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1. OBIIME NOJIOKEHUA

1.1. HMHcrpykuuss 1O J€JONpPOU3BOJACTBY B OpraHaXx MECTHOTO CaMOYIpPaBICHUS
MYHUITUIIATLHOTO  00pa3zoBanus «MyHUIIMNAIBHBIA OKpyr Spckuii  paiioH Y aMypTCKOi
Pecriybonuku» (manee — WHcTpykums) pa3paboTaHa B COOTBETCTBHHM C 3aKOHOJATEILCTBOM
Poccuiickoit  ®eneparuu B chepe uHPopManuu, TOKYMEHTAllMHd, apXWBHOTO Jela,
HAI[MOHAJILHBIMU CTaHAAPTaMHu B chepe yrpaBIIeHUs JOKYMEHTAMHU.

1.2. UucTtpykuus pa3paboTaHa B LEISX COBEPUICHCTBOBAHUSA JEJIONPOU3BOJCTBA U
HOBBIIIEHUS YPPEKTUBHOCTH pabOTHI C JOKyMEHTaMH, oOpasyromumucs B nesitenbHoctd CoBeTta
JIEMTyTaTOB MYHHUIIUITAIBHOTO 00pazoBaHue « MyHUITMTIATBHBIN OKpYyT Spckuii paiioH Y AMYypTCKOH
PecriyOnukn» ¥ AIMUHUCTpallMM MYHUIIMNAIBHOTO 00Opa3zoBaHusi «MYHHUIUINIATBHBIA OKPYT
Spckuii paiion Yamyptckoit PecryOimkuy (anee — opraHbl MECTHOTO CaMOYIIPABIICHHUS ), ITyTEM
periJaMeHTaluy Ha €IMHOM MPaBOBOM U METOJIMYECKOW OCHOBE IpaBUJI MTOATOTOBKH JTIOKYMEHTOB,
TEXHOJOTHIl pabOThl ¢ HUMH, OpPraHU3allMU WX TEKYIIEro XpaHEeHUs W MOJArOTOBKHU K Iepeaue B
apXuB OpraHa MECTHOT'O CaMOYIIPaBJICHHUS.

1.3. WHCTpyKUMs yCTaHaBIMBAaeT TPeOOBaHMUS K JOKYMEHTHPOBAHHIO YIPaBIEHYECKOM
JESITEIbHOCTH U OpraHu3alii padoThl ¢ JOKYMEHTaMH B OpraHaXx MECTHOTO CaMOYTpaBIEHUSI.

1.4. Tonoxenus [IpuMepHOI HHCTPYKUUHU PACIPOCTPAHSIOTCS Ha OPraHU3AINI0 pabOTHI C
OpraHU3alMOHHO-PACHIOPSAUTEIbHBIMA JOKYMEHTAMH HE3aBHUCHUMO OT BHJA HOCHUTENS, BKJIHOYAs
MOJATOTOBKY, PETUCTPALMIO, Y4€T U KOHTPOJb HCHOJHEHHUS JOKYMEHTOB, OPTaHU3alMI0 UX
TEKYIIETO XpAHEHHUs, OCYIIECTBIIIEMBIE C TOMOIIBIO HH(POPMALMOHHO-KOMMYHHUKAIIMOHHBIX
TEXHOJIOTHUM.

1.5. OcobenHoctr opraHm3anuu paboOThl C JOKYMEHTaMH, COACpPXAIMUMH WHEHOPMAITHIO
OTPAaHMYEHHOTO0  JOCTyna (KOMMEpUYeCKyl TaiiHy, TepCOHalbHbIE JaHHblE U  HHYIO
KOH(UICHINATLHYIO HHPOPMAITHIO), PETYIUPYIOTCS CIICIHATBLHBIMU JIOKAITBHBIMU HOPMATHBHBIMH
aKTaMH, YTBEP)KJIA€MbIMH PYKOBOJUTENIEM OpraHa MECTHOT'O CaMOYIPABJICHUS.

1.6. Opranu3zamnus, BeZICHHE U COBEPIIEHCTBOBAHUE JIEIIONIPOU3BO/ICTBA HA OCHOBE €MHOMN
MOJIUTUKU U TPUHITUIIOB, IPUMEHEHHE COBPEMEHHBIX WH(GOPMAIMOHHBIX TEXHOJIOTHH B paboTe ¢
JIOKYMEHTaMH, METOMYECKOE PYKOBOJACTBO M KOHTPOJIb COOJIIOJIEHUS! YCTAHOBIIEHHOTO MOpPSAKA
paboThl C JOKYMEHTaMH BO3JIaraeTcs paclopsDKEeHHEM pPYKOBOAUTENSl OpraHa MECTHOTO
CaMOYyIpaBJIEHUs Ha CIHENUAINCTa, OTBETCTBEHHOIO 3a BEACHME JENONPOU3BOJACTBA (najee
OTBETCTBEHHBIH 3a Je0NPOU3BOCTBO).

B 10mKHOCTHONW HMHCTPYKUHHU CHEHaTIUCTa, OTBETCTBEHHOI'O 3a JEJONPOM3BOJACTBO, K
(GYHKIUSAM IO OCHOBHOM JIEATENBHOCTH 100aBIAIOTCS (PYHKIIUU MO BEIEHUIO AETOMPOU3BOICTBA.

1.7. Ha mnepuon ormycka, KOMaHIUPOBKHM, OOJE€3HM WM B CIy4yae YBOJIbHEHUS
pabOTHUKOB OPraHOB MECTHOTO CAMOYTPABJICHHs BCE HAXOJAIIMECS HA WCIOIHEHUU TOKYMEHTHI
NepealoTCs OTBETCTBEHHOMY 3a JIEJONPOM3BOJACTBO WJIHM JPYroMy pabOTHUKY IO YKa3aHMIO
PYKOBOAMTEIIS OPraHa MECTHOT'O CaMOYTPABIICHHUS.

[Ipy cMeHe OTBETCTBEHHOIO 3a JI€JONPOU3BOJICTBO COCTABISETCS aKT IMpUEMa-Tiepeaavu
JIOKYMEHTOB U JIEI.

1.8. Coneprxanue ciry:)keOHBIX JJOKYMEHTOB HE TOJJISKHUT pasrialicHuio. B3anMoeicTBre
CO CpeJCTBAaMHU MacCOBOW MHpOpMAIUH, Mepeiada UM Kakoi-Tn0o HHPOpMAIMH WIH JOKYMEHTOB
U UX KOMHH JTOMyCKaeTCs TOJIbKO C pa3pelieHus: pyKOBOJAUTENSI OpraHa MECTHOI'O CaMOYIIpaBJICHUS
WJIM UHOTO YIIOJTHOMOYEHHOTO UM JIOJKHOCTHOTO JIUIIA.

PaGoTHUKM  oOpraHuM3zalMM  HECyT JUCHUIUIMHAPDHYIO M HMHYI, YCTaHOBJIEHHYIO
3aKoHoAaTenbcTBOM Poccuiickoit denepanny, OTBETCTBEHHOCTD 3a OPYY, HECAHKIIMOHUPOBAHHOE
YHUUTOXKEHUE, YTPaTy U pasrilallieHHue CoAepKaHUs CITyKeOHBIX TOKYyMEHTOB.

1.9. Ilpu yTpare AOKYMEHTOB OTBETCTBEHHBIM 3a JEIOMPOU3BOJACTBO HH(MOPMHUPYET
PYKOBOJUTENSI OpraHa MECTHOTO CaMOYIIPaBJICHUsI U OpraHU3yeTcs PO3bICK JOKYMEHTOB.

Ecnu po3bIck TOKYMEHTOB HE JIa€T pe3ysibTaTa COCTABIISIETCS aKT, B KOTOPOM YKa3bIBalOTCS
JaHHbIE YTPAYyEeHHOrO JOKYMEHTa, a Takke OOCTOATENIbCTBA, IPH KOTOPBIX MPOM3OILIA yTpara,
[I0CJIE YEro MPEeANPUHUMAIOTCS MEpBI 110 3aMELICHHUIO JIaHHOTO JIOKyMEHTa 3aBEPEHHON KOMHMEH



JIOKYMEHTA.

1.10. WucTpyKuus yTBEp)KIaeTcs IOCTAaHOBJIEHHEM AJIMHUHHCTPAMM MYHHULUNAIBHOTO
oOpazoBanusi «MyHUIMIANBHBIN OKpyr Spckuii paiion ¥Yamyprckoil PecrmyOmuku» mocie
coriacoBaHusi ¢ MeXBeJOMCTBEHHON IKCHEPTHO-NPOBEPOUYHOI METOAMUECKON KOMHCCHEN (naree
— OIIMK Komurera) Komurera mo genam apxuBoB mnpu [IpaBurenscTBe Y iMypTckoit PecryOmuku.

CornacoBaHue TMPOBOJUTCS B IENIAX KOHTPOJS 3a COOJIOJECHHEM JIEHCTBYIOIIETO
3akoHonaTenscTBa Poccuiickoii  ®enepanyu  u - Yamyprckoil PecmyOnmuku, HOpMaTHBHO-
METOJUYECKMX JOKYMEHTOB, perynupyromux Bompockl WOV, yuéra u olecnedeHus
COXpPaHHOCTH JOKYMEHTOB ApxuBHOro ¢onaa Yamyprckoi PecryOnuku (nanee — AD YP), kak
cocTtaBHOM yactu ApxuBHOTO (hoHaa Poccuiickoit denepanun (nanee — AD PD).

1.11. V3meHeHuss W JONOJHEHUS B JAHHYI) HWHCTPYKIMIO BHOCSTCS Ha OCHOBaHUU
pacniopspkeHusl [ J1aBbl MyHHITMTIIAIBHOTO 00pa3oBaHus, ocie cornacoBanus ¢ DIIMK Komurera.

1.12. UncTpyKIMs 1O JENONPOU3BOJACTBY B OpraHaXx MECTHOT'O CaMOYIIPABJICHUS SBIISETCS
00s3aTeNbHOM /JIS1 UCIIOTHEHUSI BCeMU paOOTHUKAMU MPHU BHITIOJHEHUH UMH BO3JI0OXKEHHBIX Ha HUX
oOs3aHHOCTEl. PabOTHHMKM OpraHOB MECTHOIO CaMOYIpPAaBJIEHUS HECYT IEPCOHAJIbHYIO
OTBETCTBEHHOCTh 32  COOJIOJEHHE  TOJOXEHUH  HMHCTPYKIUH TI0  JIETONPOU3BOJCTBY,
CBOEBPEMEHHOE DPACCMOTPEHHE U WCIIOJIHEHHWE JIOKYMEHTOB, WX IPAaBWIbHOE OQOpPMIIEHHE HU
COXPaHHOCTb.

1.13. IlpaBuna paboOThl C AOKYMEHTAaMH B CHCTEME MEXKBEJOMCTBEHHOTO 3JIEKTPOHHOTO
B3aumozeiicteus  «Jlupektym» (mamee — CMDOB  «Jlupektym») u HMHBIX HHGOPMAIMOHHBIX
CUCTEMAX, B KOTOPBIX OCYLIECTBJIIETCS CO3/laHuE (BKJIIOUEHUE) U XPAHEHUE JIOKYMEHTOB, HE
JIOJIKHBI BXOJIUTh B IPOTUBOPEUUE C MOJOKEHUSAMU JaHHOW MHCTPYKIIHUH.

1. OCHOBHBIE TIOHATUA

ApXMB OpraHu3alluM — YYpEXKICHHE WU CTPYKTYpHOE IOAPA3ACICHHUE OpraHU3aluH,
OCYILECTBIIAIOLINE XPaHEHUE, KOMILUIEKTOBAaHUE, YUET U UCIIOJIb30BAHUE apXUBHBIX JOKYMEHTOB.

biaank poxkymeHTa — JnucT OymMaru WM OJIEKTPOHHBIM MIA0JIOH C PEKBU3UTAMHU,
UJACHTUGHUIMPYIOUIMMHU aBTOpa O(YUIIHAIBHOTO JOKYMEHTA.

Buza — pexBHM3UT, BbIpaXKAIOUMIl corlacue (Hecoryiacue) JOJDKHOCTHOIO JIMHA C
COJEPKAHUEM JTOKYMEHTA.

Bkirouenne poxkymenta B CMOB «/lupekTymMm» — oOCylLIeCTBIEHHME JIE€HCTBUH,
o0eCreynBaONMX pa3MEIIeHue CBEJCHMH O JOKYMEHTE W/WIM JIOKyMEHTa B CHCTEME
MEXBEJOMCTBEHHOTO 3JIEKTPOHHOTO B3aUMOJIEUCTBUS «/IUpexkTym».

JeJ10 — JOKYMEHT WM COBOKYITHOCTb JOKYMEHTOB, OTHOCSILUXCS K OQHOMY BOIPOCY WU
YYaCTKy J€ATEIbHOCTH, IOMEIIEHHBIX B OTJEIbHYIO O0I0XKKY.

JenonpousBoantesib — pabOTHUK OpraHu3aluyu, OTBETCTBECHHBIN 3a BEJICHUE
JIEJIONPOU3BO/ICTBA B OPraHU3alUU (CTPYKTYPHOM MOAPA3/IEICHUN OpraHU3aIin ).

Jle1onpou3BOACTBO  —  JEATENBbHOCTh,  OOecrmeyuBamomas  JOKyMEHTHpPOBaHUE,
JIOKYMEHTOOOOPOT, HCIOJIb30BAHKE U ONEPATUBHOE XPaHEHHUE JJOKYMEHTOB.

JlokyMeHT — 3aduUKCHUpOBaHHAash Ha HOcUTelne UACHTUUIMpYeMas HHpOpMaIus,
CO37JaHHAasl WM IOJIy4eHHas OpraHu3alued M coXpaHseMas €K B KayeCTBE IOATBEPKICHHS
IIPaBOBBIX 0053aTEIBCTB WM JETTIOBOH 1€ TENBHOCTH.

JlokyMeHTaJbHbI GOHI — COBOKYITHOCTh JOKYMEHTOB, O0pa3yIOLIUXCS B JESATEIbHOCTH
OpraHu3aLuu.

JLoKkyMeHT0000pOT — JBHKEHNE JOKYMEHTOB B OPTaHU3aLlMA ¢ MOMEHTA UX CO3/IaHUs WU
MIOJIyYEHUS [0 3aBEPILICHUS UCIIOJHEHUS U OTIIPABKH.

J{OKYMEHTONOTOK — COBOKYITHOCTh JJOKYMEHTOB OJHOTO BHJA WJIA HAa3HAYEHUS, UMEIOIINX
00U MapuIpyT.

Hoetynm (K JOKYMEHTY) — BO3MOXHOCTb W YCJIOBHS TOJYYEHUS M HCHOJb30BAHUS
JIOKyMEHTA.

3aBepeHHasl KONHUSl JOKYMEHTA — KONUSA JIOKYMEHTa, Ha KOTOPOH B YCTaHOBJICHHOM
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HOPSI/IKE IPOCTABIICHBI PEKBU3HUTHI, 00ECIIEUMBAIOLIIE €€ IOPUINUECKYIO 3HAYUMOCTb.

NudopmanuonHasi cucTeMa — COBOKYIHOCTh COJEpKamiehdcs B 0a3ax JaHHBIX
uHpOpPMaIUK ¥ 00ECTIEYNBAIONIIUX €€ 00paboTKy MH(OPMAIIMOHHBIX TEXHOJOTHH M TEXHHYECKUX
CPEICTB.

Hcnoannresab — pabOTHUK OpPraHM3allM, B 30HE OTBETCTBEHHOCTH KOTOPOTO HAXOIUTCS
CO3/IaHME MPOEKTa JOKYMEHTa, ero ohopMJeHHE, COIrJIaCOBaHHUE U IMPEICTABICHHWE Ha TMOAMKCH
PYKOBOJCTBY.

KoHTeiiHep 3/IeKTPOHHOIO [JOKYMEHTa — DJJeKTpoHHas mnanka B Buae ZIP-apxusa,
BKJIIOYAIOIIAsl DJCKTPOHHBIM JIOKYMEHT, BKJIIOYas €ro MeTaJaHHble, U OOeCIeYNBaroIas
LEJIOCTHOCTh IEKTPOHHOI'O JOKYMEHTA IIPU €ro rnepeaadye Ha XpaHEHue.

KoutpoabHasi cymma (¢aiijia/manku) — 3HaAYCHHWE, PACCUMTAHHOE MO HAOOpPY aHHBIX
NyTEM MPUMEHEHHUs OINpPEACIIEHHOIO AJITOPUTMA M HUCIOJIb3yEMOE i MPOBEPKU LEIOCTHOCTH
JIAHHBIX IIPU UX [epeJadye WIA XpaHCHUH.

Komusi 1oxkymeHTa — DSK3eMIUIIp JOKYMEHTa, IOJHOCTBIO  BOCHPOWU3BOIALIUN
MH(OPMAIUIO O/UIMHHUKA JOKYMEHTA.

KoppecnonaeHumuss — JTOKyMEHTbI, COCTaBISIOIINE MEPENUCKY MEXIy OpraHaMH BIACTH,
rOCYJTapCTBEHHBIMH U HETOCYIapCTBEHHBIMU OPTraHU3AIHUSIMHU, PU3NUIECCKUMH JTUIIAMH.

JlokanbHbIil HOpMATHBHBIH aKT, JIHA — HOpMAaTUBHBIN AKT, U3JAHHBII PYKOBOJUTEIEM
OpraHM3alMy WIA HHBIM YIOJHOMOYEHHBIM KM JIMIOM, YCTAHABJIMBAIOWIUN (U3MEHSIOIINUH,
OTMEHSAIOIINN)  TpaBuia, HOPMBI, TpeOOBaHUSA, HANpPaBIEHHbIE HA  pPErJIAMEHTAIUIO
yIpaBIeHYECKOH, (UHAHCOBOH, KOMMEpPYECKOH, IPOU3BOJCTBEHHO-XO3SICTBEHHOH U HHOM
JeATEIbHOCTH OpraHU3alUH.

MapupyT Z10KyMEHTa — II0CJIEA0BAaTEIbHOCTh ONIEPAlMi, COBEPLIAEMBIX C JTOKYMEHTOM B
MIPOLIECCE €T0 CO3/IaHMS U UCTIOJTHEHUS.

HomeHnkJiiatypa aej1 — CHCTEMAaTU3UPOBAHHBIN IIEPEYEHb 3ar0JOBKOB €I, CO3/1aBAEMBIX B
OpraHu3aly, C yKa3aHUEM CPOKOB UX XPaHEHUSI.

O0beM  IOKYMEHTO000pPOTAa  —  KOJIMYECTBO  JIOKYMEHTOB,  BKJIIOYEHHBIX B
JIOKYMEHTO000POT 32 OIpe/IelIeHHbIN MepHo/l BpeMeHH (Mecs1], OIyroane, roju).

OneparnBHOe XpaHeHHMe [JAOKYMEHTOB — XpPaHEHHE JOKYMEHTOB B CTPYKTYPHOM
MOAPA3ACIICHUH 10 UX MEPEIayd B apXUB OPTaHU3ALMU UIIA YHUUTOKECHUS.

Onuce fgel CTPYKTYPHOIO MOApPa3JeJIeHHsl — YYETHBIM JOKYMEHT, BKJIIOUYAIOLIU
CBEIEHMS O Jienax, C(QOPMHUPOBAHHBIX B CTPYKTYpPHOM TOJpa3felieHud U MOJJIeKalIuX
repeaye Ha XpaHEHHUE B apXUB OpraHU3aluu.

Opranu3anoOHHO-pacHOpsAAUTEIbHAs NOKYMEHTAUMS — KOMIUIEKC JOKYMEHTOB,
o0ecreunBaoIUX peaan3auio GyHKIUNA yrpaBIeHUs OpraHu3anueil.

Od¢opmiienue aeJia — MOATOTOBKA JieJa K IIepeIaye Ha ApXUBHOE XPaHEHHUE.

Odopmiienne 10KyMeHTa — IPOCTABJICHUE HA JOKYMEHTE HEOOXOAMMBIX PEKBU3HUTOB.

Ileppuunasi o0padoTka AOKyMeHTa (IKCIeIUIHOHHAsE 00padoTKa [JOKyMEHTa) —
KOMIUIEKC paboT, BHIMOIHAEMBIX C JTOKYMEHTOM IIPH €ro MOCTYIUIEHUH B OpraHU3aluio (IIpoBepKa
MPAaBUJIBHOCTH aJIpeCOBAHMUS, EIOCTHOCTH, KOMIUIEKTHOCTH U Jp.).

IleyaTr — yCTpPOHCTBO, cojepXkaliee KIHMIIE, Kak MpaBWwIo, Kpyriaod (opmsl,
UCIIOJIb3YEMOE JJIsl 3aBepeHUs COOCTBEHHOPYYHOW MOJINKCH JOJDKHOCTHOIO JIMLA Ha JOKYMEHTE
MyTeM HaHECEHHs OTTHCKa KJIuIle Ha Oymary.

IopJIMHHUK JOKYMEHTA — IIEPBbII WIM €IUHCTBEHHBIN YK3EMIULIP JOKYMEHTA.

Ionnucanue (AOKyMeHTa) — CIOCOO  YAOCTOBEPEHHUS JOKYMEHTa  IOJIMHCHIO
JOJPKHOCTHOTO JIMLA, pa0OTHUKA OpraHu3alyy, GU3NIECKOoro JIuIa.

PerucrpanuoHHbIi HOMEp JOKYMEHTa (perucTpanOHHBIH HHIEKC
JAOKYMeHTa) — 1u¢ppoBoe wmiaM OyKBEeHHO-IM(poBoe  00O3HAYEHHE, IMPUCBAMBAEMOE
JOKYMEHTY B LIEJISIX €r0 UIACHTU(UKAIUH U yUeTa.

PeFI/ICTpalll/lﬂ AOKYMEHTA — IIPUCBOCHUC JTOKYMCHTY PErUCTPpalMOHHOIO HOMEpA U

3aIKCh CBEACHMI O IOKYMEHTE B PErUCTPAIMOHHO-YUETHYIO (popmy.
Pe3osonuss — pEeKBU3UT, COAEPXKAIIMKA yKa3aHUS JOHKHOCTHOIO JIMIA MO HCIIOJIHEHUIO



JIOKYMEHTA.

PeKBM3UT [JOKYMEeHTa — 3JIEMEHT JOKYMEHTa, HEOOXOIUMBIH A ero o(opMieHUs U
OpraHu3aiy paboThl ¢ HUM.

Cucrema JOKyMEHTAallMM — COBOKYIHOCTb BHUJAOB JOKYMEHTOB, B3aUMOCBSI3aHHBIX IIO
NpU3HAKaM Ha3HA4YeHUs, Chephl NeATENTbHOCTH U SAMHBIX TPEOOBAHHH K X O(OPMIICHHIO.

CucremMa MeKBeIOMCTBEHHOI0 3JIEKTPOHHOrO B3aumoneicrBus «/Aupektym» —
aBTOMAaTH3UpPOBaHHAs HMH(OpMAIMOHHAs CUCTeMa, OOECHeYMBAOIAsi BKIIOYCHHE JOKYMEHTOB B
CUCTEMY, YIIPABJICHUE JTOKYMEHTAMH, OIIEPAaTUBHOE XPAaHEHUE U JOCTYI K HUM.

Cornnacopanue mnpoeKkTa JAOKyMeHTa (BM3MPOBaHHMeE) — aHAIU3 IIPOEKTa JOKyMEHTa
3aMHTEPECOBAHHBIMM OPTraHU3ALMAMH, [JODKHOCTHBIMU JIMLAMH, CHCLHMAIUCTAMU B  LEJIAX
OLIGHKM IIeTIECOOOPAa3HOCTH M3JaHUs JIOKyMEHTa W COOTBETCTBHS IPOEKTa JOKYMEHTa
JEHCTBYIOIEMY 3aKOHOJATEIBCTBY U JJOKAJIBHBIM HOPMAaTUBHBIM aKTaM.

Cpok XxpaHeHHsI JOKYMEHTOB — II€pUOJ BPEMEHU, B TEUEHHE KOTOPOIO JOJIKHO
o0ecrneunBaThCsl XpaHEeHHE JOKYMEHTa B COCTaBe JOKYMEHTAJIbHOIO WM apXUBHOIO (POHAA.

YHUUYTOXKEeHHEe [OKYMEHTOB — MCKJIIOUYEHHE JOKYMEHTOB M3 JOKYMEHTAJIbHOIO WJIU
apxuBHOro (oOHJa IO MCTEYEHUH CPOKA HUX XPaHEHHs C MOCIEAYIOIIMM YHUUYTOKEHHEM
(yrunuzanuei).

YTBep:kaeHne JAOKyMeHTa — CIOcOo0 yAOCTOBEpEHUS JOKYMEHTa W BBEJIEHHUS €ro B
JEHCTBUE, CAHKLMOHUPYIOIMN PAaclpOCTpaHEHUE NEHCTBUS JOKYMEHTA Ha ONPEIEICHHBIA Kpyr
OpTraHM3aIyi, MoApa3IeIeHui, paOOTHUKOB.

®opMupoBaHHe JeJIa — BKIIOYCHUE UCIIOJHEHHBIX TOKYMEHTOB B JIEJIO B COOTBETCTBUU C
HOMEHKJIaTypoul Jel.

IITamn — ycTpoiicTBO, coeprkalllee KIUIIe, KaK MPpaBUIo, MPSAMOYTOJIbHOW (OPMBI, A
HaHECEHMsI Ha OyMary OTMETOK CIIy’EOHOTI0, CIIPaBOYHOI'0, Y4ETHOTO XapaKTepa.

JKCIePTH3a HEHHOCTH JOKYMEHTOB — M3yY€HHUE JOKYMEHTOB Ha OCHOBAHMM KPUTEpPUEB
UX ILIEHHOCTH B LIEJISIX OIpPENEICHMsI CPOKOB XpPaHEHUs JOKYMEHTOB U 0TOOpA UX JUIsl BKIIOUEHUS B
coctaB ApxuBHoro ¢onaa Poccuiickoit deneparuu.

DJIEKTPOHHAsI KONMS JOKYMEHTa — KOIUs JOKYMEHTa, Co3/1aHHasi B Hu(poBoil popme.

DJIeKTPOHHAsI MOANMUCH — UHPOPMAIHS B AIEKTPOHHON (GopMe, KOoTopasi MPUCOEANHEHA K
npyroil nHGopManuu B 3IEKTPOHHOU (hopMe (TmoanuckiBaeMol MHGOpPMAIMK) WIK UHBIM 00pa3zoM
cBi3aHAa ¢ Takoll wMHQopmanMell M KOTOpas MCIONB3yeTCs JUIsl  OINpeNeNeHus Juia,
MOJIMUCHIBAOIIETO HH(POPMAITHIO.

DJIEKTPOHHOE €10 — DJIEKTPOHHBI JOKYMEHT WM COBOKYNHOCTH 3JIEKTPOHHBIX
JIOKYMEHTOB, CBS3aHHBIX B 0a3e JaHHBIX MH(OPMAIMOHHON CHCTEMBbI C OJHUM M3 3arojIOBKOB
HOMEHKJIATYPBI A€l

JIEKTPOHHBII JOKYMEHTO000pPOT — yNpaBiIeHHE JOKYMEHTAaMHU B YCJIOBHSIX MPUMEHEHHUS
UH(POPMAITMOHHBIX TEXHOJIOTH.

JIEKTPOHHBII JOKYMEHT — JOKYMEHT, CO3/IaHHBIH B 3JIEKTPOHHOU (hopme.

I1l. TOKYMEHTUPOBAHUE YIIPABJIEHUECKOWM JESATEJIBHOCTH

3.1. CocTaB 10KYMEHTOB

3.1.1. B cooTrBercTBUU ¢ YCTaBOM MYHHIIMIIAIBLHOTO OOpa3oBaHus «MyHUIIUNAIbHBIN
okpyr SApckuii paiioH VYamyprckoit PecnyOmukumy» oOpraHamM  MECTHOTO CaMOYTPABJICHHS
MYHULMIIAJBHOIO  paliloHa W JOJDKHOCTHBIMM  JIMOAMH ~ MECTHOIO  CaMOYIIPABJICHUS
MYHHUIIMIIAJBHOTO palioHa B MpeAeliaX CBOUMX MOJHOMOYHMM MPUHUMAKOTCS MYHUIHUNAIbHBIE
MpaBOBbIE aKThI (Y CTaB, pelICHUs, TOCTAHOBICHUS, PACTIOPSKEHHUSI), U3JAIOTCS OPTaHU3AI[MOHHO-
pactopsiIUTeNbHbIE JOKYMEHTHI (TIpaBWia, TMOJOXKECHUs, WHCTPYKIIMH, PETJIaMEHTHI, JCJIOBbHIE
MUChMa, aKThI, CIIPABKHU, CITY>KEOHBIE 3alUCKH, TOKIAIHbIC 3aTUCKH, CIIUCKU, TIEPEUYHHU, TPOTOKOIIBI
u ap.)

3.1.2. OpraHu3aoHHO-PACTIOPSANTENbHBIE JOKYMEHTBI, CO3/1aBa€MbIEe B JESATEIBHOCTH
OpraHOB MECTHOT'O CaMOYIIPaBJICHHUS, JOJKHBI ObITh OOPMIIEHBI 10 MpaBUIaM, YCTAHOBJIEHHBIM



WNHcTpyKLMen 10 AeI0NIPOU3BOACTBY.

Baocuth kakme-nmubo wucnpaBieHUs U J00ABJICHHWS B TIOJANMHUCAHHBIC (YTBEPKICHHBIC)
JOKYMEHTBI HE IOy CKaeTCsl.

3.1.3. JIokyMeHTbI, cO3/1aBaeMble B JESATEIBHOCTH OPraHOB MECTHOI'O CaMOYIIPaBJICHUS
(mampumep: KaapoBas, (UHAHCOBas, OyxXrajTepckas ydeTHas M OTYCTHas JOKYyMEHTAIlHs,
JOKYMEHTaIUs 110 MaTepHalibHO-TEXHUUYECKOMY 00eCIeUeHHUI0, T0TOBOpHAs JTOKyMEHTALMs U 1p.),

JIOJIKHBI COOTBETCTBOBATh IIpaBUiIaM, YCTaHOBJICHHBIM NucTpykuumen o
JIeJIONPOU3BOICTBY JIMIIL B 4acTH OGOPMIIEHHS PEKBU3UTOB, 0OECIEUMBAIOIIUX HOPUANYECKYIO
3HQYMMOCTh JIOKYMEHTOB: HAaMMEHOBAaHUWE OpraHa MECTHOIO CaMOYIpPaBJICHUS — aBTOpa

JNOKYMEHTa, Jara JOKYMEHTa, Tpud yTBEPXKICHHS, MOAMUCH, Ipu(d coriacoBaHHs IOKYMEHTA,
BU3a, TE€4YaTh, OTMETKAa O 3aBEPEHUHU KOMHUHU JIOKYMEHTa, a TaKKe PEKBH3UTA, HAHOCHMMOTO Ha
JOKYMEHT, COAepXalii MH(OpMAIUIO, TOCTyl K KOTOPOW OrpaHHWYeH, — Tpud OrpaHUYEHUS
JIOCTYTIA K JIOKyMEHTY.

3.1.4 Co3nganne JOKYMEHTOB B OpraHax MECTHOT'O caMOyTpaBieHus, ucnoisiyomeid CO/1,
B LEJIAX TOBbIMEHUS d(h(ekTuBHOCTH Hcnoyib3oBaHust COJl, OCYIIECTBIISCTCS C MCIOJIb30BaHHEM
1a0JIOHOB OJITAHKOB JOKYMEHTOB.

Jlns  co3maHusi JTOKYMEHTOB, OTPXKAOIIUX CHEIH(HUKY ACATEIBHOCTH CTPYKTYPHBIX
HOI{pa3H€H€HHﬁ OpraHoB MCCTHOI'O CaMOYIPABJICHUA, W YIIPABJICHHUA JaHHBIMHW JOKYMCHTaMH
MOTYT MCIIOJIb30BaThCsI Pyrue HHPOPMAIMOHHBIC CUCTEMBI.

3.2. Bi1aHKH 10KYMEHTOB

3.2.1. JIokyMeHTBI OpraHOB MECTHOI'O CaMOympaBieHHUs OGOPMISIOTCS Ha OJIaHKax WM
CTaHJapTHBIX JUcTax Oymaru Oenoro 1seta popmara A4 (210x297 mm) u AS (148x210 mm);

3.2.2. JIn1 W3rOTOBIEHMS JIOKYMEHTOB B OpraHax MeECTHOIO CaMOYIpaBJICHUS
UCTIONB3YIOTCS clieaytoriue Oaanku (nmpuioskenusi Nel-10)

OJIaHKH NMHUCEM OpPraHOB MECTHOT'O CaMOYIIPaBIICHUS;

OJIaHK TOCTaHOBJICHUS [ TaBbI MyHHUIIMTIAILHOTO 00Pa30BaHMUS,

OJIaHK MOCTAHOBJIEHUS] A IMUHHUCTPALMU MyHULIUIAIIEHOTO 00pa30BaHus;

OnaHK pacropspkeHus [ 1aBbl MyHHIIMTIAIEHOTO 00pa30BaHUs;

OJ1aHK pacnopspKEeHUsT AIMUHHUCTPALMN MyHUIIMIAIBHOTO 00pa30BaHus;

6nank pemeHusi CoBeta J1eMyTaToB;

6naHk noctanoBinenus [Ipesuanyma CoBeta JemyTaTos;

OmaHk moctanoBieHus: CoBeTa JIEMyTaToB;

6naHk pacrnopsbkeHust CoBeTa JenyTaToB;

OJIaHK MPOTOKOJIOB (MpuJiokenue Ne 19-22)

3.2.3. Ilpy wu3maHuUM JOKYMEHTOB Ha CTaHJApTHBIX JHCcTaXx OymMard Ha HHX
BOCIIPOM3BOMSTCS BCE PEKBU3UTHI, HEOOXOAMMBIC ISl JTOKYMEHTOB KOHKPETHOTO BHAA WIH
pPa3sHOBUIHOCTH (HAaUMEHOBaHME OpraHa MECTHOI'O CaMOYMpaBJIEHUs, BUJ JOKyMEHTa, JaTa
JIOKYMEHTA, TIOJIUCH U JIP.).

3.2.4. bnaHKM JTOKyMEHTOB OpPraHOB MECTHOTO CaMOYIPABJIECHUS H3TOTaBIMBAIOTCS
TUNIOTPaCKUM CIOCOOOM W/MIIM CPEeICTBAMU KOMITBIOTEPHON TEXHUKH.

3.2.5. bnanku Ha OyMa)XHOM HOCHUTENE M 3JIEKTPOHHbIE Ia0JI0HBI OJAHKOB JOJKHBI OBITh
UJICHTUYHBI TT0 COCTaBY PEKBU3UTOB, TIOPSIIKY HX PACIIONIOKEHUS, TApHUTYPaM MIPUQTA.

bnankun JOKyMEHTOB Ha OyMaXKHOM HOCHTEJIE€ W DJEKTPOHHbIE I1a0JIOHBI OJIaHKOB
W3TOTABJIIMBAIOTCS HA OCHOBAHWM MAaKETOB OJIAHKOB, YTBEP)KIAEMBIX PYKOBOJMTEIEM OpraHa
MECTHOT'O CaMOYTIpaBJICHUS.

OneKTpoHHbIE IMIAa0JIOHBI OJIAHKOB JOKYMEHTOB JIOJDKHBI ~ OBITh  3aIlUIIEHBI  OT
HECAHKIIMOHUPOBAHHBIX U3MEHEHUH.

3.3. O0uue Tpe6oOBaHNs K H3rOTOBJIEHHIO IOKYMEHTOB

3.3.1. JIokyMeHTHI B OpraHaXx MECTHOTO CaMOYIIPaBJIEHUS MOTYT CO3/1aBaThCsl HA OYMaKHOM
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HOCUTENIE W B DIEKTPOHHOH (opMe ¢ CcOOMIOEHHEM YCTaHOBJICHHBIX MpPaBUI O(QOPMIICHHS
JIOKYMEHTOB.

3.3.2. JIoKyMeHTBI OPraHOB MECTHOT'O CaMOYTpaBJiIeHUs, OPOPMIICHHBIE KaK Ha OJIaHKe, TaK
u 0e3 Hero, JOJKHbI UMETh I0JIsl HE MEHee:

20 MM — JIEBOE;

10 mm — npaBoe;

20 MM — BEpXHEE;

20 MM — HUXKHEE.

JIOKyMEeHTBI 1IuTeNbHbIX (cBblle 10 J1eT) CpOKOB XpaHEHUs TOJKHBI UMETh JIEBOE M0JIE HE
MeHee 30 MM.

3.3.3. JlIokyMeHTBI, HM371aBacMble COBMECTHO OJHOW WM HECKOJIbKUMHU OPTaHHU3AIHSIMH,
OoOpPMIIAIOTCST Ha CTAaHJAPTHBIX JIMCTaX OyMaru C BOCIPOU3BEJCHHEM PEKBU3UTOB BCEX
OpraHu3alii, y4acTBYIOIIMX B U3/IaHUH JOKYMEHTA.

3.3.4. Ilpu noaroToBke JOKYMEHTOB JOIYCKAETCs MCIIOJIb30BAaHHUE JIMIIEBOM M 000POTHOM
CTOpOHBI JHcTa. [Ipu IByCTOpOHHEM CO3JIaHMHM JOKYMEHTOB IIMPHHA JIEBOTO TOJIS HA JIMLEBOM
CTOPOHE JIUCTa U MPABOIo MOJIsl HA 000POTHON CTOPOHE JIMCTA JTO0JIKHBI ObITh PABHBI.

3.3.5. Ilpu co3ganwu JOKyMEHTAa Ha JBYX M 0oJiee CTpaHUIAX BTOPYIO M TOCICIYIOIIHE
CTpaHMIbl HyMepytoT. HoMepa cTpaHuIl POCTABIAIOTCS MO CepeiiHEe BEPXHEro MOl TOKyMEHTa
Ha paccTosHUU 10 MM OT BEpXHEro Kpas JIUCTa.

3.3.6. /s M3roTOBJIEHUsT JOKYMEHTOB HCIOJB3yeTcs rapHutypa mpudra Times New
Roman. Pasmep mpudra — Ne 12-14 ptl,

[Ipu cocraBneHnu TaOIMIl JOMYCKAETCS WCIOJIB30BaHKWE MIPU(PTOB MEHBIIUX Pa3MEpPOB —
Ne 10, 11 pt.

3.3.7. AG3amHbIi OTCTYN B TEKCTE JOKyMeHTa — 1,25 cm.

3arojloBKM pas3/ieloB W MOJPA3/eNoB IedyaTaloTcs ¢ ab3alHbIM — OTCTYNOM  MJIM
HEHTPUPYIOTCS MO NIMPHHE TEKCTA.

3.3.8. TekcT  nOKyMeHTa meuaTaercss uepe3 1—1,5  MEXCTpOUHBIX HHTepBaia.
MHOTrOCTpOYHBIE PEKBH3HUTHI MEYATAIOTCS Yepe3 OAMH MEKCTPOUHBIA MHTEPBAJ, COCTABHBIC YaCTH
PEKBU3UTOB MOTYT Pa3JIeNIATHCS IOMOIHUTEIBHBIM HHTEPBAJIOM.

Ecnmu moKyMeHT TOTOBHTCS Uil M3JAHHSI C YMEHBIICHHEM MaciuTada, TEeKCT IedYaTaeTcs
yepes J1Ba HHTepBaJa.

WuTepBan mexay OykBaMu B cloBax — OObIUHBIM. MHTepBam MeXIy cioBaMH — OJUH
npooen.

CTpoku peKBU3WUTOB BHIPABHHUBAIOTCS I10 JIEBOW I'PAHUIIE 30HBI PACHOJIOXKECHUS PEKBHU3HUTA
WIN LIEHTPYIOTCS OTHOCUTEIBHO CAMOM JUIMHHOW CTPOKH.

3.3.9. Tekct AOKyMEeHTa BBIPDABHHMBAETCS IO IIUpWHE JMCTa (10 TpaHUIAM JIEBOTO M
IPaBOTo MoJIeH TOKYMEHTA).

JlnuHa camMoW JJIMHHOM CTPOKM PEKBHU3UTAa IIPU YIJIOBOM PACIIOJIOKEHWH PEKBU3UTOB HE
oomnee 7,5 cM.

JlnmuHa caMoli JUTMHHOM CTPOKH PEKBU3UTA MIPH MPOIOJIEHOM PACIIONIOKEHIH PEKBU3UTOB HE
6ounee 12 cm.

3.3.10. [omyckaercsi BBIOENATh TOJMYXHPHBIM  IIPH(PTOM PEKBHU3HUTHI  «alpecaTy,
«3arojIoBOK K TEKCTY» WM «IIOJIIHUCH», a TaKKe OTAeNbHbIE (parMeHTh Tekcra. Vcmoiab3oBaTh
KypCHUB TIpH 0QOPMIICHUU PEKBU3UTOB IOKYMEHTA HE PEKOMEHTYeTCsl.

3.3.11. [Ipy MOArOTOBKE MHOTOCTPAaHUYHBIX JOKYMEHTOB (TpaBWiia, MOJOXKEHHUS,
WHCTPYKIIMH, PETJIAMEHTHI, IJIaHbBI, MPOTPaMMBI, OTYETHl M Jp.) OPOPMISIETCS THUTYIBHBIA JIUCT
(mpuaoxkenne Ne 11).

! Pasmep mpudra (kernp) usmepsercs B MyHKTax (point); ouMH IyHKT paBeH 1/72 moiima, uan 0,376 MM
(cokpamenue: «pt»).
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3.4. OpopmiieHne peKBU3UTOB JOKYMEHTOB

3.4.1. Ilpu odopMiIeHUH OpPraHU3ALUOHHO-PACTIOPATUTEIBHBIX JOKYMEHTOB COCTaB
PEKBU3UTOB M TpaBWia ux odopmieHus nopkHbI cooTtBeTrcTBoBath ['OCT P 7.0.97-2016
«Cucrema craHmaproB 10 HMHPOpMauuH, OHOIMOTEYHOMY M HU3JAaTEIbCKOMY  JIEly.
OpranuzalvoHHO-PACTIOPAIUTEIbHAS JIOKYMEHTaIHSI. TpeboBanus K 0 OpMIICHHUIO
JIOKYMEHTOBY?.,

JIOKYMEeHTBI, CcO37]aBacéMbleé B OpraHax MECTHOTO CaMOYyMpaBlIEHUS, UMEIOT CTaOWUIbHBIN
COCTaB PEKBU3UTOB, UX PACIIONOKEHHE U O(hOPMIICHHE.

[Ipy MoOAroTOBKE TOKYMEHTOB OpraHaMHd MECTHOTO CaMOYMIpPaBIEHUS HCIOIb3YIOTCS
PEKBU3UTHIL:

a) [ocynapcrBennsiit repd Y nmyprckoii PecriyOnmku;

0) K011 GOpMBI TOKyMEHTa

B) HAMEHOBaHKHE OpPraHa MECTHOTO CaMOYIIPABIICHHS — aBTOPA IOKYMCHTA;

T') CIIPaBOYHBIC JJAHHBIE 00 OpraHe MECTHOTO CaMOYIIPaBIICHUS;

1) HANMEHOBAHKE BU/IA JIOKYMEHTA;

€) J1ata JOKyMEHTa;

) PErUCTPALIMOHHBIN HOMEP JOKYMEHTA;

3) CCBUIKA HAa PETUCTPAIIMOHHBIA HOMEP M JIaTy TMOCTYIMHUBIIETO JOKYMEHTA;

1) MECTO COCTaBJICHUA (M3/1aHUs) IOKYMEHTA;

K) TpH(Q OrpaHUYCHHS AOCTyIa K JOKYMEHTaM;

1) ajpecar;

M) rpu¢ yTBEpKIACHUS JOKYMEHTA;

H) 3aroJIOBOK K TEKCTY;

0) TEKCT I0KyMEHTA;

I1) OTMETKA O MPUIJIOKEHNH;

p) rpud cornacoBaHUs JOKYMEHTa;

C) BU3a,

T) TIOJTHCH;

y) OTMETKa 00 AJIEKTPOHHOMN MOATHCH;

¢) neyats,

X) OTMETKa 00 MCIIOIHUTENE;

1) OTMETKa O 3aBEPEHUH KOIINH;

9) OTMETKA O TIOCTYIUICHUH JIOKYMEHTA,

I11) PE30JTIOLIHNS;

I1[) OTMETKA O KOHTPOJIE;

bI) OTMETKA O HAIPaBJICHUH JOKYMEHTA B JIEJIO;

CocTaB peKBU3UTOB, UCHOJIb3YEMBIX JJIsi OPOPMIICHUS TOKYMEHTOB, ONpPENENIeTCs] BUAOM
OpraHU3aIMOHHO-PACTIOPSAUTEIBHOTO JJOKYMEHTA.

3.4.2. bnaHku TOCTAaHOBJEHUH, pACIOpPSHKEHUH OpraHa MECTHOTO CaMOYIpaBJICHUS
BKITIOYAET PEKBU3HTHI:

I'ep6 Ynamyprckoit PecnyOnuku B uepHO-Oenom 1Bere (B cooTBeTcTBUM ¢ 1.3.4.4
WucTpykuun);

HaMEHOBaHME OpTraHU3aINH;

HAaMMEHOBAHHE BUJIa JOKYMEHTA;

OTMETKH JJISi Pa3MELIeHUs PEKBU3UTOB «JaTa JOKYMEHTa», «PErHMCTPAaLlMOHHBIM HOMeEp
JOKYMEHTa,

2TOCT P 7.0.97-2016 «CucremMa cTaHIapTOB 10 MHPOPMALUH, OMOIMOTEYHOMY M H3JATEIBCKOMY JIEIy.
OpraHu3aiMmoHHO-pacTIoOpsAuTeNbHAs JOKyMeHTanusa. TpeOoBaHns K OQOPMIICEHHIO JIOKYMEHTOB». —
M.: Cranpaptuagopm, 2018.
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MECTO COCTaBJICHUS WIN U3JIaHUS TOKYMEHTA.
bnanku pemenus Coera nenytaroB W nocraHoBieHus [Ipesmauyma CoBera JemnyTaToB
BKJIIOUYAET CIEAYIOLIUE PEKBU3UTHL:

I'ep6 MmyHuMnanbsHOro oOpa3oBaHus B 4epHO-0EJIOM 1IBETE,

HAaMMEHOBAHME BUJIA IOKYMEHTA;

HAaMMEHOBaHHE OpraHa, IPUHSBIIETO PEIICHHUE.

3.4.3. branku mnHCchMa OpraHa MECTHOTO CaMOYIMPABJICHUS COJCPKHUT CJEIYIOIIne
PEKBU3UTHI:

I'ep6 Y nmyprckoii PecryOnuku B uepHO-0e5ioM 1BETE;

HauMEHOBaHHE OpraHU3aluy,

CIpaBOYHBIC TaHHBIC 00 OpraHU3aIny;

OTMETKH JJIsi MPOCTABJICHHSI PEKBU3UTOB «JlaTa JOKYMEHTa», «PETUCTPALlMOHHBIA HOMEp
JIOKYMEHTa», «CChUIKA Ha PErHCTPALlMOHHBIM HOMEP U 1aTy IOCTYNHBIIETO JOKYMEHTa.

CocraBnenue, 0¢GOpMJICHHE M COIJIACOBAaHHE IPOEKTOB JJIEKTPOHHBIX JIOKYMEHTOB
OCYLIECTBJISIETCS 10 OOIIMM IpaBUIaM JEJIONpPOU3BOJICTBA, YCTAHOBJIEHHBIM B OTHOLIEHUH
AQHAJIOTMYHBIX JOKYMEHTOB Ha OyMa)XHOM HOCHTENE. DJIEKTPOHHBIH TOKYMEHT JOJIKEH HMEThb
PEKBHU3UTHI, YCTAHOBJEHHBIC JUIsI AHAJIOIMYHOIO JOKyMEHTa Ha OyMaXKHOM HOCUTENe, 3a
UCKJIIOYCHHEM OTTHCKA MmevyaTH U n3obpaxenus ['ocygapctBennoro repba YP.

BHyTpeHHHE NOKYMEHTHI OpraHu3anuu, odopmisieMble He Ha OnaHke (ciry>keOHbIe,
JNOKJIagHble, AHAIUTUYECKUE 3allUCKU, CHOPaBKU, AakKThl U Jp.), JOJDKHBI  COAEpXkaThb
COOTBETCTBYIOINE BUYy JOKYMEHTA PEKBU3UTHI, OPOPMIICHHBIE 110 YCTAHOBJIEHHBIM IIPaBUIIaM.

3.4.4,. T'ocynapcTBeHHbIi repd Yamyprckoii Pecyoaukm.

N3o6paxenue ['ocynapcrBerHoro repba Yamyprckoi PecryOnvku B d4epHO-O€oM IBETE
(B ciuywasx W TOpsIKe, TMPEAyCMOTPEHHBIX 3akoHOM YamypTckoit PecmyOmuku «O
I'ocynapctBernoMm ['epbe YamypTckoir PecnyOnukuy) momMeniaercs mo cepeiiHe BEpXHEro MO
OJlaHKa JOKYMEHTA.

3.4.5. Koa ¢popmMbI 1OKyMeHTa

Kox ¢opmbl noKyMeHTa mpocTaBiseTcsi Ha YHU(UIMPOBAHHBIX (opMax JIOKYMEHTOB B
cootBeTcTBUU ¢ OOImIEepoccuiickuM kiaccuukaropoM ymnpasieHueckoir moxkymentanuu (OKY )
WINA JIOKAJBHBIM KJIACCU(UKATOPOM, pPACIojiaraeTcsi B MPAaBOM BEpPXHEM YIIy pabodero mois
JIOKYMEHTa, COCTOUT U3 cJioB «PopMa 1o (HauMeHOBaHUE KiaccudukaTopa)» u udpoBoro Koja.
(HudpoBoil koj mpuMeHseTcss B JOKyMEHTaX IO JMYHOMY COCTaBYy: MpUKa3 (pacHopspKeHHUe) o
npueMe Ha paboTy, 00 YBOJBHEHUH, KOMaHJAUPOBKE U OTITYCKE)

3.4.6. HaumeHOBaHUe OPraHU3aANNU

HaumeHoBanue opraHuzanuu — aBTOpa JIOKyMEHTa, MOMeNlaeMoe Ha OJlaHKaX JOKyMEHTOB
OpraHa MECTHOTO CaMOYIIPaBJICHMsI, JODKHO COOTBETCTBOBAaTh HAaMMEHOBAHMIO, YCTAHOBJIEHHOMY
YcTaBoM MyHUIIUTIAIBHOTO 0OPa30BaHMUs.

Ha OnanHkax /JOKyMEHTOB YKa3blBaeTCsl IOJHOE O(QUIMATIbHOE HAWUMEHOBAaHHE OpraHa
MECTHOI'O CaMOYTpaBJeHUS, M0/l HAMMEHOBAaHHUEM OpraHa MECTHOI'O CaMOYyMpaBieHHUs B CKOOKax
YKa3bIBa€TCsl COKpAIlCHHOE HAMMEHOBAaHUE, €CIIM OHO MPEAYCMOTPEHO Y CTaBOM.

B cootBerctBUn ¢ 3akoHoM Yamyprckoil PecnyOnmuku «O rocygapCTBEHHBIX —SI3BIKAX
Yamyprckoit PecnmyOnukyn M MHBIX sI3bIKax HapoAoB Yamyprckoil PecnyOmukm» Ha OnaHkax
OpraHOB MECTHOTO CaMOYIIpaBJIEHHs IIOMEIIA€TCSs HAaUMEHOBAaHHE Ha YIMYPTCKOM f3BIKE,
HAaMEHOBAHHME Ha YJIMYPTCKOM S3BbIKE pPAcloJjiaralOT HUKE WJIM CIIpaBa OT HAaMMEHOBAHMS Ha
rocynapctBeHHOM si3bike Poccuiickoit deneparuu (pycckom).

3.4.7. CnpaBo4HbIe JaHHBbIE 00 OpPraHU3aANNU

CrpaBouHble JaHHble 00 OpraHe MECTHOTO CaMOYIIPaBJIEHUs YKa3bIBalOTCS B OJaHKax
IIMCEM WM BKJIIOYAIOT: IOYTOBBIM aJpec OpraHa MECTHOTO CaMOYIIPaBJICHHs (IOMOJHUTEIBHO
MOJKET YKa3bIBaThCsl aJpec MecTa HAaXOXKJIEHHUS OpraHa MECTHOIO CaMOYIIpaBJICHHUS, €CIId OH He
COBIIAJIA€T C MOYTOBBIM aJIpecoM), HoMmep TenedoHa, (akca, aapec MEKTPOHHONU MOUTHI, CETEBOM
azipec.

3.4.8. HaumeHoBaHue BU/IA JOKYMEHTA


consultantplus://offline/ref=0BE142EE6F2507F7FD7595A3B41F6D84EE438B052772A11A65AE03E498S155M

12

HaumenoBanue BuJa JTOKyMeHTa (pacHopspKeHHME, MPOTOKOJ, akT M T.JA.) YKa3bIBaeTCs Ha
BCEX JOKYMEHTaX, 3a MWCKIIOYEHHUEM [IeNOBbIX (CIy>KEOHBIX) IIHCEeM, pacroyiaraercs IMoj
PEKBU3UTAMM aBTOpa JOKyMEHTa (HaMMEHOBAaHUEM OpraHU3alllMM, HAMMEHOBAaHUEM CTPYKTYpPHOTO
noJipa3jiesieHusi, HANMEHOBAHUEM JIOJKHOCTH).

3.4.9. laTta 1oOKyMeHTAa

Jlatra nOKyMeHTa COOTBETCTBYET JaTe HojnucaHusi (YTBEpXKIEHHUS) JHOKyMEHTa WU JaTe
COOBITHS, 3a(UKCUPOBAHHOTO B JOKYMEHTE.

JlaTa OKyMeHTa 3allMCBIBAETCS B MOCIEAOBATEIbHOCTH: JEHb MECALA, MECSL, roJl OJHUM
U3 JIByX CIIOCOOOB:

apabckumu rudpamu, pasaeneHabiMu Toukoit: 07.02.2022;

cioBecHO-LM(poBbIM criocobom: 7 (espaist 2022 r.

Ha noxymenTax, opopmiisieMbIx Ha OJaHKE, MECTO Ui MPOCTABJICHUS 1aThl 0003HAYaeTCs
CHELMATbHOM OTMETKOM TI0J] pPEeKBH3MTAaMH «HAMMEHOBAaHME BHJA JOKyMeHTa» (B OiaHkax
KOHKPETHBIX BHJIOB JJOKYMEHTOB) U «CIIPaBOYHBIE JaHHBIE 00 OpraHu3aium» (B OJaHKaxX MHUCEM).

Ha noxkymeHTax, H3JaHHBIX COBMECTHO JABYMsI WM OoJjiee CTOpPOHaMM, B Clydae
peructpauun gokyMeHTa B COJ1 «/lupekTym», mpoCTaBIAOTCS JaThl M PETUCTPALlMOHHBIE HOMEPA,
IIPUCBOEHHBIE KAaXXJOW M3 CTOPOH, IPU 3TOM JAaTOW JOKYMEHTa SBISIETCA JaTa IOANHUCAaHUs
JIOKYMEHTA MOCJIEIHENH CTOPOHOM.

3.4.10. PerncTpanuoHHbIN HOMepP TOKyMeHTA

Peructpanmonnsiii  HOMep JOKyMeHTa — IUGpoBON wiM  OyKBEeHHO-IIUGPOBOM
UACHTU(PUKATOP JOKYMEHTa, COCTOSIIMN U3 IOPSIKOBOIO HOMEpa JOKYMEHTa, KOTOPBIH, IO
YCMOTPEHHIO OPraHU3allid, MOXKET JOMOJHATHCA IUGPOBBIMH UM OYKBEHHBIMH KOJAMHU
(uHAEKCaMH) B COOTBETCTBUM C HCIOJB3yeMbIMU Kiaccuukaropamu (MHIEKCOM Jelia TIo
HOMEHKJIAaType Jell, KOJOM KOPPECIOHICHTa, KOAOM JOKHOCTHOTO JIUIA U Ap.).

Ha nokymeHTe, COCTaBI€HHOM COBMECTHO JByMs U Oojiee  OpraHu3alusMHy,
MIPOCTABIISIIOTCS. PETUCTPALlMOHHBIE HOMEpa JOKYMEHTA, MPUCBOCHHBIE KaXKIOM M3 OpraHu3anuil.
Perucrpanmonnele HOMEpa OTHENAIOTCA APYr OT JApyra KOCOM 4YepTOM M IPOCTaBISIOTCS B
HOps/IKE yKa3aHHUs aBTOPOB B 3aroJI0OBOYHON YacTu (1peaMOyJie) JOKyMEHTa.

3.4.11. Ccbliika HA perHCTPAIMOHHBIN HOMeP M 1aTy MOCTYNUBIIEro JOKYMEHTA

Ccpulka Ha PETUCTPALMOHHBIA HOMEpP M JaTy MOCTYNMBILErO JOKYMEHTa COCTOUT U3
pPEruCTpallMOHHOTO HOMEpa M JaThl BXOJSIIETO0 JIOKYMEHTAa, Ha KOTOpbIM Jaercs OTBET,
BKJIIOYAeTCs B OJIaHK MMUChbMa B BUJE OTMETKHU: «Ha N2 ... OT ...».

