ҠАРАР                                  ПОСТАНОВЛЕНИЕ

31 март 2011 й. №9           31 марта 2011 г.

О внесении дополнений и изменений в постановление главы администрации об
утверждении Регламента администрации сельского поселения атиковский
сельсовет муниципального района Бурзянский район от 01.12.2008 г.
          Рассмотрев протест прокуратуры Бурзянского района на постановление главы администрации об утверждении Регламента администрации сельского поселения атиковский сельсовет муниципального района Бурзянский район от 01.12.2008 г.
постановляю:
1. Внести следующие изменения и дополнения в Регламент Администрации сельского поселения атиковский сельсовет муниципального района Бурзянский район:
1.1. Пункт 5 раздела У111 Регламента Администрации сельского поселения атиковский сельсовет муниципального района Бурзянский район изложить в новой редакции:
5.1. «Рассмотрение обращений граждан осуществляется бесплатно.
При рассмотрении обращения органом местного самоуправления или должностным лицом гражданин имеет право:
представлять дополнительные документы и материалы либо обращаться с
просьбой об их истребовании;
знакомиться с документами и материалами, касающимися рассмотрения
обращения, если это не затрагивает права, свободы и законные интересы других лиц
и   если   в   указанных   документах   и   материалах   не   содержатся   сведения,
составляющие государственную или иную охраняемую федеральным законом
тайну;
получать письменный ответ по существу поставленных в обращении
вопросов, уведомление о переадресации письменного обращения  орган местного
самоуправления или должностному лицу, в компетенцию которых входит решение
поставленных в обращении вопросов;
обращаться с жалобой на принятое по обращению решение или на действие
(бездействие) в связи с рассмотрением обращения в административном и (или)
судебном порядке в соответствии с законодательством Российской Федерации;
обращаться с заявлением о прекращении рассмотрения обращения.
5.2.
Запрещается преследование гражданина в связи с его обращением в орган •>
местного самоуправления или к должностному лицу с критикой деятельности   \\
указанных органов или должностного лица либо в целях восстановления или
защиты своих прав, свобод и законных интересов либо прав, свобод и законных
интересов других лиц.
5.3.
При рассмотрении обращения не допускается разглашение сведений,
содержащихся в обращении, а также сведений, касающихся частной жизни
гражданина, без его согласия. Не является разглашением сведений, содержащихся в
обращении, направление письменного обращения в орган местного самоуправления
или должностному лицу, в компетенцию которых входит решение поставленных в
обращении вопросов.
 5.4. В случае, если в письменном обращении не указаны фамилия гражданина,
направившего обращение, и почтовый адрес, по которому должен быть направлен
ответ, ответ на обращение не дается. Если в указанном обращении содержатся
сведения о подготавливаемом, совершаемом или совершенном противоправном
деянии, а также о лице, его подготавливающем, совершающем или совершившем,
обращение подлежит направлению в государственный орган в соответствии с его
компетенцией.

  5.5. Обращение, в котором обжалуется судебное решение, в течение семи дней
со дня регистрации  возвращается гражданину,  направившему обращение,  с
разъяснением порядка обжалования данного судебного решения.
  5.6. Орган местного самоуправления или должностное лицо при получении
письменного обращения, в котором содержатся нецензурные либо оскорбительные
выражения, угрозы жизни, здоровью и имуществу должностного лица, а также
членов его семьи, вправе оставить обращение без ответа по существу поставленных
в   нем   вопросов   и   сообщить   гражданину,   направившему   обращение,   о
недопустимости злоупотребления правом.
5.7. В случае, если текст письменного обращения не поддается прочтению,
ответ на обращение не дается и оно не подлежит направлению на рассмотрение в
орган местного самоуправления или должностному лицу в соответствии с их
компетенцией, о чем в течение семи дней со дня регистрации обращения
сообщается гражданину, направившему обращение, если его фамилия и почтовый
адрес поддаются прочтению.
   5.8. В случае, если в письменном обращении гражданина содержится вопрос,
на который ему многократно давались письменные ответы по существу в связи с
ранее направляемыми обращениями, и при этом в обращении не приводятся новые
доводы  или  обстоятельства,  руководитель  органа  местного  самоуправления,
должностное лицо   вправе принять решение о безосновательности очередного
обращения и прекращении переписки с гражданином по данному вопросу при
условии, что указанное обращение и ранее направляемые обращения направлялись в
один и тот же орган местного самоуправления или одному и тому же должностному
лицу. О данном решении уведомляется гражданин, направивший обращение.
   5.9. В случае, если ответ по существу поставленного в обращении вопроса не
может быть дан без разглашения сведений, составляющих государственную или
иную  охраняемую  федеральным  законом  тайну,  гражданину,  направившему
обращение, сообщается о невозможности дать ответ по существу поставленного в
нем вопроса в связи с недопустимостью разглашения указанных сведений.
 5.10.
В случае, если решение поставленных в письменном обращении
вопросов относится к компетенции нескольких государственных органов, органов
местного самоуправления или должностных лиц, копия обращения в течение семи
дней со дня регистрации направляется в соответствующие государственные органы,
органы местного самоуправления или соответствующим должностным лицам.
  5.11. В случае, если причины, по которым ответ по существу поставленных в
обращении вопросов не мог быть дан, в последующем были устранены, гражданин
вправе   вновь   направить   обращение   в   соответствующий   орган   местного
самоуправления или соответствующему должностному лицу.
5.12. Запрещается направлять жалобу на рассмотрение в государственный
орган, орган местного самоуправления или должностному лицу, решение или
действие (бездействие), которых обжалуется.
5.13. В случае, если в соответствии с запретом, невозможно направление
жалобы на рассмотрение в государственный орган, орган местного самоуправления
или должностному лицу, в компетенцию которых входит решение поставленных в
обращении вопросов, жалоба возвращается гражданину с разъяснением его права
обжаловать соответствующие решение или действие (бездействие) в установленном
порядке в суд.

5.14. На письма, не являющиеся заявлениями, жалобами или ходатайствами,
не содержащие конкретных предложений или просьб (в том числе стандартные
поздравления, соболезнования, письма, присланные для сведения и т.д.), ответы, как
правило, не даются.
5.15.
Результатом  исполнения  функции  по рассмотрению письменного
обращения гражданина является разрешение по существу всех поставленных в
обращении вопросов,  принятие необходимых мер и  направление заявителю
письменного ответа.
5.16.
Результатом исполнения функции по рассмотрению устного обращения
гражданина в ходе личного приема является разрешение по существу всех
поставленных в обращении вопросов
5.17.
Ответ на обращение, поступившее в орган местного самоуправления или
должностному   лицу   по   информационным   системам   общего   пользования,
направляется по почтовому адресу, указанному в обращении.
5.18.
В случае необходимости рассматривающие обращение орган местного
самоуправления или должностное лицо может обеспечить его рассмотрение с
выездом на место.
5.19. Сопроводительные письма и уведомления оформляются на специальных бланках.»
1.2. П.б.раздела У111 Регламента Администрации сельского поселения Атиковский сельсовет муниципального района изложить в новой редакции следующего содержания:
«Письменное обращение, поступившее в орган местного самоуправления или должностному лицу в соответствии с их компетенцией, рассматривается в течение 30 дней со дня регистрации письменного обращения. Письменное обращение подлежит обязательной регистрации в течение трех дней с момента поступления в орган местного самоуправления.
В исключительных случаях, а также в случае направления запроса, руководитель органа местного самоуправления, должностное лицо вправе продлить
срок рассмотрения обращения не более чем на 30 дней, уведомив о продлении срока его рассмотрения гражданина, направившего обращение. Продление сроков производится по служебной записке ответственного исполнителя главой сельского поселения. Уведомление о продлении срока рассмотрения обращения (промежуточный ответ) заблаговременно направляется заявителю. Орган местного самоуправления или должностное лицо по направленному в установленном порядке запросу органа местного самоуправления или должностного лица, рассматривающих обращение, обязаны в течение 15 дней предоставлять документы и материалы, необходимые для рассмотрения обращения, за исключением документов и материалов, в которых содержатся сведения, составляющие государственную или иную охраняемую федеральным законом тайну, и для которых установлен особый порядок предоставления.».
2.
Настоящее   постановление   обнародовать   на   стенде   информации
администрации сельского поселения Атиковский сельсовет.
3.
Настоящее постановление вступает в силу после обнародования.
4.
Контроль   за   исполнение   настоящего   постановления   возложить
управляющему делами администрации Кульменбетовой С.Х.
Глава сельского поселения
                                                                                       Н.Б.Абубакиров
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; i. OBUIWE TOJIOKEHMSI

1.1. Hacrosumil pernaMeHT yCTaHaBIMBAE! CUCTEMY JENONPOU3BOACTBA H OPTaHH3aUMH PaBoTh! ¢
HKOKYMEHTaMH B AJIMUHICTPAUHHN CEILCROTO MOCENEHHst ATHKORCKHI CellbCOBET MYNHIMIATLHOTO paioHa
Bypastickuit pation Pecry6mukn Barkoproctarr B mponecce BbHIOTHEHHS BOTOKEHABIX HA Hee QYHKIUA U
YTBEPHKIACTCS [JIABOI CENThCKOTO ITOCETCHHUS.

1.2, Permavent ompenenser OCHOBHbBIC NPaBHIA MOJATOTOBKH OQOPMICHHS, HPOXOKICHHS H

- KOHTPOJIA 38 HCMOTHEHHEM JNOKYMCHTOB HECEKPETHOTO XapaKTepa, PacCMOTPeHUs OOpalenuil rpaskian B
AxaMuaucTpaimu. Pernament paboTer pa3paboTaH B COOTBETCTBMM ¢ 3akOHaMM Poccmiickolt Mexeparin,
PecriyGmaxu Bamkoprocrar, TIpukasoym MuHKMCTEpCTBA KYIBTYPHl H MAcCOBEIX KOMMYHuKaumii PO or
08.11.2005 Ne 536 «O THMOBOM HHCIPYKUMHM 110 [eTOTPOHM3BOACTBY B (heAEPAILHLIX OpraHax
ucnonmHure bHo#  wiactwn, T'OCTom P 6.30-97  «YVeubuuupoBaunbie CcHCTEMBI JOKYMEHTaluuu.
Yauuuuposanuas cHcTeMa  OPraHM3allHOHHO-PaCHOPS/MTENBHON  AoKyMeHTalun. TpeGopanus K

- 0QOPMIICHHIO JIOKYMEHTFOB» M ¢ Y4ETOM OMbITa opraﬂmaunn JOKYMCHTALHONHOr0 obecneuenus (
JIENOTIPOU3BONCTBA ) B ATIMPHUCTPAINH . :

1.3. Opranmzaums ¥, oOecleUYeHHe CHCTEMBI JICIONMPOH3BOJCTBA, KOHTPOTh 3a COBIIOACHUEM
YCTaHORJEHHOTO TOpsAKa paboTEl € JAOKYMEHTaMM B AJIMMHHCTPAUNH OCYLICCTBISCTCS YIIPABJIAIOMINM
JIeTaMH | .

1.4. Ha ynpasnsiomero enaMu BO3/IAraeTcs BBUIOJHEHUE CIIEAYIONINX OCHORBHBIX O0S3aHHOCTEN:

- TIpHeM, yueT, PETUCTPalHs i HAIIPABJICHHE MOCTYMAIONIMX JOKYMEHTOB ;

- YueT, PETUCTPALMS BHYTPEHHHX AOKYMEHTOB , Ilepeiddda JOKyMEHTOB Ha PAcCMOTpCHHE TJIaBC
AJIMUHACTPAUMH Y TIOCTE TIONYUEHHUS COOTBETCTBYIOIIMX LOPYUCHUH HEMOCPEACTBEHHOMY PaGOTHHKY —
OTBETCTBCHHOMY HCIIOJIHATENO ( Janee HCTOMIUTETh ) | '

VYT, PETUCTPAIINS HCXOIAIUX JOKYMEHTOB . Ilepeiada NX Ha OTIIPABKY a[pecaTam ;

KOHTPOB 3d NPOXOKICHUEM H CPOKAMH PACCMOTPEHHUS! JOKYMCHTOB ;

oprasusalus padboTsl ¢ 0OpallleHUsIMH Tpask/iaH , TPUEM TPAXK/IaH ;

- BBIMOJNENNE MALUHHOIICHBIX M MHOKHTEIbHbIX padol ;

H3TCOTOBIEHHE M YUCI [1e4aTHO — ONAaHOUHON TPOYKIH, neyaTelf ¥ MTaMIIOB, HCHOTb3YEMEIX B
ANMUHHCTPAUHKH ;

1
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- IONrOTOBKA  HOMEHKIATYpH  Jle, (bOi’JMI/IpOBaHHe ACT 114 Nepefayt B ApxuB , BEIIAYA
PabOTHHKAM LOKYMeNTOR 1 nex u3 4pXMBa , KOHTPOJIE 33 HX BO3BPATOM :

T @HalM3  COCTOSIHMS AENONPOM3BOACTBA W MHOOPMUPOBAHKE  TMaBL] AJMUHHCTpanuK 06
HCIOMIICHUH IOKYMEHTOR U HOpYYeHHif ; .

- O3HAKOMITCHHE PAGOTHHKOR ¢ HOPMATUBHBIME U WHBIMH [PABOBEIM aKTAMH. paCHOpSI}'[HTCJI'bHLIMH,
MHQOPMALIMOHHBIMU H METOIUECKUME AOKYMEHTaMIL IO BOIPOCAM JICTONPOM3BOACTRA | ~

- HHCTPYKTAK BIIOBL IPUHSTHIX PAdOTHUKOR 110 BOTIPOCAM paBoThl ¢ AOKYMCHTAMH .

1.5, PaGothuku AIMUHHCTPaLMK  HecyT YCTAHOBNCHAYIO OTBETCTBCHHOCTh 33 pasmilALICHHe
CIyxebHol nHbpopManmy | CoACpKaLLERCS B JIOKyMEHTax .

1.6, Tlepenaa mokymenTon AIMUIMCTpaImH paGoTHHKAM APYTHX OpTaHM3alUUil JIOycKaeTcs ¢
Pa3peLIeHHs INaBbl A LMUHHCTPAIUY YIPaBASAIONIEro Jenamu ., .

1.7. Bce Bonpocnt, cas3anHbie ¢ AC:I0NPOUIBOACTBOM B AIMHHHCTPAIUM M BHECEHHEM H3MeHEHNI B
HacToAumi Pernamcenrt. pemarmoTtes riasoit AIMHHHCTpAIHA 1o TPCLIIOKEHMAM, BHOCHMBIM YIIPABISIOIIHM
JiesTaMu., : - :

’

IL. IpaBuaa noarorosku u 0opMIeHHS 1OKYMeHTOB .

2.1. IloaroroBka 1 odopmTenne 10KyMeHToB .
2.1.1. HopMaTHBHBIC TIpaBoBkle akTo! HSNAIOTCS OPraHaMK MECTHOTO CaMOYIpaBIeH s B npeciax
X KOMITETEHITHHE B COOTBCTCTRIN ¢ TOJIOKEHUAMH O HHX B BHIUC TTOCTAHOBIICHHH, PaCOPsHKCHAH, pémenuii,
UPABKIL, HHCTPYKUHE I [TONOKEHUA. T -
) 2.1.2. U3aanve HOPMATHBHBIX TIPABOBBIX AKTOB B OPraHaX MECTHOTO CAMOYTIPABICHHs B BHIC ITHCEM
U TCIETPAMM HE JOTYCKAEeTCS. 7 T
2.1.3. Ilpu nonroroske JAOKYMEHTOB MPUMEHSIETCS TEKCTOBbIIT penaxrop Word for Windows Bepcun
6.0 u BBIe C WCnOB30BAHMEM wpugtos Times New Roman Cyr pasmepom N 12 (mus odopmierns
TalIHUHEIR MaTepuasio), 13, 14, 15. Times DL pasmepom N 12, 13. 14 4epes 1-2 uHTepRana.

2.2, BJIAHKH JTOKYMEHTOB

2.2.1. Ipu noaroroske u OGOPMIEHHH IOKYMEHTOB DPaGOTHHKH OpraHa MECTHOTO CaMOYNpaBIeHHs
PYKOBOACTBYIOTCS CI1e1YIOMTUME OCHORHBIMH TPeGOBAHMAMH -

~JIOKYMEHTbI OPI'aHOB MECTIHOrO CaMOYIPaBNEHHUSI JIOMKHEI, KaK TPaBUIIO, opopMIsTIBCS Ha GraHKax
1 JI0/IKCH HMETb YCTAHOBIICHHBIH KOMILTEKC 06s3aTe b HRIX PEKBUZMTOR ¥ IOPANOK HX PACHIONOKEHHS.

Branxu moxymentos marorapmmsarorcs Ha CTAaHNApTHBIX JMCTaX Gymaru dopmaror A4 (210x297
MM), AS (148X210 win). -

- Kawannit smer nokymenra, O(OPMITEHHBII Kak Ha Onanke, Tak u Hea HETO, JJOJDKEH UMETh II0JIsI:

20 MM- NieBoe;

10 Mm- pasoe; .

20 mM- Bepxnec;

20 Mm- BepxHee. .

2.2.2. B opranax MecTHOro CaMOYNpaBIICHUA [TPHMEHSIOTCS CIIE/TYIOUME GIIAHKH: obLmit Gank,
ONaHK mucpMa, Grank KOHKPETHOTO BUIa IOKYMEHTA.

B sasncnMocTi ot paciomoxenus PEKBU3HTOB MOET yCTAHABIMBATHLCA ABA BapuaHTa OJaHKoB-
YTJIOBOI M TIPOJOILH b1t

Pekmrsuril Gramka u orpaEmuHTensHBIC OTMETKH AUl PEKBH3HTOB B mNpenenax TPaHUI[ 30H
PAaCIIOTONEHUA PEKBI3HTOB PASMEINIAIOT LIEHTPOBAHO (HAYANO I KOHEI[ KaXKUOH CTPOKH DPEKBUSHTOB PABHO
YAAICHEl OT IPAHHL 30HEI PACTIOIONEHHS DPEKBH3HIOB) Win $ranroBBIM (Kamas crpoka PEKBHU3UTOB
HaTHHACTCS OT JIEBOH TPaHNIIEL 30HBI PACIOTONKEHHS PEKBH3UTOR).

Coctap BHI0B W QopMmbr Grankom, UPHMEHACMBIX B OpTaHax MECTHOTO CaMOYIIpaBieHHd,
YTBCPAIARTCA TIIABOH CeNIBCKOTO TOCeNeH s MO MPEACTABTEHHIO YIIPaBISIOWui Henamu.

2.2.3. lokysenT umeet HOPHAHYECKYIO CHITY DU HAJINYHH PEKBUSHTOR, OBS3aTENBHBIX IS JAHHOTO
BliTa JokyMeHta ; ['ep6 PB. ocHoBHOI TOCYIAPCTBEHHBIH  PErUCTPAIIMOHHBIH Homep (OI'PH )
FOPHIMUECKOTO THI. IIIeHTH(PUKALMOHHBI HOMep HATOTOIUIATENbITNKE / KOJ IPHYHHEL, Ha MOCTAHOBKH
Ha vuer ( HHH /KIIIT) . nHamvenoranne OPTaHH3AlNY — aBTOPA . CIIPABOYHEIE JAHHBIE 00 OpranH3anuu
- HAMMCHOBAHHE  BIJ2 IOKYMEHTA . JaTa TOKVMEHTA . PCTHCTPAUHOHHBIN HOMCD JOKYMEHTA , CCBLTKA HA
PETHCTPAUMOHHBIT  HOMED IOKYMOHTZ 4TV JORVMSHIA | ecTo COCTABTICHHAS TOKVAMEHTA . pud
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YTBCPKIACHHUA , 3dr0j10BOK K Te}(m‘y s TEKCT HOKYMCHTA ., OTMECTKAa O HaJIUYHU TIPUJIOKCHUA
IIOANHUCE | I“plfl(b CoryracoBaHusA , OTTHCK IIEYarTH , OTMETKa 00 wuCnmoIHEeHHH JOKYMEHTA U HaIpaBJICHHHU
€10 B Ziel'ld OTMETKd O IOCTYIUICHUH JIOKYMCHTA B OPTaHU3aIliUuIO , OTMETKA O 3aBep€HI/II/I KONHH .

brankn JOKYMEHTOB HOJDKHBI UCTIONB30BATRC CTPOIO, IO HAZHAYEHUIO U Oes COOTBCTCTBYIOHICI'O
. paspelieHud HC MOYYT MepenaBaThCs APYTHUM OpraHu3allusgIM H JIMLAaM. “pld IIEPEITUCKE  MEXKIOY
oApasaCICHUAMHA OHAHKH AIMMHHACTpaLVH .HE WCIOJIB3YETCH . COBCTI)I, KOMHCCHH OCYMECTBIAKOT
TICPETIUCKY Ha Hrankax COOTB‘CTCTBy}OIIIHX TTONIOXKEHHSM 00 ITHX opraHax .

2.3. Odopmirenne peKBH3HTOR B POLECCC MOATOTOBKH JOKYMEHTOB

2.3.1. Ilpn noaroroexe opraHmaunbﬂno-pacnopﬂ,umenm—mrx JOKYMEHTOB PabOTHUKH OpraHoOB
MECTHOI'O camoynpanienns oQOopMIAIOT PeKBH3UTH JOKyMeHTOB ¢ yuertom [OCT P .6.30-2003
"YHHQUUMPOBAHHbIC  CHCTEMBI  NOKYMEHTANWE,  YHUGHMIMPOBAHHAS — CHCTEMA  OpraHH3aiHONHO-
pPacopsaMTeNBbHON JOKYMeHTauul. 1peboBanis K 0pOpMICHHIO JOKYMEHTOB", . *

2.3.2. Hamnmenonaawe opraa MeECTHOTO CaMOYNPaBICHHS JOJDKHO COQTBETCTBOBATH  €r0
HAUMEHOBAHUIO, YKa3allHOMY B IIOJOKEHHH 00 3TOM OpraHa MECTHOTO CaMOYMpaBJIeHHs, MPY HaTHYHH
COKPALIEHHOTO HAHNEHOBAHMUS, CI'O LIOMELLAKT B CKODKAX HUKE IOIHOTO.

2.3.3. CnpaBouHble JaHHble BKIIOHYAIOT IOYTOBBIN angpec, HOMep TeledoHa U ApyTrHe CBEJEHHS 110
YCMOTPRIHIO Oprana MeCTHOTO CaMOYIIpaB:IeH s (HoMepa (BakcoB, TENEKCOB, aIpec YIEKTPOHHOM NOUThL U
TJL). -

2.3.4. HaumMciloBanHe BH1A TOKYMEHTA, CO3/1aBaeMOT0 OPraHOM MECTHOTO CAMOYIIPABICHHS, J0DKHO
COOTBETCTBOBATL  BUIAM  JOKYMEHTOB, IIPEeAyCMOTpPeHHbIM ~ OOIMIEpOCCHIMCKUM  KITacCH(QHUKaTOpOM
ynpasneHueckoil nokymeHTannu (OKY )

2.3.5. aroif foKyMeHTa SIBJIIETCS jata ero NOJMHCAHUS (paclopsiiTehHRE JIOKYMEHTBI, THChMa)
MM cOObITHA 3a(QHKCHPOBAHHOTO B JOKyMeHTe (ITpOTOKON, axT). JIfis yTIBep:KIaeMoro IOKYMEHTa
(periiamMenT, Maam, RICTPYKIUS, TON0KEHHE, OTYET) - 1aTa YTBEPKISHHUS.

