ITepmckmit kpaii
. AIIMUHUCTPATIAA
JANKOBCKOI'O 'OPOJACKOI'O OKPYTA

MOCTAHOBJIEHHE
09 0L LOLL Y 746

.
06 yrBepaxkaeHuH MHCTpYKIHH 110
AeJIONPOH3BOJACTBY

aJMHHHCTPAaIHH, chymyprlx
noaApa3eeHHAX, 0TpacjieBbIX
(bynxuHOHAIBLHBIX) opraHax
agfMHHHCcTpamun  YaiikoBcKoro
rOpPOACKOro OKpyra

B cootBercTBHE ¢ PenepanbHEIM 3aKOHOM OT 6 okTA0ps 2003 r. Ne 131-03 «O6
00X MNpHHLUKIAX OpraHM3alliM MECTHOTO CaMoylpaBieHduss B Poccuiickoit
@enepauyn», MeTOOUYECKHMMH pEKOMEHIAIMSIMU 110 pa3paboTKe WHCTPYKIHM T10
JICJIONIPOU3BOCTBY B TOCYJapCTBEHHBIX OpraHax, OpraHax MeCTHOT'O CaMOYIIpaBJIeHHUs,
YTBEPKIEHHBIMU NprKa3zoM DenepanbHOro apXUBHOTO areHTCTBa OoT 24 nexadps 2020
r. Ne 199, npukazom ArenrtcTsa 1o genam apxuBoB [lepmckoro kpast ot 9 urons 2021 .
Ne CO1-07-01-06-88 «O nenerupoBaHMH [OJHOMOYHI», Ha OCHOBaHHM YCTapa
HaHKOBCKOTO TOPOJCKOr0 OKpyra, B LIEJSIX COBEPIICHCTBOBAHHUS JOKYMEHTHPOBAHHUS
YIPaBIEHYECKOH [OeATENbHOCTH M OpraHu3aluy paboThl ¢ JOKYMEHTaMH B
aJIMHMHHCTPAIlUH, CTPYKTYPHBIX IOApa3ACNeHHsIX, OTPacieBbIX ((YHKIHOHAIBHBIX)
opraHax aIiMHHUCTpanUX YaitkoBCKOTO TOPOICKOIr0 OKpyra

I[TOCTAHOBJIALO:

1. VrBepaure mpunaraemyro WHCTPYKIHIO 10  JEJONPOM3BOACTBY B
aJIMHHHCTPALMH, CTPYKTYPHBIX IIOAPA3/ICIICHUAX, OTpacieBblX ((DyHKIMOHAIBHEIX)
opra"ax agMHHHCTpaIiK YalKoBCKoro roponckoro okpyra (manee - Macrpyxkims).

Z. PyxoBogutensm CTPYKTYPHBIX 1o/ipas3aesieHu, OTpacieBbIX
(byHKUMOHANBHBIX) OPTaHOB AaJMUHUCTpanuu YalKOBCKOTO TOPOJICKOIO OKpyra
TNOBECTH coJepKaHue MHCTpyKIMH [0 BCeX MYHHUIMNAIBHBIX CIY)KAIUX M
pabOTHUKOB,  3aMEINAIOINAX  JOJDKHOCTH, HE  SABJISIONIMECHS  JIOJKHOCTAMHU
MyHHULHUIIATBHOMH CIyKOBI, 1 00ecIeduTh COOIIOeHHe YCTaHOBIEHHBIX MHCTpyKInei
TpeOoBaHMiA.

3. YmpasneHuro JenaMu agMUHUCTpanHu YaHKOBCKOTO TOPOJCKOTO OKpyra
OKa3bIBaTh MPAKTHYECKYI0 ¥ METOAMYECKYIO IIOMOIIb CTPYKTYPHBIM TIOMPA3/IeIIEHHSIM,
oTpacieBbIM ((QyHKIMOHAIBHEIM) OpraHaM aJMHHHCTpaluuu YaldKOBCKOT0 TOPOACKOTO
OKpyTa I10 BHeJpeHuto MHCcTpyKuuu.

4, IIpu3HaTh yTPaTUBLINMY CHIy TOCTAHOBIEHHS aJMUHKMCTpaLuu YaliKoBCKOTO
TOPOJICKOT'O OKpYyTa:

or 2 wmromga 2019 r. Ne 1195 «O06 yrBepxmenuu HWHCTpykiuu 110
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ACTONPOU3BOACTBY B aAMHMHUCTPAlMH, CTPYKTYPHBIX IOAPa3LENeHUsIX, OTpPAcleBBIX
(gyHKUKOHANBHEIX) OpraHax aAMHHHACTpanRA YaiKOBCKOro TOPOACKOTO OKpyTay;

ot 29 Hosbpst 2019 1. Ne 1870 «O BHeceHMH u3MeHeHmH B VIHCTpYKHHIO IO
ACNOTIPOM3BOACTBY B aOMHHUCTPALMH, CTPYKTYPHBEIX IOIPAa3sHENeHHMsX, OTPACieBhIX
(QYHKUMOHANBHEIX) OpraHaX afgMHUHHCTparuu YaRKOBCKOIO TOPOACKOIO OKpyTa,
YTBEPKICHHYIO ITOCTAHOBIICHHEM aqMuHucTpanyiy YaiKoBCKOro ropoZickoro oKpyra oT
02.07.2019 Ne 1195»;

ot 23 smuapst 2020 1. Ne 45 «O BHeceHuu wusMeHeHmi#i B MHCTpyKIMIO 110
ACTOIPOU3BOACTBY B AJAMHUHUCTPAIMH, CTPYKTYPHBIX IOAPa3IENeHHIX, OTPACIeBhIX
(QyHKUMOHANBHBIX) OpraHax agMHHECTpAlmH UalKOBCKOTO TOPOACKOrO OKpyra,
YTBEDKAEHHYIO TOCTAHOBICHHEM aIMUHUCTPalMK YalKOBCKOT0 rOPOACKOTO OKPYIa OT
02.07.2019 Ne 1195»,

5. Pasmectuts mocTaHOBNeHME Ha OQMLMANBHOM caliTe aIMHHHCTPAIHHM
HalKoBCKOI0 TOPOACKOTO OKpPYTa.

6. KoHTpomb 32 HCIONHEHMEM IIOCTAHOBIEHHMS BO3JNOKHTH HA IIEPBOTO
3aMEeCTHUTeNlS IMaBbl aJMHHHUCTpanuu YalKOBCKOrO rOpPOJICKOTO OKPYra, PyKOBOAUTENS
annapara.

I'mapa ropoIcKoro okpyra-

I7IaBa aJMHUHUCTPALHIH e =
YaiikoBCKOTO rOPOJICKOTO OKpyTa = 10.I".Bocrpukos



COT'JIACOBAHO VTBEPXJIEHA

mpoToxoyom IIIK TIOCTAHOBJIEHHEM aIMUHHCTPALMH
MBY «ApxuB Ya#KkoBCKOro YafKOBCKOI'O TOPOACKOI0 OKpYra

I'OpPOJACKOro OKpyra» OT .04, ALAL No 144
oT Ne

WHCTPYKIIAS

MO AeJ10NPOU3BOACTRY

B aAMHHHCTPALIHH, CTPYKTYPHBIX NOAPa3AeNeHHsX,
oTpacjeBbIX (PyHKINHOHAIBLHBIX) OPraHax

aaMuHHcTpannu YaiikoBecKoro ropoJcKoro okpyra

1. O06uHe NONOKEHH

1.1. MucTpyKkumss mo MAENONPOH3BOACTBY B aJMHUHUCTPAIUH, CTPYKTYPHBIX
IOApa3eNeHusX, OTpacieBbX ((YHKIMOHANBHBEIX) OpraHax  aJMUHHCTDAlHH
Yalixopckoro ropojckoro oxpyra (mamee - HMHcTpykums) paspaboTada B Ielnsx
COBEPIICHCTBOBAHMS PabOTHl ¢ JOKYMEHTAMH, MOBBHIIIEHUS KadyecTBa UX IOATCOTOBKH,
COKpAIleHHs KOJM4ecTBa MJOKYMEHTOB, YHOPSOOUYEHMS JOKYMEHT0oo0OopoTa 154
ONTHMH3AIHMH YIIPABICHYECKOTO TPYAA.

HMHCTpyKUUs sABISeTcS IOKYMEHTOM, YCTAHABIMBAIOMIVMM OOIIHEe TIpaBiia u
eIMHEIM IOPANOK MOKYMEHTHPOBaHMs W Opraduszanuy padoTbl co CcILyxeOHBIMH
JOKYMEHTaAMM B aIMHHHMCTpaliud YalKOBCKOro TIOpOACKOro OKpyra (namee -
AIMAHHCTpAILIHS).

Tpebosanua MHCTPYKIMH paclpoCcTpaHaioTcs Ha paboTy ¢ HOKYMEHTAMHM B
OTPacieBEX ((PYHKIMOHANBHBIX) OpraHax AIMUHUCTPAIVH B YACTH OOUTHX IIPHHIMIIOR
paboTEl ¢ JOKYMEHTaMH, a4 TaKKe B YacTH MOATOTOBKH COTPYINHHUKAMM YKa3aHHEIX
OpraHoB AOKyMeHTOB Anmunuctpaimd. OtpacneBble ((pyHKIHOHANBHBIC) OpPTaHEI
AJIMUHHCTPALUH BIIpaBe pa3pabaTblBaTh M YTBEPIKIATE COOCTBEHHEBIE HHCTPYKIIHH IIO
JEJIONPOM3BOJICTBY B COOTBETCTRUH C JEHCTBYIOIINM 3aKOHOJATESIECTBOM.

1.2. Opranuzanus, npaBuia U HOPALOK paboTH ¢ ZOKYMEHTAMH, COACPKAIHMHI
CiykeOHyro HHQOPMALIMIO OIPaHUYSHHOTO AeHCTBHA, IO JHYHOMY COCTaBY, a TAKKE C
00pallleHUAMHE I'pakaH YCTAaHOBIESHB! CHEIHATBHEIMA HHCTPYKIMAMH.

WucTpyknusa paspaboTaHa B COOTBETICTBHH C  (elepalbHBEIMH  3aKOHAMH,
[IpaBunaMu JeNONPOU3BOACTR2 B (efepalbHBIX OpraHaX WCITONHHUTENLHON BIACTH,
yrBepkaeHnpiMu IlocranoBnenueM IlpasutensctBa Poccuiickoit ®enepammu oT 15
uious 2009 r. Ne 477, IlpasunaMu AeNONpPOH3BONCTBA B FOCYHApPCTRBEHHBIX OpraHax,
OpraHax MeCTHOIO CaMOYIIPaBIIEHHs, YTBEPXKIAEHHBIMHM IIpukazoM OenepalpHOro
apXuBHOIo areHTcTBa OT 22 Masg 2019 r. No 71, MeroguyeckuMH peKOMEHIAIIHAMH 110
paspaboTKe MHCTPYKIMI 10 AENONPOH3BOACTBY B FOCYAaPCTBEHHEIX OPraHaX, Oprafax
MECTHOTO CaMOYNIPaBICHUA, YTBEPKACHHBIME NpHKazaMu PenepalbHOro apXHBHOIO
aregrcTBa 0T 24 pmekabps 2020 r. Ne 199, TOCT P 53898-2013 «CucreMsl
BIEKTPOHHOTO  MOKyMeHToobopoTa.  BzammopeificTBHe — cumcTeM — yrpaBieHHs
OOKyMeHTaMH. TexHudeckne TpeOOBaHUs K 3MeKTPoHHOMY coobmenmio», 'OCT P
7.097-2016 «Cucrema craHmapToB 1o HHpOpManuH, OGUONIHOTEYHOMY H
H3JATEIRCKOMY  JIely. OpraHu3aliOHHO-PaCIOPANHTENbHAS  HOKYMEHTALKS.
TpebGoBanmsa k 0QOPMICHHIO JOKYMEHTOBY», IIPABOBEIMH AKTAMM, HOPMATHBHBIMH U
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METOAUYECKUMH  JOKYMEHTaMM, perfaMeHTHPYIOIMMH  co3janue, o0paGoTky,
XpaHeHHe M HCIOJNB30BaHHE MOKYMEHTOB, C Y4eTOM OCOOEHHOCTEH IIOCTAHOBKH
IENONPOH3BOACTBA B AIMUHHCTPAIIHH,

1.3. Metonudeckoe pyKOBOJCTBO OpraHH3aluell Henonpou3BOICTBA U KOHTPOIE
3a cobmofeHueM TpeGopaHui MHCTPYKIMK B CTPYKTYPHEIX MOMPA3eIeHUIX aIllapaTa
AIMUHHUCTpallMH, OTpacleBBIX ((QYHKIMOHANBHEIX) OpraHax AJMHHMCTPALUK
OCYIIECTBIAIOTCA YINpaBpleHHeM nenamMu AIMHHUCTpalluuM (manee — yIipaBieHue
OenaMu).

1.4, B ApjMHHHCTpailiM, CTPYKTYPHBIX [OApa3feleHHusx, OTPacieBBIX
(byBKIMOHANBHBIX) OpraHax AIMHHHCTPAllMM HCIOJB3YETCS ABTOMATM3UPOBAHHAS
TEXHOJOTH NOKYMEHTHPOBaHHMS M OpraHu3aluy paboThl ¢ HOKYMEHTAME - CHCTEMa
9NeKTPOHHOro JoKyMeHToobopoTa (nanee - COJI).

Hoctyn k pabote B COl AAMUHHCTpaMX UMEIOT TOJNBKO 3aperHCTPHPOBAHHEBIC
TIONIB30BATENH € 00s3aTenbHOM npolenypoi HIeHTH(HKAIHH U Ay TEHTHOHKALTHH.

ODINeKTpOHHBIE JOKYMEHTHl, CO3JaHHBIE M OTIIpaBleHHBIe mocpeacTsoM C3/I,
CUMTAIOTCS IIOMAIIHNCAHHBIMM IIPOCTON 3IEKTPOHHOM NOLIMCHIO TIPH YCIOBHH, 4YTO B
CO3JaHHOM M (WIM) OTIPABICHHOM OJJIEKTPOHHOM JOKYMEHTE COZEpPKUTCS
uHGOpMaIKA, yKasbplBaloOllas Ha JIMIO, OT MMEHHM KOTOporo OBIT co3maH U (Wilu)
OTIPaBIEH 3IeKTPOHHBIM AOKyMeHT. IIpH 3TOM JNOIMH K YYETHOM 3aIHCH SABISETCS
KIIFOYOM TIPOBEPKU 3JIEKTPOHHON NHOANMCH, Napodb K HeH - KIIOYOM BIeKTPOHHOMH
TIOJIIHCH.

1.5, OTBeTCTBEHHOCTh 3a OPraHM3alKId K COCTOSHHE [IeNOIPOM3BOJCTEA,
cobmofieHHe  yCTaHOBNEHHBIX  MucTpykimeit  TpeGoBaHHH B CTPYKTYPHBIX
NnojpasfeNeHnsx, OoTpacleBslXx ((PyHKIHOHANBHBIX) oOpraHax AJIMHHHCTpalUH
BO3JIAraeTcs Ha UX PYKOBOZHUTENeH.

. PyKOBOAWTENH CTPYKTYPHOT'O MOAPA3AEIEHHMS, OTPACIERBOTO ((QYHKIIMOHANBHOIO)
opraHa AJMHUHUCTpalMM olipedenser (Ha3HA4YaeT) OTBETCTBEHHOro 3a pabory ¢
NOKYMEHTaMH.

HoIKHOCTHAsT MHCTPYKIUMS OTBETCTBEHHOrO 3a paborTy ¢ HOKYMEHTaMH B
CTPYKTYpHBIX  [OApa3feNeHMsX,  OoTpacieBbIX  ((YHKIMOHANBHBIX)  OpraHax
AnMUHHCTpaIK pa3pabaTEIBAIOTCA ¢ YIeTOM IIPUMEPHOTO HepedHs ero o0s3aHHoCTeH
COITIacHO NpunokeHuro 1 x Hactogmen MHcTpyKuuu.

1.6. Tpebopanusa HMucTpyKupu o0s3aTeNbHBI Ui MYHUIMNAIBHEIX CIYXKAUIHX
AgMuHHCTpanuu ¥ pabOTHHKOB, 3aMElalolMX JODKHOCTH, He ABIIOLIHECH
TOJDKHOCTAMH MYHHLUMITAISHOH CiayxObl, (ganee — COTPYAHHKH) CTPYKTYPHBIX
nojpa3neneHuii, orpacneBrx (GyHKINOHATBHEIX) OPraHOB AZIMUHUCTPAIHH.

1.7. Cotpynauxu amnnapata AJAMUHHACTPALMHM, CTPYKTYPHBIX IOIpa3sieNeHH,
oTpacaeBbiX ((QYHKUMOHANBHBIX) OPraHoB AJMHHHCTPAMH HECYT IepCOHATILHYIO
OTBETCTBEHHOCTh 3a colOmiofeHne TpeboBaHuit MHCTpyKIMH, CBOEBpeMeHHOE
paccMOTpeHHEe U HCIOJNHEHHE [OKYMEHTOB, WX [paBUNBHOE O(QOpMIECHHE U
COXPaHHOCTb.

06 ytpaTe cinyxe0HBIX JOKyMEHTOR HeMeJIEHHO HH(DOPMEpYETCs pyKOBOIUTEND
CTPYKTYpHOr0O  IOApasjeneHus,  orpacineBoro  (pyHKUHOHANBHOrO)  OpraHa
AMBEHECTpALHH,

TIpm BpeMeHHOM OTCYTCTBHH COTPYAHHUKOB AJMUHHUCTpAINH, CTPYKTYPHBIX
TIO/Ipaseie i, oTpacieBrix (QYHKIMOHANBHBIX) OPTaHOB AIMHHHCTpanuu (OTIYCK,
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KOMaHIUPOBKa), YBOJIGHEHUH MIIH IIePeMEIUCHUH MMEIOIIHECS Y HUX JOKYMEHTHI IO
YKa3aHHIO PYKOBOJUTEI NIEPeHaroTcsa APYroMYy COTPYIHHKY.

1.8. Mudopmanus, coiepiamiascs B INPOEKTaX NOKYMEHTOB M JOKYyMEHTax,
MOXET WCIONB30BATECA TONBKO B CHYKeOHBIX LedIX HW B COOTBETCTBUM ¢
MONTHOMOYHAME JOJDKHOCTHBIX JTHII,

2. CocTaB JOKYMEHTOB aAMHHHCTPAINH

2.1.  JleATenpHOCTF  PYKOBOAMTeNEH  aiIMHHHCTpalMu  ofecredyuBaercs
KOMIUIEKCOM ~ JIOKYMEHTOB, COCTaB/SIOIIUM  OpraHH3alMOHHO-PACTIOPSANTEILHYIO
JOKYMEHTAITHIO,

2.2. Haubonee mnprMeHseMble BHALI M Pa3sHOBHOHOCTH OpPraHM3allHOHHO-
PaclopAAUTENbHEIX AOKYMEHTOB COIEP)KaTcs B MPHMEPHOM I[IEpeYHEe COITIACHO
[IPHIOKEHHUIO 2 K HacTogmel MaCcTpyKIun,

2.3. CocraB wH3maBacMBIX JOKYMEHTOB B IIEPBYIO OUEpPelNb ONpeensercs
ACHWCTBYIOIIMM 3aKOHOJATENbCTBOM U KOMIIETCHI[HEH opraHa yIpaBieHHs WK
JOIDKHOCTHOTO JIMLIA.

2.4. TmaBa TOpPOACKOTO OKpyra - [JlaBa QAMHHHCTpaIMH UalKkoBCKOTO
TOPOACKOTO OKpyl'a H3[aeT IIOCTAaHOBICHWS M PACIOPSDKCHHA BO HCIOJHEHHE
Koncrurynuu Poccuiickoit @enepanus, QenepaabHeIX 3aKOHOB, HOPMATHBHEIX AKTOR
Ilpesunenta Poccuiickolt ®eneparnuu, noctanosnenuit [IpasurenscrBa Poccuiickoi
~ @ezepallii ¥ B COOTBETCTBUH ¢ 3aKoHaMH [lepmckoro xpas u Yerasom YalKoBCKoro
TOPOACKOI0 OKPyra.

B cooTBeTCTBHYM ¢ ASHCTRYIOMHM 3aKOHOATEIECTBOM I1aBa FOPOACKOr0 OKpyra-
raBa aAMHHMCTpanyK YalKOBCKOIO TOPOACKOr0 OKpyra SBISETCS IO JOMKHOCTH
- PYKOBOOUTEIEM TIPaKAaHCKOM OOOpOHBI M H3[aeT IIPABOBBIE AKTHl JIO BOIPOCAM
+. TPaXKAaHCKO# 00OPOHBEL

PykoBogureN CTpyKTYpHBIX MOApa3feNeHuit, orpacneBslX (HYHKIHOHAIBHEIX)
OpraHoB AJIMHHMCTPAaLHH U3AI0T IPUKA3E] U UHEIE TIPABOBLIE aKTEL

2.5. B cry4asx, ycTaHOBIEHHBIX 3aKOHOJATENECTBOM, IJIaBA TOPOACKOIO OKpyra
— IjflaBa aagMHHHCTpauuH YaHKoBCKOTO TOpOJCKOTO OKpyra, AJAMHHMCTPAIMS MOTYT
U37aBaTh aKTHl COBMECTHO C IPYTMMHU OpraHaMH IIO BOIIpocaM, IPeACTaBJIAIOLINM
B3aHMHEBIH MHTEpEC M BXOIALIHM B KOMIIETCHIIMIO OOEWX CTOPOH. Takue aKTEI
0QOPMIIAIOTCS ¥ IYOIUKYIOTCS KAK eMHEIH JOKYMEHT.

B 3aBHCHMOCTH OT KOHKPETHEIX 3a7a¥ YIpPABIEHHS COBMECTHO C OpPraHaMu
BIACTH, OpPTaHHU3ailMsIMH MOIYT TOTOBHTHCA H APYTHe YIpaBlieHUYECKHE JOKYMEHTE!
(nuceMa, MNIaHEL U ap. ).

2.6. KomnernansHo o6CyXHaeMble BOIPOCH ¥ NPUHEMAEMEIE 110 HEM DPEIIeHHS
(QuKCHPYIOTCA B IIPOTOKOJIAX 3aceJaHui KOJUIEMHABHEIX OPIaHoOB.

2.7, YcTaHOBIEHHE OTHOIICHHH AJMHHUCTpalMM C €€ KOHTPAreHTaMHd H HX
perynvpoBatue OQOPMILIIOTCA B BHIE [OTOBOPOB, COIVIALICHHH, KOHTPAKTOB,
IIPOTOKOJIOB, MEMOPaHIYMOB 1 JieKiIapaluii (fanee - JOroBOPEI).

2.8. OcyumecTBleHHE ONEPaTHBHEIX CBsseit ¢ (emepalbHBIME  OpraHaMi,
3axonoparensHeiM Cobpanuem Ilepmckoro kpas, ryGepraropom IlepMckoro kpas,
IpasurenscrBom Ilepmckoro kpas, opraHaMy MeCTHOrO camoyIpasneHus [lepMckoro
Kpasd, yUYpexICHUSIMHU U NPeIIpUITHAMHE, IPaXXJaHaMH AOKYMEHTHPYETCS NepeTuCKOM.
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2.9. Ilpm HeoOXOIUMOCTH CpOYHOM Iepemaum HHQOpPMAMK  TOKYMEHTEI
NepefaloTed IO KaHamaM JJIeKTPOCBI3M B BHAE TenehoHOrpaMM, Qakcorpamm,
DIEKTPOHHBIX COOOIISHHIA.

3. TpeGoBanusa K NOATOTOBKE K 0hOPMAEHHIO JOKYMEHTOB

3.1. biiauku JOKYMENTOB AAMHHHCTPALHH, CTPYKTYPHBIX IOApPA3Ze eH i,
0TpacieBbiX (pyHKUHOHANILHBIX) OPraHOB AAMHHHCTPALUY

3.1.1. oxymenTsl AIMHHHCTPALNH, CTPYKTYPHEBIX MOAPa3zelicHuH, OTPacieBBIX
(byHKUMOHANBHBIX)  OpraHoB  AIMHMHMCTpanud  oQOPMIIOTCH Ha  OlaHKax
YCTaHOBIEHHOM (GOpMEI.

Iepeuens OraHKoB JOKYMEHTOR AIMUHUCTpALTHH, CTPYKTYPHBIX
noZpasfeneHnt, oTpacneBblxX (QyHKIMOHANBHEIX) OPraHoB AJIMHHHACTpAIMH (Hanee —
OJ1aHKH TOKYMEHTOB) YTBEPIKIASTCS PACTIOPSIKEHIEM aAMHHUCTPAITHH.

3.1.2. braHkE HOKYMEHTOB M3rOTAaBIMBAIOTCH HA CTAHJAPTHBIX JMCTax OyMaru
(bopmaTon A4 (210x297 mm) u AS (148x210 mm). Beibop gopmaTa 61aHKa 32BHCHT OT
o0peMa JOKyMEHTA.

3.1.3. IlpoextpoBanre GIaHKOB JOKYMEHTOB, oQopMieHUe 06pasIioB GIaHKOB
JOKYMEHTOB OCYIUESCTBISIOTCS YIIpaBlIeHHEM AeTaMH.

Bxmouenne B NOKyMEHTOOGOPOT HOBBIX OINaHKOB JOKYMEHTOB OCYUIECTBIAETCS
II0 COITIACOBAHHIO C YIPABICHHEM ACTIAMH.

3.1.4. YcraHoBIeH CleyOMMH ITOPAROK PaboThI ¢ 3AEKTPOHHLIMHE BIaHKaAMHE:

3.14.1. ytBepxneHHBle 11a0NOHEI ONAHKOB JOKYMEHTOB DPAa3MENaroTCsI
yIpasieHueM aenamu B COJI;

3.1.4.2. sampemaercss caMOCTOSTEILHO HPOEKTHPOBATE M M3MEHATH OJAHKU
IOKYMEHTOB.

3.1.5. YcraHoBneH clefyomyi TOPsAoK NPUMEHEHHs OJ1aHKOB JOKYMEHTOB:

3.1.5.1. pacnopaaATenbHEIE JOKYMEHTBI 0QOPMIITIOTCS Ha GIaHKaX KOHKPETHBIX
BHIOB JJOKYMEHTOB.

AKTEl TI7aBBl TOPOICKOI0 OKpYyra - IJIABBl aOMHMHHCTpaldM YJalKOBCKOIO
FOPOACKOro OKpyra OQOpMISFOTCS Ha OnaHKaX NIOCTAHOBIECHHHM M pPacHOpSIKEHMH
aIMHHUCTPAIlMM, [IONNHCHIBAIOTCA ITNIABOM  TOPOACKOro  OKpyra -  TIJIaBOH
agMUHMCTpanuK YalikoBCKOTO FOPOACKOTO OKpyra (MM MCIONHSIOIEM 00S3aHHOCTH
ITIaBEI TOPOJCKOTO OKpYTa - TIaBkl aAMUHHCTPAuK JafKOBCKOTO TOPOACKOr0 OKPYyra);

3.1.5.2. Omapku InHceM IIPUMEHSIOTCS IPH HANPABIEHHH HOKYMEHTOB RB
CTOPOHHUE OPTaHM3AITHH.

ITucema, HampaBigemble agpecaTaM B Ipenenax Poccuiickoit Demepanyu u
[lepmcxoro xpas, odopMisIroTcs Ha OraHKe THCEMa amMuHHCTpaimu JalKoBCKOro
rOPOJCKOro OKpyra, Ha OmaHKaxX IOKYMEHTOB AOJDKHOCTHBIX JIMIL (IIOANHCHIBAKOTCS
I7IaBO¥ rOPOICKOTO OKpyra- riiaBoil asMHHMCTparuy YalKoBCKOro ropoCKOro oKpyra,
3aMECTUTENSAMH IMaBkl AJMUHHCTPAlMH), a TakxkKe Ha OIaHKaX CTPYKTYPHBIX
NOApasfieneHuli, oTpacneBelx  ((QYyHKIMOHANBHBIX) OpPraHOB  AJAMHHHUCTPALMH
(MOMIUCEIBAIOTCS  PYKOBOAMTENAMH CIPYKTYPHBIX —IOJpasfeleHmii, OTpacieBhIX
(pyHKIMOHANBHEIX) OPraHoB);

3.1.5.3. HOKYMEHTHl IIOCTOSIHHO JeHCTBYIOIUMX KOOPAHMHAIMOHHEIX M MHBIX
paGo4rx OpraHoB anMHHUCTpalHK JaHKOBCKOro ropoACKOro oxpyra oQOpMILsIIOTes Ha
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OnaEKax M NOAMMCHIBAIOTCHA IpeAcerateneM (MM 3aMECTHTENEM IIpeICeRaTeNis),
CeKpeTapeM KOMHCCHY;

3.1.5.4. pomyckaercss THPaXHpOBaHME CpPEeJCTBAMH OIICPATHBHOM IOIHMrpaduu
IOKYMEHTOB Ha repboBoM OraHKe, NMpeNHa3HAYEHHLIX [l PACCBUIKH, MPH YCIOBHH
3aBepeHMs KaKAoH KoMK JOKYMEHTa B YCTAHOBICHHOM ITOPSIKE;

3.1.5.5. GnaHKy HKOKYMEHTOR JIOJIKHE! HCIIOJIB30BATECA CTPOTO O HA3HAYEHHIO.

KoHTpons 3a NpaBUNBHEIM IpPHUMEHEHHEM ONaHKOB AOKYMEHTOB 00eCIIeUHBAIOT
yIpaBiCHHE [elaMH, PYKOBOAMUTENH CTPYKTYPHBIX NOApPasAeNeHuH, OTPacleBhIX
(QyHKOHMOHANBHEIX) OPTaHoB AJIMHHHUCTPALHH.

3.1.6. Ilpu BHyTpeHHeH mepenucke HHPOPMALKMOHHOTO XapaKTepa MEeXIy
OODKHOCTHBIMH  JIHIAMH, CTPYKTYPHBIMH IOApasfeNieHUsIMH M OTPACIEBBIMU
(QyHKIOHANBHEIME) OpraHaMy AJMHHHCTPAIMH NPHMEHSIOTCS OJaHKW CIY)KeGHDIX
3aIIMCOK.

HoKkyMeHTB! 0OpMILTIOTCS B COOTBETCTBHH ¢ TpeCOoBaHUAMH, YCTAHOBIEHHBIMU
B paszene 4.5. gactoamei MHCTpyKUIMH.

[epenucka Mexny NompasfeleHUsMH AJMWHMCTPAUMK MO0 BOMIPOCAM, KOTOPEIE
MOTYT OBITh pemIeHBI B OIEPAaTHBHOM IOPSOKe H He TpeOYIOT JOKYMEHTHPOBAHMA,
3allpelrnaeTcs.

BHyYTpeHHUH 4aT COTPYOHMKOB aAMUHHCTPAIIMM SBASETCS OQMIHANBHBIM
., CHOCOOOM JOKYMEHTANBHOIO OOIIEHMS MEXKLY CIPYKTYPHBIMH IIOApa3fieleH ML,
OTpacieBHIMH  ((YHKUHOHAIBHBIMH) OpraHaMH  aIMUHHCTparpu  JalKOBCKOIO
I'OPOACKOTO OKPYTa.

PexomennyeTcs mMpe HCIIONB30BATH Oe3JOKYMEHTHEIH cmocob6 obMena
uHbOpMaLHeH: YCTHBIE Pa3BsACHEHHS, yKa3aHUs, HHCTPYKTHpPOBaHHE,
HHPOPMUpPOBaHKE, 4 TaKXe OTMETKH 00 WCIIONHEHHH NOKYMEHTZ B BHIE KPaTKOH
3allCH Ha CaMOM UCIIOJHEHHOM JIOKYMEHTE,

3.2. Hopsiox Ne4aTaHUS H PeJAKTHPOBAHHUS MPOESKTOB NOKYMEHTOB
AIMHHHECTPALHH

3.2.1. IleuaTanue IPOEKTOB IOKYMEHTOB AJMMHUCTPALHH OCYIIECTBIIETCS
JeILeHTPaIN30BaHHO.

3.2.2, IIpoeKkrer JIOKYMEHTOB, IIOATOTOBIIEHHBIE CTPYKTYPHBIMHU
TIOAPAsIEeNCHAAMH, OTPAacleBBIMH ((QYHKUHOHANBHBIMYE) OpraHaMd AJMHHUCTPALHH,
MeYaTAIOTCA HEMOCPEACTBEHHBIMY HCIIOTHATENAMH, CIICITHATUCTAMH TIONPa3 IENICHIH.

3.23. IlpoexkTel HOKYMEHTOB, pa3paloTaHHBle OPYTUMH OPraHH3alUIMH-
aBTOpaMH, [1e4aTAIOTCA HEITOCPEACTBEHHO B OpraHU3aIlHH.

3.2.4. TpeboBaHMS K U3rOTOBIEHUI) TEKCTOBHIX JOKYMEHTOB C KCIIONL30BAHHEM
IIepCOHANBHOI0 KOMIBIOTEPA COAEPIKATCA B IPUNOXKeHNH 3 K HacTosmed MHCTpyKumy.

3.2,5, JInsd HOATOTOBKM IIPOEKTOB JOKYMEHTOB PYKOBONHUTENH CTPYKTYPHBIX
HoApasfeaeHnH, OTpacleBEIX ((QYHKIHOHABHBIX) OPTaHOB AIMUHHCTPAITHH!

3.2.5.1. BKIFOYAOT B MJOKHOCTHBIE HHCTPYKHWH  NOJDKHOCTHBIX  JIHI]
003aHHOCTE MEYaTaTh M KOPPEKTHPOBAaTh IPOEKTH JOKYMEHTOB; NPENYCMATPHBAIOT
OTBETCTBEHHOCTE 34 BBIIIOIHEHHE TPpeOORaHUH K WX MTOATOTOBKE W 0hOPMIIEHHIO,

3.2.5.2. TPHBUMAIOT HCYCPIBIBAIONME MepH K O0ecIedeHHI0 paboumx MecT
JOIDKHOCTHRIX — JIHL HEOOXOJUMBIMH CpPEACTBAMH  BBIMUCIHTENLHON  TEXHHKH,



Na3ePHBIMH IPHHTEPaMH.

3.2.6. B mensax MOBRINTEHHS KaYeCTBA COCTABICHHS M O(GOPMICHHS IIPOEKTOR
0653aTeNBHOMY PEIAKTHPOBAHKUIO B YIPABICHHIH AeNaMH TIOIeKAT:

IOCTaHOBIICHHUSA, PACHIODDKEHHS aMUHUCTPALINY;

COBMECTHEIE PAaCIIOPSAUTENbHEIEC JOKYMEHTEI,

IHCEMA, MOANKUCHIBAEMBIE [TTABOY TOPONCKOrO OKpYra — IMIABOM aJMHHHCTPAIUK
HalKOBCKOTO TOPOACKOrO OKPYTa;

TEKCTHI briarofapcTseHHBIX IHCeM AMUHUCTPALIMH.

IIpoexTsl APYrux AOKYMEHTOB DENaKTHPYIOTCS IO Mepe HEeOGXOMUMOCTH H
BO3MOXHOCTH.

3.2.7. IlpoexTsl MOKYMEHTOB NPECTABIAIOTCS HA PEAAKTHPOBAHMUE B yIlpaBlieHHE
AenaMu AIMHHACTPAMy IoApasaeNenusMu A IMARUCTparmy B cucteme COJI mubo na
OyMa’KHOM HOCHTEE.

3.3. TpeboBanus K TeKCTAM JOKYMEHTOB

3.3.1. TexcTOM yIpaBleH4ecKoro JOKyMEHTA SBIETCS BEIPAKEHHOE CPEICTBaMH
N€JIOBOTO fA3BIKA COAEPIKAHHE YIIPABISHUECKUX NeHCTBHI U pelleHHI.

Texer mokymeHTa HOMXeH cofmepXkaTh LOCTOBEPHYIO, TOYHYIO H apryMeHTH-
POBaHHYI0, HE JOIYCKAIOIIYI0 Da3siHYHBIX TOIKOBaHHH HHOOPMAIHMIO, H3I0KEHHYIO
TIOTHYECKH ITOCNE0BATENEHO, ICHO, YOSIUTENBHO 1 KPaTKo.

Texcr noxymeHTa HomkeH GBITH M3JIOXKEH B COOTBETCTBHH C @HCTBYIOLIAMH
npaBuiiaMy opdorpabdyi U MyHKTYAURH 0QUIUATEHO-IeI0BEIM CTHIIEM.

OdunpansHo-1en0BoMH CTUIB CIIyXKeGHBIX JOKYMEHTOB XapaKTepH3yeTes:

HCIOIB30BaHUEM YCTOHYMBEIX CIOBOCOYETAHUH, CTAHAPTH30BAHHEIX S3BIKOBEIX
hopmym;

HEHTPaNbHEIM TOHOM H3JI0KEHUS;

OTIpeJIeNIEHHBIM [IOPSIIKOM (TIOCHEN0BaTeNbHOCTHIO) U3NOKEHHS HHPOPMALMH,
COKaTOCTBEO ¥ KOMITAKTHOCTBIO.

3.3.2. TekcTsl MOKYMEHTOB B 33aBHCHMOCTH OT KOJHYECTBA 3aTPOHYTHIX B HHX
BOIIPOCOB MOTYT GBITH NIPOCTHIME (COAEP)KAT OQHH BOTPOC) M CIOKHEIMH (KACAIOTCS
HECKOJIBKMX BONPOCOB, HCIIONHUTENEH UK PA3HBIX CTPYKTYPHBIX TIOAPA3NETICHIH).

CrpaBouHO-UH(GOPMATIMOHHEIE TOKYMEHTH (MChbMa, CIIy)KeGHEIE 3almcK,
CIIPaBKH) PEKOMEHIYETCs [OTOBHUTH TI0 OAHOMY BOIIPOCY.

3.33. Copepxanve W CTPYKTypa TeKCTA [OKyMEHTA ONpPEHEeISIOTCS €ro
(pYHKIMOHANBHEIM BUIOM (PACTOPSIKEHHME, MHCHMO, aKT, IPOTOKON H T.A.) U pasHo-
BHJIHOCTBIO (PaclopsDKeHHe [0 OCHOBHOM JESTENbHOCTH, PACTIOPSIKEHHE 110 JIHYHOMY
COCTaBy; IHCHMO-H3BEIUCHHE, IMCHMO-NIPHIVIANIEHHe, MHCEMO-IOATBEPKICHHE, Ia-
PaHTHHHOE MHCEMO, CONPOBOUTENBHOE MUCEMO M T.1.).

IocTpoeHue TEKCTOB IOKYMEHTORB C YYETOM WX BHAOB M PAa3HOBHIHOCTH JODKHO
COOTBETCTBOBATh TPeGOBAHMAM, M3NOKEHHEIM B pasyene 4 HacTosuei MacTpyKiuy.

3.3.4. TexcTsl HOKYMEHTOB OMOPMILIIOT B BHJE CBA3HOIO TEKCTa, AHKETHI,
TaOIHIB] MU B BHJE HX COYETAHHS.

CBA3HBLA TEKCT CONEPXHUT TIPaMMATHYECKH H JIEKCHYECKH COTNIACOBAHHYIO
HHdoOpManKe 06 ympaBleHYeCcKHX MAeHCTBHSX, NpPUMEHSETCS INPH COCTABICHHH
OpraHHU3allHOHHO-PacCIOPAIUTENBHEIX JOKYMEHTOB, II0 BO3MOXKHOCTH COCTABIAETCS IIO



OZTHOMY BOIIPOCY.

CBsA3HBIA TEKCT, KaK IPABUIIO, COCTOMT M3 JBYX CMBICIOBBEIX HacTed: B OHHOMH
YKa3BIBAIOTCSA IIPWYHHBI, OCHOBAHMS, LENH COCTaBIEHHA JOKYMEHTA, B [Ipyroi
(3AKNTIOYMTENHHOR) - BEIBOMBI, PEIUCHHS, NPOCHOBI, NPEIJIOKEHHS, PEKOMEH/IALKH.
Ecnu comepxxanne HOoKyMeHTa He TpeGyeT MOSCHEHMS MIH OOOCHOBAaHHS, TO TEKCT
MOXET COIepXaTh ONHYy 3aKIIOYHTENBHYI0 9acTh (HAalpWUMep, [PHKA3sl -
PacHOpSRHTENbHYIO0 4acTs 6e3 KOHCTATHPYIOIeH; NHChMa, 3asBIeHHs - NPockby 6e3
IIOSICHEHHUA; CIIPABKH, CIyXeOHble 3alMCKH - OLeHKY (akToB, BEIBOAH). JlonycKaercs
Ha9HHATh TeKCT JOKyMEeHTa ¢ €ro 3aKIIOYHTENbHON HacTH, T.e. M3JIOKEHUS CYIIECTBA
BOIIPOCA, & 38TEM IIOAKPEINIATE eT0 000CHOBaHHEM, JOKA3ATENhCTBAMHI.

CrytolnHOM CBA3HBIR TEKCT JOKYMEHTa MOXET COCTaBIATHCS HA OCHOBE
TpadapeTa, comepXKamero YHHDHIHPOBAHHYIO I[OCTOSHHYI) HH(QOPMALMIO H  J0-
IIOJIHASMOT0 NiepeMeHHOM uudopmanuelt. TpadapeTsl pa3pabaTHBAIOTCA IPH HAIMYUH
HOCTATOYHOr0 o0BeMa MOBTOPAIOMIUXCA ZOKYMEHTOB, COAEPIKAIIMX THIIOBLIE
yIpaBiieHYeCcKHe NeHCTRUS.

@opma aHKeThl INPHMEHSETCS I[IPU H3JTIOXEHHH LH(GPOBOH MIH CIOBECHOI
vH(OopManuy 06 0JHOM 00BEKTE 10 ONpeeeHHOMY Habopy NPH3HAKOB.

Ilpu cocTaBlieHuH TeKCTa B BHJAE aHKETH HAUMEHOBAHWS IPH3HAKOB Xa-
PaKTepH3yeMOro OOBEKTa JOMKHBI ObITh BBIPAXKEHBI MMEHEM CYIECTBUTENLHLIM B
HMCHHUTENPHOM IIaJIeXKe MM CIOBOCOYETAHHEM C IJIarojioM BTOPOrO JIMia MHO-
XKECTBEHHOTO YHCJ/Ia HaCTOSLIEr0 MM NPOUISAILEr0 BpeMeHH («HMeeTe» MK «OBLINY,
- «HAXOJNUIHKCEH» M T.1.). [TokasaTenu MOTYT GBITH BEIpQXKEHE! LEQpaMHL.

AHKETHBIE TEKCTHl HPHMEHAIOTCS NPH O(GOPMIIEHHM OpraHH3alOHHO-PACIIO-
PAOUTENBHBIX JOKYMEHTOB, IOKYMEHTOB II0 JIHYHOMY COCTaBY, (PHHAHCOBEIX U IPYIHX.

TabnuyHble TEKCTH! NPHUMEHAIOTCS B OPTAHH3ANMOHHO-PACIOPAAMTENBHBIX,
TUIAHOBBIX, OTYETHO-CTATHCTHIECKHX, (DUHAHCOBEIX JOKYMEHTAX U JIp.

IlocTpoenne u odopMIeHHe TEKCTOB HOKYMEHTOB B Tabmmusoii dopme
OCYIISCTBISAETCS B COOTBETCTBHYU € TPeOOBaHUAMHE, U3IOKSHHBIMUA B NPUIOKEHHH 4 K
HacTosdiel MuacTpykium.

3.3.5. TexcTBI HOKYMEHTOB HEILATCA Ha CIEAYIOIHE CTPYKTYpHEIE €AUHHIIBI II0
HHCXOIAIIEH: pasjel, moJpasael, IyHKT, IOINYHKT, ab3an, O6Go3HauaioTcs apabcKuMu
nudpamMu B Opezienax BCEro TeKCTa JOKyMeHTa, Pasiielisl U MoApasensl JOIDKHBL UMETh
3aroJI0BKH, Y€TKO H KPAaTKO OTpakaloliHe UX COJepKaHHue.

ITyHKTEI B HEKOTOPBIX CIyYasx MOTYT IOAPA3NENAThCS Ha MOMMYHKTEI, KOTOPHIE
MMEIOT OYKBEHHYI0 HYMEpalMIo B BHAE CTPOYHOM OYKBBI pyccKOro andabura ¢
3aKPBIBAIOIIEH KPYIIIod ckoOKo#. AG3allbl He HyMepyIOTCL.

Hymepanusa pasfenoB, II0Jpa3felioB, NYHKTOB JAO/DKHa OBITh CKBO3HOIL.
Henonyctuma, HanpuMmep, OTAENBHAs HyMepauys IyHKTOB KaXIOTO pasfelia MIH
OTACTBHAS HYMEDALMs [IOAPa3AeNoB KaXA0ro paszena.

3.3.6. PopMa U3NTOXKEHHS TEKCTA.

U3noxenue TeKcTa B JOKYMEHTAX OCYIIECTBILIETCS O CIIELYIONIUM IPaBHIIAM:

B PpacmopSAUTENBHEIX HOKYMEHTaX, a TakkKe JIOKYMEHTAX, aJpecOBaHHBIX
PYKOBOACTBY (3asdBICHHe, Ciy)xeOHag 3amucka, OOBICHUTENBHAS 3aIlHCKa), - OT
IEePBOIO JIMLa EeIWHCTBEHHOIO 4YHCIa («IIPHKA3bIBAIO», «IPeNiaraioy, «IpoILy»,
«CUUTAION ),

B COBMECTHBIX IOKYMEHTax (IIOCTZHOBIEHHE, DPACIOPSDKEHHE, MHCHMO) - OT
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TIEPBOTO JIUITA MHOKECTBEHHOTO YHMCIA ((IIOCTAHOBHIINY, KIIPEIIAraeM», KIIPOCHMH);

B IIPOTOKONAax - OT TPEThEro JIMLA MHOXKECTBEHHOrO 4Hcia («CIyILanm»,
«BBICTYTIHIIM», ~«PELIMIA»), COJAEPIKAaHHE BEICTYIIEHHH - OT TPETHETO JIMIA
eIMHCTBEHHOTO 9HCIIA;

B IONOXKSHHAX, HHCTPYKIWAX, MPABUIIAX, aKTaX, CIIPaBKaxX ¥ T.I. - OT TPEThEro
THIA eTHHCTBEHHOTO MM MHOKECTBEHHOIO HHCHa (COTHEN OCYMIECTBIAET (PyHKIHI»,
«HAYaJbHHK OTAENA HMEET NIPABOY», KKOMHICCHS YCTAHOBHIA®);

B THCBMax - OT I[epBOr0 JIHIA EOMHCTBEHHOTO uMcha («HAIPABIAION»,
CHPEANararo»), OT TEPBOTO JHLUA MHOKECTBEHHOTO WHCIA («HanpaBngeM Ha
PacCMOTpeHHe», «IPOCHM BBIIEIUTH»), OT TPEThEro NHMIA EQMHCTBEHHOTO YHCHA
(«anMunmcTpauys YaiKkoBCKOro ropoIcKOro OKpyra CIuTaeT BO3MOKHBIM ).

3.3.7. B Texcre mpomucHas pacuupoBKa CyMMBI UM(PpPaMH H MPOIHCEHIO
YKa3bIBaeTCs B TOM BapUaHTE, KOTOPLIA MPHHAT V11 GHHAHCOBBIX JOKYMEHTOB: pyOIH
YKa3BIBAIOTCA MPONKMCHIO, KOMeHKH — 1udpamu. CyMMa MUIIETCs ¢ 3ariiaBHON GYKBHI,
3HAUCHHe CYMMBI B pyONAX H KONEHKax He pasfeNsdeTcsl 3alITOM Wil APYTHM 3HAKOM
IpenuHanus (TouKa, ckobka). HasBaHue BamIOTE! JOTyCTUMO COKpaIIATh.

1 BapuanT: 1005,55 py6. (OnHa thICSYA IITH Py6Iel MATBAECAT IATE KOIIEEK),

2 apuanT: 1005 py6. 55 xomn. (OpHa ThIcq9a IITh py6iiel 55 komeek),

3.3.8. Ilpu ynmoMuHaHHH B TekcTe (aAMUIHMH IIHLA HHHITANBl CTABATCS [IOCIHE
baMuTIn.

4. Oco0eHHOCTH MOATOTOBKM M 0(OPMIIEHHST OTAS/ILHLIX BHAOB J0KYMEHTOB

4.1. OpopmiieHne NPoeKTOB AKTOB ATMUHHCTPAUHH, COBMECTHBIX
PACIOPAIHTEJbHBIX JOKYMEHTOB

OcHoBHbIE TpeGOBaHHSA K TEKCTAM DACIOPSIUTENHHEIX 4KTOB YCTAHOBIEHbI
HacTosiuern MucTpyxkuumed, npaBHNaMH — IOPHOHKO-TEXHUYECKOTO0  OhOpMICHUS
IPABOBBIX aKTOB, YTBEPXKACHHLIMH IIOCTaHOBIECHMEM AIMHHHCTpauuu (mamee —
IlpaBunamu KOTO).

4.1.1. Obuue TpebGopanms.

IIpoekT aKTa HO/DKEH OTpaXaTh IO BO3MOXHOCTH OAMH Bompoc (TeMmy,
npobieMy), copepxarh o6OCHOBaHMe IeNH W3NAHHS, GHITE WHGOPMALMOHHO eMKUM,
JTAKOHHYHBIM; MMETh YeTKOE M3JIOMKEHHE, MCKIFOYAoliee BO3MOXKHOCTH Pa3iIM4HOTO
TONIKOBAHUS; sICHBIE (JOPMYNHPOBKH, Oe3ylpedHble B IOPHINYECKOM OTHONICHHUM,
CONCPIKATh TEPMHMHOJOTHIO, YCTAHOBICHHYIO HOPMATUBHBIMH I[IPAaBOBEIMH AKTAMHU,
COOTBETCTBOBATH ACHCTBYIONMUM [IpaBHiiaM opdorpaduu ¥ MyHKTYALHH, OQHLHAIBHO-
JI€TIOBOMY CTHIIIO.

4.1.2. OdopMieHHe OTOSIBHEIX PEKBU3UTOB IIPOEKTOB AKTOB.

4.1.2.1. CtpyxTypa Tekcta

CTpykrypa TeKcTa - IIOCIENOBaTelbHOE PACIONOKEHHE COCTaBHEIX HacTelf,
PACKPHIBAIOIINX COAEPIKAHHE NOKYMEHTAa B COOTBETCTBHH C €ro (yHKI[HOHANBHLIM
HasHaueHHeM. TexcT mpoeKkTa axTa [JO/KCH COCTOATh W3  JBYX  4acTeil:
KOHCTATHUPYIOIIEH ¥ pacnopsautenbHoil. KoHcTaTupyromas 4acTe He DOmKHA OBITH
fonee OfHON TPeTheH YACTH CTPAHUIIEL.

*
B HHCBEMAX, OQJOPMﬂGHHBEX Ha Gnankax DOIDKHOCTHRIX JIHLT.
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Koucratupyromas uacte (nipeambysna) cocrapisercs, ecid Tpedyercs
pa3bACHEHHE HeNel ¥ MOTUBOB NPUHATHS aKTa.

B xoHCTaTHpYyIOIEH 9aCTH H3/IaraloTCs:

LEIM ¥ 337291 [IPeANIHCHIBAEMBIX NeHCTRIH;

(akTbl, COOBITHSA, MOTHBEI, OCHOBAHNS 11 U3IaHUA aKTa;

ofocHOBaHKE HEOOXOMUMOCTH COBEPIIEHHS PACIOPAAUTENLHEIX QeHCTBHIIL.

Koncratupyromas 4yacTh B TaKuX ClIydasX HAUMHAETCS C NOpeioroB «Jl»,
«C uenston, «B ceasm». Hanpumep: «J[1s MOATOTOBKU Jef K Iepefayde Ha apXHUBHOE
XpaHEeHHe ...».

KoncTatupyromas 9acTh MOKET OTCYTCTBOBATE, €CIH He TpeGyeTcsd IMOsCHEeHHs
WK 000CHOBaHMSA U3JaHHS PACIIOPSTHTENEHOIO JOKYMEHTa.

Ecmux akT wM3laercs Ha OCHOBaHUM 3aKOHOB, aKTOB (elepallbHBIX OPraHoB
rOCYZApCTBEHHOH BIIACTH M APYTHX IOKYMEHTOB, B KOHCTATHUPYIOIIEH 4acTH Ha HHX
JeNaeTcs CCBIIKA M YKa3BIBAIOTCA PEKBH3UTEI JIOKYMEHTOB-OCHOBAaHHWH (ara
INOKyMEHTA, PETUCTPALMOHHBIA HOMep JOKYMEHTa, 3aTOI0BOK K TEKCTY).

@opmynuposxa «Bo HCIONHEHHE» HCIONB3YETCS, KAK IPABUIO, €CIH B
BRIIUICHA3BAHHEIX  NOKYMEHTaX MMeeTcss IpaMoe (KOHKPETHOe) IpeAlHcaHue
BBIMIOJIHEHHS ONpeAeNeHHbIX AedcTBui. [Ipu oTcyrcTBuM mnpsMoro (KOHKpPETHOTO)
IpeIIUCaHus HCIIONB3YIOTCS (opMmynaupoBku «B cooTBeTcTBHM ¢ ..», «Ha oc-
HOBaHUH...».

Crioco6s1 oopMieHus cCBUTOK npuBenens! B [Ipasmrax FOTO.

4.1.2.2. GopMBI U3IOKEHHS TEKCTA.

Ilpenmucanus (opMyNUPYIOTCA B KaTeropuuHOM QopMe, NpPENIHCHIBAEMEIe
- HeUCTBMs BbIPAXKAIOTCA I7IAroJIoOM B HEOlpeleNeHHOH (opMe («IOATOTOBUTEY,
«yCTaHOBHUTB», 00ECIEUNTEY, «0043aTh» ¥ T.IL).

He pmomyckaeTcs HCIONB30BaHHE HEKOHKPETHBIX PACIUIBIBUATHIX BHIpayKeHHUI
+(«oOpaTUTL BHUMAHUE», «aKTHBU3MPOBATE», «YIYUIIHTEY), IPOBEPKA HCIIOIHEHHUS
KOTOPEBIX 3aTPYOHHUTEIbHA.

Ecim BOZHHKAaeT HEOOXOAWMOCTh HEOHHOKPATHOIO YIOMUHAHWS B TEKCTE
KaKoro-nuGo JOKyMeHTa, TO IIPH [EpBOM YIOMHHAHUM IPHBOOUTCS €I'0 IOJHOE
HAMMEHOBAHUE C yKa3aHHEeM B CKOOKax COKpAIleHHOT'O HANMEHOBAHHS C HANHCAHHEM
ero ¢ mponmcHo# Oykeel'. Hampmmep: WHeTpykums 1o JENOIPOU3BOACTRY B
amMuHucTpauy  JalikoBckoro roponckoro okpyra (manmee - Huctpykuus). B
OaJIbHEHINEM B TEKCTE AOIIYCKAeTCs MCIIOJIB30BaHHE COKPAIEHHOTO HAUMEHOBAHUS
(Uucrpyxmms, [Ipasuna, ITopsanoxk...).

4.1.2.3. JleneHue TeKCcTa HA YACTH.

Ecnu  pacropapuTeNsHas 4acTh IIPEJIIONAaracT pasiHYHble II0 XapakTepy
IPEANUChIBAEMbBIe NefCTBHA M HECKONBKHX MCIIONHUTENeH, OHA HEIHTCS Ha YacTu
(TyHKTBI, IOAITYHKTEL, a03a1lsl).

Kaxaeld IyHKT TekcTa JOJDKEH COASpIKaTh 3aKOHYEHHYIO HHGOPMAIHIO,
BKIIIOYaTh, Kak IIPaBHIO, ONHO IpeAnuchiBaeMoe neiictBue. Heckolsko mpef-
IIUCHIBAEMBIX JIEHCTBUH OOBEAMHSAIOT B OAWH IYHKT, €CIM OHH B3aMMO33aBHCHMBI U
B3aHMOOOYCIOBIIEHBL.

1 . "
Hna coxpamenns 065eMOB AOKYMEHTOB IIPH HEOLHOKPATHOM YIIOMHHAHHH HASBAHKI OPTaHH3aLUyi H HX

CTPYKTYPHBIX TOAPA3ACNCHHH, KOMUCCHH, COBETOB U IPYIII, HAUMEHOBAHHMI JOMKHOCTEH PEKOMEHIYETCS
TaKOKe YIOTPeOIATh COKPAICHHbIA BAPHAHT UX HAHMEHOBAHHI.
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IIyHKT MO3KeT pasOuBaTECs Ha IOJIIYHKTEI, TOANYHKTEH - Ha ab3ausl. He ciemyer
TIOMEIIATh B OHOM IIYHKTE OONbII0e KONMIESCTBO MOAMYHKTOB.

AG3aipl BHYTpHM HOMNYHKTA COCTOST H3 [ABYX-TpeX TpeIIOKEHHH, Xapak-
TEPH3YIOLHXCS SAUHCTBOM U 38KOHYEHHOCTBIO COIEPIKAMUSL.

[IyHKTBI TPYNmHpYIOTCS II0 HX 3HAYWMOCTH, OT Haubollee CyIECTBEHHBIX
BOIIPOCOB K BTOPOCTCNEHHBIM WIIM B ITOC/IEJOBAaTENBHOCTH Pa3BHTHS BOTIPoca (TeME,
COEepXKaHus MOKYMeHTa). BO3MOXHA TIpYNIMPOBKA NYHKTOB IO WCIIONHUTEIAM,
CPOKaM HCHOJHEHHUS.

TexcTel GONBUINX K CHOXKHBIX 110 00BEMy IPUIOKEHHH K MPOEKTY aKTa TAKKe
MOTYT MOAPA3ACATECH Ha Pasfesbl, HOAPa3/IeNbl, IyHKTHI ¥ TOAITYHKTE.

Criocobs1 oopmITeHus ITyHKTOB, IOAITYHKTOB puBeneHs! B [papunax IOTO.

4.1.2.4. OdopmieHre OTASTBHBIX [IYHKTOB PACIOPSAUTEILHON HaCTH.

IIyHKTBl pacniOpsAWTENEHOR 9acTH MHOJDKHBI HauMHATBCS NHOO0 ¢ YKa3aHHS
HCIIOTTHUTENA M KOHKPETHOTO MPenNHCHIBAEMOro AeHCTBHS («YIIPaBIEHHIO elIaMH
anMHHHCTpAiK JaliiKOBCKOTO IOPOACKOr0 OKpyra pa3paboTark...»), Mu00 ¢ yKa3aHus
NPEANHUCHBAEMOTr0 JSHCTBHS, & 3aTeM MCIONHHUTENS («B03/10XXuTh MOATOTOBKY IIaHA
MEPOTPUATHA Ha YIpaBieHHe KyJNbTYyPhl H MCKYCCTBA aIMUHHCTPALUMM YaffKOBCKOTO
TOPOJICKOTO OKpyray, «PeKOMeH0BaTh PYKOBOZUTENIM MYHHIHMIANBHEIX YUPEKICHHI
IIPUBECTH B COOTBETCTBHE...»). IIyHKTBI aKkTOB, He CBS3aHHBIE ¢ OHpPEAEICHHBIM
HCIIONHUTENEM, HAUNHAIOTCA ¢ YKa3aHusd NeHCTBHS («YTBEpAUTS...», «Y CTAHOBHUTE...»).
JMOIDKHOCTHOE JIHLIO YKa3bIBae€TCd B KAYeCTBE HCIONHMTENS, eCIH WCIIONHEHHE
IIOpyYaeTcs eMy MHEePCOHAIILHO, IIPH 3TOM YKa3hIBAIOTCS HAHMEHOBAHHUE IODKHOCTH,
baMunys, HHALHATB] JODKHOCTHOTO UL,

B KoHIE KaXJIOTO MYHKTa pacHOpAAHTENBHONM YacTH MpoeKTa aKTa,
IPEATUCHBAIOIIETO KaKHe-TiHOO [NeHCTBUS, MHOJDKHO COAEPKATHCA YKa3aHHE o
KOHKPETHBIX CPOKaX HX HCITOJTHEHHS.

Cpoku HCTIONHEHHs NOKHE! OBITH pealbHBIME (CleyeT YUMTHIBATH BPeMS Ha
COINMacOBaHUE JOKyMEHTa, €ro Iie4aTaHHe M THPAXHMPOBaHME, [OBENeHHE 0
KOHKPETHEBIX chonHHTeniﬁ, onmyOnHMKOBaHMeE), MHOCTATOYHBIMM IJISi BEITOJHEHHS
HaMeYeHHBIX MEPOIPUATHH , COOTBETCTRORATE 00BEMY IpeTioNaraeMeIX pabor.

Ilpu pnuTenbHBIX CpPOKax HMCIONHEHHA HeoOXOHMMO MpeiyCMaTpHBaTh CPOKH
IPOMEXYTOTHOTO KOHTPOJIA WCIIONHEHHS (€XEeMECAdHO, eKEKBAPTAIBHO, €YKETONHO)
JUIS TIPEeCTABNECHAS HHQOPMAIIMA HCTIONHUTENeM (MCIIOMHUTEISIMI).

ITpu HeobxomumocTn ony6JIMKOBaHUSA aKTa AIMHHHCTPAlAA B TEKCTe IPOESKTA
odopMiIgeTCa OTAENBHEIM IYHKT 00 OmybIHKOBABHH.

VYkazanus 00 0TMeHe, IPH3HAHKM YTPATHBIIMMH CHIY, BHECCHHM M3MEHEHWH W
JOTIONHEHHH B paHee H3HaHHBIC aKThl AJMHHHCTPAITAM MK HX YacTH BKIIOYAIOTCI B
TEKCT IIPOEKTA aKTa OTACIBEHEIM IIyHKTOM.

[lyukr o6 wu3MeHeHMH HEHCTBYIOIIETO HOKYMEHTA MOXKET OTMEHATH AaKT
AZIMVHUCTpALKY B LEI0oM 160 ero yacTu (IPHUITOXEHHMs, OTAeIbHbIE MyHKTH). Takofl
IIyHKT HaupHaercss co cnoB «lIpusHars yrpatuBmimM cuny», «HCKIIOUHTEY,
«Ormenuts». Ilepedens yTpaTMBIUMX cHIy (OTMEHSEMBIX) aKTOB IIPMBONUTCH B
XPOHOIIOTHYECKOH MMOCIENOBATENPHOCTH C yKa3aHHEM HX HaThl, HOMEpa M 3arojoBKa.
Ilepedenp MOXeT mpunaraThCsi K aKTy, B TaKOM Cliydae IIYHKT O TIPH3HAHHH

* L¥]
VTBep}K,.El&eMLIG Hnanel HS JNOJDKHBL CONEPXKATE MEPONPHATHE € YXKe HCTEKIUMMH CpOKaMH
HCIIOIHCHHI.
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YTpaTHBIIUME CUITy (06 oTMeHe) aKkToB (OPMYNHPYETCS CIEAYIOIHM o6pasoM:
«IlpH3HaTh yTPATHBIIAMH CHIY PACTIOPMKEeHHs aIMUHUCTPANUH ropoja YaiKkoBckoro
COTJIACHO IIPUIIOKEHHION.

Bce m3MeHeHHMs ¥ JONONHEHHSA, BHOCHMBIE B paHee H3IaHHbIE (IefcTByromme)
aKThl, JOJDKHEI CTPOHTECA HA OCHOBE CTPYKTYPEI OCHOBHOTO JOKYMEHTA.

ITpy HeoOXOAMMOCTH BHECEHUS CYLIECTBEHHBIX ¥ MHOTOUHUCIEHHBIX H3MEHEHMI
(momosHenn#t) B OeHCTBYIOmHMH aKT OH, K&K [PAaBHNO, MOMIEKHT NPHIHAHHIO
YIPaTHBIUEM CHIy. B 9TOM ciyyae wu3jaeTcd HOBBEI JOKYMEHT, B KOTOPLIH
BKIIOYAIOTCS Bce HeOOXONHMEIE IIONOXKEHHSA M3 paHee [eiCTBOBABINEro ¢
COOTBETCTRYIOIIUMH ITONIPABKaMHU.

B mocneAHeM TIIyHKTE IIPOEKTa JOKYMEHTa, COIEPHKAIEro IIOpyYeHwus,
YKa3pIBa€TCS, HA KOTO H3 pyKoBoauTenell AIMHHHCTPAlH B COOTBETCTBHH C
pactpefelienreM 003aHHOCTEH MeXKITy HEMH BO3NAraeTCA KOHTPOINb 33 UCIIONHEHWEM
JIOKYMEHTa B L[ETIOM.

