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I. OBIIME NNOJIOXKEHUA

Hacrosmmuii PernmameHT ycTaHaBIMBaeT OCHOBHBIE IIPAaBWJIA OpPraHU3AlUM JESATEIBHOCTH,
CUCTEMY JEJIONPOM3BOJCTBA M OpraHM3allMM pabOThl C JOKYMEHTaMU aJAMHHHCTPAIMU CEJIbCKOIO
noceyieHuss ACKapOBCKUH CEJbCOBET MYHUIUINAIbHOIO paiioHa bypssHckuil paiion PecnyOmuku
bamkopTtoctan (nmanee - AQMUHHUCTpalus) MO peanu3aluy €€ NOJHOMOYMM Ha OCHOBAaHUM U BO
ucnosHenue Koncruryuuu Poccuiickoit ®enepauuu, Koncturynuun Pecnybnuku bamkoprocrah,
(benepanbHbIX KOHCTUTYLIMOHHBIX 3aKOHOB, (efiepanbHbIX 3aKOHOB, akToB Ilpesnnenta Poccuiickoit
Oenepannn u Pecnnyonuku bamkoproctan, [IpaButensctBa Poccuiickoit denepanuu u Pecryonuku
bamkoprocran, YcraBa cenbCKOro mnoceneHuss ACKApOBCKUN CEIbCOBET MYHHMIIMIAIBHOIO paioHa
byp3sHCKUI palioH M IpYyruX HOPMATHBHBIX IIPABOBBIX AKTOB.

2. AIMUHUCTpAMST OCYUIECTBISAET ITOJITHOMOYMS, OTHECEHHBIE B COOTBETCTBHM C YCTaBOM
CEJIbCKOTO TIOCENIEHHUsI ACKapOBCKHHI CEIbCOBET II0 PEUICHUI0 BOIPOCOB MECTHOTO 3HAYEHHS M
ITOJJTHOMOYMSIMA JUII OCYUIECTBJIEHHUS OTHAEIbHBIX TOCYJApCTBEHHBIX ITOJTHOMOYMH, NEPEIaHHBIX
opraHaM MECTHOIO camoympaBjieHus ¢elepadbHbIMU 3aKOHaMu U 3akoHamu PecryOnuku
Bbamkoprocran

['maBa cenbckoro moceneHuss ACKapOBCKHI CENbCOBET (anee - [1aBa CeNbCKOTO MOCENEHNs)
SIBJISIETCS.  BBICIIMM  JIOJDKHOCTHBIM ~ JIMIIOM  CEJIBCKOTO IOCENeHUs ACKapOBCKHHM  CEJIbCOBET,
BO3IJIABIIAET AJMUHHCTPAllMI0O M HECEeT OTBETCTBEHHOCTh 34 HaJJIekKallee OCYHIECTBICHUE
BO3JIOKEHHBIX Ha AJIMUHUCTPALUIO IIOJTHOMOYH.

3.I'maBa cenbCKOro MOCENEHUS MPHU OCYILECTBICHUH CBOMX IOJHOMOYUN B COOTBETCTBHM C
YcTaBoM CenpCKOro nocenaeHus ACKapoOBCKUM CENbCOBET U3ACT IOCTAHOBIICHUS U PACTIOPSKEHHUSL.
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4.PaccMOTpeHHE BOIIPOCOB, OTHOCSAIIMXCS K MOJIHOMOYUSAM AJMUHHUCTPALIUHU, OCYILIECTBIISETCS
['1aBoil cenbCKOrO MOCENeHus W APYTMMM WICHAMH AJIMUHHCTPALMH, a TaKK€ HA COBEIIAHMSX,
3aceJaHUsIX KOOPIMHAIIMOHHBIX, COBEIATEbHBIX U UHBIX OPraHOB, 00pa3yeMbIX AJMUHHUCTpAIUEH.

S.AIMHUHHCTpanMs MPU OCYLIECTBIECHUN CBOEH JESATEIBHOCTH B3aHMMOJIECHCTBYET C OpPraHAMH
rocy/lapCTBEHHOW BJAcCTH, TEPPUTOPUATIBHBIMU OpraHaMu (erepajbHbIX OPraHoOB HCIOJHUTEIbHOMN
BJIACTH, UHBIMH FOCYAaPCTBEHHBIMH OpraHaMHu.

6.Ctpykrypa AnMuUHHCTpanuu yrBepkaaercs COBETOM CEIbCKOTO TMOceIeHUsT ACKapOBCKUM
CEJIBCOBET 10 MPEACTABICHUIO [ J1aBBI CETBCKOTrO MOCEIEHUS.

B crpykrypy AAMHMHHCTpalMM BXOJAAT CTPYKTYpHBIE MOApa3JeNeHus AJMUHHUCTpALUH,
KOTOPBIE MOTYT HAJIEIATHCS IPABaMU FOPUIAYECKOTO JIMIA, B IOPSAKE, onpenencHHoM PeneparbHbIM
3akoHOM «O0 00mMX NOpUHLOMIAX OpraHu3alMd MECTHOTO camoympaBieHuss B Poccuiickoit
Denepauuny.

7.Anmunuctpanus popmupyercst ['1aBoit cenbCKoro noceaeHus: B COOTBETCTBUU CO IITATHBIM
pacnucaHueM B IpefAesiax CpeICTB, IMPEAYCMOTPEHHBIX B OHOJIKETE CEeNbCKOTO IOCEJICHUS JUIs
cojepxkaHusg AIMUHHUCTPALIUN.

Pacxonpl Ha o0ecrnieueHue AESTENbHOCTH AJIMHHHUCTPAIMN OCYILECTBISIOTCS B COOTBETCTBUU
CO CMETOU JTIOXOJ0B U PaCX0JI0B.

8.0Oprann3aloOHHO-TEXHUYECKOE 00ecrieueHue AesITENbHOCTY AIMUHUCTPALUN OCYIIECTBIISET
VYopasnsomuid nenaMu AIMUHUCTPALMU CEIbCKOTO TOCeIeHHs (nanee — YIpaBiSIOIUNA JlenaMu
AJMUHHUCTpauu), a MaTepuanbHoe o0ecrieueHre - Oyxranrepuss AAMUHUCTPALUU.

I1. Opranu3anMoHHbIE OCHOBBI 1eATEJILHOCTH AJIMUHUCTPAIIUH

1.I'naBa CEIbCKOTO IIOCEJICHUsI OMNPEIENsieT OCHOBHBIE HAIpPaBJICHUS JACSITEIBHOCTH
AJIMUHHCTpAIIUU U OPraHu3yeT e€ padoTy.

2.B cnydae JOCPOYHOrO MpEKpalieHus NOJHOMOYMM [J1aBbl CEIBbCKOTO TOCEIEHUS €ro
ITOJTHOMOYMSI BPEMEHHO UCIOJIHAET YIPABIIAIOIINHI AEJIaMH CEJIBCKOTO MOCEIEHUS.

3.0cHOBHOH (hopMOH NIEeATENBHOCTH AJIMUHUCTPALUU SIBJISIOTCSI COBEIAHUs U OIEpaTUBHBIE
COBELIaHUS.

4.I'maBa CeJIIbCKOTO TOCEIEHHUSI CHCTEMATUYECKH IPOBOJAMT COBELIAHUS, HA KOTOPBIX
paccMaTpuBaeTCsl COCTOSHUE BBINOJIHEHUS IPOrpaMM M IUJIAHOB JESTEIbHOCTH AJMUHHUCTpALUH,
MPUHUMAIOTCS PELICHHUSI [10 ONePaTUBHBIM BOIPOCAM.

5. YrpaBistonuii 1eflaMd B COOTBETCTBUH C pacrlpeielieHueM O00sS3aHHOCTEH paccMaTpuBacT
KOHKpPETHBIE BOMPOCHl OCHOBHBIX HAaNpaBICHUN JEATENbHOCTH AJIMUHUCTPALUU, CTPYKTYPHBIX
nojpasJieieHnii AAMUHUCTPALUH, TAET UM NOPYYEHUs, KOHTPOJIUPYET UX ACIATEIbHOCTD.

II1. ITnanupoBaHue JeATEJbHOCTH AJIMHUHHCTPALUH

1.O1HUM U3 OCHOBHBIX OPraHU3ALMOHHO-IIPABOBBIX METO/OB JESTENbHOCTH AIMUHUCTPALUN
10 OCYIIECTBIICHUIO 3aKPEIUIEHHBIX 3a Hell (QYHKLMM U MOJIHOMOYHH SIBJISIETCS IUIaHUPOBAHUE.

2.PaboTa AIMUHUCTpALUU CTPOUTCS] HA OCHOBE MEPCIIEKTUBHOTO U TEKYILETrO MJIaHUPOBAHUSI.

3.IlepcniexkTuBHBIN I1aH pabOThl AJAMHHHMCTpPALMM COCTABIISIETCS HAa KaJCHJApHBI roa u
yTrBepkaaerca [aBoil celabCKOTro MocejieHus He mo3aHee, yem 3a 10 paGoumx aHel 10 Haudana
IJIJAHUPYEMOTO roAa.

4.Texymuii uian padoThl AJJMUHUCTPALIMU COCTABIISETCS HA Mecsl U (POPMUPYETCSl HA OCHOBE
IIEPCIEKTUBHOTO IUIaHA AJIMUHMCTPALUM, YTBEpXKIAAeTcs 1 71aBOM CENbCKOIO MOCEJICHMS HE MO3/HEE,
yeMm 3a 5 paboumx AHEH 10 Hayaia MIIaHUPYyeMOTO MECSIIa.

5.Ilpu moAroToBKE MPOEKTOB IJIAHOB PAOOTHl AJIIMUHUCTPALMU YYUTHIBAIOTCS MPENTIOKEHUS
CoBera CENbCKOTO MOCEIEHUS, PYKOBOJAWUTEIEH MYHHMLIMIAIBHBIX NPEANPUATHNR U YUPEKICHU,
TEPPUTOPUATIBHOTO  OOILIECTBEHHOTO  CaMOYIpaBJIEHHS W OOIIECTBEHHBIX  OOBEAUHEHMH,
PacMoJIOKEHHBIX U JIEHCTBYIOIIMX Ha TEPPUTOPUU JAHHOTO MYHHIMIAIBLHOTO 0Opa30BaHMs, a TaKkKe
rpaxK7aH, IPOKUBAIOUIUX B YKa3aHHOM MYHHUIIMTIIAJILHOM 00Opa30BaHUH.

[IpennoxxeHus MOJKHBI COAEPKATh MOTUBUPOBKY HEOOXOIUMOCTH BKJIIOYEHUSI KOHKPETHBIX
MEpOINPUATUII B MPOEKT IUIaHa PadOThl AIMUHUCTpPALUHU, OOILYI0 XapaKTEpUCTUKY U OCHOBHBIE
MIOJIOXKEHHUSI [TPe/IIaraéMoro K pacCMOTPEHHUIO BOIPOCa, HOPMATHUBHYIO IPAaBOBYIO 0a3y, CBS3aHHYIO C
paccMaTpuBaeMbIM BOIPOCOM, YKa3aHHE HA BO3MOXKHBIE CPOKHM MX PACCMOTPEHUS, a TAKKE COIAEPKATh
IpeyIoKeHus: 00 OTBETCTBEHHBIX 3a MOJAMOTOBKY BOIpOCa JIULI.

2



3

7.001ee PyKOBOJICTBO IO COCTaBICHUIO TPOEKTOB IUIAHOB pPaOOThl AIMUHHUCTPALUM U
KOHTPOJIb 32 X BBINIOJHEHUEM OCYIIECTBIIAECT Y IPABIAIOMUN JeiaMu AIMUHUCTPALIUH.

8.IlepeHoc CpOKOB pPacCMOTpPEHHUS WM HCKIIOYECHHE W3 IUIAHOB PadOThl AIMUHHUCTpAIUU
3aIJIaHUPOBAHHBIX BOIIPOCOB MPOU3BOAUTCS TOJBKO € coryiacusi [J1aBbl ceIbCKOro MOCeNeHus, B CPOK
He MeHee 3 pabouux JTHEeH 0 AaThl paCCMOTPEHHS YKa3aHHbBIX BOIIPOCOB.

IV. Ilopsiaok NoAroTOBKH M NMPOBe/IeHUsI COBEIIAHUM M IPYTrUX MeponpusiTuii

1.B mensix ocyniecTBieHUs] KOOPAUHUPOBAHHON pabOThl OPraHOB MECTHOI'O CaMOYIpPaBJIEHUS,
ONEpPAaTUBHOIO pEUICHMs] TEKYIIMX YIpaBICHUECKUX 3aJady MpH [JaBe CeIbCKOro IOCENIeHUs
OpraHu3yeTcsl IPOBEICHUE COBEIIaHHH.

2.CoBellanus HpU TJIaBE€ CEJIbCKOIO IOCEJEHHUS IMPOBOJSATCS B COOTBETCTBUM C IUIAaHAMU
NESITebHOCTH AJIMHHHUCTpAIMK, a TAKKe M0 Mepe HEOOXOAUMOCTH IO PEIIeHHI0 [J1aBbl CenbCKOro
MOCEJICHUSI.

3.IlogrotoBka  HEOOXOAMMBIX  MaTepuaioB  (IJJaHAa  OPraHU3aLMOHHO-TEXHUYECKHX
MEpOIPUATHI, TOpsAAKAa IPOBEAEHUS COBELIAHWM, IOKJIAJOB, NpPENOCTaBlieHHe HHGOPMALUU U
CIPaBOK [0 BOMNpPOCAM COBELIAHWM, CIHUCKOB W YYaCTHUKOB M T.Il.), a TaKkKe NpUIJIALIEHUE U
perucTpaiys y4aCTHUKOB COBEIIAHMSI BO3JIaraeTcs Ha YIPaBIISIOLIEro AeJaMu AIMUHUCTPALIUH.

4.Ilo uToraM coBelllaHHs BbIPaOATHIBAIOTCSI KOHKPETHbIE pEUICHHs WIA PEKOMEHJaluH,
ONPEENAIOTCA JIMLA, Ha KOTOPBIX BO3JIAraeTcsi KOHTPOJIb 32 BBIIOJHEHUEM PEIICHUN COBELIaHMS.
Pemenus, npuHUMaeMble Ha COBELIAHUH, MOTYT CIIY>)KMUTh OCHOBAHHUEM JIJIsl U3JaHUS IIPABOBBIX aKTOB
['aBbI CeNbCKOTro MOCENEHUSI.

5.Ha coBeulanuun BeneTcss MpPOTOKOJ, KOTOPBIA odopMisieTcss B TedeHHe 24 4acoB IMOcie
OKOHYAHUS COBEILLAHUS U MPEACTABISAETCS Ha MOANUCH [ J1aBe CeIbCKOro MOCENeHUs!.

6.Konuu npoTokona (BBIMMCKH U3 HETO) € YKa3aHUEM KOHKPETHBIX MOPYYEHUI TOJKHOCTHBIM
JIUIaM, CPOKOB UX MCIIOJIHEHUSI HAIPABJISIIOTCS COOTBETCTBYIOLIMM JIMI[AM Ha CIIEIYIOLUN TeHb MOCIe
MOANKCAHUS TPOTOKOJIA.

7.Bce noATMHHUKY MPOTOKOJIOB COBEIIAHUN MPU IIaBe CEIbCKOI0 MOCEJICHHS U MaTepuabl K
HUM XpaHATCS B apxuBe AJMHHHCTpAllMd M HE BbIJAIOTCS 0€3 MNHCbMEHHOIO pPa3pelieHHs
VYnpasistomiero aenaMmu AJIMUHUACTPALIAH.

V. OPTAHU3AIIUA PABOTHI CO CAYXKEBHBIMU TOKYMEHTAMHA
1. Jesronpon3BoacTBo

1.2.PernameHT ompenenseT OCHOBHBbIE IpaBHJIa MOATOTOBKH O(GOPMIICHHS, MPOXOXKACHUS U
KOHTPOJISI 3a HCIIOJIHEHHEM JOKYMEHTOB HECEKPETHOIO XapakTepa, pPacCMOTPEHMsI OOpalieHuit
rpaxiaaH B AjaMmuHHCTpanuu. PermameHT paboTel pa3paboTaH B COOTBETCTBUM C 3aKOHAMH
Poccuiickoit ®enepauuun, Pecnybnuku bamkxoprocran, Ilpukazom MunucrepcTBa KyabTyphl H
MaccoBbIX KoMMyHuKauud P® ot 08.11.2005 Ne 536 «O TUMOBOI MHCTPYKIMH MO JIEIOMPOU3BOJICTBY
B (deneparbHBIX Opranax wucnojgHuteabHor Biactu», ['OCTom P 6.30-97 «YuudunupoBanHsie
CUCTEMbl JOKYMEHTalMHM. YHU(UIUPOBAHHAs CHCTEMa OpPraHU3aLMOHHO-PACHOPSAIUTENbHON
nokyMeHTanuu. TpeOGoBaHus K OG(OPMIEHUIO JOKYMEHTOB» W C YYETOM OIbITa OpraHU3alUU
JOKYMEHTAIMOHHOTO o0ecrieueHus ( JeJOPOU3BOICTBA ) B AIIMHUHUCTPAIIHH.

1.3.0Opranuzanusi 1 o0OecreyeHue CHCTEMBbI ACIIONPOU3BOJCTBA, KOHTPOJIb 3a COOJIIOJICHHEM
YCTAaHOBJIEHHOTO IMOpsAJIKa paboThl € JOKyMEHTaMM B AJIMUHUCTPAllMM  OCYLIECTBIISIETCS
YIOPaBISIOLUUM JeJIaMu.

1.4 Ha ympaBnsitomero aeinamu BO3JIAraeTCsl BBINIOJHEHHE CIEIYIOIIUX OCHOBHBIX
00s3aHHOCTEH:

- IpHEM, y4YeT, perucTpaius 1 HallpaBJIeHUE MOCTYNAOMKX JOKYMEHTOB ;

- Y4eT, perucTpaius BHyTpeHHUX JOKYMEHTOB, Ilepeaya JOKyMEHTOB Ha PaCCMOTPEHUE I1aBe
AJMUHUCTpAallUd U TOCHE€ TOJYyYeHHs] COOTBETCTBYIOIIMX  IOPYYEHUH HENOCPEACTBEHHOMY
pabOTHUKY — OTBETCTBEHHOMY HCIOJHUTEINO ( JAajee UCIIOJIHUTEND ) ;

- y4eT, perucTpanus UCXOA[IIUX TOKYMEHTOB, iepe/iaya UX Ha OTIIPaBKY aJapecaram;
KOHTPOJIb 32 MPOXOKJIEHUEM U CPOKAMH PACCMOTPEHHUSI TIOKYMEHTOB;
opranusanys padoThl ¢ 00palleHUsIMHU T'paxaaH, IPUEM IpaXxIaH;

BBINIOJIHEHNE MALIMHOMKUCHBIX U MHOXHUTEJIbHBIX padoT;
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- UW3TOTOBJIEHWE U Yy4yeT I[e4aTHO — OJaHOYHOM MpOJYKIMM, Ie4yared M I[ITaMIIOB,
UCIO0JIb3YEMBIX B AZIMUHHUCTpALUY;

- IOJArOTOBKAa HOMEHKJIATYyphbl Jel, (opmupoBaHHe Aed AJis Mepeladyd B apXuB, BblIada
paboTHUKAaM JOKYMEHTOB U JIEJl U3 apXuBa, KOHTPOJIb 32 UX BO3BPATOM;

- aHalu3 COCTOSIHMS JIEJONPOU3BOJACTBA U HMH(MOPMHpPOBAHHE TriaBbl AJIMUHHUCTpaLUU 00
HCIIOJIHEHUH JIOKYMEHTOB U MOPYYEHUM;

- O3HaKomJieHue pabOTHUKOB C HOPMAaTUBHBIMMU U HHBIMU TIPaBOBBIM  aKTaMy,
pacnopsaUTEeNbHbIMY, WH(GOPMALMOHHBIMU U METOJMYECKMMH JOKYMEHTaMH [0 BOMIpPOCAM
JIeJIONIPOU3BO/ICTBA;

- UIHCTPYKTa)XX BHOBb IIPUHSTHIX PAOOTHUKOB 110 BOIIPOCaM pabOThl ¢ JOKYMEHTAMH .

1.5.PaGoTHUKM AJMUHUCTPALUU HECYT YCTAHOBJIIEHHYIO OTBETCTBEHHOCTh 3a pasIilallleHHe
cirye0HOM nHhOpPMAINH, COACPKAIIEHCS B TOKYMEHTaX .

1.6.Ilepenaua TOKyMEHTOB AMUHUCTpAUU paOOTHUKAM JPYTUX OpraHu3aluil JOMyCKaeTcs C
pa3pelleHus ri1aBbl AIMUHUCTPALIUY, YIPABIISIOIIETO JEJIaMU .

1.7.Bce BOmpoOCHI, CBsI3aHHBIE C [EIOMPOU3BOJICTBOM B AJIMUHHCTPAllUM M BHECCHHEM
W3MEHEHUH B HactosAmuil Permament, pemiaiorcs TiaBoil AJMUHUCTpaLUU MO MPEJIOKEHUSM,
BHOCUMBIM YIPABJISIOLUIUM J€TIaMU.

2. IlpaBuJa NOAroTOBKH ¥ 0GOpMJIEHHS TOKYMEHTOB
2.1. IloaroroBka u ogopmiieHHE JOKYMEHTOB .

2.1.1.HopMaTuBHBIE NPAaBOBBIE AaKThl HM3JAIOTCS OpPraHaMH MECTHOI'O CAMOYIPABICHHS B
IpeAesiax MX KOMIETEHUIHH B COOTBETCTBHM C IOJOKEHMSAMU O HHMX B BHJAE IIOCTaHOBJICHM,
pacnopsKeHUH, peleHu i, TPaBuil, HTHCTPYKIUI 1 ITOJIOKEHUN.

2.1.2.1i31aHne HOPMATUBHBIX MPABOBBIX AKTOB B OPraHax MECTHOI'O CAMOYIIPABJICHUS B BUJE
IIACEM U TEJIErPAMM HE JTOITyCKaeTCsl.

2.1.3. [Ipu noaroToBke JOKYMEHTOB mpuMeHseTcs: TeKcToBblid pepakrop Word for Windows
Bepcun 6.0 u Bbime ¢ ucnoip3oBanueMm mpupToB Times New Roman Cyr pasmepom N 12 (mus
odopmiteHHsi TaOMUUHBIX MatepuainoB), 13, 14, 15, Times DL pasmepom N 12, 13, 14 uyepe3 1-2
WHTEpBAJIA.

2.2. B1aHKHu 10KyMEHTOB

2.2.1.1lpu mnoaroroBke u OGOPMICHUH JOKYMEHTOB pabOTHUKM OpraHa MECTHOTO
camMOyNpaBJieHUs! PYKOBOACTBYIOTCS CJIEAYIOIIUMU OCHOBHBIMU TPEOOBAHUSAMU :

-JIOKYMEHTbl OPraHOB MECTHOI'O CaMOYIpaBJ€HUs IOJDKHBI, KaK IpPaBHIo, 0POpMIIATbCA Ha
OnaHKax M JIOJDKEH HMMETh YCTAHOBJIEHHBIM KOMIUIEKC OOS3aTEIbHBIX PEKBU3UTOB U MOPAJOK HX
PaCIIOJIOKEHHUS.

brnanku JOKYMEHTOB H3rOTaBIMBAIOTCS HA CTAaHAAPTHBIX JUCTax Oymaru ¢opmaroB A4
(210x297 mm), A5 (148X210 mm).

Kaxapiit muct nokymeHTa, opopmIieHHBIH Kak Ha OJlaHKe, Tak U 0€3 HEero, JOJHKEH UMETh HOJIS:

20 MM- JIEBOE;

10 MmM- nipaBoe;

20 MM- BepxHee;

20 MmM- BepxHEe.

2.2.2.B opraHax MECTHOTO CaMOYIIPABIICHHUsI MPUMEHSIOTCS CIEAYIOmMME OJNaHKU: OOIIMi
OnaHK, 6JIaHK MMKMChbMa, OJJaHK KOHKPETHOT'O BUJIA JIOKYMEHTA.

B 3aBuCHMMOCTM OT pacnoJIO)KEHUS PEKBU3UTOB MOKET YCTaHABIMBATHCS JBa BapUaHTa
OJIaHKOB- YIJIOBOM U MPOJIOJIBHBIMN.

PexBu3uthl OnaHKa M OrpaHUYMTENbHBIE OTMETKU JUIsl PEKBU3UTOB B Ipelieax I'paHUL 30H
PacroJIOKEHUsI PEKBU3UTOB pa3MeLIaloT LIEHTPOBAHO (HA4ajao M KOHEI KaKJIOW CTPOKH PEKBU3UTOB
pPaBHO yJaJIeHbl OT TPaHMIl 30HbI PACIOJIOKEHHUS PEKBU3UTOB) WM (PJIAHTOBBIM (Ka)aas CTpoKa
PEKBU3UTOB HAYMHAETCS OT JIEBOM I'paHMIIbl 30HbI PACIIOIOKEHHS] PEKBU3UTOB).