Jara JNOKyMeHTa I1POCTABIIETCS MOJLKHOCTHBIM JIMUOM, LIOANUCHLIBAIONMM HWIH  yTREPKAAIOMMM
IOoKyMeHT. IIpH 110;1'0TOBKE TPOCKTA AOKYMCHTA MedaTaeTes TONMBKO 0B03HAYeHHe Mecsia i ToAas

Bce cnyxebHLie 0TMETKH Ha JOKYMEHTE, CBSI3aHHBIE C er0 [MPOXOXKISHHEM U HCIOJHEHUEM, JIOJDKHEL
JIATHPOBATLCA M IIOUILHCHIBATHCSL. v

Jaty JokyMeHTa oopMISIOT apabckuMu U paMu B TOCTIEN0OBATENEHOCTH: J€Hb MECSIa, MECHII, TOM.
JlcHb MecsiTia 1 Mecsiil 0hOPMIISIOT /Z[ByMH napamy apadcKuX LH$P, Pa3zIeNeHHBIMU TOUYKOM; I'0J1 - YCTHIPEMS
apadCKUMH TTH(pamu.

Hanpemep: 14.03.2005

Houryckaceres ¢:lopecto-mudpopoit crnocod O(])OpM"IEHI/IH natel, Hanpumep: 14 mapra 2005r. CrosecHo
— nudporoi cnocod TPHMEHSETCA B TeKCTax JOKYMCHTOB, 1IpH JATHPOBAIIMH [PABOBBIX dKTOB,
" QUHAHCOBBIX M APYIHX "CHYXKeOUBIX NOKYMeHTOB, UMGPOBOH Crnocof maTHpOBaHHMSA MCHONB3YETCS HPH

HAIVICAHUH PE3OMIOLMeEll. IPeICTABIEHHH | OTMETOK, 06 HCHONHEHUH 1OKYMEHTOR W HHBIX CITydasIX

2.3.6. PerucrpalnoHHBIH OMEp JOKYMCHTA COCTOUT H3 €r0 IMOPSIKOBOTO HOMEPA, KOTOPBIH MO3KHO

ACTIONHATH HHAEKCOM JIETa MO HOMEHKNATYPE JIEN, HHPOPMAITHEl 0 KOPPECIIOHUEHTE, UCIOHIIENX 1 ap.

PerncrpanuoHHsIi HOMep JOKYMEHTA, COCTABIEHHOIO HECKOJIbKUMHU IOPHINYECKHMHE JTHLAMH, COCTONUT
U3 MPUCBOEHHBIX UMM PCIUCTPALMOHHBIX HOMEPOB JIOKYMCHTE, HIEPEUHCIEHNBIX B MTOPAJKE TIEpeaUCIeH s
aBTOPOB JIOKYMENTA depe3 KOCYIO 4epTy.

2.3.7. Ccplka Ha peTHCTPALMOHHBIN HOMED U ATy JOKYMEHTa BKIKOYAeT peFI/ICTpaHI/IOHHHI/I HOMEp
U J1aTy MOKYMEHTA. Hd KOTOPBIH MOJDKEH OBITH JaH OTBET. -

2.3.8. Mecto uznanus TOKYMEHTA YKa3bIBASTCH B TOM CIIyYae, eciu 3aTpyAUEHO €ro ONPE/IENIEHNC 1O
peKanmaw ofmiero GilaHKa Wi 6IaHKA KOHKPETHOrO BHAA JOKYMEHTA., MECTo COCTABICHNS WM M3 IaHUL
NOKYMEHTa YKa3blBAIOT ¢ YYETOM IIPUHATOrO aIMHHUCTPATHRHO-TEDPUTOPHANBHOrO JeNleHus, OHO
BKJTIOUACT TONBKO OGLICLPHHSTHIE COKPALLICHHSL.

2.379. JIOKyMCHTBI aPecyIOT OPTaHU3aLHsM, HX CTPYKTYPHBIM HOIPa3IeNeHUSIM, TOKHOCTHEIM MM
(uznHecKuM THNEM. '

llpu agpecoBaqMIf  JIOKYMCHTA OpraHH3allbi, e upyx rypHov[y noapas3iefeHuto 0e3  yKazaHHs
JIOJDKITOCTHOTO [T HX HAMMCHOBAHHS [TUINYTCS B UMEHHTEIbHOM IajexKe. .

HomyckaeTes LeHtpupoBark BCC CTPOUYKH PEKBH3WTA "AZpecaT” 10 OTHOIUCHHEO K CaMOH ITHHHOH
CTPOKC. «AJpecaT» yKa3plBaeTcs B IPaBOM BEpXHEM MON¢ JOKYMEHTA. .
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Tpyu nanparmennn AOKYMEHT  KOHKPETHOMY JOIDKHOCTHOMY JIHMIlYy HAUMCHOBAHHE OpraHu3alluf 1
TIOZPA3NCHCHNS YKA3LIBACTCS, B MMEHHTENBHOM Tagexe, a DODKHOCTE M (GDaMHIIHL B HATETBHOM. IMpu
/IPECOBAHNH TOKYMEHTA OIDKHOCTHOMY JIALLY MHHLUATIB] YKa3bIBAKOT TIepe haMumneii. .
Ipu anpecomamnu AOKYMCHTA PYKOBOAMTCNIO OPraHH3AINH €€ HAWMEHOBAHHE BXOJIMT B COCTaB
HaUMCHOBAHUS IODKHOCTH ajipecaTa (Bee DPCKBHSHTET aapecaTa MUIIETCS B MaTeNbHOM Na/Iexne ).

Ipn  anpecosannu MOKYMEHTA * HECKOJIBKHM ~ OPraHM3AIHAM WX  HAMMEHOBAHHS YKa3BIBAIOTCS
o6obIenHto. JlokyyeH! ne 1o TKen cozepIKaTh HOTee YETHIPEX A/PECATOR. .

Croro «Konus» nepex BIOPBIM, TPETLAM, HCTBEPTHIM AIPCCATAMH HE YKA3BIRAKOT. ITpn Gosbruem
HHCIIE afiPECATOB COCTABTSIOT CITACOK PACCHUTKH AOKYMEHTA. . T

B cocrar pexsuzura "Anlpecar" MOMET BXOAUTH HOWTORDIH ajpec. DIEMEHTHL TIOYTOBOrO ampeca
YKA3bIBAIOT B MOCTE1OBATENBIIOCTH, YCTAHOBICHHO IIPABH.TAMM OKa3aHHA YCITIYT HOYTOBOM CBSI3H.

Tlpu ajipecosanny nnceMa 8 OPTaHH34AIHIO YKA3BIBAIOT €€ HAHMEHOBARUE, 3aTeM OYTORLLH azpec.

Ipu agpecopaiun sokymerTta usmdeckoMy MLy, ykasbiBaroT damumiio 1 MHEMIMATE MONMyaaTens,
3aTeM HOUTOBBIH anpec, ' .

Ilpu ampecosanun 1okymenta AOIKHOCTHOMY JiMIly MHMIMaNbl CTaBsTca mepen (haMunmei, IIpu
anpecosanuu GU3HUCCKOMY ULy - HoCIe Hee,

2.3.10. Hokyment YTBECPXKIACTCT NO/DKHOCTHBIM JTHIOM {10)KHOCTHBIMH JUI[aMH) BITH CHELHATLHO
H31ABACMbIM  IOKYMEHTOM. IIpH yTBepXIEeHMM HOKYMEHTA HOJKIIOCTHBIM JHLUOM TpU yTBEpMKICHUS
AOKYMEHTa NI0JDKEH COCTOATH M3 cnosa YTBLEPXKIAID "(0e3 KaBBIYEK), HAMMCHOBAHHA JODKHOCTH JIMIa,
YIBCPKAAIOMETO AOKYMEHT, €ro IIOANACH, HHHIHAIOB, dbamuim w1 gatel yreepxaenus. Ha JOKYMEHTax,
HOMIEHAMHAX YIBEPIKACHAIO, TPUD) YIBEP)KAEHHs IPOCTABNSETCS CIIpaBa HAa BEPXHEM TIOJIE [IEPBOTO JIHCTA
JOKYMEHTa.

~ Honyckaercs B. pexsisure «I'pu® yTBCpXKICHUS NOKYMEHTAY ICHTPHPOBATE 3JIEMCHTEI OTHOCHTENBHO
CaMO# JIMHOH CTPOKOI, -
pu yTeepxaciun 10KYMEHTA HECKOTbKAMMU AOJKTIOCTHBIMH JTHUAMH UX NOIMHCH PACTIONAraloT Ha
Hpu yrsepsxcacnun noxymenta [I0OCTAHOBICHHEM, PELICHIEM, TPOTOKOIOM IPH YTIBEPKIEHHIA COCTOUT
u3 cnoB YTeepxacio (YTBepiicHa, VTBepxKACHbl MM VTBEpKIeH), HaMeHOBaHHS YTBEPKAAIOIICTO
AOKYMGHTa B TBOPHTEJILHOM TIAZIeXe, ero AaThl U nomepa. Croso "YTeepixieno” COTNACycTCs B poge u
HCIIC C BUIOM YTBEPIKIAEMOTO JOKYMCHTA. ’

23.11. B coctaB pe3omounn BXOIST CHenyiolIye aNCMEHTBI: GaMIINS H MHHLHANB! HCIOTHATELs
(ucnonHuTene), cosepKanie NOpyHeHHS (Ipu HEOBXOAUMOCTH), CPOK HUCIIOTHEHUS, TOANACh, /IaTa.

B cuywasx, xorna nmopywenuc JIACTCS ABYM HIH HECKOJBKHM JMOaM. PaBHBIM 110 TOJKHOCTH,
OCHOBHLIM HCIIONHHTEN EM SBNSACTCS JIMIO, YKAZAHHOE B TIopyHeHun nepBeiM. Emy npenocrasnseres npaso
CO3BIBA COUCTIONHHTENCH M KOOPIMHALMS HX paGoThL. '

OCHOBHOﬁ HUCIIONHUTENL U COUCIIOIHUTEND BIIpaBC JaBarTh IOPYYCHUS B BUJE pe30IoHH JHLaM,
HEMOCPEACTBEHHO UM [TOTUMHEHHBIM. B

Ha AOKYMCHTAax, HC Tp€6y}OLHI/IX YKa3aHNHU 110 UCITOTHCHHIO U HUMEIOIIHX THUHOBLIC CPOKH HCIIOJIHEHHS,
B PC30JIFOLIMH YKaA3bIBAIOTCH UCTIOJTHUTCIE, MTOAITUCE aBTOpa Pe30JIIOLHH, Jara. R T e

P€3OJHOIII/ISI MOWKeT 0(1)OpMH}{TI>C$[ Ha OTACIBHOM JIHCTE ¢ YKasaHucM pCI’I/ICTpaLI'HOHHOFO HOMEpa M

JaThl JOKYMEHTA, K KOTOPOMY PC30JIIOIUS OTHOCHUTCS.

2.3.12. 3aronosox k Texery AOKYMEHT4 JIOUKCH OBITh KPATKHM, TOYHO IiepeiaBaTh CojIepKaHHE
AOKYMCHTA. 3aronoroK JOMKeH OBITh COMACOBAH ¢ HANMCHOBAHHEM BIJld JIOKYMEHTa. 3arojloBOK
Pa3MeIHAeTCS B ICBOI HacTH [IEPBOro MCTA IOKYMEHTA [1CPEX TEKCTOM. .

3aroNoBoOK M0/KCH OTBEYATD Ha Bompocel: "o ueM?" ("o koM?"), "yero?" ("xoro?"
3a10/I0BOK COCTABIICTCS JINLOM, TOTOBSIIMM IIPOEKT JOKYMEHTA,
K Texery noxymerntos, oopmieHHsIx Ha Grankax opmara A5, 3aronoBOK MOXKET HE COCTABIISITECA,

2.3.13. Ommerky o KQHTPOJIS 33 HCLIOMHEHUEM AOKYMeHTa 00o3HauaroT 6yksoif "K', ciosoM wnm
wramrom "KonTpous". s .

2.3.14. Terer noxymeHTa odOpMISIOT B BHje AHKCTRI, TAOMUIBI, CBS3HOTO TEKCTa MM B BHJE
COCIHHEHUS 3THX CTPYKTYP. )

Ilpr cocTabiienun TekcTa B BHAE aHKETH HANMEHOBANMS UPH3HAKOB XapaKTepH3yeMoro 00BeKTa
ROMKHbI OITH BHIPU/KEHL MMEHEM CYIIECTEUTENLHEIM B HMEHHTE/LHOM HaJCKE HIIH CITOBOCOYETIHUEM C
TIarooM BIOPOTo NHid MHOKECTREHHOIO icia RACTOAIIETO HITH TPOLUEIIIErO BpeMeI-Eld.(I/IMeCTC, Obin,
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" HaXOMH:MCE W T.J.). XapaKTePUCTHKH, BHIDUKEHHBIE CIOBECHO,  HODKHB!  GbiTh COTJIacoBaHbl ¢
HANMEHOBAHUAMHY NPU3HAKOR. ’ . :

I'pader u cTpoku TabIBUBI JODKHEL MMETH 3aIONOBKH, BBIDAXKCHHBIE MMCHEM CYIICCTBHTEILHBIM R
MMEHUTE/BITOM najesxe. Tlofsaronosku rpad U cTPOK TONKHLI GBITH CONTACOBANET G 34roJIoBKaMu. Fcim
Tabnuuy redataioT Golce ueM Ha ogHOM CTpaHHuIe, rpadsr Tabnuubl T0KHE! BBITE [POHYMEPOBAITEI M Ha
CHCOYIOUTX CTPAHKIAX JIOTDKHb! OBITh HANCYATAHBI TOTEKO HOMEPA STHX rpad. )

CBH3HBIN TEKCT. Kak MPAaBHIO, COCTOMT U3 ABYX uacTe. B meppodt wactH ykasmmsaTcs NpHamHEL
[ETH, OCHOBAHHS CO3NAHUS JIOKYMCHTA; BO BTOPOM (3aKMIOUMTENBHOI) - pelIenys, BBIBOJLL, ™ MPOCHOLI,
PEKOMERIAUMU. TeRCT MOXET comepkaTh OUHY 3AKMOYHTENBHYIO YacTh (HAIPUMeEp, PacropSKCHUS -
PaciopaTe bHYR) HacTh 0e3 KOUCTATHPYIOMIEH, MHCHMA - TPOCEDY Ge3 HosicHEHKd). B TexeTe 10KyMeHTa,

"TIOArOTOBJIGHHOTO HA OCHOBAHHM MM RO HCLOTHENUe PaHEC M3IAHHOTO OOKYMENTa, VKA3BIBAIOT €ro

PCKBH3UTRI: HAMMEHOBAWHE JOKYMEHTA H OPI'aHH3allu1-aBTopa, Aary, PETUCTPAIHOHHBIN HOMEP, 3aI'0JI0BOK

K TEKCTY,

EQIH TekeT COACPIKNT HECKONBKO PElICHRIA, BRIBOZOB 1 TAL. 610 MOMKIIO pasOuTh Ha Pasucibl, TyHKTHL,
KOTOPbIE HYMEpYrOT apalCKUMH 1M paMH. )

B pacnopsiauTeIbabX JOKYMEHTAX OPraHH3AlHi, NEHCTBYIOUINX HA |IPHHITHITAX eAMHOHaYaus, a
TAKKC BO BHYTPEHHHX NOKYMEHTAX, a4IPECOBAHHAIX PYKOBOACTBY. TEKCT M3JararoT OT INEpPBOro JIMIEA
CAMIICTBEHHOTO unc.1a ("NpukaseBar”, "npearaw”, "mpomy").

B noxymenTax konnerwanbHEIX OPraHOB TCKCT H314raioT oT TPETLETO JIMLA eIHHCTBEHHOTO yncna
{"mocranosiser”, "pemma"). ’ ,

B cOBMECTHBIX :OKYMEHTAX TEKCT M3IATAIOT  OT UEpBOTO  j1MliA  MHOXECTBENNOro  4ucia
("mpuxassiaem”, "pemmn"). . ’

. TekeT mpoTokoi@ M31AraOT OT TPCTLETO ~JIMNA MHOKECTREHHONO THCKA ("enywamn”, "BercTynMmH",

"penrunu’). ’ ’

B 1mchMax Henonk3yior cieayionue GopMbl H3NOKeH s . .

OT MEPBOIO JIMId MHOMKECTBEHHOI'O YMCAa ("HPOCHM TIPEIOCTaBHTE...", "Hanpapisem 8 Baur ajipec);

OT HEPBOTO TULA €AMHCTBEHHOrO 9Kcia {'mpouny Beicars”, "cunTaro HCOBXOMUMEIM";

OTIPETLETO JIHLA €, 1HHCTBCHHOTO YHCNA ("MHHECTEPCTBO HE BO3paxkaeT').

2.3.15. OT™eTKy 0 HAIMYHH UPHJIOKCHUS, HAIBAHHOIO B TeKCTe HHUCHEMA, OQOPMIISIOT ClEAYIONM

obpazom: [Tpunosenye: na S 1.8 2 9K3. ' B

Ecv nucemo nveer npunoxkens. ve HazBaHHbIe B TCKCTE, TO YKA3LIBAIOT CT0 HAWMEHOBaHUE, YHCTO

- JIMCTOB ¥ MHCIIO OK3EMILIAPOB; MPH HATKMYHH HECKONLKUX TPHIOKCHHH HX HYMEPYIOT.

Ecitn 1punoxkeus coponmopoBantl, TO YHENO THCTOR He YKa3bIBaIOT. -

Eciu k pokymenry mpuiaractes apyroif AOKYMEHT, Takke MMCHUIME IPHIOKEHHe, OTMETKY O
HANIMMHY IPANIOAKCHHS OQOPMIAIOT CIEYIOLIHM 06PaA3OM;

Mpusiokenwe: micsmo Pocapxupa ot 05.06.2005 Ne 02-6/172 NPHIIOKEHHE K HEMY, BCErO Ha 3 J1.

Ecnn npunoxenue nanpasisior ve Bo BCE YKA3aHHBIE B IOKYMEHTE AiIPeca, TO OTMETKY 0 er0 HATHYHH
otopmsIoT cneayrommy obpasom: [IprTToxkeiHe: Ha 3 11 B 5 5K3. TOIbKO B NepBEIif aspec.

B npuiosesun k pacmopsantennHoMy JOKYMEHTY (IIOCTAHOBIEHHI, PACHOPKCHHIO, IIPABHIIAM,
HHCTPYKUHH, TOIOXCHIIO, PeIeHuio) Ha IePBOM €T0 JIHCTe B IPABOM BCPXTIEM YTy numyt "[lpunoxenne
N" ¢ yka3aHHeM HaiMeHOBAHUA PACTIOPSANTCIBHOD JOKYMEIITA, €0 MaThl ¥ PerHCTPAINOHHOTO HOMEpA.

Houyckaercs  soipawenne "llpumoxenne N" mewarars TMPONUCHBIMU  OyKBaMH, a Takke
UCHTPUPORATE  3TO  BLIDAKEHHE, HAMMEHOBaHUE JOKYMCHId, €r0 JATy o PErMCTPanMOHHbI  HOMEp
OTHOCHTEJIbHO CaMOH JSIMHHOU CTPOKH.

2.3.6. JloKyMeHTEI, mHanpaBiseMble B  BBIIECTOSIINE opranbl,  (efepaibibie  OpraHbl
OPeICTABUTENBHON 1 cyneGHON  BIAacTH, MOMIMCHIRAIOTCS PYKOBOJHMTC/EM — OpraHa MCCTHOTO
CaMOYIIPABJICHHS. "

- JOKYMEHTBI, HOPABIAEMBIE MOJYHHEIHBIM U OPYrUM OPraHU3AlUAaM, TPAXKIAIAM TOAMHCHIBAIOTCS
PYKOBOIMTEIIEM, CIO 3AMECTHTIE MU HTH PYKOBOJIMTEIAMU CTPYKTYDIBIX TOAPA3ACTEHHH B COOTBCTCTRHH C
UX KOMITETCHIUEN. -

B cocTap mosmscy BXOJAT: HAMMEHOBAHKE JOJLKHOCTH LA, TIOTHCABLIETO HNOKYMEHT o
IIOJIHOE, €CAM  IOKYMEHT o(OpMIIeH He Ha OJaHKe HOKYMCITa, W COKpAIIICHHOE- Ha JOKYMEHTE,
odopMIeHHOM Ha Ganke), THYHAS TOANHCH 41 e paciinpoRKa (WHULUMANL B davunus). Jonyckaercs B
pexBusute «[TommucLy UEHTPHPOBATL HAMMEHOBAHME MOJKHOCTH JIMUa, IIOANMMCABIIET0 AOKYMEHT,
OTHOCHTEILHO CcaMoit I THHHOM cTpokoii. ITpu odopMnernu ToKyMeHTa Ha 6IaHKe JO0IKHOCTHOFO IHLa
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HOTKHOCTS ITOTO JIMLA B TONILICH e YKa3bIBAIOT. i .

Eciin nomxHOCTHOS JIHLO, TOMMHCE KOTOPOTo 3aroTORNCHA Ha HpOEeKTe HOKYMEHTA, OTCYTCTBYET, TO
MIOKYMCHT  IIOAUMCHIBACT JIMLO, HCHONHAIONIEE €10 OBS3aHHOCTH, WIH €r0 3aMECcTUTCID. Ipu. stom
0053aTeNbHO YKa3hiBactca (DaKTHUECKad AOJKHOCTD IMIA, LOJMUCABINETO JOKYMEHT H €ro (aMuus
(McnparneHus MOXKHO BHECTH OT PYKM HIH MAIIMHONMCHBIM CTOCOOOM, Hampumep: "n.0.", 'zam"). He
AOIMYCKACTCA  [OAMHCHIBATE IOKYMEHTHl C Npeitorom "sa" WM IpocTaBieHueM KOCO 4EpTHl TIepes
HAUMEHOBAHHEM JI01KHOCTH, ot

Ipu monmucanun 1OKyMEHTa HECKONBKMME JOTKHOCTHBIMK THLAMH HX TOJNMCH PACIoNaraioT Ha
OAHOM YPOBHE IA OJHY MOL APYTOH B MOCJIEN0BATEIBHOCTH, COOTBETCTRYIOMICH 3aHAMAEMON OIKHOCTH.

Ilpu ionmicanny 10KyMeHTa HECKONBKUMI TUIAMMH, PaBHBIMU 110 AOMKHOCTH, HO MIPECTABIAIOLUMH
Pa3HBIC OPTaHbl, HOAIMACH PACTIONATAIOT HA OJHOM YPOBHE. N

TIBY moAuMCAHITI COBMECTIIOTO IOKyMEHTA IIepBBIii JIHCT 0QOPMISIOT He Ha GlIaHKe.

