AIMUHHUCTPAIIUA I'OPOJA IO KHO-CAXAJIMHCKA
PACHIOPA’KEHUE

ot 11.08.2020 Ne 565-p

06 ytBepxkaeHuu MHCTPYKITUU 110
JICJIOTIPOU3BOICTBY B aMUHUCTPAIIUN
ropoaa IOxno-CaxannHcka

B coorBerctBun co cr. 37 VYcraBa ropoackoro okpyra "Topox IOxkHOo-
CaxanmuHck", B 1EJISIX COBEPIICHCTBOBAHUS CHCTEMBI JIEJIONPOU3BOJICTBA B
angMuHucTpanuu ropoaa FOxxuno-CaxanuHcka:

1. VYrtBepaute MHCTPYKLMIO MO IETONPOU3BOJACTBY B aJIMHHHUCTpAIUU
ropona IOxno-CaxannHcka (IpUI0KeHHE).

2. llpu3HaTe  yTpaTUBLIMMHU  CWJIYy  CIEIYIOLIME  PACIOPSIKEHUS
angMuHKCcTpanuu ropoaa HOxxuo-CaxanuHcka:

- or 24.08.2018 Ne 515-p «OO0 yrBepxaeHun WHCTpyKuuH 1O
JEJONPOU3BOICTBY B aAMUHHKCTpauuu ropoaa KOxxno-CaxanuHckay;

- ot 10.01.2019 Ne 13-p «O BHeceHnn n3MeHEeHUN B MHCTPYKIUIO IO
JIEJIONIPOU3BOICTBY B aJMUHUCTpaALUU ropoza HOxHo-CaxanuHcka,
YTBEPKIACHHYIO pacnopskeHUueM aaMuHHUcTpanuu ropoaa lOxuo-CaxalinHcka OT
24.08.2018 Ne 515-p»;

- ot 06.05.2019 Neo 238-p «O BHeceHUU U3MEHEHUN B MHCTPYKIIHIO MO
JEJONPOU3BOACTBY B aIMUHUCTpaLUN ropozaa IOxnH0-CaxanuHcka,
YTBEPKACHHYIO pacCHopsKeHHEM aaMHHHUCTpanuu ropoga Oxxuo-CaxanuHcka OT
24.08.2018 Ne 515-p»;

- or 18.10.2019 Ne 737-p «O BHeceHun n3meHeHu B MHCTpyKUIHIO 1O
JEJNONPOU3BOACTBY B aIMUHUCTpaLUU ropozaa HOxHo-CaxanuHcka,
YTBEPKACHHYIO paclopsKeHueM aaMHHHUCTpanuu ropoga FOxxuno-CaxanuHcka OT
24.08.2018 Ne 515-p»;

- ot 15.11.2019 Ne 788-p «O BHeceHHM W3MEHEHUN B MIHCTPYKIHIO MO
JIEJIONIPOU3BOICTBY B aJIMUHUCTpaALUU ropoza HOxHo-CaxanuHcka,
YTBEPKIACHHYIO pacnopskKeHUeM aaMuHHUcTpanuu ropoaa lOxuo-CaxainHcka OT
24.08.2018 Ne 515-p»;

- ot 22.01.2020 Ne 50-p «O BHeceHuH u3MeHEeHUW B MHCTPYKIMIO IO
JEJONPOU3BOACTBY B aJMUHUCTpaLUN ropozaa IOxH0-CaxanuHcka,
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YTBEPKJICHHYIO paclOpsDKeHHEM aJAMuHUCTparuu ropoja HOxkHo-CaxanuHcka OT
24.08.2018
No 515-p».

3. Hacrosimee pacnopspkeHue pa3sMecTUTh Ha  OQUIMAIBHOM — caiTe
aagMuHucTpanuu ropoaa FOxuo-CaxanuHcka.

4. KOHTpOJAb  HWCHOOJHEHHS  PACHOPSKEHUS ~ aAMUHHCTpalMd  ropoja
BO3JIOKUThH HAa IEPBOT0 BUIIE-M3pa, PyKOBOJUTENA annapaTra aIMHUHUCTPALIMU TOPO/ia
HOxHo0-CaxanuHcka.

Ncnonusroniuii 006s13aHHOCTH MYpa ropojia A.B.KoBanpuyk



[Ipunoxenue
YTBEP/KIEHA
pacIopsHKEHUEM aAMUHHUCTpaLUU

ropoga FOxxHo-CaxanuHcka
ot 11.08.2020 Ne 565-p

HHCTPYKIUA
o AEJOITPOU3BOACTBY B AIMUHUCTPALINN
I'OPOJA IOKHO-CAXAJIMHCKA
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1. OBIIME ITOJIOKEHUSA

1.1. Hacrosamas WHCTpyKIus MO JIEIONPOU3BOACTBY B aIMHHUCTPALUU
ropoga HOxuno-Caxanuncka (manee — WHCTpyKIMS 10O J€JIOMPOU3BOICTBY)
pa3paboTaHa B IEJISIX COBEPIICHCTBOBAHUS JCJIONPOU3BOACTBA M TOBBIIICHUS
b deKTUBHOCTH PabOThl C JOKYMEHTaMH B aJMUHHUCTpalldd ropoja (mamee —
AJIMUHUCTpalMs) MyTEM perIaMeHTAllMM Ha €IWHOW MNPaBOBOM U METOJUYECKOU
OCHOBE TIPABMJI MOATOTOBKHU JOKYMEHTOB, TEXHOJIOTHUI pabOTHI C HUMU, OpTraHU3aIuU
UX TEKYILETr0 XpaHEHUs M MOATOTOBKU K Iepe/iaye B apXUBHBIN OTAEN YHpaBiIeHUS
TOoKyMeHTauuoHHoro obecneuenuss MKY «VYmpaBnenue nenamMu agMUHUCTpaLUU
ropona IOxno-Caxanuacka» (ganee - ApXuB).

1.2. IlpaBoBbIM  OCHOBaHMEM i  pa3paboTku  MHCTpykimu  mo
nenonpousBoAactBy sapisitorca ['OCT P 7.0.8-2013 «Cucrema craHgapToB IO
uHpopmanuu, OMOIMOTEYHOMY M U3JAaTelIbcKoMy jeiny. Jlemonpous3BOACTBO U
apxXuBHOE €10, TepMuHbI U onpeaencHus», HamumonaneHsiil crangapt Poccuiickoi
®eneparun 'OCT P 7.0.97-2016 «Cucrema cTaHmapToB 110 HWH(pOpPMAIIUH,
OubIMoTeyHOMY | H3AaTeIbCKOMY Jeny. OpraHu3anyuoHHO-pACTIOPSIUTEIbHAS
nokymeHTanus. TpeboBanus k odhopmienuio gokymentoBy, [OCT P MCO 15489-1
«CucreMa craHgaptoB mo uHdoOpmaiuu, OMOIMOTEYHOMY U HU3JATEIbCKOMY JIEIy.
VYmpasnenue nokymentamu. OOmue tpeOoBanus», [IpaBuna menompousBoACTBa B
rOCy/IapCTBEHHBIX OpraHax, OpraHaXx MECTHOTO CaMOYIPaBJICHUS, YTBEPKIICHHbBIC
denepalbHbIM apXUBHBIM areHTCTBOM OT 22.05.2019 No 71, 3akoHOnaTenbHbIE W
WHBICE HOpPMAaTHBHbIE TIpaBoBble akThl Poccuiickoi Penepaunn, CaxaanHCKOU
o0nacTy, OpraHoB MECTHOTO CaMOyIpaBiieHus ropojckoro okpyra «lopox HOxHo-
Caxanmuack» B cepe uHbopmainuu, JOKyMEHTAIlUM W apXMBHOIO Jieja, a TakKke
YTBEPK/ICHHbBIC denepanbHbIM apXUBHBIM areHTcTBOM  Mertoaudeckue
pPEKOMEHIalMK TI0 pa3paboTKe MHCTPYKIUH MO JIEJONPOU3BOJACTBY B (enepaabHbIX
OpraHax MUCIOJHUTEIbHON BIIACTH.

1.3. JlenompousBoactBO B AJIMUHHCTpauuu ocyuiectsisercsi B (Cucreme
AIIEKTPOHHOTO JOKYMEHTOO0OpOTa, 3a HWCKIIOUYEHHWEM JOKYMEHTOB, yKa3aHHBIX B
noapaznene 3.1 u mynkre 3.2.3 moxpazaena 3.2. Hacrosmed WHCTpyKiuu 10
JEJIOTIPOU3BOCTBY.

[IpaBuna pabotel B CucTteMe 3J€KTPOHHOIO JOKYMEHTOOOOpOTa M IMOPSIOK
JBH>KEHUSI JOKYMEHTOB PAaCIOIOKEHbl HAa BHYTPEHHEM MopTaje AJIMUHUCTPALUU
(pa3nmen «ITopran ITOJIb30BATEIIbCKON JIOKYMEHTAIUW» BKJIaJKa
«J1enonpoun3BoICTBOY).

Cucrema 3JIEKTPOHHOTO JOKYMEHTOOOOpOoTa (CUCTEMa aBTOMAaTHU3UPOBAHHOMN
00pabOTKH JOKYMEHTOB), IPUMEHsIeMasi B AJMUHUCTpAIUU, JTOJDKHA 00€CrednBaTh
BBITIOJIHEHUE TpeOoBaHUM MHCTPYKIIMY 1O 1€TOTPOU3BOJICTRY.

1.4. PabGora ¢ JOKYMEHTAMH  OTPAaHUYEHHOIO  PaclpOCTPaHEHUs
ocymiecTBisiercss B cooTBerctBuM ¢ [lopsimkom oOpamieHust co  ciy:keOHOM
uHpopmaImen OrpaHMYeHHOTO PAacPOCTpaHEHUs B aAMUHUCTpaiuu ropoaa KOxxHo-
CaxanuHcKa, yTBEpPKIAEMbIM [MOCTAHOBIEHUEM AJMUHHUCTPAIUU.
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Opranuszanus M BEACHUE CEKPETHOIO JEJONPOU3BOACTBA BO3JIOKEHBI Ha
JlerapTaMeHT MOOWJIM3AIMOHHON IMOJATOTOBKM W 3allUThl MH(OpMaIMu arrmapara
agmMuHuctpanuu  ropoga  HOxkno-Caxanmuucka — (mamee  —  [emaprameHTt
MOOMIIM3AIMOHHON  TTOJITOTOBKH) U OCYILIECTBISIETCS B COOTBETCTBUU CO
CIELIMAIbHBIMU UHCTPYKIUSIMH.

1.5. WHcTpyKumsi 1O JIEJIOMPOU3BOJACTBY SIBISETCS 0OS3aTeNbHON NS
HCIIOJTHEHUS BCeMH paOOTHUKaMH CTPYKTYPHBIX T[IOApa3/eJCHUsl armapara,
oTpacieBbiX ((DyHKIIMOHANBHBIX) OPTraHOB AJMHUHHCTPAINH, MYHUIIHITATBHBIX
VUPSKICHUNA W TPeAnpusTHd, (YHKIUA W TOTHOMOYUS  YUPEOAUTENS KOTOPBIX
OCYIIIECTBISIOTCA aaMuHUCTparuend ropojga FOxuo-CaxannHcka (najiee Mo TEKCTY
yuTath Kak [loapasgeneHus) npu BHINOTHEHUM UMHU BO3JIOKEHHBIX Ha HHX
00s13aHHOCTEH.

Paborauku IlompazneneHuii HeCyT NEPCOHANIbBHYIO OTBETCTBEHHOCTh 3a
coOntonienre MmojoxkeHud HWHCTpYyKUMHU 1O JEeNONPOU3BOACTBY, CBOEBPEMEHHOE
pPacCMOTpEHHE U UCIOJHEHHE JOKYMEHTOB, HX IMpaBUibHOE oOdopmieHHe u
COXPaHHOCTb.

1.6. Opranuzanus, BEAECHHE M COBEPIICHCTBOBAHUE JICJIONMPOU3BOJICTBA Ha
OCHOBE €IMHOM TOJWTUKM UM  [PUHIMUIOB, MPUMEHEHHE COBPEMEHHBIX
WH()OPMAITMOHHBIX TEXHOJOTHH B paboTe ¢ JOKyMEHTaMH, METOIUYECKOe
PYKOBOJICTBO W KOHTPOJb COOJIIOJEHUSI YCTAHOBJIEHHOTO TOpsiAKa padOThl C
JOKYMEHTaMU B AJIMUHUCTpAILIMM BO3JIaraeTcsi Ha YMpaBlIeHUE JTOKYMEHTAIMOHHOIO
obecnieuenus MKY  «VYmpaBnenue — nmenamMu  aAMUHUCTpPAIMUM  Topoja
HOxno-Caxanuuckay (1ajiee — YIpaBieHHE TOKYMEHTAIIMOHHOTO 00eCTICUCHUS).

[lucema VYnpaBieHus: AOKYMEHTAIMOHHOTO OOECleYeHusi IO BOIpocaM
OpraHM3alli W COBEPIICHCTBOBaHUA palbOThl C JIOKYMEHTaMM, YCTpPaHCHUS
BBISIBIICHHBIX HEJIOCTAaTKOB M HApYIICHWH B JIETONMPOMU3BOACTBE OO0S3aTENIbHBI IS
ucnionHenus B [lonpa3snenenusx.

1.7. OTBETCTBEHHOCTh 3a OpraHU3alUil0 paboThl C JOKYMEHTaMHU B
ITogpasnenenusax Bo3naraercss Ha pykoBoautene atux IlogpasneneHun.
Henocpencreennoe BEJICHUE JeJI0TPOU3BOACTBA B [Tonpaznenenusx
OCYIIECTBIISICTCS JIETOTPOU3BOUTEIIEM WJIM WHBIM PAaOOTHHUKOM, Ha KOTOPOTO
BO3JIOKEHBI ~ OOS3aHHOCTH 10  BEACHHWIO  JICJIONPOU3BOJACTBA  (mamee  —
nenonpousBoauTens [lonpaznenenus).

1.8. JIOIKHOCTHBIE ~ OOSI3aHHOCTH, paBa M OTBETCTBEHHOCTH
nenonpousBoauteneit IlogpaszneneHuss U1 UHBIX PaOOTHUKOB, OTBETCTBEHHBIX  3a
OopraHm3anui  paboTbl C  JIOKYMEHTaMH, ONPEACNISIIOTCS  JIOJDKHOCTHBIMU
WHCTPYKIIUSMH  COTPYIHHMKOB, OTBEUAIONIMX 3a OpraHu3alui padoThl ¢
nokymeHtamu B [lonmpasnenenusix pa3pabaTbiBalOTCSi Ha OCHOBE HACTOSIIEH
NHCTpyKIMuy 1o Ae10nponu3BOICTBY.

1.9. Ha penonpousBoautens IlompasnenieHusi BO3JIAraroTcs CHEAYIOIIUE
OCHOBHBIE 005I3aHHOCTHU:

- mpueM, y4eT (PEerucTpaiusi) ¥ pacrupeiesieHHe BXOMAMUX (MOCTYMNAOIINX )
JIOKYMEHTOB;
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- y4eT (perucTparus) BHyTpEeHHUX JOKYMEHTOB;

- iepeiada JOKYMEHTOB Ha PaCCMOTPEHHE PyKOBOAUTEINIO;

- yuer (perucTparus) UCXoAsiimux (OTHpaBISIEMbIX) TOKYMEHTOB, Tiepeiaya ux
Ha OTIIPAaBKy ajJipecaraM (OTIpaBKa ajipecaram);

- KOHTPOJIb 32 CPOKAMU ITPOXOKIEHUS U PACCMOTPEHUS TOKYMEHTOB;

- Opra"m3anus CHpaBOYHO-WH(OpPMAIMOHHOW paboThl MO  BOIpOCaM
JIEJ0NPOU3BOCTBA;

- MOJATrOTOBKA MpOEKTa HOMEHKNarypsl aein [logpaznenenus;

- BeneHue W (GOpMUPOBAHHE JIed B COOTBETCTBUM C HOMEHKIATYpOH JIel,
o0ecreyeHrne uX COXpaHHOCTH, IPU HAIMYUHU JI€J IOCTOSTHHOTO XPaHEeHU s, lepeaadya
X B ApXuB;

- BbIJaUa COTPYAHUKAM JOKYMEHTOB W J€J, HaXOASIIUXCS Ha XpaHEHUU B
[TonpazneneHuu, KOHTPOJIb X BO3BpaTa;

- aHaJau3 COCTOSHMS JIEJOMPOU3BOJCTBA U MHPOPMUPOBAHUE PYKOBOJUTEIS
[lonpaznenenuss 00 MCHOJHEHUU JOKYMEHTOB UM  TOPYYEHHM, MOATOTOBKA
MIPEIOKEHUI 110 COBEPILIEHCTBOBAHUIO PAOOTHI C TOKyMEHTAMU;

- O3HAKOMJICHHE COTPYIHUKOB C HOPMATHUBHBIMU TIPAaBOBBIMU aKTaMH,
pactopsIAUTENbHBIMU, MH(POPMAIIUOHHBIMU M METOJUYECKHUMHU JTOKyMEHTAMHU IO
BOIIPOCaM, OTHOCSIIIMMCS K OpraHu3aliy J1eT0POU3BOJICTBRA;

- KOHCYJIETUPOBAaHHE COTPYJHUKOB MO BOMPOCcaM pabOThI C JOKYMEHTAMMU;

- YUE€T mevareu, ITaMIoB, HCnob3yeMbIX B [lonpasnenenun.

1.10. Ha nepuos oTnycka, KOMaHIUPOBKHU, OOJIE3HU WM B CIIy4ae YBOJIbHEHUS
pabotHuku Iloapa3nenenuii o0s3aHbl IEpPeIaBaTh BCE HAXOAALIMECS HA UCIIOJHEHUU
JOKYMEHTBI AenornpousBoautento [loapasznenenus wim IpyroMy paOOTHHKY I10
yKazaHutio pykoBonurens [lonpazneneHus.

[Ipu cmene nenomnpousBoautens IlogpaszaeneHust cocTaBiseTcsl akT MpUeMa-
nepesadyn TOKyMEHTOB U JIEIL.

1.11. Coneprxanue ciay>KeOHBIX JOKYMEHTOB HE MOAJICKUT Pa3MIalICHUIO.

PaGorauku I[lompasneneHuit AJAMUHUCTpAMM HECYT AUCHHUIUIMHAPHYIO U
VHYIO YCTAHOBJICHHYO 3aKOHOJATEILCTBOM Poccuiickoi denepanuu
OTBETCTBEHHOCTh 3a TMOpYY, HECAHKIIMOHUPOBAHHOE YHUYTOXKEHHE, yTpaTy U
pasmianieHue CoAePIKaHus CIIy)KEOHBIX IOKYMEHTOB.

[Ipu yTpare HIOKYMEHTOB pykoBogutens llompasneneHuss MNHUCHBMEHHO
MH(}OpPMUPYET MEPBOrO BUIIE-MIPA, PYKOBOAUTENS anmnapara U HadajJbHUKA OTHAENa
no pabore ¢ JOKyMEHTaMHM U KOHTPOJIO YHPABICHHUS JIOKYMEHTAllMOHHOIO
oOecnieueHusd. IlepBblil BUIle-MAp, PYKOBOIMTENb ammapara Ha3HA4YaeT CcIy:keOHoe
paccieloBaHue.

1.12. B Tloapa3neneHusx MOryT pa3palaThiBaTbCsi HE MPOTHUBOpEYAIIHE
HacTtosimed MHCTpyKIMM 1O  JIETONPOU3BOJACTBY METOAUYECKUE JTOKYMEHTHI,
JOTOJIHSIIOIINE W KOHKPETH3UPYIOLIWE  OTAEJIbHBIE BOIPOCH  OpraHU3alHU
JIEJIOTIPOU3BOCTBA.

1.13. U3bsiTHE TOKYMEHTOB U3 JIeJl IOCTOSHHOTO XPaHEHHUs JOIMYCKAETCs B
UCKIIIOYUTENBHBIX  CIIy4asX © CIOydasx, HPEeIyCMOTPEHHBIX (eaepalibHbIM
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3aKOHOJATENLCTBOM. M3bsiTHE MPOU3BOAUTCS C pa3pelieHUs MEepPBOrO BHUIIE-MIPA,
PYKOBOJUTENS amnmapara ¢ OCTaBJICHHEM B JieJ€ 3aBEPEHHOM KOMUU JIOKYMEHTa U
aKkTa 0 MPUYMHAX BbIIAYU MOJTMHHUKA.

1.14. TIlpaBuna paboThl C JIOKYMEHTAaMH B CHCTEME OJJIEKTPOHHOIO
IoKyMeHTooOopoTa Anmunucrpanuu (nanee — C3J]), B KOTOpOil OCYIIEeCTBISIETCS
CO3JJaHHE€ UM XPaHEHUE JOKYMEHTOB, HE JOJDKHBI BXOAUTH B IPOTUBOPEUYHUE C
MoJIokKeHUIMU MHCTPYKIIUU 110 JEI0NPOU3BOICTBY.

1.15. VYmpasnenune wundpopmatuzanmun MKY «Vopasnenne paemamu

agmuHuctpauuun  ropoga  MOxHo-CaxanmumHcka» — (manee  —  YhpaBieHue
uH(popmaru3aunuu) SABISIETCS  CIYXKOOW, OTBETCTBEHHOU 3a  BHEIpEHHE,
COIIPOBOXKICHHUE:!

- HECeT OTBETCTBEHHOCTh 3a COXPAHHOCTH, AYOIMPOBAHUE AIIEKTPOHHBIX
JOKYMEHTOB (RJIEKTPOHHBIX KOMUWA JOKYMEHTOB) U paboTtocriocooHocts CI/I;

- of0ecreunBaeT BO3MOXHOCTh OOMEHA JJICKTPOHHBIMH JOKYMEHTAMH
(P7EKTPOHHBIMM ~ KONUSIMH  JOKYMEHTOB) C pabO4MX MECT, OIpeAesieMbIX
y4acTHHUKaMu OOMEHa;

- TOTOBUT M PacChUIaeT yYaCTHMKaM OOMEHa PYKOBOJCTBA, UHCTPYKIIUH U
pexkomeHnanuu 1o padore ¢ COJI;

- KOHCYJIBTUPYET YYaCTHUKOB oOMeHa 1o pabore B CO/I.

VYopaBieHue JOKYMEHTAIMOHHOTO O0OeCleYeHHs] HECET OTBETCTBEHHOCTh 3a
OOIIyl0  KOOpAMHALMIO TpoLeayp OOMeHa AIEeKTPOHHBIMU JOKYMEHTaMU
(27IEKTPOHHBIMH KOMUSIMH TOKYMEHTOB)

1.16. OCHOBHBIE TOHATHA:

ApXHB OpPraHM3alluM — YYPEXKACHHUE WU CTPYKTypHOE TOJpa3/eicHue
OpraHM3allii,  OCYIIECTBISIONINE  XpaHEHHWE, KOMIUIGKTOBAaHWE, Vy4YeT |
MCTIOJIb30BaHUE APXUBHBIX JOKYMEHTOB;

baank pmoxkymenta — JuCT OyMard WM DJEKTPOHHBIM 1IabIOH €
PEKBU3UTAMU, UICHTUPUIIUPYIOMIUMH aBTOpa OPUIIUATBLHOTO IOKYMEHTA;

Bu3za — pekBU3WT, BBIpaXAIOMUNA corviacue (Hecomiacue) MOJKHOCTHOTO
JMIA ¢ COJIepKaHUeM JOKYMEHTA;

Bxiarouenue goxkymenra B CIJIl —  OCylIECTBICHUE  JICHCTBUH,
00€CIeunBaIOIINX pPa3MEIIEHUE CBEICHUNW O JTOKYMEHTE M /WiW JOKyMEHTa B
CUCTEME IEKTPOHHOTO JOKYMEHTO000POTa;

Jlej10 — JTOKyMEHT WJIM COBOKYMHOCTBH JOKYMEHTOB, OTHOCSIIIMXCS K OJHOMY
BOMPOCY WJIM YYACTKY JESTEIIbHOCTH, TOMEIIEHHBIX B OTJCIBbHYIO O0T0XKKY;

Jlej1I0npou3BOANTEIb — PAOOTHUK OPTaHU3AIMHU, OTBETCTBEHHBIH 32 BeJICHHUE
JEIOTIPOU3BO/ICTBA B OPTaHHU3AIUH (CTPYKTYPHOM MOAPA3IEICHIHH OPTaHU3aIINN );

J1eJ1I0NpoOu3BOACTBO — JICATEIHHOCTh, 00ECIICUNBAIOIIAs IOKyMEHTUPOBAHHE,
JOKYMEHTOO0OO0pOT, ONIEpaTUBHOE XPaHEHUE U UCIIOJIb30BAHUE TOKYMEHTOB;

JlokymeHT — 3aduKCUpOBaHHas Ha HOCUTENE HUJECHTUUIIMpyeMas
uHpopMaIs, CO3/laHHAas WM TOJy4YeHHAas OpraHu3alKel W coxpaHsemas €l B
KaueCTBE MOATBEPK/ICHUS [TPABOBBIX 00513aTENILCTB WM JICJIOBOM 1€ATEIbHOCTH;
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JloKyMeHTaJbHbIH (POHJ — COBOKYNHOCTh JOKYMEHTOB, OOpa3yIOIIHUXCS B
JEATEIIbHOCTH OpraHU3allu;

JIOKyMEeHT0000pOT — JBMXKEHUE JOKYMEHTOB B OpraHM3alMy C MOMEHTA HX
CO3/IaHMS WIH ITOJTYYEHUS 0 3aBEPLICHUS UCIIOJIHEHHS WA OTIPABKY;

JIOKYMEHTOIIOTOK — COBOKYIIHOCTb JIOKYMEHTOB OJHOIO BHAA HWIIHU
Ha3HA4YEHHU s, UMEIOLTUX OOIUN MapIIpyT;

JHoctyn (K [JOKYMEHTY) — BO3MOXHOCTb M YCJIOBHUS TMOJIYyYEHUS U
WCIIOIb30BaHUs JOKYMEHTA,;

3aBepeHHass Komnusi JOKYMEHTa — KONUS JOKYMEHTa, Ha KOTOpPO B
YCTAHOBJIEHHOM TOPSJKE MPOCTABIEHbl PEKBU3UTHI, OOECIEUMBAIOIINE €€
IOPUIMYECKYIO 3HAYUMOCTb;

NudopmanmonHasi cucreMa — COBOKYNHOCTb COJAEpKalleicss B 0azax
JAHHBIX MHGOpPMAIMM W O0ECleYnBaIoUX €€ 00paboTKy HH(pOpMAIMOHHBIX
TEXHOJIOTUN U TEXHUYECKUX CPEACTB;

HcnosHuTenb — pabOTHUK OPraHU3alliy, B 30HE OTBETCTBEHHOCTH KOTOPOTO
HaXOOUTCS CO3JaHHE IMPOEKTa JOKYMEHTa, €ro OQOpMIIEHHME, COINIACOBAaHUE U
IIPEACTABICHUE HA IIOANNCH PYKOBOCTBY;

KoHTeliHep 371eKTPOHHOI0 JOKYMEHTAa — JJICKTpOHHAs mnarka B Buje ZIP-
apXyBa, BKJIOYAIOIIAs INIEKTPOHHBIM JOKYMEHT, BKIKOYas €ro METAaJaHHbIE, U
oOecreunBaoIas 1eIOCTHOCTh 3JEKTPOHHOTO JOKYMEHTa NpU €ro mepeaade Ha
XpaHEHHE;

Kondunenuuaabnocts uHpopManum — 00s3aTEIbHOE JJISI BBIMOJHECHUS
JULOM, TMOJIYYMBIIMM JIOCTyI K OIpEeAeICeHHOW HH(poOpMaluuu, TpeOOBaHUE HE
nepenaBarb Takyro HH(GOPMALIMIO TPETHUM JIHIaM 0e3 coriacus ee ooaaaarens;

Konusi nokyMeHTa — DK3EMIUIAP TOKYMEHTA, MOJTHOCTHIO BOCIIPOU3BOISIINI
uH(}OpMAIUIO MOATMHHUKA IOKYMEHTA;

KoppecnonaeHuuss — JOKYMEHTBI, COCTABISIIOIME NEPENUCKY MEXIY
OopraHaMy BJIaCTH, OpraHaMM MECTHOIO CaMOYIIPaBJIEHUsS, TIOCYJapCTBEHHBIMU U
HEroCy/1lapCTBEHHbIMU OpraHU3alusIMHU, GU3NUECKUMHU JIULAMU;

MapumpyT JOKYMeHTa — IIOCIEA0BATEIIbHOCTD ONEpalii, COBEPIIAEMBIX C
JIOKYMEHTOM B IIPOLIECCE €r0 CO3/1aHMs U UCIIOIHEHHUS;

JIoKaJIbHBII HOPMATMBHBIM AKT — HOPMATUBHBIM aKT, W3JaHHbBIN
PYKOBOAMTENEM OpPraHM3allMM WM HWHBIM  YIIOJHOMOYEHHBIM WM  JIMIIOM,
YCTaHABIMBAIOIMIMNKN (M3MEHSIONNA, OTMEHSIOUIMI) MpaBUiia, HOPMbI, TpeOOBaHU,

HAIpaBJICHHbIE Ha perIaMeHTalUIO YIIPaBJIEHYECKOM, (dbUHAHCOBOH,
MIPOU3BOJCTBEHHO-X03AMCTBEHHON WJIM MUHOU JAEATEIbHOCTH OPraHU3allUM;
HomenkJiarypa aejl — CUCTEMATU3UPOBAHHBIM IIEPEUYEHb 3arOJIOBKOB €I,
CO3/1aBAEMBIX B OPraHU3alllM, C YKa3aHUEM CPOKOB UX XPAHECHUS;
O0bemM JOKYMEHTO000pPOTa — KOJWYECTBO JIOKYMEHTOB, BKJIIOYEHHBIX B
JIOKYMEHTOOOOPOT 3a OIpeeICHHbIN TTepruo BpeMeH! (MECIII, TTOTYToIue, TON);
OnepaTnBHOEe XpaHeHHE JOKYMEHTOB — XpaHCHUE JOKYMEHTOB B

CTPYKTYPHOM IIOAPA3ACICHHUM MO0 HX IICpCHadd B AaApPXHB OpraHU3allid HWJIN
YHHUYTOKCHHUA,
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Onuce geJ — YUYETHBIM JOKYMEHT, BKJIIOYAIOIIUA CBEACHHUS O Jejax,
c(hopMUPOBaHHBIX W MOJICKAIIUX MIepejaue Ha XPaHCHUE B apXUB OpraHU3aIluu;

Opranu3anMoOHHO-PACTIOPSAAUTENLHAS  JOKYMEHTAIMSI —  KOMIUIEKC
JIOKyMEHTOB, 00€CIIEUYNBAIOIITUX PeaTnu3aiio PYyHKIIUA YIIPaBICHUS OpraHU3aIuei;

Odopmirenne nena — NoAroToBKa Jieiia K rnepejaade Ha apxXuBHOE XpaHCHUE;

Odopmienne JTOKyMeHTa — IIPOCTABIICHUE HA JIOKYMCHTE HEOOXOIUMBIX
PEKBU3UTOB;
IlepBuunasi 00padoTKa JOKYMEHTa — KOMIUIEKC PaOOT, BBITIOTHSEMBIX C

JOKYMEHTOM IIpM €ro MNOCTYIUIECHHH B OpraHu3auuio (IpoBepKa NpaBUILHOCTH
aJpecoBaHus, LIEJIOCTHOCTH, KOMIUIEKTHOCTH U JIp.);

IlepconanbHble JaHHBIE — J1I00as MHPOpPMALIKS, OTHOCAIIAACS MPSAMO WIIU
KOCBEHHO K OIPEJEICHHOMY WM ompenensieMoMy (U3NYecKoMy JIHIY (CyOBbEeKTy
MEePCOHAJIbHBIX JAHHBIX);

Ileyarp — ycTpoOICTBO, colepikalllee KIUIIe, Kak paBuiio, Kpyrion ¢hopMmsl,
UCIOJIb3yEMOE ISl 3aBEPEHUs COOCTBEHHOPYYHON MOANMCH JAOKHOCTHOTO JIMLA Ha
JOKYMEHTE IyTE€M HaHECEHUs! OTTUCKA KJIUILIE Ha Oymary;

ITonIMHHUK JOKYMEHTa — TEpPBbIMA WJIM E€IUHCTBCHHBIA JK3EMILISP
JOKYMEHTA;

IMoanucanue JOKyMeHTa — CHoco0 yIOCTOBEPEHHS JOKYMEHTA IMOAMHUCHIO
JOJKHOTO JIWIIA;

PerucrpanmoHnblii HOMep AOKyMeHTa — 1HU(poBoe Wi OyKBEHHO-
uudpoBoe 0003HAUCHUE, TPUCBAMBAEMOE JOKYMEHTY B LIEJISIX €r0 UACHTU(PUKAIIUU U
yuera;

Perncrpanust JOKyMEHTa — TPUCBOCHUE JIOKYMEHTY PETUCTPALMOHHOTO
HOMEpAa M 3alUCh CBEICHUM O JOKYMEHTE B D3JIEKTPOHHO-PETUCTPALlMOHHOMN
KapTOYKE;

Pe3osronusi — pEKBU3UT, COAEPKAIIMK yKa3aHUs JIOJDKHOCTHOIO JIMIA 10
UCIIOJIHEHUIO JOKYMEHTA;

PexBM3UT [J0KYMEHTAa — DJJIEMEHT JOKYMEHTa, HEOOXOIUMBIA HJIsi €ro
o(OopMIICHUS U OpraHU3aIU pabOThI C HUM;

Cucrema [OKyMEHTAIMHM —  COBOKYINHOCTb BHJOB  JOKYMEHTOB,

B3aMMOCBSI3aHHBIX MO TPHU3HAKaM Ha3HauyeHUs cdepbl ASSTENIbHOCTH M EIUHBIX
TpeboBaHU K UX 0(DOPMIICHUIO;

Cucrema 3J1eKTPOHHOI0 J0KyMeHToo0opoTa, CIJl — aBTOMaTu3npoBaHHAsS
nH(pOpManMOHHAsE CUCTEMA, 00EeCIeunBaloasl BKIIOYEHUE JOKYMEHTOB B CUCTEMY,
yIpaBJIeHUE TOKYMEHTaMH, ONIEPATUBHOE XPAaHEHUE U JOCTYIl K HUM;

CornnacoBanue mnpoekra JOKYMeHTa (BU3HPOBAaHME) — aHAIU3 IPOEKTa
JOKYMEHTa 3alHTEPECOBAHHBIMU  OPraHU3aLUSIMH, JODKHOCTHBIMU  JIMIAMH,
CHEIMAJINCTaMU B LENAX OLEHKH 1elecoo0pa3HOCTH M3JaHMUs JOKyMEHTa MU
COOTBETCTBUS MPOEKTA JOKYMEHTA JIEUCTBYIOIIEMY 3aKOHOJATENbCTBY U JIOKAJIbHBIM
HOPMAaTUBHBIM aKTaM;
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Cpok xpaHeHHsI JOKYMEHTOB — TIIE€pUOJ BPEMEHH, B TEUEHUE KOTOPOTO
JIOJIKHO 00ecneunBaTbcsl XpaHEHUE JIOKYMEHTa B COCTAaBE JIOKYMEHTAJIbHOTO WIIU
apXuBHOTO (POHIIA;

YHuUYTOKEeHHe  JOKYMEHTOB  —  HCKIIOUEHHE  JOKYMEHTOB W3
JIOKyMEHTAJIBHOTO WM apXMBHOTO (OHJA MO HMCTEYEHUWU CpPOKAa MX XpPAaHEHUsS C
MOCIEAYIOIUM YHUUTOXKEHUEM (YTUIU3AIUEN );

YTBepaxaeHue J0KyMeHTa — CII0CcO0 yIOCTOBEPEHHS JOKYMEHTA U BBEICHUS
€ro B JCHCTBHE, CAHKIIMOHUPYIOIIMNA PACHPOCTPAHEHHUE ACHUCTBUS JOKYMEHTa Ha
ONpeIeJICHHBIN KPYT OpraHu3alui, o/ipasiesieHuil, paOOTHUKOB;

dopMuUpoOBaHHUE JIejia — BKJIIOYECHHE HCIOJHEHHBIX JOKYMEHTOB B JIEJIO B
COOTBETCTBUM C HOMEHKJIATYPOU JIET;

HITamn — ycTpouCTBO, coleprKalllee Kiauue, Kak IPpaBuio, MpsMOYyrojJIbHON
dbopmbI, 171 HaHeCEHUs] Ha Oymary OTMETOK CIy>KeOHOro, CIPaBOYHOTO, YYETHOIO
Xapakrepa;

JKCIepPTH3a HEHHOCTH JOKYMEHTOB — U3YUYEHHE IOKYMEHTOB HA OCHOBAaHUU
KPUTEPHEB UX LEHHOCTH B LEIAX OINPEIEICHUS CPOKOB XPAHEHUS JIOKYMEHTOB U
oT0Opa UX JJIA BKJIIOUYEHHS B COCTaB apXUBHOTO (POHIIA;

JIEKTPOHHBII TOKYMEHT — JOKYMEHT, CO3/IJaHHBIN B 3JIEKTPOHHOU dopme;

DJIEKTPOHHAs KONMHSI JOKYMEHTa — KOIHUSA JOKYMEHTa, CO3/JaHHas B
g poBoit hopme;
DJIeKTPOHHAsI MOANMUCH — WHPOpPMAIU B DJIEKTPOHHOH (dopMme, KoTopas

NPUCOEINHEHA K JpYyrol mH(OpManmuu B 3JIEKTPOHHON (opme (moamuchiBaeMoi
nHpopMalMu) WiId HUHBIM O0pa3oM CBsi3aHa C TakoW WH@oOpMarMend U KoTopas
UCIIOJIb3YETCS JIJISl ONPEEICHUS JINIA, TOANUCHIBAIOIIET0 HH(POPMAIIHIO;

DJIEKTPOHHOE [eJI0 — DJEKTPOHHBIM JOKYMEHT WM COBOKYIHOCTb
AIIEKTPOHHBIX IOKYMEHTOB, CBI3aHHBIX B 0a3e IaHHBIX MH(OPMALIMOHHOW CUCTEMBI C
OJTHUM M3 3ar0JIOBKOB HOMEHKJIATYPHhI J1€1;

JIEKTPOHHBIN JOKYMEHT0000POT — YIPABICHHUE JOKYMEHTAMU B YCIOBUAX
IPUMEHEHHSI UH(POPMALIMOHHBIX TEXHOJIOTUH.

2. CO3JAHUE JOKYMEHTOB

2.1. O0mue TpeGOBaAHMS K CO3IaAHUIO JOKYMEHTOB

2.1.1. JIokyMeHTBI MOTYT CcO3/JaBaThCi Ha OyMaXHOM HOCHUTEJIE U B
ANIEKTPOHHOU opMe ¢ COONTIOICHHEM YCTAaHOBIEHHBIX HacTosied MHcTpykuuei mo
JIEIONPOU3BOACTBY MPaBUI OPOPMIIEHUS JOKYMEHTOB.

2.1.2. JlokyMeHTbl B AIMUHUCTpaNU, oPOopMIICHHBIC KaK Ha OJIaHKe, TaK U
0e3 Hero, T0JKHBI UMETh T0JISI HE MEHEE:

30 MM — 1€BOE

10 MM — mpaBoe

20 MM — BepxHee

20 MM — HMXKHEE.
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2.1.3. Ilpu co3maHuM AOKYMEHTa Ha JBYX M Oojiee CTpaHULAX BTOPYIO U
NOCJIEYIOUIUE CTPAHUIBI HYMEPYIOT.

Homepa cTpaHui] MpOCTaBIISIIOTCS NOCEPEAUHE BEPXHETO MO JOKYMEHTa Ha
paccrossHur 10 MM OT BEpXHEro Kpasi JIUCTA.

B AnMuHucTpanuu oCyumecTBISIETCS ABYCTOPOHHEE CO3JIaHHE JOKYMEHTOB B
CO/I. IIpu 1ByCTOpPOHHEM CO3JaHUM JOKYMEHTOB IIMPHUHA JIEBOTO IOJIS HA JULEBON
CTOPOHE JICTA U MPABOTO MOJIsl HA 0OOPOTHOM CTOPOHE JINCTA JOKHBI ObITH PABHBI.

[Ipyu HamMUMM NOPUIOKEHUHW K JOKYMEHTY, IE€pPBBIM JIUCT NPUIOKECHUS
HAUYMHAETCS C HEYETHOM CTPAHMIIBI.

2.1.4. JlIOKyME€HTBI, W3JaBa€Mble COBMECTHO OJIHOM WA HECKOJIbKUMHU
opraHuzanusiMyd,  OQOpPMJISIIOTCS  HAa  CTAHJAPTHBIX  JHcTax  OyMaru ¢
BOCIIPOM3BE/ICHUEM PEKBU3UTOB BCEX OpraHu3alui, yYacTBYIOIIMX B U3JaHUU
JTOKYMEHTa.

2.1.5. DneKkTpoHHbIN JOKYMEHT neyaTtaercs B popmare, yreepxaeHHom ['OCT
P UCO/M3K 26300—2010. 151 TEKCTOBBIX TOKYMEHTOB - *.0dt, 1151 37I€KTPOHHBIX
tabmurr - *.ods.

Bce nokymentst mneuartatorcs mpudtom Times New Roman (sm6o
MPUOMMKEHHBIM K HeMy) KeriieM 14 uepe3 1 MEXCTpOUYHBIM WHTEpBaad OT JIEBOM
IPaHUIBl TEKCTOBOTO MOJsi M BBIPABHUBAIOTCS IO JIEBOM WM TpaBOM TpaHHUIAM
TEKCTOBOT'O MOJIA.

B  ormenbHBIX  cily4asX, @pUd  COCTABICHUM  TaOJWIl  JOMYCKaeTcs
MCII0JIb30BaHUE MIPUPTOB MEHBIIMX pa3MepoB - 11, 12,13 nr.

2.1.6. Jlonyckaercs BBIIEIATh MOIYKUPHBIM IIPU(PTOM PEKBU3UTHI «aIpecary,
«3aroJIoBOK K TEKCTY» WM «IOIIHUCH», a TAaKXKe OTAENbHbIe (parMeHThl TEKCTa.
Hcnonb3oBarh KypcuB npu 0(hOPMIIEHUH PEKBU3UTOB JOKYMEHTA HE PEKOMEHIYETCS.

2.2. B1aHKH 10KYMEHTOB

2.2.1. JIoKyMeHTBI, coO3/1aBaeMble B AJMUHUCTpalUU, OQPOPMISIOTCS Ha
OnaHKax, Ha CTaHAAPTHBIX JUcTax Oymaru popmara A4.

2.2.2. Ilpm mnOATOTOBKE JOKYMEHTOB B AJMHHUCTPALMU HCHOJIB3YIOTCSA
yHuuimpoBannsie popmbl JgokymMeHTOB. Ccblika (sapibik) «bmanku LibreOffice”
pa3MelieHa Ha paboueM CTOoJIe aBTOMaTU3UPOBAHHOIO paboYero MecTa COTpyIHHUKA.

Pazpabotka, CO371aHuE YHUDUIITPOBAHHBIX bopm JOKYMEHTOB
Anmunuctpauuu, [lonpasaeneHnii 1 BHECEHUE B HUX MU3MEHEHMM OCYIIECTBIISIETCS
VYnpasnenueM nHGOpMaTU3AIIH.

2.2.3. B 3aBUCHMOCTH OT PAaCHOJIOKEHHUS PEKBU3UTOB YCTAaHABIMBAETCA JBa
BapHaHTa OJaHKOB — YIIOBOM M MpOAoibHbIN. [Ipu yrmoBoMm BapuaHTe PeKBU3HUTHI
OJaHKa pacroiararoTcs B BEpXHEM JIeBOM yrily jucta. [Ipu mpomonbHOM BapuaHTe
PEKBU3UTHI OJJAHKA PACIOJIaraloTcs MOCEPEIUHE JIMCTa BAOJIb BEPXHETO MOJISL.