CoctaB BUIOB M (popMbl OJaHKOB, IPUMEHSIEMBIX B OpraHax MECTHOIO CaMOYIpaBJICHHUS,
YTBEPKAAETCS TIIaBOU CEIBCKOTO MOCENEHMS 10 MPEACTABICHUIO YIPABIIIIONIUN JEIAMMU.
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2.2.3.JIOKyMEHT HMEEeT IOPUIUYECKYI0 CHIYy NpPU HAJIWYUU PEKBU3UTOB, 00S3aTENbHBIX IS
IaHHOTO BuAa AokymeHTa : ['ep6 Pb, ocHoBHOI rocynapcTBenHslil peructpauuonssiii Homep (OI'PH)
IOPUAMYECKOTO JIMLA, HWICHTU(UKALUOHHBIA HOMEp HaJOroIviareiblivka / KOJ HPUYMHBI  Ha
noctaHoBku Ha yuer (MHH / KIIIl), HanMeHOBaHue opraHu3aluu — aBTOPa, CIPABOYHbIE JIAaHHBIE
00 opraHuM3zaluy, HAMMEHOBaHME BUJA JOKYMEHTa, Jara JOKYMEHTa, PETHCTPallMOHHBIM HOMep
JOKYMEHTA, CChIJIKa Ha PErMCTPallMOHHBIM HOMEp JOKYMEHTAa U JaTy JOKYMEHTa, MECTO COCTaBJICHHUS
NOKYMEHTa, I'pU(] YTBEp)KIEHUS, 3aroJIOBOK K TEKCTy, TEKCT JOKYMEHTa, OTMETKa O HaJIUu4uu
MIPUJIOKEHHUS], TOJINUCH, TPU( COrIACOBAHUS, OTTUCK II€YaTH, OTMETKAa 00 HCIOJIHEHUU JOKYMEHTa U
HaIpaBJIEHUHU €r0 B JEJI0, OTMETKA O MOCTYIUIEHUH JOKYMEHTa B OpraHU3al1I0, OTMETKA O 3aBEPEHUU
KOIIUU.

brnanku JTOKyMEHTOB JIOJDKHBI ~ MCIIOJIB30BAaTbCid CTPOrO IO Ha3HauYeHHI0 H  0e3
COOTBETCTBYIOILIETO pa3pellieHrs HE MOTYT IiepeaBaThCsl APYruM OpraHU3alusaM U JIMIaMm.

[Ipu nepenucke Mexay nMoapas3aeieHUsIMU OJaHKU aAMUHHUCTPAIMKU He uciolib3yeTcsi. COBETHI,
KOMHCCUHU OCYLIECTBIISIFOT MEPENUCKY Ha OJIaHKaX COOTBETCTBYIOLIUX MOJIOKEHUSAM 00 ITUX OpPraHax.
2.3. OgopMiieHHE PeKBU3UTOB B Mpolecce MOATOTOBKH JOKYMEHTOB

2.3.1.Ilpu noAroToBKe OpraHU3allMOHHO-PACTIOPSIUTENbHBIX JOKYMEHTOB Pa0OTHUKU OPraHOB
MECTHOTO CaMOYIpPaBJIeHUs OQOPMIISIIOT peKkBU3UTHl AokymMeHTOB ¢ ydetoM ['OCT P 6.30-2003
"VHubuuupoBaHHblE CHUCTEMbl JOKYMEHTAlMH. YHUQUUIUPOBAHHAs CHCTEMa OpraHU3al[MOHHO-
pacnopsauTenbHoN fokyMeHTanuu. TpeboBaHus K 0pOpMIEHHUIO TOKYMEHTOB" .

2.3.2. HaumeHOBaHuE oOpraHa MECTHOTO CAaMOYIPABJIEHUS JOJIKHO COOTBETCTBOBATH €TI0
HAaUMEHOBAHUIO, YKa3aHHOMY B IIOJIOKEHMM OO0 S3TOM oOpraHa MECTHOTO CaMOYIpaBJICHUS, IpU
HaJIMYUU COKPALIEHHOIO0 HAUMEHOBAHMSI, €0 MOMEIIAIOT B CKOOKaX HUXKE MOJIHOTO.

2.3.3.CnpaBoyHble JaHHbIE BKIIIOUYAIOT MMOYTOBBIH ajpec, HoMep TenedoHa U Apyrue CBEACHUS
[0 YCMOTPEHHUIO OpraHa MECTHOIO caMoyMpaBiieHusl (Homepa (pakcoB, TEIEKCOB, aApec 3JIEKTPOHHOMN
MOYTHI U T.JL.).

2.3.4. HaumeHoBaHUE BUJAa JOKYMEHTA, CO3/IaBa€MOr0 OPraHOM MECTHOI'O CaMOYIpaBJIeHMUS,
JOJKHO ~ COOTBETCTBOBaTh  BHJAAM  JOKYMEHTOB,  INpeAycMOTpeHHbIM  OOIiepoccuiicKum
kiaccudukaropom ynpasieHdeckoit jokymentanun (OKY ).

2.3.5.laToif OKyMEHTa SBJIETCS JaTa €ro MOANHMCAaHUSA (pacHOpSIUTENIbHBIE JTOKYMEHTHI,
MHUChbMa) WM COOBITHS 3a(UKCUPOBAHHOTO B JOKYMEHTE (MPOTOKOJI, akT). s yTBepKaaeMoro
JOKYMEHTA (perjiaMeHT, IJIaH, UHCTPYKLUS, NIOJIOKEHUE, OTYET) - JaTa YTBEPKICHHUS.

Jlata 1OKyMEHTa MPOCTABIISAETCS JTOJKHOCTHBIM JIMIIOM, MOJAMUCHIBAIOIIMM WIIM YTBEP KIAIOLIUM
NoKyMeHT. [Ipu noAroToBke mpoekTa JOKyMEHTa IeyaTaeTcsl TOJIbKO 0003HauUeHUE Mecslla ¥ roja.

Bce cnyxeOHble OTMETKM Ha JOKYMEHTE, CBSI3aHHBIE C €ro IPOXOXKJAECHUEM M HUCIOJHEHHEM,
JOJIKHBI JaTUPOBATHCS U MOANKCHIBATHCSL.

Haty nmoxymeHnta odopmisitoT apabckumMu mudpaMu B IOCIEAOBATEIBHOCTH: J€Hb MecHIla,
Mmecsl, rod. Jenp mecauna um mecsay oGopMisioT ABYyMs HapaMu apaOCKux Hudp, pa3aeaeHHbIMU
TOYKOM; FOJT - YETBIPbMSI apaOCKUMU LUPPaMHU.

Hanpumep: 14.03.2005

Jlomyckaetcsi cioBecHO-IIUGPOBOM crocod odopmiieHus natel, Hampumep: 14 mapra 2005r.
CrnoBecHo — 1u¢poBoii croco0 NMPUMEHSETCS B TEKCTaX JOKYMEHTOB, IPHU JaTUPOBAHUU MPABOBBIX
aKTOB, (MHAHCOBBIX M JPYrUX CIYKEOHBIX JOKYMEHTOB, LHU(PPOBON cnocod  JaTUpOBaHUS
UCIO0JIb3YETCsI PU HAIMCAHUU PE3OJIIOLMEH, TPEICTaBICHUH OTMETOK, 00 UCIIOJHEHUH IOKYMEHTOB U
UHBIX CIIy4dasXx ;

2.3.6.PeructpaunoHHbIi HOMEp JAOKYMEHTAa COCTOMT W3 €ro MOPSJAKOBOTO HOMEpa, KOTOPbII
MOXXHO JIOTIOJHATh HMHAEKCOM Jeja MO HOMEHKIAType [el, MHpopManueil o KOPpPEeCHOHJIEHTE,
HCIIOJIHUTENSIX U JIp.

PeructpaninoHHblii HOMEpP JTOKYMEHTa, COCTABJIEHHOTO HECKOJIbKUMH HOPUINYECKUMH JIHIIAMH,
COCTOUT U3 NPUCBOCHHBIX UMH PETUCTPALMOHHBIX HOMEPOB JOKYMEHTA, IEPEUUCICHHBIX B MOPSIKE
[IEPEYUCIICHNs aBTOPOB JJOKYMEHTA uepe3 KOCYIO YepTy.

2.3.7.CcbuiKa Ha pErucTpallMOHHBI HOMEp U JIaTy AOKYMEHTAa BKJIIOYAET PerucTpaluoHHbIN
HOMEp U J1aTy JOKYMEHTa, Ha KOTOPbI JOJKEH ObITh JaH OTBET.

2.3.8.Mecto wu3gaHus JOKYMEHTa YKa3blBaeTCd B TOM ClIydae, €CIM 3aTPYAHEHO €ro

5



6

ONpeJiesieHue M0 PEeKBU3UTaM 00Iero OjgaHKa WM OJlaHKa KOHKPETHOTO BHJA JIOKyMeHTa. MecTo
COCTaBJIEHUS WJIM U3JIaHUS JOKYMEHTAa YKa3bIBalOT C Y4YE€TOM MPUHATOTO aJIMUHUCTPATUBHO-
TEPPUTOPUATBLHOTO JIEJIEHNUS, OHO BKJIIIOYAET TOJIBKO OOLIETPUHATHIE COKPALLIEHUSI.

2.3.9.JIOKyMEHTBl ~ aIpecylOT  OpraHM3alusM, WX CTPYKTYPHBIM  IIOJPa3JCICHUSIM,
JOJIKHOCTHBIM MJIM (PU3UYECKUM JIULAM.

[Ipu anmpecoBaHuM JOKyMEHTa OpraHU3alMM, €€ CTPYKTYpHOMY IOJpa3fefieHuI0 0e3 yka3zaHus
JOJIKHOCTHOTO JIMIA X HAUMEHOBAHUSA [MUIIYTCSI B UMEHUTEILHOM IaJIeKe.

JlomyckaeTcsi IEHTpUpOBaTh BCE CTPOYKH pekBu3WTa "Anpecar' MO OTHOIIEHHUIO K CaMoOu
JUIMHHOM CTpoKe. «Azipecary yKa3bIBaeTCsl B IPaBOM BEPXHEM I0JI€ IOKYMEHTA.

[Ipu HampaBieHUH JOKYMEHTa KOHKPETHOMY JOJDKHOCTHOMY JIMIY HAMMEHOBAaHUE OPraHu3aluu
U T0JIpa3/ieNIeHus] yKa3bIBaeTCsl B MUMEHUTEILHOM MaJIeKe, a JODKHOCTh U pamuius B narenbHoM. [Ipu
a/IpeCOBaHMM JIOKyMEHTA J0XKHOCTHOMY JIMIY MHUIMANbBI YKa3bIBAIOT 1epes (paMuinuei.

[Ipu agpecoBaHuU JOKYMEHTa PYKOBOJAUTEIIO OpraHU3alMM €€ HAUMEHOBAHHME BXOJUT B COCTaB
HaMMEHOBAaHUS JI0OJDKHOCTH ajjpecaTa (Bce PeKBU3UTHI aJipecaTa MUIIETCS B JaTEIbHOM Ma/iexke ).

[Ipu agpecoBaHUM JOKYMEHTa HECKOJBKUM OpraHM3alUsM HMX HAWUMEHOBAHHS YKa3bIBaIOTCS
00001eHHO. JIOKyMEHT HE TOJKEH COJepKaTh 0oJiee YEThIPEX aJIpecaToB.

CnoBo «Konusi» nepen BTOpbIM, TPETbUM, YETBEPTHIM aJjpecaTaMi He yKa3biBatoT. [Ipu Oosbiem
qlClie a/IpecaToB COCTABIISIIOT CIIMCOK PACCHUIKH IOKYMEHTA.

B cocraB pekBusuta "Anpecar" MOXKeET BXOJUTh MOYTOBBIHN ajpec. DIeMEHTh IOYTOBOTO ajipeca
YKa3bIBaIOT B MOCJIEJOBATEILHOCTH, YCTAHOBJIEHHON MpaBUIaMH OKa3aHMsI YCIYT MOYTOBOM CBSI3U.

IIpu anpecoBaHMM NucbMa B OpPraHU3ALMIO0 YKa3bIBalOT €€ HAaMMEHOBAHHE, 3aT€M IOYTOBBIN
azpec.

[Ipu agpecoBaHuMM MAOKyMEHTa (PU3MUYECKOMY JIMIY, YKa3bIBalOT (aMUIMI0 M HMHULIHAJIBI
MOJIy4yaTelis, 3aTeM ITOUTOBBIH ajpec.

[Ipu agpecoBaHuu TOKyMEHTa JAOHKHOCTHOMY JIMIy MHHUIMAIBI CTAaBATCA nepen pamuinei, npu
aZipecoBaHUM (PU3NUECKOMY JIUILY - TIOCTIE HEe.

2.3.10.lokymeHT yTBEepKAA€TCS MODKHOCTHBIM JIMIIOM (JOJDKHOCTHBIMU JIMIIAMH)  WJTH
CHEIHaIbHO M3/1aBa€MbIM TOKyMeHTOM. [Ipu yTBepkaeHHU NOKyMEHTa JOJKHOCTHBIM JIMLOM TIpud
YTBEPKACHHS TOKYMEHTa A0oJiKeH cocTosTh u3 cioBa Y TBEPXKJIAIO (0e3 koBbIUEK), HANMEHOBAHUS
NOJKHOCTH JIMIA, YTBEPXKJIAIOUIETO JOKYMEHT, €ro IMOANHUCH, WHULUAJIOB, (GaMWIMA M JaThbl
yrBepkaeHus. Ha aokymeHTax, MoJuiexaluX YTBEp)KICHHUIO, IpU] YTBEp)KJIEHHUS IMPOCTABISAETCS
CIpaBa Ha BEPXHEM II0JI€ IIEPBOI'0 JIUCTA JOKYMEHTA.

Homyckaercst B pekBuzute «I'pud yTBEpKIEHUS [IOKYMEHTa» LEHTPUPOBATH DJIEMEHTHI
OTHOCHUTEIILHO CAMOW JMHOM CTPOKOM.

[Ipu yTBEpK/IeHUU JOKYMEHTa HECKOJIbKMMU JODKHOCTHBIMU JIMIIAMM MX MOJAINKCH paciojarair
Ha OJIHOM YPOBHE.

[Ipu yTBEp>KIeHUH TOKYMEHTa MOCTAHOBJIEHHEM, PELIEHUEM, IMPOTOKOJIOM I'pu( yTBEpKIEHUS
COCTOMT M3 CJOB YTBepxkAeHO (YTBepxkAeHa, YTBEpKICHbl WM YTBEpPXKICH), HAUMEHOBAHUS
YTBEPKIAIOIIETO JTOKYMEHTa B TBOPUTEIBHOM Hajexe, ero narsl 1 HoMmepa. CioBo "YTBepxaeHo"
corjacyercs B poJi€ U YHCJIe C BUIOM YTBEP)KIaeMOTO IOKYMEHTA.

2.3.11.B coctaB pe3odionud BXOAAT CIEAYIOIIME OSJIEMEHTHI: (aMUIus W HUHUIHAIIBI
UCHOJIHUTENSI (MCIIOJIHUTENEH), colepikaHue mnopydeHus: (Ipu HEOOXOAMMOCTH), CPOK HCIOJIHEHUS,
MOAMHUCH, JaTa.

B cnygasx, xorna mopydeHue NAeTcsl IBYM HJIM HECKOJIBKUM JIMLAM, PAaBHBIM [0 JOJKHOCTH,
OCHOBHBIM HCIIOJTHUTENIEM SBJIAETCS JIMIO, YKa3aHHOE B MOPYYEHUHU NepBbIM. EMy mpenocraBisercs
IIPaBO CO3bIBA COMCIOJHUTENIEH U KOOPAUHALUS UX PaOOTHI.

OCHOBHOM HCHOJIHUTEIIb U COMCIIOIHUTENb BIPABE JaBaTh MOPYUYCHUS B BUJE PE3OJIIOLUH JIMLaM,
HEMOCPEJCTBEHHO UM MO JUUHEHHBIM.

Ha nokymenrax, He TpeOymomMX YyKa3aHUN MO MCHOJHEHUIO M HMEIOLIUX THUIIOBBIE CPOKU
WCIIOJIHEHUS, B PE30JIIOLMHU YKa3bIBAIOTCS UCIIOJIHUTENb, TOANNUCH aBTOPa PE30JIIOLUY, /1aTa.

Pe3omntonns MoxeT oopMIISTHCS Ha OTJACIBHOM JIUCTE € YKa3aHUEM PErucTPallMOHHOTO HOMEpa
U JaThl JIOKYMEHTA, K KOTOPOMY PE30JIIOLIHSI OTHOCUTCS.

2.3.12.3aroy10BOK K TEKCTY JOKYMEHTa JOJKEH ObITh KPAaTKUM, TOUHO II€peaBaTh COJIepKaHue
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JNOKYMEHTa. 3aroJIoBOK JOJKEH ObITh COTJIacOBaH C HaMMEHOBAaHMEM BHJA JOKYMEHTA. 3arojoBOK
pa3MeniaeTcs B JIEBOI YacTH MEPBOTO JINCTA JOKYMEHTA Mepe TEKCTOM.

3aroJIoBOK JOJIKEH OTBe4aTh Ha Bompockl: "o ueM?" ("o kom?"), "gero?" ("koro?")

3aroI0BOK COCTaBJISIETCS JIMLIOM, TOTOBALINM MPOEKT JTOKYMEHTA.

K Ttekcty nokymeHToB, o¢opMieHHbIX Ha OnaHkax (opmara A5, 3arojloBOK MOXET He
COCTaBJIISATHCS.

2.3.13.0TMeTKy 0 KOHTpOJIE 3a HCIIOJIHEHHEM JOKyMeHTa oOo3HaudaroT OykBoil "K', cioBom
unu mramnom "Kontposs".

2.3.14. Tekct nokyMmeHTa 0(OPMIISIIOT B BHJIE aHKETHI, TAOIHUIIbI, CBI3HOTO TEKCTA WJIM B BUJE
COEJIMHEHUS ITUX CTPYKTYP.

[Ipu cocraBiieHUH TEKCTa B BUJE aHKEThl HAMMEHOBAHUS MPU3HAKOB XapaKTepU3yeMoro 0ObeKTa
JOJKHBI ~ OBITh ~ BBIPQKEHBI HMMEHEM CYLIECTBUTEIbHBIM B  HMEHHUTEIBHOM MaJeKe WIH
CJIIOBOCOYETAHHEM C TJIAroJIOM BTOPOTO JIMIIA MHOKECTBEHHOT'O YMCIIa HACTOSLIETO WJIM MPOIIEIIEro
BpeMeHHU (umeere, ObLIM, HAXOAWIUCh U T.JA.). XapaKTePUCTHKHU, BbIPAKEHHbIE CIOBECHO, IOJKHBI
OBbITH COTJIACOBAaHbl C HAUMEHOBAHUSIMU NTPU3HAKOB.

I'padbl 1 cTpoku TaOIUIBI TOJDKHBI UMETh 3ar0JIOBKH, BBIPAYKEHHbIE UIMEHEM CYIIIECTBUTEIbHBIM
B MMEHUTENIbHOM najexe. [lon3aronoBku rpad u cTpok AOKHBEI OBITH COTJIACOBAHBI C 3ar0jJOBKaMHU.
Ecnu Tabnuiyy mnewatatoT OoJjiee 4yeM Ha OJHOM cTpaHule, rpadbl TaOIMIBl JIOJKHBI OBITH
IIPOHYMEPOBAHBI U Ha CJIEAYIOLIUX CTPAHUIIAX JIOJKHBI ObITh HalleyaTaHbl TOJIBKO HOMEpPA 3TUX Ipad.

CBs13HBIN TEKCT, Kak MPaBUJIO, COCTOUT U3 ABYX yacTeil. B mepBoil yacTtu yka3pIBaroTCsl NPUYUHBL,
L[€JI1, OCHOBAHMSI CO3/1aHUs JOKYMEHTA; BO BTOPOH (3aKJIFOUUTENILHON) - PEIIeHNUs, BBIBOIbI, IPOCHOBI,
pexomMeHAanuu. TeKCT MOKET coAepKaTh OJIHY 3aKJIIOUUTENbHYIO YacTh (HallpUMep, pacoOpsHKEHUS -
pactopsANTENIbHYI0 4YacTh 0€3 KOHCTaTHpYIOUIeH, MHchMa - MpockOy Oe3 mosicHeHus). B Tekcre
JOKYMEHTa, TOJrOTOBJIEHHOTO Ha OCHOBAaHUM WM BO HCIOJIHEHHE paHee HM3JAaHHOIO JOKYMEHTa,
YKa3bIBalOT €ro  PEKBU3UTHI: HAUMEHOBAHWE JIOKYMEHTa W  OpraHu3aluu-aBTOpa, Jary,
perucTpaloHHbI HOMED, 3aroJ0BOK K TEKCTY.

Ecnu TekcT colepXKUT HECKOIbKO PELIEHHH, BBIBOJOB U T.J., €f0 MOXKHO pa30UTh Ha pa3/eibl,
MIYHKTBI, KOTOPBIE HyMEPYIOT apaOCKUMU LTUPpaMHU.

B pacnopsauTenbHbIX TOKYMEHTaX OpraHM3alluil, AeWCTBYIOIINX Ha MPUHIUIIAX €AMHOHAYAINS,
a TaKKe BO BHYTPEHHUX JIOKYMEHTaX, aJpEeCOBAaHHBIX PYKOBOJCTBY, TEKCT M3JIaraioT OT MEPBOro JIMIIa
€IMHCTBEHHOTO uncia ("npukaspiBaro", "mpearat”, "nmpoury").

B noxymeHTax KOJIJIErMajJbHBIX OpPraHOB TEKCT HU3JIAaraloT OT TPEThEro JHIAa €IUHCTBEHHOIO
gyucna ("mocranosisiet", "penm’).

B coBMecTHBIX JOKyMEHTax TEKCT H3JaraloT OT IEepPBOro JIMIAa MHOXECTBEHHOIO 4YHCIIa
("mpukasbiBaeM", "pemrmiin").

TexkcT mNpoTOKOJNA M3JMaraloT OT TPEThEro JiMIAa MHOXKECTBEeHHOTro uyucia ("ciaymanu",
"BoicTynn", "pemmnu").

B nucbMax ucnonb3yroT ciaeayrone GopMbl U3JI0KEHUS:

OT IEPBOro JMIA MHOXECTBEHHOro uuciaa ("mpocuMm npeaocTaBuTh...", "HampaBiseM B Bam
anpec");

OT MEPBOTO JIUI[a €IMHCTBEHHOTro yucia ("mpoury BbicaaTe", "cuntaro HE0OX0AUMbIM";

OT TPETHETO JINIIAa EAMHCTBEHHOTO uncia ("MUHHUCTEPCTBO HE BO3paxkaeT").

2.3.15.0TMeTKy 0 HaJIMYUU MPWIOKEHUS, HA3BaHHOTO B TEKCTE€ IHUCbMa, OQOPMIISIIOT
cnenyromuMm oopazom: [lpusoxxkenue: Ha 5 1.B 2 3K3.
Ecnu nucbMo MMeeT MpUIIoKEeHUs, He Ha3BaHHbIE B TEKCTE, TO YKa3bIBAIOT €r0 HAMMEHOBAHUE,
YHCJIO JIMCTOB M YUCIIO 3K3EMIUISIPOB; IPHU HATMUMUU HECKOJIBKUX IPUIIOKEHUI UX HyMEPYIOT.

Ecnu npuioxxenust cOpoIIropoBaHbl, TO YUCIIO JIUCTOB HE YKAa3bIBAIOT.

Ecnu x 1O0KyMeHTY npuiiaraercst Apyroil J0KyMEHT, TakKe UMEIOIIUNA MPUI0KEHHE, OTMETKY O
HaJIMYUU TPUIIOKEHUS OPOPMIISIIOT CIEAYIOIINM 00pa3oM:

[Mpunoxenne: mucbkMo Pocapxusa ot 05.06.2005 Ne 02-6/172 u npunokeHue K HeMy, Bcero Ha 3 JI.

Ecnu npunoxeHue HanpaBIsOT HE BO BCE yKa3aHHbIE B JOKYMEHTE ajpeca, TO OTMETKY O €ro
HaTu4Iuu 0pOPMIISIOT cleayromum oopazom: [lpunoxenue: Ha 3 1. B 5 9K3. TOJIBKO B TIEPBBINA aJipec.

B npunokeHuH K pacrnopsIuTENIbHOMY JIOKYMEHTY (IIOCTaHOBJIEHUIO, PAaCHOPSHKEHUIO,
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[paBWJIaM, MHCTPYKIIMH, MOJIOKEHUIO, PELIEHHIO) HA IEPBOM €ro JIUCTE B IMPAaBOM BEPXHEM YIIy
nuuryT "llpunoxkenune N" ¢ ykazaHMEM HAaMMEHOBAHUS PaclOpPSAUTEIBHOTO JOKYMEHTa, €ro AaThl U
PErucTpalioOHHOTO HOMEpa.

Homnyckaercst BblpakeHue "l[lpunoxkenne N" neuataTh NPONMCHBIMH OyKBaMH, a TaKxke
LEHTPUPOBATh 3TO BbIpAKEHHE, HAUMEHOBAaHUE JIOKYMEHTa, €ro JaTy U PETUCTPALMOHHBIA HOMEp
OTHOCHUTEIIBHO CaMOU JJIMHHOM CTPOKH.

2.3.16.JlokymMeHTbI, HampaBiii€Mble B BBIIIECTOSIIME OpraHbl, QenepajbHble OpraHbl
MIPEJICTAaBUTENIbHON M Cy/leOHOM BIIACTH, MOAINMCHIBAIOTCS PYKOBOJUTENEM OpraHa MECTHOIO
caMOyIMpaBJICHUSI.

JIOKyMeHTBI, HampaBisieMble TOJYMHEHHBIM W  JIpYyTMM  OpraHu3anusM, IpaxaaHaM
MOANUCHIBAIOTCS PYKOBOJUTENIEM, €ro 3aMECTUTENSIMU WM PYKOBOJUTENSMU CTPYKTYPHBIX
MOAPA3/IEIEHUI B COOTBETCTBUU C UX KOMIIETEHLIUEH.