Crocobsr opopmiteHns MyHKTOB 06 M3MEHEHHHM aKTOB IpUBENeHH B [IpaBuiax
I0TO.

4.1.2.5. OdopMiieHHE IPUTOKEHMI K IPOEKTaM aKTOB.

PacnopsnurenbHas 9acTh IIPOEKTa aKTa MOKET OBbITh COKpamieHa 3a CuHeT
BEIHECEHUS HHMDOPMAIIHH B HPHUIIOKEHIE.

“1lpumoxkeHysa K IPOEKTaM aKTOB, UMEIOL[HE CAMOCTOATENFHOE 3HAYEHHE MU
TIOSICHAIOIME (IOMOMHAIONE) €ro, ohOPMILIIOTCS B BUJE TEKCTOBOTO NOKYMEHTa, a
Taxke IpaduKoB, IUIAHOB MEPOUPHATHY, TabIHI, NepedHed, CHHCKOB, OGpPA3IOB
JOKYMEHTOB, CXEM H T.IL

Ilpn ynomuHanuu uHOOpMAINH, 3adHKCUPOBAHHON B NPHIOIKEHHIX, B TEKCTe
IIPOEKTa aKTa B COOTBETCTBYIOLIMX IIYHKTaX MPHBOAKUTCS CCHUIKA HA HUX.

-Cr10c00EL 0opMIeHys mpuioenuit npusenens! B Ipasunax FOTO.

4.1.2.6. HanMeHoBaHYe IPaBOBOTO 4KTA.

HaumeHnoBanue BKIro4aeT B cebsf KpaTKoe COIEp)KaHHME IIpoekTa akTa. OHO
JOTDKHO GBITH MaKCHMANBHO KPATKHAM H eMKHM, TOYHO IEPENABATh CMEICI TEKCTA.

HanmMenopanue IpaBOBOro akTa HAUHHAETCS C TIPEIIIOTa «O» HITH «06», OTBEYAeT
Ha BOIpOC «o deM?», B OONBIIMHCTBE ClydaeB (QOPMYJIMPYeTCs C HOMOLIBIO
OTIJIarCJIBHOIO CYIECTBUTENBHOIO,

HaumeHoBaHre NpaBoBoro axTa pasMellaeTcs B JIEBOW YacTH TepBOrO JIHCTA
Ieper TEKCTOM.

CriocoGsr odopMIIeHHs HAUMEHOBAHHM IIPABOBOTO aKTa NipHBeAeHs B [IpaBrax
I0TO.

4.1.3. CoBMecTHO M3aBaeMEIE PACTIOPSINUTENBHEIE JOKYMEHTEL OOPMIIIIOTCS Ha
OltaHKax.

PerucTpanyiOHHEIA HOMEP NOKYMEHTAa COCTOUT H3 PErHCTPALMOHHEIX HOMEDPOB
AOKYyMEHTa KaXXAOH W3 STMX OpraHu3alldi, NPOCTaBISEeMBIX Yepe3 KOCYH 4epTy B
IIOPAIKE YKa3aHHS aBTOPOB B JOKyMEHTE.

CoBMecTHO W3ZaBaeMble NOKYMEHTBI INODKHEI MMETh OMHY (GAHHYIO) Aary.
HaTo¥ foxyMeHTa SBIseTcs Hanboee Mo s AaTa IO ITHCAHHS.

KosrcTatupyiomas 4acTb COBMECTHO F3[(dBaeMOr0 JOKYMEHTa 3aBEpIIASTCH
cnoBamMi «/lyma YaiikoBckoro ropoickoro Ooxkpyra W AjnMuHHCTpanus YaiiKoBCKOro
roponckoro oxkpyra IIOCTAHOBUJIIM:» (cnoso «[IOCTAHOBHWJIN» meuataeTcs Ha
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paccrosgHuu 1,25 cM OT IpaHHUBL JIEBOTO IIOJA IIPONMUCHBIMH OYKBAMH OTASIBHOM
CTPOKOH, OCIIE HETO CTaBUTCS ABOETOUHE).
TeKCT u3naraercs OT MepBOTo JIHIIA MHOKECTBEHHOrO YHCIA.
Pexsusuthl «IlofnHCE» pacmonaraioTesi Ha OTHOM FOPH3OHTANIEHOM YPOBHE.,
JInyHple TIOANHCH W MX PacmHGpOBKK (MHHAIMANB], (QaMIIMK) Pa3sMEIIaoTCs

HEMIOCPENICTBEHHO M0/l HAaMMEHOBAaHMEM MIOIDKHOCTEH M O(QOPMIIAIOTCS CIAEOYIOUMM
o0pazom:

IIpencenarens lyMmer I'maBa ropopcioro okpyra-
YJaliKoBCKOT0 FOPOACKOT0 OKpYTa IJlaBa afMHAHUCTPAUKHK
YalKOBCKOI'O TOPOJICKOr0 OKpyra

Vunupanst, GaMumnds HHuuyanel, hamumus

OK3eMIIAPEl  TOKYMEHTa (3K3eMIUISPHOCTH  OTPEHENaeTcs  KOJHMYECTBOM
OpraHU3alMi-aBTOPOB), BKIIOYAs HPHUIOKSHHT K HUM, OQOPMILIFOTCS KAK IOAIHHHUKHA
(comepkaT NOMJIMHHEIC IOAIMCH IODKHOCTHEIX JIML;, DErHCTpal[OHHBIE HOMEpa
KaXXAO0H U3 opraHu3aliil ¥ eTuHYyIO Iaty).

B ocransHOM TOpPANOK NOATOTOBKH, OGMOPMIEHHS H COIVIACOBAHHUS MPOEKTOB
COBMECTHO H37laBaeMbIX IOKYMEHTOB MOMKEH COOTBETCTBOBATh TpeOOBAHHMAM K
IIOAr0TOBKE, OQOPMIIEHHIO B COITIACOBAHUIO IIPOEKTOB aKTOB AMHHUCTPALIKH,

4.2. IToaroTroBka u oopMiIeHHe MOCTAHOBJICHHI M PACIOPIIKEHHI
aaMuHHCcTpannd YaiikoBCKOro ropoackoro oxkpyra

4.2.1. IlocTanoBneHne — NpaBOBOM aKT, YCTAaHABMHMBAIOMIKH, H3MEHMIOMMN WK
OTMEHSOLIHH TIpaBOBBIE HOPMEI.

4.2.2. Pacnopsxenue - [paBoOBOM axT, W3JaBaeMBIf [ paspelleHHs
YOPAaBIEHYECKUX 3a7ad 10 OpraHM3al[MOHHBIM, KaJpPOBEIM M OIEPATHBHEIM BOIIPOCAM.
PacrniopsbxeHHs He JOIDKHBI COMEPKaTh MPeTHCAHHH HOPMATHBHOTO XapaKTepa.

PacropsokeHHs MOTYT MMETh Kak ofijee 3HaueHWe W JIIHTENBHBIH CpOK
NEeHCTBHsI, KaCcaThCA MUPOKOro Kpyra OpraHu3alii, JOJKHOCTHBIX JIUI U TPaXKaH, TaK
H OrpaHMYEHHBIH CPOK MAEHCTBHA, KacaThCsl KOHKPETHOTO BOIpOCa, Y3KOTO XpPyra
OpTaHH3aIUH U JOIDKHOCTHBIX JIUIL. _

PacropsxeHust  MOryT  HM3maBathCsi BO  KCIIOJIHEHHWE  IIOCTAHOBICHHS
AIMHHHCTpaLHH.

PacriopsyxeHuss He MOTYT M3MEHSTh, NOTIONHATH HMI¥ OTMEHSTH IIOCTAHOBIECHHSI
AIMUHKCTpAITHH, UX YaCTH.

I'maBa TOpPOACKOro OKpyra - IjaBa agMHHHCTpalui YalKOBCKOTO I'OpPOCKOro
OKpYTa U3/1aeT PacTOPSKEHUS:

110 OCHOBHOM JeSITeTbHOCTH,

IO INYHOMY COCTaBY;

I10 aJIMHHHACTPATUBHO-X035HCTBEHHEIM BOIIPOCAM.

4.2.3. IloaroTOBKA MPOEKTOB aKTOB OPraHU3yeTCs:

IJIsl PpelleHHs BOIPOCOB COLMANIBHO-DKOHOMHYECKOTO U IIOJHTHUECKOTO
pa3BUTHA HalKOBCKOTO FOPOLCKOTC OKPYra;
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s peanusanuu QenepalbHBEIX 3aKOHOB, axToB IIpeswmpenta Poccuiickoii
Qepepauun u IIpaButenscrBa Poccuiickolt Pemepanuu, 3akoHOB IlepMmckoro xpas,
akToB rybepHatopa Ilepmckoro xpas, peinenuit 3axomomarenproro CoGpanmus
Ilepmckoro kpast u Jymer YalikoBCKOI0 TOpPOACKOTO OKPYTa,;

NS aKTyalu3allid HeMCTBYIOIUMX aKTOB AJMHMHUCTpalMM (IpH BHECCHHH
CYILIECTBEHHEBIX U3MEHEHHH B paHee U3JaHHbIC aKThI).

4.2.4. IToAroToBKa NpOeKTOB MMOCTAHOBJICHUH, PACIIOpsHKEHUH (Hajiee — MpOeKTs!
aKTOB) OCYIUECTBISETCA II0 IIOPYYEHWIO TJIaBEl TOPOJNCKOTO OKPYra — IJIaBEL
aIMUHHCTpalil  YallkoBCKOI'O  rOpOACKOTO  OKpyra, 3aMecTuTeliell  INaBhl
AIMUHUCTPALMH WIH 110 MHULIMATHBE PYKOBOJUTENEH CTPYKTYPHBEIX HOApa3feleHui,
OTpacieBslX ((QYHKIHOHANBHBIX) OPraHoB AIMHHHCTPAIMH, IO HHHIHATHBE HHEIX

OpraHm3aIui (uepes COOTBETCTBYIOIIHE CTPYKTYpPHEI® NOApasIeIcH
AIMUHUCTpAUKH).

[lenecoobpa3HOCTE MOOTOTOBKH W BHECEHMs Ha PACCMOTPEHHE TIJIABBI
FOPOACKOTO OKpyra — TJIaBhkl agMUHHCTpauuy UYaWKOBCKOIO TOPOACKOTO OKpyra

TMPOEKTOB aKTOB COIVIACOBLIBAETCS 3aMeCTUTeNAMM IViaBsl AIMHHHCTpPAIlHH, B
KOMITETEHIUH KOTOPBIX HAXOAUTCS JAHHEIH BOIIPOC.

4.2.5. TloxgroToBKa IIpoeKTa akTa TI0 IMOPYYESHHIO PYKOBOAMTEIIEH BO3IAraeTcs Ha
OZIHO MJIM HECKONBKO CIPYKTYPHBIX HoApasfelieHu# AJMUHHCTPAIWK, OTPACIeBEIX
. (GYHKIMOHANBHEIX) OPTAHOB C YUETOM KX (DYHKIHHA W KOMIETEHIMHE HIH HA OTIENLHEIX
.+ JOIDKHOCTHBIX JIHH (faNiee - WCIIONHUTENIH); 0 COrJIACOBAHMIO C COOTBETCTBYHOLIHM
PYKOROAMTENIEM - HA HHHIIUATOPOB ITOATOTOBKH IIPOEKTOR aKTOB,

OTBETCTBEHHOCTh 32 COJEPIKAHHE, Ka4eCTBO MOJrOTOBKH H OQOpMIEHws
IIPOEKTOB aKTOB, X COITIaCOBaHHE CO BCEM COCTABOM 3aMHTEPECOBAHHEIX OpraHH3allui
H JOMKHOCTHBIX JHI{ (Jajee - 3aWHTEPECOBAHHBIMH CTOPOHAMH), 4 TaKKe 3a
. COOTBETCTBHE BHECEHHBIX W3MEHEHWH M MAOIOIHEHHWH B IIPOEKT aKTa 3aMedaHMsIM
34MHTEPECOBAHHBIX CTOPOH HECYT 3aMECTUTENH TIJaBbl AJMHHHCTPAIHH U
PYKOBOIHTENH CTPYKTYPHBIX [OJpa3fielieHuit, oTpacieBblX ((YHKIMOHAIBHEIX)
OpraHoB AZMHHHUCTPALMHE, PyKOBOJUTEIH OPTaHN3AIHH, IPeICTABNSIONIIX TIPOSKT JIs
pacCMOTpEHHs, a TakKXke WCHONHUTENH, HEIOCPeACTBEHHO OCYIIECTBIIIIOIINe
MIOJATOTOBKY IPOEKTOB 8KTOB.

JUii moAroToBkM HaumOofee CIOKHBIX M BaXKHBIX I[IPOEKTOB AKTOB MOTYT
co3aBaThCd paboype IPyNnmsl M3 CIEUHANHCTOB CTPYKTYPHBIX HOApasmelieHuH,
OTpaciieBbIX ((PYHKIMOHANBHEIX) OpPraHOB AJMHUHMCTPAIIAK, KOTOPBIE BO3IIIABIIAIOT
pykoBoguTenu pabougux rpymnmn. K yuactuio B ux paboTe MOTYT TIPHUBIEKATHCS
CIIELHAINCTEl TEPPUTOPHANBHEIX OpPraHoB (helepalbHBIX OPTaHOB HCIONHHTEIBHON
BIACTH,  HCOOJNHHTEABHBIX  OPraHOB  MECTHOTO  CaMOyIpaBlICHHS,  YYeHEIE,
[IpeCTaBUTENH O0IIECTBEHHBIX 00 beTHHEHHH.

B memsx coxpamleHus CpOKOB IOATOTOBKH M BO H30eKaHHEe MHOTOKpPaTHOTO
OTKJIOHEHUA HA JA0paboTKy IPOEKTOBR  IOCTAHOBICHWH H  pacropshKeHui
ANMEHHACTpannMy WCIONHUTENE InpoekTa o0s3aH g0 3amycka mpouecca B COJI
MakCHMaJbHO  IIpopaboTaTh ¢  COMVIACYIOIIMMM  BHYTPH  IOApA3eNeHUs
AJIMUHHCTpallUHd TEKCT I1POEKTa IIOCTAHOBJIEHMS HWIH PaclOpsHKECHIS H ONpPeIelHTh
nepeveHb IIpHiaraeMbIX JOKYMEHTOB.

4.2.6. ITogroToBxa npoeKTOB aKTOB BO3MOXKHA B BHJAE NMPOSKTA HOROTO JIOKYMEHTA,
[IPOEKTa O BHECEHMH H3MEHEHHH HIHM O YIPU3HAHWM yTpaTtuBlIEMH cuily (00 oTMeHe)
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COOTBETCTBYIOLINX PaHee U3MaHHBIX aAKTOB.

IIpoeKT akTa HOJDKEH COOTBETCTBOBATH KOMIIETEHIHH TJIABI FOPOACKOTO OKPYTa -
I1MaBel aJMUHHUCTPANUK HYaHKOBCKOIO TIOpPOACKOTO OKpyra, HOpMaMm IeHCTBYIOIIEro
3aKOHOATENBCTBA; OBITH CBOEBPEMEHHEIM; YUYHTLIBATH paHee M3JAHHLIE aKTH MO
paccMaTpuBacMOMYy BOIIPOCY, COAEPXaTh IPH HEOOXOAMMOCTH IIYHKTH 00 HM3MeHEeHUU
aKTOB, IIPU3HAHUH YTPATHBIUMMY cUIy (06 OTMeHe); yCTpPaHATs MHOKECTBEHHOCTh paHee
Y3[IaHHBIX aKTOB.

He pomyckaercs m3gaHWe TNpaBOBBIX aKTOB II0 BONpPOCaM, paHee IIPHHESTHIE
PEISHH 10 KOTOPEIM OCTANIMCh HEBBITOJIHEHHBIMH,

Ilpy HEOOXOAMMOCTH, K IIPOEKTY aKTa MIpUIaraercs MOSCHUTeNbHAad 3allicKa, B
KOTOPO# HCIIOIHHUTENEM H37araloTcs MOTHBEI BHECEHMS IPOEKTa, 000CHOBAHHE H3IAHMI
akta 4 WHag uHOopManua. IloscHuTeNbHAs 3allMCKA IpHIaraeTcs B 003aTEIBHOM
MOPAAKE K IIPOEKTaM HOPMATHBHEBIX NPABOBLIX AKTOB.

4.2.7. Tlpomecc mOATOTOBKHM IIOCTAHOBNEHMM M PACHOpKEHMH BKIIOYaeT
CIIEIYIONIIE OCHOBHBIE STAITHI :

(popMupoBaHHE MPOEKTa IOCTAHOBIEHHUS WK PACIOPIKEHHS;

3anyck mpouecca B COJ;

COITTacOBaHUE HEMOCPENCTBEHHEIM pyKoBoauTeleM VcronauTeins npoekra;

IOPUIHYCCKAA SKCIIEPTH3A B TOApas/ieeHnH MHunmaTopa poeKTa;

COITAaCOBAHHE  KYPUPYIOIUMM  3a8MECTHUTEeNeM  [JaBbl  aJMHHHCTPAIMH
YaKoBCKOIr0 FOPOJCKOTO OKpPYTa;

COIIACOBAHKE C 3aMHTEPECOBAHHBIME CTOPOHAMH;

peAaKTHpOBaHMHeE,;

COTTACOBAaHWE C IIPAaBOBEIM YIpPAaBIEHUEM QJMHHHCTpalMu YaHfKOBCKOTO
TOPOJACKOro OKpyra (fopHamdecKas KCIIepTH3a);

COIJIACOBaHME JUIS BKIIOYEHHA B PervcTp MyHMHIMIANBHEIX HOPMATHBHEIX
IPaBOBbIX AKTOB 1 HAIPABIEHHE B NPOKYPATYPY;

IPOBEACHHE HE3aBHCHMON DKCIEPTU3EI, NPOHEAYPHl OLEHKH PEryIHPYIOEro
B03,HeﬁCTBH32;

pacneyaTka IpoeKTa JOKYMEHT4,

HMONNUCAHUE;

BepudUKalKsi H pacCchUIKA,

O3HAKOMIIEHHE C IIPABOBBIM aKTOM.

4.2.8. Texcr mpoekTa akTa JOJDKEH OTpaXkaTb OIMH Bompoc (Temy, mpobiemy),
COJEpXaTh TOYHBIE OQHIHANbHBIE HAaUMEHOBAaHMS OpraHu3aldii H  JOJDKHOCTEH,
OOIIENIPHHATEIE COKPAIEHHUS; COOTBETCTBOBATE O(DHITHAEHO-EJI0OBOMY CTHIIIO.

IIpoekT aKTa HOMHKEH COIepIKAaTh:

KOHKpETHEIe MPENNUCHIBAEMEBIE NCHCTBUA, 3aJaHKMs HCIONHUTENSM C YKa3aHHEeM
CPOKOB WX HCHOJHeHUA. [Ipy AIUTeNsHBIX CpoKax MCIONHEHHS HeOOXO0AUMO YKa3bIBATH
IIPOMEXKYTOUHBIE (KOHTPOIBHEIE) CPOKY MCIIONIHESHMS,

TOUHOE YKa3aHHUE UCTONHUTEIICH;

yKasaHHe O CpoKe BCTYIJIGHHS B CHUIy, BBemeHHs B jeiicTBue (npu

! IlocnenoBaTeNbHOCTE STANIOB 3aBHCHT OT BHIA NOOKYMEHTa H YCTaHABIHMBACTICA B Maplipyre

cornacosanusa B COJI.
2
Tonbko s npouecca MOATOTOBKM IPOCKTOB MYHHIHNAIBHEIX HOPMATHBHEIX IPABOBBIX 4KTOB
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HEOOXOIUMOCTH );

IyHKT 00 M3MEHEHHM MU O MpH3HAHUHU YTPATHUBIIUMHU ciiiy (06 oTMeHe) panee
U3JaHHBIX aKTOB UM MX JaCTel;

IYHKT 06 onyOnukoBaHuH (IIpH HeoOXOIUMOCTH);

IIyHKT O KOHTPOJIE 32 KCIOJHEHNWEM aKTa B IIeJIOM UM OTAEIBHEIX er0 MyHKTOB C
yKa3aHKeM, Ha KOTO BO3TIOKEH KOHTPOJIb.

4.2.9. OcobeHHOCTH NOATOTOBKH IIPOSKTOB IIOCTAHOBIEHHH ¥ PACIIOPSIKEHHIT 110
OCHOBHOM JESTEILHOCTH.

INpoexTsl axToB rotoBaTcs B COJl, TpeGoBanms o mOArOTOBKE H 0QOPMIIEHHIO
mpoexToB akToB B CO/JI cosepkaTcs B MHCTPYKIH 110 PETHCTPAI[HNA OPTaHU3aHOHHO-
PacmopsAmUTENbHEIX AOKYMEHTOB B MOAMGMUIIMPOBAHHONW CHCTEME 3IEKTPOHHOIO
JAoxyMeHTo060poTa, pazpaboTaHHON MHHUCTEPCTBOM HH(QOPMAUHOHHOIO Pa3BHTHS U
ces3u Ilepmcxoro kpas (pasmeniera B COJI B pasgene «[Tomome»). Cxema HOAIOTOBKH
H PErdcTpalyyd OpraHu3aljMOHHO-PACIOPSIIUTENBEHOTO JOKYMEHTa IIpPHBEAEHA B
NIPHIIOXKEHHH 5 K HacToAmed MHCTpyKIHY.

K 11poeKTy MmocTaHOBAEHHS WIH PACIIOPDKEHHA AJIMUHUCTPAlH B 00I3aTEIbHOM
MOpsifIKe INPHUKPEIUIAIOTCA KOIMM IpPaBOBBIX 4KTOB, MOMIEKAININX H3MEHEHHIO,
JOOTIONHEHHUIO, OTMEHe, NPU3HAHUIO YTPaTUBIIMMH CHIY B CBA3H C IPHHATHEM
BHOCHMOI0 IIpOEKTa IIOCTAHOBIEHHS WM  PAacCIOPMKEHHA  AJIMUHHCTpALHH,

3aKIIOYCHHE AHTHKOPPYIIMOHHOH BKCHEPTU3sl B CiIydae, eClH IIPOEKT SBISIETCS
HOPMATUBHBIM.

ITpoekTs!l akTOB OQOPMIAIOTCS HA ONaHKAX KOBKPETHBIX BHIOB HOKYMEHTORB:
ONaHK IIOCTAaHOBIEGHHS aJMHHHUCTpAIMKM YaWKOBCKOTO TOPOACKOrO OKpyTa, OIaHK
PacIopsDKeHMs afMHHHACTpauy YalKoBCKOro ropogCcKoro OKpyra.

TeKCT NOCTAHOBNEHH, PaCIOPDKEHM, KaK IPAaBIIO, COCTOMT M3 ABYX dYacTe:
KOHCTaTUPYIOLIEH U paclopsIuTebHOA.

B pacnopsikeHHMHM KOHCTaTHPYIOIIas YacTh MOXKET OTCYTCTBOBATh, €CIH HE
TpebyeTcs NOSCHEHHS WIH 000CHOBAHHIS H3AAHYS PACIIOPSIKEHMS.

B mOCTaHOBIGHHH  KOHCTAaTHpyIOmlas  YacTh  3aKAHYHMBAETCA  CJIOBOM
«[TOCTAHOBJIAIO:», B pacnOpsyeHUH - IBOETOYHEM.

PacmopsinurenbHasd JacTh I1edaTaeTcs ¢ KPpacHOH CTpoku. B meit popMynupyroTcs
yIpaBIeHYECKHE NEHCTBHS, 3aJaHtsl, CrPYyIIUPOBAHHEIS [T0 MYHKTAM.

ITyHKTEI pacrionaraioTes IH00 10 UX 3HAYUMOCTH (0T Hanbosee CyleCTBEHHEIX K
BTOPOCTENIEHHBIM), TH00 B MOCTIENOBATE/IFHOCTH PAa3BUTHA CONEPKAHUI aKTa, MMb0 1o
HCIIOJIHATENAM M CpoKaM HCIonHeHuA. IIyHKTBI medaTaioTes ¢ KpacHOH CTpoxKH u
HyMepyroTcs apadckumu ubpaMH.

B xak7oM IMyHKTe yKa3BIBAIOTCS HCIOIHUTENH, KOHKPETHEIE TeHCTBHS, 3aiaHus
(BBIpaKEHHBIE IJ[ArOJIOM B  HEONpe[eNeHHOM (OpMEe), CPOKH HCIONHEHHS
NpeNIuChBaeMbIX  AeHcTBHH, CpOKM HCIOJHEHHSA HOMKHBEI OBITH peaibHBIMH.
JIOIDKHOCTE HCIIONHUTEINS, HaUMEeHOBaHkE CTPYKTYPHOTO TOApasaeneHus (B JaTelbHOM
TaJie)e) YKa3bIBalOTCS B COOTBETCTBHHE CO HITATHBIM PACTIHCAHHEM,

ITyHKTEI NpaBOBBEIX 4KTOB, HE CBA3aHHBIE C OIpPENEIeHHBIM HCIONHUTEIEM,
HAaYHHAIOTCS C ITIarojia B HeOIpeAeneHHoN popMe («YTBEPIUTS ...», «Y CTAHOBUTS ...»
U Op.).

Paswoponuple 3anaHus I OZHOTO HCIIONHUTEN UM HECKOJNBKHX OFHOPOLHBIX
HCTIOJIHUTENNEH [JOIDKHBI OBITH CIPYNNHMPOBAHEI B IOANYHKTEl OJHOTO IIYHKTA.
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Hanpumep:
1. HakanbHBKY yIpaBIeHHS
(vauMeHOBaHIE) (bamumus, MHULEIATIE)

1.1. TOArOTOBHTE ....;

1.2. oprasu3oBats ....;

1.3.  obecreuuTs... .

B nocnemmeM myHKTe pacTOPANMTENBHOM YACTH YKas3bIBAETCS  IOJHOE
HaHMEHOBaHNE TODKHOCTH MIIH CTPYKTYPHOE IOApaszieNieHre, Ha KOTOPOE BO3IaraeTes
KOHTPOJIb 3a HCIIONHEHHEM IIPABOBOI0 aKTa B LIEJIOM.

Ecmu npaBoBoi akT ZOMONHSET, H3MEHSET, OTMEHSET paHee M3AHHBIE AKTHI MIIH
UX OTAENBHBIC IIyHKTEI, 3TO OrOBAPMBAETCA B OTASIBHOM MYHKTE MPABOBOTO aKTa.

IIpoexT aKkTa MOXeET MMETh NPHIOXEHHS, YKa3aHHsS Ha KOTOpHIe JAlOTCS B
COOTBETCTBYIOIIMX ITyHKTaX TEKCTA PACIOPAAUTENBHOM 4YacTH, HANPHMED: «COrNAcHO
NPUTOKEHHION, «B COOTBETCTBHHU C IPUIOKEHHEMY, KIIPHUIAraeTCI».

Ha nepBoM JiCTe NPUIOKEHNS B IPABOM BEPXHEM YIITY 0)OpMIAETCS OTMETKA O
ero NPHHANIEKHOCTH K PaCIIOpmKEHMIO MO0 mocTanoBIeHu0. Hanprimep:

[Ipunoxenwue 2

K PacIIOpsDKEHHIO aJMUHHCTPAIIHH
HaiKoBCKOI0 TOPOJICKOTO OKPYra
oT No

Ilpg Hanuyed B TeKCTe NpoeKTa axkra (OPMYJIHUPOBOK «YTBEPAHTEN
(npunaraeMele MONOXEHHE, IPABUIIA, HHCTPYKIIMIO, TIEpeYeHh MEPONIPHATHIL H T.1.) Ha
IIPUIOXXKEHUM B IIPaBOM BepxXHeM yrioy odopmisiercs cinoso «YTBEPXIEHO»
(«YTBEPXKIEHBD», «YTBEPXJIEHA», « VTBEPXKIEH») co cchuikoit Ha akT, ero
JaTy ¥ HOMep.

Hampumep:

YTBEPXKXJEHO
IIOCTAHOBJICHUEM aIMUHUCTPAIUM
HalKOBCKOTO TOPOJICKOr0 OKPYTa
oT Ne

Ipu stom cnosa « Y TBEPXKJIEHO», «YTBEPXKJIEHBI» cornacyroTcsa B poge
4HCIIe C HAUMEHOBaHHEM YTBEpKIaeMoro NoxyMeHTa (monoxenue - YTBEPXKJIEHO,
uHeTpykims -  YTBEPKIAEHA, npasmma - VYTBEPXJIEHBI, nopagox -
YTBEPXJIEH).

4.2.10. ToaroToBKka pactopsDKEHMI [0 THIHOMY COCTARY.,

IloarotoBka  pacmopsuKeHHMEE 1O JTHYHOMY  COCTaBy  OCYNIECTBILIETCS
CHEIHANIICTOM OTACNE MyHHIMIAIBHOH CIy:kObl Ha OCHOBaHMH COOTBETCTBYIOIIMX
AOKYMEHTOB (3asBlieHuH paGOTHHKOB, KOHTPAKTOB, IPaMKOB OTIyCKOB, IMPOTOKOJIOB
3aceaHus  KOHKYPCHOH MM  aTTeCTAllMOHHON  KOMMCCHM,  JOKIAHBEIX |
OOBACHMTENBHBIX ~ 3alHCOK,  HPEACTABIEHHH  DPYKOBOAMTENEH  CTPYKTYpPHBIX
HOZpaselieHui, OTpacueBsIX ((QYHKIHMOHANBHBIX) OPTAHOB H AP.) B COOTBETCTBHH C
PE30NIOIHEN IVIaBbl TOPOICKOIO OKpyra - TIJaBbl aJMHHUCTpAuu YaitkoBCKOTO
TOPOAICKOTO OKPYTa IO CIEAYIOMIMM KaJPORBIM BOIIPOCAM:

O HasHAYCHHH MYHMIMIANBHOTO CiIyXaumero (mamee - MyHHIMIIAIBHBIH
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CILy>aluif) Ha JOJYKHOCTS MYHHUIMNANBHOM Cy K051, 0CBOBOKIEHHUHE OT JOKHOCTH U
YBOIIBHEHUH ¢ MYHHUITUIATILHON CITyKOBI;

0 INPHOCTAHOBIEHHH CIY)KeOHOI'O KOHTpaKTa 10 o0OCTOSTEIbCTBAM, He
3aBHCALIUM OT BOJIM CTOPOH;

0 BO3IIO3KEHHUHM HUCTIONHEHN 00M3aHHOCTeH Ha MYHHIIAIIATIBHOTO CIIy KaIIero;

00 OTIyCKe MyHUIUIIANEHOTO CIIYKAaIero ¥ 00 OT3BIBE U3 HETO;

0 KOMaHJHAPOBaHHN MYHHUIIUNIAILHOTO CIIYXKailero;

00 YCTaHOBIEGHHM WM COXpaHeHMH Hax0aBOK K [O/DKHOCTHOMY OKJamy
MYHHIMITAIEHOTO CIIY)Kallero;

0 NIPEMHPOBAHUH U IOOIPEHNH MYHUIHUITABHOTO CIIYKaIllero;

0 MPUMEHEHUH K MyHHUIHIAIBHOMY CIIy)XKaIlleMy JUCIHUILITHHAPHOTO B3BICKAHUS U
0 €0 CHATHUY;

0 NPUCBOCHUH MyHUIUIIAIBHOMY CIy KallleMy KJIaCCHOTO HHMHA;

O HalpaBlIeHUHM MYyHUUHWIAIBHOIO CIY)XKAIlero Ha NOpoQecCHOHAIBHYIO
TMEPENOJAIOTOBKY, IMOBBILIEHHE KBaIM(MUKAMM U CTAXHPOBKY, B TOM YHCIE IIO
pe3ynbTaTaM aTTecTalliH;

0 BKIFOYEHHH MYHHLMITAIBHOro cliykanero (rpakJlaHiHa) B KaapoBhIi pe3epB U
HCKIIOUEHUH U3 HEero.

PacriopshxeHHsI MO THYHOMY COCTaBY TOTOBSTCS Ha OJlaHKAX ¢ HMCIOIB30BAHHEM
YHHGHUIMPOBAHHEIX QOPM, KOTOPEIC YTBEPIKAAIOTCS PACIOPSKEHHEM A IMHUHUCTPALIHH.

B pacnopsixeHHAxX [0 JIMYHOMY COCTaBY KOHCTATHPYIOINAS YacTh, KaK IIPaBHIIO,
OTCYTCTBYET.

ITo cTpyKType pacHOpSAHUTENLHOM WacTH PACIIOPSKEHHS MO JIHYHOMY COCTABY
MOTYT OBITH IPOCTBIMH (HMHIABHIYAIGHLIME) M CIOMKHEIMH.

IIpocteiM (MHAMBUIYANBHEIM) SIBISETCS PACTIOPSKEHHE, €ClM OHO H3JAeTcsd B
OTHOIIEHHH OJHOTO MYHULMIIAJBFHOI'O CIYXKAIIero no oJHOMY KagpoBOMY BOIpoCy. B
CIIOXKHBIX PACIIOPKEHUAX OJWH KAZPOBBIA BOIIPOC MOXKET OBITH pellieH B OTHOIICHHH
HECKOJIbKHMX MYHHLMIANBHBIX CIYKaIUKMX HIH HECKONBKO KAIpPOBEIX BOIPOCOB — B
OTHOIIEHHH OAHOI0 MyHUIIUIIAILHOIO CHyXKamero (MM HeCKOIBKHUX MYHHIHIAIEHEIX
CILYKalIHX ).

PacnopsautensHas 4actk TEKCTa IPOCTOro (MHAMBHIAYAIBHO) PACIIOPKEHUS T10
THYHOMY COCTaBY IOCIeNOBATENBHO CONEPIKHT:

OeicTBYe, NIPENIHUCHIBAIONICEe YIOCTOBEpUTh lopuandeckuii dakt (riaron B
TOBENHTENEHOH QopMe), HanpuMep: «YBOIHTE...», «[IpuHATE ...», «[IpucBouTS ...»,
«Haspauute ...», «YCTaHOBUTL ...», «Bremmatute ...», «HampaButs ...»,
«IIpenocTaBuTs ...» U T.IL;

baMunuio, HMs, OTYECTBO (MOJHOCTBIO) MYHHIUIIATBHOTO CHYXKAIIEro, B
OTHOIIEHHUU KOTOPOTO PECUCTPUPYETCS TOT WK HHOH IOPUIHYCCKHE (QaKT;

HOJDKHOCTE MYHHMHMIIQNBHON CayX0bl, KOTOPYIO 3aMellaeT MYHHITHIANbHbIHN
CITY>KaIllMi Ha MOMEHT PeTUCTpalliy IOPHUAUYIECKOro (haxTa,

COJIEp KaHHe PETHCTPHUPYEMOTO IOpUaMYecKoro gaxra ¢ yKazaHHeM JAaTel, MecTa
M HHBIX OOCTOSTENBCTB BOZHHKHOBEHHS, H3MEHEHUs I IPEeKpalleHus KOMKPETHRIX
IPaBOOTHOIIEHUH.

B pacnopsixerue mo JMYHOMY COCT@BY BHOCATCS CBEEHUS O IEPBUIHOM
JOKYMEHTE, IOC/IY)KHBIIEM OCHOBaHMEM [l ero u3naHusg. OCHOBaHHEM MOTYT OBLITH
pasiHYHBIE JOKYMEHTHI B 3aBHCHUMOCTH OT YAOCTOBEPIEMOrO HOPUAWYECKOTo (akTa,
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HaIpHMep:

3agBlIEHHE MYHHLUHIIATBHOTO CIYIKAIIEro;

ciyxebHas 3amicKa PyKOBORUTENS CTPYKTYPHOTO MOXPA3IeISHUS,

3aKJIFOUCHHE N0 pe3yIbTaTaM CIIy)KeOHOM IPoBepKH;

IIPOTOKOJ 3aCeaHNA KOHKYPCHON HITH aTTECTAlIHOHHO} KOMUCCHH,

aTTeCTAllMOHHBIN WX SK3aMEHAIMOHHEIH JIUCT;

CBUJIETENBCTBO O Opake, CMEPTH UK CMeHe (paMMIIHHK, UMEHH, OTYECTBA U T.1I.

JIOKYMEHTBI IEPEUNCIAIOTCS OCTEAOBATENBHO C OJMHAKOBEIM OTCTYIIOM.
Hanpumep: «OcuoBanwe: 3asBienne Mpanosa MU, clyxebHas 3anucKa HAYANBHUKA
IpaBoBOTO yrpasaenus llerposoit A.A. ot 10.05.2019 No 110.».

4.2.11. Ilopsmox corfiacoBauus IMPOEKTOB AKTOB.

4.2.11.1. TIpoexTsl aKTOB NOMJIEKAT COINIACOBAHHMIO, KOTOPOE OCYILECTBIIIETCH
nocpencteoM CO/L ¢ 0hopmMITeHHEM JIMCTOB COTTACOBAHMS KO BCEM IIPOEKTAM aKTOB.

1IpoeKTEl OCTaHOBNIEHHI W PACTIOPSIKEHHH AIMHHUCTPAIIHY, TTOCTYIHBIINE HA
cornacoBaxue nocie 16.00 4, cuuTaroTesa NOCTYIHBINMMY Ha CIEAYIONH ASHb.

4.2.11.2. Cornacopausie odopMmisiercs BH3aMH. Bu3a BKIIOYaeT B cebs
HAUMEHOBAHHE JOJDKHOCTH JIMIIA, BH3HPYIOIIETO HOKYMEHT, JIMYHYIO IIOAMNCH,
pacindpoBKy NoANHCH (MHHLHANE, GaMEIIA) ¥ JaTy TOTHCAHUA.

4.2.11.3. CoctaB 3aUHTEPECOBaHHLIX CTOPOH, C KOTOPBIMH HeOGXOAMMO
COTJIACOBATh NPOEKT aKTa, HOPMATHBHOCTE IIPOEKTA aKTa ONPENENSETCS HCIIOTHUTENEM,
TOTOBUBIUMM IPOEKT akTa. ONHOBPEMEHHO OIIpefeNseTcsl IiepeueHb OpraHM3almil H
AOJKHOCTHBIX JIMI], KOTOPEIM HEOOXOJUMO HANPaBHTh KOIMIO AOKYMEHTa IIOCTe ero
H3IaHUA (CIMCOK PACCHIIKH).

4.2.11.4. TlopsamoK BU3HPOBAHHS IPOEKTOB aKTOB.

a) TIpoeKTh! MOCTaHOBICHHUH 1 PACTIOPSIKEHUH BUSUPYIOTCS:

UCIIONTHUTEIIEM,

PYKOBOAUTENEM CTPYKTYPHOTO TIOpa3ieneHus, OTpacIeBOTO
(byHKIMOHANBHOTO) Oprana AJAMUHHCTPAIHH,

JOJDKHOCTHBIMH JIMLAMH - MCIIOIHHTENAMY, YKA38HHEIMH B TEKCTE,

APYTMMH 3alHTEPECOBAHHBIME JTHIAMY,

yHpaBleHHEM JIeJIaMH,

[IPaBOBHIM YIIpaBJIeHHEM.

3aMECTUTEIEM IJIaBEl AJMMHHCTPAIUM, B KOMIIETEHIMH KOTOPOTO HAXOMHUTCS
TaHHBIHA BOTIPOC, JIULIOM, HAa KOTOPOE BO3JIaraeTcs KOHTPOJIb,

COornacoBaHHe JJI BKIIOUEHHA B PerucTp MyHHIHNANBHBIX HOPMATHMBHBIX
IPABOBEIX aKTOB U HAIpaBJIeHHe B IPOKYPATYPY ;

NPOBENCHIE HE3aBHCHMOM SKCIEPTH3bl, NPONEAYPhl OLEHKU DPEryIHpYIOLIEro
BO3/IEHCTBHS .

Ilpr QopMHUpoBaHME CcOCTaBA KOMHMCCHI (COBETOB) npu AAMHHHCTDALMH
NOIyCKAaeTCss ~ yCTHOE  COINAacOBaHWE C  JOKHOCTHBIMH  JIMIIAMH, KOTOpOe
IIOATBEPIKIACTCS KOMMEHTapHEM MCIIONTHUTEIS! IIPH 3a1rycke npoiecca B COJI,

6) PacriopspkeHus 110 IHYHOMY COCTaBY:

HCIIOITHATEIIEM,

PYKOBOJIUTEIIEM CTPYKTYPHOTOQ HOoIpa3eNeHns, OTPacieBOTo
(byHKUIHOHANBHOTO) Opraa A AMHHHCTPAlHH,

i
Tonsxo nna ponecca HOArOTOBKH HPOEKTOB MYHHMUHIANBHBIX HOPMaTHBHEIX I[IPpaBOBBIX aKTOB
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HAYaILHUKOM OTIE)Na MyHHUITHIIATEHOU CITyKObL,

YIPaBICHHUEM JelaMu,

IIPaBOBEIM YIIpaBleHHEM (IIPH HEOOXOAUMOCTH).

4.2.11.5. CornacoaHHe IIPOEKTOB AaKTOB CO BCEMH 3aUHTEPECOBAHHBIMM
CTOpPOHAMH BO3/1aracTcsi Ha UCIIOHUTENEH.

HcrnonHurens ONEpaTHBHO HANpPaBiiAeT TPOEKT axTa Ha COMIACOBAHHE
nocpeacteoM COJI, OCYIUECTBISIET KOHTPOJB 33 €ro IPOXOXKICHHEM B XOJIe
COINIaCOBaHMsA, 0OECIICUNBACT COOTBETCTBHE BHECEHHBIX M3MEHCHHI M JIOIONHEHHH B
IIPOEKT 3aMEYAHUSIM 3aUHTEPECOBAHHEIX CTOPOH.

4.2.11.6. Cpox paccMOTpeHHs TpOEKTa axTa, [PEACTABIEHHOro  AMA
COTJIaCOBaHUSA, HE MO/DKEH IIPEBBINIATH ABYX pabouumx nHeil. B HCKIIOYMTEIBHBIX
ClIy4asdx IO COIJIACOBAHHIO C MCIIOIHHTENEM CPOK PACCMOTPEHHS IIPOEKTa aKTa MOIKET
OBITH yBEIHYEH 1O [ATH pabourx JiHel (B 3aBUCHMOCTH OT 00eMa U CIIOXKHOCTH).

[To yxazaHuro riaskl TOPOACKOr0 OKpYyTa - TIaBBl aIMUHHCTPAHA YalKOBCKOTO
TOPONCKOrO OKpyra, €ro 3aMecTUTeNeH, IpeACTaBIAIONMX IPOEKT, PACCMOTPEHHE
IIPOEKTOB aKTOB ¢ OTMETKON «CpOyuHO» MPOHU3BOAUTCA B TEUEHHE ONHOIO KHI.

Cpox JefCTBHA BH3 COIJIACOBAHMS IIPOEKTA aKTa 3aHHTEPECOBAHHBIMH
CTOPOHAMH COCTaBJIAeT TpPH Mecdua (C JaThl BH3UPOBAHHUA WUCIOJHHTENEM L0
NOCTYIUICHUSI ITPOEKTA aKTa B yIpaBJIeHHE AeNaMH Ul HATIPABJICHHU Ha [TOJIHCAHKE).

*  Ecnu yxasaHHBIM CPOK HCTEK, TO IPOEKT aKTa JOJKEeH OBITh BHOBE COTIIACOBAH C
: COOTBETCTBYIOIINMHY 3aHHTEPECOBAHHBIME CTOPOHAMH.

4.2.11.7. Ilpn Hanyyuy 3aMedaHuil y NuMa, BU3HPYIOUIEro npoekt axkra, 8 COJI
BHOCHTCSI COOTBETCTBYIOIIHI KOMMEHTApHM, NPOEKT OTKIOHAETCH IS HopabGoTku. B
cityyae HeoOXOMUMMOCTH TNPEAJIOKSHMS, 3aMe4aHus K IIPOEeKTy axTa o(OPMIIIIOTCS B
NUCBMEHHOM BHJE HA OTAENBHOM JIHCTE, MOANUCHIBAIOTCS ¥ MPUIIATAIOTCSA K MPOEKTY,
nyTeM jpobaBneHHs Qaiina B 3afauy npolecca. B KOMMEHTapHsxX AeNaeTcs OTMETKa
«3aMeuannsd (IPEVIOKEHH, 3aKIIOUeHNe) HpHIararoTes». [IpoexkT oTkIoHseTcs mid
nopaboTKH.

[MocTynuBIIME IPH COIVIACOBAHUM IPOSKTA aKTa 3aMEYaHWs YUHTBIBAIOTCS
HCTIONIHKTEeNeM. Ecnu 3aMeuanys YUTeHbl, B KOMMEHTApPHSIX AOMXHOCTHRIM JIHIIOM,
BBICKA3aBIIMM 3aMEYaHHs, MAeNaeTcss OTMeTKa «3aMmevanus yuTeHe». JopaboTka
MIPOEKTOB AKTOB C YYETOM BBICKa3aHHBIX 3aMEUaHHUN U IIPEIOKEHHH OCYIECTBIIIETCS
UCIIONHUTENEM B ABYXIHEBHEIH CPOK.

Ecny 3aMedaHMa He NPHHHMAIOTCHA, HCTIONHUTENEM IOTOBHTICH 3aKIIOUEHHE II0
3aMCYaHKAM,  KOTOPOE  TOAINMCHIBACTCS  PYKOBOAWTENEM  NOJApas/eseHus,
MOATOTOBHUBIIETO NPOEKT aKTa. 3alUIloueHue B Bune (paiiyia BKIIagsIBaeTCsa B 3a0a4y, O
YeM JIEJIAETC OTMETKA B KOMMEHTAPHSIX.

OTxa3 oT BU3HPOBaHIs He HOIYCKaeTCsl.

HeyperynupoBaHHEIE pa3HOTIIACHS PacCMATPUBAIOTCS Y COOTBETCTBYIOLIEO
3aMECTHTEIIS ITIaBEl A AMMHUCTPAIUHM C yJaCTHEM 3aUHTEPECOBAHHEIX CTOPOH.

B MCKITIOUMTENBHBIX CIyJYasX, €C/IM CTOPOHBI HE NPHIILTH K B3aHMOIPHEMIEMOMY
peiuenuto, lcrmomsurens mnpoekTa NOATOTABIHBAET JIUCT pasHorjacuii. JIkcr
pasHornacuit oopMILIeTCs Ha CTaHNAPTHEIX JicTax OymMaru dopmara A4, medaraercs
wpudpTom Times New Roman Ne 14, nonmucsiBaetes pykoBojuTeIeM MOAPasaeIeHus
AIIMHHHCTpallMy - WHHIMATOPA NIPOEKTA U CONEPIKHT OOGOCHOBAHHYIO MO3HIIHIO HA
BBICKA3AHHBIE 3aMEYaHHs CO CCRUIKOM Ha JeilcTByIollee 3aKOHOIATEeNBCTBO. IIpoexT



22

aKkTa CO BCEMHM I[pHIaraeMbpIMH JOKYMEHTaMM, ¢ JIHCTOM pPasHOIJIacHi o
COTTTACOBAHMIO ¢ 3aMECTHTENEeM TIIaBbl AJMUHUCTPANHH, MOXET OBITH BHECEH ITaBe
I'OPOACKOTO OKPYTa — IlaBe aAMHHUCTpanuy YalkoBCKOro rOpoICKOTo OKPyra.

Ilpy BHeCeHMM B IPOEKT aKTa WM3MeHEeHWi NpHHIMIHAILHOTO Xapakrepa OH
IIOJUIEXHUT IOBTOPHOMY COTJIACOBAHHIO CO BCEMH 3aHHTEPECOBAHHEBIMU CTOPOHAMH.

IToBTOpHOTO BH3HMpPOBaHMA He TpeOyeTcs, €CITH NP AOopaboTKe IPOEKTa aKTa
BHECEHBI YTOUHEHMS PeIAKIHOHHOTO XapaKTepa, He U3MEeHUBIIIHE ero COAEPKAHNsL.

Buecenue M3MEHEHHH B TPOEKTHl aKTOB HCHONHHTENAMH IIOCIE BH3HPOBAHHA
3aMHTEPECOBAHHBIMK CTOPOHAMH M JOKHOCTHEIMHU JIMITAaMH 0e3 cOrnacoBaHus ¢ HUMHK
HE TOIYCKaeTCA.

4.2.11.8. Ilocne 3aBepmieHysd dTara BH3HPOBAHHUS MPOEKT IOCTAHOBIEHHS WIH
pacropsbkenMs AOMHHHCTpallMH TIOCTYIa€T B yIOpaBlIeHHME JejaMH Ha 9Tall
PENAKTHPOBAHMSA HA TIPEeAMET COOTBEICTBUS IpPaBHNaM IOPHIHKO-TEXHHYECKOTO
opopmienusa.  [aHHbId  9Tam  gBOseTcA  OOA3aTENBHBIM.  PelaKTHpOBaHHE
OCYIIECTBIIIETCS B TEUEHHE IIATH pabounx JHeH,

Hcnonuurens gagHoro sramna B nponecce COJI yCcTaHOBNEH O YMOMYAHMIO.

4.2.11.9. Tlocrne 3aBeplileHHs 3Talla PelaKTHPOBAHMS MOKYMEHT IIOCTYIAeT Ha
IOPHANYECKYIO SKCIIEPTH3Y B NPABOBOE YIIpaBleHHe AAMUHHCTPALIHH.

IlpaBoBoe ympaBleHHE TIPOBOOUT IOPHEMHYECKYIO OKCIIEPTH3Y IIpOeKTa
IIOCTAHOBIEHHS HIH PACIOPIKEHHS AJTMHHHCTPAIMM Ha COOTBETCTBHE TPeOOBaHUAM
AeHCTBYyIOWeTo 3aKomomatenscTBa Poccuiickoit ®emeparmm, Ilepmckoro kpas,
KOMIIETEHIIMY AJMHHHCTPAIMM, IIPaBHIaM IOPUAMKO-TEXHHYECKOTO OQOpMICHMSI
IIPaBOBBIX aKTOB, ONpEAEIIeT HOPMATHBHOCTh MYHHITUIIAIBHEIX HPABOBBIX aKTOB. Jlis
HOPMATHBHBIX TPABOBEIX AKTOB IPOBOJUT AHTHKOPPYIUIHMOHHYIO SKCIEPTH3Y, HPH
HAIHYMM OCHOBaHHM - HANPaBIET 3asBKY /Ul pa3MeIleHHWs] NIpPOeKTa Ha calite
AIMUHHACTpAUMM B LENAX BBIBICHHS W WCKIIOUEHMS PHCKOB HapyIICHUS
AHTHMOHOTIOIBHOIO 3aKOHOAATENbCTBA. IIpM npoBemeHMM aHTHKOPPYIIIMOHHOM
skcmeptussl  mpoekta MHITA B 3amauy  BriIagwIBaeTCcs  3aKkiOYeHHEe 06
aHTHKOPPYIIHHOHHOW OKCHEPTH3€, €CIM MpOoeKT MHMIMHPOBAH CTPYKTYPHBIMH
noApasfeneHusIiMl ATMHHEUCTpaluy. B 3aknajke «KoMMeHTapuu» yKa3BIBAETCH, UYTO B
3a/1a4y BIOKKEHO 3aKiIOYeHHE 00 aHTHKOPPYIIIHOHHOM DKCIIEPTH3E, a TAKKE HalIpaBieH
J¥ JOKYMEHT Ha CaWT B LeNAX BBIABIEHHA H HCKIIOYEHHUS PHCKOB HApYIIEHHS
aHTHUMOHOIIONIEHOIO 3aKOHOAATEIECTRA.

IlpaBoBoe yNpaBNeHWE HECET OTBETCTBEHHOCTh 32 KAUECTBO FOPHAMYECKOMH
SKCHEPTH3Bl MPOEKTA IIOCTAHOBIEHHMS WIH PACIOPDKeHHS AIMHHHCTPAIMH ©
COOTBETCTBHE JEHCTBYIOMIEMY 3aKOHOAATENLCTBY Poccuiickoit Meneparuu.

IOpuayvdeckas OSKCIepTH3a I[POSKTOB IIOCTAHOBICHHM M PACTIOpsDKEHHIt
AJIMHHHECTPalUY IIPOBOJKTCS B TEUEHHE TIATH pabouuX AHEH.

4.2.11.10. Ilocne cormacoBaHMs NpOEKTa NPABOBOTO AKTa M 3aBEPIIEHMS 3Tala
IOPUIMYIECKOH OSKCIIEPTU3LI MPOEKT IIPaBOBOIC aKTa IOCTYIAeT Ha COIJIACOBAHHE
KyPUPYIOIIHM 3aMECTHTENIEM IMaBel AJIMUHUCTPALIH, THIIOM, Ha KOTOPOE BO3JIATaeTcs
KOHTPOJIb 32 HCIIONHEHUEM JOKYMEHTA.

4.2.11.11. Tlocme cormacoBaHWSl C KYpPUPYIOINWM 3aMECTHTENEeM IJaBbl
AIMUHECTPAlMK IIPOSKTHl HEHOPMAaTHBHOTO XapaKTepa IIOCTYNaloT B YIIPABIEHHE
IenaMH IS pacnedyarkd M Iepefadd Ha II0JNHCaHHe, IIPOEeKTHl HOPMATHBHEIX
IIPAaBOBBIX AKTOB IOCTYIIAIOT B YIIPABIICHUE JIejIaMi Ha COTVIACOBAHUE JJIsS BKIIIOUEHHS B
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peructp MHITA 1 Hanpasnenuwe B npokypaTypy. Cpox HCHONHEHHS NaHHON 3a7a4H
COCTaBIISIET AECATH AHEH.

Ha pannoM sTane ynpasieHue IeIamMy HalpaBiseT:

IIPOEKT ¥ IOSACHHUTENBHYIO 3alucKy B HalKOBCKYIO TOPOACKYI0 NPOKYpaTypy o
3JIeKTpOHHOM mo4Te prokuror-gorod.npa@yandex IS OLEHKHA COOTBETCTBHS IIPOEKTOB
HopMaM  (enepalbHOTO  3aKOHOHNATEILCTBA, HANH4Md (OTCYTCTBHS) B HHX
KOPPYNLMOTeHHEBIX (PakToposB;

IPOEKT [N pa3MeleHus] Ha Oo(QUIHalbHOM caiite AIMUHHUCTpalldH I
NPOBENECHHS HE3ABUCUMON aHTHKOPPYILMOHHONA 3KCIIEPTH3EL.

4.2.11.12. IlapannensHO ¢ O5TallOM COIJIACOBAHMS, YKa3aHHBIM B IIYHKTE
4.2,11.11. MVHcTpyknuy, NpoeKT HOPMAaTHBHOIO IIPaBOBOrO aKTa IIOCTYIIAeT Ha
COrIacoOBaHHe B yIIpaBlecHHe (QHUHAHCOB I IPOBEAEHHSI HE3aBHCHMON OIKCIEPTH3HI,
OPOLERYPRI ONECHKH PEryIHpPYIOMIEr0 BO3NEHCTBUA.

4.2.11.13. HMcronHuTenp MpoexTa He HWMeeT lpaBa YHQAIATh COTIACYIOIHX M3
HCIIOJIHUTENEH STAllOB COINACOBAHHA B LENIX COKpPAIeHNSI CPOKOB IPOXOXKIEHMS
[IPOEKTa IIOCTAHOBICHUS WIH PACHOPKEHUS AIMHHHCTDPAIHH MOCTE OTKIIOHEHHS Ha
opaboTKy ¢ Kakoro-nubo sTama mpouecca. Bee Cornacyronye NOMKHBEL COrTIACOBATE
IIOCIIEIHIOIO BEPCHIO IIPOEKTA NNOCTAHOBICHUA WINH PACIOPSDKeHUA AAMUHUCTPAIIHH.

4.2.12. IlopsAnok noanucanus, perucTpalyy U THPLKHPOBAHUA NPOEKTOB aKTOB.

e 4,2.12.1. CornacoBaHHBIR MPOEKT aKkTa ¢ JIMCTOM COTJTIACOBAHUSA, B HEOOXOMUMEIX
CIIyHdasX C 3aKIFOUYEHHEM, U BCEMH IPHAaraeMbpIMH JOKYMEHTaMH [IOJDKEH MOCTYIHTD B
yIpaBiIeHHE NellaMM Ha 3Tall paclevyaTk B paMKax Impolecca 3a 7 paboumx mHeid 1o
VKa3aHHBEIX B TEKCTe CPOKOB HCIIOJHEHHMA IJIS ITOATOTOBKH K PacCMOTPEHHIC IIABOM
I'OPOJICKOTO OKpyra— I7IaBOH agMUHHCTPAINY YaliKOBCKOTO rOpoACKOr0 OKpYTa.

4.2.12.2. TIpoekTsl akTOB, HpeACTABICHHBIE C HapylleHHeM TpeGoBaHMM K HX
TIOATOTOBKE, OMOPMISHHIO U NPOXOXKISHUIO, BO3BPAINAIOTCS HCIIOIBNTENIO.

v 4.2.12.3. Tlocne 3apepIeHus padoT Ha 9Talle PACIedaTKH MPOEKT MOCTAHOBICHHU
HIIA PacIiopsDKeHUs AAMHHUCTPAllHH IIOCTYIIaeT IVIaBe TOPOJACKOI0 OKpyra — Iiase
aIMpHKCTpauuy YalKOBCKOTO T'OpOJCKOTO OKpYra MU IOXIHCAHHSA B SIEKTPOHHOM
BUJIC ¥ Ha OyMaKHOM HOCHTEIIE.

I'maBa ropoackoro oxpyra — rinaBa aiMHHHCTpaiuu JalKOBCKOTO TOPOICKOIo
OKpyTra IO IPECTABICHHOMY Ha IOAIKCH MIPOEKTY ITOCTAHOBIECHHS WK PACIIOPSIKEHIMS
AJMAHUCTPALUY IPHHHMAET OJJHO K3 CIIEILYIONIX PEIeHYIH:

IOJIIUCBIBAET MPOEKT ITOCTAHOBIICHHS MIIH PacTIOpHIKEHUS A TMUHHCTPALMH;

OTKJIOHSET MPOEKT IIOCTAHOBIECHUS MK PACIIOPSHKEHUST AIMHUHHCTPALUH B CBA3H
C HEBO3MOXKHOCTBIO HIIH HENENecOoOOPa3HOCTBIO €ro IPUHATHA (W3JaHud) WIH Ha
nopadotky. Ilpu 3ToM Ha nMcTe cornacoBaHHs B BEPXHEM IIPABOM YLy 0(OPMISETCS
sanuch «OTKIoHeH» («OTKIOHEHOY) U IIPOCTABILIIOTCS IOLIKCE U 1ATa.

IIpaBoBEIe aKTBl NOANMCBHIBAIOTCS TINIABOH TOPOACKOrO OKpyra — TITIaBOM
afMMHHCTpanKK YalKOBCKOTO TOpPOACKOrO0 OKpyra, BO BpeMS ero OTCYTICTBHA -
HCIHOJHAIOIINM 0043aHHOCTH IJVIaBBl TOPOACKOI0 OKPYTa — TNABBEl AJMHMHYCTPALK
HalKOBCKOro rOpoACKOro OKpyra Ha OyMaXKHOM HOCHTENE B OIHOM DK3EMILIIpE.

4.2.12.4. Ilocne noanKcaHus IIPaBOBbie aKTH IEPENAIOTCS B YIIPABICHHUE JIENIaMHy,
xoTopoe obecneunBaeT ux perucrpanmo B COJI. IlopmmcanHwsle npaBoBble aKTEI
PErMCTPUPYIOTCS B AEHD UX IIOLIIMCAHNS UK HA CeXyIOmui pabounit nexs.

Ilocne perwcrpanvu yIpaBleHHe OelaMH o00eCHedYHBaeT CKAHHUPOBAHME,




24

BepHGUKANNIO, TUPAOKUPOBAHME W PACCHUIKY [PABOBBIX aKTOB B COOTBETCTBHH CO
CIIMCKOM pacChUIKM B JIHCTE€ COTNACOBAHHA, HX OIEPaTHBHOE XpaHEHHE W
HCIIONB30BAHHE.

Brecenne kakux-mubo ucnpasieHuil B IOJIMCAHHbIE [T1ABOM TOPOACKOTO OKpyra
— IJIaBOM anMMHHCTpauuy YaMKoBCKOTO TOPOACKOTO OKpyra MHOCTAHOBJIGHHS H
pacropssKeHMs AIMUHHECTPAIUX He JOTYCKASTCA.

4.2.12.5. IlpaBoBBle aKThl AIMHMHHCTPAlMM BCTYNAIOT B CHNY CO JHHA HX
IIOAIHCAHHS, €C/IM UHOE He OollpeAeNeHo B CaMOM aKTe.

4.2.12.6. Paccpulka INOCTaHOBNEHHH H pacloOpsKeHHE AJMHHHCTpaldM Ha
OyMa)KHOM HOCHTENE OCYLIECTBISETCS B COOTBETCTBMH CO CIMCKOM pAacCBUIKH,
0QOPMITEHHBIM HCIIONHUTENEM MpoekTa. KayKablit 5K3eMIUIIp pacchlIaeMoTo IPaBOBOTO
aKTa 3aBepsaeTcs Ha OyMayKHOM HOCHTEIE B YCTAHOBIICHHOM HODSIAKE.

B nopmpaznenenHns AIMHHECTpallMd ¥ JAPYTHE OpraHM3allyH, SBISIOIHECST
yyactraukamu COJI, pacchlika ocymecTBisercs mocpenctsoM COJ] B COOTBETCTBHH CO
CIIMCKOM PAacCBUIKH, O(QOPMJIEHHBIM HCIIONHHUTENEM IPOEKTa, B PaMKaxX perjiaMeHTa
IIpoIfecca.

4,2.12.77. Ilo 3ampocaM rpaxcpaH u opraHuzanuii YaWKoBCKOIo TOpPOACKOTO
OKpyra YIIpaBleHHeM HClaMH Ha OCHOBAHHM NHMCBMEHHOH 3asIBKH, 3aBU3MPOBAHHOIM
IIEPBBIM  3aMECTHTENIeM IWaBel AJMHHUCTPALMM, BBINAIOTCS  3aBEpEeHHBIE B
YCTAaHOBJICHHOM IHOPSAKE KOIMH MPaBOBEIX aKTOB AIMUHUCTpAIlWH, 3aTparuBarollie
HX HHTEPECHL,

JIMCTEI COrnacoBaHMs, IIOSACHHUTEILHBIE 3allMCKH, (DUHAHCOBO-DKOHOMHUECKHE
00OCHOBaHHA K IIOCTAHOBIEHMSIM M pAacHOPSDKEHMsM AIMHHHCTPAIHM KacaroTCs
OpTaHU3aliH BHYTPCHHEH NeATeNBHOCTH AIMUHUCTPAlMM KM paclpOCTPaHEHHIO He
HOJIJIEHKAT.

Komim 7MCTOB  COrnacoBaHMs, IMOSCHMTENBHLIX  3alMCOK, (UHAHCOBO-
SKOHOMUYECKUX 0OOCHOBAHMH K ITOCTAHOBIEHIAM U PACIOPSKEHHSIM AIMUHUCTPALIHH
BBIZAIOTCA TONBKO JI0 OGHIHANBHOMY 3alpocy HaI30PHBIX, NMPaBOOXPAHUTENBHBIX H
CyAeOHBIX OpPraHoB, 3aBU3HPOBAHHOMY IIEPBEIM 3aMECTHTENEM [IABEl AJIMUHKUCTPAIHH.

XpaHeHHe IOCTaHOBICHUHM M pacmopsDKeHHid AIMHHUCTPALMM OCYIIECTBIAET
yIpaBieHHe IeaMy I0 Iepellavi Ha apXMBHOE XPAHEHHEe B YCTAHOBIEHHOM IIOPSIKE.

4.3, TpeboBaHuA K COCTABIEHHIO H 0(OPMIIEHHIO TPOTOKO/IOB

4.3.1. IlIporokon - JOKyMeHT, (QHUKCHPYIOMHN XOX OOCY)KIEHHHA BOIPOCOB U
TIPUHATHA pelleHui Ha coOpaHHAX, COBEMIAHHAX, KOH(QEPEHIHWIX H 3acefaHMsX
KOJUIETHANIBHBIX OPTraHOB.

43.2. TIlpotoxon odopMisieTcss Ha  CTAHAAPTHBIX  JIMCTaX  OyMari.
O6sA3aTenpHEIMM PEKBM3MTAMH IIPOTOKOJA SBISIOTCS: HAMMEHOBAHME OPraHH3alldHy,
HaUMEHOBaHWEe BHAA NOKYMEHTa, JaTa H HOMEp IIPOTOKONA, 3arojOBOK K TEKCTY,
TIOJITHCH.

