitus - YTBEPXXIEHBI.

3aroJoBOK K TEKCTY NMPHJIOKEHHs MedaTaeTcs IEHTPOBaHHBIM criocoboM. HammenoBanue
MPUIOKEHUS BbleseTCs MonykupHbIM mpudToM (ITonoxenue, [lepeuens, Criucok u T.1.).

[Ipy Hamuuuu B TEKCTE NPUIOKEHHS HECKOJIBKUX pa3[elIOB MX 3arojIOBKU II€4aTaroTCs
[IEHTPOBAHHBIM CIIOCOOOM (OTHOCHUTEIBHO TPAHUIl TEKCTa) U HYMEPYIOTCS apaOCKUMH IH(PpPaMH.
Touka B KOHIIE 3arojIOBKa HE CTaBUTCS. J[omyckaeTcs BBIAEIATh 3ar0J0BKU Pa3/ieI0B MOIYKUPHBIM
upudrom.

Texct npuioskeHUst MoxeT ObITh oopMileH B BHJE Tabauubl. I'padbl U cTpoku TaOIMIIBI



JIOJKHBI UMETh 3arOJIOBKH, BBIPAKEHHBIE UMEHEM CYIIECTBUTEIbHBIM B MMEHUTEIIBHOM IaJIEXKeE.
[TonzaronoBku rpag ¥ CTpOK rpaMMaTUYeCKH JOJDKHBI OBITh COIVIACOBaHBI € 3arojoBkaMu. Tekcr
TaOJIUIIBI MOKET OBITh HAleyaTaH Yepe3 OAMHAPHBIN MEKCTPOUHBIN HHTEPBAIL.

Ecnu tabnuny nedarator Oojiee yeM Ha OJHOW CTpaHUIlE, 3aroJOBOYHAsl 4acThb TaOJIMIIbI
(Hymepanus rpad) MOBTOPSETCS HA KaXI0H CTpaHUIIE.

JIMCTBI IPUIIOKEHNS HYMEPYIOTCS CaMOCTOATENIBHO, HAUMHAs CO BTOPOTO JIUCTA.

[Ipu HaNIMYMK B TEKCTE€ CHOCOK CCHUIKA Ha CHOCKY O(OpMIISIETCSl 3BE€3I0YKOM MiaH nupoit
co ckoOkoi: * mmm 1). TekcT CHOCKM TedaTaeTcsl depe3 OAMHAPHBIM MEKCTPOUYHBIH HMHTEPBAJ B
KOHIIE KaXJI0W CTPAHMIIBI HITU MOCTIe IPUIOKEHHUS B IIEJIOM MO 4YepTOH mpU(TOM MEHBIINM, YeM
OCHOBHOHM TekcT. [locie cumBOJa CHOCKM €€ TEeKCT IedaTaercs ¢ NponucHo OykBbl. B koHie
TEKCTa CHOCKM CTaBUTCS TOUKA.

Ha oxHoil cTpaHule He T0JIKHO MPOCTABITHCS 00JIee TPEX CHOCOK.

B nonoxxeHusx, nporpaMMax, ycraBax M JApYyrux HOJOOHBIX JOKYMEHTaX pa3/ieibl U IJ1aBbl
HYMEPYIOTCs, KaK IPaBUJIO, PUMCKUMH LU(paMHy, a IYHKThI U MOJIYHKTHI - TaK K€, KaK U B TEKCTE
IIOCTaHOBJIEHUs (pacHopsbKeHMs]) AJIMUHUCTpalMu pailoHa. B yka3aHHBIX JOKyMEHTax MX
COCTaBHbIE 4YacTU (pa3lenbl, MOApa3Jeibl, MYyHKTbl, HOJIYHKTbl) MOYKHO TaK)X€ HYMEpOBaTh
apabckumu mrdpamu. [loapasnensr HyMEepyrOT B mpezaenax paszaena. Homep mojapasnena IT0oJDKeH
COCTOATh M3 HOMEpa pas3jiera U HOMepa IoJpaszeia, pas3/eleHHBIX Toukod (Hampumep, 1.2.).
Homep nyHKTa MOKET COCTOSATH U3 HOMEpa pasjiena, MoApasjiena U MyHKTa, pa3AeIeHHbIX TOUKaMu
(Hanpumep, 2.3.1.). [IyHKTBI IpU HEOOXOAUMOCTH MOTYT HOJPA3ENIATHCS HA MOAIIYHKTBI, KOTOPbIE
JIOJKHBI UMETH MOPSIIKOBYIO HyMEpAIUIO B IIpe/ienax Kaxa0ro nyHkra (Hanpumep, 1.2.2.1.).

Bu3sbl npoctaBisitoTcss Ha 000POTHOM CTOPOHE MOCIEIHEro JIMCTA MEPBOro K3EMIUIsIpa Ha
JUCTE COIJIAaCOBAaHUA K IPOEKTY MOCTAaHOBJIEHUs (pacnopsbkeHus). BusumpoBaHue Taxke MOMKET
OCYILIECTBIISICTCS B CUCTEME JICKTPOHHOT'0 IOKyMEHTO000pOTA.

4.1.8.AxTel OOopMISIFOTCI B TEKCTOBOM penakrope Microsoft Word (Bepcus XP u
nocienyomme) ¢ ucnoiabzoBanueM upudprta Times New Roman pasmepom 12-14 kernei
OJIMHAPHBIM WJIM TIOJXYTOPHBIM MEXCTPOYHBIM HHTEpBajioM. OdopmileHHE B HHBIX TEKCTOBBIX
pellakTopax He JIOIyCKaeTcs.

[Ipn 3TOM MOATrOTOBKA MPOEKTOB AKTOB (IPUJIOKEHUN K HUM) MOXKET OCYIIECTBISATHCS B
TaOJMYHBIX pellakTopax ¢ 00sf3aTeNIbHOW KOHBEpTaLMel Iepe] UX pacnedyaTKod Ha OyMaskHbIN
HOCUTEJb B TEKCTOBBIN peaakTop Microsoft Word.

4.2.IlopyyeHus

4.2.1.IlopydeHust - pacnopsauTeIbHbIE JTOKYMEHTBI, KOTOpble O(QOPMISIOTCS Ha OJaHKe
NOPYYEHUN YCTaHOBJIEHHON QopMmbl. IlopyueHusMH OQOPMIISIIOTCS pELIeHUs] ONEepPaTUBHOIO
XapakTepa Mo BOIPOCaM, CBSI3aHHBIM C JIEATEIbHOCTHIO OPIaHOB MCIIOJIHUTEIbHBIX BIIACTH, a TAKXKE
OpPraHU3aI[MOHHOT0 ¥ MaTepPHAIbHO-TEXHUUECKOT0 00eCIeUeHusI.

[IpoexThl MOpyYeHUI TOTOBATCS IO 3aJaHUI0 TJaBbl pailoHa, 3aMecTUTENed TIJIaBbI
AJIMUHUCTpaALUU paiioHa.

ITopyuyenus opopmistoTcs Ha O1aHke mopydeHuid popmara A4

[Topyuenus neuaratorcsa mpudrom Times New Roman paszmepom 14 kerneil.

bnank nopydeHus sBnsercsd OJaHKOM KOHKPETHOrO BHJa JOKYMEHTA, a Takke OJaHKOM
JOJIKHOCTHOTO JIUIAa U UMEET CIEAYIOLINE PEKBU3UTHI:

aBTOp (T71aBa pailoHa, 3aMECTUTENb IJIaBbl AJMUHUCTpAIMU pailoHa MO ONEPaTUBHBIM
BOTIPOCAM);

HaMMEHOBaHME BU/Ia JOKYMEHTA - IOPYYCHUE;

naTta ropydeHust opopmisieTcst IupPOBLIM CIIOCOO0M;

HOMEp MOPYYEHUsI COCTOUT U3 3HaKa Ne M MOPSAKOBOrO HOMEpa JOKYMEHTA, IPUCBOEHHOTO
CHCTEMOM 3JIEKTPOHHOTO AoKyMeHTooOopoTa (CD/10).

3aroJIoBOK K NOPYYEHUIO HE COCTABIISETCS.

4.2.2 IlopydyeHue cOCTaBIISIETCS B a/IpeC KOHKPETHBIX JOJKHOCTHBIX JIUII.

IIpu appecoBaHMM MOpPYUYEHHs] PYKOBOJUTENIO OTPACIEBOro ((PpyHKIMOHAIBHOIO) OpraHa



AJIMUHUCTpAlMU paiioHa WM PYKOBOJMUTENIO CTPYKTYPHOTO MOApa3AeiaeHUs AIMUHUCTpALUN
paiioHa, yKa3bIBalOTCSl MHULMAIIBI U (haMuiIus 0e3 yKa3aHus JOJKHOCTH, HallpuMep:

HMBanos U.N..

Ecnu B kauyectBe ajapecara BhICTyHaeT PYKOBOJIUTENb CTOPOHHEW OpraHu3aluu (opraHa
MECTHOTO CaMOYIpaBJiEeHUsI pailioHa), TO HAUMEHOBAHHE OpraHu3aluu (OpraHa) M JOHKHOCTH
BXOJIUT B COCTaB PEKBU3UTA «aJpecary, HallpuMep:

['maBe AIMUHUCTpPALIMM CEIBCOBETA
CenuanoBy M.I.

Ecnu nmopydeHne HampaBisieTCsi B HECKOJIBKO OJHOPOJHBIX OpraHM3alMi, TO UX CIEIyeT
yKa3aTh 0000IIEHHO, HATIPUMED:

I'maBam (AaMuHUCTpaNMii) cenbcOBETOB PeOpHXUHCKOTO paiioHa ANTaiicKoro Kpas.

PexkBusur «Appecar» medataeTcs B TPaHMIAX, IPEIYCMOTPEHHBIX YTBEP)KIECHHBIMH
Osiankamu. Bece cocTaBHbIe YacTu agpecara [EHTPUPYIOTCS OTHOCUTEIBHO CaMOM JJIMHHOW CTPOKHU
9TOro  pekBM3uTa. HammeHoBaHMe  oOpraHu3anuy, [JOJDKHOCTM — II€4aTaeTcs  OAMHAPHBIM
MEKCTPOYHBIM UHTEpBaIOM. MHUIMAB! 1 (haMuIInst OT HAUMEHOBAHUS IOJDKHOCTH HE OTACIISIFOTCA.

4.2.3. TekcT mNOpPY4YEeHMsI OTHEISAETCS OT PEKBU3UTA «aapecar» JBYMS OJUHApHBIMHU
MEXCTPOUYHBIMM HMHTEpBaJaMM M Iedaraercs uepe3 1,5 MeXCTpOUHBIX HMHTEpBaja OT JIEBOHN
IPaHULBI TEKCTOBOIO IIOJIA, BBIPABHMUBAETCS IO JIEBOM M IIPABOM I'PaHULAM TEKCTOBOIO IIOJIA.
[lepBas cTrpoka ab3ara HaYUMHAECTCS HA pacCcTOSIHAU 1,25 M OT JI€BO# rpaHUIBI TEKCTOBOTO TOJIS.

Texkct mopydeHUss MOMKET COCTOATh M3 2 4YacTeil: KoHcratupymomeil (nmpeamOyisl) u
PpacHopsSIANTENIBHON UIIM COCTOSITh U3 OJHOU paCHOpPsSIUTEIbHON YaCTH.

B KkoHcTatupylomel 4acTu KpaTKO H3JIararoTcs Lend U 3afayd, (GakTsl U COOBITHS,
MOCITY’KUBIIUE OCHOBAaHUEM JIJIsl M3/1aHus nopyueHusi. OHa MOYKET HAUMHATBCS CIIOBAMU «B LIEIIAX»,
«B COOTBETCTBUMY, «BO MCIIOJIHEHUE» U T.1.

PacniopsimuTenbHas yacTh JODKHA COAEpkKATh MEPEUUCICHUE IPEINUChIBAEMbIX IEHCTBUN €
YKa3aHUEM HCIIOJIHUTENS KaXJO0ro JEHCTBUS M CpPOKOB ucnojgHeHHs. CpoKM HCIIONHEHHUs
YKa3bIBAIOTCS KOHKPETHO Ul KaxkJoro 3aganus. He pexomenayercsa GpopmynupoBka 3a1aHuil 6e3
YCTaHOBJIEHHSI COOTBETCTBYIOLIETO CPOKA HUCIIOIHEHHUS.

PacniopsinuTenbHas yacTb MOXKET JEIUTHCS HA IYHKTHI U MOAMYHKTHI, KOTOPbIE HYMEPYIOTCS
apabckumu 1udpamu. JleHCTBUS OJHOPOIHOTO XapakTepa MOTYT ObITh MEPEeUYHMCIEHBI B OJJHOM
NyHKTe. B kauecTBe ncnosHuTeNnel yKka3blBalOTCS KOHKPETHBIE JOJKHOCTHBIE tuia. Eciu B Tekcre
nopy4yeHuss (UIrypupyeT Ha3BaHUE OpraHa HUCIOJHUTEIBHOW BJIACTH, HEOOXOAMMO B CKOOKax
YKa3bIBaTh MHUIHAIBI U (PaMUIIMIO PYKOBOJIUTEIIS JAHHOTO OpraHa UCIIOJIHUTEIbHON BIACTH.

B cnyuae, eciu mopydeHue gaercs OAHOBPEMEHHO HECKOJIBKUM JODKHOCTHBIM JIMIIAM,
MIOCJIEIHAM IIYHKTOM IIOPYYEHHs YKa3bIBA€TCA JOJDKHOCTHOE JIMIIO, Ha KOTOPOE BO3JIAraercs
KOHTPOJIb 110 HCIOJHEHWIO TIOPYYEHHS B LEJIOM, KOOpPAMHALUSA WCIOJHEHUS IOpYYEHUS U
MOJIFOTOBKA CBOJAHOM MH(OpPMAIMH [ 10KJIa/1a TJIaBe MECTHOT'O CaMOYIIPaBJIEHUs paiioHa.

Tekct mopyueHus nevataercss Ha OJlaHKe, M3JaraeTcs JAKOHUYHO, C yKa3aHUeM (QaMUIIHii
JOJIKHOCTHBIX JIUL, KOTOPBIM J1a€TCsl IOPYUYEHUE, U CPOKA UCIIOJIHEHUSI.

4.2.4Ilopnuchk OJDKHOCTHOIO JIMIIA OTAENAETCS OT TEKCTa TpeMs OAUHAPHBIMU
MEXCTPOUYHBIMU MHTEpPBAJIAMU W COCTOMT M3 JHMYHOM MOANHCH (SIEKTPOHHOW MOANUCH) U
pacmppoBKH MOANMHUCH (MHUIMABL, ¢amunus). PacmmdpoBka moanucu mnedyaraercs Ha ypOBHE
NocleAHeW CTPOKM HAaMMEHOBaHUS JOJDKHOCTH 0e3 MpoOesoB MeXAy MHUIMalaMu U (aMuiuei.
[Tocnenuss OykBa B paciiupoBKe MOMKUCH OIpaHUYUBACTCS IPAaBOil rpaHUIIeH TEKCTOBOTO MOJIS.

[lopydyenne mnoANUCHIBAET JIOJDKHOCTHOE JIMIIO, HAa OJIaHKE KOTOPOro MOJATOTOBJIEH
JIOKYMEHT, a B €0 OTCYTCTBHE JIUII0, €r0 3aMeLIaloIIIee.

4.2.5.Ilopydenus riaBel pailOHa, JaHHBIE MM JIMYHO WJIM B XOJI€ NEPEroBOpPOB (BCTped),
OoOpMIIIOTCST B 3TOT K€ WJIM Ha CIEeIyIOLUi JeHb (B 3aBUCHUMOCTH OT CPOKa HCIOJIHEHUS



MOPYYEHUs, BPEMEHH U MECTa IIEPETOBOPOB).

[lonpaznenenue (IOMKHOCTHOE JIMIIO), TOJYYHUBIIEE MOpPYYEHHE WM OpraHU30BaBIlEe
coBellanue (MeperoBopsl), SABISETCS OTBETCTBEHHBIM 32 MOPAIAOK O(GOPMIICHHUS M TPOXOXKIACHUS
MOpYy4YEHUs TTIaBbl pailoHa B JOKYMEHTO0O0pOTE.

4.2.6.IlopydyeHussM IJ1aBpl paiioHa M 3aMECTUTENEW TIJ1aBbl AJMHMHHMCTpAalMM palioHa
perucTpalnoHHble HOMEpa MPUCBAUBAIOTCA B CUCTEME 3JIEKTPOHHOTO IOKYMEHTO000pOTA.

4.2.7.Jloksan 006 UCIIOJIHEHUH TIOPYUYEHUS TJIaBbl pailoHa, MOJrOTOBJIEHHBIN OTBETCTBEHHBIM
UCIIOJTHUTENIEM, HEOOXOJUMO COIJIacOBBIBaTH C COOTBETCTBYIOIIMM 3aMECTHTENIEM TJIaBbl
AJMHUHHUCTpAIK paiioHa, B 6JJ0Ke KOTOPOrO HAXOJUTCS JAHHBINA OpraH.

4.2.8.IlopydyeHusi UICIIOHSIOTCS B YKa3aHHbIE B HUX CPOKU. CpOK HCIIOJHEHUS MOPYyUCHUS
MCUHUCIIACTCS B KAJICHIAPHBIX JHAX C MOMEHTA €ro MOAMUCAHUS.

B uckiIOUMTENBHBIX CIIy4asX Mpd HEOOXOJUMOCTH MPOJUICHHUS CpPOKa HCIOJHEHUS
NOpPYUYEHUS JOHKHOCTHOE JIMLIO0, KOTOPOMY JIaHO MOPYYEHHE, 0 UCTEUEHUS CPOKa IIPECTABIISIET Ha
UMs aBTOpa MOPYYEHHUS C YETKO apryMEHTHPOBAHHON MPOCKOOH O MPOAJICHUU CPOKa HCIIOJIHEHUSI.
B undopmanun I0MKHBI YKa3bIBaTbCs KOHKPETHBIE MEpPbI, IPUHUMAEMbIe JOKHOCTHBIM JIUIIOM
JUIsL MCHIOJIHEHUsI mopydeHus. He nomyckaercs BHeCEHHE MPOEKTOB MOBTOPHBIX MOPYYEHHH IO
HEBBITTOJTHEHHBIM B YCTAaHOBIICHHBIN CPOK MOPYUYCHUSM.

4.3.0¢popmiieHHe 10BEPEHHOCTH

4.3.1.J]10BepeHHOCTH - JOKYMEHT, yJIOCTOBEPSIIONINI Mepeady MOJHOMOYMM TJIaBbl paiioHa,
AIMUHUCTpAlUU pailOHa Ha MPEACTABICHUE MHTEPECOB WIIM COBEpLICHHE KAKUX-JINOO IeHCTBHIA
KOHKPETHOMY JIUILY.

Cpoxk neicTBHs JOBEPEHHOCTH HE MOXKET MpeBbImaTh 3 jet. Eciau cpok B JOBEPEHHOCTH HE
yKa3aH, TO OHa COXPaHSET CUITy B TEUEHUE T'OJia CO JIHS €€ BbIIaYH.

4.3.2.loBepeHHOCTh OPOPMIISIETCS HA COOTBETCTBYIOIIEM OJlaHKE JOKYMEHTA!

4.3.3.CBenenusi, He0OXOAUMBIE JJIsl yKa3aHus B JJOBEPEHHOCTH:

- 3aronoBok «JJOBEPEHHOCTby;

- MECTO COCTaBJICHHUS, AaTa MOANUCAHUS;

- (daMuims, uMs, 0T4eCTBO (IOJHOCTBIO), JTOJDKHOCThH JIMIA, MEPENaoIEero MOJIHOMOYUS
AJIMUHUCTpallMM  paifioHa, MPEJCTABISEMOT0 YKa3aHHBIM JOJDKHOCTHBIM JIMIIOM, a TaKKe
HOPMATHUBHBIN MTPaBOBOW aKT, HA OCHOBAHUH KOTOPOTO OH JICUCTBYET;

- (hamunust, M1, 0OTYECTBO (ITOJIHOCTHIO) U JJOJKHOCTh YIOJTHOMOYMBAEMOTO JIUIIA;

- IepevYMCcIeHUEe NPEAOCTaBIAEMBbIX TOTHOMOYNH;

- CpPOK J€HCTBHS IOBEPEHHOCTH;

- TOJIMUCH TJIaBbI paiioHa (JIMIa, UCIOIHSIONIET0 00s13aHHOCTH TJI1aBbl pailoHA);

- TIeYaTh.

4.4.I1pnka3

4.4.1.Ilpuka3 - popma mpaBOBOTO aKTa, U3JaBAEMOr0 OTPaciIeBbIMU (()YHKIIMOHAIBHBIMHU)
opraHamMu AJMHHHUCTPALMU pailoHa, KOTOPBII MOXKET COAEp>KaTh HOPMBI MpaBa HEMOCPEICTBEHHO
WIA YTBEPXKIATh IIO/J3aKOHHBIE HOPMATHUBHBIC TPABOBBIC aKThl (MHCTPYKIHUS, MOPSIOK,
MOJIOKEHHE); a TaKke O(GOPMIATh pPELIeHHs BOMPOCOB OPraHU3allMOHHO-PACHIOPSAUTEIBHOTO
XapakTepa, yCTaHOBJICHHE, N3MEHEHNE WM MTPEKPAIEHUE TPYIOBBIX OTHOILIEHUH.

4.4.2 Ilpukaspl 1e4yaTaroTCsl Ha CTaHJAPTHBIX OJaHKaX YCTaHOBJIEHHOW (opMbI IIpU(PTOM
Times New Roman pa3zmepom ot 12 no 14 xeruneii (mpunoxxenue N 8).

[Tpuka3 uMeeT ciaeayronue peKBU3NUTHI:

- HAaMMEHOBaHHUE OpraHa HCIOJIHUTEIbHON BIIACTH;

- HAUMEHOBaHME BUA JOKYMEHTA - [IPUKa3;

- 1aTa 1 HOMep - YKa3aHHbIE PEKBU3UTHI [1€4aTal0TCS LIEHTPOBAHHBIM CIIOCOOOM.

Jlaroif mpukasa sBisieTcss jaara ero peructpanuu. Jlata odopmusercs uuppoBbIM HIU
CJIOBECHO-LIU(POBBIM CIIOCOOOM; HOMEP COCTOUT M3 3HaKa «No» U MOPSAKOBOTrO HOMEpA MpHKa3a,
Harpumep:

15 uronsa 2018 r. Ne 21; 04.06.2018 Ne 44,



4.4.3.3aroyI0BOK JOJKEH KPaTKO U TOYHO OTpa)kaTh COJAEp)KaHME TeKcTa npukasza. Touka B
KOHIIE 3arojloOBKa HE CTaBUTCA. 3arojOBOK I€YaTaeTCsl B I'PAHUIAX, PELyCMOTPEHHBIX OJaHKaMU
NPaBOBBIX aKTOB M OPraHU3allMOHHO-PACTIOPSIUTENBHBIX JOKYMEHTOB C TIPONHUCHOW OYyKBBI
HOJIYXUPHBIM IIPU(PTOM yepe3 OJUHAPHBIA MEKCTPOUHBIN HHTEPBAJ LIEHTPOBAHO.

Hanpumep:

O KOMaHAMPOBaHUHU PAOOTHUKOB B....

4.4.4. TexcT mpuKa3za OTHEISETCS OT 3arojioBKa TPEMsl OJUHAPHBIMU MEXCTPOUYHBIMU
UHTEpBAJIaMU U TevyaTaercs yepe3 1,5 MEeXCTpOUHBIX MHTEpBajia OT JIEBOM I'paHMIIBI TEKCTOBOTO
NOJISl U BBIPAaBHUBACTCS IO JICBOM W MPaBOW IpaHUIaM TeKcToBoro mouisi. IlepBast cTpoka ab3ama
HAYMHAETCs Ha paccTOoAHUU 1,25 cM OT JIeBOM IpaHUIIbl TEKCTOBOIO MOJISL.

TekcT mnpukaza MOMXKET COCTOSATh M3 2 dYacTeil: KOHCTaTupymoled (mpeamOyssl) u
pacropsauTenbHOM.

B koHcTatupylomeld 9acTu KpaTKO H3JAraloTcs Iend W 3amadd, (GakTel U COOBITHS,
HOCTY’KMBILIE OCHOBAaHUEM JUIs U3JaHMs pHUKa3a. OHa MOXKET HAUMHATHCS CIIOBAMHU «B LIEIIAX», «B
COOTBETCTBUU», «BO MCIOJIHEHME» W T.A. Eciau npuka3z u31aeTcss Ha OCHOBAaHUM JAPYroro
JIOKYMEHTa, TO B KOHCTAaTHUPYIOIIEH 4YacTH yKa3blBae€TCsl HAMMEHOBAHUE 3TOr0 JOKYMEHTa B
TBOPUTEIBHOM NAJEKE, €ro J1aTa, HOMEP U 3ar0JI0BOK.

IIpeamOyna B mpoekTax MpPHUKA30B 3aBEPLIAETCS CIOBOM «IIPHUKa3bIBalO», KOTOPOE
[1€YaTaeTCs] CTPOUHBIMU OyKBaMU Bpas3psiIKy OT JI€BOU IPaHULIbl TEKCTOBOTO MOJISL.

PacniopsinuTenbHast 4acTh JOJKHA COAEP)KATh NEpEUrCIIeHNe IPEANUChIBAEMBbIX JeHCTBUH ©
YKa3aHUEM HCIIOJIHUTENSI KaXJ0ro JEHCTBUSL M CpOKOB ucnojHeHHs. CpoKM HCIONHEHUs
yKa3bIBAlOTCS KOHKPETHO JJIs Kaxaoro 3anaHus. He pomyckaercst ¢opmyiupoBka 3afgaHuil 6e3
YCTAaHOBJIEHHSI COOTBETCTBYIOLLETO Cpoka HcnonHeHus. KoHTpoiab 3a coOI0JeHHEM CpPOKOB
UCIIOJIHEHUS NPUKa3a OCYLIECTBISET OTBETCTBEHHOE JIUIIO0, YKA3aHHOE B IIPUKa3e.

PacniopsinuTenbHas yacTb MOXKET JEIUTHCS HA IIYHKTHI U MOJAINYHKTbI, KOTOPbIE HYMEPYIOTCS
apabckumu 1udpamu. JleHcTBUS OJHOPOIHOTO XapakTepa MOTYT OBbITh IEPEYHCIIEHbl B OJHOM
NyHKTe. B KauecTBe MCHOJIHUTENEN YKa3bIBAalOTCA CTPYKTYPHbIE MOJPA3/AEICHUS WK KOHKPETHbIE
JOJDKHOCTHBIE stuia. TlocneaHuit myHKT pacnopsAUTENbHOM YaCcTH MOXKET CO/AEpKaTh CBEICHHS O
NOJIpa3/IeJICHUU WU JIOJDKHOCTHOM JIMIIE, HA KOTOpPOE BO3Jaraercsi KOHTPOJb 3a HCIOJHEHUEM
IpUKasa.

Ecnu npukas oTMEHsSIET, U3MEHSIET UM JOIOJIHAET paHee W3/IaHHBIM MpUKa3 UM KaKHe-TO
€ro IOJIOKEHUS, TO OIMH U3 IIYHKTOB PaclopsAIUTEIbHON YaCcTH TEKCTA IOJKEH COJEPKATh CCHUIKY
Ha 9TOT JOKYMEHT (ITyHKT JIOKYMEHTa) ¢ YKa3aHHEM €ro J1aThl, HOMEpa U 3arojoBKa. TeKCT MyHKTa
MOKET HAuMHAThCS cIoBaMM «OTMEHMTH...»; (IIYHKT..MCKJIIOYHUTH»; «IYHKT ... HU3JI0XKHUTH B
CIIEIYIOIIEN PEelaKIIMH...»; «IONOJHUTh MYHKT a03aleM CIEAYIOLIEro COAEPKaHus ... ».

B npuka3 He cienyer Bkiatodath NyHKT «lIpuka3 nosectu 1o ceenenus...». Ilogpasnenenus
(TOJKHOCTHBIE JIMLIA), /10 CBEJACHHUS KOTOPBIX JOBOJUTCS NpPHUKa3, YKa3bIBAIOTCS B CIIMCKE
pPacchbUIKU, KOTOPBIN MCIIOJHUTEb TOTOBUT BMECTE C IPOEKTOM IPUKa3a.

CornacoBanne (BU3MPOBAHHUE) MPOEKTA MpPHKa3a OCYIIECTBIAETCS HA OOpaTHOW CTOpPOHE
NpHKa3a WIK B CUCTEME JIEKTPOHHOI0 JOKYMEHTO000pOTa.

[Toanuck cOCTOUT M3 HAMMEHOBAaHUS JOJKHOCTH JIMLA, MOJNUCABIIErO JOKYMEHT, JINYHOU
noanucu  (3MEKTPOHHOM TMOAMMCH) M paciiMpOBKM IMOANUCH (MHULIMANBL,  (QaMuUIHs).
PacumdpoBka noanucu neyataercs Ha ypoBHE MOCIEIHEN CTPOKM HAaUMEHOBAHUS JOKHOCTH 0e3
npobenoB Mexay uHunuanamMu M ¢amwmiueil. Ilocnennsss OykBa B pacmugpoBKe MOAMHCH
OTPaHNYMBAETCA MMPABOM TPAHUIIEW TEKCTOBOTO IOJIS.

[Ipuka3sl MOANMMUCHIBAET PYKOBOAMUTENb OTpacieBoro ((pyHKIMOHAIBHOTO) OpraHa
AJIMUHUCTpALUU pailOHa, a B €r0 OTCYTCTBHUE JIUIIO, €T0 3aMelIalolIee.

4.5.11os107xeHHe, IPaBHIIA, HHCTPYKIHS, PErJIaMeHT

4.5.1.1lomoxkeHne - cucTeMa IMPaBOBBIX HOPM, AECTAIBHO PETJIAMEHTHUPYIOIIMX IPAaBOBOM
CTaTyC, OpraHU3alllI0, MOPSAOK JEATEIBHOCTH OpPraHOB MECTHOIO CaMOYIPABIEHUS pailoHa,
OpraHu3ali ¥ YUYPEKACHUN palioHa, a TaKKe OMPEAEISIONINX OCHOBBI MX B3aUMOOTHOIIEHUN C
JPYTMMH OpraHaMH, OpraHU3alusIMU, YUPEKACHUIMU U TPakIaHAMU.



[TpaBuia (MOPSAOK) - CHCTEMa MTPABOBBIX HOPM, ONIPEICIISIOIINX TTOBEICHUE TPaKIaH, HHBIX
CyOBEKTOB MpaBa B TOW WM WHON cdepe OOIECTBEHHBIX OTHOIICHHM, MOPSAOK OpraHU3alud
KaKoro-1mbo0 BH/1a IEATEIbHOCTH.

WNHcTpyKuus - TOKYMEHT, KOTOPBIM PEryJIupyeTcsl MOPSAIOK OCYIIECTBICHHUS KaKoW-T100
NeSITETTbHOCTH.

