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PECITYBJIMKA JATECTAH
AIMUHHUCTPALIUSI MYHULIMTTAJILHOT'O OBPA3SOBAHMUSI
«YHIOYKYJbCKHUU PAUOH)»
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MOCTAHOBIUEHMUE

o1 «22 » Q’J&/QL&EZOH r. N 59

06 yreep:xaennu MncTpyKkuuu no A€J10NIPOU3BOACTBY B AAMHHHCTPALHH
MYHHUHOATBHOr0 00pa3oBanus «YHIYKYJIbCKHI paiion»

B nensix ycraHoBneHus ejuHbIx TpeGoBaHHIT K 0IOTOBKE, 00paboTke, XpaHEHHIO
M UCIONB30BaHHUIO JOKYMEHTOB, IOATOTOBIEHHBIX Ui OOECHeYeHMs HeSTelbHOCTU
AIMHUHHUCTpAIHH MYHULUTATBHOTO o0pa3oBaHus «YHIlYKYJIbCKHIH  paiion»,
COBCPILICHCTBOBAHUA ~ NEJIONMPOM3BOACTBA W IOBBIICHHUS ero  >()(PeKTUBHOCTH,
AJIMMHHCTpAIHS MYHHLMIAIBHOTO oOpazoBaHus «YHUYKYJIbCKHI paion»
NMOCTAHOBJISIET:

1.YTBepautn MHCTpyKUMI0O TI0  JelonpousBOACTBY B AJIMUHHUCTpAIHH
MYHHULMIIANEHOTO 00pasoBanHus « Y HILYKYJIbCKUii paiion (COracHo IIPUTIOKEHHUIO).

2.PyxoBonurensm CTPYKTYPHBIX - MOJpa3jeeHHH AZIMUHMCTpAIUK
MYHHLUNATBHOTO 00pasoBanus «YHUYKYIbCKUM paifoH» (mamee — AJIMUHHCTpALHs)
obecrnieunTs cobmonenne UHCTpyKLHH.

3.Ycranosiennsle MHCTpyKuuel TpeGoBaHMs SBISIOTCS OGS3aTE/IbHBIMU BCEMMU
pabOTHHKAMH AJMHHMCTDALIMH, B TOM YHCIe MYHULMIIATBHBIX NPEANPHATHI U
YYPEKICHHUH, TTOABEJOMCTBEHHBIX AJIMHUHUCTPALMM, OCYIIECTBISIOMHX IIOATOTOBKY
[TPOEKTOB IOKYMEHTOB 34 IOANKMCHI0 MYHHIUIIAIBHBIX CITYXKAUMX AJMUHUCTPAIHH.

4 Pasmectuts  MHCTpykumio Ha  oduuMambHOM  caiiTe AJMUHUCTpALUH
MYHUIMIAIBHOTO 00pa3oBaHusl « Y HIYKYIbCKUH paiiony.

5.KoHTpoJIb McroTHEHHS HACTOSAIIErO TOCTAHOBIEHHUS OCTABJISIO 32 COBOIA.

fnaBa MO

«YHIYKYJbCKHI paiion» H. M. Hypmaromegos



IIpunoxenue

Y1BepxaeH
MOCTAHOBIICHUEM aIMUHUCTPALIMH
MO «YHLYKYJIBCKUH paiioH»

oT No

UHCTPYKIUA
0 1eJI0ONPOH3BOACTBY B AIMHUHHCTPALIHH
MYHHIIHIAJBHOTO 00pa30BaHHA «YHIOYKYJIbCKHI paiion»

I. O0mmue mooKeHHS

1.1. Hacrosimas MHCTPYKLMS MO JETONPOU3BOJICTRY B JIMUHUCTPALIMM MYHULIMOAIBHOTO
oOpa3oBaHus «YHIYKYJbCKUM paiion» (najee - MHCTPyKIMs) MOJArOTOBICHA B COOTBETCTBHH C
[IpaBunamu  1€n0NPOM3BOACTBA B TOCYApPCTBEHHBIX  OpraHax, OpraHax  MECTHOIO
CaMOYIpAaBIIEHHs, YTBEPkKJACHHbIMU npukazoMm @ejiepalbHOr0 APXUBHOIO AreHTCTBA OT
22.05.2019 Ne71, MeroauvyecKUMH PEKOMEHJAIMSIMM 10  pa3pad0TKe MHCTPYKLUMHA 10
JEIIONPOU3BOACTBY B TOCYJApCTBEHHBIX OpraHax, oOpraHax MECTHOIO CaMOYIIpaB/eHUs,
YTBEPKJIEHHbIMU T1pukazoM @DenepansHoro apxuBHoro areHtctBa ot 24.12.2020 Nel99,
1'OCTom P 7.0.97-2016 «Cucrema crangaproB 1o wuHGopmauuy, OHOIHOTCUHOMY H
W31AaTEIIBCKOMY JICJIY» M UHBIMH HOPMaTHUBHBIMU IIPaBOBBIMU akTamu Poccuiickoii Penepaunu u
PecnyOnuku Jlarecran.

1.2, MHCTpyKIMSA 1O [EJI0NPOM3BOJICTBY pa3pa0oTaHa B LENSIX COBEPUICHCTBOBAHUSA
JCIIONPOU3BOJICTBA M MOBBIICHHA d(PGHEKTHBHOCTH paboThl ¢ JOKYMEHTaMU  IIyTeM
peraMeHTaluy Ha eUHOM 1IpaBOBOM M METOIMYECKOM OCHOBE IIPaBUII IIOATOTOBKH JI0KYMEHTOB,
OpraHu3allii HMX TEKYyIIero XpaHeHHs M I0JrOTOBKE K liepejaye B apXuB AIMUHHCTpaIHH
MYHHUIHUIATBEHOT0 00pa3oBaHus «YHIYKYJIbCKUH pailon» (nanee - AJIMUHUCTPALIU).

1.3. IlonoxkeHus: MHCTPYKLMH MO JEIONPOU3BOJACTBY IPUMEHSIOTCS K OyXrairepckoi,
KaJ[pOBOH M JPYroi CIICIHAJBHON TOKYMCHTallMM B YacTH OOIIMX MPHHIUIOB pPaboTHl ¢
JJOKYMEHTaMH, TakyK€ pacrpoCTpaHsIOTCs Ha Opranu3anuio paboTsl ¢ JOKYMEHTAMU HE3aBUCUMO
OT BHJI@a HOCHTEJA, B TOM YHCJIE C ICKTPOHHBIMH JTOKYMEHTaMH, BKJIIOYass HMX IOJTOTOBKY,
00paboTKy, MCIOJIHEHHEe, KOHTPOJb 32 MCIIOJHEHUEM, XpaHEHHE, OCYILECTBIsAEMbIE C
TIPUMEHEHHUEM CHUCTEMBI 2JICKTPOHHOTO JOKyMeHToobopoTa (anee - COJI).

1.4. Tlono>xeHUsT MHCTPYKIIMM HE PaCHpPOCTPAHSIOTCS Ha OpraHu3anuio pabdoThl ¢
JOKYMEHTAMH, COJIep)KalllMMU CBEJCHUS, COCTABJIOIME TOCYJapcTBEeHHYIO Tainy. ITopsaok
paboThl ¢ JOKYMEHTaMH, COJEp)KAIUMU  CIy)KeOHYyI0 HHQOpPMAIHI0O  OrPaHHYEHHOIO
pacrpocTpaHeHus, ompeseseTcss COOTBETCTBYIOUICH HHCTPYKIMEH Mo 00eCHeueHUI0 pexuma
CEKPETHOCTH.

Conepskanue ciayKeOHBIX JOKYMEHTOB HE MOMJICKHUT pasrnameHuto. C JIOKyMeHTaMu
MOTYT OBITh O3HAKOMJIEHBI JIH1IA, UMEIOLIHE HEMOCPEACTBEHHOE K HUM OTHOIIECHHE. 3HAKOMUTS C
COJIEPIKAHUEM JIOKYMEHTOB JPYIUX JIMI| WIHM [PEACTABIATh JOKYMEHTHl JUIA OITyOJIMKOBaHHA B
IeyaTH JOIMYCKAeTCs TOJBKO C IMCBMEHHOTO pa3pelleHus! pyKOBOACTBA AIMUHUCTPALIMH.

1.5.Ilopsanok paccmoTpeHus oOpaiieHuii rpaxaan Poceniickoit @eaepanun, HHOCTPAHHBIX
rpakiaH, JUI 0e3 rpa)IaHcTBa, 00bCAMHCHUI TpaXkaH, B TOM YHCIIE IOPUIMYECKUX JIMIL (Jaee
- o0palleHne rpax/1aHiHa, OpraHu3aliy) yCTaHaBIMBaeTCs B AJIMUHUCTPALIUY B COOTBETCTBUM C



OenepanbHbiv 3aK0HOM 0T 2 Mast 2006 r. N 59-03 "O nopsike paccMOTpeHHs 0OpaleHuit
rpaskaan Poccuiickoi ®enepanmn”.

Opranuzanus, BeleHHe M COBEPIIEHCTBOBAHME JICIONPOU3BOICTBA HA OCHOBE €IUHOIL
MOJUTUKH ¥ NIPHHIMIIOB, IPUMEHEHHE COBPEMEHHBIX MH(OPMAIIMOHHBIX TEXHOJIOTHIA B paboTe ¢
JOKYMECHTaMU, METOJMYECKOE PYKOBOACTBO MU KOHTPOJIbL COOMIONCHUS YCTAHOBJIEHHOTO IIOPsi/IKa
paboThl ¢ JOKyMEHTAMU B CTPYKTYPHBIX HOAPA3JCNeHHSAX AIMHHHUCTPALUH OCYIIECTBISCTCS
YpasienueM jenamMu AJIMUHACTPaLUH (Jaee - YipaBieHue).

DOYHKIWY, 3a/1a9H, TIpaBa U OTBETCTBEHHOCTh YTIPABJICHHS PErIAMEHTHPYIOTCS MOJIOKCHHEM O
HEM, JI0JUKHOCTHBIE 00s3aHHOCTH paGOTHHKOB YIIPaBJIE€HHs yCTAHABJIMBAIOTCS JOKHOCTHBIMU
UHCTPYKIUSMH.

OTBETCTBEHHOCTh 332 OpPraHU3AIMIO JEJIONPOU3BOJICTBA, COONIONCHUE YCTaHOBAECHHBIX IIpaBui
padoTBl ¢ TOKYMEHTAMM B CTPYKTYPHBIX MOAPA3ICICHUAX AJIMHHUCTPAIIMH BO3JIATAeTCS HA MX
PYKOBOJIUTEIIEH.

Hemocpeacrsennoe  BeeHHE — EIONPOM3BOJCTBA B TOJpAsJEICHUIX  AJIMHHHCTPALEHN
OCYUIECTBJISIETCS JICTONPOM3BOAMTEIEM WM UHBIM pabOTHUKOM MOJpa3AeieHus, Ha KOTOPOIo
BO3JIOXKECHBI 00s3aHHOCTH 10 BEICHHIO [ICJONPOM3BOACTBA (Jajiee - JICJIONPOU3BOIMTEID
MoApa3AeIeHus).

Ha mnepuon oTmycka, KOMaHIMPOBKM, OOJNIE3HM WJIM B CiIydac YBOJBHCHHS pabOTHHKH
CTPYKTYPHBIX [10/Ipa3/ie/IcHuii opraHuzanum o0s3aHbl INepe/aBaTh BCE HaxoslMecs Ha
UCIIOJIHEHHH JIOKYMEHTBI AEJIOIPOU3BOIUTEIIO TOPA3ACACHAS WIH IPYroMy pabOTHHKY I10
YKa3aHHMIO PYKOBOJMTEIS OApa3IeeHuUs.

IIppu cMeHe [JeI0MPOU3BOJIUTENST IOJAPA3/EIeHUs] COCTABISETCS AaKT TpHeMa-nepenauu
JOKYMEHTOR M JIeJ.

Copnepikanne cinyKeOHBIX JOKYMEHTOB HE IOMJISKUT pasriamieHuo. BsaumoneiictBue co
CpeJicTBaMU MaccoBOM MHGOpMaLuK, nepeiaya UM Kakoi-1m60 uHpopMaIu Win JTOKyMEHTOB U
UX KONMH JIOIIyCKAaeTCs TOJBKO C paspelleHds IJaBbl AJMUHUCTpPAllMM WIM HHOIO
YIOJHOMOYEHHOT'0 UM JIOJKHOCTHOT'O JIMILIA.

PaGoTHUKM ~AJIMHHUCTpAllMM HECYT JMCHMIUVIMHAPHYIO, aJMHHHCTPATHBHYK) W  HHYIO,
YCTaHOBJIEHHYIO 3aKoHO/arelbeTBOM Poceniickoit @enepaiiiii, OTBETCTBEHHOCTh 3a HApYyIIEHHE
CPOKOB XpPaHEHUsl JOKYMEHTOB, YTpaTy U HECAHKIMOHHUPOBAHHOE YHHMUYTOXKEHHE CIIyKEOHBIX
JIOKYMEHTOB.

Ilpu yrpare MOKYMEHTOB JIEJIONPOU3BOIUTENL MOJpa3elicHusT UHOOPMHUPYET PYKOBOJUTEINS
CTPYKTYPHOTO IOApa3/elieHNs U YIIpaBIIEHUE, I0CIIE YEI0 OPraHu3yeTCsl pO3bICK JJOKYMEHTOB.
Ecnn po3bICK /IOKYMEHTOB HE JaeT pe3y/bTara, COCTaBIAETCS aKT, B KOTOPOM YKa3bIBalOTCH
JIaHHBIE YTPAa4eHHOI'0 JTOKYMEHTA, a TakKe 00CTOATENBCTBA, MPU KOTOPHIX MPOU30ILIA yTpaTa,
10C/Ie Yero MpearpuHUMAalOTCs Mephl M0 3aMElIeHHI0 JaHHOTO JIOKYMEHTa 3aBEpPEHHON Kornuei
JIOKYMEHTA.

IpaBuiia paboThl ¢ JOKyMEHTAMH B CUCTEME DJIEKTPOHHOTO I0KYMEHT0000poTa AJIMUHUCTPALUH
(naee - CHOJ1) u uHBIX MHGOPMAIMOHHBIX CHCTEMaX, B KOTOPBIX OCYIIECTBIIACTCA CO3/IaHUE
(BKJIIOYEHME) U XpaHEHHWE JOKYMEHTOB, HE JODKHBI BXOJUTh B MPOTHBOPEYHE C MOJIOKCHUAMM
Hacrosed Mucrpykiuu.

OcHoBHBIE MOHATHA

B MHCT]JYI{HI/IH IMPUMCHAKTCA CIICAYIOIINC OCHOBHEBIC ITOHATHA:

AOKYMEHTHUPOBAaHUC - CPI/IKCEIL[HH I/IH(b()pMElLll/lH Ha MaTCpHalIbHBIX HOCHUTE/IAX B YCTAHOBJICHHOM
TMOpsAIKE,

ACTTONPOU3BOACTBO - JCATCIILHOCTD, 066CH€LII/IB&K)IU,35{ CO3J1aHHUE O(i)lrll_lﬂaﬂbeIX JAOKYMECHTOB U



OpraHu3aIHio paboThl ¢ HUMH;

JOKYMEHT - OQUUUAIBHBIA JOKYMEHT, CO3/IaHHbI TOCYJapCTBEHHBIM OPraHoOM, OpPraHOM
MECTHOTO CaMOYIPaB/JCHHUA, IOPUAMYECKUM WIM GU3MYECKHMM JHIOM, O(GOpPMIEHHBIH B
YCTaHOBJIEHHOM MOPSAKE M BKIIOUEHHBIH B IOKYMEHTOOO0POT A IMUHHCTPAITHH;

3JIEKTPOHHBIH JOKYMEHT - JIOKYMEHT, B KOTOpPOM HH(pOpMaIUs Ipe/ICTABIeHa B HIEKTPOHHO-
1M poBoit popme;

aBTOP JIOKYMEHTA - GHU3UYECKOE HIH IPHIHYECKOE JTUII0, CO3/aBIICe JOKYMEHT;

BHJ JOKYMEHTa - IPHHAUICKHOCTh HOKYMCHTa K OIPENEJICHHON TIpyIIe TOKYMEHTOB IIO
IpU3HAKAM COZIep>KaHus U LIe1eBOro Ha3HaueHus;

Od)OpMI[EHHe JOKYMCHTA - IIPpOCTABJICHHUC HGOGXOI[I/IMBIX PCKBHU3NUTOB, YCTAaHOBJICHHBIX
MpaBUIaAMU JOKYMEHTHPOBAHHS;

3JIEKTPOHHAs IUQPOBAst MMOIIUCH - PEKBU3UT MIEKTPOHHOTO JJOKYMEHTA, Npe/THa3HaYeHHbIH 11
3alUThl JAHHOTO OHJIEKTPOHHOTO JIOKYMEHTa OT IIOJUICJIKH, IIOJIyYE€HHbIH B pe3yibTare
Kpunrorpaduyeckoro npeoOpa3opaHus HHGOPMAIMM € HCIOJB30BAHHMEM 3aKpBITOIO KIIOUYa
JICKTPOHHON IIM(MPOBOI MOANMCH U TTIO3BOJISIIOINUI MIEHTU(QHUIIMPORATh BIa/iebla cepTudUKaTa
KoY IIOJAIKUCH, a TAKIKE YCTAaHOBUTH OTCYTCTBHE HMCKaKEHHSA HH(OPMALUU B 3JIEKTPOHHOM
JOKYMEHTE;

PEKBU3UT JJOKYMEHTA - 0053aTeIBHBIN 2JIEMEHT 0 OpMIIEHUS JOKYMEHTA;

OnmaHK JOoKyMeHTa - Ha0op peKBU3UTOB, MIACHTUOUUUPYIOLIMX aBTOpa O(UIMAIBHOIO
ITUCBMEHHOTO JJOKYMEHTA;

NO/UIMHHUK JIOKYMEHTA - IePBbI WK eIMHCTBEHHBII IK3EMILISP JOKYMEHTA;

KOIMSL JIOKYMEHTa - JIOKYMEHT, IIOJIHOCTBIO BOCIIPOU3BOJASIIME HH(POpMAIMIO II0JUIMHHUKA
JOKYMEHTA W €r0 BHEIITHUE NPU3HAKH, HE UMEIOIINI FOPUIMYECKOI CUIbL;

3aBepPEeHHas KOIMs - KOIMS [OKYMEHTa, Ha KOTOpOil B COOTBETCTBMM C YCTaHOBJIEHHBIM
MOPAIKOM IPOCTABIAIOT HEOOXOMMBIC PEKBH3UTHI, MPHIAIOIIHE € FOPHINYECKYIO CHILY;
oOpallieHUe TIpakJaHHHA - HampaBICHHBIE B TOCYJApCTBEHHBI OpraH, OpraH MeCTHOIO
CaMOYTIpaBJICHUA UITH JOJHDKHOCTHOMY JIMIY MHUCEMCHHEIC TIPEJJIOXKEHNA, 3a4BJICHHUE WIIH Kato0a.,
a TaKkKe YCTHOe oOpallieHMe TpakJaHMHA B TOCY/JapCTBEHHBIH OpraH, OpraH MCCTHOTO
CaMOyTIpaBJICHUS;

IOpU/IMYecKas CWia JIOKYMEHTa - CBOMCTBO OQUIMAIBHOIO JOKYMEHTa, CO000IIaeMoe eMmy
JICMCTBYIOIMM 3aKOHO/IATETLCTBOM, KOMIIETEHITUEH W3/IaBIIET0 €ro OpraHa M YCTaHOBJIEHHBIM
MOPSIKOM 0hOPMIICHHS;

yHu(UIIMpoBaHHas ¢opMa JOKYMEHTa - COBOKYITHOCTh PEKBH3HTOB H THIIOBBIX (DparMeHToB
TEKCTa JIOKYMEHTa, YCTAaHOBJICHHBIX B COOTBETCTBMM C peEIIaeMbIMM B JaHHOH cdepe
JOCATCIBHOCTH 3agadaMHd M pacIIOJIOKCHHBIX B OHNPCHCICHHOM IIOpSJAKE HAa HOCHTCIC
uHdopMarmm;

mabiaon  Omanka  (yHuduuuposanHoi  Qopmbl  JOKyMeHTa) -  ONaHK  JOKyMEHTa
(yauduimposannas ¢popma JOKyMEHTa), IPEICTABICHHbII B AJIEKTPOHHOH opMe;
JOKYMEHTOOOOpPOT - JIBMIJKEHHE JIOKYMEHTOB € MOMCHTa HMX CO3JaHUA WIH TIOJNYYCHHS [0
3aBEPIISHMS UCIIOJHEHHS, TOMELIEHUS B JIeJI0 U (MJIN) OTIIPaBKU;

00bEM JTOKYMEHTOO0OpOTAa - KOJIMYECTBO JOKYMEHTOB, IOCTYIHBIIMX B OpraHM3aldio M
CO3JIaHHBIX €10 3a ONpeie/IEHHbIH ITepuo/;

perucrpanus JOKYMEHTa - MPHCBOCHHE MOKYMEHTY PEruCTPallMOHHOIO HOMEpa M 3alucCh B
YCTAHOBJICHHOM ITOPAOKE CBEJICHUH O JOKYMEHTE!

HOMEHKJIaTypa JieJl - CHCTeMaTH3HMPOBAHHBINA Mepedenh HaMMEHOBAaHUH Jiell, GopMHUPYEMBIX B
AJIMMHUCTpAIINH, C YKA3aHHEM CPOKOB UX XpaHEHHS;

IKCIIEPTH3a IIEHHOCTH JOKYMEHTOB - M3Y4Y€HHME JOKYMEHTOB Ha OCHOBAHHH KPHUTEPHEB HX
[IEHHOCTH B IEJISX ONpPEAEIeHUs CPOKOB XPAHEHUS JOKYMEHTOB 1 0TOOpa UX JUISl BKIIOYEHHS B



coctas ApxusHoro ¢onya Pecryonmnku Jlarecran;

JIENI0 - COBOKYIHOCThL JOKYMEHTOB WM OT/E/IbHBIA JOKYMCHT, OTHOCSILHMECS K OJHOMY BOIMPOCY
WJIH YYaCTKY JAeATebHOCTH;

(bOpMPIpOBaHHC A€lla - I'PYHNINHPOBKA HCIOJHEHHBIX JAOKYMCHTOB B JACJI0O B COOTBETCTBHH C
HOMEHKJIATYpOii Je;

ciykba J1eJIONpOM3BOJACTBA - OTJAEN, Ha KOTOPbI BO3MOXKEHB (DYHKIMH 10 BEAEHHIO
ACJIONIPOU3BO/ICTBA, a TAKKE JIMLIA, OTBETCTBCHHLIC 3a BEJCHHUE JEIIONPOU3BOJICTBA B JIPYIHX
CTPYKTYPHBIX HOJPA3ICACHUAX AJIMUHUCTPALHH.

Busa - peKBU3UT, BLIPAXKAIOIINIA COTTIACHE HITH HECOTIJIACHE IOJKHOCTHOTO JIMIIA.

JlokymeHTHpOBaHHE YNIPABJEHYECKOMH 1esITeJIbHOCTH

JlokyMeHTbI AAMHUHHCTPAIHHA

CocraB JI0KyMEHTOB, 00pa3yloLIUXcs B JICATCIBHOCTH AJIMUHUCTPALMH, OIPEACIACTCS €ro
MOJIHOMOYMSAMHM, KPYI'OM BBINIOJIHAEMBIX (DYHKIHI U [IPEIOCTABISEMBIX MYHULIMIIAIBHBIX YCIIVT,
MOPSAAKOM paspelIeHUs BOIPOCOB, OOBEMOM M  XapakTepoM B3aUMOCBS3€H C HHBIMH
IOCYJ/IapCTBEHHBIMA ~ OpraHaMH{, OpraHaMd MECTHOTO  CaMOYIIPABJICHUS, OpPraHU3alUsaIMu,
rpakJJlaHaMH.

B AJIMUHHCTpalii cO3Aal0TCsl JOKYMEHTHI Ha OYMaXKHOM HOCHTEIE, HJIEKTPOHHBIE JOKYMEHTHI
(JIOKyMEHTBI, CO3/laHHBIe B IU(PPOBOH (opMEe U MMEIOIUE CTAaTYC IOUIMHHUKA JOKYMEHTa) U
9JIEKTPOHHBIE KOIMHM JTOKYMCHTOB, IIOJIyUYCHHBIE B pe3ysbraTe OUUGPOBKH (HampuMmep,
CKaHUPOBAHMS) JJOKYMEHTOB Ha OyMa)KHOM HOCHTEIC.

B CDJ1 AznMuHUCTpanmuy, B KOTOPYK BKIIOYAKOTCS JIEKTPOHHBIE JIOKYMEHTBI, IIpU
BU3YaIM3allMM SJIEKTPOHHBIX JOKYMEHTOB M UX BOCHPOH3BEJCHUM Ha OyMa)XHOM HOCHUTese
JOJGKHBL ~ BOCIIPOM3BOJUTBCS  PEKBU3UTHL, 00s3aTelbHBIE JUIS  COOTBETCTBYIOIIECIO  BHJIA
JOKYMEHTa.

COJl AIMUHHCTpAITHA MOKET MOIEPKUBATh QYHKIUIO CO3IaHUS 3JIEKTPOHHBIX JOKYMCHTOB.
[Ipy co3pmaHuM 57IEKTPOHHBIX JOKYMEHTOB, HCTOIB3YIOTCS JICKTPOHHBIC MAOIOHBI OJIAHKOB M
IeKTPOHHBIE M1a0sioHbl (YHUDUIIMpOBaHHBIE (OPMBI) JOKYMEHTOB, KOTOpbIe [0 COCTaBy
PEKBU3HUTOB JIOKYMEHTOB JOJIKHBI OBITH WJIEHTHYHBI JIOKYMEHTaM Ha OyMa)KHOM HOCHTEIIE.
DnekTpoHHble 11a0i10Hbl OJaHKOB W HJICKTPOHHBIE INAONOHBI JOKYMEHTOB [OJIKHBI OBITH
3aIMIIEHB] OT HECAHKIIHOHUPOBAHHBIX U3MEHEHMUIA.

bianku 10KymMeHTOB

JIOKyMEHTBI, CO3/aBacMblec B AJMHHHUCTPALUH, O0QOpMIISIOTCS Ha OJaHKaxX, Ha CTaHIapTHBIX
nauctax Oymaru ¢opmara A4 (210x297 mMM) wiu B BUAE IEKTPOHHBIX JOKYMEHTOB (11a0I0HOB
OJIaHKOB) W JIOJDKHBI WMETh YCTA@HOBJICHHBIM COCTAB PEKBU3UTOB, HMX pPACIIOJIOKEHHE U
odopmMeHue.

DneKTpoHHbIe MAa0IOHB! OJIaHKOB JIOKYMEHTOB JIOJDKHBI OBITh MJICHTHYHBI OJ1aHKaM JOKYMCHTOB
Ha OyMaKHOM HOCHUTEIIE.

JI1s M3roTOBACHUSA TOKYMEHTOB B AIMUHUCTPAIMU HCTIONB3YIOTCA CIEAYIOIINE BU/bI OJIaHKOB:
Onank nocranopiacHus (nmpunoxkenue Nel)

OnaHK pacnopsbkeHus (mpunoxkeHue Ne 2);

Onank nucema (npuioxenue Ne 3, 3a);

Omank npotokosna (npunoxenue Ne 4).

Baenenue B oOpauieHyue HOBBIX OJIaHKOB OCYILECTBIISIETCS TOJILKO 10 IOPYUYEHHIO TIABbI.

branku a0KyMeHTOB AJMHHUCTpALMU pa3padarblBalOTCs HAa OCHOBE IPOOJIBHOIO BapHaHTa
pacniosioxkeHusi pekBu3uToB B cootBeTcTBUM ¢ ['OCT P 7.0.97-2016: 11py 11po10asHOM BapHaHTEe
PEKBU3UTDI OJIAaHKA pacIioyiaraloTes IOCEePeMHe JIUCTA B/10Jb BEPXHETO M0,



BraHki He NPUMEHSIOTCS TIPM TOATOTOBKE TMEPBOHAYAIBHEIX BAPHAHTOB  (IIPOEKTOB)
joKyMeHToB. IIpy MOArOTOBKE JOKYMEHTOB B AJMWHUCTPAIMK HCTIONb3YHOTCH JJICKTPOHHbIC
111a0710HbI OJJAHKOB ¢ COOIIIOIEHUEM YCTAHOBICHHBIX IpaBuil 0OpMIICHHS JIOKYMEHTOB.

biadk mrchMa AJMMHHUCTPALMM COAEPIKUT CIEAYIOINHE PEKBH3UTH: ['epd MyHHIMNAIbHOIO
paifoHa, HaMMeHOBaHME AJIMHHUCTPALIMHU, CIIPAaBOYHBIE JaHHble 00 AJIMMHUCTPALUM, OTMETKH
JUTSl TIPOCTABJIEHHs JaThl M PETMCTPALMOHHOIO HOMEPA, OTMETKHM JUIS CCBUIKHM Ha MCXOAsAIMH
HOMep U JIaTy JOKyMEHTa ajpecara.

BllaHKH  TIOCTAHOBJICHHST ¥ PACTIOPSKEHHsS — COICPIKAT — CIEAYIOUIMEe  peKBU3UTH:  I'epd

MYHHIIHIIAJIBHOT'O pai:IOHa., HauMCHOBaHHEC AﬂMHHHCTpﬂHHI/I, BUI MOKYMEHTa, OTMCTKH JUIA
HPOCTARJICHUA J1aThl U PErHCTPAIIMOHHOTO HOMEDPA.

B AIMMHHCTpAllMM HCIOJB3YIOTCS OJIEKTPOHHBIE JTOKyMEHThI (0€3  Ipe/BapUTe/IbHOro
JIOKYMEGHTUPOBAHHS HAa OYM@XHOM HOCHTENE) M OICKTPOHHBIE KOMMM JOKYyMeHTOR. llpu
CO3/AHUH DIEKTPOHHBIX JIOKYMEHTOB B CHCTEME OSJIEKTPOHHOro joKymentoobopora (CO/1)
HCTIONB3YIOTCS DJIEKTPOHHBIE IMAGIOHBI JIOKYMEHTOB, YTBEPXKIEHHBIC TIIABOA. DIEKTPOHHBIC
JOKYMEHTHI ~ CO3/al0Tcs, 00pabaThiBalOTCS M XPaHATCS B CHUCTEME  DJICKTPOHHOIO
JOKYMEHT0000poTa AIMHHUCTPALMH. DJICKTPOHHBINH JOKYMEHT JIOJLKEH OBITH O(GOPMICH 10
OOLIMM MIPaBWJIaM JIEJONPOU3BOJICTBA U UMETh PEKBH3MTEHI, YCTAHOBJICHHBIC /151 aHAIOTMYHOTO
JOKYMeHTa Ha OYMa)KHOM HOCHTeNe, 3a HCKIoueHHeM peksusuta «l'epd MyHHIMITATBHOTO
paiona ».

Bl1aHKH JIOKYMEHTOB Ha OYMaXXHBIX U 2JIEKTPOHHBIX HOCHTEIISIX IOJKHBI MCIIOJIB30BATLCS CTPOTO
0 Ha3HA4YeHUIO W 0e3 pa3pelieHus] PYKOBOJACTBA AJIMHUHHCTpAIlMM HE MOIYT MEPEAaBaThCs
JPYTHM OpTraHM3aldsM ¥ JuiaM. biask# nuceM AJMMHHCTPAlMM Ha OYMaKHBIX HOCHTEIAX
MCIOJIB3YIOTCS B CITyYac, eciy JOKYMEHTBI aJpecyroTCs JIMLAM, He SIBIAIOIMMCA y9aCTHHKaMH
CHCTEMBI HJICKTPOHHOIO J0KyMeHTooGopora (CDJl), B TOM uHcie TOKYMEHTHI, 0QOPMICHHBIC
JUISL 014 B CyA€OHBIE OPraHbl, a TAKXKE IPH Jaue OTBETA HA 3aABJICHUs U 0OPAIICHHS IPAXK/IaH.
O0mue TpeOOBAHUSA K M3rOTOBJIEHHIO TOKYMEHTOB

IIpy HOArOTOBKE JOKYMEHTOB PEKOMEHJYETCS I[PUMEHSTh TEKCTOBBIH PENaKTOp Wordfor
Windows ¢ ucnonb3osanueM mpupTos TimesNewRoman pasmepom Ne 12 (juist opopmiieHus
tabumunpix Marepuasior), Ne 14 (quis TekcroB) - wepe3 1-1,5 MEKCTPOUHBIX MHTEpBAa. Teker
JIOKYMEHTA BbIpAaBHMBAETCH 110 IIMPHUHE JIUCTA.

B coorsercreun ¢ TOCT P 7.0.97-2016 cayxeOHble M0Js TOKYMEHTa, 0(QOopMIIeHHbIE KaK Ha
OraHke, TaK ¥ Ha CTAH/IAPTHOM JIUCTe OyMaru, J0/DKEH UMETh TI0JIs HE MEHEe:

20 mm - sieBoe (30 MM TOKYMEHTBI OCTOSTHHOTO XPAHEHHS )

10 MM - 11paBoe

20 MM - BepxHEEe

20 MM - HHKHEE.

llpu co3ganuu TOKyMEHTa Ha JIByX W 0ojiee CTpaHHWI@X BTOPYIO H TOCJIEAYIOMIMC CTPaHHIbI
HymepyloT. Homepa cTpaHull HPOCTAaBJIAKTCA 10 Cepe/JMHE BEPXHEro IOJA JIOKyMEHTa Ha
paccrogHuu 10 MM OT BEpXHET0 Kpas JIUCTA.

JIOKYMEHTBL, W3/]aBagMble OT MMEHH JIBYX HIH Oojee oOpraHusanui, OoQoOpMIfIOTCSs Ha
cTan/apTHEIX JucTax 6e3 6manka (cm. Ipunoxenne Nel7).

JIOKYMEHT MOYXeT CO3/1aBaThCsl Ha JMLEBOH M 000pOTHOH cToponax jwcrta. Ipu aBycTopoHHEM
CO3/IaHHH JIOKYMEHTOB LIMPUHA JICBOTO TOJISI U Ha JTHIECBOW CTOPOHE JINCTA M NPABOTO 110/ Ha
00OpOTHOM CTOPOHE JHCTA AOKHBI ObITH PABHEIL.

[Ipu 110rOTOBKE TEKCTOB JIOKYMEHTOB HCIIOTB3YETCA a03alHbIi OTCTYII, PaBHBIH 1,25.
3aro/I0BKM pa3zielioB M II0APA3/ETIOB NEeUaTaroTCs ¢ ad3alHbIM OTCTYTIOM WIIH BRIPABHUBAIOTCA 1O
LIEHTPY .

AG3alHbIii  OTCTYI MCHOJIB3YETCS TOJLKO I[PH M3TOTOBJIEHHMH TEKCTa MOKYMEHTa, HO HE



NpUMEHSIETCS TIPU 0QOPMIIEHUN PEKBU3HUTOB.

3.4. OdopmiieHHe PeKBH3HTOB I0KYMEHTOB

JIOKyMEHT  JOJJKEH MMETb  YCTAHOBIEHHBIM  KOMIUIEKC  00s3aTelIbHBIX  PEKBHU3HTOB,
pacmnojQKEHHBIX B OIPEJIEICHHOM IOPSAJAKE B COOTBETCTBHM ¢ mnoJjioxkeHusmu ['OCT P
7.0.97.2016.

ITepeuenb peKBU3UTOB, UCTIOIB3YEMBIX IIPU NIOATOTOBKE JOKYMEHTOB:

01.I'epb6 MyHuUIMIIATHEHOTO paiioHa

02.HanMeHOBaHHE OpraHHU3aAIHH

03.cripaBo4HbIE JJaHHBIE 00 OpraHu3aluu

04.HaumMeHOBaHUE BUIA JOKYMCHTA

05.1ara nokymeHra

06.PerucrpaiiioHHBINH HOMEp JIOKYMEHTa

07.cchliika Ha perucTpallMOHHBIA HOMEP U JIaTy HOCTYIMBIIET0 JJOKYMEHTa

08. mecTo coctarneHus (M3JaHUs) JOKYMEHTA

09.anpecar

10.rpud yTBEepKI€HUS TOKYMEHTa

11.3arojioBOK K TEKCTY

12.TeKCT HOKYyMEHTa

13.0TMETKa O IPUIIOKEHUH

14.rpud cornacoBanus

15. Bu3a

16.noanMCH

17.oTmMeTKa 00 3JIEKTPOHHOM MOAMUCH

18.1meuars

19.0tmeTKa 00 HUcrIONHUTETE

20. OTMETKA O 3aBEPEHUH KOIIUU

21.0TMeTKa 0 MOCTYIUIEHUH JJOKYMEHTa

22 .pe3oonus

23.0TMETKA O KOHTPOJIC

24.0TMETKa O HAIPABJIEHUU B JEJ0

3.4.2.PexBusut «l'epd MyHHIIHITAJIBHOTO pailoHa»

Uszobpakenne ['epba MyHHIMIAILHOTO paiioHa MOMEHMIAIOT Ha OJaHKax JIOKYMEHTOB B
cootBeTcTBUH ¢ Pemmennem Cobpanus nemytatoB MP «Yuuykyibsckuit paifon» ot 03.07.2017 Ne
31 «O06 yrBepxienuu llonoxenus o ['epGe MyHUIIMIIAIBHOTO paiioHa «YHIYKYJIbCKUI pailoH»
3.4.3.PexBusut «lanmeHoBanue opranusaiumn»

HaumeHoBaHue AJIMUHHCTpAlMM, TIOJHOE U COKpalleHHOe, MoMmellaeMoe Ha OjaHkax
JTOKYMEHTOB, JTOJKHO COOTBETCTBOBATH HAMMEHOBAHHUIO, YCTAHOBJICHHOMY Y CTaBOM paHoHa.
3.4.4.CripaBouHble JaHHbIe AJMHHMCTPAIMM YKa3bIBAlOTCS B OJaHKaX MUCEM W BKJIIOYAIOT:
MHH, OI'PH, mouToBEIit aapec AJMHHUCTpAIMH; HOMep TenedoHa, (akca, aapec dIEKTPOHHOM
110YThl, CETEBOM ajpec.

3.4.5.PexBusut «HanmeHoBaHue Bula JOKYMEHTa»

Haumenosanue Bujga wuspasaemoro jokymenta (ITOCTAHOBJIEHUME, PACIIOPAXEHME.,
ITPOTOKOJI, AKT) Bxmwouyaercs B 0OJaHK COOTBETCTBYIOUIENO BHIA JOKYMEHTa WIH
YKa3bIBAETCsl COCTABUTEIIEM IIPH MOATOTOBKE JOKYMEHTA.

B nuceMax HaMMECHOBAaHME BH/Ia JOKYMEHTA HE YKa3bIBA€TCs.