2.2.4. PexBusur 0l pacrnonaraerca Ha BEPXHEM IIOJIE JTOKYMEHTA Hal
pekBu3uToM 02 rmoceperHe 30HbI, 3aHATOW 3TUM PEKBU3UTOM.
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PexBusutel 02, 03, 04, 05, 06,10, orpaHMYUTENbHBIE OTMETKH JJIS
pexBuzuToB 07, 08, 09 B npeneax rpaHul] 30H pacoiloKeHUsI PEKBU3UTOB
pa3MeIalTcs OAHUM U3 CIIOCOOOB:

- IICHTPOBAHHBIM (HAYaJI0 U KOHEI[ KaXKJI0M CTPOKH PEKBU3UTOB PABHO
yJaJeHbl OT TPaHUI] 30HbI PACTIONOKEHHUSI PEKBU3UTOB);

- (pmaroBbIM (Kaxgasi CTpOKa PEKBU3UTOB HAYMHAETCS OT JIEBOM TPAHUIIBI
30HBI PACIIOJIOKEHUSI PEKBU3UTOB).

2.2.5. B AaMmuHHCTpauuy HCHONB3YIOTCS CIEAYIOIIME BHABI OJIAHKOB
JIOKyMEHTOB:

- OaHK MUChMa A IMUHUCTPALINH; -
OJaHK MHUChbMa JIOJKHOCTHOTO JIMIa (M3pa, IEPBOro BUIE-MAIpPa, MEPBOTO BULE-M3pa,
PYKOBOJUTEIIS alapara, BUIle-M3pa);

- bnank nuceMa [lonpaznenenus;

- OJlaHK MOCTaHOBJICHUSI AJIMUHUCTPAIIUY;

- OJIaHK pacnopsKeHUs AJIMUHUCTPALINH;

- OJIaHK pacTopsKEHUs MIEPBOTO BUIIE-MAPa;

- OJIaHK pacHopsHKEHUs MEPBOTO BUIIE-MAPa, pPyKOBOAUTES arlrapara;
- OJTaHK pacHopsHKEHUS BUIE-MAPA.

2.2.6. Jna odopmneHus mnuceM B AJMUHUCTPAllUU TMPUMEHSIOTCS
MHOTOIIBETHBIC U OJTHOI[BETHBIE OJTAHKH.

MmuoronBeTHbie OnaHKd: OJaHK MHChMa ATMUHHUCTpPAlUH, OJAaHK MHCHhMA
JIOJKHOCTHOTO JIMIA (MApa, MEPBBIX BUIIE-MIPOB, BUIIE-M3Pa).

2.3. OdopmiieHHe PeKBH3UTOB JOKYMEHTA

CocraB pEeKBHU3UTOB JIOKYMEHTa ONpPENEISAeTCS €ro BUAOM U Ha3HAYEHUEM.
[Ipu noaroToBke U opopMiIeHNN JOKyMEHTOB B Aqmunuctpauuu u [loapasnenenusax
UCITIOJIb3YIOT CIIEAYIOIINE PEKBU3UTHI:

01 - rep6 ropoaa IO:xknHo-CaxaJMHCKa - IOMEIIAIOT HA OJJaHKaX JOKYMEHTOB
B coorBercTBUU ¢ [lomoxkenuem «O repbe ropoackoro okpyra «lopon HOxHo-
CaxanuHCK», YTBEpPXKIEHHBIM peuieHueM ropojckoro CoOpanusa ropoga HOxHo-
Caxamuncka ot 23.07.1998 Ne 213/14 a wumenHo: Ha OllaHKe mHUCbMa
AIMUHHCTpaluM, Ha OJaHKe TMCbMa JIOJDKHOCTHOTO JiMIla, Ha  OJaHke
MOCTAHOBJICHUSI W PACHOpPsDKeHUS] AJIMUHUCTpAIlMU, Ha OJIaHKE pacropsiKeHUs
MIEPBOr0 BHUIIE-M3pa, MEPBOrO BHUIIE-MAPA, PYKOBOAMTEINS allapara, BUIIE-MIPOB
ropona, Ha Omanke pemenus [opoackoir Jlymbr ropoma HOkao-CaxanmuHcka, Ha
onanke [lonpazneneHus.

N3obpaxenne repda ropoaa HOxno-CaxanmuHcka MOMENIAeTCS MOCEPEIUHE
BEpXHEro 1oy OjaHKa JOKyMEHTa HaJl pEeKBU3UTAMU AJMHUHUCTPAIUH,
[lonpasaenenus — aBTOpa TOKYMEHTA.

02 - HanMeHOBaHUEe AJIMUHUCTPAIMU — aBTOpa JOKyYMEHTa, Ha OlaHke
JIOKyMEHTa JOJDKHO  COOTBETCTBOBATh  HAMMEHOBAHMIO, 3aKPEIUVIEHHOMY B
[Tonoxxenuu 06 AAMUHUCTpAIUK.
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03 - mnaummenoBanue Iloapasgesenmsi — aBTOpa JOKYMEHTA JOJKHO
COOTBETCTBOBATh HAMMEHOBAHUIO, YCTAHOBJIEHHOMY Tojio)keHHeM (YCTaBoM) O
[Togpaznenenun. IlogpazneneHue yka3plBalOT B TOM CJIy4dae, €CIU OHO SIBIIAECTCS
aBTOPOM JTOKYMEHTA U MOJMHUCHIBAETCS €T0 PYKOBOJAUTEIIEM.

HanmenoBanue IlompasneneHuss  pacnoyiararoT  HM)KE  HAMMEHOBAHUSA
Anmunuctpauuu. CokpallleHHO€ HaWMEHOBaHHE, €CJIM OHO IMPEeIyCMOTPEHO
nojioxkeHueM (YcTaBoM) MOMEIIAOT B CKOOKaX IMOJ] MOJHBIM HAUMEHOBAHHEM.

04 — HanMeHOBaHHe I0JKHOCTH JIMIA — aBTOPA JIOKYMEHTA, UCIOJIb3yETCS B
OnmaHKax TMHCEeM JODKHOCTHBIX JIMII M paclojiaraeTcsl IoJ HauMEHOBaHHEM
AJIMUHHUCTpaLUU. HaumenoBanue nOKHOCTH JIMI]Ja — aBTOpa JOKYMEHTA
yKa3blBa€TCs B COOTBETCTBUM C  HAUMEHOBAaHUEM,  INPHUBEACHHBIM B
pPacnopsIANTENILHOM JTIOKYMEHTE O HA3HaYeHUH Ha JIOJKHOCTb.

05 - copaBouHble aaHHble 00 AavMuHucrpauuu, Ilogpaszgenenuu -
YKa3bIBaIOTCSl B OJaHKax MHUCEM U BKJIIOYAIOT: MOYTOBBIM aapec, HoMep TenedoHa,
(bakca, agpec >IEKTPOHHOM MOYTHI, CETEBOM aapec.

06 — HanMeHOBaHUE BUAA JOKYMEHTA — yKa3bIBa€TCsS Ha BCEX TOKYMEHTaX,
32 HCKIIOYEHHEM CIY)KEOHBIX IHCEM, pacloiaraeTcss IoJ| PEeKBU3UTaMU aBTOpa
JOKyMeHTa (HauMEHOBaHUMEM AJMHMHHMCTpaluu, HauMeHoBaHueM I[lonpasneneHus
HaVMEHOBAHHUEM JIOJDKHOCTH).

07 - mara MIOKyMeHTa — COOTBETCTBYET Jare NoAnucaHus (yTBEPHKICHUS)
IOKyMeHTa (TIOCTaHOBJCHHS, pPACIOPSDKEHHUs, IMHUCbMa, JOKJIATHBIC, CIy>KEOHbIE
3aMUCKU U JIp.) WU Aare COObITHS, 3a(DUKCUPOBAHHOTO B JIOKYMEHTE (IIPOTOKOM).
JIOKyMEHTBI, U3JaHHbIE JIBYMs WM OOJe€e OpPraHu3alusIMH, JOJKHbI UMETh OJHY
(enuHy10) OaTy.

Jlata nOKyMEHTa OpPOCTaBISIETCS AOHKHOCTHBIM JIMIIOM, MOJIMKCHIBAIOIINM
WIM YTBEPKIAIOUIUM JOKYMEHT, UJIM COTPYIHUKAMHU CITY>KObI JIETONPOU3BOJICTBA ITPU
pEerucTpauu JOKYMEHTA, WM HENOCPEICTBEHHO COCTABHUTENIEM IIPU MOJATOTOBKE
JOKYMEHTa (JIOKJIaHas1, 3asdBJICHHUE U JIP.).

PexBusur «/lata» otrgensercs OT «BHAA JTOKyYMEHTa» WHTEpBajioM 24 nT
(0,85 cm).

YcraHoBieHB! JBa crnocoba MPOCTaBIEHUS AaThl: HUQPPOBOM U CIOBECHO-
TG POBO.

[Tpu mudpoBoM cmocobe MpocTaBICHUSA NaThl JaTy JOKYMEHTa O(GOpPMIISIOT
apaObckuMu 1udpaMu B MOCAEAOBATEIBHOCTU: JEHb Mecsla, Mecsl, roia. JeHsb
Mecsla U MecdAl OQOpMISIOT AByMs MHapaMHu apaOCKux LHU(p, pa3aeseHHbIMU
TOYKOM; ToJ - yeThlpbMs apadbckumu muppamu: 15.01.2012. Tlpu 3TOoM OykBa «I.»
nocie nudp He CTaBUTCHL.

[Ipu crnoBecHO-LIMPPOBOM CrOCOOE MPOCTABIEHUS JaThl JI€Hb Mecsla
numercss ABymMs Imdpamu, mecdi - OyKBaMH, TOJI - YEThIpbMs mudpamu: 15
deppans 2012 1o
Bce ciy)xeOHble OTMETKM Ha JIOKyMEHTE, CBSI3aHHBIE C €ro IPOXOXKICHUEM U
VCIIOJIHEHUEM, JTOJKHBI JATHPOBATHCS U MO CHIBATHCS.
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Ha nokymeHTax, W31aHHBIX COBMECTHO JIByMsI U 0o0Jie€ CTOpOHaMH, B Clly4ae
peructpanuu jokymeHTta B COJI, mpocTaBistoTCs AaThl U PETUCTPAIIMOHHBIE HOMEDPA,
MPUCBOEHHBIE KaXJOW M3 CTOPOH, MPHU O3TOM JATON pErucTpaluud JOKyMEHTa
SBIISIETCS 1aTa MOAMUCAHUS JOKYMEHTA MOCIEAHEN CTOPOHOM.

08 - perucTpauMoOHHBII HOMepP JOKYMeHTa — IU(poBON MU OyKBEHHO-
g poBol UACHTUPUKATOP AOKYMEHTa, cocTosAmMi u3 uHAekca I[logpasneneHus,
MOATOTOBUBIIETO JOKYMEHT, M MOPSIAKOBOTO HOMEpa MO €AMHONM HyMepaluu B
TEUEeHHE KaJIeHJapHOro rojaa, Harpumep, 01- 589.

PeructpaninoHHbiii HOMEp NPUCBAUBAETCS IOKYMEHTY IMOCJIE€ €r0 MOANUCAHUS
(yTBEpXKICHUA).

PexBusutr «PeructpaliuoHHbIE HOMEpP JOKYMEHTa» OTACISIETCS OT «BUJA
JTOoKyMeHTa» uHtepsajiom 24 ut (0,85 cm).

Ha noxymeHTe, COCTaBI€HHOM COBMECTHO JIByMs U Oojiee OpraHu3alusMu,
MPOCTABIISIIOTCST PETUCTPAIIMOHHBIE HOMEpa JOKYMEHTA, MPUCBOCHHBIC KaXKJIOW M3
opranuzanuii. Perucrpannonnbie HoMepa OTACNSIOTCSA APYT OT JIpyra KOCOWl 4epToi
Y TIPOCTABIISIIOTCA B MOPSAKE YKa3aHUs aBTOPOB B 3ar0JIOBOYHOM YaCTH JOKYMEHTA.

09 - ccblIKAa HA PErdHCTPAllMOHHBIE HOMEpP M JaTy NOCTYNHUBIIEro
JOKYMEHTa — BKJIIOYA€T PETUCTPAlMOHHBIA HOMEp M Jary BXOZSIIEro
WHUIIMATUBHOTO JIOKYMEHTA, Ha KOTOPBIN gaeTcs oTBeT (Ha No oT ).

B Tekcr mnuchMa-oTBETAa CBEACHUS O PErUCTPALIMOHHOM HOMEpE U Jiare
MOCTYIUBIIIETO MUChMa HE BKJIFOUAIOTCS.

[Ipu moAroToBke MUChbMa-OTBETa HAa HECKOJIBKO JOKYMEHTOB UCIIOJHUTEIhL B
peKBU3UTax OJlaHKa nmuchMa O(QOPMIISIET CChUIKY Ha HOMEpa M JaThl JJOKYMEHTOB
aapecara.

10 - mecTo cocraB/jieHMs (M3JaHHMs) JOKYMEHTA — YKa3bIBAETCS BO BCEX
JIOKYMEHTaX, KpoMe CIIyKEOHBIX MHCEeM, a TakKe BHYTPEHHUX W MH(OpPMaIMOHHO-
CIIPABOYHBIX JOKYMEHTaX.

Mecrto cocraBnenust (M3aHus) AOKYMEHTA HE YKa3bIBaeTCs B TOM Ciyyae,
€ClIM B HAaUMEHOBAaHUM OpraHU3alMM [PUCYTCTBYET YKa3aHUE Ha MECTO €€
HaXOXKJICHUsI, HarpuMep: MOCKOBCKUI TOCYJapCTBEHHBIN YHUBEPCUTET.

11 — rpud orpaHuveHusi AOCTyna K JOKYMEHTY — IIPOCTAaBIISIETCA Ha
JTIOKyMEHTaX, COoIep X almx WH(POpMaInio, OTHOCUMYIO K CIIyX)eOHOW HH(popMaIuu
OTPAaHUYECHHOTO PACHPOCTPAHEHHUS WIM K HWHOMY BHUJY KOH(UICHIIMATHLHON
uHpopmanu. IlomMerka O KOH(PUICHIIMATBLHOCTU HA JOKYMEHTAaX, COACpPKAIIMX
CIIyKeOHYI0 HH(OpMaIMI0 OrpaHUYEHHOIO PACHPOCTpaHEHUs, UMeeT Bui «Jlms
ciry»ke0Horo nosnb3oBanus (aanee - JJCIT).

Otmetka (0e3 kaBbluek) JICII mpoctaBisiercss B IpaBOM BEpPXHEM YTy
MepBOro JIUCTa JOKYMEHTa, Ha TEPBON CTpPaHMIIE COMPOBOIUTEIIBHOTO MHUCHMa K
JIOKyMEHTaM U JIOTIOJIHIETCS YKa3aHUEM HOMepa HK3eMIUIsIpa JOKyMEHTa.

[Ipu mpoxoxaenun B C3J] JOKYMEHTOB, cojaepxX amux HHPOPMAIIUIO
OTPAaHUYECHHOTO PACIPOCTPAHEHUS, B AJIEKTPOHHO-PETHUCTPALMOHHOW KapTOUYKE
nokymeHTa (nanee - OPK nokymenTa) ctaButcs ormetka « KoHpuaeHnanbsHo».
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12 - aapecar — wucnonb3yercss Npu OGOPMIICHUM CIYXKEOHBIX  IHCEM,
BHYTPEHHUX JIOKYMEHTOB.

AgnpecatoM JIOKyMEHTa MOTYT OBITh OpraHbl TOCYJAapCTBEHHON BIACTH,
yupexaeHus, opranuzanuu, [lonpasneneHus, JOKHOCTHBIC JIMIA WK (U3NYECKUE
uua.

PexBu3utT «agpecar» npocTaBisieTcsl B BEPXHEH MPaBOil 4acTH IOKYMEHTa (Ha
OJaHKe ¢ YIJIOBBIM PAcCIOIOKEHUEM PEKBU3UTOB) M MEYATACTCS Ha PACCTOSIHUM 5 CM
OT BEPXHETO Kpas JIMCTa WIHM CIIpaBa MoJl PeKBU3UTAMU OiaHKa (TIpH MPOIOIEHOM
PacCIOJIOKEHUH PEKBU3UTOB OnaHKa). CTPOKH pEKBU3HUTA «aJpecar» BbIPaBHUBAKOTCS
T10 JIEBOMY Kparo WU LEHTPUPYIOTCSI OTHOCUTENBHO CAMOU JIIMHOM CTPOKH.

[Ipn agpecoBaHuM TOKyMEHTa B OpraH BJACTH, YUPEKICHUE, OpraHU3alUIo
unu llonpaznenenue (0e3 ykazaHusi JOKHOCTHOTO JIMIIA) WX HAWMEHOBAHUS
YKa3bIBAIOTCS B UMEHUTEJILHOM NaJeXe, HallpuMep:

Munucmepcmeo ¢unancos Caxanunckoi
obnacmu
WK
IIpasumenvcmeo Caxanunckou oonacmu
Ananumuueckuii denapmamenm

[Ipu agpecoBaHWM NOKYMEHTa PYKOBOJAWTEIKD OPraHW3allMd HAUMEHOBAHUE
JOJKHOCTH PYKOBOJIUTENSI, HAUMEHOBAHWE OpraHM3aIuu, (amMmins ¥ WHHUIHATBI
JOJKHOCTHOTO JIMIA YKA3bIBAETCS B JIATEIIBHOM TAJI€KE, HATPUMED:

Pykosooumenio @edepanvhoii

CyoHcObl N0 Mpyoy U 3aHAMOCMU
Damunus U.0O.

[Ipu agpecoBanuu nucbMa pykoBoauTento lloapazaenenus, CTPyKTypHOIrO
NOJpa3JIeICHUs] OpraHW3allMi, HAaUMEHOBAaHWE OpPraHMU3aIlMU yKa3bIBaeTCcs B
MMEHUTEIILHOM TaJeKe, HIDKE — B JIaTEIbHOM TMaJIe’ke HAMMEHOBAHUE JOJIKHOCTHU
PYKOBOIMTENS, BKIIOUAIONIEe HAWMEHOBAHHME CTPYKTYPHOTO TIOApa3/ciICHHUS,
(haMuITnI0, MHUIIMAIIBI, HAIPUMED:

Aomunucmpayus 2copooa FOxcno-Caxanuncka
Hauanvnuxy /lenapmamenma 3K0HOMUYECKO20
paseumuisl
Damunusa U.0.

[Tepen  damuaueil  AODKHOCTHOTO  JIMIA  JOMYCKAaeTCsA  yHOTPEOATh
COKpaIlleHHE «T-Hy (TOCIIOAMHY), €CIIH aJpecaT MYKYHMHA, «r-)Ke» (TFOCIOKE), CCIH
ajJipecar JKeHIIHA.

[Ipu pacchulke JOKYMEHTa TpyIIle OpraHM3aliii OJXHOrO THIIA WIH B
CTPYKTYpHBIC  TOJpa3JeCHUS OIHOW OpraHu3alliu, ajapecaT yKa3bIBacTCs
0000I1IeHHO, HAIIPUMED:



18

Mynuyunanvhvie npeonpusmusi
eopooa FOoxcno-Caxanuncka

[Ipu paccbuIke JTOKyMEHTa HE BCEM OpraHM3alMsIM WIHW CTPYKTYPHBIM
MOJIpa3fieICHUsIM TI0J] PEKBU3UTOM «aJpecar» B CKOOKax YyKa3biBaeTcs «(Io
CIIUCKY )», HAIIpUMED:

Mynuyunanvhsie npeonpusmust
2opooa FOxcno-Caxanuncka
(o crucky)

JIOKyMEHT He JOJDKeH cojaepxarTh Ooublle 4eTblpex aapecaTtoB. CiioBo
«Komus» nepen BTOpbIM, TPETHUM U YETBEPTBHIM aJpecaTaMy He ykasbiBaercs. [lpum
HampaBJIeHUM JOKyMeHTa O0ojiee 4YeM B YEThIpE aJpeca COCTaBIAETCS CIUCOK
PACCBUIKH JIOKYMEHTA, KOTOPBIN MOANMUCHIBAETCS UConHUTENeM. Ha camoMm nuceme
B 9TOM CJIyuyae yKa3blBaeTCs OJUH ajpecar uiu aapecar ohopmiisercss 0000IIEeHHO.

B cocTtaB pekBH3nTa «ampecar» MOXKET BXOAUTH MOYTOBBIN aapec. [louToBbii
agpec YKa3bIBaeTCs B IOCIEI0BATEIIbHOCTH, YCTAHOBIEHHOU [IpaBriiamu okazanus
YCIIYT IIOYTOBOM CBSI3H , HAIIPUMED:

Bcepoccutickuti nayuno-uccnedosamenbckuti
UHCIMUMYm OOKYMEHMOBEOeHUs U APXUBHO20
oena
Ilpogcoroznas yn., 0.82,
Mocxkea, 117393

[TouToBBIN anpec MOXKET HE YKa3blBaThCA B JIOKYMEHTaX, HAlpaBlISIEMbIX B
BBICIIIME OpraHbl BJIACTH, BBIIIECTOALIME OPraHU3alluM, I10JBEIOMCTBEHHBIE
OpraHHu3alMi U TOCTOSIHHBIM KOPPECIOHJEHTaM (32 HUCKIIOUEHHEM HalpaBICHUS
MMCEM yKa3aHHBIM aJipecaraM B KOHBEPTaxX C MPO3PAYHbIMU OKHAMM).

[Ipu angpecoBanuu MOKyMeHTa (HU3UYECKOMY JIUILY YKa3bIBAIOTCS: (pamuims,
VHUIAAJIBL, IOYTOBBIN aIpEC, HAIPUMED:

Obpasyosy O.I1

Caoosas yn., 0. 5, k6. 12,

2. Jlunku, Kupeescxuu p-omu,
Tynvckas oba., 301264

[Ipu oTmpaBke MUChbMa IO JIEKTPOHHON MOYTE WM MO (PAKCUMUIBLHOUN CBS3H
(6e3 MOCBHITKM MO TIOYTE) MOYTOBBIN aapec He ykasbiBaeTcs. llpu HeoOXomuMOCTH
MOXXET OBITh YKa3aH dJIEKTPOHHBIN asipec (Homep Tenedona/dakca).

13 — rpud¢ yTBep:KIeHUS TOKYMEHTa — IPOCTABISAETCS HAa JOKYMEHTE B
CJIy4ae €ro yTBEPKJICHHUS JIOJDKHOCTHBIM JIMIIOM, PacCHOPSIUTEIbHBIM JOKYMEHTOM
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(mocTaHOBIICHHE, pElIEHUE, pPacHopsiKEeHUe, MpPHUKa3, MPOTOKOJ) WM peIIeHUuEM
KOJIJIETHAJIbHOTO OpraHa.

I'pud yTBepx)aeHusi pasmeniaercs B MPaBOM BEPXHEM YIIY TEPBOTO JINCTa
nokyMeHTa. CTpOKM pPEKBU3WTA BBIPABHUBAIOTCA IO JICBOMY Kpaw WU
LHEHTPUPYETCS OTHOCUTEIIBHO CAMOW JUIMHHOM CTPOKH.

[Ipu yTBepIeHUH JOKYMEHTa IOJDKHOCTHBIM JIMIIOM TpU(] YTBEpKIACHUS
coctroutr wu3 cinoBa YTBEPXJIAKO, ©HaumeHoBaHUS  JOJDKHOCTH  JIMIIA,
YTBEPKJAIOMIETO JOKYMEHT, €ro TMOAMNHCH, WHUIMAIOB, ¢GaMUIud W JaThl
YTBEPKJICHUS, HATPUMED:

VTBEPK/IAFO
Buye-map copooa Oxcno-Caxanuncka

(nuuHas noonucs) (UHUYUATLL, hamunus)
oama
WIH

YTBEPKJIAFO
Mbp 2opooa FOxcno-Caxanuncka

(MuuHas noonucs) (UHUYUAILL, Gamuius)
dama

[Tpn HAMMYMKM HECKOIBKUX TPU(OB YTBEPKIACHUS MX PACIOJIaralOT HAa OTHOM
YPOBHE.

[Ipu yTBepXJACHUM JOKYMEHTAa pPaCHOPSAUTEIbHBIM JOKYMEHTOM Tpud
yTBepxkaenus: coctouT u3 ciaosa Y TBEPXJIEH (YTBEPXJIEHA, YTBEPXJIEHbBI
nwmn  YTBEPXJIEHO) co cchuikoli Ha HaWMMEHOBaHME BHJAa JIOKYMEHTa B
TBOPUTEIBLHOM MaJeXke, €ro AaTbl U HOMEpPA, HalpUMeEp:

YTBEPK/I[EH
NOCMAHOBIeHUeM AOMUHUCMPAYUU

eopooa IOsicno-Caxanuncka
om N

17R10
YTBEP/IEHO

pacnopscenuem aOMUHUCMpayuu
eopooa FOoicno-Caxanuncka

om N

14 — 3aro/10BOK K TEKCTy — KpaTKOE CO/Iep’KaHue JOKYMEHTA. 3arojloBOK K
TekcTy dhopmynupyercs ¢ npeioroM «O» («O6») u oTBeyaeT Ha BOIIPOC «O yeM»?

3arooBOK K TEKCTy OQOpMISieTCs TMOJ PEKBU3UTaMM OJlaHKa CclieBa, OT
TPAHULIBI JIEBOTO TOJIS.



20

3aroloBOK K TEKCTY MOXKET HE COCTaBJISAThCSA, €CIM TEKCT JOKYMEHTa He
MPEBBIIAET 4-5 CTPOK MIIM COCTOUT U3 OJHOTO MPEAJIOKEHHUS.

15 — TekeT HOKyMeHTa - oOpMIISIETCS B BHJI€ CBSI3HOTO TEKCTA, AHKETHI,
TaOJIUIIBI WU B BUJIE COCTUHEHHS ITUX CTPYKTYP.

TekcT nmokymMeHTa JOJKEH OBITh COCTABIIEH TPaMOTHO, SICHO, TIOHSTHO W TIO
BO3MOXXHOCTH KpaTKo. TEKT JOJDKEH COIEpKaTh JOCTOBEPHYK) U AKTYyaJbHYIO
uH(pOpMaIUIO, JOCTATOYHYIO [JISi TPHUHSATHS DPEIICHHH WIA WX HCIOJHEHUs, He
JIOJKEH JIOMYCKATh Pa3IMYHBIX TOJIKOBAHUMH.

B TekcTe mOKyMeHTa, MOATOTOBIEHHOM HAa OCHOBAHHMM 3aKOHOJATEJIbHBIX WIIH
WHBIX HOPMATHBHBIX TIPaBOBBIX AaKTOB, paHee W3JAAHHBIX PACTIOPSAUTEIBHBIX
JIOKYMEHTOB, YKa3bIBAIOTCS UX PEKBU3UTHI:

- HAaMMEHOBAHME JIOKYMEHTa, HAUMEHOBAaHWE OpraHa BJIacTH, OPraHU3alUuUd —
aBTOpa JOKYMEHTa, Jara JOKyMEHTa, PETrUCTPAlMOHHBII HOMEp JOKYMEHTa,
3arojIOBOK K TEKCTY;

- HAaUMEHOBAHWE OpraHa BIACTH, OpPraHU3alUH WA JIOJDKHOCTHOTO JIMIIA,
YTBEPJAMBILETO JOKYMEHT, AaTy YTBEPKIACHHS JOKYMEHTA.

[lepBas cTpoka a03airia HaUMHAETCS HA PACCTOSHUM 1,25 CM OT JIEBOM T'paHMIIBI
TEKCTOBOT'O TOJIS.

B oTmenbHBIX cimydasix JOIMyCKaeTCsi YMEHbBIIICHHE UHTEPBAJIOB U mpudTa (10
Ne 13) npu HEOOXOTUMOCTH pa3MeEIIeHUsI TEKCTa Ha OTHOW CTpaHUIIE.

CBsI3HBIN TEKCT, KaK MPaBHIIO, COCTOUT U3 JIByX M Oojee yacteid. B mepBoit
yacTu (mpeaMOyne) yKa3bIBalOTCS OOOCHOBaHUE, W3JIOKEHUE MPUUYUH HaAMMCAHUS
NMCbMa, MOTUBUPOBKA, BO BTOPOW, HAUMHAIOWIEHCS ¢ ad3ana - pemieHus, BhIBOJBI,
3aJlaHds, TpPOChObI, TPENJOKEHUs, PEKOMEHAAIMH, Corllachue, Hecoriacue,
BBIpAXEHUE FapaHTUU U T.II.

TekcT MOXeT coiepKaTb OJHY 3aKJIIOYUTENbHYIO 4YacTh (Hampumep:
MOCTAHOBJICHUS, PACIOPSIKEHUS - MOCTAHOBISIONIYIO (PaCHOPSIAUTENbHYIO) YacTh
0e3 KOHCTaTUPYIOIIEH; MUChMa, 3asBICHUS - MPOCHOY 0€3 MOsSICHEeHUsI, HATOMUHAHUE
0e3 mpeamOyinbl, coolbiieHrne 0e3 00OCHOBAaHMS, BBIPAKEHUsI OIarolapHOCTH WITU
COUYYBCTBUSA U Jp.; CIPaBKH, JOKJIAJHBIE 3allUCKU - OIEHKY (HAKTOB, BBIBOJbI).
[Tocneauuii MyHKT MOCTAHOBIISIIOLIEH (pacTIOPSIANTENBHOM) YaCTH MOXKET COIEPKATh
cefgeHuss o llompasneneHuu WM JTOJDKHOCTHOM JIMIE, Ha KOTOPOE BO3JIAraercs
KOHTPOJIb 32 UCITOJIHEHHEM JIOKYMEHTA.

TekcT NOKyMEHTa MOXKET COAEp)KaTh  pa3fenbl, NOJApa3Jeibl, IyHKTHI,
NOJITYHKTBI, HyMepyemMble apaOCckumu Ludpamu. YpoBHEW pyOpUKALMM TEKCTa HE
JOJDKHO OBITH O0Jiee YeThlpeX. 3arojloBKM  pa3/iejoB IEYaTaroTCs MNPOMUCHBIMU
OyKBaMH TOJNY>KMPHBIM IIPU(PTOM, LEHTPOBAHHBIM CIOCOOOM (OTHOCHUTEIBHO
rpanuil Tekcta). [logpa3aensl, MyHKTHl U MOAMYHKTHl TEKCTa MUIIYTCS ¢ a03alHOTrO
orctyna. Touka B KOHIIE 3arojoBka He craBuTcs. Homep mnoapaszgena QoiKeH
COCTOSITh W3 HOMEpa pa3fena MU HOMeEpa MOoApa3AeNia, pPa3delCHHbIX TOYKOU
(manmpumep, 1.2.). HoMep myHKTa JOKEH COCTOSTH U3 HOMEpa pasjiesa, mojapasena
U TIyHKTA, pa3JeleHHbIX ToukaMu (HarpuMmep, 2.3.1.). [IyHKTbI, mpu HEOOXOUMOCTH,
MOTYT MOJPa3JENsATbCS HA MOAMYHKTHI, KOTOPBIE MAOKHBI MMETh IOPSAJIKOBYIO
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HyMEpalMI0 B Mpenenax Kaxziaoro nyHkra (Hanpumep, 1.2.2.1.). Ecim Tekcr
JOKYMEHTa (ero pa3/iein) COAECPKUT OJUH MYyHKT, TO HOMEpP €My HEe IPUCBAaUBAETCS.

[Ipyn u3roToBIEHHH [TOKYMEHTOB Ha JBYX M OoJjiee CTpaHUIAX BTOPYIO H
NoCJEeAyoIMe CTpaHulbl HyMepyroT. llopsnkoBele HOMeEpa MPOCTABISIOT
MOCEPEeIMHE BEPXHETO TOJsl CTPAHHUIIBI apaOCKUMH IudpaMu 0e3 CIIOB «CTPaHUIIA»
(CTp.) ¥ 3HAKOB MpPEITHHAHUS.

JIOKyMEHTBI COCTABIISIFOTCS HAa PYCCKOM SI3bIKE€ KaK TOCYJapCTBEHHOM SI3BIKE
Poccuiickon ®enepannu. TekCT NOKYMEHTa M3JIaraercst PyCCKMM JIMTEPaTypPHBIM
A3BIKOM C YYETOM OCOOEHHOCTEW O(UIIMaIbHO-JEIOBOTO CTHIIS, BUJA AOKYMEHTAa U
€ro Ha3HaYeHUs B yNpPaBIEHYECKON fesaTrenbHOoCTU. ConepkaHrue TOKyMEHTa JTOJIKHO
OBITh M3JI0)KEHO KPATKO, JIOTUYHO, TOUYHO U SICHO.

TexcThl TOKYMEHTOB U3JIaratoTcs OT:

l-ro nuuma eIWHCTBEHHOIO YHCJa — PacloOpsAMTENbHbIE JTOKYMEHTHI,
IpUHUMaeMble Ha NMpUHIMNaxX eauHoHadanus. Hanpumep: [Ipeanaraio moaroToBUTh
U MpeJCTaBUTh Ha paccMmoTpenue; [Ipomry paccMorperh BOmpoc 00 yCTaHOBJIECHUHU
JTOTHBIX TapUQOB...;

3-ro nuUa €QUHCTBEHHOIO 4YHUCJa — JOKYMEHTHl KOJIJIETHMAJbHBIX OpraHOB.
Hanpumep: Angmunnctpanus ropoga FOxxno-CaxaauHcka HOCTaHOBIISET. . .|

3-ro jMIa MHOXXECTBEHHOI'O 4HCia - MPOTOKoJbl. Hampumep: ciymanu...;
BBICTYIWJIM...; PEIIWIH (IIOCTAHOBUIIN).

B CcOBMECTHBIX JOKyMEHTaX TEKCT M3JararoT OT IMEpBOro  JMIa
MHO>KE€CTBEHHOT'O YHCJIA: IPUKA3BIBAEM..., PEIIHIIN. ..

B nucemax ucnons3ytot cienyromue (GopMbl U3JI0KEHUS:

- OT MEPBOTO JIMI[A MHOXECTBEHHOIO YKciia (IPOCUM HalpaBUTh, HAMIPABIIsEM
Ha pacCMOTPEHHUE);

- OT MEpPBOTO JMIA €IWHCTBEHHOTO 4Hucia (CYMTAI0 HEOOXOAMMBIM, MPOIILY
BBIJICJIUTD), €CIIU MUCHMO O(POPMIIEHO Ha JOJIKHOCTHOM OJIAHKE;

- OT TPETHEro JHIla €AMHCTBEHHOTO uucia (aJMUHUCTpAIlMS HE BO3PAXKAET,
aIMUHHUCTpPALUs CYUATAET BO3ZMOKHBIM).

B TexcTax HOpMaTHBHBIX MPAaBOBBIX aKTOB MCIOJIB3YIOTCS IVIarojisl B ¢opme
HACTOSIILIETO BPEMEHH, MPUIAIOIINE TEKCTY MPEANUCHIBAIOIINNA XapaKTep.

B Tekcte AokymeHTa MOMKHBI OBITH COOMIONEHBI HOPMBI JIMTEPATyPHOTO
a3pika. CiioBa JIHANEKTHBIE, PAa3rOBOPHBIE W ycCTapeBIIME HUCKIo4atoTcs. CioBo B
TEKCT€ JIOKYMEHTa JOJDKHO YIOTPEONAThCA B TOM 3HAYEHUH, B KAKOM OHO
ynorpeonsieTcss B OOUIEIUTEPAaTYpPHOM SI3bIKE, HE JOIMYCKAaeTcs BO3MOXKHOCTH
JBOSIKOTO WJIM HEONPEJEICHHOrO0 TOJIKOBaHUS, MHOTrO3HayHOCTH. llpu Hamuuum
JIEKCUYECKUX BApPUAHTOB MPEANOYTEHUE OTHAETCA CTUIMCTUYECKH HEUTpalbHBIM
eMHUIAM, HApUMep: U3 JIBYX (HOpPM - «HAIO» U «HEOOXOAMMO» - MPEANOYTECHUE
ClelyeT OTJaBaTh BTOPOMY BapHaHTY, TaK KaK NEPBbIA BapUaHT UMEET Pa3rOBOPHBIN
OTTEHOK.

B Tekcrax  JOKyMEHTOB  yHOTpEeOJSIOTCA  TOJBKO  OOLIENpPUHSTHIE
ab0peBHaTyphl U TpaUUecKre COKpaIIeHuUs.
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[Ipu ymoTpebiaeHun B TEKCTe (GaMUIUN JIWI WHUIIHATBI YKa3bIBAIOTCS IOCIIC
bamunuu.

B nenoBbIx (CiTy»eOHBIX) MUChMaX HUCIIOIb3YIOTCS:

- BCTYNHTEIIbHOE OOpallleHHe, OTAENsIeMOe OT MPEIbIAYIIEr0 PEKBU3UTA
untepBaioMm 24 ot (0,85 cm), oT Tekcta nokymenTa uarepsaiom 18 nr (0,64 cm).

Yeaoicaemwiii cocnooun [Ipoxopos!

Veaowcaemasn Onvea Hukonaegna!

Veaoicaemvrii cocnooun Ilpeocedamens!

VYeaoicaemvle konneau!

B oOpamennn mo AOKHOCTH HAaWMEHOBAaHHME JODKHOCTH THIIETCS C
MPOMKMCHOM OYKBBI, B OOpaIIeHUH 1Mo (haMIINA WHAINAIIBI JINIA HE YKa3bIBAIOTCA.

- 3aKJTIOYMTENIbHAS STUKETHAS (pasa:

C ysaoicenuem... .

IIpu orcyrcTBUM oOpamieHust «YBakaeMbld (as)....!», TEKCT OTHAEISAETCS OT
HalMEHOBaHMS JOKyMeHTa (3arosioBka) uatepsaiom 24 nr (0,85 cm).

16 — orMeTka 0 NPWIOKEHUM - COJCPXKHUT CBEICHUS O JAOKYMEHTE
(moKyMeHTax), TpUJiaraéMoM K OCHOBHOMY JIOKyMEHTY (B COIPOBOAMUTEIIbHBIX
MUChMaxX, aKTaxX, CIpaBKaX M JPYrux HHPOPMAIMOHHO-CIPABOYHBIX JOKYMEHTAaX)
WIX O TOM, YTO JIOKYMEHT SIBJISIETCS MPUJIOKEHUEM K OCHOBHOMY JIOKyMEHTY ( B
MPWIOKECHUSIX K TOCTAHOBJICHUSIM, PACTIOPSHKEHUSM, JOTOBOPAM U JP. TOKyMEHTaM).

B compoBomMTenbHBIX THUCBMax H APYTHX HWHGOPMAIMOHHO-CIIPABOYHBIX
JTOKyMEHTaX OTMETKa O MPHIOKEHUU OQPOPMIIICTCS TMOJ TEKCTOM, C a03aIHBIM
OTCTYIIOM OT TPAaHUIIbI JIEBOTO MOJsA, OTAEHSAETCA OT TEKCTa MHTEepBaIoM 6-12 mr
(0,21-0,42 cm) u odopmitsieTcs CIeayIOMNUM 00pa3oM:

- €CITM TIPUJIOKCHUE Ha3BaHO B TEKCTE:

Ipunoowcenue: na 2 1. 6 1 k3.

- €CJIM MPUJIOKEHUE HE HAa3BaHO B TEKCTE WJIM €CIU MPUIOKEHUN HECKOJbKO,
YKa3bIBaIOT Ha3BaHUS JOKYMEHTOB-IIPUIOKEHUH, KOJTUYECTBO JINCTOB U AK3EMIUISIPOB
Ka)KJIOTO MPUIIOKEHUS, HaIpUMeEDp:

Ipunoowcenue: 1. Ilonooscenue 06 omoene kaopog na 5 1. 6 1 7x3.

2. Unpopmayus o wmammuou yuciennHocmu Ha 2 1. 8 1 7x3.

B cOpomrropoBaHHOM TIPHIIOKEHUH YHCIIO JINCTOB HE YKA3bIBACTCSI, HAPUMED:

Ipunoowcenue: npoecpamma 8 1 3k3.

[IpunoxeHuss Kk JOKyMeHTaM OGOPMIISIOTCS Ha OTACIBHBIX JIHCTaX Oymaru.
Pa3meps! moneit, mpudThl 1 MEKCTPOYHBIC MHTEPBAIBI MIPU MTeYaTAHUHU TTPUITOKCHUIN
UJCHTUYHBI pa3MepaM, TPUMEHSEMBIM TMpU TeYaTaHUU TEKCTOB OCHOBHBIX
JIOKyMEHTOB.

Ecnmm  1MOKyMEHT, SBISIOMUKCS TPWIOKCHHUEM, HMEET MPWIOKCHHUS C
CaMOCTOATENILHOM HyMepalueld CTpaHul, TO OTMETKAa O HAJIUYUMU MPUIOKECHUS
odopMIIsieTcs CIEAYIOIMHUM 00pa3oM:

Ipunooicenue: oocosop om 31.02.2007 N 17 u npunodxcenus K Hemy, 6ce2o Ha
10 1.
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Ecnu npunoxenueMm sBiseTcss 000COOJNICHHBIA 3JEKTPOHHBIM HOCHUTEND
(KOoMTTaKT-TUCK, usb-(enr-HakonuTe b U JAp.), TO OTMETKA O HAJMYUU TPUITOKCHUS
oopMIIsieTcs CIeAYIOIHUM 00pa3oM:

Ipunoocenue: CD 6 1 9x3.

[Ipu sTOoM Ha BKIajbIIie (KOHBEPTE), B KOTOPBIA IMOMENIACTCS HOCHUTEINb,
YKa3bIBAIOTCS HAaNMMEHOBAHUS JOKYMEHTOB, 3allCaHHbIX HAa HOCHUTENb, HMEHa
¢aiinos.

Ecnu npunoskeHre HampapisiOT HE BO BCE YKa3aHHBIC B JJOKYMEHTE ajpeca, TO
OTMETKY O €r0 HaIM4u# 0(hOPMIISIFOT CJICTYIOITUM 00pa3oMm:

Ilpunoowcenue: na 2 n. 8 1 9x3. 8 nepsvlii aopec.

B pacmopsauTenbHBIX  TOKyMEHTax  (TIOCTaHOBIICHHS, PaCIOpPSDKCHUS,
peIieHus, TPHUKa3bl, JOTOBOPHI W Jp.) OTMETKAa O NPHIOKCHHH O(QOpMIISETCS
CJIEAYIOIINM 00pa3oM:

- B TEKCTE JIOKYMEHTa TIPH IEPBOM YIIOMHHAHWUW TPUJIOKEHUS B CKOOKax
yKa3bpIBaeTcs (MpUIIOKEHUE) WK ... (IpuiiokeHue Ne...), HampuMmep:

Paszpabomame u npeocmasums na ymeepoicoenue 2pagux npuema parcoau
Ha nepeviti keapman 2012 2. no popme (npunosicernue Ne 1).

- Ha TIEPBOM JIHCTE JOKyMEHTA-TIPWJIOXKEHHS B TMPABOM BEPXHEM YTy
YKa3bIBaCTC:

Ipunooicernue N 2

K NOCMAHOBIEHUIO0 AOMUHUCMPAYUU
eopooa FOocno-Caxanuncka

om N

Ecnu nmpunoxeHuem K TOKyMEHTY (HampuMep, K MOCTAHOBJICHHIO) SIBIISCTCS
yTBEPKJIAEMbIH JOKYMEHT (TOJIOKEHHE, MTPaBUIa, MHCTPYKIIUS, PETJIAMEHT | JIp), Ha
MIEPBOM JIUCTE TIPUIIOKEHUS MMPOCTABIISIETCS OTMETKA O TIPUJIOKEHHUH (0€3 CChUIKM Ha
pPacCIoOpSIUTENIbHBIM JTOKYMEHT) W TpuU(d YTBEPKACHHUSA, B KOTOPOM YKa3bIBAIOTCS
JAHHBIE PACTIOPSIAUTEIIBHOTO JIOKYMEHTa, KOTOPbIM YTBEPXKAACTCS JOKYMEHT-
MPUIJIOKEHNUE, HAITPUMED:

[Tpunoxenue Ne [
YTBEPX][EHO
NOCMAHOBNIEHUEM AOMUHUCMPAYUU 20P00a
FOorcno-Caxanuncka
om No

Cmosa YTBEPXIEHO, YTBEPX/IEH cormacyioorcs B pone U 4YHCIE €
NEPBLIM CJIIOBOM HAMMEHOBAHUS BHJIa YTBEPHKAAEMOrO JOKYMEHTA: MOJIOKEHUE —
YTBEPXIEHO, nporpamma — YTBEPXKJIEHA u T.1.