PernameHT - cuctema MpaBOBBIX HOPM, ONPEACNAIOMIMX IMOPSIOK AESITEIbHOCTH OpraHa
MECTHOT'O CaMOYIIpaBJICHUS paiioHa.

4.5.2 Ilonoxxenue, TpaBWJIa, HWHCTPYKIUA, PErJIAMEHT NPUMEHSIOTCS KaK  akThl,
yTBEp)KJaeMble OPraHOM MECTHOTO CaMOYIpABJICHUs pailoHa, U O(OPMIIAIOTCS ITyTeM H3IAaHUs
IIPABOBOT'0 aKTa 00 X YTBEPXKIACHUU.

[Topsimok TOATOTOBKM TMPOEKTA TIOJIOKEHUS, NPaBWI, HMHCTPYKIMH U perjiaMeHTa
COOTBETCTBYET 00IIeMY MOPSAIKY MOATOTOBKH MPOEKTOB IMPABOBBIX AKTOB.

4.5.3.1lonoxkenue (mpaBmiia, MHCTPYKLUS, DPETJIAMEHT) O(QOPMIISIOTCS Ha CTaHAAPTHOM
nmucte 6ymaru ¢popmara A4 mpudrom Times New Roman pasmepom ot 12 no 14 kerneit.

Tekct nznaraeTcs OT TPEThEro JIMLA €AMHCTBEHHOTO UM MHOXKECTBEHHOTO yucia. B Tekcre
HCIIOJIB3YIOTCS CIIOBA: «IOJKEH», «CIIEIYET», «HEOOXOIMMOY, «3alpeliaeTcs», «He AOMYCKaeTCsI»
U JIp.

3aro0BOK IeYaTaeTcsi C MPOIMUCHOM OYKBBI MOMYXHUPHBIM HIpU(TOM uepe3 OAMHAPHBIN
MEKCTPOYHBIA HHTEPBAII IIEHTPOBAHO.

4.5.4 Koncratupymoomed 4YacTbl0 TMOJIOKEHUs (NPaBHJl, UHCTPYKIUHU) CIYKUT pas3ael
«O01mue MoN0KEHUN», B KOTOPOM YKa3bIBAaIOTCSI OCHOBAHHs pa3padOTKH, OCHOBHOE Ha3HAYCHHUE
HOPMAaTUBHOTO aKTa M cdepa ero pacnpoCTpaHEHHUs, OTBETCTBEHHOCTb 3a HapylIeHUE
YCTAHOBJICHHBIX MTPABUJ U TEXHOJIOTHA.

OCHOBHOW TEKCT MOJOXKEHHUS (IpaBWJ, WHCTPYKIUHU, PErjaMeHTa) MOXKET AETUThCS Ha
[JIaBBI, ITYHKTHI M TOAITYHKTHI. [ JIaBBI TOJDKHBI IMETh Ha3BaHUS.

I'maBel HymepyroTcss puMckuMu nudpamu. Hymepamuss MyHKTOB U MOJIYHKTOB
IIPOU3BOJIUTCS apaObCKUMH LIUPpaMu.

4.6.11poTokoa

[Iporokon 3acemanusi (COBEIIaHWs) - JOKYMEHT WH(OPMAIMOHHOIO Xapakrepa,
npelHa3HaYeHHBIA [UIs1 (UKCAllMd XOJa PAacCMOTPEHHUS BOMPOCOB W MPHUHATHS pEIICHUH Ha
3aCeMaHUAX KOJUIETHABHBIX, COBEIIATENFHBIX, KOOPIUHAIIMOHHBIX, YKCIEPTHBIX H JIp. OPraHOB,
COBEILIAHUMN.

4.6.1.Ilporokon cocTaBisieTcsi Ha OCHOBaHMM 3alMCel, IPOU3BEJIEHHBIX BO BpeMs
coBelllaHus (3aceqaHus), MPeJCTaBICHHBIX TE3UCOB JOKIAJ0B U BHICTYIUICHUH, CIIPABOK, TPOEKTOB
pemeHnit U p. Marepuanbl K 00CYXICHUIO TPEACTABIAIOTCS CTPYKTYPHBIMU TOAPAa3/IeICHHSIMA
AIMUHUCTpAIlUU palioHa WM OTpacieBbIMH ((YHKIIMOHATBHBIMU) OpraHaMu AJIMUHUCTPALUN
paiioHa 1 APYrUMH OPTaHU3aLUSIMH, HA KOTOPbIE BO3JIOKEHA MX MOATOTOBKA.

3amrcu BO BpeMs 3acelaHusi, cOOp MaTepuaroB M TOJATOTOBKA TEKCTa BO3JArarOTCs Ha
CeKpeTaps KOJUIETHAJIBHOTO OpraHa M COTPYIHUKOB MOIpPAa3eIeHUI, TOTOBUBIINX BOMPOCHI K
00CYXIEHUIO.

[TpoeKThl COOTBETCTBYIOUIMX ITYHKTOB TIPOTOKOJIa BHU3HPYIOTCS  IOJpa3JelieHHUEM,
OTBETCTBEHHBIM 3a TMOATOTOBKY. [IpM HEOOXOAMMOCTH COTJIacCOBaHHS MPOEKTa MPOTOKONA C
YYaCTHUKAMU 3acelaHusl WM JIUIIAMH, ONPEACIICHHBIMHA Ha 3aCEJaHUH B KA4eCTBE MCIOTHHUTEICH,
JOTTYCKaeTCs HAMpaBJIeHHE JOKYMEHTa dJIEKTPOHHON OYTON U MOJTYYeHHE BU3 C MMOMOIIBIO (akca.

4.6.2.1IpoTtokonsl opopMIsIIOTCST Ha 00mUX OnmaHkKax AJMUHUCTpAIlMM palioHa WM Ha
CTaHIApTHBIX OyaHkax mpoTokosoB ([Ipumoxkerus NeNe 9,10,11).

4.6.3.1IpoTOoKON UMEET CIEAYIOIMINE PEKBU3UTHI:

- HAMMEHOBaHME OpraHa MECTHOTO CaAMOYTIPaBIICHHUS;

- HauMeHOBaHHMe BHJa JokyMmMeHTa (mporokon) - cinoBo I[IPOTOKOJI mnewaraercs
MPOMUCHBIMUA OYKBaMH BpPa3psAIKY, MONYXHpHbIM mpudToMm Times New Roman pasmepom 16
KErJiel, [IEHTPOBAHO;

- oJara 3acefaHusi ogopmisieTcsl  ClIOBeCHO-IM(POBBIM crmocoboM. B mporokone



npocTaBisieTcd aara 3acegaHus. Ecnm 3acenanue nmpopoiikaeTcs HECKOJIbKO JTHEH, yKas3bIBaeTCs
JlaTa Hayasla ¥ yepe3 THUpE J1aTa OKOHYaHMsI 3aCEAAHNUS;

- HOMEp MPOTOKOJa TeyaTaercss apaOCKuMHu mHdpamMu H COCTOMT U3 3HaKa Ne u
HOPSAIKOBOTO HOMepa IpoTokosa. K HomepaM MpoTOKOJIOB MOTYT NPHOABIATbCA OYKBEHHbIE KOJBI.
[TpoTokosaM MpUCBaUBAIOTCS MOPSJIKOBBIE HOMEpa B Ipejeax KaJeHJAapHOIO roja OTAEIbHO I10
KaX0i rpynne IIpOTOKOJIOB: IPOTOKOJIBI 3aCE€AaHUN ONEpaTUBHBIX COBEIAHMH, KOMHCCHUH,
coBeToB U Ap. IIpoTOKOIBI COBMECTHBIX 3ac€laHUN HMMEIOT COCTABHBIE HOMEpPA, BKIIIOYAIOLIME
HOPSIKOBbIE HOMEPA IIPOTOKOJIOB OpraHU3alMi, IPUHUMABIINX Y4acTUE B 3aCEIaHUU;

- MECTO IIPOBEJCHMS 3aceaHusl BBIPAaBHUBAETCS 110 LIEHTPY U OTIEISETCS OT PEKBU3UTOB
«aTa» U «<HOMeEp»;

- rpu yTBepXKAeHus (B ciIydae, KOrjaa IpOTOKOJI OJUICKHUT YTBEPKACHUIO);

- 3aroJIOBOK - BUJ 3acellaHusi, COBEIIAHUSA U JIp. OTAEISIETCS OT NPEAbIAYILIEro peKBU3NUTA
JIBYMsl OJAMHAPHBIMH MEXCTPOUYHBIMU HMHTEPBAJaMH, I€YATACTCS TMOJYKUPHBIM MIPUPTOM yepes
OJIMHApHBIN MHTEPBAJl M BBIPABHUBAETCS 110 LIEHTPY; 3ar0JIOBOK IIPOTOKOJIA COJEPKUT yKa3aHHUE Ha
BUJ KOJUIETHAJbHOM JEATeNbHOCTH (3acenaHue, coOpaHHMe, COBEUIAHWE) |  Ha3BaHHE
KOJIJIETHAJIBHOTO OPraHa B POJUTEIHLHOM MaJIeXKe;

- TEKCT;

- IOJIITUCH.

[loanucu oOTAENsSIOTCS OT TEKCTa TPeMs MEXKCTPOUYHBIMM HHTEpBaJlaMHU M BKJIIOYAIOT
HauMmeHoBaHue «lIpencenatensy», «Cekperapb», JUYHbIE MOANUCH (SJIEKTPOHHBIE MOANUCH) U
pactmdpoBKH oATIACEH (MHUIAATIB U (PaMIIINN ).

4.6.4. IIpoToKOJIBI MOT'YT OBITH HOJHBIMU (TIPHIIOKEHHE 9) U colepkKaTh KpOME BOIIPOCOB U
pelIeHNnH KpaTKyO 3alliCh BBICTYIUIEHUH JOKJIAYUKOB U YUaCTHUKOB; KpaTKUMU (npuioxenue 10)
- 3aIlMCBIBAIOTCS 00CY)XJaeMble BONPOCHI, (haMUIMK JOKIAJYUKOB M BBICTYNABIIUX, HPUHATHIC
petienus. MoxeT ObITh OpopmIIeHa BBITUMCKA U3 MPOTOKoja (mpuioxkenue 11). B crenorpammax -
BECh X0/ 3aCe/IaHMs 3alIUChIBAETCS JOCIOBHO.

TekcT MpoTOKOJIa COCTOUT U3 JIBYX YacCTEH: BBOJHOM U OCHOBHOM.

4.6.5.Bo BBOJHOW 4YacTu IIOJHOIO IPOTOKOJA YKA3bIBAIOTCS NpeicenaTeib 3acelaHus
(coBemanwst), JOJDKHOCTh, HHALMAIBI M (PaMUIIHS; CEKpETaph 3acelaHus (COBEIaHMsI), JOJDKHOCTD,
UHULMAIB U GaMUIUS; IPUCYTCTBYIOLIME HA 3aceJaHUU (COBEIIAHUM), TOJDKHOCTH, MHULIMAIBI U
damunuu (B aj1paBUTHOM HOPSAKE).

CnoBo «IIpencenarens» newaraercs OT JIEBOM I'PAaHULBI TEKCTOBOTO MOJSA C IPONUCHOU
OykBbI; 101 HUM — «CekpeTapb» C MPONUCHOIN OYKBBHI.

CnoBo «lIpucyrcrBoBann» rneyataercs OT TPaHUILIBI JIEBOTO MOJISI YEPE3 OJUH MEKCTPOUHBIN
MHTEpBaJ Iociie (paMUINM ¥ WHUIMAJIOB Ipejaceaaress, B KOHIIE CJIOBa CTaBUTCS JBOETOYME —
«IIpucyrcrBoBanu:». 3ateM 1-2 MEXCTPOUHBIMM MHTEPBAJAMH HUXKE II€YATAIOTCS HAUMEHOBaHUS
JIOJKHOCTEN MPHUCYTCTBOBABIIMX, a CIpaBa OT HAMMEHOBAaHUS JOJDKHOCTEH - MX (GaMWIUU U
UHHUIHAIBI (Yepe3 OJAMHAPHBIM MeXCTPOUHbIM HHTepBai). HauMeHoBaHMS TOHKHOCTEH MOTYT OBbITh
yKa3aHbl 000011eHH0. DaMuINKM NpUCYTCTBYIOMIMX PACIIONAratoTcs B allpaBUTHOM HOPSAKE.

BBogHas 4yacTh 3aKaHUMBAETCS NMOBECTKOW IHS - MEPEYEHb pacCMaTpUBAEMBIX BOIPOCOB,
MEPEYUCIIEHHBIX B MOPSJKE UX 3HAYUMOCTH, C YyKa3aHUEM [JOKJIAJ4MKa IO KaXJIOMY IYHKTY
noBecTku JHA. Kaxplii Borpoc HyMmepyeTcs apadckoi nudpoit, 1 ero HaMMeHOBaHHE HAYMHAETCS
¢ npemora «O» («O0»), KOTOPBIi MeyaTaeTCss OT TPAHMIIBI JICBOTO TOJISL.

OcHOBHasl yacTh NPOTOKOJIA IIEYaTaeTcs yepes3 1,5 MEeXCTPOUHBIX MHTEPBAJa U COCTOUT M3
pa3ziesioB, COOTBETCTBYIOIUX MTYHKTaM IMOBECTKU JHS. TeKCT Kak0ro paszesia CTPOUTCS 10 CXeMe:

Caymanu - Beictynunu - Pemmnum (mponucHbIME OYKBaMu).

OcHOBHOE cojiepaHue JOKJIAaJ0B U BBICTYIUIEHUH MOMeENIaeTcs B TEKCTE€ MPOTOKOJA WU
Ipujaraercs K HEMy; B IIOCIEAHEM Cllydae JENaeTcsi B TEKCTe CHOcKa «TeKCT BBICTYIUIEHUS
npuiaraercsa». PerieHne B TEKCTe MPOTOKOJIa IeyaTaeTcs MOJHOCThIO; MPH HEOOXOAUMOCTH
IIPUBOJATCS UTOTH T'OJIOCOBAHUS.

[TonHBIM TPOTOKOI NOAMMUCHIBAETCS MPEICEAATENIEM U CEKPETAPEM.

4.6.6. Bo BBOJHON YacTH KpaTKOro IMPOTOKOJIA YKa3bIBAIOTCA IPEACENATENb 3acelaHus



(coBemianusi), €ro JOJDKHOCTb, WHHULIMAIBI M (aMHIUS; TNPHCYTCTBYIOIIME Ha 3acelaHUH
(coBemannm ), MTHUIUAIGLI U (pamMuinn B aipaBUTHOM TOPSIJIKE.

OcHOBHasl 4YacThb IIPOTOKOJIAa BKJIIOYAET BOIPOCHl, pPacCMAaTPpUBAEMbleé Ha 3acelaHuu
(coBenianuu), ¥ MPUHATHIEC IO HUM PELLICHUSI.

Kaxnplii Bompoc Hymepyercs pHUMCKOH nu(pod, M €ro HauMEHOBAaHHE HAYMHACTCS C
npeaiora «O» («O0»), KOTOpoe TeyaTaeTcsi IEHTPOBAHO U TOAYCPKUBACTCS OJHOW YEPTOM HUKE
nocienHeit crpoku. Ilog depToit B CKOOKax yKa3bIBalOTCS MHULHUAIBI M (HaMWINU TOHKHOCTHBIX
JIUI, BBICTYNABIIMX Ha 3acelaHuM (COBEIIAHWU) MPH OOCYXKIACHHH JIaHHOro Bompoca. Damunnu
neyararTcs 4yepe3 1 MeKCTpOUYHbI MHTEPBAIL.

3areM yKa3bIBaeTCs MPUHATOE 10 3TOMY BOIPOCY peIlIeHHUE.

Kpatkuii npoTOKOII OAIUCHIBAETCS IIPEACENATEIEM.

4.6.7.IIpoTokonaaM NMpUCBaUBAIOTCS OPSIAKOBbIE HOMEPA.

OdopmiieHHBIE TPOTOKOJBI ONEPATUBHBIX COBEIIAHUI MpH TIJIaBe pPalOHA, Pa30OBBIX
COBEILIAaHUI MOJ| MpeACENaTeIbCTBOM IJ1aBbl PaiiOHa, MPOTOKOJIBI COBELIAHUNM PETUCTPUPYIOTCS Y
YIPaBIISIOLIETO AeaaMi AJIMUHUCTPALUU paiioHa.

Benenue wu peructpauusi HPOTOKOJOB COBELIAHUN y PYKOBOAUTENEH OTpacieBbIX
(yHKIIMOHANBHBIX) OpraHoOB AJIMHUHHCTpPAlMM paiioHa OCYHIECTBISIOTCS B COOTBETCTBYIOIIUX
Oprasax.

4.7. Cny:xxeOHas nepenucka

CnyxebHasi epenucka - pa3iudHble BUAbI OQUIUANBHBIX JOKYMEHTOB HMH(OPMAIMOHHO-
CIPAaBOYHOI'O  XapakTepa, HCHOJb3yeMbIX [uisi oOMeHa wuH(popMalued B J€ATEIbHOCTU
AJMUHHCTpALIMKU pailoHa, OpraHU3alui U TpaXkIaH.

Buabl nenoBoit mepenucKkd W WX Ha3BaHUS - CIY>KEOHOE MHCHbMO, TEJIErpaMma, TEeJIeKC,
dakcorpamma (dakc), TenedoHorpamma.

Cayxe0HOe MUCHMO - JOKYMEHT WH(POPMAIIMOHHO-CIPABOYHOTO XapaKTepa, HalpaBIIsieMbIi
OpraHoOM BJAcTH, OpraHMU3alMel, JOHKHOCTHBIM JIMIIOM ajpecary (OpraHy BIAcTH, OpraHU3alluu
nin yuny) no kaHany C3JIO u moyToBoi CBs3bI0. B 3aBUCUMOCTH OT coliep:KaHUsl U Ha3HAYCHUS
MUChMa MOTYT OBITh: MHCTPYKTUBHBIMH, TapaHTUHHBIMU, WUH()OPMAILIMOHHBIMU, METOJUYECKUMH,
0J1aroJapCTBEHHBIMU, MO3APAaBUTEIbHBIMU, PEKJIAMHBIMU, €CTh TaKyK€ NMHUCbMa-NPOChObI, MUCbMa-
W3BEIIECHUS, MUCbMAa-TIPUTJIAIICHUS U T.1.

Tenerpamma - JOKYMEHT HWH(OPMAlMOHHO-CIIPABOYHOI'O XapakTepa, HampaBisieMbli
ajzipecatry (OpraHy BJIAacTH, OpraHU3alMK WM JIUILY) 110 TenerpadHoii cetu oduiero noub3oBaHus. B
3aBUCHUMOCTH OT aBTOpPA, XapaKTepa COJEp)KaHUs TEJEerpaMMbl MOTYT OBITh COCTaBJIEHBI B BHJIE
MIOPYYECHUH.

Tenexc (Teneraitmorpamma) - Telerpamma, rnepeaaBaemasl Mo aOOHEHTCKOW TenerpadHoi
(TeTeKCHO) ceTH.

®akcorpamma (¢akc) - mnoigydyaemas Ha OyMa)XHOM HOCHUTENE KOMHUS JOKYMEHTa
(MUCBMEHHOTO, TpadUUecKoro, M300pa3UTEIbHOI0), MEPEeIaHHOro MO KaHajlaM (paKCHUMUIBHOM
CBSI3H.

TeneponorpaMma - JOKYMEHT HWH(POPMALIMOHHOTO XapakTepa, IMepelJaBacMblii U
MOJIy4aeMBbIi M0 TeJIe(POHHOM CBSI3H.

4.7.1.Cny:xeOHbIC TUCHMA.

4.7.2. CnyxeOHble NHUCbMA Kak BHJ JOKyYMEHTa [0 Ha3HAYEHUI0 MOTryT OBITh
WHUIMATUBHBIMHU, OTBETHBIMU M COMPOBOUTEIbHBIMH.

[Tucema odopmiisitoTcsa Ha crielUadbHBIX OJaHKax - OJaHkax nucbMa (mpuioxeHus 4, 7) u
neuaTarotcs mpudpTom Times New Roman pasmepom 14 kerieii.

B opranax HCHOJHUTENBbHON BIACTH HUCHOJB3YIOTCS OJIAaHKM JJii MHUCEM C YIJOBBIM H
IIPOJOJIBHBIM PACTIONIOKEHUEM PEKBU3UTOB.

4.7.3. Tlpu odopmiieHHH CITYy>KEOHBIX MTICEM HCTIONB3YIOTCS CIIETIYIONTNE PEKBU3UTHI:

rep6 Anraiickoro kpas,

HauMEHOBaHHE aBTOpPA MUChMa;

CIpaBOYHbBIE JaHHBIE 00 OpraHU3allu;



JaTa TOKyMEHTa;

pPEruCTPallMOHHBIN HOMEP JOKYMEHTA;

CCBIJIKA Ha PETHCTPAIIMOHHBIN HOMEP U 1aTy TOKYMEHTA;

azapecar;

3aroJIOBOK K TEKCTY;

TEKCT;

OTMETKA O HAJTMYHUH TIPIIIOKCHUS;

IOIIHCE;

OTMETKa 00 UCIOIHUTEIIE;

BH3bI COTJIACOBAHMS JIOKYMEHTA.

OO0s13aTeIbHBIMU  PEKBU3UTAMH, OOECIICUMBAIOIIUMHU FOPUIUYECKYIO CHIIY CITyKeOHOTO
MUCHMa, SIBJISIIOTCS

- HAMMEHOBAHME OpPraHu3aIliu (JIOJDKHOCTHOTO JIMIIA) - aBTOpPa JJOKYMEHTA,

- 1aTta JOKyMEHTa,

- PETUCTPAIIMOHHBIN HOMEP JOKYMEHTA,

- CCBUIKA Ha JaTy U PETUCTPAlMOHHBIN HOMEp (IIPH IMOJArOTOBKE MHChMa-OTBETA),

- aJipecar,

- TEKCT,

- IOJIIIHUCh,

- eyarb (B CiIydasx, TpeOyIOIIUX JONOTHUTENLHOTO YAOCTOBEPEHHUS JOKYMEHTA).

4.7.4 Tlopsmok opopmiteHUs CITy’)KEOHBIX TTHCEM.

B AnMunuctpanuu paiioHa anis odopMIICHHS CITY>K€OHBIX MHUCEM HCIONb3YIOTCS OJaHKU
JUISL TIMCEM C YIJIOBBIM U TIPOAOJIBHBIM PACIOJIOKEHUEM PEKBU3UTOB. YTJIOBBIE M TPOIOJILHBIC
OJIaHKY TTMCEM PaBHO3HAYHBI, BHIOOP OJIHOTO M3 BAPUAHTOB 3aBHCHUT OT XapaKTepa MHUChMa.

brnanku mmEiceM WCHONB3YIOTCS CTPOrO0 IO HA3HAYCHWIO W 0€3 COOTBETCTBYIOIIETO
pa3pelieHus: He MOTYT IepeaBaThCsl IPYTUM OPTaHU3AIMIM U JIUIaM.

PekBu3nTH MOKyMeHTa (KpOME TEKCTa), COCTOSIINE W3 HECKOJBKUX CTPOK, MEYaTaroTCs
yepe3 OJIMH MEKCTPOUHbIH uHTepBan. [IpM 3TOM cocTaBHBIE YacTH PEKBU3UTOB: «Ajapecary,
«OT™MeTKa O HaJWMYUU NPWIOKEHHs», «[pud corimacoBaHus» M JAp. OTIACISIFOTCS APYr OT Apyra
MEXCTPOYHBIMU MHTEPBATIAMH.

3aroJloBOK MUChMa JOJHDKCH KPAaTKO M TOYHO OTPaXKaTh COJEPKAHWE TEKCTa IMMHChbMa H
OTBEUaTh Ha BOMPOC «O YeM». Touka B KOHIIE 3ar0JIOBKAa HE CTaBHUTCS. 3arojIOBOK IEYaTaercs B
IpaHUIaX, TPEAYCMOTPEHHBIX OJIAHKAMH TIHMCEM, C TPOMHCHOW OYKBBI Yepe3 OJHHAPHBIN
MEXCTPOUYHBIM HHTEPBAJL.

4.7.5. TpeGoBaHMs K TEKCTaM CIy>KEOHBIX HCEM.

Tekct chyxebHOrO mHChbMa, KakK MpaBWIO, HAYMHAETCA C oOOpalieHus K ajapecary.
[Tpunumnamu BeI6Opa popmbl oOpallieHus ABISIOTCS:

- 001IeCTBEHHAS TMO3HIIMS aJpecaTa B COOTHOIICHUH ¢ TIO3UIIMEH aBTOpa MUChMa;

- CTeNeHb 3HAKOMCTBA, XapaKTep OTHOIICHHUI;

- 0UIINATBHOCTH/HEO(PHUIIMATEHOCTD CUTYAIIUU OOIICHHUS,

- OTUKETHBIC pa3pelieHus, IeHCTBYIOIINE COTIIACHO TPOTOKOJIaM.

[Ipu mewyaranuu oOpallleHHEe BBIPABHUBAETCS IO IIEHTPY U OTAENSAETCS OT TEKCTa MHUChMa
OJTHAM TIOJTyTOPHBIM HHTEPBAJIIOM.

TekcT cmykeOHOro MUChMa COCTOMT U3 JIBYX JIOTMYECKH CBSI3aHHBIX YacTel.

B mepBoit wactu (BcTyruieHHe) (GOPMYIUPYETCS TeMa IMHChbMa, YKa3bIBAIOTCS IMPUYMHBI,
MOCTY>KUBIITUE OCHOBAaHUEM [UIsl COCTABJICHUS MUCHbMa, (aKThl, COOBITHS, CCBUIKM Ha JAPYyTUE
JIOKYMEHTBI.

Bo BTOpOI#t yacTu nrchbMa (3aKTFOUYEHNE) BHICKA3BIBAETCSI OCHOBHAS 11€TTh TUChMA, JAENal0TCs
BBIBO/IbI, M3JIATa0TCSl MPEIOKEHUS, IPOCKOBI, TAl0TCS TAPAHTHH H T.I1.

[TucekMa mo BompocaM, HE HYKIAIOUIMMCS B TOSICHEHHH, OTOBOPEHHBIM 3apaHee, MOTYT
COCTOSITh M3 OJHOM 3aKIFOYNTEILHON YaCTH.

B nuceMax ucnonb3yroT ciaenyronme GopMbl U3T0KEHUS:



- OT MEpBOTrO JHUIla MHOXXECTBEHHOr0 4Hciaa (IPOCHMM COOOUIMTH; HampaBisieM Ha
PacCMOTpEHHE);

- OT TPEThEro JIMIA EIUHCTBEHHOI'O uYucia (MUHHUCTEPCTBO CUUTAET BO3MOXKHBIM;
MHUHHCTEPCTBO HE BO3PAXKAET);

- OT MEPBOTO JIMLA €AMHCTBEHHOTO YMCIIA (CUNTAI0 HEOOXOAUMBIM, MIPOILY HAMPABHUTh). JTa
dopma H3I0XKEHUsT 0COOEHHO PEKOMEHJIYeTCsl B TOM ClIydae, €Ccid MUChbMO O(OpMIIEHO Ha OJaHKe
JOJIKHOCTHOTO JIMLA.

CayxebHOoe HUCbMO JOJKHO OBITh IOCBSIIEHO OJHOMY Bompocy. Ecmum Heobxomumo
o0paTUTbCSI B OPraHU3allMI0 OJHOBPEMEHHO I10 HECKOJBKMM pa3HOPOAHBIM  BOIIPOCaM,
PEKOMEH/IYeTCs COCTABIIATh OT/ENIbHbIC TMChMA 110 KaKJJOMY U3 HUX.

Cayxe0HOe MUCHMO JOJDKHO OBITH KOppekTHbIM 1o Qopme. Ilpu cocraBienun Tekcrta
NUCbMa HEOOXOIUMO MOAOUpPATh CIOBAa M BBIPAXKEHUS TaK, 4YTOObI TOH U3JI0XKEHUSA ObLI
HEUTpaJbHBIM; TEKCT JOJDKEH JAEMOHCTPUPOBATh YBAKUTEIBHOE OTHOIIEHHWE aBTOpa MIHCbMa K
ajpecary.

Tekcr ciayxeOHOro muchMa JOIDKEH OBITh TOYHBIM M OOBEKTHBHBIM, COAEPXKATh TOJIBKO
JIOCTOBEPHYIO HMH(POPMALIMIO, HCKIIIOYAIOILYIO JIBOSIKOE, HEONPEIENCHHOE WM MHOT03HauHOe
TOJIKOBAHHUE.

Pa3zmep nucbMa He TOJDKEH NMPEBBINIATh 5 MAIMHOMMCHBIX cTpaHull. OnHaKo, HECMOTPs Ha
KpaTKOCTh IHCbMa, BOINPOC, PACCMATPUBAEMbli B HEM, CIEAYET PACKPbITh IOJHOCTBIO U
BCECTOPOHHE, YTOOBI UCKITIOUUTH JIOTIOJIHUTEIbHYIO IIEPEIHCKY.

4.7.6. Ilpu odopmiieHHH COBMECTHOTO MHCHhMa!

- HAaUMEHOBAaHMS OPIaHOB HCIOJHMUTEIbHON BiacTu (OpraHM3aluii) pacrojiararorcs Ha
OJIHOM YPOBHE WJIM B MOPSJIKE [TOAYNHEHHOCTH;

- JlaTa COBMECTHOIO IHMCbMa - €AMHas, COOTBETCTBYET Jare Oojee MO3JHEH IOAINUCH;
pacnoJjiaraercsi IEHTPOBaHO;

- PErucTpalOHHBIH HOMEpP JOKYMEHTa, COCTaBJIEHHOIO COBMECTHO JByMs U Oojee
OpraHM3alUsIMH, COCTOUT W3 PETUCTPALMOHHBIX HOMEPOB JOKYMEHTa KaXIOW U3 JTHUX
OpraHu3alyii, IPOCTABIsIEMbIX Yepe3 KOCYIO YepTy B MOPs/IKE YKa3aHUsS aBTOPOB B JOKYMEHTE;

- IOANKCH PYKOBOJAUTENEH pacroiararoTcss HI)KE TEKCTa Ha OJIHOM YPOBHE WJIM B HOPSJIKE
HOJYMHEHHOCTH.

[IpaBo moamnucu ciy>KeOHBIX MUCEM YCTaHABIMBAETCS B MOJOXKEHHUSIX 00 AJIMMHHUCTpalMH
paiioHa, OJOXKEeHUAX 00 oTpacieBOM ((PYHKIMOHAIBHOM) OpPraHe, B MOJIOKEHUSIX O CTPYKTYPHBIX
NOJpa3/ieNIeHusIX, B JOJDKHOCTHBIX HMHCTPYKIMSAX. B Ha3BaHHBIX JIOKyMEHTax JIOJDKEH ObITh
IIPEyCMOTPEH MOPAIO0K MOJIUCAHNSI TOKYMEHTOB IIPH OTCYTCTBUU JOJKHOCTHBIX JIMII.

4.7.7.CornacoBanue CIy>K€OHBIX MHUCEM OCYIIECTBISAETCS B COOTBETCTBUM C TPEOOBAHHUSIMU
HacTosmel MHCTpyKIUK, U IpyTMMU HOPMAaTUBHBIMU aKTaMU M METOJUYECKUMH JOKYMEHTaMHU.