3.4.6.PexBusut «Jlara nokymenra»

JlaToii JIOKyMEHTa SABIACTCS JaTa €ro MoJnuUcaHus (pacropsAauTeibHble JIOKYMEHTHI, MTHChMAa,
TOKJAMHBIE U CAY)KEOHBIE 3aMUCKY, AKT), YTBEPKACHHS (MHCTPYKIMS, TMOJOXKEHHUE, [IpaBuiia,



PerJIaMEeHT, TUIaH, OTYET ¥ JIp.), COOBITHS, 3aQUKCHPOBAHHOTO B IOKYMEHTE (IIPOTOKO).
JlaTa JJOKyMeHTa MPOCTABJISETCS [ODKHOCTHBIM JIMIIOM, TTO/IHCBIBAIOIIMM WM Y TBEPKIAIOIIHNM
JIOKYMEHT, MM YTpaBIeHUEM [PU PErucCTpalldd JOKYMEHTa, WM HEMocpe/ICTBEHHO
COCTABUTEIIEM MPH €r0 MOArOTOBKE (MOKJIaaHas, CirykeGHas 3allMCKa, 3a9BJICHUE U IP.).
JlaToil JOKyMEHTa, M3/1aBAEMOr0 COBMECTHO JBYMsl Wiu 0ojiee OpraHaMd HCIOJHUTCIBHONU
BJIACTH, MHBIMHM OpraHaMu (OpraHu3aliAMu), SBIAETC jara 00J1ee Mo3/Hel OIIMCH.
Jlaty nokymenta odopmisiior apabckuMu nudpaMu B IIOCICIOBATEIbHOCTU: JIEHb MeEcCAla,
MecsIL, rof. JleHs Mecana U Mecsil oGOpMIIAIOT IBYMS MapaMu apaOCKHUX 1P, pasjieieHHBIMA
TOYKOM; TOJI - YeTBIPHMS apadCKUMU U paMH.
Hampumep:«26.04.2010».
Eciu Kakoe-1100 U3 YMce ABJIAETCS OJHO3HAYHBIM, Nepe/] HUM CTaBUTCA (HOJIb).
Jlomyckaercst cl10BeCHO-IIM(POBOH criocod ohopMIIeHUS JTATHI.
Hanpumep: «26 anpens 2010 ronay.
OJIHAaKO B TEKCTE KOHKPETHOTO IOKYMEHTa HCTIOIB3YETCs OJJUH U3 JaHHBIX CTOCOO0B.
ITpy MOArOTOBKE [POEKTa JOKYMEHTA MEUaTaeTcs TOJIbKO 0003Ha4eHHE MECsLa U rofa.
3.4.7.PexBuszur «PerucrpalldOHHLIN HOMEP JOKYMEHTa
PeructpalMoHHbIi HOMEp MPUCBAUBACTCS CO3/1aBAEMOMY B AJIMMHUCTPALIMM JOKYMEHTY IOCTIC
€ro HOAMUCAHUS (YTBEPKICHHS), d TAKKE BXOIAIIEMY JIOKYMEHTY TIPU PETUCTPALIHH.
PerucTpaiioHHbIii HOMEp JIOKYMEHTa COCTOMT M3 HOMEHK/IATYPHOTO MHJEKCA M MOPSAKOBOTO
HOMepa.
PerucrpalidoHHbIi HOMEP J0KYMEHTa, COCTaBJIECHHOI0 HECKOJBKMMH HOPUAMYECKUMHU JTHLAMHU,
COCTOUT U3 IPUCBOEHHBIX PETMCTPAIMOHHBIX HOMEPOB JIOKYMEHTA, NEPEUUCICHHBIX B MOPS/IKE
MEepPEYNCICHMS aBTOPOB IOKYMEHTa 4€pe3 KOCYIO YepTy.
3.4.8 PexBusut «CcbliIKa Ha PETUCTPAIIMOHHBIA HOMED U 1IaTy MOCTYIIMBIIETO JIOKYMEHTa»
CcbllKka Ha MCXOMAIIMI PErvMCTPAllMOHHBIA HOMEP M JaTy JOKYMEHTa BKIIOYACTCs B COCTAB
PEKBU3UTOB Oianka nucbMa AaMuHHCTparmu. CCbllKa Ha PErMCTPallMOHHBIN HOMEp U JaTy
JIOKYMEHTa TIPOCTABIISETCS HCTIOJHUTENEM TIPH TIOATOTOBKE 3JIEKTPOHHONO NUChMa-0TBETa MO0
COTPY/HMKOM OT/IE/Ia IIPH PErUCTPALME HCXO/IAIIEro JOKyMeHTa Ha OyMaKHOM HOCHTEIE.
Hanmdue IanHOro PeKBH3MTA IO3BOJISICT IOJIYyYaTeqlo OBICTPO HAWTH KOMMIO JIOKYMCHTA, Ha
KOTOpBIA 1puciaH oTBeT. Jlata ¥ HoOMep, Ha KOTOpPbIH HMIET CChlIKA, IEPEIHMCHIBACTCS
COCTAaBUTE/IEM OTBCTA M3 MHUIMATHBHOTO JOKyMeHTa HudpoBsM criocoboM. Hampumep: «Ha Ne
06-24/117 ot 25.03.2011».
3.4.9.PexBusut «MecTO COCTaBICHUS (M31aHHA) JOKYMEHTa
MecTo cocTaBieHHs (M37aHM#A) JIOKYMEHTa YyKasblBaeTcss Ha OJlaHKax — JIOKYMEHTOB
AJIMAHHUCTpAIIMH, 32 UCKJIIOUCHHUEM OJIaHKOB ITUCCM.
3.4.10.PexkBusut «Ajipecar»
JIOKYMEHTBI aJpecyioT B OpraHbl BIAacTH, OPraHW3alliH, WX CTPYKTYPHBIC NOJPa3ACICHHA,
JIO/DKHOCTHBIM JIMLIAM, TPask/aHaM.
Ilpu aspecaiyyl JOKYMEHTa B OpraH BJIACTH, OPraHM3allMI0 WIH CTPYKTYPHOC IMOJpas/e/ICHHe
(6e3 yKa3zaHusl IOJDKHOCTHOTO JINIA) NX HAMMEHOBAHKS IUIIYTCS B IMEHUTEIBHOM MAJIeKE.
Hanpumep:
MauHucTepeTBO KynbTyphbl PecnyOnuxu Jlarectan uiu
Ynpagienue nenamu AqMuauctpammu ['nassl u [IpaBuTenbcTa
Pecniy6nuku Jlarectan

HpI/I ajpecany JOKYMEHTa PYKOBOJUTEIIO opraHysany HaUMCHOBAHHUE OpraHmMsalvi BXoJUT B
cocTaR HaMMEHOBAaHHUSA [JOJDKHOCTH ajpecara, HaHMEHOBaHHC JOJDKHOCTH YKa3bIBacTCid B
JaTe/JIbHOM IaJICHKE.



Hampumep:
Pykosojurenio PeciyGinkanckoii ciayx0b1 no Tapudam
®.1.0.

[Ipu HampaBIeHUH JIOKyMEHTa KOHKPETHOMY JIOJDKHOCTHOMY JTMIlYy HAUMEHOBAHUC OpraHu3allii
M TOpa3/CIeHAs YKa3bIBAIOTCA B MMCHHTEIBHOM Iajeke, a JO/DKHOCTE M (aMuins B
JIaTEIILHOM.
Hampumep:
MunucTepcTBO Ky abTypbl PecrryOmmku Jlarecran
VYnpasnenue 110 J1ejlaM apXHUBOB
HauanbHuky otaena ianuposanus ©.M.0..

B pekBuzuTe «Ajpecary IOMYyCKAeTCsl HCIOIB30BaTh O(PULMAIBHO MNPHUHATBIE COKPALICHHbIE
HAMMEHOBAHUS OPTraHOB TOCY/IAPCTBEHHON BJIACTH, OPraHOB MECTHOIO CaMOYIpPaBJICHU,
OpraHu3alui.
[louToBEI ajpec B cocTaBe pEKBU3UTA «AJpecar» yKas3blBacTCsA B II0CIEN0BATEILHOCTH,
ycTanoBieHHOM [lpaBmaaMu okasaHHMs YCIYT TOYTOBOM CBS3W, YTBEPKICHHBIMH TPUKAa30M
AJIMMHHCTPALIUHY CBA3M M MAcCOBBIX KoMMyHuKaluii PO ot 31.07.2014 Ne234.
[TouToBBIii ajgpec He yKa3pIBacTCs B JIOKYMEHTAX, HAlPaBISIEMBIX B BBICIHIMC OpramHbl
rOCyIapCTBEHHON BJIACTH, APYTME OPraHbl UCIIOIHUTENLHON BJIACTH, TEPPUTOPHAIBHBIC OpPraHbl
WCIIOJIHUTELHOM BllacTH B Pecnybnuke JlarecraH, MOCTOSHHBIM KOPPECTIOHIEHTAM.
IIpy agpecaium JIOKyMEHTa JODKHOCTHOMY I (GM3HYECKOMY JIMILY HHHIMAIBL CTABATCS I0C/Ie
haMIINH.
PexBusut «Aapecar» pacroiaraercs B IpaBOM BEPXHEM YIUly JOKYyMEHTa.
CTpPOKM PEeKBU3HTA «AJ[pecaTy» IEeHTPYIOTCS OTHOCUTENBEHO CaMOM JUTHHHON CTPOKH.
Hanpumep:
["ocynapcrBeHHast HHCIICKIMS Tpyda
B Pecnybnmke Jlarecram,
ITandunosa yi., 1. 38, r. Maxaukana, 367089

Hanpumep:
Pamazanosy M.U.,
IMerpa I mpocnekr, a. 60, k8. 3, r. Maxadkana, 367000

3.4.11.PexBusut «I'pud yTBEpKIACHHDY.
Ha 10KyMeHTaXx, MOJUIekKAaIUX YTBEP/KASHUIO, FPU( Y TBEPXKACHHA IPOCTABIACTCS B BEPXHEM
TIPaBOM YIUIy JOKYMEHTA.

Hanpumep:

YTBEPXJAIO
['naa MO
«YHITYKYJIbCKHI paiton»
noanuck, M1.0.damMunus
nara

[pu yTBEPIK/ICHAN JJOKYMEHTa PaclopsAUTEIEHBIM JOKYMEHTOM rpud) yTBEpHKICHHS COCTOUT U3
ciopa «YTBEPXKJIEHO» («YTBEPXKJIEHA», «YTBEPXKJIEHBI» wnin «¥YT BEPX/IEH»),



HAVMCHOBAHHSA YTBEPXK/IAIOMIETO JOKYMEHTa B TBOPHUTEIBLHOM IIaJEXkKe, Cro IaThl U HOMeEpa.
Ciuoso «YTBEPXJIEHO» cornacyercsi B pojie ¥ YUCi€ C BUAOM YTBEPIKIA€MOro JJOKYMEHTA.
Hamnpumep:
(Pernament) YTBEPXIEH
IIOCTAHOBJICHHEM a/IMUHUCTPALIAN
MO «YHIYKYyJIbCKHI paiioH»
nata, No

3.4.12.PexBU3HUT «3aroloBOK K TEKCTY»

HanMenoBanue JIOKyMEHTa, KpaTKoe COJepKaHMe (3arojloBOK K TEKCTY) JOKyMEHTa
COCTABJIAETCH KO BCEM [OKYMEHTaM, 3a MCKIIIOYEHHEM JIOKYMCHTOB, HMEIOIIHX TEKCT
HeOoapIIoTo 00BeMa (110 4-5 CTPOK).

3aroJ0BOK K TEKCTY JOKYMEHTa [OKeH ObITh KpaTKWM, TOYHO [I€pelaBaTh COJACPIKAHUC
JIOKYMEHTa, JIOJI)KeH OBITh COIIACOBAH C HAMMCHOBAaHHEM BHJIA JIOKYMEHTA. 3arol0BOK JIOJIKEH
OTBEUATh Ha BOMPOCHI «0 YeM?» («0 KOM?») uin «4ero?» («koro?»).

Hamnpumep:

«O BBIAEICHIH CPEJICTB HA MPHOOPETEHUE OPITEXHUKH;

«O moamucanuu TpexcropoHHero CorameHus»,

3aro/I0BOK COCTABIIACTCS JTUIOM, FOTOBSALIMM IPOEKT JIOKyMEHTA.

HaumeHoBaH#ie TOKyMEHTa 0(GOPMISETCS 1M0jl PEKBU3UTaMH OllaHKa M 3aHMMaeT 4-5 CTPOK 10
28-30 3HakoB B CTpoKe. B IMpoeKkTax HOPMATHBHBIX TMPABOBBIX AKTOB 3aroJOBOK K TEKCTY
ohopMIETCS 10 UPUHE CTPAHUIIB IEHTPHPOBAHHBIM CIIOCOOOM.

3.4.13.PexBu3ut «Teker JOKYMEHTa»

TekeT MOKYMEHTa HM3JIaraercsi PyCCKUM JIMTEPATypHBIM SA3BIKOM C Y4YETOM ocobeHHOoCTER
OQUIHMAILHO-CTOBOTO CTHIA, BHAA JIOKYMEHTa M €ro Ha3HauYeHus B yIIPaBIEHYECKOH
nestenpHocTH. CoJepiKaHue JOKYMEHTa JOJKHO OBITh M3JI0JKEHO KPaTKO, JIOTMYHO, TOYHO U
SICHO. '

TexkcTbl JOKYMEHTOB U3J1araloTCs OT:

1-ro nuI@a eIUHCTBEHHOro yncia: «IIpomry paccMOTpeTs BOIPOC 00 YCTAHOBICHHH... )

3-ro mna eauMHcTBeHHoro umeia: «Komlerms nocraHoBmia..», «Axmunucrpaums  MP
«YHILYKYJIbCKHUI paifoH» CYUTACT BOZMOKHBIM...»;

1-ro nuua MHOKecTBeHHOro ymcna: «lIpocuM mpeacraBuTh AanHble 0...», «lIpencraBiseM Ha
PAacCMOTPCHME U YTBEPIKICHHE...»;

B COBMECTHBIX [OKyMEHTax TEKCT H31araroT oT 1 -ro JMia MHOXKECTBEHHOTO 4ucia:
«ITocTagOBWIN....», «Pemmim..,».

B TekcTe JOKYMEHTa, [OArOTOBICHHOIO Ha OCHOBAHUH 3aKOHOJATE/IbHBIX, MHBIX HOPMATUBHBIX
IIPABOBBIX AKTOB, W3[AHHBIX OpraHaMK BJIACTH W YIpPaBJICHHA, JOKYMCHTOB, PaHCC M3/IaHHBIX
AJIMMHHCTpALIMEH, YKa3piBaeTCsl HaUMEHOBAaHWE BUJA JOKYMEHTa, HaMMCHOBAHHMC OpraHa.
W3JIaBILETO JOKYMEHT, JlaTa IPUHATUS WIH YTBEPKJICHHUA NOKYMECHTa, CTO perucTpaluOHHbIH
HOMEp, a TAK)KE 3ar0JI0BOK JOKyMEHTA, 3aKTIOUCHHbBIH B KABBIYKH.

Hanpumep: «B COOTBETCTBUH C MOCTaHOBIEeHHEM [IpaBUTEILCTBA PecnyGnuku [larectan ot 2
okTsi6pst 2008 roma Ne 333 «O TumoBOM perjlaMeHTe BHYTPCHHEH OpraHM3ald OpraHoB
WCTOTHUTENLHOM BiiacT PecyOmuku Jdarecran».

ECiM TEKCT COJEPKUT HECKOJIBKO IOPYYEHMI, pEINCHHH, BBIBOJOB, B TCKCTE BBIACIAIOTCA
pasfienbl, NoApas/lelibl, IyHKTbI, IOJIYHKTEL.

Texcer mokyMeHTa oQOpMISIETCS B BHJE CBSI3HOTO TEKCTa, aHKETHL, TaOJIAIBI WIA COEIHHCHUS
STUX CTPYKTYp. B TEKCT JIOKYMEHTa MOTYT BKJIIOYAThCS (DParMeHThl, 0(OpMIICHHBIE B BH/IC
TaOJIUIIBI WIIA aHKETHI.



CIUIOIHOM CBS3HBIN TEKCT JAOKYMEHTa INPUMEHACTCS NPH IMOArOTOBKEC YCTaBOB, TIOJIOJKEHNIA,
MpaBuJ, WHCTPYKLWMH, TOCTAHORICHUH, PACMOPSHKEHMH, TPOTOKOMNOB, aKTOB, JAOTOBOPOB.
KOHTPAKTOB, COITIAIIEHMH, JOK/IAHBIX 3alIMCOK, MHCEM, CIpaBoK M T.A. CBsI3HBIN TEKCT, Kak
MpPaBMIIO, COCTOMT U3 ABYX yacTeii. B nepBoi. KOHCTATUPYIOLIEH YacTH, YKa3bIBalOTCs NPUINHDI,
IleJIM, OCHOBAHMA co3jlanusi JOKymMeHTa. B 9Toil yacTd npu HEOOXOAMMOCTH JIOJKHA OBITh
YCTAHOBJIEHA B3AMMOCBSI3b C PAaHee W3/IaHHBIMU MPABOBBIMU AKTAMMU W APy MU JOKYMCHTaMM
[0 JaHHOMY BOIPOCY. B TekcTe jJIOKyMEHTa, IIOArOTOBIEHHOTO HA OCHOBAHWM WIH B pa3BHUTHE
JIOKYMEHTOB OpTaHOB HCIOJHUTEIBHOM BIACTH, WHBIX OPraHOB (opraHM3allnii) WM paHece
W3MAHHBIX JOKYMEHTOB AJIMMHUMCTPAIMH, YKA3bIBAIOTCS MX PEKBU3UTBI: HAMMCHOBAHNUC BHIA
JIOKyMeHTa, HAWMEHOBAHNE OPraHW3aIliy - aBTOPa JOKYMCHT4, JlaTa, PEruCTPallMOHHEI HOMEP U
3aroJI0BOK K TEKCTY JOKYMEHTA.

Bo BTOpOIi (3aKIFOUMTE/IBHOI) JaCTH M3JIAraloTCs PEIICHNsA, paciopSAKCHH, BHIBOEL, TIPOCKLOBI,
IPE/VIOKEHUA, PEKOMEHIALMH.

Ecimu cojepkanue TOKyMEHTa HE HYXIAcTCd B MOACHCHUN WM 000CHOBAHUM, TO TEKCT MOJKET
COZIEPIKATh TOJIBKO 3aKTIOUUTEIBHYIO YaCTh.

Hanpumep: pacmopshKeHHs - paclops/UTENIbHYI0 1acTh 6e3 KoHCTATHPYIOMIEH (KaK IpaBuio.
NPHMKA3BI [0 JIMYHOMY COCTaBY), MHUChMA - npochOy 0€3 MmosCHeHUS.

TeKCT JIOKYMEHTA, PETYJMPYIOIIETo AEATENBHOCTE  AJIMHHUCTPALH,  €T0 CTPYKTYPHBIX
noJpas/ieNieHnii, npaBa W OOS3aHHOCTH JIOJDKHOCTHBIX  JIMIL (Mo0MkeHHe, JIOJKHOCTHOM
perylaMeHT | T.JI.), COCTOUT M3 Pa3/Ie/ioB, NMYHKTOB M IOITYHKTOB. Kaaerit pasgen JI0JDKEH
MMETh HOMEP U 3ar0JIOBOK.

CBS3HBIA TEKCT JONMYCKAeTCA pa3jleliaTh Ha pasjieibl, MOJPAsACibl, IYHKTEL, TOJIYHKTEL,
KOTOpbIE HYMEpYIOTCs apabCKuMK 1nbpamu, pa3aec/IeHHBIMU TOUKAMH.

Pazgensl 4 mojpasfelibl MOIYT HMEThb 3arojJoBKH (10/13ar0JI0BKM), KOTOpbIE MHUIIYTCA €
nponucHoii Gyksbl. Touka B KOHIIE 3ar0JI0BKOB 1 MO/3ar0JOBKOB HE npocrasisierca. [TyHKTbI 1
[OJIYHKTB HYMEpYIOTCS apaOckumu Lupamu, pas/ie/eHHBIMU TOUKaMH. TekcT MyHKTOB U
MO/IYHKTOB MULIETCS € IIPOMUCHON OYKBBI ¥ 3aKaHIHBACTCA TOUKOH.

[Ipy HOATOTOBKE JOKYMEHTOB IO OJHOTHIIHBIM CHUTYallMAM (IpUKa30B IO JIMYHOMY COCTaBY,
aKTOB ¥ T.JI.) CJIEYET MCIIOIB30BaTh YHH(UIMPOBAHHBIE TCKCTHI.

IIpy cOCTaBJICHHM TEKCTA B BUJC aHKEThl HAMMCHOBAHHUA IIPU3HAKOB XapakTepu3yeMoro oobexra
NOJDKHBI  OBITH BBIPOKCHBI WMCHEM CYIIECTBHUTCJIBHBIM B MMCHHTCIBHOM  TAICKe WIH
CIIOBOCOYETAHMEM ¢ IJAroJioM BTOPOrO JIMIA MHOXKECTBEHHOrO 4HMCIa HACTOSMICIO MM
NPONIEANIEr0 BPEMEHH (uMeeTe, OBUIM, HAXOMMINCH 1 T.1.). XapaKTepUCTHKH, BBIPAKCHHBIC
CIIOBECHO, JIOJKHEI OBbITh COTJIACOBaHbI C HANMCHOBAHUAMH MPHU3HAKOB.

I'pasl ¥ CTPOKH TAOJIULIBI JIO/DKHEI MMETh 3ar0JI0BKH, BRIPAKCHHBIC MMEHEM CYIIECTBHTCIIBHBIM
B uMeHHTeIbHOM majexe. lloxzaronoBku rpad W CTPOK JIOJDKHBI OBITH COIJIACOBAHBI €
saronoBkamu. Eciu TabiuIry nevararoT 6oi1ec 9eM Ha 0JIHOM CTPaHHIIC, rpabbl TaOIUIIBT JI0JOKHE
OBITH IPOHYMEPOBAHBI U HA CIIEYIOLIMX CTPAHUIAX JO0KHBI ObITH HAICYaTaHbl TOJIBKO HOMEpA
ITHX rpad.

CrpaHHLbl TEKCTA HyMEPYHOTCs apadCKUMu nudpamMu 10cepeIMHE BEPXHETO MOJIS.

3.4.14 . PexBusut «OTMETKa O IPHUIOKEHUI

OTMeTKa 0 HATHUMK IPHI0KEHHS UCTIONB3YEeTCA Npu 0)OPMIIEHHH CONPOBOIUTEIILHAIX TTHCEM PI
NPUIOKEHHH K TPUKA3aM, PACTOPSUKCHMAM, IUIaHaM, [pOrpamMmam, oT4yeraMm, JO0roBopam,
[1OJIO’KEHUSIM, TIPABHIAM, HUHCTPYKLHAM U IPYTHM JIOKYMCHTaM.

OTMeTKa 0 HATUYHU IIPUI0KEHUS 0QOPMILSETCS OT IPAHUIIBL JIEBOI'O IIOJI.

Hanpumep: «lIpuioxenue: Ha 5 L. B 1 9K3.».

Eciu mpwioKeHHe Ha3BaHO B TCKCTE, B OTMETKE O IPHJIOKCHHH yKa3bIBaeTCs KOJIMYECTBO
JIMCTOB M KOJIMYECTBO IK3EMILIAPOB MPUIIOKCHHS.



Eciay THChMO MMEET IIPHIOYKEHHe, He Ha3BaHHOE B TEKCTE, TO YKa3bIBAIOT €ro HaMMCHOBAHHC,
KOJIMUECTRO JTUCTOB M YK3EMILIAPOB; P HATUUHN HECKONBKUX MPHUIOKEHUH HX HYMCPYIOT.
Hampumep: «lIpunoxkenue: 1. 3aKir04eHne Ha IPOCKT... HA 5 1. B 2 K3,

2. Cnpaska 0 JlopaboTKe... Ha 8 J1. B 3 9K3.».
Ecnu npwiokeHuss cOPOLIIOPOBAHBI, TO YHCIO JIMCTOB HE YKa3bIBAIOT. Eciu K JOKYMEHTY
npuaraeTesi JPYroi JIOKYMEHT, TakkKe HMMEIOMHMA NPUIOKEHHE, OTMETKY O  HATIHHH
PUIOKEHHsS 0GOPMIISIOT CIEyOIIUM 00pa3oM:
«lTpunoskenue: micbMo MunkyisTypsl PJ1 ot 1 nexabps 2013 roxa Ne 01-06/987 1 MPHITOKEHUC
K HEMY, BCEro Ha 3 JL».
Ec/iu TIPUIOKEHHe HATPABISIOT HE BO BCC YKA3aHHBIC B JJOKYMCHTE anpeca, TO OTMETKY O €To
HAIMYUH 0GOPMIAIOT CIEAYIOIMM 00pazoM:
«[Ipunokenue: Ha 3 JI. B 5 9K3. TOJIBKO B TIEPBEIIT aipecy.
Eciy NPHIOKEHUAMH K COIPOBOJUTEILHOMY IIHCBMY SBISIOTCS JIOKYMCHTBI, CO/ICPKAIIC
undopMarmio  KOHOHUICHIMATLHOTO — XapakTepa, OTMETKa O  LPHIIOKCHUH ohopmigercs
CIEYIOIINAM 00pa3oMm:
«l IprIIoKeHpe: CIpaBKa O HEILIATERECIIOCOOHBIX IPEPUATHAX, VIS CcI1yKeOHOTO T0JIB30BAHNUA,
per. Ne 26-acn, Ha 2 1. B 1 9K3.».
Ecnyu npuioKeHUsT K IMMOCTAHOBJICHUIO, PACTIOPSKEHHIO HE TpeOyIOT YTBEPKICHHS, B TEKCTE
[IOCTAHOBJICHMS, PACTIOPSIKEHMs JAeTCS CChUIKA «COIIACHO MPHIOKCHUION. B sTOM cilydae Ha
[IEpBOM JIMCTE TMPWIOKEHHA B IPAaBOM BEPXHEM YLy IEUATAIOTCAH 0e3 KaBBIUEK CIIOBO
«IIpuioxkeHue», a TAKKe CIOBA «K MOCTAHOBJICHUIO (pacniopskernto)». Ecin nmpuioxenuii
neckosbko, ou Hymepytores (IIputoxenue Ne 1, [punoxenue No 2). B oTMeTKE 0 NPUIOKEHUH
yKa3bIBAETCS HANMEHOBAHNE BU/IA OCHOBHOTO JIOKYMEHTA, €I0 aKTa 1 HOMCP-
Hanpumep:

[Tpuiioxenune
K pacropsuKeHUIO aJIMHUHACTpaLiu
«YHIYKYJIbCKHHA palioH»
ot 07 centsa6ps 2020 roxa Ne 113

Ecau npuioskeHle 0JIHO, OHO HE HyMEPYETCs.

3.4.15.PexBusut «l'pud cormacoBaHuA»

CornacoBaHne IIPOEKTa JOKYMEHTa C JpYrMMH TOCYIapCTBCHHBIMU OpraHaMu BJIACTH U
OpraHU3alMsMH, HHTEPECHl KOTOPHIX B HEM  3aTpardBaroTcd, odopmisiercs  rpupoMm
comtacosanus. CorsracoBaHue JOKYMEHTA OCYIICCTBIIACTCA C.

opraHaMH UCTIOJIHUTEIILHO BIACTH, HHTCPECHl KOTOPBIX 3aTparvBaeT cojepiKalue J0KyMEHTa;
OpraHaMi BIIACTH, OCYIIECTBIIAIOMINAMA rocy1apCTBEHHBIH KOHTPOJIb (Ha/30p) B OIpEICICHHOM
o6nacTy (IKOJOrHYECKHiA, HAIOTOBBIN U ap.);

10/IBE/IOMCTBCHHBIMU OpTaHU3AIMAMU;

0011ECTBEHHBIMU OpraHU3aIusMU.

[IpoekT  JIOKyMCHTa  COTJIACOBBIBACTCS — HEMOCPC/IACTBCHHO MOJDKHOCTHBIM ~ JIMIIOM -
PYKOBOJIMTE/IEM, POTOKOJIOM KOJLIErHANbHOIO Oprata Miik CITy/KeOHBIM ITUCHMOM.

Hanpumep:

COT'JIACOBAHO

['maBa agmuncrpad MO «YHIYKYTbCKUA paioH»

MOAINUCH, pacIIMPPOBKA MOAIUCH

nara



I'pud coriacoBanus oQOpMIACTCA HA TIOCHCTHEM JIMCTC TIO TEKCTOM C YKasaHHEM
HAMMEHOBAHMS JIOKYMEHTa, KOTOPbIl COrJIaCOBBIBAETCA, CCIM  COACPKAHHC JIOKYMeHTa
3aTparuBacT MHIECPEChl HECKOIBKHX opranuzanmii. [Ips 5ToM Ha OCHOBHOM JIOKYMCHTE, Ha MECTC,
NpeAyCMOTPEHHOM JUISl PACTIONOKEHUs TPUDOBR  COTIACOBAHHA, JICTACTCA ormetka «JIuet
COIJIaCOBAHMS IIPHIATACTC».

CoriacoBaHue HEKOTOPBIX BUA0B MHOTOCTPAHMYHBIX [TOKYMEHTOB (OTUeTHl, MHCTPYKIMM U JIP.)
o(opMIIseTCs Ha TUTYJILHOM JIUCTE.

Cornacosanue 0GOPMIILETCS MOANKCAMI YIaCTHUKOB COTJIACOBAHMS, KaK TPABIIO, Ha OJJHOM
IK3EMILIAPE JOKYMEHTA.

3.4.16.Pexpusur «Busza»

Busoil obopmigeTcss COIVIACOBAHME MPOEKTa JOKYMEHTa ¢ JIOJDKHOCTHBIMA JUIIaMU |
CHELMATUCTaMHA-COUCIIOTHUTEIIMH.

Bu3a BKIIOUACT B CEOA JIMUHYIO IOAMKMCH, PACHIH(PPOBKY MOIIUCH (MHULIMAILL, pamuus),
HauMEHOBAHHE JOJDKHOCTH JTUIA, BU3UPYIOIIETO JOKYMCHT, 1aTy.

Hanpumep:

HanmeHoBaHHE JIOJZKHOCTH

MO/IIKCH, PACIIA(QPOBKA NOATNUCH

(nuuIMansl, haMunus) 1ara

BusupoBaHue NPOEKTOB TPABOBBIX aKTOB T71aBbl aMHHHCTPALMK TIPOU3BOJAMTCS Ha Onmamke
coracoBanms, Tub0 Ha ToC/IeHEN CTpaHHIIE MEPBOTO SK3EMILIIPa TEKCTa NPOCKTa, ¢ yKa3zaHHEM
dbamunun BUzMpylomero u jarbl. Ha 1oKymeHTaX MMYIICCTBCHHOTO Xapakrepa, MOJTMHHUKH
KOTOPBIX MOMEIIAKTCS B ea AJIMUHUCTPAlIMK, BU3bI IPOCTABJIAIOTCA Ha 00OpOTHOH CTOpPOHE
[10CJIEJTHETO JIUCTA JIOKYMEHTa ([10CTAHOBJICHHUA, PACTIOPSKCHIA H ap.).

[lpi HanMuuyM 3aMeYaHHi, OCOOBIX MHEHUH, JIOTIOJIHEHUI K TIPOCKTY JOKyMeHTa BH3a
JOMNOJHAETCS COOTBETCTBYOLIUM yKa3aHHUEM.

Harmpumep:

MmMeroTcs 3aMmeuanust (COrIaceH ¢ yu4eToM 3aMeyaHnii u ap.)

HaumeHoBaHHE NOJDKHOCTH

TIOJUTUCH, paciridpoBKa MOITUCH

(MuuLMans, GaMuIms) ara

3.4.17.Pexsusut «llojanuck JOKHOCTHOTO JIHIIAY

B coCTaB MOJIMCH BXOMST: HAUMEHOBAHHE JIOJDKHOCTH JIMIA, MOJMKMCABIICIO JOKYMCHT (npu
MCIIONB30BAHMHA O/DKHOCTHOTO OJlaHKa HaHMCHOBAHHME JIOJDKHOCTH HE yKa3pIBaeTCs), JIMIHAsA
[1O/IIKCH U €€ paciiippoBKa (MHANMAIIbL, paMUIUA 4epes upoden).

Hampumep:

['naBa [Tonnuce N.0. Gamunus

He momyckaercst IOAMMCHIBATE JIOKYMCHTBI € IPETIOroM «3a» WM TIPOCTABIIEHHEM KOCOH 4CPTHI
nepeji HAMMEHOBaHUEM JOJKHOCTH. Ecnu J10JDKHOCTHOE JIMLIO, HOJMUCh KOTOPOI'o ohopmiieHa
Ha IPOEKTE MOKYMEHTA, OTCYTCTBYET, JOKYMCHT TIOIIMCHIBACT 3aMeCTHTEIb PYKOBOJMTEINA,
MMEIOIIMI TIPaBO MOAIUCHIBATH JOKYMEHTBI 33 PYKOBOJAUTEIA, WK WHOE JI0JDKHOCTHOE JIMILIO,
MIMeIOTIEE TPABO TOIICH B COOTBETCTBUM C HPUKA30M O PACTIPE/IC/ICHITH o0s3aHHOCTEH, TIpH
3TOM yKasbiBaeTcsi (axTudeckas NODKHOCTb JIMIA, [IOJUNTMCABIIErO JOKYMEHT, €ro QaMuins.
WcnpapiieHyuss B TOATOTOBJICHHBIM JIOKYMEHT MOIYT ObITh BHECEHBI OT pPYKH JIHIIOM,
MOAIIMCHIBAIO MM JIOKYMEHT.

[Ipy NOANMCAHUHA IOKYMEHTA JIMIIOM, MCTIOTHAIOIMM B COOTBETCTBHMHU € IIPUKA30M 00s3aHHOCTH
BPEMEHHO OTCYTCTBYIOLIETO PYKOBOAMTEIA (otmyck, ©O0JI€3Hb, KOMAaH/{UpOBKa), MOJMHUChH
ohopMIgeTes CIeYIOMHUM 00pazoM:

Bpuo rinasel I Toanmcs N.0. Gamunus



[Ipn MoANMCAHNK JIOKYMCEHTA HECKOJILKIMH JIOTKHOCTHEIMHU JIMIIAMH MX TIOJIMCH pacrioiararoT
0J1HY T0/L APYTOii B 10C/IE/10BATEIEHOCTH, COOTBETCTBYIOLIEH HEPAPXUH JIOJKHOCTEH.

Hampumep:
I'napa I10/IITUCH N.0.Damutus
3aMecTUTEIb [J1aBbl [MOITUCH H.0. Gamunus

le/l [OANMCAHAKY  JOKYMCHTA HECKOJIBKMMHU JTMLAMHW, paBHBIMU o JJOJDKHOCTH, HO
HpCHCTaBHﬂlOI_U,HMH pa3HbIC OpraHbl, [O/IIIACH pacrojiaratoT Ha OJHOM YpOBHE.

Hanpumep:
['nasa MO I'masa MO
«YHIyKYJIbCKHI pAHOH» «I'eprebenbckuii paion»
[OAIINCH 1.0.Damunus [1O/IITHUCH N.O.bamunus

HayuMeHOBaHHE JIOJDKHOCTH B peKBu3uTe «110MKCHY NEIaTactes ot JeBOI IpaHULbl TEKCTOBOTO
[0JIst Yepe3 OJMH MEKCTPOIHBIH MHTEPBAIL.

B J0KyMeHTaX, COCTaBJICHHBIX KOMHMCCHEH, YKa3blBalOTCA HE JOJLKHOCTH JIHIL, [IOATIMCABLIUX
JOKYMEHT, @ MX OOs3aHHOCTH B COCTaBe KOMUCCHM B COOTBETCTBUM C PaclpCIC/ICHHEM B
an(haBUTHOM HOPs/IKE HauaJIbHBIX OyKB (haMUITHH.

3.4.17.Pexsusut «OT™METKA 00 IEKTPOHHOH TIOTHCH

OrMeTka 00 HJIeKTPOHHOH MOIMUCH MCIOJB3YETCA JULA BU3yalIM3alMK SNEKTPOHHOH IO/IIHUCH
HonyuarejaeM JIOKyMeHTa IpH 06MeHe OJICKTPOHHBIMH JIOKYMCHTaMM,  IMOIMHCAHHBIMH
YCUIJICHHOM KBAIM(HIIPOBAHHOM 3JIEKTPOHHOM ITO/IITHCHIO.

B coOTBETCTBUM € 3aKOHOAATCILCTBOM Poccuiickoii Denepaniud OTMCTKA 00 DICKTPOHHOH
poamucy  GOpMHPYETCs M BH3yalM3UPYCTCs NpOrpaMMHBIMH  CPEACTBAMMU. Ormetka 00
JIEKTPOHHOM NOIMHUCH BKIIOHACT dpazy "J1oKyMEHT MOAMUCAH 3JIEKTPOHHO¥ TIOIACHI0", HOMEP
ceprudukara Kioua 37IEKTPOHHO¥ MOAMICH, PaMHITHIO, HMS, OTUECTBO BITajieIbla cepTudukara,
CpOK JeHCTBYA cepTU(HKaTa K9 5IeKTpOHHOM moammcK. Hampumep:

| TOKYMEHT ITOJIIIMCAH ]
SJIEKTPOHHOM 1TOAITMCBIO
finpetop Ceprudukar lai 1 1aaa00000000001 1
Baanenen ®amuiust Mms OT4eCTBO
JleiCcTBUTENICH C 01.12.2012 o
01.12.2017

H.0. damunus

3.4.18. Pexsuzur «lleuats»

AJMUHHUCTpAIMsl HMMeer mnevyarb ¢ nzo0paxkenneM 1 ocyaapCcTBEHHOIO repba Pecrybinku
JlarecTaH U HHbIE IIEYaTH, YKa3aHHBIC B [TonoKeHME AJMHHUCTPAIEI O MOPS/IKE MCIIONL30BAHNA
[eyaTeii, mTaMIoB B agMuHucTpanu MO «YHIYKYJIbCKUH paiioH».

[leuarr ¢ wu3oOpakeHueM [0CyaapCTBEHHOI'O repba PecryOnuku /Jlarectan CTaBUTCA Ha
JIOKYMEHTaX, TpeOyIoIux 0coB0ro yA0CcTOBEpEHNs X NOUTMHHOCTH.

[IpocTble KpyIJible IEYaTH (6e3 m300paKeHUs rocy1apCcTBEHHOU CHMBOJIMKH) CTaBATCA Ha
KOMUAX JAOKYMEHTOB JUISl YIOCTOBEPEHMS UX COOTBETCTBHA noanvHEMKaM. [leyars cTaBuTCS Ha
CBOOOIHOM OT TEKCTa MeECTe, HE 3axBaTbiBas MUHOM MOINMCH AOKHOCTHOTO Jjiuna. Ileyars



MOJKET 3aXBaThIBAaTh YAaCTh HAMMEHOBAHUS JOHDKHOCTH JIMIIA, TOAIMCABLIETO JOKYMCHT.

B [0KyMEHTax, MOJArOTOBJIEHHBIX HA OCHOBE YHH(QUIIMPOBAHHHIX (OpPM, NeYaTh CTABUTCSA Ha
mecte, 0003HaYeHHOM 0TMETKOM « MIT» 1iu uHbBIM 06paszoM.

3.4.19.PekBusut «OT™METKa 00 UCIIOJIHUTETIEN

OrMerka 00 MCIOJIHMTENIE JIOKYMEHTa POCTABIsSCTCS Ha JIMLEBOH CTOPOHE MEPBOro JmcTa
MOJ/VTMHHUKA B JIEBOM HUXKHEM YII1Y.