B cocraB mnoamucu BXOAAT: HAMMEHOBAHHWE JIOJDKHOCTH JIMLA, MOANMCABIIETO JIOKYMEHT
( momHOE, ecnu JAOKYMEHT oopMiieH He Ha OJlaHKe JOKYMEHTa, U COKpAIllEHHOEe- Ha JIOKYMEHTE,
opopMIIECHHOM Ha OJlaHKe), JIMYHas MOANUCh M ee pacmupoBka (MHUIUAIBI U (HaMuIus).
Homnyckaercss B pekBuszure «lloamuce» 1UeHTpupoBaTh HAMMEHOBAHHWE JIOJDKHOCTH  JIMIA,
MOANMCABIIEr0 TIOKYMEHT, OTHOCUTEIBHO caMO JUIMHHOM cTpokoi. [Ipu opopmienun nokymeHTa Ha
OJaHKEe JOJHKHOCTHOTO JIMIA I0JKHOCTD 3TOTO JIMIIA B MOANKMCH HE YKa3bIBAIOT.

Ecnu nomxHOCTHOE JTM110, IOJIUCH KOTOPOTO 3arOTOBJIEHA HA MPOEKTE IOKYMEHTA, OTCYTCTBYET,
TO JIOKYMEHT IOJIUCHIBACT JIHIIO0, UCTIOIHSIONIEE €ro 00sS3aHHOCTH, WK €ro 3amecTuTelnb. [Ipu 3Trom
00s3aTeNbHO yKa3bIBaeTCs (pakTUUecKasi 1OJKHOCTD JIMIA, MOANKUCABLIET0 JOKYMEHT U €ro gamuius
(ucrpaBiIeHUS MOKHO BHECTH OT PYKH WJIM MalIMHOIMCHBIM criocoOoMm, Hanpumep: "u.0.", "3am"). He
JIOITYCKAaeTCsl MOANUCHIBATh JOKYMEHTHI C IpeyioroM "3a" WM MpOCTaBJI€HHEM KOCOM 4epThl mepen
HAaUMEHOBAHHUEM JIOJIKHOCTH.

[Ipu nmoanucaHuu JOKyMEHTa HECKOJbKUMHM JOJDKHOCTHBIMHU JIMIIAMU UX MOANMCH pacrojararoT
Ha OJHOM YpPOBHE WM OJIHY MOJ APYroil B MOCJIEAOBATEIbHOCTH, COOTBETCTBYIOUIEH 3aHMMaEeMOMU
JOJIKHOCTH.

[Ipy noamucaHuM JIOKYyMEHTAa HECKOJbKMMM JIMLAMH, PaBHbIMM 10 JIOJDKHOCTH, HO
MIPE/ICTaBJISIONIMMU Pa3Hble OPraHbl, MOANKUCH pacIioaraloT Ha OJHOM ypOBHE.

[Ipy moamucaHuy COBMECTHOTO JOKYMEHTA MEPBBIM JUCT 0(OPMIISIOT HE Ha OJIaHKe.

B nokyMeHTax, COCTaBJIEHHbIX KOMHUCCHEH, YKa3bIBalOT HE JIOJKHOCTH JIUI], MOAMHMCHIBAIOLINX
JOKYMEHT, a UX 0053aHHOCTH B COCTaBE KOMUCCHH B COOTBETCTBUU C PACIIPE/IECTICHUEM.

2.3.17.CornacoBanne TIPOCKTa JOKYMEHTA TPOBOJUTCA TMPH HEOOXOJMMOCTH OILICHKH
000CHOBAHHOCTH JIOKYMEHTA, COOTBETCTBHS €0 MPABOBBIM aKTaM U PAHEE MIPUHSTHIM PELICHUSIM.

[IpencraBiasiemMble Ha MOANUCH JOKYMEHTBHl BHU3UPYIOTCS HCHOJHUTENIEM (OTBETCTBEHHBIM
WCIIOJIHUTENIEM) U PYKOBOJUTENIEM IO/pa3JelieHus], Iie TOTOBUJICS MPOEKT JOKyMEHTa. JIOKyMEeHTHI,
coJiepKalue IMOpydyeHuss pabOTHHKAM oOpraHa MECTHOIO CaMOYNIpaBJIE€HUS, UMM JOJDKHBI OBITh
3aBU3UPOBAHBI.

CornacoBaHue MpoeKTa JOKyMeHTa odopmisiercs BH30M Ha JOKyMEHTE (BHYTpEHHee
coTJIacOBaHWe) WK rpudoM corjacoBaHus (BHEITHEE COTIIaCOBAHUE).

Busza BxitouaeT B ce0si JOKHOCTh BU3UPYIOIIETO JOKYMEHT, JINYHYIO MOJIUCH, PACIIU(POBKY
noAnucy (MHULIMAIBL, (aMUIKs) U JaTy.

Jlig NOKyMeHTa, MOJUIMHHUK KOTOPOT'O OCTAeTCsl B OPraHMU3alMM, BU3bl IPOCTABIISIIOT B HIDKHEH
4acTU 000POTHOM CTOPOHBI MOCIEAHETO JTUCTA MOAJTMHHUKA JOKYMEHTA.

JUis TOKyMEHTa, NOJJIMHHUK KOTOPOrO OTHPABIIIIOT W3 OPraHMU3allMM, BU3bl MPOCTABISAIOT B
HUKHEH 4acTH JIMIEBON CTOPOHBI KOMHHU OTIPABIIIEMOI0 JOKyMeHTa. JlomyckaeTrcs opopMiIeHIE BU3
JOKYMEHTa Ha OTIEJIbHOM JIUCTE COIJIACOBAHUSA, IOJUCTHOE BU3UPOBAHUE JIOKYMEHTa M €ro
MIPUJIOKEHHUSL.

3ameuaHusi, 0ocoOble MHEHMSI M JOIOJIHEHUS K MPOEKTy JOKyMEHTa O(QOpMIISIIOTCS Ha
OT/I€JIbHOM JICTE, TIOJIMUCHIBAIOT U MIPUJIAratoT K TIOKYMEHTY.

CornacoBaHue NMPOEKTa TIOKyMEHTa C OpraHaMl MECTHOTO CaMOYIPABJIECHUS U OpraHU3alUsIMH,
MHTEPEChl KOTOPBIX B HEM 3aTParuBaroTCs - BHEIIHEE COTJIacOBaHUE.

Buemnee cornacoBanue 1oKyMeHTa oopmiisieTcss rpu@oM COrjiacoBaHUsl, KOTOPbIN BKIIIOYAET
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B cebs ciioBo COI'JTACOBAHO, nHanMmeHOBaHUE ODKHOCTH JIMIA, C KOTOPBIM COTJIACOBBIBACTCS
JOKYMEHT (BKJIIOYasi HAaWMMEHOBAaHUE OpraHu3aluu), JUYHYIO IOJNUCh, PACHIM(PPOBKY IOIIUCH
(uHMIMANOB, paMuIINs) U JaTy COTJIaCOBAHUS.

I'pucdbr cornmacoBanus MOryT pacmoJiaratbcsi Ha oTaenbHoM "Jlucrte cormacoBanus", eciu
CoJiep’KaHHe JIOKyMEHTa 3aTparuBaeT MHTEPEChl HECKOJbKUX opranuszanuil. Ha noxkymenrte nenaercs
otMmeTka "JIUCT cormacoBanus mpusaraercs'.

2.3.18./In1 3aBepeHHMsI COOTBETCTBHS KOIMU JOKYMEHTA IIOJUIMHHUKY HWXE pPEKBHU3UTA
"I[loanuce" NMpoCTaBIAIOT 3aBEPUTENIbHYIO HAAMKUCh "BepHO", TOHKHOCTD JIMIA, 3aBEPUBILIETO KOIHIO,
JUYHYIO TOJAINUCH, paclIu(POBKY HOAINCH, 1aTy 3aBEPEHUS.

OTmeTKka O 3aBEpPEHUH KOMHUU YAOCTOBEPSETCS OTTHUCKOM II€4aTh OpraHa MECTHOTO
camMOyTpaBJIeHUS.

2.3.19.0TmeTKa 00 MCHOJIHUTENE JOKYMEHTA IMPOCTAaBIISIETCS B JIEBOM HUKHEM YIJy JIMLEBOM
WM 000POTHOM CTOPOHBI MOCJIEHETO JIMCTA MOUIMHHUKA TOKYMEHTA.

OTMeTKa BKIIIOUAET WHUILUAIBI, (PaMUIIHIO UCTIOJIHUTEIIS U HOMED ero TenedoHa.
Ha noxymeHTe, MOATrOTOBIEHHOM IO MOPYYEHHUIO PYKOBOIUTENS TPYNION HCHOJIHUTENEH, B
OTMETKE 00 UCIIOJIHUTENE YKa3bIBAaeTCs ()aMUIIUSI OCHOBHOTO MCIIOJHUTEIIS.

2.3.20.0TmeTKa 00 MCHOJHEHMM JOKYMEHTAa M HAIpPaBJIEHUU €ro B JIEJ0 BKJIKOYAET B cels
CIIEyIOIMEe JaHHbIE: CChUIKY Ha ATy U HOMEpP JOKYMEHTA, CBUJIETEIbCTBYIOUIETO O €r0 UCIIOJIHEHUH,
WM MIPU OTCYTCTBUU TAKOTO JOKYMEHTa KpaTKHe CcBelleHUs 00 HcroiaHeHuu; cioBa "B neno"; Homep
7iena, B KOTOpOM Oy/eT XpaHUTbCA JOKyMEHT. OTMeTka 00 MCIOJIHEHUU JOKYMEHTa M HalpaBlIeHUU
€ro B JIeJ0 TMOANMUCHIBACTCS M JATUPYETCSl HUCIHOJIHUTENIEM JIOKyMEHTa WIM PYKOBOJAUTEIEM
CTPYKTYPHOTO TOJpa3/A€ICHHs], B KOTOPOM HCIIOJIHEH JOKYMEHT.

2.3.21.0T™MeTKa O MOCTYIUICHUH JOKYMEHTa B OpraH MECTHOI'O CaMOYMIPAaBJIEHUS COJCPKUT
OouepeHON MOPSAKOBBIM HOMEpP W JaTy HOCTYIUIEHHUsS JOKyMEHTa (IpU HEOOXOJAMMOCTH - BpeMms
nocTyruienus). Jlomyckaercs MpocTaBiisiTh OTMETKY O MOCTYIUIEHUH JJOKYMEHTa B BUJE IITaMIIa.

2.3.22.inenTudukatopoM 3JE€KTPOHHON KOIMHU JTOKYMEHTA SBJIIETCS OTMETKa (KOJIOHTHUTYII),
IIpocTaBiisieMasl B JIEBOM HUKHEM YIUIy KaXJO0W CTpaHUIIbl JOKYMEHTa U cojJeprKalias HaMMEHOBaHHE
¢daiina Ha MaNIMHHOM HOCUTENe, JaTy M JIpyrHe IIOMCKOBbI€ JlaHHBbIE, YCTaHaBJIMBAaeMble B
(benepanbHOM OpraHe MUCIOJIHUTEIbHON BIACTH.

2.4. Oco0eHHOCTH MOATOTOBKYU U 0()OPMJIeHHS OTAEeIbHBIX BUI0B JOKYMEHTOB
IlocTanoBiieHue, pacnopsi:KkeHue

2.4.1.I1locTaHOBNEHUS U PACTIOPSHKEHUS I1aBbl aIMUHUCTPALIMN SBJISIOTCS IPABOBBIMU aKTaMU
OopraHa MECTHOTO CaMOYIIPaBJICHUS, peaU3yOIUMU (GOpMy YIIPaBJICHUS Ha TEPPUTOPUHU CEIHCKOTO
MIOCEJICHUS U B MpefiesiaX KOMIIETEHIIUHU , YCTaHOBJICHHBIM 3aKOHO/IaTEIbCTBOM .

[IpaBoBbIe aKThl, UMEIOIINE HOPMATUBHBIM XapakTep, U3AAIOTCS B (OpPME MOCTAHOBJICHUMN
['aBbI CeNbCKOTO NOCENEHUS U YTBEPKIAEMbIX MU MOJIOXKEHUH, TPABUII M MHCTPYKIIUH.

[IpaBoBble aKkThl 1O BONpPOCAM TEKYyLIEH JAEATEIbHOCTH, peaju3aluu OIlepaTUBHO-
OpPraHU3al[MOHHBIX MEpPONPUATHUN, KAJAPOBBIM M JPYIMM TEKYIIMM BOIpOCaM, HE HMEIOIINe
HOPMAaTUBHOTO XapakTepa (OpraHM3allMOHHO-PACcIOPSAUTENbHbBIE aKThl), H3JalTci B (opme
pacniopsbkeHuit [ 1aBbl CEIBCKOro MOCEICHHUS.

HopmaTuBHBIME SBISIOTCS IIPAaBOBBIE AaKThl, W3JaHHblE [J1aBOM CENBCKOTO IOCEIEHUS U
HaIpaBJICHHbIE HAa YCTAHOBJIEHHE, U3MEHEHHE WM OTMEHY MpaBOBbIX HOpM. IIpaBoBbBIMH HOpMamu
ABJIAIOTCS  OOIIEe00sI3aTeNbHbIE  NpPEANUCaHusl IMOCTOSHHOTO WM  BPEMEHHOIO  Xapakrepa,
paccunTaHHbIE HA MHOTOKPAaTHOE MPUMEHEHUE U HEOTPECIICHHBIN KPYT JIHII.

OdopmiieHne NpaBoBbIX aKTOB OCYILECTBIISIETCS] B COOTBETCTBUU C HAcTOSIIUM Perinamentom u
NHcTpyknuen 1o Aemonpon3BOICTBY.

[IpoexTbl MOCTaHOBIEHUN U PACHOPSKEHUI MOTYT BHOCUThCS Ii1aBoi CeabCKOro MoceneHus,
JNOJUKHOCTHBIMU ~ JIUIAMH  AJIMUHUCTpAllUM, OpraHaMH  TEPPUTOPUAIBLHOTO  OOILECTBEHHOTO
caMOYNpaBJieHUs, WHULMATUBHBIMM TpyNIamMu, a TaKKe OpraHaMud TrOCYAapCTBEHHOM BiacTu
PecniyOnuku bamkoproctan. [loaroroBka NpOEKTOB IOCTAHOBJIEHUM M PacHOPSHKEHHUH IJIaBbl
aIMUHHUCTpAIlMM  OCYILIECTBJISIETCS B YCTaHOBJIEHHblE cpoku. Ilpu 3TOM mnpenBapuTeabHO
COTJIaCOBBIBAETCSI  MPOEKThl  IOCTAHOBJIEHUI W  pacHopsHKEeHUH ¢ MOJABEAOMCTBEHHBIMU
OpraHu3alUsMH, 3aUHTEPECOBAHHBIMM B PACCMOTPEHUU HAMEUYaeMbIX BOIPOCOB, a IMPH HAJIUYUU
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pa3HOrjJacuil — MpPEeACTaBISIOT OJHOBPEMEHHO CO CBOUMMH MPEUIOKEHHUSIMH 3aKIIOYEHHE OSTUX
OpraHu3aIyil Wik cOOOIIAIOT B CIIPABKE UX MHEHHE .

2.4.2.IlocTaHoBNeHUsT TIJIaBbl AJMUHUCTPALlMM TNPUHUMAIOTCS BO UCIOJHEHHE YyKas3a,
pacnopsbkeHuil npesuaeHta PecnyOnuku bamkoproctaH, MHBIX HOPMATHBHBIX IIPAaBOBBIX akKTOB, a
Takke M0 Haumbojee BaXHBIM BOINPOCAM  XO3SHUCTBEHHOTO, COLMAIBbHOIO, KYJIbTYPHOTIO,
HSKOHOMMYECKOTO PA3BUTHS U YIIPABICHHUS .

ObecrieyeHre KaueCTBEHHOW IOATOTOBKU IPOEKTOB IIOCTAHOBJIEHUH (pacHopsiKeHHM) U UX
COTrJIaCOBAHUE C 3aMHTEPECOBAHHBIMU CTOPOHAMHU BO3JIAraeTcs Ha PYKOBOAMTENEH MOIpa3ieieHU,
KOTOPbIE TOTOBAT U BHOCST IPOEKT.

KoHTpons 3a mnpaBuiIbHOCTBIO O(OPMIIEHHS MPOEKTOB IOCTAHOBICHUM (pacHoOpsHKEHMI)
OCYILIECTBJISIET YIPABIISIOIIUN EIaMU.

2.4.3.IIpoexTbl TOCTAHOBJICHUN (pacHOpSIKEHUI) W NPUIOKEHUS K HUM BU3HPYIOTCS
UCIOJIHUTENEM M  PYKOBOJMTENEM  MOJAPA3JCJICHUs, BHECIIUM IPOEKT, PYKOBOAUTEIIMU
MOJApa3JeIeHUH, KOTOPbIM B IIPOEKTE MPEIyCMaTPUBAIOTCA 3aJaHMUsl U IIOPYYEHHUsS, a TaKkKe
IOPUANYECKON CIy)KObl (BHU3MpPYET NIPOEKTHl HOPMATHBHBIX IPaBOBBIX akTOB). Bo3paxkenus mno
IIPOEKTY MOCTAHOBJIEHUS (PaclopsHKEHUS ), BOSHUKAIOIINE IIPU COTIACOBAaHUM, U3J1araloTcs B CIPABKe,
KOTOpas MPUJIaraeTcs K MpoeKTy.

Ecniu B mpouecce coriacoBaHuss B IPOEKT IOCTAHOBJIEHHMSI BHOCATCS  W3MEHEHUs

MPUHIMIIMAIBHOTO XapaKTepa, TO OH MOJJICKUT NeperedyaTke U IOBTOPHOMY COTJIaCOBAHHUIO.

2.4.4.IlpoexTbl TMOCTAaHOBIEHUI (pacHopsDKEHH) IeyaTaroTcsl Ha CTaHAAapTHBIX OJaHKax
YCTaHOBJIEHHOM (POPMBI U JAOKIIAABIBAIOTCS JJIsl TIOJIUCH MPH HEOOXOUMOCTH CO CIPABKOM, KOTOpast
JOJKHA COJAEpKaTh KpaTKOe H3JI0KEHHE CYTH IOCTAHOBJIEHMS (paclopsuKeHHs) 0OOCHOBAaHUE €ro
HEOOXOJIMMOCTH, a TaKXKE CBEIEHUS O TOM, Ha OCHOBAHMU YEro IMOArOTOBJIEH IPOEKT U C KeM
corjacoBaH. J[aToil mocTaHOBIEHUS (PacHOpPsLKEHUs) SBJISIETCS laTa €ro MOANUCaHUS.

[locTanoBnenust (pacnopsbKeHHs])) HYMEpYIOTCsl TOpPSAKOBOW HyMmepanuell B Ipenenax
KaJICHJapHOTO I0/1a; PaclopsHKEHUs! 10 OCHOBHOM JI€ATENbHOCTH, 10 JTUYHOMY COCTaBY HYMEPYIOTCS
OTJIEJIbHO.

2.4.5.Konuu nocraHoBiIeHUH (pacnopsKeHU) WM UX Pa3MHOXKEHHBIE K3EMIUISIPhI 3aBEPSIIOT
MeYaThi0 U MOAMKUCHIBAETCS UCIIOJIHUTEIIEM.

2.4.6.IlpwioxkeHst K IOCTAHOBJIEHUSM U  pACHOPSIKEHUSM  TJaBbl  aJMUHUCTpPALUU
MOANUCHIBACTCS YIPABISAIOLUMU JeTIaMU.

2.4.7.Konuu nocTaHOBIEHUN U pacHOPSKEHUH I1aBbl aIMUHUCTPALMU MOCE UX HOIIUCAHUS
pacchUIaoTCs ajipecataM HENOCPEACTBEHHO YIPABIISIIOIIMMHU JieJlaMi, 3aUHTEPECOBAaHHBIM OpraHaM U
CTPYKTYPHBIM NOJPA3/IEICHUSIM CEIbCKOTO MOCENCHHUSI U APYTrUM OPTaHU3alMSIM COTIIACHO CIUCKY.

2.4.8.IlocTaHOBIICHHsI U PACTIOPSHKEHUS, 3aTparvBaloOlIne IpaBa, CBOOOJBI W OOS3aHHOCTH
YelloBeKa U TpaKJaHMHA, YCTAHABJIMBAIOIIMX [PaBOBOM CTaTyC OpraHu3aludi MOJyIexar
opuIMaIbHOMY OOHApOJOBaHMIO B 3/aHUM AJIMMHHMCTpAllMM B TEYEHHUU 7 JHEW Mociie JHA HX
MOAMHUCAHUSL.

2.4.9. [locTraHOBIEHHE UMEET CIEAYIOUINE PEKBU3UTHI:

I'ep6 cyOwekra Poccuiickoit @enepanun.

HaumenoBanue oprana MECTHOTO CaMOYIIPaBJICHUSI.

HaumenoBanue Buia JOKyMEHTa - IOCTAHOBJICHHE.

Jlata u HOMep mocrtaHoBieHUA. [lata odopmisieTcss CIOBECHO-IU(PPOBBHIM CIIOCOOOM, HOMEP
cocTouT U3 3Haka "N" ¥ MOPSAIKOBOTO HOMEpa MOCTAHOBIICHHUSI.

3arosoBOK JIOJDKEH KpaTKO M TOYHO OTpakaTh COJAEp)KaHHE TEKCTa MOCTAaHOBJIEHHA. Touka B
KOHLIE 3ar0JIOBKA HE CTaBUTCS. 3aroJIoBOK Me€4YaTaeTcs MOy KUPHBIM HIpudToM uepe3 1 MeKCTpOUHbII
UHTEpBAJL

3arojioBOK K JOKyMEHTaM, O(QOPMIICHHBIM Ha OJaHKaX C MPOJ0JbHBIM PaCHOJIOKEHUEM
PEKBU3UTOB, BEIPABHUBAETCS I10 LICHTPY.

Pacniopspkenusi, Kak rpaBuiio, 3aroj0BKa HE UMEIOT.

Tekcr otnensiercs OT 3arojioBka 2-3 MEXCTPOUHBIMM HMHTEpBAJIaMU M I€4YaTaeTcsl IpUPTOM
pasmepoMm N 14 gepes 1,5 uaTepBana OT J1€BOM I'PAaHUIIBI TEKCTOBOTO TIOJIS U BHIPABHUBAETCS IO JICBOM
U MpaBoil rpaHuiaM TeKcToBOTO noJis. [lepBas cTpoka ab3ana HauMHAaeTCsa Ha paccTossHUM 1,25 cMm oT
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JIEBOM rpaHUIIbI TEKCTOBOTO MOJIS.

TexcT pacnopskeHHsT MOXKET COCTOSATh M3 2 yacTeil: KOHCTaTHpylolled (mpeamOynbl) U
pacropsSAUTENBHOM.

B koHcTaTupyomeid dYacTh KpaTKo U3JararoTcsl Ledd W 3ajaud, (akTel M cOObITHS,
MOCIIY)KUBILIME OCHOBAHUEM sl HW3JaHUs pacrnopsbkeHus. OHa MOXET HauuHaThCsl clloBaMu "B
uensx", "Bo ucnongHenue" u T.1. Eciu pacniopspkeHre u3iaeTcsl Ha OCHOBAaHUM JIPYroro JI0KyMEHTa, TO
B KOHCTaTUPYIOIIEH YacTH yKa3bIBae€TCS HAMMEHOBAHHWE ITOrO JOKYMEHTa B POJUTEIBHOM MaJexke,
€ro aBTOp, J1aTa, HOMEP U 3aroJIOBOK.

[IpeamOyna B mpoeKkTax pacnopsKEHUs 3aBEPILAETCs CIOBOM PACIOpsbKaro, KOTOPOE MevyaTaercs
B pa3psaKy.

PacniopsinurenbHasi 4acTh JOJDKHA COJEpKaTh IEPEUMCICHUE MPEANUChIBAEMBIX JEHCTBUIL ¢
YKa3aHHUEM HCIIOJHUTENS KaXJI0ro AEMCTBHS U CPOKOB MCIOIHEHMs. PacniopsauTenbHas 4acTb MOXKET
NEeNUThCS Ha IYHKThl M TOJIYHKTHI, KOTOpblE HyMepyroTcsi apaOckumu uudpamu. JleicTBus
OJIHOPOJHOTO XapaKTepa MOTYT OBbITh MEPEUMCIICHbl B OJHOM IyHKTe. B KauecTBe wucnonHuTENeH
YKa3bIBAIOTCS CTPYKTYPHBIE [TOAPA3ICICHUs UM KOHKPETHbIE JOJLKHOCTHBIE una. [locnennuii myHKT
pacnopsaUTENbHOM YaCTH MOXKET COJEpKaTh CBEACHUS O MOIpa3iesIeHUU WIH JOJKHOCTHOM JIMLE, Ha
KOTOPOE BO3JIaraeTcsi KOHTPOJIb 3a UCIIOJTHEHUEM PACTIOPSHKEHUS.

Ecnu pacnopspkeHue u3MEHsET, OTMEHSIET WM JONOJHSET paHee W3JaHHBIM JOKYMEHT WU
KaKHe-TO €ro MOJIOXKEHHUS, TO OJUH W3 MYHKTOB PAaCIOPSIUTEIbHON YaCTH TEKCTa JI0JDKEH COJepkKaTh
CCBUJIKY HAa OTMEHSIEMbII JOKYMEHT (ITYHKT JOKYMEHTA) C yKa3aHHUEM €ro J1aThl, HOMepa U 3arojoBKa.
TekcT myHKTa JOJKEH HauuHaThes cioBamu "[IpusHarh yrpaTUBLINM cuiy...".

B pacnopsokeHun He cieayeTr BKIKOYAaTh MYHKT "PacmopshkeHue TOBECTH 10 CBEACHHUS...'".
[loppaznenenus (IOJDKHOCTHBIE JIMLA), JO CBEACHHUS KOTOPBIX JOBOJUTCS pAaCHOpsKEHUE,
MEPEUUCISIIOTCSL B yKas3aTelle PACChUIKH, KOTOPBIM HCIOJHUTENIb TOTOBUT BMECTE€ C HPOEKTOM
pacrnopsiKeHHUs.