B cnydyae HeoOX0IMMOCTH Clly>)keOHbIE NHCbMa MPOXOASAT MPOLEAYPY COTJIacOBaHMS
(BU3MpOBaHUS) 3aMHTEPECOBAHHBIMU JODKHOCTHBIMH JIMIIAMM B CUCTEME 3JIEKTPOHHOTO
JIOKyMEHTO000pOoTa.

Bo3nukime 3ameuyaHuss MO TOATOTOBJIEHHBIM IHCbMaM 3a TMOANMKCHIO TJaBbl paiioHa
yCcTpaHsiloTcs B pabodyem mnopsake. Eciau 3ameyaHuss HOCAT MNPUHLMIMAIBHBIA  XapakTep,
coryiacoBanue (Buza) opopmisieTcs B CUCTEME 3JIEKTPOHHOTO JOKYMEHTO0OOpOTa MOCPEICTBOM
0o opMIIEHHS CBS3aHHOTO JOKYMEHTOM O 3aMEYaHUSIX K MPOEKTY MHUChMA.

4.8.Teaerpammel.

Tenerpammsbl oopMIisitOTCs Ha OJ1aHKaX YCTaHOBIEHHOU (DOPMBI B 2 HK3eMILIsApax.

TenerpamMMbl KaTeropuH TMOANUCHIBAIOTCA TJIaBOM palloHa WM 3aMECTHTEJEeM TJIaBbl
AJIMUHHCTpaIUK paioHa.

TenerpaMMbl UMEIOT CIENYIOIINE PEKBU3UTHI:

Anpec (kyna) (koMmy).

TekcT ampeca medaraeTcss yepe3 OAMHAPHBIM MEKCTPOYHBIN MHTEpBal. B cocrtaB aapeca
BXOJIUT MOJHBIN WK YCIOBHBIN TeserpadHblil ajipec opraHu3aluu:



Mockga, yn. Koponenko, 8
WIH
Anraiickuii kpaii, [IpaButensctBo Anrtaiickoro kpas, K. 1.

Ecnu TenerpamMMa HampaBiisieTcs B OPraHU3alLlUIO, PACIIOJIOKEHHYIO B ropoje 00JIacTHOTO
WINA KpaeBoro MOAYMHEHUs, B aJpece HEOOXOAUMO YKa3blBaThb HAMMEHOBAHUE COOTBETCTBYHOILEH
o0JacTy WM Kpas, HalpuMep:

Enen Jluneuxoii, 3aBomkse Hxeropoackoi, Kiina MockoBCKoOi.

HaumenoBanue opranuzanuyd Tme4yaTaeTcss B JaTeIbHOM TMaJeke U OTACNSETCS OT
TenerpadHoro aapeca MoJyTOPHBIM MEKCTPOUHBIM HHTEPBAJIOM:

[IpaBuTenscTBY ANTaiickoro kpas

HpI/I HaIllpaBJICHUU TCJICTpaMMbl OOJDKHOCTHOMY MM 4YaCTHOMY JIMIOY HOOJKHOCTh H
q)aMI/IJII/IH MoJIy4daTeJid 11e4aTaroTCd B AaTCJIbHOM MaACKE, HAIIPUMEP:

I'maBe Apmunuctpanyuu PeOpuxuHCKOro cenbcoBeTa PeOpuxuHCKOro paiioHa ANTaiCKOTro
Kpast, (haMuIusl, MHULMAJIbI

nnu CenuBanoBy M.U.
Eciu TenmerpaMma HampaBisieTCsi B HECKOJIBKO OJHOPOJAHBIX OpraHM3aluii, TO HX
HalMEHOBAaHUE ClIeyeT yKa3blBaTh 0000IEHHO, HAIPUMED:

I'maBam (AnMuHHCTpalMii) cenbcoBeTOB PeOpuxuHcKoro paioHa AnTaiickoro Kpas.

[Ipn nHampaBieHuH TeJerpaMMbl B 4YeTblpe U 0Oojee aapecoB COCTaBISETCS yKa3aTellb
PAacChUIKHU, KOTOPBIH MOMUCHIBAETCS UCIIOTHUTENIEM, MTOATOTOBUBIIUM TEKCT TEJIETPAMMBbI.

TenerpaMMbl OAHOTO COAEp)KAaHUS, HANpPaBIsEMble B HECKOJBKO aJpecoB, MOTYT HUMETh
MOJMKCH TOJIBLKO HAa OJHOM dK3eMIUIsipe. Ha ocTambHBIX 9K3eMILIsIpax PEKBU3HUT «ITOAMHUCHY JTOJKEH
OBITh JOTOJIHEH 3aBEPUTENHHON 3aMKChI0 U NeYaThI0 OPraHU3alINY.

Texcr oTaensercs OT TPEABIAYIIET0 PEKBU3UTAa 3  OJAMHAPHBIMU  MEXCTPOUYHBIMHU
MHTEpBaJaMU U NI€YATAETCS Yepe3 MOIYyTOPHBINA UHTEPBAI.

TexcT Tenerpammbl AOIyCKaeTCsl HAYMHATH ¢ O0pallleHusl K ajpecaTy, KOTOPOe MevaTaeTcs
[EHTPOBAHHBIM CITIOCOOOM, HapUMeED:

VBaxxaeMblit !

TekcT TenerpamMmsbl U3naraercs KpaTko, o BO3MOKHOCTH 0€3 COI030B U MPEAIOTOB.

Tekct mevaraercst Ha JIMIIEBOM cTOpoHEe OjlaHKa 0e3 TepeHoca ciioB, ab3aleB, UCIIPABICHHI
U HE JIOJDKEH MPEBBINIATh ABYX MAIIMHOMKUCHBIX CTpaHull. Henb3s 1enaTh B TEKCTE BCTABKH.

HO)IHI/ICI) OTACIACTCA OT TEKCTa 3 MCKCTPOUYHBIMU HMHTCPBAJIaMU MW BKIIKOYACT
HAaUMEHOBAaHHE JOJHDKHOCTH JIUIA U €€ paciIupOBKY (MHUIMATBI U (haMUITHS).

HanMeHoBaHHMe JOJDKHOCTH II€9YaTaeTcss OT JIEBOH TpaHUIBI TEKCTOBOTO TIOJNS depes
OJIMHAPHBIA MEXCTPOUHBIA UHTEPBAI U LIECHTPUPYETCS OTHOCUTEIBHO CaMOW JIIMHHOW CTPOKH.

PacmmdpoBka moamuck pacrmojiaraeTcss Ha YpOBHE TOCHEAHEH CTPOKM HAMMEHOBAaHUS
JIOJKHOCTH 0e3 mpobena Mexay uHuUnUanoM umeHn u  Qammnueit. [locnenusis OykBa B
pactmrpoBKe MOAMUCH OTPAHUIUBAECTCS TIPABBIM TIOJIEM.

Hcxonsammii HOMEp M Jara MevyaTtarTcs 2 OJUHAPHBIMH MEXKCTPOYHBIMH HMHTEpBallaMU
HHUKC pCKBU3UTA ((HO)IHI/ICI)» N COCTOAT U3 MOPAAKOBOTO HOMEpPA U JAThl pEruCTpau.

HaumenoBanne u agpec OTHpaBHUTENS YKAa3bIBAIOTCS TOJ YEepPTOW M BKIIOYAIOT B ceOs:



HalMEHOBAHMWE OpraHa MECTHOTO CaMOYIpaBJCHHS paioHA, (GaMHUIMIO U TOJNHCH UCIIOJHUTES,
MOJTOTOBUBLIETO TEKCT TEJIETPAMMBI.

CornacoBanue (Bu3a). Ha BTOpOM »3K3emIuIipe TelerpaMMbl B HIKHEH €€ 4acTu
INPOCTABJISIIOTCS  BU3bl  UCIOJIHUTENSI M PYKOBOAMTENS TMOJpPAa3AeiCHHs, IOATOTOBUBIIETO
TelnerpaMMmy, JIMOO MPUKIAABIBAETCS IMCT cormacoBanuss B CDJIO, a Takke BpeMs chadu
TeJerpaMMbl Ha OTHPABKY, KOHTAKTHBIN Tele(OH UCTIOTHUTETIS.

CchpliIKa Ha HOMCp U Oary. HpI/I OTBCTC Ha HOCTyHI/IBH_II/Iﬁ JOKYMCHT B TCKCTC TCIICIPaMMBbI
00s3aTeNbHO YKa3bIBA€TCSl HOMEP U JlaTa IOKYMEHTa, Ha KOTOPBIN JaeTcs OTBET.

V. OPTAHM3AIIUA JOKYMEHTOOBOPOTA U UCITIOJIHEHUSA
JOKYMEHTOB

5.1.0pranu3anusi J0KyMeHT0000poTAa

[Topsiiok MpOXOXKACHUS BXOSAIIUX, UCXOAIIUX U BHYTPEHHHUX JOKYMEHTOB U OIEpaluu,
MPOU3BOAUMBIE C HUMU B AJIMMHUCTpALMM pailoHa, B T.4. mocpeactBoM CIJ1O, ompenensdrorcs,
Hacrosimier MHcTpykiued, W IpyruMd HOPMATUBHBIMU TPABOBBIMU aKTaMU AJIMUHHCTPALUU
pailoHa, a Tak)ke yCTaBOM paiioHa, JOKHOCTHBIMU MHCTPYKLUUAMU UX PAOOTHUKOB.

5.1.1.B moxkymeHTO000pOoTe AJMHUHHUCTPAIIMA pPAiiOHA, B COOTBETCTBHU C OCOOCHHOCTSIMU
TEXHOJIOTHYECKON 00pabOTKHU BBIIEISIIOTCS CIEAYIONINE JOKYMEHTOIIOTOKHU:

- BXOJIA11ast JOKYMEHTAIIHS - JIOKYMEHTBI, IIOCTYHAIOIINE U3 CTOPOHHUX OpraHU3aIlHii;

- UCXOJIAIIasl TOKYMEHTALUA - JOKYMEHTBI, OTIIPABIISEMBIE B IPYTHe OpPraHu3alluu;

- BHYTPEHHSS JOKYMEHTAalus - JIOKYMEHTBHI, pa3padaThiBa€Mble B  OTPACIIEBBIX
(pyHKIMOHANBHBIX) OpraHax AJMHUHUCTPALIMK palloHa WK €€ CTPYKTYPHBIX MOJIpa3AeNeHUsIX U He
HarpaBJIsieMbIe 3a TIpeeibl AJIMUHUCTPAIIUN paiioHa;

- HOPMaTHUBHO-TIPAaBOBask JOKYMEHTAIH (paclopsAUTEIbHbIE JOKYMEHTHI).

B cocrtaBe BbIIEHA3BAHHBIX JIOKYMEHTONOTOKOB, B CBOIO OY€pEIb, MOTYT BBIICIATHCS
KOHKpPETHBIE TPYMIbl JOKyMEHTOB. Hampumep, B cocTaBe BXOIAIIEH HOKYMEHTAllMM MOTYT
BBIJICIISTHCS:

- JOKYMEHTHI, nmoctynuBime u3 IlpaBurenscTBa AnTaiickoro kpasi, AJTaiicKoro KpaeBoro
3akoHogarenbHOro cobpanusi, CuerHoil mnanarel Autalickoro kpas, LleHTpanpHOoro OaHka
Poccuiickoii @enepauu u Ipyrux noJo0HbIX OpraHU3aIlHii;

- IOKYMEHTBI, TIOCTYTAIOIINE U3 CYJI0B PA3IMYHOTO YPOBHS Cy/ne0HO0# cuctembl Poccuiickoit
®denepaunu;

- 3ampocsl AenytatoB ['ocynapctBennoi Jymbr u unenoB Cosera denepaliiuu, IeMyTaToB
3aKOHOJATENBFHBIX OpraHoB cyObekToB Poccuiickoit @enepanyn U OpPraHoB MECTHOTO
CaMOYTIpaBJICHNUS,

- IOKYMEHTBI U3 TOCYAapCTBEHHBIX U HETOCYAAPCTBEHHBIX OpraHU3alIHii;

- JOKyMEHThl W3 JIPYTHUX OPraHOB TOCYAApCTBEHHOW BIACTH, OPraHOB MECTHOTO
CaMOYTIpaBJICHNUS;

- oOparteHust rpak/iaH.

5.2.0pranu3auus 10CTABKU U OTIIPABKHU I0KYMEHTOB

JlocTtaBka TOKYMEHTOB B AJIMMHHCTpALMIO paiioHa ocylecTBiseTcs nocpeacrsom COJ1O,
CpeICcTBaMHU TIOUTOBOH, (PeNbIberepckol M CHenuaIbHOM CBSI3M HAa OCHOBAHHM 3aKIIFOUEHHBIX
JIOTOBOPOB (KOHTPAKTOB), HEMOCPEICTBEHHO HAPOUYHBIMU (KyphepaMH), a TaKXe 3JIEKTPHUUECKOU
CBSI3U.

Ilo cucreme MEXBEJOMCTBEHHOTO DJEKTPOHHOTO JIOKYyMEHTOOOOpOTa MOCTYHAloT:
nopyuenus ['ybepnaropa Antaiickoro kpas, nucbma Amnmnapara [IpaBurenscTBa Anraiickoro xpas,
nucbMa U3  (peepaNbHBIX OPraHOB MCIOJHHUTEIBHON BIIACTH, TOCYJApCTBEHHBIX OpPraHOB U
OpraHu3alui, BKIIFOUEHHBIX B YKA3aHHYIO CUCTEMY.

Ilepenncka Mexay opraHamMM MCIIOJIHUTEIBHOM BIacTH AJNTANCKOro Kpas, OpraHaMH
MECTHOTO CaMOyYIIpaBiI€HUs ANTalUCKOro Kpas OCYHIECTBISETCS IOCPEACTBOM  CHCTEMBI
3JIEKTPOHHOT0 JoKyMeHToobopota (CI10).



Ilo kaHamam 3JEKTPOHHOM CBSI3U IOCTYNAIOT: 3JIEKTPOHHBIE JOKYMEHTBI, TEJIErPaMMBlI,
(dakcorpamMmsl, TeaehOHOTPAMMBI.

[louToBOM CBSI3pI0 JIOCTABIISIETCS IHCbMEHHAs KOPPECIOHACHLUS B BUAE MNPOCTHIX,
3aKa3HbIX M IEHHBIX IHCEM, IOYTOBBIX KapTOUeK, OaHIEposiel M MEeNKHX IaKeTOB, a TaKkKe
[I€YaTHbIE U3IAHUS.

5.2.1.1lpu nmoctyminenun gokyMmeHToB yepe3 COJIO mpoBepsieTcss MpaBWIIBHOCTD apecaiii
U odopMieHHs JOKYMEHTOB M TPWIOKEHHH K HHM, a TaKKe HAJIWYME YIOCTOBEPSIOMINX
PEKBU3UTOB (MOJMUCH, HEOOXOAUMBIX COTJIACOBAaHUU U Jp.), B ClAy4yae OTCYTCTBHUS MPHIIOKEHUN
00 yIOCTOBEPSIOUIUX PEKBU3UTOB, JOKYMEHT BO3BpAIla€TCSd OTHPABUTENIO (OTKIIOHSETCS) C
yKa3aHUEM IIPUYHMHBI BO3BPATA.

OmuOoYHO OCTaBJIEHHAs KOPPECHOHIEHIIUS BO3BPAILAETCsl OTIIPABUTENIO (OTKJIOHSAETCS B
JJIEKTPOHHBIX CHCTEMaXx ) C MOSACHEHUEM IIPUYUHBI BO3BpaTa.

5.2.2.Bce KOHBEPTHI C MOCTYNUBIIUMU TOKYMEHTAMU BCKPBIBAIOTCS, KPOME KOHBEPTOB MpU
HaJIM4YMHU COOTBETCTBYIOLEH OTMETKH Ha KOHBEPTE.

5.2.3.IIpu BCKpHITUM KOHBEPTOB CO CIYXEOHOW KOpPPECIOHICHIMEH MpPOBEPsETCS
NPaBWIBHOCTh ajpecaud 1 OGOpPMIICHUS, KOMIUIEKTHOCTh U IEJIOCTHOCTh JIOKYMEHTOB U
INPWIOKEHUHN K HUM, a TaK)Ke HAJIMYKME YAO0CTOBEPSAIOIINX PEKBU3UTOB (IIOJIUCH, ITI€YaTH U Jp.).

B cnyuae oOHapyxeHuss HeAocTaud JUOO OTCYTCTBUSI HEOOXOJUMBIX PEKBU3UTOB
CITy’)K€OHBIE TOKYMEHTHI BO3BPAIIAIOTCS OTIPABUTEIIO C YKa3aHUEM ITPUYMH BO3BpaTa.

[Ipu Hemoctaye [OKYMEHTOB (OTIENBHBIX WX JIMCTOB) WM MPWIOKEHUH K HHUM
COCTaBJISIETCS aKT B TPEX 3K3EMIUISPAX, OJUH U3 KOTOPHIX OCTaeTCs B AIMUHUCTpPALMU pailoHa, a B
oTpacyieBoM ((pyHKIIMOHATBHOM) Oprane AJMUHHCTpAIMU palloHa y CIIELHUAINCTa, B 00SI3aHHOCTH
KOTOPOrO BXOJWUT BEACHHUE JEJONPOU3BOACTBA, JPYrol MpHOOIIAaeTcs K MMOCTYHHUBIIEMY
JIOKYMEHTY, @ TPETHI HAIPABJISIETCS] OTIPABUTEIIIO.

[Ipn noctymiieHuu MOBPEXIECHHOTO JOKYMEHTa Ha OOOPOTHOM CTOPOHE €ro MOCJIEIHEro
JUCTa B IMPAaBOM HWIKHEM YIJIy CTaBUTCA IUTAMII WM HAgOuch «JlOKyMEHT TOJy4eH B
MOBPEXIACHHOM BUEY.

KoHBepThl OT BIIOKEHHBIX B HUX JOKYMEHTOB HE YHUYTOXAKOTCSI B TEX Cllydasx, KOrja
TOJIBKO 110 HUM MOKHO YCTaHOBUTD aJJpeC OTIIPABUTENISA, ATy OTIPABKU U MOTYYEHUS JOKYMEHTOB.

5.2.4.JloctaBka BXOISUIMX, UCXOMSIIMX M BHYTPEHHUX JOKYMEHTOB B AJIMUHHCTPALUIO
palioHa OCYIIECTBISIETCS B COOTBETCTBUU C TpaMKOM KYpbEpPCKUX MapIIPyTOB IO PAaCHHUCKYy B
peecTpax UM pa3HOCHBIX KHHUTrax (C yKa3aHMEM JaThl, ¥ MOJHOW (paMHIINU pacIIUCaBIIErocs).

JIOKYMEHTBI NepefaloTcsl B CTPYKTYpHBIE MOApA3/eleHHs] B JI€Hb UX yueTa, a MMEoIlue
noMeTKy «Cpo4Ho», « BpyunTh HEMEIEHHO» - HE3aMEJINTENBHO.

OpuruHanbsl JOKYMEHTOB, MIOCTYHAIOIIMEe Ha OyMa)KHbIX HOCHUTENSX, [IOCIIE€ PETUCTPALUU U
BHECEHUsI MX JJIEKTPOHHBIX KOMHUHA B CHCTEMY D3JEKTPOHHOIO JOKYMEHTOOOOpOTa XpaHsATCsS B
NpUEMHON AJMMHHCTpalMK palioHa, 3aperuCTPUPOBABIIEM JIaHHBIM TOKYMEHT, B COOTBETCTBUU C
HOMEHKJIATYpOH JIeIL.

5.2.5.0pranu3zanust o00pabOTKH U Mepeayr UCXOISAIINX JOKYMEHTOB.

Bce wucxonmsdmme JIOKyMEHTbl AJIMUHHCTpallMd —paoHAa MojIexkaTr o0s3aTeabHON
peructpanuu B C3/10. HezapeructpupoBaHHbIE JOKYMEHTHI HE SIBISIOTCS O(PUIIMATIBHBIMU.

Ilocne moanucaHus UCXOAAIIMX AOKYMEHTOB YKA3aHHBIMM JOJDKHOCTHBIMHM JIMIAMHM WM
JUIAMH, UCTIOJIHAIOIMMH UX 00513aHHOCTH, PETUCTPALIUsl OCYIIECTBIISETCS B IEHb MOMUCAHUS WU
Ha cJenyrouuil pabounii 1eHb 1aTON AHSA PErUCTPaLUu.

5.2.5.1.0pranu3zanus 06paboTKy U nepeadn UCXOASIINUX JIEKTPOHHBIX JOKYMEHTOB.

5.2.5.1.1.Peructpauus, BU3MpPOBaHME M MOANMCAHUE IPOEKTAa HCXOIAIIETO JOKYMEHTa
ocymectBisiercss B CO/0.

TekcT noxymeHTa, MOArOTOBJIEHHBINM HCIOJIHMUTENEM, coriacoBbiBaeTcss B COJIO, mocne
Yero JIOKyMEHT HaIlpaBJIsSIeTCs Ha MOIUCaHHE.

Ilocne  moamucaHuss  UCXOAAIIEMY  JOKYMEHTY  IPHCBaMBaeTCs  HUCXOISALIMM
PErMCTPAalMOHHBIN HOMED.

5.2.5.1.2.Peructpauyst U OTHpaBKa HMCXOAAIIMX AOKYMEHTOB B OpraHbl HCIIOJIHHUTEIbHOU



BJIACTH AJTACKOro Kpasi, OpraHbl MECTHOTO CaMOYIPaBICHUsI AJITaliCKOTO Kpasl OCYLIECTBIISIETCA
B CDOJIO, a Takxke mnpukazaMu, WHPOPMAIUOHHBIMH MHUCbMAMH W JIPYTUMH METOJIUYECKUMH
YKa3aHUSMH.

5.2.5.1.3.1lpyu  OTCYTCTBMM TEXHHUYECKOHM  BO3MOKHOCTH  OTIPABKH  HMCXOJAIIETO
AJIEKTPOHHOTO JJOKyMeHTa 1o kaHainy C3J1O oTnpaBka OCYIIECTBISETCS CIEAYIOMUM 00pa3oMm:

- UCXOJSIIMHA 3JIEKTPOHHBIM JOKYMEHT pacredaThiBaeTcs Ha OyMa)KHOM HOCHTENE, C
yKa3zaHHEM OTMETKH O MOAMMCAHUH €ro KBaTH(PUIMPOBAHHOH 3JEKTPOHHOM moanucho (ganee JI1);

- 1aJiee OTIPaBKa OCYIIECTBIISIETCS B MOPSAKE, TPEYCMOTPEHHOM I1. 5.2.5.2

5.2.5.2.0Opranu3zanus paboThl ¢ JOKYMEHTaMH, TOJITOTOBJICHHBIMHA Ha OyMa)KHOM HOCHTEJIE.

5.2.5.2.1.Peructpanusi ¥ BUBMPOBAHUE MPOCKTA UCXOSIIETO JOKYMEHTA OCYIIECTBISIECTCS B
CB/10 B cootBercTBUM C 1. 5.2.5.1.1. Hacrosmel UaCTpyKIMu.

[Tocne mnpoxoxaeHus mnpouenypsl BuzupoBanuss B COO wucxondimme JOKYMEHTHI
pacreyaTbhlBalOTCSl B KOJIMYECTBE, HEOOXOIMMOM JUIsl HampaBiaeHus ajgpecaraM. OTHOBPEMEHHO U3
COJIO pacnedarbIBaeTCsl JIHCT COIVIACOBAHUS W TMPUKIAABIBAETCS K MAaKeTy JOKYMEHTOB Ha
noanucanue. Ilocne mnoanucanuss uUCXoMAUMN JOKyMeHT peructpupyercs B COO ¢
OJIHOBPEMEHHBIM pa3MEIIeHHEM OTCKAaHUPOBAHHOIO MOJMHCAHHOIO 3JEKTpOHHOro oOpasza
JIOKYMEHTA.

[Tocne peructpanuu UCXOAIINE JOKYMEHTBI HAIPABISIOTCS aJpecaTaMm.

5.2.5.2.2. OrmnpaBka HCXOAAIIEH KOPPECHOHACHIIMM 3a TMOJNUCHIO TJaBbl palioHa
OCYIIECTBIISICTCS YTIPABISIONIUM JIeJaMi AIMUHUCTpPALlUU paioHa.

B nponecce oTnpaBkM UCXOISAIMIMNA KOPPECHOHAECHIMHU COTPYJHUKAMU AJIMUHUCTPALUU
paiioHa mpoBepsieTcs MPaBHIBHOCTh O(OPMIICHHUS UCXOISAIIMX JTOKYMEHTOB (aapecar, 3arojoBOK,
HOJANUCh, HEOOXOAUMOCTh NPOCTABJIECHUS I[€4YaTH, HAJIU4YUEe NPUIOKEHUH, OTMeTKa 00
UCIIOJTHUTEIIE, COOTBETCTBHE KOJIMYECTBA SK3EMIUIIPOB KOJUYECTBY aJPECcaToB) U MPOU3BOJIUTCS
COPTUPOBKA JIOKYMEHTOB TI0 (hopMe OTIpaBicHHs (ITPOCTas, 3aKa3Has).

HenpaBunbHo odopMiIeHHBIE TOKYMEHTHI K OTIPAaBKE HE MPUHUMAIOTCS U BO3BPAILAIOTCS
WCTIOJTHUTEITIO 151 TIepeoOpMIICHUSI.

JIOKYMEHTBI, HampaBisieMble 1O CIUCKY PACChUIKU, MPUHUMAIOTCS TOJIBKO MPU HATHMYUU
0(OpMIICHHOTO CIIMCKa PacChUIKU. Komust crmucka pacChUIkd, MPU HEOOXOJMMOCTH, HAIPABIISIETCS
BCEM YyKa3zaHHBIM ajpecaraM. CpouyHash KOPPECHOHJIEHIUS OTIPABISIETCS B IEPBYID OYEpPE[b.
JlokyMeHTBI, TpeOyroliue OTIPaBICHNUS HApOUYHBIM MEPEAAIOTCS WCIIOJHUTENIO ISl HallpaBJICHUS
JIOKYMEHTA aJipecary 0] pPOCIHCH.

JIOKYMEHTBI, OTIIpaBIIsieMble OJJHOBPEMEHHO B OJIMH aJpec, BKIAAbIBAIOTCSA B OIMH KOHBEPT.

5.2.523.Ecnu  ucxomAmMii  JOKYMEHT TMOJNIy4aeT MCHOJIHUTENb [ Iepeaadu
HEIOCPE/ICTBEHHO ajpecary, TO Ha KOMNHMHM JIOKyMEHTa, OCTalolleiics B Jelie, HCIOIHUTEIb
pacnuChIBAaeTCS 3a IMOJYYEHHBIM JOKYMEHT M YKa3bIBAa€T JaTy MOJIYYEHHUs, BpeMs IOJy4EHHS,
pacmu@poBKy MOAMHUCH.

[Ipy nosyyeHUM NOIIMHHOIO JK3EMIUIApa JOKYMEHTa HEMOCPENCTBEHHO aJpecaToM WU
€ro JIOBEPEHHBIM JINIIOM, YKa3aHHOE JIUIIO PACIMCHIBAETCS 3a MOJYyYEHHBIH TOKYMEHT U yKa3bIBaeT
JaTy MOJIy4eHUsl, BpeMs MOJTy4eHHs, paciin(poBKY MOAMUCH.

5.2.5.2.4.1lpu niepenaue u MpUeMe TEKCTOB TOKYMEHTOB 10 KaHaJlaM (PaKCHUMUIIBHOMN CBSI3U
HE00X0/IMMO PYKOBOJICTBOBATHCS CIIEAYIOLMMH TPEOOBAHUAMMU:

- o0BeM IepenaBaeMoro JOKyMEHTa (TEKCTa, CXeMbl, Tpauyeckoro Hu300paxeHus),
BBITIOJTHEHHOTO Ha Oymare ¢opmarta A4, He TOJDKEH MPEBHIINIATH 5 TUCTOB;

- OTBETCTBEHHOCTh 3@ COJEpKaHUE IepeaaBaeMod HMHQpOpMAIMM BO3Jaraercs Ha
VCIIOJIHUTENSA, IMOATOTOBUBILIETO JOKYMEHT K I€pefade, U PYKOBOJAUTENS COOTBETCTBYIOLIETO
NoJIpa3iesieHus;

- 3ampemiaercs IepeAaBaTh TEKCT JOKYMEHTOB C MoMeTkod «Jlug ciyxeOHOro
MOJIb30BAHUS.

[TonnmUHHUKKA JOKYMEHTOB, OTHpPABISAEMBbIX IO KaHaimaMm (PaKCUMUIBHOW CBS3HM, Kak
MIPaBUJIO, OCBUIAIOTCS aJpecaTy MOYTOBOM CBs3bI0, mocpeactsoM COJ10 umm, Mo corjiiacoBaHHIO ¢
HUM, MOJIIIMBAIOTCS B JIeJIa C OTMETKOI 0 BpeMEHH U CIIoco0e OTHPABKH.



KouTponp 3a ucrnonb3oBaHneM (haKCUMHIBHOW TEXHHKH, YCTAHOBICHHOW B CTPYKTYPHBIX
MOJIpa3/iesIEHUsX, OCYIIECTBIIAETCS X PYKOBOAUTEISIMHU.

5.2.6.Ilepenaua nHOpMAIMK C MOMOIIBIO TEIEPOHOTPAMM OCYIIECTBISIETCS YCTHO IIO
KaHajaM TeJe(QOHHOH CBS3U.

5.2.7.Tenehonorpamma  MOAMUCHIBAaCTCA  INaBo  paiioHa. Ilocime — peructpanuu
TeneoHOrpaMMBbl IO MECTY MOANMCAHUS, OHA MIEPEAcTCs apecaTaM.

5.2.8.B TenedoHorpaMmMe JOKHBI YKa3bIBaThCs Ha3BaHUE BUJA JIOKyMEHTa, HANMEHOBAaHUE
OpraHu3aluy, 1ata, Homep TeaedoHOrpaMMbl, THULIUAJBI U (paMIIns aapecaTta, TEeKCT, TOJKHOCTD,
UHHUIHAATB 1 PaMUIHS JIUIA, TOJIMUCABLIETO Tele(hOHOrpaMMYy; JO0JDKHOCTh, MHUIHAIIBI U (haMHITHS
nepegaBuiero MpUHUMAKOLIEro TenedoHorpaMmy, Homepa Tene(oHOB, O KOTOPHIM MEpenacTcst u
npUHUMAaeTcs: HHpOpMaIus, BpeMs IpreMa H repeaadu TeaeGoHOrpaMMBl.

5.2.9.0nekTpoHHas TModYTa MpeaHa3HA4YaeTcs /s JOCTaBKU, OTIPAaBKU M Iepenadyu
AIIEKTPOHHBIX COOOIIEHWH B ajapec TIJIaBbl paiioHa, a Takke HWH(POPMAIMM KaK BHYTPH
AJIMUHUCTpAlUU pailoHa, TaKk U OpraHu3alusaM (OpraHu3alusIMH), a TaKKe TpakIaHaM, UMEIOLUM
COOTBETCTBYIOILIME IPOIPAMMHBIE CPENICTBA.