B lloKyMeHTaN, COCTaBIEHHBIX KOMHCCHEH, YKasbIBAIOT- HE AOMKHOCTH JHL, [OIUCHIBAIOMINX

~ AOKYMCHT, a UX 00s3alTHOCTH B COCTABE KOMHCCHH B COOTRETCTBHU ¢ paCiipe/ieicHHEM.
23.17. Cormacosanve MpoeKTa JOKYMEHTA I[POBOJHTCA npy  HeoOXOMMOCTH  OIEHKH

O0OCHOBAHHOCTH JIOKYMEHTA,.COOTBETCTBHS ET0 IIPABOBBIM AKTAM H paHee NPUHSATHIM PELIEHUSM.

[lpeacraBageMeic  Ha  HOMNHCH  JOKYMEHTHI BH3MPYIOTCS  MCTIONHHTENCM (OTBETCTBEHHEIM
UCHIOJIHUTENEM) M PYKOBOINMTENEM TMOJPA3NEIeHNs, [ TOTOBHICA MPOCKT JOKyMCHTa. ‘J{OKYMEHTBL,
COlepKallhe MOpYUeHUst PpabOTHUKAM OPrama MECTHOIO CAMOYNPABICHMS, HMH JOMKHBI - ObITh
3ABU3HPOBAHBL i )

- CoracoBanue AIpOeKTa JOKYMEHTa O(GOPMISETCH BH30H Ha DOKYMCHTE (BHYTPEHHEE COTJIACOBAHHE)
1M rpudoM cornacosanms (BHCIIHEE COTIIACOBAHME), .

Busa Bkmowaer B ce0i TOKHOCTH BHIMPYIOLIETO JOKYMEHT, JUYHYKO TIOANNCE, pacludpoBKy
"IOANHMCH (MHULMANLL, GavUng) | JaTy. '

HUTs mokyMeHTa, TOTMITHIK KOTOPOro OCTAETCA B OPIaHU3AIIAN, BHIHI [POCTABIIAIOT B HIKHEH gacTH
0DOPOTHOM CTOPOHbI IOCTEIHETO JKCTA IO THHHUKA A0KYMEHTA.

-

J7st 10KYMERTH, NOTTHEHAK KOTOPOTO OTIPABISEOT M3 GPTaHUZAMEH, BH3HI NPOCTABIAIOT B HIKHEH
© MaCTH JTHLEBOH CTOPOHRI KOIMH OTNPaBALeMoro aokymenta. JlomycKaeTes odopmIIeHHC BU3 JIOKYMEHTA Ha
OTREBHOM JTHCTE COINAcOBAHMS, TOTHCTHOC BUSHPOBAHIE OKYMCHTA H €10 NPHJIOKEHHA.,

3avedanns, ocoGble MHEHHs M IONOTHERHS K IPOEKTY JOKYMEHTA 0(hOPMIIAIOTCSA HA OTAENLHO
JIUCTC, TTOAHCLHIBAIOT W IIPHIArAOT K JOKYMENTY. )

Coriacopanue IIpocKTa AOKYMEHTA C OPraHAMH MeCTHOTO CaMOYTIPaBJICHUs! M OpPTaHU3allUAMH,
WHOTEPECH KOTOPBIX B HEM 3aTPardBalOTCs - BHCLIHEE COTIIACOBAHHC. .

Buewnee corsaconanne DoKkyMmeHTa odopMigercs rpHdpom COIJIACOBAHUS, KOTOPbIH BKIIOUYAET B
cebs coso COTJIACOBAHO, HanMmeHOBaEMe NOMKHOCTH JHLA, ¢ KOTOPBIM COINIACOBLIBAETCA NOKYMEHT
(BKIOUAS HAMMEHOBAHHE OPraHU3aLHH), TIHIHYIO TOANKCD, paciiGpoBKy MOAIHNCH (HHHHUAIOB, haMIIIAS)
d JIATy COIJIacoBaIs, ’

) Fpudsr  cornacosamuss Moryr pacmomaratecs Ha oTHenpHOM  “Jlucre cormacoBanms”, eciu
COICpKaHue HOKYMCHTA 3aTPArMBAeT MHTEPECHl HCCKONMBKHX opraHmsanui. Ha noxymenre aenaercs
or™merka "JIICT corTacosanus mpunaraeTes’”. .

2.3718. JIng saBepeHHs. COOTBETCTBHA KOTHHE TOKYMEHTa NMOJITMHHHNKY HWXe pexBusura "ITonmmen”
TIIPOCTABIAIOT 3ABEPHTE:LHYIO HALMHCE "BepHO", N0KHOCTS JIMNA, 3aBEPUBLIETO KOTIHIO, JIHYHYIO [IOAIHNCE,

. PACIIMPPOBKY MOALINCH. /ATy 3aBEpeHHS.

OTMETKA 0 3aREPEH M KOIHK YHOCTOBEPAETCS OTTHCKOM MEYATH OpraHa MCCTHOLO CAMOYIIpaBJIeHHs.

2.3.19. OTMerka 06 HCTIONHATENE JIOKYMEHTa HPOCTABISETCH B JEBOM HIDKHEM yrily JTHIEBOW MU
0BOPOTHOH CTOPOHBI MOCIEAHErO JIHCTA TO;UTHHHAKA JOKYMEHTA. ’ i

OrmMeTka BRIIOYACT HEUIMANIEL, PAMUIIHIO UCTIOTHTENS H HOMED €ro TeedoHa. )
Ha fioxyMeHTe, [TO/TTOTOBIEHHOM 110 IOPYHENHIO PYKOBOAKTEIIS TPYNINO HCIOTHUTENEH, B oTMeTKe 00
HCTIONHATEIIE YKA3biRaeTCs PAMUITHS OCHOBHOTO MCIIONHHTE.TS.

2.320. Otmerka 06 MCHONHEHMM JOKYMEHTa H HANPABACHUH €ro B €10 BKJIIOYAET B cels
CICAYIOMHE NAHHBIC: CCLUIKY HA JIATy M HOMEp TOKYMEHTa, CBMIETENBCTRYIOMETO O ero HCIONHEHHH, WK
TIPA OTCYTCTBUH TAKOIO JOKyMEHTa KpaTKHe cBeieHns 00 MCNONHEeHMH; ciora "B meno"; Homep jena, B

.KoTopoM Oymer xpanutbes AOKyMeHT. OrmeTka 06 MCTONHEHHH JOKYMEHTA H HalpaBJIeHAN €ro B N0
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UO/NUCLIBAETCA M NATHPYeTCA  MCNONHHICHCM IOKYMCHTA WIM  PYKOBOAMTENEM  CTPYKTYPHOIO
MOIPAINENEHHAS, B KOTOPOM HCITOITHEH JTOKYMEHT, .

2.3.21. OTvMeTKa O TMOCTYMACGHMM JAOKYMEHTa B Oprall  MECTHOTO CaMOYLPABIEHUs COUEPKHT

T O4EpeNoN MOPAAKOBLIA HOMEpP M JaTy MOCTYIUICHHA IDOKyMeHTa (IpH HCOOXOMUMOCTH - BpEMs
noctynenus). JIomy ckaeTes NPOCTABIATS OTMETKY O LOCTYHICHA JOKYMENTA B BHIS IITAMITA.

2.3.22. UpenTtuduxaropoM 3IEKTPOHHOM KOMHMH JOKYMEHTA SBIETCS OTMETKA (KOIOHTHTYI),
npocTaB;iicMad B IeBOM HIDKHEM YUy KaXKIOH CTPaHMITBT JOKYMEHTA H COojlepiKallas HauMeHORaH e daitna
Ha MalllMHHOM HOCHTeNe, JIaTy H JpyrHe MOMCKOBBIEC IaHHEIE, YCTAHABIHMBAaeMble B (ellepalbHOM OpraHe
HCTIOTTHUTEIBHON BAACTH.

2.4. QcohenHocTH HOATOTOBKH H Oq)OpMJICHI/lSl OTAC/bHbIX BHAOB JOKYMECHTOB ~

IlocraHoB/IeHHE, paCHOPSKEHIIE

2.4.1. TlocTaioBneHUS W pPacHOPsHKEHHA IJIaBbl aIMMHHCTPAlUM SBISIFOTCS MNMPaBOBBIMU aKTAMH
opraria MECTHOTO <CaMOYNPABIEHUS, DPEANH3YIOMUMH (opMy YIpaBlIeHHs Ha TEepPpUTOPUH CEJIBCKOIO
IIOCEJICHU H B IIpeJiesax KOMIICTeHINH , YCTAHOBJIEHHBIM 3aKOHOJATENBCTBOM |

IpoexTbl NMocTaHOBAEGHHH K PACIOPSIKEHHHE MOrYT BHOCHTBCH IJ1aBOH CenbCKOro IMOCETeHHUS,
JODKHOCTHBIMH  .IMI[AMH  AJIMHHUCTpallid,  OpraaMM  TEPPUTOPHAILHOrO  0OLIECTBEHHOTO
CaMOYIIPaBIIEHAS, HUPLMATHBHBIMHU TPYIIIIAMH, & Takoke opraHaMM rocyaapcTrennoif emactu PecnmyOnmku

" Bamkoproctad. [loarofoBka NPOEKTOB [OCTAHOBJIEHHHM M pPaclOpsKeHHMH I7IaBbl  aAMMUIHCTPAlUK
OCYLIECTRISETC B YCTAHOBIEHHbE CPOKH. [IPH 5TOM TIpe/BAPHTENBHO COIVIACOBBIBACTCS TIPOEKTHE
MOCTAHOBICHUH M pACHOPMKECHWH ¢ MO/IBEJOMCTRBEHHBIMU  OpraHM3alMIMH, 3aWHTEPECOBAHHBIMH B
PaccMOTPEHHH HAMEUAEMbIX BOTIPOCOB, a NPW HATHYHH ‘PA3HOTIACHH — NTPEICTABISIOT OJHOBPCMCHHO CO
CBOMMMU IIPEJUIOKEHIAMH 3AKITIOUSHIE STHX OPraHH3aIii HTH COOOINAIOT B CIPABKE HX MHEIWE .

2.4.2. TlocTanos:1eH}s riaBbl aIMUHICTPALHHA PHHUMAIOTCA BO UCIOTHEHHE YKa3d, PACIIOPSKEHUH
npesnfenTa Pecny0.mru ballKopTOCTaH, MHBIX HOPMATHBHREIX NPaBOBBIX aKTOB, & Takike 110 Hanbosiee
BAKHBIM  BOIPOCAM  XO3SHCTBEHHOIO, COLMANBHOIO. KYIbTYPHOrO, 3KOHOMHYECKOTO pA3BHTHA W
VIIpaBIeHuUS . )

ObeclieteHde KaueCTBCHHOW IIOATIOTOBKH IIPOEKTOB HOCTAHOBJIEHHH (pacnopgmennﬁ) 0 HX
COTTaCOBAE C 3aU1ITEPECOBAHHBIMY CTOPOHAMH BO3JIAraeTCs Ha PYKOBOUTENEH noApasaencHuit, KOTopsIe
TOTOBAT U BHOCST LIPOEKT.

KonTpoiib 3a npaBUIbHOCTBIO OGOPMIICHHUS [IPOCKTOB [IOCTAHOBJICHUH (PaclopsKCHIH) OCYIIECTBISET
VIPaRISAONIHH fenamu. -

2.4.3. [Tpoex1s! TOCTAHOBICHUH (PaCOPSKEHNN) i TIPHIIOKEHHS K HUM BH3HPYIOTCS HCTIOTHHTEIEM *

_ M PYKOBOAMTENEM [(107IPA3fCNICHHUs, BHECIUUMM IIPOEKT, PYKOBOUHMTENAMH 110/ipa3iefieHHH, KOTOPHIM B
MPOEKTE NMPeIyCMaTPHBAKOTCS 38JaHUS ¥ NOPYYeHN, a TAKXKe HOPUANIeCKOH ¢y XGbl (BU3HPYCT IIPOEKTDI
HOPMATHBHBIX ITPABOBLIN AKTOB). BO3paskeHUs 10 TIPOEKTY OCTAHOBNEHNUS (PACTIOPSDKEHNUS ), BOSHAKAIOTIHE
[IPH COTTIACOBAHUH, H3MATAIOTCS B CIIPABKE, KOTOPAs IPUIIAI'ACTCS K IPOCKTY.

Ecmm B mponecce coriiacoBaHWs B MPOEKT MOCTAHOBJIEHHA BHOCSTCS H3MEHEHU: anHuyxnyxaﬂbHoro
Xapakrepa. TO OH HOUIEXKUT HepelledaTKe i HOBTOPHOMY COTNIACOBAHUIO.

2.4.4. TlpoexrTi! TMOCTAHOBNEHAN (pACMOpSDKeHHH) liedararorcss Ha CTaHAAPTHHIX —Ornamkax
YCTAQHOBICHHOH (OpMBI U JOKJIAIBIBAIOTCS IS MOATIMCH TIPH HEOOXOJMMOCTH €O CIPABKOM, KoTOpas
JOIPKHA CONEPIKATb KPATKOe M3NOMEHME CYIW IIOCTAHOBICHMS (DACHIOPSIKEHHA) OOGOCHOBAaHHWE €ro
HEOBXOANMOCTH, 4 TIOKe CBENEHMA O TOM, HA OCHOBAHMM Yero MOATOTOBICI IPOCKT M ¢ KeM COIracoBaH.

- Jlatoit mocTaHORSIEHHs (PACTIOPSKEHUS) ABJIAEIC Ad1a €10 NOANUCAHUS. .

[TocTanoBnenust (PAcliOpsHKEHNS) HYMEPYIOTCS TOPSAKOBOH HyMepalHel. B Npeleiax KajleHAaploro

TOJIa; PACTIOPSDKEHsL TIO OCHOBHOM JIEATEIILHOCTH, 110 JIMIHOMY COCTABY HYMEPYIOTCS OT/ENBHO.

2.4.5. Konuu nocranopieHuil (pacropspkerinil) MM MX PasMHOMKEHHBIE JK3EMILISPHI 3aBEPSIOT
neyatsio M MOITHCLIBAETCA HCIIOJHUTENEM. ’ . .

2.4.6. [pu:iowenins K NOCTAHOBIETHAM H PACIOPSKEHUAM TIIABBI aAMUHUCTPAIIMH [TOIHCLIBACTC
YIPaB/AIOLIUMH J€TAMH -

2.4.7. Komny moCTAHOBICHUN ¥ PACHOPSDKCHHH IUIaBbl AIMHHHCTPALMK I0CIE HX TNOFIMCAHHS
PACCBUTAIOTCS  aApecaTaM HEeIlOCPECTBEHHO YIPABIAIONINMA JIENAMH , -3aWITEPECOBAHHBIM OpraHaM H
CTPYKTYPHBIM MOPA3/eNIeHUAM CENLCKOro IOCEICHAs  H-APYTHM OPraHU3aliaM COTTACcHO CITUCKY. '

2.4.8. TlocTaHOBIEHNS U PACTIOPSDKEHNS. 3aTPariRAIONINC TIpaBa . ¢B0OOIbI 1 0043aHHOCTH YEIOBEKa
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1 IPDKNAHMHA, YCTUIIAB. MBAIOMIUX TIPABOBON CTaryCc OpraHH3anuii OeXar. odurmansHoMy
00HAPOLOBAHHIO B 3,1aH 1K AJMUNHUCTDALMA B TCUeHHN 7 HeH 110CTe JIHsI UX TIOAIVCAHNSL.
2.4.9. IlocTanonieHue uMeer CIEAYIOUHE PEKBH3HTEL ’
Lepb cybpexta Pocemiickoit Deneparuu. .
Haumenoanue oprasa mectroro CaMOoyIpaBJIEHHS.
Haunmenosanve uga noxymenTa - fOCTAHOBJICHHE.
- Ilata 1 HOMep nocTanossICHNMS, Hata odopmnsercs CIIOBECHO-IIM(POBLIM CII0COGOM, HOMep COCTOHT U3
3Haka "N" i IOPSAAKOBOrO HOMEpa 1IOCTANOBICHHS.
3arooOBOK HOJKEN KPATKO M TOYHO OTpaXaTe COACPKAHUE TeKCTa MocTaHOBNEHUA.  Towka B KOHIE
- 3aroJioBKa HE CTaBUTCH. 3aroJIOBOK TeuaTaeTcd TO.TyKHPHBIM WPHHTOM yepes | MEXCTPOUHEBIH HHTEPBATL.
3aronoBOK X H0KyMeHTaM, odopMIIeHHBIM Ha Grankax ¢ TPOZIONIBHBIM PACIIONIOKEHHEM PEKBU3HTOB,
BBIDABHHUBAETCSA 10 LIEHTPY. .
Pacniopsxenus, kax mpaBrito, 3aronorKa He HMEIOT.

TEKCT OTACASCTCSH OT 3aT0T0BKA 2-3 MEKCTPOUHBIMH HHTEPBATAMH H TIEYATACTCS LIPUGTOM pasMepom

- N 14 yepes 1,5 unrepnana oT neroit IPAniubl TCKCTOROIO NMOJA M BLIPARHMBAETCS IO J€BOH M NPaBOif

IpaHALaM TeKCToBOro mons. IlepBas cTpoka ablana HaynHaeTes Ha paccrosiiuu 1,25'cM OT 7eBoit rpaHuIhl
TEKCTOBOTO ITOJISL. . : .

Teker  pacmopsuxerms  MokerT cocroaTs w3 2 wactei: KOHCTaTHpywweH  (IpeaMOyIEl) - u
pacnopsaan e sHol. -

B xoncratupyiomei wacTy KpaTko WINaraoTes melmd u 3a1a4d, (PaKTbl U COGBITHS, TIOCTYXKHBLIME
OCHOBAITHEM JUIA W3iaHMS PACTIOPDKEHISL. OHa MOKET HAUMHATHCS crnoBamu "B nensix', "Bo vcnomHenne" u
T.1.-Ecan pacmopsikenve mspaercs ma ocHomammu APYTOro MUOKYMEHTa, TO B KOHCTATHPYIOINEH dHacTH
YKA3BIBACTCA HAMMCHOBAHUE 3TOTO JIOKYMEHTA B DOAMICALHOM [AIeXe, ero aBTOp, Jara, HOMep H
3aroJIOBOK. '

. TpeamOyna B 1poeKTax pacmopsxenus 3aBCPLUACTCS CIIOBOM PaclopsizKa, KOFOpoe IICUATAETCS B
paspanky. ’

Pacmopsinrentuan yacTs nosmxHa COLCPXKATh NePCUUCIICHUE IPEIIUChIBAEMEBIX ACHCTBHI ¢ YKasaHIem
NCTIONTHUTONA KaXI0r0 N€HCTBUA M CPOKOB HCIIONHEHHS. Pacnopsuurenshas vacte MOXKET AeTHTHCS HA
TIYHKTBL U JOAMYNKTEL, KOTOPBIC HYMEpYyIOTCH apabeKumu undpamyt. JleficTRIA 0XHOPOIHOTO Xapaxrtepa
MOTYT GbITb TepeuicneHsl B OAHOM IyHKTe. B xauectse HCTIONHUTENEH YKa3bIBAIOTCA CTPYKTYPHbIC

" IONIPA3ACNEHHS MM KOHKPETHBIE AOJLKHOCTHBIC JMTA. [locieAnni 1LyHKT pacliopsanTens ol YacTh MOKeT
CONEPHKATE CBE/ICHHA O 110/IPA3NETCHHH MM AOMKHOCTHOM IHUS, Ha KOTOpOE BO3JIaraeTcsi KOHTPOJIb 3a
HCLOJHEHUEM PACTIOpsKCHHUST: ’ -

Eciin pacriopsiierie n3aMeHseT, OTMEHSET WM TOMOMHIET panee U3AaHHBI JOKYMEHT MIIM KaKHe-TO
CrO [IOIOKEHHS, TO ONMH H3 MYHKTOB PACIHOPSAMTENBHON YACTH TEKCTa JOJDKCH COJIEPHKATh CCBUIKY Ha
OTMCHSCMBIH JOKYMEHT (ITYHKT JOKYMEHTA) C VKazaHHUeM ero AaTel, HOMepa W 3aroJioBKa. Texcr myHKTa
AOIDKEH HATHHATRCH cl08aMHK "TIpu3HaTE yTpaTHBIIHM cHy...".

‘B pacnopskennn  He CRCOYCT BKIIOMATh HYHKT "PacmopsukeHue pomecTH 10 cpémenwms...".
Hoapasze:ienns (no:KocTHbIC JIMIA), JIO CBEJICHHUS KOTOPBIX I0BOTHTCS pacnopsxeHne, ICPEUMCITIOTCS B
YKa3aTeae pacChlIKH. KOTOPBIH HCIOJIHUTENE TOTOBHT BMECTE C TIPOEKTOM pacropspkeHus.

’ BH3BI BKMOWAIOT JOMKHOCTH BHBMPYIOLMY, JHYHbIC IOMUKCH, paciudpoBky ‘noamuceli u uary.
Ioanuch cocToMT U3 HAMMENOBAHHS AOMKHOCTH TYla, TMOMIMCABINEro NOKYMEHT, TWYHOH NOATHMCH H
pacmndposky nonucH (HHANUANEI, bamuimsn). .

Haumenopanne nomxnoctn neuaraercs ot mesoit TPaHULbl TCKCTOBOYO TOJIS, HHHLUATB! K (paMHUITHS -
OT 11PABOH MPAHUIB! TEKCTOBOrO HOJIS. . *

llocranoBNeHns (pacriopskeHHs) 0 ATHChIBAET PYKOBOJHTENL OPraHa MECTHOTO CaMOYTIpaBIICHUSI, a B

" ero oTcyTeTBME JHLO, €10 3AMEILAIOLICE. , }

Hpunoxenns «k pacuopsxenuio BH3UPYIOTCH  DYKOBOAMTEICM CTPYKTYPHOTO —IIOApa3eieHus,
TIOIOTOBWBINCIO NpoekT. [TPH HagMuHH HECKONBKHX MPHIIOXKEHMUIT, TIPHIOKEHNS HyMEpyIOTCSL. Brecenue
M3MCHEHUH B IIOJNNCARHELA TOCTAHOBIEHNE PACIIOPSIKEHHE, 3 TAKIKE B COrACOBAHH LI IpOEeKT TOKyMEHTA
HE JOIyCKaeTcs, )

2.4.10. CoBMecTHEIE PACTIOPAKEHUE MEYATATOTCS Ha CTAHZApTIRIX JMcTax Oymarn dopmata A4 (210 x
297 Mm). .

[Tpn oopmienin comecTaoro PACHOPSKEHUsI:
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HAUMCHOBAHHA OpraHoB MECTHOIO CaMOYIIPABICHHS paulonara}oTc;{ Ha OJIHOM YPOBHE;

HaMMEHOBAHNC BI/IA NOKYMEHTA - PACTIOPSIKEHHE - PACTIONATAETCS LIEHTPOBAHO;

AlaTa COBMECTHOrO PACTIOPSKEHHS - €INHAS, COOTRETCTRYET NaTe Hosee MO3aHeH 0/ UTHCH;

PETHCTPAMONHBIA HOMCP NOKYMEHTA. COCTABICHHOTO COBMECTHO JBYMS M Ooliee OpraHHu3aIHsIMH,
COCTOMT M3 PErHCTPALUOHIEIX HOMEPOB IOKYMEHTA KaX70# W3 3TUX Opranw3alii, HpOCTABISEMBIX Yepes
KOCYIO HEPTY B LIOPSLTKE YKA3aHUS aBTOPOB B TOKYMEIITC; ) )

TOAUNCH PYKOBOIRTE.ICH OPraHOB MECTHOTO CAMOYIIPABJIEHUS PACTIONArAOTCS HIFKe TEKCTA Ha OHOM
ypoBHe. . . .
T2, ITonoxkenue, upasuia, uHCprKumf .

