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I'masa 1. O0mme moJ10:KeHUst

1.1. MHcTpykuust mo Jenonpou3BoACTBY B CUETHOW maiare MYHHMIIMIAIbLHOTO OKpyTa
Kpacnoypanbck (manee - WHcTpykuus) pazpaboTaHa B COOTBETCTBHHM C 3aKOHOJATEIbCTBOM
Poccuiickoit ®enepanuu, 3akoHoaareabcTBOM CBepiuioBckoi obnactu B cepe mHbopmarmu,
JOKYMEHTAIlUM, apXWBHOTO JieJla, HAIMOHAJIBHBIMU CTaHAapTaMu B cdepe yIpaBIeHHUs
JIOKYMEHTaMH.

1.2. Wuctpykumst paspaboTaHa B LENSAX COBEPIIEHCTBOBAHUS JIEJIONPOU3BOACTBA U
noBeileHUsT 3(P(EKTUBHOCTU pPabOThl C JOKYMEHTAMM IyTEM pErIaMeHTAallud Ha eIUHOU
MPABOBOM M METOJMYECKONH OCHOBE MpaBWJI MOATOTOBKH JOKYMEHTOB, TEXHOJIOTUW pabOTHI ¢
HUMH, OpPraHM3alMi MX TEKYLIEro XpaHEHUs U MOJATOTOBKM K IMepeadye B MyHULUIAIbHBINA
apXuB.

1.3. Tlomoxenuss WHCTpyKIMH pacmpoCTpaHSIOTCS Ha OpraHu3aiuio paboThl ¢
OpraHN3alMOHHO-PACTIOPSAUTEIBHBIMU JOKYMEHTAMU HE3aBUCUMO OT BHJA HOCHUTENS, BKIIIOUas
MOJrOTOBKY, PEruCTpPalyio, Y4eT M KOHTPOJIb MCHOJHEHHUS JOKYMEHTOB, OpPraHU3allhI0 HUX
TEKYIIEr0 XpaHEHHUs, OCYIIECTBISEMbIE C IOMOIIBIO HHPOPMAIMOHHO-KOMMYHHUKAIMOHHBIX
TEXHOJIOTHUH.

1.4. OcobenHocTH OpraHu3anui paboThHl C JTOKYMEHTaMH, COIEPKAIIMMUA WH(POPMAIIHIO
OTPaHMYEHHOI0 JocTyna (KOMMEpUYeCKyl0 TailHy, Ie€pCOHalbHble JaHHbIE M HHYIO
KOHQUACHUUAIbHYI0 HH(OpMAlMIO) NpU HUX HAIWYUM, PEryJIHpYyIOTCS  OTAEIbHBIMU
HOPMAaTUBHBIMU aKTaMH, YTBEpXkAaeMbIMU npencenaresnieM CUeTHON NanaTbl MYHULIMIIAJIBLHOTO
okpyra KpacHoypanbsck (manee — npejacenareib, pyKOBOJIUTEND).

1.5. Opranuzanust paboThl U COBEPIICHCTBOBAHUE JEIONPOU3BOJICTBA HA OCHOBE €IMHOMN
HOJUTHKHU ¥ IPUHIUIIOB, IPUMEHEHNE COBPEMEHHBIX HH(POPMAIIMOHHBIX TEXHOJIOTHI B paboTe C
JOKYMEHTAMH, METOJUYECKOE PYKOBOJACTBO M KOHTPOJIb COOJIIOJIEHHS TMOps/iKa padoThl ¢
nokymeHTamu B CueTHOM manare MyHMIMNaIbHOTO okpyra KpacHoypanbck (manee — CueTHas
najiata, OpraHu3alys) BO3j1araeTcs Ha pyKOBOIUTEIIS.

1.6. HemocpencTtBeHHOE BEAEHUE JEJIONPOU3BOJICTBA OCYIIECTBIAECTCS HHCIEKTOPOM
CueTHOM mayathl (ajgee — HMHCHEKTOP, CIEHHMAINCT), MODKHOCTHBIC OOS3aHHOCTH, MpaBa u
OTBETCTBEHHOCTbh KOTOPOT'O OIPEAEIIEHbI JOJKHOCTHON MHCTPYKIUEN.

1.7. Ha mepuoa oTmycka, KOMaHAUPOBKH, OOJE3HH WIM B CIyyae YBOJBHEHHSI MHCIIEKTOP
00s3aH mepenaBaTh BCE HAXOMASAIIMECS HA WCIOJHEHUU JOKYMEHTHI APYrOMY CHEIHAINUCTY MO
PELIEHUIO0 PYKOBOJUTENS.

1.8. Conmepxanue ciry>keOHBIX TOKYMEHTOB HE MOJICKUT pa3rialieHuo. Bzanmoeiictue
CO CpeacTBaMH MAaccoBOM wWH(poOpManuu, mepenada UM KakoW-mu0o WHGOpMAIUN WU
JIOKYMEHTOB U UX KOIIMH JJOIYCKAETCs TOJIBKO C pa3pelieHrs pyKOBOIUTENSL.

Corpynnuku CueTHas majaTa HECyT AUCUUIUIMHAPHYIO, aJMUHUCTPATUBHYIO U HHYIO,
YCTAHOBJIEHHYIO 3aKOHOAATENbCTBOM Poccuiickorn deneparuy, OTBETCTBEHHOCTh 34 HapyILICHUE
CPOKOB XpaHEHHUs JOKYMEHTOB, yTpaTy M HECAaHKUHMOHUPOBAHHOE YHHUTOKEHHE CITYKEOHBIX
JIOKYMEHTOB.

1.9. Ilpu yrtpare OOKYMEHTOB pPAaOOTHUK HH(POPMHUPYET PYKOBOIUTENS, IOCIE 4YEro
OpraHu3yeTcsl pO3bICK JOKYMEHTOB.

Ecnu  po3bIcK JOKYMEHTOB HE [JaeT pe3yjibTaTa COCTaBIsECTCS akT, B KOTOPOM
YKa3bIBalOTCSl JIaHHbIE YTPAau€HHOIO0 JOKYMEHTa, a TaKXe OOCTOSTEeNbCTBA, IMPH KOTOPBIX
IIPOM30LUIA YyTpaTa, MMOCJIE YEro NPeAIpPUHUMAIOTCS MEpPBI 110 3aMEIEHUI0 JJAHHOTO JOKYMEHTa
3aBEPEHHOMN KONUEN JOKYMEHTA.

1.10. IlpaBuna paboThl ¢ JOKyMEHTaMH B HMH()OPMAIMOHHBIX CHCTEMax, B KOTOPBIX
OCYULIECTBIISIETCSI CO3JaHUE (BKJIIOYEHHME) M XPAHEHHME JOKYMEHTOB, HE JOJDKHBI BXOJIUTH B
NPOTUBOPEUHNE C MOJOKEHUAMU NHCTPYKINH.



4

1.11. CobOmtonenue tpeboBaHuii HacTosield WMHCTpykumn o0s3aTenbHO Uil BCEX
coTpyaHukoB CUETHOM ManaThl.

I'maBa 2. JlokyMeHTHpPOBaHHe YIIPABJIEHYECKOH AeATeJIbHOCTH

2.1. B cOOTBETCTBMM C 3aKOHOJATENbCTBOM Poccuiickoin depepanuu, JIOKaIbHBIMUA
HOpPMAaTUBHbBIMU akTaMu B CYETHOW mnanaTe HW3AarTCi OpraHMW3alMOHHO-PACIIOPSAUTENbHBIC
JIOKYMEHTBI.

2.2. CoznaBaeMble JOKYMEHTHI JOJKHBI ObITh O(POPMIIEHBI 110 IPABUIIAM, YCTAHOBJIEHHBIM
HacTosen MHCTpykuen.

2.3. lokymenTsl CueTHOM manaThl oOpMIISIFOTCS Ha OJaHKaX WM CTaHJAPTHBIX JINCTAX
Ooymaru gopmata A4.

2.4. JInsg u3roToBieHUs 10OKYyMEHTOB B CUETHOM NajgaTe UCHOJIb3YIOTCS:

- OnaHK pacriopsibkeHus (rpuioxenue Ne 1);

- OJIaHK JIenoBOro (Ciy>keOHOTr0) MHChbMa Ui BEJACHHS MEPENHUCKH C OpPTaHU3alusMU H
rpaxaaHamu (rpuiioxenue Ne 2).

2.5. Ilpu u3gaHuK TOKYMEHTOB Ha CTaHAAPTHBIX JIUCTaX OyMaru Ha HUX BOCIIPOU3BOISTCS
PEKBU3UTHI, HEOOXOAUMBIE ISl JTOKYMEHTOB KOHKPETHOTO BH1a WJIM Pa3HOBUIHOCTH.

2.6. ITpoekTupoBaHue 0JIAHKOB JJOKYMEHTOB OCYLIECTBIISIETCSI B COOTBETCTBUU C Pa3AeIOM
6 «I'OCT P 7.0.97-2016. Hamumonanensiii ctanpapt Pocculickoii ®enepamuu. Cucrema
CTaHJApTOB MO HH(pOpMAIMK, OUOIMOTEYHOMY WU H3JAaTeNbcKoMy zeny. OpraHuszalnnoHHO-
pacmopsuTenbHas JoKyMeHTanus. TpeboBaHus K 0pOpPMIICHUIO TOKYMEHTOBY, YTBEPKICHHBIM
[Tpukazom Poccrannapta ot 08.12.2016 Ne 2004-ct (nanee - 'OCT P 7.0.97-2016).

2.7. biaHKuM JOKYMEHTOB OpPraHM3allid H3TOTaBIMBAIOTCS CPEICTBAMU KOMIIBIOTEPHOMN
TEXHUKH.

2.8. JIOKyMEHTBl H3rOTaBIMBAIOTCA Ha OyMa)kHOM HocuTesle U B (OpME 3JIEKTPOHHBIX
JIOKYMEHTOB € COOJIIOJICHUEM YCTaHOBJICHHBIX MPABUI OPOPMIICHHSI IOKYMEHTOB.

2.9. JlokyMeHTHI opraHu3anuu, opopMIIeHHbIE KaK Ha OJIaHKe, TaKk U 0€3 HEero, MOJDKHBI
UMETBH T0JIs1 HE MEHEE:

- 20 MM - 1€BOE;

- 10 MM - npaBoe;

- 20 MM - BepxHee;

- 20 MM - HIDKHEE.

[Tpu anbOOMHOM PACTIONOKEHUU JTOKYMEHTA Ha CTAHJAPTHOM JIMCTE OyMaru Kaxabli JTUCT
JIOKYMEHTa JOJKEH UMeTh noJisi: 20 mm - nieBoe, 20 MM - ripaBoe, 25 MM - BepxHee, 10 MM -
HUKHEE.

2.10. Tlpu moAroToBKe AOKYMEHTOB JOIYCKAaeTCs MCIOJIb30BaHUE JIMLIEBOW U 0OOPOTHOM
CTOpOHBI JucTa. [Ipu NBYyCTOpOHHEM CO3/1aHUM JOKYMEHTOB LIMPHUHA JIEBOTO MOJIA Ha JULEBOU
CTOPOHE JIUCTA U MIPABOT0 MOJIsI HA 000POTHOM CTOPOHE JUCTA JOKHBI OBITH PABHBI.

2.11. Tlpu co3maHuM JOKyMEHTa Ha JBYX M Oojiee CTpaHMIAX BTOPYIO M MOCIEAYIOIINE
cTpaHullbl HyMepyroT. Homepa cTpaHull npoCTaBIIAIOTCS 110 CEPEANHE BEPXHETO MO JOKYMEHTA
Ha paccTosiHUM 10 MM OT BEpXHEro Kpas JUCTa.

2.12. 1na opopmueHust JOKYMEHTOB, IPUMEHSETCSI TEKCTOBBIN peaakTop Microsoft Word
¢ ucnonb3zoBanreM mmpudra Times New Roman pasmepom Ne 14 (momyckaeTcs HCMOIb30BaHUE
mpudra pazmepom Ne 10, 11, 12, 12,5, 13, 13,5, ecnut TEKCT TOKyMEHTa HEOOXOUMO Pa3MECTUTh
Ha OJIHOM CTpaHUWIE), KpOME OTMETKH OO0 WCIIOIHUTENIE IOKYMEHTa, KOTOpas IedaTaercs
mpudTom Times New Roman pazmepom Ne 10 (momyckaeTcst HCoab30BaHUE MIpUQTa pazmMepoM
Ne 8, ecniu oTMeTKy 00 UCHOJIHUTENE HEOOXOIUMO PA3MECTUTh HA OJAHOW CTPAHUIE C TEKCTOM
JIOKYMEHTA).

[Ipu cocraBneHun TabIMI] AOMYCKAETCS HUCIONb30BAaHUE HIPU(PTOB MEHBIIUX PA3MEPOB -
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Ne 8,9, 10, 11.

2.13. AG3anHplif OTCTYM B TEKCTE JOKyMeHTa - 1,25 cm.

3arojOBKM pa3leioB M MOJpAa3/eioB IeyaTaroTcsl ¢ a03alHBIM  OTCTYNOM  HJIU
LEHTPUPYIOTCS 1O LIMPHUHE TEKCTA.

2.14. Tekct noxkymeHra mnedaraerca yeped 1 - 1,5 MeXCTpouHBIX HHTEpBana. TeKCT
JIOKYMEHTA BBIDABHUBAETCS 110 IUMPHUHE JIUCTA.

MHOrocTpo4YHble PEKBU3UTHI I€YATAIOTCA 4YE€pe3 OJUH MEXKCTPOUHBI HHTEpBal,
COCTaBHbIE YaCTH PEKBU3UTOB MOTYT Pa3JeNSIThCs TONOJHUTEIbHBIM HHTEPBAJIOM.

WnuTepBan mexy OykBamMHM B cioBax - OObIYHBIA. VIHTEpBanm Mexay ciIOBaMU - OJUH
npooe.

CTpoku peKBU3UTOB BBIPABHHUBAIOTCS IO JIEBOW I'PAHUILIE 30HBI PACIOJIOKEHUS PEKBU3UTA
WJIU LIEHTPYIOTCS OTHOCUTENIBHO CaMOM JUIMHHOM CTPOKH.

JlinHa camMol IJIMHHOW CTPOKM PEKBHU3UTA IIPU YIJIOBOM PACIIONIOXKEHUU PEKBU3UTOB HE
ooxnee 7,5 cMm.

JlnuHa caMo¥ JUIMHHOW CTPOKM PEKBHU3UTA IIPU IPOJOJIBHOM PACIOJI0KEHUU PEKBU3UTOB
He 6onee 12 cm.

2.15. lonmyckaeTrcst BBIAEIATH MONTYXKUPHBIM HIPU(TOM PEKBU3UTHI «apecaTy, «3aroioBOK
K TEKCTY» WJIU «IIOAMKUCH», @ TAKXKE OTAEJIbHbIE (PPArMEHThI TEKCTA.

2.16. Ilpu moATOTOBKE MHOTOCTPAHUYHBIX TOKYMEHTOB O(DOPMIISIETCS TUTYJIHHBIN JIUCT.

2.17. CocTaB peKBU3UTOB, UCHOIb3YEMbIX JUIsI OPOPMIICHUS JOKYMEHTOB, ONPEEINsieTCs
BUJIOM (Pa3HOBUIHOCTHIO) OPraHU3aLMOHHO-PACIOPSAIUTEIBHOIO JJOKYMEHTA.

2.18. Ilpu mnoaroroBke AOKyMeHTOB (CUETHOW MajaThl MCHOJIB3YIOTCS CIEAYIOLINE
PEKBHU3UTHI:

- Ko (popMBI TOKYMEHTA;

- rep0 MyHHIIMIIAJIBHOTO OKpyra KpacHoypanbck

- HAMMEHOBAHNE OpraHU3aluu;

- CIIPaBOYHBIE JJaHHBIE 00 OpraHu3aluy;

- HAMMEHOBAHUE BU/IA IOKYMEHTA;

- 1aTa TI0KyMEHTAa;

- PETUCTPALMOHHBII HOMEp JIOKYMEHTA;

- CChUIKA HAa PErMCTPALlMOHHBI HOMEpP U J1aTy MOCTYIHUBLIETO TOKYMEHTA;

- MECTO COCTaBJIeHUs (M3AaHUs) TOKYMEHTA;

- ajpecar;

- rpu¢ yTBEpKJIEHUS TOKYMEHTA;

- 3ar0JIOBOK K TEKCTY;

- TEKCT JOKYMEHTa;

- OTMETKA O NPUJIOKEHUHY;

- rpu( coriacoBaHMs JOKYMEHTA;

- BH34;

- IOATINCH;

- OTMETKa 00 AJIEKTPOHHOM MOAIUCH;

-11eYaTh;

- OTMETKA 00 UCIOIHHTEJIE;

- OTMETKA O 3aBEPEHHUH KOIINH;

- OTMETKA O MOCTYIIJIEHUH JIOKYMEHTA;

- pe3oronus;

- OTMETKA O KOHTPOIJIE;

- OTMETKA O HaIlPaBJIEHUH JIOKYMEHTA B JIEJIO.



2.19. baaHk pacnopsizkeHUsl OPTraHU3alUU JTOJHKEH BKIIOYATh PEKBU3UTHI:

- rep0 MyHHUIIMTIIAILHOTO OKkpyra KpacHoypanbck

- HAMMEHOBAHUE OpPraHU3allly;

- HAUMEHOBAHUE BUJIA IOKYMEHTA,

- OTMETKH JJIS Pa3MEIICHUs] PEKBU3UTOB «JIaTa JOKYMEHTa», «PETUCTPAIMOHHBIN HOMEp
JIOKYMEHTay;

- MECTO COCTAaBJICHUS IOKYMEHTA.

2.20. Brank nucbMa OpraHu3alny JOJDKEH BKIKOYATh CIEAYIOIINAE PEKBU3UTHI:

- rep0 MyHMIHMIIAIBHOTO OKpyra KpacHoypaibck

- HAMMEHOBAaHNE OPTraHMU3allNH;

- CIIpaBOYHBIE JIaHHbIE 00 OpraHu3alIuy;

- OTMETKH JUIsl IPOCTABIEHUS PEKBU3UTOB «AaTa JOKYMEHTa», «PEruCTPAllMOHHBI HOMED
JIOKYMEHTa», «CCBIJIKA Ha PErUCTPALMOHHBIM HOMEP U AaTy MOCTYIUBILIErO JOKYMEHT.

2.21. BHyTpeHHHE AOKYMEHTHI OpraHu3auuu, o(opMmIIeHHble HE Ha OJIaHKe, JOJKHBI
COJZIep>KaTh COOTBETCTBYIOINE BULy TOKYMEHTA PEKBU3UTHI.

2.22. CocTaB PEKBU3UTOB JIOKYMEHTa MOXET OBbIThb PAa3JIMYHBIM B 3aBUCUMOCTH OT €ro
BHUJIa U cojepxkaHus. Kaaplil TOKYMEHT JOJKEH MUMETh OINPEEICHHBIN COCTaB PEKBU3UTOB U
NOPAJIOK UX PACIIOJIOKEHHUS.

2.23. Kox popmbl JOKyMeHTa MPOCTABIACTCS HA YHUPUIIMPOBAHHBIX (POpPMax TOKyMEHTOB
B cootBeTcTBUU ¢ «OK 011-93. OO6GmepoccuiickuM KIacCU(PUKATOPOM yIIpaBICHYECKON
JIOKYMEHTalnmny, yTBepKIaeHHbIM [locTanoBienuem ['occtannapra Poccun ot 30.12.1993 Ne 299
(manee - OKVY]l) unm j10KaabHBIM KJIaCCU(UKATOPOM, pacHojaraeTcsi B MPaBOM BEPXHEM YTy
paboyero mojsi JOKYMEHTa, COCTOUT U3 cjoB «Popma 1o (HauMeHOBaHUE KiaccupukaTopa)» u
udpoBoro koaa.

2.24. HaumeHOBaHME OpraHu3aly Ha OJIaHKEe JOKyMEHTa JOJKHO COOTBETCTBOBATh
HanMeHoBaHuIo B [lonoxenun o CueTHol manare myHuIunaisHoro okpyra Kpacnoypansck. Ha
OJlaHKaX JTOKYMEHTOB YKa3bIBaeTCs MOJIHOE OpUIIMATbHOE HAMMEHOBAHUE FOPUIMYECKOTO JIUIa C
YKa3aHHEM €T0 OpPraHu3allMOHHO-TIPABOBOM (POPMBI.

2.25. CripaBoyHbIe 1aHHBIE 00 OPTaHM3aLMHU YKa3bIBAIOTCS B OJJaHKAX MUCEM M BKITIOYAIOT:

- IOYTOBBIN a/ipec OpraHu3aluy;

- HoMep TenedoHa, dakca;

- aIp€eC JICKTPOHHOM ITOYTHI;

- Koj opraHuzamuu  no OOmepoccuiickoMy —KiIacCU(UKATOPY HOPEINpUATHI U
opranuzauuii (OKIIO);

- OCHOBHOW T'OCYapCTBEHHBIN perucTpainoHHbi Homep opranuzanuu (OI'PH);

- WACHTU(UKALMOHHBI HOMEp HaJOTOIJIATENbIINKA/KOJI TPUYMHBI TIOCTAHOBKUA Ha
Hanorosbiit yuer (MHH/KIIII).

2.26. HamMeHOoBaHME BHJAa JOKYMEHTa YKa3blBaeTCd Ha BCEX JOKYMEHTaxX, 3a
UCKJIIOYEHUEM  JICJIOBBIX  (CIIy’)KeOHBIX) THCEM, pacrojaraercss IMoJl HauMEHOBAHHUEM
OpraHu3aluu.

2.27. [ata nOKyMEHTa JOJDKHAa COOTBETCTBOBATh JaTe MOAMUCaHUsS (yTBEp)KICHUS)
JOKYMEHTa WM (B IPOTOKOJIAxX) JlaTe COObITHS, 3a(pUKCUPOBAHHOTO B IOKYMEHTE.

JlaTa TOKyMEHTa 3alMChIBAETCS B MOCJIEN0BATEIBHOCTU: AEHb MECALA, MECSL, 0]l OJHUM
U3 JIByX CIIOCOOOB:

apabckumu g pamu, pasaeneHHbME Toukoi: 05.06.2018;

coBeCHO-IMGPOBBIM criocoboM: 5 uroHs 2018 rona.

Ha nokxymenrtax, odopmisiemblx Ha OnaHke, JaTa JOKyMEHTa MpPOCTaBISETCS MO



PEKBHU3UTAMU «HAMMEHOBAHME BUA JOKYMEHTa» (B OJaHKaX KOHKPETHBIX BUJOB JOKYMEHTOB) U
«CTIpaBOYHBIE JaHHBIC 00 opraHu3aumy (B OJaHKaX MUCEM).

2.28. PeructpanmoHHbIi HOMEP JOKYMEHTa - HU(PPOBON HIACHTU(PUKATOP JTOKYMEHTa,
COCTOSIIUI U3 OPSAJKOBOTO HOMEPA JOKYMEHTA.

2.29. Ccblika Ha peTUCTPALMOHHBIA HOMEDP U JaTy NOCTYIHMBIIETO JOKYMEHTA, COCTOSIIAs
U3 PErucTPallMOHHOIO HOMEpa W JaThl BXOJALIET0 JOKYMEHTa, Ha KOTOpBIA JIaeTCsl OTBET,
npocTasisieTcs B Buae orMetku «Ha Ne ... oT ...» B 6maHKe nucbMa.

B TexkcT muceMa-oTBeTa CBEACHMS O PErHMCTPALlMOHHOM HOMEpE M JaTe MOCTYHNUBLIETO
HUCbMa HE BKIIIOYAIOTCS.

2.30. Mecto cocraBieHus (M34aHUs) JOKyMEHTa YKa3blBaeTCs BO BCEX JOKYMEHTAX,
KpOME JI€JIOBBIX (CIy’KEOHBIX) MHCEM, BHYTPEHHUX MH(POPMALIMOHHO-CITPABOYHBIX JJOKYMEHTOB.

MecTo cocrtaBieHusi (M3AaHMs) AOKYMEHTa YKa3bIBAa€TCS B COOTBETCTBHM C MPUHSATHIM
aJIMUHUCTPATUBHO-TEPPUTOPUAIIBLHBIM JieJIeHHeM — ropoJ KpacHoypaibck.

2.31. AnpecaT - PEKBU3UT, UCMOIB3YyEMbI Mpu O(GOPMIICHHUU JENOBBIX (CITy>KEOHBIX)
MUCceM, BHYTPEHHUX UH(POPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

AnpecaToM JOKyMEHTa MOXET ObIThb OpraHu3anusi, CTPYKTYpHOE HOJpa3/eieHue
OpraHM3alllH, TOJDKHOCTHOE WIIH (PU3UYECKOE JIHILIO.

PexBm3utr «amgpecat» odopmisiercs Ha OnaHKE C MPOJOIBHBIM  PACIOIOKCHHEM
PEKBU3UTOB - CIIpaBa MOJ peKBU3UTaMU OnaHka. CTPOKM PEKBU3UTA BBIPABHUBAIOTCS I10 JIEBOM
IpaHuLEe, OTBEACHHOMN JUUISl JAHHOTO PEKBU3MTA, WM LIEHTPYIOTCSI OTHOCUTENBHO CAMOM JTTMHHOM
CTPOKH.

[Ipn HamucaHuu peKBU3UTA «AJpecaT» HE UCIOJIb3YIOTCS KYpCUB U BBIIEJICHUE TEKCTa
HOJY>KUPHBIM IIPU(TOM.

IIpu agpecoBaHMM  JTOKyMEHTa  PYKOBOJMUTENIO  (3aMECTUTENIO  PYKOBOIUTEIIS)
OpraHu3aliy YKa3bIBAIOTCSI B JATEIbHOM IMaJeXe HAUMEHOBAHME JIOJKHOCTH PYKOBOAMTENS
(3amecTuTeN PYKOBOAUTENS), BKIIOYAOLEE HAMMEHOBAHNE OPTaHU3aluy, (paMUIINIO, HHULIUAJIBI
JIOJDKHOCTHOTO Jinia. Hanmpumep:

['enepanbHOMY TUPEKTOPY
dBbY «HaumeHnoBanue
Opranuzanum»

damumsg U.0.

[Ipu anpecoBaHuM mucbMa B OPraHU3alMI0 YKAa3bIBA€TCS €€ MOJHOE WM COKpPAILLEHHOE
HAaUMEHOBAHUE B UMEHUTEILHOM MaJiexkKe.

[Ipu anpecoBaHUM TOKyMEHTAa B CTPYKTYpHOE IOJpa3JeICcHUE OpraHU3allui B PEKBU3UTE
«ajgpecar» YKa3bIBalOTCd B HMMEHHUTEIBHOM MaJieKe€ HAUMEHOBAHHME OpPraHu3allH, HUXKE -
HAaMMEHOBAHUE CTPYKTYpPHOTO nojpazaenenus. Hampumep:

ObY «HanmenoBanune
OpraHu3aLun»
@uHAaHCOBOE yIIPABICHUE

[Ipu agpecoBanum nucbMa pyKOBOJUTEIIO CTPYKTYPHOIO MOAPA3ACICHUS YKa3bIBalOTCS B
MMEHHUTEIIbHOM TMaJIe)keé HAauMEHOBAHHME OpraHu3alliu, HUXE - B JIaTeIbHOM IMaJIekKe
HAaUMEHOBAHUE JIOJDKHOCTH PYKOBOJUTENS, BKJIIOYAIOIIEE HAWMMEHOBAHHWE CTPYKTYPHOTO
nojpaszenenus, pamunuio, nauMaisl. Hanpumep:



ObY «HanmeHnoBaHnne
OpraHuzanumn
PykoBoaurento 10roBopHo-
MIPaBOBOIO OTJENa
®amunus 1.0.

Ilepen damminedl HOMKHOCTHOIO JIMLA JONYCKAETCS YNOTPEONATh COKPALICHUE «I-HY»
(rocriofMHy), €clii ajapecaT MYKUMHA, WIH «T-Xe» (TOCIOXKe), €ClIM ajpecaT >KEHIIMHA.
Hanpumep:

r-uy ®amming 1.0.
r-xe @ammusa N.0.

IIpn paccbulke AOKyMEHTa IpylIe OpraHu3aluil OJHOTO TUIA WIM B CTPYKTYpHBIE
noJipa3JielieHus OJHOW OpraHu3alluy, aJpecaT yKka3biBaeTcsi 0000menHo. Hampumep:

PyxoBogutensm ¢puimanos
dBY «HaumeHnoBanue
OpraHuzanumn»

PyxoBoauTesnsim yripaBieHun
u otaenoB ObY «HanmeHnoBanue
OpraHu3aum»

IIpu pacceuike JOKYMEHTa HE BCEM OPraHU3ALMSIM WU CTPYKTYPHBIM IOAPA3JEICHUSIM
NOJ1 PEKBU3UTOM «AzpecaT» B CKOOKax yKasbIBaeTcs: «(1mo cnucky)». Hanpumep:

PykoBoauresnsm yrpaBieHu U OTAEIIOB
OBbY «HanmeHoBaHUE OpraHU3aIUN»
(o criucky)

Cnucok pacCchUIKUA COCTABIISIETCS] UCTIOTHUTEIIEM.

Ecnu nuceMo HarpapiisieTcsi B OpraHU3alUio WM JOJDKHOCTHOMY JIMILY U JUIS CBEJIEHUS
ele psiy OpraHu3aluil WK JOIDKHOCTHBIX JIUII, 001ee KOJIMYECTBO aIpecaToB HE JODKHO OBITh
Oosee yeThIpex, IPU TOM OCHOBHOM ajapecaT yKas3blBaeTcsl mepBbiM, ciaoBo «Komwus» mepen
BTOPBIM, TPETHUM, YETBEPTHIM aJ[pecaTaMy HE NIeYaTaeTCs.

B cocraB pekBu3uTa «Anpecary MOXKET BXOAUTH MOYTOBBIA aJpec. DIEMEHThI TOYTOBOTO
ajZipeca YKa3bIBalOTCA B IIOCJIEIOBATENIbHOCTH, YCTaHOBJIEHHOW IIpaBunmamMu oxazaHus yCIyr
MOYTOBOM CBsI3U, yTBepkIeHHbIMH [Ipukazom MuHuctepctBa 1udpoBOro pa3BUTHS, CBSI3H U
MaccoBbIX KommyHHKaIui PO ot 17 anpens 2023roma Ne 382 (manee — [IpaBumna Ne 382):

a) UIS IOPUAMYECKOTO JIUIA - TIOJTHOE WIIM COKpPAIIeHHOe HauMEHOBaHME (TIPY HAJIMYHH),
JUISl TpaskJaHUHA - (paMuiIus, UMsi, OTYECTBO (ITOCIEHEE MPU HAIMYHUN);

0) OaHKOBCKME PEKBHU3UTHI (IIJIs1 MOYTOBBIX MEPEBOJIOB, HAMPABIAEMBIX IOPUAMUECKOMY
JIMILY WM IPUHUMAEMbIX OT IOPUAMYECKOTO JIUIA);

B) Ha3BaHME yJIUIBI, HOMEP I0OMa, HOMEP KBapTHPHI;

') Ha3BaHUE HACEJIEHHOTO MYHKTA;

1) Ha3BaHUE palioHa;
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€) Ha3BaHUe pecryOauKH, Kpasi, 00JacTH, aBTOHOMHOTO OKpyra (00JyacTu);

) Ha3BaHUE CTPaHbI (JIs1 MEKTyHAPOJHBIX MOYTOBBIX OTHPABICHUN);

3) IOYTOBBIN UHJIEKC.

[TouToBBINt aspec HE yKa3bIBaeTCsl B JOKYMEHTAX, HANpPaBISIEMbIX B BBICIIHE OpPTaHbI
BJIACTH, BBIIIECTOSIINE OPTraHU3AINN, TIOABEIOMCTBCHHBIC OpPraHU3allM W TOCTOSHHBIM
KOPPECIIOH/IEHTaM (32 MCKIIFOUEHUEM HaIlpaBJIeHHs MUMCEM YKa3aHHBIM ajipecaTaM B KOHBEPTax ¢
PO3payHbIMU OKHAMHU).

[Ipu otnpaBke nucbMa MO 3JAEKTPOHHON MouTe WM (PaKCUMUIBLHOU CBS3U (0€3 JOCBUIKU
MO0 TIOYTE) IMOYTOBBIM ajpec He ykaszbiBaeTcsa. [Ipu HEOOXOAMMOCTH MOXET OBITh yKa3zaH
AIIEKTPOHHBIN anpec (Homep Tenedona/paxca). Hampumep:

OBV «HaumenoBanue
Opranuzauum»

DJIEKTPOHHBIN agpec

2.32. I'pud yTBepklieHUs TOKYMEHTA MPOCTABIAETCA Ha JOKYMEHTaX B MPABOM BEPXHEM
yIily TEpBOro JHCTa TOKyMeHTa. CTpOKM pPEKBU3UTA BBIPABHUBAIOTCS MO JIEBOMY Kparw WIIU
LHEHTPYIOTCA OTHOCUTEIBHO CAMOW JITTMHHOM CTPOKHU.

[Tpu yTBepkIeHUU AOKYMEHTa COOCTBEHHOPYYHOU MOJMUCHIO TOJKHOCTHOIO JIMIA TPUP
yTBepxkaeHuss cocrout u3 ciuoBa «YTBEPXIAIO», HaumMeHOBaHMS JOJDKHOCTU JIMIIA,
YTBEPKIAIOMIETO JTOKYMEHT, €ro TOJIWCH, WHUIMAIOB, (aMWIMA W JaThl YTBEPKICHHUS.
Hanpuwmep:

YTBEPX/IAIO

[Ipencenarens CueTHOM manaThl
MYHULUIAIBHOTO OKpyTa
Kpacnoypanbck

Iloamuce N.0. damunusa

Jara

[Ipu yTBepkAEHUM JTOKyMEHTa PACIOPSAUTEIbHBIM JIOKYMEHTOM TpHU} YyTBEPKICHUS
cocroutr u3 cinoBa «YTBEPXIEH» («YTBEPXIEHA», «YTBEPXIEHbBI» wumu
«YTBEPXJIEHO»), corinacoBaHHOTO C HaWMEHOBaHHMEM BHUJA YTBEP>KJA€MOI0 JOKYMEHTa,
Ha3BaHUS BUJA PACHOPSAUTEILHOIO JOKYMEHTAa B TBOPUTEJIBHOM IAJI€KE, €ro JaThl, HOMEpA.
Hampumep:

(PermamenT) YTBEPX/IEH
pacniopspkeHueM (CYeTHOU majaThl
MYHULIUAIBHOTO OKpyra
Kpacnoypanbck

oT 5 okTsa0pst 2017 1. Ne 82

(ITpaBuna) YTBEPXX/IEHbBI
pacnopsbkeHueM CueTHOM manarthbl
MYHUITUTAITBHOTO OKpyra

Kpacnoypanbck
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ot 5 okTsa0ps 2017 r. Ne 83

[Ipu yTBepkJIeHUM AOKYMEHTA KOJUIETHATBHBIM, COBEIIATEIbHBIM WM WHBIM OPTraHOM,
pelIeHusT KOTOpOro (UKCUPYIOTCS B TMPOTOKOJE, B Tpude yTBEpKICHUS YKa3bIBaeTcs,
HAaUMEHOBAHUE OpPraHa, JaTa U HOMep MPOoToKoa (B ckoOkax). Hampumep:

(ITonosxenue) YTBEPX/JIEHO
pacrniopskeHueM CUeTHOMU MmanaThl
MYHUIIUITAIBHOTO OKpyTa

Kpacnoypanbck
(mpotokon ot 12.09.2017 Ne 12)

2.33. 3arojoBOK K TEKCTY - KpaTKOe CoJep KaHHe JTOKyMeHTa. Eciii 3arosioBoK K TEKCTY
OTBEYaeT Ha BOMPOC «O 4yeM?», oH HaumHaeTcs ¢ mpemiora «O» («O6»). Eciu 3aronoBok k
TEKCTY OTBEYAET Ha BOIPOC «4YEero?», OH COCTaBIIET OJHO 1€JI0€ C HA3BaHUEM BUJA JOKYMEHTA.
Hanpumep:

pacniopsikeHue (0 yeM?) 0 CO3JaHUU aTTECTAIMOHHON KOMUCCUH

nuchbMO (0 ueM?) 0 IpeAoCTaBICHNH HHPOPMAIIUN

akT (yero?) mpuema-nepeaadn aem

OpOTOKOI (4ero?) 3aceiaHus SKCIEPTHON KOMHCCUN

3aroJoBOK K TEKCTY pacHoOpsDKeHUs O(OpMIISeTCs MO PEeKBU3UTaMHU OJIaHKA MO LEHTPY
OaHka. 3aroJioBOK K TEKCTY JPYTUX JOKYMEHTOB OQOpMIIAETCS MOJ PEKBU3UTAMH OJlaHKa
cjieBa, OT TPaHUIlbI JIEBOTO MOJIS.

2.34. TekcT MAOKYMEHTa COCTAaBJIS€TCS Ha TOCYJapCTBEHHOM s3blke Poccuiickoi
denepannu.

TekcT noKyMeHTa JOJKEeH OBbITh COCTABIIEH IPAMOTHO, SICHO, IOHATHO U TI0O BO3MOXKHOCTH
KpaTko. TekcT MOKyMeHTa JOJDKEH COJAEp)KaTh JOCTOBEPHYI0 M aKTyalbHYI HH(OpMAIUIO,
JOCTATOYHYIO JUISl IPUHATHS PELIEHU WM UX UCIOJHEHUS, HE JIOJKEH JOMYCKATh Pa3IuYHbIX
TOJIKOBAHU.

