YTBEPXXJIEHA
IIOCTAHOBJICHUEM AJIMUHUCTpaALUU

MP «Ku3WIIOpTOBCKUM pailoH»
ot 22.10.2021 Ne153

NHCTPYKIUA
110 1eJIONPOU3BOACTBY B A/IMUHUCTPALIMA
MP «Ku3u1ropToBCcKHH paion»

I. O0mue nojoxxeHust

1.1. Hacrosimass WHCTPYKLIMS TO JEJIONPOU3BOJACTBY B aaMUHHUCTpanuu MP
«KusuimoptoBckuil paiton» (manee - MHCTpyKIusi) MOATOTOBIIEHA B COOTBETCTBUU C
[IpaBuinamu 1enonpou3BOACTBA B TOCYIAPCTBEHHBIX OpraHax, OpraHax MECTHOTO
CaMOYyIpaBJICHUs, YTBEPKACHHbBIMU TpuKazoM DenepaibHOr0 apXUBHOIO ar€HTCTBa OT
22.05.2019 Ne71, MeroandyecKUMH PEKOMEHAAIMAMHU 110 pa3pabOTKe HHCTPYKIUH I10
JEJIONPOU3BOACTBY B TOCYIAPCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYyHpaBJIEHUS,
YTBEPAKIACHHBIMUA MpHKa3oM DenepanbHOro apXxuBHOro areHTcTBa ot 24.12.2020 Nel99,
I'OCTom P 7.0.97-2016 «Cucrtema cranmapToB 1o HHPOpMAIMH, OUOIMOTEYHOMY U
W31aTeIbCKOMY JIeJly» W HWHBIMH HOPMAaTHBHBIMU TMPaBOBBIMU akTamMu Poccuiickoi
®enepaunu u Pecriydnuku Jlarectan.

1.2. UHCTpyKIMS MO 1eTONPOU3BOJICTBY pa3paboTaHa B LIEJSIX COBEPIICHCTBOBAHUS
JEJNOMPOU3BOACTBA W MOBBIMECHHUS 3P(HEKTUBHOCTH padOThl C JAOKYMEHTAMHM IyTEM
peraaMeHTaluy Ha €IMHOM MPAaBOBOM M METOJAMYECKOM OCHOBE MpPaBWJ IMOJTOTOBKHU
JIOKYMEHTOB, OpPraHU3allMi UX TEKYIIEro XpaHEHUs M MOJrOTOBKE K Mepeaadye B apXWB
Anmunuctparun MP «KusumopToBekuit paiton» (nagee — A IMHUHHACTpAITU).

1.3. TlomoxkeHus  MHCTPYKUHMH TIO  JACJONPOU3BOACTBY  HNPUMEHSIOTCS K
OyXTanTepcKoi, KaJpoBOW U APYrod CHENUATbHOM JOKYMEHTAIlMM B YacTH OOIIMX
MIPUHITUTIOB Pa0OTHI C TOKYMEHTAMH, TaK)KE PACIPOCTPAHSIIOTCS Ha OPraHU3aIUI0 PaOOTHI
C JIOKYMEHTaMU HE3aBUCMMO OT BHJA HOCHUTENIS, B TOM YHUCJIE C DJIEKTPOHHBIMU
JOKyMEHTaMH, BKJIOUas WX TMOATOTOBKY, O0OpaOOTKy, WCIOJHEHHWE, KOHTPOJIh 32
WCIIOJTHEHUEM, XPAaHEHHE, OCYIIECTBISIEMbIE C MPUMEHEHUEM CHUCTEMBI 3JIEKTPOHHOTO
nokyMeHToobopoTta (nanee — COJI).

1.4. TlonoxxeHus: MHCTPYKLIMU HE PACHpPOCTPAHSIOTCS HA OpraHu3aluio padboThl ¢
JTOKYMEHTAMH, COJEpKallUMU CBEJICHUs, COCTAaBIISIONIME TOCYAapCTBEHHYIO TalHY.
[Topsimok  paGoThl €  JAOKYMEHTaMH, COJEpXKAIIUMU  CIIy)eOHYyI0  HHGOpMaIUI0
OTPAHUYCHHOTO PACIPOCTPAHEHUS, OMPESTACTCS COOTBETCTBYIOIIEH HHCTPYKIMEH IO
00€eCIeyeHnI0 pexnuMa CEKPETHOCTH.

CopepxxaHue CIIy>)KEOHBIX JOKYMEHTOB HE TMOMJIECKUT pasrjamenuto. C
JOKyMEHTaMU MOTYT OBITh O3HAKOMJICHBI JIUIA, UMEIONINE HEMOCPEICTBEHHOE K HUM
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OTHOILLIEHHE. 3HAKOMUTh C COAEP)KAHUEM JOKYMEHTOB JPYIMX JIML WM MPEACTABIATH
JOKYMEHTBI [UIsl OIyOJIMKOBAaHUSI B II€YaTH JOIMYCKAETCS TOJBKO C MHUCHMEHHOIO
pa3pelIeHusl pyKOBOACTBA AIMUHUCTpPALUU.

[Topsimoxk  paccMoTpeHuss  oOpamieHuid  rpaxkaad  Poccuiickoit  depeparuu,
WHOCTPAHHBIX TpaKJaH, JHIl Oe3 TpaXkIaHCTBa, OOBbEIUHEHUH TIpak]iaH, B TOM YHCIE
IOpUIMYECKUX JUI (Janee - oOpalieHue rpaxiaaHuHa, OpraHu3aliu) yCTaHABIMBACTCS B
AnvunuCcTpaiuu B cootBeTcTBHH ¢ dDenepanpapiM 3akoHOM 0T 2 Mas 2006 . N 59-®3 "O
MOPSIIKE pacCMOTPEeHMS oOpaliennii rpaxkaan Poccutickoit @enepanun’.

1.6. Opranuzamusi, BeICHHE U COBEPIICHCTBOBAHUE JEIOMPON3BOJICTBA HA OCHOBE
C€AMHOW TIOJUTUKA ¥ TPHUHIMIOB, NPUMEHEHHE COBPEMEHHBIX HWH(POPMAIIMOHHBIX
TEXHOJIOTMA B paboTe ¢ JOKyMEHTaMH, METOJWYECKOE PYKOBOICTBO H KOHTPOJIb
COOJIIOJICHUS YCTAHOBIIGHHOTO TOpsaka pabOThl € JOKYMEHTaMH B CTPYKTYPHBIX
MOAPA3AETIECHUAX AJIMUHUCTpanuu OCYILIECTBIISIETCA  YIPaBICHHEM  JIeJIaMH
AnmuHucTpaiuu (1anee — YpaBieHue).

OyHKIMM, 3aJa4d, IpaBa U OTBETCTBEHHOCTb YIPAaBJIEHUS PETIaMEHTUPYIOTCS
MOJIOKEHUEM O HEM, JOJDKHOCTHbIE OOS3aHHOCTH  pPaOOTHUKOB  YTIPaBJICHUS
YCTaHABIIUBAIOTCS AOJIKHOCTHBIMU UHCTPYKIUSIMH.

1.7.  OTBETCTBEHHOCTh 3a OpraHW3alMI0 JEJIONPOU3BOJACTBA,  COOJIOJCHUE
ycTaHOBJIeHHBIX [IpaBun paboTbl € JOKYMEHTAaMU B CTPYKTYPHBIX MOAPA3IEICHUIX
AJIMAHUCTpAILIUY BO3JIaraeTCsl Ha UX PYKOBOIUTENECH.

1.8. HemocpenctBeHHOE  BEIACHWE  JICJIOMPOM3BOJICTBA B MOJPA3ACICHUSIX
AJIMAHUCTpAllUM  OCYIIECTBISIETCS  JCTONPOU3ZBOAUTEIIEM WM HWHBIM  PAaOOTHUKOM
MoJIpa3/iejIeHNs, Ha KOTOPOIO BO3JIOKEHBI OOS3aHHOCTU TIO BEJCHHIO JIEIOMPOM3BOJICTBA
(manee - neMONPOU3BOIUTEND MOIPAZICTICHNS).

1.9. Ha mepuon oTmycka, KOMaHAWPOBKW, OOJIE3HM WM B ClIy4ae  yBOJIbHEHUS
paOOTHUKK  CTPYKTYPHBIX TOJPA3JENICHU OpraHu3alu 00s3aHbl  TepefaBaTh  BCE
HaXOJSIIMECS HA WCHOJHEHUU JIOKYMEHThI JEJIONPOU3BOJAUTENI0 TMOJPA3NEICHUS WIU
JPyroMy pabOTHHKY 10 YKa3aHHUIO PYKOBOIMTEINS MOAPa3ACTICHUSI.

[Ipu cMeHe enonpon3BOIUTENS MMOAPA3ACICHUS COCTABIACTCS aKT MpHeMa-Tiepeaayn
JOKYMEHTOB U JIEN.

Conepxanue ciyeOHBIX JOKYMEHTOB HE MOJJICKUT pasriiaiienuto. Bzanmonelictpue
CO CpencTBaMHM MaccoBOM HH(poOpMalMy, Mepesada UM Kakou-mmOo HHpopMalmu Wi
JOKYMEHTOB M UX KOIWH JIOMYCKAeTCsl TOJBKO C pa3pelieHus TIaBbl AJAMUHUCTPALIMN WU
WHOTO YIOJIHOMOYEHHOT'O UM JOJKHOCTHOTO JIUIIA.

PaboTHUKNM AAMHHHUCTpALMM HECYT JUCIHMILTMHAPHYIO, aIMUHUCTPATUBHYIO U HUHYIO,
YCTAHOBJIEHHYIKO  3aKOHOJATENbCTBOM  Poccuiickori  ®Denepanuy, OTBETCTBEHHOCTh 34
HapyIIeHUE CPOKOB XPAaHEHUS JOKYMEHTOB, YTpaTy W HECAHKIIMOHUPOBAHHOE YHHUTOXKEHHE
CITyKEOHBIX TOKYMEHTOB.

1.10. Ilpu yTtpare AOKYMEHTOB JCIONPOM3BOIUTEIb IMOApA3CIeHUS HHPOPMUPYET
PYKOBOJUTENS CTPYKTYPHOTO TOJPA3/IEICHUS W YTMPaBJICHUE, IOCIE YEro OpraHu3yercs
PO3BICK IOKYMEHTOB.

Ecimn po3bICK JTOKYMEHTOB HE JaeT pe3yJibTara, COCTAaBIECTCS akT, B KOTOPOM
YKa3bIBAIOTCS JIAaHHBIE YTPAYeHHOTO JOKYMEHTA, a TaKKe OOCTOSTEIhCTBA, MPHU KOTOPHIX
MpOU30IIIa yTpara, IMOCIE Yero MNPeINpUHUMAIOTCS MEphl MO0 3aMEIICHUI0 JaHHOIO



JIOKYMEHTA 3aBEPEHHON KOIUEW JJOKYMEHTA.

1.11. IIpaBuna paboThl ¢ JOKYMEHTaMH B CHCTEME 3JIEKTPOHHOTO JOKYMEHTO00OpOoTa
Anvunuctpanmu  (ganee - COJl) U MHBIX UHPOPMAIMOHHBIX CHUCTEMaxX, B KOTOPBIX
OCYILECTBIISIETCSl CO3/[aHKe (BKJIIOYCHHE) U XPAaHEHUE JOKYMEHTOB, HE JOJDKHBI BXOJUTH B
NPOTHUBOPEYUE C MOJOKEHUSIMH HacTosed MHCTpyKIHH.

I1. OcHOBHBIC TOHATHUSA

2.1. B UHCTpYyKIIMK PUMEHSIOTCS CIAEAYIOIINE OCHOBHBIE TTOHATHA:

JIOKYMEHTUPOBaHUE — (QUKcanus HWH(OpPMAlMM HAa MaTepUATbHBIX HOCUTENSIX B
YCTaHOBJICHHOM IOPSIJIKE;

JIEJIONPOU3BOACTBO — JEATEIbHOCTh, OOEcleYnBarouias Co3gaHue O(PHUIIMATIBHBIX
JOKYMEHTOB M OpraHU3aluio paboThl C HUMU;

JOKYMEHT — OQUIMAIbHBIM JOKYMEHT, CO3/IaHHBI T'OCYJapCTBEHHBIM OpIraHOM,
OpPraHOM MECTHOTO CAaMOYNpPABICHUS, IOPUANYECKUM WIM (DU3HMUECKUM JIMIIOM,
O(QOpPMIIEHHBII B YCTAaHOBJICHHOM HOPSAAKE M BKJIIOYEHHBIH B JIOKyMEHTOOOOPOT
AJMUHUCTpALIUY;

AJIEKTPOHHBIN JTOKYMEHT — JOKYMEHT, B KOTOpOM HH(pOpMalusi MNpEeACTaBlICHA B
AIEKTPOHHO-IIU(POBOH hopme;

aBTOp JOKyMEHTA — (PU3NYECKOE WIH FOPUINYECKOE JIUIIO0, CO3AaBIIEE TOKYMEHT;

BUJl JIOKYMEHTa — NPHHAAJIEKHOCTh JOKYMEHTA K OIPENCICHHOW TpyMIe
JOKYMEHTOB 10 MTPU3HAKaM COJIEP>KaHUs U LIEJIEBOTO0 Ha3HAUCHMUS;

opopMieHrue  JOKYMEHTa —  TPOCTaBJI€HHWE  HEOOXOAMMBIX  PEKBU3HUTOB,
YCTaHOBJICHHBIX MPABUIIAMH TOKYMEHTHUPOBAHUS;

AJIEKTpOHHAsT 1U(pOoBas MOANUCh — PEKBU3UT DIEKTPOHHOTO JOKYMEHTa,
MIPEAHA3HAYEHHBIM U1 3alUThl JAHHOTO JJEKTPOHHOIO JOKYMEHTa OT IOAJEIIKH,
MOJIyYeHHBIM B pe3yjbTaTe Kpunrorpaduueckoro mpeodpazoBanus HHPOPMAIMH C
MCIIOJIb30BAaHUEM 3aKPBITOTO KIIFOYa AJIEKTPOHHOW HU(PPOBON MOMIMKCHA M TMO3BOJISIONMINN
UIEeHTU(UIIMPOBATh BIAJENblla CcepTH(UKATa KIOYa MOAMHCH, a TaKKe YCTaHOBUTH
OTCYTCTBHE UCKaKEHUSI HHPOPMAIIUH B JIEKTPOHHOM JIOKYMEHTE;

PEKBU3UT JJOKYMEHTA — 00s13aTENIbHBIN 3JIeMEHT 0(OPMIICHUSI IOKYMEHTA;

OJlaHK JIOKyMEHTa — Ha0Op pEKBU3HUTOB, HWACHTUPUUHUPYIOMIMX aBTOpa
o(pUIIMaTBHOTO MUCbMEHHOTO TOKYMEHTA;

MOJJIMHHUK JIOKYMEHTA — MEePBbIN WM €IMHCTBEHHBINA SK3EMIUISP TOKYMEHTA;

KOIUSA JOKyMEHTa — JOKYMEHT, MOJHOCTbIO BOCHPOU3BOASIIMA HHPOPMALIUIO
MO/JIMHHUKA IOKYMEHTA U €ro BHEIIHUE MTPU3HAKH, HE UMEIOIINI I0PUANYECKON CUJIBI;

3aBEpeHHas KOMUS — KONUS JOKYMEHTa, Ha KOTOPOMl B COOTBETCTBUHM C
YCTaHOBJICHHBIM MOPSAIKOM TMPOCTABIISIOT HEOOXOIUMBIE PEKBU3HTHI, NMpHUAAIOIINE €l
OPUINYECKYIO CUITY;

oOpallleHue TpaKJaHWHA — HaAIpaBJIEHHbIE B TOCYJapCTBEHHBIN OpraH, opras
MECTHOTO CaMOYIPaBJI€HUS WIA JOHDKHOCTHOMY JIMIy ITMCbMEHHBIE NPEIJIOKEHHUS,
3asBJICHUE WIM kaynoba, a Takke yCTHoe oOpallleHue IpakJaHWHA B TOCYIapCTBEHHBIN
OpraH, OpraH MECTHOI'O CaMOYIPAaBJICHHUS;

IOpUAMYECKas CHiIa JOKyMEHTa — CBOMCTBO O(HUIIMAIBHOTO JOKYMEHTa,



coo01aeMoe €My JIEHCTBYIOIIMM 3aKOHOJATENbCTBOM, KOMIIETEHIIMEN HW3JaBIIETO €ro
OpraHa U YCTaHOBJIEHHBIM MOPSIIKOM O(OPMIICHUS;

yHUQUIMpOBaHHAas (opMa JOKYMEHTa — COBOKYNHOCTb PEKBU3UTOB M THUIIOBBIX
(parMeHTOB TEKCTAa JOKYMEHTA, YCTAHOBJIEHHBIX B COOTBETCTBUM C PEIIAEMBIMH B TaHHOU
chepe AEATENBPHOCTU 33JadyaMU M PACIOJIOKEHHBIX B ONPEICICHHOM IMOpSJIKE Ha
HOCHUTEJNE HH(pOpMaLnK;

mabsoH Onanka (yHUUIMPOBAHHON (OPMBI JOKyMEHTa) — OJaHK TOKyMEHTa
(yauduuupoBanHas ¢popma JOKYMEHTA), TPEICTaBICHHBIN B 3JIEKTPOHHOI QopMme;

JOKYMEHTOOOOPOT — JIBIXKCHHE JIOKYMEHTOB C MOMEHTA WX CO3JaHWs WIH
MOJTYYCHHUS JI0 3aBEPIICHUS UCTIOJTHECHUS, TIOMEIIEHUS B JIEJIO U (MITN) OTIIPABKHY;
00BeM JOKYMEHTOOOOpOTa — KOJMYECTBO JIOKYMEHTOB, IOCTYNHUBIIUX B

OpraHU3aLMI0 U CO3/IaHHBIX €10 33 ONPEIEICHHBINA TEPUOL;

perucTpanys JOKyMEHTa — IMPHUCBOCHHE JOKYMEHTY PETMCTPalMOHHOIO HOMEpa U
3alMCh B YCTAHOBJIEHHOM IOPSIIKE CBEICHUI O JOKYMEHTE;

HOMEHKJIaTypa el — CHCTEMaTU3UPOBAHHBIM IEpeYeHb HAaWUMEHOBAHWM JIEd,
dbopMupyeMbIX B AIMUHHUCTPAIUH, C YKa3aHUEM CPOKOB UX XPaHEHUS;

DKCIIEPTU3a LEHHOCTH JIOKYMEHTOB — H3yYEHHE JOKYMEHTOB Ha OCHOBaHUU
KPUTEPUEB UX LIECHHOCTH B LIEJISAX OINpPEJEICHHUsI CPOKOB XPAHEHHUs JOKYMEHTOB M O0TOOpa
WX JIJ1s1 BKJIFOUEHHs B cocTaB ApxuBHOro (ponna Pecriybnuku Jlarectan;

JIeJ0 — COBOKYIHOCTh JOKYMEHTOB WJIM OTHAEIbHBIA JTOKYMEHT, OTHOCAILIMECA K
OJIHOMY BOIIPOCY WJIM YYaCTKY AESTEIbHOCTH;

dbopMHpoBaHUE Jena — TPYNIUPOBKA MCIOJHEHHBIX JOKYMEHTOB B JI€JIO B
COOTBETCTBUM C HOMEHKJIATYPOU Je;
ciy’k0a JeNonpou3BOACTBA — OTHAEN, HAa KOTOPBIM BO3JOKEHBI (DYHKIMH IO

BEJACHUIO  JIEJIONPOM3BOJACTBA, a TAaKXKe JMLA, OTBETCTBEHHBIE 34  BEJICHUE
JEJIONPOU3BOACTBA B IPYTHX CTPYKTYPHBIX MOJIPa3ACICHUSIX AMUHUCTPALINH.
Bu3sa — pexkBU3UT, BBIPAXKAIOLINAN COTJIACUE UJI HECOTJIACHE JOJKHOCTHOTO JIMILIA.

I11. JokymenTHpOBaHME yNIPABJIeHYECKOI 1eSITEILHOCTH

3.1. JlIokyMeHTbl AIMUHHUCTPAIIUA

3.1.1. CoctaB NOKYMEHTOB, OOpa3yIOIHUXCSA B JEATCILHOCTH AIMUHUCTpAIUH,
OTIPEIEIACTCS €Tr0 MOJTHOMOYHSIMHU, KPYTOM BBITOJTHSIEMBIX TOCYIaPCTBEHHBIX (DYHKIIMH 1
MPEIOCTABIIIEMBIX TOCYAAPCTBEHHBIX YCIYT, TIOPSIKOM Pa3pelieHHs] BOIPOCOB, 00bEMOM
U XapakTEepOM B3aWMOCBSI3e C WMHBIMH TOCYJApCTBEHHBIMH OpraHaMH, OpraHaMu
MECTHOTO CaMOYIIPaBJICHHUS, OpPTaHU3AIMIMU, TPaKTaHAMH.

3.1.2. B AjaMmuHuUCTpalid CO37al0TCsl JOKYMEHTHI Ha OyMa)KHOM HOCHUTEJIE,
ANIEKTPOHHBIE JOKYMEHTHI (IIOKYMEHTHI, CO3/JaHHbIE B IU(GPOBOM ¢GopMe M UMEIOIINE
CTaTyC TMOJUIMHHUKA JOKyMEHTA) W JJICKTPOHHBIE KOMHWH JOKYMEHTOB, IMOJY4YEHHBIC B
pesynbTate OuU(PpPOBKH (HampuUMep, CKAaHUPOBAHUSA) JOKYMEHTOB Ha OyMa)XHOM
HOCHTEJIE.

3.1.3. B CO/] AnMuHuCTpaiuu, B KOTOPYIO BKIIFOUAKOTCS JIEKTPOHHBIE TOKYMEHTHI,
pU BU3YAIU3alUUA DSJICKTPOHHBIX JTOKYMEHTOB M WX BOCIPOWM3BEICHWU HAa OyMaKHOM



HOCHTEJIE JJOJIKHBI BOCTIPOM3BOJUTHCS PEKBU3UTHI, 00s3aTENbHbBIE ISl COOTBETCTBYIOLIETO
BU/JIA JIOKYMEHTA.

COJl AaMuHUCTpalMM MOXET TMOIACPKUBATh (DYHKIIMIO CO3/IaHUS AIEKTPOHHBIX
JIOKYMEHTOB.

3.1.4. Ilpu co3gaHUM DSJIEKTPOHHBIX JOKYMEHTOB, MCHOJB3YIOTCS DJIEKTPOHHBIC
11a0JI0HBI OJTAHKOB U AJIEKTPOHHBIE MIA0JIOHBI (YHU(UIIUPOBAHHBIE (DOPMBI) TOKYMEHTOB,
KOTOpPBIE 110 COCTaBY PEKBU3UTOB IOKYMEHTOB JOJIKHBI OBITH MICHTHYHBI JOKYMEHTaM Ha
OyMa)XHOM HOCHTENIC. DJEKTPOHHBIC MIA0JIOHB OJAaHKOB W DJICKTPOHHBIC ITa0JIOHBI
JOKYMEHTOB JIOJKHBI OBITh 3aIMIIEHBI OT HECAHKIIMOHUPOBAHHBIX U3MEHEHMIA.

3.2. bi1aHKHM JOKYMEHTOB

3.2.1. JlokyMeHTBbI, co3aBaeMble B AJIMUHUCTpALIMHU, OQPOPMIIIIOTCS Ha ONlaHKax, Ha
CTaHJApTHBIX JucTax Oymarum Qopmara A4 (210x297 mMMm) wim B BHIE DJICKTPOHHBIX
JIOKYMEHTOB (I11a0JIOHOB OJIAHKOB) U JIOJKHBI UMETh YCTAHOBJICHHBIA COCTAB PEKBU3UTOB,
UX PacroyiokeHUe U 0pOpMIICHHUE.

3.2.2.0neKTpoHHbIC 1TA0JIOHBI OJIAHKOB JOKYMEHTOB JIOJDKHBI OBITh HWJACHTHYHBI
OJaHKaM JOKYMEHTOB Ha OyMa)KHOM HOCHTEJIE.

3.2.3. 1)1 M3rOTOBJIEHUSI IOKYMEHTOB B AJIMUHUCTPAIIMA WCHOJIB3YIOTCS CIETYIOIINE

BU/BI OJIAHKOB:

OJ1aHK mocTaHoBJIeHUs (puioxkeHne Nel)

OJaHK pacnopsbkeHus (mpuiokenue Ne 2);

Onank nrchMa (prtoskerne Ne 3, 3a);

Os1aHK rpoTokosa (mpusoxkenue Ne 4).

BBenenne B oOpailieHHEe HOBBIX OJAHKOB OCYHIECTBISIETCS TOJBKO MO MOPYYEHHUIO
TJIaBBhI.

Jnst odopmiieHUsT pe30NIoLMil Ha JOKYMEHTE B AIMMHUCTPALMM  HCHOJIB3YIOTCS
OJIaHKHU PE30JTIOIINH.

3.24. bnaHku [NOKyMEHTOB AJMHHHUCTpALMK pa3paldaThIBAlOTCS HA OCHOBE
MPOOJILHOTO BapuaHTa pacmosioskeHus: pekBu3utoB B coorBercTBuM ¢ ['OCT P 7.0.97-2016:
IpU TPOJIOJILHOM BapHaHTE PEKBU3UTHI OJIaHKAa PACIIONIaratoTcsi MOCEpeMHE JIUCTa BIOJh
BEPXHETO IOJIS.

bnanku He MPUMEHSIFOTCS MPU TOJATOTOBKE MEPBOHAYATILHBIX BapUAHTOB (IIPOEKTOB)
JNOKyMEeHTOB. llpM mOAroTOBKE JIOKYMEHTOB B  AJIMUHUCTpAIMM  HCIOJB3YOTCS
AIIEKTPOHHBIC IIA0JIOHBI OJIAHKOB C COOJIFOJICHHEM YCTAHOBJIEHHBIX MpaBHl O(OPMIICHHS
JIOKYMEHTOB.

3.25. bnank mnucekMa AJIMHHHCTpAIIMM  COACPXKHUT  CJEIYIOUIUE PEKBU3UTHI:
l'ocynapctBennbiii  rep0 PecnyOmuku  Jlarectan, HauMeHOBaHWE —AJIMUHUCTpPAIINH,
CIOpaBOYHbIE JaHHblE 00 AJMHHHUCTPALMU, OTMETKM JUId MpPOCTABICHUS JaThl M
PETUCTPALIMOHHOTO HOMEPA, OTMETKHU JIJIsl CChUIKH HAa UCXOSIINANA HOMED U 1Ty JOKYMEHTa
azpecara.

branku NOCTAaHOBIIEHHUS M PACHOPSHKEHUSI COJIEP)KAT  CIEAYIOLIUE PEKBU3UTHI:

[ocynapctBennbiii Tepd PecrmyOnuku [larectan, HauMeHOBaHUE AJMUHHCTPALAW, BUJ
JIOKYMEHTA, OTMETKH JIJIsI TPOCTABJICHHUS IaThl K PETMCTPALIMOHHOIO HOMEPA.

3.26. B AIMUHHCTpallUM WCIOJB3YKOTCS  JJIGKTPOHHBIE JOKYMEHTHI  (0e3
NPEABAPUTEIBHOTO JOKYMEHTUPOBAHUSI Ha OyMa)KHOM HOCHTENE) M JJEKTPOHHBIE KOIHHU



nokyMeHToOB. IIpu co3gaHuy SIEKTPOHHBIX JOKYMEHTOB B CHUCTEME AJIEKTPOHHOTO
nokymeHtoobopora (COJ]) UCHONB3YyIOTCS  AJIEKTPOHHBIE  MIAOJIOHBI  JIOKYMEHTOB,
YTBEPKJICHHBIC TJaBOW. OJEKTPOHHBIE JOKYMEHTHI CO3Jal0TCs, O0OpadaThIBAIOTCS M
XpaHATCS B CHUCTEME DJIEKTPOHHOTO JTOKYMEHTOO0O0pOTa AJIMHMHHUCTpAllUU. DJIEKTPOHHBIM
JOKYMEHT JIOJbDKeH OBbITh OoopmiieH MO OOHIMM IpaBHJIaM JIEJIONPOU3BOACTBA U HMETh
PEKBU3UTHI, YCTAHOBJICHHBIEC ISl AHAJIOTUYHOTO JOKYMEHTa Ha OyMa)KHOM HOCHUTEIE, 32
UCKJIIOUEHUEM pekBu3nTa «I'ocynapcTBeHHbIN rep0 PecryOmmku Jlarectam.

3.2.7. brnanku NOKYMEHTOB Ha OYyMaXXHBIX W DJCKTPOHHBIX HOCUTEISIX JOJKHBI
UCIOJIb30BATHCS CTPOTO MO HA3HAYEHUIO U O€3 pa3pelieHHus pPyKOBOJCTBA AJIMUHUCTPALH
HE MOT'YT MEpeNaBaThCs APYIMM OpraHu3alMsIM U JulaM. biaHku nucem AJIMUHUCTpaLUU
Ha OyMa)KHBIX HOCUTENISIX UCTIONIB3YIOTCS B CIIy4ae, €ClU JTOKYMEHTHI aJpecyIOTCs JIMLaM, He
SBJSIFOIIMMCS.  YYaCTHUKaMH CHCTEMBI 3JIEKTPOHHOro JoKkyMeHToobopora (C3/l), B TOM
YuCcye JTOKYMEHTBI, 0()OpMIICHHBIE ISl TIOJaud B Cy/IEOHBIE OpraHbl, a TaKXKe NpU Jlaue
OTBETA Ha 3as1BJICHUS U OOpaIICHUS TPaK/IaH.

3.3. O0mue TpeOOBAHUSA K M3rOTOBJICHUIO JOKYMEHTOB

3.3.1. IIpu moAroTOBKE TOKYMEHTOB PEKOMEHIYETCS IPUMEHATH TEKCTOBBIM PETAKTOP
Wordfor Windows ¢ ucnonb3oBanuem mpudroB TimesNewRoman pazmepom Ne 12 (s
odopmiieHus: TabIMUHBIX MaTepuanoB), No 14 (st TekctoB) — yepe3 1 — 1,5 MeXCTpOUYHBIX
UHTepBaia. TeKCT JOKyMEHTa BEIPaBHUBAETCSI MO IIUPHHE JIUCTA.

B cootrBerctBun ¢ T'OCT P 7.0.97-2016 cnyxxeOHble TOJs JOKYMEHTA,
oopMJIEHHBIE KaK Ha OJIaHKe, TaK U Ha CTAaHAAPTHOM JIMCTE OyMaru, JOJKEH UMETh MOJIs
HE MEHee:

20 MM — nieBoe (30 MM JJOKYMEHTHI IOCTOSIHHOTO XPaHECHHUS )

10 mMm — mpaBoe

20 MM — BepxHee

20 MM — HIKHEE.

3.3.2. Ilpu co3mannu JOKyMEHTa Ha JIByX U 0oJiee CTpaHUIaX BTOPYIO U TIOCIIEAYIOIIHE
CTpaHuLbl HyMepyroT. Homepa cCTpaHHIl NPOCTABISAIOTCA MO CEPEAUHE BEPXHETO IOJIS
JOKYMEHTA Ha paccTostHUM 10 MM OT BEpXHEro Kpasi JICTa.

3.3.3. JlokyMeHTBI, HW3/JaBacMble OT HWMEHU JBYX WM OoJiee OpraHu3aIluil,
oopMIISIFOTCS Ha CTaHAAPTHBIX JHcTax 0e3 Oianka (cm. [Tpunoxenne Nel7).

3.3.4 JIokyMEHT MOXKET CO3/1aBaThCsl Ha JIMIICBOM M OOOPOTHOW CTOPOHAX JIHCTA.
[Ipu 1ByCcTOpOHHEM CO3JaHUU JOKYMEHTOB IIMPHUHA JEBOTO MOJS M HA JUIEBON CTOPOHE
JIUCTA ¥ MPABOIO MOJIsI HA 00OPOTHON CTOPOHE JIUCTA JOJKHBI ObITh PABHBI.

[Ipy mOAroTOBKE TEKCTOB JIOKYMEHTOB HMCIIOJIb3YeTCsl a03alHbIA OTCTYII, PaBHBIM
1,25. 3aronoBku pa3AeiioB M TOJAPA3ACIIOB MedaTaroTcss C ab3alHbIM OTCTYIOM WJIH
BBIPABHUBAIOTCS 1O LICHTPY.

AOG3arHbIA OTCTYM UCIOJIB3YETCs] TOJIBKO TIPH U3TOTOBJICHUU TEKCTA TOKYMEHTA, HO
HE IPUMEHSIETCS TPH 0(DOPMIICHUH PEKBU3UTOB.

3.4. OdopmiieHHe PEKBU3UTOB JOKYMEHTOB

3.4.1. JlokyMeHT JOJKE€H HMETh YCTAHOBJCHHBIH KOMIUIEKC O00s3aTENIbHbIX
PEKBU3UTOB, PACIIOJI0KEHHBIX B ONPEAEIEHHOM MOPSJIKE B COOTBETCTBUU C MOJOKEHUSAMHU
I'OCT P 7.0.97.2016.

[lepeueHb pEKBU3UTOB, UCIIOJIB3YEMBIX IIPU MOATOTOBKE TOKYMEHTOB:



01.I'ocynapctBeHnsIit repo PJ]

02.HauMEeHOBAaHUE OpraHU3aluN

03.cpaBouHbIE TaHHbIE 00 OpTraHU3ALNH

04.HauMeHOBaHME BHUIA JOKYMEHTA

05.1ata moKkymeHTa

06.PeructpaniiOHHbII HOMEp JOKYMEHTa

07.cchUIka Ha pErucTPallMOHHBIA HOMEp U AaTy MOCTYIUBIIETO JOKYMEHTA

08. MecTo cocTaBiieHUs (M3/1aHMsI) TOKYMEHTA

09.anpecar

10.rpud yTBEepKIEHUS JOKYMEHTa

11.3aronoBoK K TeKCTy

12.TeKCT JOKyMEHTa

13.0T™MeTKa O IPUITOKEHUN

14.rpud cormacoBaHus

15.Bu3a

16.moanuce

17.0TMeTKa 00 3IEKTPOHHOM MOMUCH

18.meuatp

19.0T™MeTKa 00 UCTIOTHUTEIIE

20. oTMETKA O 3aBEpPEHHUU KON

21.0TMETKa O MOCTYIUIEHUH JTOKYMEHTA

22.pe3ontonus

23.0TMETKa O KOHTPOJIE

24.0TMETKA O HAINPABJICHUU B JEJI0

3.4.2. PexBusur «I['ocynapcrBennsiii repd Pecyonuku Jlarectany»

Nzo6paxkenue [ocymapctBenHoro rep6a PecnyOmuku [larecran mnomemaroT Ha
OJaHKaX TOKYMEHTOB B COOTBETCTBHUHU ¢ 3akoHOM Pecryonuku Jlarectan ot 19 Hosiopst 2003
roga Ne 25 «O I'ocynapctBeHHoM repoe PecryOnuku Jlarectany.

Ha Onankax nokymeHTOB AnmunHcTpanuu ['ocymapctBeHHblii rep0 PecmyOnmku
Jlarectan momMeniaeTcsi B OJTHOIIBETHOM M300paKCHHH.

3.4.3. PexkBusut «HanMeHOBaHUE OpraHU3aIIAN)

HaumenoBanue AJIMUHUCTpAIIMU, TIOJTHOE M COKpAIlIEHHOE, TTOMEIaeMOoe Ha OJaHKaX
JIOKYMEHTOB, JIOJKHO COOTBETCTBOBATh HAMMEHOBAHHUIO, YCTAHOBJICHHOMY Y CTaBOM paiioHa.

3.4.4. CrpaBouHble JlaHHbIE AJMMHHMCTpPALMM YKa3bIBAIOTCS B OJIaHKaxX MUCEM H
BrmouaroT: MHH, OI'PH, nourtoBslif anpec AaMuHUCTpaluy; HoMmep TenedoHa, dakca,
aJlpec MEKTPOHHOU MOYTHI, CETEBOU aJIpecC.