OrMmeTKa BKIOYaeT (aMUIMIO, MMsA, OTYECTBO MCIIOJHHUTEN W HoMep ero TeledoHa (pasmep
mpudra Ne 8).

Ha goKyMeHTe, HOJIOTOBJICHHOM IO TOPYYECHUIO PYKOBOAUTENA TIPYIIOH MCIOJIHUTCICH, B
OTMETKE 00 MCTTOJTHUTEIIE YKa3bIBAETC (paMHUIUA OCHOBHOTO HCIIOTHUTCIS.

OrMeTka 00 HCIOJHHMTENIE MOXKET JOMOJHATHCA YKa3aHHEM [JO/DKHOCTH MCIOJHUTEIA U
CTPYKTYPHOI'O IIOJpa3/IeJICHUS.

B J0KyMeHTaxX, HMEIOIIAX OTMETKY O KOH(UICHIMAILHOCTH, OTMETKa 00 WCIOIHUTENe
MPOCTaBJIsAETCd Ha 000POTE IOCIEIHETO JINCTA KaX/IOTO K3CMIUIApA JOKYMEHTA M BKIIIOYACT B
ceOs: yKa3aHMe KOJMYECTBA OTIEYATAHHBIX JK3EMIUIIPOB, GaMIJIMIO MCTIONHUTENS, (PaMUITHIO
pabOTHMKA, TIeYaTaBIIEro JOKYMEHT, 1aTy IeyaTaHus JOKyMCHTa.

3.4.20.PexBuzut «OTMETKA O 3aBEPCHUHN KOIIUK

JI1sl CBUJICTEIBCTBOBAHMS BEPHOCTH KOIMH (BBITMCKH M3 JOKYMCHTA) MOIMHHHKY JIOKYMEHTa
HA TOCJIEAHEM JMCT€ KOnuM (BBINMCKM M3 JOKYMEHTa), Ha CBOOOJHOM MECTE MOJ TEKCTOM
odopmiseTcs pekBu3HT «OTMETKA 0 3aBEPEHHM KONMM», BKIIOWAOUMH ciloBO «BepHo»,
HAMMEHOBAHNE JODKHOCTH JIML, 3aBEPUBIIEr0 KOIMHUIO, JIMYHYIO IIOAIMCH, pacmu@poBky
TIO/IMTMCH, JIaTy 3aBEPEHU.

Hanpumep:

Bepno

['71apHBIN cienUaIueT

Haumenosanue noapasaenenus [loanucs 1.0, @amunus

Jlara

OTMeTKa 0 3aBEpPEeHHMH KOMKH YIOCTOBepsieTcsl IIPOCTOM Mevyarhio YMpaBlIcHUS JICTaMH, a
3JIEKTPOHHEIX JJOKYMEHTOB - 3JIEKTPOHHOM IOIITHCHIO.

JIMCThl MHOTOCTPAHMYHBIX KOITHIA (BBITMCOK U3 JIOKYMEHTa) HyMEPYIOTCsl, OTMETKA O 3aBEPCHUH
KOIIMHM JIOTIOTHAETCS YKa3aHUEM KOJMYECTBA JMCTOB KOMHH (BBIIMCKHM M3 JOKyMeHTa: «Bcero B
KOIIUH n»). Jlomyckaercs — 3aBepiTh  OTMETKOH — «BepHO»  Ka/blid  JIHCT
MHOTOCTPAaHIUYHON KOIIMHU JIOKYMEHTA.

3.4.21.PekBusut «OTMeTKa O MOCTYILUIEHUU JOKYMCHTA

OrMeTka O TOCTYIUICHMM JIOKYMEHTa CIYXKHT JUIs TOATBEpXKICHUS (akTa TOCTYIUICHHSA
JOKYMeHTa B AJIMHHUCTPAIIHIO U BK/IIOYAET JIaTy MOCTYILIEHUS W BXO/USILIMH perucTpaLnoHHbIHI
HoMep IoKyMmeHTa. OTMETKa O TIOCTYIUIEHMH JOKYMCHTa MOXKET NPOCTAaBIATHCSA C HOMOIIBIO
IITaMmna.

3.4.22.Pexsusut «OTMETKA 0 KOHTPOJIC TOKYMCHTa»

OTMETKY 0 KOHTPOJIE 3@ MCIIOJHEHHEM JIOKyMeHTa 0003Ha4atoT c/10BOM «KOHTpOIIb) Ha BEPXHEM
I10JIe JOKYMEHTA CIIpaBa.

3.4.23 PekBusut «OTMETKA O HAMpaB/JICHUM JIOKYMEHTA B 1€J10»

OTMeTKa O HAIPABICHUM JIOKyMEHTa B JIEJI0 ONPEICTIACT MECTO XPaHCHHs JIOKyMCHTa II0CIE
3apepuIeHUs paGoThl ¢ HUM U BKIIFOYAeT: ¢jloBa «B jies1o», MHAEKC Jie1a M0 HOMEHKIAType ¢/, B
KOTOpOE [OMEI[aeTcss JIOKYMEHT Ha XpaHeHHe, C YKasaHUWeM roja, JO/DKHOCTH JIMNA,
0(OpPMUBILETO OTMETKY, NOAINCH, aaThl. Hanpumep: B neno Neza 2021 r. Hau. otnena Ioamuck
Jara



[Ipoueaypa moAroToBKH 10KyMeHTa

ITpoeKThI JOKYMEHTOB, [10/{rOTOBJIEHHBIX AJIMUHHUCTpALMEH, NOIJIEkKAT COTNACOBAHUIO. Cocras
JIOJUKHOCTHBIX  JIAIl,  COIVIACYIOLIMX IPOEKT JIOKYMCHTA, ONPEAENsIercs  CTPYKTYpHBIM
noJipaseaeHueM-UCIIOJHUTEIEM.

CorjlacoBaHie TPOEKTa JOKYMEHTa B AJIMHHMCTpALMU O(OPMIIETCS rpudomM cornacoBaHus
(1Ip¥ BHELIHEM COTJIACOBAHMM) UIIM BH30H (IIpH BHYTPECHHEM COIJIaCOBAHUM).

I'pud cornacoBanus oGopmisieTcs B COOTBETCTBUHU C ITyHKTOM 3.4.15, a BM3a - B COOTBETCTBUU C
nyakToM 3.4.16 HacTOsIIEH HHCTPYKIIUH.

CorjiacoBaHUe NPOEKTa JOKyMEHTa MPOBOJMTCA IO ero NOANMCAHHA [J1aBoii B LEJIAX OLCHKH
COOTBETCTBHS TIPOEKTA 3aKOHOAATEIBCTBY POCCHUCKOH denepaunn, Pecrybnuku Jlarecras,
HOPMATHBHBIM aKTaM AJIMHHHCTPALHH, Ka4ecTBa 1 3 PEeKTUBHOCTH TPE/IIAracMoro peIeHus.
CorNacoBaHhe TPOEKTA JIOKYMCHTA OPraHM3yeTcs HENOCPEICTBCHHEIM  HCIONHHTEICM
(cocTaBUTEIEM) M PYKOBOJHUTEIEM [0APa3/Ie/ICHUA-UCIOMHUTENA 1 TIPOBOAMTCA B Tmpejesnax
YCTaHOBJIEHHOT'O CPOKA MCIIOJIIHCHUS.

IIpu CDJl cornacopanue NPOEKTOB JIOKYMECHTOB OCYLICCTBIACTCA B ABTOMaTH3UPOBAHHOM
pEKMME TOCPEICTBOM HAIpPABJICHHS MPOCKTOB JOKYMEHTOB JIMLIAM, Ha3HAYCHHBIM B Ka4eCTBC
coracylomux, 1 oGopMICHUs pe3yJIbTaTOB COracoBaHUs B COJL.

IIpoeKThl JOKYMEHTOB (BKIIIOYAs TIPUJIOJKEHHsI) COTIIacyOTCA:

HEMOCPE/ICTBEHHBIM HCTIOJIHMTEIEM H PYKOBOJMTEIEM MOAPASAC/ICHIA WCIIOJTHUTEIS,
COMCIIOTHUTENAMHU (TPH UX HAJTMYAHN);

PYKOBOAUTENAMU CTPYKTYPHBIX nojpasaeiennii, pabOTHUKAMK OpPraHM3ally, HAlPABICHH
NeSATENbHOCTH WUIHM (YHKIHOHAIbHBIC O0S3aHHOCTH KOTOPBIX 3aTparuBarorci b IIPOEKTE
JOKyMEHTa W/Wiii KOTOPBIC YKa3aHbl B MPOEKTE JOKYMCHTA B Ka1€CTBE UCIIOJHUTENCH (B ciyvae
BPEMEHHOTO OTCYTCTBMA PYKOBOJHUTEINS TOJpAsAeICHH IPOCKT JOKyMEHTa BU3UpYET JIHLO,
BPEMEHHO MCIIOTHSIOLIEE €0 0053aHHOCTH);

3AMECTHTE/IAMH [JIaBbL, KYPUPYIOLIMMHU 3aTPOHYTHIC B [IPOCKTE JIOKYMCHTa BONPOCHL,
IOPU/IMYECKOH ¢y O00i (MPOCKTHI [IOCTAHOBJICHUH, pPACHOPSKEHMI ¥ JAPYruX JOKYMEHTOB
AJIMAHHCTpALIAA, UMEIOIINX HOPMATHBHbIH IIPaBoOBOii XapakKTep);

VYrpasiicHHEM JeTaMH.

[IpoeKTbl ~ JIOKYMEHTOB, pcaju3allii — KOTOPHIX Tpebyer  (GHMHAHCOBBIX  3arpar,
coryacoBsiBatoTes ¢ OTHenoM pUHAHCOB.

[IpoeKThl JOTOBOPOB MOJUIEKAT COIIACOBAHHIO (BM3a - HA KaXXJIOM JIUCTE) C TIPaBOBBIM
OT/e0M AMUHUCTPALIMH, 3a MCKIIOYCHHEM MPOEKTOB, NOATOTOBICHHBIX B COOTBETCTBHH €
TUMOBBLIME (TIPUMEPHBIMH) OPMAMU, YTBEPIKICHHBIMI MPaBOBLIMH aKTaMH.

He jomycKaeTcs HANpaBjATh Ha COTTACOBAHME MPOCKT JIOKYMCHTA OJTHOBPEMEHHO [[BYM WM
Gosnee pabOTHUKAM OJIHOTO CTPYKTYPHOIO MOAPasACICHHUA. B kauecTBe NHI, COIJIACYIOIIHUX
TPOEKT JIOKYMEHTA, J0JIKHBI BHICTYIIATh PYKOBOJAUTEIN CTPYKTYPHBIX T10/[pa3/1eJICHAM.

BHelnHee COMIACOBAHME IPOEKTA JOKYMEHTa OCYIIECTBISETCS [IOCPE/ICTBOM HanpaBJIeHust
Ipoekta B Jpyrod opram WCIIOJIHATEIBHOM — BIACTH, OpraHM3aliio, BEIOMCTBO €
CONPOBOAMTEILHBIM MMCBMOM, B KOTOPOM YKa3bIBACTCA CPOK corjaacoBaHMsL.

CpoKH cOTJIacOBaHMsA JOKYMEHTOB YCTaHABINBAIOTCH WncTpyKipeit 10 JAENONPOM3BOJICTRBY B
3aBHCHMOCTH OT BHJ@ JIOKYMEHTa W 00beMa JIOKyMEHTa, BKIIOUAs NPUI0KEHUSL K HEMY. Cpoxku
COracoBaHus JJOKYMEHTOB COCTABJIAIOT!

MPOEKTHI JIENOBBIX (CIIyKEOHBIX) MHCEM -1-3 paboumx AHA;

IIPOEKTHI OCTAHOBICHHIL, pacTIOpsDKCHMIL 6e3 npuiIoKeHuit - 1 - 3 pabouux JH;

NMPOEKTHl MOCTAHOBICHHH, PACHOPHKEHHH C MPHIOKCHIIMH CIIPaBOYHOrO Xapakrepa -3-3
pabouux JHEen;

MPOEKTHI MOCTAHOBIICHHUIA, PACTIOPSKEHUH € MPUJIOKCHUEM JIOKAJIBHBIX HOPMATHBHLIX aKTOB B



3aBUCHMOCTH 0T HX 00bema (He Gomee 50 crpanum) - 5 - 10 pabounx JHEH:

[POEKTHl JIOKAJIBHBIX HOPMATHBHBIX aKTOB, YTBEP/KAACMBIX HEMOCPCACTBEHHO  MOAMMCHIO
pykosoautens (He 6onee 50 crpanun) - 5 - 10 pabouux JHEH;

NMpOeKTHl TMPOTOKONOB 3acelannii (coewanuii) npu HEoOXOJMMOCTH MX COIJlacoBaHudA, B
3aBMCHMOCTH OT 00BbeMa JJOKyMeHTa - 1 - 3 paGouux JiHs.

CpOKy COIJIACOBAHMS TPOEKTOB JIOKYMEHTOB, HANpaBiISCMBIX Ha BHCIIHEE COrJiacoBaHUE HE
JIOJKHBI COCTABIIATH Oosee 30 KaleHIapHBIX JIHEH.

B KOHKDETHBIX CIyd4asX B 3aBHCHMOCTH OT COJACPKaHMA W HasHauCHMA JOKYMCHTA CPOK
COINIACOBAHMA MOJET OBITb COKpalleH WIM YBEIMYeH M0 PCHICHUIO PYKOBOIMTEI,
KYpUPYIOIIETO HAMPABIICHHE IEATEIBHOCTH, T10 KOTOPOMY FOTOBHTCS MPOCKT PEIICHHUA.
CorjlacoBanie BHYTPEHHMX JIOKyMCHTOB, CO3/laHME€, XPaHCHHE H MCHONB30BAHHE KOTOPRIX
ocymectsisercs rnocpeactsom CHJI, MPOBOJUTCA B CD/1 B 3IEKTPOHHOM BUJIE.

[Ipu cornacoBaHHUU TPOEKTOB BHYTPECHHUX JIOKYMCHTOB, CO3/IaHHBIX Ha OyMakKHOM HOCHTEIIC,
BH3BI TIPOCTABIIAIOTCS HEMOCPE/ICTBCHHO Ha TIPOCKTE IOKYMEHTA.

B XOie COMIAcOBaHMS IMPOEKTA JOKYMEHTa PaGOTHHMK, COracylolui JIOKyMEHT, NMPUHUMACT
OJTHO M3 CIIEYIOTIIX PELICHHM:

COTJIAcOBATh TIPOEKT JIOKYMeHTa 0e3 3aMeuaHmit;

COTJIaCOBATH IIPOCKT JIOKYMEHTA C 3aMECUaHHAMH,

OTKJIOHHMTD IIPOEKT JOKYMEHTA.

BospajkeHusl M0 MPOCKTY IIpHKa3a (pacropspKeHHUs), BO3HHMKAIOIIME TNMPH COTIACOBAHMH,
M3JIATAI0TCS B CIIPABKE, KOTOPAsk MPUJIAraeTcsl K MPOEKTY, I BHOCUTCS B COH.

Eciiu poeKT JOKyMeHTa COITIACOBaH C 3aMEYaHUsAMM, 5TO 03HAUACT, 9TO 3aMedaHus HOCAT
PEJIaKIMOHHbIH XapaKTep, ¥ M0C/Ie HX NPUHATHS UCIIOIHUTEIEM MPOCKT He TpedyeT NOBTOPHOIO
COINIacOBaHUA.

TIpOeKT T0KyMEHTA OTKJIOHSETCS JTULIOM, COIIACYIOLIUM OKYMCHT, B cryyasx:

HAIMYHS CYIIECTBEHHBIX 3aMeUaHuil 10 IPOEKTY T0KYMCHTA;

Hecornacus ¢ MPOEKTOM JJOKYMEHTA.

HecoriacopaHHbIl MPOEKT AOKyMeHTa TpefyeT H0pabOTKH IO BbICKA3aHHbIM 3aMedaHmsIM,
nepeo(popMICHHUS ¥ TTOBTOPHOTO COrTacoBaHMA.

JIOKYMEHTBI, H3/laBaeMble OT UMCHH AJMHHHUCTPAlldH, MOAIHUCHIBAIOTCA [71aBOi WJIM MHBIMH
YHOIHOMOYCHHBIMH MM JI0JDKHOCTHBIMH JIHIIaMH (3aMeCTUTEIISIMH TJIaBBl).

OrenbHble BHJIBI BHYTPEHHUX [IOKyMCHTOB (ciyxeOHble, 00BIACHUTE/IBHBIC 3alMiCKU) Ha UMA
PYKOBOHTEIsS CTPYKTYPHOTO HOJPA3/IEICHHUS TIOAMCHIBAIOTCA WCIIOMHUTEIEM (COCTABHUTEIIEM),
eC/IM pa3pellaeMble IPH ITOM BOTIPOCHI HE BBIXO/IAT 32 IPEEIIB! €T0 KOMIIETEeHIIUH.

JIOKYMCHTBI, HAampap/sCMble B BBICIIMC OPTraHBI roCy/JapCTBEHHOM BJIACTH, Ha HMMs ICPBBIX
pykosoauTenel deaepanbHbIX OpraHoB MCIIOJIHUTEIBHOM BJIACTH NOANKUCHIBAIOTCS [VIABOH A
JIAIIOM, MCTIOJIHSFOIINAM €ro 00s3aHHOCTH.

JIOKYMEHTBI, HAIIPABIAEMbIE B [I0BCIOMCTBCHHBIC M CTOPOHHHC OpraHi3aLuy, TOMHChIBAIOTCS
3AMECTUTEISIMHI TVIaBbl AJIMUHHCTPALIIN PEIOCTaBICHHEIMU UM TTOJIHOMOTHAMH.

JIOKYMEHT TOANMCHIBACTCS JABYMA MM GoJiee JIMI@AMHM, €CJIM 3a COJepiKaHue JOKyMEHTa HECYT
TBOTCTBEHHOCTS HECKOJIBKO PAOOTHMKOB (JOKYMEHTBI, TOATOTOBJICHHBIC —HECKOILKIMH
noApa3/eIeHAsIMH WM OpraHu3alusiMH, paboueii rpymnioi, KOMUCCHEH).

[MoanuchpBaeTcs, Kak [PaBHIO, OIMH SK3EMIULAP AOKyMCHTA. CoBMECTHBII  JTOKYMCHT
[OJNUCHIBACTCS B KOJIMYECTBE, COOTBETCTBYIOUIEM KOJHMUCCTBY opraHu3aluii, CO34aBLIMX
JTOKYMEHT.

IIpuMepHBIii Mepederh YTBEPIKAAeMBIX J0KYMEHTOB NPHUBCIACH B npunoxennn Ne 19
Hacrosiieit M*HCTpYKUHH.



CocTaB TOKYMEHTOB, 00pa3y0IIHXCH B 1eATEJbHOCTH AAMHHHCTPAIMH

B 1ensx peryimpoBaHusi CBoei JesTelIbHOCTH AIMUHUCTpPAIMs W3/1aCT:

NpaBoBble akThl B (opMe MOCTAHOBJIEHUH, peUIeHWil, TNpaBWIl, IIOJOKEHUH, HHCTPYKIHUH,
pEerJaMeHTOB, aIMUHUCTPATUBHAIX PEIJIAMEHTOB, J0JKHOCTHBIX PETIAMEHTOB, IOPSIKOB H Ap.:
WH/IMBH/IyaJIbHbIE IPABOBBIC AKTHI (PACTIOPSAUTENBHBIE JOKYMEHTHI) B (POPME PaclOpsKEHUI;
JIOKATbHBIE HOPMATHBHBIE aKThl, W3/7aBacMble B (OpME IOJIOKEHMH, TPABWI, HHCTPYKLMUH,
perjiaMeHTOB, HOPSIKOB U APYTUX JOKYMEHTOB;

TIPOTOKOJIBI 3aceJaHui (KOO IHHAIIMOHHBIX, COBEINATE/IbHBIX, SKCIIEPTHBIX U IPYTUX OPTaHOB).
IMoaAroToBKa MPOEKTOB HOPMATHBHBIX PABOBBIX AKTOB

[IpoeKTHl AKTOB TMOJUIEIKAT 003aTEILHOMY COINIACOBAHUIO C PYKOBOAUTE/ISAMU C 3aMECTUTE/ISIMU
[71aBbl, PYKOBOJUTEISAMU CTPYKTYPHBIX MOJpPa3le/IeHui, KOTOPBIM B HOPMAaTHBHOM aKTC
Npe[yCMATPUBAIOTCS TIOPYUCHUS, a TakkKe IPH HEOOXOJMMOCTH C PYKOBOIMTEISAMH JPYIHX
3aMHTEpeCOBAHHBIX opranusaiuii. CorllacoBaHie MPOBOJAUTCS 110 YCTaHOBJIECHHOH popme.
[TpoeKThl aKTOB, TpeIyCMATPHBAIOIIME (UHAHCOBBIE PACXOMBI, MOJUTIEkKAT 00sA3aTEIBHOMY
cornacosanuio ¢ OtaenoM GUHAHCOB.

Fciau B Xoae mpopabOTKM WM COTJIACOBAaHMS IIPOEKTa aKTa B HETO BHOCATCS CYIIECTBEHHBIC
M3MEHEHHs, TO OH TOJJIEKMT I[OBTOPHOMY corjacoBaHuio. IloBTopHOro corsiacoBaHusi He
TpedyeTcs, eciu MpH 10padoTKE B IPOEKT aKTa BHECCHBI yTOYHEHHSI, HC MCHAIOIIHE €TI0 CYTH.
[IpoeKT aKTa reyaraercs Ha CTaHAApTHBIX Jiuctax Oymaru ¢popmata A4 (210x297 mm) mpudTom
TimesNewRoman pasmepom Ne 14.

Ha paccrosnuu OJHOr0 MEKCTPOYHOrO HHTEpBaia OT BEPXHEH IPAHMIbI MOJsl OT MOMETKH Y
[IPaBOii TPaHMIIbl TEKCTOBOTO 10/18 IULIETCS CII0BO «IIpoeKTy.

ITpoekT akTa UMeeT CIeYIOIMNUE PEKBU3UTHI:

Hanuenosanne oprasa - AJMUHUCTPAIMS MO «YVHIIYKYJIbCKMM PAMOH» -
[e4aTaeTCsl MPONMCHBIMI GYKBAMH M BBLIEISETCS TOMYXUPHBIM MpudTOM pasmepom He Oosce
Ne 16. BoipaBHUBaETCS 110 LIEHTPY.

Haumenosanne Buna Hopmatusnoro akta - [IOCTAHOBJIEHUE wm PACHOPSKEHHUE -
oT/easeTcs OT IPEeAbIAYIIero PEeKBU3UTA JBYMA MEXKCTPOUHBIMU MHTEpBAlIAMH, IedaTacTcs
NpoIUCHBIMU GyKBamMu pasmepoM mpudra He Oonee Ne 16, BBIICIAETCA MOIYKAPHBIM mpudTOM,
BBIPaBHUBAETCS 10 LIEHTPY.

3aroJ0BOK OTHEISeTcs OT IPEABIYIICT0 peKBH3UTa 2-3 MEKCTPOUHBIMH HHTCpPBAJIAMH,
meyaraeTcs depes oaMH uHTepBan mpudrom Ne 14, BbyieaseTcs MOJIYKUPHBIM mpupTOoM H
BHIPABHMBAETCS TO LEHTPY. 110CTAHOBICHUS JOJDKHBI MMETh 3arojlOBOK. B KpaTKOMH dopme
OTpaXKarlIUi UX COACPIKAHUC.

TekcT OTHENSETCS OT 3arojoBka 2-3 MEXKCTPOYHBIMH HWHTCpBAJIAMH M I€UATACTCA
wpudrom pazmepom Ne 14 yepes 1-1,5 MEKCTPOUHBIX HHTEPBAIA.

TekcT meyaTaeTcs OT JICBOM TPAaHHMIGI TEKCTOBOTO TMOJIS M BEIPABHUBACTCS T10 JIEBOH M
npapoii rpanuiaM Tekcroporo noss. Ileppas crpoka ab3ana HAUMHACTCS HA PACCTOAHNH 1,25 cm
OT JICBOU T'PaHMIIBI T10JIS.

TexkcT MOXKET MOAPA3ICIATHCS HA  KOHCTATHPYIOLIYHO — 4acThb (mpeamOyiy) H
[I0CTAHOBIISIONIYIO YacTh (B PaCTIOPSIKEHHUSX - PACIIOPSINTETLHYIO).

Ilpeambyna B npoekTax IIOCTAHOBJICHUIT 3aBEpIIACTCS CIIOBAMU «Apmunanctpauus MO
«YHIYKYIbCKHI paiiom» rocraHoBisgeT:». llociaennee cloBo IieyaracTes IOJYNKHPHBLIM
mpudTom Ne 14.

[Ipeambyna MOMKET OTCYTCTBOBATh, C€CIIM [pPEIMNKMCLIBAEMbIE JIEACTBAS HE HYXKIAIOTCA B
pa3bsICHEHUH.

[TocraHoBisitomas (pacopsuTenbHas) 4acTh MPOEKTOB, KaK IIPAaBUIIO, [OJPA3ACACTCA Ha
ITYHKTBIL.



I IyHKTEI HyMEpYIOTCS apaOCKUMHU IIM(ppaMH ¢ TOYKOU M 3ar0JI0BKOB HE UMEIOT.

[Ipy HAAMUKMK TIPUIOYKCHHMI K IIPOEKTY B TEKCTE HA HUX 00S3aTE/ILHO JIe/IaeTCs CChLIKA.
[IpuioxeHuss K HPOEKTaM [E€YaTaloTcs Ha OTJICIbHBIX JHCTax OyMmard M IOJIIHCHIBAKOTCA
HaYaJIBLHUKOM CTPYKTYPHOTO MOJApase/IeHHs, MOATOTOBUBLIEIO IIPOEKT.

B npuioKeHUsX pazMeps! nosel, mpuThl 1 MCKCTPOYHbIC HHTEPBAJIbI MIPH I1€YaTAHUN TEKCTa
WCHTUYHBI Pa3MepaM, IpUMEHAEeMbBIM IPH 0(OPMICHNH MPOCKTA.

CiioBo «I'aBay BHIPABHMBAETCA O JIEBOW IPAHULEC TEKCTOBOro mHojid. Muuumans v pammins
1eYaTarTCs Y MPaBoil I'paHUIBI TEKCTOBOTO MTOJIS.

Buza BriaroyaeT B cebs HaMMCHOBAHHE JIOJDKHOCTH BH3UPYIOUICTO, €ro JHYHYIO IHOJIIHCH,
pacimmppoBKy MOAIHMCH U JIaTy.

[Ipyu HaIUMYMK Yy JIUIA, BUUPYIOIIETO NPOEKT, 0COO0r0 MHEHMUs (3amMeuanuii) OH Jenaet 00 oM
OTMeTKY IIpu Bu3upoBaHuu. Oco0oe MHEHME (3aMe4aHWs) BH3MPYIOLICTO IO IIPOCKTY. Kak
IPaBUJIO0, H3JIATAaCTCs OTAC/ILHO U MPUIATACTCs K IPOCKTY aKTa.

ITosicHUTENIbHAS 3allicKa K TPOEKTY aKkTa oQopMISeTcss HAa CTaHIapTHBIX JiMCTaX Oymaru
(Gopmara A4 1 UMeeT CIEAYIOLIHE PEKBU3HTHI:

Hanmenosanue Bua gokymenra - [IOSICHUTEJIBHAA 3AITUCKA - meqartaercst MpOTMCHBIMHA
OykBaMH Huepe3 [Ba MEKCTPOUHBIX HMHTEpBAIA HHKE BEPXHEH IpaHMIbl TEKCTOBOIO IOJIA.
BBIIEJISAETCS TTOMYKHPHBIM IPUGTOM ¥ BHIpaBHHBACTCS 110 HeHTpY mprdroM Times New Roman
pasmepom He Oonee Ne 16.

34roJOoBOK OTHEJAETCA OT IMPEABIYIIET0 PEKBU3HTA JIByMsI MEKCTPOYHBIMH HHTCPBATAMH,
[1e4aTacTcs CTPOYHBIMHU OYKBAMH Uepe3 OJINH MHTEPBAJL, BBIACIACTCS MOTYKUPHLIM mpupTOM H
BHIPABHHBACTCS 110 1EHTpy. ToYKa B KOHIIE 3arojloBKa He CTAaBUTCA. B 3arojioBke yKkasbiBaeTes
[10JIHOE HA3BAHKE MPOEKTA aKTa, K KOTOPOMY MOJAr0TOB/ICHA MOSCHUTE/IbHAS 3aITHCKA.

TeKeT OTAeNseTcs OT 3aroioBKa 2-3 MEKCTPOYHBIMK HHTEpBalaMy, reyataercs mpudrom Times
New Roman pasmepom Ne 14 uepes oaun untepsai. Ilepsas ctpoka abzana neyaracTcs Ha
paccrosiHid 1,25 ¢M OT JI€BOIi IPaHHIIbI TEKCTOBOIO MOJIA.

B Tekcre KpaTKO M3JAraloTCsi MOTHBBI BHECCHHS MPOEKTa, OOOCHOBAHME M CyTh MPOCKTA,
HaJIM4He Pa3HOIIACHH, Pe3y/IbTaThl IPOPA0OTKH U SKCIIEPTU3HI.

[IpoeKTHl aKTOB W IpHJIaracMpie K HUM 3aKTIOYEHHs, MOPYYCHHUS, (hMHAICOBO- YKOHOMHYCCKHUC
000CHOBAHMS U APYras JAOKYMEHTAIMs SBISIOTCS CTPOro KOH(HICHIMATbHOH (cmyxebHoil)
nHbopManmei.

C cojepKaHHeM IPOEKTOB aKTOB MOTYT ObIThb O3HAKOMICHBI TOJBKO T€ JOKHOCTHBIC JIAIA,
KOTOPBIE HMEIOT OTHOIIEHHUE K UX MCTIOHEHHUIO.

IMoaroToBKa HHAMBHAYAIbHLIX MPABOBLIX AKTOB AIMHHHCTPALMH

B nmesteTbHOCTH AJMHHHCTPAIIHHM CO3/1a€TCA KOMILICKC OpTaHH3alMOHHO-PACIOPA/NTEIBHBIX
JIOKYMEHTOB: TIOCTAHOBJICHUS], PACTIOPSIKEHMS, TTOJIOKCHNUS, NPABUIIA, MHCTPYKIHH, PCIITaMCHTDI,
MPOTOKOJIBI  3ace/laHMH (COBECIIATE/IbHBIX, OJKCIEPTHRIX M Jp. OpraHoB (KOoMUCCHIT), aKTEHI,
AHAIMTUYECKUE CIPABKM, JIOKIAAHBIC ¥  ClIy)KeOHbIe 3allMCKM, JOTOBOPHI (KOHTpaKTHI,
cornamienus), jae/ioBas (ciayxeOHas) Mepernucka u 1p.

KomnernanpHo 00CYK/1aeMble BOMPOCHI M TMPUHAMAEMBIC MO HHM PCIICHU (puKCHpYIOTCS B
NIPOTOKOJIAX COBCIAHMM AIMUHUCTPALMH, HHBIX 3ace[aHnil 1 COBCIIIAHMH.

B 3aBHCMMOCTH OT KOHKPETHBIX 3a1a4 B JICATEJIbHOCTH AJMUHUCTPALMK CO3AAIOTCH JIPYIue
BU/Ibl JIOKYMEHTOB: TUIaHBl, IIPOIPaMMBbI, OTYEThL U 1P.

MHCTPYKIMS MO JEIONPOU3BOACTBY yCTaHABIMBAET TPEOOBAHMUS K TOArOTOBKE OTAC/IBHAIX BIAOB
JOKYMCHTOB.

[TocranoBiieHHE.

[IpoeKThl OCTAHOBIEHHIT (PACTIOPSUKEHHIT) TOTOBAT M BHOCAT CTPYKTYPHBIC MOIPA3ACICHIS Ha
OCHOBAHMM [OPYYEHHMIl [JaBbl, €ro 3aMecTuTeneidi 1Mbo B WHUIMATHBHOM  I[OPAAKE.



OTBETCTBEHHOCTh 3a KAUEeCTBEHHYIO IOJITOTOBKY IpPOEKTa TOCTAHOBJICHHS, COTJIACOBaHHME U
npaBuIbHOE OQOPMIICHHE NPOCKTA HECET PYKOBOJUTEND TMOAPA3/ICIICHHUs, KOTOPHIH FOTOBUT
IIPOEKT MOCTAHOBJIEHUS M IIPEACTABISET €r0 HAa MOANMCH. IIPOEKTHI MOCTAHOBICHHH IO
KaJpOBBIM BOIPOCAM TOTOBUT Y IIPaBJICHUC JCTaMU.

IIpoeKT MOCTAHOBIEHHS MOMIEKUT 0043aTEIbHOMY — COINIACOBAHHIO € KYPHPYIOLIMMU
3aMECTUTENIAMM  IJ1aBbl. LCIM  TPOEKThl HOCAT HOPMATHBHBIA IPABOBOM Xapakrep - ¢
HAYAILHUKOM IIPAaBOBOrO OT/Aena. [IpoeKThl, 3aTParvBalolMe BOIPOCH (UHAHCUPOBAHUS,
ToJuIeKaT 0053aTeILHOMY COINIACOBAHMIO ¢ HadyaabHUKOM OTaena punancos AJIMUHUCTPAIHN.
IIporuecc cornacoBaHus 10 YCTaHOBICHHOH (OpMe KOHTPOJIMPYET aBTOP IPOCKTA.

3ameuanus 10 TMPOEKTY TOCTAHOBJIEHHS, BO3HHKAIOIIWE [PH COTJIACOBAHMM, W3JIAraloTCid B
CIIpaBKe, KOTOpas Mpuiaraertcs K IOCTaHOBIACHMIO. IIpu 3TOM Ha IPOEKTE I[OCTAHOBJICHUA
rmumiercs «C 3ameuanusMu. [ [prmararoTes» U CTaBATCA MOANMKCH ¥ JlaTa BU3UPOBAHUS.

Eciu B riporiecce CoriiacoBaHus B IPOEKT IIOCTAHOBJICHHUA BHOCATCS U3MEHCHHUA, TO OH IIOUIEIKUT
riepereyaTke u MOBTOPHOMY COTJIACOBAHHIO.

[ToanuceiBaeT ocTaHoBaeHue I 1aBa 1Mb0 yHoIHOMOYCHHBIH 3amecTuTelb [ 1aBhl.

[To UIMCaHHBINA OPUTHHA TIOCTAHOBJICHUSA MOCTYNAET B YIIPABJICHUE JICTIAMH.

ITocTaHOBIEHHS PETHCTPUPYIOTCS MOPSIKOBOI Hymepaluel B mpeaenax KaJeHIapHOoro roja.
JlaToif TOCTaHOBJIEHMS sBJIACTCA Jjara ero peructpanud. OQopMIICHHOE IOCTaHOBJIECHHE
nepenaercs ucronuutensM. OpUrMHANBI MOCTAHOBICHMH XPaHITCs B YINPaBICHUH JICTAMH.
[TocTaHOBJIEHKE TIeuaTacTcs Ha O1ankax ycTaHoBlIeHHOro oOpasia mprdTom Times New Roman
pazmepom Ne 14,

[TocTaHOB/JIEHHE UMCEET CIEAYIOLIME PEKBI3UTDL: ['epd MyHUIUNAILHOIO paiioHa, HAUMEHOBAHUE
AJIMHHECTPALUK, BHJ JOKyMeHTa (IIOCTAHOBICHHE, PACIOPSIKEHME), JAaTa, PeruCTPalOHHbIH
HOMEp, MECTO COCTABJICHHUS, 3ar0JI0BOK K TEKCTY, MOJIKCh, BU3bI (IPHUIOKEHHE Nol).

Jlara odopmsercs cioBecHO-IMMPOBbIM criocoboM, Hanpumep: S5 ¢espans 2010 roja.
3aroJIoBOK TOCTAHOBJIEHHS JIOJUKEH KpaTko M TOYHO OTpakaThb COAEPIKaHHMC TEKCTa
riocraHopaenus. Touka B KOHIIE 3ar0JIOBKA HE CTABUTCS.

TekeT OT/IENSeTcs OT 3arojoBKa 2-3 MEKCTPOYHBIMEM MHTEpBAIAMM M ICUATACTCS LIPHPTOM
pasmepoM Ne 14 uyepe3 1-1.5 HHTEpBaia OT JICBOW TPAaHMUIIBl TEKCTOBOTO MOJIsi U BHIPABHUBACTCA
I10 LIEHTPY.

IlepBas cTpoka ab3ana HAYMHACTCS HA PacCTOSHUM 1,25 ¢M OT JI€BO# IPaHMIBI TEKCTOBOT'O MOJIA.
Teker TMOCTAHOBJIEHHMS COCTOMT M3 2 uacTeil: KoHcrarupyiomed (mpeamOyibl) —H
OCTaHOB/ISONIE. B KOHCTATHpYIOMEH YacTH KpaTKO H3/IararorTcs LENH M 3aiavd, (akTel u
cOOBITUSA, IIOCIY/KUBIIME OCHOBAHHEM UL M3J1aHus Npukasza. OHa MOKET HaYHHATHCA CIIOBAMH
«B TEJAXY», «B COOTBETCTBHMY», «BO WCIIOJIHEHHE» W Ip. EcCIM MOCTaHOBJICHHE HW3ACTCA Ha
OCHOBAHMM JPYIOro JOKYMEHTa, TO B KOHCTATHUPYIOLICH 4YacTH YKa3blBACTCS HAUMEHOBAHMC
3TOTO JOKYMEHTA B TBOPUTEIBHOM 11aJI€XKE, €TI0 J1aTa, HOMEP M 3arojIoBOK.