3aroJioBOK K TEKCTY MPUJIOKEHUS BBIPABHUBAETCS MO LUEHTPY, OTAEIAETCSA OT
npenpayiero peksuzura uHTepsasiom 36 nrt (1,27 cMm), OT TEeKCcTa MPUITIOKEHUS -
unreppasioM 24 nr (0,85 cm). HaummenHoBaHue BuAa NOKyMEHTa (IIEPBOE CIIOBO
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3arojioBKa MPUJIOKEHUA) (MOJIOKEHHE, YCTaB, MHCTPYKIHUS U JIp.) M 3arojoBOK
oopMIIsieTCs MOy KUPHBIM IIPUGTOM, HaITPUMED:

110/IO’KEHHE
Ob OIUIATE TPY/IA PABOTHHKOB

[Ipu pasmMemnieHnn 3arojioBKa K TEKCTy Oomibinoro oobema (Oonee 2-3 CTpoOK),
HAaMMCHOBAaHWE BHJa JOKYMEHTa (TIOJIO)KEHWE, WHCTPYKIHUS, MpOTpaMma)
BBIJICIISICTCS TIOMY>KUPHBIM MIPU(TOM, 3ar0JIOBOK — CTPOYHBIMU OyKBaMH, HAPUMED:

HHCTPYKIHUA
no denonpou3eoocmaey 6 admunucmpayuu 2opooa Fscno-Caxanuncka

TekcT npunoxxeHus, Npu HeOOXOAUMOCTH, OPOpMIISIETCS B BUAE TaOIUILIbI (TpU
OomnpiioM KonuuecTBe rpad pazmepom 12). I'padbl 1 cTpokM TaOIUIBI JTOKHBI
MMEThb 3aroJIOBKH, BBIPQXECHHBIE HMEHEM CYIIECTBUTEIbHBIM B HMEHUTEIHHOM
nazaexe. [logzaronoBku rpag U CTpOK rpaMMaTUUYECKH JI0JIKHBI ObITh COITIACOBAHBI C
3aroJoBKaMH. 3arojoBKHM Ipad MUIIYyTCS ¢ MPONUCHBIX OYKB, a MOJ3arojOBKU - CO
CTPOUYHBIX, €CIIM OHH COCTABJIAIOT OJHO LIEJIO€ C 3aroJIOBKOM, T.€. MOSICHSIIOT €ro.
Hanpuwmep:

Ob6bem cmpoumeribHO-MOHMaXHbIX pabom, 8bInOfHEHHbIX

oOpsiOHbIM criocobom X035licm8eHHbIM Cr1ocobom

Ecnu moa3aromoBok MMeEET CamMOCTOSITENBHOE 3HAUYEHHE, TO OH MHIIETCSA C
MPOMKUCHOM OYKBBI.

Touka B 3arosoBKax W TMOA3arojioBkax rpad He craButcs. Eciu Tabmuiy
nevyararoT Oojee dYeM Ha OJHOW CTpPaHMIEe, 3arojOBOYHAS YacTh TaOJHIIBI
(mammeHoBaHWEe Tpad) TOBTOpSETCS HA KaXIO0M cTpaHuie (JIUO0 MOBTOPSETCS
MIPOHYMEPOBAHHOE Ha TIEPBOM CTPAHHUIIE KOJIMIECTBO Tpad).

[Ipy HanMuuM B TEKCTE MPHUJIOKEHHI CCHUIKM Ha CHOCKY OHa OQopMIISeTCs
3Be3/I0YKOM uiu 1udpoir co ckoOkol. TekcT cHocku meuyaraercss uepe3 |
MEKCTPOUHBIM MHTEPBAd B KOHIE KaXJOW CTpaHUIBl WU TOCIE MPUIOKECHUS B
uenom nox yeprou. [lociie cumMBONIa CHOCKM €€ TEKCT IeYaTaeTcsi ¢ IMPONUCHOU
OykBbl. B kOHIIe TekcTa CHOCKHM cTaBUTCS Touka. Ha omgHOW cTpaHuUIle HE JTOJDKHO
MPOCTABIATHCS 00JIee TPEX CHOCOK.

[IpunokeHus: He MOANUCHIBAOTCA.

17 — rpu¢ corracoBaHusi JOKYMEHTa — MPOCTABISAETCS HA JOKYMEHTaX,
COTJIACOBAHHBIX OpPTaHAMM BJIACTH, OPTaHU3AIUSMU, JOHKHOCTHBIMU JullaMu. [pud
COTNIACOBAaHUS, B 3aBHUCHUMOCTH OT BHJA JIOKYMEHTa M OCOOEHHOCTEH €ero
o(OpMIICHUS, MOXET MPOCTABIATHCS:
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- Ha TIEPBOM JIUCTE JOKyMEHTA (€Clu JOKYMEHT UMEET TUTYJIbHBIN JIUCT — Ha
TUTYJIBHOM JIUCTE) B JIEBOM BEPXHEM YIVIy Ha YPOBHE rpuda yTBEp>KJICHHUS WU O]
HAaUMEHOBAHHUEM JIOKYMEHTa OJIMKE K HUKHEMY TIOJIIO);

- Ha MOCJIEIHEM JIUCTE JOKYMEHTA MO TEKCTOM;

- Ha JINCTE COMIACOBAHUS, SABIISIIOLIEMCS] HEOThEMJIEMOM YacThIO IOKYMEHTA.

['pud cormacosanus cocrout u3 cioBa COITIACOBAHO, nomxHoCTH nu1a, €
KOTOPBIM ~ COIVIaCOBaH JOKYMEHT (BKJIIOYasi HAaMMEHOBaHUE OpraHa BIIACTH,
OpraHu3aIym), TOAMUCH JTODKHOCTHOTO JIUIA, pacii(pOBKYU MOANKCH (MHUIIAAJIOB,
(haMHUIIMN) ¥ TaThl COTYIACOBAHUS, HAITPUMED:

COI'JIACOBAHO

Hauanvnux oenapmamenma cmpoumenscmaa
Jluunas noonuco U .0.Damunus
Jlama

Ecnun cormacoBaHue OCyIIECTBISETCS KOJJIETHAJIbHBIM OpPraHoM, B rpude
COIVIAaCOBAHMSI YKa3bIBAIOT CBEJIEHUS 00 OpraHe, COIIacOBaBUIEM JOKYMEHT, JlaTe€ U
HOMEpE MPOTOKOJa, B KOTOPOM 3a(UMKCHPOBAHO pEUIeHHE O coriacoBaHuu. Ecmu
COINIACOBAHUE OCYLIECTBIIETCA MMCbMOM, YKa3bIBaIOT BUJ JOKYMEHTA, OPTaHU3aLUIO
— aBTOpA TOKYMEHTA, AaTy 1 HOMEp IHUCHMA.

[Tpu HanmU4YMKM HECKONBKUX TPU(OB COMTACOBAHUS UX PACIONAraloT Ha OIHOM
YPOBHE.

18 — BH3a - pEKBU3WUT JOKYMEHTA, YKa3bIBAIOIIWM HA COIVIACUE WIH
Heconlacue JODKHOCTHOIO JIMLA C €ro coiepkaHueM. Busoll odopmisercs
BHYTPEHHEE CONIACOBaHME JOKyMEHTa. Bu3a BKIIOYaeT JOJDKHOCTh JIMLA,
BU3HUPYIOILIETO JOKYMEHT, MOJIMUCH, PACIIM(PPOBKY MOAMUCH (MHUIHANBI, (PaMUITHIO)
U 1aTy BU3UPOBAHUs, HallpUMED:

Hauanvnux opuouuecxkoeo omoena
Hoonuco  U.O.Damunus

Jlama

[lpy wHanuuuu 3aMe4aHuil, OCOOBIX MHEHMH, JOMOJHEHUH K TMPOEKTY
JOKyMEHTAa BU3y 0QOPMIISIOT CIEAYIOUM 00pa3oM, HallpuMep:

3ameuanus npunazaomcs
Hauanvnux ropuduueckoeo omoena
lloonuce  U.O.Damunus

Jlama

3ameudanusi, 0coOble MHEHUS, JOMOJTHEHUS OQGOPMIISIOTCS Ha OTIEIHLHOM
JIACTE, MOAMUCHIBAKOTCS, JATUPYIOTCS U MPUIATAIOTCS K IPOEKTY TOKYMEHTA.
Bo3moxxHo odopmieHne B3 T0KyMEHTa Ha OT/IEILHOM JIUCTE COTIIACOBAHMUSI.
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[Ipy HEOOXOAUMOCTH MOMKET MPUMEHSTHCS MOJINCTHOE BU3HPOBAHUE
JIOKyMEHTA U €ro MPUJI0KEHUH.

Ecnu B npouiecce BU3NpOBaHMsI B IPOEKT JOKYMEHTA BHOCATCS CYILIECTBEHHBIE
W3MEHEHUs, OH MOJIJIEKUT TOBTOPHOMY BU3UPOBAHUIO.

B nokymeHTax, MOJUIMHHUKM KOTOPBIX XpaHATCS B OpraHU3alMd, BU3bI
IOPOCTaBISAIOT HAa TMOCIEAHEM JHMCTE JOKyMEHTa IOJ TMOANUChI0, Ha 000poTe
MOCJIEIHETO JIMCTAa IOJJMHHUKA JIOKYMEHTa WM Ha JIUCTE COIVIacOBaHUS,
IIPUIAraéMoM K JOKYMEHTY.

B ucxomsmmx JIOKyMEHTax BHU3bl INPOCTABIAIOTCA HAa  3K3EMIUIApax
JIOKyMEHTOB, IOMEIIAEMBIX B JIEJO.

IIpn npoxoxnenun nokymenra B CDJl, cormacoBaHWe NPOBOAWUTCS B
AIIEKTPOHHOU (hopme.

O6 opraHuzanuu MOpOLEAYyphl COINIACOBAHUS IPOEKTOB  JOKYMEHTOB
(BHEIIHEro, BHYTPEHHET0), ATanax U CPOKax COIIacCOBaHUs CM.pasfen 3.

19 — nmoanuce - sBiIsIeTCS 00s13aTENbHBIM PEKBU3UTOM JIOKyMeHTa. B coctas
PEKBU3UTA «IOAMKCHY BXOIAT: HAUMEHOBAHME JOJDKHOCTH JIMIIA, MOAMNMCABILETO
JIOKYMEHT, JIMYHasi TOJIUCh, paclIuppoBKa MNOANUCHA (MHULIUAIBI, (DamMuius).

Ecnu noxkymeHT odopmieH He Ha OnaHke, B HaMMEHOBAaHHUE JOJKHOCTHU
BKJIFOUAETCS HAMMEHOBAaHUE OpraHU3alMK, HalpuMmep:

Hauanvnuk /lenapmamenma obpazoeanus aoMuHucmpayuu
eopooa Hocno-Caxanuncka auyHas noonucs  HM.0.@amunus

[Ipu odopmienun n0OKyMeHTa Ha OJIaHKE OpraHu3alvd, HAaUMEHOBAHUE
OpraHu3alliyi HE YKa3bIBACTCsl, HAIIPUMED:
Hauanvnux /[lenapmamenma JIUYHASL NOONUCD U.0.Damunus
[Ipu odopmieHun mgokymMeHTa Ha OJaHKE JOJKHOCTHOTO JIMLA OJIKHOCTH
ATOTO JIMIIA B TOANKUCHU HE YKA3bIBAETCS, HAIPUMED:

auyHas noonuce M.O.@amunus

IIpy noamucaHnu AOKYMEHTA HECKOJBKMMHU JIOJKHOCTHBIMM  JIMLAMH,
3aHUMAOIIMMHU Pa3HOE MOJIOKEHUE, HUX NOMAINKCHU PACIOJIAraloT OJHY IO IPYrou B
IIOCJIEIOBAaTENBHOCTH, COOTBETCTBYIOLIEH CTaTrycy AokHOocTed. Ilogmuem moryt
OTIENATHCS OJTHA OT APYrou 1,5 - 2 MEeKCTpOUHBIMU MHTEPBAJIAMU, HAIIPUMED:

Hauanvnux /[lenapmamenma
00pazoeamusl JIUYHAS NOONUCD H.0.@Pamunusn

I aenwiii Oyxeanmep JIUYHAS NOONUCD HU.0.@amunus

[Ipu noanucaHuy JOKYMEHTa HECKOJbKUMU JIUI[AMHU PAaBHBIX JTOJKHOCTEU MX
MOJIMCH PACIIOIAratoTCA Ha OJHOM YPOBHE, HAllpUMeEp:
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Hauanvrnux Hauanvnux
Jlenapmamenma  obpazosanus Jlenapmamenma  30pagooxpanenus
Jluunas noonuce H.O.Qamunus JIuunas noonuce U.O.Damunus

B AJOKYMCHTAX, IOATOTOBJIICHHBIX KOMI/ICCI/ICI;'I, B IIOAIIMCH YKa3bIBACTCA CTATyC
Jrula B COCTaBC KOMHUCCHH, HAIIPHUMCDP:

IIpeoceoamensy komuccuu auynasn noonuco  M.O.Damunus
Ynenwvt komuccuu JUYHASL NOONUCH U.O.Qamunus
JUYHASL NOONUCH U.O.Qamunus

[Tonnucu 4YJIEHOB KOMHMCCHM pPaclojlaralorcs B al(paBUTHOM MOPSAKE IO
bamunuu.

[Ipy mnoanmucaHuuM JAOKYMEHTAa JIMIOM, HCIOJHSIIOUIMM  OOS3aHHOCTH
PYKOBOIUTENSA, OANUCH OQOPMIISETCS C YKa3aHHUEM CTaryca JOJKHOCTHOIO JIMLA B
COOTBETCTBUU C PACHOPSKEHUEM (IIPUKA30M), HAIIPUMED:

Hcnonnsiowuil 06s3annocmu
MIpa 2opooa NOONUCH HU.0. Damunus

He nmomyckaercs mnoanmucelBarh JOKYMEHTBI C MPEMIOTOM  «3a» HWIIH
MPOCTABIICHUEM KOCOM YEPTHI NEPE] HANMEHOBAHUEM JTOJKHOCTH.

OpgnuM U3 cnocoOOB TMOAMUCAHUS JIOKYMEHTa SIBIISETCS HCIOJIb30BaAHUE
(hakcuMmIie Kak aHajiora COOCTBEHHOPYYHOU MOAMUCH. B COOTBETCTBUM CO CTAThel
160  I'paxkmanckoro Konekca  Poccuiickon denepanun HUCIIOJIL30BaHUE
(haKCUMUWIIBHOTO BOCIIPOM3BEJEHUS TIOAMUCH C TIOMOIIBIO CPEJCTB MEXaHUYECKOTO
WJIM WHOTO KOTIMPOBAHHUS JOMYCKAETCS B CIy4YasX U B MOPSIKE, NPEIyCMOTPEHHBIX
3aKOHOM, HHBIMH IPABOBBIMU aKTaMH WJIM COIIAIEHUEM CTOPOH.

[lonnuce oTHenseTcs OT NOCHEAHEH CTPOKM TEKCTa HHTEpBajioM 36 0T
(1,27 cm).

HaumeHnoBaHKE NOMKHOCTH JIMIA, HOAMMUCABIIErO JOKYMEHT, MEYaTaeTcsi OT
JIEBOM T'PaHHUIbl TEKCTOBOIO IOJS 4epe3 | MEKCTpPOUYHBIA MHTEPBAJ, JOIYCKaeTCs
LEHTPUPOBATh HAUMEHOBAHUE JOKHOCTH OTHOCHUTEIBHO CAMOM JJIMHHOM CTPOKH.
PacmmmdppoBka moamucu pacmoyiaraeTcsi Ha  ypOBHE TOCJIEAHEH  CTPOKHU
HaUMEHOBAaHMS JIOJDKHOCTH 0e3 mpobesia MexJy HWHUIMadaMud U (pamMusuen.
[Tocnenuss OykBa B paciu@poBKe MOIMUCH OTPAHUYUBAETCS TIPABBIM TTOJIEM.

3amecmumens HauanvHuKa
0bueco omoena JUYHASL NOONUCH HU.0.Damunus

20 — meyarb — 3aBEpSIET MOJUIMHHOCTH MOANUCH JOJKHOCTHOTO JIMIA HA
JIOKYMEHTaX, yJOCTOBEPSIONINX IpaBa Jull, GUKCUPYIOUIUX (PaKThl, CBSI3aHHBIE C
(MHAHCOBBIMU CPEICTBAMH, a TAaK)KE€ Ha MHBIX JOKYMEHTaX, MPearyCcMaTpPUBAIOIINX
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3aBEPEHUE TOANMUCH MEYaThI0 B COOTBETCTBUM C 3aKOHOIATENBCTBOM Poccuickont
denepanum.

[Teyats mpoCTaBIAETCS, HE 3aXBaThIBAs TUYHOUN MOJIUCH JIUIIA OAMHACABIIETO
JIOKYMEHT, WJId B MecTe, 0003HaueHHOM oTMeTKoN «MID» («MecTo neyarny).

21 - oTMeTka 00 MCHOJIHHTeJe - HeoOXoauma JUIsi ONEpPaTUBHOM CBSI3U
azpecara ¢ COCTaBUTENIEM JIOKYMEHTA B CIy4ae BO3HUKIINX BOIIPOCOB.

OtMmeTka 00 HCIONHUTENE TOKYMEHTA MPOCTABISETCS B JIEBOM HUKHEM YIITY
JUIEBOH (MPpU OTCYTCTBUHM MECTa - Ha OOOPOTHOW CTOPOHE) CTOPOHBI MOCIECIHETO
aucTa AokyMeHTa. OTMeTKa BKJIIOYAaeT (HaMHIINIO0, UMsI, OTYECTBO WCIIOTHUTENS U
HOMEp ero Tenedona, ¢ ykazanueM 100aBOUHOro HoMepa (mpu Hanunu) (0e3 OyKBBI
«T» U po0OesioB WK aehrucoB MexAy HUbpaMu HOMEpA), HAPUMED:

Ilempoe Hean Heanosuu
744567

[Ipu oTmnpaBke AOKYMEHTOB B JPYrod TOpOJ CIEAyEeT IOIMOJIHATH HOMEP
TenedoHa MeXTyropoHbIM KOJIOM, HaripuMep: (4242) 744567.

OtmeTka 00 UCIOJIHUTENIE MOXKET JOMOJHATHCS HAMMEHOBAaHUEM JIOJKHOCTH,
[Toapa3zaeneHus U AMEKTPOHHBIM aJIPECOM UCIIOTHUTETIS.

OtmeTka 00 MCTOTHUTENE MOXET O(QOPMIISATHCS KaK HIKHUM KOJOHTUTYJ H
nevararbCs NpudTOM MEHBIIIETO pa3Mepa.

22 - oTMeTKa O 3aBepeHMU KOMUM - OQOpPMIISETCS NI TOATBEPKICHUS
COOTBETCTBUS KOMHUH JOKYMEHTA (BBIMUCKU U3 JIOKYMEHTA) MOAJIMHHUKY JOKYMEHTA.
OTMeTKa O 3aBEpEHUU KOIMHH MPOCTABISAETCS Ha CBOOOJHOM OT TEKCTa MECTE WJIH,
MpU OTCYTCTBUM CBOOOJHOTO MECTa Ha JIUIIEBOM CTOPOHE JOKyMEHTa, Ha 000poTe
JOKYMEHTa W BKJIOYaeT: clioBo «BepHo»; HanMeHOBaHHME AOMKHOCTU JIUIIA,
3aBEPUBIIETO KOIHIO; €r0 COOCTBEHHOPYUYHYIO IMOINUCH; pacuin(poBKy MOANUCU
(vHULIMAIB, (DAMUIIHIO); 1aTy 3aBEPEHUS KOMMU, HAIPUMED:

Bepno
Iasnwiii cneyuanucm obweco omoena Jluunas noonuco H.0.Damunus
26.10.2016

Ecnu xomust BeIiaeTcst B APYTYI0 OPraHU3alMI0, OTMETKA O 3aBEPEHUHN KOITHH
JOTIONHSAETCS HAIMUCBI0 O MECTe XpPaHCHHS JOKyMEHTa, C KOTOpOro Obuia
U3TOTOBJICHA KOMWs, Hampumep: [loonunHux OOKymeHma HaxoOUumcs 8
aomunucmpayuu 2opooa FOxcno-Caxanuncka, 6 dene Ne 5 3a 2015 200 un 3aBepsieTcst
MeYaThi0 OPraHU3aIHH.

JIJIsi ipenocTaBlIeHHs OTMETKA O 3aBEPEHHUHM KOTIMH MOXKET HCIOJB30BaThCS
IITaMII.

Anmunuctpanus, [lonpasaenenns MOTYT 3aBEPSITh KOITUU TOJIBKO U3aBACMBIX
MU JIOKYMEHTOB.

Ha xommsix MHOTOCTpaHMYHBIX JOKYMEHTOB OTMETKAa O 3aBEPEHUU KOIHH
MPOCTABIISAETCS HA KaXJOM JIUCTE JTOKYMEHTa WJIM Ha MOCIEAHEM JIUCTE MPOIIUTOTO
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WIN CKPETUICHHOTO HWHBIM 00pa3oM TOKyMEHTa. 3aliuch O MECTE€ HaxOXKICHHS
NOJTMHHUKA MTPOCTABJISAETCS TOJIBKO Ha TOCJICTHEM JIUCTE JIOKYMCHTA.

Ecim  nmokymeHT (mojiokeHuwe, ycTaB) TpeOyeTcs cOpoimopoBaTh (s
Ipe/CTaBlIeHNus] B OAHKOBCKHUE YUPEXKICHHUs, CyIeOHbIE OpraHbl, /Il HOTapHAIbHBIX
CHEJIOK), TO Ha JICBOM IIOJIE JIOKYMEHTa JIE€JaeTCs TPU IPOKoja, dyepe3 KOTOpbIe
MpOITyCKaeTcsi HUTh. KOHIIBI HUTH BBIBOAATCS HAa OOOPOTHYIO CTOPOHY MOCIIETHErO
JUCTa JOKYMEHTa TakK, YTOObl Ha HUX MOXHO OBUIO HAaKJIEUTh JIUCT Oymaru c
3aBEPUTEIBbHON HAANKUCHIO. JIMCTBI MHOTOCTPAHWYHBIX KONMH (BBIIUCOK U3
JTOKyMEHTa) HYMEPYIOTCSI, OTMETKA O 3aBEPCHHH KOIWU JOTIONHSCTCS YKa3aHHUEM
KOJIMYECTBA JIUCTOB KOMHH (BBITTMCKHU U3 JJOKYMEHTA), HallpuMep:

llpownyposano u npoHymeposano

6 (wecms) 1ucmos

Bepno

Hauanvnux obweco omoena aomunucmpayuu
eopooa  FOxcno-Caxanuncka

Jluunas noonuco U.0.Damunus

Jlama

[Tonmnuck 3aBepsieTcs mevyarblo, P 3TOM OTTHUCK I€YaTH JOHKEH 3aXBaThIBaTh
MOJUCH, TTOCTABICEHHYI0 HA HAKJICEHHOM JIMCTE Oymaru, W JIHCT, Ha KOTOPBIA OH
HaKJICEH.

23 - oTMeTKa 0 MOCTYNJIEHUHM AOKYMEHTA — CIIYXHUT JUISl MOATBEPKICHUS
(akTa MOCTYIJIEHHUs] JOKYMEHTa B OPraHU3alMI0 U BKIIIOYAET ATy MOCTYIUIEHUS U
BXOZSIINI pEerucTpalMoOHHbI HOMep AoKyMeHTa. [Ipu HeoOXoAMMOCTH OTMETKa O
NOCTYIUIEHUH MOMKET JAOIMOJHATHCS YKa3aHMEM BpPEMEHH IOCTYIUIEHUS B 4Yacax M
MHUHYTaxX U coco0a J0CTaBKH.

OTMeTKka O TOCTYIUIEHUHM JOKYMEHTa MOMKET MPOCTAaBIATHCS C MOMOILIBIO
ITaMIia.

JlaHHBI PEKBU3UT OO0s3aTeNIeH A BXOIAUIMX JOKYMEHTOB, MOJUISKAIINX
PETUCTPALIMH.

24 — pe3oJ0UUs — PEKBU3UT, COAEPXKAIIMN YKa3aHUsSl JOKHOCTHOIO JIMIIA
[0 MCIIOJIHEHUIO JOKyMeHTa. Pesomoums odopmisiercss Ha CBOOOJHOM MeCTe
paboyero moisi TOKyMEHTa, Ha OJIaHKe PE30JIIOLUU WM BHOCUTCS HEMOCPEACTBEHHO
B CO/I.

Pe3omronusa BritoyaeT: GaMWINI0, UHUIIUAIIBI UCTIOHUTENS (MCTIONHUTEIIEH),
MOPYyYEHHUE MO TOKYMEHTY, CPOK UCIOJNHEHHUS (TIpH HEOOXOAUMOCTH ), MOAMKUCH JUIIA,
BBIHECIIETO PE30JIIOIHIO, AaTy PE30JIIOLMH, HAIPUMED:

Hsanosy A.A.

Ilpowy nodcomosums npoexm 002080pa K
05.12.2018

Jluunas noonuce Jlama
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B cnyuasx, korma nopydyeHue Jaercsl ABYM WM HECKOJIBKUM JIMLAM, PABHBIM
10 JOJKHOCTH, OCHOBHBIM HMCIIOJIHUTENIEM SIBJISICTCS JIMIO, YKa3aHHOE B MOPYYEHUU
nepBbIiM. EMy npenocTaBisieTcs MpaBo CO3bIBA COMCIIOIHUATENEH U KOOPANHALUHA UX
padoTHI.

B ciyuyae He0OX0IMMOCTH IOATOTOBKU OTBETA:

- pesomonus «Jlas oTBeTa» yKaszbIBaeT Ha HEOOXOJUMOCTb MOATOTOBKU U
OTIPABKU OTBETA KOPPECHOHAEHTAM HENOCPEACTBEHHO UCIIOJIHUTEIIEM;

- pe3omonus «/[71s moAroToBKM OTBETa» OIpeneseT HeOOXOAMMOCTh MOATOTOBKHU
IIPOEKTAa OTBETA M HANPABJIEHUs €r0 B aApPeC NOLKHOCTHOTO JIMIA, NOAMNHUCABIIETO
PE30NIIOLUIO.

IIpr mOArOoTOBKE NPOEKTOB pE3OJIOUMK MO MCHOJHEHUIO I[IpoTokonoB u
Ilepeunent mopydeHUl pe30monuI0 «/JIsi UCIOIHEHUS B 4YacTU Kacarolencs» He
IIPUMEHSTb.

[Ipu BeneHUU SIEKTPOHHOIO JIOKYMEHTOOOOpOTa pesontonus (GopMupyercs
pykoBoautenem B CI/I.

25 — oTMeTKa 0 KOHTPOJIe — CBUJETENBCTBYET O IOCTAHOBKE JOKyMEHTA Ha
KOHTpPOJIb, MPOCTABIACTCSA IITaMIOM «KOHTpOJb» Ha BEPXHEM IIOJIE JOKYMEHTA,
orMmeTkoi B CO/I.

OdopmisieTcss Ha BceX AOKYMEHTaX, MOAJEKAIIUX KOHTPOJIO, C yKa3aHHEM
CPOKa UCITOJTHEHHS.

26 — orMeTKa 0 HAaNpPaBJIECHUM JOKYMEHTAa B [1eJI0 — OIPEACISIET MECTO
XpaHEHUsl JOKYMEHTa IOCJE 3aBEpIICHHs] padOThl ¢ HUM M BKJIIOYAET: cioBa «B
JIeJI0», WHJIEKC JIeNIa 10 HOMEHKJIAType JEN, B KOTOPO€ IMOMEIIAETCS JOKYMEHT Ha
XpaHEeHHEe, C YKa3aHHEM TO/a, JNOJDKHOCTU JIMLA, 0(OPMUBLIETO OTMETKY, MOJIIHUCH,
JIaThl, HAIIPUMED:

B oeno Ne 01-18 3a 2016 e.
2NIaBHbIU CNeYUATUCTN KAHYeapuu
Iloonucw Jlama

[Ipu 21eKTPOHHOM TOKYMEHTOOOOPOTE OTMETKAa 00 UCIIOIHEHUU JOKYMEHTA U
HaIlpaBJIEHUH €ro B Jei0 ctaBurcs B CO/I.

OTMeTKa O HAMpaBIIEHUU AOKYMEHTA B JIEJI0 MOXET JOMOJHATHCS KPAaTKUMU
CBEJICHUSIMU O XapaKTEpe UCIIOTHEHHUS TOKYMEHTA.

B cinyudae ecnu oTBET JaeTcsa HE Ha BCE MOCTABICHHBIE BOMPOCHI, JTOKYMEHT
OCTaeTcsl Ha KOHTpoJie. /JJaHHBIM OTBET SIBISETCS MPOMEKYTOUHBIM, O UEM JICJIACTCS
COOTBETCTBYIOMIAast oTMeTKa B CO/I.

27 — orMeTKa 00 3JIEKTPOHHOM MOANMCH - UCIOIb3YETCS ISl BU3YAJIU3aLlUN
AJICKTPOHHOW TOJAMKMCH TIOJIydaTesieM JOKYMEHTa IpuU OOMEHE JJIEKTPOHHBIMU
JIOKyMEHTaMH, MOANUCAHHBIMU YCHJICHHOW KBaJU(UIIMPOBAAHHON 3JIEKTPOHHOU
MOJIUCHIO.

B coorBercTBHM ¢ 3akoHOmarenbcTBOM Poccuiickoit denepanun oTMETKa 00
DIIGKTPOHHOW ToANUCH  (OPMHUPYETCS U BU3YyAIM3UPYETCS MPOTrPaMMHBIMU
cpenctBamu. OTMeTKa 00 AJIEKTPOHHOW MOAMHUCH BKIO4aeT ¢pasy «JlokymeHT
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MOJIMUCAH AJIEKTPOHHOM MOAMMUCHIO», HOMEp cepTU(UKaTa KIo4ya 3JIEKTPOHHOU
noanucy, (amuwinio, UMs, OTYECTBO BIajelblla cepTU(UKaTa, CPOK JIEUCTBUS
ceprudukara Kirodya IeKTPOHHON MOANUCH, HAIPUMED:

HauanpHuk N.1.1BaHoB
JOKYMEHT TIOJITMCAH
RJIEKTPOHHOM ITOAITMCHIO
Cepruduxar lall1aaa000000001
Bnanenen Banos MBan MBaHoBu4
HevictBurenen ¢ 01.12.2015 no 01.12.2020

3. IOAT'OTOBKA U O®OPMJIEHUE OTAEJBHBIX BUIOB
JOKYMEHTOB

[Ipu odopmiaeHUN MYyHUIMNATLHBIX MPABOBBIX AaKTOB, BHOCHMBIX Ha
paccmotpenne B [opoackyro ymy ropoma FOxno-CaxannHcka, TOCTaHOBICHUN U
pacropsbKeHUN aIMUHUCTPALUK TOPOJIa, PACTIOPSHKEHUHN MEPBBIX BUIIE-MAIPOB, BUIIE-
MAOPOB TOpOJa, CIYKEOHBIX MHCEM U JPYyTHMX O(UIMAIBHBIX JOKYMEHTOB,
HEOOXOMMO COOJIIONIATh CASAYIOIUE TPEOOBAHMUS:

- HE JIOMYCKAaEeTCsl BHECEHUE U3MEHEHHM B MOAMUCAHHBIN JOKYMEHT, a TAaKKe B
COTJIACOBAHHBIN MPOEKT JIOKYMEHTA;

Ecnu nelictBue npeamnonaraeT KOHKPETHOTO MCHOJHUTENS, COOTBETCTBYIOIIUN
MyHKT JIOKyMEHTa JIOJDKEH HAYMHATHhCS C YKa3aHUS JODKHOCTH HUCIIONHUTENS B
JaTeIbHOM Tajzeke W (GaMuIuu, WUMEHU, OTYeCTBA B HWMEHHTEIHLHOM TafexKe,
HarpuMmep:

Hauanvnuxy opeanuszayuonnozo omoena ( @.HU.0.) chpopmuposamv niau
pabompi...

B kauecTBe ucnonHureneir MOryT ObITh YKa3aHbl YUPEXKJICHUs (OpraHu3anum)
w [logpasaenenus, HaripuMmep:

Lenapmamenmy apxumexmypwr (D.1.0.) npogecmu nybauunsvle ciyumanus no
8onpocy...;

- €CJIM 33/IaHK€ BBIJIa€TCs TPyIIe Jull (KOMUCCUH, pabodell Tpymie U T.11.), OHO
BCErJla aIpecyeTcss KOHKPETHOMY JIMILY - MPEACENaTeNI0 KOMUCCUU, PYKOBOIUTEIIO
paboyeil rpymnmbl W T.I. OTO TOJYEPKUBAECT TEPCOHAIBHYIO OTBETCTBEHHOCTH
PYKOBOIMTENS 32 pabOTy MOMYMHEHHBIX U HE JOMYCKAET HEOAHO3HAYHON TPAKTOBKHU
azpecara 3aJaHus;

- JI0 TpeACTaBICHUS HA MOJINUCH HCHOJHUTENb IMPOBEPSIET MPABUIBLHOCTD
odopMIIEHUSI TOKYMEHTOB, MPABUJILHOCTD aJIpECOBAHUs, HAIMUME HEOOXOIUMBIX BU3,
NPUJIOKEHUM, TpU HEOOXOJIMMOCTH - CIPABOK, TMOSICHUTEIBHBIX 3aIHUCOK,
Pa3bICHSIONINX COJEPKaHUE MOATOTOBICHHBIX IOKYMEHTOB, CIIUCKA PACCHUIKHY;

- TEKCT W3JIaraeTcsi IPOCThIM, JOCTYIHBIM SI3BIKOM;
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- HE JIONYCKaeTCsl HCIOJb30BAaHUE COKPAIIECHHBIX, HEO(UIHAIbHBIX
HAaNMCHOBAHMH;

- Ha3BaHUA CTPYKTYPHBIX TOJIpAa3leJICHU anmapata AJIMHUHUCTPALNH,
oTpacieBbiX ((YHKIHMOHAIBHBIX) OPraHOB AJIMUHHUCTpPAIMHM CJIEAyeT MHcaTh C
MPOMKUCHOM OYKBBI, HA3BAHUE OTEJIOB, HAXOJSANIUXCS B MX COCTABE CO CTPOYHOM
OyKBBI;

- m30erath  UCIMOJb30BAaHUE  apXaWyHBIX TEPMHUHOB U  00OPOTOB
(«TOMMEHOBAaHHBI»  3aMEHUTh HA  «YKa3aHHBIN»;  «CIYKEOHOE  THUCHMO
COCTaBIISIETCS» WJIU «HAMPABJISECTCS», A HE IHIIETCS» WU «IIOCHUIACTCS»);

- HKCIIOJIb30BaTh TOJBKO OOIIETPUHATHIE COKPAIICHUS (MPOCII. - MPOCIEKT,

M - METp, KT - KWJIOTPaMM, MUH. - MUHYTQ);

- B 0003HaYeHUU HOMEpa JOMA C JUTEPOW HUCIOJIb30BATh CTPOUHYIO OYKBY
psazoM ¢ udpoi, Hanpumep, «I1. 48ax;

- B HAIIMCAHWM KOJIMYECTBEHHBIX U MOPSAKOBBIX YHCIUTEIBHBIX UCXOIUTHh U3
TOTO, YTO KOJMYECTBEHHbIC YUCIUTEIbHbBIE HE TPEOYIOT HapalleHus (KaTeropuiecku
HEIPaBUJIBLHO MHCaTh «HE Oosee S-Tu», JOHKHO OBITh HANUCAHO: «HE Oosee 5» uimu
«He Oomee mATHY). WM, HANpOTUB, MaJEKHOE OKOHYAHUE B MOPSIKOBBIX
YUCJIUTENIbHBIX, 0003HAUCHHBIX apaOCKUMU IudpaMu, JOHKHO MPUCYTCTBOBATh:

* B BHJAE OAHOOYKBEHHOIO, B Clly4ae €CJd MocjenHeld OyKBe YUCIUTEIHHOIO
MPEAIIECTBYET INMACHBI 3BYK: «5-W» (HEOpaBWIBHO «5-blib»), «5-e»
(HEmpaBWIBHO «5-0€»), «5-X» (HEMPaBUWIBHO «S-BIX»).

* B BHJE ABYXOYKBEHHOIO, B CIy4a€ €CJM MOcieqHENd OyKBE YHCIHMTEIbHOIO
MPEIIECTBYET COMIACHBIM 3BYK: «5-10» (HEMPaBHIBHO «5-0T0»), «5-My»
(HenmpaBUIIBHO «5-0MY»), «30-Mu» (HempaBUIBbHO «30-bIMUY);

- MOJTHOCTBHIO MUITYTCS HAMMEHOBAHUS HACEJIICHHBIX ITYHKTOB;

- HE YNOTPeOAIOTCS COKpAIllEHHbIE HAUMEHOBaHuUs JobkHOCTel. [lonHocThIO
MULIYTCS CJIOBA: 3aMECTHUTEIND, MPEACENATENb, TEHEPATIbHBIA JUPEKTOP, HaYaIbHUK,
3aBEAYIOLINN U UHBIE CIIOBA;

- HE JOMYCKaeTcsi MCIOJIb30BAHHE COKPAIIEHHOTO HAaMMEHOBaHUSA OpraHa
Biactu, [lompasnenenus, ydpexiaeHusi (OpraHusaiuu), €CiId 3TO CHEIUAIbHO HE
OroBOpeHO B TekcTe. Hampumep: otmen xwimmmuod pedopmer Jlemapramenta
KUJIMIIHON TOJUTUKU aAMUHUCTpanuu ropoja FOxuno-CaxanuHcka (ganee - oTaen
KUIUIIHON pedOpMBI);

- HE JOIMyCKaeTcsl Npu HANMCAHUU HWHUIMATIOB W (AMUIUU OTPHIBATH
WHUIMAIBI OT (haMUINK, pa3Meliiasi uX Ha Pa3HbIX CTPOKAX;

- HE JIONyCKaeTcsl OTpbIBaTh 3HAaK «N» OT caMOro HOMepa, HalmMCaHHOTO
nudpamu, pazMeias ux Ha pa3HbIX CTPOKaX;

- HEIOIYCTUMO OTJIelieHue (pa3HeceHUe Ha pa3Hble CTPOKU) JIaThl WIIM roJla OT
CJIOB «TOJI», «T.» WIIH «TT.» U Ap.;

- HE JIOMYCKAlOTCS Pa3pbiBbl B HA3BAHUSX MPEANPUATHN NPU NEPEXOAE Ha
HOBY10 cTpoky (Harmpumep, OO0 «CrapcTpoii»).

3.1. IIpoexrsnl pemienuii I'opoackoit Jlymbl ropoaa FO:xkuno-CaxauHcka



33

3.1.1. Toponckas [dyma ropoma HOxno-CaxanmHCka 1O BONpPOCaM CBOETO
BEJICHUS TPUHUMAET PEIICHUS — TPaBOBbIE AaKThl HOPMAaTHBHOTO M HWHOIO
xapakrepa.

3.1.2. [Ipu MoOATrOTOBKE MPOEKTOB PEIICHHI HEOOXOJUMO PYKOBOICTBOBATHCS
PernmamenTom I'opoackoii JJymsl u Texanueckum pernameHToMm I opoackon Jlymsl 1o
odopMIeHHUIO MPOEKTOB pemenuit ['opoackoit Jlymel.

3.1.3. IIpoekrsl pemenuii loponckoir Jymbr ropoma HOxHo-CaxanmHcka
(manee — mpoeKTHI peleHuil) At paccmoTpenus ['opoackoit ymoit ropona FOxHo-
Caxanuncka (nanee — loponackas Jlyma) Ha ouepeaHOM 3aceqaHUU JOJKHBI ObITh
npeacTtasiieHsl B Topoackyro ymy He mosnHee yem 3a 20 paGouumx gHEW A0 AaThl
IIPOBEJCHUS OYEPEAHOTO 3acenanus. VICKIoUeHne COCTaBISAIOT aKThl POKYPOPCKOTO
pearupoBaHuss Ha pemieHuss lopoxackor Jlymbl, HNPOEKTHI PELIEHUW O BHECEHUU
M3MEHEHUH B pellieHHne 0 OIoKeTe, yTOUHEeHHs (OMPABKU) K YKa3aHHBIM IIPOEKTaM,
IPOEKThI PELICHU O JOCPOYHOM MPEKpalleHUH NoJHOMOUYMH nemyTtata ['oponckoi
JIlyMbl W TPOEKTHl pEILICHUM, yKa3aHHble B 4YacTth 12 crarbum 17 Penmamenra
T'oponckon J{ymsl.

3.1.4. Ha cragum pa3pabGoTKu MPOEKTHI PEHICHUN MOAIekKaT 003aTeIIbHOMY
comtacoBaHuio ¢ [IpaBOBBIM JaenapraMeHTOM ammnapara aJMUHHCTpAlUd Topoja
IOxHno-Caxanuncka (manee — IIpaBoBoil  JemapTaMmeHT), BHIE-MAPOM B
COOTBETCTBUU C paclpeeieHueM 003aHHOCTEH.

OuepeTHOCTh TPOXOXKICHHSI COITIACOBAHUS TPOEKTOB PEILICHUN:

- pyxoBoaurens [logpasnenenns, BHECIIETO POEKT;

- 3anHTepecoBannble [logpasnenenus, opranuzanuu;

- IIpaBoBO# fAenapTaMeHT;

- BUILIE-M2p, pyKoBosiui (Kypupytomuii) [logpasneneHuemM B COOTBETCTBUU C
pacrnpeneneHueM 00s13aHHOCTEH.

3.1.5. CornacoBanue ohopmiiieTCsl B CIIPaBKE COIIACOBAHMS YCTAHOBICHHOM
dbopMbl TyTEM BHU3UPOBAHUS C YKa3aHWEM JaTbl, HHUIMAJIOB, (QaMUINUd U
IPOCTABJICHUEM MOANKUCU BU3UPYIOLIETO.

3.1.6. Cpok, B TEUEHHE KOTOPOTO MPOEKT PEIICHUS MOMXKET HAXOAUThCA Ha
COMJIACOBAaHWM y NEPBOT0 BHUILE-M3pa TOpOAd, MEPBOrO BHIE-M3pa, PYKOBOIUTENS
anmapara, BHUIIE-M3pOB ropoaa, B Illompa3zneneHusix agMUHHUCTpPAlMd U HHBIX
OpraHu3alusaX, HE JODKEH NpeBbIAaTh 3 pabdouyux MAHEH, 3a HMCKIIOYEHUEM
[IpaBoBOro JnemapraMeHTa, MPOBOASAIIETO IMPABOBYID M aHTUKOPPYHNLUUOHHYIO
AKCHEPTU3Y NPOEKTOB PEIICHUI.

[Tonoxenus u [lopsiaku, perynupyromuye IpUHATHE PACXOAHBIX 005S3aTEIbCTB,
HaxoAsTCs Ha coriacoBaHuu B JlemaprameHTe (pMHAHCOB aJMUHUCTPALIUM rOpoJa
HOxno-CaxanuHncka (nanee — JlemapraMmeHnt puHaHCcOB) He Ooliee 5 pabouux AHEH.

3.1.7. Ilpu wHanuuuu pa3HOIIAcUM (3aMeUYaHUH) MO TPOEKTY PEIICHUS
pazpabotuukoMm (pykoBomutesneMm I[lompasneneHus) TPOBOAUTCS OOCYXKIEHUE C
3aMHTEPECOBAHHBIMU CTOPOHAMU C LIEJIbIO IPUHSTHUS B3aUMOIIPUEMIIEMOTO PEIICHUS.
B cnyuae, eciu oHO He OydeT HalIeHO, TO HEYpPErYIHpPOBaHHBIC PA3HOIIIACHUS
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paccMaTpHUBAIOTCSI BUIIE-M3POM B COOTBETCTBUU C PACIpPEACIICHHEM OO0S3aHHOCTEN,
KOTOPBIN MPUHUMAET PEIICHUE MO JAHHOMY MPOEKTY PEIICHUS.

[Ipn cHATMH pa3HOIIacCUii B CIIPABKE COITIACOBAHMS JENACTCd OTMETKAa O
CHSITUM 3aMEYaHHUM JOHDKHOCTHBIM JIMIIOM, Y KOTOPOTO OHU ObUIH, C 00s3aTeIbHBIM
HaIlUCaHUEM CJIOB «3aMEYaHUsl CHAThD), YKa3aHUEM JIaThl, TPOCTABICHUEM MOTKCH.