2.5.1. loaoxenne npuHEMAaETCS B TOM CTyuae, €CTH B HEM YCTAHAB/IMBAIOTCS CHCTEMHO CB3AHHBIC
MeXTy COBOH MpaBUIIa TI0 BOMPOCAM, OTHECEHHBIM K KOMITETENTTHH OPI'AHOB MECTHOIO CaMOYIIPABJICHHSL.

B npaBunax ycranaiusarTes HOpRMET 1 Tp(f OBaHHs, 003aTeNIBHbIE /ISl BBIIOTHEHUS.
B uHCTpyKmmMu msmaraeTCs MOPANOK OCYMECTRIEHHS KaKOH-TNOO JesSTeThbHOCTH MW ITOPSITIOK
TPUMEHCHHS! LOTOKCHUI 3aKOHOAATCIBHBIX H HITHIX HODMATHUBHBIX aKTOR.
Honoxenus (rpapiiia, MHCTPYKIMK) OPUMEHSIOTCS KaK CAMOCTOATEILHBIC MPABOBEIC aKTbI, KOTOpBIC

- LIOANHCBIBAIOTCA PYKOBOAWTENEM, MM KaK aKThl, YTBEPHK/IREMBIE OPIaHAMH MECTHOTD CaMOYIIPaBACHMA;
yTRepicaenne opopmusercs B dopme rpuda YTBEPKICHHS WM yTeM W3TAHUS PACTIOPAAMTENLIONO
TOKYMEHTA 00 MX yTBepiICHUM. Permenme o mopsyike [PHUATHS MONOXEHH, MPABHI M MHCTPYKLMH
HaXOJWTCSA B BEAEHM M Opraiia MeCTHOIO CaMOyI1paBIeHHUS,

2.5.2. llops10K MOATOTOBKM LPOCKTA TIONOKEHHA (UPABUI, HHCTPYKIUIK) COOTBETCTBYET ob1emy
OPSIKY MOATOTORKI IPOCKTOB HOPMATHBHBIX aKTOB.

2.53. Texc1 npoexTa nonokeHus (IPaBil, HHCTPYKIMH) Medartacrcs Ha oGIIeM O1aHKe opraa
MECTIIOrO  camoynpasiaenns. Ecin  npoekT NONOKeHHs (TpaBuil, HHCTPYRUME) — YTBEPKLACTCS
PACTIOPSIUTENLHBIM JIOKYMEHTOM, TO HOJNIOKCHHE (paBuia, HHCTPYKINS) HEYATACTCs HA CTaHJapTIOM
nucete Oymaru popmata A4, . -

Texer wm3nmaraercs ot Tpcn,ero nHua SAUHCTBCHHOTO WM MHOMKECTBEHHOTO wmcna. B Tekcte
HCIIO.1B3YI0TCS CT0Ba: "nomken”, "cienyet”, "HeobxommMo", "sampeaetcs”, "l fomyckaercs ',

3aronoBOK K TGKCTY IMOJIOMKEHHS (HpclBI/IH HHCTPYKLIHK) OTBe4aeT Ha Bompoc "O dem?”; 3aroioBox K
MHCTPYKUMH, CONEpIKaIeH HOJKHOCTHHIE TpeboBaHusl M IOPSIOK MpoBejleHHs padoT (MOMKHOCTHas
MHCIPYKIHS), OTBEHacT Ha BOTIpoc "Koro?" (JlomKHOCTHAS HHCTPYKIHS [ABHOTO CIEHHATHCTA).

KoHcTaTupyiolme#t 4acThio 10103KeHNS (IPABIT, HHCTPYKIMH) clyXUT pazierr "O6imue nonoxerus', »
KOTOPOM yKa3bIBArO1Csl OCHOBAHMSA PaspabOTKH, OCHOBHOC Ha3HAUeHHe HOPMATHBHOTO aKTa H cdepa ero
PacnpoCcTpaHEH s, O'IBCTCTBEHHOCTE 3@ HAPYIIEHHE YCTAaHOBICHHBIX PABUIT ¥ TEXHOIOTH.

OCHOBHOH TeKCT TIONOKEHHs "(IIPaBHJI, WICTPYKIHH) MOMKCT JCIHTECS HA TNABBL MYHKTBl 1
MOIMYHKTHL [ 1aBh) A0KHEL UMETD HA3BAHHS.

['naBbI. HyMepyloTcs pPHMCKMMH Uu(paMH. vaepaum OYHKTOB M HOMIYHKTOB MPOH3BOIUTCH
apabckumy nubpan,

2.6. MpoTokon
2.6.1. IlpoTokon cocTapisicrcss Ha OCHOBAHWH 3amMCel, NMPOM3BECHHBIX BO BPeMs COBELAHUS
(3aceaHus), PEACTABIEHHBIX TC3UCOB JOKIAAOR M BBICTYILICHHI, CIIPAROK, MPOSKTOB PCLICHHUIA B Ap. =
2.6.2. B opranax MecTNOro caMOyHpaBJIeH sl IPOTOKOJIB! MOTYT H3AABATHLES B TTOJOMN HIM KPaTKOH
(opme, pr KOTOpOiT orryckaercs Xo4 00CYRKICHUS BOTIpoca M GUKCUPYETCs TONLKO TIPHHATOS 10 HEMY
peLeHue. *
2.6.3. TeKCT 1107THOTO HPOTOKOJIA, KAK LPABHIIO, COCTOUT U3 JBYX MACTCH: BBOJIION ¥ OCHOBHOI.

Bo BogHoO# wactu ykaszpiparoTes:

Ipencenatent wm [MpencenatenscTryromuii .

Cexperaph -

HpucyretBoBain (10AHEPKUBAETCA) - CHHCOK IIPUCYTCTBOBABINMX HIH *OTCHUIKA K MPHIAIACMOMY
CITHCKY MPUCYTCTBOBARUINK, €CITH HX KOJHYECTBO IPCBbIaeT 15 yeTonexk.

Beoamas wacth 3aKaHuMBACTCS TORECTKOH [HL -  NEPEYeHb PACCMATPHBACMBIX BOIPOCOB,
HEPCUHCIEHAEIX B HOPA/KC HX 3MATAMOCTH ¢ YKa3aHHEM JOKTAITHKA [0 KaXKXIOMY IIYHKTY IIOBECTKH JIHSL.
Kaxapiit Bonpoc mymepyercs apabekoli Lngpolt 1 ero nanMenosanue HaunHacTes ¢ mpesuora "O" ("06"),
KOTOPBIH MeUaTaeTcsl OT MPAHMILBI IEBOTO MO,

OCHOBHAS 4acTL NIPOTOKOJIA COCTONT U3 Pa3felon, COOTBETCTBYIOUIMX MyHKTaM [10BeCTKH HA. TekcT

- -
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K&K0T0 pasjiesia CTPORTCS MO CXEME:-

Crymany - Buicrymunu - [Toctanosunu (Perun:n). )

OCHOBHOE CosepiKanue TOKIAN0B i BBICTYIINICHUH HIOMEINAETCS B TEKCTe TIPATOKOIA HIIH IIpuiaraeTes
K HEMy, B NOCTeiHCM  Clydac feiaercd B TekcTe cHocka "Texer BBICTYIUICHUs. MpHiiaraercs’.

- Hocranosenue (pericnne) B Tekcre TIPOTOKOJIA IEHATACTCS IOTHOCTHIO; HPH HEOGXOAUMOCTH IPHBOLATCS
MTOTH TOJIOCOBAHUS. v )

Conepxanne 0co60oro MHEHHS, BEICKA3ANHOIO BO RpeMsl OOCY:KACHHS, 3alUCLIRACTCS B TEKCTe

TIPOTOKONA ITOCE COOTBCTCTBYFOLIETO MOCTAHOBECHHS (PETleHs), -

2.6.4. TeKCT KpATKOro HPOTOKOIA TAKKE COCTOUT H3 JIBYX HacTedl. Bo BROTHOM 4acTH YKa3bIBAIOTCS
VHHIHATEL M (aMHITHH  NIpeaCeaTeTbeTBYOIEro (Mpencenatens), a Takke JOIKHOCTH, HHUIHMATHL,
hamuum mun, mpucyTerBoBaBIIX Ha 3acelaHny.

“Croso "llpucyrcrsoBanu” euaraercs or ['PaHuIlBl (ICBOTO TIOJs, TIOAYEPKHUBACTCH, B KOHIE CJIOBA
CTaBUTCH  ABoeTOune. [lmxe yKaseiBalOTCS HAMMEHOBAHHS —HOTKHOCTLL, HHHIMATE 1 davMunuu
TIPHCYTCTBYOIUX. HauMeHoBaHAs NODKHOCTEH MOTYT yKa3bIBaThes 0GOGILEHIO.

MHOI'OCTPOUHBIC HAUMEHOBAHUS NOIKHOCTEI TIPUCYTCTBYIOMINX YKA3bIBAIOTCS YePes 1 MexcTpOdHLIH
WHTEPBAII. :

CIHCOK OT/ENSETCS OT OCHOBHOM YaCTH POTOKONA CIIIOMHOH YepTOi.

OgHOBHAY YacTh POTOKOMA BKMIOUYAET PaccMaTpUBACMBIC BONPOCH! W MPUHSTHIC [0 HEM DPCUICHHL.
Hanmenosanue Bonpoca mysmepyercs PHMCKOH 1mdpoit u mauunaerca ¢ mpeusora "O" ("O6"), neuataercs
LCHTPOBARO pasvepom ulpura N 15 M MoxuepkHBaeTcs OiHOM wYepTol Nmxke mocieiel crpokd. [log
" 9ePTON yKasBIBAIOTCSH (HAMEIHE AOCIKHOCTHBIX JIAIL, BBICTYNHBIIHX IIPU OOCYXKACHHH JAHHOI'O BOIPOCA.

DamuIiy neuaraloTes uepes | MeKCTPOUIbI UHTEpBA.

3aTeM yKkaspiBaeTes MPHASTOE 10 BOTPOCY PeLICHHE,

2.6.5. TIpOTOKON MOIIHCHIBAETCS npencenatensCrBYIONNAM HA 3aCelaHmyd U cekperapem. JlaTod
MPOTOKOJIA ABJILETCS RaTa 3aceAaHHUs.

IIpotokonmaM npucBaHBAIOTCS TOPAAKOBbIE HOMEpa B IpeelaX KajleHAApPIOTO Iojld OTASIBHO 10
K@IIOA  TPyNIe 1POTOKOIOB: NPOTOKOMBI 3aceianuii COBCTA, KOMUCCHH, [IpoTOKONBI  COBMECTHBIX
3aCENaHMH UMEIOT COCTABHBIC HOMepa, BKIIMAIONHE MOPSIKOBBIC HOMEpa NpPOTOKONOB OpraHu3ammii,
TIPUHUMEBIINX YYaCTHe B 3aCEIaHUH, i .

Homepa mocranonsieHnit (pemiennit), npuusTHX Ha 3aCCIaHMAX, COCTOAT M3 HOMEpa IPOTOKONA,

HOMEpa PaccMaTpHBAEMOTO BOMPOCA B LIOBECTKE JIHA H ITOPSAKOBOIO HOMEpa II.OCTaHO];J'IeH'I/ISI (pemenns) B
Ipejlenax Bompoca.

2.6.6. Kommi mpoTOKOIOR PH HEOGXOAUMOCTH PaccLLTaloTCs 3aHHTEPECOBAHHBIM OpPrany3aliaM 1
JOJDKHOCTHBIM JTHIIAM B COOTBETCTBHH C YKA3aTejleM DPAacChUIKH; yKa3aTelb COCTABIAET U MO/ MHUCHIBAET
OTBETCTBEHABIH MCNOJIHHTETh N0APA3/ENEHHs. TOTOBHBLIETO paccmoTpeHue Bompoca. Konnu MPOTOKOJIOB

- 3aBEPAIOTCA MEYATHIO OPLAHOB MECTHOTO CAMOYTTPaBICHHU .

[lpuusible peluenns TOBOEATCS 0O HCOONHUTETSH B BUAE BBIIMCOK H3 HPOTOKONOB, KOTOPBIC
ohopMisIOTes Ha COOTBETCTRYIOLICM OJIAHKE H 3aBEPSIOTCS MEYATHIO OpraHoOB MECTHOTO CaMOYIIpaBIeHH s,

2.6.7. [IpoTOKO1b1 IEYATAFOTCS HA CTaHAAPTHOM GJ1aHKe IPOTOKOa pasmepoM wmpudta N 14 mim Ha
ofeM O1anKe OpraHa MECTHOTO CAMOYITPABIEHUS (opmara A4 M UMEIOT CleTYIONIME PEeKBA3HTDL:

Hanmenoauuce nokymenTa - ciioeo [poTokon meuatactes OT TPAHAIET REPXHErO MO MPONUCHBIMK
OyKBAMH B PA3PAMIKY. 1JO:1y>KUPHBIM [IPHHTOM pasmepom N 17 1 BRIPABHHBAETCS 1O LEHTPY.

Bun 3acenamns, coeemanms - otmensercs ot TPENBIYIIETO  PEKBH3NTA 2  MEKCIPOUHBIMU
MHTEPBANAMHL, 1€YaTAETCs LOYKHPHEIM IMPHBTOM uepes | HHTEPBA U BLIDABHUBAETCS 110 [ICHTPY.

Mecto npoBenchus 3aceanus, COBEMAHNAS - YKa3bIBACTCS (zpu HEOOXOAMMOCTH) ¥ KOTO IIPOBOXHTCS

-COBCUIaHHE, BBIPABHHBACTCA MO LUEHTPY W OTAENACICS OT PEKBH3UTOB "jara" M "HOMep" HpoToKoJA
JTHHEHKOH. .

Hata u Homep mporokona. Jlata.opopmisercs CJIOBCCHO-ITH(POBLIM CIIOCOGOM M NevaTtaeTes uepes 2
MEXCTPOUHBIX HHTCPBANA HMOKE TIPEABIAYINEro pekBH3uTa. HoMep NUpoTokona mewaTaeTes apabCKUMH
nudpayy K COCTONT u3 3naka "N" U HOPAUKOBOTO HOMEpA [[POTOKO.IA. .

OcHoBITas YacTi, LPOTOKOIIA lleuaTaeTes 4epes 1,5 MeXCTPOUHEBIX MATEpBAA.

[onnuce omgenseres 0T TekcTa TpeMst MEKCTPOUHBIMU HHTEpBAJaMU M BIJIFOYACT HAMMEHOBAHHE
ACIANOCTA  JIMNA.  UPe/CEAATENFCTBOBABLICIO  HA 3acCHaniun - (COBEINANMH), ero JHYHOH MOAIIICH,
pacluuPOBKH MOANHCH (MHUUUATG] U (havmIms). .

HanMeHoBanme 10/DKHOCTH TMevaTaercs 0T 1eBON IPaHHIbl TEKCTOBOrO MONA uepe3 | MexCTpouHbLi
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VHTEPBAN ‘M TEHTPUPYCTCS OTHOCHTENBHO CaMOM  IJIMHHOM CTPOKH.

Pactmudposka nmojnmucn pacnionaraetcs wa yposHe nocrmeaneit CTPOKH HAMMCHOBAHMA JONKHOCTH C
npobenom Mexay niuuuaiaMu v Qammanei. Ilpu odopMieann pacmudpoOBKH TIOAIHCH, BKIFOUAOIeit
" TOJIBKO MHHIMAT MUMEHH U (haMHIHIO, upobeNt MexAy TOWKOH Mocie HHULHMANa UMCHH M (amiiHedl He
crapures. [locnennss 6yksa B paciHppoBKe OTPAHUIMBAETCS TIPABEIM [IOJEM.

2.6.8. Ilpu perreHnu~ IpaBOBLIX HOPMATMBHLIX BOMPOCOB Oprafbsl MEeCTHOI'O camoyTIpaBIeHus. B
Tpe/eNax cBOeH KOMIIETCHLUM H3/IAI0T MOCTAHOBIICHHS, KaK CAMOCTOSTEBHEIE JOKYMEHTH.

2.7. CnyxeGHble NUcbMa
2.7.1. CnymeOunle THCBMa [OTOBATCS KAK:

- OTBETHI O BBIO.IHEN MU H HCHOMHENHH TOPYYCHHUIL; -

COIIPOBOIMTENLHE HHUCHMA |}

OTBETHI Ha 3A1IPOCH ; :
- UHHIIMATUBHbIC MHCHMA. -

27.2. Cpoku TOATOTOBKH OTBETHBIX IHCEM YCTAHABIUBAIOTCS Pe3OIEOLHCH PYKOBOAUTENsST Ha
OCHOBAaHWH UMETOIIMXCsI CPOKOR UCIONHEHHSA TIOPYUEHUH, 3aMPOCOR HIIH 110 PCIIEHUIO aBTOPA PE3QTIONHH.

TekcTbl OTBETHLIX THCEM [TOIDKHB TOYHO COOTBETCTBOBATH IIOPYHEHMSM. 3aUKCUPOBAHHBIM B
Pe30TIOLME . PYKOBOIHTE NS, Cpokd LOATOTOBKH mmunamBme LIACEM OIPENIENMIOTCA PYKOBOJUTENSMHA
CTPYKTYPHBIX HOAPA:3ASEHHI.

2.7.3. Cnyxe0Onble NuChMa NIRHATAIOTCS Ha CTAHJAPTHLIX Ghankax dpopmata Ad wmu AS;

ITpn odopmncinn muceMa Ha IByx ¥ Oollee CTpaHHLAX BTOpas H INOCIEAYIOLEE CTPaHHIIE]
HYMEPYIOTCS O Cepe/iuHe BEPXHETO MO JIHCTa apadckuMu nudpamMu. -

CayxeOmoe mHCHMO  COCTABISETCA HA PYCCKOM S3LIKE. TeKCT CIyKeGHOro MHCHMa, Kak npaguiio,
IOJ/UKEH KacaThCss OMHOIO BOIPOCA MM HECKONBKUX BOIMPOCOB, €CJIH OHH B3aWMOCBS3aHBI H 6yL[VT
paccMaTpuBaTECA B OAHOM CTPYKTYPHOM, IOAPA3eIeNUH OPraHH3allnH-aapecara.

2.7.4. TeKcT 11MChMa M371a1acTcsl OT 3 JTMIA SAMHCTBEHHOIO 1MCTTa,

"Eenu nuenmo odopmieno Ha 6naHke MODKHOCTHOTO JHIA, TO €ro TcKCT Manaraetcs OT 1 jmna
CIUHCTBEHHOTO YKcsia: "nipormy...", "Hanpasisio.,." -

Texer mmcbMa, Kak TIPaBUIO, COCTOMT M3 ABYX uacTeil. B Tepsoil wacTi u3naraercs NpHYIAHA,
" OCHOBAHHE MWIH OGOCHOBAHME COCTABIICHHS IHCHMA, [PUBO/IATCA CCBUIKM HA JOKYMEHTRI, SBJIAIOLINEC
OCHOBaHHeM MOArOTOBKH TmucbMa. Bo Bropo# wacTn, HaunHaioielics ¢ abzana, LIOMEMAIOTCS BEIBOJEL
MPEUTOAKEHUA, IPOCLOBI, PEUIEHUS U T.1L. .

2735, Jlata nucema - Jata UPHHSTHA peluenus, 3adUKCHPOBAHHOTO B TEKCTe. Jartoit nucbMma
SBISIETCS] AATA €0 MOl HCAHUS. '
) 2.7.6. 06 HCIONNEHUH KAaKuX — MO0 JIOKYMEHTOB |, a TaKKE 110 OTIePaTHBHbLIM BOMpocaM paboTsl
AJMUIEHCTPAIMY , KaK NPABHIO TOTOBSTCS CITYKeOHbIE 3AIHCKH. i

2.7.7. Caymxeduble 3allUCKH HA MM [1ABBl AJMUHHUCTPALHH [EYATAIOTCS Ha CTaHJIAPTHBIX JIHCTAX
Oymaru B omHOM 3K3eMILTape. JlOKHOCTE, HHHIHATH | tba‘vimmu JHNA, KOTOPOMY a/IPecoBana ciIyxeGHas
38TIMCKA, YKA3hIBAETCS B JATCTLHOM NaIEKkKE.

2.7.8 .Texct cimy:kcOHOIT 3aIIMCKH HAUMHAETCS ¢ 0OpaINeH s K JIOJDKHOCTHOMY TTHILY.

2.7.9. Tlpn npeacrasnenny uudopmaiuu ( cIykeSHON 3amdcku ) 06 HCTIOJIHEHHH KAKOTO TU60
JIOKYMEHTa Hepefl oOpalIeHAEM K JOJKHOCTHOMY THIY AC.146TCH CChUTKA HA HOMCP H JaTy  9TOTO
JokyMenta. ChyxeGHas 3alHCKa TOQNMCHIBAETCS JIHLOM, KOTOPOMY ObITO TMOPYHYEHO HUCIOIHEHHE
JOKYMEHTA C yKazanueMm JaTsl . e

- 2

2.7.10. CnyxeGnbIc 3aTMCKM, BU3UPYETCS MCIONNHTENSME HA TOCIEAHCM JIHCTE JOKYMEHTa Ha
cBoGonHO# MoCAe Mo/ IMHeH HIKHEH ero YacTh. Busa BKMouaeT B cest MUY MOAHCH » (
¢ pacudporkoit ) u mary. K omyweSHoft samicke IPUIATAIOTCS TIOUTHHEMKM BCCX  JOKYMEIITOB,
OTPKEHHBIX B €€ COICP/AKANEU B XPOHOJIOTHYECKOH [IOCTEI0BATENLHOCTH.

2.7.11. Cnyaeduple 3anucKH Ha WM I71aBe AJIMUHHCTPAUEH, 0QOPMICHHEIE B COOTBETCTBMH C
NPEAbSBIACMBIMU  TPEGOBAHHAMY, TEPENAOTCS  YIPABIAOLICH — JefaMe s PEeTHCTPAIHM  HIIM
HOKNZALIBAIOTCA IJIaBe AIMHLHCTPALMN HCTIONHHTEIEM HCTIOCPEACTREHHO.,

2.7.12. IlpoexTn! TeMerpamm 34 HOAMKCHIO rIaBbl AJMHHACTPAIMH TICYATAIOTCS HA GIAHKE B ABYX
SK3EMIIAPAX 6e3 IipUMEHEHHS MPOW3RONBHEIX COKPAlUCHUI CJOB, €O BCEMM 3HAKAMH MpEIHIAHU,
IPEIOTamMH, corosamH. [Ipi 0TBeTe Ha MOCTYIHMBIIMIL JOKYMEHT B TEKCTE TEJETPAMMET JIAETCS CCHLIKA Ha
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€ro HOMep u Jaty. KollHa TeneTrpamMMbl BH3HPYCTCS  HCHOMHHTENeM.  [locne JIOAMHCH  TeserpamMma
- IEPEIacIes yIpasamomieH LeqaMu 1718 PErUCTPALUH i OTIIPABKH .