IIpeambyna B HpOEKTax IIOCTAHOBIICHWH 3aBEPIIACTCSl CJIOBOM  «IIOCTAHOBISAIO», KOTOPOC
rieqataeTcs MOJIYKUPHBIM mpudTom Ne 14,

PacriopsiiuTenbHas 4acTh MOXKET COJICPKATh:

pelIeHns OPraHM3aIMOHHOIO XapakTepa (yTBEpIUTE, CO3/1aTh, IPe0OpasoBaTh, JNKBUAUPOBATE.
[pPU3HATH YTPATUBIIMM CUILY);

KOHKpETHbIE TIOPYUCHHs ¢ YKa3aHHeM HCHOTHUTE S (MCIIONHUTENICH) i CPOKOB MX BBINOJIHCHHA.
Kaxoe pemenue (nmopydenue) ohopMiIsETes: B IOCTAHOBICHUN KaK OTCIbHBIN MyHKT. [IyHKTBI
OCTAHOBJICHUS PACIIOIAraloTCsi B JIOTHKO-BPEMEHHOM IIOC/IEIOBATEILHOCTH U HYMEPYIOTCA
apabckumu  wappamu. Eciu  mopyuenwe  Jaercs  KOHKPETHOMY — MOAPAasACICHHIO,  Cro
HAMMEHOBAHME IMMINETCS IIOJHOCTHIO, B CKOOKaxX YyKas3plBaloTCa (aMuins W HHUIHAIbI
PYKOBOAMTES TIOPA3/IeICHUS B UMCHUTEILHOM Majieske. EC/IM NOpy4CHUE 1acTCs KOHKPETHOMY



UCTIOJTHUTEIIO, €T0 JIOJGKHOCTE M haMuITus yKa3hIBalOTCA 0€3 CKOOOK B IaTCIILHOM ITaJCIKe.
Ecin oaHOMY HCHOTHMUTEN0 HEO0OXOJUMO TMOPYYUTh HECKONBRKO pa3HBIX 3aJlaHUi ¢ OJHUM
CPOKOM BBINIOJTHEHHSA, OTBCTCTBCHHBIN UCIIOJIHUTEIb M CPOK MCIIOJIHEHHUA YKa3blBalOTCA OJUH pa3
B OCHOBHOM ITyHKTE, @ MOPYYEHHs BBIACISAIOTCSA B OTACIbHBIC MOAMYHKTHL. Eciu y mopyueHwuii
pa3Hble CPOKM HCIIOJIHEHMS, CPOKM YKAa3blBalOTCSI HE B OCHOBHOM IIYHKTE, a B KaKIOM
MOJITYHKTE.
Cpok MCIONHEHHUA 10JKEH OBITh pealbHbIM, COOTBETCTBOBaTh 00BEMY IMpEaIoaraeMblX pador.
[Ipu ycraHoBIEHUH CpOKa CIEAYET YYUTHIBATH BPEMS TOBEJICHHS JIOKYMEHTA JI0 KOHKPETHBIX
UCIIOJTHUTEIICH.
CpoK HCHOJHEHHs B IYHKTaX pacIlopsAIUTE/IbHOM 4YacTH MpHKa3a HE YKa3bIBAaeTCs B CIIydasX,
eCJIM JICHCTBUS HOCSAT PEryJIsipHBIN XapaKTep U UX BBIIOIHEHHE MPE/IUChIBACTCS HA BECh IEPUOJL
JAEUCTBUS TTOCTAHOBJIEHUs. KOJIMUYECTBO MCIIOMHHUTENECH MO KaKIOMY IYHKTY (ITOANMYHKTY) HE
orpaHuyuBaeTcsa. OTBETCTBEHHBIH UCIIOIHUTENb YKa3bIBACTCA IIEPBBIM.
Eciin 1mocTaHOBJIEHUE HM3MEHSAET, OTMEHAET WIIM JIONOJHACT paHee H3JaHHBII JTOKYMCHT HIIH
KaKde-TO ero IMOJIOXKEHUS, TO OJAMH W3 NYHKTOB pacropsUTEILHOW 4YacTH TEKCTa JOJDKEH
CoJiepaTh CCBUIKY Ha OTMEHAEMBIM JOKYMEHT (IMYHKT JOKYMEHTa) ¢ yKa3aHHEM €ro JaThl,
HOMEpa M 3arojioBka. TekcT IyHKTa J0/DKEH HauumHaThes ciaoBamu «lIpusHarh yTpaTHBINMM
CHITY...».
[Tocaennuil MyHKT MOCTAHOBJIEHMS - MIYHKT O KOHTPOJIE, B HEM YKa3bIBAOTCA JOJDKHOCTD JIMIIA,
OTBETCTBEHHOTI'O 3a MCIIOJIHEHUE TOKYMEHTA B 11€TI0M, €T0 GaMIIUA U UHULIHAJIBL.
Busel cOracoBaHusi BKJIIOYAKOT JO/DKHOCTH BH3MPYIONIMX, JIMUHBIE MOJAMHMCH, PaciIi(poBKy
nojanuceir u jgary. Iloanmuce COCTOMT M3 HAaUMEHOBAHMs JOJDKHOCTH JIMIIA, IIOJITHCABIICTO
JIOKYMEHT, JIMYHOM MOIMUCH ¥ pacuii(ppOBKH MOAINCH (MHULIUATIBL, (aMuIns).

HaumeHoBaHuE JIOJDKHOCTHOTO JIMIIA [1€YaTAeTCsl OT JIEBOM rPaHUIbl TEKCTOBOTO MOJIS.
B mocraHOBIEHHIX HE TOMYCKAETC:
U3MEHEeHUE paHee YCTAaHOBJIEHHBIX CPOKOB BBIIIOJIHEHUS NTOPYYEHHH B CTOPOHY UX YBCIMYCHUS:
NPUMEHEHHE MPOU3BOJIBHBIX COKPALIEHUH TN HCKAKEHNE HAUMEHOBAHUI CTPYKTYPHBIX
10/pa3/ielieHuii, MoIBeIOMCTBEHHBIX OpraHU3alvi - UCIIOJHUTEICH;

IIPUMEHCHUE TIPOU3BOIBHBIX U IPYTHX TEPMHUHOB, COKPALICHHBIX CJIOB ¥ HANMECHOBAHHUH.
[lpy HaJIWYUK T[PUIOKEHHH B TEKCTe [IOCTAHOBJIEHHSA B COOTBETCTBYIOIIMX IYHKTax
pACTIOPSMTENLHON 9acTH JAlOTCS OTCHUIKH: ... (mpuiaoxkenne Ne 1);.. (mpuioxkenue Ne 2);...
«COIJIACHO MPHIIOKCHHUIOY», Ha TIPHIIOKEHUU 0GOpMILIETCS OTMETKA O MPUIIOKEHUH.
M3panne BMECTE ¢ TMOCTAHOBJICHHEM NPWIOKCHHH, HE YIMOMSAHYTBIX B TCKCTE JAOKYMEHTA, HE
JIOILY CKACTCsl.
CoBMeCTHBIE IIOCTAHOBJICHUS AJMUHHCTpPAIMH T€YATAIOTCS Ha CTaH/ApTHBHIX JIMCTaxX OyMmaru
dbopmara A4 (210x297 mm) 6e3 Gmanxa. IIpu odopmileHnH COBMECTHOTO aKTa HAMMEHOBAHHSA
OpraHH3allfii pacroyaraloTcss Ha OJHOM YPOBHE;, HaWMMEHOBaHME BHJa JIOKYMEHTa -
MOCTAHOBJIEHHE - pacloJiaraeTcs LEHTPOBAHO; JaTa COBMECTHOIO IIOCTAHOBJICHHS - €/lMHas.
COOTBETCTBYET jare Oojiee TIO3AHEH TOAIMCH; PETHCTPALIMOHHBIA HOMEp JOKYMEHTa,
COCTABJIEHHOTO COBMECTHO JBYMsi M Ooyiee OpranMsalMsMH, COCTOMT H3 PErucTpaliMOHHBIX
HOMEPOB JIOKYMEHTA KaxJ0H M3 STHX OpraHM3allMi, MPOCTABIACMBIX YEPE3 KOCYIO YCPTY:
MOINUCH PYKOBOJMTENEH paclofarardTes HIKe TeKCTa Ha ofHoM yposHe (cm. Ilpuioxenue
Nel7).
Pacnopsixenue.
PacmopsukeHue - MpaBOBOM aKT, M3/1aBaeMBblil B LCIAX Pa3pelICHUA OIEPAaTUBHBIX BOIIPOCOB,
MMeeT OTPaHMYCHHBIH CPOK JEHCTBHS M KacacTCss ONMPEIeNICHHOTO Kpyra HCIOJIHUTETCH B

OTJIMYME OT TMOCTAHOBJIEHUS, SBJISAIOIIETOCS pacHopsiIUTCIbHbBIM Cy)KeOHBIM  JIOKYMEHTOM
JIIUTEIILHOIO JIeHCTBUS.

TexkcT pacHOpSKEHHS HMEET KOHCTATUPYIONIYI0 M pPacHOpsuuTelIbHyl0 uacTH. B mepBoit



YKa3BIBAIOT 11€/Ib HIIM IPUUMHY PACTIOPSKEHHS, BO BTOPOH - IPEMUCHIBACMBIE [ICHCTBHS.

B KOHCTATHPYIOMIEH YaCTH LeecO00Pa3HO UCIIOIIB30BATH YCTOHUMBbIE GOPMYTHPOBKM:

«B coorBercTBUWY, «B cBsa3u», «B nensax» u T..1.

[ToaroToBka U oQOpM/IEHHE PACTIOPSKEHUI TIPOBOJATCS B COOTBETCTBUM C YCTAHOBJICHHBIM
TIOPAJIKOM HOATOTOBKH M 0QOPMICHHSA NOCTAHOBICHUM.

JlonyckaeTcs TOTOBUTH pacropsbkeHue 0e3 KoHcTatupyrouwled wactv. B janHom  cayuae
KIIOUEBOE CJIOBO «OOS3BIBAIO» HE IHINETCS, a TEKCT pPacHOpsKCHHSA COCTOUT TOJIBKO W3
pacropsiAuTeIbHONW YaCTH.

PacriopsskeHus ocsie TO/ANMCaHNs HyMEPYIOTCS M XPAHATCS B Y IPABICHUA JICTaMHU.

OdopmileHHe PACTIOPSKEHUSI  aHAIOTHYHO  OQOPMIICHUIO  TTOCTAHOBJICHMUS. Obpazen
o(hopMIICHHUS PACIIOPSIKEHUS TIPHBEIeH B IpuioxeHuu Ne 2.

TMoJiokeHus, MPABHJIA, HHCTPYKIIHH
[Toj0’KeHHe U31aeTcs B TOM cllydae, ecjli B HEM yCTaHAaB/IMBAIOTCS CUCTEMHO CBA3aHHBIC MEKIY
co6oit mpaBmIIa 110 BOIIPOCAM, OTHECEHHBIM K KOMIIETEHI[HH AJIMHHHACTPAIIAH.

B npaBuiax yCTaHaBIMBAIOTCS HOPMbI M TpeOOBaHus, 00513aTCABHBIC 1151 BRITIOTHEHHS.

B HHCTPYKIMH WM3jaraercsi MOPSATOK OCYMIECTBICHHS KakOH-TM00 JIEATEIBHOCTH HIH
OPAIOK MPUMEHEHHUS TT0T0KEHUH 3aKOHOAATeIbHBIX M HHBIX HOPMATHBHBIX aKTOB.

[Tonoxenus (IpaBuia, WHCTPYKIMH) IPUMEHSIOTCS KaK CaMOCTOATCIBHBIC IIPABOBBIC
AKTBI, KOTOpHIC IIOANMCHIBAIOTCS [ J1aBoi; yTBepHIAEHHE OGopMIisiercs B dopme rpuda
YTBEpKACHHS M/ IyTeM M3/[aHusl PacliopsInTEILHOTO TOKYMEHTa 00 MX YTBEPHKICHUM.
[Topsi10K MOATOTOBKM [POEKTA MOMOXKEHHs (MpaBuil, UHCTPYKIMH) COOTBETCTBYET obimemy
IIOPSAJIKY HOATOTOBKU IIPOEKTOB HOPMATHUBHBIX aKTOB.

Tekcr mnpoekTa IOJIOXKEHHs (IpaBui, HMHCTPYKLMH) YTBEPHKIAETCA PaclopsAUTEIbHBIM
nokymenToMm. [Teuaraercs Ha crangapTHOM nucre Gymarn popmara A4

Tekcr m3naraercs OT TPETHEroO JIMLA EIMHCTBEHHOTO MIIM MHOXECTBEHHOIO HHMC]A. B Tekcre
MCIIONB3YIOTCS  CJIOBA:  «JIOJDKEH»,  (CHELYET», «HEOOXOIUMOY,  «3alPEIacTes», — «HE
JIOTTYCKAETCs».

3aroJI0BOK K TEKCTY HOJIOKEHHUS (IPABUII, MHCTPYKLIMH) OTBCYACT Ha BOIIPOC «O yeM?».
3aroJioBOK K MHCTPYKIMH, COJICpKalell JODKHOCTHBIE TPeOOBaHUA M TIOPAJIOK MPOBCACHHA
paboT (JIOJKHOCTHAs MHCTPYKIKsS), OTBEYAeT HA BONPOC «koro?» (Jlo/kHOCTHAS HHCTPYKIMA
BEIYIIETO CIEIHAINCTA).

Koncratupyromeil 49acTbl0 MOJOKeHUs (TpaBWil, HMHCTPYKLMH) CIYXHUT pasacl «O0ume
IOJIOKEHAS», B KOTOPOM YKAa3BIBAIOTCS OCHOBAHMA pa3pabOTKH, OCHOBHOC HA3HAICHME
HOPMATHBHOIO aKTa M cdepa €ro pacnpocTpaHCHHs, OTBETCTBEHHOCTE 3a HApyIIEHUE
YCTAHOBJIEHHBIX TIPABUII U TEXHOJIOT UL

OCHOBHOM TEKCT TOJMOKEeHHs ([paBW, WHCTPYKIMM) MOXKET JIEIUThCA Ha IVIaBbl, MyHKTHI H
MOAMYHKTHL. [ TaBbl HyMEpYIOTCS PUMCKAMHM IIHPPaMH U JOJUKHBI UMETh Ha3BaHHA.

HyMmepanuusi MyHKTOB U [OJNYHKTOB IPOU3BOJUTCS apabCKUMu iugppamu. [ToamyHKTE MOTYT
HYMEPOBAThCA CTPOYHBIMH GYKBAMH € 3aKPHIBAIOIICHCS KPYTJIOH CKOOKOM.

3aro/IOBKM TJIAB M IYHKTOB II€4aTAIOTCS IPOMUCHBIMM OYyKBaMH IOJYKMPHbBIM HIPUPTOM,
OTJIEJISIIOTCS OJMH OT JIPYroro OTHIM MEKCTPOYHBIM HHTCPBATIOM W BLIPABHHBAIOTCA IO TIEHTPY .
3aroJ0BKH TOANYHKTOB MEUaTAOTCS MPONUCHbIMM Oyksamyu. Touka B KOHLE 3aroobBka HE
CTABUTCSL.

Teker monoxenus (1PaBUIl, WHCTPYKIHU) 3aKAHYUBACTCS YEPTOM, pAcIioIOKEHHOM 110 LEHTPY
HIDKE TeKCTa yepes 2-3 MeKCTPOUYHBIX MHTepBaa. JliHa 4epThl COCTABIISET 2-3 cMm.

Ha mnosnoxenusix (npaBuiax, WHCTPYKIMAX) BU3bI [POCTABIAIOTCA Ha 000pOTHOI cTOpOHE
I0CJIETHETO JIMCTA JOKYMEHTA.

BHeceHie W3MEHEHHl B YTBEPIKJIEHHBIE NOJIOKEHMs (IpaBua, MHCTPYKIIHH) MPOH3BOANTCSA



['naBoit AxMUHMCTpaMK WK YIIOJIHOMOYEHHBIM 3aMecTuTeieM I 1aBhl.

IIporokoJ 3aceqanus

ITpoTokon - HOKYMEHT, B KOTOpOM GHKCHPYETCs X0 OOCY)KICHHS BOIPOCOB M IIPUHSTHUS
pelieHnii Ha COOpaHUsIX, COBELIAHUAX, KOHPEPCHIMAX U 3aCCAAHMAX KOJICTHAIBIBIX OPTaHOB.
IIporokos cocraBiasercss Ha OCHOBAHMU 3allMCEH, MPOM3BEACHHBIX BO BpEMS COBEIAHMS
(3aceianus), MPEJICTARJIEHHBIX TE3UCOB J0K/IAJ0B U BBICTYIUIEHUI, CIPABOK, IPOCKTOB pelLleHuit
u Jgp. Marepuansl K 00CYXK/JICHHIO MPEACTABIAKTCA CTPYKTYPHBIMU IOJpa3ie/IeHUAMU
AJIMUHHCTpALMK M JPYTMMU OpraHM3alMsiMH, Ha KOTOPBIE BO3JIO)KEHA WX TMOATOTOBKA, HE
1103/1Hee, YeM 3a 5 JIHeH /10 J1aThl, PelyCMOTPEHHOM I1aHOM paboThl KOJUIETHAILHOTO OpraHa.
3anmcu BO BpeMs 3acefaHus, cOOp MaTepUaIOB U MOATOTOBKA TEKCTA BO3JIAraeTcsl Ha CeKperaps
KOJUIETHAJIBHOTO OpraHa W COTPY/JHUKOB MOpa3ieieH i, TOTOBUBIIHUX BOIPOCHl K 00CYK/ICHHUIO.
Teker npoToxoia JojKeH ObITh U3TOTOBIICH HE MO3IHEE, YeM Yepe3 2 JTHS I10CIIe JHS 3aceaHMsl.
[IpoToKosl MOANMCHIBAETCS IIpe/ICE/aTe/IbCTBYIOIMM Ha 3acelaHuM M cekpetapeM. Ha
KOH(epeHIHAX, CcOOpaHusAX, 3acellaHWsIX, IJIC TPUHATHC PCIICHUS TpeOYeT OIpe/IeIeHHOro
KBOPYMa, YKa3bIBAETCS, CKOJILKO YeJIOBEK IPUCYTCTBOBAI0. O0s13aTe/IbHOMY 1IPOTOKOJIUPOBAHUIO
[OJUIeKAT 3acellaHusl TOCTOSHHO JEHCTBYIOIMUX KOJUIETHAIBHBIX opraHoB. IIpoToxoinsl
oopmisiroTCs Ha 0OBIYHBIX JUCTax Oymaru gopmara A4.

IIpoTOKOJIBI MOTYT OBITH OJIHBIMH H KPATKHUMH.

B KpaTKMX NpPOTOKOJAaX YKa3blBAaIOTCS (aMIIMs [OKIaJuMKa, Tema JoK1aaa, GdaMuiuu
BRICTYIIHBIIMX M TIPUHATOE pelieHue. Takue MPOTOKOJBI HE JAKOT MPEJACTaBICHUSA O XO/e
o0cy:K/IeHusl BOMpoca, TMOITOMY MX PEKOMEHAYeTcs BeCTH TOrjaa, KOrjaa 3acelaHue
creHorpabupyeTcs WM, KOIJIa TEKCThl JIOKJIAJ0B U BBICTYIUICHHH TIOTOBBI 3apaHee M OyayT
IPUWIOKEHbl K MpoTOKody. KpaTko mpoToxonumpoBarh MOXKHO COBELIAHHSI ONEPATHBHOIO
XapakTepa. Bo Bcex OcTalbHBIX ClIydasx MPOTOKOJ JIOJKEH ObITh IIOJIHBIM, TO €CTh COJEPIKATh
3aIriCh BCEX BBICTYTLICHHH.

CnoBo «IIpucyrcrBoBaniuy mnedaraercss OT I'PAaHULBL JIEBOTO IO, MOJYEPKUBACTCH, CTABUTCH
nsoeroune. Huke nevararorcs HavMMEHOBaHUS OJUKHOCTEH TNPHUCYTCTBYIONIMX, a ClipaBa OT
HAaUMEHOBAHUA [IO/DKHOCTEH - MX MHMLHAIBI U (amMuiud. CIHCOK OTAEISE€TCS OT OCHOBHOM
YacTH 1IPOTOKOJIA CILIOIIHON YepTO.

B 1oJHOM IPOTOKOJIE OCHOBHOE COJEpXKaHUE JOK/IAJ0B U BLICTYIUIEHUH IIOMEIIACTCS B TEKCTE
MPOTOKOJIA WK MPUIAraeTcs K HEMYy; B TIOCIACOHEM ciydae JeaeTcs B TEKCTe cHocka «Texer
BBICTYIUICHHs npuiaaraercsa». IlocraHoBieHue (peuieHME) B TEKCTE IIPOTOKOJIA II€YaTacTCs
HIOJTHOCTBIO; TIPU HEOOXOAMMOCTH MPHUBOIATCS UTOTH rojiocoBaHud. OCHOBHAsA YacTh IIPOTOKOIA
nevaraetcs yepes 1,5 mexcrpounsix unrepsaia. B pasaen «CJIYIIAJIM» B oaHOM IPOTOKOIIC
BKIro4gacTes U nmozgpasaea «BOITPOCHI», B koTopoM GUKCHPYHOTCSA BCC IMOCTYMHBIIHE BOTIPOCHI
K JIOKTaquuKy W OTBeThl Ha HuX. B pasnene «BBICTYITUJIM» yxaseiBatoTcst haMuims,
WHULHAJIBI BBICTYIIAFOIIETO U COAECPIKAaHUE BBICTYILICHUS.

Hanee cnenyer pasnen «PEINIIN», nepen KOTOpBIM CTaBUTCA MOPAIKOBBIH HOMED BOMpOCa, 110
KOTOPOMY TPHUHUMAETCS JlaHHOe IocTaHoBiIeHue. [locTaHOBIAIOMAS YaCTh MOKET COCTOATH U3
HECKOJIBKHUX MYHKTOB.

[IpoTOKOJ TIOAMHCHIBACTCSA TIpENCEIaTeNIeM M CEKpeTapeM 3accJaHMs, KOTOPBIA JIOJDKCH
THIATE/IBHO OTPEIAKTHPOBATh TEKCT MPOTOKO.IA.

IIpotokoa umeer ciieayroiue pekBu3uthl (cM.IIpunoxenue Ned):

HaUMEHOBaHWE AJIMHHHCTPALIUK - YKa3bIBaeTcs MOJHOE OQHIMAILHOE HAMMEHOBAHHE
AJIMUHUCTpALIUH;

HalMeHOBaHUEe JIOKymMeHTa - cioBO «lIpoTokoa» neyaraercss OT IpaHULIBI BEPXHEro I0JIA
IPONHCHBIMHM OYKBaMH, MOJIYKUPHBIM mIpUpTOM pazmepoM Ne 16 ¥ BEIpaBHUBACTCA 110 LEHTPY:
BHJ{ 3acCeJ@aHMs, COBEIIAHWSI - OTACISNCTCS OT NPEJbIAYHIEr0 PEKBU3UTAa 2 MEKCTPOUHBIMH



MHTCPBAJIAMH,  TICUATACTCS TIOJYXKMPHEIM mIpH(PTOM pasmepom Ne 14 wuepes 1 wHTepBanm u
BBIPABHUBAETCSA 110 LIEHTPY;

MECTO TPOBE/ICHUA 3ace/laHus, COBEIIAHHSA - YKashlBaeTCs NPU OGOPMIIEHMH MPOTOKOIOB
COBCILIAHs B TOM CTy4ae, eC/iu OHO IPOMCXOIHIO HE Ha OOBIYHOM MECTe; IeuaTaeTcs Yepes asa
MEXKCTPOIHBIX UHTEPBAJIA [10C/IC PCKBU3UTA «BUJ 3acCe/IaHus, COBELUIAHUA», OTACISETCS OT HEro
JIMHEHKOM ¥ BLIPABHUBACTCS 110 LEHTPY;

Jlata NpoToKoia - 1aTa NpOBEeHUs 3ace/lanus. Jlata poTokona ohopmIIsercs HUGPOBBIM MK
CIIOBECHO-IIM(GPOBEIM CIIOCOOOM W TicyaTaercs wyepes 2 MCKCTPOYHBIX HHTEpBAJIa HIDKE
IPCABIAYIIEro pekBU3nTa. IIpOTOKONBI HyMepylOTCs [OPSUIKOBBIME HOMEpAMH B pejenax
KaJICHIApHOTO ToJia OTACABHO 0 KaKJIOH TpYIIe IPOTOKOJIOB: IPOTOKOIBl COBEHIAHMIA
AJIMMHUCTpAIMK, HPOTOKOJbI KOJUIETMH, INPOTOKONBI 3acelaHuii 9KCIIEPTHO-MIPOBEPOUHOIA
koMHCCHH U T.I1. HoMepa pemeHnH, IpUHATHIX Ha 3aCeJaHHH, COCTOST M3 HOMEpa IIPOTOKOII,
HOMEpa paccMaTpuBaEMOIo BOIIPOCA B MOBECTKE JHA M IOPSIKOBOIO HOMEpA MOCTAHOBJICHHS
(pemrenust) B mpezenax Bompoca. IIpoTOKONBI COBMECTHBIX 3acefaHMii MMEIOT COCTABHBIE
HOMEpA, BKIIOYAIOLIME MOPAKOBBIE HOMEPA IPOTOKOJIOB OpraHU3aLMii, IPUHUMABLIMX YYaCTHE
B 3aCCIaHHMU;

OCHOBHAsl 4aCTh MPOTOKO/IA - [IEYATACTCA Yepe3 1 MeKCTPOUHbIN HHTEPBAL;

MOMIHKCH - OTACIACTCS OT TEKCTA 2 MEXCTPOUHBIMH MHTEPBAIAMH M BKIIOYAET HAMMEHOBAHHE
JOJDKHOCTH JIUIIA, NPECE/1aTe/IbCTBYIOLIETO HA 3aCEJaHHH, €r0 JTMYHYIO OAINCH, pacuiu(poBKY
nozmucu (P.1.0.). Hanmenopanue JOMKHOCTH Me9aTaeTcs OT EBOH MPAHHLBI TEKCTOBOTO OIS
uepes 1 MeXCTPOUHBII HHTEPBAT M IIEHTPUPYETCS OTHOCUTENBHO CAMOM JUIMHHOM CTPOKH.
Pacumdposka noanmmcu pacnonaraercs Ha ypoBHE TOCHEAHEH CTPOKM HAMMEHOBAHHS
JIOIKHOCTH Oe3 npo0ena Mex1y uHunmanamu u dpamuaneii. [locnemss OykBa B pacuidppoBke
OrpaHHYMUBACTCS IIPABBIM ITOJIEM.

JlesioBoe (cay:xe0HO0€) MHCHEMO

CiyxeOHas mepenucka - pasinyHble BUIbI O(QHUIMATBHBIX JIOKYMEHTOB UH(OPMAIIMOHHO-
CTIPaBOYHOIrO XapaKTepa, UCMONB3YeMbIX Juisi oOMeHa MH(opMauuei B JEATEILHOCTH OPraHOB
BJIACTH, OpPraHU3allMi U IpaXK1aH.

CityxeOnast mepenucka BKmouaeT B cels muckMa (ciyxeOHbC, TapaHTHIHBIE), TeIerpaMMEL
TesieoHorpaMMsl, GaKCOrpaMMbl, HIEKTPOHHBIE ITHCHMA.

JenoBoe (cimyxebHoe) IHCBMO TOTOBUTCS HA OJAaHKE TMHCHMA. Ilpn cocraBieHHUM THCEM
OOPMIIAIOTCS PEKBH3HUTBI: aJpecaT, 3aroJoBOK K TEKCTY, TEKCT, MO/MHMCh, OTMETKAa 00
MCTIONIHUTENC, B HCOOXOAUMBIX CITydasX - OTMETKA O HPUIOKeHHH. PekoMenayeMslii oOpasen
ohopmiIeHHA AeT0BOro nuchMa cM. Ilpunoxenns Ne 3, 3a.

Ecm muceMo sIBIISETCA OTBETOM Ha TIOCTYIHBIIMIA 3a1IpOC MM TIPOCEOY, 3aIl0IHAETCS PEKBH3HT
«CCBIIIKA HA PErMCTPAIIMOHHBINH HOMEP M AATy MOCTYIUBILETO MTHCHMay.

HanmenoBanne Buia 10KymenTa («IHCBMO») M PasHOBUIHOCTH THCHMa (HAIIPHMEp, «IPOChOay,
«MH(POPMALMOHHOEY,  «COIPOBOJIHUTENLHOEY,  «3AMPOC»,  «HATIOMHHAHHE») B  JCTOBBIX
(cimyKeOHBIX ) TMCEMaX HE YKa3bIBAIOTCA.

Ecnn mucbMo Hanpasisercs ajpecary 10 3JICKTPOHHOM MmouTe MM no pakcy 6e3 JOCBUIKH 110
1104TE, BMECTO I[IOYTOBOTO aJpeca YKas3blBAETCS aJApec DJICKTPOHHOH TOYTHI HJIH HOMEp
renedona-pakca.

Jlenosoe (ciayxebHOE) MUCBMO JODKHO OBITH MOCBSAIIEHO 0HOMY Bompocy. Eciu HeoOGXo1umo
00paTUTHCS B  OPraHM3aAIMIO OJIHOBPEMEHHO M0 HECKOJIBLKMM BONPOCAM, PEKOMEHIYeTCs
COCTaBHTh OT/IEIBLHOE MUCHMO 110 KaXKIOMY M3 HUX.

[TucbMo MOJKeT KacaThCst HECKOJIBKUX BOIPOCOB, €CIIH OHU B3aMMOCBSI3aHbI.

B omHom muceme He nomkHO ObITh Goslee 4eTHIpEX ajipecaTos, IPU 2TOM OCHOBHOI aapecat
YKa3bIBACTCs IIEPBBIM, OCTAIbHBIM a/{pecaTam IMHMCbMO HANPABIAETCS IS CBEACHMS.



I[Ipy HEOOXOAMMOCTH HANPABHUTEH MHCHMO OOJIBIIEMY KOJIMYECTBY afpecaToB, FOTOBUTCS CITHCOK
PACCHUIKM, M IICHEMA PACCHLIAIOTCS MO CIIUCKY.

Texker nucbma uznaraercs:

OT 1-r0 J1MIla MHOXXECTBEHHOTO YHCITA (KIIPOCHM...», KIIPE/UIAraeM...», «HAIIOMHHAEM...»);

OT 3-ro JHMIA €IMHCTBEHHOro uYueaa («AJMHHHCTPALMS CYMTACT  BO3MOKHBIM e,
«AJIMMHUCTPALHSI HE PACIIOIATAET BO3MOIKHOCTHIO M)

OT 1-ro JMIa €IMHCTBEHHOIO YHCIIa (KIPOIIY ...», «IpeJIarao ...»), €CIM HUCHbMO 0(GOpMIIseTCS
Ha JI0JDKHOCTHOM OJIaHKe,

Ecau npoext nmenoBoro (ciyske6Horo) mnmchMma HalIpaBJISeTCs ajpecary IO MO4YTe, HPOEKT
FOTOBUTCA B JIBYX SK3EMILTAPAX: OJTMH SK3eMILIAP opopmiIsieTcst Ha GliaHKe, BTOPO HK3eMILIsp,
peHa3sHAICHHBIH ISl BUSUPOBAHMSA) - HA CTAHAAPTHBIX JIMCTAX OyMarm.

JlenoBoe (ciy:xebHOE) NMUCEMO 10 TpPEICTaBICHHS Ha TOMINNCEH JOIDKHO OBITH COIIACOBAHO
(3aBM3MPOBAaHO) CO BCEMH 3aMHTEPECOBAHHBIMH JIHIAMIL. JenoBoe (ciayxkeOHOE) NUCHMO
MOANHMCEIBAETCS  171aBoH  AIMHHHCTpaid WM YIIOJTHOMOYEHHBIM 3aMecTHTeTeM | JiaBhi.
[Toanucannoe nenoBoe (ciryxe6HOE) MUCHEMO MO/TEKHT PETUCTPaIMU U OTIIPaBKE.

He jomyckaercs ormpasisite afipecataM NHchbMa, He WMEIOIIME NaThl H PErucTparmoHHOro
HOMEpA.

[Tocne moamucanus miIcEMa M €ro perucTpayuy SK3eMIUIp MHCEMA ¢ BU3aMy 3aMHTEPECOBAHHBIX
JIAIY TIOMELIAETCS B JE10.

Hoxnaznas (ciyxeOHas) 3alKcKa HCIIONB3YETCA U ONEPATHBHOTO MHPOPMAIIMOHHOTO 00MEHa
MEHCLY  CTPYKTYPHBIMHM  TIOJPA3/ICNICHHUAMU ¥ PYKOBOACTBOM. OOs3aTeNbHBIMU PEKBU3HTAMH
JAOKNAJHON (CiyeOHOM) 3aIMCKH SBIAIOTC: HAHMCHOBAHUE CTPYKTYPHOI'O MOJIpa3/ieIeHusl,
HaHMCHOBAHHME BUJA JOKYMCHTa (NOKIagHas 3alMCKa, Cy:KeOHas 3aIlicKa), 1aTta, 3arojoBOK K
TCKCTY, aapecat, TeKeT, noanuck (Ilpunoxenue Ne 18).

Ilpn appecatmm  jnoknaaHeix (Ciy:KeOGHBIX) 3aIIMCOK VKa3bIBAKOTCS B JaTelbHOM najexe
AOJKHOCTD JIMLA, KOTOPOMY a/IPECOBaH JOKYMEHT, (haMUIIUS U HHULMATDL.

Jloknajueie (cmyxeOHbIC) 3alMCKM MOTYT COCTAaBIISTHCH, paccMaTpuBaThCs M XPaHHUTHCS B
TCUCHHUE YCTAHOBJIEHHOTO CPOKA, B T.Y. B 3JIEKTpOHHOM BHjie B CDJI.

[Ipn opranusaumm paboTel ¢ DOKIAAHBIME (CTyKeGHBIMU) 3alMCKaMH B JIEKTPOHHOM BHJIC
HCII0JIB3YIOTCS DJICKTPOHHBIE HIA0J0HBI JOKIIATHOM M CITY:KeOHOM 3aIHCOK.

Texer moxmamHoi (ciryskeOHOM) 3amMCKM, B 3aBHCHMOCTH OT CJIOKHOCTH COJEepXKaHUA W
IPMBOJIMMOMH apryMEHTallMK, COCTOMT U3 OAHOM, IBYX WJIM TPEX YacTeii:

B IIE€PBOM YaCTH H3JIAraloTCsd NPHIHHEL, (BaKTBl WIH COOBITHA, MOCTYKHBIINC [OBOIOM JUIA
COCTaBJIEHUs JIOKYMECHTA;

BO BTOPOH YacTH JIACTCS aHAJIU3 CII0KHUBIIEHCS CHTYALMK, BO3MOKHBIC BAPHAHTI €€ PEIICHHUS;

B TPETHEN YaCTU U3IIATalOTCs BLIBOJBI.

Opraununsanus fokymenTooGopora

IIpuHIHNLI OPraHU3aNuA J0KYMEHT0060poTa

B coorBercrBun ¢ mymkrom 1.1. Hacrosumedr Mnerpykuuu B mporecce JIOKyMeHTo0OopoTa
obecrieunBaercs:

[IpHeM U IepBHYHASA 00paboTKa BXOIAIMX JOKYMEHTOB;

IPE/IBAPUTEIILHOE PACCMOTPEHHE BXOATIMX JOKYMEHTOB;

paccMorpenue T0KymMeHToB [ 1aBoii;

JOBEJICHHE TOKYMEHTOB JI0 UCTIOJIHUTEIIEH;

O/IFOTOBKA IIPOEKTOB IOKYMEHTOB;

COTJIaCOBaHME TPOCKTOB JIOKYMEHTOB;



NO/TIMCAHUE TIPOEKTOR JTIOKYMEHTOB;
ONpE/C/ICHIE MECTa XPAHEHUS! JIOKYMEHTA (KOIMM JOKYMEHTA) U BKIIOYEHHE JOKYMEHTA B JeO0;
00paboTKa 1 OTIIpaBKa UCXOIAIIUX JOKYMEHTOB.

Opranuzanys 10KyMeHT0060pOTa OCHOBBIBAETCSA HA IIPUHIIAIIAX:

LEHTPAIU3ALUK OTIepallMii 110 [IPUEMY U OTIPABKE JJOKYMEHTOB;

pacnpe/e/icHusi  IOKYMEHTOB  Ha  JOKYMCHTOIIOTOKH, HMEIOIIME OJMHAKOBBIH  MapiupyT
(MapIIpyTH3aIMA TOKYMEHTOR);

OpraHu3alliy MPEIBAPUTEILHOIO PACCMOTPEHUS BXOIAIINX JOKYMEHTOB;

UCKJIIOYCHUS.  BO3BPATHBIX  JIBIDKEHHMH  JIOKyMEHTa, He  OOYCIOBJIEHHBIX  JIEIOBOI
HEO0OX0IUMOCTBIO;

OAHOKPATHOCTH PErUCTPALIUH IOKYMEHTOB;

YCTPaHCHHA ~ HEOOOCHOBAHHBIX  COTJIACOBAHHM  IPOEKTOB  JOKYMCHTOB,  BPEMEHHOI
perilaMeHTalMu onepamuii 1o o6paboTke, pacCMOTPEHHUIO H COTJIACOBAHUIO JOKYMEHTOR
JIOKYMCHTOOOOPOT BKIIIOYAET BCIO TOCICIOBATENLHOCTD TIEPEMEIIEHHH JJOKYMCHTOB, a TakKe
OnepaLu, COBEPIIAEMBIE C JIOKYMCHTAMHU B IPOLECCE MX CO3/IaHUS M MCTIOMHEHHUs ([0JIyueHue,
OTIpaBKa, PETUCTPAIMS, [IPEABAPUTEIBHOC PACCMOTPEHHE, PACCMOTPEHHE PYKOBOIUTEIEM) (CM.
ITpunoxenue Ne 5).

Ilene  opranmszaimm  T0KYMEHTOOGOpOTa -  O0ecredeHMEe  CBOEBPEMEHHOTO  TIPUHSTHS
YUPaBJICHYECKUX PEIICHHH W WX WCHOJHEHHMsA. 3ajada JOKYMEHTO00OpOTa - OpPraHW30BaTh
JIBUKCHUC JIOKYMEHTOB 110 HAUMEHEE KOPOTKOMY IyTH ¢ MHHHUMAQJBHBIMH 3aTparaMd Tpyja
BPEMEHHM, B YCIIOBHAX JIEKTPOHHOTO JOKYMEHTO0OOpOTa - 00€CIeUnTh JOCTYN K JOKYMEHTaM
nospsoBaresiM CH/1 B COOTBETCTBUMU € IPE/IOCTABICHHEIME UM IIPABAMH.

B yenosusix npumenenns COJ1 B AIMHHHCTPAIMHM MCIIOIB3YIOTCS DNEKTPOHHbIE JOKYMEHTBL, a
TAKKE JJICKTPOHHbLIE KOIMU IOKYMEHTOB, [10JyYEHHBIE B Pe3yJIbTaTe CKAHUPOBAHUS JJOKYMEHTOB
Ha OymaxHOM Hocutese. JIOKYMEHTBI, MMEIOLIMe BPEMEHHBIE CPOKM XpaHenus (mo 10 et
BKJIOYUTEIIBHO) MOTYT CO3/1aBaThCsl, XPAHUTBCS H HMCIOJB30BATHC HCKIIOUMTEILHO B (opme
9JIEKTPOHHBIX JOKYMEHTOB.

llepeyenb TOKyMEHTOB, CO31aBacMBIX, XPaHUMBIX H HCIOJb3YEMBIX MCKIIOYHTEILHO B (opme
3JICKTPOHHBIX JIOKYMEHTOB, YTBEPKAACTCA [71aBOH MYHHITHITAILHOTO paifoHa.

Oprauusanys  ABMKCHHMS JOKYMEGHTOB B  YCIOBHAX OJIEKTPOHHOIO JOKYMEHTOOO0pOTa
OCYINECTBIJIAETCS B COOTBETCTBHM C PErjJJaMeHTHPOBAHHBIMH MapHIpyTaMH, paspabaThiBaeMBIMU
oTAeN0M. MapimpyThl JBMKEHHS OpPraHH3aLUOHHO-PACIIOPS/IMTENBHBIX JOKYMEHTOB JIOJKHEI
OBITH ONTUMAILHBIMA 10 3aTPaTaM BPEMEHH, He JOJGKHEI JI0ITYCKaTh TyOIUPYIOMMX ONepaliii i
BO3BPATHBIX IBUKCHHMH, HE 00YCIIOBICHHBIX JICJI0BOM HEOOX0IMMOCTEBIO

B noxymenTo060poTe AIMHHUCTPAIIMH BBIIEISIOTCS JOKYMEHTOIIOTOKH:

BXO/s1IHME (MOCTYNAOIIUE) JOKYMEHTHI;

HCXOJs1IHe (OTIpaB/IAEMBIE) TOKYMEHTEI;

BHYTPEHHUE JOKYMEHTHI.