3.4.5. PexBusut «HanmeHoBaHUE BU/Ia IOKYMEHTA

HanmenoBanune BHUA U31aBacMOT0 JIOKYMEHTA (ITOCTAHOBJIEHHUE,
PACIIOPSKEHUE, ITPOTOKOJI, AKT) BxirogaeTcsi B OJaHK COOTBETCTBYIOIIETO BUAA
JIOKYMEHTA WJIH YKAa3bIBAETCSI COCTABUTENIEM MPH MOJTOTOBKE JOKYMEHTA.

B nuceMax HauMeHOBaHUE BUA JOKYMEHTA HE yKa3bIBaeTCsl.

3.4.6. PexBusur «Jlata TOKyMeHTa»

JlaToli HOKymMeHTa SBJISIETCS JaTa €ro MoANucaHus (pacrnopsauTelbHbIe
JOKYMEHTBI, THChMa, JOKJIAIHBIE U CIY)KCOHBbIE 3alMCKH, aKT), YTBEPKICHUS
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(MHCTpYKLIMSI, TOJOXEHUEe, NpaBWiIa, pPErjaMeHT, IUIaH, OT4YeT U Jp.), COOBITHUA,
3a()UKCUPOBAHHOTO B JIOKYMEHTE (ITPOTOKOJI).

Jlata JIOKyMeHTa NpPOCTaBISAETCA JOJKHOCTHBIM JIMIIOM, MOJIMUCHIBAIOIIMM HWITU
YTBEP)KJAIOIMUM JIOKYMEHT, WIM YTpPaBJICHUEM IMpPU PErUCTpallMd JIOKYMEHTa, WIH
HEMOCPEJICTBEHHO COCTAaBUTEIEM IPHU €ro MOATOTOBKE (IOKJIaJHAasl, CIyX)eOHas 3alucka,
3asiBJICHHE U JIp.).

JlaToif JOKyMeHTa, H3aBa€éMOr0 COBMECTHO JBYMs WM Oojee oOpraHaMmu
WCIIOJIHUTEJIbHOM BJACTH, WHBIMU OpraHamu (OpraHu3anusiMu), sIBIseTCS aara Ooiiee
MO3AHEN MOJIIUCH.

Haty nmoxkymenTta oGopMIsitOT apaOCKuMu IudpaMu B MOCIEAOBATEILHOCTU: JEHb
Mecsia, Mecdil, rof. [lenp mecsma u Mecsal opopMIIIOT AByMs mapaMu apaOckux nudp,
pa3lieJICHHBIMU TOYKOM; TOJ] — YETHIPbMS apaOCKUMHU IIUPPAMH.

Hanpumep:«26.04.2010».

Ecnu kakoe-nubo 13 uucen ABIseTCss OJHO3HAUYHBIM, [I€PE/l HUM CTaBUTCS (HOJIb).

JlomyckaeTcsi ciioBecHO-IIUGPOBOI crtocod 0hOpMIIEHUS JIaThI.

Hanpuwmep: «26 anpens 2010 rogay.

OpHako B TEKCT€ KOHKPETHOIO JOKYMEHTA HCHOJIb3YEeTCS OJWH M3 JIaHHBIX
CHOCO00B.

[Ipy moAroToBKEe MPOEKTa JOKYMEHTA ME€YaTaeTCs TOJbKO O00O3HAYEHUE Mecsla U
roja.

3.4.7. PexBu3ut «PerucTpanimOHHbIN HOMEDP TOKYMEHTA»

PerncrpanvoHHBIE HOMEpP NPUCBAMBACTCA CO31aBAEMOMY B AJIMHHUCTpaLUU
JOKYMEHTY TIOCJIe €ro MOoJAnucaHus (YTBEPKACHHS), a TAKKE BXOASIIEMY TOKYMEHTY MpHU
pEerucTpaluu.

PeructpanMoHHBII HOMEpP AOKYMEHTA COCTOMT W3 HOMEHKJIATYPHOIO HMHJEKCA U
MOPSIIKOBOIO HOMEpA.

PeructpanroHHbII HOMEp JOKyMEHTA, COCTABJICHHOI'O HECKOJIbKHUMHU
IOpUANYECKUMH JIMIIAMH, COCTOUT W3 NPUCBOCHHBIX PErMCTPALMOHHBIX HOMEPOB
JOKYMEHTA, NIEPEUYHCICHHBIX B MOPSJIKE IIEPEYUCIICHNS] aBTOPOB IOKYMEHTa 4epe3 KOCYIO
4epry.

3.4.8. PexBu3utr «CchulKa Ha PErHMCTPALIMOHHBI HOMEpP M AaTy NOCTYNHUBIIETO
JOKYMEHTa

Ccbulka Ha UCXOAIIMNA PErUCTPAlMOHHBIM HOMEP U JaTy IOKYMEHTa BKJIIOYAETCS B
COCTaB PEKBU3UTOB OslaHka nucbMa AnMuHucTpanuu. CcbUlka Ha PerucTpaluoOHHBINA
HOMED U JaTy JOKYMEHTa MPOCTABISETCS UCIOJHUTENEM IPU MOATOTOBKE 3JEKTPOHHOIO
MMCbMa-0TBETa JINOO COTPYAHUKOM OTAENA IPU PETUCTPALIMU UCXOMASAIIET0 JOKyMEHTa Ha
OyMa)KHOM HOCHTETIE.

Hanuuue naHHOTO pEeKBH3UTa IMO3BOJISIET IMOJIydaTeNr0 OBICTPO HAWTH KOIHIO
JOKYMEHTA, Ha KOTOpPBIA NpHUCIaH OTBET. J[aTa MU HOMEp, Ha KOTOPBIM HMAET CCHLIKA,
NEPENUChIBACTCSl COCTaBUTENIEM OTBETa W3 WHUIMATUBHOIO JOKYMEHTa IU(PPOBBIM
criocobom. Hammpumep: «ra Ne 06-24/117 ot 25.03.201 1».

3.4.9. PexkBusut «MecTo cocTaBieHus (M31aHUs) JOKYMEHTa»

MecTo coctaBienus (M3gaHus) TOKYMEHTa yKa3bIBaeTCsl Ha OJaHKaX JOKYMEHTOB
AJIMUHHCTpaLMH, 32 UCKIIFOUEHHEM OJIAHKOB MHUCEM.



3.4.10. PexBusut «Aapecar»

JIOKyMEHTBI aJIpeCcylOT B OpraHbl BIIACTH, OPraHU3AlUH, HX CTPYKTYpHBIC
[OJIpa3IeJeHus, JODKHOCTHBIM JILIAM, TPAKIaHAM.

IIpu anmpecoBaHMM TOKyMEHTa B OpPraH BJACTH, OPraHU3AlUI0 WIH CTPYKTYPHOE
nonpaszaeneHue (0e3 ykazaHus JOJDKHOCTHOTO JIMIA) MX HAaWMEHOBAHMs IMHIIYTCS B
MMEHUTEIBHOM NAJIEXKE.

Hamnpumep:

MunuctepcTBO KyJIbTypbl PecryOnnku J{arectan

WU

Yrpasienue nenamMu AIMUHACTpAUUH | 1aBsl
u IIpaBurenscTBa Pecybnuku Jlarectan

[Ipu anpecoBaHuu NOKyMEHTa PYKOBOJUTENIO OPraHU3allid HAaUMEHOBAaHUE OpraHU3alluu
BXOJIMT B COCTaB HAMMEHOBAHUS JOJHDKHOCTH ajipecaTa, HAMMEHOBAHHUE JOJDKHOCTHU
YKa3bIBAC€TCs B IATEIILHOM TaJIEXKeE.
Hanpumep:
PykoBogutento PecrryOnukanckoit ciry>x0bl 1o Tapudam
®.1.0.

[Ipy HanpaBiaeHUN TOKYMEHTAa KOHKPETHOMY JOJKHOCTHOMY JIMIY HAMMEHOBAHME
OpraHM3alM{ U NOAPA3AECIECHUS YKA3bIBAIOTCA B UMEHUTEIBHOM IAJIEkKE, a TOJLKHOCTh U
(aMuIUs B 1aTEIBHOM.

Hanpumep:
MunuctepcTBO KyJIbTypbl Pecnyonuku Jlarectan
VY1pasieHue 10 J1ej1aM apXuBOB
Hauanenuky otnena nnanupoBanus ©.1.0..

B pexBusute «Anpecat» MOMyCKAaeTCSd HCHOIB30BaTh O(DHUIIMAIBHO TPUHSTHIE
COKpAILICHHbIE HAaMMEHOBAaHHUS OPraHOB TOCYJAapCTBEHHOW BJIACTH, OPTraHOB MECTHOIO
CaMOYIIPABJIEHHUsI, OpTaHU3ALUH.

[TouToBBIII agpec B  COCTaBE pEKBH3UTA «AJpecar»  yKa3blBaeTcs B
MTOCJIEA0BATEIBHOCTH, YCTAaHOBJIEHHOM IIpaBunamMm oOka3zaHus yCiIyr ITOYTOBOM CBS3H,
YTBEPKJACHHBIMU MPUKA30M AJMHHUCTPALIMU CBSI3M U MACCOBBIX KOMMYyHUKanuii PO ot
31.07.2014 No234.

[TouTOoBBIN agpec HE YKA3bIBAETCS B JOKYMEHTAX, HAIPABJISIEMbIX B BBICIIIME OPraHbI
TOCYJAapCTBEHHOW BJIACTH, APYTUE OPraHbl WCIOJHUTEIBHOM BJIACTH, TEPPUTOPUAIIBHBIC
OpraHbl  UCIOJHUTENBHOM  Baacth B Pecnybmuke — JlarectaH, MOCTOSIHHBIM
KOPPECHOHAEHTaM.

[Ipu aapecoBaHnu JOKyMEHTA JOKHOCTHOMY WM (PU3MUECKOMY JIMIY MHUITAAIIBI
CTaBATCS MOcie haMUInu.

PexBu3uT «Agpecar» pacnosiaraercs B IpaBOM BEpPXHEM YIIIy JOKYMEHTA.

Ctpoku pekBHU3UTa «ApecaTy» HEHTPYIOTCA OTHOCUTEIBLHO CaAMOW JJIMHHON CTPOKHU.

Hanpumep:
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['ocynapcTBeHHast MHCIIEKLUS TPyAa
B PecniyOnuke Jlarecran,
[Tandumnona yi., a. 38, r. Maxaukaina, 367089

Hamnpumep:
Pamaszanosy M.I.,
[Terpa I mpocnexr, 1. 60, kB. 3, r. Maxaukaina, 367000

3.4.11. PexBuzut «I'pud yTBepKaCHUD.

Ha noxymeHTax, nmoajie:xxaniux yTBepKACHHUIO, TpU YTBEPKIACHUS MTPOCTABIISIETCS B
BEPXHEM MPABOM YTITy TIOKYMEHTA.

Hanpumep:

YTBEPXIAIO
['maBa agMUHHCTpaMK
MP «Ku3untopToBCKUI paioH»
noanuck, M.0.damunus
JlaTa

[Ipy  yTBEepXKIEHUM  JOKYMEHTA  PACHOPSAUTENBHBIM  JOKYMEHTOM  TpuUd
yTBepkJeHus  coctour w3 cioBa  «YTBEPXIEHO»  («YTBEPXIEHA»,
«YTBEPXIEHBI» wm «YTBEPXIEH»), HaumMeHOBaHUS yTBEPKIAIOIIETO JOKYMEHTA
B TBOPHUTEJIBHOM Najexe, ero narel 1 HoMepa. CnoBo «YTBEPXKIIEHO» cornacyercs B
POJE Y YUCIIE C BUJOM YTBEPKAAEMOI0 JOKYMEHTA.

Hanpumep:

(Pernament) YTBEPXKJEH
MOCTAHOBJICHUEM aIMUHUACTPALIUU
MP «Ku3unropToBCKUI paloH»
nata, Ne

3.4.12. PexkBU3HT «3arojoBOK K TEKCTY»

HanmeHoBaHKe JOKyMEHTa, KPaTKOE COJIEpKaHUE (3ar0JIOBOK K TEKCTY) IOKYMEHTA
COCTaBJIICTCSI KO BCEM JIOKYMEHTaM, 3a HUCKJIIOYEHHUEM JOKYMEHTOB, MMEIOIIUX TEKCT
HeOobIIoro oobema (110 4-5 CTpoK).

3arosioBOK K TEKCTy JOKyMEHTa JOKeH OBITh KpaTKUM, TOYHO TIepe/aBaTh
coJiepKaHUe IOKYMEHTa, JOJDKEH OBITh COTJIacCOBaH ¢ HAMMEHOBAHUWEM BHJA JIOKYMECHTA.
3aroJIoBOK JIOJKEH OTBEYATh HA BOMPOCHI «O 4eM?» («0 KOM?») WM «4ero?» («Koro?»).
Hanpumep:

«O BBIJICJICHUH CPEJICTB HA TPUOOPETEHUE OPITEXHUKI;

«O nmoanucanuu TpexcTtopoHHero CorameHus»;

3aroyioBOK COCTaBIISI€TCA JTUIOM, TOTOBSIIUM MPOEKT JOKYMEHTA.

HaunmMeHnoBanue nokymeHTa opopMisieTcs: o peKBU3UTAMU OJlaHKa U 3aHUMaeT 4-5



cTpok no 28-30 3HaKOB B CTpOKe. B mpoekTax HOpMATUBHBIX MPABOBBIX aKTOB 3ar0JIOBOK
K TeKCTY 0(OpMJIISIETCA 0 IUPUHE CTPAHUIIBI IEHTPUPOBAHHBIM CITIOCOOOM.

3.4.13. PexBu3uT «TeKCT JOKyMEHTa»

TekcT HOKyMEHTa W3JaraeTcsi pYCCKUM JIMTEPATypPHBIM SI3BIKOM C Y4YE€TOM
0COOEHHOCTEW O(UIIMANIBHO-EIOBOIO CTUJIS, BHJIa JIOKYMEHTAa W €ro Ha3HAYeHUs B
yopaBieHdecko aesTenpbHOCTA. ComepkaHUE TOKYMEHTa JIOJDKHO OBITh H3JI0KEHO
KpaTKO, JIOTUYHO, TOYHO U SICHO.

TeKCThl TOKYMEHTOB U3J1araroTcs OT:

1-ro nuuna enuHctBeHHOro uyucna: «lIpomry paccmorpers Bompoc 00
YCTaHOBJICHUM...»;

3-ro juma enuHCTBeHHOro ymucia: «Kosuterus mocranoBwia...», « AIMUHUCTPAIIHS
MP «Ku3nintopTOBCKHIl pailoH» CUATAET BO3MOXKHBIM...»;

1-ro numa wmHOXecTBeHHOro uwmcina: «lIpocuM mpeacTaBUTh JaHHBIE O...»,
«IIpencrasusieMm Ha paCCMOTPEHUE U YTBEPKICHHUE...»;

B coBMECTHBIX IOKYMEHTaX TEKCT U3JIararoT OT 1-TO JIMlia MHOKECTBEHHOIO YUCJIA!
«ITocranoBunu....», «Pemunu..,».

B Tekcre noKyMeHTa, IMOATrOTOBJIEHHOTO HAa OCHOBAaHMM 3aKOHOJATEIBHBIX, MUHBIX
HOPMATUBHBIX IPABOBBIX aKTOB, U3/IaHHBIX OPraHaMU BIIACTU U YIIPABJIECHUS, JOKYMEHTOB,
paHee W3JIaHHBIX AJIMUHHUCTpAlEH, YKa3bIBA€TCS HAMMEHOBAHWUE BHJAA JIOKYMEHTA,
HAUMEHOBAaHHWE OpPraHa, HW3JaBIIEr0 JOKYMEHT, JlarTa MPUHATHAS WA YTBEPKICHUS
JOKYMEHTA, €r0 PETUCTPAIMOHHBIN HOMED, a TAKKE 3ar0J0BOK JOKYMEHTA, 3aKJIOUCHHBIN
B KaBBbIUKH.

Hampumep: «B cootBerctBuM ¢ mnoctaHoBieHueMm IlpaButenbctBa PecnyOnuku
Harecran ot 2 oktsa0ps 2008 roma Ne 333 «O TumoBoM periiamMeHTe BHYTpPEHHEH
OpraHMU3allid OPTaHOB UCIIOTHUTEILHOM BiIacTu Pecniybnuku Jlarectany.

Ecnr TekcT cOnep UT HECKOJIbKO MOPYYEHMH, PELICHUW, BBIBOJAOB, B TEKCTE
BBIJICJISIFOTCS Pa3/Aeiibl, IOAPA3AEibl, IyHKTHI, [IOITYHKTHI.

Texcr moxymeHTa oQOpMIISIETCS B BHUJI€ CBSI3HOTO TEKCTA, aHKETHI, TAOJMIIBI WU
COCIMHEHUSI JTHX CTPYKTyp. B TekcT mnoKymMeHTa MOTYT BKJIIOYATHCS (DparMeHThl,
oOpMIICHHBIC B BUJIC TaOIUIIBI MJTH AaHKETHI.

CIuiomHOM CBSI3HBIM TEKCT JOKYMEHTa MNPHUMEHSETCS MPHU IMOJATOTOBKE YCTaBOB,
MOJIOKEHUM, TTPaBUII, HHCTPYKIIUH, TTOCTAHOBIICHUH, PACTIOPSHKEHUM, MPOTOKOJIOB, aKTOB,
JIOTOBOPOB, KOHTPAKTOB, COTJAIICHHM, JOKJIAJHBIX 3alUCOK, TMHUCEM, CIPABOK M T.I.
CBA3HBIA TEKCT, KaK IMPaBUJIO, COCTOMT M3 JABYX 4acTel. B mepBoil, KOHCTATUPYIOUIEH
YaCTH, YKa3bIBAIOTCSI IPUYMHBI, 1I€JI, OCHOBAHUS CO3/IaHUA IOKyMEHTA. B 3TOM yacTu nipu
HEOOXOJIMMOCTH JIOJDKHA OBITh yCTaHOBJIEHA B3aWMOCBSI3b C paHee WU3JaHHBIMU
MPAaBOBBIMH aKTaMU WJHA JPYTMMH JOKYMEHTaMU 10 JIaHHOMY Bompocy. B Ttekcre
JOKYMEHTA, IOJATOTOBIICHHOTO HA OCHOBAaHUM WJIM B PAa3BUTHUE JIOKYMEHTOB OpPraHOB
WCTIOJTHUTENIbHOM BJIACTH, WHBIX OPraHoB (OpraHu3aluil) WIM paHee U3IaHHBIX
JOKYMEHTOB AJIMUHUCTpAllMU, YKa3bIBAIOTCSI HMX PEKBU3UTHI: HAMMEHOBAaHUE BHUJIA
JOKYMEHTA, HAUMEHOBAHUE OPTraHW3allMy — aBTOpPA JOKYMEHTA, J1aTa, PErUCTPALMOHHBIN
HOMED M 3aroJ0BOK K TEKCTY JOKYMEHTA.

Bo BTOpOi (3aKJIIOYMTENIBHOM) YaCTH W3JIararoTCs pEUIeHUs, paCIOpsHKEHUS,
BBIBOJIBI, TPOCHOBI, MPEIOKEHUS, PEKOMEHAITHH.



Ecnu conepanue JOKYMEHTa HE HYXIAaeTCs B MOSICHEHUM WIK OOOCHOBAaHUU, TO
TEKCT MOYKET COJEPKATh TOJIBKO 3aKIIOUUTEIbHYIO YacCTh.

Hanpumep: pacnopspkeHHs — pacopsSAUTENbHYIO YacTh 0€3 KOHCTaTUPYIOIIEn (KaKk
IPaBUJIO, TPUKA3bI 110 JINYHOMY COCTaBY), MUCbMa — IPOCHOY 0€3 NOSICHEHNU .

TexkcT AOKyMEeHTa, peryjIMpyloIIero JAeATeIbHOCTh AJIMUHUCTPALUU, €ro
CTPYKTYPHBIX TOApA3/EICHUA, MpaBa U OOS3aHHOCTH JOJHKHOCTHBIX JHI] (TIOJIOKEHUE,
JOJDKHOCTHOW PErJIaMEHT U T.J.), COCTOUT U3 Pa3esioB, TYHKTOB U MOAIYHKTOB. KaxabIi
pazJien T0JKEH UMETh HOMEpP M 3ar0JIOBOK.

CBs3HBIM TEKCT JOIyCKAaeTCs pa3leisaTh Ha pa3fenbl, MOAPa3Aeiibl, ITyHKTHI,
MOJITYHKTHI, KOTOPbIE HyMEPYIOTCS apaOCKUMU UPpaMu, pa3ieIeHHBIMU TOUKAMHU.

Paznensl v moapasfaensl MOTyT HMMETh 3arojioBKM  (MOJ3arojioBKH), KOTOPBIE
NUIIYTCS C HponucHoW OykBbl. Todyka B KOHIIE 3arojIOBKOB M I0J3ar0JIOBKOB HE
npoctaBisiercs. IIlyHKTBI W NOANMYHKTHI  HYMEpYIOTCS — apaOCKUMHM  IU(ppaMu,
pa3JesIeHHbIMU TOUYKaMU. TEeKCT MyHKTOB M MOJIYHKTOB IMHILIETCS C MPOMUCHON OYKBBI U
3aKaHYMBAETCS TOYKOU.

[Tpu mOArOTOBKE TOKYMEHTOB IO OJHOTUITHBIM CUTYyalUsiM (IIPUKA30B M0 JIUYHOMY
COCTaBY, aKTOB U T.JI.) CJIEAYET UCIOIb30BaTh YHU(PUIUPOBAHHBIE TEKCTHI.

[Ipy cocTaBieHMM TEKCTa B BHJAEC AHKETHl HAWMEHOBAHMS  IIPU3HAKOB
XapaKTEpU3yeMOro OOBEKTa JIOJKHBI OBbITh BBIPAXKEHbl MMEHEM CYIIECTBUTEIbHBIM B
MMEHUTEIIPHOM  TaJIe)K€ WM CJIOBOCOYETAHMEM C  [JarojoM BTOpPOro  JIMLA
MHO>KECTBEHHOT'O YHCJIa HACTOSIIEr0 WJIM MPOIIEIUIEro BpeMEHU (umeeTe, ObLIH,
HaxXOJWJIUCh MU T.1.). XapaKTEpPUCTUKH, BBIPAKEHHBIE CIOBECHO, JOJKHBI OBITH
COrJIacCOBaHbl C HAMMEHOBAHUSIMU MPU3HAKOB.

['padppl M cTpoKM TaOMMLBI AOHKHBI MMETh 3arojOBKH, BBIPRKEHHBbIE HWMEHEM
CYLIECTBUTENIbHBIM B UMEHUTENBbHOM Majexe. [loa3aronoBku rpad u cTpok A0KHBI OBITh
corylacoBaHbl ¢ 3arojoBkamu. Eciu Tabnmily medararoT O6ojee 4eM Ha OJHOW CTpaHHUIIE,
rpadbl TabJIULBl JODKHBI OBITh IPOHYMEPOBAHbI M Ha CIEAYIOUIMX CTPAaHUIAX JOJKHBI
OBITH HalleyaTaHbl TOJIBKO HOMEpA ITUX Tpad.

CTpaHuLIbl TEKCTa HyMEPYIOTCS apaOCKUMU LIU(PpaMU OCEPEANHE BEPXHETO MOJISL.

3.4.14. PexBu3ut «OTMETKA O IPUIOKECHHUI

OTmeTka O  HaJIWYUM  TPWIOKEHUS  HUCHOJB3yeTcsl Npu  O0(OpMIIEHUH
COMPOBOAMTENIbHBIX MHUCEM U NPWIOKEHUH K MpUKa3aM, PacCHOpPSKEHUSIM, IUIaHaM,
mporpaMmam, OTYeTaMm, JOTOBOPaM, IMOJIOKEHUSM, NMPAaBWJIAM, MHCTPYKIUSAM U JIPYyTUM
JOKyMEHTaM.

OTMeTKa O HaJIUYUU MPUIOKEHUS Oo(OopMISIETCS OT TpPaHULbI JEBOTO TMOJIS.
Hanpumep:

«IIpunoxenue: Ha S 1. B 1 3K3.».

Ecnu npuiio)keHHe Ha3BaHO B TEKCTE, B OTMETKE O NPHIIOKEHUH YKa3bIBAECTCS
KOJIMYECTBO JIMCTOB M KOJIMYECTBO IK3EMIUISIPOB MPUIIOKEHUS.

Ecnu nmucbMO HMMEET NPUIOKEHWE, HE Ha3BAHHOE B TEKCTE, TO YKa3bIBAIOT €ro
HAaVMEHOBAaHHE, KOJMYECTBO JIUCTOB H OK3EMIUIAPOB; NPU HAJIMYMKA HECKOJBKHUX
IIPUJIOKEHUHN UX HyMepyroT. Hanpumep:

«IIpunoxenue: 1. 3akiroueHre HA MPOEKT... Ha 5 JI. B 2 3K3.

2. CrpaBka 0 nopaboTke... Ha 8 JI. B 3 3K3.».



Ecnu npunioxkeHus: cOpOIIOPOBaHbI, TO YUCIO JHUCTOB HE yKa3biBatoT. Eciam k
NOKYMEHTY TpUJIaraeTcss APYrol JOKYMEHT, TAKKE€ MMEIOIINNA MPUIIOKEHUE, OTMETKY O
HAJIMYUU MPUIOKEHUST 0QOPMIISIOT CIIETYIOIIMM 00pa3oM:

«IIpunoxenue: nucbMo MunkyabTypsl P/ oT 1 nexabpst 2013 roga Ne 01-06/987 u
IPUJIOKEHHUE K HEMY, BCETO Ha 3 JL.».

Ecnu nmpunioxkeHre HampaBlsSIlOT HE BO BCE YKa3aHHbIE B JOKYMEHTE ajpeca, TO
OTMETKY O €ro HaJTuIuu 0(OPMIISIOT CJICTYIOITUM 00pa3oM:

«IIpunoxenue: Ha 3 1. B 5 3K3. TOJIBKO B IEPBBINA AIPECH.

Ecnu npunokeHusMH K COMPOBOAUTEIHHOMY MHUCHMY SIBJISIIOTCS JTOKYMEHTBHI,
conmepxkamme WHGOPMAIHIO KOHPHUACHIIMAIBHOTO XapaKTepa, OTMETKAa O MPHUIOKESHUN
oopMIISIETCS CIASAYIOMNUM 00pa3oM:

«IIpunoxkeHue: crpaBKa O HEIJIATEKECIOCOOHBIX MPEANPUITHIX, ISl CIIYKEOHOTO
MoJb30BaHus, per. Ne 26-1cm, Ha 2 JI. B 1 9K3.».

Ecnu npunoskeHust K TOCTAaHOBJICHUIO, PACTIOPSHKEHUIO HE TPEOYIOT YTBEPXKICHMUS, B
TEKCTE MPUKa3a, PACIOPSKEHUS TAETCS CChUIKA «COTJIACHO MPUIIOKEHUIO». B 3TOM Cciiyuae
Ha TIEPBOM JIMCTE MPUIIOKEHHS B MPABOM BEPXHEM YIUIy Ne4aTaroTCsi 0€3 KaBbIYEK CIOBO
«IIpunoxkenne», a TakXKe CJIOBa «K TIOCTAHOBIEHHUIO (pacmopsbkeHuto)». Ecnu
MPWIOKEHUN HECKOIbKO, oHU Hymepytotcs ([Ipunoxenue Ne 1, Ilpunoxenune Ne 2). B
OTMETKE O MPUJIOKEHUU YKa3bIBACTCS HAMMEHOBAHME BHJa OCHOBHOI'O JOKYMEHTA, €ro
aKTa U HOMep:

Hanpumep:

[Ipunoxenue
K PACIOPSKEHUIO AJIMUHUCTPALIUN
«KU3WIHOPTOBCKUN panioH»
ot 07 centsiopst 2020 roma Ne 113

Ecnu npusioxxeHrue 01HO, OHO HE HyMepYyeTcsl.

3.4.15. PexBusur «I'pu cormacoBaHus»

CornacoBaHue NpOEKTa JOKYMEHTa C JPYTMMH TOCYJapCTBEHHBIMU OpraHamu
BJIACTU M OpraHU3alUsIMU, MHTEPECHl KOTOPHIX B HEM 3aTparuBaroTcsa, oQopmisiercs
rpudom cornacoBanus. CoriacoBaHue JTOKyMEHTa OCYLIECTBISIETCS C:

OpraHamMy HCIIOJIHUTEJIbHON BJIACTH, MHTEPECHI KOTOPBIX 3aTParuBaeT COAECpP)KaHUE
TOKYMEHTA;

OopraHamMu BJIACTH, OCYIIECTBISIIOIIMMHU TOCYAApCTBEHHBIA KOHTPOJb (HAA30p) B
ompeeeHHON 00J1acTh (IKOJIOTHYECKUH, HAIOTOBBIN U JIp.);

MO/IBEIOMCTBEHHBIMH OPraHU3alUsIMU;

OOIIECTBEHHBIMHU OpraHU3aLUsIMU.

[IpoeKkT nOKyMEeHTa COTJIACOBBIBAETCS HEMOCPEACTBEHHO JOHKHOCTHBIM JIUIIOM —
PYKOBOAUTENEM, IPOTOKOJIOM KOJUIETHATIBLHOTO OpraHa WiK CIyK€OHBIM MMHUCbMOM.

Hanpumep:



COI''TACOBAHO

I'maBa agmMuancTpanun MP «KusnimopToBcknii paioH»
HOJIUCH, pacIIM(ppOBKa MOANUCH

nara

['pud cormacoBanust opopmIIsieTcss Ha TOCIETHEM JINCTE 0T TEKCTOM C YKa3aHHEM
HaMEHOBaHUSI JOKYMEHTA, KOTOPBIA COIJIACOBBIBACTCS, €CJHM COJEpPKaHHE JOKYMEHTa
3aTparuBaeT MHTEPECHl HECKOJIbKUX Oopranu3anuil. [Ipy 3ToMm Ha OCHOBHOM JIOKYMEHTE, Ha
MecTe, TIPETYCMOTPEHHOM JIJIsl PacIoIOKEeHUS TprU(OB COTIACOBAaHMS, NETAETCS OTMETKA
«JIUCT cormacoBaHUs MPUIIATACTCS.

CornacoBaHue HEKOTOPBIX BHJIOB MHOTOCTPAHMYHBIX JOKYMEHTOB (OTYETHI,
HUHCTPYKIUU U JIp.) 0hOpMIISIETCS] HA TUTYJIHHOM JIUCTE.

CornacoBanue oQopMIIsieTcs: OJMUCIMH YYaCTHUKOB COTJIACOBAaHMUS, KaK MPABUIIO,
Ha OJHOM JK3EMILISAPE JOKYMEHTA.

3.4.16. PexBuzur «Buza»

Bu3zoit odopmiisiercs coraacoBaHue NMPOEKTa JOKYMEHTa C JOJKHOCTHBIMU JIMIIAMU
U CIIEHNAINCTAMU-COUCIIOTHUTEISIMH.

Buza Bkiodaer B ce0d JUYHYIO MOJNUCH, PACIIU(PPOBKY MOANUCH (MHUIUAIBI,
(dhamuns), HAMMEHOBAHUE JOJKHOCTH JIUIA, BUSUPYIOIIETO TOKYMEHT, J1aTy.

Hanpumep:

HanmMmenosanne n10KHOCTH

MOAMUCH, paciiudpoBKa MOAMUCH

(vHULIAAIBI, (haMUITHS)

naTa

BusnupoBanue mpoeKkToB NPaBOBbIX aKTOB | JlaBbl A AIMUHUCTPALIUHA IPOU3BOJUTCS HA
OJlaHKe coryIacoBaHUs, JHOO Ha TOCJEIHEW CTPaHMIIE MEPBOTO DK3EMIUIApa TEKCTa
MpoeKTa, C yKazaHueM (amwinu BuU3Mpyromero u jngarel. Ha  moxkymenTtax
MMYLIECTBEHHOTO  XapakTepa, MOMJIMHHUKH  KOTOpPBIX  IOMEMIAOTCI B JIela
AJMUHUCTpAIlUU, BU3bl TPOCTABISIOTCS HAa OOOPOTHOW CTOPOHE TOCIEAHErO JIMCTA
JOKYMEHTA (IIOCTAaHOBIICHUS, PACTIOPSKEHUS U IP. ).

[Ipyn Hanmuuuu 3amedaHUM, OCOOBIX MHEHUM, JOMOJHEHUM K MPOEKTY TOKYMEHTa
BH3a JIOTIOJIHSIETCSI COOTBETCTBYIOIIUM YKa3aHHUEM.

Hanpumep:

NmeroTcest 3aMeuanust (COrjiaceH ¢ y4eToM 3aMeUaHuil v Jip.)

HaunmenoBanue qOJKHOCTH

MOAMUCH, paciudpoBKa MOAMUCH

(MHUTIAAITBI, (haMHITHS )

naTa

3.4.17. PexBusur «Iloanucek 1ODKHOCTHOTO JIMLIAY

B cocraB moamuicu BXOAAT: HAUMEHOBAHHWE JOJDKHOCTH JIALA, TOIUCABIIETO
JOKYMEHT (TIpH WCIIOJIb30BaHUM JOJHDKHOCTHOTO OJlaHKa HAaMMEHOBAaHHWE JOJDKHOCTU HE
YKa3bIBACTCS ), TMYHASI TTOMIMCH U €€ paciupoBKa (MHALIUATBI, (haMuus depe3 mpooen).



Hanpumep:

I'maBa IHoamce N.0. Gamunus

He nomyckaercsi moAnuchiBaTh JOKYMEHTBI C MPEAJIOTOM «3a» WM MPOCTaBICHUEM
KOCOM depThl Tepell HAaMMEHOBAHWUEM JODKHOCTH. EcCiM IOMKHOCTHOE JIHUIIO, TOAIHUCH
KOTOporo ogopmiieHa Ha TIPOEKTE TOKYMEHTa, OTCYTCTBYET, IOKYMEHT IOJIHICHIBACT
3aMECTUTEINh PYKOBOAMTEIIS, UMEIOIIUI TIPaBO TIOAMKUCHIBATH JOKYMEHTHI 32 PYKOBOIUTEIIS,
WIM WHOE JTOJHDKHOCTHOE JIMIIO, MUMEIOIIEee MPaBO TOANMMCH B COOTBETCTBUH C MPUKA30M O
pactipeneneHn  00s3aHHOCTEH, MPU 3TOM YKasbIBaeTCs (akThdecKas IOJDKHOCTH JIWIIA,
MOJIITUCABIIIETO JTIOKYMEHT, ero damwius. VcrmpaBieHUs B TMOATOTOBICHHBIA JOKYMEHT
MOTYT OBITh BHECEHBI OT PYKH JIUIIOM, TIOAMUCHIBAIOIIAM JOKYMEHT.

[Tpn moamvcanuy JOKYMEHTA JIMIIOM, WCIIOJHSIOINIMM B COOTBETCTBUU C MPUKA30M
00SI3aHHOCTM  BPEMEHHO  OTCYTCTBYIOILIETO  PYKOBOAMTENS  (OTMYCK,  OOJIE3Hb,
KOMaHUPOBKA), MOANUCH 0OPMIISIETCS CIEAYIOIIMM 00pa3oMm:

Bpwuo rnassl IHonmuce N.0O. Gamunus

[Ipu moanucaHuM JOKYMEHTAa HECKOJIBKUMHM JIOKHOCTHBIMH JIUIIAMU WX TOANUCH
pacmoJiaratoT OJHy IIOJl APYrod B MOCJIEA0BATEIBHOCTH, COOTBETCTBYIOIIECH HEpapxuu
JTOJIKHOCTEMN.

Hanpumep:
I'naBsa MOJIITNCH N.0.®amunus
3aMEeCTUTEIH TJIaBbI MOJIITNCH N.0. Gamunus

[Ipu noanmcanum JOKYMEHTA HECKOJIBKUMU JIMI[AMH, PABHBIMU I10 JIOJKHOCTH, HO
MPEICTABISAIOLIIMMH Pa3HbIE OPraHbl, MOANKMCH PACIIONAraloT Ha OJJHOM YPOBHE.
Hanpumep:

I'maBa aqMUHHCTpALIUH ['J1aBaaIMUHHCTPAIIUH

MP «Ku3WIropTOBCKHN paioH» «XacaBIOPTOBCKHi paiioH»

MHOJIUCH N.0.Oamunus
MOJIUCH N.0.Oamunus

HaummeHnoBanne pookHOCTM B pekBu3uTe «llogmuce» mnewaraercss OT JIEBOM
TPAHUIBI TEKCTOBOTO MOJIS YepPe3 OJUH MEKCTPOUHBIN HHTEPBAI.