Pexpusur  «HaumeHoBaHHME — OpraHH3allUM»  ABIAETCS  COOHPATENBHBIM
0003HaYeHHEM aBTOPa JOKYMEHTA.

HanmvenoBanne Buza nokymenta — cloBo «I[TPOTOKOJI» mneyaraercs
[IPOITUCHEIMM OYKBAMH IOIYXKHUPHEIM MIPHGBTOM.

Hatoil mpoToxona gBNAETCS HaTa IPOBEHEHHS COBEINAHHS, 3acelaHMs, a He
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OKOHYATEJBHOIr0 OQOpMISHHS M MOANHCAHUA IpoTokona. OHA TPOCTABIIETCS
apabckuMK mudpaMu B TOCASTOBATENBEHOCTH: 4YHCIO, MeECAl, IO, Hanpumep,
05.05.2021.

PeructpanOHHBIM HOMEPOM IIPOTOKOJA SBISETCS €ro MOPSAKOBBIA HOMED B
TEUECHHE KAJICHAAPHOIO roja.

Hata 1 HOMep medaTarotcd B OfHy ¢Tpoky mox ciosoM «IIPOTOKOJI» (mata
pacrionaraercs ciieBa, HOMep - CIpaBa).

B mpoToxojax BHIE3AHBIX 3aceNaHMH TI0J MJaTOH M HOMEPOM IIPOTOKOJA
yKkasbiBaeTcss «MecTo cocTaBleHHsT WM [pOBEHEHHI 3acelaHusy». Ha3BaHHE
reorpa@uIeckoro MyHKTa, B KOTOPOM PealbHO COCTOSNOCE 3aCEaHNe KOJIIErHaILHOTO
oprana (r.ITepms, r.Haiikosckuif). B nmpoTokonax 3acenanuii MOCTOSHHO NeHCTBYIOIIX
OPraHoOB YIpaBjaeHUA (KOJJIETH, COBET U Ap.) 3TOT PEKBU3KT HE YKA3LIBACTCA.

3arooBoK K TEKCTY, ABISLICH JIOTHYECKHM IpomonxerueM cioBa «[IpoTokoiy,
COHEPXHT KpaTKyio (DOPMYIHPOBKY BHAA 3aCENaHHS B pPOMUTEILHOM Iafexe U
COTTIaCYeTCs ¢ HasBaHHEM KOMJIETHANILHOrO opraHa: HalpyuMep, «3aCelaHus KOIeTHI»,
«COBEILAHMIY. 3aTONIOBOK K TEKCTY [1e¥aTaeTcsl oMY KUPHEIM IIPHBTOM.

TexcT npoTokona COCTOMT U3 ABYX YacTell: BBOLHON M OCHOBHOII.

BBonuas 4acTs IpOTOKONA CTPOUTCS IO CXEME:

npeacematens ~ GaMUIMA M HHHOWHANBl  MIPEICENATENLCTBYIONIETO B
HMMEHUTENEHOM INanexe (IpM IIPOBEJEHHH OIEPATHBHBLIX COBEINAHHN 3Ta YacTh
TIPOTOKOJIA OMYCKAETCA);

CEKpeTaps — GaMUNKI U HHHIHAIIE] B UMEHUTETIHHOM IIaJ[EXKe.

Cnosa «llpucyrcreoBanm», «lIpurnameHHbIe» OQOPMILIIOTCS OT IPaHMIE!
JIEBOTO II0JIs I10 BCEH IHPUHE CTPOKH M 3aKAHUYUBAIOTCSA JBOCTOUHEM.

Ecnmn npucyTcTByIOINMMX 4YIEHOB KOJUICTHANBHOIO OpraHa M IIPUIVIALIEHHBIX
Gonee 10 dHenoBeK, TO COCTAB MPHCYTCTBYIOIIMX YKAa3bIBACTCS KOIMHYECTBEHHO, a
noaMUJIBHEIH CIIMCOK IIPUITAraeTCsl K NPOTOKONY, O 4eM aemaercs moMertka («CIucox
[IPUIIATaeTCA» ).

IToeecTka [HA 0OPMIIETCA B COCTABE IPOTOKOINA UITH OTAEIBHEIM JOKYMEHTOM.

B HexoTOpBIX clydyasx IOBECTKa MHS, COCTOAINAS U3 OOJIBLIOrO KOIHYECTBA
BOIIPOCOB ¢ YKa3aHHEM BPEMEHH HX OOCYK/EHUS W pa3ociiaHHas 3apaHee y4acTHHKAM
3acenaHud, oQopMIgeTcs KaK CaMOCTOSTENBHBIM JOKYMEHT W B TEKCT IIPOTOKOJIA He
BKmrouaerca. Ilepex ocHoBHOM wacTelo fenaercs otMmerka: «I[losecTka gHs
IIPUIaracTCs».

Cnosa «[ToBectka gHA» 0hGOPMIBIFOTCS OT IPAHMLBL JEBOTO IONS HIXE COCTABA
IPUCYTCTBYIOMKX (NPUITIAIIEHHBIX) H 3aKaHYMBAIOTCA [BoeToYMeM. Hibke ¢ KpacHoi
CTPOKH MNUINYT JIEPeYeHb OOCYIKIaeMbIX BOIPOCOB, PacojaraeMuIX IO CTEIIEHU
BaXXHOCTH M ciokHocTH., Kaxapni sompoc Hymepyercs. Ilepedmciierne BOINPOCOB B
IIOBECTKE MHS HaydHaeTcsa ¢ Ipexpnora «o» («ob»). Manee yKaswelBawTcs BUI
BBICTYIUIEHHS: JOKJIAaK, COOOIIEHHe, OTYET, MHOOPMAIUI - B UMEHUTEILHOM ITafexe,
HapMEHOBAHUE MOJUKHOCTH, (aMHIMA M HHHIMANBl JOKIANYUKA - B POJUTEIHHOM
nanexe. Hanpumep: Jlokian HadansHEKA IPaBoro yrpasieHus [1eTposoii A.A.

OcHoOBHAas 9acTh TIPOTOKOJIA CTPOUTCS B COOTBETCTBHY € MYHKTAME IIOBECTKH JHA
no pasgenaM. Kaxnpidi pasien, oTpaxas XOJ 3aceJaHHs, COCTOMT H3 TpeX dacTeil:
CIYIIAJM - BRICTYTIMIHN - PEHTAJIN.

JTH CoBa OQOPMILTEOTCS OT TPAHUL(E! JISBOTO IIOJI IIPONMCHEIMH OyKBaMM K
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3aKaHYMBAIOTCA ABOETOUHEM, TaKkuM 00pa3oM, OHH 3pUTEIHHO Pa3GHBAIOT TEKCT.

Crmoso «CJIVIIAJIM» HyMmepyercss B COOTBETCTBMM C HOMEPOM BOIpPOCA
noBecTkd nus. Ilocne nBoeToums nmiuercs (QaMuIMs ¥ HHHIHANB TOKITATUMKA B
POIMTENEHOM MNajexe (Koro?) ¢ KpacHOM CTPOKM, 3aTeM KpaTKO 3alMChIBAETCS OT
TPETHErO NMUA eAMHCTBEHHOI0 YHCIa COAEPKaHue JOKIana, CooOIeHus, HHOOPMAIIHH.
Ecnu TexcTt gnokimaza 3acTeHOrpadMpoOBaH WIM NPEACTAaBIEH JOKIATUHKOM, TO B
cxoOkax numercs: « TexeT mpuiaraeTcsa».

IMocne cnosa «BBICTYITUJIM nuutyT (paMuiiii 1 HHHITHAIBL BEICTYIHBINHEX B
HMEHHTENEHOM TIafieke (KT0?) ¢ KpacHO CTPOKH. 3aIHCEIBAETCS KPATKOE CONEPIKAHHE
BEICTYTUICHHS WM coBa « TeKCT pumaraeTcsy».

3aBepluaroiiasg 4acTh pa3fiena IO KakKIOMy IIYHKTY IIOBECTKH IHs - 3aIlUCh
IIPHHATOTO 110 00CYXIJacMOMY BOIIPOCY pelleHus. PerneHuns, colepikailue HeCKOIbKO
BONPOCOB, MNOAPa3NelNAOTCs Ha IYHKTHI W IOIIYHKTHl, HyMepyeMble apabcKuMu
nrdpamu. [TocTaHOBAAIONIAS YAaCTh PELISHHs COTEPXKUT COCTABHBIE YACTH: KOMY, YTO
CHeNaTh U K KAKOMY CPOKY.

Ilpu Hammuuy ocobOro MHEHMS [0 NPHHITOMY pEIISHHIO OHO 3alHCBIBAETCS B
HPOTOKOII (TIOCIIE COOTBETCTBYIOMIETO IPOTOKONBHOTO PEIIISHHMS ).

PasBepHyTEIe pemieHEs MOTYT OQOPMIIATECS KaK CAMOCTOSTEIBHEIN JOKYMEHT, B
9TOM CITydae OHU IPHIIATAITCSA K IPOTOKOIY.

IIpoToxon coCTaBiAeTCs CeKpeTapeM 3acelaHus FIH APYTHM Ha3HAYCHHLIM
auuoM. B teueHme Tpex paboudx AHEH IPOTOKOJ YTOYHSAETCS, BBEIBEPAETCH IO
CTEHOI'PAMME MiM (POHO3aNmUCH, pemaKTHUpyeTcs, HOANUCEIBaeTcd, odopmiiserca. C
IIPOTOKOJIOM IOAIIMBAIOTCA B JAENO NpPEACTAaBJEHHbIE Ha PACCMOTPEHHE MaTepPHAlb:
CHpaBKH, MOKNAABI, NPOEKTHl, KOTOPHIE XPaHATCA B CTPYKTYPHOM IIOApa3feleHHH,
oTpacieBoM (PyHKIUOHATBHOM) OpraHe AJIMHHUCTPALHH.

IIporokon  NOJUMCHIBASTCSL  NpeNCefaTeNbCTBYIOUIMM  Ha  3acelaHuy
KOJIIErHalbHOrO OpraHa M cekperapeM. Ha coBemIaHMsX, 3acelaHusX, BCTpedyax IpH
T7IaBe TOPOJICKOTO OKpyra — riase agMuHHCTpauuy YafKoBCKOIO I'OPOACKOTO OKpyTa
HHULIUUPOBAHHBIX  PYKOBOAUTENSIMHM aIMUHHCTPALHH HPOTOKOIHPOBAHHE  XOJA
3aceflaHus OCYIIECTBIIAETCS CeKpeTapeM (ITOMOITHMKOM) PYKOBOIUTEIS — WHHUIIHATODA,
160 ApyTHAM Ha3HaYeHHEIM JIMIIOM, IOJAUMHEHHLIM PYKOBOIHUTEIIO — HHHITHATOPY.

4.3.3. Odopmnenne BEIIIHUCKH U3 IIPOTOKOIA

JIIs 03HAKOMIIEHHS ¢ PEUIeHHIMH, IPUHITEIME B X0Ze paboThl KOJUIETHAILHOIO
OpTaHa, i HX HCIIONHEHHUS 0(OpMIALETCS BHITUCKA U3 IPOTOKONA.

HemocpencreerHo  mox  pekBusuToM — «HamMeHOBaHME — OpraHu3aLlzd»
IpOTHMCHBIME OyKBaMHK TleuaTaercst pekpusur «HamMmeHoBaHMe BHAA JOKYMEHTa» -
cnosa «BBITTMICKA 13 ITPOTOKOJIA».

Broanas wacth odopmisieTcs MOJHOCTBHIO, & W3 OCHOBHOM uacTh Oepercs Ta
uH(popManus (00CY)KIEHHBI BOMPOC W INPHHATHE II0 HeMy pelIeHHs), KOTOPYIO
HEoOX0AUMO NOBECTH 0 CREASHUS 3alHTePEeCOBAHHBIX JIMII.

Odopmnstorest coa  «lIpencemarensy, «Cekperape» W uX (QaMWIHH C
HHUUAAIaMH.

PexBuzutr «0OTMeTKa O 3aBEepeHUH Konuu» OGQOPMIIETCS YIIOJHOMOUEHHBIM
IOJDKHOCTHBIM JIMIIOM [UIsI IIOATBEPIKACHHS COOTBETCTBHS BBITTUCKH TOANMHHUKY
IpOTOKOIIA NTocsie peKBU3uTa «IloAmmch.

DopMBI IIPOTOKONA U BEUIMCKH M3 IPOTOKOJNA COIEpKaTcs B NPHIOKEHHH 6 K
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Hacrosueit MucTpyknun.
4.4. TloaroroBka 1 oopMieHHe OPraHN32MHOHHLIX I0KYMEHTOB

OpraHu3alnuoHHBIE HAOKYMEHTEI — 93T0 JOKYMEHTBHI, PerjIaMeHTHUDPYION{He
CTPYKTYDY, 3aJadd, QyHKIUM OpraHa, YUpEeKICHHs, OPraHusanuio ero paboTel, mpasa,
0043aHHOCTH H OTBETCTBEHHOCTH PYKOBOACTBA, CTPYKTYPHEBIX IIOApasgelleHud u
pabOTHHKOB.

B AZMUHHCTPAIMH H3JAI0TCS TaKUe BBl OPraHM3allHOHHBIX JOKYMEHTOB, KAk
IIOJIO3KEHHUE, PEITIaMeHT, HHCTPYKIUS, HOT0BOD.

4.4.1. TlonoxkeHHe — 5TO NIPABOBON aKT, ONPEIEIAIONINH IOPSI0K 00pasoBaHus,
CTPYKTYPY, (DYHKIIHH, KOMIGTEHI{HIO, [IpaBa, OOA3aHHOCTH H OPTaHH3aIMI0 PaGoTHI
opraHa MeCcTHOTO CaMOYIPaBIeH s, CTPYKTYPHOTO ITOApa3ieIeHHS.

[onoxeHus MOTyT peryIupoBarh JesSTeIbHOCTE NOKHOCTHEIX JIHILL,

B oTneneryro Ipynily BEIISISIOTCS IOJNOMKEHHS, PEryIHPYIOUIHe COBOKYIIHOCTD
OpraHU3allMOHHEIX, TPYAOBBIX U JPYTHX OTHOLISHUH 10 OIIpe/IeIEHHOMY BOIIPOCY.

ITono>xeHus 0 CBOEH CTPYKTYpPE ABRISIOTCS CIOMXKHBIMH JOKYMEHTAMH.

TeKeT MONOoXEHUA, KaK INPaBuilo, COCTOMT H3 pasfesioB: OOIIHE ITOJIOXKEHHS,
OCHOBHBIE 3ajaud; (yHKUWMH; mnpaBa; opraHu3zamus paGoTH; OTBETCTBEHHOCTE;
B3aMMOOTHOIIEHHUA; KOHTPONb, IIPOBEpPKa, PEBU3MS IEATSIIBHOCTH; PEOpPraHH3allys H
JHKBHAALIUS.

‘B paszmene «OOmme MONOXEHU» MODKHBI OBITH YKa3aHBI LEIH M OCHOBAHHA
obpasoBaHMs opraHmsauuu (WIM CTIPYKTYPHOTO IOAPAasleNeHdd), HUYeM OHa
PYKOBOACTBYETCA B CBOEH NESITENEHOCTH B KOMY TOTUMHSETCS,

B pasgene «OcHOBHBIE 3aJauyM» IEPEUHCHSIOTCS 3afadd, KOTOpBIE OJDKHA
BBINOJIHATE OpraHu3anys (Uiu CIPYKTYpHOe MoJApa3jiesieHre) Bo BCeX o0macTax cBoel
JEATEILHOCTH.

B pazgene «PyHKUuM» yKasplBaeTCHA, YTO ¥ KaK HOJDKHA JENaTh OpraHH3alifs
(e CTPYKTypHOE NOIpasfeneHne) Ui BEINOMHEHNS OCHOBHBIX 33134, KaKHe CBA3H B
THX MelNaX oOHa o0s3aHa YCTaHABIMBaTh C JAPYTUMH OPTaHW3alMSIME KM
CTPYKTYPHBIMH OIpa3icIeHHIMH.

B pasmene «lIpaBa» JOJDKHBI NepedyMCNATHCS IIpaBa, KOTOPLIMH HAJENEHEI
OpraHM3ailufd M ee pPyKOBOAUTENs (WM CTPYKTYpHOE TIOJpa3lielieHHe H  €ro
PYKOBOAMTENG), B TOM UHCIEe M INPaBO Ha IOATOTOBKY H H3HaHHE OlpefeleHHBIX
TIPABOBBIX AKTOB WM IIOMY4YeHHUE OIIpe/ieleHHRIX JOKYMEHTOB.

B pasgene «Opranuszanus paboTbl»y yKa3plBaeTcs, KTO HAa3HAYAET PYKOBOMAIIHE
COCTaB, YIBEPKAACT CTPYKTYPY U IITATHYIO YHCIEHHOCTH, YCTAHABIMBAIOTCS IOPSIOK
paspellleHHus BOIIPOCOB, BXOMAUIMX B KOMICTCHUMIO IAHHOH OpraHu3amuu (Miu
CTPYKTYPHOT'O IoJpa3aeneHus ), GOpMbl ¥ METOEI pabOTEHI.

B pasmene «OTBEeTCTBEHHOCTE» YCTAHABJIMBAIOTCS BUABI JAMCIMIUIMHAPHOM,
aIMUHHACTPAaTHBHOM, NpH HEOOXOAMMOCTH - YTOJIOBHOH OTBETCTBEHHOCTH, KOTOPYIO
MOMET HECTH PYKOBONMTENb OPTaHH3alMH (WIM CTPYKTYPHOrO IOApasfelieHus) B
Cllydae HEBBIITOJHEHUS UM 00s3aHHOCTEH.

B pazgene «B3auMOOTHONICHUS» PErVIAMEHTHPYIOTCS HHOPOPMAIHOHHEIE U
JOKYMEHTAIIMOHHEIE [IOTOKM OpraHusauuu (WiIH CTPYKTYPHOTC IIOAPAa3felIeHus),
OCHOBHEBIE  JOKYMEHTBI, CO3/JaBaeMble WMH; B3aUMOOTHOIIEHHS C  JPYTHMH
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OpraHu3alUsAMH (WK CTPYKTYyPHBIMM HNOIPA3IENCHHIMH), TOPSIOK PAaCCMOTPEHHS
BO3HHKAIOLUMX Pa3HOTIACHH.

B pasgene «KoHTpoIb, IpoBepka, peBU3Hs AATENEHOCTH» YCTaHABIHBAETCS, KTO
(xaxue Oprasel) M ¢ KakoH INEPHOAMYHOCTHIO MMEET IpaBO KOHTPOJHPOBATE H
IPOBEPSATE NEATSIHHOCTD OPraHu3aliy (MK CTPYKTYPHOTO [OApas3ieNeHH ).

B pespene «PeopraHmsanyss M JHKBHAALMST» YCTAHABIMBAETCA IIOPSIOK
IPOBECHHS PEOPraHu3alvi U JMKBUIALHK, YKAa3bIBAETCS, KTO IPHHAMAET PEILCHH B
3THX CIy4adx H KOMY TOCTYNaeT MMYIIECTBO JUKBHIAMPOBAHHOM OpraHmzaumy (Miu
CTPYKTYPHOTO 110/Ipa3ieIeHus ).

Ilonoxenuss 0 CTPYKTYPHBIX IOAPAasHeNCHMSIK ammapata AJMHHHCTPALHH
YTBEPXKIAIOTCS  [IOCTAHOBIEHHEM AIMMHHCTPAllMH, TIONOXKEHHs 00 OTpacieBbIX
(pyHKIMOHANLHEIX) OpraHax AIMUHMCTpAUMH— pelueHusMH JIyMbl UaiKkoBCKOro
TOPOJICKOTO OKPYTA.

4.4.2. Uncrpykuus — JOKYMEHT, H3HABAEMBI B LEJsIX YCTAHOBICHHS LPABHIL,
PETYIUPYIOIINX OpPraHU3alldOHHbIe, HAyJHO-TEXHUYEeCKHe, (QHHAHCOBBIE U HHBIE
BOIIPOCEH! AEATEILHOCTH OpraHu3aui, AOIKHOCTHEIX JTHIL.

B TeKCT HMHCTPYKNMH BKIIOYAIOTCS IPABHNA, PEryIHPYIONUE pa3IHdHEE
CTOPOHBI AEATENBHOCTH OPraHu3aluiif, JOIKHOCTHBIX JINII, COTPYAHMUKOB.

TexcT HHCTPYKIMH MOXET COCTOATH U3 HECKONBKUX Pa3fesioB. BHYTpH pa3ienos
TEKCT pa3bHBaeTcs Ha ITyHKTHL, & NIpH HeOOXOMMMOCTH — Ha TIONITYHKTHI.

Kaxaplil pasien MHCTPYKIMH JOMDKSH MMETh 3arolioBOK. B CloXHBIX pasfienax
MOTYT OBITE BBIZIETICHBI TIOJIPa3/Ielisl, KOTOPEIE TAaXke MOTYT HMETh 3aT'0JIOBKH.

Paspmensl, noapaznensl, MyHKTE HyMmepyroTcs apaGekumu nudpamu. Hazpanus
pasneNioB, MOAPa3fenoB BEIAENSITCA NOIYKEPHBIM IPH(TOM.

Texer MHCTPYKUHMM HauWHaeTca ¢ pasfena «OOmue mMONOKEHUs», B KOTOPOM
MOTYT  yKa3plBAaTHCA IeNd W OPWYMHBL  M3MaHHS  HHCIPYKIHH, o06IacTsh
pacmpoCTpaHeHus, OCHOBaHKE i paspaOOTKH U APYTHE CBeIeHHs 06LIero Xapakrepa.

3a OOIeH YacThIO MOIDKHBI CNENOBaTh pasmelsl (OJUH WM HECKOIIBKO), B
KOTODBIX B JIOTHYECKOH [OCHE0BATEILHOCTH H3NaracTcsi OCHOBHOE COAEPIKAHHE, TO
©CTh OIIHMCEIBACTCH MOPSNOK BEIIOIHEHAS PEIVIAMEHTHPYEMOTO TPOLECCa.

Wucrpyxuus YTBEPKIACTCS PYKOBOJHTENEM OpraHu3aH{ HITH
COOTBETCTBYIOIIMM  OpPraHH3al[MOHHO-PACTIOPAAMTENBHEIM  TOKyMeHTOM.  llpwm
YTBEPKACHUHM HMHCTPYKLHH PYKOBOAMUTENEM I'PH(] YTBEPXKIEHHS JOJDKEH COCTOATH W3
cnosa «Y TBEPXKJIAIO», HaUMEHOBaHHS JOJDKHOCTH JIHLQ, YTBEPAUBIIETO JOKYMEHT
(BKIIIOUas HAMMEHOBAHHE OPraHM3aIUH), INYHOM IOATIUCH, €€ PACIIM(BPOBKH 1 JATHL

Ecma  WHCTpYKOMA — yTBEpXKOAeTCs  OPraHU3ALMOHHO-PACIIOpSIUTENbHEM
NOKYMEHTOM, TO TpH(}p YTBEpXKIeHMS cocTOMT u3 cioBa «YTBEPXKJEHA»,
HAUMEHOBAHUA JNOKYMEHTa, HAMMCHOBaHMS [JO/DKHOCTH JIMIA, YTBEPIHBIIETO
MHCTPYKIMIO (BKIIOYas HAHMEHOBaHHE OPraHHU3aliK ), JATEl M HOMepa.

Pa3HOBHAHOCTEIO HHCTPYKIUH SIBISETCS HOKHOCTHAS HHCTPYKIHS.

HOIDKHOCTHBIE MHCTPYKIMH  pa3palarhiBaloTCA OIS BCEX  JOJIKHOCTEH
MYHUIMIIATBHOM CITyKOBI, MpeyCMOTPEHHBIX INTATHEIM PACIIHCAHHIEM.

QopmMa HOMKHOCTHON HHCTPYKILUK COOEPIKHTCS B IIPHIOKEHHH 7.

4.43. {orosop — 3T0 JOKYMEHT, KOTOPLIH (DUKCHpYeT corfalleHue CTOpPoH 06
YCTaHOBIGHHH MM IIPEKPaMeHHH KaKuxX-TH00 TIPaBOOTHOMIEH M.

Ilpu cocraBneHMH [JOrOBOPa BaKHOE MECTO OTBOAWTCS €r0 CTPYKTYPHOI
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YHOPSI0YeHHOCTH.

B cTpykType JOroBOpa BEIIEISIOTCS ClIeAyIOIIHe YacTu:

3arojI0BOYHasd d9acTh COJEPXKUT HasBaHUe BHIA JOKyMeHTa «JloroBop» u
3aroJIoBOK — Ha3BaHUe Joropopa (HanpuMep, JoroBop 0 COBMECTHOH AEATEIBHOCTH);

MECTO COCTABJICHHS WIH H3JIaHUS;

PETHCTPallOHHEIA HOMep;

naTa;

OTMETKa O HAIMYUK IIPUIOKEHHH (eCTU HMEIOTCH);

BH35I COTJIACOBAHMUS;

IIOJIITHCH CTOPOH;

OTTHUCKHU 1eyarteil.

Ilepen noamucanneM JOTroBOP NEPERACTCA HA COIVIACOBAHME 3aHUHTEPECOBAHHEIM
nuaMm nocpegacteom CHJI,

CopepxxaTenpHas yacTh TEKCTa JOTOBOPA COCTOMT M3 MpeamOyIBl M Crarei, B
KOTOPBIX YKa3BIBAIOTCS COOTBETCTBYIOIIME YCIOBHS 3aKI0daeMoro norosopa. CtaTeu
JOTOBOPA, KaK IIPaBUII0, UMEIOT 3aT0JIOBKH.

[Ipeambyna COIEPKHUT CHEAYIOIIYI0 HHPOPMAIlMIO: HAUMEHOBAHH]I CTOPOH
(onHEIE U COKpAIieHHBIE), KTO HX MpPeACTaBifeT ¥ Ha OCHOBAaHHH KaKUX JOKYMEHTOB
JEHCTBYIOT HX IIpeACTaBUTelIH.

- ‘Uueno pasgenoB — dacrell TeKcra JOroBopa MOXKeT OBITh pa3iuyHBIM B
3aBHCHMOCTH OT YCJIOBMIH NOroBopa M cornacus cTopoH. Kax mpaBmio, BKITHOUAIOTCS
CIIEAYIOIIHME Pa3feNbl: IpeAMeT NoroBopa, YCIOBUS M CPOKH BBIIIOJIHEHUS NCHCTBUI B
3aBHCHMOCTH OT IIpeAMeTa JOroBOpa, IIpaBa CTOPOH, OTBETCTBEHHOCTH CTOPOH,
TOPSHOK paspelleHysl CIIOPOB, CPOK IEeHCTBHS JOTOBOPa M TIOPSIOK BCTYIUICHHS €ro B
CHILY.

-3aKIIOYHTENBHAS HacTh COAEPKUT IOPUIHUYECKHE aj[peca CTOPOH ¢ YKazaHHeM
IIOYTOBOTO ajpeca, OAHKOBCKMX pEKBHU3UTOB M IOANUCH (JOIDKHOCTH JIMIIA,
VIOJTHOMOYEHHOIO IIOANKCATh JOTOBOP, €ro JWYHasg HOANHCh W paciHbpoBKa
IIOZITTHCH ),

[Topmucu QOMKXHOCTHBIX JHI[ IOXK JOTOBOPOM  3aBEPAIOTCS IEYaTIMH,
BOCIPOM3BOJAIIMMY  HAMMEHOBAHHE IOPUOWYECKHX W (H3NYECKHX NHI, H
pacronararoTcs, Kak IpaBUio, Ha OHOM YPOBHE.

JOCTaTOYHO pPAacClPOCTPAaHEHO COCTABIEHHE JOroBOpa C BBIHECEHHEM psfa
BONPOCOB B NPUIOXKEHHs. B 3TOM ciydae Bce JOKYMEHTHI JOJDKHBI PacCMaTpHBATECS
K&K COCTaBHEIE YacTH JOT0BOpa. B 1oroBope U B IPUIIOXKEHUSIX JIENAETCSI OTOBOPKA, UTO
BCE IPUIIOKEHHBIE JOKYMEHTH! — 3TO HEOTheMJIeMas YacTh JOroBOpa.

Hanpuwmep:

«Hacrosmmit norosop ¢ yKa3aHHBIMH IPUIOXKEHHAMH SBJIAETCS IIOJNHBIM
TEKCTOM JOTOBOpPa»

10051

«Bce npuioxeHus, YIOOMSHYTHIE B HACTOSINEM JOTOBOPE,  SBIIOTCS
HEOTHEeMIIeMOH YacThIO TOTOBOPAY,

KonnuecTBo 3K3eMITIIPOB J0T0BOPa 00YCIOBIMBACTCS KOJUYECTBOM CTOPOH, X
noanEcaBuHX. Bee 3K3eMIUIPEl JOMKHEL COAEPIKATH HMMEIONIMECT MPHUIOKEHHS,
IOUIMHHEIE TIOAITHCH YIIOJHOMOYEHHBIX TODKHOCTHBIX JIHI B OTTHCKU TIeyaTel,

Peructpanus, ¢opMHUpoOBaHHE B [IEl0 H XPaHEHHE HOrOBOPOB AIMHHHCTpAlUU
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OCYIIECTBILACTCS B YNPaBICHWH JENaMd B COOTBEICTBHH ¢ YTBEPXKACHHOM
HOMEHKIIATYpO# el

Ilpu noaroroBke M OQOPMIIEHHH HOrOBOPOB M COTJIAIICHHH, MOMNMCAHHBIX
IaBOH TOPOJACKOTO OKpyra — IiaBofi afMMHHCTpanui UYaWKOBCKOIO TOPOACKOTro
OKpyra ClIeqyeT PyKOBOACTBOBATHCS AEHCTBYIOMIMM 3aKOHOAATEhCTBOM.

IIpoekTsl HOTrOBOPOB H COIVIAIICHHM TOTOBATCA ¢ MCmojb3oBaHmeM CHJI
Tpebosanus mo moaroroBke M odopMIeHHIO NpoexTos akToB B COJI comepixarcs B
WHCTPYKUMM 110 PETHCTPallid OpTaHU3alOHHO-PACTIOPAAUTENLHEX TOKYMEHTOB B
MOIU(UUAPOBAHHOK CHCTEME BIIEKTPOHHOTO JOKyMeHT0060poTa, paspaboTaHHOM
MunrcrepcTBoM HHGOPMAIMOHHOIO pasBuTHs u cBsa3u I[lepmckoro kpas. Cxema
'TIOATOTOBKH M PErHCTpalHH  OpPraHM3allMOHHO-PACHOPSIUTENBHOTO  JOKYMEHTa
IIpUBeACHA B MPUIOXEHHH 5 K HacTosAmelt MacTpykimn.

4.5. Hoarotoska u ohopmireHHe HHPOPMANHOHHO-CHPABOYHBIX AOKYMEHTOB

upopMaiuoHHO-CIIPaBOYHBIC  HOKYMEHTHl SBISIOTCA  (QOpPMOH  Iepefaun
MHQOpPMAaIM¥ C OZHOTO YPOBHS YIPAaBIEHWs HA APYrOH, a TaKKe OCHOBAHHMSMHM IS
IPHUHITHS YIPABISHYECKOTO PEILICHHUS, H3JaHUs PACTIOPAAUTEIBHOTO JOKYMEHTA.

OCHOBHEIMM BMZ2MH M Pa3HOBUIHOCTAMH HWH(DOPMALHOHHO-CIIPABOYHEIX
JIOKYMEHTOB B AIMHHHUCTPALINH SBIAIOTCS:

ciyxebHas ([oxnagHas) 3alnucKa,;

HpeIIoKEHHE;

0OBACHUTEIbHAT 3aIUCKA,;

IOSICHUTEBHAS 3aMHCKA;

axT.
4.5.1. Cayxebnasi (foKnajHas) 3amucKa - JOKYMEHT, aJpecOBaHHBI
PYKOBOTHUTENIO JaHHOH MY BBILIECTOSINEH OpraHu3aliy, COAepKaIMi 06cTosTeIbHOe
U3JI07KEeHHEe KaKoro-Nu00 BOTpOca ¢ BEIBOAAMH M IPEATIONKEHUAMHI COCTABUTENS.

CuyxebHas (ToxnaHasn) 3aIMCKa COCTARIAETCS KaK 110 YKa3aHMIO PYKOBOMUTENS
OpTaHH3aLMK MK CTPYKTYPHOTO IIOApa3feNeH s, TaK U 10 HHUIIHATHEE CTPYKTYPHOTO
MOAPa3eICHUsA, KOHKPETHOTO paboTHUKA.

CnyxebHas (HoKnagHas) 3aMUCKa MOXKET OBITh BHEUIHEH MiIH BHYTpeHHEH.

4.5.1.1. Buemnue ciyxebHble (OKIaIHbIe) 3aIMCKA 0GOPMIITIOTCS Ha 6ilaHKe
IMCBMa A IMHHMCTPAIIHE ¥ TIOIICHBAIOTCA PYKOBOLHTEIEM.

4.5.1.2. BHyTpeHHue cioykeOHble (HOKIATHEBIE) 3aIMCKH, aJpeCcOBAHHEIE IJABE
TOPOACKOTO OKpyra — IJiaBe aiMHuHucTpanuu YaHKOBCKOTO TOPOACKOrO OKpyra,
3a8MECTHUTEIISM IJIaBEl AIMUHUCTPALHY, PYKOBOAUTEISIM CTPYKTYPHEIX HOApasaeleHHH,
OTpacneBblX  ((QYHKUMOHANBHEIX)  OPTaHOB  AJMHUHHCTpPAIldM,  COCTABIIMIOTCS
JOIDKHOCTHBIM JTHIOM Ha OnaHke cinyxeOHOM 3allMCKH M IIOJIIHCHIBAIOTCS
COCTABHUTENEM.

4.5.1.3. B coctaB pPeKBH3HTOB CHY)XeOHBIX (MOKIAMHEIX) 3alMCOK BXONST:
HaMMEHOBaHHE OpraHu3alM (4N  BHeINHel), HaWMEHOBaHWE CIPYKTYPHOIo
nofpasfieedus (Ui BHyTpeHHel), HauMEHOBaHWE BHAA JOKYMEHTa, JaTa,
PETHCTPallHOHHBIH HOMEp, aApecar, 3arojlIoBOK K TEKCTY, TEKCT, IOAIIHMCE.

Haumenopanme BHZAa  JOKyMEHTAa IeYaTaeTcs NPONHUCHBIMH  OYKBaMH
IIOJIY>KUPHBIM HIPH(TOM.
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Haroil ciyxebHOM (moxnamHoH) 3alIHCKH ABISETCS NaTa ee MOAIMCAHNS,

TekcT odopmiseTcs OT HepBOTO JHIA €AMHCTBEHHOTO UHMCIa ¥ COCTOMT M3 2
yacrTell. B nepBoii 9acTi ykasplBaeTcss OCHOBAHHE WM NPUYKMHA COCTABISHHA 3aAIIHCKH,
OCHOBHOE COIEPIKaHHEe BONIPOCa, TOYHOE H 00BEKTUBHOE ONMUCaHHe cOOBITHA, haKTa, 110
IIOBOAY KOTOPOI'O COCTABIIEHA 3allUCKa; COACPIKUTCS OLIeHKa COOBITHS COCTABHTENEM H
Apyrasg apryMeHTHPOBaHHAasd HHQOPMAaLHs O HeoOXOMUMOCTH NPHHATHS TeX WIH HHBIX
YIPaBIeHIECKUX PEIeHUH.

Bo Bropot gact GopMyTHPYIOTCS BHIBOABI, PETOKEHHUT U PEKOMEHTAIIHH,

PykoBoAHTENb, KOTOPOMY aZpecOBaHa 3alllcKa, PEelIeHHe [0 €€ PACCMOTPEHHUIO
o(OpMIIAET B BUJE PE3OTIONHH (TP HEOOXOIMMOCTH).

4.5.2. IIpeano:kenme - [OKYMEHT, IPEACTAaBISIOMNN co60¥ pa3sHOBWIHOCTE
cryxeOHOH (JOKIAAHOM) 3alHCKH, CONCPKAIIUI MepeuyeHh KOHKPETHHIX MPEIIOKEHNH
IO ONpeAEIeHHOMY BOIIPOCY,

Texcr He COAEPXKUT aHANUTHISCKON YacTH, a TOJIBKO BBOAHYIO {06ocHOBaHKE) U
3aKIIOYUTENBHYIO (HepedeHb IpelioKeHui).

OdopmiiseTcsa aHAOIMYHO BHYTPEHHUM CIYKeOHBIM (JIOKIaIHEIM) 3AIHCKAM.

4.5.3. O6bscHATENbHAS 3AIIHCKA - JOKYMEHT, OOBACHIIONIMH IPHYHHEL KAKOTO-
nu6o NeHCTBYS], NPOUCINECTRIS, CATYallud, COOBITHS, (haxTa.

OOmsAcHUTENbHAS 3allCKa COCTABIIETCS CTPYKTYPHBIM IIOApasAeieHrHeM Wi
KOHKPETHEIM  JO/DKHOCTHEIM  JunoM. Odopmisercs aHaNOrMYHO BHYTPEHHUM
CITy>xe0HBIM (TOKTa{HbIM) 3AIIMCKaM.

OOBsIcCHUTeNbHAS 3aMiCcKa TOAHCEIBACTCS COCTABUTENIEM.

4.5.4. IlosicHuTeNbHAS 3aMHCKa - JOKYMEHT, CONPOBOKIAIONWH OCHOBHOMH
JIOKYMEHT M MOSACHSIOIINN COepiKaHre OTIEIbHEIX ITOJOKEHHH OCHOBHOTO JOKYMEHTA,
copepKamui  00OCHOBaHME HEOOXONUMOCTH NPHHATHS JAHHOIO  JOKyMEHTa,
XapaKTepUCTHKY Lened, 3a7ad, OCHOBHBIX IOJOXEeHHH IIPOeKTa [JOKyMeHTa
(3aKOHOIIpOEKTa, NIPOEKTA YKa3a U Ip.); MOACHIIOMUN (OGBICHMIOIMH) NPUUHHE] KAKHUX
- n1bo pelicTBuUil, COOBITHI, (aKTOB,

CocraBisieTcsl Ha CTaHIApPTHBIX JHUCTaX GyMary.

Texcr odopMisieTrcs B BHOE CBA3HOTO TeKCTa. B omHodi ero 4acTu
KOHCTATHPYEeTCs MM H3Jaraercs CoJepikaHHe IIONOXKEHHH, IYHKTOB W paslelioB
OCHOBHOTO JOKYMEHTA HIIH yNpaBlIeHUeCKON CUTyaluH, coObITHI, dakToB. B npyroii -
00BACHAIOTCA TNPUHYHHEL - IIPHBOJSTCS PACYETH, SKOHOMHMMECKOE H IOPMIHMHEcKoe
oboCHOBaHME K JIpyrue JHOKa3aTeNbCTBA. IIOSACHEHHMSA K IIONOMKEHHAM, pasfena,
IMyHKTaM OCHOBHOTO MHOKYMEHTa MOIYT pacIojaraThcss ¢ YY€TOM CTeHeHH HX
3HAYMMOCTH MM MOTYT OHITh IPOHYMEPOBAHEL B COOTBETCTBHH C HOMEPAMMU
IIOJIOKEHUH, Pa3fieNioB H IyHKTOB OCHOBHOI'O JOKYMEHTA.

3aroloBOK 3alMCKM JOJDKEH COYETaThCs C HAHMEHOBAHMEM OCHOBHOTO
TOKYMEHTa, HallpuMep:

IloacHuTenbHas 3amicka K  IIPOGKTY IOCTAHOBICHHS  aJMHHHCTPALUN
HaifkoBCKOTO ropockoro okpyra «O 61omkeTHOM Iponiecce B YaiKOBCKOM FOPOICKOM
OKpyre»

WIIH

IMoscHuTenbHasE 3alHCKa K TIPOEKTY  IIOCTAHOBIGHUSA  a[MHUHHCTPAIIUU
YalixoBckoro ropoAckoro okpyra «O BHECEHHH W3MEHEHMH B [OCTAHOBIICHUE
agMuuucTpanuu ropona Yatikorekoro ot 12.03.2019 Ne 37».
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HosicHUTeNbHAS 3aNMCKa K NPOEKTaM aKTOB AJIMHHMCTpAllMd HEHOPMATHBHOTO
XapakTepa COCTaBSIETCA NPU HEOOXONMMOCTH M MOANUCHIBACTCS PYKOBOAUTENEM C
YKa3aHHeM HaHMEHOBAHUS JODKHOCTH.

4.5.5. Axr - uWHQOPMALMOHHO-CIPABOYHEIM JOKYMEHT, COCTABISIONIMNACS
TPYNIIOH JIMI AN TOATBEPIKASHHSA YCTAHOBIEHHBIX (AaKTOB, COOBITHI. AKT MOMKET
COZlepXKaTh BEIBOABI, PEKOMEHOALIMM, IIPEIIOKEHHSI €10 COCTABHTENEH. AKTHI IOJIEKAT
YTBEPXHACHUIO, €CIIM MMEIOT KOHTPONBHO - PEBU3HOHHBIH XapakTep, COAepKat
PEKOMEHAIMA M NPEUIONKEHHS, €CIU OHH He O(GOPMIESHBl pPaCIOPIOUTENBHBIM
JIOKYMEHTOM.

AXT odopmiseTcs Ha obmem GraHKe aIMHHUCTPAIMHE U BKIIOYAST PEKBH3HMTEHL
rep6, HAaMMEHOBaHHE, HAHMEHOBAHWE CTPYKTYPHOTO  IIOApasHeleHus pu
HeoOXOoMUMOCTH, HauMeHOBanue Buma AokyMeHTa — AKT, MOIDKHOCTD IHIIa~-aBTOopa,
MECTO COCTaBICHHSA H OIPAHMYMTCIbHBEIE OTMETKHM IUI PEKBH3UTOB JaTa JOKYMEHTR;
PETHCTPallHOHHBIA HOMED JOKYMEHTa, FPU] YTBEPIKAEHHS TOKYMEHTA.

4.5.6. O6pasus HHOOPMALMOHHO-CIIPABOYHEIX [OKYMEHTOB COIEPXKATCA B
IpUITOKeHUH 8 X HacTosmeR MHCTpy K.

4.6. IloaroroBia n opopmiieHHe CAYKeGHBLIX THCEM

4.6.1. O61me TpeGosanus.

CiyxebHple mHcbMa ~ 0600IieHHOE  HasBaHWe  GONBINOH  CpyIIIEI
YHOpaBI€HYECKMX  JOKYMEHTOB, KOTOpHIE CIY)K4T  CPEINCTBOM  OOIIeHHI ¢
OpraHY3alUAMH K YaCTHRIMH JIHIIAMH.

CiyxeGHble nucbMa AIMHHUCTPALHH MOTYT HAUpaBIATECS KAK CTOPOHHUM
OpraHA3alMAM BHYTPH CTPaHBL, TakK H 3apyOeXHBIM KOPPECIOHACHTAM .

Cogzepxanue  CiIyxeGHOTO  IIMCEMa JOMKHO OBITH  KDATKHM, SICHEIM,
apryMEHTHPOBAHHBIM,  00€Cre4uBaTh TOYHOE ¥ OINHO3HAYHOE  BOCIIPHSITHE
coJieprKailleiics B HeM HH(OpMAITHH.

Ans  mackMa  XapakTepHO —HCIONE30BAHHE MPOCTBIX — PAcHPOCTPAaHEHHBIX
npepioxeruid. Crefyer wusberatb HETOYHOCTH, ABYCMBICIEHHOCTH M3JIOXKEHUS,
HENPaBUIBHOTO MCIONB30BAHMs CJIOB, TEPMHHOB, a Takke INPO(ecCHOHATHIMOB,
U3BECTHBIX JIUIIE Y3KOMY KPYTy JIHII.

[lenecoo6pa3Ho TroTOBHTH MHCEMO IO OAHOMY Bompocy. Ecim HeoGxoammo
OOpaTHTBCS. B  OPTaHM3AIMIO OJHOBPEMEHHO 10 DasHOPOMHBIM  BOTIPOCAM,
nenecoobpasHee COCTABIIATE OTAeNbHbIE TUCHMA M0 KaXKIOMY H3 HUX.

CiyxxeGHoe NucEMO 0 06BeMy HE TOJDKHO NMPEBBITATE 1-2 MeYaTHBIX CTPaHHIL

IloarotoBka, coOrnacoBaHHe M TOAUMCAHHE  CIyXKeOHBIX  IHCEM B
AJMHHHCTPALHN OCyIlecTBIAeTCs nocpeactsoM COJI.

4.6.2. PekBH3HTHI O(hopMIIEHNS THCHLMA.

4.6.2.1. Anpecar.

B kadectBe ampecara MOTYT OBITh OpraHM3alldH, HX CTPYKTYpHEHIE
[OJpasneneHns, JOIDKHOCTHEIE UK (GH3NYECKHE LA,

Hpu anpecoBaHun TOKYMEHTa JOJDKHOCTHOMY NHUIY M (MiH) QU3MIECKOMY JHILY
HUHHMIHAIEL YKA3BIBAIOTCH IIOCHE (DaMHITHH, MEXIY (GaMuIuell 1 HHAHANAME CTABUTCS
npoben (poGeNt CTaBHTCA HPH OFHOBPEMEHHOM Haxatwy kiasmm Shift, Ctrl u

L (V]
06 odopmnennn nucem 3apyGesKHbIM KOPPECTIOHIEHTAM CM.B pasneie 4.8. Hactosedt Hncrpyruum.
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mpobei).

PexsusuT «Anpecar» pacmojaraeTcs Ha OlaHke B BepxHed paBod YacTH B
Ipejieax OrpaHHYHTENBHEIX 0TMETOK. CTPOKH pexBU3HTA «AApECaT) BHIPABHHUBAIOTCH
IIO JIEBOMY Kparo.

CymecTByeT HECKOIEKO CII0cO00B 0(hOPMIIEHHA PEeKBU3HTE «ALpecaTy.

1. AnpecoBaHWe JOKyMEHTAa B OpPraHH3allMI0 H €€  CTPYKTYPHOE
nojpasgeneHue 6e3s ykaszaHKMA AODKHOCTHOIO JHIA WX HAMMEHOBAHWS NUINYTCH B
UMEHUTENILHOM Maflexe:

MuHnctepeTBo 000pOHE! AnMuHHCTpanus IIpesunenta
Poccuiickoit Qenepanuu Poccuiickoit ®eneparum
OTaen nuceM u TeIErpaMm

2. AnpecoBaHME OKYMEHTa KOHKPETHBIM AOJDKHOCTHEIM JIHIIAM.

JOIDKHOCTE B paMuUITHA JODKHOCTHOTO JIMLA YKa3hIBAIOTCSA TOJIBKO B TOM Cilydae,
€CIIA U3BECTHO, KTO KOHKPETHO 3aHUMAaeTCs [aHHBIM BOTIPOCOM,

Ecmu moxyMeHT anpecyercs pyKOBOIUTEIO OPTaHU3AIMH HIIH €r0 3aMECTUTEITIO,
TO HAUMEHOBaHKe OpraHH3alHy JODKHO BXOAMUTH B COCTAB HAaHMEHOBAHHS JOIDKHOCTH
PYKOBOJHKTENA, YKa3EIBa€TCs B IATENBLHOM Iaieike, HaTlpHMED:

Ienepaneromy oupexmopy

i obwedunenus «Azponpomy»

Heanoey B.J].

Ilpr HampaBlNeHMH NOKYMEHTAa KHBIM JAOJDKHOCTHHIM JIMIAM HaUMEHOBAaHHE
OpraHM3alM{ YKAa3LIBACTCA B MMEHHTENBHOM IIaJie)Ke, a NOJDKHOCTE U (pamuivg - B
NartenbHOM. Hanpumep:

Munucmepcmeo obpazosanus u nayxu Poccutickoii edepayuu

«  Vnpasnenue denamu

Beoywemy cneyuanucmy

Heanosy A. Y.

B ormensHRIX chydasx, KpoMe HAWMEHOBAaHHMS MHOJDKHOCTH DYKOBOZMTENS,
YKa3bIBAOTCS JOIICIHUTENGHEIE CBENEHUA O HeM (BOMHCKOE 3BaHHE, yueHas CTeIeHb
WK ITo4eTHoe 3Banue). Hanpumep:

Hauanvruxy wmaba

614532

2ernepan-maiopy

Ceposy K. H,

Lupexmopy Hucmumyma
mMeepovIx MEemainos

OQOKMOPY MEXHUYECKUX HAYK
Cocruny M. T,

Ecnm moxymeHT HampaBlsieTcs JNHIY, COBMENIAIOIIEMY HECKOIBKO NOJKHOCTEH
UM BBIIONHSIOWEMY OIHOBPEMEHHO CIyXeOHble M OOILIeCTBEHHBIE OGYHKIMH, TO
JOKYMEHT aipeCcyeTcs eMy O TOH JIOJDKHOCTH, K KOTOPOH OTHOCHTCS €ro COoIepiKaHue.
YKaseIBaTh B COCTaBe afipecara BCe 3aHUMaeMble UM JOIDKHOCTH HE JIOTyCKaeTes,
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3. AnpecopaHHe [OKyMeHTa (QDH3UIECKOMY JIHILY
HanpuMmep:
Cmupnosy W.II.
Coserckas yi1., o. 25, k8. 15,
r. YalikoBcKkuii,
Ilepmckutt xpait, 617762

B cocras pexsusuta «AnpecaT» MOXET BXOAMTH IOYTOBEIK anpec. ITONHEIH
IOYTOBBIM afipec YKa3hIBAeTCA COCTAaBHTENeM JOKYMEHTA B Clydae e€ro HalpaBleHHS
PasoBOMY KOPPECTIOHACHTY, a TakXKe (pU3NIECKOMY JIMILY. DIeMEeHTHl HOUTOBOTO afpeca
YKa3BIBAIOTCA B IOCNENOBATENBHOCTH, YCTaHOBIEHHON [IpaBHnamu okazaHMs yCIyr
IIOYTOBOW CBS3H, YTBEP)KAEHHBIME IPHKa30M MUHHCTEPCTBA CBA3M H MACCOBBIX
KoMmyHuKaimi Poccutickoit @enepanuu ot 31 urona 2014 r. Ne 234,

O6pasup1 ogopmiieHHS D1EMEHTOB IOUYTOBOIG agpeca
B PeKBU3HTE «AfpecaT (BHYTPEHHHE IIOYTOBbIE OTIIPABJICHHS)

Anpecoranue QUHYECKOMY JIHITY

Kanununy U.IL

Cosetckas yi., o. 25, k8. 14,

r. HalikoBckuii,

Ilepmexuit xpait, 617762

AnpecoBaHue IOpUIUIECKOMY JIHIIY

I'ocynapcTBeHHOE YUpeKIeHMEe
Bceepoceniickuit HayIHO-HCCIE0BATENLCKUI
HHCTUTYT JOKYMEHTOBENCHHS U ApXHUBHOTO eja
IMpodcorosuas yi., 1. 82,
Mocksa, 117393

I'ocymapcTBeHHOE KpaeBoe yUpeKAeHHe
«l'ocynapcTBeHHEI apxuB [lepMcKOTO Kpasm»
Crynenueckas yi., . 36,

r. Ilepms, 614070

IIpu oTnpasKe NHCEMA 110 3IEKTPOHHO# TIOUTe WK 110 (aKCHMMIILHOM cBa3y (Ge3
JOCBUIKE IO TI0YT€) NOYTOBEIY anapec He ykaseiBaeTcs. IIpM HeoOXOOUMOCTH
yKas3bIBaeTCs alpec 31eKTPOHHOH MMouTH (HoMep TenedoHa/dakca).

[TuceMo He MOMXHO comepxaTb Gonee ueThpex aapecarToB. CIIOBO KOS
nepes BTOPBIM, TPETBHM M YETBEPTHIM ajpecaTaMH He CTaBUTCA. Ilpu GonphieM
KOJIMYECTBE a[pecaToB COCTABIAETCS CIMCOK pPACCBUIKH MOOKYMEHTa, Ha KaXIOM
DOKYMEHTE yKa3bIBaeTCsl OIHH afpecaT UlH agpecar opopMiseTcs o6o6IIeHHo.

ITpu pacceuike JOKyMeHTa TpYMIe OpPraHU3alWii ONHOTO TWOA MIH B
CTPYKTYpPHBIC MOApa3NeNeHyst OJHOH OpraHM3allie alpecaT yKa3hBaeTcs 060OIIeHHO.
Hanpumep:

Pykosooumenam empyxmyproix nodpasdenerui
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aomunucmpayuu 9atikosckozo 20poodcko2o oxpyaa

TIpu pacceuike HOKyMeHTa HE BCeM OpraHM3alMsM WIH CTIPYKTYPHBIM
MOAPa3eIeH UM II0] PEKBH3HTOM «AZpecaT» B CKoOKaX yKa3blaeTcs : «(I0 CITHCKY)»,
HanpuMep:

Pyrosooumenam cmpyxmyprvix nodpasoeneruii

aomurucmpayuy 4aiiko8cko20 20podck020 oKpyaa

(no cnucky)

4.6.2.2. 3aroyioBoK Kk TeKcTy (HaMeHOBaHHE JOKYMEHTA).

3aromoBOK K TeKCTy (HaHMeHOBaHKE JIOKYMEHTa) — PeKBU3UT, B KpaTKoH dopme
BEIPKAIOINUH OCHOBHOE COZACPIKAHUE IIMCHhMa, €ro TeMmy. 3arojIoBOK COCTaBJIAETCA
JTHIOM, TOTOBSILMM IPoeKT AokyMeHTa. OTBeuaeT Ha Bompoc «O ueM?» («O xoM7»)
HJIH Ha BOIIpoc «4ero?». [leyaTtaeTcs B OorpaHMUUTENBHBIX OTMETKax Onanka. Touka B
KOHIIE 3aroJIOBKa He cTaBuTCs. Hanpumep:

nmuceMo (0 ueM?) O HanpaBIeHUH CIIMCKOB Ipa)cian

axT (4ero?) npuema-nepenadd e

IIPOTOKON (4ero?) 3acelaHus SKCIePTHOH KOMHCCUH

IIpu Banpapnesuy nucbMa B KadecTBE JONOJHEHHs K paHee OTHpPaBICHHOMY B
€ro 3arojI0OBKe C HOBOH CTPOKH B ckoOkax ogopmiseTcs moa3aroioBok. Hampimvep:
O pasvAacHeHUU 80NPOCO8 HPU U3Z0MOGAEHUU
OAAHKO8 OOKYMEHMO8 U nevamet
(8 dononHenue k NUCLMY OM Ne )

4.6.2.3. Texer.

Texer, KaKk IpPaBHIIO, COCTOUT M3 IBYX 4acTel. B mepBoit 4acTH yKa3miBarOTCH
TPAYHHEBL, OCHOBAHMSA, LIEJM COCTABIEHUS NHCHEMa, BO BTOPOM — BBIBOABI, NMPOCHOHI,
HOPeIIoKeHHA, peKOMeHAay. Eciiy coaepkanyie NUChMa He HYXKAAeTcs B MOSCHEHHH
1. 000CHOBaHWUY, TEKCT CONEPIKUT OAHY 3aKIFOUHTENBHYIO 9acTh (HAIpHMep, Npockly
0€3 mOACHEeHMU).

C TOYKM 3peHHS KOMIO3MIHM (IOCTPOEHHS), MHUCEMA AENSTCS Ha MPOCIBIE U
CILOKHEIC.

IIpocThle nychMa COCTABIAIOTCS B YIPABIECHUECKHX CHTYAIUSIX, HE TPeOyIronmmx
H3JI0KEHHS CHOXKHEIX B aAMHHUCTPATHBHEOM U IOPHIUYECKOM OTHOIUIEHHUSX KOJUIH3HH.

CrnokHble  IMCbMa  CO3JAIOTCA B CHOydasx, TpeOYyIOIMX  OMHCAHHI
YOpaBlIeHYeCKOH CUTyalluy, ee AeTalbHOI0 aHajiu3a, M3JI0XKeHHS H 000CHOBAaHUS
Pa3NUYHEIX MHEHUH, apryMeHTaIn.

CrnoxxHble B KOMIO3HIIMOHHOM IIIaHE TEKCTHI MOTYT COCTOSATEH M3 CIIENYIOIIHNX
yacTei:

obpaluetue;

BCTYILIEHHUE;

OCHOBHOE COJ[EPAKAHUE;

3aKIIOYMEHUe.

TeKeT [JokyMeHTa [HOJDKEH OBITh COCTaBJIEH [PaMOTHO, SCHO, IIOHSTHO
U II0 BO3MOXHOCTH KpaTKo. OH IOIDKeH COHEpXAaTh JOCTOBEPHYHIO U AKTYaJIBHYIO
HHGOPMANHIO, KOTOPOH NOCTATOYHO, YTOOB! NPHHAMATH WJIH HCIIONHITE DEIUeHHS,
He JIOIyCKasl pa3sNUYHBIX TOJKOBAHHUI

B Texcre noKyMeHTa He OITycKaeTcs ynoTpebneHme:
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- IPOCTOPEYHOH K IKCIIPECCUBHOM AEKCHKH;

- MHOA3BIYHBIX 3aUMCTBOBAHMH [TPH HAIIMYKMH SKBHBAJCHTOB HA PYCCKOM S3BIKE;

-~ 00OOLIEHHEIX pacCyXAeHHH, BOCKIMUAHKHA, TPU3BHIBOB, 00pasHBIX CpaBHEHHH,
3MUTETOB, MeTadop;

- abbpesuaryp u rpaduuecKHX COKpalleHWH, KpoMe OGIIENpPUHSTEIX WK
paciu(poBaHHBIX B TEKCTE JOKYMEHTA,

- HCHOPMaTHUBHON JIEKCHKH.

JlomyckaeTcss Ha4MHATH TEKCT IIHChMa C OOpalleHHs K ampecaty, KOTOpOe
neyaTaeTcs NOCpeiuHe CTPOKH, HanpuMep: YBaxkaeMsrii Msan Msanopus!

IIpm obpaiennu K ampecaTy yYMTEIBaeTCs €ro ciyxebHoe TonoXKeHHe, cdhepa
JIeSTENBHOCTH.

Berymienue — 970 GOpMyIHpOBKa TeMbl HHCEMA, OOBACHAIOMAs TIPHYMHBL €TI0
HalUCaHUA.

BosMosxHe! 1Ba BapranTa GOpMYyIHPOBKH TEMBL:

- CChUIKA HA JOKYMEHT (B 3TOM ClIydae YKa3hIBAIOTCA €ro pPEKBH3HTHI:
HayMEeHOBaHKE BHJA JOKYMEHTa, aBTop, AaTa, HOMED, 3aroJIOBOK) MM €ro OTHeIbHbIE
IIYHKTBI, IIOC/YKHBIIHE OCHOBAHHEM HIIH MOBOJOM JUIS COCTABNEHMS IIMChMAa;

- KOHCTATALUs MIIH OIHCAHHe (aKTa, COOBITHI, CIOKUBIIEHCS CHTYAIHH.

Omucanne coOBITHA MIHM CHTYallMM, WX aHANIU3 M IPUBOAUMEIE HOKA3aTelbCTRA
COCTAaB/ISIOT OCHOBHOE COZlep KaHHe TIHChMA.

3aKIIoYeHre — 3TO HTOT PACCMOTPEHMsI IIPEMETa MHCHMA, IIpeICTABISEOLM
c000¥ BEIBOJBI B BUJIE IIPENIOKEHUN, MHEHUH, TpeGoBaHMI, npocsd. 3aKIFOUNTENBHAS
4acTb TUCHMAa MOJXKET 3aKaHIUBAThC (opMynol BexuBocty (C yBaxenuew,.. ).

4.6.2.4. OT™MeTKA 0 HANTHYMH (PUIOKEHHS.

OtMerka © HaNMYMM TIPHIOXEHHS COLEPXKUT CBENEHMS O IOKYMEHTE
(moKymeHTax), npHlaraeMoM K OCHOBHOMY HOKYMEHTY (B COIPOBOIMUTENBHBIX
[TUCBMAX, INPETeH3HAX, axraX, CNpaBKaX M JPYTHX HHOOPMAUHOHHO-CIPABOYHBIX
[OKyMEHTaX) MM O TOM, 4YTO JOKYMEHT SBIeTCH MPUIOKEHHEM K OCHOBHOMY
HOKyMeHTY (B MOKyMEHTaX - HPHIOKEHHSX K pPacHOpSAMTENILHEIM HOKYMEHTaM,
MONOXNEHUAM, MpaBHIaM, HHCTPYKUMSM, [OOTOBOpaM, ITaHAM, OTHeTaM H Jp.
JOKyMeHTaM).

B CONpOBOZMTENBHHEIX THCEMAX M APYTHX UH(POPMAHOHHO-CIIPABOYHEIX
AOKYMEHTaX OTMETKa O NMPUIOXKEHHUHM O0(OPMISETCS TI0J TEKCTOM OT IPaHKIIEI JTE€BOTO
II0JIA CIIEYIOIIUM 00pa3oM:

1) ecn IpUIIOKeHHE HA3BAHO B TEKCTe:

Ilpunoxenue: Ha S 1. B 1 5K3.

2) ecnd NOKYMEHT MMeeT IIPHIIOXKEeHHe, He HA3BaHHOE B TEKCTE, TO YKAIBIBAIOT
ero HaUMEHOBAHUE, YHCIIO ICTOB M YHCIIO DK3EMIUIIPOB:
Iipunoxkenue: gorosop ot 17 stHBaps 2011 r. Ne 3 Ha 5 1. B 2 K3,

3) NpH HATIMYMK HECKONBKHX IPUIOKEHHH HX HyMepyIOT, HallpHMep:
Ilpunoxenue: 1. mpoekt 6romxera Ha 2012 rox Ha 20 1. B 1 9K3.;

2. OsACHUTENBHAA 3aIIUCKA K IIPOEKTY GromkeTa Ha 2 1. B | 5K3.

4) ecnd K JOKYMGHTY IIPHIAraloT APYrOH [JOKYMEHT, TaKKe HMMERONTHi
NPWIOKEHHE, OTMETKY O HAIMYHMH MPAIOKEHH 0OPMIISIIOT CIEAYIOMEM 00pasoM:
Hpunoxenue: xorosop ot 17 smpaps 2011 r. Ne 3 u mpuioskeHHs K HeMy, BCETO
Ha 25 I
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5) ecy NpHUITOXKEHUS COPOIIIOPOBAHEL, TO YHCIIO JIMCTOB HE YKA3HIBAKOT:
IIpunokeHue: THOORBAs HMHCTPYKUHA IO AENONPOM3BOACTBY B  (hedepambHBIX
OpraHax HUCIIOJHUTEIHFHOM BIacTH B 2 DK3.

6) ecilu IPHIOKEHHS! HATIPaBIAIOT He BO BCE YKa3aHHbIE B JOKYMEHTe anpeca, TO
OTMETKY O IO HalIHIuH O(QOPMIISIOT CIEAYIOMHM 0Gpazom:

IIpunoxkeHue: Ha 5 1. B 1 3K3. TONBKO B IIEPBHIH ajpec.

7) ecnM UpWIOXKEHUEM SBAAIOTCH NOKYMEHTHI, 3afucaHHble Ha QU3WYecKU
000c00IeHHEI# 3JIeKTPOHHEIH HOCHTEIE!
IIpunosxenue: DVD-R B 1 2x3.

Ilpu 3ToM Ha BKIanxsimle (KOHBEPTE), B KOTOPHIM ITOMEMIAETCA HOCHTEIND,
YKa3bIBAIOTCA HAaNMEHOBAaHUA JOKYMEHTOB, 3alTUCAHHEIX Ha HOCHUTENb, UMeHa (haiiiios,
obreM B Galitax. JononHuTeNbHO MOXeT ObITh YKazaH dopmar daiina (docx, pdf, odt
WK HHOH).

8) mIpy HaIMYHKM HPHUIOKEHHIM, TOATOTOBIECHHEIX B (OpPMe 3NIEKTPOHHEIX
JOKYMEHTOB Y IepechlIaeMbIX 0 HH(OPMAaIUOHHO-TEIeKOMMYHUKAIMOHHONH CeTH,
OTMETKY O IIPUIONKESHHH peKoMeHgyeTcss oQOopMIATE CHeAyIomuM  obpasom
(KONHYECTBO SK3EMIUIIPOR TIPH 3TOM HE YKA3hiBACTCS):

IIpunoxkenune: aHanuTH4YeCcKas crnpasxa o... Ha 20 5., CrnpaBka_195.pdf, 55 Kb.