B cocraBe BXOISIIMX U HCXOAMINX JIOKYMEHTOB BRIJICTIAIOTCS:

JAOKYMEHTbI OPraHoB rocy1apCTBEHHO BIACTH, OPraHOB MECTHOTO CaMOYIIPaBJICHUS;
JOKYMEHTBI U3 IOCY/IapCTBEHHBIX U HErOCY1apCTBEHHBIX OpTaHU3aIHid;

3anpocel  JienytaroB I'ocynaperBeHHoit Jlymst u unenoB Cosera ®Dejepanuu. JenyTaToB
3aKOHOJATETbHBIX OpraHoB cyObekroB Poccuiickoit ®emepanmi W OpraHoB MeCTHOI'O
CaMOYTIPaBJIEHHUS;

oOpatuieHus rpaxiaH;

JIOKYMEHTBI M3 NMPABUTE/IbCTBEHHBIX M HENPAaBUTE/ILCTBEHHBIX OpraHu3aIfil 3apy0eKHBIX CTpaH
H IpYT'HE IPYIIILL JOKYMEHTOB.

JlocTaBka u OTHpaBKa JOKYMEHTOB B AJIMMHHCTPALIMU OCYIIECTBISIOTCS CPEACTBAMH MOYTOROI



CBA3M, BEBABEIePCKON U KyPhEPCKOH CBA3M, HAPOTHBIMH 1 Pa3ITHYHBIMH BHLAMU IIIEKTPOCBS3H
(pakcumunbhas, tenerpaduas, TenedonHas, DIIEKTPOHHAS MOYTA, CUCTEMa MEKBEIOMCTBEHHOTO
DIIEKTPOHHOIO JIoKyMeHToo00poTa (MO0, CHJI).
ITpuem u nepBrIHas 06paGoTKa NOCTYNAOIMX JOKYMEHTOB
B opranusammio j10cTaBisiercs KOPpECHOHIEHIMS B BUAE MHMCEM, OYTOBBIX KapTOoyYeK,
Oanjicposieli M NAKeTOB, TNEYATHBIX M3IAHMIA, Tenerpamm, (daxkcorpamMm, TenepoHOrpamm,
DJICKTPOHHBIX JOKYMCHTOB M 3JIEKTPOHHBIX KOTIHIf JIOKYMCHTOB.
IlpreM 1OKyMeHTOB oOcyInecTBisercs YIpaBicHHEM jIelaMi. JIOKYMEHTHI, TOJIyYeHHBIE
pabOTHMKAMHM OT JPYIMX OpraHM3allfii, TaKKe nepeaaroTcs B YHpaBleHHE JejlaMu Ul
PETHCTPALMH W/HIIH YYETa.
Bee mnocrynuBmmme B AIMHHHCTPAUMIO JIOKYMEHTH  II0UIEKAT IepBUYHOl  00OpadoTKe,
BKJIFOYAFOIIEH:
TIPOBEPKY MPaBHIbHOCTH aJpeCallMi MOCTYNMBIIUMX JOKYMEHTOB M IPABUIILHOCTU 1OCTABKH
JOKYMEHTOB;
MPOBEPKY LEJOCTHOCTH YIAKOBKH (KOHBEPTOB, MAKETOB);
BCKPBITHE YIIAKOBKH (3a MCKIIOUCHHEM KOHBEPTOB, ITAKETOB C TIOMETKOM «JIMUHO» U rpadamn
OrpaHUYEHUS JJOCTYIIA K TOKYMEHTY);
TPOBEPKY LETOCTHOCTH BXOASIIMX JOKYMEHTOB, BKIIFOUAS IPUITIOKEHHS;
YHHYTOXK€HHUE KOHBEPTOB, 11AKETOB MJIM YIIAKOBKH;
COPTHPOBKY JNOKYMCHTOB Ha IOUIekKallee M HE mMojylexkainee peructparmu (cm. Ilpuinoxkenue
No21); '
lepejiady J0KYMEHTOB, TPeOYIOUIMX PEruCTpalliy, Ha Y4acTOK PErdCTpalliH CKAHMpPOBAaHHS
JIOKYMEHTOB;
nepefady J0KYMCHTOB, He TPeOYIOIMX PErMCTpald B CTPYKTYPHBIC MOApa3ieleHus u
NOJIKHOCTHBIM JTHLIAM;

[IPOCTABIICHUE OTMETKH O IIOCTYIUICHUH JOKYMEHTa B AJIMUHUCTPALMIO.
OmnbOUHO OCTaBJICHHBIE JOKYMEHTHI MEPEchlIaloTcs [0 HA3HAUEHHMEO WM BO3BPALAIOTCS
OTIIPABUTEJIIO.
JIOKYMEHTEI, MOCTYIHMBITHE B IIOBPEXJICHHON YIIAKOBKE, TPOBEPSIOTCS HA [EIOCTHOCTh, B TOM
YHCIIe HA HATTHYME MEXaHUYECKHUX TOBPEKICHHUH.
[louToBbIC OTIPaBIEHNS, HECTAHIAPTHEIE 10 BECY, Pa3Mepy, (popme, UMeroIIHEe HEPOBHOCTH T10
Ookam, 3aKieeHHbIE JIMIKON JIEHTOH, MMEIOLIME CTPAHHBIA 3amax, LBeT, IIPEAIOI0KUTEIBHO
UMCIOINC BIIOJKCHMA, HE XapaKTepHBIC IS IIOYTOBEIX OTIIPABJICHHM, He BCKpHIBAOTCH. O
IOJIyYEHHUH  TOJO3PUTEIILHOrO TOYTOBOIO OTHPABICHUS JIOKJIAIBIBAETCS  PYKOBOJIUTEIIO
YrpasieHus aenaM.
Ilpn nocrymiennn BXOAAIEro JOKYMEHTa B TOBPEHKIEHHON yIaKOBKE, HOBPEK ICHUH
AOKYMCHTa, TIPH OTCYTCTBHH B KOHBEPTE (IIAKETE) JOKYMEHTA, €I0 YaCTH MIIM TIPUIIOKEHHIT K
HEMY, a TaKXKe MpU OTCYTCTBUM TOANKMCH HA BXOJAILEM JOKYMCHTE COCTABISETCS aKT B JBYX
DK3eMIUIApaX Ha OyMaKHOM HOCHTEIIC, IIOAIUCHIBAEMBIN JIBYMS paboTHIKaMM YIIpaBIIeHHS.
OnuH dK3eMIISp aKkTa BMECTE ¢ BXOAALUMM JIOKYMEHTOM H €ro MpHIOKEHHSIMH nepeaaeTcs Ha
NPEABApUTCILHOC PACCMOTPEHHC M PETMCTPAlMIO, BTOPOM JK3EMIUISAP aKTa BBICHUIAETCS
OTTIPABUTEIIIO.
KoHBepTbl, MaKkeThl WM YMAKOBKA COXPAHSIOTCS M IIPHJIATAIOTCS K BXOALIAM JOKYMEHTAM B
cllyqasix:
€CITH TOJILKO 110 HUM MOXKHO YCTaHOBUTB OTIPABUTENS WITH ATy OTIIPABJICHUS;
CCIIM BXOJIALIMI JIOKYMEHT MOCTYIIHN MO3Ke YKAa3aHHOTO B TEKCTE JOKYMEHTA CPOKA UCIIOIHEHHUS
U1K JIaThl MEPOIIPUATHS;
MPH OOIBIIOM PACXOJKACHNN MEKTY JIaTaMy OAIMCAHAS ¥ MONYYEHNs T10KYMEHTOB.



Ilocne 3aBepmenust paGoTHl ¢ TOKYMEHTOM KOHBEPT BMECTE ¢ JIOKYMEHTOM IOMEIIAeTcsl Ha
XpaHEHHUE B JILIO.
Konpeprel (makersr), wumeromue orMerky «JIMuHo», rpudsl orpaHuyeHds JocTyna K
JAOKYMEHTaM, COJCPIKAIMM CBEIEHHUS KOHOUACHIMAILHOTO XapaKkTepa, He BCKPHIBAIOTCA U
nepeiaTes:

C OTMETKOM «JIMuHO» - HEMOCPECTBEHHO aIpecary;

¢ rpudamu orpaHUUEHUs JOCTyna - paGOTHUKY OT/eNa, B 00A3aHHOCTH KOTOPOTO BXOIUT
00paboTKa JOKYMEHTOB, COAEPKAIINX CBEICHHUA KOHDUIEHIMAILHOTO XapaKTepa.
Bxopsinue 21eKTpOHHBIC JOKYMEHTBI, HOCTYIHBIIME OT APYTHX OPraHH3alMil [0 JIeKTPOHHOI
no4ure, mocpeacrsoM CHOJI w/mmu MO IO npunumaroTest Y ipaBiIcHHEM.
Ileprunas o0paGoTKa SJIEKTPOHHBIX JOKYMEHTOB, MOJYYEHHBIX 110 HH(GOPMALMOHHO-
TEJIEKOMMYHUKAITMOHHBIM KaHaJIaM CBS3H (dJIeKTponHas mourta, MD/10, caiiT opranusanuu) ot
JPYTHX OpraHusaldii W TIpask[IaH, COOTBETCTBYET TEXHOJIOIHH paboTel € BXOJALIUMU
JOKyMEHTaMU.
IpeasapuresbHOE paccMOTpeHHE T0KYMEHTOB
lIpeBapuTe/ilbHOE pPAacCMOTpPEHHE TPOBOAUTCS B IIEJIAX PACHpPEICSICHUS TIOCTYNAIOINX B
AJIMMHHCTPAIIMIO JIOKYMEHTOB, Ha TpeOyroUMX 003aTeIbHOTO0 PACCMOTPEHHS PYKOBOJICTBOM
OpraHu3aIiH U HATIpaBJIEMBbIE HEITOCPEICTBEHHO B CTPYKTYPHEIE MO Ipa3/Ie/ICHUS.
IIpeaBapuresbHOE pacCMOTPEHUE BXOASIUX JOKYMEHTOB OCYLIECTBIISETCS
VYpasieHueM JieJaMu Mociie perucTpaiuu J0KyMEHTOB.
lIpeaBapureibHOE PACCMOTPEHHE MOKET MPOBOAUTHCS IO PETUCTPALIMU B CIydae MOCTYIUICHUs
JIOKYMEHTOB C OTMETKaMH, TpeOYIOLUIMMH He3aMeJUIUTEIbHOIO PACCMOTPEHHS W MCHOJHEHHS
JIOKYMCHTA.
IIpeaBapuTeIbHOMY pPACCMOTPEHHIO I[IOJJIEKAT BXOJSLIME JOKYMEHTHI, aJ[peCOBaHHBIE B
AJMMHUCTpALMIO ¥ HA UMS €€ PYKOBO/TUTEJIS.
JIoOKyMeHTBI,  aJipecOoBaHHBIE  MOJAPA3MCICHUAM,  PYKOBOJMUTEISM  IIOJIPA3/ACACHHA |
crielMaiucTaM, IepeJaroTcsi B CTPYKTYpHble MoapasjencHus 06e3  MpeaBapUTelbHOTO
paccMOTPEHU.
Perucrpanns mocTtynamoiux J0KyMeHTOB
Perucrpanus BXOAAIIMX JTOKYMEGHTOB OCYHICCTBIASACTCA B JCHb HX IIOCTYIUICHHS HJIH Ha
CHEYIOMNI paboumii JieHb IIPM HOCTYIUIEHMM [JOKYMEHTOB B KOHLE paboyero JHS WIM B
Hepabouee BpeMsl.
Perucrpaums oOpalieHuil rpakjaH OCYIIECTBISETCS B TeYEHHE TpeX JIHeil ¢ MOMEHTa
NOCTYILICHUS oOpalieHus.
CeelleHHs O MOCTYIHUBINEM JOKYMEHTE BHOCATCS B DJIEKTPOHHYIO PErHCTPALMOHHYI0 KapTOUKY
(OPK) CO/] wau perucTpariioOHHO-YYeTHYI0 hopMy Ha GyMakKHOM HOCHTeNe, a TMOCTYITHBIICMY
JIOKYMEHTY TIpHCBAaUBaEcTCs PErUCTPALMOHHBIH
HOMeEp.
PerucTpaniionnelii HoMep BXOIAIMICTO JOKYMEHTa COCTOUT U3 MOPAAKOBOIO HOMEpA TOKYMEHTa B
npejenax KaleHAapHOro roja, KOTOPbIi JONOMHEH HHAECKCAMHU CTPYKTYPHOTO MOApa3/ieeHus.
Ha Bcex 3aperucTpUpOBAaHHBIX JIOKYMEHTaX, 3a HMCKIIOYEHHEM JOKYMEHTOB, IOCTYIMBIIHX B
(opMe HIEKTPOHHBIX JTOKYMCHTOB, MPOCTABJISIOTCS OTMETKH O TOCTYTUIGHHH [OKYMEHTa B
AnMunucrpauuio. B orMeTke 0 HOCTYIUICHHH JIOKYMeHTa GUKCUPYIOTCS Jata IOCTyIUIeHHs (Ipu
HCOOXOAMMOCTH - BpPEeMsl MOCTYIUICHUsS B 4acax M MHHYTax) W BXOUIMIA pPErucTpalmOHHBIA
HOMED JIOKyMEHTA.
JIOKyMEHTBI, TOCTYNMMBINMKME Ha OYMa)KHOM HOCHUTENIEC, CKAHHUPYIOTCS, DJIEKTPOHHAs KOIIUA
nokyMmeHTa Bkiodaercs B COJ1 u npucoenunsercs k DPK nokymenra.



Hopsinox paccMoTpenusi pyKOBOXCTBOM M I0BeJeHHSI JOKYMEHTOB /10 HCTIOTHHT el

lo 3aBepuiennu mnpe/BAPUTENLHOTO PACCMOTPEHHS  JJOKYMEHTI nepepatores  [nase juis
paccMOTPEHHA M BBIHECEHUS PC30IIOIMH (YKa3aHH 110 HCIOIHEHHIO).

PaccMoTpenue noxymenToB [1aBoii ocyliecTBiseTcs B JeHb nepenavyu JOKYMEHTOB HWIIM Ha
CIEYOLIH pabouMi IeHb, €CIIH TOKYMEHTHI IEPEIaHbl PYKOBOICTBY B KOHILE pabouero JHs.
JlOKyMEHTBI, TPeOYIOIHe CPOUHOTO PACCMOTPEHHS, A TAKKe TENerpaMMbl U TenedOHOrPaMMbI
paccMarpuBaroTes | 1aBoit HezaMe UIMTEBHO.

Pesyiprater  paccmorTpenus  okymenta [71aBOM, €ro  3aMCCTHTENSAMH, PYKOBOIHTEJSMH
HO/Ipa3ieieHui 0QOPMIIIOTCS B BUIE PE3OIIIOLIMH.

Ceeflenuss 0 pe3omoNMu  (MCIIOJIHUTENb, COJAEpKAHUE TOPYYEHHS, CPOK UCTIOJIHEHUS)
CIELMATUCTOM YHpaBieHus fejlamu sHocarea B OPK CD/I, mocie 4ero MCOMHUTENH 0Ty YaioT
AOCTYI K SJICKTPOHHOMY JIOKYMCHTY WM SJICKTPOHHOH KOIIMH IOKYMEHTa, €CJIM JIOKYMEHT
IIOCTYIHII HA OYMa)KHOM HOCHTEJIE.

JIOKyMEHTEI, I0CTyNaome Ha GyMaKHOM HOCHTEIIE, OCTIE X PETHCTPAIH, BKIIOYEHHS B G ] |
B BHJI€ JJICKTPOHHBLIX KOIMH M PaCCMOTPEHHs PYKOBOJCTBOM IEPEAAIOTCS B COOTBETCTBYIOIIHE
CTPYKTYPHBIC ITO/IPA3C/ICHUS HAa UCTIOJHCHHC MJIH ITIOMEIIAIOTCS B JIEJI0 B YIpaBICHUN Je/IaMy B
COOTBETCTBUU C HOMEHKJIATYPOH Jien AJIMUHUCTPAIHH.

s pukcanmm Qakra meperaud BXOIAUIMX TOKYMCHTOB M MX KOMMI Ha OYMaXHOM
HOCHTE/IC HCIIOJHMTEIIAM B CTPYKTYpPHBIC MOAPA3IEC/IEHUsI UCIIONB3YIOTCS KYPHAIBI (PEecTphl)
nepeladyt JOKyMEHTOB.

IIpn OGymaxHoM 10KyMEHTOOG0pOTE NOTMHHUKH BXOASIIMX JIOKYMEHTOB, B Clyuae
Ha3sHAYCHHA  HECKOJIBKHX  HCIOJHHMTEICH, MEpelaloTCsi OTBETCTBEHHOMY  HCIIOJIHHUTEI,
OCTaJIbHBIM HCTIOJIHUTEJISIM YTIpaBIeHHE [eJIaMH IIePeiacT KOMMHU J0KYMEHTA.

Opranusanus padoTsl ¢ 0OTHIPABIAEMBIMH 10KYMEHTAMH

Hcxonsiuume 10KyMeHTHI, 3aBU3MPOBAHHBIC BCEMU 3aMHTEPECOBAHHBIMH JIMIAMMU H TTOANUCAHHDIC
['11aBO# MM HHBIM YIIOJTHOMOYECHHBIM UM JIMIIOM, PETHCTPHPYIOTCA B YIIpaBJIeHHH Je/IaMH.
Perucrpanms ucxoaammx J0KyMEHTOB OCYLIECTBIISETCS B IEHb TIOMMCAHUS WIH HA CIIETYIONHil
paboumii JeHb, ecnu JOKyMEHTH! ObUIM IOJNUCAHBl B KOHIIE pabodyero JHS HIH B Hepabouee
BpeMs.

[lepes perucrpanueil HCXOAAMMX JOKYMEHTOB YIpaBIeHHUE J€JaMK NPOBEpAeT MPaBUILHOCTD
oopMIICHHS JIOKYMEHTOB (B TOM YKCie HajlWYMe MOANMCEH, BH3, NPAaBWILHOCTH HAIHCAHHS
aJpecoB), a TaKKe YKA3aHHBIX B MCXOJSIIMX JIOKYMEHTaX IIPWIOMKEHHIH, COOTBETCTBHE
KOJIMYECTBA DK3EMIUIAPOB KOJIMYCCTBY AIpECaToB 110 yKa3aTelio pacChUIKM, HaJTMYUE OTMETKH 00
HCIIOJTHHUTEJIC.

[IpoexTsl JOKYyMEHTOB AIMHHHCTPALMKA TOTOBATCS B (hOPME JIEKTPOHHBIX JOKYMCHTOB
MITH Ha OYMa@KHOM HOCHTEJIE, I0CJIE Yero JOKYMEHTBI B 3JIEKTPOHHOH (GopMe BKIHOYAIOTCS B
CDJ1 AnMUHHCTpALIHH.

JInis OTIpaBKM JJOKYMEHTOB, HE MMEHOLIMX aJPECHOI 4acTH, UCIIOIHUTENISIMA TOTOBSITCS
COTIPOBOAUTEIBHEIE MUCHEMA.

Perncrpauus ornpaBiisieMbIX JJOKYMEHTOB

Ilpu perucrpaumm ucxonsmero muckMa B CDJ] cBemenus 06 OTHpaBIseMOM JOKYMEHTE
dukcupytores B OPK, K KOTOpOHl NpHKpEIUISIETCs DMEKTPOHHAS KOINMS OTIIPABIISEMOTrO
JIOKYMEHTA.

Ecim DPK 6ba coszana B COJ npu noAroToBKe NmpoekTa JAOKYMEHTa, TO NMPH PErHCTPaLiu
MCXOJIAINEr0 JIOKYMEHTa B Hee J00aBISIOTCS CBEOCHUSA O PErdCTPALMOHHOM HOMEpPE, aaTe
PErucTpanuu 1 JIpyrue cBeJleHus 00 UCXOs1IIeM T0KYMEHTE.

PerucTpanMoOHHBIH HOMEp MCXOMAIIErO NOKYMEHTa COCTOMT M3 MHAEKCOB B COOTBETCTBHM C
NPUMEHACMBIMH ~ Kilaccu(ukatopaMyd ¥ TOPSJKOBOIO HOMEpa JIOKYMEHTa B  IIpejeliax



KaJIeHAapHOI 0 roja.
Jlata peructpanuu U perucTpalOHHbIM HOMEp [IPOCTABISIOTCS HA OTMPABISEMOM JIOKYMEHTE, a
TAKXKE Ha KOIMH MCXOIALIEr0 JOKYMEHTA, OCTAIOUIEMCS B elIe.

OTtnpaBka 10KYMEHTOB

Mexonamuii JOKYMEHT, OANUCAHHbIH [ TaBoi MIIM MHBIM YIIOJIHOMOYEHHBIM UM JIOJKHOCTHBIM
JULOM, II€peJaeTcs Ha OTIPaBKY, KONUSA MOKYMEHTa Ha OyMa)KHOM HOCHTENEe ¢ BHU3aMu
IIOMEINAETCA B I€JI0 B COOTBETCTBUU ¢ HOMEHKIIATYPOM Jel.

DNEKTPOHHBIC JJOKYMEHTHI I1OCJIC UX ITOANUCAHHS JIEKTPOHHOM IOIMCHI0 M OTIPABKH aIpecaTy
xpansrcs B 6aze qaHueix CHOJI.

B 3aBHCHMOCTH OT COAEpIKaHUs U CPOYHOCTH JIOKYMCHTBI, OTIPABIACMBIC W3 AIMHUHUCTpAIINH,
JIOCTABIIAKOTCA a/lpecaraM CpeCTBAMU IIOYTOBOM, (QellbAberepcKkoi CBI3U, CIEICBA3U, KyPhepoM,
DKCIIPECC-TIOUTOM, a TakKe NepelaloTes I10 KaHajlaM JJIeKTpOCBsA3H ((aKCUMUIIBHAs CBS3b,
tenerpad, anexkrponnas noyra, MDJ10, CDJI).

JIOKYMEHTBI, He UMEIOIIKEe apeCHOH YacTH, MPHUHUMAIOTCA Ha OTIIPABKY C COTIPOBOIUTEIBHBIMA
nucbMaMd (3a MCKIIOYEHMEM KOIMI paclopsauTeNbHBIX [JOKYMEHTOB, HAIpPaBIsEMbIX B
II0JIBEZIOMCTBEHHEIE OPTaHU3aI|N).

HenpasunsHo odopMieHHBIE JOKYMEHTHI M KOPPECHOHAEHLUS HEcIyKeOHOro xapaxrepa K
OTIIpaBKE HE NIPUHUMAIOTCS ¥ BO3BPALIAKOTCS UCTIOTHUTEIIO.

JIOKYMEHTBI, MOJAJIekKAIIME OTNpaBKe, MOHKHBI 00pabaTeiBaThCs W OTHPABIATHCA B JAE€Hb MX
MOJIIUCAHNS U PErUCTpAllMK WU Ha clleyroluii pabounii JiIeHs.

Perncrpanns u npoxoieHne BHYTPEHHHX 10KYMEHTOB

[IpoeKTsl pacnopsIUTENbHBIX JOKYMEHTOB (IIOCTAHOBJIEHHUIH, paCOPsKCHHI), TTOArOTOBIEHHBIX
U1 TOATNMCAaHHA, II0CJI€ TOANOTOBKM M COIVIACOBAHHMA C 3aMHTEPECOBAHHBIMHU JIMLIAMU
nepejaloTes B YIIpaBieHHe JiellaMu Ul IIPOBEPKH MPABUILHOCTH UX OQOPMICHHS.

[TpaBuabHO 0OPMIICHHBIC ITOCTAHOBJICHHS, PACIOPSKEHUS TMepeaaloTesl Ha noanucs ['ase wiu
YIIOJIHOMOYEHHOMY UM JIHILY.

ITognucanubpie MOCTAHOBJICHHUS, PACIIOPSDKEHHS 110 OCHOBHOM JESTENbHOCTH PETMCTPUPYIOTCS B
YupaBjicHHH [ICIaMHU.

[ToTMHHUKY TIOCTAHOBJIEHHIH (pacnopspKeHH ) 0 MECTy MX perucTpanuu GopMHpPYIOTCS B Jiela
B COOTBETCTBUHM C HOMEHKJIATYPOii 1€l AJIMUHUCTPALH.

Koy  1mocTaHOBIEHMH,  paclOpsOKEHHMM — pacCBUIAKOTCS — HCIOJHHUTENIIM WM MHBIM
3aMHTEPECOBAHHBIM JIMIIAM B AJIEKTPOHHOM popMe MK HAa OyMa)KHOM HOCHTEIE B COOTBETCTBUU
C yKa3aTeJIeM PAaCcCBUIKH.

[Iporokoiel 3aceanuii, coBeLaHUiA, IPOBOAUMBIX 1 71aBOIi AJIMUHUCTpAIMH, PETUCTPUPYIOTCS B
YnpaBineHun Jei1amu.

[IpoTokonam npucBanBarOTCA MOPAIKOBEIC HOMEpA B Npe/eax KajJeHAapHoro roaa uiu nepuoja
paboTHI BpeMEHHOI pabodeii Tpynbl (KOMHCCHI) 110 KayKA0# IpyIIle IIPOTOKOIOB OTACTBHO.
[ToATMHHUKY TIPOTOKOJIOB MO0 MECTY MX perucrpanuu GopMHpYOTCs B Jeja 10 HOMEHKIAType
nen AIMAHUCTPAIAH.

Y4er u aHau3 00beMOB JOKYMEHT0000pOTA

PesynpTaTtel yueta o0heMa JMOKYMEHTOOG0OpPOTa B AJIMHHHUCTPAlMH €XKETOAHO 0000marTcs
VnpasnenvieM JelaMd W OPEJICTABISIOTCS PYKOBOJACTBY B BMJe oTrdeta 00 o00beme
JIOKyMeHT0000pOTa 32 rO/l.

Yupap/iienue 10KyMEHTaAMH B CHCTeMe YJIEKTPOHHOI0 JOKYMEHT0060poTa

Jloctyn k pabore B CDJI AAMMHUCTpAallMM JOJUKHBI HMMETh TOJIBKO 3aperuCcTpUpOBaHHBIC
T10JIb30BATCIIN.



Brimouenne moxymentor B CDJl oCymIecTBIsETCs MOCPEACTBOM 3amojiHeHHS moneii DPK.
CO3/iaHHUA DJICKTPOHHOH KONMHUM JNOKYMEHTAa (CKaHMPOBaHMS), €C/IM JAOKYMEHT ObLI CO3[aH Ha
OyMaiKHOM HOCHTENE, NPUCOEAMHEHHs 3ICKTPOHHON KOIMHH nokyMeHnta Kk DPK, pa3meinenus
JOKyMeHTa B cooTBercTByIOLIEeH COJ B cCOOTBETCTBHY C ee KiIaccu(GhUKalMOHHOM CXEMOIA.

B xoz¢ paccMOTpeHHS JOKYMEHTa, TOIekKAIIEr0 UCTIONHEeHHo, [ J1aBoii AJIMHHUCTpAIIMHU B X0J1€
COTJIaCOBaHMS MPOCKTA JIOKYMEHTA 3aMoJHATC cooTBeTcTBytomue nous DPK. B pesynbrate
cornacoBaHus 1poekTa JoKyMmeHTa B CDJl hopmMupyeTcs ImMcT cornacoBaHus.

[Ipu Bxmouennu B COJ] BXOAAMHMX JOKYMEHTOR, UX PEIUCTPAITNH, PacCMOTPEHHH M UCTIOJIHEHUH
B OPK BHOCATCA cieayrole cBejileHus 0 J0KyMEHTE:

HAaNMCHOBAHHE TrOCYIapCTBEHHOr0 OpraHa, OpraHa MECTHOTO CaMOYIPaBJICHHSA, OpraHU3aluH
(KoppecroH/ieHTa);

HaMECHOBAHHME BH/IA JJOKYMEHTA;

JaTa JIOKYMEHTa;

PETHCTPAIMOHHLIA HOMED IOKYMEHTA;

(aMuIisg M MHUIAATTBI JIMLIA, TIO/ANMCABINETO JJOKYMEHT;

JlaTa MOCTYIJICHUS TOKYMCHTA;

BXOJISILMIA PETUCTPALIMOHHBII HOME;

CIOCO0 T0CTABKU JJOKYMEHTA,

3ar0JIOBOK K TEKCTY (KpaTKoe coaepiKaHue J0KyMEHTa);

KOJIMYECTBO JTUCTOB OCHOBHOTO JTOKYMCHTA;

OTMETKA O MPUIIOKEHUH (KOJMYECTBO NMPUIIOKEHUIA, 00lee KOIHYECTBO JIMCTOB IIPUII0KEHHIA);
CBEJICHHSA O CBA3aHHBIX JIOKYMEHTaX (HAUMEHOBAHUE BH/A TOKYMEHTA, JlaTa, pEruCTPalMOHHbIi
HOMED, TUII CBSI3H);

pe3omonus (MCIIOMHUTEb (MCIOJIHUTEIIH), TOPYYCHHE, JT0JKHOCTHOE JIMIIO, JABIIEE OpYUYEHHUE,
nata GOpMUPOBAHUS MIOPYUCHHUS );

CPOK MCIIOJIHEHUS JIOKYMEHTA;

MHJIEKC JeJ1a 1T0 HOMEHKJIaType Je;

CBEJIEHUS O Ilepeajpecaliuu JOKYMEHTa;

OTMETKa 0 KOHTPOJIC;

rpud orpaHUYEHUs J0CTYIA K TOKYMEHTY:;

CBECHUS 00 IEKTPOHHOMU TTOJIIHCH;

pe3yabTaT MPOBEPKH 3JIEKTPOHHOM MO ITHUCH;

2IIEKTPOHHEIA aJipec KOppeConAcHTa;

CCBUIKM Ha (Gaiil IOCTYMBIICIO JOKYMEHTa H (ailn ((haiiibl) npuiioxKenus (IpUI0KEHHH) K
JIOKYMEHTY. :

ITpu Brmoyenuun B COJI nexoasimx 1okymeHToB B DPK BHOCATCS CllelyIOLIME CBEJEHUS O
JOKYMEHTE:

HAaMMEHOBaHHE roCy/IapCTBEHHOr0 OpraHa, OpraHa MECTHOTO CaMOYIIpaBJICHHsI, OpraHU3aIuu -
ajpecara;

(amuIMs ¥ MHULAATBI U@, TTOAIIMCABIIETO JOKYMEHT;

HaMMEHOBAHUE BU/Aa JOKYMEHTA,

JlaTa JIOKyMeHTa;

PErUCTPALIMOHHBIM HOMED JIOKYMEHTA;

3aroJIOBOK K TEKCTY (KpaTKoe cojiepikaHue TOKYMEHTa);

CBEJ/ICHUSL O CBA3aHHBIX JIOKYMEHTAX (HAaMMEHOBaHUE BUAA JTOKyMEHTa, JlaTa, perucTpaliOHHbI
HOMEp, THUII CBS3H);

KOJIMYECTBO JIMCTOB OCHOBHOTI'O JIOKYMEHTA;

HWHJCKC [eJa 1o HOMCHKJIaType OeCJ;



OTMETKA O IPHJIOKEHHH (KOJMYECTBO MPHIOKEHHH, 00I1ee KOJHIECTBO JIHUCTOR TIPHJIOKEHUH );
rpu orpaHMueHus 10CTYA K JIOKYMEHTY;

[10/Ipa3/IC/ICHUE - OTBCTCTBEHHBIN UCIIOJIHUTENb JOKYMEHTA;

CBeJIEHUS 00 3JIEKTPOHHOM NOITUCH;

CCBUIKM Ha (baiil OTIpaBigeMoro JoKyMeHnta u ¢aiia (haiiasr) OPUIOKEHHS (IPUIOKESHHI) K
JIOKYMEHTY;

JNCKTPOHHBIN aJpec KOPPECIOHICHTA;

C1Ioco0 JI0CTaBKU TOKYMEHTA a/Ipecary.

Ilpu Brmouenuu B COJ] BHYTpeHHHX H0oKyMeHToB B DPK BHOCATCS CIICAYIOLIME CBEICHUS 0
JJOKYMEHTE:

HaNMEHOBAHHE MOJIPa3/IeNICHUs, IOArOTOBUBIICTO MPOEKT J0KYMEHTA;

HAaMMCHOBAHHE BH/A JIOKYMEHTA;

JlaTa JOKyMeHTa;

PCTUCTPAITMOHHBIA HOMEpP TOKYMEHTA;

rpU( OrpaHUYEHNs TOCTYIA K JJOKYMEHTY;

(haMHIIMA B MHUIHAITE JTHLA, OIMCABIIETO TOKYMEHT;

CBCICHUS O CBA3AHHBIX JIOKYMEHTaxX (HaMMEHOBAHME BHIA JIOKYMEHTA, jaTa, PeruCTPaIriiOHHbIi
HOMEp, THII CBSI3H);

3aroJIOBOK K TEKCTY (KpaTKOe COAepIKaHHE IOKYMEHTA);

noApasfeNeHne  (JO/DKHOCTHOE  JIMIO) - HCIOMHHTEb  (OTBETCTBEHHBIH  MCIIOIHHUTEIH)
JIOKYMCHTA;

KOJIMYECTBO JIMCTOB OCHOBHOI'O JIOKYMCHTA;

OTMETKA O NPHIIOKEHNH (KOJIMYECTBO NPUIOKEHHIT, 0011ee KOJTNIECTBO JIUCTOB MPUIOIKEHHT);
WHJICKC JIe/Ia 110 HOMEHKIAType Jei;

Pe30MOIMA (MCIONHUTEND (MCHIOIHUTENH), TIOPYYCHHUE, 1aTa UCTIONHEHUs, aTa (OPMHUPOBAHIS
[OpYYeHHs);

OTMETKA 0 KOHTPOIIE;

CChIIKM Ha (hailll [IOCTYNHMBINErO JOKyMeHTa M (aiin ((paiiibl) npuaoxKeHuns (IpuiloKeHuit) K
JOKYMEHTY.

Ilpu sxmouenuu B COJI obpalleHuit rpaxjiad, opraHusaiuit 1 oTBeToB Ha obpamenus B IPK
BHOCATCS CJICAYIOLIUE CBEICHU:

(amunus, uMs, 0TUECTBO (TIPU €r0 HAJIMYKMK) TPasKIaAHUHA;

HaHMECHOBaHME OPTaHU3allNH - ajipecara;

nata oOpallleHHsA rpaskaHnHa, OpraHU3aInu;

PETHCTPALMOHHBIN HOMEp oOpalienus (11 oOpaleHuit opranu3anmnii);

JlaTa COIIPOBO/IUTEIILHOIO IOKYMEHTA (B cily4ae nepeajpecaliii 00paieHus);

Jlata MoCTyIIeHus: 0OpalleHusl I'pask/laHiHa, OpTraHH3alluK;

BXOJISILMI PErUCTPAIMOHHbIN HOMEp;

KpaTKOEe COZICp:KaHue 00palieHus Tpax/1aHiHa, OpraHu3alliu;

KOJJUYECTBO JIMCTOB OCHOBHOI'O JIOKYMEHTA;

OTMETKA O NMPWIOKCHUH (KOJMYECTBO MPUIIOKEHHH, 00IIee KOTHIECTBO JIMCTOB IIPHIOKEHMIT);
CBCIICHHA O CBSI3aHHBIX JOKYMEHTax (HaMMEHOBaHME BHJA JJOKYMEHTa, 1aTa, PEerHCTPaIllMOHHbIH
HOMEp, THIl CBA3M, B T.Y4. CBEACHMA O MPeAblAylIUMX OOpalieHMsX B Clydae, €ClId JIaHHOe
obpallieHle OBTOPHOE);

pesomons (MCIOIHUTEND (HCHOIHUTEN), IOPYYCHHE, TODKHOCTHOE JIMLO, AaBlIee MOpYyUEeHHe,
JlaTa pe3oItoIun);

CPOK HCIIOJIHEHUs JOKYMEHTA;

MHJICKC JIeJ1a 10 HOMEHKJIaType Jen;



CBCICHMA O  Mepeajpecallii  oOpalleHus TpakIaHHHA, OpraHu3alud  (Jata, HOMEp
CONPOBOAUTEILHOIO JOKYMCHTA; HAMMEHOBAHKUE OPTaHa BJIaCTH, OpraHU3aluu

OTMETKA O KOHTPOJIE;

CBEJCHMA 00 OICKTPOHHOH MOANMCH (B CIy4ae NOCTYIUICHHS 9IEKTPOHHOTO oOparenus
TPpajKJaHUHA, OpPraHU3al|HU, OAMKMCAHHOTO IICKTPOHHOM MO/ITHCHIO);

Pe3yAbTAT NPOBEPKH IICKTPOHHOM MMOAINUCH;

DJIEKTPOHHBIH a/Ipec KOPPECIIOH/IeHTa (IPpak[aHiHa, OPraH|3alluK);

TIOUTOBBIH ajipec KOpPeCTOHIeHTa (Ipask[aHuHa, OPraHH3aIHHN);

BOIIPOC 110 TEMAaTHYECKOMY KJIacCUPUKATOPY:;

CCBUIKM Ha (aiiin mocTynusiiero odpammenus u Gaiin oTsera Ha oOpalieHwe.

JIONOHHATEIIBHO K YKA3aHHBIM CBEICHHSAM O BXOJSALIMX, UCXOAAIIMX M BHYTPECHHUX JOKYMEHTAX,
obpareHuii rpaxian, opranusanuii B IPK CDJ] MOTYT BHOCHTBCS MHBIE CBEICHHUS.

IIpy BKIIOYEHMH JIOKYMEHTOB M IIPOCKTOB JoKyMmeHToB B CDJI, a TakKe NPU BKIIOYEHUU
ceejieHnii B OPK B npornecce JKH3HEHHOTO IMKIA JOKYMEHTA HCIIOTHUTEIH JIOJDKHBI CO3/1aBaTh
CBA3H JIAHHOTO JOKYMEHTa (IIPOEKTa JOKYMEHTa) C JPYIUMH JOKYMEHTAMM M MYHKTAMH
IMOPYYCHUIA.

Ipu cospanuu ceasei JokymenTa (poeKTa JOKYMEHTa) ¢ IPYTUMHU OKYMEHTAMH UCIIOJIB3YETCS
CIIPaBOYHHUK THIIOB CBA3CII.

B nemsix pasmemienus noxymentoB B COJI, OKMCKa I0KYMEHTOB, BEICHHs CIPABOUYHOI paboThI
10 IOKYyMEHTaM, BKJIHOUeHHBIM B COJI, HCIONB3yIOTCS KIacCH)UKATOPEI M CIIPABOYHUKH, B TOM
yucie:

KIIaCCH(UKATOPbI: KOPPECTIOHICHTOB, BHIOB JOKYMEHTOB, CTPYKTYPHBIX IOJpas/ie e Huii
AJMUHHCTPAIMHA,  JIOJGKHOCTHBIX — MCHOJHMTENCH  AJIMMHUCTPALMHM MO JOKYMEHTaM;
TEMaTHYECKHUii (BOIPOCOB JEATEIBHOCTH), HOMEHKIATYpA Je] AJMUHUCTPALIMYL;

CIIPaBOYHHMKM: CPOKOB  HCIIOJHEHMS, pPE30JIOLMi  (MOpPYyUYeHWIT), OIEKTPOHHBIX  aJPECOB
MOCTOSHHBIX KOPPECIOHAEHTOB, 1Ia0lI0HOB OJIAHKOB JIOKYMEHTOB M MIA0I0HOB JOKYMEHTOB,
THUIIOB CBS3CH C APYTrUMH JOKYMEHTaMHU (CBSI3aHHBIMU JIOKYMEHTaMM).

