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BOPHOH PAI7IMOHI)I MOCEJEHUSI ATUKOBCKHM
MYHUIIAIIAJIb PAMOHBIHBIH CEJIbCOBET MYHUIUIIAJILHOTO
OTEK AYBLI COBETBI PAMOHA BYP3SIHCKUM PAMOH
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KAPAP INOCTAHOBJIEHHUE
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00 yrBep:xaennu MHCTPYKIIMH 11O AeJIONIPOU3BOACTBY

B cootBerctBUM ¢ DenepanbHbiM 3aKOHOM OT 6 OkTsi0pst 2003 roma Ne 131-
@3 «O06 00muX IpUHLIKMIIAX OPraHU3alMM MECTHOTO caMoylpaBiieHus1 B Poccuiickoi
deneparuny», denepanbHbIM 3aKOHOM OT 22 okTa0ps 2004 r. Ne 125-d3 «O6
apxuBHOM Jnenie B Poccuiickoit @enepanuny», 3akoHom PecnyOnuku bamkoproctan
«O0 apxuBHOM aene Pecyonuku bamkoproctan ot 3.02.2006 Ne 278-3, npukazoM
PocapxuBa ot 11 ampens 2018 roma Ne 44 «OO0 yTBEepXkACHUM NPUMEPHOU
UHCTPYKIIMM TI0  JIEJIONPOM3BOJCTBY B  TOCYJIAapCTBEHHBIX  OPTraHHU3aLUsAX,
AJIMUHHCTpanUsl CEIbCKOTO MOCENICHUS ATHKOBCKHI CEbCOBET MYHHUIIMIATBHOTO
paiiona byp3siHckuii paiion PecniyOnuku bamkoproctan
I[TIOCTAHOBJIAET:
l. YTBepauTe npunaraemyro HHCTpyKUIHIO 10  JIEJTONPOU3BOJCTBY
AJIMUHHCTpaUU CEJIbCKOTO IMOCENEHUSI ATHUKOBCKMN CEJIBCOBET MYHULMIIAIBHOIO
paiiona bypasiackuii paiion PecniyOnuku bamikoprocTaHn.

2. VopasmsromeMmMy —AelaMM  AZMUHUCTPALMM  CEJIBCKOTO  IOCEIEHUS
ATUKOBCKHI CEIbCOBET MYHUIMMANBHOTO paiioHa byp3sHckuii paiion PecmyOnuku
bamkoprocran (KynbmenoeroBoit C.X.) opranuzoBaTh pabOTy C JOKYMEHTaMHU BO
BCEX MOAPA3JICICHUAX AJIMUHUCTPAIIMUA B COOTBETCTBUM C JaHHOU MHCTpyKIMei.

3. KOHTpOJIb WCHOTHEHUS HACTOSIIETr0 IOCTAHOBJICHUS BO3JIOXKWUTH Ha
YVIPABJISIOMIETO JAedaMU  AJMHUHUCTPAIMUA CEIbCKOTO TOCENCHUS ATHUKOBCKUM
CEJIbCOBET MYHULIUNANILHOTO pailoHa byp3siHckuii paiion PecniyOnuku bamkoproctan
Kynemenoetoroii C.X.

I'maBa cenbCKOTO MOCEIEHUS A.A. buemOeToB



IIpunoxkeHue K IOCTaHOBJICHUIO
AJIMUHUCTpALUU CEJIBCKOTO IOCETICHUS
ATHKOBCKHI CETBCOBET
MYHHLIMIIAJIBHOTO paiioHa

byp3saHckuii pailon

o1 29.10.2021 r. Ne 42-n1

HHCTPYKIUA
10 1eJIONPOU3BOACTBY AIMUHUCTPALMH CEJIbCKOI0 MOCeJTeHUs
ATHKOBCKHMH CeJIbCOBET MYHHIUNIAJIBLHOIO PAalilOHA
Byp3sinckuii paiion Pecny0suku bamkoprocran

1. OBIME NMOJIOKEHUSA

1.1 AaMHHHCTpallMM CEIbCKOIO MOCEJICHHS ATHUKOBCKUH CEIbCOBET MYHHUIUIIAIBHOTO
paiiona byp3sHckuii paiion Pecnybonuku bamkoprocran (manee - AJMUHHCTpaLUs CEIbCKOTO
noceneHus) pa3padorana B cooTBeTcTBUU ¢ DenepanabHbiM 3aKOHOM OT 6 okTAOpst 2003 roma No
131-®3 «OO6 oOmmx mNpUHOMNAX OpraHW3allMd MECTHOTO caMoympaBieHus B Poccuiickoit
Odenepannny, DenepanbHbIM 3aKOHOM 0T 22 OoKTsI0pst 2004 r. No 125-D3 «OO0 apxuBHOM Jiejie B
Poccuiickoit ®enepannn», 3akonom Pecriyonuku bamkoprocran «O6 apxuBHOM nene Pecryomiku
bamkoproctan ot 3.02.2006 Ne 278-3, mpuka3zom Pocapxupa ot 11 anpens 2018 rona Ne 44 «O6
YTBEPKACHUM  NPUMEPHOM  HHCTPYKUMU IO  JEJONPOM3BOACTBY B  TIOCYAapCTBEHHBIX
OpraHMu3aIMsaX», a TAKXKe B COOTBETCTBUU C 3aKOHOAATeNbCTBOM Poccuiickoit denepanuu B chepe
uH(poOpMaluy, JOKYMEHTAallMd, apXUBHOTO Jejia, HallMOHaJIbHBIMU CTaHAapTamMH B cdepe
YIPaBIEHUS TOKYMEHTAMH.

1.2. WHCTpYKIHMS MO NENOMPOHM3BOJCTBY pa3paboTaHa B IHEISIX B LENSIX yCTAaHOBJICHHUS
€IMHBIX TpeOOBaHUI K MOATOTOBKE, OOpabOTKE, XPAHEHUIO U HCIOJIb30BAHUIO JIOKYMEHTOB,
oOpa3yromuxcsi B IpoOLEecce JeATeIbHOCTH OoOpa3yloIuXcsi B MpOLEcce JeATeIbHOCTH
AJIMUHUCTpALMU CEJIBCKOTO IIOCEJIEHUs, COBEPIICHCTBOBAHMS JIEJONPOU3BOJCTBA, IOBBILIICHUS
s pexTuBHOCTH pabOThl AJIMUHHCTPAIIUUA CEIILCKOTO TMOCEJICHHS B OOECIEUEHUHU NEATEeITbHOCTH,
OpraHM3aly TEKYLLEro XpaHEHHs JTOKYMEHTOB M IOJrOTOBKM K Il€peade B apXWB Ha XPaHEHUE
AJMUHUCTpALIUU CENTBCKOTO TIOCETIEHHUS.

1.3. MHCcTpyKIus ycTaHaBIMBaeT TpeOOBaHMS K JOKYMEHTHPOBAHHUIO YIIPaBIIEHYECKOM
JESATENIbHOCTH M OpraHu3aluuy paboThl ¢ JOKYMEHTaMH B JEIONPOM3BOACTBE AJIMHHUCTpALMU
CEJIBCKOTO MOCEJICHUS.

1.4. lTonoxenus MHCTpyKIIMK pacipoCTpaHSIIOTCS HA OPraHU3alni0 paboThI ¢ JOKYMEHTaMHU
HE3aBHUCHMO OT BHJA HOCHUTENSA, B TOM YHCIE C JJIEKTPOHHBIMHU JIOKYMEHTAMHM, BKJIOYast
MOJIFOTOBKY, 00pab0TKy, y4eT U KOHTPOJIb MCIIOJHEHNUS, XPAaHEHNE U UCTIOJIb30BaHUE JOKYMEHTOB,
OCYILECTBIISIEMbIE C TOMOIIbIO HH()OPMAIIHOHHBIX TEXHOJIOTHIA.

1.5. OcobeHHOCTH OpraHu3aliu padboThl C JOKYMEHTaMH, COJEpXKallMMH HH(QOpMAaIHIO
OTPaHUYEHHOTO JOCTyNa (MepcOHaNbHbIE JaHHbIE M WHYI0 KOH(UICHIMANbHYIO WH(OPMAIHIO),
perynupyrorcs otaensHeiMu HITA, yTBepKaaeMbIMu TJIaBOM CENBCKOTO MTOCEICHMUS.

1.6. Opranu3zanus, BEJEHUE U COBEPIICHCTBOBAHUE JEJIONPOU3BOACTBA HA OCHOBE E€IMHOMN
MOJIMTUKUA U TPUHLHUIIOB, IPUMEHEHNE COBPEMEHHBIX MH(POPMAIMOHHBIX TEXHOJOTUH B padoTe C
JIOKYMEHTaMH, METOJUYECKOEe PYKOBOJCTBO U KOHTPOJb COOJIOAEHUS TOpsIKka paboThl ¢
JOKyMEHTaMU B AJIMMHHCTPAIMM CEJIbCKOTO MOCEJIEHUs BO3JIaraeTcsi Ha YIPAaBISIONIErO JIeTaMU
AJMUHUCTpALIUU CEITBCKOTO TIOCETIEHHUS.

1.7. Conepxanue cyKeOHBIX TOKYMEHTOB HE TIOJIICKHUT pa3riialieHuto. B3anmonelicTeue co
CpeACTBaMU MaccoBOW MH(pOpMAaIH, Nepeaada UM Kakoi-m100 UH(OpMAIMH UM TOKYMEHTOB U
UX KOIMUU JOMyCKaeTcs TOJBbKO C pa3pelleHUs TJIaBbl CEIbCKOTO TIOCETeHHS] WM HMHOTO
YIOJIHOMOYEHHOT'O UM JI0JKHOCTHOT'O JIMLIA.

PaGoTHukM ~ AJQMUHHCTpalMu  CEIbCKOTO  IOCENIEHUS  HECYT  JUCHUIUIMHAPHYIO,
aIMUHUCTPAaTUBHYI0O U HHYI0, YCTAHOBIEHHYIO 3aKkoHoIarenbcTBoM Poccuiickonn ®enepanuu,
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OTBETCTBEHHOCTb 32 HAPYIICHUE CPOKOB XPAHEHUS TOKYMEHTOB, YTPaTy U HECAaHKI[MOHUPOBAHHOE
YHUUYTOKEHHUE CITY)KEOHBIX JJOKYMEHTOB.

1.8. IIpu yrpare JOKyMEHTOB OPIaHU3YETCs PO3bICK JOKYMEHTOB.

Ecnu po3bick JOKYMEHTOB HE JA€T pe3ysibTaTa COCTABIAETCS aKT, B KOTOPOM YKa3bIBAIOTCS
JTAaHHbIE YTPAYCHHOTO JOKYMEHTAa, a TaKkKe OOCTOSTEeNbCTBA, NMPH KOTOPHIX MPOM3OILIA yTpara,
1ocJie 4ero MpeANpUHUMAIOTCS MEphl M0 3aMENICHHIO JAHHOTO JOKYMEHTa 3aBEPeHHON KoIuein
JOKYMEHTA.

1.9. IIpaBuiia paboThl ¢ TOKYMEHTaMHU B CUCTEME AJIEKTPOHHOIO JOKYMEHTO000pOTa (1anee -
CH/1) 1 nHBIX HHOOPMAIIMOHHBIX CHCTEMAaX, B KOTOPBIX OCYIIECTBIISICTCS CO3aHKe (BKIIOUCHUE) U
XpaHEeHUEe JOKYMEHTOB, HE JOJDKHBI BXOAWTH B IMPOTHUBOpeune c mojoxeHusmu llpumepHoit
UHCTPYKLUH.

II. JIokyMEHTUPOBAHUE YIIPABIEHYECKOU IESITETBHOCTH

2.1. B coorBercTBUM ¢ 3aKkoHojareiabcTBOM Poccuiickoit ®denepanuu, J0KaIbHBIMU
HOPMAaTUBHBIMM aKTaMU B AJIMUHHCTPALIMM CEJIBCKOIO IIOCEJIEHUS W3JAIOTCS OPraHU3allMOHHO-
pacnopsAUTENbHbIE JOKYMEHTHI.

2.2. OpraHu3allMOHHO-PACIIOPSAUTEIbHBIE TOKYMEHTBI, CO3/1aBacMble B AJMHUHUCTPALUU
CEJIbCKOT'O MOCETIEHUS JTOJKHBI OBbITh O()OpPMIIEHBI IO IIPaBUJIaM, YCTAHOBJIEHHOW MHCTPYKLUEH 110
JIeNIOTIPOU3BOJICTBY, BHOCUTH KakuUe-JIMOO HCHpPaBICHUS WIM J00aBjIeHHs B IOJANUCAHHBIE
(YTBEpKIEHHbBIE) TOKYMEHTBI HE JTOIYCKaeTCsl.

2.3. Cozpanme pokymeHtoB B CDOJ] B mensx noBbiieHHUs 3PGEKTUBHOCTH HCHOJIb30BaHUS
CDJl, ocymecTBiseTCS C WCIOJb30BaHUEM IIa0JIOHOB OJAaHKOB JOKYMEHTOB U IIA0JOHOB
JIOKYMEHTOB.

DONEeKTpOHHBIE INAOJOHBI OJIAHKOB JOKYMEHTOB JOJDKHBI OBITh HMAGHTHYHBI OJaHKaM
JIOKYMEHTOB Ha OyMa)KHOM HOCHTEIIE.

2.4. Jlns co3naHusl TOKYMEHTOB, OTPaKaloUUX CHEUU(UKY AESITEIbHOCTH CTPYKTYpPHBIX
NOJpa3JeJICHUN OpraHu3allii, U YIpaBJICHHUsS HAHHBIMU JTOKYMEHTaMHU MOTYT HCIOJIb30BaThCs
JIpyrue nHGOpMalOHHbIE CUCTEMBI.

2.5. JlokyMeHTbl AJIMHMHUCTPAILMN CEIbCKOrO MOceNeHUs: O0(opMIIIOTCS Ha OJIaHKax MWIIH
CTaHJapTHBIX JUCTax Oymaru popmara A4.

2.6. B AnMuHuCTpanmu cenbcKoro MoceaeHus CIOIb3YyIOTCS CIeAYIOIINe BU/IbI OJaHKOB!

"IlocraHoBieHre AJAMHHHCTPALMM  CEIbCKOTO  IMOCENEHUs ATHKOBCKUN  CEJbCOBET
MYHUIUNIAIBHOTO paiioHa byp3sHckuii paiion PecniyOnuku bamkoprocran";

"PacniopsikeHne ~ AJMUHUCTpPAllMU  CEIbCKOTO  IOCENEeHUsT  ATHKOBCKUH  CEJbCOBET
MYHUIUNAIBHOTO paiioHa byp3sHckuit paiton PecniyOnuku bamkoprocran";

"AIMUHHUCTpAIUS CETBCKOTO MOCETICHUsI ATUKOBCKUM CEThCOBET MYHHUIMIIAIBLHOTO paiioHa
Bypasuckuii paiton Peciybnuku bamkoprocran " (G1aHk muchma).

Jlnst opopmiteHust pe30ITIOINii Ha JOKYMEHTE UCTIOIB3YETCs OJIAaHK PE30ITFOITUI

2.7. Ilpy u31aHUM JOKYMEHTOB Ha CTaHJAPTHBIX JIUCTaX OymMarn Ha HMX BOCIPOM3BOIATCS
PEKBU3UTHI, HEOOXOAUMBIE JIJIsl JOKYMEHTOB KOHKPETHOT'O BUJIA JIM PAa3HOBHUIHOCTH.

2.8. Ha Gnankax JOKYMEHTOB BOCHPOHM3BOJIUTCSA TepO MyHHUIMIIAIBHOTO paiioHa Byp3sHckuii
paiion PecnyOnuku bamkoprocraHh.

2.9. IlpoexTupoBaHue OJAHKOB JOKYMEHTOB ocyuiecTBisiercs B cooTBercTBuu ¢ ['OCT
P7.0.97-2016 "Cucrema cranmapToB mo uHMOpMAIyH, OMOIHMOTEYHOMY M H3/IaTEIIbCKOMY JETy.
Opranu3anroHHO-pacopaIUTeIbHast JOKyMeHTaus. TpedoBaHus K 0hOpMIIEHHUIO TOKYMEHTOB" .

2.10. biaHku JOKYMEHTOB AJMHWHUCTPALIMM CEIIBCKOrO TOCEJIICHUSI HW3TOTaBIUBAKOTCS
TUNOTPAaCKUM CIIOCOOOM, CPECTBAMU ONIEPATUBHOM MOTUTpa(uu WM KOMITBIOTEPHOIN TEXHUKH.

2.11. JIokyMeHTBl HM3rOTaBIMBAIOTCS Ha OyMaXHOM HOcCUTele M B (GopMe 3JIEKTPOHHBIX
JIOKYMEHTOB C COOJIIOJICHUEM YCTaHOBJICHHBIX PaBUII OPOPMIICHHS JOKYMEHTOB.

2.12. JlIokyMeHTBl AJIMUHHUCTPAIIUU CEIIbCKOTO TIoceNIeHus, 0(popMIICHHBIE Kak Ha OJlaHKe, TaK
u 0e3 Hero, JJOJKHBI UMETh MOJIsl He MEeHee:

20 MM - JIeBOE;

10 mM™ - paBoe;

20 MM - BepxHee;

20 MM — HUXKHEE.
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2.13. JIOKyMEHTBI, HU3/1aBa€Mbleé COBMECTHO OIHOM WJIM HECKOJbKUMHU OpraHU3aIusiMU,
oOpMIIAIOTCST Ha CTaHAAPTHBIX JUCTax OyMarun C BOCIPOMU3BEIEHHEM DPEKBH3UTOB BCEX
OpraHM3aluii, y4acTBYIOLINX B U3JaHUU JOKYMEHTA.

2.14. Tlpun moAroTOBKE IOKYMEHTOB JIOIYCKAETCs HMCIOJb30BAaHUE JIHUIIEBON M 00OPOTHOM
CTOpOHBI JHcTa. [Ipy ABYCTOpPOHHEM CO3/1aHMM JOKYMEHTOB IIMpPHHA JIEBOIO IOJISI Ha JIMLIEBON
CTOPOHE JIUCTa U NPABOI0 MOJIsl HA 00OPOTHON CTOPOHE JIMCTA JIOJIKHBI ObITH PABHBI.

2.15. Ilpu co3naHum AOKyMEHTa Ha JByX MU 0ojiee CTpaHMLAX BTOPYIO U IOCIEAYIOLIUE
CTpaHuLbI HyMepyroTca. HoMepa cTpaHuIl poCTaBIsAOTCA OCEPEIUHE BEPXHETO MO JOKYMEHTa
Ha paccTogHUU 10 MM OT BEpXHEro Kpas JIMCTA.

2.16. Jlns M3roTOBIIEHHUS JOKYMEHTOB HCIIONB3YyeTCs rapHutypa mpudra TimesNewRoman,
pasmep mpudra - N 12 — 14nT, npu cocTaBieHUN TaOIUI TOMYCKASTCS MCIOIb30BaHUE MIPU(TOB
MeHbIIuX pazmepoB - N 10, 11 or.

2.17. AG3anHbIi OTCTYN B TEKCTE JOKYMEHTa - 1,25 cMm.

3aroJ0BKH Pa3/ieNioB U MOAPA3/EIOB IeyaTaroTcs ¢ ab3alHbIM OTCTYIOM WIN LIEHTPUPYIOTCS
10 IIMPUHE TEKCTA.

2.18. Tekcr nokymeHTta mnevartaercs uepe3 1 - 1,5 MeXCTpouHbIX HHTepBaia. TekcT
JIOKYMEHTa BbIPAaBHUBAETCS MO LIMPHUHE JIUCTA.

MHOrocTpouHbl€ PEKBU3UTHI I1€YATAKOTCS YEPE3 OAMH MEXCTPOUHBIM MHTEPBAJ, COCTABHBIE
YacTU PEKBU3UTOB MOTYT Pa3JeNsThCsl JOMOIHUTEIbHBIM HHTEPBAJIOM.

Ecnu 10KyMEHT rOTOBUTCS AJIs U3JJaHUS C YMEHbLIEHHEM MacluTala, TEKCT IedyaraeTcs yepes
JIBa MHTEpBaJa.

WuTepBan Mex 1y OykBaMu B ClI0Bax - 0ObIYHBIN. IHTEpBain MeXy CII0BaMH - OJJUH IIPOOeI.

CTpOKM peKBU3UTOB BBIPABHUBAIOTCS I10 JIEBOW I'PAHULIE 30HbI PACIOJIOKEHUSI PEKBU3UTA WU
LEHTPUPYIOTCS OTHOCUTENIBHO CaMON JJIMHHOM CTPOKH.

JlnuHa camMoil JUIMHHOM CTPOKM PEKBU3WUTA IIPU YIJIOBOM PACIOJIOKEHUM PEKBU3UTOB HE
bomnee 7,5 cM.

JlinHa camMoi JUIMHHOM CTPOKH PEKBU3UTA IPH MPOJIOJIBHOM PACIIONIOKEHUH PEKBU3UTOB HE
6onee 12 cm.

2.19. Jlonyckaercs BBIAENATH HMOMYKUPHBIM HIpU(TOM peKBU3UTHI "aapecar", "3aroloBoK K
TeKCTY" WM "MOANUCE", a TAKXKe OT/AEIbHbIE (PparMeHTHI TEKCTa.

2.20. IIpn moAroToBKE MHOIOCTPAHUYHBIX IOKYMEHTOB O(OPMIISIETCS TUTYIbHBIN JHCT.

2.21. CoctaB pEKBHM3MTOB, HCHOJIb3yeMbIX Ui O(OPMIIEHUS JOKYMEHTOB, OIpENeNsIercs
BUJIOM (Pa3HOBMIHOCTbHIO) OpraHU3aMOHHO-PACIIOPAIUTEIBHOTO TOKYMEHTA.

2.22. Ilpu noAroToBKE AOKYMEHTOB AJMHHHCTPALMU CEJIBCKOIO MOCENEHHS HCHOJB3YIOTCS
pexBusuthl, yctanoBienusie ['OCT P 7.0.97-2016:

a) l'ocynapctBennslii rep6 Pecniyonuku bamkoprocras;

0) HaMMEHOBaHUE oOpraHa MECTHOIO CaMOYINpaBiIeHUS - AJIMUHUCTPALUSA CEJIbCKOIro
noceneHus: ATHKOBCKMH CelbCOBET MYHHMLMNAIBHOrO paifoHa Byp3sHckuil paiion PecrmyOmuku
BamkoprocTan Ha rocyapcTBEHHBIX si3bIkax PecryOnuku bamkoprocTan;

B) HAUMEHOBaHNUE JOJKHOCTH;

I') CIpaBOYHbIE JJaHHbIE 00 AJIMUHUCTpALUS CEIbCKOTO MOCeNeHUs ATUKOBCKUI CETbCOBET
MYHUIUNATBHOTO paiioHa byp3sHckuii paiion Pecybnuku bamkoprocras;

1) HAMMEHOBaHKE BUJIA IOKYMEHTA;

€) Jara JJIOKyMEHTa,

) PErUCTPALIMOHHBIA HOMEP TIOKYMEHTA;

3) CChUIKA Ha PETUCTPALIMOHHBIA HOMEP U JIaTy BXOASIIETO JOKYMEHTA;

1) MECTO COCTaBJieHUs (M3/1aHMsI) TOKYMEHTA,;

K) TpU(] orpaHUYeHHUs JOCTyNa K JOKYMEHTY,

) ajpecar;

M) rpu¢ yTBEp>KACHUS JOKYMEHTA;

H) yKa3aHUs 110 UCIIOJHEHUIO JOKYMEHTa;

0) 3aroJIOBOK K TEKCTY;

1) JOKYMEHTA;

p) OTMETKA O KOHTPOJIE;

C) OTMETKa O MPUJIOKEHUH;

T) TIOJIINCB;
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y) OTMETKa 00 3JIEeKTPOHHON MOMNCH;

&) rpud cormacoBaHus TOKYMEHTA;

X) BU33;

I1) TIeYaTh;

4) OTMETKA O 3aBEPEHUU KOIINU;

1) OTMETKa 00 UCIIOJIHUTEIIE;

1) OTMETKA 00 MCTIOJHEHUH TIOKYMEHTA U HalpaBJIEHUH €T0;
3) OTMETKA O MOCTYIIEHUU JOKYMEHTA,

10) CCBIJIKA Ha IOKYMEHT.

s1) OTMETKA O HANpaBJICHUH JOKYMEHTA B JIEJIO.

2.23. Ins 6nankoB "IloctaHOBIEHHE AJMHHUCTPAIMN CEIBCKOTO IMOCETICHUS ATHKOBCKHUI
CEIbCOBET MYHHUIIMINIAIBLHOTO paiioHa byp3sHckuii paiion PecnyOomuku bamkoprocran" wu
"PacniopsikeHre AIMMHHUCTPAIMK CEIbCKOTO MOCENIeHUsI ATUKOBCKUI CEIbCOBET MYHHUIIMIIAILHOTO
paiiona bypasiHckmii paiion PecrnyOnuku bamkopTtoctaH" ycTaHaBiIMBAaeTCsl CIICIYIONIUH COCTaB

PEKBU3UTOB:
I'ep6 mynununansHoro paiiona byp3suckuii paiion Pecniyonuku bamkopTocran;
HAaUMEHOBAHHE OpraHa MECTHOTO CaMOYIpaBJieHUs - AJIMUHHUCTpPAIUS CEIbCKOTO

noceneHuss ATHKOBCKMH CelbCOBET MYHHULMNAIBHOrO paiioHa Byp3sHckuil paiion PecnyOnuku
bamkopTocran;

BH/Jl IOKYMEHTA;

OTMETKH ISl IPOCTABJIEHUS 1aThl U PETUCTPALIMOHHOI'O HOMEpA.

2.24. Jlns GTaHKOB TTHMCEeM AJMHUHHCTPAIIUUA CEIBCKOTO MOCEICHUS ATHUKOBCKHHA CEJIbCOBET
MYHUILIMIIAJIbHOTO paiioHa bypasHckuil paifon PecnyOnuky bBamkoprocTaH ycraHaBiIuBaeTcs
CJIEYIOILUN COCTaB PEKBU3UTOB:

I'ep6 myHununansHoro paiiona byp3sHckuii paiton Peciyonnku bamkoprocran;

HAaUMEHOBAHHME OPraHa MECTHOTO CaMOYIIPaBJICHUs - AIMUHUCTPALUS CEILCKOIO IOCEJICHUS
ATHKOBCKHH CEIbCOBET MyHUIIUINIATIBLHOTO paiioHa byp3sHckuit paiion Pecniybnuku bamkopTocrah;

CIPaBOYHBIE JAHHBIE OpraHa MECTHOIO CaMOYINpPAaBICHUS - AIMHHHCTPALMHM CEJIBCKOIO
nocesneHus] ATHUKOBCKUH CEIbCOBET MYHHUIMNAIBLHOTO paiioHa byp3sHckuilt paiioH Pecny6nuku
bamkoprocras;

(mouToBBIN anpec, HOMepa TenedoHOB, TenedoHa-hakca, agpec IESKTPOHHOW MOYTHI U JAPYTUe
CBEJICHHS);

OTMETKH ISl IPOCTABIIEHUS AAThl U PETUCTPALIMOHHOTO HOMEPA;

OTMETKH JUIsl CCBUIKM Ha HOMEP M J1aTy UCXOJAIIEr0 JOKYMEHTA aIpeCcaHTa.

B Onank nucbMa MOXET JOTOJHUTEIBHO BKIIHOYATCS PEKBU3UT "HAaMMEHOBAaHUE JTOJKHOCTU
auna'.

2.25. BHyTpeHHHE JOKYMEHThl AJAMUHHUCTPAIMH CEIbCKOTO MOCETIeHMsI, OPOopMIIIEMbIE HE Ha
OyaHKe, TOJDKHBI COJIepKaTh COOTBETCTBYIOIIUE BUTy JOKYMEHTA PEKBU3HTHI.

2.26. TI'ep6 mynununanpHoro paiiona byp3sHckuii paifon Pecny6muku bBamkoprocrah,
pa3paboTaHHas W YTBEp)KACHHAs B TOpSJIKE, YCTAHOBIEHHOM 3aKOHOJATEeNbCTBOM Poccuiickoit
Odeneparum, pazMeniaeTcs Ha OJJlaHKaX TOKYMEHTOB B COOTBETCTBHH C ITyHKTOM 2.8 WHCTPYKIIUU U
Ha ocHoBaHuM HITA AnMuHUCTpanuu cenbCcKoro MoceaeHusl.

N3o0paxkenue repba moMmernaeTcs Ha BEpXHEM IoJie OJaHKa TOKyMEHTa Ha pacCTOSHUHU 10 MM
OT BEpPXHEro Kpas JMCTa, 3axBaTbiBas YacTb pabouell 30HBI JIOKyMEHTa, LEHTPOBAHO HaJ
PEKBU3UTAMU OpraHU3aIIH.

2.27. Tep0 MyHHUIMNATBHOIO pailoHa, 3apETUCTPUPOBAHHBII B  YCTAHOBJIEHHOM
3akoHoAarenbcTBOM  Poccuiickoit ®enepanuu mopsake, BOCIPOM3BOAUTCA Ha  OJlaHKax
AJIMUHHCTpAIIMM CEIBCKOTO TOCENIEHUs] B COOTBETCTBUU C ITYHKTOM 2.8 HHCTPYKIMH M Ha
ocHoBaHuu HITA AMHUHHCTpanMy CEIBCKOTO IMOCEIEHUS.

2.28. Kox ¢opmbl TOKyMEHTa MPOCTABIsAETCA HAa YHU(PUIMPOBAHHBIX (hopMax JOKYMEHTOB B
cootBeTcTBUU ¢ OOmepoccuiickuM kiaccudukaropoM ympasieHueckoil gokymentanuu (OKY )
WIA JIOKAJIBHBIM KJIACCH(PHUKATOPOM, pacIojiaraeTcss B MPaBOM BEpPXHEM YINy paboyero mois
JIOKYMEHTA, COCTOUT U3 cjoB "®opma o (HauMeHoBaHue Kiaccudukaropa)" u mudpoBoro Koja.

2.29. HaumeHoBaHHe AJMHHHUCTPAIMH CEIHCKOTO MOCENIEHUsI Ha OJIaHKe JOKYMEHTa JOJIKHO
COOTBETCTBOBATh HAMMEHOBAHUIO IOPUIUYECKOrO JMIA B yCTaBe AJIMHMHHUCTPALMM CEJIBCKOTO
nocenenusi. Ha OnaHkax JJOKYMEHTOB YKa3bIBaeTCs TIOJHOE O(HUIMAIbHOE HAMMEHOBAHHE
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IOPUINYECKOTO JIUIIA C YKa3aHUEM €r0 OPraHU3alMOHHO-TIPABOBOM (DOPMBI.

2.30. HaumeHoBaHME JOKHOCTH JIUIIA UCIIONB3YETCS B OJIAaHKAX MUCEM JODKHOCTHBIX JIMI] U
pacrnosaraeTcs o HAUMEHOBaHUEM AJIMUHUCTPALIMH CEIBCKOTO IMOCEJIECHNUS.

2.31. CnpaBouHble HaHHBICE 00 AJIMUHHUCTpAIlMU CEIBCKOTO TIOCEJICHUS YKa3bIBAIOTCS B
OnmaHKax TMHCEM M BKJIIOYAIOT: MOYTOBBIM aapec, Homep TenedoHa, ¢axca, ampec 3JIEKTPOHHOM
mouthl, kKoa AnvunHuctpanuu MP mo OOmepoccuiickoMy KiacCH(PUKATOPy MNPEANPUITHH U
opranuzaiuii (OKIIO), ocHOBHOHM rocynapcTBeHHbI peructpaunoHHslii Homep (OI'PH) u
UACHTU(PUKAIIMOHHBIN HOMEp HaJOTOIUIATENbIUKA/KO/] PUYUHBI IOCTAHOBKHU HA HAJIOTOBBIA y4eT
(MHH/KIIII).

2.32. HaumeHoBaHuE BUAa JTOKYMEHTa YKa3bIBa€TCsS Ha BCEX JOKYMEHTaX, 3a MCKIIOUYEHHEM
JIeNOBBIX (CIyXeOHBIX) MUCEM, pacloyiaraeTcsl 1Mo HaMMEHOBAaHWEM AJIMHHHCTPAIUU CEIHCKOTO
MOCEJICHUSI.

2.33. Jlata JAOKyMEHTa JOJDKHa COOTBETCTBOBAThH JaTe NOANUCAHUS (YTBEPXKICHUS)
JOKYMEHTa WU (B MPOTOKOJax) Aare COOBITUA, 3aUKCUPOBAHHOTO B TJOKYMEHTE.

Jlata 1OKyMEHTa 3alMCBIBAETCS B MOCJIEI0BATEILHOCTH: JIEHb MECSIA, MECSL], F'OJl OJHUM M3
JIBYX CIIOCOOOB:

apabckumu rudpamu, pasaeneHasiMu Toukoi: 05.06.2020;

cioBecHO-1IM(ppoBbIM criocobom: 5 uroHs 2020 r.

Ha pokymeHrax, odopmisieMblx Ha OlaHke, Jara JOKYMEHTa MpPOCTABISETCS IIO]
pPEKBU3UTaMU "HaWMEHOBaHHE BHJA JTOKyMeHTa" (B OllaHKaX KOHKPETHBIX BUIOB JOKYMEHTOB) U
"cripaBOYHBIE TaHHBIE 00 opranu3anuu” (B OJaHKaX MHCEM).

JlaToit  gOKyMeHTa, W3JAaHHOTO COBMECTHO JABYMsS WU 0Oojee  OpraHu3alusMu
(1OJIKHOCTHBIMHM JIMIIAMH ), SIBJISIETCS J1aTa MOAIUCAHUS JOKYMEHTA IOCIEAHEW CTOPOHOM.

2.34. PeructpallMOHHBIA HOMEp JOKyMeHTa - uLudpoBoi wuimum OykBeHHO-UKU(POBOU
UACHTU(PUKATOP JOKYMEHTA, COCTOSIIIMM U3 MOPSIKOBOIO HOMEpPA JAOKYMEHTA, KOTOPBIH, MOXKET
JOTIONHAThCS  [UQPPOBBIMU MM  OYKBEHHBIMH KOJaMH (MHIEKCaMH) B COOTBETCTBUU C
HCIIOJIb3YEMBIMU KIIACCU(UKATOPaAMHU.

Ha nokymeHTe, COCTaBIIEHHOM COBMECTHO JIByMS U 0ojiee OpraHu3alusMH, IPOCTaBISIOTCS
perucTpaioHHble HOMepa J0KyMEHTa, IPUCBOCHHbBIE Ka)KI0M U3 opraHu3anuil. Perucrpanuonseie
HOMeEpa MPOCTABISAIOTCA B MOPSAKE YKa3aHWsS HAUMEHOBAHWN OpraHM3alMi B 3ar0oJOBOYHON 4acTH
(mpeamOyre) JOKYMEHTa U OTAENSAI0TCA APYT OT Jpyra KOCcoi uepTo.

2.35 Ccbulka Ha perucTpalMOHHBII HOMEP UM JaTy MOCTYIHUBIIETO JOKYMEHTA, COCTOSAIIAs U3
pPEruCTpallMOHHOTO HOMEpa W JIaThl BXOJSIIErO JIOKYMEHTa, Ha KOTOPBIA JlaeTcsi OTBET,
npocrasisiercs B Bujae otMeTky "Ha N ... ot ..." B Gi1aHKe nucbMa.

B Tekct mucbMa-oTBeTa CBEACHMS O PETUCTPALMOHHOM HOMEpE M JlaTe IMOCTYIUBIIETO
NMCbMa HE BKJIFOYAIOTCH.

2.36. Mecto coctaBiieHus (M3/1aHUS) TOKYMEHTa YKa3bIBA€TCS BO BCEX JOKYMEHTaX, KpoMe
JIeNOBBIX (CITy>KE€OHBIX) MHUCEM, BHYTPEHHUX MH(OPMAIIMOHHO-CIPABOYHBIX JOKYMEHTOB.

Mecto coctaBieHust (M3JaHMs) JOKYMEHTAa YKa3bIBaeTCsi B COOTBETCTBHM C MPHHITHIM
aJMMHHMCTPAaTUBHO-TEPPUTOPHAIIBHBIM JIEJIEHUEM, Hampumep: A.TumupoBobyp3sHCKOro paiioHa
PecnyOnuku bamkoprocrtas.

2.37. I'pud orpanmveHus A0cTyna K JOKYMEHTY HPOCTaBISETCS B IPAaBOM BEPXHEM YTy
MEPBOro JHCTa JOKYMEHTa (MpOeKTa TOKYMEHTa, CONPOBOJUTEIBHOIO MUChbMa K JIOKYMEHTY) OT
IPaHUIBl BEPXHEr0 MOJs MNpH HAJIMYUM B JOKYMEHTEe HWHQOpPMAalMu, JOCTYyll K KOTOpPOH
OTPAaHUYMBAETCS B COOTBETCTBUU C 3aKOHOJ1aTeNIbcTBOM Poccuiickoit deneparmm.

Bunsl ucnonb3yemblx B AIMMHUCTPAIlMM  CEJIBCKOTO TOCENeHHUs] Tpu(oB OrpaHHUCHHS
JOCTyNa JIOJKHBI COOTBETCTBOBATh 3aKOHOJATENbHBIM M MHBIM HOPMATHUBHBIM IPABOBBIM aKTaM
Poccuiickoit denepannu u 10mkHBl ObITh 3akperieHsl B HITA. I'pu¢ orpanmdenus goctyna k
nokymeHTy (mometka "Jlms ciyxeOHOro mosib3oBaHHS", «CEKpeTHO») MOXKET JOTOJHATHCS
HOMEPOM 3K3eMIUISIpa JOKYMEHTAa U JAPYTUMHU CBEACHUSIMHU B COOTBETCTBHM C 3aKOHOJATEIHCTBOM
Poccuiickoit denepanumu.

2.38. AnpecaT - peKBH3HT, HCIIOJIb3YEMbIil PH OGOPMIICHHH JENOBBIX (CIYXEOHBIX) MUCEM,
BHYTPEHHUX HH()OPMALIMOHHO-CITPABOYHBIX JTOKYMEHTOB.

AnpecaTtoM JOKYMEHTa MOXET OBbITb OpraHu3alus, CTPYKTypHOE TOpa3JeiicHHe
OpraHu3aIiy, JOJKHOCTHOE WIH (PU3UUECKOE JIUILIO.

PexBusut "agpecar" odopmisieTcs Ha OJIaHKE C YIJIOBBIM PACIOJI0KEHHUEM PEKBU3UTOB - B
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BEpXHEH MpaBoil yacTU NOKyMEHTa, Ha OJaHKE C MPOJOJIbHBIM PACHOJIOKEHHEM PEKBH3HUTOB -
crpaBa 1oj| pekBu3zutamu Osanka. CTpoky pekBu3HTa "ampecar” BRIPABHUBAIOTCS IO JICBOMY Kparo
WJIU LICHTPYIOTCS OTHOCUTENBHO CaMOM JUIMHHOU CTPOKHU.

[Ipu agpecoBaHuM JOKYMEHTa PYKOBOJIUTENIO (3aMECTHUTENI0 PYKOBOJIUTENS) OpraHU3aluu
YKa3bIBAIOTCA B JaTE€JbHOM IIaJ€K€ HAUMEHOBAaHUE JODKHOCTH DPYKOBOAMUTENS (3aMECTHTENs
PYKOBOIMTEIS), BKIIFOUYAIOIEE HAMMEHOBAHUE OpPraHU3aliy, (GaMIINI0, HHUIIUAJIBI JOJKHOCTHOTO
nuua. Hanpumep:

['enepanbHOMY TUPEKTOPY
®ObY "HaumenoBaHue
opranu3anuu’

damvunusg U.0.

IIpu aznpecoBaHMM NKMCbMa B OPraHU3aLMI0 YKa3bIBA€TCS €€ IOJHOE MM COKPALICHHOE
HalMEHOBAHNE B MIMEHUTEILHOM MaJIeXe.

IIpu agpecoBaHuM JOKyMEHTa B CTPYKTYpPHOE MOJpa3AelieHUE OpraHu3alud B PEKBU3UTE
"angpecar" yKa3bIBAalOTCSI B HMMEHUTEJIBHOM TMaJie’)kKe HAMMEHOBAaHME OpraHU3alUU, HUXKE -
HAaUMEHOBAaHUE CTPYKTYpHOTO noapasaeneHus. Hampumep:

dBY "HaumenoBanue
opraHuzanun"
DuHaHCOBOE YIpaBICHUE

[Ipu angpecoBaHuu nucbMa PYKOBOIAUTEINIO CTPYKTYPHOIO NOAPA3IAEICHUs YKa3bIBalOTCS B
MMEHUTEIbHOM NaJIeKE HAMMEHOBAaHNE OPTraHU3allluK, HUKE - B JATEIbHOM MaJeKe HAMMEHOBaHUE
JOJDKHOCTH  PYKOBOJMTENS, BKIIOYAIOIIEE HAMMEHOBAHUE CTPYKTYPHOIO MOAPA3IAECICHUS,
dbamunuto, naunuranel. Hanpumep:

®BY "Hanmenosanue
opraHuzanuun”
PykoBoguTento 10roBopHoO-
PaBOBOTO OTJIENA
damunug N.0.

[lepen damunuelr MODKHOCTHOTO JIMIA JIOMYCKAaeTCs YHNOTpeONATh cokpaimieHue 'r-Hy"
(rocnoivHY), €CIv ajpecaTr MyX49rHa, Win "T-ke" (TOCTIokKe), €CIIH aapecaT KeHIIUHA, HallpuMep:

r-ay @amunus 1.0.
r-xxe ®amunug U.0.

[Ipm pacceuike OOKyMEHTa TpyHIE OpraHU3aluii OJHOTO THUMNA WIM B CTPYKTYpPHBIE
NOJpa3JiesIeHus OJJHOM OpraHM3aluu, agpecaT ykasbiBaercs: 0000menHo. Hampumep:

PykoBonutensm punuanos
OBY "HauMmeHnoBanue
opraHuzanuun”

PykoBoguTensm ynpaBiieHUN
u otnenoB OBY "HaumeHnoBanue
opraHuzanuun”

IIpu paccelike TOKyMEHTa HE BCEM OpraHM3alMsM WIN CTPYKTYPHBIM HOJPA3/EJICHUSIM M0
pexBu3uToM "Anpecar" B ckoOkax ykassiBaeTcs: "(1mo crucky)". Hanmpumep:



PykoBoguTensam ynpaBiIeHU U OTAEIIOB
ObVY "HanmenoBanue

opraHuzanuun"

(0 crucKy)

CIuCOK pacChUIKU COCTABIISAETCS UCIIOTHUTEIIEM.

Ecnu nuceMo HampapiisieTcss B OpraHU3alyio WIK JOJDKHOCTHOMY JIMILY M JUIsl CBEJICHUS €Ll
psily OpraHu3aliii WiIu JOJKHOCTHBIX JIUL, 00Iee KOJUYECTBO aIpecaToB HE JOJDKHO ObITh Ooiiee
YeThIPEX, IIPU 3TOM OCHOBHOHM ajJpecar yKasbplBaeTcs NepBbIM, cioBo "Komwus" mepen BTOPBIM,
TPETbUM, YETBEPTHIM aJpecaTaMy He I1e4aTaeTcs.