B TekcT mucepMa-oTBETa CBEACHHS O PErMCTPAlMOHHOM HOMEPE U JaTe MOCTYIUBIIETO
NMCbMa HE BKJIFOYAIOTCS.

3.4.12. MecTto cocTaBiaeHust (M31aHUsI) TOKYMEHTA

Mecrto coctaBneHus (M3aHMs) JOKYMEHTa YKa3bIBaeTCs BO BCEX JOKYMEHTax, Kpome
JIEJIOBBIX (CITy>K€OHBIX) MUCEM, a TAaK)K€ JOKJIAJHBIX, CIIy>KEOHBIX 3alMUCOK U JAPYTMX BHYTPEHHUX
JIOKYMEHTOB MH()OPMAITMOHHO-CIIPAaBOYHOTO XapaKTepa.

MecTto cocraBineHusi (M34aHHS) JOKYMEHTa HE YKa3bIBaeTCs, €CIM B HAaWUMEHOBAaHUU
OpraHu3allMi IPHUCYTCTBYEeT YyKa3aHME Ha MECTO €€ HaXOXIeHHMs (Hampumep: Y IMYpPTCKHM
roCy/IapCTBEHHBIH yHUBepcHUTeT). MecTo cocTaBieHus (M3/aHus) TOKYMEHTa YKa3blBaeTCs B
COOTBETCTBHUH C MPUHATHIM aIMUHUCTPATUBHO-TEPPUTOPHATBHBIM JICTIEHHEM, Hanpumep: 1. Sp).

3.4.13. I'pud orpaHuveHHs J0CTYNA K TOKYMEHTY

I'pud orpannueHus JOCTyMA K JOKYMEHTY POCTABISIETCSA B IPABOM BEPXHEM YIJTy IIEPBOTO
JUCTa JOKYMEHTa (IIpOoeKTa JOKyMEHTa, CONPOBOAUTENHLHOTO MUChMa K JIOKYMEHTY) Ha T'paHUIEe
BEPXHEro MOJs MpPU HAIMYMM B JIOKyMEHTE HH(pOpMAIMM, JIOCTyll K KOTOPOH OrpaHHuYeH B
COOTBETCTBUU C 3aKOHOJAaTeNbCTBOM Poccuiickoit denepanuu.

Buasl  ucnone3yempIX B OpraHu3alMd  TPUQOB OrpaHUYEHHUS JOCTYNa  JIOJKHBI
COOTBETCTBOBAaTh 3aKOHOJATEIbHBIM K HMHBIM HOPMAaTHUBHBIM TIPaBOBbIM akTaM Poccuiickoii
Qenepanul U JIODKHBI  OBITh 3aKpeIUIEeHbl B JIOKAJIbHBIX HOPMATUBHBIX akTax. [pug
OTpaHMYEHUS JIOCTyNa K JOKYMEHTY COCTOMT U3 OrpaHHYUTeNbHOM Haamucu (« s coyskeOHOro
noibp3oBaHus», «KoHpuOeHIMANbHO» WM JAp.), KOTOpas MOXKET JOMOJHATHCI HOMEPOM
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SK3EMIUISIpa JOKYMEHTa M JPYTMMU CBEIEHUSMH B COOTBETCTBUU C 3aKOHOAATEIbCTBOM
Poccuiickoit deneparumu.

3.4.14. Aapecar

AJlpecaT — PEKBHU3UT, MCIOJB3YEeMbId IPH O(DOPMIICHHH JIETOBBIX (CITYKEOHBIX) MHCEM,
BHYTPEHHUX HH()OPMAIIMOHHO-CITPABOYHBIX IOKYMEHTOB (JIOKJIQIHBIX, CITY)KEOHBIX 3alUCOK U JIp.).

AgnpecaToM JOKYMEHTa MOXET OBIThb OpraHu3amus, CTPYKTYpHOE TOJApa3JeiieHre
OpTaHMU3aINH, TOJKHOCTHOE WM (PH3UIECKOE JIHIIO.

PexBu3uT «aapecar» odopmiisercs Ha OlaHKE C YTIIOBBIM PACIOJIOKEHHUEM PEKBU3UTOB — B
BEpXHEH MpaBOM YacTH JOKYMEHTA, Ha OJIAaHKE C IPOJIOJIBHBIM PACIOJOKEHHEM PEKBU3UTOB —
CrpaBa 1o pekBu3uTamu Oranka. CTPOKM PEKBU3UTA «apecaTy BHIPABHUBAIOTCS TI0 JICBOMY Kparo
WJIU [ICHTPYIOTCSI OTHOCUTEIPHO CaMOM JJIMHHOW CTPOKH.

[Ipu agpecoBaHuu JOKyMEHTa PYKOBOJUTEIIO OPraHU3allMd YKa3bIBA€TCS B JaTEIbHOM
najie)ke HaMMEHOBAHUE JOJDKHOCTH PYKOBOAMTEISI, BKIIOUYAIOINIEe HAMMEHOBAHUE OpPTraHMU3allid, U
dbamMuHsI, THUIAITBI TOJDKHOCTHOTO Jnuia. Hampuwmep:

['maBHOMY penakTopy
AY VP «Penakuus razetsl «Cenbckas npaBiay
NBanosoit N.T'.

HpI/I aIp€COBAHMU IMMCbMa B OPraHU3alMI0 YKAa3bIBACTCA €€ IIOJIHOC HJIM COKPAIICHHOC
HanMMCHOBAHUC B UMCHUTCIIbHOM IIaJCKE. HaHpHMep:

denepanabHOE APXUBHOE ar€HTCTBO
WJIN:
Pocapxus

IIpn agpecoBaHuM NOKyMEHTa B CTPYKTYPHOE IOJpPA3ACICHUE OpPraHU3allii B PEKBHU3UTE
«anpecar» YyKa3blBaeTcsi B HMEHHUTEJIbHOM TMaJie)Ke HAMMEHOBAaHUE OpraHM3allM, HUXKE —
HAaUMEHOBAHME CTPYKTYpHOTO noapasaenenus. Hanpumep:

AJMMHUCTpAIMs MyHULIMIAIBHOTO 00pa30BaHUs
«MyHHIMNIBHBINA OKPYT SpCcKUil paiioH

Y amyptckoit Pecryomukm»

Otnen 3AI'C

IIpn agpecoBaHMM mHMCbMa PyKOBOJUTENK CTPYKTYPHOIO ITOAPA3JEICHUS YKa3bIBACTCS B
UMEHUTEIIBHOM  MaJexe HaVMEHOBAaHHUE OpraHu3aluy, HUXKE — B JAaTEIbHOM IaJexke
HAaMEHOBAHHME JIOJDKHOCTH  PYKOBOJMWTENS, BKIIOYAIOIIEE HAUMEHOBAaHHE CTPYKTYPHOIO
noapasnenenus, pamunus, nHumansl. Hanpumep:

AJIMAHHCTpanys MyHHALAIIAIEHOTO
o0pa3zoBaHus « MyHUIMIIATBHBIA OKPYT
SApckuii paiion Y amypTtckoit Pecriy6nukm»
HavansHuky mpaBoBOTO yIpaBiICHUs
Cemaxunon A K.

Ilepen QaMunmell HOMKHOCTHOIO JIMIA JOMYCKAEeTCs YMOTPEOIATh COKpAIIEHUE «I-Hy»
(rocmoanHy), €cinM aapecaT MYXYMHA, WM «r-Xe» (TOCIOXKe), eClM ajpecar >KCHIIHMHA,
HaIpuMep:

r-uy Ilerposy 1.1.
Wi
r-xe IlerpoBoii A.A.
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IIpu paccbuike IOKyMEHTa TIpyNIe OpraHu3aluil OAHOIO THUMA WIM B CTPYKTypHBIE
HOJpa3/ieNIeHus: OJJHOM OpraHM3alny, agpecaT ykasbiBaercsi 0000menHo. Hampumep:

Opranu3zanusm U yYpexKJeHUsIM palioHa
WIn

HavansHukam otnenos

AJIMUHHUCTpALIUU MYHULIUIIAIEHOTO
oOpa3zoBanus « MyHULIUTIATBHBIA OKPYT
SApckuii paiton Y nmypTckoit PecryOinkm

[Ipu paccbuike JOKyMEHTa HE BCEM OpraHU3aIUsM UM CTPYKTYPHBIM IMOJPA3ACICHUSIM 1101
PEKBU3UTOM «AJlpecart» B CKOOKax yka3bIBaeTcs: «(1mo cucky)». Hampumep:

CTpyKTypHBIM OAPA3AECIICHUSIM
AJIMUHHUCTpPALIUA MYHHULIATIAIEHOTO
oOpa3zoBanus « MyHUIIUTIATBHBINA OKPYT Spckuii
paiion Y amyptckoi PecryOmmkum»

(TI0 CIIHCKY)

CHHCOK pacChUIKU COCTABIISIETCS UCIIOJIHUTEIIEM.

Ecnu nmuceMo HampaBisieTcs B OPraHU3ALMI0 WA JTOJHKHOCTHOMY JIMIY M IS CBEICHHUS
elle psAy OpraHu3alUil WK JOKHOCTHBIX JIUI, 00Ilee KOJIMYECTBO aJlpecaToB HE JOJDKHO OBbITh
OoJsiee 4eThIpeX, MpPU ATOM OCHOBHOM ajpecar yKas3bIBaeTCs MepBbIM, ciioBO «Komus» mnepen
BTOPBIM, TPETHUM, UYETBEPTHIM AJPECATAMH HE I1€UATACTCA.

B cocraB pekBu3uta «Ampecar» MOXKET BXOIAUTH MOYTOBBIA aJipec. DIEMEHTHI MOYTOBOTO
aJpeca YKa3bIBalOTCS B MOCIEAOBATEIBHOCTH, YCTaHOBJIEHHOHN I[lpaBunamu okaszaHus yciayr
T104TOBO# cBsa3u. Hanpumep:

AY VP «Penakuus razetsl
«Cennbckast mpaBia»
Kapna Mapkca yi., 11a,

. Kusnep, 427710

[TouToBBI azpec He yKaszbIBaeTCs B JIOKYMEHTAaX, HANpPaBSIEeMbIX B BBICIIME OPTaHBI
BJIACTH, BBILIIECTOSAIIME OpraHU3alMM, MOJBEIOMCTBEHHbIE OpraHM3allid U  IOCTOSIHHBIM
KOPPECTIOHIEHTaM (32 MCKJIFOYEHUEM HAaIpaBJICHHs MHCEM yKa3aHHBIM aJipecaTaM B KOHBEpTax ¢
PO3payHBIMU OKHAMM).

[Ipu angpecoBaHuM AOKyMEHTa (U3UYECKOMY JTUIY YKA3bIBAIOTCS: (DaMUIIHSI WHUIIAAIIEI
¢du3nyeckoro JauIa, NOYTOBBIN anpec. Hanpumep:

Npanosy H.H.
Mupa yi., 1. 10,
noc. Sp, SApckwuii paiion, 427500

[Ipu oTmpaBke nucbMa Mo 3JMEKTPOHHON MOUTE WK 1O (PaKCUMHIIBHOM CBsI3U (06€3 JOChUIKH
[0 TI0YTE) TMOYTOBBIM ajapec He YykasbiBaeTca. [Ipy HEOOXOAMMOCTH MOXXET OBbITh YKa3aH
AJIEKTPOHHBIN aapec (Homep Tenedona/dakca). Hampumep:

BHUNJIA]
mail@vniidad.ru

% [Ipukas MUHHMCTEPCTBA CBA3M M MacCOBBIX KOMMyHHUKanuii Poccuiickoit ®enepamuu ot 31 wrons 2014 .
No 234 «O6 yrBepxacHuu [IpaBui okazaHHs YCIyT MOYTOBOW CBS3M» (3aperuCTpUpPOBaH B MHUHHCTEPCTBE
toctuiu  Poccutickoit @eneparuu 26 nexabpst 2014 r., perucrpannodubiii Ne 35442; Poccuiickas rasera
ot 31 nexadps 2014 r. Ne 299 (6e3 npuitoKeHust), MPUIOKEHUE — WWW.rg.ru).
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3.4.15. I'pu¢ yTBepKIEHUA JOKYMEHTA

['pud yTBepkIeHus NOKyMEHTa MPOCTABJSETCs HA JIOKYMEHTaX B MPaBOM BEPXHEM YIIIy
NEPBOTO JINCTA TOKyMeHTa. Eciu JoKyMeHT 0(opMIIeH C TUTYJIbHBIM JHUCTOM, TPU( YTBEPIKIACHHS
oopmisieTcs Ha TUTYJIbHOM JincTe. CTPOKM PEKBU3UTA BBIPABHUBAIOTCS IO JIEBOMY Kparo WM
LEHTPYIOTCSA OTHOCUTEIIBHO CAMOU JNIMHHOM CTPOKH.

[Ipu yTBep>KAeHUH JOKYMEHTa COOCTBEHHOPYYHON MOJIHUCHIO JOJDKHOCTHOTO JUIA rpud
yTBepKAeHUsT coctouT u3 cioBa «YTBEPXAIO», HauMmeHOBaHUS [OJDKHOCTH JIMILIA,
YTBEPKAAIOIIETO JIOKYMEHT, €ro TMOJNNCH, WHHULIHAJIOB, (QaMHIMU U JaTbl YTBEPXKIACHHUS.
Hanpuwmep:

YTBEPXIAIO

['maBa MyHMIIMTIAJIBHOTO OOPa30BaHUS
«MyHununaibHeIi OKpyr SApckuii paiion
Yamyprckoit PecyOmmkimy

Iloonucw N.0. Gamunus

Jara

[Ipy yTBepKIEHUU JOKYMEHTa pACHOPSIUTSIBHBIM JOKYMEHTOM Tpu(] yTBEpKICHUS
COCTOUT u3 cioa «YTBEPXJIEH» («YTBEPXIEHA», «YTBEPXIEHbI» wmm
«YTBEPXJIEHO»), cormacoBaHHOro ¢ HaWMMEHOBaHHUEM BHJA YTBEPXKIAEMOTO JOKYMEHTA,
Ha3BaHUs BUJIA PACHIOPAIUTEIBLHOTO JOKYMEHTa B TBOPUTEILHOM AJEXKe, €ro 1aThl, HOMEpa.
Hanpuwmep:

(Permnamenr) YTBEPX/IEH
PacnopsixenueM AaMuHucTpanuu
MYHMIIMIIAJIBHOTO 00pa30BaHus
«MyHuIMnanbHbIA OKPYT SApckuil paiioH

Y amyprckoit PecriyOnmukmy
ot 11 despansa 2022 r. Ne 15

(ITpaBuna) YTBEPX/IEHbBI
Pacniopsxenuem AnMuHHCTpalvu
MYHUIMNAIBLHOTO 00pa30BaHUs
«MyHHIMnaIBHBINA OKPYT SpCcKuil paiioH

Y amypTtckoit Pecryomukm»
ot 11 ¢espans 2022 r. Ne 15

[lpu yTBEepKOEHHHM IOKYMEHTa KOJIJIETHAILHBIM, COBEIIATEIbHBIM WM WHBIM OpPTaHOM,
peleHuss KOTOpOoro (UKCUPYIOTCS B TpPOTOKOJe, B Tpude yTBEpKIAECHUS yKa3blBaeTcs,
HaNMEHOBAHME OpTraHa, pelIeHHEeM KOTOPOTO YTBEPXKICH JTOKYMEHT, JaTa U HOMep MPOTOKoia (B
ckobOkax). Hanmpumep:

(ITomoxxenue) YTBEPXIEHO
KHUITMIIHOM KOMHCCHel
AJIMHHHACTpAITUN MyHHIIUTIATEHOTO
oOpa3zoBaHus « MyHUIMNIATBHBIN OKPYT
Spckuii paiton Y amyptckoii PecrryOmukn»
(mpotokon ot 24.01.2022 Ne 01)

[lepeueHb JOKYMEHTOB, MOANIEKAITUX YTBEPKICHHUIO, IPUBEACH B MPUIO:KeHHH Ne 12.

3.4.16. 3aro0JI0BOK K TEKCTY

3arojoBOK K TEKCTYy — KpaTKoe cojJiepKaHue JOKyMeHTa. EciM 3aroioBOK K TEKCTYy
OTBEYAET Ha BOIPOC «O 4eM?», OH HaunHaeTcs ¢ npesora «O» («O06»). Ecim 3aroioBok K TEKCTY
OTBEYAET HA BOINPOC «YEro?», OH COCTABJSIET OAHO II€JI0€ C Ha3BaHMEM BHUAA JOKYMEHTA.
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Hanpuwmep:

npuka3 (0 4€m?) 0 Co3JaHUHN aTTECTAITMOHHOW KOMUCCHH

nuCchbMO (0 uéM?) 0 peoCTaBIeHUN HH(OPMAITHH

akT (4ero?) mpuema-repeaadn e

IIPOTOKOJI (4ero?) 3aceianns SKCIIEPTHON KOMUCCUU

3arojoBOK K TE€KCTy o(opmisiercs MOj PeKBU3UTaMU OJaHKa ClieBa, OT I'PaHMIbI JIEBOIO
OJIS.

B nocraHoBiIEeHUAX, PACIOPSDKEHUSX, PEIIEHUSAX 3ar0JI0BOK K TEKCTY MOXET o(hopMIsAThCs
Ha/l TEKCTOM IOCepeIrHE pabodero Moy JOKyMEHTa U LEHTPUPYETCS OTHOCUTEIHHO CaMo
JUTMHOM CTPOKH.

3aroyIoBOK K TEKCTy MOXKET HE COCTaBJIATBHCH, €CIM TEKCT JIOKyMEHTAa HE IpeBblIaeT 4-5
CTPOK.

3.4.17. TekeT 1OKyMeHTa

TekcT JOKyMEHTa COCTaBIIAETCS HA rOCydapCcTBEHHOM si3bike Poccuiickoit denepanuu wim
TOCYJApCTBEHHOM SI3bIKE YAMYpPTCKOW PecryOnuKud B COOTBETCTBUM C 3aKOHOJATEIHCTBOM
Y amyptckoii Pecriybmuku.

TexkcT moKyMeHTa JI0JKEH ObITh COCTaBJIEH I'PaMOTHO, SICHO, IIOHATHO U 110 BO3MOKHOCTH
KpaTko. TeKCT JOKyMEHTa IOJDKEH COJepXkaTb JIOCTOBEPHYIO M aKTyaJbHYI0 HH(OpMAIHIO,
JIOCTaTOUHYIO JJIsl IPUHATUS PELIEHUN WM UX UCIOJHEHMS, HE JOJDKEH JOINYCKaTh Pa3IMYHBIX
TOJIKOBAHUU.

B Tekcre nOKyMeHTa, MOArOTOBJIEHHOM Ha OCHOBAaHMM 3aKOHOJATENbHBIX WM HHBIX
HOPMATUBHBIX IIPABOBBIX aKTOB, paHEe MW3JaHHBIX  PACIOPSIUTEIbHBIX JOKYMEHTOB,
YKa3bIBaIOTCS UX PEKBU3UTHI:

- HaMMEHOBAaHHE [OKYMEHTa, HauUMEHOBAaHME OpraHa BJAacTH, OpPraHU3alUU - aBTOpa
JIOKYMEHTa, Jara JOKYMEHTa, PerucTpallMOHHBI HOMEp JOKYMEHTa, 3arojOBOK K TEKCTy WIIU
HalMEHOBAaHME BU/A JOKYMEHTA;

- HAUMEHOBAHME OPTraHM3alMM WIHM JOKHOCTHOIO JIMIA, YTBEPAUBLIETO JOKYMEHT, IaTy
YTBEPKICHUS TOKYMEHTA.

TekcT mJOKyMeHTa MOXET COJep)KaThb pas3fesbl, MOApPa3/Aeibl, IyHKTbl, MOAINYHKTHI,
HyMepyemble apabckumu mudpamu. YpoBHell pyOpHKalMM TeKcTa He JO0JDKHO ObITh Ooljee
YEThIPEX.

Texkcr nokymeHTa odopMisieTcss B BUJE AaHKEThI, TAOJMUIIBbl, CB3HOTO TEKCTAa WM B BUJE
COEIMHEHUS 3TUX CTPYKTYP.

IIpn cocraBieHMM TEKCTa B BUJIE AHKEThl HAaUMEHOBAHHUS IPHU3HAKOB XapaKTEPU3yEMOIO
00BEeKTa JTOJKHBI OBITh BBIPQKEHBI MMEHEM CYLIECTBUTEIBHBIM B MMEHHUTEJIBHOM MaJeXe WIH
CJIIOBOCOYETAHMEM C TJAaroJioM BTOPOrO JMIA MHOXXECTBEHHOTO YHCJIA HACTOALIETO WIN
IpOUIe/IIIEr0 BpeMEHU (umeere, ObUIM, HAaXOJWINCh W T.JA.). XapaKTEPUCTHUKH, BBIPAKEHHBIE
CJIOBECHO, JIOJKHBI OBITh COTJIaCOBAaHbl C HAMMEHOBAHUSIMH MTPU3HAKOB.

I'padbr u cTpoku TaOAMIBl JOJKHBI HMETh 3aroJIOBKHM, BBIPDAKEHHBIE HMEHEM
CYLIECTBUTEIIbHBIM B HMMEHUTENbHOM majexe. llomzaronoBku rpad W CTPOK JOJDKHBI OBITH
coriacoBaHbl ¢ 3arojioBkamu. Ecnmu TaOnuiy medararoT Oojiee yeM Ha OJHOM cTpaHule, Tpadsl
TaOMUIBI JOJDKHBI OBITH MPOHYMEpOBaHBI Ha 1-0if cTpaHMIle WM Ha CIEAYIOIIMX CTpaHHULAX
nevyaTaroTcs TOJIbKO HoMepa ATux rpad. Pa3nemnsats 3aronoBku 00KOBHUKA M rpad) JUaroHaTbLHBIMHU
JVHUSAMH HE JJOITyCKaeTCsl.

CBs3HBIM TEKCT, KaK NPAaBWIO, COCTOMT M3 JIBYX 4acTed. B mepBol 4YacTh yKas3bpIBarOTCS
IOPUYHMHBI, LEJIH, OCHOBAHUS CO3JaHMs JOKYMEHTa; BO BTOPOM (3aKIIIOUMTENBHOM) - pelieHus,
BBIBOJIbI, NMPOCHOBI, peKOMEHAAlMH. TeKCT MOXKET COAepXaTh OJHY 3aKIIIOUUTENIbHYIO YacTb
(HampuMep, pacHopsHKEHUSA-PACTIOPSIUTENBHYIO YacTh 0€3 KOHCTaTUPYIOLIeH, TUChbMa, 3asiBICHUS -
npock0y 6e3 MOsSICHEHN).

TekcT noKkyMeHTa n3naraercs:

B PaclopsAAUTEIbHBIX JOKYMEHTAX, a TaKXKe BO BHYTPEHHUX JOKYMEHTAX, M3JIaraéMbIX OT
NIEPBOIO JINLA EAUHCTBEHHOIO YKcia (KIIOCTAHOBIISIION, KIIPEAJIATAI0», CIPOILY») WIHA OT TPETHETO
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JIMIIA €IMHCTBECHHOTO YHuCia («aMUHUCTPALIUS TTOCTAHOBIISCTY);

B COBMECTHBIX JTOKYMEHTaxX TEKCT M3JIaraeTrcsi OT MEepBOro JIMIla MHOKECTBEHHOTO 4HCiIa
(«IIOCTaHOBIISIEMY, «IIPE/Iaraem»).

B MPOTOKOJIAX 3aCEIaHUi — OT TPEThero Jmia MHoxecTBeHHoro uucia («CJIYILAJIy,
«BBICTYIINJINy, «ITOCTAHOBUWJIN» nnu «PEILLINIINY);

B JICJIOBBIX MHCHbMax, O(OpMIIEHHBIX Ha OJlaHKax OpraHu3aluu, — OT MEPBOro JHUIA
MHOKECTBEHHOI0 uucia (MpocUM, HaIlpaBiisieM, IpeajaraéM M JIp.) WM OT TPEThEro JIMLa
€MHCTBEHHOT'0 YKcia («IpeaIpUusTie HE BO3PAKAET. . .», KUHCTUTYT CUUTAET BO3MOXKHBIM. ..»);

B JICTIOBBIX MHUCHbMax, OGOPMIICHHBIX Ha JOJDKHOCTHBIX OJIaHKax, — OT IEpPBOTO JHUIa
€MHCTBEHHOI'0 YMcia (KIpPOILY...», KIpeIarar.. ..» 1 1Ip.);

B JIOKJIQJHBIX M CIIy>)KEOHBIX 3alKcKaX, 3asBJICHUAX — OT IEPBOrO JHUIA €IMHCTBEHHOTO
qucia (KIpomLy. ..», «CUUTAI0 HEOOXOIUMBIM. ..» U JIp.);

B JIOKyMEHTaX, YCTAaHABJIMBAIOIIMX IpaBa U OOS3aHHOCTH CTPYKTYPHBIX IMOJApa3/elICHUH,
pabOTHUKOB (TIOJIO)KEHHE, MHCTPYKIIMS), a TaKKe COJCP)KAIMX OMNHCAaHUE CHUTyallui, aHaiIu3
(bakTOB MM BBIBOJBI (aKT, CIIPAaBKa), UCIONB3yeTCs (popmMa M3IOKEHHS] TEKCTa OT TPETHEro JIMIIA
€IMHCTBEHHOTO WM MHOXXECTBEHHOTO YHMCNA («OTHENl OCYIIECTBIISCT (YHKIIHH...», «B COCTaB
YOpaBIEHUS BXOIAT. ..», KKOMUCCHUS ITPOBEJIA MPOBEPKY...»).

B Texcrax JOKYMEHTOB yHOTPEOJSIOTCS OOMICTIPUHSATHIE ab0peBHATYpHl U TpadUvecKue
COKpAIIEHUSI.

[Tpu ynoTpebnennn B TeKcTe (haMHUITUI T HHUIHAIIBI CTABATCS TIOCIE (haMIIINH.

B nenoBbIx (ciry:ke0HBIX) MUCbMAaX HUCIOIb3YIOTCS:

BCTYNUTEIbHOE OOpallleHue:

YBaxaewmslii rocnionuH Ipencenarens!
VYBakaembli rocriogud Munuctp!
YBaxkaemblii rocrioguH Cuopos!

VYBaxkaemast rocnioka [lerposa!
VBaxaewmsiii lBan Ilerposuu!
VBaxxaemas Hanexxna Hukomaesna!
VYBaxkaemsble rocrioza!

3aKJIIOYUTENbHAs dTUKETHAs (Ppaza: «C yBaKEHHEM, ...».

B obpaiiennu mo 10DKHOCTH HAaMMEHOBAaHUE JTOJDKHOCTHU MHILETCS ¢ IPONUCHON OYKBBI, B
oOpailieHuu 1o (haMuIMKM UHULKMAMBI JINLA HE YKa3bIBAIOTCS.

3.4.18. OT™MeTKA 0 NPUIIOKEHUH

OTMmeTKa 0 MPUIIOKEHUH COJEPKUT CBEJICHUS O IOKyMEHTE (JIOKyMEHTAax), IPUJIaraeMoM K
OCHOBHOMY JIOKYMEHTY (B CONPOBOJUTENBHBIX MUChMaXx, MPETEH3UAX, aKTaX, CIIpaBKax U APYTUX
MH(OPMaLIMOHHO-CIIPABOYHBIX JOKYMEHTAaX) WK O TOM, YTO JOKYMEHT SIBJISI€TCS MPUIIOKEHUEM K
OCHOBHOMY JOKYMEHTY (B MPWIOKEHHSIX K PaCHOPSIUTENLHBIM JOKYMEHTaM, TOJOXKECHHIM,
IpaBuJiaM, HHCTPYKIUSAM, OTOBOpaM, IJIaHaM, OTYETaM U JIp. IOKyMEHTaM).

B compoBoauTeNnbHBIX MHUCbMax W JPYTHX HH(DOPMAIIMOHHO-CIIPABOYHBIX TOKYMEHTaxX
OTMETKa O MPWIOKEHUH O(OopMIIIeTCs MOJ TEKCTOM OT TPAaHMIBI JIEBOTO IMOJIS CIETYIOIIUM

obpazom:
€CJIM IPUJIO’KEHNE Ha3BaHO B TEKCTE:
[Ipunoxxenue: Ha 2 1. B 1 3K3.

€CIIM TIPUIOKEHUE HE Ha3BAaHO B TEKCTE WIIH €CIIH MPHUIIOKEHUN HECKOJIBKO:
[Ipunoxenue: 1. Tlonoxxenue 06 apxuBHOM oTnene Ha 4 1. B 1 9K3.
2. CmpaBka 0 KapOBOM COCTaBe apXUBHOTO OT/IeNa Ha 31. B 1 9K3.

€CITU TPUIIOKEHHUE (TIPUIIOKEHUS) COPOIITIOPOBAHBI:
[Ipunoxenue: OTYET O BBINOJHEHUHM MPOTrHO3a COLUATbHO-IKOHOMUYECKOTO Pa3BUTHUS
MYHULUTATBEHOTO 00pa30BaHMs B 2 3K3.
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€CIT JOKYMEHT, SIBJISIIOIIUICS NPHIOKEHUEM, UMEET IMPHIOKEHHs C CaMOCTOSTEIbHOU
HyMepaluen CTpaHuIl:
[Ipunoxxenue: JIOTOBOP BO3ME3/IHOTO OKa3aHus yCIIyT oT 05.09.2018
Ne 42-16/82 u npunoxKeHHs K HEMY, BCEro Ha 8 1.

€CIIM TPWIOKCHHEM SBISIFOTCS JTOKYMEHTHI, 3allMCaHHbIE Ha (hU3n4ecKd 000cOOIEeHHBIH
ANIEKTPOHHBIN HOCUTENb (KOMIAKT-HUCK, USh-(hien-HaKonuTeNb 1 Jp.):
[Ipunoxenue: DVD-R B 1 3k3.

[Tpu sTomM Ha BKIanbime (KOHBEPTE), B KOTOPBIA MOMEIIACTCS HOCUTEIb, YKa3bIBAIOTCS
HaNMEHOBAHUSA JOKYMEHTOB, 3allMCAHHBIX HAa HOCUTENb, UMEHa (DaiIoB, MOMOIHUTEIBHO MOXKET
yKa3bIBaThCs 00beM B OaiiTax.

B pacnopsauTensHBIX JOKyMEHTaX (TIOCTAHOBJICHHUSX, PEHICHHUSX, PACHOPSIKEHUSIX),
JIOTOBOpAaX, TMOJOXKCHHUAX, TMpaBWiIaX, HWHCTPYKIUSAX W JAPYTrHX JAOKYMEHTaX OTMETKa O
NPUII0KESHUN 0)OPMITSIETCS CIIEAYIOIIUM 00pa3oM:

- B TEKCTE JOKyMEHTa IPH IIEPBOM YIOMHHAHHH JOKYMEHTA-NPUIOKEHUS B CKOOKax
yKa3pIBaeTCs: ...(MPUWIOKEHHE) WK ... (mpuwiokeHue 1); mepea HOMEPOM MPHIIOKEHUS
JIONYCKACTCs CTAaBUTh 3HAK HOMeEDa: ... (mpuioxenue Ne 2);

- Ha TIEPBOM JIMCTE JOKYMEHTA-TIPUIIOKECHHUS B TIPABOM BEPXHEM YTy YKa3bIBACTCS:

[Ipunoxenne Ne 2

K pacnopsuKeHUI0 AJIMUHUCTpauu
MYHMIIUIIAJIBHOTO 00pa30BaHus
«MyHULMIIANIBHBIN OKPYT SIpcKuil paiioH
Y amyprckoit PecriyOnukmy

ot 11 deBpamns 2022 r. Ne 15

CTpoku peKBHU3UTA BBIPABHUBAIOTCS IO JIEBOMY Kpar0 MU LIEHTPUPYIOTCS OTHOCHUTEIBHO
CaMOM JUIMHHOM CTPOKH.

Ecnn npunokeHueM K pacopsAMTEIbHOMY JTOKYMEHTY SIBJISIETCS HOPMAaTUBHBINA IIPaBOBOM
aKT WIM MHOM JNOKYMEHT, YTBEP’KIA€MbIN JTaHHBIM PACHOPSAUTEIBHBIM JTOKYMEHTOM, Ha IEPBOM
JMCTe MPUIIOKEHUS MPOCTABISAETCA OTMETKA O MPUIIOKEHUHU (0€3 CChUIKM Ha PacHopsAUTENbHbINA
JOKYMEHT) W TpuU] YTBEpKICHHUsS, B KOTOPOM YKa3bIBalOTCS JIaHHbIE paCHOPSAUTEIHLHOTO
JIOKYMEHTa, KOTOPBIM YTBEPKJI€H AJOKyMEHT-puiioxenue. Hanpumep:

[Tpunoxenne Ne 1

YTBEPXJIEHO

pacrnopsbkeHreM AJMUHUCTpauu
MYHHULUTAIBHOTO 00pa30BaHUs
«MyHHIMIAIBHBINA OKPYT SIpCcKuil paiioH

Y amyptckoit PecryOmukm»
ot 11 despamns 2022 r. Ne 15

3.4.19. I'pu coriracoBaHusi JOKyMeHTa

I'pud cormacoBaHus JOKyMEHTa IMPOCTABISETCS Ha JOKYMEHTaX, COIJIACOBAaHHBIX C
OpraHaMH BJIaCTH, OpTaHU3AIMSIMH, TOJKHOCTHBIMH JIMIIaMH (BHEIIHEE COTIaCOBAHHE).

I'pud cornacoBaHusi B 3aBUCUMOCTH OT BHJIa JJOKYMEHTa U OCOOCHHOCTEN ero opopmieHus
MOYET MPOCTABISATHCS:

Ha TEPBOM JIUCTE JOKYMEHTa (€CiHM JOKYMEHT MMEET THTYJBHBIA JIUCT — Ha THTYJIHHOM
JUCTE) B JIEBOM BEpPXHEM YINIy Ha ypoBHE rpuda yTBEp)KICHHS WM I0J HAaUMEHOBAaHHEM
JIOKyMEHTa OJIMKe K HIPKHEMY TI0JTIO);
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Ha MOCJICAHCM JIUCTC JOKYMCHTA MOA TCKCTOM;

Ha JIUCTE COIVIACOBAHUS, SIBJISIOLIMMCSA HEOTHEMIIEMOH YacThiO JOKYMEHTA.

I'pud cornacoBanusi coctout u3 ciaoa «COI'JTACOBAHO», nomKHOCTH JTUIA, KOTOPBIM
COIVIACOBAH JIOKYMEHT (BKJIHOYas HAUMEHOBAHUE OPIaHU3allMM), €r0 COOCTBEHHOPYYHOH MOAINUCH,
WHUIMAIOB, (aMIUIUH, TaThl corjacoBanus. Hampumep:

COI'JTACOBAHO

3aMecTUTENb IT1aBbl

AJMUHUCTpALMU MYHULIUIIATBHOIO

o0pa3zoBaHus « MyHUIMIIAIBHBIA OKPYT

Spckuii paiion Y imypTckoi PecrryOonukum»—

HayaJbHUK yIpPaBIECHUSA (PUHAHCOB

lloonuce  1N.0. ®amunus

Hara

Ecnu  cormacoBaHMe OCYLIECTBISETCS KOJUICTMANIbHBIM, COBEIIATEIBHBIM WA HHBIM

OpraHoM, B rpu¢e COIJIacOBaHUs yKa3bIBAIOTCS CBEAEHUS 00 OpraHe, COIJacOBABIIEM JJOKYMEHT,
Jate W HOMEpe INPOTOKOJa, B KOTOPOM 3a()MKCHPOBAHO pEUICHHE O CoryiacoBaHuU. Ecmm
COIIACOBAaHUE OCYUIECTBIIAECTCS NMHUCBMOM, YKa3bIBalOTCS BUJ JAOKYMEHTAa, OpraHH3alys — aBTOP
JIOKyMEHTa, 1aTta U HoMep nuceMa. Hanpumep:

COI''TACOBAHO

Komuccueit AqmMuHucTparuu
MYHHIMIIAJIBHOTO 00pa30BaHus 1O
MTOATBEPIKICHUIO CTaXKa

(IPOTOKOJ OT No )
COI''TACOBAHO
nruceMoM MunTpyna Poccuun
oT Ne
3.4.20. Bu3za

Bu3zoit odopmisiercss BHyTpeHHee corjacoBaHMe IOKyMeHTa. Bu3a BeIpakaeT coriacue
(Hecoryiacue) ¢ CoepKaHUEM MPOEKTa JOKYMEHTa JIULA, BU3HPYIOIIEro AJOKYMEHT, U BKIIIOYAET:
JOJDKHOCTh  JIMLA, BHU3MPYIOLIETO JIOKYMEHT, MOJNUCh, paciIu(ppoOBKY MOANUCH (MHUIMAIBI,
dbamunuio) u aaty Buznposanus. Hanpumep:

HauvaneHuk ropuauyeckoro otaena
Toonucw HN.0. ®amunusa
Hara

[Tpu HanuuuM 3amMeYaHuil K JOKYMEHTY BH3Y O(DOPMIISIOT CIEAYIOMHUM 00pa3oM:
3ameuaHus TPUIATaOTCSL.
HauvanbHuk 0Opuauyeckoro otaena
Iloonuce N.0O. ®amunus
Hara

B nokymeHTax, MOJJIMHHUAKN KOTOPBIX XPaHATCS B OPraHHU3allMy, BU3bI MPOCTABIISIIOT HA
MOCJETHEM JIMCTE€ JOKYMEHTa IOJ TMOANUCHI0, Ha 00OpOTE MOCIETHEro JHUCTA IOAJMHHUKA
JIOKYMEHTa WJIM Ha JINCTE COIJIaCOBaHUS (BU3MPOBAHUS), IPUIAraéMOM K IOKYMEHTY.

B ucxomsammx JOKYMEHTaX BH3bl IIPOCTABISAIOTCA Ha DK3EMIUIIPAX JAOKYMEHTOB,
MIOMEIIAEMBIX B JEJIO.

IIo ycMOTpeHHIO OpraHu3auy MOKET IIPUMEHATHCS ITOJIUCTHOE BUBUPOBAHUE TOKYMEHTA U
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€ro NpUJIOKECHUM.
O6 opraHuzanud MOpPOUEAYpPhl COTJACOBAHUS TMPOEKTOB JOKYMEHTOB (BHEUIHETO,
BHYTPEHHET0), 3Tanax U CpoKax corjiiacoBanus cM. pasnen 3.7 MHcTpykiuuu.
3.4.21. Hoanucek
[Toamuck BKIIOYACT: HAUMEHOBAHUE JTOJKHOCTH JIUIA, MOAMHUCHIBAIONICTO JOKYMEHT, €ro
COOCTBEHHOPYYHYIO TOJIUCH, paciiiupoBKy noanucu (MHUuaisl, Gamumms). Hanmpumep:

['maBa MyHHIIUTIATBHOTO
o0Opa3oBaHUs Tloonucw N.0. Gamunus

Ecimu nokymeHnT odopmiieH He Ha OnaHKe, B HAaWMMEHOBAaHHWE JOJKHOCTH BKIIOYACTCS
HAaMMEHOBAaHME oOpranuzauuu. Jlomyckaercss LEHTPUPOBATh HAUMEHOBAHHME JIOJDKHOCTH JIMIA,
MOJIMCABIIETO JOKYMEHT, OTHOCUTEIBLHO CaMOM JJIMHHOW cTpoku. Hampumep:

I'maBa MyHHIIMIIQJIBHOTO
oOpa3zoBanus « MyHuMnanbHbIA okpyr  Iloonuce N.0. ®amunus
SIpcknii paitoH Y iMypTCKOI
PecryOmukm»

[Ipu odopmieHnn NOKyMeHTa Ha OJlaHKe JOJHKHOCTHOTO JIMIA JOJKHOCTH TOTO JUIlA B
MOJIMCH HE YKa3biBaeTca. Hanpumep:

Toonuce N.0. ®amunus

[Ipn noxanucaHnu JOKYMEHTa HECKOJBKUMH JIOJDKHOCTHBIMHM JIMIIAMM, 3aHMMAarOLUMU
pa3HOE IOJIOKEHHME, MX IOJAINUCU PAaCIoJIaratoTcsl OAHA IO IPYroM B IOCIEI0BAaTEIBHOCTH,
COOTBETCTBYIOLIEH MEPAPXUU 3aHUMAEMBIX AOJDKHOCTeW. Hanpumep:

[''maBa MyHHIIMTIIQJIBHOTO
o0Opa3oBaHUs Iloonucw N.0. ®amunus
['maBHBI Oyxrantep Iloonucw N.0. Gamunus

[Ipy moamucaHuy AOKYMEHTa HECKOJIbKMMH JIMIIAMU PaBHBIX JOJDKHOCTEH MX TMOIIMHCH
pacnojararTcs Ha oJJHOM ypoBHe. Hanpumep:

3amecTUTeNb TUPEKTOpa 3aMecTuTeNb JUPEKTOpa
1o (hMHAHCOBBIM BOIIPOCaM 10 a/IMUHUCTPATUBHBIM BOIIPOCAM
Iloonucw N.0. ®amunus Iloonucw N.0. ®amunus

B nokymeHTax, MOATrOTOBJIEHHBIX KOMHCCHEW, B TOAMMCHU YKa3bIBaeTCSl CTAaTyC JIMIA B
cocraBe komuccuu. Hanpumep:

[Ipencenarens koMmuccuu Iloonuce N.0. ®amunus
YeHbl KOMUCCUH Toonucw N.0. ®amunusg
Ioonuce N.0. Damumius

[Ipn moamucaHWUM JOKYMEHTa JIUIIOM, HCIHOJHSIONUM OO0S3aHHOCTH PYKOBOJUTEINS,
MOJANMCh oopMIIIeTCsS C YKa3aHHEM CTaTyca JOHKHOCTHOTO JIMIa B COOTBETCTBHH C TPUKA30M
(pacnopsixenuem). Hampumep:

W.o. nupextopa Iloonucw N.0. Gamunus
1701078
Wcnonustomuii 0053aHHOCTH
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TUpPEKTOpa Ioonuco N.0. ®amunus

[Ipy noanucaHuM IOKyMEHTa JIMIOM, MUMEIOIIMM IIpaBO IMOAMNMCH B ClIlydyae BPEMEHHOIO
OTCYTCTBUSI PYKOBOJAMTENS, WCIPABICHUS B HAUMEHOBAHME JOJKHOCTH U paclupoBKY
(amMuIM MOJATOTOBICHHOTO W COTJIACOBAaHHOT'O MPOEKTa JOKYMEHTa BHOCSTCS OT PYKH WIH C
HCIIOJIb30BaHMEM COOTBETCTBYIOIIMX IITaMmnoB. He nomyckaercs cTaBUTh KOCYIO 4epTy, HaJIHCh
«3a» Iepe] HaMMEHOBAaHUEM JOJDKHOCTH JIMLA B MOAMNMCH, €CIM JIOKYMEHT MOJNMCHIBAET MHOE
JOJIKHOCTHOE JIUIIO.

3.4.22. OT™MeTKa 00 3J1€KTPOHHOI MOAMUCH

OtmeTrka 00 »3JEKTPOHHOW MOAMMCHU HCIONb3YETCA [UIsl BU3yalIM3allMM DJIECKTPOHHOM
HOJIUCHU I0JIy4aTelIeM JOKyMEHTa IPU OOMEHE 3JIEKTPOHHBIMHU JOKYMEHTaMH, IOANHNCAHHBIMU
YCUJIGHHOW KBaJU(UIUMPOBAHHON JJIGKTPOHHON TMOAMNKMCHIO, U JOKHA O(QOpMIATBCA C
COOJIIOZICHUEM CIIECTYIOIINX TPEOOBAHMIA:

a) MECTO pa3MeIIeHUs] OTMETKU 00 AJIEKTPOHHOM MOAINKUCH JOJIKHO COOTBETCTBOBATH MECTY
pa3MereHusi COOCTBEHHOPYYHOM MOMUCH B aHAJIOTHYHOM JOKYMEHTE Ha OyMa)KHOM HOCHUTEIIE;

0) PJIeMEHTBI OTMETKH 00 AJIEKTPOHHOW MOJMUCH JOJIKHBI OBbITh BUAUMBIMU U YUTAEMBIMU
IpU OTOOPAKEHUU TOKYMEHTA B HaTypajIbHOM Pa3MepeE;

B) DJIEMEHThl OTMETKH OO0 OJJIGKTPOHHOW MOJMUCU HE JIOJDKHBI IEPEKPBIBATHCA WIH
HaKJIa/IbIBAaThCS APYT Ha JIpyra;

I') 9JEMEHTbl OTMETKH 00 3JIEKTPOHHON MOANUCH HE JIOJDKHBI MEPEKPHIBATH 3JIEMEHTHI
TEKCTa JIOKYMEHTa U JPYTUe OTMETKHU 00 3JIEKTPOHHON MOANKUCH (MIPU HATMYUHN).

B cootBercTBUU C 3akoHOAaTensCcTBOM Poccuiickoit denepanuu oTMETKa 00 3JIE€KTPOHHOM
MOJIKCH BKITIOYaeT Ppasy «loKyMeHT MOJIucaH 3JIeKTPOHHOH MOAMUCHIO», HOMEpP cepTUHUKaTa
KJIF0Ya AJIEKTPOHHOMN MOANUCH, (aMUINIO, UMS, OTUECTBO BiIajeNblla cepTuduKara, CpoK ACHCTBUS
cepru(ukaTa Kjroua 3JIeKTpoHHOH noanucu. Hanpumep:

I'maBa MyHHLIMTIATIBHOTO JOKYMEHT NOAINMNCAH ILIL IleTpos
00pazoBaHUs 3JIEKTPOHHOM MOANNACHIO
Ceptudukar 1al11aaa000000000011
Bnagenen Iletpos Ilerp IlerpoBuu
Henicteutenen ¢ 01.12.2012 mo 01.12.2017

006 opranu3zanuu NpoIeaypbl MOAMUCAHUS, YTBEPKIACHHS TOKYMEHTOB CM. pa3fen 3.8.

3.4.23. lleuatb

Ileyars 3aBepseT NOMIMHHOCTH IIOANKMCH JOJDKHOCTHOTO JIMIIA HA JIOKYMEHTax,
YAOCTOBEPSIOIINX TIpaBa Jinil, (GUKCUPYIOMUX (aKThI, CBA3aHHBIE ¢ ((MHAHCOBBIMU CPEJCTBAMU, a
TAaKX€ HAa MHBIX JJOKYMEHTaX, [IPEAYCMaTPUBAIOIIMX 3aBEPEHUE MMOANKMCH NIEYATBIO B COOTBETCTBUU
¢ 3aKkoHOJaTenbCcTBOM Poccuiickoit denepannm.

JIOKyMEHTBI ~ 3aBEpSIIOT  [€YaTbl0 OpraHa MECTHOro camMoympasiieHus. Ileuarts
MIPOCTABJISIETCSI, HE 3aXBaThIBasi COOCTBEHHOPYYHOM MOITUCH JIMIA, TTOAMKUCABIIETO JOKYMEHT, HIIH
B MecTe, 0003HaueHHOM «MID» («MecTo meqatny).

[lepeyeHr MOKYMEHTOB, Ha KOTOPBIX CTaBUTCS repOoBas TIedyaTh, NPHUBEACH B
npuioxkenun Ne 13.

3.4.24. OT™MeTKa 00 UCTIOJIHUTEIE

OtmeTka 00 WCMIONHUTENE BKIIOUYAeT (DaMUIUIO, UMS M OTYECTBO HCIIOJIHUTENS, HOMED €ro
tenepona. OTmeTka 00 UCHOJHUTENE MOXKET JIOMOJHATHCS HAUMEHOBAHHWEM JIOJDKHOCTH,
CTPYKTYpPHOTO TOJpa3JeleHusi U DICKTPOHHBIM ajapecoM wucnoiaHuTens. OTmerka 00
UCIIOTHUTENIE O(DOpPMITSIETCS Ha JIMIIEBOM CTOPOHE MOCIETHEro JINCTa JOKYMEHTAa OT TPaHUIIbI
JIEBOTO TOJS WM, MPU OTCYTCTBUM MeCTa, — Ha OOOPOTHOM CTOpOHE JHMCTa BHU3Y CIIEBa.
Hanpuwmep:
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Nneun Unea Winbuy, OTaen yrnpapiieHUs IEPCOHATIOM, BEYIIUN CIIEIIUATUCT
+7(495) 924-45-67, llyin_lv@techno.ru

OTmeTka 00 HCIIOJIHUTENE MOXKET O(QOPMIIATHCA KaK HU)KHUN KOJIOHTHTYJI U TI€YaTaThCs
Ipu(TOM MEHBILETro pa3Mepa.

3.4.25. OT™MeTKa 0 3aBepeHNHU KOMUHU

OTmeTKa O 3aBEpPEHUU KOMUU OQOpPMIISIETCS ISl MOATBEP>KICHHUS COOTBETCTBHSI KOIHH
JOKYMEHTa (BBIMTUCKH M3 JOKYMEHTa) MOUIMHHHUKY NOKyMeHTa. OTMETKa O 3aBEpeHHUU KOIHHU
MPOCTaBIIsIETC Ha CBOOOJHOM OT TEKCTa MECT€ WJIHM, MPU OTCYTCTBHH CBOOOJHOTO MecTa Ha
JHIIEBOM CTOpOHE JIOKyMEHTa, Ha o00opoTe [OKYMEHTa M BKIIOYaeT: cJoBo «BepHo»,
HAaUMEHOBAHME JIOJDKHOCTU JIMLA, 3aBEPUBIIETO KOIMIO; €ro COOCTBEHHOPYYHYIO MOJIIUCKH;
pacmiipoBKy TOANMUCH (MHUIMAIBI, (aMIIHAIO); JaTy 3aBepeHUs] KOMUU (BBITUCKA W3
JIOKYMEHTA).

Ha xonusix MHOTOCTpaHUYHBIX JOKYMEHTOB OTMETKA O 3aBEPEHHH KOIUH ITPOCTABIISETCS HA
KOKIOM JIMCTE JOKYMEHTa WM Ha TOCJIEIHEM JIUCTE MPOIIUTOTO WM CKPEIJIEHHOTO WHBIM
0o0pa3oM JOKyMEeHTa. 3amuch O MECTE€ HaxOXIEHHsS IOJUIMHHHMKA MPOCTABISIETCA TOJIBKO Ha
MOCIIEAHEM JIUCTE JOKYMEHTA.

Ecnu xonus BblaaeTcs AJis NPEACTABICHUS B IPYTYIO OpraHU3alyio, OTMETKA O 3aBEPEHUU
KOIUU JIOMOJIHSAETCS 3allUChI0 O MECTE€ XPaHEHHUs JOKYMEHTa, C KOTOpPOro Obljla M3rOTOBJICHA
KOIUs, U 3aBepseTcs Nevarpio opranu3anuu. Hanpumep:

[TonnuHHUK JOKyMEHTa HaXOUTCs B AAMMHUCTpALMM MyHUIIMIAILHOTO 00pa3oBaHus «Spckuit
parion» B nene Ne 02-23 3a 2019 r.»

Bepno
I'maBHBIN cienuaInucT Toonuce N.0. ®amunus
[ara [TeuaTs

Jlns 3aBepeHMs KOMUU JOKYMEHTa, W3TOTOBJIEHHOM Ha OyMa)XHOM HOCHUTENE, MOXEeT
UCTIOJIB30BATHCS IITAMII.

Konuu  9/E€KTpOHHBIX  JOKYMEHTOB, HamnpaBlIIeMbIX 1O  HMH(OPMAIMOHHO-
TEJIEKOMMYHHUKAIIMOHHON CETH, 3aBEPSIOTCS AJIEKTPOHHOHN MOAMUCHI0 PYKOBOJUTEINST OPTaHU3AIHN
WIA WHOTO YIIOJHOMOYEHHOTO MM JIMIa U BBICBUIAIOTCA MOJIYYaTeal0 C CONPOBOAMTEIbHBIM
MMCHMOM B 3JIEKTPOHHOMU (popme.

Konuu »3neKTpOHHBIX JOKYMEHTOB, NPEAOCTAaBISEMbIX Ha (QHU3UYECKH 000COOIEHHBIX
HOCHUTEIISIX, BEICBUTAIOTCS MTOJTy4aTeI0 C COMPOBOAUTEIBHBIM MTUCHMOM Ha OyMaKHOM HOCHTEIIE.

B conpoBoanuTebHOM MUCbME K KOIMSIM JIEKTPOHHBIX JOKYMEHTOB YKa3bIBACTCS:

HAaNMEHOBaHHE MHPOPMAITMOHHOW CUCTEMBI, B KOTOPOH XpaHATCS JOKYMEHTHI,

HAaMMEHOBAaHUA JOKYMEHTOB, KOITMHM KOTOPBIX HAMpaBIAIOTCS MOTydaTeo;

Ha3BaHUA (PailyIoB TOKyMEHTOB C YKazaHueM gopmara (aiina;

o0beM Kaxoro (aiina B 6aliTax U pu HEOOXOAMMOCTH UHAsI HH(OPMAIIHSL.

[Tpu >TOM Ha Pu3HUeckn 000COOICHHOM HOCUTENE yKa3biBaeTcs: «[IpuoxkeHne Kk mucbMy
oT (mata) No ...».

Konwust »1eKTpOHHOTO TOKYMEHTa, TpeJACTaBICHHAs B BUAE JOKyMEHTa Ha OyMaKHOM
HOCHUTEIIe, 3aBepsieTCsl B MOPSAIKE, YCTAHOBICHHOM JaHHBIM IYHKTOM WHCTpYKIMHU /7Sl 3aBepeHUs
KONHA JIOKyMEHTOB Ha OyMa)XHOM HOCHTENEe, MPH 3TOM Ha KOMWW YKa3bIBaeTCs, B KaKOM
UH(POPMALIMOHHOM CUCTEME XPAHUTCS SJEKTPOHHBIN JOKYMEHT.

3.4.26. OT™MeTKA 0 MOCTYIJIEHHH I0OKYMEHTa

OTMeTka O MOCTYIUIEHHM JOKYMEHTa CIY)KUT Ul MOATBEP)KICHUSA (akTa MOCTYIUICHHUS
JOKYMEHTa B OpraHM3allMl0 W BKJIIOYAET JaTy IMOCTYIUIEHUS W BXOJAIIMN PEruCTpariMOHHBIN
HOMeEp JoKyMeHTa. [Ipr Heo0X0AMMOCTH OTMETKA O MOCTYIUIEHMH MOXKET JOTOJIHATHCS yKa3aHHEM
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BPEMEHHU MOCTYIUICHUS TOKYMEHTA B YacaXx U MHHYTax M Croco0a J0CTaBKH JOKYMEHTA).

OTMeTKa 0 MOCTYIUIEHUH JOKYMEHTa MOXET MPOCTABIISATHCS C MOMOIIBIO ITaMIIa.

3.4.27. Pe3oonust

Pe3omtonust conep kUt ykasaHue 1Mo UCIIOJIHEHUIO TOKyMeHTa. Pe3omtonus odopmiisercs Ha
CBOOOAHOM MecTe paboyero Imoyist JOKYMEHTa, Ha OJaHKe pe3ONIONUH WM BHOCHTCS
HEMOCPEJICTBEHHO B CUCTEMY 3JIEKTPOHHOTO JIOKYMEHTOO00pOTa.

Pe3omronnst BKITO4aeT: (aMHINIO, HHALUAIBI UCHOTHUTENS (MCIOIHUTENEH), opyUeHHe
0 JOKYMEHTY (KOHKpPETHOE 3a/JlaHue€ [0 MCIIOJIHEHHIO JOKYMEHTa WM (OpPMYIHpPOBKA LEIH
paccMOTpeHHsI JIOKyMEHTa), MpU HEOOXOJUMOCTH — CpPOK HCIOJHEHUS, TMOANKUCH JIMIA,
BBIHECILETO PE30JIIOLUIO, 1Ty PE30JIIOLUH:

Maxkcumony H.I1., Ky3nenoBoii B.®.

[Ipomry IOATOTOBUTH MPEIIOKCHUS
K 25.10.2018 Ioonuce
[ara

CpoK HCIOJTHEHUS MMOPYYCHHS HE YKA3bIBACTCS, €CJIM OH Ha3BaH B TEKCTE MOCTYIHUBIIETO
JOKYMEHTA U PYKOBOJUTEIh HE CYMTAET HEOOXOIUMBIM U3MEHHUTD €TI0 B CTOPOHY COKPAICHUS WU
SIBIISICTCS] TUTIOBBIM JIJISl JIAHHOTO BUA TOKYMEHTA.

[lpu yka3aHWM HECKOJBKUX HWCIOJIHUTENCH (aMHUIMs OTBETCTBEHHOTO HCIIOJTHHUTEIS
YKa3bIBaeTCsl  IMEpPBOM, MO0  IMOAYEpPKUBAETCS, JUOO 0003HAYAETCS  CIIOBOM  «OTB.»
(«OTBETCTBEHHBIN ).

3.4.28. OT™MeTKa 0 KOHTpOJIE

OTMeTka O KOHTPOJIE CBHUICTEIbCTBYET O IIOCTAHOBKE JIOKYMEHTa HAa KOHTPOJIb,
npocTaBisiercs mramrnoM «KOHTPOIIb» Ha BEpXHEM I10JIe JOKYMEHTA.