B nmokxymeHTax, COCTaBI€HHBIX KOMHCCHEH, YKa3bIBAIOTCS HE JODKHOCTH JIHII,
MOAMHUCABIINX JOKYMEHT, a MX OOS3aHHOCTH B COCTaBE KOMUCCUHM B COOTBETCTBUU C
pacnpeneneHrueM B ajhaBUTHOM MOPSIJIKE HAYabHBIX OyKB (DaMuIInid.

3.4.18.PexBusut «OT™METKA 00 3ICKTPOHHOMN TOITHCHY

OTtMeTKa 00 3JEKTPOHHOM MOJIUCH MCIOJIB3YETCS IS BU3yaIU3allUU JICKTPOHHOM
NOAMKUCH TIOJIydaTeJdeM JOKyMEHTa TIpu OOMEHE JJEKTPOHHBIMU JOKYMEHTaMH,



MOAMMCAaHHBIMU YCUJICHHON KBaTU(DUIIUPOBAHHOMN AJIEKTPOHHOM MOAMKUCHIO.

B coorBercTBUM C 3akoHOmaTeNbcTBOM Poccuiickoit denepanun oTMeTKa 00
AJIEKTPOHHON TOAMHUCH (DOPMUPYETCS U BU3YATU3UPYETCS] MPOTrPaMMHBIMH CPEJICTBaAMHU.
OtMeTKa 00 3JeKTPOHHON MOAMKUCH BKJI0UYaeT ¢pasy "JloKyMeHT MoAnucaH 3JIeKTPOHHON
NOAMNMUCHI0", HOMep cepTuduKara Kiouya DdJICSKTPOHHOW TMOANWCH, (pamMuIuio, HMs,
OTUECTBO BJaJeNblla cepTudUKaTa, CPOK ACHUCTBUSA CepTH(UKATA KIIIOYA SJICKTPOHHOU
noanucu. Hanpumep:

JJOKYMEHT HOJITNCAH
DJIEKTPOHHON ITOITUCHIO
Aupextop Cepruduxkar 1al11aaa00000000001 1 N.0. Gamuius
Bnanenenr ®ammnust Mims OtyecTBO

HeinicrBurenen ¢ 01.12.2012 no
01.12.2017

[Toanucanue (yTBEpXkACHHE) JIOKYMEHTAa OCYIIECTBISIETCS B COOTBETCTBHM C
nyHKTOM 3.4.17. HacToseld MHCTPYKIIUU.

3.4.19. PexBusur «lleqarb»

AIMUHHCTpaIMsi UMEET TMedarh ¢ u300paxeHueM [ocymapcTBeHHOro repoba
PecniyOnuku JlarectaH v uHBIE Te4yaTH, yka3aHHble B [lonoxkeHun AJAMUHUCTpALMH O
MOPSAJIKE WCIOJIb30BaHUs MeYyaTel, mraMiioB B agMuHuctpauu MP «Kusuntoprosckuit
paiion».

[Teuats ¢ wusoOpaxenuem ['ocynapctBenHoro repba PecnyOnuku [larectan
CTaBUTCS HA JOKYMEHTAaX, TPEOYIOIIUX 0CO00TO YA0CTOBEPEHUS UX MOIJIUHHOCTH.

[Ipoctbie Kkpyrible mneyaTd (0e3 H300pakeHHs TOCYAapCTBEHHOW CHUMBOJIMKH)
CTaBSITCS Ha KOMUSAX JOKYMEHTOB JIJIsi YAOCTOBEPEHUS UX COOTBETCTBUS MOIJIMHHUKAM.
[leyath cTaBUTCS Ha CBOOOJAHOM OT TEKCTa MECTE, HE 3axBaThblBas JUMYHOM MOINUCU
JOJDKHOCTHOTO Jinia. IledaTh MOXeT 3axBaThiBaTh YacThb HAMMEHOBAHMS JOJDKHOCTHU
JULA, MOAINUCABIIEr0 JOKYMEHT.

B nokymeHTax, MOJITOTOBJIEHHBIX HAa OCHOBE YHU(UIMPOBAHHBIX (OpM, TeHaTh
CTaBHTCS HA MecTe, 0003HaUCHHOM OTMETKOM «MI» mim uHBIM 00pazoM.

3.4.20. PexBuzut «OTMETKA 00 UCTIOTHUTEIC)

OtmeTka 00 UCTIOJTHUTENIE JOKYMEHTA MPOCTABIISIETCS HA JIMIIEBOW CTOPOHE TEPBOTO
JIMCTA MOJJINHHUKA B JIEBOM HUKHEM YTITY.

OtMeTka BKJItOUaeT haMIINIO, UM, OTYECTBO UCIIOJIHUTENS U HOMED ero TeynedoHa
(pazmep mpudra Ne 8).

Ha nokymeHTe, NOATOTOBJIEHHOM IO TMOPYYEHUIO PYKOBOJUTENSI TPYIION
WCIIOJHUTENEH, B OTMETKE 00 WCHOJHUTENC YKa3biBaeTcs (aMmins OCHOBHOTO
WCTIOJTHUTEJIS.

OTrMeTka 00 UCHOJHUTEIE MOXET JOMOJHATHCS  yKa3aHUEM  JIOJKHOCTH
UCIIOJTHUTENS U CTPYKTYPHOTO NOAPA3ACICHUSL.

B nmokymeHTax, HMMEIONMX OTMETKY O KOH(MUIEHIIMATLHOCTH, OTMETKa 00
WCIIOJTHATENIE TPOCTABISIETCS HAa O000pPOTE TMOCIEAHETO JHCTa KaXIOTO JK3EMIUIIpa



JOKYMEHTa U BKIJIIOYAET B ceO0sl: yKa3zaHHE KOJIMYECTBA OTIEYATAHHBIX SK3EMIUISPOB,
(baMUIMIO0 UCTIOHUTENS, PaMUIIHIO paOOTHHKA, MTEYaTaBIIETO IOKYMEHT, JaTy NeyaTaHus
JOKyMEHTa.

3.4.21. PexBuzut «OTMETKA O 3aBEPEHUN KON

JI1st cBUAETENIbCTBOBAHUSI BEPHOCTH KOMUU (BBITUCKH U3 JIOKYMEHTA) MOJJTHHHUKY
JOKYMEHTa Ha MOCJIEIHEM JINCTE KOMHUH (BBIMUCKU U3 JOKYMEHTA), Ha CBOOOJHOM MECTe
o7 TeKCTOM odopmiiieTcsi peKkBU3UT «OTMETKa O 3aBEPEHUU KOMHMW», BKIIOYAONIUN
cinoBo «BepHO», HaMMEHOBaHWE JOJKHOCTH JIMLA, 3aBEPHUBIIETO KOMHIO, JINYHYIO
MOIMHKCH, paCITU(POBKY IMOIUCH, TaTy 3aBEPCHHUS.

Hamnpumep:

BepHo
I'maBHBIN cielIUaJINCT

HaumenoBanue noapaznenenus Ilogmuce WM.O. @amunus
JlaTa

OTMeTKa O 3aBEpPEHUM KOIHMM YIOCTOBEPSETCS NPOCTOM I€YaThiO YTIPaBICHUSA
JeJIaMu, a SJIEKTPOHHBIX IOKYMEHTOB — 3JIEKTPOHHOU MOAMKUCHIO.

JIMCTBI MHOTOCTPAHUYHBIX KOMHIA (BBIMUCOK M3 JOKYMEHTa) HyMEpPYIOTCs, OTMETKa
O 3aBEPEHHUU KOIHHU JOTOJHSETCS YKa3aHHUEM KOJIMYECTBA JINCTOB KONHUH (BBIIUCKU W3
nokyMeHTa: «Bcero B komum _ .»). Jlomyckaercsi 3aBepsATh OTMETKoW «BepHo»
KaXbIi JTUCT MHOTOCTPAHUYHOM KOIUHU JOKYMEHTA.

3.4.22. PexBuzut «OTMETKA O MOCTYIUICHUH JIOKYMEHTa

OTMeTka O TOCTYIUIGHMH JOKYMEHTa CIY’KUT JUId TOATBEpXKAeHUs (akra
NOCTYIUIEHUS JOKYMEHTa B AZIMUHHUCTPALIMIO U BKJIFOYAET AATy MOCTYIJICHUS U BXOASIIUN
PETUCTPAIIMOHHBIA HOMEp JokyMeHTa. OTMeTKa O TMOCTYIUICHHH JOKYMEHTa MOKET
MPOCTABIIATHCS C TOMOIIBIO IITAMIIA.

3.4.23. PexBuzut «OTMETKA O KOHTPOJIE TOKYMEHTA

OTMETKy O KOHTpOJ€ 3a WCIOJIHEHHUEM JOKYMEHTa 0003HAa4yaroT CJIOBOM
«KoHTpomby Ha BepxHEM MOJIe TOKyMEHTa CIIpaBa.

3.4.24. Pexuzut «OTMETKA O HAMPABJICHUH JJOKYMEHTA B JICIIO»

OTMeTKa O HampaBJICHWU JOKYMEHTA B JIETIO ONPEEISieT MECTO XPaHEeHUs JOKYMEHTa
nociie 3aBepiueHuss paboThl ¢ HUM W BKIIOYaeT: cioBa «B neno», mHAEKC Aena 1o
HOMEHKJIAType JIeJl, B KOTOpOEe MOMEIIAeTcsl JOKYMEHT Ha XpaHeHHe, ¢ YKa3aHHeM roa,
JOJHKHOCTH JIUIa, 0(OPMHUBILET0 OTMETKY, MOANKCH, AaThl. Hampumep:

B neno Ne 32 2021 1.
Hau. oTrnena
IHoanuce JlaTa

3.5. IIpoueaypa noaAroToBKU JOKyMeEHTA

3.5.1. IIpoekThl AOKYMEHTOB, IIOJTOTOBJICHHBIX AJIMUHUCTpAIUCH, MOJJIEkKAT
cornmacoBanuio. CocTaB JOJDKHOCTHBIX JIMIl, COIVIACYIOIIMX MPOEKT JIOKYMEHTAa,



ONPENENSIETCS CTPYKTYPHBIM MOAPA3/1eJIEHUEM-UCTIOTHUTENIEM.

CornacoBanue mTpoeKTa JOKyMeHTa B AJMUHUCTpanuu odopmisercss rpudom
corjacoBaHusi (IpU BHEIIHEM COIVIACOBAaHMM) WM BU30M (IpU  BHYTPEHHEM
COTJIACOBAHUM ).

I'pud cornmacoBanusi oopmiisieTcsi B COOTBETCTBUM C MyHKTOM 3.4.15, a BU3a — B
COOTBETCTBUM C MyHKTOM 3.4.16 HacTosen WHCTPYKIIHH.

3.5.2. CornacoBanue MpoeKTa JOKyMEHTa MPOBOAMTCS JO €ro TOANMCAHUS TJIaBON B
LEISIX OLEHKH COOTBETCTBUSL IPOEKTa 3aKOHOAATeNbCTBY Poccuiickont ®Depnepanuu,
Pecrrybnmiku Jlarectan, HOpMaTUBHBIM akTaM AJMUHHCTpPAITUH, KadecTBa U d(PGEKTHBHOCTH
MIpe/IaraéMoro perieHusl.

CornacoBanue MpoekTa JOKYMEHTa OPraHU3yeTCs HEMOCPEICTBEHHBIM UCIOIHUTEIEM
(cocTaBuTENEM) M PYKOBOJIUTEIEM IMOIPA3ICIICHHUS-UCTIOIHUTENSI M MIPOBOJIUTCS B MpeJiesiax
YCTaHOBJIEHHOTO CPOKa UCITOJIHEHMUSL.

3.5.3. Ilpu COJl cornmacoBaHW€ TPOEKTOB JIOKYMEHTOB OCYIIECTBIIIECTCA B
ABTOMATU3UPOBAHHOM PEXUME IOCPEACTBOM HAIPABIICHUS MPOEKTOB JOKYMEHTOB JIMIIAM,
HA3HAYCHHBIM B KQUECTBE COTJIACYIOIINUX, M OOPMIICHHUS pe3yabTaToB corsiacoBanus B CO/I.

3.9.4 IlIpoekTsl TOKyMEHTOB (BKJIFOUAsi PUIIOKEHHST) COTIIACYIOTCS:

HEMOCPEICTBEHHBIM UCIIOJIHUTENIEM U PYKOBOJIUTEINIEM ITOAPA3ACIICHUS UCIIOTHUTEIIS;

COUCIIOTHUTEIISIMU (TIPU MX HATUYUK);

PYKOBOJUTENSIMA ~ CTPYKTYPHBIX — MOJPA3JCICHU, paOOTHUKAMU  OpraHMU3allly,
HaMpaBJICHUs JCATEIBHOCTH W/WIM (PYHKIIMOHAILHBIE 00S3aHHOCTU KOTOPBIX 3aTparuBaroTCs
B TMPOEKTE JOKyMEHTAa W/WIM KOTOPHIE YyKa3aHbl B IMPOEKTE JIOKyMEHTa B KadyecTBE
UCTOJHUTENEH (B ClTy4ae BPEMEHHOTO OTCYTCTBUSI PYKOBOAMTENS MOMAPA3ACICHUS MPOEKT
JIOKYMEHTA BU3HUPYET JIUI0, BPEMEHHO UCTIONHSAIOIIEE €r0 00S3aHHOCTH);

3aMECTUTEIISIMU TJIaBbl, KYPUPYIOIIMMU 3aTPOHYTHIE B POEKTE IOKYMEHTA BOIIPOCHI;

IOPUIMYECKON  CITy»00i (IPOEKThl TIOCTAHOBJICHUM, PACHOPSDKEHUN U JPyrux
JOKYMEHTOB AJIMUHUCTPAIIUK, IMCIOIIIMX HOPMATHUBHBIH MPABOBOM XapakTep);

YrpaBieHueM Jenamu.

[IpoekThl JTOKYMEHTOB, peaiu3aiys KOTOPBhIX TpeOyeT (PUHAHCOBBIX —3aTparT,
COIJIaCOBBIBAIOTCS C YTIpaBiieHUEM (PHAHCOB.

[IpoekThl JOTOBOPOB TMOJIEKAT COTJIACOBAHHUIO (BM3a - Ha KaXIOM JIUCTE) C
MPaBOBBIM OTACJIOM AJIMUHHCTpPAIIMHU, 32 UCKJIIOYEHHUEM MPOEKTOB, MOATOTOBJICHHBIX B
COOTBETCTBUM C THUIIOBBIMU (IMPUMEPHBIMH) (POpMaMH, YTBEPKICHHBIMU IPABOBBIMHU
aKTaMHu.

He nomyckaercs HampapisiTh Ha COIJIACOBAHHE TPOEKT JOKYMEHTa OJHOBPEMEHHO
IByM Wi Ooyiee pabOOTHMKAM OJIHOTO CTPYKTYPHOTO MojpaszeieHus. B kadecTBe muil,

COMIACYIOIIUX TIPOEKT JOKYMEHTa, JIOJKHBI BBICTYINIATh PYKOBOJIUTENM CTPYKTYpPHBIX
MOIPA3/IEIICHAN.

3.5.5.BHeniHee coriacoBaHWe IMPOEKTa JOKYMEHTa OCYIIECTBISIETCS MOCPEICTBOM
HaNpaBJICHHS NPOEKTA B APYroil OpraH MCHOJHUTEIBHON BJIACTH, OPTraHU3ALINIO, BEIOMCTBO C
COIPOBOIUTENBHBIM IMUCEMOM, B KOTOPOM YKa3bIBAETCS CPOK COTJIACOBAHUSI.

3.5.6.Cpoku coriacoBaHusl JOKYMEHTOB YCTaHaBIMBaroTCs HWHCTpykuuen 1o
JIETIONIPOM3BOJICTBY B 3aBUCHMOCTH OT BHJA JTOKYMEHTa W O0ObeMa JOKYMEHTA, BKIFOYas
MpUIoKeHUs K HeMy. CpoKH cOriacoBaHUs JOKYMEHTOB COCTABIISIIOT:



MIPOEKTHI JACIOBBIX (CIIY»KeOHBIX) muceM - 1 - 3 pabouux aHs;

IPOEKTHI IOCTAHOBJIEHUH, paclopsbKeHUN 0e3 npuiioxeHuil - 1 - 3 padbouux aHs;

IIPOEKTHI TIOCTAHOBIICHUH, PACIIOPSKEHUN C ITPUIIOKEHUSIMH CIIPABOYHOTO Xapakrepa
- 3 - 5 pabouux JgHEH;

IIPOEKTHI TIOCTAHOBJICHUM, PACIIOPSKEHUN € ITPHIIOKEHUEM JIOKAIBHBIX HOPMATUBHBIX
aKTOB B 3aBUCUMOCTHU OT UX o0bema (He Oosiee 50 cTpanun) - 5 - 10 pabouux qHEH;

IPOEKThl JIOKAJbHBIX HOPMATHUBHBIX AaKTOB, YTBEPKIAEMBIX HEMOCPEIACTBEHHO
MOAMKCHIO pyKoBoauTes (He 6ostee 50 ctpanun) - 5 - 10 pabouux nHew;

MPOEKTHl MPOTOKOJIOB  3acedaHui  (COBELIaHUW) TIpU  HEOOXOJUMOCTH  UX
COTJIACOBaHUS, B 3aBUCUMOCTH OT 00beMa JJoKyMeHTa - 1 - 3 pabounx aHs.

Cpoku corjacoBaHusi NPOEKTOB JOKYMEHTOB, HANpaBIISIEMbIX Ha BHEIIHEE
COTJIACOBAaHUE HE JOJDKHBI COCTaBIATH Oosiee 30 KaJeHIapHbIX THEH.

B KOHKpETHBIX CiTy4asiX B 3aBUCUMOCTH OT COACP’KaHUsI M Ha3HAYECHUS JOKYMEHTA CPOK
COIJIACOBAaHMSI MOXET OBITh COKpAIlleH WM YBEJIMYEH [0 PEHICHUIO PYKOBOAUTES,
KypPUPYIOILEr0 HAlIPABJIEHUE AESTENBHOCTH, IO KOTOPOMY T'OTOBUTCS IIPOEKT PELLICHUS.

3.5.7. CornacoBanue BHYTPEHHUX JOKYMEHTOB, CO3/IaHUE, XPAaHEHNE U HUCIIOIb30BaHNE
KOTOPBIX ocyniecTisiercs nocpeacrsom COJI, nmposoaurcs B CO/1 B 371EKTPOHHOM BHJIE.

3.5.81Ipu corimacoBaHMu IPOEKTOB BHYTPEHHHMX JIOKYMEHTOB, CO3JaHHBIX Ha
OyMa)KHOM HOCHTEJE, BU3bI TPOCTABIISIFOTCS. HEMTOCPEICTBEHHO HAa IPOEKTE IOKYMEHTA.

3.5.9.B xoze coriacoBaHusi MPOEKTa JOKyMEHTa paOOTHUK, COIJIACYIOIIMN JOKYMEHT,
MPUHUMAET OJIHO U3 CJIEIYIOIINX PELICHU:

corylacoBaTh MPOEKT TOKyMeHTa 0€3 3aMeYaHu;

COIJIacoBaTh MPOEKT JTOKYMEHTA C 3aMEYaHUSIMH;

OTKJIOHUTb MPOEKT IOKYMEHTA.

BospakeHust o npoekTy npukasa (pacropsbKeHus), BOSHUKAIOIIE PU COTJIACOBaHUH,
W3J1araroTcs B CIPaBKe, KOTOPAsk PUJIAraeTcs K NpoeKTy, Wi BHocuTcst B COJ1.

Ecim npoeKT TOKyMEHTa COITIaCOBAH C 3aMEYaHMsMH, 3TO O3HAYAET, YTO 3aMEUYaHHUs
HOCSIT PEaKIMOHHBIA XapakTep, U MOC/e UX MPHUHATHSA UCHOJHUTENIEM IPOEKT He TpeOyeT
IIOBTOPHOI'O COTJIACOBAHMUSL.

IIpoeKT JOKyMEHTa OTKIIOHSETCS JIMLIOM, COMJIACYIOLIMM JOKYMEHT, B CIIy4asiX:

HAJIMYUS CYILECTBEHHBIX 3aMEYaHHH 110 MPOEKTY JTOKYMEHTA;

HECOrJIacusi C MPOEKTOM JOKYMEHTA.

3.5.10.HecornacoBaHHbIi TPOEKT JAOKyMEHTa TpeOyeT JO0pabOTKH MO BbICKA3aHHBIM
3aMeyYaHusIM, epeoOopMIIEHHS U TIOBTOPHOTO COTJIACOBAHUSI.

3.5.11.[lokyMeHThI, U3AaBacMble OT UMEHU AJIMAHUACTPALINH, TTOAMKUCHIBAIOTCS TJ1aBOM
WM UHBIMU YTIOTHOMOYEHHBIMU UM JOJDKHOCTHBIMHU JIMLAMHU (3aMECTUTEIISIMU TJIABBI).

3.5.12.01nenbHble BUIBI BHYTPEHHUX JIOKYMEHTOB (CIyXeOHbIC, OObSICHUTEIbHBIC
3allMCKM) Ha WM PYKOBOAMTENS CTPYKTYPHOIO  IOJPA3JAECICHUsS MOJANHMCHIBAKOTCS
VCTIOJIHUTENIEM (COCTABHUTENIEM), €CIIM pa3pellacMble MPU 3TOM BONPOCHI HE BBIXOIAT 32
IIPEAEIbI €70 KOMITETEHLINY.

3.5.13.JIoKyMeHTBI, HaNpaBIsieMbIe B BBICIIHE OpPraHbl TOCYJAapCTBEHHOM BJIAcTH, HA
UMl TIEPBBIX  PYKOBOJUTENEH  (peepabHbIX  OpPraHOB  UCIOJHUTEIBHOM  BIIACTH
MOJMKCHIBAIOTCS TJIABOM MIIM JIMLIOM, UCTIOJTHSIOIINM €ro 00S3aHHOCTH.

3.5.14.JlokyMeHTbI, HampaBisieMble B TIOJBEOMCTBEHHBIC I CTOPOHHUE OpTaHU3ALIUH,



NOJMUCHIBAIOTCS  3aMECTUTEISIMA  TJIaBbl ~ AJIMUHUCTpAallid B COOTBETCTBUM  C
Npe0CTaBICHHBIMU UM MOJTHOMOYHMSIMHU.

3.5.15.JI0kyMEHT MOAMUCHIBACTCS NByMs WM OoJiee JUIAMH, €CIH 3a COJEp)KaHHe
JIOKYMEHTa HECYT OTBETCTBEHHOCTh HECKOJBKO PAOOTHHUKOB (JOKYMEHTBI, ITOATOTOBJICHHBIC
HECKOJIbKUMHU TO/IPa3/ICICHUSIMUA WIT OpraHu3alusiMU, pabouel rpyminoi, KoMUcCUei).

3.5.16.1lognuckiBaeTcsl, Kak MpaBWIO, OAWH JK3EeMIUIIp JokymeHTa. COBMECTHBIM
JOKYMEHT TOZNUCHIBAETCS B KOJIMYECTBE, COOTBETCTBYIOILEM KOJMYECTBY OpraHU3aLuUi,
CO3JABILMX JOKYMEHT.

[IpumepHBIN TIEpeUeHb YTBEPKIAEMBIX JTOKYMEHTOB NMpHBEACH B mpmiokeHnn Ne 19 k
Hacrosimen nacTpyKuuu.

3.6. CocTaB 10KYMEHTOB, 00Pa3yIOIINXCH B AeSITeJIbHOCTH AJMHUHUCTPALIMHA

3.6.1. B uensx peryaupoBaHus CBOEH AEATEIbHOCTA AIMUHUCTPALUS U3JAET:

paBOBbIE aKThl B (oOpMe TMOCTAaHOBJICHUWH, PpEIICHUN, MpaBUil, MOJIOKECHUH,
WHCTPYKLIUH,  PEriaMeHTOB,  aJIMHHUCTPATUBHBIX  PEIJIAMEHTOB,  JIOJKHOCTHBIX
PErJIaMEHTOB, IOPSAJIKOB U IP.;

WHJUBUyalIbHbIE TIPABOBBIE aKThl (paclopsauTeNbHbIE JOKYMEHTBI) B Qopme
PaCHOPSIKEHUM;

JIOKaJbHbIE HOPMATHBHBIC AaKThl, H37aBaeMble B (opMe TOJOKEHHUM, MpaBui,
MHCTPYKIIUH, pETJIAMEHTOB, MOPSAIKOB U IPYTUX TIOKYMEHTOB;

IPOTOKOJBI 3aceJaHui (KOOPAMHALIMOHHBIX, COBEIIATENIbHBIX, JKCIEPTHBIX H
APYTUX OPTAHOB).

3.7 lloaroToBKa NPOEKTOB HOPMATUBHBIX MPABOBbIX AKTOB

3.7.1. IIpoeKThl aKTOB MOJJIEXKAT 00513aTETLHOMY COTIACOBAHUIO C PYKOBOAUTEISIMU
C 3aMECTUTENSIMU TJIaBbl, PYKOBOIAUTEISIMU CTPYKTYPHBIX MOAPA3ACICHUI, KOTOPHIM B
HOPMATHBHOM aKTE€ MPEIyCMATPHUBAIOTCS IMOPYYEHHUsS, a TaKXKe MPU HEOOXOIUMOCTH C
PYKOBOJIUTENSIMU APYTUX 3aMHTEPECOBAHHBIX opraHu3zanuid. CoriiacoBaHue MPOBOAUTCS
110 YCTaHOBJICHHOH (hopMe.

[IpoexkTsl akTOB, mpemycMaTpuBarolmie (UHAHCOBBIE PpACXOJbl, MOJJIEkKAT
00s13aTeIbHOMY COTJIACOBAHUIO ¢ YTIpaBieHUEM (DUHAHCOB.

Ecnu B xozme mpopaOOTKM WIIM COTJIACOBAaHUSI NMPOEKTa aKTa B HETO BHOCSTCS
CYILLIECTBEHHBIE M3MEHEHUS, TO OH MOJJIEKHUT IMOBTOPHOMY corjiacoBaHuio. IToBTopHOTO
COrJIacoBaHMs HE TpedyeTcs, eciid Mpu TOpabOTKE B MPOEKT aKTa BHECEHBl YTOUHEHUS, HE
MEHSIOIINE €r0 CYTH.

[IpoekT akTa meuyaTaeTcs Ha CTaHAAPTHBIX Jiuctax Oymaru dopmara A4 (210x297
MM) mipudTom TimesNewRoman pazmepom Ne 14.

Ha paccrosiHuy 0JTHOTO MEXCTPOYHOTO MHTEpBaia OT BEPXHEH TpaHHIIbl MOJIS OT
MOMETKH y MPABOW IPAHUIIBI TEKCTOBOTO MOJIS MUILIETCS ¢I0BO «IIpoeKT».

3.7.2. IIpoeKT aKkTa UMEET CIEeAYIOIUE PEKBU3UTHI:

HaumenoBanune oprana - AJIMUHUCTPALMA MP «KMBUWJIIOPTOBCKUN
PAMOH» - meuaTaercsi MPOMMCHBIMM OYKBAMH M BBIACISETCS MOTYXKUPHBIM LIPH(GTOM
pasmepom He 6osee Ne 16. BeipaBHUBaeTCs O TIEHTPY.

HaumenoBanne Buga HopmatuBHoro akta — I[IOCTAHOBJIEHUE wnu
PACIIOPAKEHUE — otnensercs OT NpeIbLAYLIEr0 PEKBU3UTA ABYMS MEKCTPOUYHBIMHU
MHTEpBaJlaMU, Te4aTaeTcsl MPOMUCHBIMU OykBaMu paszMepoM mipudra ne Oomnee Ne 16,



BBIJICNIAETCS MOTYKUPHBIM IIPUPTOM, BHIDABHUBAETCS 1O LEHTPY.

3arojJoBOK OTHENSETCA OT MNPEAbIAYIIEr0 PEKBU3UTA 2-3  MEXKCTPOUYHBIMU
UHTEpBaJaMH, I[eyaTaeTcsi uepe3 OJAUH uHTepBan mpudtom Ne 14, Beiaensercs
MOJIY>)KUPHBIM IIPUPTOM M BBIPABHUBAETCS MO JIeBOM rpaHuile mnoisd. [loctaHoBieHUs
JIOJIKHBI UMETh 3ar0JI0OBOK, B KPaTKO# (hopMe OTpaKaroIIUii UX COJIEp KaHHeE.

TekcT oTaensercs OT 3arojoBKa 2-3 MEXKCTPOYHBIMH MHTEPBAIIAMHU W I€YATACTCA
mpudTom pazmepom Ne 14 uepes 1-1,5 MeKCTPOUHBIX HHTEPBAIA.

TekcT neyaTaeTcst OT JIEBOW IPAHULIBI TEKCTOBOIO IOJISI U BBIPABHUBAETCS MO JIEBOU
Y MPaBOM TpaHUIlaM TEKCTOBOTO moJiist. [lepBas cTpoka ab3alia HaYMHAETCS HA PACCTOSTHUU
1,25 cM OT JIeBOi1 TpaHUIIbI TTOJIS.

TekcT MOXKET MNOApa3JensATbCsl Ha KOHCTATUPYIOUIYI0 YacTh (mpeamOyiy) u
MOCTaHOBJISIFONIYIO YacCTh (B PaCHOPSIKEHUSAX — PACIIOPSIAUTEIBHYIO).

[IpeamOyna B mpoeKTax MOCTAHOBJICHUM 3aBEPIIACTCS CIOBAMU «AJIMUHUCTpAIIUS
MP «Ku3unopToBckuid pailoH» mnocTaHoBiseT:». [locmenHee cloBO medaTtaeTcs
oIy KUPHBIM pudToM No 14,

[IpeamOyna MOXET OTCYTCTBOBaTb, €CJIM TMPEANUCHIBAEMbIC JICUCTBUS HE
HYKJAI0TCS B Pa3bsSICHEHUMU.

[TocTanoBnsitomast  (pacmopsiiUTeNnbHasi) 4YacTh  MPOEKTOB, Kak  IMPaBUIIO,
MOJPA3ACISAETCS HA ITyHKTHI.

[IyHKTBI HyMepyIOTCS apabCKUMH IUppaMu ¢ TOYKOU 1 3aT0JIOBKOB HE UMEIOT.

[Ipy HanuuuKM TPUIOKEHUH K MPOEKTY B TEKCTE€ Ha HUX O0S3aTEIbHO JENaeTcs
CCBUIKA.

[IpunoxkeHuss K TMpOEKTaM I[€YaTaloTCd Ha OTACIBHBIX JIMUCTaX OyMmaru U
MOJMKUCHIBAIOTCS HAYATbHUKOM CTPYKTYPHOTO MOJIpa3ACICHUs], TOATOTOBUBILETO MPOEKT.

B npunoxeHusix pasmepsl mojei, mpu@Tel U MEKCTPOUYHBIC HHTEPBAIBI IMPHU
neyaTaHUU TEKCTa UACHTUYHBI pa3MepaM, MPUMEHSIEMbIM MPU 0(POPMIICHUHU TTPOCKTA.

CnoBo «I'maBa» BbIPAaBHUBAETCS MO JIEBOM I'PaHUIIE TEKCTOBOTO MoJist. MHUIMaNbI 1
(baMuTus eyaTaroTCs y MpaBoil TPAHUIIBI TEKCTOBOTO TTOJISL.

Buza Bkitouaer B ce0si HAaMMEHOBAHWE JIOHKHOCTU BU3UPYIONIETO, €r0 JUYHYIO
MOJMKCH, paciIMPOBKY MOMUCH U JATY.

[Ipy Hanmuuu y nuI@, BU3UPYIOIIETO MPOEKT, 0COOOr0 MHEHHUS (3aMeyaHUil) OH
nenaeT 00 3TOM OTMETKY Ipu BusupoBaHuu. Ocoboe MHEHUE (3aMEUaHus) BUSHPYIOIIETO
10 MIPOEKTY, KaK MPaBUIIO0, U3JIaraeTcsi OTAEIbHO U MPUJIAraeTCs K MPOEKTY aKTa.

3.7.3. TlosicHuTenpHasi 3amMCcKa K MPOEKTY akTa odopmiisieTcss Ha CTaHAApTHBIX
muctax Oymaru popmarta A4 1 UMeeT CIeAYIOIINe PEKBU3UTHI:

HaumenoBanue Buna nokymenta — [IOSACHUTEJIbBHASA 3AIIMCKA — nevaraercs
MPOMUCHBIMU OyKBaMM 4epe3 JBa MEKCTPOUHBIX WHTEpBaJla HUKE BEPXHEWU TpaHUIIbI
TEKCTOBOTO TOJS, BBIACIACTCS TMOTY>KUPHBIM IMIPU(TOM U BBIPABHUBACTCS TIO IICHTPY
mpudTtom Times New Roman pazmepom ne 6onee Ne 16.

3arooBOK OTHAENAETCS OT MPEAbIAYIIEr0 PEKBU3UTA JBYMS MEKCTPOYHBIMHU
WHTEpBajaMH, Te4aTaeTcsl CTPOYHBIMH OyKBaMM dYepe3 OJWH HWHTEPBaJ, BBIICIACTCS
MOy KUPHBIM TIPU(PTOM U BHIPABHUBAETCS MO IIEHTPY. TOYKa B KOHIIE 3arojioBKa HE
CTaBUTCSI. B 3aronoBke yka3pIBaeTCs IMOJHOE HA3BAHUE MPOEKTA aKTa, K KOTOPOMY
MOJrOTOBJICHA MOSICHUTENbHAS 3aIUCKA.



TekcT otnmensercss OT 3arojioBka 2-3 MEXKCTPOYHBIMU WHTEpPBAJIAMH, I1€YATACTCS
mpudrom Times New Roman pazmepom Ne 14 uepes oaun uHTepBai. [lepBas crpoka
ab3ala meyaTaeTcsl Ha pacCcTosiHUM 1,25 cM OT JIEBO IPaHMIIbI TEKCTOBOTO ITOJIS.

B Tekcte kpaTko H3nararoTCsi MOTHUBBI BHECEHHUs NPOEKTa, 0OOCHOBAaHUE U CYTh
POEKTa, HATMYUE Pa3HOTIACHH, pe3yiabTaThl MPOPAOOTKU U SKCIIEPTHU3HI.

3.7.4. IIpoexTsl aKTOB U MpUJIaraeMble K HUM 3aKJIIOUEHUs, TOpyUYeHUs, PUHAHCOBO-
SKOHOMHMYECKHE OOOCHOBaHMSI M  JApyras JIOKYMEHTalus  SIBJISIIOTCS  CTPOTO
KoH(pHUIeHIMATBEHOH (CITy>keOHOM ) MHMOpMAITHEH.

C copepxaHueM TPOCKTOB aKTOB MOTYT OBITh O3HAKOMJIEHBI TOJBKO TE
JTOJ>KHOCTHBIE JIMIIA, KOTOPHIE UMEIOT OTHOIIEHHUE K MX UCIIOJTHEHHUIO.

3.8. [loaroroBka HHAUBUAYAJIBbHBIX IPABOBbIX AKTOB AJIMUHHUCTPALIUU

3.8.1. B gesrenbHOCTH AJAMUHUCTPAIIMM CO3JAETCS KOMILUIEKC OpraHU3aIlMOHHO-
pacnopsIANTEIBHBIX JOKYMEHTOB: IIOCTAHOBJICHHUS, PACIIOPSKEHUS, TT0JI0KEHHUS, IIPaBUIIA,
WHCTPYKIINH, PETJIAMEHTBI, MPOTOKOJIBI 3aCE€IaHUi (COBEIIATEIbHBIX, IKCIIEPTHBIX U JIP.
OopraHoB (KOMHUCCHUI), aKThl, aHATMTUYECKUE CTIPABKH, JOKJIAIHbIE U CITY>KEOHbIE 3aITUCKH,
JIOTOBOPHI (KOHTPAKTHI, COTTIAIICHHMS ), Iei0Bast (Ciry>keOHast) epenucka u Jap.