3aMeyaHus B 3TOM CITy4ae HE MPUKIIAIBIBAIOTCS.

3.1.8. IIpaBoBoO#i JemapTamMeHT MPOBOAUT MPABOBYI0 M AHTUKOPPYIIHUOHHYIO
AKCIIEPTU3Y MPOEKTOB perieHuid B TeueHne 10 (necartu) pabounx AHEH ¢ MOMEHTa UX
NOCTYIUIEHHs B AenapramMeHT. CpoK COmacOBaHMS MPOEKTa PEIIEHUS O BHECEHUU
n3MeHeHu B [IpaBuia 3eMiIenoNb30BaHus U 3aCTPOVKH HA TEPPUTOPUU TOPOICKOTO
okpyra «l'opon FOxno-CaxaiuHck» He Oosiee 5 pabouux JHEH.

VYKa3aHHBII CpPOK MOXET OBITh COKpalleH HadanbHUKoM [IpaBoBoro
JenapraMeHTa o MOTMBHPOBAaHHOMY XoAaTailcTBy pykoBoautens lloapasnenenus,
BHECIIIETO MPOEKT PEIICHHUS.

B HMCKIIOUMTENBHBIX CHy4YasX MpPU HAJIUYUM CYLHIECTBEHHBIX OCHOBAaHUM, a
TaKKe, €CIIM MPOEKT pelieHus: TpeOyeT NIyOOKOT0 U3y4eHHUs], 10 MOTHBUPOBAHHOMY
XO0/1aTaliCTBY, CPOK MOXKET OBITh MPOJIJIEH, HO HE Oosiee ueM Ha 5 pabouux JTHEH.

Pe3ynbrarhl aHTUKOPPYIIIMOHHOM 3KCHEPTHU3bI MPOEKTAa PELUICHUS] OTPaKaroTCs
B 3aKiitoueHnu [IpaBoBOro jenapraMeHTa rno JaHHOMY ITPOEKTY.

[Ipu OTCYTCTBHM B NMPOEKTE PEIIECHUS KOPPYMLHUOTCHHBIX (PAKTOPOB MPOEKT
comtacoBbiBaeTcs [IpaBoBBIM JleMapTaMEHTOM MYTEM 3aBEPEHUs KaKIO0ro JHUCTa
MEepPBOro SK3eMIuisipa (MOMJIMHHUK) Ha O0OpOTHOW cTopoHe mmTammoM [IpaBoBoro
JienapTaMeHTa «COINIACOBAHO» C IMPOCTABIECHUEM JaThl, MOANKCH U PaCIIM(PPOBKU
MOJIIUCH JTOJIKHOCTHOTO JIUIIA.

Koppymnuuorenusie (bakTopHI, BBISIBJICHHBIC npu POBEACHUU
AHTUKOPPYNIIMOHHOU HKCIIEPTU3BI MPOEKTa penieHus, YCTpaHsSIOTCS
[lonpazneneHus MU, SBISIOMIUMUCS €ro pa3paboTYMKaMy, Ha CTaauu J0pabOTKU
COOTBETCTBYIOIIUX MPOEKTOB pEIIEHUH, IMOociae 4Yero Jao0pabOTaHHBINA MPOEKT
HaIlpaBJIAETCS HAa IOBTOPHOE paccMoTpeHue B [IpaBoBOI nenapTaMeHT.

B cinywae Hecormacusi pa3paboTunMka ¢ pesylibTaTaMd aHTUKOPPYIIIUOHHOMN
AKCIIEPTU3bI, IPOBENECHHON [IpaBOBBIM JE€napTaMEeHTOM, CBHUAETEIbCTBYIOLIUMU O
HAJIMYUU B MPOEKTE JIOKyMEHTA IMOJIOKEHUH, CIIOCOOCTBYIOLIUX CO3JAHUIO YCIOBUMN
JUISL TIPOSIBIICHUSI KOPPYIIUH, pa3pabOTUMK MpPOEKTa B TeueHUue S5 padouux nHEH
npeacrasisger B IIpaBoBol aenmapTaMeHT  MOTMBHUPOBaHHbIE BO3pakeHMsA. [Ipu
Hamuuu  Bo3paxkeHni  [IpaBoBol  memapraMeHT  IPOBOAWUT  HOBTOPHYIO
AHTUKOPPYNIIMOHHYIO 3KCHEPTU3Y MPOEKTa PELICHUS U TOTOBUT COOTBETCTBYIOLIEE
3aKJIIOYEHHE 10 ee pe3ynbraraM. Eciu yka3aHHbIE BO3PaXXEHHMSI  OTKJIOHSIOTCS
[IpaBoBbIM JenmapTaMEHTOM, OHM pPACCMATPUBAIOTCA C YydacTHEM pa3padoTyuka,
JOJKHOCTHOTO Jinna [IpaBoBoro penapraMeHTa U MHBIX 3aMHTEPECOBAHHBIX JIUL IPU
KypUPYIOLIEM BHIE-M3pE, IOCIE 4YEero MNPUHUMAETCS OKOHYATEIIbHOE pEIICHHUE,
KOTOpO€E HarpasisieTcsi Mapy ropoaa FOxuo-CaxanuHcka.

3.1.9. ComnpoBoAMTEIbHOE NHUCHMO C TMOJIHBIM TAKETOM JOKYMEHTOB (B
COOTBETCTBUM C OYHKTOM 3.1.2 MHCTpyKUMH MO J€TONPOU3BOACTBY) MHEPEHACTCS



consultantplus://offline/ref=51FB079AB93DA7152B9D8D96D1493696F3DD1F200140F1E6C1EFCD8E96FF03C6B0CA420142195FC6261D88q6rEE

35

4yepes KaHLEeIpUIo OTJieNa 1o padoTe ¢ JOKYMEHTaMH U KOHTPOJIIO Ha MOJAMUCH MIPY
ropoja.

3.1.10. TlommucanHO€ MPpPOM TOpoAa  COMNPOBOJUTEIBHOE  MHUCHMO
PETUCTPUPYETCS KAHUEISpUEH W €My IpucBamBaeTcs ucxoasmuid Homep. OnuH
MMAKET JIOKYMEHTOB OCTaeTCs B KaHUENSApUM. llepemaHHbI KaHUENSPUEH ITaKeT
JIOKYMEHTOB pa3paboTuuKy HampasisieTcss uM B [oponckyto ymy.

3.1.11. TIlepcoHanpbHyIX0 OTBETCTBEHHOCTH 3a oOOeCIeYeHHE KadyecTBa U
COOIONIEHNE CPOKOB TOATOTOBKM IIPOCKTOB PEHICHWH W WX JOpPa0OTKYy HECyT
pyxoBoaurenu [logpasnenenuii, BHECIINE MPOEKTHI.

3.1.12. Pemenus [Topoackoir JIympl BCTymaroT B CHIy B HOpPSJIKE,
YCTaHOBJICHHOM YCTaBoM ropoackoro okpyra "[opon FOxuo-Caxanuuck".

3.1.13. Pewenust ['opoackoit Iymsl 0 Hasorax U cOOopax BCTYNAalOT B CHIY B
coorBeTcTBUM ¢ Hamorossim konekcom Poccuiickoit @enepanum.

3.1.14. Pemenuss loponckoit Jlymbl, 3aTparuBaroiiye Mpasa, CBOOOIbI U
00s13aHHOCTH YeJIOBEKa U TpaKJaHWHA, BCTYNAIOT B CHIIy CO JHA UX O(UIMATBLHOTO
OmyOJIMKOBaHUSI.

OdunmanbHbpIM 0nyOIMKOBaHHEM (0OHAPOJOBAaHUEM ) HOPMATUBHOTO
MIPABOBOTO AKTa, IPUHATOTO OpraHaMHi MECTHOTO camoyIpaBiieHus ropoja KOxHo-
CaxanuHCKa, cauTaeTcs mepBasi myOIMKaIys ero MoJIHOTO TeKeTa B razetre «HOxkHO-
CaxanMHCK CEeTroTHS.

3.2. MyHuuunajdbHbIe IPaBOBbI¢ AKThI AIMUHUCTPALUA TOPOAA

3.2.1. Mbap ropona B mpenenax MoJHOMOUYUM, YCTAaHOBICHHBIX (eepaabHbIMU
3aKkoHaMH, 3akoHamu CaxanuHCKoM oOiiactu, YcTtaBoMm ropozckoro okpyra «lopon
HOxHo0-CaxanuHck», HOpMAaTUBHBIMU MPaBOBbIMU akTamu [opoxackoil JyMsl ropona
HOxHo-CaxanuHcka, U3AaeT MOCTAHOBIEHUS aJMUHHUCTPAlMU TOpPojJa MO BOIpOcCaM
MECTHOIO 3HAYE€HUsI, BOIIPOCAM, HE OTHECEHHBIM K BOIIPOCAM MECTHOI'O 3HAYEHUS U
BOIIPOCAaM, CBSI3aHHBIM C  OCYILIECTBIECHHEM OTHEIBHBIX TOCYJapCTBEHHBIX
MOJIHOMOYMH, TNEPEeIaHHbIX OpraHaM MECTHOTO CaMOYyNpaBlIeHHs (eAaepabHbIMU
3akoHaMM W 3akoHamu CaxanuHCKOW 00JacTH, a TakXkKe paclopsKEHUs
aAMUHUCTPALMU TOPOJa MO BOMPOCAM OpPraHU3aluu padOThl aAMUHUCTPALIMU TOPOJa
(manmee — MOCTAHOBIEHUSI W pacHOpsDKEHUs). . Map ropojia U31aeT NOCTAaHOBICHUS U
pPacHoOpsDKEHHsI IO MHBIM BOIIPOCaM, OTHECEHHBIM K €ro KOMIIETEHIUU YCTaBOM
ropoackoro okpyra «l opon FOxno-CaxanmuHck».

IlepBblii BULIe-M3p, MEPBBIM BULIE-M3p, PYKOBOJAUTEIb almapara, BULE-M3Pbl
ropozia U34aroT PaclopsKEHUs IEPBOTO BUIlE-MApa (BULE-M3POB) ropoja (nanee —
pacropsKeHHE BULIE-MAPA).

PykoBoguTenu otpacieBbix ((PyHKIIMOHAIBHBIX) OPraHOB AJIMUHHUCTpAIUH,
MYHHUIIMTIATBbHBIX Ka3€HHBIX YUPEKICHUN U3AI0T PACTIOPSIKEHUS, TTPUKA3BbI.

3.2.2. Ilpu noOArOTOBKE NMPOEKTOB ITOCTAHOBIIEHUM U PACTIOPSKEHUM CIIELYET
HCXOOUTH U3 TOTO, YTO:
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- TIOCTAaHOBJICHHS HOPMATUBHOTO XapaKTepa HAMpaBie€Hbl HA YCTAHOBJIEHUE,
W3MEHEHUE WJIM OTMEHY TMpPaBOBbIX HOPM (MpaBWJI TOBEAEHUS) U HUMEIOT
o0mieo0s13aTeNibHble  MPEANUCaHUsl IOCTOSHHOTO MM BPEMEHHOTO  Xapakrepa,
paccuuTaHHBIE JUISl UCIIOJHEHUS U MHOTOKPAaTHOTO MPUMEHEHMsI HEONPEICICHHBIM
KPYT'OM JIULL;

- IIOCTAHOBJIEHUS HEHOPMAaTMBHOIO XapakTepa HOCAT WHIAWBUAYAJIbHO-
Pa30BbIi, UHAUBUIYAIBHO ONPEIEIEHHBII XapakTep U NIPUHUMAKOTCS B OCHOBHOM I10
UCITOJIHUTENIbHO-PACIOPSAAUTEIBHBIM BOIIPOCAM;

- MOCTAHOBJICHHSI Y PACHOPSIKEHHs JOKHBI COOTBETCTBOBAaTh TPEOOBAHUSAM
JEHUCTBYIOLIETO 3aKOHOAATENbCTBA, IOPUIUKO-TEXHUYECKOTO O(OPMIICHHS, OTBEYATh
KPUTEPUSIM KaueCTBa, TapaHTUPYIOLIMM HaJIUYME 3aKPEIUICHHBIX B HEM MpaBUIL:
CBOICTB HOPMAaTUBHOCTU U 0OLIE00A3aTEIbHOCTHA, MOJHOTHl W KOHKPETHOCTH;
NPOCTOTBI M SICHOCTH,  KpParkocTM M TOYHOCTH;  OIPEACIICHHOCTH,
MOCJIEIOBATEIbHOCTH U HEMPOTUBOPEUYMBOCTH; OBITh MOJATOTOBJIEHHBIMU C Y4YETOM
paHee MNPUHATHIX AaKTOB, HMCKIIOYaTh IyOIMpOBAaHUE M HEOOXOAMMOCTb H3JaHUS
JIOTIOJIHUTEJIbHBIX PACHOPSIUTENbHBIX JIOKYMEHTOB 11O JAHHOMY BOIIPOCY; HeE
coZiepXaTh IOJIOKEHUH, CIIOCOOCTBYIOIIMX CO3/IaHUI0 YCIOBUM Ui IPOSBICHUS
KOppYIILIUY;

- B TIOCTAaHOBJIICHHMM M PACIHOPSIKEHUU YKA3bIBAKOTCS KOHKPETHBIE BUBI,
00beMbl padOT, CPOKM HCIOJIHEHHUS W HCIOIHUTETU. B HEoOXOomuMBIX ciiydasx B
MIOCTAHOBJEHUS (PACHOPSKEHUsI) BKIIOYAETCA IYHKT O CpPOKaX IPEACTaBICHUS
uH(pOpMaUu 0 MPOBEAEHHBIX padoTax;

- TIOCTAHOBJICHHMSI W PACHOPSDKEHMS]  JOJKHBI MMETh 3arojioBOK, YETKYIO
CTPYKTYpPY ¥ TOYHO OTBE€YATh CBOEMY Ha3HAYEHUIO;

- B mnpeamOyie yKa3bIBalOTCS (PAKTUYECKHE OOCTOSATEIbCTBA M MOTHBBI,
NOCIYXUBIIME TNPUYUHON WIM TOBOJOM JUIA  M3JAaHUS  [OCTAHOBJIIEHUS,
paclopsDKeHMs, a TakKe COAEpXarcsl CChUIKM Ha 3aKOHBl M UHBIE akThl, B
COOTBETCTBUU C KOTOPHIMU IPUHUMAETCS JaHHBIA JOKYMEHT, HAIIpUMED:

B coomeemcmeuu co cm.16 @edepanvrozo 3axona om 06.10.2003 Ne 131-D3
«...»,
«Ha ocrnosanuu pewenus [opoockoit /[ymol... »,
«B ces3u c ymounenuem pasmepa 3emenbHO20 y4acmka... »,
«B ces3u ¢ KaoposvIMu UsMEeHEeHUAMU. .. »,
«B yenax cosepuwiencmeoganus U payuoHaIbHO20 PACX0008AHUSL OIOONCEMHBIX
cpeocms... ».

B npeam0yity He BKJIIOYAIOTCS TTOJIOKEHHSI HOPMAaTUBHOTO XapakTepa,

- mpeamOysia B TMOCTAHOBIICHMSIX 3aBEPIIACTCS CIOBAMU «AOMUHUCPAYUSL
eopooa FOxcno-Caxanuncka nocmanoenaem:y. ClIOBO «IIOCTAHOBISET» MeYaTaETCA
nony>kupHbIM mpudTom. [IpeamOyra oT TeKkcTa MOCTAHOBISIFOIIEH YaCTH OTIEISAETCS
untepBajiom 18 mr (0,64 cm). B pacnopsokeHusx B KOHIE MpeamOyibl CTaBUTCS
JIBOETOYME, TMOCJIE€ Yero CIEAYIOT IYHKThl  pacHOpPSAWTENbHON  4YacTH.
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[TocTanoBieHUs (pacnopsKEHUs1) MOTYT HE UMETh ITpeamOyIIbl;

-  nOpu  HEOOXOJUMOCTM  BHECEHHUS  M3MEHEHHMH  MOCTaHOBIISIONIAS
(pactiopsAuTeNbHAsL) YACTh MPOEKTa MOCTAHOBJIEHUS (PacHOpsDKEHMs) HAYMHAETCS
CO CIOB: «Buecmu usmenenus 6...», «Brhecmu credyowue usmeHenus 6 ...», 3aTeM
yKa3blBaeTCs BHUJ JOKYMEHTA, Jard, PErHCTPALlMOHHBII HOMEP M HAMMEHOBAHUE
JNOKYMEHTAa, B KOTOPBII BHOCATCS U3MEHEHUS WIH «BHecmu 6...» 3aTeM YKa3bIBaeTCs
BHUJl JOKYMEHTA, Jara, PErHMCTPAllMOHHBIA HOMEpP M HANMEHOBAaHUE JIOKYMEHTa, B
KOTOPBIN BHOCSTCSI U3MEHEHUS «...C1e0VIOujue USMEHEHUL: ».

IIprmepsl HanmucaHus HEKOTOPBIX ITYHKTOB IIOCTAHOBIICHUHN U PACIIOPSIKEHUN:

- B naumenosanuu u nynkme 1 cnoea «u mapughoé 3a obecneuenue pabomy
UCKTIOYUUMb,

- yupper «12, 14, 125» 3amenumov yugpamu «I13, 15, 126y (npu
HEOOXOAMMOCTH 3aMEHUTh UU(pPOBbIE O0003HAUYCHHSI YHOTpPEONsieTCs TEePMUH
«UGPB», a HE «IUCIA»);

- ... cnosa «45,0 moicsau pyoneti» 3amenums crosamu «42,5 moicsau pyoneuiy,

- 1. Buecmu cnedyrowue uzmeHneHus 8 NOCMAHOBLEHUE AOMUHUCIPAYUU
eopooa FOxcno-Caxanuncka om 15.02.2011 Ne 345 «O6 obecneuenuu dmcuibem
semeparnoe Benuxoti Omeuecmeennoul 6ovinvl 1941-1945 20006»:

1.1. Jlononnume nynkmom 5 crneoyroueco cooeprcarus.

«5. Hacmosawee nocmanoeénenue ecmynaem 6 cuiy c......... »;

1.2. Ilynkm 9 oononnumo npeoiodceHuem Ciedyioueco COOePHCarHUsL. «...»;

- 2. Brnecmu 6 Illopsook npedocmagieHus Mep COYUANbHOU NOOOEPHCKU...H,
YmeepocOeH bl nocmanosieHuem aomunucmpayuu eopooa FOxcno-Caxanuncka om
29.12.2011 Ne 2316, cnedyrowue usmeHeHus.

3.1. B nynkme 9:

- ab3ay nepevlli nocie cloa «2paxcoaney OONOIHUMb CLOBAMU «UIU UX
3akoHHble npedcmasumenu» (0003HaAUCHHE a03aleB TMPU CChUIKAX Ha HUX
YKa3bIBAETCS CIIOBAMU);

- ab3ay cedbMolU U3NOJKHCUMDb 8 Caedyroujeli peoaxKyuu (Mexcm UNoNCUms 8
credyrouyeli pedaKyuul, Coea ULoNCUms 6 ciedyioujell peoaxKyuu).

«- KONnUti OOKYMEHMO8 C YKa3aHuem OAHKOBCKUX PEKGUIUMOB....»,

3.2. Ilynkmor 2, 4, 6, 8§ nocre cnog «.....» (CloOBa YyKa3bIBalOTCS B
MMEHUTEIIBHOM TaJIeKe EAMHCTBEHHOTO YHCIIA) 68 COOMBEemCmEYIowWux uucie u
naoesce OONOIHUMb CIOBAMU «.......» 8 COOMBEMCMBYIOUWUX YUCTe U nadedice.,

3.3. B nynxkme 13 yugpwi « 10» uckarouumo.;

3.4. B nynkme 14 cnosa «...» (CclioBa yKa3bIBAIOTCS B UMEHUTEIHHOM
najeke eIWHCTBEHHOTO WM MHOXXECTBEHHOTO YHCIA) 8 COOMBemcmayioujem
naoesxce 3aMeHUMsb C108AMU «....» (CIOBAa YKa3bIBAIOTCA B MMEHUTEIHHOM IMaJIekKe
€IMHCTBEHHOTO WJIM MHOKECTBEHHOTI'O YKCJIa) B COOTBETCTBYIOIIEM IMAJIEKE);

- 3. Jlonoanums Ilopsoox oyenxu s¢pgexkmusnocmu npedocmasisiemvix
HANO208bIX J1b2OM, YMBEPHCOCHHLIL NOCMAHOGIEHUEM AOMUHUCMPAYUU 20P00d
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FOsicno-Caxanuncka om 15.01.2012 Ne 15, ¢popmoii Ne 1.1 coenacno npunodiceruro K
Hacmosuemy noCmano81eHuI0;

- 1. Bnecmu usmeneHus 8 cocmag KOHKYPCHOU KOMUCCUU....», YIMBEPIHCOEHHDbLLL
nocmanogieruem aomunucmpayuu 2opooa FOxcno-Caxanuncka om 25.11.2011
Ne 1456 (Buecmu 6 cocmas KOHKYPCHOU KOMUCCUU...», VIMBEPHCOEHHDIU
nocmauogieHuem aomunucmpayuu 2opooa FOxcno-Caxanuncka om 25.11.2011
Ne 1456, creodyiowue usmenerusi.):

1.1. Bvisecmu u3z cocmasa Heanosa A.A., [lempoesckyro FO.P.

1.2. Beecmu 6 cocmag:

Usanenxo Onvey AnOpeesny - HauanvHuxka Ynpasnenus ungopmamusayuu
aomunucmpayuu 2opooa FOxcno-Caxanuncka;

Ilemposa Heana [eopeuesuua - pyxogooumens allenapmamenm ynpaeieHusl
oenamu Ilpasumenvcmea Caxanunckou oonacmu (no co2naco8anuio).

1.3. Haumenosanue ooaxcrnocmu Caghonosa O.A. uznoscumsv 6 ciedyoweu
peoaxkyuu. «HayanvHux /lenapmamenma 30pagooxparenusi AOMUHUCMPAYUU 20pood
FOsicno-Caxanuncray

N

- nozuyuio «emudos U.U.  — nauanvuux /lenapmamenma 30pagooxpanenus
aomunucmpayuu 2opooa FOxcno-Caxanuncka» 3ameHums no3uyuell cieoyroueco
COOEePIAHCAHUSL:

«emuoos U. M. - 3amecmumenv  HayanbHuka [enapmamenma
30pasooxpanenus aomunucmpayuu 2opooa FOscno-Caxanunckay,

1.4. Cnosa «llempenxo Hpuna Heanosna» 3zamenumov cirosamu «Kapnosa
Hpuna Heanosnay,

- TOCTAHOBJISIIOIIAS YacTh TMOJpa3JeNseTcss Ha IMyHKThL. [IyHKTBI B TEKCTe
HYMEpYIOTCS apaOCKUMHU MUdpaMu ¢ TOYKOM U 3ar0JIOBKOB HE UMEIOT;

- BHECEHHME W3MEHEHMH, OTMeHa, MpU3HAHUE YTPATUBIIUMHU  CHILY
MOCTAHOBJICHUN WM PACIOPSKEHUN MPOU3BOAUTCS AKTOM PABHOW IOPUIUYECKOUN
CHUJIBL.

[IpoekTbl MOCTAaHOBIEHUH (pAcHOPSHKEHUN) O BHECEHWU M3MEHEHH, OTMEHE,
MPU3HAHUM YTPATHUBIIMMHU CUJIY PAHEE WU3AAHHBIX MOCTAHOBICHUHN (PaCIOPSKEHMUI)
O(OPMIISIOTCSI WCIIOJIHUTENIEM, TOATOTOBHBIIIMM OCHOBHOW JIOKYMEHT, JM0O, B
00s13aTeTLHOM MOPSIIKE, COTIIACOBBIBAIOTCS C HUM.

B 3aronioBke kK MOCTaHOBIECHUIO UM PACTIOPSKEHUIO O BHECEHUU U3MEHEHUM B
paHee NPUHATHIE aKThl YKa3bIBAIOTCS BHJI JOKYMEHTA, JaTa, PEruCTPallMOHHBIN
HOMEpP U HAaMMEHOBAHUE JIOKYMEHTA, B KOTOPBII BHOCSITCS U3MEHECHUS;

- €CIIM TIOCTAHOBJICHHE WIH pACIOPSIKCHUE U3MEHSET, OTMEHSET WIH
JIOTIOJTHSIET paHee M3/IaHHBIM JOKYMEHT WM KaKue-JIu00 €ro MmojoKeHHs, TO OJUH U3
MYHKTOB MOCTAHOBIISIONICH (pacnopsaUTEeNbHON) YaCTH TEKCTa JIOJKEH COAEpKaTh
CCBUIKY Ha OTMEHSAEMbIA NOKyMEHT (MYHKT JOKYMEHTa) C YyKa3aHHEM €ro Jarhl,
HoMepa u 3aroioBka. Conmepikarb CChUIKY Ha OTMEHSEMbIM JOKYMEHT (IIyHKT
JOKYMEHTa) WJIM Ha U3MEHSEMbId JOKYMEHT (IIyHKT JOKYMEHTAa) C yKa3aHUEM €ro
JlaThl, HOMepa U 3arojioBka nomkHa DPK nokymenTta B CO/I.
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Ecnu BHOCSTCS M3BMEHEHUsI OTHOBPEMEHHO B HECKOJIBKO MOCTAHOBJIICHUN WIIU
pacropspDKeHH, TO JIONMYCKAaeTCs yKas3blBaTh B 3arojoBKE TOJBKO JaTy W
PETrUCTPALIMOHHBIM  HOMEpP  KaXXJIOr0 TOCTAHOBICHUS WM  PaCIOPSIKECHHUS.

[TocTaHOBNEHUA W PACHOPSHKEHUS, U3MEHSIOIINE WM JOTMOIHSIOININE paHee
OpPUHATBIC, HANpaBISAOTCA B opraHu3auuu u IloapasaeneHusi, KOTOPBIM 3THU
JOKYMEHTHI PacChUIAINCH;

- eciM B OCHOBHOM JOKyMEHT OBITM BHECEHbl W3MEHEHHS, TO BCE
MOCIEAYIOIME U3MEHEHHSI BHOCSTCSI TOJIbKO B OCHOBHOW JIOKYMEHT C YY€TOM paHee
U3IaHHBIX JOKYMEHTOB. BHeceHue W3MEHEHUHW B JOKYMEHTHI, HW3MEHSIONIUE
OCHOBHOM JIOKYMEHT, HE JIOIYyCKaeTCH;

- B CJIy4ae, KOrjila BHOCUMbIE U3MEHEHHUS 3aTparuBaroT 0oJiee MOJIOBUHbBI TEKCTa
paHee MPUHATOTO TMOCTAHOBJIEHUSI WM PACIOPSIKEHUS, a TaKXkKe MPUIOKCHUS K
MTOCTAHORBJICHUIO WJIM PACHOPSHKEHUIO WJIM B HETO paHee ObLIM BHECEHBI U3MEHEHUS
OoJyiee yeM TpeMs aKTaMHu, TO OHO JIOJDKHO OBITh NMPU3HAHO yTPATUBIIMM CHUIY U
OPUHAT HOBBIM aKT, 32 MCKIIOYEHUEM CJIy4aeB BHECEHUsS W3MECHEHUH B
MYHULIMNAIbHBIE TPOTPAMMBI U BEJIOMCTBEHHBIE LIEJIEBBIE MPOrPAMMBI TOPOJICKOTO
okpyra «lopon FOxno-CaxanmuHCK», B CTPYKTYpPYy M LITATHOE paclucaHue armapara
agmMuHucTpanuu ropoaa IOxHo-CaxalnHCKa, B aJMUHUCTPATUBHBIE PEITIAMEHTBI
MPEJOCTABICHUS! MYHULIMNAIbHBIX (TOCYAApPCTBEHHBIX) YCIYT, aJIMUHUCTPATUBHBIC
perTaMeHThI OCYIIeCTBICHUS QYHKINN, B UHCTPYKIIHUIO TIO JIETOMPOU3BOACTRY;

- TIOCTAHOBJICHUS M PACIOPSIKCHUS MOTYT OBITh OTMEHEHBI, MPU3HAHBI
YTPaTUBIIUMU CUITY (BCE MU3MEHSIIONIME UX MTOCTAHOBIICHUSI U PACTIOPSHKEHUS B 3TOM
Cllydae Tak)Ke JOJKHBI ObITh OTMEHEHBI WJIU MPU3HAHBI YTPATUBIIUM CHITY) MO0 UX
JEUCTBUE MOXKET OBITh MPUOCTAHOBICHO B COOTBETCTBUU C 4HacThio 15 crarbu 28
VYcerasa ropozackoro okpyra «l'opon FOxuo-CaxannHcky;

- TMOCJICTHUM MYHKT MOCTAHOBJISIONICH YacTH JOJIKEH COJIEPkKaTh CBEIACHUS O
[ToapazaeneHnn U AOIKHOCTD JIMIA, HA KOTOPOE BO3JIAraeTcsi KOHTPOJIb UCIIOJIHEHUS
OCTaHOBJIEHUS (pacnopsikeHus), ¢ ykazanueM (P.1.0.) nanpumep:

Koumpone ucnonnenuss nocmanosnienusi AOMUHUCMPAYUU 20p0o0a 803/10HCUMD
Ha HauanvHuka [lenapmamenma kaoposou norumuxu (©.1.0.)

50041

Konmpons ucnonnenus nocmanognenusi aOMUHUCMpayuu 20pooa G03NL0HNCUMb
Ha euye-mdpa 2opooa FOxcno-Caxanuncka (©.1.0.);

- Ha MOCJICAHUM JIUCT IMPOCKTA IMOCTAHOBJICHHA U PACIIOPAKCHUA IICPCHOCUTCA
HEC MCHCC [OBYX IIYHKTOB MOCTAHOBJISIONICH MJIN paCHOpHHHTCHLHOﬁ qacCTu
JOKYMCHTA,

- HAUMCHOBAHUA YIIOMHHACMBIX B IIOCTAHOBJICHUU U PACIIOPSKCHUU OPIraHOB,
opraHmauHﬁ n APyTux 00BEKTOB IMPUBOJATCA B IIOJIHOM COOTBCTCTBHUU C HX
O(l)I/IHI/IaJII)HBIM HaMMCHOBAHUCM, IIPCAYCMOTPCHHBIM B YCTaBaX, IIOJOXCHUAX,
PCHICHUAX 00 ux CO3JaHHH, IICPCUMCHOBAHHUHU U T.II.;
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- JIONYCKAaeTcsl  YMEHBIIEHWE  HMHTEPBAJOB  MEXAY  PEKBU3UTAMHU
«HaumenoBanue  nokymeHTta  (3arosoBok)»,  «Texct»,  «llogmuce»  mpu
HEO0OXOIMMOCTH pa3MeIleHHs TEKCTa Ha OJHOM CTpaHMUIIC;

- B MPOEKT MOCTAHOBJIECHUS (paclopsiKeHHs]) HE CleAyeT BKIII0YaTh MyHKT
«llocmanosnenue (pacnopsoicenue) o0ogecmu 00 ceedenus...». llonpazneneHus
(IOJDKHOCTHBIE JIHIIA), 0 CBEACHUS KOTOPBIX JOBOJUTCS TOCTAHOBJIEHUE WIIU
pacropsiKeHHe, MepeuncisioTCs B JINCTE PACCHUIKHY;

- TPWIOXKEHHS  SIBJISIIOTCS  HEOThEMJIEMOM  4YacThl0  MOCTAHOBIICHMS
(pacnopspkenust). WM3manme BMecTe € MOCTAaHOBICHHEM  (pacmoOpsiKEHUEM )
MPUJIOKEHU, HE YIIOMSIHYThIX B TEKCTE JJOKYMEHTA, HE JIOMYyCKaeTCH,

— B MYHHUIIMIAJIBHBIX MPABOBBIX aKTaX, COACPKAIIMX CBEJICHUS O COCTaBE
KOJIJIETHATIbHBIX, KOHCYJIbTAaTUBHBIX, KOHTPOJIbHBIX W HHBIX OPraHoOB (KOJUICTHH,
KOMHUCCHUH, COBETHI, KOMUTETHI, MITA0OBl U Ap.) (Iajgee — KOMHCCHUU) WHUIHAIBI U
dbaMunuu HE YKas3bpIBalOTCA, 32 HUCKIIOYEHUEM CIIy4aeB €CJIU TOJOXKEHUEM O
KOMHCCHH, YTBEP>KJIECHHBIM IOCTAHOBJIECHUEM (PacCHOpPSHKEHUEM) MPeayCMOTpPEH
MEePCOHANIbHBINA COCTaB (POPMUPOBAHUS KOMUCCHH.

damuinst, UMsI, OTYECTBO WIEHOB KOMHUCCHM B IPOEKTAX MOCTAHOBICHUMN
(pacriopsikeHHI) meyaTaroTcs B aipaBUTHOM MOPSIIKE;

- NOpH TMOATOTOBKE K TPOEKTy TIOCTAHOBICHUS WU PACHOPSKEHUS
MPUKIAIBIBACTCA TMOSICHUTENbHAsA 3anucka. lloscHuTenpHas 3amucka JOJIKHA
cofiepaTb: 000CHOBaHHWE HEOOXOAUMOCTH MPUHATHA JAHHOTO MPOEKTa, ero LejHu,
OCHOBHBIE KJIFOUEBBIE MOMEHTHI MPEIJIaraéMoro MpaBOBOrO PEryIUPOBAHUS, KaKyHO
NpoOJEMHYI0 CHTyalMI0 TO3BOJIMT pAa3peliuTb TO WM HHOE KOHKPETHOE
HOBOBBEJICHME B IPABOBOM PETYJIUPOBAHUU U CHUCTEMY Mep, 00eCHedrBaIOIINX
JOCTWKEHUs Lened mnpoekra. Hapsagy ¢ 3TuM, B IIOSCHUTEIBHOM 3aIlUCKe
HEOOXOIMMO YKa3blBaTh KOHKPETHYIO YacTb W MYHKT cTatbu 16 wimm 16.1
®denepanpbHoro 3akoHa oT 06.10.2003 Ne 131-d3 «OO6 o00mMX MpUHITUTIAX
OpraHu3alli MECTHOro camoymnpaieHus B Poccuiickoit denepanun» (B ciyuae,
€CJIM MYHUIIMITAJIbHBIN MPABOBOM aKT pa3paboTaH B LIENSAX pealn3allud yKa3aHHbBIX
HOpM DefepallbHOTO 3aKOHA), a TAKKE ONpPEIeSICHHE TPAaBOBOIO aKTa Ha MPEAMET €ro
HopMmatuBHOCTH. Cojep:kaHUE TMOSICHUTENBHON 3alUCKH, €€ OCHOBHBIE 3JIEMEHTHI
3aBUCSAT OT TMPAaBOBOTO PEIICHUS KOHKPETHOW CHUTyalldd © JOJDKHBI OBITh
OPUEHTHPOBAaHbl Ha CTPYKTYypy HPOEKTa, €ro COAEpPKAaHWE U COLUAIbHYIO
3HAYUMOCTb;

— PEKBU3UT «IIOJNKCH» B TMPOEKTAX TMOCTAHOBJICHUN (PaCIOPSIKEHUI)
COCTOMUT U3 CJIOB:

Mbp 2opooa JIUYHASL NOONUCD Hnuyuanvi, hamunus

B caywasx oOTCyTCTBUS Mdpa TOpoja IOCTAHOBIEHUS U PACIOPSIKEHUS
MOJIMUCHIBAET TMEPBBIA BHIIE-MAp TOpOJla WM BHIIE-M3p TOpoJa, Ha KOTOPOTO
BO3JIO’KEHO MCIIOJIHEHHUE 00513aHHOCTEN M3pa ropojia, IPH 3TOM PEKBU3UT «TIOITUCHY
BBITVISIIUT CIEAYIOIINM 00pa3oMm:

Hcnonnaowuii 06a3anHocmu Mapa 2opooa NnOONUCH H.0.@amunus
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HUcnonnsrowuil 06s3anHocmu
MIpa 20pooa NnOONUCH H.0.@amunus

3.2.1. crionHUTEND, MOATrOTOBUBIIINHN MPOEKT IMOCTaHOBJIICHUA
(pacnopsixenust) dopmupyer DPK, k xoropoir B COJl mpukperistorcs ¢ainisbl,
HAaMMEHOBAaHHUE KOTOPBIX 0(OPMIIIETCS CIIETYIOIIMM 00pa3oM:

- IocTaHoBJIeHUE (IpUKperuIsieTcs B pazaen «IIpoekTy);
- pacniopsbkenue (mpukperisiercs B paznuen «IIpoekr);
- MOSICHUTENbHAS 3aMKcKa (mpukperuisercs B pazaen «IIpoexT»);

-COIIPOBOJIUTENBHOE MUCHMO B MPOKYparypy (C OTMETKOW O BpPYUYEHUH),
3aKJIFOUCHUE MIPOKYpPAaTyPhI ITOJIOKUTEIBHOE (oTpHULIaTENIbHOE) 0o
nH(OPMAllMOHHOE TMHCbMO 3a TOANHMCHIO pykoBoautens Ilompasgenenus o
HernocTyruieHn B 10-qHeBHBIN cpok 3akiroueHus [IpokypaTypsl (pukpemsercs B
paszien «AHTUKOPPYNIIMOHHAS SKCIIEPTU3a») (IpU HATTUYUN);

- 3aKJIFOYEHHUE TIOJIOKUTETBHOE (TMOCIIE CI0BA «IIOJIOKHUTEIBHOE» YKa3bIBaTh
HauMeHoBanue llompasnenenuss peneH3eHTa JMOO COKpalleHHOE HAWMMEHOBaHUE
CTPOr0O B COOTBETCTBUM C YTBEPKJIECHHOM mojoxkeHueM o Iloxpaznenenuun
a0b0peBuaTypoil (MpUKPEIUIETCs B pa3fiei «3aKioueHus») (Ipy HaTuIun);

- 3aKJIIOYEHHE OTPHUIIATETIbHOE (MTOCIE CI0Ba «OTPULIATEIBHOE)» YKa3bIBATh
HauMeHoBaHue I[lonmpasneneHus perneH3eHTa JHMOO COKpalleHHOE HAaNMMEHOBaHUE
CTPOTO B COOTBETCTBHM C YTBEpXKJIECHHOW mojoxeHnemM o Ilogpasnenenuun
ab0peBuaTypoi (MPUKPEIUISETCS B pasen «3akiIodeHus») (MIPU HATUYNHN );

- yBenomiieHUE (MIpU MPOBEACHUU IMyOJUYHBIX MEPOIPHUSTHIN)
(mpukperuisercs B paznesl «ConpoBOAUTENbHbBIE JOKYMEHTHI»);

- COIJaCOBaHME BHEIIHEW OpraHu3auuu (MPUKpPEIUIAeTCS B pasien
«3aKJIIOUEHUs» C  YKa3aHMEM  HAaWMEHOBAHMS  KOHKPETHOW  OpraHu3aluu
(opranuzanuii) (Hanpumep, CortacoBanue MuHucTepcTBa 00pa3oBaHus);

- coIIacOBaHUE peleH3eHTa (MOocje CIoBa «coriacoBaHue» ykasbieate OUO
peueHzeHTa W HauMmeHoBaHue llogpazgeneHust perneH3eHTa JHOO COKpAILEHHOE
HAaUMEHOBAaHHME CTPOrO B COOTBETCTBUU C YTBEPKICHHOW TMOJOXKEHUEM O
[lonpaznenenuun abOpeBUaTypoit (NMpUKpEIUIAeTCsT B pasfen «3aKIIOueHUsD)
(manpumep, CornacoBanue Kpacuukona FO.A., nupekrop JlemapramMmenta puHAHCOB);

- MOCT. OT... Ne... (maHHBIA (ailn NpUKperIsseTcs: MpU BHECEHUU
W3MEHEHUH, TPU3HAHUM yTPATUBIIUM CHUIIY, OTMEHE, T.€. OCHOBHOE MOCTaHOBJIEHUE
JOKHO OBITh aKTyaJIM3UPOBAHO C YYE€TOM BCEX BHECEHHBIX W3MEHEHUH, C
yKa3aHUEM peIaKiuii, BKIIOYAIOMUX B Ce0S PEKBU3UT «Jara JTOKyMEHTa» W
PEKBU3ZUT «PETUCTPAILIMOHHBI HOMEpP JIOKYMEHTa») (NMPUKPEIUISIETCS] B pas3fiel
«ConpoBoAUTENbHBIE TOKYMEHTHI»);

- pacn. or..Ne... (maHHBIN (a1 NpUKpEIUIIeTCsl MPU BHECEHUH
W3MEHEHUH, MPU3HAHUU YTPATUBIIUM CHUITy, OTMEHE, T.. OCHOBHOE PACIOPSKEHUE
JOJKHO OBITh aKTyaJIU3UPOBAHO C YYETOM BCEX BHECEHHBIX W3MEHEHUH, ¢
yKa3aHUEeM peJaklMid, BKIIOYAIOIIMX B Cce0s PEKBU3HUT «Jara JOKYMEHTa» U
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PEKBU3BUT «PETUCTPAIIMOHHBIA HOMEP JOKYMEHTa») (NMPUKpPEIUISEeTCS B pas3zen
«ConpoBOAUTENBHBIE TOKYMEHTBI»);

- COIIPOBOAMUTENbHBIE JOKYMEHTHI (JIOKYMEHTHI (B T.4. CKAHUPOBAHHbIE),
MOCTYXXUBIIME OCHOBaHUEM JUIsl  pa3pabOTKM TMPOEKTa MpaBOBOTO  aKTa.
3akoHO/aTeIbHBICE M WHBIC IIPaBOBBbIE aKThl CcyObekTa Poccuiickoit denepanmm,
OpPraHOB MECTHOT'O CaMOYIpABJICHUS, 3asBICHUE, TEX.IACHOPT, AOTOBOP AapEHIBI,
CBUJIETEIIbCTBO, COIIALIEHHWE, BBIMUCKH, XOJaTalWcTBa, MHChbMa, U T. IL.)
(mpukperstoTes B pazaen « ConpoBOUTENbHBIE IOKYMEHTHI).

JlucTel OMHOTO MPHUKPEIVIEHHOTO JOKyMEHTa (32 HCKIIIOUCHHEM
COMPOBOJUTENBHBIX JAOKYMEHTOB) O(OPMIISIIOTCS OAHUM (ailzioM, B TOM YHCIE
YTBEpKJlaeMbl€ TOCTAHOBJICHUEM (PacHopsiKEHUEM) aKThl W MPWIOKEHUS K
MTOCTAHOBJICHUIO (PACTIOPSIKEHHUIO).

Hanpumep: nocranosnenue + [lonoxenue + npunoxenus k [lomoxeHuro.

[IpoekThl TOCTAHOBJICHUMN, paCHOPSKEHUU, OGOPMIICHHBIE B HapyIICHUE
JAHHBIX TpeOOBaHUM, BO3BpALIAIOTCS HA TOPAOOTKY.

Ecnn opuruHansl CONPOBOAMTENBHBIX JTOKYMEHTOB CYIIECTBYIOT TOJIBKO Ha
OyMa)kHOM HocuTelie U UMEIOT dopmar Oonbiiie yeM A4, a 00beM CKaHUPOBAHHOTO
nakera npessimaer 500 MO, To mpoekt 3anocutcs B COJl, a conmpoBoauTenbHbBIE
JOKYMEHTBl ~OJHOBPEMEHHO C TPOEKTOM IIOCTAHOBJIECHUS (paCIOPSKEHHS),
NoAroToBJIeHHbIM B COJl mpeacTaBisIOTCA HUCIOIHUTEIEM PEIEH3EHTaM U MAPY
ropoja B OyMa>xHOM BH/IE.