B cocrtaB pexBuszuTa "Anpecar" MokKeT BXOJUTH IMOYTOBBIA aapec. DIEMEHThI MOYTOBOIO
ajZipeca yKasbIBalOTCA B II0CJIEJOBATEILHOCTH, YCTaHOBJIEHHOW IlpaBmiamu oka3aHus ycIayr
IIOYTOBOM CBS3U:

a) s FOPUIMYECKOT0 JIMIIA - TIOJIHOE WM COKPALIeHHOe HauMEHOBaHue (IpU HAJIMYUM), U1
rpakAaHUHA - paMIIIns, UMsI, OTYECTBO (IIOCIIEHEE MTPU HATUYHH);

0) 0aHKOBCKHE PEKBU3UTHI (U1 MOYTOBBIX IE€PEBOAOB, HANIPABISAEMbIX IOPUINYECKOMY JIUILY
VI IPUHUMAEMBbIX OT FOPUIUYECKOIO JIUIIA);

B) Ha3BaHUE YJIMIIbI, HOMEp JOMa, HOMEp KBapTUPBI;

I') Ha3BaHHME HACEJIIEHHOT' O MIYHKTA;

1) Ha3BaHUe paiioHa;

€) Ha3BaHME PECIyOJIMKH, Kpasi, 001acTH, aBTOHOMHOT'O OKpyra (00JacTH);

) Ha3BaHUE CTPaHbl (11 MEXKTYHAPOHBIX TOYTOBBIX OTIPABICHUN);

3) IOYTOBBINA UHIEKC.

ITouTOBBI afpec He yKa3bIBaeTCs B JOKYMEHTAX, HAIlPaBJIIEMbIX B BBICIIME OpPTraHbl BIACTH,
BBIILIECTOSIIIIME OPraHU3allUHY, TOJBEAOMCTBEHHbIE OPTaHNU3alluU U MTOCTOSHHBIM KOPPECIOHIEHTaM
(32 MCKJIIOUEHHEM HaIpaBJICHHUsI TMHCEM YKa3aHHBIM ajJpecaTaM B KOHBEpTaxX C MPO3PAYHBIMU
OKHaMH).

ITpu oTnpaBke mHMcbMa MO JIEKTPOHHON MOYTE WM (PaKCUMUIIBHOM cBA3M (6€3 TOCBUIKM IO
1I0YTE) OYTOBBIN ajpec He yKa3biBaeTcs. [Ipn HEOOXOAMMOCTH MOKET OBITh YKa3aH 3JIEKTPOHHBIN
aznpec (Homep Tenedona/pakca). Hanpumep:

DBY "HaumenoBanue
opraHuzanuun”

ONEKTPOHHBIN agpec

2.39. I'pud yrBepxaeHHs TOKyMEHTa IPOCTABISIETCS] HA JOKYMEHTaX B IPAaBOM BEPXHEM YIIIy
NIEPBOro JucTa JoKyMeHTa. CTPOKH pEKBU3UTA BBIPABHUBAIOTCS I10 JIEBOMY Kparo WM LEHTPYIOTCS
OTHOCHUTEJIBHO CaMOW JTTMHHOM CTPOKH.

[Ipu yTBepKIeHMM AOKYMEHTa COOCTBEHHOPYYHOH IMOAMUCHIO JOJDKHOCTHOTO JUIA TPHP
yTBepkaeHuss coctour w3 cioBa "YTBEPXJIAIO", nHanmeHOBaHUS JIOJDKHOCTH — JIUIIA,
YTBEP)KJAIOIIETO JOKYMEHT, €ro IMOJMUCH, WHUIHUAIOB, (aMUIMM U JaThl YTBEP)KICHHUS.
Hampuwmep:

YTBEPXIAIO

I'maBa cenbckoOro noceneHus
ATHKOBCKHI CEITbCOBET
MYHULUNIAIBHOTO pailoHa
Bbyp3asitHckuit palion
Pecny6nuku bamkoprocran

Ilonnuce N.0. ®amunus

Jara
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[Tpu yTBEp)KICHUN JJOKYMEHTA PACHOPSAUTENBHBIM JOKYMEHTOM IpU( YyTBEP>KICHHUSI COCTOUT
u3 cinosa "YTBEPXIEH" ("YTBEPXJEHA", "YTBEPXJIEHbBI" wmu "YTBEPXIEHO"),
COIIACOBAHHOTO C HAaWMEHOBAaHUEM BHJA YTBEPKIAEMOIO JOKyMEHTa, Ha3BaHus Bujpa HIIA B
TBOPHUTEIBLHOM IAZIECKE, €0 1aThl, HoMepa. Hampumep:

(Pernamenr) VYTBEPXIEH
[TocranoBneHueM AJAMUHUCTPALIMN
MYHULUIIAIBHOTO paiioHa
Byp3asinckuii palion

Pecny6onuku bamkoprocran
ot 5 okTsa6ps 2020 r. N 82

(ITpaBmia) YTBEPXIEHBI
[TocTanoBieHueM AaMUHUCTpALIUU
MYHHIUIIAILHOTO paiioHa
byp3sauckuii paiton

PecnyOnuku bamkoprocran
oT 5 okTsa0ps 2020 r. N 82

HpI/I YTBCPXKACHUN JOKYMCHTA KOJUJICTHAJIIBHBIM, COBCHIATCIBHBIM HJIM HWHBIM OpPraHOM,
pelieHusT KOTOPOro (HUKCHPYIOTCS B MPOTOKOJe, B rpude yTBEpKIACHUS YyKa3bIBaeTCs,
HaMMEHOBAaHME OpraHa, JaTa ¥ HOMEp MPOoTOoKoJja (B ckoOkax). Hampumep:

(ITonoxenmue) YTBEPXJIEHO
Pemennem kunmniHoM KOMUCCUU
AJMUHUCTpaMU MYHULIMIIAIBHOTO paiioHa
byp3sHCcknii paiton
Pecny6nuku bamkoprocran
oT 5 okTs10pst 2017 1. N 82
(mporokoi ot 12.09.2020 N 12)

2.40. 3aronoBOK K TEKCTy - KpaTKoe coJepXaHHe TOKyMeHTa. Ecim 3aroioBok K TEKCTy
oTBeuaeT Ha Bompoc "o yem?", oH HaunHaeTcs ¢ npeagora "O" ("O6"). Eciau 3aronoBok K TeKCTy
OoTBEYaeT Ha Bompoc "dero?", OH COCTaBIsIET OJHO L€J0€ C Ha3BaHMEM BHJA JOKYMEHTA.
Hanpuwmep:

MoCTaHOBJIEHHE (0 UeM?) O CO3/IaHUM aTTECTAMOHHONW KOMUCCHH

nucbMo (0 yeM?) o mpeaocTaBiIeHUH HHOpMaluu

aKT (uero?) mpuema-mnepeaadu aen

MPOTOKOJI (4ero?) 3aceiaHus SKCIIEPTHON KOMUCCHH

3aroJ0BOK K TEKCTY 0(OopMIISETCs 101 PEKBU3UTAMU OJIaHKa CJIeBa, OT TPaHMIIbI JIEBOTO MOJIS.

2.41. TekcT JOKyMEHTAa COCTABISIETCA HAa FOCYJAapCTBEHHOM si3bIke Poccuiickoit denepanun.

Tekct mokyMeHTa JOJKEH OBITh COCTAaBJIE€H IPaMOTHO, SICHO, NMOHSATHO M 1O BO3MOXXHOCTHU
KpaTko. TEeKCT MOKYMEHTa JOJDKeH COJEpKaTh JIOCTOBEPHYIO M aKTyalbHYI HH(POPMAIHIO,
JIOCTAaTOYHYIO JUISl TIPUHSATUS PEUICHUH WIM MX UCIIOJHEHUS, HE JIOJDKEH JOIMyCKaTh Pa3MYHbIX
TOJIKOBAHUH.

B Tekcre n0OKyMeHTa, MOATOTOBIEHHOM Ha OCHOBAaHMHM 3aKOHOJATENbHBIX MM HWHBIX
HOPMATHBHBIX TPABOBBIX aKTOB, PaHEE M3JAHHBIX PACTIOPSIUTENFHBIX TOKYMEHTOB, YKa3bIBAIOTCS
UX PEKBU3UTHI:

HaMEHOBAaHHE TOKYMEHTa, HAaMMEHOBAaHWE OpraHa BIIacTH (OpraHW3allud), W3JaBIIeTO(ei)
JOKYMEHT, J1aTa JOKYMEHTa, PeruCTPALMOHHBIA HOMEP JOKYMEHTA, 3ar0JIOBOK K TEKCTY;

HaMEHOBaHME OPraHM3alMM WU JIOJDKHOCTHOTO JIMIA, YTBEPAMBIIETO IOKYMEHT, [aTa
YTBEP)KICHHS JOKYMEHTA.

Tekcr nokymMeHTa MOXET coJepXkaTb pas3feibl, MOJpa3/ienbl, ITyHKTbl, HOJIYHKTHI,
HyMepyemble apaOCKuMH IudpaMu. YpoBHEH pyOpUKalMU TEKCTa HE JOJDKHO ObITh Ooree
YeThIpex.



TekcT JOKyMeHTa U3JaraeTcsi:

B TIOCTAHOBJICHUSX,  pACHOPKEHUSX  AIMUHUCTPALMU  CEIIbCKOTO  IOCEJICHUS:
AJIMUHHCTpALUS CETbCKOTO MOCEIEHUS TOCTAaHOBIISIET:

B IPOTOKOJAX 3acelaHWil - OT TpPeThero Juna MHokecTBeHHoro uucia ("CJIYIIAJIN",
"BbICTYIIWJIN", "TIOCTAHOBUWJIN" unu "PELINJIN");

B JICIIOBBIX NHCHbMax, O(OPMIICHHBIX Ha OJIaHKaxX OpraHU3allMk, - OT IEePBOTO JIUIA
MHOXECTBEHHOTO 4Hclia (IpoCUM, HalpaBisieM, @peajaraeM) WIA OT TPEThero Jula
eauHcTBeHHOTO 4ucia ("AJIMUHHCTpalUs CEIbCKOTO  ITOCEICHHS HEe Bo3paxaer...", "

AJIMUHHCTpALIUS CETbCKOTO MOCENEHUs CYUTAET BO3MOXKHBIM...");

B JIJIOBBIX MHUCHbMax, O(POPMIICHHBIX OT UMEHH AOJKHOCTHBIX JIUI] agMuHucTpanuu MP, - ot
MEepBOTO JIMIIa eIUHCTBEHHOTro uncia ("mpomry ...", "npemiararo ...");

B JIOKJIQJIHBIX M CIIY>KEOHBIX 3aIMCKaX, 3asBJICHUSIX - OT MEPBOro JUIa €AMHCTBEHHOTO YHCIIa
("mpomry ...", "cunTaro HEOOXOAUMBIM ...");

B JIOKYMEHTax, yCTaHaBIMBAIOUIMX (QyHKIMH (0OSI3aHHOCTH), TMpaBa U OTBETCTBEHHOCTH
CTPYKTYPHBIX MOJpa3/ieieHNul, paOOTHUKOB (IIOJIOKEHHE, MHCTPYKIHS), a TaKXkKe COAEPIKaIINX
OMKCAaHUE CUTyalui, aHaau3 (PaKTOB U BBIBOJIBI (aKT, CIpaBKa), UCHOIB3YyEeTCs opMa H3I0KEHUS
TEKCTa OT TPEThEro JIMIA E€IMHCTBEHHOIO WJIM MHOXXECTBEHHOro uucia ("oTaen OCylecTBIISIET
dbyHkuy...", "KoMuccus MpoBena mpoBepky...").

[Tpu moAroToBKe TEKCTa TOKyMEHTA CIEAYyeT COOJIOAaTh MpaBuiia HAMUCAHUS O(DUITHATIEHBIX
HAaUMEHOBAHUM, YUCTUTEIbHBIX U €IUHUI] U3MEPEHHUS.

B TekcTax MOKYMEHTOB YMOTPEOJSAIOTCS OOUenpuHATEIE a0OpeBHaTyphl W Tpaduueckue
COKpAIlEHUSI.

[Tpu ykasanuu B TekcTe paMuiIMM JMI]a WHUIMAIBI CTaBATCS mocie (ammmmu. B 1emoBeIx
(cmy>keOHBIX) MUChMaX UCIIOJIb3YIOTCS:

BCTYNUTEIbHOE OOpallleHue:

YBaxaewmslii rocniosiuH Ilpencenarens!
YBaxkaemblii rocniogud Munuctp!
YBakaemblii rocriouH MiBaHoB!
VYBaxaemas rocnoxa [lerposa!
YBaxaewmsiii Ban IletpoBuy!
VBaxkaemass AnHa HukonaeBHa!
YBaxkaemble rocroial

3aKIIOunTEeNbHAs dTUKETHAs (Ppaza: "C yBakeHnuew, ...".

HaunmeHoBaHMe TODKHOCTH B OOpAIllEHUWHU MUILETCS C MPOMMCHOM OyKBBI, B OOpaIleHUH MO
(baMuIMKM HHULUANBI JINLA HE YKa3bIBAIOTCH.

242. OrtMmeTka O NPUIOKEHUH COJAEPKUT CBEACHUA O JIOKYMEHTe (JIOKyMEeHTax),
MPUJIaraéMoOM K COIPOBOJAUTEIBLHOMY MHUChMY, HHOMY MH(QOPMAIIMOHHO-CIIPABOYHOMY JOKYMEHTY,
WIM O TOM, YTO JIOKYMEHT SBJISIETCS NPUIIOKEHHUEM K OCHOBHOMY JOKYMEHTY (HOpPMaTHUBHOMY,
pactopsiANTETLHOMY UJIK HHOMY).

B compoBoauTeNbHBIX MHCBMax M JPYrUX HH(GOPMAIIMOHHO-CIPABOYHBIX JOKYMEHTaX
OTMETKa O TNPWIOKEHUH OQGOpPMISIETCSl IMOJA TEKCTOM OT TPAaHMIBI JIEBOTO MO CIEAYIOUIUM
obpazom:

€CJIM IPUJIO’KEHNE HAa3BaHO B TEKCTE:

IIpunoxenue: Ha 2 1. B 1 2K3.
€CJIM IPUJIOKEHNE HE HA3BAaHO B TEKCTE WM €CJIM IIPUIIOKEHNUN HECKOJIBKO:

[Tpunoxenue: 1. 1. IlomoxkeHue 00 SKCIEPTHO-IPOBEPOYHOW KOMHUCCUU AJIMHHHUCTPAIUH
CEJICKOIO IocesieHus Ha 5 1. B 1 3k3.
2. CoctaB H3KCHEPTHO-TIPOBEPOUYHOM KOMHCCHUU AJIMUHUCTPALMU CEIbCKOIO
nocesieHus Ha 2 7. B 1 3K3.

€CIIH TIPUIIOKEHUE (TIPUITOKEHHSI) COPOIIIOPOBAHO(BI):

[Tpunoxenue: B 2 3K3.
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[Tpunoxenue: OTYET O COCTaBE KAIPOB AJIMUHUCTPALIMU CEIBCKOTO MOCEIEHUS B 2 3K3.

CCJIn HNOKYMCHT, HBJ’DIIOIJ.IHfICH MNPUITIOKCHUCM, HMCECT MPHUIIOKCHUA C CaMOCTOSTEILHOU
HyMepaluen CTpaHull;

[Tpunoxenue: JIOTOBOP BO3MeE3THOTO oKazaHus yciayr oT 05.09.2017 N 32-17/72 u
IIPUJIOKEHUS K HEMY, BCEro Ha 7 JI.

€CIIM TUChMO HANpPAaBISETCS HECKOJBKHM aJpecaTam, a JOKYMEHT-TIPUJIOKEHUE TOJIBKO
HIEpBOMY aJipecaTy:

[Ipunoxenue: Ha 3 1. B 1 9K3. TOJIBKO B MIEPBBINA ajipec.

€ClI TMPWIOKEHUEM SIBIISIFOTCS JOKYMEHTBI, 3alMCaHHble Ha (U3UYECKH 000COOICHHBII
ANEKTPOHHBIA HOCHUTEIIb:

IIpunoxenue: DVD-R B 1 3k3.

[Ipu sTomM Ha BKIajplme (KOHBEPTE), B KOTOPHIH IMOMENIAETCS HOCUTENb, YKa3bIBAIOTCS
HAUMEHOBAHHUS JOKYMEHTOB, 3aIIICAHHBIX HAa HOCUTENb, UMEHA (haiiiioB, 00beM B OalTax.

B pacnopsauTenpHBIX  JIOKyMEHTaX (IIOCTAHOBJICHHUSX, PACIOPSDKCHHSX), JOTOBOpAX,
MOJIOKCHUSAX, TPAaBWIAX, HMHCTPYKIHMSIX H JPYIUX JOKYMEHTaX OTMETKa O TPHUIIOKESHUHU
odopmIsieTcs ciieayonmM 00pa3oM:

B TEKCTe JOKYMEHTa TpH IIEPBOM YIIOMHUHAaHWUW JOKYMEHTA-TIPUIOKEHUS B CKOOKax
YKa3bIBACTCH: ... (IPUIIOKEHHUE) WIH ... (TIpuiiokenue 1), (mpunoxenne N 1);

Ha TICPBOM JIUCTE JIOKYMEHTA-TIPUIIOKCHHSI B IPABOM BEPXHEM YTy YKa3bIBACTC:

[Ipunoxenue N 2
K [TIOCTAHOBJICHUIO A IMUHUCTPALUU
CEJIBCKOIO MTOCEICHUS
ATHKOBCKHH CEIbCOBET
MYHULHIAIBHOTO paiioHa
byp3sauckuii paiton
PecniyOnuku bamkoprocTtan
ot 15.08.2020 N 112/05

Ecnu mpuiiokeHneM K paclopsiAUTEIbHOMY TOKYMEHTY SIBIISIETCS JIOKAJIbHBIA HOPMaTUBHBIN
aKT WIM MHOM JTIOKYMEHT, YTBEP)KIAeMblil TaHHBIM PACIOPSIUTEIbHBIM JIOKYMEHTOM, Ha IEPBOM
JMCTe MPUIIOKEHHS MPOCTABISAETCS OTMETKA O MPUIIOXKEHHUU (0€3 CCBUIKM Ha pacHoOpsAUTENIbHBIN
JOKYMEHT) M Tpu} yTBEpKACHHUS, B KOTOPOM YKa3bIBAlOTCSA JaHHBIE PACIOPSIUTEIHHOIO
JIOKYMEHTa, KOTOPBIM YTBEPKJIEH JOKyMEHT-puioxenue. Hanpumep:

[Ipunoxenne N 1

YTBEPXIEHO

IIOCTAHOBJIEHUEM A IMUHUCTpPALUU
CEJIBCKOTO MOCENEHNUS] ATUKOBCKUI
CEeNbCOBET MYHUIIMIIAIIBHOTO paiioHa
Byp3sHCKui paiioH

Pecny6nuku bamkoprocran

ot 18.09.2020 N 67

2.43. T'pud cormacoBaHus TPOCTABISETCS Ha JOKYMEHTE B Cilydyae €ro BHELIHEro
COTJIACOBaHUS (COTIIACOBAaHHE C HHBIMH OPTaHU3AIUSIMHE, JOKHOCTHBIMU JTUIIAMH).

I'pud cormacoBanusi B 3aBUCUMOCTH OT BHJA JIOKyMEHTa M OCOOCHHOCTEW ero o(popMIICHHS
MOXET MPOCTABIIATHCS:

Ha TEpPBOM JIUCTE JOKyMEHTa (eciy JOKYMEHT MUMEET TUTYJbHBIH JIUCT, - Ha TUTYJIBHOM
JMCTE) B JIEBOM BEPXHEM YLy Ha ypoBHE Tpuda yTBEpXKACHHS WM I0J HAWUMEHOBAHUEM
JOKYMEHTa OJIMKe K HIDKHEMY T10JTIO);

Ha ITOCJIEIHEM JICTE TOKYMEHTA O] TEKCTOM;

Ha JIUCTE COTJIACOBAHUS, SIBIISIOLIEMCSI HEOThEMIIEMO YacThIO JOKYMEHTA.
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I'pud cormacoBanusi cocrout u3 ciosa "COI'JTACOBAHOQO", nomKHOCTH JHIA, ¢ KOTOPHIM
COIJIACOBAH JOKYMEHT (BKJIOUasi HAMMEHOBAHUE OPraHU3allMM), €r0 COOCTBEHHOPYYHOU MOJIINCH,
WHHUIMAIOB, (aMUJINH, AaThl coryiacoBanus. Hampumep:

COT'JTACOBAHO

HauanbHuk prHaHCOBOTO ynpaBiieHUs
AJIMUHUCTpALMU MYHUIIMIIAIBHOIO paiioHa
Byp3asinckuit paiion

Pecny6nuku bamkoprocran

IHoanuce N.0. ®amunus

[ara

Ecnn cormacoBanue OCyIIECTBISAETCS KOJUIETHAIbHBIM, COBELIATEIbHBIM WX HHBIM OPIaHOM,
B Ipude COriIacoBaHHs YKa3bIBalOTCS CBEJCHUS 00 OpraHe, COIVIAaCOBAaBIIEM JOKYMEHT, JaTe U
HOMEpEe IPOTOKOJIA, B KOTOPOM 3a(MKCHUPOBAHO pEIIeHUEe O coryacoBaHuu. Eciau coriacoBaHue
OCYILIECTBIISIETCS INCBMOM, YKa3bIBalOTCsA BUJ JOKYMEHTa, JaTa u Homep nucbma. Hanpumep:

COT'JTACOBAHO
UCBbMOM A IMUHUCTpALUU
CEJIBCKOTO MOCEJICHUS
ATHKOBCKHI CEIbCOBET
MYHHLIMIIAJIBHOTO paiioHa
byp3saHCKuil paiioH
Pecny0Onuku bamkoproctan
oT N

2.44. BHyTpeHHee corjacoBaHHe JOKyMeHTa odopmisiercs BU30i. Busza BelpakaeT MHEHHE
JMIa, BUBUPYIOLIETrO MPOEKT JOKYMEHTA, M BKIIIOYAET: JOJKHOCTD JIUIA, BUBHPYIOIIErO TOKYMEHT,
HOJKCh, paciIn(POBKY MOANUCH (MHUIMAIBI, (paMUINIO) U 1aTy BU3UpoBaHus. Hanpumep:

['aBHBIN FOPUCKOHCYIBT AIMUHUCTPALIMA MYHULIMIIAJIBHOTO paiioHa
byp3saHckuil paiioH
PecnyOnuku bamkoprocran

IMoamuce 1.0 damunus

ara

[Tpu HanM4YMK 3aMedaHuil K TOKYMEHTY BU3Y O(POPMIISIOT CIEAYIOIUM 00pa3oMm:

3amedaHus IPUIArarTCs.

['maBHBIN IOPUCKOHCYIBT AJIMUHHACTPAIMM MyHUIIMITAJILHOTO pailoHa
byp3saHCKuil paiion

Pecny6nuku bamkoprocran

IHoanuce 1.0 ®damunus

JlaTa

B nokymeHTax, MO/UIMHHUKHA KOTOPBIX XPAaHATCA B AJMUHHUCTPALUU CEIbCKOTO IOCEJICHUS,
BU3bI IIPOCTABISIOT HA IOCIEAHEM JIMCTE JOKYMEHTa IO0J MOJINHUCHI0, HA 000pOTE MOCIEIHETO
JUcTa MOJJIMHHUKA JTOKYMEHTa MM Ha JIMCTE COIVIacOBaHMsA (BU3MPOBAHUS), NMPHIAraeMOM K
JIOKYMEHTY.

B wucxomdmmx IOKYMEHTax BH3bl IPOCTaBIAIOTCS HA OK3EMIULIPAX JOKYMEHTOB,
IIOMEIAEMBIX B JIE€JIO, TaKK€ B AJMHUHUCTPALUU CEIBCKOIO IOCEICHHUS MOMKET IPUMEHATBCS
MIOJINCTHOE BU3UPOBAHUE TOKYMEHTA U €r0 IIPUIIOKEHUN.

CornacoBaHue TNPOEKTOB JOKYMEHTOB (BHEIIHEE, BHYTPEHHEE) OCYIIECTBISIETCS B
COOTBETCTBUU C UHCTPYKILIUEH.

2.45. Tloanuce BKJIIOYAET: HAUMEHOBAHHWE JOJLDKHOCTH JIMIA, MOIAMUCHIBAIOIIETO JTOKYMEHT,
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€ro coOCTBEHHOPYUYHYIO MOANUCH, MHUIIHAIBI, pamuiuio. Hanpumep:
VYpasnsromuii aenamu - Aagmunuctpanuu CII IToamnuce N.0. ®amunus

Ecniu nokymeHnT odopmieH He Ha OliaHke, B HaMMEHOBAaHUE JOJDKHOCTH BKIIIOYAETCS
HaMMEHOBaHME opranu3anuu. Hampumep:

Ynpasastomui genamu

AJIMUHHCTpALIUU CEIBCKOTO MOCEIEHUS

ATHUKOBCKHI CEIbCOBET

MYHULMIIAJIBHOTO paiioHa

byp3sHckuii paiion

Pecny6oiuku bamkoprocran [Moanuce N.0O. Gamunus

IIpu odopmieHnn nokymeHTa Ha OJaHKE JODKHOCTHOTO JIMIA JOJDKHOCTH 3TOTO JIMIA B
HOJIKCH HE YKa3bIBAETCS.

TToamuce N.0. ®amunus

[Ipu nmoanucanny TOKYMEHTa HECKOJIBKUMHU JOKHOCTHBIMU JIMIIAMH, 3aHUMAIOIIUMHU Pa3HOE
MOJIOKEHHEe, WX TOJNUCH pacrlojaraloTcs OJHa TOJ JAPYyrod B  MOCIEAOBAaTEIbHOCTH,
COOTBETCTBYIOILIEH cTaTycy JojkHOCcTU. Hanpumep:

VYnpasastommi genamu [Moanuce N.0. ®amunus

['maBHBII OyxTanTep [Moanuce N.0. Gamunus

[Ipn moamucaHuu JOKYMEHTAa HECKOJIBKHUMH JIMIIAMH PAaBHBIX JOJDKHOCTEH HX MOANUCH
pacnojararTcsa Ha oJHOM ypoBHe. Hanpumep:

3amectutens rnaBbl  AamuHuctpaimu  MP  nmo 3amectutens  Anmunucrpanmu MP no

COIMAIBHBIM BOIIPOCAM M paboTe ¢ KaJpaMu CTPOUTENLCTBY u BOITpOCaM
JKH3HeoOeceueHus
IMoamuce N.0. damunus TToamuce 1.0. damunusa

B nokymeHTax, moaroToBIEHHBIX KOMUCCHUEH, B ITIOANMCH YKA3bIBAETCS CTATYC JIMLA B COCTABE
komuccun. Hanmpumep:

[Ipencenarens koMuccuu IToamuce N.0. ®amunus
YjieHbI KOMUCCUUA IHoanucek N.0. ®amunus
IToamuce N.0. ®amunus

HpI/I MMOANMNCAHUN JOKYMCEHTA JIMIIOM, UCITIOJTHAOIIUM O6H3&HHOCTI/I, oA cCh O(I)OpMJ'ISIeTCH C
YKa3zaHHUEM CTaTycCa JOJDKHOCTHOI'O JIMla B COOTBETCTBUU C PACIIOPSKCHUCM. Haan/IMep:

N.o. Ypassroniero nenamMmu [Moanuce N.0. Gamunus

WIn:

Wcnonastomuii 006513aHHOCTH
VYpasnsrouero aenamu [Moanuce N.0. ®amunus

[Ipn moanucaHuu MOKYMEHTA JIMILOM, MMEIOIIMM IpaBO MOAIUCH B CIydae BPEMEHHOIO
OTCYTCTBHSI pyKOBOJUTEIS, UCIIPABICHUS B HAUMEHOBaHUE JOJKHOCTU M paciinpoBKy haMuInm
NOATOTOBIEHHOTO U COTJIaCOBAHHOTO TIPOEKTa JOKYMEHTa BHOCSTCS OT pPYKH MIU C
HCIIOJIb30BaHNUEM COOTBETCTBYIOIIMX ITaMoB. He momyckaercss cTaBUTh KOCYIO 4epTy, HAJIIUCh
"3a" mepen HaMMEHOBAHUEM JIOJDKHOCTU JIMIA B IOJIMUCH, €CJIM JOKYMEHT IOJIUCHIBAET MHOE
JOJKHOCTHOE JIUIIO.

2.46. OtmeTka 00 AJIEKTPOHHOW TMOANHUCH WCHONB3YeTCS M BU3yaIH3alMU SJICKTPOHHOM
HNOJNKMCH TOJIydaTesleM JOKYMEHTa NMpU OOMEHE 3JIEKTPOHHBIMH JOKYMEHTaMH, NOJINMCAaHHBIMU
YCUJICHHOM KBaJM(UIIMPOBAHHON JIEKTPOHHON MOAMHUCHIO.
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JOKYMEHT IIOAITMCAH

SJIEKTPOHHOU MOAIIUCHIO
I'maBa cemcxoro Cepruduxar lal11aaa000000000011 N.0. Gamnmus
HOCCTICHMA Brnanenen @amunnsa Uma OtuecTBo

HewcrBurenern ¢ 01.12.2012 mo 01.12.2017

[Toanucanue (yrBepKAeHUE) JOKYMEHTA OCYILECTBISETCSI B COOTBETCTBUM C UHCTPYKLUEH.

2.47. Tleuath 3aBepsieT MOMJIUMHHOCTH MOAMHMCH JIOJDKHOCTHOTO JIHMIIAa HAa JIOKYMEHTaXx,
YIIOCTOBEPSIOLINX TpaBa JIML, (PUKCUPYIOMMX (aKThl, CBSI3aHHBIE ¢ (PMHAHCOBBIMHU CPEJICTBAMH, a
TaK)K€ Ha MHBIX JOKYMEHTaX, IPEAYCMaTPUBAIOIINX 3aBEPEHUE MOANNUCH N1€YaThI0 B COOTBETCTBUU
¢ 3aKoHoJaTenbCcTBOM Poccuiickoit denepanum.

JIOKyMEHTBI ~ 3aBEpSIOT II€4aTbl0 AJMUHHUCTpPAlMM  CEIbCKOTro roceneHud. Iledars
MPOCTABIISIETCS, HE 3aXBaThiBasi COOCTBEHHOPYYHOU MOIHUCH JIMIIA, TOAMKUCABLIET0 JOKYMEHT, WU
B Mecte, o6o3nauenHoM "MIT" ("Mecto neuaru").

2.48. OTtmerka 00 uCHONHUTENE BKIOYAaeT (aMWIMIO, UMS U OTYECTBO (NPU HATUYHU)
UCTIOIHUTENA, HoMmep ero TteiedoHa. OtmeTka 00 UCHONMHHUTENIE MOXET JOMOJHSATHCS
HAUMEHOBAHMEM JOJDKHOCTH, CTPYKTYpHOTO TMOApa3JeieHus] W  DIEKTPOHHBIM  aapecoM
ucnonauTensa. OTMeTka 00 McnojHHuTene oGopMisieTcs Ha JHMIIEBOH CTOPOHE TOCIEAHETO JIMCTa
JIOKYMEHTa OT TPaHUIIbI JIEBOTO MO WIH, IPU OTCYTCTBUU MECTa, - Ha OOOPOTHON CTOPOHE JIHCTa
BHU3Y cieBa. Hanpumep:

@.1.0., HauanbHUK WHGOPMALMOHHO-aHATUTUIECKOTO OT/IeNa,
8(347) 53 2-00-57, llyin_Iv@techno.ru

OTtmeTka 00 HCIONHUTENE MOXKET O(GOPMIIATHCA KaK HW)KHUN KOJOHTHUTYN W TI€YaTaThCs
mpudTOM MEHBIIETo pa3Mepa.

2.49. OTMeTKa 0 3aBepeHHH KOMHH OQOPMIISETCS Uil MOATBEPKIACHUS COOTBETCTBHS KOIHH
JIOKYMEHTa (BBIMUCKM U3 JOKYMEHTAa) MOJUIMHHHUKY JOKyMeHTa. OTMETKa O 3aBEepeHUH KOMUHU
IPOCTaBISAETCS HAa CBOOOJHOM OT TEKCTa MeCTe WM, MPU OTCYTCTBHH CBOOOJHOTO MECTa Ha
JMIIEBOI CTOPOHE JOKYMEHTa, Ha 000poTe JOKYMEHTA U BKIIIOUYaeT: ci1oBo "BepHo", HauMeHOBaHUe
JOJDKHOCTH JINTIA, 3aBEPUBIIETO KOMHIO; €T0 COOCTBEHHOPYUYHYIO MOAIUCH; PACIIA(POBKY TOIIHCH
(MHUIMAIBI, aMUIIUIO); ATy 3aBepEHHsI KOMTUH (BBITUCKU U3 JIOKYMEHTA).

Ecnmu komust BbImaeTcs sl MPEJCTAaBICHHS B IPYTYIO0 OpraHHW3aIMi0, OTMETKA O 3aBEPEHHUH
KOIHHU JOMOJIHIETCS 3alHChI0 O MECTE XpaHEHHsI JOKYMEHTA, ¢ KOTOPOro Obljla U3rOTOBJIEHA KOMHS,
¥ 3aBepsIeTCs MevaThio opranu3anuu. Hampumep:

[TomMMHHWK JOKYMEHTA HaXOUTCS B AJIMUHUCTPAIIAN CEIbCKOTO rmoceneHus B aene N 08-05
3a2015r."

Bepno
VYpasnsromuii genamu Aamuauctpanuu CII ITogmnuce N.0. ®amunus
[ara [Teuats

Ha xommsax MHOT'OCTPAHUYHBIX JOKYMCHTOB OTMETKA O 3aBEPCHHUU KOIIMU IPOCTABIACTCA HaA
KaXJIOM JINCTE JOKYMEHTa WM Ha TIOCIEJHEM JIUCTE TMPOIIUTOrO WU CKPEIUICHHOTO HHBIM
00pa3oM JOKyMEHTa. 3amich O MECTe HAXOXKICHUS TMOJJIMHHUKA TMPOCTABISIETCS TOJBKO Ha
MOCJICTHEM JIUCTE JIOKYMEHTA.

Jlis 3aBepeHUs] KOMMMU JOKYMEHTa, H3TOTOBJIEHHOW Ha OyMa)XHOM HOCHUTEJE, MOKET
UCTIOJIB30BAThCS MITAMII.

Komun SJICKTPOHHBIX JOKYMCHTOB, HaIrpaBJIAEMbBIX 10 I/IH(bepMaHI/IOHHO'
TeJ’IeKOMMyHI/IKaI_[I/IOHHOI\/’I CCTHU, 3aBCPAIOTCA BHGKTpOHHOﬁ IIOAIMMUCBHIO AOJDKHOCTHOT'O JIMIla WU
UHOTO YIOJHOMOYEHHOTO MM JIMI[A M BBICBUIAIOTCS MOJYYaTEeNI0 ¢ COMPOBOIUTEIbHBIM MMUCHMOM B
(dbopMe NEKTPOHHOTO JOKYMEHTA.

Konuu 31eKTpOHHBIX JOKYMEHTOB Ha (DU3MYEeCKH 00OCOOICHHBIX HOCHTENSX BBICHUIAIOTCS
MMoJIy4aTeJito ¢ COIMpOBOAUTCIIbHBIM MMCbMOM Ha 6YMa)KHOM HOCHUTCIJIC.

B conpoBoanTEeIbHOM MUCHME K KOMHSIM 3JICKTPOHHBIX JJOKYMEHTOB YKa3bIBACTCS:

HaMEHOBaHHE MHPOPMALIMOHHON CUCTEMBI, B KOTOPOU XPAHATCSA JOKYMEHTBI;
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HAaUMEHOBAHHUSI JOKYMEHTOB, KOTIMHA KOTOPBIX HATIPABIISIOTCS MOYyYaTENIO;

Ha3BaHUA (PailIoB TOKYMEHTOB C yka3zaHueM (popmaToB (aijioB U o0beMa Kaxaoro ¢aiiya B
OariTax;

JlaTa U3rOTOBJICHUS U 3aBEPEHUs] KOIHH.

[Tpu sToM Ha ¢uznyeckn 000COOICHHOM HOCHTENIE HECMBIBAEMBIM MapKepOM YKa3bIBaeTCS:
"[Ipunoxenue k mucbMy oT (mara) N ...".

Konust 31eKTpOHHOTO JOKyMEHTa, MpPEIACTaBICHHAas B BHUJAE JOKYMEHTa Ha OyMa)KHOM
HOCUTEJIE, 3aBepseTCs B OpsIKe, ycTaHOBIeHHOM [IpumepHOoil HHCTpYKIMeH uisl 3aBepeHus KOmuit
JOKYMEHTOB Ha OyMa)KHOM HOCHTeEJE, C yKa3aHHeM, B KaKoi WH(POPMAIIMOHHOHN CHCTEMe XPaHUTCS
AIIEKTPOHHBINA JOKYMEHT.

2.50. OT™meTKa 0 TOCTYIUIEHUH JOKYMEHTA CIYKHUT JJIsl HOATBEPKICHUS (haKTa MOCTYIICHUS
JIOKYMEHTa B AJIMUHUCTPALIMIO CETbCKOTO MOCENICHUS U BKIIIOYAET AAaTy NOCTYIUICHUS U BXOASIIUN
PETUCTPAIMOHHBI HOMEp JOKyMeHTa. [Ipy HEoO0XOAMMOCTH OTMETKAa O TOCTYIJICHHH MOXKET
JOTIONHATBCS. YKa3aHWEM BPEMEHM IOCTYIUICHHMsI JOKyMEHTa B 4Yacax M MHHYTax M croco0a
JIOCTaBKH JIOKYMEHTA.

OTMeTKa 0 OCTYIIEHUH JOKYMEHTa MOXKET MPOCTABIATHCS C MIOMOIIBIO ITAMIIA.

2.51. Pesomronus qoJbKHA colaepkaTh yKa3aHHME IO WCIOJHEHHMIO JOKYMeHTa. Pesomronus
opopmisieTcs Ha CBOOOJHOM MecTe pabodero moss JOKYMEHTa, Ha OJaHKe pe3OIONUN WU
BHOCHUTCS HETIOCPEICTBEHHO B CHCTEMY 3JICKTPOHHOTO IOKYMEHTOO0O0pOTA.

Pezomronust  gomkHA BKIIIOYATH:  (PAMHUITUIO, WHUIMAIBI HMCIOJHUTENS (UCIIOJHUTENEH),
NOpYYEHHUE 10 TOKYMEHTY (KOHKPETHOE 3aJ]aHHe 110 MCIIOJHEHHIO JOKYMEHTa MM (HOPMYIHPOBKA
[EeMH PACCMOTPEHHS JOKYMEHTa), MpH HEOOXOAMMOCTH - CPOK HCIIOJIHEHUS, MOJMUCH JIHIIA,
BBIHECIIIETO PE30JTIOIHIO, ATy PE30TFOIHH:

®amunus U.0. (o1B., Pammiug N.0.
[Tpomry mMOATrOTOBUTH MPEATIOKESHUS

k 10.11.2020 Ilogmuce  Jlata

Cpok HCIIOJIHEHUS TMOPYYEHMs] HE JIOJDKEH YKa3bIBaThCS, €CIAM OH Ha3BaH B TEKCTE
MOCTYMUBIIETO JOKYMEHTa U PYKOBOJAUTENb HE CUMTAET HEOOXOIUMBIM U3MEHHUTh €0 B CTOPOHY
COKpAILEHUS WU SBJSETCS TUIIOBBIM ISl JAHHOTO BUJIA IOKYMEHTA.

[Ipn yKkazaHWM HECKONBKHX HCIOJIHHUTENEH (aMuUIus OTBETCTBEHHOTO HUCHOTHHUTENS
YKa3bIBa€TCS TIEPBOM, MOJUEPKUBACTCS UIIN 0003HavaeTcst ciioBoM "oTB." ("OTBETCTBEHHBIN").

2.52. OTMeTKa O KOHTpPOJIE CBHUACTEILCTBYET O IOCTAHOBKE JOKYMEHTAa Ha KOHTPOJIb,
npoctasisiercs mramnoM "KoHTposs" Ha BepXHEM 1oJie JOKyMEHTa.

2.53. OTMeTKa 0 HampaBJICHUU JOKYMEHTa B JIEJIO OMPENEIsieT MECTO XpAaHEHHUs] JOKyMEHTa
MOCJIe 3aBepIIeHUs1 padOThl ¢ HUM M BKJIIOYAeT: ciioBa "B geno", mHAEKC 1enma mo HOMEHKJIAType
JIeNl, B KOTOpOE IOMENIAETCs JOKYMEHT Ha XpaHEHHWE, C YKa3aHMEeM TIoja, JOJDKHOCTH JIUIa,
0(OpMUBILIETO OTMETKY, MOANUCH, AaThl. Hampumep:

B nemo N 01-18 3a 2020 r.
VYupasastomuil genamu

Iloanuck Jara

OtMeTKa 0 HaIrpaBJICHUU JOKYMCHTA B JCJIIO MOXET JOMOJJHATHCA KPATKUMHU CBCACHUAMU O
XapaKTCpeC UCIIOJIHCHUA NTOKYMCHTA.
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I11. IToaroroBka 1 opopMJIeHHE OTACIBbHBIX BHA0B JOKYMEHTOB

3.1. TlogroroBka u oQopMiIeHHE HOPMAaTHUBHO-TIPABOBBIX JOKYMEHTOB (IIOCTAaHOBJICHHUH,
pacnopspkeHM WM WHBIX perneHuid (manee — HITA)) AaMuHHCTpanyd CEIbCKOTO IOCEIICHHS
MPOU3BOAATCSA B COOTBETCTBUM C HacTosmen MHCTpyKIuen.

HITA npuo6peTaroT I0pHINYECKyI0 CUITY IIOCIE UX YTBEPKICHUS (IOAMUCAHMS).

PykoBouTenu cTpyKTypHBIX ITo/ipa3/iesieHni He Bipase uznasats HITA.

3.2. OcHoBaunueM g n3ganus HITA sasnsarorcs:
3aKOHOJATEJIbHbIE U NHbIE HOpMATUBHBIE NpaBoBbIe akThl Poccuiickoit denepanun (ykassl U
pacniopsbkenusi  [lpesunenta Poccuiickoit  ®denepanuu, MNOCTAHOBJIEHUS M PacHOpPsHKEHUSA
[TpaBuTenscTBa Poccuiickoit denepannu, akTel GeaepanbHbIX OPTaHOB UCTIOTHUTEIBHOM BIACTH);
3aKOHOJaTesbHble akThl PecyOnuku bamkoprocraH, HOpMaTHBHBIE IIPABOBBIE aKThl OPraHOB
roCyJapCTBEHHOM BiacTH cyobekTa Pecyonuku bamkoprocran;

paHee W3JaHHbIE B AIMUHUCTpauuu cenbckoro mnoceneHus HIIA u pacnopsaurenbHbie

JIOKYMEHTHI.
3.3. HITA m3parorcs B LIETIX:

YCTAHOBJIEHMSI HOpM, TpeOOBaHMI, IMpaBW B OTHOUIEHMM IpeJIMETa HOPMAaTHUBHOTO
PETYJINPOBAHHUs, PaHEE HE SBIABIIEMCS IIPEAMETOM PEryJIMpOBaHUS B AIMUHUCTPALUU CEIBCKOTIO
MOCEJICHUS;

U3MEHEHUs CYLIECTBYIOIIMX HOPM, TpeOOBaHMM, MpPaBWJI, YCTAHOBJIECHHBIX paHee W3JaHHBIMU
HOPMAaTUBHBIMU IOKYMEHTaMU;

OTMEHBI paHee YCTaHOBJIEHHBIX HOPM, TPeOOBaHUH, TPaBUJI.