KomnernansHo oOcCyXaeMble BOIMPOCH W TMPUHUMAEMbIE IO HHUM PEIICHUS
(GUKCUPYIOTCS B TPOTOKOJIAX COBEIIAHUNA AJMUHUCTpAIMM, WHBIX 3acelJaHuil U
COBEILAHUM.

B 3aBHCUMOCTH OT KOHKPETHBIX 3a/1a4 B J€ITEIbHOCTH AJIMUHUACTPAIIMUA CO3JA0TCS
JIPYTHE BUIBI IOKYMEHTOB: IIJIAHBI, IPOTPAMMBI, OTYETHI U JP.

NHCTpyKIUst MO JIeTONPOU3BOJICTBY YCTAHABIMBAECT TPEeOOBAHUS K IMOATOTOBKE
OTAEIbHBIX BUJIOB JOKYMEHTOB.

3.8.2. [locTanoBneHwme.

[IpoexkThl MOCTaHOBIEHUN (pPacHOPSIKEHUN) TOTOBAT KM BHOCST CTPYKTYPHBIC
MO/pa3/ieNieHuss Ha OCHOBAaHWUU TMOPYYEHUH TJIaBbl, €ro 3aMecTUTeNei Jubo B
MHULIMATUBHOM Topsiike. (OTBETCTBEHHOCTh 3@ KAUYECTBEHHYIO IOATOTOBKY IPOEKTa
MOCTAHOBJICHUSI, COTJIACOBAaHWE WM TIPAaBWJIBHOE O(POPMIICHHE IMPOEKTa HECET PYKOBOJIUTEIH
MIOAPA3IENICHUs], KOTOPBI TOTOBUT MPOEKT MOCTAHOBJICHUS U MPEACTABISIET €r0 Ha MOJIIUCH.
IIpoeKThI MOCTaHOBIEHUM IO KAJAPOBBIM BOIIPOCAM TOTOBUT YIIPABJIEHUE JICIIAMM.

3.8.3. IIpoekT mOCTAaHOBJICHHUS TOMJICKHUT OOS3aTEIHLHOMY COTJIACOBAHUIO C
KYpUPYIOIIMMH 3aMECTUTEIISIMUA TJIaBbl. ECIM MPOEKTHI HOCAT HOPMATUBHBIN MPABOBOU
XapakTep — C HayaJbHUKOM MpaBOBOro otnaena. [IpoexTel, 3aTparuBaroniyge BOMPOCHI
(huHaHCUPOBAHUS, MOJJIEKAT 0053aTEIILHOMY COTJIaCOBAHUIO C HAYAJIbLHUKOM Y IIPABIICHUS
(huHAHCOB A IMUHUCTpAIUH.

[Iporiecc coriacoBaHus M0 yCTaHOBJAECHHON (hOpME KOHTPOIUPYET aBTOP MPOEKTA.

3aMeuaHusd 10 NPOEKTY ITOCTAHOBJICHUS, BO3HUKAIOIIME TIPU COTJIACOBAHUH,
W3J1araroTCs B COpaBKe, KOTOpask MPUIIAraeTcs K MocTaHoBieHuto. [Ipu s3Tom Ha mpoekre
nocraHoByieHus nuiiercs «C 3amedanusiMu. [Ipunararores» U cTaBSTCS MOJNKCH U JaTa
BU3HPOBAHUS.

Ecnu B mponiecce cornacoBaHusi B MPOEKT MMOCTAHOBIICHUSI BHOCSTCS U3MEHEHUS, TO
OH TOJIEKUT MEPENEYATKE U TIOBTOPHOMY COTJIACOBAHUIO.

[ToamuceiBaeT moctanoBieHue [ 1aBa 1100 yIIOTHOMOYEHHBIN 3aMECTUTENH | JTaBHhI.

3.8.4. IloanucaHHbIil OpUTHHAI TOCTAHOBJICHHSI ITOCTYNAET B YIIPABJIEHUE JIETaMHU.



[TocTaHoBIEHHS] PETUCTPUPYIOTCS MOPSJIKOBOW HyMepaluend B Ipenaesiax KaJleHIapHOIro
rojia.

JlaToii mocTaHOBJICHUS SABJSETCS JaTa €ro perucTpalyi.

OdopmileHHOE TOCTAHOBIICHUE TIEPEAACTCS] UCTIOTHUTESIM.

OpurruHanbl MOCTAHOBJICHUN XpaHATCS B YTIPaBICHUU JICJIAMHU.

[TocraHoBieHne meyaTaeTcs Ha OJlaHKaX YCTaHOBJEHHOTo oOpasna mpudTom
Times New Roman pasmepom Ne 14,

3.8.5. TlocTaHoBrneHHE HMMEET CIEAYIOIINE PEKBU3UTHI: [ocymapcTBEeHHBINH Tepod
PecniyOnuku JlarecraH, HaUMEHOBaHUE AZIMUHHCTpanuy, BUJT JIOKYMEHTAa
(mocTaHOBNICHHE, PACTIOPSDKEHHE), J1aTa, PETHCTPAIMOHHBI HOMEpP, MECTO COCTaBJICHH,
3aroJIOBOK K TEKCTY, MMOANUCH, BU3bI (ipritoxxeHue Nel).

JHata odopmisieTcs: cioBecHO-IUPPOBBIM criocobom, Hampumep: 5 ¢epais 2010
roja. 3aroJIoBOK IOCTaHOBJIEHHUS JOJDKEH KPAaTKO U TOYHO OTpaXkaTh COJEP)KaHUE TEKCTa
NOCTaHOBJIEHUS. TOUKa B KOHIIE 3ar0JI0BKa HE CTaBUTCSI.

Tekct oTnensieTcs OT 3arojioBka 2-3 MEXKCTPOUHBIMU MHTEpBAJIAMHU U TI€YATACTCS
mpugdrom pazmepom Ne 14 uepes 1-1,5 uHTepBana ot JIeBOM IrpaHULbl TEKCTOBOIO MO U
BBIPaBHUBAETCS I10 JICBOM U MPaBOil rpaHUIIaM TEKCTOBOTO TOJIA.

[lepBas cTpoka ab3alia HaUMHAETCS Ha paccTOSHUU 1,25 CM OT JIEBOM TpaHHUIIbI
TEKCTOBOTO TIOJISL.

TekcT MOCTaHOBIEHHSI COCTOMT M3 2 4YacTeil: KOHCTaTupyrouen (mpeamOyinbl) H
MOCTaHOBJIAIONIEH. B KOHCTaTHpyIONIel YacTH KPaTKO U3JIaraloTcs UeH U 3aJ1a4uu, (paKkThl
U COOBITHS, TIOCTYXKUBIITE OCHOBAaHUEM Ui M3AaHMs Tpukaza. OHAa MOXKET HaYMHATHCS
CIIOBaMHU «B IEJSIX», «B COOTBETCTBHM», «BO HCIIOJIHEHWE» W Tp. Ecnm mocraHoBieHHE
M3JIAeTCSl HA OCHOBAaHUU JIPYTOro JOKYMEHTa, TO B KOHCTATUPYIOIICH YacTH yKa3bIBAETCS
HAaUMEHOBAHME ITOrO JOKYMEHTa B TBOPUTEIILHOM IaJI€XKe, €ro AaTa, HOMEp U 3ar0JIOBOK.

[TpeamOyna B mpoeKTax IOCTAHOBJIEHUWH 3aBEPIIACTCS CIOBOM «IIOCTaHOBIISIOY,
KOTOpOE TevyaTaeTcsi oMy>KUpHbIM mmpudTom Ne 14,

3.8.6. PacniopsiiuTeibHasi 4aCTh MOXKET COACPKATh:

pelLIeHUs] OpraHM3allMOHHOTO Xapakrepa (YTBEpIuTb, CO3/aTh, MPeoOpa3oBarth,
JIMKBUIUPOBATH, TPU3HATH YTPATUBIIINM CHITY);

KOHKPETHBIE TMOPYYEHHs C YKa3aHUEM HCIIOJHUTENS (MCHOJIHUTENEH) U CPOKOB HX
BBITIOJTHEHHSI.

3.8.7. Kaxnoe pemienue (mopydenre) opopmisieTcsi B TOCTAHOBJICHUH KaK OT/ICTbHBIM
MyHKT. [IyHKTBI MOCTaHOBJICHHUS PaCIIONararoTCsl B JIOTMKO-BPEMEHHON TOCIIeI0BATEIHbHOCTH
U HyMepyloTcs apaOckumu Imdpamu. Ecim  mopydeHwe  gaeTcs  KOHKPETHOMY
MOJIpa3/IeNIeHNI0, €70 HAMMEHOBAHHE TIUIIIETCSI TTOJTHOCTHIO, B CKOOKAX YKa3bIBAIOTCS (DaMUITHSI
¥ WHUIMAIB PYKOBOAMTENS TOApa3NeNicHns B MMEHHWTENFHOM maaexe. Eciu mopyuenue
JlaeTCsl KOHKPETHOMY HCIIOTHUTEIIO, €T0 JTOJDKHOCTh U (haMUJIHSI YKa3bIBAIOTCS 0€3 CKOOOK B
JaTeJIbHOM TIaJIeKe.

3.8.8. Ecnmu ogHOMY HCHOTHUTENIO HEOOXOIUMO TOPYYHUTh HECKOJIBKO Pa3HBIX
3aJaHUil C OJHUM CPOKOM BBIMIOJIHEHUSI, OTBETCTBEHHBIM HCIIOJHUTENb U CPOK
WCIIOJTHEHUS YKa3bIBAIOTCSI OJMH Pa3 B OCHOBHOM ITYHKTE, a MOPYUYEHHUS BBIIEISAIOTCA B
OTJENbHbIE TOMMYHKTHL. Eciau y mopydyeHuil pasHble CpPOKM HCIIOJHEHUS, CPOKH
YKa3bIBAIOTCS HE B OCHOBHOM ITYHKTE, a B K&KJIOM MOAIMYHKTE.



Cpok HCMOJHEHUS JOJDKEH OBbITh pealbHbIM, COOTBETCTBOBATH OOBEMY
npenrnoiaraeMbeix padot. [Ipu ycTaHOBIIEHHN CpOKa CIelyeT YUYUTHIBATh BPEeMsl I0BEICHUS
JOKYMEHTA J10 KOHKPETHBIX UCIOJHUTEIICH.

CpoOK HCTOJHEHHS B IyHKTAX PacHOPSAUTENBHON YacTH MPUKA3a HE YKA3bIBACTCS
B Clly4asiX, €CJIM JCHUCTBUS HOCAT PEryJIpHbIA XapakTep MW UX BBIIOJIHEHUE
MPEANUCHIBACTCS HA BECh MEPHUOJ IEUCTBUS MOCTaHOBIEHUA. KoMuecTBO UCHOIHUTEIIEH
M0 KaXJIOMYy NYHKTY (HOJIMYHKTY) HE orpaHudyuBaetcs. OTBETCTBEHHBIN HUCIIOIHUTEIh
YKa3bIBA€TCS TIEPBBIM.

3.8.9. Ecimm 1OCTaHOBJIEHHE HM3MEHSET, OTMEHSET WIM JOIOJHSIET paHee W3JaHHBIA
JOKYMEHT WJIA KaKHe-TO €ro MOJIOKEHHUS, TO OJIMH U3 IyHKTOB PACIOPSIUTEIILHON 4acTu
TEeKCTa JOJHKEH COAEpXaTh CChUIKY Ha OTMEHSIEMbId JOKYMEHT (IIYHKT JOKYMEHTa) C
YKa3aHWEM €ro JaTbl, HOMEpa M 3arojioBKa. TEKCT MyHKTa JIOJDKEH HAYMHATHCA CIIOBAMHU
«IIpu3HAaTh yTPaTUBIINM CUITY...».

3.8.10. INocneauuii MyHKT MOCTAHOBJICHUS - IYHKT O KOHTPOJIC, B HEM YKa3bIBAIOTCS
JIOJDKHOCTH JIMIA, OTBETCTBEHHOI'O 3a HCIIOJIHEHHE JOKYMEHTa B II€JI0M, €ro (amMwius u
MHUIAIIBL

3.8.11. Busbel corinacoBaHusi BKJIIOYAIOT JOJDKHOCTH BU3HUPYIOIINX, JIMYHBIE
MOAMKUCH, paciMPpoBKy moanuced u pgary. lloamuch cOCTOUT U3 HAUMEHOBAHUS
JOJDKHOCTH JIMIA, MOJIMKUCABIIET0 JOKYMEHT, TUYHOW MOANUCH U pacIu(POBKH MOAIUCH
(maunuanel, damuwinsg). HauMmeHoBaHUE OHKHOCTHOTO JIMIIA I€YaTaeTcs OT JIEBOM
TPaHUIbI TEKCTOBOTO MOJIS.

3.8.12. B mOCTaHOBIJICHUSIX HE AOITYCKAETCSI:

M3MEHEHHE paHee YCTAHOBJICHHBIX CPOKOB BBITIOJHEHUS TMOPYUYEHUN B CTOPOHY HX
YBEJIMYCHUS;

NPUMEHEHUE TMPOU3BOJIBHBIX  COKpPAllCHWA WM  UCKQXEHHE HaWuMEHOBAHUMN
CTPYKTYPHBIX ITOAPA3EICHAN, IIOJIBEAOMCTBEHHBIX OPraHU3ALUN - UCIIOJIHUTENIEH;

NPUMEHEHUE TPOM3BOJIBHBIX W JIPYTMX TEPMHHOB, COKpPALIEHHBIX CIIOB U
HaVMEHOBAHUM.

3.8.13. 1lpu HanMuuu TPUIOKEHUM B TEKCTE MOCTAHOBJIEHUS B COOTBETCTBYIOILIUX
MyHKTaX PacropsIUTENILHON YacTH JTAIOTCA OTCHUIKU: ... (ipuiioxkenue Ne 1); ... (mpustoxkeHne
Ne 2); ... «cormacHO MPUIIOKEHHIOY, HA TPHIIOKEHUH 0(hOPMITIETCSI OTMETKA O TIPUIIOKEHHUH.

N3nanne BMecTe ¢ TIOCTAHOBJIICHUM MPWIOKEHUN, HE YIOMSHYTBIX B TEKCTE
JOKYMEHTA, HE JI0ITYCKaeTCsl.

3.8.14. CoBmecTHbIE TIOCTAHOBJEHUA  AJIMHHUCTpAaUM{  II€YATAKOTCA  Ha
CTaHJapTHBIX JucTax oymaru opmara A4 (210x297 mm) 6e3 6manka. [Ipu opopmiieHun
COBMECTHOTO aKTa HaWMMEHOBAHUSI OpTaHU3alMil pacrojlaraloTcsi Ha OJHOM YpPOBHE;
HAaMMEHOBAaHHME BHUJAA JOKYMEHTAa — IOCTAHOBJIEHHE — pacrojaraercs LEHTPOBaHO; JaTa
COBMECTHOTO TTOCTAaHOBJICHUSI — €JIMHAs, COOTBETCTBYET aare Oojee MO3AHEH MOJIUCH;
PETHCTPAllMOHHBI HOMEp JIOKYMEHTa, COCTABJICHHOTO COBMECTHO JABYyMs H Ooiee
OpraHu3alUsIMU, COCTOUT U3 PETUCTPALMOHHBIX HOMEPOB JOKYMEHTA KaXXIOW U3 3TUX
OpraHu3alyii, MPOCTABISIEMBbIX YE€pe3 KOCYI uepTy; MOANUCH PYKOBOAUTENEH
pacroyiaratfoTcst HKe TEKCTa Ha OHOM ypoBHe (cM. [Ipunoskenue Nel7).

3.8.15. Pacnopsixenue.

PacnopskeHne — TpaBOBOM aKT, M3/1aBa€MbIN B LIEJISIX Pa3pelIeHUs] ONEepPaTUBHBIX



BOIPOCOB, HMMEET OrPAHMYEHHBIH CPOK JEHCTBUS U KACAaeTCs ONPEAEIIEHHOIO Kpyra
UCTIOJHUTENEH B OTJIMYME OT IIOCTAHOBJIECHMS, SBIIIOLIETOCS PACIOPSIUTEIbHBIM
CIIy>K€OHBIM TOKYMEHTOM JIJIUTENIBHOTO JIEUCTBUS.

3.8.16. TekcT pacnopspKeHHs HUMEET KOHCTaTHPYIOIIYIO U PacHopsSAUTEIbHYIO
yacTu. B mnepBoil yka3plBalOT Lieb WIM HNPUYMHY pPacHOpsDKEHHsS, BO BTOpPOU -
MpEeANKUChIBAEMbIE JIEUCTBUS. B KOHCTaTUpyrolleld YacTu 1esiecoo0pa3HO HCIOIb30BaTh
yctoiunBbie GopMynupoBKu: «B cooTBeTcTBHMY, «B CBsI3N», «B 11enax» u T.1.

3.8.17. IloaroToBka u oOpMIIEHHE PACTIOPSKEHUN MPOBOASTCS B COOTBETCTBUU C
YCTaHOBJICHHBIM MOPSAKOM MOATOTOBKH U O(OPMIICHUS IOCTAHOBICHUIA.

3.8.18. JlomyckaeTcsi TOTOBUTH paclopsbkeHue Oe3 KOHCTatupymoomeld udactu. B
JAHHOM CJy4ae KJIIOYEBOE CIIOBO «OOs3bIBAIO» HE MHIIETCS, a TEKCT PacCHOPSKEHUS
COCTOUT TOJIBKO U3 PaCIOPSIUTEIBbHOMN YaCTH.

PacnopskeHust mocie MNOJANUCAHUS HYMEPYIOTCS W XpaHATCA B YIPaBIECHUU
JeJIaMu.

OdopmieHne pacnopsiKeHHs] aHAIOTUYHO OGOPMIIEHHIO NocTaHoBiIeHUs. OOpasen
o(opMIIeHUs PaCTIOPSKEHUS TPUBEIEH B IPUIIOKEHUHU Ne 2,

3.9. llon0keHus, MpaBUJIa, HHCTPYKIHMHA

3.9.1. [lonoxeHune U3maeTcs B TOM CiIydae, €CJIA B HEM YCTAHABIMBAIOTCS CUCTEMHO
CBA3aHHBIE MEXJy CcOOOM mMpaBWwia 1O BOINPOCAM, OTHECEHHBIM K KOMIIETEHUUU
AJIMAHUCTpaLNH.

B nmnpaBwiax ycTaHaBAMBAKOTCS HOPMBI U TpeOOBaHMs, OOs3aTelbHbIEC IS
BBITTOJIHEHHS.

B uHCTpyKUMM H31araercd MOPSAOK OCYUIECTBICHHUS KAaKOU-IMOO AesITeNbHOCTH
WJIM TIOPSA0K IPUMEHEHUS TOJIOKEHU I 3aKOHOAATENIbHBIX U UHBIX HOPMATUBHBIX aKTOB.

[Tonoxxenuss (mpaBwiia, MHCTPYKIMHM) THPUMEHSIOTCS KaK CaMOCTOSITENIbHbIE
IIPABOBbIE AKThI, KOTOPbIE MOANUCHIBAIOTCA [ MaBoi; yTBepkIeHHE oopmiseTcs B popme
rpuda YTBEpKIEHUS WM IyTeM HW3JIaHUs PpaCHOPSAIUTENILHOTO JOKYMEHTa 00 ux
YTBEPKJICHHH.

3.9.2. Tlopsamok TOATOTOBKM TMPOEKTA TMOJOKEHUS (TIpaBWI, WHCTPYKIIMH)
COOTBETCTBYET OOLIEMY HOPSAIKY MOATOTOBKH MPOEKTOB HOPMAaTHUBHBIX aKTOB.

Texkct  mpoekta  moJOXKeHUs  (MpaBWiI,  WMHCTPYKLUMH)  YTBEp)KIaeTcs
pacnopsIuTeNbHbIM JOoKyMeHToM. IledaTtaercss Ha cTranmapTHOM nucte Oymaru opmara
A4.

TekcT U3naraercs OT TPETHEro JIMLA €IUHCTBEHHOTO MJIM MHOKECTBEHHOTO YHCIIA.
B Tekcre MCoNb3yIOTCS CIIOBA: «IOJIKEH», CIEAYET», KHEOOXOIUMOY, «3aMpPEelIacTCs,
«HE JTOTYCKAETCS».

3arosioBOK K TEKCTY MOJOXEeHHs (TpaBWil, MHCTPYKLUMH) OTBEYAET HA BOIPOC
«0 ueM?». 3arojloBOK K MHCTPYKIUH, COJEPKAIIEH JOHKHOCTHBIE TPEOOBAaHUS U OPSAIOK
MpOBENCHHUS PpabOT (JODKHOCTHAS HMHCTPYKIMSI), OTBEUAaET Ha BOMPOC «KOTO?»
(JomKHOCTHAS MHCTPYKIUS BEAYILIETO CIELHAINCTA).

3.9.3. KoHcratupyoomieii 4acTbl0 MOJOXKEHUS (TpaBUJl, WHCTPYKIUHU) CIYKUT
paznen «OOmue TMONOKEHUs, B KOTOPOM YKa3bIBAIOTCS OCHOBAaHUS pa3pabOTKH,
OCHOBHOE Ha3HAaY€HHWE HOPMATUBHOTO akTa # cdepa €ro pacmpocTpaHEHUs,
OTBETCTBEHHOCTh 33 HAPYLIEHUE YCTAHOBIJIEHHBIX MPABUJI U TEXHOJIOTUH.



3.9.4. OcHOBHON TEKCT MOJIOKEHUs (MIpaBWJI, UHCTPYKIIMH) MOXKET JEIUThCS Ha
IJIaBbl, TyHKThI U MOJMYHKTHI. [ 1aBbl HyMEpYIOTCS PUMCKUMHU LIU(PPAMH U TOTKHBI UMETh
Ha3BaHMUSI.

Hymepanusi MyHKTOB M MOAINYHKTOB MPOU3BOJAUTCA apaOckumMu Iudpamu.
[ToAmyHKTBI MOTYT HYMEpPOBATbCSI CTPOUYHBIMHU OYKBAaMU C 3aKpbIBAIOMICHCS KPYIJIOW
CKOOKOM.

3arooBKM TJIaB U IMYHKTOB II€YATAIOTCS MPOMUCHBIMU OYKBaMH TOIYKHPHBIM
mpudToM, OTACNHAIOTCS OAWH OT JAPYroro OJHUM MEXKCTPOYHBIM HHTEPBAJIIOM U
BBIPABHUBAIOTCS IO IIEHTPY. 3aroJOBKH MOJAMYHKTOB NE€YaTAIOTCs MPOMMCHBIMU OyKBaMH.
Touka B KOHIIE 3ar0JIOBKA HE CTaBUTCS.

TekcT nosioxkeHus (MpaBuJl, UHCTPYKIIMK) 3aKAaHUUBAETCS YEPTOM, pacION0KEHHOMN
II0 LIEHTPY HUXKE TEKCTa Yepe3 2-3 MEXCTPOUHBIX MHTEpBaia. [[I1MHa 4epThl COCTaBIsAET 2-
3 cMm.

3.9.5. Ha mnonoxenusix (mpaBuiiax, WHCTPYKIMSIX) BU3BI MPOCTABISAIOTCS Ha
00OpOTHOM CTOPOHE MOCIIEAHETO JUCTA JOKYMEHTA.

BHecenne u3MEHEHHII B YTBEPKIEHHBIE TOJIOKEHUS (TMpaBUiia, HWHCTPYKIUH)
npou3BoauTcs ['1aBoil AIMUHUCTpALIMK WK YIIOJTHOMOYEHHBIM 3aMeCTUTENEM [ J1aBbl.

3.10. IIpoToxo. 3acenanusi

3.10.1. TIpoTokon — JOOKYMEHT, B KOTOpPOM (HUKCUpYyeTcsa XOJ OOCYXIECHHUS
BOIIPOCOB M TPHUHATHS pPEHIEHH Ha COOpaHUsAX, COBELIAHUAX, KOH(EpEeHUUsX U
3aCeIaHUsIX KOJUIETHaJIbHBIX OPTraHOB.

[IpoTokon cocTaBisieTcss Ha OCHOBAHWM 3allMCEW, NPOU3BEACHHBIX BO BpEMs
coBellaHus (3aceqaHusi), MPEICTABICHHBIX TE3UCOB JOKJIAJA0B M BBICTYIUIEHUH, CIIPaBOK,
MIPOEKTOB pelieHuil u Ap. MaTtepuanbl K 00CYXIACHUIO NMPEACTABIAIOTCS CTPYKTYPHBIMU
noApa3aeIeHUAMU AJIMUHUCTPALIMM U JPYTUMH OPTaHU3ALMSIMU, HA KOTOPbIE BO3JIOKEHA
WX MOATOTOBKA, HE MO3/IHEE, YeM 3a 5 JHEH JI0 aThl, MPEAyCMOTPEHHON TUIAHOM PaOOThI
KOJUIETUAJIbHOTO OpraHa.

3anucu BO BpeMmsl 3aceiaHus, cOOp MaTepHalioB M MOJATrOTOBKA TEKCTa BO3JIaraeTcs
Ha CEKpeTapsl KOJUIETMAJIbHOIO OpraHa M COTPYJHUKOB NOJAPA3JEJICHUM, TOTOBHMBIIMX
BONPOCHI K 00CYXKIeHUI0. TeKCT MpOoTOKOJa JAO0KEH ObITh M3TOTOBJIEH HE IMO3IHEE, YeEM
yepes 2 IHS Mocye JHS 3aceqaHusl.

[IpoTokoa moANKCHIBAETCS MPEACENaTeIbCTBYIONMM Ha 3aCEJaHUU U CEKpPETapeM.
Ha xondepenuusx, coOpaHusiX, 3aceJaHusX, TJI€ TMPUHATHE peueHuss Tpedyer
OMpENEICHHOT0  KBOpYyMa,  YKa3bIBA€TCA, CKOJIBKO  YEJOBEK  MPHUCYTCTBOBAJO.
OO6s3aTenbHOMY MPOTOKOJIMPOBAHUIO TMOJIEKAT 3acelIaHusl MOCTOSHHO JEUCTBYIOIIMX
KOJUIETHAJIbHBIX OpraHoB. IIpoTokonsl oGopMIsAIOTCS Ha OOBIYHBIX JHMCTaX Oymaru
dbopmara A4.

3.10.2. [IpoToK0JIbI MOTYT OBITh MOJTHBIMU M KPATKHUMH.

B kparkumx mpoTOKONax yKasbpIBaIOTCS (QaMuiIus OKIaguuKa, TeMa JOKJIana,
dbaMuuM  BBICTYNIUBINUX W TMPUHATOE pelieHue. Takue TPOTOKOJBl HE JaroT
MpEeJICTaBICHUS O XOZe OO0CYXACHHs BOIIPOCA, IOITOMY UX PEKOMEHAYETCsl BECTH TOI/a,
KOIJla 3aceJaHue CTeHOorpadupyercss WM, KOrJa TEeKCTbl JOKJIAJOB M BBICTYIUICHUH
rOTOBBI 3apaHee U OyJyT NPHUJIOKEHBI K MPOTOKOIYy. Kparko mpoTOKOJIMpPOBaTH MOKHO
COBEIIaHMUs ONEPAaTUBHOIO XapakTepa. Bo BceX OCTaNbHBIX CiIy4asX MPOTOKOJ JIOJKEH



OBITh MOJIHBIM, TO €CTh COJIEPKATh 3aMKUCh BCEX BHICTYIUICHUM.

CnoBo «IIpucyrcTBOBanIm» MevatraeTcsi OT TPAHMIIBI JIEBOTO MOJISL, TOAYEPKUBAETCS,
CTaBUTCS ABOeToure. Huke mnedararoTcs HAMMEHOBAHUS JOJKHOCTEW MPHUCYTCTBYIOLIUX,
a crpaBa OT HAMMEHOBAHMSI IOJKHOCTEN — MX MHULMAIIBI ¥ pamMuinui. CIUCOK OTAEINsAeTCs
OT OCHOBHOMW 4aCTH ITPOTOKOJIA CIUIOIIHOW YEPTOU.

B mnmomHOM 1IPOTOKOJIE OCHOBHOE COAEPKAHUE JOKIAJAOB M BBICTYIUICHUHN
IIOMEIIAETCsl B TEKCTE€ NPOTOKOJA WA NPWIAraercss K HEMy; B IIOCIEAHEM ClIydae
nenaercsi B TEKCTe CHocka «Tekcr BeICTymieHus mnpuiaraercs». I[loctaHoBienue
(perieHne) B TEKCTE MPOTOKOJIA MeYaTACTCA MOJIHOCTHIO; TPU HEOOXOIUMOCTH TTPUBOISTCS
UTOTH ToJiocoBaHMs. OCHOBHAsl 4acTh MPOTOKOJIA TeyaTaercs depe3 1,5 MeKCTPOUYHBIX
unrepBana. B paznen «CJIIYIIAJIM» B moaHOM MOPOTOKOJE BKIIOYAETCS W TMOJpa3nel
«BOITPOCBI», B kOTOpOM (PUKCUPYIOTCS BCE MOCTYMUBIINE BOMPOCHI K TOKIAAUUKY U
orBeThl Ha Hux. B pasmene «BBICTYIIMJIN» yka3piBatoTcs GdaMuiiusi, WHHUIUAAIBI
BBICTYMAIOIIETO U COJIEP/KAHUE BBICTYIUICHUS.

Hanee cnenyet paszaen «PELINJIN», nepen KOTOPbIM CTaBUTCS NOPSAKOBBIA HOMED
BOIIPOCA, MO KOTOPOMY NPUHUMAETCS JAHHOE MOCTaHOBJIEHHE. [locTaHOBIAIOMAsT YacTh
MOJKET COCTOSITh U3 HECKOJIBKUX ITYHKTOB.

[IpOTOKOJI MOANMUCHIBAETCA NPEACENATEIIEM M CEKPEeTapeM 3acelaHusl, KOTOPBIU
JOJDKEH TIIATEIIBHO OTPENAKTUPOBATH TEKCT ITPOTOKOIIA.

3.10.3. IIpoTokon umeet caeayromue pekBu3uThl (cM.IIpunoxenue Ned):

HAaUMEHOBaHUE  AJIMUHHCTpAIlMM —  yKa3bIBaeTCsl  MOJHOE  OQUIHUAIBHOE
HAMMEHOBaHUE AJMHUHUCTPALINHY;

HAaNMEHOBAHUE JOKYMEHTA — CJIOBO «IIpoTOKOM» mevaTaercs: OT rpaHullbl BEPXHETO
MOJIsl MPOMUCHBIMU OyKBaMu, MOy KUPHBIM mipudToM pazmepom Ne 16 u BeIpaBHUBAETCA
10 LEHTPY;

BUJ 3aC€laHus, COBELIAHUA — OTAEISIETCS OT NPEABIAYLIETO PEKBU3UTA
2 MEKCTPOUYHBIMU WHTEpBAJIaMU, Ne4YaTaeTcsl MOJYKHUPHBIM mipudToMm pazmepom Ne 14
yepe3 | mHTEepBal U BBIPAaBHUBAETCS 110 LIEHTPY;

MECTO TPOBEJEHUS 3acelaHus, COBEUIAHUS — YKa3bIBaeTCid MpU OQPOPMIICHUU
MIPOTOKOJIOB COBEIIAHUSI B TOM Clydae, €Clii OHO MPOMCXOAMWIO HE Ha OOBIYHOM MECTE;
[I€YaTaeTCs 4Yepe3 JIBa MEXKCTPOUHBIX HMHTEpBAJIA NOCJIE PEKBU3UTA «BUJ 3aCElaHus,
COBEIIAHU», OTICIACTCA OT HETO JUHEUKOW U BEIPABHUBAETCS IO LIEHTPY;

JaTa MpPOTOKOJIa — JaTa MpoBeleHus 3acenanud. Jlata mpotokosia odopmisieTcs
IU(PPOBBIM UM CJIOBECHO-ITU(POBBIM CIIOCOOOM W Te4aTaeTcs 4epe3 2 MEKCTPOUYHBIX
MHTEPBAJIa HWXKE MPEABIAYIIETO PEKBU3UTA. [IpOTOKOIBI HYMEPYIOTCS MOPSAKOBBIMHU
HOMEpaMH B Mpeaenax KaJeHIapHOTO roja OTAEIBbHO IO KaXIOW Tpynie MpOTOKOJOB:
MPOTOKOJIBI COBEIIAHUN AJIMHHUCTPALIMU, TPOTOKOJBI KOJUJIETUH, TTPOTOKOJIBI 3acedaHui
AKCIIEPTHO-TIPOBEPOYHON KOMHUCCUU U T.II. HoMepa perreHuil, NpuHATHIX HA 3aCElaHuM,
COCTOSIT U3 HOMEpA MPOTOKOJIA, HOMEPA PACCMATPUBAEMOTO BOIPOCA B MOBECTKE JTHS U
MOPSAKOBOIO HOMEpa MOCTAaHOBJIEHUs (pelleHus) B mpeaenax Bompoca. [IpoTokosbl
COBMECTHBIX 3aCEJAaHHM UMEIOT COCTAaBHbIE HOMEpPA, BKJIIOYAIOLINE MOPSAKOBBIE HOMEpPA
MPOTOKOJIOB OpraHu3aluii, TPUHUMABIINX YYaCTHUE B 3aCE/IaHNH;

OCHOBHAs 4aCTh IPOTOKOJIA — NI€YaTAETCA Yepe3 | MeKCTpOUHbIA HHTEPBAI,

MOANUCh — OTHENAETCS OT TEeKCTa 2 MEXKCTPOUHBIMH HMHTEPBAJaMU U BKJIIOYAET



HAaUMEHOBaHUE JOJKHOCTU JIMIIA, MPEACENATeNbCTBYIOIEIO HA 3aCelaHuH, €ro JINYHYIO
noanuch, pacmmdposky noanucu (O.N.0.). HaumeHoBaHue NOMKHOCTU NEYaTaeTcst OT
JIEBOM TpaHUIIBl TEKCTOBOT'O MOJS 4epe3 | MEeXKCTpOUYHBIA MHTEpPBAl W LIEHTPUPYETCS
OTHOCUTEJILHO CAaMOM JUTMHHOW CTPOKH.

PacmuppoBka moamuicu  pacmojiaraeTcsi Ha  YpOBHE  MOCJEIHEH CTPOKH
HAaMEHOBAaHUS JOJDKHOCTH 0e3 mpolena Mexay uHunuaiamu u damunued. [locnegnss
OykBa B pacii(ppoBKe OTpaHUUMNBAETCS TIPABBIM TOJIEM.

3.11. [desnoBoe (ciry:xe0HO€) MUCHMO

3.11.1. CayxeOHasg mepenucka — pazIUYHbe BUIBI O(UIMATBHBIX JOKYMEHTOB
WH()OPMAITMOHHO-CITPABOYHOTO XapaKTepa, UCIOIb3YEeMbIX Il 0OMeHa WH(pOpManue B
NEATEeIbHOCTH OPraHOB BJIACTH, OPTaHU3aLUA U TpaXIaH.

CnyxeOHas Tiepenucka BKIOYaeT B ceOs MUchMa (CIy>KeOHbIE, TapaHTHUIHBIC),
TeJIerpaMMBbl, TelieoHOTpaMMBbl, (haKCOTPaMMBbI, JJIIEKTPOHHBIE MHChMA.

3.11.2. JlenoBoe (cmykeOHO€) TIMCHMO TOTOBHTCA Ha OiaHke mnmcbMa. [lpu
COCTaBJICHUM TIHCEM O(OPMIISIIOTCS PEKBU3UTHL: aJpecar, 3arojoBOK K TEKCTYy, TEKCT,
MOJINKCh, OTMETKA 00 HCIOJHUTENE, B HEOOXOAMMBIX CIIydasiX - OTMETKAa O MPUIOKECHHUHU.
Pexomenmyemplii oOpasert ohopMiieHHs AeI0Boro nrcbMa cm. [pumoskenus Ne 3, 3a.