[IpoexkTbl MNOCTAaHOBIECHUN O BHECEHWH HW3MEHEHHH B MYHUIIMIIAJIBHBIE,
BEJIOMCTBEHHBIC 1I€JIEBbIE M  AJPECHbI€ HWHBECTUIIMOHHBIE MPOTPAMMBI, O
KOHIIECCUOHHBIX COINIAIIECHUSIX, OO0 MCHOJHEHUHU OIOIKEeTa TOPOACKOro OKpyra
«l'opon HOxHo-Caxanuuck» 3a [ kBapran, mepBoe mnoiyrogue, 9 Mecdanes, o
BHECEHUU M3MEHEHUH B mocTaHoBiIeHHE «O0 oneHke 3(h(HEKTUBHOCTH peanu3aliu
MYHUIUIAIBHBIX (BEIOMCTBEHHBIX LIENIEBBIX) IPOrpamMmM, (GMHAHCUPOBAHHE KOTOPBIX
OCYIIECTBIISIETCST 3a CYET CPeAcTB OromxkeTa ropoackoro okpyra «lopox HOxHo-
CaxanuHCK», MNPOEKThl IOCTAHOBJIEHUN B CIIy4asix, OIPEICICHHBIX IYHKTOM 3
crarbu 217 broomxkernoro Kopekca Poccuiickoii ®enepanuu (Hanmpumep, IO
BOIIPOCAM HCTIOJIB30BaHUsI CPENCTB pe3epBHOrO (hoHIa, U3MEHEHUs (PyHKIUN win
MOJIHOMOYUH TJIABHBIX PACHOPAIUTENEH OIOMKETHBIX CPEICTB, M3MEHCHHS THUIIA
MYHULIMTATBHBIX yUpExKACHUN u OpraHu3alMOHHO-TIPABOBOI dbopMmbI
MYHUIIUTATBHBIX YHUTAPHBIX MNPEANPUITUNR U U APYyrue) MOryT oopMisiTbCcs Ha
OyMa)>KHOM HOCHTEE.

WNHble TPOEKTHl TMOCTAHOBJICHUN (pacropsiKEHUi) MOryT OQOPMIISITBCS Ha
OyMa)XHOM HOCHUTEJE TOJBKO IO CONIACOBAHHUIO C TEPBBIM  BHUIE-MAIPOM,
PYKOBOJIMTEIIEM ammapara.

3.2.2. CornacoBaHue NMpoeKTa MOCTaHOBJICHUS (pacnopsikeHus1) odopmisieTcs
B OPK pokymenta B CDJl comacHO 3aJaHHOMY MCIIOJIHUTENEM MapLpyTy
COIIACOBAHUs MOCPEICTBOM KHONKU «(CornacoBaTh JOKYMEHT.

[Ipu odopmiieHHH TPOEKTa MOCTAHOBIEHUS (PaCIOPSKEHUSI) Ha OyMaKHOM
HOCHUTEJIE CorllacoBaHue O(POPMIISIETCS B CIIPaBKE COTIACOBAHUS ITyTEM BHU3UPOBAHUS
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C YKa3aHUEM J1aThl, THUIIUAJIOB, (paMUIIMU U POCTABICHUEM MOIMCH pelieH3eHTa. B
CIIpAaBKE€  COIVIaCOBAHUSA  CTAaBUTCS  BU3a  HUCHOJHUTENS -  PYKOBOJUTEIIS
[Toagpazaenenus, MOATOTOBUBIIETO MPOEKT.

3.2.3. UcnonHuTeneM, NOATOTOBHBIIMM  MPOEKT MOCTAHOBICHHS WU
pacHopsKEHHs, OCYLIECTBISETCS €r0 COINIACOBAaHHUE C JOJDKHOCTHBIMHU JIMIIAMU
AJIMMUHUCTpalMM, 3aWHTEPECOBAHHBIMH JuLaMH, [lompazneneHusiMu U APYyruMuU
OpraHu3alUsIMHU, IPU ITOM IPOEKThI IOCTAHOBIECHUMN U PACTIOPSKEHUM

- TOJUIeKaT O00s3aTEIPHOMY COIVIACOBAHHWIO C IOPUAMYECKOM CITy )OO
[Toapazaenenus ( mpu HAJTUYUU), TOJITOTOBUBIIETO MIPOEKT;

- 10 BONpPOCAM BBIICJICHUS JIEHEKHBIX CPEIACTB M3 OKKeTa TOpPOICKOrO
OKpyTa CcOoracoBbIBatOTCs ¢ JlemapramMmeHToM (DMHAHCOB;

- O BOIpOcaMm, 3aTparvBalOIIMM 3aKOHHbIE MHTEpPEChl MOTpeOUuTeneH,
noajexar  oOs3aTelbHOMY  COINIacOBaHMIO ¢  YnpasieHnuem  DenepalibHON
AHTUMOHOTIONILHOM i1y k05l 10 CaxaJIMHCKON 00J1aCTH;

- TI0 BOMIPOCaM, 3aTParuBarOIIMM HHTEPECH HACEIEHHBIX ITYHKTOB T'OPOACKOTO
okpyra «lopon  IOxHo-CaxamuHCK»,  COITIACOBBIBAIOTCA C  BHIIE-MIPOM,
3aKpEIUIEHHBIM 32 HUMM B KadecTBe Kyparopa, ¢ MKY «VYmpasnenne MoHuTOpHHTa
TOPOACKOIO XO3SIMCTBay», JlemapraMeHTOM TOpPOACKOIO XO35MCTBA AJIMUHUCTPALIUU
ropoaa FOxno-CaxanuHcKka,

- 0O BONPOCAM W3MEHEHMUS CTPYKTYpbl W IITATHOIO PACIHCAHUS,
nepeuMmenoBanusl llogpasnenenus, yrBepxkacHHs W u3MeHeHus [lonoxenuin o
CTPYKTYPHBIX  TOAPA3JACICHUSAX  anmapara  AJAMUHUCTpPALMHA,  ITOOUIPEHHS,
HarpaxjieHus, OIUIaThl Tpyda paOOTHUKOB MYHULMNAIBHBIX  YUPEKJICHUM
(mpennpusituit), COIVIACOBBIBAKOTCS C JlemapramMeHTOM KaJApOBOW IOJIMTHUKHU
anmapara aaMuHUcTpanuu ropoja HOxkHo-Caxanuucka (nanee — [lemaprameHT
KaJIpOBOM MOJIMTHUKH);

- TI0 BOIIPOCAM HM3MEHEHUS CTPYKTYpPhI U IITAaTHOTO PACIUCAaHUs, MOOIIPEHHUS,
HarpaxjaeHus (Ipu HaJIUYUM BBIJETICHUS (DUHAHCOBBIX CPENCTB), OIUIATHI Tpyaa
Pa0OTHUKOB MYHMIIMIAIBHBIX YUPEKIECHUU (MPEANPUITHI) COIIACOBBIBAIOTCS C
JlenaprameHTOM (PTHAHCOB;

- 00 YTBEpXkKIECHUU MYHUIHUNAIbHBIX MPOTPaMM, BEIOMCTBEHHBIX I€JEBBIX
MporpamMM, BHECEHHMM B HHUX HW3MEHEHUH, OTYETOB 00 UX HCIOJHEHHH,
COMNIACOBBIBAIOTCA ¢ JlemapraMeHTOM HKOHOMMYECKOTO pAa3BUTHSA  ammapara
aqmMuHucTpanuu  ropojga  FOxno-CaxanuHcka — (manee —  JlemaprameHrt
HKOHOMHUYECKOT0 pa3BUTHs), JlenaprameHTOM (PUHAHCOB;

- TI0 BOIIpOCaM YTBEPKJICHUS (M3MEHEHUS) aIMUHUCTPATUBHBIX PEITIAMEHTOB
MPEOCTABICHUSI ~ MYHUIIMIAIBHBIX  (TOCYJApCTBEHHBIX)  YCIOyr  MOJJIekaT
00s13aTeIbHOMY COITIACOBAHUIO C YIIPaBI€HUEM JOKYMEHTAIIMOHHOIO 00€CTICUeHHUS;

- 00 yTBEpXkJCHUM MYHMIMNAIbHBIX MPOrpamMM, O BHECEHUH H3MEHEHHH B
NEUCTBYIOIIME  MYHHUIMIAJIbHBIE MPOrpaMMbl  MOJIEKAT  HANpPaBICHUIO B
KontponsHo-cueTnyto manary l[opoackoit Jlymbl ans mpoBeaeHUs: (hUHAHCOBO-
SKOHOMHUYECKOM 3KcnepTusbl. (OIHOBPEMEHHO C HANpaBISIEMBIM MPOEKTOM
IMOCTAHOBJICHUS HAIIPABIISIOTCS:
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- (UHAHCOBO-DPKOHOMHYECKOE OOOCHOBaHHME, B Cllydyae €CJIM NPUHATHUS
MYHUIMIIAILHOTO MPABOBOT0 aKTa BJIEYET 3a COOOM pacxojpl OOIKETa ropoJICKOro
okpyra «l'opon FOxHo-CaxanuHcky;

- 3axmouenus [logpazaenennii, B KOTOPBIX MPOXOIUJ COTJIACOBAHUE MPOEKT
IIOCTAHOBJICHUS;

- KOIUSA CIIPABKHU COINIACOBAHUS.

3.2.6. Bce NpoeKThl MOCTAHOBJIEHUW WU PACHOPSIKEHHM  0€3 HMCKIIOYEHUS
NOJUIeXKAaT  COIIACOBAHMIO C  BULE-MAPOM, PYKOBOIAIIMM  (KypHUPYIOLIHM)
[TogpasneneHneM B COOTBETCTBUU C paclpeiesieHneM O0S3aHHOCTEH, JUPEKTOPOM
IIpaBoBOrO NenaprameHTa.

OdepeqHOCTh  MPOXOXKACHUS  COIIACOBAHMS IMPOEKTOB  IMOCTAaHOBJIEHUHN
(pacniopsikeHuR):

- HaYaJbHUK oTJiena B cocTaBe [lonpasnenenus (mpu cormacoanuu B COJI);

- 1opuaundeckas ciayx6a [loapasnenenus (Ipu HaTU4YMU), BHECIIETO MPOEKT
MOCTaHOBJICHUS (pacTOPsKEHNUs);

- pyxoBoautenb [lompasnmeneHusi, BHeECHIETO MPOEKT MOCTAaHOBJICHUS
(pacmiopsikeHus);

- 3auHTepecoBanHble [logpasnenenus, yupexxaeHus (opraHu3aium);

- IIpaBoBoOi1 AenapTameHT;

- BULIE-M3p, pyKoBojsiui (Kypupytomuid) [Togpa3nenenuemM B COOTBETCTBUHU
C pacrpenesieHHeM O0S3aHHOCTEM.

[Ipu cornacoBaHUM MPOEKTA MOCTAHOBJICHUS (PACIOPSIKEHUs) HA OyMaKHOM
HOocuTene ropuauudeckas cayx6a Ilompasznenenusi, IlpaBoBoil nemapTaMeHrT,
JenaprameHT (puHAHCOB (IPU HEOOXOJUMOCTH COITIACOBAHMUS) 3aBEPSET KaXkKIbIi
JUCT TMEpBOro HK3eMIuisipa (MOJIMHHUK) Ha OOOPOTHOM CTOPOHE IITAMIIOM
"cormacoBaHo" C TPOCTaBICHHEM JAaThl, MOANUCH W PACIIM(PPOBKUA MOAMNKUCH
JOJIKHOCTHOTO JIMIIA.

PacnopsikeHust mepBOro BHIE-MApa, TMEPBOrO BHUIE-MIPa, PYKOBOIUTENS
anmnapara  aJIMUHUCTPAIlMM  TOpOJa, BHUIE-M3POB COIJIACOBBIBAKOTCS €
3aMHTEPECOBAaHHBIMU JIMIIAMU, corlacoBaHusi ¢ IIpaBOBBIM JenapTaMEHTOM HE
TpeOyeTcs.

3.2.7. PeueH3eHTbl HUMEIOT NpPaBO BO3BPATUTH  MPOEKT MOCTAHOBJICHUS
(pacnopsbkeHusi) Ha JOpaOOTKY HCHOMHUTENO0 (pa3paboTyuKy) B CIEAYIONIUX
CIIyyasx:

- HApyUIEHHUE MOJ0KEHUM HacTosen MHCTpyKIMy 1o AEIONPOU3BOICTBY;

- TpeOyeT BHECEHUSI U3MEHEeHUH (TIOTPaBOK);

- TIpU HAJIMYMUM HEYCTPAHEHHBIX 3aMEUYaHUM (3aKITIOUeHU);

- IPOEKT COJIEP>KUT OIeYaTKu, FpaMMaTHYeCKHe OLTUOKH.

3.2.8. [Tpu HEO0OXOAMUMOCTH, PYKOBOJIMTEIb [Tonpaznenenus,
COTJIACOBBIBAIOIINIA MPOEKT MOCTAHOBICHUS (PaCHOPSIKEHHUSI), UMEET BO3MOXKHOCTD
HanpaBisITh BHYTpU [lozmpasneneHus mpoeKT MOCTaHOBIEHUS (PACTOPSIKEHUs) s
NOJArOTOBKH 3aKJIIOUECHUS.
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3.2.9. Ilpoektsl mocTtaHoBiIeHUN (pacnopspkenuit) B COI  moryr
COIIACOBBIBATHCSl MapajljIeIbHO Ha dTalle COMIACOBAaHUSA C 3aMHTEPECOBAHHBIMU
JUAMHU.

3.2.10. Tlpm cormacoBaHuM TMPOEKTa ITOCTAHOBICHHUS (PACHOPSHKEHUS) C
VUpEKIECHUAMH (OpraHu3anusMu), He mnoakiaodeHHbiMu K C3]l, commacoBanue
MPOU3BOUTCS TyTeM MpUKpervieHus: paspadorunkom k OPK goxymenta B COJ]
CKaHMPOBAHHOTO MMUChbMa-COITIACOBAHUS YUPEKIEHUS (OpraHU3aluu).

B sTOoM ciiyuae pa3pa®oTuuk pa3MeniaeT MNHUChbMO-COIIAaCOBaHHWE B pas3zel
«3aKJIFOUEHUsD C YKa3aHUEM HAMMEHOBAHUS KOHKPETHOM OpraHu3auuu (Hampumep:
CornacoBanue MunucrepcTBa 00pa3oBaHHUs).

3.2.11. Bo3zpaxeHus K TMNPOEKTYy TOCTAHOBJICHHUS  (PacroOpsiKEHUS),
BO3ZHMKAIOIIME Y PELIEH3EHTOB NpH coracoBanuu, opopmiratorcs B OPK nokymenTa
B COJ omHuM wu3 cienyomux crnocoOOB: OTAENbHBIM (ailiom «3aMedaHus
(3akistoueHus)», KoTopblil mnpukpemsercs kK OPK  gokymeHTta, OTHEIbHBIMU

KOMMEHTapHsIMHU.
3.2.12. Ilpu Hamuuuu pa3HOITIACUM TI0 TMPOEKTYy IIOCTAHOBJICHUA WU
pacropsiKeHus, pa3paboTuuk OpraHu30BbIBAET 170:¢ oOcyxKJieHne C

3aMHTEPECOBAHHBIMM CTOPOHAMM C LEJIbIO CHATHS paszHoracuil. Ecimm mocie
OOCYXKIeHHsl pa3HOIVIacHsi HE CHATHI, TO HEYpEeryJlMpOBaHHbBIE pPa3HOIVIACHS
paccMaTpHUBaIOTCS KypUPYIOIIMM (PYKOBOISAILIMM) BHLE-M3POM, B COOTBETCTBHM C
pacmpesieieHneM  OOS3aHHOCTEH,  KOTOPBIH  MPOBOAUT  OOCYKIEHUE  C
3aMHTEPECOBAHHBIMU CTOPOHAMM.

Ecnu nocne 3Toro pasHomniacusi He CHATHI, TO K IPOEKTY MOCTAHOBJIEHUS WU
PaCHOpsHKEHMSI MPUIIAraloTCs MPOTOKOJI Pa3HOITIACUH, YTBEPKIEHHBIN BUIE-M3POM
B COOTBETCTBUHU C pACIpEACICHHEM OOS3aHHOCTEH, U CHOpaBKa C M3JIOKECHUEM
MHEHUW CTOpOH, HMMEIONIMX 3aMeyaHus. PermieHue o TOM, MPUHUMAThL WM HE
OpUHUMATh HEYUYTEHHbIE 3aMeyaHus MPUHUMAETCS MAPOM TOopoja JHOO JIHUIOM,
UCTIOJIHAIOMINM ero o0si3aHHOCTH. Eciu Map coramiaercs ¢ MHEHHEM UCTIOJIHUTET,
OH IOATMCHIBAET TOKYMEHT.

Ecnu pasHomiacust CHSTBI, MPOEKT IOCTAHOBIEHUS (PacHOpPSKEHHUS)
OTIIpaBisieTcs Ha NOBTOpHOe comtacoBanne B COJl. IlonmoxxurenpHoe penieHue
JODKHOCTHOTO JIMILA, Yy KOTOPOro OBLIM 3aMeyaHHs, O3HAyaeT, 4TO 3aMeyaHUs
YCTpaHEHBI.

Ecniu mnpoekr nocCTaHOBIEHUS (pacloOpsDKEHHUs]) COIIaCOBBIBAETCA  Ha
OyMa)XHOM HOCHUTEJ]E, TO MPH CHITHM pPa3HOMIACUWA B XOJAE IMOATOTOBKU MPOEKTa
MOCTAHOBJIEHUsI (PAcHOpsIKEHUs) B CIPABKE COMIACOBAHUS JIENAETCSI OTMETKa O
CHSTUM 3aMEYaHUl PEIEH3EHTOM, y KOTOpOro OHU Obut (C 0O0s3aTeNbHbIM
yKa3aHUEeM JaThl U MPOCTABICHUEM IOJIUCH), BO3PAXKEHUS K IMPOEKTY, B ITOM
cilyyae, He MPUKIIAbIBAIOTCS.

3.2.13. Ecnu B mpornecce 0pabOTKH B MPOEKT BHOCATCS HU3MEHEHHS, TO OH
HOJUIEKUT TOBTOPHOMY COIVIaCOBaHHIO perieH3eHTaMu. Cpok J0opabOTKH IMPOEKTa
MOCTAaHOBJICHUSI (PacHoOpsDKEHUs) HE JIOJDKEH MpeBbImaTh 3 pabouux gHed. [lpu
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NPUKPEIJIEHUM  HOBBIX  (IOpabOOTaHHBIX) BEPCUH  MPOEKTOB  JOKYMEHTOB,
NpeabIAyIe BEPCUU HE YIAISIOTCA.

3.2.14. Cpok, B T€UE€HHE KOTOPOTO MPOEKT MOCTAHOBJICHUS (PaCIOPSIKEHUS)
MOXXET HAaXOJUTHCS HAa COIVIACOBAHMM Y BHUIIE-MApOB, B IloapasgeneHusx M HHBIX
OpraHu3alusaX, He JOHKeH TNpeBbIIaTh 3 pabdouyux AHEH, 3a HCKIIOYCHHEM
[IpaBoBOro JnemapramMeHTa, MPOBOMASIIETO MPABOBYHD W AHTUKOPPYMNIIMOHHYIO
AKCIEPTU3Y MPOEKTOB MOCTAHOBICHUH (pacTOpsHKEHU ).

[Tonoxxennst u [lopsiaku, peryaupyromue NPUHATHE PACXOIHBIX 00SI3aTEIBCTB,
MyHuuunaineaeie [IporpaMmbl HaxonsATcs Ha comiacoBaHuu B /[lemapramente
(¢uHaHCOB He Oosiee 5 pabouux JAHEH.

Cpox commacoBaHusi MPOEKTOB IMOCTAHOBJICHUM, SABIAIOMIMXCSA PE3YJIbTaTOM
NPEIOCTABICHUS] ~ MYHHMIMOAIbHBIX  (TOCYIApCTBEHHBIX)  YCIYI,  MPOEKTOB
MOCTAHOBJIEHUN O NPOBEIECHUM MMYyOIUYHBIX CIYIIAHWH, Ha3HA4Ya€MbIX B paMKax
OKa3aHMsI MYHULHUIAIBHBIX YCIyI, HE JOJDKEH TMpeBblarh 2 pabdouyux JHEH.
[IpaBoBOW JemapTaMEHT COINIACOBBIBAET YKAa3aHHBIE MPOEKTbl IMOCTAHOBJIEHUM,
BKJIIOYAsl MPOBEJICHUE MTPABOBOM M aHTUKOPPYMNIIMOHHOM 3KCHEPTU3bI, B CPOK 110 5
pabouux JHEH.

Cpok cornacoBaHusl NMPOEKTOB MOCTAaHOBJIECHHH «(O MNOArOTOBKE IPOEKTA O
BHECEHMH HW3MEHEeHHM B lIpaBuna 3emiienosib30BaHusI U 3aCTPOWKH HA TEPPUTOPUU
ropoackoro okpyra «lopom IOxno-Caxamuack», «O TpOBEACHUH MyOIUIHBIX
CIyIIaHWW 1O BOMPOCAaM O BHECEHHMM M3MEHEHUH B lIpaBuia 3emiienosib30BaHUs U
3aCTpOMKM Ha Tepputopur ropojckoro okpyra «lopox FOxuo-Caxamuuck», «O
HalpaBJIeHUU MNPOEKTa O BHECEHUMM H3MeHeHuil B IlpaBuiia 3emiienonb3oBaHUs U
3acTpoMKkH Ha Tepputopun ropoackoro okpyra «lopon IOxno-CaxanuHck» B
T'opoackyto dymy ropona FOxxno-CaxanuHcka» He O6osee S pabouux JHEH.

[IpoexThl moCTaHOBIEHUI 00 YTBEPKACHUN MyHUIIUTIATBHOMN (BEOMCTBEHHOM
LEJIEBOI) MpOrpaMMmbl, a TaKXe O BHECEHMM B HEE HM3MEHEHMH HaxXoIATCs Ha
corlacoBaHuu B JlemapraMeHTe SKOHOMHYECKOTO pa3BUTHSL He Oojee 7 pabouux
nHel. CpoK yCcTpaHEeHUsl UCIIOJIHUTEIEM 3aMEUaHUil U PAaCCMOTPEHHUS MPEJI0KEHHI,
yKa3aHHBIX B 3aKitodeHuW JlemaprameHTa SKOHOMHYECKOTO pa3BUTHS, He Oojee 5
paboYmnX JTHEH.

OO6mmit cpok, B Te€UEHHWE KOTOPOTO MPOEKT MOCTAHOBIICHHS (PACTIOPSIKECHHUS)
MOKET HaXOJUThCA Ha COITIAaCOBAHUM, HE JOJHKEH IPEBBIIIATH 2 MECALIEB CO JTHSA €r0
BHECEHUS, B CJydyae TMpEBBILIEHWSd CpOKa IPOEKT  HampaBiseTcsd  Ha
IIEPECONIaCOBAHUE.

3.2.15. Hcnonnurens, IIOATOTOBUBILINN IIPOEKT ITOCTAHOBJICHUS
(pacnopspkenust) npexactapiser B [IpaBoBoil jgemapramMeHT IO 3alpocy MakeT
JIOKyMEHTOB, TPEeOyeMbIi /111 TPOBEACHUS aHTUKOPPYIIITMOHHOM SKCTIEPTHU3BI.

[IpaBoBOW nemapTamMeHT MPOBOAUT MIPABOBYID M AHTUKOPPYILIHMOHHYIO
AKCIIEPTU3Y MPOEKTOB MOCTAHOBICHUM B TeueHue 10 paboumx nHEH ¢ MOMEHTa HUX
nocrymieHus B [IpaBoBol enapTaMeHT.
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VYKa3aHHBIII CpPOK MOXET OBbITh COKpallleH pykoBoguTenem IIpaBoBoro
JernapTaMeHTa 1Mo MOTMBHUPOBAHHOMY XOJAaTauCTBY pykoBoautelns Iloapaznenenus,
BHECUIETO MTPOEKT IMOCTAHOBJIEHUS.

B HUCKIIOUMTENBHBIX Cy4YasX, MPU HAJIWNYUM CYIIECTBEHHBIX OCHOBAHUH, a
TaKKe, €CIU MPOEKT TOCTAaHOBJIEHHUS TpelOyeT Oosee MIyOOKOro W3y4YeHUs, IO
MOTHMBHPOBAHHOMY XOJIaTaliCTBY HayaJbHHUKA OTHEJIa SKCIEPTHU3bl MPABOBBIX AKTOB
CPOK TPOBEIEHUS OKCIEPTU3Bl MOXKET OBITh MpojjieH aupekropoM [IpaBoBoro
JerapTaMeHTa, Ho He 0ojiee yeM Ha 5 pabouux JHEH.

Koppynuuorennsie (hakTopwI, BBISIBJICHHBIC npu MIPOBEJICHUH
AHTHUKOPPYILIMOHHOW  DKCHEPTU3Bl MPOEKTOB  IMOCTAHOBIECHUW, YCTPAHSIOTCS
[ToapazaeneHusiMu, SBISIOUIMMUCS pa3pabOTUYUKaAMU COOTBETCTBYIOIIUX IMPOEKTOB.
[TonoxxeHus: MpoeKTa MOCTAHOBJIEHUS, CHOCOOCTBYIOLIME CO3AAHUIO YCIOBHM MJis
MPOSIBJICHUST KOPPYMIIMHU, BBIABICHHBIE NPU MPOBEACHUU  AHTHUKOPPYHIIMOHHON
AKCHEPTU3bl, NpoBOAMMON [IpaBOBBIM JeNapTaMEHTOM, YCTPAHSIOTCA Ha CTaJuu
I0pabOTKH MPOEKTa JOKYMEHTA pa3pabOTUUKOM MPOEKTa.

B cnydae Hecomacus pa3paboTuuMka JOKyMEHTa C  pe3ylbraTaMu
AHTUKOPPYIILIMOHHOW AKCIEpTU3bl, MpoBeAcHHOW [IpaBoBbIM JenapTaMeHTOM,
CBUJIETEIBCTBYIOIIMMUA O HaJIM4YUM B  IPOEKTE JIOKYMEHTA  IOJIOKEHHH,
CIIOCOOCTBYIOIUX CO3/IAHUIO YCIOBHH ISl MPOSIBICHUS KOPPYIIIHU, Pa3pabOTIHK
MpOeKTa B TeueHWe S5 paboumx mHeW mpencrasinser B [IpaBoBoit memapTrameHT
MMCbMEHHBIE BO3paXEHUSI C 0OOCHOBaHMEM CBOEro Hecomiacusa. Eciy Bo3zpaxeHus
OTKJIOHSIOTCSI, OHM PAcCMarpUBAIOTCA C Y4YacTHEM pa3padOTyUMKa, JIOJKHOCTHOIO
nuna [IpaBoBoro genapraMmeHTa M MHBIX 3aMHTEPECOBAHHBIX JIUI] ITPU KyPUPYIOLIEM
BHUIIE-MOPE, IIOCIIE YEro NPUHUMAETCS OKOHYATEJIbHOE pPELIEHHE, KOTOpOe
HaIIpaBIIAETCS M3py rOpoAa.

[Ipy Hanuyuu MOTUBHUPOBAHHBIX BO3PAKEHUN pa3pabOTUMKa MPOCKTa
NIOCTAHOBJICHUSI HA 3aMEUYaHUs 10 pe3yJbTaTaM MPOBEICHUS MPABOBOM SKCIEPTHU3BL,
[IpaBoBOI JemapTaMeHT MPOBOIUT IMOBTOPHYIO IMPABOBYKO 3KCHepTu3y. B pamkax
OpPOBEACHUS TMOBTOPHOM  JKCIEPTU3bl NPOEKTa, pyKoBoauTelb I[IpaBoBOro
JenapTaMeHTa BIpaBe OpraHU30BaTh COBEIIAHUE C yYacTUEM pa3padOTUMKa U MHBIX
3aMHTEPECOBAHHBIX JUI JJI1 PACCMOTPEHUSI U OOCYXKIEHUSI OTIEIbHBIX BOIPOCOB,
KAaCaroUMXCs MPOEKTA MOCTAHOBJIECHHUS.

B wmemsax oOecrneyeHusi kadecTBa pa3pabOTKH IMPOEKTOB MOCTAHOBICHHIA
(pacopsbkeHUH) M COKpallleHHsl  CPOKOB  MPOBEAEHUS  MPaBOBOM U
AHTUKOPPYMIIMOHHOM SKCHEPTU3bl, pykoBoauTeib [loapasaenenus o0s3aH Ha cTaauu
pa3pabOTKu MPOEKTOB HE MEHEE OJHOTO pa3a B HENENI0 MHULMHMPOBATH Ha UMS
nupektopa [IpaBoBoro aenaprameHTa OOpallleHHE O MOJYYEHUH JOTOTHUTEIbHBIX
Pa3bSICHEHUM MO MOATOTOBKE MPOEKTOB MO CIIOPHBIM WJIM MPOOIEMHBIM BOIIPOCAM.

VYkazaHHble OOpallleHHs] pPacCMaTpPUBAIOTCS HA COBEUIAHUSAX MPU yYACTHH
npencrasuteneit [loapasnenenus ¢ odopmieHHEM NPOTOKOJIA WM MOCPEICTBOM
MOJITOTOBKU OT/IENBHBIX 3aKII0OYEHUHN, KOTOPhIE MOTYT PHOOIIATHCS K TPOCKTY.

3.2.16. TIpoekT HOPMATMBHOIO MIPABOBOTO aKTa IIOCJIE€ COIJIAaCOBAHUSA C
3auHTepecoBaHHbIMU [loapasneneHussMu ¢ CONMPOBOIUTENBHBIM ITUCHbMOM M KOIUEN
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NOSICHUTENIbHOW 3alUCKHM, [0 TMOANKMCAHUS M3pOM TOpoja, HampaBiseTcs B
npokypatypy ropoaa IOxHo-CaxanuHcka B cooTBercTBUM ¢ ComnaiieHuem,
3aKIIIOYEHHBIM ~ MEXAy  aaMuHucTpauume ropoma  FOxkno-CaxanuHcka U
npokypatypoit ropoaa FOxxno-CaxanuHcka 00 HHPOPMAIMOHHOM COTPYAHUYECTBE U
B3aUMOCHCTBUH.

CornacoBanne mnpokyparypoid ropojga HOxxHo-CaxanmHCKa MPOU3BOIUTCS
nyTeM NpukpervieHus pazpaborunkom k DPK moxkymenta B CDJl B pasmen
«AHTUKOPPYILIMOHHAS SKCIIEPTU3a» CKAHUPOBAHHOTO COMPOBOAUTENBHOTO MUChMA C
OTMETKOW TMPOKYpaTypbl O TOJNy4YeHUHU. B ciayyae OTCyTCTBUSL 3amME4YaHHM
IIPOKypaTypbl ropoma B TedyeHWe 10 gHEH ¢ MOMEHTa ITOCTYIUIEHHS IIPOEKTa
HOPMAaTUBHOIO MPABOBOTO akTa B MPOKyparypy roponaa, pa3pabOTUYUK HAMpaBIsSET
MPOEKT HOPMATUBHOTO MPAaBOBOI0 aKTa Ha CIEAYIOIIUI 3Tar, MPUKPENUB B pa3ies
«AHTUKOPPYILIMOHHASL JKCIEepTH3a» HuH(opManuio 00 OTCYyTCTBUM 3aMedyaHUU
MPOKYpaTyphl ropoia 3a noAnuckio pykosoaurens [loapasnenenusi.

[Ipy NOCTYIUIEHUH MOJOKUTEIBHOTO 3aKII0YEHUS TPOKYPATYPhl TOPOIa paHee
10-gHEBHOTO CpoKa pa3pabOTYMK MPUKPEIUISET €ro B paszes « AHTUKOPPYMIIIMOHHAS
AKCIIEPTHU3a» W HAMPABISIET TPOEKT HOPMATUBHOIO MPABOBOIO AKTa HA CIEAYHOLIUN
JTaIll.

3.2.17. llepcoHaldbHyI0 OTBETCTBEHHOCTH 3a OOCCIICUCHHE KadecTBa U
COOJIIOZICHHE CPOKOB MOATOTOBKU NMPOEKTOB MOCTAHOBJICHHM, pacHOpsHKEHUN U UX
n0paboTKy HecyT pykoBoautenu Ilonpasnenenuii, BHeCIINE IPOEKTHI.

3.2.18. CommacoBaHHbIE NPOEKTHl NOCTAHOBICHUM M  PACHOPSIKEHUM,
MOJITOTOBJIICHHBIE € COOJIONEHHEM YKAa3aHHOM MpoLeaypbl, OOOCHOBBIBAIOILINE
Marepuanbl K HUM, IpukpereHHele Kk OPK mokymenra, mnocrymaror no COJl B
cityk0y MOATOTOBKM JOKYMEHTOB OT/elNia Mo paboTe ¢ AOKYMEHTaMU U KOHTPOJIO
(mamee — cmyx0a MOATOTOBKM JIOKYMEHTOB) [UJIsi MPOBEIEHUS IPOBEPKU Ha
COOTBETCTBUE TpeOOBaHUSAM WMHCTPpYKIMH TO JEJIONPOU3BOACTBY U TMepeladyd Ha
MOJMKUCh MAPY Topoja B TedeHUe Tpex pabouux nHeld. COTpyIHUKH CIY>KOBI
MOJIFOTOBKA JOKYMEHTOB HMMEIOT TMPaBO BO3BPATUTh IMPOEKT Ha J0PabOTKY
UCIIOJIHUTENO (pa3paboTYUKYy) B CICAYIONIUX CIydasiX:

- HApYILIEHUE NOJIOKEHUN VHCTPYKIMH IO AETONTPOU3BOACTBY;

- HaJM4yue HEYCTPAHEHHBIX 3aMEYaHUM (3aKIIOYEHHUI), 3a HCKIIOUYECHHEM
CIy4yaeB KOIJla OCHOBAaHMEM [UIl IOATOTOBKM IPOEKTa  IOCTAHOBJICHUS
(pacnopspKkeHUs1) SIBJISIETCS MOJIOXKUTENbHAS PE30JIIOLIUS MAPa TOPoJIa;

- TMPOEKT COJEPKUT OIEeYaTKu, TIpaMMaTHYeCKHe OLIMOKM JMO0 TpedyeT
BHECEHMS UBMEHEHUM (TTOMPaBOK).

3.2.19. Cnyx0a NOArOTOBKM  JIOKYMEHTOB  pacleyaThbIBa€T  MPOEKT
MOCTAHOBJIEHUS (PaCIOPSHKEHUS), MOSICHUTENbHYIO 3allUCKy M JIUCT COIVIaCOBaHUS
Ui TIepeJayd Ha TMOANMCh M3py TOpoJa WIH JIMIY, HWCIOJHAKOUIEMY €ro
oOsizanHocTH.  [lpm  HeoOxomumocTH,  Ciayxk0a  TMOATOTOBKH  JIOKYMEHTOB
pacredarbIiBaeT OCTAaHOBJICHHE (PACTIOPSHKEHHE), B KOTOPOE BHOCSATCS U3MEHEHUS.

3.2.20. IlocTaHOBIEHHS W PACHOPSKEHUS, MOAINUCAHHBIE MA3POM TrOpPOAA,
HAIPABJISIIOTCA B CIIYKOy MOATOTOBKH JOKYMEHTOB JIJIsi PETHCTPAINH, OOpMICHUS U



49

BbilTycKa. [locTaHOBIEHUS, PACHIOPSKEHUS] PETUCTPUPYIOTCS CIY>KOOM MOArOTOBKHU
JOKYMEHTOB B CpOK, He TMpeBblatomuid 3 pabouux [Hed. BeimyckaeMbiM
JOKYMEHTAaM NPUCBAMBACTCS MOPSAKOBBIM HOMEpP MO €IWHOW HyMEpaluu, KoTopas
BEJIETCS C Hayajla U JI0 KOHIA roJia pa3aeiabHO ISl TOCTAHOBICHUH, pacOpsKEHUN
aIMUHHUCTpPALMU TOPOJa [0 OCHOBHOM JIEATEIIbBHOCTU U PACHOPSHKEHUH 110 BOIPOcam
KaapoB. K mOpsAAKOBOMYy HOMEPY pPaCHOPSIKEHHM IO OCHOBHOM JESATEIBHOCTH -
no0apnsgeTcsi OykBa «p», PacCIOpsHKEHUH IO KaJAPOBBIM BOMPOCAM - OyKBa «K»,
pacHopsKEHHI 110 JINYHOMY COCTaBy - OyKBa «JI», IOCTaHOBICHUNH — OYyKBBI «1a». K
MOPSAIKOBOMY HOMEpPY IMOCTAaHOBJICHHUM, MOATOTOBICHHBIX Ha OyMa>KHOM HOCHUTEIE
OyKBBI «I1a» HE 100aBISIOTCS.

3.2.21. TlocraHOoBieHUS W PACTIOPSIKEHUS TOCJIE PETUCTpaluu CIy>KO00H
IIOATOTOBKHA JTOKYMEHTOB pacchbUIaloTCs aBromarudecku no COJl commacHO aucTy
pacchuiky, opopminenHomy B DPK nokymenra.

[Ipyu HeoOXomMMOCTH TMONy4YEHUsT OyMaKHOM KONMHUMU TOCTAHOBIEHUU
(pacmiopsiKeHUI) TpU 3arodHEHUU pasaena « byMakHble KOMUU» B JIUCTE PACCHUIKU
B CO]l yka3biBaTh 000CHOBAaHME IJISl TIOMYYEHHUS] OyMakKHBIX Komuil. B aToM ciyuae
KON TOCTAHOBJIEHUM (PacropsiKEHUI) PacChUIAIOTCS KaHUEISPUEH B CPOK, HE
MpeBbIIAIMi 3 pabounx AHEH (B HCKIIOYUTENBHBIX CIIy4yasx, MpU HAIMYUU
O0OBbEMHBIX JOKYMEHTOB — 10 5 pabouyux AHEW), COIIACHO JIUCTY PACCBUIKU (TIpU
HE0OXOJJUMOCTH, B JIMCTE PACCHUIKH YKa3bIBA€TCs TIOYTOBBIN ajapec), opopMIIEHHOMY
B OPK nokyMeHnTa (B 1aHHOM cilydae pa3padOTUMK yKa3bIBA€T KOJIUYECTBO KOIMHIl Ha
OyMa)>KHOM HOCHUTEIE).

Bo BHemnume opranuzanuu, He noakiawodeHHele kK CO/I, KOIIUHU
MOCTAHOBJIEHUN (paclopshKeHUH) HAmpaBisAlOTCS Ha OyMakKHOM  HOCHTEIIE.
Nudopmanus o nperoctapieHnnd OyMa)XXHbIX KONIUN 3aHOCUTCS B pazzen «bymaxHbie
KOTIMW» JTUCTA PACCHUIKH.

[Ipn moAroToBke MpoeKkTa MOCTAHOBIEHUs (pacnopshkeHus) Ha OyMa)kKHOM
HocuTesne OGOopMIIeTCSl CIHCOK  PACChUIKH, MOAMHUCAHHBIA  PYKOBOIUTEIEM
[Tonpa3zneneHus, BHECIIEro NMPOEKT. B cnHMCOK pacChUIKM BKIIIOYAIOTCS CBEJIEHUS 00

UCIIOJIHUTENIE JOKyMEeHTa (JOHKHOCTh,  (aMuiius, WUMs, OTYECTBO, MOJIIHUChH,
tenedoH, nara).
Ecmn  mpoexr MOCTAHOBJICHUS HOCUT HOPMATHBHBIA XapakTep, TO

uH(popMalmoHHO-TIpaBoBble cucTeMbl: «Koncynsrant», «Kogekcy», «[apant» u
LEHTpajbHasl TOpoJcKas OubOIMoTeKa ykas3biBaloTcs B mnoie «Pa3zocnarb B
opranuzanuu (onyonukoBatb B CMUM)» OPK nokymenTa. IIpu moaroroBke mpoexra
MOCTAHOBJIEHUsI (pacmopsikeHusi) Ha OyMaXKHOM HocuTene HWH(OPMAIMOHHO-
MIPaBOBbIE CUCTEMBI BHOCSITCS B CIIUCOK PACCHUIKH.

[Ipy mnoOATrOTOBKE NPOEKTOB TMOCTAHOBJICHUH, pPAaCHOpPSIKEHUH O cocTaBe
KOMUCCUH, COBETOB, OPraHU3AallMOHHBIX KOMHUTETOB, pabO4MX TIpymnn, KOJUIETH,
BO3IVIABJISIEMBIX M3POM (IIEPBBIM BUIIE-MIPOM, IIEPBBIM BUIE-MIPOM, PYKOBOIUTEIEM
anmapara, BHUIIE-MIpaMH) IOpojia B CIHCOK PacChbUIKM B 00s3aTe€IbHOM IOPSIKE
BKJItOUaeTcs JlenapraMeHT KagpOBOM IMOJUTHKH.
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3.2.22. B cny4yae mpu3HaHUS PEUICHUEM Cylda MYHUUUIIAIBHOTO IPaBOBOTIO
akTa  WIM  OTIEJIbHBIX €ro  HOpPM  MNPOTHUBOpPEYAIIMMH  JEHCTBYIOUIEMY
3aKkoHozmarensCTBy  IlompasneneHue, roToBuBLIEE MPOEKT JAHHOIO akra, B 14-
IHEBHBIN CPOK CO JHS BCTYIUICHHUS PELICHHS Cyda B 3aKOHHYIO CHIIy BHOCUT M3pY
ropoja NPOEKT aKTa O IMPUBEICHUHM  IPAaBOBOLO aKTa B COOTBETCTBHE C
3aKOHOJATENBCTBOM. JIaHHBIM CPOK HMCUYHUCISIETCS C MOMEHTA BCTYIUICHUS PEIICHUS
Cy/la B 3aKOHHYIO CHILY.

3.2.23. HeoOxogumocTh 0UIIMATBEHOTO ONMyOnuKoBaHus (0OHApOIOBAaHUSA) B
razete «lOxHO-CaxanuHcK ceromHs» W pasMmenieHuss (OmyOJIMKOBaHUs) Ha
opunHanibHOM caiite agMuHucTpanuu ropoaa FxxHo-CaxalnHCKa MOCTAHOBIICHUS,
pacCHoOpsDKEHHsI YCTAHABIMBAETCSI WCIIOJHMUTENIEM, OTBETCTBEHHBIM 3a IOATOTOBKY
MIPOCKTA.

B npoexThl TOCTaHOBIEHUHN U PACTIOPSIKEHUH, MOAJIEkKAITUE ONMyOIMKOBAHUIO,
BHOCHUTCSI ITYHKT CJIEAYIOIIETO COACPKAHUS:

Hacmosawee nocmanosnenue (pacnopsoicenue) onybaukosams 6 2aszeme
«FOxcno-Caxanunck ceco0Hs»

[Tpu HEoOXOAMMOCTH pa3MElIeHHs] TOCTAHOBJICHUS M PACIOPSDKEHUS Ha
opunmanbHOM caiTe AJIMUHUCTpALMM, BbIIIEYKa3aHHBIM MYHKT JOMOJHSETCS
CIIOBAMHU «...U paA3Mecmums Ha OQUUUATLHOM calme aOMUHUCIPAYUU 20pood
FOoxcno-Caxanuncka.»

[Ipy moAarotoBke mMpoeKTa MOCTAHOBJICHHS (paclopspKeHus) Ha OyMaKHOM
HOCUTEJNE B CIYKOy IOArOTOBKH JOKYMEHTOB OJHOBPEMEHHO C OyMaKHBIM
BapUAHTOM IPOEKTAa [OCTAHOBIECHUS (PACHOPSIKEHUsA) MPEICTABISAETCS  €ro
AIIEKTPOHHAs KOMUSI.

OTBETCTBEHHOCTh 33  MJIGHTUYHOCTh  TEKCTa  DJIEKTPOHHOM  KOMHH
MOCTAHOBJIEHUS (PACTOPSHKEHMS) €ro OyMa)KHOMY HOCHUTEINIO, & TAKKE COOTBETCTBUE
(dopMmaTy ero npencTaBiIeHHUs] HECET UCIONHUTENDb (pykoBoauTens [lonpasaenenus),
pa3paboTaBIIMi MPOEKT MOCTAHOBIEHUS (PACIOPSDKEHUS) M IMPENCTaBUBILIUN €ro
AIIEKTPOHHYIO KOIHUIO.

3.2.24. OdunmanbHbIM ONMyOIMKOBAaHUEM  HOPMATHBHOTO IPABOBOTO aKTa
AIMUHUCTpALIUM CUUTAETCS IMyONMKaIMs €ro MOJHOro Tekcra B raszere «lOxHO-
CaxanuHCK CEroaHs».