KonTpoab nenonHeHust 10KyMeHTOB (IIOpYy4YeHHii)

Kourpone ucnonnenus J0KyMEHTOB (IIOpydYeHHil) BejeTcs B IENSX MX CBOEBPEMEHHOTO H
KaYeCTBEHHOI'O UCIIOTHCHMUSI.

KoHTpons ucnosiHeHus JOKyMeHTOB (LIOpy4eHHii) BEeTcs:

WCIIOJIHEHUsI JOKYMEHTOB (IIOPYYEHHMIi) MO CyHecTBY - [J1aBOM WJIM WHBIMH JOJKHOCTHBIMU
JUIAMH AJIMUHHCTpPAIIHH;

CPOKOB MCIIOJHCHHS IOKYMEHTOB (OpYUYEHHii) - YpapieHHeM Je1aMH WK HHBIM CTPYKTYPHBIM
[0JIpa3/IC/ICHUEM, HAa KOTOPOE BO3JI0YKEHA 3Ta QYHKIHS.

KonTposmo mozsexar Bee 3aperucTpupoBaHHbIE JJOKYMEHTBI, TPEOYIOIHNE UCTIOIHEHMSI.
PacniopsiurenbHple JOKYMEHTBI, IPOTOKOJIBI 3aceianuii (copewmannii), ecim 3ahHKCHPOBAHHBIE B
HUX peLIeHuUs He 0QOPMIIAIOTCS B BH/IC TIOCTAHOBICHUHN HJIM PEIICHH, COEp KalIne TOpydcHHUs
C KOHKPETHBIMH CPOKaMH HCIIOJIHEHHs, CTaBATCA HA KOHTPOJb II0 KaXKIAOMY IOPYUYCHHIO
OTJIENIBHO.

Opranuszauus MCHONHEHMA MopydyeHMH u ykasauuii I[lpesumenta Poccuiickoii @enepauuu
UCIIOTHAIOTCA B COOTBETCTBHH ¢ YKa3oM Ilpesunenta Poccuiickoit ®enepamum ot 28 mapra 2011
r. N 352 "O mepax no coBepHIeHCTBOBAHHIO OPraHH3AIMK HCIIOJIHEHMS NOPYYEHHH M yKa3aHUii
IIpesunenta Poccuiickoit ®eneparmn’.

KoHTpo/ih cpOKOB MCTIONHEHHS! JOKYMEHTOB (MOpYY€eHHUiT) BKIHOYAET B cels:

MOCTAHOBKY JIOKYMEHTOB (TOpYyYCHMI) Ha KOHTPOJIB;



TPOBEPKY CBOCBPEMEHHOCTH NOBEACHHSA TOKYMEHTOB (IIOPYUCHMIA) 110 UCTIOTHUTEEH;
NPEABAPUTEILHYIO IPOBEPKY U PEryIHPOBAHUE XOAa UCTIONHEHUS! IOKYMEHTOB (TMTOpyueHHii);
CHATHE C KOHTPOJIA JOKYMEHTOB (LOpyUYeHuUH);

yuer, 00001eHne 1 aHaIu3 Pe3yJIbTaTOB X01a UCTIOJIHEHUS TOKYMEHTOB (IOpyYeHuil);
MHGOOPMUPOBAHKE PYKOBOJUTENEH O XO/E MCIIONHEHMS JOKYMEHTOB (LIOPYYeHHil) U COCTOSHMIM
UCTIOJIHUTELCKOM TUCIUILTHHBI.

CpoK HCIOTHEHHS J0KYMEHTA YKa3bIBACTCsl HEIIOCPE/ICTBEHHO B JIOKYMEHTE, HOPYYCHUH WIH B
PE30JIFOLIMH K JOKYMEHTY.

CpoKi HCIIONHEHHUSI MCYMCIAIOTCS B KAICHIAPHBIX JIHAX C JAThl, CIEAYIOMCH 3a Jaroif
PETUCTpAlK IOKYMEHTA.

CpoKu HCTIONIHEHNS POTOKOJIBHBIX IIOPYYEHHH, KAK PABIIIO, YCTAHABIMBAIOTCA B IPOTOKOJE 1
HCUUC/IAIOTCA € IaThI, CIICIYIOIICH 3a 1aTOH NPOBEICHNS 3acelaHus (COBELIaHNs).

Ecmu nociieinnit 1eHb cpoka HCHOTHCHHS T0KyMeHTa (MOpYYEHHs) MPUXOIUTC Ha HepaGoumii
ACHB, TO IOKYMEHT MOJUICKUT UCTIOJTHCHHIO B OJIMKaHIIM CIeTyIoNmit 3a HUM paboumii 1eHb.
Cpoku HCIONHEHUsS! JIOKYMEHTOB (IIOpYYEHHIT) YCTaHABIMBAIOTCA IJIABOH MYHHIMIIANBLHOTO
paiioHa, HCXO/ M3 CpPOKAa. YCTaHOBJICHHOIO OpTaHM3AllMEH, HANpPaBMBIIEH JOKYMEHT, WIH
CPOKOB, yCTAHOBJIEHHBIX 3aKOHOAaTeIbcTBOM Poccuiickoit deneparu.

JIOKyMEHTEI (IIOpyYeHHS ) IOUIEKAT UCTIOTHEHHIO B CIIEAYIONIHE CPOKH:

YCTaHOBJIEHHBIC 3aKOHOATEIbHBIMH WJIM MHBIMM HOPMAaTUBHBIMU TMPABOBBIMU aKTAMHU (THITOBOI
CPOK HCITOJTHEHHS );

C KOHKPETHOM JaTOi MCIIONHEHHS - B YKa3aHHbIH CPOK;

0e3 yKa3aHusi KOHKPETHOI! 1aThl HCTIOJHEH S, UMEIOIIUE B TEKCTC IOMETKY !

"BeChbMa CPOYHO" - B TEUCHHE OJHOIO-ABYX JAHEIA;

"CpouHO" - B 3-IHEBHBIH CPOK;

"onepaTuBHO" - B 10-HEBHBII CPOK:;

OCTaJIbHEIC - B CPOK He Oonee 30 qHeild, eciu MHOE HE YCTaHOBJIEHO (he/lepaibHBIMU 3aKOHAMH.
Hara wucnonnenus jgokyMmeHrta (mopydenus) dukcupyerca B OJOPK  COJl wim  uHoif
PErUCTPAllMOHHO-YYETHOH (opMe, HCIOIbL3YEMOil IS OTCIICKUBAHUS CPOKOB MCIIOJHEHHS
TOKYMEHTa (IIOpYUCHHS).

[IprocTaHoBUTE MCIOJIHEHME KOHTPOIIBHOTO JIOKYMEHTA (IOPYUYEHHs), a TaKkKe OTMEHUTL ero
MoxeT [ 1aBa, moAnucapmumii JOKYMEHT WM JIaBIINiA MOpYYEeHHE (PE30IIIONHIO).

B ciyyae eciy Cpox MCIOJHEHHS JTOKyMeHTa ([IOpy4YeHMs) MPEBBINACT OJMH MeCcAl, B Lesx
00CCriCYeHrst  CBOCBPEMEHHOTO  HCIIOJIHEHHS  JIOKYMCHTa  (IIOPYYEHHs)  IPOBOIHUTCS
NpeABapUTEIbHBIH  KOHTPOJb H HallOMHMHAHUA MCIOJHUTENIAM O MPUOIMKEHHUH CPOKOB
UCTIOJIHEHUS JIOKYMEHTOR (TTOpyueHuii).

Hanomunanne MCroiHUTENAM O NPUOIIMIKEHHH CPOKOB HCIIOJHEHHMS 0KYMEHTOB (MOpyueHuii)
MOKCT OCYIIECTBJIATECA B aBTOMATUYECKOM pexxkume rocpecteoM CHJI Wi ¢ HCIOJIb30BaHHEM
JJIEKTPOHHOM MOYTHI.

HamomMuHaHus HCIIOJHUTENAM, a TakKe HHpopMalwms 00 UCTIOIHECHAH JOKYMEHTOB (II0pydeHHit),
NOJTyYeHHas 0T UCIIOJIHUTENCH, Gpukcupyrores B DPK CDJJ .

Ilpn HEOOXOMMMOCTH M3MEHEHHS! CpOKa HCTIOMHCHUS JOKYMeHTa (IOopyd4eHHs) OTBETCTBEHHBIH
HCIIOJHUTENIb  0053aH  NpelCcTaBUTh Ha HMsS [JIaBbl, JABINErO IOpPYYEHHE., OOOCHOBaHUE
(noxnannyro (ciayseOHYI0) 3alMCKy) O HPOUICHHM CPOKA ¢ YKa3aHMEM IPHYMH TIPOUICHHS H
JIaThl UCIIOJHEHUSI.

OGocHoBaHME MPOJUICHUS CPOKA HCHOJHEHHMs JIOKYMEHTa (IOpYYEHHMsS) JOJKHO OBITH
HanpapjeHO HE MO3JIHEE, YeM I[10 UCTEHYEHHMH JIBYX TPEThbUX CPOKa MCIOJIHEHMS JIOKYMEHTa
(MOpy4Y€eHHUs), & €CITH CPOK UCIIOIHEHUS TOPYUCHHS [IPEBBILIACT ABA MECALA, IPEIOKEHUA O €0
NPOAJICHUH TIPCACTABIAIOTCA B TedeHHMe | -ro mecsia cpoka, OTBEACHHOIO Ha HCIOJHEHHE



HOPYYEHHUS.
CpoKy HCTIO/IHEHNS CPOYHBIX HOPYYEHUIT He MPOIEBAIOTCS U HE KOPPEKTUPYIOTCH.
O0 wu3MeHEeHMHM CpOKa HCIOJHEHHS JOKYMCHTa (HOpYYEHHA) OTBETCTBEHHBIN HCIIOIHUTED
MHpOpMUpYET YIIpaB/ieHHe JIeIaMH.
M3menenus B cocTaBe HCHOJHUTEIEH IOKyMeHTa (MOpYdYeHHS) JOIKHBI NPOM3BOIHTHCS C
00s13aTe/IbHBIM MHPOPMUPOBAHHEM Y TIPABJICHHS J1eJIaMH.
JIOKYMEHT cuuTaeTcsi MCIOTHEHHBIM U IIOJUICXKUT CHATHIO C KOHTPOJS Mocie (haKTHUecKOro
UCIIOJIHEHHUS BCEX COJICP)KAINUXCS B HEM IOPYYEHHH, JOKYMEHTAJIbHOTO TOATBEPKIEHUS €ro
MCIIOJIHEHUSI M COOOIEHMsS PEe3yJbTaTOB Cro PacCMOTPEHHS 3aMHTEPECOBAHHBLIM OpIaHaM,
OpraHu3alusIM 1 JIAIaM.
[Ipomexkyroynas unbopmanus MO HCIOIHEHHIO JOKYMEHTA HE SABJIAETCS OCHOBAHHUEM JUIA
CHATHUS €0 ¢ KOHTPOJIA.
JlokyMeHThI (IOpY4YeHHMsI), HAXOMAIIMeCss Ha KOHTPOJE, CHUMAIOTCA ¢ KOHTPOJIS Ha OCHOBAHMH
IIOJATOTOBJICHHOTO OTBETA.
Pemenne 00 ucnonneHmM NOKyMeHTa (IOpy4eHus!), He TPeOYIOLIEro HampaBleHHs OTBETa,
npuHUMaeT [JlaBa, mocTaBHBINMIT JOKYMEHT (MOpy4YeHHE) Ha KOHTPOJIb, ¢ 00A3aTeJIbHBIM
MHQOpMUpPOBaHUEM YIIpaBJICHUS JICIAMH.
Ceenenys 00 MCIONIHEHMH JIOKyMEHTa (mopydeHus) BHocsartes B DPK CDJI wim umyio
PEruCTpalMOHHO-YYETHYIO0 (JOPMY, HCIIOIB3YEMYIO /ISl KOHTPOJISI UCIIOJTHEHUS.
B ciryyae eciu JOKyMeHT (IIOpy4YEHHE) HE WCIIOJIHEH B YCTAHOBJIEHHBIH CPOK, OH TPH3HACTCS
HEUCIIOJHEHHBIM U OCTaeTcss Ha KOHTposie. OOS3aHHOCTh 110 €ro UCMOJHEHHIO COXpaHsAeTcs 3a
UCIIOJIHUTEIIEM.
Vihpapjiende JejlaMM  aHAJIM3UPYET COCTOSIHUE M Pe3YJbTaThl HMCIOJIHEHHS JIOKYMEHTOB
(mopyyeHHi) M COCTOSIHME MCHOJIHHTENILCKOM JUCHMIVIMHBL M Hampapiser [JaBe
PYKOBOJMUTENSIM  CTPYKTYPHBIX — [OAPA3JEIEHU OTYEThl O  KOJMYECTBE JOKYMEHTOB,
UCIIOJIHEHHBIX B CPOK, MCIIOJTHEHHBIX C IPOJUICHUEM CpPOKa UCIIOJIHEHUS, He MCIIOJIHEHHBIX,
HAXOJALIMXCS HA UCHOJIHEHUHU 110 AJIMUHUCTPAIIMK B LEJIOM, 110 CTPYKTYPHBIM M0/Ipa3/ie/ICHHIM
H, IIPH HEOOXOJAUMOCTH, TIO OTJEIbHBIM HCIIOTHHTEIISIM.
AIMHHHCTpALMs €XKEMECSYHO TpeacTaBiaieT B AnmunucTpannio [lpaBurensctBa P/l B
SJIEKTPOHHOH (opMe HHOpMAILMIO O pe3yibTaTaX paccMOTpeHus oOpallleHui Trpax/iaH,
OpraHu3alyii, a TakKe 0 Mepax, IPUHATHIX 110 TAKUM 00pAIIEHUSIM.

PaGora ncnoHHTENSA € AOKYMEHTAMH

Opranmsanusa paboTel ¢ JOKYMCHTAMH B CTPYKTYPHBIX MOAPA3AC/ICHUIX AJIMHHUCTPALIMK
OCYIIECTBIAETCS Ha OCHOBAaHHMM pe30dionuii  (mopydyeHuid) [maBel, ero 3amecTureneit,
PYKOBOAMTENEH CTPYKTYPHBIX [OJpa3IeiICHU, WHBIX JODKHOCTHBIX JIMIl, HaJCICHHBIX
COOTBETCTBYIOILMMH [1OJTHOMOYMSIMH.

JIOKyMEHTBI, NMOCTyHAIOUIME B CTPYKTYPHOE MOJPA3/EICHHE C PE30THIUAMH PYKOBOJICTBA,
NEepEarnTCs PYKOBOAUTENO NojApasaeiieHus. Eciiu JoKyMeHT, [OCTYIUBUIMKM Ha UCIOJIHEHHUE B
MnoJpasjAcieHHe, HE WMEET OTHOILIEHUS K KOMIICTeHIIMM [0/(pa3/iesIeHns, PYKOBOIAMUTEb
NojipasJiclieHds B TOT JK€ JIeHb WIM Ha cielyioumid pabouuii JeHb BO3BpaulaeT €ro B
Vnpasnenue jenamu JUIsl pellieHHs BOIPOCa O IMEPEeHanpaBIeHUH €ro Ha MCIIOJHEHHE B JIpyroe
noJipaszziesicHue (IpyroMy UCIOJHUTEIIHO).

Hcnonnenue 1oKkymMeHTa peaycMaTpuBacT:

cOop u ananu3 Heod6xoIMMoi HHGOPMALIUHU;

II0JITOTOBKY IIPOEKTa JOKYMEHTA U €r0 0hopMIICHHE;

COIJIACOBAHUE IIPOEKTA JOKYMEHTA ¢ 3aMHTEPECOBAHHBIMHU JTUIIAMH;

nopaboOTKy IMPOEKTa TOKYMEHTa 10 3aMEUYaHWsIM, ITOJIyYCHHBIM B XOJI€ COIVIACOBaHWsA W, TIPH



HE00XOJUMOCTH, TIOBTOPHOE COTIACOBAHME;

MOJATOTOBKY CHHUCKA (yKasaTels) PAacChUIKM JIOKYMEHTa, C/lM JOKYyMEHT aJpecoBaH TpyIie
OpraHu3allmii;

[IPE/ICTABICHUE IPOEKTA IOKYMCHTA Ha NOJMUCH (YTBEPIKACHHE) PYKOBOICTRY;

IIOJATOTOBKY JIOKYMEHTA K OTIIPABKE U Mepeaayy KOMUU JOKYMEHTA B JIEII0.

Ilpn nampasjicnuu J0OKYMEHTa HECKOIBKMAM MCIIONHHUTE/ISAM, OTBETCTBEHHBIM 3a IIOATOTOBKY
OpOEKTa JIOKYMEHTa SB/ACTCA MCHOJHMTE/Ib, YKA3aHHBIH B pPE30JIOUMM TIEPBBIM MU
0003HAYEHHBIIT B PE30JTIOIHH, KaK OTBETCTBEHHBIH HCIIOTHUTETh.

OTBETCTBEHHBIH MCIONHUTENb MMEET HPaBO JaBaTh [OPYYEHHS OCTAIBHBIM HCIOIHUTEIIAM,
MPOBO/IATH pabouMe COBEMAHHA Ui BBHIPAGOTKA COBMECTHOIO pemneHus. Bce HCoNHUTENH B
PaBHOH CTENEHH OTBETCTBEHHBI 32 CBOEBPEMEHHOE M KAYECTBEHHOE MCIIOIHEHHE MOPYUCHHS U
MPEJCTABIICHHE OTBETCTBCHHOMY HCIIOJIHUTENIO B YCTAHOBJICHHBIE UM CPOKH HCOOXOJUMBIX
MatepHajios (IPOEKTOB JOKyMEHTOB, CIPaBoK). MCmomHuTe M He UMEIOT 1paBa MpeiCTaBIIsTh
IPOCKTBl  JIOKYMEHTOB ~ PYKOBOJHUTEIIO, JaBIIEMY IOPYYEHHE, MHHYS OTBETCTBEHHOI'O
MCIIOJIHUTEJIS.

B ciygae oTcyTCTBHA HCHOIHHUTENS (KOMaHIMPOBKA, OTITYCK, GOJ€3Hb) JOKYMEHT 110 YKa3aHHIO
PYKOBOJUTEIIS TOJIpa3/ICACHMs [IEPENACTCA APYTOMY MCIOJHUTENO ¢ 00A3aTe/IbHbIM BHECEHUEM
mMenenui B OPK jokymenTa B COJ] mit HHYIO peTHCTPal[MOHHO-YIETHYIO GOpMY.

Ilpy yBONBHEHMM MM Tepexoje Ha JApYroil y4actok paGoThl COTPYAHHK 00S3aH CAaTh
JIOKYMCHTBI U JIeJla PYKOBOJIUTEIIIO MOApPa3AeIeH s WK 110 €r0 YKa3aHHIO BHOBb Ha3HAYCHHOMY
COTPYIHHUKY (B Cayuae HeoOXOJMMOCTH, 110 aKTy NpHeMa-Iepe/adyn, B KOTOPOM YKa3bIBAKTCS
BH/IbI €1 (3aroJIOBKM JIeJI) M HMX KOJIMYECTBO M KOTOPbIA MOAIMCHIBAETCS PabOTHUKOM,
nepe/iaBIikuM JOKYMEHTBI, H pAOOTHUKOM, MPHUHABIIAM JIOKYMCHTEI).

PesynbraroM MCIONHEHMS JOKYMEHTa SIBISIETCS TMPOEKT JOKYMEHTa, IOArOTOBJIEHHbIMH
UCIIOJIHUTEIIEM.

[IpoekT moKymMeHTa cO BCeMM HEOOXOAMMBIMHU TPUIOKEHUIMH, HAIEYATAHHBINA 1 0(OPMIICHHBII
B COOTBETCTBHUM C IpaBW/JIaMH, YCTAHOBICHHBIMM B pasjelile 3 HACTOSIEH WHCTPYKIMH,
HCIIOJIHUTEIb COITIACOBBIBACT € 3aMHTEPECOBAHHBLIMU IIOIPA3JICACHUAMH U JIMIIAMHU W, [IPU
HEOOXOUMOCTH, C APYTHMH OpTaHH3ALUSIMH.

JIOKYMEHTBI, MpeJHa3HAYeHHbIC Ul OTNIPaBKH, odopMisitoTcs Ha OJaHke AJIMHHMCTpPAIUH
YCTaHOBJICHHOH GopMel. [N OTHpaBKM JOKYMEHTOB, HE MMEIOIIUX aJpEeCHOM yacTw,
COCTaBJ/ISIETCSI COIIPOBO/TUTENILHOE TTHCHMO.

Ha jmoxkymeHT. pacceburaemblii Gojiee 4eM B 4eTBIpe aJpeca. HCIOMHHTEIs TOTOBHT CIHHCOK
PacChUIKH, OMPEIAC/IACT KOJHMYECTBO JK3EMIUIAPOB JIOKYMEHTa ©  [OCIC PErucTpaliy
00€CIIeYrBAET U3IOTOBJICHHE HEOOXOIMMOT0 KOJIHYECTBA KOTIHIA.

Hcnonnurens  (OTBETCTBEHHBIH HCIOJNHHUTENb) OpPraHU3yeT —COrilacoBaHue (BH3MPOBAHME)
HPOCKTa JOKYMECHTa CO BCEMM 3aMHTEPECOBAHHBIMH JIMLAMH U TIPOBOJIUT JI0PadOTKY MPOEKTA.
IIpy Hanmuuyu GOBIIOro KOJMYECTBA 3aMEUaHUid JI0 NpeACTaBIeHHs A0pabOTaHHOTO MPOEKTa
JIOKYMCHTa Ha IIOJAIIMCE  PYKOBOJHUTEIIO  HCIOIHUTENb TOTOBHT CBOJKY  3aMeYaHMii
(nIpe/u103KeHHI), B KOTOPOi yKa3bIBaCTCs: COJACPIKAHKUE 3aMedanus (MPeIOKEHNs ), JOJKHOCTD,
(GamuaHg JMna, JaBUIEro 3aMcyaHue, MPHHATO HWIH OTKIOHEHO 3aMedaHue (e 3aMedaHue
OTKJIOHEHO, TPUYHUHY OTKJIOHEHUS).

Ilociie 1opaboTKH M MOBTOPHOTO BU3MPOBaHUs (COrIACOBAHMS) MPOCKT JOKYMEHTA Iepe/iaeTcs
Ha nojnucanue (yreepxkaenue). Jlo npejcraprieHus Ha NOAIUCH YIIpaB/I€HUE JI€]aMU [IPOBEPSIeT
[IPaBUIBHOCTE O(GOPMIIEHUsT JOKYMEHTa, MPaBWIBHOCTE OQOpMICHHS ajapecara, HaIHUHE
HEOOXOAMMBIX BH3, NPUIOKEHUH, NMPH HEOOXOJAMMOCTH - CIIPABOK, MOSCHUTEIBHBIX 3alMCOK,
PasbACHAIIIMX CONEpIKaHUE [10I0TOBICHHLIX JIOKYMEHTOB, JTUCTA (yKa3aTels) pacChUIKH.

I loanucanupiii TOKYMEHT perucTpupyercs ¥ OTIPABIACTCA W/HITH BKIIOMAETCA B JIEJI0.



B cootBeTcTBUM ¢ HOMeHKIaTypoif jgen YmpaeneHue enamu OTIpelIesIAeT WHACKC jeia. B
KOTOPOE J10JKEH OBITh BKIFOYCH JIOKYMEHT.

B Xoze ucnonHenus JoKyMeHTa MCIIOJHHTENh MMEET MPABO MpPEUIAraTh H3MEHCHHE cpoka
HCIIOJIHCHHMS, €C/IM OTCYTCTBYIOT PEAlIbHBIC YCIOBHS MCIOJHEHUS JOKyMeHTa (TopyueHus).
JI€/IaTh NIOMETKM HAa JIOKYMEHTE O BpPEeMEHHM €ro IOCTYIUICHHS, O [aTax MPOMCKYTOYHOTO
KOHTPOJIA, TeJAeQOHHBIX W IMCBMCHHBIX 3apocax, O JaTe M Pe3yJIbTare OKOHYATEIbHOTO
HCIIOJIHEHUS.

VicronHuTe1s He MMeET IpaBa pasrialiaTh COAEPKAHHE MOCTYNMBIIMX K HEMY JOKYMEHTOB M
[IOArOTOBJICHHBIX MPOCKTOB CJ1yKEOHBIX JOKYMEHTOB, C HAMU MOTYT OBITh 03HAKOMIIEHBI TOJILKO
JIUIIA, UIMEFOIIIHE OTHOLICHHUE K WX HCIIOIHEHHIO.

JokyMeHTaIbHBINH GoHI AAMHAMCTPALHH

Pa3paboTka ¥ BeeHHe HOMEHKJIATYPbI 1€

Opranusanus TOKYMEHTOB B J€JIONPOU3BOCTBE TIPEICTABISCT COGOI COBOKYITHOCTEL BHU/IOB
paboT, 06ecreunBalOIMX COXPAHHOCTD, YUET, CHCTEMATH3AIMIO JJOKYMEHTOB, popmupoBanue u
0hopMIIEHHE JIEN B IETONPOM3BOICTBE U UX Ilepeiady B apXuB AJMUHHUCTPAINH (aiee - apXuB)
B COOTBEICTBHU C TPEOOBAHUAMHM, YCTAHOBJICHHBIMH TOCY/APCTBEHHBIMH CTaHJAPTAMM Ha
JIOKYMCHTBI, HOpPMaTHBHBIMH MPABOBLIMK aKTaMi PejiepalIbHOT0 apXUBHOI'O areHTCTBA, a TAKKe
COOTBETCTBYIOIIMMH HOPMATUBHO-METO/IMYECKUMH JIOKYMEHTAMHM 110 apXUBHOMY Jiely U
JeJIONIPOUBBOJICTRY.

B nensx XpaHeHus, NOMCKA M HCIONB30BAHMS JOKYMEHTHl Ha OYMaKHOM HOCUTENEe ©
3JIEKTPOHHBIC JIOKYMEHTBI OPMUPYIOTCS B I€/1a B COOTBETCTBHH ¢ HOMEHKIATYpPOii e
Homenkiatypa sen sakpennser kiaccuukamuio (rpynnmMpoBKy) MCIONTHEHHEIX JOKYMEHTOB B
Aela (3IEKTPOHHEIE JIeJla), CUCTEMAaTH3aIMI0 U HHIICKCALMIO JIEN, CPOKH UX XPAaHEHUS M ABISICTCS
OCHOBHBIM YUYETHBIM JIOKYMEHTOM.

Homenkmatypa jiest SBJIS€TCS OCHOBOM JUISI COCTABIICHHS OTHCEH JIET MOCTOSHHOTO, BPEMEHHBIX
(cBbime 10 1€T) CPOKOB XpaHEHHUs M 110 JIMYHOMY COCTaBY, aKTOB O BbIJEICHUN K YHHUYTOKEHHIO
JOKYMEHTOB C MCTCKIIMMHU CPOKAMU XPaHEHHMs, a TaKKe JUIS yueTa JeJ BpeMeHHbIX (jo 10 mer
BKJIFOUHTENILHO) CPOKOB XpaHECHHUS.

Homenkiiatypa ien1 AIMUHUCTPALIMK COCTABIACTCS HA OCHOBE M3YYEHHs COCTABa U COJAEPIKAHUS
JOKYMEHTOB, 00pasyloIuxcs B JIEATCABHOCTH AIMHHUCTPAllUM, BKIIOYas JOKYMEHTDI,
MOCTYNArOUIMe U3 JIPYTUX OpraHHU3allMid.

Ilpu cocraBieHMM HOMEHKIATYpbl JIell  CIGAYeT pyKOBOJCcTBoBaThes Ilonoskenuem 06
AJIMUHHCTpPALIAH, TOJNOKEHHUAMU O CTPYKTYPHBIX MOJPA3/IeNCHUAX, LITATHBIM PACHMCAHHEM,
I/IaHaMH M OTYeTaMu O paboTe AJIMUHUCTPALUHM, HOMEHKIATYpPOH JeJ 3a MNPOIIEIIMi roj,
HOPMAaTHBHBIMH ~ aKTaMd  AJIMMHHCTPAalMM, COJEpKAllUMH  CBEIACHHS O JIOKYMEHTaXx,
00pasyronmxes B JIEATEILHOCTH AJIMIHUCTPALIMH, IEPEYHSIMH JIOKYMEHTOR C YKa3aHUEM CPOKOB
UX XpaHEHHUS.

B HOMeHKIaTypy nen BKIIIOYAIOTCA BCE JOKYMEHTBI, OTPAKAIOIIMC JCATEILHOCTE CTPYKTYPHBIX
nojpas/icieHuii  AJMMHUCTpAlMK, B TOM 4YMCJIE JIOKYMEHTHl OIPaHHYCHHOIO JIOCTYIIA,
PETUCTPALMOHHBIC W YYCTHBIE KYPHAlIBl M KapTOTCKH, B HEOOXOJMMBIX CIydasX - KOITHH
JAOKYMEHTOB. JIOKYMEHTLI, CO3/laHHbIC B JJIEKTPOHHOM hopMe, BKIIOUAIOTCA B HOMEHK/IATYPY el
10 TEM K€ IIPAaBHJIaM, YTO U JJOKYMEHTHI Ha OyMakHOM HOCHTEJIE.

CBoanas HOMEHKJIATypa Jen AJIMHHHCTPALMH COCTABJIAETCH JTUIIOM, OTBETCTBEHHBIM 33 apXMB
AIIMUHHCTpAIlMH, Ha OCHOBE HOMEHKIATYP el CTPYKTYPHBIX IOJApasieieHuii 10 dopme,
ycraHosienHoi Ilpasunamu xpaneHus, KOMILIEKTOBAHKS, YU€TA U MCIIOIB30BAHUS JOKYMEHTOR
ApxusHoro ¢ponia PP u Apyrux apXxUBHBIX JJOKYMEHTOB B OpraHax MECTHOT'O CaMOyTIpaBJICHHI.



Homenknarypa nen AZMHHMCTpalMM MOAMUCHIBaCTCS PYKOBOIHTEIEM YTIpaBIeHUs ICIIaAMMU.
BH3UPYCTCA JIMLIOM, OTBCTCTBEHHBIM 3@ apXMB, COIJIACOBBLIBACTCS € OKCHEPTHOH KOMHCCHEH
AJIMMHUCTpaLIUU.

AJIMMHHMCTpAIMsi  SIBJISIETCS  MCTOUHMKOM — KOMILIEKTOBAHMS VHILYKYJIBCKOTO  palloHHOTO
MYHUIHMIIATPHOIO apXuBa, OJMH pa3 B 5 JeT MpeacTaBisercs Ha comlacoBanue IIK
Munucrepctsa octuiuu PJI.

BHOBb  CO3/1aHHOC MIIM  PEOPraHU30BAHHOE TOAPA3JACICHHE JOKHO B  MECAUHbIIL CPOK
pa3paboTaTh HOMEHKIIATYPY €Il U IIPEACTABHTE €€ B YTIPaBJICHHE JIeIaMH.

Homenknarypa nen, cormacopannas ¢ DOIIK  Munrocta PJI, yTBepaiaerca [ aBoit
AIIMUHHCTPAIIN ¥ BBOJUTCS B ICHCTBHE C 1-TO SHBAPS MPEACTOALIETO KaJICH/IapHOTO Toj1a.
Cornacosansas ¢ DIIK Muniocra PJ] HoMenknaTtypa gel B KOHIE Ka)XIOrO rojia YTOYHAECTCH,
TIepenecyaThlBacTCsA, yTBepaKaacTes [ 1aBoit n BBoAMTCS ¢ 1 SHBAps MPEICTOSIIETO KaJeHIapHOTO
roja.

Pasnensl B CcBOMHOM HOMEHKIaType nHen AJIMMHMCTPAIIMM COOTBETCTBYIOT —HA3BAHUSM
MONPA3/CICHUA M PACMONAralTCs B COOTBETCTBMM € YTBEPHKJIEHHOH  CTPYKTYPOii
AJIMUHUCTpaIHH.

CBoznas HOMeHKNaTypa el nevataetes B 4 sk3emispax. TIepBblil yTBepKICHHBIH IK3EMILISIP
SABJIACTCA TOKYMEHTOM IIOCTOSHHOTO XPaHEHHS M BKIIOYAETCSA B JIEI0 YIpaBlIeHHS Je/laMu,
BTOPOH - MCIONB3YETCS B YIPABIEHUAX M OT/e/aX B KauecTBe pabovero 9K3eMmIuispa, TPeTHii -
liepeflacTcs B apXuB  AJIMMHHMCTpAllMM, YETBEPTHIH XpaHUTCA B ApPXHMBHOM  OTJENC
anmunucTpanuu MO «YHiykynbckuii paiiony.

Pabounii 5K3eMILIAP HOMEHKIATYPBI JIe]1 MOKET BECTHCH B JEKTPOHHOM BHJIC.

I'padbr HOMEHKITATYpBI JIE]1 3aMOIHSAIOTCS cleAyomum obpasom (em. [Tpunoxenune Ne 6):

B rpade | nmpoCTaBIAIOTCA MHJIEKCHl KaXAOro JleJa, BKIIOYEHHOrO B HOMEHKIaTypy. Mmexc
A€a COCTOMT U3 YCTAHOBICHHOIO B AJMMHHUCTPAlMU LH(GPOBOro 0003HAYCHMS CTPYKTYPHOIO
[oapa3ieieHls ¥ IMOPSJIKOBOIO HOMEpa 3arojioBKa Jella 110 HOMEHKJIAType Jel B Ipejenax
CTPYKTYpHOro mnojpasjencHus. Muaekcsr nen o6o3Havatores apabekumu udpaMu, Hanpumep:
10-04, tize 10 - uneke CTpyKTypHOTO HOApasieieHus, 04 - opsIKOBLIA HOMEp Jiena.

B HOMeHKITAType /€)1 PEKOMEHTYETCsl COXPAHATH OJMHAKOBBIC HHACKCHI JUIS OJHOPOJIHEIX ICT B
npejieliax pasHblX CTPYKTYPHBIX HOpa3/ie/ieHHU;

B rpady 2 BKIIOYAKOTCSA 3arojOBKM el (TOMOB, dactei). JIOKyMeHTHl B HOMCHKIATYpe e
pacrojararoTcsa Mo CTCIeHU 3HAYUMOCTH M I10 Ha3BaHUAM. BHauane pacronararoTcsl 3arojioBKu
JICIT, COZEPKALIMX OPTaHM3aIMOHHO-PACIIOPIIUTENEHYIO JOKYMEHTAINIO, Jallee - TIaHOBBIE U
OTYETHBIE JOKYMEHTHI, [ICPEIIMCKA U T.]I.

3aro/loBOK JeNa JIOKEH 4YeTKo, B 0600meHHON (opMe oTpaxkaTh OCHOBHOE COJEpXKaHHE U
cocraB JOKyMeHTOB Jeia. He pomyckaercs ynorpebienue B 3aroioBKe Ji€la HEKOHKPETHBIX
(opMyJIMPOBOK («pa3Hble MaTePHANBD», «0OIIas MEPEIMCKay W APYToc). 3aroJoBKU el MOIYT
YTOUHATBCS B mpolecce (opMUpoBaHMS Jel. 3arojoBOK Ji€la COCTOMT W3 DJIEMEHTOB,
pacrioyiaraéMbIX B CJICIYIOMIEH MOC/IC/[0BATEIBHOCTH: Ha3BaHUE BU/IA Jlej1a (JKypHAJI, IIePeIncKa)
WM PA3HOBUIHOCTH JIOKYMEHTOB (PacHOpPSKCHUS, aKThl); HAa3BaHWe AJMHHUCTPAIMH MJIH €ro
CTPYKTYPHOTO TIOJpa3/ie/icHusl (aBTOp IOKYMEHTa); Ha3BaHHE OpTaHU3allMH, KOTOpOH OyayT
aJipecoBaHbl WIM OT KOTOpOH OyayT moiydeHbl JOKYMEHTBI (aapecar Wil KOPPECIHOHJEHT);
KpaTKoe co/iepKaHue JOKYMEHTOB Jie/1a; JaTa (IEpUojl), K KOTOPbIM OTHOCATCS JOKYMEHTEI JIea.
B 3aronoBkax jes, copepkammx JOKYMEHTHI [0 OJHOMY BOMPOCY, HO HE CBSA3AHHMIX
NOCJIC/IOBATE/IbHOCTRIO ~ MCTIOJIHEHMS, B KadecTBe BHJAA Jela yrnorpedisercs TepMUH
«IOKYMEHTBI», @ B KOHIE 3arojloBKa B CKOOKAax YKa3bIBalOTCS OCHOBHBIC DPa3HOBH/IHOCTH
JIOKYMEHTOB, HaIpUMep: «/l0KyMeHTHI O ... (IJIaHbl, aKThI, TOKIA5I)».

B saronoskax nen, cojepikammx MEpenucKy, YKasbIBACTCA ¢ KEM M 10 KAKOMY BONPOCY OHa



Beferca. EcnM mepenmcka BENETCS © OAHOPOJAHBIMHM KOPPECTIOHICHTaMH, TMOCICIHHE He
YKa3bpIBAIOTCSA, YKa3bIBACTCS TOJIBKO HMX 00mee BuaoBoe HasBaume: «llepenmcka ¢ opranamu
UCTIOJIHUTEIIbHOM BracT PecriyGnuku Jlarectan 1o ocHORHOIM JeaTeIbHOCTH.

Ecin - xoppecrionpentsl  pasHOpOJHEIC, TO IOCHEAHME HE NEPEUNCIAIOTCH, Harpumep:
«Ilepenncka ¢ opraHu3anUsAMMU 110 OCHOBHO#H J€SITEIbHOCTHY.

Ecim xoppecrmonjeHT oauH, TO OH yKa3biBaeTcs B 3arosoBke, Hanpumep: «Ilepermicka ¢
MumnucrepcrBom oOpazoBanus Pecny6iuku Jlarectat no 0CHOBHOMH JCSTEILHOCTH.

B 3aromoBkax jen, cojiepkaniux IIaHOBYIO WM OTYETHYIO TOKYMEHTAINH, YKA3BIBACTCS HIEPHOT
(rox, kBaprain, Mecsn), Ha (3a) KOTOPBIHA COCTaBIECHBI IIAHBI (OTYETHI);

rpada 3 3amoIHICTCS 110 OKOHYAHUH KaIEHIapHOTO TO/Ia;

B rpagde 4 yKa3pIBaeTCs CPOK XpaHeHus Jlela;

B rpade 5 «IIpuMedanne» MpOCTABIAIOTCS OTMETKY O 3aBEICHUH JIEN, O TIEPEXOMSAIINX Aeax, O
BBIICJICHMM €1 K YHUYTOXKCHHIO, O COTPY/IHMKAX, OTBETCTBEHHBIX 3a (GOPMHpPOBAHHE €,
YKa3bIBAlOTCA Ha3BaHMA IIEPEYHEH JIOKYMEHTOB, MCIIOJIB30BAHHBIX TIPH OMpPEJEICHHH CPOKOB
XpaHeHHs Jiell.