Ecnn npunoxenuii HECKONHK0, OHU MOT'YT BKIIFOUATHCS B OIWH apXWBHEIN (aiin
(hopmaTa zip ¢ yKazaHHEM KoIHdIecTBa (aliNoB, TOMEIIEHHEIX B apXUB, U HX 00BeMa B
Oalitax (c mobaBnenmeM HHOOPMAUWH IJIs BOCCTAHOBIEHMS He MeHee 5% oT obimero
obreMa ¢aiina B hopmare zip). Hanpumep:

ITpunoxxenne: 5 npunoxeHu# B ofAHOM (Qaiine (uMsa Qaiina ¢ paciIupeHHeM zip)
o0neMoM (B OafiTax).

9) IlpunoxeHwe, XOTOpoe SBIAETCS CAMOCTOATENBHLEIM JIOKYMEHTOM W
HaIIPaBIIAETCSA COMPOBONAUTENBHBIM THCEMOM, 0GOPMIISETCS CISAYIOITHM 06pa3om:

IIpunoxerue
K MHACHMY aIMHHHCTPAIIAH
HalKOBCKOr0 r'OpOJCKOr0 OKpyra
oT Ne

4.6.2.5. Hopnuce.

CrnyxebHble THCHEMA TTONMUCHIBAIOTCS JODKEOCTHEIMH JIMLIAMYE B COOTBETCTBUY C
HPeJOCTaBICHHBIMI UM MOJHOMOYHAMH.

PexBuzut «llommuce» pacrionaraercst roj TEKCTOM XM OTMETKOH O HAIMYUU
TIPHIIOMKECHHUS.

B coctaB pexBmsurta «dloamuce» BXONAT: HAaUMEHOBAHHE JOJDKHOCTH ITHIIA,

TIOATIMCABIIETO NOKYMEHT, JIHYHas IOANHCH, PACHIM(pPOBKA IOIIHCH (MHULIHAIILL,
haMunns), HarpuMep:

HavansHuk ynpasneHus nemaMu JIyHas oxmIucs H.0. Gammus

HanmveHoBaHKe JOIDKHOCTU TIeHaTaeTCs OT JISBOH IPaHUIBI TEKCTOBOTO IIOJIS.

ITpu odopmnenun noxymMeHTa Ha ONaHKe NOIDKHOCTHOTO JIMHA JOIKHOCTE STOT0
JULA B TOANMCH He YKa3EIBAIOT,

Ecnu poimpkHOCTHOE HI0, Ha GlaHKe KOTOPOTO 3arOTOBIEH MPOEKT HOKYMEHTA,
OTCYTCTBYET, TO JOKYMEHT MONIUCHIBAET JIHIIO, MCIIONHIONee ero oOs3anHocTH. [Ipu
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OTOM 00s3aTeNBHO YKa3hIBaeTCs (akTHueckas MODKHOCTh JIMLE, IOMIHCABIIErO
IoKymeHT. Hampumep:

H.o. rybepraropa kpas JInyHas noamucs H.0. amunus

HpI/I TIOATIMCAHHH TIIHChMA HECKONBKHMH JTHIIAMM PaBHBIX JOJDKHOCTEH HX
HOANIMCH pacniojiararoTesa Ha OIHOM YpPOBHE. Hanpﬁmep:

Ilpencenartens lymsr I'naBa roponckoro oxpyra —
HalKOBCKOT0 FOPOICKOTO OKpYIa TIaBa aAMMHUCTPAIIHH
HalKOBCKOr0 ropoACKOTo OKpyra
N.O. Gamumst N.O. Gamunus

Ilpy mopmucaEMum IOKyMEHTa HECKONBKMMH JOJYKHOCTHBIMM JIMLIAMH WX
TIOJMKMCH PAcIoNaraloT OIHY IMOJ IPYyroH B MOCIENOBAaTENBHOCTH, COOTBETCTBYIOLIGH
3aHMMaeMor IoxkHocTH. Hanpumep:

Hauanvuux ynpasnenus
3EMENLHO-UMYUECIMBEHHBIX ONTHOMUIEHUT Jluunaa noonuce H.0. Damunus

Hauanenux omoena
UMYILYECINBEHHBIX OMHOULEHUT Jluunas noonuce H.O. Qamunus

I"apanruiinple mucEMa, IMUCEMa (QHHAHCOBOTO XapakTepa OQOPMIAIOTCA Ha
OJlaHKe, NOANMCHIBAIOTCA PYKOBOZMTENIEM X IJaBHBIM OYXIaJITepoM, 3aBepsroTes
repGoBoii nevarTkio.

His BUSyanusaliy 3NeKTPOHHON TOMIINCH [ONydaTeleM JOKyMeHTa IpH ob6MeHe
SJIEKTPOHHBIMU  [OKYMEHTAMH, TOANMCAHHBIMH YCHICHHOH KBanU(pUIMpOBaHHOM
3IEKTPOHHOH MOIIIUCEHIO, MCIONB3YeTCA OTMETKAa 00 DIEKTPOHHOM [ONIMKCH, KOTopas
(popMHpYyeTCS M BU3YAIHM3HPYeTCS TPOTPAMMHBIME CPEICTBAMH B COOTBETCTBHM C
YCTaHOBIEHHBIMU TpeboBanmsMu. Hanpumep:

HaganeHuk ynpaenenus AORYMEHT OANACAN H.0. Gavunus
IAEXTPOHHON NOAMCLIO

Copradrenms 12222 ppplNRRo0ioni
Baanenty Tavame Mg Qe
Hodcrawreson g GLOS. 2012 v 03062022

4.6.2.6. BU3b! cOrIacoBAHHS NHCHLMA,

Bu3a CBHUIETENBCTBYET O COFNACHM MIM HECOINIACHM JOJDKHOCTHOTO ITHIIA
(paboTHHKa) ¢ comep:KaHHEM TpOeKTa NOKyMeHTa. Bu30i odopMisercs BHYTpeHHee
COIIACOBaHUE TOKYMEHTA.

Jo TmpencraBneHus Ha HONIKMCH [JlaBe TOPOACKOTO OKpyra — IJIaBe
aIMHHHCTPAlnK JaHKOBCKOTO I'OPOJCKOTO OKpYIa MM MCTIONHAIONEMY OGI3aHHOCTH
IJiaBbl FOPOJCKOTO OKpYra — INIaBhl aAMHMHHCTpaluy YafKoBCKOTO I'OPOACKOrO OKpyTa
NPOEKTHI HCEM B 00A3aTEIbHOM TOPAAKE JODKHEI GBITh COTNIACOBAHBI MX ABTOPAMHE C
3aMECTHTEAMH INaBBl AIMHHMCTpALiy, chepy AeATENPHOCTH KOTOPBIX 3aTparvBacT
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IIPOEKT.,

Busa cormacosanmsa IHCbMa ogopmisieTcs ¢ ucmons3zoBaHueM COJI, myrem
3aBepIleHHs 3a7a4y coriacoBaHus. CuHCTeMa aBTOMATHYECKH MPOCTABISIET Hary
COTJIaCOBaHHUS.

Cpox BU3MPOBaHUA MPOEKTa THCHMA COCTaBINgeT 1 JeHE.

CHucox cornacymomidx H HX HMOCIeI0BATEIBHOCTE OIpPENeNIeTcss MapuipyToM
cornacoBanus B COJI ¥ 3aBHCHT OT KaTeTOpHu ajpecara, [TOIUCAHTa H BUa IHChMa.

4.6.2.7. I'pnd coriacoBanns.

CornacoBaHue IpoeKTa ITHCHMA CO CTOPOHHUME OPraHM3alusMe, 0(QopMIIsSeTcs
yepes rprd corracoBanusl.

I'pug cornacoBaHus B 3aBHCUMOCTH OT BHJA JOKYMEHTa M 0COOEHHOCTEl ero
O(MOPMIICHHSI MOXKET IIPOCTABNIATHCS:

- Ha IIepBOM JIMCTe HOKYMEHTa {eClM NOKYMEHT WMEET THUTYNBRHBIH JIHCT, - Ha
THTYIBHOM JIUCTE) B JIEBOM BEPXHEM YIUYy Ha YPOBHE Ipuda YTBEPIKACHHUS WIH IO
HaUMEHOBaHHUEM JOKyMeHTa OJrKe K HHXKHEMY OO,

- Ha ITOCIIIHEM JINCTE JOKYMEHTA IO TEKCTOM,;

- Ha JICTE COTNIACOBaHUs, IBILIIOIIUMCS HEOTHeMIIEMOH JacThI0 IOKYMEHTA.

I'pud cornacosanus cocrout us ciora COI'JTACOBAHO, momxHocTH JHua, ¢
KOTOPEIM COrJIaCOBAaH NOKYMEHT (BKJIIOYas HAMMCHOBAHHE OpPTaHH3AlMH), JITHYHOH
IIOJIACH, PaclMQpoBKH HoAmucH (MHUIMANOB, (aMHIMM) W HATH COIJIACOBaHMI,
HapuMep:

COT'JTACOBAHO
HavmMeHnoBanue JOMKHOCTH
Jluunas noonuce AW, VBanos
Harta
. Ecnu  cormacoBaHHe OCYIIECTBIJETCS KOJJIETHANBHEIM OpraHoM, B TIpHube

COTJIACOBaHHMs YKa3blBAlOT CBeJeHUs 00 opraHe, COTNIACOBABIIEM IOKYMEHT, HaTe U
HOMEpe IIPOTOKOJA, B KOTOPOM 3a(MKCHPOBAHO pPEIICHHE O COINacoBaHHM. Ecnu
COTNIaCOBAHME OCYILECTBIIETCA NMCEMOM, YKa3BIBAIOT BHJ TOKYMEHTA, OPraHU3aIHIO -
aBTOpa JOKYMEHTA, AaTy U HOMEpP MUCEMA.

ITpumep:

COI'TACOBAHO

CoBeToM AMPEKTOPOB

AO «IIpodunb»

(npoTokoJ OT N )

4 6.2.8. OTMerKa 00 HCTIOJHHATETE,

OtmMerka 00 HcIonHUTENEe BKIIOYaeT (QaMUIHIO, UMS U OTIECTBO UCTIONHHTEINS,
HoMep ero Tenedona. OtMeTka 06 MCIONHATENE MOXKET JOMOIHATLECA HAUMEHOBAHHEM
TOJDKHOCTH, CTPYKTYPHOTO MoJpa3ieleHys U DJIEKTPOHHBIM aipecoM HCIoIHUTEN. B
Cllydae ecj¥ IIMChMO OTIIpaBiIfeTcA 3a IpeAens! UalKkoBCKOTO IOPONCKOrO OKpPYTa,
HOMEPY CIyXeOHoro TtenedoHa MOJDKEH INPEeAUIeCTBOBATh TeNe(OHHBIH KOA T.
YatixoBcKoro.

OtMerka 00 ucmonuurene oQopMIgeTcs Ha JIHIEBOM CTOPOHE IOCTEIHEro IHCTA
JOKYMEHTa B HIDKHEM YIJIy OT I'PaHVIIB JIEBOTO TIONS HIIM, IPU OTCYTCTBHH MECTa, - Ha
000pOTHOH CTOpOHE BHHU3Y ClIeBa.

Hanpumep:



40

3abenun Hearn Andpeesuy,
+7(34241) 3 28 70,
ZabeliNe(@gov.ru

OtMmerka 06 ucmonauTene Moxer OQOPMIATHCH KAK HHXKHHN KONOHTHTYN M
neYaTaThes WPHQTOM MEHBIIETO pasMepa.

Ha noxymeHTe, NOATOTOBJCHHOM IO IOPYYEHMK PYKOBOIMTENA IPYIIION
MCIIOJTHUTENeH, B OTMeTKe 00 HCIONHMTeNe YKas3hlBaeTcs (GaMMIHI OCHOBHOTO
HICIIOJTHHTESIA.

4.6.2.9. OTMeTKA 0 3aBEpPEHHH KONHH.

OrMeTKa 0 3aBepeHMH KOIHH OGOPMIISETCs . i IOATBEPKISHHS COOTBETCTBHS
KOIMH NOKYyMEHTa (BBIIMCKM H3 JOKYMEHTa) MOMIHHHMKY NOKyMeHTa. OTMETKa o
3aBEPEHUH KOIIHH IIPOCTABIAETCs MOA PEKBH3MTOM «IIOLIMCH»Y M BKIIOYAET: CIOBO
«BepHo»;  HaWMEHOBAaHME  JOIDKHOCTH  JIAIA,  3aBEPHBILEIO  KOMMIO,  €ro
COOCTBEHHOPYYHYIO MOAMNCE; PacIIM(ppPOBKY MOANHCH (MHHIMATE, (AMIIHIO); naty
3aBEPEHMA KOIKH (BBIMHCKH H3 TOKYMEHTA).

ITpumep -

Bepno

Kowncynomanm ynpaenenus oenamu  I[lodnuce H.O. Pamunus
Lama

Ecnu xormus BeIZAaeTCA At NPEACTaBIEHUSA B APYTYIO OPraHM3allMIo, OTMETKA O
3aBEPEHMH KOMMM JOIONHACTCS HANIMCHIO O MECTe XPAHEHHS HOKYMEHTa, ¢ KOTOPOTO
6bima wsrotosnena komus («IIOANMHHMK TOKYMEHTa HAXOIUTCH B (HAMMEHOBAHHE
OpraHu3aiuu) B Aene Ne ... 3a ... TOX») U 3aBEPACTCS [I€YATEIO OPraHU3aIHH.

JIHCTBI MHOTOCTpaHHMYHBIX KonMH HyMmepyioTcs. Ha KONHSX MHOIOCTpaHHUHBIX
AOKYMEHTOB OTMETKa O 3aBEPEHUH KOIIMH MPOCTABIACTCS Ha KAKAOM JIHCTE NOKYMEHTA
UK Ha IOCAEAHEM JIMCTe IPOMIMTOTO MM CKPEIIIEHHOTO MHBIM 06Pa3oM HOKYMEHTA.
3amuch 0 MecTe HaXOXKIEHMS IOUIHHHKKA IPOCTARIILETCS TONBKO HA HOCIEIHEM JTHCTE
JOKyMEHTa.

Jinst MpOCTaBIIeHHS OTMETKH O 3aBEPEHHH KOMMH MOJKET HCITONIB30BATHCS IITAMII.

Komnuu 351eKTPOHHBIX AOKYMEHTOB, KOTOPBIE HANPABISIOTCA MO CeTH MHTepHeT
unu B COJ{ 3aBepAIOTCA MEKTPOHHON IOAMHCHIO TNIABEl TOPOACKOTO OKPYra — IJIaBhI
aAMHUHHCTpauH YalKOBCKOroO IOpPOACKOTO OKPYI'a HIH APYroro YIOMTHOMOYEHHOIO
MM JIMIA, W BBICKIIAIOTCA HX IONYYATENIO C CONPOBOAMTEILHEIM IHCHMOM B opMme
3IIEKTPOHHOTO AOKYMEHTA.

Komuu 37eKTpOHHBIX JOKYMEHTOB Ha (pU3HYEeCKH OOOCOBICHHBIX HOCHTENNX
BBICBIIAIOTCS MONYYATEIIO C CONPOBOAUTEIFHBIM TUCEMOM Ha OyMaxcHoM Hocurene. Ha
060Cc00IeHHOM HOCHTENE HHPOPMAIIME HEOGXOANMO HECMBIBAEMBIM MAPKEPOM yKA3aTh
perucTpanuonssie fanueie: «lIpunoxenue x mucsMy ot (mara) Ne...».

B Texcre CONPOBOAMTENBHOrO IHMChMa K KOIHSM ONEKTPOHHBIX JOKYMEHTOR
YKa3bIBAIOTCA TaKue JaHHBIE!

. HaUMCHOBaHME HH(QOPMAIMOHHOM  CHCTeMBl, B KOTOPOH  XpaHsTCH
IOKYMEHTEH];

. HaUMEHOBaHHA HOKYMEHTOB, KOIIMH KOTOPBIX HANPABIISIOTCS;
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. Ha3BaHUA (PaliIoB JOKYMEHTOB C ykasaHueM (opMaToB (aiioB u o6beMa
Kaxxnoro (aiina B Gaiirax;

. JaTa U3TrOTOBJCHHA H 3aBCPCHHA KOIIHH.

Komus 3MeKTpOHHOIO MOKYMEHTa, NpeACTaBIeHHAs B BHIC JOKYMEHTa HA
OyMa)XHOM HocuTese, 3aBepseTcs B IOpPAAKe, YCTAHOBICHHOM Ul 3aBEPeHMs KOIHi
NOKyMEHTOB Ha OyMaXHOM HOCHTENe, ¢ YKa3aHHeM, B KakKoi HHGOpMaluoHHON
CHCTEME XPaHUTCA ANEKTPOHHBIA JOKYMEHT.

O6pasen; oQopMIIeHHs CIy)KeGHOTO THCHMA CONEPIKUTCSA B IPUIOKEHHH 9 K
Hactosie# Mactpykium.

4.7. Oco6eHHOCTH HOATOTOBKH H opopmieHus TeedoHOrpaMm

Texcr TenedoHOrpaMMBl IepefaeTcs YCTHO MO KapalaM Tele(oHHOM cBA3H H
3anuchIBaeTCs (TIeTaTaeTCs) Nony4YaTeeM.

TenedororpaMMBl HCIIONB3YIOTCA OJsL OIEPATHBHOIO PEIIEHHs BONPOCOB B
CIydasx, Korfa cooOIeH s, iepeiaBaeMsble 0 Tenedony, TpeOyIoT JOKYMEHTAILHOT0
opopmienus. TenedoHorpaMmMamMy EPENAIOTCS HECIOKHBIC TeKCTHI (IPUITIAIEHHS Ha
COBEIAHMS, 3aceaHts U T.1.)

- TenedororpamMmsl 0pOPMISIOTCS HA YUCTOM JHCTE GyMard ¢ YKa3aHHEM BCexX

HE0OXOTUMEIX PEKBU3UTOB.

. IOpunuyeckas  cuma  mocTynuBumied — TeleOHOTPaMMBEI  OIpPEEILICTCA
CIeIYIONIME PEKBUIHTAME:

' HCXOJSIUIAM PETHCTPALMOHHEIM HOMEPOM OTIPABILIeMOH TeleOHOIPaMMET,

. [JOIDKHOCTBIO, (amMuiMeldl, HMeHeM, OTYECTBOM JIWIA, OTIPABHBILIETO
TeneOHOrPaMMY;

., IOIDKHOCTbIO, hamuineH, UMEHeM, OTYECTBOM M HOIHCEI0 JTUIA, PHHABILETO
TeleOHOrpaMMY;

BXOJAIIHM PETHCTPAIlMOHHEIM HOMEPOM MONy4YeHHOH Tene(OHOTPaAMMBI.

TenedoHorpaMMa cocTaBliAeTCS B OINHOM OK3EMIUIIPE H IOAMMCEIBAETCS
PYKOBOJMTEIEM HITH OTBETCTREHHEIM HCIIONHUTEIEM.

Bxogamue TenedoHOrpaMMBl Ha UMS  PYKOBOAWTENEH INPHHAMAKOTCS W
PETHCTPUPYIOTCS CIEIUATHCTAME IPUEMHEIX.

Hcxopamue TenedoHOrpaMMbl TOTOBITCS, PETHCTPUPYIOTCS U IEPEAAIOTCS II0
IOPYYEHHIO PYKOBOIHTENeH CHENHATHCTAMH TPHEMHEIX MHIH OTBETCTBEHHBIMH 32
pabory ¢ [OKyMeHTaMH B  CTPYKTYPHBIX  WOJpasHeNeHHsX, OTPACIEBHIX
(byHKUHOHANBHEIX) Opranax AJMHHHCTPAIMH.

I'Ipu odopmnennu TeneGoHOTPAMM YKA3EIBAIOTCS:

HaMMEHOBaHHUE OpraHH3alliH-0TIIPaBUTENs,

PErUcTpalliOHHBIH HOMED U JaTa;

BpeMs IpreMa-riepeaayy,

anpecar;,

TEKCT;

O/IIIFCE;

OTMETKA O TIepeaaye;

OTMETKA O IPHEME.,

B neBoM BepxHEM yIily nedaTaloTcs HAUMEHOBAHUE OPTaHU3alUH-OTIPABUTENS,
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HapMeHosanue Buaa nokymenta — TEJIEQOHOIPAMMA (meuaTaeTcsl NpONHCHBIMA
OyKBaMH), PETMCTPALlIOHHEIM HOMED, Aata (HaToi TenedoHOrpaMME] SBISIETCS JATA €6
repemadn).

PexBusut «Anpecat» oQopMILIETCS B IPABOM BepPXHEM YIITY.

Ecnu tenedonorpamMma mepenaercss B HECKOJIBKO OXHOPONHBIX OpPTaHM3aIyi, TO
afgpecar ykasblBaercss obGoOmieHHO. IIpnm nepemaue TenedOHOrpaMMEl HECKONLKHAM
ajpecaraM B Tele()OHOTpaMMe IPOCTaBIAeTCs oTMeTka «IlepeflaHo COTIIACHO CIHCKY
(CHHCOK IIpHIIaraeTcs)y.

@opmMa CHXCKa OpraHU3alui Ad nepefaud Tele()OHOTPaMMBI COIEPKHTCA B
npunokesud 10 x Hacrosmeit MHCTPYKIIHH.

Texcr TeneponorpaMmsl opopmirstercs ¢ ab3alHOro OTCTyna. B TekcTe ciemyer
usberath TPYAHOIPOM3HOCHMEIX CIIOB M CIOXKHHIX 06opoToB. B TenedonorpamMme He
JOJDKHO OBITH Gonee 50 cioB.

Pexpusut «llogmmce» COCTOMT W3 HAWMEHOBAHHA JODKHOCTH  JIMIA,
IONNUCABINETO Tene(pOHOrpaMMy, €ro WHHUMANOB ¥ (aMHIMH [ BXOZISIIHX
TCIACHOHOrPaMM, & TaKKe JIHITHOM HONIUCH [T HCXOISIMX TenedOHOrpamMm.

OrMeTka 0 mepefiaue odoOpMISETCST HIDKE MOLMUCH OT TPAHMITHI JIGBOTO MOJS |
cocTouT U3 crnoBa «llepefan»; HAUMEHOBAaHMA AOMKHOCTH, HHUIMAIOB U (QaMUIHY
NHLa, NepefaBiiero TelehoHOrpaMMy; HOMepa TenedoHa, MO0 KOTOPOMY IiepenaHa
Tene(poHorpaMma.

OtMeTka o mpueMe oQOPMIAETCS TAKXKE OT IPaHuiBl JIGBOTO IIONS HHKE
OTMETKH O Tepefade M COCTOMT H3 ciioBa «lIpWHAI»; HaMMEHOBAHMS MOJDKHOCTH,
MHUIHAIOB U (aMMluy JIMLA, TIPUHABIIErO TeIepoHOrpaMMy; Homepa TenedoHa, IIo
KOTOPOMY IIPHHATa TeledoHorpaMMa.

®opma TeneoHOrpaMMBI CONEPKHUTCS B NPHIOKEHHM 11 Kk Hactosmiei
HHCTpyKIIHH.

Bxomsmue u ucxojgmue TenedOHOTpaMMBI PETHCTPUPYIOTCS B XKypHaiaX, B
KOTOPBIX (PUKCUPYIOTCS:

peTHCTPalMOHHEIH HOMeEp;

IarTa, BpeMs npuema (epefayn);

HAaHMCHOBaHNE OPTaHM3AUUH-OTIPABHUTEN; JaTa, PeTHCTPALHOHHEI HOMep
Tene(OHOIPaMMBI {JIst BXOAAMINX Tesie()oHOrpaMM);

HAaUMEeHOBAHUE OPTaHM3aAlNU-TIONYYaTeN s (A1 HCXOAMIUX TenedOHOrpaMM);

(amunu ¥ HOMepa TelehOHOB DPaGOTHUKOB, HPHUHABIIMX M IEPEIaBIIHX
tenehoHOrpaMMYy;

KpaTKoe CoaepikaHue TeneqOHOTrPaMMEI;

HAaUMEHOBaHHE MOJDKHOCTH, MHUIMANBL, (haMHIIH JIHIA, KOTOPOMY aApecoBaHa
Tene)oHOrpaMMa (Ui IlepeiaHa Ha HCTIOIHeHHEe — IS BXOMALIMX TeneoHorpaMm);

CoJiepKaHue PE30TIONMH (I BXOAAMINK TenedoHorpaMm).

Iocie  zammcy B oKypHalne Ha  TenedoHOrpaMMe — IPOCTaBIAETC
PETUCTPALMOHHBIN IITAMII C AaTOH 1 HOMEPOM.

Bxoasuiue un ucxoznsuue tenedororpaMMel GOPMEPYIOTCS B Ieia M XPaHATCS B
IIPUEMHBIX PYKOBOJHTENE! B COOTBETCTBHM ¢ HOMEHKIATYPOH Jell.

4.8. OcobennoCcTH NOATOTOBKH H 0(hoPMIeHMs CyKeOHbIX MHCEM, HATIPABISAEMbIX
3a pybex
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4.8.1. O6mmue TpeGoBanu,

Cry>xe0Hble THCHEMa O(QOPMIIAIOTCS HA OJIaHKaX YCTAHOBISHHOH (OPMEL

CnyxeOHple nuChbMa, HalpaBsieMble B IIPABUTENBCTBA  HHOCTPAHHEIX
rOCYdapCTB, IeHEepalbHEIE KOHCYNIBCTBA, KOHCYJILCTBA Ha TeppHTOpud Poccuiickoil
Denepanui, a Talke PYKOBOAUTENIM MEXIYHAPOJHEIX OpraHu3alui, o(QopMIsioTes
Ha Omanke AIMHHHCTpallid ¢ BocmpousBeneHueM Iep6a UafikoBCKOTO TOpOACKOro
OKpyra B MHOTOIIBETHOM BapHaHTe.

Ilucema B agpec Ipyrux 3apyOexHEIX aapecaToB HaNpaBIAlTCS Kak 3a
MOAINCEIO TJIAaBBI I'OPOACKOrO0 OKpyra - TIJaBbl aIMUHHCTparuu YaHKoBCKOI'O
TOPOJCKOTO OKpyra, TaK M 3a IOANKCHI0 3aMecTHTeNeH IIaBbl AIMHHHCTpPANUKH Ha
OnanKax ZOKYMEHTOB JOJKHOCTHBIX JTHIL.

IIucema mo psimy pabodmx BOTIPOCOB (YTOYHEHHE CPOKOB BH3HMTA, Ipockba 06
obopMIeHHMH TpHITameHd#t W T.4.) oQOpMIAIOTCS Ha OJaHKe IOApasIeneHus,
BEAYLIEro IepernucKy, 3a IOANUCHI0 PYKOBOAUTENS TaHHOTO TI0APA3HeICHHU.

Ioproroska mpoekTa NHUchMa Ha OilaHKe AJIMUHUCTPALMU IJI1 MEXAYHAPOIHOM
IEePelHCKA OCYIUECTBIIeTCS UCIIOHUTENeM ITHCEMa.

4.8.2. OdopmiieHHe PEKBH3UTOB CJY:KeGHOI0 MHCHLMAa, HANPABJIAEMOTO 3a
pyoGex.

©4.8.2.1. Anpecar

“:]lpy  odopMIeHMH peKBH3WTAa «AJIpecaT» pPeKOMeHIyeTrcs  cobmonarh
TpeOOBaHus, YCTAaHOBIEHHEIE K O(QOPMIICHMIO AaHHOTO PEKBHM3MTA IPH MEpENuCKe B
npenenax Poccutickoit ®enmeparum.

CocraBHble 9acTH PEKBHU3HTA «ANIpecaTy» NOITYCKASTCSH [EUATATE KAK CTPOYHBIMH,
TaK ¥ IPONUCHEIMH GyKBaMH.

Wmsa, hamunns, TOMKHOCTE apecaTa MUIIYTCS TaK e, KaK OHH JaHBl B IOMNUCH
Ha IIOCTYIIMBIIEM JOKYMEHTE.

Ocoboe BHUMaHHe TpeSyeTcs IIp¥ HANWUCAHWM CIOXKHBIX MMEH M (haMuiui
(McraHCKMX, apabCKUX W Jp.), HeNb3s JOIYCKaTh MX COKPAIIEHHS, PYKOBOACTBYSICH
IpaBUIaMK PYCCKOTO sA3bIKa. B psafe coydaeB, B 3aBUCHMOCTH OT MECTHOH IIPAKTHKH,
nepes dhaMuInel U, KOTOPOMY HANpaBlSeTCs MUCHMO, PEKOMEHIYETCS YKa3biBaTh
ero Tutyn. Hanpumep:

Ero IIpeBocXOmuTENBCTBY

rocrionuay M. Aunepcy

Ypessrryaitnomy u [Tomsomounomy Ilociy

(odbunuansHoe HasBaHUe CTPAHEL)

ITpy HamMcaHWH CTpaHBl YHOOTPeOJSIeTCs TONBKO OQUIMANLHOE HazBaHMe
rocylapCTBa Kak IIOJIHOe, Tak M Kpatkoe (Hampumep: «Coemmuennsle Illrarsr
Amepuxm» unu «CIIA»).

4.8.2.2. 3aronoBoK K TeKCTy (HaUMEHOBAHUE JOKYMEHTA)

IIpu odopmueHHH Ciy:xeGHOTO MHUCbMA 3ar0JIOBOK K TEKCTy (HauMeHOBaHHE
JOKYMEHTa) MOKET OTCYTCTBOBATS,

4.8.2.3. Texcr

TexkcT nuceMma HauMHAETCS CO BCTYNUTENBHOro ofpameHusa. ECiM ITHCHEMO
aapecoBaHO MMHHMCIPY, TO B 3aBHCHMOCTH OT KOHKPETHOTO Ciydyas ¥ MECTHOMH
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IpaKTUKH  IIpeaniaraercs nucatb:  «l'ocmojud  Munuctpy mim «Bame
[IpesocxomutenscTBOY». B 06paluennn nonyckaeTcs 1oGaBIeHHe CI0Ba «YBa)xaeMbIi»,
HallpuMep «YBaxaemblil rocrmogud Munnctp». CIIOBO «TOCHONMH»  IIMIIETCS
HOJNHOCTBIO UK COKPAIIEHHO.

B 11e110BO# IIepenucKke TakiKe MOTYT HCIOIB30BATHCS CIEAYIONUE OBpaIeHUs:

«YBaXxxaeMbIH TOCIIOAWH BIK» - K My»XUYHHE

«YBaxaemas rocroxa CMHUTY» - K XeHIIHUHE

«YBaxkaeMble TOCIIONa» - K OpraHU3al{H B IENOM.

ITocne obparenus cnellyeT 0CHOBHOH TEKCT, KOTOPBIA COCTOMT U3 Tpex wacTeil;

BCTYILIEHHE

OCHOBHOE COJepKaHue

3aKIIOYEHHE

Berymnenne - 910 QopMynHpoBKa TEMBI [IHCHMA, OOBACHSIONAS IPHIUHEL €TI0
HaIlMCaHMs.

OcHoBHOe coziepikatue MIChMa COCTABISIIOT ONHCAHUe COOBITHA MIIH CATYALHH,
WX aHaJIU3 U IPUBOJIMMEIE IOKA3aTehCTRA.

3akmoyeHre - 5TO HTOr PAcCMOTPEHMs NpeAMeTa MHChMa. B 3aKIoYeHHH
u3JiaraeTcs npoceba, cornacue WK 0TKa3, HallOMIHAHHE, IPeAIokKeHue.

1IMCEMO PEKOMEHAYETCS 3aKaHIMBATh GOPMYIaMy BEXIMUBOCTH, HAPHUMED:

Ipomy Bac, rocnopun Ilpesunenr (rocmoama Ilocon, rocnonus Munuctp),
NIPUHATH YBEPEHHs! B MOEM BecbMa (CaMOM) BEICOKOM YBa)KeHHH.

IIpoury Bac, rocnogun Xaian Bionep, mpuHATE yBepeHHS B MOeM rIryOoKOM
YB@KEHUH (MITH TTOYTCHUMN).

C ysaxxeHHeM U HafeXno# Ha NanpHelnee COTpyIHHYECTBO.

MoryT Tare wucmomp3oBaThes cmoBa: «C MCKpeHHHM yBaxkeHHmem», «C
rry6oxuM yBaxkeHueM», «Mckpenne Bamm, «C ypaxenunem».

B OTBETHOM NMHCEME 3aKMIOYUTENbHAS (POPMyITa BEXKIHBOCTH (OPMYIHPYeTCs B
IIOpANKE B3aMHOCTH.

Ecmut ecTs mpmioxeHse, TO HEOOXOAUMO CHENATh OTMETKY O HAIHYHH
NPHIOKEHHUS, KOTOPAs PACIIOIaraeTes 0 TEKCTOM.

4.8.2.4. TTonnuce

Ilpu odopmmesmu gokyMeHTa Ha O6naHKe NHMCbMa JOKHOCTHOTO JIHIA
AZIMHHHCTPALHK JODKHOCTE 3TOTO NHLA B TIOAIKCH He YKA3BIBAIOT.

4.8.2.5. OtmeTka 06 HCHONIHATENE

Ha noanuuamke mHCBMa 3apy0exHOMY ampecaTy oTMeTKa 06 WCHONHHTENE He
IIPOCTABIIIETCS; OTMETKA OQOPMILIETCS Ha KOIMY IIHCEMa, OCTAIONISHCS B e,

4.8.2.6. Buse! cornacoBayus MHChEMa

[IpoexTs! muceM 3apyGeskHBIM KODPECIOHAEHTAM COCTABISIOTCA Ha PYCCKOM
A3BIKC M BU3MPYIOTCA Ha BTOPOM ISK3EMILIApE, OCTAIOIEMCS B Aele. B COCTaB BH3BI
BXOTAT: AO/DKHOCTH BH3HPYIOLIET0, MOAIMCh, PacliM(pPOBKA MOAMMCH (MHHITHANEL,
hamMumu).

Ho TmpexcraBneHus Ha TOAMHCH TNaBe [OPOACKOTO OKpyra — IVaBe
aaMHHHCTPalUK JalKOBCKOTO FOPOJCKOTO OKPYra MM WCIOJIHAIOEMY 00S3aHHOCTH
I7IaBBl AZIMUHHUCTPALMK IPOSKTHI THCEM JOMDKHBI GbITh 3aBU3UPOBAHEL:

3aMeCTHTENIeM INIaBel AJMUHHCTPAIAH, B Ubei KOMIIETEHLIMM HAXOMUTCS JAHHEIA
BOIIPOC;



43

YIIpaBIIEHHUEM JIeITaMH.

4.8.3. TpeGopanns Kk oopMIeHHIO KOHBEPTOR.

KonsepTsl AN HOKYMEHTOB HOJDKHBEL OBITH COOTBETCTBYIOIUErO pasMmepa H
Ka4yecTBa.

Hamucanwe azapeca Ha KOHBepTax MpU I[epenucKke ¢ 3apyOeKHBIMU
KOPPECHOHAEHTAMH MMEET CBOU OCOOCHHOCTH. DTO Kacaercs, NIpexae BCero, MopsaKa
YKa3zaHus 37EMEHTOB aApeca. PeKoMeHAyeTcs ampec Ha KOHBEpTe IMHCATE Ha f3LIKE
CTpaHel-afpecara U pacrnonaratb B TO OCIENOBATENBHOCTH, B KOTOPOH OH yKa3aH Ha
KOHBEPTE BXOJAIIEro IuchkMa. B KOHIle HamMCcaHWUA aJpecaTa-CTpaHbl IHIIETCH
Ha¥MEHOBAHNe CTPaHBbl [T0-PYCCKU B cKoOKax, Hanpumep: (Monanus).

4.8.4. Ilops ok oTnpaB/ieHUs JOKYMEHTOB.

PerrcTpanuio 1 OTIpaBleHHe CIIyx)eOHBIX ITHCeM 3a Py0exk 3a MOAMVCHIO ITIaBbl
TOPOJICKOI'0 OKpyra — IJIaBBl aIMHHHCTpamuy YaHKOBCKOIO TOpOACKOTO OKpyra
OCYILIECTBISET YIpaBIeHHUE NeTaMH.

Iopanox oTopasieHHs HNOKYMEHTOB OIIpeleNseTcsl HCXOAS M3 CPOYHOCTH
LIOKYMEHTa: 10 TI0YTe WK (aKkcoM,

IIpu oTnpaBileHUH NHCchMa (PaKcoM B PeKBH3UTE «AApecary ITOCIeIHeHd CTpoKoH
YKa3bIBalOT HOMep (daxca ¢ KoJoM cTpaHbl U oKpyra. Hanpumep:

MUHHCTEPCTBO IOCTULIMH 3€MITH
" Hmwxaas Caxconna ©PT
s rocroguny Ilayctrany
v Qaxc (8-10-49)511-120-5170

4.9. TokymMenTHpOBaHHe AeSATEJbHOCTH KOOPAHHANMOHHBIX H HHBIX pabouyux
; OPraHoOB AIMMHHCTPANKH

14.9.1. B meaTensHOCTH KOOPAMHALMOHHBIX W WHBIX paboumx oprauos (manee —
KOMMCCHHE, COBETH) ANMUHHCTPAllHK CO3JAI0TCs IUIAHBI paboThl, OTYETHI O paboTe,
pelieHus, POTOKOIE] 3aCeHaHui, MUChMA U IPYTHe JOKYMEHTH.

4.9.2. Odopmnenne TOKYMEHTOB KOMHCCHI, COBETOB, HX PETHCTPALIA U BeJeHHE
JeNIOTIPOU3BOICTBA OCYUIECTRIAOTCS CTPYKTYPHBIMU NOJPasfieIeHUSIMH, OTPACIIEBRIMH
(bynxuuoHANEHEIMH)  OpraHamMu  AJMHHUCTPAllHH, Ha KOTOpble BO3JIOXKEHA
OpraHuv3anHOHHO-TEXHHUYeCKas paboTa KOMHUCCHH, COBETA.

4.9.3. loKyMeHTHI IOCTOSIHHO ACHCTBYIOIMX KOMUCCHIA, COBETOB OPOPMIAIOTCS
Ha GraHKax, BPEMEHHBIX - Ha CTAaHAAPTHBIX JIMCTaX OyMard Ha OCHOBE MPOJOILHOTO
HIH YITI0BOTO PACIIONOKEHHS PEKBH3UTOB.

HavMeHOBaHME  KOMHCCHH, COBETa YKAa3blBaeTCI B  COOTBETCTBHH  C
TIOCTAHOBICHHEM AAMUHHMCTPAIUK 06 UX 00pa3oBaHHH.

494, IlpoToxonel 3acefaHWi, pEIUEHHA KOMMCCHH IIOJIMCHIBAIOTCH
nperncenareneM (IpH €ro OTCYTCTBHH - 3aMECTHTENIEM MpPENCelaTelis) B CeKpeTapeM
KOMHCCHH, B ClIy4ae OTCYTCTBHS CeKpeTaps KOMUCCHH ~ CeKpeTapeM 3aceaHMsl.

4.9.5. Ecmm poxymenr odopmusercs Ha OflaHKke KOMHCCHM, COBETa,
HAaUMEHOBaHHE [JOJDKHOCTH  BO3IVIABISIOHIETO €€ PYKOBOAMTENS  YKA3hIBAETCS
COKpAI[EHHO, HATIpHUMeD:

IIpencenarens KOMHCCHH,



46

3aMECTHTEIIDb ITIaBbl afMUHHCTPaIlHN
HalKoBCKOr0 TOPOJICKOTO OKPYIa JIm4yHasg roanuce .0, Qamunus

4.9.6. Ecnu oKyMeHTBI 0hOpMISIOTCs He Ha GllanKe KOMHCCHH, HAMMEHOBAHUE
AOJDKHOCTH BO3TJIABILIOMETO KOMMCCHIO DPYKOBOIMTENS YKA3HIBACTCS IIONHOCTHIO,
HaIpUMep:

IlpencenaTens MexBeIOMCTBEHHOH

KOMHCCHH J10 aHTUKOPPYIIIHOHHOM ITOTHTHKE

YaMKOBCKOTO TOPOICKOTO OKPYTa,

3aMECTHTE)b [NIaBbl aAMHHUCTPAITHH

YalKoBCKOTO FOPOICKOTO OKpPYTa JInunas nogmuch H.0. Gamvunus

5. Opranmszanus padoTe! ¢ JOKYMEHTaAMH

5.1. Ilpuem, oO6paboTka, perHeTpans U pacnpeneeHye BXOASIUIAX U BHYTpPEHHHX
AOKYMEHTOB

5.1.1. loctaBka AOKYMEHTOB B AJIMMHHCTPALHIO OCYLIECTRIISIETCS, KaK MPABHIIO,
CPENCTBAMY MOYTOBOH, denbaberepckoil, GakCHMIIBHON | 3J1eKTPOHHOMN CBA3M.

5.1.2. B AIMHHUCTpallii TIpHEM ¥ PETHCTPALHs JOKYMEHTOB OCYHIECTBISIOTCS
IeHeHTPaNU30BaHHO.

[Ipuem u peructpanmio:

BXOISMINX CHYXEOHBIX MHMCEM H TelerpaMM, alpecOBAHHBIX IJiaBe TOPOACKOrO
OKpyra — InaBe aAMHHHCTpauuyu YaHKOBCKOrO TOPOACKOI0 OKPYIa, BHYTPEHHEX
AOKYMEHTOB 32 IOANMCBIO PYKOBOOWTENeH AJMUHHUCTpalldd  OCYIIECTBILIET
yIpasieHue felaMu AIMUHHCTPAITHH.

Ilpuem © perucTpanuio oOpamieHHH TPaXOaH OCYIIECTBIAET CIEIHAHCT
YOpaBleHHA AeTaM¥ AJMHHMCTpAllWK, OTBETCTBEHHBIH 32 OPraHu3aluio paboTHl ©
0OpalleHUsIMH TPAXKJIAH.

Ilpuem 10roBopos u cornameHui AITMHHUCTPALMK OCYIIECTBIAET YIPABICHHUE
JernaMu A IMHHHCTpAIY.

Bxomsmue  cimyxeCHble OMChMa, OOpalieHHs TIpaXnaH, aApecoBaHHBIE
3aMeCTHTeNsM IIaBbl AJIMUHHUCTPALMY, CTPYKTYPHBIM HOLPA3fesCHHAM, OTPaceBbIM
(GyHKUMOHATEHEIM) OpraHaM AJIMHHHUCTpALIMK, BHYTPEHHHE JOKYMEHTEI 32 IOIIIHCHIO
PYKOBOZUTENEH CIPYKTYPHBIX TIOApasfeneHu#t AJMEHHUCTPAlUH DErHCTPUPYIOTCS
COOTBETCTBEHHO  CEKpeTapsMH  3aMECTHTENeH TI1IaBel  AJMHHHCTpauHd  1ubo
OTBCTCTBEHHBIMH 33 JISJIOIPOM3BOACTBO B IOAPA3IeNeHUsX,  OTPacieBbIX
(byHKIIMOHANBHBIX) OpraHax.

5.1.3. JloXyMeHTBI, IpHUHATEIE [0 KAHANAM CBA3H OTAela CHedalibHOM
AOKYMEHTaJIbHOH CB3U IOCTYIAIOT B TPHEMHYIO W JOBOMAATCS IO CBEICHHS I[IIABEI
AIMUHUCTpALHH, HepefarTes B PEXMMHO-CEKPETHOE IoApasfelieHue
AJMYHHCTpAIMH.

5.1.4. B cmydae moCTymieHHs AOKYMEHTOB ITaBe IOPOJCKOTO OKPYTa — IiaBe
agMHHUCTpauuy 'afiKOBCKOTO TOpOJACKOTO OKpyra, MHHYS YIpPaBIeHHE eiaMH
AZIMHHHCTpAINY, NOKYMEHTHI JOJDKHEI OBITh TIepeiaHb B yIpaBJeHHE AETaMH.

5.1.5. Hlpu nmpueme koHBepTHI (6aBIEPOIIN) ¢ NOKYMEHTaMH (32 HCKITIOYSHHEM C
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HOMETKOH <«IHMYHO») BCKDBIBAIOTCS, IIPOBEPSETCS TPaBMWIBHOCTL odopmrenus
JOKYMEHTOB, KOMIUIEKTHOCTb U LIEJIOCTHOCTE JJOKYMEHTOB ¥ NPHUIOXKCHUH K HHUM.

YnpasneHHe lefaMu AJMHHHCTpAllMM BIpaBe BEpPHYTH HOKYMEHTHI aipecary
TPH HENPaBUILHOM O(OPMIEHHH PEKBU3UTOR, 00ECIIEUNBAIONIHX IOPHIHIESCKYIO CHILY
JIOKYMEHTA.

KoHBEpTEI, B KOTOPBIX IOCTYIMIH JJOKYMEHTHI, YHHUYTOXAIOTCI (32
HCKIFoUeHUeM oOpallieHul IpaXKiad M WHBIX JOKYMEHTOB, €CJIH TOIBKO 10 KOHBEPTY
MOJKeT OBITh YCTaHOBIIEH aIpec OTIIPABUTENS W/IIM OTIPABKY, a TAKIKE B CIyYaiX, eCiy
JOKYMEHT IOCTYHWI I1033K€ YKA3aHHOTO B TEKCTe AOKYMEHTa CPOKa HMCIIONHEHHS (1aThi
MEPONPUATHS) WIH NpH OOJBIIOM PacXOXASHUM MEXIY [JaTaMH IIOANHCAHHS W
IOJTy4eHUs JOKYMEHTORB).

5.1.6. Kaxpsli mnocTynMBLIMH, HanpapisieMblif, BHYTPEHHUH JTOKYMEHT
PETHCTPUPYETCS B OTACNBHOH PeruCTPallMOHHON KapTouke ¢ uenoib3opanuem CO/I.

HOKyMEHTY IpUCBauBaeTCi CaMOCTOSTENBHBIN pEeTrHCTPAllMOHHEIH  HOMeEp,
KOTOPHIH MOMET COCTOSATE H3 CHEYIOLIHX 3J€MEHTOB: KOJ 241,
JIENIONIPOMU3BOJICTBEHHBIA  HMHAEGKC CTPYKTYPHOTO  TOApa3NeleHHs, OTpPacieBoro
(GyHKUMOHANBHOrO) OpraHa AJMAHHCTPAIMA, HOMEp [eNa [0 HOMEHKIAType Ael,
OykxBeHHEIH HHAekc «Bx», «Mcx», «BH» ¥ 1Ip., B 3aBHCHMOCTH OT BHA4 JAOKYMEHTA.
MIOPSIAKOBBIN HOMEp NOKYMEHTA.

¥ DJeMeHThl PerHCTPallHOHHOI0 HOMEepa OTHENSIOTCA APYD OT Jpyra uepes Thpe
HJIM KOCOH 4epToH M Ap., U MOTYT OBITH PaclooKeHbl B pa3HOM HOCAeI0BATENBHOCTH,
nanpumep: 241-01-03-05-1208x; Mcx-241-01-03-05-120; Br-01-05-05-120 u np.

Ha goxymeHnTe IIpocTaBiseTcd PerHCTPALlHOHHBNA [ITAMIL, B KOTOPEIH BHOCHTCH
PeTHCTPaMOHHEIA HOMep U JaTa.

. B mpolecce perrerpauuu Bxoasmero jgokyMenta B COJ] Ha aoKyMeHTe
pacriedatsiBaeTcs cooTBeTCTRYomHH QR-x0z.
+5.1.7. IloBTOpHAS peruCTpalys JOKYMEHTOR HE JOMYyCKaeTC .

5.1.8. He moanmexxar perucrparyu B YyHOpaBlIeHHH OelaMH AJIMHHUCTPALMH
MOKYMEHTBI, IepedeHb KOTOPBIX IIPUBEEH B NpUWiIoKeHuu 12 K HacTtosdlel
HucTpyKummy.

5.1.9. llpeaBapuTensHOE paccMOTPEHHE M  pacCOperelieHHe  BXOIsIeit
KOPPECTIOHASHIMY IIPOBOJUT CHEHUANHCT YIpaBIeHHUs nelaMu AIMUHUCTPAIHY,
OTBETCTBEHHEIM 3a OpraHu3aliio paboThl co CiIyxe0HOH KOppecHOHZEeHUHeH, Hexos
M3 OLEHKH COAEpXKaHWs JOKYMEHTa B COOTBETCTBHHM C  paclpelelieHHeM
QYBKUHOHANBHBEIX 0053aHHOCTEH W HaJeNeHNH MPaBOM IIONMUCAHHSA MYHUITHIIAIBHEIX
IIPaBOBBEIX aKTOB MO OTHENBHBIM BONPOCAM, OTHECCHHBIM K HOJTHOMOYMSIM
AQMUHHCTpalUH, YTBEPKISHHBIM IOCTAHOBICHHEM AMUHUCTPAIHH.

5.1.10. CoTpynHuxu agMUHHCTPAIUM IIOIYy4aloT JOKYMEHTHI mocpencteom COJ1
B pasgen «Menro none3osarend — McnonHesne A0KYMEHTOB — Bee 1OKyMeHTED cBoeil
YUYETHOH 3allkcH.

5.1.11. Bce moxyMeHTHI, IIOCTYNUBIIKE B YIIpaBleHNe JenaMid ATMHHUCTPAIUH
70 16.00, peructpupytorcs B COJl B IeHs TOCTYIIEHHS, TTOCTYIHBINKE mocie 16.00 -
Ha cnenayromui  paboumit  nmeHs. CpodHBle  DOKYMEHTHI  PervCTPHPYHOTCS
HE3aMEeIUTEIIBHO.

TpeGoBaBHS IO pPEerHCTpaIlMH BXOASIMX JokymeHntoB B C3JI comepakarca B
WHCTPYKUMH 110 PErHCTpalMM BXONSIIHX B MOAWGUIMPOBAHHOW  CHCTEME
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JNIEKTPOHHOTO JOKYyMeHT0000poTa, pazpaboranHoi MunucTepcTBOM
MH(QOPMALIHOHHOIO pasBUTHS H CBi3u IlepMckoro Kpasi, kotopas pasmerena B CDJI
(pasmen «Ilomomp»). CxeMa pETHCTpAalMH BXOAAIIErO MOKYMEHTA IIPUBEIEHA B
npuaoxenny 13 x nactosmett MHCTpYKUHH.

5.1.12. CrpykTypHble  mofpasmeNeHHs — aIMUHHCTDALMH,  OTPACIEBEHIE
(pyHKIMOHANBHEIE) OpraHbl AJMHHHCTPALME TOJyYai0T HOKYMEHTHl C PE3ONIoLHei
I7aBbl TOPOACKOro OKpyra — INaBkl aAMUHUCTpanuy JaikoBCKOro ropoackoro oxpyra
nocpezicreoM COJI B paspen «Menro monp3osatesst — cnondenye J0KyMEHTOB — Bee
JOKYMEHTEI» YYETHOM 3alllCH PYKOBOIMTENIS.

5.2. Ilopagok paccMOTpeHHsA JOKYMEHTOR

5.2.1. Cnyxe6Hble noxyMeHTHI mocTynaoT B COJI K I71aBe rOpOJCKOTro OKpyra —
rnaBe aIlMAHUCTpaluK YalKOBCKOTO TOPOLCKOTO OKPYTa, K €0 3aMeCTHTENsM.

5.2.2. JocTyn K SNEKTPOHHOMY MOKYMEHTY MCHONHHATENH IONYdIal0T TOCIHe
BEIHECEHHS PE3OIIONMHA (IIopydeHuit 10 JOKYMEHTY).

B cocTaB pe30aroun BXOAST CleYIONIHe 3JIeMEeHThL:

MCHIONHUTEND (QaMUINA ¥ HHUIMANE JOJDKHOCTHOTO JHMIA MIM JIHI, KOTOPHIM
JlaeTcA NIOpydeHHeE);

COIEPKaHUE TOPYIEHH;

HOPSAAOK ¥ CPOKH UCIIONHEHHUS IOPYUCHUS,

noxnuce (3LII);

Aata (IIPOCTaBIAETCS CHCTEMOM aBTOMATHYECKH).

B pesoiouMd Ha HOKYMEHTE, IO HCIIONHEHMIO KOTOPOTO He TpebyroTes
AOHOJHMTENbHBIE YKA3AHWS M MMEIOTCA THIOBBIC CPOKH HCHIOJHEHMS, yKa3bIBaercs
JMIUB HCIIOJTHHTENB, IPOCTABISETCS MTOJNUCH aBTOPA PE3OIOLMH U J1aTa.

Ilpd Hanu4YuM B PE3CIIOIME HECKOJIBKHX HCTIONHHTENeH yKa3bIBaeTCs
OTBETCTBEHHBIM MCIIONHUTENb (HAIIPOTHB ero (JaMHJIMHU ITUIIETCS CIOBO «OTBY», «CBOI
HITH «060611») MO0 HM CUHTAETCS JIMIO, YKA3aHHOE B PE30JIIOIUY TIEPBBIM,

HOKYMEHTEl MOTYT MMETh HECKOJBKO Pe30Joluii (OMHOTO WM HECKOIBKUX
JIOIDKHOCTHBIX JIMI) COOTBETCTBEHHO 3TallaM PaccMOTpeHus. I[Ipu 3TOM HOCTeTyIOLIHe
PE30MIOINH HE JOJKHBL IPOTUBOPEUUTH IEPBOH, B HUX KOHKPETH3HMPYETCS MOPSAOK
UCHOJIHCHHA JOKYMEHTOB, CPOK €ro HCIONHeHHs (C y4eTOM KOHEYHOro CpoKa
UCTIONTHEHUS, YCTaHOBJICHHOr0 IIEPBOH pe30itoreil) U HCTIONHHUTENb.

TpebGoBanus K TOPAAKY HANOXKEHHS PE3ONIOUMH Ha JOKYMEHT COAEPXKATCS B
MHCTPYKIHM  TI0  HCHOJHEHMIO  JOKYMEHTa,  Pe30JIOUMH, IOpY4YeHHS B
MOAU(UIMPOBAHHOR CHCTEMe SIEKTPOHHOIO JOKYMEHTo060poTa, pa3paboTaHHOMN
MunucTepeTBOM HHGOPMALMOHHOTO DPasBHTHA M CBS3M IlepMCKOro Kkpas, KOTopas
pasmemiena B CO/[ (pasmen «Ilomomp»). CxeMa 10 WCIIONHEHHIO TOKYMEHTa,
PE30II0OINH, TOPYUEHNS IPHUBENieHa B NpuiioxkeHn: 14 k Hacrosmeit MHCTpyKImA.

5.23. 3aMmecTHTeNM INaBbl AJMHHHCTPAllMH, DYKOBOAHMTENM CTPYKTYPHBIX
IOApasfeNeHHH, 0TPAcieBX ((QYHKIMOHANBHEIX) OPIaHOB AIMUHUCTpaluH (nance -
Pykosogutenn AIMHHUCTPAIUHN) IPH PACCMOTPEHKY JOKYMEHTOB:

OTIPENENAIOT MCIIOMHHUTENS U Jal0T yKa3saHHSd B PE3OIIONHM 10 MCIONHEHHIO
JIOKYMEHTOB;

IOANHKCHIBAIOT HOKYMEHT WIM TpH HATWYHM 3aMEeYaHui BO3BPAIIAIOT HPOEKT
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JOKYMEHTa HCIIONHUTEIO ISl ZopaboTKH.

5.2.4, Pykopogutenu AJMHUHHCTPAIMH PacCMATPHUBAIOT JOKYMEHTHI B JE€HB HX
OCTYIUIEHMs, HaKIanbBaloT pesoironuic He nosgHee 10.00 yacor cnemyromero
pabodero nHaA. PemeHms mo oOpraHH3alMP HCIIOJHEHHS CIIOXKHBIX JOKYMEHTOB H
[OPYYEHHH NPHHUMAaIOTCS PYKOBOAMTEISMHU B TEUSHHE ABYX THEH.

5.3. KoHTpoJb HCIIOJIHEHU St JOKYMEHTOB H NopydeHu i

5.3.1. O6pe nosoKeHus.

OcHoBHas 3afada OpraHU3AIlUM KOHTPOJIA B AJMHHHCTpalMK - obeclieueHHe
CBOEBPEMEHHOI'0, Ka4ECTBEHHOI0 H B IIOJHOM 0O0BeMe HCIOMHEHMS XOKYMEHTOB U
MOPYYeHUH,

B AIMUHUCTpaIIHH KOHTPOIIO TTOAISKAT:

TIOpYYEHHs THaBEl N'OPOACKOTO OKpyra — IUIaBbl aAMUHHUCTpaIuu YalKoBCKOTO
TOpoOJCKOTO OKpyra (ofecneymBaroT HAYalbHHK OTHAeNa JOKYMEHTALHOHHOIO
obecrieueHHs yIOpaBleHHS JellaMH, CeKpeTapd pyKosoudresnedl AIMHHHACTPAIWH,
CIIe{HANIUCThI, OTBETCTBEHHBIE 3a AeNOIPOH3BOICTBO);

cnyxebHBIE TIHCBMa, TelerpaMMbl M TIPH  HEOOXONMMOCTH BHYTPEHHME
OOKYMEHTEl  (majee -  NOKYMeHTHI) (o0ecreuMBarOT  HauYalBEHMK  OTHENa
JOKYMEHTAllMOHHOTO o0eCIieueHNsl yNpaBleHUs MNellaMU, CEKpeTapH pPyKOBOIHTENElH
AIMUHHUCTpPALIUH, CIIELIMATHCTE, OTBETCTBEHHEIE 3a HEJOIPOH3BOICTEO);

o0pamenuss rpaxrnaH (ofecneudBaeT CHSIUANMCT YIPABICHHS JEJaMH,
OTBETCTBEHHEIH 3a paboTy ¢ obpallleHUsIMU TpaXkaaH B cooTBeTcTBIM ¢ DeflepanbHbiM
3akoHOM Poccmiickot Pepepamuu ot 2 mas 2006 r. Ne 59-03 «O mnopsaxe
paccMOTpeHus obpamenuil rpaxnad B Poccmiickoit ®emepamym», cekperapu
pykoBopuTeneH AIMHWHHCTPaLlMH, CIIEUHANHCTEl, OTBETCTBEHHEIE 33 paboTy ¢
o0pammeHnsAMY IpaXKJaH B NMOApa3leleHIsIX, OTpacieBhX ((DYHKIMOHANBHEIX) OpraHax
AJIMUHHCTpAIIHH );

IIOCTAHOBNEHH  anMUHHMCTpaiuM  UaliKOBCKOTO  TOpPOJICKOTO  OKpYra,
paclopsDKeHHs agMHHHCTpaluyd JaWKoBCKOTO IOPOJICKOr0 OKpyra, peueHus J[yMel
YalKoBCKOTO FOPOACKOro OKpyra (Hanee — IpaBOBLle akThl) (0GECIeUNBAKT CEKPETapH
pyKoBoAUTENEH A nMuHUCTpany, CHEeLIHANUCTE, OTBETCTBEHHEIE 3a
JeJIOTPOU3BOJICTRO ).

Oprasu3zanus KOHTPOIL B AJMHUHUCTPAIIMH BKIIOYAEST:

IIOCTAHOBKY Ha KOHTPOJIE;

IIPOBEPKY CBOCBPEMEHHOCTH  JOBEACHHS JOKYMEHTOB [0 KOHKPETHBIX
HUCTIOJIHUTEIICH;

NPEeABAPHUTENBHYIO IPOBEPKY M PEryIHPOBAHHE X014 HCIIOIHEHNUS;

CHSITHE C KOHTPOJL;

HalpaBJIeHHe HCIIOIIHEHHOTO JOKYMEHTA B JEJ0;

aHalli3 COCTOSIHHA KCIOIHMUTENLCKON AMCIUINKHEL, HHQOPMHUPOBAHEE IIaBbI
IOPOJCKOTO OKPYTa — IJIaBb! aAMUHHACTpanuK YafKOBCKOTO I'OPOICKOr0 OKpyIa.

5.3.2. OpraHusanus XOHTPOIIA 32 HCIIOJIHEHWEeM JOKYMEHTOB, NPaBOBEIX aKTOB U
IIOPYYEHUH.

5.3.2.1. ITocTanoBKa NOKYMEHTOB Ha KOHTPOIb U BeJleHHE KOHTPOISA JOKYMEHTOR
AQMIHUCTpALINH.
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KoHTpomo moanexaT 3aperncTpupoBaHHBIE NOKYMEHTEI, IIPABOBBIE AaKTEHL
TpeOylOIHe  HCIOJNHEHHS, IOpYy4YeHHs [VaBbl TOPOACKOTO OKPYra — TNaBbI
aIMHHUCTpaIMK YaiKOBCKOTO TOPOACKOI0 OKPYFa.

I'maBa ropozckoro okpyra — riapa agMUHMCTpauuu YalKoBCKOTO TOPOJCKOIO
OKpyra OO€CIeuMBaeT IOCTAaHOBKY Ha KOHTPOJb, OPraHM3ALMIO HCIIOJHEHHS |
KOHTPONE 33 HCHOJNHEHHEM [OKYMEHTOB IO IPHOPHTETHEIM HAIPaBICHHIM
AEATENBHOCTA AIMHHHCTPAIMH HIH KOMIUIEKCY Npo6ieM, TpeGYIOINMMX pelleHHs
71aBbl FOPOJICKOr0 OKpyra — [VIaBHl aAMHHKCTpanyuy YaikoBCKOro rOpofcKOro OKpyra;
CHATHE C KOHTPOJII CBOHX MOPYYECHHUH MM U3MEHEHHE CPOKOB HX MCIIONHEHHS.

IlepBe1il 3aMECTHTEND M 3aMECTHTEINH MIABE A IMEHHCTPalK 06eCcIIe HBaIoT;

OpPTraHM3aIUI0 MCIIONHEHW M HCIONHEHHE IOKYMEHTOB B COOTBETCTBHU C

pe3omonMed INIaBel TOPOACKOr0 OKpyra — IJIaBbl aIMHHHCTpauxH YaitKoBCKOTO
TOPOJICKOTO  OKPYra, MNpPaBOBEIX aKTOB AAMHHHCTpallMM H TOPYYEHHH INaBEHI
FOPOAICKOTO OKPyra — IJ4BBl aJMHHHCTPaluM YalKOBCKOr0 TOPOACKOTO OKpyra

KOHTPOIb 33 XONOM HCIIOJNHEHHMs BBIMICHA3BAHHBIX MOKYMEHTOB H TIOPYYEHHMH B
IOABEOMCTBEHHBIX CTPYKTYPHBIX I[I0APa3feNieHuaX, OTpacieBbix ((QyHKIMOHATBHAIX)
opraHax AIMHHHCTDALHH, [IPEABAPATENEHOE PACCMOTPEHHE, BUSHPOBAHUE H TIepefauy
Ij1aBe TOPOJCKOTO OKpyra — riiaBe aiMUHHCTpandK YafiKoBCKOTO IOpPOACKOro OKpyra
MaTepHaioB 06 WCIONHEHHH TAaKHMX JOKYMEHTOB, IIPABOBEIX AKTOB M IOPYYEHHI C
1POCKOaMu O CHATHH C KOHTPOILST MIIM H3MEHEHHH CPOKOB HX HCIIONHEHHS;

IIOCTAHOBKY Ha KOHTPOJIb, OPraHM3alMI0 HCHOJNHEHUS H KOHTPONb 3a
WCTIONTHEHNEM [TOKYMEHTOB, HE TpeOyIOIMX pPEeIUeHHSA IVIaBhl TOPOJCKOTO OKpyra —
INaBbl aJMHUHHCTpalin YaHKOBCKOTO TOPOACKOTO OKPYra, I10 HalpaBieHHSIM HX
ACATENIBHOCTH B COOTBETCTBHH C PacupefeNncHHeM 00I3aHHOCTEH MEXIY HUMHU H UM
a{pECOBAHHEIX, CHATHE C KOHTPOIS MM H3MEHEHHE CPOKOB UX MCIIOJHEHMUA.

Cexperapu PyxoBomuteneii ApMuancTpanyy o6ecicuUBaroT:

UCIIONHEHYe MMopyYeHuit PyxoBoauTeneit A xMunicTpaium;

KOHTPOJIb 33 CBOEBPEMEHHBIM I Ka4ECTBEHHBIM HCIIONHEHHEM MOKYMEHTOB H
nopy4eHud PykoBoquTeneii AAMUHUCTPAlKM B IIOABEIOMCTBEHHBIX UM CTPYKTYPHBIX
NOJIPA3eNeHUAX, OTPacIeBhIX ((YHKIMOHANEHEIX) OpPraHax.