3.11.3. Ecou muckMO SIBJISIETCS OTBETOM Ha TOCTYIHUBIIMKA 3alpoc WM IMPOCHOY,
3aIOJIHSETCSl PEKBU3UT «CChUIKA HA PErUCTPAlMOHHBIA HOMEp M JIaTy IOCTYIMHUBILIErO
MUChMaY.

3.11.4. HaumeHoBaHue BHUAA JOKyMEHTa («IIMChMO») M PAa3HOBUIHOCTh IHUChMA
(Harmpumep,  «pock0a»,  «MHPOPMAIIMOHHOE»,  «COMPOBOJIUTEILHOE»,  «3aIpocy,
«HAIIOMUHAHUEY) B JICJIOBBIX (CITY>KEOHBIX ) TUChMaX HE YKa3bIBAOTCH.

3.11.5. Ecnu muchMo HampaBisieTcs apecary 1o dJIEKTPOHHOM mouTe win o (akcy 6e3
JOCBUTKU TIO TIOYTE, BMECTO MTOYTOBOI'O aJipeca yKa3bIBAETCS aJIpeC AJIEKTPOHHOU MOYTHI WU
HOMep TenedoHa-(hakca.

3.11.6. [enoBoe (cmyxeOHOE) MUCHMO JOKHO OBITh TOCBSIIEHO OJHOMY BOIMPOCY.
Ecnmu HeoOxomuMo oOpaTUThCs B OPraHU3AlMIO0 OJJHOBPEMEHHO MO HECKOJILKAM BOIIPOCAM,
PEKOMEH/yETCsl COCTaBUTh OTAEIBHOE MUCHMO I10 KaKJIOMY U3 HUX.

ITuceMO MOKET KacaThCsl HECKOJIBKMX BOIIPOCOB, ECIIM OHW B3aUMOCBSI3aHBbI.

3.11.7.B omHOoM mmchMe HE JODKHO OBbITH OoJiee YEThIpEX aapecaTroB, MPU STOM
OCHOBHOM ajipecaT yKa3bIBAaeTCs MEPBbIM, OCTAIBHBIM aJipecaraM MUChbMO HaMpaBIISETCs IS
CBEJICHUSI.

[Tpu HEOOXOMMOCTH HAIIPABUTh MTUCHMO OOJIBIIIEMY KOJIMYECTBY aJIpeCcaToB, TOTOBUTCS
CIHCOK PACCBhUIKH, U TMChbMa PACCHUIAIOTCS 10 CITUCKY.

3.11.8.Tekcr nrcbMa u3naraercs:

oT 1-ro WA < MHOXECTBEHHOrO  4Huclia  («IIPOCHUM...»,  «IpeajiaraeM...»,
«HAIIOMHUHAEM...»);

OT 3-ro JIMIa €IWHCTBEHHOro 4Hcia («AIMUHHCTPALMS CUUTAET BO3MOXKHBIM ...,
«AJIMUHUCTpAIIMSI HE pacroaracT BO3MOKHOCTBIO ...»);

OoT 1-ro JMIla €IWHCTBEHHOIO YHUCNA (IIPOIIY ...», «IPEJIarar ...»), €ClId MUCbMO
odopmIIIeTCs Ha IOJDKHOCTHOM OJIaHKE.

3.11.9. Eciu mpoekt aenoBoro (Ciiy>ke0HOro) MuchMa HamNpapBisieTcs ajpecary IIo
MoYTe, TMPOCKT TOTOBUTCS B JABYX IK3EMIUISIPAX: OJUH 3K3eMIUILIp odopmirsieTcss Ha OJaHKe,



BTOPOI SK3EMILISIP, PeIHA3HAYEHHBIN JJ11 BUSUPOBAHMSI) - HA CTAaHAAPTHBIX JIUCTAX Oymaru.

HenoBoe (cimyxke0HO€) TUCBMO JO TMPEACTABICHHS Ha TOJNHCH JIOJDKHO OBITh
COIJIaCOBAaHO (3aBU3MPOBAHO) CO BCEMH 3aMHTEPECOBAHHBIMU JHIIaMu. JlenoBoe (Ciry:keOHoe)
NUCbMO TOAMHUCHIBaeTCA [7MaBoil AIMUHHCTpAllMM WIM YIOJHOMOYEHHBIM 3aMECTUTEIIEM
['naBsl. [lonnucanHoe nienoBoe (CiTy>KeOHOE) MUCHMO MOJICKUT PETUCTPALIUH U OTIIPABKE.

He pomyckaercs oTnpaBisTh ajapecataM [HCbMa, HE HMMEIOIIUME JAThl U
PETUCTPALMOHHOIO HOMEPA.

3.11.10. Tlocne moamucanus MUChMa U €r0 PETHCTPaLMU HK3EMILUIIP MUCbMa C BU3aMHU
3aMHTEPECOBAHHBIX JIML] TOMEIIAETCA B JIENO.

3.11.11. Jloxmamnas (cmykeOHas) 3amyCKa UCIONB3YETCS Ui OTMEPATUBHOTO
MH(QOPMAIIMOHHOTO OOMEHa MEXAY CTPYKTYPHBIMH MOJPA3ACICHUSIMA U PYKOBOACTBOM.
OOs3aTeNnbHBIMU PEKBU3UTAMU JTOKJIAJHOM (CITyeOHOI) 3aliCKU SIBISAIOTCS: HaUMEHOBAaHHE
CTPYKTYPHOTO TOJpAa3JeNieHnsl, HaUMEHOBaHWE BHJA JOKyMEHTa (IJOKJIaJHas 3allucka,
ciyeOHasl 3alMcKa), /1aTa, 3arojoBOK K TEKCTY, ajapecar, TeKcT, noanuch (Ilpunoxxenne Ne
18).

[lpu anpecoBaHuMu MOKIAAHBIX (CIYKEOHBIX) 3alMCOK YKa3bIBAIOTCS B JaTEIIbHOM
naJieke TOJHKHOCTD JIMIA, KOTOPOMY aJpECOBaH JOKYMEHT, (haMITUS U MHUIHATIBL.

3.11.12 Jloxnanneie (CiTy>KeOHBIE) 3alMCKA MOTYT COCTABIISITHCS, PACCMaTpUBATHCA U
XPAaHUTHCS B TEUCHUE YCTAHOBJICHHOTO CPOKA, B T.4. B JIEKTPOHHOM Buje B CO/I.

[Tpu opranuzaimu paboThl ¢ AOKIAJAHBIMU (CITYy>KEOHBIMHU) 3aIUCKAMU B 3JIEKTPOHHOM
BUJIE HCIIONIB3YIOTCS 3JIEKTPOHHBIE MIA0TIOHBI IOKJIQJHON U CITY>KEOHOM 3aIMCOK.

3.11.13. Tekct mokmagHON (CITy>KEOHOW) 3alMCKH, B 3aBUCHMOCTH OT CJIOKHOCTH
COJIEpKaHMsI ¥ IPUBOIMMOM apryMEHTAIMH, COCTOUT U3 OAHOM, ABYX WJIM TPEX YACTEH:

B MIEPBOM YAaCTH M3JararoTcs MPUUUHbI, (PaKThl UM COOBITHSI, MOCITY>KUBILKE TOBOAOM
JUISL COCTABJIEHUS IOKYMEHTA,

BO BTOPOW YacTH JAETCSl aHAJIN3 CIIOKUBILIEHCS CUTyallMH, BO3MOXKHBIC BAPUAHTHI €€
PELLECHHS;

B TPETHEW YaCTH U3JIAratoTCs BBIBO/IBL.

V. Opranuzanusi J0KyMeHT0000pOTA

4.1. IIpyHIUNBI OPraHU3AIUM JOKYMEHTO000pOTA

B coorBerctBunm ¢ nyHkroM 1.1. Hacrosiueir HWueTrpykimm B mporiecce
JOKYMEHTOO000pOTa 00ECIICUNBACTCS:

a) IpyeM U TiepBUYHas 00pabOTKa BXOSAIINX JOKYMEHTOB,;

0) npeaBapUTEILHOE PACCMOTPEHUE BXOASIINX JJOKYMEHTOB;

B) pacCCMOTpEHHUE JOKYMEHTOB I J1aBoi;

I') I0BE/ICHUE JIOKYMEHTOB JI0 UCTIOJTHUTENECH;

J) TOJITOTOBKA MTPOEKTOB JOKYMEHTOB;

€) COIIACOBAHUE MPOEKTOB JIOKYMEHTOB;

K) TIOJIMTUCAHNE TIPOEKTOB JJOKYMEHTOB;

3) ompefeNieHue MECTa XpaHEHUs JIOKyMeHTa (KOMWU JIOKYMEHTa) U BKIIIOUEHHE
JIOKYMEHTA B JIETIO;

1) 00paboTKa 1 OTIPaBKa UCXOIAIINX TOKYMEHTOB.



Opranuzaiys JOKyMEHTO000pOTa OCHOBBIBAETCSl HA TPUHIIUTIAX:

LEHTPAIM3aLMH ONIEPALIUi 110 PUEMY U OTIIPABKE TIOKYMEHTOB,

pacnpeneneHusi JOKYMEHTOB Ha JOKYMEHTOIIOTOKH, UMEIOIINE OAMHAKOBBII MapuIpyT
(MapmIpyTH3aIus T0KyMEHTOR);

OpraHu3alUy MPEIBAPUTEIBHOIO PACCMOTPEHUS BXOAAIIMX JOKYMEHTOB;

WCKJTFOUYEHUSI BO3BPATHBIX JIBUKECHUN JOKYMEHTA, HE 00YCIOBICHHBIX JEJI0OBOM
HEO0OXOIUMOCTEIO;

OJIHOKPATHOCTH PETUCTPALMU IOKYMEHTOB;

YCTpaHEHUsI HEOOOCHOBAHHBIX COIVIACOBAHUUA TMPOEKTOB JOKYMEHTOB; BPEMEHHOM
peTJIaMeHTAI|H OTIEPaITiii TI0 00pabOTKe, pACCMOTPEHHUIO M COTJIACOBAHHIO IOKYMEHTOB

JIokyMeHTOOOOpOT BKJIFOYAET BCIO MOCIIEAOBATEIIBHOCTD TIEPEMEIICHUA TOKYMEHTOB,
TaKXE OIEPaLMU, COBEPIIAEMbIE C JOKYMEHTAMU B IPOLIECCE MX CO3/IaHUSI U UCIOIHEHUS
(mosyyeHue, OTMpaBKa, PETUCTPALUS, MPEIBAPUTEIILHOE PACCMOTPEHHUE, PACCMOTPEHUE
pykoBozuteeM) (cM. [Tpunokenue Ne 5).

[ens opranuzaimy JOKYMEHTOOOOpOTa - OOECHeueHHe CBOECBPEMEHHOIO MPUHSTHS
YIIPABJICHYECKUX DPEIICHWH U MX WCIOJHEHMs. 3ajgada JOKYMEHTOOOOpOTa - OpraHM30BaTh
JBW>KEHUE JOKYMEHTOB 10 HAMMEHEE KOPOTKOMY ITyTH ¢ MUHUMAJIBHBIMU 3aTpaTaMy TpyJia U
BpPEMEHHU, B YCIIOBUSX AJIEKTPOHHOTO JOKYMEHTO000pOTa - 00€CIeUUTh JOCTYH K JIOKyMEHTaM
niosib3oBaresiM COJ[ B COOTBETCTBUM € MPEAOCTABICHHBIMU UM IPABAMHU.

B ycnoBusix mpumenenuss COJ] B AIMUHHCTpALMM HUCHOJB3YIOTCA JJIEKTPOHHBIE
JOKYMEHTBI, a TAaKXe DJJIEKTPOHHBIE KOIMWU JOKYMEHTOB, IIOJyYECHHBIE B PE3YJIbTaTe
CKaHUPOBAHMs JOKYMEHTOB Ha OyMaxxHOM HocuTesne. JIOKyMEeHTBI, UMEIOIIE BPEMEHHBIE
cpoku xpaHeHus (mo 10 JeT BKIIOYUTENHHO) MOTYT CO37aBaThCs, XPAHUTHCA U
HCIOJIB30BAThCS UCKITFOUUTENILHO B (DOpME IIEKTPOHHBIX JJOKYMEHTOB.

IlepeueHb JOKYMEHTOB, CO3/1aBAEMbIX, XPAHUMBIX U UCIOJIb3YEMbIX UCKITFOUMTEILHO B
(bopMe FNEKTPOHHBIX TOKYMEHTOB, YTBEPKIACTCS MUHUCTPOM.

Opranuszaiys JIBIKEHHUsSI TJOKYMEHTOB B YCJIOBHUSIX AJIEKTPOHHOTO JOKYMEHTOOOOpOTa
OCYLIECTBIISICTCS B COOTBETCTBUU C  perjJaMeHTUPOBAHHBIMU MapIIpyTamH,
pa3pabaThiBaeMbIMU OTJENIOM. MapIipyThl JABWKEHHUS OPraHU3allMOHHO-PACTIOPSIUTEIBHBIX
JIOKYMEHTOB JIOJDKHBI OBITh ONTHMATIbHBIMU TIO 3aTparaM BPEMEHU, HE JIOJDKHBI JOMyCKaTh
TyOJIMPYIOIIMX ONepaliii M BO3BPATHBIX JBWKCHUH, HE OOYCIOBICHHBIX JICIIOBOM
HEOOXOIUMOCTBIO

B nokymeHT0000pOTEe AJIMUHUCTPAITUH BBIACTISIOTCS TOKYMEHTOITOTOKU:

BXOJIAIIIME (TOCTYTAIOIINE) TOKYMEHTBI;

ucxoJsye (OTIpaBiIsieMble) TOKYMEHTBL;

BHYTPEHHUE JIOKYMEHTHI.

B coctaBe BXOASIIMX W UCXOIAIIMX JOKYMEHTOB BBIJICIISIOTCS:

JOKYMEHTBI OPTaHOB TOCYTAPCTBEHHOW BJIACTH, OPTAaHOB MECTHOTO CAaMOYTPABJICHUS,

JOKYMEHTBI M3 TOCYIaPCTBEHHBIX U HErOCYJApPCTBEHHBIX OpraHU3aIIHIA;

3arpocel  gemyTtaroB [ocymapctBenHoit JIymbl u uneHoB CoBera @Denepaiuu,
JICTTyTaTOB 3aKOHOJATENIbHBIX OpraHoB cyObekToB Poccuiickoit denepanmu u opraHos
MECTHOT'O CAMOYIIPaBJICHUS;

oOparteHus rpax/iaH,

JOKYMEHTBl U3 TMPaBUTEIbCTBEHHBIX W  HEMPABUTEIbCTBEHHBIX OpraHU3alluil



3apyOeXHbBIX CTPaH U JPYTUe TPYIIIbI JOKYMEHTOB.

JocTtaBka 1 OTHpaBKa JTOKYMEHTOB B AJIMUHUCTPAIMK OCYILECTBIIIOTCA CPEICTBAMU
MIOYTOBOM CBSI3U, (DETBIBETEPCKON U KYPHEPCKOW CBSI3U, HAPOUHBIMU U PA3TMYHBIMU BUAAMHU
ANEKTPOCBs3U ((pakcuMumibHas!, TenerpadHas, TeaeQoHHas, 3JIEKTpOHHAs MOoYTa, CHUCTEMa
MEKBEJOMCTBEHHOT'O 3JIEKTPOHHOT0 IokyMeHToo0opoTa (MO10, CO).

4.2. Ilpuem 1 nepBUYHAs 00PA0OTKA MOCTYNAIOIIMX JOKYMEHTOB

4.2.1. B opraHuzanyio JIOCTaBJISETCS KOPPECIOHACHIMS B BHAC ITMCEM, IOYTOBBIX
KapToueKk, OaHaeposied W TAKeTOB, TMIEYATHBIX W3JaHWN, Tejerpamm, (akcorpamm,
Tene)OHOTPaMM, AIIEKTPOHHBIX TOKYMEHTOB U 3JICKTPOHHBIX KOTIHIA JOKyMEHTOB.

[IprieM JOKYMEHTOB OCYILIECTBIISICTCS Y TIpaBJICHUEM JiesiaMu. JIOKYMEHTBI, OJTy4YEeHHbIC
pabOTHUKaMHU OT APYTUX OpraHu3allMi, TaKXKe MepeNatoTcs B YIpaBliEHUE JellaMu st
PETUCTPALIUU /WK YUeTa.

Bce nocrynuBiime B AMUHUCTPAIMIO TOKYMEHTHI MOJIIekKAT TIEPBUYHON 00padoTKe,
BKJIFOUAFOILICH:

NPOBEPKY NPABUIBHOCTH aIPECOBAHUS MOCTYMUBIINX IOKYMEHTOB U IPABUIBHOCTH
JOCTaBKH JIOKyMEHTOB;

MPOBEPKY IIEJIOCTHOCTH YIAKOBKH (KOHBEPTOB, MTAKETOB);

BCKPBITHE YITAKOBKH (32 UCKJIFOUEHHEM KOHBEPTOB, MTAKETOB C MOMETKOM «JInuHo» 1
rpadaMu OrpaHHUYEHUS JJOCTYTIA K IOKYMEHTY);

MIPOBEPKY IEJIOCTHOCTU BXOSIINX JOKYMEHTOB, BKJIHOUAs IPUIIOKEHMS,

YHUUTOXKEHUE KOHBEPTOB, TAKETOB WJIN YTIaKOBKH;

COPTHPOBKY JOKYMEHTOB Ha TMOJyIeXKalllee U HE TMOJUIeXkKAIlee PperucTpaiuud (CM.
[Mpunoxenne Ne21);

nepenadyy JOKYMEHTOB, TpEOYIOIIUMX PErucTpaldyd, Ha Y4acTOK pErucTpaluu
CKaHUPOBAHUSI TOKYMEHTOB;

nepenavy J0KyMEHTOB, HE TPEOYIOIMX PErHCTPAIlA B CTPYKTYPHBIE MTOAPA3IEIICHUS 1
JOJKHOCTHBIM JIULIAM;

MPOCTABJIEHHE OTMETKHU O TIOCTYIJIEHUH JOKYMEHTA B AJIMUHUCTPALHUIO.

4.2.2. OmmOOYHO JOCTAaBJICHHbIE JTOKYMEHTHI TEPECHUIAIOTCS MO HA3HAYCHUIO WITU
BO3BPAILIAIOTCS OTIPABUTEIIO.

JIOKyMEHTBI, MOCTYNUBIIKE B HOBPEKICHHON YITAKOBKE, IPOBEPSIIOTCS HA IIEJIOCTHOCTD,
B TOM YHMCJI€ HA HAJTMYUE MEXaHUUYECKUX TTOBPEXKICHUIA.

[louToBBIE OTIIpaBJICHUS, HECTaHIAPTHBIE IO Becy, pa3Mmepy, (opme, HMEroITHe
HEPOBHOCTU TIO0 OOKaM, 3aKJICCHHBIC JIMIIKOW JICHTOM, WMEIOIIUE CTpaHHBIA 3amax, IIBET,
MIPEIIOIOKUTEIILHO UMEIOIUE BIIOKEHUSI, HE XapaKTEePHbIE ISl TIOUTOBBIX OTIIPABJICHUH, HE
BCKpBIBAIOTCA. O TOJMYyYEHHM TOJO3PUTEIILHOTO TIOYTOBOTO OTIPABIICHUS JTOKJIABIBACTCS
PYKOBOAUTEIIO Y TIPABJICHUS JACIIAMH.

[Ipy mocTyruIeHUM BXOASILETO JOKYMEHTA B MOBPEXKICHHOW YIIAKOBKE, MOBPEXKICHUN
JOKYMEHTA, MPU OTCYTCTBUU B KOHBEpTE (MAKETe) JOKYMEHTA, €r0 YaCTH WA MPUIOKEHUN K
HEMY, a TaK)Ke€ MPU OTCYTCTBUU IMOJIKCH HA BXOJSAIIEM JOKYMEHTE COCTABIISIETCS aKT B ABYX
AK3EMIUIIPAX Ha OyMaKHOM HOCHUTEJIE, TIOAMUCHIBAEMbBIN IByMS PAOOTHUKAMHU Y IPABJICHUS.

OavH SK3eMIUISIp aKkTa BMECTE C BXOISIIMM JOKYMEHTOM M €r0 MNPUIOKEHHUSIMU
nepesaeTcsl Ha MPEABAPUTEIILHOE PACCMOTPEHUE M PErMCTPAIUIO, BTOPOM AK3EMIUISIp aKTa
BBICBUIAETCS OTIPABUTEITIO.



KoHBepTbl, MakeTbl WM YMAKOBKA COXPAHSIOTCS M MPUIAraroTcss K BXOAALIIM
JOKYMEHTaM B CITyJasix:

€CIIM TOJIBKO TI0 HUM MOYKHO YCTAHOBUTH OTIIPABUTENISI UJTU ATy OTIIPABJICHUS;

€CIM BXOJALIMHA JTOKYMEHT MOCTYIHJI MO3KE YKa3aHHOTO B TEKCTE OKYMEHTa CpOKa
UCTIOJIHEHUS WITH JIAThl MEPOTIPUSITHS;

1pu OOJIBITIIOM PACXOKICHUH MEKIY TaTaMHU TIOATMCAHUS ¥ TIOJTYYCHHUS TOKYMEHTOB.

[locne 3aBepiieHuss pabOTBI € JOKYMEHTOM KOHBEPT BMECT€ C JIOKYMEHTOM
MOMENIACTCSl HA XpPaHEHHE B JIENIO.

4.2.3. KoHBepThI (ITaKETHI), IMEIOITHE OTMETKY «JIMaHO», TpudBI OTpaHUYEHHS JOCTYIIa
K JJOKyMEHTaM, COJICpIKAIllUM CBEICHUS KOH(MHUICHIIMATHHOTO XapaKTepa, He BCKPHIBAIOTCS U
MepeIatoTCsL:

C OTMETKOM «JIM4HO» - HEMMOCPEICTBEHHO a/Ipecary,

¢ rpudamMu OrpaHHUYEHUs JIOCTYyINa - PaOOTHHKY OT/AENa, B OOSI3aHHOCTH KOTOPOTO
BXOJUT 00pabOTKa JIOKYMEHTOB, COJCPIKAIINX CBEJCHNUS KOH(MUICHITMATBLHOTO XapaKTepa.

4.2.4 Bxopsiue 3JIeKTPOHHBIEC JIOKYMEHTBI, TIOCTYIHBIINE OT IPYTUX OpraHU3alui 1o
ANIeKTpoHHOM TIouTe, mocpeactoM COJI w/umu MDJ1O npuHrMaroTcst YpaBiieHUEM.

4.2.51I0lepuunas 00paOOTKa  AJEKTPOHHBIX  JOKYMEHTOB,  TMOJYYEHHBIX  TIO
MH(POPMAIIMOHHO-TEJICKOMMYHUKAIIMOHHBIM KaHaJlaM CBsi3u (dnekTpoHHas mnodra, M3JIO,
CaliT opraHu3aliu) OT APYTUX OpraHu3alvil U rpaxaaH, COOTBETCTBYET TEXHOJOTHH PaOOThI
C BXOJISAIIUMU JJOKYMEHTaMH.

4.3. IIpeaBapure/ibHOE PACCMOTPEHME JOKYMEHTOB

4.3.1.IIpenBaputensHOe  pacCMOTpEHHE TMPOBOAWUTCA B LENAX  pacipeiaeieHUs
MOCTYNAIONIMX B AJMHHUCTpALMIO JOKYMEHTOB, Ha TpeOYIOUMX  00s3aTeIbHOrO
pacCMOTpEHHUs] PYKOBOACTBOM OpraHW3alli W  HampaBisieMble HEMOCPEACTBEHHO B
CTPYKTYPHBIE MTOAPA3ACIICHHUSL.

4.3.2 IlpeaBaputenbHOe PacCMOTPEHUE BXOASIIMX JOKYMEHTOB OCYIIIECTBIISCTCS
VYnpasneHreM Aenamu Mociie PerucTpanui JOKyMEHTOB.

[IpenBapuTenbHOE PACCMOTPEHUE MOXKET IPOBOAUTHCS [0 PETUCTPALMM B CIIydae
MOCTYTUICHUS! JIOKYMEHTOB C OTMETKaMH, TPEOYIOIMMH HE3aMEIIUTEIbHOTO PACCMOTPEHUS U
WCIIOJTHEHUS JOKYMEHTA.

[IpenBapuTEIbHOMY PACCMOTPEHUIO TMOJIIEKAT BXOASIIUE TOKYMEHTHI, apECOBAHHBIC
B AZIMUHUCTPALIAIO U HA UMSI €€ PYKOBOIUTEIIS.

JIOKYMEHTBI, aJpeCcOBaHHbBIC MOAPA3ICICHUSIM, PYKOBOAUTEISIM MOAPA3ACICHUN U
CHelMaIncTaM, TMEpPeNaloTCs B CTPYKTYpHBIC TMoJApa3ieicHus 0e3 MpeIBapUTeIbHOTO
paccMOTpEHHUSI.

4.4. Perucrtpauusi mocTynawuux J0KyMEHTOB

4.4.1 Peructpaiusi BXOASIIMX JTOKYMEHTOB OCYIIECTBIIIETCA B JIEHb MX MOCTYIUICHUS
WM Ha CIEAYIONIHIA pabounii ICHb MPH MOCTYIJICHUU IOKYMEHTOB B KOHIIE Pa00Yero JTHS WU
B Hepabouee BpeMsl.

Peructparus oOparenuii rpaxiaH OCYIIECTBIISIETCS B TEUCHUE TPEX JTHEH ¢ MOMEHTa
TIOCTYIUTCHUSI OOpAITCHNSI.

442.CeaeHuss O  TMOCTYIMBIIEM  JOKYMEHT€  BHOCATCS B DJIEKTPOHHYIO
peructparonnyro  kaprouky (OPK) C3OJl wm  perucrpanmoHHO-y4eTHYIO (opMmy Ha
OyMa)KHOM HOCHUTENIe, a TOCTYNHBIIEMY JIOKYMEHTY IPHCBAaWBACTCS PErUCTPAIIMOHHBIN



HOMED.

4.4.3.PerucTpalluOHHbIII HOMEP BXOJALIETO JOKYMEHTa COCTOUT U3 TOPSIKOBOIO
HOMEpa JOKYMEHTa B Mpe/enax KaJIeHIApHOTO Tojia, KOTOPbIM  JIOTIOJIHEH WHIEKCaMHU
CTPYKTYPHOT'O MO/Ipa3/ICIeHUsL.

44.4.Ha Bcex 3aperucTpMpOBAaHHBIX JOKYMEHTAaX, 3a HCKJIIOUYEHHEM JIOKYMEHTOB,
MOCTYMUBIINX B ()OPME IEKTPOHHBIX IOKYMEHTOB, IMPOCTABIISIOTCS OTMETKH O TMOCTYTUICHAN
JOKyMEHTa B AJIMUHUCTpalyio. B oTMeTKe 0 MOCTYIUIeHHH JOKyMEHTa (DMKCHPYIOTCS Jara
MOCTYIUTeHUsI (TIp HEOOXOAUMOCTH - BpEMsI TTOCTYIUICHHUS B YacaX U MUHYTaX) U BXOJSIIIAN
PETUCTPAIIMOHHBIN HOMEP IOKYMEHTA.

4.4.5.J10KyMEHTbI, TOCTYNUBILIKE HA OYMa>KHOM HOCHUTEIIE, CKAHUPYIOTCS, AJICKTPOHHAS
Konus JokyMeHTa Bkimrodaetcs B COJI u npucoeaunsercs k OPK nokymeHra.

4.5.1lopsigok paccMOTPpeHMsI PYKOBOACTBOM MW J0BEAeHHSI [OKYMEHTOB /10
HUCIIOJIHUTEICH

4.5.1. Tlo 3aBepllIEHUM MPEIBAPUTEIBHOIO PACCMOTPEHUS] JOKYMEHTHI IEPEIAIOTCs
['maBe a1t pacCMOTPEHUS U BBIHECEHUS PE3O0JTIOIHIA (YKa3aHHIA TI0 UCTIOTHEHUIO).

4.5.2.PaccMOTpeHrE€ JIOKyMEHTOB [71aBOM OCYIIECTBISIETCA B JIEHb INepeaadu
JIOKYMEHTOB HWJIM Ha CJIEAYIONIHIA padoumii IeHb, €CIIU JOKYMEHTHI TIepeiaHbl PYKOBOJICTBY B
KOHIIE paboyero JHsI.

JIOKyMeHTBI, TpeOyIolMe CPOYHOTO pAacCMOTPEHUs, a TaKkKe TelerpaMmbl U
TeneoHorpaMMBbI paccMaTpuBaroTCs ' aBoii He3aMeITUTEBHO.

4.5.3.Pe3ynbTarbl  pacCMOTPEHUSI  JIOKYMEHTa [71aBOM, €ro  3aMeCTUTEISIMU,
PYKOBOJUTEISIMU TIOJIpa3/ieiIeH 0(hOPMIISIIOTCS B BUJIE PE3OJTIOLINH.

4.54.CBenenuss 0 pe30olUH  (MCIOMHUTENb, COACP)KAHUE IOPYYEHHUs, CPOK
WCIIOJIHEHUS) CHeNUaInCcTOM YmpaBieHus aenamu BHocarcss B OPK COJI, mocne uero
WCIOJHUTENN TOMYYaroT JOCTYN K 3JIEKTPOHHOMY JOKYMEHTY WM 3JIEKTPOHHON KOIMUU
JOKYMEHTA, €CJIM JJOKYMEHT MOCTYIHI Ha OYMaskHOM HOCHUTEJIE.

4.5.5.J10KyMeHTBI, TIOCTYTAIONIMEe HA OyMa>KHOM HOCHUTEJIE, IMOCTE€ MX PErucTpallvu,
BKIItoueHUst B COJ1 B BU/I€ 2JIEKTPOHHBIX KOMWN U PACCMOTPEHUSI PYKOBOJCTBOM IEPEIAIOTCS
B COOTBETCTBYIOILIME CTPYKTYPHBIE MOAPA3IACIICHUS HA UCTIOJHEHNUE WITH MTOMEIIAOTCS B JIEN0
B YIIpaBJICHUH JIeJIaMU B COOTBETCTBUY C HOMEHKJIATYPO# JieNT AIMUHHUCTPAITHH.

Jns pukcaruu dakTa niepeaadn BXOAANIMX JTOKYMEHTOB UM UX KOMH Ha OyMa)KHOM
HOCUTEJIC  WCIOJHUTENSIM B CTPYKTYpPHBIC TOAPA3ICICHUS] HCHOIB3YIOTCS JKypHAJIbI
(peecTpsl) nepeaun JOKYMEHTOB.

[Tpu GymakHOM JOKYMEHTOOOOpOTE MOJUIMHHUKUA BXOSIIMX JTOKYMEHTOB, B Cly4ae
HA3HAYEHUS HECKOJIbKUX HCIOJIHUTENCH, TMEepearoTCsl OTBETCTBEHHOMY MCIIOJIHUTEIIO,
OCTaJIbHBIM UCTIOJTHUTENISIM Y TIpaBJICHUE JIelaMHy TiepeaaeT KoMK JIOKYMEHTA.

4.6. Opranuzanusi padoThl C OTHPABJISAEMbIMH JOKYMEHTAMM

4.6.1. Ucxopnsiye T0KyMEHTBI, 3aBU3HPOBAHHBIE BCEMHU 3aUHTEPECOBAHHBIMU JIMLIAMU U
nofanvcanHple [71aBoM WM WHBIM YIIOJTHOMOYEHHBIM WM JIUIIOM, PETUCTPUPYIOTCS B
YrpaBieHuu Aenamu.

4.6.2. Peructparyst HICXOASIINX JOKYMEHTOB OCYIIECTBIISICTCS B JCHD TOITHCAHUS WITH
Ha CJICIYIOUTNIA PaboUHii I€HB, €CITU IOKYMEHTHI ObLIIM TIOIIMCAHBI B KOHIIE Pa00Yero AHS WU
B Hepabouee BpeMsl.

4.6.3. Ilepen perucrpauyeil HCXOASAIIMX JOKYMEHTOB YTPaBJICHUE JIEaMu IPOBEPSET



NpaBUILHOCTH O(QOPMJICHUSI JTIOKYMEHTOB (B TOM 4YHWCIEe HaJIM4yue TMOAMUCEH, BU3,
NpPaBUIILHOCTh HAIMCaHMs aJIpecoB), a TaKXKE YKA3aHHBIX B MCXOJAIIMX JOKyMEHTax
NPWIOXKEHUM, COOTBETCTBUE KOJIMYECTBA SK3EMIUISIPOB KOJMYECTBY aJIPECaToOB MO YKa3aTelto
PaCChUIKH, HATMYME OTMETKU 00 UCTIOJIHUTEJIE.

[TpoekTbl TOKyMEHTOB AJIMUHHUCTPAIIUKN TOTOBSITCS B JOPME AIIEKTPOHHBIX JOKYMEHTOB
WM HAa OyMa)KHOM HOCHUTEJE, MOCNIE YEeTO TOKYMEHTHI B AJIEKTPOHHOH (hopMe BKIIIOYAIOTCS B
COJ1 AaMuHHCTpauu.

JIyist OTIIpaBKH TOKYMEHTOB, HE MMEIOIINX aAPECHON YacTH, UCTIOTHUTEIISIMA TOTOBSITCS
COIPOBOJUTENIEHBIC TTHCHMA.

4.7.Perucrpanus oTIpaBJisieMbIX JOKYMEHTOB

4.7.1.1lpu peructpanuu ucxoxsiero nuckmMa B C3Jl cBeneHus 00 OTIIPaBIIEMOM
nokymente (Qukcupytorcss B OPK, k KOTOpoil mpuKperisiercss SJIeKTPOHHAs —KOIHUs
OTIPABJIIEMOTO JIOKYMEHTA.

Ecrm OPK 6buta cozmana B COJ] mpu MOATrOTOBKE MPOEKTa JOKYMEHTa, TO TpHU
PETUCTPALIUN UCXOJISIIETO JOKYMEHTAa B Hee JO0OABJISIOTCS CBEACHUS O PETHCTPAIMOHHOM
HOMEpE, IaTe PErUCTpaIiy U APYTHE CBECHUS 00 UCXOISIIEM IOKYMEHTE.

4.7.2.PerucTpaliuOHHbIII HOMEpP HCXOJIIEr0 JOKYMEHTa COCTOMT W3 HWHJECKCOB B
COOTBETCTBUU C MPUMEHSIEMBIMU KJIacCU(PHUKATOpaMHU U TOPSAIKOBOIO HOMEpa JOKYMEHTa B
npeAenax KaJeHIapHoro roja.

Jlata perucTparii ¥ PErUCTPAIIMOHHBIA HOMEp MPOCTABILIIOTCS Ha OTHPABIIEMOM
JOKYMEHTE, a TaK)Ke Ha KOIMU UCXOAALIETO JOKYMEHTA, OCTAIOLIEMCS B JIEIIE.

4.8. OTnpaBKa J0KYMEHTOB

4.8.1 MUcxomsaumii JOKyMEHT, MOANMCAHHbIN [ 71aBOM WJIM MHBIM YIOJIHOMOYEHHBIM UM
JOJDKHOCTHBIM JIMIIOM, TIepeAaeTcs Ha OTIPABKY, KOs JOKYMEHTa Ha OyMa)KHOM HOCUTETIE C
BU3aMH TTIOMEIIAETCS B JIEJI0 B COOTBETCTBUM C HOMEHKJIATYPOH JIEIT.

DNeKTPOHHBIE TOKYMEHTBI MOCTIe UX TIOAMUCAHUS SJIEKTPOHHON TOJIITUCHI0 U OTIPABKU
anpecaty xpanstcs B 6aze manabix CO/J1.

4.8.2. B 3aBUCUMOCTH OT COJEp>KaHUS M CPOYHOCTH JOKYMEHTBI, OTIIPABISIEMbIE U3
AJIMUHUCTpAIIH, TOCTABISIIOTCS ajpecaTaM CPEICTBAMHU MOYTOBOM, (DeIbIberepcKon CBSI3H,
CTIEIICBSI3U, KyphepOM, SKCIPECC-TIOYTOM, a TaKKe MEpefaroTcs MO KaHalaM dJIEKTPOCBSI3U
(akcummibHast cBsi3b, Tenerpad, anekrponnas noura, MIOJ10, CO /).