3.4. Tlpennoxenue o paspaborke npoekta HIIA BHOCUTCS pyKOBOAMTENEM CTPYKTYpPHOI'O
NOPa3eJICHUs] WIA UHBIM JOJDKHOCTHBIM JIMLIOM.
3.5. HITA pa3paGaTbiBaeTcs B Ciiy4ae, €Cliu:

BOTIPOCHI JIESITEILHOCTH TPEOYIOT HOPMAaTHBHOTO PETYIIMPOBAHUS;

TpeOyeTcs BHECEHNE 3HAYUTENbHOT0 KOJIMYECTBAa U3MEHEHUH B paHee npuHAThIil HIIA;

BbIsIBIIEHO Heckosibko HITA, perymupyrommx cMeXHbIE BOIPOCH, KOTOpPbIE II€IeCO00pa3HO
00BEAVHUTD B OIUH JJOKYMEHT.

Axrtyann3anus pasee npuHATeIX HITA ocymecTsisiercs yepe3 BHECEHHE B HUX U3MEHEHHM.
3.6. Ilpennoxenue ¢ obocHOoBaHMEM HeoOxoaumocTu pa3padotku HoBoro HITA mpencramisiercs
PYKOBOAMTENEM CTPYKTYPHOTO IOAPA3JEICHNUS WM HHBIM YIOJHOMOYEHHBIM JOJKHOCTHBIM
JIMIIOM IJ1aBe AJIMUHHUCTPAIIMU CEJICKOIO MoceneHus B GopMe JOKJIaaHOM (Ciy>KeOHOM) 3aluCKy, B
KOTOpOM M3J1araercs:

BOIPOC, TPEOYIOIIHI pelIeHus, ¢ U3JI0KEHIUEM OCHOBHBIX HaIlpaBJIEHUH, CIIOCOOOB €ro pelIeHHUs;
IIPOTHO3 MTOCJIECTBUI MPUHATUS HOPMATUBHOTO JJOKYMEHTA;

OpraHM3alIOHHbIE, KaJIpOBble, ((PUHAHCOBBIE, MaTEPUATbHO-TEXHUUECKNE U UHbIE MEPONPUATHUS,
KOTOpPbIE HEOOXOAMMO OYyJEeT MPOBECTH B CBSI3U C MPUHITHEM HOPMATHBHOI'O IOKYMEHTA;

nepedeHb panee wu3gaHHbix HIIA, mognexammx OTMEHE B CBA3M C M3JAaHUEM HOBOIO
HOPMAaTUBHOT'O IOKYMEHTA;

npeJyiaraeMblii CpoK JUIsl pa3pabOTKU MPOEKTa HOPMATUBHOTO IOKYMEHTA.

3.7. CornacoBanne npoekToB HITA ocymecTBisieTcsi B COOTBETCTBUU C ImMyHKTamu 4.1 - 4.13

MHCTPYKLUU.
3.8. HITA yrtBepkaaercss eciau OJHOBPEMEHHO C YTBEP)KACHHEM HOPMATHBHOIO JIOKYMEHTa
HE00X0/IMMO TPUHATH MEpPbl OPraHU3aAlMOHHOTO, (PMHAHCOBOIO, TEXHUYECKOTO, KaJPOBOTO MWIIH
MHOTO XapakTepa M JaTh COOTBETCTBYIOIIME IOPYYEHHS PYKOBOJIUTENSIM CTPYKTYPHBIX
noJipa3fieiecHuii WIM WHBIM pPaOOTHHKAM OpraHu3alud, a TakkKe €cliMi HeOoOXOJIMMO BHECTU
W3MEHEHUS WIM NPU3HATh YTPATUBIIMMHU CHITy paHee yTBepxkaeHHbIe HITA.
3.9. Usmenenus B HITA u otmena HITA odopmisroTcst pacniopsbkeHreM (ITOCTAaHOBIICHHEM ),

3.10. B Texkcte nmocTaHoBiIEHUS (pacnopsbKeHus1) 00 yTBEp)KICHHM, U3MEHEHUH win otMeHe HITA
UCTIONB3YIOTCS (POPMYJINPOBKH:

npu yrBepxaeHuu HoBoro HITA: "VTeepauts (HazBanue HITA)" win "Y1Bepauts (HazBanue HITA)
Y BBECTH B JieiicTBHE C (narta)". Hampumep:
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1. VYrBepauth IlonoxeHne o IKUIUIIHOW KOMHCCHHM AJMHHHCTPAIMA CEIHCKOTO
IIOCCJICHU S

NJIn:

1. YTBepauts ltaTtHOE opranuzanuu Ha 2020 rog u BBECTH €ro B JeicTBUE ¢ 1 siHBaps
2020 r. (mpusto>KeHHE).

IIpY BHECEHMM M3MEHEHMH B paHee yTBepxkaeHHbI HIIA: "BHectu usmeHenus B (Ha3BaHue
HITA). Hammpumep,:
1. Buectu cinenyromue usmeHenus B [lonoxxeHue o >KWIMITHOM KOMUCCHM AJMUHUCTpaLUU

CEJIbCKOT'0 MOCENICHUS, YTBEPXKICHHOE ITOCTAaHOBIEHHEM AJIMUHHCTPAILUU CEJIBCKOTO MOCEICHHS
ot 25 nexadps 2017 r. N345: ...

npu otMeHe panee yrBepxkaeHHoro HIIA: "Ilpusnare yrpatuBmum cuiy (Ha3zBanue HITA),
yTBepkIeHHoe ...". Hanpumep,:

4. Ilpusnate yrpaTtuBmnM cuily [lonoxeHue o ®unuiHoi komuccuu ot 15 ¢espans 2017 r.
N22.

3.11. OcnoBubiMu pexBuzutamu HIIA  gBisitoTcs: HauMeHOBaHHWE  OpraHU3alluH,
HalMEHOBAaHME BHUJA JOKYMEHTAa U 3arojOBOK K TEKCTY, COCTABIIAIOLIME OAHO IeJoe, TpHUd
YTBEPKACHUSI, MECTO U3/IaHUS JOKYMEHTA.

Ecnu npoext HIIA sBiisieTcsi MHOTOCTpaHUYHBIM U K HeMy odopmisieTcs TUTYJIbHBIHN JIUCT,
YKa3aHHBIE BbIIIE PEKBU3UTHI Pa3MEIAIOTCS HAa TUTYJIHLHOM JIMCTE.

3.12. HWudopmamus crpaBoyHOTO Xapakrepa (rpaduku, cxembl, TaOaHuIbl, (HOPMBI
JTIOKyMEHTOB) oopmiisieTcst B Buie npuioxkenuii k HITA.

Ha npunoxenusix k HITA opopmisieTcst pekBU3UT "0TMETKa O MPUIIOKEHUU "

3.13. HITA BcTymnaer B clily B CPOK, YKa3aHHBIN B JOKYMEHTE UJIH C JaThl YTBEP KICHUS.

3.14. PacniopsauTenpHble TOKYMEHTHI AJIMUHHCTPALMM CEJIBCKOTO MOCEIEHUS W3JAI0TCSA B
(opme nocraHoBIeHU# U pacnopsbkeHui (puitoxenus N 1,2).

HITA, wumeromue HOPMAaTUBHBIM XapakTep, u3aloTcd B (opMe IOCTaHOBIICHHM
AJMUHHUCTpPALMU CEJIBCKOTO MOCENEHUA. AKTBI 110 ONEPATUBHBIM, OpPraHU3allMOHHBIM, KaJpOBBIM
BOIIpOCAM U JIpyroil BHYTpeHHEH paboTe wu3maloTcs B (QopMe pacmopsKeHH — TIIaBbI
AJMUHUCTpALIUU CENTBCKOTO TIOCETIEHHUS.

3.15. IIpoekTbl pacmopspKeHHH 10 OCHOBHOM JEATEIbHOCTH TOTOBSIT CTPYKTYpPHBIE
NoJipa3JiefieHus OpraHu3allid Ha OCHOBAaHUM MOPYYEHUH TJaBbl AJMUHUCTPALUU CEIBCKOTO
nocesneHuss MO0 B MHULIMATUBHOM mopsiake. OTBETCTBEHHOCTh 3a Ka4€CTBEHHYIO MOJTOTOBKY
npoekta HIIA, cormacoBanme u mpaBuibHOE O(OPMIIEHHE TPOEKTa HECET PYKOBOIUTEIH
noJpa3ziesieHus1, KoTopbiii rotoBUT poekT HITA u npencrasiser ero Ha NOANKCH.

3.16. Kontpons 3a mnpaBuiIbHOCTBIO odopmieHuss mpoektoB HITA ocymectsiser
VYnpapastomuil genamu A IMUHUCTPALIMK CETBCKOTO TTOCETIECHUS.

3.17. HIIA, n3naBaeMble B AIMUHUCTPALIUU, HE JOJDKHBI IPOTUBOPEYUTH 3aKOHOATENILCTBY
Poccuiickoit @enepannn, YcTaBy, JOKAIbHBIM HOPMATHBHBIM aKTaM AJIMHUHHCTPALMH CEIbCKOIO
noceneHus 1 panee uzaanaeiM HITA.

3.18. HITA 1o ocHOBHO#1 1€ATENBHOCTH U3AKOTCS:

BO HCIIOJHEHUE HOPMAaTHBHBIX IIPAaBOBBIX AaKTOB OpPraHOB TOCYAApCTBEHHOH BIAacTU U
BBIILIECTOSILIUX OPraHU3aLnii;

B LIEJISIX OCYIIIECTBIIEHUS YIIPABIEHUYECKOH 1€ATENbHOCTH.

3.19. HITA cocTaBiioTcs Ha OCHOBE THIATEIBHOTO M BCECTOPOHHETO M3YUYEHHS BOIPOCOB,
TpeOYIOLINX pa3pelIeHus, 4YToO0bl coepKalluecs: B JOKYMEHTaX MOpY4YeHHs ObLIM KOHKPETHBIMH,
o0ecrneynBaIuCh TOCTaTOYHBIMH MaTEPUAIbHO-TEXHUYECKMMHU U (PMHAHCOBBIMM CPEJICTBAMU U B
JaIbHEHIIEM HCKIIoYaId HEO0OXOAMMOCTh KOPPEKTHUPOBKM MPHUHATBHIX PEIHIEHUH B CBA3M C



HEIOJIHOTON WM HeTOPaOOTKON IPEAbIYIIEro TOKYMEHTA.

3.20. HIIA AJIMUHHCTpAlIUM  CEJIBCKOTO TMOcCelIeHUusT o(QOpMIIIOTCS Ha  OJIaHKax
AJIMUHHCTpALIUU CEIBCKOrO TOCEJICHUSI C MCIOJIb30BAHUEM CIEAYIOIIUX PEKBU3UTOB: JaTa
JIOKYMEHTA, PETUCTPALIMOHHBIA HOMEp JOKYMEHTA, 3arojIoBOK K TEKCTYy, TEKCT, moanuck. [lata u
PErUCTPALIMOHHBIA HOMEpP MpHKa3a MPOCTABIIAIOTCS MOCIIE OJIUCAHUS TOKYMEHTA.

3.21. 3aroyioBOK K JOKYMEHTY II€4aTaeTcsl 4epe3 OJMH MEXKCTPOUHBI HMHTEpBal IO
peKBU3UTaMU OJIaHKa clieBa OT I'PAHMUIIBI JIeBOTO Mojisi. Touyka B KOHIIE 3arojoBKa HE CTAaBUTCS.
3aroioBoK K JOKyMEHTy dopmynaupyercs ¢ mpeigorom "o" ("o6"), KpaTKO W TOYHO OTpakas
coJiep)kaHue TeKcTa ToKkymeHnTa. Hanpumep:

06 yTBepxkaeHnu MHCTpYKIMHU O 1€T0MPOU3BOJICTBY;

O co3naHuy 3KCHEPTHON KOMUCCHUU.

3.22. Tekcr HITA cocTouT U3 ABYX yacTeii: 000CHOBaHUS (MpeaMOyJIbl) U pacopsIUTeIbHOM
yacTH. B 00OCHOBaHMHM YyKa3bIBaeTCs OCHOBAaHWE, MPHYMHA WIM IEJdb H3JaHHUS JIOKYMEHTa.
Hanpuwmep:

B cootrBerctBum ¢ Ykazom ['naBsl Pecniyonuku bamkoproctan ot 25 nexadps 2019 r. N 1494
"O06 o0bsBienuun 2020 roga romom " ..

B nensix opranuzanyu 1 mpoBeeHus padoThI 10 SKCIEPTU3E IIEHHOCTH TOKYMEHTOB,
00pa3yIoMXCs B IEATETLHOCTH OPraHU3aliy, U OTOOPY HX /IS IIepeadn Ha XpaHEHHE B apXHB
OpraHU3alUH U K YHUYTOKECHHUIO ...

3.23. PacnopsauTenbHas 4acTh JOKYMEHTA I1€4aTaeTCs CTPOYHBIMU OYKBAMU BpPa3pAAKY.

PacniopsinnTenbHas 4acTh MOKET CO/ICPIKATh:

pelieHusl ~ OpraHU3alliOHHOTO  Xapakrepa  (yTBEpAWTh,  CO3/aTh,  IpeoOpa3oBaTh,
JMKBUANPOBATH, IPU3HATH YTPATUBIIAM CHITY);

KOHKPETHBIE TOpYYEHHUs] C YKa3aHHEM HCHOJHUTENS (MCIOMHUTENeH) M CpPOKOB MX
BBITTOJIHEHUSL.

3.24. Kaxnoe pemenue (mopyueHue) odopmisieTcs B JOKYMEHTE KaK OTIENbHBIA ITyHKT.
[TyHkTHI pacrmonaratroTcs B JIOTUKO-BPEMEHHOH MOCIIEOBAaTEIbHOCTH U HYMEpYIOTCS apaOCKUMU
mudpamu. Ecnu nmopyuyeHue naercsi KOHKPETHOMY IMOJIPA3/IeeHUI0, €r0 HAUMEHOBAHUE IMUIIETCS
MOJTHOCTBIO, B CKOOKax YKa3bIBAOTCA (aMIIIMS W WHUIUAIBI PYKOBOIHMTENS IMOJAPA3/ICICHUS B
MMEHUTEIBbHOM najexe. Hanpumep:

1. HWudopmannoHHO-aHATUTUYECKOMY OTIENYy AJIMUHUCTPALMU CEJIBCKOTO TOCENIeHUs
(amunus M.0.) k 01.11.2020 moAroTOBUTH M MPEICTABUTh HAa YTBEP)KJIEHHUE TUIAH MPOBEICHUS
FOOMJICHHBIX MEPOIIPHUSITHHA ... ..

Ecnm mopyueHue pmaeTcsi KOHKPETHOMY HCIIOJTHUTENIO, €ro JIOJDKHOCTh W (aMumus
yKa3bIBalOTCs 0€3 CKoOOK B IaTtenbHOM nazaexe. Hampumep:

2. I'maBHomy Oyxrantepy (®amunus M.0.) moArOTOBUTH U MPEICTaBUTh HA PACCMOTPEHUE U
YTBEPKACHHUE CMETY KOMaHJUPOBOUHBIX pacxo0oB Ha 2019 rox B cpok 1o 30.11.2017.

[IpennuceiBaeMoe JieficTBHE BBIpa)kaeTcsl IJIarojloM B HeomnpeaeneHHod ¢opme. He
JIOTTYCKaeTCsl ynoTpeOATh HEKOHKPETHBIE BhIpaXkeHUs TUNa "ycuiauTs", "yckopuTs", "obecrneunThb
B KpaT4yaiime Cpoku'.

Ecnu ogHOMY HCTIONHUTENI0 HEOOXOJUMO MOPYYUTh HECKOJIBKO PAa3HBIX 33/JaHUl ¢ OJHUM
CPOKOM BBIIIOJIHEHYS], OTBETCTBEHHBIN MCIIOJIHUTENb U CPOK MCIIOJHEHHUsI YKa3bIBAKOTCS OJUH pa3 B
OCHOBHOM IIyHKTE€, a IOPYYEHMS BBIICISIOTCA B OTHENbHBIE NOANYHKTHL. Ecinu y nopydeHui
pa3Hble CPOKU MCIIOJHEHUs, CPOKU YKa3bIBAIOTCS HE B OCHOBHOM ITYHKTE, a B KaXJI0M ITOAIYHKTE.

Cpok HCIOMHEHHs [OJDKEH OBITh peabHbIM, COOTBETCTBOBAaTh OO0BEMY MPEINOIaracéMbIX
pabor. Ilpu ycraHOBIEHMHM CpOKa CIEAYeT Y4YUTBIBaTh BpeMs JOBEICHUSA JOKyMEHTa J0
KOHKPETHBIX HCIIOJIHUTEIICH.
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Cpok ucrnonHeHusl B MyHKTax pacnopsautenbHoid yactu HITA He ykasbiBaeTcs B Cllydasix,
€CIIM JIEVCTBHUS HOCSIT PErysapHbIA XapakTep. KoamdecTBO MCHONHUTENEH MO KAKIOMY MYHKTY
(moanyHKTYy) He orpaHuuuBaeTcsi. OTBETCTBEHHBIN UCIIOIHUTENb YKa3bIBA€TCS IIEPBBIM.

Ecmn AOKYMCHT OTMCHACT NOJHOCTBIO HUJIKM YaCTUYHO PaHCC U3AAHHBIC JOKYMCHTELI IO TOMY
’K€ BOMPOCY, TO B MPEANOCIECIHEM MYHKTE JOKYMEHTa HEOOXOIMMO UX MEPEUUCIUTh C YKa3aHUEeM
HAaMMEHOBAHMS IOKYMEHTAa, €ro JaThl, HOMEpa, 3arojoBka. Hampumep:

3. Ilpu3Harh yTpaTUBIIMM CHIIY ITOCTAaHOBJIEHHE AJMUHUCTPALMU CEIBCKOTO MOCENCHUs OT 5
aBrycra 2010r. N 175 "O6 yTBepx)aeHUN DKCIEPTHOU KOMUCCHH OpTaHu3aIuu'.

[Tocneguuit nynkt HIIA - DyHKT O KOHTpOJ€, B HEM YKAa3blBalOTCS JIOJDKHOCTH JIMIA,
OTBETCTBEHHOTO 32 UCIOJIHEHUE TIOKYMEHTA B IIEJIOM, ero (paMuins u nHunuansl. Hanpumep:

4. KoHTponb 3a WMCHOJHEHHWEM ITOCTAHOBJICHHMS BO3JIAaraeTcs Ha YTPABISIIONIETO JCIIaMH
AnmuHucTpanuu cenbckoro nocenenus, ®amumnusa 1.0.

B OTACJ/IBHBIX ClIy4Yasax TrJiaBa AI[MI/IHI/ICTpaHI/II/I CCIIBLCKOT'O IIOCCIICHUA MOXKET OCTaBUTHb
KOHTPOJIb 3a COOOM:

KOHTpOHL 3a HCIOJIHEHHEM ITIOCTAHOBJIEHHUS OCTAaBJIAIO 32 COOOM.

3.25. He Bxmrouaercst B TekcT HITA nynkr "JloBectu 10 cBeaeHus ...".

[lonpaznenenus U AOKHOCTHBIE JIMIIA, 10 CBEJAEHHS KOTOpBIX HeoOxonumo aosectu HIIA,
NEPEYUCIIAIOTCS B yKaszaTene (JIMCTe, CIUCKE) PacChUIKH, KOTOPBIM TOTOBUTCS HCIIOJIHUTEIEM U
MO3KeT 0(popMIIATHCA Ha OOOPOTHON CTOPOHE MOCTIEAHETO JTUCTAa JOKYMEHTA.

3.26. B HIIA ne nonyckaercs:

M3MEHEHHE PaHee YCTaHOBJICHHBIX CPOKOB BHITIOJHEHHS 33/IaHUN B CTOPOHY MX yBEIUYCHHUS,

IIPUMEHEHHUE IPOU3BOJBHBIX COKpAIICHUA WIM HCKAKEHWE HAMMEHOBAHUN CTPYKTYPHBIX
nojipa3/iesieHnii AJIMMHUCTPALIMU CEIbCKOTO MOCEJIEHUs, OpPraHU3aIUii-UCIIOIHUTENEH;

MIPUMEHEHUE NPOU3BOJIbHBIX (HE OOIIENPHUHATHIX) TEXHUYECKUX U JIPYTUX TEPMHHOB,
COKpAILEHHBIX CJIOB 1 HAUMEHOBaHUII.

3.27. Ilpm Hammuuu npunoxenuid B Tekcre HIIA B cOOTBETCTBYIOUIMX MYHKTax
pactopsIANTEIILHON YacTH JAIOTCSl OTCHUIKH: ... (mpuiokernue N 1); ... (mpunoxenue N 2); ...
"'COryIacHO MPUJIOKEHUIO", Ha MPHIIOKEHUH 0POPMIIETCS OTMETKA O TPUIIOKEHUU:

[Tpunoxxenue N 1
K MIOCTAHOBJIEHUIO A IMMUHHCTPALINN
CEIBCKOIO MOCENEHUS
ATHKOBCKHI CEJIbCOBET
MYHHUIUIIAJIBHOTO PaiioHa
byp3saHckuit paiion
Pecniy6nuku bamkoprocran
or .11.2020 N 215

N3nanne BMeCTe C TOKYMEHTOM HPWIOXKEHUW, HE YINOMSHYTBIX B TEKCTE€ JIOKYMEHTa, HE
JIOITyCKaeTCsl.

Ecnn mOKyMeHT, yTBEpXKACHHBIM IIOCTAaHOBJICHUEM, BIIOCIECACTBUM JEUCTBYET B BUIE
CaMOCTOATENIBHOIO JTOKYMEHTa, Ha II€PBOM JIUCT€ JOKYMEHTa B BEpPXHEM IIPAaBOM yIJIy
npocTasisiercs rpud yTBepKAeHUs (IMIpH HEOOXOTUMOCTH, - C YKa3aHHEM HOMepa MPHIIOKEHHS),
Harpumep:
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NucTpykius YTBEPXJEHA
[TocTanoBnennemM AAMUHUCTpAIIUN
CEJIBCKOI0 MOCEICHUS
ATHUKOBCKHII CEJIbCOBET
MYHUIIMIIAJIBHOTO paiioHa
Byp3asinckuii paiion

Pecny6nmmku bamkoproctan
or 12.11.2020 N 215

3.28. o npexacrasnenus Ha noanuck npoekt HITA cornmacoBbIBaeTcsi ¢ 3aMHTEPECOBAHHBIMU
JUIAMU B COOTBETCTBUHU C TyHKTaMu 4.1 - 4.11 uncTpykuuu.

3.29. IlocranoBineHus (pacropssKeHUsl) MOANMCHIBACT IJ1aBa CEIBCKOTO MOCEICHUS WM
JIUII0, UCTIOJHSIOIIee ero 00A3aHHOCTH.

3.30. Komum HITA paccpuiatoTcss B COOTBETCTBUM C YKaszareneM (JIHMCTOM, CITHCKOM)
PaCChUIKH.

DNeKTpOoHHasl KOIMUsI MPUKa3a pa3MeIIaeTcss B COOTBETCTBYOMIeH 6a3e ganubix CO/] mwinm Ha
opuIMaTIbHOM caiiTe AAMUHHUCTPALMK CEIbCKOT0 nocenenus B cetd "Murtepuer”.

3.31. Ilpu odopMiIcHIH JOKYMEHTA, H3aBAEMOT'0 COBMECTHO C JIPYTOl OpraHW3aIUeH:

OJIaHK HE UCTIOJIB3yeTCs,

HAaUMEHOBAHMSI OpPraHU3allMii TIeYaTalTCs Ha OJJHOM YPOBHE;

HAaMMEHOBAaHME BUJIA IOKYMEHTA PacIoiaraeTcs mo HeHTpy.

JlaToii COBMECTHOTO JIOKyMEHTa SBIIETCS JaTa MPOCTABJICHUS TMOCJIEIHEH MOMAMUCH Ha
JIOKyMEHTE. PerucrpanvoHHBIi HOMEpP COBMECTHOTO JOKYMEHTa COCTOUT U3 PETUCTPALMOHHBIX
HOMEPOB, PUCBOEHHBIX KAXJI0M U3 OpraHU3alui U IPOCTABIISIEMBIX Uepe3 KOCYIO YEPTY B MOPSAKE
yKa3aHUs OpraHu3aluil - aBTOPOB JTIOKYMEHTA.

TekcT COBMECTHOrO /JOKyMEHTAa H3Jaraercsi OT IEpPBOro JHIla MHOXKECTBEHHOTO 4Hcia
("mpuka3piBaeM"), HOANUCU PYKOBOAMTENECH OpraHU3alfii pacmoiaraloTcsi Ha 0OJIHOM YpOBHE CJI€Ba
Y CIIpaBa.

3.32. JleatenbHOCTh TO BBIPAOOTKE pEIIEHUH Ha 3acelaHUsX COBETOB, KOMHCCHI,
COBEUIAHUAX 0(OPMIIIETCS TPOTOKOIAMHU.

[Iporokon cocTaBnsieTcss Ha OCHOBAaHMHM JUKTOPOHHBIX (PYKOMHCHBIX)  3alHCew,
MPOU3BEJICHHBIX BO BpeMsl 3acelaHus, MPEACTaBICHHBIX TE3UCOB JOKIAJ0B M BBICTYIICHUH,
CIIPABOK, TPOEKTOB PELIEHUH (IOCTAHOBJICHUH).

[Iporokon odopmiisercss B TEYEHHE OJTHOTO - TpeX JHEH Mmociie MpoBeIeHUs 3acedaHHusl, €Clin
CPOKH €ro MOJIFOTOBKU HE OTOBOPEHHI 0c000.

3.33. PexkBu3uTaMM MPOTOKOJIA ABJISIOTCS: HAMMEHOBAHWE OpraHW3allli, HAUMEHOBAHKUE BUA
JIOKYMEHTA, 3arojOBOK K TEKCTY, laTa U MECTO 3acelaHMsl, pErMCTPallMOHHbIN HOMEDP MPOTOKOIIA,
TEKCT, TIOJIITUCH.

3.34. 3aros0oBOK K TEKCTy NPOTOKOJIA OTBEYAET HA BOMNPOC "dero?" um CONEpKUT yKa3zaHUE
NOJIpa3/ieNIEHUs] WIK OpraHa, AesITeIbHOCTh KOTOPOro NnpoTokonupyercs. Hanpumep:

MIPOTOKOJI 3aCeAaHMsI AaTTECTAlIHOHHON KOMHUCCUU

Jaroii mpoTrokoyia sBisieTcsl Aata 3acenaHus. Ecnu 3acemaHuwe MpOAOIKAETCS HECKOJIBbKO
JTHEW, yKa3bIBA€TCs JaTa Hadajia 3aceJaHus U yepe3 TUpe - Aata okoHyanus: 12 - 13 mas 2020 r.

3.35. Tekcr nmpoTOKOIa TOHKEH COCTOSITh M3 ABYX YaCTE: BBOJHOM M OCHOBHOW. B BBOHOM
YacTH MPOTOKOJA YKa3bIBAIOTCS (haMIIIMU Tpencenatelns (MpeaceaaTenbCTBYIONIET0); CeKpeTaps;
dbaMuIMM yYaCTHHKOB, TMPHUCYTCTBYIOIIMX HA 3acelaHWU; JUI, MPUTIANICHHBIX Ha 3acelaHuE;
MOBECTKA JIHS.

Ecnm xonmdecTBO MpUCYTCTBYIOUIUX HA 3aCEIaHUU MPEBHIIIAET 15 4enoBek, B BBOJHON YacTH
IIPOTOKOJIA JENAeTCsl CChUIKA Ha CIMCOK, SIBISAIOLIUICS HEOTHEMJIEMON YacThlO IPOTOKOJIA.
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Hanpuwmep:

[TpucyrcTBOBamu: 25 yei. (CIUCOK MPUIAracTes).

BBogHas dYacTe DPOTOKOJIA 3aKAaHUYMBACTCS IIOBECTKOM JHS, COJEpXkalleld NepedyeHb
paccMaTpUBaEMBbIX BOIIPOCOB, IIEPEUMCICHHBIX B IOPAJKE HUX OOCYKIEHHS C yKa3aHUEM
JOKJIQTYUKA 110 KKIOMY paccMaTpuBaeMoMy BOIpocy. Bompockl moBecTku aHs GOPMYIUPYIOTCS
¢ mpemtorom "o" ("o0"), mewararoTCs OT TpaHUIIBl JIEBOIO IMOJS M HYMEPYIOTCS apaOCKuMHU
nudpamu.

B ocHOBHO# yacTu NpoTOKOIa PUKCUPYETCS X0/ 3aCEHaHMUsL.

3.36. IloyHBIM MPOTOKOJ COAEPKUT 3aUCh TOrO, YTO MPOUCXOJIWIIO BO BpEMs 3acedaHus,
BKJIIOYasi BOMPOCHI K JOKJIAJUYUKY, OTBEThl Ha HUX, BBICTYIUICHHS B X0/€ OOCYKIEHHS BOIIpPOCaA,
pe3yJbTaThl TOJOCOBAHUS IO BOIPOCY M MpHHATHIE pemieHus. OOpaszenr opOpMIICHHS MOIHOTO
nportokoia (npunoxenue N 3).

KpaTkue npoTokosibl BeAyTCsl INPU PACCMOTPEHUHM BOIIPOCOB OINEPATUBHOIO XapakTepa.
OOpazenr  odopmMieHUST Kparkoro mnpotokona (mpwiokenne N 4). B kparkom mporokoie
bukcupyercst Tema 006CcyxaeHus, HhaMUIHs TOKIaI4MKa IO BOIPOCY U MPUHATHIE PEIICHHUS.

3.37. OcHOBHasl 4acTh MOJHOTO MPOTOKOJIA COCTOUT U3 PAa3/eNoB, MOCBSIIIEHHBIX BOIIPOCAM
MOBECTKU JHA. XOJ PACCMOTPEHHUSI Ka)XJOro BOMNpOca 3alHCHIBAETCS B IOCIEI0BATEIBHOCTH:
CJIVIIAJIA - BBICTYIIWUJIA - PEHINJIIN.

Pemenue B TeKCT NMPOTOKOJIAa BHOCUTCS IMOJIHOCTbIO B TOM (pOpMynHMpoOBKe, KoTopas Oblia
IPUHSTA Ha 3aCeJaHMM; NP HEOOXOAMMOCTH MPUBOASTCS UTOTU rojlocoBaHus: "3a - ..., IPOTUB -
..., BO3JIEPIKAIIOCH - ..."".

3.38. Ilporokon 3acemaHusi MOANUCHIBAETCA MpejcenaresneM (MpeacelaTebCTBYIONMM) U
CEKpeTapeM 3aceaHus.

3.39. Ilpu HeoOXOAMMOCTH KOMHMU MPOTOKOJIOB WM BBIIMCKH M3 MPOTOKOJIOB PAaCCHUIAIOTCS
3aMHTEPECOBAHHBIM JIUIIaM B 3JIEKTPOHHOM BHUJI€ B COOTBETCTBUU C YKa3aTelleM PaCChLIKH.

B BbImMcke K3 MPOTOKOJA JOJKHBI BOCIIPOM3BOIUTHCA BCE PEKBU3UTHI 3ar0JIOBOYHOM YacTH
IPOTOKOJIA, BBOJHASI YacTh, BONPOC TMOBECTKHU JIHSA, MO KOTOPOMY TFOTOBUTCS BBIMHMCKA, U TEKCT,
OTpakaroIui 00CyKIeHUE BOIPOCA U IPUHSATOE PEIICHHUE.

3.40. JlenoBoe (cinyke0HOE) MMCHMO TOTOBUTCS Ha OilaHke nuchma. [Ipu cocTaBieHun nucem
OQOpMIISIFOTCSL PEKBMU3UTHI: ajpecar, 3arojoBOK K TEKCTy, TEKCT, IOANHUCh, OTMETKa 00
UCIIOJIHUTENIe, B HEOOXOAMMBIX CilydasX - OTMeTKa o mnpuwioxkeHud. OOpazen odopmieHus
NEN0BOro nuchMa (mpuiioskenue N 4).

3.41. Ecnu nucbMo SIBJISIETCS OTBETOM Ha MOCTYMUBIIUHN 3aMpOC WM MPOCHOY, 3amOTHIETCS
PEKBU3HT "CChUIKA Ha PETUCTPAIIMOHHBIM HOMEP U JIaTy MOCTYMUBIIETO M1uchma'.

HaumenoBanne Buaa npokymeHnta ("mucbMo") W Pa3HOBUIAHOCTH MNHCbMa (HAmpUMep,
"mpocrba", "undpopmanmonnoe", "compoBoauTenbHoe", "3ampoc", "HamomuHaHUE") B JEIOBBIX
(cmykeOHBIX ) MIChMaX HE YKa3bIBAIOTCA.

Ecnu nuceMo HampapisieTcs aapecaTy Mo 3JIEKTPOHHOM MouTe WiH 1o ¢akcy 06e3 JOChUIKH 0
MI0YTE, BMECTO MOYTOBOI'O a/ipeca YKa3bIBaeTCs aJpec JIEKTPOHHOM MOYTHI UM HOMEp TenedoHa-
daxca.

3.42. JlenoBoe (cinyxe0HOE) MHCbMO JOJDKHO OBITH MOCBAILIEHO OJHOMY Borpocy. Eciu
HE00X0/IMMO 0OpaTUTHCS B OPraHU3ALMIO0 OJHOBPEMEHHO MO HECKOJIBKUM BOIPOCAM, COCTaBIISIETCS
OTJENIbHOE MHCHMO T10 Ka)KJOMY U3 HUX.

[TuceMo MOXKeET KacaTbCs HECKOIBKUX BOIIPOCOB, €CIIM OHU B3aUMOCBSI3aHBI.

3.43. B onHOM MHCHhbME HE JOKHO OBITH 0OJiee YEThIPEX aapecaToB, IPH ITOM OCHOBHOM
ajZipecaT yKa3bIBaeTCsl IEPBBIM, OCTAIBHBIM a/ipecaTaM MUChMO HANpaBJIseTCs ISl CBEICHUS.

[Ipn HEOOXOAMMOCTH HAaNpaBUTh HHCHMO OOJBIIEMY KOJHUYECTBY aJpecaToB, TOTOBUTCS
CIIMCOK PacChUIKHU, ¥ MHCbMa PACChUIAIOTCS 110 CIHCKY.

3.44. Tlpu cocTaBIEHUHM [EIIOBBIX IHUCEM HCIONb3YeTCS BCTYMUTENbHOE OOpalleHue u
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3aKIIIOYMTENNbHAs ATUKETHAs (ppa3a B COOTBETCTBUU C MHCTPYKIHEH.

3.46. TexcT nucbMa U3J1araeTcs:

oT 1-ro nuia MHOKecTBeHHOro uncna ("mpocum ...", "npennaraem ...", "HanomuHaem ...");

OoT 3-ro juia €AMHCTBEHHOro uucia ("AJIMUHUCTpALUsS CEJIbCKOIO IIOCEJIEHUS  CUHUTAET
BO3MOXXHBIM ...", " ATMUHUCTpaLUs CEIbCKOr0 IIOCEJIEHUSI HE pacrojaraeT BO3MOKHOCTHIO ...");

or 1l-ro numna enuncrBeHHoro uwucna ("mpomry ...", "mpemmarato .."), €ciM NHCHMO
odopmIIsieTcs Ha J0JKHOCTHOM OJIaHKe.

3.47. Ecam mpoekt paenoBoro (ciy:keOHOro) muchbMa HampaBIiseTCs ajpecary IO IouTe,
MPOEKT TOTOBHUTCS B JABYX SK3EMIUIApax: OAMH JK3eMIUISIp odopmisieTcs Ha OiaHke, BTOpPOI
SK3EMILIAP, PeAHA3HAUYCHHBIH ISl BU3UPOBAHUS) - HA CTAHJIAPTHBIX JIUCTaX OyMaru.

JlenoBoe (ciy>keOHOE) MUCHbMO 0 MPEACTABICHUS HA MOJIHCH JOJDKHO OBITH COTJIACOBAHO
(3aBU3MPOBAHO) CO BCEMH 3aMHTEPECOBaHHBIMM JulaMu. CorjlacoBaHue (BU3MPOBAHUE) ETOBBIX
IIMCEM MPOBOJUTCS B COOTBETCTBUM € ITyHKTamu 4.1 - 4.11 uncTpykuu.

3.48. JlenoBoe (ciayxkeOHOE) MHCHMO TOJIMUCHIBAETCS TJIABOW (€ro 3aMECTUTENSIMU).
[TonnucanHoe nenoBoe (Ciryxe0HOe) MUCHMO MOAJICKHUT PETUCTPALIMU U OTIIPABKE.

He nomyckaercs oTmpaBisTh agpecaraM MHCbMa, HE MMEIOIIME JAThl U PErHCTPAIMOHHOIO
HOMeEpa.

3.49. ITlocne mnoamucaHus MNHCbMAa M €r0 PETUCTPALUU HK3EMIUIAP MHCbMa C BHU3AMH
3aMHTEPECOBAHHBIX JIUI] IOMEIIAETCS B JEJI0.

3.50. AKTBI COCTaBIAIOTCSA B LEJSX MOATBEPXKICHHUS (DAKTOB, CBSI3aHHBIX C JEATEIHLHOCTHIO
AnMUHUCTpaIUU cenbekoro nocenenus. Oopazern odhopmiieHus akra (nmpunoxerne N 5).

3.51. Ilpu cocTaBieHHH aKTOB HCIOJB3YIOTCS PEKBH3UTHI: HAUMEHOBAaHHE OpraHHU3aIlNU;
HAaUMEHOBAaHME BUJA JIOKYMEHTa; JaTa JOKYMEHTA; PEerHCTPAllMOHHBIII HOMEpP JOKYMEHTa; MECTO
COCTaBIICHUS WM U3JAHUS TOKYMEHTA; 3ar0JIOBOK K TEKCTY; MOAIMHKCH.

3.52. JlaToii akTa sIBISI€TCS JaTa COCTABIEHUS aKTa U MOJIMMCAHUS €T0 COCTAaBUTEIISIMHU.

Ecnu dopmoit akTa mpenycMOTpeHO ero yTBEpKIEHHE JODKHOCTHBIM JIMIIOM, JaTOW akTa
SBIISIETCS 1aTa €r0 YTBEPIKICHUSI.

3.53. B BBOAHOI1 yacTH aKTa B MMEHUTEILHOM T1aJIeKe YKa3bIBAIOTCS:

OCHOBaHUE COCTaBJE€HMsS akTa; (aKT WM COOBITHE, TOCIYXKHUBIIEE OCHOBAaHMEM JUIS
COCTaBJICHUS AKTA);

COCTaBUTENM akTa (mepeuucisitoTces nocie ciaoa "CocraBieH" ¢ yKa3aHHEM JTOJDKHOCTEH,
HAUMEHOBAHMI  OpraHU3allui, €cld COCTABUTEIM SBJSIOTCS MPEJACTaBUTENISAMU  PYrou
opraHu3anuu, GamMuIuil 1 UHUIUAIOB).

Ecnu akt cocraBneH KoMmHCCHEW, IEpBON yka3biBaeTcs (pamMuiust mpeaceaareis KOMHCCUU,
3aTeM YJIEHOB KOMHUCCHH B ajI(haBUTHOM IOPSIIIKE.

3.54. B TekcTe akTa H3jararoTCs UEIW M 3aJladyd COCTABJIEHUS aKTa, CYIIHOCTb, XapakTep,
METO/Ibl ¥ CPOKH MPOJIEIaHHOM pabOThI, €€ pe3yIbTaThl.

[Tpr HEOOXOIUMOCTH aKT MOKET COJIEPIKATh BHIBOJIBI M PEKOMEH/TAITHH.

B 3aximrounTensHONW YacTW akTa yKa3bIBAlOTCS KOJMYECTBO TOATOTOBJICHHBIX IK3EMILIIPOB
aKTa U MECTOHAXOXKJEHUE KaXKIOro 3k3eMIUIsipa. KoianmdecTBO IK3eMIUIIPOB aKTa OMpPEaeNseTcs
KOJIMYECTBOM CTOPOH, 3aMHTEPECOBAHHBIX B €70 COCTABJICHHUHU, WJIHM HOPMATUBHBIMHU TPEOOBAHUSIMU,
pErIaMeHTHPYIOIIUMHU COCTABIIEHUE aKTOB KOHKPETHOM Pa3HOBUIHOCTH.

3.55. DK3eMIUIsIphl aKTa MOAMKUCHIBAIOTCS BCEMU YJIEHAMH KOMHCCHUU (€CIIM aKT COCTaBIISICS
KOMUCCHEI) WM COCTaBUTENSIMU U, P HEOOXOAUMOCTH, IPUCYTCTBOBABIIMMHU JIUIAMH.

[Ipu noanucanuu akTa npezcenaTesieM U YieHaMH KOMHUCCUM HaUMEHOBAHUS UX JTOJKHOCTEN
HE YKa3bIBAIOTCS.

Oco0oe MHEHHE COCTaBUTENS aKTa M3J1araeTcsi Ha OTHEIbHOM JIMCTE, MOJIMUCHIBACTCA U
MpUJIaraeTcs K akTy.

3.56. Ecnn 3akoHoparenscTBoM Poccuiickoit denepanun nperycMOTPEHO O3HAKOMIIEHUE C
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COJICpKaHUEM aKTa IUIl, YIIOMSHYTBIX B aKTe, TMOJ IOJANUCh, Ha MOCIECIHEH CTpaHUWIe aKTa
MIPOCTABIISIETCSI O3HaKOMHUTENbHass Bu3a "C akTOM O3HAKOMJICH(BI)", TMpPU 3ITOM YKa3bIBAOTCS
HAUMEHOBAHUS JIOJDKHOCTEH, JTMYHBIE TOJIMUCH, PACIIU(PPOBKH TOJMUCEH, NaThl O3HAKOMIICHUS.
Jluma, KOTOpbIe 3HAKOMSTCS C COJEP)KaHMEM aKTa, UMEIOT MPaBO HE COTJIACUTHCS C COJACPKAHUEM
aKTa B IEJIOM WM €ro OTACIbHBIMHU TOJOXKEHHUSIMH, YTO JOJDKHO OBITh 3a()MKCHPOBAHO IPHU
O3HAKOMJICHHUH C aKTOM.

3.57. NoxnamHas (coyxeOHas) 3amicKa UCTIONIB3YETCS ISl OTIEPaTUBHOTO HH()OPMAITHOHHOTO
oOMEHa MEXIy CTPYKTYPHBIMH TIOJpAa3[eliCHUsIMH U PYyKOBOJACTBOM. OOpasibl opopMiIeHUsS
JIOKJIQTHOM 3aIMCKU U CIYeOHOW 3aIlMCKH, MOATOTOBICHHONW Ha OCHOBE 3JICKTPOHHOTO MabjIoHa
(mpunoxenwue 7,8).

3.58. OO0s3aTeNbHBIMM  PEKBH3UTAMH  JOKJIATHOW (CITy)KeOHOW) 3amUCKU  SIBJISIFOTCS:
HAUMEHOBAHHE CTPYKTYPHOTO TOJpa3fclieHus, HauMEHOBAHWE BHIA JOKyMEHTa (IOKIIagHas
3anucka, ciayeOHas 3am1ucKa), 1aTa, 3aroJIOBOK K TEKCTY, a/Ipecar, TEKCT, MOAIHUCH.

3.59. Tlpu ampecoBaHUM AOKJIANHBIX (CITY>KEOHBIX) 3alMCOK YKa3bIBAIOTCS B JaTEIHHOM
naJieXke JODKHOCTB JIMIA, KOTOPOMY aJIpeCOBaH TOKYMEHT, (haMIIIUsl M MHUIHAIbL. Hampumep:

Ynpasnstomemy 1ejraMmu
AJIMUHHUCTpAILIUU CEITHCKOTO MOCETICHUS
ATHKOBCKHI CEILCOBET

damunug N.0.