PykoBomuTenu CTPYKTYPHBIX HOApa3NeNneHMit, oTpacieBhx ((QyHKIHOHATHHEIX)
OpraHoB AIMWHHCTpaLiM 00ecIedHBAaIOT OPraHH3alMI0 HCIOJHEHHI NOKYMEHTOB B
COOTBETCTBHM C PE30JIOLMSIMH BBIIECTOAIMX PykoBogureneit AIMHHHCTpanuy, a
TAaKXKe MX INOPYYEHHH, KOHTPONb 34 XOIOM M KAueCTBOM MX HCIOJHEHUS B
NOJPa3ACNCHHUAX, AaHallu3 CONEPKAHHs JOKYMEHTa, IOAFOTOBKY H odopMieHue
MaTepHanos 06 HCHOMHEHHH ¢ TIPOCEOaMH O CHSTHH ¢ KOHTPOIA HMIM W3MEHEeHHH
CPOKOB UX UCIIONHEHHUS.

VipaBieHue JenaMH o0eCleurBaeT ydYeT IOKYMEHTOB, IIPaBOBBIX aKTOB U
IIOPYHYCHHUH, IOCTaBIE€HHBIX HA KOHTPONbL I7aBOH TI'OPOACKOTO OKpyra — ITaBof
aaMUHHCTparyyu JaiKoBCKOIoO ropofcKoro OKpyra M KOHTPOIb 32 CBOSBPEMEHHEIM HX
HCTIOTTHEHHEM,

JOKyMEHTEI, IpaBOBEIE AKTHI, IOPYUEHHS TNaBhl I'OPOICKOrO OKPYra — IJaBEL
agMUEHCTpanuy YaHKOBCKOTO FOPOICKOTO OKPYra, CPOK HCIOIHEHHS KOTOPHIX HCTEK,
IOANekKaT IPOMJICHHIO COrNACHO DPE30JIONHMU IJVIAaBBI TOPOJCKOrO0 OKPYra — IJIABBI
afMHHHCTpaly  JaHKOBCKOIO TIOpPOACKOTO OKpyra Mo cCIy:xeOHOM  3aIucke,
HOIMHCAHHOH  PYKOBOLUTENEM  CTPYKTYpHOTO  NOApasfielieHus,  OTPacieBoro
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(GyHKIMOHANBHOTO) Oprana A JIMUHHCTPAIIHH.

B AnMuHMCTpamiy BeZeTcs aBTOMATH3MPOBAHHEIA KOHTPOJL 33 HCHOIHEHHEM
JOKYMEHTOB, MIpPaBOBBIX aKTOB, IOPYYEHHH IVaBEl TOPOICKOTO OKPyra — IJaBEl
aIMHHACTpanyy JalKOBCKOTO [OPOJCKOre OKpyra IIyTeM BHECEHHS HeOOXOAMMEIX
INaHHBIX B PETHCTPALMOHHO-KOHTPOJIEHEIE KAPTOUKH.

JOKyMeHThI, TIOCTYIHMBINME B CTPYKTYpHOE [OJpasielieHue, OTpacneBoil
(byHKIHOHANBHEIN) OpraH AZMUHHUCTPALMH He 110 KOMIIETEHIMH, B IHb TOCTYILICHUS
WIH Ha CHeIyOMMi JeHb BO3BpAlAlOTCs JIMIY, HAJOKHUBIIEMY PE30JIIOLHI0, ¢
COOTBETCTBYIOIIMMY KOMMEHTApHAMH JTIsl HAIIPABICHHS 110 KOMIIETEHIHH.

5.3.2.2, PaGoTa ucnionHuUTENEH C JOKYMEHTAMH.

Hcnonnurens ofecrieuBaeT CBOSBpEMEHHOE, IIOJMHOE M KAueCTBEHHOE
HCIIOIHEHHE TOKYMEHTa, OCYIIECTBIIET:

cbop, 06paboTKy 1 0606menre nocTynaome nadopMmaryy;

IIOArOTOBKY HH(OPMAIMK O X0 H HTOTaX HCIIONHEHHS 0KYMEHTOB ¢ Mpockboii
O CHATHH C KOHTPOJIA HIM HM3MEHEHHHM CPOKOB MX HCIIONHEHHMS, & Taloke IIPOEKTOB
IHCEM-OTBETOB, AKTOB aAMHHMCTpaly YalKOBCKOTO IOPOICKOTO OKPYra M OPYrHX
NOKYMEHTOB;

COTJIACOBAHME H IIPECTABICHUE PYKOBOLUTEINIO HA pacCMOTPEHKe, BH3HPOBaHUe
WM TIOATIHCaHHe JOKYMEHTOR;

*'KOHTPOIS 32 NPOXOKACHHEM JOKYMEHTOB [0 TTOANMCAHNUS, OTIIPABKH U CHATHS C
KOHTpOJI4.

"B cmyyasx, KOTAa IIOpy4eHHE HaeTcs JBYM MWIH HECKOJIBKHM JHIIAM
(coucmonBMTENSIM), paBHBIM [0  JOJDKHOCTH, OCHOBHEIM  (OTBETCTBEHHEIM)
VICTIOJIHHUTENIEM SBJIAETCH JIMIO, YKa3aHHOE B IOPDYYeHHM INEPBBIM, WM HANPOTHUR
(bamMuIMy OTBETCTBEHHOI'O HCIIOJHUTEIIS [THIIIETCS CIIOBO KOTBY, KCBOMY MU «0600II»).

- OcHOBHO! (OTBETCTBEHHBIH) HCHOMHUTENL PYKOBOAUT paboTOd COMCIONHUTENEH
HOKyMEHTa, IIOpy4eHuM, ofecrneduBaeT B3auUMOZEHCTBHE W KOODAMHAIMIO HX
AESATSIBFHOCTH, KOHTPONEL 34 CBOSBPEMEHHBIM MPEACTABICHHEM €My HCTIONHUTEIISIMHU
HeoOXOmUMBIX MaTepuanos. Ecimu pemrenue Bompoca TpebyeT coOrNacoBaHHS IO
OOKYMEHTY, OTBETCTBEHHEIA MCIIOJHUTENb KOHTPOJHPYET CPOK €r0 HAXOMXIEHHS Ha
COTIACOBAHHY, KOTOPBIH HE NOJKEH [PeBHIIIATh OTHOTO JHS.

OcHOBHOH (OTBETCTBEHHBI) HCIIONHHTENb X COUCIONHHUTEND BIPABE JABATE
IIOpYYeHHUd B BHAEC DPE3OMIONMH JWlaM, HETOCPEACTBEHHO MM IIOJYMHEHHBIM
(HemocpeICTBEHHEIM HCIIOIHATEIAM).

Ilpy KCIIONHEHHWH NOKyMEHTa M IIOPYYCHHS IepelvcKa MeIy CTPYKTYPHBIMH
IOoZpa3feneHusMy, OTpaciueBbIMH (QYHKIIMOHANBHEIMH) OpraHaMH [0 BOIPOCAM,
KOTOpBIle MOryT OBITH HMH pEIIeHbl B OIEPAaTHBHOM MOPSAKE W HEe TpedyroT
JNOKYMEHTAIBHOTO 0(QOPMIIEHHS, HE AOITYCKASTC S,

Ilepen yxomoM B OTIOYCK, BBIE3IOM B KOMaHAHPOBKY, B Ciaydae OONE3HH,
YBOIBHEHHS WM IepeMelleHus pabOoTHMK, OTBETCTBEHHBIM 34 MCIOJHEHHE
OOKYMEHTOB, 00sg3aH Iepelarts JApyroMy paGOTHHMKY IO COITIAaCOBaHHIO C
PYKOBOAUTENEM CTPYKTYPHOIO IIOAPA3feNeHHs, OTpacieBoro ((QyHKIHOHANLHOTO)
oprasa AJIMHHHCTPaUUX Bce JOKYMEHTE], HaXOAAIIMeCcd Ha KOHTPOE.

B cnyyae BpeMEHHOIO OTCYTCTBHS TJABEl I'OPOACKOrO OKpyra — ITaBbl
anMUHHUCTpauuK YalKoBCKOTO TOPOACKOIO OKpYra €ro BOIPOCH (PacCMOTpPEHHE,
BUSHPOBaHHE M IIOANMCAHWE NOKYMEHTOB, IIPOIJICHHE CPOKA HCIONHEHMS, CHITHE C
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KOHTPOJNS U T.IL) paccMaTpPUBAIOTCS MAPYIMM PYKOBOAMTENEM B COOTBETCTBHE C
pacnpelienesieM 00A3aHHOCTEH H B3aMMO3aMEHSIEMOCTHIO, YTRePIKIEHHBIMHE [IaBOM
FOPOJICKOTO OKpyIa — IIIaBOH aAMUHKMCTpauy YaliKoBCKOro ropoACKOro oKpyra.

HaromMuHatue HCIONHUTENIO (OTBETCTBEHHOMY HCIIONHHATEIIO) O MPHGIMKeHUH
YCTAHOBIICHHBIX CPOKOB HCIONHEHHS JOKYMEHTOB OCYIUECTBIIETCS CIICHMAINCTIOM,
OTBETCTBEHHBIM 33 AENOIPOU3BOJCTBO B CTPYKTYPHOM IIOIpa3IelIleHHH, OTPAaCcieBOM
(pyHKupoHabHOM) oOprae AJMHHHCTpaUHM, YIPaBlieHWeM JelaMH ONHMH pa3 B
Heaenro.

53.2.3. Cpokd HCHOJHEHHA MOKYMEHTOB OIPEAENSIOTCS PyKOBOZHTEISIMHE
HCXONA K3 CPOKOB, YCTAHOBJIECHHEIX OpraHu3alMed WIH JOJOKHOCTHBIM JIHIIOM,
HaIpaBUBIIMMH AOKYMEHT, a B CJIy4ae X OTCYTCTBHA - HOPMATHBHAIMY JOKYMEHTAMH.

Cpoku WMCTIONHEHUs JOKYMEHTOB HCYHCIIOTCA B KaJCHIAPHBIX IHAX C AaTHI,
CIIEAYIOIIEN 3a JaTOH perucTpalmy J0KyMeHTa.

Cpox wWCIIONIHEHHs HOKYMEeHTa MOXeT ObiThb THUNOBHIM (IIpHIOKeHHe 15 X
VIHCTpYKUHMH) WM  WHIWBHAYaNbHBIM. VIHOUBHIYyalibHBIE CPOKH  HCIIOJNHEHHS
HOKYMeHTOB  (mOpydelMi) ycTaHaBnuBaloTcsi PyKOBOOMTENeM B  Pe30NIOLHIX
(TOpy4eHHsX) TO JOKyMEHTY, B PACUOPSIMTENBHBIX JOKYMEHTaX, IIPOTOKONIAX
3aceaHiu;

MHIUBUAYAJBHBIA CPOK HCIIONHEHHS JOKYMeHTa (TOpYyuYeHHS) MOXeT OBITH
0003HaueH:

~ KOHKpeTHOH [aToi;

- IOMETKOH «CPOYHO» (HOKYMEHT JIOMDKEH OBITh MCIIONHEH B TEYEHHE JBYX-TPeX
nHei);

- «OTICPaTHBHOY - B 10-THEBHEIH CpoOK;

- €CJIM CPOK HCIIONHEHMWs JOKYMEHTa HE YCTAHOBIEH, HOKYMEHT HOIDKEH OBITH
HCIIONIHEH B ¢pok He Gonee 30 mueit;

Hata ucrionHeHHss JOKyMeHTa (IOpydeHHs) (UKCHpyeTcs B pPEerHCTPAHMOHHOMN
xaptouke C3/;

Cpoxu wconHeHus CpOYHEIX JOKYMEHTOB (TIOPYYEHUH) He TIpOAIEBAIOTCS U He
KOPPEKTHPYIOTCSL.

Cpoxu WCIONHEBMA IOpYYeHHi TINaBbl TOPOACKOTO OKpPYyra — TJaBb
anMHUHACTpalMy JaHKOBCKOTO TOPOJCKOr0 OKpyra ONPeeNsIOTCS K3 MPOTOKOIOB
COBEIlaHMH, BBIE3NHBIX BCTPEY, KOHTPONb 32 HX HCHONHEHHMEM OCYIIECTBISIOT
CeKpeTapH COBEIUAHUM, BHIE3AHBIX BCTpey. B ciydasx, KOrla B MPOTOKOJIE HE YKa3aH
CPOK HCIIONHEHH IOPYIEHHS, TO JaHHOE IIOpY4YeHHEe HE CTaBUTCSA HA KOHTPOJIb.

Hcnonnenne J0KyMeHTA II0 CYIECTBY HOJDKHO GbITh 3aKOHYEHO He II03IHEe, YeM
33 OATh paboymx AHeH N0 HCTEUEHHS CPOKa, [PEAYCMOTPEHHOTO IS HUCIOTHEHHUS
JOKYMGHTOB naHHOro Bupga. OcTaBliascsi dYacTb CpoKa IIpejHasHadeHa Al
COTNIACOBAHMA, PEINAKTHPOBAHMS, TOANMCAHMA, DPETHCTPAlHK IPOEKTA AOKYMEHTA.
HckmiodeHne COCTaBIAIOT JOKYMEHTHl CO CPOKOM HCIOJHEHUs MEHee NATH Pabouux
JUHEH.

Ecnu ycTaHOBNEHHBIA CPOK HCIIONHEHMS JOKYMEHTA TPUXOJUTCA Ha BBIXOJHEIE
WM Opa3sfiHAYHBIC IHH, CPOKOM HX MCIIONHEHHS CHUHTAeTCs Iocnefuuii pabounil nens
Tiepel] BEIXOAHBIMA Y MPa3THAYHEIMA JHIMH.

[Inanupyemas jgata MCIIONHEHHS NOKYMEHTa (QDMKCHPYETCS B PETMCTPAIHOHHO-
KOHTPOJIBHOM KapTO4Ke.
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5.3.2.4. Ilpojuienne cpoka MCIIONHEHU JOKYMEHTOB,

VisMeHeHHe HAH IPOAJIEHHE CPOKOB HCIIOMHEHMs! MOKYMEHTOB, MOPYYEHHM
JIOTYCKaeTCs C MMCBMEHHOTO paspellleHHs PYKOBOJUTENeH, YCTAHOBUBIINX 3TH CPOKH.

ITpn HeoOxoAUMOCTH U3MEHEH!sI CPOKa MCIONHEHUS JOKYMEHTa OTBETCTBEHHEIH
UCIIONIHATENS HE TIO3JIHEE, 4YeéM 3a TPH AHA [0 HCTEUYEHUs CPOKA HCTIOJIHEHHA
IIPEACTaBIgeT HA UMA PYKOBOAMTEN, YCTAHOBHBIIETO STOT CPOK, MOTHBHPOBAHHYIO
pockOy 0 ero MPOAJIEHHN ¢ YKa3aHHEM HOBOTO CPOKA.

Ecnu cpox yka3aH B TEKCTE€ [OKYMEHTa, TO IIEPEHOC CPOKAa HMCIOJIHEHHS
[IPEIBAPHUTENLHO COINIACOBBIBAETCS C aBTOPOM JOKYMEHTZ2, a 3aTeM Ha UM
PYKOBOAHUTEIN, MABIIEr0o IOpY4YeHHE, NPEICTaBIseTcs MOTHBUpPOBaHHAs Ipockba o
IIPOJICHHUH.

Pemmenue pykoBomurens o0 M3MEHEHHWHM CPOKOB HCIOJHEHHS JOKYMEHTA
dukcupyercs B C3OJ[ B perucTpalyOHHO-KOHTPOJIBHOM KapTouke HOKYMEHTa C
yKa3zaHHeM HOBOTO CpoKa.

JOKYMEHTBI, II0 KOTOPEIM CPOK HCIIOJNIHEHHS CBOEBPEMEHHO He OBUI IpOJJIeH,
CUMUTAIOTCA He HCIIOMHEHHBIMHU B CPOK.

5.3.3. IlopamoK HCIIONHEHHS U CHATUS OKYMEHTOB C KOHTPOJIS.

HOKYMEHT CuHTaeTcs MCIOJHEHHBIM H CHHMAETCS C KOHTPONIA IIOCIE
(QaKTHYECKOTO BEHINONHEHWS [OPYYEHHA [0 CYWECTBY, JOKYMEHTHPOBAHHOTO
MONTBEPIKACHUS HCIONHEHMS ¥ COOOIEHHA pes3yNbTaToB  3aMHTEPECOBAHHBIM
OpraHM3alMIM ¥ JTUIaM (ECNH B IPeACTaBICHHEIX M0 HEMY MaTepuanax O BHIIOJHEHUH
HE JaHO OTIOJIHHUTENEHEIX MOPYYEHUH U MaTepHalbl He BO3BpAIeHb! Ha A0paboTKy) u
CIavH ero B JIeNO.

Ilpoext nHceEMa-oTBETA CO BCEMH [IPWIOKCHHAMHM Hanpasnsercs B COJ]
HCIIOJHUTeNeM (OTBETCTBEHHBIM HCIIOJHHUTENEM) He TIO3MHEe, YeM 3a IATh JHeH 10
HCTEUEHMS YCTAHOBIEHHOIO CPOKa HCIIONHEHHU,

» B cnysae moAroToBkM mpoekra muckMa BHe paMok COJI CKaH-KOIHs MHChMa-
OTBETA CO BCEMH IPHIOKEHHAMH BKIAIBIBACTCS MCIONHUTENEM (OTBETCTBEHHBIM
HCIIOJIHUTENEM) B 3afady IIpoliecca ¢ COOTBETCTBYIOMIMM KOMMEHTAPHEM.

IIpy HemOXYMEHTHPOBaHHOM peIIEHHH Bompoca (IIOJrOTOBKA OTBETA He
NpefyCMOTPpeHa) MCIONHHTeNeM (OTBETCTBEHHBIM HCIIONHUTENEM) 0QOpPMIIIeTCs
komMMeHTapuii B CO3Jl, KOTOpBIH COAEPIKUT KpaTKHe CBENeHHS 00 WCIONHEeHHH
NOKyMeHTa (HalpHMep, «COOOUIeHO Io Tele()OHY...», «IPOBEAEHO COBEINAHHE ...»,
«IPHHATO PACTIOPSIKEHHE OT ... No ....» u T.1.), citoBa «CHATE ¢ KOHTPOJIS), «B jenoy.

B perucTpaioHHO-KOHTPOIBHON KapTOYKe JENaeTcss OTMETKA 00 HCIIONHEHHH:
KpaTKas 3aliCh O pelIeHHH BOIIpoca U JaTa (PakTHIEeCKOTO HCIIONHEHHS NOKYMEHTA.

TpeGoBanMg K HMCIONHEHMIO W CHITHIO MOKYMEHTOB, IOPYYEHHH C KOHTpPOJIS
CONEpPIKATCA B HMHCTPYKIMH T10 OCYLIECTBISHHIO KOHTPOMSA JOKYMEHTA, PE30IIOLIFH,
IHOpYy4YeHH B MOAUGMDUIMPOBAHHOH CHCTEMe 3IJIEKTPOHHOro JOKYMEHTo0OopoTa,
paspaboTaHBOM MEHHCTEPCTBOM WHQPOPMAIMOHHOTO PasBUTHS W CBA3U IlepMCKOro
xpast, CxeMa KOHTPOJII HCTIONHEHUS HOKYMEHTA, PE3ONIOLUH, [IOPYIEHHS TIPHBEIEHA B
IpuioKeHud 16 x Hacrosmen MucTpykiuy.

5.3.4. AHaIu3 COCTOAHUS HCOONHUTENLCKOR AUCIIMILUIKHEL

AHanW3  HCIONHEHHS JIOKYMEHTOB IPOBOJWTCS Ha OCHOBE  JaHHBIX
PETHCTPAIIMOHHO-KOHTPOJILHBIX KapTOYEK.

YipagneHueM JelaMu AJMHHHCTPALHM eXCHEIENBHO TOTOBSTCS CBOJHEIE
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CBEICHMA II0 HCIIONHEHHIO KOHTPONHPYEMBIX JOKYMEHTOB, IIOPYYEHHM TITI4BBI
IOPOZACKOr0 OKPYra — TJIaBBl aAMMHUCTpanuyu YalKoBCKOTO TOPOZICKOTO OKpyTa, a
TaKKe TEPeYHH JOKYMEHTOB M NOPYYEHHH, TOANEKAIIHX HCIONHEHHIO B TEUeHUe
NPEACTOAIIEH HelleNH, i HaNpaBJIAIoTCs B anpec PykoBoguTenelt AaMununcTparum.

ExeMecsyHo ynpaBlieHHe JeNlaMM HAIPAaBJIsSeT [ePBOMY 3aMECTHUTEN0 [MaBbI
aIMUHHCTPalliH,  PYKOBOOUTENIO  ammapara  CBEAEHHA [0  HCIIONHEHHIO
KOHTPOTIMPYEMEBIX NOKYMEHTOB, & TalkoKe IepedHH MJOKYMEHTOB W IOPYYeHHH,
YCTaHOBIEHHBIC CPOKH WCIIONHEHMS KOTOPEIX MCTEKNIM Ha IIEPBOE UYMCIO TEeKyIIEero
MecsIa.

ITonyuennple cBeZleHMS]  pacCMaTpHBAIOTCS Ha  paboumMX  COBELIAHHSX
PYKOBOACTBA ANMHHUCTPAUHH.

YrpasieHue JenaMu EKEKBAPTAIBHO KOHTPONHPYET COCTOSHHE
HCTIONHHUTEILCKON TUCHMIUIMEG B AJMHHHCTPAIlNM, COCTABIAET W HANPAaBIseT ITIABE
FOPOACKOTO OKpyra — rNiaBe agMUHHCTpanuH YaHKOBCKOTO TOPOACKOTC OKpYyra

MTOrOBBIE CBEACHHSA IO HCHONHEHMIO KOHTPOIHPYEMBIX NOKYMEHTOB, IIOpPYYEeHHH B
paspese CTPYKTYPHBIX NOApasfeNeHHH, OTpPacieBBX ((QYHKIHOHAIBHBIX) OpraHOB
AIMUHUCTPAIHH.

5.3.5. OTBETCTBEHHOCTH 3a HEHUCIIOJHEHHE JOKYMEHTOB.

3a HEWCTONHEHWE WM HEHajeXalllee HCIIONHEHHE IOKyMEHTOB, HapylIeHHe
YCTaHOBJIEHHBIX CPOKOB HX MCIIOJHEHH#, a TakkKe HacTosmed WMuCTpykmmu K
CIlyXKaIliM AZIMHHACTPAIMN B YCTAHOBICHHOM IIOPSIAKE MOTYT OBITH IPUMEHEHB! Mephl
JUCLUITHHAPHOTO W MaTePHaIBHOIO BO3LEHCTBHS 10 WHUIMATHBE PyKosojdTeneii
AIMUHMCTPAIUH, IIPEICTABICHMSAM YIIPABIEHMS AETaMH.

5.4. Perucrpanusi, 06padoTKka M OTIPaBKA HCXOASILIAX JOKYMEHTOB

5.4.1. Peructpauus HCXOOAIMX CIyKeOHBEIX MUCEM, MTOMMHUCAHHBIX I1aBOM
I'OPOACKOrO OKpyra — IJIaBOHM aaMHHHCTpauun UYaiKOBCKOTO TOpPOACKOro OKpyra,
OCYHIECTBISACTCS OTAENOM MOKYMEHTALIMOHHOTO OOeCleueHUs YIpaBleHus nelaMu
AIMMHHUCTpALIH,

5.4.2. Perucrpanus, o6paboTka ¥ OTHpaBKA HCXONSIIMX CIYKeOHBIX IHCEM,
NOAUMCAHHBIX  3aMECTHTe/MH  [IaBhl  AJMUHHCTPAalMW,  OCYILECTBILETCS
CeUHaliucTaMH IIPHEMHEBIX, OCYIIECTBIIONIMMY (QYHKIHMH ceKkperapell 3aMecTHTelet
rJ1aBbl ATMUHHCTPAIMH.

5.4.3. CrpykrypHble TojpaszieNeHHs, oTpaciersle ((QYHKIHOHATLHBIE) OpraHbl
AJMHAHECTPALME  CAMOCTOATEABHO OCYIIECTRISIOT —PEerHCTPalMioO M 06paboTKy
HCXOJAIMUX  AOKYMEHTOB, IIOATOTOBNEHHBIX 3a TONIHCBEI0  pPYKOBOIZUTENEl
CTPYKTYPHBIX  TIOHpazfeneHMil,  OTpacieBBIX  ((YHKIMOHAIBHEIX)  OPraHOB
AIMAHUCTPAITHH.

544, Ha xaxupli HMCXomsmpil IDOKYMEHT O(OPMIAETCS PpEruCTpalUOHHAS
KapToyka Ip¥ HHHIHUPOBaHUHU IIpouecca B C2]I,

ITocme mnopnmcamma wucxopdmero jgoxymenta B COJl emy mnpHCBauBacTes
CaMOCTOSTENbHBIA PErHCTPATHOHHBIN HOMED.

5.4.5. O6paboTka u OTIpaBKa TOKYMEHTOB, [IOAMUCAHHBIX IJaBOM TOPOICKOTO
OKpyra — rmaBo# anMuHECTpanuy YaiKkoBCKOTO TOPOICKOr0 OKPYyra, OCYIIECTBASIOTCS
OTZENIOM JIOKYMEHTAlHOHHOTO 00eCTIeYeH s YIIPaBIeHH s AeNaMi aAMHUHHCTPALIH.
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5.4.6. TImcpMa TPUHUMANOTCS HA PErHCTPAUMIO W OTIPABKY CO CIHCKOM Ha
pacchUIKy (BKIIOUas IOYTOBEIS/MISKTPOHHEIE afpeca) Ao 16.00 4., MOCTYMUBIINE TIOCIE
16.00 4. oTnpaBiIAOTCA Ha CeAYIOWIHi paGounii NeHb.

HenpaBunpHO oO(QOpMIEHHBIE JOKYMEHTH BO3BPAINAIOTCS MCHONHHTEIIO Ha
nopaboTKy.

5.4.7 JloxyMeHTHI 3a HOANKCHI0 PYKOBOAUTENEH CTPYKTYPHBIX TIOKpa3NeICHHI
anmnapata AIMUHHCTPAIHUH, OTPacleBHIX ((hYHKIIHOHANBHEIX) OPraHoB AJIMUHHCTPALIHK
HApaBIAOTCA — afpecaraM  OTBETCTBEHHBIMH 32  JEJIONPOM3BOACTBO B OTHX
CTPYKTYPHBIX  IIOApa3JeNeHusX  anmapata  AIMHHHCTpalMH,  OTPACHEBBIX
(GyHKUMOHANBHEIX) OpraHax, CaMOCTOATENBHO.

5.4.8. Peectpsl IIOYTOBBIX OTNpaBNCHUE (QOPMUPYIOTCS OTBETCTBEHHBEIME 32
OTIPaBKy JOKYMEHTOB IOYTOBBLIMH OTHPAaBICHUSIMH, Ha3sHAYCHHBEIMH B CTPYKTYPHOM
noApasgeneHuy  annapaTa  AamuHuEcTpanun.  COOpMHpPOBaHHBIE — PEECTpEI
HaIpaB/AIOTCA B OTHEN TEXHHYeCKOro  ofecrieyeHus] ympaBIeHHS —JAelaMHi
aIMHHHCTpaIMl YalKOBCKOr0 TOpOACKOTO OKpyra OO TIITOrO YHCIIA MECsIa,
CJIEIYIOWIETO 38 OTUETHRIM.

5.4.9. OtnpaBka MAOKYMEHTOB I10 KaHalaM DJIEKTPOHHOH IIOYTHI %4
paxcuMUIBHON CBA3M OCYLIECTBISIETCS B COOTBETCTBHHM C pasfjeiaMd 5.5. u 5.6.
Hactoaued MHcTpyKiun.

#5.4.10. MocTaBka U OTHpPaBKa 3JEKTPOHHLIX NOKyMEHTOB CPEACTBAMH CHCTEMBEI
MEXBENOMCTBEHHOI'0  DIEKTPOHHOIO  JAOKYMEHTOO0OpOTa  OCYIIECTBIAETCH B
COOTBeTCTBHH ¢ llollokeHHEM O CcHCTeMe MEXBEIOMCTBEHHOIO 3JIEKTPOHHOIO
JTOKyMEeHT0060pOoTa, YTBEP)KIEHHBIM IOCTaHOBIeHHeM IIpaBurtenscTBa Poccuiickoit
Qepepauuu ot 22 centsdps 2009 r. Ne 754 u IlpaBunamu oOMeHa TOKYMEHTAMH B
JIEKTPOHHOM BHAE IIPH OpraHu3aiyy  MHQOPMAMOHHOIO  B3aHMOAEHCTBIS,
YIBEPXKICHHBIMI TIocTagopienreM IIpaButenscrBa Poccuiickolt ®epeparun oT 24
uronst2021 r. No 1264,

5.4.11. TpebGoBanud I10 IIOATOTOBKE M PETHCTPALMH HCXOANMX JOKYMEHTOB B
COJl ompenenszores MHcTpykiupel 0O TOATOTOBKE W PETHCTPALUH HMCXOMSIIHMX
JIOKYMEHTOB B MOAM(UIMPOBAHHOH CHCTEMe 3IEKTPOHHOIO JOKYMEHTOOGOpOTa,
pa3paboTaHHOM MHHHMCTEPCTBOM HH(QOPMANHOHHOTO pa3sBHUTHS U cBiasu Ilepmckoro
kpasg. CxeMa NOATOTOBKH M PErdCTPALlMH HCXOAAIIET0 MIOKYMEHTa INpHBEICHA B
TIpHIOXKEHUU 17 K HacTosIeH HHCTPYKIIHH.

5.5. Ilpuem, o6paboTka H nepenaya JOKYMEHTOB 110 KaHaJaM (paKCHMEIbLHOMH
CBA3H

5.5.1. MDaxcumunbHas CBA3b IpeIHA3HAUeHa NI ONEPATHBHOM Nepemauud
npueMa HH(OpMalUY B BUAE KOIIHH.

CpencTsa (paKCHMIUIBHOH CBS3H YCTaHOBJIEHBI B NPHEMHON TJIABBI TOPOACKOTO
OKpyTa — I'7JaBbl aAMHHHMCTpalMK YalHKoBCKOTO TOPOICKOI0 OKpyTa.

DakCHMHUNBHBIN arrapar, uMeeT opUIUaTbHEI HoMep (8-34-241)-6-30-31.

5.5.2. CrnyxxeOHBIE NOKYMEHTHI, IlepelaBacMbie M MpUHHAMaeMble II0 KaHauam
(GaxcUMUILHON CBA3M, IOPHIUICCKOM CHIIEI HE HMEIOT.

5.5.3. HoxymeHTHI, nepenaBaeMmble 10 (DaKCHMHIBHON CBA3H, MO/UKHEI OBITH
3aperuCTPHUPOBAHEI 10 MECTY perucTpallii JaHHOTO BHAA JOKYMEHTA.

[Tepemauy  daxcorpamMm  OCYMIECTBISIIOT  COTPYAHHKH  CTPYKTYPHBIX
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MOApasaeNennt, OTpacieBblX (QYHKIMOHANEHBIX) OpraHos AAMHHHCTPALHY 110
YKa3aHHIO UX PYKOBOAUTENEH.

Ast mepefadn dakcorpaMM B HECKOJIBKO OpPTaHM3alldil COCTABIAETCS CIHCOK, B
KOTOpOM YKa3BIBAIOTCS HAMMEHOBAHME OpraHM3alud, HOMep (akca, OTMETKa O
nmepenade ¢ QaMuiMed M MOANMCHIO JMIa, INepefaBmierc daxcorpammy. Llocie
nepenadd  (QakcorpaMMsl IOMIMHHHK [HCBMA HAaIpaBiIseTcs azpecaty II0YTOBOLA
CBSI3BIO.

DakcorpaMMBl,  aPECOBAHHBIE [IaBe TOPOACKOTO OKpyra —  [JiaBe
aIMHHHACTPAlH aHKOBCKOIO TOPOICKOTO OKPYra, PErHCTPHPYIOTCS B OTIENe
AOKYMEHTALMOHHOTO 00CCIedeHns yIpaBleHns JelaMH, aApECOBAHHEIE JPYTHM
PYKOBOAUTENIM AIMUHHCTPALME~ PETHCTPHPYIOTCS MX CeKpeTapsamu. ITocTymuBimM
MOJJIMHHAKAM [HCEM, PaHee MepefaHHBIM M0 (GaKCUMUILHON CBA3M, IIPHCBAMBAETCH
PETHCTPALIMOHHBIN HOMED (PaKkcorpamMMmel.

5.5.4. JOKyMeHTHI, IIOANeXalye MeEPEfaue 1o GaKCHUMUILHOM CBSI3Y, NOMKHEI
OBITH HaIlEYaTaHBl YETKHM, KOHTPACTHBIM IIPH(TOM.

He pomyckaeTcss BONHHCTOCTE Wik Ae(OPMalMsi MATepHAIBLHOTO HOCHTENS
OTIPaBJIAEMOTO JOKYMEHTa H YIOTpeOeHe HeKauecTBeHHOH (ToHKas, cepas) GyMaru.

OGbem meperaBagMOro B TeUeHHE OFHOIO CeaHCa CBA3M LOKYMEHTA,
BBINIONIHEHHOTO Ha Oymare GopmaTa A4, He JOIDKEH TIPEBHIIATE 5 JIHCTOB.

Sampemaercss nepefaBath N0 (GAKCHMWIBHON CBS3M TeKCTHl JOKYMEHTOB C
TIOMETKOH « 11 cIy:keGHOro oIB30BAHMAY.

3.5.5. llepconanpHasi OTBETCTBEHHOCTH 34 NPaBUILHOCTD nepefauy (IpreMa)
(hakcorpamm BO3JIaraeTCs Ha JIHL, OCYILECTBAMIONMX UX Iepenady.

OTBeTCTBEHHOCTS 3a Ccolep)KaHMe HHGMOPMAIMH, IlepeqaBaeMoOi 10 KaHAIaM
(paxCHMMIBLHOH CBSI3M, BO3NAraeTCs Ha HWCIIONHUTENS, NOATOTOBUBIIETO OOKYMEHT K
nepenaue, U pPyKOBOJMTENA COOTBETCTBYIOIETO TOAPa3aeICHH .

5.6. Ilopsinox npuema, 06paGoTKH H nepeaauH JOKYMEHTOB
N0 JIEKTPOHHOM HOUTE

5.6.1. ObwumMansHEIM  afpecoM  BIEKTPOHHOH  IIOYTHI aIMUHUCTPAIIHH
HalikoBCKOTO TOPOACKOTO OKpyra ABISETCS afpec: Tchaikovsky@permonline.ru,
CTPYKTYPHBIE IO pa3 e/ IeHus, OTpAaciieBbIe (byHKIHOHANEHEIE) OpTaHsl
AJIMUHHCTPAMH MOTYT HMETh COOCTBEHHEIE aIpeca SNIEKTPOHHOM TOYTEL.

5.6.2. B AIMHHHCTpanMH IpHeM OJCKTPOHHEIX KOMME JOKYMEHTOB yif
OTTPaBKK H OTHpaBKa OCYLIECTBISIOTCA B TeYeHME pabouero mHsa yIpaBIeHUEM
JiefaMu.

B npuemHBIX 3aMecTTened ITaBbl ANMHMHUCTDAIME HpPHEM U riepegauy
O(ULMATBHON SNEKTPOHHOM IIOYTHL OCYLIECTBASIOT CIENHANMCTEL, BBHITIONHAIOMYE
bYHKIUH ceKpeTapeil pyKoBoAuTeeH.

B CTpyKTYpHEIX nOApasmeneHMsX, OTPacHeBHIX ((ByHKIHMOHANBHEIX) OpraHax
AnmuHuCTpanuu 06paboTKy, MpHeM W nepeadyy ohMIMaNbHOI DJIEKTPOHHOW [10YTHI
OCYLICCTBIAIOT CHEIHAUCTEI, BBIIOMHSIOIME QYHKIMK CeKpeTapeil pyKkoBOIMTeNek:
60 OTBETCTBEHHBIE 32 AEJOLPOU3BOACTBO (ONEPATOPHI 3IEKTPOHHOMN TIOYTEI).

Jpyrue COTPYNHHKH, MMEIONIME SICKTPOHHBIE SIUKH, OCYNIECTBISIOT TIpUEM-
neperady HHPOPMAIMOHHO-CIPABOYHEIX MATEPHAIIOB, HEOOXOAUMBIX IS BEIIOIHEHMS
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cnyxeOHsIX 00s3aHHOCTE,

5.6.3. Ilo 37eXTpOHHOM TOYTe IPON3BOAUTCS HATIPABICHHE!

METOOHUYECKOH U CIPaBOYHON HH(pOpMaLny;

3aMpPOCOB Ha IIPeJACTABICHHE OllepaTUBHOM HHPOPMALIMY ¥ OTBETOB HA HHX;

IIpUITIAIIEHHH HA COBEIaHus, CeMUHAPEI, KOH(EPEHIHN;

IIaHOB PabOoTEI, CHPABOK-OTUETOB MOAPA3eNeHyiA;

TeNne(OHHBIX CIIPaBOYHHKOB;

IpYTHX HHOOPMAIOHHO-CIIPaBOYHBIX JOKYMEHTOB.

5.6.4. Ilo yxasaHuIO pyKOBOIUTENEH MONYCKASTCS PACCHUIKA CIY)KEDHBIX MUceM
HHPOPMALHOHHO-CIIPABOYHOTO XaPaKTepa.

C oduuManbHOTO azpeca 3JMIEKTPOHHOMW MOUTHl AAMHHHCTPAIMH CIyXeOHbIE
IMCbMa HAaNPaBJAIOTCA 3a IMOAIHUCEI0 TJaBhl TOPOACKOTO OKPyra — I[VIABEI
amMUHMCTpanuu  Ya¥KOBCKOIO  TOPOACKOrO  OKpyra,  3aMeCcTHTENeH  IJIaBh
AIMHHHCTpanuy, ¢ oQHIHATEHOTO afpeca CTPYKTYPHBIX MOAPa3/ieNeHu, OTPacleBbIX
(byHKIHOHANEHEIX) OPraHOB AIMHHUCTPAIMH HAIPABIAIOTCS CIIy:KeOHBIE NMUChMa 3a
MOATIUCHIO PYKOBOOUTENEHN 3TUX OAPa3ICIICHUIA,

5.6.5. Jng OTHOpaBKH HXOKYMEHTOB [0 OSIIEKTPOHHOM I10YTe HCIIONHUTENS
npefcTaBnger (ain Ha HocuTenre HMHOOPMAIMU (OHCK, (IISIIKA, YaT) OIEpPATOPY
3IEeKTPOHHOH IIOYTEI.

# OnepaTop 2NeKTPOHHOM ITOYTHI OTIIPABIAET JOKYMEHT aIpecaTy.

~ 5.6.6. IIpreM JOKYMEHTOB OIEpPaTOpOM 3JIEKTPOHHOH NOYTHI IPOM3BOTHUTCS He
pexe ABYX pa3 B TeueHHe pabouero IHs, Bpems obszatensHoro mpueMa ¢ 9.00 go 10.00
4acog, ¢ 16.00 mo 17.00 yacos.

5.6.7. Tlpn mONyYeHHH O5IEKTPOHHOTO COOOINEHMS OIEPaTOp SNEKTPOHHOM
TIOYTHI:

© peructpupyer coobuienue B COJ] unm mepechuiaeT IO 3JIEKTPOHHOM I104YTe
aJipecary;

B HEOOXOMUMBIX CIIydasX NepefaeT yBeAOMIIEHHE OTIPABUTENIO O IIONYUSHHH
JNOKYMEHTa;

B Cllyuyae HCBO3MOXHOCTH pacleyaThiBaHHsA JOKYMEHTa YBeJOMIET 06 3TOM
OTIIPaBUTEIISL.

5.7. IlopAAOK BHINOJIHEHHS KONHPOBAJIbHO-MHOKHTENLHBIX paloT

3.7.1. BemnonHeHHe KONHPOBAILHO-MHOXHTENBHEIX paboT MPABOBBEIX AKTOB
aIMUHHCTpanuy  YaWKOBCKOTO TOPOACKOTO  OKpyra, IIOIIEXAUMX  pACCHUIKE
IIPOM3BOAUTCS YIIPABIICHHEM JEaMH.

5.72. He pomyckaercs HeoOOCHOBaHHOe DasMHOXKEHHE IOKYMEHTOB,
HESKOHOMHO® PacxoJ0BaHHe OyMaru ¥ pacXoJHEIX MaTePHAIOB.

Konuposanwe MaTepuanoB ¥ JOKYMEHTOB OCYIIECTBIAETCS B HOPALKE HX
IIOCTYINICHHS, IPH HEOOXOAMMOCTH (C YYeTOM 3HAYMMOCTH JOKYMEHTOB M CTEHECHH
CITIO’KHOCTH BBIIONHASMOM paboThl) MOPSIOK MOXKET H3MEHATHCS.

Komuposanne  [HOKYMEHTOB  CTPYKTYPHBIX  IIOApasiefeHHH, OTpacheBHIX
(QYHKIHMOHANBHEIX) OPraHOB AJIMHWHHCTPALMH OCYIIECTBIAETCA HA KOMHPOBANBHBIX
anmaparax, YCTAHOBIEHHLIX B  CIPYKTYPHBIX  MOJpPA3NefleHHsX, OTPacleBbIX
(QyHKLHOHANBHEIX) OpraHax AJMUAHHCTPALUH.
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Konuposanne moxymentoB «J{st ciy)xeOHOTO IIONB30BAHMDY OCYIIECTBISIET
OTHEI TI0 MOGUITH3aHOHHON paboTe ¢ OTMETKON HA OpHMIHHATE O KOJUYECTBE KOIUH I
KOMY OHY pa3ociaHEL.

3.8. Y4ert o6bema JokyMenT0o060poTA

5.8.1. OGveM n0KyMeHTOOOOPOTA COCTABIAET KOJNMUECTBO MOKYMEHTOB 3a
OIIpeNeNeH BN MepHO BpEMEHH.

O6beM  mOKyMeHTOOOOpPOTZ  ONPEHENSeTCSs CYMMHPOBAHHEM  KONMYECTBA
BXOAAINNX, HCXO/UALINX, BHYTPEHHUX AOKYMEHTOB, IIPABOBBIX aKTOB A IMUHHCTpAIHH.

5.8.2. Iloxcyer 00beMa MOKYMEHTOOGOPOTA MPOBOAMTCS 10 PErMCTPALHOHHBIM
(popmMaM B MECTaX PErucTPaIliy JOKYMEHTOB.

5.8.3. llpu moxcuete HOKyMeHTOOGOPOTA 3a EOVHHUIYY YyYeTa NPHHHAMAETCS
KaxIbIH 9K3eMILTSIP JOKYMEHTa, BKIIX0Uas KOMHMH. BXOZsIIe, HCXOnsIIre, BHYTPEHHNE
MOKYMEHTEI IOJICIUTHIBAOTCS Pa3AeibHO.

5.8.4. Ceenmenus 06 o6reme moxymenrtooGopora B AIMUHHUCTPALIHH €)KeroIHO
COCTaBIISIOTCS YIPABIEHHEM JelaMH Ha OCHOBe JaHHEIX COJI.

Crpyxtyprble monpaszieNeHHs, oOTpacieBble (QYHKUMOHANBHbIE) OPraHsl
AIMUHHCTpaUHA  CaMOCTOSTENBHO  COCTaBIAOT  cBefeHus 06  o6beMe
JOKYMEHTO000poTA.

5.9. Opranuzauus paboTsl ¢ JOKYMEHTAMH, COACPRANNMHE CAYXKeGHYI0
HMH(pOPpMaLHIO OTPAHHYEHHOI0 PACTIPOCTPAHEHH

5.9.1. Ionoxenus mHacrosmed MHCTpykumu pacmpoctpansiorcs Ha pabory c
AOKYMEHTaMH,  COAepXKAlUMK  ClyXeOHyR0  HHGOPMALHI0O  OTPaHHWYEHHOTO
pacnpocrpanenus. OcoGeHHocTH paGOTEI ¢ 9TOW  KaTeropueidl  JTOKYMEHTOB
ONIPENENIIOTCS O IOpAAKe oOpalmeHus co ciykeGHOM MH(bOpManHelt orpaHHYeHHOTO
pacmpocTpaHeHuss B (esiepalbHEIX  OpraHax  MCIONHWMTENBHOH  BrlacTH,
YUOIHOMOYEHHOM OpraHe YIPaBlIeHWs MCIIONB30BAHHEM ATOMHOM SHEPIMM H
YIIOTHOMOYEHHOM  OpraHe I10 KOCMMYECKOM  JESTENBbHOCTH, YTBEPKACHHBIM
nocranosnenueM IlpasutenscTsa Poccuiickolt ®emepanmu ot 3 Hosbpa 1994 .
Ne 1233.

5.9.2. K cnyxebHol uHGOPMAIUE OTPaHUYEHHOTO PaclipOCTPAHEHHS OTHOCHTCS
HECeKpeTHas MH(OpPMals, OrpaHHYeHHs Ha DPACHPOCTPAHEHUE KOTOPOH AMKTYIOTCH
ciykeGHOM HeoOX0MNMOCTBIO.

5.9.3. Peumrenne 00 OTHeceHHHM MNOKYMEHTa K KATErOpMH OIDAHHYEHHOTO
pactpoCTpaHeHus NPHHHMAETCA, KaK NpaBMilo, HA CTagWH IPOEKTa NOKyMEHTa
UCTIONHUTENEM JOKYMEHTa, DPYKOBOJMTENEM IIOApa3feNieHUs MIM JOIKHOCTHEIM
JIUIIOM, TIOANHCEIBAIOIINAM HIIH YTREPIKAAIOIMINM TOKYMEHT.

5.9.4. JlomkHOCTHBIE [THIIA, NPUHABIIKE DPENIeHHe 00 OTHEeCeHWH cIykeOHoi
MH(QOPMAlUK K KATETOPHH OTPAaHHUYEHHOrO PACTPOCTPAHEHHMS, HECYT MEPCOHANBHYIO
OTBETCTBEHHOCTH 32 000CHOBAaHHOCTH IIPUHSATOTO PEIICHHSL.

5.9.5. Ilopsanox oQopmieHHs JOKYMEHTOB, CONEPYKAIIMX  CIyKeOHYIO
MH(OPMAIMIO OTPaHHMYEHHOTO PACIPOCTPAHEHHS, HMEET HEKOTOPHIE OTIHYHSA OT
O(OPMIIEHHS OTKPBITEIX JOKYMEHTOB, TOTOBSTCS BHe pamok CO]I,
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B mpaBoM BepxHeM YTy MNEpBOI0 JHCTa JOKYMEHTa MOIYT IMPOCTaBISATHCS
moMmeTku  « M cmyxkeOHoro momsszoBammmy  (JCII), «He jma meuatm»,
«KoHbuneHuranbH0»; HOMep 3K3eMIUIApa.

Ilpu permcrTpanuu JOKYMEHTOB, COACPXaLMX ciyxkeOHY0 HHOOPMAIIIO
OTPaHHMYEHHOr0 PacHpOCTPaHEHUA, PSAOM C PEerucCTpallMOHHOM HOMEpPOM, KOTOPBIH
YKa3pIBaeTCsA Ha IIOJIMHHHKE W KOIMM OTIPABISEMOI0 IOKYMEHTA, IPOCTABISETCS
nomerka JCIT (sampumep: 05-14-8acm).

Ha o6opoTHOHl CTOpOHE IOCIENHEro JHCTa KaXIOro 3K3eMIULIpa IOKYMEHTa
YKa3bIBAETCHA KOJMYECTRO OTIICYaTaHHBIX IK3eMITIAPOB, (haMUINs UCIIOIHUTENS, JaTa,

59.6. Ilpmem wu perucrpalis MJOKYMEHTOB, COZEpPXKAIINX CIYxKeOHYIO
UH(OPMAIMIO OTPaHUYEHHOIO pACIPOCTPAHEHHS, OCYLIECTBISIOTCS B HOPSIKE,
IIPEIYyCMOTPEHHOM JJI APYTHX CIy KeOHbIX JOKYMEHTOB.

5.9.7. Joxkymentnl, comepxanpe ciyxeOHyro HWHGOPMALMIO OTPAaHHIEHHOIO
pacnpoCTpaHeHus, [IEPeNatoTCa COTPYAHUKAM NOoApasAeleHui o) paciucKy 1ubo mo
peecTpy.

5.9.8. HokyMeHTHI, coepxallue CIyXeOHy:0 HHOOPMAIHIO OTPAaHHYEHHOTO
pacIpoCTpaHeHusA, IEPechUIaloTCsl CTOPOHHMM OpraHuzaluiM (elpIberepckoil u
CHEelHaBHOH CBA3BK WK Mo4Tol Poccuy ¢ yBemoMieHneM 0 BpyIeHHH.

3anpelaeTcs UX nepenada GakCHMUNILHON CBSI3BIO HIIU IO IJIEKTPOHHOM IoUTe.

5.9.9. PazMHOXXeHHE NOKYMEHTOB, CONCPIKAIlIMX HH(GOPMAIMIO OTrpaHMYEHHOTO
pacnpoCTpaHeHus, OCYILIECTBISICTCS aBTOpaMH IHPOEKTOB AOKyMeHTOB. I[locie
PasMHOMEHUS JOKyMeHTa Ha OOOpOTHOI CTOpoHe NOKYMEHTa Jeiaercss OTMETKAa O
KOJIMYEeCTBE CHATBIX KOIIMH, YKa3bIBArOTCs (haMMIIHs HCITOTHUTEI U IATA.

5.9.10. JoKyMeHTBEl OIpPaHHMYCHHOIO pacIpOCTpaHeHUs TIpPYNIUPYIOTCI B
¢ OTAEIBHOE N(€JI0 B COOTBETCTBHU ¢ HOMEHKNaTypoit gen. [Ipu aToM Ha 065oxkke nena, B
i KOTOpO€ IIOMEINEHBI TaKHe JOKYMEHTH], IIPOCTaBAeTcs Ipud orpaHuyueHus TOCTyIa K
MOKyMeHTY, JIOKYMEHTHI XpaHSTCd B HASXKHO 3alHpaeMBIX ¥ OIIeHaThIBAEMEBIX
mKadax.

5.9.11. YHuuYTOXEHNE NOKYMEHTOB U JeNl ¢ IpudoM OTpaHHUYEHHs HOCTYIA K
JOKYMEHTY, YTPaTHBIIHUX CBOE IPAKTHYECKOE 3HAYCHUE U HEe HUMEIOIIHUX UCTOPUIECKOH
LIEHHOCTH, IMPOM3BOJUTCS IO aKkTy. B y4eTHRIX dopMax 00 3TOM AENAETCS OTMETKA CO
CCBIIKO¥ HA COOTBETCTBYIOIIMIL aKT.,

5.9.12. O daxrax yTpaThl Xen U [JOKYMEHTOB, COMEPIKAIIMX CIHYyXeOHYO
MHQOPMALMIO OTPAHHYCHHOrO0 pacIpOCTpaHEHWsd, HIM O HECaHKLHOHIPOBAHHOM
pasmiamenny 5Tol HHGOPMAUK CTABHTCS B M3BECTHOCTH MEPBbIM 3aMECTUTENH TIABEI
AJIMMHHCTpAlliH, PYKOBOJUTEINE alliapaTa M MPOBOXHTCA CIIyXxeGHOe pacClejoBatme
0BCTOATENBCTR YTPATH WK PasTIIalIeHus,

Ha yrpadennsle fena, ZOKyMEHTHI ¢ TPH(OM OTPaHHYEHHS JOCTYIIA K JOKYMEHTY
COCTAaBJIIETCS aKT, HA OCHOBAaHHH KOTOPOTO AENAlOTCA OTMETKH B YIETHHIX (opMax.

5.9.13. OTBETCTBEHHOCTh 3a OpPraHYRANUI0 TNPABHABHOTO O0OpalieHHs ¢
MOKyMEHTaMM, COJAEPXKAIUMKA HH(POPMAIUIO OIPaHHYEHHOTO pACIIPOCTPAHEHHS,
obeclieueHHe WX ydeTa, COXPaHHOCTH, CAHKIHOHUPOBAHHOIO HCIOJB30BAHUA
BO3jIaracTcs Ha pPYKOBOAMTENEH CTPYKTYPHBIX IIOApazleNeHUul, OTpacleBhIX
(yBKIMOHANEHEIX) OPraHOB AIMHHHUCTPAIWH.

5.9.14. BBox TexcTOB JOKyMEHTOB, MMEIOIIHX TPH( OIpaHHMYUEHHS AOCTYIa K
OOKYMEHTY, X CKaHHPOBaHHE, XpaHeHue H pacriegaTtka B COJ[ He pazpemaoTcs.
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5.9.15. Crryxebnas uHOPMaIUg OrpaHUYEHHOTIO PACTIPOCTPaHEeHMUS 6e3 CauKIuu
COOTBETCTBYIOINETO  [HOIDKHOCTHOTO  IHIa  He  MOMJEXHT  pasrIalleHHuIo
(pacnpocTpaHeHHIO).

3a pasriailenue cyxeGHOH MHGOPMALMK OTPAHUYEHHOTO PACTIPOCTPAHEHHS, a
TAIOKE 33 HapyLIeHHI IOpsaka oOpalleHus ¢ AOKYMEHTaMH, COJEPIKALIUMH TaKyo
MHQOPMALHIO, COTPYAHHK MOXKET GBITh PHBIEYSH K JUCIUIIIMHAPHOM HIIH HHOI npe-
JlyCMOTPEHHOH 3aKOHOAATEIIBECTBOM OTBETCTBEHHOCTH.

5.9.16. Cuarue rpuda orpaHHYeHHS ROCTYNA K NOKYMEHTY HPOH3BOIMTCS IO
pesynpTaTaM 3KCHEPTH3EI B CBSA3H C YTPAaTOH KOHQHUISHIMATBHOCTH MHPOPMALMH THO0
PYKOBOAMTENEM OPraHH3alliH, YCTAHOBHBIUMM Ipud orpanudenusa. ['pud moramaercs
TAMIOM HIH OT PYKH C yKa3aHWeM HOMEpa aKkTa MIM IPOTOKOJA, MOCIY)KHBIIETO
OCHOBAaHHEM JJIi €ro CHATHA. 3amkch MOATBEPIKAACTCS IOIKUCHI0 pabOTHHKA,
38HUMAIOMIEr0Cs yYETOM U XpaHEeHHEM TOKYMEHTOB.

Ilpu cHATIY rpuda orpaHHYEeHHs DOCTYIla K JOKYMEHTY Ha JOKYMEHTAaX, [elax, a
TaKKe B YYETHBHIX (OpMax NeNaloTcs COOTBETCTBYIOLIHE OTMETKH ¥ MH(DOPMHPYIOTCS
BCE aApecaThl, KOTOPBIM 3TH IOKYMEHTLI HAIIPABIISIIACE.

5.10. Opranusanus paGoTel ¢ JOKYMEHTAMH, COAEPHAMHMH CITyKeGHYIO
HH(popManuio.

HoxyMeHTEl, comepxkamme WHQOPMALMIO 33 HCKIIOYEHMEM WH(POPMALUK
OrpaHHYEHHOIO  PAcHIpOCTPAHEHMs, MMEIT CTaTyc CIyxeOHbIX. J[OKYMEHTEI,
cofiepaiiue CiyxeOHY0 HHOOPMAIMIO, IIPEOCTAaBIAIOTCS TPeTEHM JHLAM B
COOTBETCTBHH C JICHCTBYIOIHM 3aKOHOAATENBCTBOM.

6. Opranuzanns JOKyMeHTOB B JeJIONPOU3BOACTBE

Opranmzanus JOKyMEHTOB B HeJOIPOH3BOJCTBE — COBOKYIIHOCTE BUJOB PaboT,
0becreunBaloINX COXPAHHOCTD, YUET, CHCTEMATH3AIHIO JOKYMEHTOB, (OPMHPOBAHHE
¥ oQopmiuenye Ael B JAENONPOU3BOJACTBE W MX Iepefady Ha XpdaHeHHe B apxHB
HaHAKOBCKOrO TOPOACKOTO OKPYra B COOTBETCTBHM C TPeDOBAHUAMH, YCTaHOBJICHHEIMHU
rOCyapCTBCHHBIMU CTaHAAPTAMH HA HOKYMEHTHl, HOPMATHBHO-METOAHYECKAMHU
AoxymMeHTaMi  (DenepajbHOro apXHBHOTO areHTCTBA, 4 TAKKe HOPMATHBHO-
METOOMYECKHMH ~ JOKyMEHTaMH II0 [EIONPOM3BOACTBY UM  apxXWBHOMY Jely,
TEACTBYIOIKUMH B A TMUHHCTPAIHH,

IlpaBunpHas opraHu3amus JOKYMEHTOB B JEJIOIPOM3BOIACTBE 00eCIeuHBaeTCs
COCTaBJICHHEM HOMEHKIATYD JeN U (POPMHpPOBAHHEM JEIL.

6.1. CocTaB/IeHHE HOMEHKJIATYD Ae

6.1.1. Homenxnarypa fen npeacrapiser coboll CHCTeMaTu3HpOBaHHbIH NepeueHs
HaVMEHOBaHWH /e, 3aBOAUMBIX B CTPYKTYPHBIX MOJpasleNeHusX, OTPacieBBIX
(GyHKUMOHANBHEIX) OpraHax AJMHMHECTPALMM C YKa3aHHEM CPOKOB XDAHEHHS II0
YCTaHOBIIeHHOH dopMe.

Homenknatypa jpen mpenHasHadeHa IO  OPTaHM3AlMH  TPYIHHPOBKH
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HCIIONIHEHHBIX JOKYMEHTOB B Jefla, CHCTeMAaTH3allld, ydeTa W IIOMCKa Jel,
ONpEeNIeNICHUs CPOKOB HX xpaHeHusd. HoMeHKnaTypa mel sBISeTcs OCHOBOM I
COCTaBNEHMA ONHCEH AeN NMOCTOAHHOIO M BpeMeHHoro (cpeime 10 jer) xpaHeHus, a
TaKKe Ul y4yeTa el BpeMeHHoro (o 10 meT BKIOYHTENbHO) XpaHeH L.

6.1.2. IlpE cocTaBleHMM HOMEHKIATYPHl HEN CHENYeT PYKOBOACTBOBATHCS
TomnoxeHneM 0 CTPYKTYPHOM NOAPA3EIIeHIH, OTPACIEBOM (PYHKITMOHAIEHOM) Oprake
AIMHHUCTPalluM; IUTaTHEIM PAacIiCaHWeM; IUIAHAME H OT4eTaMHM o pabore;
HOMEHKJIATypaMK JFeJ 32 MNPEIIUECTBYIOUIME IOAbL; MEPEeYHIMH JOKYMEHTOB C
yKa3aHHEM CpOKOB HX XpaHeHus. M3ywaroTcsd Takke cOCTaB M COAEPIKAHHE
JOKYMEHTOB, 00pa3yIoInXCst B X JeATENLHOCTH.

6.1.3. CocTaBnaioTcss HOMEHKIATYpHl el CTPYKTYPHBIX IIOZpa3fencHHil,
OTpacieBbX (QYHKUMOHAIbHEIX) OPTaHOB AAMHHHCTPAIMH, ¥ CBOJHAS HOMEHKIATYpa
Al annapara AIMUHUCTPALMK O YCTAHOBIEHHOM HOpMe COrIACHO PHUAOKEHHAM 18,
19 k HacTosuIeH UHCTpYKIHH.

6.1.4. HomemkimaTypa JHen CIPYKTYPHOTO MOApa3fielieHHs, OTPAacjieBOro
(QyHKIHOHANBHOTO) OpraHa;

COCTaBIICTCSL JIMIOM, OTBETCTBEHHBIM 3a paboTy ¢ HOKyMEHTAMH B
TIOApa3sieNeHl , ¢ IPUBICUEeHHEM CIIEIHANICTOB IoApasAeacHNUS;

coriacoBeiBaeTCa ¢ MBY «Apxus YaiikoBckoro ropofckoro okpyra» (manee —
Apxug);

HOANKCEIBACTCA PYKOBOIHTENEM CTPYKTYPHOTO IIOApa3lelieHHs, OTPacieBoro
(QYHXUMOHAJIFHOTO) OpraHa H NPeJCTaBIseTcs B APXUB H yIPaBIeHHe NelaMu.

OTBETCTBEHHOCTh 32 COCTAaBIEHHE HOMEHKIATYp Jel B  CIPYKTYpPHBIX
TIOApasieNieHusaX, OTpacneBbX (GYHKIMOHANBHEIX) OpraHax Bo3jlaraeTcd Ha UX
PYKOBOAUTENEH,

6.1.5. Cponnad HOMEHKJaTypa Iell annapara AIXMUHHCTPAIMH COCTABIIIETCS
yHpaBJIeHHEM JIeJIaMH Ha OCHOBE HOMEHKIIATYP A€M CTPYKTYPHBIX [IOApa3/IeIeHHIH,

Mertoauyeckas HOMOIIL MO IIOATOTOBKE HOMEHKIATYphl JNel OKa3bIBaeTcs
ApPXHBOM, OTAEIOM JOKYMEHTAIIHOHHOTO 00ecieyet s yIpaBieHus AellaMH.

OTBETCTBEHHOCTE 3a €€ COCTaBIICHHE BO3NATASTCS HA OTAEN MOKYMEHTALMOHHOTO
obecredeHns yrpaBieHus JeIaMH.

6.1.6. CBoauas HOMEHKJIATypa Jelf annapara A ZMHUHNCTPALVH:

BH3HpPYeTCH NUPEKTOPOM ApXHBa;

COIJIacOBBIBAETCS € 3KCHEPTHOH KOMHUCCHeH aIMUHHCTpanuu YalKoBCKOro
TOPOJICKOTO OKpYra, U C 9KCIEPTHOH IIpOoBepOuHOH xomuccueil Apxusa (nanee — DIIK
Apxupa);

YTBEPXKIAETCA [TOCTAHOBIECHHEM aqMUHHUCTPAITHH,

6.1.7. Copuas HOMeHKIaTypa AeN annapata AX(MUHACTPALHY eYaTaeTCsa B TPexX
sKseMIUIIpax. IIepBBIA YTBEPXACHHBIH SK3EMIULIP HOMEHKIATYPHl A€M  SBJIAETCH
AOKYMEHTOM HOCTOSHHOTO CpOKa XpaHEeHHs H BKIIOYACTCA B HOMEHKIATYDPY Hel
amnmapara AIMHHHCTpAUH. BTOpol sK3eMILIIP HCIIONB3yeTCs YIpaBleHHeM AeaMH B
Ka4yecTBe paboyero, TpeTHil — riepegaeTcs B APXHUB.

6.1.8. Tlocne yTeepxneHHsS CBOAHON HOMEHKIATYPHl A€M B CTPYKTYpHbIe
TIOJpa3/IeIeHH anuapara AnMUHHCTpaIHH HanpapIaloTCs BEIITHCKH
COOTBETCTBYIOLIMX €€ pasiieNoB I HCIONB30BaHus B paborTe.

6.1.9. CBoniHas HOMEHKIATYpa [eN annapara AIMHHHCTPALMH B KOHIIE KaXKIOro
roga yTOYHAETCS, YTBEPXKHAeTCs M BBOOMTICA B JelicTBHe ¢ 1 sHBaps ClEAYIOLIETo
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KalleHJapHOTro roja.

6.1.10. Csommad  HOMeHKNaTypa Jel  ammapata  AJMWHHCTPAIHH
cornacoBbiBaeTcss ¢ OIIK ApxmBa He pexxe OJHOro pasa B IIITH JIeT. B clydae
KOpPEHHBIX M3MEHEeHHM (GYHKUMH U CTPYKTYphl OpPraHH3alMd CBOAHAS HOMEHKIATypa
Jen annapaTa AJMUHHCTpaliid JODKHA OBITH 3aHOBO COCTaBlIeHa H COITIAcOBAaHA C
OIIK Apxwusa.

6.1.11. HaspaHusAMH pa3fieloOB CBOOHOM HOMEHKNATYPHl Jell  SBJISIOTCS
HAaMEHOBAHUSA CIPYKTYPHBIX INOZpasfeleHuid AIMUHUCTpAlMM, PACIONIOKEHHBIE B
HOMEHKJIaType B COOTBETCTBHHM C YTBEPXKIEHHOH CTPYKTYpPOH ¥  INTATHEBIM
pacnicanueM. IlepBeiM pa3fenoM B HOMEHKNATYpY AeN pPEKOMeHOyeTCs BKIIOUaTh
JENONPOM3BOACTBEHHYIO Ciiyx0y.