4.8.3. JIoKyMEHTBbI, HE WMEIOIINE aaPECHON YacTH, MPUHUMAIOTCS Ha OTIPABKY C
COTPOBOJMTEBHBIMU TTMChMaMH (32 UCKITFOYCHHUEM KO PaCTIOPSAUTEILHBIX JTOKYMEHTOB,
HaIpaBJIIEMBIX B ITOIBEIOMCTBEHHBIC OPTraHU3AIT|H ).

HenpaBuibHO  OQOpPMIICHHBIE JTOKYMEHTHI M KOPPECIIOHJICHIMS  HECITy)KeOHOTO
XapakTepa K OTIpaBKe HE MPUHUMAIOTCS ¥ BO3BPAIIAFOTCS UCTTOJTHUTEITIO.

JIOKyMEHTBI, TIOJIC)KAIIE OTIPABKE, TOJDKHBI 00pabaThIBATHCS M OTIPABIISATHCS B JICHD
YX TIOAMUCAHMS ¥ PETUCTPAIIUH WU HA CIICAYIONIUIA pabounii ICHb.

4.9. Perucrpanus ¥ NpoxoxieHue BHYTPEHHUX JOKYMEHTOB

4.9.1.1IpoeKTbl pacHOPSAUTENBHBIX JOKYMEHTOB (IIOCTAHOBJICHUI, PACIOPSKEHUN),
MOJTOTOBIICHHBIX ~ JUIi ~ TOAMNMCAHWS, TIOCIe  TOJATOTOBKM M COTJIACOBAHUS  C
3aMHTEPECOBAHHBIMU  JIMIIAMU TIEPENAlOTCs B YIPaBICHUWE JellaMu ISl TIPOBEPKHU
NPaBUJIBHOCTH UX O(OPMIICHUSL.

49.2. TlpaBuiabHO OGOpPMIICHHBIE MOCTAHOBJIEHMS, PACTIOPSHKEHHS TEpefaloTcs Ha



TIOATMCH | TaBe WM yIOJTHOMOYEHHOMY FIM JIUILY.

49.3. TlommucaHHbIE TOCTAHOBJICHUS, PACHOPSHKCHUSI 1O OCHOBHOM JIESITEIILHOCTH
PETUCTPUPYIOTCS B YTIPaBICHUH JETaMU.

4.9.4. [lonTMHHUKKA TIOCTAHOBJICHUH (pacIoOpsDKEHUI) M0 MECTy MX PerucTpalyd
(bOopMHUPYIOTCS B JieNia B COOTBETCTBHY C HOMEHKJIATY PO 161 A IMUHHUCTPAIIUH.

Kommu mocTaHoBNeHN, pacTOPSHKEHUM PACChUIAIOTCS  WCTIONHHUTEISIM M WHBIM
3aMHTEPECOBAHHBIM JIMIIaM B D3JIEKTPOHHOW (opMe WM Ha OyMaXHOM HOCHUTENE B
COOTBETCTBUU C YKA3aTEJIEM PACCHUIKU.

4.9.5. TIpoTokoibl 3acedaHuii, COBEIAHWN, MPOBOAWMBIX [JT1aBOM AJIMUHHCTpaLUH,
PETUCTPUPYIOTCS B YTIPABICHUH JCTIAMU.

4.9.6. [IpoTokonam NpUCBaUBAIOTCS TOPSIKOBbIE HOMEpA B Mpejeiiax KaleHIapHOTO
roja WiM Tiepuojia padOThl BPEMEHHOW paboueit Trpymibl (KOMHUCCHUM) MO KaKIOW TpyIie
MPOTOKOJIOB OT/IENBHO.

[lo/yIMHHUKK TPOTOKOJIOB MO MECTY HX perucrpauuu (opMHUpPYIOTCS B Jefa TI0
HOMEHKJIaType Ae7 AJIMUHUCTPAIIUH.

4.10. Yuer n aHaIn3 00beMOB JI0OKYMEHT0000pOTAa

PesynbraTtel ydyera oObeMa JOKYMEHTOOOOpOTa B AJMHUHHUCTpAIUM  €KETOJTHO
o0o0mmaroTcst YrpaBieHUeM JejdaMd W TPEACTaBISIIOTCS PYKOBOJICTBY B BUJE OTYeTa 00
00BeMe JOKYMEHTOO0OpOTA 3a IO/,

V. anaBJIeHne JOKYMEHTaAMHU B CUCTEME JJICKTPOHHOTO IlOK)’MCHTOOﬁOpOTﬂ

5.1. Hoctyn k pabore B C3OJ[ AIMHHUCTpalMU [OJDKHBI HMMETh TOJBKO
3apEruCTPUPOBAHHBIE MOJIB30BATEIH.

5.2. Bxarouenne nokymeHTOB B COJl ocymiecTBIsIeTCS OCPEACTBOM 3aMOJHEHUS
nosieit DPK, cozmanus 31eKTpOHHON KOMWU JOKYMEHTa (CKaHUPOBAHMS), €CITU JTOKYMEHT
OB cO3/1aH Ha OYMa)KHOM HOCHUTENE, MPUCOSAMHEHUS DJIEKTPOHHON KOMHMH TOKYMEHTA K
OPK, pa3memeHnuss AokymeHTa B coorBeTcTByromeil C3/] B COOTBETCTBHUM C €€
KJIaCCU(PUKAITMOHHOMN CXEMOA.

5.3. B xome paccMOTpeHHUs JOKYMEHTa, MOJJICKAIIero HCIOoJHEeHU0, [ 1aBoi
AJIMUHUCTpallMd B XOJI€  COIJIACOBAaHUSI  NPOEKTa  JOKYMEHTa  3alOJIHSIOTCA
cootBercTByronme noist DPK. B pesynbprare cormacoBanusi npoekta gokymeHnta B CO/]
(bopMHUpYyETCS JTUCT COTJIACOBAHMUS.

54. Ilpu Bxmouennn B C3J] BXomdmMX AOKYMEHTOB, HMX PETHCTPALMH,
paccMoTpeHun 1 ucrnojineHuu B DPK BHOCSTCS clieytolyue CBeeHUS O JOKYMEHTE:

1) HaMMEHOBaHKNE TOCYJAPCTBEHHOI'O OpraHa, OpraHa MECTHOTO CaMOYIpaBJICHUS,
opraHu3anuu (KOppecroH/IeHTa);

2) HaMMEHOBAHUE BUJIa TJOKYMEHTA ;

3) naTta 1OKyMEHTa;

4) perucTpallMOHHBIA HOMEP JOKYMEHTA;

5) hbamunvsg ¥ MHULIAATIBI JTUTIA, TIOIITHUCABIIIETO TOKYMEHT;

6) naTa NOCTYIUIEHUS TOKYMEHTA;

7) BXOJSIIUNA PETUCTPAIMOHHBIN HOMED;

8) crtocob T0CTaBKHU TOKYMEHTA;



9) 3aros0BOK K TEKCTY (KpaTKoe coJiepKaHue TOKYMEHTA),
10) KOJIMYECTBO JIUCTOB OCHOBHOTO JIOKYMEHTA;
11) oTmMeTKa O MPUIIOKEHUU (KOJIMYECTBO MPHUIIOKEHHH, 0011ee KOJTUYECTBO JIMCTOB
PUIIOKEHHH ),
12) cBeneHus O CBsI3aHHBIX JOKYMEHTax (HaMMEHOBaHME BHUJAA JOKYMEHTa, JaTa,
PETUCTPaIMOHHBIN HOMED, TUII CBA3H);
13) pesomtonust (MCTIOMHUTENL (UCIIOTHUTENMN), MOPYYEHUE, JOJDKHOCTHOE JIUIIO,
JaBIiee mopydeHne, 1ata GopMHUPOBAHUS TTOPYICHIUS);
14) cpok uCnoTHEHUs TOKYMEHTA;
15) unaekc aena no HOMEHKIaType Je;
16) cBenenus o mepeaapecaniu JOKyMEHTa;
17) oTMeTKa O KOHTPOJIE;
18) rpucd orpannyeHus J0CTyNa K JOKyMEHTY;
19) cBeneHust 00 IIEKTPOHHOMN MOIUCH;
20) pe3yabTaT IPOBEPKH IIEKTPOHHOM MOITUCH;
21) pJIEKTPOHHBIN aJipec KOPPECIOHACHTA,
22) ccbuikd Ha ¢ail MOCTYNMBIIETO JOKyMeHTa U ¢aiin (haiapl) TpHIIOKEHUS
(TpUNIOKEHUI ) K IOKYMEHTY.
5.5. IIpu Bxmouennu B COJl ucxoasmux n1okymeHToB B DPK BHOCATCS ciienyronue
CBEJICHUS O IOKYMEHTE:
1) HauMeHOBaHKME TOCYJAPCTBEHHOI'O OpPraHa, OpraHa MECTHOTO CaMOYIPaBIICHWS,
OpraHu3alliy - aApecara;
2) ¢paMunvsg U UHUIMAJIBI JIUIIA, TOJMUCABIIETO JOKYMEHT;
3) HaMEHOBaHKE BUJA JJOKYMEHTA,
4) naTa TOKyMEHTA;
5) perucTpaioHHbINM HOMEp JOKYMEHTA;
6) 3aroJIOBOK K TEKCTY (KpaTKoe CoepKaHue JOKYMEHTA);
7) cBelmeHUsA O CBSI3aHHBIX JOKYMEHTax (HAaMMEHOBaHUE BHUJA JOKYMEHTa, JaTa,
PETUCTPALIMOHHBIN HOMEP, THII CBSI3H);
8) KOJIMYECTBO JTUCTOB OCHOBHOIO JIOKYMEHTA;
9) uHzekc Aena N0 HOMEHKJIATYpE JIET;
10) oTMeTKa O MPUIIOKEHUHU (KOJTUYECTBO MPUIIOKEHUH, 00111ee KOJUYECTBO JIUCTOB
MPUIIOKEHUN);
11) rpud orpannyeHus Jocryna K JOKyMEHTY;
12) moapaseneHue - OTBETCTBEHHBIN UCIIOJIHUTEb JOKYMEHTA;
13) cBeneHust 00 PIEKTPOHHON MOINCH;
14) ccbuiku Ha (Qaiin oTmnpaBisieMOro JokyMeHTa v ¢ain (daiabl) NpUIOKEHUS
(TIpUIIOXKEHHI) K JOKYMEHTY;
15) anexTpoHHBIN aapec KOPPECTIOHICHTA,
16) cioco6 mocTaBKM TOKYMEHTa ajpecary.
5.6. Ilpu Brmouennn B CDJ] BHyTpeHHMX H0KyMeHTOB B OPK BHocsATcA
CJIEIYIOIME CBEJICHUS O JOKYMEHTE:
1) HaMeHOBaHKE MOIPaA3/ICJICHUS], TOJATOTOBUBIIIETO TPOEKT JOKYMEHTA;
2) HaMMEHOBAHUE BUJIa TIOKYMEHTA,



3) nara TOKyMEHTa,

4) perucTpaloOHHbII HOMEp JOKYMEHTA,

5) rpud orpaHUyYEHUs JOCTYIA K IOKYMEHTY;

6) hbamMuIIMg ¥ MHULKAAIIBI JTU1A, TIOJIMKUCABILIETO TOKYMEHT;

7) cBeleHUsA O CBSI3aHHBIX JOKYMEHTax (HaMMEHOBaHUE BHUJA JOKYMEHTa, JaTa,
PETHCTPAIMOHHBIN HOMEP, THII CBSI3H);

8) 3aroJI0BOK K TEKCTY (KpaTKoe COJIepKaHUE TOKYMEHTA);

9) mnoapazgeneHue (IOJKHOCTHOE JIMIIO) - MCHOJHUTENb (OTBETCTBEHHBIN
WCIIOJTHUTENb) JOKYMEHTA;

10) KOJIMYECTBO JTUCTOB OCHOBHOI'O JIOKYMEHTA;

11) otmMeTKa O NPUIIOKEHUU (KOJTUYECTBO MPUIIOKEHUH, 0011Iee KOJIMYECTBO JIUCTOB
MIPUIOKEHUH );

12) unaexc aena mo HOMEHKJIATYpPE JIe;

13) pe3ontonus (MCHOTHUTEND (MCIIOJIHUTENH), TOPYUYCHHE, AaTa UCIIOJIHEHUS], AaTa
(dhopMHUpOBaHUS TOPYUCHUS);

14) oTmMeTKa O KOHTPOJIE;

15) ccpbuiku Ha (Qail MOCTYNMUBIIETO JOKyMeHTa W (paitn (¢aitibl) npumoKeHus
(TpUNIOKEHUI ) K IOKYMEHTY.

5.7. llpn BrmroyeHun B COJl oOpamieHuwil rpakaaH, OpraHu3alMii U OTBETOB Ha
oOpaienust B OPK BHOCATCA crenyroniye CBeACHUs:

1) pamumnus, umsi, oT4eCTBO (ITPU €r0 HAIMYKN) TPAKIAHUHA,;

2) HaMMEHOBAaHMUE OpraHU3alliU - aJIpecara;

3) nara oOpaiieHus TpakJlaHlHa, OpraHu3aluu;

4) perucTpallMOHHBIA HOMEp 0OpallieHus (1711 0OpallieHui opraHu3aiuii);

5) naTa conpoBOJIUTEIHLHOTO JOKYMEHTA (B Cilyyae nepeaapecanuu oOparieHus);

6) naTa MOCTYIUICHHs OOpallieHus rpaklaHiHa, OpTraHU3aINH;

7) BXOISAIIUNA PETUCTPAIMOHHBIN HOMED;

8) kpaTkoe cozepkaHue OOpaIleHus rpaklaHHA, OpTraHU3aIlHH;

9) KOJIMUECTBO JINCTOB OCHOBHOTO JIOKYMEHTA;

10) oTMeTKa O MPUIIOKEHUU (KOJTMYECTBO MPHIIOKEHHH, 001Iiee KOJTUYECTBO JIMCTOB
MPUIOKEHU] );

11) cBenaeHus O CBs3aHHBIX JOKyMEHTax (HaMMEHOBaHUE BHUJA JIOKYMEHTa, JaTa,
PETUCTPAIMOHHBI HOMEp, TUIl CBSI3U, B T.4. CBEJICHHS O MPEIAbIAYIIUX OOpAIICHUSIX B
cilydae, eciid JaHHOE 0OpallleHre MOBTOPHOE);

12) pesomronust (MCTIOMHUTENL (UCIIOTHUTENMN), MOpPYyYeHUE, JOJDKHOCTHOE JIHUIIO,
JaBlIee MOpyYeHHe, JaTa pe30Jolnn);

13) cpok UCTIOTHEHUS JOKYMEHTA;

14) uuaekc aena no HOMEHKIAaType Je;

15) cBegenust o mepeaapecanud OOpalieHHs TpakIaHWHA, OpraHu3anuu (1aTta,
HOMEP COMPOBOUTEIHHOTO TOKYMEHTA; HANMEHOBAHKE OpPTaHa BJIACTH, OPraHU3allun

16) oTMeTKa 0 KOHTPOJIE;

17) cBenenust 00 >IEKTPOHHON MOANMUCH (B Cllydyae MOCTYIUICHUS 3JIEKTPOHHOTO
oOpareHus rpaxJIaHnHa, OPTaHU3aI|H, TOAIMTUCAHHOTO YJIEKTPOHHOU MOITHUCKHIO);

18) pe3ynbTaT MpOBEPKH JIEKTPOHHOU MOIUCH;



19) a5eKTpOHHBIN aJipec KOppecnoHAeHTa (IpaKJaHUHA, OPraHU3al1N );

20) moUYTOBBIN aipec KOppecnoHAeHTa (Tpak/IaHUHA, OpTraHU3AIINN);

21) Bompoc Mo TeMaTH4YEeCKOMY Kilaccu(pukaTopy;

22) cchUIKM Ha (haiia mocTynuBIero oopamieHus u (aitn orseTa Ha oOpaleHue.

5.8. JIOTOMHUTENBHO K YKa3aHHBIM CBEJIEHUSM O BXOJSALIUX, HCXOISAIINX H
BHYTPEHHUX JOKyYMEHTaX, oOpaimieHuil rpaxman, opranmzamuii B OPK C3JI moryt
BHOCUTBCS UHBIE CBEICHUS.

5.9. Ilpu BKJIIOYEHUH JOKYMEHTOB U MPOEKTOB JTOKYMEHTOB B COJl, a Takxke npu
BKJIIOUeHUH cBeneHuid B OPK B mpouecce )XKM3HEHHOTO LMKJIA JOKYMEHTa MCIIOJHHUTENIN
JOJDKHBI CO3[aBaTh CBSI3W JAHHOTO JOKyMEHTa (IPOEKTa JOKYMEHTa) C JpYruMu
JOKYMEHTaMH ¥ IyHKTaMU NOPYYECHHM.

[Tpu cozpanum cBsizel JOKyMeEHTa (MPOEKTa TOKYMEHTAa) C APYTUMHU JOKYMEHTaMH
HCITIOJIB3YETCS CIIPABOYHUK THUIIOB CBSI3EH.

5.10. B memsx paszMemienuss 1okymMeHTOB B COJ[, moucka JOKYMEHTOB, BEIICHHS
CHpaBOYHOM pabOThl MO JOKyMEHTaM, BKJIOYeHHbIM B CDJl, uUCHOIB3YIOTCS
KJIaCCU(PUKATOPHI U CIIPABOYHUKH, B TOM YHCJIE:

KJIACCU(UKATOPBI:  KOPPECIOHAECHTOB, BHUAOB  JOKYMEHTOB,  CTPYKTYPHBIX
MoApa3aeIeHU AIMUHHUCTPALMK, JOJDKHOCTHBIX HMCHOJIHUTENIEH AJMHHUCTPALMU IO
JOKyMEHTaM;  TEeMaTHUYeCKHil  (BOMpPOCOB  JEATEIbHOCTH), HOMEHKJIAaTypa  Jel
AJIMUHHCTpalny,

CIPABOYHUKH: CPOKOB MCIOJHEHHUS, PE30JIONUN (MOpy4YeHUil), 3IEKTPOHHBIX
aJpeCOB MOCTOSIHHBIX KOPPECIOHCHTOB, IIA0JIOHOB OJIAHKOB JOKYMEHTOB U I1a0JIOHOB
JOKYMEHTOB, TUIIOB CBSI3€l C APYTUMH IOKYMEHTaMU (CBA3aHHBIMH JTOKYMEHTAMH).

V1. KOHTpOJIb HCTIOJTHEHHUS JOKYMEHTOB (IMOPY4YeHMi)

6.1. KoHTposb HCHOTHEHUS TOKYMEHTOB (MOPYYEHHWI) BENETCS B IEISIX HX
CBOEBPEMEHHOTO U KAUECTBEHHOTO UCIIOJIHEHUSI.

6.2. KOHTpOoJIb UCTIOTHEHUSI JOKYMEHTOB (MIOPYYEHUI ) BEETCS:

WCIIOJTHEHUSI JOKYMEHTOB (IMOPYYEHHWiI) MO CYyIIECTBY - [71aBOW WM WHBIMU
TOJKHOCTHBIMU JIMLIAMU A IMUHHUCTPALINH,

CPOKOB MCIOJIHEHUS IOKYMEHTOB (MOpYy4YeHUM) — YTpaBJIeHUEM JIeJlaMH UM UHBIM
CTPYKTYPHBIM MOJPA3ACICHUEM, Ha KOTOPOE BO3JIOKEHA 3Ta (DYHKIIMSL.

KoHTponto moanexar Bce 3aperuCTpUpPOBAaHHBIE JOKYMEHTBI, TpeOyroliue
WCTIOJTHEHHUS.

6.3. PacnopsauTenbHble JOKYMEHTBI, MPOTOKOJIBI 3acelaHuil (COBEIIaHui), €CIIu
3a)UKCUPOBAHHbIE B HHUX peEHIeHUS He OQOPMIISIIOTCS B BHJE ITOCTAHOBJICHUM WU
pEeLIeHUid, coJiepKalllie MOPYYEHUsI C KOHKPETHBIMUA CPOKaMU MCIOJIHEHUS, CTaBATCS Ha
KOHTPOJIb IO KaXKJIOMY MOPYUYEHUIO OTIAEIBHO.

Opranuzanusi WCHoJIHEHUsT TopydyeHud u ykaszanuil Ilpesumnenra Poccuiickoit
denepanii  UCHOJHAIOTCA B COOTBETCTBUM ¢ YKazoM IIpesmgmenta Poccuiickon
®epnepanuu ot 28 mapta 2011 r. N 352 "O Mepax no cOBEpIICHCTBOBAHUIO OpraHU3alluu
WCIIOJIHEHMSI Topy4deHuid 1 ykazanuil [Ipesuaenta Poccuniickoit ®deneparun’.

6.4. KoHTpOIh CPOKOB MCIIOTHEHUS JOKYMEHTOB (TOPYYCHHI ) BKITIOYAET B CEOsI:
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MOCTAaHOBKY JIOKYMEHTOB (TIOPYUYEHHUIT) HA KOHTPOJIb;

MPOBEPKY  CBOEBPEMEHHOCTH  JIOBEJIEHUS  JOKYMEHTOB  (MOpy4YeHHil) [0
HUCIOJIHUTEIICH;

MPEABAPUTEIbHYIO MPOBEPKY M PETYIMPOBAHUE XOJIa HCIIOJHEHHUS JTOKYMEHTOB
(mopyuenuit);

CHSITUE C KOHTPOJISI JOKYMEHTOB (IIOPYYEHHUI );

yder, oO0O0OIIeHne W aHaIM3 pe3yIbTaTOB XOJa WCIOJHCHHUS JOKYMEHTOB
(nopyueHuit);

UH(GOPMHUPOBAHNUE PYKOBOJUTENEH O XO/1€ UCTIONHEHUS TOKYMEHTOB (TIOpYyUYEHU ) U
COCTOSIHUH UCTIOTHUTEIbCKOUN TUCHUTIIUHBI.

6.5. Cpok UCHOJIHEHHS JTOKYMEHTa YKa3bIBAE€TCS HEMOCPEICTBEHHO B JOKYMEHTE,
IIOPYYEHUH WIH B PE30IIOLNN K TOKYMEHTY.

6.6. CpoKM UCITOJIHEHHSI UCUMCIIIIOTCS B KAJICHIAPHBIX JHAX C JAThl, CIEAYIOLEH 3a
JATOM PETUCTPALU JOKYMEHTA.

CpokH MCHOJIHEHUSI TPOTOKOJIBHBIX TOPYYEHUM, KaK MPABUIIO, YCTAHABIMBAIOTCA B
IIPOTOKOJIE W MCUHCISAIOTCS C JaThl, CIEAYIOIIEH 3a JaTod IMPOBEICHUS 3acelaHus
(coBeranus).

6.7. Ecnu mnocnegHuii JeHb CpOKa MCIOJNHEHHUS JOKYMEHTa (IOpYy4eHMs)
MPUXOAUTCS Ha HEpaOOUMil JI€Hb, TO JOKYMEHT MOJJIEKHUT HCIOJHEHUIO B ONbKalimmi
CIEAYIONIUHN 32 HUM pabOUuii IEHb.

6.8. Cpoku ucmoHEHHUS! JOKYMEHTOB (ITOPYUYEHUI) YCTaHABIMBAIOTCS MUHHCTPOM,
UCXOJI U3 CPOKA, YCTAHOBJIEHHOTO OpraHu3alieil, HalpaBUBILEH TOKYMEHT, HJIU CPOKOB,
YCTaHOBJICHHBIX 3aKOHOAATENBCTBOM Poccuiickon denepannu.

6.9. JlokyMeHTHI (MTOpyYEHUS) TIOIICKAT UCTIOTHEHUIO B CICAYIOIINE CPOKH:

YCTAHOBJICHHBIE 3aKOHOJATEJbHBIMU WJIM HWHBIMH HOPMATUBHBIMU MPABOBBIMU
aKTaMHu (TUTIOBOM CPOK MCIIOTHEHHUS);

C KOHKPETHOM JaTOM UCIIOJHEHUS - B YKa3aHHBIN CPOK;

0e3 yka3aHHsl KOHKPETHOM J1aThl HCIIOJHEHUS, UMEIOIINE B TEKCTE IIOMETKY:

"BecbMa CPOYHO" - B TE€UYEHUE OJIHOTO-IBYX JTHEH;

"cpouHO" - B 3-IHEBHBIN CPOK;

"onepatuBHO" - B 10-IHEBHBIN CPOK;

OCTaJIbHBIE - B CPOK He Oonee 30 nHEW, eciii HHOE HE YCTAHOBIIEHO (penepaibHbIMU
3aKOHaMHU.

6.10. [ata ucnonuenus nokymeHta (mopyuenus) ¢uxcupyercs B DPK COJ wnu
WHON pPEerucTpalMOHHO-YYeTHOW (QopMe, HCIONb3yeMOW i OTCICKHUBAHUS CPOKOB
WCTIOJTHEHUSI IOKYMeHTa (TTOpy4YeHUsI).

6.11. IlpuocTaHOBUTH HCIOJHEHHE KOHTPOJHLHOTO JOKyMEHTa (MOpydYeHHs), a
TAK)K€ OTMEHHTh €ro MoxkeT [7aBa, moAnucaBIINK AOKYMEHT WJIM JABLIAKN MOPYYECHUE
(pe3oroIuio).

6.12. B ciy4ae ecnu CpoK MCTOJHEHUS JOKyMEHTA (MOPYYEHUs) MPEBBINMIACT OJUH
Mecsll, B LENsAX OOecreueHus: CBOEBPEMEHHOI'O HCIIOJHEHUS JOKYMEHTa (IOopydyeHus)
MPOBOAUTCS  MPEIBAPUTEIIbHBIA  KOHTPOJb W  HANOMUHAHHUS  HUCIOJHUTENISAM O
NpUOIMKEHNN CPOKOB UCTIOTHEHHSI IOKYMEHTOB (TIOPYUYEHHI).



6.13. HamoMuHaHue UCHONHUTENSAM O MPUOIMKEHUH CPOKOB HCIOJIHEHUS
JOKYMEHTOB (TIOPYYEHHI) MOXKET OCYIIECTBISITBCS B aBTOMATUYECKOM PEKUME
nocpenactsoM COJI U ¢ UCHOIB30BaHUEM JIEKTPOHHOM MOYTHI.

HanmomMuHaHus UCMIONHUTEISAM, a Takxke uHpopMalus 00 UCIOJHEHUU JOKYMEHTOB
(mopyueHuii), moJiydeHHas OT ucnoyinurenel, pukcupyrorcs B IPK CO/] .

6.14. [Ipy HEOOXOAMMOCTH U3MEHEHHUS CPOKA UCTIOTHEHHS JOKYMEHTA (TIOPYUCHHS])
OTBETCTBEHHBIN MCTIOJHUTEIH 00s3aH MPEICTaBUTh HA UMs [ J1aBbl, JaBIIETO MOPYYCHHE,
000CHOBaHUE (TOKIAIHYIO (CIIyKEOHYI0) 3alKCKy) O MPOJJICHUH CpPOKAa C yKa3aHHEM
MIPUYHH MPOJJICHUS U AAThl UCTIOJTHCHHUS.

OO6ocHOBaHUE TMPOMJICHHUS CpOKAa HCHOJHEHHS JOKYMEHTa (MOpYYEeHHSs) MOJAKHO
OBITH HAIPaBJICHO HE MO3JHEE, YeM MO HCTEYCHHH JBYX TPEThHX CPOKa HMCTIOJHEHUS
JOKyMEHTa (MOpPYUYEHHUs ), a €CIIM CPOK MCIIOTHEHUS MOPYUYESHUS MPEBBIIIACT JIBa MECAIIA,
MPEUVIOKEHUST O €ro MNpPOJJIEHUU TMPEJCTaBISIIOTCS B TEUEeHHE |-TO Mecsila Cpoka,
OTBEJICHHOT'O HAa UCIIOJIHEHUE TTOPYUYECHUS.

CpOoKH HCIIOJIHEHUSI CPOUYHBIX TOPYUYEHU HE MPOJJIEBAIOTCA U HE KOPPEKTUPYIOTCHL.

O0 wW3MEHEHHWH CpOKa WCIOJHEHUsI JOKYyMEHTa (MOpY4YeHHs]) OTBETCTBEHHHBIM
UCIIOJIHUTEIb HH(OpMUpPYeET YIpaBieHHUE IeTIaMHu.

W3meHeHuss B COCTaBe WCIOJHHUTENICH JIOKyMEHTa (MOpY4YEHHs) JOJIKHBI
MIPOU3BOJIUTHCS C 00s13aTeIbHBIM UHGOPMUPOBAHUEM Y TIPABJICHUS JICTIaMH.

6.15. JIokyMEeHT cunMTaeTCs UCIOTHECHHBIM U TOJICKUT CHATHIO C KOHTPOJISA TOCIIE
(haKTUYECKOTO HMCIIOJTHEHHUS BCEX COJEpKAIIUXCs B HEM MOPYYECHUH, JOKYMEHTAJIBHOTO
MOATBEPKIACHUS €ro WCIOJHEHUST U COOOIIEHUSI pe3yJbTaTOB €ro paccMOTPEHUS
3aMHTEPECOBAHHBIM OpraHaM, OpTaHU3ALUSIM U JIUIAM.

[IpomexyTtounass wuHboOpMalUsi MO HCHOJHEHUIO JOKYMEHTa HE SBISETCS
OCHOBAHHUEM JIJISI CHSITHUS €r0 C KOHTPOJISL.

6.16. JlokyMeHTHI (TIOpydYeHHMsI), HAXOMSIIMECS Ha KOHTPOJIe, CHHUMAIOTCS C
KOHTPOJISl HA OCHOBAHHUH MOJITOTOBJIEHHOTO OTBETA.

Pemenue 00 vicomHeHUU MOKyMeHTa (TIOpydYeHHsi), He TPEOYIOIIEero HanpaBICHUS
OTBETa, MPUHMMAET [JaBa, MOCTaBUBIIMK JTOKYMEHT (MOpy4YeHHE) Ha KOHTPOJb, C
o0s13aTeIbHBIM UH(POPMUPOBAHUEM Y TIPABJICHHUS JIETIaMHU.

Ceenenust 00 ucrnosHeHuH JokymeHTa (mopydenwusi) BHocaTca B OPK COJl win
HMHYIO PETUCTPALIMOHHO-YYETHYIO (DOPMY, UCTIOJIB3YEMYIO JIJIsSi KOHTPOJISI UCTIOTHEHUS.

6.17. B ciyyae ecnu JOKyMeHT (TTOpy4YeHUE) HE UCTIOJIHEH B YCTAHOBJICHHBIN CPOK,
OH TMPHU3HAETCS HEUCTOJHEHHBIM W OCTaeTcs Ha KoHTpoJsie. OO0sS3aHHOCTH MO €ro
MCIIOJIHEHUIO COXPAHSETCS 32 UCTIOTHUTENIEM.

6.18. YmopaBieHue nenamMy aHaIU3UPYET COCTOSTHUE W PE3yIbTaThl MCIOJHEHUS
JIOKYMEHTOB (TIOPYYEHUI) U COCTOSIHUE HCIOJHUTEIbCKON TUCHMUIUIMHBI U HAMPABISET
['maBe W pPYKOBOAUTENSIM CTPYKTYPHBIX TOJAPA3/ICTICHUNH OTYETHl O KOJIMYECTBE
JIOKYMEHTOB, UCIIOJHEHHBIX B CPOK, UCIIOJHEHHBIX C MPOJJICHUEM CPOKA UCIIOJIHEHUS, HE
WCIIOJTHCHHBIX, HAXOISAIIMXCS HAa WCHOJHEHWU 10 AJIMUHHUCTpPAIMA B IIEJIOM, TIO
CTPYKTYPHBIM MOJPA3ACIICHUSIM H, P HEOOXOIUMOCTH, 110 OT/ICTLHBIM UCTIOTHUTEISIM.

6.19. AnMuHHCTpALIHS €KEMECSIIHO MPEICTaBISIET B AJIMUHHUCTpAIUIO
[IpaButensctBa P/l B 3nexkTpoHHO# hopme mHPOpMaLMIO O pe3yabTaTax pacCMOTPEHUS
oOpareHuii rpakian, OpraHu3aIni, a TAKKe 0 Mepax, MPUHSITHIX 110 TAKKUM OOPAIICHUSIM.



VII. PaGoTa HCHIOJTHUTEJISA € JOKYMEHTAMU

7.1. Opranuzanuss paOOThl € JOKYMEHTAaMU B CTPYKTYPHBIX MOJpPa3eIeHUsIX
AJMUHHUCTpAIlUU OCYIIECTBISIETCS Ha OCHOBAaHUHU pe3ontonuil (mopydenwuii) ['maBel, ero
3aMECTUTEIIEH, PYKOBOJUTENEH CTPYKTYPHBIX MMOJPa3ICICHUAN, HHBIX JOJKHOCTHBIX JIMII,
HAJIEJICHHBIX COOTBETCTBYIOLIMMU MTOJTHOMOYHSIMHU.

7.2. JIOKyMEHTBI, MOCTYHAIIIME B CTPYKTYPHOE MOAPA3ACIICHUE C PE30TIOUUAMU
PYKOBOJCTBA, IEPENAIOTCA  PYKOBOAWTENIO  IOJpasjaeiieHus. Ecim  TOKyMeHT,
ITOCTYNMBIIAKM HA WCIOJHEHHWE B MOJAPA3ACIICHUE, HE UMEET OTHOLIEHUS K KOMIIETEHIIUN
MOAPA3AEIEHUSA, PYKOBOAUTENb NOAPA3ACICHUS B TOT K€ JE€Hb WM Ha CIEAYHOLUU
paboumii JeHb BO3BpallaeT €ro B YMpaBiIeHHE JelaMH JUIsl pEHIeHHs BOIpoca O
[IEPEHANPABJICHUY €r0 Ha HCIOJHEHWE B JIpyroe ImojapasjieiieHue (Ipyromy
HCTIOJIHUTEITIO).

7.3. UcniosiHeHne JOKYMEHTA MPeyCMaTpHUBAcT:

cOOp 1 aHAJIU3 HEOOXO0IUMOM HH(POPMAIIHH;

HOJIFOTOBKY MPOEKTA IOKYMEHTA U €ro o(hpopMIIeHHE;

COIJIaCOBaHMUE MPOEKTA JOKYMEHTA C 3aMHTEPECOBAaHHBIMHU JIMLIAMU;

J0pabOTKy MPOEKTa JOKYMEHTA 10 3aMEYaHUsIM, ITOJYYEHHBIM B XOJI€ COTJIaCOBaHMUS
U, Ip1 HEOOXOAUMOCTH, IIOBTOPHOE COTJIACOBAHUE;

NOJATOTOBKY CNHCKa (yKa3aTessl) pacChUIKM AOKYMEHTA, €CIU JTOKYMEHT aJpecOBaH
IpYyIIIE OpraHu3anum;

IIPE/ICTABIICHUE MMPOEKTA JOKYMEHTA HA MOANMUCH (YTBEPKACHHUE) PYKOBOJICTBY;

IIOATOTOBKY IOKYMEHTA K OTIIPABKE U Nepeaavyy KOIUU JOKYMEHTA B JIEJIO.

7.4. Ilpn HampaBlIeHMM JOKYMEHTA HECKOJIBKMM HMCIIOJIHUTENSAM, OTBETCTBEHHBIM 34
IIOATOTOBKY IPOEKTa JOKYMEHTA SBIIECTCA WCIIOJHUTENb, YKA3aHHBIA B PE30JOLUU
NEPBBIM WM 0003HAYEHHBIN B PE30JIIOLUHU, KAK OTBETCTBEHHBII HCTIOIHUTENb.