IIL. Oprauunzanus AOKYMEHT0000p0Ta H MCIOJIHEHUs JOKYMEHTOB
3.1. Ilpuem, yuer, 06paGoTka U pacnpenecHne MOCTYNAKNMHX T0KYMEHTOB

3.1.1. TocryuusHime  AOKYMEWTEI TPOXOJIST NEPBHYHYIO  00paGoTKy, MpefRAPHTENLHOC
PACCMOTPCHUE, PEITICTPAITHIO, PACCMOTPEHHE PYKOBOJCTBOM H AGCTABISIOTCS NCIIOTHUTENAM.

- CrynelHas KOPPECHIOIACHITHSA, TIOCTYIAIOWAS B AIMWNHCTPALHIO, a Takxke OOpanieHns Ipakaan
IPOXONAT [ICPBHYHYIO 06pabOTKY, NpEBAPHTENBLHOE DACCMOTPEHME, TPHHUMAIOTCH, YUMTBIBAIOTCA W
PETHCTPUPYIOTCA  YNDABIARmMMME  flelaMH.  [loCTYmuBUIMG — NOKYMEHTHI — pACHpefeisioTcs  Ha
PETUCTPHPYEMBIE M HEPETHCTPUPYEMEIE. .

3.1.2. He moanesxar perucTparyil CTaTHCTHIECKHE COOpHUKH , KHHTH , TTEpHOAMYECKHE H3TAHHA ,
TO3APABUTENLHBIE [IHCEMA W TENETPAMMSEI , OTKPBITKH , IIPHTIACHTENBHEIEC GUITEThI U APYTHE AAIOTHYHbIE
JNOKYMEHTHI . )

- 3.1.3. llpu BCKpLITHM KOHBEPTOB ITPOBEPSETCS MPABHILHOCTH ajpecopanus , oQopMACHHA ,
KOMIMIEKTHOCTEL U 11@7I0CTHOCTE AOKYMEHTOB, NMPHIOKEHUH K HHM, CBEpSIOTCA HOMEpPA JOKYMCHTOB C
HOMEPaMH . YKa3aHHbIX Ha KOHBepTax. HemlpaBuibHO ajpecoBaHHble W OGhOPMIEHHDIE, OLIMGOYHO

" BIOXEIHBIC TOKYMCHTEI NEPECHITAIOTCA 1O HABHAYEHNIO HITH BO3BPAILAIOTCA OTnpasuTeino. IIpu HegocTaue
JOKYMEHTOB ( OT/E/bHBIX JTMCTOB ) UK UPUJIOKEHHH K HHM COCTABNSIOTCS KT B TPEX SK3EeMILIIpaX, OJUH
13 KOTOPBIX OCTAaetes ¥ yNpaBiSIOWEro felaMu, APYroi — NpuoGIIaeTcs K MOCTYNHUBIICMY TOKYMEHTY,
TPETHH- NOCLLIAETCS OTMpasuTemo. KoHBEpTH! OT MOTYYeHHBIX JOKYMEHTOB e YHUUTOXKAIOTCS B TEX
CITY9astX, KOF/Ia TO.bKO 110 HEM MOXKHO YCTAHOBMTE aPEC OTIPABUTES , JATY H MONYYEHHA OKYMEHTOB.

3.1.4. TlakeTit ¢ momeTkoif « JIMUHO» HE BCKPBIBAIOTCS, HA HUX MPOCTABILAOTCS JaTa NOCTYIIEHUS U

" YUETHBIA HOMED, OHH YUATHIBAIOTCA 10 PEKBU3HTAM , YKA3AHHBIM N1a KOHBEpTe,

3.1.5. JIoKyMCHTBI PETHCTPHPYFOTCS B ETH HOCTYILICHUS ¢ 14 tacos. Ha IIEPBOM JIMCTE JOKYMEHTA B
TIPaBOM HHKHEM YIIIY TPOCTABIETCS PETMCTPALMOHHBIH TTAMI, I[d¢ YKA3BIBAIOT ouepentoif HoMep B
Upeflenax  KalcHAaproro roga M gatel. CryxeGHBIE [JOKYMEHTHI, TOTyYeHHble paGOTHHKAMH
TOApa3le/eHuH, MURYs YIDABACHHS JISIaMH, MOJIeKaT obS3aTebHON PCIUCTPAMK B YCTAaHOBJICHHOM
TIOP#KE. 3aPETHCTPHPOBAHHEIC Cl1yKeDHble TOKYMEHThI IIAPAaBILIOTCS 10 TIPUHAUIESKHOCTH.

3.1.6. IOKYMEHTBI JOCTARATIOTCS IO HA3HAUCIIHIO B J€HbL MX perucTpalng ¢ OTMETKOM B YUETHON
KapTOuKe MM 3KypHate, KOMy [epeyaH AOKYMEHT, OaThl M BPEMEHM CTO nepenaun .- CpouHas
KOPPCCIIOHACHUNS, TeNIETPAMMbI IEPEIAIOTCS HEMEICHHO MO PACILUCKY. -

3.1.7. TloctyruBiune JOKYMEHTH NEPENAIOTCH [JIaBe aamunuctpanuu B [7.00 yacor M cornacHo

TIOPYYEHHAM TIO pe3yJibTaTaM ux PaccMOTperys mepenarorest paboTHUKAM Ha Hemofinenue. |lopyueHue
BKJIOHAET (QAaMHIIMIO HCTIONHUICHA, TeKCT MOPYTeHWS, TOATUCH, LATY. JIOKYMEHTEL ¢ 110pYYEHHAMH,
TPeOYIOIUME ~ OTBeTa JOJDKHOCTHOMY THILY PAaCCMOTPEBIUEMY  JTOKYMEHT, CTABATCA Ha KOHTPOIIb.
HoKyMEHTEI MOIYT GLITE 3aperncTPHPOBANE TIOCHE PACCMOTPEHNS HX YIPAaBIAIOMINAMH JICIaMH .

3.1.8. Ecii nopyueHme Npe/InuckBacT UCTONHEHHE JOKYMCHTOR HECKOJIbKIIM 0TKHOCTHEIM JLaM,
TO NOATMHHKK JOKYMeNTa MePefaetcs HCOMHUTENO, YKA3aHHOMY B [OPYYeHRH NEPBBIM , YKa3aHHOMY B

" nopyuesun [ICPBEIM, A OCTAIBHBIM — KOIHH JOKYMEHTOB . . .

3.1.9. Cocrosnue paboTH ¢ NOKYMEHTaMH B aIMHHACTPALKHY ( Ha KOHTPOJIE , HCIIOIHEHO , CIIUCAHO
B J1e710 ) GUKCHPYETCs! y YHPABISIOLIEro IeIaMH. ’

3.1.10. Ilpuem obpammennii rpazkian , OCTYNAIOUTHX T0KYMEHTOR OCYIIecTEIseTes ¢ 9.00.

3.1.11. 3akousr PB u gpyrue axrsr  Oemepamskoro Cobpanus, Vkasbi Ipesuaenta PB,
TIOCTAHOB.IEHUA H pacHopsikeHNs Kabunera Murnctpos PB yunThiBaroTest B skypHalte yIpaBieHUs AeIaMH .

3.1.12. Tlpu yRoSmbHEHHW, yXOAc B OTTYCK, YOBITHH B KOMaHIIUPOBKY, B cly4ae Oo0Ie3HH
OTBETCTBENHEN! PaGOTHUK HO JIENOMPOM3BOACTBY ¢ DAa3spellleHHsl HEIOCPEACTBEHHOTO PYKOBOIETEL
nepeaacT ApyroMy paboTiMKy HAXOMSIIMECS Y HErO Ha HCIONHEHUH) IOKYMENTH, -

3.1.13. TlpeiipaputensHoe pacCMOTpEHHE DOKYMCHTOB MPOBOJHTCS C LENbIO  pachpesienenus
NOCTYMHBIIAX JOKYMEHTOB Ha TpeOyrolue 00s34TeIEHOTO PACCMOTPEHHs PYKQBOJICTBOM H HAIPABIsAEMBIC
HETIOCPEACTBCHHO B CTPYKTYPHBIE IIOAPA3AEHCHNAS M OTECTCTBEHHLIM HCITOTHUTEISNM.

ITpeBapuTensHoe paccMOTPEHHE OCYIECTRIAETCS HCXOMS M3 OLEHKH X CONMEPKAHNS, HA OCHOBAHUK
YCTAHOBIEHHOI'0 B OPIaHM3aLHY pacipesesieHus 00s3aHHOCTEH. i
Be3 npemsapuTenbHOro paccMOTPEHHS MepejaloTes 1Q Ha3HAYCHHIO JIOKYMEHTEL aJ[peCcOBaHHbIC
- HCMIOCPEACTBEHHO CTPYKTYPHEIM IIOAPa3ACTCHISIM HIH AO/KHOCTHBIM JTHIaM.
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3.1.14. 1o IMEHHK JOKYMEHTA, KOTOPBIH HCMOTHACTCA HECKOJIbKUMH CTPYKTYPHBIMU
MO/Pa3ACICHUAMH, MOAYYaeT OTBETCTBEHHBIH HCIONHATENb, OCTAIBHBIM MCILGAHUTENAM IIEPELAOTCH
- KOLIWH. .
3.1.15. llocTynuBIIKE TelerpaMMBl IPHHUMAIOTCS 110/ PACIIMCKY C MIPOCTABIENTHEM AT 1 BpEMEHH
IpHEMA, PEIUCTPUPYIOTCS, @ 3aTeM TIepeIaoTCs Ha PACCMOTpENe PYKOBOJCTBY M HCIIONHEHHE.
3.1.16. TekcT moctymuBieli TereOHOTpaMMBI 3aITHCHIBAETCS (TTeyaTaeTes) mojydaresieM Ha GraHke,
PETHCTPHPYETCS 1 OTIEPATHBHO [IEPEAETC PYKOBOIUTEIO, KOTOPOMY OHR 4;[pecOBaHa.
3.1.17. llpu nepesade u IpHeMe HAOKYMEHTOB [0 KaHaiaM (aKCHMHJIBHOH CBA3H HEOOXOIMMO
-~ PYKOBOJCTBOBATBCS CICAYIOLIUMH TPCOOBAHUAMU:
o0beM IepesaBaeMoro TOKyMeHTa (TeKCTa, CXeMBl, rpaduuccKoro H3o0pa)keHns), BHITOIICHHOTO Ha
G6ymare dopmara A4 HepHBIMJIBETOM, He NOIDKEH IPEBHIIATE 5 THCTOBR; -
LOKYMEHT M8 TIepeJaud Mo KaHaly (akCUMMIBHOW CBSI3H CHa€Tcs ¢ 3asBKOM YCTaHOBIECHHOTO
obpasua, OAMUCAHHON PYKOBOUTENEM 110pa3eNeHus. 3asBKH XpaHATCs B TEUCHHE OJHOTO roja;
OTBETCTBEHHOCTE 3a coOJAepamnHe IepelaBaeMoid MHGOpPMALMU BO31aracTcs Ha HKCIOJHHUTENS,
TTOATOTORMRITIETO JIOKYMEHT X Mepeaaye, ¥ pyKOBOIHTENA COOTBETCTBYIOMEro MOApasIeTeHus;
- haKCOTPAMMBI 1A MHOCTPAHHBIX S36IKAX OTTIPABITAIOTCS MPH HANNYIHY TIePeBOIa, 3aBEPEHHOTO-THLIOM,
[IOONHCABILUM (PAKCOIPAMMY; .
3aMpCIIACTes [ICPEIABATh TEKCT JOKYMEHTOB ¢ moMeTKot "I ¢1y:)ebHOro NoNs30Banns ",
- NOANEKAmEH fepe/iaue TOKYMEHT perucTpupyercs. [loUIMHHMKM AOKYMEHTOB IOCIE Nepeaadd
BO3BPAIIAOTCS UCIIO.THUTENAM ¢ OTMETKOH O BpeMEHH OTIIPABKH; '
HOCTYIHBIIKHE (HAKCOTPaMMBl PETHCTPHPYIOTCS, 1llePelaloTes afpecaTaM IIOJ PAclMCKy B JEHL HMX
TIpHEMA, CPOHIIBIE - HEMETTEHHO;
TIOCTYIUBIIAH Rejed 3a axcorpamMMoil MO THHHHK ‘IOK}MEHTa HanpaBiseTcs B COOTBETCTBYIOLIEE .
NOAPA3ACTICHHE-HCHOIHUTE b
(hakcorpaMmBbl 113 HHOCTPAHHBIX A3bIKaX JOCTaBIsIIOTCS aapecaTy 6e3 nepeBoJja.
KoHTpoab 3a HCIOMB3OBaHMEM (AKCHUMMIBHON TEXHMKH, YCTAHOBJIEHHOH B NOApA3NeNeHHsX,
OCYITIECTRISETCS X PYKOBOXMTEIAMI. :
3.1.18. JloxkyMeHTBI B ODJIEKTPOHHOM BHJIC TNPOXOMST TPHEM, PETHCTPALMIO, IpelBapUTCIBHOE
PaccCMOTpEeHHE, pACCMOTPEHHE PYKOBOICTBOM M TOCTABIAIOTCS HCIONHHTEINAM.

3.2. Opranmzanug o6padoTKH H NepeJadH OTHPABIAEMBIX J10KYMEHTOB

3.2.1. JToxkymerrtnl, OTIpaBiIsieMble OpraHOM MECTHOTO CaMOYIIpaBIeHHs, NepeAaroTcs MOYTOBOM U
INMEKTPUYECKOH CBSA3LEO. .

3.2.2. OGpaborxa HOKYMCHTOB [l OTIPABKH MOYTOBOH CBS3BIO OCYLIECTBIIIET YIPaBIAIOMUH
“Ie;TAMK B COOTBETCTBHH ¢ AeHCTBYIOIMUMHE [IpaBusiamyl OKka3aHus yCIyT IOYTOBOH CBA3K. -

C moMOLIBpIO CPENCTB HJICKTPUYECKOH CBA3M YHPAB/LSIIOLMI IejlaMu OCYLIECTBIser Iepenady
TeaerpaMm, pakcorpamy, TeaedOHOrpaMM, AMEKTPOHHBIX JOKYMEHT .

3.2.3. Mecro perucrpagnu JOKYMEHTa OIPEAENICHO PEeKBU3UTaMHU ONaHKOB , HAa KOTOPBIX OHH.
ACUATAIOTCS . o

3.2.4. Ecim jlokyMeHT mevaraeTcs He Ha GIIalke, To Cro JaTa, HCXOMIMMH HOMEp MPOCTaBIAI0TCS
HUXKE ITOANNCH Ha JIeBOM YIIIY JIMCTA . Hommcg 3aBepseTca MeUaThio .

3.2.5. Ecnu A0KYMCHT TIOAJICKAT BO3BPATY , TO Ha EPBOH cTpaHULIE TOKyMEHTa BepxHel ero vactu ,
TIPOCTARMIACTCS IITaMI « [10IIIeKHUT BO3BPATY ». ’ '

3.2.6. llpu oripaBke NOKYMEHTOB C MOPYYSHMSIMH , aJpECOBAHHBIMH HECKONBKHM JOKHOCTHBIM
IUIAM , TOMIMHHHK JOpYYEHHs W JOKYMEHTA HAIPABIIAIOTCA JOIDKHOCTHOMY JIHMIy , YKA3aHHOMY B
[IOPYYEHHH TIEPBbIM . APYTUM — KOIHUHU .

JIOKYMEHTBI  OTTIPABISIIOTCS  aJpccaTaM B 3aBHCHMOCTH OT CPOYHOCTH BX jocTaBku. CTeneHb
CPOUHOCTH JIOCTABKHM HOKYMEHTA OIpelenseTcs pyKoBoaurcaeM . JokyMeHTH! ¢ moMeTkol « CpodHO »
_JIOCTaBIAIOTCS afpecaram B NEPBYIO Oepeab .

3.2.7. Ha oTnpaIseMBIX IakeTax (KpOME aapecoB) YKa3hIBAIOTC HOMepa BIOWEHHAIX JOKYMCHTOB,
JloKyMeuThl, HamparssieMble 10 AOMALTHHEM aJpecaM, OTIPABIAIOTCS Yepe3 TOUTOBOC OTACICHHUE CBS3H.
HenpaBuisio oopMIeHHBE [T OTTIPABKH JOKYMEHTHl BO3BDAILLAIOTCA MCIIOJHHTENEM Ha NOPaGOTKY.
JloKyMeHTbI HeenykcOHOTO XapaKTepa K OTfpaBKke He IprHMMaioTcs. OOpaboTKa M OTTpaBKa MCXOMALIMX
JMIOKYMEHTOR mpousgoutest ¢ 9.00 go 13.00 wacos . ’ -
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3.2.8. JloKyMeHTBI JUTSE OTNpPABKH  TlepeJaroTes HOTHOCTBIO oopMIICHHBIMH,
3apervCTPUPOBAHHLIMH C YKA3aHHEM [OYTOBOTO ajpeca. HoMepa TenehOHA/ICKTPOHIIONO anpeca HiA ¢
YKa3aHweM Ha pacChilky.

3.2.97 JlokymerThL n0ANeKalHe OTAPABKE, AOTKIET 06PadATHIBATLCT | OTIIPABIATLCS B ICHB HX

- HOAIHCAIHS HITH He 11034Hee CIIeYIOLIEro padouero j1Hs.

3.2.10. locpigxa notd 3aMena pasoCNalHOTO panee HOKYMEHTA OCYLIECTBASETCS M0 YKa3aHHUIO JHIa,
MOAMACABLIETO TIOKYMEHT, .

3.3. ITopsioK OPOX0KIEHHSI BHY IDCHHHX JOKYMEHTOB

3.3.1. IlpoxoxieHne BHYTPEHHHX JOKYMEHTOB HA 3Tanax MX NOJITOTORKM W O(hOPMICHHS LOLKHO
COOTBETCTBOBATH TPOXOKIEHHIO OTHPABIAEMBIX JIOKYMEHTOB, d Ha HTAe WCTIONHEHHS - TOCTYIAMIINX
JOKYMEHTOB, ] -

3.3.2. IlpockTpl pacrmopsmUTeNbHBIX LOKYMEHTOB TOCHE TONIOTOBKH H  COTNACOBAHUS ¢
3AMHTEPECOBANNBIME [TOAPA3CICHIAMI U AOTKHOCTHEIME THIAME IIEPEAALOTCS “YIPABNAIONTM [IeTaMH,

* KOTOPBIH OCYINECTB 1€ KOHTPOJIL 3@ MPABHIBHOCTHIO UX 0(OPMIICHUS. .
OdopmiieHHbIe TOKYMEHTHI IePeJaloTes Ha LOAIUCH PYKOBOACTBY B COOTBETCTRHM C LIPABOM TIOAIICH
AOKYMEHTOB 1 pacnpejeienuem obssannoctell. [Tocne moimucanus ZOKYMEHTHI PETHCTPUPYIOTCS.

3.33. PasMuoXCHHBIE OJK3EMIUTAPH TOAMHCAHHBIX PYKOBOMMTENSAMH U 3apeTHCTPHPOBAHHBIX
PACIIOPHUMTENLHEIX TOKYMEHTOR B 0BS3aTE.I5HOM IOPS/IKE PACCHITAIOTCS B CTPYKEYPHBIE [IOAPa3JCICHUS, B |
BCICHHHI KOTOPBIX HAXOJATCH PACCMATPHBACMBIC BOTIPOCH.

3.3.4. lfepe;rida JOKYMENTOB MEXTY CTPYKTYPHBIMH [101Pa3AeCHAAME OCYINECTRIAETCS Yepes Il
OTBETCTBCHHbIX 32 BeJleHUe JSNTOTPON3BOICTBA B KOHKPCTHOM CTPYKTYPHOM MOAPa3AEIIEHUM.

1Y. ITonckoBas cHeTeMa 0 AOKYMEHTAM
4.1. Perscrpaunust TOKYMeHTOB

4.1.1. OcHOBOH MOCTPOCHNS MOHCKOBBIX CHUCTEM SIBJISCICS PETHCTpAliMs JOKYMEHTOB - 3aIliCh
YUETHBIX [JaHHBIX O JOKYMEHTE IO _yCTZHOBJEHHOH (opme, (ukcupyiomas ¢axkr ero cosjiaHus,
OTHPaBIEH S H.IH IOy YCHUSL.

4.1.2. Perucipanuy mojuTekaT Bee JOKYMEHTBL. TpeOyIOIIne ydera, HCTOIHEHHs M HCTIOMB30BAHMAS B
CIPaBOYHBIX ICIAX. .

PerncTpupytoTes JOKYMCITBI, IOCTYIMAIOIIHE W3 APYTHX OPraHm3aiuii U OT GpU3IHUeCKHX JHI, a TAaKKe
" cO37aBacMBbIe - BHYTPEHITHE U OTIIPABISIEMBIE. :
JIOKYMEHTBI PerucTpUPYIOTCS HE3aBHCHMO OT Crocoba MX 0CTABKM, IIepeadl HTH CO3TAHMS.

4.1.3. JOKyMCHTELI PETHCTPUPYEOTCS OJWH pas: HOCTYHAIOLIAC - B A€Hb IIOCTYINICHHS, CO31aBaeMbIe -
B JICHB, MONITHCAHMUsL MM yTBepxAcHH. [IpH ncpenade JTOKyMeHTa M3 OJHOIO IOIAPA3AC/ICHUS B APYroe
HOBBIH PErHCTPaHOH bl HOMCP Ha JOKYMEHTE, KaK MpaBHIT0. HE MPOCTABISETCS. ©

4.1.4. Perucipauus JOKYMEHTOB IPOU3BOAMTICIH B NpedeNaX TPYMI, B 3aBHCHMOCTH OT HA3BAHHS

" BHJA JIOKYMEIITa, aBTOPA I COJCPHKAHIIA. Hanpumcep, oTRensno perucTpupyroTes JOKYMEHTEL, HOCTYTHBIIHE
u3  Ilpautenscra  Poccwiickolt  Qeaepanun, npuxasbl  pyKoBoguTens  he/lepalbHOro  OpraHa
HCNOJHUTCILHOH RNacTH 1O OCHOBHOMN AESTENLHOCTH, PHKA3LI [0 JIMYHOMY COCTaBy, C: ryxedHas
HEpeNnncKa, obpareHus rpaxiaH. .

4.1.5. Peructpanus MOCTYMAKOINMX, BHYTPEHHHX N OTIPABIMCMEIX JOKYMEHTOB TPOH3BOAUTCA B
MECTaX MCHONHEHHs ¥ CO3NAHHA JOKYMEHTOE. JIOKYMEHTRL, Moyuetnble w3 TpapuTensersa Poccmiickoi
Denepanyn, Anmunncrpaunn Ilpesnnenta Poccniickoit ®Destepaumu, mocrynaiomue Ha paccMoTpeHuHe
PYKOBOAMTENS (heIeparbHOro OpraHa MCHOJHUTETBHOR BIACTH M €r0 3aMECTHTENEHN, PACTIOPSAMTEIbHBIE
JIOKYMEHTBl M HEPCINCKA 32 TOJMHCHIO PYKOBOAWTEN ()e/IePaNbHOTO OPraHa HCMOTHUTEILHON BIAcTH,

. [IPOTOKOJTBT ¥ pEUIEH sl KOJUIETHalbHBIX OPraHOB PErUCTpUpytoTes B ciyx6e JJOV.