B Tekcrte nokymeHTa, MOJATOTOBJICHHOM HAa OCHOBAaHWHM 3aKOHOJATEIBHBIX MM HWHBIX
HOPMAaTUBHBIX MPABOBBIX aKTOB, paHEE M3JAHHBIX PACHOPSAUTEIbHBIX JOKYMEHTOB,
YKa3bIBAIOTCS UX PEKBU3UTHIL:

- HaMMEHOBaHME JIOKYMEHTa, HAaWMEHOBAaHME oOpraHa BiIacTU (OpraHu3alun),
u3aaBiiero(eif) JOKyMeHT, AaTa J0OKyMEHTa, pErUCTPALMOHHbBII HOMEp JTOKyMEHTa, 3aroJIOBOK K
TEKCTY;

- HaMMEHOBaHWE OpraHU3alMy WIH JOJKHOCTHOIO JIMIIA, YTBEPAMBILErO JOKYMEHT, JaTa
YTBEPKIEHUS JOKYMEHTA.

TexkcT OOKyMEHTa MOKET COJAepXkKaTh pas3Aelibl, MOAPa3Aelibl, MYHKTBI, IOAIYHKTHI,
HyMmMepyemble apaOckumu LudpamMu. YpoBHEW pyOpHKalMM TEKCcTa He JOJKHO ObITh Ooiee
YeThIpeX.

TekcT JOKyMEHTa U3Jaraercs:

- B MPOTOKOJIaX 3aceAaHuil - OT TPEThETo JuIlla MHOXKecTBeHHOro yucia («CJIYIIAJIN»,
«BBICTVYIINJIN», «[TOCTAHOBWJIN» unu «PELLTNIIN»);

- B JICJIOBBIX MHCHbMax, O(OPMIICHHBIX Ha OJIaHKaX OpraHW3alluu, - OT IEPBOTO JIMIIA
MHO>KECTBEHHOI'O0 4uciaa (IpOCHUM, HampasisieM, MpeajlaraéM) WIM OT TPEThEro Jinla
€IMHCTBEHHOI'0 YHCIIa (KIpeANpUiTHE HE BO3PAXKAET...», KMHCTUTYT CUUTAET BO3MOXKHBIM...»);

- B JIOKJIAJIHBIX W CIY>KEOHBIX 3allHCKaX, 3asBICHHUSIX - OT MEPBOrO JIMIA €IUHCTBEHHOTO
qucia («Ipomry ...», «CUUTAI0 HEOOXOAUMBIM ...»);
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- B JIOKYMEHTaX, yCTaHABIUBAIOIMX (PyHKIHMH (00SI3aHHOCTH), IIPaBa U OTBETCTBEHHOCTb
pabOTHUKOB (TIOJIO’KEHUE, MHCTPYKILHMS), a TaKkKe COIEepKalluX OMHCAaHHE CUTYyaluil, aHaIu3
(bakToOB M BBIBOMBI (aKT, CIpaBKa), UCTOJIb3yeTCs (popmMa M3II0KEHHsI TEKCTAa OT TPETHETO JUIA
€IMHCTBEHHOI'O0 MJIM MHOXECTBEHHOrO uucia («OTIAEN OCYLIECTBISET (PYHKLUH...», «KOMUCCHUS
MIpOBEa MPOBEPKY...»).

[Ipy moaroToBke TEKCTa JIOKyMEHTa cjeayeT coOMoJaTh TMpaBujia HaMUCAHUS
opUIMATPHBIX HANMEHOBAHUN, YHCIUTEIBHBIX U SIUHUI] U3MEPEHUSI.

B Tekcrax MOKYMEHTOB YMOTPEONSIOTCA OOIIENpPUHSTHIE a00peBuaTypbl U Trpaduueckue
COKpAIllEHHSI.

[Ipu yxazanuu B TekcTe (aMUIIMH JIUIIA HHUIHAJIBI CTaBATCS mocie dhaMuinn. B 1einoBbx
(cimy’keOHBIX) MIChMaX HUCITOJIb3YIOTCS:

- BCTYIIUTENbHOE O0palieHue:

YBaxkaeMslil rocniogul IIpencenarens!
YBaxaeMmblil roctiogudH Munuctp!
VBaxkaeMblii rocrioauHs MBaHoB!
YBaxkaemas rocnoxa I[lerposa!
VBaxkaemslil MBan IlerpoBuy!
VYBaxxaemass AHHa HukonaeBHa!
YBaxkaemble rocrnoa!

- 3aKJII0YMTeNbHAs dTUKeTHas (paza: «C yBaKeHHEM, ...».

HanMeHnoBanue A0KHOCTH B 00pallleHUH MUMIETCS C MPOMUCHON OYKBBI, B 0OpallieHUH 10
(bamMuIIMy HTHULIMAIBI JIMIA HE YKA3bIBAIOTCS.

2.35. OrMeTka O TMPUTOKEHUU COJACPKUT CBEACHHUS O JOKYMEHTE (JIIOKYMEHTaXx),
npujiaraeMoM K  CONPOBOJIWTEIBHOMY MHUCBMY, HMHOMY HH(POPMALMOHHO-CIIPABOUYHOMY
JOKYMEHTY, WJIM O TOM, 4YTO JOKYMEHT SIBJII€TCS IPWIO)KEHHEM K OCHOBHOMY JOKYMEHTY
(HOpMaTUBHOMY, PACTIOPSIAUTEILHOMY WM HHOMY ).

B comnpoBoauTenbHBIX MUCBMax U JAPYTrUX HH(OPMALMOHHO-CIIPABOYHBIX JOKYMEHTax
OTMETKa O TPWIOXKEHUH OPOPMIISIETCS MOJ TEKCTOM OT TPaHHIIbl JIEBOTO MOJIS CIEAYIOIIUM
obpazom:

- €CJIM MPUJIOKEHUE HA3BAHO B TEKCTE:

[Tpunoxenue: Ha 2 1. B 1 3K3.
- €CJIM IPUJIOKEHHE HE Ha3BAHO B TEKCTE MJIH €CIIH MPHIIOKEHUH HECKOIBKO:

ITpunoxenue: 1. 1. ITonoxkerue 00 YpaBieHUH PETHOHAIBHOTO KPEAUTOBAHHUS HA 5
1. B 1 9K3.
2. CmpaBka O KaJpOBOM COCTaBe YIPaBJICHUS PETHOHAIBHOTO
KpeIUTOBaHUS Ha 2 JI. B | 9K3.

- €CIIY MIPUJIOKEHHE (MIPUIIOKEHHS) COPOITIOPOBaHO(BI):

IIpunoxenue: B 2 DK3.

[Ipunoxenue: otuetr 0 HUP B 2 3k3.
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- €CIIM JIOKYMEHT, SIBJISIFOLIMICS TPUIOKEHUEM, UMEET MPUIIOKEHUS C CAMOCTOSTEIbHOM
HyMepanuen CTpaHuLL:

[Tpunoxenue: JIOTOBOP BO3ME3IHOT0 okazanus yciyr oT 05.09.2017 Ne 32-17/72
Y MIPUJIOKEHHUSI K HEMY, BCEro Ha 7 J.

- €CJIM TIMCHhMO HANpaBIISETCS HECKOJIBKUM ajapecaraM, a JOKYMEHT-TPHIIOKEHUE TOJIBKO
HIepBOMY aJpecary:

[Ipunoxenue: Ha 3 5. B 1 3K3. TOJBKO B MEPBBI aJipec.

- €CIIU TPUJIOKEHUEM SIBIIIOTCS JIOKYMEHTBI, 3aliCaHHble Ha (GU3MUECKH 000COOICHHBIM
AIEKTPOHHBIN HOCUTEb:

[Ipunoxenue: DVD-R B 1 3k3.

IIpu sTOM Ha BKJazblle (KOHBEPTE), B KOTOPBIM MOMEIIAETCs] HOCUTENb, YKa3bIBAIOTCS
HAaNMEHOBAHUS IOKyMEHTOB, 3alIMCaHHBIX HA HOCUTENb, UMEHA (paiiyioB, 00beM B OailTax.

B pacniopsinutenbHbIX JOKYMEHTaX PpaclopsbKEHUSX, JOTOBOpaXx, MOJIOKEHUSIX, IpaBuiax,
UHCTPYKIMAX M JPYTUX JOKYMEHTaX OTMETKa O MPWIOKEHHH O(OpMISIeTCS CIELYIOIUM
obpazom:

- B TEKCTE JTOKYMEHTa MpHU MEPBOM YHNOMHUHAHUHM JOKYMEHTA-TIPHIIOKEHUS B CKOOKax
YKa3bIBACTCA: ... (IPUIOKEHHE) WIH ... (puioxkeHue 1), (mpunoxenue Ne 1);

Ha MEePBOM JIMCTE JOKYMEHTA-IPUIIOKEHHSI B IPABOM BEPXHEM YTy YKa3bIBACTCS:

[Tpunoxenne Ne 2

K pacnopsikeHnto CueTHOH najiaTsl
MYHULIUTAIBHOTO OKpyra
Kpacnoypanbck

ot 15.08.2017 Ne 112

Eciim nmpwiokeHMeM K  pacHnopsAIUTENbHOMY JIOKYMEHTY  SBJII€TCA  JIOKQJIBbHBIN
HOPMAaTUBHBIA AaKT WJIM HMHOM JOKYMEHT, YTBEP)KIAE€MbIH JaHHBIM pPACHOPAIUTEIbHBIM
JOKyMEHTOM, Ha NEPBOM JIMCTE€ NPUIIOKEHHUS NPOCTABISETCS OTMETKAa O NpuiiokeHuu (0e3
CCBUIKM Ha pacCHOpAIUTENbHBIA JOKYMEHT) U IpU] YTBEpKACHHS, B KOTOPOM YKa3bIBaIOTCA
JAHHBIE  PaCHOPSANUTEIBHOTO JOKYMEHTA, KOTOPBIM YTBEP)KIEH JIOKYMEHT-IIPUIIOKEHUE.
Hanpumep:

[Tpunoxxenne Ne 1

YTBEPX/IEHO

Pacnopsbxkennem CueTHOl mnanaThl
MYHULIUTTAIBHOTO OKpyra
Kpacnoypanbck

ot 18.09.2017 Ne 67
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2.36. I'pud cormacoBaHusi NpoOCTaBiIseTCd Ha JOKYMEHTE B CIy4yae €ro BHEIIHEIro
corjacoBaHMs (COIVIACOBaHHWE C OpPraHaMM BJIACTH, WHBIMU OPraHU3alMsIMH, JOHKHOCTHBIMM
JIIIaMK).

['pu¢d cormacoBaHus B 3aBUCHUMOCTHM OT BHJA JOKyYMEHTa MU OCOOEHHOCTEH €ro
o(opMIIEHUS] MOXKET IPOCTABJIATHCS:

Ha [EPBOM JIUCTE JOKyMEHTA (€CJIM JTOKYMEHT MUMEET TUTYJIbHBIN JHCT, - HA TUTYJIbHOM
JUCTE) B JIEBOM BEPXHEM YIJy Ha YpPOBHE Ipuda yTBEpXKACHHUS WM IO HAaUMEHOBaHUEM
JIOKYMEHTa OJIMyKe K HUYKHEMY TOJII0);

Ha MOCJIEAHEM JIUCTE TOKYMEHTA M0J] TEKCTOM;

Ha JIUCTE COTJIaCOBAHMS, ABIIAIOIIEMCS HEOTHEMIIEMOM YaCThIO TOKyMEHTA.

I'pud cornmacoBanust cocroutr u3 cioBa «COI'JTACOBAHO», nomxHOoCTH JnuuA, C
KOTOpPBIM  COTJIacOBaH  JIOKYMEHT  (BKJIOYash  HAaMMEHOBAaHUME  OpraHM3aluM),  €ro
COOCTBEHHOPYYHOH MOANKUCH, HHULIUATOB, (JaMIIINK, 1aThl coriiacoBanus. Hanpumep:

COI'TACOBAHO
I'enepanbHBIA IUPEKTOP
®ObY «HanmenoBanue
OpraHuzanumn»

I[Honnuce N.0. Gamunus

Jlara

Ecnu corilacoBaHue OCYIIECTBISIETCS KOJUIETMAJIBHBIM, COBEIIATEIBHBIM WIM HWHBIM
OpraHoMm, B Irpude coracoBaHMs YKa3blBalOTCs CBEJEHHs 00 OpraHe, COIIacoBaBIIEM JIOKYMEHT,
JaTe U HOMepe MPOTOKOJda, B KOTOPOM 3a(UKCHPOBAHO pelIeHHe O coryiacoBaHuu. Ecnum
COIJIACOBAHME OCYILECTBIISICTCS IIMCBMOM, YKa3blBAIOTCA BHJ JOKYMEHTa, HAaWMMEHOBAHUE
OpraHM3aluy, COTJaCOBAaBIIEH IOKYMEHT, JaTa 1 Homep nucbMa. Hampumep:

COI''TACOBAHO
Hay4yHo-TeXHUYEeCKUM COBETOM
ObY «HanmeHoBaHKE OpraHU3aLum)

(mIpoTOKOa OT Ne )
COI'TACOBAHO

nuceMoM OBY «HaumenoBanue
OpraHu3aIuN»

oT Ne

2.37. BuyTpeHHee coriiacoBaHue JOKyMeHTa odopMmisieTcss BuU30W. Buza BbIpaxaer
MHEHUE JIMLA, BU3UPYIOIIETO MPOEKT JOKYMEHTA, U BKIIOYAET: JTOJKHOCTD JIMIA, BU3UPYIOLIETO
JIOKYMEHT, MOJANUCH, paciin(ppoBKY NOANUCH (MHUIKAIIBI, (PAMUIINIO) U AaTy BUSHPOBAHUSI.

[Tpu HanMuuM 3aMevaHuil K TOKyMEHTY BU3Y O(OPMIISIOT CIEAYIOIIUM 00pa3oM:

3amevaHus IpUIIararoTCs.
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PykoBoauTenb OPUANYECKOTO OTAEA
IHonnuce .0 damunus

Jlara

B noxymeHTax, MOAJIMHHUKHA KOTOPBIX XPAHITCS B OpraHU3alliy, BU3bl MPOCTABISAIOT Ha
MOCJIEIHEM JIUCTE JOKYMEHTa IMOJ MOJIMUCHI0, Ha O0OpPOTE MOCJIEIHETr0 JUCTa MOJJIUHHUKA
JIOKYMEHTA WJIK Ha JIMCTE COTJacoBaHUs (BU3UPOBAHUS), IPUIAraéMOM K JOKYMEHTY.

B wucxomsmux JOKYMEHTax BH3bl MPOCTABISAIOTCA Ha HK3EMIUISIpaX JOKYMEHTOB,
IIOMEIIAEMBIX B JIENO.

[To ycMOTpeHHI0 OpraHu3aliid MOXKET MPUMEHSITHCS MOJMCTHOE BU3MPOBAHUE JOKYMEHTA
U €ro MPHUJI0KCHHM.

2.38. Tloammchk BKIIOYAET: HAMMEHOBAHHE JOJDKHOCTH JIMIIQ, ITOJIHCHIBAIOIIETO
JIOKYMEHT, €ro COOCTBEHHOPYUYHYIO MOJNUCh, UHUIMABI, (hamuiiuio. Hampumep:

I'enepanbHbI TUPEKTOP [Toanuce N.0. ®Gamunus

Ecnu noxymeHnT odopmieH He Ha OJlaHKe, B HAMMEHOBAHHME JIOJDKHOCTH BKIFOUAETCS
HanMMEHOBaHuWe opranusanuu. Hanpumep:

I'enepasbHbINA IUPEKTOD
dbY «HaumeHoBanue
OpTraHu3aLum Iloamuce N.0. Gamunus

[Ipn nmoamucaHuM AOKYMEHTa HECKOJIBKUMH JOJDKHOCTHBIMHM JIMLAMH, 3aHUMAKOLIUMU
pa3HOE IOJOKEHHME, MX IMOAINUCH PACIOJIAraloTCs OJHA IMOJ APYroMl B IIOCIIENOBATEIBHOCTH,
COOTBETCTBYIOILIEH CTAaTyCy AOLKHOCTH. Hanpumep:

I'enepanbHbIi TUPEKTOP [Toanuce N.0. ®amunus
['maBHBIN Oyxranrep ITognuce N.0. ®amunus

[Ipu nonamucaHuu JOKYMEHTAa HECKOJBKUMH JIMIAMU PaBHBIX JTOJKHOCTEH HUX MOIIMUCU
pacnoJjaratroTcsi Ha oqHoM ypoBHe. Hanpumep:

3aMecTUTENb AUPEKTOPA 3aMecTUTENb AUPEKTOpA
10 (PMHAHCOBBIM BOITPOCaM 10 aIMUHUCTPATUBHBIM BOIIPOCAM
IToamuce N.0. Gamuusa IToamuce HN.0. ®amunusa

B n1okymeHTax, mOATOTOBIIEHHBIX KOMHMCCHEM, B IOJINKMCH YKa3bIBAa€TCs CTATyC JMLA B
cocraBe komuccun. Hampumep:

[Ipencenarens KoMUCCHUH [Toanuce N.0O. Gamunus
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Ys1eHbl KOMUCCUH Iloamuce N.0. damunus

IHoanuce N.0. damunus

[Ipn moanucaHuM TOKyMEHTA JUIIOM, HWCIHOJHSIOMAM OOS3aHHOCTH PYKOBOJIUTEIIS,
noanuch oQopmisieTcss ¢ yka3aHHeM CTaTyca JOJKHOCTHOTO JIMIla B COOTBETCTBUU C
pacnopsbkeHuem. Hanpumep:

N.o. npencenarens Iloamucey N.0. damunus
WIH:

Hcnonustronnii 00s13aHHOCTHA
NpeacenaTenst [Toanuck N.0O. ®amunus

[Ipu moanucanuu AOKYMEHTa JIMLIOM, UMEIOIIMM MPaBO MOJIUCH B CIy4yae BPEMEHHOTO
OTCYTCTBHUS PYKOBOJAWTENS, HCIPABICHUS B HAUMEHOBAaHUE JIOJDKHOCTH M paciiu(ppoBKY
(damMmIMu MOATOTOBJICHHOTO M COTJIACOBAHHOTO MPOEKTa JOKYMEHTa BHOCITCS OT PYKH WIIH C
MCII0JIb30BAHMEM COOTBETCTBYIOIIMX IITaMoB. He fomyckaercs cTaBUTh KOCYIO YepTy, HAJIIIUCh
«3a» nepe] HauMEHOBAaHUEM JOJDKHOCTHU JIMIA B MOJIHUCH, €CIM JOKYMEHT IMOANUCHIBAET MUHOE
JOJIKHOCTHOE JIULIO.

2.39. Ot™meTka 00 AJIEKTPOHHOM MOANKUCH UCHOJIb3YETCs JJI BU3YyaIU3aluu 3JIEKTPOHHOU
NOJMNUCH TOJyYaTesleM JOKYMEHTa MpU OOMEHE 3JIEKTPOHHBIMU JOKYMEHTAMHM, MOANUCAaHHBIMU
YCUJIEHHON KBaJTU(PHUIMPOBAHHOMN 3JEKTPOHHOMN MOMMCHIO.

B cootserctBun ¢ Ilpukazom Munkomcsssu Poccun Ne 186, ITpukazom MunucrepcTBa
1M(pOBOro pa3BUTHS, CBA3M U MAaCCOBBIX KOMMYHHKalui PO u @enepanbHON Ci1ykObl OXpaHbl
P® ot 4 nmexabpst 2020 roga Ne 667/233 «O06 yTtBepxkacHuu TpeOoBaHUI K OpraHM3allMOHHO-
TEXHUYECKOMY B3aUMOJIEHCTBUIO TOCYIaPCTBEHHBIX OPraHOB U FOCYJapCTBEHHBIX OpraHU3aLUii»
OTMETKa 00 DJJEKTPOHHOW moamucu (GOPMUPYETCS W BUIYATU3UPYETCS MPOrPaMMHBIMU
cpenctBamu. OTMmeTka 00 3JIEKTPOHHOW MOJANUCH BKIO4aeT ¢pa3y «JJoKyMeHT mnoanucax
AJIEKTPOHHOM MOJIMUCHIO», HOMEp CepTU(UKATa KIII0Ya 3JIEKTPOHHONW MOJIMUCH, (haMUIMIO, UMH,
OTYECTBO BJIAJIENIbLIAa CepTH(HKATA, CPOK NEHCTBHS cepTU(UKATA KITIOUaA SJICKTPOHHOMN MOAIHUCH.
Hanpunmep:

JIOKYMEHT IIOAIMCAH
SJIEKTPOHHOI ITOIITNCHIO
AupexTop Cepruduxar 1al11aaa000000000011 1.0. Gamumms

Bnanenen ®amunna Ums OtuecTBo
HeictButenen ¢ 01.12.2012 mo 01.12.2017

2.40. Ilewarp 3aBepsieT MOMJIUHHOCTH MOANUCH JOJDKHOCTHOTO JIMIIA Ha JOKYMEHTaX,
YIAOCTOBEPSIONIUX MpaBa Jnll, GUKCUPYIONTUX (aKThl, CBI3aHHbIE C (PMHAHCOBBIMU CPEJCTBAMH,
a TakKe Ha HWHBIX JOKYMEHTaX, IpeayCMaTPUBAIOIIMX 3aBEPEHUE MOANUCH IIeYaThi0 B
COOTBETCTBHH € 3aKOHOAATENbCTBOM Pocculickon denepanun.

JIOKyMEHTBI 3aBEepsIlOT Me4yaThio opraHu3anuu. llewath mpocrtaBisieTcs, HE 3axBaThIBas
COOCTBEHHOPYYHOH TMOANMUCH JIMIIA, IMOIIMCABIIETO JOKYMEHT, WJIH B MecTe, 0003HAYCHHOM
«MID» («Mecto neuatu).
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2.41. OrMerka 00 UCHOJIHUTENE BKJIIOYACT (PaMUIIMIO, UMS U OTYECTBO (MPU HAIUYUH)
UCTIOJHMUTENS, HOMep ero TteiaegoHa. OTmeTka 00 UCHONHUTENE MOXKET JOMOJHATHCA
HaMEHOBAaHUEM JOJKHOCTU M AJIEKTPOHHBIM a/ipecoM HcrosiHuTeNss. OTMeTka 00 MCIOTHUTENE
odopmiIsieTcs: Ha TUIEBOW CTOPOHE MOCIEAHEr0 JUCTa JOKYMEHTA OT TPAHMIIBI JIEBOTO TIOJISI HITH,
MIPU OTCYTCTBHH MECTA, - HA 00OPOTHOM CTOPOHE JIMCTa BHU3Y ciieBa. Hampumep:

WNneun Unes Unbuy, OTaen ynpaBlieHs IEPCOHATIOM, BEIYIIHN CISITHATUCT
+7 (495) 924-45-67, llyin_Iv@techno.ru

OtMmeTKka 00 UCHOJHUTENE MOKET O0QOPMIISATHCA KaK HUKHUKA KOJIOHTUTYJ M MEYaTaTbCs
HIpU(TOM MEHBILErO pa3Mepa.

2.42. OTMeTKa 0 3aBepeHUH KON O(POPMIISETCS ISl TOATBEPKACHHUSI COOTBETCTBUS OITUHU
JOKyMEHTa (BBIIMCKH M3 JOKYMEHTA) MOJJMHHUKY AOKyMeHTa. OTMETKa O 3aBEpEHHH KOIHHU
IPOCTABJIAETCS HAa CBOOOJHOM OT TEKCTa MECTE€ W/, IPU OTCYTCTBHMM CBOOOJHOIO MecTa Ha
JMIIEBOM CTOpPOHE JOKYMEHTa, Ha 00OpoTe JOKyMEHTa M BKIoyaeT: cioBo «Komwust BepHay,
HAaMEHOBAaHUE JIOJDKHOCTH JIMIIA, 3aBEPUBIIETO KOMHIO; €r0 COOCTBEHHOPYYHYIO MOJIHUCH;
pacippoBKYy MOANUCH (MHULMANBI, (aMHUIIMIO); [AaTy 3aBepeHHUs KONUU (BBIIUCKUA U3
JIOKYMEHTA).

Komnus BepHa
IIpencenarens [Honnuce N.0. ®Gamunus

Jlara Ileuats

Ha xonmsix MHOTOCTpaHUYHBIX JOKYMEHTOB OTMETKA O 3aBEPEHUU KOMHH MPOCTABISIETCS
Ha KaXXJIOM JIMCTE JOKYMEHTa WU Ha IMOCJEIHEM JIUCTE MPOIIUTOTO WM CKPEIICHHOTO MHBIM
o0pa3oM JOKyMEHTa. 3aluCh O MECTe HaXO)KJIEHHUs IOJUIMHHUKA IPOCTABIISIETCS TOJBKO Ha
MOCTIETHEM JIUCTE IOKYMEHTA.

Jns 3aBepeHHs KOMHMHM JOKYMEHTA, M3TOTOBICHHOW Ha OYMa)XHOM HOCHUTENE, MOXKET
MCIIOJIb30BAThCS IITAMII.

Komuu  97eKTPOHHBIX ~ JOKYMEHTOB,  HalpaBiIsieMbIXx 1O  HH(POPMAIMOHHO-
TEJIEKOMMYHHKAIIMOHHONW ~ CETH, 3aBEpSAIOTCS  DJCKTPOHHOW  TMOAMHUCHI0  PYKOBOJIUTEIS
OpraHu3alid WJIM HMHOrO YMOJHOMOYEHHOIO UM JIMIA M BBICBUIAIOTCA TOJydYaTelno ¢
COIPOBOAMUTEIBHBIM MUCHbMOM B (POpPME 3JIEKTPOHHOT'O IOKYMEHTA.

Konun 3neKTpoHHBIX TOKYMEHTOB Ha (PU3UUYECKH 000COOICHHBIX HOCUTENSIX BBICHUIAIOTCS
TIOJTy4YaTeIT0 C COMPOBOIUTENBHBIM MMCHMOM Ha OyMa)kHOM HOCHTEJIE.

B conpoBoauTenbHOM TUChME K KOMUSM AJIEKTPOHHBIX JOKYMEHTOB YKa3bIBAETCSI:

HAaUMEHOBaHUE HHPOPMAITMOHHON CUCTEMBI, B KOTOPOI XPaHATCS TOKYMEHTHI,

HAaNMEHOBAHUS IOKyMEHTOB, KOITUU KOTOPHIX HAPABIISIFOTCS MOTYy9aTeINio;

Ha3BaHUA (aiIoB JOKYMEHTOB C YKazaHueM (popMaToB ¢aiiioB u oObema Kaxaoro daina
B OaiiTax;

JlaTa U3TOTOBJICHUS U 3aBEPEHUS KOTIHH.

[Ipu »ToM Ha ¢Qu3nyecku 000COOJEHHOM HOCHUTENIE HECMBIBAEMBIM MapKepoOM
ykasbiBaetcs: «lIpunoxxenne k nmucbMmy ot (gata) Ne ...».

Konust >neKkTpoHHOrO JOKyMEHTa, MpEICTaBIC€HHAs B BUAE JOKYMEHTa Ha OyMaKHOM
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HOCHUTENE, 3aBepsACTCSd B IOPSAKE, YCTAHOBICHHOM WHCTpykuuen s 3aBepeHus KONUU
JOKYMEHTOB Ha OyMa)KHOM HOCHTEJE, C YyKa3aHHeM, B Kakol HH(OPMAIMOHHOW cHCTEME
XPAHUTCS IEKTPOHHBIN TOKYMEHT.

243. OrMeTKka O TOCTYIUIGHMH JOKYMEHTa CIY)KHT JJIsl TOATBEpXKIACHHS (akra
MOCTYIUICHUsS] JOKYMEHTAa B OpraHM3alMi0 M BKJIIOYACT JAaTy MOCTYIUICHUS W BXOMASIIUN
PErucTpallMOHHBIM HOMep AoKyMeHTa. [Ipy HEeoOXOAMMOCTH OTMETKa O IMOCTYIUIEHHH MOXKET
JIOTIOJTHATHCS. YKa3aHMEM BPEMEHU MOCTYIUICHHsI JOKYMEHTa B 4yacax M MHUHYTax M Crocoba
JIOCTABKU JOKYMEHTA.

OTMeTKa 0 MOCTYIUIEHUH JOKYMEHTA MOKET MPOCTABIATHCS ¢ HOMOIIBIO ITAMIIA.

2.44. Pe3omronns JOJKHA COAEP/KATh YKa3aHUE 110 MCIIOIHEHMIO JOKyMEHTa. Pe3osronus
odopMIIseTCS Ha CBOOOTHOM MECTE pab0oUero moJjis JOKYMEHTa, Ha OJJaHKe PE30JIFOIINH

Pesomroruss gomkHA BKIOYATH: (PaMUTHIO, WHULMAIBI HCTIOJHUTENS (MCTIOJHHUTEINICH),
NOpy4YeHHEe 10 JIOKYMEHTY (KOHKPETHOE 3aJaHue [0 HCHOJHEHHIO JOKyMEHTa WU
dbopMyTUpOBKa LEIM PACCMOTPEHHUS IOKYMEHTA), MpU HEOOXOAMMOCTH - CPOK HCIIOJHEHHUS,
MOJIIHUCH JIUIA, BBIHECIIETO PE30JIOLHUI0, TaTy PE30IIOIIH:

®amunus U.0., Gamunus 1.0.
[Ipotry MoAroTOBUTH MPEIOKCHHSI

k 10.11.2017 IHoanuce

[lata

Cpox HUCHOJIHEHUs TOPYYEHUs HE JOJDKEH YKAas3blBaThbCsl, €CJIM OH Ha3BaH B TEKCTE
MOCTYIUBILIEr0 JOKYMEHTA U PYKOBOJUTENIb HE CUUTAET HEOOXOAUMBIM U3MEHUTH €I0 B CTOPOHY
COKpAILIEHHUs WIH SIBJISIETCS] TUIIOBBIM JIJIsl JAHHOT'O BUJIA IOKYMEHTA.

[Ipy yka3aHWU HECKOJBKUX MCIIOJHUTENENH (aMuWIisg OTBETCTBEHHOI'O HCIIOJHUTENS
YKa3bIBA€TCA MEPBOM, MOAUEPKUBAETCA UIN 0003HAYAETCS CJIOBOM «OTB.» («OTBETCTBEHHBIN» ).

2.45. OTmMeTKa O KOHTpPOJIE CBUJAETEIBCTBYET O ITOCTAHOBKE JIOKYMEHTa HAa KOHTPOJIb,
npocTtasisiercs mramnoM « KoHTposb» Ha BEpXHEM Moje JOKYMEHTa.

2.46. OtmeTka O HampaBJIEHWU JOKYMEHTa B [I€JI0 OIpPEAENseT MECTO XpaHEHHs
JOKYMEHTa II0CJ€ 3aBepIleHust paboThl ¢ HUM M BKIIOYAeT: cioBa «B nemo», nHAEKC Aena Io
HOMEHKJIAType JieJ, B KOTOpO€ IIOMENIaeTCs JOKYMEHT Ha XpaHEHHEe, C YyKa3aHHUeM TIo[a,
JOJDKHOCTH JIMLA, O(OPMUBILET0 OTMETKY, MOJMUCH, AaThl. Hampumep:

B nemo Ne 01-18 32 2017 1.
3aB. OT/IEJIOM KOPIOPATUBHBIX TPOEKTOB

Ilonamuce Jara

OTMeTKa 0 HaIlpaBJICHUH JOKYMCHTA B JCJIO MOXCET HOIOJHATHECA KPaTKUMHU CBCACHUSAMUA
0 XapaKTepe UCIIOJIHCHUA NOKYMCHTA.

I'nasa 3. [loaroroBka u opopMieHue OTAEJIbHBIX BUAOB JOKYMEHTOB
3.1. JlokanpHble HOpMaTUBHBIE akThl (Hanee - JIHA) CueTHo# manaTsl U3Jat0TCs B BUE
NPaBUJI, MOJIOKEHUH, HHCTPYKIIMH, PErIaMEeHTOB, MepeUHel, KIAaCCU(PUKATOPOB U IPYTUX BHJIOB
JIOKYMEHTOB.
JIHA npuoOperaroT IOpUIMYECKYI0 CUIYy MHOCIE MX YTBEP)KIEHHUS pPacHopsAUTEIbHBIM
JIOKYMEHTOM - PACIOPSYKEHUEM WA HEIIOCPEACTBEHHO PYKOBOAUTEIIEM.
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3.2. JIHA moryT ObITb:

- IOCTOSIHHO ACUCTBYIOMUMH (0€3 OrpaHUYEHHUs CpOKa UX MPUMEHEHHUS);

- BPEMEHHBIMU (JIEHCTBYIOIMMH B TEUEHUE YKA3aHHOTO B HUX CPOKA WJIM JJO HACTYIUICHHUS
ONPEICICHHOTO COOBITHS).

3.3. OcHoBauuem g uznangusa JIHA gaBiasroTc:

- 3aKOHOJATENIbHbIE U UHbIE HOPMATUBHbIE ITpaBOBbIE akThl Poccuiickoil denepannu;

- 3aKOHOJATENbHbIE aKThl cyObekTa Poccuiickoil denepanuu, HOPMATUBHBIE NPABOBBIE
aKThl OPTraHOB TOCYJIAPCTBEHHOM BllacTu cyobekTa Poccuiickoit @enepainu;

- HOPMaTHBHBIE NIPABOBBIE€ aKThl OPraHOB MECTHOI'O CaMOYIIPABIICHHUS;

- panee u3gaHHble B opranuzanuu JIHA n/unm pacnopsiiuTesbHbIe JOKYMEHTHI.

3.4. JIHA uznarorcs B LEAX:

- YCTaHOBJIEHUS HOPM, TpeOOBaHUM, MpaBWJI B OTHOLICHMHM NpeIMeTa HOPMATHUBHOIO
pEryJMpoBaHus, paHee HE SBIIABIIEMCS ITPEAMETOM PETYJIHPOBAHUS B OpTraHU3alUN;

- U3MEHEHHs CYMIECTBYIOIIMX HOPM, TpeOOBaHMMU, TMpPaBWI, YCTAaHOBJICHHBIX paHee
U3JIaHHBIMU HOPMATUBHBIMU JOKYMEHTAMH;

- OTMEHBI paHee YCTaHOBJIEHHBIX HOpM, TpeOOBaHUH, MPaBUIL.

3.5. Ilpennoxenue o paszpaborke mpoekra JIHA BHOcHUTCS PYyKOBOAMTENEM MM HWHBIM
JOJIKHOCTHBIM JIULIOM OpraHHU3al1u.

3.6. JIHA pa3zpabatbiBaeTcs B ciiydae, €Ciu:

- MMEETCSl y4acTOK PaboThl (BOIPOCHI IEATENBHOCTH), HYKAAIOIIUNCS B HOPMATUBHOM
PEryJIMpPOBaHUY;

- TpeOyeTcsl BHECEHUE 3HAYMTENIbHOTO KOJIMYECTBAa U3BMEHEHU B paHee npuHAThIi JIHA;

- BBIABIEHO Heckoiapko JIHA, perynupyromux CMeXHBIE BOIPOCHI, KOTOpBIE
1eJ1IeCO00pa3HO OObETUHHUTD B OJIUH JIOKYMEHT.

Axktyanuzauus panee npuHAThIX JIHA ocymiecTBisieTcss uyepe3 BHECEHHME B HHX
U3MEHECHUM.

3.7. llpennoxenue ¢ 0OOCHOBaHMEM HEOOXOIMMOCTH pa3paboTku HoBoro JIHA
NPECTABISIETCS PYKOBOAMTEIIO OpraHu3anmuu B (opMe JOKIamHOW (CITy>KeOHOM) 3amuckd, B
KOTOPOW HU3J1araercsi:

- BOIIPOC, TPEOYIONIMI pEelIeHUs, ¢ U3JI0)KEHHEM OCHOBHBIX HaIlpaBJiIeHH, cocoO0B €ro
peLIeHNUS;

- IPOTHO3 NOCIEACTBUI NPUHATHS HOPMATUBHOTO JOKYMEHTA;

- OpraHu3allOHHbIE, KaJpOBble, (UHAHCOBBIC, MATEPUAILHO-TEXHUYECKUE U HWHBIC
MEpPONPUATHUS,, KOTOpble HEOOXOAMMO OyNIeT NMPOBECTU B CBSI3U C MPHUHATHEM HOPMATHUBHOTO
JIOKYMEHTA;

- mepeyeHb pa”ee m3gaHHbix JIHA, momyexxammx OoTMEHE B CBSI3M C HU3JaHUEM HOBOTO
HOPMaTUBHOI'O TOKYMEHTA;

- IpeJIaraeMblil CPOK JIJIs1 pa3pabOTKH MPOEKTa HOPMATHUBHOTO JOKYMEHTA.