3.60. Hoknagnbie (ciykeOHbIE) 3aMCKH MOTYT COCTABIISATHCS, PACCMATPUBATHCS M XPAHUTHCS
B TEUEHHE YCTAHOBJICHHOTO CPOKA UCKIIOYUTEIHHO B AJeKTpoHHOM Buae B CO/I.

[Ipu opranusanuu paboThl C JOKJIATHBIMU (CIYXEOHBIMHU) 3alIMCKaMU B 3JIEKTPOHHOM BUJIE
MCIIOJIb3YIOTCS 3JIEKTPOHHBIE A0IOHBI JOKJIAIHON U CITYy>KEOHON 3aMHCOK.

3.61. Tekct gokiaaHoOM (Cay>keOHOI) 3aMUCKU, B 3aBUCUMOCTH OT CJIIOKHOCTH COJICPXKAHUS U
MPUBOJUMON apryMEHTALUU, COCTOUT U3 OJHOM, IBYX MJIM TPEX YaCTEH:

B IEPBOM YaCTH M3JIararoTCsl MPUYMHBI, (DaKThl WM COOBITUS, MOCIYKUBIIWE MOBOJOM IS
COCTaBJIEHUS IOKYMEHTA;

BO BTOPOM YacTH JA€TCAd aAHAJIMW3 CJIOKUBILIECICS CHUTyallud, BO3MO)KHBIE BapUaHTBl €€
peleHus;

B TPETbEW YacTU MU3NIAratoTCs BHIBOJBI.

3.62. Perucrtpainus JOKIAJAHBIX M CIYXEOHBIX 3amucok ocymectsisiercs B COJl, mpu
otcyrcTBUM COJI - B CTpPYKTYpPHOM MOAPA3AEIEHUH, TOATOTOBUBIIEM IOKYMEHT.

3.63. JlenoBble muchbMa, HampaBisieMble 3apyOEKHBIM KOPpPECHOHJEHTaM (B TOM 4HCIIE
azpecaram rocyaapctB - ObiBmuX pecnyonuk B cocrae CCCP), obopmisitoress Ha OaHKe THChMa
AJMUHUCTpALMU CEJILCKOTO IOCEJIEHUS ¢ PEKBU3UTAMM HA PYCCKOM M OJAHOM U3 MHOCTPAaHHBIX
A3BIKOB.

3.64. Ilucemo, HampaBisieMoe 3apyOexXHOMY ajpecary, COCTaBIIETCS Ha PYCCKOM SI3BIKE,
IIPOXOJUT COIVIACOBAHKME CO BCEMU 3aMHTEPECOBAHHBIMHU JIUIAMM, I1OCJIE YETO MUCHbMO NEPEBOJUTCS
Ha OJIMH M3 MHOCTPAHHBIX S3BIKOB (S3BIK ajipecara WM aHTIUNCKUN A3bIK) U odopmisieTcss Ha
OJlaHKe MMHMChMa, MpeHa3HAYEHHOM JIJISl IEPENUCKHU C 3apYOeKHBIMH KOPPECTIOHACHTAMHU.

[TonnuHHUK nHcbMa, OQOPMIICHHBINI Ha OJHOM M3 MHOCTPAHHBIX S3BIKOB, JOJIKEH OBITh
UJCHTUYEH 110 COJEP>KAHUIO HK3EMILISIPY Ha PYCCKOM SI3bIKE C BU3aMH 3aMHTEPECOBAHHBIX JIUII.

3.65. Ha mnoamuch riaBe CENbCKOIO IIOCENEHUS MPEACTABIAIOTCA: SK3EMIUIAP IUCbMa
3apy0eKHOMY KOPPECHOHICHTY, O(QOpPMIICHHbII Ha OJlaHKe, KOMHUS JaHHOTO THUChbMa Ha
CTaHJApTHOM JMCTe OymMard ¢ BHU30M MCIIOJHUTENS, SK3EMIUISp MUChbMa Ha PYCCKOM S3BIKE C
BH3aMH 3aMHTEPECOBAHHBIX JIMII.

3.66. ITocne nognucanus NuchbMa:
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IK3EMIUISIp MHChMa, OG(OPMIICHHBIM Ha OJIaHKe, TMOJINMUCAHHBIA TJIaBOM  CEIIbCKOTO
MOCEJICHUSTIOCTIE pEruCTpallii HallpaBIsieTcs aapecary;

KOMHSI MUChbMA C BHU30M HUCIIOJHUTEN U 3K3EMIUIAP MHUCbMa, COCTABJICHHBIM HAa PYCCKOM
S3bIKE, C BU3AMH 3aMHTEPECOBAHHBIX JIUI] TOMEILAIOTCS B JIEJIO.

3.67. IlucbMma, HampaBIIeMbIe 3apy0eKHBIM aapecaraM, JOHKHBI UMETh PEKBH3UTHI: aapecar,
JlaTa, perUCTPALIMOHHBIA HOMED, TEKCT, MOITHUCH.

[Ipu HeoOxomuMOCTH MOTYT O(POPMIIATHCA PEKBU3UTHI "'CChUIKA HA PETUCTPALMOHHBINA HOMED
Y JaTy MOCTYNUBIIEro mucbma" U "3arojioBok K Tekcty'. Ha konuu nucbma, moMeniaeMoun B A€o,
JOTIOTHUTEIFHO MPOCTABISETCS OTMETKA 00 HCIIOTHUTETIE.

3.68. PexBusutr "ampecat" odopmisieTcss crpaBa 1Moja pPEKBU3WTAMH OJlaHKa. ApecaTom
MUChMa MOXET OBITh OpraHU3aIMs WK KOHKPETHOE JIUIIO.

Ecin mnuceMo ajapecoBaHO OpraHu3allvy, CHayaja [JaeTcsl €€ HauMEHOBaHHWE, 3aTeM -
MOYTOBBIM aJpec B IMOCJIEAOBATEILHOCTU: HOMEDP JIOMa WIM 3/aHHs, Ha3BaHUE YJIMIIbI, Ha3BaHUE
ropoJia; CTpaHa.

Kaxxnpiii snemMeHT ajpeca MUIIETCS Ha OTAENBHOUM cTpoke. Ha3Banue ropoja, Kak mpaBuio,
nevaraeTcs NponucHsIMU OykBamu. Hampumep:

Brook & Son Toymakers
61 - 71 Steel Street
BRIDGETOWN

BR61 7RE

U.S.A.

CnoBa Avenue, Street, Place u uHble B ajjpece NUIIyTCs ¢ MPONUCHONW OYKBBI.

IIpn odopmieHun MNOYTOBOTrO ajapeca 3apyOeKHBIM KOPPECHOHJEHTaM IyHKTyalus He
PUMEHSETCS.

[Ipu anpecoBanuy nmuceM HEOOXOAUMO YUUTHIBATh TPAJUINM, XapaKTEpHbIE JUISl OTAEIbHBIX
cTpaH (HampuMmep, B BenukoOpuTaHuu mocie ykazaHus ropoJa MOXeT ObITh yKa3zaHO rpadcTBo, B
CHIA - Ha3BaHwue 1ITaTA).

Ecnu B Ha3Banuu Qupmbl npucyrctByeT Gamuinus auua (Hanpumep, W.Edward&Co., Ltd),
nepes Ha3BaHUueM (pUPMBbI IPUHATO CTaBUTH CJI0BO Messrs (cokparieHre oT Messieurs - rocrnosa).

Ecnu nuceMo azapecyercs KOHKPETHOMY JIMILY, TIepe] Ha3BaHUEM OpIraHU3alluM YKa3blBaloOT
(baMHUINIO ¥ JOJDKHOCTh paOOTHHKA MITH €T0 JOJKHOCTD.

Hanpuwmep:

Mr. Andrew Roach
Sale Manager
Super Toys Ltd
Chatfield Road
NEWTOWN
NE12 OLD

US.A.

3.69. B mmcemax 3apyOeXHBIM ajpecataM jaata o(OpMIISeTCs CIOBECHO-IU(POBBIM
CrocoO0M B TIOCTIEIOBATEIHHOCTH: ICHb MECSIIa, MECSAII, TO/.

Hanpumep: 24 suBaps 2020 r.

[Ipyn cocTtaBieHMH MUChMA HAa AHTJIMICKOM SI3BIKE JOMMYyCKaeTcss oQopMIIeHHE OaThl B
MOCJIE0BATEIbHOCTH: TOI, MeCsIl, 1eHb Mecsa. Hanmpumep: 2020, January 24.

3.70. B mucemax 3apyOeKHBIM aapecaTraM HCIOJNb3YIOTCS BCTYNUTEIBHBIC OOpaIieHus o
JOJKHOCTH WK 1o pamunuu anpecara. Hanpumep:

VBa)xaeMEbIil TOCHOIMH ....... !

3aKkaHYMBAETCS MUCHMO 3aKJIIOUUTEITLHON dTHKETHOU (pa3oit "C yBakeHuew, ...".
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IV. CornacoBanmne nNpoeKToB 10OKYMEHTOB.
Hoanucanne (yrBep:KaeHue) NPOEKTOB JOKYMEHTOB

4.1. CornacoBanue mpoeKkTa JOKYMEHTa HMPOBOAUTCS O €ro MOAMHMCAHUS B LEISIX OLCHKU
COOTBETCTBUSl MpOEKTa 3aKkoHonaTesnbcTBY Poccuiickont ®enepaunn, HIIA Anmunuctpanuu
CEJIbCKOTO MOCeNIeHus], KauecTBa U 3P(HEKTUBHOCTH MPEAJIaraeMoro petieHus.

CornacoBaHue IpPOEKTa JOKYMEHTAa OpraHMU3YeTCs HENOCPEACTBEHHBIM HCIIOIHUTEIEM
(cocTaBuTeneM) M PYKOBOAUTENIEM MOJpa3Ae/iCHUs-UCIIONHUTENSI U TPOBOJIUTCS B Tpeesiax
YCTaHOBJIEHHOI'O CPOKA UCIIOJHEHUS.

42. Ilpm wnHammuuum B opranumzanuu C3J[ cornacoBaHwe MPOEKTOB JIOKYMEHTOB
OCYIIECTBJISIETCS. B aBTOMAaTU3MPOBAHHOM PEXHUME IIOCPEJCTBOM HAIPABJIEHMSI IMPOEKTOB
JOKYMEHTOB JIMI]aM, Ha3HAYe€HHbIM B KayecTBE COTJACYIOIIUX, U O(OPMIICHHUS pe3yJbTaToOB
coryacoBanus B CO/I.

CornacoBaHue MPOEKTOB JOKYMEHTOB MOXET OCYIIECTBISATHCS MOCPEICTBOM KOPIIOPATUBHOMN
AIIEKTPOHHOM TOYTHI U O(OPMIICHHS HWCHOJIHHUTENEM JIHMCTAa COTJIACOBAHUS C NPUIIOKECHHUEM
AIIEKTPOHHBIX COOOIIEHHI JTUII, y9aCTBOBABIINX B COTJIACOBAHUU MPOEKTa JOKYMEHTA.

4.3. CornacoBaHue MPOEKTOB JOKYMEHTOB OpPraHU3YEeT MCIIOJHHUTENb MOCIE COTJIACOBAaHUS B
pabodyeM MOpsIKEe NPOEKTa JOKYMEHTa C PYKOBOJIUTEIEM CTPYKTYpPHOTO TMOJIpa3/ieieHus U B
COOTBETCTBUU C UHCTPYKIIMEN 110 JIETONPOU3BOJICTBY

4.4. IIpoeKThl JOKYMEHTOB COTTIACYIOTCSI:

HENOCPEACTBEHHBIM UCIIOIHUTEIEM U PYKOBOAUTENIEM MOPA3/1€ICHUSI-UCIIOTHUTEIS;

COUCIIOJIHUTEISIMH (TP UX HATUYHH);

paboTHHKaMU AJIMUHHCTPALUU CEIHCKOTO TIOCEIICHUS, HAIPABICHUS JACATEILHOCTH W/WIH
(byHKIIMOHATIbHBIE 00S3aHHOCTH KOTOPBIX 3aTPAarMBalOTCSA B MPOEKTE JOKYMEHTA W/WUIM KOTOpHIE
yKa3aHbl B IPOEKTE JOKYMEHTa B KayeCTBE HCIIOJHUTENEH (B Clydae BPEMEHHOI'O OTCYTCTBHS
PYKOBOIMTENS MOAPA3ICICHHs] TPOEKT JTOKYMEHTa BU3UPYET JHUI0, BPEMEHHO HCIOJHSIOLIEE €ro
00s13aHHOCTH);

IOPUCKOHCYIHTOM AJMHHHUCTPAIIUH CETHCKOTO MOCEICHNUS;

[IpoekTbl ~ OKyMEHTOB, peainu3alusi  KOTOpPbIX  TpeOyeT  (UHAHCOBBIX  3aTpar,
COTJIACOBBIBAIOTCS C PMHAHCOBBIM YIIPABICHUEM.

He nonyckaercs HanpaBisATh Ha COTJIaCOBAHUE MPOEKT JTOKYMEHTA OJTHOBPEMEHHO JIBYM WJIU
6osiee pabOTHUKAM OJIHOTO CTPYKTYPHOI'O MOJIpa3/ieieHus. B kauecTBe U1, COrNacyromux IpoeKT
JIOKYMEHTA, JTOJKHBI BRICTYIATh MTPEUMYIIIECTBEHHO PYKOBOJUTEIH CTPYKTYPHBIX MOJIPA3ICICHUH.

4.5. DBHemHee coriacoBaHMe IPOEKTa JOKyMEHTa OCYILECTBIIETCS IOCPEICTBOM
HaIpaBJIeHUs NpPOEKTa B JAPYTYyI OpPraHM3alMi0 C CONPOBOAMTEIBHBIM IHCBMOM, B KOTOPOM
yKa3bIBAETCs CPOK COTIIACOBAHUS.

Ecnm opranuzanuu, coryacyromuye IpoeKT JOKYMEHTa, SIBISIIOTCA ydacTHUKaMu ogHou COJ,
COIJIACOBaHUE MOXKET ObITh mpoBeneHo B COJl Oe3 HampaBiieHUS! CONPOBOAUTENBHOTO MUCbMA U
OJIHOBPEMEHHO C BHYTPEHHHUM COTJIaCOBAHUEM.

4.6. Cpoku  coOriacoBaHus  JOKYMEHTOB  YCTAQHABIMBAIOTCS  HMHCTPYKIUEH IO
Jenonpou3BoACTBY W/min uHbIMU HITA B 3aBUCMMOCTH OT BHA JOKYMEHTa U 00beMa JIOKyMEHTa,
BKJTIIOUasi IPUIIOKeHUs K HeMy. CpOKH COTTIacOBaHUS TOKYMEHTOB COCTABIISIOT:

MIPOEKTHI IETTOBBIX (CITYKEOHBIX) THCEM - 1 - 3 paboumx JHS;

MIPOEKTHI (TIOCTaHOBIIEHUI) pacniopsbKkeHui 0e3 npuiioxkeHuit - 1 - 3 pabounx 1HS;

MPOEKTHI (ITOCTAHOBJICHUH) PACMOPSHKEHUH ¢ MPHUIIOKESHUSIMHU CITPABOYHOTO XapakTepa - 3 - 5
pabounx JHEi;

MPOEKTHI (TOCTAHOBJICHHUH) PACTIOPSDKEHUH € MIPHIIOKEHHEM JIOKAJTbHBIX HOPMATUBHBIX aKTOB
B 3aBHCHMOCTH OT X 00bema (He 6omee 50 cTtpanum) - 5 - 10 pabouux aHei;

npoektsl HITA, yTBepkIaeMbIX HEMOCPEACTBEHHO MOINUCHIO pykoBoautens (He OGosee 50
cTpanun) - 5 - 10 pabouux mHEH;

MPOCKTHI MPOTOKOJIOB 3acelaHil (COBEIIAHUM) MPU HEOOXOJAMMOCTH WX COTJIACOBaHUS, B
3aBHCHUMOCTH OT 00beMa JJoKyMeHTa - 1 - 3 pabouux JHs.

Cpoku coriacoBaHusi MPOEKTOB JOKYMEHTOB, HAMpaBsieMbIX HA BHEIIHEE COIJIACOBAHHE HE
JOJIKHBI COCTaBIATH Ooiee 30 KaleHIapHBIX THEH.

B KOHKpeTHBIX ciydasix B 3aBUCUMOCTH OT COJEp)KaHUS W Ha3HAUCHUS JOKYMEHTa CpPOK
COIJIACOBAHUS MOXET OBITh COKpAIICH WM YBEIMYEH IO PEIICHUIO PYKOBOJIUTENS, KYPUPYIOLIETO
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HaIpPAaBJICHUE I€ATEIBHOCTH, 10 KOTOPOMY F'OTOBUTCS IPOEKT PELLIECHUS.

4.7. Odopmnenune pesynbTaToB corjacoBanuss HIIA ocymecTBisiercs B BHAC BU3,
IIPOCTABJISIEMBIX 3aWHTEPECOBAHHBIMU JIMLIAMU HA MOCJIEIHEM JIMCTE IPOEKTa JTOKYMEHTa (Ha €ro
JUIEBOM WM OOOPOTHOM CTOpPOHE) WM Ha OTAEIbHOM JIHCTE COIJIACOBAHMS, SIBISIOLIEMCS
HEOTHEMJIEMON YacThiO0 JOKyMeHTa. OTMETKM O corjacoBaHuu (Tpud COTIACOBAHUS W BH3BI)
0hOPMIIAIOTCSI B COOTBETCTBUU C MyHKTaMu 2.45, 2.46 HHCTPYKIUH.

IIpu cornacoBaHuu A€NOBBIX (CIIy’)KEOHBIX) MHUCEM BHU3bl IIPOCTABJISIOTCS HAa KOMHMM IUChbMa
(BM30BOM 3K3eMIUISIP), KOTOPBIA IOC/E MOANHMCAHUS IMOMJMHHUKA MHUChbMa W €ro PerucTparuu
MIOMEIIAeTCs B JI€JI0, MM Ha 000pOTe MOUIMHHUKA MMHMChMa, €CIIU MUChMO HAIPaBIISIETCS aJpecary
1o (akcy WM 3JIEKTPOHHOH Mmoure. DTOT K€ IK3EMIUISp MUChMa IOCie OTIPaBKU ajapecary (o
(akcy Wi >IEKTPOHHOH 1OYTE B BUJIE 3JIEKTPOHHOM KOIMH) TIOMEIIACTCS B AETIO.

[IpoekTbl MPOTOKOJOB BHU3UPYIOTCS JIMIIAMH, BBICTYNABIIMMH Ha 3aceJaHUU (COBEIIAHUU)
IyTeM IIPOCTaBIEHUS BHU3bl HA JIEBOM II0JI€ JOKYMEHTAa HAIPOTUB 3alllCH BBICTYIJICHUS
COOTBETCTBYIOIIETO PaOOTHHKA.

4.8. CornacoBaHue MPOEKTOB JIOKYMEHTOB MoxeT ocymectBisitbess B COJ[. Tlocne
3aBepIICHUs] MPOLEAYPhl COoriiacoBaHus (IIPU CO3JaHUM TOJUIMHHUKA JAOKYMEHTa Ha OyMa)kHOM
HOCUTEJIE) JIUCT corjlacoBaHusl pacneyarsiBaercs u3z CO/l, npukiaapiBaeTcs K NPOEKTY JOKyMEHTa
U TIPEJICTABIISAETCS HA MOITUCH TJ1aBe CEMBCKOT0 TOCEICHHUS.

CornacoBaHue BHYTPEHHMX JOKYMEHTOB, CO3JaHME, XPAHEHHWE U MCIIOJIb30BAaHHE KOTOPBIX
ocyuectsisiercs nocpeacrsom COJI, mpoBoautces B CO/] B 31€KTPOHHOM BHJIE.

[Ipu coryacoBaHUM IPOEKTOB BHYTPEHHUX JTIOKYMEHTOB, CO3/1aHHBIX Ha OyMa)KHOM HOCHUTEIIE,
BU3bI IPOCTABJISIIOTCS] HETIOCPEJCTBEHHO HA MPOEKTE TOKYMEHTA.

4.9. Ilpu BHEUIHEM COIJIACOBAHMM, IOJIYYUEHHOM IHCbMOM, WJIM COIJIACOBAaHUHU IPOEKTA
JIOKYMEHTa KOJUIETHAIbHBIM (COBEIIATEIbHBIM) OPTaHoOM ¢ (PUKcallel penieH s 0 COrliacOBaHUH B
IIPOTOKOJIE 3aCeIaHusl HCIIOTHUTETh O(OPMIIIET Ha MTPOEKTE TOKYMEHTA MIIH B JIUCTE COTIIACOBAHMS
rpu¢ CcOrIacoBaHWs B COOTBETCTBHU C MyHKTOM 2.43 umHCTpyKuuu. [lucema o coriacoBaHuu
(BBINIMCKA U3 MTPOTOKOJIA) MPUJIAraloTCs K MPOEKTY TOKYMEHTA.

4.10. B xome cornmacoBaHUsl MpOEKTa JOKYMEHTa pabOTHHK, COTJACYIOIIMH JIOKYMEHT,
MPUHUMAET OJTHO U3 CIAEAYIOLIUX PEIICHUN:

COIJIaCOBAaTh MPOEKT JOKyMEHTa 0e3 3aMe4aHui;

COIJIacOBaTh MPOEKT JOKYMEHTA C 3aMEUaHUSIMU;

OTKJIOHUTb IPOEKT TOKYMEHTA;

yKa3zaTb, YTO HE HMMEET OTHOILIEHUS K IPOEKTy JOKYMEHTa (paccMOTpeHHE BOIIpoca, IO
KOTOPOMY IIPUHUMAETCS peIIeHUE, HE BXOAUT B 00S13aHHOCTH PaOOTHUKA).

BozpaxkeHuss 1o TOpoOEKTy MOCTaHOBJIECHUS (pacniopsikeHMs), BO3HUKAIOIIME TPHU
COIIACOBAaHMUU, U3JIAraloTCs B CIPABKe, KOTOpas MPUJIAaraeTcs K MpoekTy win BHocutes B CO/L.

Ecnu npoekT JoKyMeHTa COrjlacoBaH € 3aMEUaHUsSIMHU, 3TO O3HAYaeT, YTO 3aMeYaHus HOCAT
PEaKLMOHHBIA XapakTep, U MOocje MX MPHUHATUS UCIOJHUTENIEM MPOEKT He TpeOyeT MOBTOPHOIO
COTJIACOBaHUS.

IIpoeKT NOKyMeHTa OTKJIOHSETCS JIMILIOM, COTVIACYIOLIUM IOKYMEHT, B CIIydasiX:

HaJIM4Ms CYyLIIECTBEHHBIX 3aMEeUaHUi M0 MPOEKTY T0KYMEHTA;

HECOIJIACHA C IPOEKTOM JIOKYMEHTA.

4.11. HecornacoBaHHbIi MPOEKT JOKyMEHTa TpeOdyeT HopabOTKM MO BBICKa3aHHBIM
3aMeYaHusM, epeoopMIIEHUS] U TOBTOPHOTO COTJIACOBAHUSI.

4.12. Eciu npu popaboTke NpoeKTa JOKYMEHTAa HCIOJHUTENb MPUHHUMAET pelIeHHe He
YYUTHIBATh 3aMEUYaHue (3aMeyaHMs) Juia (JIMIl), y4aCTBOBABIIMX B COTJIACOBAHUH, UCIIOJHUTEIIEM
TOTOBUTCSI PEECTpP HEYYTEHHBIX 3aMEeuaHUul, KOTOPbIH BMECTE€ C TPOEKTOM JIOKyMEHTa
NPEJICTABIISIETC  IJIABE  CEIbCKOTO  IOCEJIIEHHUS WIM  HHOMY JOJDKHOCTHOMY  JIALLY,
MOJMUCHIBaIOIIEMY (YTBEpKIatoieMy) T0KyMeHT. PeecTp HeydTeHHBIX 3aMeYaHHi MOAMUCHIBAETCS
PYKOBOAMTENIEM CTPYKTYPHOTO MOAPA3IEIECHUA-UCIIOTHUTEIS.

4.13. Pemienre 0 TOM, NPUHUMATh WJIM HE MPUHUMATh HEYYTCHHBIEC 3aMEUYAaHUS MPUHUMAET
IJ1aBa CEIbCKOTO MOCEJICHUS.

B cnyuae ecnu rimaBa cenbCcKOro MOCENEHUS NMPUHUMAET pellleHne 0 He0OXOIMMOCTH Y4ecTh
3aMEYaHus, OTKJIOHEHHBIC HCIIOJIHUTENIEM, HCIONHUTENIb J0padaThiBaeT MPOEKT JOKYMEHTa B
COOTBETCTBUU C BHICKa3aHHBIMU 3aMEYaHUSIMH.

Ecnu rnaBa cenbCKOro NOCEIEHMs COIVIAIaeTCsl ¢ MHEHUEM HCIOJHUTENS, OH MOJIUCHIBAET
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(YyTBEp)KIOaeT) JOKYMEHT.

4.14. JIoKyMEHTBHI, H3[aBa€Mble OT HWMEHU AJIMUHUCTPALMU CEIbCKOTO TOCEIEHUS,
MOAMKUCHIBAIOTCS  TJIaBOM  CENbCKOTO  TMOCEJICHHMS WM HHBIMA  YIOJIHOMOYEHHBIMH UM
JOJIKHOCTHBIMU JIUIIAMH (3aMECTUTENSIMU TJIaBbl, PYKOBOIUTENSIMU CTPYKTYPHBIX MOAPA3/ICICHUN,
WHBIMU JOJIKHOCTHBIMU JIMIIAMU B COOTBETCTBUU C UX KOMIIETCHIUEH ).

4.15. OtpenpHble BUIBI BHYTPEHHUX TOKYMEHTOB (CIyKEOHbIE, OObSICHUTEIbHBIC 3aMUCKU)
Ha MM pPYKOBOJOUTENS CTPYKTYpPHOIO IOAPA3JEICHUSI IOANUCHIBAIOTCS  HCIIOJIHUTEIEM
(cocTaBuTeNneM), €cClid pa3peliaeMble MPU 3TOM BOIPOCHI HE BBIXOJAT 3a MPEIENbl €ero
KOMIIETECHIINH.

4.16. JIoKyMeHTBI, HampaBjisieMble B BBICIIME OpPraHbl TOCYAapCTBEHHOW BJIACTH, HA HMS
nepBbIX pykoBoautenel PecnyOmuku bamkoprocTaH, NOANMCHIBAIOTCS TIJ1aBOH  CEIBCKOTO
MOCEJICHUS WJIN JIULIOM, UCTIOJIHSAIOIIUM €0 00S3aHHOCTH.

4.17. JIOKyMEHTBl, HaIpaBisieMble B IIOJABEIOMCTBEHHBbIE M CTOPOHHUE OpraHU3ALNH,
MOANKCHIBAKOTCS JOHKHOCTHBIMU JIMIIAMU AJIMAHHUCTPALIUU CEJIBCKOTO MOCEIEHUSI B COOTBETCTBUU
C IPEI0CTAaBIECHHBIMU UM TTOJIHOMOYHSIMHU.

4.18. JIokyMeHT MOAMUCHIBAETCS IBYMS WU OoJiee JTUIIaMU, €CIIH 3a COJEpKaHUE JOKYMEHTa
HECYT OTBETCTBEHHOCTb HECKOJBKO PAaOOTHUKOB (JIOKYMEHTBHI, MOJTrOTOBJIEHHBIE HECKOJIbKUMU
noJipa3ieNieHus MU, paboyeil rpymnmnoi, KOMUCCHUEN).

4.19. IlonnuceiBaeTcs, Kak MpaBWIO, OJAUH IK3EMIUISP JOKyMeHTa. COBMECTHBIM JOKYMEHT
MOJAMNKCHIBAETCSI B KOJUYECTBE, COOTBETCTBYIOLIEM KOJIMYECTBY OpraHU3alUi, CO3AaBLIMX
JIOKYMEHT.

[Ipy HampaBieHMHM TUChbMAa WU BHYTPEHHETO HH(OPMALMOHHO-CIIPABOYHOTO JOKYMEHTa
HECKOJIbKUM ajipecaTaM (He OoJiee YeThIpeX) MOMAINUCHIBAETCS KaX/Iblil OTIPaBIISIEMbIN SK3EMILIAP
JIOKYMEHTA.

4.20. lIlognmuce Ha noKyMmMeHTe odopmisieTcss B COOTBETCTBUM C MyHKTamu 2.45, 2.47
MHCTPYKIUU.

4.21. YTBepxaeHUe TOKyMEHTa IPOU3BOIUTCS:

HEMOCPEJCTBEHHO TJaBOW CEeNbCKOrO IOCEJIECHUs - MPOCTaBIEHHEM COOCTBEHHOPYYHOM
MOAMKCH B TpU(de yTBEPKICHHUS;

MIOCTAaHOBJIEHUEM AJMUHUCTPALIMH CEJILCKOTO TOCENECHHUS.

4.22. VTBepKIawTCsl TpaBuja, MOJOXKEHHS, WHCTPYKIIMH, PETIaMEHThI, HEKOTOPBIC BHJIBI
aKTOB, TUIAHBI, POTPAMMBI U IPYTHE TOKYMEHTHI, yCTaHABIUBAIOUINE HOPMBI U/UITU PAacCUUTAHHbBIE
Ha JUIUTENbHOE TpuMeHeHue (puitoskerue N 7).

Odopmnenne rtpuda yTBEpKACHUS TMPOU3BOAUTCI B COOTBETCTBHM C MyHKTOM 2.41
IIpuMepHOI HHCTPYKIIUH.

4.23. Tlognucek riaaBbl CEIbCKOTO MOCEIECHHMS WJIM MHOTO YHNOJHOMOYEHHOrO0 MM JIMIA Ha
JIOKYMEHTaX, TpeOyIoUIMX 0co00ro yIOCTOBEPEHMs] HMX MOJJUHHOCTH, a Takke Ha KOMMSIX
JIOKYMEHTOB M BBIITUCKAX M3 JOKYMEHTOB 3aBepsieTcs edathio (mprioxenue N 8).

[leyath Ha JOKyMEHTE MPOCTABISIETCS B COOTBETCTBMHM ¢ MyHKTOM 2.47 IlpumepHoii
WHCTPYKITUH.

V. Opranusanusi J0KyMeHT0000poTa

5.1. JIokyMeHTOOOOpOT BKIIIOYAET BCIO IOCJIEOBATEIBbHOCTh MEPEMENICHUI TOKYyMEHTOB, a
TaK)K€ OIEPallMM, COBEPIIAEMblE C JIOKYMEHTAMH B IIPOLECCE HMX CO3/JaHHUA U HCIIOJIHEHUS
(monydyeHue, OTNpaBKa, MPEABAPUTEIBHOE PACCMOTPEHUE, PpErucTpanusi, paccCMOTpEHHUE
PYKOBOJUTEIIEM).

5.2. llens opraHu3aIu JOKYMEHTOOOOpOTa - OOECTEYeHHE CBOEBPEMEHHOTO IPUHSITHS
yIpaBJIEHYECKUX PEUICHHH W UX MCIOJHEHMA. 3ajadya JOKYMEHTOOOOpOoTa - OpraHu30BaTh
JBIDKEHUE JOKYMEHTOB 10 HaUMEHee KOpPOTKOMY IYTH C MUHUMAJbHBIMU 3aTpaTaMu Tpyda U
BpPEMEHH, B YCJIOBHUSAX AJIEKTPOHHOIO JOKYMEHTOOOOpOTa - 00ECHeYuTh AOCTYH K JOKYMEHTaM
nosib3oBarensiM COJl B COOTBETCTBHUM C NMPEJOCTABICHHBIMHA UM IPABAMHM.

5.3. B ycnoBusax npumenenuss COJ1 B AIMUHUCTpaLUU CENbCKOTO MOCENEHNS HCIIONb3YIOTCS
JJIEKTPOHHBIE JOKYMEHTBI, @ TaK)Ke€ JICKTPOHHbIE KOIUHU JTOKYMEHTOB, IOJIY4YEHHbIE B PE3yibTaTe
CKaHUPOBAHMS JOKYMEHTOB Ha OyMaKHOM HocuTene. JIOKyMEHThl, HMEIOIINE BPEMEHHBIE CPOKU
xpaHeHus (qo 10 JsileT BKIIOYMTENBHO) MOTYT CO3/4aBaThCS, XPAHUTBCS U HCIHOJIb30BaThCS
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UCKJTIOUUTENFHO B ()OPME IEKTPOHHBIX TOKYMEHTOB.

[lepeyeHb JOKYMEHTOB, CO3aBAEMBIX, XPAHUMBIX M UCIOJIb3yEMBIX UCKIIIOUUTEIBHO B hopMe
IIEKTPOHHBIX JTOKYMEHTOB, YTBEP)KIACTCS YIPaBJSAIOIIMM JelaMU AJMUHUCTPALUU CEIBCKOIO
HOCEJIEHUS.

5.4. OpraHu3auusi JBWXEHUS JOKYMEHTOB B YCJOBHUSX AJIEKTPOHHOTO JIOKyMEHTOO0OOpOTa
OCYILECTBIISICTCSI B COOTBETCTBUHU C PErJIaMEHTUPOBAHHBIMH MaplIpyTaMH, pa3paOOTaHHbBIMH B
AJIMUHUCTpAallUM  CEJIbCKOTO  IOCEJNeHUs.  MapuipyTel  ABHXKEHHMS  OpraHU3alMOHHO-
pacropsAaUTEIbHBIX JOKYMEHTOB JIOJKHBI ObITh ONTUMAIBHBIMU 10 3aTpaTaM BPEMEHH, HE JOJKHBI
JIOIMTyCKaTh JyONMPYIONUMX OINEpaluii ¥ BO3BPATHBIX JBM)KCHUH, HE OOYCIOBJICHHBIX EIIOBON
HEO00XOINUMOCTBIO.

5.5. Opranuzanus JOKyMEHTOOOOpOTa OCHOBBIBAETCS HA MPUHIUIIAX:

LEHTpaJIN3alUK OIlepaluii 0 IpUeMy U OTIPaBKE JOKYMEHTOB;

pacnpeseneHuss JOKYMEHTOB Ha JOKYMEHTOIOTOKH, HMEIOIME OJUHAKOBBIA MapuIpyT
(MapuIpyTu3amnus J0KyMEHTOB);,

OpraHM3alMK [IPEABAPUTEIBHOIO PACCMOTPEHUS BXOJAIINX JOKYMEHTOB;

UCKJIIOYEHHUS]  BO3BPATHBIX  JIBUKEHUH  JIOKYMEHTa, He OOYCIIOBJIEHHBIX J€JIO0BOM
HEOO0XOIUMOCTEIO;

OJTHOKPATHOCTH PETHCTPALUU TOKYMEHTOB;

yCTpaHEHUs! HEOOOCHOBAHHBIX COIVIACOBAaHUI MPOEKTOB JOKYMEHTOB;

BPEMEHHOW perjaMeHTaluyd onepanuidl 1no oO0paboTKe, PACCMOTPEHHUIO U COIIACOBAHMIO
JIOKYMEHTOB.

5.6. B noxymeHTo0oOOpOoTE AJIMHHHUCTPALMM CEILCKOTO IOCEICHMS BBIJICJIAIOTCS
JIOKYMEHTONOTOKHU: BXOZsIIKME (TOCTYHNAIOIIUE) JOKYMEHTBI; HCXOASINE (OTIpPaBIIsiEMBIC)
JOKYMEHTbI, BHYTPEHHHE JOKYMEHTbl. B cocTaBe BXOIAIIMX U HCXOASIIUX JIOKYyMEHTOB
BBIJIETISIIOTCS:

JOKYMEHTBI OPIaHOB rOCY1apCTBEHHOMN BIACTH, OPraHOB MECTHOT'O CaMOYIIPaBJICHUS;

JIOKYMEHTBI U3 TOCYAAPCTBEHHBIX U HETOCYAapCTBEHHBIX OpraHU3allHii;

3anpochkl aenyratoB I'ocynapcreeHHon Jlymbl m uneHoB Cosera denepaunu, IemyTaToB
3aKOHOJATENbHBIX OpraHoB cyObekToB Poccuiickoit ®enepauu ©  OpraHoB MECTHOTO
CaMOYIIPABJICHUS;

oOpareHus TpaKaaH;

JOKYMEHTBI U3 3apyO€KHBIX CTPaH U JIpyrue rpymnibl JOKyMEHTOB.

5.7. JoctaBka u OTHOpaBKa JOKYMEHTOB B AJMHHHUCTPAIIMH CEJIIBCKOTO IOCEICHUS
OCYILECTBIISIIOTCS CPEICTBAMH ITOYTOBOM CBSI3H, (PeIbIBErepcKOi U KypbepCKOH CBSI3U, HAPOUHBIMU
U pa3IMYHBIMU BUJAMM JIEKTPOCBS3U ((pakcuMuibHasi, Tenerpaduas, TenedoHHas, dIEKTpOHHAs
MouTa, CUCTEMa MEKBEIOMCTBEHHOTO JIEKTPOHHOTO JokyMeHTooOopota (MD10), CO/T).

5.8. B AnMuHHCTpalMiO CeNbCKOTO0 MOCEJIEHHUS! JOCTaBISETCS KOPPECHOHJEHIUS B BUIE
IUCEeM, IIOYTOBBIX KapToyeK, OaHJeposiel W TMakeToB, TIEYaTHBIX W3JIaHUM, TeJerpamwm,
dakcorpamm, TeaepoHOrpaMM, dJIEKTPOHHBIX JOKYMEHTOB U JIEKTPOHHBIX KOMUN JOKYMEHTOB.

5.9. IlpueM [OKYMEHTOB  OCYIIECTBIISIETCS  CHELUAIUCTOM, OTBETCTBEHHBIM  3a
JIEJIOIPOU3BOICTBO.

5.10. Bce nmoctynuBmme B AIMUHUCTPALUIO CEJIBCKOTO MOCENEHUS JOKYMEHTBI IOJIEKAT
NEepPBUYHOI 00paboTKe, BKIIIOYAIOIIEH:

IIPOBEPKY MPABUIBHOCTU JOCTAaBKU JOKYMEHTOB;

MIPOBEPKY LIEIOCTHOCTH YIAaKOBKH (KOHBEPTOB, IIAKETOB);

BCKPBITHE YIAKOBKH (32 UCKJIIOUEHHEM KOHBEPTOB, MAKEeTOB ¢ momeTkol "JInuno" u rpadgamu
OTpaHUYEHUS JOCTYIA K JOKYMEHTY);

IIPOBEPKY LIETIOCTHOCTH BXOASIINX JOKYMEHTOB, BKIKOYasl IPUIIOKEHHUS,

YHUUTOKEHHE KOHBEPTOB, MTAKETOB UJIU YIIAKOBKH;

IIPOCTaBJICHUE OTMETKH O TIOCTYIUIEHUM JOKYMEHTa B AJIMUHHUCTPALMIO CEIbCKOTO
HOCENIEHUS.

5.11. OmmOOuYHO JOCTaBICHHBIE JOKYMEHTHI II€PECHUIAIOTCS 10 Ha3HAYCHHIO WM
BO3BPALIAIOTCA  OTNpaBUTEN0. JIOKyMEHTBI, IIOCTYNUBIIME B IOBPEXJICHHOH YIAKOBKE,
IIPOBEPSIOTCS Ha LIEJIOCTHOCTD, B TOM UMCIIE HA HAIMYME MEXAaHUUECKHUX IIOBPEXKIECHUN.

[TouToBBIE OTNpaBiIeHUs, HECTAHAPTHBIE IO BECY, pa3Mepy, GopMe, UMEIOIINE HEPOBHOCTH
no OokaM, 3aKJIeEHHBIC JTUIKOM JIEHTOM, MMEIONIUE CTPAHHBIA 3amax, I[BET, MPEIANOI0KUTEIHHO
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UMEIOLINE BIIOXKEHMS, HE XapaKTepHbIE JUIsl IOYTOBBIX OTIPAaBIEHUM, He BcKpbiBaroTcsa. O
IIOJIy4YEHUH TIOJO3PUTEIBHOIO TOYTOBOTO OTIPABICHUS TOKIAABIBACTCS Y IPABISIOIIEMY JCIaMHu.

5.12. Tlpu NOCTYIJIEHMH BXOZSIIErO JOKYMEHTA B IOBPEKICHHONW YNAKOBKE, MOBPEXKICHUU
JIOKYMEHTA, IIPU OTCYTCTBUM B KOHBEpTE (MAaKeTe) JOKYMEHTa, €ro YaCTH WM MPUIIOKEHUN K HEMY,
a TakkKe IpU OTCYTCTBHUM IIOJAIMCH HA BXOJSIIEM JOKYMEHTE COCTaBIISIETCd AaKT B JIBYX
9K3eMIUIIpaX Ha OyMaXHOM HOCHTEINE, IOJANUCHIBAEMbIN CHEIMAINCTOM, OTBETCTBEHHBIM 3a
JIEJIONPOU3BOJICTBO U YTIPABISIOUINM JieJaMi A IMUHUCTPALIUU CEJIbCKOIO OCETIEHHUS.

OpuH 5K3eMIUISIp aKkTa BMECTE ¢ BXOJAIIMM JTOKYMEHTOM U €0 IPUJIOKEHUSMHU NEPENacTCs
Ha MpPEIBAapUTEIbHOE PACCMOTPEHHE M PEruCTpPalUIo, BTOPOM SK3EMIUISIp aKTa BBICHUIAETCS
OTIIPaBUTEIIIO.

5.13. KoHBepThl, MakeTbl WIM YNAKOBKAa COXPAHAIOTCA M IMPUJIAraloTcs K BXOIALIUM
JOKYMEHTaM B CIIy4asx:

€CJIM TOJILKO 110 HUM MOYKHO YCTAaHOBUTB OTIIPABUTEIS UIIU J1aTy OTIIPABICHMUS;

€CJIM BXOJUIMM JOKYMEHT IOCTYIWJI IIO3XKE YKa3aHHOIO B TEKCTE JOKYMEHTa CpOKa
VICIIOJIHEHUS WJIU 1aThl MEPOTIPUATHS;

py OOJIBLIOM PACXO0XKJIECHUH MEX]y AaTaMH MMOANNCAHUS U TOTY4YEHUS TOKYMEHTOB.

[Tocne 3aBepiieHust paboThl C JOKYMEHTOM KOHBEPT BMECTE C JIOKYMEHTOM IIOMEIAETCsl Ha
XPaHEHUE B JIEIO.

5.14. Kongepts! (maketsl), umerome otMeTrky "Jlmgno" ("Private"), rpudsl orpanuyeHus
JIOCTYIA K IOKyMEHTaM, COJepKALIUM CBEJICHUS KOH(PHIECHIIMAIBHOIO XapaKkTepa, He BCKPhIBAIOTCS
U TIepeatoTCs:

c otmeTkoil "JIuuno" ("Private") - HemocpeACTBEHHO afipecary;

¢ rpuaMu OrpaHHYEHHS JOCTYTIA - Y TIPABISIOMIEMY JICTaMH.

5.15. Bxopnsmme 53J€KTPOHHBIE JIOKYMEHTHI, IOCTYNMBIIME OT JAPYTrUX OpraHu3aluid 110
AIEKTPpOHHOH moute, mnocpeactBoM COJl w/mmu MDJIO nOpUHUMAIOTCS — CIICIHATHCTOM,
OTBETCTBEHHBIM 32 JIEJIONPOU3BOJICTBO.