Eciu B TeueHne rojia B AIMHHUCTPAIIMY BOSHHUKAIOT HOBBIE IOKYMEHTHPYCEMbIE YUACTKM PaGOTEL,
HC TIPEAYCMOTPEHHBIC J€/1a, OHU JIOMOJHUTEILHO BHOCSTCS B HOMEHKIATYPY Aed. Jlns BHOBb
3aBOJIMMBIX JIEJI B KQXKIOM pasjiejiec HOMCHKIATYPBI JI€JI OCTABJIAIOTCA PE3CPBHBIC HOMEPA.

llo oxoHuanum rojia B KOHIE HOMEHKIATYPhI A€l [ENAeTCs MTOrOBAs 3alUCh O KATErOpHAX M
KoJmIecTBe 3aBeeHHbIX el (IIpunoxenue Ne 6).

8. 2. ®opmuposanue 1eJ U HX TeKylee XpaHeHHe

@OopMHUPOBAHUEM JIEJT ABIACTCS IPYIINUPOBKA UCIIOMHEHHBIX JOKYMEHTOB B JI€/1a B COOTBETCTBHU
C HOMEHKJIATYPOHi JIE)l M CUCTEMAaTH3allHs IOKYMEHTOB BHYTPH JIEla.

Jena B CTPYKTYpHBIX MOJpasjeNeHusX AJAMHHHUCTPAIMH (GOPMHUPYIOTCS COTPYIHHKAMH,
OTBETCTBEHHBIMH 3 JICIONPOU3BOICTBO.

Meroauueckoe pyKoBOJACTBO M KOHTPOIIb 32 HIPABHIBHOCTHIO (OPMHPOBAHHSA U 0QOPMICHHS JIET
OCYIIECTBIIAETCS HauaIbHUKOM OT/IeJIa apXHBa.

[T0JHOCTBIO UCIONHEHHBIE JJOKYMEHTBI MCIIONHUTeleM GopMupyioTes B jeno. Homep nena, B
KOTOpPOE JOJDKEH OBITH IOAIIMT JOKYMEHT, OIpeleiseT WCIOJIHUTeb. Ha JoKyMeHTe
IPOCTAB/IAIOTCA 0OTMETKH «B j1eno Ney, nara, noanuch, UCIOMHATENS, pacIHPPOBKA OIHCH.
[Ipn opmupoBanuy e HeOOXOAMMO cOONIOAATh CIICAYIOLINE IIpaBUIa: B Jea MOMEIATh
TOJIBKO UCIIOJIHEHHBIE, TIPABUIBHO OQOPMIIEHHbIE JOKYMEHTBI, OTHOCSIIMECS K OJHOMY BOIPOCY
3a KalleHJApHBIH ToJ (MCKIIOYEHHE COCTABIIIOT TEPEXOIIHe jela); Jjejla MOCTOSHHOTO H
BPEMCHHOI'0 XpaHCHUsA (GOPMHUPYIOTCA Pa3/Ie/IbHO; JNOKYMEHThI BHYTPH JI€JIa PACIOJIAraioTcs B
XPOHOIIOTHIECKOH, BOMPOCHOJOTHYECKOHN IOCIEAOBATEIEHOCTH WIM MX COYETAHMH; B Jl€JIa HE
NOMEIIATCA YEPHOBUKH, JTUIIHUE 3K3eMIUBIphl. [Ipu nHanuuuu B 1ese O0JIbLIOr0 KOJIMYECTBA
JIUCTOB JIeIa TOAPas/Ie/IfA0OTCa Ha TOMa, MHIEKC M 3aroJIOBOK Jejia TIPOCTABIACTCS Ha KayKIOM
ToME ¢ 100aBIeHHEM «T. 1», «T. 2».

Pacriopsiiite/ibHple  TOKYMEHTBI TIPYHNIHPYIOTCST B Jiejia 10 BHAaM M XPOHOJOTHHM ¢
OTHOCAIIUMHCS K HUM IMPHJIOKCHHUAMHA.

[IpOTOKOJIBI KOJUIETHH TPYIIUPYIOTCS € MPUIOKEHUSIMH K HMM M pacIogaraloTcsl B JIEJE B
XPOHOJIOTHYECKOM MOPSAKE MO HOMepaMm.

[losoxenus, MHCTPYKIMH, YTBEpIKJICHHbIE HOPMATUBHBLIMHU IIPABOBBIMM aKTaMU, SBJISIOTCS
NMPWIOKEHUAMU K HUM W TIPYIIUPYIOTCS BMECTE€ C YyKa3aHHBIMM akTtaMu. Eciu ke oHu
YTBEPK/ICHBI B KAY€CTBE CAMOCTOATEIBHOIO IOKYMEHTa, TO UX IPYNIHPYIOT B CAMOCTOATEIbHBIE
nena.

ITopyuenus, pekoMeHJAllMM MHMHHCTEPCTB, OpPraHU3alMi, BEIOMCTB M JOKYMEHTHl II0 HX
UCTOJTHCHHIO TPYIIIIHPYIOTCA B J€/Ia MO HAIPABJICHUAM JCATEIBHOCTH AJIMUHUCTPAINN.



Pacriopskenus 1o JTMYHOMY COCTaBy I'PyHIMPYIOTCS OTJEIBHO OT PACHOPSLKEHMI MO0 OCHOBHOI
AeATeNbHOCTH. Pacnopsikenvsa o0 Ha3HAYCHHH, TMEPEMELICHUH, YBOJBHCHHH COTPYIHHKOB
(XpaHsauecs 75 7eT) rpylnIUpYyIOTCs OTAEIBLHO OT MPHUKA30B 00 OTMyCKaxX, KOMaHJAMPOBKAX,
HOOILPEHUAX, JUCLIMITTHHAPHBIX B3BICKAHUAX M T.J. (OTH PACIIOPSHKEHUSA XPAHATCA 5 JIeT).
Ilnanel, oTYeTHl, cMeTbl GOPMHUPYIOTCS OTACILHO OT MPOCKTOB JTHUX JIOKYMEHTOB U JIOJIKHBI
XPaHWTBCSA B JIeNax TOI'0 I0/ia, Ha KOTOPbI OHU COCTABJICHBI.

Ilepenucky ¢ ydpeKICHUAMH M TIpakJaHaMu ClelyeT IpYyNIMpOBaTh B Jiella 3a IMEPHOJ
KaJIEHIapHOTO roja.

B neio nepenucku noMenaoTCs Bee 10KyMEHTBI, BO3HUKIIIKE B X0/1€ PEILICHHS BOIIPOCA.
Ilepenmcka cHCTEMaTH3UPYETCS B XPOHOJOIHMYECKOH IOCIE0BATCIBHOCTH: JTOKYMEHT-OTBET
NOMEIIAETCs 33 JIOKYyMEHTOM-3anpocoM. [Ipd BO300HOBIEHMM NEpPENUCKH IO ONPEIEIEHHOMY
BOIIPOCY, HayaBIIEHCs B MPEABIAYINEM IOy, JOKYMEHTHI BKITIOUYAIOTCS B J1€JI0 TEKYIIEro roja ¢
yKa3aHHEM UHJIeKca MPe/IbIIyIIero roja.

JIuneBsie cyera paOOTHUKOB AJMWUHHCTpAIlMM TPYNIHPYIOTCS B CaMOCTOATENBHBIE JeNa |
pacrojiaratoTcsi B HUX CTpOTo B Mopsiake ajndaBuTa 1o GaMminsaM, IMCHAM U OTYECTBaM.
[ToaroToBKa JOKYMEHTOB H JIeJl K NMepejaye HA apXHBHOe XPaHeHHe

C momeHTa 3aBe/leHHS M A0 TMepeladd B apXuB AIMHHHCTPAUWU (MIH YHUUYTOXKEHMS) Jeia
XpaHsiATCs 110 MECTY UX (POPMUPOBAHUS.

Jlena cuMrTaroTcs 3aBEJAEHHBIMM C MOMEHTA BKIIOYEHHMS B HHMX II€pBOIO0 HCIHOIHEHHOTO
nokymenra. [lociie ucoTHEeHNs TOKYMEHTOB M OKOHYAHUS paboThl ¢ HUMH OHHU IIOMEILAKOTCS B
TBEp/Ible 00I0KKN MU MaNKH-PeruCTpaTophl.

PykoBoaurenu CTPYKTYpHBIX NOJApPA3Je/lIeHUH M COTPYJHHKH HECYT OTBETCTBEHHOCTH 32
COXPaHHOCTh JIOKYMEHTOB H JIeJI.

Jlena waxomsarcs B pabouymx KOMHAaraX WIM CHELMAJbHO OTBEJCHHBIX IOMEICHHSIX,
pacnoJjaratores B mikadax, ceiigax B COOTBETCTBUM C HOMEHKIIATYPOIi Jell.

B nensx MOBBIINIEHHS OIEPATHBHOTO IMOMCKA JOKYMCHTOB BCE Jiella XpaHaTcs B IIKadax B
BEPTUKAILHOM TMOJOKEHUH, B KaxkaoM InKady [gokHAa OBITH KOmMA (WM BBIIIMCKA)
HOMEHKJIATYphl JIeJ, XpaHALIMXCA B A3TOM INKady: Ha KOpelKax OOJIOKEK Jie]l YKasbIBaloT
MHJIEKCHI J1eJT U1 00JIerdeHus 1IoUcKa Jell.

PaboTHUKK mOApazaeeHuid AJMHUHUCTPAlMK XpaHiT y ce0sd Ha CTojie TOJBKO JOKYMEHTEI,
HaXOoALINECS HA UCTIOJIHEHUH.

Jlena, HaxomsAIMecs Ha TEKYIEM XpaHEHUH, MOJJIEKaT ydyery. B cilydae yrpaTel JOKYMEHTOB H
JeNT TPOBOJIHTCA CIY)KeOHOE pacciie/ioBaHWe, 110 pe3ylibTaTaM KOTOpOIo JIHMI0. BHHOBHOC B
yTpare, HeCeT OTBETCTBEHHOCTh B YCTAHOBJIEHHOM IMOPS/IKE.

Boijtaya jien paboOTHUKAaM JAPYTHX Topas/elicHnii He mpomsBoautcs. Ilpu HeoOXoAMMOCTH.
BBIJAETCSI KOTUS JOKYMEHTA.

CTOpOHHHM OpraHM3alusAM Jea BBIIAIOTCA ¢ pa3pellicHus [7aBel WIM €ro 3aMeCTHTCJICH 110
aKTaM Ha OCHOBAHMHU MUX MUCBMEHHOTO 3a1poca.

W3nATHE TOKYMEHTOB M3 JIE ITOCTOSIHHOTO XpaHEHHS JIOIYCKAETCs B MCKJIIOYUTENBHBIX CITydasx
¥ [IPOM3BOJUTCA C paspenicHus [NiaBel AIMUHHCTpAMU ¢ 00s3aTe/IbHBIM OCTABICHUEM B JIENe
3aBepEeHHOI KOIMH JOKYMEHTA U aKTa O MPUIMHAX BBIAYH 110UIMHHHKA.

[ToaroToBka fen K mepenade Ha XpaHEHHWE B apxuB AJMUHMCTPAIMM W Ha YHHYTOIKEHHC
npejlycMarpuBaer padoTy, KOTOpas IIPOBOJUTCS B HOApa3jcieHusX AJMUHMCTpAlUU U
BKJIIOYACT B ¢e0sl CJICIYIOIHE JTAIBL: MIPOBEICHHE SKCIEPTU3bl LEHHOCTH JIOKYMEHTORB; MOJIHOE
oopMIIeHHE JIe]; COCTaBJICHHE OMMCEH JIe; COCTABICHUE aKTOB O BBIICICHUM K YHHYTOKEHUIO
JIeJ1 ¢ UCTEKIIMM CPOKOM XPaHEHHSI.

Dta paboTa NPOBOJUTCA B COOTBETCTBMM ¢ Hacrosuieil HMHCTpyKimed M BbINOJHICTCA
paboTHHKAMU TTO/IpasAcIcHH AIMHHHUCTPAIHH.



KOHTpOJIE BBIMONHEHUS BHINICYKA3aHHBIX PalOT M METOJMYECKYIO MOMOIIb MOIPA3ICIICHHSIM
AJIMUHUACTPALMU OCYIIECTBISIET OT/EN apXUBa.

B 3aBUCHMOCTH OT CPOKOB XpaHEHHs MPOBOJUTCS IOJHOE WM YacTUYHOE O(GOpPMICHHUE JElL.
[onromy odopmnennto mosiexkar Jena MoCTOSHHOrO, BpeMeHHOTo (cBbie 10 jier) XpaHeHus u
o Ju4HOMYy coctaBy. [lonHoe odopmienue jena npenycMmarpusaeT oQOpMIIEHHE PEKBH3UTOB
00JI0XKH Jie/1a [0 yCTaHOBJICHHOM (hOpMeE; HyMEpaldio JHUCTOB B JIENE; COCTABJICHHE JIMCTA-
3apepurels jiena (Ipunoxenue Ne 9); cocraBiienue B HEOOXOIMUMBIX CIIy4asx BHYTPEHHEH Omucu
AOKYMCHTOB JI€j1a; IOALIMBKY HMJIH TICPEILICT J€lia; BHECCHUE HEOOXOMMBIX VTOYHCHHIH B
PEKBU3UTHI OOJI0KKHY Jiea.

Ha o0noxke mena ykasplBaroTCs PEKBH3WTHI: HAHMEHOBAaHHE AJIMHHUCTPALMM M CTPYKTYPHOTO
1I0/Ipa3/IC/IeHUs, JeJ0NPOU3BOACTBEHHbI HOMEp (MHIEKC) [efia, 3aroJIOBOK Jiejla; Jara Jeia
(TOMa, YacTH); KOJIMYECTBO JTUCTOB B JIeJIe; CPOK XpaHeHHUs Je/la U HOMEP CTATBU TIO TICPCUHIO;
apxuBHblii mudp aena (Ipuioxkenue Ne8)

Ha o00s0kKke 3aBeeHHBIX Jie] JODKHBI OBITh TMPOCTABICHBI CIEAYIOIIME PEKBU3HTHI:
HaMMEHOBaHWE AJIMMHHUCTPALMM - YKa3blBAE€TCS [MMOJHOCTHIO, B MMEHUTCIBLHOM MHajaexe. B
Clydasx, Korjia B TEUEHME TI0Jia, 3a KOTOPBIH TOTOBATCA Jiena, AJIMHMHUCTpamus Oblia
nepeuMeHoBana  (rpeoOpa3oBaHa), W 9TO  HE  BbI3BAJO  BO3HMKHOBEHHMS  HOBOI'O
(onmoobpaszoBatels, 101 CTaphlM €€ HAWMEHOBAHWEM IIMIIETCS W HOBOE HAMMEHOBAHWE,
HAaMMEHOBAHHME CTPYKTYPHOI'O MOJApas/esieHus (3allMChIBAETCs €ro Ha3BaHUE B COOTBETCTBUHU C
YTBEPHKIACHHON CTPYKTYPOit);

JCIIONIPOU3BOICTBEHHBIM HOMEp (MHAEKC) Jena - npocrtaBigercs unudposoe obOo3HAUEHHE
(MHJEKC) nela 0 HOMEHKJIATYPE JIEN; €CIH €TI0 COCTOMT M3 HECKOJILKMX TOMOB, TO Ha 00JI0KKe
IePBOIro TOMa YKa3bIBACTCSA KOJMYECTBO TOMOB ITOTO J€ja, a Ha MOCIEAYIOINX TOMaxX - HOMEp
OuYepeHOro TOMa, Ha MOCICIHEM TOME [10C/IE €r0 HOMEPA T0OABIAETCA CJ0BO «IIOCIIEIHHITY;
3arojIOBOK (Ha¥MMEHOBaHME) Jiena - MEePeHOCHTCS W3 HOMEHKIATYPHI JIEN, COTNIAaCOBAHHON
HKCIEPTHO-NPOBEPOYHOM KOMHUccHel (B HEOOXOIMMBIX ClIy4asX B 3aroJIOBOK BHOCSTCS
YTOYHEHHMS: HOMEpPA MPUKA30B, NMPOTOKOJIOB U JIp.). 3aroJI0BOK J1ea /I0KeH OBITh KPaTKUM U B
TO K¢ BpeMs IIOJHO PacKpbIBATh COJEpKaHUC IOJUIMTHIX B €10 JIOKYMEHTOB. B 3arosioBke
YKa3bIBAIOTCS BUIBI UMEIOIIMXCS B JI€)I€ JOKYMEHTOB, HX aBTOP U 10 KaKOMY OHH Borpocy. Eciu
HaUMEHOBAaHUE Ji€jIa HE pPACKPBLIBAET COJAEP:KAHME IOAIIUTBIX B HeM JOKyMeHTOB («Paznas
nepenuckay, «llepenmcka 110 obumM BorpocaM» | T.I.), COCTaBISETCS HOBOE HaWMMEHOBAHHE,
OTpaKalollee COIEPAKAHUE MOJIIUTEIX B JIENe JOKYMEHTOB, 1 00JI05KKa JieJ1a 1epeohopMIIsIeTCs.
Ecim nemy Henmp3s 1aTh 0HO o0lee KpaTKoe HAaMMEHOBAHUE, TO 3ar0JI0BOK COCTABIACTCS MyTEM
0600611eHUs CXOIHBIX TOKYMCHTOB HJIH IIEPCUMCIICHUA HaUOO0JIe€ BaXKHBIX;

aaTa Jiejia - yKassIBaroTes rojl (bl) 3aBeIeHUs W OKOHYaHMS Jejia B JIEJIONpon3BojacTBe. JlaToif
Jell, COJCpXAlMX PpaclopAIUTENbHYI JAOKYMEHTALMIO, a TaKKe IS JeJl, COCTOAIUX U3
HECKOJIBKHX TOMOB (4acTeif), ABIAIOTCA KpaifHMe HaTel JOKYMEHTOB Jielia, T.e. JIaThl (4HCIIO,
MECSLl, I'0J) perucrpauuu (COCTaBIEHHS) CAMOr0 PAHHEr0 W CaMOro I03/IHEr0 JIOKYMEHTOB,
BKJIFOYEHHBIX B Jeno. Ilpu sTtoMm wmeno (aBymsa mudpamu) u rojx o0o3Ha4arOTCs apaOCKUMH
uudpaMu, Ha3BaHHME Mecslla MUIIETCS cjloBaMHM. Eciau B Je/I0 BKIIOYEHBI JOKYMEHTHI
(TIPMIIOKEHUS ¥ T.IL.), JaThl KOTOPBIX BBIXOJAT 3a KpaifHHWE JaTHI Jiesia, TO O] JaTaMH Jeia, ¢
HOBOM CTPOYKM JiesiaeTcsi 00 3ToM 3anuck: «B nene UMErOTcs JOKYMEHTHI 3a... 1ojl (b1)». JlaThl
Jiejla MOI'YT HE YKaspIBaTbCA Ha OOJIOJKKE e, COJIepKallliX, HAlpuUMep, T'0/I0OBbl€ IUIAHBI U
OTYETHI, TAK KaK OHH OTPAKAKOTCS B 3ar0JIOBKAX JICI.

His jien, ¢hopMUpPOBAHHBIX U3 AOKYMEHTOB 110 HOMHHAJIBHOMY MPH3HAKY, TO €CTh IO BUIaM
JIOKYMEHTOB (IIOCTAaHOBJIEHHS, PAaCTIOPSKEHMsI, aKThl M T.I1.), AaTOi Hauasa Jena sBJseTcs Jara
MOJNMCAHMA WM YTBEPKIECHMS CaMOr0 pPAaHHEro JOKYMEHTa, a JaToil OKOHYaHus - JaTa
noanucannsa (yTBEpIKIACHMA) caMOro mnosjHero pokymenra. Jlaroit jena, cojepikaiiero



IPOTOKOJIBl  3aCelaHUM, SBJISIETCA Jlara YTBEPKIOCHHUA (€CIIM OHHM YTBEPXKIAIOTCSA) HIH
COCTABJICHHS TEPBOI0 M IOCIEIHEro nportokona. KpaiiHMMH naTtamMu JIMUHOrO Ji€j1a SIBJISIIOTCS
JIaThl MOJIMCAHUS PACIOPSIKEHUN O IIpUeMe U YBOJLHEHUH JIMIA, HA KOTOPOE OHO 3aBejieHo. B
CJlyuyae CMEPTH JIMIA, HA KOTOPOE 3aBEJCHO /€10, KOHCYHOH NaTOH fABJIAETCA JaTa JOKYMCEHTa,
U3BELIAIOLIETO O €r0 KOHYMHE, U 3aIUCh 00 ITOM.

Jlna nen, cojep:kalliMx MEPENUCKY, AaToi Hauyala Jiesa sBisercs Jlata MoCcTYIUIEHHs IEPBOro
BXOJSIICT0 MM JlaTa IEPBOT0 MCXOAUICTO TOKYMEHTa, a JaToil OKOHYaHHS - JlaTa caMoro
MO3/IHET0 BXO/SIIETO MM HMCXOJAIINETr0 JOKYMEHTA HE3aBHCHUMO OT MecTa HaXOXJIeHHUsS UX B
Jene.

KosimuecTBO MpOHyMepOBaHHBIX B J1€JI€ IUCTOB MPOCTABIIAETCS C INCTa-3aBEPUTENIA [el1a.
PexBuszur «Cpok XpaHeHHUs Jiejla 1 HOMEp CTaThU NEpPCUHA» MEPEHOCUTCA Ha 0OJIOKKY Jena M3
COOTBETCTBYIOIIECH HOMEHKIATYPHI JIEJ TOCIE CBEPKH €ro CO CPOKOM XpaHCHUs, YKa3aHHBIM B
nepevyHe THUIIOBBIX JIOKYMEHTOB, C YKa3aHMEM CPOKOB XpaHeHus (IIpH BBEJEHUH B JelcTBUE
HOBBIX TIEPEYHEH TOKYMEHTOB CO CPOKAMM XPAaHEHHUs CTaphle 3allUCH 3a4YE€PKHUBAIOTCS, a CBEPXY
WIH PANOM MHIIYTCs HOBBIE JaHHble). Ha penax mocToOSHHOrO XpaHEHMs MUILETCH: «XPaHUTh
[HOCTOSTHHOY.

ApxuBHblii Hp aena (CoCTONT U3 HOMepa GoHa, HOMEpa ONMCH U HOMEpa Jiefa 110 OITUCH) Ha
00JI03KKax [J1e] MOCTOSIHHOTO XPaHEHHs IIPOCTABJIACTCS B apXwBe AJMHHHCTPAIMM YEPHHIAMHU
TOJILKO TOCJIC BKJIIQUEHHS THX JIeJl B TOJIOBBIC pa3Jiesibl CBOJAHBIX OINUCEH, YTBEPHKIEHHBIX
AKCTICPTHO-TIPOBEPOYHON KOMUCCHENH AIMUHUCTPALAH

(o aroro oH mpocrapisercs Kapanpamom). Ha ofmoxkkax Jen INOCTOSHHOIO XpaHEHHs
[pelyCMaTPUBAETCS MECTO JUIS HAMMCHOBAHHS apXMBHOro otraena AgmuHucTpanuu MO
«YHIYKYTBCKHi paifon», B KOTOPBIH OyayT nepenaBaTses Aea.

ITo OKOHYAHMH JIEJIONPOU3BOACTBEHHOTO (KajJeHIapHOro) roja B oQopmieHHe OONOKKH Je
IIOCTOSIHHOI'O XPaHEHUsl BHOCATCS YTOYHEHUS:

B 3aroJIOBKE JIEJ, COJEPKALIUX PacHOPSIUTE/IbHbIE JOKYMEHTH! (IIOCTAaHOBJICHHA, IIPOTOKOJIbI).
BBIHOCSATCSI UX HOMepa. Eciiu /1eJ10 cOCTOUT M3 HECKOJIBKUX TOMOB, B Ka)K/IOM TOME yKa3bIBaeTCs
Jata (4Kcio, Mecsll, rojl) Hayajla 1 OKOHYaHUA KaKa0ro toMa. TouHble JJaThl MPOCTABIIAIOTCS HA
0010KKax JIJIs 00JIErYeHust TTOUCKa IOKYMEHTOB B MOCIIEAYIOLLEM.

B nenax oOecnedyeHMs COXPAHHOCTH M 3aKpeIUICHHs IOpsAJKa PpaciioiOKEHHs JOKYMCHTOB,
BKJIFOYEHHBIX B JIENO, BCE €ro JIMCTHL, KPOME JIMCTa-3aBEPUTEN U BHYTPEHHEH OMHUCH (CM.
[Mpunoskenue Nel0), uymepyroTcs. JIMCTBI HyMEpyIOTCsS B IIpaBOM BEpPXHEM YIUy, HE 3ajicBasd
TEKCTa JJOKYMEHTOB.

JIUCTBI €)1, COCTOSMLIMX U3 HECKOJIbKHUX TOMOB WM YacTell, HyMEpyTCA 110 Kaxk/IOMy TOMY WJIH
qacTH OTJICTBHO, HAaUMHAas C [1EPBOTO.

JIMCT ¢ HATIyXO HAKIECEHHBIMH JOKYMeHTaMH ((pororpadusmMu, BbIPE3KaMH, BBINUCKAMU W JIp.)
HYMEPYETCS KaK OJWMH JIUCT; B HIDKHEH 4acTH WM Ha 00OpOTE TAKOro JIMCTA JIeJIaeTcs OIMCh
HAKJICEHHBIX HA HEro JOKYMEHTOB. Bo BHyTpeHHEH ONUCH U B 3aBEPUTEILHOM HAIIMCH B KOHIIC
Jena 0 TaKUX JIMCTAax Jejiaercs oroBopka, Hampumep: «Ha mmcre 2 nakieeHo 4 dororpaduu
COTJIACHO OMUCH Ha 000pOTE JIUCTAN.

KapTsl U CXeMBI, CKJI€eHHBIE W3 HECKOJIBKMX JINCTOB, HyMEPYIOTCA Kak oiuH JucT. Ha Takmx
aucrax Ha o0opoTe MM CBOOOJIHOM OT TEKCTa MECTE YKa3bIBAE€TCA KOJIMYECTBO JHMCTOB B
cKieiike. Bo BHyTpeHHe# ONMCH U B 3aBEPUTEIBHOM HaJANMCH B KOHIIC J€Ja O TakuX JIHCTax
nieaeTcs oropopka, Hanpumep: «JIuer 7 - kapra-ckielika u3 10 1ucToBy.

Ecnu K J0KyMeHTy (JIMCTY) MOJK/ICEHBI OJHHUM KpaeM JIpyTrue JIOKyMEHThl (BCTaBKHM TEKCTa,
NepeBo/Ibl, BBIPE3KH, CTIPABKH U JIP.), TO KXKAbIA JOKYMEHT HYMEPYETCsl OTAC/IBHO. 0UEPEAHBIM
LIOPSA/IKOBBIM HOMEPOM.

[TojmuTele B €10 KOHBEPTHl C BIOKCHHAMH HYMEPYIOTCS: BHAuajJe KOHBEPT, a 3aTeM



OYEpEHBIM HOMEPOM KaK/I0€ BJIOKeHHEe B KoHBepTe. Hambosece IeHHBIE B MCTOPHYECKOM M
XYJ0KECTBEHHOM ~OTHOIICHUH JOKYMEHThl (YepTexxH, pyKomnucH, rpapuka u T.J.) He
NO/IIMBAIOTCS, @ BKJIAbIBAIOTCSA B KOHBCPTHI.

Ecnau B HyMepaiyu JIMCTOB JOMYIEHO MHOTO OIMOOK, BCe J1e/10 HyMepyercs 3aH0BO. 1Ipu 31oM
cTapbie HOMEpa 3a4epKHUBAIOTCA O/HOM HAKJIOHHOH 4EpTOM, M pANOM CTaBUTCA HOBBIA HOMEp
nucta. B KOHIE Jleia COCTaBisieTcs HOBas 3aBepUTENbHAsE HAANKCH, IIPH OTOM CTapas
3aBEpUTE/IbHAS HAIIIUCh 3aUEPKUBACTCS, HO COXPAHAETCA B JI€JI€; BHOCATCS TAKXKC HCIPABICHHA
BO BHYTPEHHIOIO OITHCH, HIIH OTTHCH COCTABJISIETCS 3aHOBO. [IpH HaIMYMK OTIACIBHBIX OIIUOOK B
HyMepaIli1 JIMCTOB B JieJIaX NPH MOJAr0TOBKE UX K cJjaye B apXMB JOIYCKAeTCs M0 COrIaCOBAHUIO
¢ HUM yTioTpebIcHHE JTUTEPHBIX (¢ OYKBEHHBIMU JIOTIOJIHEHHUAMH ) HOMEPOB JIUCTOB.

[Tocine 3aBepiieHHst HyMEpallMM JIMCTOB COCTABIACTCS 3aBEpUTElIbHAs HAJIUCh, KOTOpas
pacriojiaracTcss B KOHIIE Jiea. 3aBepHTelbHas HaAIIACh COCTABIACTCS B JIEJIC€ HA OTICIBHOM
nucre-3ageputee jgena ([pwioxenune Ne 9). B 3apepurenbHOM HaANUCH HUPAMUA U TIPOTUCHIO
yKa3bIBa€TC KOJMYECTBO JIUCTOB B [TaHHOM Jiclie, OCOOCHHOCTH OTHACIBHBIX JIOKYMCHTOB
(aeprexun. Gortorpaduu, PUCYHKH M T.IL.), (PU3NYECKOTO COCTOSIHUS JIOKYMEHTOB (MOMAapKH,
Hepa300pUYMBbIM TEKCT, TOPBAHHLIC JIMCTHI M JIp.) M HYMEpalMH (JMTEPHBIC, IPOIYHICHHBIC
HOMepa).

3aBepuTelbHas HAJMUCH MOIIMMCHIBACTCS €€ COCTABUTENIEM C YKA3aHUEM PacIMpOBKH TTOITICH,
J0JDKHOCTH U J1aThl cocTasieHus. KoJIM4ecTBO JIMCTOB B J1e/IC POCTABIACTCS Ha 00JI0KKeE JIeTa B
COOTBETCTBHUH C 3aBEPUTEIBLHOMN HAINCEIO.

JIiist yuera IOKYMEHTOB ONPEIEIEHHbIX KaTCropyii IIOCTOSIHHOTO  I0JITOBPEMEHHOro cpokos (10
1 Bplme 10 J1eT) XpaHeHus, y4eT KOTOPBIX BbI3bIBAacTCA CHENMPUKON JaHHON JIOKYMEHTAIUH
(ocob0 T1I€HHBIE, JIMYHBIE [€J1a), COCTABRISAETCS BHYTPEHHAS OIMCh JIOKYMEHTOB Jiesla
(ITpunosxenue Ne 10). BHyTpeHHAA ONHCH COCTABISETCS HAa OTAEIBHOM JIMCTE 10 YCTAHOBICHHOM
dbopMe U COMEPKUT CBECHUS O MOPSAKOBBIX HOMEPAX JOKYMEHTOB Jlejla, UX WHICKCaX, AaTax,
3aroJIOBKAX M HOMepax JMCTOB Jiela, Ha KOTOPHIX PACIONOXeH KaxIblii JokymeHT. K
BHYTPEHHEH OMMCH COCTABJISIETCS WMTOTOBas 3alHCh, B KOTOPOH yKa3piBaeTcsi Luppamu u
IPOLMCHI0 KOJMYECTBO BKIIOYEHHBIX B HEE JOKYMEHTOB M KOJMYECTBO JIMCTOB BHYTPEHHEH
onrcd. JINCTHI BHYTpEHHEH OIMCH IOIIIMBAIOTCS K Havajly Jaejna. Eciau je1o rneperieTeHo win
nojmuro Ge3 GlaHKa BHYTPEHHEH ONMCHM JOKYMEHTOB, TO COCTaBJEHHas 110 (OPME OIUCH
OJK/IEHBAETCS 3a BEPXHMIA Kpail K BHYTPEHHEH CTOPOHE JTNIEBOH 00I0KKH JIeTa.

Jlea TIOCTOSHHOIO M JOJITOBpeMeHHOro (cmbiue 10 jeT) XpaHeHHs MO/IIMBAIOTCA B TBEP/IYIO
00JI0KKY CYPOBBIMH HHTKaMH B HYETHIpE IPOKOJIA € Y4ETOM CBOOOJHOTO YTCHHSA TOKYMEHTOB.
IPH 5TOM BCE META/UIMYECKUE CKPEIUICHUS YAAIAIOTC.

Jlena BpemenHoro (mo 10 JieT BKIKOUYMTENBHO) XpaHEHHs] IOIYCKACTCs XpaHUTh B
CKOpoCUIMBATENAX (HE MPOBOAMTH MEPECHCTEMATH3AIMIO JOKYMEHTOB B JICJIC, JINCTHI J€Ja He
HYMEpOBAaTh, 3aBEPHUTEIILHEIE HAAIIMCH HE COCTABIISATH).

Ilopsiiok cocTaBiaeHUs ONUCEH Jell.

Ornych JeNa - apXMBHBIA CIIPABOYHMK, COJEpPKaIIUi CHCTEMAaTH3MPOBAHHBIN NIEPEYCHb E€MHUL
XpaHenus (en) apxusHoro GhoxHaa AJMUHHCTPALMH, NIPEJAHA3HAUCHHBIA JUIsl Y9€Ta U PACKPBITHS
conepskanns gokymento (ITpuioskenus NeNel1,12,13,14-15).

OtfenbHAs OMMCh  IIpefcTariserT coboii mepedeHb JEI € CaMOCTOSTENBHOM  BaJOBOM
(MOpsAKOBOMH) HyMepaluei.

Onucy noapasiesieHnii AJIMHHACTPALIUKE COCTABJIAIOTCSA OTACIBHO: Ha Jica MOCTOAHHOTO CPOKa
XpaHeHHsd, Ha Jena JojarospeMeHHoro (ceime 10 jer) cpoka XpaHEHHUs, Ha Jiena 110 JHIHOMY
COCTaRBYy.

Ha jiena BpemenHoro (10 10 net) cpoka XpaHeHHs CJaTOYHbIC OIIMCH HE COCTABJISIOTCS.

ONMCH Ha JIeNa TIOCTOSIHHOIO XapaKTepa, J0AroBpeMeHHoro (cebime 10 J1eT) cpoka XpaHenus, Ha



Jieia 10 JIMYHOMY COCTaBy COCTABISIOTCSA B KOHILE Kaxaoro roma. Ilo ommcam mompasneneHus
AIIMMHHCTpALMK CIAIOT CBOU Ji€J1a B apXUB AIMUHUCTPAIIHH.

Ommcy jien, MOJrOTOBJIEHHBIE MOAPA3/ICHCHUSIMA AJMUHHCTPALMH, CIYXAaT OCHOBOH [is
IIOArOTOBKH CBOJIHBIX OMHUCEH el AJIMHHUCTpAlNH, KOTOPble yTBepxkaaiorca IJ1aBoil mocme
YTBEPIK/ICHHUS (COITIacOBaHus) YKCIIEPTHOM KOMUCCHEH AIMUHUCTPALIHHNL.

Onucun jien mojpasieneHuii COCTaBIAIOTCS 10 YCTAHOBJIEHHOW (opMe M TIPEICTABISIOTCS B
apxuB AJIMHHUCTpAllMM HE paHee 4eM uyepe3 | roi W He IO3/HEe 4eM uYepe3 3 roja [ocie
3aBEpIIEHUS JICT B JIEJIONPOU3BOICTBE.

Onumcarenpnas CTaThsd ONWCHM JIEN TOJpasjielieHus AJIMMHMCTPALMM MMEET CIEAYIONIHe
3JIEMEHTBI; TOPSIKOBEIH HOMEp [eja (YacTH, TOMa) 10 OIMCH; WHJCKC jeia (J4acTH, TOMa);
3aroJIoBOK Jejia (4acTH, TOMa); JaTy Jeia (4acTH, ToMa); KOJMYECTBO JIMCTOB B jele (YacTu,
TOME); CPOK XpaHeHH Jelia; IpUMedanue, ‘

Ipu cocrasiiennu onucu 1en coOIIOIaITCS CaeAyIOue TpeGOBaAHMU:

3ar0JIOBKH €] BHOCATCS B OIIMCh B COOTBETCTBMM C TIPUHSATOM CXEMOH cHCTeMaTH3allMi Ha
OCHOBE HOMEHKJIATYPHI JIEN;

Ka)X/10€ JIEJI0 BHOCHTCS B OIIMCH II0J CAMOCTOSITEILHBIM TOPSIKOBEIM HOMEPOM (€Ciu JIeso
COCTOHMT M3 HECKOIIBKWX TOMOB (4acTeid), TO Kax/blii TOM (YacThb) BHOCHUTCS B OIIUCh MOJ
CaMOCTOSITEIILHBIM HOMEPOM);

[IOPSI0K HYMEpaIlMH JieJl B OIMCH - BAJOBOM B Mpejierax KajleH/1apHOro roaa;

rpa(bl OMUCH 3aII0JIHAIOTCS B TOYHOM COOTBETCTBHU C TEMU CBEICHHSAMMI, KOTOPBIC

BbIHECEHBI HA 00JIOKKY Jiena;

[IpYU BHECEHUH B ONMCh IIOJPSJL JIe1 ¢ OJMHAKOBBIMM 3ar0JIOBKAMM KayK/Iblil 3aroJJ0BOK IIHILETCS
MOMHOCTREIO. B onucu MEX/Y 3aroJIoBKaMHu J€JI OCTaBISACTCA HHTEpBAJl HE MECHEC 1 CM;

rpaga OnKMCH «IIPUMEYAHHE» HCIOIB3YETCs I OTMETOK O MpHEME Jejl, OCOOEHHOCTAX HX
(pusryeckoro cocTosiHUsL, O mepeaaye Aed APYTHM CTPYKTYPHBIM TOJIPA3/IENEHUSIM CO CChIIKOI
Ha HeOOXOAMMBIH aKT, O HAJIMYUHU KOIIUH.

B koHile onmcu Bciien 3a mocheHEd onmMcaTrenbHON craTheil AeslaeTcs MTOroBasi 3alllch, B
KOTOpO#l yKa3biBaeTcs (LUGPaMu H POIHCHIO) KOMHYECTBO Je/, YUCIALIUXCA 110 OIUCH, IIePBbIi
W TTOCITICAHUIT HOMEpa JIeJI 10 OIIMCH, a TaKyKE€ OTOBAPUBAIOTCS OCOOCHHOCTH HYyMEpaluu Jiejl B
OIUCH (JIMTepHBIE HOMEPA U MPOITYIICHHBIE HOMEPa).

Omuce gen nocrosHHoTO, AoaroBpeMeHHoro (10 u cBeime 10 7eT) CpoKOB XpaHEHHS W JIEN T10
JUYHOMY  COCTaBy, COCTaBiseMas I[OJpas3ieleHueM  AJMHUHUCTpPALUM,  I10IHUCHIBACTCS
COCTAaBHTEJIEM ONHMCH C YKa3aHHEM €ro JIOJKHOCTH W JIaThI, COTJIACOBBIBAETCS C JTHIIOM,
OTBCTCTBCHHBIM 3a apxuWB A,IIMHHHCTpaL[I/IH, H YTBEpIXKAAaceTCAd PYKOBOJHUTEIEM IIO0JApas3ic/ICHHUA
AIMUHUCTpAIIAH.