Ecnm cTpyKkTypHOE [eneHHe OTCYTCTRYeT, HOMEHKIATypa Xeil CTPOHMTCH IO
GYHKIHOHANRHOH MnM  oTpacneBoff cxeme. HasBaHHS pas3lIenoB oONpenensaioTesa
COlepXKaHUeM YHpaBlieHyecKuX GyHKIMH ¥ HallpaBleHHH NesSTEeNbHOCTH (HAalpHMep,
pacriopsaauTenbHas ACATeNbHOCTh, KOHTPOJS, IIAHHUPOBaHHE ASATENBHOCTH, YYeT H
OTUETHOCTE, KafipoBoe obecrnedyenne U T.11. ).

6.1.12. TpeGoBaHUS K COCTABIEHUIO HOMEHKIIATYPEI €.

6.1.12.1. CocraBneHHe HOMEHKNIATYpHl CIEAyeT HAUMHATH C ONpeaeleHys U
H3y4YEHHs cocTaBa ofpasyromuxces (IpeanosaraeMblX K 3aBeeHHIO) Iel B CONePIKAHHS
BKJIFOYaeMBIX B Heé TOKYMEHTOB H AL

B HoMeHKIaTypy [Hen BKIIOYAIOTCS 3aroJIOBKW eI, OTpakalollue BCe
INOKyMEHTHpPYeMBIe YYacTKH paGoTHl M HalpaBleHMs IEATeNBHOCTH, AEN C TPHQOM
«JInsa cinyxebHOTro MOJBE30BaHU»; CIPABOYHBIE, KOHTPOIBHEIE KAPTOTEKH M XKYPHAIIHI
y4eTa; Iepexoidiupe gena (fena, Beyluecs Ooliee OIHOrO rofa); He 3aBePILEHHEIE
JENONIPOU3BOACTBOM JeNa JMKBUIUPOBAHHOTO OIpa3AeICHH.

B HoMeHKNATYpy el He BKIIOYAIOTCS IIepHOANYecKHe M3JaHus (OpoImopl,
GronneTeHHy, crpaBoyYHbIe, pedepaTHBHEIE XKYPHAIE! H T.IL.).

6.1.12.2. Tlocme ompenenenust cocTaBa HOOKYMEHTOB, BKIIOYAEMBIX B
HOMEHKIATYpy Jell, COCTABIAIOTCS 3aroJIOBKY ¥ IMPOM3BOAUTCSA HX CHCTEMATH3ALMA.

3aro0BOK Aena JOIDKeH B 0000IEeHHOM (opMe OTpakaTh OCHOBHOE CONEPIKAHNE
H COCTaB JJOKYMEHTOB JIeN1a, OBITH YETKO U KpaTKO chOPMYyITHPOBAHHEIM.

He pomycxkaercs  MCIIONB30BaHME B 3arOJiOBKe  Jella  HEKOHKPETHBIX
GOopMYTHPOBOK («PyKOBOMAIIME MaTePHANBLy, «IEperHcKa mo OOLMM BOIPOCAM»,
«CIIpaBOYHbIE MaTepHaNlbl», «OTUETHOCTH», «CHalKeHHe» ¥ T.IL.), a Takke BBONHBIX
CHIOB, CIOXHBIX CHHTAKCHYECKHMX OOOPOTOB, COKpAINEHHEIX CIIOB, COKDAlUCHHH B
HaVMEHOBAaHUH OpraHu3allii U T.I1.

3aTOJIOROK JeNa NOMKEH COCTOSATh U3 3JIEMEHTOB, PACTIONAraeMEBIX B CeIyIomel
HOCJIEA0BATENHHOCTH:

HauMEeHOBaHHE BHIA Jena (Jeno, JOKYMEHTHI, Meperrcka, KypHal | T.J.) Hix
Pa3HOBUAHOCTH JOKYMEHTOB (IIPHKA3EL, IIPOTOXOJBI, IJIAHEI U T.A. );

HaHMEHOBaHKe aBTOpa JOKYMEHT2 (B HEKOTOPEIX CIIyYasx ),

Ha3BaHHE OpraHU3alKH, KOTOPOH aApecoBaHbl HIIH OT KOTOPOH OYAYyT MONydYeHE
TOKYMEHTHI (apecaT Uk KOPPECTIOHIECHT JOKYMEHTa);

KpaTKoe cofiepXKaHue TOKyMeHTOB Heia;

HANMEHOBAHWE TEPPUTOPHH (MECTHOCTH), C KOTOPOH CBS3aHO COAEpPIKAHME
JIOKYMEHTOB Jiejia (B HEKOTOPBIX CIyYasax);

nara (IIepuon), K KOTOPEIM OTHOCSTCA JOKYMEHTHI [iefa (3a roj, Ha KBapTall, 3a
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MECSIII H T.J.);

yKa3aHue Ha KONHHHOCTL ZOKYMEHTOB B Aene (eciu B Aele IpeayCMaTpHBaeTCs
dbopmupoBanye KOTHE),

B maspanmsax  fJen, coIepkalluX — OPraHU3al[MOHHO-PACIIOPAAMTENLHEIC
NOKYMEHTBI, yKa3hIBalOTCA BHJ JOKyMEHTa M aBTop, Hampumep: «Pacmopskenus
aIMUHKCTpaliy YaHKOBCKOTO TOPOJCKOTO OKPYTa II0 OCHOBHOM AESTENSHOCTI.

B 3aromoBkax men, copepiKallMX [OKYMEHTHI II0 OMHOMY BOIIPOCY, HO He
CBSI3AHHBIX IOCIEN0BATEILHOCTRIO HCIIONHEHHS, YIOTPEOIACTCS TEPMHH «IOKYMEHTHD
(B ckOOKax yxa3pIBAaIOTCA OCHOBHBIE PAa3HOBHIAHOCTH JOKYMEHTOB B Jefie), HAIpUMED:
«IloxyMeHTEI (0030pbl, OTUETH], ClIPABKH, CBEIAEHUA) O PE3YIRTATAX COLMOIOTHIECKHX
MCCIIENOBAHUN 1 OTIPOCOB, MOHUTOPHUHIOBEIX OTIPOCORBY.

B 3aronoBkax jeln, cofepxKallux IEPEIUCcKy, YKa3hIBaeTcs, ¢ KEM U [10 KaKoMy
BOTIpocy oHa BemeTcs. IIpu 5TOM Ipu nepenucke ¢ pasHOPOIHEIMH KOPPECIOHAEHTAMH
MOCAeAHHE B 3arOJIOBKE [lena He IepeducisitoTes, Hampumep: «llepemmcka o
MaTePHaNbHO-TEXHUIECKOM O0ECTICUSHHH IeATENLHOCTHY.

B saronoBke fieNa yKa3bIBaeTCsl KOHKPETHHIH KOPPECIOHAEHT, €CIE IepenucKa
BeIeTCsS TOJIBKO ¢ HHUM, Hampumep: «llepemucka ¢ I'KY «locymapcTBenHbIi apxuB
IlepMmckoro xpas».

B 3aromoBkax JeN, COAepXKallWX IUIAHOBYIO MM OTYETHYIO HOKYMEHTALHIO,
yKa3bIBACTCS IIEPHOJ BpeMeHH (Mecsll, KBapTal, HOMYroAue, rox), Ha (3a) KOTOPBIH
* OyIyT COCTaBJICHBI IOKYMEHTEL

» 3aroJIOBKM JIel MOTYT YTOYHATHCA B Ipouecce GopMupoBadusa M ohopMIeHHs
aen. -

6.1.12.3. PacrionosxeHHe BCeX pasfielioB, HOAPA3ENOB W el B HOMEHKJIAType
| 3AKPEeINIIeTCS MHAEKCaNHeH fel (YCIOBHEIM 0003HaYeHHEM KaxKIoro Jema).

» 6.1.12.4. HomenxnaTypa Hel COCTaBifeTCA 10 YHH(GULUMpOBaHHOH dopme, B
KOTOPOH Kaxknas rpada UMeeT cBoé HasHadeHne U TpeGyeT MIPaBUiILHOTO 3a0MHEHHUS.

Ocobennoctu 3anomHeHus rpad) HOMEHKIATYPEI el

B rpadge 1 HOMEHKIATYphl TIPOCTABIAIOTCS MHIGKCEI KaKIOro Jena,
BKJIFOUEHHOT0 B HOMEHKIATYpPy [EJNl, ¢ YYeTOM JeJONPOM3BOJCTBEHHOrO HHAEKCa
CTPYKTYPHOTO  HOAPA3NENECHHS,  oTpacieBoro  ((QyHKIIMOHANBHOTO)  OpraHa
AIMUHUCTpAITHH,

B rpady 2 HOMEHKNIATYpBL el BKIIOYAIOTCS 3ar0NOBKM Aed (TOMOB, uacreil),
KOTOpBI€ IPYIIIUPYIOTCS IO paszenaM, HoAPasieiiaM HOMEHKIATYPEI el

Iopsiiok  pacIioNoKEHHUS 3aroJIOBKOB el BHYTPU pPasfelioB U IOAPA3ZIENoB
HOMEHKJIATYPBI JIe)l OIPEeAeieTCs CTeNEeHBO BAKHOCTH JOKYMEHTOB, COCTABIISIONIMX
Aena, ¥ MX B3aUMOCBS3BIO. BHayale pacronararoTCs 3aroJOBKH JEIN, COAEPKAIIMX
OpraHH3alHOHHO-PACIIOPAAUTENRHEIE JOKYMEHTHI, IOCTIE HUX — INIAHOBALIE H OTYETHEIE,
[IEPeNHCKa, JOKYMEHTHl O JEATENBPHOCTH KOJJIErMAJbHBIX  OPraHoB, 3aTeM
pacmoJaratoTest 3aroJI0BKH el B TIOpsIKe yORIBAHUI CPOKOB XPaHEHHS JIOKYMEHTOB.

I'pada 3 HOMEHKIATYPEI JIeN 3aI0NHAETCS 10 OKOHYAHWH KaJeHIapHOTO Tojia.

B rpade 4 yxa3piBaroTCs CPOKH XpaHEHHs Jelia i HOMepa CTaTel cO CCBUIKOH Ha
IlepedyeHs THIIOBBIX YIPABICHYSCKHX HOKYMEHTOB, OOPa3yIOIMIHXCS B JESTENBHOCTH
OpraHMsalliif, ¢ yKasaHWeM CpPOKOB WX XpaHeHHs; Ha COOTBETCTBYIOIIUE
BEJIOMCTBEHHBIE (OTpaclieBble) MEPeYHH ITOKYMEHTOB, a IpH HX OTCYTCTBMH - Ha
THIIOBYIO HJIM MPHMEPHYIO HOMEHKIIATYpPy Jell 110 OTPACIIH.
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B rpade 5 yxa3piBaroTes Ha3BaHus epeuHeil JOKYMEHTOB, UCIIONb30BAHHEIE IpH
ONpPEAENCHHN CPOKOB XpaHEHHd [Hell; NPOCTABIAIOTCA OTMETKHM O HE3aBeleHHH el
(«Mlemo He 3aBelleHO»), O TEPEXOMANIMX JelaX, O BhIAEHEHUH i K YHUYTOXEHHIO, O
nepenaqe Aeil B Ipyroe CTPYKTYpHOE NIOAPa3eNeHne A IPOJODKEHHS | T.10.

6.1.12.5. TTpn oopMicHHH HOMEHKIATYDEL €]l B KaXAOM paszieNe U HOmpasiene
OCTaBILIIOTCA Pe3epBHBIE HOMepa men (CBoGoJHOE MeCTO), KOTOphlE MOTYT GBHITH
MCTIONG30BAHBI I BHECEHIT 3ar0JIOBKOB JIE)l, HE NMPEMYCMOTPEHHBIX B HOMEHKIIATYpE
nien, HOo CcOOpPMHpOBAHHBIX B TEYCHHE Troia (HampuMep, Ipu TOSBIIEHUM B
TOAPa3ACICHUSIX HOBBIX JOKYMEHTHPOBAHHbIX YIaCTKOB PaGoThI).

6.1.12.6. ITo oxoHUaHWM KaJeHJAPHOTO Tofa K HOMEHKIIAType JeJl COCTABIACTCA
UTOroBas 3artdCk O KOJHMYECTBE 3aBEJCHHBIX JieNl (TOMOB) OTHEIBHO IIOCTOSHHOILO M
BPEMEHHOTO XpaHeHHs!.

6.2. ®opmupoBanue u odopMieHHe e

6.2.1. ®opmupoBaHUe A€l — rPYNIMPOBKA UCIIONHEHHEIX JOKYMEIITOB B [ea B
COOTBETCTBHH C HOMEHKIIATYpOU e H CHCTeMATU3aIHs JOKYMEHTOB BHYTPH JeIa.

6.2.2. ®opMmupoBaHWe W XpaHEHHE Hel OCYIIECTBISIOTCA MO MeCTy HX
06pasoBaHKs MK PETHCTPAIMH JIMI[AMH, OTBETCTBEHHBIME 33 paboTy ¢ JOKYMEHTaMH,
HIIH UCITONTHUTENAMU (CIIEIHATHCTAMHY).

6.2.3. KouTponms 3a NpaBmibHBIM (OPMHPOBAHHEM U O(QOPMICHUEM el
OCYIIECTBIIAETCS OTBETCTBEHHEIM 3a paboTy ¢ JOKYMEHTAMH B [IOPAa3/IeICHUMX.

6.2.4. PaboTa no GpopMUPOBAHMIO &N BKIIOYAET B ce6si PACKIAAKY ¥ MOAUIMBKY
JIOKYMEHTOB IO TarkaM (Zienam) B OIpe/ieeHHOH 0CeI0BaTeNbHOCTH BHYTPH Iella.

6.2.5. Ilpu popMupoBaHuu gen HEOOXOIHUMO TIOMELIATE B AENO:

AOKYMEHTEI B COOTBETCTBHH C 3ar0IOBKAMH JIeTl II0 HOMEHKIATYPE;

TOJIBKO MCIIOTHEHHEIE TOKYMEHTEL,

AOKYMEHTHI OHOT'O KaJeHAAPHOTO Tojia (3a HCKITI0USHHEeM [IepEXOAANUK nel);

pasmenbHO JOKYMEHTHI HOCTOSHHOTO M BpEMEHHOI0 XPaHEeHH s

KCEpOKOmuH (pakcorpamm, TenedoHOrpaMM Ha O6IIHMX OCHOBAHMIX;

JOKYMEHTEIL, OTHOCAIIHMECS K PEIIEHHMIO OIHOrO BOIPOCa.

O6pamenns rpaxnan GOPMUPYIOTCS OTAEIBHO OT CilyKeOHBIX JOKYMEHTOB,

B neno He JOMKHBI IOMEIIATECH JOKYMEHTH], [OANEXAIUNe BO3BPATY; MPOEKTHL
JOKYMEHTOB, JIHIIHHE 3K3eMIULAPEL, YePHOBHKH, KOHBEPTEL.

Heno nomkso comepxats He 6Gonee 250 ymceros (ecnm o6béM npeBslaeT 250
JICTOB, AeJ0 pasfensercs Ha 2 u Oonee ToMoB). [IpM HaNWYMM HECKOMBKHX TOMOB
(4acTel) MHIEKC M 3aroJIOBOK Jefla MPOCTABISIOTCS Ha KAXKIOM TOME ¢ nobapieHreM
0003HAYEHUH «T.1», «T.2» ¥ T.10.

6.2.6. JJokyMeHTEI BHYTPH J€Na PACIIONAraioTCs B XPOHOIOTHYECKOH, BOIPOCHO-
JIOTHYECKOH IOCIEROBATENBHOCTH MM MX COYETAHHM; [0 BHAAM JOKYMEHTOB, IIO
HOMepaM, 1o andasuTy u T.0. Heo6X0MUMO yHHTEIBATE 0COGEHHOCTH IPYTITHPOBKH B
Jiesa OTOEIBHBIX KaTeropui JOKYMEHTOB.

Pacriopsinutenbabie JOKYMEHTH IPYIIUPYIOTCS B [ela [10 BUAAM B XPOHOIOTHH
C OTHOCAIUMMHCS K HHM IPUJIOIKEHHIIMU.

Tonmoxenus, MHCTPYKIIHK, yTBEPXAEHHEIC PACIOPSIAUTENBHBIME JOKYMEHTAMH,
ABNIAIOTCA TPHIOKEHHAMHM K HUM M IPYNIHPYIOTCS BMECTe C IEpPEedMCIICHHBIMHE
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AOKYMEHTaMH. ECIH OHH yTBepXKIEHHI B Ka9eCTBE CaMOCTOSTENIbHOTO JOKYMEHTa C
odopmienreM pexsusuta «I'pudy yTREpKIEHMS AOKYMEHTa», TO HX TPYIIMPYIOT B
CaMOCTOATENBHEIE Aela.

PacnopsnuTensHele IOKYMEHTEI 110 OCHOBHOM JeSTENBHOCTH bopmupyroTCs
OTHENBHO OT AOKYMEHTOB II0 JUYHOMY COCTABY.

PacniopsbkeHus pykoBOOUTENS 1O THIHOMY COCTaBY (QOPMUPYIOTCS B OTHESIBHEIE
Ailka ¢ ydeTOM CPOKOB MX XPaHEHMS: IPHKa3BI TI0 NMYHOMY COCTABY O HA3HAYEHMH,
OCBODOKIEHMH OT JOJDKHOCTH, NePEMEIEHNH, TOOWIPeHHH (CPOK XpaHeHus 50 jer)
IPYHIMPYIOTCS OTIEABHO OT PAaCIOPIKEHHI O NPEeNOCTAaBNEHHH OCHOBHEIX, YUEGHBIX
OTITYCKOB, B3BICKaHHSIX ¥ JAp. (CPOK XpaHEHuUs 5 yiet). )

IInaHoOBEIE ¥ OTHETHBIE JOKYMEHTHI TOMEINAIOTCA B AeNaX TOro rofia, K KOTOpoMy
OTHOCATCA II0 CONCPIKAHMIO, HE3aBHCHMO OT BPEMEHH WX COCTaBleHHs (mmaH Ha 2021
ron, cocraBlieHHbIH B 2020 roxy, nomkeH mopummBaTecs B meio 2021 rozia; OT4eT 3a
2019 rom, cocrapnennsii B 2020 TOAy, OTHOCHTCS K HokymeHtam 2019 ropa).
IlepcriekTUBHBIE TUIAHEL HA HECKONBKO JIET (GopMHUpYIOTCS B Aele NEpBOTO Toxa, a
OTHCTBI 10 BEIIIOMHEHHIO IIePCIIEKTHBHEIX MIAHOB ~ B IeNie HOCIeTHEro roja.

llepenucka rpymmupyercs 3a KaleHIapHBIA rog H CHCTEMATUBHPYETCS B
XPOHONOTHYECKOH  IOCJIENOBATeNBHOCTH:  HOKYMEHT-OTBET  MOMEINaeTcs  3a
JOKYMEHTOM-IIpoch60H. ITpH Bo30GHOBIEH!H HEPENHCKH 110 OIIpeHEeNEHHOMY BOIIPOCY,
HaYaBIIeHCs B IPEABIAYIIEM TOLY, JOKYMEHTH TPYIIIHPYIOTCS B €A TEKYIIero rofia ¢
yKasaHHeM HHIEKCa Jella NpeasiayIero roja.

IIpoTokonbl GOPMHPYIOT B OTAENBHEIE feNa ¢ yuéToM ABTOPCKOTO [IpH3HAKA
(mpotoxonkl 3acemanmii CoBeTa IHPEKTOPOB, MPOTOKOJIBI  3aCENaHUH KOMHCCHU
(coBera) ApmuHucTpauun). [IpoToxosbl B neme PacIonaraloTes 10 XPOHOIOTHH M II0
IOPSIIKY HOMEPOB B MpeAeiaX OJHOTO KaJleHAapHOro ToJa.

- Keuranuum, cdera, Hapsiipl, HakNagHBle H pYyrue MOKYMEHTBI, HMEIOILHe
TIOPSIAKOBBIA HOMEP, BHYTPH Je/la PasMELIaIoT 10 MOPSIAKY HOMEpPOB.

JIOKyMEHTBI OrpaHIHEHHOT0 JOIYcKa GOPMUPYIOTCS B OTAEIBHOE HENO.

DopMUPOBaHHE B JeNa NOKyMEHTOB O PaCCMOTPEHHH obparrenuii TpakaaH, a
TalOKe KanmpoBBIX K GyXranTepcKux HMEIOT CBOK CIeNHMUKY. TpeboBaHua k ux
(hopMEPOBaKIIO yCTAHABIMBAIOTCS COOTBETCTBYHOIIAMH NOKYMEHTaMH.

6.2.7. Odopmienne aena — IOATOTOBKA IeNa K XPaHEHHIO B COOTBETCTBHHU C
YCTAHOBIEHHEIME npaBuiamu. OdopmieHre BKIOUaeT B cebs KoMmekc paGor mo
OITHCAHHIO Neia Ha 007107kKe, OPOIIIOPOBKE, HyMEpAalHH JTHCTOB W COCTABICHHIO JIHCTA-
3aBEpUTEIIS fena.

6.2.8. B 3aBUCHMOCTH OT CPOKOB XpaHEHHS [IPOBONMTCS MONHOE MIH YaCTHIHOE
otbopMienwe e

Hena nocrogmruoro, Bpemensoro (cBrime 10 JIeT) XPaHEHHSI H [0 JIHIHOMY
COCTaBY IOJIEXKAT IOJHOMY O(POPMIIEHHIO: ODOPMIICHHE PEeKBH3UTOB OGIIOWKH eI
IO yCTaHOBIEHHOM hopMe, HyMepalys JIFCTOB B JieNe, COCTABICHHE JIUCTa-3aBePUTENS
Jiena, COCTaBNeHNe B HEOOXONMMEIX Clydasdx BHYTDEHHEH ONMMCH JOKYMEHTOB nena;
MONMIMBKA M TICPCIUIET JEJ; BHECeHHE HEeOOXONMMBIX YTOYHEHHI B PEKBH3HUTEI
0BJIOXKKH Zena.

6.2.9. Jlena Bpemennoro (mo 10 et BKJIFOYHTENBHO) XpaHEHHs IIOIIEIKAT
JACTHIHOMY OQOPMIEHHIO (JOIYCKAeTCS XPaHMTh TOKYMEHTH B CKOPOCILHBATEIIAX;
HOKYMEHTBI IIpH 00paboTke He IepecucTeMaTH3HPOBaTh, JIHCTH Jefa He HYMepoBaTh,
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3aBepHTeJIbHEIE HAIIUCK HE COCTABILATH).

6.2.10. O6noxKa nena MOCTOSHHOrO, BpeMeHHOro (cBeiie 10 1eT) XpaHeHHs K
10 JHYHOMY COCTaBy o(GopMIiIsieTcs Mo yCTAHOBJEHHOH (hopMe COTITaCHO NPUIIOKEHUIO
20 k sacrosmeil MHCTpYKUHMM [Py 3aBeleHHM Jeila (C MOMEHTa BKIIOUCHHA B HErO
IIepBOrO HCIONHEHHOTO NOKyMeHTa) M Tpd 0oOpaboTKe H ONMCAHHH 3aKOHYEHHBIX
IETOTIPOU3BOACTBOM €.

Ha 06moxkkax Iel YKa3blBalOTCH PDEKBU3HUTHI:

TONHOE HAWMEHOBAaHHE OpTaHM3allid B HMEHHTENBHOM mafiexe (B CKoOkax
yKa3HIBACTCA OGUIUANILHO IPHHAITOE COKPAIIEHHOE HaMMEHOBaHHE);

HOJHOe HAaHMEHOBAHME CTPYKTYPHOTO IIOApAsfeNeHHs B COOTBETCTBHH C
YTBEPKAEHHOH CTPYKTYPOH;

3arONIOBOX ¥ HHIEKC Aena (IepeHocATcs i3 HOMEHKIATyPHI Jew);

nata fena (ToMa, uacTH) — JaTa 3aBelleHUs M OKOHYapMA Jena B
IeNOTPOU3BOACTRE; O0003HAUAIOTCS MeCsl W TOX HJIM YHCIO, MECAl H TOX (mns
PACTIOPSAAUTENLHON TOKYMEHTAlMH, a TAKOKe COCTOSLIMX H3 HECKONBKHX TOMOB HMIH
gyacTell HeN) COCTABNEHWSA HIM PETHCTPalliy CaMOro PaHHero ¥ CaMoro IIO3MHEro
[OKYMEHTOB, BIJTIOYEHHEIX B Aeno. [Ipr 9TOM 4MCIO ¥ rof 0603Ha4atoTcs apabCkuMu
ubpamMy, Ha3BaHUE MeCAA — CIIOBOM;

KONHMYECTBO JHMCTOB B Jene ((popma JHUCTa-3aBepUTes Jella IpuUBelieHA B
npunoxernn 21 x Hactosme# Mucrpykumm);

CPOK XpaHeHH s jefa (epeHOCHTCS M3 HOMEHKIATYPHI Jena);

apXUBHEIH mudp nena (HoMep BOHMa, OIHCH, Aela) MPOCTaBIAeTCs Ha 0GI0KKaxX
7len TIOCTOSIHHOIO Xpanenus mnocie yreeprkaeHms OIIK Apxusa rozoporo pasiena
CBOAHOM ONKCH fei {OMUCH JIell) THIIOM, OTBETCTBEHHBIM 32 apXUB.

Ha o6noxkax el HOCTOSHHOIO XpaHEeHHMs IIpefyCMAaTpUBAETCHd MECTO ML
H&MMEHOBAHHIS ApXHBa, B KOTOPHIX 6yHyT mepenaBaThes Jena, 0Do3HAYEHHS KOZOB
apx¥Ba ¥ OpraHH3alHH.

ITo oxoHUaHHHM rofa B HaANKUCH Ha OONOXKax Jell MOCTOSHHOTO H BPEMEHHOIO
(crime 10 neT) XpaneHUs BHOCATCS YTOYHEHHS: IIPH HECOOTBETCTBUY 3arONOBKOB JEI
HA 06NOXKaX CONEPIKAHHMIO TIOMMWINTHX JOKYMEHTOB B 3a8r0JIOBOK BHOCSATCS H3MEHEHHS
¥ NOTONHEHHs, YTOYHSAIOTCSA jara fella, HoMepa AOKYMEHTOB B Jejie (HampuMmep:
TIPOTOKOJIB 3acemanuii komuccuu ¢ Ne 1 mo Ne 10).

6.2.11. Jlms yuera OOKYMEHTOB OIIpefENeHHBIX KATErOpHM MOCTOSHHOTO H
BpeMeHHOTO (cBhille 10 JIeT) XpaHEeHWd, YYeT KOTOPBIX BHI3BIBAETCS CHELU(HKOH
JaHHO# AoKyMmeHTaruu (0co00 IIeHHBIS, JIMYHEIE JeNa), COCTaBIAETCS BHYTPEHHA
OHMCh JOKYMEHTOB JleNa COTVIACHO NpPMWIOXKEHHo 22 K Hacroseit MHCTpyKuMu.
BHYTpeHHAS OIUCH JOKYMEHTOB JeNla COCTABIAETCS TAKoKe, eClu Jena chopMUpOBaHE]
IO PasHOBHUIHOCTSIM JOKYMEHTOB, 3aTOJIOBKH KOTOPHIX HE PacKphIBalOT COIEpKaHHe
JIOKYMEHTOB.

6.2.12. JloxyMeHTHl, COCTaBILIOIIME JIENO0, IOAIIMBAIOTCI Ha JETRIpe MPOKOia B
TBEpAyI0 OOIOXKY H3 KapTOHA MIH IePeIuIeTalorcss B TUIOrpadguu ¢ yueToM
BO3MOJKHOIO CBOBOIHOIO YTEHHS TEKCTa BCEX NOKYMEHTOB. IIpH MOIroTOBKE HEN K
HOALIMBKE WM [IEPENIeTy MeTAIINISCKUE CKPEINIEHHs U3 JOKYMEHTOB YAAISIOTCS.

6.3. OpraHuzanusa onepaTHBHOI0 XPaHEHH JOKYMEHTOB
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6.3.1. C MoMeHTa 3aBelleHMs M JO Iepefadd HA apXHBHOEC XpaHEHHe WM
YHMYTOXEHUE Aella XPaHATCS 10 MecTy UX POPMHPOBAHHSL.

PykoBopuTenH CTPYKTYPHBIX NOApa3sfeneHuil, OTPacieBhIX ((PYHKIHOHATBHEIX)
OpraHoB M JIHIla, OTBETCTBEHHEBIE 32 paboTy ¢ JOoKyMeHTaMu, 0653aHb 00eCeUHBaTh
COXPaHHOCTE JOKyMEHTOB H Jell.

6.3.2. Jlena mocTosiHHOrO ¥ BpeMeHHOro (cBeiire 10 JieT) XpaHeHHsT HaXOAATCs B
CTPYKTYPHBIX  IOApAasfeNeHMsX,  OTpacieBBIX  (DYHKUHOHANBHBIX)  OpraHax
AIMUHHCTpAITUA ISt MIPaKTHYECKOTO HACTIONE30BaHHUS B TeUeHNe
AETONPOU3BOJCTBEHHOr0 roja (KpoMe JHYHEIX JeJ MYHHIHIANBHBIX CIYXKallHX) H B
TEYeHHe JBYyX JIeT TOClNe €ero 3aBeplieHWs. B Hauale  CIEAYIOLIETO
JENOTPOU3BOACTBEHHOI0 IO/l IepeAaloTCs Ha apXHUBHOE XpaHeHHE.

Hena BpemenHoro (mo 10 5eT) XpaHSHHS HaXOLSTCA B CTPYKTYPHBIX
MIOAPA3NIENICHUAX A0 UCTEUEHH CPOKA UX XpaHEHH U IIOCIENYIOUIer0 YHHUTOKEHUS B
COOTBETCTBHH C YCTAHOBJICHHEIM HOPSIAKOM.

6.3.3. Jlena xpanarcs B paboynX KOMHATAX H CHEIMAILHO OTBENEHHBIX JUISL 3THX
1efIed MOMEINEeHHAX; PACIIOaraloTCsa B BEPTHKAJIBHOM [TOJIOKEH M KOPEUIKAMH HAPYIKY
B 3amMpaeMblX mKadaX, o00ecledYHBAlOIWX WX IONHYI0O COXPAaHHOCTE U
TIPENOXPARSIONINX JOKYMEHTHI OT IBIIH ¥ BO3MSHCTBHA COJHEYHOrO ¢BeTa. Ha Jionkax
mKapoB [ea pacroNaraloTes [0 rojaM, B IOPSAKE HOMEPOB 110 HOMEHKIATYpe Ael

ClieBa HaNpaBo M CBEPXY BHH3, Ha KOpemIKax o0JOoXeK el YKA3LIBAIOTCA HHIEKCHI II0
"HOMeHKnarype nen. HomenknaTypa [el WiM BBRIDHCKA W3 HEE IMIOMENIAIOICH B
OTACILHOM Lelle MM Ha BHYTPEHHEH CTOpoHe OBepoK mixada.

- XpaHeHue J(eil B CToNax Y CIIEUATHCTOR He AOIIYCKASTCH.

- 6.3.4. Beipgawa gen mist pabOTHl APYTHM  CTPYKTYPHBIM  I1OApasieieHusIM
" TIPOM3BOJHTCA C PaspellieHus PyKOBOJUTENS ITOApa3eleHus Ha CpoK He folee 0HOro
‘Mecsila, 1104 pacmucky. Ha BBIZaHHOE [0 COCTaBlieTcs KapTa — 3aMeCTHTENb
COTJIacHO IpHIOXeHMr0 23 k Hacrosmeld Huctpykmuu, ITo HcTeueHHH MeCSYHOro
CPOKa JIeJI0 NOJIKHO OBITH BO3BPAIIEHO HA MECTO €r0 XpaHeHMs.

ITlocne 3aBepuieHUs] [eNOMPOM3BOJACTBEHHOTO TOJa BHAa4a OTHENLHBIX
JIOKYMEHTOB U3 Jiefia He JOIMyCKaeTCs.

MspaTHe JOKYMEHTOB M BBJada JOKYMEHTOB M3 JIEN IIOCTOSHHOTO XPAHEHHs He
paspemiaroTcs. B UCKNIOUHTENBHBIX — CHOydasx H3BATHE JOKYMEHTOB  MOJKET
IPOU3BOJIUTECSA HATOTOBBIMH OpraHaMH, OpraHaMH JO3HaHHS, HPeABAPUTEILHOIO
CIENCTBHUS, IPOKYpaTypOd Ha OCHOBaHMH ITOCTAHOBIEHMIH OTHX OpPraHOB B
COOTBETCTBUH C JEHCTBYIOIUM YTONOBHO — IIPOLIECCYAIBHBIM 3aKOHOMATEILCTBOM
Poccuiickoit Pepepanyu. M3piaTie ZOKyMEHTOBR IPOU3BOJUTCS C BEIOMA PYKOBOJHUTENA
U B MPUCYTCTBHH JO/DKHOCTHBIX JIMIL, Y KOTOPBIX TIPOBOJHUTCH M3BATHE, C
oBs3aTeNnsHEIM 0(OPMIIEHHEM [IPOTOKONA, aKTa 00 U3BATHY NOMTHHHAKOB TOKYMEHTOBR,
KOTIHH KOTOPBIX BPYYarOTCs IIOJ PACHUCKY COOTBETCTBYHOIIEMY HOJDKHOCTHOMY JIMITY.
B geire 00A3aTeNsHO OCTaBILIOTCS 3aBEPEHHBIE KOIMU U3BATHIX JOKYMEHTOB M aKT O
OpPUYMHAX BBITAYH MOIIHHHMKA.

Brigaya (B HEKOTOPEIX CIIYYasK) e CTOPOHHUM OPraHH3alMIM OCYIIECTRISETCS
Ha OCHOBAaHHWM HX NHCHMEHHEIX 3aIPOCOB C paspelleHus PYKOBOIUTENS OPrasu3aliy
WIH ©Ir0 3aMeCTHTENs], KypPHPYIOIIEero JeNOIpOH3BOACTBEHHYIO CiyxkOy, ¢
ohopMIeHHEM aKTOB,

Brinaua fien uau u3npaTHE TOKYMEHTOR NOMIKHEL OCYIIECTRISTLC C BEIOMA U 101
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KOHTPONIEM NENOMPOU3BOACTBEHHON Cly)KObl (JIMIIA, OTBETCTBEHHOIO 3a PaboTy ¢
IOKYMEHTaMH), ¢ 0pOPMIIEHHEM COOTBETCTBYIONIMX OTMETOK B YUETHEIX JOKYMEHTAX.

7. Ifopaaok nepeaadu 10KYMEHTOB HA APXUBHOE XpaHEHHE

HoxymeHTsl, obpasyiomuecs B AeATeNBHOCTH AJMHUHHCTpALUH, SBISIOTCS
YacTpio apxuBHOro (omxa Ilepmckoro xpas ¥ TOCIe NPOBENEHMS SKCHEPTU3H KX
LIEHHOCTH B yCTaHOBICHHOM (DefiepalbHbIM apXUBHEIM areHTCTBOM IIOPAKE HOIIEKAT
nepenaye Ha XpaHeHue B ApPXuB.

OKCIepTHAs KOMHCCHS ammapara AIMHHHUCTPalMH AOJDKHA 06ECIeunTh ot6op,
YYET, COXPaHHOCTh, KauecTBO 06paboTKM NOKYMEHTOB IOCTOSHHOIO XpaHEHHS M 110
JIHOMY COCTABY, CBOGBPEMEHHYIO Nepefady JOKYMEHTOB [IOCTOSHHOIO XpaHEHHS B
ApXHB.

Jl XpaHeHWS NOKyMEHTOB YacTH apXWBHOrO (omma Ilepmckoro kpas u
BpeMeHHOTo (cBbiie 10 1eT) XpaHeHNd, UMEIOLIHX NPaKTHIECKOE 3HAUCHHE, a TAKIKE
IO TUYHOMY COCTaBy IS MX yyeTa, MCIONB30BaHMs, 0T60pa M IOATOTOBKY K IIepenaye
Ha TOCYIapCTBEHHOE XpaHEHHe B ariiapaTe AIMMHHCTpalUM 0O0pasyeTca apXuB
OpraHusaliy. PyKoBopuTenemM Ha3HAYaeTCS JIUIO, OTBETCTBEHHOE 33 apXHUB.

TlonroToBKa HOKYMEHTOB K Iepefade Ha apXUBHOE XpaHeHWe BKIIOUaeT paboTy
YUpaBleHus AeTaMI | JIMII, OTBETCTBEHHBIX 32 paboTy ¢ HOKYMEHTAMH, B CTPYKTYPHBIX
TONpAasAeNeHnsX, 10  NPOBCAEHHI0  BKCHEPTH3BI  LEHHOCTH  JIOKYMEHTOB,
(pOPMHPOBAHHIO U OPOPMIICHHIO AN, COCTABICHMIO OMUCEH e M aKTOR O BELICICHHH
K YHUYTOKEHHUIO JOKYMEHTOB H JIEN.

[ToxroToBKa JOKYMEHTOB K Iepefaue Ha apXUBHOE XpaHEHHe OCYIIeCTBISETCS B
COOTBETCTBHH ¢ DepepanbHBIM 3aKOHOM OT 22 okrabps 2004 r. Ne 125-®3 «06
apxuBHOM Jene B Poccuiickoi ®enepanuny,

7.1. IkcnepTH3a REHHOCTH JOKYMEHTOB

7.1.1. DxcnepTHsa IIEHHOCTH [JOKYMEHTOB — o0T6Op JOKYMEHTOB Ha
TOCYyZapCTBEHHOE XpPaHCHWE WM YCTAaHOBIEHHE CPOKOB WX XpaHEHHs Ha OCHOBE
IIPUHATBIX KPUTEPHEB.

7.1.2. OxcrepTH3a NEeHHOCTH NOKYMEHTOB Ha CTaguH JeIOIPOK3BOCTRA
IPOBOJUTCA IPH COCTABICHUHM HOMEHKIIATYPHI JIeN; B Ipolecce (GOPMHpPOBAHMA Ael H
[IPOBEPKH MPAaBUABHOCTH OTHECEHMs HOKYMEHTOB K HEJaM; IIPH IIOATOTOBKE Hell K
Iepefayde B apXuB OpraHu3aIHu.

7.1.3. Jns opraHusaiiy ¥ HIPOBENSHHS 3KCIEPTH3Bl IEHHOCTH JIOKYMEHTOB B
anmapare AZIMHUHECTPalUH, OTPACHeBEIX (QYHKIMOHANBHEIX) OpraHax ANMYHHCTpaNKH
CO3MIAI0TCS MOCTOSHHO JedcrByromue DK U3 uucna Haubonee KBanudUIMPOBAHHBIX
CIELMANKMCTOB II0J TIPEACeNATeNbCTBOM OJHOTO H3 PYKOBOISINHX pPabOTHMKOB ¢
00s3aTeNbHBIM BKIIOUEHHEM B coctaB OK  JMI, OTBETCTBEHHBIX 32 paboty ¢
JOKYMEHTaMH K apXuB,

7.14. ®@ymxuun u npasa OK, opranuzanus paboThl  omlpedensroTCs
TIOTIOXKEHUAMH, KOTOPBIE YTBEPKIAIOTCS IIPABOBBIM aKTOM IIOCHE COINIACOBABMS C
ApxusomM.

9K opranmsyeT NpoBeleHHe SKCIEPTH3BI NEHHOCTH U paboTy 1o eXerogHoMYy
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0T60pY NOKYMEHTOB JJIs XpaHEeHUs H K YHHYTOXEHHIO, OCYIESCTBISIET KOHTPOIb 3a e8
TIPOBEEHHEM; OCYHIECTBIAET PACCMOTPEHUE MPOEKTOB HOMEHKIATYP HEN, HPOEKTOB
TOJIOBEIX Pa3felIOB CBOJHBIX ONMceH mell (omnuced Aen) IMOCTOSHHOTO XPaHEHHI M II0
JTHYHOMY COCTaBY; PacCMOTpEHUE IPOEeKTOB CBOAHEIX aKTOB (8KTOB) O BEIZENICHHH €
C MCTEKIMM¥ CPOKaMU XpaHEHHS K YHHUYTOXEHHIO.

7.1.5. OxcmepTuza LEHHOCTH [OKYMEHTOB MPOBOAHTCS €)KEeTOHNHO JIHIAMH,
OTBETCTBEHHBIMK 32 paborTy ¢ HOKyMEHTaMH, COBMECTHO CO CIEI{HATHCTAMH
MOApasAeNeHuif ¥ IOJ HeNOCPEINCTBEHHBIM METONHYECKHM PYKOBOACTBOM JIHIA,
OTBETCTBEHHOI'O 33 apPXHUB.

7.1.6. IIpK NpoBeNeHNH SKCIIEPTH3EI LIGHHOCTH IPOU3BOAUTCS 0TOOD MOKYMEHTOR
| Jen:

IIOCTOSIHHOTO M BpEMEHHOT0 (cBhINIe 10 net) xpaHenus — A nepegays B ApXus;

BpeMeHHoro (1o 10 ner) XpaHeHHT U ¢ OTMETKOH «J[0 MHHOBaHMA HAT{OOHOCTHY
— i1 JanbHEeHINero XpaHeHH:A B CTPYKTYPHBEIX IIORpa3fielleHHS X [0 MeCTy
(bOpMUPOBAHHS,

C HCTEKIIHMH CPOKaMH XPaHEeHUs — JUIS BBIICIEHHI K YHUYTOKEHHUIO.

7.1.7. O1bop NOKYMEHTOB IOCTOSHHOTO XpaHEHHs, BPEMEHHOTO XPaHEHMsS C
OTMETKOH «IK» mpoBOIUTCS HA OCHOBAHUH HOMEHKIIATYPHI € HA COOTBETCTBYIOLIMM
KaJleHIapHBIH TIoZ ¢ o00s3aTeNbHEIM IIOJMIUCTHBIM HPOCMOTPOM Jeli, a Takke Ha
OCHOBaHHUHM IIepeUHeH HOKYMEHTOB C yKa3aHHeM CPOKOB MX XpaHeHus. [IpH MOJHCTHOM
TPOCMOTPE M3 [Jel TOCTOSHHOTO XpaHEHHA TONEKAT H3BITHIO NyOIeTHBIE
SK3EMIUIAPEL 1 Heo(QOPMIIEHHbIE KONUH JAOKYMEHTOB, YePHOBUKH; HE OTHOCSIIUECH K
BOIIPOCY AOKYMEHTEI BpeMEeHHOTO CPOKa XpaHEeHH .

""He momyckaeTcs npoBeieHHe oT00pa A Ui XpaHeHHsI HUITH K VHHYTOXKEHHIO Ha
OCHOBAHUH TOIBKO 3aroJIOBKOB JIe]L.

~7.1.8. Ilo pesynmpTaraM 5SKCIEpTH3Bl IIEHHOCTH IOKYMEHTOB B CTPYKTYPHBIX
IIOApa3HeNeHusIX, OTpacleBblX ((QYyHKINMOHANBHEIX) OpPraHax COCTABIAIOTCS 110
YCTAHOBJICHHBIM (hopMaM OIHCH Jen MoApasfelNenuii ¥ axkThl O BBRIIENEHUH K
YHHYTOXKEHHIO TOKYMEHTOB, He MOJUIS/KAUIMX XpaHEHHIO, COITIACHO TIPIIOKEHHIO 24 K
HacTosmel MucTpykiny.

7.1.9. Cponuslif aKT (MM aKT) O BBUSNCHHH K YHHYTOXEHUIO JOKYMEHTOB, HE
HOANIKAIMX ~ XPaHEHHIo, COCTaBIIeTCS HA  OCHOBE  aKTOB  CTPYKTYPHBIX
HOoApas3JeNneHHH, oTpacieBbx (QyHKIHOHANBHEIX) OPTAHOB COIIACHO NPHIOKEHHIO 25
K Hacrosmled MHCTpyKUMH Mocie MOJATOTOBKH CBOIHOHM ONWCH (WUIH OITHCH) [el
IIOCTOSIHHOY'O XpaHEHHUs 3a 3TOT e IePHO/.

Hena BKIIOYAroTCs B aKT, eCliU NPeyCMOTPEHHEIH S HUX CPOK XPaHEHMS HCTEK
K 1 sHBaps TOro roja, B KOTOPOM COCTaBleH akT. Hampumep: fgema ¢ TpexJjeTHHM
CPOKOM XPaHEHMs, 3aKOHYEHHEIE NeNoNpoH3BOACTBOM B 2019 romy, moryr O®ITH
BKIIFOYCHBI B aKT, COCTaBIEHHEBIH He panee 1 suBapsa 2023 r.; ¢ OATHIETHHM CPOKOM
XpaHeHHs — He paHee 1 susaps 2025 r.

7.1.10. CponHEIf akT (WM aKT) ¥ I'OJOBOI paszen CBOAHOH ommcH gen (WK
ONHKCH Je) paccMaTpuBaroTcs Ha 3acepanuu DK ognoBpemenno. CBomubii axT (Mnu
aKT) yTBep)KIaeTcs PYyKOBOTHUTENIEM TOJBKO Iocie yreepxienus OK cBomHol omucu
(unm omMcH) IeN MOCTOSHHOTO XPaHEHHs 38 COOTBETCTBYIOLIMH IepHol. BXIOUeHHbIE
B aKT JOKYMEHTBI YHHUTOMXAIOTCA LIEHTPAIU30BAHHO B COOTBETCTBHU C YCTAHOBIEHHBIM
nopaaxoM. MICnone3oBaHMue BEIIIEHA3BaHHBIX JOKYMEHTOB U XO3MHCTBEHHBIX HYMKI[



70

3afmpernraeTrcy.
7.2. Onucaunne gena

7.2.1. Ha Bce 3aBepIIeHHBIE B AeJONPOM3BOACTRE HeNa eXKErOMHO COCTaBISIOTC
ONHCH OTHENBHO Ha Jefla IIOCTOSHHOTO XPaHeHHs, BpeMeHHoro (cBeime 10 jer)
XpaHeHHs H IO JMMYHOMY cocTaBy. Ha menma Bpemernoro (no 10 jieT) XpaHeHHS OMHCH
HE COCTABIIIOTCSL

CocraBnenne omucell el  OCYIIECTBISETCS TON  HEHOCPEACTBEHHBIM
METOAUYECKHM PYKOBOACTBOM JIHLA, OTBETCTBEHHOTO 34 apPXHB.

Onmen fem CTPYKTYPHBIX TOAPAsNENCHUH, OTPAcieBhX ((byHKIMOHAIBHEIX)
OpraHoB AIMHMHHCTPALMH COCTABIAIOTCA IHIAMH, OTBETCTBEHHEIMH 3a paboTy o
AOKYMEHTAMH B CIPYKTYPHBIX MOAPA3NENeHHAX, OTPacieBbX ((GyHKIMOHATIHHBIX)
oprasax.

OTBETCTBEHHOCTD 32 CBOEBPEMEHHOE U KAUECCTBEHHOE COCTABICHHE ONHCei men

CTPYKTYPHBIX — TIOAPA3[CNCHHH,  OTPACHeBBIX  ((DYHKIHOHAIBHBIX)  OpraHOB
AIMUHHCTPAIHK HECYT PYKOBOAUTENH 3THX [OAPA3 e CHMIL.
7.2.2, Omuces  Jema  —  apXuBHBIH  CIPAaBOYHHK, coaepiKamni

CHCTEMAaTH3UPOBAHHBIM NepeyueHb eMUHHI XPaHEHHS apXUBHOro (OHIA, KOJIEKIMH H
NpefHasHaYeHHBIH AN MX y4yeTa M PacKphiTUs comepikapus. OTHensHAs ONKCH
npefcTapisger coboil IiepedeHp Oell ¢ CaMOCTOSNTENBHOM BAIOBOM (IOpsIKORBOIL)
3aKOHYEHHON HyMmeparue.

7.2.3. Ommucu aen CTPYKTYPHOTO [IofpazielIeHHS, OTPAacyieBOro
(GyHKIMOHANBEHOrO) OpraHa COCTABISIOTCS EXKETOMHO IO YCTAHOBIEHHON popme
COFJIaCHO MPHIOKEHUIO 26 K HacTosmed MHCIPYKIHH H NPEACTABIAIOTCS B apXUB
(J1y, OTBETCTBEHHOMY 38 apXHB).

JIOKYMEHTEI TIOCTOSHHOTO XpaHEHHA CTPYKTYDHEIX NOApasneleHuil, OTPacieBhix
(GyHKXUHOHANBHBIX) OPIaHOB MEPEHAOTCS B APXHB II0 OITHCIM e,

7.2.4. Ilpu cocTaBIeHHH OIIUCH [ie] COBIIIONAI0TCS crenyomue TpedoBasus:

3ar0JIOBKU BHOCSITCS B COOTBETCTBMH C HOMEHKIIATYPOMH T,

Kax/oe MAejo, B TOM YHCJE ero TOMa HMIW YacTH, BHOCHTCH B ONHNCH IIOJ
CaMOCTOATENIbHBIM IIOPAAKOBLIM HOMEPOM; IOPANOK HYMEpAIlMM Jel B OOMCH —
BAJIOBLIH,

rpadbl ONMCH 3allONHAIOTCA B TOYHOM COOTBETCTBHH CO  CBEICHHAMH,
BLIHECEHHBIMH Ha 00JIOKKY Hena;

IIPY BHECCHHH B ONMCH MOAPSA Al ¢ ONWHAKOBBIMH 3arOJIOBKAMY TIOTHOCTLIO
YKa3BIBaeTCA 3arojloBOK IIEPBOTO fleNla, a CIeAYIOMHe neia 0003HadaroTes CIOBAMM «TO
»ken. IIpr 5TOM OCTalIbHBIE OIIHCATENEHEIE CBEACHH O MeNax YKa3bIBAlOTCS B 3aTOJIOBKE
NIOJIHOCTBI) IO KaKAOMY Jeily (TOMY, 4acTH), HAa KaXKIOM HOBOM JIHCTE OIHCH
3ar0JI0OBOK BOCIIPOU3BOIUTCS TIONHOCTEIO;

rpaa «IIpnmMeyanue» HCIIONB3YeTCS NI OTMETOK O IpHeMe M Tiepemade fen,
OCODEHHOCTAX X QU3UIECKOTO COCTOAHUA U HOPMUPOBAHHS, HANHYHM KOTIAMN U T.IL

CucreMaTusanus el B OIMCH, KaKk [PaBHIIO, COOTBETCTBYET CHCTEMATH3AIIMH
[le7l B HOMEHKJIaType.

7.2.5. B XOHIIe OITMCH BCHE) 34 [IOCIefHeH OMMCATEIbHOM CTaThell 2aIToHIeT s
HTOrOBas 3alMCh, B KOTOPOH yKaswIBaroTCs (IH(ppPaMH H IPONHUCHIO) KOIHMYECTBO €N B
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TONIOBOM pasfiene OIMCH, II€PBBIH W IOCIeNHME HOMepa JeN IO IaHHOMY pasfeny,
OTOBapHUBAIOTCS OCOOCHHOCTH HyMepalid Hel B ONHCH (HaduHe JNUTEPHEIX HIIH
IPOIYIIEHHBIX HOMEPOB).

7.2.6. Onmicu Jen CTPYKTYPHBIX HoApaseie i, OTPACIIEBBIX
(QYHKITMOHANBHEIX) OPraHOB COCTABIIOTCS B JABYX 9K3eMIIAPax, NOANKCHIBAKTCI HX
COCTABUTEILIMH, COTTIACOBBIBAIOTCA JIMLIOM, OTBETCTBEHHBIM 38 paboTy ¢ JOKYMEHTaMH,
¥ YTBEPKAAIOTCS PYKOBOAUTENIEM TIOAPa3 ieIeHHA.

7277, Omdcu pmen CTPYKTYPHBIX IIOApasIeieHHi annapara AIMAHWCTPAITHK
ABJIAIOTCA OCHOBOHM JJIsi COCTaBNEGHHS CBOAHON OIMCH Oell IIOCTOSHHOTO XpaHEeHHs,
IIOArOTOBKA KOTOPOH BO3IATACTCS Ha yNpaBieHHE AelaMH (JIMIO, OTBETCTBEHHOE 33
apX¥B) ¥ N0 KOTOPOH B HalbHeHIIeM JIlepeIatoTes Oeila Ha rOCYIapCTBEHHOE XPaHEHHE,

CeozHas omuck nen (OMHMCH JeN) NOCTOSHHOIO XpaHEHUd COCTAaBIISIETCS IIO
SABCPLICHHM NeIONPOU3BOICTBEHHOrO rofia (Ipy yCIOBHH 3aBepiieHs GOpMHPOBAHHS
Beex Nell, NOANexXalyX BKIIOYECHHIO B I'OLOBOM pasfieN ONMCH) B 4 3K3€MILIIpaX IO
YCTaHOBIICHHOM (opMe COTIIACHO TIPHIIONKEHMIO 27 K HACTOSLHEH HHucTpyKImy.

B ceopmo#l ommcH 3aromoBKH  jen  BKIOYAIOTCS IO CTPYKTYPHBIM
TOAPAsNCACHUAM, KOTOPBIE  COCTaBISIOT — pasfeNbl OINMCH; IIPHM  OTCYTCTBHM
CIPYKTYPHEIX MOAPasHEeNeHMH B ONKCH [ell 3ar0JIOBKH BKIFOYAIOTCS 110 HAMPABIICHHAM
JIeATeIILHOCTH.

- B romosoit pasmen commoil ommcu jen (ommcu JielT) TIOCTOSHHOTO XpPaHCeHWs!
BKIIIOJAIOTCS  3arONIOBKH  JIeNl JIOCTOSHHOIO XpaHEeHH:d, oOpasyIoIuXci B TeueHHe
ACTONPOU3BOACTBEHHOTO IO/ B IEATENBHOCTH CTPYKTYPHBIX IOJpaseiieHuit ammapara
ANMUHHECTpaIHH.

3aroJIOBKE [Iell, COHEPXAIMX TOKYMEHTH 33 HEeCKONBKO JIeT, BKIHYAKTCT B
I'OIOBOM paszeil OIHCH IO AaTe 3aBeeHHUs Hea.

IIopsimoK BHECGHHS 3arOJIOBKOB Oel B CBOLHYIO OIHCH JeN (onucy  mem)
AHAJIOTHHCH TOPSUIKY, H3N0KEHHOMY B IiyHKTe 7.2.4 HacTosiued UHcTpyKuumy.

K mepsoMy romoBoMy pasieny CBORHOM OIucH fel (onucH men) mOCTOSHHOTO
XPaHCHM: COCTABIACTCA HCTOPHUYECKAd CIpaBKa, KOTOpas B HalbHeHIeM HOMOIHAETCS
B CiIydae WM3MGHeHMH B wuCTopHH (oHImooGpasoBatens; NpH HeoGXOXUMOCTH
COCTABIIIIOTCA OITIABJICHHE, YKA3aTeNH, CIIHCKH COKPAIeHHBIX CIIOB.

7.2.8. Ha NOXYMEHTEl IO JIMYHOMY COCTABY COCTABJSAIOTCA CAMOCTOSTENBHEIE
ONMCH el COrmacHO NpuaokKeHuo 28 k Hacrosmeit Wucrpykuuu. ITopsmox mx
COCTAaBNEHHT ¥ O(MOPMIICHMS AaHANOTHYeH IOPANKY COCTABIEHHS K o opMITEHHS
TOZIOBOTO pa3fieNia CBOJHOM ONHCH e (ONMMCH JEIT) NOCTOSHHOTO XpaHEeHH.

Ipu obpazoBanmy GONBLIOrO KONMMECTBA LOKYMEHTOB IIO JTHYHOMY COCTaBy
COCTABJIAIOT OTHCNBHO OIMCH JEN IO JHYHOMY COCTaBY, JIMYHBIX JEN YBOJHBILIUXCS
PabOTHHKOB, JIMUEBEIX CYETOB PAGOTHHKOB (€XKeroIHO).

Ilpy HeGonpmom 06BEMe 0GpasyroIMXCsS B TEHEHHE ToNa el OOKYMEHTEI I10
JAUTHOMY COCTaBy MOIYT BKNIOYATHCS B OJHY OIHCH AEN. 3arojIoBKU AN B [OJOBOM
pasjenie OIHCH [IeJN 10 JHYHOMY COCTaBY CHCTEMATH3HPYIOTCS B ClEAYIONIei
TIOCITIENOBATCIBHOCTH: TIPUKA3kL 110 JIHYHOMY COCTABY; JUTHEBIE JIENa; JIUIEBEE CUETA,
HEBOCTPEOOBAHHEIE TPYNOBbIE KHHKKH.

JInunble Jena yBONUBIIHXCS PaGOTHHKOB BHOCSTCS B OIHCH 10 rOAy YBONbHEHHS

UL, Ha KOTOPBIX OHU 3aBENEHBI, B Ipelieliax TOfa [eNa CHCTEMATH3HPYIOTCS II0
anbaBuTy GaMiIuii.
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7.2.9. TTopsaoK cOCTaBIEHMs OIMCH Il BpeMeHHoro (caalie 10 JIET) XpaHeHUs
(ripunoxkenre 29) aHaNOTHYEH TOPSAAKY COCTABNEHMI H OGOPMICHILT CBOJHON OIHCH
men (ONUACH Hel) HOCTOSHHOTO XPaHeHH .

7.2.10. CrozHast onuch el (OMch Iei) IIOCTOSHHOrO XpaHeH!s U OTIUCE Aell 10
NMYHOMY COCTaBy IIOCIE paccMOTpeHHs M ojobpeHms Ha 3aceanun JK moamexar
npezcTaBleHuio Ha paccMorpedue OITK ApxuBa U yTBePXKICHHIO PyKOBOLUTENEM (ne
mo3ZHee, YeM uepe3 JBa Iofja I[ocie 3aBeplleHus] [IeNONPOM3BOACTBOM ICI,
BKJIIOUEHHBIX B PA3AeNbl).

7.3. lloAaroroBka M nepeaaya A0KYMeHTOB HA ADXMBHOE XpaHeHHe

7.3.1. B apxuB mepezatoTcs Jena ¢ UCTIONHEHHbIMY JOKYMEHTaMHU IOCTOAHHOTO,
BpeMeHHOro (cemme 10 JeT) XpaHEeHHS MW IO JudHOMYy cocrtaBy. Mx mepemada
TIPOM3BOJUTCS TONBKO IO OMMCSM JeJT; IO Fpad)uKy, COCTaBIEHHOMY apXHBoM (JTHIOM,
OTBETCTBEHHEBIM 38 apXUB).

7.3.2. ChopMupoBanHsie 1 06paboTaHHbIe [ela ¢ HCIOJHeHHBIMH JOKYMEHTaMH
IIOCTOSHHOTO, BpeMendoro (cepime 10 neT) XpaHeHds NepefaloIcst B apxXuB IO
HCTeIeHUY JIBYX JIeT MOCJie 3aBepIlleHHs AeJJONPOH3BOACTBEHHOTO roJia.

7.3.3. lena Bpemerroro (mo 10 JieT BIIOYATENLHO) XpaHEeHHs NiepeJjaue B apXuB
He TIOMIEXKAT, XpaHATCS B HoApasfieneHusx (mo MecTy HX (GOpMHpOBaHWA) H IO
WCTEUeHNH CPOKOB XpaHEHHs OJIeKAT YHHUTOKEHHIO B YCTAHOBICHHOM HOPAMKE.

7.3.4. B mepHOR MOATOTOBKM JAEN K Iepeiade Ha apXWBHOC XpaHEHHE JIHLOM,
OTBETCTBEHHBIM 34 A4pXWB, MpPEIBAPUTENBHO INPOBEPSETCS NPaBUIBHOCTE HX
GopMUpoBaHUI K OPOPMIISHHS; COOTBETCTBUE KONMYECTBA Jell, BKIIOUSHHEIX B OIHCE,
KOJIMUECTBY Jlell, 3aBEICHHBIX B COOTBETCTBUH ¢ HOMEHKIATYpoH Jiesl. Bee BEIIBICHHBIS
IpU TpOBEpKE HEJOCTATKH B (OPMHpOBaHMM K OQOPMICHHH JeJ CIEIHAIUCTH
roapasaeneHui 06s13aHbl yCTPaHHTS.

7.3.5. TlpuéM B ApxMB OpraHHM3alMi KaKIOTO [ena IPOU3BOAUTCA JIHLIOM,
OTBETCTBEHHEIM 33 apXUB, B [IPMCYTCTBHM JHI], OTBEICTBEHHHIX 3a pabory ¢
IOKYMEHTaMH# B MONpPA3feNeHuy, MK CIeNHAMCTOB TOAPasfeNeH!it ¢ OTMETKOH o
HATHYEK fel B 00OUX 3K3eMIUIApax OMKCH Aell. B KOHIE Ka)KZOoro dK3eMIUIpa ONUCH
yKaspBaeTes [udpaMyl W IPOIIHCHI0 KONMYECTBO (PAKTHYECKM NPUHATHIX Jei, Iara
npuéMa — mepefauy Jell, IPOCTABIAIOTCA HOAMMCH JHL, MepelaBIIero u IpUHIBIIETo
zena.

B cnydae o6Hapy)XXeHusl YTPaTHl IIOApa3ieNeHHeM (CHELMalKCTOM) Jed,
YHCIBSIIIMXCA 110 HOMEHKIIAType, IPUHUMAIOTCS MepH! TI0 UX Pos3bicKy. Ecnu npunstsie
MepHl He Jali Pe3yNbTaToB, HOAPa3ieNeHueM (CIeIUaICTOM) COCTaBIIIeTCs CIpaBka o
NPUYMHAX OTCYTCTBHsI el 3a IOAMHCHIO PyKOBOAMTeNs moppasfenenns. Crpaska
BMECTE ¢ OIMCEIO Jell TepeaaeTcsl B ApXuB.

JIvna, BUHOBHEIE B YTpaTe Ay, IPHBIEKAIOTCA K OTBETCTBEHHOCTH.

7.3.6. BMmecTe ¢ genaMu B ApXHB NEPESaloTCsS perUCTpalHOHHbIe KapTOTEKH Ha
JOKYMEHTBI.

7.3.7. B crnyuae THKBHAAIIME WY PEOPTaHU3AlME CTPYKTYPHOTO MOAPA3NENeHNS,
oTpacineBoro ((hyHKUMOHANBHOTO) OpraHa JHIO, OTBETCTBEHHOe 3a pabory C
JOKYMEHTAMH, B HEPHOJ [IPOBEIeHU NHKBUIAMOHHEIX MEPOIPUATHH OCYIIECTBIAST
GopMEpOBaHKEe BCEX MMEIOLUMXCA NOKYMEHTOB B Jena, ohopMieHHe Jel H HX
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nepefady B ApxHB, HE3aBUCHMO OT CPOKOB XpaHeHus. [lepeaua ien ocymecTBaaercs
10 OIHMCSM € U HOMEHKIAType Aed.

IIpp JUKBHAAUMM KM PEOPraHu3alfll HCIOIHHUTEIBHOIO OpraHa MeCTHOIO
CaMOYIPABIIEHHSA BOIPOCHL Nepefadyd JAOKYMEHTOB IIOCTOSHHOTO XpaHEHHS ¥ II0
TAYHOMY COCTaBy pellaioTca ¢ ATeHTCTBOM IO AelaM apxuBoOB IlepMmckoro xpas. o
peleHya BOIpoca O Hepegade JOKYMEHTHI AOJKHBI OBITH CHOpMHpPOBaHBEL B JENA,
0(hOpPMIIEHE] U OITHCaHB! B COOTBETCTBHH C [IPaBUIAMH.

7.3.8. XpaHeHHe M ydeT apXWBHBIX NOKYMEHTOB, CO3[laHHe K HHM HaydHO-
CIPaBOYHOIO  amapara, MX HUCIONB30BAHME, [IOArOTOBKAa K Iepeaade Ha
FOCYJIapCTBEHHOE XPAHEHHME OCYILECTBISIOTCS B COOTBETCTBHH C TpeOOBaHHSIMH
IIpaBun opraHusalMyd XpaHEeHWs, KOMIUIEKTOBAHHS, Y4eTa W HCNOIL30BaHMs
noxymenToB ApxuBHoro ¢ouaa Poccufickodl ®enepauus W APYTHX apXUBHEIX
JOKYMEHTOB B OpraHax roCcyAapCTBEHHOM BIIACTH, OpraHaX MECTHOT'O CaMOYIIPaBiICHMs
¥ OpraHus3allisiX, YTBEPXKIAEHHBIX NpHKa3zoM MUHHCTEPCTBA KYIBTYPBl Poccuifckoit
Deneparuy ot 31 mapta 2015 r. Ne 526.