3.8. JIHA yTBepkmaeTcs pacnopssKeHUEM PYKOBOJMTENS, €CIM  OJHOBPEMEHHO C
YTBEP)KJIEHUEM HOPMATUBHOTO JOKYMEHTa HEOOXOJMMO MPHUHATH MEphl OpraHU3alMOHHOTO,
(UHAHCOBOrO, TEXHUYECKOr0, KaJpOBOTO WJIM WHOTO XapakTepa MU JaTb COOTBETCTBYIOIIHUE
NOopy4eHHs: paOOTHUKAM OpraHu3alllM, a TakKe €CIM HEeOOXOJMMO BHECTH HW3MEHEHUs WU
IIPU3HATh YTPATUBIIMMU CUILy paHee yTBepkaeHHbIe JIHA.

3.9. Usmenenus B JIHA u ormena JIHA odopmisiorcs pacnopspkeHHEM PYKOBOIUTEIS
OpraHH3alHN.

N3menenns B JIHA wu ormena JIHA, yTBepKIOEHHbIE  HENOCPEACTBEHHO
COOCTBEHHOPYYHOU TMOIMUCHI0 PYKOBOJIUTENSI OpraHu3anuu Tpude yTBEpKIEHHS, BHOCATCS
pacnopsKEHUEM, U31aBAEMbIM PYKOBOJIUTEIIEM OpPraHU3aliH.

3.10. B Tekcre pacnopsbkeHus 00 YTBEpKICHUHM, W3MeHeHMH uiau otmeHe JIHA
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UCIOJIb3YIOTCSI POPMYIUPOBKHU:
- mpu yTtBepxkaeHuu HoBoro JIHA: «YtBepauth (HazBanue JIHA)» wnu «YTBepauTh
(nazBanue JIHA) u BBectu B fieiicTBue ¢ (nata)». Hanpumep:

1. yTBepI[I/ITB [TonoxxeHue o JTOKaIbHBIX HOPMATHUBHBIX aKTaX OpraHHU3alluu,
nin:

1. YTBepauts llITaTHOE Oprannzannu Ha 2018 ro v BBECTH €0 B JCHCTBUE
c 1 saBaps 2018 r. (mpusoxenue).

- IIpU BHECEHUM HU3MEHEHUN B paHee yTBepxkacHHbIM JIHA: «Buectm wm3meHeHus B
(mazBanue JIHA)...». Hanpumep:

1. Baectu cnenyronue nameHenus B llltatHoe pactiucanue Ha 2018 rog,
yTBepxkaeHHoe mpukazoM OBY «HanmenoBanue opranusanum» ot 25 nexkadps
2017 r. Ne 345: ...

- mpu otMeHe paHee yTBepxkaeHHOro JIHA: «IIpu3HaTe yTpaTUBIIMM cuily (Ha3BaHHE
JIHA), yTBepxaeHHoe ...». Hanpumep:

4. Ilpusnats yTpatuBmuM cuiny I[lonoxkeHne O HEHOPMHUPOBAHHOM
pabouem aHe, yTBepkIeHHOe npukazoM OBY «HanmeHoBaHnue opraHuzamum)
ot 15 depans 2015 r. Ne 22.

3.11. OcHoBHbIMH pekBu3zuTtamu JIHA  gBISAIOTCS: HAaMMEHOBAaHHWE OpraHU3aluH,
HalMEHOBAaHUE BHUJAa JOKYMEHTa M 3aroJIoBOK K TEKCTy, COCTABIIIOLIUE OJHO LEejaoe, Tpud
YTBEPKIEHUS, MECTO U3/IaHUs JJOKYMEHTA.

Eciu npoexkr JIHA sBnsieTcss MHOTOCTpaHWYHBIM U K HeMy O(OpMIISeTcs TUTYJbHBIN
JIUCT, YKa3aHHbBIE BBIIIE PEKBU3UTHI PA3MELIAIOTCS HA TUTYJIBHOM JIMCTE.

3.12. Wudopmanuss crnpaBouyHOro xapakrepa (rpaduku, CXeMmbl, TaOIULbL, (HOPMBI
JOKYMEHTOB) oopmiisieTcs B Bujie npriioxkennii kK JIHA.

3.13. JIHA BcTynmaer B CUJIy B CPOK, YKa3aHHbIA B PaCIOPSIKEHUU, KOTOPBIM YTBEPKICH
JIHA, nnu ¢ gatsl yrBepxaeHus JIHA.

3.14. PacniopsimuTenbHble JOKYMEHTBI OPraHU3aliN U3JAI0TCS B (pOpME pacHopsizKeHH .
Oo6pa3zen odhopmiieHus: pacnopsbkeHus (mpuiioxeHue Ne 3).

PacnopsikeHns n3garoTcs B LHEISX OPOPMIIEHUS PELIECHUH:

- HOPMAaTHMBHOI'O Xapakrepa (eciau mnpukasoMm ytBepxkiaercs JIHA wnu npuHumaercs
pEILIeHNEe OPraHU3allMOHHOr0 XapakTepa, HalpuMep, pacopsKeHue o0 yTBEPKIAECHUU CTPYKTYPbI
Y IITATHOM YHCIEHHOCTH OPraHU3AlNN);

- OpraHU3alMOHHOIr0, aJMMHHMCTPATUBHOIO, B TOM 4YMCJIE ONEPAaTUBHOIO XapakTepa II0
BOIIPOCAaM OCHOBHOM JIESITEIbHOCTH OpPTraHu3aliH.

3.15. OTBETCTBEHHOCTh 3a KAa4E€CTBEHHYIO IIOJATOTOBKY IIPOEKTA PpACIOPSIKEHUS U
paBUIIbHOE O(POpPMIIEHHE NTPOEKTA HECET PYKOBOJIUTENb OPraHU3aLIUN.

3.16. PacnopspkeHusi, u3JaBacéMble B OpPraHU3alliM, HE JIOJDKHBI MPOTUBOPEUYUTH
3akoHogarenbCcTBy Poccuiickoit  ®@enepauuu, Ilonoxenuntro o CuetHou mnamare, JIHA
OpraHu3alliy U PaHEe U3/IaHHBIM PACIOPSKEHUSIM OpTraHU3aLNH.

3.14. PacnopsikeHusl IO OCHOBHOM JE€SATEIbHOCTH U3/Iat0TCS:
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- BO HCIIOJHEHHE HOPMATUBHBIX MPABOBBIX aKTOB OPraHOB IOCYJAapCTBEHHOM BIIACTH U
BBIIIECTOSIIIINX OpraHU3alnii;

- B IIENISAX OCYIIECTBIIEHUS YNPABICHYECKOW JEATENIbHOCTH, BhITEKAIOIMEH U3 (pyHKUUN U
3aJ1a4 OpraHu3alyH.

3.18. PacnopsikeHusi 0 OCHOBHOM JIESITEIBHOCTH COCTABJISIOTCA HA OCHOBE TIIATEIBHOTO
U BCECTOPOHHETO HU3YYEHHsI BOINPOCOB, TPEOYIOIIMX paspelieHusi, 4ToObl CcoJlepKaluecs B
pacnopsLKeHUH MOpYyYeHHs ObUTH KOHKPETHBIMH, 00€CTIeYNBATIUCH JOCTATOYHBIMH MaT€pPHAIBLHO-
TEXHUYECKUMH U (DMHAHCOBBIMH CpPEICTBAMU MU B JAJIbHEHIIEM HCKIIOYAIM HEOOXOIUMOCTb
KOPPEKTHUPOBKH MPUHATHIX PEUICHUI B CBSI3U C HEMOJHOTOM WM HEAOPAOOTKOW MpeAbIIyIIEero
pacrnopsiKeHUs.

3.19. PacnopshkeHust  opranu3anuud oQOpMIIIOTCS Ha OJaHKE paclopsDKeHUS ¢
HCIIOJIb30BAHMEM  CJIEIYIOUIMX PEKBU3UTOB: JaTra JOKYMEHTa, PEruCTPalMOHHBIA HOMED
JIOKYMEHTa, MECTO COCTaBJICHHsI, 3ar0JIOBOK K TEKCTY, TEKCT, MOAMHCH.

JlaTa ¥ perucTpalMOHHBI HOMEDP PaCHOPSKEHUS MPOCTABIISIIOTCSA I0CIE HOINUCAHUS
pacrnopsiKeHUs! pyKOBOAUTENIEM OpraHU3aluu.

3.20. 3aroyioBOK K pacHopspKEHUIO MedyaTaeTcsl Yepe3 OJIMH MEXCTPOUHbIH MHTEpBaJl MOJ
pEeKBU3UTAMU OJIaHKa MO HEHTPY CTpaHULbl. TOUKa B KOHIIE 3aT0JIOBKA HE CTABUTCA. 3arojIOBOK K
npukazy GOpMyIUPYETCs C MPEIOroM «0» («00»), KpaTKO U TOYHO OTpakasi CoJepKaHHe TEKCTa
npukasza. Hanpumep:

006 yTBepxaeHnu MHCTpYKIMU 1O JEJIONPOU3BOJICTBY;

O co3gaHuM SKCIEPTHON KOMHCCHH.

3.21. TekcT pacnopspkeHHs COCTOMT M3 JABYX 4acTel: oOocHoBaHMS (mpeamOyibl) U
pacnopsiauTeNbHON YacTu. B 000CHOBaHMM yKa3bIBaeTCsl OCHOBAHUE, MPUYMHA WU 1EJIb U3/aHUS
nokyMeHTa. Hanpumep:

B coorBercTBUM ¢ mnpukazom MUHUCTEpCTBA CBSI3M U MacCCOBBIX
KOMMyHUKanud ot 25 aexabps 2014 r. Ne 1494 «O6 yrtBepxaenun [IpaBun
oOMEHa  JOKyMEHTaMH B  OJEKTPOHHOM BHAE TMpPH  OpraHU3aliH
MH(OPMALIMOHHOTO B3aUMOJCHCTBUS ...

B nensix opranuzanuu ¥ IpoBeACHUS pabOThI MO PKCIEPTU3E [IEHHOCTH
JIOKyMEHTOB, 00pa3yroIIUXCs B JCSITEIBHOCTH OpPraHU3alMK, U OTOOPY MX JJIis
repeaayy Ha XpaHEHUE B apXUB U K YHUUTOXKECHHUIO ...

3.22. Ilocne nmpeaMOyibl CTaBUTCS JBOETOYME M HAYMHAETCS PACHOPSAUTENbHAs 4acTb
pacrnopsKeHUs.

PacniopsinurenbHas 4acTb MOXKET COIEPKATh:

- pelIeHHs OpraHu3allMOHHOTO Xapakrepa (yTBEpAUTb, CO3/4aTh, MpPeoOpa3oBaTh,
JUKBUAUPOBATh, IPU3HATH YTPATUBILUM CHITY);

- KOHKPETHBIE NOPYYEHHS C YKA3aHUEM HCIIOIHUTENS (MCIIOIHUTENEH) U CPOKOB HX
BBITIOJTHEHUSI.

3.23. Kaxnoe peuieHue (mopydeHue) opopmisieTcsi B pPaclopsKEHUM, KaK OTJIENbHBIHN
nyHKT. [TyHKTBI pacnopsskeHHs paclioyiararoTcs B JIOTMKO-BPEMEHHOM IOCIIENOBATENbHOCTH U
HYMEpYIOTCs apaOCKUMU LUPpPaMHU.

Ecnun nopyuyeHue naercs KOHKPETHOMY IOJApa3efieHUI0, €r0 HauMEHOBAHUE IHILETCS
MOJTHOCTBIO, B CKOOKAaX yKa3bIBalOTCS (paMuiIMs U MHHULMAIBl PYKOBOJIUTENS MOApPA3JEIEeHUs B
MMEHUTEIBHOM najexe. Hanpumep:

1. YuaeOHo-meroamueckomy otneny (damumus M.0.) k 01.11.2017
MOJATOTOBUTh M TPEICTABUTh HAa YTBEPXKICHHE IUIAH Y4eOHO-METOIUYECKOM
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pabotsl Ha 2018 rog.

Eciu mopydenue naercsi KOHKPETHOMY HCHOJHHUTENIO, €ro JOJDKHOCTh W (aMuiins
yKa3bIBaloTCs 0e3 ckoOOK B JjaTesibHOM najexe. Hanpumep:

3. 'maBHomy Oyxrantepy (®amunus 1M.0.) noaAroTroBUTh U MpeacTaBUTh
Ha PacCMOTPEHHUE U YTBEPKACHHE CMETY KOMaHIMPOBOYHBIX pacxo10B Ha 2018
rox B cpok 10 30.11.2017.

[IpenmucriBaeMoe JEWCTBHE BBIpakaeTCs TIJIAroJioM B HeompezeneHHoi ¢opme. He
JIOTIyCKAeTCA  YIMOTPEOJATh HEKOHKPETHBIE BBIPAXKECHUS THUIA «YCHWIHTBY, «YCKOPHUTHY,
«o0ecrneunTh B KpaTyaiiime CpoKm».

Ecnu oqHOMY HMCIIOIHUTENIO0 HEOOXOAUMO TTOPYYHUTh HECKOJIBKO PA3HbIX 33JaHUM C OJJHUM
CPOKOM BBITIOJIHEHHS, OTBETCTBEHHBIN HUCIIOJIHUTED U CPOK MCITOJIHEHHS YKa3bIBAIOTCS OJMH Pa3
B OCHOBHOM ITYHKTE, a MOPYYEHHUS BBIICISIIOTCS B OTJEIbHbIE MOANYHKTHI. Ecnu y mopydeHui
pa3Hble CPOKHM MWCIIOJIHEHHUs, CPOKM YKa3bIBalOTCS HE B OCHOBHOM IIYHKTE€, a B KaXIOM
MOJITYHKTE.

Cpok MCIIOJIHEHHS JOJDKEH OBITh peajbHbIM, COOTBETCTBOBATh O0BEMY MPEIOIaraeMbIX
pabot. Ilpu ycTaHOBIEHHH CpOKa CIEIyeT YYUTHIBATH BpeMs JIOBEACHHUS JOKYMEHTa 0
KOHKPETHBIX HUCIIOJIHUTENIEH.

CpOoK UCIIOJIHEHHS B MIYHKTaX PacHopsIUTEIbHON YaCTU PACTIOPSKEHUS HE YKa3bIBACTCS B
ClIy4asx, €CIM JEHUCTBUS HOCSIT PEryJIApHBIA XapaKTep M UX BBINOJHEHUE NPEANUCHIBACTCS Ha
BECb MEpHOJ ACHCTBUS pacnopsikeHus. KoanyecTBO HUCHONHUTENEW MO KaXIOMy IyHKTY
(monmyHKTy) He orpaHuyuBaeTcs. OTBETCTBEHHBIN UCTIOJHUTENb YKa3bIBAETCS IIEPBHIM.

Ecnu pacnopsikeHHe OTMEHSET MOJHOCThIO MJIM YaCTUYHO paHee W3JAaHHBIE JOKYMEHTHI
10 TOMY K€ BOIIPOCY, TO B IMIPEAINOCIECIHEM MyHKTE PACIOPSKEHNUS HEOOXO0AUMO UX MEPEUUCIIUTh
C YKa3aHMEM HAaMMEHOBaHUs JIOKYMEHTA, €r0 JaThl, HOMEpA, 3arojoBka. Hanmpumep:

4. Tlpu3HaTh yTpaTUBIIMM CHIy pacnopsbkeHust oT 5 aBrycra 2010 r. Ne
175 «O0 yTBepkIeHINH DKCIEPTHOW KOMUCCUU OPTaHU3ALIAN.

[TocnenHuil MyHKT paclopsKEHUs - MyHKT O KOHTPOJIE, B HEM YKa3bIBAKOTCS JOJKHOCTD
JUIa, OTBETCTBEHHOI'O 32 WCIIOJIHEHUE JIOKYMEHTAa B IEJIOM, €ro (GaMuius W WHUIUATIBIL.
Hampuwmep:

4. KoHTpOJIb 32 UCTIOJIHEHUEM PACIOPSKEHHS BO3JIaraeTCsl Ha TUPEKTOpa
damvmmua U.0.

B oTnenpHBIX ciiyyasx pyKOBOJIMTENb OPraHU3aIMi MOXKET OCTaBUTh KOHTPOJIb 3a CO00i:
KoHTpoIb 3a HCIIOTHEHNEM NPUKa3a OCTABIIAIO 32 COOOM.

3.24. He BkIOYaeTcss B TEKCT paclopsukeHUs NyHKT «PacnopspkeHne JOBECTH 10
CBECHHUA ...».

JIOJDKHOCTHBIE JIMIA, JIO CBEJIEHUS KOTOPBIX HEOOXOJUMO JOBECTU pPACIOPSIKEHHE,
NEPEUNCISIOTCS B yKazaresne (JINCTE, CIIUCKE) PACCBUIKU, KOTOPBIA FOTOBUTCS HUCIIOJHUTEIEM U
MOKET 0(OPMIIATHCS HA OOOPOTHOM CTOPOHE MOCIIEIHErO JINCTA IPUKA3a.

3.25. B pacnopsikeHUsl HE 10Ty CKaeTCsl:

- W3MEHEHUE paHEE YCTAHOBJEHHBIX CPOKOB BBINOJIHEHMS 33JaHUil B CTOPOHY HX
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YBEIINYCHUS,

- IPUMEHEHNE TPOU3BOJIbHBIX COKPAICHUI WM UCKa)KEHNE HAMMEHOBAHUMN CTPYKTYPHBIX
MOJIpa3IeICHUd OpraHu3aluii, TOJBEJOMCTBEHHBIX OpPTraHU3aLMNH-UCTIOITHUTENIEH;

- IPUMEHEHUE MPOU3BOJIBHBIX (HE OOILIETPUHSTHIX) TEXHUYECKUX U APYTUX TEPMHUHOB,
COKpAILICHHBIX CJIOB 1 HAUMEHOBAHUH.

3.26. [lpy HAIMYMKU TIPUIIOKEHUM B TEKCTE PACIOPSIKEHUS B COOTBETCTBYIOIIMX MyHKTaX
pacnopsaUTENIbHOM YacTH JArOTCA OTCBUIKM: ... (mpuiioxkeHue Ne 1); ... (mpunoxenue Ne 2); ...
«COTJIaCHO MPUIIOKECHUIOY», HA TIPUIIOKEHUN 0OPMIISIETCSI OTMETKA O TIPHIIOKEHUU

IIpunoxxenue Ne 1

K pacnopsokeHuto CYeTHOW — manathl
MYHHUIUIAIBHOTO OKpyra
Kpacnoypansck

or 12.11.2017 Ne 215

W3panue BMecTe ¢ pacnopsbKeHHEM MPUIIOKEHUM, He YIOMSHYTBIX B TEKCTE JOKYMEHTA,
HE JIONyCKaeTCsl.

Eciu 1oKyMeHT, YTBEpXIACHHBINH paclopsiKEeHUEM, BIIOCIEICTBUU JCHCTBYET B BHUIE
CaMOCTOSITEIbHOTO JOKYMEHTa, Ha MEpPBOM JIUCT€ JOKYMEHTa B BEpPXHEM IMPAaBOM YIIy
npocTaBisieTcs Tpud yTBepkaeHus (Mpu HEOOXOAUMOCTH, - C YKa3aHHUEM HOMepa MPUII0KEHUS),
Harnpumep:

NHucTpykums YTBEPX/EHA
pacnopsbkeHueM CyeTHOM nanarsl
MYHULIAIIAJIBHOTO OKpyra

Kpacnoypanbck
ot 22.01.2017 Ne 5

3.27. PacnopsikeHHe MOINCHIBAETCS PYKOBOIUTEIIEM.

3.28. Komum pacnopsskeHM pacChUIalOTCS B COOTBETCTBHHM C yKaszarejaeM (JIMCTOM,
CIIMCKOM) PacCBhUIKH.

3.29. [leATenbHOCTh TIO COBMECTHOM BBIpAOOTKE pEIIEHUNM Ha 3acelaHUsIX COBETOB,
KOMHCCHH, COBEIIAHUAX 0(POPMIISETCS MPOTOKOJIAMM.

[Iporokon cocraBnsgercs Ha OCHOBAHMHM JUKTO(POHHBIX (PYKONMHUCHBIX) 3alHCE,
MIPOU3BEICHHBIX BO BpEMs 3acelaHus, MPEJCTABICHHBIX TE3HUCOB JIOKJIAI0B U BBICTYIUICHUH,
CIIPABOK, MPOEKTOB pelIeHUH (IOCTaHOBJICHUN).

[IpoTokon odopmiisieTcss B TEUCHHE OAHOTO - TPEX JHEH IMOcje MPOBEICHHS 3acelaHus,
€CJIM CPOKH €0 MOJATOTOBKHU HE OTOBOPEHBI 0C000.

3.30. PexBusuramu ImpoTOKOJIA SIBJISIFOTCS: HAUMEHOBAHME OpraHU3allii, HAaMMEHOBAHUE
BHJIa JIOKYMEHTA, 3arojloBOK K TEKCTy, JlaTa M MECTO 3aceIaHMs, PETUCTPAIMOHHBIA HOMEP
MPOTOKOJIA, TEKCT, MOIHUCH.

3.31. 3aroj0BOK K TEKCTY IIPOTOKOJIa OTBEYAET HA BOIIPOC «UYETr0?» U COACPKUT yKa3aHUE
MOAPa3ACIICHHs WM OpTraHa, IeITeIbHOCTh KOTOPOTO MPOTOKoaupyercs. Hanpumep:

MIPOTOKOJ 3aceqaHusl aTTECTAllMOHHON KOMUCCUU

MPOTOKOJI 3aCEIaHKs] HAyYHO-METOANYECKON KOMUCCUH.

JlaTtoii mpoTokoa sBJisieTCd AaTa 3acenaHus. Ecim 3acegaHue mpoaoIKaeTcsi HECKOJIbKO
JTHEW, YKa3bIBa€TCs JaTa Hayaja 3aceaHusl U 4epe3 TUPE - JaTta okoHuaHus: 12 - 13 mas 2018 r.

3.32. TekcT mpOTOKOJIa JIOJDKEH COCTOSATh M3 JBYX 4acTeil: BBOJHONW M OCHOBHOH. B
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BBOJIHOM YacCTH MPOTOKOJIA yKa3bIBalOTCS (aMuiInu mpeacenatens (mpenacenarelbCTBYIONIETO);
cekpetaps; (aMUIIMM YYaCTHUKOB, MPUCYTCTBYIOIIMX Ha 3aCEAaHMM; JIMII, MPUTIIAIIEHHBIX Ha
3ace/laHue; IOBECTKA JIHS.

Ecnn xonmruecTBO MPUCYTCTBYIOIIMX HA 3aCEAaHWU MPEBBIMIAET 15 4enoBEK, B BBOJHOU
YacTH MPOTOKOJIA JEJIaeTCs CChUIKA Ha CIHUCOK, SIBJISIOUINIICS HEOThEMJIEMON YacThIO MPOTOKOJIA.
Hanpumep:

[IpucyrcrBoBanu: 25 yen. (CIUCOK MPUIIATaeTCs ).

BBogHass wyacTe mOpoOTOKOJIA 3aKAaHUYMBAETCS IMOBECTKOW JHS, COJEpKaIled NepeyeHb
paccMaTpuUBaeMbIX BOIPOCOB, MEPEUHCICHHBIX B TMOPAIKE HMX OOCYXKIEHUS C YyKa3aHUEM
JOKJIaguhKa [0 KaXIOMy pacCMaTpuBaeMOMY BoIlpocy. Bompocbl MOBECTKHM — JHS
bOPMYITHPYIOTCS C IPEITIOTOM «0» («00»), IIeYaTArOTCSl OT TPAHMIIBI JICBOTO TIOJIS U HyMEPYIOTCS
apaOCKkUMH LU(paMu.

B ocHOBHOIT yacTu npoTokoja GUKCUPYETCS XOJ1 3aCEIaHusl.

3.33. IlonHBIi TPOTOKOJI CONEP>KUT 3aMUCh TOTO, YTO MPOUCXOAWIO BO BPEMS 3acedaHMsl,
BKJIIOYasl BOIIPOCHI K JOKJIATYUKY, OTBEThl Ha HUX, BBICTYIUIEHUS B X0/l 00CYX/IE€HUS BOIPOCA,
PE3yNbTAThI TOJIOCOBAHMS 110 BOMIPOCY M MpUHSATHIE pemieHus. Obpasen odhopmiieHHs TPOTOKOJIA
(mpunoxenue Ne 4).

Kpatkue npotokonsl BeayTcs MpU pacCMOTPEHUH BOIIPOCOB ONEPATUBHOIO Xapakrepa. B
KpaTKOM MPOTOKOJIE (PUKCHUpYETCS TeMa OOCYyXKIeHHs, (aMuius AOKIag4uKa MO BOMPOCY U
MIPUHSTHIE PEILICHHUS.

3.34. OcHOBHasi 4acThb IOJHOIO IPOTOKOJIA COCTOMT M3 pa3JIeloB, IOCBSIIECHHBIX
BOIIPpOCAM  MOBECTKM JHSA. XOJA PACCMOTPEHMsS] KaXKIOr0 BONpOCa 3alUChIBaeTCsl B
nociaenosarenpHocTu: CJIVIITAJIN - BBICTYIINJIN - PEINJIN.

[TocraHoBneHnue (peiieHre) B TEKCT MPOTOKOJIA BHOCUTCS IIOJIHOCTbIO B TOM
dbopMynHpoBKe, KOTOpasi Obula MPUHSATA HA 3aC€JaHUM; PU HEOOXOJUMOCTH MPHUBOJATCS UTOTU
rOJIOCOBaHUSA: «3a - ..., IPOTUB - ..., BO3AEPKAIOCH - ...».

3.35. TIporokou 3acenanus MOAMMUCHIBAETCS TpencenaTesieM (IpeceaaTebCTBYIONUM) U
CeKpeTapeM 3aceiaHusi, eciu nHoe He ycTtaHoBiieHo JIHA.

3.36. Ilpu HEoOXOOUMOCTH KOIMUU MPOTOKOJOB WM BBINUCKKM W3 MPOTOKOJIOB
pacchlIalOTCs 3aMHTEPECOBAHHBIM JIMIIAM B 3JIEKTPOHHOM BHUJE B COOTBETCTBUHU C YyKazaTelem
PaCCBUIKH.

B Bhimucke U3 mpoOTOKOJIa JOJKHBI BOCHPOU3BOJIUTHCA BCE PEKBU3UTHI 3aroJIOBOYHOU
4acTH MPOTOKOJIA, BBOJAHAS YacTh, BONPOC MOBECTKHU AHS, MO KOTOPOMY T'OTOBUTCSI BBIITUCKA, U
TEKCT, OTpaXaroIuii 00CYKACHHE BOPOCa U MPUHATOE PELICHHE.

3.37. JenoBoe (ciay:keOHO0€) MUCHMO (Jajiee- MUChbMO) TOTOBUTCS Ha OnaHke nuchMma. [Ipu
COCTaBJICHUU MHUCEM O(DOPMIISIOTCS PEKBU3UTHI: aJlpecar, 3arojoBOK K TEKCTY, TEKCT, MOAMKCH,
OTMETKa 00 HCIOJIHWUTEJNE, B HEOOXOAUMBIX CiIy4asX - OTMeTKa o mnpuioxeHuu. OOpaszeln
o opMIICHHS IETTOBOTO (CAY)KeOHOTr0) muckMa (Tipuitoskenue Ne 5).

3.38. Ecam nuceMo sBIseTCS OTBETOM Ha TNOCTYNMBUIMI 3ampoc WKW MpochOy,
3aIOHSETCS] PEKBU3UT «CChUIKA HA PErUCTPALlMOHHBIA HOMEP U ATy MOCTYMUBIIETO MTUChMaY.

HanMeHoBanue BuIa MOKyMeHTa («IHMCBMO») M Pa3HOBHUIHOCTh NHUChMa (HAmpHUMep,
«Ipoch0a», «MHPOPMAITMOHHOEY», «COMTPOBOTUTEIIBEHOEY, «3aMPOC, KHATTOMUHAHKNE) B JICITOBBIX
(ciy»)eOHBIX) TUChbMaX HE YKa3bIBAIOTCS.

Ecnu nucbMo HampasisieTcst aapecaTy Mo AJIEKTPOHHOM MoYTe Wi 1o dakcy 0e3 JOChUIKU
[0 TIOYTE, BMECTO IOYTOBOIO aJpeca yKa3bIBAECTCA aJpec 3JIEKTPOHHOM IOYTHI WM HOMEP
TenedoHa-paxca.

3.39. JlenoBoe (city:keOHOE) MUCHMO JIOJKHO OBITh MOCBSIIEHO OJHOMY Bompocy. Ecnu
HEOOXOAMMO OOpaTUThCSI B OpPraHU3alMI0 OJHOBPEMEHHO 110 HECKOJIBKHMM BOIIPOCAM,
PEKOMEHAYETCSI COCTaBUTh OTAEIBHOE MUCHbMO IO KaXKI0MY U3 HUX.
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[TucbMoO MOKeET KacaTbCs HECKOIBKUX BOIPOCOB, €CIM OHU B3aMMOCBSI3aHBI.

3.40. B onHOM mHcbMe He AODKHO OBITH Oosiee YeThIpeX aJpecaToB, MPU 3TOM OCHOBHOM
ajipecaT yKa3bIBaeTCs MEePBbIM, OCTAIBHBIM aJpecaTaM MMCbMO HAMPaBIISETCs JJI CBEJICHUSI.

[Ipn HE0OXOAMMOCTH HAMpPaBUTh MUCHMO OOJIBIIEMY KOJHUYECTBY aJpecaToB, TOTOBUTCS
CIIMCOK PACChUIKH, U MHChMa PacChUIAIOTCS MO CIHUCKY.

3.41. Tlpu cocTaBieHUM [EJIOBBIX MHCEM HCIOIB3YETCS BCTYNMUTEIHLHOE OOpalieHue |
3aKJIIOYHUTENbHAS ATHKETHAs dpasa.

3.42. TekcT nucpMa U3naraercs:

- or l-ro uMuma MHOXECTBEHHOIO 4YHCia («IPOCHUM ...», «IpeiaraeM ...»,
«HATIOMHUHAEM ...»);

- OT 3-r0 JMIa E€JUHCTBEHHOrO 4Yucia («IPEANpPUSITHE CUYUTAECT BO3MOXHBIM ...)»,
«MHCTUTYT HE PacrojaraeT BO3MOXHOCTBIO ...»);

- oT 1-ro nMIIa €TUHCTBEHHOTO 4Hucia («IPOUIy ...», «Ipeiiaraio ...»), €Cld MHUCbMO
odopMIISIETCS Ha TOJDKHOCTHOM OJIaHKeE.

3.43. Ecnu mpoekT AenoBoro (cinykeOHOro) muchmMa HampaBisieTCs ajpecaTy IO IodTe,
MPOEKT TOTOBUTCS B JIBYX SK3EMIUISIpax: OJUH 3K3eMIULIp odopMisieTcss Ha OaHke, BTOPOU
AK3EMILISP, MpeTHA3HAYCHHBIN /ISl BA3UPOBAHMSI) - HA CTAHJIAPTHBIX JIUCTaX Oymaru.

JlemoBoe (ciy>xe0HOe) MUCHMO JI0 TPEACTABICHHS Ha TOIIMUCH TOJDKHO OBITH COTJIACOBAHO
(3aBH3HUPOBAHO) CO BCEMU 3aMHTEPECOBAHHBIMH JIMIIAMH.

3.44. JlenoBoe (cimyxeOHOE) MUCHMO TMOAMKUCHIBACTCS PYKOBOAHUTENIEM OpPTaHMU3aIluU WU
WHBIM YIIOJTHOMOYECHHBIM UM JuioM. [loanmucanHoe nenoBoe (Ciry)eOHOe) MUCHMO TOJJICKUT
pPErucTpaIi 1 OTIPaBKE.

He nomyckaercs oTnpaBiaTh agpecaraM MUCbMa, HE UMEIOIIKE JaThl U PETUCTPALIMOHHOTO
HOMepa.

3.45. Ilocne moamucaHusi MHCbMA M €ro0 PETMCTPALMM JK3EMIUIAP NUCbMa C BU3AMH
3aMHTEPECOBAHHBIX JIUI TOMEIIAETCS B JEINO.

3.46. AKTBI COCTaBJISIIOTCSI HA OCHOBE YyTBEPXKAECHHBIX OpraHamMu  BJIAcTH
YHUDUITUPOBAHHBIX (OPM WM B CBOOOTHOM (hopMe B LIEISAX MOATBEPKIACHUS (hAKTOB, CBI3aHHBIX
C JAesTeIbHOCThI0 opranu3anun. O0paser] opopmiieHus akta (mpuioxenue Ne 6).

3.47. Ilpu cocTaBiIeHUH aKTOB UCTIOIB3YIOTCS PEKBUZHTHI:

- HAMMEHOBAHWE OpraHU3allnu;

- HAUMEHOBAHUE BHUJIA IOKYMEHTA,

- 1aTa TIOKyMEHTAa;

- PETUCTPAIIMOHHBIN HOMEP JTOKYMEHTA;

- MECTO COCTaBJIEHUS JOKYMEHTA;

- 3ar0JIOBOK K TEKCTY;

- TIO/MHKCh.

3.48. JlaToit akTa SIBIIICTCS AaTa COCTABIICHUS aKTa U MOAMUCAHUS €0 COCTABUTEIISIMH.

Eciu Qopmoil akta npeaycMOTpPEHO €ro yTBEp)KJIEHHUE PYKOBOJMTEIEM OpraHU3aluu,
JATOW aKTa SBIIAETCA JaTa €ro YTBEPKICHUSI.

3.49. B BBOJHOI YacTH aKTa B UMEHUTEIHLHOM Ma/ieKe YKa3bIBAIOTCS:

- OCHOBAHHME COCTaBJIEHUS aKTa (JIOKAJIbHbII HOPMATUBHBIM AaKT; PACIOPSAUTEIbHBIN
JIOKYMEHT oOpraHu3anuu (mpukas, pachopspkeHue); (akT Wik CcOOBITHE, TOCITYXKHUBIIIEE
OCHOBAaHHEM JIJIsl COCTaBJICHUS aKTa);

- COCTaBUTENM akra (mepeuucisaoress nocie cioBa «CocTaBleH» € yKa3aHUEM
JOJDKHOCTEW, HAaUMEHOBAHUI OpraHu3aluii, €clii COCTABUTENN SIBISIOTCS MPEACTaBUTEISIMU
JIpyroi opraHu3anuu, GpaMuiInil © HHUIIUAJIOB).

Ecnu akT coctaBieH koMuccHel, IEpBOi yKa3bIBaeTCs (paMUIIHs peaceaaTesnss KOMUCCUH,
3aT€M 4JICHOB KOMHUCCHUU B aa()aBUTHOM TOPSJIKE.
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3.50. B TekcTe aKTa M3JIararoTcs LEIH U 33aJa4d COCTABJICHUS aKTa, CYIIHOCTh, XapaKTep,
METO/Ibl M CPOKH IPOIEJIaHHOM paboThl, €€ PE3yIbTaThI.

[Tpu HEOOXOAMMOCTH aKT MOKET COIEPKATh BHIBOJIbI U PEKOMEH/IAIIHH.

B 3axirounTenbHOM 4acTH akTa yKa3bIBAIOTCA KOJIMYECTBO MOJITOTOBICHHBIX IK3EMILISIPOB
aKTa ¥ MECTOHAXOXJCHUE KaXKI0Tro 3K3eMIULsipa. KolmnmuecTBo 3K3eMIUISIPOB aKTa OMpeAesieTCs
KOJIMYECTBOM CTOpPOH, 3aMHTEPECOBAHHBIX B €ro COCTABJICHUU, WIHM HOPMATHUBHBIMU
TpeOOBaHUSAMH, PETIAMEHTUPYIONUMHU COCTABIIEHNE aKTOB KOHKPETHOM Pa3HOBUIHOCTH.

3.51. Dx3eMIuIsippl aKTa TMOJINUCHIBAIOTCS BCEMH YJE€HAMU KOMHCCHUHU (€CIId aKT
COCTAaBIISICS. KOMUCCHEHN) WM COCTaBUTEISIMU M, TIPU HEOOXOJUMOCTH, MPUCYTCTBOBABIINMU
JTUIAMHU.

[Ipy noamucanuu akrta mnpeacenaTelIeM U UWICHAMH KOMHUCCHM HaWUMEHOBAHUSA UX
JIOJDKHOCTEN HE YKa3bIBAIOTCS.

Oco0oe MHEHHE COCTaBUTENS aKTa W3JIaraeTcsl Ha OTAEIbLHOM JIUCTE, MOAMHUCHIBACTCS U
MpUJIaraeTcs K akry.

3.52. Ecin 3akoHOnaTenscTBoM Poccuiickont denepanuu MpeaycMOTPEHO O3HAKOMIICHUE
C COJIep’)KaHHEM aKTa JIUI, YIIOMSHYTBIX B aKTe, MOJ MOJAMUCH, HA TOCIEAHEN CTpaHUIE aKTa
MIPOCTABJIISIETCS. O3HAKOMUTENbHAsA BU3a «C aKkTOM O3HAKOMJIEH(BI)», MPHU 3TOM YKa3bIBAIOTCS
HAUMEHOBAHUS JIOJDKHOCTEH, JIMYHBIC TTOAMUCH, PACIIU(POBKA TOAIKUCEH, AaThl 03HAKOMIICHHSI.
Jlnna, KOTOpbIE 3HAKOMSITCS C COACPKAHUEM aKTa, UMEIOT MPaBO HE COTJIACUTHCS C COJIeP)KAaHUEM
aKTa B 1IEJIOM WJIH €r0 OTACIbHBIMHU MOJIOKEHHUSIMHU, YTO JOJDKHO OBITh 3a(pUKCUPOBAHO TMPHU
03HAKOMJICHUU C aKTOM.