5.2.10.CpenctBa akcuMalIbHOW CBS3M IPEAHA3HAYAIOTCS JJIS ONEPAaTUBHOM TEpenadd |
IIpUEMa TEKCTOB JIOKYMEHTOB U CIIY>KEOHBIX MaTepUaIOB.

5.3.Peructpanus 10KyMEHTOB

[locTynuBiivie JOKYMEHTHl YUUTBIBAIOTCSI W PACHpelessIloTCS Ha HOJJIeKallue u
HEMnoJyIeKalle perucrpauuu (mpuioxenue 12).

5.3.1.Peructpanun mnopasiexar Bce JOKYMEHThI, TpeOylollue yuyera, WCIOJIHEHUS U
WCIIOJIb30BaHUS B CIIPABOYHBIX LIETISX.

Peructpupyrorcsi JOKyMEHTBI, TOCTYMAIOMIME U3 JPYTUX OpraHU3aludid U OT (PU3NYECKUX
JUI, a TaKKe CO3/1aBaeMble - BHYTPEHHHE U OTIpaBiseMble. JIOKYMEHTBI PETUCTPUPYIOTCS
HE3aBHCHUMO OT Coco0a UX JOCTAaBKH, IEPEIaYl UM CO3/1aHuUS.

5.3.2.JIOKyMEeHTBl PETUCTPUPYIOTCS OJUH pa3: MOCTyHalollke - B JIeHb MOCTYIUICHUS,
co3/ZlaBaeMble - B JIEHb IMOANKCAHUS WM YTBEPXKJIEHUs, MpoeKkTaM ucxojiumx nuceM B CO0
MIPUCBANBAETCS BPEMEHHBI HOMEp, HE SBIISIOIIUICS PErUCTPAMOHHBIM HOMEPOM JIOKYMEHTA.

5.3.3.Peructpanus 10KyMEHTOB B AQMuHHUCTpanuu paiiona ocymectisiercs B COJ10. Ha
Kaxapld qokymMeHT B CDJIO 3aBoauTCsi perucTpalMoHHas KapTouka. Perucrparusi JOKyMEHTOB
npou3BoauTcs B coorBeTcTBuM ¢ Pernmamentom C3/10.

B cnyuae, eciim jokyMeHThl noctynarot yepe3 COJ10 n3 opraHa MCIOJHUTENBHOM BIACTU
AdnTaiickoro Kpas, HOBTOPHAsl perucTpanms TOKyMeHTa He TpedyeTcsl.

5.3.4.1locne 3amoiHEHUs] PETUCTPALMOHHOM KapThl BXOJAIIETO JTOKYMEHTa M MPUCBOCHMS
€My PErucTpallMOHHOIO0 HOMEPA, TOKYMEHT CKaHUPYETCH.

DNEeKTPOHHAs KOMUS TOKyMEHTa IPUCOEANHSETCS K €r0 PETUCTPALIMOHHON KapTOUKE.

5.3.5.Peructpaiius TOKyMEHTOB OCYIIECTBISETCS B AIMUHUCTPALIMK palioHa:

- BXOJSIIMX JIOKYMEHTOB, aJpECOBaHHBIX TIJaB€ paloHAa W 3aMECTUTEISIM TIJaBbl
AJIMUHHCTpaIlMU paiioHa;

- UCXOJAIIUX JOKYMEHTOB, IOJATOTOBIICHHBIX 33 MOJMUCAMM TJIaBbl paliOHa U 3aMECTUTENEH
rJ1aBbl AZIMUHUCTpALMK pailoHa;

- BHYTPEHHHUX JOKYMEHTOB 3a MOANUCHIO 3aMECTUTENEH TJIaBbl AJJMUHUCTpALlMU pailoHa U
pyKOBOJUTENEH CTPYKTYPHBIX MOJpa3ieileHuii AJMUHUCTpAalMM B aApec IJIaBbl pailoHa WIH
pyKoBoAuTeNel oTpacieBbIX (GyHKIIMOHATBHBIX) OPraHOB A TMUHUCTPAIIUU palioHAa.

5.3.6.JI0KyMEHTHI, MOCTYMAONIUE OT TPAXJaH U OpPraHU3alMi B AJIMUHUCTPALUIO pailoHa
Ha OyMa)XHOM HOCHUTENE, PEerHCTPUPYIOTCS B AIMUHUCTpPALMU pailoHa, MOCIe CKaHHUPOBAHUS U
pasmemenust B COJIO »yeKTpOHHOM KOMHHM JOKyMEHTa Hampasisitorcst mocpenctBom COJ1O
azpecary.

OpuruHanbsl JOKYMEHTOB, MOCTYHAIOIIMEe Ha OyMa)KHbIX HOCHUTENSX, MOCIIE€ PETUCTPALUU U
BHECEHMs] MX OJEKTpoHHbIX komuit B COHO xpaHarcs B AJIMUHHUCTpAalUMU pailioHa,
3aperuCcTPUPOBABIIEM JJAHHBIM JOKYMEHT, B COOTBETCTBHH C HOMEHKJIATYpOil J1e.

5.4.I1opsanok paccMOTpeHHUsI JOKYMEHTOB IJIaBOil pailoHa, U 10BeAeHUsI JOKYMEHTOB /10



HCIOJTHUTEIeH

5.4.1.3aperucTpupoBaHHbIe TOKYMEHTHI Ha UMS TJIaBbl paiioHa nepenatorcsa yepes CO/10 B
AJMUHUCTpALUIO pailoHa JJi1 paCCMOTPEHMSI U MOATOTOBKHU MPOEKTOB PE30IIOLUI 110 UCIIOJIHEHUIO
JIOKYMEHTA.

5.4.2.I'maBa paiioHa JaeT yKa3aHUs MO OpPraHU3alM{ WCIOJIHEHUS JOKYMEHTOB, 0(hOpMIIss
pesoionuu B COJ10.

5.4.3.JIokyMeHTBI, yTBEp>KJIEHHbIE TJIaBoi paiioHa mnocpeactBoM CI/10 aBTomMaruuecku
HaIlpaBJISAIOTCS HA UCIOJIHEHUE YKA3aHHBIM B PE30JIIOIUMU IO HCIOJHEHUI JOKYMEHTa
JOJIKHOCTHBIM JIMLIAM.

5.4.4. JlokymeHTI Ha OyMaXHOM HOCHTEJIE IIOCIIE pPAacCMOTPEHHUs TJaBOW paioHa,
3aMECTUTEISIMU IJ1aBbl AJIMUHUCTpAallMM paiioHa BO3BPALLAIOTCS B AJIMUHUCTpALMIO paiioHa JUIs
cozganusg B COJIO KapTOYKM AOKYMEHTA, CKAHUPOBAHMS JOKYMEHTAa M 3aHECEHUS PE30JIFOLMH.
[lepenaua [OKyMEHTa Ha MWCIOJIHEHHWE YKA3aHHBIM B PE30JIIOLMU JOJDKHOCTHBIM JIMI[AM
ocymectBisiercs yepe3 CI/0.

5.4.5.B pe30mionuu 1Mo UCMOJHEHUIO JOKYMEHTOB MOXKET OBbITh YCTaHOBJICH KOHKPETHBIH
CpoK (KaleHJapHas JaTa) HCIOJHEHUS JOKyMEHTa, a TakKe YKa3aHWUs «HEe3aMEIJIUTEIbHOY,
«CPOYHOY, «OTIEPATUBHOM.

Ecnu nns ucnonHeHus AOKyMEHTa ycTaHaBiuBaeTcsi cpok Oonee 30 gHeil, TO B TekcTe
e300 MOKET OBITh ONPEIENIEH MOPSI0K JI0KIa/la O XOJ€ €ro UCIOJIHEHUs (IePUOAUYHOCTD
JOKJIaJa O XOJI€ UCTIONIHEHHUS U T.I1.).

Ecnam cpok ucnosiHeHHsI HE yKa3zaH, TOKYMEHT IOJICKUT HUCIOIHEHUIO B TeueHue 30-Tu
KaJICHJApPHBIX JTHEW, cuuTas OT JaThl MEPBUYHOW perucTpauuu JokymeHTa. CpoKHM HCHOJHEHUs
JIOKYMEHTOB MCUUCIISIFOTCS B KQJIEHJAPHbBIX JTHSX.

Ecnu mocneanuii neHb MCIONHEHUS AOKYMEHTAa MPUXOIUTCS Ha HepaOouyuil JeHb, OH
MOJJIEKUT UCTIOJTHEHUIO B MPEIIECTBYIOIINM eMy paOouuil 1eHb.

Ecnu u3 Tekcta JOKyMeHTa ClIeyeT, 4YTO CPOK MCIOTHEHHS JOKYMEHTA JOJIKEH ObITh MEHEe
30 pHeil, a pe30JIOLUsS KOHKPETHBIH CPOK MCIIONIHEHHS HE IpelyCMAaTpUBAET, TO JOKYMEHT
HCIIOJIHSETCS B CPOKH, UCXOISl U3 CYTH JOKYMEHTA, C yYETOM CPOKAa KOHTPOJIS, YCTAHOBJIEHHOIO B
CoJ10.

H3meHeHne cpoka HMCIONHEHUS NOKyMEHTa (TOpYy4YeHHs) MPU HATMYUU MOTHBHPOBAHHOU
POCHOBI MPOU3BOAUTCS JOKHOCTHBIM JIMIIOM WJIM BBILIECTOSAIIUM OPraHOM, YCTaHOBHUBIIMM 3TOT
CPOK I10 MMCbMEHHOU MpOochOe O MPOAJICHUM, HANPABICHHOM HCIIOJHUTENIEM HE MO3JHee, YeM 3a
TPH JIHS O UCTEUEHUS] YCTAaHOBJIEHHOT'O CPOKa.

Cpoku WHCIOJIHEHUs TIOpYYEHHMH C TIOMETKaMH «CPOYHO» H  «OIEpaTHUBHO» HE
IIPOJJIEBAIOTCSL.

5.4.6.Ecnu paccMOTpeHHe BOMpOca HOCUT 3aTSHKHOM XapakTep M TpeOyeT JOMOIHUTEIbHON
popabOTKH, MPEBHIIAIONIEH YCTAHOBIEHHBIH CPOK PAaCCMOTPEHMsI, HEOOXOIUM CBOEBPEMEHHBIN
IPOMEKYTOUHBIN OTBET aBTOPY OOpaleHHs.

5.4.7.B coOTBETCTBUHU C PE3OJIIOLMEN MO MCIOIHEHUIO TOKYMEHTA, OH HalpaBJIseTCs] BCEM
JUAM, YKa3aHHBIM B PE30JIIOLINH.

5.4.8.Cnenuanuctel AIMUHHUCTpAIMA palOHa PETYJSIPHO COCTABJISIIOT CBOJKY O XOJIe
UCTIOJIHEHUS IOKYMEHTOB U JIOKJIAJIbIBAET IJIaBe paliloHa M O COCTOSTHUU PAOOTHI € IOKYMEHTaMH.

JIOKYMEHTBI CUMTAIOTCSI UCIOJHEHHBIMU M CHUMAIOTCSI C KOHTPOJIA Tocie (hakTHUeCKOro
BBITIOJIHEHUS TIOPYYEHUS (3a7aHus, 3arpoca, 0OpalieHus ) 1Mo CyIIecTBY U COOOLIEHUS pe3yabTaToB
BCEM 3aMHTEPECOBAHHBIM OpraHu3alusM (JIUIaM) WM JPYroro MHUCbMEHHOTO MOJITBEP)KIECHUS
VCIIOJTHEHMUSI.

JIOKYMEHT, MOCTaBJICHHbIII Ha KOHTPOJb B COOTBETCTBUHU C MOPYYEHUSIMHM IJIaBbl paiioHa,
CHUMAETCSI C KOHTPOJIS IO €0 PEUIEHHUI0, IPUHUMAEMOMY I10 pe3yJibTaTaM PacCMOTPEHUs JTOKIana
00 ucrnonHeHuu nopydyeHus. Jloknaa NOJDKEH coAepkKaTh MPEJIOKEHHE O CHATHUU MOpPY4YEHUs C
KOHTPOJISL.

[IpoMexyTOUHBIII OTBET WM 3alpoc IO HCIOJIHAEMOMY JIOKYMEHTY He sBIseTCS
OCHOBAHUEM JIJISl CHATHS €0 ¢ KOHTPOJISL.



[IpencraBnsiemble Uil CHATUSL C KOHTPOJI TOKYMEHTBI JOJDKHBI MMETh BCE HEOOXOIUMbBIE
COIIACOBaHUS.

JlaToli ucroiHEeHUs JOKyMeHTa (CHSTHSI €ro C KOHTpPOJIS) SIBISIETCS JlaTa pPErucTpaluu
JIOKyMEHTa-0TBETA, a MPU HEJIOKYMEHTHPOBAHHOM PELICHUH BONPOCA AaTa CIHMCAHUA JOKYMEHTA B
neno (ero (haKTUYECKOTO HCIOJIHEHHs), TOATBEPKICHHOTO PYKOBOJIUTENEM CTPYKTYpPHOTO
NOIpa3eIICHUS-UCTIOJHUTEIIS.

5.5.11opsinok 3aBepeHUs1 KON TOKYMEHTOB.

5.5.1.Komusi 1OKyMeHTa - 3TO JOKYMEHT, BOCIPOW3BOIAIINN HMH(POPMALHUIO MOAITUHHOTO
JIOKyMEHTa M BCE €ro BHEIIHUE INPU3HAKA WIM 4acTh MX. OpraHbl MECTHOIO CaMOYIIPABJICHUS
MOTYT BbIAATh KOIHUHU TOJBKO TEX JOKYMEHTOB, IIOJUIMHHUKHN KOTOPBIX Y HUX XPaHSITCS.

3aBepeHHas KOIHA - 3TO KOIHUA TOKYMEHTA, Ha KOTOPOH B COOTBETCTBUH C YCTAHOBJICHHBIM
HOPSIIKOM  MIPOCTABISAIOT HEOOXOAWMBIE PEKBU3UTHI, MPUIAIOIINE €H IOPUINYECKYIO CHITY.
3aBepeHHas KOIMs JOKYMEHTA SIBIIIETCS aHAJIOTOM IOJINHHUKA JJOKYMEHTA.

5.5.2.0praspl MECTHOTO CaMOYIIpaBJIEHUsI palioHa BBIIAIOT 110 3asBJICHUAM IOPUANYECKUX U
(Gu3n4ecKux ML KOIUM JOKYMEHTOB, MCXOJSIIMX OT O3THX OpPraHoB, €CIM Takue KOIHMH
HEOOXOIUMBI [l PEILIEHUs] BOIPOCOB, KACAIOLIUXCS IPaB M 3aKOHHBIX UHTEPECOB, OOPaTUBILUXCS K
HUM IOPUINYECKUX U (PU3NYECKHX JINLL.

5.5.3.Konus, cHATas C JOKyMEHTa, JOJDKHA BOCIPOM3BOJIUTH BCE €ro PEKBU3UTHI (3a
uckimouenueM Buz). Ee cienyer odopmiATe Ha OjaHKE MM CTaHJAPTHOM JHcTe Oymaru ¢
BOCIPOM3BEICHUEM TIIOJHOIO TEKCTa NOJUIMHHMKA. JlaTa, perucTpallMOHHBIA HOMEp, MECTO
cocTaBiieHUs (M34aHuUs), yKa3aHHbIe B KOIMHM, JOJDKHBI COOTBETCTBOBATH MOJUIMHHUKY HE3aBUCHMO
OT TOT0, I'/ie, KOI/la ¥ KEM TOTOBUJIACh KOTIHSI.

OCOOEHHOCTBIO KOIUM SIBJIIETCSL TO, YTO OHA HE COJCPKHUT JMYHYIO IMOANHUCH JIMLA,
MOJIMCABIIETO TOJIMHHUK (HAUMEHOBAHUE €Tr0 JODKHOCTH M paclI(poBKa MOJIMUCH TPH 3TOM
BOCIIPOU3BOATCS HOJHOCTHIO).

Ecin  nokymeHTbl ObBLIM  WCIOJIHEHBl Ha OJlaHKax, @pPU HM3TOTOBJIEHUU  KOMHUMU
BOCIIPOU3BOSTCS PEKBU3HUTHI OJIaHKOB.

5.5.4Konun J1OKyMEHTOB M3rOTaBIMBAIOTCA C IIOMOIIBIO CPEICTB KONUPOBAIbHO-
MHOKUTEIBHON MM KOMIIBIOTEPHOM TEXHUKU. B mpaBom BepxXHEM yrily NEpBOro JINCTA JENIAETCS
ormetka "Komms".

3anpenieHo U3roTaBIMBaTh KOIMUM C JOKYMEHTOB, UMEIOIIUX HESICHBIA TEKCT, MOJYHUCTKH,
IPUIHUCKHU U HHBIE HEOTOBOPEHHBIE UCIIPABIICHUSI.

B cinydasx W3roToBICHMsSI KOMMM C aApXUBHOIO JOKYMEHTA, HMMEIOILErO HCIIPaBJICHMUS,
MOIYUCTKH, BbI3BIBAIOIINE COMHEHHS B UX JJOCTOBEPHOCTH, MJIM HEPA30OPUUBBII TEKCT, OTJECIbHbBIE
CJIOBA U BBIpA)XKEHUS OroBapuBaroTcs cioBaMmu: «Tak B JokymMeHTe» uin «B Tekcte Hepa300purBO».

5.5.5.Ilpu 3aBepeHUMH COOTBETCTBHUSA KONUU JIOKYMEHTa IOJUIMHHMKY Ha o0opore
MOCJIEAHETO JINCTA JOKYMEHTA MPOCTABIISAIOT 3aBEPUTEIBHBIN IITAMIT MU 3aBEPUTENIBHYIO HAIIUCh
B COOTBETCTBUU ¢ NyHKTOM 3.3.2.17. «OTMeTKa O 3aBEpPEHHMM KOINHU JOKYMEHTa» HAcTOsSIIeH
HNHcTpyKnuu.

5.5.6.Ecnu xomusi TOKYMEHTa W3TrOTOBJICHA Ha JIBYX U OoJjiee JIMCTax, 3aBEpEHUE KOMUHU
odopmIsieTcs creayoummM o0pa3oM:

- TUCTBI KOIIUM CIIUBAIOTCS HA 2 POKOJIA;

- Ha TIOCJEIHEM JIUCTE KOMHMM MECTO CKPEIUIEHUS HHUTOK 3aKJIEUBAETCS SPIBIKOM C
Haanuchio: «[IpolHypoBaHO, TPOHYMEPOBAHO U CKPEIJIEHO MEeYaThio JIUCTOB; JOJKHOCTD U
MOJIUCHY; Ha SIPJIBIKE PACTIUCHIBAETCS COTPYAHUK, U3TOTOBUBIINN KOIIUIO JOKYMEHTA,

- IeYyaTh NMPOCTABISAETCs, 3aXBaThIBasl YaCTh MOCIEAHETO JTUCTA KOIUU;

- 3aBepHUTEIbHAS HAAMUCH MPOCTABIIAETCS Ha 000pOTE MOCIEHETO JUCTA KOIUH.

5.5.7.11paBo 3aBepsATh KONUM JTOKYMEHTOB OrOBapHMBAE€TCS B IOJIOKEHUU O CTPYKTYPHOM
NoJApa3feliecHnd AJIMUHUCTpallMd paldioHa U 3aKpeluisieTcss B JODKHOCTHOM HWHCTPYKIUHU
COTpYJIHUKA.

5.5.8.AHQJIOTMYHO KONUSAM 3aBEPSIIOTCS U BBIMMCKHU U3 JOKYMEHTOB, KAacaloIUXCs IMpaB U




3aKOHHBIX UHTEPECOB IOPUAMUECKUX U (DU3MUECKHX JIUII.

5.6.PaGoTa ucnoJiHuTEIEH C JIOKYMEHTAMU

5.6.1.PykoBoUTENN CTPYKTYPHBIX TOJpA3JCICHU AJIMHUHHCTpAllMU paiiOHa, a TaKkxKe
oTpacieBbiX ((QyHKIMOHAIBHBIX) OPraHOB AJMHHHCTpAIMK paiioHa 00ecredyrBarOT ONepaTHuBHOE
paccMOTpEeHHE JOKYMEHTOB, JOBEJCHUE UX 10 UCIOJHUTENEH B JIEHb MOCTYIUIEHUS U KOHTPOJIb 3a
KauyeCTBEHHBIM HCIIOJHEHHEM JOKYMEHTOB IO CYIIECTBY BOIIPOCA.

5.6.2.Cpounble TIOKYMEHTHI niepeiatoTcst HemeaiienHo yepe3 CIJ10.

5.6.3.McnonHenue JOKyYMEHTa TIIpeaycMaTpuBaeT: cOop u 00pabOTKy HEoOXOoauMoit
uH(pOpMalKK, TTIOATOTOBKY MPOEKTa JOKYMEHTa, €ro OGOpMIICHHE, COTJIACOBAHUE, MPEICTaBICHUE
Ha nojnucanue (YTBEp)KIEHHUE) IJlaBe MECTHOIO CaMOYIpAaBICHHUS palloHa WM PYKOBOAMUTEISIMU
oTpacyieBbIX ((QYHKIIMOHAIBHBIX) OPTaHOB.

5.6.41lpy HaMMUUM OTBETCTBEHHOTO WCIIOJHUTENSA BCE OCTajbHbIE HCIOIHUTEIU
OTBETCTBEHHBI 332 CBOCBPEMEHHBI W KAUeCTBEHHBIM aHalW3 WHQPOpPMAIMM W TPEACTABICHUE
OTBETCTBEHHOMY HCITOJIHUTENIO B YCTAHOBJIEHHBIE UM CPOKH HEOOXOIMMBIX MaTepuasioB (IIPOEKTOB
JIOKYMEHTOB, CIIPaBOK, CBEIEHUH U T.1I.).

HcnomuuTensM 101%KHO ObITH 00ECIIeUeHO MPaBo I0CTyIa KO BCEM MAacCUBaM JOKYMEHTOB.

OTBETCTBEHHBI HCIIOJHUTEIh HECET IMEPCOHATBHYIO OTBETCTBEHHOCTh 3a IOJIHOTY H
JIOCTOBEPHOCTH HH(POPMAIINH, UCIIOIB30BAHHOM MPH MOATOTOBKE IOKYMEHTA.

5.7.Pabora c oOpamieHUsIMH I'PaxKIaH

5.7.1.00ecrieyeHrie  CBOEBPEMEHHOTO PACCMOTPEHMsSI U  LIEHTPAIM30BAaHHOTO  yuyeTa
oOpamieHud TpakaaH, TOCTYNUBIIMX B  aJpec TIJaBbl paiioHa, 3aMECTUTENICH TJIaBbI
AJIMUHUCTpAIUU pallOHA OCYIIECTBIICTCS YIPABISIONIUM JIeJaMi AIMUHUCTPALUU paioHa.

5.7.2.Peructpanuu TMOJIeKaT BCE OOpallleHUs TpakJAaH HE3aBHUCUMO OT crocoba ux
MOCTYIICHUS WIH (POPMBL.

5.7.3.3apeructpupoBaHHbie OOpalleHHs B aJpec IJaBbl paloHa M 3aMECTHUTENICH TJIaBbl
AJIMUHUCTpAIUU pailoHa HAIMPaBIISIFOTCS B OPTaHbl MECTHOT'O CAMOYIPABIEHUS WU JOKHOCTHBIM
JUIaM, B KOMIETCHIIMIO KOTOPBIX BXOJHUT PEIICHUE TOCTABJICHHBIX B OOpAIIEHUSX BOIPOCOB HA
OCHOBaHUU PE30JIONUN COOTBETCTBYIOLIUX JOJKHOCTHBIX JIUI WJIH COMPOBOIUTENBHBIX MTHUCEM.

5.7.4Pabota 1O paccCMOTpPEHHMIO OOpaleHU TrpaxkgaH B AJMUHUCTpalMM pailoHa
OCYIIECTBIISIETCS B COOTBETCTBUU ¢ DenepanbHbIM 3akoHOM OT 2 Mast 2006 . N 59-03 «O nopsiake
paccMoTpenus oOpamieHuit rpaxaan Poccuiickoit deneparum.

5.7.5.00parienust rpakaaH U JOKYMEHTBI MO UX PACCMOTPEHHIO (OPMUPYIOTCS B Jelia B
COOTBETCTBUU C HOMEHKJIATYpOH Jedl.

5.8.Ilopsanok padoTsl ¢ JOKyMeHTaMHu ¢ nmoMetrkoi "Jlns ciay:xke0HOro moJib3oBaHus'
(ACI)

PaGora ¢ pgokyMeHTamu, COAEpXKAUIUMHU CIYKeOHYI0 HWHGOPMAIUI0 OrPaHUYCHHOTO
pacnpoCTpaHeHUs OCYIIECTBISETCS B MOPSAKE, YCTAHOBIEHHOM JUIsl HECEKPETHBIX IOKYMEHTOB.

5.8.1. K cnyxebHoit uH(bOpMaNMKU  OTPAHUYEHHOTO  PACIPOCTPAHEHHUS]  OTHOCHUTCS
HeceKpeTHas uHdopMaIus, Kacarasics AesITeIbHOCTH AMUHUCTPAIIUU pailoHa, OTPAaHUYCHUS HA
pacmnpocTpaHeHHe KOTOPOil TUKTYIOTCS CITy>)KeOHOM HE0OXO0IMMOCTHIO.

Ha  nmokymenrtax, coAepKaIINX CITy)KEOHYIO nHpOopMaInIo OTPaHUYEHHOTO
pacrpocTpaHeHus, IMpocTasisercs nomerka "Ins ciyxeO6Horo mnons3zoBanua" (JCII) (nanee -
nokymenTsl JICII).

K noxymentam JICII He oTHOCSTCS:

- HOpPMAaTUBHBIC TIPABOBBIC aKThI 3aTPAarkBaIOIINE TTpaBa, CBOOOIBI U 00S3aHHOCTH TpaXKaH,
MOPSIIOK UX pealiu3aliy, a TAKXKe YCTaHaBIIMBAIOLIME TPABOBOM CTATyC OpraHU3alIMii;

- JTOKYMEHTBI, COJIEPKAIe CBEACHHUS O UPE3BBIYANHBIX CHUTYaIUsIX, OMACHBIX MPHUPOIHBIX
ABJICHUSIX MW MPOLECCaX, OHKOJOTMYECKas, TUIPOMETEOPOJIOTHYEcKasi, TUIPOreoiornuecKas,
neMorpaduueckasi, CaHUTApHO-IMUAECMHUOJIOTHYECKass W Jpyras wHbopMalius, HeoOXoaumast it
obecrnieueHns O€30MacHOTO CYIIECTBOBAHUS HACEIEHHBIX MyHKTOB, TPaXKJAaH U MPOU3BOIACTBEHHBIX
00BEKTOB;

- OMMCaHUe CTPYKTYPHI OpraHa UCIIOTHUTEIBHOM BIACTH, ero (QYHKINM, HanpaBlIeHU GpopMm



JESATEIILHOCTH, a TAKXKE €ro aJpec;

- TOPSAOK PACCMOTPEHUsS U paspelleHus 3asBICHHM, a Takke OOpalleHHil TpaxaaH u
IOPUAMYECKUX JIUL ¥ PELICHUs 110 HUM,;

- CBelleHHMsT OO0 WCIOJHEHUM OIO/PKeTa U HCIOJIb30BAHUM JIPYTHMX TOCYAapCTBEHHBIX
pPECypcoB, O COCTOSIHUM SKOHOMHKH U TIOTPEOHOCTEH HACETICHHUS;

- JIOKYMEHTbI, HaKaIUIUBA€MbIE€ B OTKPBITHIX MH(QOPMAIIMOHHBIX CHUCTEMaX, HEOOXOJUMbIe
JUISL pean3aluy Ipas, cBOOOA U 0053aHHOCTEH Tpak/IaH.

5.8.2.Heob6xomumMocTh mpoctaBieHus nometku "[[ns cayxe6Horo momawszoBanus” (JICII)
OIpEEIAETCS UCIOJHUTENEM JOKYMEHTA, IJ1aBOM palloHa WM PYKOBOJIUTEISIMH CTPYKTYPHBIX
MoJIpa3ielieHui UM JOJHKHOCTHBIM JIMLIOM, MOJIMUCHIBAIOIIUM HWJIM YTBEPKIAIOUIMM JOKYMEHT.
Ecmu nmoxymenT otHeceH k kareropuu "JICINT", Bcst mepenucka mo Borpocy odopmiisieTcs: ¢ rpudom
"ICII". B cayudae nmpoctaHoBKM Ha mnpuioxkeHuu otMmetrku "J[CII" - Bech makeT JOKYMEHTOB
npuobperaet craryc "JICII".

JIOIKHOCTHBIE JIHIla, NMpUHSBLINE peuieHre o0 oTtHeceHuu aokymeHToB K JICII, Hecyt
[IEPCOHAIBHYIO0 OTBETCTBEHHOCTH 32 00OCHOBAHHOCTh IPUHATOIO PELICHMUS.

5.8.3.ITometka "Jlnsa cinyke6H0TO monbs3oBanus" (JICII) mpocTaBisercs B mpaBOM BEpXHEM
yIJ1y NEepBOM CTpaHMIIBI TOKYMEHTA, & TAKKE Ha MEPBOM CTpaHUIE COINPOBOJAUTEIBHOIO MUChMA K
JOKYMEHTy. B 1€BOM HIIKHEM Yy MOCIEIHEro JHCTa JOKYMEHTa YKa3bIBaeTCsl OTMETKA O
KOJIMYECTBE OTIEYATaHHBIX 3K3EMIUIIPOB (B CIydyae CO3/JaHUS WM OTHPABICHHUS AOKYMEHTa Ha
OyMaxHOM HOcHTeNE), (haMUITHK UCIIOIIHUTENSI U HOMEpa ero ciy>ke0Horo tenedoHa.

5.8.4.IlpaBoBbIM  akTOM  AJMUHUCTpAallMM  pailOHa  Ha3HA4YalOTCd  COTPYIHUKH,
OTBETCTBEHHBIE 33 MPUEM, PETUCTPAIINIO, PACCMOTPEHHUE, COTJIACOBAHUE M OTIPABKY JOKYMEHTOB
JCII, umeromnme A0MyCK K MPOCMOTPY PETHCTPALIMOHHBIX KapT U BIOKEHUH TOKYMEHTOB C TPU(OM
"ICIT" B COHO. CoTpyAHMKM HECYT IEPCOHAJIbHYIO OTBETCTBEHHOCTb 3a COXPaHHOCTb
uH(popmanuu, cogepxaiueiics B qokymenrtax JICIL

5.8.5.Bxonsmume nokymentsl JICII moctynaroT Ha peructpanuio Ha OyMaXHOM HOCHUTETIE.