7.3.9. IlpuéM nmen Ha ToCyAapCTBEHHOE XpaHeHHe NPOBOAUTCS IOSIHHHYHO TIO
onMcAM Jel, oQOpMISeTcs aKToM MNpHEMa — TIepefiadd, COCTABIAEMBIM B JBYX
3K3eMIULIpax.

8. IlopsiioKk HCNOIBL30BAHUS H M3TOTOBJICHHS NTeYaTeil U MTAMIOB
8.1. ITopsixok ncnonb30BaHUS NeYaTel U HITAMIOB

'8.1.1. B AxMuHuUCTpaIiy NpuMeEHSIIOTCH:

- repboBas medaTh (¢ repboM MYHHLHIIANEHOTO 00pa3oBaHust) AMUHHCTPALNK
YHalKOBCKOTO FOPOJICKOTO OKPYTra;

- [IPOCTHIE KPYTJIble IEYaTH:

aIMAHUCTpanMKl  YJalHKOBCKOTO TOPOJCKOTO OKPYyra ¢ HagImuChlo «Jlis
IOKYMEHTOBY;

aAMUHHCTpaluH YalKOBCKOrO TFOpPOACKOTO OKPYra C HAANHCHI «J{id maKkeToB»
(xpaHHTCA B OTHEIE IO MOOHIH3ALHOHHOM paboTe);

-[I€9aTH CTPYKTYPHBIX TIOAPa3feNieHMH, OTpacieBBIX ((YHKIHOHAITRHEIX)
OpraHoB AJMHHUCTpAITHH;

~ IITAMIIBI.

8.1.2. Jlvna, nepcoHalIbHO OTBETCTBEHHEBIE 33 yUET, MCIONB30BAHKME H XPaHEHNE
IevaTed W ITaMIIOB B CTPYKTYPHEIX IOAPa3AEeHIIX, OTPACHeBEX ((yHKIMOHATBHEIX)
opraHax AIMHHMCTPAIUH, B T.4. C (PaKCUMHUIBHEIM BOCHPOH3BEIEHHEM IIOIMCH TTIaBhI
TOPOJICKOTO OKPYTa — I[NIaBBl aAMUHHCTpaluH JaHKOBCKOIO rOpOACKOr0 OKpyTra, €ro
3aMEeCTHUTENIEH, NONMyJal0T IIeYaTH | IITaMIIE! I10)] POCIHCE.

8.1.3. Ympasnenue fenaMu Bezet PeecTp medaredt v mTaMnos, HCHONb3YEMBIX B
Anvuancrpanuu (OGpasell peecTpa comepurTcs B mpunoxkesud 30 K HacTosiei
WncTpyximm),

Orpacaessle (byHKIMOHANBHBIE) Opranbl AJIMUHHCTPAIME BeAYT Peectp yuera
neqarei U ITaMIIOB CaMOCTOATEIBHO.

8.1.4. IlewaTero 3aBepsIOTCS IOANUCH MOJDKHOCTHBIX IHMI[ HA JOKYMEHTaX,
KOIKAX HOKYMEHTOB i1 YINOCTOBEPEHMs COOTBETCTBUA MOMJIHHHHKY, U3TAHHOMY B
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AIMUHUCTPAIMHU U TIOITHCAHHOMY YIOJIHOMOYEHHEIM ITHIIOM.

[IpaBoM NHpOCTZHOBKM OTTHCKOB IeuaTell OGNafaroT OTBETCTBEHHEBIE JIHIA B
COOTBETCTBMH CO CBOMMH JOJ/DKHOCTHBIMH MHCTPYKUMAMH. [lewarsio 3aBepsrores
TIOJMHUCH OT PYKOBOAMTENA CTPYKTYPHOIO IIOApasleNieHusl aqMHHMCTPAIMA W BBILIE,
ZeHCTBYIOMNX HA OCHOBAHMH CBOMX IIOJHOMOYMIH WIIM JOBEPEeHHOCTEH, a TAKKEe MHBIX
THL, NONIHCHIBAIOIIMX JOKYMEHTHI HA OCHOBAHUM TOBEPEHHOCTE.

OTTHCK Meyatd NpPOCTABIAETCS HAa JOKYMEHTaX, OTPAXKaIONIMX MHPOPMALHIO O
hakTax, uMelomuX 0co60e IOpHAMYECKHE 3HAYeHWe, Y/AOCTOBEPAIONUX IpPaBa
OpPTaHM3allM HWIH OTHENbHBIX JIHL; QUKCHPYIOUWIMX (akTel, CBA3aHHBIE C
(UHAHCOBBEIMH  CPEICTBAMHU W MaTepHaNbHLIMKM LEHHOCTAMH; obperaromux
IOPUANIECKYIO CHITY JIAIUBb C MOMEHTA 3aBEPEHUS TIeYaThIO.

8.1.5. Ilepen HaHeceHHEM OTTHCKA [IEYATH IIPOBOLMTCA IPOBEPKA JOKYMEHTOB,

B ofs3aTenbHOM MOpsAAKe NPOU3BOAKTCS IPOBEPKA CIEAYIOIMX TIAPAMETPOB!

* COOTBETCTBHE NOKYMEHTA, 3aBEPAEMOTO [IeYaThI0, THITY HOKYMEHTA,

* HATMYME BCeX HeOOXOANMBIX BU3 H MTOANHUCEH YITONMHOMOYEHHBIX JIHIL.

8.1.6. B cmydyae yINOBIETBOPUTENBHOTO pe3yNbTaTa IPOBEPKH JOKYMEHTa
OTBETCTBEHHOE JHMUO I[POCTABIAET OTTHUCK I€YaTd B COOTBEICTBYIOIIEM MecTe
JIOKyMEHTA.

He momyckaeTcd NpOCTAaBIATE I€UaTh HA YKMCTBIM JHCT (HE3AIONHEHHBIH
JIOKyMEHT) Ia)ke IIPH HAJIMYHH TTOAIMCH COOTBETCTBYIOIIET0 YIIOJHOMOIEHHOIO LA,

OTTHCK BCEX 3/IEMEHTOB MEYATH NPOCTABIAETCA TaKMM 00pa3oM, 4TobHl OH
3aXBaThIBAl 4aCTh HAUMEHOBaHHS MOIDKHOCTH JHIA, TTOAIMCABIIETO NOKYMEHT 10O,
eclli HauMEHOBaHWE NOIKHOCTH He YKa3bIBAeTCs, OTTHCK JOJDKEH 3aXBATHIBATEH YacThb
(haMHMIIHHF TOAMTKHCABILET O,

Ha moxymenTax (puUHaHCOBOIO XapakTepa OTTHCK INEYaTH IHPOCTABISETCS Ha
CTIELiHAIBHO OTBEICHHOM MecTe. KKak mpaBuio, 3T0 MECTO HAaHECEHHS OTTHCKA Med4aTH
0003Ha4aeTCs] CHMBOJIOM «M.IL» (€3 3aXBara HAMMEHOBAHHA JOJIKHOCTH ¥ IIOIITHCH.

T1pu npocTaHOBKE MEYATH HCIONE3YETCS CHHAS IITEMITENIbHAI KPacKa,

OTTHCK ITeYaTy AOJDKEH OBITE XOPOIIO YHTAEMBIM.

OTTuCK repbOBOH MeuaTH CTAaBHTCSA Ha NOKYMEHTAX, yKA3aHHBIX B MPUIIOIKESHHH
31 x macrosmeli MucTpykuuy.

OTBETCTBEHHOCTD 3a COfEpKaHMe IOKYMEHTOB, 3aBEPEHHEIX TepOoBOoii IeuaThio,
HECYT HOJDKHOCTHBIE JIALA, HX NMOAMHCaBIINE.

OTTHCKE TPOCTHIX KPYTIBIX IedaTeil MPOCTABIAIOTCA HA JOKYMEHTaX,
yKa3aHHBIX B IPUAOKEHUH 32 K HacTosmeit MHCTpyKITHM.

8.1.7. Lltammbl MCIONB3YIOTCS B CTPYKTYPHBIX TOAPA3NENEHMAX, OTPACIEBBIX
(GyHKUMOHANBHEIX) OpraHax AJIMMHHCTPALUM AJs YIOPSAAOYEHHMS, YIPOIIECHHS MM
YCKOpEeHHS JesonpousBogcTBa. OHM IPHMEHAIOTCS Ui HPOCTABIEHHS OTMETOK O
TI0JIy4CHHH, PETUCTPalH, IPOXOKAECHUH ¥ UCIIOTHEHHH JOKYMEHTOB, IPYIrHX OTMETOK
CNIpaBOYHOTO XapakTepa MNPHMEHAIOTCS COOTBETCTBYIOIIHME PE3HHOBEIE ILITAMIIEI
(perucTpanmoHHsle, «BepHO» U Apyrue).

IIpaBoM IIPOCTAHOBKM INTAMIOB OGNANAOT COTPYAHMKH, B UbH OOS3aHHOCTH
BXOIUT 06paboTka JOKYMEHTOB B COOTBETCTBHH ¢ HX AODKHOCTHBIMU MHCTPYKITHSMH.

8.1.8. Irammel ¢ GaxkCHMHIBHEIM BOCHPOH3BENEHHEM [OMINCH IJIABEI
I'OPOACKOTO OKpYra — IMIaBhl aAMUHHUCTpalid YalKOBCKOTO TOPOICKOTO OKPYTa HIIH €0
3aMeCTHTeNlel Ip¥ HeoOXONUMOCTH pa3pelllaeTcs MCIIONB30BATH HA  KOIHSIX
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HOANHCAHHBIX B YCTAHOBICHHOM IOpAKe NOKyMeHToB. Vcmonp3oBaHue (akcumuie
IpH 0QOPMIEHAN OANHHHAKOB JOKYMEHTOB 3aIpellaeTcs.

ITuceMmennoe paspellleHde Ha H3TOTOBNEHWe (QakcuMuie — IITaMma ¢
(hakCHUMMIBHBIM  BOCHPOM3BEJEHHEM  IIOJIMCH —  [aeTcs  PykoBomurenem
AIMAHMCTpALMH C YKa3aHHEM, B KaKHX CIy4asX ¥ KTO HMEHHO CTaBHT (HakCHMUIILHYIO
IIOJIITUCE.

8.1.9. TIpm ocrasieHHMM [AODKHOCTH COTPYAHUK, OTBETCTBEHHEIA 3a
HCIIOJIb30BAHKE U XpaHEHHe IedaTelf 1 IITaMIIOB, IEPEIACT UX [0 aKTy PYKOBOJMUTENIO
CTPYKTYPHOTO MOAPAa3fAeNeHus!, 0TpacneBoro ((pyHKIMOHAIBHOTO) OpraHa, JiHbo BHOBbL
Ha3HA4YEeHHOMY OTBETCTBEHHOMY muIyy. OO0 M3MeHeHWM JMIid, OTBETCTBEHHOTO 3a
XpaHeHHWEe ¥ UCIIOIb30BaHME IledaTell W IMTaMIIOB, H3BEIASTCS YIIPABJIEHHE NElIaMH, B
Peectp mevareil # MTaMIIOB BHOCHTCSA COOTBETCTBYIOMIAS OTMETKA,

8.2. Ilopaxok XxpaHeHHd NeYaTell U IITAMIIOB

8.2.1. Ileyatn xpaHATCA B celipaX OTBETCTBEHHBIX JIKL, 100 B 3aKPHIBAEMEIX HA
kmoy 1ukadax. Ilepememenne neward OCYIIECTBIAETCS TOJNBKO OTBETCTBEHHBIMU
MMM Ha OCHOBAHHH NHCHMEHHEBIX PaclopshKeHHH ¢ 00S3aTeNIBHEIM COCTABISHHEM
aKTa npuema-nepenau rieyatd (Ilpumoxenne 33 x Uuctpykupn). OTBETCTBEHHOCTE 34
COXPaHHOCTH II€YATH HPH IEePEMENIEHIMSIX HECYT OTBETCTBEHHEIE JIHIA.

48.2.2. OTBETCTBEHHOCTE 33 COGIIOLCHUE HOPSIKA HCIONB30BAHMS M XpaHeHUd
IIevaTel U IITaMIIOB B CTPYKTYPHBIX MOAPa3feNeHHsIX, OTPACIEBHIX ((DYHKIHOHATIBHbIX )
opranax AJMHUHHUCTPAIMH BO3JIAraeTcsl Ha HX PYKOBOJUTEIEH.

8.2.3. KonTpons 3a NpaBHIBHOCTBE) HCIIOJB30OBaHMS M XpaHeHHd IledaTedl U
NITaMIOB B CIPYKTYPHBIX [OApasfeleHuaX AIMUHHACTpALMH  OCYIIECTBISET
VIIpaBIeHHE JeIaMHU.

Tlposepka BanWuus, HCIIONB3OBAHUS W XpaHEHWs IMe4ared IPOM3BOAUTCA
KOMHCCHEH, HasHaYaeMOoM pacnopsbKeHHeM AIIMUHUCTPALIAN.

O npoBeleHHBIX NPOBEPKaX AENAIOTCS OTMETKM B PEECTpPe II0Cae MmociaenHel
3aIHCH.

8.2.4. T'epboBasd meuaTb XpaHMTCA B YOpaBIeHWH JelaMu. llepcoHanpHas
OTBETCTBEHHOCTH 33 OPraHU3alMIO COXPAHHOCTH IepOOBOM I1€YaTH U BOCIIPOM3BENEHHE
€€ OTTHUCKA CTPOTO 110 IENIEBOMY HAa3HAUECHHIO BO3JAraeTcs Ha HajYallbHUKA YIPaBICHAA
JeIaMH.

8.2.5. O dakre yrepH nedareii M INTAMIIOB HE3AMEIIMTENBHO CTABUTCS B
H3BECTHOCTH MEPBBIM 3aMECTHTENb IVIaBkl AZMUHUCTPALKH, PYKOBOAUTENb alIlapaTa,
IIPOBOAMTCA CIIykeGHOe pacciemoBaHue, MaTepPHANBI KOTOPOTO CHYXKAT OCHOBAHHEM
JJis IPHBJICYCHHUs BUHOBHEIX JIMI{ K OTBETCTBEHHOCTH ¥ CIIHCAHHS C yJIeTa YTpayeHHbBIX
nevYarTel | MITaMIIOB.

8.2.6. TpeboBanUa K XpaHEHHUIO IIITAMIIOB HE YCTAHABIMBAIOTCA. 34 COXPAaHHOCTD
BBEPEHHBIX WM IITAMIIOB OTBEYAIOT PYKOBOAMTENH COOTBETCTBYIOIUX CTPYKTYPHBIX
[OApasIeNneH|i, 0TpacaeBbIX (HYHKIIHOHATBHEIK) OPraHOB A IMUHHACTPAIIH.

8.3. MspaTue 3 06opoTa neyateil ¥ IITAMIIOB

Useatele n3 o0opoTa Ie4aTH XpaHATCS B YIPABICHHH OenaMud B celide,
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YHUYTOXKAIOTCS B COOTBETCTBUY C TpeOOBaHMAMHE ITyHKTa 8.4. HacTosmet MuCTpyKuum.

Wzpsareie w3 o6opoTa IMTaMOBI MOTYT XpaHHThCS B  ITOJPasIeIeHHsX
HEOrpaHMYECHHOE BpeMs [0 HMX YHHYTOXKeHHS. HeBO3MOXHOCTE HX MCHOIH30BAHES
00ecIIeYnBaeTCs. TOMEIIEHHeM IITaMIla B 3alleYaTaHHbli KoHBepT. KOHBEpTH €O
ITaMIIaMH MOI'YT XpaHUTECSA B celihe pyKOBOMUTENS IOApa3ieleH s,

8.4. Vrumsauus (yHHYTOKeHHE) MeuaTeil H MTAMNOB

8.4.1. VYmunusaums (YHUHMTOXEHME) MedaTell M IUTAMIIOB TIPOM3BOIHTCS
KOMMCCHOHHO TIyTeM HeoOpaTHMOT0 MeXaHHYECKOTO MOBPEXKAEHHS TOH YACTH IITAMIIA
(mevatH), KoTOpas HAHOCHT OTTHCK Ha IOKYMEHT. PaspylleHHe MOXKET HPOBOAMTHCA
m00BIM CI0CO60M, IIPHBOSIAM K HEOGPATAMOMY H3MEHEHHIO OTTHCKA.

8.4.2. AxTel 00 YHHYTOKEHHH COCTABIAIOTCA B 2 aK3eMInIApax. Kaxapii
SK3EMIJLID IOANMMCHIBACTCS BCEMH wWieHaMH XomMccud. OmuH 3K3eMIUISp B
00s3aTeNBHO MOPANKE IepefiacTcs B yNpaBleHWe NelaMM JUIS XpaHeHHs B Iele.
OOpasen akTa yHHYTOXEHHA NedaTH (IITaMIIa) CONEPIKATCS B IPHIOKESHHH 34.

Biiecegue 3ammcet B Peectp meuated aIMUHUCTPALUM TPOUZBOIUTCS
yIpaBlieHHeM JIenaMy B TEUeHHH TpeX paboumx aHel mocie MONyYeHus JOKyMEeHTa 06
YHUYTOXKEHUHN TIeYaTH.

8.5. lopsaxok odopmirenus 3aKa3a HA H3rOTOBJIEHHE
neyaTed U HITAMIIOB

8.5.1. MsrotoBneHue medaTedl M IUTAMIIOB, HEOOXOIMMBIX i OGecIleveHMs
IeATENBHOCTH  AJMWHMCTpalyH, IIPOM3BONMTCA [0 paspelleHMi0 HaYajlbHHKA
yIpaBAeHUS [CHaMHM.

8.5.2. MHuumaTopom npoliecca M3TOTORNEHHS (YHUYTONKEHHS ) TieuaTH (IITaMIIa),
M3MEHeHWs Oo0NacTH MNPUMEHEHHS M YTHIM3AIUH MOXKET OBITH PYKOBOJMTENE
CTPyKTYPHOIO  TIOApA3[eNeHus,  OTpacieBoro  ((QyHKIMOHANBHOIO)  OpraHa
ANMUHHCTpALK, KOMHCCHS, NPOBOAMBIIAS IIPOBEPKY HAIMYHS M MCIONB30BAHMS
IeyaTell M INTAMIIOB, WM MHOE JINLO, YNOJTHOMOYEHHOE Ha 3TO PACHOPSAUTENLHEIM
JOKYMEHTOM.

Heo6xonuMoCTh M3TOTOBIEHUA IUTAMIIOB ¢ (JAKCHMIIBHBIM BOCITPOH3BEASHUEM
NOANKCH TITAaBBl TOPOJNCKOrO OKpyra — [JIaBhl agMHHHCTpauud YalKkoBCKOro
TOPOACKOIO OKpyra, €ero 3aMecTHTeNel oIpefeNseTca COOTBETCTBEHHO TJaBOif
FOPOJICKOT0 OKpyTra — IIaBo¥ agMuHHCTpaluy YalKoOBCKOTO TOPOICKOTO OKpPYra, ero
3aMECTUTENSIMU COOTBETCTBEHHO.

8.5.3. 3aaBKY CTPYKTYPHBIX NOIpa3feleHuil AIMUHUCTPAlMH Ha W3TOTORICHUE
TneyaTe, MTaMIIOB U OPHUTHHAI-MaKeT NeyaTy (IITaMIa) HaMpaB/sOTCs B YIpaBIeHHe
nenamu. PopMa 3adBKH NpHBEIEHA B IPUIIOKEHMH 35 K MHCTpyKIUH.

PasmMelieHne 3aKa30B OTPaciIeBbIX ((yHKIHOHANBHBIX) OPraHoB AZIMUHUCTPAITUK
Ha W3TOTOBJICHHE IeYaTeil M INTAMIIOB OCYIIESCTBISETCS MMH CaMOCTOSATENLHO, IO
COITIACOBaHHIO C HAYANBHUKOM YIPaBIeHHS JellaMu.

3.5.4. Ilocne moNy4eHHS IOTOBOU MEYATH CIELMANHCT, OTBETCTBEHHBIN 32 €€
W3TOTOBJICHHE, IIPEACTABIIET II€9aTh B YIIpaBICHHE NeIaMU /Il BHECEHUS CBEIEHHH B
PeecTp yuera meyareH, mocime dero medartb IepefaeTCs OTBETCTBEHHOMY MHIY HOJ
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poctHck B Peectpe yuera nevareli H IITaMIIOB.
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ITpunoxenue 1
k Unerpykmmu 1o
JIETOTIPOU3BOACTBY

ODPUMEPHBIM IIEPEYEHD

o0s13aHHOCTEH CeHAHCTA, 0TBETCTBEHHOI0 3a paGory
€ JOKYMEHTAMH B CTPYKTYPHBIX OAPa3/eeHUsiX, 0TPACIEBhLIX
(hyHKIHOHANBLHBIX) OPraHax aiMHHHCTPANHH
JaiKkoBCKOro ropoAcKoOro oKpyra

I. IIpoBepseT mocTyieHHe BXOAAMHX JoXyMeHToB B COJI, 110 3MeKTpoHHOH
I104Te, NOJIYyYaeT JOKYMEHTEl Ha OyMa)kHOM HOCHTENE B OTHAENEe AOKYMEHTALHOHHOIO
obecriedenns ypapIeHus JelaMu He pexe 2 pas B AeHb.

2. Peructpupyer B COJl, mibo B HHOW pErWCTpalldOHHOM KapTOuKe
cryxebHble JOKYMEHTHI, afpecOBaHHBIC MOAPA3NeNeHHIO, HaIpaBIieT HX Ha
PaccMOTPEHHE PYKOBOAUTEIIO, [TOCIE PACCMOTPEHHUS (C OTMETKOH B PETHCTPAIIMOHHOMN
KapTOYKe) — CIeNHaNHUCTaM NOAPa3aeTe ys M1 HCTIOJAHCHHU U 03HAKOMIICHHS.

3. OcywecTBiseT KOHTPONEL 3a CPOKAMH MCIIONHEHHS JOKYMGHTOB H
TOPYYEHMH, HaXOMSIIMXCA Ha HCHOONHEHWHM B IOpa3sleleHuy, 3a CpPOKAMH
COTJIaCOBAaHHUS IIPOEKTOB NOKYMEHTOB.

4. OpranusyeT paboTy pyKOBOAUTENS C HNEKTPOHHBIME JoKyMeHTaMu B COJL.

5. IlpuHnMaeT OT CHENMANIMCTOB MOAPA3JENEHHS IIPOEKThl IOKYMEHTOB Ha
TIOAIIHCE PYKOBOJUTEIIO; OCYIIECTBILIET KOHTPONS 32 OhOPMIEHHEM NOKYMEHTOB B
COOTBETCTBHH C YCTAHOBNEHHBIMU TpeOOBaHMAME, PERaKTHPYET Cy)KeOHbIE ITHCHMA,
HanpapiseT JOKYMEHTBI B COOTBETCTBYIIME IojpasfeneHus. I[Ipw oTmpaske
ClyXKeOHBIX JOKYMEHTOB 3a IOAIMCHIO DPYKOBOLHUTENS IIOAPA3ACICHHS IOUTOM:
BKNA/(BIBaCT HOKYMEHTHI B KOHBEPT, YKa3bIBAaeT IIONHBI IOYTOBEIA azipec H
OTIIPaBISET.

6. OrmpaBisger 1o 3MeKTPOHHOM Iourte ciayxeOHBIE JOKYMEHTHI 33 MOAITHCHIO
PYKOBOIMUTENS NONpa3ICIeHH.

7. CocrapnseT (WMnH YTOYHSET) HOMEHKIATYPY JHeNl MOApasjeleHns Ha
IPEACTOMMK KaleHOapHEIA TOH, OpraHuzyer paboTy 10 (GOPMHUPOBAHMEK) [l B
COOTBETCTBMH ¢ HOMEHKJIATYpoH, OQOpPMIEHHIO OONOXKEK [eNl, MONIINBAET
HCTIONHEHHbIC TOKYMEHTHI B Iella B COOTBETCTBUU ¢ HOMEHKIIATYpoil gen (kpoMe fie,
(GopMHpOBaHKE KOTOPHIX OCYIIECTBIIETCS CHELNANACTAMH TIOPA3aeNeH s).

8. ObecreyrBaeT IOATOTOBKY K Ilepefade M mepefauyy B APXHB TOKYMEHTOB
IOJpa3IENeHus: COBMECTHO CO CIENMATIMCTaMM TIOApa3eNeHHs OCYIeCTBIIET 0T6op
JOKYMEHTOB TIOCTOSHHOTO XpaHEeHHs Ul [epefadn B ApXHB, BBIAEIECHHE K
YHIYTOXKEHHMIO el C HCTEKILIUMH CPOKaMHM XPaHEHHA; OPTaHu3yeT (MITH OCYIEeCTRIAET)
HayIHO-TEXHHUYECKYI0 00pabOoTKy MOen MOCTOSHHOTO XpaHeHWs I[IoApasleNeHys,
CBOECBPEMEHHO MEPEaeT MO OMHCH OPOPMICHHEIE Helia B APXMB; COCTAaBIAET aKT O



79

BEIEJICHUH K YHUYTOXKEHHIO JOKYMEHTOB, HE IOJJIeKalluX XPaHeHHIo, IepenaeT uX
II0 aKTy B YIIpaRleHUe JeIaMH.

9. OcyiecTBIseT XpaHEeHUEe 3aBepINEHHBIX AETONPOU3IBOACTEOM e IS MX
nepefavyy B apXuB MM JUIL YHHYTOXKGHHd, BBINA4Yy CHEIHaNHUCTaM IIOApa3/e/IeHUs
3aBEPIIEHHBIX e, KOHTPOJIb 33 HX BO3BPATOM.

10. ObecnieunBaeT COXPaHHOCTH eI NOApa3eleH)s [0 liepefiadn B ApXHs,

11. ObecnieunBaeT  O3HAKOMJEGHHE  CIEIHANKMCIOB ¢  HOPMAaTHBHLIMH,
METOAMYECKMMH M MHOOPMALMOHHBIMU  JOKYMEHTAaMM IO  BONpOCaM
JIeTIOTIPOU3BOACTBRA, IIOCTYIIUBINUMY B [TOJpa3ieNeHue.

12. KoHCYnBTHpYET CHEUUANUCTOB HOAPazJielieHHsl II0 BOIPOCaM IIOATOTOBKH
IIPOEKTOB JOKYMEHTOB H OpraHusanuy paboTsl ¢ JOKYMEHTaMH,

13. OcymecTBIgeT MpUeM U IOArOTOBKY MAaTepHANOB K 3acelaHHIM KOMHCCHI
(k copemaHHsM), PErMCTPUPYET M CBOEBPEMEHHO IlepefacT WX I DPACCBUIKH,
OIIOBEINAET YYAaCTHUKOB M PpErucIpuUpyeT UX. BeneT IpOTOKONBl 3acelaHwui
(copemanuii)’,

14. ObGecrieunBaeT KOMHUPOBAHHE ¥ THPAKHUPOBAHHME IIOCTYIMBIIMX IS
HICTIOJIHEHUA MK 71 O3HAKOMIIEHHs, a TaKXe CO3MaHHbBIX JOKYMEHTOB, B TOM HHCIE C
Hcﬁéﬁbso}saﬂuem KOIIMPOBAIILHOM TEXHHUKH MOAPA3ACICHI.

15. Onpenensier moTpeGHOCTh, COCTaBJis€T K INPEICTaBIsfeT B  OTHEN
TEXHITYECKOT0 06eCIe e HHS 3a9BKY Ha KaHIEIAPCKUE NPHHAANEIKHOCTH, IOIyqaeT HX.

16. OcymecTBnsAeT BBBOB CIENWANHCTOB, YCTPAHSAIONIMX HEUCIPAaBHOCTH
II3BM, OPITEXHHUKY U APYroro o00pyAORAHUS B ITOIpa3ACieHHH.

*
ITo nopy4eHUIO PYKOBOLHUTEIS OAPAINLIEHHAS.
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Upunoxenue 2
x MHCcTpyKuwu mo
TEeJIOIPOU3BOLCTRY

IPUMEPHEIIA IEPEUEHD

Haubo/Iee MPpUMeHsIeMbIX BHAOB M Pa3HOBHAHOCTeIH
OpPraHH3aHOHHO-PACHOPAANTENLHBIX JOKYMEHTOB

Opragus3aliOHHBIE TOKYMEHTEI:

IIOTOBOD periaMenT
HHCTPYKIUS (MOJUKHOCTHAS HHCTPYKIMSI)  DPEKOMEHIAIINH
HOPMATHBEI CMeTa

IUTaH (MPOrHo3) COrJIailleH e
TIOJIOKEHHE YCTaB

IIpaBuiia HITaTHOE PACIHCAHNe
nporpamMma

HpaBOBBIe AKThI, PaCHOPAIUTEIIBHBIC JOKYMEHTHI:

pacopsmKeHue IIOCTAHOBJICHHE
peleHme IIPHKA3
HOpYYEHHE IIPOTOKOI

WudopManmnoHHO-CIIPaBOYHEIE JOKYMEHTEL:

aBToOHOTpadHs OOBSICHUTEITbHAS 3aIHCKa
aKT OTYeT

aHKeTa IMHCHEMO

rpahuk nepeyeHb (CIHUCOK)
JOKTIaz CIIpaBKa
IIOKNIaHas 3aIcKa (IpemIoxenye, CBOJIKA
NIpeCcTaBIACHHE )

3aKyoYeHue {OT35IB) TenerpamMma
3asBIICHHE TenedoHOTPaMMA
K%DTOT-IKa (nmaHast, saueBad v ap.) XapaKTepHUCTHKA
o0b30p

PaznosupHOCTH mHceM (110 COAEPIKAHHUIO M HA3HAYEHMIO):

THCHEMO-TIPEIJIOKEHHE ITHCBEMO-IIOATBEPKICHHE
MTHCHMO-TIPOCEDA [TUCHMO-HATIOMHHAHHE
McEMO-TpeboBanne IIUCBEMO-YBEAOMIIEHHE
IHUCHEMO-H3BEIIEHHE IMHCEMO-Pa3bACHEHHE
rapa’HTuiHoe PeKIaMHOe
uH(pOopMaIMoOHHOE COIIPOBOAUTEIBHOE

TUCEMO-TIPHITIAIEHHE
I'pymns! mucem:

MHULIHATHBHEIE ([IHCHMO-3aIIPOC) ¥ OTBETHbIE (IMCHMO-OTBET)
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[Tpunoxenue 3
K VIHCTpYyKIHH 110
JEIONIPOU3BOACTBY

TpeGosanus K H3roTOBJIEHHIO TEKCTOBBIX JOKYMEHTOR
€ HCNOJIL30BAHHEM MEePCOHANLHOI0 KOMIbLIOTEpA

. IlpoexTsl MOKyMEHTOB agMHHMCTpauuu YaiiKOBCKOTO TOPOICKOrO OKpyra
TIeYaTarOTCsA ¢ HCIOJB30BaHHEM TEKCTOBOIO pepakTtopa Word mpudrom Times New
Roman, pasmep mpudra No 14. TekcTs! qoxkyMeHTOB, odopmiasgeMble HA GlaHKax HIH
Ha OyMare opmaTa A4, meyaTaroTcs Yepes OJiH MEXCTPOUREIN HHTEPBA, Ha GIaHKax
uiu Ha Oymare opmata AS - depes MeKCTPOUHEIH HHTEPBAI 12 IIYHKTOB.

2. TIpoekTel HOKYMEHTOR, O(OPMIEHHBIE Kak Ha OnaHke, Tak ¥ 0e3 OnaHka,
HMEIOT CICAYIOIMe pa3sMepsl IMoNeH: jesoe - 3 cM, npaBoe - 1 cM, BepxHee - 2 CM,
HIKHee — 2 ¢M. IIpu nBycTOpoHHEM NMedaTaHud JOKYMEHTOB IIHpPHHA JIEBOIO TIOJS Ha

JIMLIEBOM CTOPOHE NHUCTA M MPABOro NOJI Ha O0OPOTHOH CTOpOHE MHCTA MOJDKHLI OBITEH
PaBHEL

3. Ilpu ohopMIEHHH TeKCTa NOKYMEHTa Ha IOBYX u Goliee CTpaHHL@X BTOPas K
nocj;e,uylomne cTpaHuIEl HyMepyrores. [lopsaxoBeie HOMepa CTpaHHIl IPOCTABIAIOTCS
B BEpXHEM KOJIOHTUTYJIE TIOCEPEeIHe BEPXHEro Mo CTPaHHIE! apabCKuMu tudpaMu
6es3 cioBa «CTpaHHLa» (CTP) U 3HAKOB [IpenuHaHus mprdTomM pasmepa No 14,

4. Crpoxu BHyTpu ab3alleB He NO/DKHBI 3aBEPUIATECS HAXKATHEM KIABHIIK
ENoter, ykasanHOe 3aBepllieHIE CTPOKH JOMYCTHMO TOJIBKO K ab3alry.
| 5. Texcr mo IHpHHE CTPaHUIB! YCTAHABIMBASTCS TIPOrPaMMoii (MCIOb30BaHte
IpOOENIOB ATl BEIPaBHUBAHMS HEAOIYCTHMO).

6. Ilpy mOAroTOBKE TEKCTOB IOKYMEHTOB HCIIONB3yeTcs ab3aiHblii OTCTYIL
paBHbBIH 1,25 cM. AG3amHBINA OTCTYIl HCHONB3YETCS TOMBKO TIPH M3IOTOBJIEGHHH TEKCTa
JOKYMEHTa, HO He TpUMEHseTcs 0Opu OQOPMIEHHM PEKBH3HTOB. PeKBH3HTHI
JAOKYMEHTa: 3aroJIOBOK K TEKCTY, OTMETKa O IPUIOXKEHHH, IOAMHCH, OTMETKAa 0O
UCIIONHUTENNe, a TAKKe 3aKiIoYuTeNbHasg >THKeTHas dYacTh «C  yBakesmweM,»
[Ie4YaTal0TCs HEMMOCPEACTBEHHO OT MPaHHIB] JIEBOIO ITOJI.

7. B TexcTte JIOKYMEHTa HEHONYCTMMO IIPOCTABIEHHE ONIONHHUTENBHBIX
HpoOeoB M TNEPEeHOCOB  CJIOB, KOTOpHle MPEMSITCTBYIOT — ABTOMATHYECKOMY
(QOopPMAaTHPOBAHHIO H BEIPABHUBAKO TEKCTA.

8. Ilpu ¢opmatupoBanuu mokyMeHTa 0Gs3aTenbHO paboTaTh ¢ BKIFOYEHHOMH
KHOTIKOW Ha NAHENM HHCTPYMEHTOB «HeIledaTaeMble 3HAKH», YTOOB BUAETh Ha 3KPaHE
BCE HelleyaraeMble CHMBOJTBI,

9. Tabmuier B TeKkcTe JOKyMeHTa OGOPMISIOTCS B TEKCTOBOM DPENAKTOPE
Microsoft Word

10. PexBH3MTEHI (KpOMe TEKCTa), COCTOSIIINE M3 HECKONBKUX CTPOK, 1€UaTaroTcs
4epe3 MEeXCTpOdHbIA HHTepBad 12 nyHkToB. CocTaBHBIE YacTH pPeKBH3UTOB «IpHd
YTBEPIKICHUA TOKYMeHTa», «OTMeTKa 0 HAWIHH IPHIOKeHUD», «I pUd cormacoBayms
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AOKYMEHTa» OTHEJAIOTCA IPYT OT Apyra HHTEPBAIOM |2 MyHKTOB.
11. PexBusur «HaumeHnoBanue Buza HoKymeHTa», ciosa COTL JJACOBAHO,

YTBEPXIIAIO, YTBEPXAEHO, IIPUKA3BIBAIO, ITOCTAHORBJISIO, PEINWIN
TIEYATAKTCA IPONUCHBIMU OyKBaMH.
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[Tpunoxenue 4
Kk MHCTpyKIHK 110
IEeJNONPOU3BOACTBY

TpeboBanus K MOCTPOEHHIO ¥ 0(hOPMIIEHHIO TAOIH I
B TEKCTOBOM pegakrope Word

1. Tabmuua - Qopma mpeicTaBieHHsT TEKCTa, COAEPIKAIIETO CJIIOBECHYIO WM

HU(POBYI0 MH(QOPMALIMIO, XapaKTEpU3YIOLIYI0 HECKONBKO OOBEKTOB 10 DALY
IIPU3HAKOB.

2. CTpyKTypa ¥ 3MEMEeHThI TaOIHIIbL;

HA3BAIHE Tﬁﬁﬂlﬂﬂﬂ

3aronoBok 3aronoek# rpad
cTpox > ["onoska

{Tonmsaronosku rpad

1 |:I1on3ar0a0BKH CTPOK 2 3 4 5 6 \H(amepa rpad

2 | > Crpoxu

’ /

4 7

e ——

- boxosuk I'pagprr

Tabnunel HMMEIOT IBa YPOBHS WICHEHMsS TEeKCTa: BEPTUKaNbHBIA (rpadsl) u
TOPHU3OHTAIBHEIA (CTPOKH).

3. Tlpu rmocTpoeHHH  TaOmHIl MOXKET  HCIONE30BAaTHCI  rpadienue
TOPH30HTAIBHEIMHE ¥ BEPTUKANBHBIMU JTUHHUSIME TonmueoH 0,25; 0,5 nt v T.4.

TexcToByr0 HHMOpMaIIO B Tabmuuax NedararoT mpudtoM Times New Roman
pasMepom Ne 14 ¢ MexcTpouHeiM uHTepBamoM 12 mT. IlpH cocraBieHnu TabImIy
JIOIIyCKaeTcs Henos3oBanue mpudTos Ne 10, 11, 12,

Hcnone3yroTcss pasmuyHble crocoObl BBRIPABHHBAHUS TeKCTa B Tabmmue (mo
LIEHTPY, IIHPHHE, IEBOMY WIH IIPaBOMY Kparo).

4. Ha3sauue TaOnMIEL

Haspamue TabmuIBI JOMKHO OTpaXaTh e colepikanue, GbITh TOYHEIM, KPATKHIM.
IleuataeTcs NOMYKHMPHBIM MIpUGTOM CTpouHBIMA Oyksamu (mepBas OyksBa —
IPONHKCHas) Oe3 mepeHoca ¢ BEIPABHUBAHKEM IO LEHTPY, TOYKA B KOHIIE HE CTABHTCS.
Coxpallienue cI0B B Ha3BaHUHU TabJIUIE] HE JOMTyCKaeTCs.

5. 3aronoBKH (IOA3aronoBKU) rpad | CTPOK.

3aronoBku rpad MEYATAIOTCA C IMPOIMCHBIX OYKB, 4 IOA3ATONOBKH — CO
CTPOYHBIX, €CJId OHM COCTABJIAIOT OJHO LENOe C 3ar0JIOBKOM, T.€. IOSCHSIOT €ro
(obpasen 1). Ecnu noAzaronoBOK AMEET CaMOCTOATENLHOE 3HAYEHHE, OH IIeYaTaeTCs ©
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nponucHol OykBel. IlepeHochl cnoB JonyckaroTca. TOUKM B 3arofioBKax
II0J3aroJI0BKax rpad He MPOCTaBIMOTC.

34aroNOBKM M MOJA3ArOJOBKH Ipad) M CIPOK TaGNHIEI BBEIPAKAIOTCS HMEHEM
CYIIECTBHTENBHBIM B MMEHHTEIPHOM NaJe)Ke eAMHCTBEHHOI0 yicia. B 3aronoBkax u
II0/I3arONOBKaX Ipa) ¥ CTPOK YNOTPeOIAIOTCS TONBKO OOIIENPHUHATEIE YCIOBHBIE
o0o3HAYEeHM.

3aronoBKy rpad, Kax IIpaBHIIO, TEUATAIOTCS MapaiIeNBHO CTPOKAaM TaGiHIlbL,
Ilpy HeOOXONMMOCTH MAOIYycKaeTCs MEPIEeHAMKYIAPHOE PACHONOKEHHE 3aroNIOBKOB
rpad.

Pazmensars 3aronoBKH W IIOA3ArONOBKH Tpad JHATOHANBHBIMH JHUHHUAMH HE
JIOILy CKaeTCs.

He momyckaloTcs IpOITyCKH 3arojOBKOB (IIOA3aIONIOBKOB) Ipad) M CTPOK B
rojoske Tabmuipl. Bee rpadsr TaGumuel, BKIIOYas OOKOBHK, [OJDKHBI HMETh
3aroJIOBKH.

Eciu Bce moxasatend, pHBeAeHHEIE B Ipadax TaGiauibl, BEIPAKeHsl B OJHOMN 1
TOM 2Ke euHMIE GU3NIECKO BENMUYMHEI, TO ¢¢ 0003HaYeHHe HEOOX0AUMO TTOMEINATh
HaJ Tadnuuel cupasa.

Ecnn B rpade Tabnuupl moMemeHb! 3HAYCHHs ONHOM W TOM ke (u3MuecKoil
BEIHYMHEI, 0003HaYeHNe eIVHHIB (M3UYECKON BEIHYMHEL YKAa3LIBAIOT B 3arOJOBKE
(mozmzaronoBke) »TOH rpadsl Yepes 3amATYIO IIOCNe HAMMEHOBAHHS II0Ka3aTels
(obpazer 2).

Ecnu tabauia meuaraercst Gonee yeM Ha OHOM CTpaHHIE, TOJIOBKY TAOJIHIIEI
NOBTOPSIOT Ha BCEX WOCICAYIOMMX cTpaHuIiax (obpasel 4). JlonmyckaeTcs HyMEpOBaTh
rpadsl Tabnuupl apaGeKuMy THGPaMy W Ha CIEAYIONHEX CTPAHULAX IIeYaTaTh TONBKO
HoMepa 3Tux rpad (obpaser 1).

6. boxoBUK U rpadsl TAOIHIIEL.

B 6oxoBuxe u rpadax TabmHIBl TEKCT KAXI0H MO3WIIMH HAUMHAETCS C
IIPOTIACHO# OYKBEL, 32 HCKIIOUEHHEM OOLIETIPUHSATHIX COKpALIeHUH B COYeTaHul CIIOB,
HampuMep: MIH.pyOneH, KM, IIT, B TOM HHCIE, U3 HUX. SHAKK IIPENUHAHUA CTaBATCA
TOJILKO BHYTPH IIPEIIOKEHHSL.

B 1nudpospix BenmMumMHax nenmas ¥ ApoBGHAS YACTH Ppas3[eNdIoTCs 3amAToMH,
Hanpumep: 5,23.

Ilocne cnos «toro», «Bcero» gBoeTOUYYE HE CTABHTCS.

I'pada «momep mo mopsaxy» B Tabmuie oTHensHO He odopmiserca. IIpu
HeOoOXOMMMOCTH HyMepallld IoKasaTelel, NapaMeTpoB WM JAPYTMX JaHHBIX
IIOPSIOKOBEIE HOMEpPa YKAa3BIBAaIOTCA HEIIOCPEACTBEHHO Iiepell MX HauMeHOBAaHHEM B
nepsoM  cronbue  (OokoBuKe) Tabmuubl apabckumu  IEGpaMH ¢ TOYKOM
(obpaznsr! 1, 2, 4).

O6o3HaueHue eOUHUIBI (M3WUECKON BENMYMHBIL, OOLIel IUis BCeX MAHHBIX B
CTPOKe, CIeAyeT YKa3hlBaTh B ODOKOBUKE Uepe3 3alATYIO HOCIE e HAaHMEHOBAHMS.

Homyckaercs (npu HeobXxomuMocTH) oGO3HAueHHe eNUHMIEL  (DH3MUeCKoH
BEJIMYUHEI BEIHOCHTE B OTACSIBHYIO rpady.

7. B Tabnune He MOKHO OBITH HE3ANOJNHEHHBIX Tpad), BMECTO OTCYTCTBYIOIIHX
noKasartene#l craBurcs npouepk (o6pasusr 1,3).

8. OnHOCTPOYHBIE H MHOTOCTPOYHEIE 3JIEMEHTEI TAGIUIIE].

YucnoBoe 3HAaveHHE II0KA3aTelld NPOCTABISIOT HA YPOBHE IEpBOH CTPOKH
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HauMEHOBaHUs mokasaTtess (obpazers 3).

3HaueHne I0Ka3aTeNs, IpUBeleHHOe B BUe TEKCTa, IeYaTaloT TAloke Ha YPOBHE
TIIepBOH (BepxHeil) CTPOKH HaUMEHOBAHHUS TokazaTens (oOpazerr 4).

9. CHOCKH ¥ IIpUMEYaHH.

Ecnu HeoOXOAMMO TOACHUTH OTHEIBHBIEC NaHHBIE, NpUBENCHHEIe B Tabnuie, To
HX crefyeT o6o3HadaTs cHockamu (obpaserr 1).

IIpumeganus k Tabmune (kak B TEKCTe, TaK U B NPHIOKESHUH) IIOMEINAIOT
HEIOCpeACTBeHHO nocne Tabnuubl. OpHo mpuMedaHue He HyMmepyrorT (obpaser 1).
Heckonpko npumedanuil HyMepyroT apabckumu nudpamu (obpazer 2). Ilpn Hanuuun
U CHOCKH, U IIpUMedaHus K Tabmuile cHocka 0QOopMIISIeTCs B KOHIIE CTPAHHIIEL.
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O6pazer 1
K NIPUIOXKEHUIO 4

OBPA3IBI ODOPMJIEHHUA TABJIHIL

Ceenenust 0 pafoTe HEKOTOPLIX OJPA3TE/ICHHIT

aaAMHHHCTPaHMK YaliKoBCKOr0 ropoacKkoro oxpyra

B 2019 roay
TMonpazmenenus Haxopunocs Ha Hoctag- HcenonreHo
HCIONHEHHH NeHO Ha
JHOKYMEHTOB koHtpons | DooTO | BCPOK j © ililagy'
HHeM
cpoka
1 3 4 5 6 7
1. Vnpaenenue nenamu 2654 561 2568 2359 209
2. [TpasoBoe ynpasienne 1569 358 1369 1156 213
3. Ynpasnesde 3eMensHO- 3568 568 3089 2576 513
HMYIIECTBEHHEIX OTHOIMCHHH

Ilpumeuanue: JaHHbIE IPHUBEAEHE! st 06pa3iia.
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Obpazer 2
K IIPHIOKEHHIO 4

HopmaTuBHas neHa 3eMJIH HA TEPPUTOPUH HACEJEHHBIX
NyHKToB YalKOBCKOI0 TOPOCKOr0 OKpyra

HopMaTHBHaA LeHa 3eMITH
JUA TpaskaaH {caJoBOJCTRO, OrOpOAHHIECTRO, JULS TpasKEaH |
’KUBOTHOBOJICTBO H Jp. 38MJIH IOPUAMUCCKHX
CEABCKOXO3SHCTREHHONO HCHIOJIb30BAHNU), L {MHEBIE
HaumeHoBarue MYHHALHITANBHBI, 00MecTReHHbIHA, Henu),
OLEHOYHOH 30HBI KOOMepaTHBHEIH xunuiHeli GouA, pyb./xB.M py6./KkB.M
AJILHAUIHHCKOE Ce/IbCKOE IOCeNeH e
1. ¢, AnpHSmImI 0,70 7,03
2. nep.bopmucr 0,36 3,63
3. mep.Kupunnoska 0,47 4,74
4. nep. Pomawsta 0,47 4,70
BonbefyKopeKoe CelbCKoe Moce/IeHITe
6. ceno Boasmolt Bykop 0,98 9,83
7. nep.AmaHeeBo 0,46 4,60
8. mep.Moxosas 0,56 5,64
9. mep. Ctenanoro 0,55 5,47
10, aep.Onape! 0,33 4,30
3unyHoBCKOR CelILCKOe TMOCETIeHHE
11. ceno 3umyHoBO 1,06 10,64
12. gep. Hexpacoska 0,75 7.51
13. 1. Bypenka 0,62 6,15

[Ipumevannus: 1. HopmaTtuBHas neHa 3emnu cocrasisietr 60% OT pEIHOYHOM I[EHEL.

2. Oprassl MECTHOTO CaMOYIPABIEHUS MOTYT MOHIKATH HJIH IIOBLILIATE
YTBEPKICHHYIO HOPMATUBHYIO LIeHy He Oolee ueM Ha 25%.
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O6paszen 3
K IIPATOXKEHHIO 4

CreaeHun o KOMYECTBE AKTOB
aaMMHHCTpanun YalikoBeKOro ropoackoro OKpyra
3a 2019 r. (mo rpynnam aBTopos)

I'pynmet aBTOpOB KonnuecTBo JI0KYMEHTOB
TIPOEKTOR JIOKYMEHTOB
NIOCTaHO | pacmops- | Pacmopsoke | Beero
BIICHHUS | 3KE€HMS IO | HUY M10
OCHOBHOH | JINYHOMY
JEATENBHO | COCTABY
CTH
YupasneHue nenaMu - - 2 2
1IpaBoBoe ynpasnenue 50 35 85
OTxnen MyHHITHIIANILHON CIYKObI - 47 301 348
YnpapieHue BHYTPeHHeH NOTUTHKH 70 11 - 81
Htoro 120 93 303 516
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Ob6pazers 4
K HIpUIiOXeHu:o 4

HJIAH

mepBoOYepeaHLIX MepPONPHATHH o peanusann QcHOBHBIX
HANpPaB/JIEHHH Pa3sBHTHSA CHCTEMbI [TOBBHIEHNS] KBaJH(HKALHN,
NEePEeNnoJroTOBKH PYKOBOAMTE/ECH H CIEelHAJHCTOB OPraHM3anuu
YalikoBCKOT0 ropocKoro okpyra Ha mepuoa ao 2022 roaa

OTBeTcTBEHHbIC Cpox

Haumenopanue Meponpuatuit HCIIOJTHUTEIH HCTIONIHEH
56
Paspaborats KoENenuio pa3sBuTHs epcodaia Ha Hentp 3anaTocTH 2021 r.
IIPOM3BOLCTBE B OpraHuzanugx YaiKosckoro HaCEeJIeHHs

TOPOCKOrO OKpyra

Paspaborate npoext nenesoit [Iporpammer «O Llextp zansTocT 2021 r.
pa3sBHTHH IEePCOHATIA Ha IPOH3BOJCTBEY HaceJICHUs

ITpogomKHUTE COTPYNHHYECTBO IO HOATOTOBKE entp 3aHsTOCTH {locro-
PYKOBOAMTENEH 1 CICHHANACTOR OpraHu3aluii ¢ Hacenenus, HIT SHHO
Acconmanueil pasBHTHI epcoHana, Beepocenifckum | «Passutuey, [TV,

LEHTPOM oXpansl Tpyaa Muntpyna Poccun, ¢ [epmcxuit

KomuccHell o oprard3auuy MoAroTOBKH roCyAapCTBEHHBIH
YIIPABJICHUYECKHIX KaAPOB JUISL OpraHU3alyi HAPOAHOIO | TeXHHYSCKHH

xo3aiicTea Poceniickoit ®enepanun yHUBEpCHTET (j1anee

“ITTY)
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IIpunoxenue 5
K MHCTpyKIme no
JENOIIPOU3BOJICTBY

CxeMa HOAroTOBKH M PErucTpanuy
OpPraHH3alMOHHO-PACHOPIANTEILHOI0 JOKYMEHTA

T 1 0CTh
Perncrpamits OPJ, 6:‘1:']‘r lcoﬁxo?;;}l )
NoAroTORACHHOTS i1 oAroToRNTE

GO CAH HOTO AQ 6}'1\1 HOCHTRAT

Baok Bee cornaconamea

Hospuiit noxyment
Biox Bee OPJ] > (“':”-"'0"‘3‘]1:;)“ poexkta

Honiii moxynenr

D opanpos amne
(nopaborTra) PKJI ¢
B Baosxenment g aitaa <
np OCRTA AOK-T4A

@opmuposarne PICI
BAOWEHI &M ¢ KA H-06p ain
JLOK YN €T 2

Corpaconanne npoexra OPJI 4———-——(x)

3

X

. Meamcm e
npoeexTa OPL

3

B HoxymenT
IAP ErHC TP POBAL

v et v
Tpebyeren He Tpebyerca

CRAM N[O BA e, CRANHPOBAHIE, HE
PACCRTKR 110 Tped. paceenka na

Crauupoaame OPI

Cxan-o6paz AoKyMenTa
noGannen n PK]T
Hano:xensne AR aBa et

B {nuxTorpamma Jobapurs <

PE30MIOLGLI0, DK A KA

HANP B SHIE)

Henoit Hene
ACHIYMeHTA

| S—
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[Ipunoxenue 6
K MaCcTpyKUHY 10
JIETIOTIPOU3BOACTRY

®OPMEI ITPOTOKOJIA 1 BRITTMCKI U3 ITPOTOKOJIA
OOPMA TTPOTOKOJIA

(Haumeuonanﬂe OPragH3aiudn
HAHA KOJJIErHAaLHOI opraﬂa)

[TPOTOKOJI
00.00.0000  No

(aaTa mMpoBeaeHUs 3aceqaHHs,
HOMED AOKYMEHTA)

(MBCTO COCTABNEHHS WIH IIDOBEXEeHHS BHCGJIaHHH)

zacefaHus (coOpaHus, COBEIIAHHN)

(3arOJIOBOK K TEKCTY)

Mpeacenarenn -

{daMIHNNA H HHUEHAAB B HMEHHTEIEHOM TIA/IEKE)
Cekperapsb -

{aMunus B HHHUHMAAB! B HMEHHTeILHOM IaJeKe)
Hpueyrersosann

((bammmu H HHHIOHANLR YJICHOB KOJISTHAIBHOIO OpraHa B aJl(baBHTHOM IIOpAOKE B HMMEHHTCIIBHOM IIAJASKEe Hez
HaHMCHOBaHUA NOJAKHOCTH HWIH ITOCTOAHHBIX YYACTHUKOB COBGI].I&HHﬁ)

HpurnameHHsie:

_(daMmaMM 1 UHMIHANE! NPUTNAIICHHRX B aN(PABHTHOM NOPANKE B MMEHUTEABHOM NAACKE IPH HEQGXOOMMOCTH C
HauMeHOoBaHHueEM ,E.OHH(HOCTH)
TloBecTka aus:

1. O (06)...

(comep:xaHue BOIpoca)

Hoxnan

(HallMEHOBBHHe JOJIKHOCTH, (bamumm, HHHIHANLI B POANTECALHOM IIAJCHKE )

2. 0 (06)... (nanee kak B m.1)
1. CAYIIAJIN:

{(pamMuins, HHHNMAJIBI AOKIAAMHKA B DOAHTEILHOM NajieiKe, KPATKOe H3JI0MKEHHEe COAEPKAHNA A0KNANA
(coobmenns, nudopmanim) Han caoea «Texer npunaraeres)

BBICTYIINJINA:

((llal\rﬂﬂlﬂﬁ, HHHUHAALI BRICTYHHBIIHX B HMCHHTCIBHOM HAaACKe; KpaTROe CORepiaHHe BBICTYNAEHHA
uan ciaosa «Texer npnﬂarae'rcn»)

PEIIHAJINA:
1.1. YTBepauTh (NOpy4UTH, IPEACTABHTS....)

2. CIYIIAJIHA:
BBICTYHHUJIN:
PEHINJIN:
2.1. ...
2.2. ...
2.3. ...
Ilpencenarennb JIHUHag noanacs N.0. Pavunun

Cexperapn JInynasi nognuch .0, Gamunusa
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IIponomxkenue
HPHIIOXEHHS 6

K MuCcTpyKInm no
JEIONPOH3BOACTRY

®OPMA KPATKOI'O TTPOTOKOJIA

(HEIHMEHOBBHHG OpraHH3auHM
HJIN KOJIIEerHaabHOro opraHa)

IMPOTOKOJI
00.00.0000 Ne

{naTa nporenexns sacesaHus,
HOMep J0KYMEHTA)

{MecTo cocTaB/ICHHS WM NPOBEAEHNA 3acefaHunA)

zacenannd (coOpaHus, COBEITaHAS). ..
(3aro/IoBOK K TEKCTY)

*
Ilpencegatens -
(hamuana 0 HHHUHAAE]I B KMEHHTEILROM (12 1€3He)
%*
Cexperapn - _
(hamuinn 1 HHHUHATBEL B HMEHITEILHOM Naaeke)
IlpueyreTBOBaIH

(thamunuM ® WHMLMANBL YAEHOB KOMIETHMATIBHOIO Oprana B ai(@BHTHOM INOPSAKE B HMEHMTENBLHOM nagexe 6es
HAMMEHOBAHUA JOKHOCTH MAH NOCTOMHHBIX YYACTHUKOR COBELIANHIT)
E3

Ipurnamensbie:

((paMHANM K WHMLEATEl MPHIAAUICHALIX B ANQABUTHOM NOpsIKE B MMEHWTENBHOM MAajeiKe NP HEOGXOLMMOCTH C
HaUMEHOBAHHEM ITOKHOCTH)

PaccmoTpenHble Bonpocsl:

1. e
(cogep:xanue Bonpoca, haMIAHH, HHHUHANB! BLICTYNABILHX)
2. LN
3. e
IIpunsiTeie pemenns:
1 - LR R
2' aae
3' LA}
IMpeacenarenn JHYHasg moanycen H.0. Oamunns
Cexperapb JInynas moanuck H.0. ®amunusn

* MomyckaeTcs He YKa3LIBaTh,
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Ilponomxkenne
IIPHIIOKEHHUS 6

K MHcTpyKumy no
JEJIOIPOH3BOACTRY

©OPMA COKPAIIIEHHOI'O ITPOTOKOJIA

(H&HMGHOBRHHE OPraHH3aInK
HAH KOJIHETHANBAROIO aprana)

IHPOTOKOJI

00.00.0000 Ne

(aaTa npoBeneHus 3aceAAHN, HOMED J0KYMEHTR)

(MeCTO COCTaBJICHHSA NJIH NPOBEACHHA 3308}131!“5[)

3acenanus (coOpaHus, COBEINAHHNS). ..
(3aro10BOK K TEKCTY)

Ilpeacenatens -

i (aMuang v HHUOHANL] B MMEHHTEBHOM Najese)
Cexperaps -

y {{haMHAUSA H HHUIHANB] B UMEHHTEILHOM IaJeiKe)
IIpucyTcTBOBaJIN: (

(i}&MIflIII’IH H HHHIHANBl UYJIEHOB KOUIETHIARHOTO Opraia B aﬂ(i)aBHTHOM MOpPAOKEe B HMCHHTCNBEHOM [alCKe des
HaWMCHOBaHHA NOJIKHOCTH WIH IOCTOAHHBIX YUACTHHKOB CDBemaHHﬁ)

Hpurnamenusie:

((P&MHJ'IHH H HHMIHAJL! TIDATNIAEHHBIX B aHClJaBI/lTHOM NopAAKE B MMECHHUTCIABRHOM HameXe MpH HEODROIMMOCTH C
HaUMCHOBaHHEM I[OJI}KHOCTH)

1. CAYHIAJINA:
O (06) (cogepranne Bonpoca)

,I[oxnan (HanMenoBaHMe QOKHOCTH, PAMHIIIA, HHEIHALI B POSHTEILHOM Nagexe)

(pamMuaHH B HHUITHATILE BLICTYABIHUX)

PEIINJINA:

1.1. YTBepauTh (MOPYYHTD, IPEACTABUTD). ...

1.3....

2. CIIVIIAJIN:
O (06)...(nanxee kak B n.1)

Ilpenacenarensn Ja4YHAS HoAMHCEH H.0. ®amuius

Cexperaps JInunas noanucpH.O. damunusn



94

Ilpomomxenue
IIPUJIOKEHUS 6

K MHCcTpyXRImy 1o
J@IIOTIPOU3BOJICTRY

®OPMA BBITIMCKU U3 ITPOTOKOJIA

(nanmenoBanne opranmamun
HJTH KOJITErHAJIBHOTO 0Pranz)

BBIIIHCKA H3 ITIPOTOKOJIA
00.00.0000 Ne

(raTa NpoBeJCHUR 3aCeAAHN, HOMED JOKYMeRTa)

(MCCTO COCTABNEHNA HIIH NPOBEAEHHA 3acenamm)

zacenanus (coOpaHus, coBEIAHNS. . )
(3arof0BOK K TEKCTY)

IIpeacenarens -

(Qamuana 4 HEHIHANBI B HMEHHTEALHOM MaAekKe)
Cexpertapn -

(ramuiua 4 HHBIHAMLI B HMEHHTENLHOM NadeKe)
HpucyrerpoBasmu:

(d)amnnnu # HHHOHANE HYJNEHOB KOQIJIerHaJIbHOTO OpraHa B aﬂ(PaBHTHOM TNOpAJKEe B MMEHHTENILHOM Majcke Oes
HAUMCHOBAHH: JOTPKHOCTH MK ITOCTOAHHBIX YYACTHHKOB COBSH.[&HHH)

Ipuraamennrie:

([])aMHJIPII'I H HHHIHAaNb! IPUIIalleHHBIX B aﬂ(i)aBH'I‘HOM MOPAAKS B MMEHHMTE/IBHOM Najexe, mpH HeoOXOANMOCTH - ©
HanuMEHOBAHNEM ,HOH}KHOCTH)

IloBecTra A%

2.0 (06)...

{conep:xanie Bompoca)

Hoxnan

( HAHMEHOBAHHE JOKHOCTH, (PAMHITHS, HHHIMATBI B DOAHTEILHOM NAJLEHKE)

CJYHIAJIN:

(pamunius, MHALMANBL JOKNANYMKA, KPATKOE H3MOKEHHe CONEPKAHHA [AOKJAAA, COOGLICHI,
HH(opManHNn)

PEINWJIN:

2.1. YTBepaAuTH (IOPYYMTH, IPEACTABHTD). ...

iy 4

Hpeacenatens Jlaupan noanuce H.O. MaMHIHA
Cexperaps JInyHast moanuchL H.0. ®amunus
Bepno
Cneunajucet yunpasieHus JeJaMu
JInuHaa NoANKuChH Hanuunane:, pamuans
00.00.0000

Ileyatn
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[Mpunoxenue 7
x MHCTpyKIHHT 110

IEJIOIPOU3BOACTBY

®OPMA

JOJIZKHOCTHOH HHCTPYKIMY

MYHHIHIXAJLHOTO CJIVKAIUEro

agMunancrpanuu YajikoBekoro ropoackoro okpyra

. AIMUHUCTPAIINAA
YAHMKOBCKOI'O rorOACKOIO OKPYTA
JOJUKHOCTHASI THCTPYKITASL

Ne

(HanMeHOBaHHE A0/LKHOCTH padOTHHKA
B PONMTE/ILHOM NajesxKe)

CtpykTypa Tekcrta:

1. O0mIMe TIONOKEHNS,

2. OyHK1IUH.

3. JHomKHOCTHEIE 00S3aHHOCTIH.

4, Tlpaga.

5. OTBETCTBEHHOCTS.

6. BzauMooTHONIEHMS.

7. Kpanudukanuonnsie TpeGoranus.

HammMeHoOBaHNe NOMKHOCTH
HEIIOCPEACTBEHHOTO PYKOBOIHUTENS
CTPYKTYPHOTO [IOfpa3AeNeHus
Jarta

YTBEPXJIEHA
pacropsbkeHHeM aAMHHHUCTPALyX
YalikoBCKOro FrOpoACcKOro okpyra
oT Ne

AWYHAad NOANACE  pacluu(ppoBKa MOANUCH

Busbl (HauMeHOBaHYE JOMDKHOCTH) — JIMYHAS MOAMUCh  Pacird(poBKa MOATHCH

Hara

C uHCTpyKIIHEl 03HAKOMIIEH:

(HaMEHOBAaHUE HOJIKHOCTH) NMHYHAs NOANNCh  pacIIH(poBKa MOAIKMCH

Hata
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IIpunoxenwue 8
K MHCTpYKITHH 110
NeJIOIIPOU3BOIACTRBY

OBPA3IbI BHYTPEHHUX HHOOPMAINOHHO-CIIPABOUYHBIX JOKYMEHTOB

OBPA3EH O®OPMJEHUA CIOYKEBHOM 3ATIMCKA

ana:meuue ACJAMH aJMHUHHCTPANBH 3aMecTHTeIsIM THABLI

Halk0oBCKOI0 FOPOACKOro OKpyra aIMUHHCTPAIHN
HalKOBCKOr0 rOpPOICKOTO
OKpyTa
CIYXEBHAS 3ATIUCKA
OT Ne
006 o6yuennu

YBaxaemble KoJuTera!
26-28 monsa 2021 1. 6yneT IpOXOIHTE OUYePEAHON ITall 00YUeHMS COTPYIHUKOB
OpraHoB MECTHOTO caMoynpaBieHus pabore B CO]I,

MecTo npoBedeHus: 30aHHE agMUHHUCTpaLuu 1o yi. Jlenuna, 37, xab6.50.
Bpewmst nagana 09.00 qacog.