3.53. CayxeOHasi  3alHMCKa HCIOJB3YyeTCS [UIsl ONEPATUBHOTO HH(OPMAIIMIOHHOTO
obmena. O6pazer; oopMIIeHHS CITY)KeOHOU 3anucku (iprtoxeHus Ne 7).

3.54. O0s3aTeNbHBIMU PEKBU3UTAMHU CITYKEOHOM 3aMUCKU SBISIOTCS:, HAUMEHOBAHHUE BUJA
JIOKyMeHTa (ci1y>ke0Has 3amucKa), 1aTa, 3aroJiIoBOK K TEKCTY, afpecar, TEKCT, MOJIIUCH.

3.55. llpu aapecoBaHuM CIyKEOHBIX 3allMUCOK YKa3bIBAIOTCS B JIATEJIbHOM MaJexke
JOJKHOCTD JIUI[a, KOTOPOMY aJIpECOBaH IOKYMEHT, (pamuiivs u nHuImansl. Hanpumep:

[Ipencenarento CueTHOM MagaThl
MYHUIHUIAIBHOTO OKpyTa
Kpacnoypanbck

damummug 1.0.

I'nasa 4. Ilognucanue (yrBep:kaeHue) NPOEKTOB JOKYMEHTOB

4.1. JlIokyMeHTBI, U3/1aBaeMbl€ OT UMEHHU OpraHU3aL1H, IOJIUCHIBAIOTCS PYKOBOAUTEIIEM.

4.2. OTnenbHBIE BUBI BHYTPEHHUX JIOKYMEHTOB (Ci1y>kKeOHBIE, 00BSICHUTEIbHBIE 3aIIUCKH)
Ha UMS PYKOBOJIUTEINS IOJMUCHIBAIOTCS UCIIOJIHUTEIIEM (COCTAaBUTENIEM), €CIIU pa3pelaeMble Mpu
HTOM BOIIPOCHI HE BBIXOJAT 3a IIPENEIBI €r0 KOMIIETEHIUH.

4.3. TlognuceiBaercs, Kak IPaBWIO, OJMWH 3K3eMIUIIp AOKyMeHTa. [Ipum HampaBineHuun
NUChMa WJIM BHYTPEHHETO WH(OPMAIMOHHO-CIIPABOYHOTO JTOKYMEHTa HECKOJIBKHM aJpecaram
(He OoJiee YeThIpeX) MOMUCHIBACTCS KaXK bl OTIPABIISIEMBIN AK3EMILIAP JOKYMEHTA.

4.4. YTBEp)KACHUE TOKYMEHTA IIPOU3BOJUTCS:

- HEMOCPEICTBEHHO PYKOBOAMUTEIEM - MPOCTABICHHEM COOCTBEHHOPYYHOU MOJIMUCH B
rpude yTBEepKIECHUS;

- pacniopsbxkeHueM KOHTposIbHOTrO oprasa.

4.5. YTBepx’AaroTCs MpaBuia, MOJIOKEHNS, HHCTPYKIMH, PETIAMEHTBI, HEKOTOPHIE BHJIbI
aKTOB, IUIAHBI, MPOTPaMMbl M JpPyTrW€ JTOKYMEHTBI, YCTAHABIWBAIONINE HOPMBI H/HJIH
paccuMTaHHblE Ha JJIMTelIbHOe TNpuMeHeHue. [lepedyeHb yTBep)K/1aeMbIX JOKYMEHTOB
(mpunoxenue Ne 8).
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4.6. Iloamuch pyKOBOJIMTENS] OpraHM3alUMU Ha JOKYMEHTaX, TpeOyrolux 0cod0oro
YAOCTOBEPEHHUS UX MOIJIMHHOCTH, & TAKXKE HAa KONUAX JOKYMEHTOB U BBINMCKAX U3 JOKYMEHTOB
3aBepseTcs nevarpro. [lepeueHb JOKYMEHTOB, 3aBEpPSAEMBIX [1€YaThI0 OpraHU3aluu (MPUI0KEeHNE

Ne 9).

I'naBa 5. Opranusanusi J0KyMeHT0000pOTA

5.1. IokyMeHTOOO0POT BKIIIOUAET BCIO MOCJICIOBATEIILHOCTh TIEPEMEIIEHUIN JTOKYMEHTOB,
a TaKXe Oolepaluu, COBEpIIaeMbIe C JOKYMEHTAaMU B TPOLIECCE WX CO3JAaHUS M HUCIIOTHEHUS
(monyuyeHue, OTIpaBKa, MpeABAPUTEIBLHOE PACCMOTPEHUE, PETrUcTpalus, paccCMOTPEeHUE
PYKOBOJUTEIIEM).

5.2. llens opraHu3anuu JOKYMEHTOOOOPOTa - OOECIEYCHHE CBOCBPEMEHHOTO TPHUHSITHS
YIpaBIECHYECKUX pEHIeHUH M WX MCHOJHEHHsS. 3ajada JIOKYMEHTOOOOpOTa - OpraHu30BaTh
JIBIJKEHHE JIOKYMEHTOB 110 HAaUMEHEE KOPOTKOMY IyTH C MUHUMAJbHBIMHU 3aTpaTaMH TpyJAa U
BPEMEHH.

5.3. Opranuzanus JT0KyMEHTO000pOTa OCHOBBIBAETCSI HA IPUHITUIIAX

- LICHTpAJIM3aluy ONEPALil IO IPUEMY U OTIPABKE TIOKYMEHTOB;

- pacrmpeneneHusi JOKYMEHTOB Ha JOKYMEHTOIIOTOKH, MMEIOIINE OJIMHAKOBBINA MapuIpyT
(MapuIpyTH3aLysa JOKYMEHTOB);

- OPTaHU3alHH NPEIBAPUTEILHOIO PACCMOTPEHUS BXOAAIIMNX JOKYMEHTOB;

- UCKIIOYEHHUs] BO3BPATHBIX JBI)KEHHMH JOKYMEHTa, HE OOYCJIOBJICHHBIX JEJIOBOM
HEOOXO0IMMOCTBIO;

- OJTHOKPATHOCTH PETUCTPALIUU TOKYMEHTOB.

5.4. B 1oxyMeHTOOO0pOTE OpraHU3alUU BBIACISIOTCS IOKYMEHTOIIOTOKHU:

- BXoJsiue (MoCTyNnarume) 10KyMEHTHI;

- ucxopsuue (OTIpaBIIeMbI€) JOKYMEHTHI;

- BHYTPEHHHE IOKYMEHTBI.

B cocraBe BXOIAIIUX U UCXOJAIINUX JOKYMEHTOB BbLACIISIIOTCSA:

- IOKYMEHTBI OpTraHOB rOCYJIAPCTBEHHOMW BJIACTH, OPraHOB MECTHOT'O CaMOYTIPABJICHHUS;

- IOKYMEHTBI U3 TOCYIapCTBEHHBIX U HETOCYJaPCTBEHHBIX OpraHU3aIIHii;

- 3anpocsl aenytaroB Jlymel ropoackoro okpyra KpacHoypanabCk M OpraHoB MECTHOTO
caMOyTpaBJICHUS;

- 0OpalIeHus rpaxkJiaH;

- IpyTry€ rpymnibl JOKyMEHTOB.

5.5. JlocTtaBka M OTHpaBKa JOKYMEHTOB B OPraHU3alMUd OCYUIECTBIISIIOTCS CPEACTBAMU
MOYTOBOM, pPa3IUYHBIMU BUIAMHU DJEKTPOCBs3u (TenerpadHas, TtenedoHHAs, >SJICKTPOHHAS
1ovTa).

5.6. B opranu3zanuio A0CTaBISIETCS KOPPECTIOHICHIIUS B BUJIE€ MHCEM, IOUYTOBBIX KapTOUEK,
OaHmeposiell W TMaKeToB, NEYATHBIX W3JIaHUN, TelerpamMm, (akcorpamm, TeneGOHOTpaMM,
ANIEKTPOHHBIX JOKYMEHTOB U AJICKTPOHHBIX KOMUM IOKYMEHTOB.

5.7. IlpueM OOKYMEHTOB OCYUIECTBISETCS PYKOBOJMTENIEM OpraHu3auuu. J[OKyMEeHTHI,
MOJIyYeHHbIE PA0OTHUKAMH OT JIPYTUX OpraHU3allUid, TaKXKe TMepPeAaroTCsl PYKOBOJUTEIIO
OpraHu3alluy JJI PETUCTPAIH W/WIIN yYeTa.

5.8. Bce moctynuBIIME B OpraHM3alMi0 JOKYMEHTHI MOAJIekKAaT MEPBUYHON 00paboTKe,
BKJIFOYAIOLLIEH:

- MPOBEPKY MPABUWILHOCTU JOCTABKH JIOKYMEHTOB;

- IPOBEPKY LIEJTOCTHOCTH YIAKOBKH (KOHBEPTOB, TAKETOB);

- BCKPBITHE YNAKOBKH (32 UCKIIOYEHHUEM KOHBEPTOB, IMAKETOB C MOMETKOW «JIMUHO» U
rpadamMu OrpaHUYCHHS TOCTYIIA K TOKYMEHTY);

- MPOBEPKY LETOCTHOCTH BXOISAIUX TOKYMEHTOB, BKIIFOUAs MPUITOKCHUS;



27

- YHAYTOKCHUE KOHBEPTOB, ITAKETOB WIH YIIAKOBKH;

- IPOCTABJICHWE OTMETKH O MOCTYIUIEHUH JTOKYMEHTA B OpraHU3aluIo.

5.9. Omub0YHO JIOCTaBJICHHBIE JOKYMEHTBI IE€PECBHUIAIOTCA IO HAa3HAYEHUIO WM
BO3BPAIAIOTCA  OTHPABUTEN0. JIOKYMEHTBHI, NOCTYNHBIIME B NOBPEXKICHHOW YIIAKOBKE,
IIPOBEPSIOTCS HA LIEJIOCTHOCTD, B TOM YHCJIE HA HATNYNE MEXaHUYECKUX ITOBPEKICHUN.

[TouroBble oOTMpaBiIEHUs, HECTaHAAPTHBIE MO Becy, pasMepy, Qopme, uMeEroIUe
HEPOBHOCTH MO OOKaM, 3aKJEEHHbIE JMIKOW JEHTOM, HMMEIOIIME CTPaHHbIM 3amax, LBET,
MIPEATIONIOKUTENBHO UMEIOIIME BJIOKECHMS, HE XapaKTEpPHBIE NI ITOYTOBBIX OTIIPABIICHHM, HE
BCKpbIBatOTCA. O TOJIyYEHUU TMOAO3PUTENBHOTO IIOYTOBOIO OTHPABJIECHUS JOKJIAIbIBACTCS
PYKOBOIUTENIO OpraHU3aLuu.

5.10. Ilpum mnoOCTymJIEHMHM BXOJAIIEro JOKYMEHTa B IIOBPEXIECHHON YIIaKOBKE,
MOBPEKJIECHUU JOKYMEHTa, NMPU OTCYTCTBUM B KOHBepTe (IakeTe) JOKYMEHTa, ero 4acTh WIIU
MPUIOKEHUM K HEMY, a TAKXKE MPU OTCYTCTBUU MOJINUCU HA BXOJAILIEM IOKYMEHTE COCTABISAETCS
aKT B JIBYX OK3EMIUIIpax Ha OyMa)XHOM HOCHUTENE, TMOAMKUCHIBAEMBIN NBYMS paOOTHUKAMHU
OpraHH3aluu.

OauH HK3eMIUISIp aKTa BMECTE€ C BXOSIIMM JIOKYMEHTOM U €ro IPHIOXKEHUSIMHU
IIepEeNacTCs Ha IMPEIBAPUTEIBHOE PACCMOTPEHUE M PETUCTpalUI0, BTOPOM DK3EMIUIAP aKTa
BBICBUIAETCS OTIIPABUTEIIIO.

5.11. KonBepThl, MakeTbl WIM YINAKOBKA COXPAHSIOTCSA W NPWIATAlOTCA K BXOASIINM
JIOKYMEHTaM B CIIy4asix:

- €CJIA TOJIBKO 110 HUM MOKHO YCTaHOBUTBH OTIIPABUTENIS WU AATy OTIPABJICHUS;

- €CJIM BXOJSIIMM JOKYMEHT IMOCTYyNWJ IO3)KE YKa3aHHOIO B TEKCTE TOKYMEHTa CpOKa
VCIIOJTHEHUS WJIU AaThl MEPOIIPUSTHS;

- IpH OOJIBIIIOM PACXOKJICHUH MEXIY JaTaMH MOANNUCAHUS U MOJIy4YeHHUS TOKyMEHTOB.

[Tocne 3aBepiieHus paboOThI C JOKYMEHTOM KOHBEPT BMECTE C JOKYMEHTOM IOMEIAETCs
Ha XpaHEHUE B JEJO.

5.12.  TlepBuuHas 00pabOTKa  BJIEKTPOHHBIX  JIOKYMEHTOB,  IOJyYE€HHBIX IO
UH(POPMAIIMOHHO-TEIEKOMMYHUKAIIMOHHBIM KaHaIaM CBSI3U OT APYTUX OpPTaHU3alluil U Tpa)iaH,
JIOJIKHA COOTBETCTBOBATH TEXHOJIOTMH PAOOTHI ¢ BXOAAIIUMU JOKYMEHTAMHU.

5.13. TlepBuunas o00paboTka JIOKYMEHTOB 3aBEpIIaeTCs UX pacHpeeiIeHHeM
(COpTHpPOBKOI) Ha pPETUCTPUPYEMBIE M HeperucTpupyemble. llepedeHb HEPErUCTPUPYEMbIX
BXOAIIMX JTOKyMEHTOB (mpmioxkenue Ne 10). K gokymeHTaMm, He MOJJIEKAIIUM PETUCTPAIIUU,
OTHOCATCS JIOKYMEHTBI, He TpeOylolMe HCIOJIHEHUS W He cojepkaume uHpopmam,
UCIIOJIb3YEMOH B CIIPABOYHBIX LIEIIAX.

5.14. Peructpauusi BXOJAIIMX JOKYMEHTOB OCYILECTBIISIETCS HE3aBUCUMO OT crocola Mx
JIOCTaBKH OJIMH pas3.

5.15. Perucrtpanus BXOASIIMX JOKYMEHTOB OCYIIECTBISETCA B I€Hb UX MOCTYIICHUS WU
Ha CIEAYIOUIM paboumii JeHb MPHU MOCTYIJICHMH JOKYMEHTOB B KOHIIE PaOOyero JHA W B
Hepabouee BpeMs.

Peructpanus oOpaleHuil TpaxkiaH OCYIIECTBIAETCS B TEUEHUE TpeX JHEW C MOMEHTa
HOCTYIUICHUs 00paleHust, B cOoTBeTcTBUU ¢ DepepanbHbIM 3akoHOM OT 2 Mast 2006 roga Ne 59-
@3 «O nopsiaAKe paccMOTpeHust oOpateHui rpaxkiad B Poccuiickoit @eneparum.

5.16. CBeneHusi O TOCTYNUBIIEM JOKYMEHTE BHOCSATCS B JKYPHAJ PpPerucTpaunuu
BXOASALIEH M HCXOAALUEeH KOPpPEeCHOHJEHLHUH, a IOCTYIHUBIIEMY IOKYMEHTY IIPUCBAWBACTCS
PETUCTPAallMOHHBIM HOMEp B nucTe «Bxoasimasi koppecnongeHums». OOpaszen odopmueHus
JKypHaja perucTpaldyd BXOJdAIed M HMCXOojsiield KoppecnoHaeHumu (mpuioxkenue — Ne 11).
Jlonyckaercs BeieHUE )KypHaja B AJIEKTPOHHOM BUJIE.

PerncrpannoHHBII HOMEp BXOIAILLErO0 JOKYMEHTa COCTOMT M3 IOPSAIKOBOIO HOMEpa
JIOKYMEHTa B Ipejesiax KaJleHIapHOro roja, KOTOPbIM MOXKET ObITh TOMOJHEH HU(PPOBBIMU WIH
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OyKBEHHO-LM(POBBIMU KOJAMU (MHIEKCAMH).

5.17. Ha Bcex 3aperucTpupOBaHHBIX JOKYMEHTax, 3a MCKIOYCHHEM JIOKyMEHTOB,
HNOCTYNUBIIUX B (OpME 3JIEKTPOHHBIX JTOKYMEHTOB, IPOCTABJISIOTCS OTMETKH O IOCTYIUIEHUU
JOKYMEHTa B OpraHm3aiuio. B OTMEeTKe O MOCTYIUIGHHH JOKyMeHTa (UKCHUPYIOTCS Jara
NOCTYIUICHUs (MpU HEOOXOAMMOCTH - BpeMsl NOCTYIUIEHHMSI B YacaX W MHUHYTax) W BXOMSILUN
PETUCTPALMOHHBII HOMEpP JTOKYMEHTA.

5.18. PaccMoTpeHne TOKyMEHTOB PYKOBOAMTEIEM OCYLIECTBIISIETCS B J€Hb INOCTYIUICHHUS
JIOKYMEHTOB WJIM Ha CIeAYIOIUi pabounii 1eHb, €CJIM JOKYMEHTHI IOCTYIIMJIM B KOHLIE pabo4ero
JHSL.

5.19. PesynpraThl = pacCMOTpPEHMs]  JOKYMEHTa  pPYKOBOJIUTEIEM  OpraHU3aluH,
oG OpMIISIOTCS B BUE PE3OITIOLINH.

5.20. TIpm OymakHOM JOKYMEHTOOOOPOTE TOJJIMHHUKH BXOISAIIUX JOKYMEHTOB
HAIPABJISIFOTCS B J€J10, UCIIOJIHUTEIAM NIEPENAI0TCS KOITUU JOKYMEHTA.

5.21. HUcxopdumme JOOKYMEHTHI, NOJANHUCAHHBIE DPYKOBOIMUTENIEM, PETUCTPUPYIOTCS B
AJIEKTPOHHOM JKypHaje pEerucTpalud BXOSAIIEH W HUCXOASIIEH KOPPECHOHACHLIMH, B JIUCTE
«Hcxoasimasi KOppecnoHAeHIH.

5.22. Peructpauus UCXOASIINX JOKYMEHTOB OCYLIECTBIISIETCS B ACHb MOJNMCAHUS WM HA
CIeAYIOIIHNI pabounii €Hb, €CIU JIOKYMEHTHI ObLIM MOJIMUCAHBI B KOHIIE paboyero JAHS WU B
Hepabouee BpeMs.

5.23. Ilepen peructpauyeid HUCXOJAIIMX JOKYMEHTOB PpPYKOBOAMTENb OpraHU3alUuu
IpOBEPsIET NPAaBUIBHOCTH O(OPMIICHHA AOKYMEHTOB (B TOM YHCIIE HATUYKME TOJIHCEH, BU3,
NPaBWIBHOCTh HANMCAHUA aJpPECcOB), a TakKe YKa3aHHBIX B MCXOISAIIMX JOKyMEHTax
IIPWIOKEHUM, COOTBETCTBHE KOJIMYECTBA IK3EMIUIAPOB KOJHWYECTBY aJpPECATOB IO yKa3aTellro
PaCChUIKH, HAIMYHE OTMETKH 00 MCTIOJTHHUTETIE.

5.24. PeructpanimOHHbIA HOMEP UCXOMISIIETO JOKYMEHTA COCTOUT U3 MOPSAKOBOrO HOMEpa
JIOKYMEHTA B IIpeeIIax KaJeHI1apHoro roja.

Jlata peructpauiuy M pErucTPalMOHHBIA HOMEDP MPOCTABIISIIOTCS HA OTIPABISIEMOM
JIOKYMEHTE, a TaKXKe Ha 2 3K3EMIUIIPE HUCXOMAILIEro JOKYMEHTa, OCTAOILErocs B JIEie.

5.25. Ucxopsamuil TOKYMEHT, IOANMCAHHBIN PYKOBOAUTENEM, NIEPENACTCS HA OTIPABKY, 2
HK3EMIUISIP JOKYMEHTa Ha OyMa)KHOM HOCHUTEJE C BU3aMU [TOMEILIAETCS B JIEJI0 B COOTBETCTBHUHU C
HOMEHKJIATyPOU JeIl.

5.26. B 3aBHCHMOCTH OT COJEPKAHUS WU CPOYHOCTH JOKYMEHTBI, OTIpPaBISEMBIC W3
OpraHu3aluy, JOCTaBJIAIOTCA agpecaraM CPeACTBAMM IOYTOBOM, KCIIPECC-TIOYTOM, MEPENAtOTCs
M0 KaHaJIaM JJIEKTPOCBS3U ((pakcuMuUiIbHAs CBsI3b, Teaerpad, TenedoH, SeKTPOHHAS 110YTa).

O0paboTka KOPPECTIOHAEHIMN IS OTMPABKHA TIOYTOBOH CBS3BI0 OCYIIECTBISIETCS B
coorBercTBuH ¢ [IpaBramu Ne 382.

5.27. JlokymMeHTBI, HE€ HMEIOIIME aAPECHOM YacTH, NPUHUMAKOTCSI Ha OTIPABKY C
CONPOBOJIUTEIBHBIMU [TUCbMaMHU.

HenpaBuibHO opopMiIeHHbIE JOKYMEHTBI U KOPPECTIOHJEHIUSI HECITyKEOHOT0 Xapakrepa
K OTIPaBKE HE MPUHUMAIOTCS U BO3BPALAIOTCS UCIIOJIHUTENIO.

JIOKyMEHTBI, MOJUIeKaIINe OTIpPaBKe, JOJKHBI 00padaThIBaThCS U OTHPABIATHCS B JIEHB
UX MOAMUCAHMS U PErUCTPAallMy WK Ha CJIEyIOUINi pabouunii 1eHb.

5.28. IlpoxoxxeHrEe BHYTPEHHUX JOKYMEHTOB Ha 3Tarax MX MOJrOTOBKU U O(hOpMIICHMS
JIOJKHO COOTBETCTBOBATh MPOXOXKACHUIO UCXOAAIIMX JOKYMEHTOB, @ Ha 3Tale HCIOIHEHMS -
BXOJALIUX JIOKYMEHTOB.

5.29. IlognucaHHBIE PACHOPSIKEHUS PETUCTPUPYIOTCS PYKOBOJWTENIEM OpraHU3aluu B
JKypHaJle perucrpanuu pacnopsizkeHuii CYeTHOH mnajJaTbl MYHHMIMIAJIBHOIO OKpyra
Kpacnoypaasbck. IIpu perucrpanum pactopsskeHus JeNATCs Ha JBE TPYMNIIbL:

- pacnopsiKeHUsI MO OCHOBHOM JeSITeJIbHOCTH;



29

- pacnopsDKEHUs 0 JIMYHOMY COCTaBY.

OOpazeny odopmiieHusl KypHajla perucrpanuy pacnopsbkeHuil  CdeTHOM —manaTsl
MYHHUIUMTIATILHOTO oKpyra KpacHoypaiibek (mipuioskenue Ne 12).

PacnopskeHHsIM 110 OCHOBHOM [JEATEIBHOCTH M JIMYHOMY COCTaBy IIPUCBAaUBAIOTCS
NOPSAJKOBBIE HOMEpa (MO0 KaXKJI0M Tpynmne JOKYMEHTOB OTAENIbHO) B MpeJeNax KalleHJapHOIo
roja.

5.30. IlogIMHHUKK PaCMOPSKEHUN MO MECTY WX peructpauuu (GOpMHUpPYIOTCS B jeja B
COOTBETCTBHH C HOMEHKJIATYpPOH €]l OpraHU3aLUN.

Konun pacnopskeHMi paccbUIarOTCSl UCIIOHUTENSAM M UHBIM 3aMHTEPECOBAaHHBIM JIMLIAM
B DJIEKTPOHHOU (hopMe Win Ha OyMa)KHOM HOCHUTEJIE B COOTBETCTBHUHU C YKA3aTeJIeM PACCHUIKH.

I'naBa 6. KoHTpO/1b HCIIO/THEHNSI JOKYMEHTOB (IIOPY4Y€eHUI)

6.1. KoHTponp HCHIOJHEHUS JIOKYMEHTOB (IOpy4YeHMiI) Beaercs B LEIIX UX
CBOEBPEMEHHOT'O U KAUE€CTBEHHOI'O UCIIOJHEHUSI.

6.2. KoHTponb HCHOJHEHUS JOKYMEHTOB (IIOpPY4YEHHI) BeAeTcs pyKOBOAUTEIEM
OpPraHM3alUU - HCIOJHEHMsI TOKYMEHTOB (IIOpYYEHHI) MO CYyIIECTBY M CPOKOB MCIIOJIHEHUS
JIOKYMEHTOB (IIOpYYEHHUIA).

6.3. PacniopsurenbHble TOKYMEHTBI, POTOKOJIBI 3aceJaHui (COBEILaHMIT), Co/lepKaIIe
NIOPYYEHHUsI C KOHKPETHBIMHM CPOKAMM MCIIOJHEHHUS, CTaBATCA HA KOHTPOJIb IO KaXIOMy
NOPYYEHHUIO OTAEIBHO.

6.4. KoHTpOJIb CPOKOB UCIIOTHEHHSI IOKYMEHTOB (ITOPYYEHHMIA) BKIIFOYAET B CEOS:

- IOCTAHOBKY JIOKYMEHTOB (ITOPY4EHHMI1) HA KOHTPOJIb;

- IPOBEPKY CBOEBPEMEHHOCTH JI0BEACHUS JOKYMEHTOB (IIOPYUYEHHI) 10 UCTIOJIHUTEIEH;

- TPEIBApUTENIBHYIO IPOBEPKY U PpEryJUpOBaHHE XOJAa HCIOJHEHUS JIOKyMEHTOB
(mopyuenwuii);

- CHSITHE C KOHTPOJIS JOKYMEHTOB (TOpy4EHUil);

- yueT, 000011IeHre U aHAJIN3 PE3YJIbTAaTOB X0/a UCIIOJHEHUS JOKYMEHTOB (TIOpYUYEeHH);

- MHPOPMHUPOBAHHE PYKOBOIUTENS O XOJ€ HCIOIHEHHUS TOKYMEHTOB (NMOPYYCHHH) H
COCTOSIHUU UCTIOJTHUTENBCKOM TUCUUTIINHBI.

6.5. CpoKH UCIIOJTHEHUSI TOKYMEHTOB (IIOPYUYEHHI) UCUUCIISIFOTCS B KAJIEHAAPHBIX THSX.

Ecnu mocnenHuii 1eHb CpOKa HCIIONHEHMSI JIOKyMEHTa (MOpy4YeHHUs) NPUXOJIUTCS Ha
Hepabouuid J€Hb, TO JOKYMEHT MOJICKUT HCIIOTHEHHUIO B OJMMKANUIIMN CIEIYIOMUNA 3a HUM
pabouuii IeHb.

CpoKH UCTIOTHEHUSI IOKYMEHTOB (ITOpY4YEHUIl) YCTaHABIUBAIOTCS PyKOBOJUTENIEM, UCXOIS
U3 CPOKa, YCTaHOBJIEHHOTO OpraHU3alyeill, HANpaBUBIIEH JOKYMEHT, CPOKOB YCTaHOBJIEHHBIX
BHyTpeHHUMH JIHA nin cpokoB, yCTaHOBJIEHHBIX 3aKOHOAATENILCTBOM Pocculickoit denepanun.

6.6 JlokyMeHTHI (MOpy4eHuUs1) MOAJIEKAT UCTIOTHEHUIO B CIIEYIOIINE CPOKU:

- ¢ KOHKPETHOM 1aTOW HUCIIOJIHEHUS - B YKa3aHHBIN CPOK;

- 0e3 yKa3aHusi KOHKPETHOH JaThbl MCIOJIHEHHUS, UMEIOIUE B TEKCTE MOMETKY «BEChbMa
CPOYHO» - B TEUEHHUE OJTHOTO JHsI, «<CPOYHO» - B 3-AHEBHBINA CPOK; «ONEPATUBHO» - B 10-1HEBHBIN
CPOK; OCTaJIbHBIE - B CPOK He Oonee 30 mHel;

- 10 oOpaieHusiM rpaxaaH - 30 AHe# co JHS perucTpaiuu.

6.7. IIpMOCTaHOBUTH UCIIOJIHEHUE JTOKYMEHTA (IIOPY4YEHUs), a TAKXKE OTMEHUTh €r0 MOXKET
PYKOBOJIUTENbD.

6.8. B 1mensix CBOEBPEMEHHOrO MWCIIOJHEHMSI JOKYMEHTOB, NOpyYeHUU (yKa3zaHui),
MOCTABJICHHBIX Ha KOHTPOJb, PYKOBOAMTENb OpraHU3aldd MpPOBEpPSET CBOEBPEMEHHOCTH
JIOBEJICHUS! IOKYMEHTA (ITOPYYEHUs1) 10 UCTIOTHUTEIIS.

6.9. Eciin cpok HCIONHEHMS JOKYMEHTa (IIOPY4YEeHMs) IPEBBIIIAET OJUH MECSL], B LIEIAX
o0OecrieyeHUs]  CBOEBPEMEHHOI'O  HUCIOJHEHUs  JOKyMEHTa  (MOpy4YeHHus)  MNpPOBOAMUTCA
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NpeBAPUTENbHBIA KOHTPOJIb W HANOMHUHAHHUS MCIOJHUTENISAM O MPUOIMKEHUH CPOKOB
WCIIOTHEHUS JOKYMEHTOB (TTOpy4YeHUi).

6.10. IlpenBaputenbHbI KOHTPOJIb OCYLIECTBISETCS B CJIEIYIOLIEM MOPSIKE:

- IOKYMEHTOB (IIOPYUYEHHUI ) MOCIEAYIOMIMX JIET - HE PEXKEe OJHOT0 pasa B TOJI;

- TOKYMEHTOB (IOpYYEHUI) MOCIHEAYIOMIUX MECSIEB TEKYIIEro roja - He pexe OAHOro
pa3a B MecHIl;

- JIOKYMEHTOB (IOpPYYEHHUI) TEKyILIEro Mecsia - 3a 5 JHEeH 10 HCTEUEHHs] CpOKa
VCIIOJIHEHUS.

6.11. Tlpu HEOOXOAMMOCTH HM3MEHEHUS CpPOKa HCIOJHEHMSI JOKYMEHTa (MOpYy4eHHs)
OTBETCTBEHHBIN UCIOJHUTENb 00s3aH NPECTABUTh HA UMsI PyKOBOJUTEIS, JABIIETO MOPYUYCHUE,
o0ocHOBaHME (CIyKEOHYIO 3allMCKY) O MPOJAJEHUU CPOKA C yKa3aHHEM NPUYUH NPOIJICHUS U
JIaThl UCTIOJIHEHUS.

OO0ocHOBaHUE MPOJUIEHUSI CPOKA MCIIOJIHEHUS JOKYMEHTa (MOpYy4eHHs1) JNOJDKHO ObITh
HaIPaBJICHO PYKOBOJUTENIO HE MO3JHEE, YEM I10 UCTEYEHUH JBYX TPETBUX CPOKA UCIOJHEHUS
JIOKyMEHTa (IOpY4EHHUS).

6.12. JlokymeHT (HOpydY€HHE) CUUTACTCS] WCIOJHEHHBIM, €CJIM TPUHSTHI PEHICHHS O
IIOCTABJIEHHBIM BOIPOCaM, IMOATOTOBIIEHBI COOTBETCTBYIOIINE TOKYMEHTBI, HAIIPABJICHA CIIpaBKa
00 MCIOJIHEHNHU B COOTBETCTBYIOILME OpPraHbl BIACTH (OpraHU3allii) WIH JaH OTBET IO CYLIECTBY
3aMHTEPECOBAHHBIM JIUIIAM.

Pemenne 00 wHcronHEHUMM JOKyMeHTa (HOpPY4YEHHs]) NPUHUMAET pPYKOBOJAUTEINbD,
MOCTABUBIINM TOKYMEHT (ITOPYUYEHHE) HA KOHTPOJIb.

Ha ucnonHeHHOM TOKyMEHTE MPOCTABIISIETCS OTMETKA O HANPaBICHUH TIOKYMEHTA B JIETIO.

6.13. JIokyMeHTHI (TOpy4YeHHUs), HE CHATBIE C KOHTPOJIS, a TAKXKE JOKYMEHTHI (MIOpYUYeHus),
CPOK HCIIOJIHEHMSI KOTOPBIX HE MPOJJIEH, CUUTAIOTCS HEUCIIOJHEHHBIMH.

6.14. PykoBoaurens OpraHu3ali aHAIM3UPYET COCTOSHHUE U PE3YyJIbTATHI MCIOJHECHMS
JIOKYMEHTOB (IIOPYYEHHUIT) U COCTOSTHUE UCTIOTHUTEIbCKOW TUCITUTUIMHBI.

I'naBa 7. Opranu3anusi padoThbl HCIIOJHUTEJIA C JOKYMEHTAMU

7.1. UcniomHUTENh MOJyYaeT TOKYMEHTHI Ha UCIIOJHEHHE B IEHb UX PACCMOTPEHUS WM Ha
cienyoumii pabounii JeHb B COOTBETCTBHM C PE3OJIONUSMU PYKOBOJIUTENS OpraHU3aIliH.
Cpounble JOKYMEHTBI IEPEAAIOTCS UCTIOTHUTEIIO HE3aMEeITUTENBHO.

7.2. UcnoiHEHWE TOKYMEHTA MPEyCMAaTPUBAET:

- cOop 1 aHaIU3 HEOOXOAMMOU HHGOPMAITUH;

- IOATOTOBKY MPOEKTA JIOKYMEHTa U ero 0(hopMIIeHHUE;

- COIJIACOBaHUE MPOEKTAa JOKYMEHTA C 3aMHTEPECOBAHHBIMHU JIUIIAMU;

- TopabOTKy MPOEKTa JOKYMEHTa IO 3aMEYaHMsIM, TIOJyYEeHHBIM B XOJI€ COTJIACOBAaHUS H,
pu HEOOXOAMMOCTH, - IOBTOPHOE COTJIACOBAHUE);

- MOATOTOBKY CIKCKa (yKa3aTessl) pacChUIKA JOKYMEHTA, €CIIM JOKYMEHT aJpecOBaH
IpyIIIe OpraHu3alni;

- IPE/ICTaBIIEHNE TPOEKTA JOKYMEHTA Ha MOANUCH (YTBEPHKIACHHUE) PYKOBOIUTEINIO;

- MIOJrOTOBKY JIOKYMEHTA K OTIPABKE U Mepeaavy KoUK IOKYMEHTa B JIEJIO.

7.3. Ilpn HampaBi€eHUHU JIOKYMEHTA HECKOJBKHM HCIOJHHUTENSIM OTBETCTBEHHBIM 32
MOJTOTOBKY MPOEKTA IOKyMEHTA SIBJISIETCS UCTIOHUTENb, YKa3aHHBIA B PE3OJIIOLIMK EPBBIM HIIN
0003HAaYEHHBIN B PE30JTIOIIUU KaK OTBETCTBEHHBIN HCTIOTHUTEIb.

7.4. OTBETCTBEHHBIN UCIOIHUTEIbL HMMEET IMPaBO JaBaThb MOPYUYEHUS OCTAIbHBIM
WCIIOJTHUTENSIM, TIPOBOAUTH pabouue COBEIIaHus AJis BbIPAaOOTKH COBMECTHOIO pemieHus. Bce
WCIIOJIHUTEHM B PABHOM CTENEHU OTBETCTBEHHBI 32 CBOEBPEMEHHOE M KAUE€CTBEHHOE UCIIOJHEHUE
MOPYYEHUsS U TMPEJCTABICHHE OTBETCTBEHHOMY HCIIOJIHUTENIO B YCTAHOBJIEHHBIE UM CPOKHU
HEOOXOUMBIX MaTepuasoB (MPOEKTOB JOKYMEHTOB, CHpaBokK). McmomHuTenn HE UMEIOT MpaBa
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NpPEACTaBIATh MPOEKThl JOKYMEHTOB  PYKOBOJMUTENIO, [JaBLUIEMY IOpPY4YEHHE, MHHYS
OTBETCTBEHHOI'O UCIIOJIHUTEIIS.

7.5. B ciayuae oTCyTCTBHS MCTIONMHHUTENS (KOMAHIUPOBKA, OTIYCK, 00JIE3Hb) JOKYMEHT IO
YKa3aHUIO PYKOBOAMTENS OpraHU3aluy NEPEeNaeTcsi APYroMy HCIOJHHUTEN0 € 00sA3aTelIbHbIM
BHECEHUEM M3MEHEHUI B PETHCTPALMOHHO-YUYETHYIO OpMYy.

7.6. Pe3ynbTaToM HMCIOIHEHUS TOKYMEHTA SIBJISIETCS MPOEKT JOKYMEHTA, OATOTOBICHHBII
UCTIOJTHUTEJIEM, CO BCEMH HEOOXOAWMBIMH NPUJIOKCHHUSIMH, HAIEYaTaHHBIM U O(QOPMIICHHBIA B
COOTBETCTBUU € IpaBuiiaMu MHCTpYKIMH.