3.4.29. OT™MeTKa 0 HANPABJIEHUM JOKYMEHTA

OTMeTKa O HAaNpaBJICHHH OKYMEHTa B JIEJO OMpPEISISICT MECTO XPaHCHHS JIOKyMEHTa
moclie 3aBepileHus padoThl C HUM U BKIIIOUYAeT: clioBa «B memno», nHaeke aena mo HOMEHKIIaType
JIeNI, B KOTOpPOE TIOMemaeTcs JOKYMEHT Ha XpaHEHHE, C YKa3aHWeM T0Jia, JIOJDKHOCTH JIUIIA,
0(OpPMUBIIIETO OTMETKY, MOAMUCH, AaThl. Hampumep:

B memo Ne 01-18 3a 2019 1.

['maBHBIN crienuanucT oTaena OyXranTepcKkoro
y4era ¥ OTYCTHOCTH

Iloonucow Jlata

OTMeTKa 0 HamlpaBJICHUU JOKYMEHTA B JICJIO MOXKET JOMOJHATHCS KPATKUMHE CBEJACHHUSIMH O
XapakTepe UCIOTHEHHS] TOKYMEHTA.

3.5. Tpe6oBaHus K NOATOTOBKE 1
o¢opMIeHHI0 MyYHHIMNAJbHBIX IPABOBBIX AKTOB

3.5.1. OpramamMp MeCTHOTO CaMOYNPABJICHHUS MYHHUIMIIATBHOTO 0Opa3oBaHUS U
JOJDKHOCTHBIMU JIMIIAMH OPTaHOB MECTHOTO CaMOYIPABICHHS MYHHULUIAIBHOTO 0Opa30BaHUS
CO3/AI0TCSI MYHHIIMIIAJIbHBIE TPAaBOBbIE aKThl, MPEIyCMOTPEHHbIE ¥YCTAaBOM MYHHIIMIIAIBLHOTO
o0Opa3oBaHusl.

3.5.2. TlogroroBka MPOEKTOB TIOCTAHOBJICHWH, PACHOPSHKCHHH OCYIIECTBISETCS 10
MOPYYEHHUIO ITIaBbl MyHUITUTIAILHOTO 00Pa30BaHUsL.

MyHuLIMNIaTbHBIE TMPaBOBblE  aKThl  OQOPMIISIOTCS HAa TOCYJAapCTBEHHOM  SI3bIKE
Poccuiickoit @enepanuu.

3.5.3. OTBeTCTBEHHOCT, 32  KA4eCTBO  IOATOTOBKM  TPOEKTOB  ITOCTAHOBIICHHIA,
paclopsDKEHMH W HUX COIJIaCOBAaHME C 3aMHTEPECOBAHHBIMM CTOPOHAMHM HECET IJlaBa
MYHMIIMIIAJILHOTO 00pa30BaHUs M OTBETCTBEHHBIE UCTIOTHUTEIIH.

3.5.4. [IpoeKThl MOCTAaHOBIECHUH B HEOOXOAMMBIX CIIydasX JOJDKHBI COIEP)KaThb IMYHKT O
BO3JIO)KEHUU KOHTPOJIS 32 UX BBINOJHEHUEM.
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3.5.5. [IpoeKThl TOCTAaHOBJICHUH, PACIIOPSHKECHUN TIeyaTaloTCs Ha OJIaHKaxX MOCTAHOBIICHHIH,
pacriopspkeHuii (mpusioskenune Ne 3-6).

3.5.6. IIpoekThl MpaBOBBIX aKTOB MEYATAIOTCS HA CTaHIAPTHBIX JUCTax Oymaru A4 (210 X
297) ¢ ucnoas3zoBanueM mpudra Times New Roman pasmepom Ne 14 (o6pa3ubl odopmiieHust
NMOCTAHOBJIEHHI, PACNOPSKEHHIl TNpuBedeHb nNpuao:keHussx Ne 14-17). Bepxnee moie
JIOKYMEHTa YCTaHABJIMBAETCS IPaHULIaMU OJaHKa, JieBoe mnoiie — 20 MM, npaBoe — 10 MM 1 HUXKHee
- 20 mwm. Ilpu odopmieHNH MPOEKTa akTa Ha ABYX W OoJiee CTpaHUIAX BEPXHEE I0JIE BTOPOU U
HOoCeayIOMUX cTpaHul cocTaBisgeT 20 MM, JHMCThl HyMEpYIOTCA 110 CEpeAMHE BEPXHEro MoJs,
Ha4yMHas CO BTOPOI'O JIMCTA.

IIpu moAroToBKE TOKYMEHTOB JIOIYCKAeTCs MCIOJIb30BAaHUE JINLEBOW U OOOPOTHONW CTOPOHBI
mucta. [Ipu OBYCTOPOHHEM CO3JaHMM JOKYMEHTOB IIMPHHA JIEBOIO IOJII Ha JIMLEBOM CTOPOHE
JMCTa U [IPABOr'o MOJIsl HA 000POTHOM CTOPOHE JIUCTA JOJDKHBI OBITh PABHBI.

3.5.7. IIpoeKThl NOCTAaHOBJICHUH, PACTIOPSIKEHUI UMEIOT CIIEAYIONINE PEKBU3UTHI:

3.5.7.1. U306paxenue 'ocynapctBennoro ['epba Y amyprckoii PecryOnukmu.

3.5.7.2. HammeHoBaHHME oOpraHa MECTHOTO CaMOyIpaBieHHs — [JlaBa MyHHIMIIAIBHOTO
oOpazoBanusi «MyHunMnanpHBIA  OKpyr  Spckuit  pailon  Yamyptckoit  PecmyOmmkuny,
AIMUHUCTpalUsT MYyHHUIMNAIbHOrO oOpa3oBaHus «MyHUIMNANbHBIM OKpyr Spckuil paiioH
Y amyptckoii Pecriyonukmy.

3.5.7.3. HaumeHoBaHuE BHUAA aKTa — IOCTAHOBJICHWE, PACTIOPSDKEHHE - OTIENSAETCS OT
HAaUMEHOBAHMS OpraHa MECTHOT'O CAMOYIIPABIEHUS 3 MEKCTPOUYHBIMHU NHTEPBAJIAMHU.

3.5.7.4. Jlara akra oTmenseTcss OT HAUMCHOBAHMUS BHJA aKTa, Kak IMpaBWIo, 2
MEXCTPOUHBIMU HMHTEpBajlaMH, odopmisiercs HU(POBBIM CIIOCOOOM, MeYaTaeTcs OT TPAHULIBI
JIEBOTO TOJISI, IPOCTABJISETCS I1OCIIE MOANKUCAHUS aKTa.

3.5.7.5. PerucrpanlMOHHBII HOMEp NPABOr0 aKTa IiedyaTraeTcs apaOCKUMH HudpamMu OT
IPaHULbI IIPAaBOBOTO IOJIS HA YPOBHE JaThl JOKYMEHTa U COCTOMT U3 3Haka "Ne" um mopsaKoBOro
HOMepa JoKyMeHTa, Harpumep Ne 145. MecTo cocTtaBieHus! JOKyMEHTa 0QOpMIIsieTcs M0 LEHTPY
— OTJEJNETCsS OT HOMEpa U J1aThl IPAaBOBOTO aKTa | MEKCTPOUYHBIM MHTEPBAJIOM.

3.5.7.6. 3arogoBOK K TEKCTY OTAEISAETCS OT MPEAbLIYIIEro peKBU3UTA 3 MEKCTPOUYHBIMHU
MHTEpBaJlaMU, MUIIETCS C MPONMKUCHON OYyKBbI OT I'PaHULIbI JIEBOTO MOJIs, TOUYKA B KOHIIE 3ar0JIOBKa
HE CTaBUTCS. 3arojOBOK, COCTOSIIMN U3 ABYX U OoJjiee CTpOK, mevaTaercs yepe3 1 MeKCTpOUHBIN
WUHTEpBAJ.

Pacniopsikenus 3aroioBka, Kak IpaBUIIO, HE UMEIOT.

3.5.7.7. Tekct oTnmensercss OT 3arojioBKa 3 MEXCTPOYHBIMH HHTEpBAJAMH M TI€YaTaeTCs
mpudToM pazmepom Ne 14 yepes 1 MeXCTPOUHBIM HHTEpBAIL.

JloryckaeTcsi yMEHBIIEHHE HWHTEPBAJIOB Mexay pekBuzutamu "3aromoBok", "Tekcr",
"Tloanuce" mpu HEOOXOAUMOCTH pa3MeEIIEHUs TEKCTa MPOEKTA aKTa Ha OJTHOW CTpaHMIIE.

TexcT mewyaraercs OT JIEBOM IpaHMIIBI TEKCTOBOT'O IMOJISI U BBIPABHUBAETCS MO IIMpPUHE (IO
JIeBOYW W MPaBOM IpaHUIlaM TeKCTOBOro moJst). Ilepsast ctpoka ab3alia HAYMHACTCS Ha PACCTOSIHUH
1,25 cM OT 1eBOM TpaHUIIBI TIOJISL.

Tekct MoOXeT MOIpa3NenaTbcs Ha  KOHCTATHPYIOIIyI0  4acTh  (mpeamOyny) W
MOCTAHOBJISIIOIIYI0O 4acTb (B PAcCIOpPSDKEHUSX -  pacrnopsauTenbHyro). KoHcTtatupyromas
(mpeamOya) B pacOpsDKEHUSIX MOXKET OTCYTCTBOBATb.

[IpeamOynia B MOCTaHOBIEHUSX TJ1aBbl MyHHUIMIIAILHOTO 00pa30BaHUS 3aBEpPLIAETCS CIOBOM
«IM O CTaH 0 BJ A I0», KOTOPOE IeYaTaeTcs B Pa3psAIKy MOTYKUPHBIM HIPUPTOM.

[IpeamOyna B  NOCTAHOBJIEHUSX AJMUHUCTPAlMd  MYHHUIMNAIBHOTO  0Opa3oBaHUs
««MyHuIMnandbHbI okpyr Spckuil pailon Yamyprckoit PecnyOnmukn» 3aBepiiaercs ciloBaMu
«AIMUHHUCTpallig MYHUIUOAIBHOTO o00pa3zoBaHusi «MyHULMNANBHBIA OKpYr Spckuii paiioH
Y amyprckoit PecriyOiaukim» «I1 0 € T a H 0 B JI §1 € T», ITOCTIEIHEE CIIOBO MeYaTaeTcs MOy KUPHBIM
mpudToM B pazpsaaky.

B koHcTatupyromeil uYacTH KpaTKO H3JaratoTcs Ledd M 3ajadd, (GakTel M CcOOBITHS,
IIOCITY’KHABIINE OCHOBAaHUEM Ul M3AaHHA akTa. OHa MOXKET HaYMHATHCS CIOBAMH «B LEISAX», «BO
UCIIOJIHEHUE» U T.J.
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Ecnu mpoekT mpaBOBOro akTa TOTOBUTCS HA OCHOBAHHUU JIPYroro JOKYMEHTa, TO B
KOHCTaTHPYIOIIeH YacTH YKa3bIBaeTCsd HAUMEHOBAHUE ATOrO JIOKYMEHTa B POAMTEIBHOM MaJIeiKe,
€ro aBTOp, J1aTa, HOMEP U 3ar0JIOBOK.

[TocranoB:stomias (pacnopsiAuTeIbHas ) YaCTh MPOEKTOB MPABOBBIX AKTOB JIOJIKHA COACPKATh
NEPEYNCIICHNE TPEINUCHIBAEMbIX JCHCTBHI C yKa3aHHEM HCIIOIHUTENS KaXJI0TO JeHCTBUS U
CPOKOB HCIOJTHEHUS U, KaK MPaBUJIO, IOJIPa3AeIIIeTCs Ha MyHKTHI.

[TyHKTBI HyMepyIOTCs apaOCKUMHU ITU(PPaMHU ¢ TOYKOH U 3aT0JIOBKOB HE UMEIOT.

[IyHKTBI MOTYT pa3leisTbCsl Ha MOANMYHKTBHI, KOTOPbIE MOTYT HYyMEpOBaThCsl apaOCKUMHU
UuppaMu UM CTPOYHBIMU OYKBaMU C 3aKPBIBAIOLIEH KPYTIIOH CKOOKOM.

Bce u3MeHeHuss v JOMOJHEHUS, BHOCUMBIE B paHee MPHUHATHIC MPaBOBbIE aKThI, JOJKHBI
COOTBETCTBOBATH CTPYKTYPE OCHOBHOT'O JIOKYMEHTA.

[Ipu HANMUYUKM TPUIIOKEHUHN K TPOEKTY MPaBOro aKTa B TEKCTE HAa HUX 00s3aTEIbHO JIeaeTcs
CCBUIKA.

3.5.7.8. [loanuck oTaeisieTcst OT TEKCTa 3 MEKCTPOUHBIMU MHTEPBaJIaMH U COCTOUT U3 CJIOB
«['maBa MYHUIMIATBHOTO OOpPa30BaHUS»), WHULNUAIOB W (GamMuianu [J1aBpl MyHHIUIAIBHOTO
obOpasoBaHwUsl.

CrnoBa «['maBa MyHHIMIIQTBHOTO OOpa30BaHUs» IEYATAETCS B OJHY CTPOKY OT TPaHHUIIBI
JICBOTO TIOJISL.

Wanmmaner u ¢amuus [TaBel MyHHIMOAIBHOTO OOpa30BaHMS I€YATAIOTCS y TPaBOU
TPaHULIbI TEKCTOBOTO MOJSI.

3.5.7.9. [IpunoxeHust K MPOEKTaM MPABOBBIX aKTOB O(POPMIISIOTCS Ha OTACIBHBIX JHCTaX.

[Tpuno>xeHUsAMHU SBISIFOTCS: TIOJIOKEHUS, PETJIaMEHThI, IEPEYHH, CIIUCKU, TpaduKU, TaOIHIIbI,

00pa3Iibl JOKYMEHTOB U JIp.

3.5.7.10. Ilpu Hanuuum NpUIOKEHUH (yTBEpKAaeMble TpapuKu, CXeMbl, TaOJIHUIIbI, CIIUCKU
U Jp.) B TEKCT€ I[IOCTAHOBICHHS WM pPACHOPSDKEHUS B COOTBETCTBYIOUIMX ITyHKTax
paclopsiANTEILHOW YacTH JAIOTCS OTCHUIKH: ... (mpuioxenue Ne 1); ... (mpunokenue Ne 2); ...
«COTJIACHO TIPHJIOKEHHIO», a HA CAMOM MPHUIIOKEHUN 0(POPMIISIETCS OTMETKA O TPHIIOKEHUH:

[Tpunoxxenne Ne 1
K [TIOCTAaHOBJICHUIO AIMUHUCTPALUU
MYHMIIMIIAJIBHOTO 00pa30BaHus
«MyHHULMIIAIBHBIN OKPYT SpCcKuil palioH
Y amyptckoit PecriyOmukmy
ot 12.09.2018 Ne 24
CTpoKHM pEeKBHU3HMTA BBIPAaBHUBAIOTCSI MO JIEBOMY Kpar0 WU LIEHTPUPYIOTCS OTHOCHUTEIHHO

CaMOM JJIMHHOMU CTPOKH.

[IpunoxxeHus SBIAIOTCS HEOTHEMJIEMOW 4YacTbi0 IIOCTAHOBJIEHUS WJIM PACHOPSIKEHUS.
N3nanue BMecTe C MOCTAHOBICHHEM (paclopsyKeHHEM) MPHUIIOKEHHUH, HEe YIOMSHYTBIX B TEKCTE
JIOKYMEHTa, HE JIOITYCKaeTCsl.

Ecin  1OKyMEHT, YTBEpXKIEHHBIM IOCTAaHOBIEHUEM (pacHOpSIKEHUEM), BIIOCIEICTBUU
JEICTBYET B BUJIE CAMOCTOSITENIBHOTO JJOKYMEHTA, Ha MIEPBOM JIUCTE JJOKYMEHTa B BEPXHEM MIPaBOM
YTy MpocTaBisieTcss «rpud yTBepkAeHus» (Ipu HEeoOXOJUMOCTH, — C yKa3aHHEM HoMepa
IPWIOKEHHUS), B KOTOPOM YKa3bIBAIOTCS JaHHBIE PaCHOPAIUTENBHOIO JOKYMEHTA, KOTOPBIM
YTBEPKACH TOKYMEHT-IIPUIIOKEHNE, HAIPUMED:

HNHcTpyknns YTBEPX/IEHA
[locranoBneHreM A IMUHUCTpaLUU
MYHHIMIIAIEHOTO 00pa30BaHus
«MyHHULIMTIAIBHBINA OKPYT
SApckuii paitoH Y 1MypTCKOI
PecrryOnmukm»
ot 18.02.2022 Ne 25
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3aroJ0BOK K TEKCTY MPHUIIOKEHUS I1€YaTaeTCs IEHTPOBAHHBIM CIIOCOOOM.

HaumeHnoBanue BuJa JOKyMEHTa - IPUJIOKEHUS (TIEPBOE CIOBO 3arojloBKa MPUIIOKEHUS)
BBIJICJIICTCSI TPONMHUCHBIMU OykBamu, mnonykupubiM wmpudrom (ITIOJIOXKEHUE, INEPEYEHD,
CIIMCOK Tt.1.). 3aroyioBOK IMPHIIOKEHUST OTIACISIETCS OT JaThl 1 HOMEpa akTa 3 MEKCTPOUYHBIMU
MHTEpBAJIAMH, OT TEKCTA MPHJIOKEHHUS — 3 MEKCTPOUYHBIMU MHTEPBAJIAMH.

[Ipy HanMuuu B TEKCTE MPHJIOKEHHUS HECKOJBKMX pa3/lelioB MX 3aroJIOBKU I€4YaTaroTCs
[IEHTPOBAHHBIM CHOCOOOM (OTHOCHUTENBHO TpaHUI[ TEeKCTa). Touka B KOHIIE 3arojioBKa HE
ctaBuTcs. [lomyckaercst BbIIEIATH 3ar0JIOBKH Pa3/IesIOB MOMYKUPHBIM HIPUPTOM.

Texct nmpunoxenus Moxer ObITh oopMieH B Buae Tabmumbl. ['padsl U CTpOKH TaOIUIIBI
JOJIKHBI UMETh 3aroJIOBKU, BBIPAKEHHBIE UMEHEM CYIIECTBUTEIbHBIM B MMEHUTEIHHOM MaJlexkKe.
[ToazaronoBku rpad U CTPOK rpaMMATHUECKH JTOJIKHBI OBITh COTJIACOBAHBI C 3aT0JIOBKAMHU.

Ecnu Tabnuiyy nedararor Oosee yeM Ha OJHOM CTpaHHIlE, 3arojIOBOYHAs YacTh TaOJIMIIBI
(HaumeHOBaHME Tpad) Ha KaXIOW CTpaHUIE HE TOBTOpSETCA, a Jaercsi WX LuppoBoe
o0o3Ha4YeHue.

JIMCTBI IPUIIOKEHUST HYMEPYIOTCS CAMOCTOSATEBHO, HAYWHAS CO BTOPOTO JIUCTA.

[Ipy HanM4UK B TEKCTE MPUIOKEHUM CCHUIKA HA CHOCKY OHAa O(opMIiIseTcs 3Be3A0YKON UIn
WHJEKCOM. TEeKCT CHOCKHM Tiedaraercs uepe3 | MEXKCTpPOUHBI HMHTEpBAI B KOHIE KaXI0M
CTpaHHULbl WIH TOCJE MPUIOKEHHUs B LEIoM moja uepTtoi. [locrme cuMBoOIa CHOCKHM €€ TeKCT
MIeYaTaeTCs C MPOMUCHOM OyKBBI. B KOHIIE TEKCTa CHOCKH CTaBHTCS TOYKA.

Ha onHoii cTpanuile He TOJDKHO MPOCTABIATHCA 00JIee TpeX CHOCOK.

JIOKyMEHTBI (IIPOTpaMMBbl, TOJOXKEHHUsS, PETJIIaMEHTHI, IUIaHBl, HOPMBI U T.II.), KOTOpBIE
npeiaraeTcsl yTBEPAUTh IOATOTABIMBAEMBIM MPOEKTOM IPABOBOTO akTa, B 00s3aTeNbHOM
HOPSI/IKE MPUIIAraloTCs K TaHHOMY MTPOEKTY aKTa.

3.5.8. CmpaBka k mpoeKTy MpaBoOBOro akTa oopMIIsIeTCsl Ha CTaHAAPTHBIX JTUCTaX OyMaru
dopmara A4 1 UMeeT CeIyIoIne PEKBU3HTHI:

3.5.8.1. HaumeHoBaHue BHJA NOKyMEHTa - IeyaTaeTcs MPOMUCHBIMH OyKBaMU 4Yepe3 2
MEKCTPOUYHBIX WHTEpBaia HIDKE BEPXHEH TI'paHHIIBI TEKCTOBOTO IOJIS, BHIIEISETCS IMOY>KUPHBIM
mIpru(TOM U BBIPABHUBAETCS I10 IIEHTPY.

3.5.8.2. 3aromoBok OTAENSETCS OT MPEABIAYIIETO PEKBH3UTa 2 MEKCTPOUYHBIMHU
MHTEpBaJlaMH, TeYaTaeTcs CTPOUYHBIMH OyKBaMU uepe3 | HMHTepBal, BBIACISIETCS MONYXHUPHBIM
MIPUGPTOM M BEIPAaBHUBAETCS N0 IEHTPY. ToUKa B KOHIIE 3ar0JIOBKa HE CTaBUTCS.

B 3aronoBke yka3bIBaeTCs IIOJIHOE Ha3BaHHWE IPOEKTa IMPABOBOIO akTa, K KOTOPOMY

MOJIFOTOBJIEHA CIIPABKA.

3.5.8.3. Tekcr otaensercs OT 3arojJioBKa 3 MEXCTPOUHBIMH  HMHTEpBajJaMHu,
neyataercsi ¢ ucmnonb3oBanuem mpudtoB Times New Roman pasmepom Ne 14 uepes 1
MEXCTPOUYHBIM HHTEPBAIL.

[TepBas cTpoka ab3aia mevaraercss Ha paccTOsSHUU 1,25 ¢M OT JIeBOM TpaHUIbI TEKCTOBOTO
HOJISL.

B TekcTe KpaTko M3IararoTcs MOTHBBI BHECEHHs MPOEKTa, OOOCHOBAHWE M CYTh TPOEKTA,
HaJIM4YMe Pa3HOTJIACUl, pe3yabTaThl MPOPAOOTKU U SKCIIEPTU3HI.

[Tonmuck oTnensercs OT TeKCTa 3 MeKCTPOYHBIMU HHTEPBAJIAMH.

[Monnuch BKJIIOYAET HAWMEHOBAaHUE JIOJDKHOCTH JIUIIA, IMOJIIMHUCHIBAIOIIETO CIPaBKY, €ro
JUYHYIO TOJMUCH U pacIuPpPOBKY MOAMUCH (MHULUAIBI U (aMUIIUIO).

HaumeHoBaHMe JOJDKHOCTM TM€YaTaeTcs OT JIEBOW TIpaHUIbl TEKCTOBOTO Mo uepes 1
MEXCTPOYHBIN HHTEPBAJL.

Pacmm¢ppoBka moamucu pacrojiaraeTcss Ha YpOBHE TIOCIEAHEH CTPOKM HauMEHOBAHHS
JOJKHOCTH 0e3 mpoOena Mexay uHuIManamu u gamunueit. [locnennsas OykBa B pacuingpoBke
HOJIMCH OTPAaHUYHBACTCS IIPABBIM I1OJIEM.

[lpy HamTMYMM HECKOJNBKHMX TOJNHCEH OHHM pPACHojaraloTcsl OJHA IOJ JAPYrod B
COOTBETCTBUH C 3aHUMAEMbIMU JOJKHOCTSIMH.

[Toanucu oTaenstoTcs OJHa OT APYroM 1-2 myCThIMH CTPOKAMHU.

3.5.9. [IpoeKThI aKTOB IMOJIEkKAT COTIIACOBAHUIO, KOTOPOE O(OPMIISETCS BU30H.
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[TpoekTsl aKkTOB B  00s3aTEIBHOM MOPSJIKE JOJKHBI  BH3HPOBATHCS  PYKOBOAMUTEISMHU
CTPYKTYPHBIX ITOAPA3EICHUN OPraHOB MECTHOT'O CAMOYTIPABJICHMSI, KOTOPBIE MPEACTABUIIN TPOEKT
U KOTOPbIM B aKTE€ IIPelyCcMaTpUBAETCS MOPYYEHMs, a TaKXKEe PYKOBOJUTENISAMU JPYTUX
3aMHTEPECOBAHHBIX CTPYKTYPHBIX OAPA3ACICHUN.

3.5.10. IIpaBoBbIe aKThl HYMEPYIOTCS HOPSAKOBOM HyMepaluei B mpeienax KaJeHIapHOTro
rojia; pacHopsbKEHUs IJ1aBbl MyHMLMIIAIBHOTO 00pa3oBaHus (AIMUHHUCTpALMM MYHUIMIIAIbHOIO
00pa30oBaHMs) 110 OCHOBHOMU J€SATEILHOCTH, 10 IMYHOMY COCTaBY HyMEPYIOTCS OTIENIBHO.

3.5.11. DnexTpoHHas KOMHS TIOCTAHOBJICHHUS pa3MeEIacTcsi B COOTBETCTBYIOIIEH Oa3e
naHHeix CMOB  «/lupekTym» WM Ha @opTajle OpraHOB MECTHOIO CaMOYIpPaBIEHUS B CETH
«HTEepHETY.

3.5.12. Pemienus nevaratorcs Ha Onmanke perieHus CoBeTa JEMyTaToOB, pa3MepoM MIpHQTa
Ne 14 u wumerT crepyromue pPEeKBU3UTBI B COOTBETCTBHH € YCTaBOM MYHHUIMIAJIBHOTO
o0paszoBanus (o6pa3zen opopmieHHUs pellleHUsI MPUBeIeH B NPUJIoKeHnu Ne 18):

Texct npunsatoro pemenus CoBeTa IEMyTaTOB MCIOJNHAETCA C YKa3aHUEM CIEAYIOLIUX
PEKBHU3UTOB:

a) n3o0paxkeHus ['epba MyHHIIMIIATEHOTO paiioHa;

0) HanMeHoBaHUs (OPMBI HOPMATUBHOTO MIPABOBOTO aKTa - penienne CoBera JemyTaTos;

B) HauMeHoBaHus pemieHust CoBera J1eNyTaToB;

I') yKa3aHUs Ha Opras, NpuHsBIIni pemeHue CoseTa n1enyTaroB, - COBET I€NyTaToB;

1) AaThl IpUHATUS pemieHust CoBera J1eIyTaToB;

€) JOJDKHOCTH, WHMIMAIOB M (aMuiauu JMua, NoAnuchiBarouiero pemeHuss Coera
JEIyTaToB;

) MecTa nojgnucanus peuienus CoBera JI€MnyTaToB;

3) 3HaKa, o0o3Hayvarouiero Homep peueHus Copera JeMyTaToB.

PexkBusutel pemenuss CoBera JemyTaToB HMMEIOT CIEAYIOIIME HAaUMEHOBAaHUS C
PacIoI0KEHUEM UX B ONPEAEICHHON OCIEA0BATEIbHOCTH:

a) B BEpXHEW yacTH mepBOi cTpaHUIbl Tekcra pemeHuss CoBeTa JEeMyTaToB MOCEPENNHE
noMeriaeTcst n3o0paxeHue n3odpaxenus ['epba MyHHIIMNIATBHOTO paiioHa B 4epHO-OeloM IIBeTe
(B ciuydasx W TOpsAKe, TNPEIyCMOTPEHHBIX 3akoHOM Yamyprckod Pecnybmukun —«O
['ocynapcrBenHOoM repbe Yamyptckoit PecyOnukn», - nzobpaxkeHus I'ocynapcTBeHHOro repoa
Y amyprckoit Pecny6inkn);

06) Hmwke wunzobpaxeHuss ['epba MyHUIMNANBHOIO paiioHa (B ciy4asx U TIOpsJKe,
IpeyCMOTPEHHBIX 3akoHOM Y amypTckoil Pecriybnuku «O T'ocynapcTBeHHOM repbe Y amypTckoit
PecnyOnuku», - nzobpaxenus ['ocynapctBeHHoro repba Yiamyprckoil PecmyOmuku), uepes 3
MEXCTPOUYHBIX MHTEpBaja OTIEJIbHON CTPOKOM yKa3bIBaeTCs HaMMEHOBAHHE IPEACTaBUTEIHLHOTO
OpraHa Ha PYCCKOM sI3bIKE MOJYKHPHBIM IIPpUPTOM IeHTpoBaHO 3arinaBHeiMEH OykBamu (COBET
JAEIIYTATOB MYHULUITAJIBHOI'O OBPA30OBAHMUSA «MYHUIIUTIAJTbHBIN
OKPYI' SIPCKHUH PAMOH YJIMYPTCKOW PECHYBJWUKMH»). Hmxke, uepes |1
MEXCTPOUYHBIM HHTEpBaJl HAWMEHOBAaHHE IPEICTABUTEIBHOIO OpraHa Ha YJIMYPTCKOM S3bIKE
HOJYXHUPHBIM mIpudTOoM I1eHTpoBaHO 3ariaBHbIMH OykBamu «YIAMYPT JJIBKYHBICbH SP
EPOC MYHUILIUIIAJI OKPYI» MYHUIIUIIAJI KbLJIABITATBICHh JENYTATBECJIOH
KEHELICBHI);

B) yepe3 2 MeKCTPOUYHBIX HHTEpBaja OTAEIbHON CTPOKOM yKa3bIBaeTCs HAMMEHOBAHUE aKTa
(PE LI E HHU E), neyaraercs moxyXHPHBIM MPHUPTOM [IEHTPOBAHO MPONUCHBIMH OYKBaMH;

r) HaumeHoBaHue penreHust CoBeTa JACMYTaTOB PACIOaraeTcs HIKE YKa3aHHOTO B ITyHKTE
«B» PEKBHU3UTA. 3aroJIOBOK OTHENSIETCA OT MPEABIAYLIET0 PpEKBU3UTa 3 MEXCTPOUHBIMU
MHTEpBaJlaMH, MMUILIETCS ¢ MPOMUCHON OYKBbI, TOUKAa B KOHIIE 3ar0JI0OBKa HE CTaBUTCS. 3arojIOBOK,
COCTOALIMM M3 JBYX UM 0Ooiee CTpOK, Iedaraercs uepe3 1 MEXKCTPOUYHBI HMHTEpBal C
BbIPaBHUBAHUEM I10 JIEBOMY Kpalo;

) TEKCT OTJEINSAETCS OT 3arojIoBKa 3 MEKCTPOYHBIMU MHTEPBAJIAMU U Me€4aTaeTcsi MpUupTOM
pasmepom Nel4 gepes 1 MexcTpouHbIld HHTEpBal. JlomyckaeTcss yMeHbIIeHHEe pa3Mepa mpudra u
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UHTEPBAJIIOB MEXIy peKBU3UTaMU «3aronoBok», «Texct», «llommuce» mpu HE0OXOAUMOCTH
pa3MeIleHNs TEKCTa IPOEKTa aKTa Ha OJTHOM CTPaHMIIE.

TexkcT neyaraercs OT JIEBOM IpaHMIIbI TEKCTOBOI'O IOJS U BBIPAaBHUBAETCS MO IIHMpUHE (IO
JIeBOM W MpaBoil rpaHuiaM TeKcToBoro moJs). [lepsas cTpoka ab3ana HaYMHAETCS] HA PACCTOSTHUU
1,25 cM OT J1eBO# rpaHuIIbI MOJIS.

TexkcT MOXeT TOApa3AensAThCS HA  KOHCTAaTUPYIOIIYyK0  4YacTh  (mpeamOyny) U
[OCTaHOBIISIIONIYI0 4acTh. IIpeamOyna B pemenusix CoBeTa A€NyTaTOB 3aBEPILACTCS CIOBAMHU
«CoBer JnenmyTaToB MYHHUIHMIIAJLHOTO 00pa3oBaHus «MyHUIMIIATBHBIN OKpYr SIpckuii paiioH
Yamyprckoit Pecniyonuku» «P E I A E T», mocnenHee cioBo mevyaraercs 3arjaBHBIMA OyKBaMH
HEHTPOBAHO MOIYKUPHBIM HIPUPTOM;

€) nox TekcTtoM pemeHuss CoBeTa JENyTaTOB YKa3blBalOTCS JOJDKHOCTb, MHULUANBI U
dbamunus JOMKHOCTHOTO JIUIA, MOAMUCHIBatoulero pemienus CoBera JEMyTaToOB: B JIEBOM 4acTH —
«lIpencenarens CoBera» M «['1aBa MyHununaibHOro ooOpazoBaHus» (mnas pemeHuir Coera
JIEMyTaTOB, MMEIOIIMX HOPMATUBHBIM XapakTep), B MpaBOM YacTU - HHULUANBI U (haMuiIus
[Tpencenarens Cosera u ['maBbl MyHHULIMTIIANBHOTO 00pa3zoBaHus (A pemeHuit CoBera AemyTaToB,
UMEIOIINX HOPMATUBHBIN XapakTep);

) HIKE PEKBU3UTOB, NMPUBEIACHHBIX B IYHKTE «€» HACTOSALIEH 4YacTH, B JIEBOM 4acTu
YKa3bIBalOTCA: MECTO MpuHATUA pemieHuss CoBera AENyTaToB — «aJIMHUHHCTPATUBHBIA LIEHTP
MYHHMIMIIAJIBHOTO paiioHa» (m.flp), cTpoka ais pa3MelieHus Aarbl npuHsITHs pewieHus Coera
JIEMyTaToB, 3HAK, 0003Havaromuii Homep perienus Coeta aenyTtatoB (H-p: 15 mapra 2022 roga
Nel50).

Homepa pemienuii cocTosT U3 MOPSAAKOBBIX HOMEPOB, IIPUCBAMBAEMBIX B IPEJEIax OJIHOTIO
CO3bIBA.

3.6. Oco0eHHOCTH MOATOTOBKHU U 0OpPMJIeHHS OT/IeJIbHBIX BUAOB I0KYMEHTOB

3.6.1. Iopsinok oopmJieHHsI IPOTOKOJIOB 3aceaHMii (COBeIIaHMii)

[TpoTokon cocraBisieTCsi HA OCHOBAHUU 3alMCel, MPOU3BEIEHHBIX BO BpPEMs COBEIAHUs
(3acenanus), MpeICTaBICHHBIX TE3UCOB JOKJIAI0B U BBICTYIIJICHUH, CIIPABOK, MPOEKTOB PELICHUN U
Ap.

B opranax MecTHOro caMoOympaBi€HHsS MYHHMIHMIAIBHOTO 00pa3oBaHUs OQOPMIIAIOTCS
CJIETyIOIIHNE TPOTOKOJIBI:

- IPOTOKOJIBI ceccuit CoBeTa JemyTaToB MyHHUIMIIAIbHOIO 00pa30BaHMs;

- IPOTOKOJIBI COBELIAHU MPH IIaBe MyHUIIUIIAIBHOTO 00pa30BaHMUs;

- IPOTOKOJIBI KOMHUCCH;

- POTOKOJIBI CEIBCKUX CXOJI0B, OOIINX COOpaHUH JKUTEIEeH;

- IPOTOKOJIBI IYOJIMYHBIX CIyIIAHUH.

B opraHax MecTHOro caMOYIIpaBJIEHHsS IPOTOKOJIBI MOTYT H3/1aBaTbCsi B TOJIHOW WU
KpaTKoil (opme, mpu KOTOpOW OIlycKaeTcsi XOJA OOCYKIEHHUsS BOIpoca M (PUKCHUPYETCS TOJIBKO
IPUHATOE MO HeMy pemieHue. [1oHbI NPOTOKOJI CONEPKUT 3alUCh TOTO, YTO MPOUCXOIUIIO BO
BpeMs 3acellaHus, BKJIOYas BONPOCHI K JOKJIATYMKy, OTBETbl Ha HMX, BBICTYIUICHHS B XOJE
00CyX/IeHUsI BOIPOCa, Pe3yJIbTaThl TOJIOCOBAHMS IO BONPOCY U NMPHUHATHIE pelieHus. B kpatkom
npoTokoyie (UKCUpyeTcs Tema OO0CYyX ACHUs, (pamMuius TOKIaJ4hKa IO BOMPOCY U TMPHUHSTHIE
pemeHus. Kpatkue npoTokosl BEAYTCS IIPU PACCMOTPEHNUH BOIIPOCOB ONIEPATUBHOIO XapaKTepa.

TeKCT moJTHOTO MPOTOKOJIA, KaK PaBUJIO, COCTOUT U3 IBYX YaCTei: BBOJIHOM U OCHOBHOW. B
BBOJIHOM 4acTH yKa3bIBalOTCS (haMHJIMU, MHUIMANBI Ipejcenatens (MpeaceaarebCTBYONIEro),
CeKpeTapsi, IPUCYTCTBOBABILIMX Ha 3acelaHUU U, NMPU HEOOXOIMMOCTH, JIUL, MPUTJIAIIEHHBIX Ha
3acenanue (copemianue). Ecium KOJMYECTBO NPUCYTCTBOBABIIMX INpeBbImIaeT 15 uyenoBek, B
BBOJHOM YacTH MPOTOKOJIA JENAETCs CChUIKA Ha CIHUCOK, SIBJISIOUIUICS HEOTHEMJIEMON YacTbiO
IIPOTOKOJIA, HATIPUMED:

IIpucymcemeosanu: 25 uen. (cnucok npunazaemcs).
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Ecin B 3acenanun (COBEIIAaHMM) NMPUHUMAIOT y4acTHE NPEACTABUTENN Pa3HbIX OpPraHOB
BJIACTU W OpTaHM3aIHil, yKa3bIBAETCSI MECTO padOThI U JOJKHOCTh KaXXA0ro Juiia. MHOTOCTpOUYHBIE
HAaUMEHOBAHMSI JOJKHOCTEN MPUCYTCTBYIOLIUX [1€YAaTAI0TCS YEPE3 OJUH MEKCTPOUHBIN UHTEPBAIL.

BBonHass yacTe IPOTOKOJA 3aKaHYMBAETCS ITOBECTKOM JHS, COJEpXKallled IepedyeHb
paccMaTpuUBaEMBbIX BOIIPOCOB, IIEPEUMCICHHBIX B NOPAAKE HMX 3HAYUMOCTH C YKa3aHHE
JOKJIaA4uKa [0 KaXJIOMYy paccMaTpuBaeMoMy  Bompocy. Bompocbl  MOBECTKM — OHSA
dopmynupyrorest ¢ mpemiaorom  «O»  («O0»), medaTaroTCs OT TPAHUIBI JICBOTO TIONS U
HYMEPYIOTCS apaOCKUMU ITUppaMHu.

OcHoBHas 4acTh IPOTOKOJIA COCTOUT M3 PA3/EJIOB, COOTBETCTBYIOLUIMX ITyHKTAM MOBECTKU
JHA. TekcT Kaxx10ro pasaena CTpOUTCS IO CXEMe:

CIIYIIAJIA:

BBICTYIINJIN:

PELIMJIN: (unu ITOCTAHOBWJIN:).

OcCHOBHOE cozepKaHUE JTOKJIAJ0B M BBICTYIUIEHHMH BKJIKOYAETCS B TEKCT MPOTOKOJA WIIU
IpUJIaraercs K HEMy B BHUJE OTIEJIbHBIX MAaT€pUAJIOB; B MOCIEAHEM Cllydae B TEKCTE MPOTOKOJIA
nenaercss oTMeTrka «TeKcT BBICTYIUIGHUS Mpuiaraercs». PemieHue (IMOCTaHOBIEHHE) B TEKCT
IIPOTOKOJIa BHOCUTCS HOJIHOCTBIO B TOM (OpPMYJMpPOBKE, KOTOpas ObLia MPHUHITA HA 3acelaHMH;
py HEOOXOIMMOCTH MIPUBOJISATCS UTOTH T'OJIOCOBAHUA: «3a -..., IPOTHUB-..., BO3JAEPKAIOCH - ...».

CopnepxaHue 0coOOr0 MHEHUS, BBICKa3aHHOI'O BO BpeMsl OOCYKICHHS, 3alMChIBAETCS B
TEKCTe MPOTOKOJIA MOCIEe COOTBETCTBYIOIIETO PEIICHUs (TOCTAHOBICHHUS).

Texkcr KpaTKoOro IPOTOKOJIA TAaKKe COCTOMT M3 JByX dacrted. B BBOOHON dactu
yKa3blBaloTCAd (aMIIUM M WHUIMAIBI MpelceAaTeNbCTBYIOIEro (MpeacenaTens), cekperaps, a
TaKXe WHUIMAIBI ¥ (paMUIIUN TIPUCYTCTBOBABIINX JIUII.

CnoBo «IlIpucyTcTBOBanIM» MevyaTaeTcss OT FPaHUIIbl JEBOTO IOJISA, IOCIE CIOBA CTaBUTCS
nBoeroure. Huke nedararoTcs HAMMEHOBAaHUS JOJDKHOCTEH NPUCYTCTBYIOLIUX, a CIIpaBa oOT
HAaUMEHOBAHUS JOJDKHOCTEM — (QamMHiIuM M UX HMHULUANbl. HanMeHOBaHUS NOJKHOCTEH MOTYT
yKa3bIBaThCsl 0000IIEHHO, HAPUMED:

Ilpucymcmeosanu.
T'enepanvuwiii oupexmop OO0 «Ckazka» Damunus U.0.
Pykogooumenu cenbckux 00mMos Kynvmypul Damunus 1.0.

Damunusa U.O.

Crnincok otaensieTcs 0T OCHOBHOM 4acTH MPOTOKOJIA CIJIOUIHONW YepTOi.

B 0oCHOBHOI 4acTu MPOTOKOJIA YKa3bIBAETCSI HOMEP BOIPOCAa B COOTBETCTBHM C ITOBECTKOMN
JTHS, COIepKaHKe BOIIPOCA U MPUHSATHIE PEILICHUSI.

HaumeHnoBanue Bompoca HyMmepyeTcs pUMCKoM Lu¢poil u HaumHaercs ¢ mpeiora «O»
(«O06»), mewataeTcs MeHTpoBaHO pazmepoMm mmpudTa Neld4 u momguepKUBaAETCS OTHOM UepTOU
HIDKE TIOCJIeHEeH CTPOKM Ha paccTosHUM He Oosiee 1-ro mHTepBana. ITox yeproil ykasbiBaroTcs
dbaMuIuu JOHKHOCTHBIX JIMI, BBICTYNMBIIUX TPU OOCYXKIEHMM JaHHOro Bompoca. Damuinu
neyararTcs 4yepe3 | MeKCTpOUHBIN UHTEPBAIL.

3aTreM yKa3bIBaeTCs IPUHSATOE 110 BOIIPOCY PELICHHE.

[IpoTokos moanMCHIBaeTCs MPEACENAaTENbCTBYIONIMM Ha 3aceJaHuM U cekperapeM. Jlatoin
MIPOTOKOJIA SBIISIETCS JaTa 3aceqaHus (COBEIIaHM).

[IpoTokosiaM INpUCBAauMBAIOTCSA TMOPSIKOBBIE HOMEpPAa B MpEeAeNax KaJ€HAApHOro Troja
OTIIENbHO MO KaXJI0Ml TIpymmne MPOTOKOJIOB: IMPOTOKOJBI 3aceJaHUil KOJUIErHMH, MPOTOKOJIbI
KOOpPJMHAIIMOHHBIX, SKCIIEPTHBIX COBETOB U JPYIHX OpraHoB. [IpOTOKOJIBI COBMECTHBIX 3aceldaHM
UMEIOT COCTAaBHBbIE HOMEpa, BKIIIOYAIONIUE MOPSAIKOBbIE HOMEpa IPOTOKOJOB OpraHM3allui,
NPUHUMAIOIIUX YYacTHE B 3aCelaHUH.

[Iporokonam ceccuit CoBera nemytaroB, npotokoiam Ilpesunmyma CoBera nemyTaros,
IIPOTOKOJIaM TOCTOSIHHBIX KoMmuccuil CoBeTa JemyTaToB NOPSAAKOBBIE HOMEpa NPUCBAaNBAIOTCS B
npezenax co3biBa BBIOOPHOTO OpraHa OTJAENIBHO MO KaX/10i rpyIie IpoTOKOJIOB.

Homepa pemieHuil cocTosT U3 NMOPSAIKOBBIX HOMEPOB, NPUCBAMBAEMBIX C Hayaja HOBOI'O
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CO3bIBa, B IIPEJIENAX OJHOTO CO3bIBA.

Komuu  mpoTokosoB  mpu  HEOOXOAMMOCTH  pAcChUIAIOTCS  3aUMHTEPECOBAHHBIM
OpraHM3aLMsAM U JOJDKHOCTHBIM JIMLaM, 3aBEPEHHBIE I1€YaThIO CIIy>KObI J1€J10IIPOU3BO/ICTBA.

[IpoTokoiibl meyaTaroTcsl Ha CTaHAAPTHOM JHcTe Oymaru gopmata A4, pasmepom mipudTa
Ne 14 u nmerot cnenyromue peKBU3UTHI:

HAaMMEHOBAHKME OpPraHa MECTHOTO CaMOYIIPaBJICHHs — YKa3bIBAETCs MOJHOE OPUIIHATbHOE U
COKpaIeHHoe (B ckoOKax) HAMMEHOBaHUE OpPTaHa BJIACTH;

Bua qokymenTta — [IPOTOKOJI (cmoBo ITPOTOKOJI neuataercss mponuCcHBIMUA OyKBaMH B
pa3pAIKy, MOMYKUPHBIM IPH(PTOM pazmepom Ne 14 u BeIpaBHHBAETCS 110 LIEHTPY);

BU/JI 3aceaHusl, COBEUIAaHUS — OTIENAETCS OT HMPEIbIAYIIEro PEeKBU3UTA 2 MEXKCTPOUYHBIMHU
UHTEpBAJIAMH, TI€YaTaeTCs MONY)KUPHBIM MpUPTOM uepe3 | MEKCTpPOUHBI HUHTEpBAI H
BBIPABHUBAETCS O LIEHTPY;

MECTO NPOBEACHUS 3aCEIaHUs, COBEIIAHNS — YKa3blBaeTcs (IIpU HEOOXOOUMOCTH), Y KOTO
IIPOBOAMTCS COBELIAHUE WIIM B KAKOM MECTE; IleyaTaeTcs yepe3 2 MeKCTPOUHBIX MHTEpBaIa MOCie
PEKBU3UTA «BUJ| 3aCE/IaHNUs, COBELLIAHUI» U BHIPABHUBAETCS 110 LICHTPY;

JaTa ¥ HOMEp NpPOTOKoia — Jata oQopmiIeTcs CIOBECHO-IH(POBBIM crocoboM u
Ieyaraercss dYepe3 2 MEKCTPOYHBIX MHTEpBaja HIXKE MPEAbLAYLIEr0 PpPEKBU3UTA; HOMED
MPOTOKOJIa 0003HaYaeTCs apabcKkuMu 1udpamu.

OcHoBHast yacTh MPOTOKOJIA [Te4aTaeTcs yepe3 | MEeKCTPOUHbIN HHTEpBal.

[loamuchk oTaenseTcss OT TeKCTa 3  MEXKCTPOUYHBIMH HMHTEpBaJaMH U BKIIOYACT
HAaUMEHOBAHMUE JOJDKHOCTH JIMILA, IpPEICeAaTeIbCTBYIOIIEr0 Ha 3aceJaHuu (COBELIaHMM), €ro
JUYHOM TMOITUCH, pacIn(DPOBKH MOIIUCH (MHUITUATBI U (haMUITHSA).

HaumeHoBaHMe MOJKHOCTH I€daTaeTcsl OT JIEBOM TIpaHMIIBI TEKCTOBOro mojsi uepe3 1
MEXCTPOUYHBIM UHTEPBAII U IIECHTPUPYETCS OTHOCUTEIHLHO CaMOil ITTMHHON CTPOKH.

PacimmgpoBka noamucu pacronaraeTcsi Ha ypOBHE IOCIEIHEH CTPOKM HAUMEHOBAHMUS
JOJKHOCTU ¢ TpoOenoM Mexay uHunuaiamu u gamunuei. [locnennss OykBa B pacmmpoBke
OTpaHUYMBAETCS IPABBIM IOJIEM.

TexkcT mpoTokosia JOJKEH ObITh MOJATOTOBJIEH HE IMO3/HEe, YeM 4Yepe3 3 JHSA cOo JHS
3acenanus.  OpraHM3allMOHHBIE ~ aKThl  IPOTOKOJBHOTO  XapakTepa  IMOANHMCHIBAIOTCA
npeJiceaTeIbCTBYIOIIMM Ha COBELIAaHUH (3aceJaHuN ).

[IpunsATHIE peleHusT MOTYT JOBOJUTBHCSA JIO MCIOJHUTENEH B BHIE BBIIUCOK U3
MIPOTOKOJIOB, KOTOpPbIE O(QOPMIISIIOTCS Ha CTaHAApTHOM JHUcTe Oymaru dopmata A4 pazmepom
mpupra Ne 14 wu coxepkarT cleAyrolue pEeKBU3UTh: HAUMEHOBAHHWE OpraHa MECTHOIO
camoynpasiieHusi, HaumeHoBaHue Buaa nokymenta (BBIIIMCKA W3 I[IPOTOKOJIA), nara
3acelaHusl, HOMEpP JOKyMEHTa, MECTO 3acelJaHHs, Ha3BaHME PACCMOTPEHHOTO BOIIPOCA, TEKCT
pemenust, noamnucu. O6pasibl 0hOPMIICHHS IPOTOKOJIOB U BBIMUCKHU U3 MPOTOKOJIA B MPHUJI0KEHHH
Ne 19-23.

3.6.2. [MoJ10:xeHust, MPaBUJia, HHCTPYKIHH

[TonoxxeHne NpUHUMAETCST B TOM CJIyd4ae, €CIM B HEM YCTAaHABIMBAIOTCS CHCTEMHO
CBSI3aHHBIC MEXJIy cO0OI MpaBWiia MO BOMPOCaM, OTHECEHHBIM K KOMIIETCHIIMU OpraHa MECTHOTO
CaMOyIpaBJICHHSI.

B npaBuiax ycTaHaBIMBAHOTCS HOPMBI M TPEOOBaHMUs, 0053aTEIIbHBIC JJIS1 BHITIOTHEHHSI.

B wuHCTpyKIMU wH37araeTcss MOPSAOK OCYIIECTBICHUS KaKOH-THOO JEATENBHOCTH HIIH
HOPSIIOK TPUMEHEHHS TIOJI0KEHHUI 3aKOHOIATEIbHBIX U MHBIX HOPMATHBHBIX aKTOB.

[Tonoxxenust (MpaBuiIa, MHCTPYKIMN) TPUMEHSIOTCS KaK CaMOCTOSATEIIbHBIE IPABOBBIEC aKTHI,
KOTOPBIC TIOAMUCHIBAIOTCS PYKOBOJAUTENIEM, WIIM KaK aKThl, YyTBEP)KIaeMbIe PyKOBOJIUTEIEM OpraHa
MECTHOTO CaMOYTIPaBIICHHST; yTBEpKAeHHE oopmisieTcs B (hopme rpuda yTBEpPKACHUS HITH ITyTeM
U3/IaHUsI PACTIOPSITUTEIBHOTO JOKYMEHTA 00 UX YTBEPIKICHHH.

[TopsiIoK MOATOTOBKY MPOEKTA MOJIOKEHUS (TMIPaBHi, WHCTPYKIMH) COOTBETCTBYET OOIEMY
HOPSAKY MOJrOTOBKU ITPOCKTOB IIPABOBBIX aKTOB.

Tekcr mpoekTa mMonoXxeHus: (MpaBHJI, MHCTPYKIMHU) I€YATACTCS HA CTAHAAPTHOM JIHCTE
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Oymaru gopmara A4.

TekcT n3naraercs OT TPETHETO JHIa €AMHCTBEHHOTO WM MHOXKECTBEHHOTO yHcia. B Texcre
UCTIOJIB3YIOTCS CIIOBA: «JIOJKEH», «CIICAYET», «HEOOXOIMMOY, «3aIPEIIaeTCs, «HE JOIYCKAeTCs.
3aroyioBOK K TEKCTY MOJIOKEHUs (TpaBUil, HHCTPYKIMH) OTBe4aeT Ha Bompoc «O ueM?»; 3arojoBOK
K MHCTPYKLUH, COJAEpXallel MODKHOCTHBIE TpeOOBaHMS M TOPSAIOK NpPOBEAEHUS paboT
(oJDKHOCTHAs MHCTPYKIUS), oTBedaeT Ha Bompoc «Koro?» ([lomkHOCTHAS MHCTPYKIUS TIIaBHOTO
CIIeLUATTICTA-IKCIIePTa).

Koncrarupyromieid 4acThio MONOXKEHHsS (TpaBUil, MHCTPYKUUHU) CIYXHUT paznen «Ooiue
MOJIOKECHHUS», B KOTOPOM YKa3bIBaIOTCSA OCHOBAaHMS pa3padOTKH, OCHOBHOE Ha3HAuCHHE
MpaBOBOrO akTa M cdepa ero pacnpoCTpaHEHUs, OTBETCTBEHHOCTb 3a HapylLICHHE
YCTAHOBJICHHBIX IPABUJI U TEXHOJIOTHHA.

OCHOBHOM TEKCT MOJOXKEHUS (NMpaBUJl, UHCTPYKIIMU) MOXKET JACIUTHCS Ha IJIaBbl, pa3Jeibl,
MYHKTBI ¥ TOJITYHKTHI. | TaBbI TOJHDKHBI UMETh Ha3BaHUS.

['maBbl HymepytoTcsi puMckuMH nudpamu. Hymepauusi pa3nenoB, MyHKTOB U MOJIIYHKTOB
IIPOU3BOJIUTCS apaOCKUMU LIUPpaMu.

O6pazen odopMiIeHHs TOJIOKESHUS IPUBEACH B MPUJIOKeHHH Ne 24.

3.6.3. JlenoBoe (ciy:kedH0€) MUCHMO

3.6.3.1. JlenoBoe (ciyxkeOHOE) MHCBMO — JOKYMEHT, TIOCPEICTBOM  KOTOPOTO
OCYILECTBIISICTCSI WH(POPMAIMOHHBI OOMEH MEXIy OpraHU3alMsIMH, ITODKHOCTHBIMU JIMI[AMH,
rpaxaanamu (mpuiosxenue Ne 30).

3.6.3.2. Pasznuuarorcst mMchbMa: 3ampocChl, YBEIOMJICHHUS, COOOIICHHS, COITPOBOIUTEIbHEIC,
HAIIOMHHAHUSA, TMOATBEPKICHUS, NPEIJIOKEHHUS, TpPEeOOBAHUS, PEKOMCHIAIMH, PEKJIAMHEIC,
rapaHTUHHBIC, IPUTIIANICHHS, TIO3IPABICHUS U JIP.

3.6.3.3. JlenmoBoe (cimyxe0HOE) MUCHhMO JOHKHO OBITH TOCBAIIEHO OJHOMY Borpocy. Ecim
HEOOXOIMMO OOpaTUThCS B  OpraHW3alMId OJHOBPEMEHHO TI0 HECKOJIBKHM  BOIPOCAM,
PEKOMEHIYETCS COCTAaBUTH OTJCIIBHOE MICHMO TI0 KOKIOMY M3 HUX.

[TucekMo MOXET KacaTbCs HECKOIBbKUX BOIPOCOB, €CIM OHU B3aUMOCBSI3aHBI M OyIyT
paccMaTpuBaThCS B OJTHOM CTPYKTYPHOM ITOPA3/ICIICHUN OpTaHH3aIii-aIpecara.

3.6.3.4. JlenoBoe (cmyxeOHOE) MUCHMO TOTOBUTCS Ha OnaHke mucbma. [Ipu cocraBieHun
nmuceM OQOPMIISIOTCS PEKBU3UTHI: ajJpecaT, 3arojIOBOK K TEKCTY, TEKCT, MOAMHCH, OTMETKa 00
UCTIONTHUTEIE, B HEOOXOAUMBIX CIy4asiX — OTMETKa O MPUIOKESHHUH, TIeYaTh.

Ecimu muceMo SIBISIETCST OTBETOM Ha TOCTYIHBIIMKA 3alpoc WM MPOCHOY, 3arOTHSACTCS
PEKBU3HT «CCHUIKA HA PETHCTPAIIMOHHBIN HOMED U AATy MOCTYMHBILIETO TUCHEMAaY.

HanMmeHnoBanne BHIa JTOKyMEHTa («IHUCHBMO») WM PAa3HOBHJHOCTH MHUChMa («IIpoch0ay,
«MH(POPMAIIIOHHOEY», «COMPOBOJUTENBLHOE», «3alpoCc», «HATIOMUHAHUE» U JIp.) B JIEJOBBIX
(ciry>k€OHBIX ) MUChMaX HE YKa3bIBAIOTCA.

PexBu3nTh mricbMa 0(hOPMIISIOTCS B COOTBETCTBHH C MPaBUIIAMH, H3JI0KEHHBIMU B pa3Jielie
3.4 UHCTpYKIHH.

3.6.3.5. B o1HOM TIChME HE JIOJDKHO OBITH 00Jiee YEThIpeX aApecaToB, MPU ITOM OCHOBHOM
aJjpecaT yKa3bIBaeTCs TMEPBBIM, OCTAIBLHBIC aJpecaThl — T€, KOTOPHIM IMHCHMO HAMPaBIISACTCS IS
CBEIICHHSI.

[Ipy HEOOXOIUMOCTH HANPaBHUTh MHUCHMO OOJBIIEMY KOJIHYECTBY aJpecaToB, TOTOBUTCS
CIIUCOK PACCBIJIKHU, ¥ MHUCbMa PACCHUIAIOTCS IO CIHCKY.