JIOKYMEHTbI, CO3TABAEMBIC 10 HANPABNEHMSIM JEATENBHOCTH (IeNEPANBHOTO Oprafa HCTONHHTENBHOR
BJIACTH, MOT'YT PETHCIPUPOBATLCA B CTPYKTYPHbIX TOAPa3JCHSHHAX.

JOKyMCHTEI, Nepe/laBaeMble WITH IIPHHIMAEMBIE 110 KaHalaMm (HaKCHMUIBHOM CBSI3H, PErMCTPUPYIOTCS B
cryxGe JIOV W B cTPYKTYPHBIX 110APA3ICIEHHSX, OCYLICCTBIIONIAX HX IIPHEM M miepeaty.

4.1.6. JlokyMCHTBI pErHCTPHPYIOTCS - TPAJHIIHONHBIX IIH 3JI€KTPOHHBIX Kaploqxa‘( AKypHalax.

4.1.7. PerucrpamjoHHBI HOMEpP AOKYMEHTA COCTONT U3 TOPSIKOBOTO HOMEDPA, KOTOPBIH, HCXOM U3
MHQOPMALUOHHBIX L0TpebHOCTel (eaepaibHOrO OpraHa HCIONHHTETBHON BIACTH, MOXET AOMOJHATHCS
OYKBEHHBIM HIH IH(OPOBGIM HHASKCOM CTPYKTYPHOIO HOXpPa3feNeHus, HHACKCOM Jela M0 HOMEHKIATYpe
JI€Z1, KOJOM HOKYMEHTa 110 ﬁnaccnclmxampy KOpPPECNOHAEHTOB, HcnonHuTeNned u ap. CocTaBHBIE YacTH
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PErUCTPAIMOHHOI0 HOMCpa OTHENSIOTCS JAPYyr OT JIpyra KOcoi 4epToif. -

4.1.8. Jlms co3jauus IOUCKOBBIX CUCTEM H JOCTHIKEHU HHOOPMAIMOHHON COBMECTHMOCTH
PETHCTPAIMOHHBIX JIAHHBIX YCTAHABIMBACTCA CHEYIOLIUMH COCTAB OCHOBHBIX PEKBU3UTOB PErUCTPALIHH:

- HAUMEHOBAHHE OPraHU3aLUH (aBTOPA WM KOPPECTIOHACHTA); - .
HAUMEHOBaHUC BUJA JOKYMCHTA;
Jata U PperucTpallionubil HOMep TOKYMenTa; -
- Jjlata N UHJEKC NOCTYIUIeHUS; -
3aroJIOBOK K TEKCTY (KPaTKOE CONCPKAHHE TOKYMEHTa);
pesononus (HCI10JTHUTENE, COASP)KAHME MOPYUCHHS, aBTOP, JaTa);
CPOK HCIIONHEHHUS JIOKYMEHTa;
OTMETKa 00 HCNOTHEeHHHN JOKYMEHTA 1 HAlIPABIICHHH eTo B JIE710. -
CocTas OCHOBHBLIX PCKBU3MTOB PETMCTPAllHH B 3aBHCHMOCTH OT XapaxTepa JOKyMeHTa H 3ajad
" UCOONL30BANUA HILYOPMATHH MOJKCT AOMOJIBATHCS APYTUMU PEKBH3HTAMH:
rpu¢ (OTMETKa) OTPaHHHEHHS JIOCTYNIA K AOKYMEHTY;
BHYTPEHHSS Ilepeapecanusi JOKYMEeHTOB [0 HCIOIHHTEIAM;
KOJ{ 110 TEMATHUCCKOMY KJIaCCHDUKATOPY; g
KIIFOUEBBIC CIIOBA;
KOJIMYECTBO JTUCTOB NOKYMEHTa;
HaJyIH4ie MPUIOKEeH Hit;
" DOIDKHOCTHOE JIHLO, TOCTaBUBIIEE ,[[OKVMeHT Ha KOHTPOJTE;
MIPOMEKYTOUHBIC CPOKU UCIIOJIHCHUS, -
[ICPEHOC CPOKOB HCIIOTHCHHUS;
CPOK XpaHEHHs TOKYMEHTa;
CTaTyc AOKyMeHTa (MPOEKT, BEPCHsL);
BU Tlepelavuy TOKyMeHnTa (Mo4ToH, haKcoM U T./1.) U AP.

4.19. Perucrpauds JOKYMEHTOB-OTBETOB ocyiecTrnsercs B PK® WHUIMATHBHLIX JOKYMCHTOB.

JIOKYMEHTY-OTBETY 11pUCBAUBAETCS HOPAIKOBBIA HOMEp B [IPe/Ie;1aX COOTBETCTBYIOMIErO PETHCTPAIIMOHHOTO -
_ MaccuBa. o
Y. KOHTPOJIb UCHOJHEHUA JOKYMEHTA

5.1. KoHrpoib HCOONHCHMS HOKYMEHTOB BKIFOYACT IIOCTAHOBKY MOKYMEHTa Ha KOHTPOID,
PEL'Y;IMpOBAHME X0ja HCIHONNCHHSA, CHSITHE HCIOJHEHHOIO [OKYMEHTa ¢ KOHTDOJS, HAIPaBJICHHE
HCIIOJTHEHHOTO JOKYMeHTa B [e70, ydeT, oDoOlleHHe M aHaiM3 Xoja H pe3yJbTaTOB HCIHOIHEHHS
JIOKYMEHTOR, HHDOPMHUPOBAHHUE PYKOBOAUTENEH O COCTOSHHH HCTIOTHEHHS JOKYMEHTOB.

_llpu noctaHoBke NOKYMEHTa Ha KOHTPOJS B IIPABOM BEPXHEM IOJIE NOKYMEHTA CTABHTCA OTMETKA O
KOHTpoOJIe, KoTopyto 0bo3HavaoT Oykeoi "K" min ciioBom (mrammoM) "KorTpons'. )
5.2. KoHTpo:p ¥ HOPOBEPKY MCIIOJNHEHMS IOCTAHOBJICHHH , DPAaCHOPsIKEHHH ., MOPYYEHHH IJIABBI
. QIMHHUCTPAIMH OCVIIECTBIISET YHPaBITIOMEM AenaMu. Bompoc o mocTaHOBKE MOKYMCHTA Ha KOHTPOIE (
€CIM OH He Ompeielied B JIOKYMEHTe ) pemraeTcs [JIaBoH AjaMmuHHMCTpauuu. KOHTpomo mojmexar
JOKYMCHTbI U 1IOPYHeHHS , TpeOyrollue JoKaa 00 UX HCIIOTHEHUH.

5.3, OpraEu3aniio KOHTPO:IA 33 MCIIOTHEHHEM OCTAHOBNEHMH, PACTIOPHKEHHUH, MOPYUEHHA [JIABDI
aIMUHMCTPALNY OCY IHECTBIBICT YIIPABIAIOMIUI JenamMu, KOTOPETH 00ecneunBaeT : |

- y4€T OCTallOBIICHNH . pacIIOPsYKEHMH , TOPYYEHUH [N1aBbl AAMHHHCTPALUY,

- ¢Gop u 06padoTKy mocTynatouie# HHPOPMAIHA O XOJC UX BBIIOIHEHUS ;

- UPC/ICTABICHUC UCIOJHHUTEIM CIPABOK O BBIIOJHCHHU.HW CHATHU C KOHTPOJS MIU NPOICHHH
CPOKOB JCIOTHEHWs TIOPYYeHHH , CONEPHAMMXCA B [OCTAHOBJICHHAX , DPACUIOPSIKEHMAX TIABEI
QJMMHUCTPALIHH , & TAK)KE NOPyYCHUI K APYTHUM TOKyMEHTaM ; .

- JIOJTOTOBKY COOTBETCTBYIOUICH MH(pOpMALMH O COCTOSHHM HMCIIONHEHUS TOCTaHOBIEHUA |,
PAcCIOpsiKEHUH , TOPYYeHIH TTIaBbl AAMHUHHCTPAINH .

5.4. TTocTaHORJICHHUSL, PACHIOPSUKEH YS!, TOPYIEHHS TJIABB! aZIMHHACTPAIIHA HCHOJHAKTCS B yKa3aHHBIE
cpokH. CpoK HCIOIHEeHMs, €CIIH OH JIe ONPEACICH B IOKYMEHTE , yCTAHABIUBASTCS B OUH MeCHI[ UM 1O
COINAcOBAHUIO C [u1aBoll  agMuHHCTpamuH. CpPOKM  HCIOJIEHWS  TMOPYHEHHH, cojepKammxcs B
OCTAHOBMCHUAX H DACITOPAKCHUAX I71aBbl AIMAHUCTPALNM UCUHMCISIOTCS B KAlGHIAPHLIK JHAX €O JHS

- BCTYIUTEHHS HX B CHIly . [[opyieHus THABBI aAMHMIMCTPAITIH , COJepKalllie B TeKCTe ykazaHHs « CpodHo »
HCTIOTHSIOTCS B 3-11eBliblil CPOK , 2 TpeOyIolLMe AOMNOJHATENEHOTO U3yYeHHs OCTABICHHBIX BOIPOCOB - B
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teqennu 10 gywmeit . B 10-7HEBHBIE  CPOK  WCTIONHSIOTCS IOPYYeHHS , COAEPKALIHE B TEKCTE
yKasanue « Onepatusion. -
5.5. O xose @ pe3ynpTatax BBIMOTHEHHS IOPYYEHMil, BISTHIX HA KOHTpO'II; HpeNCTaBIsAETCS

“coryneGHAs 3aIMCKa 33 TONITUCHI0 IOIKHOCTHOMO JIMIA. KOTOpOMY OBINO HAHO OPYYEHUE
OTCYTCTBHE - LA HCILO HALIETO ero 00A3aHHOCTH , WM K€ TOKNAIbIBACTCS JTHLOM YCTHO.

5.6. CiyxcOnble 3amucku ( NOKNAZbl ) O XOAE K PE3YNbTATaX HCTOMHENHs TOCTAHOBIEHHH |
PACTIOPSKEHMH, TOpYYeHNH TIABBl ATMUHUCTPAIHE NEPEIAITCS YUPABIIAIOIIEMY AeNaMK /U1 HOKIa1a
riase aIMUEUCTPAIUIH .

5.7. Pemreuse o CHSTHM ¢ KOHTPONS ¥ MPONJEHHH CPOKOE HCIIONHEHHS TOCTAHOBJIEHHI,
PaCMIOPKEHHH , HOPYUE¢HUH TTABRI aZIMAHHICTPAHY IPUHEMAET [JIaBa a)AMUHHCTPALHH.

5.8. JIoKyMeNThl ¢ MOpYYESHUSIMH CHHUMAIOTICS € KOHTPOIS M CIIHCBIBAIOTCH « B €70 » AHLOM
JaBIMM nopyuenne. Ilopyuchne cauracres HCHOJIHEHHBIM , SCITH TIPE/ICTABICHHAS 3AMMKCKA O BHITOTHEIHN
IpellyCMOTPEHHBIX B HCM 3afaHHit IpHHATA U [0 HEMY HE JaHBI JTOMONHHUTEIbHBIC MopydcHus. Ecmu 06
HCIIONHENHH TOJOKEHO YCTHO , IHIO , AOTOKHBIIEE 00 HCIONHEHIH JJOKYMEHTa YKa3blBaeT , KOIAa H KOMY
JIO;TOEHO . HANpaB.sIeT JOKYMEHT « Bmemo » . crasur nomuch u gaty. Mcmondenuse u odopmiieHHbIe
IIOI\yMeHTbI MEPEeNalOICs YIPABIAIOEMY JETaMH . .

5.9. Ha 3accIanusx, COBEILAHUAX M JAPYTUX MEPOHPHATHSIX TMaBOH aMAHUCTPAIlMH MoryT OBbITh
JAaHBl JOJDKHOCTHBIM JIMIIAM YCTHLIE TIOpYHYEHHS. DTH MOpyUYeHHst GUKCHPYIOTCS B, IPOTOKOJE U TOANIEKAT
- KOHTPOJTIO. .

5.10. VYnpapouounm# jgenaMe  ICPHOAMYCCKM IIPCACIABISET HA WMs IJIABBl  aMUHUCTPALUHU
uHGOPMAIIMIO 0 XO0A¢ ¥ pe3yIbTaTax HCIIONHEHHST KOHTPOIHPYEMBIX JOKYMEHTOB.

5.11. CHsrble ¢ KOHTpOJS JOKYMEHTH (OPMHPYIOTCS B OTACHbHBIC 7leja B COOTBETCTBHHU C
HOMCHRIATYPOH M HuXOJIATCS Ha XPAHEHHH JI0 TIepefiad B apXHB . .

, a4 B €ero

V1. Opranuzanns padoTsl ¢ JOKYMEeHTAMH B I€JTONPOH3BOJICTRE
6.1. CocTaBiaeHHEe HOMCHKJIATYP JCJI -

6.1.1. Homenkrarypa ien sIBIACTCS YUETHBIM JOKYMEHTOM B JCNONPOH3BOJICTBE , OTPa’kaeT CPOKH
XpaHenus je1. HomeHknarypa nes1 mpeaHa3HadeHa AN FPYIIHPOBKH HCIONHCIHBIX JOKYMEHTOB B Jena,
CHCTCMATH3AIMKI W YHeTa Jiell, ONPe/esielidsd CPOKOB HX XpaHeHHs H SBISETCS OCHOBOM [JIsI COCTABICHUS
ortvcelf AN MOCTOSHHOrO M BpeMeHHoro (cBhute 10 geT) XpaHeHHs, a TakKe M1 yueTa A€l BPeMEHHOTo
(70 10 7eT BKIFOYHICALHO) XPAHCHAS

6.1.2. HoMetkraTypa JIest COCTaBIsIeTes! YIPABISIOMNAM JelldaMH , COMTACOBBIBAETCS ¢ FOCAPXHBOM ,
YTBEPXKAAETCS TIIAR0OH A IMUHUCTPAIINH . ‘

6.1.3. ®opmuposadue 1 oopMIEHHE 81 OCYMECTBISIOT HEIOCPEACTBEHHO UCIIOMHATEIH.

6.1.4. Tlpu hopyupoBannH e HEOOXOAUMO CODII0AATh CIEAYIONNE TPEOOBAHHUS

- IpYIMUPOBATH JeNa OIHOTO KaJICHIaPHOTO Toja , 32 HCKITIOYEHHE EPEXOISIIETO;

- IOKYMEHTBI [IOCTOSTHHOT'O M BPeMEHHOTO XpaHeHUs IPYIIIUPYIOTCA B OTACIBHBIE [efa.

. CBozHAA HOMCHKJIATYDA /€l B KOHIC KDKIOIO rofid, yTOUHSETCs, yTBEPHK/IACICS U BBOOMTCA B
fciicTRIe ¢ ] AHBApH CIle/IYIOMEro KaleHAapHOTo TojIa. ,

6.1.5. CBozanast HOMEHKJATYpa el COCTABLIETCS M COTJIACOBBIBAETCS 3aHOBO B CIydae KOPEHHBIX
" M3MEHEHHUH QYHKILMIT K CTPYKTYPH! OpraHa MECTHOTO CaMOYPABIIEHMS.

6.1.6. HaspamilaMp  pas;enoB  IOMEHKNATYphl [ell  SBISIOTCS — Ha3BaHHA  CIPYKTYPHBIX
nospaseieHnit. B crouHOl HOMEHKIATYpPE AEN Pa3jensl pacoNaraloTcs B COOTRETCTRAM C yTBep>r<;[eHHou
CTPYKTYpOif opraa MeCTHOTO CaMOYIPaBIICHHU. d

6.1.7. B HOMeHKIATYpy ZOen BKIIOUAIOTCS 3ar0JOBKH JET, OTPaXKafollHe BCe JOKYMEHTHpYEMbIE
YHacTKH paboTel oprana MeCTHOIO CaMOYIIPABIICHHS.

B HOMEHKIIaTYpY Jle:l He BKIIOYAIOTCS HEPHOTHYECKHE W3/IaHusl.
6.1.8.  T'padnt noMeuknaTyp Aest 3amoHIIoTC CleayIomuM 00pazoM.
B rpade 1 HOMEHKIATYpPBl A€J HPOCTABIAIOTCS MHJIEKCHl KAXKAOro Aena,  BKIIOYESHHOTO B
HOMenKaTypy. Mnjiexe j1ea COCTOUT U3 yCTAHOBJIEHHOTO B OPraHe MECTHOTO caMOyIpaBieHus Hudposoro
" 0003HAYEHUS CTPYKTYPHOTO IIOAPa3feNeHnus W MOPS/IKOBOTO HOMEpa 3aroNioBKa jcia {10 HOMEHKIAType B
npefienax cTpYKTYpHOTro mofpasfencHus. Uugexcesl nei oGosHayatotest apabGekumu udpamn. Hanpumep:
12-05, roe 12 - oGozHaveHne CTPyKTYpHOTO Toapasferenns, 05 - NOPSAKOBEIH OMEp 3arojloBKa Jefa Io

HOMCHKatType. .

B HOMeHKIaTYpe e PEKOMEHAYEeTCS COXPAHsTh OAMHAKOBbIC HHAEKCHI AJd OAHOPOAHBIX O€T1 B
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TpEeIeNaX pasHblX CTPYKTYPHBIX TOApasfelNeHMl; sl HePeXOmIIuX Jen MHeKC COXpaHseTcs.

B rpady 2 HOMeHKIATYPEI De BKIIIOUAIOTCS 3aTOMOBKH 1/ (TOMOB, HacTcH). .

3arofoBoK Aema NOIDKeH HETKO, B 060BIMEHHON (OpMe “0Tpakarh OCHOBHOE COJIEpaAHME H COCTaB
JIOKYMEHTOB Jiea. .

Ecnu acino 6y1eT cOCTOATH M3 HECKOJIBKHMX TOMOB MM YacTel, TO COCTaBsiercss oGLuuil 3arol0BOK
Jena, a 3aTeM TpH HeOGXOJMMOCTH COCTABISIOTCS 3aTONORKH. KOKIOIO TOMa (4acTH). yTOYHSIOMME
COZICpHAHNE 3ar0I0BKA LA,

3arosnoBok HpHHO)KCHHH K feny, cOpPMHPOBAHHOLO B OTACHbLHLIA TOM, JIOJDKEH COOTBETCTBOBATH
3aroJIoBKy MOMEIICHHOTO B 3TOT TOM JIOKYMEHTA. .

[lopsiox  pacnono)keHHsT 3arofOBKOB I BHYTPH Pa3/iciloB W IO/Ipa3fieNloB HOMEHKIATYPEl el
ONpPCHENSAETCS CTENEHBIO BAKHOCTH HOKYMEHTOB, COCTABISIIOUIMX Jleld, W WX B3aHMOCBA3bI0. B Hayane
pacIoaraioTes 3ar0;10BKU A€, COAEPKALMX OPralH3alHOHHO-PacOPIIUTE THHYIO JOKYMCHTAIIUIO,

3aro;I0BKH ACT MOTYT YTOUHATECA B npoliecce (opMHPORATIHS U 0QOPMIIEHA el

B rpade 3 ykasnizaetest cpox XpaHeHHMs e, HOMepa CTaTeli 110 EPeUHIO, a HPH ¢ro OTCYTCTBUH - 110

- TATIOBOH M/ IPAMEPHOHR HOMEHKIAType Ael HIH coracoBayHbl ¢ LlenTpannnoi 9KCIIEPTHO-TIPOBEPOTHON
komuccuell denepanbHOI0 apXUBHOIO areHTCTBA CPOK XPAHEHHS. .

B rpade 4 "Ilpumcuanme" ykasplBaloTcs Ha3BaHHE TepedHell JOKYMEHTOB, MCIIOJb30BAHHBIX IIPH
OIIPECICICHUN CPOKOB XPaHERHs JeN, NMPOCTABIIAIOTCS OTMETKHM O 3aBEACHHHU JEN, O MCPCXOMAUIMX [eiax
(nanpuMep, nmepexordmee ¢ 2004 T.), 0 BBIASACHUH JCH K YHUUITOXKEHHIO, O JIALAX, OTBETCTBEHHBIX 34
dopMEpoBaHme mei, O nepenade [em B APYToi  (eNepankHbL OpraH HCIONHWTENbHOH BIacTH AN

- IPOAOIKEHHUS U JIP.

6.19. Eciu B Tevenue roja BO3HHKAIOT HOBBIC TOKYMEGHTHPOBAHHBIE YUAaCTKM pabOTHI,
HENpeayCMOTPEHHbIC 1C.1a, OHU AOMOMHUTEIBHO BHOCSTCS B HOMEHKIATYpPY. JI;Is BHOBD 3aBOMMMBIX I€N B
KaXIOM paszc/ie HOMENKIATYPhl OCTABJISIOTCS pe3epBHBIE HOMEPA. :

6.1.10. TTo oxoHYaHMH TOJa B KOHIE HOMEHKIATYPb AN ACJIACTCS UTOr0OBas 3alUCh O KOJIMYECTBE
3aBEACHHBIX JeN (TOMOR). .

6.2. ®opmupoBanue H oopMICHHE j1e -

6.2.1. Qopmiponanye meN - IPYNNMPOBKA HCIIONHEHHBIX JOKYMEHIOB B ,uena B COOTBETCTBHU C
HOMEHKJIATYPOH jleJl ¥ cucTeMaTH3alus JOKYMEHTOB BHYTPH /CITA.

- 6.2.2. lena GopMUpyIOTCs, KaK MPaBHIIO, IELEHTPATH30BAHO, T.€. B CTPYKTYPHBIX IOAPa3eEHHIX.

6.2.3. KonTpont 3a mpaBuibHBIM (POPMHPOBAHUEM [I€)1 OCYILECTBIACT YITPABNSIONIHI JAeIaMH.

6.2.4. TIpu $opmupoBaHHH JeN HCOOXOAHMO COGMOAATEL CeNyIommue oOmye Mpapiia; TOMENATh B
A0 TONBKO HCIONHEHNBIE JOKYMEHTEL, B COOTBETCTBHH C 3ar0JIOBKaMH [l M0 HOMEHKIAType;
IPYIIAPOBATE B AeT0 JOKYMEHTRI OJHOIO KaICHIAPHOTO Iojd, 3a HCKITHOUEHHMEM MEPEXOMAIIHX el
Pa3feNIbHO TPYIIMPOBATEL B Jlc/ia JOKYMCHTEI OCTOSIHHOTO M BPEMEHHEIX CPOKOB XPAHEHUs; HIOMEIETh B
" Jlena KCEePOKOIMUH akcorpamm, Tene(bOHorpaM\Ibl Ha O0LUMX OCHOBAHUAX; B JIENO He JIOJDKHBI IOMENIaThes
JOKYMEHTEI, TOJJIeIKALYEe BO3BPATY, rmLHHHe 9K3EMIUIIPE], YEPHOBUKH; [0 OOBEMY HENO0 HE NOJDKHO
npeRbimaTs 250 nuctos. [Ipy HANHYMM B Jlejie HECKOJNBKHX TOMOB (YacTedf) HoMep (HHIeKe) H 3arofoBoK
ZielTa 1IPOCTaB/IfIOTCs Ha KaXKAOM ToMe ¢ nobGapnerueM "17 1", "1. 2" u T.11.