JIOKyMEeHTBI, TipelHa3HaYeHHbIEC NI OTMPaBKH, OPOpPMIISIOTCS Ha OJIaHKE OpraHu3aIluu
YCTaHOBIIEHHON ¢opMbl. [l OTHpaBKM JAOKYMEHTOB, HE MMEIONIUX aJ[pECHOW 4YacTH,
COCTAaBJIIETCSA CONPOBOAUTENBLHOE MUCHMO.

Ha noxymeHT, pacchliaemblii 60jiee YeM B YEThIpE ajJipeca, UCHOJHUTENb TOTOBUT CIHCOK
pPAcChUIKM, OIpeeisieT KOJIMYECTBO HSK3EMIULIPOB JIOKYMEHTAa U IMOCJIE€ PErucTpauuu
o0ecrnieunBaeT U3roTOBICHHE HEOOXOAMMOTO KOJTMIECTBA KOTIHIA.

7.7. HWcnonuutenb (OTBETCTBEHHBIM  HMCIOJHUTENb) OpPraHU3yeT  COIJIaCOBaHUE
(BU3UpOBaHHE) MPOEKTa JOKYMEHTAa CO BCEMH 3aWHTEPECOBAHHBIMHU JIMIIAMH W TPOBOJUT
TOopabOTKy MPOEKTA M0 3aMeUYaHUSIM.

[Ipn Hamuuuu OOJIBLLIOTO KOJIMYECTBA 3aMEYaHWil 10 MpEeACTABICHUS JO0pa0OTaHHOTO
IIPOEKTa JOKYMEHTa Ha MOJINUCH PYKOBOIAUTEIK HCIIOJHUTENIb TOTOBUT CBOJAKY 3aMEyaHUU
(mpennoXKeHuit), B KOTOPOM yKa3bIBaeTCs: COJEpKaHUE 3aMeuaHusl (MIpeyIokKEeHNs), T0JIKHOCTb,
damunus nuna, JaBIIErO 3aMeYaHue, MPUHATO WM OTKIOHEHO 3aMedaHue (eciu 3amMedaHue
OTKJIOHEHO, - IPUYUHY OTKJIOHEHHUS).

7.8. Tlocne mopaGOTKM M MOBTOPHOTO BU3MPOBaHHUS (COTJIACOBAHMS) MPOEKT TOKyMEHTa
nepenaercs Ha nojnucanue (yrBepxkaeHue). Jlo mpexncraBieHus Ha MOJANUCH HMCIOJIHUTEIND
IpOBEPSET NPABWIBHOCTH O(GOPMIICHHSI JOKyMEHTa, MPaBUIBHOCTH OQOpPMIIEHHUS ajapecaTa,
HaJIM4Me HEOOXOIUMBIX BU3, NMPUJIOKEHUW, MPU HEOOXOIUMOCTH - CIPABOK, MOSICHUTEIbHBIX
3aIlUCOK, pa3bsCHIIOMIMX COJIEpKAHUE IOATOTOBJIEHHBIX JOKYMEHTOB, JIMCTa (yKa3aTels)
PaCCBLIKH.

7.9. TloanucaHHbId AOKYMEHT HCIOJHHUTENb NEPEAACT Uil PErUCTpaluyd U OTIPaBKHU
W/WJIH BKJIIOYEHHS B JIETIO.

B cooTBeTCTBUMM C HOMEHKIIATYPOU €I UCIIOJIHUTENb ONPEAEIIAET NHAEKC JENIa, B KOTOPOe
JIOJIKEH OBITh BKIIIOUYEH TIOKYMEHT.

7.10. B xozne ncnonaHeHus JOKyMEHTa UCIIOJIHUTENb UMEET MPaBo MpeajaraTb U3MEHEHUE
CpOKa HCIIOJIHEHMSI, €CIM OTCYTCTBYIOT peajbHbIE YCIOBUS HCIOJHEHUS JOKYMEHTa
(mopyueHnus), nenaTh INOMETKM Ha JOKYMEHTE O BPEMEHHM €ro IMOCTYIUIEHHs, O JaTax
MPOMEKYTOYHOTO KOHTpPOJIS, Tele(OHHBIX M MHUCbMEHHBIX 3ampocax, O JaTe M pe3ysbTare
OKOHYaTEJIbHOI0 UCIIOJIHEHHUSL.

7.11. UcnonHutens HE MMeEET IpaBa pas3riallarh COAEPKAHUE IMOCTYNHUBIIUX K HEMY
JIOKYMEHTOB W TOJTOTOBJIEHHBIX MPOEKTOB CIIyKEOHBIX JOKYMEHTOB, C HUMH MOTYT OBITb
03HAKOMJIEHBI TOJIBKO JIMIIA, UMEIOLE OTHOIICHUE K UX UCIIOJIHEHHUIO.

I'naBa 8. ®opmupoBaHue TOKYMEHTAJIbHOI0 ()OH/IA OPraHU3ALMHU

8.1. OnepaTuBHOE XpaHEHUE TOKYMEHTOB OpraHM3allvu, 10 NEepeayu UX Ha XpaHEHUE B
MYHHUIMIAIBHBIN apXUB WIM YHUUTOKEHHUE OCYILECTBISAETCS B OpraHU3allu.

8.2. B nenax xpaHeHMsl, IOMCKAa U UCIOJIb30BaHUS JOKYMEHThI Ha OyMa)XHOM HOCHUTEJE U
AJIEKTPOHHBIE TOKYMEHTHI (POPMUPYIOTCS B JieJla B COOTBETCTBUU C HOMEHKJIATYPOH el

Homenknatypa nen 3akperuisier KiaccuuKanuio (TPYHNIUPOBKY) HCHOJHEHHBIX
JIOKYMEHTOB B JieNa (2JEKTPOHHBIE JI€J1a), CUCTEMATU3aLMI0 M HHIEKCALUIO JAENl, CPOKH HX
XPaHEHHUS U SIBJISIETCS OCHOBHBIM YUETHBIM JJOKYMEHTOM.
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Homenknartypa nen sBiIleTCS OCHOBOM JJIsI COCTABJICHUS OIIMCEHW JIEN IOCTOSHHOTO,
BpeMeHHOro (cBbiiie 10 JeT) CpoKoB XpaHEHUs M O JIMYHOMY COCTaBY, aKTOB O BBIJCICHUH K
YHUYTOXKEHUIO JOKYMEHTOB C MCTEKIIMMHU CpPOKAMHM XpaHEHMs, a Takxke s ydera el
BpeMeHHBIX (10 10 JeT BKIIIOUUTENBHO) CPOKOB XPAHCHHUSI.

8.3. HomeHknaTypa Jen OpraHM3alli COCTABJSETCS HAa OCHOBE M3YYEHHUsI COCTaBa M
coJiep KaHMs TOKYMEHTOB, 00pa3ylouxcs B ASSITEIIbHOCTH OpPraHu3aliy, BKIIIOYas JOKYMEHTHI,
MOCTYMAIOLIUE U3 IPYTUX OpraHu3alui.

8.4. IIpu cocTaBiIeHHMH HOMEHKIIATYPBI €] CIEAYET PyKOBOACTBOBaThCsA llosoxenueM o
KoHTposbHOM Oprane, MITaTHBIM paclycaHuEeM, IUIAHAMH M OTYETaMHU O paboTe OpraHu3alli,
HOMEHKJIaTypoil nen 3a mpowemmuii ron, JIHA opranuzanuu, copepkallluMH CBEACHUS O
JTOKYMEHTaX, OOpa3ymoIuXCs B JEATEIbHOCTH OpraHU3allid, THUIOBBIMA W TPUMEPHBIMHU
HOMEHKJIaTypamMu jen (Ipu MX HaJW4Yuu), BEJOMCTBEHHBIMH W THUIOBBIMU TIEPEUYHIMU
JIOKYMEHTOB C YKa3aHUEM CPOKOB UX XPaHEHHS.

8.5. B HOMeHKaTypy Jen BKIIIOYAKOTCS BCE JOKYMEHTBI, OTpaXKaroIHMe JeATEIbHOCTb
OpraHu3allid W TOCTOSHHO WJIM BPEMEHHO JEHCTBYIOUIMX OPraHoB (KOMHCCUM, COBETOB,
KOMHUTETOB), B TOM YHUCJI€ JOKYMEHThl OTPaHMYEHHOTO JIOCTYIIA, PErHMCTPAIMOHHbIE U YUYETHBIC
KypHajibl W KapTOTEKH, B HEOOXOIUMBIX CIIy4asX - KOMUH JIOKYMEHTOB, €CIU KOIUs -
eIMHCTBEHHBIN IK3EMIUISIP JOKYMEHTa B OpPTaHU3allMH, a TaKXKe, €CIIM KOMHH HEOOXOIUMBI IS
OopraHu3aluu JesTENbHOCTU TojapasfeneHus. JJoKkyMeHTbl, co3JaHHbIe B 3JEKTPOHHON (opme,
BKJIFOYAIOTCSI B HOMEHKJIATYpy Jell MO TeM >K€ MpaBWiiaM, YTO W JOKYMEHThl Ha OyMaKHOM
HOCHTEJIE.

He BkitouaroTcs B HOMEHKJIATYpy J1e]1 IEpUOANYECKHUE U3/1aHus, KHUTH, OPOLLIOPHI.

8.6. HomeHnknatypa nen opraHu3aluy COCTABISE€TCS OTBETCTBEHHBIM HCIIOIHUTEIEM IO
dbopme, ycrtaHoBineHHO# [IpaBuimamu XpaHeHUs, KOMIUICKTOBAaHHS, yde€Ta W HCIIOIh30BAHUS
IoKyMeHTOB ApxuBHoro ¢onna Poccuiickoit ®@enepauun U Ipyrux apXMBHBIX JOKYMEHTOB B
OpraHax TOCYAapCTBEHHON BJAacTH, OpraHax MECTHOTO CAaMOYIIPABJICHUs, OPraHU3alusX,
yTBEpXKACHHBIMU TIpuKa3zoMm DenepanbHOro apxuBHoro arenrcrsa ot 31 urons 2023 roga Ne 77
(manee - [IpaBuna xpaHeHus).

CBojHasi HOMEHKJIaTypa JeJl COCTaBJsieTCs B IMOCJIEIHEM KBapTaje TEKyIIero rojaa Ha
MPEICTOSAIINN KaJE€HIAPHBIN O/,

8.7. HoMenknaTtypa aen opraHu3alliu MOJIUCHIBAETCS OTBETCTBEHHBIM CHEIUATUCTOM,
YTBEP)KIAETCS PYKOBOAMTEIEM OpraHM3alMd W OAMH pa3 B 5 JIeT MpeACTaBisieTcsl Ha
COTJIACOBAHME COOTBETCTBYIOLIEH IKCIEPTHO-IIPOBEPOYHON KOMUCCHUN YIIOJITHOMOYEHHOTO OpraHa
WCIIOJIHUTENBHOU BlIacTu cyobekTa Poccuiickoii denepannu B 00J1acTH apXUBHOTO jena (fanee -
OIIK apXuBHOrO Yy4YpexXIEHHUs) WIH TOCYJapCTBEHHOTO (MYHMIIMIAIBHOTO) apxuBa B
COOTBETCTBUM C TPEIOCTABICHHBIMH €My [IOJIHOMOYMUSMH B TOPSAKE, YCTaHOBJIECHHOM
[IpaBunamMu XpaHeHUs.

8.8. CornacoBanHasg c¢ coorBercTBytomer OIIK apxuBHOro yupexiaeHus WM
rOCYJapCTBEHHBIM (MYHHUIIMIIAIBLHBIM) apXWBOM B COOTBETCTBHUHU C MPEIOCTABICHHBIMU €MY
MIOJIHOMOYUSIMA HOMEHKJIATypa J1eJI IPY HAJIMYMY BHECEHHBIX U3MEHEHUH B KOHIIE KaXI0ro roja
YTOUHSIETCS, IMEpENeyaThbIBACTCA, YTBEPXKIAETCA PYKOBOJMUTENIEM OpraHU3allid U BBOJUTCS B
JIEMCTBHE C | SIHBaps NpenCTOSAIEr0 KaJIeHAAPHOIO roja.

8.9. llepBblil AK3eMIUISAP YTBEPKICHHOM HOMEHKIATypbl J€7 SBISETCA JTOKYMEHTOM
MIOCTOSIHHOTO XPaHEHWS W BKJIIOYAETCSd B HOMEHKJIATypy Jell, BTOPOM - TMepenaercs B
MYHULUNAIBHBIA apXUB B KaUE€CTBE YUYETHOTO JIOKYMEHTA, AJIEKTPOHHAsI KOMUS HOMEHKJIATYPbI
JIeJT OpTraHu3aliK, YTBEPKICHHON PyKOBOJAUTENIEM OpraHU3alluy, ePeaaeTCsd B MyHUIIMITATIbHBIH
apXyB, HCTOYHUKOM KOMIUIEKTOBAHHS KOTOPOTO SBJISIETCS OpraHU3alusl.

8.10. Homenknarypa [en OpraHu3alil CTPOUTCS MO (PYHKIIMOHAIBHOM CXeMe
(Ha3BaHUSAMU  pa3JeNOB HOMEHKJIATYphl JIed  SIBJISIIOTCS  HANpaBJICHUS  JI€ATEIbHOCTU
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OpraHu3aIum).

8.11. Bce 3aronoBku [en, BKJIIOYEHHbIE B HOMEHKJIATYpY [ied CTPYKTYPHOTO
nojipasienieHusi, uHAeKcupyTcs. Muaeke nena ykaswsiBaetcs B rpade | HOMEHKIATYpHI 1€l U
COCTOMT M3 HHJEKCa CTPYKTYpHOIO MOJpa3jiefieHus (Koja MOApa3iesieHuss B COOTBETCTBUM C
YTBEPKJAEHHOM CTPYKTYpOIl OpraHu3auy Wi KIacCU(PUKATOPOM CTPYKTYPHBIX MOJAPa3AeICHUN)
U TOPSIIKOBOTO HOMEpa Jejia B pas3fiesiec HOMEHKIATypbl nen. MHpaekcwl nen 0003HayaroTcs
apabckumu nudpamu. Hanpumep: 01-05, rae:

01 - xox CTPYKTYpHOTO MOAPA3AEICHUS;

05 - mopsAKOBBINM HOMED JeNa B pa3jiesie HOMEHKIATYPhI JIe.

Jlena 1o BompocaM, HEpa3pelIeHHBIM B TEUEHUE OJHOI0 Toja, SABIIIOTCS
«MEepPeXOIAIIMMI» U BHOCATCS B HOMEHKJIATYpy J€N CIEAYIOUIEro rojia ¢ TeM K€ HMHIEKCOM.
PekoMeHyeTcst coxpaHsaTh B HOMEHKJIATYype el OJUHAKOBbIE MHIEKCHI ISl OJHOPOAHBIX e,
BKJIFOUCHHBIX B Pa3HbIC pa3Jieibl.

Ecniu B TeueHue roja B JAEATEIBHOCTH OpraHu3alMM 00pa3yloTCsl JTOKYMEHTBI, HeE
NPeyCMOTPEHHBIE HOMEHKJIATYpOil J1eJ1, 3ar0J0BKM HOBBIX JI€J JAOIMOJHUTEIBHO BKJIIOYAIOTCS B
HOMEHKJIATypy JAel. B kaxmom pasnerne HOMEHKIATYphl el i BHOBb 3aBOAMMBIX [
[IpelyCMaTpUBAIOTCS pE3EPBHBIE HOMEPA.

8.12. 3aromoBok nema (rpada 2 HOMEHKIATYpHI JIel) JOJDKEH B 000OIICHHOW (opme
OTpa)kaThb OCHOBHOE COJIep>KaHHME U COCTaB JOKYMEHTOB neina. He momyckaercst ynoTtpebieHue B
3aroJIOBKe JieJla HEKOHKPETHBIX (JOPMYIIUPOBOK («pa3Hble MaTepUalbl», «00IIas mepernucka), a
TaK)Ke BBOJHBIX CJIOB M CJIOKHBIX CHHTAKCHYECKUX 00OPOTOB. 3aroIOBKH JI€1 MOTYT YTOUHATHCS
B T€UEHHE rojia B mpouecce GopMupoBaHus U 0HOpMIIEHHUS JEI.

3aroyioBOK Jena JIOJDKEH COCTOSITh W3 DJIEMEHTOB, pacIojlaraeéMbIX B CleayIouiei
MI0CJIEJOBATEILHOCTH::

a) Ha3BaHuUeE BUJA Jiena (Mepenucka, sKypHal, Aeji0) UiId BUuAa JOKyMEHTOB, BKIIOYEHHbIX B
Jieo (MMPOTOKOJIbI, MPUKA3hI);

0) HaMMEHOBAaHWE  OpraHU3allMM, CTPYKTYPHOTO  NOJApPA3/EICHUS, MOCTOSHHO
JIEUCTBYIOIIETO MM BPEMEHHOI'O OpraHa, JOJKHOCTHOTO JIUIA, CO3JaBIINX JOKYMEHT(bI);

B) HaMEHOBaHUE KOpPPECHOHJEHTa (OpraHu3aluy, JHia, KOTOPOMY aJpeCOBAHbI WU OT
KOTOPOTO MOJYYEHBI IOKYMEHTHI);

I') KpaTKoe CoJIepKaHue TOKYMEHTOB JI€Na;

1) Ha3BaHWE MECTHOCTH (TEPPUTOPHUH), C KOTOPOU CBS3aHO COACpP)KAaHHE JOKYMEHTOB
nena;

€) nara (repuon), K KOTOPbIM OTHOCSTCS] JOKYMEHTHI J1e1a;

) yKa3aHUE Ha KOMMUUHOCTh TIOKYMEHTOB JIefa.

8.13. Tlopsmok pacroioKeHUsi 3aroJIOBKOB e BHYTPH Pa3/IelioB HOMEHKIATYPHI el
OINPEEISIETCS CTENEHBIO BA)KHOCTH JIOKYMEHTOB, BKJIIOUEHHBIX B JIEJIA.

B Havane pazgena pacnonararoTcs 3aroJIOBKM JIeN, COJEpXKAIllUX YUYpeIUTeNbHbIE,
OpraHu3allMOHHO-TIPABOBBIE U  PACHOpPSIUTEIbHbIE JOKYMEHTBHI, 3aT€éM 3aroJIoBKM [,
COJIEp KaIllUX IUIAHOBBIE, OTYETHbIE, HH()OPMAIIMOHHO-aHATUTUYECKIE JTOKYMEHTBI, TOKYMEHTHI,
OTpa)karoUue AESITeIbHOCTh OpraHU3aluy, NEPENNUCKY, B KOHIIE pa3/iesia - PErUCTPAlMOHHBIE U
YUETHBIE JKypHAJIbl, KAPTOTEKH, Oa3bl JaHHBIX.

3aroJI0BKH J1€J1, COCTAaBJIEHHBIX 110 KOPPECIIOHACHTCKOMY U reorpaduieckoMy Mpu3HaKam,
BHOCSITCS B HOMEHKJIATYPY A€l 10 aipaBUTy KOPPECTOHAECHTOB WIIH TeorpaduiuecKnx Ha3BaHH.

B 3aronoBkax aen, coiepKamux JAOKYMEHTHI 10 OJHOMY BOIPOCY, HO HE CBA3aHHBIX
MOCIIE/IOBATENIbHOCTRIO pELICHUs] BOIpOCa, B KadyecTBe BUJA JieJa YHOTpeOseTcs TEepMUH
«JIOKyMEHTBI», @ B KOHIIE 3aroJioBKa B CKOOKaxX YKa3bIBAIOTCS HA3BaHUS BUJOB JOKYMEHTOB,
HauOoJee MpeACTaBlIEeHHBIX B Jene: «/{oKyMeHTbl O MpOBEACHMM COBEIAHWW M CEMUHApOB
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(mporpammBsl, CIIMCKH, JOKJIAJIbI)».

TepMuH «1OKyMEHTBD) IIPUMEHSETCS TaKXKE B 3ar0JIOBKAx J€Jl, COACPKAINUX TOKYMEHTbI-
INPWIOKEHUSI K KAKOMY-JIM0O TOKYMEHTY (BUAbI JOKYMEHTOB-IPUIIOKEHNUN HE TIEPEUUCIISIFOTCS):

- «JIoKyMEHTBI K ITPOTOKOJIaM 3aceaHuii HayqHO-TeXHUYECKOro COBETa;

- «IIpoTOKOABI TNPOU3BOACTBEHHBIX COBEIIAHWA IPU T'EHEPAIBHOM JUPEKTOPE U
JIOKYMEHTBI K HUM.

B 3aronoBkax nen, npenHa3sHA4eHHBIX Ui TPYNIIUPOBKU OJAHOTHUIIHBIX JTOKYMEHTOB, 3Ta
IpylIa JOKyYMEHTOB YKa3blBaeTCsd BO MHOXECTBEHHOM uuciue: «lIporokonsl 3acenanui
JUPEKLIA.

B 3aronoBkax jen, colepikamux MepernucKy, yKa3blBaeTcs, ¢ KEM M M0 KaKOMY BOIIPOCY
oHa Bezercs: «Ilepenucka ¢ 0O6pazoBaTeNbHBIMUA YUPEKACHUSIMU O MOBBIIICHUN KBATH(PUKAIIAN
PaOOTHHUKOBY.

B 3aronmoBkax gen, coaepXamMx IEPEeNucKy € OAHOPOJHBIMH KOPPECIOHAECHTAaMH,
NOCJIETHUE HE HAa3bIBAIOTCS, a YKa3blBaeTCsl MX BHJIOBOE HAa3BaHUE: «Ilepenucka ¢
(denepalbHBIMM ~ OpraHaMH  WCIOJHMUTEIBHOM BJIACTHM O 3aKIOYEHUH M HMCIIOJHEHUU
rOCy/IapCTBEHHBIX KOHTPAKTOBY.

B 3aronoBkax pnen, coiepXkallux IEpenucKy ¢ pPasHOPOAHBIMH KOPPECHOHIEHTAMHU,
nocienHue He nepeuucistores: «llepenycka o 3aKIIOYEHUH M UCIOJHEHHM TOCYIAapCTBEHHBIX
KOHTPAKTOB.

B 3aronioBke nena ykas3blBaeTCs KOHKPETHBIM KOPPECTIOHACHT, €CIIM IMepenucKka BeaeTcs
tosbKko ¢ HUM: «llepenucka ¢ OOO «I'opcBA3b» O MPEJOCTABICHUHN YCIYT CBS3W.

[Ipu o0o3HaYeHWUM B 3aroyioBKax el aJIMHHHCTPATUBHO-TCPPUTOPHAIBHBIX €IUHUIL
YYUTBIBACTCS CIEAYIOIICE:

- eClld COJAepXaHUE Jella KacaeTcsl HECKOJbKUX OJIHOPOAHBIX aJMUHUCTPATUBHO-
TEPPUTOPUATILHBIX €JIMHUII, B 3aroJIOBKE JieJla HE YKAa3bIBAIOTCA MX KOHKPETHBIC HAa3BaHUs, a
yKa3plBaeTcsa WX obOmiee BuIoBoe Ha3BaHue: «llepemucka ¢ yUpeKICHUSIMH KYJIbTYPBI
aJIMUHUCTPATUBHBIX OKPYTOB MOCKBBD».

- €CJIM COJIep KaHME JIeNia KacaeTcsl OAHOU aJIMUHUCTPATUBHO-TEPPUTOPHAILHON €TUHUIIBI
(HaceslleHHOrO MYHKTa), €€ (€ro) Ha3BaHUE yKa3bIBaeTCs B 3arosioBke jena: «llepemucka c
¢bunranom B MOCKOBCKOM 00J1acTH O MJIaHUPOBAHUU U OTYETHOCTUY.

B 3aronoBkax gein, comepxaniux MJIaHOBYIO WIM OTYETHYIO JOKYMEHTAIUIO, YKa3bIBACTCS
nepuo (Mecsiil, KBapTaj, roj) Ha (3a) KOTOpbIH COCTaBJIEHBI IJIaHbI (OTYETHI):

- «OTYETHI CTPYKTYPHBIX MojpazaencHuii 3a 2017 roay;

- «CTaTUCTUYECKHUI OTYET O YUCICHHOCTH, COCTaBe W JABMXKEHUH KaapoB 3a 2017 rox (.
Ne 27-rom)».

[Tpu bopMupoBaHuM Aena U3 HECKOJIBLKUX TOMOB (4acTeil), kpoMe 00IIero 3aroyioBka jena
Ipy  HEOOXOAMMOCTH COCTABJISIFOTCS  3aroJIOBKA KaXJIOTO ToMa (YacTd), YTOYHSIOIIHE
cojiep>KaHue TOMOB (JacTei) aena.

3aroJioBKH JIeJ MOTYT YTOUHSITHCS B Iipoliecce (opMHUpOBaHUS U OpOpMIICHUS JE.

8.14. T'pada 3 «KonmaecTBo nmem» 3amonHseTcsl M0 OKOHYAHWH KalieHAapHOTo rojaa. [lo
JIOCTHKEHUU JIeJIOM, BKJIIOYAIOIIUM JOKYMEHTHI BpeMeHHbIX (cBbilie 10 JI€T) U MOCTOSTHHOTO
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CPOKOB XpaHeHus, 00beMa B 250 NHCTOB, TOM 3aKpbIBA€TCSA U OTKPHIBAETCS HOBBIM TOM. B rpade
3 HOMEHKJATypbl €] IIOCIENOBATEIBHO YKa3bIBAIOTCSI HOMEPAa TOMOB M KpallHUE JaThl
JIOKYMEHTOB KaJ10r0 TOMa:

T. 1. 11.01.2017 -
30.06.2017

DONeKTpOHHbIE Jiela Ha ToMma (4acTH) He pas3fenstorcs. Bce aIeKTpoHHbIE JOKYMEHTHI,
HE3aBHUCUMO OT UX 00beMa, BKJIFOUAIOTCS B OJJHO AJIEKTPOHHOE JIEJI0.

8.15. B rpade 4 «Cpok xpaneHnus u Ne cTaThbu IO TEPEUHIO» YKA3bIBAIOTCS CPOKHU
XpaHeHus1 el M HOMepa crared B coorBercTBUM ¢ Ilpmkazom denepanbHOrO apXuBHOIO
arenrctBa oT 20 nekalOps 2019 roma Ne 236 «O6 yrtBepxkaeHuun IlepeuHss TUIIOBBIX
YIPABJIEHYECKUX APXUBHBIX JOKYMEHTOB, O00pa3yloIMXCcsi B HpOIEecce JAeATeIbHOCTH
roCyJapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CAMOYINPABJIECHUS M OpraHU3alui, ¢ yKa3aHUEM
CPOKOB UX XpaHEHUS»

8.16. B rpade 5 «IIpumedanney MpocTaBIsIOTCS OTMETKH O 3aBeACHUH JieT («3aBeeHo»),
o mnepexonsmux naenax (Hampumep, «llepexomsimmee ¢ 2016 roma»), O BBIACICHUH €T K
YHUUTOXXEHHIO, O JIMIaX, OTBETCTBEHHBIX 3a (hopMHpOBaHUE Jied, O Mepenade jAesl B APYTyIo
OpraHU3aluIo 175 TPOJAOTKEHUSI.

Ecim nemno ¢opmupyercs B WHGOPMAIMOHHON CHCTEME W BKIIOYAET SJIECKTPOHHBIE
TOKyMeHThI, B rpade «IIpumedanue» oTmedaercsi, 4TO €O BEIETCS B DJIEKTPOHHOM BHJE C
yKa3aHHeM HauMEHOBaHUS WH()OPMAIIMOHHON CHCTEMBI.

8.17. Ilo 3aBeplieHUH JEIOMPOU3BOACTBEHHOIO T'0Ja B KOHIIE HOMEHKIATYPHI €l B
KXKJIOM CTPYKTYPHOM MOJpa3/ieIeHUud O(POPMIIIETCSI UTOrOBasi 3alucCh, B KOTOPYIO BHOCSTCS
CBEJICHUS O KOJIMYECTBE 3aBE/ICHHBIX /i€ (TOMOB, YacTeil), OT/IEIbHO MOCTOSIHHOTO U BPEMEHHBIX
CPOKOB XpaHEHUs, BDEMEHHBIX CPOKOB XxpaHeHus ¢ oTMeTkoi «IITK» u nepexoasmux. Utorosas
3aMUCh JIOMOJIHSIETCS JTAHHBIMU O KOJMYECTBE SJEKTPOHHBIX JEJ COOTBETCTBYIOIIUX CPOKOB
XpaHEHUS.

8.18. [lema co nHs WX 3aBEIEHUs [0 Mepedayd B MYHUUUINAIbHBIA apXWB WIH J0
BBIJICJICHUS! MX K YHHUUYTOXKEHUIO IO HCTEUEHUU CPOKA XPAHEHUS XpaHATCA MO MECTy HX
dbopmMupoBaHusl.

Jleno cuurtaercs 3aBEICHHBIM C MOMEHTA BKJIIOUEHHMS B HErO0 MEPBOr0 HCIIOJIHEHHOTO
JIOKYMEHTA.

8.19. Ilpm dopmupoBaHum €1 Ha OyMaXHOM HOCHUTENIC JIOJDKHBI COOJIFOIAThCS
cIeAyroIIre o0Iue mpaBua;

- B JI€J0 IMOMELIAIOTCS MCIOJHEHHbIE JOKYMEHTBI, COOTBETCTBYIOIIHME [0 CBOEMY
COZICPKaHMIO 3ar0JIOBKY JIe€JIa [0 HOMEHKJIATyPE eIl

- IPUJIOKEHUS TTOMENIAIOTCSI BMECTE C OCHOBHBIMU JIOKYMEHTaMU;

- B J€JO0 BKJIKOYAKTCS JOKYMEHThl OJHOTO KAJICHIAPHOIO TO0/a, 3a HUCKIIOYEHUEM
NepexoIAIInX JeT,;

- JIOKYMEHTBI TOCTOSIHHOTO W BPEMEHHBIX CPOKOB XpaHEHHUsS TPYINIHUPYIOTCS B Jeia
pa3lieNbHO;

- B JI€JIO BKJIFOYAETCS IO OJJHOMY 3K3EMIUISIPY KaKI0TO JOKYMEHTA;

- (pakcorpaMMBbl, TeIErpaMMEbI, Tele(OHOTpaMMBbI IIOMEIIAIOTCS B JieJia C MEPEIHCKON Ha
00IIMX OCHOBAHHIX

- B JIEJIO TIOMEIIAIOTCA JOKYMEHTHI MPAaBUJIBHO U MOJHOCTHI0 0OPMIICHHBIE (JIOKYMEHTBI
JOJIKHBI UMETh JaTy, TOJIIUCH U IPyTrrue HE0OXOIMMbIE PEKBU3UTHI);
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- B JIeJI0 HE BKJIIOYAIOTCA JOKYMEHTHI, MOJUICKAIIUE BO3BpATy, JIMIIHUE 3K3EMIUISPBl U
YEPHOBHUKH (32 HCKITIOUEHUEM 0CO00 IIEHHBIX);

- o 00beMy JeNlo, BKJIIOYArolllee JTOKYMEHThl Ha OyMa)XHOM HOCHTEJE, He JOJKHO
npeBblaTh 250 TUCTOB, NMpH ToNIIMHE HE Oosiee 4 cM (TOJIIMHA JI€] CO CPOKaMU XPaHEHUs 10
10 net He nomxHa npesbiiaTh 10 cm). [Ipu mpeBbilieHUN JaHHOTO 00BEMa 3aBOJUTCS BTOPOU
ToM. [lpm HajMyuu B Jefe HECKOJbKMX TOMOB (4acTed) HMHJIEKC M 3aroJIoBOK Jena
MPOCTABJISIOTCS HA KAXI0M TOME ¢ 1o0aBieHueM ooo3HaueHuit: «T. 1», «T. 2».

JIOKyMEHTBI BHYTpPHU J€ja pacIoyiararoTcsi CHU3Y BBEPX B XPOHOJOTMYECKOM, BOIPOCHO-
JIOTUYECKOM MOCIIEI0BATENIBHOCTH WIHA UX COYETAHUH.

PacnopsinurenbHbple TOKyMEHTBHI TPYIIUPYIOTCS B Jieda 1O BUAAM M XPOHOJOTHHU C
OTHOCSALIUMUCS K HUM MPUWIOKEHUSIMU. JIOKYMEHTbI - OCHOBAaHMUS K PpacHopsIuTEIbHbIM
JIOKYMEHTaM BKJIFOUAIOTCSl B OTAEIBHOE JIETIO.

[IpoTokoinsl B Aeie pacrnoiaratoTcsi B XpOHOJIOTMYECKOM MOPSJIKE U [0 HOMEpaM.

JIOKyMeHTBl K 3acefaHusM (COBELIaHHSIM) IPYNIUPYIOTCS B OTAEIBHOE JEN0, Kak U
NPUIOKEHUSI K POTOKOJIAM, €ClI OHM cojiepkaT Oosiee 25 CTpaHHIL.

JIOKyMEHTBl K MNpPOTOKOJaM, €CIM OHH CrPYIIIMPOBaHbl B OTHEJIbHBIE JEJa,
CUCTEMATU3UPYIOTCSI BHYTPH JI€JIa O MOPSAJIKY HOMEPOB IIPOTOKOJIOB.

JlokanpHblE HOPMAaTUBHBIE AKThl, YTBEPKACHHBIC PACIOPSAIUTEIBHBIMU JOKYMEHTaMH,
ABIIAIOTCS IPUJIOKEHUSMHU K HUM U TPYIIUPYIOTCS BMECTE C YKa3aHHBIMU JIOKYMEHTaMHU.

PacnopsiskeHnst 10 OCHOBHOM JEATEIBHOCTH I'PYIIIMPYIOTCS OTAEIBHO OT PacCHOpsKEHUN
10 JINYHOMY COCTaBY.

Pacniopsikenus mo au4HOMY cocTaBy (OPMHUPYIOTCS B Jiejia B COOTBETCTBUU CO CPOKaAMU
XpaHEHUS.

JIOKYMEHTBHI B JINYHBIX J€JIaX pacloiaraloTcs Mo Mepe UX MOCTYIJICHUS.

[lepenncka rpynmupyercs B Jella MO TeMaTHKE W/WIM KOPPECHOHJEHTaM |
CUCTEMATU3UPYETCSA B XPOHOJIOTMUYECKOM MOCIIEI0BAaTENBHOCTH: IOKYMEHT-OTBET IIOMEILIAETCS 3a
JIOKYMEHTOM-TIpoch0oii  (3ampocom). Ilpu BO30OHOBIEHMHM MEPENHCKUA IO OINPEACICHHOMY
BOIIPOCY, HAYaBIICHCs B MPeAbIAYIEM TOAY, JOKYMEHThI BKJIIOYAIOTCS B JI€JI0 TEKYIIEro rojaa ¢
yKa3aHHUEM MHJIEKCa Jesa MPeabIAyIIEero rojaa.

8.20. Jlns obecriedeHHuss COXPAaHHOCTH, yuyeTa JOKYMEHTOB M Jel CTPYKTYPHOTO
NoJIpa3JelieHHs] U OpraHU3alMK JOCTyIa K HUM IIPOBOJAUTCS KOMILIEKC padoT:

- CO3/IaHME ONTUMAJIbHBIX YCJIOBHUI XPAaHEHHUsI IOKYMEHTOB U JIETT;

- pa3MeLIEHUE JIET;

- IPOBEPKA HAJIMYMS U COCTOSIHUS IOKYMEHTOB U JIE;

- co0MI0IeHNE TIOPSIAKA BBIAYH JICII.

8.21. [ena pa3memarT B pabouyumx KOMHATax B IIKadax, Ha CTeJUlakKax, YTOOBI
00ecneunTh UX COXPAaHHOCTh U 3aIIUTy OT BO3JCHCTBHS BpEAHBIX (DaKTOPOB.

Hena st uX ydera © OBICTPOro MOMCKA JIOJDKHBI PacIoyiaraThCsi BEPTHKAIBHO,
KOpeIlIKaMl Hapy>Ky M B COOTBETCTBUM C HOMEHKIATypoil nen. Ha kopemkax oOmoxexk aen
YKa3bIBAIOTCSI MHJIEKCHI M0 HOMEHKJIAType JeJ, MpU HEOoOXOAMMOCTH HOMEp TOMa Jiena, JaTy
nena. HomeHknaTypa en win BhIIMCKA U3 Hee MTOMEIAeTCsl Ha BHYTPEHHEN CTOpoHE mKada.

8.22. IlpoBepku HanuM4usi U COCTOSHUSA JOKYMEHTOB W 1€l B LEIAX YCTaHOBJIEHUS
(aKkTHUECKOro HaIM4Ms JIeJ1 JOJKHBI TPOBOAUTHCS OTBETCTBEHHBIM CIIELIUATMCTOM B CIyYasX:

- mepej nepegaye JOKYMEHTOB B MyHULIUIIAIbLHBINA apXUB;

- IpU MIepEMELLIEHUH JIET;

- IPY CMEHE OTBETCTBEHHOT'O CIELUAIIUCTA;

- IIPY pEOPraHU3aALNU U JIMKBUJALMU OPraHU3aL1H.

[IpoBepka HaM4YUs TPOBOAUTCS MYTEM CBEPKU CTaTE€ HOMEHKIATYpPBI J€J C ONUCAHUEM
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Jen Ha OOJOXKKe, a (U3NYECKOE COCTOSHUE [Nl OIpeAessieTcss MyTeM HUX BU3YalbHOIO
npocMoTpa. Bece oOHapykeHHbIEe HEIOCTATKU JOJIKHBI (PUKCUPOBATHCS B aKTe MPOBEPKU HAITUYUS
Y COCTOSIHUA JEIL.