Bu3spl BKIIIOYAIOT JOKHOCTH BU3UPYIOUIUX, JIMYHBIE MOJIUCH, paclIu(pOBKY MMOIIUCEN U 1aTy.
[Toanuch COCTOUT U3 HAMMEHOBAHUSA JIOJKHOCTH JIMIIA, MIOAMKMCABIIEr0 JOKYMEHT, JUYHOM HOIIUCH 1
paciiupoBKU MOANKUCH (MHULIUATIBI, (PaMUIIHS).

HaumenoBaHue AODKHOCTH I€4aTaeTcss OT JIEBOW TIpaHMIIbI TEKCTOBOTO IOJI, WHULMANBI U
(dbamMuIMs - OT PaBOM I'PAHUIBI TEKCTOBOTO MOJIS.

[locTanoBnenust  (pacnopspKeHMs]) — HOJNUCBIBAET  PYKOBOAMTEIb  OpPraHa  MECTHOIO
CaMOYIIPABJIEHMS], & B €70 OTCYTCTBUE JIUIIO, €TO 3aMEIIAOLIEE.

[IpuyioxkeHust K pacrnopsHKEHUI0 BU3UPYIOTCS PYKOBOJUTENEM CTPYKTYPHOI'O IOJpa3/eieHHUs,
MOATOTOBUBIIEro MpoekT. [IpyM HanMuuum HECKOJbKUX MPHIOKEHUH, MNPUIIOKEHUS HYMEpYHOTCS.
Brecenne m3MeHeHU B MOJIMCAHHBINA IOCTAaHOBJICHHE PACIOPSHKEHHUE, a TaKKe B COIVIACOBAHHBIN
IIPOEKT JIOKyMEHTA HE JTOIyCKaeTCsl.

2.4.10.CoBMecTHBIE pacloOpsDKEHUs I€4YaTaloTCsl Ha CTaHAAPTHBIX JiucTtax Oymaru gopmara A4
(210 x 297 mm).

[Tpu ohopmiIEHUN COBMECTHOTO PACHOPSIKEHHUS:

HAaMMEHOBaHMS OPraHOB MECTHOT'O CaMOYIIPaBJICHUS PacIoJiaraloTcsi Ha OJHOM YPOBHE;

HauMEHOBaHME BHJIa JOKYMEHTA - PACIIOPSDKEHUE - paclojiaraeTcsi IeHTPOBAHO;

JlaTa COBMECTHOTO pacHOpsLKEHMSI - €/1MHas, COOTBETCTBYET JlaTe OoJiee o3 Hel noanmcy;

pPEruCTpallMOHHBI  HOMEp JOKYMEHTa, COCTaBJIEHHOIO COBMECTHO JByMS U  Ooiee
OpraHu3alUsMHU, COCTOUT U3 PErHCTPAIlMOHHBIX HOMEPOB JOKYMEHTa KaKJI0M U3 3THUX OpraHu3aluil,
IIPOCTAaBJISIEMBIX Yepe3 KOCYIO YePTY B MOPSAKE YKa3aHUS aBTOPOB B IOKYMEHTE;

MOANUCH PYKOBOJUTENIEH OpPraHOB MECTHOTO CaMOYIPABJIEHUS PaclOjaraioTcs HUXKE TEKCTa Ha
OJIHOM YpOBHE.

2.5. Ilos10:xeHue, NPaABU/IA, HHCTPYKIUA
2.5.1.1lonoxkeHne NpUHUMAETCS B TOM CIllydae, €CIIM B HEM YCTAaHABJIMBAKOTCS CUCTEMHO
CBSI3aHHBIE MEXJy COOON IpaBHJia MO BOIPOCAM, OTHECEHHBIM K KOMIIETEHIIMHM OPTaHOB MECTHOI'O
caMOyIMpaBJIeHUSI.
B nmpaBunax ycraHaBiaMBarOTCS HOPMbI U TpeOOBaHUS, 00s3aTeNbHbIE JJISl BBITOIHEHHUS.
B uHCcTpykuuu u3naraercs Mopsiiok OCYIIECTBIEHUS KaKOW-TUO0O0 NeATeNbHOCTH WIN MOPAIOK
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MIPUMEHEHHUS TTOJI0KEHUH 3aKOHOAATEIbHBIX U MHBIX HOPMATUBHBIX aKTOB.

[Tonoxenust (mpaBuiia, MHCTPYKLIMM) HPUMEHSIOTCS KaK CaMOCTOSITENIbHBIE IPABOBBIE AaKThI,
KOTOpbIE TMOJMHUCHIBAIOTCA PYKOBOJIUTENIEM, WJIM KaK aKTbl, YTBEpPXKJaeMble OpraHaMHd MECTHOTO
caMOyINpaBJieHUs; yTBEpKIeHHEe odopmisieTcss B popme rpuda yTBepKACHHUS WIM IyTeM H3JaHUA
pacnopsaUTENbHOrO0 JOKYMEHTa 00 UX YTBEpXKICHHH. PelieHune o mopsake NPUHATUS IMOJIOKEHUH,
MIPaBWJI U UHCTPYKIMI HAXOUTCS B BEJJCHUH OpraHa MECTHOTO CaMOYIIPaBJICHHUS.

2.5.2.IlopsinoKk MOArOTOBKM MPOEKTa IMOJIOKEHUS (MpaBUJl, WHCTPYKLUH) COOTBETCTBYET
o0uiemMy NopsIKy MOArOTOBKY IIPOEKTOB HOPMATUBHBIX AKTOB.

2.5.3.Tekct npoekTa MoJjoxkeHust (IIpaBmiI, MHCTPYKIIUK) TIeYaTaeTcs Ha o01meM OJlaHKe opraHa
MeCTHOro camoymnpasieHus. Eciu mnpoexT mnosnoxkeHus (IpaBW, HMHCTPYKLUUH) YTBEpKAaeTcs
pacnopsaUTEeNbHbIM ~ JOKYMEHTOM, TO IIOJIOKeHUEe (MpaBuiaa, HWHCTPYKIMS) IeyaTaercs Ha
CTaHIapTHOM JucTe Oymaru ¢popmara A4.

TekcT M3naraercst OT TPEThEro JMIa €JUHCTBEHHOIO WJIM MHOXKECTBEHHOIO uucia. B Tekcre
WCIIONB3YIOTCA cioBa: "momken", "ciemyer", "HeoOxoaumo", "3anpemaercs”, "He momyckaercs'.

3arosoBOK K TEKCTYy IOJIOXKEeHHs (TpaBWJ, WHCTPYKLUUHU) OTBe4yaeT Ha Bompoc "O uyem?";
3aroJIOBOK K MHCTPYKLIHMHU, COJEpKalleld NOJKHOCTHbIE TPeOOBaHUS U IMOPSJIOK MPOBEACHHUS PadOT
(momxHOCTHAsT MHCTPYKIKs), oTBedaeT Ha Bompoc "Koro?" ([loypkHOCTHAass MHCTPYKIUS TJIABHOTO
CIEIUAJINCTA).

Koncrarupyromeit yacTeio TOJOXKEHUs (TIPaBWI, HWHCTPYKIHMH) CIAYKUAT pazgen "OOmue
MIOJIOKEHUS", B KOTOPOM YKa3bIBaIOTCSl OCHOBaHUSI pa3pabOTKU, OCHOBHOE Ha3HAUYE€HUE HOPMATUBHOTO
akTta 4 cepa ero pacnpocTpaHEHHUS, OTBETCTBEHHOCTh 3a HAPYLIEHUE YCTAHOBJIEHHBIX INpaBUI U
TEXHOJIOTHUH.

OCHOBHOH TEKCT MOJIOKEHUs (MpaBUjl, MHCTPYKLIMHM) MOXKET AEIUTHCS Ha IJIaBbl, IYHKTHI U
MOAMYHKTHI. [ J1aBbI 10JKHBI UMETh HAa3BAHMUSL.

I'maBbl HymMepyroTcss puMckumu udpamu. Hymepanus nyHKTOB M HOJNYHKTOB MPOU3BOJUTCS
apabckumu nudpami.

2.6. IIporokoa
2.6.1.IIporokon cocTaBiigeTcs Ha OCHOBAaHUU 3aIUCEH, MPOU3BEICHHBIX BO BpEMs COBEILAHUS
(3acenanus), MPeCTABICHHBIX TE3UCOB JI0KJIA/10B U BBICTYILJICHUH, CIIPABOK, IPOEKTOB PELICHUH U Jp.
2.6.2.B opranax MECTHOTO CaMOYIPaBJIEHUS IMPOTOKOJbI MOTYT M3IaBaThCS B TOJTHOW WIIH
KpaTkoil ¢dopme, Tpu KOTOpPOH OMYyCKAaeTCs XOJ OOCYKIEHHS BOMpoca M (DUKCUPYETCS TOJIBKO
MIPUHSTOE [0 HEMY pEILICHHUE.
2.6.3.TekcT moJTHOTO MPOTOKOJIA, KaK MPaBUIIO, COCTOUT U3 JIBYX YaCTEi: BBOJHOW U OCHOBHOM.

Bo BBOHON 9acTH yKa3bIBatOTCS:

[Ipencenarens wim [peacenarenbCcTByOMMN

Cekpetapb

[IpucyrcTBOBaNM (IOAYEPKUBAETCS) - CHMCOK MPUCYTCTBOBABIIMX MJIM OTCHUIKA K MPUIaraeéMomy
CIHUCKY IPUCYTCTBOBABILIMX, €CJIM UX KOJUYECTBO MPEBbIIIAET 15 yenoBex.

BBonmHas dyacTh 3akaHUMBAETCs IOBECTKOM [IHS - IEpeueHb pPaccMaTPUBAEMbIX BOIIPOCOB,
MIEPEYUCIICHHBIX B MOPSAKE UX 3HAUMMOCTH C YKa3aHMEM JOKJIAIuMKa MO KaKIOMY IMYHKTY IOBECTKHU
nust. Kaxapiii Bompoc Hymepyercs: apabckoil 1udpoil 1 ero HauMeHOBaHHE HAYMHAETCS C IpeJyiora
"O" ("O0"), KOTOpPBI} MeyaTaeTcst OT FPAHUIIbI JIEBOTO MOJIS.

OcHoOBHasl 4acTh MPOTOKOJA COCTOUT U3 Pa3JIesioB, COOTBETCTBYIOIIMX MYHKTaM MOBECTKU JIHS.
TekcT kaxa0ro paszzena CTpOUTCS 10 CXEMe:

Caymanu - Beicrynunu - [loctanosumu (Pemmmm).

OcHOBHOE cojepKaHHE JOKJIaJ0B U BBICTYIJICHUN MOMEIAeTcs B TEKCTE€ IMPOTOKOIA WU
npujiaraercs K HeMy; B IOCJIEIHEM cllydae JelaeTcd B TEeKCTe CHOCKa '"TEeKCT BBICTYIUIICHHS
npunaraercs". IlocranoBienue (peimieHre) B TEKCTE MPOTOKOJIA TEYaTaeTCsl IMOJHOCTHIO; TpH
HE0OXO0IMMOCTH MTPUBOJAATCS UTOTH FOJIOCOBAHMSL.

CopnepxaHne 0coO00ro MHEHUS, BBICKa3aHHOI'O BO BpeMsi OOCYXJEHHUS, 3alHChIBAETCS B TEKCTE
MIPOTOKOJIA TIOCJIE COOTBETCTBYIOIIETO MOCTAHOBJICHUS (PEIICHNUS).

2.6.4.TekcT KpaTKOro TMPOTOKOJA TAaKXKE COCTOMT W3 JABYX uacTteil. Bo BBomHO# wyacTu
YKa3bIBAIOTCSA MHULMAIBI U (paMUINK IpeliceAaTeNbCTBYIOLIEro (Mpeaceaaress), a Takxke JOHKHOCTH,
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MHULMANbI, (aMUINK JIULI, TPUCYTCTBOBABIIUX HA 3aceJaHUH.

CnoBo "llpucyrcrtBoBanu" mneyartaercs OT TpaHMIBI JIEBOTO IOJIA, MOJYEPKUBAETCS, B KOHLE
clloBa cTaBUTCS ABoeroure. Huxke yka3piBaloTCs HAMMEHOBAHMS JOJKHOCTEHW, MHULIMAJBL U (haMUIuU
MpUCYTCTBYIOIUX. HauMeHoBaHUs JOHKHOCTEN MOTYT YKa3bIBaThCsl 0000IIEHHO.

MHoOrocTpo4yHble HAaMMEHOBAaHHs JOJDKHOCTEH IPUCYTCTBYIOLIMX YyKas3blBaroTcsa dyepe3 1
MEKCTPOYHBIN UHTEPBAI.

Crincok oTzensieTcst OT OCHOBHOW YacTH MPOTOKOJIA CIUIOIIHOM YepTOH.

OcHOBHasi 4acTb NPOTOKOJA BKJIIOYAET pacCMAaTpUBAEMble BONPOCHl M MPHUHSATHIE IO HUM
pemienus. HanmeHoBaHue Borpoca HymepyeTcst pUMCKON uugpoi u HaumHaercs ¢ mpeiora "O"
("O0"), meuaraercs meHTpoBaHO pazMepoM mpudpTa N 15 ¥ MomaUEepKUBACTCS OIHON YEPTON HUKE
nocienHeit crpoku. Iloa yeproil ykaspiBaioTcs (paMHUIUU JTOJDKHOCTHBIX JIMI, BBICTYHUBUIMX IpPU
00CYXJIEHUH JTaHHOTO Bompoca. PamMuiiny nedararrcs yepe3 | MeKCTpOYHbIA HHTEPBAIL.

3areM yKa3bIBaeTCsl IPUHATOE 110 BOIPOCY pELICHHE.

2.6.5.11poTOKO MOANMKUCHIBACTCS TIPEICEIATENHCTBYIONIUM Ha 3aCeJaHUU U ceKpeTapeM. JlaTtoi
IIPOTOKOJIA SABJISIETCS /1aTa 3aceqaHMmsl.

[IpoTokosiam npucBauBaroTCs MOPSAKOBBIE HOMEPA B Mpejiesiax KajJeHIapHOoro roJa OTAIBHO MO
KaXJIOM TpyIIe MPOTOKOJIOB: MPOTOKOJBI 3acemannii CoBera, KoMucCH. [IpOTOKOIBI COBMECTHBIX
3aceJaHNil UMEIOT COCTaBHbIE HOMEPA, BKIIIOYAIOIINE TOPAAKOBbIE HOMEPA MPOTOKOJIOB OpraHU3aIHii,
MIPUHUMABIINX Y4acTHUE B 3aCE€laHUU.

Homepa nocranoBienuii (pemieHuil), IpuHATHIX Ha 3acelaHusAX, COCTOAT U3 HOMepa MPOTOKoJja,
HOMEpa paccMaTpUBAEMOIO BOMNpoOca B TIOBECTKE JHA U MOPSAKOBOIO HOMEpa IOCTAHOBJICHHUS
(pemreHust) B mpeenax BOmpoca.

2.6.6.Komuu mpoTOKOJIOB HpU  HEOOXOJMMOCTH  PACCHUIAIOTCA — 3aMHTEPECOBAHHBIM
OpraHu3alUsM U JOJDKHOCTHBIM JIMIIAaM B COOTBETCTBUU C YyKa3aTeJIeM pacCChUIKU; YKas3aTellb
COCTaBJIIET M  MOJMNMCHIBAET OTBETCTBEHHBIM HCIOJHUTENb IOAPA3JCIECHUs, T'OTOBHUBILIETO
paccmoTpenue Bompoca. Komuum  mpoTOKONOB  3aBEpSIOTCS  ME€YaThIO  OpPraHOB  MECTHOTO
camMOyIpaBJIeHUSI.

[IpunsTHIE pelIeHUs] AOBOAATCA IO WCIOJIHUTENEH B BHJIE BBIIMCOK W3 IPOTOKOJIOB, KOTOpbIE
OopOpMIISIFOTCSL Ha COOTBETCTBYIOILIEM OJIaHKE M 3aBEpAIOTCS I€4YaTbl0 OPraHOB MECTHOIO
caMOyIpaBJIeHUSI.

2.6.7.1lpoTokosbl meyaTraoTcs Ha CTaHAAPTHOM ONlaHKE MPOTOKoja pazmepoM wmpudpra N 14
WM Ha o0meM OJIaHKe OpraHa MECTHOTO camoymnpaBieHHs (gopmara A4 W HMEIOT CIEIYIONINE
PEKBU3UTHI:

HaumenoBanue pokymenta - cioBo [Iporokon mewaTtaercs OT TpaHMIBI BEPXHETO MOJIS
MPOMUCHBIMU OYKBaMH B pa3psiiKy, MOJIYXKUPHBIM wmpudrom pasmepom N 17 u BbIpaBHHUBAETCS MO
LEHTPY.

Bun 3acemanusi, coBemaHusi - OTAEISETCS OT MPEIBIAYLIETO PEKBU3UTA 2 MEXKCTPOUHBIMU
MHTEpBaJIaMH, TIe4aTaeTcs MOIYKUPHBIM MIPpUPTOM depe3 | MHTepBaj U BBIPABHUBAETCS IO LIEHTPY.

MecTto mnpoBefeHMs] 3acelaHUs, COBELIaHMsS - YKas3blBaeTca (MpU HEOOXOIMMOCTH) Yy KOIO
IIPOBOJIUTCSI COBEIIAHKE, BHIPABHUBAETCS 10 LIEHTPY U OTHENSETCS OT peKBU3UTOB "mara" u "Homep"
IIPOTOKOJIA JIMHENKOH.

Hara u HOMep mpoTokoia. Jlara opopmiisieTcss cI0BECHO-IU(PPOBBIM CIHOCOOOM U IeyaTaercs
yepe3 2 MEXCTPOYHbIX MHTEpBaja HUXKE Ipelblayliero pexksusurta. Homep mpoTokosia medaraercs
apabckumu 1udpaMu u cocTouT U3 3HaKa "N" U OPSIAKOBOTO HOMEPA MPOTOKOJIA.

OcHoBHas yacTh MPOTOKOJIA IeyaTaeTcs yepe3 1,5 MeKCTPOUHbIX HHTEpBAJIA.

[Toanuck oTnensieTcs OT TEKCTa TPEMSI MEKCTPOYHBIMU MHTEPBAJIaMH U BKJIFOYaeT HAUMEHOBAHUE
JOJKHOCTH JIMLA, TPEJCeIaTebCTBOBABIIETO HA 3acelaHHM (COBEIIAHWU), €ro JMYHOW IOJIHUCH,
paciiupoBKU MOANKUCH (MHULIUATIBL U (aMUIIHS).

HanmeHnoBaHue IOJDKHOCTM IedaTaeTcs OT JIEBOW TpaHUIBl TEKCTOBOrO Moy uepe3 |
MEKCTPOUYHBIN UHTEPBAJ U LICHTPUPYETCS OTHOCUTENIBHO CAMOW JUIMHHOW CTPOKH.

PacmmdpoBka mnoamucu pacnojiaraercs Ha YpPOBHE IMOCHEAHEW CTPOKM HAUMMEHOBAHUS
JOJDKHOCTH ¢ mIpoOesioM Mexay HHunManamMu u ¢amuiuei. Ilpu odopmiienunn pacmudpoBku
MOANKCH, BKJIIOYAIOLIEH TOJBKO HHUIMAI MMEHM U (aMuiuio, mpoOen Mexay TOUKOW Mmocie
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MHUIMana uMeHu U ¢damunueil He craBurcs. [locnenHsas OykBa B pacmiMppOBKE OrpaHUYHBACTCS
IIPaBbIM IOJIEM.

2.6.8.I1pu pemnieHun npaBoBbIX HOPMATHUBHBIX BOIIPOCOB OPraHbl MECTHOTO CaMOYIPAaBJICHUS B

npeenax cCBOeil KOMIETEHUU U3at0T IOCTAaHOBJICHUS, KAaK CAMOCTOSITEJIbHbIE IOKYMEHTBI.
2.7. Ciy:keOHbIe MUCBMA

2.7.1.Cnyxe0HbIe MIChbMa TOTOBATCS KakK:

OTBETHI O BHINIOJHEHUH U UCIIOJHEHUU TTOPYUEHU;

COINPOBO/IUTENbHbIE MUCHMA;

OTBETHI Ha 3aIPOCHI;

MHULMATUBHBIE [TUCHMA.

2.7.2.Cpoky NMOATOTOBKH OTBETHBIX MHCEM YCTAaHABIMBAIOTCS PE30JIIOIMEN PYKOBOAUTENS Ha
OCHOBAHUU HMEIOLIUXCS CPOKOB HCIIOJIHEHUS MOpPYYEHUHM, 3alpoCOB WJIM [0 PELIEHUIO0 aBTOpa
PE30ITIOIIH.

TexcThl OTBETHBIX IMUCEM JOJDKHBI TOYHO COOTBETCTBOBATH MOPYYEHUSIM, 3a(PUKCUPOBAHHBIM B
pezomonu  pykoBojauTens. Cpokd — MOATOTOBKM  MHHUIMATHUBHBIX  IHCEM  ONPEIEIISIOTCS
PYKOBOJIUTENSIMUA CTPYKTYPHBIX IIO/Ipa3/IesIeHUH.

2.7.3.Cny)xe0Hble TMCbMa NI€YaTal0TCs Ha CTaHIapTHHIX OslaHkax ¢popmata A4 wiu AS;

[Ipu odopmieHun nucbMa Ha ABYX MU 0oJiee CTpaHMIIAX BTOpas U MOCIEAYIOIINE CTPAHUIIBI
HYMEPYIOTCS TIO CEpeIMHE BEPXHETO TO0JIS JINCTA apaOCKUMHU ITudpamu.

CnyxeOHOe TUChMO COCTaBJIIETCS HA PYCCKOM si3bIKe. TeKCT ¢y eOHOro nucbMa, Kak npaBuio,
JOJIKEH KacaTbCs OJHOTO BOMPOCA MM HECKOJBKUX BOIPOCOB, €CJIM OHU B3aMMOCBS3aHbl U OyIyT
paccMaTpuBaThCs B OJIHOM CTPYKTYPHOM I0/Ipa3/elIeHUH OpraHu3aliu-ajpecara.

2.7.4. Texct mMchbMa U3JIaraeTcst OT 3 JIMIla €NUHCTBEHHOTO YHCIIA.

Ecnu nuceMo odopmiieHo Ha OigaHKe AOHKHOCTHOTO JIMIA, TO €ro TeKCT u3jaraercs ot 1 jiuia
€AMHCTBEHHOTO yucia: "mpoury...", "Hanpasisio...".

Tekcr nmucbMa, Kak MpaBWIIO, COCTOMT M3 JIBYX 4acTedl. B mepBoi 4acTu m3iiaraercs IpUYMHA,
OCHOBaHUE WK 000CHOBAHHME COCTABJIEHUS TMChbMa, IPUBOJATCS CCHUIKU Ha JTIOKYMEHTBHI, SIBJISIOLIHECS
OCHOBaHUEM IOJIrOTOBKU IUChbMa. Bo BTopoii yacTu, HaunHaromeics ¢ ad3ala, HOMEeNalTCsl BEIBOIBI,
MIPeI0KEH NS, TPOCHObI, PEIICHUS U T.]I.

2.7.5.lata nuchMa - JaTa NPUHATHS pelIeHUs, 3apUKCUPOBAHHOTO B Tekcre. JlaToil muchma
SBJIETCA J]aTa €ro NOANUCaHus.

2.7.6.006 UCHOTHEHUH KaKUX — JIMOO JOKYMEHTOB, a TAKXKe 110 OIepaTUBHBIM BOIIPOCaM pabOThI
AJMUHUCTpALUK, KaK IPaBUJIO TOTOBSTCS CITYKEOHbIE 3aIUCKU.

2.7.7.Cny>)xeOHble 3allUCKA HA UM TJIaBbl AJIMMHHMCTpAllMM IE4aTaloTcs Ha CTaHIapTHBIX
JucTax Oymaru B OJHOM JK3emIuiape. JoJKHOCTb, HMHUIMANBI W (aMUWIMM JIMLA, KOTOPOMY
ajZipecoBaHa ciyeOHasl 3aII1CKa, YKa3bIBAE€TCS B JJATEILHOM IaJIEXKe.

2.7.8 .TekcT city>keOHOM 3anMCKH HauMHAETCs ¢ 00pallleHus K IOJDKHOCTHOMY JIMILY.

2.7.9. Ilpu nipeacrapnennu uHbopMauu (CIy>KeOHON 3aMMCKU) 00 MCTIOJHEHUH KaKoTo JIMOOo
JOKYMEHTa Iepes oOpallleHHeM K JIOJKHOCTHOMY JIMILY JIENaeTcs CChLJIKAa Ha HOMEp M JaTy 3TOoro
nokymeHnTa. CiyxeOHasi 3amucKa IMOJIMHCHIBAETCS JUIOM, KOTOPOMY ObUIO MOPY4YEHO HUCIOJIHEHHE
JOKYMEHTA C YKa3aHHEM JIaThl.

2.7.10.Cnyxe0HbIe 3aITUCKA BU3UPYETCSA HUCIIOTHUTEISIMU Ha TIOCIETHEM JIMCTE TOKYMEHTa Ha
CBOOOJHON TMOCJie NOANUCH HUXKHEH ero dactu. Busza Bximodaer B cedd JHMYHYIO MOANUCH
(c pacumdpoBkoit) u mary. K ciayxeOHON 3amucke MpHIaraloTcsi MOUIMHHUKA BCEX JOKYMEHTOB,
OTpPa)XKEHHBIX B €€ COJICP’KaHUU B XPOHOJIOTMYECKOM MOCIe10BATEIIbHOCTH.