IMpocum HanpaBuUTh Ha 00yUJeHHE COTPYAHUKOB..

Hauansauk ynpaenenus H.B. Kanabuna

Yenkacosa Mapuna Banepsesaa
3 32 32, kd-rog@yaNedex.ru
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IIpopomkenue
MIPHIIOXKEHHS 8

Kk MHCTpyKIMH T10
IeTIOIPOU3BOJCTRY

OBPA3ELl OGOPMIIEHIS OB bSICHUTEJILHOM 3ATTUCKH

YnpasiieHune fesamu HavyanpHuKy yripasiesss qenamu
agMauucTpanuu Yaiikosekoro

roOpoACcKOroe oxpyra Kanabunoit H.B.

OB BACHUTEIILHAS
SAIINCKA
OT Ne

O npu4YHHAX 3aJeP/KKH J0CTABKH
AOKYMEHTOB

Ilepenannple [ysi HCIOJHEHWS B I[PaBOBOE VIpPaBICHHE aIMUHUCTPALMH
YalKoBCKOro ropoACKOTO OKpyra NOKYMEHTHI He OBUIH JOCTAaBJIEHBl CBOEBPEMEHHO
22 mroms 2019 1. IOTOMy, 4TO HOCTYIHMIIHN B OTHEN HOKYMEHTAIOHHOT0 00eCIeYeHNs B
17-40. Pexxum paboTsl JauHoro otaena ¢ 18 urons mo 19 aprycra 2019 r. ycTaHOBIEH
¢ 8-00 o 17-00 gacos.

MHuo#f OBIMM DPeNUPUHATE MONBITKH JO3BOHHTBCY MO TelieOoHY IO
COTPYOHUKOB [IPAaBOBOTO YIIPABIICHHA, OJHAKO HH OJMH Tesie)OH He OTBedall.

I'MaBHEBIH cHEHANUCT
OT[eNna JOKyMEeHTAlMOHHOr0 00eciIeueHNs Jluunas nodnuce O.B. ®omunsix



erpamtax) JeNONPOU3BOLCTRY
. ‘-
. =
3 AAMUHHACTPAITAS r 5
YAUKOBCKOI'O I'OPOACKOI'O OKPYTA Kanuuuny HL.IT. v
ya. Jlenuna, 1. 37, r. Haitkosckuif, Tlepmexnii xpaii, 617760 CoBeTcxas ViIL., I. 25. k8. 14 =
Ten/thaxc: (34241) 3-32-22, 6-30-31 . . ? ? g
E-mail: tchaikovsky@permonline.ru r. Halkosckui, g
’ OKIIO 34819208 OIPH 1185958069351 TlepmcKuit kpait, 617762 B
eBoe HHH/KIIIT 5959002433/595901001
e (st HHQOPMHUPOBAHMS
cM Hara perucrpamuu Homep peructpaitiy 3aHHTCPCCOBAHHBIX J‘EI’ILI)
N [pudr Ne 14
Homep # gata ABTOPA, ne nam sxoasmmii! Ecin OmyH MeKCTpOUHbIii MHTEPBAT
HaNe o0 s amua— nammoe nowe ocraeres mversms BrIpaBRUBAHHE 10 IEBOMY
Kpato
r IMpudrr Ne 14

98
Bepxuee monie — ‘ [punoxenne 9

0,64 cM Ha Branke K I/IHCTpYKHHPI 110
{2 cM Ha OCTANEHEIX

O pacemoTpennn ofpamennst  Murepsan 12t
TIORVKHDHBIM

Veaxaempii MBan Ietposuy!
1,25
—+Ha Bame konnekruBHOe obpamenue ot 5 centsops 2020 T., IoCTyTIHBIIEE B
aAMUHECTpaii0 JalKoBCKOro IrOpOACKOTO okpyra w3 Ammaparta IlpaBurtenscrea
[lepmMckoro kpas, coobuiaeM, 9T0 B COOTBETCTBHH C.... ...

CornacHo MOCTaHOBIEHHIO aAMMHECTpand YaliKoBCKOrO ropoAcKoro oKpyra
or 7 cemrsbps 2020 r. Ne 523 «O mnpoBeneHHM ayKI[MOHA» HAIpaBIEHEI
JIOTOBOPHL. . .........

st ycTaHOB/IeHMs ~ HEpaspBIBHOTO mpofena MexXJIy COKpaleHHBIM
HauMEHOBAHMAMHM M JaNbHEHIINM HasBaHHeM (Hampumep: vi. Mupa, #. 38,
r. Yalikosckui) BMecTo mpofena clexyeT HCIOIB30BaTh COYETAHHE KIIABHII
ctrl-+shift+mopoben.

Hampasnsem oOpa3nbl JOKYMEHTOB. . ....

ITpocuM HammpaBUTH B apec YIIPaBICHHUS ... ...

[punoxenne: Ha 1 11, B 1 3K3.
lHHTepBa.ﬂ 24 T

I'maBa ropogckoro oxpyra-
[N14Ba aIMHEHHCTPAIH
YHalKOBCKOro TOPOICKOTO OKpPYra

Hipudrr Mo 14
Hureppan 1201

IO.I'. Boctpukos

Haranea Bacunsesna Kanabuna, (34241) 3 61 26 Wpudr Ne 12
Mapuna Baneppesna Yenxacosa, (34241) 3 32 32
Kd-rog@yaNedex.ru

HuxHee mose 2 cMm
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IIpumoxernue 10
K MucTpykuuu no
IeNOIIPOU3BOACTRY

®OPMA
COUCKA OPTAHM3AIIAN 1JISI HEPEJAYHA TEJE®OHOI PAMMEI
OoT MNe
Haumenosauue Howmep Bpemsa Hammenogsanue
OpraHuzaluy-ONy3aTelIsI Tenedona nepeayu ZOIDKHOCTH, HHPLIHAJEL U

{Jacel ¥ MUHYTEI)

(paMuIHA NPUHABLLErO

TenedoHorpaMMy
HaumMenosanue 10KHOCTH
HCIIOTHUTENS (COCTABUTEIS )
TeNeQOHOTPAMMBI JInuHas nmogmucey N.0O. Qamunus
Tlepenai
(HauMeHOBaHHE JTOKHOCTH) JIMuHag MOATTHCE 1.0, Oamunus
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Ipunoxxenwue 11

Kk MHCTpyKImH 1o
AENOIPOU3BOJICTRY

DPOPMA TEJE®OHOT'PAMMEBI

HaumenoBanue Haunmenosanne
OpraHu3alH-0TIPABUTENS] OpraHu3alU-I0IyYaTeIsa
TEJIEGOHOI'PAMMA JomKHOCTE,
HHULHATE! 1 haMuius
Iory4daTens (Komy)

00.00.0000 Ne

Bpems npuema-nepepaun

Texer TenedororpamMms (no 50 cios)

HawnmMeHoBaHHe HODKHOCTH JIHIA,
TIOANIKCABIIETo TeNe(GoHOTpaMMy JIyyHAS ONIHCE Wuaunuane:, bamMunms

HomxHocTs, nauuyais, GaMunms
COTpY/AHHKA, TIEPEaBILero TenedoHorpaMmy

Ne Tenedona

HOIKHOCTE, HHUNUATEL, GaMuIHS
COTPYIHUKA, NPUHABIIETO TelneGOHOrpaMMy

Ne renedona
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% N 9

9

2

Ipunoxenne 12
K MuCcTpyKUmA 110
TEeIOIIPOU3BOACTRY

IIEPEYEHbD
AOKYMEHTOB, He¢ NOAJCKAIMHX Perucrpanny
B oTjene TOKYMEHTANHOHHOIO obecrniedyeHHs YipaBJjcHHS JeJlaMH
AJMHHHCTPAIHH YaiikoBckoro ropoacKoro oxkpyra

. Bxopsmue cimy)xeOHBIE IHCBEMa M TEIErpPaMMBI, aJpeCOBAHHBIE CTPYKTYPHEIM

IOApa3feeHuAM, OTpacleBbIM ((QYHKIMOHANBHEIM) OpraHaM aJMHHUCTPALHH
HallkOBCKOT0 TOPOACKOTO OKpyTa

Hcxomamme  cmyxkeOHBIE  IMCBM& M TellerpaMMbl,  ITOANHCAHHEIE
PYKOBOIUTENAMH CTPYKTYPHEIX IIoipazfelIeHuH, OTpaclieBLIX
(pyHKIHOHANEHEIX) OPraHOB A TMHHKHCTPALIAM

. Ilepuonudeckue, neuaTHele M3xanus (KHUTH, XKYPHAJBI, OPONOPE!, CIONNETEHH

U 1p. )

.- IIlanbl paboTh! OpraHOB rocyapcTBeHHOM BacTH IlepMckoro xpas

ITnansl paboTHl OPraHOB MECTHOTO caMoympaBiieHus JalKOBCKOTO TOPOACKOIo
oKpyra _

IlosnpaBuTenbHbIe THCEMA, TENEIPAMMEL, OTKPEITKH

IlpurnacutensHble OHIETHI.

. IIporsossl noroas!

OneparuBHas exenHeBHas uadopMaus — coaxu o 'O u UC

10. Ob30pE! 3aKOHOJATENBCTRA

11.PexiraMHEBIe H3BEIICHUS, IIPEHACKYPAHTHI, KATAIOTH, IIPOCIIEKTHI

12. TeMaTuyecKue U crelUanbHbie COOPHUKY 03 CONPOBOUTENLHBIX IIHCEM
13.YuebGHEBIe NINaHbL, IPOIPAMMEI CEMHHAPOB, KOHPEPEHIIHiA

14.ITncema, npucnanuble U cBeIeHUs (KOITHH)

15. Texaryeckue yCIoBUA

16.Hay4mpie OTYETEI ITO TEMaM

17.DopMEI CTATHCTHYECKOH OTYETHOCTH

18.KoppecioxzieHius, azpecoBaHHas COTPYJHMKAM C IIOMETKOM <«IHYHO»
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[Tpunoxenue 13

k MucTpyKkiiuu o
IETONPOA3BOACTRY

Cxema perucrpauuy BXOASIIIEr0 NOKYMEHTA

JHokyment nocryrma of Howy#@Hr nocyrmmn ar
CRrakrEaLpY, nqqrmulemou K Bewyre e noctynun no M3A0 opraumauun,

¥
BoiSop cnocnﬁa PEFHCTRAUMHK A
BXOMALLET0 RORYMERTS C HEN0ML308aHHEM
dunvspa Bes
i Homepos MO0/
Ges Hove poa

M0 ¢ 30

X
b k-4

Crcnonsacaanmem Cuenonpagsansem
$unbTpa 511 diunsrpa bes
HOMEPO HOMEPOB ¢ N1

C Moo AbaosaHKMem
dribTpa HosbEl
AvKyMEHT

ki
¥

PerveTpauya AcHYMEHT
[sanosHenne nonedi PHA)

e

CITHa3 B PERACTPaLMK

Npuparo
B perncrpagKio
‘# Revast pemcT payuoHHE
oo Homepa, QR-xoa/fpoctasnenue
3aBe pwexme npouecca per. kemepa M3/10

"fpocrasnenme
perrTpaLpoHHoro
HOMEpa BPYHHYK

Tpebyerch nedate
DErHCTPALMOHHOTO
Homepa, QR-xoga

Cramposanue
ASHYMEHTa

&

X/

He tpediyaren
CHHUpoRaHKe
BOKYMENTR

Tpebyatca
€K HupoBRaHUe
[OGKYMEKTa

ChaH-obpa3 goBasnen
& PRO

3aBRPIEHME pariEIpALUA
BXOAALIE R /IOKYMEKTa

Lovyme T necTyrRwn or

CRCAHUBALHK, NOARARMEHHON K ABTOpErvCTRAUMR Ucnonsedne
C3{, no eguHoi paricTpal i AHyeHTa "l nowmaenTa
[E.R.)

i
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[Tpunoxxenne 14

K MHCTpyKUIHH 110
JETOIPON3BOLCTBY

CXeMa HCIIONHECHHS JOKYMEHTAa, PE30J/II01ITHH, TOPYUYCHHA

PervcTpauqa PervcTpaups FlagroToaia flagrososyua
afipaweHuk BXGAALIMX BHYTPEIHEND LBOAHLIX

rpamaaH BOKPASHTOR FOKYMEHTZ nopyseRig

\__1._..._1 \_|_I ;®Q \_.l.._.l \_.l_._._.l
¥
JIORVMEHT NOCTYOMA 8pEcaTy
{nocraenen /
HENOCTARAEH HA HOHTPOSL)

HOHTpOAL H3 KOHTPONL

Id

| Hanonenne peaonioLys &

v g v
Tpebyerca Hanome HHe He tpebyerca
83010UHN HANDHAHME DEIDAKISIM

¥

i”-:{ Henoskenye l
A v
He pebyercn ‘TpEBYETCR HIMEHEHHE
Tpebyercs ROATOTOBKA OT6ETa NOLTOTCBKA OTBETA. WCNOAHWTEM,
Henomiene ane CfL WenosamTenb yHa3aH HeBEPHO,
% HanparneHo He 1o KOMNETEHIMY,
Maprotoeka ¥
oTpera Hanpanaenme goKyMenTd
Ha WIMEHERA2 UCTIOAEHTEAR
! PEI0AKUHN
| QrseT nogratosseH
MpoeepKa peaynbTaros
HCNOAHEHTR
Lasymary AlowymeHr
NOCT2BASH RE notratned
Ha KOHT RO/ H3 KOHT PO
¢ k4
HATHE C KOHTPOAA
AGTOMATHYECHOR CHATHE
€ MCNONKEHIN
EcTb 3ameuaHuA. Her aameyasi
JDoxymeny * L e ———
H
HE HCNOHEH AORYMEHT HenonHe

¥
( 3aB&PLISKHE UCHOIHEHNA )
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HCIIOJIHEHHS JOKYMEHTOB B a)lMHHHCTPAIHH, CTPYKTYPHBIX II0/Ipa3jJe/IeHHAX,

Ipunoxenue 15
Kk MuCTpYKIHH 110
JeIONPOU3BOJICTRBY

THIIOBBIE CPOKHA

oTpaciieBbIX ((pyHKNHOHANLHBIX) OPraHaX aAMMMMCTPANHH
YalkoBcKOro ropoacKoro oKpyra

Bun noxymenra

Cpox HenonHes s

QOcHoBanne

IapnaMenTcruit
3arpoc (3amnpoc
Coseta Qenepanum,
Iocynapcteennoit

Hymbr)

He No3/1Hee 4eM yepes 15
JHEH co OHA TOTyYeHHS
HapIaMeHTCKOrO 3arnpoca
MIIH B BHOH,
YCTAHOBICHHBIN
COOTBETCTBYIOLIEH NaNaToi
Depepansaoro Cobpanus
Poccutickoit ®@enepamym
CPOK

Yacts 3 crateu 13 ®egepansHoro
3axoHa oT § Mas 1994 . Ne 3-03 «O
craryce wieHa Cosera Qefepanuu u
craryce Jemyrara [ ocynapcTreHHOH
Hyms1 Qenepaneroro Cobpanus
Poccuiickoit @enepanmm»

3anpoc wrena Copera
Genepanun, peyrara
locynapersennoi
HyMbl (HenyTarckoMy
3aIpocy)

He no3zgHee ueM uepes 30
OHeH co aHdg ero
TIOJIYYEHHA UM B HHOI,
COIVIAaCOBAHHEIH C
HHHLHATOPOM 3ampoca
CPOX

YHacts 3 crareu 14 @Penepansuoro
3aKoHa oT 8 Mas 1994 . Ne 3-03 «O
craryce unena Cosera Pemepauyy U
craryce jgenyrara [ocymapcreennoi
Hymel Qenepansuoro Cobpanus
Poccuiickoit @epeparinmy»

Tlpencrasnenue B TeueHHe 30 muelf co gus | Yacts 4 crarsu 26 denepanpHoro
CuerHolf nanarel BHECEHHS IIPEICTaB)ICHUA B |3aKoHa OT 5 anpens 2013 . Ne 41-03
Poccuifckoit obnekT aymura (xonrpons) |«O Cuaernoit namare Poccuitckoit
Dejepanuu Denepanuu»

ITporect mpoxypopa |He 1to3nHee yeM B 10- Yacrs 2 craten 23 depepanbHOro

Ha IPOTHBOpEYAalnHi
3aKOHY IIPAaBOBOH aKT

JHEBHBIH CPOK C MOMEHTa
€0 MOCTYILIEHH S

3axoHa oT 17 guBaps 1992 . Ne 2202-1
«O npoxkyparype Poccuiickoit
Denepanyu»

MexBe/IOMCTBEHHEIE
3aPOCHL O
IIPEACTABIEHAR
JOKYMEHTOB ¥ (HITH)
HH()OPMAITHH B LEI9X
IpefOCTaBNEeH A
roCyZapCTBEHHBIX H
MYHULAATBHBIX

yenyr

5 pabouux nuel co gHA
NONYYEHMS 3ampoca

YacTs 3 crateu 7.2 denepanbroro
3aKkoHa ot 27 urons 2010 . Ne 210-03
«0O0 opraHu3aiye MPeOCTaBIeHHS
rOCYOApCTBEHHBIX H MYHHIIHIIAIEHEIX
YCIIYT»

Kanoba na
HapylUIEHHEe NOpsaaKa
NpeIOCTABIEHHA
MYHHIIHIANLHOH
YCIYTH

15 paGounx nrelt co a4
PETHCTPAIUH KamoOb!

YHacrs 6 craten 11.2 @enepansaoro
3akoHa oT 27 mrong 2010 . Ne 210-03
«0O06 opraHu3alliK NPEIOCTARIEHHS
rOCYAapCTBEHHBIX ¥ MYHHIIMITANBHEIX
YCIIyT»; TOCTaHOBIEHHUE
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[pasutenscrra Poccuiickoi
Depeparin ot 16 aBrycra 2012

Ne 840 «O nopsaaxe momau u
paccMOTpeHud kanob Ha peleHHS U
nelicteus (DesznelicTrre)
(enepaibHEIX OPIaHOB
HCIIOMHUTENBHOH BIACTH H HX
JOTDKHOCTHBIX JIML, efiepanbHbIxX
TOCYHapCTBEHHEIX CITYKAall#X,
JOJDKHOCTHBIX JIHII TOCYAAPCTBEHHBIX
BHEOIOMKEeTHRIX GorN0B Poccuiickoi
Denepatiy, rocyIapCTBEHHBIX
KOpIIOpanuil, HaieIeHHEIX B
COOTBETCTBUH ¢ (enepanbHBIMU
3aKOHAMH IIOJTHOMOYHSIMH TI0
IIPEZOCTABICHHIO TOCYNAPCTREHHBIX
YCIYT B YCTaHOBICHHOMU cepe
IESTENBHOCTH, H MX JOIDKHOCTHEIX
ML, OpraHu3anyi, IpenycMOTPeHHEX
qacTeio 1.1 craten 16 Megepanbyoro
3axoHa «O6 opraHm3anum
IIPEOCTaBICHHS TOCYNAPCTREHHEIX H
MYHHIHIANBHLIX YOIy, B HX
pabOTHHKOB, a TaKXe
MHOTODYHKIIHOHAIBHEIX IEHTPOB
IIPENOCTABIEH S FOCYAaPCTBEHHEIX H
MYHHUMIATBHEIX YCIYT H UX
paboTHHKOBY

XKanoba Ha oTKa3
Opraga,
IPEIOCTABILSIIONIETO
MYHHIUITATEHYIO
YCIIYTY, €ro
JOIKHOCTHOTO JINIE,
MHOTO(YHKIHOHANBH
OT0 LIEHTPA, ETO
JIOTKHOCTHOTO JIHIA,
paboTHHKa,
MPHBJIEKaeMOoi
OPraHH3aINY, ce
paboTHHKa B preme
ZOKYMEHTOR ¥
3aABHTEN JIHOO B
HCIIpaBICHUM
JOHYIIEHHBIX
OIIeYaToK 1 (Min)
oUTMOOK HJIH B CIIy4ae
obxanoBaHus
3asBUTEIIEM
HapyIIeHHS
YCTAHOBJICHHOTI'O
CPOKa TaKHX

5 pabouux mHEH co mHs
PETHCTPALIHH

ITynxr 15 nocraHoBIeHus
IpaButenncrra Poccuriickoit
®enepanmu o1 16 aprycra 2012 .

Ne 840 «O mopsiaxe momadn u
PacCMOTPEHH JKAI00 Ha pelIeHHsT |
neficteud (OespeitcTrue)
benepansHBIX OPraHos
HCIIOJIHHUTENBHON BIACTH ¥ HX
JOIKHOCTHBIX JIHL, (hejiepalibHBIX
rOCYAAapPCTBEHHBIX CIYIKAIIHX,
HODKHOCTHBIX JIHII TOCYAApPCTBEHHBIX
BHEOIOMKETHEIX hounor Poccuiickoi
Denepanuy, rocyNapCTBEHHBIX
KOPIOpAaLUi, HAICTICHHEIX B
COOTBETCTBHH C (peiepanbHEIMA
3aKOHaMH [OJTHOMOYRAMH 10
IPENOCTABICHHIO FOCYIAPCTREHHBIX
YCIIYT B YCTaHOBIEHHOI chepe
JeATENBHOCTH, ¥ UX JOIDKHOCTHRIX
UL, OpTaHU3anuH, PeayCMOTPEHHEIX
gacThio 1.1 craten 16 QenepansHoro
3axoHa «O6 oprauuzamuy
IIPeIOCTABICHAS TOCYAAPCTBEHHBIX K
MYHMIHIIANBHBIX YCIyT", B HX
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HCHpaBICHHH PabOTHHUKOB, & TAKKE
MHOTO(QYHKIIHOHANBHEIX LIEHTPOB
TIPeOCTABNEHHS FOCYXAPCTBEHHEBIX H
MYHHIMIABHBIX YCIIYT H KX
pabotauKoBy (BMecte ¢ [IpaBunamu
IIO/Ia4H U PACCMOTPEHHUS JKanob Ha
perienuy 1 peticteus (Oe3nelicrene)
{enepagpHEIX OpPraHoB
HCIIONHUTENEHOM BHACTH H UX
TO/KHOCTHBIX HHIL, (beIepansHEIX
TOCYAAPCTBEHHBIX CIIY)KAIIHX,
JOTKHOCTHEIX JIHI FOCYRaPCTBEMHEBIX
BHEOIOKETHRIX Pormos Poccuiickoi
Qenmepalidi, a TaKKe
TocynapcTBeHHOI KOPIOpPAIMH 110
aTOMHOI 3Hepruu «PocaToM» H ee
JOJDKHOCTHBIX JIMIL)

TTucnMenoe 30 mHeii co nHA ITyaxTel 1, 2 crarsu 12 ®epepaipHoro

obparieHue perucrpanus (B 3aKoHa ot 2 Mas 2006 1. Ne 59-®3 «O

rpaKiaHHHa, HCKIIFOUHTEIIBHEIX CIyYasiX |IOpSIKe paccMOTperus obpanieHuii

OpraHH3anuu IPONJICHHE CPOKa rpaxaan 8 Poccriickoit depepanum»

paccMoTpeHus obpaleHus
He Oonee yem Ha 30 quei)

IMucemenHOE 20 nHe#H co nHs ITynxr 1.1 craren 12 denepansHoro

obpanicHue perucTpanun 3arkoHa ot 2 mag 2006 . Ne 59-D3 «O

TpadKIanuHa, TIOPAJIKE PACCMOTPEHHUS 00pameHMit

Opravyu3alliy o rpaxkpan B Poccuitckoit ®eneparmm»

(paxTax BOSMOMNKHEBIX

HapyHmIeHHH

3aKOHOATEIECTRA

Pocceuiickoit

Depepaunn B chepe

MUIpaluy

3ampoc 15 nueit YacTts 2 craten 10 denepansuoro

rOCYAapCTBEHHOTO 3akoHa oT 2 Madg 2006 . Ne 59-@3 «O

oprasa, opraHa NOPsIKE pacCMOTpeHus o0paleHmit

MECTHOI'O rpaxaal B Poccuiickoli @epepanumy

caMOyIIpaBiICHHI HIIH

JOKHOCTHOTO THEE B

CBA3H C
paccMoTpeHueM
obpamenuii rpaxaa-,
Opranuzalmit

3anpoc uabOpMAITHE
O AEATENBHOCTH
TOCYHapCTBEHHEIX
OpraHoB 1 OpraHoB
MECTHOTO
CaMOyIIpaBJieHHs

30 pueif co s
PErHCTPALMH, SCIH HHOE He
HPEeyCMOTPEHO
38KOHOATEIECTBOM
Poccnitckoit ®enepaimm (¢
BO3MOKHBIM TIPOJICHHEM
CPOKa pacCMOTPEHHUS

Crarea 18 @epepansHoro 3axoHa ot 9
derpans 2009 . Ne 8-03 «0O6
obecriedeHIH JOCTYNA K HHDOPMAHE
0 JIEATENIBHOCTH FOCYAapCTBEHHEBIX
OPT'aHOB H OPTaHOB MECTHOI'O
CaMOYTIPaBICHUAY
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3anpoca He fojee ueM Ha
15 pHEH)

3ampoc, HE
OTHOCAIIHNICA X
IeSTENBEHOCTH
AAMUHHCTPAIHH,
OTPacIIeBOIO
(hyHKIMOHAIEHOTO)
oprasa
aIMHHHCTpalH
YalKoBCKOro
TOPONCKOT0 OKpyra

B TeueHue 7 jqHel co nHA
PErscrpalHy 3amnpoca
[IEpeHanpaBiIeTCs B
TOCYIapCTBEHHBIA Opral
KIIA OpraH MECTHOTO
caMOyIIpaBiIeHus, K
TTOJIHOMOYHAM KOTOPBIX
OTHECEHO IPENOCTABICHHE
3alpaliuBaeMoi
HHbOPMAITHH )

Crarps 18 ®enepansroro 3axkoHa ot 9
tesparnsa 2009 r. Ne 8-03 «06
obecneueHrH JOCTyIa K HHPpopMamuy
0 IeATeNbHOCTH TOCYAapCTBEHHEIX
OPTaHOB ¥ OPraHOB MECTHOIO
CaMOYTIPABIICHHS »

3anpoc OpraHos
ToCYHapCcTBCHHOIO
KOHTpOIsL (HAaz30pa),
OPI'aHoB
MYHHOHINAJIBHOTO
KOHTPOJIIL

He Oonee 5 pabouux nHEH
CO IHSA MOCTYILIEHHS

ITysxt 4 IlpaBun BanpasneHus
3arpoca K IoNyJeHus Ha
6e3B03Me2IHOM OCHOBE, B TOM THCHE B
3NEKTPOHHOH opMe, TOKyMEHTOR U
(nmm) uHGOPMaMK OpraHaMH
TOCYNAPCTBEHHOTO KOHTPOJLA
(Hag3opa), opraaMu
MYHHIUIIATBHOTO KOHTPOJISL IPH
OpraHu3allil U IPOBEICHHH IIPOBEPOK
OT MHBIX TOCYapCTBEHHEIX OPraHOB,
OPraHoB MECTHOIO CaMOYIIPABICHUS
1160 MOABEOMCTBEHHBIX
rOCyIapCTBEHHLIM OprataM HIH
OprasaM MeCTHOI'0 CaMOYIIPABIICHHS
Opragu3angi, B paclopsKeHUH
KOTOPBIX HAXOIATCS 3TH JOKYMEHTEL ¥
(unm) pERGOpPMAIA, B paMKax
MEKBEXOMCTBEHHOTO
HHOOPMAIFOHHOTO B3aUMOMIEHCTBHS,
YTBEPKIECHHBIX IIOCTAHOBICHUEM
[IpapuTenscrea Poccuitckoit
Oenepanuu ot 18 anpens 2016 .

Ne 323

3anpoc
YIONHOMOYEHHOIO HO
IpaBaM 4eJ0BeKa,
YHONMHOMOYEHHOIO 110
npasam pebenka

He nosjHee 15 puelt co gus
HOJIyueHHs 3anpoca (ecnu B
caMOM 3arpoce He
YCTaHOBJIEH HHOI CPOK)

Yacts 2 crarbu 34 PenepanbBOTO
KOHCTHUTYLIHOHHOI'O 3aKoHa T 26
depans 1997 r. Ne 1-OK3 «06
VII0JTHOMOYEHHOM IO IPABaM
yenoseka B Poccuiickol Penepanmmy

3akmoueHne
VHIOIHOMOYEHHOTO TI0
npasaM HeloBeKa,
VYIIOIHOMOUEHHOTO 10
rpaBaM pebeHKa

MECSYHBIN CpOK

Cratps 35 ®enepansHOTO
KOHCTHTYITHOHHOTO 3aKOHa OT 26
despang 1997 . Ne 1-DK3 «O6
YIIONHOMOYEHHOM II0 1IPaBam
yenoseka B Poccuiickoit denepanmmy

Obpawenne
ObmecTrenHoi
[TAJIATE]

B TeueHue 30 qHel co aHA
€r0 PETHCTPALHH (B
HCKITFOYUTETEHEIX CIYYastx
TPOIUIEHUE CPOKa

Yacte 1, 2 craten 17 PegepansHoro
3akoHa OT 4 anpens 2005 . Ne 32-03
«006 O0mecreerHO nanare
Poccuiickoit denepaunm»
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paccMOTpeHHd He Bojiee
yeM Ha 30 mueit)

3ampoc
ObmecTeeHHOM
nanarel Poccuitckoit
Denepamun

He 11o3Hee ueM yepes 30
JIHEH cO JHS NOIyUeHHs!
3anpoca (B
HCKITIOIHTEIILHBIX CIIyYasX,
IO PEIICHHIC
Ob1mecTBeHHOM TANATEI, -
He no3AHee 3eM depes 14
IHeit)

Yacts 3 crareu 24 GegepansHOro
3aKoHa oT 4 ampens 2005 r. Ne 32-03
«00 ObmecTreHHOH anare
Poccuiicroit ®enepanuuy

3anpoc
ObmecTBeHHOH
nanarsl cyOrexTa
Poccuiicxkoit
Denepanun

B TeueHHH 30 nHeH co nHg
perucTpaluy 3amnpoca (B
HCKITIOYUTENBHBIX CITydasx
nponsaeeaeTcs He Golnee,
yeM Ha 30 gueir)

Yacts 2 ctaren 12 Oepepansuoro
3aK0Ha OT 23 mrous 2016 . Ne 183-D3
«O06 00myX IPUHIUNAX OPraHU3anuN
H [eSTEeNBHOCTH 00IIECTBEHHEBIX Maar
cybnexToB Poccuiickoit ®emepanuny

3ampoc
apOHTPaKHOTO
YIIPABIIIONIETO

B Teuenue 7 mueif co nHg
MONy4eHusd 3anpoca 6e3
B3UMEHH TLJIATH

ITynxr 1 crarsu 20.3 depepansroro
3aKoHa 0T 26 oxTabps 2002 . Ne 127-
@3 «O HecoCTOATENBHOCTH
(6aHKpOTCTRE)»

3amnpoc
YIIOJHOMOYUEHHOTO I10
IpaBaM
npeanpuHEMaTenei

B CPOK, He NPEBBIIAIOIIHIHA
15 nuel co AHY nomyYenus
COOTBETCTBYIOIIETO
obpatneHus

QepepanpHbli 3aK0H 0T 7 Max 2013 1.
Ne 78-®3 «O6 yHOIHOMOYEHHBIX IO
3ai}Te IpaB NpeAnpHHUMATEEH B
Poccuiickoit Geneparumny»
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[Mpunoxenue 16
k MHCTpyRUMd o

JEJIONPOU3BOJCTBY

CxemMa KOHTPOJISI HCTIOJHEHHS JOKYMEHTA, Pe30JTI0IHH, TOPYYIEHHs

PerwcTpatya Peructpaupa floargvosxa Noirovoara
obpatuexsi BAOIAWNR SHYTpEHHErC £BOAHbIX
rpamAzH OKYMEHTOR ADKYMENYa nopyqenni
| ———— | — | | —
% C HCMONLIOEAHKEM
el loGasHTs
I HanomeHue pasoaioumy: |€— fusrorpa A &,
PEIQAIILMIG, IARAAAHA
Hanpagnexue
TpebyeTcs HANOME Hie Hetpebyetca
PE3CNHLIHM HANDWE IS DESONILIH
5} Wenonuenus |
A4 7 x4
WonossuTens YHa3aH HesepHo.
HcnonHense BuinoNHReTER B VicnonHenne Hanpzbneso He No KOMNETEHUMA, -
PEMHAX HOGTOTOSKN UT8ETA BHINCHEHO TpebyeTen HamMeHeH e
HCMOAHKTRAA
MoaroTcexa .
oTAETa '\?,(./
é h:d
MpoBbepya pesyeraros ABTOMATHYE CHOR CHATHE
HCAONHEHHA CHCNGNHEkNA 4
{goRyenT Ha koHTpo e} ORYEHT Be3 HoHTpONA}
ECTh 33MeNaHHA.
Dokyment
HE HCAOAHEH

( 3aneplueHie HCNONHEHKA )
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ITpunoxenue 17
K MHCTpyKIHH 110
IeJIONPOU3BOICTRY

Cxema MOATOTOBKH M PErucTpalli HCXoJA1Iero J0KyMeHTa

Boamnwia HeoGXOAMMOGTE NOAFOTOBH T [EPOEKT
HCX. HOK-TA
Y

Msimainis nogroTopky
APOEeKTA UCX. AOK-Ta

¥ X/ y
C MCTL TIEKTOIDAM MBI > < C ucil. puiepa >
OTBeTHTE Honwtit doicymenT
- p{ X 1

wl PopmupoBanne (nopadorka) PKOc |,
” BiacenneM daitna nox-Ta b

L4
< PK]I chomupopana >
v

CorracoBaHue NpoekTa ucx, JIoK-Ta [ (X)
A

X

4 v
—< He cornaconan > < Coraaconan >
v

P Iloamuicanye NpoeKTa HCX. A0K-TA

X/

PerncTpantis MCXOA. JIOK-TA

&

L 2 o/ T v
< He npHHiIT Ha > PHHAT Ha
< NECHCTRATEED, >
v
Hokynsenr
3apemcrpnp01aa1{

TpeSyexcn CHAHUPOBAHNE, He 1pebyercs ckanmpopane,
1]
AApE CAT HE MORKAGHEH K anpecar MoAKIIOUEH K CHETEME

CHCTSMS

CKL‘HH}JOB&HHQ HCXOH, AOK-Ta

Y

Crxan-o6pa3 HOKyMeHTa
oGasnes B PKIT fony

P X

Ornpanka HCXOOAUETO AOKYMEHTA
anpecary/Ommpaska o M3AO

C 3asepuIcHie NpoLecca )
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HOMEHKJIATYPHBI e CTPYKTYPHOIo NoApa3Ae/ e HUsM

HanMmenoBanue opraHaianiu

HauMeHoBaHME CTPYKTYPHOIO

®OPMA

Ilpunoxenne 18
K MHCcTpyKiHu 110
IOETONPOU3BOLICTBY

NoApa3xeIeHus
HOMEHKJIATYPA JEJ
Ne

Ha rox
Hugexe: 3aroJIOBOK Aena Kon-go Cpox xpaHesus 1 [Ipumeuanue
gema - CAXP- Ne cTarei o nepeydHIo

1 2 3 4 5

Hasranue pazaena

HaumenoBanne NOIKHOCTH PYKOBOIUTENS [Toanuce Pacmumdposka
CTPYKTYPHOTO MOAPa3NENCHHI IIOITICH
Hara
COI''TACOBAHO
Hamvernorarwre JOJDKHOCTH NHILA, [onnuck Pacmmdposka
OTBETCTBEHHOTO 32 APXHB HOIIHCH

Hara
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®opMa HTOTOBOI 32MHCH K HOMEHKJIATYpe JeJ

HToropas 3anmck 0 KaTeropHaX ¥ KOAMIeCTBe Aell, 3aBefieHHbx B 2021 roxy B
CTPYKTYPHOM NoApa3meneHun *,

11o cpoxam Bcero B ToM uncne:
XpaHeHHs
[IEPEXOAMMINX ¢ oT™MeTKOH «IK»
1 2 3 4
IocrosuHoro

Bpemennoro (ceie 10 jet)

Bpemennoro (no 10 et

BKJIFOUUTENEHO)

HUTOI'O

HanMeHoBanne DOMKHOCTH OTBETCTBEHHOIO [opmics Pacumdporka
33 paboTy ¢ JOKYMEHTaMH B NOAPa3ICIeHHH HOATHCH
Hata

Hrorossie cBefieHns HepeqaHbl B CIyKOY AeIOTPOU3BOLCTRA
(oTBETCTBEHHOMY 32 PabOTy ¢ ZOKYMEHTAMH B OpraHH3aIIwH)

* OthopmMmseTca Ha OTIENBHOM JIHCTE.
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DOPMA

ITpunoxenue 19
K MHCTpYyKIIMH 110
IEeNOTIPOU3BOACTRY

HOMEHRJIATYPERI A€ OPraHHA3a1HH

Hanmenosanue OpraHHIaninn

YTBEPXIOAIO
HOMEHKJIATYPA JIEJ HauMeHOBaHHE MOKHOCTH
PYKOBOTHTENST
Ne
Iloanmen Pacmudpoxa
TIOZITHCH
Ha roJ
Hunexc 3arojoBOK Hejia Kon-so Cpox xpaHeHus [Ipumeuanue
Aena C1.Xp- u Ne crareii no nepeunio
1 2 3 4 5
a3BaHME pa3zena
HaymeHnoBaHHE JOIKHOCTH PYKOBOJHTES [lonnuce Pacmudposka
CILy20B] AETONPOU3BOACTBA (OTBETCTBEHHOIO [0 HCH
3a paboTy C IOKYMEHTaMH)
Hata
Bu3a n41a, 0TBETCTBEHHOTO 3a APXHB
COT'JIACOBAHO COI'JIACOBAHO
IIpotoxon 3K opranusamuu IIporoxon DIIK MBY «Apxus

oT Ne

HaifkoBCKOTO TOPOICKOTO OKpYTay

oT
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@opma HTOrOBOI 3aNHCH K HOMEHKJIATYpe A&

Utoropas 3a1uce o KaTeropHAx H KONHYECTRE e, 3aBCICHHLIX B

TONY B OpraHu3anun®,

ITo cpokam XpaHeHus Beero B toMm uncre:
MepexoNdiuux | ¢ otMeTkol «DK»
1 2 3 4

IlocTodannoro

BpeMennoro (caeine 10 ieT)

Bpemernoro (o 10 et BKITOYATENLHO)

HUTOIO

HanmeHOBaHHE HOMKHOCTH PYKOBOIUTENS [Toamuck Pacumdposka

CIY’KOBI IENOIPOU3BOACTBA (OTBETCTBEHHOTO TIOJIITHCH

3a paboTy ¢ JOKYMEHTaMH)

Hata

Wrorossie cBeneHus Iepefansl B apxHUB

HanMeHoBaHNE TOIDKHOCTH IépeNaBIIETo Honnucs Pacimudposka
HNOAMHCH

CBEICHIA

Jarta

* OdbopmiaeTcs Ha OTASALHOM JIHCTE.
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IIpunoxenue 20
K MHCTpyK1MH N0
JENOTIPOH3BOACTBY

DOPMA
OBJIOJKKH JIEJIA IIOCTOSIHHOI'O U BPEMEHHOI'O
(CBBIHIE 10 JIET) XPAHEHU A

Kon roc.apxusa

Kon opranmsaumn

D _Ne

On.Ne
O Ne

(HauMmeHOBaHME apXUBHOTO YUPESIKISHHS)

(Hammenosanwe opranu3anyi ¥ CTPYKTYPHOIO IIOXPA3ICIICHHS )

AEJO Ne TOM Ne

(3arosoBoK nemna)

(xpaitHHe JaThI)

Ha JIACTAxX
XpanuTs

. Ne
On.Ne
JLNe
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ITpunoxenue 21

k MHCTpyXKUMK o
JEeNONPOU3BOLCTBY
POPMA
JIUCTA-3ABEPUTEJISI IEJA

JIUCT-3JABEPUTEJIb JIEJIA Ne

B nerne mopgmuTo ¥ IPOHYMEPOBAHO TIACTOB

(1dpaM# ¥ APONECEIO)

B TOM HHCIIE:

JHATEPHBIC HOMEDA JTHCTOR,

IIPpOIIYIIIEHHEIE HOMEDA JTHCTOB

+ JILCTOB BHYTPEHHEH OIHCH

OcobGeHHOCTH GU3UIECKOTO COCTOSHIA K (POPMUPOBAHHIA AETIA Howmepa
JIUCTOB
1 2
IHaumeHOBaHNE TOKHOCTH JIHLA, [Hoanuce Pacmmudposka
COCTaBUBILErO 3aBEPHUTENBHYIO TIOIIHCH
Ha/IITHCE

ara



®OPMA
BHYTPEHHEHA OIMCH TOKYMEHTOB JIEJIA

BHYTPEHHSIA OIIACH
NOKYMEHTOB em.xp. No

IIpunoxenue 22
K MHCTpyKIIUK 110
JEeIIOTIPOU3BOACTBY

Ne Huaexc Haza 3aronosox Howmepa nucrtos Ipaveyanne
- JOKYMEHTA IOKYMEHTa JOKYMEHTa e1.Xp.
l 2 3 4 5 6
Hroro JOKYMEHTOB
(nudpame 1 nponuCEIO)
KonnuecTBo nucros BHyTpeHHeﬁ OHHCH
{uudpamMu H IPOOUCEHID)
Haumenosauue SOJDKHOCTH JIHILA,
COCTaBHUBILECTO BHYTPCHHIOIO OIIHCH oxmucs PaCHIHQ)}DOBKa
JOKYMCHTOB Iel1ia
TIOHIINCHA

Jarta
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IIpunoxenue 23
K MuCcTpyKITHT Mo
JeIOTIPOH3BONICTBY

DOPMA
KAPTBI-3AMECTHTEJIS AEJA

HanmenoBaHue oprasusauuu
HaumeHOoBaHHE CTPYKRTYPHOIO

noaApasjgciaecHnn

KAPTA-3AMECTHUTEJIb JEJA

*
Heno
(N v Hassauue)
Onuch
(Ne u nazBanue)
@oHx

(Ne u HazRanue)

BBI,[[aHO BO BpEMCHHOE IIOJIB30BAHHE!

No ®.}1.0. mons3oBarens Jara Beinauu Hata Bo3BpaTa
I
HaumMenopanue gomxHOCTH Iloanuce Pacuiudporka
JIMIIA, BEIAABILIETO JAET0 TIOIIIHACH

* B CIpyKTYPHOM MOPa3AeNeH!H YKasbIBAETCA €ro HasBaHue Ge3 npuneAeHNA cBeneH I 06 omicH 1 douze.




Brhigenenus K YHHITOKEHHIO JOKYMEHTOR]
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©OPMA

[Ipunoxenue 24
K MHcTpykouy mo
JeJIOTIPOH3BOICTRY

AKTa O BLIACJCHHH K YHHYTOKEHH IO JOKYMEHTOB,
He MMoAJIeKAIIHX XpaHeHHIO

VTBEPXIAIO

=
AIMHAHHUCTPAHUSA
YAMKOBCKOI'O ForoACKOIO OKPYTA
AKT

Ne

He moajexRalux XpaneHuo

Ha ocuopanmnu

HamMeHOBaHKHE NOMKHOCTH
PYKOBOAHTENS CTPYKTYPHOTO

NOLpa3neNeHAT
Iogmuce  Pacmmdposka nommmcu
Hata

{HaSBaHHC H BbIXOAHBIC RAHKEIS NCPSMHA JOKYMEHTOB C YRa3aHHCM CPOKOB HX XpaHeHHﬂ)

0T06paHBI K YHHYTOKCHHIO KaK He HMEIOIIHE HayYHO-HCTOPHYECKOH HEHHOCTH U YTpatTuBIIHE
HPAKTHYICCKOS 3HAYECHHE TOKYMEHTE],

3aronoBok [ Kpaluue | Homepa | VIHZeKc mena | Kon-Bo Cpoxn TIpume-
Ne Jiera WiH ATl omuceit 10 HOMEH- en.xp. XPaHCHUA B YaHHE
= TPYNIo- KIIAType Wil HOMepa craTei
Boit 0 Iie
n/m Ne mena mo 110 IepetHIo
3arono- OTIHCH
BOK JIOKY-
MEHTOB
I 2 3 4 5 6 7 8
Hroro eILXp. 2a TOJBI
(LUHQPaMH K APOMHCHIO)
Ornucy Ae TOCTOAHHOTO XpaHEeHHs 3a TOJbI YTBEPKIECHEL
HanmeHOBaHME KOKHOCTH NHIA,
I HBIIEr Me
POBOAMBINETO OTOOP TOKYMEHTOB IMoamucs Pacurudposka
TIOAIIACH
Jata
COT'JIACOBAHO
HamMeHoBanre moinkHocTH Nuna, Tlonmuce Pacmmdposka
OTBETCTBEHHOI'O 34 APXHE HOJITHCH

Hara
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IIpunoxenue 25
K HMucTpykunu mo
JAeTONPOU3BOACTBY

®OPMA
CBOJXHOTO aKTa (aKTAa) 0 BbIIEJeHHH K YHHUTOKEHUI0 JOKYMEHTOB,
He NMoJJIeKaAHX XPAHEHHI0

HamnMenoBanue oprasyuzauun YTBEPXITAIO
AKT HaumeHoBaHNHEe OOMKHOCTH
PYKOBOIHUTENS OpraHH3aiy
Ne
[Topnuce Pacmmgpporka
HOJIITHCH
Jata

Brirenenns K YHHYTOXKeHHIO JOKYMEHTOR,
He MOAJIEKAINHX XPAHESHHIO

Ha ocHOBanuH

(HMBGHHC H BBEXOAHBIC J&HHLIC MCPCHHA ROKYMCHTOB C YKAa3aHHCM CPOKOB HX xpaﬂeums}

0ToGpaHbl K YHHUTOKEHHIO KaK He HMEIOIIHNE HayYHO-HCTOPHIECKOH IEHHOCTH U yTpaTHBIIHE
MpaKTHYecKoe 3HaYeHHe JOKYMeHTH hoHa Ne

(nasganne (ovna)

No saronorok | Kpaknue | Homepa | Mupexe nena | Kon-so Cpoxu Iipume-
o/ Jena AIH JIaTBI onuceit o en.Xp. | XpaHeHusd Jena Yyague
rpymnmo- oMEH 1 HOMepa
B H - craTelt o
3aroIoBOK KJIAType Hix ICPEUHIO
Ne gena mo
TOKYMEHT ormcH
OB .
| 2 3 4 5 6 7 3
Hroro en.xp. 3a rolBl
(undpamu v RpoAHCEK}
Omicu Jlen MOCTOAHHOIO XpaHEeHHs 3a TOfABl YTBEP/KACHBL, IO JHYHOMY COCTaBY
corsnacosansl ¢ 31K MBY «Apxus YalkoBEKOTO TOPOACKOTO OKpYIray (IIPOTOKON OT Ne
Hanmernopanue NOJKHOCTH JHUA, Ionnuce Pacmudposka
IIPOBOJHBIIETO SKCIEPTH3Y HEHHOCTH NOJTIHCH
JOKYMEHTOB
Jarta
COI''TACOBAHO

TIpotoxon 3K opranuszauun
OT Ne
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Iponomkenue
IPUTIOXKEHUS 25 K
Huctpyxiu mo

IEJIOIIPOU3BOICTRY
JIOKYMEHTE! B KOJIHIECTBE eILXp.,
(undpany ¥ IPOIHCEIO)
BECOM KI CI4HEI B Ha lepepaboTky
{HANMEHOBEHHE OPTaHU3ALNN)
O MIPHEMO-CAATOYHOH HAKIATHOH 0T N
HauMeRoBaH#E TODKHOCTH COTPYIHHKA, [Toamucs Paciumdposxka
CHIARUIEr0 JOKYMEHTH HOAMHCH
Hara
/3MeHEeHHS B YUETHEIE JOKYMEHTEHI BHECEHEL
HanmeroBaHue JIOJDKHOCTH JIHIIA, OTBETCTBEHHOTO 34 apPXUB,
BHECIIETO H3MEHEHHS B YUETHEIE JOKYMEHTE IToammcs Pacimdposka
TIOMITHCH

Jarta "
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®OPMA

Hpunoxenue 26
K MHCTpyKIIMH 110
ZeTIONPOU3BOICTBY

ro0BOT0 pa3iesia ONMCH AeJ OCTOABHOr0, BpeMeHHoro (cebiue 10 jier)
XpaHeHHst CTPYKTYPHOIO NoApasie e Hus

HaumeHopanue Opramasanni

Hanmenosanne ¢TpyKTYpHOTO
HoapasaeeHus

OIIUCH Ne

JeJI 34 rom

VTBEPKIAIQ

HaumMmeHoBaHHE JOIIKHOCTH
PYKOBOAMTEISA CTPYKTYPHOTO
IoJpazneeHus

IToamuce
Harta

Pacmudporka nojmucu

34ronoBsoK
nena

No Wupnexc nena Kpaitaue
/T JIaTEI

Kon-Bo auctor

Cpox
XpaHCHHS

[Tpume-
YyaHue

1 2 3 4

6* 7

Haspanue pazpena

B maHHYIO OIHCE BHECEHO

en.xp. ¢ Ne

o No
SIUTEPHBIE HOMEPA:

, B TOM YHCJIE.

HaumMeHoBanue AOMKHOCTH COCTABHTENS ITognuce
OIHCH (OTBETCTBEHHOTO 32 paboTy ¢
JOKYMEHTAaMH B [IOJPa3eleHNH)

Jara
COI'TACOBAHO

HanmeHoBanue DOMKHOCTH PYKOBOAMTEIIS
CIIy>kOB1 AeTONPOU3BO/ICTBA (OTBETCTBEHHOIO 34

paboTy ¢ JOKYMEHTaMH B OPTaHH3AI[HH)
Tlonmuce Pacumporxa noamucu

Hara

TIPOIIYIICHHEIC HOMEpa.

Pacmmudporka
TOZITHCH

@opmMa HTOTOBOH 3aITACH X 3aBepHTENBHOM roamucH ™ *

Ilepenan

en.Xp.

(uudpami ¥ NPOMHCHIO)
HaumeHoBaHKME JOMDKHOCTH

OTBETCTBEHHOTO 33 paboTy
¢ IOKyMEHTaMH B HOApa3felieHH

ITomnuce

Jara

ITpunsn

Pacmndporka
TIOIITHCH

SILXD.

(uH(ppaMH 1 NPORHCHIO)

Haumenopanue gomxHoCTH IHIA, Ilonmuce

OTBETCTBCHHOTO 34 apXHB
Hara

* I'padha 6 B onHCH JAEH NOCTOARHOTO XPAHEHHS OMYCKAETEA,
** OdropMIseTcst OTASABHO,

Pacmmmdporka
TONITACH
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POPMA

IIpunoxenne 27
K MHCTpyKLH# 110
JIEJIONPOU3BOACTBY

FOOOBOrG pasaea CBOAHOH onmucu JeJt (OHHCH ,ue.r;) NOCTOMHHOI'0 XpaHeHHud

Haumenosaine OPraHa3alHuu

®OHI N

OHMHUCH Ne

ACT HOCTOAHHOro XpaHeHH s

VTBEPXKIIAIO

Hamnmernopanne HOKHOCTH
PYEOBOIHTEINS OpTaHH3aIHH

Hoznnuce

Jata

Pacumdiposka
NOIIHCH

3a roj
Ne Wngexc nema 3arojioBok fena | Kpaiinue gatel | Kon-Bo IMCTOB Ilpumevanue
n/m
1 2 3 4 5 6
Haspanue pasaena (CTpyKTypPHOTo MOApa3NeNeH:s OPraHH3atHH)
B nmaHHbIH pazaen onucH BHECEHO eILXP.,
(trdipaMH B NPOIEHCEIO)
¢ Ne o Ne , B TOM YHCIIE:
JIHTEPHBIE HOMepa:
IPOITYIIEHHBIE HOMepa:
HaumMeHoBaHHE TONKHOCTH COCTaBHTENS Honmuce Pacmmudposka
OIHCH IOJNUCH
Hara
HanMenopaHne NODKHOCTH JIHIIA, Ionnuce Pacmudposka
OTBETCTBEHHOI'O 32 apXHB IONTIHCH
Hara
YTBEPXJIEHA COT'TACOBAHO

IIpotoxon 3IIK MBY «Apxus Yaiikorckoro

TOPOZACKOTO OKpyTray

oT Ne

oT

[Tporoxon K opraumsanun

Ne
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[Tpunoxenue 28
k MHCcTpyKUuu 1o

eNOTPOU3BOACTRY
D®OPMA
roJ0BOI'0 pas3faeia ¢BOAHON onucH Je (ONMMCH Ael) 0 THYHOMY COCTABY

HaumenoBaHHe opraHH3alH YTBEPXIAXO

GPOHI Ne HaumenopaHue JOMKHOCTH
PYKOBOIUTENS OpraHu3aluy
Hoxnuce Pacmdporka

OMUCDH Ne oo
Jara

[ieJI [0 JIHIHOMY COCTABY

34 rof

Ne Wanexe nena 3aronosok fena | Kpaitame natsl | Kon-Bo nuCTOB [Ipumeuanue
/n
1 2 3 4 5 6
Hazsanue pasgeina
B nanuriit pasmen omHECH BHECEHO en.xp.,
(shpamit H NPONHCLHED)

¢ Ne o Ne , B TOM YHCJ]IE:

JIHTEPHBIC HOMEpA:

TPONYIIeHHbIE HOMEPa:

HammeHnoBaHue JOKHOCTH COCTaBHTENS Iloanuce Pacmugporka

OTIHCH TOITTHCH

Jara

HauMeHOBaHME TOJLKHOCTH PYKOBOJUTEIA Hoamuce Pacumgposka

KaapoBo#i cnyxObI (MHCIIEKTOP IO KaZpaM) NOJTHCH

Jara

COT'JJACOBAHO COI'TTACOBAHO

HPOTOKOH 91{ opraHHSaHHH HpOTOKOH 31_1:{{ MBV «APXHB qaﬁKOBCI(OFO

_ TOpOACKOTO OKpYIay
oT Ne

oT Ne
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®OPMA

IIpunoxenue 29
K MHCTpyKITHH 110
JeTIOTIPOU3BOACTRY

ro0BOI0 pa3jesia CBOAHOH onucH xeJt (OMHCH [€JT)
BpeMeHHOro (cBoiixe 10 jer) xpanenus

HanmMeHoBaHHe opraHu3anun

YTBEPXJAIO

OPOHJ N HanMenosanue JOIDKHOCTH
PYKOBOIMTEIISA OPTaHH3AHH
[Moamuce Pacimudiporka

OMHUCH Ne HoAHCH
Hara

aen spemenHoro (cepime 10 jer) xpanenus

3a roj

Ne | Mupexc mena | 3aronoBok Kpaitane Cpox Kon-gro [Ipumeuanne

_ P P P
— Iena IATEI XpaHeHH JIHCTOB
1 2 3 4 5 6 7

Hassanue pazzena (CTpyKTypHOTo moRpa3iefieHus Opragi3aifin)

B naHHEI! pasmen ONACH BHECEHO

¢ Ne

mo Ne

JIATEPHBIC HOMEpA!
NPOIyIIEHHBIE HOMepa:

HaumMenosanne JIOJIKHOCTH COCTABHTEIA

OITHCH

Hata

HaumeHoBan#ue JOMKHOCTH JHILA,
OTBETCTBEHHOTO 32 apXHB

Jara

COT'JIACOBAHO

Ipotoxon DK oprapuzanmu

oT

Ne

eILXP.,
(undpanst # NPOMTUCHIO)
, B TOM YHCIIE:
Hommuce Pacomdporka
IOJIITHCH
IMoanuce Pactmuporra
HOAIHACH
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IIpunoxenne 30
k MHCTpYKIUHM 110
I EeIOIIPOH3BOJCTBY

®OPMA PEECTPA IIEYATEM (LITAMIIOB)

Ne
/i

O6pa3zen
(oTTHCK)
ne4aTH
(mTamna)

Koanuecr

BO

CrpykrypHoe
NOApa3IeIeHHe

OHO
0TBETCTBEHHOIO
JHIA, HOANHCH,

paboumnii Tenedon

IIpumeuanue
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Ilpunoxenue 31
K Muctpyxouu no
JETIONIPOUIBOACTRY

HNEPEYEHD
JAOKYMEHTOB, HA KOTOPLIX NPOCTaB/AsdeTcs OTTHCK repboBoii meyaTrn

OTTHCcK rep0oBoOi meUaTH MPOCTABISIETCH HA:

CITy)KeOHBIX YHOCTOBEPEHHUSX;

IloueTnpx rpaMoTax;

brarofapcTBeHHBIX THCHEMAX;

HaTrpagHbIX JTHCTAX;

JOI'0OBOPax U COTNANICHHUIX;

JOBEPEHHOCTIX;

GaHKOBCKMX KapTOYKaxX aAMHHUCTpaluy YalKoBCKOTO TOPOACKOI0 OKpyra;

JOKYMEHTaX, 3aBepeHHe KOTOPBIX repOoBoii ITeYaThio MPeayCMOTPEHO
ClIeLHaTbHBIMI HOPMATHBHEIMHU aKTaMH.

INTATHBEIX pacilHCaHHAX,
KOMaHIUPOBOYHBIX YAOCTOBEDCHMAX,

Oyxranrepckux, PHHaHCOBBIX JOKYMEHTaX, IIOJIUCAHHEIX TTIaBOM I'OpoICKOro
OKpyTa — ri1aBol agMUHHCTpauK YalKOBCKOro TOpoICKOTO OKpyTa,

Yyexax, OaHKOBCKHX MOPYYESHHUSX;
apXUBHBIX CIIPABKaX;

aKTax O BBIIOJHEHUH padoT;
rapaHTHHHBIX NHCHMAaX;

THUTYJIBHBIX CITHCKaXx.
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ITpunoxenue 32
K MHCTpYKUHH TI0
JENOIPOH3BOJCTRY

HEPEYEHb
ACKYMEHTOB, HA KOTOPBIX NPOCTAB/AIOTCA OTTHCKH NPOCTHIX KPYIJILIX egaTei

PasmuoxxenHsie IK3CMIUIIPEL  aKTOB  &JMHHHCTpalHH HalikoBcKOTO ropoacCKoro
OKpyTra IIpHM HX pPacChIIKe;, KOIHU COI‘J’I&IHBHHFI, HAOIOBOPOB, HAIIPaBIAE€MBIX 3a
Ipeaciel aMMHHHACTRAIHN YajikoBCKOTO TOpOACKOroc OKpyra.

Komuu mOKyMeHTOB anMuHECTparuu JalfKOBCKOTO TI'OPOJCKOrO OKpyra IJIs
YAOCTOBEPEHUS HX IT0IJIHHHOCTH.

Komanprposounsie ymocToBepeHHs NPUOHIBIINX B aqMUHHCTpaIIo YaiiKoBCKOTo
TOPOZICKOTO OKpyIa.

Konuu AOKYMEHTOR I10 JIMYHOMY COCTaBY, JOBEPEHHOCTH Ha [IOIYUCHHE 3apa60THoi’1
I11aThl, BLITHCKH H3 TPYHNOBLIX KHHIKEK, KOITMHA JOKYMEHTOB 06 06p3.30BaHHH.

CrpaBxu
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IIpunoxenue 33
x MucTpyKimu o
JIeIONPOU3BOICTBY

OOPMA AKTA HPUEMA-ITIEPEJAYH IIEYATH (INTAMIIA)

HAMMEHOBAHUE CTPYKTYPHOI'O
IMOAPA3IEJIEHIS]

AKT
Ot Ne

IIpuema-nepesayun neyatTH (MITAMIIR)

1

MEl, HHIKEeTIOATICABIITHECH,

OUO!
5[0
dHO
COCTABHIH HACTOAMH akT O TOM, 4TO (50 nepenan  {(a),
a (®UO) npusI (a) (HauMeHOBaHHUE TIeYaTH) ,

OCHOBAHHE NICPCOaIH:

OTtTHCK nepenaBaeMoii TeYaTH:

Ionnucu:

Jomxuaocts, PO noanuck

Tomxuocts, ®HO noamnuck

OJDKHOCTE, OO noanucs
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Ilpunoxenue 34
K MHCTpYXKIIMM HO
JIEIOIIPOU3BOICTRY

®OPMA AKTA Ob YHUYTOXEHHHU IIEYATHA (IHTAMIIA)

AIMUHMUCTPAITAS YAIKOBCKOT O
I'OPOJACKOI'O OKPYT A

AKT
Ot Ne

BLI,E[GJIEHHH K YHHYUTOMEHHIO IITAMITA

Komuccua B cocrage:

1.
2.
3.
B CBS3M ¢ HECOOTBETICTBHEM TPEOOBAHHAM .............. orobpasa K
HUYTOKCHHAIO IMYTEM ........... IITaMII:
Ne | HaumeHoBaHue Otruek Konmiect Ocnosanne
n/n MeYaTH neyaTn BO T
{1uTammna) (uTammna) negarel YHHYTONEHHS
1. |Komnus repHa 1 CrpaBka 0 pes3ynbTaTax HpoBepKH

XpaHeHHs U UCIIONIB30BaHI
Heyarel H HITaMIIOB B
agMHHHCTpalHKH YailkoRCKOTO
TOPOJCKOTO OKpyTa OT

Ne
Bcero nognexuT yHHATOXKEeHHIO | (O[IHH) 1rramMin
HomxkHocTb IIOATIUCH pacuIi(poBKa IIOIIHCH
HomxHocTh OJITHCh pacIu@poBKa IOITHCH
JomxHocTh IIOJITUCH pacuIu(pPOBKA [TOMTHCH

Ilocne YTBCPIKICHHA aKTa KIHINE IUTaMIla nepen YHHYTOXCHHEM CBCPHIH C

3aIMCSMH B aKTe U NOJHOCTRIO YHHUTOKIIIN IIyTeM paspe3atus 2021 r.
HomxHocT HOIIHCH paciugpoBKa HOLNHCH
HonxHocTs TOJIIHCH paciugpoBKa NOANHCH
HonxHocT TIOJTIHCH pacingpoBKa HOHHCH

OTMeTKH B peecTp yueTa 00 YHUYITOKEHHH IITAaMIIA IPOH3BENa
2021 .

(monmuce) (pamunms ¥ HHUIHAIIE)
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IIpunoxenue 35
x MucTpyxnuu no
J€JIOTIPOU3BOLCTRY

3ASIBKA
HA H3roTOBJ/IeHHe HedaTeil, Tamna

HaumeHoBaHHE CTPYKTYPHOTO TIOAPa3AeIeHNA (3aKa3uMKa)

(DaMI'UIPIﬂ, ¥IMA, OTUSCTBO UCITONTHATENA

Tenedon

HaumeHoBanne 3aKa3a

{C yKa3aHHeM KOMMYECTRA nevyaTel, IITaMIIoR)

(QcHOBaHHe 33Kaza HA H3TOTOBNEHHE

Ilpunoxenne: obpa3slpl IiedaTeii, [ITAMIIOB Ha 1. B 3K3.

HasiMeHOBAHHE TOIDKHOCTH
PYKOBOIMTENA CTPYKTYPHOIO

JiuyHan
Hopa3ieeHus

MOANHUCE
A Wnrunuane:, hamuimms

COI'JTACOBAHO
3aMeCTHTENb INIaBbl AIMHUHUCTpaUHY YaKOBCKOrO ropoaCcKoro OKpyra

H.Q. damunua

naTa

COI'TTACOBAHO:
HavuansHHK yNpaBneHHS genamu

H.B. Kanabuua

AaTa



ObPA3EII ITEYATH

D=4cm

1. IMepmexuit kpali Poccuiickas @egepanna (Pocens).
2. AnmunpcTpaimys YaliKoBCKOTO TOPOACKOIG OKpyTa
3. i IOKyMEHTOB
OBPA3EH IITAMIIA
pasmep 42x16 MM

AJMUHHCTpAIHA
HalikoBCKOro TOPOJACKOrO OKPYTa
Bx. Ne
oT

HaumeHoBaHHE HOKHOCTH Jluunasn
HCTIOJHUTEIN MOAINHCE

IIponomxkenue
IIPUIIOKEHHUS 35

Huumans, GaMunmn