8.23. B ciywae BbBIABIECHHUS OTCYTCTBUS [€J, YHUCIALIMXCS [0 HOMEHKJIAaType Jed,
OTBETCTBEHHBIM CIEIUAIMCTOM MPUHUMAIOTCSI MEPBI IO UX po3bICKy. Eciu po3bick gen He naer
pe3yabpTaTa, COCTABIISIETCS CHpPaBKa O MPUYMHAX HMX OTCYTCTBHUS, KOTOpas IOANUCHIBAETCS
PYKOBOJIUTENIEM.

®dakt yrpatel nena (den) Qukcupyercs B aKTe, COCTaBISIEMOM OTBETCTBEHHBIM
CIIELMAJINCTOM M PYKOBOJUTEJIEM OPraHHU3alliy B JBYX 3K3EMIULIPAX: MO OJHOMY 3K3EMIULIPY
aKTa XpaHUTCS B OpraHU3aluu; SK3EMIUISp aKkTa MPEACTaBIsAETCA B MyHULIMNAIbHBIN apXUB MpU
nepenaye J1eJ Ha apXUBHOE XpaHEHHUE.

8.24. DkcrnepTr3a UEHHOCTH JOKYMEHTOB MPOBOJMTCA HAa OCHOBE 3aKOHOAATEIbHBIX M
WHBIX HOPMATUBHBIX MPABOBBIX akTOB Poccuiickoit denepannu, ycTaHaBIUBAIOIMIUX TPEOOBAHUS
K CpOKaM XpaHEHUs JOKYMEHTOB, THIOBBIX M BEJIOMCTBEHHBIX IE€pPEYHEH JOKYMEHTOB C
yYKa3aHHEM CPOKOB UX XPaHEHUS:

- IPY COCTABJIEHUHA HOMEHKJIATYpPhI €T

- Y NIOATOTOBKE JIEJI K Mepejaye B MyHUIIUIIANIbHBINA apXUB.

8.25. Jlyist opraHu3anuu U MPOBEACHUS PabOThI MO IKCIEPTHU3E IIEHHOCTH JTOKYMEHTOB B
OpraHu3aliy paclopsHKEHUEM PYKOBOJUTEINS CO3/IaeTcs AKCnepTHast komuccus (nanee - JK).

3anaum, GyHKIUHU, TIpaBa, opraHu3anus padotsl DK onpenensitoTes: MojaoKeHueM 0 Hel,
KOTOpOe paspabaTeiBaeTcsa B cooTBeTcTBUM C [Iprkasom Pocapxusa ot 11 ampenst 2018 roma Ne
43 «O06 yTBepK/IeHUU TPUMEPHOTO MOJI0KEHUS 00 SKCIIEPTHON KOMUCCUM OPTraHU3ALIUNY.

8.26. OcHoBHBIMH PyHKIMSIMU DK SBISIOTCS:

- OpraHu3aIys eKEroJHOTO 0TOOpa eI I XPaHECHUS U YHHUTOXKECHHUS,

- pacCMOTpEHHUE U COIJIaCOBAaHUE MPOEKTa HOMEHKJIATYPhI €1 OpraHu3aluu, OMHUCEH Jen
MOCTOSIHHOTO U BpeMeHHBIX (cBbimie 10 JIeT) CpOKOB XpaHEHHS, B TOM YHCIE MO JUYHOMY
COCTaBY, aKTOB O BBIICJICHHMH K YHUUYTOXKEHUIO JIeJI, HE MOJIEKAIUX XPAHEHHIO;

- y4acTH€ B IOATOTOBKE U PACCMOTPEHUHU IPOEKTOB HOPMATUBHBIX M METOJIUYECKUX
JIOKYMEHTOB I10 BOIIPOcaM paboThl C JOKYMEHTAMH B OpraHU3allHiH.

8.27. DKcriepTr3a EHHOCTH JOKYMEHTOB OCYIIECTBIISIETCS exkeroHo DK opranuzanuu.

8.28. Ilpu mpoBeAeHMM SKCHEPTU3bl LEHHOCTH JOKYMEHTOB IpU MOJATOTOBKE JE€l K
neperaye B MyHULIUIIAJIbHBIM apXUB OCYILIECTBIISAETCS:

- 0TOOp JOKYMEHTOB MOCTOSIHHOTO M BpeMeHHBIX (CBbImIe 10 JIeT) CpOKOB XpaHEHUs s
nepeaadyd B MyHUIIUNIAIbHBIN apXuB;

- OoTOOp JOKYMEHTOB BpeMeHHbIX (10 10 JieT BKJIIOUMTENBHO) CPOKOB XpPaHEHUS U C
nomeTtkamu «Jlo MUHOBaHUS HaJOOHOCTHY, «Jl0 3aMEHbl HOBBIMIY, MOJIEKAIIMX JajJbHENIIeMY
XPAaHEHUIO B CTPYKTYPHBIX MOAPA3ACICHUSAX;

- BBIJCJICHUE K YHMUYTOXXEHMIO JI€J 32 MPEIbIIyIIHE TOJbl, CPOKH XPAHEHHUS KOTOPBIX
HCTEKJIN.

OIHOBPEMEHHO MPOBEPSAETCS KA4eCTBO M IOJIHOTa HOMEHKJIATYpPbl €Nl OpraHu3alui,
IIPaBUJIBHOCTB ONPEJEIICHNUS] CPOKOB XPaHEHUS JIE]I.

8.29. Jlena mocTOSIHHOrO M BpeMEHHbIX (cBblmie 10 JieT) CpOKOB XpaHEHHUs MOJUIeKaT
MOJINCTHOMY TPOCMOTPY IJISl BBIJIEICHHUS M3 MX COCTaBa JOKYMEHTOB BpeMeHHbIX (10 10 ser)
CPOKOB XPaHEHHSI.

Jena ¢ ormerkoil «OIIK» nmoasepraroTcs MoaMcTHOMY NPOCMOTPY B LIEIISAX ONpPEAEIICHUs U
BbIJICJICHUS U3 UX COCTaBa JOKYMEHTOB, MOJIJIEKAIUX TOCTOSIHHOMY XPaHEHHUIO.

8.30. Ilo pe3ynpTaTaM SKCHEPTU3bl HEHHOCTH JOKYMEHTOB B OpPraHU3aLMHM IPOBOJUTCA
odopmIieHHE /1eTT U COCTABJISIFOTCS OMHUCH JIeNl MMOCTOSHHOTO XpaHEHUs, BpeMeHHBIX (cBbimie 10
JIET) CPOKOB XpaHEHUS U MO JUYHOMY COCTaBY, a TAK)KE aKThI O BBIJICJICHUN K YHUUTOXKEHUIO €I,
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HE TIOJIJICKAIUX XPAHCHHIO.

Onucu en NOCTOSSHHOTO XpaHeHUs!, BpeMeHHbIX (cBbliie 10 j1eT) CpOKOB XpaHEHUS U MO
JUYHOMY COCTaBy, a TakKKe aKThl O BBIJICIIEHUHM K YHUYTOXKEHUIO JIeNl, HE TOJJIeKaIUX
XpaHEHUI0, paccMarpuBaroTca Ha 3acenaHun DK opranmzauuu. CornacoBanHbie DK akThl U
OTIMICH YTBEPKJIAIOTCS PYKOBOJIUTEIIEM OpPTraHU3aIlHH.

8.31. Jlenma, oOpa3oBaBiinecs B JEATEIHHOCTH OPraHHU3AIMU M TOJJIekKAIINE XPAHECHHUIO,
MPOXOJAT TOJNHOE WM 4acTuyHoe odopmieHue. [lomHoMy odopMileHHIO TOANEXKAT Jea
BpeMeHHBIX (cBbIIe 10 JeT) CPOKOB XpaHEHUS U IMOCTOSIHHOTO XpaHeHus. Jema BpeMeHHBIX (10
10 11eT) cpoKOB XpaHEHHUS MOJIEKAT YACTUIHOMY O(POPMIICHHIO.

8.32. IlomHoe odopmiieHue aena Ha OyMa)KHOM HOCHUTEIE BKIIFOYALT:

- oopMIIEHUE PEKBU3UTOB OOJIOKKH Jiesa 1o (hopme;

- HyMEPAIIHIO JINCTOB B JICJIE;

- COCTaBJICHHE JIUCTA-3aBEPUTEIS Jelia;

- COCTABJICHHE B HEOOXOAMMBIX CITydasiXx BHyTPEHHEH OMKCH JJOKyMEHTOB JIEa;

- IO/IIVMBKY U TIEPETUICT JeIIa;

- BHECEHUE HEOOXOAMMBIX YTOUHEHUH B PEKBU3UTHI OOJIOXKKH Jeia (YyTOUHEHUE Ha3BaHUs
opraHu3alliy, MHAEKca Jiefa, KpalHUX JaT JeNa, 3arojioBKa Jiena).

Jlucr-3aBepurtens Jena, BHYTPEHHSS ONKUCh JIOKYMEHTOB Jiejla H OOJIOKKa Jieria
COCTaBJIAIOTCS MO (hopMaMm, yCTaHOBJIEHHBIM [IpaBuiiamMu XxpaHeHus.

8.33. Jlena BpemeHHbIX (10 10 JieT BKIIIOYMTENBHO) CPOKOB XpaHEHUs, IMOJJIeXKallne
4acTUYHOMY OGOPMIICHHUIO, JOMYCKAETCS XPAaHUTh B TMANKaxX, B KOTOPBIX Jlela XPaHWINCh B
JIEJIONPOU3BOJICTBE, TIEpeCUCTEMaTH3alsl JOKYMEHTOB B JieJie He MPOBOJUTCS, JIUCTHI Jejia He
HYMEPYIOTCSI, JIUCTHI-3aBEPUTENN JieJa He cocTaBisitoTcs. Ha o0ioXxKke /ena B COOTBETCTBHH C
HOMEHKJIATYpOH [eJ1 OpTraHU3allii 3allOJHSAIOTCS PEKBU3HWTHI: HAMMEHOBAaHWE OPTraHM3AIINH,
HAaMMEHOBaHUE MOpa3AesieHUs, MHACKC JIeJia, 3ar0J0BOK Jiea, CPOK XpaHEHUS JOKYMEHTOB.

8.24. Ha o06noxxke nen BpeMeHHbIX (cBbiie 10 J€T) CpOKOB XpaHEHUS W MO JIMYHOMY
COCTaBy YKa3bIBAIOTCS:

- HAMMEHOBAaHUE OPTaHU3aINH - ICTOYHUKA KOMIUIEKTOBAHUSI MYHHUIUITAILHOTO apXUBa;

- HAMMEHOBaHUE CTPYKTYPHOTO MOIpa3/IeICHHUS;

- UHJEKC JIeJIa IO HOMEHKJIaType JIe;

- HOMep ToMma (4acTu);

- 3aTOJIOBOK Jieja (ToMa, 4YacTH);

- KpaiiHue JaThl Jena (ToMa, 4acTh);

- KOJIMYECTBO JINCTOB B JIEJIE;

- CPOK XpaHEHHUsI Jiera.

Ha o0noxkkax Jel TIOCTOSIHHOTO XpaHCHHWsS HaJ HAWMCHOBAHHMEM OpTraHU3AIUU
yKa3bIBaeTCs HAMMEHOBAHME MYHHUIUIIAIBLHOTO apXMBa, HCTOYHUKOM KOMIUIEKTOBAHUS KOTOPOTO
BBICTYTIA€T OPTaHU3AIIUA.

8.35. Ilpu odopmieHUU 0OT0KKH Jea:

- HaMMEHOBAHHE BBIIICCTOSAIICH OpraHu3aiuu (OpraHu3alUU-yIPSAUTENIs), TpU ee
HAJIMYHH, YKa3bIBAETCS TIOJHOCTHIO B UMCHHUTEIBHOM MAACKe, MOJ MOJHBIM HAUMEHOBAHHEM B
CKOOKax yKa3bIBaeTCsi O(QUIMAIBHOE TMPHUHITOE COKpAIICHHOC HAaMMEHOBaHUE (NIPH €ro
HaJIU4KN);

- HAaUMCHOBaHWE OPraHU3allMU YKa3bIBACTCS TMOJHOCTHIO, B MMEHHUTCIILHOM MajeKe, C
yKa3zaHueM O(HIIMAIbHO MPUHITOTO COKPAIICHHOTO HAMMEHOBAHUS (TIPU €ro HAJTMYUH ), KOTOPOE
yKa3bIBaeTCs B CKOOKaX MOCJIC MOJIHOTO HANMEHOBAHUS;

- HHJICKC JIeJIa IPOCTABIISACTCS B COOTBETCTBUU ¢ HOMEHKIIATYPOU €] OpraHu3alliy;
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- 3arojIOBOK JleJla MEPEHOCUTCS] U3 HOMEHKJIATYpbl €Nl OpraHu3aiuu (B HEOOXOJUMBbIX
ClIy4asix B 3aT0JIOBOK BHOCSATCSI yTOUHEHHUS);

- naThl gena (roj(pl) 3aBeIeHUs] 1 OKOHYaHUS Jieia B AeIONPOU3BO/ICTBE).

WHpeke nena u 3arojloBOK Jiesa MEPEHOCITCsl Ha 00JI0KKY M3 HOMEHKIATypsl Jen. Eciou
JIEJI0 COCTOUT M3 HECKOJBKUX 4YacTel, Ha OOJOXKKY KaXJ0ro ToMa (4acTu) BBIHOCUTCS OOIIMIA
3aroJIOBOK JieJia ¥ 3aroJI0OBOK Ka)/10M 4acTu (TIpU ero HaJIuduu).

JlaToli nien, colepkalux paclopsiAUTEIbHYI0 JOKYMEHTALNIO, a TaKKe J€J1, COCTOSIINX
U3 HECKOJBbKHUX TOMOB (4YacTei), SIBISIIOTCS KpailHME 1aThl JTOKYMEHTOB Jiela, TO €CThb JaThl
(uucno, wecsl, TOJ) perucTpanuu (COCTABJICHHS) CAaMOr0 pPAHHEr0 M CamMoro IMO3HEr0
JIOKYMEHTOB, BKJIIOYEHHBIX B niejo. [Ipu sToM aeHb Mmecsia (ABa 3HaKa) U roj (YeThIpe 3HAKA)
o0o3HauvaroTCs apaOCKuMu IMdpaMu, Ha3BaHHUE MecsAla NUIIeTcs cioBoM. Ecim B meno
BKJIFOUEHBI JOKYMEHTBI, J1aThl KOTOPBIX BBIXOAST 32 KpalHUE JaThl Jejia, TO MOJ] JaTaMu Jiefa, ¢
HOBOM CTPOKH JIeJIaeTCsl 3amuch: «B nene mMeroTes: TOKyMEHTHI 3a ... ToA(bl)». JlaTel gena MoryT
HE YKa3bIBaThCsl Ha OOJIOKKE JIEN, COACpKAIIUX, HAIPUMED, TOAOBbIEC TUIAHBI U OTYETHI, TaK Kak
OHH OTPAXKAIOTCS B 3ar0JIOBKAX JEII.

JlatamMu [niena, coaeplKalero NpPOTOKOJIbl 3aceNaHui, SBISIOTCS JAaThl IMEPBOTO U
MOCJIETHETO IPOTOKOJIA.

KpaiinuMu natamu JIMYHOTO Jiefia SIBJISIOTCS 1aThl MOANKUCAHUS PACTIOPSDKEHHST O NpUEMeE
(Mpu HaIMYUU TPYAOBOTO JOrOBOpA - JAaTa 3aKIIOYEHHs TPYJIOBOTO JIOTOBOPA) U PACIOPSIKEHUS
00 YBOJIbHEHUH JIUIla, HA KOTOPOE OHO 3aBe/ieHO0. B ciiydae cMepTH JMila, Ha KOTOPOE 3aBEICHO
JIeJ10, KOHEYHOM /1aTo SIBJISIETCS 1aTa JOKYMEHTA, U3BEIIAIOLIEr0 O €r0 KOHYMHE.

PeKkBU3UT «CPOK XpaHEHHUS JeNa» NEPEHOCUTCS Ha OOJOXKKY Jesla U3 HOMEHKJIATYphl Jel
IIOCJIE CBEPKU €ro CO CPOKOM XPaHEHHMs], YKa3aHHbIM B IEPEYHE THUIIOBBIX JTOKYMEHTOB WM B
BEJJOMCTBEHHOM I1€PEYHE JOKYMEHTOB, C YKa3aHUEM CPOKOB XPAHEHHSI.

Ha nenax nocTtostHHOro XpaHeHus MUILIETCS: «XPaHUTh TOCTOSHHO.

8.36. Ilo oxoHuaHuM roja B HAAMHMCH HA OOJOXKKAX el MOCTOSHHOTO M BPEMEHHBIX
(cBbimie 10 J1eT) CpOKOB XpaHEHUs] BHOCSATCSI YTOUHEHUSI: TIPU HECOOTBETCTBUU 3aroJiOBKa JIe Ha
00JIO)KKE COAEPMKAHUIO MOJALIMTHIX JOKYMEHTOB B 3arojOBOK Ji€la BHOCATCS W3MEHEHUS U
JIOTIOJTHEHUSI.

HaunmenoBaHus opranuzanuu M nogpa3aeieHus, rog U HOMep Jejna MOTYT IIPOCTABIISIThCS
Ha 00JIOKKE C TTIOMOIIBIO IITaMIIA.

8.37. B wnensix oOecrieyeHUs: COXPAHHOCTH U 3aKPEIUICHUS MOpsAKa PaclojOKEeHUs
JIOKYMEHTOB, BKJIFOUEHHBIX B JI€JIO, BCE €ro JMCThI, KPOME JINCTA 3aBEPUTENS] U BHYTPEHHEU
OMHCH, HYyMeEpylTcs apabckumu mudpaMu BalloBOM HyMmeparuei. JIMCTBI HymepyroTcs
rpadUTOBBIM KapaHIAIIOM WM HyMepaTopoM (ymoTpeOJeHre YepHHUI M [BETHBIX KapaHJamien
JUIsl HyMEpAallMM JIMCTOB HE JOIMYCKAaeTcs) CBEpPXY BHM3, LU(PHI MPOCTABISAIOTCS B IMPABOM
BEpXHEM YIJy JICTA, HE 3aJleBasl TEKCTa JOKyMEHTa. JIMCThl BHYTPEHHEN OMUCU HYMEPYIOTCS
OTJIEJIBHO.

JIMCTBl A€, COCTOSALMX M3 HECKOJIBKMX TOMOB WM 4YacTed, HyMEpPYIOTCS MO KaXIOMy
TOMY WJIHM YaCTH OTAENBHO.

JIOKyMEHTBI C COOCTBEHHOM HyMepaIUel JTUCTOB HYMEPYIOTCS B 00IIIEM MOPSIJIKE.

JIuct moboro popmata, MOAIMUTHIA 32 OAUH Kpal, HyMepyeTcs Kak OJUH JIUCT B IPAaBOM
BepxHeM yriay. CII0KEHHBIM JIMCT pa3BOpPauMBaETCd W HYMEPYETCs B IPaBOM BEPXHEM YIILy.
Jluct, crnoXeHHBIN W MOJALIUTHIN 3a CepeuHy, MOJICKUT NEPEIINBKE U HyMEpyeTcs KaK OJUH
JIUCT.

Eciu B feno moAmmut KOHBEPT C BJIOKEHHWEM, CHayana HyMepyeTcs KOHBEpT, a 3aTeM
OUYEpETHBIM MOPSIKOBBIM HOMEPOM Ka)K/10€ BIIOKEHUE B KOHBEPTE.

Ecnu B Hymepanuu nuctoB gonyuieHo 6osnee 10 omuboK, Bce €70 HyMepyeTcs: 3aHOBO.
[Ipu 3TOM CcTapble HOMEpa 3a4€pKUBAIOTCS, U PAJIOM CTaBUTCS HOBBII HOMEp JIUCTA.
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[Ipn HamMyuM OTHENBbHBIX OUIMOOK B HyMEpalUH JIUCTOB JAOIYCKaeTcs ymnoTpedieHue
JUTEPHBIX (C OYKBEHHBIMU JOTIOTHEHHUSIMU) HOMEPOB JIUCTOB.

8.38. Ilocne 3aBepiieHHs] HyMepalMU JIMCTOB COCTaBIISIETCS JIMCT-3aBEpUTENb Jena,
KOTOpBII pacrnoyiaraercsi B KOHIE Jena. B mucre-zaBeputene uudpamMu M OPONUCHIO
YKa3bIBAIOTCSI KOJUYECTBO JIUCTOB B JAaHHOM JeJjie, OCOOCHHOCTH OTHAEIbHBIX JIOKYMEHTOB
(HESICHBIN TEKCT, pa3pbIBbI, CKICHKH).

JIuct-3aBeputenp Jejla MOANUCHIBAETCS €r0 COCTABUTENEM C YKa3aHUEM JOJDKHOCTH,
MHULMAJOB U (DaMUJTUU, 1aThl COCTaBJICHHUS.

KonuyecTtBo nUCTOB B €€, YKa3aHHOE B JINCTE-3aBEPUTENIE JENa, MPOCTABISAETCS Ha
00JI0XKKe J1ena.

Ecnu neno meperuiereHo u mommmrto Oe3 JHMCTa-3aBEPHUTENS, TO COCTABICHHBIA JIHCT-
3aBepuTEib MOJKIECUBACTCS K BHYTPEHHEH CTOPOHE 3a{HEH 00JI0KKH Jea.

8.39. [Ins ydera HOKYMEHTOB OINPEIEICHHBIX KAaTErOpuid MOCTOSHHOIO M BPEMEHHOTO
(cBpime 10 5eT) CpPOKOB XpaHEHHWs, Y4YET KOTOPBIX BBI3BaH CHENM(PUKON JTOKyMEHTAalUH,
BKJIFOUEHHOM B JI€JI0, COCTaBIISI€TCS BHYTPEHHSAS OMHUCh JIOKYMEHTOB Jiela, MOMelllaeMas B €ro
Hayaso.

BHyTpeHHss onuch BKIIOYaeTcs B JieNla, UMEIOIe 0CO0YI0 3HAaUUMOCTb, a TaKXKe B JIeNa,
chopMUpOBaHHBIE TIO BHJIAaM JOKYMEHTOB, 3arOJIOBKM KOTOPBIX HE PACKPHIBAIOT KOHKPETHOTO
COZICp’KaHUsl TOKYMEHTOB.

BHyTpeHHsIT ONUCh JOKYMEHTOB JleJla COCTaBJIIETCS Takke Ha OOBEMHbIC [ela
MOCTOSIHHOTO M BpeMEHHBIX (cBbImie 10 JeT) CPOKOB XpaHEHHS B IENSAX y4eTra U OBICTPOTO
HaXO0XJACHHS IOKYMEHTOB B JIEJI€.

B koHie BHyTpeHHeH ONHMCH yKa3biBaeTcs ULUdpaMu U MPOMHUCHIO KOJIHMYECTBO
BKJIFOUEHHBIX B HEE JJOKYMEHTOB U KOJIMUECTBO JINCTOB BHYTPEHHEHN OIUCH.

BHyTpeHHsss onuch JOKYMEHTOB Jejla IMOANMCHIBAETCS COCTABUTENIEM C YKa3aHUEM
JOJKHOCTH, UHUITUAJIOB U (haMUJTUH, 1aThl COCTaBJICHHUS.

Ecnmu neno meperuiereHo W mogmuTo 0€3 BHYTPEHHEW ONHCH, TO COCTaBJICHHAs
BHYTPEHHSISI OITUCH MOJIKJIEUBAETCS K BHYTPEHHEN CTOPOHE JIUIIEBOM 00JIOXKKH Jea.

8.40. JlokyMeHTBhl MOCTOSIHHOTO, BpeMEeHHbIX (cBhIe 10 JIeT) CPOKOB XpaHEHUS U IO
JUYHOMY COCTaBY, COCTAaBIISIIOIIME JIEJ0, TOMENIAIOTCS B TBEpJble OOJOXKKH W3 KapTOHA,
NOJIIMBAIOTCS B YETHIPE IMPOKOJIA WIM TEPEeIUIeTAIOTCS ¢ YYETOM BO3MOXHOCTH CBOOOJHOTO
YTEHHUsS] TEKCTa BCEX JIOKYMEHTOB, JaT, BU3 U PE30JOUMi Ha HUX. Pe3omonnu pykoBOACTBa,
COCTaBJICHHBIE HA OTJIEJbHBIX JIMCTaX, HOMEMATCA epea AoKymeHToM. [Ipu moaroroske nen k
noAmuBKe (TMepervieTy) MpoBepseTcsS NPaBHIBHOCTh WX (opMHpOBaHUs, OGOPMIICHUS, BCE
IUIACTUKOBBIE W METANIMYECKUE KpPEIUIEHUS, a TaKXKe TEepMONEPEIUIEThl U3 JOKYMEHTOB
YAAISAIOTCS.

Jlena TOCTOSHHOTO XpaHEHHUs, COCTOSIIME K3 O0CO00 IEHHBIX WM HEePOPMATHBIX
JOKyMEHTOB, MOTYT NPHUHHMMATbCS Ha XPAaHEHHE B 3aKPBITBIX TBEPABIX NalKax C Tpems
KJIallaHAMU U C 3aBsI3KaMU WIH B KOpOOKax.

8.41. Ommcu paen COCTaBIAKOTCA OTACIBHO Ha JieJla IMOCTOSIHHOTO XpaHEHWs; Jena
BpeMEHHBIX (CBbIlIe 10 JIeT) CpOKOB XpaHEHUS; JeNa M0 JUYHOMY COCTaBY.

Ha nena BpemeHHbIX cpokoB xpaHeHuss (mo 10 JseTr BKIIOYHUTENHHO) OMNUCH HE
COCTaBJISIFOTCS, U B MyHULIMIIAJIbHBIN apXUB TaKHE JIe]a HE TIEPEIAr0TCS.

8.42. Onucu fen npeicTaBisIOTCS B MYHHULIMIIAJIbHBIM apXUB HE paHEe, YeM 4Yepe3 OAMH
roJl, ¥ He M03JHEE, YEM Yepe3 TPH o/1a MOCIIe 3aBEPIIEHUS AeJl B JEJI0IPOU3BOJICTBE.

8.43. OtpenbHas ONUCH TNPEICTABISET COOOM MepedyeHb OINUCATENbHBIX CTaTed ¢
CaMOCTOSITEIbHOM TOPSIAIKOBOM HyMepalued, Kaxaas U3 KOTOpPbIX JOJDKHA BKIKOYATh
CJIEIyIOLIUE CBEICHHUS:

- IOPSAAKOBBIA HOMEP JA€JIA 110 OIUCH;
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- UHJEKC JIeNa;

- 3arOJIOBOK JIEJIa;

- KpailHUE AaThl Jena;

- KOJIMYECTBO JIUCTOB B JIEJIE;

- CPOK XpaHEeHHUs Jiena;

- IPUMEYAHMUSI.

8.44. Ilpu cocTaBIeHUH OIUCH JIeT OPTaHU3AIMN COOJIIOIAl0TCS CIEAYIONMUEe TPeOOBAHUS:

- 3aroJIOBKH JIeJl BHOCATCA B OMUCh B COOTBETCTBHM C MPUHATOM CXEMOM CHCTEMAaTHU3alNU
JIeJ1, 3aKPEIUIEHHOW B HOMEHKJIAType A€l

- KaXJ0€ JEJI0 BHOCUTCS B ONUCH IOJ CAMOCTOSITEJIBHBIM IMOPSIKOBBIM HOMEPOM (€CiH
JIEJI0 COCTOUT U3 HECKOJBKMX TOMOB WJIM YacTeH, TO KaKJblil TOM WJIM 4acTh BHOCSITCS B OIUCH
0]l CAMOCTOSITEIbHBIM HOMEPOM);

- IOPSIIOK HyMEPALIMU JI€J B OIIUCH - BAJIOBBIN;

- rpadbl OMTUCH 3aMOJTHSIOTCS B COOTBETCTBUU C TEMHU CBEICHUSMU, KOTOPhIE BHIHECEHBI HA
00JIOXKKY Jea;

- IpU BHECEHUHU B ONHUCH MOAPAA el (TOMOB, yacTel) ¢ OAMHAKOBBIMM 3arojOBKaMH
3aroJIOBKHM BCeX JieNl (TOMOB, YacTel) MUIIYTCs MOJTHOCTBIO; P BHECEHUH B OIUCH IOCIIETHETO
3arosioBka jgobasisieTcs cinoBo «llocnennuiin);

- rpada onucu «IIpumedanus» ucnonab3yercs A OTMETOK O IpUeMe Jesl, 0COOEHHOCTX
UX (U3UYECKOTO COCTOSHHS, O Iepelnade Jei JAPYTUM CTPYKTYPHBIM MOJpa3feiieHHEM CO
CCBUIKOM Ha aKT, O HAJIUYUU KOMIHUH.

8.45. Tlepen BHECEHHEM 3aroJIOBKOB JI€Jl B OMUCH MPOBEPSIOTCSA KayecTBO (hOPMHUPOBAHUS
U odopmieHUs Jed, COOTBETCTBUE KOJIMYECTBA [€JI, BHOCHUMBIX B OIIUCh, KOJUYECTBY
3aBEJIEHHBIX €] 10 HOMEHKJIAType J€JI OpTraHU3alNH.

B koHue ommcum Benmen 3a MOCHEOHEH ONMCATENbHOM CTAaTbEeM 3aroJIHAETCS HUTOroBas
3alluCh, B KOTOPOM YyKa3blBalOTCsA (LU(paMHU U MPOMUCHIO) KOJIMYECTBO €M1, YUCIAIUXCA I10
OIMCH, NEPBbII M MOCIEIHUN HOMEpa Jed IO OMHCH, a TaKKe OrOBapUBaIOTCS OCOOCHHOCTH
HyMepaluu JeJl B OUCH (JJUTEPHbIE HOMEPA U MPOIMYyLIEHHbIE HOMEPA).

8.46. Onvicu est opraHu3anuy MOANUCHIBAIOTCS PYKOBOJINUTENEM, COTTIacoBbIBatOTC DK.

8.47. Onmcu Jnen OpraHu3allid COCTaBJISIOTCS B JIBYX SK3eMIUIIpax Ha OyMa)KHOM
HOCHTEJIE, OUH U3 KOTOPBIX MEPENAETCS] BMECTE C JE€JIaMU B MyHUIMNAJIbHBIN apXUB, a BTOPOU
OCTaeTCs B KAU€CTBE KOHTPOJBHOTO 3K3EMILISpa.

8.48. Jlena mepenaroTcsd Ha XpaHEHHWE B MYHHUIMNAIBHBIA apXuB B COOTBETCTBUM C
rpauKoOM nepenadu JOKyMEHTOB.

8.49. Jlena nocTosIHHOTO M BpeMeHHbIX (cBbIlE 10 J1eT) CPOKOB XpaHEHUsI, JOKYMEHTHI 110
JUYHOY COCTaBy, NEpE/laloTCs B MyHHUIIMNAJIbHBIN apXUB HE paHee, YeM uepe3 roJl, U He MO3/HEE,
4eM uepe3 TPU roJla OCiIe 3aBEPUICHHS X B JEJIONPOU3BOJICTBE.

8.50. YnoaHOMOUYEHHBIH PAaOOTHUK MYHHUIMIIAJBHBIA apXWBa MPOBEPSET MPABUIBHOCTD
obopmiieHuss U (HOPMUPOBAHUA [, MPABUILHOCTh COCTABJICHUS OIUCEH JieNl, COOTBETCTBUE
KOJINYECTBA JIeJ, BKJIIIOUEHHBIX B OINUCh, KOJIUYECTBY J€J, CHOPMUPOBAHHBIX B COOTBETCTBUU C
HOMEHKJIATyPOU JeIl.

BrisiBieHHBIE TP TPOBEPKE HENOCTATKH B (HOPMUPOBAHUH M O(OPMIICHUH €T pAaOOTHUKHU
OpraHu3aluu 00s3aHbl YCTPAHUTh B IBYXHEAEIbHBIN CPOK.

8.51. Ilpuem Kaxxaoro aena B MyHULIMNAIBHBIA apXUB IPOU3BOJIUTCSA B IPHUCYTCTBUU
OTBETCTBEHHOTO CIeNUaiIncTa opraHu3anuu. [Ipu 3Trom Ha 000MX 3K3eMIUIApax OMUCH MPOTUB
Ka)XJO0ro Jiejla, BKJIOYEHHOIO0 B HEe, JleJaeTcsl OTMETKa O Hajduduu jaena. B KoHue kaxiaoro
PK3EMIUISIpa ONMCH B WTOTOBOM 3alMCH YKa3blBaeTcsl LUGpaMH M MPONHUCHIO KOJINYECTBO
(daKkTU4YeCKH MPHUHATHIX B MYHUIMNAIBHBIA apXuB /€], B TOM YHCIE 3JEKTPOHHBIX, HOMEpa
OTCYTCTBYIOUIMX JI€J, JaTa MpueMa-nepesadyn JAesl, a TakKe MOAMNMCH JIMLA, OTBETCTBEHHOIO 3a
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MYHHUIUITAJIGHBIN apXHUB, U JIULA, IEPEIABIIETO JIEIIA.

Hrorosas 3anuch NOATBEPKAAETCS MOANUCIMH COTPYJHUKA MYHULMIAIBHOTO apXuBa U
CHEIUAIMCTA OpraHU3alluy, TIEPEIaBIIero Jesia Ha OyMaXHOM HOCHUTEIIE.

8.52. B cinyyae JUMKBUAAIMM WM PEOPraHU3alUM OpPraHU3allMd OTBETCTBEHHBIN
CIICMAJIUCT B TMEPHUOJ]] TMPOBEACHUS JIMKBUAAIMOHHBIX MEpPOINpUATU (OpMUPYET BCe
UMEIOIIMECs] JJOKYMEHTHI B Jena, odopMisieT Aella U MepelaeT UX B MYHHUIMMAIbHBIA apXuB,
HE3aBUCMMO OT CpOKOB xpaHeHus. llepemaua pnen OCyIIECTBISIETCA MO ONMCAM JET U
HOMEHKJIaType Jel.

8.53. Ha pnena ¢ uCTEKIIMMHM CpOKaMM XpaHEHUS B OPraHU3aldd COCTaBIISIOTCS
MPEAJIOKEHUS K aKTy O BBIACJICHUM K YHUYTOXEHUIO JOKYMEHTOB, HE MOJJIEKAIINX XPAaHEHUIO
o ¢opme, ycraHoBieHHOH [IpaBuiiamu XpaHeHuUs.

3aroj0BKU OJHOPOAHBIX €N, OTOOPAHHBIX K YHUUTOXEHUIO, BHOCATCS B aKT IO OOIIUM
3aroJI0OBKOM C YKa3aHUEM KOJMYECTBA JI€J, OTHECEHHBIX K JAHHOM TpyIIIe.

8.54. Jlema BKJIIOYAIOTCS B aKT O BBIICICHUH K YHUYTOXEHHUIO JOKYMEHTOB, HE
MOJUIEKAIUX XPAHEHUIO, €CIIU NPEAYCMOTPEHHBIN Il HUX CPOK XPaHEHHsS UCTEK K 1 siHBaps
rojia, B KOTOpOM cocTaBiieH akT. Hanpumep, 3akoHueHHsie B 2014 roay aena ¢ 3-1€THUM CPOKOM
XpaHEeHHsI, MOTYT OBITh BKJIIOUEHBI B aKT, KOTOPBIN OyaeT cocraBieH He paHee | stHBapsa 2018
roja.

8.55. Hena ¢ otmetkon «IIIK» moanexar moJMCTHOMY NPOCMOTPY B LENSAX BBISIBICHHS
JIOKYMEHTOB, MOJJICKAIINX MOCTOSIHHOMY XPaHEHHIO. BBISBIEHHBIE B TaKUX AEJIAaX JTOKYMEHTbI
IIOCTOSSHHOTO XPAaHEHUs BBIACISAIOTCA W MNPUCOEAUHAIOTCS K OJHOPOJHBIM J€JaM WU
GhOpMHUPYIOTCSI B CAMOCTOSITETILHBIE JIeTIa.

OcranpHble TOKYMEHTHI Aena ¢ oTMeTkor «IIIK» BkiItoUaroTcs B akT, MpU 3TOM OTMETKA
«OIIK» B aKkTe HE yKa3bIBaeTCsl.

8.56. AKT O BBIJCICHUM K YHHUYTOXCHHIO JOKYMEHTOB, HE MOJICKAIIMX XPaHCHHIO,
MIPEACTABISAETCd Ha pacCMOTpPEHUE M corjiacoBaHue DK OJHOBPEMEHHO C OINUCAMH €]
MIOCTOSIHHOTO XPaHEHUS U 10 JINYHOMY COCTaBY.

8.57. AKT O BBIIEICHUU K YHHMUTOXKEHHUIO JOKYMEHTOB, HE MOJICKAIIUX XPaHEHUIO,
YTBEPKAACTCSA PYKOBOJAUTEIEM OPraHU3AIMH.

8.58. Mena, mojyiexaniye YHUUYTOKEHHUIO, MEpeaaroTcss Ha mnepepaboTKy (YTUIU3aLHUIO).
[lepenaua nen oopmisieTcss MpHUEMO-CIATOYHON HAKIIaTHOM.