2.7.11.CnyxeOHble 3aMCKU Ha UM IJ1aBe AJMHUHUCTpaLMH, 0(OpPMIIEHHBIE B COOTBETCTBUU C
MpeIbABISEMbIMH TPEOOBAHUSIMH, IE€PENAIOTCA YIPABISAIOUICH JenaMu JUis PErucTpauuy  WiH
JOKJIaJIbIBAIOTCS IJ1aBe AIMUHUCTPALIUU UCIIOJHUTENEM HENOCPEACTBEHHO.

2.7.12. TIpoekTsl TenmerpaMm 3a IMOJIKCHIO TJIaBbl AIMUHHUCTPALUM TI€YATAIOTCS Ha OJaHKe B
IBYX OJK3eMIUISIpax ©0€3 NpPUMEHEHHUs IPOU3BOJIbHBIX COKpAIIEHUH CJIOB, CO BCEMU 3HAKaMH
[peNnuHaHUs, TpeuIoraMu, corozamu. [Ipu oTBeTe Ha MOCTYNUBIIUNA JOKYMEHT B TEKCTE TEJIErpaMMbI
JaeTcs ccbulka Ha ero Homep M jary. Komusi TenerpamMmbl Bu3Mpyercs ucnonHurenem. Ilocrie
MOATKCH TeJIErpaMMa MepelaeTcs YIPaBIIAoLeH AeaMu sl PETUCTPALUU U OTIPABKH .
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3. Opranusanms J10KyMEHT0000pOTAa U UCIIOJTHEHUS TOKYMEHTOB
3.1. IIpuem, yuer, 00padoTKa M pacnpe/ejeHne NOCTYNAKIIUX J0KYMEHTOB
3.1.1.IloctynuBmire JOKYMEHTbl MPOXOJSAT NEPBUUHYIO 00pabOTKy, IpelBapUTEIIbHOE
pPacCMOTPEHUE, PETUCTPALIMIO, PACCMOTPEHNE PYKOBOJICTBOM M JOCTABJISIIOTCS HCIIOJIHUTEISIM.

CnyxeOHass KOppECIOHIECHIMs, MOCTyMNamollas B aJIMUHUCTPALMIO, a TaKkKe OoOpalleHus
rpaXxaaH NPOXOJAT NEPBUUHYIO 00pabOTKy, MpeIBapUTEIbHOE pPACCMOTPEHHE, NPUHUMAIOTCS,
YUUTBHIBAIOTCS U PErHCTPUPYIOTCS  yOpaBisomuMu  jaeidamu. llocTtynuBiine  TOKYMEHTBI
pacnpeensoTcs Ha pErTuCTPUPyEMbIE U HEPErUCTPUPYEMBIE.

3.1.2.He noanexaT perucTpanuu CTaTUCTUYECKUE COOPHUKU, KHUTH, TIEPUOJNICCKUE U3TaHHUS,
MO3/]paBUTEIbHBIE TMHCbMAa M TEJNETrpaMMbl, OTKPBITKH, IPUIJIACUTENIbHbIE OWJIETHl U Jpyrue
aHAJIOTMYHBIE TOKYMEHTHI .

3.1.3.1Ipu BCKpBITUHM KOHBEPTOB IIPOBEPSETCS MPABUIBLHOCTH aJlpecoBaHus, O(GOpPMIICHHUS,
KOMIIJIEKTHOCTb M LIEJIOCTHOCTh JJOKYMEHTOB, NMPHJIOKEHUN K HUM, CBEPSIIOTCS HOMEPA JOKYMEHTOB C
HOMEpaMH, yKa3aHHbIX Ha KOHBepTax. HempaBuibHO ajgpecoBaHHbIE U OQOPMIIEHHBIE, OIIMOOYHO
BJIO’KEHHBIE JIOKYMEHTBHI IEPEChUIAlOTCA [0 HA3HAYEHWIO WM BO3BpallaioTcs oTmpasurtento. [lpu
HeZocTaye JOKYMEHTOB (OTHENbHBIX JINCTOB) WM NPUIIOKEHUH K HUM COCTAaBIISIFOTCS aKT B TpeX
AK3EMIUIApaX, OJUH K3 KOTOPBIX OCTAeTCsl y YHNPAaBIAIOLIEro JejlaMu, APYyroil — mpuoOlmaercs K
MOCTYNUBLIEMY JIOKYMEHTY, TpETUii- mMochulaeTcsi oTnpaBurento. KoHBEpTh OT MOJIYYEHHBIX
JOKYMEHTOB HE YHUUYTOXAIOTCS B TEX CIIydasX, KOIJa TOJbKO IO HUM MOKHO YCTaHOBHTbH aJpec
OTIPABUTEISL, JaTy U MOJIYYEHUS JOKYMEHTOB.

3.1.4.Ilaketel ¢ mnoMmeTkoW «JIMUHO» HE BCKPBIBAIOTCS, HA HUX MPOCTABISAIOTCSA Jara
MOCTYIUICHUS U YYETHBI HOMEP, OHU YUUTHIBAIOTCS 110 PEKBU3UTAM, YKa3aHHBIM Ha KOHBEPTE.

3.1.5.JIoKkyMeHTBI PErucTpUpyrOTCs B JACHb MOCTyuieHus ¢ 14 vacoB. Ha mepBoM mucte
JOKYMEHTa B IPAaBOM HIKHEM YIJIy MPOCTaBISIETCSl PErMCTPALlMOHHBIM IITaMIl, TJ€ YKa3bIBaIOT
OYepeTHON HOMEp B Mpeneiax KaleHAapHoro roga W Aarbl. Ciy>keOHbIE TOKYMEHTHI, TIOTy4eHHBIE
paboTHUKAMHU MOJPA3/ICICHUIM, MUHYS YIPaBJIEHUS JejIaMH, MOIeKaT 00s13aTeIbHON perucTpauuu B
YCTAaHOBJIEHHOM TMOPSJIKE. 3aperucCTpUpPOBAHHBIE CIYXKEOHbIE JIOKYMEHTbl HAIpPaBIAIOTCS 110
MIPUHA/IEKHOCTH.

3.1.6.JIOKyMEHTBl JIOCTABJISIOTCSI IO HAa3HAUEHUIO B JEHb HMX PETUCTpallMd C OTMETKOM B
YUETHOI KapTOUKe WJIM KypHalle, KoMy IlepeJiaH JOKYMEHT, 1aThl U BpeMeHHU ero nepeaayu . CpouHas
KOPPECIOHICHIIMS, TEJIErPAMMBI IIEPEAAKOTCS HEMEUIEHHO MO0JT PACIIMCKY.

3.1.7. TlocTtynuBuiME€ IOKYMEHTHI MEpeAaroTcs TyiaBe aaMuHucTpaiuu B 17.00 yacoB u
COTJIaCHO MOPYYEHUSM IO pe3yJbTaTaM X PACCMOTPEHUsS IEpetatoTcsl pabOTHUKAM Ha UCIOJHEHHE.
[Topyuenue BKIIOYAeT (PAMHINIO HCHOJIHUTENS, TEKCT MOpPYYEHHs], MOJNHUCh, JaTy. JJOKyMEHTHI C
MOPYYEHUSIMHU, TPEOYIOIIMMH OTBETA JOJHKHOCTHOMY JIMLY PacCMOTPEBIIEMY JIOKYMEHT, CTaBSTCA
Ha KOHTPOJIb. JIOKYMEHTBI MOTYT OBITh 3apETUCTPUPOBAHBI IIOCIE PACCMOTPEHUS UX YIPaBIISIIOIIUMHU
JIEJIAMH .

3.1.8.Ecnu nopyyeHHe NpEeAnuChIBA€T UCIOIHEHWE TOKYMEHTOB HECKOJBKUM JIOJHDKHOCTHBIM
JUIaM, TO MOJJIMHHUK TOKYMEHTa IepelaeTcsl UCIOJIHUTENI0, YKa3aHHOMY B MOPYYEHHH IEPBBIM,
YKa3aHHOMY B MIOPYYE€HUHU MIEPBBIM, @ OCTAIbHBIM — KOIIUU JOKYMEHTOB .

3.1.9.Cocrosinue paboOThl C JOKYMEHTaMHM B aJMUHUCTpallMM (HAa KOHTpPOJE, HCIIOIHEHO,
CIIUCAHO B JeJI0) GUKCUPYETCS Y YIPABISIONIETO JACIaMH.

3.1.10. IIpuem oOpamieHuii rpaxxaH, MOCTYHAKOMINX JOKYMEHTOB ocyiecTBisiercs ¢ 9.00.

3.1.11.3akonsl Pb u npyrue axkrtel ®enepanbHoro CobOpanusi, Ykasbl Ilpesugentra PB,
MOCTaHOBJIEHUS U pacnopsbkeHus Kabunera MunuctpoB Pb yuuTsiBaioTcs B *KypHale yIpaBJICHUS
JIeJIaMH.

3.1.12.1lpu yBOJIbHEHHUH, YXOAE B OTIIYCK, YOBITUM B KOMaHAMPOBKY, B ciydyae OOJI€3HU
OTBETCTBEHHBII PaOOTHHUK IO JEJIONPOU3BOJICTBY C Pa3peLICHUS] HEMOCPEACTBEHHOIO PYKOBOJIUTENS
nepesaeT Ipyromy pabOTHUKY HaXOSIIHUECS Y HETO HAa UCIIOJHEHUH IOKYMEHTHI.

3.1.13.IIpeaBapuresibHOE PacCMOTPEHUE AOKYMEHTOB MPOBOJMUTCSA C LEIBIO pACHpPENCIICHUS
MOCTYNUBUIMX JOKYMEHTOB Ha TpeOyrouiue o0sf3aTeIbHOr0 pPacCMOTPEHUS PYKOBOJICTBOM U
HaIpaBJIieMbl€ HETIOCPEJICTBEHHO B CTPYKTYPHBIE MOPA3AEICHUS U OTBETCTBEHHBIM UCIIOTHUTEIISM.

[IpenBapuTeibHOE PACCMOTPEHUE OCYILECTBISAETCS HMCXOAS M3 OLEHKUM HMX COJEp)KaHUs, Ha
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OCHOBAHUU YCTAHOBJICHHOTO B OpraHU3alUU pacrnpeaeaeHus: 00s3aHHOCTE.

be3 npeaBapuTenbHOro pacCMOTPEHHUS NEPENAIOTCS 110 HA3HAYEHUIO JOKYMEHTHI, aipeCOBaHHbIE

HEMOCPEJCTBEHHO CTPYKTYPHBIM MOAPA3/IECICHUIM UIH JOJDKHOCTHBIM JIULAM.

3.1.14.IloqMMHHUK JTOKYMEHTa, KOTOPbIM MCIOJHSETCd HECKOJIbKUMHU CTPYKTYPHBIMU
MOApa3JICIEHUMH, NOJy4aeT OTBETCTBEHHBIM HCIOJHUTENb, OCTAILHBIM UCIIOJHUTENSIM MEPEAatoTCs
KOIIUU.

3.1.15.1loctynuBuine TeserpaMmsl IMIPUHUMAOTCS O], PACIUCKy C IPOCTaBICHUEM AaTbl U
BpEMEHHU IpUeMa, DPETUCTPUPYIOTCSA, a 3aTeM IepeAaroTcsi Ha pacCMOTpPEHUE PYKOBOJCTBY U
HCIIOJIHEHUE.

3.1.16.Tekct mocrynuBLIel TeneQOHOIpaMMBbl 3alUChIBaeTCA (Ile4aTaercs) MOoJydyaTelleM Ha
OJ1aHKe, PETUCTPUPYETCS U OTIEPATUBHO NEPENACTCS PYKOBOAUTENI0, KOTOPOMY OHA aJIpecOBaHa.

3.1.17.I1lpu nepenade u nmpueMe TOKYMEHTOB IO KaHajaM (PaKCHMHMIBHOW CBSI3U HEOOXOIUMO
PYKOBOJICTBOBAThCSI CIEAYIOUIUMU TPEOOBAHUSIMHU:

o0beM  TIepelaBaeMoro JIOKyMEeHTa (TEKCTa, CXeMbl, TIpaduyeckoro HU300paxeHus),
BBINIOJIHEHHOTO Ha Oymare (opmara A4 yepHbBIM I[BETOM, HE JIOJIKEH MPEBBIIIATDH 5 JTUCTOB;

JOKYMEHT JUIsd Mepefadu Mo KaHaly (pakCUMHIJIBHOM CBS3M C/HAeTCs C 3asBKOM YCTaHOBJIEHHOIO
oOpa31a, MoAMMCAaHHON PYKOBOIUTENEM I0Ipa3/iesieHus. 3asiBKU XPaHITCs B TEUEHUE OJTHOTO I0J1a;

OTBETCTBEHHOCTh 3a COJEp)KaHME IepenaBacMoil MH(pOpMAalMK BO3J1aracTcsli Ha HCIIOJHUTEIS,
MIOATOTOBUBIIETO JOKYMEHT K Mepeaaye, 1 pyKOBOJUTENS COOTBETCTBYIOIIETO MOAPa3/ICICHHUS;

(akcorpaMMbl Ha MHOCTPAHHBIX SI3bIKaX OTIPABIISIIOTCS MPU HAIMYUU IEPEBOJA, 3aBEPEHHOIO
JIUIOM, MTOJNKCABUINM (aKkcoTrpamMmy;

3ampenaercs nepeaaBaTh TEKCT JOKYMEHTOB ¢ moMeTKou "J{Jist cimy)eOHOTo 1oJIh30BaHus";

nojJIeXXalui nepegade J0KyMEHT perucrpupyercs. [loyIMHHUKY TOKyMEHTOB IOCiIe Iepeaadn
BO3BPALIAIOTCS UCIIOJIHUTENSAM C OTMETKOM 0 BpEMEHU OTIPABKHU;

MOCTYNUBLINE (PaKCOTpaMMBbl PErHCTPUPYIOTCS, MEPEJAt0TCs aJpecaTaM 0/ PaClUCKy B I€Hb UX
preMa, CpoYHbIE - HEMEJUIEHHO;

NOCTYNUBLIMI  Beiex 3a  (akcorpaMMod  HOJJIMHHMK — JOKYMEHTAa  HampaBisieTcsl B
COOTBETCTBYIOILIEE 110/Ipa3/ie/IeHUe-UCTIOTHUTEb;

(hakcorpaMMbl HA MHOCTPAHHBIX SI3bIKaX JOCTABJISIOTCS ajapecary 06e3 nepeBoa.

KoHnTponb 3a ucnosb3oBaHueM (PaKCHUMUIBHOM TEXHUKH, YCTAaHOBJIEHHOW B MOJpa3/EieHUSIX,
OCYILIECTBJISIETCS X PYKOBOIUTEISIMU.

3.1.18.I0KyMEHTBI B 3JIEKTPOHHOM BHUJE NPOXOIAT IPHEM, PErMCTPALMIO, IPEIABAPUTEIBLHOE
paccMOTpeHHe, pacCCMOTPEHHE PYKOBOACTBOM U JOCTABJISIFOTCS] HCTIOTHUTEIISM.

3.2. Opranusanusi 00pad0TKHU M NepeJayu OTIPABJIAEMbIX JOKYMEHTOB

3.2.1.JIOKyMEHTBI, OTHpaBISIEMbIE OpPraHOM MECTHOIO CaMOYIpAaBJICHUA, NEPEHatoTCs
IIOYTOBOMW U 3IEKTPUUECKOH CBA3BIO.

3.2.2.06paboTKa JOKYMEHTOB Ui OTIPABKH [MOYTOBOM CBSI3bI0 OCYILECTBISET YIPaBIISIOIIMMA
JieflaMy B COOTBETCTBUU C JieHcTBYOmUMHU [IpaBuiiaMu oka3zaHus ycayr HOYTOBOU CBS3H.

C noMoIbio CPEACTB AIEKTPUUECKON CBSI3U YNPABIAIOIIUN JI€1aMH OCYLIECTBIISIET Mepeaavy
Tenerpamm, gakcorpamm, TeineQoOHOrpamMm, FIEKTPOHHBIX TOKYMEHT .

3.2.3.MecTo perucrpanuu JTOKyMEHTa OMPENEICHO PEKBHU3UTaMHU OJIAHKOB, HA KOTOPBIX OHH
reyararTcs .

3.2.4.Ecnmu JOKyMEHT TIieyaTaeTcss He Ha OJaHKe, TO €ro Jjara, HCXOISIIIMA HOMEp
MIPOCTAaBJISAIOTCS HUDKE MOANKCH Ha JIEBOM yriy jucTa . [loanuce 3aBepsercs nevarsio .

3.2.5.Ecn TOKYMEHT IOJUIEKUT BO3BPATY, TO HA MEPBOM CTPAHMIE JOKYMEHTA BEPXHEH €ro
yacTu, npocrasisiercs wramn «[loanexxur Bo3BpaTy».

3.2.6.Ilpu oTnopaBke JOKYMEHTOB C MOpPYYEHHUSIMHU, aJPECOBAHHBIMH  HECKOJBKUM
JOJKHOCTHBIM JIMIAM, HOJUIMHHUK HMOPYYEHHS] M JOKYMEHTa HAIpaBJIAIOTCS JIOJDKHOCTHOMY JIUILY,
YKa3aHHOMY B [OPYYEHUU NEPBBIM , IPYTUM — KOIIHH .

JIOKyMEHTBI OTHPAaBISAIOTCA ajpecaTaM B 3aBUCHUMOCTH OT CPOYHOCTH MX JocTaBKU. CTeneHb
CPOYHOCTH JIOCTaBKU JOKYMEHTa Ompeaesercs pykoBoaurenaeM. JlokyMeHThl ¢ noMeTkoi «CpodHo»
JIOCTaBIISIIOTCSA aJpecaTaM B IIEPBYIO OYEPEb.

3.2.7.Ha ortnpaBisieMblx MakeTax (KpoMe€ aJpecoB) YKa3bIBalOTCI HOMEpPA BIIOKEHHBIX
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JOKYMEHTOB. JIOKYMEHTBI, HallpaBJsieMbI€ IO JOMAIIHUM aJpecaM, OTIIPABISAIOTCS 4Yepe3 MOYTOBOE
oTneneHue cBa3u. HempaBuibHO odoOpMIIEHHBIE JUISI OTHPAaBKM JIOKYMEHTHI BO3BpAlLAIOTCS
HCIIOJIHUTENEM Ha JOpaboTKy. JJOKyMEHTHI Hecily)keOHOro XapakTepa K OTIpaBKE HE NMPUHUMAIOTCS.
O06paboTka 1 OTIpaBKa HMCXOISIMMX JOKYMEHTOB npousBoautcs ¢ 9.00 go 13.00 gacos .

3.2.8.J10KyMeHTBI JUTSt OTIPABKH IIEPENAOTCS IIOJTHOCTBEO 0(pOpPMIIEHHBIMH,
3aperucCTpUPOBAHHBIMU C YKa3aHMEM IOYTOBOTO ajipeca, HoMepa TesiehoHa/>JIeKTPOHHOTO ajpeca Win
C YKa3aHHEM Ha PACCBHUIKY.

3.2.9.JlokyMeHTHI, MOJyIeXkallle OTIpaBKe, JOJDKHBI 00padbaThIBaThCS U OTHPABIATHCS B JIEHb
UX MOJMMCAHUS UM HE MO3/HEE CIIEAYIOIIEr0o paboyero JAHs.

3.2.10.ZlochuiKa WM 3aM€Ha pa30CIaHHOTO pPaHee JOKYMEHTa OCYILECTBISETCS MO YKa3aHUIO
JIMLA, TOANKMCABUIETO JOKYMEHT.

3.3. IlopsAioK NPOXO0KAEHUSI BHYTPEHHUX JOKYMEHTOB

3.3.1.IlpoxoxaeHne BHYTPEHHUX JOKYMEHTOB Ha 3Tamax WX IOJArOTOBKU M OQOpPMIICHHS
JOJKHO COOTBETCTBOBATh IIPOXOKJICHHUIO OTIIPABIIIEMBIX JOKYMEHTOB, a Ha JTale€ HUCIOJHEHHUS -
MTOCTYMAOIINX JOKYMEHTOB.

3.3.2.Ilpo€eKTbl pacHOpPAIUTENIBHBIX JTOKYMEHTOB IIOCJIE IOATOTOBKA M COIJIACOBAHUS C
3aMHTEPECOBAHHBIMU TOAPA3JEICHUAMH W JIOJDKHOCTHBIMM JIMIIAMHM MEPEJAIOTCs  YIPaBIISIOLIUM
JiefiaMu, KOTOPBINA OCYILECTBISIET KOHTPOJIb 3a MPaBUIbHOCTBIO UX 0(OPMIICHHUS.

OdopmiieHHbIe JOKYMEHTHI MEpPEeAaloTcs Ha MOAMNNCH PYKOBOJCTBY B COOTBETCTBUHU C MPaBOM
MOANKUCH JOKYMEHTOB U pacnpeaeneHueM oOs3anHocteil. Ilocne mnoamucanus JTOKYMEHTBI
PErUCTPUPYIOTCS.

3.3.3.Pa3MHOXEHHBIE 3K3EMIUIIPHl NOANHUCAHHBIX PYKOBOAWUTEISIMH W 3apEeTrMCTPUPOBAHHBIX
paclopsaUTENbHBIX JOKYMEHTOB B 00f3aTEbHOM TMOPSAJKE pacChUIAIOTCS B CTPYKTYpPHBIE
MOApa3IeNIeHUs, B BEICHUH KOTOPhIX HAXOASATCSI pacCCMaTpUBAaEMbIE BOIIPOCHI.

3.3.4.Ilepenaua TOKyMEHTOB MEXy CTPYKTYPHBIMU I0IPA3ICIICHUSIMHU OCYIIECTBIIIETCS Yepes3
JIML, OTBETCTBEHHBIX 34 BEJCHUE ACIIONPOU3BOCTBA B KOHKPETHOM CTPYKTYPHOM IOJIPA3/ICICHUN.

4. IlonckoBasi cucTeMa Mo JOKYMEeHTaM
4.1. Perucrpauusi J0KyMeHTOB

4.1.1. OcHOBO# MOCTPOEHUS MOMCKOBBIX CHUCTEM SIBJISIETCSI PETUCTPALIUS JOKYMEHTOB - 3aIHCh
YUETHBIX JaHHBIX O JOKYMEHTE IO YCTaHOBJIEHHOW Qopme, ¢ukcupyromas (akr ero cosnaHus,
OTIPABJICHUSI U MOTY4EHUS.

4.1.2.Peructpaumu  moJyuie’kaT BCE JIOKYMEHTbI, TpeOyoliue yueTa, MWCIOIHEHUS U
HCII0JIb30BAHUSA B CIIPABOYHBIX LIEIIAX.

Peructpupyrorcss JOKyMEHTBI, TOCTYHAIOUINE U3 APYTUX OpPraHu3aluil U oT PU3NYECKUX JIUL, a
TaKXe CO3/1aBAaEMbIE - BHYTPEHHUE U OTIIPABIIIEMBIE.

JIOKYMEHTBI PETUCTPUPYIOTCSI HE3aBUCUMO OT CIIOCc00a UX TOCTABKH, MEepeadu WK CO3IaHMUs.

4.1.3.JIOKyMEHTBI PETHCTPUPYIOTCSI OJUH pa3: TOCTYNAKIUEe - B JIEHb MOCTYIUICHHUS,
CO3[1aBacMble - B JICHb MOJIMCAaHWs WIN yTBepxkAeHMs. lIpu mepenade HOKyMEHTa W3 OJHOTO
MOJpa3JeNIeHUss B JpPyroe HOBBI PpErucTpaloOHHBINI HOMEp Ha JOKYMEHTE, Kak IpaBWiO, HE
IIPOCTaBJIAETCS.

4.1.4.Peructpanusi JOKyMEHTOB IPOU3BOAUTCS B Ipe/ieiaxX TPy, B 3aBUCUMOCTH OT Ha3BaHUs
BHUJIa JOKYMEHTa, aBTOpa M cojepxaHus. Hampumep, OTIENbHO pPETUCTPUPYIOTCS JOKYMEHTHI,
noctynuBinue u3 IlpaButennsctBa Poccuiickoit denepariu, mpuKasbl PyKOBOAUTENS (PeaeparbHOro
OpraHa MWCIOJHUTEIBHOM BJIACTH IO OCHOBHOW JEATEIBHOCTH, IMPUKA3bl II0 JUYHOMY COCTaBy,
ciry>ke0Hasi Iepernrcka, 00palieHus rpakaaH.

4.1.5.Peructpanusi nmocTynaronux, BHyTpEHHUX U OTIPABJIIEMbIX JOKYMEHTOB MPOU3BOJIUTCS
B MECTaxX MCIIOJIHEHUS U CO3JaHusl JOKYMEHTOB.

4.1.6.JI0KyMEHTBl PErUCTPUPYIOTCS Ha TPAJAULMOHHBIX WM D3JEKTPOHHBIX KapTOUKax,
KypHaJax.

4.1.7.PeructpauinoHHBI HOMEpP JOKYMEHTAa COCTOUT U3 TOPSAKOBOIO HOMEpa, KOTOPBIH,
UCX0/s U3 UH(GOPMALMOHHBIX TOTPEOHOCTEN OpraHa MECTHOTO CAMOYITPAaBJICHUS, MOYKET JOTOHATHCS
OYKBEHHbIM WJIM LHU(PPOBBIM HHIEKCOM CTPYKTYPHOTO TMOJpa3fefieHusi, HHAEKCOM Jena Io
HOMEHKJIAType JIeNl, KOJIOM JOKYMEHTa M0 KJIAacCU(UKATOPY KOPPECHOHAECHTOB, UCIIOJHUTENEH U JIp.
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CocTaBHBIE YaCTU PETUCTPALIMOHHOTO HOMEPA OTIEINSIOTCS IPYT OT Apyra KOCOM 4epToil.