7.5. OTBETCTBEHHBII HCIOJHUTENb HMMEET IPaBO JaBaTh I[OPYYEHUS OCTAJIBHBIM
UCIIOJTHUTEIISIM, IPOBOAUTH paboure COBELIAaHUs AJisi BRIPAOOTKU COBMECTHOIO PELLEHUS.
Bce ucnosHUTENM B paBHOM CTENEHH OTBETCTBEHHBI 32 CBOEBPEMEHHOE U Ka4€CTBEHHOE
WCIIOJIHEHHE TIOPYYEHUS M  IPEACTABICHHE OTBETCTBEHHOMY  HCIIOJHMUTEIIO B
YCTaHOBJICHHBIE UM CPOKU HEOOXOAMMBIX MaTepuajoB (IIPOEKTOB JOKYMEHTOB, CIIPABOK).
HcnonmHurenn HE HMMEKOT IpaBa MPEACTABIATh MPOEKTHI JOKYMEHTOB PYKOBOJMTEINIO,
JaBLIEMY MOPYYEHUE, MUHYSI OTBETCTBEHHOTO UCIIOJIHUTETIS.

7.6. B ciydyae OTCYTCTBHSI MCHOJHUTENS (KOMaHIMPOBKA, OTIIYCK, OOJIE3Hb)
NOKYMEHT TIO YKa3aHUIO PYKOBOAMUTENS IMOAPA3NACICHUS TEPENAECTCA  JIPYyroMy
UCIIOJIHUTENO0 ¢ 00s3aTenbHbIM BHeceHueM u3MeHeHuid B DPK noxkymenrta B COJ] mnwm
MHYIO PETUCTPAIMOHHO-YUYETHYIO (OpMY.

7.7. llpu yBOJBHEHUU WM TIEPEXOJIe HA IPYTOM yd4acTOK paboThl COTPYIHUK 00s3aH
cAaTh JOKYMEHTHI U JieJla PYKOBOJAUTEIO MOAPA3AECICHHUS WM IO €ro YKa3aHWK BHOBb
Ha3HAYCHHOMY COTPYIHHUKY (B cly4yae HEOOXOAMMOCTH, MO aKTy MpUeMa-Tiepenadu, B
KOTOPOM YKa3bIBAKOTCS BUABI 1€ (3aroJIOBKM JI€J) U HX KOJMYECTBO M KOTOPBIU
MOJMUCKHIBaeTCS PabOTHUKOM, MEPENaBIIMM JIOKYMEHTbI, U PaOOTHUKOM, MPUHSBIIUM
JOKYMEHTBHI).

7.8. Pe3ynbTaTOM HCHOJHEHUS JOKYMEHTa SBISETCA IPOEKT JOKYMEHTa,



NOATOTOBJICHHBIN UCIIOJHUTEIIEM.

[IpoekT AOKYMEHTa CO BCEMH HEOOXOJUMBIMHU MPHIOKEHUSMHU, HanedaTaHHBIA U
O0(OpPMJICHHBIM B COOTBETCTBUU C IMpPaBUJIAMH, YCTAHOBJIEHHBIMH B pa3jiesie 3 HACTOSIIEH
MHCTPYKLHNH, UCIIOJIHUTENb COTJIACOBBIBAET C 3aMHTEPECOBAHHBIMHU MOAPA3ACICHUSMH U
JUIAMU U, TIPU HEOOXOAUMOCTH, C IPYTUMHU OpraHU3aLUSIMH.

JIOKyMEeHTBI, TpeTHA3HAUYCHHBIE JUIsI OTHpPaBKH, OGOPMIIAIOTCS Ha OJlaHKe
AJIMUHUCTpAllUU YCTaHOBJIEHHOW (opmbl. [ OTHpaBKU AOKYMEHTOB, HE HMEIOIIHNX
aZPECHOM YaCTH, COCTABIISIETCS COMPOBOAUTEIBHOE TUCHMO.

Ha nokymeHT, paccbuiaeMblii 0ojiee 4eM B YEThIpE aapeca, UCIOIHUTEIb TOTOBUT
CIIHCOK PACCBUIKH, ONPEAEISACT KOJUYECTBO HSK3EMILULIPOB JOKYMEHTAa U TMOCHE
perucTpanuu 006ecreurnBacT U3rOTOBICHIE HEOOXOIUMOTO KOJIMIECTBA KOTIHIA.

7.9. Ucnonuutenb (OTBETCTBEHHBIM WCIOJHUTEIb) OpPraHU3YET COIJIACOBAHUE
(BU3MpOBaHUE) MPOEKTa JOKYMEHTAa CO BCEMHU 3aMHTEPECOBAHHBIMU JIMIIAMHU U MPOBOJUT
T0pabOTKY MPOEKTA.

[Tpu Hamuyuu OOJNBIIOTO KOJIMYECTBA 3aMEUYaHUM 70 MPEACTaBICHUS JOPAOOTAHHOTO
IIPOEKTa JOKYMEHTa Ha NOANUCH PYKOBOJAUTEIID HWCIOJHUTEIb TOTOBUT CBOJAKY
3aMedaHuii  (MpeUIoKEHU), B KOTOPOM YKa3bIBACTCS: COJEpNKAHUE 3aMEUaHUs
(npensoxkeHus), MOJDKHOCTh, (amumiiug Juila, AaBIIETO 3aMEeYaHHe, MPUHITO WU
OTKJIOHEHO 3aMeyYaHue (€CiIM 3aMeUaHue OTKJIOHEHO, MPUYNHY OTKJIOHEHUS).

7.10. Ilocne nopaOOTKM W TIOBTOPHOTO BU3UPOBAHHUS (COIVIACOBAHUSA) MPOEKT
JIOKYMEHTa TiepefaeTcs Ha noamnucanue (yrBepxkiaeHue). Jlo nmpencraBieHus Ha MOANUCH
VYrpaBienue aenaMu MpoBEpsieT MPaBUIBHOCTh 0QOPMIICHUSI JOKYMEHTA, MPaBUILHOCTD
odopmIIeHUS aipecaTa, HaJTuyue HeOOXOIUMbIX BU3, TPUIIOKEHUM, TPU HEOOXOAUMOCTH —
CIIPABOK, TMOSICHUTEIIBHBIX 3alUCOK, Pa3bACHAIOIINX COJCPKAHUE TMOATOTOBICHHBIX
JIOKYMEHTOB, JiucTa (yKa3aTess) pacChUIKH.

7.11. IlognucaHHBIN TOKYMEHT PErHCTPUPYETCS M OTIPABISETCS W/UIU BKIIOYACTCS
B JIEJIO.

B cooTBeTcTBMHM ¢ HOMEHKJIATYpPOM JeN YTPaBJICHUE JEIaMU OIPEACIeT UHACKC
7ieNa, B KOTOPOE JOJIKEH ObITh BKIIFOYEH JTOKYMEHT.

7.12. B Xoae UCHONHEHUS JOKYMEHTAa HWCHOJHUTENb HWMEET IpPaBoO IMpejiararhb
W3MEHEHHUE CpOKAa MCIIOJHEHUS, €CJIM OTCYTCTBYIOT PEaJbHBIE YCIOBHUS HCIIOJHECHUS
JOKyMeHTa (Topy4eHust), AeiaTh MOMETKA Ha JOKYMEHTE O BPEMEHU €Tr0 MOCTYIUICHHUS, O
JaTax MPOMEKYTOUYHOT'O KOHTPOJISI, TeleOHHBIX M THUChMEHHBIX 3ampocax, O JaTe u
pe3yJibTaTe OKOHYATEIBHOIO UCTIOJIHEHUS.

7.13. McnoJIHUTENh HE UMEET MpaBa pasriaiiaTh COAEPKAHUE MOCTYNUBIINX K HEMY
JIOKYMEHTOB W MOJITOTOBJICHHBIX MTPOCKTOB CIIY>KEOHBIX JTOKYMEHTOB, C HUMU MOTYT OBITh
O03HAKOMJICHBI TOJIBKO JIMIIA, UMEIOIIME OTHOILICHUE K UX UCITOJTHEHHUIO.

VI1ll. JoxkymeHTanbHblil GOHA AAMUHUCTPALIMHA

8.1. Pa3paboTKa u BeJleHHe HOMEHKJIATYPBHI 1€

8.1.1. Opranuzanusi JTOKYMEHTOB B JIEJIOMPOU3BOJICTBE TMPEACTABISAET CO00i
COBOKYITHOCTh BHUJIOB padOT, OOECMEYMBAIOIIUX COXPAHHOCTh, YYE€T, CHCTEMATH3AIUIO
JTOKYMEHTOB, (popMUpOBaHUE U O0GOPMIICHHE JIe] B JEJIOMPOU3BOJCTBE U UX TEpenady B



apxuB AJIMUHHUCTpauuu (Jamee — apxXWB) B COOTBETCTBUU C TpeOOBaHUSAMH,
YCTAHOBJICHHBIMH T'OCYJapCTBEHHBIMH CTaHAApPTAMU Ha JIOKYMEHTbI, HOPMAaTHBHBIMU
npaBoOBbIMH akTamMu DenepalbHOrO ApXMBHOTO areHTCTBA, a TAKKE COOTBETCTBYIOIIMMU
HOPMaTUBHO-METOJINYECKUMHU JOKYMEHTAMU 10 apXUBHOMY JI€NTy U JEJIONPOU3BOJICTBY.

8.1.2. B memax XpaHeHHUs, IOMCKAa M HCIIOJIb30BAaHUS JIOKYMEHTHI Ha OyMa)KHOM
HOCUTEJIC U DJIEKTPOHHBIC JOKYMEHThI  (OPMHUPYIOTCS B J€Ja B  COOTBETCTBUU  C
HOMEHKJIATypO JIe.

HomeHnkinatypa fen 3akperisier  kinaccupukanuio  (TPyNIUpoOBKY) — HMCHOJHEHHBIX
JOKYMEHTOB B Jienia (3JIEKTPOHHBIE JA€a), CUCTEMAaTU3allI0 U HHACKCALUIO JIEN, CPOKU HX
XPaHEHMSI U SIBJISIETCS] OCHOBHBIM YUYETHBIM JIOKYMEHTOM.

Homenknatypa nen sBIISIETCSI OCHOBOW JJII COCTABJIEHMSI ONMCEH JIEN MOCTOSHHOTO,
BpeMeHHbIX (CBbIIIe 10 J1eT) CPOKOB XpaHEHUS U IO JIMYHOMY COCTaBY, aKTOB O BBIJICIICHUH K
YHUUYTOKEHUIO JOKYMEHTOB C HCTEKIIMMH CPOKaMH XpaHEHMs, a TakkKe I ydera Jien
BpeMeHHBIX (710 10 JeT BKIFOUMTENFHO) CPOKOB XPaHEHHUSI.

8.1.3. Homenkunatypa fien AJJMUHUCTpAIIUM COCTABIISIETCS HA OCHOBE M3YUEHHSI COCTaBa
U COJEp)KaHUs JIOKyMEHTOB, OOpa3ylolIuXcs B JIEATEIBHOCTH AJMHUHHUCTpAIUM, BKJIHOYAs
JOKYMEHTBI, MOCTYMHAIOIINE U3 IPYTUX OPraHu3aluil.

8.1.4. Ilpu cocTaBieHNM HOMEHKJIATYPHI JIEN CIIEAYeT pyKoBOACTBOBaThCs [lonoxenrnem
00 AJMHMHHUCTpAllMU, TOJIOKEHUSIMU O CTPYKTYPHBIX MOAPA3NCICHUSX, IITaTHHIM
pacricaHueM, IUIaHaMH U OT4YeTaMH O paboTe AJMHHUCTpAlMK, HOMEHKIIATypoil Nen 3a
MPOIICIINIA TOJl, HOPMATUBHBIMU aKTaMu AJMUHHMCTPALIMH, COACPKAIMMHU CBEICHUS O
JOKYMEHTaX, 0Opa3yrolMXcsl B ACATEIBHOCTH AJIMUHUCTPAIMU, TIEPEUHSIMHU JIOKYMEHTOB C
YKa3aHHEM CPOKOB UX XPaHECHHSI.

8.1.5. B HOMEHKIaTypy /e BKIIIOYAIOTCS BCE JOKYMEHTBI, OTPaKAIOIINE AESTEIBHOCTh
CTPYKTYPHBIX TOJpPA3AeiICHUN AJIMUHUCTpAIMK, B TOM YHCJE JOKYMEHTbl OrpPaHUYEHHOIO
JIOCTYTIa, PETUCTPALIMOHHBIE W YYETHBIC KYPHAJIbl U KApPTOTEKH, B HEOOXOIUMBIX CIydasx -
KOMHMU JIOKYMEHTOB. JIOKYMEHTBI, CO3[aHHbIE B DJEKTPOHHOU (opMe, BKIIOUAIOTCA B
HOMEHKJIATypY JIeJ TI0 TEM K€ MPaBUiIaM, YTO U JJOKYMEHTHI Ha OyMa)KHOM HOCHTEIE.

8.1.6. Cpomnas HOMEHKJaTypa Jeid AJMHHUCTPAIIUA COCTaBISCTCS JIMIIOM,
OTBETCTBEHHBIM 3a apXWB AJMUHHUCTPALMHM, HA OCHOBE HOMEHKJIATYpP JEJI CTPYKTYpPHBIX
nojapasneneHuit mo ¢opme, yctaHoBlieHHOW IIpaBuiamu XpaHeHHs, KOMILIEKTOBAHMSI,
y4yeTa U HCHOJb30BAHMUS JOKYMEHTOB ApXWBHOrO (oHma PD u npyrux apxXuBHBIX
JOKYMEHTOB B OpraHaX MECTHOTO CaMOYMPaBIICHHUSI.

8.1.7. Howmenknarypa naen AJIMUHUCTpAIMA TMOJIUCHIBACTCS PYKOBOAUTEIEM
VYnpaBneHus nenamMu, BU3UPYETCS JTULIOM, OTBETCTBEHHBIM 34 apXUB, COTJIACOBBIBACTCS C
AKCIIEPTHOU KOMHUCCHEN AJMUHUCTPALUY.

AJIMUHUCTpAIUs SBJISIETCS HWCTOYHUKOM KOMIUIEKTOBaHUS KU3MIIOPTOBCKOTO
pPaliOHHOT'O0 MYHUIMIIAJILHOTO apXUBa, OAUH pa3 B 5 JIET MPEACTABIAECTCS Ha COIIaCOBAHUE
OIIK MunuctepctBa roctutiuu P/I.

BHOBB CO3aHHOE€ WJIM PEOPTraHU30BAHHOE IOJAPA3JACIICHUE JTOJHKHO B MECSYHBIN
CPOK pa3paboTaTh HOMEHKJIATYPY e U MPEACTaBUTh €€ B Y TIPaBJICHHUE JIeTaMHU.

8.1.8. Homenknartypa nen, cormacoBanHas ¢ JOIIK Muntocra PJl, yTBepxkmaercs
['maBoit AamMuHUCTpauii W BBOAUTCA B JEWUCTBUE C 1-ro sIHBapsA MPEACTOSIIETO
kasiengapHoro rojga. CornmacoBanHas ¢ OIIK Munrocra P/] HOMeHknarypa Jeia B KOHLE



Ka)X/10ro rojia yTOYHsETCs, NeperneyaTbiBaeTcs, yreepxknaaercs [naBoit m BBoautes c |1
SIHBaps NPEJCTOSIIEr0 KaJeH1apHoro roja.

Paznensl B CBOJHON HOMEHKIAType Jeid AJMHUHUCTPALIMA  COOTBETCTBYIOT
Ha3BaHUSAM MOJpa3fe/iCHUH M pacloiaraloTcsi B COOTBETCTBUM C YTBEPKIECHHOM
CTPYKTYpOil AIMUHUCTpALIUU.

8.1.9. CponmHas HOMEHKIATypa Jnen rmne4ataerca B 4 »sx3emruisipax. [lepBbrii
YTBEPKJICHHBIN 3K3EMIUIAP SIBISETCS TOKYMEHTOM IOCTOSIHHOTO XPaHEHHS U BKIIFOUAETCS
B JIeJI0 YTpaBl€HUs [eJaMy, BTOPOMl — HCIOJNB3YEeTCS B YHPABICHHUSIX M OTAENIAX B

KauecTBe pabdoyero »3K3eMIULIpa, TPETUH — Nepenaerca B apXuB AJMUHUCTPALUH,
YETBEPTHIM XpaHUTCS B ApxXuBHOM otaene aamuHuctpaumn MP  «Kusnmroprosekui
panion».

PaGounii 5K3eMIIISIp HOMEHKJIATYPBI J€JI MOKET BECTUCH B DJIIEKTPOHHOM BHUJIE.

8.1.10. I'padpr HOMEHKIATyphl €1 3aloJHSIITCS CIEAYIOIUM 00pa3oM (cM.
[Mpunoxenne Ne 6):

B rpade 1 mpocTaBIsAIOTCS UHACKCHI KaXKI0T0 Jelia, BKIIOYEHHOTO B HOMEHKIIATYpy.
WNupaekc nena cOCTOUT U3 YCTaHOBJIEHHOTO B AJMUHHUCTpauu HU(POBOro 0003HAuUEHUS
CTPYKTYPHOI'O ITOAPA3/EIEHUS U NOPSIKOBOIO HOMEPA 3aroJIoBKa Jieja 10 HOMEHKJIAType
JeJl B IpeJiesiax CTPYKTYpHOro noapaszaeneHus. UHaekcesl nen 0003HayaroTesi apabCKUMU
uuppamu, Hanpumep: 10-04, rne 10 — uMHIOEKC CTpYKTypHOro mnoapasaeneHus, 04 —
MOPSAIKOBBIA HOMED Jea.

B HOMeHKnaType Jdell PEeKOMEHIYETCS COXpaHATh OJMHAKOBBIE HWHIEKCHI IS
OJTHOPOJHBIX €I B Mpeenax pa3HbIX CTPYKTYPHBIX MOAPA3/IeIICHUN;

B Tpady 2 BKIIOYAIOTCSA 3arojloBKH Jen (ToMoB, dacteil). JlOKyMeHThl B
HOMEHKJIAType JIeJl paclojiaraloTcsl Mo CTENEeHW 3HAYMMOCTH U MO Ha3BaHUsAM. BHauaie
pacnoJiararoTcs  3arojOBKH 1€, COJEpXKalllUX OpPraHU3alMOHHO-PACHOPSAUTEIbHYIO
JOKYMEHTAIIUIO, JaJIee - MUIAHOBBIE U OTYETHBIE JOKYMEHTHI, IEPENUCcKa U T.I.

3arojoBOK Jiefla JOJDKEH YeTKO, B 0000IeHHOH (opMe oTpakaTh OCHOBHOE
CoJiep)KaHue U COCTaB JIOKyMEHTOB Jena. He gomyckaercst ynorpeGieHHe B 3arojoBKe
7iea HEeKOHKPETHBIX (POPMYyIHUPOBOK («pa3Hble MaTepHalibl», «oOInas Mepenuckay u
npyroe). 3arojloBKH JeJd MOTYT YTOUYHATHCS B Iporiecce (GOpMUPOBAHUS JCN. 3aroJOBOK
JieJla COCTOMT W3 DJIEMEHTOB, pPAaCHOJIaraéMbIX B CIEAYIOLIEH MOCIEA0BATENbHOCTH:
Ha3BaHuWE BUJa Jena (KypHaj, TMepenucka) WIA Pa3HOBUJIHOCTH JOKYMEHTOB
(pactiopsbkeHHsI, aKThl); Ha3BaHWE AJMHHUCTPAlMM WJIA €r0  CTPYKTYPHOTO
nojpaszeneHus (aBTop JOKyMEHTA); Ha3BaHUE OpraHu3alui, KOTOpoi OyayT aapecoBaHbl
WM OT KOTOpPOMl OyayT MOJydYeHbl JTOKYMEHTHI (aapecaT Wiu KOPPECHOHJEHT); KpaTKoe
coJiepKaHue TOKYMEHTOB Jiea; fata (mepruo/), K KOTOPhIM OTHOCSITCSl AJOKYMEHTHI Jiefia.

B 3aronoBkax [nen, coaep)KauMx JOKYMEHTbl IO OJHOMY BOMPOCY, HO HE
CBSI3aHHBIX TIOCJIEIOBATEILHOCTHIO MCTIONHEHHUS, B KaueCTBE BHUA Jeiia YIMOTpeOsseTcs
TEPMUH <«JIOKYMEHTB», a B KOHIIE 3aroJioBKa B CKOOKaX YyKa3bIBalOTCS OCHOBHBIC
Pa3HOBUHOCTHU JOKYMEHTOB, Hanpumep: «J{oKyMeHTBHI O ... (TIJIaHbl, aKThI, TOKJIAIbI)».

B 3arosioBkax nei, coAepKalluX NEPErucKy, YKa3bIBA€TCS C KEM M IO KaKOMY
BOIIpOCY OHa Bejaercs. Eciu mepenucka BEAETCS C OJHOPOJHBIMU KOPPECIIOHACHTAMM,
NOCJICAHNE HE YKa3bIBAlOTCS, YyKa3bIBAeTCS TOJIBKO MX 0OIee BHJIOBOE Ha3BaHUE:
«Ilepenucka ¢ opraHaMy HCIOJIHUTEIBHON BiacTu PecmyOnuku JlarectaH mo OCHOBHOM



NEATEIIBHOCTH.

Ecam  KOppecnoOHIEHTBl pa3sHOPOJHBIE, TO IMOCIECOHUE HE MEPEUUCIIIOTCS,
HarpuMep: «Ilepenncka ¢ opraHnu3alusIMU 10 OCHOBHOM JAE€SATEIbHOCTIY.

Ecaum KOppecnOHIEHT OAWH, TO OH YKa3blBaeTcsi B 3arojIOBKE, HalpuMep:
«Ilepenucka ¢ MuHucTEepcTBOM 00pa3oBanus PecnyOnuku JlarectaH MO OCHOBHOMU
NEeATETBHOCTI.

B 3aromoBkax gen, coiepKallMX IUIAHOBYIO WJIM OTYETHYIO JOKYMEHTAIlUH,
yKa3bIBaeTcsl mepuoj (rod, KBapTaj, Mecsl), Ha (3a) KOTOPBIM COCTaBJICHBI ILIAHBI
(oTueThl);

rpada 3 3anogHsAETCs M0 OKOHYaHUH KaJIEHAApHOTO ro/1a;

B rpade 4 yka3pIBaeTCsl CPOK XpaHEHUS JIeTIa;

B rpadpe 5 «lIlpumeyanue» mpOCTaBISAIOTCS OTMETKM O 3aBEJACHUU JEl, O
MEePEXOIAUINX JIeaxX, O BBIICIECHUH JEJ K YHUUTOKEHHIO, O COTPYIHUKaX, OTBETCTBEHHBIX
3a (POpMUPOBAHUE JIE]1, YKA3bIBAIOTCS Ha3BaHMsI IEPEUHE JOKYMEHTOB, UCIIOJIb30BaHHBIX
IIPH OIIPEACIICHUH CPOKOB XPAHEHUS JE.

8.1.11. Ecnmu B TeyeHue roma B AJMUHUCTpAIlMM BO3HUKAIOT HOBBIC
JOKYMEHTUPYEMBIE Y4YacTKH pabOThbl, HE MPEAYCMOTPEHHBIE Ji€a, OHU JOIMOJHUTEIBHO
BHOCATCA B HOMEHKJIATypy Jeia. JUId BHOBb 3aBOAMMBIX [J€1 B KaXJAOM pasjelie
HOMEHKJIATYPHbI JI€JT OCTABIISIIOTCS PE3€PBHBIE HOMEPA.

[Io okoH4YaHWM roja B KOHLE HOMEHKJIATYypbl €N JeNIaeTCsd UTOroBas 3allkcCh O
KaTeropusx U KomvecTse 3aBeieHHbIX nen (IIpunoxenne Ne 6).

8. 2. ®opMupoBaHue /ieJ U UX TeKyllee XpaHeHue

8.2.1. ®opmMupoBaHueM el SIBISIETCS TPYNIHUPOBKA HCIIOTHEHHBIX JOKYMEHTOB B
JieJia B COOTBETCTBUU C HOMEHKJIATYPOH JI€7 M CUCTEMATU3alIMsl IOKYMEHTOB BHYTPH Jiea.

Jlena B CTPYKTYpPHBIX MOApa3feieHUsXx  AJAMUHUCTpanuu  GHOPMUPYIOTCA
COTPYIHHMKaMH, OTBETCTBEHHBIMHU 32 JEJIONPONU3BOJICTBO.

MeTtoauueckoe pPYKOBOACTBO M KOHTPOJb 32 MPaBHJIBHOCTbIO (DOPMUPOBAHMS U
o(opMmIIeHHs JeJT OCYIIECTBISAETCS HauaJbHUKOM OT/AeJa apXuBa.

[ToTHOCTBIO HKCHOJIHEHHBIE JIOKYMEHTBl MCIIOJHUTEIEM (HOPMUPYIOTCS B JAEIO.
Howmep nena, B KOTOpo€ AOKEH ObITh MOALIUT JTIOKYMEHT, ONpenesseT ucrnoanutens. Ha
JOKYMEHTE IIPOCTABIIIOTCS OTMETKU «B nemo Ne », 1aTa, NOANKUCH UCTIOTHUTES,
pacuippoBKa MOAMHKCH.

8.2.2. Tlpu popmupoBaHuu A€ HEOOXOAUMO COONIOJATH CIEAYIOIUEe MpaBUiia: B
Jena TMoMeuiaTb TOJbKO MCHOJHEHHBbIE, MpPaBUIbHO OQOPMIIEHHBIE JIOKYMEHTHI,
OTHOCAIIMECS K OJHOMY BOIPOCY 3a KaJCHIApHbIM ToJl (MCKIIOYEHUE COCTABIISIIOT
nepexoisuie Jena); Jeia IOCTOSHHOIO M BPEMEHHOro XpaHeHus (OpMUPYIOTCS
pa3liebHO; JIOKYMEHThl BHYTPH Jella PaclojiaratoTcss B XPOHOJIOTMYECKOM, BOMPOCHO-
JIOTUYECKOM TOCIEOBAaTENbHOCTH WM MX COYETAaHWHM; B JieJa HE IMOMEIIAITCs
YepHOBUKH, JUIIHUE 3K3eMIULIpbl. [Ipn Hamuyuu B nene GOJbIIOro KOJMYECTBA JIMCTOB
JieNa MOAPA3EISIIOTCS Ha TOMA, MHAEKC M 3arojlOBOK Jeia MPOCTABISAETCS Ha Ka)XJIOM
TOME C TOOaBJIEHUEM «T. 1», «T. 2».

8.2.3. PacnopsiautenbHble JOKYMEHTHl TPYNIHUPYIOTCS B Jefla MO BUIAM H
XPOHOJIOTMH C OTHOCSIILIUMUCS K HUM ITPUIIOKEHUSMHU.

[IpOTOKOJIBI KOJUIErMU TPYHNITUPYIOTCS C MPUIOKEHUSIMU K HUM U PACIIOIAraroTcs B



JieJie B XPOHOJIOTUYECKOM MOPSAIKE 10 HOMEPAM.

[TonoxeHusi, UHCTPYKLMH, YTBEP>KICHHbIE HOPMATHUBHBIMH IPABOBBIMHU aKTaMH,
SBJISIFOTCSL TIPWJIOKEHUSIMUA K HUM M TPYNIUPYIOTCS BMECTE C YKa3aHHBIMHU akTaMu. Eciu
K€ OHHM YTBEPXKJCHbl B KAaUECTBE CAMOCTOATENIBHOTO JOKYMEHTa, TO UX TPYNIHUPYIOT B
CaMOCTOSTEIIbHBIC JIeTa.

[Topy4yenusi, peKOMEHIAIIM MUHUCTEPCTB, OPTaHU3AIMH, BEAOMCTB U JTOKYMCHTHI
N0 WX WCHOJHEHUIO TPYNIUPYIOTCS B Jella 10 HalpaBICHUAM JESTEIbHOCTH
AJIMAHUCTpaLNH.

PacriopshkeHUs 10 JTUYHOMY COCTaBY TPYHIHUPYIOTCS OTAEIBHO OT PACIOPSKEHUMN
M0 OCHOBHOMW JIEATENHHOCTH. PacnopsikeHusl 0 Ha3HAUYE€HUH, TIEPEMEIICHUH, YBOJIbHEHUN
COTPYIHUKOB (XpaHsIIHecs 75 JEeT) TPYNIUPYIOTCS OTIENBHO OT MPHUKAa30B 00 OTIYCKax,
KOMaHJIUPOBKAX, MOOIIPEHUSX, JUCITUTUIMHAPHBIX B3bICKAHUSX U T.J. (3TH PaCIOPSHKCHUS
XpaHsTCs S5 JIeT).

[1nanbl, OTUETHI, CMETHI POPMUPYIOTCS OTIAEIHHO OT MPOECKTOB 3TUX JOKYMEHTOB U
JIOJKHBI XPAHUTHCS B Ji€JIaX TOTO rojia, Ha KOTOPBIA OHU COCTABJICHBI.

[lepenucky c y4pexIEHUSIMHU W TpaxKJaHaAMHU CIEIyeT TpYNIHUpPOBaTh B Jeia 3a
MepPHOJT KaJIEHJJAPHOTO To/1a.

B neno mepenucku MOMEMIAIOTCS BCE JOKYMEHTHI, BO3HHUKIIHME B XOJAE PEIICHHUS
Borpoca. Ilepenucka cucTteMaTu3upyeTcss B XPOHOJOTHMYECKOW MOCIEI0BATEIbHOCTH:
JOKYMEHT-OTBET IOMEIIAaeTcs 3a JOKyMeHTOM-3ampocoMm. I[lpum  Bo300HOBIEHUH
MEPETHUCKH 10 OINPEACTICHHOMY BOIMPOCY, HAYABIICHCS B MPEABIAYIIEM TOAY, TOKYMEHTHI
BKJIFOYAIOTCS B JIEN0 TEKYIIETr0 IoJia ¢ YKa3aHUEeM MHJIEKCa MPEIbIIYIIEro roja.

JluneBble cyeTa pabOTHUKOB AJMUHUCTPAIIMU TPYIIIUPYIOTCS B CAMOCTOSTEIHHBIC
JieNa ¥ pacrhojlaratoTcsi B HUX CTpPOro B mopsake andaButa mo (aMuiusM, UMEHaM U
OTUYECTBAM.

8.3. IloaroroBKka T0KYMEHTOB M JieJ1 K Nepeaye HAa ApXUBHOE XPaHEHUe

8.3.1. C MomeHTa 3aBeleHHUS U JO0 Tepefayd B apXuB AJIMUHUCTpaUH (WU
YHUYTOXKEHUS) Jeia XPaHITCs M0 MECTY X (DOPMUPOBAHMUSI.

Jlena cuuTaroTcs 3aBEJCHHBIMM C MOMEHTa BKIIOUYEHHMS B HHUX TIEPBOTO
MCIIOJIHEHHOTO JIOKyMeHTa. [lociie ncrnomHeHus: JOKyMEHTOB Y OKOHYaHHS pa0OThl C HUMHU
OHHM TIOMEIIAIOTCS B TBEPJIbIE OOJI0KKH WM MAMKH-PETUCTPATOPHI.

PykoBoguTenn  CTPYKTYpPHBIX  TOApPA3ACIICHWA W COTPYOHUKH  HECYT
OTBETCTBEHHOCTb 32 COXPAHHOCTH JOKYMEHTOB H JIEII.

Jlena HaxonmaTcs B pabOYMX KOMHATaX WM CHEIHATIBHO OTBEICHHBIX MTOMEIICHUSX,
pacnoJiararorcs B mkadax, ceiipax B COOTBETCTBUU ¢ HOMEHKJIATYPOU Jied.

B 1ensix TOBBIIICHUS OTIEPAaTUBHOTO IMOWCKAa JOKYMEHTOB BCE Jelia XpaHSTCS B
mkadax B BEPTUKAIHHOM IMOJOKEHUHU, B KaXKJIOM mKady I0DKHA ObITh Komus (Wiu
BBITIMCKA) HOMEHKJIATYPBI JIeJI, XPAHAIIUXCS B 3TOM IIKady; HA KOpEmKax O0JOXKEeK el
YKa3bIBAIOT UHIEKCHI JICIT /TSl 00JIETYSHUS TIONCKA JICII.

PaGoTHuky monpasnaeneHuii AIMHHHCTpPAIUA XPaHAT y ce0s Ha CTOJE TOJIBKO
JIOKYMEHTBI, HAaXOIAITUECS HA UCTIOJIHCHUU.

Jlena, HaxonsAmuecs Ha TEKYIIEM XpaHEHUHU, MOJJiexaT y4deTy. B ciydae yTpartbl
JOKYMEHTOB M JIeJ1 MPOBOAMUTCS CIYKEOHOE paccieloBaHue, MO pe3yabTaTaM KOTOPOTo
JIMII0, BUHOBHOE B yTpaTe, HECET OTBETCTBEHHOCTh B YCTAHOBJIIEHHOM MOPSIZIKE.



8.3.2. Brimaua nen paboTHHUKaM Jpyrux nojpasieiaeHuil He mpousBoautcs. [lpu
HE0OXOIUMOCTH, BbIIAETCS KOS TOKYMEHTA.

CTOpOHHUM OpraHu3alMsM Jela BBIJAIOTCA C paspeuieHust [7aBbl WU €ro
3aMeCcTHUTelIel 10 aKkTaM Ha OCHOBaHUH MX MMCbMEHHOTO 3ampoca.

W3bsaTie  TOKYMEHTOB W3 JIel TIOCTOSIHHOTO XpaHEHHs JIONyCKaeTcs B
UCKJIIOYUTEIBHBIX CIIy4asX W MPOU3BOAUTCS C pazpemieHus [maBbl AAMuUHUCTpanuu C
00s13aTeNIbHBIM OCTABJICHUEM B JIEJI€ 3aBEPEHHONM KOMHUM JOKYMEHTa U aKTa O MPUYUHAX
BBIJIAYX TTOJITMHHUKA.

8.3.3. IlogroToBka nen K mepeiaye Ha XpaHEHUE B apXWB AJMHHUCTpAlMM U Ha
YHUYTOXKEHUE TMPEAyCMaTpUBAECT padoTy, KOTOpas NPOBOJUTCA B MOJpa3ACICHUSIX
AJIMUHUCTpAllMd W BKJIIOYAET B Ce€O0s CIENYIOIIME JTallbl: MPOBEACHUE HKCIECPTU3BI
LEHHOCTHU JOKYMEHTOB; MOJHOE OQOPMIIEHUE AEJT; COCTABJIEHUE OINUCEH JIe]T; COCTABIICHUE
aKTOB O BBIJICTICHUU K YHUUTOXKEHUIO JIEJ C UCTEKIIIUM CPOKOM XPaHEHHUSI.

Orta pabora NPOBOAUTCS B COOTBETCTBUM C Hacrosimed WHcrpykiuedn u
BBITIOJIHSIETCS] pA0OTHUKAMU TO/Ipa3/ieNieHuid A IMUHUCTPAIUH.

KOHTposib BBITIOJIHEHUSI BBINIEYKA3aHHBIX PAabOT M METOJUYECKYIO IOMOIIb
Mo/ipa3ieNieHusiM A JIMUHUCTPAIIMU OCYIIECTBIISIET OT/IET apXHUBA.

8.3.4. B 3aBUCHUMOCTH OT CPOKOB XpaHEHHUs MPOBOJMUTCS MOJHOE WM YACTUYHOE
opopminenue xaen. I[lomHomy odopmileHHIO MOIJIEKAT JAelia MOCTOSHHOTO, BPEMEHHOIO
(cBbimie 10 5et) Xpa"HeHus W 1O JUYHOMY coctaBy. [lomHoe odopmiieHue nena
npeaycMarpuBaeT oOpMIICHHE PEKBU3UTOB OOJIOKKH JI€Ja MO YCTAaHOBJIEHHOW (opme;
HyMEpaIvIo JINCTOB B JieJie; cocTaBieHHEe jucTa-3aBeputens nena (Ilpumoxkenue Ne 9);
COCTaBJICHUE B HEOOXOJMMBIX CIydasiX BHYTPEHHEH OMUCH JIOKYMEHTOB JieJa; MOJIITUBKY
WJIM TIEPETLIET /ieJ1a; BHECEHHE HEOOXOUMBIX YTOUHEHU B PEKBU3UTHI OOJIOKKH JIea.