DONEeKTPOHHbIE JOKYMEHTBI, IMOCTYIUBIIUE IO HH(YOPMAMOHHO-TEIEKOMMYHUKALMOHHBIM
KaHaJlaM ¥ TOJMCaHHbIe YCUICHHOM KBaM(UIIMPOBAHHOM MOANUCHIO, BKIoYatoTes B COJI mocie
IPOBEPKU 3JEKTPOHHOW TMOANMCH M TOATBEPKACHUS €€ JIeHCTBUTEIBHOCTH; JIIEKTPOHHbIE
JOKYMEHTBI, TOCTYNHBIIAE OT IPYTMX OpraHu3aluid IO DJJIEKTPOHHOW IMOYTE U IMOANNCAHHBIE
YCUJIEHHOW HEKBaJTU(UIIMPOBAHHON MOJIMMUCHI0 WM MPOCTON 3JEKTPOHHOW MOJIHUCHIO, MPOXOJAT
npeJBapuTeIbHOE paccMOTpeHne M BKimouyatoTess B COJl mpu Hanuuuu cornamieHus o0 oOMeHe
AIIEKTPOHHBIMU JIOKYMEHTaMHM, MOANMCAHHBIMUA COOTBETCTBYIOIIEH MOANKCHIO.

Bo3MokHa pacneuaTka JOKYMEHTOB, IMOCTYNMBIIUX B ()OPME DJIEKTPOHHBIX JOKYMEHTOB, C
nocieAyroleil opranuzanueid padboTsl ¢ HUMU Kak ¢ JOKyMEHTaMu Ha OyMa)kKHOM HOCHUTEIIE.

5.16. IlepBuuHas 0OpabOTKa 3IEKTPOHHBIX JOKYMEHTOB, MOJYYEHHBIX 10 MH()OPMAIMOHHO-
TEJIEeKOMMYHUKALIMOHHBIM KaHallaM CBsi3U (AJIeKTpoHHas moura, MOJIO, caiiT opraHuszanuu) ot
JPYTruX OpraHu3aluid ¥ TpakKAaH, JAOJDKHA COOTBETCTBOBATh TEXHOJOTMM pabOThI C BXOAALIMMU
JIOKyMEHTaMH.

5.17. IlepBuuHas 0OpaboTKa JTOKyMEHTOB 3aBEpIIAETCs] UX paclpesielleHueM (COPTHPOBKOIA)
Ha pPEerucTpupyeMble U Heperucrpupyemsele (mpuioxenue N 11)(k 1oKkymMeHTaM, HE MOAJIeKalluM
perucTpanyy, OTHOCATCS JOKYMEHTBI, He TpeOylollue MWCIOMHEHUS M He coJeprKallue
uH(pOpMalH, UCTIONb3yEMOI B CIIPABOYHBIX LENSX).

5.18. Peructpanmsi BXOJAIIMX JTOKYMEHTOB OCYIIECTBISIETCS HE3aBUCUMO OT crocoba Hux
JIOCTAaBKH OJIMH pa3.

5.19. Perucrpanust BXOJAIIMX JOKYMEHTOB OCYILECTBISAETCS B JEHb UX MOCTYIUIEHHS WM Ha
clenyomuid pabounii JeHb TpPH TOCTYIJICHWH JOKYMEHTOB B KOHIIE pabouero AHS WIA B
Hepabouee BpeMsl.

Peructpanus oOpamieHuil rpaxaaH OCYIIECTBISIETCS B TEUYEHHUE TpeX ITHEeHl ¢ MOMeHTa
MOCTYIUICHUSI OOPaICHUS.

5.20. CBeneHust O MOCTYNUBIIEM JOKYMEHTE BHOCSTCA B 3JIEKTPOHHYIO PErMCTPAlMOHHYIO
kaprouky (OPK) C3OJl wnm perucrpalmoHHO-y4eTHYIO (opMy Ha OyMa)kHOM HOCHTENe, a
MOCTYNHBIIEMY JOKYMEHTY IPHUCBAUBACTCS PETUCTPALMOHHBIA HOMED.

PerucrpanimoHHbIi HOMEpP BXOZSIIErO JOKYMEHTa COCTOMT U3 IOPSAAKOBOIO HOMeEpa
JOKYMEHTa B INpejenax KaJeHAAPHOIO rojia, KOTOPBIH MOXET ObITh JOMOJIHEH LU(POBBIMHU WIN
OYKBEHHO-IIM(POBBIMU KOJIaMU (MHIEKCAMH) TI0 UCTIOIB3YEMBIM KIIACCU(PUKATOPAM.
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5.21. Ha Bcex 3aperucTpupoBaHHBIX JOKYMEHTaX, 32 HCKJIIOYEHUEM JOKYMEHTOB,
MNOCTYNUBIIUX B (hOpME B3JIEKTPOHHBIX JOKYMEHTOB, MPOCTABIISIIOTCS OTMETKH O MOCTYIJICHUH
JOKyMEHTa B AJMMHHCTpALMIO CEJIbCKOro IoceneHus. B oTMeTke O MOCTYIUIEHMH JOKYMEHTa
bukcupyroTcs 1ata MOCTyIUIeHUs (MIPU HE0OXOUMOCTH - BpeMsl IMOCTYIUICHHs B Yacax U MUHYTax)
Y BXOJSILMAN PEruCTPALlMOHHBIA HOMEP JOKYMEHTA.

5.22. JIOKyMeHTHI, MOCTYNHUBIIME HAa OyMa)XHOM HOCHUTEJE, CKaHUPYIOTCS, JJIEKTPOHHAS
Konus AoKkymMeHTa Bkirodaercss B COJl u npucoenunsercsa k OPK nokymenra.

5.23. KoppecnonaeHyss Ha WHOCTPAHHBIX S3bIKAaX, IIOCIE PErucTpalyy B MEpenacTcs B
COOTBETCTBYIOILIEE IMOAPA3JAEICHUE AJIs MEPEBO/a U IOCIEAYIOUIEH Iepenayd Ha pacCMOTpPEHUE
PYKOBOJICTBA.

5.24. IIpenBapuTENbHOE PACCMOTPEHHUE POBOIUTCS B LIENIAX PACIPEAEIEHUS IIOCTYNAOIUX B
OpraHM3alMIi0 JOKYMEHTOB Ha TpeOyroue o00s3aTeNbHOI0 PACCMOTPEHUSI PYKOBOJCTBOM
OpraHM3alH U HaIIPaBJIIEMbIE HEITOCPEACTBEHHO B CTPYKTYPHBIE [1OAPA3IEICHHUS.

5.25. IlpeaBaputrenbHOE€ pPacCMOTPEHUE  BXOASIIMX  JOKYMEHTOB  OCYIIECTBIISIETCA
CIEIMAJINCTOM, OTBETCTBEHHBIM 32 JIEJIONPOU3BOJICTBO, [10CIIE PETUCTPALIUU JOKYMEHTOB.

[IpenBapuTenbHOE pPacCMOTPEHUE MOXKET TPOBOAMUTHCA IO pErucTpaluy B Ciydae
IOCTYIUIEHUSI JOKYMEHTOB C OTMETKaMM, TPeOYyIOIIMMU HE3aMeUIUTEIbHOIO PACCMOTPEHUS U
WCIIOJTHEHUS IOKYMEHTA.

5.26. [IpenBapuTelbHOMY pacCCMOTPEHUIO MOAJIEKAT BXOASIINE JOKYMEHTBI, aJpeCOBAaHHBIE B
AJIMUHUCTPALIUIO CEIBCKOTO MOCENICHUSI ¥ Ha UMS TJIaBbl CEJILCKOTO MOCEICHHUS.

JIOKyMEHTBI,  aJpecoBaHHbIE  CIIELMATIUCTaM, HepeJalTcs 0e3  MpeaBapUTEIbHOIO
paccMOTpEHHS.

5.27. IlpenBaputenbHOE PACCMOTPEHHME OCYIIECTBISICTCA HMCXOIs M3 OIEHKH COJIepKaHUs
BXOJMIIMX JOKYMEHTOB, C VYY€TOM YCTAHOBJIEHHOTO pacmpelneneHus (QyHKIHOHATbHBIX
00s13aHHOCTEN MeX Ay paOOTHUKAMU AJMUHUCTPAIIMHU CEICKOTO TTOCEIICHHUS.

5.28. Ilo pe3ynpTaTaMm MHpeIBapUTEIHLHOTO PACCMOTPEHHUS JOKYMEHTHI paclpeiesioTcs Ha
JIOKYMEHTOIOTOKH, HalpaBiisieMble HA PACCMOTPEHHUE IJIaBbl CEIbCKOTO MOCENEHUS (AOKYMEHTHI,
MOCTYNAIOIINE W3 OpPraHoB TOCYJapCTBEHHOW BJACTH, OPraHOB MECTHOIO CaMOYIIPABIICHUS,
JIOKYMEHTHI 110 HanboJiee BaKHBIM U IPUHIIUITHATBHBIM BOIIPOCAM JIE€ITEILHOCTH OpTaHU3aIlN ),

5.29. Tlo 3aBepiieHMH TMPEIBAPUTENLHOTO PACCMOTPEHHS JTOKYMEHTHI IEpEeAaroTCs
COOTBETCTBYIOIIUM PYKOBOJMUTENSM Il PACCMOTPEHMSI M BBIHECEHUS PE30oLui (yKa3aHWH 1o
HCTIOJTHEHHUIO).

5.30. PaccMoTpeHne MOKYMEHTOB OCYIIECTBIISIETCS B JIeHb TEpelayd JTIOKYMEHTOB WJIM Ha
CJIEAYIONIMNA paboUmii 1eHb, €CIIU TOKYMEHTHI epeiaHbl PYKOBOJICTBY B KOHIIE pab0oYero JHS.

JIoKyMeHThl, TpeOyloliue CpOYHOIO  pacCMOTPEHHUs, a TakkKe TeJerpaMMbl U
TeneOHOTpaMMBbl pacCCMAaTPUBAIOTCS HE3aMEJIUTEIBHO.

5.31. Pe3ymbrarhl paccMOTpeHUsT JOKYMEHTa pYKOBOAHWTEIEM OpraHu3alldd, ero
3aMEeCTHTEISIMA OQOPMIISIOTCS B BUJIE PE3OJIOIIUH B COOTBETCTBUU C IMMYHKTOM 2.43 WHCTPYKIIHH.

5.32. Cenenust o pe30yIONUH (MCIOJHUTEND, COJEPKaHUE MOPYUYEHUs, CPOK HCIOJIHEHUS)
3aBeqyrolle MalMHONMUCHBIM Otopo BHocsTest B DOPK CDO/I, mocne 4ero MCoJHUTENU MOITy4atoT
JOCTYN K DJIEKTPOHHOMY JIOKYMEHTY HWJIM JJIEKTPOHHOW KOMHUU JIOKYMEHTa, €CIH JOKYMEHT
MOCTYMHII Ha OyMa>KHOM HOCHTEJIE.

5.33. JIoKyMeHTHI, MOCTymaroume Ha OyMa)XHOM HOCHTEJE, TIOCIe WX PETUCTpaIluH,
BKitoueHus: B COJl B BUAE SJEKTPOHHBIX KOMUN U PACCMOTPEHUS PYKOBOJCTBOM NEPENAIOTCA B
COOTBETCTBYIOIIIME CTPYKTYPHBIE [TOAPA3/IEICHNS Ha UCTIOJTHEHHE.

s dukcanuu dakra nepesayn BXOASIMNUX JOKYMEHTOB M X KOMUN HAa OyMa)KHOM HOCHTEIE
UCIIOJTHUTEIISIM B CTPYKTYpHBIE MTOAPA3IeICHUs UCIIOJIb3YEeTCs JKypHAJ Mepeaadn JOKYMEHTOB.

5.34. Tlpu OyMaxxHOM JTOKYMEHTOOOOpPOTE MOJJIMHHHKH BXOJSAIINX JOKYMEHTOB, B CIy4yae
Ha3HA4YeHHs] HECKOJBKUX HCIOJHUTENEH NepeatoTCsi OTBETCTBEHHOMY HCIIOJIHUTENIO0, OCTAIbHBIM
WCIIOJIHUTEIISAM MEePEJAeTCsl KOMUs JOKYMEHTA.

5.35. Ucxopsmue AOKYMEHTHI, 3aBU3MPOBAHHBIE BCEMH 3aMHTEPECOBAHHBIMU JIMIIAMU M
MOAMKUCAHHBIE PYKOBOAMUTENIEM WM HWHBIM YIOJHOMOYEHHBIM UM JIMIIOM, PErUCTPUPYIOTCS
VYpasnsomuMm genaMmu AAMUHUCTPAIUK CEIbCKOTO MOCEICHUS.

5.36. Peructpanusi UCXOoJsAUUX JOKYMEHTOB OCYIIECTBIISIETCS B JIEHb MOJAMMCAHMS WIM Ha
clenylomuid pabouynii 1eHb, €ClIM JTOKYMEHTbl OBbLIM MOJMUCAHbl B KOHIIE pabouyero JHS WM B
Hepabouee BpeMsl.
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5.37. llepen perucrpanueil HUCXOAIIMX JTOKYMEHTOB YIPABISAIOLMN J€1aMH IPOBEPSET
MPaBWIBHOCTh O(OpPMIIEHUS! AOKYMEHTOB (B TOM 4HCJIE HaJWYHe MOAMHCEN, BU3, NMPABUIBHOCTh
HaIMCaHMs aJpeCcoB), a TAKXKE YKa3aHHBIX B UCXOAIINX JTOKYMEHTAaX IPUIIOKEHUH, COOTBETCTBUE
KOJIMYECTBA AK3EMILISIPOB KOJMYECTBY aJpecaToB MO YKa3aTeN0 PacChUIKU, HAIMYUE OTMETKH 00
UCIIOJIHUTEIIE.

5.38. Ilpu peructpanuu ucxoasimero nuckMa B COJ1 cBeneHns 00 OTHPaBISIEMOM JOKYMEHTE
¢dukcupyrores B OPK, Kk KOTOpoil mpUKperuiseTcs 3JeKTPOHHAs KOMHS OTIIPABIISEMOr0 IOKYMEHTA.

Ecmu OPK 6bu1a co3gana B COJ] npu moAroToBke mpoekTa JOKYMEHTA, TO MPU PETUCTpAIun
UCXOJAIIEr0 JOKYMEHTa B Hee J00aBJISIOTCS CBEIEHUS O PETUCTPALlMOHHOM HOMEpe, JaTe
PETrUCTpallMU U APYTUE CBEACHUS 00 UCXOIAIIEM JOKYMEHTE.

5.39. PeructpaiioHHbIii HOMEP UCXOMSIIETO JOKYMEHTa JIOJKEH COCTOSITh M3 TOPSIKOBOTO
HOMEpA IOKYMEHTA B IIpeeIiax KaJeHIapHOro roja.

Jlatra perucTpaliui W PETUCTPALMOHHBIA HOMEpP MPOCTABIAIOTCS Ha OTIPABISIEMOM
JIOKYMEHTE, a TAKXKE Ha KOIWU HCXOISAUIEr0 JTOKYMEHTa, OCTAIoLIElcs B Jele, B COOTBETCTBUU C
nyHkTamu 2.33, 2.34 UHCTPYKIIUH.

5.40. Hcxonamui TOKYMEHT, NEpelaeTcs Ha OTIPaBKY, KOIUS JOKyMEHTa Ha OyMa)KHOM
HOCHUTEJIE C BU3aMU [TIOMENIAETCs B JEJIO0 B COOTBETCTBUU C HOMEHKJIATYpOH eIl

DONEeKTPOHHBbIE JOKYMEHTBI IOCJI€ UX IOANKUCAHUS 3JIEKTPOHHON MOANKMCHI0 M OTHPaBKH
azpecatry xpaHsaTcs B 6a3e qanubix CO/I.

5.41. B 3aBUCHMOCTH OT COJAEPKAHHUSA W CPOYHOCTH JOKYMEHTHI, OTIIpaBIsIEMble W3
AJMUHUCTpAllUU CEJIbCKOTO IIOCEJIEHUS, JIOCTABIIAIOTCS ajpecaTaM CpeACTBAMHM IOYTOBOM,
denbaberepckoil CBSI3U, CHEICBS3U, KypbepOM, SKCIPECC-MOYTOM, a TaKXkKe IepeaalTcs o
KaHaJaM JJICKTPOCBs3H ((pakCUMWIBHAS CBs3b, Tenerpad, tenedoH, 3nekTponHas moura, MDJ10,
Co).

O6paboTka KOPPECHOHACHIIMM JJIS OTIPABKM TIOYTOBOM CBSI3bIO OCYIICCTBIISIETCS B
cooTBeTcTBUU ¢ [IpaBunamu okazaHus yciayr MOYTOBOM CBSI3U.

5.42. JIOKyMEeHTBl, HE HMEIOIIME aJpPEeCHON YacTd, NPUHUMAIOTCS Ha OTIPaBKy C
COIIPOBOJIUTENIBHBIMU MHCbMaMHU (32 MCKJIIOUYEHHEM KONHMM pacrlopsIuTeabHbIX JOKYMEHTOB,
HaIpPaBJIIEMbIX B M10JIBEJOMCTBEHHbIE OPraHU3ALINN ).

HenpaBunbHO opopMIileHHBIE TOKYMEHTHI U KOPPECHOHJCHIIUs HECITy)KeOHOro Xapakrepa K
OTIpaBKE HE NPUHUMAIOTCS U BO3BPAILAIOTCS UCIIOJIHUTEINIO.

JIOKyMEHTBI, MOAJIeKaIINe OTIpaBKe, JOKHBI 00pabaThIBaThCS U OTHIPABIATHCSA B JIEHb UX
MOJIMUCAHUS ¥ PErUCTpalMK WM Ha CIEeIYIOINUNA pabounii 1eHb.

5.43. JlocbulKa WM 3aM€Ha paHee OTIPABIEHHOIO JOKYMEHTa OCYIIECTBIISETCS 110 YKA3aHUIO
JMIa, MOANKUCABIIETO T0KYMEHT.

5.44. TlpoxoxJeHNE BHYTPEHHHMX JIOKYMEHTOB Ha 3Tamax HMX IOATOTOBKH U O(OpMIIEHUS
JIOJIKHO COOTBETCTBOBATh IMPOXOXACHUIO HCXOAAIIUX JOKYMEHTOB, a Ha J3Tale HCIHOJHEHUS -
BXOJSILINX JOKYMEHTOB.

5.45. TIpoekTbl pacmoOpSIUTENbHBIX JIOKYMEHTOB (IIOCTAaHOBJIEHHMH, paclopsbKeHUN),
MOATOTOBJIEHHBIX JJIs NOANMCAHUA, IOCJIE MOATOTOBKM M COIVIACOBAHMS C 3aMHTEPECOBAHHBIMU
JUIAMH TIEPEIAI0TCS FOPUCKOHCYIBTY JJISl IPOBEPKU MPABUIBHOCTH UX 3aKOHHOCTH.

5.46. IlpaBuwibHO O(OpPMIIEHHBIE MOCTAHOBJICHUS, PACHOPSDKEHUS NEpefaloTcss Ha MOANHCH
JIaBE CEIbCKOTO MOCEIEHNUS WM HHOMY YIIOJIHOMOUYEHHOMY UM JIUILY.

5.47. llognucaHHbIE TIOCTAHOBJIEHHS, PpACHOPSIKEHHMsT 110 OCHOBHOW  JI€ATEIbHOCTH
PETUCTPUPYIOTCS Y IPaBIAIOIINM JIeJIaMu AIMUHUCTPALUHU CEINbCKOTO TOCEIICHHUS.

[lonroroBka pacnopsK€HUM IO JIMYHOMY COCTaBy K IOANMCAHMIO TJIABOM  CEIBCKOTO
MOCEJICHUS OCYIIECTBIISIETCS Y IPaBIISIFOIIUM JIeJIaMHU.

IlocTaHOBIEHMSM, pPACIOPSDKEHUSM IPUCBAMBAIOTCS IOPSAKOBBIE HOMEpa (MO Kaxkaou
rpynmne JOKyMEHTOB OTJENbHO) B TMpefenax KaleHaapHoro rozaa. IlopsakoBelii Homep
pacropsDKEHHs  TOIOJIHAETCS OYKBEHHBIM HHIECKCOM, O0O3HAYaIOIUM TMPUHAIJIECKHOCTh
JIOKyMEHTa COOTBETCTBYIOLEH TpyIIe IOKYMEHTOB (p — i1 pPAcHOpsKEHWH IO OCHOBHOM
JESATENIBHOCTH, K — JUISl pACIIOPSKEHMI 110 JINYHOMY COCTaBY).

CBeneHHsT O PETHCTPUPYEMBIX MOCTAHOBJICHUSIX, pacnopsikeHusix BHocsaTca B COJl wim B
UHBIC PErUCTPALlMOHHO-yYeTHbIE (JOPMBI HA OyMa)KHOM HOCHUTENE WJIM B 3JIEKTPOHHOW (hopme B
COOTBETCTBUU C UHCTPYKIUECH.

5.48. IlonnMHHUKM TIOCTAHOBJIEHUH (pacHoOpsDKEHMM) IO MECTy MX pPErucTpaluu
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dbopMUpYIOTCS B Jella B COOTBETCTBHM C HOMEHKIATYypOll Jell AJIMHHHCTPAIMH CEIhCKOTO
MOCEJICHUSI B COOTBETCTBUU C MHCTPYKIIHEH.

Konmum mnocraHoBieHMH  (pacHoOpsDKEHMI) — pacChUIAlOTCS  UCIHOJHUTENSIM U MHBIM
3aMHTEPECOBAHHBIM JIMIIAM B 3JIEKTPOHHOH (popme miu Ha OyMa>kHOM HOCHUTENE B COOTBETCTBUU C
YKa3aTeJaeM PacChLIKH.

Komuu mnocraHoBnenuii, (pacmopsbkeHuil), pacchlUlaeMble Ha OyMa)kKHOM — HOCHTEIE,
3aBepsIOTCA B COOTBETCTBUU C IIYHKTOM 2.49 MHCTPYKIUH.

5.49. IlpoTokonbl 3acelaHuii, COBEIIAHWUM, MPOBOJUMBIX TJABOW CEJILCKOTO IOCEICHUS,
PETUCTPUPYIOTCS Y IPABIISIIOIIUM JICIaMU.

5.50. IIporokosiaM NpUCBaUBaIOTCS MOPAIKOBbIE HOMEPA B IIPEENax KaJeHAapHOro roAa Wiu
nepuoAa paboThl BpeMeHHOM pabodeil rpynmnbl (KOMHUCCHM) MO KaXKI0iMl Tpymmne HIpOTOKOJIOB
OTJIENBHO.

[lonnmMHHUKKM TPOTOKOJIOB MO MECTy HUX peructpauud ¢GopMUPYIOTCS B Jena 10
HOMEHKJIAaType A€l AJIMUHHUCTPALMU CEIbCKOTO IOCEJIECHUS.

5.51. ITpu BrmtoueHnn B COJ] BXOOAIMMX TOKYMEHTOB, UX PETHCTpalldd, PACCMOTPEHUHU U
ucnionHeHn B OPK BHOcCsATCA crnepyromue CBeICHHUS O TOKYMEHTE

a) HAaMMEHOBaHKE OpraHu3aluu (KOPPECTIOHICHTA);

0) agpecar;

B) HAMEHOBaHWE BUJA IOKYMEHTA;

T') laTa MOCTYIUBIIETO TOKYMEHTA;

1) pErUCTPALIMOHHBIA HOMEP MOCTYNHUBIIETO TOKYMEHTA,

€) JOJKHOCTh, (haMIIIUS U UHUIHAIIBI JTUIA, TOANKUCABIIETO TOKYMEHT;

) J1aTa MOCTYIUICHUS IOKYMEHTA;

3) BXOJISUINI PEruCTPallMOHHBINA HOMED;

1) 3ar0JIOBOK K TEKCTY (KpaTKOe COJEp>KaHUEe TOKYMEHTA);

K) KOJIMYECTBO JTUCTOB OCHOBHOTO JIOKYMEHTA;

J) OTMETKa O TMPUIIOKEHUH (KOJUYECTBO TPWIOKEHUH, OO0IIee KOJIUYECTBO JIMCTOB
IPUIIOKEHUN);

M) CBEIEHHS O CBSI3aHHBIX JOKYMEHTaX (HaMMEHOBaHHE BHJIa JIOKYMEHTa, J1aTa,
PETUCTPALIMOHHBIN HOMEp, THII CBSI3H);

H) pe3otouus (MCHOJHUTENb (MCIOJHUTENN), MOPYYEHHE, TOJIKHOCTHOE JIMIO, JaBllee
NIOpy4YEHUE, [1aTa);

0) CPOK UCIIOJIHEHUS TOKYMEHTA;

1) MHJIEKC JIeJIa 0 HOMEHKJIAType Jelt;

P) CBelleHUs O Iepeaipecalli JOKYMEHTa;

C) OTMETKa O KOHTPOJIE;

T) Tpu} OrpaHUYEHUS 10CTyIA K JOKYMEHTY;

y) cBeZieHUs 00 DIEKTPOHHOM MOAMHKCH;

() pe3ynbTaT MPOBEPKHU AINEKTPOHHOU MOATHCH <22>.

5.52. Tlpu Bxmouenun B COJ] ucxomsamux aokymeHtoB B OPK BHocsTcs criepyromiue
CBEICHUS O IOKYMEHTE:

a) aJgpecar;

0) TOJDKHOCTH, (haMUJTUsL U MHUIIAAJIBI JIUTIA, TIOIHACABIIIETO IOKYMEHT;

B) HAMMEHOBAHME BUA IOKYMEHTA;

T) 1aTa JOKyMEHTa;

1) PETUCTPALIMOHHBIA HOMEP TOKYMEHTA;

€) 3aroJIOBOK K TEKCTY (KpaTKoe Co/epKaHue JOKYMEHTA),

) CBEIEHHUA O CBSI3aHHBIX [JOKyMEHTaX (HauMEHOBaHME BHJAA JOKYMEHTa, Jara,
PETHCTPAIIMOHHBIN HOMED, TUTI CBS3H);

3) KOJIMYECTBO JINCTOB OCHOBHOTO JJOKYMEHTA;

1) UHJIEKC JIeNIa 0 HOMEHKJIAaType Jell;

K) OTMETKa O TPUIOKEHUH (KOJIWYECTBO TPHUIIOKEHUH, oO0Iee KOJIMYECTBO JIMCTOB
MIPUIIOKEHU );

1) rpud orpaHUYCHUS JOCTYIA K TIOKYMEHTY;

M) MOJpa3/ieieHle - OTBETCTBEHHBII UCTIONHUTENb TOKYMEHTA;

H) cBelleHUs 00 AIIEKTPOHHOU TOIITUCH.
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5.53. Ilpu Bxmrouenun B CDOJ] BHyTpeHHHMX I0KymMeHTOB B OPK BHocaTCS crienyromue
CBEJICHUS O IOKyMEHTE:

a) HAMMEHOBaHME MOAPA3IENECHUS, IOATOTOBUBLIETO MPOEKT TOKYMEHTA;

0) HaMMEHOBaHHUE BU/A JOKYMEHTA,

B) JaTa IOKYMEHTA;

I') PErUCTPALIMOHHBIN HOMEP JOKYMEHTA;

1) JOJDKHOCTH, (paMUIMs M MHULIMAIIBI JIMIIA, TIOANKCABIIErO TOKYMEHT;

€) CBEICHMS O CBA3aHHBIX JOKyMEHTaX (HalUMEHOBaHME BHJA JIOKyMEHTa, [aTa,
PErUCTPALIMOHHBIA HOMED, THII CBSI3H);

) 3ar0JIOBOK K TEKCTY (KpaTKoe COAep)KaHUe TOKYMEHTA);

3) OTMETKa O TMPWIOKEHHH (KOJMYECTBO TPHIOKEHHUH, 0O0IIee KOJIUYEeCTBO JIMCTOB
MIPUIIOKEHU );

1) UHJIEKC JIeJ1a IO HOMEHKJIAType Jell;

K) YKa3aHHUs 110 UCTIOJIHEHUIO IOKyMEHTa (MCIIOJIHUTENb, IOPYYEHHE, 1aTa UCIIOJIHEHMS);

J1) OTMETKA O KOHTPOJIE;

M) rpu¢ OrpaHUYEHUs 10CTYTA K JOKYMEHTY;

H) mnojpasjieieHue (JOKHOCTHOE JIMIO) - MCIOJHUTENb (OTBETCTBEHHBIN MCIIOIHUTEND)
JIOKYMEHTA.

JIOTIOJIHUTENBHO K YKA3aHHBIM CBEJIEHUSM O BXOMSIIMX, HCXOJSAIIMX M BHYTPEHHUX
nokymeHTax B OPK COJl MoryT BHOCUTBCSI UHBIE CBEJICHHUSI.

5.54. VYuer KkonauyecTBa JOKYMEHTOB, IIOCTYNUBLIMX, CO3JIaHHBIX, OTIPAaBJIEHHBIX 3a
OIpeIeIeHHBIN MEPUO/ BPEMEHU, MOKET IPOBOIUTHCS 110 AJMUHUCTPALIMM B LIEJIOM, I10 IpyIIam
JIOKYMEHTOB, KOpPPECHOHJEHTaM, JEHUCTBUSAM, IIPOU3BEAECHHBIM C JOKYMEHTaMH, MU JApYTruM
napameTpam, He0OXOAUMBIM JJIsl aHajIu3a paboThl ¢ JOKYMEHTAMH B LIEJISAX €€ COBEPILICHCTBOBAHMUS.

5.55. Tlpu yuere oObeMa IOKYMEHTOOOOpPOTa IOACYUTHIBACTCS KOJWYECTBO JOKYMEHTOB
BBIJICJICHHOW TIpyNIbl. Y4YeT KOJUYeCTBa JIOKYMEHTOB MpoBoAMTCS 1o JgaHHbIM COJI,
PEerucTpalioOHHO-Y4YETHBIX KYPHAJIOB U KapTOTEK.

5.56. 3a enuHUIy ydeTa KOJIMYECTBA JIOKYMEHTOB MPUHUMAETCS €AMHCTBEHHBIN SK3EMIUISP
JOKyMEHTa (TMOMJIMHHUK WM KOIMHWS, €CIIM KONHUS - €IWHCTBEHHBIH HK3eMIUIIp JIOKYMEHTa B
OpraHu3aliy, HapuMep, KOMUs UCXOASIIEro MuchMa) 6e3 yyeTa KOMui, co3aBaeMbIX Ipu evaTH
U KomupoBaHMM (TUpakupoBaHuu). Komumu [OKyMEHTOB mpu HEOOXOAMMOCTH aHajIu3a
YUUTBIBAIOTCS OT/AEIBHO.

5.57. PesynbpTaThl ydeTa oOBEMa JOKYMEHTOOOOpOTa B AJMHHHUCTPAIMH CEIbCKOTO
MOCEJIEHUSI €XKEroJHO 000O0MIAIOTCS U MPEICTABISIOTCS PYKOBOJACTBY B BHJE OT4eTa 00 oObeme
JIOKyMEHTO000pOTa 3a ro/I.

VI. KoHTpoJIb HCIIOTHEHH S JOKYMEHTOB (IOpy4YeHH i)

6.1. KoHTpOJIb NCHIOTHEHUS TOKYMEHTOB (TMOPYYEHHi) BEAETCS B LIEISIX UX CBOEBPEMEHHOI'O
Y Ka4€CTBEHHOT'O UCTIOJIHEHHUS.

6.2. KoHTponb HCIOJHEHHS TOKYMEHTOB (MOpydYeHHi) BeAeTcs YMpaBISIOLUM JIeTaMu
AJIMUHHCTpAIIUU CEITHCKOTO MOCETICHUS - UCTIOTHEHUS JOKYMEHTOB (TIOPYUEHUN ).

IlenTpann30BaHHOMY KOHTPOJIIO MOJJIEXKAT 3apErMCTPUPOBAHHBIE TOKYMEHTBI C OTMETKOM O
koHTpoJe ("KoHTposs'"), mpocTaBisieMOoil B COOTBETCTBUM C IYHKTOM 2.52 WHCTPYKLUH, a B
CTPYKTYPHBIX MOpa3IeNIEHHUX - BCE 3apPErUCTPUPOBAHHBIE TOKYMEHTHI, TPEOYIOIINE UCTIOTHEHHS.

6.3. PacmopsiauTenbHble JOKYMEHTBI, MPOTOKOJBI 3acedaHuil (COBEIIaHMI), COAEpIKaIINe
MOPYUYEHUS C KOHKPETHBIMHU CPOKaMH MCIIOJHEHHUS, CTaBATCS HA KOHTPOJIb 10 KAKIOMY OPYYEHHUIO
OTJIENBHO.

6.4. KOHTpOJIb CPOKOB MCIIOJIHEHHS TOKYMEHTOB (ITOPYUYEHHIT) BKIIOYAET B ceOsL:

MTOCTAaHOBKY JIOKYMEHTOB (ITOpYyYEHUI) Ha KOHTPOJIb;

MIPOBEPKY CBOEBPEMEHHOCTH JIOBEJICHUS TJOKYMEHTOB (TIOPYUYEHHIA) 10 UCIIOTHUTENCH;

IIPEJBAPUTENILHYIO IPOBEPKY U PETyIUPOBAHHUE X0a UCTIOIHEHUS IOKYMEHTOB (MIOpyYeHHil);

CHSITHE C KOHTPOJISI IOKYMEHTOB (TIOPY4YEHUI);

y4eT, 0000IeHNEe U aHAIM3 PE3YJIbTaTOB X0/1a UCIIOTHEHUS JOKYMEHTOB (ITOPy4YEHUI);

WHPOPMHUPOBAHUE PYKOBOJUTENCH O XOJ€ HCIOJIHEHUS JOKYMEHTOB (MOpydeHuil) u
COCTOSIHUU MCIIOJHUTEIbCKON AUCIUILINHBI.

6.5. Cpoky UCIIOJTHEHUS TOKYMEHTOB (MIOPYYEHMI ) HCUUCIISAIOTCS B KaJICHAAPHBIX JHSX.
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Eciu nocneguuii eHb CpOKa MCIOJIHEHMSI JOKyMEHTa (TOpydYeHMs) TNPUXOAUTCS Ha
Hepabouuil J€Hb, TO JOKYMEHT IOJICKUT HUCIOJHEHHIO B OJIMDKAWIIUN CIENYyIOUMHd 32 HUAM
pabounii 1eHb.

Jlata ucnomHeHus AokymeHTa (mopydenus) ¢ukcupyercs B OPK COJI, ucnons3zyemoit st
OTCJIC)KMBAHMSI CPOKOB UCIIOJIHEHUS JOKYMEHTA (IIOPYyYEHUs).

Cpoku UCHOJHEHUS JOKYMEHTOB (TMOpYYEHHil) YCTaHaBIMBAIOTCS TJIABOM CEJIbCKOTO
IIOCEJICHUS, UCXOJS W3 YCTAaHOBJIEHHOIO B JOKYMEHTE CpOKa, WJIM CpPOKOB, YCTaHOBJIEHHBIX
3aKoHoJaTenbcTBOM Poccuiickont denepanuu.

6.6. JlIokyMeHTBI (OpYUYEHHUSI) MOJICKAT UCIIOTHEHHIO B CICAYIOIINE CPOKU

C KOHKPETHOM JaTOM MCIIOJTHEHHUS - B YKa3aHHBIN CPOK;

0e3 yKa3aHUs KOHKPETHOM JaThl UCIIOJHEHHUSI, UMEIOIIME B TEKCTE MMOMETKY "BechbMa CpOYHO"
- B T€UEHHE OJHOrO JHA, "CpouHO" - B 3-IHEBHBIM CpOK; "onepatuBHO" - B 10-AHEBHBINA CPOK;
ocTaJbHBIC - B CpOK HE Oonee 30 nHeH;

IO MapJIaMEHTCKUM 3alpocaM - He M03Hee yeM uepes3 15 aHeil co THS momydeHus;

no 3amnpocam wieHoB Cosera @enepauuu, pgenyratoB l'ocynapctBeHHON —Jymbl
(memyTaTckoMy 3ampocy) He no3aHee yeM uepe3 30 aHel co THS NOTy4YeHHUs.

10 MEKBEJOMCTBEHHBIM 3aIllpocaM O IPEACTaBICHUU JOKYMEHTOB M (WiIM) MH(OpMauuu B
LEJSIX MPEIOCTABICHUS TOCYAAPCTBEHHBIX U MYHMIMIAIBHBIX YCIYr - 5 pabouyux JIHEH co OHA
IIOJIy4E€HMS 3aIpoca, €ClIM 3aKOHOIaTeIbCTBOM Pocculickoit denepanyv He yCTaHOBJIEH MHOU CPOK;

1o oOparnieHusM rpaxaad - 30 THel co THsS perucTpalyH.

6.7. IIpnocTaHOBUTH UCIIOJHEHUE KOHTPOJIBHOTO JJOKYMEHTA (IIOPYUYEHHUS), @ TAKXKE OTMEHUTh
€ro MOJKET IJ1aBa CeNbCKOT0 MOCEICHHS UM MHOE JIUIIO, JaBlliee MmopyueHue (yKa3aHue).

6.8. B 1mensix CBOEBPEMEHHOI'O UCIOJHEHUS JIOKYMEHTOB, IOpy4YeHUH (yKa3zaHuii),
MOCTABJICHHBIX Ha KOHTPOJb, YTMPABISIOUINI [€1aMH, OTBETCTBEHHBIN 3a BEIACHHE KOHTPOJSI
UCIIOJIHEHUS! JOKYMEHTOB, IPOBEPSET CBOEBPEMEHHOCTh JOBEIEHUS JOKYMEHTa (IOpy4YeHus) 10
UCTIOJTHUTEIIS.

6.9. Ecnu cpok HCNONHEHUS JOKYMEHTa (IOpY4EHHs) IPEBBIIIAET OJUH MECSI, B LEJAX
o0OecrieyeHUss  CBOEBPEMEHHOI'O  MWCIIOJHEHHS  JIOKyMeHTa  (MOpydYeHHs]))  MPOBOAMTCS
Ipe/IBAPUTENbHBIN KOHTPOJIb U HAIOMUHAHUS UCIOJHUTENSAM O IPUOIMKEHUU CPOKOB UCITOTHEHUS
JIOKYMEHTOB (ITOpYUYECHHIA).

6.10. IIpenBapuTenbHbIM KOHTPOJIb OCYLIECTBIISIETCS B CIEIYIOIIEM MTOPSJIKE:

JOKYMEHTOB (ITOpYUYEHMI) MOCIIEAYIOIIMX JIET - HE pe’ke OHOI0 pa3a B roJ;

JIOKYMEHTOB (ITOPY4EHHUI) MOCIENYIOIINX MECSIEB TEKYIIEro rojfa - He Peke OJHOro pasa B
MeCsIL;

JIOKYMEHTOB (ITOpY4YEHU) TEKYIEro MecsIa - 3a 5 THel 10 UCTEUEHUsl CPOKa UCTIOTHEHHUSI.

6.11. HamomuHaHuEe HCHOJIHUTENSAM O MPHUOIMKEHUH CPOKOB MCIIOJHEHHUS JIOKyMEHTOB
(mopy4eHHi) MOKET OCYILIECTBIATHCS B aBTOMaTHYECKOM peknMe nocpeactsoM COJI.

HanomuHaHus UWCHONHUTENSM, a Takxke HH(popManus 00 HUCHOJIHEHUH JIOKyMEHTOB
(mopydueHwuii), TOJy4eHHass OT ucnoidHuTene, ¢ukcupyrorcs B DOPK COJl wmm  wHBIX
PETUCTPAIMOHHO-YUYETHBIX (OopMax, HCIOIb3YeMbIX U KOHTPOJS HCIOJHEHHUS JIOKYMEHTOB
(mopy4enuii).

6.12. Ilpu HeOOXOOMMOCTH W3MEHEHHUS CpOKa HCIHOJHEHUs JOKyMEeHTa (IOpy4YeHHs)
OTBETCTBEHHBII HCIIOJIHUTENb 00s3aH MPEACTaBUTh HAa MMS PYKOBOJAUTENS, JAaBIIEr0 MOpPYUYEHUE,
00ocHOBaHUE (CITY’KEOHYIO 3alMCKY) O MPOJICHUH CPOKa C YKa3aHWEM MPUYUH MPOJUICHUS U JaThl
MCIIOJTHEHUSI.

OO6ocHOBaHHME TPOJJICHUS CPOKA MCIOJHEHHUS JOKyMeHTa (TMOpydeHHus) MAOJDKHO OBITh
HAIpaBJIEHO HE TO3/Hee, YeM [0 MCTEYEHMM [BYX TPEThUX CpOKa HCIOJHEHHUS JOKYMEHTa
(mopyueHwus).

OO0 u3MEeHEeHUM CpOKa HCIIOJIHEHUS NOKyMeHTa (MOpy4YeHHs]) OTBETCTBEHHBIM HCIIOIHUTEIH
uHpOpMHpYeT pabOTHHUKA, OTBETCTBEHHOTO 3a BEJICHUE KOHTPOJISI HCIIOJTHEHUS JIOKYMEHTOB.

6.13. JlokymMeHT (TIOpYYE€HHE) CUHMTACTCS HWCIOTHEHHBIM, €CJIM TPHUHATHI PEIICHUs 10
IIOCTaBJIEHHBIM BONpPOCAM, IOJArOTOBJIEHBI COOTBETCTBYIOIIME JOKYMEHTHI, HalpaBicHa CIPaBKa
(nHbOpManHs) 00 UCIIOTHEHUH B COOTBETCTBYIOIINE OPTaHbl BIACTH (OpraHU3AIlMK ) WX JIaH OTBET
10 CYILECTBY 3aUHTEPECOBAHHBIM JIMLIAM.

Pemenne 00 wcnosHEHWHM MOKYMEHTa (MOPYYEHHs) NPHHUMAET JIUIO, ITOCTaBUBIIUN
JOKYMEHT (IIOpY4YEHHE) HA KOHTPOJIb.
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Ha ucromHeHHOM OKYMEHTE MPOCTaBISETCS OTMETKAa O HAMpaBICHUU JOKyMEHTa B JIENO,
CBeJIeHUs 00 MCTIOJHEHNUU JOKyMeHTa (mopyuenusi) BHocsaTcs B OPK CO/I.

6.14. JlokymMeHTBI (MOPYUYEHHUsI), HE CHATHIE C KOHTPOJISA, a TAKXKe JOKYMEHTHI (IIOpYy4YEeHUs),
CPOK HCITOJIHEHUSI KOTOPBIX HE MPOJUICH, CYUTAIOTCA HEUCIIOTHEHHBIMU.

6.15. Vopasnsaromuil aenamMu  AJIMUHHUCTpPAllMM  CEJIbCKOTO IOCEJNEHUS aHaIU3UPYET
COCTOSTHUE U Pe3yJbTaThl UCIIOJIHEHUS TOKYMEHTOB (IOpY4YEHUIl) U COCTOSIHUE UCTOIHUTEIbCKOM
JVCLIATUTHHBL:

B TMOPAIKE MPEIBAPUTEIILHOTO KOHTPOJIS HAMpPaBlseT CHEHHATUCTaM AJMUHUCTPALUU
CEJIBCKOTO MOCEJIEHNS HAIIOMUHAHUS O IOKYMEHTAaX, CPOKU HUCIIOJIHEHUSI KOTOPBIX UCTEKAKOT (3a 3 -
5 nHe# 10 OKOHYaHHUS CPOKA UCIIOTHEHUS TOKYMEHTA);

VII. Opranu3anusi padoThl HCIIOJHHUTEISI C JOKYMEHTAMM

7.1. McnonHuTenb MOIy4YaeT JOKYMEHTHI Ha WCIIOJIHEHHE B J€Hb UX PAacCMOTPEHUS WIA Ha
CIEeIYIOIINNA paboYHii ICHh B COOTBETCTBUU C PE3OJIOLUEH TIaBbl CEIbCKOTO moceneHus. CpodyHbIe
JIOKYMEHTBI NePEJat0TCs HCIIOJHUTEI0 HE3aMeIJIUTEIbHO.