JIOKYMEHTBI, TIOCTYNUBIINE Ha OyMa)KHOM HOCHUTEINE, CKAHUPYIOTCS M PETUCTPUPYIOTCS B
ycranoBiaeHHOM nopsiake B COJ1O ¢ mpuKperieHueM K PerucTpaliOHHON KapTOYKe TOKYMEHTa
AJIGKTPOHHOTO 00pasza OKyMeHTa. B perucrpanuoHHON KapTouke B mosie mokymenta "I'pud"
peructparopom mpoctaBisercs mnpuszHak JICII. Ilocne pasmemieHuss 3JIEKTPOHHOrO 00Opaza
JIOKYMEHTa B peructpanroHHon kaprouke B COJIO peructparop yaaisieT 3JIEKTPOHHBIN 00pa3
JIOKYMEHTA U3 NIallKi OTCKAHUPOBAHHBIX JOKYMEHTOB.

OtBercTBeHHOCTh 3a coorBercTBHE Tpuda "JICII" Ha BxonsuieM TOKYMEHTE OTMETKE B
perucTpaniMoHHoON kaprouke aokymeHTa B COJIO B mome "I'pud", a Ttakke 3a ynaneHue
AJIEKTPOHHOI'O 00pa3za JOKYMEHTa U3 IMallKl OTCKaHUPOBAHHBIX JIOKYMEHTOB HECET PErucTpaTop
JIOKYMEHTA.

5.8.6.Buytpennue u wucxoxasmue gokymeHTel JICII co3maroTcsi, cormacyroTcss |
yrBepxkaarorcs B COJ1O, OTBETCTBEHHOCTD 3a 3all0JIHEHUE PETUCTPALIMOHHON KapTOYKH TOKYMEHTa
HECET UCITIOJHUTENb JOKYMEHTa. VICIIOHUTENb CO31aeT PEruCTPallMOHHYIO KapTOUKY, 100aBUB €€ B
CBSI3U K IOKYMEHTY - 3a1pocy, JM00 cO37aB MHUIIMATUBHBIM JOKYMEHT, U 3aI0JIHIET HE0OX0IUMble
M0JIsl PETUCTPALIMOHHON KapTOUKHU:

a) B noje "Conepxanue" - KpaTKoe cojiep’KaHKue ¢ YKa3aHUEM BCEX PEKBU3UTOB MUChMa;

0) B mosie "Appecar" - mpocTaBIIsSIeTCSl HAMMEHOBAHUE OPTaHU3aIlMH, €CITH aIpecaT sSBJISIETCS
abonenrom cucremsl MOBJIO, Ha3zBaHue ajapecara OyAeT HadyMHaThCs C  mpedukca
"M3/10_ HaszBanue rocy1apCTBEHHOI'O OpraHa Wju OpraHu3amnuu';

B) B nosie "[loanucant" - ykaspiBaeTcst (haMmiins pyKOBOAUTEINS, MOAMKUCABIIETO JOKYMEHT
AJIIEKTPOHHOM MOJIHKCHIO;

r) B mose "I'pu¢" - npocrasnsercs "JICII", oTBeTCTBEHHOCTH 32 COOTBETCTBUE TpH(a HECET
HCIIOJTHUTEIIb;

1) B riosie "Cpo4yHOCTB" - IPOCTABIISIETCS HYKHBIN ITapameTp;

e) B moJie "Tenedon ucnomautens" - ykaszpiBaercs TeaedoH UCTIOTHUTETIS;

k) B pazzaene "CiyxeOHble peKBU3UTHI'":



- B mnone "[logpasmeneHue perucTparop’ HCIOJHUTENEM IMPOCTABIAETCA MapaMeTp
"AnMUHUCTpaLMs parioHa';

- B none "Kon-Bo nucTOB" yKa3bIBaeTCsl KOJMYECTBO JIMCTOB JOKYMEHTA, BKJIIOUas
HPUIIOKEHHUS;

3) B mosie "KommeHTapuu" - CTIONHUTENEM YKa3bIBaeTCs HHPOPMALIUS:

- IPUYUHA OTCYTCTBUS MPUIIOKEHUS;

- HEOOXOJMMOCTh MPOCTABJICHUS OTMETKM 00 AJIEKTPOHHOM MNOJIHCH B JIBYX WM OoJjee
MecTax JOKYMEHTa;

- BHJ OTIpPaBKH MUChbMa (CHELUANBbHOH, (helIbIbEerepCKOil CBA3bIO, 3aKa3HBIM MHUCHMOM,
CaMOCTOSITEJIbHO UCIIOJIHUTEIIEM - Ha PYKH aJipecary);

- nHas uHpopMaIs, KOTopas He00X0AUMa JUIsl OTIEPATUBHOM PabOThI ¢ JOKYMEHTOM.

VcnonHurens BKIAAbIBAET 3JIEKTPOHHBIM 00pa3 TOKyMEHTa B PErMCTPALUOHHYIO KapTOUKY
U co3aer mapuipyt coriacoBanus. [locne pasmemenust B COJ1O a1meKTpoHHBIN 00pa3 JOKyMEHTa
ylansercss ¢ IepPCOHAJBHOIO KOMIIBIOTEpA HCIOJIHUTENS, OTBETCTBEHHOCTb 3a YyJaJeHUe
AIIEKTPOHHOT0 00pa3a JOKYMEHTa HECET UCIIOTHUTEb.

B mpomecce co3manus Mapuipyta corjacoBaHuss B pasgene "Jlom.  mapamerpsl,
COIIPOBOJUTENbHBIE (DAl W TEKCT' NMPHU MOCTPOSHUH MapIIpyTa Ha YTBEPXKICHUE IOKYMEHTa
PYKOBOJUTEIIEM MPOCTABIISIIOTCA MapaMeTphl: "ABTOMAaTHYECKU HANPABIIATh HA PETUCTPALIUIO, €CIIU
Her 3amevanuit”, "[lommuceiBaTh (aiiipl mpu coriacoBaHuu’ (32 UCKIIOUYEHHEM HOPMATHBHBIX
IIPAaBOBBIX AKTOB U PACHOPSIUTENbHBIX JOKYMEHTOB IJIaBbl paiioHa). [Ipu moctpoeHun mapuipyra
TOJIBKO Ha COIJIaCOBaHUE, IPOCTABJICHHE [1apaMETPOB HE TpeOyeTcs.

IIpu popmupoBaHUM MakeTa JOKYMEHTOB AJISi OTIIPABKU Ha YTBEPXKAECHUE PYKOBOIMTEINIO,
BECh KOMIUIEKT JOKYMEHTOB HEOOXO0MMO TepeBecTH B equHbli pdf oopmar, Kpome HOPMATUBHBIX
IIPaBOBBIX AKTOB IJ1aBbI pailoHa, KOTopble nepeBosaTcs B popmar pdf oTnensHbMU (aitnamu.

5.8.7.Ucxonsmue nokymentsl JICII mocTynaroT Ha perucTpanuio B 3JEKTPOHHOM BHJIE
nocie yrBepxkaeHus B COJ1O, perucTpupyrorcs B YCTaHOBJIEHHOM MOpsAJKE C J100aBICHHEM K
perucrpanroHHoMy HoMmepy JokymeHTa noctrduxca JICII n nomnexar oTmnpaske.

OtnpaBka JokyMeHTOB mnocpeactBoM COJIO  ocyiecTBiseTcss B COOTBETCTBHM  C
Pernamentom C3JI0. OtnpaBka JOKYMEHTOB Ha OyMa)XHOM HOCHUTENE OCYIIECTBISETCS
(enbaberepckoil CBsI3bI0, CIELCBA3bIO, 3aKA3HBIMU WJIM LIEHHBIMU IOYTOBBIMU OTIPABICHUSIMHU.
[Tpy HEOOXOAMMOCTH HampaBiICHHUS JOKYMEHTOB B HECKOJIBKO aJ[pECOB COCTABJIAETCS YKa3aTelb
pacchbUIKH, YKa3aTelb MOJIUCHIBACTCS UCTIOJHUTENEM U IJ1aBOU paiioHa.

B cnyusae neoOxomumoctu HampaBieHusi aapecaram jgokyMeHTtoB JICII Ha OymakHom
HocuTene yrBepkaeHHbIE B COJ[O nOKyMeHT pacneudaThiBaeTcsi B HEOOXOIMMOM KOJIMYECTBE
HK3EMILISPOB, HAa KaXKJOM M3 KOTOPBIX MPOCTABISIETCS SK3EMIUISIPHOCTb, B YKa3aTelle PacChUIKU
MOAJPECHO  MPOCTABIAIOTCA  HOMEpa  OJK3EMIUIAPOB  OTIPABISAEMBIX  JOKyMEHTOB. [Ipum
HEOOXOJUMOCTH  HampaBJICHUs HECKOJIbKUM ajpecataM jaokyMmeHToB JICII  pasnuunoii
KOMIUIEKTHOCTH, UCIIOJIHUTENb CO3JAET PETUCTPALIMOHHBIE KAPTOUKH HA KaXKIbIil TOKYMEHT.

Paccpiika B HECKOJIBKO aJpecoB OCYILIECTBIISIETCS B COOTBETCTBUU C yKa3aTEJIEM PacChUIKHU,
OTBETCTBEHHOCTh 3a yueT aokymeHToB [ICII B ciyuae ux pacredaTku Ha OyMaKHOM HOCHTENE
HECEeT JIMI0, OTBETCTBEHHOE 3a padoty ¢ qokymentamu J(CII.

5.8.8.HeoOxoaumocts custus rpuda "ICII" ompenensiercs HMCIOTHUTENEM JOKYMEHTa,
IJ1aBOM paiioHa WM JOJKHOCTHBIM JIMIIOM, OJAMMCABIIMM W YTBEPAUBIINM JOKYMEHT. Pemienne
o cuartun rpuda "ICII" odopmisieTcs MPOTOKOIOM 3acelaHusl AKCHEepTHOH Komuccuu. ['pud
"JICII" moramiaeTcsi 3alMCBIO C yKa3aHMEM HOMEpa M JaThl MPOTOKOJIA 3aCE€NaHUs DKCIIEPTHOMN
KOMHUCCUM AJMHUHHCTpPALMM paiioHa, MOCIYKUBIIETO OCHOBAHMEM ISl €0 CHATHS, B KapTOYKe
nokymenta B CDJIO B mome "KommenTapuu" COTpYTHHKOM, OTBETCTBEHHBIM 3a paboOTy C
noxkymentamu JICII.

5.8.9.1lpu monydeHMHM THUCBMEHHOTO 3ampoca ¢ TMpocb0oil 00 O3HAKOMIIEHUH C
uHpopmanueii, umeromeit nomerky "JCII", pemenne 00 03HAKOMJICHMM 3asiBUTENS] MPUHUMAET
rJaBa panloHa.

3a pasrnamenue ciayxeoHoil nnpopmaruu ¢ nomerkor "JICII", a Taxxke 3a HapylleHue



nopsiika oopamenus ¢ fokymentamu JICII MyHUIIMIIAIBbHBIN CIy KAl MOXKET OBITh PUBJIECUYECH K
JUCLUIUINHAPHON OTBETCTBEHHOCTH.

B cnyuyae nukBupauuu opraHa AJMMHHMCTpallMM paliOHa pelleHHe O JajbHeilieM
ucnonap3oBanun  JokymeHtoB  JICII  mpuHMMaeT  JIMKBUAALMOHHAs ~ KOMHCCHsSL — OpraHa
VCIIOJIHUTEJIBHON BIIACTH.

VI. IOKYMEHTAJIbHBIA ®OHJ] AIIMAHUCTPAIIMA PAMOHA

OCHOBHBIMU BUAAMHU PA0OT, 00ECIEUMBAIOIIMMHI OPraHU3aliIi0 JOKYMEHTaJIbHOro (oHIa
AJMUHUCTpali paiioHa, SBJSIFOTCS COCTABICHHE HOMEHKIATYp Ael, (OpMHUpPOBAHME €T M HX
TEKylllee XpaHeHHe, TOArOTOBKA JJOKYMEHTOB U JIeN K Ilepejaue Ha apXUBHOE XpaHEHUE.

6.1.CocTaB/jieHUEe HOMEHKJIATYPHI eI

HomeHnknarypa nen - cucTeMaTU3MpOBaHHBIN IEpedyeHb 3arojOoBKOB (HAUMEHOBaHMM) Jel,
3aBOAMMBIX B AJIMUHUCTpAIlMM paiioHa, ¢ yKa3aHHMEM CpPOKOB MX XpaHEHUs, O(pOpMIICHHBIH B
YCTQHOBJICHHOM IIOPSIKE.

6.1.1. HomeHkiaTypa en MCHOJIb3yeTCs JUIsl TPYNIMPOBKH HCIIOIHEHHBIX JOKYMEHTOB B
Jiena, CUCTeMaTH3alMy U ydeTa Jell, ONpEAEIeHNUs CPOKOB MX XPAHEHUS U IIOUCKA JTOKYMEHTOB.
Homenknarypa nen siBIsieTcs OCHOBOM JUIsl COCTABJICHUS ONMMCEN 1€ MOCTOSHHOTO U BPEMEHHOIO
(cBbime 10 7er) xpaHeHHs, a Takke JUIsl ydeTa Jiel BpeMeHHoro (1o 10 jeT BKIIOYHMTEIBHO)
XPaHEHUs U OINHUCEH JIeT 110 JINYHOMY COCTaBYy.

Homenknarypa nen sBHseTcs OCHOBOM (OpPMHpPOBAaHUS JOKYMEHTalIbHOrO (oHIa
AJIMUHHCTpallUK paioHa.

JIoKyMeHTalbHbI  (OHJ AIMHHMCTpPALMU pailoHa - COBOKYIIHOCTb JIOKyMEHTOB,
00pa3yIONIMXCs B MPOLIECCE €ro ACATENbHOCTU. JJOKyMEHTaNbHBINA (POH] COCTABISIOT JTOKYMEHTHI,
CO3/laHHbIE B AJIMHHMCTpAllUM pailoHa M IOJy4YEeHHblE MM B pe3yjibTaTe B3aUMOJCHCTBUA C
JpYTMMU OpraHaMH YIpaBJIEHUS, OPTraHU3aLMsIMU U IpaXJ1aHaMu.

OTBETCTBEHHOCTh 3@ COCTABJICHME HOMEHKJIATypbl Jel, MOpAAOK (OpMUPOBAHUS U
oopmieHus Jes, 00ecredyeHns UX y4eTa U COXPAaHHOCTH, OpraHHu3alus Mepefayd JAejl B apXuB
JIEKUT Ha YIPABIAIONIEM JeJlaMu AJIMUHUCTPALUK paiioHa.

6.1.2.1Ipu cocTaBieHUH HOMEHKIATYPHI JIENT CIeIyeT PYKOBOJCTBOBATHCS MOJIOKEHUSIMH 00
AJMMHHCTpalMM paiioHa, €€ CTPYKTYPHBIX MOApa3feieHUsX, IOJO0XKEHHEeM 00 OTpacieBbIX
(pyHKIMOHANBHBIX) OpraHax AJMUHUCTpAallUM paiioHa, MITaTHBIM pacHUCaHUeM, IUIaHaMU |
oT4YeTaMH O paboTe, MepeyHsIMH TOKYMEHTOB C YKa3aHHEM CPOKOB MX XPaHEHMsI, HOMEHKJIATypaMu
JeNl 3a IpeaulecTByromue rofpl. M3yyaroTcs TOKYMEHTbI, oOpasyloliuecs B JAESITEIbHOCTU
AJMMHHUCTpAIM paiioHa UX BUbI, COCTAB U CO/IEPIKaHUE.

6.1.3.B  AnMmuHHCTpanmeil paiioHa COCTaBISIOTCS HOMEHKJIATYpPhl 1€ OTPaciieBbIX
(pyHKIIMOHANBHBIX) OpraHOB AJMHUHHCTpPAllMM palloHa M CTPYKTYPHBIX HOJpa3JesieHHH
AIMUHUCTpaluu paiioHa (Jajee - HOMEHKJIaTypa Jel CTPYKTYpPHOTO TOJpa3fesieHus)
(mpuinokenue 13) u cBoJIHAasi HOMEHKJIATYpa Aea AIMUHHCTpaluu paiioHa (puiioxkenue 14).

6.1.4 HomeHkiatypa Jie1  CTPYKTYpHOTO  TOJpa3[elIeHHs  COCTaBJISIETCS  JIMIIOM,
OTBETCTBEHHBIM 3@ BEJIECHUE JICJIONPOM3BOJACTBA, IPU METOAMYECKONW IIOMOIIM apXUBa,
MOJIMUCHIBAETCA PYKOBOJUTENEM TOJpa3feNieHuss M MPEACTaBIAETCS B apXUBHBIM OTAEN
AJMMHHCTpaIK paiioHa.

BHOBb coznanHOE MojpasieNieHne 00s13aHO B MECSIUHBIN CpOK pa3paboTaTh HOMEHKIIATYPY
JIEJ1 TO/Ipa3/IeJIEHUs U IIPEACTABUTh €€ B apXUBHBIN 0T/€1 AJIMUHUCTPALIMY paiioHa.

6.1.5.CBogHas HOMEHKJIATypa €71 COCTABJISETCS apPXUBHBIM OTAEIOM AJIMUHHUCTpAIUU
paiioHa Ha OCHOBE HOMEHKJIATYp J€J1 CTPYKTYPHBIX I1OApa3eICHUN.

6.1.6.CBonnas HOMEHKJIaTypa nen MOIITUCKHIBAETCS YIPaBJIAIOIIIM nejraMu
AJIMUHUCTpallMU paliOHa, COIVIACOBBIBAETCSI C OKCIEPTHOM Komuccuend (manee - OK)
AJIMUHUCTpAlUU paifoHa U yTBEPKAAeTCs pacrnopsbkeHneM AJMUHUCTpaluu paiiona. Ogopmiienue
rpuda yTBepkKIeHUS POU3BOJUTCS B COOTBETCTBHH ¢ 1. 3.3.2.9 HacTosmeit MHCTpyKIuH.

6.1.7.1locne yTBepkKIEHHS CBOJHOM HOMEHKIATYPHI JI€J CTPYKTYpPHBIE IOAPA3IACICHUS
AJIMUHUCTpallMU paiioHa [OJIy4aloT BBIIUCKA U3 COOTBETCTBYIOIIMX €€ pa3felioB s



HCIIONIb30BaHUs B padoTe.

6.1.8.CBogHas HOMEHKJIATypa JeN MevyaTaeTcsi B HeOOXOAMMOM KOJUYECTBE IK3EMILISPOB.
[TepBblii yTBEP>KACHHBIN 3K3EMIUIIP HOMEHKIIATYPhI el (opMupyeTcs B Jiele ¢ paclopsiKeHUIMHU
II0 OCHOBHOHM J€ATENILHOCTH, SBISETCA HPUIIOKEHHEM K PACHOPSUKEHHIO O €€ YTBEP)KICHHUU,
JIOKyMEHTOM IOCTOSIHHOI'O CpOKa XpaHeHus. Bropoii ucnons3yercs B kauecTse padouero. Tperuii -
IPUMEHSETCSA B apXUBHOM OTele AJAMUHUCTPAIMK palioHa.

6.1.9.CBogHas HOMEHKJIATypa JIe]1 B KOHIIE KaXJIOT0 rojla YTOYHSETCS, YTBEP)KIAETCs U
BBOJIUTCS B JieiicTBHE C | sIHBaps CIeAyIOILEro KaleHIapHoro roja.

6.1.10.Ha3BanusiMu pa3nesoB HOMEHKIATYpbl J€J SBISAIOTCS HA3BaHMUSI CTPYKTYPHBIX
noapasjeneHuil. B cBoxHONW HOMEHKJIaType nen pas3feibl paclojararoTcsi B COOTBETCTBUU C
YTBEPKACHHON CTPYKTYpOl AJIMUHUCTpALUU palioHa.

6.1.11.B HOMEHKnaTypy JeJ BKJIIOYAKOTCA 3arojloBKM  JieJI, OTpaKarollue BCe
JIOKYMEHTUPYEMBIE y4acTKH paboThl AJMUHHUCTpALUHU palioHa.

B HOMeHKaTypy Jies He BKJIIOYAOTCs NEePUOINYECKUE U3AaHus.

6.1.12.I'pad)pl HOMEHKIJIATYPHI JIeJ1a 3aMOTHSIIOTCS CIAESTYIOIUM 00pa3oM:

B rpadge 1 HOMEHKIATypbl Jies MPOCTaBIAIOTCA MHIEKChl KaXJOro Jeja, BKIYEHHOrO B
HOMEHKIatypy. WMHzaekc Jena cocTouT: U3 HOMEpa 10 KJIacCU(PHUKATOpy, OTPACIEBBIX
(pyHKIMOHANBHBIX) OPraHoB, CTPYKTYPHBIX  MOApa3feieHUd  AJMUHUCTpAlMM  pailoHa,
YCTQHOBJICHHOTO B  AJIMUHUCTpallMd paioHa, IUQPpPOBOro 00O3HAYEHHS CTPYKTYpPHOTO
HOJpa3/ieIeHus] U TOPSIKOBOTO HOMepa 3arojioBka Jiela II0 HOMEHKJIAType B Ipenenax
CTPYKTypHOTO moapasnencHus. Mumekcel aen obo3Hauvarorcss apadckumu mudpamu. Hampumep,
113-03-05, roe 113 - Homep mo kinaccudukaropy AAMUHHCTpanuu paiioHa, 03 - obo3HaueHue
CTPYKTYpPHOTO nojpasjencHus, 05 - mopsaKoBbl HOMEp 3arojoBKa Jieja 10 HOMEHKJIaType.

B HOMeHKIIaType /1l peKOMEHYeTCsl COXPaHATh OJMHAKOBbIE MHJIEKCHI Ul OJHOPOJIHBIX
Jell B Ipenenax pasHbIX CTPYKTYPHBIX TMOApA3JENECHUN; s MepexXoAsiiuX JAell HHIEKC
COXpaHseTcs.

B rpady 2 HOMEHKIATYpBHI JIeJl BKIFOYAIOTCS 3arojIOBKH JeNl (TOMOB, 4acTeil). 3aroioBok
Jienia JI0JKEeH 4eTKO, B 00001IeHHOM (hopMe oTpaxaTb OCHOBHOE CO/IEPIKaHUE U COCTaB IOKYMEHTOB
Jena.

He nonyckaercst ynorpe0ieHue B 3arojloBKe Jiejia HeKOHKPETHbIX (hopMynupoBok ('pas3Hble
MaTepuaisl", "ob1mas nepenucka” u T.J1.), @ TAaKXkKe BBOJHBIX CJIOB U CJIOKHBIX 000POTOB.

3aroJIoBOK  Jiela  COCTOMT M3  JJIEMEHTOB,  paclojaraéMbelx B CIELYIOLIEH
MOCJIEIOBATEIbHOCTU: Ha3BaHWE BUJA Jena (Mepenucka, XypHal U T.A.) WIM Pa3HOBUIHOCTH
JIOKYMEHTOB (TIPOTOKOJIBI, NMPHUKa3bl M T.A.); Ha3BaHWE OpraHa HCIOJHUTEIBHOW BIAcTH WIU
CTPYKTYPHOTO TIO/Ipa3ziefieHus (aBTOp JOKYMEHTa);, Ha3BaHUE OpTraHU3AIMH, KOTOPOH OymyT
a/JipecoBaHbl WJIM OT KOTOPOW OyAyT TMOJIydeHbl JOKYMEHTHI (aapecaT MM KOPPECIOHAEHT
JIOKYMEHTA); KpaTKoe cojepKaHHe JJOKYMEHTOB JeJjla; Ha3BaHME€ MECTHOCTHU (TEpPpUTOPHUH), C
KOTOPOH CBf3aHO CoOJiepXKaHHME JIOKyMEHTOB jeia; jJara (mepuoj), K KOTOPBIM OTHOCSTCA
JIOKYMEHTHI JIela.

B 3aronoBkax nein, coaep)Kalux AOKYMEHTBHI IO OJHOMY BOIPOCY, HO HE CBSI3aHHBIX
MOCJIEI0BATENbHOCTHIO UCTIOJHEHMS], B KAUECTBE BUJA JieNa yIoTpeOseTcs TEpMUH "TOKYMEHTHI",
a B KOHIIE 3arojloBKa B CKOOKaX YKa3bIBalOTCS OCHOBHBIE Pa3HOBUAHOCTH JOKYMEHTOB, KOTOpBIE
JIOJIKHBI OBITH CTPYIIIMPOBAHBI B Jieje (IUIaHbl, CIIUCKH, JOKJIAIbI U T.1I.).

Hanpumep: "/IoOKyMEHTBI O NPOBEIEHMM TEMaTHYECKMX BBICTABOK (IUIAHBI, CIIMCKH,
JTOKJIaJIbl, XapaKTEPUCTUKH 3KCIIOHATOB)".

B 3aronoBkax zen, coaepKaiux NepenucKy, yKa3bIBaeTCsl C KEM M 10 KAKOMY BOIIPOCY OHa
BEJIETCS.

B 3aronoBkax pnen, colepiKamMX IEPENUCKy C OJHOPOJHBIMH KOPPECIOHJEHTaMH,
MOCJIEIHUE HE YKa3bIBAIOTCS, a yKa3bIBaeTCs UX O0Illee BUJOBOE HA3BaHHUE.

Hamnpumep:

[Tepenncka co CTPYKTYpHBIMHU MOJpa3ACIICHUIMA AIMUHUCTpPAlMUA pailOHa MO OCHOBHOM
JESATEIBHOCTH.



B 3arosmoBkax [nen, coaep)KalluX IEpPENHuCcKy C Ppa3sHOPOJHBIMU KOPPECIOHJEHTaMH,
MOCJICAHUE HE NIEPEYUCIIAIOTCS.

Hanpumep:

Ilepenucka 006 opraHu3aluyd CEMHUHApOB U COBELIAHUHN IO BOIPOCaM JOKYMEHTHPOBAaHUS
YIPaBIEHUYECKON AESTEIbHOCTH.

B 3arosoBke nena ykas3bplBaeTCs KOHKPETHBIA KOPPECIOHACHT, €CIU IEPENUCKa BEAETCA
TOJIBKO C HUM.

Hanpuwmep:

[lepermmcka ¢ gemapramenToM AnmuHuctpanuu ['yoepnatopa wu IIpaBuTenbcTBa
Anrtailickoro Kpas IO BOIpPOCaM TIOCYIapCTBEHHOW ClyXObl M KaJpoB Kpas IO BOIpPOCAM
MOBBIIIICHUS KBATU(UKAIIIH COTPYAHUKOB.

IIpu o00603HaueHUM B 3arojOBKax Jel aJAMUHUCTPATUBHO-TEPPUTOPHUAIBHBIX EJHMHHUIL
YUNTBHIBAETCS CIIEAYIOIIEE: €CIU COJAEp)KAHME JieJa KacaeTcsl HECKOJIbKHUX OJHOPOAHBIX
aJIMMHHUCTPAaTUBHO-TEPPUTOPHAIIBHBIX €IMHULL, B 3aT0JIOBKE JI€JIa HE YKA3BIBAIOTCS X KOHKPETHBIE
Ha3BaHUs, a YKa3bIBaeTcs ux olliee BUI0BOE Ha3BaHHE.

Hanpuwmep:

[lepenucka ¢ rmaBamu  (AnMuHHCTpauuil) cenbcoBeToB PeOpuxuHckoro paiioHa
AnTalicKOro Kpas 0 COLMaIbHOM 3aIlUTE HAaCEJICHUS.

Ecnu conepkanue nena kacaercs OJHOM aJMUHHCTPATUBHO-TEPPUTOPUANBHON €IMHUIIBI
(HaceJleHHOT'O IIYHKTa), €€ (€ro) Ha3BaHUe YKa3bIBA€TCs B 3ar0JIOBKE JIeIa.

Hanpuwmep:

Ilepenucka c¢ nenaprameHToM Aamubuctpanuu ['yoepHaropa wu  IlpaButensctBa
AdnTaiickoro Kpas 1o BOIIPOCaM I'OCYJIapCTBEHHOM CIIy>KObl U KaJIpoB Kpas 00 y4yeTe U XpaHEHUU
LITAMIIOB.

B 3aronoBkax jein, copepiKalluxX IUIAHOBYIO MJIM OTYETHYIO JOKYMEHTAIUIO, YKa3bIBaeTCs
nepuo (KBapTal, rof), Ha (3a) KOTOPBIH COCTABJICHBI IIJIaHbI (OTYETHI).

Hanpuwmep:

I'omoBele OTYeTHI OTpacieBbIX ((YHKIMOHAIBHBIX) OPraHOB AJMHUHHCTpAaLUU pailoHa U
CTPYKTYPHBIX IOJIpa3esieHuil AJIMUHUCTpaLUU paioHa.

Ecnu neno Oyner cocTosATh M3 HECKOJIBKMX TOMOB WM 4acTeil, TO cocTaBisieTcsi oOIuit
3aroJIoBOK Jiea, a 3aTeéM MpU HEOOXOAMMOCTH COCTaBISIOTCS 3arojOBKH Ka)kJOro TOMa (YacTH),
YTOYHSIOUIME COAEP KAHKE 3ar0JIOBKa JEIa.

[Topsiok pacnosyioKeHusl 3ar0JI0BKOB JIEJI BHYTPH Pa3/IesioB U MOAPa3/esioB HOMEHKIIATYpPHI
JIEJT OIIPENIENSIETCS CTENEHBI0 BXKHOCTH JOKYMEHTOB, COCTABIISIIOIIMX JI€)1a, U UX B3aUMOCBsA3bI0. B
Hayaje pacroJlaraloTcsl 3aroJIoBKM JIeN, COJEp)KalluX OpraHU3alMOHHO-PACIOPIUTENbHYIO
JIOKYMEHTAIUIO.

3aroJI0BKH JIe] MOTYT YTOUHSTHCS B TIpoliecce popmMupoBaHusi U opopMIIeHUs JIe.

I'padpa 3 HOMEHKIIATYpBI J1€]1 3aM0JIHAETCS [0 OKOHYaHUU KaJIEHAapHOIo To/1a.

B rpade 4 yxaszpiBaeTcsi CpOK XpaHEHHUs [ela, HOMepa CTaTed M0 NEepeyHio, a Mpu
OTCYTCTBHM CpOKa XPAaHEHHs B JACUCTBYIOIIMX NEPEUYHSAX WM 3aKOHOAATENbCTBE Poccuiickon
®enepanuu oH omnpeaensercss DK oprana ncnoJHUTENbHOHN BiacTu 1o cornacoBanuto ¢ JI1K.

B rpage 5 T"Ilpumeuanue" yKa3bIBAalOTCS Ha3BaHME IMEpeyHEeld JOKYMEHTOB,
MCIIOJIb30BAaHHBIX MPU ONPEJEICHUH CPOKOB XPaHEHHUs JIeJl, IPOCTABISAIOTCS OTMETKU O 3aBEJICHUU
Jen, O MepexoAsmux Jaenax (Hampumep, nepexomsmee ¢ 2019 roma), o BbIAENIEHHH A€ K
YHUUTOXKEHUIO, O JIMIaX, OTBETCTBEHHBIX 3a (POPMHUpPOBAHUE €N, O Meperade Jesl B APYyroil opraxn
MECTHOI'O CaMOYIIPABJICHUS I IPOJOJIKEHUS U JP.