6.2.5. JIOKyMEHTBl BHYIDH iCia PACHOJIATalOTCS CBEPXY BIH3 B XPOHOIOTHYECKOH, BOTIPOCHO-
JIOTHYECKOH IIOCIEH0BATEIBIIOCTH HITH HX COYCTAHUH.

Pacmiopsiipenniibie IOKYMEHTBI TPYNIUPYIOTCS B jAeNa 10 BUIAM U XPOHOJOTHH ¢ OTHOCSIIUMHCS K
HUM [PHIOKEHUSIMH. ‘

Ecnu umeercss JOKyMeHT O CHSTHU ¢ KOHTPOJSI HECKOIbKHX aKTOB, NOJUIMTHIX B- pasHbie JEna, TO
CleyeT MOMIUTh HCOOXOAMMOEC KOJIMHUCCTBO KOUHMH 3TOO JOKYMEHTA B COOTBETCTBYIOMIEE Jena ¢

" yKa3aHHeM HOMEpA JIeTa, B KOTOPOM TO/IIHT MOTHHEHK 3TOTO TOKYMEHTA. o

JIOKYMEHTbI KOUICTHM TPYNIIMPYIOTCS B JIBA JI€Na: MIPOTOKONE! ¥ PEMIEHNsS KOJUTETHI, TOKYMEHTLI K
3aceqanysM KOJUIErHH, ) ;

Ilonoxenusa, WHCTPYKIHH, YTBCPKACHHBIC — PACIIOPSNUTENBEHBIMH  JIOKYMEHTAMH,  SABISFOTCS
IIPWIOKEHHAMHE K HIM I TPYNITHPYEOTCS BMECTE C YKA3aHHBIMHU JOKYMEHTAMH.

_ PacTiopakeHns HO OCHOBHOM ACSTENBHOCTH IPYIIAPYIOTCS OTAEILHO OT PACHIOPSDKCHMH 110 IHTHOMY
CcOCTaBy. ' .

TIporokonel B nene pacrionaraoTes B xpOHonoqueCKOM TIOPSIAIKE 110 HOM€pd\/l HoxyMeHTHBl K

IPOTOKONAM, CTPYNIIIUPOBAHHbIE B OT/ICIBHEIC eNa, CHCTeMATH3UPYIOTCS TT0 HOMePaM IIPOTOKOJIOB.
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VTBEPAKACHHBIC  ILUIAHBI,  OTYETbL.  CMETHI, TUMMTHL, TATYNBHBIC CIUCKH U APYTUE DOKYMCHTHI

- TPYIIHUPYIOTCS OTAC 1LIO OT IPOEKTOB.

JIOKYMEHTBI B NUYHBIX Je/aX PACTIONATAIOTCS 110 Mepe HX HOCTYTLTCHUS.

lpewiokenns, saspicliud U OKAIOOb TPAXIAH 1[0  BOTPOCAM paboTLl  opraHa MECTHOTO
CaMOYLPABICHUS M BCC JOKYMEHTBl 110 HX PAcCMOTDERMIO H WCIONHEHHIO TPYNIMPYIOTCS OTIACIBHO <OT
3aABICHHH IPAXAAH 110 THIHLIM BOIIPOCAM. -

[Tepemcka rpynnupyeTes, Kak TMPaBANP, 34 NCPHOA KAIECHAZPHOrO TOIa M CHCICMATH3MPYSTCS B
XPOHOJIOIHHECKOH 110CEH0BATENLHOCTH; JOKYMCHT-OTRET MOMEIACTCH 33 JOKYMEHTOM- 3anpocoM. [lpu
BO3OOHOBJICHWH TEPCLUICKH 110 OTIPENETIeHHOMY BOTIPOCY, HAUaBlIeics B TIPeABLTYIIEM TOAY, JTOKYMEHTBL
BKIIFOHAJOTCA B JIET10 [CKYITEr0 IOMA ¢ YKa3aHHEM WHASKCA Ueia IPCAbITYIero roja.

6.2.6. Odopynenue Jiena - MOATOTOBKA Aesa K Xpanenuro, OQopMiIcHHe: Ae1a BKTIOYAET B ceBs

- KOMILICKC paboT 1o OUHCAHMIO Jena Ha OGI0XKKe, DPOUITOPOBKE, HYMEpAlWH JHCEOB H COCTABIICHHIO
34BCPUTEIILHON HAIIHCH. .

6.2.7. B 3aBHCUMOCTH OT CPOKOB XPAHEHHS IIPOBOANTCS TIONHOE MIH 4aCTHUHOE o(OPMIEHHE Iel.,
HonHomy OhOPMIIEHIK) TIOATIENXAT Aela MOCTOSHHOTO, BpeMeHHOro (cspnme 10 JeT) XpaHeHHSA H 110
oMy coctasy. [lomioe odopMmienne nena NpeycMaTpUBaeT: oopMIeHNE PEKBUHTOB O0I0KKH Aena
110 YCTAHOBJICHHON (popMe; HYMEPALMIO JTUCTOR B Jelie; COCTABICHHE THCTA-3aBEPUTENS IC/4; COCTABICHHUE
B HEOOXOMMMBIX CTy+asX BHYTPCHHER OMMCH JOKYMEHTOB j1ea | TOMIMBKY HIIH NEPETLIET JIeTa; BHECCHHE
HEOOXOAMMBIX YTOUHCHHI B PEKBH3HTHI 00100KKH Jle:1a.

6.2.8 Obnoxka uen HOCTOSHHOTO, BpemeHHoro (cBbime 10 Jet)-u mo JIMYHOMY COCTaBY HMEeT
CICHYIOIIME PEKBU3MTLI | HAMMEHOBAHKE YUPEKICHHUS , HIKE B CePEAMHE — HHJEKC JIefla B COOTBETCTBHIA C
HOMEHKIATYPOH , 3aTrONIOBOK AeNia , HOMCP TOM4 , JIaTa [ela , apXUBHBL midp Aena, BHA3Y B cepemdﬂe -
KOJIMYECTRO JIUCTOR , CPOK XPAHCHHUA . .

PeKBHINTHI, MpoCTABASICMbIE Ha 0GT0KKE Aena. 0GOPMISIOTCS CIEAYIOIMM 00patoM: TaHMEHOBaHHe
OpraHa MECTHOI'0 CaMOYIPABICHHS yKa3blBaelCs MOTHOCTHIO, B MMCHMUTENLHOM Halexe, ¢ YKa3aHHeM
OPUUHATIEHO TIPHHATOTO COKPALIEHHOIO HAUMCHOBANHA, KOTOPOE yKA3bIBAETCA B CKOBKAX, IOCHIE TIOMHOIO
HAUMCHOBAHUS, HAHMEHOBAHUC CTPYKTYPHOTO MOJAPA3JCICHUS - 3allUCHIBACTCS HASBAHHMC CTPYKTYPHOTO
"UIOMIPA3NENEHHST B COOTBCTCTBHE C YTBEPHKIIEHHOH CTPYKTYpOIi; HOMED JCJTa, - MIPOCTABIAETCA ubpoBOe
obo3Hadenme (MHMEKE) ae1a 110 HOMEHKCIATYDE JIE; 3aroI0BOK ACTA - IEPEHOCHTCS 13 HOMCHKJIATYPHI Je,
coryacosanoi ¢ DIIK apxuBnoro oTmena; nata Aefa - yKa3biBaeTcst rof(bl) 3aBCICHIS i OKOHUAHMS A€Na B
AeronpoussoicTse. JIaToH lell, COACPXKAIIMX DPACIOPSANTENBHYIO JOKYMEHTALMIO, a TaKKe JUid Jell,
COCTOSLIMX M3 HECKONBKHX TOMOB (YacTei ), ABISIOTCS KpaiiHe HatThl JOKyMCHTOB JlefIa, T.€. JaThl (dHcIo,
MECHIL, FOA) PerMCTPALIM (COCTABJIEHUS) CAMOTO PAHHETO U CAMOTO MO3/IHETO JOKYMEHTOB, BKIIOYCHHBIX B
Aeno. Jlatoit mpuaoikenis x jieny, chopMHPOBaHHOMY B OTJIETIBHBIA TOM, SBAETCA JaTa PErHCTPALHH
OCHOBHOI0 JOKYMCHTa, MPHIOKEHHE K KOTOPOMY IIOMEILIEHO B 3TOT TOM. Hpn 9TOM, HHCIO H roj
0603HaYI0TCA apabeKkHMy THhpaMH, Ha3BaHUe Mecsld THLICTCA TOJHOCTHIO CIIOBAMM,

6.2.9. llena, nojieskaniie nepefade Ha rocXpaneiine, A0JIKHbl GLITh othopMIiieHb! B COOIBSILTBI/H/I [
rocaoy . Odopmnenne nen [IPOBOANTCA  YNPABIAIOLAM LCaMH  COBMECTHO ¢ OK. JloxymenTsl
NEPENAIOTCS B apXMBHEI OTACH TI0 OMKCAM | yTBepx)acHHbIM SITK Yipasienus mo fenam apXuBoR mpu
Kabuuere Munncrpor Pecny6nukn BamxopToc TaH .

B uensx obecrieueHus COXPAHHOCTH M 3aKPEIUIEHHS HODSIKA  PACTIONOKCHUA IOKYMCHIOB,
BKMIOUCHHBIX B IEI0, BCE €TO JIUCTEI, KPOME NICTA 3aBePUTEs M BUYTPEHHEH OnuCH, HyMepyioTes. JICTE
_ HYMEpPYIOTCH MPOCTLIM KAPAaHAAIIOM CBEPXY BHU3, U(PHI NPOCTABIAIOTCS B npaBO\A BEPXHEM YTy JIHCTA.

Jlser Gonpmioro Gpopmara, MOAITATEINA 38 OIMH Kpail, HyMCPYETCS Kax OJIUH JIUCT B [iPABOM BCPXHEM
yray. .

JlOKyMeHTBbl ¢ cOGCTBEHHOM HyMmepalMeil JIHCTOB, B TOM YHCTe NeYaTHBIE H3jaHisi HyMepyloTcs B
ob1eM-TopaIKe. .

JlucTer A€, COCTOANMX U3 HECKOTBKHX TOMOB HJIH YacTeH, HyMEPYIOTCs 110 Kak/A0My TOMY HiTH YacTH

_ OTAEJNBIIO. .

dororpaguu, uepTENH, THATPAMMBI M APYIHE HILTIOCTPATHBHBIE H CTIeOU(UUSCKUE JOKYMEHTHL,
TIPEACTABNAIONUE CAMOCTOATE/IBHBIA JIMCT B jeNle, HYMEPYIOTCA Ha 00OPOTHOM CTOPOKE B JIEBOM BEpXHEM
yriy. . -

Ilomumrsie B Neio KOHBEPTH! C BIOKEHHSMU HYMEPYIOTCS: CHAYANA KOHBEPT, 4 3aTEM OYCPENHBIM
HOMEPOM KaXKIO€ BJIOKESHUE B KOHBEPTE.

[TpunoxeHust « pcily, TMOCTYIHBINHE B nepenzete, 0pOpMIFIOTCA KaK CaMOCTOATC/ILHBI TOM U
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HYMEpYIOTCA OTACNBHO. .

Ilocne 3aBepiieliust HYMEpaMH JIACTOB  COCTABJLICTCH 3apepHUTESbHAY  HAANUCh, KOTOpasg
pacnonaraeTcsl B KOHUC fena. 3aBepuTelbHAs Haanuch COCTABIsIeTcs B Jejle Ha OTICIBEHOM nHcTe-
3apepuTCie JeNd. B 3aRepUTEbHON HalIvCcK mEdpaMi M TPOIMCHIO YKA3BIBACTCH KOJIMIECTBO JUCTOR B
JIAHHOM Je:1e, 0COOCHHOCTH OTAEIBHEBIX HOKYMCHTOB (depTexit, pororpadHir, PUCYHKH 1 T.IL).

3amepHTelIbHAs HAMIHCh MOMIMCLIBACTCA - CE COCTAaBUTENIeM ¢ YKAa3aHMeM paclipoRKy MOIIUCH,
JODKHOCTH M JaTel cocrapieHms. KOMMYecTBO JIMCTOR B JIE1€ IpoCTaBIsIeTCs Ha OOIOKKE ‘Aena B
COOTBETCTBHM C UTOTOBOH HAAITICHIO. i .
i PexBu3uT "cpok xpaHeHus Aena” epPeHOCHTCS Ha 0BIOKKY J€Na U3 COOTBETCTBYIOMEH HOMCHKIATYPEL
JeJ1 TIOCC CBEPKH CI'0 CO CPOKOM XPaHEHMS, yKa3aHHEIM B niepetHe. THIOBBIX goxymefnoé KM B TIEPEUHE
JOKYMEHTOB, 00pa3yOLIMXCs B IEATCABHOCTH (peAepATLHOTO OPraHa, ¢ YKa3aHKeM CPOKOB XPAHEHHS.

[Ha n¢ax MoCTOSHNOTO XpaneHUst NHIISTCA: "X paHUTH IOCTOAHHO". .

ApxuBHeii mmdp jena (CoCTOMT H3 HOMEpa Jonja, HoMEpa OTHCH ¥ HOMEpa Acila Mo ONHCH) Ha
OBIOKKAX e HOCTOSIHHOTO XPAaHEHUs 1IPOCTABNAETCS B apXuBe (enepaibHOTO Opraga UCHOMITH TETHHOM
BJIACTH UepHBIMH UePHHIAMI TONBKO HOCHE BKIIOYCHHA JIUX JIGT B FONOBEIC PA3JENbl CRONHBIX OLMCEH,
yrBepxkiecHHpX  OLIK  cOOTBETCTBYIOMIETO ¢enepatbHOTO  apXuBa (mo »TOTO OH MHPOCTABIACTCA
KapaHaamoM). . .

Ha oGNOKKAX /e TOCTORHHOTO XDAHCHAS NPSAyCMalpuBacTCs Mecto U HaUMEHOBAHKS
(enepanbHOro apxXuBa, B KOTOpBI OyayT TepedasaTeCs ACHd, KOIOB denepagbHOIO  apxuBa M
(eiepalbHOro opraHa HCTIOHUTETBHON BiacTd 10 OBmMEPOCCHICKOMY KraccH(pHKaTOpy TPEINPHATAR 1
oprapusammit (OKI10) u O61EepocCHICKOMY KmaccU(pUKATOpy OPraHoB rocyJapCTBEHHON .BNACTH H
yrpaeierns (OKOQIY).

Mo OKOHYAHHMH TOJa B HANMECH Ha OBNOKKAX JHEN MOCTOSHHOTO M ppemennoro (cepime 10 ner)

. XpAHEHHs BHOCATCS YTOUIEHHS: TIPH HECOOTBETCTBIN 3arOJ10BKA JIe] HA ODIOMKKE COAEPIKAHHUIO MOMIHTEIX
JOKYMEHTOB B 3ar0fIOBOK jIella BHOCATCS H3MEHCHHA 1 JIOTONTHEHHS. .
HaumeHoparus (on1006pazoBaTess U NONPA3ENEHAA, FO 1 HOMEP aera MOLYT MPOCTABMATBCA HA
O0MOMKKE IITAMIIOM. i
6.2.10. Jlns yTeta NOKYMEHTOB OTPCACIEHHBIX KaTeropuil MOCTOAHHOTO M BPCMEHHOTO CPOKOB
(capmme 107 mer) XpaucHms, Yuer KOTOPBIX Bbi3BIBACTCH crieny UKol JaHHOH JNOKYMEHTALHH (ocobo
. LLEHEBIE, NMUHBIE AeNa U T.J.), COCTABIACTCS BHYTPEHHAA OTACH JIOKYMEHTOB JIETa.

BuyTpeHHss OIlCL TOKYMCHTOB JIEd COCTaBMACTCH TakKe HA Jiena MOCTOSHHOrO M BPEMCHHOIO
(cBpumie 10 jeT) XpaseHHs, €CIH OHH " ChOPMIpPOBaHE! IO PasHOBUAHOCTAM JOKYMEHTOB, 3aroJIOBKH
KOTOPBIX II€ PACKPBIBAIOT KOHKPETHOE CONEPIKALAC TIOKYMEHTOB. .

HeoGXOMHMOCT], COCTABNEHAS BHYTPEHNEH OIMCH I0KYMEUTOB Aeia oupeenseTcs MHCTPYKUAeH 1o
BEJICHUEO JIENONPOM3BOJICTBA B OpraHe MECTHOIO CaMOyNpaB/IeHIi. BHYTpeHHsis OMHCh COCTaBNACTCS HA
OTIAENBHOM IHCTE 110 YCTAHOBJENHOH (opme, XoTopad COACPAKHUT CBECHMSL O MOPSIKOBBIX HOMEpax
JOKYMEHTOB ZeNia, MX HHiekcax, JATax, 3aroloBKax # HOMepax JIHCTOB eI, Na KOTOPBIX PacHoNOMCH
Ka¥cIblif IOKYMCHT. K BHYTpeHHCH OIMCH COCTABIASTCH HTOrOBAsl 3aMuCh, B KOTOPOH YKa3plBacTCA
unpaMy 1 MPOMMCHIO KOTMYECTRO BIJIOUCHHBIX B HES JOKYMEHTOB H KOJNHMYCCTBO JIMCTOB BUyTpelHeR

~ OTIHCH. L

BuyTpeHHAs OIMCh JNOKYMEHTOB JI€lIa MOAMUCHIBACTCA COCTABHTENEM C YKA3aHHEM DAacmi(pOBKH
HonnMcH, AOMKHOCTH W JIATsl COCTABJNEHUS OIHCH. 3apepeHHad COCTABHTENEM BHYTPEHHSA OMMCH
JOKYMEHTOB IeJIa TOJIKIEHBACTCA 38 BEpXIIHii Kpail K BHYTPCHHEH cTOpoHe JTHIICBOH OBIOKKH JeTa.

6.2.11. JIOKy\eHTHI, COCTABIMOLUHE JIEJI0, TOALMBAIOTCS Ha YeTpIpe TPOKOJNa B TBEPAYIO 0BJIOXKKY

Y3 KApTOHa WIH NEPCTNeTaoTes ¢ yHETOM BOSMOMKHOTO CROBOIHOrO UTEHHs TeKCTa BCeX JIOKYMEHTOB. Tlpu

* HOJIFOTORKE e/l K TOUNIBKE (IIePETIeTy) METAJIHECKHE ckperutenus (OynaBky, CKpEIKH) U3 JOKYMEHTOB
YRATAIOTCSL. ’ ) ’

Jena spementioro (go 10 ner BIKJIIOUATENBHO) XpaHell s JOTYCKaeTCs XpaHuTh B CKOPOCLIMBATEIIAX, HC
HPOBOAUTE [CPECHCTEMATH3ANMIO AOKYMEHTOB B fene, AWCTBI Jena He HyMepoBarh, 3aBepHUTeIBHbIE
HAIIIACH HE COCTAB/IITh. i

6.3. OpraHu3amns oNepaTUBHOTO XPAHCHUS JOKYMEHTOR
6.3.1. C MOMeTITa 3aBEJICANA U JIO IIePe/1ady B apXuB Jiesia Xpanscd Mo MeCTy UX (popMUpOBAHHS.
PyKOBOIHTENH CTPYKTYPHBIX noIpasieNeHHii B COTPYIHWKH, OTBEHAIOUIMC 33 JIeNOIPOU3BOICTBO,

- -
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0053aHBI 06CCHEYHBATE COXPAHHOCTD JOKYMEHTOB K e, ’
34BCPLIEHHBIC 1e/Ta IOCTOARHOTO W JIOITOBPEMEHIIOT0 (cebitc 10 1eT) CPOKOR XpaHEeHHs XPAHSTCS IO
MECTY HX hOPMUPOLAHHS B TCUEHHE TPEX JIET, @ 3aTeM CIAKOTCS, B apXHB.
6.3.2. Beljiaua liet IpyruM MOApasieTeHusM NpOU3BOIATCS ¢ paspeliennsl PyKoBouTe . Brigaua
1€ COTPY/UTHMKAM  LlOZpa3/IeNneHnlt A1 paboThl OCYITECTBINETCS NOjl pacrucky. Ha BEIIAHHOE HETo

3aBOMHTCA KapTa-saMecTHTens. B Hell ykasbiBaetesa crpykryproc MONpasaesienue, MHIeKe Jela, aata ero

BBITAYH, KOMY €710 BbIMaHO. JaTa €rQ BO3BPAIIEHHS, IIPEAYCMAaTPUBAIOTCS rpadBl s pacnucok B
TIOMYYEHUH U IIpHeMe Jeia. ~

Hena BELIAIOTCS BO BpeMeHHOE 110Nb30BaHNE COTPY/IHHKAM CTPYKTYPHLIX MOApa3AeICHHH Ha CPOK ‘He
Oonec onHoro mMecsua. Ilocie ucTeueHns YKa3aHHOI'0 CPOKA JeN0 JOJHKHO OBITH BO3BPAUIEHO Ha MECTO €ro
XpaHeHus. ’

~CTOpONHUM OpranusaimsaM Jefa BBLIAIOTCS 114 OCHOBAHHH HX MHCBMEHHBIX 3aIIPOCOB ¢ pa3pelcHust
PYKOBOAWTENA OpraliaM MeCTHOTO CAMOYITPARICHNS [0 aKTaM. '

N3bsitne M0KYMEHTOB M3 I TMOCTOSHHOTO XpPACHUs NOMYCKACTCST B UCKIFOUMTENBHEIX CIydasX H
DPOM3BOMMTCA € DaspPELICHWS PYKOBOMMTENA  (e/IepaIbHOIO OpraHa  WCIOJHHMTEABHOW BIACTH C
OCTABIICHUEM B JIC;IC 34BEPEHHON KOUMH JOKYMEITa H aKTa O IIPHYHHAX BLIL[alild'l'[OI(HHH’HHKh.

VIL Tlopsinok nepejasn J0KyMeHTOB Ha XpaHeHHe B APXHB
JeKyMEHTbI OpraHa MECTHOIO CAMOYNPABIEHHS SBILLOTCA €ro COBCTREHHOCTLIO H IOCIE HPOBEIEHUS
OKCIEPTH3LL MX IICHHOCTH B NOPS/KE, YCTaHOBNCHHOM (eepaibHbIM apXUBHBIM are€HTCTBOM, MOJUTEKAT

. 0Bs3aTeIBHOM Mepeiaue Ha TOCTOAHHOE XPaHene B apXMB, KAK 4acTh ApPXHBHOIO torina.

JL1s Xpanetts JoKyMenToB APXUBHOTO (POHAA, OTHOCAIAXCS K roCcyJapCTBEHHON COOCTBCHHOCTH, M
AOKYMCUTOB BPEMEIHOI0 (cBblE 10 JIET) CpOKa XpaHeHHs, HMCIOLUIMX NMPAKTHIECKOe 3HAUCHHE, 4 TAKKE
AOKYMCHTOB 10 JIMMHOMY COCTaBYy, MX y4YeTa, HCIONB3OBAHHSA, 0TOOpa M HOIrOTOBKH K Iepenadye Ha
HOCTOSHHOE XPAaHEHHE OPraH MECTHOTO CaMOYTIPABIICHUsS 0OPA3YeT APXUB.