Ecim muceMo HampaBIsieTcs aapecary Mo 3JIEKTPOHHOM MouTe Wik 1Mo (pakcy 0e3 JTOCHUIKU
MO0 TIOYTe, BMECTO IIOYTOBOTO aJpeca YKa3bIBaeTcs aJpec JIIEKTPOHHON IMOYTHl WM HOMEp
tenedoHa-gakca.

3.6.3.6. Ilpu cocraBieHHWH MAENOBBIX MHCEM HCIIONB3YEeTCS BCTYMHUTEIHHOE OOpalieHue
«YBaxaeMbIil. .. !», 1 3aKT0unTEIbHAS STUKETHAS Ppa3a «C yBaKEHHUEM, ...)».

Kpome Toro, B 3aKTIOYUTENHHOM YaCTH TEKCTa MUChMa MOTYT HCIIOIh30BaTHCS (Ppasbl:

Haneemcs Ha nanpHeiee pa3BUTHE HAIIMX OTHOIIEHUI;

Hagneemcst Ha qyuTenbHOE TUIOAOTBOPHOE COTPYAHHYECTBO U JP.
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3.6.3.7. TekcT nucbMa U3Naraercs:

OT 1-T0 JTMIIa MHOKECTBEHHOTO YHCIIa (KIIPOCUM..»,«IIPEUIaraeM..», KHAIIOMHUHACM. ..)»);

OT 3-r0 JIMIa €AUHCTBEHHOTO YHuCiia («IPEANPUATHE CUYUTACT BO3SMOXKHBIM ...», K\AHCTHTYT
HE pacroyiaraeT BO3MOKHOCTBIO ...»);

0T 1-ro JMIla eAMHCTBEHHOTO YHCIA («IIPOIIY ...», «IPEAJIarar ...» H JIp.), €CIU MUCEMO
odopmIsieTcss Ha TOHKHOCTHOM OJIaHKe.

3.6.3.8. Ecnu mpoekT nenoBoro (cmykeOHOro) mUChbMa HANpaBisIeTCsl ajpecary Io MoYTe,
NPOCKT TOTOBUTCS B JIByX SK3EMIUISIpax: OJUH 3K3eMIUIsip odopmisiercss Ha OyiaHKe, BTOPOU
9K3EMILTISP, PEeIHA3HAUYCHHBIN JIJIsl BUSMPOBAHMS ) — HA CTAHAPTHBIX JTUCTaX OyMard.

JlenoBoe (ciry>keOHOE) MHCHMO JI0 TPEJICTABICHUS Ha TOAINUCH JIOJHKHO OBITh COTJIACOBAHO
(3aBU3MPOBAHO) CO BCEMU 3aMHTEpPECOBaHHBIMU JiHIlamMu. CoriacoBaHue (BU3UPOBAHUE) JEIOBBIX
MUCEM IIPOBOJUTCS B COOTBETCTBUU € pazzeiom 3.7 MHCTpyKiuu.

3.6.3.9. JlenoBoe (cmy»xeOHOE) MUChMO MOANMUCHIBACTCS PYKOBOJUTEIEM OpPTraHU3aIMH HITH
WHBIM YIIOJIHOMOYEHHBIM UM JMIoM. [loanucanHoe aenoBoe (CiaykeOHOE) MHCHMO TOJICKUT
PETUCTpAIMK U OTIPAaBKeE.

He nomyckaercst oTIpaBisiTh ajpecaTaM MUChbMa, HE UMEIOIIUE JaThl U PETUCTPAIMOHHOTO
HOMeEpa.

3.6.3.10. Ilocne moamucaHusi MUChbMA W €r0 PETHCTPALMM DK3EMIUIAP MHChMa C BU3AMH
3aMHTEPECOBAHHBIX JIUI] IOMEIIACTCS B JICIIO.

3.6.4. loxiaaHas (ciayxedHasi) 3aNHCKa

Joxmannas (cmy>keOHasi 3amucKa) 3alucKka — JOKYMEHT, cojep:Kamluii oO0CTOSITeNbHOe
U3JI0KEHNE KaKOTr0-JIM0O BOMPOCa C BHIBOAAMHU M TPEIJIOKEHUSIMA COCTaBUTENS (MPUJIOKeHUe No
26).

JloknagHas 3amucka WHOOPMHPYET PYKOBOJCTBO 00 MMEBIIUX MECTO COOBITHAX, (DaKTax,
SBIICHUSX, CIIOKHBIICWUCS CHUTyallMd, KaK NpaBWIO, TpPeOYIOIIUX MNPHUHITHS  PEIICHUs.
BuyTpenHsist noknaaHas 3amnucka, aJpecyercss pyKOBOJAUTENI0 OpraHa MECTHOIO CaMOYIIpaBJICHUS
U UCXOAWT OT COTPYIHHMKA, BHEIIHSAS - UCXOJUT OT UMEHH OpraHa MECTHOTO CaMOYTpaBJICHHUS.
JlokiiagHas 3anucKa TOTOBUTCS KaK 10 MHUIIMATHBE aBTOPA, TaK U MO YKa3aHUIO PyKOBOJICTBA.

BHyTpeHHssT JoKIagHas 3alyMcka WMEET CIEAYIoIIhe pPEKBU3UTHL: HAMMEHOBaHUE
CTPYKTYPHOT'O [O/Ipa3/IesIeHus, COTPYAHUKAa-aBTOPa, Ha3BaHUE BUJAa JOKYMEHTA, 1aTa U 3ar0JI0BOK
K TEKCTY, apecarT, TEKCT, OAIMKUCH.

Brewmnssa nokmagHas 3amnucka JTOJKHA BKIIIOYATh CIEAYIOIINE PEKBU3UTHI: HAUMEHOBAHUE
OopraHa MECTHOTO CaMOYIIpaBJICHHUs, HaMEHOBaHWE BHUAA JOKyMEHTa, JaTy M HOMeEp, ajpecar,
MECTO COCTaBJIEHUS, 3aT0JIOBOK K TEKCTY, TEKCT, IIOJIHUCh.

CrpykTypa TEKCTa AOKJIAJHOM 3alMCKH 3aBUCUT OT LENu €€ co3daHusl. TeKCT MOXKET
COCTOSITh:

- U3 OJHOI yacTu (MH(MOPMAIMOHHBIE U OTYETHBIC JAOKIAIHBIC 3alUCKH), TJI€ COJEPKUTCS
MIEPEYHCIICHNE CBEJICHUN O BBINIOJHEHNH 3a/IaHUM, TIOPYUYEHUH, TUIAHOB,3

- U3 ABYX (MHUIMATHBHBIC JOKJAJHBIC 3aHCKU) CMBICIOBBIX YacTeil. B mepBoil uactu
U3JIaraeTcsl aHAJINU3 CIIOKUBILENCS CUTYallUH, TO3TOMY HE PEKOMEHyeTcs yHnoTpeonsaTs «/loBoxy
JI0 BalIero CBEJICHMS...»; BO BTOPOU — BBIBOJIbI U MPEMJIOKEHUS. XapaKTePHbIMU JJI 3TOW YacTH
SIBJISIFOTCSI TJIArOJIbl «IIpeiaraio (-eM)», «CUuTaro (-eM) HeoOXOoMUMbIM». BHYTpeHHSIS NTOKIagHas
3amrcKka TOJMUCHIBACTCS COCTaBUTENEM, BHEINHsS JOKIAIHAs 3aluCcKa TOAMHCHIBAETCS
PYKOBOJHUTENIEM OpraHa MECTHOI'O CaMOYIIPABJICHUS.

Buemnsis mokmagHas 3amucka odopMisieTcss Ha o0meM OllaHKe opraHa MECTHOTO
caMOyIpaBlieHUsl, BHYTPEHHsISI - Ha CTaHAapTHOM JjucTte Oymaru ¢opmarta A4 C yrJOBbIM
pacroIoKEHUEM PEKBU3UTOB.

Perucrparnus qoxmagHbIX U CIyKeOHBIX 3anTUCOK ocymiecTBisieTcss B CMOB «/lupextym».

3.6.5. AKT
3.6.5.1. AKT — JIOKyMEHT, COCTABIISIEMBbIH JJIsi IOATBEPKICHUS YCTAaHOBJICHHBIX (DAaKTOB M
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COOBITHH, CB3aHHBIX C JACATCILHOCTBIO OpraHu3aluy (Mpujio:keHue Ne 27).

[Ipy NOATrOTOBKE AaKTOB HCHONB3YIOTCS YTBEPXKAECHHBIE OpraHaMH TIOCYIapCTBEHHOM
BJIAaCTH YHUQUIHMPOBaHHBIE (OPMBI aKTOB (IIPU HUX HAIMYUHM), NPU HUX OTCYTCTBUU aKT
COCTaBJISIETCSl B CBOOOIHOM (hopme.

Jis  cocTaBieHUsT OTHAENBHBIX Pa3HOBUIHOCTEW aKTOB (akTa MpueMa-mepenadd Jel,
IPOBEPKH, PEBU3UHU U JIP.) MOTYT UCIOJIb30BATHCS JIEKTPOHHBIE 1I1A0JIOHBI AKTOB.

3.6.5.2. Ilpu cocTaBiieHUHU aKTOB HCIIOJIB3YIOTCS PEKBU3UTHI:

HalMEHOBAaHKE OpPraHU3alMU-aBTOpa JOKYMEHTA;

HaMMEHOBAHME BU/IA JOKYMEHTA;

JiaTa JOKyMEHTa;

PETUCTPAIIMOHHBIN HOMEpP TIOKYMEHTA,

MECTO COCTABJICHUS WM U3JJaHUs JOKYMEHTa;

3aroJIOBOK K TEKCTY;

HOJIIHCh.

PexBu3uTBl aKkTa OQOPMISIOTCS B COOTBETCTBHM C TIPAaBWJIAMH, YCTaHOBIICHHBIMH B
paszzene 3.4 NHcTpyKuum.

3.6.5.3. [laroii akTa sIBJIIeTCS JaTa COCTABIICHUS aKTa U IMOIMCAHUS €T0 COCTABUTEIISIMHU.

[Tpu yTBEep)KI€HUM aKTa €ro JaTOoM SBJISETCS JaTa yTBepKAeHusA. B HeoOXonuMbIx ciyyasix,
€CIIM 3TO YCTaHOBJICHO HOPMATHBHBIMH JOKYMEHTAaMH, aKT YTBEPKIACTCA PYKOBOIHTEIEM
OpraHu3aluy WX MHBIM YIIOJHOMOUYCHHBIM UM JIMIOM (HAmpuMmep: akT O CHHCAaHUU OCHOBHBIX
CPEJICTB).

3.6.5.4. B BBOJHOM YacTu aKTa B UMEHUTEIILHOM IaJIe)Ke YKA3bIBACTCS:

OCHOBAaHUE COCTAaBJICHHUS akTa (JOKAJIbHBI HOPMATUBHBIN aKT; paclopsAUTEIbHBIN
JOKYMEHT opraHusanuu (Ipuka3, pacnopsbkeHue); (akt uim  coObITHE, IOCIYXKHBILEE
OCHOBAHHEM JIJISl COCTABIICHHS aKTa);

COCTaBHUTENM aKTa (Mepeuucisitorces nocie cioBa «CocTaBiIeH» ¢ yKa3aHUEM JOJKHOCTEH,
HAaVMEHOBAHWW OpraHW3alWi, €eCIM COCTABUTENH SBISAIOTCS TPEICTABUTEISIMH  JAPYTOH
oprasHu3zaiuu, GpaMwini 1 THUIHAAIOB).

Ecnu akT cocTaBieH KoMECCHEH, IepBOil yKa3piBaeTcs (haMuus peceaaTenst KOMICCHH,
3aTeM YWIEHOB KOMUCCHH B al(paBUTHOM HOPSIJIKE.

3.6.5.5. B Tekcre akTa wW3MararoTCs e W 3aMa4d COCTABJICHUS aKTa, CYIIHOCTH,
XapakTep, METOJIbl U CPOKH MPOJIeIaHHON paboThl, €€ pe3yJIbTaThl.

[Ipy HEOOXOMMMOCTH aKT MOXET COJAEp)KaTh BBIBOJBI, 3aKJIIOYEHUS, PEKOMEHIAINH,
NPEeJIOKEHHs COCTaBUTENEH.

TekcT akTa W3yaraercsi OT TPETHEro JIMIA €JUHCTBEHHOTO WM MHO)KECTBEHHOTO YHCIIa
(«KOMHCCHUS YCTAaHOBHIIA ...», «IIPOBEPKA MoKa3aia ...» u Jp.).

B 3akmrounTeNbHONM YAaCTH aKTa YKa3bIBAeTCs KOJIMYECTBO MOATOTOBIIEHHBIX JK3EMILUISIPOB
aKTa M MECTOHAXOXKJEHHME KaXJ0ro 3Kk3emIuisipa. KoaudecTBO 3K3eMIUISPOB akTa OmNpeaessercs
KOJIMYECTBOM  CTOPOH, 3aMHTEPECOBAHHBIX B €r0 COCTaBICHWH, WJIH HOPMATHBHBIMHU
TpeOOBaHUSAMHU, PETIIAMEHTHPYIOIIUMH COCTABJICHUE aKTa KOHKPETHOW Pa3HOBUIHOCTH.

3.6.5.6. AKT MOXXET UMETh TPWIOKEHUs. [Ipn HAIMYMKM TIPUIIOKEHWH, B TEKCTE aKTa B
COOTBETCTBYIOIIEM MECTE B CKOOKaX JaeTCsl CChUIKAa Ha MpUIIOKEHUe (MpuiiokeHue 1), Ha caMoM
NPUJIOKECHUU B BEPXHEM IPABOM YTJIy MMEYATACTCS CIOBO IPHUIIOKECHHE», HOMEP TPHIIOKEHUS,
€CIIM MPUIIOKEHUI HECKOJIBKO), HAMEHOBAHUE aKTa, ero Jara.

3.6.5.7. DK3eMIUIApBl aKTa TOAMUCHIBAIOTCS BCEMH WICHAMH KOMHCCHUH (€CIH  aKT
COCTABJISJICSI KOMHUCCHEH) WM COCTaBUTENSMH U, NMPH HEOOXOAMMOCTH, MPUCYTCTBOBABIIUMHU
JIMIIaMHU.

[lpy mnoxamucaHMm akTa npeAcenaTeeM M YiIeHaMH KOMHCCUM HAaMMEHOBAHUS HX
JOJDKHOCTEH HE YKa3bIBAIOTCSI.

Ecnu kt0o-mubo M3 cocTaBUTENe WM NMPUCYTCTBOBABIIMX JIMI[ HE COTJIACEH C aKTOM, OH
HOJNKCHIBAET €r0 € YKa3aHMEM O Hauuuuu ocoboro MHeHusa. Ocoboe MHEHHe Hu3jiaraercs Ha
OTJEJIEHOM JIMCTE, MOJIMUCHIBACTCS M MPUJIATaeTCs K aKTy.
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3.6.5.8. B HeoOX0oAMMBIX ClTydyasiX, €CIIM 3TO YCTAaHOBJIEHO HOPMAaTHBHBIMH JTOKYMEHTaMH,
aKT YTBEPXKAAETCS PYKOBOAUTEIEM OPraHU3alU WA HHBIM YIIOJTHOMOYEHHBIM UM JIUIIOM.

3.6.5.9. B HeoOXOmMMBIX Cly4asX TIIOCJI€ COCTABJICHHUS AaKTa KOMHUCCHS JOJDKHA
O03HAKOMHUTb C €ro CcojepXaHHeM JIUI, YMNOMSHYTBIX B akTe, Mo mnoamuch. llpu sTOoM
MPOCTABIISIETCSl  O3HAKOMUTENbHAass Buza «C  akTOM  O3HaKOMJICH(BI)»,  YKa3bIBAIOTCS
HAaUMEHOBAHUS JIOJDKHOCTEH, JIMYHBIE MOAMUCH, PAcIM(GPOBKU MOIIUCEH, NaThl 03HAKOMIICHHUS.
Jluma, KOTOphIe 3HAKOMSTCS C COACPKAHMEM aKTa, UMEIOT MPABO HE COTJIACUTHCS C COACPKAHHEM
aKTa B IIEJIOM MM €ro OTAENbHBIMH IOJOXEHHUSIMH, YTO JOJDKHO OBbITh 3apUKCHUPOBAHO MpPH
03HAKOMJICHHUHU aKTa.

3.6.5.10. TTopsmok cocTaBieHUs OTIACIBHBIX BHJIOB aKTOB MOXET OBITh PerjJaMEHTUPOBAH
JIOKQJIbHBIMU HOPMATHUBHBIMH aKTaMH OpraHU3alliu.

3.6.6. DyIeKTpOHHOE cOO00IIeHne

3.6.6.1. B opranax MeCTHOT0 CaMOYTMpPAaBJICHUsI SJEKTPOHHBIMH COOOIIEHUSMH 10 KaHaJlaM
WH(OPMALIMOHHBIX CHUCTEM OOIIEero IIOJIb30BAaHHUS MOTYT TIepedaBaThCsl JOObIe 1O (opme
Mpe/ICTaBICHUS IaHHbIE (TEKCTOBBIE COOOIIECHUS U TOKYMEHTHI, rpaduueckue u300paxeHus u ap.),
32 MCKJIFOUEHUEM COJIepKAIUX MHPOPMAIUIO0 OTPAHHYSHHOTO JIOCTYIA, B TOM YHCIIE C MIOMETKOM
«JI1s1 cimy»ke0HOro MONB30BaHUA», a TAKXKE COAEpKAIIUX MEPCOHAIbHBIC JaHHBIE, B TOM YHUCIE
MYHHIIMITAJTLHBIX CITYy)KAIUX OPraHOB MECTHOTO CaMOYIPABIICHHUS. DJICKTPOHHBIC COOOIICHWS, B
TOM YHCJIe KOHPHUACHINATBHOTO XapaKTepa, Mo TeIEKOMMYHUKAIIMOHHOW CETH OpraHOB MECTHOTO
CaMOYIIPaBIICHUS MOTYT TIepelaBaThCs IMPHU COOMIOJNCHUM TPeOOBAaHUI 3aKOHOJATEIBHBIX H
HOPMATUBHBIX aKTOB I10 3alIUTe UH()OPMALIUH.

3.6.6.2. DneKTpoHHBIE COOOIIEHUS B aapec OpraHa MECTHOTO CaMOYIPAaBICHHS MOTYT
NOCTYNUTh IO CHUCTEME MEXBEIOMCTBEHHOIO 3JIEKTPOHHOTO JOoKymMeHToobopota (M3O
«Jlupextym»), Ha opHUIMATBHBINA JICKTPOHHBIA aIpeCc OpraHa MECTHOTO CaMOYIIPABIICHUS B CETH
WuTepHeT, Ha 3JEKTPOHHBIE a/ipeca I0OJDKHOCTHBIX JIMI] OPraHOB MECTHOTO CAMOYTIPaBICHHUSI.

Jiis obecrieueHHs] FOPUAMYECKON 3HAYMMOCTH JJICKTPOHHBIX COOOIICHWH MPUMEHSIETCS
JIEKTPOHHAsI MOANHKCH B MOpALKe, IpexycMoTpeHHOM DenepanbHbiM 3akoHOM 0T 06.04.2011 Ne63-
D3 «O0 2IEeKTPOHHON TTOATIHCH.

3.6.6.3. DnexTpoHHOE COOOIIEHHE COCTOMT W3 COMPOBOJIUTENBHONW M COAEPIKATEIHHOM
gacteii. CompoBomuTenbHass 4acTh  NpEJHA3HAYeHa Ui aJPECOBAHHSI  COOOIICHUSI.
CopgepxatenpHasi 4acTh MPEJICTaBISET COOOM TEKCT COOOIIeHHs, JUOO TEKCT COOOIIEHHUS C
MIPUCOCIUHEHHBIMU  (hailylaMu, CoJepKAIMMHU  SJIEKTPOHHYIO KOMHUIO (DJIEKTPOHHBIN 00pa3)
JTOKYMEHTa WM DOJCKTPOHHBIA JOKYMEHT, M WX PEKBU3UTHL. ODIEKTPOHHBIE COOOIIEHUS,
MOITISIKAINE PETHCTPAINH, PETUCTPUPYIOTCS OTBETCTBEHHBIMH 32 JCIIOTIPON3BOICTBO.

3.6.6.4. Kareropuyecku 3amperaercsi epeaada ¢ UCIOJIb30BAaHUEM CPEICTB dJIEKTPOHHOMN
MOYTHI U APYTUX MATEPUAIIOB, COACPKAIIUX HHPOPMAITHIO COCTABIISIONIYIO CITYKEOHYIO TaliHY.

3.6.6.5. DneKkTpoHHOE COOOIIEHHE COCTOUT M3 TEKCTa COOOIICHHS] U PEKBU3UTOB, B COCTaB
KOTOPBIX BXOISAT:

ajipec moxyyarens B oopMate JEKTPOHHOHN MOYTEHI;

aJipec, Mo KOTOPOMY OTCBIJIACTCS KOITHS COOOIICHHS B (popMarte JIeKTPOHHOW TOYTHI,

3arojIOBOK COOOIIeHus (TeMa), KOTOPBI B JTAKOHUYHON (opMe OIMpeaemnsieT COoAepKaHue
COOOIIICHMUS;

CITy’>K€OHBII 3aroJIOBOK AJIEKTPOHHOTO COOOIIEHUSI COAEPKHUT HECKOJBKO MOJEH, KOTOphIe
ABTOMATHYECKU JOOABJISIOTCS MPOTrPAaMMOK MOYTOBOTO KJIIMEHTA (OTMETKA O MPOXOXKJICHUU Yepes
KOMIIBIOTEp; JaTa WU BpeMs OTHPABIEHUS JJIEKTPOHHOTO COOOIICHUS; UMS OTIPABUTENS H
0o0OpaTHBIN 2JIEKTPOHHBIN ajpec u ap.).

3.6.6.6. Jlms co3maHus AIEKTPOHHOTO COOOIIEHUS aapecaHT C HCIOJIb30BAHHUEM MEHIO
BBIOpaHHOW TPOTpaMMBI TTOYTOBOTO KIMEHTAa (OPMUPYET KOMAHIy Ha CO3JaHUE COOOIICHHS, IO
HCIIOJTHEHUH KOTOPOl Ha MOHUTOpPE KOMITBIOTEpA OTKPBHIBAETCSI OKHO C 3arOTOBKOH (I1aOJIOHOM)
3JIEKTPOHHOTO MHUChMa, COJepIKaIlIel oIS, OJIeKaIINe 3al0THEHHIO.

3.6.6.7. [Tosnst 2IEKTPOHHOTO COOOIIEHUSI 3aMOHSIOTCS B CIEAYIONIEM MOPSIIKE:
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B nojie «KoMy» yka3bpIBaeTCsl 3JIEKTPOHHBIN aapec moyyaTens nHpopmarum;

nosst «Komusiy n «CK (CxpbiTast Konus)» Mpy HarpaBJICHUU COOOIICHUS B OJIMH aJIpec He
3anonustores. [Ipu mepenave cooOrieHns HECKOJIBKUM ajapecataMm B moje «Komy» ykaspiBaercs
9JIEKTPOHHBIN a/Ipec OJHOrO ajpecara, a JIEKTPOHHbIE aJpeca OCTAJIbHBIX YKa3bIBAIOTCS B MOJIAX
«Komust» mu6o «CK (Cpswitas komus)y;

B nose «Tema» Jaercs KpaTKoe ONMCAHUE COOOIUEHUs: YKa3blBalOTCS GaMWIus U
UHULOHAIBl TIOJyYarens B CTPYKTYpPHOM IOJPa3leiCHUH, aJpec KOTOPOro HaIpaBiseTcs
coo0IlleHre, a TaKKe 3aroJioBOK cooOmIieHus Jubo KioueBas (paza cooOIIeHHs, €CIH OHO
HAIpaBJIIETCS B OTBET HA MOPYYCHUE;

nocje 3aJaHus ajgpecara M TeMbl cooOuieHus B mnoje «TekcT cooOuieHus» Habupaercs
TEKCT COOOIIEHUS, B KOTOPOM YKAa3bIBAIOTCS: BUJ| HAINPABISEMOrO JOKYMEHTAa M HAaMMEHOBAHUE
oprata (CTpyKTYpPHOI'O IMOJpa3feieHHs), KOTOPbIM OH CO3/aH; JaTa U PErucTPAallMOHHBIM HOMEp
JOKYMEHTa; BHJl JOKYMEHTAa, MHOCITYXMBIIETO OCHOBAaHMEM Ui HANpaBICHHUS COOOILEHUS, H
HalMEHOBAHMUE OpraHa (CTpyKTypHOIO MOApa3AeIeHNs), KOTOPbIM OH CO3JlaH, a TAKXKe ero JaTa u
PETUCTPAIIMOHHBIA HOMEp; 3aroJIOBOK JOKYMEHTa; HWHHUIMAIBl W (HaMWIns HCIIOIHUTEIS
JIOKYMEHTa, €ro KOHTAaKTHBIA Teae@oH. B TeKCT cooluieHus Takke MOTIYT BKIHOUAThCS KpaTKHUe
NOSICHEHUSI WM YKa3aHHs K IepeaBaeMoMy J0KyMeHTy. OO0muil o0beM TeKcTa COOOIIEHMs He
JIOJDKEH OBITh OOJBIIMM, TAK)KE HE CIelyeT pacCMaTpUBaTh B OJTHOM COOOIIEHUHM Oosiee OJHOro
BOTIPOCA HIJTU TIPOOIIEMBI.

3.6.6.8. DiekTpoHHOE COOOIIEHNE MTOMUMO COOCTBEHHO TEKCTa COOOIIECHUS MOXKET UMETh
BJIOKCHUSI — (DaiiyIbl C TPOU3BOJIBHBIM COACPKaHUEM (TEKCTHI B Pa3iIMYHBIX (opMarax XpaHEHUs,
UCIIOJIHAEMBIE KOJbI, rpaduyeckas MHPOpMaLus, ayAuo- W BUAEO3alMcH U Jp.). Bioxenue
(mpukperuieHne) ¢GailyioB B 3JIEKTPOHHOE COOOIIECHHE OCYIIECTBISETCS C MCIOJIB30BAHUEM MEHIO
«BcTtaBka» BBIOpaHHOM MPOrpaMMbl IOYTOBOT'O KIMEHTA.

3.6.6.9. Ilpn mepemave B SJIEKTPOHHOM COOONICHHHM TOKYMEHTa MPUKPEIUICHHBINA (haiin
COJICPKUT IEKTPOHHYIO BEPCUIO ITOT0 JOKYMEHTA JINOO €ro 3JIEKTPOHHYIO KOIIUIO, MTOJIy4YEHHYIO B
pe3ysbTaTe CKaHMPOBAHUS JJOKYMEHTa, 0(OPMIIEHHOTO Ha OYMa)KHOM HOCHTEJIE.

3.6.6.10. Ilpukpennienue ¢ailioB K 3JIEKTPOHHOMY COOOIIEHUIO OCYIIECTBISETCA C
COOJTIOJIEHUEM CIIEIYIONINX TPABHUIL:

B TEKCT CooOLIeHusT 00s3aTenbHO BKIIOYaeTcs HHpopMmanus (KpaTKoe OIMCaHUE)
INPUKPETIIICHHBIX (PaiiyioB;

3Ha4YMUTeNbHbIE 0 00beMy ¢ailnbl (6osnee 500 Kb6aiit) unu ¢aiinsl B konudecTBe 0ojiee MaTH
KOMITPECCUPYIOTCS C TIOMOIIBIO TTPOTPAMMBI apXUBUPOBAHMSI, a B TEKCTE COOOIICHUS YKa3bIBACTCS
UMl IPUMEHEHHON pOorpaMMBbl Komnpeccuu win ¢opmar apxusa (Hanpumep: ZIP, RAR u 1.11.).

3.6.7. ®akcorpaMMbl

3.6.7.1. ®akcuMUIBHBIE COOOIICHHS B OpraHaX MECTHOTO CAMOYIPABJICHHS HCIIOIB3YOTCS
JUTSL TIepeliadul agpecaty cpouHo TpeOyromieiicss eMy MHPOpPMAIMU B BHJIE KOMUHU JTOKyMEHTa Ha
OymMaxkHOM HocuTele (MUCHbMEHHOTO, TpaPUIecKoro, W300pa3UTENbHOTO0), HE Tpelyromen
MOJATBEPKIICHUS ee ropuandeckoit cuibl. [lepenaBaeMas u mpuHuMaemas Mo (pakCUMIIIBHON CBS3H
ciyxeOHast nH(pOpMaLKs MOKET ObITh HCIOIb30BaHa B KaU€CTBE OPUIIUAIBHOTO JOKYMEHTA.

3.6.7.2. 3ampemraercs mnepefaya Mo (PaKCUMUIBHOM CBSI3M JOKYMEHTOB, COJEPIKAIINUX
CITy’)KeOHYI0 MH(POPMAIIUIO OTPaHUYEHHOTO PACHpPOCTPAHEHUS, B TOM YHCIEe ¢ moMeTKaMu «Jlis
CITy’keOHOTO TIOJIb30BaHUs», a TAKIKE COACPIKAIIUX CBEICHUS O IEPCOHATBHBIX JAHHBIX TPAKIAH, B
TOM YHCJI€ MyHUIIMTABHBIX CTYXKAIIX OPTaHOB MECTHOTO CAMOYIIPABIICHHSL.

3.6.7.3. OTBETCTBEHHOCTh 3a COOTBETCTBHE IEPEAABAEMOr0o MO (HaKCHMHIBLHON CBS3H
JIOKYMEHTa OpPUTHMHAJIy BO3JIaraeTcsi Ha €ro HCIOJHUTENS U PYKOBOJUTENS] COOTBETCTBYIOIIETO
CTPYKTYPHOTO NO/Ipa3AeIeHHUS.

3.6.7.4. TpebOoBanuss K O(GOPMIICHHIO TIepeJaBacMOro TOJUIMHHHKA JOKYMEHTa
OTIpeNieNIIeTCsl €ro BUJOM (pacropsikeHHe, JOroBOp, aKT, MPOTOKOJ, CIykeOHOe MUCbMO U T.JI.).
JIOKYMEHTBI-IOANIMHHUKY, TOJJIeXxaliue nepenadye mno (aKCUMUIBHOM CBSA3HM, JOJIKHBI OBITh
Hame4yaTaHbl YEeTKUM, KOHTPACTHBIM 1mpudToM. Ha JHIeBOi CTOpOHE TOMJIMHHHKA HE
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JIOITYCKAeTCsl MOPIIHMH, U3THO0B, TISTEH, pelibeOB OT HAMKCEH Ha OOOPOTHON CTOPOHE.

3.6.7.5. JlokyMeHTBHI, TMOCTynuBIIME Ha (QaKCUMHJIBHBIA ammapar, IepeaarTcs
OTBETCTBEHHOMY 3a JIEJIOTNPOU3BOJICTBO, JIUIIO, OTBETCTBEHHOE 3a JEJIONPOM3BOJICTBO CHUMAET
KOTIHMIO C TIOCTYIUBIIEH (haKCOrpaMMBbI TIEpel TeM, KaK IIOMECTUTH €ro B JEIIO.

3.6.7.6. Perucrpamus dakcorpamm ocymectisiercss B CMOB «Jlupextymy».

3.7. CornacoBaHue NPOeKTOB JOKYMEHTOB

3.7.1. CornacoBanue TMpoeKTa JJOKyMEHTa NPOBOJAUTCA 1O €ro  NOJNHCAHUS
PYKOBOJIUTENEM B IENAX OLIGHKM COOTBETCTBUSI IPOEKTa 3aKOHOAATeNbCTBY Poccuiickoi
@denepauy, JTOKAIGHBIM HOPMAaTHBHBIM aKTaM OpraHa MECTHOT'O CaMOYIIPABICHHs, KauecTBa H
3¢ (EeKTUBHOCTH MPEIaraéMoro pereHms.

3.7.2. CornacoBanue TPOEKTOB JOKYMEHTOB C pPAaOOTHUKaMH OpraHa MECTHOTO
caMOyIIpaBJICHUs U/UIHM JPYTUMHU OpraHU3alusIMU OpraHU3yeT UCIIOJIHUTEb.

3.7.3. TIpoeKTsl JOKyMEHTOB COTIIACYIOTCS:

COUCHOJIHUTENSIMHU (TIPU UX HATUYUH);

paboTHHKaMU OpraHa MECTHOTO CaMOYIPaBIICHHUS, HANPABJICHUS JEATEIBHOCTH W/WIH
(GyHKLIMOHATIbHBIE 00A3aHHOCTU KOTOPBIX 3aTParMBalOTCs B IMPOEKTE JOKYMEHTa M/MIM KOTOpbIE
yKa3aHbl B POEKTE JOKYMEHTA B KQUECTBE MCTIOJTHHUTEICH;

C OTBETCTBEHHBIM 32 JI€JI0IPOU3BOJICTBO.

[IpoexTsl  AOKYMEHTOB, peaju3alus KOTOphIX TpeOyer (MHAHCOBBIX  3aTpar,
COIJIACOBBIBAIOTCS ¢ (PMHAHCOBBIM I10/Ipa3/ieICHUEM.

He nmomyckaercs HampaBisTh Ha COTJIACOBAHWE MPOEKT JOKYMEHTa OJHOBPEMEHHO JIBYM
un 6osee pabOTHUKAM.

3.7.4. BHemHee cOrJIacoBaHWE TMPOEKTa JOKYMEHTa OCYIIECTBISIETCS IOCPEACTBOM
HalpaB/IeHUs] MPOEKTa B JPYryl0 OPraHU3ALUI0 C CONPOBOAUTENIBHBIM MHCBMOM, B KOTOPOM
YKa3bIBAETCS CPOK COTIIACOBAHUSI.

3.7.5. Cpoku coryiacoBaHusi JOKyMEHTOB COCTaBIISIIOT:

MPOEKTHI IETTOBBIX (CIIy)eOHBIX) TuceM — 1-3 pabouux JHS;

IIPOEKTHI IOCTAHOBJICHUH, pacriopshkeHni 6e3 nmpuioxenuit — 1-3 pabouux ans;

MIPOEKTHI MIOCTAHOBIICHHUH, PACTIOPSDKEHHH C IPUIIOKEHUSIMU CIIPAaBOYHOTO Xapakrepa — 3-5
pabounx JHEi;

MIPOEKTHI MPUKA30B C MPHUIIOKEHUEM JIOKATBHBIX HOPMATUBHBIX aKTOB B 3aBUCHMOCTH OT UX
o0bema (He 6onee 50 crpanun) — 5-10 pabouunx qHEH;

MIPOEKTHI JIOKAJIHHBIX HOPMATHUBHBIX aKTOB, YTBEP)KIAEMBIX HEMOCPEICTBEHHO MOIITHCHIO
pykoBoauTens (He 6osee 50 ctpanuir) — 5-10 pabounx nHeH;

MIPOEKTHI MPOTOKOJIOB 3aceJaHui (COBEIIaHMI) TP HEOOXOJUMOCTH WX COTJIACOBAHMS, B
3aBHCUMOCTH OT 00beMa JJoKyMeHTa — 1-3 pabouux JHs.

Cpoku corimacoBaHHs MPOEKTOB JOKYMEHTOB, HAIIPABIIIEMBIX HA BHEIIHEE COTJACOBAHHE,
HE JIOJDKHBI COCTaBIATh Oosee 30 KaleHAapHbIX JHEH.

B KOHKpETHBIX cydasx B 3aBUCHMOCTH OT COJCp)KaHWS M Ha3HAYCHHS JOKYMEHTa CPOK
COIJIACOBAHUS MOXET OBITh COKPAIIEH WM YBEIUYEH 110 PEIICHUI0 PYKOBOIUTEIIS.

3.7.6. Odopmiierne pe3yapTaToB cornacoBanus JIHA u pacnopsauTeNbHBIX JOKYMEHTOB
OCYILIECTBIISICTCS B BUJIE BU3, IPOCTABISAEMBIX 3aMHTEPECOBAHHBIMU JIUIIAMU Ha MOCIEIHEM JIUCTE
NPOEKTa JIOKYMEHTa, SIBITIONIEMCS HEOThEMIIEMOW 4YacThlo  JOKyMmeHTa. OTMeTKH o
coryiacoBanuu (rpu¢ coryiiacoBaHusi ¥ Bu3a) opOPMIISIOTCS B COOTBETCTBHM ¢ MyHKTamu 3.4.19 u
3.4.20 MuCcTpYyKIIHA.

[Tpu cornmacoBaHUM AETOBBIX (CIIY>KEOHBIX) MUCEM BU3bI MPOCTABIISAIOTCS HA KOMMU MHUChMa
(BM30BO# 9K3eMIUISp), KOTOPBIA TOCIE IMOAMUCAHUS IMOJUTMHHUKA THChMAa M €r0 PETHCTPaIud
MIOMEIIAeTCsl B JIeJI0, WM Ha 000pOTE MOJUIMHHUKA MMUChMa, €CIM MUCbMO HalpaBisieTcs: aapecaTy
1o (akcy WM JIEKTPOHHOH mouTe. DTOT ke 3K3eMIUIIp MHChbMa IOCie OTIpaBKU aapecary (Io
(akcy miM 3EKTPOHHOH 1M0YTE B BUJIE SJICKTPOHHOM KOMUH) TOMEIIAETCS B JIEIIO.
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[TpoeKTsl MPOTOKOJIOB BU3UPYIOTCS JMIIAMH, BHICTYNABIIMMH Ha 3aC€lIaHUU (COBEIAHHMH)
IyTeM T[POCTaBJIECHUS BHM3bl Ha JIEBOM IOJI€ JOKYMEHTa HAIPOTHB 3alMCU BBICTYIUICHUS
COOTBETCTBYIOLIETO pabOTHHKA.

3.7.7. Ilpu cornacoBaHUU NMPOEKTOB BHYTPEHHUX JOKYMEHTOB, CO3JAHHBIX Ha OyMa)XHOM
HOCHUTEJIE, BU3bI IIPOCTABIIAIOTCS HETIOCPEACTBEHHO Ha MPOEKTE TOKYMEHTA.

3.7.8. Ilpu BHEUIHEM COIJIaCOBAaHHUHM, IMOJIYYEHHOM IHCBbMOM, MJIM COIVIACOBAHUM IIPOEKTA
JOKYMEHTa KOJUIETHAIbHBIM (COBEIIATEIbHBIM) OPraHOM C (PUKCalMell PElIeHUs] O COTJIaCOBAaHHUH B
IPOTOKOJIE 3acelaHusl MCIOJHUTENb O(OpMIIIET Ha IPOEKTe JOKyMEHTa WM B JIUCTE
COIJIACOBAaHUS TPU(} COTJIACOBAaHUS B COOTBETCTBUHU C MyHKTOM 3.5.19 Mucrpykumu. Ilucema o
COIJIaCOBaHUU (BBIIKMCKA U3 MPOTOKOJIA) MPUIIATAOTCS K IIPOSKTY JOKYMEHTA.

3.7.9. B pe3ynbpTare COIJacCOBaHUS TPOEKTa JOKYMEHTa pPaOOTHUK, COTJIACYIOLIHA
JIOKYMEHT, IPUHUMAET OJHO U3 CIEAYIOIIUX PEIICHHUN:

COTJIaCOBATh MPOEKT JOKyMEHTa 0e3 3aMe4YaHui;

COIJIaCOBAaTh MPOEKT JOKYMEHTA C 3aMEYaHUSIMU;

OTKJIOHUTH MPOEKT JIOKYMEHTA,

yKa3aTb, 4YTO HE MMEET OTHOIIEHUS K IPOEKTy JOKyMeHTa (BOIpPOC, IO KOTOPOMY
NPUHUMAETCS pElICHUE, HE BXOJUT B 30HY OTBETCTBEHHOCTH PaOOTHHUKA).

Bo3paxkeHuss 1O NOPOEKTy IOCTAHOBICHMS (PACHOPSIKEHUs), BO3HUKAIOLIUE IPU
COTJIACOBAHWH, U3JIATAIOTCS B CIIPABKe, KOTOPAs MPUJIAraeTcs K MPOEKTY.

Ecnu npoekT JoKyMeHTa COIacoBaH C 3aMEYaHUsIMH, 3TO O3HAYaeT, 4YTO 3aME€YaHHs HOCSAT
PENaKIMOHHBIA XapakTep, U MOCIe WX MPUHATHS UCIOTHUTEIEM MPOEKT HE TpeOyeT MOBTOPHOTO
COI'JIACOBAHUS.

[TpoeKT 1OKyMeHTa OTKJIOHSETCS JIUIIOM, COTIIACYIOIINM JIOKYMEHT, B IBYX CIy4asx:

IO MPOEKTY JOKYMEHTa HMEIOTCSl CYIIECTBEHHble (MPUHLMIIMANBHBIE) 3aMeyaHMs
(3aMeyaHus B  OTHOIIGHHMH COCTaBa HCIIOJHUTENEH, CpPOKOB HCIIOJNHEHHS, OO0BEMOB
(UHAHCUPOBAHUSA U JIP.);

NPUHIUIHAIBHOE HECOTIIACHE C TIPOSKTOM JIOKYMEHTA.

3.7.10. HecornacoBaHHBIH MpPOEKT JMOKyMeHTa TpeOyeT A0padOTKH IO BbICKa3aHHBIM
3aMEYaHusIM, TepeoOPMIIEHHUS U TIOBTOPHOTO COTJIACOBAHUSI.

Cpok 10pabOTKM MPOEKTa JOKYMEHTa He TOJDKEH MPEBBIIaTh OJTHOTO-TPeX pabouux JHEH.

3.7.11. Cpoku TOBTOPHOTO COTJIACOBAaHUS TIPOEKTAa JOKYMEHTa YCTaHABIMBAIOTCS B
COOTBETCTBUM ¢ MyHKTOM 3.7.5 MHCTpyKLIMU.

3.7.12. PykoBomuTens OopraHa MECTHOT'O CaMOYIIPABJICHUS BIIpaBe NMPHHATH PEIICHHE HE
YUUTBIBAaTh 3aMeYaHue (3aMevaHusl) JIML, yYaCTBOBABIIMX B COIVIACOBAHUU MPOEKTa JOKyMeHTa. B
ATOM CITydae HCIIOJHUTEJIEM COCTaBJSIETCS PEeCTp HEYYTCHHBIX 3aMedaHUi, KOTOPBIH BMECTE C
IPOEKTOM JOKYMEHTa MPEJICTABIAETCS PyKOBOAUTENIO OpraHa MECTHOTO caMoyIipaBiieHus. Peectp
HEYYTEHHBIX 3aMEYaHHUU TIOJITMCHIBAETCS HCIIOTHUTEIIEM.

3.7.13. Pemienne o TOM, NpPUHUMATh WIM HE MPUHUMATh HEYYTEHHbIE 3aMeyaHHs
NPUHUMAET PYKOBOJIUTEb.

B ciydae eciau pykoBOIUTENb MPHUHUMAET pPELICHHE O HEOOXOIUMOCTH yYeCTh 3aMEYaHUs,
OTKJIOHEHHBIE UCTIOJIHUTENIEM, HCIIOTHUTENh J0padaThIBa€T MPOCKT JOKYMEHTa B COOTBETCTBHH C
Y4eTOM 3aMeyaHuil.

Ecmu  pykoBomuTens coriamiaeTcsi ¢ MHEHHEM HUCTIOJHHTENS, OH IOJAIUCHIBAET
(YTBep»KI1aeT) TOKYMEHT.

3.8. Mognucanue (yrBep:KIeHNe) MPOEKTOB JOKYMEHTOB, 3aBepeHNe JOKYMEHTOB NMeYaThi0

3.8.1. JlokyMeHTBI,  W3AaBaeMble  OT WMEHH  OpPTaHM3allUH,  IOJANUCHIBAIOTCS
PYKOBOJIMTENEM OpraHa MECTHOIO CaMOYIpAaBJI€HHUS MM JIMIOM, HCHOJHSIOIUM  €ro
00513aHHOCTH.

3.8.2. OtnenbHble BHUIBl BHYTPEHHHUX JOKYMEHTOB (CIIy>)K€OHbBIE, OOBSICHUTEIbHBIE
3aIMCKM, CHOPaBKM W Jp.) Ha WM PYKOBOAWTENS OpraHa MECTHOTO CaMOYIPaBICHUS
MOJNKCHIBAIOTCS HCIIOJIHUTENIEM (COCTaBUTEIEM), €CJIM pa3peliaeMble MPH 3TOM BONPOCH HE
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BBIXOJIAT 3a MPeJIeNIbl €0 NOTHOMOYHIA.

3.8.3. JlokyMeHTHI, HampaBisieMble B BBICIIHE OPTaHbl TOCYAAPCTBCHHOW BIIACTH, HA UMS
NEepPBbIX PYKOBOIUTENEH (enepaqbHbIX OPraHoB HCIOJHUTEIBHONH BJIACTH, PYKOBOJHUTEIEH
cyobekToB Poccuiickoit denepanuu U 3apyOeKHBIX TOCYIAPCTB, TOAIMUCHIBAIOTCS PYKOBOJAUTEIEM
OpraHa MECTHOT'O CaMOYTIPAaBJICHUS HIIH JIUIIOM, UCTIOTHSIOIIUM €ro 00s3aHHOCTH.

3.8.4. JIokyMeHT TOJNHCHIBACTCS ABYMS WM OoJjee JHMIIaMH, €CIU 3a COJICpIKaHUE
JOKYMEHTa HECYT OTBETCTBEHHOCTb HECKOJIBKO pPaOOTHHKOB (JOKYMEHTHI (DPMHAHCOBBIE
(PyKOBOIUTENEM M TJIaBHBIM OyXTajaTepoM), pabouelt rpynmnoi, KOMUCCUEH).

3.8.5. IlognuceiBaercsi, Kak MpPaBUJIO, OAWH JK3eMIULIp JoKyMmeHTa. CoOBMeCTHBIN
JOKYMEHT TIOJITMCHIBACTCS B KOJMYECTBE, COOTBETCTBYIOIIEM KOJHYECTBY CTOPOH — aBTOPOB
JOKYMEHTA.

[Tpu HanpaBiIeHWU NHChMa WJIM BHYTPEHHETO WHPOPMAIMOHHOTO JIOKYMEHTA HECKOJIBKHM
azpecaTaMm (He 0osiee YEThIpEX ) MOAIUCHIBACTCS KaXAbli OTIIPaBIISIEMbIN 3K3EMILISP JOKYMEHTA.

3.8.6. Ilognuce Ha nmOKyMeHTe OGOpPMIIAETCS B COOTBETCTBUM ¢ TyHKTOM 3.4.21

WNHcTpykuun.
3.8.7. YTBepxkIeHue J0KyMEeHTa IPOU3BOIUTCS:
HEMOCPEACTBCHHO PYKOBOAMTENIEM — MPOCTABICHHEM COOCTBCHHOPYYHOW TIIOANKMCH B

rpude yTBepKACHHUS,

MTOCTAHOBJICHUEM HJIU PACTIOPSKEHHEM OpTaHa MECTHOTO CAMOYITPABIICHHS.

O6a criocoba yTBEpKIEeHUS UMEIOT OJJUHAKOBYIO IOPUIUYECKYIO CUITY.

3.8.8. Kak mpaBuio, yTBEpKIAIOTCS TpaBHJIA, IMOJIOKEHHS, WHCTPYKLUHU, PETIaAMEHTHI,
HEKOTOpBIE BHUJIbI aKTOB U APyTHe JOKYMEHTHI. [lepeueHnb yTBepkaaeMbIX JOKYMEHTOB IIPUBE/ICH B
npuio:xkenun Ne 12.

Odopmnenne rpuda YTBEpKISCHUS NPOU3BOIUTCS B COOTBETCTBMM C IMyHKTOM 3.4.15
WNHcTpykuun.

3.8.9. Tloanuchy pyKkoOBOAUTENS OpraHU3allMy WIA WHOTO YIOJHOMOUYEHHOTO MM JUIa Ha
JOKYMEHTaxX, TpeOYIOHmMX 0co00ro yIOCTOBEpEHHs WX TIOJJIMHHOCTH, a TaKKe Ha KOIHUIX
JOKYMEHTOB U BBIMMHCKaX U3 JIOKYMEHTOB 3aBepseTcss Tmedarbio. [IpuMmepHbIl mepedeHb
JIOKYMEHTOB, 3aBEPSIEMbBIX MT€YaThI0 OPTaHU3AINH, IPUBEICH B NpuiIo:keHun Ne 13.

[TeyaTs Ha JOKYMEHTE MPOCTABISAETCS B COOTBETCTBUU C MMyHKTOM 3.4.23 MHCTpyKIUU.

V. OPTAHM3ALUA JOKYMEHTOOBOPOTA
4.1. IlpyHOMNIBI OPraHU3ALMH TOKYMEHT0000poTa

4.1.1. JoxymMeHTOOOOpPOT  BKJIOYAEeT  BCIO  IOCJIEIOBATEILHOCTh  MEPEMEIICHUM
JIOKYMEHTOB, a TaK)K€ OIEpalli{, COBEpPLIAEMBIE C JOKYMEHTaMH B IIPOLECCE MX CO3LAHMS U
UCIIOJIHEHUST  (IOJlyuyeHue, OTNpaBKa, IMPEJBAPUTEIbHOE  PACCMOTPEHHUE,  PETUCTpalus,
paccMOTpeHHEe PYKOBOJHUTEIEM U JIp.).

4.1.2. llenp opraHM3anvu JOKYMEHTOOOOPOTa — 0OECIIEYeHHE CBOCBPEMEHHOTO TPUHSITHS
YIpaBIEHYECKUX peIIeHUH M UX UCIONHEHHWs. 3ajada JOKyMEHTO00O0pOoTa — OpraHu30BaTh
JBUKEHHE JOKYMEHTOB [0 HaMMEHEe KOPOTKOMY IyTH C MHUHHUMAaJbHBIMU 3aTpaTaMu TpyJla U
BPEMEHH, B YCJOBHUSAX DJIEKTPOHHOTO JOKYMEHTO00OpOTa — 00eCHeuuTh JOCTYN K JOKYMEHTaM
nosb3oBarensiM CMOB «JlupekTym» B COOTBETCTBHHM € NMPEAOCTABICHHBIMA UM ITPABAMH.

413. B ycnoBusx mpumeHenuss CMDB  «Jlupektym» B opraHax MeCTHOI'O
CaMOYIPABJIEHUSI HUCIOJB3YIOTCA JJEKTPOHHBIE JOKYMEHTBHI, a TakKKe OJJIEKTPOHHbIE KOIHHU
JIOKYMEHTOB, TOJIyY€HHbIE B DPE3yJbTaTe CKAHUPOBAHMS JOKYMEHTOB Ha OyMa)kHOM HOCHUTEIE.
JIOKyMeHThl ~ OpraHu3aliy, UMEIOIINe BpeMEHHbIe CPOKU XpaHeHUs (10 10 JeT BKIIOYUTENBHO)
MOTYT CO3/1aBaThCsl, XPAaHUTbCSI M HCIOJIb30BATHCS HCKIIOUUTEIBHO B (OpME DIEKTPOHHBIX
JTOKYMEHTOB.

IlepeueHp OKyMEHTOB, CO3[aBacMbIX, XPAaHUMBIX U MCIOJIb3YEMbIX HCKIIOYHUTEIBHO B
GopMe  IEKTPOHHBIX  JOKYMEHTOB, YTBEPXKIA€TCAd PYKOBOJMUTEIEM OpraHa MECTHOIO
CaMOYyIIPaBJICHUS.
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4.1.4. Opranuszanus JBAKEHUS JIOKYMEHTOB B YCIIOBHSIX 3JIEKTPOHHOIO
JIOKYMEHTOO0OpOTa OCYILECTBISIETCS B COOTBETCTBUM C PErVIAMEHTHPOBAHHBIMH MapLIpyTamH,
pazpabaTelBaéMbIMU B OpraH€  MECTHOIO  caMOYIIpaBiIeHHs.  MapupyTel  JBUKCHUS
OpraHU3aIMOHHO-PACTIOPSAUTENBHBIX JOKYMEHTOB JOJDKHBI OBITh ONTHUMAJIBHBIMH IO 3aTpaTam
BPEMEHM, HE JOJDKHBI JIONyCcKaTh JIyOJUPYIOUIMX ONEpaluid W BO3BpAaTHBIX JIBUKEHUH, HE
00yCIIOBJICHHBIX JIEII0BOI HEOOXOIUMOCTBIO.

4.1.5. Opranuszanus J0OKyMEHTO000POTa OCHOBBIBAETCS HA IPUHIUIIAX:

LEHTpaIu3alus olepaluii no npueMy U OTIpaBKe JOKYMEHTOB;

pacnpezesieHue JOKYMEHTOB Ha JIOKyYMEHTONOTOKH, HMEIOLIUE OJMHAKOBBIA MapuIpyT
(MapuIpyTH3amnus J0KyMEHTOB);

OpraHM3alys NpeaBapUTEIbHOIO PACCMOTPEHHUS BXOIALIUX JOKYMEHTOB;

UCKIIIOYEHUE BO3BPATHBIX JABM)KCHHUH JOKYMEHTa, HE OOYCIIOBJICHHBIX JI€IOBOM
HEOOXOINMMOCTEIO;

OJTHOKPATHOCTh PErHCTpaIiK JOKYyMEHTOB;

yCTpaHEeHUE HEOOOCHOBAHHBIX COIJIACOBAHUM NMPOEKTOB JJOKYMEHTOB;

BpEMEHHAsl pEerjiaMeHTallus omnepanuid 1mo obpaboTke, PacCCMOTPEHUIO M COTIACOBAHUIO
JIOKYMEHTOB.

4.1.6. B 10KyMEHTOOOOpOTE OpraHoB MECTHOTO  CaMOYIIPABJICHUS  BBIJICISIIOTCS
JOKYMEHTOTIOTOKH:  BXOASIIME (TOCTYIAIOIIME) JOKYMEHTBI;, HCXOIsuue (OTHPaBIISIEMBIC)
JIOKYMEHTBI; BHYTPEHHHE JOKYMEHTHI.

B cocraBe BXoASIIUX U UCXOJSAIINX JOKYMEHTOB BBIIEIISIOTCS:

JIOKYMEHTBI OPTaHOB rOCYAapCTBEHHOM BIIACTH, OPraHOB MECTHOTO CAMOYTIPABICHUS;

JOKYMEHTHI (DHITMAIOB U TEPPUTOPHAITLHO 000COOICHHBIX MTOAPA3ICIICHUN;

JOKYMEHTHI U3 TOCYJapCTBEHHBIX U HETOCYAAPCTBEHHBIX OPTaHU3aIINIA;

JEyTaTCKUE 3aIlpOChl;

oOpallieHus Tpaxk/iaH;

JIOKYMEHTBI U3 MPABUTEIbCTBEHHBIX U HEMPAaBUTEIbCTBEHHBIX OpraHU3aluil 3apyOeKHbIX
CTpaH U JpyTue TpyMNIbl JOKyMEHTOB.

4.1.7. JloctaBka ¥ OTIpaBKa JOKYMEHTOB B OpraHbl MECTHOTO CaMOYyIpaBJIECHUS
OCYILECTBIIIIOTCS  CPEJICTBAMHM IOYTOBOM CBs3M, (enbaAberepckoil M KypbepcKOH —CBA3H,
HapOYHBIMU W Pa3JIMYHBIMU BHUJAMHU 3JEKTPOCBS3H ((pakcuMmmiibHasl, TenerpadHas, TenedoHHas,
AJIEKTPOHHAsI MOYTa, CUCTEMa MEXBEIOMCTBEHHOIO 3JEKTPOHHOTO JOoKyMeHTooOopora (MO/10),
CMDBB «/lupektym»).

4.1.8. Jlenonpou3BOACTBO B OPraHaXx MECTHOI'O CaMOYIIPaBJIEHHs BEET OTBETCTBEHHBIN 3a
JIEJIONPOU3BOJCTBO, Ha KOTOPOrO PYKOBOJWUTENb CBOUM pACIOPSDKEHHUEM BO3JIOXKHWI JaHHbBIE
00513aHHOCTH.

4.2. Tlpuem u nepBUYHAs 00PadOTKA BXOASAIIHX JOKYMEHTOB

4.2.1. B opraH MecTHOrO CaMOYIPABIICHHUS OCTABISICTCS KOPPECHOHICHIUS B BHIE
IUCEeM, IIOYTOBBIX KapTodek, OaHAeposied M MaKeToB, IMEeYaTHBIX W3JaHUM, Tenerpamm,
dakcorpamm, TeiaepoHOrpaMM, dJIEKTPOHHBIX JOKYMEHTOB U JIEKTPOHHBIX KOMUN JOKYMEHTOB.

4.2.2. TlpueM JOKYMEHTOB OCYULIECTBISIETCS  CIIEHUAIUCTOM, OTBETCTBEHHBIM 32
JIEIIONPOU3BOJACTBO. J[OKYyMEHTBI, MOJy4eHHblE PaOOTHUKAMU OT JPYTHMX OpraHH3alMid, TaKxke
NepeaaloTCss OTBETCTBEHHOMY 32 JIEIONPOU3BOJICTBO AJISl PETUCTPAllu U/ UM yUeTa.