MyHnununansHble paBoBble akThl ropona HOxHo-CaxanumHcKa, Moajexaniie
opuIMaTbHOMY OIyOJMKOBAaHUIO, BCTYMAIOT B CWIY CO JHA HUX OQUUHUAIBHOIO
OIMyOJINKOBAaHHUsI, €CJIM MHOE€ HE YCTAHOBJIEHO 3aKOHOJATEIbCTBOM, YCTaBOM
ropoackoro okpyra «lopoxg HOxHo-CaxanmHCK» WIM CaMUM MYHULUNAIbHBIM
MIPaBOBBIM aKTOM.

3.2.25. Heo0xoaMMOCTb CPOYHOTO  OINYOJUMKOBAaHUS  MYHHIIMIAIBHOTO
IIPaBOBOTO aKTa OrOBapMBAaeTCid B IIMCbME HAa MM DIABHOIO pemakrtopa MAY
«Pemakius razersl «lOxHO-CaxaJIMHCK CETOIHS», IMOANMCAHHOM PYKOBOJIUTEIEM
[Tompa3znenenus, MOArOTOBMBIIMM MYHULMITAIBHBIM ITPABOBOM aKT, C YKa3aHHEM
TOYHOM JaThl OMyOIMKOBAaHUS JOKYMEHTA.
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3.2.26. KoHTponb 3a TMONTHOTOW, NPAaBUIBHOCTBIO U CBOEBPEMEHHBIM
OMmyOJINKOBaHUEM MOCTaHOBJICHU M u pacropsHKeHUM OCYIIECTBIISIECTCS
pykoBonuteneM l[lompaznenenus, SBIAIOMMMCS pa3paOOTUUKOM MYHUIIMIAIBHOTO
IPaBOBOTO AKTa.

3.2.27. IlpenocraBiieHME KONHI  MYHHIUMIAIBHOTO  IPABOBOIO  aKTa
IPOU3BOAMUTCS MPHU MUCbMEHHOM OOpaIlleHUH B YCTAHOBJIEHHBIE 3aKOHOAATEIHCTBOM
CPOKH.

3.2.28. TlomMMHHUKW TIOCTAHOBIIEHWW W PACHOPSDKCHWA Ha OyMa)KHBIX
HOCHUTEJISIX HAaXOIATCS Ha XpaHEHWHM A0 claud B ApXHMB B OTAENEe MO padore ¢
JOKyMEHTaMU M KOHTposto. BwimaBate uX ais paboThl 3a Mpenensl KaOMHeTa

3aIpeaeTrcs.
32.29. B wensax BeneHus CaxaguMHCKOrO  OOJACTHOTO  PErucTpa
MYHULMIAIBHBIX ~ HOPMATHUBHBIX  TPABOBBIX  akTOB  (majmee -  Perucrtp),

MYHUIIMTAIbHbIE HOPMATUBHBIE MPABOBbIE aKTHl B AJIEKTPOHHOM BHJE OTIEIOM IO
paboTe ¢ JOKYMEHTaMH U KOHTPOIIIO Hampasisitores B [IpaButenbctBo CaxanrHCKON
oOnactT B TeueHue S5 pabouumx JHEH cO JHA O(QUIMAIBHOTO OMYyOIMKOBAHMS
(oOHapomoBaHMsA)  MYHHUIMIIAJIBHOTO  HOPMATHUBHOTO  TPAaBOBOIO  akTa  C
OJTHOBPEMEHHBIM HaIpaBJICHUEM CBEJACHUN 00 MCTOYHHMKE W Jare OQUIIMAIBHOTO
omyOnukoBanus (00HapomoBanusi).  JIOKYMEHTHI (xomuu JIOKYMEHTOB),
coJiepalllie JIOMOJTHUTEIbHbIE CBEACHUS, MOJIekKalue BHeceHuto B Peructp,
HAIPaBJISIOTCS OTAEJIOM IO pabdoTe ¢ JOKYMEHTaMH W KOHTpoito B [IpaBUTENsCTBO
CaxanuHckoi 00acTu.

3.230. Bo wucnonHenne 1n.3.2.29  Hacrosmed ~ MHcTpykuumm 1o
nenonpou3BoAcTBy  llompasnenenusi, cCHneUMaIMCTBl  (COTPYAHUKH)  KOTOPBIX
MPECTABIISIA UHTEPECHl B COOTBETCTBYIOIIEM Cyjle 00 OClapyuBaHUM HOPMATHUBHOIO
IpaBOBOIO  akTa, JUOO  SBISIFOTCS ~ OTBETCTBEHHBIMU  HMCIOJHHUTEISIMU
COOTBETCTBYIOILIUX JTOKYMEHTOB, €KEHE/IEIbHO HAIIPABIISIIOT CIY>KEOHOM 3amucKoi B
oTaen mo paboTy ¢ JOKYMEHTaMH U KOHTPOJI C COMNPOBOJUTEIBHBIM MHUCHMOM
KOMUU CIAEAYIOUUX JOKYMEHTOB:

- pemieHdsT W ONPEACIICHUS CYAOB OOINEH IOPUCIUKIIMM II0 JellaM 00
OCHapHBaHUW MYHUIIMITAIIBHBIX HOPMATUBHBIX MPABOBBIX aKTOB, a TAKXKe CyleOHbIE
MIOCTAHOBJICHUS, BEIHECEHHBIE IO aNeJUISIIIUOHHBIM, KAaCCAllMOHHBIM U HaJ30PHbBIM
xanobam (poTecTaM) Ha YKa3aHHbIE PEIICHMS;

- peuieHusi, ONMPEACIICHUSI U MOCTAHOBJICHUSI apOUTPaKHBIX CYAOB IO JiejiaM
00 ocrnapyBaHUM MYHUIIUNTAIBHBIX HOPMATUBHBIX MPABOBBIX aKTOB;

- aKThl MPOKYPOPCKOTO pearupoBaHusi, MPHUHATHIE B  OTHOILICHUU
MYHUIIUTIATLHBIX HOPMATUBHBIX MPABOBBIX AKTOB;

- DKCIIEPTHBIE 3aKITIOYEHUS, COACPIKAIIKNE PE3YIbTAaThl MPOBEACHUS SKCIIEPTU3bI
MYHULIMNAIbHBIX HOPMATHBHBIX IPABOBBIX aKTOB Ha COOTBETCTBUE KoHCTMTYynMu
Poccuiickoit ®eaepanuu, GpeaepaabHbIM KOHCTUTYIIMOHHBIM 3aKOHAM, (efepalibHbIM
3aKOHaM U, (efepalibHbIM 3aKOHAM W WHBIM HOPMATHUBHBIM TIPABOBBIM aKTam
Poccuiickoit ®enepanuu (nanee- 3akoHomarenbcTBO Poccuiickoit dexpepanuu), a
takke YcraBy CaxalnuHCKOW 00JacTH, WHBIM HOPMATHUBHBIM TIPABOBBIM aKTaM
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CaxanuHckoi ob6acTu (J1anee — 3akoHojarenbcTBo CaxaauHCKon o0nacTu), YcTaBy
ropojickoro okpyra «lopoa KOxuo-CaxamuHcky;

- npenoxenus [IpasutenbcrBa CaxanmHckoit oOnactu Mapy ropona HOxHo-
CaxanuHcka, AJMHHUCTpAllMM O MNPHUBEACHUM U3JIaHHBIX HMH HOPMATHMBHBIX
MPABOBBIX AaKTOB B COOTBETCTBUE C 3aKOHOIATENLCTBOM Poccuiickoint denepanuu u
3aKoHO/1aTeNhCTBOM CaxalnHCKON 001aCcTH;

- IPEINUCAHUsI AHTUMOHOIIOJIBHBIX OPraHOB;

- aKTBl OPTaHOB TOCydapcTBeHHOM BiacTu CaxaJMHCKOW oOmactu 00 OTMEHE
WM TPUOCTAHOBJICHUU JEUCTBUUA MYHMIIUMIAIBHBIX IPABOBBIX AaKTOB B 4YacCTH,
pErYIUpPYIONIEH  OCYIIECTBICHHE OpraHaMd MECTHOTO  CaMOYIpaBJICHUS B
CaxanuHcKoM 00J1aCTH OT/IEJIBHBIX TOCYJaPCTBEHHBIX MOJHOMOYMH, MEPEIaHHbIX UM
Ha OCHOBaHUU (eiepabHOro 3aKkoHa MiIu 3akoHa CaxaauHCKON 00J1acTH;

- muchMa, WHas WHGOpPMalUs, TMOCTYNHUBIIME W3 OPraHOB MPOKYypaTyphl,
OpraHoB rocyaapcTBeHHOUW Biactu CaxaJduMHCKOHW 00JacTH, OpPraHoB MECTHOIO
camoytmpanieHus: B CaxajauHCKOM 00J1acTH, MHBIX TOCY/IapPCTBEHHBIX OPIaHOB.

3.2.31. Otnen no pabore ¢ JOKyMEHTaMU U KOHTPOJIIO MOCIE MOCTYIUICHUS
JIOKYMEHTOB, COAEpPKAINX JIOMOJHUTEIbHBIE CBEJICHUS, MOMJIEKAIINE BHECECHUIO B
Peructp, nanpasnser ux B [IpaBurensctBo CaxanuHCKOM 001acTH C O4epeTHBIMU
MYHULIUNAJIbHBIMA HOPMATHBHBIMU TPAaBOBBIMH aKTaMH, HAMPABISIEMBIMUA IS
BKJIFOUEHHUS B Peructp.

3.2.32. OTBETCTBEHHOCTh 3a HEUCIOJHEHHUE, HECBOEBPEMEHHOE HCIIOJIHEHHE
TpeboBaHuil nmyHkTOoB 3.2.29 — 3.2.31, Hecyr pykoBoautenu Iloapasnenenuid,
MPEAOCTABISIONIUX KOMUU JIOKYMEHTOB, COJEPKAIIUX JOMOJHUTEIIbHBIC CBEICHUS,
MoJIJIe)KaIlie BKIIIOUEeHHIO B Peructp.

3.3. [locTaHOBJIEHUS AAMUHHUCTPALMH ITOPO/IA, paccMaTPpUBaeMble HA
Koasniernun npu agmuaucrpanun ropoaa FQxuno-Caxaanncka

3.3.1. I[lopanok MOATOTOBKM M PACCMOTPEHUSI MOCTaHOBIEeHU Ha Koerun
npu aamuHUcTpanuu ropoaa lOxuo-Caxanuncka (nanee - Komterust) yrBep:KiaeH
MOCTAHOBJIIEHUEM aIMUHUCTpannu ropoaa FOxuo-CaxanuHcka.

3.3.2. lna paccmoTrpeHuss Ha Koisierum mOpOEKT NOCTAHOBICHHUS M IAKET
JIOKYMEHTOB K HEMY, IIOATOTOBJICHHBIM B COOTBETCTBMM ¢ HMHCTpykuuen  mo
JIETIONIPON3BOACTBY, THUPAKHUPYETCS  pa3pabOTUMKOM UM TPEACTABISICTCS B
JlemapramMeHT BHYTPEHHEW TMOJIUTUKU Hanmnapara aJMUHUCTPAIIMKM TOpoja JJis
KOMIUIEKTOBAaHHS MANoK WieHaM U MOCTOSHHBIM yuacTHUKaMm Komierun He mosnHee,
yeM 3a 6 pabouux gHEN 0 AHS mpoBeaeHus 3acenanus Komneruu.

3.3.3. IlakeT TOKYMEHTOB BKJIIOUAET B CEOSI:

- COIPOBOJUTENILHOE TUCHMO Ha UMSI M3pa TOpoJia C MOJHBIM HAUMEHOBAHUEM
BHOCUMOTO TMPOEKTa MOCTAHOBICHUS AJMHHUCTPALIUM, C YKa3aHUEM pa3paboT4yuKa,
OCHOBHOTO JIOKJIaTYMKa, COJOKIIATINKOB U BHICTYIIAIOIIUX;

- CIIMCOK MPUTTIAIIEHHBIX HAa 00CYXICHHE 0 pacCMaTpPUBAEMOMY BOIIPOCY;
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- npu HeoOXoaguMocTH — 3akiroueHwe Jlemapramenta  (UHAHCOB,
JlenaprameHTa 3KOHOMHYECKOTO pa3BUTUS U NpOKypaTypel ropona HOxHO-
CaxanmnHckKa;

- MOSICHUTENBHYIO 3aIMCKy 0 pacCMaTpUBaeMOMY BOMPOCY, KOTOpas JTOJIKHA
MOJTHOCTBIO PACKPBIBATh COJIEPKaHKE Bompoca (He Oojiee YeThIpex CTPaHuIl);

- TPOEKT IMOCTAaHOBJIEHUS AJIMUHUCTpPAllUM C JUCTOM COIVIACOBaHUS U
MPUIIOKEHUSIMU.

3.3.4. PyxoBoautenu [loapaznenenuid, KOTOpble BHOCST BOIPOC Ha 3acelaHue
Kosnernu, HecyT mepcoHaIbHYI0 OTBETCTBEHHOCTH 332 Ka4€CTBO €ro MOJITOTOBKH U
CBOEBPEMEHHOCTD MPEACTABICHUS.

3.3.5. B cmywae cHATMA Bompoca ¢ paccmorpeHus Ha Komneruum
[lonpaznenenue He mo3aHee, yeMm 3a 6 pabouux nHed no 3acemanus Komnmeruum
MPEACTABISIET MUCbMO Ha HMMs M3pa Topoja ¢ MOTHUBHUPOBAHHBIM OObSICHEHHUEM
MPUYUH CHSTHS BOIIPOCA, KOMUIO MTUChMa - B JlemapTaMeHT BHYTPEHHEH MOJIUTHKH.

3.3.6. TloBectka 3acemanusi Komerum dopmupyercs JlemaprameHTom
BHYTpPEHHEH MOJIUTUKA HAa OCHOBAaHUU MPEJCTABICHHBIX MaTepHUalIOB HE IO3/HEE,
yeMm 3a 5 pabouunx aHs 10 3acenanus Komeruu u yTBep>KaaeTcs M3poM ropojia, B €ro
OTCYTCTBHE — TIEPBbIM BHIIE-MAPOM, JHOO BHIIE-MIPOM, HCHOJHSIOLUIUM
00s13aHHOCTH M3pa ropo/ia.

3.3.7. [lenapTamMeHT BHYTpEHHEH TMOJMUTUKU HE TO37HEE, YeM 3a 3 paboumx
OHs 10 3acenaHus Kosulernu HampaBisieT HAankd € MarepuajaMy 4jieHaM |
MOCTOSAHHBIM yyacTHUKaM Koieruu.

3.3.8. 3ameHa warepHaJOB II0 pPACCMaTrpUBAEMBIM BOIPOCaM B JIEHb
npoBeneHus 3acenaHus Komermu pgomnyckaercss B Cilyyae UX YTOYHEHHUS WIIU
JOTOJMHEHUsT W MNpou3BoAWTCS JlemapramMeHTOM  BHYTPEHHEW MOJIUTHUKU T10
COMIACOBAHUIO C MEPBBIM BUIIE-MIPOM, PyKOBOAUTEINIEM allliapaTa.

3.3.9. Ecnu no npoekTy nocraHoBieHus Ha Komieruu BhICKa3aHbl 3aMEYaHus,
TO OH JOpalaThIBAETCS M MPEACTABISIETCS B OTHEN MO paboTe ¢ JOKYMEHTaMHU U
KOHTPOJIIO B TedeHHe 3 pabouux nHei mocne 3acemanus Kommerum (kpome
MMOCTAHOBJICHUH, IO KOTOPHIM YCTAaHOBJIEH HHOM CPOK 1I0PabOTKH).

Ecnmu mpoexT TpebyeT anmutensHO# (CBBIIIE TpeX pabouux JgHEH) JopadoTKH,
TO CPOK MOXET OBbITh MPOJUIEH BUIIE-MAPOM B COOTBETCTBHH C PacCHpeeIeHUEM
00s13aHHOCTEH MO COITIACOBAHUIO C MPOM rOpOJa.

3.4. IIporokoJ

3.4.1. TlpoTokonm — JOKYMEHT, MHpeJHa3HAaY€HHbIA s (UKCALMH XOJa
PAacCMOTpPEHMSI BOIPOCOB M NPUHATHS PELICHUM Ha 3acelaHMsX KOJUIETHAJIbHBIX,
COBEIIATEIbHBIX, KOOPANHAMOHHBIX, IKCIIEPTHBIX U JIp. OPTraHOB, COBEILIAHM.

3.4.2. IIpOoTOKONBI COBEIIAHWN HYMEpPYIOTCS TMOPSJIKOBBIMHM HOMEpPaMU U
odopmisAroTcst apabckumu Ludpamu B npeaenax KajaeHJapHOro Irojia OTAEIBHO IO
KaXJI0M TpyIIe IPOTOKOJIOB: IMPOTOKOJBI 3acelaHuil KOJUIETMM, MPOTOKOJIBI M3pa
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ropojia, MpPOTOKOJIBI MEPBOrO BHUIIE-M3pa ropoja, MPOTOKOJIbI MEPBOTO BHUIE-MAPA,
PYKOBOJIMTEIS anmnapara, NpoTOKOJIbI BUILIE-MIPOB ropojia U Jp.

3.4.3. [Iporokonbl MOTyT HW3[aBaThCs B IMOJHOW WM KpaTkoul (opme, mpu
KOTOPOM OIyCKaeTCs XOJI 00CYKIEHUS BOIPOCca U PUKCUPYETCS TOIBKO MPUHSITOE 110
HEMY pELIEHUE.

3.4.4. BeneHue mNPOTOKOJIOB COBELIAHUM, MPOBOAUMBIX M3POM TOpOJA,
NEPBBIMHU BULE-MAPAMH ropojia, BULIE-MIpaMu roposia, U KOHTPOJIb WX MCHOJHEHUS
Bo3jiaraeTcss Ha JlemaprameHT OOIIECTBEHHOW 0€30MacHOCTH W KOHTPOJIS
AJIMUHUCTpAILIM U CHELUAIUCTOB o0uIero oraena /lemapramenta mo oOpanieHusiMm
rpakJaH U OpraHU3alMOHHON padoTe.

3.4.5. IIpotokoun 3acenanusi Komeruu Benercs u opopMiisieTcsi COTpyaAHUKaMHU
oTJeNna Mo paboTe ¢ JOKYMEHTAMH U KOHTPOJIIO B COOTBETCTBUM ¢ MHCTpyKImen no
JIEJIONPOU3BO/ICTBY U MPEJCTABISETCS Ha MOJANUCH MAIpy B TeueHue 10 mHeit mocie
3ace/laHusl.

[IpOTOKOIBI HYyMEPYIOTCS HOPSIAKOBBIMU HOMEpPAMH B MPEAEIaxX KaJeHIApHOTO
rojaa u xpausarca B Otaene no padoTe ¢ JOKyMEHTaMH U KOHTPOJIIO B COOTBETCTBHUHU C
HOMEHKJIATypOu Jel.

3.4.6. TIpoTokomnbl 3aceaHuii KOMMCCHM, BO3IVIABISEMBIX I€PBBIMU BHUIIE-
M3paMUIopoJa, BULIE-M3paMHU I'Opo/ia, BEAYT CEKPETAPU KOMHUCCUII HJIM COTPYIHHUKHU
ITogpaznenenui.

3.4.7. IlpoTokon, u3aaBaeMblii B IOJHOW (pOpMe COCTaBISETCS HA OCHOBAaHUU
3amucel, MPOU3BEICHHBIX BO BpeMs 3acefaHus (COBEILaHMs), MPEICTABICHHBIX
TE3UCOB JOKJIAJ0B U BBICTYIUIEHUH, CIPAaBOK, NPOEKTOB PEIICHUWH U JApPYyTHX
MaTepHalioB.

JlokymMeHTbl K OOCYXJAEeHHIO (CIpaBKH, TNPOEKTbl pEeUeHud U  Jp.)
NPEACTABISIIOTCS OTBETCTBEHHBIMU  HCIIOJIHUTENISIMM, KOTOPBIM TOpY4Y€Ha HX
MOATOTOBKA, ¥ MOANKCHIBAIOTCS B YCTAHOBICHHOM MOPSIJIKE.

3.4.8. IIpoTokonsl opopmistoTcst 0e3 OJaHKa Ha CTaHAAPTHOM JUCTe Oymaru
dbopmara A4 1 UMEIOT CIENYIONINE PEKBU3UTHI:

- HaUMEHOBaHUE OpraHU3allMd — YKa3bIBae€TCid IOJHOE OQUIHUANIbHOE U
COKpalIeHHoe (B CKOOKax) HanMeHoBaHue Aamunuctpaiuu, [lonpasnenenus;

- HaumeHoBaHue Buja JokymeHnta — [I[POTOKOIJI. Cnoso ITPOTOKOJI
[IeYaTaeTcsi OT TIPAHMIBI BEPXHEr0 IMOJISI MPONUCHBIMM OyKBaMU B pa3pslKy,
NOJIY>KUPHBIM 1IpU(pTOM pazmepoM Nel7 u BbIpaBHHUBAETCS MO LEHTPY ( B KpAaTKON
dbopme mpoTOKOIA BUJ AOKYMEHTA OTHENseTca OT rpuda yTBEpKIEHUS JOKYMEHTa
uHtepBasioM 36 0t (1,27 cm);

- 3arOJIOBOK K TEKCTY - OTAENAETCS OT MPEAbIAYIIEero peKBU3UTA HHTEPBAIOM
24 nr (0,85 cm), meuyataercd MNOMYKUPHBIM HIpUPTOM uepe3 | MeXCTPOUHBIN
MHTEPBAJI U BBIPABHUBAETCS 10 LIEHTPY, HAIPUMED:
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IIporoxo.
3acexanus Kosierumn
npu aaMuHucTpanuu ropoaa IQxuno-Caxaanncka

- MECTO TpOBEJICHUS 3acelJaHus, COBEUIaHWUsA - YyKas3biBaeTcss (IpH
HEOOXOIMMOCTH), Yy KOTO TPOBOJUTCS COBEIIAHWE WJIM B KAKOM MECTE,
BbIpaBHUBaeTcsl no 1eHTpy. Ilewaraercs uepe3 untepBan 24 nt (0,85 cm) mocie
PEKBU3UTA «BHUJl 3aCENaHUs, COBELIAHUS, OTACISIETCA OT HEro JHUHEHKOU H
BBIPABHUBAETCS 1O IIEHTPY;

- nata u PeructparmoHaslii HOMep TpoTokoia. Jlara odhopMiiseTcs: CI0OBECHO-
uudpoBbM cniocobomM u meyaraercss uepe3 uHrepBan 24 nr (0,85 cm) Huxke
npeabayiero pexksusuta. Homep mpoTokona medaraercss apaOCKUMH LupamMu U
COCTOHUT M3 3HaKa «N» M MOPSAIKOBOr0 HOMEpa MPOTOKOJIA B Mpeenax KaJleHIapHOTO
rofga. Jlatoil mnpoTokona sBAsSeTCAs Jara MNpoBeAeHHS coBemiaHus. Eciau oHO
IPOJOHKAETCS HECKOJIbKO JIHEW, TO dYepe3 JAepucC YKa3bplBalOT JaThl Hayana u
OKOHYaHUs COBELIaHUS;

- TEKCT;

- OJITUCH.

3.4.9. TekcT mNpOTOKONA COCTOUT W3 JABYX YacTEl: BBOJHOW M OCHOBHOW. B
BBOJIHOM YaCTH yKa3bIBAIOTCS: (aMUIuu Ipencenarens (MpeacenaTeabCTBYIONIETO);
cekperaps; (amMwiny yYaCTHUKOB,  MNPUCYTCTBYIOIIMX HA 3aceNaHWd;  JIHII,
MIPUIVIAIICHHBIX Ha 3aceaHue (COBEILAHKE); [IOBECTKA JHSI.

Cnoso Ilpeacenarens (IlpeacenarenbCTByrONMiA) Me4aTaeTcs OT TPaHUIIbI
JIEBOTO IMOJISI, Yepe3 JBa MEXKCTPOUHBIX MHTEpBajia OT jAarbl 0e3 kaBblyek. [locrie
cinoBa llpencenarens (IIpencenarenscTByromuii) cTaBuUTCS AeducC, WHUIUATB U
dbamunus, 3aTeM HaWMEHOBaHUE JOJDKHOCTH, Hampumep, I[lpedceoamens —
H.0.@amunus, mop copooa FOxcno-Caxanuncka.

Crnogo IlpucyTrcTBoBanu mnedaraercs yepe3 JiBa MEKCTPOUHBIX MHTEpBaJia OT
IPaHUIIBI JIEBOTO MOJS, MOAYEPKUBAIOTCS, IOCTIE CIIOB CTABUTCS ABOCTOUHE.

Huwxe mneuyararoTcss HauMMEHOBAHUS JIOJDKHOCTEHM TMOCTOSIHHBIX — YJIEHOB
KOJUUIETMAJILHOTO OpraHa, a CclpaBa OT HAMMEHOBAHUS TOJKHOCTEH uepe3 neduc —
WX UHUIMAJBI U (pamMiiim.

[lepeuncnenne MPUCYTCTBYIOMMX O(DOPMIISIIOT Yepe3 OIUH MEKCTPOUHBIN
MHTEPBAJI U MEYaTaroT OT FPAHUILIbI JIEBOTO MOJISL.

daMUIMK MPUTIANICHHBIX 3aIIMCHIBAIOTCSA B IPOTOKOII (eciiv ux He Oosee 15) B
an(paBUTHOM MOPSAKE C YKa3aHUEM HAUMEHOBaHUs JOJKHOCTEH. Ecnu kommyecTBo
MIPUCYTCTBYIOIIMX NPEBBIIAET 15 4YemoBeK, B BOAHOM YacTH NPOTOKOJA JENAETCA
CCBUIKA Ha CIHUCOK, SABJIAIONINIICS HEOThEMIIEMON YaCThIO TPOTOKOJIA, HAIPUMED:
Ipucymemeosanu. 47 uenogex (cnucok npunazaemcs)

Ecnu B 3acenanuu (CoBellaHUK) MPUHUMAIOT y4acTHE MPEICTABUTENN PA3HBIX
OpraHOB BJIACTU U OpPTaHU3AIIMM, YKa3bIBAETCS MECTO PabOThI U JOIKHOCTH KaXKJ10T0O
nuua. MHOrocTpouHble HAMMEHOBAHUS JTOJDKHOCTEN MPUCYTCTBYIOIIMX MEYATAIOTCA
4yepes OIMH MEKCTPOUHbIA UHTEPBAI.
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3.4.10. BBogHas 4YacThb 3aKaHYMBAECTCA TOBECTKOWM JHS, COAEpIKaIlei
nepedyeHb paccMaTpUBaAEMbIX BOMPOCOB, MEPEUUCICHHBIX B MOPSIIKE UX 3HAYMMOCTH.
Kaxp1it Boripoc HymepyeTcs: apaOCckoi IUPpor U ero HauMEHOBAaHUE HAYMHAETCSA C
npemsiora «O» («O0»), KOTOpoe Teyaraercsi OT TPaHUIlbl JEBOTO MO Yepe3 OJuH
MEXCTpOUHBIN nHTepBa. CroBa [ToBecTka IHS meyaTaroTCs MOTY>KUPHBIM MIpU(TOM
MPOMHUCHBIMK OyKBaMU M pPaCIoONaralOTCs IEHTPOBAHO Yepe3 JIBa MEXCTPOUHBIX
MHTEpBaJIa OT CIUCKA MPUITIAIIEHHbIX.

3.4.11. OcHOBHas YacTh MPOTOKOJIA COCTOUT U3 PaA3/Ie]IOB, COOTBETCTBYIOIIUX
MYHKTaM MOBECTKH JHs. TEKCT Ka)XXJ0T0 pa3jeia CTPOUTCA MO0 CXeMeE:

CIIYHIAJIY:

BBICTVYTIUJIN:

PEIINJIN:

Cmosa CJIYIOAJIM, BBICTYIIMJIM, PEHIMJIM nedararoT NOpONUCHBIMHU
OyKBaMU TMOJTY>KUPHBIM MIPUPTOM, KaKJI0€ OT JIEBOM TpaHUIlbl TEKCTOBOTO TMOJIs,
nociie HUX crtaButTcs asoetouue. llepen cimoBom CJIYIIHAJIMA craBuTca HOMEp
Bompoca (Hymepyercs pumckoil 1udpoit) mnoectku aHs. Cmoso CIIYIIAJIN
MeyaTaeTcs yepes ABa MEKCTPOUHBIX MHTEpBasa OT TOBECTKH JIHS.

B paznene CJIVIHAJIN yepe3 ouH MEKCTPOUHBIA MHTEPBAJ MOCJE Ha3BaHMS
BONIPOCA TPHUBOJATCS WHHUIMAIBI U (PaMWINM JOKJIAIYUKOB, Uepe3 jaeduc
HalMEHOBaHHE JIOJHKHOCTH, KOTOPBIE NIEYATAIOTCsl OT TPAHULIBI JIEBOTO TOJISL.

OcHOBHOE CO/Iep’)KaHUE [IOKJIAJIOB BKJIIOYAETCA B TEKCT MPOTOKONA WIH
MpUJIAraeTcs K HEMy B BHJI€ OT/ACJIbHBIX MAaTE€pPUAJIOB; B MOCIEAHEM CIIyyae B TEKCTE
NpoTOKoia Jienaercss oTMeTka «TeKCT BBICTYIUIGHUS Tpuiaraercs» (mocie
HaMMEHOBaHMS JOJIKHOCTU, B CKOOKAX), HAllpUMeEp:

(mexcm 8vlcmynienus npuiazaemcs, npunodxcerue N ...).

B pasmene BBICTYIIMJIM npuBondarcs ¢daMuwivd U HUHUIUAIBI
BBICTYIAIOIINX, KOTOPBIE NEYATAOT C HOBOM CTPOKH B MMEHUTEIBHOM MaAEKe OT
rpaHulbl JIeBOro mnois. OCHOBHOE COAEP/KAHUE BBICTYIUICHUN BKJIFOYAETCS B TEKCT
MPOTOKOJIA WM NPWIAraeTcss K HEMY B BUJE OTHEJIbHBIX MATEPUAIIOB; B MOCIEAHEM
cJlydae B TEKCTE MPOTOKOJIA JIEJIAeTCS OTMETKA

- meKcm blCmynieHus npuiazaemcs, npuioxcerue N ...

Cnoso BBICTVYIINJIN neuataercs yepes3 JiBa MEKCTPOUHBIX UHTEpPBAJIA MOCIIE
TEKCTa JOKJIa/a.

Peiienusi, BoIpabOTaHHBIE Ha COBEILIAHMHM, BHOCST B IPOTOKOJI TOCJE CJIOBa
PEIINJIN (ITOCTAHOBWJIN). Cnoo PEIINIIM (ITOCTAHOBWJIN) neuataercs
OT TpaHUIIBl JIEBOTO TOJIA uYepe3 JBa MEXCTPOUHBIX HHTEpBajia OT MpeAblaylien

CTPOKH.
B npoTokosie oTpakaroTcsi BCE MPUHATHIC PEIICHHUs (IIeUaTaoTCs MOJHOCTHIO).
[Ipy HEOOXOIMMOCTH NPUBOIATCS HUTOTU TONOCOBaHUSA: «3a -..., MPOTHUB -...,

BO3CPKAIOCH -...».
Conmepxxanue 0co0Oro MHEHHS, BBICKA3aHHOTO BO BpeMsl OOCYXICHUS,
3aMHUChIBACTCS B TEKCTE MPOTOKOJIA MOCIE COOTBETCTBYIOIIETO PEIICHUSI.
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B cnyyae yTBepkaeHUS KOJUIETUATBHBIM OPraHOM KaKOro-jau0o JIOKYMEHTa, B
MPOTOKOJIE JOJKHA COACPKAThCS CChUJIKA Ha ATOT JOKYMEHT, a caM JOKYMEHT
IpuiaraeTcs K MpoToKoy. B kauecTBe UCHOTHUTENSI MOKET OBITh YKa3aHO OJIHO WJIU
HECKOJIBKO JTOJDKHOCTHBIX JHIL 6o [lonpasnenenue. Cpok MOXKET ObITh yKa3aH Kak
KaJIeH1apHas Jara JIM00 KaK MepHOo/I BBIMOJHEHHUS PabOTHI.

3.4.12. Ilognucek otaensieTcst OT NOCIEAHEN CTPOKU TEKCTa UHTEpPBAJIOM 36 NT
(1,27 cM) m BKJIIOYaeT HAUMEHOBAHUE JOJLKHOCTH JIMIIA, MPEICEIaTeIbCTBOBABILIETO
Ha 3acefgaHuu (COBEIIAaHWH), €ro JUYHOW TOJNUCH, PacIIU(POBKH TOIMUCH
(vHUTIMATB U (haMPITHS).

HanmenoBaHue MOMKHOCTH MEYaTaeTcsl OT JIEBOM T'PAHUIbI TEKCTOBOTO MOJIS
yepe3 | MeKCTpOUHBIA MHTEPBAJI WIM LEHTPUPYETCS OTHOCUTEIBHO CaMOM JJIMHHOU
cTpoku. PacmimdpoBka moamucu pacrmojiaraeTcsi Ha YpOBHE TMOCIETHEW CTPOKHU
HaMEHOBaHMS JIOJDKHOCTH 0e3 mpobena MexJay HWHUIMadaMud | (pamMusiuen.
[Tocnenuss OykBa B paciiu@poBKe MOIMUCH OTPAHUYUBAETCS TIPABBIM TTOJIEM.

Uepe3 n1Ba MEKCTPOYHBIX HMHTEPBaja OT HAMMEHOBAHMS JOJDKHOCTH JIMIA,
Ipe/iCeaTeIbCTBOBABIIET0 Ha 3aceJaHuy (COBEIIaHMM) TI€YaTaloTCs  CIoBa
«IIpoTokomn Ben(a) MOANUCH N.O.@amunus».

3.4.13. OcHOBHAas 4acTh NPOTOKOJIA COBEUIAHHUSI, TPOBOAMMOT0 M3POM IOpoJa,
MEePBBIMU  BHUIIE-M3PAMHU TOpPOJIa, BHUIE-MApaMH TroOpoja BKJIKOYAET BOIPOCHI,
paccMaTpuBaeMbl€ Ha COBEIIAHUY U MIPUHSTHIC 10 HUM PEIICHUSI.

3.4.14. TekcT KpaTKOro NpPOTOKOJA COCTOUT U3 ABYX 4YacTteil. B BBOAHOM 4acTu
YKa3bIBAIOTCA WHULMATBI W (HaMWINU MOpelceNaTeNbCTBYIONIEro (mpeacenarens),
MPUCYTCTBOBABIIUX JIUII.

3.4.15. Cnoso "llpucyrcTBoBanu" neuaraercs uepe3 unrepnan 24 nt (0,85
CM) OT pEeKBHU3UTA «Jara, HOMEpP IMPOTOKOIa» OT TPAHUIBI JIEBOTO MO,
MoTYEpPKUBACTCS, TTOCTIE CJI0Ba cTaBUTCs ABoeToune. Hike uepe3 unrepnan 18 ot (0,
64 cM) meuaTtaroTCs HAMMEHOBAHUS JOHKHOCTEH MPUCYTCTBYIONIMX, a CIpaBa OT
HAUMEHOBAaHUS JOJDKHOCTEH - uX HHHIMaNbl W (Qamuwiunn. HaumeHoBanus
JOJKHOCTEN MOTYT YKa3bIBaThCsi 0000IIEHHO, HATpUMED:

Ilpucymcmeosanu:
Hauanvnux /lenapmamenma obpaszosanus HU.0. Damunus
3amecmumenu pyKogooumelis annapama U.0. Pamunus

H.0. Pamunus
daMuIuu MOTyT OBITh YKa3aHbl B ali()aBUTHOM MOPSIJIKE.

3.4.16. B ocCHOBHOM 4YacTH MPOTOKOJA (32 MCKJIIOYEHHUEM arlapaTHBIX
COBEIIaHMI), KaK TMPaBWIO, YKa3bIBA€TCSI HOMEpP BOIPOCa B COOTBETCTBUU C
MOBECTKOW JHS, COJAEp)KaHWE BOIMpOca U MpUHATHIE penieHus. HaumeHoBaHue
BOITPOCA TEYATAECTCS YEpe3 JIBa MEKCTPOUHBIX MHTEPBAJIA HUKE CIUIOLIHOW YEPTHI,
HyMepyeTcsi puMcKkoil nudpoit u Haumnaerca ¢ npemiora "O" ("O0"). [lewaraercs
LEHTPOBAHHO M IIOJYEPKUBACTCA OJHOW YEPTOM HUIKE IOCIEAHEW CTPOKM HaA
pacctosHuu He Oonee wuHTepBana. I[lom wuepTtoi ykaspiBatoTcs (amMuiuu
JOJKHOCTHBIX JIMII, BHICTYMHUBIIUX MPU OOCYKJICHUH JAHHOTO Bompoca. DamMuiauu
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MeYaTarTCcs depe3 1 MEeXCTPOYHBIH WHTEpBajl. 3aTeM YKa3bIBaCTCS MPHUHATOE II0
BOIIpOCYy penieHue (medaraercs yepe3 1,5-2 MeKCTpOYHBIX WHTEpBaja OT aMUIUi
JOJIKHOCTHBIX JIMII, BHICTYMHUBIINX MPU OOCYKJIEHUU BOIPOCA), CPOKU HCTIOTHEHUS.
Hywmepyertcst apabckumu nudpamu.

3.4.17. OcHOBHas 4acTh KPaTKOTO MPOTOKOJA BKIIKOYAET NMOPYUYEHHUS], TaHHbIC
Ha COBEIIaHUU, (aMUITUU UCTIOIHUTEIIEH, CPOKH UCTIOTHEHUS.

3.4.18. HauMmeHoBaHME CIEQYyIOLIET0 BOMNpOca IeyaTaeTcs uepe3 JBa
MEXCTPOYHBIX HHTEPBAIA OT MPEIBITYIIETO.

3.4.19. llognuce nuna, BEAYIIETro MPOTOKOJ OTACIAETCS OT OCIEAHEN CTPOKHU
TekcTa uHTepBasioM 36 0t (1,27 cM) U COCTOUT U3 CIAEAYIONIUX CJIOB (0€3 KaBbIUEK):

IIpomoxon een(a) nOONuUCh U.0.@amunusn

3.4.20. TIpoTokoabl opOpMIISIOTCS W TOJNUCHIBAIOTCS B TeUeHUE 3 JAHEH U
HaIIPaBIAAIOTCA JUUOM, Beaymum Impotokon no COJl ucnonnurtensaMm. CpodHsbie
MOPYYEHHUS IEPEAAOTCS HEMEJIEHHO.

3.4.21. Hudopmaruss 00 HCHOJHEHUU TMOPYYEHUH, CONEpKAIIMUXCS B
MPOTOKOJIAX MApa TOpOoJla HAMPABISETCS HUCIOJHUTEISIMA B OTHAENI IPOBEPKU H
aHaNM3a WMCTIOJHEHUs mopydeHuit JlemaprameHTa oOIIeCTBEHHONW O€30MacHOCTH U
KOHTPOJIS, 00 MCIOJIHCHUH MOPYYCHUH MEPBBIX BHUIIE-MIPOB, BUIE-MIPOB TOpoOJa -
CHeIMalIncTaM OOIIEero oTeNa, €CIM MHOE HE OTOBOPEHO B mMporokone. CHATHE ¢
KOHTPOJIS MOPYYEHUN MPOU3BOAUTCS MIPOM (TIEPBBIMU BUIIE-M3PaMHU, BULIE-MIPAMHU )
ropoja.

3.4.22. Bce ncnonHeHHsle nopydeHus xpanarcs B CO/I.

3.5. JloroBop (comiaimeHnne, KOHTPAKT)

OdopmrneHnue, cornacoBaHHWe, pETrUCTpalus, XpaHEHUE U KOHTPOIb 3a
HUCIIOJIHEHUEM JIOTOBOPOB, MYHUIIUTATBHBIX KOHTPAaKTOB, COIIallIeHHH,
3aKJII0YaeMbIX aJMHUHUCTpanued ropoga HOxxHo-CaxanwHCKa OCYIIECTBIACTCS B
coorBeTcTBUM C [lopsakoM, YyTBEpKIECHHBIM pACIOPSHKCHUEM aJIMHHHUCTPALUH
ropozaa FOxno-CaxanuHcka.

3.6. AKT

3.6.1. AKT - TOKyMEHT, COCTaBISIEMbIN NI MOATBEPKIACHUSI YCTAHOBJIECHHBIX
bakToB ©W  COOBITHMIA, CBSI3aHHBIX C  JICATEIBHOCTBIO  AJMHHUCTpAIUH,
ITogpaznenenus.

B HEKOTOpBIX CiTydasx akThl HE TOJIBKO (PUKCHUPYIOT YCTAHOBJICHHBIC (DAKTHI U
COOBITHS, HO M CONEepPKaT BBIBOJIbI, PEKOMCHIAIIUN U MPEIIOKEHHS (aKThI MPOBEPOK,
o0clieToBaHUM, pEeBU3HI U T.I1.).

AKTBI COCTaBJISIFOTCS KOJUIETHAJIBHO (HE MEHEE JBYX COCTaBUTEIICH).
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3.6.2. IIpu coCTaBICEHNH aKTOB UCIOJB3YIOTCS CIEAYOIINE PEKBU3UTHI:

- HAUMEHOBaHUU AJMUHUCTpanuu, [logpasneneHus— aBropa JOKYMEHTA,

- HAMMEHOBAaHUE BU/IA TOKYMEHTA;

- 1aTa IOKYMEHTa;

- PETUCTPALIMOHHBINA HOMEDP TOKYMEHTA;

- MECTO COCTAaBJICHUS WUJIU U3JIaHUS JOKYMEHTA;

- 3ar0JIOBOK K TEKCTY;

- TIOJITUCh.

PexBu3uTH akTa 0OPMIISIFOTCS B COOTBETCTBHUH C MoapaszaenoM 2.3 pasznena 2
HacTosmen MHCTpyKIuu.

3.6.3. Jlatoii akTa SsBISETCS JaTa €ro COCTaBICHMS M MOAINKUCAHUS €ro
coctaBuTeasiMu. [Ipu yTBEpKJICHUU aKTa €ro AaTou SBJISIETCS JlaTa YTBEPKICHHUS.

3.6.4. B BBOJIHO 4aCTH aKTa B UMEHUTEJIBHOM TaJI€KE YKA3bIBAIOTCS:

- OCHOBaHHUE COCTAaBJICHHS aKTa (MyHUIIUNAIbHBIN MPABOBOM akT), (pakT wiu
coObITHE, TOCITYKUBIIIEE OCHOBAHUEM JIJII COCTABIICHUS aKTa);

- COCTaBUTENU aKTa (MEepeUHCIIIOTcs nocie ciaoa «COCTaBIEH» C YKa3aHUEM
JNOJKHOCTEW, HAWMEHOBAaHWW  OpraHU3aluii, €CJIM COCTABUTEIU  SIBJISFOTCS
MIPEACTaBUTEISIMU APYTON OpraHu3aiii, GaMuiInil 1 HHUITUAJIOB).

Ecnu akT cocraBien komuccuei, mepBoi yka3piBaeTcs (haMuiust mpeaceaaTens
KOMFVCCHH, 3aT€M YJICHOB KOMUCCHH B aJIaBUTHOM MOPSIIKE.

3.6.5. B TekcTe aKTa U31ararTCs LENU U 3aa4l COCTABJICHHS aKTa, CYIIHOCTD,
XapakTep, METOJIbl U CPOKHU MPOACIAHHON pabOThI, €€ pe3yJabTaThI.

[Ipy HEoOXOAMMOCTH aKT MOXKET COJIEpXaTh BBIBOJbI, 3aKIIOYCHUS,
PEKOMEHIalUU, MPEITIOKEHUS] COCTaBUTENCH.

TexkcT akTa wW3maraercs OT TPEThEro JUIa EIUHCTBEHHOTO WU
MHO>X€CTBEHHOTO YHCIIa (KKOMUCCHS YCTAaHOBHIIA...», KIIPOBEPKa MOKa3zania...» 1 Jap.)

3.6.6. B 3akIIOYMTENBHOM 4YaCTH akKTa  YKa3bIBaeTCsl  KOJIHWYECTBO
MNOJTOTOBJIEHHBIX JK3EMIUISIPOB aKTa U MECTOHAXOXKAEHUE KAXKIOr0 HK3EMILIAPA.
KonnuecTtBo  3K3eMIUISIPOB ~ aKTa  ONpEAENseTCs  KOJIUYECTBOM  CTOPOH,
3aMHTEPECOBAHHBIX B €ro COCTAaBJICHUHW, WM HOPMAaTUBHBIMU TPEOOBAHUSIMU,
pPEIaMEHTUPYIOIIMMU COCTABJICHUE aKTa KOHKPETHOW PA3HOBUIHOCTH.