6.1.13.Ecnmu B Teyenme TrTOma B AJIMHHHCTpAallMd paldoOHa BO3HHUKAKOT HOBBIE
JOKYMEHTHPOBAaHHbIE YYaCTKH pabOThl, HE MPETyCMOTPEHHBIE JIe1a, OHU JTOTIOJIHUTEIIBHO BHOCSTCS
B HOMEHKJATypy. [lisi BHOBb 3aBOJUMBIX €]l B KaXJOM pa3jiesie HOMEHKIATyphl OCTaBIISIFOTCS
pe3epBHBIE HOMEpA.

6.1.14.Il0 oxoH4YaHMM TOja B KOHIIE HOMEHKJATYpbl AEJI JIE€JAeTCS WTOroBas 3alKCh O
KOJIMYECTBE 3aBEJCHHBIX JIEN (TOMOB).



6.2.®opmupoBanue, opopmiieHHe [1eJ1 M UX TeKylllee XPaHEeHHe

6.2.1.®@opmupoBaHue Jei - TPYNNHUPOBKA HMCIOJHEHHBIX JOKYMEHTOB B Jiela B
COOTBETCTBUM C HOMEHKJIATYPOH JI€] U CUCTEMATU3alUs JOKYMEHTOB BHYTPHU JEJIa.

6.2.2.JIena hbopmupyroTcs B AIMUHUCTpAIIMU palioHa, KaK MPaBHIIO, ACIIEHTPAIN30BaHO, TO
€CTh B CTPYKTYPHBIX MOJPA3eCHIIX HIIM OTPACIEBbIX ((PYHKIIMOHAIBHBIX) OpraHax.

6.2.3.VcrioHeHHbIE IOKYMEHTHI TOJDKHBI B 15-THEBHBINM CPOK CIABAThCS UCIOJHUTENIEM, B
3aBUCUMOCTH OT IPHUHATON CHCTEMBbl BEICHHS [JEJIONPOM3BOJCTBA, JIMIIAM, OTBETCTBEHHBIM 3a
BEJICHHE JICIIOMPOU3BOJICTBA B CTPYKTYPHBIX MOJApa3ieieHUsIX, A (POPMUPOBAHUS UX B Jieia.

6.2.4.KouTposib 3a TpaBUIBHBIM (DOPMUPOBAHHEM JIEJI OCYIIECTBIISCTCS YIPABISIOUINM
JenaMu AJIMUHHUCTpAIMU panoHa.

6.2.5.1lpn opMupoBaHUHM eI HEOOXOIMMO COONIOATh CIEAYIOIME OOIIUe IpaBHia:
MOMeIaTh B JIeJ0 TOJbKO MCIIOJHEHHbIE JOKYMEHTBHI, B COOTBETCTBHHM C 3arojIOBKaMHu JeJ IO
HOMEHKJIaType; IPYNIIUPOBaTh B JIEJIO JOKYMEHTBI OJHOIO KaJIEHJAPHOIO I'0Ja, 32 UCKIIOUEHUEM
NEePEeXOAlMX JIed; pa3lieibHO TPYNIUpPOBAaTh B Jea JTIOKYMEHTHI IOCTOSSHHOTO U BPEMEHHBIX
CPOKOB XpaHEHHS; NOMEIaTh B Jejia KCEPOKONMUU (akcorpamm, TeaeQOHOTrpaMMbl Ha OOIIMX
OCHOBaHUSX; B JIEJI0 HE JOJDKHBI MOMENIaThCs JOKYMEHTHI, MOJUIeKallie BO3BpaTy, JIMIIHUE
AK3EMIUIAPHI, YEPHOBUKH; 10 00BEMY JI€I0 HE AODKHO mpeBbimath 250 snmctoB. [Ipu Hammuum B
JieJie HECKOJBKUX TOMOB (4YacTeil) MHAEKC M 3arojIOBOK Jejia MPOCTABISAIOTCS HAa KaXKIOM TOME C
nobasnennem "1.1", "1.2" 1 T.1I.

6.2.6.JlokyMeHTBI BHYTpH JI€JIa PacloiaraloTcsi B XpOHOJIOTUYECKOM, BOIPOCHO-TOTUYECKON
MOCJIEZI0BATENbHOCTH WJIM UX COUYETAaHUU.

PacniopsimuTtenbHble TOKYMEHTHl TPYNIUPYIOTCS B Jieja MO BUJAM M XPOHOJOTHH C
OTHOCSIIIAMHUCS K HUM TTPHIIOKCHUSIMH.

Bce mokymMeHTHI OTYETHOro M HWH(GOPMALMOHHOTO XapakTepa MO HCIOJIHEHHIO aKTOB
BBIILIECTOSIIIIUX OPraHOB BJIAaCTH, HAXOMAAIIMXCS Ha KOHTPOJIE, OAIIMBAIOTCS B 3aBEJEHHOE HA 3TOT
akT naeno. Eciam Ha akT Aeno He 3aBOJWIIOCH, TO OTYETHBIC JIOKYMEHTHI IMOAIIMBAIOTCA B JEJIO
NEPENUCKH TOCTOSHHOTO CPOKA XPaHEHMsI 3a TEKYIIHM To1.

JIOKYMEHTBI KOJIJIETUH TPYIIUPYIOTCS B JBa Jieja: MPOTOKOJBI U PEIICHUs KOJIJIETUU;
JIOKYMEHTBI K 3aCe/laHUsIM KOJUIETHH.

[TonoxkeHus, MTHCTPYKINH, YTBEPKACHHBIE PACTIOPAIUTENbHBIMU JOKYMEHTAMH, SBISIOTCA
MIPHIOKEHUSIMU K HUM U TPYIIITUPYIOTCS BMECTE ¢ YKa3aHHBIMU JIOKYMCHTAMH.

PacriopsbkeHusi, mpukasbpl 10 OCHOBHOM JI€ATENbHOCTH, KaJpOBBIE U JIp. TPYHNIUPYIOTCS
OTJIENbHO.

IIpoToKoJIBI B €€ PACIIONATalOTCS B XPOHOJIOTHYECKOM MOPSIIKE 110 HOMEpaM. JIOKyMEHTBI
K TMpPOTOKOJaM, CrPYHNIIUPOBAaHHbIE B OTHEIbHBIE Jl€Jla, CUCTEMATU3UPYIOTCS IO HOMepam
IIPOTOKOJIOB.

YTBepKIeHHBIC TIaHBI, OTYETHI, CMETHI, TUMHUTHI, TUTYJIHHBIC CITUCKH U JIPYTHE JTOKYMEHTBI
TPYNIHUPYIOTCS OTAEIBHO OT IPOEKTOB.

JIOKyMEHTBI B JIMYHBIX JI€JaX pPaclojaraloTcs MO Mepe UX MOocTyIuleHus. Benenue nen
MYHHUIIMMIATBHBIX ~ CHYXKAIlMX  OCYIIECTBISETCS B COOTBETCTBUU  C  JCHCTBYIOLIUM
3aKOHOJATEILCTBOM.

[lepenncka rpymnmupyercs, Kak TMpaBuUjio, 3a TMEPUOJ KaJeHJAapHOro Trojaa U
CUCTEMATHU3UPYETCS. B XPOHOJIOTMYECKON MOCIEI0BaTENIbHOCTH; JOKYMEHT-OTBET MOMEIAeTCs 3a
JOKYMEHTOM-3arpocoM. Ilpu BO30OHOBIEHHMHM TEpPENMCKH IO  ONPEAEICHHOMY BOIPOCY,
HayaBILEHCS B MPEIbIAYIIEM IOy, JOKYMEHThI BKIIOYAIOTCS B JI€JI0 TEKYILEro rojia ¢ ykazaHUEM
MHJEKCa Jiea NPEAbIAYIIETo roia.

6.2.7.Jlena opraHa MCHOJHUTEIBHON BJIACTU MOAJEKAT OPOPMIICHUIO NMPU UX 3aBEACHUU U
no 3aBepiieHuu roga. OcdopmieHue aena - MOATOTOBKA Jena K xpaHeHuto. OdopmieHue nena
BKJIIOUAeT B ce0sl KOMIUIEKC paboT MO OMUCAHMIO Jejia Ha O0JIoXkKKe, OpOIIOpOBKe, HyMepalun
JMCTOB U COCTABJICHHIO 3aBepUTeNbHON Hagmucu. OdopmieHue aen NpOBOAUTCS COTPYAHUKAMHU
COOTBETCTBYIOIIUX CTPYKTYPHBIX MOAPA3JEICHUN MPU METOJUYECKON MOMOIIU U MOJ KOHTPOJIEM
ApXUBHOTO OTJeNa AJMHUHHUCTPAINH paiioHa.



6.2.8.B 3aBUCMMOCTM OT CpOKOB XpaHEHHUs IPOBOJAUTCS IIOJHOE WM YaCTUYHOE
odbopmiienue nen. [lomHomy ohopMIIeHHIO TTOAJIEkKAT Jeiia MOCTOSTHHOTO, BpeMeHHOTO (CBbIme 10
JIeT) XpaHeHus ¥ 10 JTUYHOMY cocTaBy. [lonHOE odopmiieHHe fena npeaycMaTpuBaet: opopmieHue
PEKBU3UTOB OOJIOXKKHU JeJia MO yCTaHOBJIEHHOHN (opme (mpuiokeHue 15); Hymepanuio JHCTOB B
JIeNie; COCTaBIICHUE JIMCTa-3aBepUTeNs jena (mpuiaoxkeHue 16); cocTaBieHHE B HEOOXOIMMBIX
ClIy4asiX BHYTPEHHEH ONUCH JOKYMEHTOB Jena (mpuiiokeHue 17); MOALIMBKY M IMEpeIuieT Jena;
BHECEHHE HEOOXOTUMBIX YTOUHEHHH B PEKBU3UTHI OOJIOKKH JeTIa.

6.2.9.006105kKa Jena MoCTOSTHHOTO, BpeMeHHOTO (cBbIie 10 j1eT) XpaHEHUsI U 10 JTUYHOMY
coctaBy oopmiIsieTcs M0 yCTaHOBJICHHOH ¢opme. Ha 00okke aena yKa3bIBarOTCS PEKBU3HTHI:
HAUMEHOBAaHME  OpraHa  MECTHOIO  CaMOYIIpaBJICHMUS, HAaUMEHOBAaHHE  OTPACIIEBOIO
(pyHKIIMOHANBHOTO) OpraHa, CTPYKTYPHOTO IMOJpPAa3/eieHUs; UHICKC Jesa; 3aroJIOBOK Jefa; jJara
nena (ToMa, 4acTH); KOJIMYECTBO JIUCTOB B JIeJIe; CPOK XpaHEHHUs Jiea; apXUBHbBIN mudp aena.

PexkBu3NTHI, MpocTaBisieMble HAa OOJIOKKE Jelia, OPOPMISIFOTCS CIECIYIOIIMM 00pa3oM:
HAaUMEHOBAHME OpraHa MWCIOJHUTEIbHON BJIACTU YKA3bIBAETCSl IMOJIHOCTHIO B HMEHUTEIBHOM
najsiexe, € YyKazaHueM OQHUIMAIbHO MPHUHATOTO COKPALICHHOTO HAaMMEHOBAHUSA, KOTOPOE
YKa3bIBae€TCs B CKOOKax IIOC/ie IIOJIHOTO HAaMMEHOBAaHUS, HAMMEHOBAaHUE CTPYKTYPHOTO
MOJPA3/ICICHUs] - 3alMCHIBACTCS HA3BaHHME CTPYKTYPHOTO IIOJAPA3/ICICHUS B COOTBETCTBHH C
VTBEPKACHHON CTPYKTYpPOW; MHJAEKC Jeja - MpocTaBisiercs HudpoBoe 00O3HAueHUE Jena Io
HOMEHKJIaType Jiel AJIMUHUCTpAIMK PailOHA; 3aroJIOBOK JeNla - MEPEHOCUTCS U3 HOMEHKIATYPHI
nen AnMuHHCTpanuu paioHa, corniacoBanHoi ¢ OIIK; gata gena - ykaspiBaercs roji(bl) 3aBeACHUS
M OKOHYaHHUS Jiena B JeJNONpou3BoJCTBe. JlaToil 1en, coaepikalMx —paclopsIuTeIbHYI0
JIOKYMEHTAIUIO, a TaKXKe AJIS JIeJI, COCTOSIIIUX U3 HECKOJIBKUX TOMOB (4acTeil), IBISIOTCS KpaiHue
JaThl JOKYMEHTOB Jieja, T.€. JaThl (YMCJIO, MECSI, T'0J) PETUCTpanuu (COCTaBJIEHHUS) CaMoOro
paHHEro W C€aMOro IIO3JHEr0 JOKYMEHTOB, BKIIIOUEHHBIX B Jeno. [Ipu 3ToM uucno u roa
0003Ha4Yar0TCs apabckuMu nudpaMu, Ha3BaHUE MECSIIA MTUIISTCS CIIOBAMHU.

B nensx obecrieueHus: COXpaHHOCTU U 3aKPEIUICHUsSI MOPSIIKA PACHIOI0KEHHUS JOKYMEHTOB,
BKJTIOYECHHBIX B JI€JIO, BCE €T0 JIMCTHI, KPOME JINCTA 3aBEPUTEIISI U BHYTPEHHEH OMUCH, HyMEPYIOTCS.
JIucTel HyMepyrTCs MPOCTHIM KapaHJamoM, HU(PBI MPOCTABISAIOTCA B MPABOM BEPXHEM YIIy
JHCTA.

JIuCThI A€, COCTOSIINE U3 HECKOJIBKUX TOMOB WIIM YaCTei, HyMEPYIOTCS MO0 KaKJIOMY TOMY
WJIN 9aCTH OTIEIBHO.

dororpaduu, dYepTekKH, AUATPAMMBI U JAPYrUe WIUTIOCTPATUBHBIE U clenuduyeckue
JOKYMEHTBI, TIPEJICTABIIAIONINE CAMOCTOSTEIBHBIA JHCT B Jiee, HYMEpYIOTCS Ha OOOpPOTHOU
CTOPOHE B JIEBOM BEpXHEM YTIIy.

[MommmTeie B €O KOHBEPTHI C BIIOKCHUSIMH HYMEPYIOTCS: CHadajla KOHBEPT, a 3aTeM
OuYepeHBIM HOMEPOM KaXJ10€ BJIOXKEHHE B KOHBEPTE.

[Tocne 3aBepmieHHs HyMEpalMd JHCTOB COCTABIISICTCS 3aBEPHUTEIbHAS HAIINCh, KOTOpas
pacrosaraeTcsl B KOHIIE Jiena. 3aBepuTebHas HaAMUCh COCTABISIETCA B JIefie Ha OTJEIbHOM JIHCTE -
3aBepuTene jaena. B 3aBepuTenbHON Haanmucu HM@PpaMyd U MPONUCHIO YKa3bIBAE€TCS KOJIMYECTBO
JHMCTOB B JJAHHOM JieJie, OCOOCHHOCTH OT/IEIbHBIX JOKYMEHTOB (d4epTexH, GpoTorpaduu, pucyHkd U
T.IL.).

3aBepuTenbHas HAAMUCH TMOANUCHIBACTCS €€ COCTaBUTENIEM C YKa3aHHeM paciiu(poBKU
MOJIKCH, JOJDKHOCTH W JaThl cOCTaBieHHs. KOIM4ecTBO JHMCTOB B Jiele MPOCTABISETCS Ha
00JI0KKe J1eJia B COOTBETCTBHUHU C 3aBEPUTEIILHON HAITUCHIO.

PexBu3uT "cpok xpaHeHHs nena" TEPEHOCHTCS Ha OOJIOXKKY Jejia M3 COOTBETCTBYIOIICH
HOMEHKJIATyphl JIeJ TMOCJe CBEPKH €ro CO CPOKOM XPAaHEHUs, YKa3aHHBIM B IE€pPEeYHE THIIOBBIX
JOKYMEHTOB WJIM B TIepeyHe JOKYMEHTOB, OOpa3yIOIIUXCsi B JIEATEIFHOCTH OpraHa
WCTIOTHUTENILHOM BJIACTH, C YKa3aHUEM CPOKOB XpaHEHHUSI.

Ha nenax moctostHHOrO Xpanenus numercs: " XpaHUTh NOCTOSHHO'.

ApxuBHblii mdp mena (Homepa ¢GoHIA, ONUCH, Nela) Ha OOJIOKKAX el MOCTOSHHOTO
XpaHEHHS MTPOCTABISIETCS B BEAOMCTBEHHOM apXUBE TOJBKO MOCTIE BKIFOUSHHS 3TUX JIENT B TOIOBBIC
paszensl CBOAHBIX onuceil, yrBepxkaeHHbIX JI1K (10 3TOro oH mpocrapisieTcs KapaHIaamoMm).



[To okoHYaHMHU TOJAa B HAAMKCH HA OOJIOXKKAX JEJI TOCTOSHHOTO U BpeMEeHHOTo (cBbimie 10
JEeT) XpaHEHHUs BHOCATCA YTOYHEHHUS: IPU HECOOTBETCTBUU 3arojiOBKa JeJ1 Ha OOJOXKKe
COJIEP’KaHUIO MOAIIUTHIX JOKYMEHTOB B 3ar'0JIOBOK Ji€J1a BHOCSATCS U3MEHEHUS U JIOTIOJIHEHMSL.

6.2.10.JIn1 yyera JOKYMEHTOB ONPEACICHHBIX KAaTErOpHil MOCTOSSHHOIO M BPEMEHHOIO
cpokoB (cBbime 10 JeT) XpaHEHHUs, Yy4YeT KOTOPHIX BBI3BIBACTCSA CHEHU(PHUKONW TaHHOH
JOKyMeHTaluu (0co00 IeHHble, JM4YHbIE Jela M T.JA.), COCTaBSIeTCS BHYTPEHHAS OIMCH
JIOKYMEHTOB Jiea.

BHyTpeHHs ONHCh JOKYMEHTOB J€ja COCTaBJIAETCA TaKKe Ha Jejla IOCTOSHHOIO U
BpeMmeHHoro (cBbime 10 Jser) XpaHeHHs, €cid OHHU C(HOPMHPOBAHBI IO PA3HOBHIHOCTSIM
JIOKYMEHTOB, 3arOJIOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COACPKAHUE TOKYMEHTOB.

Heo0xoauMocTh cOCTaBneHHs BHYTPEHHEH OMNHMCH JOKYMEHTOB Jiela OIpEeNessieTcs
MHCTPYKLMEN IO BEJCHMIO JEJIONPOU3BOACTBA B AJIMHMHHUCTpAlMM paiioHa. BHyTpeHHss omnuch
COCTaBIIIETCSI HA OTAEIHHOM JIMCTE MO YCTAaHOBIICHHOH (hopMe, KOTOpas COIEPKHUT CBEACHHS O
IOPSIIKOBBIX HOMEpaxX JOKYMEHTOB Jiela, UX UHJIEKCax, 1aTaX, 3aroJJOBKaXx U HOMEpax JIMCTOB J€a,
Ha KOTOPBIX PAaCIHOJIOKEH KaXIbld NOKYMEHT. K BHYTpEHHEH ONHUCH COCTABISETCS HUTOTrOBas
3allUCh, B KOTOpPOW YyKa3blBaeTcs LU(paMH U MPONMCHIO KOJIUYECTBO BKIIOYEHHBIX B HeEe
JIOKYMEHTOB M KOJIMYECTBO JINCTOB BHYTPEHHEW OMMCH.

BHyTpeHHs1 OnuCh JOKYMEHTOB Ji€ja IIOJIMCBIBAETCS COCTABUTENEM C YyKa3aHUEM
pacmuppoBKY MOANKCH, JOHKHOCTH M JaThl COCTABJICHUS ONMUCH. ECIU 1ero yke meperieTeHo u
MOJLIMTO, TO 3aBEPEHHAsl COCTABUTEJIEM BHYTPEHHss OIUCH JOKYMEHTOB J€Jla MOJKICUBAECTCS 3a
BEPXHUI Kpall K BHyTPEHHEN CTOPOHE JIMLEBOM 00JI0KKH Jiena.

6.2.11./IoKyMEHTBI, COCTABJIAIOIIKE JEJI0, MOAMNBAIOTCSA HAa YEThIPE NPOKOJA B TBEPILYIO
00JI0KKY M3 KapTOHA WJIM MEPEIIETAIOTCS ¢ Y4ETOM BO3MOXHOTO CBOOOJIHOIO YTEHHUS TEKCTA BCEX
JOKYMEeHTOB. Ilpm NHOAroTOBKE 1€l K MOAIIMBKE (MEperieTy) MEeTaNIM4ecKue CKperyIeHus
(OymaBKkH, CKPETKHN) U3 JOKYMEHTOB YIAJISIFOTCS.

Jlena BpemeHHoro (mo 10 seT BKIIOUMTENBHO) XpaHEHHsI MAOIYCKAeTCs XpaHWUTh B
CKOPOCIIMBATENSAX, HE MPOBOJUTH IEPECUCTEMATH3alUI0 JOKYMEHTOB B JI€Jie, JMCTHI Jejla He
HyMEpOBaTh, 3aBEPUTEIIbHBIC HAIIUCU HE COCTABIISATD.

6.2.12.C MmoMeHTa 3aBeIeHUsI U 10 Mepefaun B apXUBHBIA O0TJen AJMUHHMCTpAIMK pailoHa,
Jiefia XpaHATCs 110 MECTY UX (POPMUPOBAHMSL.

PykoBonuTtenu orpacieBblX ((QYyHKIIMOHAJIBHBIX) OPraHOB M CTPYKTYPHBIX MOJpa3AeieHHUM
AJIMMHHCTpallMM paiioHa W COTPYIHHUKH, OTBEYalOIIMe 3a JIeJIONPOU3BOJCTBO, OOS3aHBI
o0ecneunBaTh COXpPaHHOCTh JOKYMEHTOB U JIEJI.

Jlena, Haxopsmuecs B pabounMx KOMHATax U CIEHUAIBHO OTBEJIEHHBIX JUId 3TOH IeNu
MOMEILEHUAX, PaclojaraloTcs B BEPTHUKAIbHOM IOJIOXKEHUH KOPEIIKAMHU HapyXy B 3alHpaeMbIX
mkadax, o0ecreurBaOIUX UX MOJIHYI0 COXPaHHOCTh, MPEAOXPAHSIONNX JOKYMEHTbI OT MBLIH U
BO3/ICIICTBUS COJTHEUHOTO CBETA.

B 1nensx mNOBBILIEHHS ONEPAaTUBHOTO IIOMCKAa JOKYMEHTOB [€Jla PpacIoJlararoTcsl B
COOTBETCTBUU C HOMEHKJIaTypoil nen. HomeHknarypa aen win BeIMCKAa U3 Hee MOMeNaeTcs Ha
BHYTpEHHEH cTOpoHe MIKada.

Ha xopemikax o0n0XeK /1€ yKa3bIBAIOTCS MHEKCHI 10 HOMEHKJIAType. 3aBepllIeHHbIE Jerna
MOCTOSIHHOTO U J0JroBpeMeHHoro (cBwiiie 10 J1eT) CpOKOB XpaHEHUs XpaHATCA MO MECTy HX
(dbopMupOBaHUS B TE€UEHUE ABYX JIET, a 3aTEM CIAIOTCS B apXUB OpraHa UCIOJHUTENIbHOM BIIaCTH.

6.2.13.Bpijaua nen OpyruM IMOAPA3JENECHUSM MPOU3BOAUTCA C Pa3pellEHUs apXUBHOIO
oTnena AJMMHHMCTpalMM paiioHa. Bbigaua nen coTrpyaHukaMm moapasfeneHuil uist paOoThl
OCyIIeCTBIsIeTCS MoA pacnucky. Ha BblmaHHOE €50 3aBOAUTCS KapTa-3aMecTUTeNlb. B Hel
yKa3bIBaeTCs OTpacieBoi ((PyHKIMOHAIbHBIN) OpraH WM CTPYKTYPHOE MOApa3JieleHue, UHIEKC
Jiena, faTa ero BblJaud, KOMY JIEJIO BBIAAHO, JJaTa €ro BO3BpAIECHUs, MPEAyCMaTPUBAIOTCS Tpadbl
JUISL paCMCOK B MOJIYY€HUHU U TIpUEME JIena.

Jlena  BBIJAIOTCA  BO  BPEMEHHOE  IOJb30BAHUE  COTPYAHHMKAM  OTPAaCiIEBOIO
(pyHKIMOHATBHOI0) OpraHa WIH CTPYKTYPHOIO MOJpa3/AeieHHs] Ha CPOK He OoJiee 0JIHOTO Mecsla.
[Tocne ucreueHus ykazaHHOTO CpOKa JIEJI0 TOJHKHO OBITh BO3BPALIEHO Ha MECTO €r0 XpaHEHHUs!.



CTOpOHHHMM OpraHu3alusM Jiefia BBIJAIOTCS Ha OCHOBAHMM WX MHCHbMEHHBIX 3alIPOCOB C
pas3pelieHus TJaBbl MECTHOTO CaMOYIIPaBJICHUsI pailoHa WM 3aMECTUTENS TJIaBbl AIMUHUCTPALUN
paiioHa, kypupytomiero ciyx0y JI0OY, mo akram.

W3paTve NOKYMEHTOB U3 JeNl MOCTOSIHHOTO XPaHEHHs JOMYCKAeTCs B HCKIIIOUUTENbHBIX
CIIy4asiX U MPOU3BOJUTCS C Pa3peILIEHUs IVIaBbl MECTHOTO CAMOYIIPABJIEHUs paiiloHa C OCTABIEHUEM
B JIeJie 3aBePEHHON KOIUU IOKYMEHTA U aKTa O MPUYMHAX BbIAAYU MOIMHHUKA.

6.3.IToaAroTOBKA JOKYMEHTOB M JIeJI K Nlepeaye HA apXUBHOE XpaHeHHe

6.3.1.IlogroroBka JOKYMEHTOB M [Ie1 K IIepedadye Ha apXuUBHOE XpaHEHUE W Ha
YHUUTOXEHHUE MTPEAYCMATPUBACT:

JKCIIEPTHU3Y EHHOCTU JOKYMEHTOB;

odopmiieHHE AeT;

COCTaBJICHHE OIMUCEH el O pe3ysibTaTaM dKCIEPTU3bl UX LIEHHOCTH; COCTABJIEHUE aKTOB Ha
YHUYTOXKEHUE JOKYMEHTOB U JIeJl C UCTEKITUMHU CPOKAMU XPAHECHUSI.

6.3.2.JIn1 opraHu3aMyl ¥ TMPOBEACHUS OKCIEPTH3bl ILIEHHOCTH JOKYMEHTOB B
AIMUHUCTpallMu  palioHa CO3JaeTCsl IOCTOSIHHO  JEHCTBYIOLIAs  OKCIEPTHAs KOMMCCHS,
JIEHCTBYIOIAs HA OCHOBAHMHM IOJIOKEHHUS, YTBEPIKIAEMOTO T1aBoi parioHa; ITonoxenue 06 9K mo
€ro yTBEPXAECHMSI IOJUICKUT COTJIACOBAHUIO C HAYaJIbHUKOM apXUBHOIO OTAENa AJIMUHUCTpALUU
paiioHa.

6.3.3.0kcnepTu3a IEHHOCTH JIOKYMEHTOB IIOCTOSIHHOTO M BpPEMEHHOI0 XpaHEHUs
OCYIIECTBIISIETCSI €XKErogHO B OTpacieBbiX ((QYHKIMOHAJIbHBIX) OpraHax U CTPYKTYPHBIX
MoApa3ieiecHusX AJMHUHHCTpAllMd paidioHa pabOTHHKAaMH, OTBETCTBEHHBIMU 32 BEJICHHE
JEIONPOU3BOJCTBA, cOBMeCcTHO ¢ DK mox MeTroanuyecKuM pyKOBOJCTBOM AapXHBHOTO OTIENa
AJIMUHHCTpalMU paiioHa;

[Ipn mpoBeneHUM OHKCIEPTU3bl IIEHHOCTH JOKYMEHTOB OCYIIECTBISETCS OTOOp Jen
IIOCTOSSHHOTO UM BpeMeHHOro (cBeimie 10 1er) XpaHeHus JUisl Nepejaud B apXUBHBIM OTAeN
AJIMUHUCTpALUU paiioHa; 0TOOp JeN ¢ BpeMEHHBIMH CpoKaMu xpaHeHus (10 10 neT) u ¢ moMeTkoin
"Jlo MuHOBaHMS HaJOOHOCTH'", TOJUIEKAIIMX JaJbHEUIIEMY XpPAaHEHUI0 B  OTPACIEBBIX
(pyHKIMOHANBHBIX) OpraHax W CTPYKTYPHBIX MOJApa3JeeHUIX AJIMHHUCTpAIMK paiioHa, a Takke
BBIJICJICHHE K YHUUTOXXCHHIO JIEJT 32 MPEIbIIYIINE TOAbl, CPOKH XPAHEHUS KOTOPBIX UCTEKIIH;

6.3.4.0100p MOKYMEHTOB /Ui TOCTOSHHOTO XpaHEHHUS MPOBOAUTCS B COOTBETCTBUHU C
HOMEHKJIATypO# Jesl AIMUHHUCTPALMU palioHa.

OT160op MOKYMEHTOB ISl TIOCTOSSHHOTO XpaHEHUs MPOBOJUTCS Ha OCHOBAHHUU TEpeUHEen
JIOKYMEHTOB C yKa3aHHEM CPOKOB MX XPaHEHHUS U HOMEHKJATYphl Jel AIMUHHUCTpAIMUA palioHa
BJIACTH IMyTEM IMOJMCTHOIO MPOCMOTpa Jied. B enax moCTOSHHOrO XpaHEHUs IMOJIeKAT U3bSATUIO
JIyONeTHBIE AK3EMIUISIPhl JOKYMEHTOB, YEPHOBUKH, HEO(OPMIICHHBIE KOTHU JIOKYMEHTOB M HE
OTHOCSIIIMECS] K BONPOCY JOKYMEHThl C BPEMEHHBIMU CpPOKaMH XpaHeHHs. (OKOHYaTelbHOE
penieHue mo pe3yjbTraraM dKCIEPTU3bl IIEHHOCTH JOKYMeHTOB npuHumaetr JIIK Aamunucrparm
paiioHa.

[lo pesynpTaTam 5SKCHEPTHU3Bl ILIEHHOCTH JIOKYMEHTOB COCTABJISIFOTCS ONHCH  Jel
MOCTOSTHHOTO, BpeMeHHOro (cBbiie 10 7eT) XpaHeHus W Mo JUYHOMY COCTaBY, a TakKe aKThl O
BBIJICJICHUH JIeTT K YHUYTOXEHUIO.

6.3.5.0nucCh Aen - apXUBHBIMA CIIPAaBOYHMK, COJEPKAIIUNA CUCTEMATU3NPOBAHHBIN MEpEeYeHb
eIIMHUI XpaHEHUsI apXUBHOTO (OHMAA, KOJUICKIIUU TPETHA3SHAUYCHHBIN JIJIT UX y4eTa U PACKPBITHS
conepkanus. OTAenpHas ONMUCH MPEJCTABIAET OO0 MepeueHb AeNl ¢ CaMOCTOSTENIbHON BaloBOM
(MopsiIKOBOM) 3aKOHUYEHHOM HyMepaluen.