4.2.3. Bce mocTynuBIIE B OpraH MECTHOTO CaMOYIPABJICHUS JTOKYMEHTHI TOIJIEKaT
NEepBUYHON 00pabOTKe, BKIIIOYAIOILEH:

MIPOBEPKY MPABUIBHOCTHU JOCTaBKU JOKYMEHTOB;

MPOBEPKY 1IETOCTHOCTH YIaKOBKH (KOHBEPTOB, TAKETOB);

BCKpBITHE YMAaKOBKU (32 MCKIIIOUEHHWEM KOHBEPTOB, MAKETOB C MOMETKOM «JIuuHo» u
rpadamu OrpaHUYeHUs AOCTyIa K TJOKYMEHTY);

IIPOBEPKY LIEIOCTHOCTH BXOJAIIUX TOKYMEHTOB, BKJIHOUas IIPUIIOKEHUS;

YHUYTOXECHHUE KOHBEPTOB, TAKETOB MJIH YIIAKOBKH;
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MIPOCTABIICHHE OTMETKH O TOCTYIUICHUH TOKYMEHTa B OPraHU3aIHIo.
4.2.4. OmmO0YHO JOCTaBJIICHHBIE JOKYMEHTBHI TII€PEChUIAIOTCS TI0 HA3HAYEHUIO WIIH

BO3BPALIAIOTCA  OTIPAaBHUTENIO. JIOKYMEHTBI, NOCTYNHUBIIME B TOBPEKICHHOH YIaKOBKe,

IPOBEPAIOTCS HA LEJIOCTHOCTh, B TOM YHMCJIE Ha HAIMYUE MEXaHUUYECKUX ITOBPEXKICHUH.

[TouToBBIE OTHpaBiieHUs, HECTaHJApTHBIE IO BeCy, pa3Mmepy, ¢opme, HuMEOIIee
HEpOBHOCTH 10 OOKaM, 3aKJIEEHHOE JIMIKOW JIGHTOM, MMEIOLIMe CTpaHHBIM 3amax, LBeT,
NPENOI0KUTEIbHO UMEIOIIUE BIOXEHHS, HE XapaKTEepPHbIC Uil TOYTOBBIX OTIPABIICHUH, He
BCKpbIBalOTCS. O MOJNy4eHUH MOJO3PUTEIBHOIO IOYTOBOTO OTHPABICHUS JOKJIAAbIBAETCA
PYKOBOJIUTENH OpraHa MECTHOTO CaMOYIPaBJICHHUS.

4.2.5. Ilpu noBpexAeHNH BXOIALIET0 JOKYMEHTA UM €ro MPUIIOKEHUH, IPU OTCYTCTBUHU B
KOHBepTe (IaKeTe) JOKYMEHTa, €r0 YacTH WM NMPHIOKEHHH K HEMY, a TaKKe NPU OTCYTCTBHH
HNOJANNCH Ha BXOJMIIEM JOKYMEHTE COCTaBSIETCS aKT B JIByX 3K3eMIUIIpax Ha OyMakHOM
HOCHUTEIIE, MOAMMCHIBAEMBI IByMs paOOTHUKaMU OpraHa MECTHOTO CAMOYIIPABIICHHS.

OnuH H3K3eMIUIAp aKTa BMECTE C BXOJAIIMM JOKYMEHTOM M €ro IpWJIOXKEHUSIMU
nepefaeTcss Ha MPEIBAPUTEIBHOE PACCMOTPEHHE W PErHCTPALMIO, BTOPOH OSK3EMIUIIp aKTa
BBICBIIAETCS OTIIPABUTEIIO.

DJNEeKTpOHHAs KOS aKTa XPAaHUTCS B OPTaHE MECTHOTO CAMOYIIPABIICHHS.

4.2.6. KoHBepThl, HakeTbl MM YHNAKOBKA COXPAHSIOTCA W NPUIAraloTcs K BXOJSAIIMM
JOKYMEHTaM B CITy4asX:

€CJIM TOJIBKO 110 HUM MOYKHO YCTaHOBUTh OTIPABUTENS WU IaTy OTHPABIICHUS;

€CITM BXOJSIIMKA JOKYMEHT IOCTYNHJI I03KE YKa3aHHOTO B TEKCTE JOKYMEHTa CpoOKa
UCIIOJIHEHUS WJTU JIaThl MEPOIIPUSITHUS;

npu OOJBIIOM PACXOXKICHUH MEXTy JJaTaMU TOANUCAHUS U TIOTYYCHHUS TOKYMEHTOB.

ITocne 3aBeprieHust paboThl ¢ JOKYMEHTOM KOHBEPT BMECTE C JOKYMEHTOM IOCTYIAeT Ha
XpaHEHHE B JICTI0 ¥ YHHUTOXKAIOTCS MOCIIE UCTCUCHHSI CPOKA XPAHEHUS IOKYMEHTA.

4.2.7. Koueptbl (makeTbl), wuMeromme oTMeTky «Jluuno»  («Private»), rpuds
OTpaHUYEHUS JIOCTyNa K AOKYMEHTaM, COJIEp)KAIlUM CBEICHHS KOH(HICHIIMAIHLHOTO XapaKTepa,
HE BCKPBIBAIOTCS U NEPEIAlOTC:

¢ otMeTKO# «JInuHo» («Private») — HemocpeaCTBEHHO ajpecary;

c rpudamMu OrpaHMYEHMs JIOCTyNa — COTPYJHHMKY OpraHa MECTHOIO CaMOYINpaBJIEHUS, B
00s3aHHOCTH  KOTOPOrO  BXOIUT  0oOpaOOTKa  JOKYMEHTOB,  COJAEpXKAllluX  CBEIEHUs
KOH(HJIEHIIMATIBHOTO XapaKkTepa.

4.2.8. Bxopnsmue 3IEKTPOHHBIC TOKYMEHTHI, MOCTYNHUBIINE OT IPYTUX OPTaHU3aIlUil 1o
ANIEKTPOHHON mouTe, mnocpeactBoM MDOJIO  «/lupekTym» NpUHHUMAIOTCS OTBETCTBEHHBIM 3a
JIeTTOTIPOU3BOICTBO.

DJNEeKTPOHHBIE JOKYMEHTHI, MMOCTYNHBIIKE MO MHPOPMALMOHHO-TEIEKOMMYHUKAIMOHHBIM
KaHaiaM B ()OpMe AJIEKTPOHHBIX TOKYMEHTOB M TOJINHMCAHHBIC YCHJICHHON KBaJM(UIIMPOBAHHON
HOJNKCHIO, paclevyaThlBalOTC Ha OyMaXKHBI HOCHTENb, B MOCJIEAyMoLeM paboTa ¢ HUMHU
BEJIETCS KaK C IOKYMEHTaMH Ha OyMa)>KHOM HOCHTEIE.

4.2.9. TlepBuynasgs o00pabOTKa 3NEKTPOHHBIX KOMHHA JIOKYMEHTOB, IIOJyYEHHBIX I10
MH(OPMaLIMOHHO-TEIEKOMMYHHKAI[MOHHBIM ~ KaHajlaM CBsi3u  (9JekTpoHHas moura, MO0
«/lupekTym» U Ap.) OT APYIHMX OpraHu3aluil, TOJHKHAa COOTBETCTBOBATH TEXHOJIOTUU PAOOTHI C
BXOJSIIIUMH ~ TOKYMEHTaMH.

4.2.10. IlepBuunas oOpaOoTka JOKYMEHTOB 3aBEpIIAeTCs MX  paclpeseleHueM
(copTUpOBKOI) Ha  perucrpupyemble ©  Heperucrpupyemble. IlpumepHsiii  nepedeHb
HEPEruCTPUPYEMBIX BXOJSAIINX IOKYMEHTOB IIPUBEICH B MPHI0KeHHH Ne28.

4.3. Peructpanusi BXOASIIHUX J0KYMEHTOB

4.3.1. Perucrpamnusi BXOJSIINX JTOKYMEHTOB OCYIIECTBIISIETCS HE3aBUCHMO OT CIoco0a MX
JIOCTAaBKH OJIMH pa3 OTBETCTBEHHBIM 3a JIETIONPOU3BOJICTBO.
JIOKyMEHTBI, MOCTYNAIOLMEe W3 APYTrUX OpPraHU3alUi HEMOCPEACTBEHHO pabOTHHKaM
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OopraHa MECTHOTO CaMOYIIPaBJICHHsI, HO TPEOYIOLIHE paCCMOTPEHHsI PyKOBOJACTBA, EPEAAIOTCS IS
pErucTpalyy U NpeiBapUTEIbHOI0 PACCMOTPEHHS OTBETCTBEHHOMY 32 J€JIONPOU3BOACTBO.

4.3.2. Perucrpanusi BXOJSAIMIUX JOKYMEHTOB OCYIIECTBIISIETCS B J€Hb MX MOCTYIUICHUS WIIH
Ha cieyoummil pabounil JeHb NpU MOCTYIUIEHUM JOKYMEHTOB B KOHIIE padoyero IHs WIH B
Hepabouee BpeMs.

Perucrpanus oOpaiieHuil Tpak[JaH OCYIIECTBIISIETCS B TEUEHHE TpeX AHEH C MOMEHTa
HOCTYTIJICHUS OOpAICHHUS.

4.3.3. CBeneHus 0 NOCTYNUBLIEM JJOKYMEHTE BHOCSTCS B 3JIEKTPOHHYIO PETUCTPAL[IOHHYIO
kaptouky (OPK) CMOB «/lupexktym», a NOCTYNMBIIEMY JOKYMEHTY IpPHCBaMBaeTCs
perucTpanvoHHbII HOMep.

PeructpaniuoHHbII HOMEp BXOJSIIET0 JOKYMEHTa COCTOMT M3 IOPSAIKOBOIO HOMEpa

JIOKYMEHTa B IIpeJesiax KaJeHJapHOro roja.

43.4. Ha Bcex 3aperucTpupoBaHHBIX JOKyMEHTaX IIPOCTABISAETCS OTMETKa O
NOCTYIJICHUU JOKYMEHTa B OpTaHU3alMIo, B KOTOpPOH (UKcHpyeTcsi Aara MOCTYIUICHHS (IIpH
HEOOXOJUMOCTH — BpeMs IOCTYIUIGHHMS B 4YacaX M MHHYTax), M pPErMCTPAllMOHHBIM HOMeEp
JOKYMEHTa B COOTBETCTBHH € TyHKTOM 3.4.26 HCTpYKIHH.

4.3.5. JIokyMeHTbI, MOCTyNMBIINE Ha OyMa)KHOM HOCHTENE, CKaHUPYIOTCS, 3JIEKTPOHHAs
Konus JoKkyMeHTa BKitodaercss B CMOB «/lupektym» u npucoenunsercs k OPK noxymenra.

4.4. IlpenBapuTe/ibHOE PACCMOTPEHHE JOKYMEHTOB

4.4.1. TlpenBapuTeibHOE PACCMOTPEHHE  MPOBOJUTCA B  IEJISIX  paclpeiesieHus,
MOCTYNAIONIMX B OPraH MECTHOTO CaMOYIpPaBIIEHUs JOKYMEHTOB Ha TpeOyromiue 0053aTeabHOro
paccMOTpEeHHSI PYKOBOJICTBOM U HaIpaBiisieMble HETIOCPEACTBEHHO paOOTHUKAM.

4.4.2. TlpenBapuTenbHOE PACCMOTPEHHE BXOISANIMX  JOKYMEHTOB  OCYIIECTBIISETCS
OTBETCTBEHHBIM 32 JISJIONPOU3BOJICTBO MOCIIE PETUCTPALIMH JOKYMEHTOB.

[IpenBapuTenbHOE pPAacCMOTPEHHE MOXKET MPOBOAMUTHCS O PETUCTpAllUUd B ClIy4yae
MOCTYIUIEHUS JOKYMEHTOB ¢ oTMmeTrkamMu «HesamemnurenbHo», «CpouyHo», «Becbma cpouHO»,
«OnepaTuBHOY WITH JIP.

4.4.3. TlpenBapuTenbHOMY  PAacCMOTPEHHUIO  TOANEXKAT  BXONAIIUE  JOKYMEHTHI,
aJpeCOBAaHHBIC B OPTaH MECTHOT'O CAMOYTIPABJICHUS U HA UMS €r0 PYKOBOJIUTEIIS.

JIOKyMEHThl ~KOHKPETHBIM  CIIE[[MANKMCTaM, Kak TMpaBWio, TNepeJaroTcs uM  0e3
MIPEABAPUTEIILHOTO PACCMOTPEHHS.

4.4.4. TlpenBaputeabHOE PACCMOTPEHHE OCYIIECTBISETCS UCXOMAS U3 OLEHKU COACpPHKAHUS
BXOJSIIIUX JIOKYMEHTOB, C YY€TOM YCTAHOBJIEHHOTO B OpraHe MECTHOTO CaMOYyIIpaBJICHUS
pactipenienieHus (DYHKIMOHAIBHBIX OO0SI3aHHOCTEH MeEXAy PYKOBOAMTEIEM OpraHU3allH, €ro
3aMECTUTEIISIMU U CIICITUATICTaMHU.

4.4.5. Tlo pe3synbTrataM MpeABApUTEIHHOTO PACCMOTPEHHSI JOKYMEHTBI pacIIpeIeNsIoTCs Ha
JIOKYMEHTOTIOTOKH, HallpaBJisieMbIe:

Ha pacCMOTPEHHE PYKOBOJIUTEIS OpraHa MECTHOrO CaMOYIpaBieHUsl (JIOKYMEHTHI,
MOCTYHAlOIIMe M3 OPraHOB TOCYJapCTBEHHOW BIIACTH, OPraHOB MECTHOI'O CaMOYIpaBJICHMUS,
JOKYMEHTHI 1O Haubollee BaXXHBIM M TMPUHIUIHUAIBHBIM BOMPOCAM JESATEIBHOCTH OpraHa
MECTHOT'O CaMOYIIPABJICHUS);

Ha pacCCMOTPEHHUE TIABHBIX U BEIYIIUX CIELHUATUCTOB.

4.4.6. Tlo 3aBeplICHWH TIPEABAPHUTEIHLHOTO PACCMOTPEHUS JIOKYMEHTBI TEepEaar0TCs
PYKOBOJMTEIIIO I PACCMOTPEHHUS U BIHECEHHUSI PE30TI0LMM (yKa3aHUM MO UCTIOTHEHUIO).

4.5. PaccMoTpeHHe TOKYMEHTOB PYKOBOAMTEIEM H Mepeaaya J0KYMEeHTOB UCTOJTHUTEISIM

4.5.1. PaccMoTpeHHe JTOKYMEHTOB DPYKOBOJUTEIEM OCYUIECTBISIETCS B JI€Hb IepeJadu
JOKYMEHTOB PYKOBOJHTEIIO HJIM Ha CJIEIyIOIUH pabouyuil JeHb, €CIU JOKYMEHTHI IepeJaHbl
PYKOBOJICTBY B KOHIIE pPaOOYero JHsl.
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JIOKyMeHTBI, TpeOyIolue CpOYHOrO PACCMOTPEHHUs, a TakkKe TelIerpaMMmbl |
TeneQoHOrpaMMbl PACCMATPUBAIOTCS PYKOBOJAUTEIEM HE3aMETUTEIBHO.

4.5.2. PesynbraThl pPacCMOTPEHHUS JOKYMEHTa PYKOBOAHMTENIEM O(QOPMIISIOTCS B BUJE
PE30IOLUU B COOTBETCTBUHU ¢ TyHKTOM 3.4.27 NHCTpyKIIUH.

453. CsemeHus o0 pe3oqonud (MCIIONHUTEIb, COJICPKAHUE TIOPYUYEHHS, CPOK
UCIIONTHEHMS) jaenonpousBoautesieM BHocaTcs B OPK CMOB  «/lupektym», mocie dYero
UCIOJHUTENIN TMOJIY4YaroT JOCTyH K 3JEKTPOHHOMY JOKYMEHTY WM 3JIEKTPOHHOW KOMNHUH
JIOKYMEHTA, €CJIM JOKYMEHT MOCTYIWI Ha OyMa)KHOM HOCUTeNe. B COOTBETCTBUU € yKa3aHUSMU IO
VCIIOJHEHUIO NOJJIMHHUK JOKYMEHTa HAalpaBiseTCsl JOJKHOCTHOMY JIMILY - OTBETCTBEHHOMY
WCIIOJTHUTEIII0, COMCIIOHUTENISIM HAMPABJISIOTCS KOMUU IOKYMEHTOB.

4.5.4. JIokyMeHTBI TIOCJIE€ MX PETUCTpAlMd U PACCMOTPEHHUS PYKOBOJCTBOM IEpeaaroTcs
paboOTHUKAM B COOTBETCTBHH C PE30JIIOLMEN HA UCIIOTHEHHUE.

4.5.5. Ilpu OymMaKHOM TOKYMEHTOOOOPOTE MOJUTMHHUKU BXOJSIINX JOKYMEHTOB, B CIy4ae
Ha3HAYCHHs] HECKOJIbKUX HCIIOJIHUTENICH MepenaloTcs OTBETCTBEHHOMY HCIOJHUTEINI0, OCTabHBIM
UCIIOJIHUTEIISIM NIEPEAloTCsl KONUU IOKYMEHTA.

4.6. Iopsaaok NPOX0KAEeHHUS U PErNCTPALMU UCXOASIINX JOKYMEHTOB

4.6.1. Wcxonsmye NOKYMEHTHI, 3aBU3UPOBAaHHbIE BCEMU 3aMHTEPECOBAHHBIMU JHMIIAMHU U
NOJINUCAaHHbIE PYKOBOJWUTENEM WJIM HUHBIM YIOJIHOMOYEHHBIM UM JIMIOM, PErUCTPUPYIOTCS
CHeLHaTUCTaMH CeKTOpa OpPrpadoThl.

4.6.2. Perucrpanusi UCXOIAIIMX JOKYMEHTOB OCYIIECTBIIICTCS B JICHb MOIIMCAHUS WA HA
cieayoumii pabouuil eHb, €ciM JOKYMEHThl ObUIM MOJMMCaHbl B KOHIIE padoyero IHsA WIH B
Hepabouee BpeMs.

4.6.3. Ilepen  perucrpanueit UCXOIAIIUX  JIOKYMEHTOB OTBETCTBEHHBIN 3a
JIEJIONPOU3BOJICTBO MPOBEPSET NPABWIBHOCTb O(QOPMIICHUS JOKYMEHTOB (B TOM YHCJE HAUYHE
NOJANUCEN, BHU3, NPABWIBHOCTh HAIMCAHUS aJpPECOB), a TAaKXKE YKAa3aHHBIX B MCXOAALINX
JIOKYMEHTax TNPUIOKEHHUH, COOTBETCTBHUE KOJIMYECTBA SK3EMIUISIPOB KOJIMYECTBY aJ[pecaTroB IO
yKa3aTello PACChUIKU, HATUYME OTMETKU 00 MCIIOTHUTEIIE.

4.6.4. Ilpu perucrpanmu wucxozsmero nuckmMa B CMOB «Jlupektym» cBeneHusi 00
OTIIpaBIsieMOM JOKyMeHTe (pukcupyrorcss B OPK, Kk KOTOpoit mprcoeTuHIETCs 3JIEKTPOHHAS KOMHS
OTIPABIIIEMOTO IOKYMEHTA.

Ecnmun OPK Obina co3nana B CMOB «lupekTym» IpH MOJArOTOBKE MPOEKTa JOKYMEHTa, TO
IPU PETUCTPALMU HCXOJSIIET0 JOKYMEHTa B Hee J00aBIISIIOTCS CBEIEHUS O PErHCTPAllMOHHOM
HOMEpE, J1aTe PEerucTpaliy U Apyrue CBEACHUs 00 UCXOIEM IOKYMEHTE.

Jlata peructpanuu U PpEruCTPallMOHHBI HOMEp MPOCTABISIIOTCS Ha MOJIMHHUKE
OTIIPABJISIEMOTO JIOKYMEHTA, a TAKXKE Ha KOIHMU MCXOISALIET0 JOKYMEHTA, OCTAIOILIEHCS B JEIE, B
cooTBeTcTBUM ¢ myHKTamMu 3.4.9 u 3.4.10 UrcTpyKuuu.

4.6.5. Tlo[UIMHHUK HCXOASAIIET0 JOKYMEHTAa, MOJINMCAHHOTO PYKOBOAMUTEIEM OpraHa
MECTHOI'O CaMOYIPABJIEHUS WJIM WHBIM YIOJIHOMOYEHHBIM WM JIMIIOM, NEpelaeTcsi Ha OTIPaBKY,
KOMNMs JIOKYMEHTa Ha OyMa)XHOM HOCHTENle ¢ BHU3aMHU IOMEIIAeTCs B JIENO B COOTBETCTBUU C
HOMEHKJIATypOM JIell.

Ecnu ngoKyMeHT co3AaH B D3JEKTPOHHOM (opMe M OTHpaBISIETCs aApecary Takke B
ANIEKTPOHHOU (popMe, KOmHs JOKYMEHTa CO BCEH OTHOCSIICHCS K Hel mHpopmaimend XpaHUTCS B
6a3ze nanubix CMOB «/lupekTym», Tak ke KOs JOKyMeHTa Ha OyMa)XHOM HOCHUTeNIE TOMeIaeTcs
B JIEJI0 B COOTBETCTBUU C HOMEHKJIATypOU JEl.

4.6.6. B 3aBUCHMMOCTH OT COJEpXaHHUS M CPOYHOCTH JOKYMEHTHI, OTIpaBiIieMble U3
OpraHM3aly, JOCTaBISAIOTCS aJpecaraM CpeJICTBAaMHU IOYTOBOH, (enpaberepckoil CBS3H,
CIEICBA3H, KYpPbEPOM, OHKCIPECC-TIOUTOM, a TakKe IEepPEelaloTCsl MO KaHajlaM JJIEKTPOCBA3H
(hakcumunbHas CBs3b, Teerpad, reaedon, aaekTponnas moura, CMOB «Jlupextym»).

OO6paboTka KOPPECIOHICHIIMUA JUIsI OTHPABKH IOYTOBOWM CBSI3bI0 OCYIIECTBIISIETCS B
cooTrBeTcTBUH C [IpaBunamu okasaHus yCiIyr IOYTOBOM CBS3H.
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4.6.7. JIokyMEeHTBl, HE HUMEIOIINE AaJpecHOM dYacTH, NPHUHUMAIOTCS Ha OTIPABKY C
COMPOBOJIUTENBHBIMU MHCbMAMU (32 HCKIIOYEHUEM KOMHM pacHopsSAUTENbHBIX JOKYMEHTOB,
HaIpaBJIIEMBIX B II0JIBEJOMCTBEHHbIE OPraHU3aLINN ).

HenpaBuibHo oopMIIeHHBIE JOKYMEHTBI U KOPPECTIOHACHIIMS HECITY)KEOHOT0 XapakTepa K
OTIIPaBKE HE IPUHHUMAIOTCS U BO3BPAILAIOTCS UCIIOJIHUTENIO.

JIOKyMeHTBI, MoJyIexkKallne OTIpaBKe, JOHKHBI 00pabaThIBaThCsl U OTHPABIATHCS B I€Hb MX
MOJNMCAHUS ¥ PETUCTPALIMU WK Ha CIEAYIOUINI pabouuii 1eHb.

4.6.8. Jlocbuika wiaM 3aMeHa paHee OTIPABICHHOTO JOKYMEHTAa OCYIIECTBISETCS IO
YKa3aHUIO JIMLA, TOANKUCABLIETO TOKYMEHT.

4.7. OpraHu3anus NPOX0KJIeHUsI BHYTPEHHUX TOKYMEHTOB

4.7.1. TIpoxoxxaeHHe BHYTPEHHUX JOKYMEHTOB Ha 3Tanax MX MOATOTOBKU U O(opMieHus
JIOJDKHO COOTBETCTBOBATH IPOXOXKIACHUIO MCXOJALIMX JOKYMEHTOB, a Ha 3Tale MCIOJIHEHUS —
BXOJSIINX JOKYMEHTOB.

4.7.2. TIpoexTsl pacmOpSAUTEIbHBIX JIOKYMEHTOB (IIOCTaHOBIICHHH, pPAaCHOPSHKEHUH),
IOATOTOBJICHHBIX U1 NOJIMCAHUS, I0CIE€ IOAIOTOBKU M COIVIACOBAHMS C 3aMHTEPECOBAaHHBIMU
JUIAMH TI€PEaloTCsd OTBETCTBEHHOMY 3a JEJIONPOU3BOJCTBO JUIsl MPOBEPKU IMPABHIBHOCTH HX
odopMIICHHUS.

4.7.3. TlpaBunbHO OQOPMIICHHBIE TIOCTAHOBJICHHUS, PACIOPSOIKCHUS TMEpearoTcs Ha
HOJAIUCH PYKOBOJUTENIO WJIM HUHOMY YIIOJIHOMOYEHHOMY UM JIULLY.

4.7.4. TlonnucaHHble IIOCTAHOBJIEHMS, PACHOPSIKEHHS] 110 OCHOBHOW J€ATENbHOCTH
peructpupytorcs B nporpamme  CMOB «lupektym»

[locraHoBi€HMSIM, pACHOPSDKEHUSIM IO OCHOBHOM  JAESTEIBbHOCTH  IPUCBAMBAIOTCS
HOPSIKOBbIE HOMepa (M0 KaXJIOW rpymme JOKYMEHTOB OTIENIBbHO) B Ipejesax KaJeHAapHOTro
roga. IlopsakoBBII HOMEp pacHOPSDKEHUS IO JIMYHOMY COCTaBy JOIOJHATHCS OYKBEHHBIM
ob6o3nayenuneM (Ne 25- k).

4.7.5. TlonnMHHUKK TIOCTAHOBJIEHWM, pACIOPSDKEHUH MO MeCTy HX perucrpanuu
(bopMHpyIOTCS B /Ieda B COOTBETCTBUU C HOMEHKJIATypoit e (cM. pasaen 5.1 UncTpykimn).

Komuu 1nocTaHOBIIEHHH, pacHOpPsDKEHMM — PACCBUIAIOTCA — MCIOJHUTENSAM W WHBIM
3aMHTEPECOBAHHBIM JIUIIAM B 3JIEKTPOHHOU (popMe M Ha OyMa)kHOM HOCHTEJIE B COOTBETCTBUU C
yKa3aTeJaeM pacChUIKU.

Konumu mnocraHoBieHMH, pacnopshKeHUHM, paccbulaeMble Ha OyMakKHOM HOCHTEJNE,
3aBEPSIOTCS B COOTBETCTBUU C MMyHKTOM 3.4.25 MHCTpYKITNH.

4.7.7. TlpoTokonaM  3aceiaHuii,  COBELIAaHWH, MNPOBOJUMBIX  PYKOBOJICTBOM U
KOJUIETHAJIbHBIMM ~ (COBELIATEeIbHBIMU) OpraHaMu, [pHCBauBAIOTCS TIOPSIKOBBIE HOMeEpa B
npezenax KajeHJapHOro roja M WM mepuoja paboTbl BpeMEHHOH paboueill rpymnibl (KOMUCCHN),
BBIOOPHOI'0 OpraHa Mo KakJI0i rpyIie nNpoToKOJIOB OTAEIBHO.

[ToIMHHUKK TPOTOKOJIOB MO MecTy Hux odopmieHus (opMUpPYIOTCS B Jena B
COOTBETCTBUU C HOMEHKJIaTypOil /el opraHa MECTHOrO camoympaBieHusi (cMm. paszgen 5.1
WNucTpykuun).

4.8. KOHTPO.Ib HCIOJHEHHUS JOKYMEHTOB (OpYYeHHUii)

4.8.1. KouTponep HCHNOMHEHMS JIOKYMEHTOB (MOpyuYeHMi) BemeTcs B LEIIX HX
CBOEBPEMEHHOTO U KaYeCTBEHHOTO HCITOJTHEHHS.

4.8.2. KoHTpoJib UCTIONHEHHSI JOKYMEHTOB (TTOpyYeHHil) BeaeTcs:

PYKOBOJIUTENIEM — UCTIOJTHEHUS JIOKyMEHTOB (TIOPY4EHHIT) TIO CYIIECTBY;

OTBETCTBEHHBIMH 32 JICJIOMPOU3BOJICTBO — CPOKOB UCTIOJTHEHUS JIOKYMEHTOB (TIOPYYECHUH).

KonTtpomnio noanexar Bce 3aperMCTpUPOBAHHBIE TOKYMEHTHI, TpeOyIolie HUCIOIHEHUs, B
TOM 4YHCIE 3apErHCTPHPOBAHHBIC JOKYMEHTHI C OTMETKOH o KoHTpone («KoHTpousby),
IPOCTaBJIsIEeMOIl B COOTBETCTBUU C MyHKTOM 3.4.28 VHCTpyKIUH.



44

4.8.3. PacniopsaurenbHble JOKYMEHTHI, IPOTOKOJIBI 3acelaHuil (COBEIaHmii), coaepxKalie
NOPYYEHHUs C KOHKPETHBIMM CpPOKaMHU MCIIOJHEHHs, CTaBATCA HAa KOHTPOJIb IO KaXIOMY
MOPYYEHUIO OT/IEIBbHO.

4.8.4. KoHTpOIb CPOKOB UCIIOJTHEHUS JOKYMEHTOB (IIOPYUYEHHUI) BKIIFOYAET B CeOsI:

IIOCTAaHOBKY JJOKYMEHTOB (IIOpyUY€HUI1) Ha KOHTPOJIb;

IIPOBEPKY CBOEBPEMEHHOCTH JIOBEJICHHS JOKYMEHTOB (ITOpYUYEHHI) 10 UCIIOJHUTENCH;

[IPEIBAPUTENIBHYIO MPOBEPKY M  PETyJIHPOBAaHME XOAAa HCIOJHEHMS] JOKYMEHTOB
(mopy4enwii),

CHSITHE C KOHTPOJISI IOKyMEHTOB (IIOPY4YEHU);

y4deT, 00001IeHHe U aHAINU3 Pe3yJIbTaTOB X0/1a UCIIOJHEHUS JOKYMEHTOB (IOPYUYEHUH);

MH(GOPMHUPOBAHUE PYKOBOAMTEICH O XOJI€ HCIIOJHEHHUS JOKYMEHTOB (NOpPYYEHHUH) H
COCTOSIHUHM MCIIOJHUTEIbCKON AUCIUILINHBI.

4.8.5. Cpoxu UCIIOTHEHHUS JOKYMEHTOB (IOPYYCHUI ) HCUHUCIISIIOTCS B KaJCHJAPHBIX JTHSX.

Ecnu nocnenHuil eHb CpokKa HUCIOJHEHUS JOKyMEHTa (IIOpYYEHMs) MNPUXOIUTCS Ha
Hepabouuil J€Hb, TO JHEM OKOHYAHHUS CPOKa HCIIOJIHEHUS CUYMTAETCS MPEALIECTBYIOIUNA eMy
pabounii J1eHb.

Jlara ucnonHenus gfokymeHTa (nopyudenus) pukcupyercs B OPK CMOB «/lupektym».

CpoKH UCHOJHEHUS TOKYMEHTOB (MOpyYeHUil) ycTaHABIMBAIOTCS PYKOBOAUTENIEM, UCXOSA
U3 CpPOKa, YCTaHOBJICHHOIO  OpraHW3alueyd, HalpaBHUBIIEW JOKYMEHT, WIM CPOKOB,
YCTaHOBJIEHHBIX 3aKOHOJaTeNbCTBOM Poccuiickoit denepanmu.

4.8.6. JlokyMeHTBI (IOPYUYCHHS ) TTOJICKAT UCTIOTHEHUIO B CIICTYIOIINE CPOKHU:

C KOHKPETHOM JaTOl HCIOJIHEHUs — B YKa3aHHBIH CPOK;

0e3 yka3aHHMs KOHKPETHOW JaThl HCIIOJHEHHS, MMEIOUIME B TEKCTE IMOMETKY «BEChbMa
CPOYHO» — B TEUEHUE OJIHOTO JHS, «CPOYHO» — B 3-AHEBHBIN CPOK; «ONEepaTUBHO» — B 10-1HEBHBII
CPOK; OCTaJIbHBIE — B CpOK He Oosiee 30 qHEH;

I10 MMapJIAMEHTCKUM 3alpocaM — He MO03/1Hee 4eM uepe3 15 qHel co AHs MoIy4YeHus;

no 3ampocam wieHoB Coera @enepanum, nenyraroB I'ocynapctBeHHON —[Iymbl
(memmyTaTcKOMYy 3arpocy) He mo3aHee yeM yepe3 30 el co THs MOTydeHHUs.

10 MEXBEJOMCTBEHHBIM 3alpocaM O MPEACTaBICHUU JTOKYMEHTOB U (WIKM) UH(OpPMALUU B
LEJSIX MPEeJOCTaBICHUS] TOCYJapCTBEHHBIX M MYHUIMNAIBHBIX yCIyr — 5 paboumx AHEW co AHS
MOJIyYEHHUsl 3aIlpoca, €CIIM 3aKOHOAATenbCcTBOM Poccuiickoil denepanyy He yCTaHOBJIEH HHOMN
CpOK;

1o obpanieHusiM rpaxkaad — 30 qHel co IHS perucTpanuu.

4.8.7. IIpMOCTaHOBUTh HCIOJHEHHWE KOHTPOJBHOTO JIOKYMEHTa (HOpY4YEHHs), a TaKxKe
OTMEHUTh €ro MOXET pPYKOBOJAWUTEIb, MOJAMUCABIIMM JOKYMEHT WM aBTOp MOPYYEHHUS
(YkazaHus).

4.8.8. B mensx CBOEBPEMEHHOTO HWCIIOJHEHHS JOKYMEHTOB, TNOpYy4YeHHH (yKa3aHHid),
IIOCTABJIEHHBIX HAa KOHTPOJIb OTBETCTBEHHBIN 3a AEIONPOU3BOACTBO MPOBEPSET CBOEBPEMEHHOCTD
JTOBEJIEHUs JOKYMEHTA (ITOPY4YEeHHUS ) A0 UCTIOTHUTEIIS.

4.8.9. Ecniu cpok MCHOJHEHHUsI JOKYMEHTa (MOpYy4eHUs) MPEBBIIIAET OJUH MECHIl, B LEJIX
o0ecrie4eHHss  CBOEBPEMEHHOTO0  HCIOJHEHHs  JOKyMeHTa  (HOpy4yeHHs]))  IPOBOIUTCS
npeBapUTeNbHbIA KOHTPOJIb U HATIOMHUHAHUS UCIIOTHUTEISM O NPUOIMIKEHUH CPOKOB MCIIOTHEHHUS
JIOKYMEHTOB (TIOpYYEeHHUI).

4.8.10. IIpenBapuTenbHbII KOHTPOJIb OCYIIECTBISETCS B CIEAYIOIIEM MOPSAKE:

JIOKYMEHTOB (ITOpY4EHHUIT) TIOCIeTYIOUINX JIET — HE PEXe OJIHOTO pasa B Iof;

JOKYMEHTOB (IIOpYYEHHUI) MOCIIETYIOINX MECSIIEB TEKYIIETo To/la — He Pexe OJTHOro pasa
B MECHII;

JOKYMEHTOB (ITOpYUYEHMIT) TEKYIIEro Mecsala-3a 5 AHel 10 UCTeUeHUs! CpOKa UCTIOTHEHHUS.

4.8.11. HanmoMuHaHHE WCTOJHUTEISIM O MPUOJIMKCHUH CPOKOB HCIIOJIHEHUS JOKYMEHTOB
(mopyueHMil) MOXET OCYIIECTBIATHCS B aBTOMAaTHYECKOM pexkuMme mnocpeactsom CMOB
«JlupexTym».

HanmomuHaHus HCIOMHUTENSAM, a Takxke HHPopManus 00 HWCHOJIHEHUH JOKYMEHTOB
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(mopyueHwuii), moydeHHast OT ucnoiaHurene, puxcupyorcs B SPK CMOB «/lupexktymy».

4.8.12. Tlpu HEOOXOAUMOCTH H3MEHEHHUS CpPOKa HCIOJHEHUS JAOKYMEHTa (TOpYyYCHHS)
OTBETCTBEHHBII HMCHOJHUTEND 0053aH MPEACTaBUTh HA UMs PyKOBOJMTEINS, JABIIErO MOPYYEHUE,
00ocHOBaHKE (CIy»)eOHYI0 3alMCKy) O MPOUIEHUH CPOKA € YKa3aHUEM IPUYMH IPOAJICHUS U JaThl
UCIIOJTHEHMUSI.

OO0ocHOBaHME MNPOJUICHUS CPOKA MCIOJHEHHUsI JTOKYMEHTa (IOpYYEeHMs) AOJKHO OBITh
HaIPaBJIEHO COOTBETCTBYIOLIEMY PYKOBOJUTENIO HE IO3/IHEE YEM IO UCTEYEHHMM JIBYX TPEThUX
CpOKa MCIIOJHEHMsI JOKYMEHTA (ITOpyUYEeHHUS).

OO0 u3MeHeHHH CpoKa HUCIOJIHEHUS JOKyMEHTa (MOPYYEHHUs1) OTBETCTBEHHBIN HCIIOIHUTEIb
UH(POPMHPYET OTBETCTBEHHOTO 32 JAEJIO0NPOU3BO/ICTBO.

4.8.13. JlokyMeHT (OpY4YEHHUE) CUATACTCS UCIIOJHEHHBIM U CHUMAETCsl C KOHTPOJIS TOCIIe
(aKkTHUECKOro BBINOJIHEHHUsS] NOPYUYEHUH, NTOKYMEHTHPOBAHHOI'O MOATBEP)KJICHHSI MCIOIHEHUS U
COO0O0I1LIEHUs PE3YJIbTATOB €r0 PACCMOTPEHUS 3aMHTEPECOBAHHBIM OpraHU3alUsIM U JINLAM.

Pemenne 00 wucnosHeHMM JOKyMEHTa (IOpy4eHHUs) NPUHUMAET PYKOBOAMTEINb,
MOCTaBUBIIMK JOKYMEHT (MIOpy4YeHHE) Ha KOHTPOJIb, C O0Os3aTelIbHBIM HH(OPMUPOBAHHEM
CHELUATNCTOB CEKTOpa OpPrpadoThl.

Ha ucnonHeHHOM AOKyMEHTE MpPOCTaBIsAETCS OTMETKA O HANpaBICHUH JIOKYMEHTa B JIEIIO,
CBe/IeHUs 00 UCIOJHEHUH T0KyMeHTa (nopyueHus) BHocsTcs B OPK CMOB «Zlupexktym».

4.8.14. ]JlokymMeHTBl (IIOpY4YeHHs), HE CHATBIE C KOHTPOJISI M HE TPOJUICHHBIE B
YCTAHOBJICHHOM IOPSJIKE, CYUTAIOTCS HEUCIIOJTHEHHBIMU.

4.8.15. OTBETCTBEHHBI 3a JIENONPOU3BOACTBO AHAIM3UPYET COCTOSHUE W PE3YJIbTATHI
UCIIOJIHEHUS IOKYMEHTOB (MIOpYy4eHUil) U COCTOSHUE UCIOIHUTEIbCKON TUCIIUITIINHBIL:

B MOPSJIKE NPEJBAPUTEIBLHOTO KOHTPOJIS HAIpaBJIAET MCIOJHUTEISIM HAIOMHUHAHUSA O
JIOKYMEHTaX, CPOKHM HCIOJHEHHUS KOTOPbIX HCTEKaroT (3a 3-5 nHell 10 OKOHYaHUS CpoKa
VCIIOJIHEHUS IOKYMEHTA);

pa3 B MecdAll U MO OKOHYAHMM ToJla PYKOBOJIUTENIO OpraHa MECTHOTO CaMOYIIPaBICHMS
HAIpaBlse€T OTYETHl O KOJMYECTBE JOKYMEHTOB, HCIIOJHEHHBIX B CpPOK, MCIIOJIHEHHBIX C
IIPOJUIEHUEM CpPOKa HCIOJIHEHMsI, HE MCIIOJIHEHHBIX, HAXOASIIMUXCS HAa UCIOJHEHWM IO OpraHy
MECTHOI'O CaMOYIIPABJICHUS B LIE€JIOM, P HEOOXOAMMOCTH, — IO OTAEIbHBIM UCIIOTHUTEIISM.

4.9. Opranuszanus padoTbl MCIIOJHUTEJISI ¢ JOKYMEHTaAMHU

4.9.1. UcnonHuTeNb MOMyYaeT JOKYMEHTHI Ha UCIIOJHEHHE B IEHb UX PACCMOTPEHUS WU Ha
clenyromMii  pabouuii J€Hb B COOTBETCTBHUM C PE30TIOLUSAMU pykoBoauTens. CpouHble
JIOKYMEHTBI IIEPENAIOTCS UCIIOJIHUTENIO HE3aMEIIIUTEBHO.

4.9.2. Ecmu MOKyMEHT, TOCTyNHBIIMH Ha WCIIOJHEHHWE, HE WMEET OTHOUICHHS K
KOMIIETEHIIUM YKa3aHHOTO B PE3OJIIOLMM HCHOJIHUTENs, JTOKYMEHT B TOT J€ JEHb WM Ha
CIeyIOmMi pabounii 1IeHb BO3BPAILLAETCS] OTBETCTBEHHOMY 3a JEIOMPOM3BOACTBO /ISl PEIICHUS
BOIIPOCA O TIEPEHANIPABIIEHNH €TI0 HA UCIIOJIHEHUE K APYTOMY HUCIIOJIHUTEIIO.

4.9.3. VcnonHeHne TOKyMEHTa MPeyCMaTPUBACT:

cOop 1 aHanu3 HeoOXOAMMOM HH(pOpMAIHH;

MOJITOTOBKY MPOEKTa JOKYMEHTA U ero 0()OpMIICHHE;

COTJIACOBaHUE MPOEKTA TIOKYMEHTA C 3aMHTEPECOBAHHBIMU JIHIIAMU;

JI0pabOTKy MpOEKTa JOKYMEHTa 10 3aMeYaHUsM, MOJIY4YeHHBIM B XOJI€ COIJIACOBaHUS (B
Cllydae Cepbe3HOM KOPPEKTHMPOBKM MpPOEKTa JOKyMEHTa MPOBOJUTCS €ro IOBTOPHOE
COTJIACOBaHUE);

B HEOOXOUMBIX CITydasx — MOJATOTOBKY CHHCKa (yKa3aTess) pacChUIKU JOKYMEHTA;

MpeJCTaBICHUE POEKTa JOKYMEHTa Ha MOAMUCH (YTBEP)KICHNE) PYKOBOJICTBY;

MOATOTOBKY JOKYMEHTa K OTIIpaBKE U Iepeaaya KOMUU JOKYMEHTa B 110 (BBIIOJIHSET
OTBETCTBEHHBIH 3a JIE€JIONPOU3BOJICTBO).

4.9.4. Tlpu HampaBIEHUH TOKYMEHTAa HECKOJIHKHUM HCIOJHHUTEISIM OTBETCTBEHHOCTH 32
MOJATOTOBKY NPOEKTa IOKYMEHTa HECET HCIIOJHUTENb, YKa3aHHBI B PE30JIIOLUU TEPBBIM HWIIH
0003HAuEHHBIH B PE30JIOIMH KaK OTBETCTBEHHBIN HCIIOJHUTEb.
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4.9.5. OTBeTCTBEHHBI HCIOJHUTENIb, HMMEET NPaBO JaBaThb IOPYYEHHUS OCTAIbHBIM
WCIIOJTHUTEIISAM, MPOBOJAUTH paboyue COBELIAHUS i1 BBIPAOOTKM COBMECTHOro pemieHusi. Bce
VCIIOJIHUTENIN B PAaBHOM CTENEHM OTBETCTBEHHBI 32 CBOEBPEMEHHOE M KAauE€CTBEHHOE HMCIIOJIHEHHE
MOpYYEHUsT U TPEJCTABICHUE OTBETCTBEHHOMY WCIIOJHUTENIO B YCTaHOBJIEHHBIE UM CpPOKHU
HeoOX0UMble MaTepHalibl (IIPOEKTHI JOKYMEHTOB, CIIPAaBKH U Ap.). VcrionHuTe M HE UMEIOT IpaBa
IPEJCTaBIsATh  HPOEKThl  JOKYMEHTOB  pPYKOBOJIMTENIO, JaBIIEMYy IOpydY€HUE, MHUHYS
OTBETCTBEHHOI'O UCIIOJHUTEIIS.

OTBeTCTBEHHBI HCIOJIHUTEIh HECET MEePCOHAIBHYI0 OTBETCTBEHHOCTh 3a COONIOJCHUE
CPOKOB, TOJHOTY W JOCTOBEPHOCTh HH(OPMALUHU, H3JIOKEHHOH B IOATOTOBICHHOM IIPOEKTE
JIOKYMEHTA.

4.9.6. B ciydae oTCyTCTBUS UCTIOTHUTENS (KOMAaHIUPOBKA, OTITYCK, O0OJIE3HB) TOKYMEHT IO
YKa3aHUIO PYKOBOAMTENS IMOAPA3JICICHUs NepeaeTcs APYroMy HCIOJHHUTEN0 ¢ 00s3aTeNbHBIM
coo0IIeHreM ero GaMUIHH JISTOMPOU3BOTUTEIIO MOAPA3ICIICHUS ISl BHECEHUS n3MeHeHuii B DPK
nokymenTa B CMOB «Jlupektymy».

4.9.7. Ilpu yBOJIbHEHHH WM TEPEXOJe Ha APYrol y4acToK pabOThI COTPYAHHMK OO0s3aH
CHaTh TOKYMEHTHI U Jiella OTBETCTBEHHOMY 3a JEJIONPOU3BOACTBO (B clyyae HEOOXOIMMOCTH, IO
aKTy IpHeMa-leperadd, B KOTOPOM YKa3blBalOTCS BHJbl JAeNl (3aroJIOBKM Jell) U HX
KOJIMYECTBO M KOTOPBIM MOJMUCHIBAETCS PAOOTHUKOM, MEPENaBIINM JOKYMEHTBI, 1 PA0OTHUKOM,
NPUHSBIIMM JOKYMEHTHI).

4.9.8. PegynbraroM ~ HCIONHEHHUS ~ JOKYMEHTa  SIBISE€TCA  MPOEKT  JOKYMEHTa,
[IOJIFOTOBJICHHBII MCTIOIHUTEIIEM.

[IpoekT nOKyMeHTa €O BCEeMH HEOOXOJMMBIMHU TMPUJIIOKEHUSMHU, HAleyaTaHHBIA U
O0(pOpMIICHHBI B COOTBETCTBHM C TIPAaBWJIAMH, YCTAaHOBJICHHBIMH B paszzaene 3 MHCTpykiuw,
UCIIOJTHUTEIb COTJIACOBBIBACT C 3aMHTEPECOBAHHBIMU JIUIIAMH U, TIPU HEOOXOIUMOCTH, C IPYTHUMHU
OpraHu3alUsIMU.

JIOKyMeHTBI, TpelHa3HaYeHHbIC MJIs1 OTIpPaBKU, O(OpPMIsIOTCS Ha OllaHKe opraHa
MECTHOI'O CaMOYIIpaBJIEHUs YycTaHOBIeHHOW ¢GopMbl (mpunoxenust Ne 1-7). Jlns ornpaBku
JIOKYMEHTOB, HE HMEIOLUX aJPECHOM YaCTH, COCTABIISIETCS COTPOBOJUTEIIBHOE MUCHMO.

Ha noxkymeHT, paccbuiaeMblii Oosee yeM B 4YeThIpe ajpeca, UCIOJIHUTENb FOTOBUT CIHCOK
pacCchbUIKH, ONpENeNsieT KOJIMYECTBO OJK3EMIUIAPOB JOKYMEHTa U TIOCIE€  PErHCTpalyu
oOecrnieunBaeT U3roTOBJICHHE HEOOXOIMMOTO KOJIMYECTBA KOMUH.

HcnomHuTenb HECET OTBETCTBEHHOCTh 3a MOJHOTY, JOCTOBEPHOCTh M CBOEBPEMEHHOCTH
coo011aeMoit UHGOpMaIHH.

4.9.9. Ucnonautens  (OTBETCTBEHHBI  WCHOTHUTENb)  OpraHU3yeT  COIJIaCOBaHHE
(BU3UpOBAaHME) NPOEKTa JOKYMEHTa CO BCEMU 3aMHTEPECOBAHHBIMM JIMLAMH U IPOBOAUT
opabOTKy MPOEKTa MO 3aMEYaHUsIM B COOTBETCTBHH € pazzenoM 3.7 MHCTpyKIum.

[Ipn Hanuuuu OOJBIIOTO KOJIMYECTBA 3aMEUaHUN JI0 MpPEACTaBICHHUS J0paOOTaHHOTO
IpOoeKTa JOKYMEHTa Ha IMOANUCh PYKOBOJIUTENIO MCIOJHHUTEIb TOTOBUT CBOJAKY 3aMEYaHWUN
(mpeasiokeHUi), B KOTOPOM yKa3bIBaeTcs: cojepxaHHe 3ameudaHus (TpeuioKeHHs), aBTOp
3aMeyaHus, NPUHATO WM OTKJIOHEHO 3aMedyaHue (eciau 3aMeyaHHe OTKJIOHEHO, — MPHYHUHY
OTKJIOHEHHS).

4.9.10. TTocme n0paOOTKM ¥ TIOBTOPHOTO BH3HMPOBAaHUS  (COTJIAaCOBaHMS) TPOEKT
JIOKYMEHTa IepelaeTcss Ha mnojnucanue (yTBepxkaeHue). Jlo npencTaBieHHMsT HAa IOAMNKCH
UCIIOJTHUTEINIb MPOBEPSET MPaBUIBLHOCTH O(OPMIICHUS JOKYMEHTa, MPaBHJIBHOCTb OQOPMIICHHUS
ajpecara, HalU4yue HEOOXOIUMBIX BHU3, NPUIOKEHUH, TPU HEOOXOIUMOCTH CIPABOK,
MOSICHUTENbHBIX 3alMCOK, PAa3bSCHSIOMIUX COJIepKaHUE MOJATOTOBICHHBIX JIOKYMEHTOB, JIHCTa
(ykazaresist) pacChUIKH.

4.9.11. TloanucaHHBI AOKYMEHT WCHOJHHUTENb TEPEeNacT IS PErHCTPallid U OTIPABKH
W/WIIN BKJIFOUYEHUS B JIEJIO.

B cooTBeTcTBUM ¢ HOMEHKJIATYpOl JIe)1 UCTIOJIHUTENb ONpeesieT HHACKC Jiesia, B KOTOpoe
JIOJKEH OBITh BKITIOYEH JOKYMEHT.

49.12. B xozme WCIONHEHUS JOKYMEHTAa WCIIOJIHUTENIb WMEET TMpaBO Mpejjararhb
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U3MEHEHHE CPOKa HUCIIOJIHEHUS, €CIM OTCYTCTBYIOT peaJIbHbI€ YCIOBMS HCIOJHEHHUS IOKyMEHTa
(mopyueHust), Jenarb IOMETKM Ha JIOKYMEHT€ O BPEMEHM €ro IIOCTYIUIEHUs, O JaTax
IPOMEXYTOUYHOTO KOHTPOJSL, TeNe(POHHBIX W TMHUCBMEHHBIX 3ampocax, O JaTeé M pe3ysbTaTe
OKOHYATEeIbHOTO UCIIOJHEHHUS.

4.9.13. Ilpu pemieHnu BoIpoca MO TelepoHy WIM JIMYHO HA WCIOJHEHHOM JOKYMEHTE
UCIIOJIHUTEIIb AeTaeT OTMETKY 00 ucnosHeHuu. Hanpumep:

«CnopHele Bompocsl cornacoBanbl ¢ npenacraButensMu OOO «Bopokanam». Ilpoekt
noroBopa Oyzaet HampasiieH 10 10.05.2019».

Ioonuce ucnornumens 07.05.2019

4.9.14. ViconmHUTEnh HE MMEET IpaBa pa3riallaTh COJACpPKAHWE MOCTYNHUBIIUX K HEMY
JOKYMEHTOB M IIOJTOTOBJIEHHBIX IPOEKTOB CIIy>)KEOHBIX JOKYMEHTOB, C HHUMH MOTYT OBITH
03HAKOMJIEHBI TOJIBKO JIMIIA, UMEIOLUE OTHOIIEHUE K UX UCIIOJIHEHHUIO.

4.10. Ilopsiaok paGoThl ¢ NMCbMEHHBIMU U YCTHBIMU 00paIlleHUSIMH TPaKIaH

4.10.1. Tlpmem u peructpanmio OOpameHWd TpaKAaH OCYIIECTBISET CIEIHUAINCT,
OTBETCTBEHHBIH 3a JI€J0NPOU3BOJICTBO.

4.10.2. Bce nmocTynaromye MUCHEMEHHBIC H YCTHBIC 00paIlieHus TPaXKIaH PETHCTPUPYIOTCS B
nporpamme CMDB «/lupektym». Peructpamus oOpaiieHuil rpaxiaH OCYIIECTBISETCS B TEUCHHE
TpeX JHEH C MOMEHTa TIOCTYIUIGHHs oOpamieHusi. Perucrpanus oOpamieHuid TpakaaH
OCyIeCTBJIeTCS B TeYeHHe TpeX AHeH ¢ MOMeHTa MoCTyIUleHus obOpamenus’. He mommexart
perucTpainyu U pacCMOTPEHUIO MMUCbMa, IPETIOKEHUS, 3asIBJICHHUSL, JKal00bl Ipax/1aH 0e3 yKazaHus
dbamunuu 3asBUTENS, JAHHBIX O €ro MECTE JKHUTENbCTBA, PabOThl WM y4deObl, a Takke He
coJiep Kalie MpeUIoKEeHNUs, 3asiBICHIS U )KaJo0bl. YKa3aHHbIE BUJBI JJOKYMEHTOB (DOPMUPYIOTCS
B JIEJI0O BPEMEHHOI'O CPOKA XPAHEHHS.

4.10.3. 3ampemaercs HampaBJIATh JKaJOOBl TpakgaH JJII  PACCMOTPEHHUS  TEM
JOJDKHOCTHBIM JIMLAM, JIEMCTBUS KOTOPBIX 00KaTyIOTCS.

4.10.4. JInyHbIi preM IpakIaH ocyllecTBIsieTcs [ TaBoi MyHHIIMITATBHOTO 00pa30BaHMI.

4.10.5. B cinyyae ecnu M3JI0KEHHBIE B YCTHOM oOOpamieHHuH (PakTbl U OOCTOSTENbCTBA
SBIISTIOTCSI OYEBUIHBIMH M HE TPEOYIOT JOTIOJNHUTENBHOW MPOBEPKH, OTBET Ha OOpalieHue ¢
corJiacusi TpakJJaHMHa MOKET OBITh JJaH YCTHO B XOJI€ JJMYHOTO MPUEMA, O YEM JIEIAeTCs 3allUCh B
KapTouke JuyHoro B nporpamme CMOB «lupektym». B ocTanbHBIX cllydasix 1aeTcs MTUChbMEHHBIN
OTBET I10 CYIIECTBY MTOCTABJIECHHBIX B 0OpaIlleHNH BOIPOCOB.

V. IOKYMEHTAJIbHBIN ®OHJl OPTAHA MECTHOI'O CAMOYTIPABJIEHUS

Opranuzanus  pabOTBl C JOKyMEHTaMH B JENOMPOU3BOJCTBE TMPEACTaBISET COOOH
COBOKYIHOCTh BHJIOB pabOT, OOECHEUYMBAIONINX COXPAHHOCTh, Yy4Ye€T, CHUCTEMAaTHU3AIUIO
JIOKYMEHTOB, (opmupoBanre U OGOpMJICHHE el Ha JeJIONPOU3BOJICTBEHHOW CTaAud W UX
nepegady B apXWB OpraHa MECTHOTO CaMOYIPABJICHHS B COOTBETCTBHU C TpPeOOBaHUSIMH,
YCTaHOBJICHHBIMH ~ HOPMATHUBHO-METOJWYECKUMHU JOKYMEHTAaMH 10 apXUBHOMY [y |
JIEJIONPOU3BO/ICTBY.

4 denepanbHblii 3akoH or 2 Mas 2006 r. Ne 59-®@3 «O mnopsake paccMOTPeHMsl OOpalleHHH TIpaiaH
B Poccuiickoit ®enepannn» (Cobpanue 3akoHomarenbcTBa Poccuiickoit @enepanuu, 2006, Ne 19, ct. 2060; 2010, Ne
27, ct. 3410; Ne 31, c1. 4196; 2012, Ne 31, cr. 4470; 2013, Ne 19, cr. 2307; Ne 27, cr. 3474; 2014, Ne 48, cr. 6638;
2015, Ne 45, cr. 6206; 2017, Ne 49, ct. 7327).
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5.1. PazpaboTka u BeJleHHe HOMEHKJIATYPBI A€

5.1.1. HomenknaTypa JieJ - CHCTEeMaTU3UPOBAHHBIN NIEpeueHb 3aroJIOBKOB (HAMMEHOBAHUM )
Jie]l, 3aBOJIMMBIX B OpraHax MECTHOIO CaMOYIpPaBI€HHS MYyHHLIMIAIBHBIX 0Opa30BaHUi, ¢
yKa3aHUEM CPOKOB MX XpaHEHHsI, 0)OPMIICHHBIH B yCTAHOBJICHHOM IOPSIKE.

5.1.2. HomeHnknartypa e npeaHazHauyeHa JUlsl IPyNIHUPOBKY UCIOJIHEHHBIX JOKYMEHTOB B
JieJ1a, CUCTEMATU3allu1 U YUeTa Jell, ONpEeAeIeHUs] CPOKOB X XPAHEHUS U SIBISETCS OCHOBOM JUIs
COCTaBJICHUS OMNMCEN Jie] MOCTOSHHOIO M BpeMEHHOro (cBwimie 10 jer) XpaHeHus, a Takxke Ui
yderta Jiej BpeMeHHOTo (10 10 JeT BKIIOUUTENbHO) XpaHEHUsI.