4.1.8. 111 co3naHusl MOUCKOBBIX CHUCTEM M JOCTHKEHUS HHPOPMAIMOHHON COBMECTHUMOCTH
PErUCTPAIlMOHHBIX JAaHHBIX  YCTAHABIMBAETCS CIEAYIOIIUA COCTaB OCHOBHBIX PEKBU3UTOB
perucrpamu:

HauMEHOBaHHUE OpraHu3aluu (aBTopa Wi KOPPECIIOHICHTA);
HauMEHOBaHME BHJIa JOKYMEHTA;
JlaTa U perucTpallMoOHHbIA HOMEp JOKYMEHTA,
JaTa v UHAEKC MOCTYIUICHHUS;
3aroJIOBOK K TEKCTY (KpaTKOe COJepKaHUe JIOKyMEHTA);
pe30troIus (UCIOJIHUTENb, COJIEP)KaHUE IOPYUYEHUS, aBTOP, J1aTa);
CPOK HCIIOJIHEHUS JOKYMEHTA;
OTMETKa 00 UCIIOJIHEHNUHU JOKYMEHTA U HaIIPABJIEHUU €T0 B JIENO.
CocTaB OCHOBHBIX PEKBU3UTOB PETUCTPALlMU B 3aBUCHMOCTH OT XapakTepa JOKYMEHTa U 3a/ay
MCIO0JIb30BaHUS HH(OPMALIUK MOKET JONOJHATHCS APYTUMU PEKBU3UTAMU:
rpu¢ (oTMeTKa) OrpaHUYEHUs AOCTYIA K JOKYMEHTY;
BHYTpEHHSS Iepeajpecalys JOKyMEHTOB MO UCIIOTHUTEIISM;
KO/l 10 TEMaTHYECKOMY KJIaCCU(PUKATOPY;
KIIFOYEBBIE CIIOBA;
KOJIMYECTBO JINCTOB JIOKYMEHTA;
HaJIu4ue IPUIOKEHUM;
JOJIKHOCTHOE JIUIIO, TIOCTAaBUBIIEE TIOKYMEHT Ha KOHTPOJIb;
MIPOMEXKYTOUHbIE CPOKU UCIOTHEHMUS;
MIEPEHOC CPOKOB UCIOJIHEHUS;
CPOK XpaHEHUs JOKYMEHTa;
CTaTyc IOKyMeHTa (IIPOEKT, BEPCHs);
BU/I IEpejaun JOKyMeHTa (1M0YTOoM, JakcoM U T.A.) U JIp.
5. Opranuszauust padboThl ¢ JIOKYMEHTAMM B /1€JIONIPOU3BOJACTBE
5.1. CocTaB/jieHHUe HOMEHKJIATYP eI

5.1.1.HomenknaTtypa naen SBISETCS YYETHBIM JOKYMEHTOM B JIEJIONPOU3BOJACTBE, OTPaKaeT
cpoku XxpaHeHust naen. HomeHkiarypa pnen mnpeaHasHaueHa Uil TPYNNUPOBKU HMCHOJHEHHBIX
JOKYMEHTOB B Jieja, CUCTEMAaTHU3allud U ydeTa JeJl, ONPE/IEICHNUs] CPOKOB UX XPAHEHHUS U SIBISETCS
OCHOBOIl /Il COCTaBJIEHUS! ONMMCEN Ui MOCTOSIHHOTO M BpeMeHHOro (cBeimie 10 yiet) XpaHeHus, a
TaKKe Ui ydeTa Jied BpeMEeHHOTO (210 10 neT BKIIoUUTENbHO) XpaHEHHS

5.1.2.HoMeHknaTypa [€1 COCTaBJISIETCA YOPABIAKOIIMM JI€JIlaMH, COIJIACOBBIBAETCS C
rOCapXrMBOM, YTBEPKIAETCs II1aBOM AJMUHUCTPALMH CEITLCKOTO TOCEIEHHUS .

5.1.3.®opmupoBanue u oPopMIeHUE ACT OCYIIECTBISIOT HEMOCPEACTBEHHO UCIIOJTHUTEIIH.

5.1.4. Tlpu hopmupoBaHuu A€ HEOOXOAMMO COOTIONATH CIEAYIOIINE TPEOOBAHUS :

- TPYIIIUPOBATSH JIeJia OJTHOTO KAJIEHJAPHOI0 To/ia , 32 UCKIIIOYEHHE NEePEXOAIIEro;

- IOKyMEHTbI IOCTOSIHHOTO ¥ BPEMEHHOT'O XpaHEeHUsI TPYIIIUPYIOTCS B OTAEIbHBIE JeTa.

CBoJHas HOMEHKJIATypa /e B KOHLE KaXK/I0T0 rojia YTOYHSeTCs, YTBEPKAAeTCs U BBOJUTCS B
JercTBUE € 1 sHBaps CIEQyONIEro KajJeHIapHOro roja.

5.1.5.CBogHas HOMEHKJIATypa [eJl COCTaBJS€TCS M COIJIACOBBIBACTCS 3aHOBO B Ciydae
KOPEHHBIX U3MEHEHUH (PyHKIUN U CTPYKTYpbl OpraHa MECTHOTO CAMOYIIPaBJICHHUS.

5.1.6.Ha3zBanusiMu pa3fenoB HOMEHKIATYpbl J€J SBJIAIOTCS Ha3BaHUS CTPYKTYPHBIX
nojipaziesicHuii. B CBOJIHOW HOMEHKJIAType [eNl pa3lielbl pacHoJiaraloTcsi B COOTBETCTBUU C
YTBEPKJACHHOU CTPYKTYypOH OpraHa MECTHOTO CaMOYIIPaBIICHUS.

5.1.7.B HOMEHKIIaTypy JeJl BKIIFOYAIOTCS 3ar0JOBKHU JIeJ, OTPAXKAIOIINE BCE JOKYMEHTUPYEMbIE
y4acTKM paboThl OpraHa MECTHOIO caMoOyIpaBjieHHs. B HOMEHKIaTypy Jel He BKJIIYarOTCs
MEePUOIUYECKIE U3AAHMUSL.

5.1.8.'pads1 HOMEHKIATYp €T 3aMOTHIIOTCS CICTYIOIIIM 00pa3oM.

B rpadge 1 HOMmeHKnaTypbl A€l NPOCTABISIOTCS HMHAEKCHl KaXAOro Jeja, BKJIIOYEHHOTO B
HOMEHKJIaTypy. MHAEKC nena COCTOMT M3 YCTaHOBJIEHHOIO B OpPraHe€ MECTHOTO CaMOYIpaBJICHHS
u(ppoBoro 0603HaAUEHUsI CTPYKTYPHOTO HOJIpa3AeieHHs] U MOPSAIKOBOrO HOMEpa 3arojoBkKa jeja 1o
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HOMEHKJIAType B IpeJliesiax CTPYKTYpPHOIO mojpasjeneHus. MHpaekcsl aen o0o3HavarTcs apabCKUMU
uuppamu. Hanpumep: 12-05, rae 12 - o0o3HaueHre cTpyKTypHOro nojpasaeneHus, 05 - mopsaKoBblii
HOMeEp 3aroJjiIoBKa Jiejia I0 HOMEHKIIAType.

B HOMeHKaType en peKoMeHyeTcsl COXpaHsATh OJMHAKOBbIE MHJIEKCHI JUIsl OHOPOIHBIX JeNl B
npeenax pasHblX CTPYKTYPHBIX MOJpPa3IeICHU; Il IEPEXOASIINX JIel UHIEKC COXPAHSETCS.

B rpady 2 HoMeHKIaTyphl A€ BKIIOYAIOTCs 3ar0JI0BKH /1€ (TOMOB, YacTei).

3arosioBoOK Jena JOJDKEH 4YeTKo, B 000OHIeHHOM (opMe OTpaxkaTh OCHOBHOE COJAEpKaHHE U
COCTaB JIOKyMEHTOB JleJia.

Ecnu neno Oyner cocrositb U3 HECKOJIBKUX TOMOB WM 4YacTe, TO COCTaBiseTcsl OOIIMi
3aroJIOBOK Jejia, a 3aTeéM IpU HEeOOXOJUMOCTH COCTaBIIIOTCS 3aroJIOBKM KaKJOro Toma (4acTu),
YTOYHSIOLIUE COJIEpKAHUE 3ar0JI0BKa Jiena.

3arosI0BOK MPWIOKEHUS K A€y, COPMHUPOBAHHOTO B OTJEJIbHBIN TOM, JOJDKEH COOTBETCTBOBATH
3aroJIOBKY MOMEUIEHHOIO B 3TOT TOM JOKYMEHTA.

[Topsiiox pacnosokeHus! 3aroj0BKOB JIeJ BHYTPHU Pa3/AeioB U MOJPa3/IeIoB HOMEHKIATYpPbI 1€l
OTIpEJIEIIETCS CTENEHbI0 BAXKHOCTU JOKYMEHTOB, COCTABJISIIOIINX JIeja, U UX B3aUMOCBs3b10. B Hauane
pacroJjiaratoTcst 3aroJIOBKH JI€J1, COJIEPKalluX OpraH3alluOHHO-PACIOPAAUTEIbHYIO0 JOKYMEHTAIUIO.

3aroJIOBKH J1eJ1 MOTYT YTOUHSITHCS B IIporiecce GopMHUpOBaHUs 1 O(hOPMIICHHS AT

B rpade 3 ykasbiBaeTcs Cpok XpaHEHHUs Jiesia, HOMepa CTaTei 1o NepevHto, a IpU ero OTCYTCTBUU
- IO TUIIOBOM WJIM IPUMEPHON HOMEHKIIATYpPE JIeJI WA COIJIaCOBaHHBIM C LIeHTpalbHON 3KCHEpTHO-
IIPOBEPOUYHOMN KoMuccuen PenepanbHOro apXUBHOIO areHTCTBA CPOK XPAHEHUS.

B rpage 4 "IIpumeuanue” yka3blBalOTCsl Ha3BaHUE NEPEUHEN JOKYMEHTOB, UCIIOIb30BaHHBIX IPU
ONpEJICNICHUN CPOKOB XpaHEHUs JE€Jl, MPOCTABJISAIOTCS OTMETKM O 3aBEICHUU JIeJl, O IMEePEeXOAsIuX
nemax (mampumep, mnepexoqasmee ¢ 2004 1.), 0 BBACNEHWH €1 K YHHUYTOXKCHHUIO, O JIHIAX,
OTBETCTBEHHbIX 3a (QOpMHUpOBaHUE Jel, O Ieperadye Jea B Jpyroll QenepaibHblii oOprax
WCIIOJIHUTENBHOM BIIACTHU U1 MPOJOJLKEHUS U Jp.

5.1.9.Eciiu B TedeHue roja BO3HUKAIOT HOBbIE JOKYMEHTHPOBAaHHBIE YYaCTKU padOThI,
HENpelyCMOTPEHHbIE JIeIa, OHU JIOTIOJIHUTENBHO BHOCATCA B HOMEHKJIATypy. JlJis BHOBb 3aBOJAMMBIX
JIeJ1 B K&KJIOM pa3/ielie HOMEHKJIATyphl OCTaBIISIFOTCS pe3epBHbBIE HOMEpA.

5.1.10.Il0 okoH4YaHWM TOJAa B KOHIIE HOMEHKJIATYpPBI JI€Jl JEJNAeTCs HWTOroBas 3aIlluCh O
KOJIMYECTBE 3aBEJCHHBIX €I (TOMOB).

5.2. ®opmupoBanue u opopmiieHHe 1€

5.2.1.@opmupoBaHue A€ - TPYINIUPOBKA UCIIOJHEHHBIX JOKYMEHTOB B JI€Jla B COOTBETCTBUHU C
HOMEHKJIATYpOH A€l ¥ cucCTeMaTu3alus JOKYMEHTOB BHYTPHU Jela.

5.2.2.lena ¢opMupyrorcs, KakK MpPaBUIO, JEHEHTPAIU30BAaHHO, T.€. B CTPYKTYPHBIX
MO/Apa3ICIICHUSX.

5.2.3.KoHTpob 3a paBUILHEIM (GOPMHUPOBAHUEM JIEJT OCYIIECTBIICT YIPABISIONINN ETaMHu.

5.2.4Ilpu dopmupoBaHUU 1€ HEOOXOAMMO coOonaTh cleAyrolue oOuiue IpaBuia:
[OMEIlaTh B JEJI0 TOJbKO MCIIOJHEHHbIE JTOKYMEHTHI, B COOTBETCTBHUM C 3aroJIOBKAMH Jell 110
HOMEHKJIAType; IPyNIHpPOBaTh B JAEJIO JOKYMEHTHI OJHOTO KaJEHJApHOIO Toja, 3a HCKIYEHHEM
MepexoIALIuX JeJ; pa3/iebHO IPYNIHUPOBATh B J€J1a JOKYMEHTHI IIOCTOSTHHOIO M BPEMEHHBIX CPOKOB
XpaHEHUs; TIOMEIATh B JieJa KCEPOKONUHU (akcorpaMm, Teiae@oHOrpaMmbl Ha OOIIUX OCHOBAHUSX; B
JIeI0 HE JOJDKHBI TOMEIIaTbCsl JOKYMEHTBI, IOJJIeKallue BO3BpATy, JIMIIHUE OSK3EMIUIPHI,
YEPHOBHUKHU; IO 00BEMY 110 HE JOJDKHO mpeBbimaTh 250 muctoB. [Ipu HaMuny B Aeiie HECKOJIbKUX
TOMOB (4acTell) Homep (MHAEKC) U 3aroJIoBOK Jieja MPOCTaBISAIOTCA Ha KaKJIOM TOME C J100aBlIEHUEM
"r. 1", "1. 2" u T.1.

5.2.5.JI0KyMEeHTbI BHYTpH JieJa PACIOJIAraloTcs CBEPXYy BHU3 B XPOHOJIOTMYECKOM, BOIPOCHO-
JIOTUYECKOM MMOCIIEIOBATEIbHOCTH MIIM UX COYETAHUU.

PacniopsinuTenbHble JOKYMEHTHl TPYNNUPYIOTCS B Jejla 1O BHUJAM U XPOHOJOTHUU C
OTHOCSIIIMMUCS K HUM MPHIIOKEHUSIMH.
Ecnu nmeercss JOKYMEHT O CHATHUU C KOHTPOJISL HECKOJIBKUX aKTOB, OJIIMTHIX B pa3HbIe Jieia, TO

cllelyeT HOJAUIUTh HEOOXOIUMOE KOJMYECTBO KOIMUN 3TOTO JIOKYMEHTa B COOTBETCTBYIOLIME Ji€la C
yKa3aHHEM HOMepa Jiela, B KOTOPOM MOJAUIUT MOAJIMHHUK 3TOTO JOKYMEHTA.
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JIOKyMEHTBI KOJUIETHI TPYIIUPYIOTCS B JBA JIENIa: MPOTOKOJIBI M PEIICHHUS KOJUIETUH; TOKyMEHTHI
K 3ace/laHUsIM KOJUIETHH.

[TomosxeHusi, WHCTPYKIHH, YTBEPKICHHBIC pACHOPSAUTEIBHBIMA JOKYMEHTAMH, SBIISIOTCS
MPUIIOKEHUSIMU K HUM U TPYIITHPYIOTCSI BMECTE C YKa3aHHBIMU JOKYMEHTaMH.

PacniopsbkeHnss mo OCHOBHOM [JE€ATEIBHOCTH TPYNIUPYIOTCS OTAEIBHO OT PacCHOPSDKEHHMM IO
JUYHOMY COCTaBY.

[IpoTokoiibl B Jiefie pacnoJiararoTcsi B XpOHOJOTHYECKOM MOpsiAKe 1Mo HomepaM. JIOKyMEeHTBI K
IIPOTOKOJIaM, CTPYIIIUPOBAHHBIE B OTAEbHBIE /1€, CUCTEMATU3UPYIOTCS 10 HOMEpaM IIPOTOKOJIOB.

VYTBepK/IeHHBIE TUIAHBI, OTYETHI, CMETHI, JIUMHUTHI, TUTYJIbHBIC CIIUCKA M JPYTrUe JTOKYMEHTHI
TPYIIUPYIOTCS OTACTBHO OT IPOEKTOB.

JIOKYMEHTBI B IMYHBIX JI€JIaX PacloJiaratoTcs o Mepe UX MOCTYIUICHHUS.

[Ipennoxxenus, 3asBi€HUS M KaJIOObl TpaKAaH IO BONpocaM pabOThl opraHa MECTHOIO
CaMOYIMpaBJIeHUS U BCE JOKYMEHTHI IO UX PACCMOTPEHUIO M UCIIOJIHEHUIO TPYIIUPYIOTCS OTIEIBHO OT
3asBIICHHUI TPa)kJIaH IO JIMYHBIM BOIIPOCAM.

[lepenucka rpynnupyercs, Kak MpaBuio, 3a NEepHoJ] KaJeHAapHOro Tojia U CUCTEMaTU3UpyeTcs B
XPOHOJIOTUYECKOW TOCIIEI0BATEIbHOCTH; JTOKYMEHT-OTBET MOMEUIaeTcs 3a JOKYMEHTOM-3alpOCOM.
[Ipy BO300HOBJIEHUM MEPENUCKU IO ONpPEAEICHHOMY BOIPOCY, HayaBIIEWCS B IPEbIIYLIEM TONY,
JOKYMEHTBI BKJIFOYAIOTCS B JI€JI0 TEKYILEro rojia ¢ yKa3aHueM MHJEKca Jiea NpeaAbLAYyIero rojaa.

5.2.6.0dopmiienue nena - MOArOTOBKA Jiena K xpaHeHuto. OdopmiieHne aena BKIOYAET B ceOst
KOMIUIEKC paboT MO OMHMCAHHIO Jeia Ha 00JI0XKKE, OPOIIIOPOBKE, HYMEPAIIMH JIUCTOB U COCTABJICHHUIO
3aBEpUTEIIBHOMN HAJIUCH.

5.2.7.B 3aBUCHUMOCTU OT CPOKOB XpaHEHHS IPOBOJUTCS IMOJHOE WIM YacTHUYHOE O(opmiieHue
nein. [loarHoMy opopMieHHIO TOANEXKAT Jie]a NOCTOSIHHOTO, BpeMeHHOTro (cBblie 10 jeT) XpaHeHus u
no auyHoMmy cocrtaBy. [lonHoe odopmieHue nena mnpegycMaTpuBaeT: OQOPMIICHHE PEKBH3UTOB
O0JIOKKM Jiella MO YCTaHOBJEHHOW (opme; HyMmepaluio JUCTOB B JeJie; COCTAaBJICHHUE JIUCTa-
3aBepuUTeNsl JIeJla; COCTaBJICHHE B HEOOXOJIUMBIX ClydasX BHYTPEHHEH OIHCU JIOKYMEHTOB Jefa ;
MOAIIMBKY WM NEPEIIeT /iea; BHECEHHE HEOOXOJUMBIX YTOUHEHUN B PEKBU3UTHI 00JIOKKY Jiena.

5.2.8.0610%Ka J1eJ1 MOCTOSTHHOTO, BPeMEHHOTO (cBbImIe 10 J1eT) U MO0 JIMYHOMY COCTaBy UMEET
CIIEIyIOIME PEKBU3UTHI: HAUMEHOBAHUE YUPEKICHHUS, HUXKE B CepeUHe — HHJAEKC Jejla B
COOTBETCTBUU C HOMEHKJIATypOH, 3arojloOBOK Jejia, HOMEp ToMa, JlaTa Jiejla, apXuBHbIN mudp aena,
BHU3Y B CE€pEIMHE —KOJUYECTBO JIUCTOB, CPOK XPAHEHHUS .

PexBu3uThI, TpoCTaBisieMble Ha OOJOXKKE Jena, OQOPMISIOTCS CIEAYIOIMHUM 00pa3oMm:
HAaUMEHOBaHUE OpraHa MECTHOTO CaMOYIPABJIICHMSI YKa3bIBA€TCS MOJHOCTbIO, B HMEHHUTEIHLHOM
najziexe, ¢ yKazaHueM O(QUIMAIbHO MPUHITOIO COKPAILIEHHOIO HAaUMEHOBAHUS, KOTOPOE YKa3bIBAeTCs
B CKOOKax IOcj€e IIOJIHOTO HAaMMEHOBAHUS; HAMMEHOBAaHUE CTPYKTYpHOTO MOApA3JIEICHUs -
3alMChIBAETCS Ha3BaHHE CTPYKTYPHOTO TOJPA3AEiICHUS B COOTBETCTBHM C  YTBEPKAECHHOM
CTPYKTYpOIi; HOMep Jiena, - mpocTasisiercs uppoBoe 0603HaueHue (MHAEKC) Jieja 0 HOMEHKIIaType
JIeJT;, 3aroJIOBOK Jiejia - MEPEHOCHTCS W3 HOMEHKJIATYphl e, corjacoBaHHoil ¢ DIIK apxuBHOTO
oTJeNa; Jara Jiefia - yKa3blBaeTcs roJi(bl) 3aBeJCHUS U OKOHYAHUS Jeja B JIeJ0Npou3BoJIcTBe. [laToit
JieJl, COJEPIKAIINX PaCIOPAIUTENIbHYIO JOKYMEHTALINIO, a TaKKe JJIS /1€, COCTOSIINX U3 HECKOJIBKUX
TOMOB (4acrei), SIBISIOTCA KpaHME JaThl JAOKYMEHTOB [eina, T.e. JaThl (YUCIO, Mecdl, o)
peructpanuu (CocTaBieHUs]) CaMOT0 PaHHEro0 U CamMoOro MO3JHEr0 JOKYMEHTOB, BKIIOUEHHBIX B JIEIO.
Jlatoil mpuioXxeHust K 1eny, cOpPMHPOBAHHOMY B OTHENBHBIA TOM, SIBIISIETCS J1aTa PETUCTPAINH
OCHOBHOTO JIOKYMEHTa, IPUJIOKEHHUE K KOTOPOMY IOMEUIEHO B 3TOT TOM. llpu 3TOM, umcio u roa
0003Havar0TCs apabckumu 1udpaMu, Ha3BaHWE MECSIIA MUAIIETCS MOJTHOCTHIO CIIOBAMHL.

5.2.9. Jlena, mnojyexamiye MnepeAadye Ha TOCXpaHEHHUE, JOJDKHBI ObITh O(OpMIIEHBI B
cootBercTBUU ¢ ['OCHOY. Odopmnenue aen mpoBOAUTCS YIPABISIONIAM JieJaMu coBMeCTHO ¢ DK.
JIOKyMEHTBI IepelaloTcs B apXUBHBIA OTAEN N0 onucsM, yrBepxkaeHHbIM DIIK Ynpasnenus no nenam
apxuBoB npu Kabunere MunucrpoB Pecnyonuku bamkoprocras.

B nensx obecriedeHus COXpaHHOCTH W 3aKpEIUICHUs MOPSIKA PAaCIOJIOKEHUs JOKYMEHTOB,
BKJIFOUEHHBIX B JIEJIO, BCE €r0 JIUCThI, KPOME JIMCTA 3aBEPUTENS] M BHYTPEHHEH OMMCH, HyMEPYIOTCS.
JIMCTBI HyMEpYIOTCS MPOCTHIM KapaHIalIoM CBEpXY BHH3, ITU(PHI MPOCTABIISIOTCS B IPABOM BEPXHEM
YII1y JIUCTA.
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Jluct Gonpiioro ¢gopmara, MOJIIUTHIN 3a OJUH Kpail, HyMEpyeTcsl Kak OJMH JIUCT B IPaBOM
BEPXHEM YTITy.

JloKkyMeHTBI ¢ COOCTBEHHOI HyMepaluen JUCTOB, B TOM YHUCIIE [TeYaTHbIE U3JaHUsI HyMEPYIOTCS B
o01eM mopsiake.

JIucTsl e, cocToSIMMX U3 HECKOJIBKMX TOMOB WJIM YacTel, HyMEpPYIOTCS [0 KaKJIOMY TOMY WU
4acTU OT/IEIbHO.

dotorpaduu, 4epTekKH, AMATPaMMBbl U JIPYTHe WILUTFOCTPATUBHBIC U CHEM(PUYECKHE JOKYMEHTHI,
MIPE/ICTABIISIONINE CaMOCTOATEIbHBIN JIUCT B JIeJle, HyMEPYIOTCS Ha OOOPOTHONH CTOpPOHE B JIEBOM
BEpPXHEM YTIIy.

[loamuTeie B [1€710 KOHBEPTHI C BIIOKEHHSIMH HYMEPYIOTCSA: CHayajla KOHBEPT, a 3aTeM
ouepeIHbIM HOMEPOM KaXJ0€ BIOXKEHHE B KOHBEPTE.

[Ipunoxxenust K Jeny, MOCTYNUBIIKE B MeperuieTe, 0pOpMIISIIOTCS KaK CaMOCTOSITENIbHBIM TOM U
HYMEpYIOTCS OTJEJIBHO.

[locne 3aBeprieHHs Hymepaluu JHCTOB COCTaBJSI€TCSl 3aBEpUTENIbHAs HAAMNKCh, KOTOpas
pacrojlaraeTcs B KOHIIE JieJia. 3aBepUTeNbHAs HAJIUCh COCTaBJSETCS B Jielie Ha OTAEIbHOM JIHCTe-
3aBeputene Jena. B 3aBepurenbHoil Haxnucu nupaMu U MPOIUCHI0 YKa3bIBAETCS KOJIMUYECTBO JINCTOB
B JJAHHOM JieJie, 0COOEHHOCTH OTAEIbHBIX TOKYMEHTOB (4epTexu, poTorpaduu, pUCYHKH U T.IL.).