7.2. UcnonHeHHne TOKyMEHTa IIpe1yCMaTpUBaET:

cOOp ¥ aHAKM3 HEOOXOAMMOM HH(POPMALINH;

MOJITOTOBKY IMPOEKTa JIOKyMEHTa U €ro 0(OopMIICHUE;

COrJJaCOBaHUE MPOEKTA TOKYMEHTA C 3aMHTEPECOBAHHBIMU JIUIAMU;

N0pabOTKy MPOEKTa JOKYMEHTA 110 3aMEUYaHUsIM, IMOJTYYEHHBIM B XOJI€ COIJIACOBaHUS U, IPU
HEO0OXOJIUMOCTH, - IOBTOPHOE COTJIACOBAHUE);

MIOIFOTOBKY CHMCKa (yKa3aTessl) pacChUIKU JOKYMEHTa, €CIM JOKYMEHT aJpecoBaH rpyIe
OpraHu3aIui;

IIpe/ICTaBICHHE IIPOEKTA JOKYMEHTA Ha MOANKCH (YTBEPKIECHUE) IT1aBE CEILCKOI0 IOCEICHMS;

MOATOTOBKY JIOKYMEHTA K OTIIPABKE U Mepelayy KOIMUH T0KYMEHTa B JEJO.

7.3. Ilpu HampaBlIeHUM JOKYMEHTa HECKOJIbKMM HCIIOJIHHUTENSIM OTBETCTBEHHBIM 32
MOATOTOBKY MPOEKTa JOKYMEHTA SIBJIICTCS MCIIOJHUTENb, YKAa3aHHBIA B PE30JIOLMH MEPBbIM WIIN
0003Ha4YEeHHBbIN B PE30JIOIMN KaK OTBETCTBEHHBIN HCIIOIHUTENb.

7.4. OTBETCTBEHHBII HUCIOJHUTENb MMEET MpaBO JaBaTh IOPYYEHHUS OCTaJbHBIM
UCIIOJTHUTEIISIM, NPOBOJUTH padoune COBEIIaHMs AJisi BBIpAOOTKM COBMECTHOIO penieHus. Bce
VICIIOJIHUTENIN B PAaBHOW CTENIEHU OTBETCTBEHHBI 32 CBOEBPEMEHHOE U KAaYE€CTBEHHOE HCIIOJHEHUE
MOPYYEHUsI W TMPEJICTAaBICHHE OTBETCTBEHHOMY HCIOJIHHUTEN0 B YCTAHOBJIEHHBIE HMM CPOKHU
HEOOXO/MMBIX MaTepuasioB (IIPOEKTOB JOKYMEHTOB, CHpaBOK). VcrmosHuTeNnn HEe MMEIT mpaBa
IPEJICTaBIISTh POEKTHI JOKYMEHTOB PYKOBOJIUTEIIO, JABIUIEMY IOPYyUEHUE, MUHYSI OTBETCTBEHHOTO
VCIIOJTHUTEIIA.

7.5. B cimyyae OTCYTCTBUSL MCIOJHUTENS (KOMaHIMPOBKA, OTIYCK, 0OOJE€3Hb) JOKYMEHT IO
nepefaercss JpYromMy MCIOJHUTEN0 C 00s3aTeNbHBIM COOOIIEHHEM ero (aMuwiuu Juiy,
OTBETCTBEHHOMY 32 KOHTPOJIb MO HCIOJHEHUIO JOKYMEHTOB, JUIsl BHeCEHUs u3MeHeHnil B DPK
nokymenta B CO/I.

7.6. Ilpu yBONBHEHMH WM MEpeXoje Ha JAPYroil ydyacTtok pabOThl COTPYIHHUK 00s3aH CIaTh
JOKYMEHTbl U Jiefla BHOBb HA3HAYEHHOMY COTPYIHHKY (B cllydyae HEOOXOJUMOCTH, - MO aKTy
npueMa-nepesayd, B KOTOPOM YKa3bIBalOTCS BUABI J€J (3ar0JIOBKM JI€1) M HMX KOJMYECTBO U
KOTOPBI TOMANUCHIBACTCS PAOOTHUKOM, MEPEAaBIIUM JOKYMEHTBI, M PAOOTHUKOM, MPUHSBIIUM
JIOKYMEHTHI).

7.7. Pe3ynbTaTOM HUCIOJHEHUS JOKYMEHTa SIBJISETCS MPOEKT JOKYMEHTa, MOJArOTOBJICHHBIN
HCIIOJTHUTEIIEM.

[IpoekT mOKyMeHTa CO BCeMH HEOOXOJUMBIMU TMPWIOKCHHUSIMH, HAleYaTaHHBIH U
OQOpPMIICHHBIII B  COOTBETCTBUM C  IIPaBHJIaMH, UCIIOJIHUTENIb ~ COTJIACOBBIBACT  C
3aMHTEPECOBAHHBIMHU  TIOJPA3ICTICHUSIMUA UM JIMIAMHA W, TpU HEOOXOIUMOCTH, C APYTUMU
OpraHU3alUsIMU.

JIOKyMeHTBI, TIpeTHA3HAYCHHBIE IJIsi OTIPaBKHU, OPOPMIISIOTCS Ha OJlaHKe ATMUHUCTpALUU
CEeNBbCKOro moceneHus. [[ns oTnpaBKkyu TOKYMEHTOB, HE MMEIOIIUX aJAPECHON 4YacTH, COCTAaBISAETCS
COIPOBOIUTENIHHOE MMUCHMO.

Ha nokymeHT, pacchuiaeMblii Oosiee yeM B YeThIpe ajpeca, MCIOIHUTENh TOTOBHUT CIIMCOK
PacChUIKH, ONPEAEISIET KOJMUECTBO SK3EMILUIIPOB JOKYMEHTA U TOCJIE PETUCTPAIIH 00eCTIeYrBaET
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HU3IroTOBJIICHUC HGO6XOI[I/IMOI‘O KOJIM4YeCTBa KONIHH.

7.8. UcnomuuTens (OTBETCTBEHHBIM MCIIOIHUTEINb) OpraHU3yeT CorjacoBaHUE (BU3MPOBAHUE)
MPOEKTa TOKYMEHTa CO BCEMH 3aWHTEPECOBAHHBIMU JIUIIAMHU U MPOBOTUT JOPAOOTKY MPOEKTa IO
3aMEUYaHHsIM B COOTBETCTBHH.

7.9. Tlocie mopaOOTKM W TMOBTOPHOTO BHU3UPOBaHUS (COTJIACOBAHMS) MPOEKT JOKYMEHTa
nepenaeTcss Ha noamnucanue (yrBepkiaeHue). Jlo mpeacTtaBieHus Ha TMOIIUCH HCIOJIHUTEIh
MpOBEPSET MPABWIBHOCTH OQGOPMIICHHS JOKYMEHTa, NpPaBHILHOCTH O(OpMIICHHUS aJpecara,
HaIM4YUEe HEOOXOAMMBIX BH3, MPUIOKEHHH, MPU HEOOXOAWMOCTH - CIPAaBOK, IMOSCHUTEIBHBIX
3aIlIMCOK, Pa3bACHAIOIUX COACPKAHHUEC IMOATIOTOBJIICHHBIX HOOKYMCHTOB, JIUCTa (yKa?;aTeJIﬂ)
PaCChUIKH.

7.10. IloanucaHHbBI JOKYMEHT UCIIOJHUTENb NepeaaeT JUlsl PETUCTPAIlMM U OTHPABKH W/WIN
BKJIIOUEHUS B JETIO.

B cooTBeTcTBHM C HOMEHKJIATYpOW /1€ MCIIOJHUTENb ONpEeAesseT MHIEKC Jelia, B KOTOpOoe
JIOJI’KEH OBITh BKJIIOYEH JOKYMEHT.

7.11. B xone ucnoigHEHHUs] AOKYMEHTa UCIOJHUTENb MMEET IpaBoO MpejylaraTb U3MEHEHUE
CPOKa HCIIOJIHEHUS, €CJIM OTCYTCTBYIOT pealbHbIE YCIOBHS MCIOIHEHHs JTOKyMEHTa (IOpydeHus),
ACJIaTh IIOMETKHU HAa JOKYMCHTEC O BPEMCHH €TI0 MMOCTYIICHUA, O AaTaX NPOMCKYTOYHOI'O KOHTPOJIA,
TeneOHHBIX U MUCHbMEHHBIX 3alPOCaX, O AAaTe U Pe3yIbTaTe OKOHYATEILHOTO UCTIOTHEHHUS.

7.12. HWcnonHuWTens HE HMEET IpaBa pas3rialiaTh COJEp)KaHUE IOCTYIMUBIIUX K HEMY
JOKYMEHTOB ¥ TOJTrOTOBJIEHHBIX IPOEKTOB CIY>KEOHBIX JIOKYMEHTOB, C HHUMH MOTYT OBITh
O3HAKOMIJICHBI TOJIBKO JIMIIa, UMCIOIIMNUE OTHOICHHNE K UX HCIIOJIHCHUIO.

VIII. ®opMupoBaHue J10KYMEHTAJbHOI0 (poHAa AIMUHUCTPALMH CEJIbCKOI0 MOCeJIeHUs

8.1. OnepaTtuBHOE XpaHEHUE JIOKYMEHTOB JI0 IepeAauyd MX Ha XpaHEHUE B apXUB WIH
YHUUTOXEHUE OCYILIECTBIIAECTCA B AJIMUHUCTPALIMH CEITbCKOTO MOCEIEHUS.

8.2. B mensx xpaHeHHs, OMCKA U HCIOJIb30BAHUS JOKYMEHThl Ha OyMa)XHOM HOCHUTEJE U
AJIEKTPOHHBIE TOKYMEHTHI (JOPMHUPYIOTCS B JieJIa B COOTBETCTBHH C HOMEHKIIATypOH JIe.

Homenknarypa aen 3akperuisier KiacCupuKaluio (TpynnupoBKY) UCIIOTHEHHBIX JOKYMEHTOB
B Jienia (3JEKTPOHHBIE JIeN1a), CUCTEMATU3aLUI0 U UHIEKCAIUIO J1eJl, CPOKHM UX XPAHEHUS U SIBIISETCS
OCHOBHBIM YYETHBIM JIOKYMEHTOM.

Homenknarypa nen sBIs€TCS OCHOBOM IJIsi COCTaBJIEHMsI ONUCEH Jel TMOCTOSIHHOTIO,
BpeMeHHbIX (cBbIme 10 J€T) CPOKOB XpaHEHUS M IO JIMYHOMY COCTaBYy, aKTOB O BBIJCICHHH K
YHUUYTOKEHUIO TOKYMEHTOB C UCTEKIIMMH CPOKaMHU XPAaHEHHUs, a TAKXKe JUIsl ydeTa JeJl BPEMEHHBIX
(1o 10 neT BKIIOYUTETHHO) CPOKOB XPAHEHHUSI.

8.3. HomeHkmaTypa e COCTaBISIETCS Ha OCHOBE M3YyYEHHS COCTaBa U COJAEP)KAHHUSA
JIOKYMEHTOB, O0Opa3yIoLUXCsl B JAEATEIbHOCTH AJMHUHUCTPALMU CEIbCKOTO TOCEJICHHUs], BKIIOYas
JOKYMEHTBI, TOCTYNAIOLINE U3 IPYrUX OpraHu3anuil.

8.4. Ilpm cocTaBieHMM HOMEHKJIATYPBI JI€1 CIEAYeT pPYKOBOACTBOBAaThCA YCTaBOM
AJMUHUCTpALlUU CEJINbCKOTO TIOCENEHMSI, IUTAaTHBIM paclMCAHUEM, IUIAaHAMM M OTYETAMH,
HOMEHKJaTypod paen 3a mnpomenmuidi roa, HIIA AamMuHHCTpanuu CeabCKOTO TOCENEHUS,
COJEepXKALUMHU CBEJCHHMS O JOKyMEHTaX, o0Opa3yloluxcsi B JESITeIbHOCTH OpraHHu3alluy,
BEJIOMCTBEHHBIMH U TUTIOBBIMU MEPEYHSAMU JTOKYMEHTOB C YKa3aHUEM CPOKOB UX XPaHEHHUSI.

8.5. B HOMeHKnaTypy JnAen BKIIOYAOTCS BCE JOKYMEHTBI, OTpaXkaroIlHME IESITEIbHOCTD
AJMUHUCTpPALlUU CEJIBCKOTO TMOCEIEHUS W TOCTOSIHHO HWJIM BPEMEHHO [IEHCTBYIOIIMX OPraHoB
(KOMHUCCHI, COBETOB), B TOM YHCII€ JTOKYMEHTBl OTPAaHUYEHHOTO JOCTYIa, PEruCTPalMOHHBIE U
YUETHBIE JKYpPHaJbl U KapTOTEKHU, B HEOOXOIAMMBIX CIIydasX - KOMHHU JOKYMEHTOB. J|OKYMEHTHI,
CO3JIaHHBIE B AJIEKTPOHHOHU (hopMe, BKITIOUAIOTCSI B HOMEHKJIATYPY JIeJ 110 TeM K€ MpaBUiIaM, 4To U
JIOKYMEHTBI Ha OyMa)KHOM HOCHTEJIE.

He BK1IOUatoTCst B HOMEHKIIATYPY J€]1 HEPUOIUYECKUE H31aHuUs1, KHUTH, OpOLIIOPHI.

8.6. Howmenkmarypa gen  AJIMHUHUCTpallMd  CEJIBCKOTO  TOCEIEHUS  COCTaBJISETCS
OTBETCTBEHHBIM JIUIIOM 3a JICJIONPOU3BOACTBO MO (popme, yctaHOBIeHHOH [IpaBunamu xpaHeHwus,
KOMIUICGKTOBAHHS, Yyd4e€Ta M HCIOJIb30BaHMUS JTOKYMEHTOB ApxuBHOro ¢onma Poccuiickoit
@enepalli U JAPYrUX apXUBHBIX JOKYMEHTOB B OpraHax TIOCYAAapCTBEHHOM BIAcTH, OpraHax
MECTHOI'O CaMOYIIpaBJIeHUs, opranuzanusx (nanee - [IpaBuna xpaneHus).

Homenknarypa nen cocraBisercs B MOCIEIHEM KBapTaje TEKYILEro roja Ha MpeACTOSIINN
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KaJICHJAPHBIN IO,

8.7. Howmenknarypa nen AJMUHUCTPALIMM  CEIBCKOTO TOCEJICHUS  MOMANMHCHIBACTCA
VhpapnsoomuM JenamMu, BU3UPYETCS JHUIOM, OTBETCTBEHHBIM 3a apXWB, COTJIACOBBIBACTCS C
IEHTPAIBHOM SKCIEPTHOH KOMHCCHEH (IPKCIIEPTHOW KOMHUCCHEH) AJIMHUHHUCTPAIMU CEIhCKOTO
IIOCEJICHUS. U OJIMH pa3 B 5 JIET MPEACTABISAETCS HA COIVIACOBAaHUE COOTBETCTBYIOIIEH 3KCIIEPTHO-
MIPOBEPOYHOM KOMUCCUU AIMUHUCTPALIUU CEIbCKOTO MOCENICHUSI.

Homenkinarypa nen, cornacoBanHast JIIK, yTBepikmaercst riaBoil CeabCKOro MOCENIICHUS U
BBOJMTCS B IEHCTBUE C 1-T0 sITHBaps MPEACTOSIIEro KaJleHAapHOTo roa.

B cny4yae usmenenust GyHKIMNA U CTPYKTYPBI OPraHU3alUN HOMEHKIIATypa €] COCTaBISAETCS,
COTJIACOBBIBACTCS U YTBEP)KIACTCS 3aHOBO.

8.8. TlepBblii SK3EeMIUISIp YTBEPKIACHHOM HOMEHKIATYphl JE€1 SIBISETCS JOKYMEHTOM
MOCTOSTHHOTO XpaHEeHMsI M BKIIOYAETCSI B HOMEHKIJIATYpY Jell, BTOPOil - UCHOJIb3YyeTCsl B KauecTBe
pabouero sK3eMIUIsipa, TPETUH - mepeaaercs B apxuB AamuHucTpauun MP B kauecTBe y4eTHOro
JIOKYMEHTA.

8.10. Homenkmarypa pgen AJIMHUHHCTPALlMM CEIBCKOIO TOCEJIEHUS CTPOUTCS  TIO
GbyHKIIMOHATBHONW cXeMmaM (Ha3BaHUSMHU DPAa3/elioOB HOMEHKIIATYphI JIeN SIBJISIOTCS HampaBlICHUS
JESITEIBHOCTH OpraHU3alum ).

8.12. Jlema mo BompocaMm, HEpa3pelieHHbIM B TEYEHHE OJHOTO TOfa, SBISAIOTCA
"mepexoaAMMU" U BHOCATCS B HOMEHKJIATYpY JI€l CIEAYIOLIEro roja ¢ TeM e HHAEeKcoM. B
HOMEHKJIAType eI COXPAHSAIOTCS OJUHAKOBBIE MHJIEKCHI Ui OJHOPOJHBIX €], BKIIOUEHHBIX B
pa3HbIe pa3Jienbl.

Ecniu B TeueHume roma B JEATENBHOCTH OpPraHH3allMd OOpa3yrOTCS JIOKYMEHTBHI, HeE
IPEyCMOTPEHHbIE HOMEHKJIATYpOU J1€J1, 3ar0J0BKM HOBBIX J€JI JOMOJHUTEIBHO BKJIHOYAIOTCS B
HOMEHKJIATypy Jel. B KaxIoMm pasgene HOMEHKIATYpbl Jied JUisi BHOBb 3aBOJUMBIX Jell
IIpelyCMaTPUBAIOTCS PE3EPBHBIE HOMEPA.

8.13. 3aronoBok nena (rpada 2 HOMEHKIATYpbl Jel) H0JKeH B 00001eHHON (hopMe OTpaxkarh
OCHOBHOE€ COJIep’)KaHue U COCTaB JOKYMEHTOB Jena. He nomyckaercs ynoTrpeOiieHue B 3arojlOBKE
Jiefla HEKOHKpETHBIX (opMynupoBok ("pasHble Matepuanbl', "oOmas mnepenucka'), a Takke
BBOJIHBIX CJIOB U CJIOXHBIX CHHTAaKCHUYECKHUX OOOPOTOB. 3arojIOBKM 1€ MOTYT YTOYHSTHCA B
Te4YeHHe roja B mpoiecce GopMupoBaHus U 0HOPMIICHHS J1e.

3aroyioBOK Jiena JIOJKEH COCTOSATh M3 JJIEMEHTOB, pAacIloylaraeéMblX B CleAyrolei
MOCJIEI0BATEIbHOCTH:

a) Ha3BaHUE BUJA Jena (Nepenucka, KypHail, J1€J0) Wik BUAa JOKYMEHTOB, BKIIOYEHHBIX B
neno (MPOTOKOJBI, MPUKa3kI);

0) HauMEHOBaHHWE KOPPECMOHACHTAa (OpraHU3alMH, JIUIA, KOTOPOMY aJpEeCOBAaHbI WU OT
KOTOPOTO MOJIY4EHbI IOKYMEHTHI);

B) KpaTKoe Co/Iep KaHnue JOKYMEHTOB JIeNa;

T') Ha3BaHHE MECTHOCTH (TEPPUTOPUH), C KOTOPOI CBSI3aHO CO/Iep)KaHKE JOKYMEHTOB JIeNa;

1) nara (meproj), K KOTOPBIM OTHOCATCS IOKYMEHTHI JIeTia;

€) yKa3aHHue Ha KOMUIHOCTh TIOKYMEHTOB Jela.

8.14. Tlopsmok pacmoyokKeHUsl 3aroJOBKOB JEJN BHYTPH pPa3/iesIoB HOMEHKJIATYpPHI JEN
ONpEeNIENAeTCs CTENEHbIO BAXKHOCTH JIOKYMEHTOB, BKJIFOUEHHBIX B JIeJa.

B Haganme pa3gena pacmosiarairoTcsl 3aroJIOBKM  JIeN, COJEp)KallUX —yupeluTeIbHbIE,
OpraHU3aIMOHHO-TIPABOBBIE U PACIIOPSAUTENbHBIE JOKYMEHTBI, 3aTEM 3ar0JIOBKH €I, COACPHKAIINX
MJIAaHOBBIE, OTYETHBIC, WH(OPMAIIMOHHO-aHATUTUIECKHUE JOKYMEHTBI, JOKYMEHTBI, OTpPaKaroIine
JIeATEIbHOCTh TMOJPA3/CICHHs, MEPENUCKy, B KOHIIE pa3jielia - PErucTpallMOHHBIE U YYETHBIE
KypHaJIbl, KAPTOTEKH, Oa3bl JTAHHBIX.

3aroyioBKH i€, COCTaBJICHHBIX MO KOPPECIOHACHTCKOMY M TeorpaduiecKkoMy IpHU3HaKaM,
BHOCSITCS B HOMEHKJIATYPY e 1O ajahaBUTy KOPPECTIOHICHTOB WM reorpaduuecKkux Ha3BaHUM.

B 3aronoBkax pen, coaepikamuMx JOKYMEHThI IO OJIHOMY BOIPOCY, HO HE CBSI3aHHBIX
MOCIIEI0BATEIbHOCTRIO PEIIEHUS] BOMpOCa, B KadecTBE BHUIA Jiela YHOTpeOseTcss TepMUH
"ITOKYMEHTHI", a B KOHIIE 3arojioOBKa B CKOOKax YKa3bIBAlOTCS Ha3BaHUS BUJOB JOKYMEHTOB,
HauboJee MpeICTaBICHHbIX B JIENE:

"JIOKyMEHTBI O IPOBEAECHUN COBEIAHUN U CEMUHAPOB (IIPOrpaMMBbl, CIUCKH, AOKJIaAb!)".

TepMuH "JOKYMEHTHI" NMPUMEHSIETCA TaKXe€ B 3arojoBKax J€J, COAEpPKAIIUX JOKYMEHTbI-
MPIIOKEHUS K KAKOMY-JTH0O TOKYMEHTY (BUIbI JOKYMEHTOB-TIPUIIOKEHUI HE TIEPEUUCIISIFOTCS):
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"JIOKyMEHTBI K NPOTOKOJIaM 3aCE€JaHUil JKUIMIIHON KOMHUCCUU AJMMHHUCTPALMHU CEIbCKOTO
rmoceseHus ";

"IIpoTOKOJIBI COBEIIAHU ITPH IJ1ABE CEIBCKOTO MOCENEHUS U JOKYMEHTBI K HUM".

B 3aronoBkax jaen, mpeaHa3HAYeHHBIX MJI TPYNIUPOBKH OJHOTUIIHBIX JIOKYMEHTOB, 3Ta
rpynmna JOKyMEHTOB yKa3bIBAa€TCsI BO MHOKECTBEHHOM UUCIIE:

"IIporokoJibl 3acenanuii ".

B 3aronoBkax e, cofeprKalux NepenucKy, yKa3blBaeTCs, ¢ KEM U 110 KaKOMY BOIIPOCY OHa
BEJICTCS:

"Ilepenucka ¢ Anmunuctpanuei I'nasel Pecniyonuku bamkoprocran”.

B 3aromoBkax gen, coiepXkallUx TMEpPernucKy C pa3HOPOAHBIMH KOPPECIOHACHTAMU,
NOCJIEIHUE HE IIEPEUUCIIAIOTCS:

"[lepenucka o 3aKJIFOYEHUH M UCIIOJTHEHUU FOCYIapCTBEHHBIX KOHTPAKTOB" .

B 3aronoBke nena ykas3bIBaeTCs KOHKPETHBIN KOPPECIOHJEHT, €CIM IepenucKa BeIeTCs
TOJIBKO C HUM:

[Mepenucka ¢ OO0 bamuHpOPMCBS3b O IPETOCTABICHUN YCIYT CBAZH.

IIpu o00o3HayeHMM B 3arojoBKax Jejl aJMHUHUCTPATUBHO-TEPPUTOPHAIBHBIX €IMHUIL
YUUTBIBAETCS CIAEAYIOLIEE:

€ClId  COJIep)KaHWe Jella KacaeTcsl HECKOJIbKMX  OJHOPOJHBIX  aJMHHHUCTPATHBHO-
TEPPUTOPUAIBbHBIX €AMHHULl, B 3arojIOBKE Jiella HE YKa3bIBAIOTCS MX KOHKPETHbIE Ha3BaHUs, a
YKa3bIBAETCs MX 00IIee BUI0BOEC Ha3BaHUE:

"[lepenucka c cenbckumu noceineHusimu MP Byp3asuckuii paiion Pby.

€ClIi COJAEpkKaHHE Jejia KacaeTcs OJHOM aJMUHUCTPATUBHO-TEPPUTOPUATHLHONU €TUHUIIBI
(HaceJIeHHOTO MyHKTA), €€ (ero) Ha3BaHUE YKA3bIBACTCS B 3ar0JIOBKE JIelia:

"[lepenricka ¢ peruoHanbHBIM OTAeneHueM DoHJa coluaIbHOro cTpaxoBaHus Poccuiickoit
®enepannn o Pecryonuke bamkoproctan

B 3aronmoBkax jen, coaep)KaluxX IUIAHOBYIO WJIM OTYETHYIO JOKYMEHTAIUIO, YKa3bIBAETCS
nepuo (Mecs, KBapTajl, roj1) Ha (3a) KOTOPbIA COCTABIIEHBI IUIAHbI (OTYETHI):

"CTaTUCTUYECKHIT OTYET O YUCIEHHOCTH, COCTaBe U ABMXeHuU kaapos 3a 2017 rox (¢. N 27-
ron)".

IIpu dopmupoBaHUU Jefla U3 HECKOJIbKUX TOMOB (uYacTeit), KpoMe OOLIero 3arojoBKa Jena
IpU HEOOXOJIMMOCTH COCTABJISIOTCS 3ar0JOBKU KaXkJI0T0 ToMa (4acTH), YTOUHSIOIINE COJAEpKaHUE
TOMOB (4acTeil) aena.

3aroJI0BKHU JIe] MOTYT YTOUHSTHCS B TIpoliecce popmupoBaHust U 0hOpMIICHUS JIET.

8.15. I'padha 3 "KommuectBo nmen" 3amoiHsSETCS MO OKOHYaHHWM KajeHaapHoro rona. Ilo
JOCTHKEHUH JEJIOM, BKIIOYAIOIIMM JOKYMEHThl BpPEeMEHHBIX (cBbilie 10 J€T) M MOCTOSHHOTO
CPOKOB XpaHeHus, o0beMa B 250 JHCTOB, TOM 3aKpBIBAETCS U OTKpBIBaeTCs HOBBIM TOM. B rpade 3
HOMEHKJIATYphI JIe] MOCIEI0BaTENbHO YKa3bIBAIOTCSI HOMEpAa TOMOB U KpalHUE /1aThl JOKYMEHTOB
Ka)KJ0ro TOMa:

[TocTanosnenus 3a 1 kBapran, Tom | 12.01.2016-20.02.2016

ONEeKTpPOHHBIE JielNa Ha Toma (YacTH) HE pa3lesroTcs. Bce 3IeKTpOHHBIE JTOKYMEHTHI,
HE3aBHCHUMO OT UX 00beMa, BKITIOYAIOTCS B OHO AJIEKTPOHHOE JIETIO.

8.16. B rpace 4 "Cpok xpanenust 1 N cTaTbu MO MEPEUHIO" yKa3bIBAIOTCS CPOKH XPaHEHUS
Jell 1 HOMepa cTaTedl Mo TUIIOBOMY WJIM BEJIOMCTBEHHOMY IMEPEUYHIO JTIOKYMEHTOB C YKa3aHHEM
CPOKOB XpaHeHHUsl, (eiepaTbHOMY 3aKOHY WJIM HHOMY HOPMaTUBHOMY IIPaBOBOMY aKTYy.

8.17. B rpade 5 "[Ipumeuanue" mpocTaBIAIOTCS OTMETKH O 3aBeneHuu aen ("3aBemaeHo"), o
nepexomsaumx naenax (Hampumep, "llepexomsimee ¢ 2016 roma"), o BbIAENEHUH J€d K
YHUUTOXKEHUIO, O JIUIaX, OTBETCTBEHHBIX 32 (HOPMUPOBAHHE JIEII.

Ecnmu neno ¢opmupyercs B HMHPOPMALMOHHOM CHCTEME U BKIIOYAET 3JIEKTPOHHBIE
nokyMeHThl, B Tpade "Ilpumeuanue" oTMedaercs, YTO J€JIO BEAETCS B DJIEKTPOHHOM BHJIE C
yKa3zaHHEeM HaMEHOBaHUS MHPOPMALIMOHHON CUCTEMBI:

"Onexktponnbie fokyMeHThl. COJI "Kannensapus", bl "CiyxeOHbie 3anucku’.

8.18. Ilo 3aBepiieHHMH JENONMPOU3BOJCTBEHHOIO TOJla B KOHIIE HOMEHKIATYPBI el
oopMmIIsieTcs UTOroBasi 3allucCh, B KOTOPYIO BHOCSATCSI CBEACHMSI O KOJIMYECTBE 3aBEIACHHBIX €T
(TOMOB, 4YacTel), OTAENBbHO MOCTOSHHOIO U BPEMEHHBIX CPOKOB XPAHEHHUS, BPEMEHHBIX CpPOKOB
xpanenusi ¢ ormetkor "OIIK" um mepexonmsmmx. MtoroBas 3amuch AOMOJHSIETCA TaHHBIMH O
KOJIMYECTBE 3JIEKTPOHHBIX €] COOTBETCTBYIOIINX CPOKOB XPAHEHHUS.
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8.19. Jlena co mHA uMX 3aBelcHMsI O IEpelayd B apXuB WIM A0 BBIICIEHHUA HUX K
YHUYTOKEHHUIO IO UCTEYEHHUHN CPOKA XPAHEHHs XPAHATCS [0 MECTY UX (POPMHUPOBAHUS.

Jleno cuuTaercss 3aBEJCHHBIM C MOMEHTa BKIIOYEHHS B HETr0 MEPBOTO HCIOIHEHHOTO
JIOKYMEHTA.

8.20. IIpu popmupoBanuu aen Ha OyMa)KHOM HOCUTEINE JOJDKHBI COONIONATHCS CIEAYIOIINE
oOmure nmpaBua;

B JI€JI0 TIOMEIIAKOTCS UCIIOJIHEHHBIE JOKYMEHTBI, COOTBETCTBYIOIIME IO CBOEMY COAECPKAHUIO
3aroJIOBKY Jiesla 10 HOMEHKJIaType /e,

MPUIIOKEHUS TIOMEIIAIOTCS] BMECTE C OCHOBHBIMH JIOKYMEHTAMU;

B JIEJIO BKJIOYAIOTCS JJOKYMEHTBI OIHOTO KaJICHIApPHOTO IoJ1a, 3a UCKI0YEHUEM NEePEXO0IAIINX
ACT;

JOKYMEHTBI [TIOCTOSIHHOTO U BPEMEHHBIX CPOKOB XPAHEHUS IPYIIUPYIOTCS B JIeN1a Pa3/ieibHO;

B JIEJIO BKJIKOYAETCA 110 OJHOMY 3K3EMIUIIPY KaXKJI0T0 TI0KYMEHTA;

(bakcorpaMmbl, TeJIerpaMMsbl, TeleOHOIpaMMbl MOMEIIAKTCS B Jiesla C IEpenucKkoil Ha
0O0IUX OCHOBAHMSIX;

B JIeJI0 IOMELIAOTCA JOKYMEHThl NPaBWJIBHO U IOJHOCTbIO O(GOpMIIEHHBIE (JOKYMEHTHI
JOJDKHBI UMETh ATy, MOIIUCH U APYTHe HEOOXOAUMBIE PEKBU3UTHI);

B JIeJI0 HE BKIIOYAIOTCA JIOKYMEHTBHI, IOJUIeXalllie BO3BpaTy, JUIIHHE 3K3EMIULIPHl U
YEPHOBUKH (32 UCKITFOYCHHEM 0CO00 IEHHBIX );

1o 00beMy J1eJ10, BKJIIOYaroIiee JOKYMEHThl Ha OyMa)XHOM HOCHUTENIE, HE JOJDKHO MPEBBIIATh
250 nuctoB, mpH TonlMHE HE Oosiee 4 cM (TONIIMHA JAEN CO CpoKaMM XpaHeHus no 10 ner He
nomwkHa npebimath 10 cm). Ilpu mpeBsllieHuu AaHHOro odbema 3aBoauTCs BTOpoM ToM. Ilpu
HAJIMYMH B JIeJie HECKOJIBKUX TOMOB (YacTel) HHICKC M 3aroJIOBOK JeJia MPOCTABIISIOTCS Ha KaXKIOM
TOMe ¢ Jo0aBieHneM obo3Hauenuii: "Tom 1", "Tom 2",

JIOKyMEHTBI BHYTPHU [I€JIa PAcIOJIaraloTCs CHU3Y BBEPX B XPOHOJIOTHYECKOH, BOIPOCHO-
JIOTMYECKON MOCIIEJ0BATEIbHOCTH MIIM UX COUYETaHHH.

PacniopsinuTensHple  TOKyMEHTHl TPYNIHPYIOTCS B JleNa 1O BHAAM H XPOHOJIOTHH C
OTHOCALIUMHCA K HUM HPUIOKEHUAMH. JlOKyMEHTBI - OCHOBaHUS K PacHoOpsIUTEbHBIM
JIOKYMEHTaM BKJIIOYAIOTCS B OTJEIBHOE JIETIO0.

[IpoTOKOIMBI B [eie pacroiaratoTcs B XpOHOJIOTHYECKOM MOPSIKE U [0 HOMEPAM.

JIOKyMEHTBI K 3acelaHusiM (COBEIIAaHWSAM) TPYNIHUPYIOTCS B OTHENBHOE JeJ0, KaK H
NPUIIOKEHUS K IPOTOKOJIaM, €CJIM OHU COoZeprkaT Ooiiee 25 CTpaHUIL.

JIOKyMEHTBI K TpPOTOKOJNAaM, €CIM OHHM CTPYNIHUPOBAaHBI B  OTHENBHBIE  JIela,
CHCTEMaTU3UPYIOTCS BHYTPH JIeJIa 10 MOPSIKY HOMEPOB MTPOTOKOJIOB.

[TpunoxeHns K MOCTAaHOBJICHUSM (PACTIOPSHKEHHUSM) TPYIITAPYIOTCS BMECTE.

PacrniopskeHust IO OCHOBHOM JAEATENBbHOCTU TPYNIIUPYIOTCS OTAEIBHO OT PACHOPSKEHUHU IO
JUYHOMY COCTaBY.

ITpukassl O IMYHOMY COCTaBy (POPMUPYIOTCA B ieia B COOTBETCTBUU CO CPOKAMU XPaHEHHUS.

JIOKYMEHTBI B JIMYHBIX JIeTIaX PACHOJIAraloTcs M0 Mepe UX MOCTYIIICHHUS.

[lepenucka rpynmupyeTcs B Jelna 1O TEMaTHKe W/WIM  KOPPECHOHJAEHTaM H
CUCTEMATHU3UPYETCS] B XPOHOJIOTMYECKON MOCIEI0BaTEIbHOCTH: JOKYMEHT-OTBET MOMEIIAeTCs 3a
JIOKYMEHTOM-TIpOch00ii (3arrpocom). [Ipr BO30OHOBIIEHUH NTEPETIUCKU IO OTIPEIeIEHHOMY BOIIPOCY,
HauaBIIeHCsl B TPEABIAYIEM TONY, JOKYMEHTHI BKIIFOUAIOTCS B JIENI0 TEKYIIETO rojla ¢ yKa3aHHueM
MHJIeKca Jiesa MPeIbIIYIIero roja.

DJNEeKTPOHHBIE JOKYMEHTHI (OPMHUPYIOTCS B JJIGKTPOHHBIC JieJa B COOTBETCTBHH C
HOMEHKJIaTypol 11l B TOW HH(OPMAIMOHHOW CHUCTEME, B KOTOPOW OHU OBUIM CO3JaHbl WM B
KOTOPYIO OBLTH BKJIFOUCHBI.

8.21. Jlns obecredeHuss COXpPAHHOCTH, Yyd4eTa JIOKYMEHTOB U JIell CTPYKTYpHOTO
MOJIpa3IeICHUs] © OPTaHU3aIUH JTOCTYIA K HUM MTPOBOIUTCS KOMIUIEKC padoT:

CO3JIaHHE ONTUMAJIBHBIX YCIOBHM XpaHEHUs JOKYMEHTOB U JIET;

pasMelleHue aed;

MIPOBEpKa HAIWYHS U COCTOSIHUS JIOKYMEHTOB U JIET;

COOJIIOICHHME TIOPSI/IKA BbIIAUU €.

8.22. Jlena pa3memiaoT B pabo4ynx KOMHATaxX (CHEIHAIIbHO OTBEIEHHBIX MJIsi JTOW MLEH
MOMEIICHUAX) B IIKadax, Ha CTeIUIaxaxX, YTOObI OOCCIEYHTh MX COXPAHHOCTh M 3AIHUTY OT
BO3/ICUCTBUS BPEAHBIX (PaKTOPOB.
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Jlena muist ux y4era u OBICTPOTO MOWMCKA JOJDKHBI PACIIONaraThCsl BEPTHUKAIBHO, KOPEIIKaMU
Hapy)Xy U B COOTBETCTBHHM C HOMEHKJIATypoil nen. Ha kopemrkax oO0ioxkek Aen yKa3bIBalOTCS
WHICKCHI 10 HOMEHKJIAType [ed, MNP HEOoOXOAMMOCTH HOMEp ToMa Jena, Jary Jena.
Homenknartypa aen win BHIIMCKA U3 Hee MOMEIIAETCsl Ha BHYTPEHHEH cTopoHe mikada.

8.23. IlpoBepku HanMuusi M COCTOSIHUS JIOKYMEHTOB M J€J1 B LENSAX YCTAHOBJICHHUS
(bakTUYeCKOro Hamu4Ms JeJl JOJDKHBI HPOBOAMTHCS JEIONPOU3BOJUTENIEM TMOJpA3AeICHUs B
CIIyqasix:

nepen nepeaayei JOKyMEeHTOB B apxuB AamuHuctpaiuu MP;

IIPU NIEPEMEILIEHUY JIET;

IIPU CMEHE CIEIHaluCTa, OTBETCTBEHHOIO 33 BEJICHUE JIeJIONPOU3BOJICTBA;

MIPU PEOPTraHMU3alMU U JIUKBUIAIUA AJIMUHUCTPALIUU CEIBCKOTO MOCEICHUSI.

[IpoBepka HamU4Ks MPOBOIAUTCS MTyTEM CBEPKH CTaTel HOMEHKJIATYPHI Je]l C OMHCAHUEM JIeT
Ha 00JIOKKe, a (U3NIECKOE COCTOSHUE JIeNl ONPEACIsIeTCs yTeM MX BH3YaJIbHOTO IpocMoTpa. Bee
oOHapyXeHHbIE HETOCTATKH JOJKHBI (PUKCHUPOBATHCS B aKTE MPOBEPKU HATUUMS U COCTOSHUSA JIell.

8.24. B cnywae BBIABIEHMSI OTCYTCTBMSI JI€JI, UMCISIIUXCS [0 HOMEHKJIAType Jiel,
MIPUHUMAIOTCSI MEPHI TI0 UX PO3bICKY. Eciu po3bIck Aen He JaeT pe3ylbTara, COCTaBIsSeTCs CIpaBKa
0 MPUYMHAX UX OTCYTCTBHUSA, KOTOpas MPEICTABIACTCA YIPaBIAIONIEMY JelaMu AJIMUHUCTPALIUH
CEJIbCKOTO MOCENICHUSI.

dakT yrpatel Aena (nen) (QUKCHPYETCS B aKTe, COCTABISIEMOM CIICIUAINCTOM B JIBYX
9K3EMILIApPAX: MO OJHOMY SK3EMIUIIPY aKTa XPaHUTCS Yy CIEHUAINCTa IO AENOMpPOU3BOICTRY;
HK3EMIUISIP aKTa MpeACTaBisieTcs B apxuB Aamunuctpanuu MP nipu nepenade nen Ha apXuBHOE
XpaHEHHe.

8.25. DkcnepTu3a EHHOCTH JOKYMEHTOB ITPOBOJUTCS Ha OCHOBE 3aKOHOJIATEIBHBIX U MHBIX
HOPMAaTUBHBIX MPaBOBbIX akTOB Poccuiickoit denepanuu, ycTaHABIMBAIOMIMX TpeOOBaHHS K
CpOKaM XpaHEHHUsS! JOKYMEHTOB, TUIIOBBIX U BEIOMCTBEHHBIX MEpPEYHEH JOKYMEHTOB C yKa3aHHEM
CPOKOB UX XPaHEHUS:

IIPU COCTABJIEHUU HOMEHKJIATyphI JET;

IIpU IOJITOTOBKE JIEJI K nepeade B apxuB AnMuHUCcTpauuu MP.

8.26. [lns opraHuzanvy U MPOBEJAEHHUs PaOOTHI MO SKCHEPTU3E IEHHOCTH JIOKYMEHTOB B
Anmunuctpanuu MP coznaetcs skcniepTHas komuccus (ganee - 9K).

3amaun, GyHKnuM, npasa, opranuzainus padbotel DK (LIDK) ompenensitorcst mojgoxkeHUEM O
HEW.

8.27. OcuoBHbIMH QyHKIMsIMH DK SBISIOTCS:

OpraHu3allys eKerogHoro oToopa Aen A XpaHEeHUs M YHUUTOXKEHNUS,

paccMOTpPEHHE M COTJIaCOBAHME IPOEKTa HOMEHKJIATYpbl A€l AJMUHHCTPALUU CEJIbCKOTO
MOCETICHUS], OMKCEN JeN MOCTOSHHOTO M BpeMEHHBIX (cBbimie 10 JeT) CPOKOB XpaHEHHS, B TOM
YyHyCclie MO JIMYHOMY COCTaBy, AaKTOB O BBIICJIEHUU K YHHUYTOXKEHHUIO JeJN, HE IOJJIeKaIINX
XpaHEHUIO;

y4acTHe B TIOATOTOBKE M PACCMOTPEHHMH IIPOEKTOB HOPMATHUBHBIX W METOJIUYECKHUX
JIOKYMEHTOB TI0 BOIIPpOcaM padOThI ¢ JOKYMEHTAaMHU B AJIMUHHUCTPAIIMH CETHCKOTO MOCEIICHUSI.

8.28. DkcnepTu3a HEHHOCTH JOKYMEHTOB OCYIIECTBIISIETCS €KErOJTHO OTBETCTBEHHBIM JIMIIOM
3a IEJONPOU3BOJCTBO AJMUHUCTPALIMH CEIILCKOT0 MOCENEHHs COBMECTHO ¢ OK.

8.29. Ilpu npoBeneHNN KCIEPTU3bl IEHHOCTH JOKYMEHTOB MPH MOJATOTOBKE JE] K Iepeaadye
B apXUB AJMUHUCTpPAIIUHU CEIIbCKOTO MOCEJICHUSI OCYILIECTBIISIETCS:

0TOOp JOKYMEHTOB IOCTOSSHHOTO W BpeMeHHBIX (cBbimie 10 JI€T) CpOKOB XpaHEHHUs s
nepeaayvu B apxuB AagmuHucrpanuu MP;

0TOOp JOKYMEHTOB BpeMEeHHBIX (710 10 JeT BKIIOYUTEIHHO) CPOKOB XPAaHEHHUS U C TOMETKAMHU
"Jlo muHOBaHUsA HamoOHOocTH", "Jl0 3aMeHbl HOBBIMHU'", TOJJICKAIINX AAbHEHIIEMY XPAHEHUIO B
CTPYKTYPHBIX MOPA3ACIICHUSIX;

BBIJICJICHHE K YHUUTOXEHUIO JIEN 3a MPEIbLAYIINE TObl, CPOKU XPAHEHUSI KOTOPBIX UCTEKIIH.