5.1.3. Ilpu cocTtaBieHMM HOMEHKJIATypbl M€l CIEeAyeT PYKOBOJACTBOBATHCS YCTaBOM
MYHUIIUTIATBHOTO  oOpazoBaHust «MyHUIMNANbHBI OKpyr Spckuil  pailoH YaMypTCKOM
PeciyOnukn», mnonoxkeHusMu o0 oOpraHax MECTHOTO CaMOYIPAaBICHHS MYHHULIUIAIBLHOTO
o0pa3oBaHMs, MX CTPYKTYPHBIX MOJpPA3AEICHUAX, PETrJaMEHTOM, IITAaTHBIMU PpacClUCaHUSIMHU,
IUIaHAaMM U OT4eTaMH O paloTe, MepeyHs MM JOKYMEHTOB C yKa3aHHMEM CpPOKOB UX XpaHEHH,
HOMEHKJIATypaMH [Iel 3@ HPEJIIECTBYIOLIUE TOAbl, NPUMEPHbIMU HOMEHKJIATypamH JIed.
N3yuaroTcst JOKyMEHTbI, 00pa3yIoIIrecs B I€ATEIbHOCTH OPraHOB MECTHOI'O CaMOYIPABJICHUs, UX
BU/Ibl, COCTaB U COJEpPKAHUE.

5.1.4. AnMuHHUCTpanus MyHUIMIAIBHOTO oOpa3oBaHus «MyHUIMNAIBHBIN OKpyT Spckuit
paiion Ynamyprckoil PecnyOiuku», CTpyKTypHBbIE MOJpa3/eleHus, SBISIOIIUECS OTACIbHBIMU
MCTOYHUKAMU KOMILJIEKTOBAHUSI apXUBHOI'O OT/IEJIa COCTABIISIOT CaMOCTOSITENIbHbIE HOMEHKJIATYPhbI
JElL.

5.1.5. HomeHkiaTypa Aes cOCTaBiseTcsl U MOJIUCHIBAETCS COTPYIHUKOM, OTBETCTBEHHBIM
3a JICJIONPOM3BOJACTBO, YTBEPIKAACTCSl TIJIaBOW MYHUIIMIAIBHOTO 0Opa3oBaHus (MPHIIOKEHHE
Ne29).

5.1.6. HomeHnknarypa el OpraHoB MECTHOI'O CaMOYIIPaBJIEHMs IedaTaerci B 2-X
IK3EMIUIApaX, OAMH OJK3EMIUIIpP HOMEHKIATyphl Jel I[epelaeTcs B apXUBHBIM CEKTOp
VYnpasineHus o0pa3oBaHMS M apXMBOB AJIMUHUCTpPAllMM MYHHUIMIIAIBHOTO 00pa30BaHUS
«MyHununaneHeiii okpyr Sfpckuii paifon Yamyprckoir PecnyOmuku». Homenknarypa nen
ABJIAETCS JTOKYMEHTOM ITOCTOSIHHOTO XPAaHEHHUs W BKIIOYAECTCd B HOMEHKIATYPY €I B pasiel
JIOKYMEHTAllMOHHOTO 00eCcrieueHNs yIpaBIeHUsI.

5.1.7. HomeHknaTypa Jiell OpraHoB MECTHOTO CaMOYIpAaBJIE€HHsS B KOHIE KaXKIOro rojaa
YTOYHSIETCSI, YTBEPKAAETCS U BBOAUTCS B IEHCTBUE C | sTHBapsl CIAEAYIOLIETr0 KajleH1apHOro roja.

5.1.8. HomeHknaTypa el OpraHoB MECTHOIO CaMOYIIpaBJI€HHs OAMH pa3 B 5 Jer
COTJIaCOBBIBACTCA C MEKBEIOMCTBEHHON 3KCIEPTHO-IIPOBEPOYHON METOAUYECKONM KOMHMCCHEN
(OIIMK) Komureta no nenam apxuBoB npu IlpaBurtenscte YP, B ciiydyae KOpEHHBIX W3MEHEHHUH
(GYHKIUI U CTPYKTYpPbl OPTraHOB MECTHOT'O CaMOYIIPABJIEHHUS COTJIACOBBIBAETCS 3aHOBO.

5.1.9. HaumeHoBaHUs pa3/iesioB B HOMEHKJATypax el JAlTcs MO0 (PyHKIHMOHAIBHOMY
IPUHLNIY: (PYKOBOJCTBO, KaJpbl, ApXHUB, OyXralTepCKUil y4ET U OTYETHOCTD U JIp.).

B HOMEHKIaTypy Aen BKIIOYAIOTCS 3arojOBKH €I, OTpa)karollMe BCE JOKYMEHTHUPYEMBIE
y4acTKM paboThl OpraHOB MECTHOTO CaMOYIpaBJICHHs MYHMIMIAIBLHOTO OOpa3oBaHMS.
NuauBuayanbHble HOMEHKJIATYpPHl A€l OPraHOB MECTHOIO CaMOYIIPAaBJICHHMsS MYHHULUIAIbHBIX
00pa3oBaHMl COCTaBJISIOTCS HA OCHOBE NMPHUMEPHOM, C yUeTOM H3yU€HHUsSl COCTaBa, COJEPKAHUS U
KOJIMYECTBA JIOKYMEHTOB, O0Opa3ylolMxcs B TMpolecce AeATEJbHOCTH OpPraHOB MECTHOI'O
camoynpasiieHusl. B uHAMBHIyaIbHBIE HOMEHKIIATYPhI J€JT BKIIOYAIOTCS BCE JJOKYMEHTBI, PEaJbHO
oOpasyrouecss B JEATEIbHOCTH OPraHOB MECTHOT'O CaMOYIpaBJICHUS, HE3aBUCUMO OT HOCHTEJI,
CTeNeHH KOH(UIEHIINAIILHOCTH U ClI0c00a (pUKcaIy JOKyMEHTHON HHPOpMAaIIUH.

B HOMeHKIaTypy Aes HE BKIHOYAIOTCS IEPUOINIECKUE U3/IaHNUS.

5.1.10. I'padbt HOMEHKIIATYPHI JIEJT 3aTOITHSIOTCS CIEAYIOLIIM 00pa3oM.

B rpade 1 HOMEHKNATyphl J€J1 MPOCTABISAIOTCS WHAEKCHI KaXJOro JieNa, BKIOYEHHOTO B
HOMEeHKIaTypy. VHaeke nena cocTOMT U3 IU(PPOBOro 0OO3HAUEHUsS pazjiela HOMEHKJIATypbl U
NOPSIIKOBOTO HOMEpa 3arojioBka Jieja 10 HOMEHKJIAType B Ipenenax pasgena. Mupekcsl nen
obo3HavaroTcsi apabckumu 1mdpamu. Hampumep: 12-05, tme 12 - o6Go3naueHue pasnena
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HOMEHKJIATYpHI Jiela, HalpuMep: «OyXralTepcKuil ydeT U OT4eTHOCThY, 05 - mopsaKkoBbIil HOMEp
3aroJjioBKa JieJia 10 HOMEHKJIAType.

B HOMeHKIaType Jen peKOMEHIYeTCs COXPaHSATh OJWHAKOBBIC MHIEKCHI NI OJHOPOIHBIX
JIel B Tpelenax pasHbIX CTPYKTYPHBIX TMOApA3JENeHUN; s NepexXolsilIuX el HHIEKC
COXPAaHSICTCS.

B rpady 2 HomeHKIaTyphl 1€ BKIOYAOTCS 3ar0JIOBKH JIe] (TOMOB, 4acTeil).

3aroyioBOK Jena JIOJDKEH YeTKO, B 0000IeHHON (hopme oTpakaTh OCHOBHOE COJCPIKAHHUE H
COCTaB JJOKYMEHTOB JIefia.

He nomyckaetcst ynotpeOiieHHe B 3arojioBKe Jelia HEKOHKPETHBIX (OPMYITUPOBOK («pa3HbIE
MaTepuaibl», «0o0Ias mnepenucka» u T.J.), a Takke BBOJHBIX CIOB U CIOXHBIX 00opoToB. He
JIOIYCKAeTCsl yHOTPEeOJICHNE COKpAIICHHBIX CJIOB M COKPAlICHHBIX HAMMEHOBAaHWUU OpraHa
MECTHOI'O CaMOYITPaBJICHUS.

3aroloBOK  Jeia  COCTOMT M3 DJIEMEHTOB,  paclojlaraéMbIX B CICIYIONICH
MOCJIEI0BAaTEIbHOCTU: Ha3BaHHE BUAa Jenia (Iepenucka, >KypHal ¥ T.A.) WIH Pa3HOBUIHOCTU
JIOKYMEHTOB (IIPOTOKOJIBI, MIPUKA3bl U T.J.); HA3BaHUE OpraHa MECTHOT'O CaMOYIIpaBJICHHS (aBTOP
JOKYMEHTa); Ha3BaHUE OpraHU3alliu, KOTOpOHl OyayT aapecoBaHbl WJIM OT KOTOpPOM OymyT
MOJTy4eHbl JIOKYMEHTHI (aapecaT WM KOPPECIOHISHT JIOKyMEHTa); KpaTKoe COJep KaHue
JOKYMEHTOB JleJla; Ha3BaHHE MECTHOCTH (TEPpPUTOpUU), C KOTOPOW CBSI3aHO COZACpKAHHE
JIOKYMEHTOB JieJia; j1ata (MIepuo1), K KOTOPBIM OTHOCSITCS JJOKYMEHTHI JIeia.

B 3aromoBkax pen, conepikallMx TOKYMEHTHI MO OJHOMY BOIIPOCY, HO HE CBSI3aHHBIX
MOCJICIOBATEIPHOCTRIO ~ WCIIOJIHGHUSI, B KayecTBe BHUAA Jiela YIOTPEOJIIeTCs TEPMHH
«JIOKyMEHTB», a B KOHIIE 3arojioBKa B CKOOKaxX YKAa3bIBalOTCSI OCHOBHBIE Pa3HOBHUIHOCTU
JIOKYMEHTOB, KOTOPBIE JIOJDKHBI OBITH CTPYIITUPOBAHBI B Jiefie (IJIaHbI, CITUCKH, TOKIAIbl U T.JI.).

Hampuwmep:

Hoxymenmor 0 nposedenuu Kouwkypca no oOaazoycmpoucmgy (nonoogicenue, CnucKu,
ungopmayuu)

B 3aromoBkax jein, copepKamux MepernucKy, YKa3plBaeTcs, ¢ KEM U 10 KaKOMY BOIIPOCY OHA
BEJICTCS:

«llepenucka ¢ o06pazosamenvHbIMU  YUPEHCOCHUAMU O NOBbIUEHUU Kearupurkayuu
PaboOmMHUKOBY.

B 3aronoBkax Jien, coaepKamuxX TEPEenucKy C OJHOPOJHBIMU KOPPECTIOHICHTAMH,
MOCIIEIHNE HE YKA3bIBAIOTCS, a YKa3bIBAETCs UX OOIIee BUI0OBOE HA3BaHHUE.

Hanpuwmep:

Ilepenucka ¢ pecnyOIUKAHCKUMU 20CYOAPCMBEHHbIMU OpP2aAHAMU GIACMU NO OCHOBHOU
oesmenvHOCMU

B 3aromoBkax [1en, colep)KalMX IEPENUCKy C Pa3sHOPOJHBIMH KOPPECIOHJEHTaMH,
MIOCJIETHUE HE MEPEYUCIIAIOTCA.

Hamnpuwmep:

Ilepenucka o nHazpadcoenuu pabomHUKo8, NPUCEOEHUU NOYEMHbIX 36AHUL

B 3aronoBke nena yka3bIBaeTCs KOHKPETHBIM KOPPECHOHAEHT, €CIM MEepenucka BeaeTcs
TOJIBKO C HUM.

Hamnpumep:

Ilepenucka c npoxypamypoii Apckoeo pationa no 60npocam 0CHOBHOU OesiMmenrbHOCU

[Ipn oO6o3HaueHHMH B 3arojioBKax Jel aJAMHHHCTPATUBHO-TEPPUTOPUAIBHBIX €IUHUI]
YYHTBIBACTCS CIACAYIOLIEE:

€CIM  COJAEpXKAHUE JieJla Kacaercs HECKOIbKUX OJHOPOAHBIX  aJIMUHHUCTPATHUBHO-
TEPPUTOPUAJIBHBIX €IMHHUILl, B 3aroJOBKE Jie€jla HE YKa3bIBAalOTCS MX KOHKPETHBIC HA3BaHHUS, a
YKa3bIBAETCs X 00Iee BUIOBOE Ha3BaHHUE!
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«llepenucka c yupexcoenusamu Kynomypot Kusnepckozo pationay.

€CJIM COJEpKaHHUE Jela KacaeTcs OJHOM aJMUHUCTPATUBHO-TEPPUTOPHUAIBHON €AVHUIIBI
(HaceJIeHHOT'O IyHKTA), €€ (€ro) Ha3BaHUE yKa3bIBAETCs B 3ar0JIOBKE JeJia:

«llepenucka c ynpasnenuem coyuanbHou 3awumel 6 fIpckom patione 0 NIaHUPOSAHUU U
omyemHoCmuy.

B 3aronoBkax e, copepkamux IUIAHOBYHO WJIM OTYETHYHO JOKYMEHTAIMIO, YKa3bIBAaeTCA
nepuo (KkBaprtai, rof) Ha (3a) KOTOPbIA COCTaBJICHBI IJIaHbI (OTYETHI).

Hanpumep:

T'o0osvie naanvl unancosvix meponpusmuil

L'0006ble cmamucmuueckue omuemsl 0 pacxooax Ha cooepicanue asmompancnopma (¢p.Ne..)

Ecmu nenmo Oyzaer cocTosTh M3 HECKOJIBKUX TOMOB WJIM YacTe€d, TO COCTABIISETCS OOIMIMN
3arojIOBOK Jleia, a 3aTeM MpPU HEOOXOIMMOCTH COCTAaBJISIOTCS 3aroJIOBKH Ka)KIOro ToMa (4acTtu),
YTOYHSIOLIUE COAECPKAHKE 3ar0JIOBKa JIEa.

3arooBOK MOPUJIOKEHUS K JAeny, C(HOpPMHUPOBAHHOTO B OTHEIbHBIA TOM, JOJDKEH
COOTBETCTBOBAThH 3aroJIOBKY IIOMELIEHHOI'O B 3TOT TOM JJOKYMEHTA.

[Topsimok pacnosioKeHUsl 3aroJ0BKOB JI€Jl BHYTPU Pa3/esioB U IOJAPA3J/IeJIOB HOMEHKIATYpPhI
JIeJl OIpEeNIeNsieTCs CTENEHbI0 BaXKHOCTH JOKYMEHTOB, COCTABIIAIOIIMX JEJIa, U UX B3aUMOCBS3bIO.
Bnauane pacnosararorcs 3arojIOBKM Jel, COAEpKaUIUX OpraHU3alMOHHO-PACHIOPSIUTEIbHYIO
nokyMmeHrtauuto. [IpumepHas cxema cucreMarusanusi JOKYMEHTOB B HOMEHKJIAType el JaHa B
npuitoxkeHun Ne 30.

3aroJ0BKH JIe]l MOTYT YTOUHSTBCS B Tiporiecce popMUpOBaHUS U OPOPMIICHHS JeIl.

I'pacba 3 HOMEHKIATYPBI A€T 3aMOTHSACTCS TI0 OKOHYAHUU KaJIeHIaPHOTO Tofa.

[lo noctuxeHUM JeoM, BKIIOYAIOUIMM JOKYMEHThl BpeMeHHbIX (cBbpimie 10 ner) u
MOCTOSTHHOTO CPOKOB XpaHeHUs, o0bema B 250 JIMCTOB, TOM 3aKPBIBAETCS U OTKPHIBAECTCS HOBBIMA
ToM. B rpade 3 HOMEHKIATYpHI €1 MOCIEIOBATEIbHO YKa3bIBAIOTCS HOMEpAa TOMOB W KpaiHUE
JaThl JOKYMEHTOB Ka)KJI0r0 TOMa:

Tom 1. 11.01.2018 -

30.06.2018

DNEeKTpOHHBIE Jlefla Ha ToMa (YacTH) HE pasnensitorcs. Bce aieKTpOHHBIE JTOKYMEHTHI,
HE3aBUCHMO OT X 00beMa, BKIIFOYAIOTCS B OJTHO AJIEKTPOHHOE JIENO.

B rpajge 4 yka3bIBalOTCSI CPOKM XpaHEHHUs JeJl W HOMepa cTaTeil MO TUIIOBOMY WM
BEJJOMCTBEHHOMY IIEPEUHIO JOKYMEHTOB C YKa3aHHUEM CPOKOB XpaHEHMsI, a IIPU €ro OTCYTCTBUHU -
[0 TUNOBOW WJIM NPUMEPHOW HOMEHKJIAType A€l WM JaeTcsi CChUIKa Ha COOTBETCTBYIOIIEE
pemerne DIIMK Komurera no nenam apxuBoB npu IIpaButenscrBe YP, denepanbHomMy 3akoHy
WJIM HHOMY HOPMaTUBHOMY IIPAaBOBOMY aKTy.

B rpade S5 «IIpumeuaHue»  yKa3bIBAalOTCS Ha3BaHHE IEpEeYHEH  JIOKYMEHTOB,
UCIIOJIb30BAaHHBIX TIPU OINpEAENIEHUU CpPOKOB XpaHEHMsI [eJ, MPOCTABIAIOTCS OTMETKH O
3aBEJICHUHU JEJl, O MepexosaIux aenax (Hampumep, nepexoasuiee ¢ 2017 r.), o BeIIETCHUH AET K
YHUUYTOXKEHHUIO, O JIMI[aX, OTBETCTBEHHBIX 3a (hOpMHUpOBaHUE JIEN U Ap.

DJNEeKTPOHHBIE JOKYMEHTHI (JOPMUPYIOTCS B JieJla B COOTBETCTBUU C HOMEHKJIATYypou AeN U
MHACKCUPYIOTCS B OPSAJKE, YCTAHOBIEHHOM B OTHOILIEHUH JIEJ, COCTaBJICHHBIX U3 JIOKYMEHTOB Ha
OyMa)KHOM HOCHUTEIIE.

B HOoMeHKmatype nen B coorBercTBHH ¢ pemeHneM DIIMK Komurera mo nenam apxuBoB
npu [lpaBurensctBe Yamyprckoil PecnyOnuku B 3arooBke €Nl 3JIEKTPOHHBIX JIOKYMEHTOB
yKa3bIBaeTCs «INEKTPOHHBIA MOKyMeHT». B rpade «lIpumedanne» yka3pIBaeTCsi MECTO XpaHEHUS
AIIEKTPOHHBIX JOKYMEHTOB, BUJ HOCUTENS, HA KOTOPBIX OHU XpaHsatTcs, @.J1.0. oTBeTcTBEHHOTO 32
coxpanHocTh uHpopmaruu; O.J1.0. 0TBETCTBEHHOTO 32 KOITUPOBAHKE.

B HoMeHknaType aen Ha 3JEKTpOHHbIE 00pa3bl JNOKyMeHTOB, B rpade «IIpumeuanue»
yKa3blBaeTcsi oTMeTKa «3/[», MEecTo XpaHEHHUs B3JEKTPOHHBIX JOKYMEHTOB, BHJ HOCUTENs, Ha
KOTOpbIX OHM Xpausircsa, @®.M.O. orBercTBeHHOro 3a coxpaHHocTh HHpopmanuu; D.I.O.
OTBETCTBEHHOI'O 3a PE3€PBHOE KONMPOBAHHUE.
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[Ipy BKIIOYEHWH B HOMEHKIATypy 0a3 MaHHBIX, B Tpade «3aroioBoK Jena» yKa3bIBaTb
MOJITHOC W KPaTKOE€ HaWMMEHOBaHWE 0a3bl JTaHHBIX, OCOOCHHOCTH €€ IMOCTPOCHHS (IOKYMEHTHO-
OpPUEHTHPOBaHHAsL, 00bEKTHO-OPUEHTUPOBAHHAs, TEOMH(DOPMAIIMOHHAS CUCTEMA H T.JI.), OCHOBHOE
coJiepkaHne XpaHuMoii nHpopmanuy, B rpade «[Ipumedanne» ykaszpiBaercs orMeTka «/1», MecTo
XpaHEHHUs JJIEKTPOHHBIX TOKYMEHTOB, BHJ HOCHUTENs, Ha KOTOpbIX OHM Xpausarca, ©.N.O.
OTBETCTBEHHOTO 3a coxXpaHHOCTh wuH(popmarmu, O.M.O. OTBETCTBEHHOIO 3a pe3epBHOE
KOIIMPOBAHUE.

Hanpuwmep:
Nune 3aroJIoBOK neia Komn-Bo Cpok [Ipumeuanue
KC nen XpaHEeHHUs
nena nena u Ne
CTaThH 110
MIEPEYHIO

01-01 | 3akoHBI, HHBIE HOPMATHUBHBIC AKTHI O/; cepsep ....

OpraHOB TOCYJapCTBEHHOH BIACTH OTBETCTBEHHBIH —

Y amypTckoit PecnyOnuikw, WBanoB B.A.; pe3epBHOE

MpUCIaHHBIC Ui CBECHUS KomupoBaHue — Betpos
W.H.

02-25 | I AUC «CAO» (BemeHue 31, cepep /AUC CAO
MOXO3SIICTBEHHBIX KHUT JJISl ydeTa C:\AECONOMYBOOK\D
JUYHBIX  TOACOOHBIX  XO3SHCTB, ATABASE\,-~ UBaHoB
cojiepxariasi ClpaBOYHbIC JTAHHBIC) AA., pe3epBHOE

KomupoBanue — Betpos
1.H.

02-27 | Ilepenucka 00 aAMMHUCTPATHBHO- F:/I1ns obmena/VIBanoB/
XO035lCTBEHHOM 00CITyKUBaHUU. Brictynnenue.doc;
DJEeKTPOHHBIE JOKYMEHTBI OTBETCTBEHHBIH —

NBanoB B.A.; pe3epBHOE
KonupoBaHue — Berpos
1.H.

5.1.11. Eciu B TeueHue rojla B OpraHax MECTHOTO CaMOYIPaBJIE€HUS BO3HUKAIOT HOBBIC
JTOKYMEHTHPOBAHHBIE YYacTKH pabOThl, HENPEeIyCMOTPEHHBIE Jiela, OHH JIOMOJHUTEIHHO
BHOCATCS B HOMEHKJATypy. JlJii BHOBBH 3aBOJMMBIX JIe7T B KaXJIOM paszjieje HOMEHKJIATYphI
OCTaBJISIIOTCS pE€3€pBHBIE HOMEPA.

5.1.12. Tlo okOHYaHHWH TOJa B KOHIIE HOMEHKJIATYPHI JEN JeJIacTCsl MTOTOBas 3aliCh O
KOJIMYECTBE 3aBEICHHBIX JIeN (TOMOB), CBEJCHHS 3allOJTHEHHON WTOTOBOW 3allMCH COOOIIAIOTCS B
apXWB M MPUMEHSIOTCS MPU MOATOTOBKE MACIOPTa apXHBa OpraHa MECTHOTO CaMOYIIPaBIICHHUS.

5.2. ®opmupoBaHue 1€ Ha OyMaKHOM HOCHTEJIe U JIEKTPOHHBIX J1eJ1
U OPraHU3anMs UX TeKylero XpaHeHust

5.2.1. Jleno cuutaercss 3aBelEHHHIM C MOMEHTAa BKJIIOYEHHUS B HEro IEepBOro
UCTIOJTHEHHOTO JOKYMEHTA.

5.2.2. Jlena co AHA WX 3aBEJCHUA A0 Mepelayd B apXHB OpraHU3alMM WU J10 BBIACICHUS
UX K YHHYTO)KCHHUIO TI0 UICTEYCHNUHU CPOKA XPAHEHHS XPAHATCS M0 MECTY MX (POPMHPOBAHUSI.

5.2.3. llpu ¢QopmupoBanun ngea Ha OyMaKHOM HOCHTENE JOJDKHBI COOJIIOAATHCS
cleayromue 001ue npaBuia;

B JIEJI0 TIOMEMIAIOTCS HCIOJHEHHBIE JOKYMEHTBI, COOTBETCTBYIOIIME IO CBOEMY
COZIEP’KaHMIO 3aTOJIOBKY JIeJIa TI0 HOMEHKIIATYpe /eI,
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B JIEJO IOMEINAIOTCI BMECTE€ BCE JIOKYMEHTBI, OTHOCSIIMECS K Pa3pelIeHHIO OJHOTrO
BOIIPOCA;

IIPUJIOXKEHUS TOMEIAIOTCS. BMECTE C OCHOBHBIMU JIOKYMEHTAMU;

B JI€J0 BKJIKOYAIOTCA JOKYMEHThl OJHOIO KaJeHJApHOro roja, 3a HCKIIOYEHUEM
NEePEXOIALINX JET;

JOKYMEHTbl IIOCTOSIHHOTO M BPEMEHHBIX CPOKOB XpaHEHHWs TIpPYyNIUPYIOTCS B Jela
pa3eibHoO;

B JIEJIO BKIIFOYAETCS 110 OJHOMY IK3EMIUIAPY KaX10ro JOKYMEHTA;

(akcorpaMmbl, TeJIerpaMMBbl, TeJIePOHOTPAMMBI MMOMEUIAIOTCA B Jieia C IMEPEenucKOd Ha
OOIINX OCHOBaHUSIX;

B JICJIO TOMEMIAIOTCS TOKYMEHTBI MOJHOCThIO 0(hOpMIICHHBIE (JOKYMEHTHI TOJIKHBI UMETh
Jaty, MOJAIUCh U APYTHE HEOOXOAUMBIE PEKBU3UTHI);

B JIEJI0O HE BKJIIOYAIOTCA JIOKYMEHTBI, MOAJIEXKAIIME BO3BpATy, JIMIIHUE AK3EMIUIIPHI U
YEPHOBUKH (32 HCKITFOYCHUEM 0CO00 IICHHBIX);

no o0beMy Jeo, BKIIOYAIONIEEe JOKYMEHTHI Ha OyMa)XHOM HOCHTENe, HE JIOJKHO
npesbiaTh 250 TUCTOB, IpU TOJIIKMHE He Oosiee 4 cM (TOJIIMHA el cO CpoKaMM XpaHeHus 1o 10
JeT He noipkHa npesbimath 10 cm). [lpu nmpeBblleHMU JaHHOTO 00beMa 3aBOJUTCS BTOPOMl TOM.
[Tpy HanuuuM B Jiesie HECKOJIbKUX TOMOB (YacTeil) MHAEKC U 3arojOBOK Jeja MPOCTaBJIAIOTCA Ha
KaXXJIOM TOMe€ C T00aBICHUEM 0003HAYCHUI: «TOM 1», «TOM 2.

JIOKyMeHTBbI BHYTpHU Jiefla paclojararoTcsi CHU3Y BBEPX B XPOHOJIOTMYECKOM, BOIPOCHO-
JIOTUYECKON MOCIIE0BaTENbHOCTH WK UX COUETAaHUU.

PacnopsinutensHble JIOKYMEHTBI IPYNIUPYIOTCS B nena o BUJIaM
U XPOHOJIOTUM C OTHOCSIIMMHUCS K HHM TPWIOKEHUSIMH. JIOKYMEHTBI — OCHOBaHHSA
K PAcCHOPSAUTENIbHBIM JOKYMEHTAM BKJIFOUAIOTCS B OTEIBHOE JIEII0.

[TpoToxoJibl B [iese pacnoiaraTcs B XpOHOJIOTHYECKOM MOPSAIKE U TI0 HOMEpaM.

JIOKyMeHTbl K 3acelaHusiM (COBELIAaHWsIM) TpPYNIUPYIOTCS B OTHEIBHOE JeN0, KaK U
MPWIOKEHUS K IPOTOKOJIaM, €CIIM OHU CoJiepKaT Oosee 25 CTpaHuLL.

JIOKyMeHTBl K TpPOTOKOJIaM, €CIM OHM CrpYNIUpPOBaHbBl B OTAEIbHBIE JIelNa,
CUCTEMATHU3UPYIOTCS BHYTPH Ji€jIa 110 NOPSAAKY HOMEPOB IPOTOKOJIOB.

JlokanbHbIE HOPMATHBHBIC aKThl  (TMIOJIOXKEHHS, YCTaBbl, MHCTPYKIMH H  Jp.),
YTBEP)KJCHHBIE PACIOPSAAUTEIBHBIMI JOKYMEHTAMH, SIBISIFOTCS TPWIOKEHUSMH K HUM H
IPYNIUPYIOTCS BMECTE C YKa3aHHBIMH JOKYMEHTaMHU.

PacniopskeHust 1o OCHOBHOW J€SATENBHOCTH TPYIIUPYIOTCS OTAEIBHO OT IPUKa30B IO
JUYHOMY COCTaBY U MPUKA30B MO aJIMUHUCTPATUBHO-XO35MCTBEHHOM /1€ATEIBHOCTH.

PacniopskeHust mo TMYHOMY cOCTaBy (OPMHUPYIOTCS B Jiejla B COOTBETCTBHM CO CPOKaMU
XpaHeHMs pacHOpsDKEHUs O TpueMe, IEepPEeMEIICHNUH, YBOJIbHEHUH pPAaOOTHUKOB, HM3MEHEHHUH
AHKETHO-OMorpauueckux AaHHbBIX, MOOLIPEHUN U Jp.) GOPMHUPYIOTCS OTAEIBHO OT MPHUKA30B IO
JPyTUM BoIlpocaM (KOMaHIUPOBKaM, B3bICKAaHUSIM, OUEPEAHBIM U YYEOHBIM OTITyCKaM U Jp.).

JIOKYMEHTBI B IMYHBIX JleJlaX pacrojaraiorcs o Mepe UX MOCTYIUICHHUS.

I'omoBble MiaHbl, CMETHI, OTYETHl MOJIIMBAIOTCS B Jejla TOrO roja, K KOTOPOMY OHHU
OTHOCSITCSL TIO CBOEMY COJE€p’KaHUIO, HE3aBUCMMO OT BpPEMEHU UX COCTaBIE€HUS U JIaThl
NOCTYIUICHUS.

VYTBepKIEHHbIE IUIaHBI, OTYETHI, CMETHI, JUMHTBHI, THUTYJIbHbIE CHOUCKH W JpYyTrHe
JOKYMEHTBI TPYIIHUPYIOTCS OTAEIBHO OT MPOEKTOB 3TUX JJOKYMEHTOB.

PacuetHO-n1eHeX’HBIE JOKYMEHTHI (POPMUPYIOTCS U XPAHATCS B YCTAHOBJIEHHOM MOPSIKE.

[Ipemioskenus, 3asBIeHUs U KajJoObl TpakJaH MO BONPOCaM PabOThl OPraHOB MECTHOTO
CaMOYIpPaBJIEHUSI U BCE JOKYMEHTHI IO HMX PACCMOTPEHUI0 W MCIOJIHEHHUIO TPYHNIUPYIOTCS
OTJENIBHO OT 3as1BJICHUN TPaKIaH MO JIUYHBIM BOIIPOCAM.

[lepenucka rpynnupyercss B Jella IO TeMaTUKe W/WIM  KOPPECIOHAECHTaM H
CUCTEMATU3UPYETCSI B XPOHOJOTUYECKOW IMOCIENOBATEIBHOCTH: JOKYMEHT-OTBET IOMELIAETCS 3a
JIOKYMEHTOM-TIpOCk00#  (3ampocom). [Ipu BO30OHOBIECHWUH TEPENMUCKH TIO OINPEIACICHHOMY
BOIIPOCY, HAauyaBUIECHCS B MPEAbIIyIIEM IOy, JOKYMEHThl BKIIIOUAIOTCSA B JI€JIO TEKYLIEro roja ¢
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yKa3aHHeM WHCKCa Jiena MPeAbIAYIIero roa.

[lepenucka MO aAMHHUCTPATHBHO-XO3SHCTBEHHBIM BOMpocaM (HOPMUPYETCS OTHEIBHO OT
MIEPETHUCKH 110 OCHOBHOM JICSATEIILHOCTH.

[Tpu HE0OXOAMMOCTH B OpraHax MECTHOT'O CaMOYTIPABJICHUS] MOTYT 3aBOJJUTHCSI HOBBIC JIeja B
TEYCHWe ToJia, B TAKOM Cllydae OTBETCTBEHHBIM 3a  JCJIONPOU3BOJCTBO  JieJacT
COOTBETCTBYIOIIME IOMETKH B HOMEHKJIATYpE JIeJ.

DNEeKTPOHHBIE JOKYMEHTHI ()OPMUPYIOTCS B JieJla B COOTBETCTBUU C HOMEHKIIATYPOW Jel B
TOI MH(POPMAIIMOHHOH CUCTEME, B KOTOPOI OHH OBLIH CO3/IaHbI I B KOTOPYIO OBUTH BKITIOYCHBI U
WHJICKCUPYIOTCS B TIOPSIKE, YCTAHOBICHHOM B OTHOIIICHUU JIEJ, COCTABJICHHBIX U3 JTOKYMEHTOB Ha
OyMa)KHOM HOCHUTEJIE.

DNEKTPOHHBIE JIOKYMEHTHI TOCJIE WX WCIOJHEHUS TOJICKAT XPAHCHUIO B YCTAHOBICHHOM
HOPSIIKE B TEYCHUE CPOKOB, MPEAYCMOTPEHHBIX Il aHAJIOTUYHBIX JIOKYMEHTOB Ha OyMa)KHOM
HOCHTEJIC.

[Tocne ucTedeHUs: cpoka, YCTAHOBJICHHOTO IS XPAaHEHHs AJIEKTPOHHBIX TOKYMEHTOB, OHHU
MOJJIC)KAT YHUYTOKCHHIO HA OCHOBAHMHM aKTa, YTBEPXKJACHHOTO TJIABOW MYHHUIUIAIBHOTO
obOpasoBaHwUs.

KonTpone 3a mpaBWwiIbHBIM  (OPMHUPOBAHUEM  JCNI  OCYMISCTBIISICT  CHCIHAIHUCT,
OTBETCTBEHHBIH 32 JIEJIONPOU3BOCTBO.

Cnenuanuct, OTBEYAIONIMNA 3a JEJIONPOU3BOJCTBO, 00s3aH 0OecleunBaTh COXPAHHOCTh
JIOKYMEHTOB H JIEIL.

5.2.4. Jlena pa3memarT B padOYnMX KOMHATaX WA CICIHAILHO OTBEICHHBIX IS JTOU
IeJIM TOMEIICHUSX B MKadax, Ha CTE/UIaXax U JpP., YTOObI 00ECIICYUTh UX COXPAHHOCTh M 3aIIUTY
OT BO3/ICUCTBUS BPEAHBIX (PaKTOPOB (TIBUIN, COJIHEYHOTO CBETA U JIP.).

B mensix moBbIIIeHHS ONEPATHBHOTO MTOMCKA JOKYMEHTOB Jiejla pacioyiararorcs B mkadax B

COOTBETCTBUU C HOMEHKIATypoil aen. HomeHkatypa Aen wid BBIIKMCKA U3 HEe MOMENIAeTCsl Ha
BHYTpEHHEH CTOpoHe ImKada.

Ha xopemrkax 0070KeK /1€ yKa3bIBalOTCsl MHIEKCHI IT0 HOMEHKJIIAType Jedl.

3aBeplleHHbIE Jela TOCTOSHHOTO M BpeMeHHOro (cBbliie 10 jeT) XpaHeHUs! XpaHsTCs 10
Mecty ux (opmupoBaHus B TeueHHe | Toma, a 3areM CIArOTCs B apXHB OpraHa MECTHOTO
caMOyTIpaBJICHUsL.

Bbimaya genm  COTpyAHHMKaM oOpraHa MECTHOTO CaMOYTNpPABJICHUS TPOM3BOJIUTCA C
paspemienuss [ maBel  MyHUIHMIaIbHOTO oOpasoBaHus. Jlema BBIZAIOTCS BO  BPEMEHHOE
NOJIb30BaHUE COTPYJHUKAM OpraHa MECTHOTO CaMOYIIpaBJIEHUs Ha CpPOK He Oojiee OJHOro
Mmecsma. Ilocne mcredeHus: yKa3aHHOTO CPOKa JIEJIO JOJDKHO OBITH BO3BPAIICHO Ha MECTO €ro
XpaHEeHHUS.

CTOpOHHUM OpraHu3alMsIM Jejla BBIAAIOTCS HAa OCHOBAHWU WX NHCBMEHHBIX 3alpOCOB C
paspelIeHus: pyKOBOJAUTENS OpraHa MECTHOTO CaMOYTIPaBJICHUS.

W3bsiTHE JTOKYMEHTOB W3 /€7 TOCTOSHHOTO XPaHEHHS JOMYCKAeTCSl B HCKIFOYUTEIBHBIX
cllydasix U MPOU3BOJIUTCA C paspelieHus [ JaBbl MyHUIIMIIAIBLHOTO 00pa30BaHUs C OCTAaBICHHEM B
Jierie 3aBepeHHON KO JIOKYMEHTA 1 aKTa O MPUYMUHAX BBIJAYH ITOITHHHHKA.

5.2.5. B cnyuae yTparbl JOKYMEHTOB M €]l IPOBOJMUTCS CIy>K€OHOE paccienoBaHue, Mo
pe3yabTaTaM KOTOpOTO, JIMIIO0, BHHOBHOE B YTpaTe, HECET OTBETCTBEHHOCTh B YCTaHOBJICHHOM
HOPSIZIKE.

B ciydae BBISIBIIEHUSI OTCYTCTBUS JIEIT, YUCISIIIAXCSI IO HOMEHKIIATYpE A€, PYKOBOJICTBOM
NOJpa3/ieIeHuil MPUHUMAIOTCS Mephl MO UX pPO3bICKy. Eciim po3bicKk aen He JaeT pesynbrarta,
COCTABIIICTCS CIpaBKa O MPUYMHAX MX OTCYTCTBHUS, KOTOpAsi MOIITMCHIBACTCS OTBETCTBEHHBIM 3a
JIeNIOTIPOU3BOJICTBO UM TIPEJICTABISAETCS PYKOBOJAUTENIO OpraHa MECTHOTO CaMOYIPABJICHUS, aKT
XpaHuTcs B Aene GoHma.

5.3. JDKcnepTu3a HeHHOCTH I0KYMEHTOB

5.3.1. DkcrmepTu3a IMEHHOCTH JTOKYMEHTOB IPOBOJMUTCS HAa OCHOBE 3aKOHOJATEIBHBIX M
MHBIX HOPMAaTUBHBIX MPAaBOBBIX akTOB Poccuiickoii denepalyy, ycTaHaBIUBAIOIIUX TPEOOBaHUS K
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CpPOKaM XpaHEHHUs JOKYMEHTOB, TUIIOBBIX M BEJOMCTBEHHBIX NEPEUHEN JOKYMEHTOB C yKa3aHUEM
CPOKOB UX XPAHCHHUSA:

IIPU COCTABJIEHUH HOMEHKJIATyphl JIET;

IIPY NOATOTOBKE JIEJ1 K NIepeiaye B apXUB OPraHa MECTHOIO CaMOYIIPABIICHNUS;

B apXMBE OpraHa MECTHOI'O CaMOYIIPaBJICHHUS.

5.3.2. Jlns opraHuzanuy U MpoBeAEHUs pabOThl M0 AKCHEPTH3EC LEHHOCTH JTOKYMEHTOB B
AJMUHHCTpAlMM MYHHIMIAIBHOTO 00pa30BaHUSl PACHOPSDKEHUEM PYKOBOAMTENS CO31AETCs
sKkcreptHas komuccus (panee — DK).

3anaun, QyHkmuu, mpaBa, opraHu3anus padotrel DK onpenensroTcs MOJI0XKEHHEM O HEl,
KOTOpO€ pa3pabaThlBaeTCsl Ha OCHOBAaHWMU IPHUMEPHOIO MOJOXEeHMs, yTBepxkaeHHoro OIIMK
Komurera no nemnam apxuBoB npu IIpaButenscrBe Y amyprckoii PecryGnuku.

5.3.3. OcHoBHbIMU (yHKIUIMU DK SBISIOTCS:

OpTaHu3aIHsl €XKETOTHOT0 0TOOpa JIeN A7l XpaHEHHS U YHUUITOKEHUS;

PacCMOTPEHHME U COTJIACOBAHME NPOEKTAa HOMEHKIATYphl €] OpraHu3aluu, OINUCEH el
IIOCTOSIHHOT'O M BpeMEHHBIX (cBbIle 10 JieT) CPOKOB XpaHEHHUs, B TOM YHUCIIE 110 JUYHOMY COCTaBY,
AKTOB O BBIICICHUH K YHUUYTOXKECHUIO A€, HE MOMJIEKAINX XPaHEHUIO;

y4acTueé B MOATOTOBKE M PACCMOTPEHUM IIPOEKTOB HOPMATUBHBIX WU METOJAMYECKHUX
JIOKYMEHTOB 10 BOIIpocaM paboThl ¢ JOKYMEHTaMHU B OpraHU3alyu.

5.3.4. DkcnepTu3a IIEHHOCTH JOKYMEHTOB IIOCTOSHHOTO U BPEMEHHOIO XpaHEHUs
OCYLIECTBIISIETCS. €XKETOAHO HENOCPEICTBEHHO CIIELIMAIMCTOM, OTBETCTBEHHBIMH 3a BEACHHE
JIJIONPOU3BOJICTBA IO/ HEMOCPEACTBEHHBIM METOJIMYECKUM PYKOBOJICTBOM apXHWBHOI'O CEKTOpa
VYnpasienus 00pa3oBaHMs U apXUBOB AJIMUHUCTpanuu SIpckoro paioHa.

5.3.5. Ilpu mpoBeneHUH 3KCIEPTU3BI EHHOCTH AOKYMEHTOB C IIETBIO MOATOTOBKHU JIEN K
nepejadye B apXuB opraHa MECTHOTO CaAMOYTIPABJIEHUS OCYILECTBIISAETCS:

0TOOp JIOKyMEHTOB TOCTOSIHHOTO W BpeMEHHBIX (cBbImIe 10 JIeT) CPOKOB XpaHEHHs s
nepeJadyy B apXuB OpraHu3aluy;

oTOOp MOKYMEHTOB BpeMeHHBIX (10 10 JeT BKIIOYMUTETHHO) CPOKOB XpaHEHUS U C
noMeTkamMu «Jlo MuHOBaHMs HanoOHOCTHY, «J[0 3aMeHBl HOBBIMWY», MOJIEKAIIMX JallbHEHIIEMY
XPaHEHUIO B CTPYKTYPHBIX MTO/IPA3ICIECHUSAX;

BBIICJICHUE K YHHUYTOXKEHHUIO J€l 3a MNpeAblAylIUue TOJbl, CPOKHM XPAaHEHHS KOTOPBIX
UCTEKIIH.

OnHOBpPEMEHHO MPOBEPSAETCS KauyeCcTBO M IIOJIHOTA HOMEHKJIATYpBl JI€J1 OpraHM3alud,
MPABWJIBHOCTH ONPEJIETICHHSI CPOKOB XPAHEHHUS JIell.

B genax mMOCTOSHHOTO XpaHEHHMs MOJUIeXaT U3BATHIO JYyOJETHbIE HK3EMIUIAPHI
JIOKYMEHTOB, YEPHOBUKU, HEO()OPMJIEHHBbIE KOMHHM JOKYMEHTOB M HE OTHOCSUIMECS K BOIPOCY
JIOKYMEHTBI C BDEMEHHBIMU CPOKaMHU XPaHEHUS.

5.3.6. Jlema moCTOSITHHOTO W BpeMEHHBIX (cBbime 10 JIeT) CpPOKOB XpaHEHUS TMOIJIeKaT
HOJMCTHOMY MPOCMOTPY JJIs BBLAEICHHUS M3 UX COCTaBa JIOKYMEHTOB BpeMeHHbIX (10 10 ner)
CPOKOB XpaHEHHUSI.

Hena ¢ ormetkoi «OIIK» nmoaseprarorcs NOIMCTHOMY IPOCMOTPY B LIEAX ONPEAEIECHU U
BBIJIEJICHUS U3 UX COCTaBa JJOKYMEHTOB, IMOJIEKAIINUX TOCTOSIHHOMY XPaHEHHUIO.

5.3.7. OTOOp DJEKTPOHHBIX JIOKYMEHTOB JUIsl TMepeljaud B apXUB OpraHU3aluu
OCYIIECTBIISIETCS B aBTOMATU3MPOBAHHOM pPEXHMME IyTeM OTOOpa JOKYMEHTOB W3 0a3 JaHHBIX
UH(POPMALIMOHHBIX CHCTEM M0 npu3HaKy «MHaekc nena» («Cpok XpaHEeHUs»).

5.3.8. Tlo pe3ympraTaM »SKCIEPTU3bl IIEHHOCTH JOKYMEHTOB B OpraHaXx MECTHOTO
CaMOyTIpaBJIEHUs] TPOBOAMUTCA O(GOPMIIEHHE AET M COCTaBISAIOTCS OMHCHU JeNl TOCTOSHHOTO
XpaHeHus1, BpeMeHHbIX (cBbIlIe 10 JeT) CpOoKOB XpaHEHUs U MO JUYHOMY COCTaBy, a TaKXKe aKThI O
BBIJIEJICHUM K YHUUYTOKEHHIO JI€]1, HE MOJIEKALIUX XPAHEHUIO.

VKkazaHHblE ONHWCHM W AaKThl paccMaTpuBaroTcs Ha 3aceganun DK opranuzanuu
onHoBpeMeHHO. CornacoBaHHble DK aKkThl M ONUCH YTBEPXKAAIOTCSA PYKOBOAWUTEIEM OpraHa
MECTHOT'O CaMOYIIPABJICHU.
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5.4. TloaroTroBKa JOKYMEHTOB U JeJI K Mepegadye HA XPaHeHHe
B apXHB OPraHa MeCTHOT0 CaMOYyIpaBJIeHUsA

5.4.1. OdopmiieHue aej1 HA OyMaKHOM HOCHTeJIe

5.4.1.1. Jlena, oOpa3oBaBIIMEeCs B JAEIATCIBHOCTH OPraHOB MECTHOI'O CaMOYIPABIICHUS W
NOJUIeXKAIMEe XPAHEHUIO, MPOXOAAT TMOJNHOE WiIM 4YactuuHoe odopmienue. [lomHOMY
0o(OpPMIICHHIO TOAJIEKAT Jiejla BpeMEHHbIX (CBbIIe 10 JIeT) CPOKOB XpaHEHUS U TOCTOSHHOIO
xpanenus. Jlena BpemeHHBIX (10 10 71€T) CpOKOB XpaHEHUS MOJUIeKAT YACTUIHOMY O0()OPMIICHUIO.

Odopmienue aen MPOBOAUTCS CIELMATUCTOM, OTBETCTBEHHBIM 3a JEJIONPOU3BOACTBO U
apxuB, B 0053aHHOCTh KOTOPBIX BXOJAWT 3aBEJCHHE U (POPMHUPOBAHUE M€, NMPH METOAMYECKOU
MOMOIIH U MOJI KOHTPOJIEM apXUBHOTO OT/ENa.

5.4.1.2. TlonHoe odopmiieHue fena Ha OyMa)KHOM HOCHUTEINE BKITIOYAET:

oopMiIeHHE PEKBU3UTOB OOJIOKKH JIejIa [T0 YCTaHOBIEHHOH Gopme (mpuitoskeHue Ne 31);

HYMEpAIHIO JIUCTOB B JIETIE;

COCTaBIICHHE JIMCTa-3aBEpUTEIIA Aeia (mpuiaoskenue Ne 32);

COCTaBIICHME B HEOOXOIUMBIX CIy4yasX BHYTPEHHEW ONHCH JOKYMEHTOB Jeja
(mpuaoxkenune Ne 33);

MOJIIIMBKY M MEPEeIUIeT Aena;

BHECEHUE HEOOXOJUMBIX YTOYHEHHH B PEKBU3UTHI OOJIOKKHU Jena (YTOUHEHHE Ha3BaHMS
OpraHu3aliy, UHACKCA JIea, KpalHuX JaT Jefia, 3arojJ0BKa Jema).

5.4.1.3. Jlena BpemeHHBIX (10 10 J€T BKIIOYUTEIHHO) CPOKOB XpaHEHHs, IOJJIC)KAIIHEC
YaCTUYHOMY O(OPMIICHHUIO, TOMYCKAeTCs XPAHWUTh B MANKaxX, B KOTOPBIX Jella XPaHWINCh B
JIEIIONPOU3BOJICTBE, MEPECUCTEMATH3AIUS TOKYMEHTOB B JIeJie HE MPOBOJUTCS, JIUCTHI Jelia He
HYMEpPYIOTCS, JIUCTBI — 3aBEpUTENIM Jella He COCTaBISAIOTCS. B oOs3aTensHOM MOpsIKe B
COOTBETCTBUU C HOMEHKIIATypOil el OpraHM3alllH 3alOJHSIOTCS PEKBU3UTHI OOJIOKKHU Jena:
HaMMEHOBAHNE OPTaHM3AllMU, HANMEHOBAHUE TIOpa3/IeNICHIs], HHICKC JeTia, 3arojIoBOK JieNia, CPOK
XpaHEeHUs JJOKYMEHTOB.

5.4.1.4. Ha o6mnoxke nen BpeMeHHBIX (cBbiie 10 JIET) CPOKOB XpaHEHUS U MO JTUYHOMY
COCTaBY yKa3bIBAIOTCS:

HAaMEHOBAHHME OpPTaHa MECTHOTO CaMOYITIPABIICHHS,

MHJIEKC JieJia 10 HOMEHKIIAType Jel;

HOMEp TOoMa (4acTH);

3aroJIoBOK Jiefna (ToMa, 4acTH);

KpaliHue /1aTel Jena (ToMa, 4acTH);

KOJINYECTBO JIMCTOB B JIEJIE;

CPOK XpaHEHHUS JIea;

apXUBHBIN mudp aena.

Ha o006mokax Jel MOCTOSTHHOTO XpaHSHHs MPeIyCMaTpUBACTCsS MECTO ISl HAMMEHOBaHUS
MYHHIIMIIAILHOTO apXWBa, B KOTOPBIM OyIyT TMepelaHbl JIOKYMEHTHI OpPraHOB MECTHOTO
caMOyTIpaBIICHHUS.

PexBU3UTHI, POCTaBIsiEMbIE HAa OOJIOXKKE JieNa, 0(OPMIISIOTCS CIEAYIOMINUM 00pa3oM:

HAaMEHOBaHHME OpraHa MECTHOTO CaMOYIMPABJICHUs YKa3bIBaeTCs IIOJIHOCTHIO, B
UMEHUTEJIBHOM TMaJeKe, C YKa3aHHeM O(UIMAIBbHO NPHUHITOTO COKPAIEHHOTO HAaMMEHOBAHHS
(Ipu ero HaNMM4KMK), KOTOPOE YKa3bIBaeTcs B CKOOKax MOCIIe MOJIHOTO HAUMEHOBAHNUS;

MHJIEKC JieJia IPOCTABIISIETCS] B COOTBETCTBUM C HOMEHKJIIATYpPOil Jet;

3aroJI0BOK Jiejia IEPEHOCUTCS U3 HOMEHKIIATYPHI JIEIT;

JaThl JeNla: YKa3bIBAIOTCs ro/i(bl) 3aBeJICHUS 1 OKOHYAHUS JIeNa B 1€JI0NPOU3BO/ICTBE.

[Tpr M3MEHEeHNN HaWMMEHOBAHHS OpraHa MECTHOTO CaMOYIIPAaBIICHUS B TEUYECHHUE IMEPHUOJa,
OXBaThIBAEMOI'0 JOKyMEHTaMU Jeja, Ha OOJOXKe JeNna TMOoJA TMPEKHUM HauMEHOBaHHEM
yKa3blBae€TCsi HOBOE€ HAMMEHOBAaHME OpraHa MECTHOTO CaMOYIIpaBJICHMS, a IIpexHee
HaMMEHOBAHHUE 3aKJII0YAETCS B CKOOKH.
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WNupeke nena M 3arojoBOK JieNa MEepPeHocsITcs Ha OOJ0XKKY M3 HOMEHKIATYphl nen. Eciu
JIEJI0 COCTOMT M3 HECKOJIBKHUX YacTed, Ha OOJIOKKY KaXIOTO TOMa (YacTH) BBIHOCHUTCS OOTUI
3aroJIOBOK JieJla M 3aroJIOBOK KaXJI0W 4YacT (MpH ero Haiu4uu). B HEOOXOOMMBIX ciydasx B
3aroJIOBOK BHOCSITCSl YTOYHEHHs (HOMepa MPUKAa30B, IIPOTOKOJIOB U JIp).

Jlatoii nen, copepXkallluX pAcIOPSAUTENbHYIO JOKYMEHTALMIO, a Takxke i Jell,
COCTOSIIIIMX W3 HECKOJILKMX TOMOB (4YacTeil), ABIAIOTCS KpailHue 1aThl JOKYMEHTOB Jieja, T.€. JaThl
(uucnmo, Mecdll, TOJ) perucTpauuu (COCTaBJICHHUS) CaMOr0 pPaHHEr0 M CaMoOro IO3JIHErOo
JIOKYMEHTOB, BKJIIOYEHHBIX B Jiei0. IIpu sTom neHp mecsna (IBa 3HaKa) U roj (YeTbIpe 3HaKa)
o0o3HauaroTcst apabckuMu nuppaMu, Ha3BaHUE MeCAIa MUIIETCS CIOBOM. ECii B €710 BKITFOUEHBI
JOKYMEHTBI (IIPUIIOKEHUS U Jp.), JaThl KOTOPBIX BBIXOJAT 3a KpaiHHe AaThl Jena, TO Mo JaTaMU
JIeJ1a, C HOBOM CTPOKH JIeaeTcs 3alHCh:

«B oene umeromcs ookymenmul 3a...eo0 (vl)». JlaThl nena MOTYT HE yKas3bIBaThCs Ha
00JIOKKE J1€J1, COJIeprKallluX, HAIlpUMEp, TOI0BbIE IUIAHBI U OTYETHI, TAK KAK OHU OTPaKkaroTcsi B
3aroJIoBKax Jien.

Jaramu gena, coiepxallero NIpPOTOKOJBl 3acelJaHHil, SBISAIOTCA JaTbhl I[EPBOrO MU
MOCIIEAHETO MPOTOKOJIA.

KpaitHumu natamu JIMYHOTO Jieyia SIBJSIOTCS AAThl MOJINMCAHMS MpUKa3a O npueme (Ipu
HAJIMYUU TPYJOBOTO JIOTOBOpa — JaTa 3aKJIIOUEHHUs TPYJIOBOrO JOrOoBOpa) M Tpukaza 00
YBOJIbHEHUU JIMIIa, HA KOTOPOE OHO 3aBeeHO. B cilydyae cmepTu nuiia, Ha KOTOPOE 3aBEACHO €O,
KOHEYHOU J1aTOoM sBJISeTCs AaTa JOKYMEHTA, M3BEUIAIOIIEero O ero KOHYUHE.

PexBu3uUT «Cpok XpaHEHHs Jesia» MEPEHOCUTCS Ha OOJIOKKY Jejla U3 HOMEHKIIATYphl Ael
Moclie CBEPKU €ro CO CPOKOM XpaHEHHMsI, YKa3aHHBIM B MEPEYHE THUIOBHIX JOKYMEHTOB WJIU B
BEJJOMCTBEHHOM I€pEYHE JOKYMEHTOB, C YKa3aHUEM CPOKOB XpaHEHHUSI.

Ha nenax mocTosSSHHOro XpaHEeHUs MUIIETCS: « XPaHUTh TOCTOSTHHOY.

5.4.1.5. Ilo oxoHYaHMU Trojila B HAANUCU Ha OOJOXKKAX JEJl MOCTOSHHOTO U BPEMEHHBIX
(cBbimie 10 yeT) CPOKOB XpaHEHUs BHOCSATCS YTOYHEHHMs: MPU HECOOTBETCTBUU 3aroJioBKa NIl Ha
00JIOKKE COJIEp’)KaHUIO MOJUIMTHIX JOKYMEHTOB B 3arojIOBOK Ji€Ja BHOCSTCS WM3MEHEHMs U
JIOTIOJTHEHUH.

HaumenoBanusi opranusanuy U MoApas/eleHus, roJ 1 HOMep Jejia MOTYT MPOCTaBISTHCS
Ha 00JI0’KKE C MOMOIIIBIO HITaMIIa.

5.4.1.6. B memsax oOecriedeHus] COXPAHHOCTH W 3aKPEIUICHHs TOPSIKA PaCIIONOKEHUS
JIOKYMEHTOB, BKJIIOYEHHBIX B JIEJI0, BCE €r0 JUCTHI, KPOME JINCTA 3aBEPUTEIIS U BHYTPEHHEN OIINCH,
HyMepyroTcsl apaOckuMu Ludpamu BajioBod Hymepanueil. JIucTel HymepyroTcsi rpaduTOBBIM
KapaHJalloM WX HyMepaTopoM (yrnoTpebiieHre YepHUI U IIBETHBIX KapaHJallel A HymMepaluuu
JIMCTOB HE JIOMYCKAeTCs) CBEPXY BHU3, HU(PHI MPOCTABISAIOTCS B IPAaBOM BEPXHEM YIITy JIMCTA, HE
3a/1eBas TEKCTa JOKyMeHTa. JINCTBI BHYTpEHHEN ONMCH HYMEPYIOTCS OTIENBHO.