3aBepuTeabHas HaAMUCh MONUCHIBAETCS €€ COCTABUTENEM C YKa3aHHUEM pacIIM(PpPOBKH MOIIHUCH,
JOJKHOCTH M J1aThl cocTaBieHus. KoaumuecTBo JIMCTOB B Jejie MPOCTaBiIsieTCsl Ha OOJIOXKKE JieNa B
COOTBETCTBUU C UTOTOBOM HAJIIUCKIO.

PexkBusur "cpok xpaHeHus jena" IMEPEHOCUTCS Ha OOJIOKKY Jella W3 COOTBETCTBYHOILIEH
HOMEHKJIATYphbl [l IIOCJIE€ CBEPKUM €ro CO CPOKOM XpaHEHMs, YKa3aHHbIM B IEPEYHE THUIOBBIX
JOKYMEHTOB WM B NEpPEYHE JOKYMEHTOB, 00Opa3yoIIUXCs B JEATEIbHOCTH (efepalbHOrO OpraHa, C
YKa3aHHUEM CPOKOB XPaHEHUS.

Ha nenax mocTostHHOTO XpaHeHUs mUuieTcs: "XpaHUTh MOCTOSHHO".

ApxuBHBIN mHQp nena (COCTOUT U3 HoMepa (oHAa, HOMepa OIMCU U HOMepa JieJia [0 OIHCH) Ha
00JIO’)KKAaxX JieJ1 TIOCTOSIHHOTO XpaHEHUs TMpOCTaBiAeTCSs B apXxuBe (eAepalbHOrO OpraHa
WCIIOJIHUTENBHON BJIACTU YEPHBIMU YEpHUJIAMH TOJIKO IIOCJIE BKIIOYEHHUS STHX Jied B TOJOBbIE
paszzernbl CBOJHBIX onMce, yreepxkaeHHbIX DIIK cooTBeTcTBYyIOLIErO (henepanbHOro apxusa (J10 3T0ro
OH MPOCTABJISAETCS KapaHJIAIIOM).

Ha o006no0kax 1en MOCTOSHHOTO XpaHEHUS MpeaycMaTpUBAeTCsl MECTO JUIsi HaMMEHOBAaHUS
(dbenepabHOTO apxwBa, B KOTOPBIM OyayT MepenaBaTthCs JAelia, KOJOB (eaepaibHOTO apxXwBa M
denepanbHOrO OpraHa HCHOJHUTENbHONM Biacth 1o OOmepoccuiickoMy — Kiaccu(ukaTropy
npeanpustuii  u  opranm3auuii  (OKIIO) wu  OO6mepoccuiickoMy KiIacCH(pUKATOpy OpraHoB
rocynapcTBeHHOU BinacTu U ynpasienus (OKOI'Y).

[lo okoHYaHMM rojia B HaANKCU Ha 00JI0’KKaX JIeJl TIOCTOSTHHOTO U BpeMeHHOro (cBbiuie 10 nert)
XpaHEHUs] BHOCATCA YTOUHEHHS: NPU HECOOTBETCTBUHU 3arojioBKa el Ha OOJIOKKE COAEP)KAHUIO
MOJALIUTHIX TOKYMEHTOB B 3aroJIOBOK Jiejla BHOCATCS U3MEHEHUS U IOTIOJTHEHUSL.

HaumenoBanus ¢ponnooOpazoBaTesns v NOapa3AeiaeHus], TOJ U HOMEp Jiela MOTYT MPOCTABIIATHCS
Ha 00JI0kKKE ITaMIIOM.

5.2.10. [Ins yuera TOKYMEHTOB OIIPEAEIICHHBIX KATETOPUM OCTOSHHOIO U BPEMEHHOTO CPOKOB
(cBpiie 10 jeT) XpaHeHHUsl, y4€T KOTOPBIX BBI3bIBAETCS CleUU(UKON TaHHOM JOKyMeHTauuu (0co0o
LIEHHBIE, JIMYHBIE JIeJ1a U T.J1.), COCTABIIAETCS BHYTPEHHSS ONKUCH JOKYMEHTOB Jieja.

BHyTpeHHsq onKch JOKYMEHTOB JIeJla COCTABIISIETCS Tak)Ke Ha JieJla MOCTOSIHHOTO ¥ BPEMEHHOI0
(cBpiie 10 ner) xpaHeHus, ecau OHM CHOPMUPOBAHBI 110 PA3HOBUIHOCTSAM JTOKYMEHTOB, 3aroJIOBKU
KOTOPBIX HE PACKPHIBAIOT KOHKPETHOE COJIEpHKAHUE TOKYMEHTOB.

Heob6xomuMocTh cocTaBieHHsI BHYTPEHHEN ONMCH JOKYMEHTOB JIeJla OIPEIeNsieTCs NHCTPYKLIUEH
[0 BEJEHUIO JEJIONPOM3BOJCTBA B OpraHe MECTHOIO CaMOyIpaBieHUs. BHyTpeHHss omnuch
COCTaBJIIETCS HA OTIEIbHOM JIUCTE IO YCTAaHOBJIEHHOW (opMme, KOTOpas COJEPKUT CBEACHHUS O
MOPSIIKOBBIX HOMEpPAx JIOKYMEHTOB Jiela, UX MHJEKCaX, JaTax, 3arojoBKax U HOMEpax JIMCTOB Jefa,
Ha KOTOPBIX PAcMOJIOKEH KaKIblii TOKyMeHT. K BHyTpeHHeH onucu coCcTaBiIsieTcs UTOTOBas 3alKch, B
KOTOpO#l yKa3blBaeTcsd LM(paMU U MPOMHUCHIO KOJIMYECTBO BKIIOYEHHBIX B HEE JOKYMEHTOB U
KOJIMYECTBO JINCTOB BHYTPEHHEN OMUCH.
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BHyTpeHHsg onuCh TOKyMEHTOB JieJla OANUCHIBAETCA COCTABUTENEM C YKa3aHUEM paciliu(poBKU
MOAINUCH, TOJDKHOCTU M JaThl COCTABJICHUS ONHMCH. 3aBEpEHHas COCTaBUTEJIEM BHYTPEHHSAS OIMCH
JOKYMEHTOB JieJia MOJKIEUBACTCS 3@ BEPXHUM Kpail K BHYTpPEHHEH CTOPOHE JIUIEBOM 00JI0KKH Jiena.

5.2.11. JIOKyMEHTBI, COCTaBJSIOIIME JEJIO, MOJUIMBAIOTCS HA YEThIPE MPOKOJa B TBEPAYIO
00JIOKKY M3 KapTOHA WJIM NEPEIJIETAI0OTCs] ¢ Y4ETOM BO3MOKHOTO CBOOOJIHOTO YTEHMSI TEKCTa BCEX
NOKyMeHTOB. [Ipu moarotoBke Aen K NOAIIMBKE (MEpeIuieTy) MeTaindeckue ckperieHus (OyaaBKH,
CKPEIKH) U3 JOKYMEHTOB YIaJISIIOTCS.

Hena BpemeHHoro (no 10 ner BKIIOYMTENBHO) XpAaHEHUS JIONYCKAeTCd XpaHUTh B
CKOPOCIIMBATENSAX, HE IPOBOJUTH I[EPECUCTEMATU3AIMI0 JTOKYMEHTOB B Jejie, JIUCThl Jeja He
HYMEpOBaTh, 3aBEPUTEIIbHBIC HAAKUCH HE COCTABIISTh.

5.3. Opranuzanus onepaTuBHOIO XpaHEHUs1 JOKYMEHTOB

5.3.1.C momeHTa 3aBeleHMs M JO IepelJauyd B apXuB Jeja XpaHATCS 10 MECTy HX
(dbopMupoBaHUs.

PykoBoauTenu  CTPYKTYpHBIX  NOJApa3JeJ€eHUH W COTPYAHHUKH,  OTBEYaloIIUe  3a
JIeJI0IIPOU3BOJICTBO, 00s3aHbl 00ECIeYNBaTh COXPAHHOCTh JJOKYMEHTOB U JIEJI.

3aBeplIeHHbIE Jlea IMOCTOSIHHOTO U J0JroBpeMeHHoro (csbimie 10 jeT) CpoKOB XpaHEHUus
XpaHATCS MO0 MECTY UX (POPMUPOBAHNUSA B TEUEHUE TPEX JIET, a 3aTEM CIAIOTCS B apXUB.

5.3.2. Belmaya zien ApyruM MOJPa3JeeHUSM NPOU3BOAMTCS C PA3pEIICHUS PYKOBOIUTEINS.
Boigaua nen coTpyaHukam mojpasfesieHud Juisi paboThl OCYIIECTBISETCS IMoJ pachucky. Ha
BBIJJAHHOE [IEJIO 3aBOJUTCS KapTa-3aMecTHTeNb. B Hell ykas3blBaeTcs CTPYKTYpHOE MOJpa3zelieHue,
UHJEKC Jiea, JlaTa €ro BbIJauM, KOMY JEJI0 BbLJIAHO, JlaTa €ro BO3BPALIEHUS, NMPEAYCMaTPUBAIOTCS
rpadsl A5 pacucoK B NOJYYEHUH U IIPUEME JIeNa.

Jlena BBIJAIOTCS BO BPEMEHHOE I0JIb30BAHUE COTPYAHUKAM CTPYKTYPHBIX MOJpa3AeieHUl Ha
cpok He Oosee ogHoro Mecsua. Ilocne ucredeHns ykazaHHOIO CpOKa JIeJI0 JJOJKHO OBbITh BO3BPAILEHO
Ha MECTO €ro XpaHeHHs.

CTOpOHHMM OpraHu3alMsM Jeja BBIJAIOTCS HAa OCHOBAaHMM HMX IHUCBMEHHBIX 3alpOCOB C
paspeleHus pyKoBOJUTENs OpraHaM MECTHOTO CaMOYIPABIICHHUS 10 aKTaM.

W3baTre 1OKyMEHTOB U3 Jie] MOCTOSIHHOTO XPAaHEHUs JIOIYCKAeTCsl B UCKIIOYUTENIbHBIX Cllydasx
U TPOU3BOJUTCS C pa3pelleHus pyKoBoAWUTENs (peaepaabHOro OpraHa HCHOJHUTENbHOM BIIACTH C
OCTAaBJICHUEM B JI€JIE 3aBEPEHHOM KOMHMH JOKYMEHTA U aKTa O IPUYMHAX BbIayy MOUIMHHUKA.

5.4. Ilopsiok nepeayu JOKyYMEHTOB Ha XpaHeHUE B apXUB

5.4.1.J]IokyMeHTBI OpraHa MECTHOTO CaMOYIIPABJICHHS SIBJISIOTCS €r0 COOCTBEHHOCTBIO W TIOCIIE
IIPOBEJICHUS] JKCHEPTU3bl MX LEHHOCTH B MOPSJKE, ycTaHOBIEHHOM ®DenepanbHbIM apXUBHBIM
areHTCTBOM, IOJUIeKaT 00sA3aTeNbHOM mepefaue Ha IOCTOSHHOE XpaHEHHWE B  apXuB, KaK 4YacTh
ApxuBHoro (oHja.

542 Jlna XpaHeHUS JOKYMEHTOB ApXMBHOro (OHJA, OTHOCSIIUXCS K TOCYJapCTBEHHOMU
COOCTBEHHOCTH, M JOKYMEHTOB BpeMeHHoro (cBbimie 10 5eT) cpoka XpaHEHHs, HMEIOUIUX
MIPaKTUYECKOE 3HAYEHHE, a TaKKe JOKYMEHTOB IO JIMYHOMY COCTaBy, MX yueTa, MCIIOJIb30BaHUS,
oTOOpa M MOJArOTOBKM K Iepefjaue Ha IOCTOSHHOE XPAaHEHHWE OpPraH MECTHOTO CaMOYIPAaBJICHUS
o0pasyeT apXuB.

5.4.3.IloaroroBKa Jei Jyuid XpaHEHUs BKIIIOYAeT: 0popMiIeHHE 00JI0KKH, MOAIIUBKY ( MEperieT),
HyMepalus JIMCTOB MPOCThIM KapaHJallOM B IPaBOM BEPXHEM YIJy M COCTABJIEHUS 3aBEPUTENILHOM
3alKCH Ha OTJEJILHOM JINCTE B KOHIIE JIUCTA .

5.4.4IloarotoBKa JOKYMEHTOB K IlepeJjau€ Ha XpaHEHUWE B apXUB OpPraHa MECTHOTO
CaMOYNpaBJ€HUsl BKIIOYAaeT pabdoTy JODKHOCTHBIX JIMI, OTBETCTBEHHBIX B CTPYKTYPHBIX
MOAPA3JEICHUAX 3a BEJIEHUE [EJIONPOU3BOJCTBA, [0 IPOBEACHUIO AKCHEPTU3bl IIEHHOCTH
JOKYMEHTOB, (POPMUPOBAHUIO U O(POPMIIEHUIO JIEJ, COCTABJICHUIO OMUCEH JEN U aKTOB O BBIIECICHUH K
YHUUTOKEHHIO JIOKYMEHTOB U JEJl.

5.5. DkcnepTH3a HEHHOCTH 10KYMEHTOB

5.5.1.0kcnepTu3a LIEHHOCTH JOKYMEHTOB B OpPraH€ MECTHOTO CaMOYIpaBJIEHHUS Ha CTaJAuU
JIeJIONPOU3BO/ICTBA TPOBOJUTCS: MPHU COCTABICHUM HOMEHKIJIATYPHI JI€J; B Ipouecce (GOpMUPOBAHUS
Jie]l ¥ TPOBEpKE MPAaBUILHOCTU OTHECEHUS JOKYMEHTOB K JieJlaM; IIPU MOATOTOBKE el K Iepe/iaue B
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apxuB (eepalbHOrO OpraHa UCIOJIHUTEIbHON BIACTH.

5.5.2.J1n opraHu3anuy U NpOBEICHUs SKCIIEPTU3bl HEHHOCTH TOKYMEHTOB B OpPraHe MECTHOTO
CaMOYIMpAaBJIEHUSI CO3/1a€TCsl MMOCTOSIHHO JEMCTBYIOLIAsi ASKCIEPTHAsi KOMUCCHS (J1ajee MMEHyeTcs -
9K).

5.5.3.®Oynkuun u paBa K, a Takke opranu3aiys uxX padOThl OMPENEISIOTCS MOJI0KEHUSIMH,
KOTOpbIE YTBEPKJAIOTCA PYKOBOIHUTENEM OpraHa MecTHoro camoynpasiieHus. [lonoxenue o 9K no
€ro YTBEP:KJIEHUS MOJICKUT COTIaCOBAaHUIO ¢ ['0Cy1apCTBEHHBIM apXHBOM.

5.5.4.0kcnepTu3a LEHHOCTH JOKYMEHTOB IIOCTOSIHHOTO M BPEMEHHOTO  XpaHEHHs
OCYILIECTBIISIETCSI €XKEroJHO B CTPYKTYPHBIX IOJpa3JesIeHUsIX OpraHa MECTHOTO CaMOYIpPAaBIICHUS
HEMOCPEJCTBEHHO JIMIIAMH, OTBETCTBEHHBIMU 3a BEJCHHE JIEJIONpPOn3BoJIcTBa coBMecTHO ¢ DK mox
HEMOCPECTBEHHBIM METOJUYECKUM PYKOBOJICTBOM apXUBa.

5.5.5.IIpu mnpoBeleHUU DSKCHEPTU3bI LIEHHOCTH JOKYMEHTOB OCYLIECTBIISIETCS OTOOp Jien
MIOCTOSIHHOTO U BpeMeHHoro (cBwimie 10 jer) XpaHeHus Ais mepefadyd B apXuB; OTOOp JAen ¢
BPEMEHHBIMH CPOKaMU XpaHeHHUss u ¢ mnomeTkod "Jlo MuHOBaHUS HaAOOHOCTH'", TMOJICKAIINX
NallbHENIIEMY XpPaHEHUIO B CTPYKTYPHBIX MOJpA3/EICHUSIX; BbIJEICHUE K YHUYTOXEHHUIO el 3a
MPEbIAYIINE TOJIbl, CPOKH XPaHEHUSI KOTOPBIX UCTEKIIN.

5.5.6.0160p MOKYMEHTOB JUIsl TIOCTOSIHHOTO XpaHEHUs MPOBOAMTCS HA OCHOBAHWMU TEPEYHEH
JOKYMEHTOB C YKa3aHUEM CPOKOB X XpPaHEHHS U HOMEHKJIATyphl JIe] IyTeM MOJUCTHOTO MPOCMOTpa
nen. B genax MOCTOSIHHOTO XpaHEHMs IMOJUIEkKAT U3BITHIO YOJETHbIE 3K3EMIUISPHI JOKYMEHTOB,
YEepHOBUKH, HEO(POPMIIEHHBIE KONUHM JOKYMEHTOB M HE OTHOCSILIMECS K BOINPOCY TOKYMEHTHI C
BpEMEHHBIMU cpoKamMu XpaHeHHs. OKOHYATeIbHOE PELIEHUE MO Pe3yibTaTaM SKCIEePTU3bl LIEHHOCTH
nokymeHnToB npunumaet LIOK denepanbHOro oprana UCIOIHUTEILHOW BIACTH.

5.5.7.1lo pe3ynpTaram 3KCHEPTU3bl LIEHHOCTH JOKYMEHTOB COCTaBJISIIOTCS OINUCH 1T
MIOCTOSIHHOTO, BpeMeHHOro (cBbimie 10 JieT) XpaHeHUs U N0 JIMYHOMY COCTaBy, a TaKXKe aKThl O
BBIJICJICHUH JI€T K YHUUTOXKEHUIO.

5.5.8.0nuck aena - apXuUBHBIM CIPAaBOYHHK, COJEPXKAIIMM CHUCTEMaTU3UPOBAHHBIN MEepedYeHb
€IMHHULl XpaHEHHUs] apXHWBHOIO (OHMA, KOJUIEKIUH U MpeIHa3HAYEHHBIH JJI UX y4eTa M PacKpbITUS
coaepxanusa. OTAenbHas ONMUCH MPEACTABISIET COOOM TMepedyeHb e C CaMOCTOSTEILHOW BaJIOBOM
(mOpsAAKOBOM) 3aKOHYEHHON HyMepalue.

5.5.9.0nucu cocTaBisOTCA OTAEIBHO HA JieNla MOCTOSIHHOTO XpaHEHUs; Jejla BPEMEHHOTO
(cBpiie 10 neT) XpaHeHus; Jena Mo JIMYHOMY COCTaBy; Ha Jena BpeMeHHoro (1o 10 yet) xpaHeHus
OTIHMCH HE COCTaBJISIOTCS.

5.5.10.I1pu cocraBieHun OMHCH I COOMIOMAIOTCS CIEAYIOIUE TPeOOBAaHMS: KaXJI0€ JIEJI0
BHOCHUTCS B OIIUCH I10]1 CAMOCTOSATEIbHBIM MOPSIIKOBBIM HOMEPOM (€CIIU JIEJI0 COCTOUT U3 HECKOJIBKUX
TOMOB (4acTeil), TO KaXIbli TOM (4YacTh), B TOM 4HCJIE CPOPMUPOBAHHOE B OTACIBHBIH TOM
MIPUJIOKEHUE K JIeNly, BHOCUTCS B OIKCH 0] CAMOCTOSITEIbHBIM HOMEPOM; HOPSAJ0K HyMEpaluu /1€ B
OTHCH - BAJIOBBIN; rpadbl OMUCH 3aIOJIHAIOTCA B TOUHOM COOTBETCTBHU C TEMHU CBEJICHUSIMHU, KOTOPbIE
BBIHECEHBI Ha OOJIOXKKY Jeja; NP BHECEHHWU B OMMCh MOJPSI JIel C OJMHAKOBBIMU 3arojoBKaMu
MUIIETCS] MOJHOCTHIO 3aroJIOBOK MEPBOTO Jieia, a BCE OCTalbHbIE OJHOPOJHBIE Jiejia 0003HAYAIOTCS
cioBamMu "To Ke'", IPU 3TOM JIPyrue CBEACHHS O JeJaX BHOCITCS B OMHUCH TMOJHOCTHIO (Ha KaXKIOM
HOBOM JIMCTE€ OIMCHU 3arojOBOK BOCIPOM3BOJUTCS IOJHOCTBIO); rpada omucu "mpumedanue"
UCIOJIb3YETCsl JUIsl OTMETOK O IpUeMe Jiell, OCOOCHHOCTAX MX (PU3UYECKOTO COCTOSHUS, O Iepeaayde
JeJT IPYTUM CTPYKTYPHBIM TIOJAPA3JICTCHUSAM CO CCHUIKOM HAa HEOOXOJUMBIA aKT, O HAIMYWU KOTIUNA U
T.IL

5.5.11.B KoHIIE OTIMCH BCIIE 3a MOCIIECIHEH OIMMCATEIbHOM CTaThEl JIeIaeTCsl NTOroBas 3allich,
B KOTOpOM yka3biBaeTcs (LU(ppaMu U MPOIUCHI0) KOJIUYECTBO /1€, YUCIALIMXCS O ONUCH, MEPBBIM U
MOCJIETHUI HOMEpa JeJl 10 OINKUCH, a TaKKEe OTOBapHUBAIOTCSI OCOOEHHOCTH HyMepaluu JeJl B OIUCH
(JIuTepHBIE HOMEpPA U MPOIYLIEHHbIE HOMEPA).

5.5.12.0nucu nen coctaBisieTcs B 3-X JK3EMIUISpaX, OJMH M3 KOTOPBIX  OCTaercs y
cOOCTBEHHUKA JOKYMEHTa, OCTAJbHBbIE NEPENAIOTCS B apXWMBHBIM OTHEN BMecTe ¢ jAenamu. Omnucek
MOANKCHIBACT YIPABISAIOIIUN JeJIaMU, YTBEPKAAET IJlaBa AJIMUHUCTPALUU.

5.5.13.0160p TOKYMEHTOB 32 COOTBETCTBYIOIIHM MEPUO]T K YHUITOKECHHUIO U COCTABIICHUE aKTa
O BBIJCJIIEHUH HX K YHUYTOXKEHHUIO IPOU3BOJIUTCS TIOCIE COCTaBJIEHHSI CBOJHBIX ONHCEH Jel
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IIOCTOSIHHOTO XpaHEHHUs 3a 3TOT ke nepuoa. OTdop /1en K YHUUTOKEHUIO OQOPMIISIET YIIPaBIISIFOIIMIMA
nenaMy.  YHUYTOXKEHUE JIOKYMEHTOB C  HCTEKUIMMHU CpPOKaMH  XpaHEHUs OQOpMIISIOTCA
COOTBETCTBYIOIIUM  aKTOM C [PWIOKEHUEM OINHUCH YHUUYTOXXEHHBIX Jiel  (JOKYMEHTOB).
VYka3aHHbIE ONIUCHU U aKThl paccMaTpuBaroTcs Ha 3aceqanuu DK oaHoBpemenHo. CornacoBannbeie DK
aKThl YTBEPKJIAIOTCSI PYKOBOJIUTENIEM OpraHa MECTHOI'O CAMOYIIPAaBJICHUS TOJIBKO MOCIE YTBEPKICHUS
AKCHEPTHO-IIPOBEPOYHOM KOMHUCCHEH  COOTBETCTBYIOLIEIO apXMBHOTO OT/Jela  OMUCe Jen
MIOCTOSIHHOTO XpaHEHMsI; IIOC/Ie 3TOT0 OpraHu3alys UMEET MPaBO YHUUYTOXKUTH J€J1a, BKIIIOUEHHBIE B
JTAHHBIE aKThl B COOTBETCTBUU C YCTAHOBJIEHHBIM MOPSAKOM.

5.5.14.AKT O BBIJEJIEHUU JOKYMEHTOB K YHHUTOKEHUIO COCTAaBJISETCS, KaK MPaBUJIO, HA JIeNa
BCEr0 OpraHa MECTHOro camoympabiieHusi. Eciau B akre ykas3aHbl J€ja HECKOJbKUX CTPYKTYPHBIX
MO/Apa3JIeNIEHU, TO Ha3BaHUE KAXKIOI0 CTPYKTYPHOTO IMOJApa3JesieHUsl yKa3blBae€TCs Meper rpynmnoi
3aroJIOBKOB JI€J1 3TOT0 MOIpa3iesIeHusl.

5.6. IloaroroBka M nepegaya J0KYyMEHTOB B apXUB

5.6.1.B apxuBHBIN OTIEN MEpearoTcs JAejia ¢ UCTOJHEHHBIMUA JOKYMEHTAMH MOCTOSIHHOTO
BpeMeHHoro (cBbiiie 10 yeT) XpaHeHus U Mo JUYHOMY cocTaBy. VX mepeaaya mpou3BOIUTCS TOJIBKO
10 OIHUCSAM JETI.

5.6.2.Jlena ¢ HMCIOJIHEHHBIMU JOKYMEHTaMHU IOCTOSIHHOIO M BpeMeHHoro (cBbimie 10 er)
XpaHEHUs] B TEUEHUU CPOKa, COTJIACOBAHHOI'O C apXMBHBIM OTJEJIOM, XpaHATCS Ha MecTax 5 JeT, a
IIOTOM CJAIOTCSI B apXUBHBIA OT/AEN aJIMUHUCTpauuu paiioHa . Caaya opopMIiIsieTcsl akToM IpHeMa —
nepesiauy JIeJl Ha TOCXpaHEHUE U MepeAaloTCs B apXUBHBIX KOPOOKaxX , yCTaHOBICHHON (POPMBI.

5.6.3.lena BpemeHHoro (10 10 et BKIIOYUTENBHO) XpaHEHUS Iiepejaue B apXuB, KaK IPaBUIIO,
He nojnexar. OHU XpaHSTCS B CTPYKTYPHBIX MOJpa3AeieHUsIX U MO HCTEUEHUU CPOKOB XPaHEHHS
MO/JIeKAaT YHUYTOKEHUIO B YCTAHOBJICHHOM MOPSIKE.