OnHOBpEMEHHO MPOBEPsIETCST KAYeCTBO M IOJHOTAa HOMEHKJIATYPhl J1ed AIMUHUCTpPALUU
CEJIBbCKOI0 MOCEJICHUS, IPABUIBHOCTD ONPEIENICHUs CPOKOB XPaHEHUSI JIETT.

8.30. Jlema mocTosTHHOTO W BpeMeHHBIX (cBbie 10 J1€T) CPOKOB XpaHEHUsS IOJIeKAT
IIOJIUCTHOMY IPOCMOTPY JUISl BBIACIEHUS M3 MX COCTaBa JOKYMEHTOB BpeMEHHbIX (mo 10 ier)
CPOKOB XpaHEHHUSI.

Hena ¢ ormerkoi "OIIK" moaBepraroTcsi MONMCTHOMY IPOCMOTPY B LIENIAX OINpPENEICHUS U
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BBIJIEJIEHUS U3 UX COCTaBa JOKYMEHTOB, NOAJIEKAIUX [IOCTOSHHOMY XPaHEHHUIO.

8.31. OTOOp HJIEKTPOHHBIX ITOKYMEHTOB IS Tepenayd B apXxuB AjamuHucTpanuu MP
OCYILIECTBIISICTCSI B aBTOMATHU3UPOBAHHOM DEXHME IyTeM OTOOpa JOKYMEHTOB M3 0a3 JaHHBIX
nH(popManmoHHbIX cucteM 1o npusHaky "Muanekc nena" ("Cpok xpaHeHus").

8.32. Ilo pe3ynbraraMm SKCHEPTHU3bI LIEHHOCTU JOKYMEHTOB B AJIMMUHHCTPALMH CEIHCKOTO
MOCEJICHUST MPOBOAUTCS O(QOPMIICHHE 1€ U COCTaBISIOTCA OIKCH JIel MOCTOSHHOTO XpaHEeHHS,
BpeMeHHbIX (cBbllIe 10 j1€T) CpPOKOB XpaHEHUS U IO JUYHOMY COCTaBY, a TAK)KE aKThl O BbIAECICHUU
K YHHUUTOKEHUIO JIEJI, HE MOUIekKAIIUX XPAaHEHHUIO.

Onucu aen MOCTOSHHOTO XpaHEHMs, BPEMEHHBIX (cBbllie 10 JIeT) CpOKOB XpaHEHMsI U IO
JUYHOMY COCTaBY, a TaK)K€ aKThl O BBIIEJICHUH K YHUUYTOXKEHUIO JIeJ, HE MOAJIeKAIIUX XPaHEHUIO,
paccmarpuBatorcss  Ha 3acenaHuun  OK  (IIOK) AjgmuHucTpanum — CEIbCKOTO — IOCENIEHHUS
onroBpeMeHHO. CornacoBannbie DK (LI9K) akTel 1 onucyu yrBepKaaroTcs Y MPaBIISIONIAM JIeJIaMU.

8.33. [lema, oOpa3oBaBmMecss B ACATEIBHOCTH AJMHHUCTPALMN CEIBCKOTO IMOCEICHUN
MOJJIeKAINEe XPAaHEHUIO, IPOXOAAT MOJHOE WM YacTuuHoe odopmienue. [lomHomy odopmieHmo
NOJJIEXKAT JieJla BpeMeHHBIX (cBbiie 10 jieT) cpokoB XpaHEHHs U MOCTOSHHOIrO XpaHeHus. Jlenma
BpeMeHHbIX (710 10 j1eT) CpoKOB XpaHEHHUs MOJIeKAT YACTUYHOMY OOPMIICHHUIO.

8.34. IlonHoe odopmieHHE Aeiia Ha OyMa)kHOM HOCHUTEIIC BKITFOUACT:

odopMIIeHHE PEKBU3UTOB 00JIOKKH Jeia 1Mo ¢hopme;

HyMEpAaLUIO JUCTOB B JIEJIE;

COCTaBJICHHE JTUCTA-3aBEPUTEIS JIeTa;

COCTaBJICHHE B HEOOXOAUMBIX CITy4asiX BHYTPEHHEH OMUCH JOKYMEHTOB JI€JIa;

MOJLIUBKY U MEPEIIeT J1eTa;

BHECCHHE HEOOXOIMMBIX YTOUHEHUI B PEKBU3HUTHI O0JOXKKH Jena (yTouHeHne Ha3BaHus (IO
YcTaBy), HHIEKca JeNia, KpailHUX AaT Jielia, 3arojoBKa Jiena).

JIucr-3aBepuTens Jena, BHYTPEHHSS ONKCh JOKYMEHTOB Jieia M 00JIOKKA JIejia COCTABIISIFOTCS
no opmam, ycraHoBieHHbIM [IpaBunamu xpaHeHus.

8.35. Jlena BpemeHHbIX (70 10 7n€T BKIIOYMTENBHO) CPOKOB XpPAaHEHUs, MOJUIEKaIIHe
YaCTUYHOMY O(GOpPMIIEHHUIO, JIOMYCKAaeTCs XpPaHWTh B TalkKax, B KOTOPBIX Jefla XPaHWIHUCh B
JIEJIONPOU3BO/ICTBE, IMEepecucTeMaTH3alus JOKYMEHTOB B JieJie HE MPOBOJUTCS, JHUCTHI JieJa He
HYMEPYIOTCS, JIMCTHI-3aBEpUTENIN JieJla He cocTaBistoTcs. Ha o0mokke nena B COOTBETCTBUM C
HOMEHKJIATYpO JIe71 OpraHu3ali 3aloJIHAIOTCS PEKBU3UTHI: HAaMMEHOBAHME OpraHU3alluy,
HAauMEHOBAHME MOPA3EIICHNUs, MHEKC JI€JIa, 3ar0JI0BOK JIENA, CPOK XPaHEHUsS JOKYMEHTOB.

8.36. Ha o0noxke nien BpeMeHHbIX (cBbilie 10 JieT) CpOKOB XpaHEHHUS U 10 JUYHOMY COCTaBYy
YKa3bIBAIOTCA:

HauMEHOBAaHME OpraHU3aluu

MHJEKC JIe1a 10 HOMEHKJIAType J1e;

HOMEp TOMa (4acTH);

3aroJIoBOK Jefna (ToMa, 4acTH);

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

KOJIMYECTBO JIUCTOB B JIEIIE;

CPOK XpaHEHHUS JIeNa;

apXHUBHBIN Udp Aena.

Ha oOnoxxkax 1enm TOCTOSHHOTO XpaHEHHWs HaJl HauMeHOBaHWeM AnmuHuctpanuu MP
yKa3bIBa€TCsl HANMEHOBAHNE MYHUIIUTIAIILHOTO apXUBa

8.37. IIpu opopmnennn 00JI0XKKH Aerna:

HAaUMEHOBaHME AJIMHUHHCTPALMU CEJIbCKOIO TIOCENEHMsI YKAa3bIBA€TCS IIOJHOCTBIO, B
MMEHUTENIbHOM TaJieXke, ¢ yKa3aHueM O(QUIIUaIbHO IPUHATOTO COKPALIEHHOI0 HAauMEHOBaHHUs (TIpH
€ro HaJIM4YUM), KOTOPOE YKa3bIBAETCs B CKOOKaX MOCIIE MOJIHOI0 HAUMEHOBAaHUS;

MHJIEKC JIeJia POCTAaBIISETCS B COOTBETCTBUM C HOMEHKIIATYpOil J1e1 OpraHu3aluu;

3aroJI0BOK Jiefla IEPEHOCUTCS] M3 HOMEHKJIATYPHI JIeJl OpraHu3aiuu (B HEOOXOAUMBIX CIIydasx
B 3ar0JIOBOK BHOCSATCSI yTOUHEHHUS);

naTel aena (roja(bl) 3aBeJIeHUs U OKOHYaHUS Jeia B IEJIONPOU3BOJICTBE).

[Ipu n3MeHeHnn HaUMEHOBaHUS AJIMUHUCTPALIUU CENTbCKOTO MOCENCHUs B Te€UEHHE NepHuoa,
OXBaTBIBAEMOT'0 JOKYMEHTaMH Jiela, Ha OOJIOKKE Jefa TMOJ MPEKHUM HauMEHOBAHUEM
YKa3bIBAaeTCsl HOBOE HAMMEHOBAHUE, a MIPEeKHEEe HAUMEHOBAHUE 3aKIII0UAETCS] B CKOOKH.

Wupekc nena v 3arojoBOK Jiesia MEPEHOCATCS Ha 00JI0KKY U3 HOMEHKIJIATYyphl Aen. Eciau neno
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COCTOUT U3 HECKOJIbKUX YacTel, Ha 00JI0XKKY KaXKJ0ro ToOMa (4acTH) BBIHOCUTCS OOIIUI 3ar0JI0BOK
Jieria ¥ 3ar0JI0OBOK KaXKJI0M YyacTu (IIpH €ro HAJIMYWH ).

JlaToif pgen, COCTOSIIMX U3 HECKOJBKUX TOMOB (YacTeil), SBISIOTCS KpalHHUE AaThl
JIOKYMEHTOB JieJla, TO €CTh J1aThl (YMCII0, MECSIII, T'0/1) PETUCTPALIUU (COCTABIEHUS) CAMOI'O PAHHETO
Y CaMOro IMO3/IHEro JIOKYMEHTOB, BKIIOUEHHBIX B Aeno. [Ipu 3ToM neHb Mecsina (1Ba 3HaKa) U Tof
(ueThIpe 3HaKa) oOo03HauarTCA apadckuMu udpamu, Ha3BaHHe Mecsla nuiercs cioBoM. Eciu B
JIEJI0 BKJIFOUEHBI JOKYMEHTBI, 1aThl KOTOPBIX BBIXOAT 3a KpallHUE J1aThl Jiea, TO MO/ AaTaMu Jela,
C HOBOM CTPOKH JIeJIaeTCsl 3aruch: "B jeme nMeroTcst TOKYMEHTHI 3a ... Tof(bl)". JlaTel gena MoryT
HE YKa3bIBaThCs Ha 00JIOKKE €T, COIEPIKAIUX, HAIIpUMep, F'0JIOBBIE IUIAHBI M OTYETHI, TAaK KaK OHU
OTpakaroTCsl B 3ar0JIOBKax JIEJl.

Jlatamu nena, coAepKallero NpoTOKOJIbl 3aceJaHuM, SBIAIOTCS JaThl IIEPBOIO U IOCJIEIHETO
MPOTOKOJIA.

Kpaiinumu naramu JIMYHOrO Jena SIBISAIOTCA JaThl NOJANMCAHUS IpUKasa O npueme (mpu
HAJIMYUU TPYIOBOTO IOTOBOpPA - J1aTa 3aKII0UYEHHs TPYI0BOTO JOTOBOPA) U MpUKaza 00 yBOJIbHEHUU
JuIa, Ha KOTOPOe OHO 3aBeleHO. B ciyuae cMepTH nMiia, Ha KOTOPOE 3aBEJEHO JI€10, KOHEUHON
JaTOU SIBNISIETCS J1aTa JOKYMEHTa, U3BEIIAIONIero O ero KOH4YHHE.

PexBm3ut "cpok xpaHeHHs nena" MEpEeHOCUTCS Ha OOJOXKKY Jela M3 HOMEHKIATYPhl Jel
MOCie CBEPKH €ro CO CPOKOM XPaHEHHUS, YKa3aHHBIM B IMEpPEYHE THUIOBBIX JOKYMEHTOB WJIU B
BEJJOMCTBEHHOM II€pEYHE JOKYMEHTOB, C YKa3aHUEM CPOKOB XpaHEHHUSI.

Ha nenax mocTossHHOro XpaHeHus numieTcs: " XpaHUTh HOCTOSIHHO'.

8.38. Ilo okoHYaHUM rojia B HAJIUCH Ha OOJIOXKKAX JI€JI IOCTOSTHHOTO U BPEMEHHBIX (CBBILIE
10 sieT) cpOKOB XpaHEHHUsI BHOCSTCS YTOYHEHHS: MPU HECOOTBETCTBHH 3aroJIOBKa €Nl Ha O0JIOKKE
COJIEP’KaHUIO MOALIUTHIX JIOKYMEHTOB B 3ar0JIOBOK JI€J1a BHOCATCS U3MEHEHUS U JIONIOJIHEHUS.

8.39. B menax obecrieyeHUs COXPAHHOCTH W 3aKpEIUICHUS TMOPSIKa PaclOJIOKEHUS
JIOKYMEHTOB, BKJIFOUEHHBIX B JI€JI0, BCE €r0 JINCThI, KPOME JINCTA 3aBEPUTENSI U BHYTPEHHEN ONMCH,
HyMEpYyIOTCsl apaOCKuMH HH(paMyd BalloBOM HyMepanuei. JIuctel HymepyroTcs TrpaduTOBBIM
KapaHJalloM WM HyMepaTopoM (yHnoTpeOjeHHe YepHUII U IIBETHBIX KapaHJalled A HyMepaluu
JMCTOB HE JIONYCKAeTCs1) CBEPXY BHH3, HU(PHI IPOCTABISAIOTCS B IPAaBOM BEPXHEM YIUy JHCTa, HE
3a/1eBas TEKCTa JOKyMeHTa. JIUCTBI BHYTpEHHEH ONUCH HYMEPYIOTCSL OTJEIBHO.

JIucThl 1€, COCTOAMUX U3 HECKOJIBKUX TOMOB MIIM YacTed, HyMEPYIOTCS MO KaXKIOMY TOMY
WM YacTH OT/EJBHO.

JIOKyMEHTBI ¢ COOCTBEHHON HyMepaliel JMCTOB HyMEpYIOTCs B 001LEM MOpsIIKe.

Jluct moboro ¢opmara, MOAIIUTHIA 32 OJAWH Kpal, HyMepyeTcsl Kak OAWH JIUCT B IPaBOM
BepXHEM yri1y. CII0KE€HHBIN JIMCT pa3BOpauMBacTCA U HYMEPYETCS B IPAaBOM BEPXHEM yriay. JIucr,
CJIOKEHHBIN M MOAMINTHIN 3a CepeInHY, MOAJEKUT MEPEIIMBKE U HyMEpYyeTcs KaK OJUH JIUCT.

Ecin B meno MmoAlIMT KOHBEPT C BIIOKEHUEM, CHadajla HyMEpyeTcs KOHBEPT, a 3aTeM
OuYepeIHbIM MOPSIIKOBBIM HOMEPOM KaXKJ0€ BIOKEHHE B KOHBEPTE.

Ecnu B Hymepauuu auctoB gonyuieHo 6onee 10 ommnbok, Bce nenno Hymepyercs 3aHoBo. [Ipu
ATOM CTapble HOMEpPa 3a4EPKUBAIOTCS, M PAJOM CTaBUTCS HOBBIH HOMEp JIUCTA.

[Ipy Hamuuuu OTAETBHBIX OMIMOOK B HYyMEpalMW JIMCTOB JIOMYCKAaeTcs YIoTpeOieHHe
JUTEPHBIX (C OYyKBEHHBIMHU JIOTIOJIHEHUSMHU ) HOMEPOB JIHCTOB.

8.40. Ilocne 3aBepuIeHHs] HyMEpALMU JINCTOB COCTABIISIETCS JINCT-3aBEPUTEIND JI€N1a, KOTOPBII
pacronaraeTcsi B KOHLE Jena. B nmcre-3aBeputene mudpamMu U TMPOMHUCHIO YKa3bIBAIOTCS
KOJINYECTBO JIUCTOB B JAHHOM Jejie, OCOOEHHOCTH OTIENbHBIX JOKYMEHTOB (HESCHBIH TEKCT,
pa3pbIBbI, CKICHKH).

JIucr-3aBepuTenb Jena IMOAMMCBIBAETCS €ro COCTABUTENEM C YKAa3aHUEM JIOJDKHOCTH,
WHUIMAJIOB ¥ (aMUIINH, 1aThl COCTABIIEHUSI.

KonnyecTBo IMCTOB B Jiene, yKa3aHHOE B JINCTE-3aBEPUTENIE JIEIa, IPOCTABIIAETCS Ha O0JI0XKKE
nena.

Ecnmu neno meperuieTeHO M MOAMIMTO O€3 JIMCTAa-3aBEPHUTENS, TO COCTABJICHHBIM JIHCT-
3aBEepUTEIIb MTOIKJIEUBAETCS K BHYTPEHHEH CTOpPOHE 3aHel 00JI0KKH Jiena.

8.41. lnsa ydyera JOKyMEHTOB ONPEEIICHHBIX KATErOpHil HIOCTOSIHHOI'O ¥ BPEMEHHOTO (CBBIIIE
10 ;meT) cpoKOB XpaHEHHs, y4eT KOTOPHIX BBI3BaH CIEIU(PUKON JOKYMEHTAIIMH, BKIIOYCHHOW B
JIEJI0, COCTABJIIETCA BHYTPEHHSS ONMCh TOKYMEHTOB JI€J1a, IOMEIIaeMasl B €ro Haqallo.

BHyTpeHHsAs onuch BKIIOYAeTCs B Jesia, UMEIOUIMe 0coOyr0 3HaYMMOCTh, a TaKKe B Jelna,
cOopMHpOBAaHHBIE 10 BUIAM JIOKyMEHTOB, 3arojIOBKM KOTOPBIX HE PAaCKpPBHIBAIOT KOHKPETHOTO

42



CoJiep’KaHusl JOKYMEHTOB.

BHyTpeHHss onuCh TOKYMEHTOB Jiea COCTaBIISIETCS TakKe Ha OObEMHBIE JIe1a IOCTOSHHOTO
U BpeMeHHbIX (cBbimie 10 J€eT) CPOKOB XpaHEHHUS B LENAX ydeTa W OBbICTPOro HAXOXKIACHUS
JIOKYMEHTOB B JIEJIe.

B koHIIe BHYTpeHHeH OnKcH yKa3bIBaeTCs U(PpamMu U MPOMUCHI0 KOJTUYECTBO BKIIOYCHHBIX B
Hee JOKYMEHTOB M KOJIMYECTBO JIMCTOB BHYTPEHHEH OMMCH.

BHyTpeHHs1 oIuch JOKYMEHTOB Ji€jla IOANMCHIBAETCS COCTABUTEIEM C YyKa3aHUEM
JIOJDKHOCTH, MHULMATIOB U (paMMJIMM, AAThl COCTaBJICHUS.

Ecnu neno nepemiereHo U noAmuTo 0€3 BHYTPEHHEW ONMUCH, TO COCTaBJIEHHAs BHYTPEHHSSA
OIUCH MOAKJIENBACTCS K BHYTPEHHEN CTOPOHE JIMLIEBOM 00JI0XKKH Jiena.

8.42. JIOKyMEHTBI IOCTOSHHOTO, BpPEMEHHbIX (cBbilie 10 J€T) CpOKOB XpaHEHUS U IO
JUYHOMY COCTaBy, COCTAaBJSIOIIME JI€JI0, IIOMEIIAIOTCA B TBEpAble OOJOXKKH M3 KapTOHa,
MOJIIMBAIOTCS B YETHIPE MPOKOJIA MITH MEPEIIETAIOTCS ¢ YYETOM BO3MOKHOCTH CBOOOTHOTO UTEHUS
TEKCTa BCEX JIOKYMEHTOB, J1aT, BU3 U PE30JIOLUN Ha HUX. Pe3oonun pykoBoACTBa, COCTaBIICHHBIE
Ha OTJENbHBIX JINCTaX, MOMEILAIOTCA Iepen NOKyMeHTOM. IIpu moaroroBke Aen K MOJIIMBKE
(meperieTy) mpoBepsieTcsl MPaBUIBHOCTh MX (POPMHUPOBaHUSA, OPOPMIICHHS, BCE IUIACTHKOBBIE U
METAJTIMYECKHE KPEIUIEHUS], @ TAKKE TEPMOIIEPEIIEThI U3 IOKYMEHTOB yJAJISIFOTCS.

Jlena MOCTOSTHHOT'O XpaHEeHHUs1, COCTOSALIME U3 0CO00 LEHHBIX WM He(OpMaTHBIX TOKYMEHTOB,
MOTYT IPUHUMATHCS HAa XpaHEHUE B 3aKPBITHIX TBEPJBIX MAaIKaX C TPEeMs KJIallaHaMH U C 3aBA3KaMu
WU B KOPOOKax.

8.43. Ilpu mNOAroTOBKE DJEKTPOHHBIX JOKYMEHTOB, OTOOpaHHBIX K II€pefaye B apXUB
AnmuHuctpaiyy MP, BBIIOTHSIOTCS CIIEAYIOLIME OCHOBHBIE MPOLIEAYPbI paOOThI C JOKYMEHTAMHU:

KOHBEPTAIHSI AJIEKTPOHHOTO IOKYMEHTa B (hOpMaT apXMBHOTO JOKYMEHTA;

¢dopmupoBaHue B HMH(MOPMAIMOHHOM  CHCTEME  3JEKTPOHHBIX  JIeJl,  SBJISIIOIUXCS
COBOKYITHOCTbIO KOHTEWHEPOB JJIEKTPOHHBIX JIOKYMEHTOB WM KOHTEHHEPOM 3JIEKTPOHHOIO
JOKYMEHTa, BKJIIOYAIOLIEM: KOHTEHT M METaJlaHHble »JJIEKTPOHHOIO JOKyMEHTa, (aiibl
AIIEKTPOHHBIX MOANUCEH M BHU3YaIM3UPOBAHHYIO KOMMIO TEKCTOBOTO 3JIEKTPOHHOTO JOKYMEHTa B
dopmate PDF/A;

(hopMHpOBaHNE OMKCH NEKTPOHHBIX /1€, JOKYMEHTOB CTPYKTYPHOI'O MTO/Ipa3/IelICHNUs;

IIPOBEPKA BOCIIPOM3BOAMMOCTH JIEKTPOHHBIX JOKYMEHTOB;

MIPOBEPKA IEKTPOHHBIX JOKYMEHTOB Ha HaJIMYHUE BPETOHOCHBIX KOMITBIOTEPHBIX MPOTpamMm;

MIOATBEPKICHUE LIEJIOCTHOCTU 3JIEKTPOHHOIO Jea JJIEKTPOHHOW IMOANMCHIO PYKOBOAMTEIS
CTPYKTYpPHOTO MOJIpa3/iesieHns (MHOTO YIOJIHOMOYEHHOI'O JIMIA), OCYIIECTBIISIONIET0 MOJTOTOBKY
AIIEKTPOHHBIX TJOKYMEHTOB K IIEpeaue B apX1UB OpraHU3aliu.

8.44. DnekTpoHHbIE JOKYMEHTHl TepefatoTcss B apxuB AnMmuuuctpauuun MP  no
UH(POPMALIMOHHO-TEJIEKOMMYHUKAIIMOHHONW CEeTH WM Ha (PU3NYECKH 000COOJIEHHBIX HOCUTENSAX B
COOTBETCTBUU C YCTAaHOBJIEHHBIMHU IIPaBUJIaMH, 0€3 COXpaHEHUS JAHHBIX AIEKTPOHHBIX JOKYMEHTOB
B COOTBETCTBYIOLINX HH(POPMALMOHHBIX CUCTEMAX.

8.45. Onucu ey COCTaBISIOTCSA OTAEIBHO HA JieJla MOCTOSIHHOTO XPAaHEHUs;, JAejia BPEMEHHBIX
(cBbime 10 7eT) cpokOB XpaHEHHUS; Jefia 110 JUYHOMY COCTaBY, JJIEKTPOHHBIE JIea.

Ha nena BpemeHHbIX cpokoB XpaHeHus (10 10 jeT BKIFOYUTEIBHO) OMKUCH HE COCTaBIISIOTCS,
U B apXUB TaKue Jiejia He epelatoTCs.

[Tpu nanmuuu B opranm3zanuu COJ] onucu nen GopMUPYIOTCS B CUCTEME.

8.46. OrtnenbHas ONUCH TMPEJCTAaBIsSET COOOW TepedyeHb OMUCATeNbHBIX CTaTe ¢
CaMOCTOSITENIbHOM MOPSAKOBOW HymepalueH, Kaxaas U3 KOTOPbIX JI0JDKHA BKIIIOYATh CIIEAYIOINE
CBECHMUSL:

MTOPSIAKOBBIM HOMEp JeJIa 110 OIUCH;

UHJIEKC JIeTa;

3aroJIOBOK JieNa;

KpailHuE JaThl J€Ea;

KOJINYECTBO JIUCTOB B JIEJIE;

CPOK XpaHEHHUs JIeNa;

IPUMEYaHUsI.

8.47. Ilpu cocTaBIeHUU OIHUCH JIeN COOMIOAIOTCS CIEAYIONINE TPeOOBaHUS:

3aroJOBKH /1€l BHOCATCS B OIMCh B COOTBETCTBUU C MIPUHATON CXEMOHM CUCTEMaTH3alMU Jell,
3aKpeIJIEHHONW B HOMEHKIJIATYpE AET;
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Ka)KJJ0€ JIeJI0 BHOCUTCSI B OIIUCH I10JI CAMOCTOATEIbHBIM IOPSAKOBBIM HOMEPOM (€Ciu JENI0
COCTOUT M3 HECKOJIbKMX TOMOB MJIM 4acTed, TO KaKIbId TOM WM YacTb BHOCSTCA B OIHUCH IOJ
CaMOCTOSITEJIbHBIM HOMEPOM);

MOPSAA0K HyMEpaluy JIeJl B OIUCH - BAJIOBBIH;

rpadpl OMHMCH 3aIMOJHSIOTCS B COOTBETCTBHHM C TEMH CBEICHHSIMH, KOTOPHIE BBIHECEHBI Ha
00JIOKKY J1ena;

IIPY BHECEHUU B OIIUCH MOAPA] A€ (TOMOB, YacTel) ¢ OAMHAKOBBIMHU 3aroJIOBKaMHU 3arojIOBKU
BCeX /€1 (TOMOB, YacTel) MUUIYTCsSl MOJHOCTbIO; MPH BHECEHHWU B ONMUCH IOCIEAHEr0 3arojioBKa
nobasisercs ciioBo "[locneanuii");

rpada onucu "llpumedanus" UCHoNb3yeTcsl JII OTMETOK O MpUEME eI, OCOOEHHOCTSIX HX
(U3UUECKOT0 COCTOSIHUSA, O Tepenade Aed JPYruM CTPYKTYPHBIM IMOAPa3AeICHUEM CO CCBUIKOW Ha
aKT, O HaJIMYUM KOIU.

8.48. Ilepen BHECEHHEM 3aroJIOBKOB €T B OMUCH IMPOBEPSAIOTCS Ka4eCTBO (POPMHUPOBAHUS U
oopmieHHs e, COOTBETCTBUE KOJUYECTBA [1€JI, BHOCUMBIX B OIHCh, KOJMUYECTBY 3aBEIEHHBIX
JIeJ1 IO HOMEHKJIATYpe J€J1 OpraHu3aluy.

B koHI1e onucu Beien 3a nociieiHel onucaTeabHOM CTaThel 3al0HIEeTCsl UTOroBas 3aluch, B
KOTOPOH yKa3bIBatoOTCs (LM(ppaMy B MPOMHCHI0) KOJTHMYECTBO JIEII, YUCISAIIMXCS M0 OIUCH, EPBbIA
U TIOCJIEHUM HOMEpa JieJl M0 OMNKMCH, a TaKKe OrOBAPHBAIOTCA OCOOCHHOCTH HyMepauuu Ael B
onucu (JIUTEpHbIE HOMEpPA U MPOIYILIEHHbIE HOMEPA).

8.49. IlopsnoK HPUCBOECHUS HOMEPOB OMMCAM /€] YCTAHABJIMBAETCS IO COIVIACOBAHUIO C
apxuBoM Ajnmunucrpauuu MP.

8.51. IIpu cocTaBieHUU ONUCH IEKTPOHHBIX JI€J]1 B OIIUCH BKJIIOYAOTCSL:

MOPSAIKOBBIN HOMEP AJIEKTPOHHOTO €A IO OIHCH;

MH/IEKC JIEKTPOHHOIO JIeNa;

3aroJI0OBOK J1e1a;

naTa jena (Toma, 4acTH);

CPOK XpaHEHHUS JIeNa;

00bEM IIEKTPOHHOTO Jie1a B MO;

pUMEYaHUSI.

B coctase onucu anekTpoHHbIX Aed B COJl dopmupyercst peecTp 3JIeKTPOHHBIX TOKYMEHTOB
(KOHTEWHEpOB ANEKTPOHHBIX JTOKYMEHTOB), B KOTOPOM YKa3bIBAIOTCS CBEICHHS 00 3IEKTPOHHBIX
JIOKYMEHTaX, BKJIIFOUEHHBIX B Ka)KI0€ JIEKTPOHHOE JIENO.

8.52. Onucu nen AIMUHUCTPALIMK CETTBLCKOTO MOCEIEHUS COCTABISAIOTCS B ABYX AK3EMILIApax
Ha OyMa)XHOM HOCHUTEJIE, O/IMH U3 KOTOPBIX NEpeAaeTcsi BMECTE C JIelaMU B apXUB AJIMUHUCTpaLUU
MP, a BTOpoil ocTaercs B KauecTBE KOHTPOJBHOTO SK3eMIUIApa B oOpraHuzanuu. B apxus
OpraHM3alMy TaKKe MEepelaeTcss MO OHK3EMIUIIPY ONHCEH Jell B JJIEKTPOHHOM BHJIE B
penakTupyeMoM ¢dopMare s UCIOIb30BaHUS B JaJbHEWUIIEM JUIsl TOATOTOBKH apXHUBHBIX OMUCEH
Jiel1, TOKYMEHTOB (TOJIOBBIX Pa3/IeoB).

8.53. Jlema mepenatorcsa Ha XpaHeHHe B apxuB AamuHuctpauuu MP B cooTrBeTcTBHH C
rpauKOM Nepeauu J0KyMEHTOB, YTBEPKACHHBIM Y IPABIISIONIUM JIeIaMu.

8.54. Jlena mocTosTHHOTO M BpeMeHHBIX (cBbliie 10 j1eT) CpOKOB XpaHEHHs, JOKYMEHTHI IO
JUYHOMY COCTaBY, 3JIEKTPOHHBIE JOKYMEHTHI IepelaloTcs B apxuB Aamunuctpaiun MP He panee,
YeM uepe3 rojl, U He MOo3HEee, YEM Uepe3 TpH Trojia MOCIIe 3aBepIIeHHs UX B I€JI0NPOU3BOJICTBE.

8.55. PabGoTHuk apxuBa NpoBepsieT MPaBHIBLHOCTH odopmieHus u (HOpMHUPOBAHUSA [el,
MPABWJIBHOCTh COCTABJIEHUS OMHUCEH /e, COOTBETCTBUE KOJIMYECTBA €], BKIIOUEHHBIX B OIKCH,
KOJINYECTBY JIeJl, CPOPMUPOBAHHBIX B COOTBETCTBUU C HOMEHKJIATYpO Jedl.

BrisiBneHHbIE pU MpPOBEpKE HEAOCTATKU B (OPMUPOBAHUU U OPOPMIICHUU J€T paOOTHUKU
00s13aHBl YCTPAHUTH B JIByXHEIEIbHBIN CPOK.

8.56. Ilpuem kaxgoro nena B apxuB AnmuHuctpauuu MP npousBoaurtcs B IPHUCYTCTBHH
CHeLHaINCTa, OTBETCTBEHHOIO 3a AENONpPOU3BOACTBO. [Ipu 3TOM Ha 000MX SK3EeMIUIIpax OMUCH
IPOTHUB KaXKJI0TO JIeJ1a, BKJIOYEHHOTO B HEe, JAeaeTcsl OTMETKA O HaJIM4uu Jea. B KoHle kaxaoro
9K3EMIUIIpa ONUCH B MTOTOBOM 3alMCH yKa3blBaeTCs IU(PpaMU U MPOMUCHIO KOJIUYECTBO
(haKkTHYECKU NMPHUHSATHIX B apXUB €], B TOM YHCIE JJIEKTPOHHBIX, HOMEPAa OTCYTCTBYIOLIUX A€,
Jata TpueMa-lepefayd Jell, a TakKe IOANUCH JHIA, OTBETCTBEHHOTO 3a apxuB, W JIHIIA,
HepeAaBIIero aena.

HtoroBasi 3amuch TOATBEpKIACTCA TMOAMUCAMH pabOTHMKA  apXWBa W COTPYAHHKA,
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nepeaBIIero 1eina Ha OyMa)KHOM HOCHUTENE U SJICKTPOHHBIE JIela.

8.57. Ilepenaya >ME€KTPOHHBIX TOKYMEHTOB B apXxuB AamMuHucTpaiuu MP nipousBoauTcs Ha
OCHOBaHUHU OMHUCEH JIIEKTPOHHBIX JeN M0 WH(OPMAIMOHHO-TEICKOMMYHUKAIMOHHON ceTH (Tpu
HAJIMYUU B apXUBE OpraHu3aly HHQOPMAIIMOHHOW CHCTEMBbI) WM Ha (pU3n4ecku 000COOICHHBIX
MaTepUaIbHBIX HOCUTEIISIX, KOTOPBIE MPEJICTABIISIOTCS B ABYX MICHTUYHBIX IK3EMIUISpax.

8.58. Ha gena ¢ CTEKIIMMHU CPOKaMU XPAHEHHUS B OPTaHU3AIMH COCTABIISIFOTCS MPEIOAKEHHS
K aKTy O BBIJCJICHHH K YHUYTOXCHHIO IOKYMEHTOB, HE MOJICXKAIMUX XpaHeHHio (mo Qopwme,
ycraHoBieHHOU [IpaBuiiamu xpaHeHus).

Ha ocHoBe npeuiokeHni ClenualucTOB COCTAaBIISIETCA aKT O BBIJCJIEHUU K YHUUYTOXKEHUIO
JOKYMEHTOB, HE MOMJEKAIIUX XPAHEHHI0. 3arojiOBKM OJHOPOAHBIX [elI, OTOOpaHHBIX K
YHUYTOKCHUIO, BHOCSTCA B aKT IO OOIIMM 3arojOBKOM C YKa3aHHEM KOJHWYeCTBa [IEll,
OTHECEHHBIX K JaHHOU TpYIIIIE.

8.59. Jlena BKIIIOYAIOTCS B aKT O BBLACIEHUHM K YHUUTOKEHUIO JOKYMEHTOB, HE MOJIEKALIUX
XPaHEHUIO, €CJIH MPEAYCMOTPEHHBIN ISl HUX CPOK XpaHEHHsI UCTeK K | SHBaps roga, B KOTOPOM
cocraieH akT. Hanpumep, 3akonuenHsle B 2014 rony nena ¢ 3-1€THUM CPOKOM XpaHEHHUS, MOTYT
OBITH BKIIFOUEHBI B aKT, KOTOPBIN OyAeT cocTaBiieH He paHee 1 suBaps 2018 roxa.

8.60. Jlena ¢ ormerkoil "JIIK» momiexaT HmOJUCTHOMY NPOCMOTPY B LENSIX BbISBICHUS
JIOKYMEHTOB, MOJJIEKAIIUX MOCTOSHHOMY XpaHEHWIO. BEHISBICHHBIE B TaKUX JieJdaX JOKYMEHTHI
MOCTOSIHHOTO ~ XPAHEHHsSI BBIACISAIOTCS W MPUCOSAUHSIOTCS K OAHOPOJHBIM JIeJlaM WM
bopMUPYIOTCS B CAMOCTOSITENIBHBIE JIeNa.

8.61. AKT 0 BBIJIENEHMM K YHUYTOXEHHUIO JOKYMEHTOB, HE MOMJIEXAIlUX XPaHEHHUIO,
MpelCTaBIsieTcss Ha paccMOTpeHue u coriacoBaHue DK  OJHOBpPEMEHHO C OMNUCAMU 1T
MOCTOSITHHOTO XPaHEHUs U 110 JINYHOMY COCTaBY.

8.62. AKT 0 BBIICICHHH K YHUYTOXKEHHUIO JOKYMEHTOB, HE IMOIJIEKAIIUX XPaHEHHIO,
yTBEpkKAAaeTCA YIpaBiIsAOIUM aenamu, nocie yreepxkaeHus JIIK nena, BblaeneHHbIE IO aKTy K
YHUUYTOKEHHUIO, MOTYT OBITh YHHUTOKEHBI.

8.63. Jlema, mojjexamiue YHHUYTOXEHHUIO, TEPEHAIOTCA Ha mMepepaboTKy (yTUIIU3AIIHUIO).
[lepenava nen opopmiIsieTcs: MpUEMO-CAATOYHON HAKIIATHOM.

[locne yHMUYTOXKEHHS €T B HOMEHKJIAType el MPOCTABISAIOTCS OTMETKH, 3aBepsieMble
MOANKUCHI0 OTBETCTBEHHOTO JIMIIA 32 JAEJIIONPOU3BOACTBO AJMUHUCTPAILIMU CEIBCKOTO MOCEICHUS U
aToM:

"VHanurtoxeno. CMm. akt N oT . [loanuce, naMIMANEL, haMuTus".

8.64. DIEKTpOHHBIE TOKYMEHTHI C UCTEKIIMMU CPOKAMH XPAaHEHHUS TOJJICKAT BBIICIECHUIO K
YHUUTOKEHHUIO Ha OOIIMX OCHOBAHUSAX, MOCJIE YEeTo MPOBOIUTCS UX GU3NUECKOE YHUUTOKECHHUE WU
YHUYTOXXEHUE MPOTrPaMMHO-TEXHUUYECKHUMHU CPEJICTBAMU C COOTBETCTBYIOIIEH OTMETKOW B aKT€ O
BBIJICJICHUH K YHUUTOKEHUIO 3JIEKTPOHHBIX TOKYMEHTOB.

DONEeKTPOHHBIE JTOKYMEHTBI CUMTAIOTCSl YHHUUYTOXEHHBIMH, €CIIM WX HENb3s BOCCTAHOBUTH
cpeacTBaMu MHGOPMAITMOHHON CHCTEMbI Ha HOCUTENSX WH(OPMAIIUY U U3 PEe3ePBHBIX KOMUU.

8.65. AKTBI O BBIJEICHUH K YHHYTOXEHHUIO JOKYMEHTOB, HE TMOJICKAIIUX XPaHECHHUIO,
XPaHATCS MOCTOSHHO B fene GoH/a.

IX. Opranusanus 10cTyna K 10KyMeHTaM M MX HCI0JIb30BaAHUS

9.1. Beinaua nien, HaXOASAIIMXCS HA XPAaHEHUU B AJIMUHUCTPALIMK CEIBCKOTO MOCEJICHHUS, JUIs
O3HAKOMJICHHsI M (WMJTM) JJI1 BPEMEHHOTO MCIOJL30BaHUS B paboTe MPOU3BOIAUTCS IO 3aIlpocam,
MOAIMCAHHBIM CIIEHHAIIMCTOM, 3aIlPALLIUBAIOLIETO JENO.

9.2. llena, MOKyMEHTHI BBIJAIOTCS BO BPEMEHHOE T0JIb30BaHUE PAaOOTHUKAM Ha CPOK He Oosee
OJIHOTO Mecsla.

lNocynapcTBeHHBIM OpraHaM (CyZAeOHBIM, TPABOOXPAHUTEIHHBIM, OpraHaM TOCYJapCTBEHHOTO
KOHTpPOJIA U HA/A30pa) Jieja U OTHEIbHbIE TOKYMEHTBI BBIJAIOTCS Ha OCHOBAHMM HUX MHCHbMEHHBIX
3apOCOB C Pa3peLICHUs IJIABbI CEIBCKOIO MOCENEHUS WIM MHOTO YIOJHOMOYEHHOIO UM JIMIA, 110
aKTaM Ha CpOK He 0oJiee IIeCTH MECSIIEB.

[Ipu HEOOXOAUMOCTH CPOK HCIIONIB30BAHUSI TOKYMEHTOB MOXET OBbITh MPOJIJICH.

9.3. B mmcbMEeHHOM 3ampoce pa0OTHUKOB O BbIJade JOKYMEHTOB (II€J) BO BpPEMEHHOE
MOJIb30BAHME W3JIAraloTCsl MPUYHMHBI, MO KOTOPHIM 3allpalliiBaeTcs 1eslo (IOKyMEHT) U Lelb
WCIIOJIb30BaHMS JOKYMEHTOB, HAXOIAIIMXCS HA ONIEPATUBHOM XPaHEHUHU.
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9.4. Ha BblHaHHOE JI€JI0 3aBOJAUTCS KapTa-3aMECTUTENb, IIOMENIaeMasi Ha MECTO BbIJIAHHOTO
Jena. B Hell yka3pIBaroTCs MHIAEKC Jenla, JaTa €ro BblJauyd, KOMY J€J0 BBIJAHO, JaTa €ro
BO3BPALICHHUS, IPEAYCMATPUBAIOTCA Tpadbl I MOANUCEH B MOTYyYCHUN U IPUEME JeTa.

Ha mecTto M3BATOr0 NOAJMHHMKA JOKYMEHTA BKJIQJBIBACTCS B JI€JO JIMCT-3aMECTUTENb C
YKa3aHHUEM, KOT/la, KOMY M Ha KaKOW CpOK BBbIJIaH JOKYMEHT UM IOJIUCSAMU B MOJyYEHUU U IpUeMe
nena. [Ipu aToM B €510 moMenaercs 3aBepeHHasi Konus JOKyMEHTa.

[Tocne pemienust Borpoca, Il paCCMOTPEHUSI KOTOPOro Jieha (IOKYMEHTBI) M3bIMAIKUCh MO
3arpocaM TOCYJapCTBEHHBIX OPraHOB, MOJJWHHUKU JOKYMEHTOB JIOJDKHBI OBITH BO3BpPAIEHBI B
OpraHM3alHI0 U IIOMEIIEHBI B JIENO.

9.5. DnexTpoHHbIE JOKYMEHThI, HAXOJAILIUECS HAa ONEPATHUBHOM XPAaHEHHWU B 0a3zax JaHHBIX
UH(POPMALIMOHHBIX CUCTEM, BBIIAIOTCS JUIA HCIOJNB30BAaHHMS B BHJEC KOMHHA 3JIEKTPOHHBIX
JOKYMEHTOB B COOTBETCTBUU C ITYHKTOM 2.49 MHCTPYKIIUH.

9.6. Iopsinok noctyna paOOTHUKOB AJMHHUCTPALIMU CEIBCKOTO MOCENICHUS K TIOKYMEHTaM,
pasmemaembiM B COJ] wimm wHON wuHOpManMOHHOW cucteme, ycranaBiambaercss HITA
AJIMUHHCTPAallUd  CEJIbCKOTO  IIOCEJICHUsI,  ONPEACNAINIMMU  HOPSJAOK  SKCIUTyaTaluu
MH(OPMALIMOHHOM CHUCTEMBl, U B COOTBETCTBUU C NEPCOHAIBHBIMU YYETHBIMU 3aIUCSIMU
pabotHukoB B COJ] miu uHoi nHGOPMALIMOHHON CHCTEME.

PaGoTHHKaM, HE UMEIOIIIMM TIpaBa JIOCTYIA K COOTBETCTBYIOMIEH MH(DOPMAIIMOHHOW CHCTEME,
9JIEKTPOHHBIE JIOKYMEHTHI BBIIAIOTCA HAa (PU3NYECKH 00O0COOJIEHHOM HOCHUTEJIE, BBICHUIAIOTCA I10
AJIEKTPOHHOMY aJpecy pabOTHHUKa, 3allpalluBalOIIEero JOKYMEHT, WK UHBIM 00pa3oM.