[Tocne yHWYTOXEHHS €I B HOMEHKIIATYpE AEN MPOCTABISIOTCA OTMETKH, 3aBEPSEMbIC
MOANMUCHI0 OTBETCTBEHHOT'O CIIELIMAJINCTA U JATOM:

«YHnuToxkeHo. CMm. akT No oT . [loanuck, MHULAAITB, (DaMUITHS .

8.59. AKTBI O BBIJICJICHUM K YHUYTOXXEHUIO JIOKYMEHTOB, HE MOMJICKAIIUX XPaHEHUIO,
XPaHATCS MOCTOSHHO B jiesie PoH/a.

I'maa 9. Opranusanms J0CTyna K J0KYMEHTAM M UX HCHOJIb30BAHUSA

9.1. Bpigaua gen, HaxosIIMXCS Ha XpaHEHUU B OpraHu3alvu, paOOTHUKAM I
O03HAKOMJICHHS U (WJIH) JIJI1 BPEMEHHOT'O MCIOJIb30BaHUS B pabOTe MPOM3BOIUTCS IO 3apocam,
MOANMCAHHBIM PYKOBOJIUTEIIEM.

9.2. Jlena, OKyMEHTHI BBIJJAIOTCSI BO BPEMEHHOE MOJIb30BaHUE paOOTHUKAM OpraHU3aIuu
Ha CpPOK He 0oJiee 0JJHOTO MecsIIa.

l'ocynapcTBeHHBIM opraHam (cyneOHBIM, MPABOOXPAHUTEIIHHBIM, opraHam
rOCYJIapCTBEHHOTO KOHTPOJISI M HajJ30pa) Jejda U OT/ACNIbHbIe JOKYMEHTHI BBIJAIOTCS Ha
OCHOBAaHWU UX TMHUCBMEHHBIX 3alIPOCOB C Pa3pellIeHUs] PYKOBOJIWUTENS OpraHU3alldd UM WHOTO
YIIOJITHOMOYEHHOTO UM JIWIIA, TI0 aKTaM Ha CPOK He 0oJiee MeCTH MECSIICB.

[Tpu HEOOXOMMOCTH CPOK HCTIOIB30BaAHUS JJOKYMEHTOB MOXKET OBITH MTPO/IJICH.

9.3. B nuckMeHHOM 3anpoce pabOTHUKOB OpraHU3aIlMU O BbIJaue JTOKYMEHTOB (Z€s) BO
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BPEMEHHOE TT0JIb30BaHUE M3JIAraf0TCs MPUYMHBL, IO KOTOPBIM 3aMPaIINBaeTCs Ae0 (JOKYMEHT) U
1eJ1b UCTIOIb30BaHUs JOKYMEHTOB, HAXOASAIIMXCS HA XPaHEHUH.

9.4. Ha BblmaHHOE €70 3aBOJUTCS KapTa-3aMeCTUTENb, IOMellaeMas Ha MECTO
BBIIAHHOTO Jiea. B Hell yka3pIBaroTCst MHIEKC J1eNa, JaTa ero BhIIayH, KOMY JeJI0 BBIIAHO, JaTa
€r0 BO3BpAIICHHUS, TIPEAYCMATPUBAIOTCS Tpadbl IS IOIMUCEH B MTOTyUYESHUH U TTpUEME JIeTa.

Ha mecTo u3BATOr0 MOMJIMHHMKA JOKYMEHTA CHEIUAINCT OpPraHW3alliy BKJIQ/IbIBAET B
JIeNI0 JIUCT-3aMECTUTENh C yKa3aHUEM, KOrja, KOMy M Ha KakOil CpOK BBIJAH JOKYMEHT H
MOJIMUCSIMH B TIOJIY9eHUU ¥ TpueMe aena. [Ipum 3ToM B ei0 moMemnaeTcss 3aBepeHHast KOs
JTIOKYMEHTA.

[Tocne pemienus Borpoca, sl pacCCMOTPEHHS KOTOPOTo Jieia (JOKYMEHThI) U3bIMaJINCh 110
3arpocaM TOCYJapCTBEHHBIX OPTaHOB, TOUIMHHUKN JOKYMEHTOB JTOJDKHBI OBITH BO3BpAILCHBI B
OpTraHM3AINIO U TIOMEIICHBI B JIEO.

9.5. PaGoTHUKHM OpraHu3aiuu oO0s3aHbBl 00€CIEeYUBATh COXPAHHOCTH IOJYYEHHBIX BO
BPEMEHHOE TMOJb30BaHUE JOKYMEHTOB (7€) Ha OyMaKHOM HOCUTENIE M HCIOJIb30BaTh
MOJyYeHHYI0 MH(OPMAIIMIO B CIIY)KEOHBIX IENIIX B COOTBETCTBUH C TPEOOBAHUSIMHU JIOKATBHBIX
HOPMAaTUBHBIX aKTOB. 3ampeniaercs IMepeaada TMOJYyYEeHHBIX JAOKYMEHTOB WM UX KOIMUN
paOOTHHUKAM JPYTUX MOAPA3ACICHUI I OpraHu3auil.

9.6. U3bpaTue (BbleMKa) MTOKYMEHTOB, OOpa30BABIIMXCS B JEATEILHOCTH OPTaHW3AIINH,
MIPOU3BOJIUTCS B COOTBETCTBUHU € 3aKOHOJaTeNbcTBOM Poccuiickoit denepanmu.

9.7. W3bsatue (BbleMKa) JOKYMEHTOB IPOU3BOAMTCS Ha OCHOBAaHUU MHUCHBMEHHOI'O
pacriopsokeHusl  (TIOCTAaHOBJICHHMSI) COOTBETCTBYIOIIETO OpraHa BJIACTH C  pa3pelIeHus
PYKOBOJIUTEISI OpPTaHU3AIMH WIH HHOTO YTIIOJTHOMOUYEHHOTO UM JIUIIA.

®akT u3bATHSA (BBIEMKH) JIOKYMEHTOB (DHKCHUpPYETCSs B MPOTOKOJE (aKTe) H3BATHS
(BBIEMKH) JOKYMEHTOB, KOTOPBIM COCTaBISIETCS HE MEHEEe YeM B JIBYX OJK3eMIUIIpax M
MOJIMTUCHIBACTCSl  YITOJTHOMOYCHHBIMH TIPEICTABUTENSIMU OPTaHU3allMd M COOTBETCTBYIOIIETO
rocyaapcTBeHHoro oprana. K mpotokony (akTy) mnpuiaraercss oOmuch (peecTp) HM3BATHIX
JIOKYMEHTOB (Ze1).

9.8. Ilpu u3BATHM TOUIMHHUKOB JOKYMEHTOB B JI€JO TOMEIIAETCS 3aBepeHHasl KOMUs
JIOKYMEHTa, Ha 000pOTe KOTOPO#l YKa3bIBae€TCsl OCHOBAHHUE M3BSITHA MOTUHHIKA, CPOK BO3BPATa,
JaTa v MOANKUCHh pabOTHHKA, OTBETCTBEHHOTO 3a (OPMUPOBAHUE U/UIIM XpaHEHHUE JIeTia.

9.9. IlognmMHHUK AOKYMEHTA, U3BATHIA U3 JIela Ha OCHOBE COOTBETCTBYIOILIETO PEIICHHUS,
TI0CTIE PACCMOTPEHHUS U PEIICHHSI BOIIPOCA, BO3BPAIIACTCS B JIENO, IIPU 3TOM KOTIHS, TOMEIIICHHAS
B JIEJI0 BMECTO MOJIMHHUKA, U3bIMAETCS.

I'naBa 10. U3rorosieHue, y4et, HCNOJb30BAHUE U XPAHEHHUE NeYaTe,
IITAMIIOB, HOCHTEJIeil 3JIEKTPOHHBIX MOANMCel

10.1. B opranuzamuu B COOTBETCTBUM € YCTaBOM MYHHUILMMNAJIBLHOIO OKpyra
Kpacnoypanbck u Ilonoxxkenuem o CueTHON majate MyHMIMIAIbHOTO okpyra KpacHoypanbck
UCIIOB3YEeTCsA TeYaTh C BOCIPOU3BEICHHEM Tepba MyHULUMAIBHOrO OKpyra KpacHoypambck
(mamee - mevyaTh OpraHU3AIINH ).

B opranuzanuu MoKeT MCHOJIB30BaThCA MITaMM (MITaMIibl) ¢ (GaKCUMHIBHON MOAMHCHIO
PYKOBOJIMTENS M UHBIX JOJKHOCTHBIX JIUII.

[Topsimok MCTONMB30BaHUS IITAMIOB ¢ (DAKCUMHUIBHOW TOAMKUCHI0 PYKOBOJUTENS U MHBIX
JOJDKHOCTHBIX ~ JIMIl, BHJBI JIOKYMEHTOB, IIOJIHCHIBAEMBIX (HAaKCUMUIBLHONH  TIOJAMKCHIO
YCTaHABJIMBAETCA JIOKAIBHBIM HOPMAaTHBHBIM AKTOM OPTaHU3aLUH.

10.2. TleyaTn u mTamIbl OpraHU3alliy W3TOTABIMBAIOTCA B HEOOXOAMMOM KOJUYECTBE,
JUIS  OCYIIECTBICHWS OpraHu3alMeldl CcBoed JAesATeNbHOCTH. PemieHwe 00 W3rOoTOBICHUM U
KOJIMYECTBE AK3EMIUISIPOB M€YATEN U IITAMIIOB IPUHUMAET PYKOBOJIUTENIb OPTraHU3alINH.

Ecnu nevats opranusanyy UCIOJIb3YETCSA B HECKOJIBKUX AK3EMILISIPax, HOMEp dK3eMIUIsIpa
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MeYaTH YKa3bIBACTCS B KIIUIIIE TT€YATH TIPU €€ U3TOTOBIICHUH.

10.3. [Ileuarpto oOpraHu3anu 3aBEpSAIOT MOMJIMHHOCTh IMOANUCU  PYKOBOJIUTENS
OpraHM3alyy U UHBIX YIIOJTHOMOYEHHBIX UM JIMII, HA TOKYMEHTaX U KONHUSIX JOKYMEHTOB.

10.4. Ileyatu ¥ mITamMbl BHIJAIOTCS JJIs1 UCMIOJIL30BaHUS pa0OOTHUKAM, OTBETCTBEHHBIM 3a
WX HCTOJb30BAaHWE W XPaHEHHE MO TMOJINUCh B XKXypHalle ydeTa IeyaTed W IITaMmIoB. Y4eT
neyaTed U MTaMIIOB OpraHM3aluy BeJIeT PYKOBOAMUTENb OPraHU3aluH.

10.5. Ilpu wucnonb3oBaHuMM B pabOTE€ MEYaTH M IUTAMIIBl XPAHATCA B 3allUPAIOLIUXCS
mkadax (ceripax) paOOTHHUKOB, OTBETCTBEHHBIX 3a XPAaHEHHWE W UCIIOJIH30BAHHE IeyaTed u
LITaMIIOB.

10.6. Ilepenaya mevaTteil W IITAMIIOB IMOCTOPOHHUM JIMIAM HE JAOIMYyCKaeTcs. BbIHOC
neyaTed M IITaMIOB 3a TPEAeNibl OpraHu3alid BO3MOXEH B HCKIIOUMUTENIBHBIX CIydasX IO
pelIeHnI0 PyKOBOJICTBA OpTaHU3aluK (HapuMep, P MOAMUCAHUH JJOTOBOPOB).

10.7. ITpumennive B HErOAHOCTh M YTPATUBIIKME 3HAYEHUE MEYATH U IITAMIbl MOAJIEKAT
YHUYTOKECHMIO. [leyaT yHWYTOXKAIOTCSA IO aKTy C COOTBETCTBYIOIIEW OTMETKOM B XypHAJe
ydeTa [evaTei U ITaMIIOB.

10.8. lns obmeHa SJIEKTPOHHBIMU JOKyMeHTamHu mocpeacTBoM MDBJIO B opraHuzainuu
JOJKHBI UCIOJIb30BAaThCsl YCUJICHHBIE KBaTU(UIIMPOBAHHBIE 3JIEKTpOHHBIE Toanucu. CocraB
JOJKHOCTHBIX JIUIT M PAOOTHUKOB OPTaHU3AINMH - BIQJICIIBIEB YCUICHHBIX KBATHU(PUITUPOBAHHBIX
ANIEKTPOHHBIX MOAMUCEN AOJIKEH ONPENEIATh PyKOBOAUTENL OpraHU3aLNH.

10.9. OTBEeTCTBEHHBIN CHEIUATUCT BEIET y4eT KIIIOUel AJIEKTPOHHBIX MOAMHUCEH (BUIIbI
AJIEKTPOHHBIX MOJAMHUCEHN, HCIOJBb3yeMBbIX B OpraHM3allid, yCTaHABIMBAIOTCA OpraHu3aluen u
3aKpEIUISIOTCST B JIOKAIBHOM HOPMAaTMBHOM akTe€) B CIEIUAIbHOM JKypHaie. Brimaua
MaTepuaIbHbIX HOCUTEIEH AIIEKTPOHHOM MOJNUCH U UX BO3BpAT MO UCTEYEHUHU CPOKa JEUCTBUS
OCYIIECTBIISIETCSI TIO]] TIOITUCH paOOTHHUKA B )KypHAJIE.

10.10. TIlopsmox ywera, XpaHeHUsS W oOpalieHus C TeYaTsIMd ¢ I[ITaMIIaMu
YCTaHABIJIMBAETCS JTOKAJIbHBIM HOPMATUBHBIX aKTOM OpraHU3aLNH.

I'nmaBa 11. Oco0eHHOCTH HANTUCAHMSA OT/AEJIbHBIX CJIOB, CJI0BOCOYCTAHMI,
AT, YUCeJI U COKPALLIEHN HEKOTOPbIX HAMMEHOBAHM I

11.1. TlepBoe c10BO U MMEHA COOCTBEHHBIE B HAMMEHOBAHUSX TOCYJJAPCTBEHHBIX OPraHOB
CBep/ulOBCKOM  00J1acTH, CTPYKTYpHBIX TnojpasfeneHuid Anmubuctpauuu ['yOepHaropa
CBep/u10BCKOW 00J1aCTH MUIIYTCS C MPOMUCHON OYKBBI, HAIIPUMED:

[TpaButenbcTBO CBEPIOBCKOI 001aCTH;

Anmunuctpanus ['ybepHaropa CBepasioBckoi o0acTu;

MunuctepctBo puHaHCOB CBEPTOBCKOM 00J1aCTH;

['ocynapcTBeHHO-TIpaBOBOM  nemaprameHT ['yoepHaropa CBepajioBCKOW oOjacTd U
[TpaButenbcTBa CBEpATOBCKOM 00IACTH.

B HamMeHOBaHWM OpraHM3AIMi MEPBOE CIOBO W MMEHA COOCTBEHHBIC, BXOJSIINE B ATH
HAUMEHOBAHUS, MUIIYTCS C MPOIMMCHON OYKBBI, HAIIPUMED:
CoeperarenbHbiii 6ank Poccuiickoit deneparnmm.

HaumeHnoBanust QopM COOCTBEHHOCTH, HCIOJb3yeMblE IE€peJ HAaUMEHOBAaHUSAMU
OpraHM3alui, 3aKJII0YEHHBIMUA B KaBBIUKH, MUIIYTCSI CO CTPOYHON OYKBBI, €CIIM HE HAUYMHAIOTCS
cinoBoMm «Poccuiicknin», HarpuMmep:

OTKPBITOE aKIIMOHEPHOE 001ecTBO «CBEpIIEcY;

acconmanus «CpenypalnTuLenpom.
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HanMeHoBaHuUsI CTPYKTYpPHBIX €IMHUL, BXOASAIIUX B COCTaB CTPYKTYPHBIX MOApPa3AeICHUI
Anmunuctpanun ['yoepnatopa CBepanoBckol 007acTH, NUUIYTCS CO CTPOYHOH OYKBBI,
Hanpumep:

ynpaBienne Harpap JlemapramenTta kaapoBoi momutuku ['ybepnatopa CBepamoBckon
obnactu u [IpaButenbcTBa CBEPATIOBCKOM 001aCTH.

HanmenoBanus CTPYKTYPHBIX noApa3aeeHUI MCIIOTHUTEIbHBIX OpraHoB
rocy1apcTBeHHOM BiacTu CBEPIOBCKON 00JIaCTH MUIITYTCSI CO CTPOYHOUM OYKBBI, HAIPUMED:

JenapTaMeHT Majioro ¥ CPeIHEro MpeanpUHUMATENhCTBAa MUHHCTEPCTBA YKOHOMHUKHU U
TEPPUTOPUATILHOTO pa3BuTHsi CBEpUIOBCKON 001aCTH;

OpraHu3alMOHHOE yIpaBJcHUE MuHuctepcTBa MEKTyHAPOIHBIX u
BHEIIIHEIKOHOMHUYECKUX CBs3el CBepasIOBCKOM 001acTH.

11.2. HanMeHOBaHUs JOJKHOCTEH PYKOBOJUTENIEH M 3aMECTUTEIEN PYyKOBOAMUTENEH
rOCyJapCTBEHHBIX opraHoB CBepaJIOBCKOM 00JacTH, PYKOBOJWUTENECH U 3aMecTUTeNen
PYKOBOJUTENEH CTPYKTYpPHBIX MojapasieneHuit Anmunuctpanuu ['yoepHatopa CBepIioBCKOiM
00acTu MHUIIYTCA ¢ MPONHUCHOM OYKBBI, HAIIPUMED:

I'y6epuarop CBepioBcKo# 00acTu;

[TepBriit 3amectutens ['yoepHaTopa CBepa/I0BCKOM 00aCTH;

[TepBoiit  3amectutens ['yOepHatopa CaepmiioBckoir obmactu - PykoBoautens
Anmuanctpannu ['ybepraropa CBepasnioBckoii 001acTu;

3amectutens ['yoepHaTopa CBepsIOBCKOM 001aCTH;

Munuctp ob1ero u npodeccuoHanbHOro 0opazoanus CBEpATIOBCKOM 001acTu;

[lepBbiit  3amectutens MunHcTpa o00mEro u NpodeccCHOHATBLHOrO  00pa30BaHUs
CBepanoBcKoii 00y1acTy;

3amectutens MuHHcTpa o0mero u mnpodeccuoHalibHOro obpazoBaHus CBepAOBCKON
o0JracTu;

3amectutens PykoBogutenss Aamunuctpanuu ['yoepratopa CBepmioBckoit oOmactu -
Hupextop ['ocymnapcTBeHHO-TIpaBoBOro naemapramerTa ['yoepHaropa CBepamoBCKOW 00JacTH U
[IpaBuTenbcTBa CBEpAIOBCKOM 00J1aCTH;

Havanpauk Ympasnenust fJokyMeHTalmoHHOTo obecrieuenus ['yoepaaropa CBepasioBCKOM
ob6nactu u [IpaBurenscTBa CBepUIOBCKON 00J1aCTH;

3amectutens aupektopa [ocyaapcTBeHHO-MpaBOBOro jemnaprameHta ['ybepHaTopa
CeepmioBckoii obnactu u [IpaBurensctBa CBepsIOBCKON 007IaCTH.

HaumeHoBaHusi  MHBIX  JOJDKHOCTEH  pabOOTHUKOB  TOCYJIapCTBEHHBIX  OPraHoB
CBepanoBckoi 001aCTH MUITYTCS CO CTPOUYHOI OyKBBI, HALIPUMED:

HauaJdbHUK yMpaBICHUA KaApoBoW paboTel [lemaprameHTa KaJpoBOM MOJUTHKU
['y6epuatopa CBepioBckoit obnactu u [IpaBurensctBa CBEpAsIOBCKOM 001aCTH;

3aBEyIOIIUN OTAEIOM M3/aTeNbCKON JIEATENIbHOCTH YTIPaBJICHUs BBITYyCKa MPAaBOBBIX
akToB ['yOepnaTopa CepamnoBckoii oonactu u [IpaBurensctBa CBepsioBCKOM 001aCTH.

11.3. HaumeHoBaHus paBOBbIX akTOB CBEPATTIOBCKOM 00JIACTH MUIITYTCS:
C TIPONTUCHOM OYKBHI:

3akon CBepAsIOBCKOM 001acTH,

HO:

npoekT 3aKoHa CBepTIOBCKOM 001acTH,
3aKoHbI CBEp/JIOBCKOM 00J1aCTH;
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VYka3 ['ybepunaropa CBepioBCKOi 0071acTH,

HO:

npoekT ykasa ['ybepnaropa CBepasioBcKoii 00nacTy,
Osank ykasa ['yoepnatopa CBepasioBCKoi 001acTH,
yka3bl ['yoepHaropa CBepIsI0BCKOI 001acTu;

CO CTPOYHOI OYKBBI:

pacnopsbxenue I'ybepnaTopa Cep/yioBCcKoii 001acTH,

nocranoBieHue [IpaBurenscTBa CBEpIIOBCKOM 001aCcTH,
pacniopspkenue [IpaButenscTBa CBEpII0BCKOM 001acTH,
pacrniopstkenue Aagmunauctpanuu ['yoepaaropa CBepis10BCKOM 00J1aCcTH.

11.4. B HauMeHOBaHHUAX NPA3THUKOB M 3HAMEHATEIBHBIX JaT C MPOMHCHON OYKBBHI
MUY TCS IEPBOE CJIIOBO M UMEHA COOCTBEHHBIE, HAIIPUMED:

MexayHapOIHbIN KEHCKUH JIEHb,

JIleHb pOCcCHICKON HAyKH,

PoxnectBo Xpucroso,

Jenn [ToOeapr,

Jlenb 3ammtHrKa OTEUecTBa.

Ecnu HayanbHOE TOPSAIKOBOE YMCIUTENBHOE B TAKOM HAMMEHOBAHMM HAIMCAHO LIU(PPOH,
TO C MPOMUCHOM OYKBBI MUIIETCS CIEAyIolIee 32 HUM CJ0BO. [lopsaKoBOe YMCIUTETBHOE MPH
ATOM HE UMEET HapalleHus, Hanpumep: 8§ Mapra.

11.5. [Ipu MHOrOUKCIEHHOM yNOTPEOJIEHUN Pa3BEPHYTHIX HAMMEHOBAHUMN JIOMYCKAETCSA UX
COKpAIllEHUE 0 OJHOTO0 WJIM HECKOJBKHX CJIOB, UYTO JOJHKHO OBITH CIEHMALHO OTOBOPEHO B
TEKCTe, HallpUMep:

[TomosxeHue O TMOPSIKE M3TOTOBJICHHSA, y4e€Ta M XpaHEHHs] OJAHKOB MOYETHBIX T'PaMoOT,
0J1aHKOB TIOYETHBIX AUTIOMOB ['yOepHaTopa CBepi1oBCKOM 001acTH (7anee - MOoJI0KEHHE).

11.6. AGOGpeBuaTypbl, UuTaeMble MO OyKBaM, HE CKJIOHSIOTCS M MHIIYTCS MPOMUCHBIMU
oykBamu, Hanipumep: MBJI, MUC, DBM, MI'Y, OOH.

AOGOpeBHATYpBI, YNTAEMBIE IO CJIOraM, CKIOHSIOTCA M MUIIYTCS MPOMUCHBIMU OyKBaMH,
ecnu obpazoBanbl oT uMeHn cobctBeHHoro (MUJL - MU a, 'OCT - TOCToMm), u CTpOYHBIMHU
OykBamu, eciii 00pa30BaHbl OT IMEHH HAPUIATEIBHOTO (BY3 - By3a).

11.7. Ucnionb3yeMble B JOKYMEHTaX COKpAIICHUS CIOB JOJDKHBI ObITh OOIIETIPUHSTHIMU, a
UX HaIMCAaHUE - YHU(PHUIIMPOBAHO, HATTPUMED:

obacth - 0011. (B aapece)

paiioH - p-H (B agpece)

ropoj - r. (B aapece)

cerno - c. (B aapece)

yJuna - yi. (B agpece)

nepeyJsiok - mep. (B aapece)

MIPOCTIEKT - MPOCII. (B aapece)

IomaAb - mwi. (B aapece)

MOCEJIOK - MOC. (B aapece)

KOpPITyC - KOpIL. (B agpece)

JIOM - JI.

rof - T. (mpu nudpax)

roJibl - IT. (pu udpax)
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KUJIOTpamM - KT (mpu uudpax)

MUJUTHAPI, MUAJUTHAPABI - MIIPA. (Tipu nudpax)
MUJUIMOH, MHJUTHOHBI - MJTH. (TIpH Qpax)
TBICSIYA, THICSYU - ThIC. (TIpH mUPpax)

TeKTap - ra

TOHHA - T

IEHTHEP - II

MeTp - M (mpu 1udpax)

PHUCYHOK - pHC.

UCTIOJTHSIOMINN 0013aHHOCTH - H.0.

He nonyckaercs ynotpeGienue cokpamenuss «P®» Bmecto cnoB «Poccuiickas
®enepanusny», «CO» - BMecTo ciioB «CBepATIOBCKas 00JIaCTh.

11.8. Ilpu ucnonbp30BaHUM COKpAIICHUN C IU(PpPaMU U CIOBAMU UX CIEIyeT pa3AeisaTh
npooesom.

He nomyckaercs mepeHOCHTh Ha JPYTryIO CTPOKY WM CTPAHUIy WHUIUAIBI UMEHU U
oTyecTBa OT ()aMHIIMHU; COKpAICHHbIE POJOBBIE MOHATHUSA (HAMPUMED, «T.», «YI.», «00I.») OT
UMEHH COOCTBEHHOTO, C KOTOPHIM OHH UCIIOJB3YIOTCS; COKpaIleHHbIe 0003HAUEHUS MEp OT P,
YKa3bIBAIOIIUX YHUCIO HU3MEPSEMbIX €JMHMIL, CJIOBECHbIE BBIPRXEHHS OT LU(PPOBBIX NpHU
o(opMIIeHUH J1aT, KaJIeHIapHBIX CPOKOB, B HA3BAaHUIX MPA3IHUKOB U 3HAMEHATENIbHBIX JaT.

He paspsiBaroTcs o cTpokam J1aThbl, HOMEPA JOKYMEHTOB.

[lepeHoc MyHKTYallMOHHBIX 3HAKOB HA JPYTYIO CTPOKY HE JOMYCKaeTCs.

KaBpiukn 1 ckoOKM HE OTHENAIOTCS TPOOEIOM OT 3aKIIOYEHHBIX B HUX CIJIOB, 3HAKHU
NpENuHAaHUs HE OTACISIOTCS OT CKOOOK M KaBblueK. KaBbruku opopMIsSioTcss TeM ke mpUQTOM,
YTO U 3aKJIFOYEHHBII B HUX TEKCT.

He pomyckaercs oCTaBisiThb B KOHIIE CTPOKM TIPENJIOTH U COMO3bl, HAYMHAIOILIUE
NpeUIoKEeHNE, KpOME TPEXOYKBEHHBIX MPEIOrOB U COI030B, HAUMHAIOIIMX MPEIOKEHHE.

3HaKUM TpenuHaHusd (TOuYKa, 3amsTas, JBOETOYME, TOYKAa C 3alsTOld, MHOIOTOYHE,
BOCKJIMIIATENIbHBIA W BOINPOCHUTEIBHBIM 3HAKH) OT MPEAIIECTBYIOUIMX CJIOB MpOOEIoM He
OTJIEJISIFOTCSL.

B cnoxspIX crnoBax, mUIIynmxcs uepe3 aeduc, cioBa OT Aeduca mpodemamu He
OTIENA0TCA (HanpUMep: MIKOJIa-UHTEPHAT, COLIMATbHO-3KOHOMUYECKUH).

11.9. He nomyckaercs pazaeneHue yucen nepeHocamu. JlomycTumo paszieneHue 4ducen,
COCMHEHHBIX 3HAaKOM THUpe (Hampumep, 1985-1986), B 3ToM ciiyyae Tupe pacmoJiaraercs B
IIEPBOM CTPOKE.

Tupe Mexay uuciaamu, ONPEAeNAIOIIMMHA YWCIOBOW JWAna3oH, HE OTIeseTcs
npoOebHBIM UHTEpBaJIOM (Hampumep, 2-35; 2008-2017 roxel). B ocTanbHbIX ciydasx THpe
oTaeINsAeTcs mpoOenaMu.

JlaTbl, KaJeHJIapHblE CPOKM M 4YHClIa B TEKCTaX JOKYMEHTOB HMEIOT Cleaylolee
HaIMCaHUeE:

1990-€ roan!

B 2017-2019 ronax

¢ 1998 o 2002 rox

B 2015 u 2017 rogax

Ha 2017-2020 roasl

Ha 2017 rog n nnanoBbid nepuoa 2018 u 2019 rogos

B 1999-M (ecnm HET ciioBa roj)

3a 80-90-e roasl XX Beka

B nepuoa 1950 rox - 1960-e roabr
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B 3umHui nepuoxa 2010/2011 rona

2017/2018 yueOHbIii rof

BTOPOE MOJIYToInue

20 anpens 2017 rona

¢ 2 mo 20 mast (HO: O BTOPOTO MO JBAJIIaTOE Masi)

B 20-X ynciax MapTa

XX-XXI Beka

XXI Bek

OT OJIHOTO JI0 TPEX JIET

B [IATh-111€CTh pa3 (HO: B MSTh - I€CSITh pa3)

B 5, 10, 15 pa3 (ecnu B psimy mudpsl 70 AECATH U BBIIIEC)
3a 20 ner

JIBE MUHYTHI

Ha 30 MUHYT

MapT - anpesb

B sSIHBape - Hayaie (eBpas

JI€Hb-/[Ba

JIBa-TPpH Yaca

JIBE TPETU T'OJIOCOB

OJIHA YETBEPTasl YaCTh HACEIICHUS

yenoBek 12-15

TPH NPOLEHTA, CTO NpoueHToB uiu 3%, 100%, 66,5%
50-nporeHTHOE

6 pyOmneii, 16 246 385 tric. pybneit (Ho He 16 mupa. 246 mutH. 385 ThIC. pyOIeit)
241 muH. py6usieli (HO: HaM BbLACTWIN 241 MUJUTHOH)
4 xy06. meTpa, 500 ky0. MmeTpoB

21 mupJ1. KUJI0BaTT-4acoB

12 ThIC. KB. METPOB

Ha 600 rexrapax

40 1IEHTHEPOB C TeKTapa

unBanuy [ rpynmel, padountii 1 pazpsaa

30-1 psn

343,5 TeICcSUN

no coctostauio Ha 1 deBpans 2014 rona

B riepuoj ¢ 1 mo 25 deBpans 2014 roga

B niepuoj ¢ 1 ¢eBpans no 25 mapra 2014 rona

B riepuos ¢ 1 despans 2014 roma o 1 dpepamns 2015 roxa.

11.10. Ons HamucaHus 4uceNl B TEKCTE JOKYMEHTa HCIOJIB3YIOTCS CIeAyromue (popMbl:
OykBeHHasi (HampuMep: 4YeThIpe KOMIbIOTEpa, MATh OjaHkoB), IwmdpoBas (Hampumep: 20
NI€YaTHBIX JINCTOB) U OykBeHHO-IM(ppoBast (Hanpumep: 130-Toicsunbiii MmuTuHr). He nonmyckaercs
HCIIOJIb30BaTh B TEKCTE OJHOIO JOKYMEHTA Pa3au4Hble (POPMbI HAITMCAHUSI YUCEL.

MHoro3Ha4yHbIe Yynciia pa30uBarOTCs MPOOEIbHBIM HHTEPBAIOM Ha KJIACCHI (11O TPH IIU(PHI
cmpaBa HaneBo) (Hanmpumep, 3 245 758). Pa30uBKy Ha KJacChl HE AENAIOT JJIS YETHIPEX3HAUHBIX
4yuces, NEeCATUYHBIX JpoOei u ajis 0003HAUeHUsI HOMEPOB U cTaHjapToB (Hampumep, 0,01599;
['OCT 16598-75).

11.12. Pumckumu nudpamu (6e3 HapalieHHsl MaJeKHOTO OKOHYAHUS) MO TPaJAUIINU
0003HAYalOTCs BEKa, KBApTaJibl, MOPSIKOBBIE HOMEpa CbhE3/I0B, KOH(EpeHIMi, KOHTPECCOB,
MEXIYHAapOJHBIX OO0bEIUHEHUM, accaMOJield, TOJIOBIINH, CIOPTUBHBIX COCTS3aHUN, HAIpUMED:
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XX Bek, XIX-XX Beka, XX cromerne; [ xBapran, IV kBapram; X MexayHapoaHblil
acTpoHOMUYecKkuid che3; XII ONMMIUICKHE UTPHI.

11.13. TlopsakoBble YHMCIUTENbHBIE, 0003HAYaeMble apaObCKUMU IUpamMu, MHIIYTCS C
HapanieHueM, 6e3 MpoOeNbHBIX UHTEPBAIOB, HAPUMED: 8- Psi.

11.14. HanmeHOBaHUs €IVMHUL U3MEPEHUS B TEKCTE JOKYMEHTa PEKOMEHAYETCS MHUCAaTh
caeayromum obpasom: 5 Teic. MeTpoB, 16 ToHH, 120 kB. MeTpoB, 20 MJIH. TOHH; B IPUJIOKEHHUSX -
COKpauieHHo: 5 Teic. M, 16 T, 120 kB. M, 20 MJIH. T.

11.15. CymiecTBUTENnBHOE MOCIE APOOHOTO YMCIIA COTJIACYETCs ¢ APOOHOM €ro 4acThio U
MULIETCSA B POJUTEIBLHOM I13/I€K€ €IMHCTBEHHOTO Yncia, HarpuMmep: 28,5 metpa, 46,2 KB. MeTpa,
HO 28,5 ThIC. METPOB.

11.16. CnoxHble CyUIECTBUTENIbHBIE WU NpPUIAraTeIbHbIE, UMEIOIINE B CBOEM COCTABE
YUCJIUTENbHBIC, NUIIYTCs, Hanpumep: 150-netme, 3-MecsSuHBIA CPOK, 25-NPOLEHTHBIM, 3-
JTHEeBHBIN, 1-, 2- U 3-CEKIMOHHBIC MIKa(HI.

11.17. 3Hak HOMepa CTaBUTCS Mepes MOPSIAKOBBIMA HOMEpPaMHU NPUIIOKEHUH, HO HE
CTaBUTCS Tepe] MOPSIKOBBIMU HOMEPaMU TaOJull, WLIOCTpPAlLlUd, TJaB, CTPAHUI], HAIPUMED:
npunoxxkenue Ne 2, tabnuna 1, rmasa 4, ctpanuia 5.

3naku  «No», «§» TMpU HECKOJIbKHUX uHclIaX (TO €CTh KOrja OHM O0003HAYaroT
COOTBETCTBYIOIIUE TOHSATUS BO MHOXECTBEHHOM YHCJI€) HE YABAWBAIOTCA M CTaBSTCS TOJBKO
oauH pa3z, Hanpumep: Ne 1-5; § 1 u 2.

3naku  «%», «°» W uHBIE TNOJOOHBIE CHUMBOJBI YyKa3blBalOTCS 0e3 mpolena oT
COOTBETCTBYIOIIETO ITU(GPOBOTO 3HAUCHUSI.

3Haku HOMepa, maparpada, MpoIeHTa, Trpajayca U COOTBETCTBYHOIIME LHUPPHI HE
JIOTIyCKaeTCs pacroyiarath Ha pa3HbIX CTPOKaXx.

Korma mudps! numrytes ciioBaMu, 3HaKHM HOMEpA, maparpada, MmpoIeHTa, rpajayca Takke
MUITYTCS CJIOBaMHU.

11.18. Marematudeckue oOo3HaueHus =, <, >, +, - JIOMyCKAETCS MPUMEHSATH TOJIHKO B
dbopMynax; B TEKCTe JOKYMEHTOB MX HEOOXOJIMMO MUCATh CIIOBAMHU: PABHO, MEHbIIE, OObIIIE,
TUJTIOC, MUHYC.

11.19. Ynorpebnenue B cioBax OYKBBI «E».

Nmena coOctBeHHble ((haMuiauu, HWMEHa, OTYECTBAa, reorpapuueckue HaUMEHOBAHUS,
HAUMEHOBAHUSl OpraHMW3alii M WHBIE) MHIIYTCS C YHOTpeOJieHneM OYKBBI «&», eciu ee
HalMCaHUe NOATBEPKIAETCS JOKYMEHTAIbHO, HantpuMep: A.B. CeMEHOB.

B ocranbHbIX ciydasx BMecTO OYKBbI «&» ynoTpebisiercs: OykBa «e», Hanpumep: «Bompoc
BHecen», «Y TBEPXKJIEH».