Onuch ACJI COCTABJIACTCA B ABYX DK3CMILIApax, OAMH U3 KOTOPBIX INEpeaacTcsa BMECTE C JC/1aMU B
apxuB AIMHHHCTpALMM, a BTOPOMl OCTaeTcs B KAYeCTBE KOHTPOJIBHOTO HK3EMILIIpa B
noapa3AcacHUU AJIMUHUCTPALIHH.

[lo pesynabraraM SKCHEpTH3Bl ILIEHHOCTH Jela ToJyiexar o(GOpMIICHHIO B COOTBETCTBHH C
npasuiaMu 0(pOpMIICHMS JIell TIPU NOJArOTOBKE JIe)l K Iepejiaye Ha apXUBHOE XpaHEHHE.
YHHUUYTOXKEHHE AOKYMEHTOB H JIeJl ¢ HCTeKIIHMH CPOKAMH XPaHeHHS

PesynbraTel 0TOOpa NOKYMEHTOB K YHHUTOMKCHHIO, CPOKH XPaHEHHS KOTOPBIX MCTEKIH, 3a
COOTBETCTBYIOLIMIA NEPUOA OQOPMISIOTCH aKTOM O BBIJICICHHMM K YHUYTOKeHUto. Jlema
BKJTFOUAKOTCA B 4KT, €CJIHU yCTaHOBﬂeHHLIﬁ JUId HUX CPOK XpaHCEHHA HCTCK 1 SsHBaps rojaa, B
KOTOPOM COCTaBJICH aKT.

O16op NOKYMEHTOB 3a COOTBETCTBYIONIMH TMEpHOA K YHHUYTOXKEHHIO M COCTABJICHUE aKra
IIPOU3BOUTCA MOCIE COCTABIEHUS CBOIHOM OIMUCH Jie] AJIMUHUCTPAIIMH 34 TOT e epHO/I.
CBOIIHBIE ONHCH € MOCTOSHHOTO XpaHEHHWA, ONMUCH el MO0 JHYHOMY COCTaBy H aKThl O



BBUICJICHUM K YHMYTOXCHHIO Jiell paccMaTpuBaroTces DK AIMHHHCTpAIllMM OXHOBPEMEHHO, C
nocjenyuum rnpeacrasieHnem Ha paccmorpenue D1 IK Munucrepcrra roctunuu PJI.
CornacoBa"HHple akKThl O BBLIICIICHHH K  YHHUTOXEHHUIO €I  YTBEPKAAIOTCA IJ1aBOM
MYHHUIHIIAILHOTO paiioHa W MepejaloTcs Ha nepepaboTKy 10 MPUEeMO-CIaTOYHON HAKIIaJHOM, B
KOTOpPOM YKa3blBalOTCA Jara Iepejadd, KOJIHYeCTBO CJaBaeMBIX [l M Bec OyMaxHoii
MaKyJaTypbl (IOCJI€ YHUUYTOXXEHHUSI JEI B HOMEHKIAType JieJl IMpPOCTaB/IseTcs OTMETKa:
«YHHYTOKEHO (akT oT  Ne )» ¢ ykazaHueM JIOJDKHOCTH, GaMHINH, MOJMNHCH JIMLA,
OTBETCTBEHHOTO 3a Iepeiavy Jel Ha YHUYTOKEHHE, U JIaThI).

Tonpko mociie cornacosanus u yreepxkaenus DIIK Munucreperpa tocrunuu P/l omumcu jen
[OCTOSIHHOT'O XpaHEHHWs W Jiejla 110 JIMYHOMY COCTaBy, BKJIIOYEHHBIE B aKT O BBIJCICHHH K
YHHUTOXKCHHIO [IE]I, MOI'YT YHUYTOKATHCS.

AKTBl O BBUICJICHMHM K YHHYTOKCHHIO JIeJI COCTAB/IAIOTCS HAYaJIBHHUKOM OTJeNia apXuBa
COBMECTHO ¢ pabOTHMKaMH IOJpa3IeleHuil AIMUHUACTpaIni. Ecau B akre rnmepeyrcIieHsl jieja
HECKOJIBKUX  MOJIpa3fie/IeHuii  AIMHHHCTPALMM, TO Ha3BaHHE KaxXJIOro IojpasJielieHus
AJIMUHHMCTpAllMM  YKas3blBaeTcsi Iepejl [IPYNIONH 3arojIoBKOB Jiel 3TOT0  MOJpa3/iecHus
(ITpunoxenue Nel6).

PyxkosoauTenyu nojpasjesnenuii AJMUHUCTPALMM HECYT MEPCOHAIBHYK) OTBETCTBEHHOCTH 3a
HE3aKOHHOE YHHUYTOXKEHHUE JI€J1 U IOKYMEHTOB AJIMUHUCTPALIVH.

Ilepenaua nen Ha XpaHeHHe B apXHB AIMHHHCTPAIIHH

JIOKyMeHTBI IPUHUMAKOTCS Ha XpaHEHHE B apXUB AJIMUHHUCTPAIMH B BUJIE TI0/UIMHHUKOB, TOJIBKO
IIPH UX OTCYTCTBUU IIPHUHUMAKTCA KOITHH.

B apxuB AMuUHUCTpauuu IepeJaroTcsl IOJHOCTBIO OGoOpMIEHHbIE Jella I[OCTOSHHOIO,
noarospemeHHoro (caeite 10 neT) cpoka XpaHeHHS H jena no JM4HoMY coctany. [lepenava nen
B apXuB AJIMUHUCTPALMU OCYILECTBIISETCS TOJIBLKO 110 YTBEPKAEHHBIM OIUCSM JIEJL.

Jlena. BpemenHoro (g0 10 Jer) cpoka XpaHeHMs MepeJaue B apxXuB AJMHHHUCTPALUMU He
MOJICKAT, OHU XpaHATCA B 110Jpa3/ieCHUAX AIMUHUCTPALIUH.

OdopmiieHHbBIE 1€1a NepeJatoTcsl B apXuB AJIMUHMCTPAIIMU B YCTAHOBJIGHHOM I10PSIKE HE paHee
HEM HECPE3 1 roa 1 HE IMO3/JHEC YCM YCpE3 3 rojia rmocjic 3aBepuicHud JCJIO0MPOU3BOACTBA.

He nopmmutele, HE LIEepeIlIETEHHBIE M HENPABWIEHO O(GOPMIIEHHBIE JI€JIa Ha XPAHEHUE B apXHB
AJIMHHUCTpaAIMH{ HE IPUHUMAIOTCA.

B nepuol oAroToBKH e K Iepegade B apXuB AJIMUHHCTPALUU pabOTHUKAMHU 110(pa3/IelIeHIH
[IPEJBAPUTEIIEHO IIPOBEPETCs MPaBUIbHOCTE (GOPMUPOBAHUS, OGOPMIICHUA €], COOTBETCTBHS
KOJIMYECTBA JIc]. BKIIOYCHHBIX B OIUCh, KOJWYECTBY [CJI, 3aBCIACHHBIX B COOTBETCTBHU C
HOMEHKJIATYypOH Jiesl mojpas/ieieHuss AnMuHUCTpalud. Bce BbiABIEHHbIE IIPH  IIPOBEpKE
He0cTaTKH B (popMupoBaHud U odopMiIeHHH el paboTHUK noJpasjelleHHs AJIMUHACTPAIINH,
OTBETCTBEHHbIM 3a [JeJI0NpOU3BOJACTBO, 00s3aH ycrpaHuTs. [lpu  HeoOHapykeHuum nen
00s13aTeJIBHO COCTABJIAETCS aKT.

Ilpuem nen mnpousBoauTCS pPaOOTHHUKOM, OTBETCTBEHHBIM 34 apxuB AJMHMHUCTPALIMM, B
HPUCYTCTBHH paOOTHHKA MOAPa3ACICHUA, OTBETCTBEHHOIO 3a JEJIONPOH3BOACTBO. Ilpn sTOM Ha
000MX 3K3eMIUIIpaX OMMCH MPOTHB KaKAOTO Jea, BKIIOUEHHOIO B Hee, JIeJIacTCs OTMETKA O
HaJIUYHHA JCJIAa. B KOHIIC KaXIoro DJSK3CMILIApa OITMCH YKa3bIBAIOTCH I_[I'I(bpaMI/I H TIPOITHUCHEIO
KOJIMYEeCTBO MPUHSTHIX JIe]l, jlaTa npuemMa- Iepejadd Jiell, a Takke Noanucu padOoTHHKa,
OTBETCTBEHHOI'O 3a apXUB AJMMHUCTpALMU, [IPUHSABLIEro Jjejla, U padOTHHKA MOJpa3/Ie/ICHUs
AJMUHMCTpaLMHK, IepelaBLIero /lejla Ha XpaHEHUEe B apXUB.

B ciaydae JMKBUAALMKM WM PEOpPraHU3alldd INoApasjeleHus AJMUHHCTPALUH PYKOBOJIUTEIND
JIAHHOTO TIOJIPA3/CICHUS B IEPHO/] POBEACHHS JIMKBUIALMOHHBIX MEPONIPUATHI HOPMUPYET BCE
HMCIOIIHUECA JTOKYMCHTEI B JIClIa, OQ)OpMJ'IHCT Jicna MU nepeaact Ux B apxXuB AﬂMHHHCTpaHHIfI
HE3aBHCUMO OT CPOKOB XpaneHuda. llepemaya aen OCYyIIECTBAACTCA IO ONMCAM Jiel M



HOMCHKIatype nieil. Jlea ciaiores B apxuB AJMHHHCTPAIINK YBSI3aHHBIMH B CBA3KH.

I{ena [IOCTOAHHOTO XpaHCHUS, HAXOJ[IIMECs B apXuBe AJIMUHHCTpalUM, 0 ucTedeHnn 10 ner
1o yrepaaeHHbM 11K Munrocra PJ] onucsam nepeqarores B apXUBHBIH OT/e aJIMUHUCTpAIIIN
MO «Ynuykyyibckuii paifor» B yCTaHOBICHHOM IOPSI/IKE.



[Ipunoxenne Ne 1

O6pazern ohopmiaeHus
MOCTAHOBICHHS aJIMUHUCTPAIIMH
MO «YHIIyKy/IbCKHiT paiioH»

PECITYBJIUKA JATECTAH
AIMUHUCTPALIUA MYHULUTIAJIBHOT'O OBPA30OBAHHA
«YHIOYKYJbCKHU PAUOH»

HNOCTAHOBJIOEHME

oT« » 2022 r. Ne

n. Hlamuabkaaa

06 yrBepxkaenuun UHCTPpYyKUIUH
10 AeJIONPOU3BOACTBY B aIMUHHCTPALMH MYHHIHNAIBLHOI0 00pa3oBaHHs
«YHIYRYJILCKHHA panioH»

B LensgxX COBEpIIeHCTBOBAHHS JOKYMEHTALMOHHOTO OOecIeyeHus M OpraHu3aluu
paboThl C IOKYMEHTAMH B aIMUHUCTPAIIMKA MYHHIMIIAILHOTO 00pa30oBaHus « YHILYKYJIbCKHH
paiion», AIMHUHMCTpALMs MYHHLMIAILHOTO o00pa3oBaHus “YHIYKYJbCKMH paiioH”
NOCTAHOBJ/SIET:

1. Y1Bepauth nmpunaracMyro MHCTpYKLMIO 1O JEIONIPOU3BOACTBY B aAMHHHCTPAIIH
MYHHIHMIIATBHOT0 00pa3oBaHMsl « Y HILyKYJIbCKUH paiioH».

2. ITocTaHoBJIEHHE AIMHUHHUCTPALHK MYHHUIMITAIBHOTO 00pa3oBanus « Y HIYKYIIbCKAN
paiioH» OT ... Ne ..MpU3HATh yTPAaTUBILUM CHILY.

3. PasmecTuTh HacTOsIIEe MOCTAHOBJICHHE HA O(YMIIMAIBHOM CalTe aMHHHCTPAIINH
MYHUIMIATLHOrO  00pasoBaHus  «YHIYKYJbCKME — paifon» B HMH()OPMAUMOHHO-
TEJIEKOMMYHHUKAlMOHHOH ceTH «HTepHe™.

4. KoHTpOIb MCTIOJHEHUs] HACTOSILIEro IOCTAHOBJICHHS BO3JIOKHUTH Ha 3aMECTHTEIIA
riaBel aiMUHUCTpaIU ((.1.0.).

I'nasa NOANUCH N.0. ®amuaus



Ipunoxenue Ne 2

obpasen oopmiteHust
pacnopsiKEeHUs /IMUHUCTPALITH
MO «VHIyKyabCcKHI paiiony

Eﬁ
PECIIYBJIMKA JATECTAH
AIMUHHUCTPALIIASL MYHUIIUIIAJIBHOI'O OBPA3SOBAHUSI
«YHIOYKYJIbCKUA PAHOH»

PACINOPAXEHME

oT« » 2022 r. Ne

n. [Hlamunskana

O0 yrBepiKIeHHH METOJHYECKHX PEKOMEH/IalHi
o pa3padoTKe MyYHHIHUNAJIbHBIX HOPMATHBHBIX IPABOBHIX AKTOB

B coorBercTtBHU C ...... U B LIENAX......:
YTBEPAUTL IIpWIaraéMple  METOAMYECKHC pPEKOMEHIallMM 1o  pa3paboTke
MYHMLUIIATbHBIX HOPMAaTHBHBIX IPABOBBIX aKTOB.

I'nasa NOANHCH N.0. ®amunun



[Ipunoxenue Ne 3
Obpaszen Oranka nmucsMa
ajMuHUCTpaud MO «YHUYKYIbCKHH paiioH

023
PECIYBJIUKA JATECTAH
AIMUHUCTPALIMS MYHULIMITAJIbHOT'O OBPA30OBAHMUS
«YHIUYKYJbCKU PANOH»

OI'PIL 1050533001430, MHH 0533010059, ya1. Maxava daxanacsa, iom Ne3, nocenox Ilamuibkana, YHIYKYIBKHIT paiion, Pecriyoimka Jlarecran,
Poccniickan denepanus, minexe 368950, Ten.: 55-64-85 e-mail:mo_uncuk_raion@mail.ru

«  » 2022 r. ' Ne /

Ha Ne _ oT« » 2022

I'naBa MOJIIIHCH HN.0O. ®amunus



[Tpunoskenne Ne 3a
O6paszerr Oyianka cirykeGHOTo (IET0BOr0) NUchbMa
aqvunuctpauud MO «YHIYKYJIBCKHIH paiion»

'ﬁéé‘-i. ,
PECIIYBJIUKA JATECTAH
AJIMUHUCTPALUSI MYHUITUITAJIBHOI'O OBPA3OBAHMUSI
«YHIYKYJbCKUN PAMOH»

OI'PH 1050533001430, W 05330100359, yn1. Maxaua Jlaxanaera, nom Ne3, nocenok ITamunbkana, YHuykyabknii paiion, PeciySanka Jlarectan,
Poccuiickas dexepars, mijeke 368950, Ten.: 55-64-85,e-mail:mo_uncuk_raion@mail.ru

26.02.2022 Ne 94-1335/22

MUHUCTEPCTBO 110 HAMOHAIBLHOM MOJIUTHKE
1 nenam penuruii Pecnyonuku Jlarecran

Ha Ne 17-1547-06/01-39/21 ot 17.02.2022

CoobmaeM, 9to B PecnybnukanckoM jxeHckoM (opyme «Hama cuna — B eAIMHCTBE,
Haile 0OorarcTtBO — B MHOrooOpasuu» IPUMYT YydacTHe CleIylollue KEHIIUMHbI
YHIyKyJIbCKOT'O paiioHa:

Amucynranoa M.T., Illyaiinosa 3.M., Illyran6osa ILA., 3ybaiipueBa M.b.,
Amuposa M.JI., Xuzpuesa 3.X., 3adbutosa M.I'.

['naBa MOJIITUCH N.0O. Gamunus

ucr.: @amunus U.O.
i i



[Ipunoxenune Ne 4
Ob6pasen ohopmieHus
IPOTOKONIA AJIMHHHUCTpALIMH

AJIMUHUCTPAIAS MJT « VHITYKVJILCUIA PAMOH»

ITPOTOKOJI

3acenaHus (COBELIAHMS) y TNIaBbl 3IMUHUCTPALIUU

No

I1. [Ilamunekana

[IpencenarenscTByOMIIUI ®amunus H1.0.
CexkpeTaphb @ammus U.0.
[IpucyrcrBoBanu:

HanmeHoOBaHUE JOIDKHOCTH Oamunus U.0.
HanMeHnoBanue J0JKHOCTH ®ammius N.0.
(Uaunuaner v damwiun B andpaBUTHOM

OpSAKE)

[TOBECTKA JIHSI:

1. O Mepax 1o peajnu3alydyd MyHULUIIAIBHONW IPOTPAMMBEI .....
Jloknan HavyanbHHUKA OTHENA..........
8 1]

HOKH&,[L 3aMCCTHUTECJIA I'JIaBbl ..........

1.CIIYIIAJIN:
Qamunus U.O. — kpaTkas 3anuch BBICTYIUICHUS WM TEKCT JOKJIaa MpuiaraeTcs
BBICTVYIIWJIA:
Oamumus M.0. — kpaTkas 3alIMCh BBICTYIUICHHS HJIM TEKCT JOK/Iala MpriIaracTcs
PEIIINJIN:

[IpencenaTenbCTBYIOIIMM «..uuvveennnnnennnnnnss 170911011 {1 PP ————— HN.0. ®amunus

CERPEMATIE, .. o S vitin st i essims DO T 0T YIOITIMCT , «oe ssunrsen scosnimisimisse sitmansn o H.O. damuius



[Tpunosxxenue N 5
®dopMa crpaBKH 0
JIOKyMEHTo0DOpoTE

CITPABKA
06 0OBeMe JIOKYMeHT0000poTa
3a

(Mecs1, rox)

HaumeHoBaHUE TPyIIIIbI Bcero| B Tom "uciie 110 CTpyKTYPHBIM
JJOKYMEHTOB 1oJipa3aeIeHuAM

Bxomsmas koppecnoHIeHIUs:

- IIpaBUTEIBCTBEHHAA ITCPCITHCKA

- B€JOMCTBEHHasl MepenurucKa

Mcexopsauiad KOPPECTIOHACHITHA:

- [IpaBUTEJILCTBEHHAs ITEPEIIHCKA

- BEJIOMCTBEHHAas II€pPENNCKaA

[Topy4eHus raaBbl

OO6patueHus rpaxxaad

BHyTpeHHsisl [IepenucKa

Hroro:

Y npapJoUyi Jiejaamu [Tonmuck N.O.Pamunms

JlaTa



[Tpunoxenue N 6
®opma cBOAHOI
HOMEHKJIATYPEI JIET

AJIMUHUCTPALIUS MO«YHITYKYJIbCKHUA PAUOH»

YTBEPXJIAIO
['naBa MO «YHUYKYJIbCKHH paHOH»
Pecny6auku Jlarectan
IToanuce N.0O. Oamunus

«__» 20_r.

HOMEHKIJIATYPA IEJI
Ha

(MecTO cocTaBJICHMS)
Ilara
Wuneke | 3arosioBok jaena Kon-Bo nen Cpok xpaHeHHd Jela [Tpumeuanue
aena (Toma, gacTeit) (TOMOB, YacTei) (Toma, yacTH) 1 Ne

cTaTeH 1o MepPeYHIo
1 2 3 4 5
Haspanwue pasuena

HauanpHUK OoT/iE/Ia apXUBa
AIMUHHCTpALAH IOATNCH N.0. @amunus
COI''TACOBAHO COI'’TACOBAHO
[Tpotokon DK [Tporoxon DIIK Muntocta P/
AJIMUHHUCTPALIUA
oT No oT Ne




ITpunoxenue Ne 7
dopma HTOTOBOIT 3aITUCH 0 JIeTax

Wrorosas 3amuch O KAaTeropusx M KOJIMYECTBE MEJ, 3aBE/ICHHBIX B rogy B
AIMUHUCTpaLIUK
ITo cpokam xpaHeHus Bcero B toMm uucne:
repexosi |C OTMETKOM
ux «OITK»
1 2 3 4
[TocTostHHOTO

BpemenHoro (cBbiie 10 ner)

Bpemennoro (10 10 JieT BKIFOUUTEIBHO)

HUTOT'O:

HauanpHuk
ApXuBHOro oTaena [Toamnwuce N.O0.®amunus

Iara



®opmar A4 (210 x 297 mMm)

[Tpunoxxenue N 8
dopma 00s10KKH Jena
MOCTOSIHHOTO U
BPEMEHHOI'0 XpaHeHHsl
(Cepire 10 net) xpaHeHus

(HauMeHOBaHHE MYHHIIMITIAJIHOTO apXH1Ba)

(HaNMeHOBaHWeE aMUHUCTPAINH W CTPYKTYPHOTO TIOApa3AcIeHus )

JEJIO Ne TOM Ne

(3aroJi0BOK J1e11a)

(Kpalinue JaTsl)

Ha JIACT
XpaHUTh

d. Ne
Om. Ne
J1. No



dopmar A4 (230 x 320 mm)

[Tpunoxenue N 9

dopma nucTa 3aBepUTEI e

JIMCT-3ABEPUTEIJIb JIEJIA Ne

B neye moAImIUTO U MPOHYMEPOBAHO JTUCT(OB),
(uudpaMu U TTPOTIHCEHIO)

B TOM YHCIIE:

JUTEpHbIE HOMepa JUCTOB :
TPOTTyIIeHHBIe HOMEPa JIUCTOB -
JIUCTOB BHYTPEHHEH ONucH

OcobenHocTy (u3uuecKkoro coctosiHus U (opmuposanusHomepa TUCTOB
nena

HauanbpHUK apXUBHOI'O OT/ENA [lognuce N.0. Gamunus

Jlata



@opmar A4 (210 x 297 mm)

[Tpunoxenue N10
®opma BHYTpEHHEH
OTTHCH JIOKYMEHTORB JI€JIa

BHYTPEHHSA OITMCH
JOKYMEHTOB Jiena Ne

Ne | HMupekc Jlara 3aroyioBox Homepa |IIpumeuanue
/I | JOKyMeHTa | JOKyMeHTa TOKyMEHTA JTUCTOB Aena
1 2 J - 5

WUtoro JIOKYMEHTOB
(i paMu U IPOITHUCHIO)

KonuuecTBoO TUCTOB BHYTPEHHEN OIIUCH
(1mMbpaMu ¥ MPONUCHIO)
HauanbHUK apXHUBHOTO OTAEJA Ilonnuce N.O. ®amunus

Jlara



®opmar A4 (210 x 297 mm)

[Tpunoxenne N 11
dopma onucH Jien
IIOCTOSIHHOTO XPaHEHHsI

AJIMUHUCTPALMS MO «YHIIYKYJIbCKHMIA PAUOH»

YTBEPXJIATIO
I'maBa MO
«YHIYKYJIbCKMH paloOH»
ITonmnuck HN.0. damunus
«_» 20 n
doua N
OIIMCB N
JIeJ1 MOCTOSIHHOTO XpaHeHUs
33 oA ]
N n/n | Uanexkc nena | 3arojaoBOK Kpaiinue KomuuyectBo | Ilpumeuanue
nena JIaThI JINCTOB
1 2 3 4 5 6

Hassanmue pasjena

B maHHBIN pa3fes ONUMCH BHECEHO

Ael,

(b pamMu ¥ IPOTHCHIO)

cN

nmo N

, B TOM 4HCJIE!

JIUTEPHBIE

HOMepa:

POy LIEHHbIE

HOMepa:

HaumMmeHnoBanue JOKHOCTHA
COCTaBHUTEIS OITUCH
HauanpHUK apXHUBHOrO OTAEIA

COI''TACOBAHO
ITporokon DK
AJMUHUCTpALIH

MO «YHIyKyIbCKHHA pailoH»
oT N

IToanuce
ITognuce

1.0, ®amunus
N.0. Gamunus

YTBEPXJEHO
[Mporoxon DITK Munrocta PJ1

oT

N




[Tpuioxenue N 12
®opma onucu e
110 JITYHOMY COCTaBy

AJIMHUHUCTPAILIMA MO « YHIIYKYJILCKMA PAMOH»

['maBa MO
«YHUYKYJbCKUN palloH»
nojanuce  HWM.O. ®amunus
«__» 2 B
G®onx N
OINMCH N
NeJ1 1o JIMYHOMY COCTaBY
3a roj
N n/n | Uagexc | 3aromoBok | Kpaiinue Cpoxk Konuuectso | [Ipumeua
nena nena JaThI XpaHeHus JIUCTOB HUC
1 2 3 - 5 6 7
B naHHBIM pasjien onucu BHECEHO Jell,
(1udpaMu U TIPOTHCHIO)
cN mo N , B TOM 4HuCJIe:
JTUTEPHBIE HOMepa:
IpOIYyIIeHHbIe HOMepa:
CocraBuTellb: IMogmuce HN.O. Gamunus
HavanbHuk apxuBHOTO OTIENA [Tognuce N.0. Gamunus
COI''TACOBAHO YTBEPXIEHO
IIpoTtokon DK ITpotoxon DIIK Muniocta PJ]
AJIMUHHUCTpALIUH
oT N oT N




Donj N

OIMMCBh N

Jies1 BpeMeHHbIX (cBbitie 10 er)
CPOKOB XpaHEHHS

®opmar A4 (210 x 297 mm)

[Tpuiioxxenune N 13
(I)opMa BPCMCHHBIX [CJI
XpaHEHHUA

3a roj
N | Unnekc | 3arosioBok Kpaiinue Cpok Kosnuectso | [Tpumeua
n/n aena Jena JlaThbl XpaHeHus JIUCTOB HUe
1 2 2 4 3 6 7
B naHHBI# paszzaen onucH BHECEHO nen,

(1 paMu U IPOTIUCHIO)

¢ N o N , B TOM YHCJIE:
JIUTEPHBIE HOMepa:
MPONYIIEHHbIE HOMEpa:

HanMeHOBaHHe HOKHOCTH

cocCTaBUTEIIA OIMMUCH HOI[IIHCI:
HavanbHUK apXUBHOTO OTAETA [lonmuce
COIr'JTIACOBAHO

[Iporoxon DK AamuHucTpauuu
oT N

.0O. ®amunus

N.0O. Gamunus



®opmar A4 (210 x 297 mMm)

ITpunoxenue N 14

®opMa OIHCH

3IEKTPOHHBIX JCII, JOKYMEHTOB
IIOCTOAHHOI'O XPaAHCHHA

AJIMUHUCTPAILIMSI MO «YHLIYKYJIbCKUIA PAIIOH»

YTBEPX/IAIO

['maBa MO
«YHIIYKYJIbCKHH palioH»
IMogmuce U.O. @amuius

«__» 20 T
®oua N
OIIMCBb N
3NMEKTPOHHBIX JI€T, JOKYMEHTOB
MIOCTOSSHHOTO XpaHeHHs
3a rof,
N n/n | Uangekc nena | 3arojaoBOK Kpaiinue O6beM, MO | [Ipumevanus
nena JAaThI
1 2 3 - 5 6

B nanHbIii pa3aein omMcH BHECCHO

ACT,

(unupaMu U IPONUCHIO)

¢ N

mo N

(urdpaMu ¥ IPOIHCHIO)
o0bemMoM

(urdpaMu ¥ IPOTTHCHIO)

MBG.

HaumenoBanue JOKHOCTH
COCTaBHUTEIA OTIHCH

HauanbHUK apXUBHOTO OTAENA

COI''TACOBAHO
[Iporoxon DK AxmMuHUCTpaLKu
oT N

[loamuce 1.0. ®amunus

[Tonmnuce N.O. ®amunus

YTBEPXAEHO
I[Tporokon DITK Muntocra P/

oT N




®opmar A4 (210 x 297 mm)

IIponomkenue npuioxenus N 14
[TPUJIOXKEHUE K OITMCU N

3JIEKTPOHHBIX JI€]1, JJOKYMEHTOB

MMOCTOSIHHOI'O XPaHEHUsI

3a ron

PeecTp 10KyMeHTOB (KOHTEHHEPOB 2JIEKTPOHHBIX IOKYMEHTORB) JIEKTPOHHOTO JIelia:

N en. Xp. 10 OIUCH Hunekc gena
3aroJioBOK nena
Hata Per. N HaumeHoBaHMEe TOKyMEHTA O6seM, | [Ipumeuanus
JOKYMEHT | TOKyMEHTa Mo
a
1 2 3 1 5

HaumeHoBaHMe NOKHOCTH

COCTaBHUTEIA ONUCH [lognmuce N.0O. Gamunus

®opmar A4 (210 x 297 Mm)



[Ipunoxenue N 15

@®opma ONUCH 3NEKTPOHHEBIX JIET.
JOKYMEHTOB BPEMEHHBIX
(cBoimie 10 ner)

CPOKOB XpaHEHHs

AJIMUHHCTPALS MO «YHLIYKYJIbCKHUIA PAMOH»

@®ona N

OIIMCb N

9JIEKTPOHHBIX JIe]l, TOKYMEHTOB
BpeMeHHbIX (cBbIe 10 jer)
CPOKOB XpaHeHus

3a rox

VTBEPXKJIAIO

['naBa MO

«YHLYKYJIbCKUI paioH»
[Hoanuce N.0. Gamunus
«__» 20_r

N | Uune 3aroJIoBOK zena
1/m KC
nena

Kpaiin Cpok OobeM, | [Ipumeuan
ue XpaHeHust M6 usi
JaThl

1 2 3

B nanHbIl pazngen onucyu BHECEHO
cN

Ac,

nmo N

(uudpamMu ¥ MPOTTUCKIO)
o0BeMoOM

MBo.

HanmeHoBaHWe JOHKHOCTH
COCTaBHUTEIA OIIMCH
HavanbHUK apXUBHOTO OTAENIA

COI'TACOBAHO

[Tonnuce N.O.®amunus
IHoanuce HN.O0.DOamunus

[Mporoxon DK Anxmunuctpanuu KyasTypsl PII oT N

@opmar A4 (210 x 297 mm)



IIponomkenue npunoxenus N 15

[TPUJIOXXEHHUE K OITMCH N
JIEKTPOHHBIX JI€]I BPEMEHHBIX
(cBeime 10 neT) cpoKOB XpaHeHUs!
3a roj

PeecTp mOKyMEeHTOB (KOHTEHHEPORB 3JIEKTPOHHBIX JJOKYMEHTORB) 3JICKTPOHHOTO Jea:

N en. xp. 1o onucu Uunexc nena
3aroyioBOK nena
JlaTa Per. N Haumenosanue nokymenta | O6bvem, M6 | [Ipumeuanu
TOKYMEH | JOKyMEeHTa s
Ta
1 2 3 4 5

HanmMmeHoBanue JOKHOCTH
COCTaBHUTEJIS OIIMCH ITonnucek N.0. Oamunus



@opmar A4 (210 x 297 mm)

[Tpunoxenue N 16
®opma aKTa 0 BBIACICHUH
JOKYMEHTOB K YHHUTOKEHHIO

AJIMUHHCTPALMSI MO «YHIIYKYJIbCKWM PAFOH»

YTBEPX/IAIO
['maa MO
«YHIYKyJIbCKUH paioH

[Tognmuce WM.O. Gamunusg
« » 20 15

AKT

nara

(MecTo cocTaBlieHHs)

@) BBIJCIICHHUH K YHHYTOXKCHHUIO TOKYMEHTOB,
HE INOJIC)KallluX XPpaHCHHU O

Ha ocHoBanuu

(Ha3BaHMe U BBIXO/HBIE JJAHHBIE IEPEYHS JOKYMEHTOB C YKa3aHHEM CPOKOB UX XPaHEHHS!)
0TOOpaHbl K YHHYTOKEHHMIO KaK He MMEIIHE HAyYHO-UCTOPHYECKOH [EHHOCTH M

YTpaTHUBIIKC MMPpaKTU4IECKOE 3Ha4YCHHEC JOKYMCHTEI (i)OHI[a
No
(Ha3BaHue QoHpaa)
No 3aroJIoBOK Jara Homepa Wnuneke nema  [Kon-eo | Cpoku [Ipume-
n/m | jena uiM Jiena uin onucer o Jien XpaHeHHs |4aHue
IpyNIoBOH  |KpaiiHue |[(HOMEHKIATyp |HOMEHKIaType Jena n
3aroJI0BOK JIaThl el | 3aToJIHl) WITM HOMED HOMepa
hi (S Jiena no crareH
OIHUCH o
TIEPETHIO
1 2 3 4 5 6 Z 8
Htoro aen 3a roJIbI

(uudpamu U MPOITUCHIO)

OnucH J1eNl MOCTOSHHOIO XpaHEHHUs 3a
110 JINYHOMY cocTaBy coriacoBansl ¢ DIIK Muniocrta P/

(mpoToKOJI OT

roabl YTBEPXKICHBI, 4

No

)




HaumenoBanue jomxaoCTH NHIIA,
NIPOBOMBLIET0 SKCIEPTUIY
LHCHHOCTH JOKYMEHTOB Iloamuce HN.0O. damunus

Hara

COI''TACOBAHO
[Mporokon K Anmunncrpaimn MO «YHIyKyIbCKHii paiton»
oT No

HOKyMeHTbI B KOJIU4YECTBE BECOM KI" C1IaHbI

(HauMEeHOBaHUE OPraHKU3aLIKK)
Ha mepepaboTKy 1Mo mpreMHO-cIaTOIHON HAKIAMHON OT No

HaumenoBanue nomkHOCTH pabOTHUKA,
CHABIIETO JOKYMEHTBI Ioamuce N.O. Gamunus

M3MeHeHUs B ydeTHbIE JJOKYMEHThI BHECEHBI.
Hawanpnuk apxusHoro ornena [Toamuce N.0. ©amunus

Jara



@opmar A4 (210 x 297 mm)

[Tpunoxxerne Nel7
Dopma COBMECTHOTO  I10CTAHOBIIEHHSI

AamuuaucTpanus MO AamuHucTpanus MO
“YHuyKkyJIbckuii paiion” «CeJIbCOBET YHUYKYJIbCKHID
NOCTAHOBJIEHUE
« » 20 No

n.Illamunbskana

I'maBa MO I'naa MO
«YHUYKYJbCKHH paiioH» «CENBCOBET Y HUYKYJIBCKHN

IToxtce N.0O. ®amunus [Toamnuce H.0. ®amunug



[Ipunoxenne No 18
®opma ciryxebHOI 3anucKu
Komy: PykoBoaurensm ynpasnenuii u otnenos

Or: ®amumus U.0., HavansHAK

Hata: 2 anpens 2021 r.

...................

CJIVKEBHAS 3ATIMCKA

B uensx moBbieHuss 5¢eKTUBHOCTH HCIIONB30BAHUS U COKpAIlleHHsI MPOCTOEB
aBTOTPAHCIIOPTHBIX CPEACTB MPOLILY

......................................

HavannHuk otnena ........... H.0O. OGamunus



IIpunoxxenne Nel9
MPUMEPHBIA NEPEYEHL YTBEPKJAEMBIX JOKYMEHTOB

1. AkThI (TpOBEpOK, peBH3MiL; CITUCAHUSA; SKCIIEPTU3BI; IMKBUIAIIMU OPraHU3alHii).
2. I'paduxu paGoT, OTIyCKOB.

3. MHCTpYKIMH, 10JDKHOCTHbIE MHCTPYKIHH.

4. Kinaccuukarops! unpopmarm, JIOKYyMEHTOB.

5. MeTomuyeckue peKoMeHIalHH, METOAUYCCKIE YKa3aHUs U METOJIUKH.

6. HoMenkmartypa men opranmsammm.

7. Hopmbl ¥ HOpMaTUBbI (BpeMEHH, YHCIEHHOCTH pabOTHHUKOB).

8. Onucu jien (IIOCTOSHHOIrO, BpeMeHHbIX (cBbimre 10 JjieT) cpokoB XpaHeHHs H [0
JUYHOMY COCTaBY).

9. Ilepeunu (TomKHOCTEH, OpraHu3alii, BUIOB MH(pOPMAIIMH, TOKYMEHTOB).

10. T'onoxenus (o moapaseneHusx, IIPEMUPOBAHUM, ATTECTALIHH ).

11. ITopsinkwu.

12. TlpaBuna.

13. PernameHTbl.

14. YcraBbi.

15. Yauduuuposannsre hopMmbl T0KyMEHTOB.

16. IlltaTHOE pacnucanue.



[Ipunosxenue No2()

ITPUMEPHBIN NIEPEYEHE
AOKYMEHTOB, 3ABEPSIEMBIX ITEYATEIO AIMUHUCTPALIA

1. ApxuBHas cripapka.

2. AKTHI.

3. Konuu u BeImHcKH u3 AIOKYMCHTOB, BBIAABACMBIX [ NpPENCTABIEHHS B IPYIHe
OpraHu3all}H.

4. Ilpencrasienus u XxoqaTaiicTaa,

5. CnpaBku.

6. Y 10cTOBepeHus paGoTHUKOB.

7. JloBepeHnocTH.

8. XapaKTepucTHKY Ha PaGOTHUKOB.



Ipunoxxenne Ne 21

IMMPUMEPHBIN IEPEYEHb
HEPEI'MCTPUPYEMBIX BXOISIIIUX TOKYMEHTOB

1. AnketsI (pe3ioMe), HampaBiIseMble B LENIX TPYAOYCTPOUCTRBA.

2. byxranrepckue 1OKYMEHTBI (Oyxranrepckasi OTYETHOCTD, CYETa, cyeTa-(paKTyphl, aKThl
CBEPKH  B3aMMOPACYETOB, aKThl [PHEMKH-TIEPEJaydl OCHOBHBIX CPEJICTE, TOBapHbIE
HaKJIa{HbIe).

3. TOCTsl, TexHuyeckue PErIAMEHTBI, PYKOBOASIIME M JIpyTUe JIOKYMEHTBI I10
TEXHUYECKOMY PETYITHPOBAHUIO U CTAHIAPTH3ALMH.

4. I'pacuxwu, 3as8BKH.

5.JIOKyMeHTBI  (TPOEKTHI  TOKYMEHTOB), TpeOylomue moAmMcanus (COrIacoBaHms,
YTBEPXKAEHHUS ) U TTOC/IEIYIOIIEro BO3BpAaTa.

6. KonkypcHas jokymeHTarus.

7. Hay4HO-TeXHMYECKAs M IPOEKTHAS JOKYMEHTALIHS.

8. Koppecnonzenus, ajpecoBannas paGotHukam OpraHu3aluu ¢ nmomeTkoi "Jlnuno",

9. IlewatHsle u3nanus (KHUTH, JKYPHaJIbI, Ta3€Thl), KATAJIOI'H, TeXHAYECKAs JTATEparypa,
TEMATHYECKHE U ClieliHalbHble COOPHHUKH, M171aKaThI.

10.  TlosapasutesbHble mHUCbMA W TelerpamMei, OnaromapcTBeHHBIE [HMChbMa W
TeJerpaMMbl, IIPUIIIACUTENbHbIE OUIETHI.

11. IlpefickypaHTsl.

12. llpurnacurenbHble GHIETHI, PUTTALIEHHS.

13. IIporpamMsel kKoH(pepeHIMit, COBEIIAHMIA.

14. Pexiamubie MaTepuasl (MACHMa, TUCTOBKH, IIPOCTIEKTE, OYKIIETHI).

15. Yuebnble miaHbl, NporpaMmsi.

16.@opmbl 1 G1aHKK, B TOM 4rciie GOPMbI CTATHCTHYECKON U MHOMH OTYETHOCTH.