9.7. CneunanucroM, OTBETCTBEHHBIM 3a JIEJONPOU3BOJCTBO, BBIIABIIUM €0 (JOKYMEHT)
BEJETCSI y4YeT BBIJAHHBIX Jel (JOKYMEHTOB) M KOHTPOJb HUX CBOEBPEMEHHOIO BO3BpaTa.
OJNEeKTPOHHBIE JieNa (JOKYMEHTbI) BO3BpaTy HE MOJIeXkaT.

9.8. PaGoTHHKN AAMHHHCTpAIMK CETHCKOTO MOCEIeHHs 0053aHbl 00eCceunBaTh COXPAaHHOCTh
MOJIYYCHHBIX BO BPEMEHHOE II0Jb30BAHHME JIOKYMEHTOB (7€) Ha OyMaXHOM HOCHTENE U
HCIIOJIb30BaTh MOJNYUYEHHYI0O MH(POPMAIUIO B CIY>KEOHBIX IIEJIIX B COOTBETCTBUU C TPEOOBaAHUSIMHU
JIOKAJIbHBIX HOPMATHBHBIX aKTOB. 3alpelaercs nepeaaya MoJlydeHHbIX JTOKYMEHTOB MM X KOMUN
pabOTHUKAM APYrUX MOApa3AeIeHUN WIN OpraHU3alHi.

9.9. U3bsatue (BbleMKa) TOKYMEHTOB, OOpa30BaBIIMXCS B JCATEIHLHOCTH AJIMUHUCTPAIIU
CEJIBCKOTO TIOCEJIEHHs, IPOU3BOAUTCA B COOTBETCTBHUM C 3aKOHOAATENBCTBOM Poccuiickoin
denepanuu.

9.10. U3batue (BbIeMKa) JTOKYMEHTOB MPOU3BOAUTCS C pa3pelieHus YIpaBIsOLIero JAeaamMu
AJMUHUCTpALIUU CEJIBCKOTO TOCEJIEHUS WM WHOTO YIMOJHOMOYEHHOI'O UM JIMIA C U3BELIEHUEM
CIEUAJINCTA, TOKYMEHTBI KOTOPOI'O U3bIMAKOTCS.

9.11. ®axTt u3bATUA (BBIEMKH) IOKYMEHTOB (PUKCUPYETCSI B IPOTOKOJE (aKTe) H3BbATHS
(BBIEMKHM) JIOKyMEHTOB, KOTOpBI COCTaBJISIETCS HE MeEHee YeM B JIByX OJK3eMIULIpax H
MOJIMUCKHIBACTCA YIOJIHOMOYEHHBIMU NMPEACTABUTEIAMU AMUHUCTPALIUU CEIBCKOTO TOCETIEHUS U
COOTBETCTBYIOILIETO rocyAapcTBeHHOro oprana. K nmporokony (akTy) mpuiaraercst onuch (peectp)
U3BITHIX JOKYMEHTOB (7).

9.12. Ilpu u3BATUM TNOAJMHHUKOB JIOKYMEHTOB B JIEJI0 TOMEIIAETCSl 3aBEpeHHas KOIHUs
JIOKYMEHTa, Ha 000pOTe KOTOpPOH yKa3bIBa€TCS OCHOBAaHHE U3BATHUS MOJJIUHHHUKA, CPOK BO3BpaTa,
JlaTa v MOANUCH pabOTHHUKA, OTBETCTBEHHOTO 33 ((OPMUPOBAHUE U/UIIU XpaHEHHE JieNa.

9.13. TlonnmMHHUK AOKYMEHTA, U3BSATHI W3 Ji€jJa Ha OCHOBE COOTBETCTBYIOIIETO PEIICHUS,
II0CJIE PACCMOTPEHNUS U PELIEHHs] BOIIPOCA, BO3BPALIAETCS B J€JI0, IIPU 3TOM KOS, [IOMEIIECHHAs B
JIEJI0 BMECTO TOJTMHHUKA, U3bIMAETCS.

X. U3roroBiieHue, yuer, MCIOJb30BaHHUE U XPAHEHHE NeYaTei,
IITAMIIOB, 0JJAHKOB JOKYMEHTOB, HOCUTeJIeH 3JIEKTPOHHBIX MOANNC el

10.1. B AAMMHHUCTpAIMM CEIBCKOTO IMOCEICHUS HCIONB3YIOTCA OJAaHKH OpraHU3allMOHHO-
pacropsaUTEIbHbIX JOKYMEHTOB.

10.2. OOpa3upl ONaHKOB JIOKYMEHTOB YTBEP)KIAIOTCA B COCTaBE WHCTPYKIHUU TIO
JeJIONPOU3BO/ICTBY.

10.3. B AaMuHHMCTpanuu CEJIbCKOIO TIOCENEHUs s IOATOTOBKU JIOKYMEHTOB MOTYT
UCIOJIb30BaThCs OJIaHKU JTOKYMEHTOB, U3TOTOBJIEHHBIE THUIIOTPAaQCKUM CIIOCOOOM MIIM CPEACTBaMHU
OTIepPaTUBHOM MOJTUTpaPUH.
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B03MOXXHO HCIOJIb30BaHUE DJIEKTPOHHBIX IIAOJOHOB OJIAHKOB. DJIEKTPOHHBIC IIAOJIOHBEI
0JIaHKOB JIOJIKHBI COOTBETCTBOBATh 00pasliaM OJIaHKOB, YTBEPKACHHBIX INIaBOW AJMUHHCTPALUU
CEJIbCKOTO MOCEJICHUS.

10.4. bnaHku OpraHU3allMOHHO-PACHOPSIUTENbHBIX  JOKYMEHTOB, IPHUMEHSEMbIE B
AJMUHUCTpAllUU CEJIBCKOIO TIIOCENEHMs, HE MOIYT I[epeAaBaTbCsl JPYIMM OpraHu3alusM,
JOJDKHOCTHBIM M (PU3MUECKUM JIULIAM.

10.5. Yopasnstomuii genamu A IMUHUCTPALIUN CEJIBCKOTO MTOCEIEHUS !

oopmisier 3aka3pl Ha H3rOTOBJIEHHE OJAHKOB OpPraHU3allMOHHO-PACIOPSIUTEIbHBIX
JOKYMEHTOB THUITOTPa(CKUM CIOCOOOM MIIM CPEACTBAMU ONEPAaTUBHON MONIUTrpaduy;

OCYILIECTBIISICT XpaHEHHE OJAHKOB OPraHU3alMOHHO-PACHOPSAUTENBHBIX JIOKYMEHTOB H
BbIJIayy UX B CTPYKTYPHbIE IIOJIpa3AeICHUS OPraHNU3allH;

OCYILLIECTBIISICT KOHTPOJIb 32 IPAaBUIBHOCTBIO HCIOJIBb30BAHUS OJAHKOB OPraHU3ALMOHHO-
pacropsiAUTEIbHBIX TOKYMEHTOB.

10.6. B AaMuUHHCTpanMu CEIbCKOTO TIOCEJIEHUSI B COOTBETCTBHMM ¢ DenepaabHbIM
KOHCTUTYIIMOHHBIM 3aKkoHOM "O T'ocymapctBeHHom repbe Poccuiickoit @eneparuun" u ycraBom
AJIMMHHCTpAallMM  CEJIbCKOTO  IOCENEHHMsI  HCIOJIb3yeTcs IedyaTb C  BOCHPOHU3BEACHUEM
['ocynapctBenHoro rep6a Pecniyonuku bamkoprocTan (nanee - nedats AJMUHUCTPALUH CEITLCKOTO
MTOCEJICHHS ).

B AnMuHuCTpanuy CenbCKOro IMOCEIEHHUS MOXKET MCIIONIb30BaThCsl IUTaMI (ILITaMIbl) C
(aKCUMHIIBHON MOANHUCHIO TJIaBbl CEIBLCKOTO MOCEIEHUS U UHBIX JIOJKHOCTHBIX JIULL.

10.7. Ilewatn wu mramnbl AJMUHUCTPALUU CEJICKOIO IOCEJIEHUS HM3rOTaBIMBAIOTCS B
KOJINYECTBE, HEOOXOAUMOM JJISi OCYLIECTBICHHUS CIIELUAINCTAMU BO3JIOKEHHBIX Ha HUX (YHKLHUH.
Pemienne 00 M3TOTOBJIEHWMH M KOJIMYECTBE IK3EMIUIAPOB IMEYaTe M IITAaMIOB MPUHUMAET TJIaBa
CEJIbCKOTO MOCEJICHHUS.

Eciu mnedare wucnonb3yercs B HECKOJBKUX OJK3EMIUIApax, HOMEpP HK3EeMIUIsipa Iedaru
yKa3bIBAETCs B KJIUIIIE I€YATH NP €€ U3rOTOBJICHUU.

10.8. Tleyatpto AIMUHHCTpAIIMU CEIBCKOTO TOCEICHUS 3aBEPSIIOT TMOJIUHHOCTH TOAIMUCH
IJIaBbl CEJIBCKOTO IIOCEJIEHHWS M HHBIX YINOJHOMOYEHHBIX MM JIMI, Ha JOKYMEHTaX M KOINUAX
JIOKYMEHTOB B COOTBETCTBHH C MHCTPYKIUEH.

10.9. [leyatu ¥ mwWTAMIbI BHIAIOTCS JUIS UCIIOJIB30BaHUS paOOTHHUKAM, OTBETCTBEHHBIM 32 MX
HCIIOJIb30BaHUE U XpaHEHHE O]l MOAMNKCH B JKypHaJe ydyeTa reyaTe U ITamIoB. YUeT rneyared u
LITAMIIOB OPraHU3alMK BeJET Y IPaBIAIOIUN 1€TaMH.

10.10. [Ipn ucnonp3oBaHuu B pabOTe MeYaTH U IITAMIIBI XpaHATCS B ceiide paObOTHUKOB
AJMUHUCTpALUU CENBCKOTO TMOCEIEHUs], OTBETCTBEHHBIX 32 XPAaHEHHUE U MCIIOJIb30BaHHUE TeYaTeil u
HITAMIIOB.

10.11. Ilepenava nmeyaTeil ¥ MTaMIIOB TIOCTOPOHHUM JIMIIAM HE JIOIycKaeTcs. BeiHOC nevareit
Y LITaMIIOB 3a MpeJieibl OPraHu3alui BO3MOXKEH B HUCKIIIOUUTENBHBIX CIIydasix MO PEUICHUIO IJ1aBbl
CEJIbCKOT0 MocesIeHus (HarpuMep, IpyU NOANHCaHUH JOTOBOPOB).

10.12. Yopasnsaromuid geinaMu AIMUHUACTPALIMKU CEIBCKOTO MOCEJIEHUS €KErOJHO MPOBEPSIET
colOuto/ieHre pabOTHUKAMU YCIIOBHM MCIIOIB30BAHUS M XPaHEHMS [I€YaTei U IITaMIIOB.

10.13. Ilpumenmue B HErOJHOCTh W YTPATHBIIME 3HAYEHHE I€YAaTH WM IITAaMIIBl MOJJIEkKAT
BO3BpaTy YIpPaBIAIOIIEMY J€JaMH, Ha KOTOPOTO BO3JIOXKEH YYeT IedYaTell M IUTaMIoB, I
HEHTPAJIN30BaHHOTO YHUYTOXKEeHMs. [leyaTw YHUYTOXAIOTCA IO akKTy C COOTBETCTBYIOLIEH
OTMETKOH B )KypHaJIe yyeTa reyaTey U MTaMIIOB.

10.14. [Ins oOMeHa »5JIEKTPOHHBIMH JIOKYMEHTaMU TOCPEICTBOM B AJMUHHUCTpALlUU
CEJIbCKOTO MOCEJICHNS UCTIONb3YIOTCS YCHIIEHHbIE KBATU(UITUPOBAHHbIE YIEKTPOHHBIE TOTNCH.

10.15. TIpu nepenaue AAMUHHCTpAMEN CETBCKOTO MOCEICHUS 3JIEKTPOHHBIX JOKYMEHTOB Ha
AIIEKTPOHHBIN aJpec APYrod OpraHu3aluy, a TaKkKe Uil oOMeHa 3JIEKTPOHHBIMH JIOKYMEHTaMH
nocpenctsoM C3OJ[ B AIMUHHUCTpAlMU CEJIBCKOTO TIOCENIEHUsI HCIIONB3YIOTCSA  YCHICHHBIE
HEKBATU(UIIMPOBAHHBIE AJIEKTPOHHBIC MOANUCH W/WIHA MPOCTHIE JEKTPOHHbIC MOJNKCH (Jajiee -
AJICKTPOHHAS TIOAMKCH) B COOTBETCTBUHU ¢ DenepanbHbIM 3akoHOM OT 6 ampens 2011 r. N 63-03
"O0 sneKTpOHHOM moanucH"

10.16. Dnexktponnslii nokymeHT B COJ] AnMunuctpanuu MP, noanucaHHBIA 3JIEKTPOHHON
MOJNKCHIO, MPU3HAETCS PAaBHO3HAYHBIM JOKYMEHTY Ha OYMaXHOM HOCHTENE, MOJNHUCAHHOMY
COOCTBEHHOPYYHOM TMOAMMCBIO M HMMEET OJUHAKOBYID C HHUM IOPUAMYECKYI0 CHIy IIpH
OJTHOBPEMEHHOM COOJIIOIEHUH CIIeTYIOIINX YCIOBUM:
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KJIFOY TTOANMUCH, OTHOCAILUICS K KOHKPETHOM 3JIEKTPOHHOM MOANMUCH, HA MOMEHT ITOAIIMCAHUS
JJIEKTPOHHOTO JIOKYMEHTa SIBISETCS JIEHCTBUTENBbHBIM (JIOCTOBEPHBIM), HE YTpaTWi cuily (He
OTO3BaH);

MOATBEPK/I€HA TOAJIMHHOCTD JIEKTPOHHON MOAMNKCH B 3JIEKTPOHHOM JIOKYMEHTE;

JaTa ¥ BpeMsl CO37aHus AIIEKTPOHHOM noanucy 3adgukcuposanbl B CO/J1;

3JIEKTPOHHAsS MOJIUCh MCIOJIB3YEeTCSI B COOTBETCTBUM C PACIPECICHUEM IMpaBa IMOIAIUCU
JIOKYMEHTOB MEXIY JOJKHOCTHBIMH JIMLIAaMU U PAOOTHUKAMHU.

10.17. T'enepamuio u XxpaHeHHEe KiIro4er HekBanuduupoBanHod u mpoctoir DI1 B COJI
JIOJKEH OCYIIECTBIATh aqMunuctparop CIO/I.

10.18. Ynopanstonuii genamMu AIMUHUCTPALUU CEIIbCKOTO IMOCEJIEHUS BEAET y4YeT KIIHoYeH
NIEKTPOHHBIX IOANMCEM B CHENUAIBHOM >KypHaje. Bplgada MaTepUalbHBIX HOCHUTEJIEH
3JIEKTPOHHOW MOJNUCH U UX BO3BPAT 110 UCTEYEHUH CPOKA JIEUCTBHS OCYLIECTBIAECTCS MO NOANNCH
paboOTHHKA B KypHAJE.

Buapl 31€KTpOHHBIX MOANMCEHN, UCHOJIB3YyEeMbIX B AJIMHUHUCTPALMM CEJIBCKOIO MOCEIEHUS
YCTaHaBIUBAIOTCS AJMUHUCTpAIUEl CEIbCKOTO MocesieHus U 3akperuisitores B HITA.

10.19. Co3nanue maposei sl TpOCTOM 3JIEKTPOHHOM MOJANUCH OCYIIECTBIISIETCS B MOPSIIKE,
YCTAaHOBJICHHOM JIOKaJIbHBIM HOPMATHUBHBIM aKTOM OPraHU3alliM, YCTAHABJIMBAIOIIUM MOPSIOK
skcryaranuu COJ] 1 ucnonb30BaHusl 3JEKTPOHHBIX MOIMUCEH PH paboTe C TOKyMEHTaMHU.

10.20 Kitou aiiekTpoHHON moanucH, ucnoibp3dyemord B COJI, siBisieTcsi KOH(UACHIHATEHON
uH(pOopMaliel 1 3allUIIaeTcs B COOTBETCTBUU C 3aKOHOIaTeNbcTBOM Poccuiickoit @enepariuu.
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[Ipunoxenne Ne 1

O6pa3zern opopmIIeHHS TOCTAHOBICHHUS AIMHUHUACTPAILIH CEIbCKOTO MOCETICHHS
ATHKOBCKHI CEJIbCOBET MYHHUITUIIAILHOTO paiioHa bypasiHckuii paiion Pecriybnuku bamkoprocran

KAPAP 1IOCTAHOBJIEHUE

20 n. No 20 T.

OO0 yTBepxkaeHun njiana MmeponpuaTHii ("' 10po:KHOI KapThl'') M0 Pa3BUTHIO CHCTEMbI
npo¢ecCHOHATbHOH OPMEHTAMHU 00YYAKIIHUXCH B CEJILCKOM MOCETeHUN ATHKOBCKHUI
ceJIbCOBeT MYHHIIMNIAJILHOTO pailona byp3sanckuii paiion Pecnny0iiuku bamkoprocran Ha
2021 - 2022 roanl

B nemnax.. ITIOCTAHOBIJISET:

(ocHOBaHHME)
1. YTBepauTs...
2. UcniomHUTENAM. ..
3. KoHTposb 32 UCIIOJIHEHHEM HACTOSAIIETO MOCTAHOBJICHUS BO3JIOKHUTH HA....

I'nmaBa cenbCKOro moceneHust

(moamuce) (pacmmdpoBKa MOAMKUCH)

Hcnomuurens
d.1.0.
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[Tpunoxenue No 2

O0pa3zer odopmileHHs pacTiopsKEHUS TIaBbl CEJIbCKOTO MOCEICHU ATUKOBCKHM CEIbCOBET
MYHUIIUIATBHOTO paiioHa bypasuckuit paiion PecyOmuku bamkoprocran

BOHOPOK PACIHIOPPKEHUE
20 # Ne 20 T
Bo ucnonnuue...
(ocHOBaHME)

1. YTBepauTs...
2. [Ipu3HaTh yTpaTUBIIUMU CHILY...

I'maBa cenbCcKOro moceneHus

(moamnuce) (pacmudpoBKa MOANKCH)

Hcnomuurens
d.N.0.
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ITpunoxxenne N 3

MTOPSIJIOK
O®OPMIJIEHUS TPOTOKOJIOB 3ACEJAHUI (COBEIIAHMIA), TPOBOJIMMBIX B
AJMUHUCTPALIMU CEJILCKOT'O MTOCEJIEHUS ATUKOBCKUI CEJILCOBET
MYHULIUIAJIBHOT'O PAMIOHA BYP3SIHCKUIT PAOH PECITYBJIMKU
BAILIKOPTOCTAH

[IpoTokon 3acemanuii (CoBelanuii), MPOBOAUMBIX B AJIMUHUCTPALIMH CEIBCKOTO MOCEICHUS
ATHKOBCKHI CEIbCOBET MYHUIIMITAILHOTO paiioHa byp3sHckuit paiion PecnyOnuku bamkoprocran
(ranee - AaMMHHCTpalMsi), COCTAaBJISIETCS Ha OCHOBAaHUMU 3alMCEW, NMPOU3BEACHHBIX BO BpEMs
3aceJlaHui (COBEIIaHMI), TPEICTABICHHBIX TE3UCOB JIOKIA/I0B U BBICTYIUICHHM, CIPAaBOK, IPOEKTOB
pELICHUH U IPYTUX MaTEPUAIOB.

B AnMuHuCTpanuy NpoTOKOJIBI MOTYT M3/1aBaThCs B MOJTHON WM KpaTkol (hopme (BO BTOPOM
cllydae OITyCKaeTcs XOJ OOCYKIEHHs BOIpoca M (UKCUPYETCS TOJNBKO MPUHATOE IO HEMy
pEIICHHE).

TekcT mo0O0ro MPOTOKOIa, KaK MPABHIIO, COCTOUT U3 JABYX YacTel: BBOJHOW M OCHOBHOH. B
BBOJAHOW YacTU IOJIHOTO MPOTOKOJA YKa3bIBAIOTCA WHUIUANBI, (QaMUIuu Tpeacenarens
(mpeacenaTeNbCTBYIOLIET0), CEKpeTapsi U MPUCYTCTBOBABIIMX Ha 3acelaHuu (cosemianuu). Eciam
KOJIMYECTBO MPHUCYTCTBOBABILMX IMPEBBIIIACT 15 4yenoBek, B BBOJHOW YacTU MPOTOKOJA JIENAeTCs
CCBLJIKA Ha CIIHUCOK, SIBJISIOLINIICS HEOThEMIIEMON YacThO MPOTOKOJIA, HAIIPUMED,

[IpucyrcrBoBanu: 25 ven. (CIMCOK MpUIaraeTcs).

MHorocTpouHble ~ HaUMEHOBaHHUS  JOJDKHOCTEHM, IMPUCYTCTBOBAaBLUIMX HA  3acelaHuu
(coBelaHNM) NeYaTaOTCs Yepe3 OAMH MEKIYCTPOUHBIA HHTEPBAJL.

BBojHas yacTh MOJHOrO MPOTOKOJIA 3aKAaHUYMBAETCSl TOBECTKOW JHS, COJeprKallel MepeueHb
paccMaTpUBaEMBIX BOIIPOCOB, PACIOJIOKEHHBIX B TOPAAKE HX 3HAYUMOCTH, C YyKa3aHUEM
JOKJIaYMKa 10 KaXJI0My paccMaTpuBaeMoMy Borpocy. Borpockl noBectku AHs GOpMyIHpPYOTCS
¢ npeasoroMm "o" ("06"), mewararoTCs OT TpaHMIBI JIEBOTO MOJIA C a03allHBIM OTCTYIIOM H
HYMEpYIOTCsl apabCKUMH LIUPpaMu.

OcHOBHasl 4acTb NMPOTOKOJIA COCTOMT M3 Pa3feiioB, COOTBETCTBYIOIIUX ITYHKTaM IOBECTKH
JHs. TEeKCT KaKA0ro paszena CTpOUTCS MO CXEMe:

Crnymanu:
Beictynunu:
[MocTanoBumu: (Permmm:).

OcHOBHOE co/iep)KaHHE JIOKJIAaJ0B W BBICTYIUICHHH BKIIOYAeTCSI B TEKCT MPOTOKOJIA WIIU
IIpUJIAaraeTcs K HEMY B BHUJIE OTAEIbHBIX MAaTE€pPHAJIOB; B MOCIEAHEM Cllydae B TEKCTE€ IPOTOKOJA
nenaercss orMmerka: "Tekct BbicTyruieHusi npuiaraercs”. [loctaHoBieHue (pelieHue) B TEKCT
IPOTOKOJIa BHOCUTCS TOJTHOCTBIO B TOH (hOPMYIIHPOBKE, KOTOpast OblIa MPUHATA HA 3aCEAAHUU; TIPU
HEO0OXOIMMOCTH MPUBOISTCS UTOTH TOJIOCOBAHUS: ""3a - ., MPOTHB - .., BO3JIEPKAIUCH - ...".

Copneprxanue 0co00ro MHEHUS, BBICKa3aHHOTO BO BpeMs 00CYKIAEHHUS, 3aIHChIBACTCS B TEKCTE
MIPOTOKOJIA TIOCTIE COOTBETCTBYIOLIETO MOCTAHOBJIEHUS (PEIICHMUS).

Cnucok NpUCYTCTBOBAaBIIMX HA 3aceJaHUM (COBEIIAHWU) OTAENAETCS OT OCHOBHOM YacTH
KpaTKOTr0 MPOTOKOJIA CIJIOIIHON 4epTOM.

B ocHOBHOM yacTM KpaTKOro MpOTOKOJAa YKa3bIBAIOTCSI HOMEP BONpPOCAa B COOTBETCTBUU C
MOBECTKOM JTHS, COZIepKaHHE BOIIPOCA U MPUHSATHIE PELLICHUSI.

HaunmenoBanue Bompoca HymepyeTcst puMcKoii g poit 1 HaunHaercs ¢ npeasora "o" ("o0"),
meyaTaeTcsl IEHTpoBaHO pasMmepoM mpudta N 14 u momuepkuBaeTcss OTHOW YEPTOW HIDKE
NOCJEeTHEH CTPOKM Ha pacCTOSHUU He Oonee oaHOro MHTEpBaia. [lox uepToil yka3bIBalOTCS
(GamMuIUM OJDKHOCTHBIX JIMIL], BBICTYNMBIIUX HpPHU OOCYXKIEHHUHM JaHHOTro Bompoca. Damuianu
neyararTces 4yepe3 1 MeXyCTpOUYHbI HHTEPBAIL.

3aTeM yKa3bIBa€TCs IIPUHATOE 110 BONPOCY PELICHHUE.

IIpoTokosl MOANMCHIBAETCS TMPEACENATENbCTBYIOIMM HA 3aceJaHud (COBELIAHMM) U
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cekperapeM. JlaToil MpoToKosIa SBISETCS 1aTa 3aceAaHtsl (COBEILAHuU).

IIpoTokosiaM mprCBanBarOTCs MOPSALKOBBIE HOMEPA B MpEeIax KaIeHIapHOro rojla OTAEIbHO
10 KaXJOU IPyIIIe IPOTOKOJIOB:

IIPOTOKOJIBI 3aceaHui (COBEIaHH) Y IIaBbl CEIbCKOTO IOCEICHMS,;

MPOTOKOJIbI KOMUCCHIA;

IIPOTOKOJIBI COBETOB H JP.

Homepa nocranoBnenuii (pelieHuil), NpUHATHIX Ha 3aceJaHusX (COBEIIAHMSX), COCTOAT W3
HOMEpa IPOTOKOJIa, HOMEPA PACCMATPUBAEMOTr0 BOIIPOCA B MOBECTKE JHS M MOPSIIKOBOIO HOMEpa
MOCTaHOBJICHUS (pEIIeHUs) B IIpejiesiax Bompoca.

K Homepam NpOTOKOJIOB M IOCTAHOBJICHWH (pElIeHUi) MOTyT NpHOaBIsATbCA OyKBEHHBIE
KOJIb.

Konuu mnpoTrokosoB mnpu HEOOXOIMMOCTH pPACCHUIAIOTCA 3aMHTEPECOBAHHBIM OpraHam
MECTHOI'O CaMOYIIPaBJIEHMsI, OPraHU3alusaM, JOJDKHOCTHBIM JIMIIAM B COOTBETCTBUHU C YKa3aTeJIeM
pPacChbUIKH, KOTOPBIA COCTaBISAET M IIONIMCBHIBAET OTBETCTBCHHBIA HCIOJIHUTENb, I'OTOBUBIIHN
paccMoTpenue Borpoca. Konmuu mpoTOKOJIOB 3aBEpsIIOTCS MEeYaThio OTJENa 1O OOLIMM BOIpPOCaM
AJIMUHUCTpALIUH.

[IpunsTHIE pelIeHus: TOBOJAATCS 1O UCIOIHUTENEH B BUJIE€ BHIITUCOK U3 IPOTOKOJIOB, KOTOPbIE
oopMIIIOTCS Ha CTaHJIAPTHBIX JucTax Oymaru (opmata A4 M 3aBepstOTCS NEYaThbl CEKTOpa
OpraHU3aIMOHHON paboThI U JieTonpou3BoicTBa. (O0paser mpuiaraercs).

[IpoTokonbl nedataroTcst Ha OJIaHKE MPOTOKOJA, OOIIEeM OJIaHKe MM CTaHJApTHOM JIUCTE
Oymaru gopmara A4 ¥ UMEIOT CIICIYIOIINE PEKBU3UTHI:

HAaMMEHOBAHME OpraHa MECTHOT'O CaMOYINPABICHUS - AJIMUHUCTPALUs CEIbCKOTO MOCEIIECHUS
ATHKOBCKHI CEIIbCOBET MYHUIUITAIIBHOTO paiiona byp3sHckuii paiion Pecryonmku bamkoprocTan;

BUJ JOKyMEHTa - HPOTOKOJI (€cid MpoTOKon odopmisercs Ha oOmeM OnaHke WM
CTaHJapTHOM JIMCTE OyMaru, cioBO "IPOTOKOJ" IedaTraercss MPONUCHBIMU OYKBaMU B Pa3psIKY,
mpudToM pazmMepoM N 16 1 BbIpaBHUBACTCA MO LEHTPY);

BUJ 3acelaHus (COBELIAaHUS) - OTHENAETCSs OT NPEIbIAYLIEro pPEeKBU3UTA JABYMS
MEXYCTPOUHBIMHA HMHTEpBaJaMHU, MEYaTaeTcs MOIYKUPHBIM HIPUPTOM yepe3 OAUH HHTEpBal U
BBIPABHUBAETCS MO LIEHTPY;

MECTO TPOBEJCHMS 3acelaHusl (COBELIaHMs) - MPH HEOOXOAWMOCTH YKa3bIBaeTcs, y KOTO
IIPOBOAMTCS COBELIAHME WJIM B KAKOM MECTE; NedaTaeTcsl yepe3 JBa MEXIYCTPOUYHBIX MHTEpBaja
nocje pekBu3nTa "Buj 3aceaHus (COBELIaHus)", OTAENAeTCsl OT Hero JMHUEH U BIPABHUBAETCS 110
HEHTDPY,

JaTa 1 HOMep MPOTOKOoJIA - JaTa 0(OpMIIIETCs CIIOBECHO-IIM(POBBIM CIIOCOOOM U IedaTaeTcs
yepe3 JiBa MEXAYCTPOUYHBIX HMHTEpBala HUXKE NPEIBbIIYLIEro PEKBU3UTA; HOMEpP IMPOTOKOJIA
o0o3Hauaercs apabCKUMM HUPPaMHU, MOXKET BKIIOUATh OyKBEHHBIC MHJIEKCHI.

OcHoBHast yacTh MPOTOKOJIA [TeyaTaeTcs yepe3 1,5 Mex1ycTpoyHOro MHTEpBaIa.

Ilonnuck oTaenseTcs OT TEKCTa TpPeMs MEXAYCTPOYHBIMM HHTEpBAJlaMH W BKJIFOYAET
HAaUMEHOBAHME JIOJDKHOCTU JIMIA, MPEJCEeNIaTeIbCTBOBABIIEIO Ha 3acelaHud (COBEIAaHUH), €ro
JMYHOU MOJMMCH, paciIn(POBKY NOAMUCH (MHUIHAIBI U (PaMUITHS).

HaumeHnoBaHue AOMKHOCTH MeYaTaeTcss OT JIEBOM TI'paHUIbl TEKCTOBOIO MOJS 4Yepe3 OJUH
MEX1YCTPOYHBII.

PacimmmdpoBka mnoamucu pacrioyiaraeTcs Ha YpPOBHE TOCJHEIHEH CTPOKM HaMMEHOBaHUS
JOJDKHOCTU ¢ TpobernioM Mexay umHuimanamu u (amunuei. Ilocnenuss OykBa B pacimugpoBke
OTpaHUYMBAETCS TIPABBIM IOJIEM.

I'pud (momeTka orpaHUYeHHUs JOCTYNA K JTIOKYMEHTY) MedaTaeTcs B MPaBOM BEPXHEM YTy
nepBoro Jmcra npotokona. Homep sk3emmisipa medaraercss Huke rpuda (momerku) uepes |
MEXYCTPOUHBI WHTEpBAI W IEHTPUPYETCS MO OTHOWIEHHI0O K Hemy. (OOpasusl odopmieHus
MOJIHOTO U KPAaTKOT0 MPOTOKOJIOB MPHJIAratoTcs).
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[Tpunoxenue N 4

Obpa3zer; opopmiieHHs cbMa A JMUHUCTPALIUH
CEJIbCKOI0 NTOCENeHUsI ATUKOBCKUMN CEJIbCOBET MYHULIMIIAIIBHOTO palioHa byp3sHckuii
parion PecniyOnuku bamkoprocran

BAIIKOPTOCTAH PECIIYBJIUKARBI
BOPIIOH PAMOHDBI
MYHUIIUIIAJIb PAMOHBIHBIH
KEVMEKBAM AYBLJI COBETHI
AYBLI BWIOMOhE XAKUMUOTE

AJMUHUCTPALIUSI CEJIBCKOI'O
MMOCEJIEHUSI ATUKOBCKHUM
CEJIbCOBET MYHULIUIIAJIBHOI'O
PAMOHA BYP3SIHCKUM PAMOH
PECIIYBJIMKHU BAIIIKOPTOCTAH

oT No
Ha Ne oT

PykoBoautrento
Anmunuctpanuu I nassl
PecnyOnuku bamkoprocran

Damumua N.0.
(B maTeIbHOM TAJIEKE)

O pa3zpaboTke miaHa...

B nensx opranuzanum...
Pa3paboTaHsl...

IIpoBeneHsL...

IToaroroBieHsl...

Ha ocHOBaHMM M37105)KEHHOTO MIPOIILY...

I'maBa cenbCKOro moceneHust

(mogmuch)  (pacurmdpoBKa MOAMHUCH)
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IIpunoxenne N 5

AJIMUHHUCTpALIUSI CETbCKOTO MOCENeHNUsS ATUKOBCKHM CEJIbCOBET MyHUIUITAILHOTO pailoHa
Byp3sHckuii paiton Pecniy6auku bamkoproctan

AKT VTBEPXJIALIO

N I'maBa ceabCKOTo MOCeIeHUS
ATHKOBCKHH CEILCOBET
1. ATUKOBO MYHHULIMTNIAJIBHOIO paiiOHa

Byp3asinckuii palion
PecnyOnuku bamkoprocran

O BbIICIICHUH K YHUUYTOXXCHHUIO (monmucek) (pacurudpoBka
TTOITIMCH )

JIOKYMEHTOB, HE MOJIEKAITUX " " 20 T
XPaHEHUIO

Ha ocnoBanum IlepeuyHss THUNOBBIX VYIPABJICHUYECKUX AaApPXUBHBIX JOKYMEHTOB,
o0Opa3yromuxcsi B Ipolecce AESITeIbHOCTH TOCYAapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO
CaMOYTIPaBIICHUS U OpraHU3aIii, C YKa3aHUEM CPOKOB MX XPaHEHHUS, YTBEPKACHHBIM IPUKA30M
®enepanbHoro apxuBHoro areHtTcTa ot 20.12.2019 Ne 236 oToOpaHbl K YHUUTOXKEHHUIO KaK HE
MMEIOIINE HAy4YHO-UCTOPUUECKOU LEHHOCTH M YTPATUBIINE TMPAKTUYECKOE 3HAYCHUE
nokyMmeHTsl ¢oHaa N 102 AIMUHUCTpallMU CEIbCKOTO IOCeNeHUsT ATHKOBCKUN CEIhCOBET
MYHUILIMIIAJIBHOTO pailoHa byp3sHckuil paiion Pecniyonuku bamkoprocran".

n/ | 3aronoBok | Jlata Howmepa Wnpnexc nena | Konnuects | Cpok [Tpn
I | Jena WM | Iena onucen (Toma, yacTtH) | o JIeNl | XpaHEeHHUs Med
IPYNIOBO | WU (HOMeHKJIa 1o (TOMOB, nena (Toma, | aHU
71 KpailHM | Typ) 3a rOJibl | HOMEHKJIATyp | yacTeid) gyacth) u N | e
3arojOBOK | € JAaThkl € Wi cTate 1o
pi(Sh) pi(Sh) N ngema mo NIEPEYHIO
OMNCH
Htoro ell. Xp. 3a TOJBI.

(undpamu 1 MPoONUCHIO)

Omnwucu e MOCTOSTHHOTO XpaHEHHs 3a TOJIbl YTBEPKACHBI, IO TUYHOMY
COCTaBY COTJIACOBAHBI C 9KCIEPTHO-IIPOBEPOYHON KOMHUCCHEH YIIPaBIECHUS IO JAeJIaM apXHUBOB
Pecny6nuku bamkoproctan (mporokon ot " " 20 N _ ).

(HauMeHOBaHHE JJOKHOCTH JIUIA, IPOBOIUBIIIETO (moamnuce) (pacmmdpoBka
MOJIITUCH)

AKCIEPTU3Y IIEHHOCTH JOKYMEHTOB)
n n 2 0 r

COI''TACOBAHO

[TpoTokon [I1OK Anmunuctpauuun

CEeJIBCKOT0 MOCENeHUST ATUKOBCKUN

CEIbCOBET MYHUIIUNIAILHOTO palioHa byp3siHckuii palioH
Pecny6nuku bamkoprocran

or" " 20 T
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N

JIOKYMEHTBI B KOJIMYECTBE en. Xp.

[Tpunoxenue N 6

Komy: PykoBoguresnsim OTAEnoB
oT: ®amumnmus 1.0., r. Oyxranrep
Hara: 17 anpenst 2017 1.

CJHY/KEBHAA 3AIINCKA

B 1mensx mnoBbimeHus 3(P@GEKTUBHOCTH HCIIOJIB30BAaHUS M COKpAIICHHS IPOCTOCB
ABTOTPAHCIIOPTHBIX CPEJICTB IIEHTPA MPOIIY MOJaBaTh 3asiBKM HA aBTOTPAHCIOPTHHIE CPEICTBA
He no3aHee 15:00 nHs, npeAlecTBYOIEro Noe3aKe.

['naBHbIl Oyxranrep N.0. ®amunnus
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[Tpunoxenue N 7
HNEPEYEHbB YTBEPXKJIAEMbBIX JOKYMEHTOB

. AKTBI (IPOBEPOK, PEBU3HIL; CIIMCAHUS; IKCIICPTU3BL; TUKBUAAIIMYA OpTraHU3aIHil).
. I'paduxu (0TIyCKOB, NEXKYPCTB H T.J.).
. UHCTpyKIIMU, TOJKHOCTHBIE HHCTPYKIIUH.
. Knaccugukarops! nadpopmaiim, 10KyMEHTOB.
. MeTtoauueckue peKkOMeH1allii, METOANYECKHUE YKa3aHUsI U METOAHUKH.
. Homenxkuarypa gen.
7. HopMbl U HOpMaTuBbI (BpEMEHH, YHCIEHHOCTH pPaOOTHHKOB, TOPIOYE-CMA30YHBIX
MaTepHUaioB, FJIEKTPOIHEPTHUN ).
8. Onucu e (MoCTOSHHOTO, BpeMeHHBIX (cBbilie 10 J1eT) CpOKOB XpaHEHUS U MO JTUYHOMY
COCTaBy).
9. [lepeunu (moMmKHOCTEH, OpraHU3aluid, BUAOB HH(OPMALIUU, TOKYMEHTOB).
10. [Tonoxenus (o moapa3aeeHUsIX, IPEMUPOBAHUH, ATTECTALINH ).
11. IMopsankwu.
12. IlpaBuna.
13. PersiiameHTsl.
14. YcraBsl.
15. ®opmbl JOKYMEHTOB.
16. llITatHOE pacnucaHue.

AN N B~ W N —
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ITpunoxenne N 8
INEPEYEHDb NTIPUMEPHBIX TOKYMEHTOB, 3ABEPAEMBIX IIEYATBHIO

1. ApxuBHas cIipaBKa.

2. Axrtel (npuemMa 3aKOHYEHHBIX CTPOUTEIILCTBOM  OOBEKTOB, 00OpYAOBaHMUS,
BBITIOJIHEHHBIX Pa0OT, CIIUCAHHUSI, SKCIICPTHU3BI).

3. Konuu M BBIIMCKM W3 JIOKYMEHTOB, BBIJABa€MbIX JUI IPEJICTABICHHUS B JpYyrue
OpraHH3aIiHu.

4. OO6pa3upl OTTHCKOB INe4aredl M moimuced pabOTHUKOB, MMEIOIIMX IPAaBO COBEpLIAThH
(MHAHCOBO-XO035HCTBEHHBIE OTIEPALINH.

5. Ilopyuenus (OromxeTHbIe, OaHKOBCKHE, IIEHCUOHHBIE; IUIATEKHbIE, HTHKAaCCOBbIE B OaHK
Ha MOJy4YEHHE UHBAIIOTHI CO CYETOB, IEPEBO/] BAIIOTHI).

6. IlpencraBnenus M xojaraiicTBa (0 HarpaxJIE€HUM TOCYIAapCTBEHHBIMH Harpajamu U
PEMUSIMH).

7. Peectpbl (4eKOB, HOPYUYEHUH, IPE/ICTABIAEMBIX B OaHK).

8. CnpaBku (0 moxomax (U3UYECKUX JIMI, O BBHIMJIATE CTPAXOBBIX CyMM, O OaJaHCOBOU
CTOMMOCTH OCHOBHBIX (DOHJIOB, MO MEPCOHU(PHUIUPOBAHHOMY Y4eTy, OQPOPMIICHHIO CTPAaXOBBIX
CBUJIETENILCTB, 110 3aIpocaM OpraHu3alui, MO JOKyMEHTaM, MPEAOCTaBIsEMbIM B CYJ, - IO
HEOOXOIUMOCTH).

9. Y nocroBepeHust pabOTHUKOB.
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[Ipunoxenne N 9

IHEPEYEHb
HEPEI'MCTPUPYEMBIX BXOAALIUX JOKYMEHTOB

Ecnu yka3aHHbIE JOKYMEHTHl MOCTYIMJIM C COINPOBOAMTENBHBIM IHCBMOM, IHCbMa
PETUCTPUPYIOTCS B MOPSIAKE, YCTAHOBIEHHOM MHCTPYKLUEH.

1. AHkeTs! (pe3toMe), HarpaBiisieMble B LIETSX TPYIOYCTPOHCTBA.

2. Byxranrtepckue JOKyMEHTHI (OyXxranrepckas OT4E€THOCTh, CUeTa, cueTa-(QaKTypbl, aKThI
CBEPKM B3aMMOPACUETOB, aKThl IPUEMKHU-TIEPEIaul OCHOBHBIX CPEICTB, TOBAPHbIE HAKIIAHBIE).

3. T'OCTbl, TEXHUYECKHE pErJaMEHTbl, PYKOBOIALIUE M JpYrHe JOKYMEHTHI I10
TEXHUYECKOMY PEryJIMPOBAHUIO U CTaHAAPTU3ALINY.

4. I'paduiku, HApSIBI, 3aBKU, Pa3HAPSIKH.

5. JlokyMeHTBI (IIPOEKThl JOKYMEHTOB), TpeOylolMe NOANUCaHus (COrIacoBaHMUs,
YTBEPAKACHUSI) U TIOCIIEAYIOLIETO BO3BpATa.

6. KoHkypcHas 1OKyMeHTauus.

7. HayqHO-TeXHHUYECKas U IPOECKTHAs JOKYMEHTALM.

8. Koppecnonnenuus, agpecoBanHas pabOTHUKAM OpraHU3aluu ¢ moMeTkon "JInuno".

9. IlewarHble u3gaHus (KHUTH, XKYPHAJIbl, ra3eThl), KaTalor'u, TEXHUUYECKas JIUTEpaTypa,
TEMaTU4YeCKHE U clielalbHble COOPHUKH, IIIAKATHI.

10. ITo3apaBUTENBHBIE TMCHMA U TEJIETPAaMMBbI, OJIaro1apcTBEHHBIC TUChMa U TEJIETPaMMBI,
HPUTITIACUTEIbHbBIE OMIICTHI.

11. IlpelickypaHThbl.

12. IIpurnacutenbHble OUIEThI, TPUTJIAIECHUS.

13. Ilporpammbl KOH(pEpEeHIIH, COBEILIaHUH.

14. Pexnamuble MaTepuasl (IUCbMa, JINCTOBKH, IPOCIIEKTHI, OYKIIETHI).

15. YuebHble m1aHbl, IPOrpPaMMBI.

16. ®opmbl 1 O1aHKH, B TOM YHUCIie POPMBI CTATUCTUYECKON U HHOW OTYETHOCTH.
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