JIucTel nied, COCTOSIIMX W3 HECKOJIBKMX TOMOB WM 4YacTed, HyMEpPYIOTCS MO KaXIOoMy
TOMY WJIM YaCTH OTJEIIBHO.

JloKyMeHTBI ¢ COOCTBEHHON HyMepaluei JTUCTOB HyMEPYIOTCS B OOIIEM TOPSIJIKE.

Jluct nroboro ¢gopmara, MOAIIUTHIN 3a OUH Kpail, HyMepyeTcsl Kak OJUH JIUCT B IPaBOM
BepxHeM yriy. CIoKeHHBIN JIMCT pa3BOpauyMBaETCs U HyMepyeTcsl B IPaBOM BepxHeM yriy. Jlucr,
CJIOKEHHBIN M MOAIINTBIN 3a CEPEIUHY, TOAJIEKUT NIEPELIMBKE U HyMEpPYETCs KaK OJUH JIUCT.

®ororpaduu, UYEpTEKU, AUArpaMmbl U Jpyrue WUIOCTPAaTUBHbIE, creuuduueckue
JOKYMEHTBI, TPEACTaBIAIONINE CAMOCTOSTEIbHBIA JHCT B Jiele, HyMEpYyITCs Ha 00OpOTHOI
CTOPOHE B JIEBOM BepxHeM yriy. [lofmuTeie B J1€10 KOHBEPTHI C BIOXKEHUSMHU HYMEPYIOTCS:
CHayvaja KOHBEPT, a 3aTEM OUYEPEIHBIM HOMEPOM KaKJ10€ BJIOXEHHE B KOHBepTe. [IpunoxeHus x
JieNy, TOCTYNUBIIME B Meperiére, opopMIIIOTCS KaK CaMOCTOSITENbHBI TOM U HYMEpYIOTCS
OTJIENBHO.

Ecnu B Hymepauuu nuctoB gomyiieHo 6oiee 10 ommOok, Bce AeI0 HyMepyercs 3aHOBO.
ITpu 3TOM cTapble HOMEpa 3a4€pPKUBAIOTCSI, U PSIIOM CTaBUTCS HOBBIA HOMED JIMCTA.

[Ipy Hanuuuu OTAENBHBIX OMIMOOK B HyMEpalUU JIUCTOB JIOIYCKaeTcs YIOTpediieHue
JUTEPHBIX (¢ OYKBEHHBIMHU JOTIOTHEHUSMHU ) HOMEPOB JIUCTOB.
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5.4.1.7. Ilocne 3aBeplIeHHs HYMEpPALUU JIMCTOB COCTABIISAETCSA JIMCT-3aBEPUTEND €A,
KOTOPBII pacrosiaraercsi B KOHIE Jiena. B nucre-3aBepurene nudpamMu U MPONUCHI0 YKa3bIBACTCA
KOJIMYECTBO JIMCTOB B JIaHHOM JieJie, OCOOEHHOCTH OTAEIBbHBIX JOKYMEHTOB (YEpPTEXKH,
dboTorpaduu, pUCYHKH H JIp.).

Jlucr-3aBeputenp Jella MOJIUCBHIBAETCS €r0 COCTABUTENEM C YKa3aHHUEM JIOJDKHOCTH,
MHHUIHAJIOB U (paMUIIMHU, 1aThl COCTABIICHUS.

KonuuecTBo nHMCTOB B Jeie, yKa3aHHOE B JIMCTE-3aBEpUTENE J€Jla, MPOCTaBISETCS Ha
00JIOXKKE fena.

Ecin neno mepernsereHo M NOAMMTO O€3 JIMCTa-3aBEPUTENS, TO COCTABJICHHBIM JIHUCT-
3aBepUTEIIb MOJIKJICUBAETCS K BHYTPEHHEH CTOpPOHE 3a/iHel 00JI0kKKH Jiena.

5.4.1.8. lnsa y4yera TOKyMEHTOB ONPEICICHHBIX KAaTETOPU MOCTOSHHOTO M BPEMEHHOTO
(cBbime 10 7€eT) CpPOKOB XpaHEHHUs, Yy4YeT KOTOPHIX BbI3BAH CHEUU(PUKON TOKyMEHTaluH,
BKJIFOYEHHOW B JIE€JI0, COCTABIJISIETCS BHYTPEHHSISI ONKUCHh JTOKYMEHTOB J€jla, IIOMEIlaeMasl B €ro
HayaJo.

BHyTpeHHsIs1 onuch BKIIIOYAETCs B Jiea, UMEIOIME 0CO0YI0 3HAaUMMOCTb, a TaKXke B Jena,
c(OpMHpOBAHHBIE 10 BHJIAM JOKYMEHTOB, 3aroJIOBKM KOTOPHIX HE PACKPBIBAIOT KOHKPETHOIO
CoJIep’KaHusl JOKYMEHTOB.

BHyTpeHHsI1 ONUCh JIOKYMEHTOB JieJa COCTaBJs€TCS TakKe Ha OO0beMHbIE Jela
MOCTOSIHHOTO M BpeMeHHBIX (cBbilie 10 JIeT) CPOKOB XpaHEHHS B ILENISIX y4deTa U OBICTPOro
HaXO0XJIeHUs JOKYMEHTOB B JIeJI€.

BHyTpeHHsIsE onuch JOKYMEHTOB Ji€Jla COJEPKUT CBEIECHUS O MOPAIKOBBIX HOMEpax
JOKYMEHTOB Jiela, UX MHJAEKcaX, JaTax, 3arojoBKax M HOMepax JIMCTOB jena. K BHyTpeHHeil
ONHCH JIOKYMEHTOB JIeJla COCTABIIETCS MTOTrOBas 3allMCh, B KOTOPOH yKa3biBaeTcsi nudpamu u
IPONUCHI0 KOJWYECTBO BKJIIOUEHHBIX B HEE JJOKYMEHTOB U KOJIMYECTBO JIMCTOB BHYTpPEHHEH
OTIHUCH.

BHyTpeHHsss omMch JOKYMEHTOB [€/la IOJIMUCBHIBAETCA COCTABUTENEM C YKa3aHUEM
JIOJKHOCTH, MHUIIMAJIOB U ()aMUJIUU, 1aThl COCTABIICHHUSL.

Ecnmu geno mnepemnieteHo W mommuuTo 0Oe3 BHYTpEHHEW ONUCH, TO COCTaBJIEHHAs
BHYTPEHHSS OMKCH MOJIKJIENBAETCS K BHYTPEHHEH CTOPOHE JINLIEBOM OOJI0XKKH Jena.

5.4.1.9. JlokyMeHTbI MTOCTOSIHHOTO, BpeMEHHbIX (cBblme 10 J1eT) CPOKOB XpaHEHHUS M IO
JUYHOMY COCTaBy, COCTAaBJISIOLIUE [I€JI0, IOMENIAIOTCS B TBEpAbIE OOJOXKKM W3 KapTOHa,
MOJIIMBAIOTCS B YEThIpe NPOKOJA WIM TMEperIeTaloTcs C YYeTOM BO3MOXHOCTH CBOOOJIHOTO
YTEHMsI TEKCTa BCEX JOKYMEHTOB, JaT, BU3 M PE30JIIONMM Ha HUX. Pe3ontonuu pyKoBOJICTBa,
COCTaBJIEHHBIE HAa OTACIBHBIX JIUCTAX, IOMEIIAIOTCA MEPE JOKYMEHTOM.

[Ipy mnoaroToBke nAen K TMOAIIMBKE (MEperieTy) MpoBepsieTcsl NPaBUIBHOCTh HX
¢dopmupoBaHus, o(OpMIEHHS, BCE IUIACTMKOBBIE M METAJJIMUECKUe KpermsjeHus (OyinaBkH,
CKpENKHU, CKOOKH, IPYKHUHBI U JIP.), @ TAKKE TEPMONEPEIIIETHI U3 JOKYMEHTOB YAAJISIOTCS.

Jlena TOCTOSHHOTO XpaHEHUs, COCTOALIME M3 0C000 IEHHBIX MM HePOPMAaTHBIX
JIOKYMEHTOB, MOTYT IPUHUMATHCSA Ha XpaHEHHE B 3aKPBITHIX TBEPABIX MaKax ¢ TpeMs KiIanaHaMH
U C 3aBSI3KaMH MJIM B KOPOOKax.

Bce pexBHU3UTBHI OONOXKKM Jefla NPOCTABISIOTCS YEpPHBIMH YEepHWIAMHU (WM YEepHOM
MacTomn).

5.4.2. TloaroToBKa 3JIeKTPOHHBIX IOKYMEHTOB K Nepeaave
B APXMB OPraHa MeCTHOI0 CAaMOYNpPaBJICHUS

5.4.2.1. TloaroToBka >JEKTPOHHBIX JOKYMEHTOB K Iepeladye B apXWUB OpraHa MECTHOTO
CaMOYIPABJICHUS  OCYLIECTBISCTCS  COTPYJHMKOM  —  BJAJEIbIIEM  COOTBETCTBYIOIIEH
UH(POPMALIMOHHOM CHCTEMBI COBMECTHO co CIELUAIHCTOM, o0ecreynBaroIuM
GbyHKIIMOHUPOBaHUE HH()OPMALIMOHHON CUCTEMBI.

5.4.2.2. Tlpu MOATOTOBKE AJIEKTPOHHBIX JOKYMEHTOB, OTOOpAaHHBIX K Iepeiade B apXuB
OpraHa, BBITIOJHSIOTCS CIIEAYIONIIE OCHOBHBIE MPOLIEAYPHI paOOTHI C TOKYMEHTAMHU:

KOHBEPTAIHs JEKTPOHHOTO IOKyMEHTa B (popMaT apXUBHOTO JOKYMEHTA;
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dbopmupoBanne B WH(GOPMAIMOHHOW CHUCTEME OpraHa MECTHOTO CaMOYTpPaBICHUS,
ofOecrieunBarolIel  ympaBieHHE JOKYMEHTaMH, KOHTEHHEPOB OJJIEKTPOHHBIX JOKYMEHTOB,
BKJTFOYAIOIIUX: JIEKTPOHHBIN JIOKYMEHT (KOHTEHT ¥ €r0 METa/IaHHbIC) B ICXOIHOM (dopMaTte, daiin
(daiinel) snexkTpoHHOW ToammcH (Toamucei) W (aitn (¢aiiabl) MOJOKUTETLHOTO — pe3yjbTaTa
MIPOBEPKHU JACUCTBUTEIBHOCTU 3JECKTPOHHOM MOAMMUCH (TOJIUCEHN), BU3YaTU3UPOBAHHYIO KOIIHUIO
3JIEKTPOHHOTO TOKyMEHTa B rpadudeckoM opmare;

dbopmupoBanne B UWHPOPMAIMOHHOW CHCTEME OpTraHM3allMi  dAJICKTPOHHBIX e,
SBIISIOIIMXCSI COBOKYITHOCTbIO KOHTEHHEPOB JJEKTPOHHBIX JOKYMEHTOB WJIM KOHTEHHEpOM
AIIEKTPOHHOTO JOKYMEHTA;

(dhopMUpOBaHUE OMKICH IEKTPOHHBIX JIET;

MUTpAIMs AJICKTPOHHBIX JOKYMEHTOB Ha (U3NYECKH O0OCOOJICHHBIE MaTepHalbHbIC
HOCHUTEJIM, €CIIM JOKYMEHThl NepeJaloTCs B apXHB OpraHu3alui HE 10 HHPOPMAIUOHHO-
KOMMYHHKAIIMOHHBIM KaHAJIaM;

IIPOBEPKa BOCIPOU3BOANUMOCTH 3JIEKTPOHHBIX JOKYMEHTOB;

MPOBEpPKa JJICKTPOHHBIX JOKYMEHTOB Ha HAJIM4YWE BPEAOHOCHBIX KOMIIBIOTEPHBIX
porpamm;

MOJTBEPKICHUE  IIETIOCTHOCTH  DJEKTPOHHOTO  Jiela  JJIEKTPOHHOW  TOAINHUCHIO
pYKOBOJUTENS (MHOTO YMOJHOMOYEHHOTO JIHUIIA), OCYIIECTBIISIOMIETO0 MOJATOTOBKY AJIEKTPOHHBIX
JIOKYMEHTOB K Tepesiade B apXUB OPTaHU3aIlNHI, MM KOHTPOIBHOH CyMMOiA’.

5.4.2.3. DAEKTpOHHBIE  JOKYMEHThl  MEpeJaloTcsi B  apXUB  OpraHa  MECTHOTO
CaMOYIpaBIICHUsT 10 HWH()OPMAIMOHHO-TEJICKOMMYHUKAIMOHHOW CEeTH WM Ha (U3UYecKu
060COOIEHHBIX HOCHTENIAX B COOTBETCTBUM C YCTAHOBJICHHBIMH ITIPaBHIAMH® M 6€3 COXpaHEHHMS
JAHHBIX 3JICKTPOHHBIX JOKYMEHTOB B COOTBETCTBYIONINX WH()OPMAIIMOHHBIX CHCTEMAaX.

5.5. CocTaBienue onuceii aena

5.5.1. Tlo pe3ynbrataM 3KCHEPTH3bI IIEHHOCTH JOKYMEHTOB COCTABJISIFOTCSI OIMHUCH Jel
nocTosiHHOTO (mpuJioskenue Ne 34), Bpemennoro (cBbimie 10 jeT) XpaHeHHS W 1O JTUIHOMY
coctaBy (mpuJiokenue Ne35).

5.5.2. Omnuce paena - apXUBHBIA CHPAaBOYHUK, COJEpXKAIIUN CHCTEMaTU3MPOBAHHBIN
nepeyeHb eIMHULl XpaHEeHHUs] apXUBHOrO (POHA, KOJUIEKIIMH U MpeJHAa3HAYeHHBIN ISl UX y4yeTa U
packpelTusi  cogepkanus. OthenpHas ONUCh MpEACTaBiIseT co0OMl mepedeHb Jen ¢
CaMOCTOSITENIbHOM BaJIOBOM (ITOPSIKOBOI) 3aKOHYEHHON HyMepaiueil.

5.5.3. OnucH cocTaBISAIOTCS OT/AEIbHO Ha JieJla TOCTOSHHOTO XPaHEHMs; JieJla BPEMEHHOTo
(cBbiie 10 ser) XxpaHeHus; Jenia 1o JMYHOMY COCTaBYy; Ha Jieia BpeMeHHOoro (10 10 neT) xpaHeHus
OIMCH HE COCTABIISIFOTCS.

5.5.4. B opranax MecTHOrO caMOYIIpaBJIEHUsI, OTIMCH Ha JieJia IOCTOSIHHOTO XPaHEHUs U 110
JUYHOMY COCTaBY COCTaBIISIIOTCSI €XKErojHo (WM He TMOo3JHee 4YeM dYepe3 3 Trojia) IMoj
HENOCPEJICTBEHHBIM METOJUYECKHM PYKOBOJCTBOM OTBETCTBEHHOTO 3a apxuB. [lo 3Tum ommcam
JIOKYMEHTBI CJAal0TCSl B apXUB OpraHa MECTHOTO CaMOYIIPaBJICHUs ISl BP€MEHHOTO XPaHEHHS.

5.5.5. Omucu fen TMOCTOSSHHOTO XpaHEHUS M 10 JIMYHOMY COCTaBY COCTaBIISIFOTCS
OTJIIENbHO, YTBep)kaaroTcs, coriacosbiBatorca ¢ OIIMK Komwurera mo nenam apxumBoB IHpu
[IpaBuTenscTBe YP 1 yTBEpKIAIOTCSA PYKOBOJUTENIEM OpraHa MECTHOTO CaMOYIIPaBIICHUS.

® KonrtponbHas cymma ((aiina/manku) — 3Ha4eHne, PACCYNTAHHOE MO HAGOPY MaHHBIX MyTEM MPUMEHEHHUS
OTIpeIeIEHHOTO ANTOPUTMa U UCHOJIB3YeMOe Il MPOBEPKH LIEJIOCTHOCTU JAHHBIX MPU MX Mepeaade HiIu
XpaHEeHUH.

® IIpukas MunucrepcTa KyabTyphl Poccuiickoit ®eneparmu ot 31 mapra 2015 1. Ne 526 «O6 yTBEpKICHUH
[IpaBun opraHuzanmMu XpaHEHHs, KOMIUICKTOBAHHs, y4e€Ta W MCIOJIb30BaHUS JOKYMEHTOB ApPXHWBHOTO
¢donna Poccuiickoit deaepaunu u APYrux apXMBHBIX JOKYMEHTOB B OpraHax rocyJapCTBEHHON BIIACTH,
oprasax MECTHOT'O CaMOYIIPaBJIEHUSI U OpraHu3alusiX (3aperucTpupoBaH MUHUCTEPCTBOM FOCTHLIUU
Poccun 7 centsopst 2015 1., peructpanuonubiidi Ne 38830; odummanbHBI WHTEPHET-TIOPTAT MPABOBOM
uHpopmarun http://parvo.gov.ru, 10 centsiops 2015 r.).
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5.5.6. IIpu coctaBieHUH OMUCH e COONIONAIOTCS CIenyrolue TpeOOBaHM: OMHCH el
IOCTOSIHHOTO XPAHEHUsSl COCTAaBIAIOTCA B YETBIpEX JK3EMIUIIpax, MO JMYHOMY COCTaBy M
BpeMeHHOr o (cBbilIe 10 j1eT) XpaHeHus — B Tpex.

5.5.7. KonuvectBo ea.xp. (7€) B OMUCH HE JOJDKHO MpeBbImarh 1udpy — 9999. B stom
Cllydae ONHUCh 3aKaHYMBACTCS M 3aBOJAUTCS HOBAas OINHUCH JI€d, KOTOpPOH Mo JucTy ¢oHaa
IPUCBAaUBAETCs HOBBIM, CIEAYIOLUIMI HOMEpP M ONUCh HauuHaercss ¢ | equHuLbl XpaHeHus. Ilpu
3TOM HE CIIE[yeT pa3pblBaTh I'OAOBOM pa3zell OIUCH, IO3TOMY OINHUCh MOXKET BKJIHOYATh HE 9999
HOMEPOB, a 4yTh MeHblIe. [Ipexae, 4eM NpUCBOUTH OYEPEAHOM MOPSIIKOBBIH HOMEP HOBOM omucH,
HE00XO0IMMO MTPOKOHCYJIBTUPOBATHCS C APXUBHBIM CEKTOPOM YTIpaBlieHUs] 00pa30BaHUS U ApXHBOB
Anmunuctpanuu Spckoro panoHa.

5.5.8. Ilpu BHIOBITHH BCEX €N MO KaKOH-TMOO 3aKOHYEHHOW OIMUCH €€ HOMEp JAPYTHM
OIKCSAM HE IpUCBauBaeTcs. JInTepHble HOMEpa OMUCSAM HE IPUCBAaUBAOTCSL.

5.5.9. TUTYNBHBIN JTUCT ONUCH JIeNl HIMEET CIeAYIOIINE PEKBU3HTHI:

- Ha3paHue MyHHMIMDANBHOIO apxuBa - IOJHOE Ha3BaHWE MYHHUIUNAIBHOIO apXuBa,
Ky/la BIOCJIECICTBHH OYyIyT IepelaHbl JOKYMEHTHI, BOIIEANINE B OMHUCH (B OMHUCIX MO JMYHOMY
COCTaBy Ha3BaHME MYHULIMIIAIILHOTO apXHBa HE CTABUTCS);

- Ha3Banue ¢oHaa - MoJIHOE HAa3BaHUE OpPraHa MECTHOTO CaMOYTIPABJICHUS B COOTBETCTBHH
C rocyapCTBEHHON perucrpauueit (¢ YcraBoM, MOJ0XKEHUEM O CTPYKTYPHOM IOJIpa3/ieieHun) 3a
NEPUOJT ONTMCAHUS JOKYMEHTOB JTAHHOM OITUCH;

-Homep ¢donma - B caywae, korma JOKYMEHTBI YK€ IepelaBalUCh Ha IOCTOSHHOE
XpaHeHHE B MYHUIUNAJIBHBIN apXuB, YKa3bIBaeTCI HOMEP (OHIA, IPUCBOCHHBIA B apXUBE, MOCIE
HEepBOIl Iepeauu /1e1 Ha XpaHEeHHe.

- Homep onmcu - npucBamBaercst o jucty (GoHma B BaIOBOM mnopsiake. Eciu 1oKyMeHTHI
doHa yxKe TMOCTyHaJd Ha XpaHEHHWE B MYHUIMNAIbHBIA apxuB, TO HOMEpP OIMCH
COTJIACOBBIBACTCS C 3TUM aPXUBOM.

- Ha3Banue onucu - muiuercs MOJIHOE HA3BaHUE ONMCU C yKa3aHMEM CpOKa XpaHEHHUs
JIOKYMEHTOB B OITMCH U KaTETOPHH JJOKYMEHTOB, BOIIEAIINX B HEe.

Hanpumep: Onucy ynpasneHueckux 00KyMenmos noCMosHHO20 XPAHEHUS,
Onucb 00KYyMeHmMOo8 no TUYHOMY COCMABY 8PEMEHHO20 XPAHEHUs U Op.

- Kpaiinue 1aThl - yKa3bIBalOTCs JaThl IEPBOIO U MOCJEIHETO JOKYMEHTOB, BOILEAIIUX B
OIMCh, JaThl IPUJIOKEHUH K JOKYMEHTaM B KpallHUE 1aThl HE BKIIIOUAIOTCS.

5.5.10. J[lema TOCTOSHHOTO XpaHEHHs MW MO JHYHOMY COCTaBy B  OINHCAX
CUCTEMATHU3UPYIOTCS IO XPOHOJOTMYECKOMY MpHU3HAKYy (MO MepuoAaM WM JAaTraM, K KOTOPBIM
OTHOCSATCS JIOKYMEHTHI).

5.5.11. BuyTpu paznenoB jena AOKHBI pacnojiararbcs 10 HOMUHAJIbHOMY MPU3HAKY, T.€.
1O JEJONpPOU3BOACTBEHHONM (QopMe — BHMJIAM U Pa3HOBUIHOCTAM JIOKyMEHTOB. IlpumepHsbie
CXEMbI CHCTEMAaTH3allUM JOKYMEHTOB B OMUCSX YIPABIEHYECKUX J€JI MOCTOSHHOTO XpaHEHMs U
ONMMCSIX e IO JMYHOMY COCTaBy, coriacoBaHHble npotokosnomM OIIMK Komwurera mo nemam
apxuBoB nipu [IpaBurtensctBe YP ot 30.03.20051. Ne6 nans! B mpujioxkenussx NeNe 36,37.

ITopsimok 3anonHeHus rpad OnucH:

- rpada 1 - «Homep mo mopsnky» - mnoJpa3ymMeBaeT MOCAUHUYHBIN yuyeT MyTeMm
3aKpeTIEHNs 3a KaXIbIM J1€JI0M (€IMHULIEN XpaHEHHS) CAMOCTOSATENILHOIO HOMEPA;

- rpada 2 - «MHaexc nena» - yka3plBaeTCs HOMEpP 3alKCU IO HOMEHKIAType Aell;

- rpaga 3 - «3aroyloBOK Je€na» - 3alKiCbIBa€TC B COOTBETCTBHUM CO CBOJHOM
HOMEHKJIATypoll J1eJ, B HEOOXOJUMBIX CIydasX OHU YTOUHSAIOTCS. Touyka Iocje 3arojioBka He
CTaBUTCS;

- B rpape 4 — «KpailHMe natbl» - YKa3bIBalOTCS JaThl IMEPBOTO M IOCIEIHErO
JIOKYMEHTA, BOLIEAMIETO B JEI0, €CIIM OHU HE YKa3aHbI B 3ar0JIOBKE Jiena.

Kpaiiane natel yka3plBaloT IU(DPOBBIM CIIOCOOOM, JTUOO CIOBECHO-IIU(PPOBBIM, TIPH 3TOM
COKpAILEHUS Ha3BaHUI Mecsilia HE A0ITyCKal0TCs;
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- B_rpade 5 - «KonmuecTBo TUCTOB B Jieie» - MPOCTABISECTCS YHCIO JIUCTOB B JIeTE B
COOTBETCTBUH C 3aBEPUTEIHHBIM JINCTOM;

- B rpade 6 - «lIpumeuanue» - MPOTUB Ka)JOH BHIOBIBAIONICH CAMHMIIBI XpaHEHUS
(eIMHHMIIBI y4eTa) CTAaBUTCS MTaMIT « BBIOBLION.

Onucu nen mo JIMYHOMY COCTaBy U BpeMeHHOro (cbime 10 jeT) XpaHEHUS MMEIOT
JOTIOTHUTENBHYIO rpady 6 «Cpok XpaHeHUs», TJI€ YKa3bIBACTCS CPOK XpPaHEHHUS JOKYMEHTOB.

CyMMapHBI yUeT JIeT B OMUCSX JOCTUTAETCS COCTABICHUEM UTOTOBOM 3aIlMCH K onucsM. B
UTOTOBOW 3alKMCH YKa3blBa€TCAd KOJUYECTBO EAMHMI XpaHeHus (uudpamMu U B KpPYIUIbIX
CKOOKax — MPOMHCHI0), TIEPBBIA M TMOCICIHUN HOMEpa CIUHUI] XPAHCHHUsS IO OMHUCH, a TaKXKe
OrOBapUBAIOTCSI OCOOCHHOCTH HyMepaluu el B OnucH (JIMTEpHbIE HOMEpa MU MPONYIICHHbIC
HOMEpA).

Hanpumep: B Oanmuwiii pazoen onucu eneceno 23 oena (0saoyamv mpu) ¢ Nel no Nel9, 6

mom yucre:

aumepnuwle Homepa: NeNe 3a,4a,5a,56,12a;

nponywennvie Homepa: Ne 15.

Onucu nen NOJDKHBI OBITH OTHEeYaTaHbl Ha Oenoil Oymare, ImpHU MOMOIIM TeYaTaIoNINX
ycrpoiicte DBM, He nmeromux nehekToB mpudra.

B cinydae yTpathl wiM mop4d AOKYMEHTOB, KOTOpPbIE JAOJKHBI OBITH BKIFOYEHBI B OIHCH,
COCTaBlsieTCSs aKT 00 yTpaTe JOKYMEHTOB, IIyTH PO3BICKA KOTOPBIX  HMCYCPIIAHBI
(npunoxenne Ne 38), ¢ 0ObSICHEHHEM TPUYUHBI OTCYTCTBHUS JOKYMEHTOB 3a IOJIHCHIO
PYKOBOJUTEIIS OpraHa MECTHOTO CAMOYIIPaBIICHHMSI.

5.5.12. Tlpu cocraBlieHUU OMHCHU JieJ COONIOAAIOTCS CIEAyIolue TPeOOBaHUsS: KaxI0e
JIEJI0 BHOCUTCS B OIUCH IOJI CAMOCTOSTEIBHBIM TOPSIKOBBIM HOMEPOM (€CIH IO COCTOUT U3
HECKOJIbKMX TOMOB (4acTei), TO KaXAblii TOM (4YacTb), B TOM 4YHCJIEe Cc(HOpMUpPOBaHHBIC B
OTIICIBHBIA TOM NPHIOKEHUE K JENy, BHOCHTCS B OIHUCH IIOJ CAMOCTOSTEIBHBIM HOMEPOM;
MOPSI0K HyMEpAaIliH JIe B OMKMCH BAIOBBI; Tpadbl OMUCH 3aMOIHSIIOTCS B TOYHOM COOTBETCTBHUH C
TEMHU CBEJCHHSIMH, KOTOPhIC BBIHECEHBI HAa OOJIOKKY JIea; NP BHECEHUU B OMHCH TOJPST JE C
OJIMHAKOBBIMHM 3aroJIOBKAMH THUIIETCS MOJHOCTHIO 3arojoBOK Kaxaoro jena. ['pada omucu
«IIpuMedanne» WCTHOIB3YETCS JUII OTMETOK O MpHEMe Jiel, OCOOCHHOCTSIX HuX (PU3NIECKOro
COCTOSIHUSI, O Tepenade JAel JPYTUM CTPYKTYPHBIM TOJpa3AeleHUsIM CO CCBUIKOM Ha
HEOOXOIMMEIN aKT, 0 HAJIMYMU KOIIUH U T.II.

5.5.13. Tlpu cocTaBlICHUH OIKMCH OJIEKTPOHHBIX Jen (mpuioxenue Ne39) B omuch
BKITFOUAIOTCSI:

MOPSAKOBEIN HOMEp 3JIEKTPOHHOTO JIeNa TI0 OIUCH;

WHJIEKC DJIEKTPOHHOTO JIeTIa;

3aroJI0BOK Jiena;

naTa Jiena;

CPOK XpaHEHHUs JIeTa;

00BeM PJIEKTPOHHOTO JieTa B MO;

MpUMEUYaHusl.

K omnucu snextponnsix aen B CMOB «/lupektym» min uHON MHGOPMAIMOHHON CHUCTEME
dbopMupyeTcsi peecTp SIEKTPOHHBIX JOKYMEHTOB (KOHTEHHEPOB SJEKTPOHHBIX IOKYMEHTOB), B
KOTOPOM YKa3bIBAIOTCS CBEJCHUS OO0 DIIGKTPOHHBIX JOKYMEHTaX, BKIIOYCHHBIX B KaXJIO0€
AIIEKTPOHHOE AEIIO.

5.6. Ilepenaua ges1 Ha apXUBHOE XPaHeHUe

5.6.1. llena moCcTOSHHOTO M BpeMEHHBIX (cBbIlIe 10 jJeT) CPOKOB XpaHEHMS, TOKYMEHTHI 110
JUYHOMY COCTaBy, OJJEKTPOHHBIE JIOKyYMEHTbl TIEpeJaloTCs B apXWB OpraHa MECTHOTO
CaMOYIIPaBJIEHUSI HE paHee, 4YeM 4epe3 IoJ, M He IMO03JHee, 4eM uepe3 Tpu Troja Iocie
3aBEPILIEHUS UX B JEIONPOU3BOJICTBE.

5.6.2. Ilepeqaua pmen B apXuWB OpraHa MECTHOTO CAMOYIPABICHHS MPOU3BOIUTCS 10
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YTBCPIKACHHBIM OIMUCAM ICII.

5.6.3. OTBETCTBEHHBIN 3a apXHUB MPOBEPSET MPABUILHOCTh OOpMIICHUS U (POPMUPOBAHUS
JIeJI, COOTBETCTBUE KOJUYECTBA eI, BKIIFOUCHHBIX B OMUCH, PAKTUICCKOMY KOJIMYECTBY JICII.

5.6.4. [lepeqaua SJEKTPOHHBIX JIOKYMEHTOB B apXWB OpTaHU3aIlMM MPOU3BOJUTCS Ha
OCHOBAHMHU OIHUCEH SJEKTPOHHBIX AEN MO MH(POPMALMOHHO-TEICKOMMYHHUKALMOHHOW ceTH (IpH
HAJIMYMU B apXHMBE OpPTraHU3aIMKi WH(HOPMAIIMOHHON CUCTEMBbI) WK Ha (HU3NYECKH 000COOICHHBIX
MaTCpHAJIbHBIX HOCUTCIIAX.

5.7. Bbienenne K yHHUYTOKEHHIO JOKYMEHTOB
C MCTEeKIIUMH CPOKAMM XPaHEHUs

5.7.1. Ha ocHOBe mpeanoXeHuid pabOTHUKOB OpraHa MECTHOTO CaMOYINpaBICHUS
OTBETCTBEHHBIN 3a JEIIONPOU3BOJACTBO U aPXHUB COCTABJISIET AKT O BBIACICHUU K YHUYTO)KCHHIO
JOKYMEHTOB, HE TOJUICKAIINX XPAHEHHUIO, Ha Jeja BCe OpraHu3aly MO OmpeeneHHON (opme
(mpuiosxenne Ne 40). 3aro0BKH OJHOPOHBIX €], OTOOPAHHBIX K YHUYTOXKEHHIO, BHOCSATCS B aKT
1101 OOLIMM 3ar0JIOBKOM C YKa3aHUEM KOJIMYECTBA JI€JI, OTHECEHHBIX K JAHHOM IpyIIIIE.

5.7.2. Jlena BKIIOYAIOTCS B aKT O BBIIEICHUUM K YHHYTOXKEHUIO JIOKYMEHTOB, HE
NOJJISKALIUX XPAHEHUIO, €CIIM NPEAYCMOTPEHHBIH NI HUX CPOK XpaHEHUs UCTeK K 1 sHBaps
rojia, B KOTOpoM cocTaBiieH akT. Hanpumep, 3akonuenHsle B 2015 roay nena ¢ 3-1€THUM CPOKOM
XpaHEeHHs, MOTYT OBITh BKIIIOYEHBI B aKT, KOTOPBIA Oyaer coctaBieH He panee | sHBaps 2019
roja.

5.7.3. Jena ¢ ormeTkoii «IIK»' moznexar momcTHOMY IIPOCMOTPY B HESX BBIABICHUS
JOKYMEHTOB, MOMJIEKAIUX IOCTOSIHHOMY XPaHEHUIO. BBIABIIEHHBIE B TaKUX [J€JIaX JOKYMEHTBI
[IOCTOSSHHOTO ~XpaHEHMs BBIACIAIOTCS M IMPUCOEIUHAIOTCA K OJHOPOJIHBIM JieJaM WU
(bopMHpYIOTCS B CAMOCTOSITENIbHBIE JIEa.

OcTanbHble TOKyMEHTHI Aena ¢ oTMeTkor «IIK» BkirodaroTcs B akT, IpU 3TOM OTMETKa
«3IIK» B akTe HE yKa3bIBaeTCsl.

5.7.4. AKT O BBIIEJIEHMM K YHUYTOXKEHHMIO JIOKYMEHTOB, HE MOJIEKAIIUX XPaHEHHUIO,
IIPEJICTaBISIETCS. HAa paccMOTpeHue U corinacoBaHue OK OZHOBpPEMEHHO C OINHUCAMHU €l
MOCTOSIHHOTO XPAHEHHUs U 110 JIMYHOMY COCTaBY.

5.7.5. AKT O BBIJICICHMM K YHHUYTOKEHHUIO JIOKYMEHTOB, HE IMOJUICKAIIUX XPaHEHHUIO,
YTBEP)KAAETCA PYKOBOJIUTEJIEM OpraHa MECTHOIO caMoyIlpaBiieHus nocie yTBepxkiaeHus DIIMK
Komurera nmo pnemam apxuBoB mnpu [IpaBurensctBe Yamyprckoit PecnyOnmku onwmceit nen
MOCTOSIHHOTO XPAaHEHHUS W COIJIaCOBAaHMUS OMHMCEH JeNl MO JIMYHOMY COCTaBy, IOCJIE YEero jena,
BBIJICJIEHHBIE 110 aKTY K YHUUTOKEHHUIO, MOTYT OBITh YHUUTOXEHBI.

5.7.6. [lema, mojyiexxanivie yYHUYTOXKCHUIO, TIEPETAIOTC Ha MepepadoTKy (YTHIIH3AIIHIO).
[Tepenaua nen opopmisieTcs mMpUeMo-CAATOUHON HAKIIaJHOM.

[locne yHMUYTOXXEHHS 1€ B HOMEHKJIAType el MPOCTABISIOTCS OTMETKH, 3aBEpsieMble
MOJIHUCHI0 OTBETCTBEHHOTI'O 32 AEJIONPOU3BOACTBO, U JATOMU:

«Yanuroxeno. Cm. akt Ne oT . [loanuce, naUIMATEL, (DaMITHS.

5.7.7. DNEKTpOHHBIE JOKYMEHTHl C HCTEKIIMMH CPOKAMU XpaHEHHUs TMOJIexar
BBIIEJICHUIO K YHHYTOXXEHHIO Ha OOLIMX OCHOBAaHHUAX, IOCJIE YEro MPOBOJUTCS UX (PHU3NUECKOe
YHUUYTO)KEHUE WIM YHUYTO)KEHHE MPOrPAMMHO-TEXHUYECKHMMH CPEACTBAMHU C COOTBETCTBYIOLIEH
OTMETKOM B aKT€ O BBIACJICHUH K YHUUYTOXKEHHUIO 3JIEKTPOHHBIX JJOKYMEHTOB.

ONEKTPOHHBIE JOKYMEHTBI CUHTAIOTCS YHUUTOXKEHHBIMH, €CIIM UX HENb3s BOCCTAHOBUTH
cpeacTBaMu MHGOPMAIIMOHHON CUCTEMbI Ha HOCUTENSX MH(OPMALIUK U U3 PE3EPBHBIX KOMHUH.

5.7.8. AKTBHI O BBIICJIEHUH K YHUUTOXXEHHIO JOKYMEHTOB, HE MOJUIEKALINX XPaHEHHUIO,
XpaHATCS MOCTOSTHHO B Jere (hoHa.

" Ormetka «DTIK» 03Ha4aeT, YTO 4acTh JOKYMEHTOB MOYET OBITh OTHECEHA K CPOKY XPAHEHHS
IIOCTOSIHHOY.
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5.8. Ilops/10k nepeayu TOKYMEHTOB HA MOCTOSTHHOE XPaHEeHHe
B MYHMIHNIAJbHbIN apXuB

5.8.1. JlokyMeHThl OpPraHOB MECTHOTO CaMOYIpPAaBJICHUS, SIBISAIOTCS MYHUIUNAIBHON
COOCTBEHHOCTBIO M TIOJUIEKAT Iepeaye Ha TIOCTOSHHOE XpaHEHHWE B AapXHUBHBIA CEKTOP
VYnopasinenus o00pa3oBaHMs ¥ apXUBOB AJIMUHUCTpAIlMM MYHHUIMIIATBHOTO 00pa3oBaHUS
«MyHununanbHbeli - OKpyr Spckuit  paiion Yamyprckoi PecmyOnuku» mocie  MCTEYCHHS
YCTAaHOBJIEHHBIX 3aKOHOJATEILCTBOM CPOKOB BPEMEHHOT'O XPaHEHMS.

5.8.2. JlokyMeHTHl TMepeAaroTcsi Ha XpaHEHUE [0 ONUCAM, YTBEPXKICHHBIM B
YCTaHOBJICHHOM mopsake. [IpueM m0KyMEHTOB oOQOpMIIeTCS aKTOM IpHeMa-Tiepeaun e,
COCTaBJISIEMBIM B JIBYX SK3EMILISpax.

5.8.3. B mepuox mOATOTOBKM JOKYMEHTOB K IIepelaue Ha IOCTOSHHOE XpaHEHHE,
MPEJICTABUTENIb ApPXUBHBIM CEKTOp YTpaBieHHs OO0pa3oBaHUA W apXUBOB AJIMHUHHUCTPALUU
MYHUIIUTIATBHOTO  oOpazoBaHust «MyHUIMNANbHBI OKpyr Spckuil  pailoH YaMypTCKOi
PecnyOnukn» COBMECTHO C COTPYJHUKOM, OTBETCTBEHHBIM 32 apXWB OpraHa MECTHOTO
CaMOYIPaBJICHUS, NMPOBOJUT MPOBEPKY HAIMYMA U CAHUTAPHO-TUTMEHUYECKOTO COCTOSHUS .
[Tpu obHapyxeHUHn (PU3MUECKUX U OMOJOTHYECKHX MOBPEKICHHUM COCTABISETCS aKT; YCTpaHEHUE
neGeKTOB  MPOW3BOAWTCS  CHJIAaMH  pabOTHMKOB  OpraHa MECTHOTO  CaMOYIpaBJICHUS,
OTBETCTBEHHBIX 32 JICJIONPOU3BOACTBO U apXUB.

5.8.4. Bmecrte ¢ genamu MOCTOSTHHOTO XPaHEHUS! B MyHHUIIMITAIbHBIN apXUB MIEPEIAl0OTCS TPU
SK3EMILISIpa YTBEPKACHHOW OMHMCH, 4-i HK3EMIUISIp BMECTE€ C aKTOM IIE€peAauu Jesl OCTAaeTCs B
OpraHe MECTHOTO CaMOYIIPaBJICHHUS.

5.8.5. Ecniu pu niepeniade 0OHApYyKEHO PACX0kKACHUE MEXI1Yy UTOTOBOM 3aIllUChIO0 B OITUCH U
(aKkTUYECKUM HaJIMYUEM I[I€pelaBaeMbIX [I€JI, B ONMCH JEJIaeTCsi HOBasi UTOrOBas 3allluCh, B
KOTOpOM yKa3biBaeTcs (hakTHUECKOe HalWyhMe | HOMepa OTCyTCTByromux nen. Homepa
OTCYTCTBYIOILIMX JI€] OrOBAPUBAIOTCS B aKTE IpHUEMa — [epelayl Ha IOCTOSHHOE XpaHEHHUE.

VI. OTAHU3ALIUA JOCTYIIA K JOKYMEHTAM U UX UCITOJIb3OBAHUA
6.1. Ilopsaaok gocTyna K 10KyMeHTaM U HHPOPMALMOHHBIM CHCTeMaM

6.1.1. Jlena, AOKyMEHTHI BBLIAIOTCS BO BPEMEHHOE IOJb30BaHHUE PAOOTHHKAM OpPraHOB
MECTHOI'0 CaMOYIIPABJIEHHs 0 MX 3allpocaM Ha CPOK He 00Jiee OJTHOrO Mecslla OTBETCTBEHHBIM 3a
JEJI0NPOU3BOJCTBO.

6.1.2. TocymapcTBeHHBIM opraHaMm (CyJaeOHBIM, MPAaBOOXPAaHUTEIBHBIM, OpraHam
rOCyJJapCTBEHHOTO KOHTpPOJI M Haj30pa M Jp.) JAeda U OTAEIbHbIE JOKYMEHTHI BBIIAIOTCS HA
OCHOBAaHMM HUX NHCbMEHHBIX 3alPOCOB C pa3pellieHuss PYKOBOJUTENS OpraHa MECTHOIO
CaMOyYTIpaBJIEHUs] MJIM MHOTO YIOJHOMOYEHHOTO MM JIMIA, M0 aKTaM Ha CPOK He Oosee LIecTd
MECSILIEB.

ITpu HEOOXOAMMOCTH CPOK UCHOIB30BAHUS JOKYMEHTOB MOKET OBITh IPOJICH.

6.1.3. B nuceMeHHOM 3ampoce pabOTHUKOB OPraHOB MECTHOTO CAMOYIIPABIICHHS O BBIAAYE
JOKYMEHTOB (Zie71) BO BPEMEHHOE IO0JIb30BaHUE U3JaraloTcsl MNPUYMHBI, 10 KOTOPBIM
3arpamuBaeTcs JAei0 (JOKYMEHT) M Lelb HCIOJIb30BaHUS JOKYMEHTOB, HaXOAAIIUXCS Ha
OTepaTUBHOM XPaHEHUHU.

6.1.4. Ha BblgaHHOe Jen0 3aBOJUTCS KapTa-3aMeCcTUTENb, IOMellaeMas Ha MEeCTO
BBIJIJAHHOT O Jie1a. B Hell yka3biBaeTcst MHJIEKC /1ena, AaTa ero BbllauM, KOMY J€JI0 BbIJIaHO, 1aTa ero
BO3BpALICHHUS, IPEAYCMATPUBAIOTCA Tpadbl IS MOANKCEH B MOTYyYSHUH U IPHEME JleTia.

Ha mecTo u3BATOro mNOANMHHHKA JOKYMEHTa OTBETCTBEHHBIN 3a JeIONpPOU3BOICTBO
BKJIAJIbIBAET B JI€JIO JIMCT-3aMECTUTEIb C YKa3aHUEM, KOIJa, KOMy M Ha KaKOH CpOK BbIIaH
JOKYMEHT U TOJIMUCSMH B TIOJyYeHUU U npueme jaena. [Ipu aToM B 1enno nomMeniaercs 3aBepeHHast
KOIUS JOKYMEHTA.

[Tocne pemenus Bompoca, Uil paCCMOTPEHUST KOTOPOro jeia (A0KyMEHThI) U3bIMAJIUCh 110
3arpocaM TOCYAApCTBEHHBIX OpPIraHOB, MOMJIMHHUKH JIOKYMEHTOB JOJDKHBI OBITH BO3BpAllCHBI B
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OpraH MECTHOTO CaMOYIIPABJICHHSI U TIOMEIIEHBI B JIEJO.

6.1.5. DIeKTpOHHBIE TOKYMEHTBI, HaxOHAIIMECS Ha OINEPAaTUBHOM XpaHCHHH B 0azax
JaHHBIX WH(OPMAIMOHHBIX CHCTEM, BBIJAIOTCS ISl UCIIOJIb30BAHUS B BHUJE KOMUH AICKTPOHHBIX
JIOKYMEHTOB B COOTBETCTBHH € IMyHKTOM 3.4.25 MHCTpyKUIUU.

PaboTHuKaM, HE HMMEIOIIUM TIpaBa JOCTyla K COOTBETCTBYIOLICH HH(MOPMAIIMOHHOK
CHUCTEME, IJICKTPOHHBIC TOKYMEHTHI BBIIAIOTCS B TOPSJKE, YCTAHOBJICHHOM ITyHKTamu 6.1.1-6.1.2
UHCTPYKIMU Ha (U3NYECKH 00OCOOJICHHOM HOCHUTEINE, BBICBUIAIOTCS IO 3JIEKTPOHHOMY aJipecy
paboTHHKA, 3aIPALINBAIOLIETO TIOKYMEHT, WM UHBIM 00pa3oM.

6.1.7. OTBETCTBEHHBIM 3a JIEJIOMPOU3BOJICTBO, BBIAABIIEM €TI0 (JOKYMEHT), BEIETCSl yUeT
BBIIaHHBIX JeN (JIOKyMEHTOB) M KOHTPOJb MX CBOEBPEMEHHOI'O BO3BpaTa. DJEKTPOHHBIE [ena
(IOKyMEHTBI) BO3BpAaTy HE MOMJIEXKAT.

6.1.8. PaboTHUKM OpraHoB MECTHOTO CaMOYIpaBJCHHUS O00sS3aHBl  OOECICYMBATh
COXPaHHOCTh IMOJYYEHHBIX BO BPEMEHHOE II0Jb30BAHHWE JOKYMEHTOB (z€1) Ha OyMakKHOM
HOCHUTEJIE U HCIIOJIb30BaTh MOJIYYEHHYIO MH(POpPMAIMIO B CIYKEOHBIX LIEJSX B COOTBETCTBUHU C
TpeOOBAaHUSMHU  JIOKAIBHBIX HOPMATHUBHBIX AaKTOB. 3ampeniaercss Iepenada  IMOJydeHHBIX
JOKYMEHTOB WJIM UX KONUH pabOTHHUKAM JIPYTHUX OpraHU3aIU.

6.2. N3bsiTHe (BbIEeMKA) JOKYMEHTOB (KONMi IOKYMEHTOB) 0 3aIpoCy
rocy1apcTBeHHbIX KOHTPOJIbHBIX U HAI30PHBIX OPraHOB

6.2.1. U3baTue (BbleMKa) TOKYMEHTOB, 00pa30BaBIINXCS B JEATEIHHOCTH OpraHa MeCTHOTO
CaMOYTIpaBIICHUs, TPOU3BOIUTCS B COOTBETCTBUU C JCHCTBYIOIINM 3aKOHOAATEINECTBOM PD.

6.2.2. I3bsiTHe (BBIEMKA) JOKYMEHTOB TIPOM3BOAMTCS Ha OCHOBAHUU MHUCHBMEHHOTO
pacnopsikeHHs (IIOCTaHOBJIEHUSI) COOTBETCTBYIOLLErO opraHa (MpPOKypaTyphl, CyAa, HaJOTOBBIX
OpPraHoB M JIp.) C pa3pellieHHs PYKOBOJAUTENs OpraHa MECTHOIO CaMOYIPABJICHUS WIM HWHOTO
YIIOJTHOMOYEHHOTO UM JIUIIA.

6.2.3. ®akt u3bATUSA (BBIEMKH) JOKYMEHTOB (PUKCHPYETCS B MPOTOKOJE (aKTe) U3BATHUS
(BBIEMKH) TOKYMEHTOB, KOTODPBI COCTaBISIETCS HE MEHee YeM B JBYX OK3eMIUIpax |
HOJNKCHIBAETCS YIMOJTHOMOYEHHBIMU TPEJICTABUTEISIMU OpraHa MECTHOIO CaMOYIpAaBJIEHUS H
COOTBETCTBYIOILETO TOCyAapcTBEHHOro opraHa. K mporokoiny (akTy) npuiaraercs onuch (peectp)
U3BATHIX JOKYMEHTOB (Z€1).

6.2.4. Tlpy W3BATHH TOMJIMHHUKOB JIOKYMEHTOB B JIEJIO TOMEIIACTCS 3aBEPEHHAs KOS
JIOKYMEHTa, Ha 000poTe€ KOTOpPOM YyKa3blBae€TCsi, HAa OCHOBAHMU YEro H3BAT IMOMAJIUHHUK
JNOKYMEHTa, CpPOK BO3BpaTa JTOKYMEHTa, JaTa W IOANUCh pPaOOTHUKA, OTBETCTBEHHOTO 3a
(dbopMHpOBaHUE W/UIN XpaHEHHE JAeTIa.

6.2.5. Tlo/uIMHHUK TOKYMEHTa, U3bATHIA U3 JieJla Ha OCHOBE COOTBETCTBYIOUIETO PEHICHUS,
10CJIe PACCMOTPEHMS U PELICHHs BOIIPOCa, BO3BPAILAETCs B JIE]I0, TPU 3TOM KOIHs, TOMEIEHHAs B
JIeJT0 BMECTO TOJTMHHHIKA, U3bIMACTCS.

VIl. I3TOTOBJIEHUE, YUET, UCITIOJIb30BAHUE Y XPAHEHME ITEYATEW,
IITAMIIOB, BJIAHKOB JOKYMEHTOB

7.1. Yuer neyarteil M ITAMIIOB, YHUUTOKEHHE MeYaTeil U IITAMIIOB,
BbIIIEAIINX U3 YNOTPeOJIeHust

7.1. Yuer neyaTel U MITaMIIOB

[Teyat W3roTaBIMBAIOTCA B CTPOrO0 OrPAHUYECHHOM KOJIMYECTBE W HCKIIOYUTEIHLHO B
cykeOHbIX Hensx. PemeHne o HEOOXOIUMOCTH HW3TOTOBJICHHS Ie4YaTe W WX KOJHMYECTBE
NPUHUMAET PYKOBOJUTENIb OpraHa MECTHOIO CaMOYMNpaBJEHUS 1O COIIACOBAHUIO c
pYKOBOAMTENIEM ATmMapara.

B cayuae cmyxeOHONW HEOOXONMMOCTH TIO PEIICHUIO PYKOBOJMTENS JIOMYCKAETCS

M3TOTOBJICHUE JONOJHUTENIBHBIX dK3EMIUISIPOB NIEYATEH.
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7.1.1. TleuaTbro 3aBepsIOTCS MOANKUCUA PYKOBOIUTEINS, TJIABHOTO OyxXranTepa, a TaKkKe
JIPYTUX JOHKHOCTHBIX JIMI, KOTOPHIM B COOTBETCTBHM C MYHHUIIUIIAIBHBIM aKTOM HWJIH
JIOBEPEHHOCTHIO MPEIOCTABIEHBI COOTBETCTBYIOIINE MTOTHOMOYHS.

7.1.2. VYder wumMmeomuxcd Imeyareil W IITAMIIOB BEOET OTBETCTBEHHBIA 32
JICIIONIPOU3BOJICTBO B JKypHajie yuera Teyared u 1mramnoB (nmpuioskeHue Nedl) c
MIPOCTABJIICHMEM WX OTTHUCKOB (JIMCTBHI JKypHaJa ydeTra Ie4yaTed W IITaMIIOB HYMEPYIOTCS,
MPOLIHYPOBBIBAIOTCS U 3aBEPAIOTCS MEYATHIO).

Brimaua mewateit u mrammoB paOOTHHKAM, TMEPCOHAIBHO OTBETCTBEHHBIM 3a UX
UCIIOJIb30BAaHUE W XPAHEHHE, OCYIIECTBIISIETCS TOJ POCIHCH B JKypHaje ydyeTa IMedared u
IITAMIIOB.

[Teyatu ¥ MITAMITBI XPAHSITCS B HAJIE)KHO 3aMUPAFOIINXCS IIKadax.

[lepeqaya mewaTeil MOCTOPOHHHMM JIMIIAM M BBIHOC HMX M3 IOMEIICHUH, 3aHUMaeMBbIX
OpraHoOM MECTHOTO CaMOYIIPaBJICHHUS, HE JJOMTYCKaeTCsl.

OTBETCTBEHHOCTh 3a 3aKOHHOCTh HWCIIOJB30BAHMS M HAJEKHOCTh XPAHCHHUS TedyaTeit
BO3JIaraeTcsl Ha pyKOBOJUTENSI OpraHa MECTHOTO CaMOYITPaBJICHUSI.

[lewatn u mTamnbel, NPUIIEAIIME B HETOJAHOCTb W YTPATHUBIIME 3HAUCHHUE, MOMAJIEXKAT
BO3BpATy MO MECTY BBIJIa4yH, IJI€ OHW YHHUYTOXKAIOTCS MO aKTy C COOTBETCTBYIOIIEH OTMETKOH B
JKypHaJe yuyerTa.

7.1.3. Ilramnel ¢ ¢GaKCUMUIBHBIM BOCIPOU3BEICHUEM IOAIMKUCHA PYKOBOIUTEINS OpraHa
MECTHOTO CaMOYIIPaBJICHMsI  pa3pellaeTcs HCIOJIb30BaTh Ha  KOMUAX TMOJMUCAaHHBIX B
YCTaHOBJICHHOM TOPSIKE JOKYMEHTOB, MO3APABUTEIBHBIX aJpecax, OTKPHITKAX U TeJerpaMmax.

Hcnonp3oBaHue mTamMioB C (aKCHMHJIBHBIM — BOCIIPOM3BEACHUEM TOJIUCEH IPH
0o OopMIIEHUH TTOJITMHHUKOB BCEX JIOKYMEHTOB 3aIPeIaeTCs.