HoaroTorka nerr Jis XpaHeHHs BKIFOYaeT: ohOpMIEHHE OGIOKKH, NOMIIUBKY  ( nepemier )
HyMCpanns JIHCTOB HPOCTHIM KapaHIallOM B LIPABOM BEPXHEM YITTY ¥ COCTABIIEHMA 3aBCPUTENLHON 3alACH
Ha OT/ICJIBHOM JIHCTC B KOHITE JIMCTA . .

HoarotoBka J0KYMEHTOB K Tepenate Ha XpaneHHe B apXHB OpraHa MECTHOIO CaMOYHpaBIeHUSA
BKJIOYACT padoTy [OJDKHOCTHRIX NHIl, OTBETCTBEHHBIX B CTPYKTYDHBIX HONDA3ZicNelHaIX 3a BeneHHE
ACHIOTIPOU3BOACTRA, M0 HPOBEACHHIO SKCTIEPTHIB! UEHHOCTH AOKYMEHTOB, (JOPMHPOBAHMIO M O(OPMIEHHIO
/181, COCTABNEHHUIO OIUCCH /T M AKTOB O BBIACTEHUH K YHHUTOXEHHUIO JOKYMEHTOB H ACJ.

7.1. JKCHEPTH3A UEHHOCTH JOKYMEHTOB

7.1.1. Dxcmeprusa LEHHOCTH JOKYMEHTOB B OPraHe MECTHOTO CaMOYNIPABJICHUST Ha CTaJuu
AENONPOH3RONICTBA LIPOBOANTCS: [PH COCTABICHHH HOMEHKIATYPbI JEN; B Mpolecce hOPMEPOBAHTA A€ U
MPOBEPKe MPABUILIOCTH OTHECCHHS JIOKYMENTOB K AcCHaM; IIPH HOAIOTOBKE JEN K IEpeNauc B apXHB
(eacpanbHOro oprana HCHOMHUTENLHON BIACTH.

7.1.2. Jing oprauusaund M TPOBENEHHS JKCIEPTH3H LEHHOCTH JMOKYMEHTOB B Oprane MeCcTHOTo
CaMOYTIPABICHUS CO3NACTCA TIOCTOSMHHO ASHCTRBYIOIIAs OKCICPTHAA KOMHUCCHs (narnee uMenyercs - DK).

7.1.3. Oynxuwun u npara DK, a Takxe opranusaimms Mx paGoTbl ONPEAEIBSIIOTCS  OTOKESHUIMH,
KOTOPBIC YTBEPIKAAIOTCSA PYKOBOMUTEICM OpraHa MeCTHOro camoynparienus. lomoxkenune o DK o ero
YTBEPKACHUSA II0JTEXKHUT COrNACOBAHHIO € [ OCYZIApPCTBEHHBIM APXHROM.

7.1.4. DKCIepTH3A UEHHOCTH TOKYMEHTORB LIOCTOAHHOTO U BPEMEHHOTO XPaHEHUs OCYIICCTBIACTCH
€XKETO/IHO B CTPYK 1y PULIX NOAPA3NENCHHAX OPIAHA MECTHOTO CaMOYIIPABJICHUS HEMIOCPEACTBCHHO JTHIIAMH,
OTBETCTBCHHEIMH 30 RENCHHUE NCTOTIPON3BO/ICTBA COBMECTHO ¢ DK MO HETOCPEACTBeHHBIM METOTHYECKIM
PYKOBOJCTBOM apXisa. i

7.1.5. llpu nposeneHmn OKCICPTH3EI IEHHOCTH JNOKYMENTOB OCYIIeCTBRSeiCs OTOOp el
TOCTOSMHOTO H BPEeMCHHOTO (CBRIMIe 10 JeT) Xpanenus /s nepeiady B apxwB; 0T6Op N ¢ BPeMEHHBIMH
CpOKaMH XPaHETIHsA H ¢ NIOMETKOH "JIo MUROBaHUs HamoOHOCTH", OATEXKAMX TalbHERIIeMY XpaHEHHIO B
CIPYKTYPHBIX MOAPA3ICNEHHAX, BBIICICHUC K YHUUTOXKEHMIO [T 33 [PEABIIYIIAE TObl, CPOKH XPaHEHUs
KOTOPBIX HCTEKITH. -

7.1.6. OT00p IOKYMEHTOB MU NOCTOAHIOTO XPAaHEHHS MPOBOAMTCA HA OCHOBAHHH HepeYHEH
JIOKYMEHTOB C yKa3aHEM CPOKOB MX XPaHEHHs U HOMCHKIATYPL! AeN TYTEM 1OJIHCTHOTO NPOCMOTPA e
B zciiax TMOCTOAHHOIO XpaHeHHs MOMLISKAT UILATHIO AYONETHBIE IKIEMIUISPEL JOKYMEHTOB, YEPHOBUKH,
HEO(pOPMIIEHHbBIE KOMNH JOKYMCHTOB H He OTHOCSIUMECH K BOIPOCY TOKVMCHTHI C RPEMEHHBIMH CPOKAMH
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_XpaHeHusl. OKoHuaTeNbHOE petLicHue MO  pe3yldbTAaTaM AKCIEPTH3bl LEHHOCTH JOKYMEHTOB
npunumaet DK denepaTsroro opraHa HUCIIOJIHMTEILHOW BIACTH. . '

7.1.7. Tlo pesyThTaTaM JKCIEPTH3H] ICHHOCTH JOKYMEHTOB COCTABJIAIOTCS OTMHCH /ST NOCTOAHHOTO,
ppeMerHOro (cBbine 10 NeT) XpaHEHHA M MO JNMUHOMY COCTaBy, & TAaKke aKThl O BBLICICHHU NCI K
YHUUTOWEHUTO. ’ .

7.1.8. Onuich Tena - apXMUBHBIH CIPABOUHMK, CONEPIKAIMH CHCTEMAaTH3HPORAHHBIA EPEUCHD CIUHUI

_ XpaHerHst apXUBHOTO (HOB/IA, KOLTIEKIIMH W [PEIHasHAUeHHBIH Jls WX y4eTa M PacKPBITHA COJACPIKAHHA.
OrgenbHAS OMMCH [PEACTABIACT cOOOH IepeucHb JET € CAMOCTOSTeNBHON Ba10BO# (MOPSIOKOBOIH)
3aKOHUEHHOH yMepalue. | :

7.1.9. Omucy COCTaBIAIOTCS OTACILHO HA JieNla NOCTOSHHOTO XPaHEHUs; Jejla BpCMCHHOTO (cBBIHIE
10 feT) XpaHeHus; Aera TO JMYHOMY COCTaBy; Ha Jield BPEMEHHOTO (no 10 neT) xpaHeHHs ONWCH HE
COCTABIISIOTCSL. .

7.1.10. TIpn coCTaBIEHMM OIKCH el CcoOJIOTArTCs CIeyIomue TpeGoBaHusA: Kaka0e HAeNo
BHOCUTCS B OMHCH [f0]] CAMOCTOSTETLHbIM MOPSAAKORLIM HOMEPOM (ECTH IENO COCTOUT U3 HECKOJBKUX
TOMOB (dacTeif), T0 KaK/bIA TOM (4acTb), B TOM UMCITE c¢hOpMHPOBAIHOE B OTAETBHBIN TOM MPUIOKEHUE K
JeNy, BHOCHTCS B OLHCH IOJl CAMOCTOSTEIGHBIM HOMEPOM; MOPALOK HyMepauuu Aefl B onuen - BATOBBII;

- rpadybl OIVCH 3aMO-HAOTCS B TOTHOM COOTBETCTBUH C TEMH CBCACHUIMH, KOTOPBIC BHIHECCHEI Ha 0DJOKKY
JCNIA; PM BHECENHH B OLMCH TOAPAA JIEJ ¢ OJHIMAKOBBIMU 33TOJNOBKAMH MHIIETCA [MOJIHOCTRIO 3aroI0BOK
[EPBOTO JICNA, @ BCE OCTAJILHBIC OHOPOJHBIE [€na 0603HAYAIOTCS CIOBaMM 'TO 2Ke", LIpH 3TOM Jpyrue
CBEICHUA ,0 ACHAX BHOCSTCS B ONMMCH IOJHOCTRIO (Ha KaXAOM HOBOM JIUCTE OMUCH  3arofioBOK
BOCTIPOM3BOJMTCS TIOIHOCTBIO); Tpada OmHCH "npuMeyanue” WCNOIB3yeTCs UIS- OTMCTOK O TIpHEME JIel,
ocobennoctix X (A3HUCCKOTO COCTOSIHHSL O fepefiae Jen IPYTUM CTPYKTYDHBIM IMOAPa3leNeHuaM €O

- CCHUTKO# HA HEOOXOAMMBIH aKkT, O HAIMIHN KONUH A T.I.

7.1.11. B KOHILie OIMCH BCITER 3a TOCIEAHEH olucaTeNnbHON cTatbeil AesaeTés WToroBas 3alHch, B
KOTOPOH yKasbiBaeTesl (uudPaMH ¥ TPONACEI0) KOMHYECTBO [€7T, HCIIIMXCA MO ONMCH. MepRBIE H
nocIeNnuii HoMepa Jel MO OIHCH, & TaKkkKe Ol'OBapHBAIOTCA 0COOEHHOCTH HyMEpalMd JIel B OITHCH
(THTEpHElE HOMEDA 1 [IPOITYIIIEHTIbIe HOMEPa).

7.1.12. OnmucH fie COCTaBIAETCS_B 3-X IK3EMIIIAPAX , ONUH U3 KOTOPhIX OCTaeTCs y cobcTREHHAKA
JOKYMENTA , OCTANLHBIC TEPEJAROTCA B apXUBHBIA OT/IEN BMECTE ¢ JACnaMH . Onuch MOUNUCHIBAET
YIPABIAFOTTHE JIENaMu . yTBEPKIAET TiiaBa AJIMAHHCTPALVH . -

7.1.13. OtO0p JIOKYMCHTOB 32 COOTBEICTBYIONIMY MEPHO] K YHHUTOXKCHHIO M COCTAB.ICHHE aKTa o
BBLIENENHH UX K YHWYTOXEHHIO I[POM3BOJUTCS HOCIE COCTABJICHHUS CBOMHBIX orfiuced Jen MOCTOSHHOTO

“XpaHeHHs 3a OTOT ke mepnon. OTOop Hen K yHHYTOKEHHIO opopMIAeT YNPEBILOMIA JICIaMH.
VHHYTOKEHUE JOKYMCHTOB C HCTEKIIAMY CPOKaMH XpaHeHus oQopMIIsEOTes COOTBETCTBYIOWMM AKTOM ©
[IPHIIOKEHHEM OTHCH YHHUTOKEHHBIX JIET (ROKYMCHTOB). VKa3aHHBIE OIUCH M aKTHL
paccmagpusaioress Ha sacefanun DK OHOBPEMCHHO. Cornacopannpie DK aKkThl yTBEPKIAAIOTCA
PYKOBOIWTENIEM OPraHa MECTHOI'O CaMOYNPABJIECHUs TONLKO 110¢1e YTBEPIHKETTUS IKCIIEPTHO-TPOBEPOUHON
KOMHCCHE!!  COOTBCTCTBYIONIErO APXHBHOTO OT/eNa OMHCEH Jel MOCTOSHHOrO XPaneHUs; Mocne STOro

" oprammzauMs. HMeeT TPABO  YHHYIOXHTL [€ld, BKIIOYCHHBIC B JIAHHBIE aKTBl B COOTBEICTSMH €
YCTAHOBIEHHBIM TOPAIKOM. )

7.1.14. AxT 0 BLIHeTICHHH JOKYMEHTOB K YHIUTOKEHHIO COCTABIACTCS, KaK 1IPABUITO, Ha [ie/a BCETO
OpraHa MECTHOTO CaMOyMpabieHus. Eciu B aKTe YKA3aHBI JIe/Ia HECKOJIPKHX CTPYKTYPHBIX nonpameneHHﬁ,
TO HA3BAHKE KAKIOTO CIPYKTYPHOTO MIOAPAIENEIHS YKA3bBAETCS NEPC/ TPYNIOH 3ar0JI0BKOB /el 3T0T0
mo/ipazcaeHus. - ’

- 7.2. TloaroToBKa 1 nepegavia JOKYMCHTOB B ApXHB
7.2.1. B apxaBHblii 0T/ NepeNaloTes /JeTa C HCHONHEHHBIMH JI0KYMEHTAMH *ITOCTOAHHOIO M
_BpemenHoro (cepnue 10 ner) XpaHeHHs M 1O JTHYHOMY cocTaBy. VX mepedada mpousBOAMTCA TOJILKO TIO
OITUCAM IEI. . o
7.2.2. Jlena ¢ UCTIONHEHHBIMA JOKYMEHTAMY TOCTOSHHOTO ¥ BPCMEHHOTO (cBbuue 10 neT) XpaHSHU
B TEUCHHN CPOKA , COUNIACOBAHIIONO ¢ aPXMBHbLIM OTACNIOM , XPAHATCs HA MecTax 5 J1eT, 4 MOTOM CIAKOTCS B
apxuBHEIL OTIEN asMmimcTpauuu padona . Chasa odopMIfeTCs AKTOM IpHeMa —TIepejatin Ac Ha
rOCXpaHeHMEe U TIepe, 1Ak Tes B ApXABHBIX KOpoOKax , YCTAHOBJIEHHOH (POPMEI . ’

7.2.3. Hena spevensoro (1o 10 JeT BKIIOYHTENBHO) XPAHCHHS ICPEAue B apXuB , KAK TPABUIO, HE
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nomtexar. OHH  XpaHATCS B CTPYKTYPHBIX NOJPa3ACICHHAX H MO UCTEYCHHH CPOKOB XPaHEHHA
LOJICHKAT YHHUTOKCHUIO B yCTAHOBICHHOM MOPS/IKE, .
7.2.4. Tlepenada Ien B apXMB OCYIUECTRISETCA 110 FpadhuKy, COCTARIEHHOMY apPXMBHbBIM OTAEIOM.
7.2.5. Tlpuem X@KAOro Jjiea NPOM3BOAUTCS 3aBEIYIOMIMM apXMBHOTO OTAeNa B MPUCYTCTBHU
PabOTHHKA CTPYKTYPHOL'O ojpas3aenenus. [Ipu oTom, na 060MX 3K3eMILIAPax OMUCH NPOTHB KaXIOTo ACHA,
BKTIOYEHHOTO B Tige, JenaeTcs OTMETKA O HAIMUMM AeNd. B KOMIE KakZOro JK3eMILISpa ONHCH
YKA3BIBAIOTCS WH(PaMH U IPONUCHIO KOTHUCCTBO (aKTHIECKM MPHHATEIX €71, 1aTa IpHCMa-lepeladu Jer,

a TaKcKe IIOMIIMCH 3aBCAVIOMICTO apXVBHOTO OTACHIA 1 A, uepei{aBmero Jgna..

7.2.6. B cayuac TUKBUAALMH WIIH PEOPralli3alliid CTPYKTYPHOTO IOIPa3JeNieHAs. OpraHa MCCTHOTO
CAMOVIIPABIEHMA, JIMIO, OTBETCTBCHHOE 3a BEICHME JENOTPOH3BOJCTBA JAHHOTO CTPYKTYDHOIO
[10Jpas/icleHus, B [epuo] TPOBEAeHNs NHUKBUJIAUMOHHEIX MeponpusTuil gopmupyer Bce HMEIOIIMecs
JOKYMENITH B Aena, opopMIISCT Jela | epeJaeT X B apXuB, HE3aBUCHMO OT CPOKOB xpascHus. llepenada
€N OCYHIECTRISIETCS! 110 OTMHCAM [E71 M HOMEHKIaType JIel.

YHI. PACCMOTPEHUE OBPAIITEHUE T'PAYKIAH .

8.1. Oprausaiio yaera w obecreuenus CBOCBPEMEHHOIO PACCMOTPEHHS THCMEHHBIX M 'YCTHBIX
of6pantenui rpax/an B AJIMUHUCTPALTHK OCYINECTB.IACT YIPABISIOIINHA JeaMi . <.

8.2, [Noctyniupiure B AZMUHKCTPAIAIO 0OpaINenns rpaxiad PETHCTPUPYIOTCA B JICHb LIOCTYILICHHS .
PervcTpaliOHHEL ITAMIT ¢ YKa3allieM HOMEpa ZOKYMEHTA U JIATH €70 NOCTYILICHHs CTABHTCS Ha THLUEBOH
CTOPOHE TEPBOTO NHCTA OGPALICHAA HA CBOBOIIOM OT TCKCTA MECTE . 3aperucTpHpOBaHHbIE OOPAIICHUS
MepealoTcs Ha PacCMOTPEHHe IIaBhl AIMMHECTPAITMH YIPAB/LIOMWEH 1€1aMu 10 IIPHHAITICKHOCTH .

8.37 Obfpaienust , DOCTYHHBIINE 4YEPE3 BHILICCTOSHIMX OPraHoB , BHC 3aBMCHMOCTH OT HX
CONepsKaHus , MEPEAOTCS Ha PACCMOTPEHHE ITaRbl AJIMUHHCTPALIMH . )

8.4. AHOHMMIIBIC OOpamIeHust TPAXKIAH ( 3a UCKIIOYenyeM oOpailenuit . comepammx (axtel o
COBEPINEHWH NPCCTYILICHHE ), OGpAIIeHHs ,, COAEPKALINE BRIPAKEHHS , OCKOPOIAIOMHE HECTH H
JOCTOMHCTRO APYTHX JIHI , HE PACCMATPUBAIOTCS .

8.5. llocie paceMoTpenus oGpammenuil rpaxiay , OHU HAIpapNgiOTCs HCIOIHUTENIM , O 4eM
CTABATCA B M3BECTHOCTD ( Yepes MUChMEHHOE H3REIIEHHE WM YCTHO ) aBropsl obpamtenni . He ponyckaercsd
HallpagjeHne obpauleHnii Ha pacCMOTPEHHE JOJDKHOCTHBIM JTHI[AM WJIM OpranaM , ACHCTBHs KOTOPRIX B HUX
obkamyroTes . .

8.6, PaceMOTpeHns IpaXJiaH paccMaTPHBAIOTCS B CpoK OT 135 aHedt mo ojHoro mecaua . B tex
cnydasx, KOraa Ha paccmoTpenie oOpaieHns He00X0IMMO JONIONHHTEIBHOE BpeMs , CPOKK paccMOTpeHHs
HX MOFYT OBITH IPOLIEHbI JOMKHOCTHBIM THLOM , 1@BLIHE TTopyuenus . O IpoICHAN cpoKOB coobIaeTes

. 3adBUTCIIO .

8.7. O pesy;LTaTaX pacCMOTPEHHA, B3ATHIX MOA  KOHTPOJb, B HHCEMECHHOM BUfle IOKNaibIBACTCS
naBc AJMHHECTpaiy . ECTM B CUpaBke WM OTBETE yKa3sbiBACTCS , WTO BOTpoc Oy/eT peleH B boiee
TO3HHE CPOKH , UCTIOTIEHAE OOPAUIEHHA OCTAETCS HA KOITPOJIC B COOTBETCTBYIOMIEM NOAPA3ICACHIH 1
CHUMAETCS. ¢ KOHIPOJs TNHIOM , JABIIHE [ODPY4EHHs , TONBKO TOCHe JOIOJHHTEIBHOIO OTBeTa 06
OKOHYATEJIBHOM PENICHHH . )

8.8. Orsersl B, BBIIIECTOANME OPraHbl 1[0 WMTIOTAM DacCMOTpeHMs OOCpaileHHd TrpaxIaH
MOAMUCHIBAETCS TIaR0H AIMUHUCTPALMH . . . .

8.9. OGpawenns rpaJaH CURTAIOTCS PA3PEIICHHBIMY , €CITH PACCMOTPEHB! TOCTABIEHHBIE BOLIPOCH!
U JAHBI OTBETHI 3afBHUTENSM , O YCM KCIIOJHHMTENIb COOQIUACT B CIPABKE Ha MMs AO/DKHOCTHOIO JIMNA ,
JARIIEro MOPYUEHHCE .

8.10. TTuchMa rpakaan , B3sATble MOX KOHTPONb , I10C/€ X PAaCCMOTPEHIS CO BCEMH TpUTIaracMbIMH
JOKYMEHTAMH CAaI01Cst cliy )0y NeoNpOU3BOICTBA IS IEPEAaty B apXuB .

8.11. TTuchM IPaKIaH A JNOKYMEHTHI , CBA3AHHBIE C NX PACCMOTPEHHEM , hopMnpyloTcs B Aeia B
COOTBETCTBHH C HOMCHKI[ATYPOH .

8.12. JInunnlii npyieM TpaXkJaH BeeTcd IIapod ATMUHHCTPALMY , YIIPABIAIOIINM TCTIAMH — B JIHE B
YacH , YTBEPKICHHbIC TJ[aROH AIMUHUCTPATIHH . - .

8.13. llepeianuple Ha TpHEM  IPOXAAHAME THCHMCHHBIE OOpAamMEHHs PCIHUCTPUPYIOTCS H
paccMaTpHBAIOTCA B COOTRETCTBHHM ¢ -3akoHoM PecnyGmuxu bamkoproctan « 06 oOpalieHHsax rpaxiaH B
PE». .

8.14, Ha nuumOM npueme JOJDKHOCTHOE JIHIO , K BEICHIIO KOTOPOTO. HE OTHOCHTCH peIIIeHHE
BOTIPOCOB . TIOCTABIC HHALIX TPAKIAHAMY , PAZBSCHAET , KyJa UM CEMYCT 00PATHTBCSL.
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) IX.BLITOJAHEHUE MAITHHONMUCHBLIX 1 MHOKHUTEJBHBIX
PABOT , UCTIOJTb30BAHUE KOMIIbTEPHOM TEXHUKH

9.1. MamunorucHble pa6OTLI B AIMHHHCTPALUY BbIIOJIHSIETCA Ha KOMHL}OTcpHOﬁ TEXHHKE.

9.2. Pyxonucs, ciaraémas B nedath, J10:LKHA ObITh pa3sbopUMBOl , HAMCAHHON Ha OjTHOM CTOPOHE
mueta, ¢ cobmonerem npasui opdorpaguu 1 mynktyanmn . Ocofoe BHEMAHHE HEOBXOIMMO YICIHTH
YETKOMY HAIMCAHMIO (aMUIINE , CHENHATLHBIX TEPMHHOB , HaHMeHOBalmﬁ BEJOMCTB W OpraHusauui ,
MHOCTPAHHbIX CI0B M reoTpaduyecknx-HassaHuil. [IpHMEHSUOTCS TONBKO OGIUIENPHHATEIE COKPAIEHAS .
Pyxonmey . Hammcan e kKapaHnamoM , oopMIIEHHbIE HCPAsGOPUHBO , K IEeYaTaHHIO HE UPHHHMAIOTCS .

9.3. Tevartanife 1OKYMEHTOB HPOM3BOAUTCS Ha GIIANKAX WM CTAHIAPTHBIX JINCTAX GYMATH .

9.4. Bropple w HOCHEAYIONME CTPAHHWUB! JOKYMEHTa JOJDKHBI OLITL NponyMepdBansl . Homep

. IPOCTABTACTCA MOCPETHHE BEPXHETO MONs JieTa apabekuMy Lundpavu Ges coBa « CTpaHHIE » {(CTp.) H
3HAKOB IPEMHHAHMS . - .

L ’
- i
Vipasistomuii fe;1amu ’ /'/ / C.X. KynpMmetbetona
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