Ornucu coCTaBISAIOTCS OTAENBHO HA Jiena, TOKYMEHTHI:

MTOCTOSIHHOTO CPOKa XpaHEeHHUS,

BpeMeHHBIX (cBbIIe 10 JIeT) CpPOKOB XpaHEHHUS;

0 INYHOMY COCTaBY;

XapaKTepHbIe TOJIBKO /ISl JAHHON opraHu3aiuu (CyJaeOHbIe 1ea, MaTepHalibl YTOJIOBHBIX JEl,
Hay4YHBIE OTUYETHI 10 TEMaM).

AHaJIOrMYHbIE OMKICH COCTABIISIIOTCS Ha 3JIEKTPOHHBIE JIeJa, IOKYMEHTHI.



6.3.6.B AnMuHHCTpanuu paiioHa B KaXJOM OTpaciieBoM ((yHKIHMOHAILHOM) OpraHe M
CTPYKTYPHOM MOApa3JeleHNH ONUCH Ha Jiejla MOCTOSHHOIO XPAHEHHsI COCTABISIOTCS €KEroJHO
[0/l HEINOCPEACTBEHHBIM METOJUYECKMM PYKOBOJICTBOM apXUBHOIO OTAENla AJMUHUCTpALUU
paiiona. I1o 3TUM onucsaM TOKYMEHTBI CIAIOTCS B apXUBHBIN OTAEI AIMUHUCTPALUU pailoHa.

Onmcu fen, TOATOTOBJIEHHBIE OTPAcieBbIMH  ((PYHKIMOHAIBHBIMH) OpraHaMHd H
CTPYKTYPHBIMU IIOJIpa3/I€JCHUAMH, CIyKaT OCHOBOM s MOATOTOBKM CBOJHOW ONMCU Jel
AJMUHUCTpaALUy paiioHa, KOTOPYIO TOTOBUT apXUBHBIM OT/I€]1 AIMUHUCTpALlUU palioHa.

6.3.7. Onmcu 1en, JOKYMEHTOB COCTABILIFOTCS IO YCTaHOBJICHHOH (opme (mpuitoxenus N
17, 18, 19, 20, 21) u cocTOAT W3 OMHUCATEIBbHBIX CTAaTeH CAMHUI] XPAHCHHUS, UTOTOBOW 3aIliCH,
JMCTa-3aBEpUTENIS M CIIPABOYHOIO alapaTa K OIMCH.

OmnwucarenpHas CTaThsl OIMKCH A€ OTPAcsIeBOro ((hyHKIMOHAIBHOTO) OpraHa U CTPYKTYPHOTO
HOJpPAa3/IeIEHUs] UMEET CIIEYIOLINE 3JIEMEHThI: MOPSAAKOBBII HOMEp Jiesia (TOMa, YacTu) M0 ONMCH;
MHJIEKC Jiena (ToMa, YacTH); 3aroJIoBOK Jiena (ToMa, 4YacTH); Jara jena (Toma, 4acTh); KOJIU4YEeCTBO
JIMCTOB B JieJie (TOME, YaCTH); CPOK XPaHEHUs Jiena.

[Ipu cocraBneHMHM ONHUCH Il COOJIOJAIOTCA CIEAyIoIIne TpeOOBaHUA: KaKIOe Jelo
BHOCUTCSI B OIUCh II0Jl CaMOCTOSITEJIbHBIM MOPSAKOBBIM HOMEPOM (€CiIU JIeJI0 COCTOMT U3
HECKOJBKMX TOMOB (YacTeif), TO KaXXIblii TOM (4acTh) BHOCUTCS B OIUCH IMOJ CaMOCTOSTEIbHBIM
HOMEpPOM; MOPAJOK HyMepalMuu A€l B OMMCU - BaJOBOH; rpadbl OMMCH 3allOJHSIOTCS B TOYHOM
COOTBETCTBUM C TEMH CBEICHUSMH, KOTOpPBIE BBIHECEHBI Ha OOJOXKKY jena; rpada omnucu
"mpuMedaHue" HCIONB3yeTCs JUIsl OTMETOK O IIpueMe Jel, OCOOEHHOCTSAX HX (PU3HUEecKOro
COCTOSIHUS, O TIepenave AeN IPYTUM OTPacieBbIM ((DYHKIIMOHAIBHBIM) OpraHaM M CTPYKTYPHBIM
HOJPAa3JIeIEHUSIM CO CCBUIKOM Ha HEOOXOIUMBIH aKT, O HAIMYUU KOMUHN U T.II.

B xoHue onvcu Beiex 3a MociaeqHEN ONMCATENIbHON CTaThEl JeNaeTCcsl UTOroBas 3aluch, B
KOTOPOH yKa3bIBaeTcs (LU(paMu U MPOIUCHI0) KOJIMUYECTBO A€, YUCIALIMXCS 110 ONUCH, EPBBINA U
MOCJIETHUI HOMEpa JeJT TI0 OMKCH, & TAaKXKE OrOBapUBAIOTCS OCOOCHHOCTH HyMEpaIluy A€ B OIHCH
(JuTepHBIC HOMEpA U MPOIMYIIEHHbIE HOMEPA).

Omnuce aen orpaciieBoro ((pyHKIIMOHATBLHOTO) OpraHa WM CTPYKTYPHOTO TOJpa3feiieHUs
HOJNKMCHIBAETCS COCTaBUTEJIEM C YyKa3aHHMEM €ro JOJDKHOCTH, COIJIACOBBIBACTCA C apXUBHBIM
OoTIelnOoM  AJIMUHUCTpAallMM  palloHAa M YTBEPXKAAETCA  PYKOBOJUTEIEM  OTPaciieBOrO
(pyHKIIMOHANIBHOT0) OpraHa Uik CTPYKTYPHOI'O MOAPa3IeICHHUSL.

Onuck nen otpacneBoro ((pyHKIIMOHAIBHOTO) OpraHa Wi CTPYKTYPHOTO IOIpa3eIeHHs
AJIMUHUCTpALMU paliOHa COCTABIISIETCA B IBYX 3K3EMIUIAPAX, OJUH U3 KOTOPBIX NEPENACTCSI BMECTE
C JerlaMM B apXuB AJIMHUHHUCTpAllMU paloHa, a BTOPOM OCTaeTcsl B KadyecTBE KOHTPOJIBHOTO
HK3EMIUIApa B OTPACieBOM ((pYHKUIMOHAIBHOM) OpraHe WM CTPYKTYpHOM MojpasneneHuu. Ilpu
HaJIMYUU B OTpaciieBoM ((YHKIIMOHAIBHOM) OpraHe WM CTPYKTYpHOM mojpaszaeneHun DK onuch
JIEJI COCTaBIIIETCSl B TPEX JK3EMIULIpax, Tak KaK OAWH JK3eMIUIAp onucu nepenaerca B DK nmms
PaccCMOTPEHMSI U COTTIACOBaHUS.

6.3.8.0160p TOKYMEHTOB 3a COOTBETCTBYIOUIMH MEPHUOJ] K YHUUYTOXKEHUIO U COCTABIICHHE
aKTa O BBIJEIICHUM HMX K YHUYTOXXEHHIO (MPHIJIOXKEHHE 22) TPOM3BOJUTCS MOCIE COCTaBICHUS
CBOJIHBIX OIMCEH JI€J MOCTOSHHOTO XPAaHEHUsS 3a JTOT K€ NEPUOA. YKa3aHHBIE ONMCH M aKThI
paccmarpuBaroTcs Ha 3acenanun DK AnmunHucTpanuu pailoHa ogHoBpeMeHHO. CorjacoBaHHBIE C
OK ApgmuHMCTpanuu paiioHa ONKCU JIEN TMOCTOSIHHOIO XPAaHEHHUs IEpPENaroTCsl Ha YTBEPXKIACHUE
OIIMK MununcrepcrBa Kynbrypsl Aunrtaiickoro kpas. [locne cormacoBanusi omnuced jaen
nocrosiHHOro xpanenuss OIIMK ommcu m aktel yTrBepkparoTcst riaBod paiionHa. Ilocie atoro
AIMUHUCTpallMu pailoHa HMMeeT MpPaBO YHUYTOXKHUTH Jejla, BKIIIOUEHHBIE JIaHHbIE AaKThl, B
COOTBETCTBUM C YCTaHOBJIEHHBIM NOpsAIKOM. Jlena mepenarorcst Ha nepepaboTKy (YTUIM3AIHIO) 110
MIPUEMO-C/IaTOUYHOM HaKJIaJHOW, B KOTOPOW YKa3bIBAIOTCS JaTa Nepeadyu, KOJIMYECTBO CAaBaeMbIX
Jen U Bec OyMaxXHOM MakynaTtypbl (TOCe€ YHUUYTOXXEHHsl Jiel B HOMEHKJaTrype Jell
AJIMUHUCTpalUU paiioHa MpocTapisieTcss orTMeTka "YHuuToxkeHo. CM. akT oT... N..." ¢ ykazaHuem
JOJDKHOCTH, (paMuiInuM, MOAMMCH JIMIIA, OTBETCTBEHHOIO 3a Iepejady Jesl Ha YHUYTOXXKEHUue, U
JIaThl).

AKT O BBIICTIEHUH TOKYMEHTOB K YHUUTOKEHHUIO COCTAaBIISIETCA, KaK IIPABUJIO, Ha JIEJIa BCETO
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OopraHa MECTHOI'O caMOYyIIpaBlIeHUsl pailoHa. Eciy B akTe yka3aHbl JieJa HECKOJIBKMX OTPACIEBBIX
(GyHKIIMOHATBHBIX) OPraHOB (CTPYKTYPHBIX IMOApPA3ACIICHUI), TO Ha3BaHHE KaXKJOTO OTPACIEBOTO
(ynKIMOHANBHOTO) OpraHa (CTPYKTYPHOTO IOApa3AeieHHs) YKa3bIBACTCS IMEpel]] TPYIIOH
3aroJIOBKOB JI€JI 3TOTO TOpa3aeIeHUs.

Jlena BKJIIOYAKOTCS B KT, €CJIM YCTAHOBJIEHHBIN U1 HUX CPOK XpaHEHHUsS MCTEK K | sHBaps
rojia, B KOTOPOM COCTaBJieH akT (Hampumep, 3akoHdeHublie B 2020 roay nena ¢ 3-J€THUM CPOKOM
XpaHEHHs MOTYT OBbITh BKJIIOUECHBI B aKT, COCTaBJICHHBIH He paHee | suBapst 2024 1.).

6.3.9.B apxuB AJAMUHHCTpALIMU pailoHa MEPEAAIOTCS JieJia ¢ UCIIOJHEHHBIMU JOKYMEHTaMH
MOCTOSIHHOTO, BpeMeHHOro (cBeimie 10 jieT) xpaHeHus M MO JUYHOMY cocTaBy. WUx mepemaua
IIPOU3BOUTCS TOJIBKO 10 OMUCSAM JIETI.

Jlena ¢ HCIOTHEHHBIMU JIOKYMEHTAMH TIOCTOSSHHOTO W BpeMeHHOro (cBoime 10 ier)
XpaHEHUs MepeslaloTCsl B apXUBHBIN OTAeNl AJMUHHUCTPAIMK pailoHa MOCIIe UCTEUEHUS JBYXJIETHETO
CpOKa MX XpaHEHUS M HCIOJb30BAHUS B OTPACIEBOM ((YHKIIMOHAIBHOM) OpraHe (CTPyKTYpHOM
Mo/Ipa3IeJICHUN ).

Jlena BpemeHHoro (o 10 neT BKIIOYMTENBHO) XpaHEHMs MEpefaye B apXUBHBIA OTIEN
AIMUHUCTpalUu palioHa, Kak MpaBwio, He moanexar. OHU XpaHATCS B CTPYKTYPHBIX
MOJPA3NICNICHUSIX WM OTPACIEBBIX (YHKIMOHAIBHBIX) OpraHax AIMHHUCTPAIMH paiioHa M TI0
HCTEUCHUHU CPOKOB XPaHEHHUs MOJICKAT YHHUTOKEHHUIO B YCTAHOBICHHOM TOPSIKE.

[lepenaya nen B apXUBHBIM 0TI AJMUHUCTPALMU paiioHA OCYILECTBISETCS MO rpaduky,
COCTAaBIICHHOMY  apXUBHBIM  OTJAEJIOM  AJMUHHUCTpAallMd  pailOHa,  COIJIACOBAaHHOMY  C
PYKOBOJIUTENSIMH OTPACIEBbIX ((YHKIMOHAIBHBIX) OPraHOB (CTPYKTYpPHBIX IOJApa3iCiICHUN) WU
YTBEPXKJICHHOMY pyKoBoauTeaeM ciyx0sl JIOY.

6.3.10.B nepuoa moAroTOBKU A€M CTPYKTYPHBIM MOJAPA3ACICHUEM K Mepeade B apXUBHBIN
oTnen AIMUHUCTpallMd palloHa COTPYIHUKOM apxXuBa MPEIBAPUTEIBHO  IMPOBEPSETCS
IPABWIBHOCTh UX (POPMUPOBaHUSA, OPOPMIIEHUSI U COOTBETCTBHE KOJUYECTBA JIEJI, BKIIOUEHHBIX B
OIHCh, KOJUYECTBY J€J, 3aBEICHHBIX B COOTBETCTBMM C HOMEHKJIATYpOW Jed AIMUHUCTpPALUU
paiioHa. Bce BBIsIBIECHHBIE TPHU TNPOBEPKE HEAOCTATKH B (HOPMUPOBAHMHM M O(OPMIICHHUH el
paboOTHUKK OTpaciieBoro ((pyHKIHOHATBHOIO) OpraHa (CTPYKTYpHOTO MOApa3/eicHus) 00sI3aHbI
YCTPaHUTb.

[Ipuem kaxgoro jaena MPOU3BOJIUTCS COTPYIHHUKOM apXMBHOTO OTAeNla AJMUHUCTPALIUN
pailioHa B IpPUCYTCTBHM pabOTHHKA OTpacieBOro ((pyHKIHOHAIBHOTO) OpraHa WiH CTPYKTYPHOIO
noapasnenenus. [Ipy 3Tom Ha 060uX PK3EMIUIApaxX OMUCH MPOTHB KAXKAOTO Jiesla, BKIIOUEHHOTO B
Hee, JIeJIaeTCsl OTMETKa O HaJIMuuu Jena. B KOHIEe KaXJ0ro 3K3eMIUIsipa ONUCH YKa3bIBarOTCS
uppaMu M MPOIMUCHI0 KOJIMYECTBO (DAKTUYECKH NMPHHATHIX A€, JlaTa MpHeMa-nepeaadu e, a
TaK)Ke MOJAMNKNCH COTPYIHUKA apXUBHOTO OTHe’Na AJMUHHCTpALMU pailoHa, W JIMLA, [epelaBlIero
Jena.

6.3.11.B cayyae nMKBUJAUUU WM PEOPraHU3alUd OTpacieBoro ((GyHKIMOHAIBHOTO)
OpraHa Miu CTPYKTYpHOIO MOApa3AencHus AJMHUHHUCTpPALlMM paillOHa, JIMLO, OTBETCTBEHHOE 3a
BEJICHHE JIEJIONPOU3BO/ICTBA TaHHOTO OTPaciieBOro ((pyHKIMOHAIBHOTO) OpraHa Uil CTPYKTYPHOTO
NOJpa3/ieieHusi, B TMEpUOJ TPOBEIEHHUs JHMKBUAALMOHHBIX Meponpusatuil Qopmupyer Bce
UMEIOLIMecs] JOKYMEHTBHl B Jena, opopmiigeT Jiena M IepefaeT MX B apXuB AJMHUHUCTpALUN
paiioHa, HE3aBUCHUMO OT CPOKOB XpaHeHus. llepemaua nen ocymecTBisieTcs MO OMMCAM JIen U
HOMEHKJIaType Jedl.

B chaysae gnuKBHMAauMuW WM peopraHu3aluu  AJIMHUHHMCTpPAaLMU  palloHa  apXuB
AJIMUHUCTpAlUU paiioHa B NEPUOJ MPOBEACHUS JTUKBHUIAMOHHBIX MEPONPUATHI GopMUpYET Bce
UMEIoIMecs] JOKYMEHTBl B Jena, o(opMmiseT Jena M NepelaeT HMX B COOTBETCTBYIOIUE
roCcy/apCTBEHHbIE apXMBbl AJNTAICKOro Kpasi, HE3aBUCUMO OT CpokKoB XxpaHeHus. llepemaua nen
OCYIIIECTBIISIETCS MO ONMMCAM J€J1 U HOMEHKJIAType Aedl.

VII. PABOTA C DJIEKTPOHHBIMU JOKYMEHTAMHU
[Topsimok co3gaHusi, TOMydeHHs, 0OpabOTKH, XpaHEHUS W HCIOIB30BAHUS DJIEKTPOHHBIX
JIOKYMEHTOB OCYHIIECTBJIsIeTCsl B cOoTBeTCTBUU ¢ Permamentom CO/]0.



VIiIl. U3ArOTOBJIEHUE, UCITOJIb30BAHUE, XPAHEHUE U U3BATHUE U3
OBPAIIEHUSA ITEYATEM, IITAMITOB.

8.1.I1euats - ycTpoiicTBO, cofepkaliiee Kuile nevyaTy AJisi HAHECEHHsI OTTHCKOB Ha OyMmary.

8.2.AnMuHuCTpanus paiioHa B cooTBeTcTBUU ¢ DenepanbHbIM KOHCTUTYLITUOHHBIM 3aKOHOM
ot 25 nekabps 2000 roma N 2-®K3 "O TocymapctBenHom repde Poccuiickoit deneparun'
NpUMEHSeT nedaT ¢ u3o0paxkeHneM I'ocynapcrBennoro repba Poccuiickoit @enepanuu.

8.3.AnMUHUCTpalusl paiioHa TaKXe MHCIONb3yeT NPOCThie TMe4aTh Uig OTAEIbHBIX
kareropuit noxkymentoB ("Ims maxerom", "Ilnsa morosopos", "Ins komuit"), Meraminueckue
BBDKUMHBIE T1€YaTH ISl ONleYaThIBAaHUS TTOMEIICHHH.

IIpocras meyaTe BOCIPOM3BOAMT HAaUMEHOBAHME OpraHa IO BHEIIHEMY KOJIbIYy IEYaTH.
MuHUManbHbIA TUAMETP KIUIIE MTeYaTu - 35 MM, MaKCUMAJIbHBIN - 40 MM.

8.4.IleyaTn M3roTaBIMBAIOTCS B CTPOrO0 OIPAaHUYEHHOM KOJMYECTBE M HCKIIOYUTEIBHO B
CITyK€OHBIX LEISIX.

Pemenne o HEOOXOOMMOCTH W3TOTOBJICHHS IMEYaTe€l M WX KOJMYECTBE NPUHUMACT
PYKOBOACTBO AJMHHHCTpAIH paiioHa.

B caywsae ciyxeOHOH HEOOXOIMMOCTH TIO PEUICHUIO PYKOBOIUTENS JOMYCKAeTCs
M3TOTOBJICHHUE JOTIOHUTEIBHBIX SK3EMIUISIPOB TeyaTeil.

8.5.Ileyatbto 3aBepsOTCA MOANKUCHU PYKOBOAMUTENS, €r0 3aMECTUTENEH, a TakkKe ApYrux
JOJIKHOCTHBIX JIUL, KOTOPBIM JIOBEPEHHOCTHIO MTPEIOCTABIEHBI COOTBETCTBYIOIINE MTOJIHOMOYHSI.

8.6.Illtamm - yCTPOMCTBO TPSIMOYTrOJIGHONH (OPMBI JJIT  TPOCTABIICHUS OTMETOK
CIIPABOYHOI'O XapakTepa O IMOJIyYeHUHU, PETUCTPALIUU, TPOXOKICHUH, UCIIOJIHEHUU JOKYMEHTOB U
ap.

Itamoel ¢GopManbHO 3aMEHSIIOT PYKOIUCHYIO 3alliCh B IMOBTOPSIONIUXCS OJHOTHUITHBIX
CUTyalusiX B OyMa)KHOM JIEJIONPOU3BOCTBE. B 3TOM cilydae mTammsl 110 CyIIECTBY IPEACTABISIIOT
co00# PEeKBU3UTHI, YYACTBYIOLIUE B MPUAAHUU JTOKYMEHTY IOPHUAMYECKON CHIIBI U YCKOPSIOLIUE
JIOKyMEHTOO0O0pOT.

B AnmunucTpanuu paiioHa UCIONb3YIOTCS CIEIYIOUINE BUbI IITAMIIOB:

- perucTpalMOHHbIN TaMII;

- IITaMI OrPaHUYCHHUS TOCTYIIA,;

- 3aBEpUTEIIbHBIE IITAMIIBI;

- MapKUPOBOYHBIE ILITAMIIBI,

- UH(pOpMAaIIMOHHBIE IITAMIIBI;

- IITaMIIbl OTJENBbHBIX PEKBU3UTOB U JP.

Pasmepsl, ¢opma u copepxkaHHe IITaMIIOB HE pErJIaMEHTUPOBAaHbl U 3aBUCIT OT
KOHKPETHOI'O COJIepKaHUs IITAMIIA.

8.7.13roToBiieHHe TPOCTBIX TME€YaTeld W IITAMIIOB, HEOOXOAMMBIX Il OOecreueHus
JEeSITeIbHOCTH AJIMMUHUCTPAIIMK paiioHa MPOU3BOAMUTCS CAMOCTOSTEIbHO. DCKU3 MedaTH (LITammna)
COTJIACOBBIBAETCS C YNPABIIIONIUM AeJIaMA A IMUHHUCTPALlUHA palioHa.

8.8.Bce M3roToBiEHHBIE N€YAaTH M IUTAMIbl YYUTBHIBAKOTCS YHPABISIIOIIMM [JE€JIaMU B
CIeIUATILHOM XypHaJie (mpuiioxeHue 23).

Iledatn ¥ mTamnbl BBNAIOTCA II0J PACHUCKY COTPYJHUKaM, Ha KOTOPBIX BO3JIOXKEHA
00513aHHOCTB 3aBEPSATh IOKYMEHTHI NeYaTsIMH (LITaMIIaMH).

8.9.ITpocThle mevaTu U MITaMIIbl XpaHATCS B 3aKPBIBAIOIIMXCS CTONIaX WK cerdax.

Jlis mpoBeeHUsT MPOBEPOK COCTOSHUS ydeTa M XpaHEHUs IedaTed U IITaMIIOB YJIEHBI
DKCIEPTHOM KOMHUCCUM AJMUHHUCTpAllMM pailloHa MOTYT €XKEroJHO IPOBOAMTH PpEUIBl IO
oTpacyieBbIM ((YHKIMOHAIBHBIM) OpraHaM U CTPYKTYpPHBIM MOJpPAa3AeiIeHUSIM AIMUHUCTPALUU
paiioHa; MO pe3yJibTaTaM HMPOBEPOK COCTABIISIETCS CIpaBKa (AKT), MpejAcTaBiseMas IiaBe pailoHa,
JUTSI IPUHATHS Mep 110 00ECTIeYeHNIO HAUIeKAIero yUeTa U XpaHeHus revaTeil ¥ ITaMIIoB.

8.10.IIpn mepeBose WIM YBOJbHEHMHM pPaOOTHHMKA, OTBETCTBEHHOI'O 32 Y4YET M XpaHEHHE
nevyaredl U IITaMIOB, PYKOBOJWUTENb MOPYYAeT HKCIEPTHOM KOMHUCCHUHU MPOBEPKY (HaKTHUECKOTO
HaJIM4Ms 1edaTed v [TaMIIOB.



Pe3ynbrarhl mpOBEpKH OTPAXKAIOTCS B aKTe MpHeMa-TIiepelayu neyaTeil U mTaMnoB Jpyromy
pabOTHUKY, HAa3HAYEHHOMY OTBETCTBEHHBIM 3a y4eT MU XpaHEHUE, C IPUIIOKEHHUEM OTTHUCKOB
MeYaTeu v ITaMIIOB.

8.11.0 ¢axre yrpaThl (yTepe) meyaTH WM IOTaMmIa HE3aMEUIUTENbHO JOKJIAJbIBACTCS
YIOpaBIAOLIEMY JelaMM AJIMUHUCTpPALMM pailoHa. YHpapisoolui aenamMu  AJIMHHHUCTpaLUU
paiioHa JOKEeH IPOBECTH CITy:KeOHOe paccieioBaHre 0O0CTOSITELCTB YTEPH.

8.12.Ilpummenmne B HErOAHOCTh W YTPATHBIIME 3HAUCHHE IME€YATH U IITAMIIBI MOJJIEXKAT
BO3BpaTy YIpaBJISIOUIEMY JellaMid AJMUHUCTPAIMK pailoHa, T/Ie OHU YHUUYTOKAIOTCS O aKTYy.

B akte n0mKHBI OBITh YKa3aHBbI:

- BpeMsl U MECTO YHUUTOXKECHHUS;

- COCTaB KOMUCCHUU;

- OCHOBaHME YHMUYTOKEHUS IledaTeil U ITaMIIOB;

- HAUMEHOBAHUE U OTTUCKU YHUUYTOKCHHBIX MI€YATEeH U IITAMIIOB;

- CIIOCO0 YHUYTOXKECHHUSI.

8.13.KoHTposnp 3a MCMNONB30BAaHUEM II€4aTed M LITAMIIOB BO3JIaracTcs paclopsLKEHHEM
rJ1aBbl pailoHa HAa PYKOBOJUTEIICH MOIpa3ieiCHUH.

8.14.IlpocTeie  Kpyrible MacTH4HbIe TMedatd (0e3 U300pakeHHs TOCYAapCTBEHHOU
CUMBOJIMKH) CTABATCS Ha KOIMUAX JOKYMEHTOB JUIsl YJOCTOBEPEHUS UX COOTBETCTBUS MOITMHHUKAM
(mpuiokeHue 24), 3a HCKIIOYEHHUEM JIOKYMEHTOB, TPEOYIOIIMX OCOOOIr0 YIAOCTOBEPEHHUS HX
MOJJIMHHOCTH, Ha KOTOPBIX CTaBATCS IMedatu ¢ wu3o0pakenueM [ocynmapcrBeHHoro repOa
Poccuiickoit @enepanuu.



ITpunoxxenue 1
K MHCcTpyKummn

[IpumepHbIii nepeueHs GyHKIU, BO3JIaraeMbIX Ha JIMIl, OTBETCTBEHHBIX 32 BEJICHHE
JIEJIONPOU3BOICTBA

1.Ilony4yenue u yueT nocTynuBlIe KoppecnonaeHuy, peructpauus B CO10, a Takxke xe
y4eT NMOCTYNMBIIUX JOKYMEHTOB, HE MOAJIEKAIINUX PETUCTPALIH.

2.IloaroToBka NMpPOEKTOB YKa3aHUU IO MCIOJHEHUIO TIOKYMEHTA K BXOJALIUM JOKYMEHTAM,
nepeaaya JJOKyMEHTOB Ha PACCMOTPEHUE PYKOBOAMTENIO M IMOCIE MOJIY4YEHUS COOTBETCTBYIOLIETO
YKa3aHHUs 110 UCTIOJHEHNIO JOKYMEHTA - UCIIOJIHUTEINIO.

3.MHpopmupoBaHne pyKOBOACTBA O XO/€ U pe3yIbTaTax UCIOIHEHUS TOKYMEHTOB.

4.1IpoBepka HaIM4Ks JOKYMEHTOB, HAXOAAIIMXCS HA UCIIOJHEHUU Y COTPYIHUKOB.

5.1IpoBepka mpaBUWIIBHOCTH OGOPMIIEHUS CO31ABAEMBIX JOKYMEHTOB B COOTBETCTBUHU C
TpeOoBaHusAMU MHCTpyKIMM (HaauuMe 3arojioBKa, BU3, NMPHJIOKEHUH, CCHUIKM Ha HOMEp MU JaTy
JIOKYMEHTAa, Ha KOTOPbIH JaeTcs oTBeT, (haMmiinu 1 Homepa TenedoHa UCIOTHUTENS U T.I1.).

6.Ilepenaya TOKyMEHTOB Ha MOJIUCH PYKOBOJICTBY.

7.KoHTpoJb 32 MIPOX0XKIEHHUEM JOKYMEHTOB.

8.Yuer u perucrpanus ciry>keOHbIX 3alTUCOK, IIPOBEPKA MPABIIIBHOCTH MX 0()OPMIICHUSI.

9.ITonyyenue, ydyeT U meperaya Ha HCIOJIHEHHUE, HAa MOJINUCH PYKOBOJICTBY, a TaKXe JAJA
perucTpany U OTIPAaBKH JOKYMEHTOB C TpU(QOM OrpaHHYEHHUs AOCTyNa, OOeCHedYeHHe HX
XpaHEHUs B IOJPA3/ICIICHUH.

10.KoHTposb 3a CBOEBPEMEHHBIM CIMCAHUEM B JI€J1a UCIIOJHEHHBIX JIOKYMEHTOB.

11.Pa3paboTka, coriacoBaHMe W BEJAEHUE HOMEHKJIATYpbl J€J, COCTABJICHHE HUTOrOBOM
3alUCU K HOMEHKJIAType J1e (€KEroIHO).

12.®opmupoBanue, opopmieHue, odecriedeHrue yueTa, COXpaHHOCTU U UCIIOJIb30BaHUs A€,
HaXOJSIIUXCS Ha XPaHEHUU.

13.IloaroroBka M CBOEBpEMEHHas IepeJadya Ha AapXHMBHOE XpaHEHHE 3aBEpIIECHHBIX
JIEJIONPOU3BOJCTBOM JI€J]1 TOCTOSIHHOIO U JIOJITOBPEMEHHOTO XPAaHEHHs, B TOM YHUCIIE JJOKYMEHTOB
10 JIMYHOMY COCTaBY, COCTaBJIEHUE OMMCHU JEI.

14.CnpaBouHo-uHGOpPMAIIMOHHAsT paboTa MO MPOXOXKIACHUI0O W XOAYy HCIOJHECHHS
JIOKYMEHTOB.

15.03HaKkOMJIEHHE COTPYAHUKOB C OPraHU3allMIOHHO-PACHOPSAUTEIbHBIMUA TOKYMEHTaMU U
HNOCTYNMUBIIMMHU MH(POPMALTMOHHBIMU MaTepHaIaMHU.

16.ITonroroBka K YHMUYTOKEHUIO JIOKYMEHTOB C UCTEKIIMMHM CpPOKaMU XpaHEHHS,
COCTaBJIEHUE AKTOB O BBIJEIICHUN K YHUUTOKEHUIO JOKYMEHTOB, HE NIOJIJIEKALINX XPAaHEHUIO.

17.0¢opmnenue s 3aBepeHHs] KONMUM TOKYMEHTOB, MOJJIMHHUKN KOTOPBIX HaXOAATCsS Ha
XPAaHEHUU B JAHHOM YUYPEKICHHUH.

18.Ilpuem um mepemaya cCiy:keOHON WH(pOpPMAMK CpencTBaMH (HAKCUMHIIBHOW CBSI3U WU
AJIEKTPOHHOM MOYTBHI.