5.6.4.Ilepenaua nenm B apXuB OCYILECTBISETCS IO TrpaduKy, COCTABIEHHOMY AapXHUBHBIM
OTJIEJIOM.

5.6.5.Ilpuem KaxxJ0ro jena MPOU3BOAUTCS 3aBEAYIOIIMM APXHWBHOTO OTAENA B IPUCYTCTBUU
paboTHUKA CTPYKTYypHOTO nojapasaenenus. [Ipu 3Tom, Ha 000UX IK3EMILIIPAX OMUCH MPOTUB KaXkI0TO
7ienia, BKJIIOYEHHOI'O B HEe, JIeNaeTcss OTMETKA O HAJIMYMM Jiesa. B KOHIle KaX10ro 3K3eMIUIspa ONUCH
YKa3bIBalOTCA LU(paMu ¥ MPOMUCHIO0 KOJIMYECTBO (PaKTUUECKU NMPUHATHIX e, JaTa prueMa-repeiauu
Jiell, a TaKKe MOANKCH 3aBEIyIOIEro apXUBHOIO OT/IEJIa U JIULIA, IEPEeJaBIIero Jena..

5.6.6.B ciydae nuMKBUIALMM WIM PEOPraHU3alMU CTPYKTYpHOTO MOJpa3/eieHUs] opraHa
MECTHOTO CaMOYIpaBJICHUs, JIMIO, OTBETCTBEHHOE 3a BEJCHHE JIEJIONPOU3BOJACTBA JIAHHOTO
CTPYKTYpPHOTO MOJpAa3/AeieHUs], B MEPUOJ MPOBEACHUS JIMKBUIALIMOHHBIX MEPONPUITUNA (HopMUpYET
BCE UMEIOIKECS JOKYMEHTHI B iefla, OPOpMIISIET Aejia U EPEJaeT UX B apXUB, HE3aBUCUMO OT CPOKOB
xpaHenus. Ilepenaua gen ocyiiecTBaseTcs IO OIUCSM /1€ U HOMEHKJIAType Jell.

VI. Ilopsigok BCTYIICHUS] B CHJIY IIPABOBBIX AKTOB U UX 0(pHIHAJBLHOI0 ONY0JTMKOBAHUSA

1.IlpaBoBble aKThl BCTYHNAIOT B CHJIY Ioclie HUX OQUUUAIBHOIO ONMyOIMKOBaHUS
(oOHapomoBanus) MO0 M3AaHUs (MMOAMUCAHUA), €CITU MHOM CPOK HE OrOBOPEH B CAMOM IPAaBOBOM
aKTe.

[IpaBoBBIE aKThI, 3aTparvBaroIue MpaBa, cBOOOABI U 00s13aHHOCTH YenoBeka u ['paxgaHuHa,
BCTYIAIOT B CHJTy [TOCJIE€ UX O(UIIMATBHOIO OIyOIMKOBaHuUs (0OHAPOAOBAHNUS).

2.B ciydae HEBO3MOXHOCTH UX oO(duIHaIbHOro omnyOiuKoBaHus (0OHaponoBaHUs) B
OpUIMAIIBHOM [I€YaTHOM CpPEJICTBE MaccoBOM HH(OpMAIMM MYHHUIMIIAJIbHBIE IPABOBBIE AaKThI
MOJYIeKaT OPUIIMATEHOMY ONyOIMKOBaHMIO (0OOHAPOIOBAHMIO) B 3JaHUU AJIMHUHUCTpPAIIMHA B TEUEHUE
7 mHEW mociie IHSA UX MO CaHus].

3.B cootBerctBuM ¢ DenepaibHbIM 3aKOHOAATEIBCTBOM HE MOJUIEkKAT O(QUIHAIBHOMY
OMyOJMKOBAHHIO HOPMAaTHBHbIE IPABOBBIE aKThl B YaCTH, COJAEpKallell CBEICHUS, PACIpOCTpaHEHUE
KOTOPBIX OTPaHUYEHO.

VII. KoHTpO/Ib HCIIOJTHEHHUS TOKYMEHTAa

1.KoHTpOSP HCHOJTHEHHUS JOKYMEHTOB BKJIIOYAET IIOCTAHOBKY JIOKYMEHTa Ha KOHTpOJIb,
perylupoBaHUE XOJa HUCIOJHEHHS, CHITHE HCIOJIHEHHOTO JIOKyMEHTa C KOHTpPOJIs, HalpaBlIEHUE
HCIIOJIHEHHOTO JIOKYMEHTa B JIeJ0, y4eT, 0OOOILIeHHEe W aHaJu3 XO0Ja U pPe3ylbTaTOB HCIOJHEHHS
JOKYMEHTOB, UHPOPMUPOBAHUE PYKOBOJUTEIEH O COCTOSIHUU UCIIOJIHEHUS JOKYMEHTOB.
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[Ipy nmocTaHOBKE TOKYMEHTA HA KOHTPOJIb B IPABOM BEPXHEM I10JI€ IOKYMEHTA CTABUTCSI OTMETKA
0 KOHTpOJIE, KOTOPYI0 0003HauatoT OykBoi "K" mnm coBoM (mrammnom) "KoHTpons".

2.KOHTpONIBP W IPOBEPKY HCIOJHEHHs ITOCTAHOBICHHUW, PACIIOPSKEHUM, MOPYYEHUHN TIJIaBbl
aAMUHUCTPALMM OCYIIECTBIISET YIPABIIOIMM JAejlaMHi. Bompoc O IOCTaHOBKE JOKyMEHTa Ha
KOHTpPOJIb (€ciii OH HE OIpejesieH B JOKYMEHTE) pemaercss TIiaBod AamunHuctpanuu. KoHTpoo
MoJJIeKaT JOKYMEHTBI U OpyUYeHUsl, TpeOyIoUIue T0KIaaa 00 UX UCIIOIHEHUH.

3.0praHu3anuio KOHTpOJISI 32 HUCIOJHEHHEM IOCTAHOBIIEHUHM, pPACHOpPSKEHUM, MOpY4YeHH
IJIaBbl aJIMUHUCTPALIMK OCYIIECTBIISET YIPaBIISIIOLINI 1eJ1aMH, KOTOPBI 00eCIieunBaeT :

- Y4€T IOCTAHOBJICHH, pACIIOPSKEHUM, TOPYYEHUH TJIaBbl aIMUHUCTPALUH;

- cObop u 00paboTKy moCTymnarome HHPOPMAIHH O XOJI€ UX BBIOJTHEHUS ;

- TpPEJCTaBJICHUE HCIOIHUTEISIM CIPABOK O BBIMOJIHEHHMM M CHATHM € KOHTPOJS WM
IIPOJJIEHUHA CPOKOB HCIOJIHEHMS MOPYYEHUH, COACPKALIMXCS B IOCTAHOBJICHUSAX, PACHOPSIKEHUSIX
IJ1aBbl aJIMUHUCTPALIMHY, @ TAKKE OPYYEHUHN K JPYTUM JOKYMEHTaM ;

- MOATOTOBKY COOTBETCTBYIOIIEH HMH(MOpPMALMU O COCTOSHUU HCIOJHEHHS MOCTaHOBJIECHUH,
pacnopsKeHU, MOPYyYEHUH IIaBbl aIMIHHUCTPALIHN.

4.IlocTaHOBIIEHUS, PACIIOPSDKEHUS, IOPYYEHMs] TJIaBbl aJMMHUCTPALIMU HCIOJIHAIOTCS B
yKa3zaHHble cpokH. CpOK MCIOJIHEHUS, €CIIM OH HE OINpesesieH B JOKYMEHTE, YCTaHABIMBAETCS B OJIUH
Mecsll MM TI0 COIJaCOBaHMUIO C TJaBod aaMmuHHcTpanuu. CpoKd UCIOIHEHHsS NOpYy4YEHH,
COJIEp)KALIUXCAd B IIOCTAHOBJIEHUSX WU PACHOPSHKEHUSX IJIaBbl AJMUHHUCTpAIMM HCUYHUCIAIOTCS B
KaJICHJApHBIX JHSX CO JIHS BCTYIUICHUS UX B cuiy . [lopyueHus riaBbl aAMUHUCTpALUU , COJIEpIKaIlNe
B TekcTe ykazaHus «CpOYHO» HUCHOJHSIOTCA B 3-JHEBHBIM CpPOK, a TpeOyrollue TOMOIHUTEILHOTO
M3y4Y€HUsl IIOCTABIECHHBIX BOIpPOCOB - B TeueHuU 10 nued. B 10-mHEBHBINM CPOK  MCHOJIHSAIOTCS
MIOPYUYEHUS , COJEpIKAIIKE B TeKCTe ykazaHue «OnepaTuBHOY.

5.0 xone u pe3ysbTaTax BBIIIOJHEHUS MOPYYEHUMH, B3STHIX HAa KOHTPOJb, MPEACTaBISAETCS
ciy>keOHasi 3aIucKa 3a MOAMKUCHI0 JOJKHOCTHOTO JIMIA, KOTOPOMY OBLJIO JaHO MOpY4YEHHE, a B €ro
OTCYTCTBHE - JIMIIA UCIIOJIHSIOLIETO €ro 00S3aHHOCTH, WM e J0KJIaIbIBAETCS JINLIOM YCTHO.

6.CnyxeOHbIe 3amMCKU (IOKJIAabl) O XOJ€ M Pe3yJbTaTaX HCIOJHEHUS TOCTAHOBJICHHM,
pacnopspKeHUM, IMOPYYEHMH TIJIaBbl aJIMHUHHMCTPALMHA IIEPEAAOTCS YIPABIAOIIEMY JeIaMU Ui
JOKJIa/1a T1aBe aAMUHUCTPALUH.

7.PemieHne O CHATMM C KOHTPOJS M IPOJJIECHUH CPOKOB HCIIOJIHEHUS ITOCTAaHOBIJICHWH,
pacrnopsKeHUH, MOpyYeHUIl raBbl aIMUHUCTPALMK IPUHUMAET IJ1aBa aJMUHUCTPALIUH.

8.JJOKyMEHTBI C MOPYYEHUSIMHU CHHUMAIOTCS C KOHTPOJIA U CIHUCHIBAIOTCA «B neno» aunom
JaBMM TnopydeHue. llopydeHne cumMTaeTcsl WCIOJIHEHHBIM, €CJIM IIPEICTABIICHHAs 3alucKa O
BBINIOJIHEHUH TPEAYCMOTPEHHBIX B HEM 3aJaHMi NPUHATA U 10 HEMY HE JaHbl JIOTIOJHUTENIbHbIC
nopyueHusi. Eciu 00 UCIONHEHUHU 0JI0KEHO YCTHO, JIMIIO, JOJIOKUBILIEE 00 UCIIOIHEHUN JOKYMEHTA
YKa3bIBaeT, KOrJa M KOMY JOJIOKEHO, HAlpaBJIsieT JOKYMEHT «B nemo», CTaBUT MOAIUCH U JaTy.
HcnonHeHHble 1 0OPMIIEHHBIE IOKYMEHTHI MIEPEAAIOTCs YIPABISAIOLEMY JIEIaMU .

9.Ha 3acepanusix, coBeUIaHUSIX U APYTUX MEPONPUATHUSAX TJIaBON aJIMUHUCTPALUN MOTYT OBITH
JaHbl JOJKHOCTHBIM JIMLAM YCTHBIE MOpY4YEHHS. DTU NOpydeHUs: (PUKCUPYIOTCS B IMPOTOKOJIE U
ITOJUIEKAT KOHTPOJIIO.

10.YrpaBnsomuii  AelaMy NEPUOJWYECKH IPEACTABIISIET HAa HMs TUIABbl aJMUHUCTPALIUU
nH(OPMALIHIO O XOJ€ U Pe3yIbTaTaxX UCIOJHEHHS] KOHTPOJIUPYEMBIX IOKYMEHTOB.

11.CHATBIE C KOHTpOJISI JOKYMEHTHI (DOPMHUPYIOTCSI B OTAEIbHBIE JI€la B COOTBETCTBUHU C
HOMEHKJIATYpO U HaXOJATCS Ha XPAHEHUHU JI0 NIepe/laul B apXUB.

YIII. Opranu3anusi padoThbl ¢ 00pAICHUSIMH TPAKIAH

1. Tlopsimox opraHu3alMyd M pPACCMOTPEHHUS OOpAllEeHUH TIpaxJaaH B OpPraHbl MECTHOTO
CaMOYINpAaBJIEHUSI CEJIbCKOTO TMOCENeHUSI ACKapOBCKUN CEIbCOBET MYHUILMIIAJIBHOIO paiioHa
byp3sinckuii paiion Pecnybnuku bamkoprocran peryaupyercss B COOTBETCTBUU ¢ DenepalibHbIM
3akoHOM OT 02.05.2006 No 59-®3 «O mopsnke paccMOTpeHHs oOpamieHuid rpaxaaH Poccuiickoin
Oenepaunn», 3akoHoM Pecnybnmuku bamkoprocran «O0 oOpamenusix rpaxnaan B PecnyOnmke
bamkopToctan» ot 12.12.2006 Ne 391-3, ¢ Ilopsinok paccMoTpeHusi oOpalleHuil rpak/iaH B OpraHsbl
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MECTHOTO CaMOYIIPABJIEHUS CEIbCKOTO MOCEIIEHU ACKAPOBCKHAN CEIIbCOBET MYHHUIIUIIAIBHOTO PaliOHa
Byp3sHckuii paiion Pecriy6nuku bamkoprocran, ¢ [lopsakom

OCYLIECTBJICHHSI aHAJIU3a PACCMOTPEHNUsS OOPALICHUI TI'pa)kAaH B OPraHbl MECTHOI'O CaMOYIPaBJICHUS
CEJIBCKOTO  TIOCETICHUS

IX. KagpoBbie Bonpocsbl

1.Ha3HaueHue Ha TOJDKHOCTh U OCBOOOXKIEHUE OT JOHKHOCTH PaOOTHUKOB AJIMUHHUCTPALUU
OCYUIECTBJISETCS B MOPSAKE U HA OCHOBaHUM, IIPETYCMOTPEHHBIX TpynoBbIM KojekcoM Poccuiickoin
Oenepaunn, DenepanbHbIM 3akoHOM «OO0 OCHOBax MYHHMIMMNAIbHON cioyxkObl B Poccuiickoit
Oenepaunn», 3akoHOM PecnyOnuku bamkoproctan «O myHununanbHoOM ciayx0e B PecryOmuke
bamkoprocran».

2.1lpu mocTymiieHHH Ha paboTy B AJAMHHHCTpALUIO PaOOTHHUK IPEACTaBIsSET CIENyIolIne
JNOKYMEHTHI:

- IOKyMEHT, yJIOCTOBEPSIOLIUI JINYHOCTB;

- TPYJAOBYIO KHUXKKY;

- BOGHHBIH Omier (A1 BOCHHOOOS3aHHbIX);

- TOKYMEHTBI, MOJATBEP KAAI0LINE COOTBETCTBHE JIMIIA KBAJIM(UKAIIMOHHBIM TPeOOBaHUSAM IO
YPOBHIO MPOGECCHOHAITBHOTO 00pa30BaHNUS;

- CIpaBKY W3 OPraHOB TOCYJapCTBEHHON HAJOTOBOM CIYXKOBI O MPEJOCTABICHUU CBEICHUN O
MOJIyYEHHBIX UM J10X0JaX U 00 UMYIIECTBE, IPUHAIESKAILEM €My Ha IIpaBe COOCTBEHHOCTH;

- MEIMLIUHCKOE 3aKII0YEHHE O COCTOSIHUU 3/10POBbS;

- Jpyrue JIOKYMEHThI, MPEIyCMOTPEHHbIE AECUCTBYIOUIMM 3aKOHOJATeNbCTBOM Poccuiickoii
denepanuu.

[Ipu npueme Ha pa®oTy pabOTHUK NOJAET MUCHBMEHHOE 3asBJICHHE, 3aIOJHSAET aHKETy C
dboTorpadueii 4 x 6 u aBToOHOrpaduio; MPU YBOJHHEHHH — 00XOHOM JTUCT MO PopMe, yCTaHOBICHHOM
AJIMUHUCTpALIUEN.

3.Ha3nauenue pabOTHHMKA Ha JOKHOCTh M OCBOOOXAEHHUE €ro OT JOJKHOCTH O(OPMIISIOTCS
pacrnopsKeHUsIMU [ J1aBbI CEJIbCKOTr0 MOCEIEHUSI.

4.B pacnopspkeHur ['71aBbl CelnbCKOro IMOCENEHUs O Ha3HAUeHMHM paOOTHUKA Ha JIOJKHOCTD
JIOJIKHBI OBITh YKa3aHBbI:

- HAUMEHOBAHUE JIOJDKHOCTHU B COOTBETCTBUHU CO IITATHBIM PacCIUCaHUEM;

- JlaTa Ha3HAYCHUS,

- YCIIOBUS OIUIAThI TPYAQ;

- Ipyrue YCJIOBUs, ONpeesieMble IeHCTBYIOIIUM 3aKOHO1aTEIbCTBOM.

B pacnopsixenun ['naBbl cenbekoro noceseHus o0 0cBoOO0X/1€HUU pabOTHUKA OT JOKHOCTH
YKa3bIBaIOTCA JlaTa OCBOOOKIEHUSI U OCHOBAHUS IPEKpalIeHUs] TPYIOBOTO JOrOBOpa CO CChUIKOM Ha
cratbio TpynoBoro konaekca Poccuiickoit denepanum.

[Ipn ocBoOOXIEeHNN PabOTHHKA OT JOJHDKHOCTH €ro JMYHOE JIEJIO CAeTCsl Ha IOCTOSHHOE
XpaHEHHUE B apXUB.

5.Benenue TpymoOBBIX KHMXKEK OCYHIECTBIIAETCS B cooTBeTcTBUM ¢ IIpaBunmamu BeneHus u
XpaHEHHUs TPYAOBBIX KHWKEK, yrBepxkAeHHbIMU [IpaBuTenscTBoM Pocculickont @enepanmu.

6.0uepeTHOCTh  MPEJOCTABIEHUSI  €XKETrOJHBIX OIUIAUMBAEMBIX OTIYCKOB paOOTHHKAM
AJMUHHUCTpalUU ONPENENAeTC B COOTBETCTBUU C I'paUKOM OTIYCKOB, yTBEp:KAECHHBIM I naBoii
CEJIbCKOTO MOCEJICHUs HE M03/IHEee, YEM 3a JBE HEJEJIN O HACTYIUICHUsI KaJIEHJapHOTO To/a.

7.1lpenocTaBieHue €KeroJHOro OIIaYyuBaeMOro OTIYCKa U JOTIOJHUTEIBLHOTO OIIaYuBaEMOTO
OTITyCKa, MX MPOJOJDKUTEIBHOCTh peryiupyrorcs TpynoBsiM koaekcoM Poccuiickon denepaumu,
(benepanbHBIM 3aKOHOAATEILCTBOM U 3aKOHOAaTeNbCTBOM PecnyOnuku bamkoprocTas.

9.0cHOBaHuEM AJI1 KOMaHIUPOBKU pabOTHUKA AJMHUHHUCTpALUMU SBJIsSETCS TeaedoHOrpaMma
WM MIUCbMEHHBIN BBI30B.

KomangupoBanue paboTHHMKA AJMMHHMCTpAlMM 3a MpeAeibl pailloHa OCYLIECTBISIOTCS B
COOTBETCTBUU C pacnopsikeHHeM [ J1aBbl CeTbCKOro MOCENeHUsI.

Ha nmepuoa KOMaHIUpPOBKH ONPEIENSIOTCS KOHKPETHBIE BOIPOCHL, KOTOPBIE IPEAOJIaraeTcs
pa3peluTh.
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X. Pacniopsinok padéoTsl AIMUHHCTPALH
1.PaGoTHrKaM  AJMUHUCTpallMM  YCTaHABJIMBAETCAd  NATHAHEBHas  paGodas  Hedens
MPOIOJDKUTENBHOCTHIO 40 4acoB ¢ JBYMs BBIXOJHBIMU IHAMH (CyO0oTa M BockpeceHbe). [Ipu 3Tom
HOPMAaTUBHAs MPOJIOJDKUTEILHOCTh pabOyero JHs COCTaBIsSET 8 4acoB B JCHb, IEPEPHIB AJIsl OT/AbIXA U
MUTaHUS B pabouee BpeMs He BKJIIOUAETCSl.
2.PexxuM paboThl B AAMUHHUCTPAIMKM YCTAHABIMBAETCS B CIEAYIOIIUX Mpeeiax:
Hayano pabotel — 9 yacoB 00 MUHYT;
OKOHUYaHue padboTel — 18 yacoB 00 MUHYT;
HaKaHyHE Mpa3JHUYHbIX JHEW MMPOIOJIKUTENLHOCTh pabOThl COKpAIlaeTCsl Ha OJUH Yac;
- mepepbiB Ha 00en ¢ 13 gacoB 00 munyTt 1o 14 wacoB 00 MUHYT.
XI. Ucnosib30BaHMe eyaTed M IITAMIIOB
1.JIns ynocroBepeHUsI MOUIMHHOCTH JTOKYMEHTOB WJIM COOTBETCTBHS KOMHMI JOKYMEHTOB
MOAJIMHHUKAM HCHOJIb3YIOTCSI TepOOBbIE U Ipyrue NevaTy.
2.JIns mpocTaBieHUs OTMETOK O IOJYYEHUHU, PETHCTpallM, MPOXOXKJIEHUU U HCIOIHEHUU
JOKYMEHTOB, IPYTUX OTMETOK CIIPABOYHOT'O XapaKTepa MPUMEHSIIOTCS COOTBETCTBYIOIIME MAaCTHUHBIE
(pe3uHOBBIC) IITAMITHI.
3.AqMUHHUCTpanusi HWMeEeT IIedaTu, cojJepxkamue wuzoOpakeHue repba Poccuiickoit
Oenepanun 1 Pecniybonukm  bamikoprocTtaH, a TakKe IOJHOE HAWMEHOBAaHHWE AJIMHHUCTPAINU
(repOoBbIe 1eyaTH); Nevyarhb, COAEPHKALLYIO T0THOE HAUMEHOBaHNWE AJIMUHHUCTPAIIUHL.
4.T'epOoBble meyaTd AJMUHUCTPALMU MPOCTABISAIOTCA Ha MNOANUCH [JaBbl CEIbCKOIro
IIOCEJICHUS.
5. I'epboBble neyatu AJIMUHUCTPALMK U T1€YaTh JUI1 JOKYMEHTOB XpaHATCSA Y YIIPaBIISIIOIIETO
nenaMu AJIMUHUCTPALIMH.
6. M3roToBieHHbIE MT€YaTH M HITAMIIbl YUUTHIBAIOTCS YIPABISIOLIUM JIEJIaMU M BBLAAIOTCS MO
PacnuCcKy pyKOBOJUTENISM CTPYKTYPHBIX MOApa3aeieHnid AAMUHUCTPAIUH.
7.1leyatn M WTaMmbl AOJDKHBI XPAHUTHCS B HECTOPAEMBIX METAJUIMUECKUX IIKadax WM
cerdax.
[lpumenmue B HErogHOCTh W AaHHYJIUPOBAHHBIE II€YAaTH M IUTAMIIbl YHHUYTOXKAIOTCS B
YCTaHOBJIEHHOM TOPSAJIKE, O YEM B )KYPHAJIE Y4€Ta IPOCTABIISIOTCS COOTBETCTBYIOINE OTMETKH.

XII.BpinoiHeHHe MAIIMHONMCHBIX U MHOKMTEJIbHBIX padoT,
HCII0JIb30BAHME KOMIILIOTEPHOI TeXHUKH

9.1.MamuHonucHbIe paboThl B ATMUHUCTPALIUHU BBINOIHIETCS Ha KOMIIBIOTEPHON TEXHUKE.

9.2.Pykomnuch, clraBaeMas B IeyaTb, JOJDKHA ObITh pa300OpyMBOM, HAMMCAHHON Ha OJHOU
CTOpPOHE JIUCTA, C cOOM0IeHneM npaBuil opdorpadun u nyHkryanuu. Ocoboe BHUMaHUE HEOOXO0IUMO
YAETUTh YETKOMY HamucaHuio (aMUIMM, CIeNHaJbHBIX TEPMHUHOB, HAaUMEHOBAHMHM BEIOMCTB U
OpraHu3alyii, HWHOCTPaHHBIX CJIOB U reorpaduueckux HazBaHuil. [IpUMeEHSIOTCS TOJBKO
oOuienpuHAThIE COKpaleHus. Pykonucu, HanucanHbple KapaHaanoMm, oopMiieHHbIe HEpa30opUunBo, K
MeYaTaHUIO0 HE IPUHUMAIOTCSL.

9.3.IleyaTtanue TOKyMEHTOB ITPOU3BOIUTCS HA OJIaHKaX WM CTaHAAPTHBIX JIUCTaX OymMaru.

9.4.Bropble U mocienyrolue CTPaHULbl TOKYMEHTa JOJDKHBI ObITh IpoHyMepoBaHbl. Homep
MIPOCTABJISIETCS TIOCPEAMHE BEPXHETO TMOJIS JUCTa apabckuMu 1udpamu 6e3 cioBa «cTpaHuiay (CTp.)
Y 3HAKOB MPENUHAHMUS .

XIII. ITopsiaok BHeceHUsI U3MEHEHUI U 10omoJIHeHuid B PeriiameHT

[Ipennoxxenus MO M3MEHEHUIO U JIONOJHEHHIO Hacrosmero Periamenta o0OoOmarorcs

VYopapisoomuM aesiaMu AIMUHUCTPALMK U BHOCSTCSI Ha yTBEep K AeHUE [ J1aBe ceslbCcKOoro noceyeHusl.

VYnpapnsromuil genamu M.B.Xappacosa
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