3.6.7. AKT MOXET UMETh MpuiiokeHus. [Ipy HaIMUUKM MPUITIOKEHUI B TEKCTE
akTa B CKOOKax JlaeTcsi CChbUIKA Ha MNOpwiIokeHUue (MPUIIOKEHHE), Ha CaMOM
MPUJIIOKEHUM B BEPXHEM MPABOM YTy meuataercs ciioBo «llpuioxenue», HoMep
MPUIOKEHUS, (€CIIH MPUIOKEHUN HECKOJIBKO), HAMMEHOBAHUE aKTa, €ro Jara.

3.6.8. DK3eMIUIsIphl aKTa MOAMUCHIBAIOTCS BCEMH YJI€HAMH KOMHUCCUU (€Ciu
aKT COCTaBJISIJICS KOMUCCUEH) UIIU COCTaBUTEIISIMHU.

[Ipu moanmucaHuy akTa npejaceaaTeseM U WICHaAMU KOMUCCHM HauMEHOBaHMS
UX JIOJDKHOCTEW HE YKAa3bIBAIOTCH.

Ecnu xT0 - 1100 M3 cocTaBUTENel WU PUCYTCTBOBABIIKX JIUI] HE COTIACEH C
aKTOM, OH TMOJIMKCHIBAET €r0 C yKa3aHueM O Hanmuuuu ocoboro mHeHus. Ocoboe
MHEHUE U3JIaraeTcsl Ha OTAEJIbHOM JIMCTE, MOANMUCHIBAETCS U MPUJIAraeTcs K aKTy.
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3.6.9. Akt odopmisgercs Ha ONaHKe WJIM Ha CTaHJAPTHBIX JIMCTaX Oymaru
dbopmarom A4.

3.7. JloBepeHHOCTDH

3.7.1. JIoBEpEHHOCTH - MUCbMEHHOE YIIOJTHOMOYME, BBIJABAEMOE OJTHUM JIMIIOM
JpyroMy JuIy Uisi TIPEACTABUTENbCTBA IEpel TPEThUMH Jnnamu. [lucbmeHHOe
YIOJIHOMOYHUE Ha COBEPLICHHE CJICIKU IPEICTABUTEIEM MOXKET OBITh MTPEIOCTABIEHO
IPEACTABISIEMBIM HEMIOCPEACTBEHHO COOTBETCTBYIOIIEMY TPETHEMY JIHLLY.

3.7.2. IoBepE€HHOCTH BbIIA€TCS AAMUHHUCTpAIMEd CBOEMY IPEACTABUTEIIO HA
IIPE/ICTABICHNE HHTEPECOB, COBEPUIEHUE ACHUCTBUI OT UMEHU AJIMUHUCTpPALUU.

[IpoexTel TOBEpPEHHOCTEHN, BbIJABAEMbIX AJIMHHHUCTPALMEN COTPYIHHKAM
IOpUIMYECKUX  CIyX0  ammapata  AJAMUMHUCTpanmuu  JHOO  OTPacieBBIX
(byHKIIMOHANBHBIX) OpPraHoB AJMHUHUCTPAIINH, nojJie’)KaT  00s3aTeIIbHOMY
comiacoBaHuIO nupekropoM [IpaBoBoro genapraMmeHra.

HoBepennoctu peructpupyrorcs B CO/I.

3.7.3. JloBepeHHOCTh 0(OPMIISICTCSI TOJIBKO B TUCbMEHHON (popMe U JT0JKHA
CoJIep>KaTh JaHHbIE, HEOOXOUMBIE JJIsl TPU3HAHMS TOKYMEHTA JOBEPEHHOCTHIO:

- 1aTy COCTaBJICHUS;

- PEKBU3HTHI IPEACTABUTEINS U PEJOCTABISAEMOTO;

- CyIIECTBO MOJIHOMOYMH;

- CPOK JICUCTBHS JOBEPEHHOCTH.

Kpome Toro, 10BepeHHOCTbH JI0JKHA ObITh MOANKCAHA JIUIIOM, €€ BBIIABIINM.

3.7.4. Ecnu IOBEpEHHOCTh BBIIAHA AJIMHWHUCTPALMEN, TO KPOME NOIINKUCH
YIOJHOMOYEHHOTO JIOJDKHOCTHOTO JIMIA HEOOXOAMM €Il€ W OTTUCK IE€YarTH.
HoBepenHocts  odopmisieTcss  Ha ~ OmaHke — AJMHUHUCTpAllUM,  MOJIHUCH
YIOJTHOMOYEHHOTO JIOJPKHOCTHOTO JIMIIA 3aBepsieTcs repOoBOM NevaThlo.

3.8. JlesioBoe (cay:xe0HOE) MUCHLMO

3.8.1. JlenoBoe (ciyxeOHO€) MUCbMO — JTOKYMEHT, MOCPEICTBOM KOTOPOTO
OCYIIECTBISETCS HH(pOPMAITMOHHBII oOMeH MEXITY OpraHu3alHsIMU,
JOTHKHOCTHBIMH JTUIIAMU, TPAKIaHAMH.

3.8.2. Paznuyarorcsi mMchbMa: 3ampochl, YBEAOMIIEHHUS, COOOIICHUS, OTBETHI O
BBITIOJIHEHUH  JJOKyMEHTOB, IOPYYEHUH, COMPOBOAUTEIbHbIE, HAIOMUHAHUS,
MOJITBEPXKACHUS, TPEMIOKEHUs, TpeOOBaHUA, PEKOMEHIAINH, PEKJIaMHbIE,
rapaHTUiHbIC, TPUTIIAIICHUS], TIO3/IpaBICHUS U JP.

3.8.3. JlenoBoe (cimyxeOHOE) IHUCHMO JOJKHO OBITh TOCBSIICHO OJHOMY
Bonpocy. Eciu HeoOxomuMo oOpaTUThCA B OpPraHU3aldi0 OJAHOBPEMEHHO 10
HECKOJIBKMM BOIIPOCaM, PEKOMEHIYEeTCsI COCTaBUTh OTJEIBbHOE MUCHMO MO KaKIOMY
U3 HUX.

[TuceMO MOXKET KacaTbCsi HECKOJIBKMX BOTIPOCOB, €CIIM OHHM B3aMMOCBSI3aHbI U
OyAyT paccMaTpuBaThbCsi B OJHOM CTPYKTYPHOM TOAPA3ICICHUH OpTraHU3allud -
aapecara.
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3.8.4. lenoBoe (ciyxeOHOE) MHUCHMO TOTOBUTCSA Ha OnaHke mnuchma. [lpu
COCTAaBJICHUU THCEM O(DOPMIISIOTCS CIEAYIONME PEKBU3HUTHI: ajpecar, 3arojoBOK K
TEKCTY, TEKCT, MOJIHNCh, OTMETKAa 00 HCIOJIHUTENE, B HEOOXOAMMBIX CIydasx —
OTMETKA O MPUJIOKEHUH, TI€YaTh.

Ecau mucemMo sBIsSieTCS OTBETOM Ha TMOCTYIHWBIIHMKM 3ampoc JUOO SBISETCS
nHpopmarmeli 00  HCIOJHEGHHWM,  3alOJIHSICTCA  PEKBU3UT  «CChLJIKA  HA
pPETUCTPAIlMOHHBIA HOMEP M JaTy MOCTYIHBIIETO MUChMaY.

HanmenoBanne Buaa JOKyMeHTa («IIMCbMO) M Pa3HOBUJHOCTh MHCHhMa
(«nHPOPMAITMOHHOE», «COTPOBOAMTEILHOS», «3aMpoc» © Jp.) B JEIOBBIX
(cimyxeOHbIX) MUChMaxX HE YKa3bIBAIOTCHI.

3.8.5. B oiHOM nUCbME HE JIOJIKHO OBITH O0Jiee YEThIPEX aJpecaToB, IPU 3TOM
OCHOBHOMW ajipecaT YKa3blBaeTCsl IMEPBBIM, OCTaJbHBIC ajpecaTbl — Te€, KOTOPhIM
MMUCHbMO HAIPaBJISAETCS JJIsSI CBEICHUSI.

[Ipy HE0OXOAMMOCTH HANIPABUTh MUCHMO OOJIBIIIEMY KOJIMYECTBY aJpEeCcaroB, K
MUACHMY MPUKJIIAJIBIBAETCSI CIUCOK PACCHUIKK U MMChMa PaCChIIAOTCS MO CITUCKY.

Ecau nucbmo HampasiasieTes aapecaTy 1Mo JIEKTPOHHOM MmouTe win ¢gakcy 06e3
JIOCBUJIKH T10 TIOYTE, BMECTO MTOYTOBOTO aJIpeca yKa3bIBACTCS aApecC FIEKTPOHHOM
MIOYTHI WK HOMED TenedoHa-dakca.

3.8.6. JlemoBoe (ciayke0HOE) MUCHMO JIO MPEJCTABICHUS Ha ITOAIUCH JTOJDKHO
OBITH COIIIACOBAHO CO BCEMH 3aMHTEPECCOBAHHBIM JIUIIAMH.

3.8.7. TekcThl OTBETHBIX IMCEM HOMKHBI TOUHO COOTBETCTBOBATh JAHHBLIM
MOPYUYEHHSIM, TOCTYIUBIINM 3aMpocam, pe30JIIOIUSIM PYKOBOCTBA.

3.8.8. CpoKkH MOATOTOBKHM OTBETHBIX MMMCEM YCTAHABIMBAKOTCA HOPMAaTUBHBIMHU
MPABOBBIMU aKTaAMU WJIU PE3OTIOLUEH PYKOBOAUTEINS, CPOKH TOJITOTOBKHU
MHUITMATUBHBIX MTHCEM OMPEACIISIIOTCS MIPOM Iropo/ia, MEPBLIMU BUIIE-MAPaMU
ropojia, BUIle-MdpaMu ropoa, pykooautessimu [loapaszaeneHui.

3.8.9. CnyxeOHbIe MUChMa M3JIAraloTCs: OT MEPBOIO JIMIa MHOXXECTBEHHOTO
guciaa («[Ipocum npencraButh uHpopManmio...», «Hampasisem Ha paccMOTpEHHUE,
IPOEKT...» W T.J1.), OT 3-T0 JINIa €AMHCTBEHHOTO Yucia (AIMUHUCTpAIIUS HE CYUTACT
BO3MOXKHBIM. .. », «J/lemaprameHT 00pa3oBaHMS MpejIaracT  PacCMOTPETh
BO3MOXXHOCTb...»), Ha JOJPKHOCTHBIX OlaHKaxX — OT 1-ro Juia eIMHCTBEHHOIO YKcia
(«IIpomry Bac npencraBuTh JaHHBIE O...», «CUUTal0 BOBMOXHBIM HNPUHSATH y4acTUE
B...»).

3.8.10. Iluckma Ha OnmaHkax AJMHUHHUCTpPAIMU TOJMNKUCHIBAIOT M3P TOPOJA,
MIepBbIC BUIIE-MAPHI , BUIIE-M3PHI TOPO/IA.

3.8.11. Ilucema, nmoanMcanHble M3POM TOpPOAA, NEPBBIMU BUIIE-MAPAMHU, BHUIIE-
M3paMH Topojia peructpupyrorcsi B COJ] U oTnpaBisitoTCsl KaHIEIsIpUeld B JE€Hb UX
perucTpalnuy WIM HE IMO3JHee Cleaylolero padoyero mHsS (3a HCKIOYECHUEM
CPOYHOU KOPPECIOHCHIINH ).

[Tucema 3a nmoanuckro pykoBoaurenen [loapasaeneHuii U uX 3aMECTUTENEN T10
BOIIPOCaM, BXOJSIIMM B KoMIieTeHIUIO [loapaszaenenuii, ohopmiistorcs Ha OnaHKax
[Toapaznenenuii, peructpupyrorcss B COJ] B xxypHaiie peructpauuu [logpaznenenuii
Y OTIIPABJISIOTCSA CAaMOCTOSATENBHO.
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3.9. CayxkeOHast 3anIMCKA

3.9.1. CayxeOHasi 3anmMcKa — JIOKYMEHT, aJApECOBAHHBIA BBIIIECTOSIIEMY
PYKOBOJIUTENIO W COAEPNAIIMN H3JIOKEHHE BOIpOca, TPEOYIOLIEro peuieHus, ¢
BBIBOJAMU U  MPEIJIOKEHUSIMH  COCTABHUTENS,, TAKXKE HMCIOJIb3YEMbIM  JJid
OlepaTUBHOIO HMH(pOpMAMOHHOTO oOmeHa Mexay llogpasnenenusimu  uiu
PYKOBOJUTEISAMH, HE HAXOASIIUMHUCS B MIPSMOM MOAYHUHEHUH.

3.9.2. OOs3aTenbHBIMH  PEKBU3UTAMH  CIYKEOHOM 3alUCKH  SBJISIOTCA:
HAaUMEHOBAHHME CTPYKTYpPHOIO TOApA3[eJIeHHs] — aBTOpa JIOKyMEHTa, Jara,
3arojIOBOK K TEKCTY, aJIpecar, TEKCT, HOAIHUCH.

3.9.3. Ilpu aapecoBaHUM CIIyKEOHBIX 3aMUCOK JOHKHOCTH JIUIA, KOTOPOMY
aJpecoBaH TOKYMEHT, (haMUJIMS U MHULIUAJIBI YKa3bIBAIOTCS B IATEJILHOM IaJIEXKeE.

3.9.4. CnyxeOHbIe 3allMCKU COCTABIISIIOTCS, PACCMATPUBAIOTCA W XPAHSATCS B
TE€YEHNE YCTAHOBIEHHOTO cpoka B CO/I.

3.9.5. Tekcr city’eOHOM 3allMCKH, B 3aBUCUMOCTH OT CJIOKHOCTHU COZAEpP>KaHUS
U TPUBOAMMOM apryMeHTalluM, COCTOMT M3 OJHOMW, NIByX WM Tpex uacteid. Ecmu
TEKCT COCTOMT U3 TPEX YaCTEH, TO:

- B TIEPBOM YaCTH U3JNATAIOTCA MPUYUHBI, (PAKTHI WIH COOBITHS, TOCTYKUBIIIHE
MIOBOJIOM JIJISl COCTABJIEHUS JOKYMEHTA;

- BO BTOPOM YacTH JAETCS AHAJIU3 CJOXKUBIUEHCA CUTYallMH, BO3MOXHBIE
BapUaHTHI €€ PELICHUS;

- B TPETbEM 4YacTH HM3JAraloTcs NpOChbObI, MPEIIOKEHHUS, PEKOMEHIAIUH,
KOTOpPbIE, IO MHEHUIO COCTABUTEIISI, HEOOXOANUMO MPEAIPUHSTS.

3.9.6. IlpoxoxkaeHue CIyKeOHBIX 3alMCOK Ha JTamax UX TMOJATOTOBKU U
o(OopMJIEHUS TOJKHO COOTBETCTBOBAThH MPOXOKIACHUIO UCXOIAIIUX JOKYMEHTOB, a
Ha dTare UCIOJHEHUs — BXOSIINX JOKYMEHTOB, T.€. [IPU HAINPABJIECHUU CITyKeOHOMN
3allUCKM B aJpec Mdpa Topoja, IEepBOrO BHIE-MIpaA, IEPBOrO BHIE-MIPA,
PYKOBOIMTENSL armapara aJMUHUCTPAllMd TOpOJia, BUIIE-MIPOB  00s3aTEIbHBIM
SBIIAETCS] COOJIOCHUE DIIEKTPOHHOTO COMIACOBAHUS JOKYMEHTA, T. €. UCIIOJHUTEIb -
pykoBonutens otaena. [lognuceiBaercs pykoBoaureneM Ilonpasnenenus.

3.9.7. Ha paccMoTpeHHe M3py ropoja CIIyKeOHBbIE 3allUCKU IMOCTYITAIOT I10
CO/J1 noce comacoBaHus ¢ KypUPYIOIIUM BULIE-M3POM (IIPU HATTUYHUH).

3.9.8. Peructpanus ciyke0HbIX 3aMcOK ocyiecTnisiercs B COJI.

4. OPTAHU3AIUA JOKYMEHTOOBOPOTA
4.1. lIpyHUMIIBI OPraHU3ALMH JOKYMEHT0000poTa

4.1.1. JIokyMeHTOOOOPOT BKJIIOYAET BCIO MOCIEAOBATEIHLHOCTh MEPEMEILICHU I
JIOKyMEHTOB, a Tak)Xe OIepallii, COBEpIIaeMble C JOKYMEHTAMH B TPOIIECCE HX
CO3/IaHUsI U UCTOJIHEHUs! (TOTyYeHHe, OTIpaBKa, MpPeBapUTEIIbHOE PACCMOTPEHHE,
pEerucTpalus, pacCCMOTPEHUE PYKOBOJIUTEIEM U JIp.).
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4.1.2. lenp  opraHuzamuu  JOKyMEHTOOOOpoTa —  oOecriedeHue
CBOEBPEMEHHOIO MPUHATUS YNPABICHYCCKUX PEIICHUNA M MX HUCIIOJHEHHUS. 3ajadya
JOKYMEHTO000pOTa — OpraHM30BaTh JBUKEHUE JIOKYMEHTOB [0 HauMEHee
KOPOTKOMY MNYTH C MHUHHUMAaJIbHBIMU 3aTparamMu TpyAda U BPEMEHH, B YCIOBHUSIX
AIIEKTPOHHOTO JOKYMEHTOO0OpOoTa — O00€CHe4YuTh JOCTyl K JOKYMEHTaMm
nosib3oBaresiM COJ] B COOTBETCTBUH C MPEIOCTABIEHHBIMUA UM IIPaBaMH.

4.1.3. B AaMuHuUCTpaIluu UCIHOJB3YIOTCS 3JIEKTPOHHbBIE JOKYMEHTHI, 8 TaKKe
ANIEKTPOHHBIE KOMUHU JOKYMEHTOB, TOJYYEHHbIE B pE3yJbTaTe€ CKaHHUPOBAHUS
JOKYMEHTOB Ha OyMaKHOM Hocutesne. JOKyMEHThI, UMEIOIUE BPEMEHHBIE CPOKHU
xpaHeHust (mo 10 €T BKJIIOYUTENBHO), MOTYT CO3/1aBaThCs, XPAHUTHCA U
HCIIOJIb30BaThCsl UCKIIIOUUTENHHO B (hOPME DIIEKTPOHHBIX IOKYMEHTOB.

4.1.4. Opranuzaums aABWKeHHs JTOKyMeHTOB B CDOJl ocymiecTBiseTcs B
COOTBETCTBUU cOo CxemaMu JeIONpPOU3BOICTBA, PACTIONOKEHHBIMU Ha BHYTPEHHEM
noprasiec Angmunuctpanuu (pazgen «llopranm Mmoab30BaTEIbCKOM JOKYMEHTAIIMN
BKJIa/IKa «Jlemonpons3BoacTBo») U Hacrosed MHCTpyKiuei

4.1.5. Opranuzanus 10KyMEHTO000pPOTa OCHOBBIBAETCS HA MPUHIIUIAX:

- LIEHTpaIu3alys onepaunii o NpuemMy 1 OTIpPaBKe JOKYMEHTOB;

- pacmpeeneHue J0KyMEHTOB Ha JOKYMEHTOIOTOKH, UMEIOIINE OAMHAKOBBIN
MapuIpyT (MapupyTu3anus J0KyMEHTOB);

- OpraHu3anus npeBapUTEIIbHOTO pACCMOTPEHUS BXOJAIINX JJOKYMEHTOB;

- OJHOKPATHOCTb PETUCTPALINU JOKYMEHTOB;

- HUCKJIIOYEHUE BO3BPATHBIX JIBUKEHUU JOKYMEHTa, HE OOYCIIOBICHHBIX
JIEJIOBOM HEOOXOUMOCTBIO;

- YyCTpaHEHUE HEOOOCHOBAHHBIX COMIACOBAHUMN MTPOEKTOB IOKYMEHTOB;

- periaMeHTalus oneparui 1mo oopadoTKe, PaCCMOTPEHUIO U COITIAaCOBAHUIO
JIOKyMEHTOB.

4.1.6. B nokyMeHTOOO0OpOTE AJIMUHHCTpAIlUU BBIJCISIOTCS CIICIYIOIIHE
NOKYMEHTOIIOTOKH:

- BXOAsIIME (IOCTYNAIOINE) TOKYMEHTBI;

- UCXOAIIHE (OTIPABIsIEMbIE) TOKYMEHTBHIL;

- BHyTPEHHUE TOKYMEHTHI.

4.1.7. JloctaBka U OTIpaBKa JOKYMEHTOB B AJIMUHUCTPALMN OCYLIECTBISETCS
CpeACTBAMHM TOYTOBOM CBSI3M, HAPOYHO M Pa3IMYHBIMU BHUJAMH DJIEKTPOCBS3U
(bakcumunbHas, TenerpadHas, TeinedoHHas, dIeKTpoHHas  mouta, COJ]
[IpaBurenscTBa CaxaauHCKOM o0macTh).

4.2. IlpueM u nepBuYHas 00pad0TKA BXOASAIIMX TOKYMEHTOB

4.2.1. B AIMUHHUCTpalLUIO JOCTAaBISAETCS KOPPECHOHACHIMS B BHUAE MHUCEM,
OaHzeposell 1 MakeToB, NMEYaTHBIX U3aHUi, TeJIerpamm, pakcorpamm, 3JIEKTPOHHBIX
JOKYMEHTOB U JIEKTPOHHBIX KOIUHA TOKYMEHTOB.

4.2.2. [IpueM NOKyYMEHTOB OCYIIECTBISETCA KaHLEIsIpUuen oTAena no padore ¢
JOKYMEHTaMU U KOHTPOJIIO (J1ajiee — KaHIIeJSIpus).
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OOpaieHust TpaxaaH U JOKYMEHTBI, CBS3aHHBIE C HX PAacCMOTpPEHHEM,
HaIpPaBJISIIOTCA B OTJIEN 1O paboTe ¢ oOpaiieHusMu JlenapraMmenTta mno oOpaiieHusm
rpakJaH U OpraHU3allMOHHOW padoTte (manee — oTAeN Mo paboTe ¢ oOpalleHUsIMU)
J1s1 00pabOTKHM M PETUCTPAIUH.

4.2.3. IlepBuunas 06pabOTKa MOCTYNUBIINX JOKYMEHTOB BKJIIOYAECT:
IIPOBEPKY MPABUIBHOCTU JOCTaBKH JIOKYMEHTOB;

MPOBEPKY LETOCTHOCTH YIAKOBKH (KOHBEPTOB, [TAKETOB);
BCKPBITHE YIIAKOBKH (32 UCKIIFOUEHUEM KOHBEPTOB C MOMETKOM «JIMUHO»);
MIPOBEPKY LIETOCTHOCTH BXOISIIHNX JOKYMEHTOB, BKIIFOUasl PUIIOKEHUS;

- YHUYTOXXEHUE KOHBEPTOB, IAKETOB WJIM YIIaKOBKHU;

- IPOCTABJIEHNE OTMETKH O MOCTYIUIEHUHU JOKYMEHTA B OPTaHU3aLHUIO.

4.24. llpm 7AOCTaBKE KOPPECHOHAECHUHWHM  HApPOYHBIM  IPOBEPSAETCS
NpPaBUJIBHOCTh  APECOBAHMS, KOMIUIEKTHOCTh H  IEIOCTHOCTh JOKYMEHTOB,
MPUWIOKEHUH K HUM.

OmubOYHO JTOCTaBIEHHBIE JOKYMEHTHI MEPEChUIAIOTCS MO HAa3HAYCHHUIO WM
BO3BPAIAIOTCS OTIIPABUTEITIO.

[Ipu oOOHapyXeHUH MOBPEKICHUS BXOMAAILIEIO JOKyMEHTa Ha OyMa)KHOM
HOCHUTEJE WIH €r0 NPWIOKEHHM, IPU OTCYTCTBUU B KOHBEPTE (ITAKETE) JTOKYMEHTA,
ero 4YacTh WM MPWIOKEHUH K HEMy, a TaKkKe NpU OTCYTCTBHM MOANHCH Ha
BXOJAIIEM JOKYMEHTE COCTaBISETCA aKT B JBYX D3K3eMIUISIpax Ha OyMaKHOM
HOCHTEJNE, MOAMUCHIBAEMBIN IByMSI COTPYAHUKAaMH KaHUesipun (npuioxenue N 1).

OauH 53K3eMIUAp aKkTa BMECTE C BXOIAIIUMM JOKYMEHTOM II€pelaeTcs Ha
MPEIBAPUTENILHOE PACCMOTPEHUE U PETHCTPALIMIO, BTOPOM SK3EMILISP BBICHLIAETCS
OTIIPABUTETIIO.

4.2.5. KoHBepTbl, MakeTbl WIM yNAKOBKAa OT NOCTYNUBIIMX JIOKYMEHTOB
COXPAHSIOTCS U MPUJIATAIOTCS K BXOJSAIIUM JOKYMEHTaM B CIIy4asix:

- eclM TOJbKO MO HHUM MOXHO YCTaHOBUTh  OTHPABUTENS WM ATy
OTIIPABJICHUS;

- €CJIM BXOJAILIUHN JOKYMEHT MOCTYNUII O3KE YKA3aHHOTO B TEKCTE JOKYMEHTA
CpOKa UCIIOJTHEHUS WM AaThl MEPOTIPUSATHUS;

- Tpu OOJIBILIOM PACXOKICHUM MEXAYy JdaTaMd MOAMUCAHUS U TMOIYUYCHHS
JIOKYMEHTOB.

4.2.6. llepBuynas 06pabOTKa TOKYMEHTOB, MOJYyUYEHHBIX MO0 HH(POPMALIMOHHO-
TEJIEKOMMYHUKAIMOHHBIM KaHanaMm cBsi3u (dnekTpoHHas nouta, COJ[ IICO u np.) ot
JPYrUX OpraHu3aluid, JOJKHA COOTBETCTBOBATh TEXHOJIOIMHU paOOThl C BXOJALIMMU
JIOKyMEHTaMHU.

4.2.7. IlepBuuHasi 0OpabOTKa JOKYMEHTOB 3aBEpIIAETCA UX paclpeleieHueM
(copTUpOBKOW) Ha perucTpupyeMble U Hepeructpupyembie. K gokymenram, He
MOJIJICKAIIUM PETUCTPAIIMU, OTHOCSTCS TOKYMEHTHI, HE TpeOyrolIie UCIOIHEHUS U
HE cojepyKaiue UHPOPMaIUK, KOTOpasi MOXKET ObITh MCIOJIB30BaHA B CIPABOYHBIX
LEIAX.
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4.3. Perucrpanusi BXOASIIUX JOKYMEHTOB

4.3.1. Peructpauus BXOOAIIUX JOKYMEHTOB OCYLIECTBIISIETCS HE3aBHCUMO OT
croco0a UX J0CTaBKU OJMH pa3: B KaHuensipuu win B [logpazaenenun B CO/I.

4.3.2. JIOKyMEHTBI, TOCTYNAIOIINE OT APYTUX OpraHU3alMii HEMOCPEICTBEHHO
B [logpaznenenusi, HO aapecoBaHHbIE M3pY TOpOJa, MEPBBIM BHUIIE-MAPaM, BHIIE-
M3paM, MEPEeNaroTcsl sl MPEABAPUTEIBHOTO PACCMOTPEHUS U PErUCTpalHH B
KaHIEJSPUIO.

4.3.3. Perucrpanms BXOASIIMX JIOKYMEHTOB OCYILECTBISETCS B JEHb HUX
MOCTYIUICHUSI WM Ha CJHeAyroumid padouuii JeHb, €CIU 3aKOHOAATEIbCTBOM
Poccuiickonr @enepauuy, WHBIMM HOPMAaTUBHBIMM IIPABOBBIMM aKTaMU  HE
YCTaHOBJIEHO MHOE.

4.3.4. JIoKyMEeHTBI, MOCTyNUBIIME C OTMETKOH «CpouyHO», «OmnepaTUuBHO»
PErUCTPUPYIOTCS HE3AMEUIUTEIBHO.

4.3.5. Peructpanus oOpamieHud TrpaxaaH OCYIIECTBISIETCS B OTHENE IO
pabote ¢ oOpalieHUusIMU B TEUEHHUE TPEX JHEH C MOMEHTA MOCTYIUICHHS OOpalieHusl.

4.3.6. XKanoba Ha HapylieHUE MOPSAKA MPEJOCTABICHUS MYHUIIMIAIbHBIX
YCIIYT, BBIpa3UBIIEECS B HEMPABOMEPHBIX PEUICHUAX U JNEUCTBUAX (O€3/1eHCTBHM)
opraHa, MpeaoCTaBIISIIONIEr0 MyHUIIMIAIBHYIO YCIYTY, TOKHOCTHOTO JIMIA OpraHa,
MPEACTABISIIONIETO MYHHIIMIANBHYIO YCIYTy JIMOO MYHHIIMIAIHHOTO CITY>KaIlero
(manmee — xano0a Ha HapyIIEHUE NOPSIIKA IPEIOCTABICHNS] MyHUIMIIAIbHBIX YCIYT),
MOCTYNMBIIAs B YIOJIHOMOYEHHBIH Ha €€ pacCMOTPEHUE OpraH, IMOMJIEKUT
PErUCTpALIMK HE MO3/IHEE CAEAYIOIIEro paboyero AHs CO JHS €€ MOCTYIICHHUS.

[lonaya u paccMoTpeHHE XanoObl Ha HApyIIEHUE MOpsAJKa MPEJOCTaBICHUS
MYHULUIAIBHBIX YCIYyr OCYIIECTBISIETCS B COOTBETCTBUU C IlocTaHOBIEeHHMEM
ITpaButenscTBa Poccuiickoit @eaepannu ot 16.08.2012 Ne 840 «O mnopsiake nogayu
U PAcCMOTPEHHUs KajloOd Ha pemeHus W jaercTBus (Oe3neicTBhe) (denepanbHBIX
OpraHOB HCIIOJIHUTENIbHOM BIACTH W HX JOJDKHOCTHBIX JHUI, (deaepanbHbIX
rOCyJapCTBEHHBIX CIY>KaIUX, TOJPKHOCTHBIX JIMIL TOCYIaPCTBEHHBIX BHEOIOIKETHBIX
dbongoB Poccuiickoit deneparum.

4.3.7. llpynumas BO BHHMaHHUE, 4YTO OOJBINAs YaCTh KOPPECIOHACHITUH,
HE3aBHCUMO OT COJIEpKaHUs, aipECyeTCsl M3PY ropo/a, COTPYAHUKH KaHUEIApUU U
otaena o padbore ¢ oOpalleHusIMU UMEIOT MPaBO PACIpPenesaTh KOPPECIOHACHIINIO
MEPBbIM BHIIE-M3pPaM, BHUIE-M3paM TOpoJa B COOTBETCTBUU C PACHPEACICHUEM
00s13aHHOCTEH.

4.3.8. YBenomiieHUS! MOJUTHYECKUX MNApPTHIl, OOLIECTBEHHBIX OpraHU3alu,
WHUIIMATUBHBIX TPYNN TPaKJaH W Jp. O MPOBEAECHUM NYOIUUYHBIX MEPONPHUSATUM
PETUCTPUPYIOTCS B KAHUEISIPUH.

4.3.9. K nokyMeHTaM, HE TTOAJICKAIAM PETUCTPAIIMU OTHOCSTCS:

- TIeYaTHble W3AaHus (KHUTU, Ta3eThl, >KypHAJIbl, KAaTaJlOTH, TEXHUYECKas
JUTEpATypa, TEMATUYECKUE U CIICMAJIbHbIE COOPHUKH, TJIaKaThI);

- peKJIaMHbIe MaTepUabI(TTUChMa, JINCTOBKH, MPOCIIEKTHI, OyKJIETHI U . );

- aHKETHI (pe3toMe), HaITpaBJIEHHbIE B LIEJISIX TPYAOYCTPOMCTBA;
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- OyxranTepckue TOKyMEHThl (OyXraarepckass OTYETHOCTb, cueTa-(akTyphl,
aKThl CBEPKM B3aMMOPACYETOB, AaKThl MPUEMKHU-NIEPENaY OCHOBHBIX CPEICTB,
TOBapHbIEC HAKJIAIHbBIE U JIP.);

- TO3/ApaBUTENIbHbIE,  ONAarogapCTBEHHbIE MHChbMA W TEJErPaMMBI,
MPUTIIACUTENIbHBIC OWJIETHI.

4.3.10. JokyMeHTBI, agpecoBaHHble HemocpeacTBeHHO B [loapasznenenus, B
KOMHUCCUH, CO3/JaHHbIE B AJIMUHUCTpAllMM, TEpeAaloTcsi 0e3 perucTpauuu B
KaHLIEJISIPUU aJpecary.

4.3.11. TloctrynuBmme B AJIMUHUCTpAlMIO Ha OyMa)XHOM HOCHUTEIE
JOKYMEHTBI CKaHUpYIoTca U npukpersirores Kk OPK nokymenra B CO/I. Bxogsammui
JIOKYMEHT JOJKEH PETUCTPUPOBATHCS B CBSI3KE, €CIIM OH KacaeTcs BOINpOca, IO
KOTOPOMY YK€ BEIETCS MEPENHUCKa C OpraHu3anuen-ornpasureneM. JlambHenmas
paboTa MO JOKYMEHTY MPOUCXOIUT C MCHOJb30BAHUEM 3JIEKTPOHHON KOIHUU.
[TonnuuHUK (OpUTHHAN) JOKYMEHTa XPAHUTCS B KAHLIETSIPUU U MOXKET OBITh MepeiaH
OTBETCTBEHHOMY MCIIOJIHUTEINIO [0 TUCBMEHHOMY 3aIllpOCy UCITOJIHUTENS.

4.3.12. CoTpyIHHKaMH KaHUEISAPUU JOKYMEHT PETUCTPUPYETCS IIyTEM
sanonHeHus: OPK B COJl, B koTopyto BHOcCSATCS Bce HeoOxoauMmble nanubie. [locne
3TOr0  BXOIAIIEMY JOKYMEHTY IIPUCBAaMBAETCS  PETHCTPALlMOHHBIA  HOMED.
VYka3bIBaloTcs (paMuiIus U UHULUANBI JOJKHOCTHOTO JIMIA, KOTOPOMY HAIPaBIISIFOTCS
JIOKYMEHTBI.

IIpu conmepkaHuM B JIOKYMEHTE IE€PCOHAJbHBIX JAHHBIX, CBEICHHM
OrpaHUYEHHOTO JI0CTyNa CTABUTCSI OTMETKA «KOH(PUIEHIIUATIEHOY.

4.3.13. Ha noctynaromux JOKyMEHTax Ha OyMaXHOM HOCHUTEJIE, MOJJICHKAITUX
pPErUCTPALMK, HA NIEPBOM JINCTE JOKYMEHTAa B IIPABOM HUXKHEM YINTy, HA CBOOOAHOM
OT TEKCTa MECTE€ MPOCTABISETCSA IITAMI, KOTOPbIA COCTOMT W3 HAWMEHOBAHUS
«Aamunuctpanusa ropoaa HOxxHo-CaxanuHcka», cinoB «BXomsamuid N »,
M (poBOI AaThI MOCTYIJICHUS JOKYMEHTA.

4.3.14. KoppecnoHaeHIIMSI Ha HWHOCTPAHHBIX A3bIKaX, aJpecOBaHHas
PYKOBOJACTBY AJAMHUHUCTpALMH, IOCIIE PETHCTPALMM B KaHUEISAPHUM IEpeNacTcs B
OTJEN MEXIYHAPOIHBIX U MEKPETMOHAIBHBIX CBA3EH Ul IEPEBOAA U OCIETYOLIEH
Iepe1ayn Ha pacCMOTPEHUE PYKOBOACTBA. Has KOppeCOHAEHIMS HA HHOCTPAHHbBIX
A3bIKaxX MEepeaacTcs 0 Ha3HaYeHUI0 HerocpeacTBeHHo B [loapasaenenust.

4.4. PaccMoTpeHne JOKYMEHTOB PYKOBOACTBOM AJIMHUHUCTPAIlUH U
opranu3anus padoTbl HCIIOJHUTES C JOKYMEHTaMHU

4.4.1. IlocrynuBmme B AJIMMHUCTPALMIO JOKYMEHTBHl HAIPaBISAIOTCA Ha
pPacCMOTpPEHHE MAPY TOpoAa, MEPBBIM BHIE-MAPaM TOpOJa, BHULE-MIpaM Iropoaa
nocpenctBoM C3IJI TOMBKO MOCIIE pEerucTpalnu JOKYMEHTA.

4.4.2. 3apeructpupoBanHbiii B COJl TOKYMEHT HANpaBISIETCA COTPYAHUKAMH
KaHILIeJApUU  CHIeHAIUCTaM  o0uiero otaena ainsg  (GopMupoBaHUS MPOEKTa
PE30NIIOLIMN W HAIIPaBJIEHUS HAa PACCMOTPEHHUE PYKOBOJUTEIK B COOTBETCTBHUU C
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pacnpeneneHueM OO0s3aHHOCTEH, KOTOpbIi B 2-JAHEBHBIM CPOK MOJMUCHIBAET
pesonmonuto JI1.

[Ipy HEOOXOOUMOCTH, PYKOBOAMUTENbL BHOCUT M3MEHEHHS B  MPOEKT
PE30IIOLY.

4.4.3. 3anpelieHo HanpaBisITh OOpalIeH s, CoAepKalue Kanooy Ha
neiictBue  (Ge3nmedcTBHE)  MOMMKHOCTHOTO — JIMIIA, HA  PAacCMOTPEHUE  TOMY
JOJDKHOCTHOMY JIUITY, PEIICHHUE WM JIeicTBHe (Oe3/1eiCTBHE) KOTOPOro o0KamyeTcs.

4.4.4. Tlepemaua nopydeHusi ucnonuutesnsim no COJl paBHO3HauHa nepeaayde
OyMa)KHOTO HOCHUTENSI W SIBISETCS OCHOBAaHUEM /il HCIHOJHEHHS TMOPYYCHHS
(monnucanue OyMa)KHOTO HOCUTENSI HE TPOU3BOJIUTCS).

4.4.5. HanpaBnenue  pgokymeHta B llompasmenenne  mpomcxoguT
aBTOMAaTUYECKU MpU OTIpaBke IopyyeHus B 310 Ilogpasnenenue. llepenmaua
(mepeaapecaiiysi) 3aperuCTPUPOBAHHBIX JOKYMEHTOB U3 ofHoro llompasnenenust B
JIpyroe MPOU3BOAUTCS C COIIACHS JIMIA, MOPYYMBLIETO PACCMOTPETh JOKYMEHT,
yepes KaHuenapuio ¢ otMeTkol B COJI.

4.4.6. IlopyueHus, comepKallue YyKazaHUs «CPOYHO», «HE3aMEIJIUTEIbHO»
(W11 aHAJIOTUYHBIE), TIOJIEKAT UCTIOJHEHUIO B TeUeHHE 3 THEW C JIaThl MOAMUCAHUS
MOpYYEHHS. YKa3aHUE «ONEpaTHBHO» MpeaycMarpuBaeT 10-IHEBHBIM CpPOK
VICIIOJIHEHUS TIOPYYEHHUS.

Ecnu cpok UCIONHEHNS B IOPYYEHUH HE YKa3aH, OHO MOJIEKUT UCIIOJHEHHUIO
B TeueHue 30 gHEHW C JaTel pETHCTpAalMy JOKyMeHTa. Ecinu mocienHuil JeHb
VCIIOJIHEHMS IOPYUEHHS IPUXOJUTCSA Ha HEpaOOUuil J€Hb, TO JHEM OKOHYAHUS CPOKa
WCIIOJIHEHMSI TIOPYUEHHMSI CUUTAETCS OMMDKAMIINKA CleayoIuid 32 HUM paOounid 1€Hb.

4.477. B cnydae, eciii B MOCTYIHBIIEM JOKYMEHTE COJAEPX ATCS BOIPOCHI,
pelIeHre KOTOpPhIX HE BXOAMT B KOMIETEHIMIO HUCIOJHUTENS (MCHOJHUTENEH),
ONPEEICHHOT0 OCHOBHBIM MTOPYYEHUEM, TO UCTIOJTHUTENIEM B T€UeHUE 3 THEH ¢ JaThl
o(opMJIEHUSI OCHOBHOTO MOpy4YeHUs: (ISl TOKYMEHTOB, C TTOMETKOM «BakHo» - B
TeyeHue | qus) 3ampamuBaeTcs «I3MeHeHne pe3oIonumny.

B cnywae, ecnum kamoba Ha HapylieHME TIOpAJIKA TPEIOCTaBICHUS
MYHHULIMTAJIBHBIX YCIYT MO/JaHa 3asBUTEJIEM B OpraH, B KOMIIETCHIIUIO KOTOPOTO HE
BXOJIUT MPUHATHUE PEIICHUs MO kajno0e Ha HapylIeHUWE MOpsAKa MPEIOCTABICHUS
MYHHUIMIAIBHBIX YCIYyI, B Te€deHHe 3 pabouux JHEHl co JHSA ee perucTpanuu
yKa3aHHBII OpraH HampaBisfeT kajol0y B YHNOJHOMOUEHHBIM Ha €€ pacCMOTpPEHHE
OpraH M B NHUCbMEHHOH (QopMe HHPOPMHUPYET 3asIBUTENS O IEpEHaIpaBICHUU
#anoObl. [Tpu 3TOM CpoK paccCMOTpEHUS KaaoObl UCUUCISETCS CO JHS PErUCTpalliu
’ajo0bl B YIIOJJTHOMOYEHHOM Ha €€ paCCMOTPEHUE OpTraHe.

4.4.8. Ilpu mOCTYyIJIEHHU JIOKYMEHTa C PE30JIoLUUe (MOopydeHUueM) OT
OTBETCTBEHHOT'O MCIOJIHUTENSI U COUCTIONHUTEINS (COMCIIOTHUTENEH) B aipec 0JJHOTO
U TOTO >K€ MCIOJHUTENS HUCIOJHAETCS Pe30yionus (MopydyeHUe) OTBETCTBEHHOIO
UCIIOJIHUTENSE  C¢  00sA3aTeNIbHBIM  COIVIACOBAHMEM  C  COMCIOJHUTEIEM
(COUCTIOTHUTEINSIMU).

4.4.9. B cinyyasix, KOrga MOpy4YeHUE NAECTCSA JABYM WM HECKOJIBKUM JIMIAM,
OTBETCTBEHHBIM HCIIOJIHUTENIEM SIBISETCA JINLO, YKa3aHHOE B IIOPYYEHHUH B Kau€CTBE
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UCIOTHUTENS TNepBbIM. OTBETCTBEHHOMY HCIOJIHUTEN0 HEOOXOJUMO B TEUYEHUE
OJTHOTO paboyero JHS C MOMEHTa IOJYyYECHHUs MOPYYEHUs BBIMOJHUTH JEHCTBHUE
«ITpuHATH B paboTy (M OTIPABUTH COUCIL )».

OTBETCTBEHHBIM MCIOTHUTEIh 00s3aH OpPraHMW30BaTh MCIOJHEHUE TOKyMEHTA
B YCTaHOBJICHHBIH CPOK. EMy mpeacramisieTcs mpaBoO CO3bIBa COMCIIOJIHHUTEINEH,
KOTOpBI€ 00s3aHBI 110 TPEOOBAHUIO OTBETCTBEHHOTO MCIIOJIHUTENS MPEICTaBUThH BCE
HeoOXxouMble Marepualbl. OTBETCTBEHHbBIN UCIIOTHUTEIb U COMCIOJIHUTENH BIIPaBe
JlaBaTh MOPYYEHHUS B BHUJIE PE3OJIOLMH JIUIAM, HEIOCPEICTBEHHO UM MOJYMHEHHBIM.
J{nst ucnonHeHus MOPYUYEHUHN B CKAThIe CPOKU OTBETCTBEHHBIN MCIIOIHUTENb MOMKET
co3faBarth pabouue TPYINNbl B COCTaBE COMCIOIHUTENEH MOPYUYCHHs, a TakKke
NpeACTaBUTENCH JAPYrMX 3aWHTEPECOBAHHBIX OpPraHOB W oOpraHu3anuii  (mo
COMIACOBAHUIO) WJIM MPOBOJUTH HEOOXOIUMbIE COBEIIIAHUS.