19.KonupoBaHue JOKYMEHTOB I10 YKa3aHUIO PyKOBOJICTBA.



I'JIABA PEBPUXUHCKOI'O PAMOHA
AJTAUCKOI'O KPAS

ITOCTAHOBJIEHHUE

c. Pebpuxa

[Tpunoxxenune 2
K MHCcTpyKummn



I'JIABA PEBPUXUHCKOI'O PAMOHA
AJTAUCKOI'O KPAS

PACHOPSAKEHHUE

c. Pebpuxa

ITpunoxxenue 3
K MHCcTpyKummn



I'JIABA PEBPUXUHCKOI'O PAMOHA
AJITalicKoro Kpast
658540, c. Pedpuxa, np-t [1obenp1, 39
Ten.: 22-4-71
daxkc (38582) 22-4-01
E-mail: admrebr@mail.ru

No

Ha Ne

d.N.0O. ucnionuurens
No Tenedona

[Tpunoxenue 4
K MHCcTpyKummn



IIpunoxenue 5
K MHCcTpyKummn

AJIMUHUCTPALIUA PEBPUXUHCKOI'O PAMOHA
AJTAUCKOI'O KPAS

ITOCTAHOBJIEHHUE

c. Pebpuxa

3aroJIOBOK IOCTaHOBJICHUS

KoHcratupyromass 4acte (yKa3blBaeTcs IIPaBOBOE OCHOBAaHME M HHBIE
oOcrosiTenbcTBA (MIPU HAJUYMM), HAa OCHOBAaHMM KOTOPBIX pa3pabOTaH MpPOEKT
IIPaBOBOT'O aKTa)

ITOCTAHOBJIAIO:

[TocTanoBisitonasl 4acTh (HECET OCHOBHYIO CMBICIOBYIO Harpy3ky). IITyHKTEI
NOCTAHOBJICHUSI  JIOJDKHBI ~ OBITh ~ KOHKPETHBIMHU, TOYHBIMH, IOPHIWYECKH U
rpaMMaTH4ecKu Oe3yNpeyHbIMH. YKa3bIBalOTCA CPOKH HWCIOJHEHHUS OTIEIbHBIX
IYHKTOB U JOKYMEHTA B LI€JIOM, HEOOXOAUMOCTh pa3melienus B CMU, nomxkHocTHOE
JIMI0, HA KOTOPOE BO3JIAraeTcsi KOHTPOJIb.

['maBa paitona JIMYHAS TIOAIUCH N.O0.®amunus



ITpunoxxenue 6
K MHCcTpyKummn

AJIMAHUCTPAIIUS PEBPUXUHCKOT' O PAIOHA
AJTAUCKOI'O KPAS

PACHOPSAKEHHUE

c. Pebpuxa



AIMHUHUCTPALIUSA
PEBPUXUHCKOI'O PAHOHA
AJrTaiicKoro Kpas
658540, c. Pedpuxa, np-t [1obens1, 39
Ten.: 22-4-71
daxc (38582) 22-4-01
E-mail: admrebr@mail.ru

Ne

Ha Ne

d.N.O.ucriomHuTensa
No Tenedona

IIpunoxxenune 7
K MHCcTpyKummn



ITpunoxxenune 8

K MHCcTpyKummn
KomuTreT mo o6pazoBanuio
AnmMunucTpanuu PeOpuxuHCKOTO paiioHa
Auntaiickoro kpas
[MTPUKA3
Ne
c. Pebpuxa

3aroJIoBoK K TCKCTY

Koncratupyromas yacTb

IIPUKA3bIBAIO:

PacnopsinutenpHas yactb

(COCTOUT U3 MYHKTOB U MPH HEOOXOAUMOCTH U3 MOAITYHKTOB)
1. JleficTBue, KOTOpOe HEOOXOAUMO MPEITPUHSATD.

KonkperHbie nopyueHus
2. CpoK UCHIOJIHEHHS.
3. OTBETCTBEHHBIH 32 HCTIOTHCHHE ((paMUITUs, MHUIIUAIBI JOJKHOCTHOTO JIMIIA, Ha KOTOPOE

BO3JIOKCH KOHTPOJIb 3a I/ICHOJIHeHI/IeM).

JIOIDKHOCTD JIMYHAS IIOAIIUCh N.0. ®amunus



ITpunoxxenune 9
K MHCcTpyKummn

IMPOTOKOJI
COBEIIaHUS (3aceaHusl KOMUCCHH )
HaMMEHOBAHUE KOMUCCHUH

c. Pebpuxa

[Ipencenarens - N.0. ®amunus
Cexperapsb - 1.0. Gamunus

IIpucyrcrBoBanu:
HaunmenoBanue nomkaocrei - .0, ®amummn (B andaBUTHOM MOPSIKE)

IloBecTka nHS:
I. HanmeHnoBanue Bonpoca
II. HaumenoBanue Bompoca

I. CJIYILIAJIMA:
Homxuocts 1 ©.M.0. noknamguuka (B pOAUTEIBLHOM MAIEKE).
W3znoxenue copepikanus T0KIaaa (B IPEAIOKHOM HajiexKe) - 0 uem?

BBICTVYIINJIA:
HomxnocTts 1 @.1.O. BbICTYNIaBLIETO (B UMEHUTEIBHOM HA/IEXKE).
W3noxeHue coiepkaHus BBICTYIUIEHUS (B IPEIOKHOM Iajieke) - 0 ueM?

I[TOCTAHOBWJIA (PELINJIN):

OnoOpuTh IPOEKT...

3amecturento raaBel AqmMuHUCTpanuu... (M.0. @amunins) COBMECTHO C... 10padoTaTh...
II. CJIYIIAJIMA:

BBICTYIINJIA:

IMOCTAHOBWJIN (PELINJIN):

[Ipeacenarens N.0. ®amunus

Cexperapp 1.0. Oamumnus



ITpunoxxenue 10
K MHCcTpyKummn

Anmvunnctpanus PebpuxuHckoro paiioHa AJNTaiicKoro Kpast

ITPOTOKOJI
N

c.Pebpuxa

ONEPATUBHOTO COBEIIAHMS
Yy PYKOBOAUTENS N.0. ®amunus

[IpucyrcrBoBanu:
Haumenosanne nomxraocteit - N1.0O. @amunnu (B andaBUTHOM MOPSIIKE)

1. O BBIIOJITHEHWH TOMOBOrO IUJIAHA. ..

(paMuMM BBICTYNUBIIMX TPU OOCYKICHHH BOIIPOCA)

1. Pemienue, npuHsATOe B X0/1¢ 00CYKACHHS JAaHHOTO BOIpOCca
2.

II. O BBeaeHuu mep 1o...

(C.AIL, H.)

1.
2.

PykoBogutens 1.0. Gamumnms



ITpunoxenne 11
K MHCcTpyKummn

Anmvunnctpanus PebpuxuHckoro paiioHa AJNTaiicKOTo Kpast
BBIIINCKA U3 [TIPOTOKOJIA

N

c.Pebpuxa
3aroyioBoK

[Ipencenarens - @amunus N.0.
Cexpetapsp - @amunus 1.0.

[IpucyrcrBoBanu:
HaumenoBanue nommkHocTy MHumans! U pamMuiny B andaBUTHOM MOPSIKE

IloBecTka nHSA:
I. HaumeHnoBanue Bompoca

1. CJIYIIIAJIN:
JomxuocTs 1 ©.M.0. noknaaurka (B pOAUTEIBHOM IaJIEHKE)
Nznoxenue conepxanust okiana (B mpeasioxKHOM IMaJIexKe) - O 4em?

BBICTYIINJIA:
JomxkHocTs 1 @.1.0. BbICTynaBIIero (B UMEHUTEIBHOM IAJIEKe)
N3noxxenue conepkaHus BRICTYIUIEHUS (B IPEUIOKHOM Najiexke) - 0 ueM?

IOCTaHOBHWJIN:

(PELLINJIN):

OnoOpHUTH MPOEKT...

3amecTtuTento riaBsl Aqmunauctpanuu... (M.0. @aMumus) COBMECTHO C...
nopaboTarhb...

[Ipeacenarens N.0. ®amunus
Cexperapp 1.0. Oamumnus

Bepro
Homxnocts IMogmuce U.0O. ®amunus
Hara

[Ipumeuanmue:

Belnucka HanpasisieTcs aapecary TOJIBKO 110 3aTparuBaroleMy ero BOIpocy.

Beinucka 3aBepsieTcs CeKpeTapeM WIHM IPEACENaTeNeM KOMHUCCHH, OCYHIECTBIIIOIIErO
PacCCBLIKY.



[Tpunoxenue 12
K MHCcTpyKIINK

INEPEYEHb HEPETMICTPUPYEMBbIX TOKYMEHTOB

Konmu dhenepanbHbIx 1 001aCTHBIX 3aKOHOB.

Komuu mocranoBneHui, pacrnopspkeHud W mopydeHuit ['yoepnaropa um IlpaButenbcTBa
AunTaiickoro kpasi.

Komnuu HOpMaTHBHBIX aKTOB OPraHOB MECTHOT'O CaMOYMpaBieHUsI ANTalicKoro Kpasi, B TOM
YuCJle OCTYNUBILNE C COIPOBOAUTEIbHBIMU TUCbMaMH.

Konuu 1oKkyMeHTOB OpraHu3aliuii U yUpeKACHUM.

[TakeTs! ¢ momeTko#t "JInuno ".

BenoMmcTBeHHbIE CTATUCTUYECKHE OTYETHI, OI0JIIETEHH, COOPHUKU U 0030PHI.

[TpurnacurenbHble OWIIETHI, MO3PAaBUTENbHBIC MUChMA, MO3/APaBUTEIbHBIC TEIETPaMMBbl U
OTKPBITKH.

JaiixecTsl Ipecchbl, 0030pkl eYaTH, KHUTH, Ta3€Thl, )KypHAJIbl U KaTaJlOTH, BEJJOMCTBEHHAs
TEXHUUYECKas JUTepaTypa, MPOCIEKThl, PEKIAMHBIE MaTepualibl, HH(POPMAIMOHHBIE CBOJKU,
TEMaTUYECKHE U CTIeUaIbHbIe COOPHUKH, TPOTHO3BI MTOTOJIBI U TOMY TTOJJOOHOE.

W3Bemenuss o0 mpoBeACHUM KOH(EpPEHIUH, COBEINaHWW M 3acelJaHHil, MPOTrpamMMbl HX
IIPOBEJCHUS U MaT€pHAJIbI K HUM.

JIoKyMeHTBI Ha THOCTPAHHBIX A3bIKax 0e3 mepeBoa.

JlokyMeHThI 6€3 nojnucei.

PekiiaMHbIe U3BEIIEHNUS, TUTAKATHI.

[IperickypaHThI U IPANC-JIUCTBHI.

VY4eOHbIe MIaHbl U TPOTPaAMMBI.

[leyatHble u3ganust (KHUTH, )KypHaJbl, OIOJUUIETEHN).

@DOpMBI CTATUCTUYECKON OTYETHOCTH.

Byxranrepckue 1OKyMEHTHI.

Hopwms! pacxona matepuaiios.

I'pacduku, Hapsi b, pa3HAPSIAKY.



ITpunoxxenue 13

K MHCcTpyKummn
(HauMeHOBaHWE OpTraHU3AIIH )
(HaMMEHOBaHUE CTPYKTYPHOTO
Mo/Apa3/iesICHuUs )

HOMEHKJIATYPA JEJI
Ha rox
Nunexc 3aroyioBOK jiena KonuuectBo | Cpok xpanenust | I[lpumeyanue

nena TOMOB (uacteit) | u Ne craTbu 1o

MIEPEUHIO
1 2 3 4 5

Hazpanue pasaciia

(HaI/IMCHOBaHI/Ie JOJIKHOCTH
PYKOBOAUTCIIA CTPYKTYPHOI'O

(moamuce)

(pacurupoBKa MOITUCH)

MOApAa3ACIICHHS )
JlaTa
COI'JTACOBAHO
[Iporokon OK cTpykTypHOTrO
MOJpa3IeICHUS
oT No
Ntorosas 3anuck 0 KaTeropusix U KOJNYECTBE JIEII,
3aBEJICHHBIX B ro/ly B OpraHu3aiuu
ITo cpoxam xpaHeHus Bcero B Tom uucie:
MEPEXOISIIUX C OTMETKOH
H9HKH
1 2 3 4
[TocTostHHOTO

Bpemennoro (cBbite 10 set)

Bpemennoro (n0 10 ner
BKJIIOUUTEIIBHO)




HUTOI'O:

HaumeHnoBanue n0KHOCTH
pykoBoauTens ciayxoel JJOY [Toanuch Pacmmdposka noanucu

JHara
HToroBbie cBeeHUS TTepeaaHbl B apXUB.

HaumeHoBaHue NOKHOCTH JINLA,
[IepEaBIIETo CBEICHUA ITonnuce Pacmm¢poBka noanucu

ara




[Tpunoxxenue 14

K MHCcTpyKummn
HaunmenoBanue opranusanuu
HOMEHKIJIATYPA JIEJI YTBEPXJAIO
PykoBoauTens opranuzanuu
Ha roj [Moanuce Pactmmdposka
MOAUCH
[Hara
Nunexc 3aroJioBOK Jena KomnuectBo | Cpok xpanenus | Ilpumeyanue
Jena Jen u N craTbu 110
MIEPEYHIO
1 2 3 4 5
Ha3Banue paznena
HanmenoBanue nomxkHOCTH
pykoBoauTens ciayxosl JIOY
OpraHu3anuu IToanuce PacumpoBka noanucu
Busa pykoBoaurens apxusa
(JIM11a, OTBETCTBEHHOI'O 32 ApXUB)
COTI'JTACOBAHO COT'JTACOBAHO
[Tpotokou LIDK (3K) [Tporoxon DIIK apXUBHOIO yupeKaeHUs
oT N oT N

[Iponomxenune npunoxenus 14

Hrorosas 3amuch o KaTeropuiax U KOJIUYCCTBE €I,

3aBEJCHHBIX B TOJY B OpraHHU3aluu
ITo cpoxam xpaHeHus Bcero B Tom uucie:
MEPEXOISIINUX C OTMETKOH
"OIK"
1 2 3 4
ITocTostHHOTO
Bpemennoro (cBbitte 10 set)




Bpemennoro (70 10 met
BKJIIOUUTEIIBHO)

HUTOI'O:

HanmeHoBaHME TOJDKHOCTH
pykoBoauTens ciyx0s1 JJOY [Toanuce Pacimdposka noamnucu

ara
Hrorosrie CBCACHUSA ICPCAAHbI B ApXUB.

HawnmeHoBaHne JOKHOCTH JIUIIA,
MepeaBIIero CBEICHUS Iloamuce Pacmdposka noanucu

JHara




dopma 00JI05KKH J1ena
MOCTOSIHHOTO ¥ BpeMeHHoro (cBbiiie 10 jet) xpaneHus

ITpunoxxenue 15
K MHCcTpyKummn

(HaMMEeHOBaHWE TOCYAAPCTBEHHOTO (MYHUIIMIIAIIBHOTO) apXHBA)

(HaMMEHOBaHUE OPTaHU3AIIIH)

(HaMMEHOBaHUE CTPYKTYPHOTO MOAPA3/ICICHNUS)

JAEJIO N TOM N

(3aroJsioBOK Jiena)

(kpaiiHue JatTbl)

Ha JIMCTaxX
XpaHUTh

. N

On. N
LN
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K MHCcTpyKummn
dopma ucTa - 3aBepuUTeIs Jaea
JIMCT-3ABEPUTEJIb JEJIA
Ne
B nene moammTo U mpoHYMEpOBaHO JUCTOB
(mudpaMu ¥ TPOITHUCHIO)

¢ Ne mo Ne , B TOM YHCJIE:
JTUTEPHBIC HOMEPA JINCTOB :
IPOIyIEHHbIE HOMEPA JINCTOB
+ JINCTOB BHYTPEHHEHN OIHUCH

Oco0enHocTH (HPU3UUECKOTO COCTOSIHUS U (POPMHUPOBAHUS Jeja Howmepa

JUCTOB
1 2
(HaMMEeHOBaHUE JOJIKHOCTH (moamuck) (pacmudpoBka moanucy)

paboTHHKA)
JlaTa




ITpunoxxenune 17

K MHCcTpyKummn
@®opMa BHYTPEHHEH OMUCH TOKYMEHTOB Jea
BHYTPEHHS S OIIUCH
JOKYMEHTOB jeJia Ne
No Perucrpa- Hara 3aroJioBOK JIOKyMEHTa Homepa [Ipumeua-
I/ | [HUOHHBIA | JOKYMEHTa JIUCTOB JieJia HUe
WHJIEKC
JIOKYMEHTa
1 2 3 4 5 6
Uroro JIOKYMEHTOB.

KomnunuectBo nuctoB BHYTpeHHeﬁ OITMCHU

(1mudpaMu 1 IPOITHCHIO)

(mrdpamMu ¥ IPOIUCHIO)

(HamMeHOBaHWE JOJKHOCTH JIUIIA,

COCTAaBUBILErO0 BHYTPEHHIOKO
OIKCH JOKYMEHTOB JIeNa)

JlaTa

(moamnuce)

(pacurupoBKa MOITUCH)




[Tpunoxenne 18
K MHCcTpyKummn

CDopMa OITMCH ACII IIOCTOAHHOI'O XpaHCHUSA

(HauMeHOBaHWE OPTaHU3AIIH )

YTBEPXIAIO

PYKOBOIII/ITGJIB opraHusalnuunu

donng Ne
(monmucek) (pactumdpoBka
TTO/ITIFICH)
OIIUCDH Ne Hara
JIeJ TIOCTOSTHHOTO XPaHEHUSI
3a roj
No Nunexe 3aronoBoK Kpaiinue KomunuectBo | Ilpumeuanue
/1 nena nena JIaThI JUCTOB
1 2 3 4 5 6
Hassanue paznena
B nanHbI pa3fen onucH BHECEHO Je,

(mdpaMu 1 TPOTHCHIO)

¢ No o Ne , B TOM YHCJIE:
JUTEpHBbIE HOMEpa!
MPOITYIIIEHHBIE HOMEpA!
(HaMeHOBaHUE JOJIKHOCTH (monmucek) (pacurupoBKa MOITUCH)
COCTaBUTEJISI OTTUCH)
(HaMEeHOBaHUE JOJIKHOCTH (monmucek) (pacurupoBKa MOITUCH)

pYyKoOBOJUTENS apxuBa (Jinua,
OTBETCTBEHHOTO 32 apXUB))

COI'JTACOBAHO
[Tporoxon LK (9K) opranuzanuu
oT Ne

YTBEPXIEHO
[Iporokoun DIIK apxuBHOTrO yupeKIeHus
oT Ne
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K MHCcTpyKummn
dopma OnuCH 10 JIMYHOMY COCTaBy
(HauMeHOBaHWE OpTraHU3AIIH )
®onp No YTBEPXIAO
OIIUCDH Ne PykoBoguTens opranuzanuu
JIeJ1 110 IMYHOMY COCTaBY
(monmucek) (pacuudpoBka
TIOJIITHCH )
3a roj
Jara
No Nunexc 3aroji0BoK Kpaitnue nater Cpok Komuuecto | [Ipumeyanue
/11 nerna nerna XpaHCHUs JIUCTOB
1 2 3 4 5 6 7
B nannblii pa3aen onucu BHECEHO Jien,
(dpamMu ¥ TIPOIHCHIO)
¢ Ne mo Ne , B TOM 4YHCIIE:
JUTEPHbIE HOMEpaA:!
MpOMyIEeHHbIE HOMEpa!
(HaMeHOBaHUE JOJIKHOCTH (moamucek) (pacurupoBKa MOIITUCH)
COCTaBUTEJSI OTTHCH)
(HaMMEHOBaHUE JTOJKHOCTH (moamuce) (pacmmdpoBKa MOAMKCH)
pYyKOBOIUTENS apxuBa (JInua,
OTBETCTBEHHOTO 32 apXUB))
COT'JIACOBAHO COT'JTIACOBAHO
[Tpotokoun LIOK (OK) opranuszanmn [Iporokoun DIIK apxuBHOrO yupeKIeHus

oT Ne oT Ne




ITpunoxxenue 20
K MHCcTpyKummn

®opma omnucu ea BpeMeHHbIX (cBbilie 10 1eT) CpoKoB XpaHeHus

(HaMMEHOBaHUE OPraHU3ALNN)

®onp No YTBEPXIAIO
OIIUCD Ne PykxoBoauTens opranu3anuu
nen BpeMeHHbBIX (cBbime 10 jeT)
CPOKOB XpaHECHUS (monmucek) (pactumdpoBka
TTO/ITIVICH)
3a roj Jara
Ne | Hupekc 3aroyioBoOK Kpaiinue natel Cpok Komnuectso | [Ipumeuanue
/1 nena nerna XpaHeHus JIUCTOB
1 2 3 4 5 6 7
B nanHBI pa3faen OnucH BHECEHO Je,
(mdpaMu 1 TPOTHCHIO)
¢ No o Ne , B TOM YHCJIE:
JUTEpHBbIE HOMEpa!
IpOIMyIIEHHBIE HOMEpa:
(HaMMEeHOBaHUE JOJIKHOCTH (moamuck) (pacuupoBKa MOITUCH)
COCTABUTEJIS OIHICH)
(HaMEeHOBaHUE JOJIKHOCTH (monmucek) (pacurupoBKa MOITUCH)

pYyKOBOJUTENS apxuBa (Jinua,
OTBETCTBEHHOTO 32 apXUB))
COT'JTACOBAHO
[Tporokon [IDK (3K) opranuzaruun
oT Ne




(HaMMEHOBaHUE OPraHU3ALNN)

[Tpunoxenne 21
K MHCcTpyKummn

YTBEPXJAIO

PYKOBOI[I/ITGJ'IB OpraHu3ann

Donxg Ne
(moamucek) (pacuudpoBka
TIOIITHCH )
OIIUCDH Ne Hara
AIIEKTPOHHBIX JIE]T, JOKYMEHTOB
MOCTOSIHHOTO XPaHEHUS
3a roj
Ne Nupekc aroJI0BOK Kpaiinue
A 3 p O6beM, MO | IIpumeuanus
n/n nena nena JaThI
1 2 3 4 5
B nanHbIi pa3naen onucH BHECEHO Je,
c Ne o Ne
(uMdpaMu U IPONKCHIO) (uudpaMu U NPONKCHIO)

00BeMOM M6.

(HaMMEHOBaHUE JTOJDKHOCTHU (moamuce) (pacmmdpoBKa MOAMKCH)

COCTaBUTEJSI OIIUCH)
(HaMMEHOBaHUE JIOJKHOCTU (moamuce) (pacmmdpoBKa MOAMKCH)
pYKOBOIUTENS apxuBa (JInua,

OTBETCTBEHHOTO 32 apXUB))

COI'JTACOBAHO YTBEPXIEHO

[Tporokon [IDK (3K) opranuzaruu
oT No

[Iporokon DIIK apxuBHOrO yupexIeHus

oT Ne




[Iponomxenue
HNPUJIOXKEHHUE K OIIUCH
Ne
JIEKTPOHHBIX JI€]1, JOKYMEHTOB ITIOCTOSIHHOTO
XpaHeHus
3a roj
Peectp 10KyMeHTOB (KOHTEIHEPOB 3JIEKTPOHHBIX JOKYMEHTOB) 3JIEKTPOHHOTI' 0 nena:
Ne en. xp. no onucu WNHunekc nena

3aroJjIoBOK neia

ara Per. Ne
A HanmenoBanue qokymeHnrta O6bem, MO | Tlpumeuanus
JOKYMEHTa | JOKyMEHTa
1 2 3 4 5
(HaMMEeHOBaHUE JOJIKHOCTH (moamuck) (pacumupoBKa MOITUCH)

COCTABUTEJIS OIHICH )

CocTaBnsieTcst Ha Kaxgoe 3feKTPOHHOe Aeno.
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K MHCcTpyKummn
(HauMeHOBaHKE OpraHU3aIlIH )
AKT YTBEPXIAIO
Ne PykoBoguTens opranusanuu

O BBIJICJIEHUU K YHUUTOXKCHHIO

ApPXMBHBIX JOKYMEHTOB, HE ITOJIEKALIUX (monmucek) (pacudpoBka
XPaHEHMIO HOJIIMCH)

[ara

Ha ocHoBanuu

(Ha3BaHME M BBIXO/IHBIC JAHHBIE IEPEYHs JOKYMEHTOB C YKa3aHUEM CPOKOB
UX XpaHEHUs)

O0TOOpaHbl K YHHYTOKEHHMIO KaK HE HMMEIOLIUE HayYHO-HCTOPUYECKON HEHHOCTH M yTpaTHUBILIKE
MPaKTUYECKOE 3HAYCHHUE TOKYMEHTHI PoHa Ne

(ma3Banue GoH/A)

Ne 3aroyioBOK ziena I'onsr | Homep Howmep Komnu- Cpoxku [Ipume-
n/m | (TpyIImoBoO# 3ar0JI0BOK omen | en. Xp. IO | YECTBO XpaHeHUs yaHue
JIOKYMEHTOB) OTHCH ell. Xp. U HOMepa
craTen
10 MEPEYHIO
1 2 3 4 3) 6 7 8
Utoro el1. Xp. 3a TOJIBL.
(mdpaMu ¥ IPOTIHCHIO)

Onucu e NOCTOSSHHOTO XPaHEHUs 3a rojibl yrBepxaeHsl DIIK

(HaUMEHOBaHHUE APXMBHOTO YUPEIKICHHUS )
(POTOKOJ OT Ne )

(HaMMEHOBaHUE JTOJDKHOCTHU (moamuce) (pacmmdpoBKa MOAMKCH)
pYKOBOIUTENS apxuBa (Jnua,
OTBETCTBEHHOTO 32 apXUB))
COI'JTACOBAHO
[Tporoxon L[3K (9K) opranuzanuu
oT Ne

Mpw BbIOENEHUN K YHUYTOXEHUIO OOKYMEHTOB NpU NOAroToBKE Ae1 K nepegadvye B apxmB opraHm3aunmn rpadbl 4,
5 He 3anonHaTCS.



ﬂOKYMeHTI)I B KOJIMYECTBEC

[Iponomxenue
en. Xp.:

Ha OyMa)XHOM HOCHTEJIE BECOM

Ha YHUYTOKCHHEC,
Ha 3JICKTPOHHOM HOCHUTCIIC CAaHbl HA YHUYTOXCHUC

KI' CIaHbI

(crtoco® yHUUTOXKEHU)

(HauMeHOBaHUE JOJIKHOCTH (moamucek)
paboTHUKA, CIAaBIIETO
JIOKYMEHTBI)
JHara
V3meHeHus B yueTHbIE JOKYMEHThI BHECEHBI.
(HaMMEeHOBaHUE JIOJKHOCTU (moamuch)

paboTHHMKA apXHUBa, BHECIIETO

JlaTa

HU3MEHEHUs
B YYETHBIE JJOKYMEHTHI)

(pacumdpoBKa MOAMKCH)

(pacumupoBKa MOITUCH)
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K UHcTpykuun
KYPHAJL
YUETA TTPOCTBIX TIEHATEN U LHITAMIIOB
N Hara Ot koro Ortuck neuvaru, | ©.M1.0. nonyyusiiero Pacniucka B OtMeTKa 0 BO3BpaTe [Ipumeuanue
/1 perucrpanuu MOJTyYEHBI mrammna ITamI, neyvarsb, MOJIy4YEHUH, AaTa WJIM YHUUYTOXXKCHUU
nevyaTu u HAaUMEHOBaHUE
IITaMITBI CTPYKTYPHOTO
noJipa3iesieHus
1 2 3 4 5 6 7 8
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K UHcTpykunmn

[TPUMEPHLIN TIEPEYEHD
JOKYMEHTOB, HA KOTOPBLIE CTABUTCA ITPOCTA ITEUATH

AKTHI (TpreMa 3aKOHYEHHBIX CTPOUTEIHLCTBOM OOBEKTOB, 00OpPYIOBAaHMUs, BHIIIOJIHEHHBIX padoT;
9KCIIEPTU3BI U T.11.).

ApXUBHBIE CIIPABKH.

ApXUBHBIE KOIIHH.

JIOKyMEHTBI HAJIOTOBOM OTYETHOCTH.

JloBepeHHOCTH (Ha MOJyYeHUE TOBApPHO-MAaTepUaIbHBIX LIEHHOCTEH, BeJleHHe Jie] B apOuTpake U
T.1.).

JoroBopsl (0 MaTepuaabHOW OTBETCTBEHHOCTH, IOCTAaBKaX, MOJAPSAAX, HAYYHO-TEXHHUYECKOM
COTPYIHUYECTBE, ApEH/Ie TOMELICHHUA, O IPOU3BOJCTBE PadOT U T.1.).

3amanuss (Ha  MPOEKTHpPOBaHHE OOBEKTOB, TEXHHUYECKUX  COOPYKEHUU, KalUTaJlbHOE
CTPOMUTENBCTBO: TEXHUYECKOE U T.11.).

3aKJII04eHUs U OT3BIBHI.

3asBneHus (Ha aKKpeAUTUB, 00 OTKa3e OT aKIerTa U T.1I.).

HcniomHUTENbHBIE TUCTHI.

KomananpoBouHbIE y10CTOBEPEHUSI.

Hopwmsi pacxona.

OOpa3ubl OTTUCKOB IeyaTed M moAnuced paOOTHUKOB, HMEIOLIUMX IPAaBO COBEPIICHUS
(MHAHCOBO-XO3SIIICTBEHHBIX OMepaIuii.

[Tucbma rapanTuiinblie (BBIIOTHEHUE padOT, YCIYT H T.1I.).

[TonoxxeHus 06 opraHU3aIUsIX.

[Topydyenus (OromkeTHble, OAaHKOBCKHE, TEHCHOHHBIC, IUIATe)KHBIE (CBOIHBIC, B OaHK, Ha
MOpyYeHUE MHBAITIOTHI CO CYETOB U MEPEBOJI BATIOTHI, HA UMIIOPT U T.J.).

[IpencraBnenus u xoaaTaiicTa (0 HarpaXJA€HUU OpJICHAMU U MEJANIIMU, IPEMUSMHU U T.J1.).

PeecTpbl (4ekoB, OIOKETHBIX TOPYUCHUIA, TPEICTABISIEMbIE B OaHK).

CMmeThl pacxo0B (Ha coiepaHue arnapara ylnpaBieHHs], Ha KaJbKYJIALHIO K 10TOBOPY U T.1.).

Cornatienus.

CrnpaBku (JJUMHUTHBIE, O BBIILIATE CTPAXOBBIX CYMM, HCIIOJIb30BaHHE OFO/IPKETHBIX aCCUTHOBAHUI
Ha 3apIulaTy, O HAUYMCJIEHHON M MPUYHUTAIOLIEHCs 3apiiaTe U T.1.).

Crerudukaruu (U311, TPOTYKIIHH U T.1.).

TUTynbHBIE CIIMCKHU.

Y nocroeepenus.

YcraBbl OpraHuszanuii.

[IITaTHBIE pacnvCaHUsI.