COI''TACOBAHO COI''TACOBAHO
2K AamunucTpanuu OIIMK KomwuTeTa 1o genam apXuBoB
MO «pckuit paiton» npu I[IpaBurensctee YP

(IPOTOKOJI OT Ne ) (mpoToKoN OT Ne )
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ITpunoxxenne Ne 1
K 1.3.2.2 UHCTpyKIIMK

AJIMUHUCTPALIUS «YJIMYPT DJIbKYHBICBH SIP EPOC
MYHUIUIIAJIBHOI'O OBPA3OBAHIS MYHULUIIATL OKPYT»
«MYHULIMTIAJIbHBINA OKPYT MYHULUIIAJT KbUIIBITATIIOH
SIPCKUI PAMIOH AJIMUHUCTPALIME3

YIMYPTCKOM PECITYBJIUK»

427500, Y amyprckas Pecriybnuka, noc. fp, yn. Coserckas, 55, Ten. (834157) 41354, dakc 41108
e-mail: mail@yar.udmr.ru
MHH 1837020942, KIIIT 183701001, OI'PH 1211800021707

oT Ne
Ha No oT

Oo0pa3zen 0/1aHKa MUCbMA AIMUHUCTPAIIAA


mailto:mail@yar.udmr.ru
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[Tpunoxenue No 2
K 11.3.2.2 UncTpyKuun

COBET JIEIIYTATOB «YIMYPT DJIbKYHBICH SIP EPOC
MYHULIUIIAJIBHOT'O OBPA3OBAHIS MYHULIMIIAJI OKPYT»
«MYHULIMIIAJIbHBINA OKPYT MYHULUIIAJT KbUIIBITATHICH
SIPCKUI PAMIOH JIEITYTATBECJIOH KEHEIICHI
YIMYPTCKOM PECITY BJIMKI»

427500, Y amyprckas Pecmrybnuka, moc. Sp, yn. CoBerckas, 55, ten. (834157) 41354, dakc 41108
e-mail: mail@yar.udmr.ru
VHH 1837020830, KIIIT 183701001, OI'PH 1211800018682

oT No

Ha No oT

Oopasen 0s1anka nucbma CoBeTa JenmyTaToB


mailto:yarraion@udmnet.ru
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[Tpunoxenue Ne 3
k1.1.3.2.2,3.5.5
NucTpykuuu

AAMUHHUCTPALINSI MYHUIIMITAJIBHOI'O OBPA3OBAHMA
«MYHUIUITAJIBHBIN OKPYT APCKUU PAUOH YIMYPTCKOU PECITYBJIUKN»

«YIAMYPT DJbKYHBICH SIP EPOC MYHUIIUITIAJ OKPYT»
MYHHULHUIIAJT KBIJIABITIOTJI9H AIMUHUCTPAIIME3

IHOCTAHOBJIEHUE

oT 20 T No

noc. fp

Oo0pa3zen 0/1aHKA MOCTAHOBJIEHUSI ATIMUHHUCTPALNH
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ITpunoxenne Ne 4
km3.2.2,3.5.5
WNHucTpykunn

AIMAHUCTPALINSA MYHHUIHUITAJIBHOI'O OBPA3OBAHUSA
«MYHHUIUITAJIBHBIN OKPYT APCKHUU PAUOH YIMYPTCKOU PECITY BJIMKHN»

«YIAMYPT DJbKYHBICH AP EPOC MYHUIIUIIAJ OKPYT»
MYHHULUIIAJ KBUJIABITIOTJIOH AAMUHUCTPAIIME3

PACIIOPA’KEHUE

oT 20 T Ne

noc. fp

O0pasen 0/1aHKa pacnopsKeHUs1 AAMMHHUCTPALUHA
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ITpunoxxenue Ne 5
kn.3.2.2,3.55
HNuctpykunu

I''/TABA
MYHUIINIAJIBHOT'O OBPA3OBAHUA «M}’HHHHHAJII)HI)IFI OKPYI
APCKUU PAUOH YAMYPTCKOMU PECITY BJIMKH»

«YJIAMYPT DJbKYHBICH AP EPOC MYHUIIUIIAJ OKPYI»
MYHHUIUIIAJ KbUIABITATJIOH TOPOE3

IHOCTAHOBJIEHUE

oT 20 T No
noc. fp

Oo0pa3zen 01aHKka nocranoBJieHus ['1apst MO
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[Ipunoxenne Ne 6
km3.2.2,3.5.5
WNucTpykuun

I''TABA
MYHUIIUIIAJIBHOT'O OBPA3OBAHUA «M}’HHHHHAJII)HI)IFI OKPYI
APCKUU PAUOH YAMYPTCKOMU PECITY BJIMKH»

«YIAMYPT DJbKYHBICH SIP EPOC MYHHUIUIAJ OKPYI»
MYHUIUIIAJ KBUJIABITITJIOH TOPOE3

PACHOPAXEHMUE

oT 20 T No

noc. fp

Oopa3en 0s1anka pacnopsikenus I'imasst MO
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ITpunoxenune Ne 7
K1m.3.2.2
HNuctpykuun

COBET JEIIYTATOB MYHULIUITAJIBHOI'O OBPA3OBAHMSI
«MYHUIIUITAJIBHBIN OKPYT APCKHUU PAUOH YIMYPTCKOU PECITYBJIMKHN»

«YIAMYPT DJbKYHBICH SIP EPOC MYHHUIUIAJ OKPYT»
MYHHUIUIIAJT KbUIABITOTBICH AEINTYTATBECJ/IOH KEHEHICHI

PEIMEHUE

noc. Sp
« » 20 T

Oo0pa3zen 01anka pemieHusi CoBeTa JemyTaToB
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[Tpunoxenne Ne 8

K1m.3.2.2
HNuctpykuuu

| HPCkhn PAnGn |

COBET JEIIYTATOB MYHULIUITAJIBHOI'O OBPA3OBAHMUSI
«MYHUIIUITAJIBHBIN OKPYT APCKUU PAUOH YIMYPTCKOMU PECITYBJIUKN»

«YIAMYPT DJbKYHBICH SIP EPOC MYHHUIHUIIAJ OKPYI»
MYHULOHUITAJ KbIJIABITOTBICH JEIIYTATBECJ/IOH KEHEIICBI

ITIOCTAHOBJIEHUE NNPE3UANYMA

oT 20 T No

noc.Ap

Bbaank nocranosiaenns Ilpesnanyma Cosera nenyraros
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[Tpunoxenne Ne9
k1m3.2.2
HNuctpykuun

COBET JEIIYTATOB MYHULIUITAJTBHOTI'O OBPA3OBAHMSI
«MYHUIUITAJIBHBIN OKPYT APCKHUU PAUOH YIMYPTCKOMU PECITY BJIMKW»

«YIAMYPT DJbKYHBICH SIP EPOC MYHULHHAJ OKPYI»
MYHULUIIAJ KbIJIABITITBICHh AEINIYTATBECJ/IOH KEHEIICBI

HOCTAHOBJJEHHE

oT 20 T Ne

noc. fp

baank nocranosjieHust CoBera 1enyraTtoB
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[Tpunoxenne Ne 10
k1m3.2.2
HNuctpykuun

COBET JEIIYTATOB MYHULIUITAJTBHOI'O OBPA3OBAHMSI
«MYHUIIUITAJIBHBIN OKPYT APCKUU PAUOH YIMYPTCKOU PECITYBJIUKN»

«YIMYPT DJbKYHBICH SIP EPOC MYHHUIHUIIAJ OKPYI»
MYHULOHUITAJ KbIJIABITOTBICH JEIIYTATBECJ/IOH KEHEIICBI

PACHOPAXKEHMUE

oT 20 T Ne

noc. SAp

baank pacnopsizkenusi CoBera 1enyraTros
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[Tpunoxxenne Ne 11
K 1. 3.3.11 UacTpykuuu

AJMMHHCTpALMs MyHULIMIIAIBHOTO 00pa30BaHus
«MyHunaneHeli okpyr Spckuit paiion Y imyprckoil PecryOnnku»

[['pud cornacoBanms|* YTBEPX/IEH (A, O, bl)
[TocranoBieHuEM AMUHUCTPALIMHI
MYHUIMIIAJIBHOTO 00pa30BaHus
«MyHununaibHeIi OKpyr SApckuii paiion
Yamyprckoit PecyOmnmkmy
oT Ne

HAUMEHOBAHMUME JIOKAJIBHOI'O
HOPMATHUBHOI'O AKTA

(IIOJIOKXEHHME..., TIPABWIA ..., UHCTPYKLUA ... u ap.)

[['pud cornacoBanus foKymeHTa]*

noc. SIp —20__

®opma TUTYJBHOIO JIUCTA

* OdopmisieTcss B ciayyae COIJIacOBaHMS JOKYMEHTa C JOJDKHOCTHBIM JIMIIOM OpraHHM3alluy,
KypUPYIOLIMM HaIlpaBlieHHE JEATEIIbHOCTH, B paMKaX KOTOPOW YTBEpXkJaeTcs JOKYMEHT (Tpud
COIJIACOBAHUS BBEpXY CJIEBA), WJIM COTJAcOBAaHMS MpPOEKTa JOKYMEHTa C Jpyroil opraHuzaruen
(rpuc cornacoBaHusl BHU3Y CIIEBA).
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[Tpunoxenne Ne 12
k n.11.3.4.15, 3.8.8
NHucTpykuun

INEPEYEHb JOKYMEHTOB, IOJJVIEXKAIIUX YTBEPXKJIEHUIO

1. AKTBI (ciucanus; BBIIOJHEHHBIX padOT; MpHEMa 3aKOHYCHHBIX CTPOUTEIHCTBOM OOBEKTOB;
npuéma 1 nepejadu Jaein);

2. IHCTPYKIUWU (mpaBumia) - IOJDKHOCTHBIE (PETrJIaMEHTHI); MO JCIONPOU3BOACTBY; TEXHUKE
0€30MMacCHOCTH; BHYTPEHHETO TPYOBOTO PACIIOPSIKA U T.JI.

3. HopmaTuBsl (pacxojia ChIpbsi, MATEPHAIIOB, JIEKTPOIHEPTUHU; YUCICHHOCTH PaOOTHUKOB U T.J.);

4. OTYETHI (IO OCHOBHO 1€ATEIBHOCTH; KOMAHIUPOBKAX; U T.1.);

5. ITJTAHBI (OCHOBHBIX HaInpaBJICHUH JEATEeIIbHOCTH OpraHoB MECTHOT'O
CaMOYTIPaBJICHUS;, CTPYKTYPHBIX TOJIpa3/IeTICHUI; M0 KallUTaJIbHOMY PEMOHTY H JIp.);

6. I[TOJIOXKEHU S (o xomnernanbHbIX OpraHax; CTPYKTYPHBIX MOAPA3JCICHUAX; TPEMUPOBAHUN U
T.1.);

7. IPOI'PAMMBI (npoBeaenus paboT 1 MEPOTIPUATHI; KOMAHIUPOBOK U T.1.);

8. TIPOTOKOJIbI 19K AamuHHCTpauu paiioHa;

9. CMETHI (pacxomoB Ha coaepaHue ammapara, 3JaHui, TOMEIICHUA;, UCIIOJIb30BaHUE CPEJICTB
(boHIa yUpeKICHHUS; HA KAIUTAIBHOE CTPOUTEIBCTBO U T.1I.);

10. ITATHBIE PACIIMCAHUS u u3MeHeHus K HUM.
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[Tpunoxenne Ne 13
k n.11.3.4.23, 3.8.9
NucTpykuun

INEPEYEHb JTOKYMEHTOB, HA KOTOPBIX CTABUTCHA
I'EPBOBAS IIEYATD

1. AKTBI (mpuéma BBIMOTHEHHBIX pPabOT; NMpuUEMa 3aKOHYCHHBIX CTPOUTEIBCTBOM OOBEKTOB,
000pyI0BaHUST; CITUCAHMS; SKCTICPTU3HI U T.11.);

2. JOBEPEHHOCTH (Ha nmoimy4eHne TOBapHO-MAaTePUATbHBIX IICHHOCTEH, ACHET U T.1.);

3. IOT'OBOPHI (0 maTepuanbHOM OTBETCTBEHHOCTH; TIOCTABKH; MOJAPSAA; O TPOU3BOJCTBE PaboT;
apeH/Ie MOMEIIECHHUN | T.1I.);

4. KOMAHJIWPOBOYHBIE VYJIOCTOBEPEHUS (ynocroBepsieT MNOANUCH PYKOBOJUTEINS,
MOJNKCABLIET0 3TOT JOKYMEHT);

5. OBPA3Lbl OTTHCKOB IIEYATENM U TOJIUCEN (coTpyIHHKOB, MMEIOIUIUX IPABO
coBepIIeHHs] PUHAHCOBO-XO035HCTBEHHBIX OIEpaIHii);

6. IMCbMA TAPAHTHUIHBIE (ua BbimosHenne paboT, ycuyr);

7. IPEJJICTABJIEHUS U XOJIATAVCTBA;

8. IIOPYUEHUSA (6romkeTHble; OaHKOBCKHE; MEHCHOHHBIC, IJIATE)KHBIE (CBOJHBIC, B OaHK; Ha
MOJTyY€HHE HHOCTPAHHOMN BAJIFOThI CO CUETOB M T.1I.);

9. CMETHDHI (pacxomoB Ha cojep:kaHUE amnmapara YIpaBJeHUs; Ha KallUTaIbHOE CTPOUTEIHCTBO U
T.1.);

10. COT'JIAIIEHWA;

11. CIIPABKU (numuTHBIE;, O BBIIJIATE CTPAXOBBIX CYMM; HCIIOJIb30BaHMS OIOIKETHBIX
ACCUIHOBAHUM HA 3apIUIaTy; O HAYMCICHHOW U NMPUYUTAIOLIEHCS 3apIulaTe, apXUBHBIE CIIPABKH C
JTaHHBIMHU, OOHAPY>KEHHBIMH B COOTBETCTBHH C 3alIPOCOM 3asSBUTENS U T.1.);

12. TPYAOBAS KHNXKA;

13. YAOCTOBEPEHU;

14. ITATHBIE PACIIMCAHUS (1 u3smMeHeHHsI K HUM);

15. VBEIAOMJIEHUA (CIIPABKA-YBEJAOMJIEHUE) (06 wu3MeHeHMH  OIOKETHBIX
ACCUTHOBAaHWH, TMpeaeibHbIX O0BEMOB (MHAHCUPOBAHUSA PACXOJOB, JHUMUTOB OIOKETHBIX
00513aTENbCTB;

16. IOYETHBIE TPAMOTHI,

17. IOCTAHOBJIEHHMA;

18. PEIIIEHUSI CECCUI.
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[Ipunoxenne Ne 14
K 11.3.5.6. UncTpyKIIMU

AIMUHHUCTPALINSI MYHUIIUITAJIBHOI'O OBPA3OBAHMA
«MYHHUIUITAJIBHBIN OKPYT APCKUU PAUOH YIMYPTCKOU PECITYBJIMKN»

«YIAMYPT DJbKYHBICH SIP EPOC MYHUIIUIIAJI OKPYI»
MYHHULHUITAJ KbIJIABITITJIOH AAMUHUCTPAIIUE3

NOCTAHOBJIEHUE
12 anpens 2022 rona Ne
noc. fp
3aroyioBOK K TEKCTY
Tekcr
['maBa MyHHUIIMTTAIBHOTO 0Opa30BaHUS N.0. Gamunus

Oo6pasen opopMiieHNs OCTAHOBJICHUS AJIMUHUCTPALMU
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[Tpunoxxenne Ne 15
K 11.3.5.6 UncTpykuuu

AIMAHUCTPALINSA MYHHUIHUITAJIBHOI'O OBPA3OBAHMSA
«MYHHUIUITAJIBHBIN OKPYT APCKHUU PAUOH YIMYPTCKOU PECITY BJIMKHN»

«YIAMYPT 2JbKYHBICH SIP EPOC MYHULIUIIAJI OKPYI»
MYHULUITAJ KbIJIABITITJIOH AAMUHUCTPALIUE3

PACIIOPAKEHUE

17 suBapst 2022 rona Ne

noc. fp

3aro0BOK K TEKCTY (3arojIOBKa MOXET U HE ObITh)

Texkct

['maBa MyHHUIIMTTAIBHOTO 0Opa30BaHUS N.0. Gamunus

Oopazen opopmiieHns pacnopsKeHusi AAMMHHCTPALUA
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[Tpunoxxenue Ne 16
K 11.3.5.6 UHcTpyKuun

T'JIABA
MYHHUIIUIIAJIBHOI'O OGPA3OBAHUSA «MYHUIIUIIAJIBHBIN OKPYT
SIPCKHAM PAWOH YIMYPTCKOM PECITYBJIUKH»

«YIMYPT DJbKYHBICH SIP EPOC MYHHUIHUTIAJ OKPYI»
MYHUIUIIAJI KbJIABITIOTJIOH TOPOE3

NOCTAHOBJIEHUE
[ara No
noc. fp
3aroyoBOK K TEKCTY
Tekct
['maBa MyHHUIIMTTAIBHOTO 0Opa30BaHUS N.0O. ®amunus

Oopazen opopmiienust nocranosiaenus I'masst MO
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ITpunoxxenne Ne 17
K 11.3.5.6 UucTpyKkuun

I''/TABA

MYHHUIIUIIAJIBHOI'O OGPA3OBAHUSA «MYHUIIUIIAJIBHBIN OKPYT
SIPCKHAM PAWMOH YIMYPTCKOM PECITYBJIUKW»

«YIMYPT DJbKYHBICH SIP EPOC MYHUIHUIIAJ OKPYI»
MYHUIUIIAJI KbIJIABITIOTJIOH TOPOE3

PACINOPAXKXEHMHE
Jara No

noc. SAp

3aro0BOK K TEKCTY (3arojloBKa MOXKET U HE OBITh)

TexkcT

['maBa MyHUIIMTTAIBHOTO 0Opa30BaHUS N.0. ®amunus

Oopa3zen opopmiienust pacnopsizkennsi I'masst MO
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[Tpunoxenue Ne 18
K 11.3.5.11 UHCcTpyKIIMn

| APCkhn PANON |

COBET JEIIYTATOB MYHULIUITAJIBHOI'O OBPA3OBAHMSI
«MYHUIIUITAJIBHBIN OKPYT APCKUU PAUOH YIMYPTCKOU PECITYBJIMKN»

«YIMYPT DJbKYHBICH SIP EPOC MYHHUIHUIAJ OKPYI»
MYHULOHUITAJ KbIJIABITOTBICH JEIIYTATBECJ/I9H KEHEIICBI

PEIMEHUE

3aroJIoBOK K PELICHUIO

Texkct

[Ipencenarens CoBera enyTaToB

MYHUIIUIAIBHOTO 00pa30BaHMs

«MyHHIMnIaIBHBIA OKPYT ApCcKuil paiioH

Y amypTtckoit PecryOnukm» N.0. ®amunus

['maBa MyHunMnmansHOro 00pa3oBaHuUs
«MyHHIMTIIANBHBINA OKPYT SpCcKuil paiioH

Yamyprckoit PecriyOmukmy N.0. Gamunus
noc. Ap

« » 20__ronma

No

Oobpasen opopmiienusi pemenusi CoBera a1enyraTroB
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[Tpunoxxenue Ne 19
K 11.11.3.6.1 MHCTpYyK1IMN

AIMUHUCTpAIUS MYHUILIMTIATHBHOTO 00pa30BaHMs
«MyHuIMnanbHbIA OKpYT Spckuit paiion Y amyprtckoit PecmyOmukmy

NHPOTOKO.J

« » 20 roma
noc. fp

3aroyioBOK K IPOTOKOIY

IIpencenarens:
Cexkpertapsb:
IIpucyrcrBoBanu:
OTtcyTCTBOBANH:

I[TOBECTKA JJHA:

PwNE

1.CIIYIIAJINA:
@.1.0.- TeKkCcT JoKNaa IpUIaraeTcs
BBICTVYIINJIA:

@.1.0.- kpaTkast 3al1Ch BBICTYIIJICHUS
@®.1.0.- kpaTkas 3anuch BBICTYIUICHUS

PEIINJIN:

Tekcr pemenus.

IIpencenarens JInunag moamnuch

Cexkpertapb JludHas MoANUCH

Wuunmanel, pamunus

Wuunmanel, pamunus

Oo0pa3zen opopmiieHHs NIPOTOKOIA
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[Tpunoxenune Ne 20
K 1. 3.6.1 UucTpykuuu

CoBer JiermyTaToB MyHHIIMITATEHOTO 00pa30BaHus
«MyHuIMnaIbHBINA OKpYT SIpckoro paiioHa Y amyptckon PecryOmmkmy»

INPOTOKO.
OT«___ » 20 T No

noc fp
OYEpPEIHON CecCuun

[Tpencenarens: @amunus 1.0.
Cexkperapb: ®amunus 1.0.
[TpucyrcTBoBamu: 10 pmemyratoB m3 11 wm30Opanneix m 11 ycraHoBiIeHHOTO dYHMCla (CHUCOK
MIpUIIaraeTcs).
IIpurnamenHsie:
®amunusg U.0. — 1omKHOCT JIMLA, TPUIJIAIIEHHOTO Ha CECCHIO.

Qamunua N.0. npencenarens — Ha ceccun npucytcTByoT 10 nemyraroB. Ceccusi mpaBOMOYHA
HauaTh paboTy, TaKk Kak Ha HEW NPUCYTCTBYIOT Ooziee 2/3 OT yCTAaHOBICHHOTO 4YHCIA
JEyTaToB.

[TOBECTKA JJHA:

1. O paccmotrpenun nucem ¢ mexpaiionHoir UOHC Poccun Nel0 mo Y amyptckoit PecniybOnuke mo
BHECEHUIO U3MEHEHUH B perieHre CoBeTa AemyTaToB 10 HAJIOraM Ha MMYILIECTBO U Ha 3EMIIIO.

2. O0 opraHu3aiy JETHEro OT/AbIXa U 3aHATOCTH JIETeH U MOJPOCTKOB B KAHUKYJISIPHOE BPEMS.

1.CIIYIIAJINA:
@amunus U.0. — kpaTkas 3a1IUCh TEKCTA.

BBICTYIIWIN:
@amunus U.0. (B UMEHUTENBHOM Maiexke)- AemyTaT 1o ...... n30upareabHOMY OKpyTy No
1- TeKcT BBICTYIUICHUS.

PELINJIN:
Tekcr pemenus
[IporonocoBano: «3a» - , «IIPOTUB» - , KBO3JEPKAIOCHY -
2.CIIYIIAJIMA:
BBICTVYIINJIN:
PEIINJIN:
[Ipencenarens N.0O. ®amunus

Cexkpertapb N.0. ®amunus

Oobpaszen opopmiieHust nporokosaa ceccuu CoBera 1enmyTaToB
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[Tpunoxenne Ne 21
K 1. 3.6.1 UucTpyKimu

HanmenoBanne opraHa MECTHOI'O CaMOYIIPaBJICHUA

NPOTOKOJ
OT« __ » 20 1. Ne
noc. fp
3aCelaHue DKCIEPTHOU
KOMHUCCUU
IIpencenarens - damunna U.0.
Cekperapb - ®amunusa 1.0

[TpucyTcTBOBANN YiIEeHBI KOMUCCUU: (TIEPEUHUCISIOTCSA (DaMUIIHH U.0. 110 al(aBUTY)

ITOBECTKA JIHA:

1. O0 uHCTpYKLMHU N0 JEIONPOU3BOACTBY B OpraHaX MECTHOI'O CaMOYIIPaBJICHUS.

2. O6 omucsax pnen CoBera JemyTaToB M AJIMHUHMCTPALUMU MYHHUIMIIQIBHOTO 00pa3oBaHUs
«MyHunMnansHeId OKpyT Spckuii paiion Y amyprckoii PecryOimkmy.

1.CJOYILIAJIM:
@amunusa N.O. — TeKCT (MM TEKCT JOKIIaaa MpuiaracTcs)

BBICTYIINJIA:
®amunusa U.O — kpaTkas 3a1uch BbICTYIUICHUS
@amunusa U.0. — kpaTkas 3aUCh BBICTYIUICHUS
PEIIINJIN:
1.1.
1.2....
2.CJYHIIAJIN:
BBICTYIINJIA:
PELINJIN:

[Ipeacenarens DK MIOJIINCH N.0. ®amunus

Cekperapp OK MOJIIUCH N.0. ®amunus

Oopa3zen opopmienns nporokoaa IK
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[Tpunoxenune Ne 22
K 1. 3.6.1 Unctpykuuun

AJIMUHHCTpaLIUsS MyHULIUITAILHOTO 00pa3oBaHue
«MyHuIMnanbHbIA OKpYT Spckuii paiion Y amyptckoit PecmyOmukmy

IHPOTOKO.I

OT « » 20  roma Ne
noc. fp

OneparuBHoro coseuianus npu ['nase
MYHUIUIAIBHOIO 00pa30BaHMs
«MyHUIMnaNbHBIA OKPYT SpCKuil paiioH
Y amyptckoii Pecriybnuke»

IIpucyrcrBoBanu:

HawnmenoBaHue JOIDKHOCTH - ®amunug U.0.
HawnmenoBaHue JOIDKHOCTH - ®amunug 1.0
HawnmenoBaHMe JOIDKHOCTH - ®amunug U.0.

daMuIMy 1 THULU AT

B JI()aBUTHOM TOPSIZIKE

I. O Gnaroyctpoiicte ynui n. fAp, yi. @. Bacuibea.

(dPamunyy BBICTYTAOIINX )

1.1. IIpuHATb K CBEACHUIO ....
1.2. PyKOBOIUTEITIO TIPOEKTA 00ECTIEYNTh KOHTPOIIb .........

I1. O BBeeHUHU Mep MO OUUCTKE TEPPUTOPHH. ...

(Pamuuy BBICTYNAIOIINX )
1.IIpuHATH K CBEJCHHUIO. . ..

[Ipencenarens N.0O. ®amunus

Cexkperapb N.0O. ®amunus

Oo0pa3zen opopmiieHNst KPATKOr0 NPOTOKOJIA
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[Tpunoxenne Ne 23
K 1. 3.6.1 UucTpykiuu

AJMUHUCTPALIUS
MYHULIMIIAJIBHOT'O OBPA3OBAHUS
«MYHULUIAJIBHBIA OKPYT
SIPCKUH PANOH
YIMYPTCKOM PECITYBJIUKN»

«YIMYPT DJbKYHBICH SIP EPOC
MYHHULHUITIAJT OKPYI»

MYHHULIHUIIAJT KbLJIABITITJIOH
AIMUHHUCTPALIUE3

|_ BBIIIMCKA 13 ITPOTOKOJIA
3acelaHusl SKCIIEPTHOM KOMUCCUH
ot 15.08.2018 Ne 6

noc. SAp

1.CJIYIIAJIA:
®amunus WM.0. — Ha3BaHUE BOIpoca

PELINJIN:
(TeKCT perieHus)

[Ipencenarens DK N.0. Gamunus

Cexkpetapp DK N.0. Gamunus

Oopasen opopmiieHHsI BHIMUCKHA U3 MPOTOKOJIA
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ITpunoxxenne Ne24
K 11.3.6.2 MHCTpyKITMn

YTBEPXXJEHO

Pemenunem CoBera nenyTaToB
MYHULUIAIBHOIO 00pa30BaHUs
«MyHUIMIIAIBHBIN OKPYT SpcKkuil
paiion Y amyptckoi PecryOmmkm»
oT Ne

I[TOJIOXKXEHUE
0 (HaMMEHOBAaHME CTPYKTYPHOI'O IOJIpa3AcICHU)

I. OBIIME TTOJIOXKEHU A

VIIl. OTBETCTBEHHOCTbD

PykoBoaurens
CTPYKTYPHOTI'O IIOAPAa3AEICHUs IToanuce Pacmm¢poBka noanucu

Oo0pa3zen opopmiieHUS MOT0KEHUS



89

[Tpunoxenune Ne 25
K 11.3.6.3 UncTpykumun

AJIMUHUCTPAILASA «YIMYPT DJIBKYHBICh SIP EPOC
MYHULIMITAJIBHOT'O OEPA30OBAHU MYHULIMIIAJI OKPYT»
«MYHUILIUIIAJIBHBIN OKPYT MYHULIMIIAJT KbUIJIBITOTJIOH
SPCKUI PAMOH AJIMUHUCTPALIME3
YIMYPTCKOM PECITY BJIUKI»

427500, Y amyprckas Pecrry6nuka, moc. Slp, yin. CoBerckas, 55, Ten. (834157) 41354, dpaxc 41108
e-mail: mail@yar.udmr.ru
VHH 1837020942, KIIIT 183701001, OI'PH 1211800021707

Hupexropy OOO «Y amyprckas
SHEpreTUYecKasi KOMIAHUSD)

oT Ne
damuauga 1.0

Ha No oT

YBaxaewmslii iBan bopucosuu!
Coobmaem Bam, 4ro ynaMyHOE OCBENIEHHE MO HACEJICHHBIM MYHKTaM OTKIoueHo ¢ 01

mapta 2018 1, mpocuM 3a 3JIEKTPOIHEPTHIO HE HAUUCIIATH.

['maBa MyHUIIMTTAIBHOTO 0Opa30BaHUS N.0. Gamunus

Wneun Unes Uneny, OTnen ynpasieHns MEPCOHAIOM, BEYIIHNA CIIEIUAIACT
+7(495) 924-45-67, llyin_lv@techno.ru

Oopa3sen opopMiteHHs 1€JI0BOTO (CIYKeGHOT0) MHCHMA


mailto:mail@yar.udmr.ru
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[Tpunoxenue Ne 26
K 1. 3.6.4 UucTpyKIuu

AJMMHUCTpAIMs MyHULMIIAIBHOTO 00pa30BaHuUs
«MyHuIMnansHbI OKpyT SIpckoro paitona Y amyptckoit PecriyOmmukumy

['maBe MyHHIIMIIAIBHOTO
obOpazoBanus « MyHULIUTTAIbHBIN
OKpYT fpckuil paiioH Y IMypTCKOU
PecryGnukm»

®Gamunus N.0.

JOKJIATHA A 3AITNCKA

03.10.2018

O pe3ynbTaTax IpoBEPKU
BEJICHUSI JI€JI0IIPOU3BO/ICTBA

Pe3ynpTarhl mpoBepKHU MOKa3aau, YTO HAJAXEH KOHTPOJIb 3a UCIIOJHEHUEM JIOKYMEHTOB,
BEJyTCs HEOOXOIUMBIE KypHaIbl, JOKYMEHTBI 3aBOJSTCS B COOTBETCTBUU C HOMEHKIIATYpPOU Jie.
CBOEBpPEMEHHO MPOBOAUTCS padOTa MO YMOPSAOYCHUIO U ONMUCAHUIO JTOKYMEHTOB IMOCTOSIHHOTO U
BpeMeHHOTo cBbiie 10 1ner) xpanenus. [lpoBepka mokazama, YTO XpaHEHHWE Jel B He
COOTBETCTBYET TPEOOBAHUSM.....

IIpennararo

Jlenonpoun3BoIUTEIb MOJITUCH N.0. Gamunus

Oo0pa3zen opopmiteHNs TOKIATHON 3aNIUCKHU
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AJIMUHHUCTPALIUA
MYHHUIIUIIAJIBHOI'O OBPA3OBAHUS
«MYHULUIAJIBHBIA OKPYT
SIPCKUHM PAMOH YJIMYPTCKOM

PECIIYBJIMKMN»
AKT
«_» 20 . Ne_
noc. fp

(MecTo cocTaBiICHU)

O crycaduu. . ...

Komuccus pemmina ...
CocraBiieH B 3-X JK3.

[Ipunoxenwue: .....
[Ipencenarens Iloanuce
YsreHbI KOMHUCCUH Iloanuce

IToamuce

Oopasen opopmiieHust aKkTa

[Tpunoxenue Ne 27
K 1. 3.6.5 UHcTpykuuun

HN.0. Gamunus

N.0. ®amunus

N.0. ®amunus



92

[punoxenne Ne 28
K 1. 4.2.10 UacTpykuuu

IlepeueHn HEPErMCTPUPYEMbIX BXOAAIIMX JOKYMeHTOB®

1. Amnxers! (pe3tome), HarpaBiisieMble B LIEISX TPYA0YCTPOiCTBA.

2. byxrantepckue MOKyMeHTHI (OyXrairepckas OTYETHOCThb, CYeTa, cyeTa-(haKkTyphl, aKThI
CBEPKM B3aMMOpACUETOB, aKThbl MPUEMKH-TIEPEJaul OCHOBHBIX CPE/CTB, TOBapHbIE HAKJIAJHbIE U
Ap.).

3. T'OCTpl, TEXHMYECKHE pErJaMEHThl, PYKOBOIAIIWE U JPyrue JOKYMEHTHI IO
TEXHUUYECKOMY PETYJIIMPOBAHUIO U CTaHAAPTU3ALIMH.

4. T'paduxu, Hapsbl, 3a9BKH, Pa3HAPSIIKH.

5. JlokymMeHTBl (MPOEKTHI JOKYMEHTOB), TpeOyromme MOoamUcaHusi (COTJIacOBaHUSA,
YTBEPKJEHMSI) ¥ TTOCIIEAYIOIIEro BO3BpaTa.

6. KonkypcHast ToKyMeHTaIusI.

7. HayuHo-TexHMYecKasi U IPOEKTHAasl JOKYMEHTaIHl.

8. Koppecnonnenmus, aapecoBaHHas paOOTHUKAM OpraHU3aIMU C TIOMETKON «JIMIHOY.

9. [IleuatHsle  u3maHust  (KHUTH, OKypHajJbl, TIa3eThl), KaTajloru, TEXHHUYECKas
JUTEpaTypa, TEeMaTHYECKHUE U CTIeNUAIbHbIE COOPHUKH, TIAKATHI.

10. Ilo3npaBuTenbHblE  OUCbMa M TeJlerpamMMbl,  OJIarOJApCTBEHHblE  HUCbMAa U
TeJerpaMMbl, IPUTJIACUTEIIbHBIE OUTIETHI.

11. TpeiickypaHTHL.

12. TlpurnacurenbHble OMIICTHI, IPUTIIAICHUS.

13. IIporpammbl KOH(pEpEHIIHA, COBEIAHUH.

14. PexsiamHble MaTepuaibl (IUCbMA, JUCTOBKH, IPOCHEKTHI, OYKIETHI U Jp.).

15. VueOHble M1aHbl, IPOTPAMMBI.

16. ®opwmebl 1 611aHKH, B T.4. POPMBI CTATHCTUYECKON U MHON OTYETHOCTH.

8 Ecin yka3aHHBIE JOKYMEHTBI MOCTYIMIH C CONPOBOAUTEIBLHBIM MHCHMOM, IHCbMA PETHCTPHPYIOTCS B
MOPSIIKE, YCTAHOBICHHOM MHCTPYKIMEH MO 1€TONPOU3BOACTBY OpPraHU3aIH.
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[Tpunoxxenue Ne 29
K 1. 5.1.5 UHCcTpyKun
HaumenoBaHue oprana
MECTHOI'O CaMOYIIPaBJICHUS

HOMEHKJIATYPA JIEJI YTBEPXIAIO
HaumenoBanue 1ODKHOCTH

PYKOBOJUTEIIS OpraHa
MECTHOT'O CaMOYyIIPaBJIECHUs

[Toamnuce PacmmdpoBka

Ha rox MOIIUCU
Jara

NHunekc 3aroJyioBOK Jena Kon-so gen | Cpok xpaHeHus nena [Ipumeuanue

Jeina 1 Ne cTaThy O IEPEYHIO

1 2 3 4 5
| | Haszpanue pa|3nena |
HaumeHoBaHMe NOKHOCTH JINLA,
OTBETCTBEHHOI'0 3a JIE€JI0IIPOU3BOICTBO [Toanuce Pacumgposka
HOAIINCU

Buza nuna, 0TBETCTBEHHOTO 33 apXHUB

COT'JIACOBAHO COI''TACOBAHO

[Tporoxon DK ITporoxon SIIMK Komurera

AJMUHUCTpaLUu IO JIeJIaM apXHUBOB MPH

MYHUIIUIAIBHOTO 00pa30BaHMs IIpaBurensctee YP

«MyHHIMnaNbHbIA OKPYT ApCcKuil paiioH

Y amypTtckoit PecryOnukmy»

oT Ne oT Ne

HTorosas 3anuch 0 KaTeropusax U KOJi-BE €I, 3aBEICHHBIX B TOIY

B OpraHax MECTHOT'O CaMOYIIPaBJICHUSA

ITo cpokam xpaHeHus Bcero B ToM yucine:
nepexogsumx | c ormerkoit "OIMK"
1 2 3 4

[TocTostHHOTO

Bpemennoro (cBbiuie 10 ner)

Bpemennoro (mo 10 ner

BKJTIOYUTEHHO)

HNTOI'O:

HanmeHnoBaHMe T0IKHOCTH

JM1a, OTBETCTBEHHOIO

3a JIeJI0NPOU3BOICTBO [Toanuce Pacmmdposka
HOJITUCH

Jara
®opmMa HOMEHKJIATYPBbI e
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[Tpunoxenne Ne30
K . 5.1.10 UacTpykumm
I[MTPUMEPHASI CXEMA CUCTEMATU3AILINU
JOKYMEHTOB B HOMEHKJIATYPE JEJI

CoNoOR~WNE

3aKOHBI
[IpoeKThl 3aKOHOB, MPEAJIOKEHHUS K MPOEKTY 3aKOHA
Vka3sl
ITocTanoBneHus
Pemenns
[Ipukassl
Pacnopsixenust
[lepenarounoe pacnopsikeHue
Ykazanus
. [IpoTokosibl
. YCTaBbI
. YUpeauTenbHbIN JOrOBOP
. Ilonoxenus
. CBunerenncTBa
. Permamenr, nopsaok, npasuia
. JluneH3zun
. Cepruduxarsl
. MHCTpYyKIIMHK
. IIpaBuna
. Konnenuuu
. IIporpammsl
. IIpoekT mporpaMmsbl, IPEIOKEHUS K TpOrpaMme
. [logmporpamMmsl
. IIpornos
. ITmansr
. buzHec-nnanbl
. bropker
. JIuMuUTHI
. llltatHOE pacniucanue
. llITaTHBIE paCCTAHOBKHU
. CMmeTnl
. PacueTtnl
. TUTyJIBHBIE CLIUCKH
. F'ocynapcTBeHHbIe (OTUETHBIE) AOKIIAIbI
. OT4eTsl (110 OCHOBHOM AESATEILHOCTH)
. CTaTuCcTHYECKUE OTYCTHI
. CraTucTHYEeCKHE CBEJCHUS
. bamancel, ananutnueckue, Oyxranrepckue, UHAHCOBBIE OTYETHI
. ITacnopra
. Hexmapauuu
. AHanu3bl
. O630pHI
. MoHUTOpUHTH
. Tabnumpl (IMHAMUYECKHE TAOJIHUIIBI)
. Uudopmanun
. CBeneHus
. CpaBku
. Jlokmaael, COOOIICHMS



49
50
51
52

53.
54.
55.
56.
57.
58.
59.
60.
61.
62.
63.
64.
65.
66.
67.
68.
69.
70.
71.
72.
73.
74.
75.
76.
77.
78.
79.
80.
81.
82.
83.
84.
85.
86.
87.
88.
89.
90.
91.
92.
93.
94.
95.
96.
97.
98.
99.

95

[Iponomxkenne npunoxenus Ne 30 k1. 5.1.10 Unctpykimn
. JIoKyMeHTBI
. bronnerenu (MHGOpPMAITMOHHEIE, TOJIOCOBAHUS)
. Hopmbl
. 3aKITI0UeHUs
Crny>xeOHble 3aITUCKU
JloknasHble 3aUMCKU
Cornamenus, 10roBopbl, KOHTPAKThI
AKXTBI
[Ipennoxenus
Meroanueckue peKOMEHAALNT
[Ipennucanus
IIepenucka
3asBIIeHUS, TIPETIOKEHHUS, KATOObI
Hena
JInunabie nena
JIn4yHbIE KAPTOUYKU
XapakTepucTUKu
XoparaiicTBa
JIucThl (aTTeCTallMOHHBIC, HATPA/IHbIC)
AHKETBI
ABu30
bromierenn
[Topyuenus
Pazpemenus
N3Bemenus
VYBenomiieHust
IToarBepxaeHus
Benomoctun
JInueseie cuera
TaOynsirpaMmbl
Cnucku
Peectpsbl
Ilepeunn
Ornucu
[Tactiopt 31aHUs, COOPYKEHUS, TEXHUUECKUI
I'paduku
JloBepeHHocTn
IIpomycka
3asBKHU
Jluctku HETPYAOCTIOCOOHOCTH
[TyTeBble MUCTHI
Tabenu
Kaproukn
Bykietsl, agurm, TMCTOBKH
BxnagHble KHMKKA
TpynoBbIE KHUKKH
Kuuru
Kypnanst
Heno ¢ponna
Homenkiatypa nen yupexaeHus
Onucu nen yupexaeHus
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[Tpunoxenne Ne 31
K 1. 5.4.1.2 UaCcTpyKUIUH

(HauMeHOBaHUE OpPraHa MECTHOTO CaMOYTPaBICHUS)

(HauMEeHOBaHUE CTPYKTYPHOTO MOIpA3ICTCHUs IPU HAITMYUH )

Heso Ne Tom Ne

(3aroJIoBOK jerna)

(xpaiiHue JaThl)

Ha JIACTax

XpaHuTh

Oobpasen opopmiieHHus1 00J102KKH 110 JIUYHOMY COCTABY
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[Tpunoxenne Ne 32
K 1. 5.4.1.2 UacTpykuun

JIMCT-3ABEPUTEJIb AEJIA Ne

B ACJIC MMOAIINTO U IIPOHYMEPOBAHO JHUCTOB

(unpamu 1 MPoONKUCHIO)
c Ne 1o Ne

B TOM YHCJIC:
JIMTCPHBIC HOMEpA JINCTOB
MMponymcHHbIC HOMEpPA JIMCTOB

+ JMCTOB BHYTPEHHEH OINUCH

OcoGenHocTH (PU3HUECKOTO COCTOSIHUS U Howmepa nuctoB
(dhopMuUpOBaHHMSI JIeTa

1 2

HaumenoBaunue

JOJKHOCTH
paboTHuKa [Tognuce PacimmmdpoBka noanucu

Jara

Oo0pa3sen Jucra-3aBepuresis aeja
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[Tpunoxenune Ne 33
K 1. 5.4.1.2 UncTpykuun

BHYTPEHHAA OITMCH
JIOKYMEHTOB Jena N
N nn | peructpauu |/larta 3aronoBok Homepa |IIpumeua
OHHBIN JIOKYMEHTa Jluctos HHE
WHJIEKC zena
JOKYMEHTA
1 2 3 4 B 6
Hroro
JIOKYMEHTOB.

(undpamu 1 MPONHUCHIO)

KonnuectBo nuctoB BHYTpCHHCﬁ OITMCHU

(dpamMu ¥ TPOMHCHIO)
HanmMeHnoBaHMe TOKHOCTH IUIA,
COCTABUBILEr0 BHYTPEHHIOK OIKUCh
JIOKYMEHTOB Jiena [Toanuce PacimdpoBka nonamucu
JlaTa

®opmat A4 (210 x 297 mm)

®opMa BHYTPEHHeH ONUCH JOKYMEHTOB /eJ1a
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[Tpunoxxenue Ne 34
K 11.5.5.1 UuCcTpyKUIun

CoBert genyTaToB
MYHHUIIUTIATBHOTO 00pa30BaHUS
«MyHununaibHbeIN OKpyT Spckuii pailon
Y amyprckoit PecryOmukm»
YTBEPXIAIO

['maBa MyHHIIMITATLHOTO 0Opa30BaHUS
«MyHunUnaibHeIi OKpyr SApckuii paiion

Yamyprckoit PecyOnmkmy
N.0. ®amunus

2022 .

DOHI Ne
OITUCH Ne 1

JCJ ITIOCTOAHHOI'O XPaHCHUS
3a Toabl

Ne | Uupekc 3aroyoBOK jelna Kpaiinue Kon-Bo
/11 nena JIaThl JINCTOB

IIpumeuanue

B nanHbI pa3nen onucu BHECEHO gencNe moNe BT

(1mudpaMu 1 IPOITHCHIO)
JUTEPHBIC HOMEPa
MpOMyIIeHHbIE HOMEPa

HaMMCHOBAaHUEC JOJIZKHOCTU
COCTaBHUTCIIA OIMNCHU noAIurcCh

HaMMCHOBAHUC JOJDKHOCTH JIUIIA,
OTBCTCTBCHHOI'O 3a apXUB noAaInucCh

COI'JTACOBAHO YTBEPXIEHO

ITporoxon DK ITporoxon SIIMK Komurera
OpPraHOB MECTHOTO CaMOYIIPaBIICHUS IO JIeJIaM apXHUBOB MPH
MYHHIIMIIATEHOTO 00pa30BaHus IIpaButenscre YP
«MyHHIMnanbHbIA OKPYT ApCcKuil paiioH

Y amyptckoit PecryOnukm»

oT Ne oT Ne

(I)opMa OIMUCH A€J MOCTOAHHOI'O XpaHCHUSA

N.0. ®amunus

N.0. damunusa



AJIMUHHCTpaLUS

MYHHIIMIIAILHOTO 00pa30BaHus
«MyHUIMnIAIBHBIA OKPYT SpCcKuil paiioH
Y amyprckoit Pecy Ok
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ITpunoxxenne Ne 35
K 1.5.5.1 UucTpyKIiuu

YTBEPX/IAIO
['maBa MyHHIIMTIaJTLHOTO 00Opa30BaHUS
«MyHHULMTIIAIBHBIN OKPYT SIpCKHil palioH
Y amyprcekoit PecyOmukmyy

N.0. ®amunus
OOHJ Ne 2022 1.
OITUCDH Ne 2
JIeJT 110 TUYHOMY COCTaBY
3a roj
No | Uupekc 3aroyioBOK zena Kpaiinue Cpok Kon-Bo nucroB | Ilpumeuanue
n/n Jerna JaThI XpaHCHHS
B nanHbI pa3nen onucu BHECEHO pgencNe mo ., BT.H.

JUTEpPHbIE HOMEPA
IIPOITyIIEHHbIE HOMEpa

(1mudpaMu ¥ IPOITHCHIO)

HaunmenoBanue T0IKHOCTH

COCTaBHUTCIIA OIMNCHU

HanmenoBanue AOJDKHOCTH Jikla,
OTBCTCTBCHHOI'O 3a apXUB

COT'JTACOBAHO

[Tporoxon K AnmMunucTpanuu
MYHUIIUTIATBHOTO 00pa30BaHUs

«MyHHIMnanbHbIA OKPYT ApCKuil paiioH

Y amyptckoit PecryOnukm»

OoT

Ne

HOJMNUCH N.0. ®amunus
HOAIUCH N.0. ®amunus
COI''TACOBAHO
[Ipotokon DIIMK

Komutera no ACJIaM apXHUBOB

oT

npu IIpaButensctee YP

Ne

®opma onucH JeJi 0 TUYHOMY COCTABY




[Tpunoxenne Ne 36
K 1. 5.5.11 UHCTpYKIIMEN

I[TPUMEPHA CXEMA CUCTEMATU3ALINU
JOKYMEHTOB B OITMCH VYIIPABJIEHYECKUX
JOKYMEHTOB ITOCTOAHHOI'O XPAHEHUA

3aK0HBI

[TpoeKkThI 3aKOHOB, MPEATIOKEHUS K TPOCKTY 3aKOHA
Vka3sl

IlocTranoBieHus

Pemenns

IIpukasbl

Pacnopsixenus

[Tepenarounoe pacriopsikeHue
Ykazanus

10. IIporoxomsl

11. VcraBhl

12. YupenutenbHbII TOTOBOD

13. IlonoxeHus

14. CBupgerenncTBa

15. JIuuensuu

16. PermamenT, mopsiiok, mpaBuiia

17. Nuctpykuuu

18. IlpaBuia

19. Konuemnmnuu

20. IIporpamMmsr

21. TIpoekT mporpaMmsl, MPEAIOKEHUS K IPOTrpaMMe
22. TlogmporpaMmsI

23. Ilpornos

24. TInausr

25. BusHec-11aHBI

26. Bromxer

27. JIuMuTEI

28. llTatHO€ pacnucaHue

29. CmeThl

30. PacueTnr

31. TuTyabHbBIE CIUCKU

32. TocynapcTBeHHBIC (OTYCTHBIC) JOKJIAJIBI
33. OtueTsl (IO OCHOBHOM J1€ATEIHHOCTH)
34. CTaTUCTHYECKHE OTUETHI

35. CTaTUCTUYECKHUE CBEICHHS

CoNoOARWN =

36. bamancel, aHanuTHYeCKHE, OyXranTepcKue, GUHAHCOBBIE OTYETHI

37. Ilacmopra

38. [exmapanuun

39. AHanu3zbl

40. O0630psI

41. MOHUTOPHHTH

42. Tabnuipl (TMHAMAYECKHUE TaOJIHIIBI)
43. Nudopmanun

44, Csenenus

45. CnpaBku

46. Jloxmabl

47. JlokyMeHTbI

48. bromerenu (MH(GOPMAITMOHHBIC, TOJTOCOBAHMS)



49.
50.
51.
52.
53.
54,
55.
56.
S7.
58.
59.
60.

[Tponomxkenne npunoxenus Ne 36
K . 5.5.11 UHCTpYyKIMH

Hopwmel

3aKIIroUYeHUS

CornaiieHus, 10roBOpbl, KOHTPAKThI

AKTEI

[Ipennoxenus

Meroandeckue peKOMEHAAINH, pa3padoTaHHbIC B OPTaHU3aAIUN
IIepenucka

[Tacniopt 31aHus, COOPYKEHUS, TEXHUUECKUI
Kypnaist

Heno dhouna

HomeHnkuatypa nen yupexaeHus

Onucu nen yupexaeHus



[Tpunoxenne Ne37
K 1. 5.5.11 UHCTpYKIIIHI

ITPUMEPHA CXEMA CUCTEMATU3ALIMN JOKYMEHTOB
B OIIMCU JOKYMEHTOB IT10 JINUHOMY COCTABY

. IIpukasel

. Pacnopsixenust

. IIpoTOKOIIBI

. llITaTHBIE pacCTaHOBKHU

. JInnessle cuera

. BemomocTu Hauucnenus 3apaboTHOMN I1aThI
. CripaBku

. UnauBuayanbHble CBEICHUS

. Peectpnl

10. JloroBopbl, KOHTPAKTHI O HaliMe Ha paboTy
11. XapaxTepuctuku

12. XopnaraiictBa

13. JIucTsl (aTTeCTallMOHHBIC)

14. AHkeTbI

15. YBenomnenus

16. TabynsrpamMmbl

17. Cniucku

18. Tabenu yueta pabodyero BpeMeHu!

19. AncdaBuTHBIC KHUTH

20. Kxura ydera npuema, nepeMeIieHus U yBOJIbHEHUS paOOTHUKOB
21. Knura yuera pacyera ¢ IepcoHaJIOM IO OTUIaTe TPy
22. JInunasle nena

23. JInuHbIE KAPTOYKU

OO ~NO O WN PR



[Tpunoxenne Ne 38
K 11.5.5.11 UuCcTpYyKIIMK

AJIMUHHUCTpALMS MYyHULIMTIAIBHOTO
oOpa3zoBanus « MyHULIUTIATIBHBIA OKPYT
SApckuii paiton Y imyptckoit PecriyOmukmy

AKT YTBEPX/IAIO

Ne PykoBoauTens opranuzainuu

00 yTpaTe TOKyMEHTOB
(moamuck) (pacmmdpoBka

MTOATIHICH)

Jara

Donx Ne

(Ha3zBanue GoHaQ)
B pesynbrare YCTAHOBJICHO OTCYTCTBHE B (hOHIIE

MEPCUUCIICHHBIX HUXKC [CJI, IPCAIIPUHATBIC apXUBOM MCPLI 110 PO3BICKY ACIT ITOJIOKUTCIIBHBIX PE3YJIbTATOB
HC JaJik, B CBA3U C YCM CUUTACM BO3MOXKHBIM CHATH C YUCTaA:

No Onuce | En. xp. 3aroioBOK €. Xp. Kpaithue | KonuuectBo |IIpeamnosiaraembie
n/n Ne Ne J1aThbl JIMCTOB [IPUYUHBI
(o6veM, M0) OTCYTCTBHSI
1 2 3 4 5 6 7
Hroro en. Xp.

(1mudpamMu 1 IPOTUCHIO)
CopepxaHne yTpadyeHHbBIX JOKYMEHTOB MOXKET ObITh YACTHYHO BOCIIOJIHEHO CIEAYIOUIUMHU e]l. XP.:
(HOMepa efl. Xp. U UX TPYMIOBbIE 3aT0JOBKH)

(HaMMEHOBaHUE JIOJKHOCTH (moamuce) (pactmmdpoBKa MOAMHUCH)
PYKOBOJUTEIIS apXrBa
(JTM1a, OTBETCTBEHHOTO 33 APXUB))

COT'JIACOBAHO * COI''TACOBAHO
[Tporokon DIIK apXUBHOTO yUpeKICHUS [Tporokon [IDK (3K) opranmuzaruu
oT Ne OT Ne

H3meHeHus B YUCTHLBIC JOKYMCHTBI apXrBa BHCCCHBI.

(HauMeHOBaHUE JOJIKHOCTH (monmuce) (pactmmdpoBKa MOAMHUCH)
pabOTHHMKA apXHBa)

®opma akTa 00 yTpare

* Eciiv He 0GHAPYKeHbI JIe]la IOCTOSHHOTO XPAHEHHS.



HanmenoBanmne opraHa MECTHOI'O

[Tpunoxenune Ne 39
K 1. 5.5.13 UHcTpykumu

I'maBa

CaMOYIIpaBJICHUS MYHUIIUTATEHOTO 00pa30BaHUs
«MyHUIIUNIATBHBIN OKPYT
SIpckuii paiioH Y iMypTCKOR
PecryOmmkm»
N.0. ®amunus
2020 .
DOH/ Ne
OITIUCDb Ne
3JIEKTPOHHBIX JIeJl, JOKYMEHTOB
[IOCTOSIHHOT'O XpaHEHMUsI
3a ron
Ne | Munekc 3aroyioBoK Kpaiinue O6bem, MO [Ipumeyanus
n/m nena nena JIaThI
1 2 3 4 S 6
B nanuHb1i pa3zznen onucu BHECEHO
AclI,
(undpamu 1 MPONUCHIO)
¢ Ne 1o Ne
o0BeMOM MB6.
HanmenoBanue 10mxkHOCTH
COCTaBUTEIIS OITUCHU MOJITUCH N.0. Gamumnus
HanmenoBanue 10mKHOCTH IULA,
OTBETCTBEHHOI'O 32 ApXUB MOANUCH N.0. ®amunus
COI'JTACOBAHO YTBEPXJIEHO
[Ipotokon OK AnmuHuctpanuu [Tporokon SIIMK

MYHULIUTATBEHOTO 00pa30BaHUs
«MyHHIMTAIBHBIN OKPYT SIpcKuil paiioH
VY amyprckoii PecriyGmukm

oT Ne

Komurera no nenam
apxuBoB npu IIpaBurensctee YP

oT Ne

®opMa ONUCH JIEKTPOHHBIX /eI




[Tponomxkenne npunoxenus Ne 39
K 1. 5.5.13 UnCcTpyKUIMH

IMPUJIO)KEHUE K OIIMCH Ne

OJICKTPOHHBIX AC€JI, JOKYMCHTOB

IIOCTOSITHHOT'O
XpaHECHUSA

3a roj

Peectp 10KyMeHTOB (KOHTEIHEPOB 3JIEKTPOHHBIX IOKYMEHTOB) 3JIEKTPOHHOIO Jieja:*

Ne ent. xp. mo onucu

HNupexc nena

3aro/jI0BoOK jaeia

Jara Per. Ne
JIOKyMEHTa | JOKyMEHTa HanmenoBanue nokymeHnra O6bem, MO | Ilpumeuanus
1 2 3 4 B
HanmenoBanue noskHOCTH
COCTaBUTEJSI OITUCU [Tonnuce Pacmm¢poBka nognucu

* CocTaBiseTcs Ha KaKI0€ 3JICKTPOHHOC ACIIO.




[punoxenne Ne 40
K 1.5.7.1 UucTpykiuu

AJIMUHHCTpaLIUS
MYHHIMIIATEHOTO 00pa30BaHus
«MyHHLMTIIAIBHBIN OKPYT SIpCKHil palioH
Y amyprckoit PecniyOmukmy YTBEPXKIAIO
['maBa A MuHUCTpaLIKU
MYHUIMIIAJIBHOTO 00pa30BaHus
«MyHULIMNAIBHBIN OKPYT SIpcKkuil pailon
Y amyprtckoit PecriyOmukuy

N.0. ®amunus
MOANHUCH
00.00.0000
AKT

Ne

O BBIICJICHHUU K YHUUYTOKCHUIO
APXUBHBIX JOKYMCHTOB,
HC IMOJICKAIINX XPAHCHUTIO

Ha ocHoBanun ,
(Ha3BaHHE W BBIXOJAHBIC JAHHBIC TMEPCUHS TOKYMEHTOB C YKa3aHHEM CPOKOB HX

XPaHCHUS)
OTOOpaHbl K YHHYTOXKEHHUIO, KaK HE HWMEIONIME TMPAKTUYECKOTO 3HAYCHHS W HAYYHO-HCTOPUUYCCKOM
[[EHHOCTH, IOKYMEHTBHI:

Ne 3aroyioBOK Jiena rogel | Homepa | Homep | Kon-Bo | Cpoku | Ilpume-
n/n | (rpynmnoBoi 3aroJ0BOK ONMUCU™ |eI.Xp. MO | eN.Xp. |XpaHEHWs| YaHHUe
JIOKYMEHTOB) OIKCH U HOMepa
cTareu no
MIEPEYHIO
1 2 3 4 ) 6 7 8
Hroro en.xp. 3a oAbl

(mdpamMu ¥ IPOTUCHIO)

Omnucu ACJI TOCTOSAHHOI'O XpaHCHUSA 3a T'OJbl YTBCPKACHBI OIIK

(HaMMEHOBaHUE APXUBHOTO YUPEKICHUS)
(TpoToKOoIT OT No )

HauMmeHnoBaHue NOKHOCTH

Jinia, OTBETCTBCHHOTI'O 3a apXUB N.0. ®damunus

COI'JTACOBAHO

[Tpotokon DK AamunucTpanuu MyHUITUTIATFHOTO 00pa30BaHUS
«MyHumnansHblit okpyr SApckuit paiton Y amyprckoit PeciyOonukm
oT Ne

*[Ipu BbIACTIEHUU K YHUUYTOXKEHHUIO JOKYMEHTOB IIPH MOATOTOBKE JIeN K Mepeaaye B apXuB OpraHa
MECTHOTO CaMOYTIpaBiIeHus, rpadbl 4,5 He 3aMOIHIIOTCS

<I)0pMa aKTa 0 BBIACJICHUU K YHUUYTOXKCHUIO TOKYMEHTOB,
HE MOAJICKAIIUX XPAHCHUTIO



[Tponomxenne npunoxenus Ne 40

JIOKYMEHTBI B KOJIMYECTBE en.xp.;
- Ha OyMa)XHOM HOCHUTEJIE BECOM KI' CZJaHbI HA
YHHUUYTOXKECHHE;

- Ha 3JICKTPOHHOM HOCHUTEJIC CAaHbI HA YHUYTOXKCHUEC

croco0 YHUYTOXKCHHUA

HaumenoBanue qo0mKHOCTH paOOTHUKA,
CIAaBIIEr0 JOKYMEHTHI N.0. Gamunus

Hara

N3menenus B YUYCTHBIC JOKYMCHTBI BHCCCHBI.
HanmeHnoBanue q0JDKHOCTH JIHIIA,
OTBETCTBEHHOT'O 32 apXHUB, BHECIIETO

W3MEHEHUS B YUETHbBIC JOKYMEHTBI N.0. Gamunus

Hara



ITpunoxxenne Ne 41
K 1.7.1.2 UucTtpykiuu

®opma :KypHaJa yyeTa ne4yateil ¥ IITAMIIOB

No | OtTuck HaumenoBanue |/lara [Ipennpustue- | Komy BbigaHbl
n/m | mevatu nevyaTu MOJTyICHUS WU3TOTOBUTEb, (TOIKHOCTB,
(mrramma) (mmrramrra) reyaTu JlaTa ¥ HOMep nojipasielicHre
(mwrramma) oT COIIPOBOJIUTEIIBH | )
W3rOTOBUTENSI | OTO IOKYMEHTa
1 2 3 4 5 6
Pocniuce JlaTa Bo3Bpara Pocniuce Jara [ara,
paboTHHKA rneyatu (mramia) |paboTHHUKA YHUYTOXKCHUS HOMED aKTa
nevyaTu
(mmrramrna)
7 8 9 10 11