8.3.5.Ha 006105Ke aena yka3bIBalOTCsl PEKBU3UTHI: HAMMEHOBAaHUE AJMUHUCTPAIINH
U CTPYKTYPHOTO TOJpa3/ejeHus, JAEIONPOU3BOJICTBEHHBIN HOMEpP (MHIEKC) Jena,
3aroJIOBOK Jiena; Jata jaefia (ToMa, 4acTh); KOJIMYECTBO JINCTOB B JIEJIE; CPOK XpaHEHUs
7ieJla ¥ HOMEp CTaThH 10 MepeyHro; apxuBHbIi mmdp nena ([punoxenne Ne§)

Ha 00mnosxke 3aBeIeHHBIX JIeJ1 IOJKHBI OBITh TPOCTABIICHBI CIIETYIONNE PEKBU3UTHI:

HAaUMEHOBaHUE AJIMUHHUCTPAIMA — YKa3bIBAECTCS MOJHOCTHIO, B UMEHUTEIHLHOM
najexe. B cnydasx, Koraa B Te4eHUE TOJ1a, 32 KOTOPBIM TOTOBATCS Jeina, AJIMUHUCTPALIHS
ObuUla meperMeHoBaHa (mpeoOpa3oBaHa), U ATO HE BHI3BAJIO BO3HUKHOBEHUS HOBOTO
(dbona000pazoBaTens, Mo CTapblM €€ HAMMEHOBAaHUEM IMUIIETCS 1 HOBO€ HAMMEHOBAaHHE,
HAaMMEHOBAHHME CTPYKTYpPHOTO TMOApa3jiesieHus (3aluChbIBaeTCd €ro Ha3BaHHE B
COOTBETCTBHUH C YTBEPKICHHOU CTPYKTYPOIL);

JIeJIOTIPOU3BOCTBEHHBIM HOMeEp (WMHIEKC) Jeila — MpocTaBisieTcss IudpoBoe
o003HaYeHUe (MHACKC) Jiejia IO HOMEHKJIAType JAEN; €CIU JCJO COCTOUT U3 HECKOJbKUX
TOMOB, TO Ha OOJIOKKE TEPBOT0 TOMAa YKa3bIBAETCS KOJUYECTBO TOMOB JTOTO Jeja, a Ha
MOCJIEIYIOIMX TOMaxX — HOMEP OYEPEIHOr0 TOMA, Ha MOCIEHEM TOME MOCIIE €ro HoMepa
T00aBIIAETCS CIIOBO «ITOCIETHUNY;

3arojoBOK (HAaMMEHOBAHWE) Jella — TMEPEeHOCUTCS U3 HOMEHKJIATyphl JIell,
COTJIAaCOBAaHHOM C JKCIEPTHO-TIPOBEPOYHON KOMHCCHEH (B HEOOXOJUMBIX CIIydasiX B
3aroJIOBOK BHOCSTCSI YTOUHEHHMSI: HOMEpPa MPUKA30B, POTOKOJIOB U JIp.). 3arojoBOK Jeiia
JOJKEH OBITh KPAaTKUM U B TO K€ BPEMs IMOJIHO PACKPHIBATh COJAEPKAHUE TOIIUTHIX B



JIeJI0 IOKYMEHTOB. B 3aronoBke yka3bpIBatoTCsA BUbI UMEIOIIMXCS B J€Ji€ JOKYMEHTOB, X
aBTOp M IO KaKkoMy OHM Borpocy. Eciu HauMeHoBaHMe Jiesia He pacCKphIBAET COACPIKAHUE
MNOJIIUTHIX B HEM OKyMeHTOB («Pa3Has nepemnuckay, «[lepenucka no o6mmm Bompocam»
U T.11.), COCTABJISIETCS] HOBO€ HAUMEHOBAHKE, OTPAXKAIOIIEE COAepKaHUe MOAMIUTHIX B JIeTIe
JOKYMEHTOB, U 00J0XKa fena nepeodopmisiercs. Ecnu neny Henb3st naTh 0JHO oO1ee
KpaTKO€ HAaMMEHOBAHHWE, TO 3aroJIOBOK COCTABISETCA IyTeM OOOOIIEHUS CXOJHBIX
JOKYMEHTOB HWJIM TIEPEUYHCIICHUS Han0oJiee BaKHBIX;

Jata Jiela  — yKa3blBalOTCA rof (bl) 3aBelleHHs] W OKOHYaHWsS Jela B
JeIonpor3BOACTBE. JlaToi nen, cojepkanux pacnopsiAUTEIbHYIO JOKYMEHTAIUIO, a
TaK)Ke JUIA JIeJ, COCTOSIIUX M3 HECKOJBKUX TOMOB (4YacTel), SIBISIOTCS KpalHWE NaThI
JIOKYMEHTOB Jena, T.€. JaThl (YKMCIIO, MECSI, Ioj) PEerUCTpaluu (COCTaBICHHUSA) CaMOTO
paHHEro M CaMOTO MO3/IHETO JOKYMEHTOB, BKIIFOUEHHBIX B JieN0. [Ipu aTom umcio (nByms
uudpamu) u roa o0Oo3HAuUalOTCS apaOCKuMu IUMdpaMu, Ha3BaHHE Mecsia MUIIETCS
cinoBamu. Ecnu B 1en0 BKJIIOYEHBI JOKYMEHTHI (MIPWJIOKEHUS U T.I1.), JIaThl KOTOPBIX
BBIXO/ISIT 32 KpailHUE JaThl Jelia, TO MO/l JaTaMu Jieia, C HOBOM CTPOYKH JesaeTcs 00 3ToM
3anuch: «B nene umeroTcs TOKyMEHTHI 3a... ToJ (bI)». JlaThl Aea MOTYT HE YKa3bIBaThCA
Ha OOJIOKKE JeN, COJAEp KallluX, HalpuMep, TOJOBBIC IUIAHBI M OTYEThI, TaK KaK OHHU
OTpa)KaroTcs B 3ar0JIOBKAX JIEJI.

Jlnst men, chopMUpOBaHHBIX M3 JOKYMEHTOB 10 HOMHHAIBHOMY MPU3HAKY, TO €CTh
10 BHUJaM JJOKyYMEHTOB (TIOCTAHOBIICHHUS, PACITOPSDKCHHSI, aKThI U T.11.), IaTOW Havasia jaesa
SBJISICTCSL JaTa TIOJINMCAHUS WU YTBEPXKACHHUS CaMOTO PaHHETO TOKYMEHTa, a JaToi
OKOHYaHMs — Jara noanucaHus (yTBEp>KIEHUsS) CaMOro MO3JHEro JokymeHTa. JlaTtoi
niena, CoJep Kallero MpOTOKOJIBI 3acelaHuil, SBISETCS JaTa YTBEPXKACHUS (€Civ OHU
YTBEPKIAIOTCS) WJIM COCTABJICHUS TIEPBOTO U MOCIEIHEro nmpoTokoa. KpaitHumu natamu
JUYHOTO JieNia SIBJISIOTCS JaThl MOAMMCAHUS PACTIOPSHKEHUN O MpUEeME U YBOJIbHEHUU
JYla, HA KOTOpOE OHO 3aBeAeHO. B ciydyae cMepTu juua, Ha KOTOPOE 3aBEIEHO MEIO,
KOHEYHOM J1aTO# SBISETCS JaTa TOKYMEHTA, U3BEIIAIOIIEro O €ro KOHYMHE, WK 3aITUCh 00
3TOM.

Jlist nen, comep xaniux nepenucKky, JaToi Havasa Jena siBIsSeTcs JaTa MOoCTYIUICHUS
MIEPBOTO BXOJAIIETO WM JaTa MEePBOr0 UCXOJAIIETO JOKYMEHTa, a JIaTO OKOHYaHUS —
JaTa camMoro MO3JHETO BXOJSIIETO WM MCXOMSIIEr0 JOKYMEHTa HE3aBUCMMO OT MeCTa
HaXOXKJECHUS WX B JICTIE.

KonnuecTBo MpOHYMEPOBAHHBIX B JIEJI€ JTUCTOB MPOCTABIISETCS C JIMCTa-3aBEPUTEIS
nena.

PexBusutr «Cpok XpaHEHMs Jeja M HOMEp CTaThbU IEPEUHs» IEPEHOCUTCS Ha
00JIOKKY JieJIa U3 COOTBETCTBYIOIIEH HOMEHKJIATYPhI JEJ MOCJE CBEPKU €ro CO CPOKOM
XpaHCHHMsI, YKa3aHHBIM B TICPEUHE THUITOBBIX JOKYMEHTOB, C YKa3aHHEM CPOKOB XPaHCHHSI
(pu BBEJICHHUH B JICHCTBUE HOBBIX MEPEUYHEH JOKYMEHTOB CO CPOKAMH XPaHEHUS CTapbie
3aMuCH 3a4epKUBAIOTCS, a CBEPXy WJIM DPSAJAOM MHUITYTCS HOBBIE naHHbie). Ha nemax
MMOCTOSTHHOTO XPAHCHHS MHUIIETCS: « XPAHUTh TTOCTOSIHHOY.

8.3.6. ApxuBHbIil mudp nena (cocTout U3 Homepa (HoHIa, HOMEpa OMUCH U HOMEpPa
Jiea 1Mo OMHMCH) Ha OOJIOKKaX Jed TOCTOSHHOTO XPAaHEHWsI MPOCTABISIETCS B apXUBE
AJMUHHCTpAIIMK YEPHWIAMH TOJIBKO TOCJE BKJIIOYCHHUS ATUX JENI B TOJOBBIC pPa3aeiibl
CBOJHBIX OIHCEW, YTBEPKJIECHHBIX 3KCIEPTHO-IPOBEPOUHONM KOMHUCCHEN AIMHHHCTPaLUU



(mo »TOro oH mpocTaBisieTcs KapaHgamom). Ha o0iokkax Jen MOCTOSIHHOTO XpaHEeHUs
peaycMaTpUBAETCS MECTO JJIi HAMMEHOBAHUSI apXUBHOTO oThena Aamuuuctparuu MP
«Ku3uinopToBCcKkuil paiioH», B KOTOPBIM OyayT nepeiaBaThCs Aena.

8.3.7.11o okoHYaHUU JIETONPOU3BOICTBEHHOTO (KAJICHIApHOT0) Toj/ia B 0OpMIICHUE
0OJIOKKH JIeTl TOCTOSIHHOTO XPaHEeHUsI BHOCSITCSI YTOUHECHHSL:

B 3aro0JIOBKE JI€J, COJAEPKAIIUX PACHOPSAIUTENbHbIE JOKYMEHTHI (IIOCTAHOBIIEHUS,
MIPOTOKOJIBI), BEBIHOCATCS X HOMEpa. Ecau 1510 COCTOUT U3 HECKOJIBKUX TOMOB, B KaXK/I0M
TOME yKa3bIBaeTCs J1aTa (UKMCII0, MECSL, TOJ) Hayaja U OKOHYaHUs KaXa0ro ToMa. TouHble
JaThl TPOCTABISIOTCS Ha OOJOXKKaxX JJisi OOJIEeTYeHHs] TOMCKAa JOKYMEHTOB B
MOCJIETYIOLIEM.

8.3.8.B nemsx obecrieyeHs] COXpPaHHOCTH U 3aKPEIUICHUS! TOPSAKA PACTIONOKCHHUS
JOKYMEHTOB, BKIIOYEHHBIX B JE€J0, BCE€ €ro JHUCThl, KPOME JIMCTa-3aBEPUTENS W
BHyTpeHHeil omucu (cM. [Ipunoxkenue Nel0), nymepytrores. JIuctel HymepyloTcs B IpaBoM
BEPXHEM YTy, HE 3a/IeBast TEKCTa JOKYMEHTOB.

Jluctel nen, COCTOSIIMX W3 HECKOJIbKMX TOMOB WJIM 4YacTel, HYMEpPYIOTCS II0
Ka)XIOMY TOMY WJIM YaCTH OTJI€JIbHO, HAYMHAS C IIEPBOTO.

JIuct ¢ Hariayxo HakJIEEeHHBIMH JOKyMeHTamu (doTorpadusMu, BBIPE3KaMHU,
BBITIUCKAMU U JIp.) HyMEpYyeTCsl KaKk OJIMH JIKCT; B HIDKHEW 4acTH WJIM Ha 000pOTE TaKOro
JUCTa JENAeTCsl OMKMCh HAKJIEEHHBIX HAa HEro JOKYMEHTOB. Bo BHyTpeHHEHl omuch U B
3aBEPUTEJIbHOM HAJINKCH B KOHIIE JIeJla O TaKUX JIMCTAaX JIEJAeTCs OroBOpPKa, HAIPUMED:
«Ha nucte 2 nHakneeHno 4 ¢portorpaduu coriacHO ONMKUCH HA 00OPOTE JIUCTAY.

KapTel 1 cxeMbl, CKIEEHHbIE U3 HECKOJIBKUX JIMCTOB, HYMEPYIOTCA KaK OJHH JIUCT.
Ha Takux nucrax Ha o00poTe WM CBOOOJHOM OT TEKCTa MECTE YKa3bIBAETCS KOJIUYECTBO
JMCTOB B CKJIEKe. BO BHYTpEHHEN ONMMUCH U B 3aBEPUTEIBHOM HAANMCU B KOHIIE JIENIa O
TaKuX JINCTaX JIeNIaeTCs OroBOpKa, Harpumep: «JIuct 7 — kapra-ckieiika u3 10 1ucToBy.

Ecnu x nokyMeHTy (JIUCTY) MOAKIEEHBI OJTHUM KpaeM JIpYyrue JOKYMEHTHI (BCTABKH
TEKCTa, MEpPEBOJbI, BBIPE3KH, CIPABKU M JAp.), TO KaXKAbId JIOKYMEHT HyMepyeTcs
OTJEJIbHO, OYEPEIHBIM MOPSIKOBBIM HOMEPOM.

[TogmmTeie B AEJIO KOHBEPTHI C BIOKEHUSMH HYMEPYIOTCS: BHadaje KOHBEPT, a
3aTeM OYepeJHbIM HOMEpPOM KaXKJo€ BJIOXeHHe B KoHBepre. Haunbonee 1eHHble B
HUCTOPUYECKOM U XYJIOKECTBEHHOM OTHOUIEHWU JOKYMEHTHI (YEpTEKH, PYKOIHCH,
rpaduka u T.J.) HE TOJUIMBAIOTCS, a BKJIaAbIBAIOTCS B KOHBEPTHI.

Ecnu B HyMmepanuu JHCTOB JOIMYIIEHO MHOIO OLIMOOK, BCE JAEJI0 HyMepyeTcs
3aHOBO. [Ipu 3TOM cTapsie HOMEpa 3a4YE€pPKUBAIOTCS OJHOM HAKJIOHHOW YEPTOU, U PSIAOM
CTaBUTCA HOBBIA HOMEp JnucTa. B KOHIE nena cocTaBisieTcsi HOBas 3aBepUTEIbHas
HAJIUCh, TP 3TOM CTapas 3aBepUTENIbHAs HAJIUCh 3aYEPKUBAETCS, HO COXPAaHSETCS B
7iesie; BHOCSITCSl TaK)K€ MCIpaBJiICHUS BO BHYTPEHHIOIO OMUChH, WM OINUCHh COCTaBISETCS
3aHOBO. [Ipy HAMMUMK OTACNBHBIX OMMOOK B HyMEpPAIIUH JIUCTOB B JIeJIaX MPHU MOATOTOBKE
WX K C/Iaue B apXWB JOIYCKAETCS MO COTJIACOBAaHHUIO C HUM YHOTPEOJICHHE JIMTEPHBIX (C
OYKBEHHBIMU JIOTIOJTHCHUSIMU ) HOMEPOB JICTOB.

[Tocne 3aBepileHUs] HyMeEpalMu JIMCTOB COCTAaBJSIETCS 3aBEpUTENIbHAS HAAMUCH,
KOTOpasi pacrojaraeTcsi B KOHIIE JieJla. 3aBepUTENIbHAs HAIMCh COCTABJISIETCA B €€ Ha
otnenbHOM JucTe-3aBeputene aena ([Ipumoxenne Ne 9). B 3aBepurenvHOl Hammvcu
nudpamMu U IPONUCHIO YKA3bIBACTCS KOJIMUYECTBO JUCTOB B JAHHOM JieJie, OCOOCHHOCTHU



OT/CNIbHBIX JIOKYMEHTOB (uepTexu, ¢oTorpaduu, pPUCYHKHM U T.I.), (HU3NYECKOTO
COCTOSIHUSL JIOKYMEHTOB (IIOMapKu, HEpa300pPUMBBIM TEKCT, MOPBAHHBIC JHCTBHI U Jp.) U
HyMepaluu (JUTepHbIE, MPOMYIIEHHbIE HOMEpa).

3aBepuTeNbHAsT HAINWCh TNOAMNMUCHIBAETCA €€ COCTABUTEIEM C YKAa3aHHEM
pactipoBKU MOJANUCH, JOJKHOCTH U JAaThl cocTaBlieHUs. KonudecTBO JUCTOB B Jiefie
MPOCTaBJIsIeTCS Ha 00JI0XKKE Jiejia B COOTBETCTBUU C 3aBEPUTEIHHON HAAMUCHIO.

Jinsg  ydera  JTOKYMEHTOB  ONpPENENEHHBIX  KAaTEropud  MOCTOSIHHOTO U
noJroBpeMeHHoro cpokoB (10 u Bbime 10 yeT) XpaHeHHs, YUET KOTOPBIX BbI3bIBAETCS
cnenupuKol JaHHOW JOKyMeHTauud (0co00 IEeHHBIC, JIMYHBIE Jieia), COCTaBJISIETCS
BHYTpEeHHsIE omuch JokymeHToB nena (IIpwmoxkenme Ne 10). BuHyTpeHHssT OmMUCH
COCTaBIISICTCSl HAa OTACIBHOM JIMCTE MO YCTAHOBJICHHON (OpMe M COAEPKHUT CBEACHHS O
MOPSIIKOBBIX HOMEpPAaX JOKYMEHTOB Ji€la, UX HMHJEKcaX, JaTax, 3arojloOBKaX W HOMepax
JUCTOB JIela, HAa KOTOPBIX pACIIOJNIONKEH KaXIbld IOKyMeHT. K BHyTpeHHel omnuncu
COCTaBJISIETCSl MTOTrOBas 3alKch, B KOTOPOM yKa3biBaeTcsa LuppamMu U IPOIMUCHIO
KOJIMYECTBO BKJIFOUECHHBIX B HEE JOKYMEHTOB M KOJWYECTBO JIMCTOB BHYTPEHHEN ONMCH.
JIMCTBI BHYTPEHHEW ONMCH MOJAIIMBAIOTCS K Hadaily Jena. Ecnu Aeno nepensieTeHo win
noAMTO 0e3 G1aHKa BHYTPEHHEH ONMUCH JOKYMEHTOB, TO COCTaBJIEHHAs MO (OpMe ONHCH
MIOJIKJIEUBAETCS 32 BEPXHUH Kpail K BHYTPEHHEN CTOPOHE JIMIIEBOM OOJI0KKH JIeTa.

8.3.9./lena moCTOSHHOTO W JmodroBpeMeHHOTO (cBbimie 10 JeT) XpaHeHHs
MOJIIMBAIOTCA B TBEPAYIO OOJOXKKY CYpPOBBIMH HHTKAaMHU B YETHIPE MPOKOJA C YYETOM
CBOOOJHOTO YTEHHSI IOKYMEHTOB, IIPH 3TOM BCE METAJNINYECKHUE CKPEIUICHUS YAAISAIOTCS.

Hena BpemenHoro (10 10 JeT BKIIOUUTENBHO) XpPaHEHUS JOIYCKAETCS XPAHUTHh B
CKOPOCIIMBATENAX (HE IPOBOJUTH MEPECUCTEMATU3ALINIO JOKYMEHTOB B JI€JI€, JIUCTHI Jelia
HE HyMEPOBATb, 3aBEPUTEIIbHBIC HAAMNCH HE COCTABIIATS).

8.3.10.ITopstok cocTaBiIeHUs OMUCEH JE.

Onuce Jnena — apxXuBHBIA CHOPABOYHHUK, COJIEPKAUIUNA CHCTEMATU3UPOBAHHBIN
nepeyeHb  €AMHMII  XpaHeHus  (Oen)  apxuBHOro  (oHAa  AJMHMHUCTpALMH,
NpelHa3HaYeHHBIA Al y4yeTa M PacKpbITUs cojepxaHus nokymeHToB (IIpunoxkenus
NeNell, 12, 13, 14-15).

OTtpaenbHast OMKUCH MPEACTABISIET COOOM MepeyeHb JIe] ¢ CaMOCTOSTEILHON BajJIOBOU
(TOpsIIKOBOI ) HyMepaIuen.

Onucn noppasfaeneHuid  AJIMHHUCTPAUUMU COCTaBIAIOTCA OTACNIBHO: Ha Jena
MOCTOSIHHOTO CpOKa XpaHEeHWs, Ha Jeia JAoJdroBpeMeHHoro (cBeime 10 Jer) cpoka
XpaHEHHMs], Ha JieNa 10 JUYHOMY COCTaBY.

Ha pnena Bpemennoro (mo 10 1neT) cpoka XpaHEHUs CIAaTOYHBIC OIMUCH HE
COCTABJIISIFOTCA.

Ornucu Ha Jiena MOCTOSHHOTO XapakTepa, JoJroBpeMeHHoro (cBaime 10 jeT) cpoka
XpaHEHMs], Ha JieJa MO JUYHOMY COCTaBy COCTAaBJSIOTCS B KOHLE Kaxaoro ropa. Ilo
OMMCSM MOJpa3aeiaeHUs] AJIMUHUCTPALIMM CIAaI0T CBOM Jieja B apXUB A IMUHHACTPALUU.

Onucu fAen, NOATOTOBJIEHHBIE TMOApa3JIeiAeHUSIMUA AJIMUHUCTpPALUMHU, CIIyKaT
OCHOBOM I TOATOTOBKM CBOAHBIX ONUCEH A€l AJIMHUHHUCTpalUUU, KOTOpPBIE
yTBepxkaaTcss ['aBoil mocie yTBep:KIEeHHsS (COrjJacoBaHMs) SKCIEPTHOM KOMHCCHUEH
AJIMUHUCTpaLNH.

Onucu Jfen  MOApa3JeNeHU COCTaBISIOTCA IO YCTaHOBIEHHOW ¢Qopme u



NPEICTaBIIAIOTCS B apXUB AJMUHUCTpAIIMU HE paHee 4yeM yepe3 | roJ v He MOo3JHee YeM
yepe3 3 rojia mociie 3aBepIieHus JIe] B 1eI0NPOU3BOJICTBE.

OnucarenpHasi CcTaThsid ONUCU Jed MOApa3fesieHus AJIMUHUCTpAlMd HMeEET
CJIEIYIOLIME AJIEMEHTBI: MOPSAKOBBIN HOMEp Jena (4acTH, TOMa) MO OMHCH; UHICKC Jeia
(gacTu, TOMa); 3arojIOBOK Jeja (4acTv, TOMa); JaTy Jjeja (4acTd, TOMa); KOJIHMYECTBO
JIUCTOB B JieJie (4acTH, TOME); CPOK XPAHEHHS JI€J1a; TPUMEYAHHE.

[Ipu cocTaBiieHUH OMUCH 1€ COOJIOIAI0TCS CIEAYIOIIE TPEOOBAHUS:

3arOJIOBKA JIEN BHOCSTCA B ONKWCh B COOTBETCTBUM C NPUHATOM CXEMOU
CUCTEMAaTHU3allM1 HA OCHOBE HOMEHKJIATYPHI JICI;

KaXJ10€ JI€J0 BHOCHUTCSI B ONHUCH IOJ CaMOCTOSITEIBHBIM MOPSIAKOBEIM HOMEPOM
(ecnu 1e710 COCTOUT M3 HECKOJIBKUX TOMOB (4acTei), TO KaXKJIbId TOM (4acTb) BHOCUTCS B
OIKChH MO/ CAMOCTOATEILHBIM HOMEPOM);

MOPSIAOK HyMEpaluu €] B ONIUCH — BAJIOBOM B MpeJeax KaJeHIapHOTo roja;

rpadbl ONMKCH 3aMOJHSIOTCS B TOYHOM COOTBETCTBHH C TEMH CBEJICHUSIMU, KOTOPHIE
BBIHECEHBI Ha O0JIOKKY JIeTIa;

IpU BHECEHUU B OMNHUCh MOAPSA 1€ C OJWHAKOBBIMU 3aroJOBKAMHU KaxKIbId
3aroJIOBOK NUIIETCA TNOJHOCThIO. B ommcu Mexay 3arojoBKamMHu €71 OCTaBIISIETCS
MHTEpBaJ HE MeHee | cm;

rpada OMNUCH «IPUMEUAHHE)» MCIOJB3YETCA [JIi OTMETOK O TMpUeMe Jell,
OCOOCHHOCTSIX UX (DU3UYECKOTO COCTOSIHUS, O Tepefadye Jeid IPYTUM CTPYKTYpPHBIM
MOAPA3ICTIECHUSAM CO CCHUIIKONM Ha HEOOXOUMBIM aKT, O HAJTUYUHU KOTIHM.

B koHIie onmcu Bcien 3a MOCIEIHENW OIMCATEILHOM CTAaThel JICJIaeTCs UTOTroBas
3amuch, B KOTOPOM ykaszbiBaeTcs (LuppaMu ¥ MPOMUCHI0) KOJUYECTBO €M, YUCISIUXCS
M0 OMNHUCH, TEPBBIA U TMOCIECIHUM HOMEpa JeJl MO ONUCHU, a TaKkKEe OTOBapUBAIOTCS
0COOEHHOCTH HyMepaIuu JieJ B ONUcH (JIUTEpHBbIE HOMEpa U MPOMYIIeHHbIE HOMEPa).

Onuch e NOCTOSSHHOTO0, ToAroBpeMeHHOro (10 u cBbimie 10 jieT) cpoKoB XpaHEHUs
U Jen 1O JIMYHOMY COCTaBy, COCTaBisieMas MoApa3feieHueM AJIMUHUCTPALINH,
MOAINMUCHIBAETCSI COCTABUTEIEM ONHUCH C YKa3aHUEM €ro [JOJDKHOCTH W JaThl,
COTJIACOBBIBAETCS C JIMIIOM, OTBETCTBEHHBIM 33 apXUB AJMUHHUCTPALMH, U YTBEPKAAETCS
PYKOBOJUTENEM MOAPA3AeICHNUsS AIMUHUCTPALIUH.

Onuch Aen cocTaBiIeTCS B JBYX SK3EMIUISIpaX, OJWH U3 KOTOPBIX IEpPElaeTcs
BMECTE C JIeJlaMH B apXUB AJMUHUCTPALIMM, @ BTOPOM OCTAETCs B KAU€CTBE KOHTPOJIHLHOTO
AK3EMILISIpA B MOJIpa3IeICHUH AIMUHUCTPALIUH.

[lo pesynpTaTaM »SKCIEPTU3bI IEHHOCTH Jejia mojajiexar oQOpMIICHUIO B
COOTBETCTBUM C MpaBuiaMu OGOpMIIECHHUS 1€l NpH MOJATOTOBKE el K Iepenaye Ha
apXUBHOE XpaHCHHUE.

8.4. YHUYTOKeHHe JOKYMEHTOB U /1eJI C HCTEKIMMU CPOKAMM XPaHEHUs

PesynpTaThl 0TOOpa NOKYMEHTOB K YHHYTOXEHHIO, CPOKH XPAHEHHS KOTOPBIX
WCTEKJIM, 3a COOTBETCTBYIOIIMM TMepuox O(GOPMIISIOTCS aKTOM O BBIJCICHHH K
YHUUYTOXKEHUIO. Jlesla BKIIOYAIOTCS B aKT, €CJIM YCTAHOBJICHHBIN JJI HUX CPOK XpaHEHUs
uctek | stHBaps roia, B KOTOPOM COCTABJIEH aKT.

OT60p TOKYMEHTOB 3a COOTBETCTBYIOIINN MEPHOJ] K YHUUTOKEHUIO U COCTABJICHUE
aKTa MPOU3BOJUTCA MOCIE COCTABJICHHS] CBOJHON OMMUCH Jed AJMHUHUCTpPAIIUU 3a TOT K€
MEepUO.



CBOJiHBIE ONUCH JIeNl TIOCTOSTHHOTO XpaHEHUsl, OMUCHU Jie]l MO0 JIMYHOMY COCTaBy U
aKThl O BBIJICJIEHUM K YHMUTOXEHHIO Jei paccMmarpuBaiotcss DK AnMmuHHCTpanuu
OJIHOBPEMEHHO, C TIOCIEAYIOIIMM  TpeAcTaBieHueM Ha  paccMmoTpenue  OIIK
MunucrepctBa toctuninu PJ[. CornacoBaHHble aKThl O BBIJCICHUH K YHUUYTOKEHUIO JIEJT
YTBEPKJIAIOTCSI MUHUCTPOM U TEpefaroTcs Ha MepepaboTKy MO MPHEeMO-CAATOYHON
HAaKJIaJHOM, B KOTOPOM yKa3bIBAIOTCS JaTa Mepelay, KOJIMYECTBO CAABAEMBIX JI€Nl U BEC
OyMaXHOM MaKyJaTypsl (IIOCJI€ YHHUTOXKEHHS Jell B HOMEHKJIAType JIed MPOCTaBIseTCs
OTMETKA: «YHHUUYTOXEHO (aKT OT No )» C yKazaHUeM JOJKHOCTH,
dbamMuIMu, TOIMUCH JIMIA, OTBETCTBEHHOTO 3a Mepenavy Jell Ha YHUUTOXKECHHE, U IaThI).

Tonpko mocne cornacoBanus U yrBepxaeHuss DIIK MunncrepcrBa roctuuuu PJ]
OMKCH JeJ MOCTOSHHOIO XPaHEHHs U JIeJia MO JIMYHOMY COCTaBy, BKIIIOUEHHBIE B aKT O
BBIJICJICHNH K YHUUYTOKECHHIO J1€JI, MOTYT YHHUYTOXATHCS.

AKTBI O BBIJECICHUM K YHHUUYTOKECHHIO JEJI COCTaBIIIOTCS HAYaJIBHUKOM OTJEJa
apxuBa COBMECTHO C pab0OTHHKaMM THojapas3aeneHuil AnmuHuctpanuu. Ecim B akre
IIEPEYHCIICHBI JIeJ1a HECKOJIBKUX MOAPA3ACICHN AIMUHACTPALMU, TO Ha3BaHUE KaXJI0Tr0
nojapasieneHuss AJIMUHHACTPALMU YKa3bIBAECTCS MEpel I'PYNIION 3arojlOBKOB €] 3TOrO
noapasnenenus (IIpunoxenue Nel6).

PykoBogurtenn — monpasiencHul  AJIMHUHHCTpalMM  HECYT  [EPCOHAIBHYIO
OTBETCTBEHHOCTh 32 HE3AKOHHOE YHUUTOXKEHUE /1€l U JOKYMEHTOB AIMHUHHUCTPALIUH.

8.5. Ilepenaua nes1 Ha XpaHeHUE B apXUB AJIMUHHCTPALMH

JIOKyMEHThl TPUHUMAIOTCA HA XpaHEHUE B apXUB AJMUHUCTpALMM B BHJE
MO/JIMHHUKOB, TOJBKO MPH UX OTCYTCTBUU MPUHUMAIOTCS KOTTHH.

B apxuB AjMHUHHCTpalMM TIEpeNalOTCsl MOJHOCTBIO O(OpMIEHHBIE Jema
MOCTOSIHHOTO, AOJATOBpeMEHHOro (cBbilie 10 jeT) cpoka XpaHEeHHs U Jena MO JUYHOMY
cocraBy. Ilepegaua nen B apxuB AJMHMHHUCTPAallMM OCYIIECTBIIIETCS TOJBKO IIO
YTBEP>KJICHHBIM OIMCSM JEJI.

Jena Bpemennoro (10 10 yer) cpoka xpaHeHUs nepeaade B apXuB AJIMUHHUCTPAIIUN
HE MOJJIeXKAaT, OHU XPAHATCS B OAPA3ACICHUAX AJIMUHUCTPALUU.

OdopmieHnHble Jena nepenarTcs B apXuB AJMUHUCTPALMM B YCTAHOBJIEHHOM
MOPSIIKE HE paHee 4yeM uepe3 1 rol u He Mmo3aHee 4eM depe3 3 rojaa mocie 3aBepLieHus
JEJIOITPOU3BOICTBA.

He mnopmmTtele, He mnepersieTeHHble M HENpPaBWIbHO OQOpPMIICHHBIE J€jla Ha
XpaHEHHE B ApXUB AJMUHUCTPAIIMU HE MPUHUMAIOTCSI.

B mepuon moAroToBkM €N K mepenaye B apXvMB AJMUHHUCTpalUU paOOTHHUKaMU
MO/ApAa3IeICHU  MPEABAPUTENBHO  TMPOBEPSETCS  MPaBUIBHOCTH  (DOPMHUPOBAHMS,
oopMIIEHUS J€]1, COOTBETCTBUS KOJUYECTBA JI€Jl, BKIIFOUEHHBIX B OMKCh, KOJIMYECTBY I,
3aBEJICHHBIX B COOTBETCTBUU C HOMEHKJIATYPOW Jen MojApas3iefeHus AJIMUHUCTpAIUU.
Bce BbIsiBIGHHBIE NPU MPOBEPKE HEAOCTATKW B (POPMUPOBAHUU U OPOPMIICHUU €N
paboOTHUK mMoOApa3ieiaeHus] AIMUHUCTPALlMU, OTBETCTBEHHBIH 3a JEJIOMPOU3BOJCTBO,
00s13aH ycTpanuTh. [Ipu HeoOHApY)KEeHUU JeNT 0053aTeTbHO COCTABIIACTCS aAKT.

[Ipuem ngen  mpou3BOAUTCS  paOOTHUKOM, OTBETCTBEHHBIM 32  apXuB
AIMUHUCTpAllMU, B TPUCYTCTBUM pPAOOTHHKA TMOJpa3JelieHusl, OTBETCTBEHHOIO 3a
Aenonpon3BoAcTBO. [Ipu 3TOM Ha 000MX SK3EeMIUIApax OMHCH MPOTUB KaXAOro Jena,
BKJIFOYEHHOT'O B HEE, JIEJIAETCs OTMETKA O HAJIMYMU Jiena. B KOHIe KaXI0ro 3K3eMIuisipa




OMKCH YKa3bIBAIOTCA LU(PpaMHu U MPOMHUCHI0 KOJIMYECTBO MPHUHATHIX A€, AaTa MpuemMa-
nepenayu Jej, a TakKe MOJMUCH pabOTHUKA, OTBETCTBEHHOIO 33 apXUB AJMUHUCTpPAIIIH,
NPUHSBILIETO JieNia, U pabOTHUKA MOapa3eieHus] AIMUHUCTPALIUU, TIEPEIaBIlIero aeja Ha
XPAaHEHUE B APXUB.

B cinywyae nMKBHIANMM WIM PEOPraHU3alUM MOApPAa3AeieHUs AJIMUHUCTPALUH
PYKOBOAUTENb JIAHHOTO TMOJAPA3ACICHUS B TMEPUOJA NPOBEACHUS JIMKBHIAIMOHHBIX
MeponpuaTuii  (HopMUPYeT BCEe HMEIIHECS TOKYMEHTHI B Jeia, ohopmiisieT nena u
nepesaeT ux B apXxuB AJIMUHUCTpAIlMU HE3aBUCUMO OT CPOKOB XpaHeHus. llepenaua nen
OCYILIECTBIISIETCA IO OIKCIAM JI€J1 M HOMEHKJarype Jnen. [lema cmarorcs B apXuB
AJIMUHUCTpAIMU YBSI3aHHBIMU B CBSI3KHU.

Jlena TMOCTOSSHHOTO XpaHEHUs, HaXONSIIHecs B apXxuBe AJIMHHUCTpaIUHU, IO
ucreueHnn 10 ner mo yrBepxkiaeHHbIM OIIK MuHrocta PJl onmcsm  mnepenaroTcs B
apxuBHbIN otaen aamuHuctpaunn MP «KusmimropToBckuil paiioH» B yCTaHOBJIEHHOM
MOPsIJIKE.