11.20. IlpumepHBIii TIEpeUYE€Hb COKpAIIECHHUM, KOTOPBIE JOMYCKAETCS HCIOIb30BaTh B
JIOKYMEHTaXx:

Howmep ITonnoe HauMeHOBaHKE Coxkpamienne
CTPOKH

1 2 3

1. |akmuoHepHOe 00IIecTBO AO

2. |rocygapcTBEHHOE aBTOHOMHOE YUPEXACHUE I'AY

3. |rocymapcTBeHHOE aBTOHOMHOE yupexjienue CeepainoBckoir (['AY CO
obyactu

4. |ToCcyaapCTBEHHOE OIOJKETHOE YUPEIKICHUE I'bY
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5. |rocymapcTBeHHOE Or0/KeTHOE yupexkaenue Crepanosckoir | ['BY CO
o0acTu

6. |TOCyIapCTBEHHOE Ka3€HHOE YUPEKICHUE I'KY

7. |rocymapcTBEHHOE Ka3zeHHOE yupexaeHne CBepaIoBCKOM I'KY CO
obnactu

8. | MyHMLIMIIAJbHOE aBTOHOMHOE YUPEXKICHUE MAY

9. | MyHUIMNAIbHOE OI0/PKETHOE YUpPEeXKICHHE MBY

10. |MyHMIMDAIBHOE Ka3€HHOE YUPEXKICHHE MKY

11. |rocymapcTBeHHOE aBTOHOMHOE 00pa30BaTeIbHOE 'AQOY CO
yupexaenue CBepIyIOBCKON 00acTu

12. |rocynapcTBEeHHOE aBTOHOMHOE 00pa30BaTeIbHOE I'AOY CIIO CO
YApEeXKICHUE CPEIHETO MPOPECCHOHATBHOTO 00Pa30BAHMS
CBepanoBckoi 06acTu

13. |rocymapcTBeHHOE 010JKETHOE 00pa30BaTEIbHOE I'OY CO
yupexenue CBepasoBCKoi 001acTi

14. |rocymapcTBeHHOE OIOKETHOE 00pa30BATEIHLHOE I'bOY CIIO CO
YyUpEekKACHUE cpeiHero npodeccuoHaIbHOro 00pa3oBaHus
CepanoBckoi obsacTu

15. |rocynapcTBeHHOE Or01KEeTHOE MPO(dhecCHOHATbHOE I'BIIOY CO
oOpa3oBaTenbHOe yupexieHne CBepAToBCKON 00J1acTH

16. |MyHUIMIAIBHOE aBTOHOMHOE JIOIIKOJIbHOE 00pa3oBaTensHoe | MAJIOY
yupexJIeHue

17. | MyHHMIMIAIIBHOE aBTOHOMHOE 00pa3oBaTebHOE yupexaeaue | MAOY

18. | MyHHIIMIIaTFHOE aBTOHOMHOE 00pasoBatenbHoe yupexaenue | MAOY 1O/
JIOTIOJTHUTEIBHOTO 00pa30BaHus aAeTel

19. | MyHHIMIATBEHOE aBTOHOMHOE 00111€00pa30BaTEeIbHOE MAOY COlI
yupexJIeHue cpefHss o01eodpazoBaTenbHas IIKOa

20. | MyHUIMNAIbHOE OIOPKETHOE NOIIKOIbHOE oOpa3oBatensHoe | MBZIOY
yUpEKIACHUE

21. |MyHHIMOAIBHOE OI0/KETHOE 00pa3oBaTenbHOE yupexaeaue | MbOY

22. | MyHHIMOAIbHOE OI0/DKETHOE 00pa3oBaTenbHOe yupexaenue | MbOY 1O/
JIOTIOJTHUTEIBHOTO 00pa3oBaHus AeTei

23. | MyHUIMNIagbHOE OI0pKEeTHOE 00111e00pa30BaTeIbHOE MBOY COII
yupexJIeHue cpefHsis 001eodpazoBaTesbHas IIKOJIa

24. | MyHHUIMIATEHOE 00pa30BaHUE, PACIIOI0KEHHOE Ha MyHunumnagsHoe
tepputopuu CBEpATIOBCKOM 001aCTH oOpa3oBaHue

25. |rocyaapcTBEHHOE aBTOHOMHOE YUPEXKACHUE 'AY3 CO
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3npaBooxpaHeHuss CBepATOBCKOM 0bnacTu

26. |rocyaapcTBEHHOE OIOKETHOE YUPEKICHUE I'bY3 CO
3npaBooxpaHeHust CBepATOBCKON 00JIacTH

27. |rocymapcTBEHHOE Ka3eHHOE yupexaeHue 3apaBooxpanenus |(['KY3 CO
CaepuioBCcKoO# o0mactu

28. | denepanbHOE OIOJKETHOE YUPEKICHUE 3/1PABOOXPAHEHUS ObY3

29. | denepanbHOE TOCYAAPCTBEHHOE OIOIKETHOE YUPEKICHUE OI'bY3
3IIPaBOOXPaHEHHS

30. |denepambHOE TOCYAAPCTBEHHOE KA3€HHOE YUPEKICHHE OI'KVY3
3/IPaBOOXPAHEHUS

31. | OTKpBITOE aKIIMOHEPHOE OOIIEeCTBO OAO

32. | 0O1IecTBO ¢ OrpaHUYEHHONW OTBETCTBEHHOCTBIO 000

33. | myOIuYHOE aKIMOHEepHOEe 00IIECTBO ITAO

34. | uH(pOpMaLIMOHHO-TEIEKOMMYHHKAIIMOHHAs ceTh « IHTepHeT» | IHTepHeT

35. |cpenctBa MmaccoBoi HHGOpPMAITUU cCMHA

36. |cpenHsis obieoOpa3oBaTenbHas KO Coll

37. | dbenepanpHOE TOCYAaAPCTBEHHOE OIOIKETHOE OI'BOYBIIO
0o0pa3oBaTeNbHOE YUPEKIEHUE BBICIIETO
npodeccnoHaIsHOTO 00pa30BaHuUs

38. | benepanpHOE rOCY1apCTBEHHOE ABTOHOMHOE OI'AOY BIIO
00pa3oBaTeNnbHOE YUPEKIEHUE BBICIIETO
pohecCHOHATLHOTO 00pa30BaHuUs

39. | dbenepanpHOE TOCYTAPCTBEHHOE ABTOHOMHOE OI'AOY BO
00pa3oBaTeNnbHOE YUpPEKICHUE BBICIIETO 00Pa30BaHUS

40. |denepanbHOE TOCYAAPCTBEHHOE OIO/IKETHOE dI'bOY BO
00pa3oBaTeNbHOE YUPEKIEHUE BBICIIIETO 0Opa30BaHMUs

41. |denepanbHOe OI'VII
rOCyJJapCTBEHHOE YHUTAPHOE MPENNPUATHE

42. |rocynapcTBeHHOE yHUTapHOE npennpustue Ceepmiosckoi | I'YII CO
obnactu

43. | MyHUIIMIIAJIBHOE YHUTAPHOE MPEANPUITHE MYVII

44. |aBTOHOMHAasI HEKOMMEpPYECKasi OpraHu3aIus AHO

45. | XWINILHO-KOMMYHaJIbHOE X0351iCTBO KKX

46. |3aKpbITO€ aIMUHUCTPATUBHO-TEPPUTOPUAIBHOE 3ATO

oOpasoBaHue
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47. | Hay4YHO-HCCIIEIOBATEIILCKUI MHCTUTYT H1N

48. | Ypanbckoe otaenenue Poccuiickoil akageMun HayK YpOPAH
49. | Vpanbckuii GpenepanbHbIil OKPYT Yp®O
50. |uMHAMBUIYaJIbHBIN PEANPUHUMATEID HII

[Tpunoxenne Ne |

K MHCTpyKIMuU 10 1€T0IPOU3BOACTBY
B CueTHoll najnaTe MyHULUIIAIBLHOTO

O0pasen 0.1aHKa pacnopsizKeHus!
CueTHOH MajaThl MyHUIIMNIAJIBHOTO oKpyra Kpacnoypaabck

CYETHAA ITAJIATA
MYHHUIHUITAJIBHOTI'O OKPYTI'A KPACHOYPAJIBCK
PACHHOPAKEHUE

okpyra KpacHoypanbck
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ropos KpacHoypanbck
1 nmpoGen

3a201060K
(oTpaxaeT KpaTKoe cozepkaHue U GopMyIUpyeTcs B Buae oTBeTa Ha Borpoc «O yem? O komy,
pa3Meniaercs Mo LEeHTPY JIMCTa, MUILIETCS C MPOMUCHOM OyKBHI JKUPHBIM KYPCUBOM, TOUYKA B KOHIIE
3arojIoBKa HE CTaBUTCSA)

1 mpoGen

O6ocHoBanue (mpeamOyiia) (oTpaxxaeT OCHOBaHHE, IPUUYNHY U LIETb U3/IaHUS TJOKYMEHTA) :
1 mpoGen

PacnopsinutenbHas yacThb

2 mpoberna
[Ipencenarens IHoanuce N.0. damunus
(JII/I‘-IHa}I IIOAIINCH TOJIBKO Ha
MO/JIMHHUKE B OJTHOM IK3EMILISIPE)

[Ipunoxxenne Ne 2

K MHCTpyKIMU 10 J€I0nPOU3BOACTBY
B B CuUeTHOI majaTe MyHHUIUIIATIbHOTO
okpyra KpacHoypanbck

Oopa3sen 01aHKA 1€J10BOT0 (CJIY:KeOHOr0) NMUCbMa
CueTHOI MaJaThl MyYHUIIUNIAJIBHOTO OKpyra Kpacnoypanbck

CYETHAA ITAJIATA
MYHHUIIUITAJIBHOT'O OKPYTI'A KPACHOYPAJIBCK

[Mo6enst m, a. 1, KpacHoypanbck, CBepanoBckas o0macts, 624330
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ten (34343) 2 66 54, E-mail: krur-kontrol@yandex.ru
OKIIO 94361282 OT'PH 1069620001330 MHH 6620010923 KIIIT 668101001

Ne

Ha Ne oT

3aroJ0BOK K TEKCTY

(oTpaxaer KpaTKoe colepKaHne

u GpopmynupyeTcs B Buje oTBera Ha Bornpoc «O yem?,
pa3Meniaercs cieBa JIMCTa, MUIIETCS ¢ IPOIUCHONW OYKBBI,
TOYKA B KOHLIE 3ar0JI0BKA HE CTAaBUTCH)

IIpencenarens [Tonnuce N.0. ®amunus

[Tpunoxenne Ne 3

K MHCTpyKIMU 10 1€10IPOU3BOACTBY
B CueTHOH najaTe MyHUIIUIIAIBLHOTO
okpyra KpacHoypanbck

Oopa3zen opopmiteHust pacnopsizkeHus
CuyeTHoii majaThl MyHUIIUNIAJBHOTO OKpYyra Kpacuoypanbck

CYETHAA ITAJIATA
MYHHUIUITIAJIBHOI'O OKPYTI'A KPACHOYPAJIbBCK
PACITIOPAXKEHUE



mailto:krur-kontrol@yandex.ru

55

ropox Kpacnoypaibck

00 ymeepotcoenuu Peznamenma
Cuemnoit nanamel Mynuyunaivbnoz2o okpyza Kpacnoypansck

B cootBercTBUM ¢ DeaepanbHbpiM 3akoHOM OT 7 peBpamnst 2011 roma Ne 6-D3 «O6 obmux
NPUHIMIAX OPraHWU3allMd ©  JICATETbHOCTH KOHTPOJIbHO-CUETHBIX OPraHoB CyOBEKTOB
Poccuiickoit @enepanuu 1 MyHULMIIAJIBHBIX 00pa3oBaHMil», 3akoHOM CBepUIOBCKOW oOsactu
ot 12 uronsg 2011 roma Ne 62-O3 «O Cuernoli nanate CBepAJIOBCKOM 00JaCTH U KOHTPOJIHHO-
CYETHBIX OPraHOB MYHHIIMITAILHBIX 00pa30BaHU», PyKOBOJCTBYSCh cTaTheil 12 [TomoxeHus o
CueTHOM manate MyHHUIMNAILHOTO OKpyra KpacHoypanbCK, YTBEPKIAECHHOTO pelieHreM J{yMbl
ropoJickoro okpyra KpacHoypaibck oT roga Ne

1. YrBepaute Pernament CueTHOW namaTtel MyHUIMNAIBHOrO oOKpyra KpacHoypaibck

(mpunoxeHue).
2. Ilpu3Hath yTpaTUBLINM CUILy pacnopsbkeHre KOHTpoJapHOro oprana ropojickoro okpyra
KpacHoypasbck ot 201 roma Ne_ «OO6 yrtBepxkaenun Pernmamenta KoHTposiabHOTrO

oprasa ropojckoro okpyra Kpacunoypanbck»

3. Hacrosmee pacnopshkeHHE pa3MecTUTh Ha oduuuaibHOM caiite CUeTHOM Manatel
MyHHUIMIaIbHOTO okpyra KpacHoypaneck B cetu «MaTepHer» (krur-kontrol.ru).

4. Hacrosiiee pacniopsiKeHUE BCTYINAET B CUITYy C MOMEHTA MOANMCAHMSL.

5. KoHTpob 32 UCIIOTHEHUEM PACTIOPSHKEHUST OCTaBJISO 3a COOOH.

IIpencenarens [Toanuce N.O. ®amunus

YT1BepKkIeH

pacniopsbkeHueM CUeTHOM mayiaThl
MYHHUIUIIAIBHOTO OKpyTra KpacHoypanbck
OT 2019 Ne

PEI'JIAMEHT
CueTHOl MajaThbl MyHMIMNIAJIBHOTO OKpyra Kpacuoypasjbck

(anee TEKCT HE IPUBOJIUTCS)


http://krur.midural.ru/
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[Ipunoxenue Ne 4

K MHCTpyKIIMU MO J€I0NPOU3BOJICTBY
B CyeTHOM manare MyHUIIUIAIBHOTO
okpyra Kpacnoypaibck

Oo0pa3zen opopmiieHHsI TPOTOKOJIA
CueTHOM MaJaThl MyHUIMNIAJIBbHOT0 OKpyra Kpacuoypaiabck

CYETHAA ITAJIATA
MYHHULUITAJIBHOI'O OKPYI'A KPACHOYPAJIBCK

IHPOTOKOJI
3aCelaHusl ATTECTAlMOHHON KOMUCCUU

« » 20 T.

ropox KpacHoypanbsck
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B 3acenanun y4acTtByOT:

1. damvmma 1.0 - TIpeICENATEINb ATTECTALMOHHON KOMUCCHH.
(Pamunus N.0.)

2. damvmmua 1.0 - YJIeH aTTECTAllMOHHON KOMHUCCHUH.
(Pamunusg 1.0.)

3. davmmg 1.0 - YJICH aTTECTAllMOHHON KOMHCCHH.
(Pamunus N.0.)

4, damvmmus 1.0 - YJICH aTTECTAal[MOHHOM KOMMCCHH.
(Pamunus N.0.)

5. ®amummus 1.0 - CEKpeTapb arTeCTallMOHHON KOMUCCHU.
(Pamunus 1.0.)

ITIOBECTKA [HA:

1. Atrecranus
MYHHIUIIAIBHOTO cityxaiiero C4eTHOM najiaThl MyHUIIUIAIBLHOTO Kpyra
Kpacnoypansck, nacnexkropa @amunus 1.0

(Yxa3bIBaeTCsl JOJDKHOCTD, (DaMUIIUS Y MHUIMAJIBI aTTECTYEMOT0)

3acenanue arrectaiioHHOM komuccuu Bena damunus M.O. — npenceparens
CderHoll manarel MyHULIMOAIbHOrO oOKpyra KpacHoypanbck, Tmpeacenarenb
aTTECTAllMOHHON KOMHCCHUU

CJIYIIAJIN: nadopmaruio npeaceaaTenass aTTecTalmoHHON KoMuccuu DaMuitus
N.O 06 oT3pIBe Ha MYHUIMITAIBHOTO CIYy’)Kamero — mHcrekTopa CueTHOH IajaThl
MyHununaibHoro okpyra Kpacnoypansck ®@amumnus 1.0

(Yyka3bIBaeTCsl JOJKHOCTD, (DaMUIIUSL U MHUIIMAJIBI aTTECTYEMOTO)

BBICTYIINJIN Gamvunusa 1.0, @amunusa N.0, Gamunus U.0, Gamunus
(3amaHbl BOIIPOCHI): n.0
(YKa3bIBatOTCS TOHKHOCTH, (PaMUJIMU U UHUITUAJIBI BRICTYIIHMBIIIETO,

el

KpaTKOE COJIepKaHUE BBICTYIIJICHU)
PEIINJIN:
1. ®amunus U.0 — uncnekrop C4eTHOM nanaTel MyHHUIIUIIAIBHOTO
okpyra KpacHoypajibCK, COOTBETCTBYET 3aMEIIAEMON MYHUIIUTIAIBHON
JOJKHOCTH.

(YKa3bIBaeTCsl KpaTKOE COJIEpKAHUE PEIICHNS)

I'OJIOCOBAIJIN: «3a» - 5 denoBek
«IIPOTHUBY - HE TOCOBAJIU

(YKa3bIBarOTCsl pe3ybTaThl FOJIOCOBAHUS)
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[Ipunoxxenue: arrecranroHHbid muct  @amumnusg 1.0

[Ipencenarens
aTTeCTallMOHHOMN
KOMMCCHUU davumsa 1.0
MOJIITNCH N.0. damunus
Cekperapb
aTTeCTAIlMOHHOM
KOMHMCCHUH damunnsa 1.0
MOJIHUCH N.0O. Gamumus
Ynensl
aTTeCTallMOHHOM
KOMHCCHU dammma 1.0
N.0. ®amumimisa
damunnsa 1.0

IIpunoxxenne Ne 5

K MHCTpYKIIMU MO JeI0NPOU3BOJICTBY
B CUeTHOM najiaTe MyHULIUIIAIBHOTO
okpyra KpacHoypainbck

Oo0pa3zen opopmiieHHs 1€J10BOT0 (CIYKeOHOT0) MIUCHMA
CueTHOili majaThl MyHUIIUNIAJIBHOTO OKpYra Kpacuoypanbck

CYETHAA ITAJIATA
MYHHUIUITAJIBHOI'O OKPYI'A KPACHOYPAJIBCK

[obens! ., a. 1, KpacHoypanbck, CBepmioBckas oo6macts, 624330
ten (34343) 2 66 54, E-mail: krur-kontrol@yandex.ru
OKIIO 94361282 OI'PH 1069620001330 MHH 6620010923 KIIIT 668101001
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No
OOmecTBeHHas manaTa
Ha No OT
MYHHITUTIAIBHOTO OKpYyTa
06 yyacmuu 6 pabome xomuccuu KpacHoypansck

Ddamvmmua U.0.

YBaxkaemass Mapus IBanoBHa!

CueTrHas manaTta MyHUIIMIAIBHOrO OKpyra KpacHoypaibCk MPOBOJMUT aTTECTALIMIO
MYHHIMIIAIBHOTO ciiyaiiero CY4eTHOM najiaThl MyHUIIMNIATBHOTO OKpyra KpacHoypanbck
— uHcnekrtopa CYeTHOM najaThl.

B cooTBercTBHM ¢ JEHCTBYIOIIMM 3aKOHOJATEILCTBOM 00 OpraHuU3aIiuu
MPOBEJCHUS aTTECTAllMM MYHUIMNAIBHBIX  CIyXalluid MYHUIUNAIBHOTO  OKpyra
Kpacnoypanbck, nmpocum Bac npussth ydactTue B pabOT€ KOMHCCHUHM MO IMPOBEACHHIO
aTrecTtauny nHcnekropa CUeTHOM majiaTsbl B KAYECTBE HE3aBUCUMOTIO SKCIIEPTA.

JlaTta mpoBeaeHusl aTTECTallUH 201 roma, Hawano — 4acoB.
Konus pacnopsi>keHus 0 IOJATOTOBKE M MPOBEJEHUN aTTECTALIMK MPUIIAraeTcsl.
[IpocuM HampaBuTh OTBET B CYETHYIO MaJaTy B CPOK 10 201 roja.

[Tpunoxxenue: Konusi pacnopskeHus Ha 3 J1. B 1 3K3.

C yBaxeHHeM,
[Ipencenarens [Moanuck N.0. Gamunus

damunus, uMsi, OTIYECTBO, HHCTIIEKTOP
(34343) 26654; krur-kontrol@yandex.ru

[Tpunoxenne Ne 6

K MHCTpYKIIMU MO AeI0NPOU3BOJICTBY
B CueTHOM nanaTe MyHULUIIAIbHOTO
okpyra Kpacaoypaibck

Oopa3zen opopmitenus akra
CueTHOM MaJaThl MyHUIMNIAJIBbHOTO OKpyra KpacHoypaiabck

CYETHAA ITAJIATA
MYHHUIUITAJIBHOTI'O OKPYTI'A KPACHOYPAJIBCK

AKT
NPOBEPKU TEXHHUYECKOI'0 COCTOAHUSA OPITeXHUKH

ropox KpacHoypanbsck
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OcHoBanue: pacnopsokenre  CYeTHOM  majaTbl  MYHUIUIIAJBHOTO  OKpyTa

KpacHoypansck  oT Ne «O TpOBEpKE TEXHUYECKOTO COCTOSIHUS
OPITEXHHUKH,  Hcnoiap3yeMod  CyeTHOM  manaToil  MYHHULHMIIAIBHOIO  OKpyra
Kpacnoypanbck».

CocraBnen: mpencenarenem Pamunua WM.O.; uncnexkropom Pamunua HW.O.,
nHcnekropom amunus N.0.

B xonme mnpoBepKHM TEXHUYECKOTO COCTOSHMS OpPrTeXHUKM CUEeTHOW MaaThl
MYHHLUIIAIIBHOTO okpyra  KpacHoypaibcCk, IIPOBEICHHOM ,
YCTaHOBJIEHO ...

IIpoBepkoil mprU3HaHBI HEPUTOJHBIMH JUJIS DKCILTyaTalluu:

Iloamce HN.0. Gamumnus
IHoanuce N.0O. damuus
[Toamuce N.0. amunug

IIpunoxxenue Ne 7

K MHCTpyKIIMu 10 1€0IPONU3BOACTBY
B CueTHOM nanaTe MyHULUIIAIbHOTO
okpyra Kpacnoypajbck

Oo0pa3zen opopmiieHU CITY:KeOHOI 3aNINCKHU
CueTHOM MAJaThl MyYHUIMNIAJIBbHOT0 OKpyra KpacHoypaiabck

CUYETHAS ITAJIATA
MYHHUIUITAJIBHOI'O OKPYI'A KPACHOYPAJIBCK

CJIY/KEBHAA 3AIIMCKA

oT IIpencenaremnto
CdeTHol anatbl MyHHUIIUIIAIHBHOTO
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O nmpoasyieHnH cpoka NpOBEACHUS okpyra KpacHoypanbsck
KOHTPOJIBHOTO MEPOIIPUATHS ®amunusa 1.0.

VBaxaemasa Umst OtuecTBO!

B cBsa3u ¢ HaxoxaeHneM mHcnekTopa CYETHOW MallaThl MYHUIUIIAIBHOTO OKpYyra
KpacHoypainbck Ha Kypcax TMOBBIIICHUS KBaIU(UKAIMU BO BpEeMsl MPOBEICHUS
KOHTPOJIBHOTO MEPOIPHUSTUSA, & TAKXKE HEJOCTATOYHOCTHbIO YCTAHOBJIEHHOI'O CpOKa A
MPOBEICHUS KOHTPOJIbHOTO MEPOTPUATHUS «HanmeHoBaHue KOHTPOJIbHOTO
MEpPONPUATHSD), TMPOUIy MPOMJIUTH CPOK TMPOBEICHUS YKAa3aHHOTO KOHTPOJIBHOTO
MEpONPUATHUS.

PykoBoauTens paboueii rpynimbl
KOHTPOJBHOTO MEPOIPUATHS [Tonnuce N.0. ®amunus

[Tpunoxenne Ne 8
K MHCTpYyKIIMM MO Ae10NpOU3BOJCTBY

B CueTHOM Manate MyHULUNATIBHOTO
okpyra KpacHoypanbck

NEPEYEHDb YTBEPXKJIAEMbIX TOKYMEHTOB
1. AxThI (CIMCaHuUs; SKCIEPTU3bI; KOMUCCHH).
2. I'paduku paboT, OTIIYCKOB.
3. MHCTpyKIIMH, TOTKHOCTHBIE HHCTPYKIIAH.
4. Knaccudukaropsl nHPOpMaILK, TOKYMEHTOB.
5. Meroauyeckue peKOMEHIaluU, METOJUYECKUE YKa3aHUsI U METOIUKH.
6. Homenknarypa J1e1 opraHnusarum.
7. Onucu nen (MOCTOSHHOTIO, BpeMeHHbIX (cBbilmie 10 J€T) CPOKOB XpaHEHHUS U IO
JUYHOMY COCTaBY).
8. Ilepeunu (IOMKHOCTEH, OpraHu3aunii, BUI0B HHPOPMAILIUU, TOKYMEHTOB).
9. IlonuTukw.
10. ITonoxxenus.
11. Ilopsaxmu.
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12. IIpaBuia.

13. PernameHTHI.

14. CranmapThl opraHu3aiuu.

15. YuudunupoBanusie GopMbI JOKYMEHTOB.
16. IlITaTtHOE pacnucaHue.

[Tpunoxenne Ne 9

K MHCTpYKIIMK MO A€TONpPOU3BOJICTBY
B CueTHOM Manate MyHULUNIAIBHOTO
okpyra KpacHoypanbck

IHHEPEYEHDb
JOKYMEHTOB, 3ABEPAEMBIX ITEYATBIO OP'AHU3ALIUA

1. ApxuBHas cpaBka.

2. AkTbl (mpuemMa, 000pyAOBaHMsl, BHITTOJIHEHHBIX PabOT, CIIMCAHUS, SKCTIEPTU3bI).

3. Komun W BBIIUCKM W3 JTOKYMEHTOB, BBIJABA€MbIX [UISl NPEICTABICHUS B Apyrue
OpraHu3aluu.

4. OO6pa3ibl OTTHCKOB IMEYaTe M MOAMHUCEH pabOTHHUKOB, MMEIOIIMX MPaBO COBEPIIATH
(UHAHCOBO-XO035IICTBEHHBIE ONEpaIIH.

5. llopyuenus (OropKeTHBIE, 0AHKOBCKME, TEHCHOHHBIC; TIATE)KHbIE, MHKACCOBbIE B OaHK
Ha TI0JTy4Y€HHE UHBAJIIOTHI CO CUETOB, MIEPEBO/] BAIIOTHI).

6. IlpencraBnenuss W xojaTaiicTBa (0 HarpaXJIeHUM TOCYIJApCTBEHHBIMU Harpajgamu H
IPEMUIMHU).

7. PeecTpbl (U€KOB, MOPYUECHUI, TPEICTABISAEMBIX B OaHK).

8. CrmpaBku (0 q0ox0Aax (PU3MYECKUX JIMIL, O BBIIUIATE CTPAXOBBIX CYMM, O OalaHCOBOM
CTOMMOCTH OCHOBHBIX ()OHJIOB, 10 MEPCOHU(PULIMPOBAHHOMY YUeTy, O(POPMIIEHHIO CTPaXOBBIX
CBUJIETENIBCTB, IO 3allpocaM OpPraHU3alMi, MO JOKyMEHTaM, MPEOCTaBIsSEMbIM B CyI, - IO
HEOOXOUMOCTH).

9. YaocroBepeHus: pabOTHUKOB.

[Tpunoxenue Ne 10

K MIHCTpyKIMU 10 1€T0IPOU3BOACTBY
B CueTHOM Mmanate MyHULIUTTATIBHOTO
okpyra KpacHoypanbck

INEPEYEHD
HEPET'MCTPUPYEMBIX BXOJAIIUX JOKYMEHTOB <*>

<*> Ecnu ykazaHHbIE JOKYMEHTHI MOCTYHWJIH C COMPOBOAMUTEIBHBIM MHUCbMOM, IMUChMa
PETUCTPUPYIOTCS B OPSIIKE, YCTAHOBICHHOM HacTosed MHCTpyKiuei.

1. AHKeTbI (pe3toMe), HalpaBisieMble B LIETSAX TPYI0yCTPOMCTBA.

2. byxranrepckue JOKyMeHTHI (OyXrantepckas OTYETHOCTh, CUETa, cueTa-(paKkTypbl, aKThl
CBEPKHU B3aMMOpACUYETOB, aKThl IPUEMKH-IIEPEAAUN OCHOBHBIX CPE/ICTB, TOBAPHBIC HAKJIAJHBIE).

3. TOCTsL
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4. I'paduiku, 3asBKU.

5. JlokyMeHTBl (NIPOEKTHI JOKYMEHTOB), TpeOylolre NOANUCaHus (COIJIacOBaHUS,
YTBEPXKJIECHUS) U MOCIIEAYIOIIEr0 BO3BpaTa.

6. KonkypcHasi fJoKyMeHTaIusl.

7. HayuHo-TexHHYeCcKas U IPOEKTHAs JOKYMEHTALHS.

8. IleuarHble nM3aHUs (KHUTH, )KypHAaJbl, ra3eThl), KaTaJord, TEXHUYECKas JUTepaTypa,
TEMaTHYECKUE U CIICIATbHBIE COOPHUKH, TIIAKATHI.

9. Ilo3apaBuTENbHBIE MUCbMA U TEJIETPaMMBbI, OJIar0JapCTBEHHbIE MUCbMA U TEJIETPAMMBI,
IPUIJIACUTENIbHBIE OUIIETHI.

10. IIpelickypaHThI.

11. IlpurnacurenbHble OUIETHI.

12. Pexnamubie MaTepHaiibl (TUCbMa, TUCTOBKH, MPOCIEKTHI, OYKJIETHI).

13. YueOHblIe M1aHbl, TPOrPaMMBI.

14. ®opmbl 1 611aHKH, B TOM Yuciie (POPMBI CTATHCTUYECKON M MHOM OTYETHOCTH.

[Tpunoxenue Ne 11

K MIHCTpyKIMU 10 1€T0IPOU3BOACTBY
B CueTHOM Mmanate MyHULIUTTATIBHOTO
okpyra KpacHoypanbck

Oo0pa3sen sKypHa/ia perucTpauMu BXOASIIIEH W UCXOAsIIeH KOPPeCHOHAeHIIuN
CueTHOM MaJaThl MyHUIMNIAJIBbHOT0 OKpyra Kpacuoypaiabck

CUYETHAA TAJTATA MYHUIUITAJIBHOI'O OKPYI'A KPACHOYPAJIBCK

KYPHAI
perucrpauuu
BXOAfALIEN U HCXOoAs el KOPPeCIOHAeHIIMU

Hauat




OxoHueH

HMroro BHECEHO BX. 3aImmcei

Htoro BHECeHO UCX. 3amucen

OTBeTCTBEHHEBIH 3a BCACHUC

Cpok XpaHeHus )KypHaia

64

Kpacnoypanbck

5 jet

Bxooawasn koppecnonoenyus 2025 zooa

npeaceaarcib CueTHOM manaTel MYHUIUIIAJIIBHOTO OKpYyTa

Juer Ne
BXOIANIHE
Perucr
Homep u nara
pauuoH Hara Anpecat (0T KOro OrBercT. Cpok
o BXO/ISIIIIEr0 KpaTkoe coxep:kanue 10KyMeHTa
HBIN MOCTYIICHUS MOCTYITHJI }IOKyMeHT) JHAIO0 HCIOJTHECHU A
AOKYMEHTa
HOMeEpP
Hcexooawaa koppecnonoenyua 2025  z2o0a
JIuer Ne
KoppecnonaeHnt HUCXOJSIIINE
Peructp
JaTa HOMep U 1aTa .
AHOHH azipecat, KOMy OTBeTCTBEHHBII
HCXOJALIEro o BXO/SIIEr0 Kparkoe conep:xanue
bIH HAIPaBJEH IOKYMEHT HCIIOJIHUTEIb
JOKYMEHTa JOKYMEHTA

HOMep
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[Tpunoxxenne Ne 12

K MHCTpyKIMHU 10 J1€T0NPOU3BOACTBY
B CyeTHOM najiate€ MyHUIMIAIBHOTO
okpyra KpacHoypainbck

O0pasen )kypHaJia perucTpaluu pacnopsiKeHu
CueTHO# MaJaThl MyHUIMNIAJIBbHOT0 OKpyra Kpacnoypaiabck
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CYHETHAS ITAJTATA MYHUIUITAJIBHOI'O OKPYI'A KPACHOYPAJIbCK

AKYPHAII

perucTpauuu pacrnopsKeHun
10 OCHOBHOM J1eAATeJILHOCTH

Hauar 09.01.2025

Oxonuen 31.12.2025

HToro BHeCceHO 3amucei

OTBETCTBEHHBII 3a
BeneHue npedcedamensy Cuemnoll naiamsl MyHuyunaibho2o okpyea Kpacnoypansck

Cpok XpaHEHUS KypHAaJa NOCMOSHHO

Pezucmpayuu pacnopsaiicenuit R0 0CHOBHOIU 0esAMeIbHOCIMU
2025 200

Jluct

Ne Hdara Homep

ILI. | pacCOps:KeHUs
JKeHH s

pacnops HaumenoBanue pacnopsizkeHus Hcnoanurennb

Kyna nanpasa
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CYETHAS TITAJIATA MYHUIIMITAJIBHOI'O OKPYT'A KPACHOYPAJIBCK

AKYPHAII

perucrpanuu pacrnopszKeHum
10 JIUYHOMY COCTaBY

(npuem, nepeBoj, yBoJbHeHHE, ATTECTALMS, OIJIATA TPYAA, NOOLUPEHUs U B3bICKAHUS,
KOMAaHIMPOBKH, OTIIYCKA)

Hauar 09.01.2025

Oxonuen 31.12.25

Hroro BHeceHo 3amuceit

OTBETCTBEHHBI 3a
BeNIeHUE npedcedameny Cuemuou nanamovl MyHUyuUnaivuo2o oxkpyea Kpacnoypanwvck

Cpoxk XpaHeHUs )KypHaIa 75 iem

Pezucmpauuu pacnopﬂm‘enuﬁ no JiH4HOMy cocmaey

2025 200
JIuct
Home DOHUO MyHHMIUNAIbLHBIX
Ne Jara P CIYKAIHX, HA KOTOPBIX
pacnops HanmenoBanue pacnopsizkeHHs OcHoBanue
IL0. | pacnopsukenust | = o pacnpocTpaHsieTcst

nelicTBHe pacOPsAKEHUS




	Контроль исполнения документов (поручений)
	Глава 1. Общие положения
	Глава 2. Документирование управленческой деятельности
	Глава 3. Подготовка и оформление отдельных видов документов
	Глава 4. Подписание (утверждение) проектов документов
	Глава 5. Организация документооборота
	Глава 6. Контроль исполнения документов (поручений)
	Глава 7. Организация работы исполнителя с документами
	Глава 8. Формирование документального фонда организации
	Глава 9. Организация доступа к документам и их использования
	Глава 10. Изготовление, учет, использование и хранение печатей,
	Глава 11. Особенности написания отдельных слов, словосочетаний,
	дат, чисел и сокращений некоторых наименований
	Приложение № 1
	к Инструкции по делопроизводству
	в Счетной палате муниципального
	округа Красноуральск

	СЧЕТНАЯ ПАЛАТА
	МУНИЦИПАЛЬНОГО ОКРУГА КРАСНОУРАЛЬСК
	Приложение № 2
	к Инструкции по делопроизводству
	в в Счетной палате муниципального
	округа Красноуральск

	СЧЕТНАЯ ПАЛАТА
	МУНИЦИПАЛЬНОГО ОКРУГА КРАСНОУРАЛЬСК
	Приложение № 3
	к Инструкции по делопроизводству
	в Счетной палате муниципального
	округа Красноуральск

	СЧЕТНАЯ ПАЛАТА
	МУНИЦИПАЛЬНОГО ОКРУГА КРАСНОУРАЛЬСК
	РЕГЛАМЕНТ
	Счетной палаты муниципального округа Красноуральск
	Приложение № 4
	к Инструкции по делопроизводству
	в Счетной палате муниципального
	округа Красноуральск

	СЧЕТНАЯ ПАЛАТА
	МУНИЦИПАЛЬНОГО ОКРУГА КРАСНОУРАЛЬСК
	Приложение № 5
	к Инструкции по делопроизводству
	в Счетной палате муниципального
	округа Красноуральск

	СЧЕТНАЯ ПАЛАТА
	МУНИЦИПАЛЬНОГО ОКРУГА КРАСНОУРАЛЬСК
	Приложение № 6
	к Инструкции по делопроизводству
	в Счетной палате муниципального
	округа Красноуральск

	СЧЕТНАЯ ПАЛАТА
	МУНИЦИПАЛЬНОГО ОКРУГА КРАСНОУРАЛЬСК
	Приложение № 7
	к Инструкции по делопроизводству
	в Счетной палате муниципального
	округа Красноуральск

	СЧЕТНАЯ ПАЛАТА
	МУНИЦИПАЛЬНОГО ОКРУГА КРАСНОУРАЛЬСК
	Приложение № 8
	к Инструкции по делопроизводству
	в Счетной палате муниципального
	округа Красноуральск
	Приложение № 9
	к Инструкции по делопроизводству
	в Счетной палате муниципального
	округа Красноуральск
	Приложение № 10
	к Инструкции по делопроизводству
	в Счетной палате муниципального
	округа Красноуральск
	Приложение № 11
	к Инструкции по делопроизводству
	в Счетной палате муниципального
	округа Красноуральск

	СЧЕТНАЯ ПАЛАТА МУНИЦИПАЛЬНОГО ОКРУГА КРАСНОУРАЛЬСК
	Приложение № 12
	к Инструкции по делопроизводству
	в Счетной палате муниципального
	округа Красноуральск