CoucnoHUTENIn B PaBHON Mepe HECYT OTBETCTBEHHOCTh 32 CBOCBPEMEHHOE
HCIIOJTHEHUE JIOKYMEHTOB M JOCTOBEPHOCTh HHGOpPMAIUU, TPEACTABICHHOM
OTBETCTBEHHOMY HCIOJIHUTEINIO ISl CBOJA.

OTBETCTBEHHBIM HCIOJHUTENb HECET IEPCOHAIBHYK) OTBETCTBEHHOCTh 3a
MOJIHOTY Y JIOCTOBEPHOCTh HMH(GOPMAIIMH, WCIOJIb30BAaHHOW TMPU MOJITOTOBKE
JOKYMEHTa, HaJIM4he HEOOXOJAMMBIX COIVIACOBaHMN M  COONIOACHUE CPOKOB
WCIIOJTHEHHSI.

4.4.10. B cnyyae, ecid MNOPYyYEHHE BBIXOJUT 3a MPEAECIbl KOMIETECHIINU
COMCITOJIHUTENEH, ONPEACIICHHBIX IOPYYEHNEM, pyKoBoauTenu Tux [loapasaenenui
o0ecreunBalOT €ro HMCIOJHEHHUE B Mpejenax YCTaHOBIECHHOW komrereHiuu. [lpu
9TOM  OTBETCTBEHHBIM WCIIOJIHUTENb MPEACTABISCT JIaBIIEMy TMOpYyYEHUE
PYKOBOJUTENIO  JOMOJHUTENIbHBIE  MpEIoKEeHUsT 00 HU3MEHEHWHU  COCTaBa
COUCIIOJIHUTENEH WM O TPUBJICUCHUN HOBBIX COUCIIOJHUTENEH B T€UEHUE 3 JTHEU C
natel opopMIIeHHUs] TOPYYEHHUs, a MO CPOYHBIM M OIEPATUBHBIM TOPYUYEHUSIM -
HE3aMEJIUTEIBHO.

4.4.11. CoucnoJIHUTENN B TEUCHUE NIEPBOU MOJTOBUHBI CPOKA, OTBEJACHHOTO Ha
UCIIOJTHEHUE  TOPYYEHMs,  NPEACTABISAIOT  OTBETCTBEHHOMY  HCIIOJHUTEIIO
uH(OpMAIUIO B Mpeiesiax CBOSH KOMITETCHIIHH.

B ciydae HeCBOEBpEMEHHOTO MPEICTABICHUS MPEAJIOKEHUN COUCTIOIHUTEIEM
(COUCTIONMHUTENSIMI)  OTBETCTBEHHBIM HWCIIONIHUTENIb HWHOOPMUPYET 00 3TOM
PYKOBOJUTEISA, JABILIETO MOPYyUYEHUE.

[IpaBoBOif jJenmapTaMeHT, SIBISIACH COMCIIOJIHUTENEM, TMPU  OTCYTCTBUHU
MPEJIOKEHNM, COMIACOBBIBAET MPOEKT OTBETA, MOATOTOBJICHHOTO OTBETCTBEHHBIM
HCIIOJTHUTETIEM.

4.4.12. B cnydae, eciM TOpPYYEHHUE PYKOBOAMTEIS HE HCIOJIHEHO B
YCTAHOBJICHHBIM CPOK, OTBETCTBEHHBI WCIOJHUTENIb B TeYeHWE 1 JHSA mocie
MCTEYEHUsI CPOKA, YCTAHOBJICHHOTO JUISI WCIOJIHEHUS NOPYYEHHUs, NPEACTABISAET
OOBSICHEHHUE O XO/I€ MCTOJIHEHUS MOPYYEHHUS C YKa3aHHUEM JOJKHOCTHBIX JIUII, Ha
KOTOPBIX BO3JIO)KEHO WCIIOJIHEHUE IMOPYYEHMS, IMPUYMH €r0 HEUCIOJHEHHUS B
YCTaHOBJICHHBIN CPOK.
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4.4.13. Ecnu TOKyMEHT HE MOXET OBbIThb MCIIOJIHEH B YCTAHOBJIEHHBIE CPOKH,
UCIIOJIHUTENh JIOJDKEH MOJATOTOBUTH MPOMEXKYTOUHBIM OTBET. «lIpomexyTouHbIM»
CUMTACTCS IMCBMO B aJpec 3asBUTENA, KOTOpOE€ HE JaeT OTBeTa Ha BCe
IIOCTABJIEHHbIE BOIIPOCHI, UMEET CIPABOYHBIA WJIM MHPOPMALMOHHBIN XapakTep U
COZEPKUT MNPOCHOY O MPOAJIEHUU CPOKA UCIIOTHEHUS /10 OIPEIEICHHOTO YHCIa.

[Ipoayienre CpOKOB UCIIOHEHUS TPOU3BOAUTCS HA OCHOBAHUU MIPEACTABICHUS
4yepe3 KaHLEJSPUI0 CIIy>)KEOHOro MUCbMa B aApeC 3asBUTENSI C MOTHBUPOBAHHOMU
pocb00il 0 MPOITICHUH CPOKA U O MPUUMHAX OTCPOUKH HE MO3/IHEE YeM 3a 3 JIHA 110
WCTEUYCHUS] paHEE YCTAaHOBJIEHHOro cpoka. CiykeOHOe€ NUCbMO TOTOBHTCS 3a
MOJIMUCHIO JOHXKHOCTHOTO JIMIA, IABIIETO MOPYYEHUE.

Ecnu ucnonHUTENnb HE MPENCTaBUII CBOEBPEMEHHO OTBET HA JOKYMEHT U HE
Hamucaln MPOMEXYTOYHOTO OTBETa C MPOChOOW O MPOUIEHUH CPOKa HCIIOTHEHUS,
JOKYMEHT CYUTAETCS HEMCIOJIHEHHBIM WIIM UCTIOHEHHBIM C HAPYIIEHUEM CPOKa.

4.4.14. N3menenue cpoka ucnoiaHenus: puxcupyercs B CO/l. JlokyMeHTsI, 110
KOTOPBIM CpPOK HCIIOJIHEHUSI HE€ ObUI CBOEBPEMEHHO MPOJJIEH, CUYUTAKOTCS
HEUCIIOJIHEHHBIMH B CPOK.

4.4.15. Pezomomusa «Jlns ceenenus», «Jlns pykoBoactBay, «Jlims paboTe,
«/lms paccMOTpeHHs» MO3BOJSET NEPBBIM BULIE-M3paM ropojia, BULE-M3paM ropozaa
0o pykoBoautensM IlompaszneneHuil 1OpH  O3HAKOMIIEHMM C  JIOKYMEHTOM
CaMOCTOSATENILHO JAOIOIHATH U ONPEAEINISTh MEPHI IO €0 UCIIOTHEHUIO.

Pesomonmst m3pa  (mEepBBIX BHULE-MAPOB, BHUIE-MAIpOB) ropojga «Jlms
MOJITOTOBKH OTBETA...» MOJAPa3yMEBAET HEOOXOAMMOCTh MOJTOTOBKH IIPOEKTa OTBETA
32 MOANKCHIO JOHKHOCTHOTO JIMLA, AABIIETO MOPYUYEHHUE.

Ecnu B pe3onmonuu K JOKYMEHTY MA3poM (MEpBBIMH BHUIIE-M3paMu, BHUIE-
M3pamu) ropoaa ykazaHo «Jns ucnonnenus», «yis orBera», «llpomry BHecTH
npeanoxeHus», «O06 ucnoHeHn HHHOPMHUPOBATHY», TO 3TH JTOKYMEHThI CHUMAIOTCS
C KOHTPOJIL aBTOPOM PE30JIFOLUU.

4.4.16. IIpoeKTbl OTBETOB O IPU3HAHUM IIPOTECTOB, MMOCTYNAOIINX U3 OPraHOB
IPOKYypaTypbl, 000CHOBAaHHBIMU JTHOO HEOOOCHOBAHHBIMU TMOJAMUCHIBAIOTCS MIPOM
ropoga. Bce mocnemyrompe NpoOEKTbl OTBETOB HA IMPOTECTHI, IMOCTYMNAKOUIUE U3
OpraHoB MPOKypaTrypbl, NOANUCHIBAIOTCS IE€PBBIMU BHULE-M3paMH, BHULE-MIPAMHU
ropoga B COOTBETCTBHHM C pacmpeneneHueMm oOsizanHocteil. I[Ipoekr oreera 3a
MOJIHKCHI0 M3pa ropoaa Ha OyMa)XHOM HOCHTEJNIE comnlacoBbiBaeTcs ¢ IIpaBoBBIM
JenapTaMEeHTOM, IOCJIE€ YEro HMCHOJHUTENb NPEICTABIAECT B KAaHLEISAPHUIO MPOEKT
OoTBeTa JUIs IMepefadyd Ha MOANKMCh M3pYy ropoja. B ciydae mpusHaHMsl MpoTecTa
00OCHOBaHHBIM,  JOKYMEHT CHUMAaeTCcs C  KOHTPOJSI  TOCHIE  MNPUHATHS
COOTBETCTBYIOILIETO MYHULIUIIAJILHOTO TPAaBOBOTO AKTA.

[IpoexTsl OTBETOB Ha MpEeACTaBICHUS, [MOCTyMHalolMe U3 OpPraHoB
IIPOKYpaTyphl, IOMIUCHIBAIOTCS IIEPBBIMHA BHIIE-MIpaMH, BHUIE-MIPAMHU TIopoja B
COOTBETCTBUU C pacHpeeIeHUEeM 00s3aHHOCTEN.

IIpy HamMuuu B MPEACTABICHUM MNPOKYyparypsl U MPEAINUCAHUAX HHBIX
KOHTPOJIbHO-HAJI30PHBIX OPTaHOB TPeOOBaHUS O MPUBJICUECHUU JOJDKHOCTHBIX JIUI K
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JUCUUIIIIMHAPHON OTBETCTBEHHOCTH, COMCIIOJIHUTENIEM OIpPEAeNATh NEPBOrO BHUIIE-
M3pa, pyKOBOAUTEIS arrapara JJis MPOBEACHUS CIIyKEOHOU MPOBEPKHU.

Bce mnpoekThl NHUCHMEHHBIX OTBETOB, HWCXOAAIIUX U3 AJIMHUHHCTPALMH
COIIACOBBIBAIOTCS IOpUiMnueckumMu ciyxk6amu Ilogpazaenenuit (mpu HaIU4uH),
OTBETCTBEHHBIX 32 pa3pabOTKy MPOEKTa.

4.5. HOpﬂIlOK MPOXO0KACHUA U PETUCTPAIUHN UCXOOAAIIUX NOKYMEHTOB

4.5.1. OTBETCTBEHHOCTh 3a COCTaBliecHHEe H OdopmiIeHHE JOKYMEHTa B
COOTBETCTBUU C TpeOOBaHMSIMM Hacrosdled MHCTpykuuu, a Taxke corjlacoBaHHe
IIPOEKTA TOKYMEHTA C 3aMHTEPECOBAHHBIMM JIMLIAMH, BO3J1araeTcsi Ha pyKOBOAUTEIIS
[TonpazneneHuss 1 UCHOJHUTENS JOKYMEHTA.

4.5.2. Jlo npeacraBiieHUsI HA MOANMUCH UCIIOJIHUTENb OCYIIECTBIIET POBEPKY
NpPaBUIBHOCTH  O(QOpPMIIEHHS  JTOKYMEHTA,  KOMIUIEKTHOCTH, MPaBUIbHOCTHU
aJpeCOBaHMs, HAIM4YUsI HEOOXOIMMBIX BHU3, MPUIOKEHUH, TPU HEOOXOIUMOCTH —
CIPABOK, MOSICHUTENbHBIX 3aMHMCOK, Pa3bSICHSIOUX COJAEPKAHUE MOJATOTOBIICHHBIX
JIOKyMEHTOB, CITHCKa PACCHUIKU.

4.5.3. Cpok, B TEUEHHE KOTOPOTO MPOEKT HCXOISIIETO JOKYMEHTAa MOXKET
HaxoauTcsl Ha comtacoBaHuu B [loapasnenenun cocrasisger He Oosee Tpex padbounx
JTHEH.

4.5.4. VcnionHutenb, MOATOTOBUBIIMKA MPOEKT OTBETA 3a MOAMHUCHIO MIpa
ropona, hopmupyetr IPK nokymeHnrta, B KOTOpOH yKa3bIBaeT MapuIpyT COTJIaCOBaHUS,
MOJNUCAHTa, a TakKXe MNPUKIAAbIBaeT (ailll mpoeKTa HCXOIAIIEro JOKYMEHTa B
ycTaHoBieHHOM Qopmare. [IpoxokaeHue mpoekra OoTBeTa MO LEMU COITacOBaHUMN
JOJKHO TOYHO COOTBETCTBOBATh OOPATHOMY MOPSIKY HampaBlICHHs pe3ontouuid. B
KAHIEISAPHUIO HE MO3JHEE YeM 3a 3 AHSA 10 OKOHYaHMs Cpoka ucrnonHenus no CIOJ]
MOCTYNaeT CBOJ (IIPOEKT JOKYMEHTa U UHPOpMaLIKs O COITIACOBAHUU) JUIsl TPOBEPKHU
JIOKyMEHTa Ha COOTBETCTBHE OTBETA CYyTH BONPOCA, HAIMYKWE HEOOXOIUMBIX BU3. B
Cllyyae 3aMEuYaHMil, OTBET BO3BpAlIACTCA MCHOJIHUTENIO Ha aopabotky. Ilpu
OTCYTCTBUM  3aMEUaHUW  COTPYIHMKAMU  KaHUEJISpPUM  TPOEKT  OTBETa
pacredarbIiBaeTCs, IPUKPEIUIAETCS OPUTMHAN BXOMSIIETO0 JOKYMEHTA M IEpeNacTCs
JUISL TIOAIIMCAaHMUsT MApPY TOpoJa HE MNO3AHEE YeM 3a 2 JHsS J0 OKOHYAaHHs CpPOKa
VICITOJIHEHHMS IOKYMEHTA.

4.5.5. Ilpn moamWcaHuWM MPOEKTa OTBETA MEPBBIMH BUIIE-M3PAMHU TOPOJA,
BHULIE-MApaMHU ropoja ucnoiaHutens popmupyer OPK nokymeHTa B COOTBETCTBUU C
nyHkToM 4.6.4. Ilocne mpoBeneHUss HEOOXOIMMOTO COINIACOBAHMS CHEIHAIHUCTY
oO11ero oTzena He MO3/IHee YeM 3a 3 IHS A0 OKOHYaHUs cpoka ucnoiaHeHus no COJ]
MOCTYNAaeT CBOJ (IIPOEKT JOKYMEHTa U HHPOpMaLKs O COITIACOBAHUU) JUIsl TPOBEPKHU
JIOKyMEHTa Ha TrpaMMaTH4ecKHe OIIMOKH, COOTBETCTBHE OTBETa CYTH BONpOCA,
HaJu4yhe HeoOXoAMMBIX BU3. B ciyuyae 3amedyaHuii, OTBET BO3BpallaeTCs
UCIIOJIHUTEN0 Ha A0paboTKy. Ilpu OTCyTCTBMM 3aMeyaHUM NPOEKT JOKyMEHTa
CHEIUATUCTOM OOIIEro OT/AeNia HalpaBlsSieTCsl B KaHILENIApUIO JUisi (OpMUPOBAHUS
Nankyd Ha MHoAnucaHue (pacredarka MpoeKTa OTBETa, NMPHUKPEIUIEHWE OpHUTHHaja
BXOJIAILEr0o JIOKyMEHTa) M Iepenade AJis MOANMCaHUs MEpPBbIM BHIlE-MdpaM (BHULie-
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M3paM) ropojia B COOTBETCTBHUU C pacIipeeicHueM 00s3aHHOCTEH He MOo3HEe YeEM 3a
2 THS 70 OKOHYAHUS CPOKA UCTIOTHEHUS IOKYMEHTA.

4.5.6. OgHOBpEeMEHHO MpHU MOATOTOBKE IMPOEKTOB OTBETOB Ha OOpalleHUS
IOpUJIMYECKUX JIUI] U HaIpaBJIE€HUU Komuil oTBETOB B IIpaButenbctBo CaxannmHCKON
obnacTtu, opranbl Npokypatypbl, CaxamuHckyto oGnactHyro [ymy u Toponckyro
Hymy ropoaa HOxuo-CaxanuHcka 0opMIIsSTh COTPOBOAUTENBHOE MHUCHMO.

4.5.7. Ilpu nmoanmucaHWM NPOEKTAa MHUIIMATHBHOIO HCXOJAIIETO JOKYMEHTa
MAIpOM ropona, ucnoiaHuTenb Gopmupyer IPK moxkymeHTa, B KOTOpO#l yKas3bIBaeT
MapuipyT COTJIACOBAHUS, MOAMMUCAHTA, a TaK)Ke MPUKPEIUIieT (ailyl MHUIIMATUBHOTO
UCXOASIIEro JIOKyMEHTa B ycTaHOBiIeHHOM (Qopmare. Ilocine mnpoBeneHus
HE00XOAMMOro coracoBanusi, B kaHuemsputro B COJ] moctymaer cBoi (IIPOEKT
JOKyMEHTa U uHpOpMaIMs O CONIACOBaHWUU) [Jisi TPOBEPKU JOKYMEHTa Ha
rpaMMaTU4YecKrue OMMOKU (CTHWJIMCTUYECKHE) U Hajduyue HeoOXoAuMbIX Bu3. B
cllydae 3aMeUaHui, MPOEKT MHUIIMATUBHOTO MCXOJIAIIETO JOKYMEHTA BO3BpaIlacTCs
UCIIOJIHUTENIO0 HA 10paboTKy. [Ipu OTCyTCTBUMU 3aMedaHHil, COTPYIHUK KaHIIEIApUU
pacreyaTbiBa€T MPOEKT MHHUIIMATUBHOTO HMCXOJAIIETO TOKYMEHTA M MEPENAET MIPY
ropojia Ha MOJIHUChH.

4.5.8. Ilpu moanvcaHuM MPOEKTA WHUIIMATUBHOIO HUCXOMSIIETO JIOKYMEHTa
MEePBBIMU BHIIE-MAIpaMH TOpPOJA, BHUIIE-MIPaMHU TOPOJa, HCIOIHHUTENb (GopMuUpyeT
ANEKTPOHHYIO KapTOUKY JOKYMEHTA, B KOTOPOW YKa3bIBa€T MapIIPyT COIIACOBAHUA,
MOJIMTACAHTA, & TAKXKE MPUKIIAIbIBACT (Paili MHUIIMATUBHOTO MCXOJSIIETO TOKYMEHTA
B ycraHoBieHHOM ¢opmare. [locne mnpoBeaeHus HEOOXOAMMOTO COIIACOBAHUS,
cenuanucty obmiero otaena B COJl moctymaeT cBoa (MPOEKT JOKYMEHTa U
uHpopMaIMsl O COIIACOBAaHMM) I TPOBEPKU JOKYMEHTA Ha TpaMMaTHYEeCKue
OIMMOKN (CTUIUMCTUYECKUE) U HaJIU4YMe HEoOXOAMMBIX BH3. B ciydae 3amedaHui,
MPOEKT WHUIIMATUBHOTO HCXOJSIIETO JOKYMEHTa BO3BPAIlA€TCSl UCIOIHUTEIIO0 Ha
nopaborky. Ilpu  OTCYTCTBMM  3aMeUaHM  CHEUagucT  oOIiero  oTAelna
pacreyaThiBaeT MPOEKT MHUIIMATUBHOTO UCXOSIIETO JOKYMEHTA U MEPEIAET EPBbIM
BUIIE-MAPaM ropojia, BUIIE-M3paM ropo/ia Ha MOJIHUCH.

4.59. Bce oOpamenuss B IlpaButensctBo CaxanuHCKoM oOmacTd U
npouIbHbIE MHHHCTEPCTBA M areHTcTBa CaxalWHCKON 00JacTH MO BOIpPOCaM,
OTHOCSIIIUMCS K (PMHAHCOBOM ITOMOIIM M3 OOJIACTHOTO OIOMKETa, MOATOTABINBAIOCS
3a moamuchio wmdpa ropora HOxkHo-CaxanmuHcka © moJjiexar o0sA3aTeIbHOMY
comiacoBaHuIo ¢ JlemapraMeHTOM (DUHAHCOB.

4.5.10. Bussl penieH3eHTOB mpu comacoBaHuu mnpoekrta B COJ[ cumrtarorcs
PaBHO3HAYHBIMU MOJAMKUCU Ha OyMa>KHOM HOCHTEJIE.

4.5.11. Mbop (mepBble BHUIE-MAIPbI, BHUIE-M3PbI) TOpPOJa MOJMNUCHIBAET
JTOKyMEHT, Ju00 OTKJIOoHseT ero. Crnenuanuct kaunemsipuu BHocuT B COJI
uHpopManmio o mnoanucaHuud (MO0 HE TONANMMCAHWU) JOKyMeHTa. B ciyuae
HECOIachsi C OTBETOM, CIEHHAINCT KaHLEISIpUM JIOJDKEH TakKe BHECTHU
COOTBETCTBYIOIIIME 3aMeUaHus, JOKYMEHT MPHU 3TOM BO3BpAILAETCS HUCIIOJIHUTEIIO
Ha J0paboTKy.
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4.5.12. Ucxopsamuye AOKYMEHTHI, MOANUCAHHBIE B 2-THEBHBIM CPOK M3pOM
(mepBbIMM BHUIIE-MAIPaMH, BHUIE-MIpaMHu) TOpoja MEepealoTcsl B KaHLEISAPUIO IS
peructpaunn gokyMeHta B COJl m ormpaBku aapecaraMm. [luceMma, sBisrommecs
OTBETAMHM Ha MOCTYNHUBIIME JOKYMEHTBI, JOJKHBI PETUCTPUPOBATHCS B CBSI3KE C
BXOJISLLUM JIOKYMEHTOM, OTBETOM Ha KOTOPBIN OHU SIBJISIFOTCS.

4.5.13. PeructpanluoHHbIA HOMEP JOKyMEHTa W JaTa pPErucTpainuu
IPOCTABNISIOTCS COTPYAHUMKAMHM KAHUEISPUM HA IOMJIMHHHUKE JOKYMEHTa B
PEKBU3HUTAX OJIaHKA.

4.5.14. Ucxopsipe nucbma, MOAMUCAHHBIE MAPOM (IIEPBBIMHU BHULIE-M3paMH,
BUIIE-M3paMHU) TOPOJa PETUCTPUPYIOTCS M OTIPABISAIOTCS KaHUEISPHEH B JI€Hb HX
perucTpaluy WiIM Ha CIEAyIoUUid padouuil JeHb, 3a HUCKJIIOYEHUEM CpPOYHOM
KOPPECIOHAEHIINH.

OTBer Mo pe3ynbraraM pacCMOTPEHHUS KaJIo0bl HAa HAapyIIEHHE MOpsiiKa
MPEAOCTABICHUS MYHULMITAJIIBHBIX YCIYyT HAIlPABISETCS 3asBUTEII0 HE MO3/IHEE JHS,
CJIETYIOUIETO 3a THEM MPUHSATHUS PEIICHUs] B TUCbMEHHOU (popme.

[To >xemaHuto 3asBUTENSI OTBET IO pe3yJbTaTaM PACCMOTPEHHUS KaloObl Ha
HapyllieHWe TMOpsSAKa TMPEAOCTABICHUS MYHUIUMIAIBHBIX YCIYyT MOXET OBbITh
IpEJICTAaBICH HE MO3HEE JHS, CIACAYIOUIEro 3a AHEM MPUHATUS pelIeHus, B Gopme
IEKTPOHHOTO JTOKYMEHTA, IOAINUCAHHOTO YCHJICHHOW JJIEKTPOHHOM IOAIHCHIO
(ycuneHHON HEKBATH(UIIMPOBAHHON JIIEKTPOHHOW TOMIMUCHI0 WM YCHICHHON
KBATM(ULIUPOBAHHOW  DJIEKTPOHHOM  TMOAMMCHIO)  YHOJIHOMOYEHHOTO Ha
pPacCMOTpPEHHE KaJOObl JOHKHOCTHOIO JiMAa M (WIM) YIOJIHOMOYEHHOTO Ha
PacCMOTpPEHHME KaI00bl OpraHa, IPeI0CTaBIAIONIEr0 MyHULIMIAIBHYIO YCIIYTY.

4.5.15. [oxyMeHTBl, mnoANHCaHHbIE pykoBoauTessiMu llompasnenenuit
peructpupytorcss B IlompasgeneHun  AIMMHUCTpAMM W PAacChUIAKOTCA
CaMOCTOSITEIILHO.

4.5.16. Benenue nenonpou3BOACTBA MO AOKYMEHTAaM, NOCTYyHAKOIIMM OT
[IpaButenscTtBa CaxanuHCKOM 00NacTH, OpPraHoB HCIOJMHUTEIBHOW  BIACTH
CaxanuHckoit ~ obmacT  (IPOTOKOJIBI,  IMOSICHUTENbHBIE,  JOKJIAJHBIE U
uH(}OpMaIMOHHBIE 3aTUCKU, ((MHAHCOBO-I)KOHOMUYECKUE 000CHOBAHUSI, CTIPABOYHbIC
MaTepuaibl, NEepenucka MeXJIy CyObeKTaMH BHYTPEHHEH cpenbl MO0 OCHOBHBIM
BOIIPOCAM JIEATEIbHOCTH, AKThl, 3asBKH W JIpyTrUe, 3a MCKIIOYEHUEM JIOKYMEHTOB
«ns  coyxeOHOro mONB30BaHMSA», a TAKXKE 3a HCKIIOYEHUEM JIOKYMEHTOB,
COIEpXAIMX  IEPCOHANBHBIE  JAaHHBIE, KOTOpbIE B  COOTBETCTBHM  C
3aKOHOJIaTEIbCTBOM HE IOJUIEKAT paclpOCTPaHEHHUI0) ocylecTBisercs B Cucreme
AIEKTPOHHOTO JTIoKyMeHTooOopoTa [IpaButenncTtBa CaxanuHckon obacTu (anee —
Co1 M1CO).

4.6. OcobeHHOCTH PadOTHI CO COY:KEOHBIMU JOKYMEHTAMHU OTPAHUYEHHOTO
pacnpocTpaHeHust

[TonroroBka, odopmieHne, TPOXOXKICHUE U  KOHTPOJIb  HWCHOJHEHUS
CIIy’KEOHBIX JTOKYMEHTOB OTPaHMYECHHOTO PACTPOCTPAHEHUS OCYIIECCTBISIOTCS B
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cooTBEeTCTBUU ¢ WHCTpyKuMel Mo eTonpOU3BOJACTBY, C YYETOM OCOOEHHOCTEH,
YCTAHOBJICHHBIX MMOCTAHOBJIEHUEM aJAMUHUCTpaiuu ropoaa FOxuo-Caxanuncka «O
opsiIKe oOpaiieHus co CiIykeOHOM uHopmarmein OTPAaHUYCHHOTO
pacnpocTpaHeHus B aiMuHUCTpauuu ropoaa KOxuo-CaxaauHCKay.

4.7. CocTaB 00513aTe/IbHBIX CBeICHHH 0 JOKYMEHTAaX, BKJI4YaeMbIx B CI/]

4.7.1. Ilpn BxkmoueHun B CDJ] BXOAAIMX JTOKYMEHTOB, MX PETHCTpallUH,
paccMoTpennu U ucrnonHeHud B DPK mokyMeHTa BHOCATCS CHEAYIOIIUE CBEACHUS O
TIOKyMEHTE:

- HAMMEHOBAaHUE OPraHU3alMi — aBTOpa JOKYMEHTa (KOPPECIIOH/ICHTA);

- HAMMEHOBAaHUE BHUJIA IOKYMEHTA;

- JlaTa MOCTYNMHUBIIErO JJOKYMEHTA;

- PETUCTPALIMOHHBIN HOMEP MOCTYNUBIIETO JOKYMEHTA,;

- IOJDKHOCTh, (haMIITUS U MHULIMAIBI JIMLA, MOAMUCABIIETO JOKYMEHT;

- JlaTa MOCTYIUICHUS TOKYMEHTA;

- PETUCTPALIMOHHBIN HOMED (BXOSIIIHI) MOCTYTUICHUS;

- 3aTr0JIOBOK K TEKCTY (KpaTKOe coiepaHue JOKYMEHTA);

- KOJIMYECTBO JIUCTOB OCHOBHOI'O JJOKYMEHTA;

- OTMETKa O TMPUIIOKEHUU (KOTUYECTBO NPHIIOKEHHM, 00IIee KOJIMYECTBO
JIMCTOB MPUIIOKEHU );

- CBEJICHUS O CBSI3aHHBIX JOKyMEHTaX (HaMMEHOBAaHUE BHJA IOKYMEHTa, J1aTa,
PErUCTPALlMOHHBIN HOMED, THUII CBSI3H);

-pe3oitonus (MCIOTHUTENb (UCIOIHUTENH), TMOPYUYEHHE, JaTa HUCIOJHEHUS,
nata (opMUpPOBaHUS TTOPYUEHUS);

- CPOK UCIIOJIHEHUS IOKYMEHTA;

- UHJCKC Jiea IO HOMEHKJIaType JIeT;

- CBEJICHUS O Tlepeajipecaluu JOKyMeHTa;

- OTMETKa O KOHTPOJIE;

- rpud orpaHUYEHUs JOCTYIA K TOKYMEHTY;

- DJIEKTPOHHBIN aJIpec KOPPECIIOHIEHTA;

- CBeJIeHUsI 00 PNIEKTPOHHOM MOITUCH.

4.7.2. Tlpn BxmodeHun B CDIJ] ucxopsmux aokymeHToB B OPK BHocsTCA
CJIEIYIOIINE CBEJICHUS O IOKYMEHTE:

- HAMMEHOBAaHUE TOCY/IapCTBEHHOTO OpraHa, OpraHu3aluu - apecara;

- (hamwmHs ¥ THUITUAIBI JIUTIA, TIOAITUCABIIETO JOKYMCHT;

- HAMMEHOBAaHUE BHUJIA IOKYMEHTA;

- JlaTa JOKYMEHTA;

- PETUCTPALIMOHHBIN HOMEDP TOKYMEHTA;

- 3aTOJIOBOK K TEKCTY (KpaTKO€ COJIepKaHUE IOKYMEHTA);

- CBEJICHUS O CBSI3aHHBIX JOKyMEHTaX (HaMMEHOBaHUE BHJA JIOKYMEHTa, JlaTa,
PErUCTPALIMOHHBIA HOMED, TUII CBA3H);

- KOJINYECTBO JIUCTOB OCHOBHOI'O JJOKYMEHTA;
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- UHJIEKC JIesa 0 HOMEHKJIAType Aell;

-OTMETKa O NPWIOKEHUH (KOJIMYECTBO MPUITIOKEHUN, 00Ilee KOJIMYECTBO
JUCTOB IPUJIOKEHUI);

- rpu( orpaHUYEHUS TOCTYIA K JOKYMEHTY;

- IIO/IPA3/IEJICHUE — OTBETCTBEHHBIN UCIIOJIHUTEIb JOKYMEHTA,

- BJIEKTPOHHBIN apeCc KOPPECIIOHAEHTA;

- crtoco0 JOCTaBKU JOKyMEHTa aJipecary;

- CBEZICHUS 00 PIIEKTPOHHOM MOIHUCH.

4.7.3. Ilpn Brmouenun B COJl BHyTpeHHUX a0KyMeHTOB B OPK BHOcATCA
CJIETyIOLIME CBEAEHUS O IOKYMEHTE:

- aBTOp JIOKyMEHTa (MOoApa3AesieHHe, MOJArOTOBUBILEE TPOEKT TOKYMEHTA);

- HAUMEHOBAaHME BUJA TOKYMEHTA;

- laTa JOKYMEHTA;

- PETUCTPALIMOHHBIA HOMED JIOKYMEHTA;

- rpu( orpaHUYEHMsI TOCTYIa K JOKYMEHTY;

- (haMuIMS M MHULIMAJIBI JIUIA, TOIUCABLIETO IOKYMEHT;

- CBEJICHUS O CBA3aHHBIX JOKYMEHTax (HaMMEHOBaHME BUJA JIOKYMEHTa, J1aTa,
PErMCTPALIMOHHBIN HOMED, TUII CBA3H);

- 3ar0JIOBOK K TEKCTY (KpaTKO€ coepKaHue JOKYMEHTA);

- OTMETKAa O TPWIOKEHUU (KOIMYECTBO MNPUIOKEHUH, oOIIee KOIUYECTBO
JUCTOB MPUIIOKEHUN );

- HHJIEKC JIeN1a 0 HOMEHKJIAType AelT;

- pe3omronusi  (UCHOMHUTEINb (MCIIOTHUTENIN), MOPYyYeHUE, JAaTa UCTIOJHEHUS,
nata (GopMUpPOBAHUS TTOPYUCHHUS);

- OTMETKA O KOHTPOJIE;

- rpu¢ orpaHUYEHUs JOCTYIA K IOKYMEHTY;

- mojpaszzieseHue  (JIOJKHOCTHOE JIMIO) — HCIONHUTENL (OTBETCTBEHHBIN
UCIIOJTHUTEIIb) TI0KyMEHTA;

- KOJINYECTBO JIMCTOB OCHOBHOI'O JOKYMEHTA;

4.7.4. JIOTIOJTHUTENBHO K YKa3aHHBIM CBEIICHUAM B
OPK MOTryT BHOCHUTBCSI UHBIE CBE/ICHUSI.

4.7.5. Ilpu BKJIIOYEHUH JOKYMEHTOB U MPOEKTOB AJOKYMEHTOB B COJl, a Takxke
npu BKIrodeHUM cBeaeHuil B OPK B mponecce XKM3HEHHOro LHMKIA JOKyMEHTA
PErHCTPATOPBl M HCHOJHUTENN JIOJKHBI CO3/1aBaTh CBA3W JAHHOIO JOKyMEHTa
(mpoekTa T10KyMEeHTa) C IPYTUMH IOKYMEHTAMH U MMyHKTaMHU MOPYYEHHM.

4.8. Yuer n ana;u3 00beMa IOKYyMeHT0000poTAa

48.1. VYyer konuyecTBa JOKYMEHTOB, TOCTYIHUBIIHUX, CO3JaHHBIX,
OTIPABJIICHHBIX 324 ONPEACICHHBIN IEPHOJ BPEMEHH JOJDKEH IIPOBOIUTHCS TIO
AIMUHHCTpalMK B TIEJIOM, 10 OTAedbHBIM [logpasmeneHusM, TO0 Tpymnmnam
JIOKyMEHTOB, KOPPECTOHICHTaM, ICHCTBUSM, MPOM3BEICHHBIM C JOKYMEHTAMH H,
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pyu HEOOXOAMMOCTH, JPYTMM IapaMeTpaMm, HeOOXOIUMBIM JUIs aHain3a paboThI ¢
JIOKyMEHTaMU B 1IEJIIX €€ COBEPIICHCTBOBAHMUS.

4.8.2. Ilpu yyere oObeMa JOKYMEHTOOOOPOTA MOJCUUTHIBACTCS KOJIMYECTBO
JIOKYMEHTOB BBIJICJICHHON TpyMNIbl. YYEeT KOJIMYECTBA JOKYMEHTOB IMPOBOJUTCA IO
naHHbIM COJ[ 1 perucTpallMOHHO—YYETHBIX KYPHAJIOB.

4.8.3. 3a emuHHIly Yy4YeTa KOJIMYECTBA JIOKYMEHTOB IPUHUMAETCS
€MHCTBEHHBIN SK3EMIUISIP OKyMEHTa (TMOJIMHHUK WJIM KOMHS, €CIIM KOMHS —
€IMHCTBEHHBIN 2K3EMIUTAP JOKYMEHTA B OpraHU3ainm) 0e3 ydera KOMui, Py 1edaTu
M KONUPOBaHUM (TUpakupoBaHuH). Kommum JOKyMEHTOB HpH HEOOXOIMMOCTH
aHajv3a YUYUTBIBAIOTCS OTIEIBHO.

4.8.4. TlompasgeneHusi  €XEroJHO  MPEACTABISIIOT B YIPABJIECHHUE
JOKYMEHTAITMOHHOTO OOEeCTeUeHUs] pe3yabTaThl ydeTra JOKYMEHTOOO0OpOoTa B
[loapazaenenun, KoTopble 0000IIAIOTCA  YHOpaBICHUEM JIOKYMEHTAIlUOHHOTO
obecriedeHus M TMPEJCTABIISIIOTCS MEPBOMY BHIE-M3PY, PYKOBOAMTENIO armapara B
BUJIC OTYeTa 00 00BbeMe TOKYMEHTOO00pOTa 3a TO/I.

5. KOHTPOJIb UCIIOJIHEHUS JOKYMEHTOB (IIOPYYEHUN)

5.1. 3agaum u o0uIMe MPABUJIA KOHTPOJISI

5.1.1. Lenpto KOHTpoOJsL dBISETCS OOECHEUYEHUE CBOEBPEMEHHOIO H
Ka4eCTBEHHOI'O UCITOJIHEHHSI IOKYMEHTOB.

5.1.2. KoHTposb UCTIOJTHEHUSI JOKYMEHTOB (ITOPYYEHUI) BEACTC:

- PYyKOBOJCTBOM AnMuHHcTpauuu, llompasneneHuii — 3a HCHOIHEHUEM
JOKYMEHTOB (ITOpY4YEHUI) — MO CYIIECTBY;

- OTJEJIOM 10 paboTe ¢ TOKYMEHTAMU U KOHTPOJIIO — 32 CPOKAMH UCIIOTHEHUS
JNOKYMEHTOB (IIOPYYECHUH );

- OT/ICJIOM TI0 paboTe ¢ 0OpaIleHUSIMH — 33 CPOKaMU UCIIOTHEHHST oOparieHui
TpaKJIaH;

- OTHEJOM IPOBEPKH M aHajiu3a HCIOJHEHUsd mopydeHuil JlemaprameHta
00IIeCTBEHHOM O€30MacHOCTH M KOHTPOJISI — 3a MCIOJHEHUE IMPOTOKOJIOB M3pa
ropoja;

- O0IIMM OTIEJIOM — 32 KMCIOJHEHUEM IPOTOKOJIOB NEPBBIX BHULE-M3POB,
BUIIE-M3POB, CPOKAMH UCIIOJIHEHUSI TOKyMeHTOB B [lonpasnenenusix, B COOTBETCTBUU
C pacrnpezenieHreM 00s3aHHOCTEN MeX 1y IEPBBIM BUIIE-MIPOM U BULIE-M3PaMHU.

KonTpoito B AIMUHHUCTpALIMK MOJIEKAT 3apErUCTPUPOBAHHBIE JOKYMEHTHI C
OTMETKOM 0 KOHTpoJe, B [loapasneneHusx — Bce 3aperucTpUpOBaHHBIE TOKYMEHTHI,
TpeOyIoIIKe UCTIOTHEHUSI.

5.1.3. IlpoTokonsl, coaepxauyMe IOPYYEHHUs C KOHKPETHBIMU CpPOKAMHM
VICIIOJIHEHHMSI CTABATCSI HA KOHTPOJIb IO KaXJA0MY IOPYYEHHIO OTIAEIBHO.

5.1.4. KoHTpoib CPOKOB MCIIOJHEHHUS TOKYMEHTOB (MIOPYYEHUI) BKIIIOYAET B
ceos:
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- MOCTAHOBKY JJOKyMEHTOB (IIOPYYEHUI) HA KOHTPOJIb;

- TPOBEPKY CBOEBPEMEHHOCTU JIOBEJEHUS JOKYMEHTOB (IOpY4YEHU) [0
WCHOJIHUTENICH;

- NpPEIBAPUTENBHYI) TMPOBEPKY U PEryJIUPOBAHUE XOJa HCIIOIHEHUS
JIOKyMEHTOB (mopyuyeHuid) (B T.4. HalpaBieHUE yHOpekJaromed HWHPOopMaInu,
CUTHAJIbHBIX KAPTOUYEK, YCTHOE HAIIOMUHAHUE U T. [I.);

- CHSITUE C KOHTPOJISI JOKYMEHTOB (TIOpYyUYEHUA );

- yder, 00OOIIeHNEe M aHalu3 Pe3yJbTaTOB XOJa HMCIOJIHEHHS JTOKYMEHTOB
(mopyueHnuii);

- UH(OPMHUPOBAHHE PYKOBOAUTEIEH O XOA€ WCIOJHEHUS JIOKYMEHTOB
(mopy4YeHHuit) U COCTOSHUM UCIIOTHUTENBCKOW JTUCHUTLIIMHBI.

5.1.5. Cpoku WHCHOJHEHUS AOKYMEHTOB (TMOpPYYEHHMI) HCUHUCIAIOTCS B
KaJICHJapPHBIX JHSX.

Ecnu mnocnenHuit JeHb CpOKa UCIOJHEHMS] JOKyMEeHTa (MOpy4yeHus)
NPUXOIUTCS Ha HepadoYuil JeHb, TO JOKYMEHT TMOJICKUT HCIIOJIHEHUIO B
ONMKaUIINK CIIeTYIOIIHNI 32 HUM pabo4uil JCHb.

Jara ucnonuenus nokymeHnta ¢pukcupyercs B IPK nokymenta B CO/I.

Cpoku  HUCHOJHEHHS  JOKYMEHTOB  (IOpyuY€HUH)  yCTaHaBIMBAIOTCSA
PYKOBOJIHUTENIEM, HUCXOMASl U3 CPOKA, YCTAHOBJIEHHOIO OpraHM3aluei, HanpaBUBILIEH
JOKYMEHT WJIM CpPOKOB, YCTAaHOBJIIEHHBIX 3aKOHOAATEJIBCTBOM Poccuiickon
denepanum.

[IproCTaHOBUTH UCIIOJIHEHUE KOHTPOJIBHOIO JOKYMEHTA (MOPYUYEHHUS]), & TAKKE
OTMEHHUTb €r0 MOXXET pPYKOBOAMUTEINb, MOAMUCABIIMNA JOKYMEHT WIM JaBUIUN
nopyueHue (pe30JIroIHIO).

5.1.6. B cinyuae ecnu CpoK MCHOJHEHUS JOKYMEHTa (MOPYYEHHUs) MPEBBIIIAET
OJMH Mecsl], B IeJIX O00ecCHeueHUs] CBOEBPEMEHHOTO HCIOJHEHUS [OKyMEHTa
(mopyudeHusi) MPOBOAUTCS  TPEIBAPUTEIbHBI  KOHTPOJIb M  HAIOMHHAHUS
UCIIOJIHUTENSAM O TPUOIMKEHUHN CPOKOB UCIIOJIHEHUSI IOKYMEHTOB (TIOPYUEHUH ).

5.1.7. lokyMeHTbI (IOpYUYEHHUS) MOJIEHKAT UCTIOTHEHHUIO B CIEAYIOIINE CPOKHU:

- C KOHKPETHOM J1aTOM UCTIOJIHEHUS] — B YKa3aHHBIN CPOK;

- 0e3 yka3aHHsI KOHKPETHOH JaThl HCIOJIHEHUS, UMEIOIINE B TEKCTE MOMETKY
«BECbMa CpPOYHO» - B TEUEHHWE OJHOrO MOHS; «CPOYHO» - B 3-JIHEBHBIN CPOK,
«omeparuBHO» - B 10-IHEBHBIN CPOK, OCTalbHbIE — B 30-IHEBHBIM CPOK CO JHS HUX
pErUCTpaLINY;

- IO TIAPJAMEHTCKHUM 3alpocaM — HE MO3JIHEE 4YeM uepe3 15 nHeur co aHd
MOJIyYCHHUS;

- no 3ampocam uneHoB CoBera @enepauuu, AenyTaToB [oOcynapCTBEHHOMN
Jymbl (JiemmyTaTcKoMy 3ampocy) He mo3iHee yeM uepe3 30 q1He co THS MOTydeHus;

- o 3ampocaMm CaxaJIMHCKOM oOmacTHOM JlyMbl — HeE Mo3aHee ueMm yepes 7
JHEW CO JHSA TOJIyYEHHUs 3anpoca WM B HHOW YCTaHOBJIEHHbIM (CaxaauHCKOU
obmnactHoi Jlymo# cpok. [Ipu HE0OXOAMMOCTH MPOBEPKU U (UIK) TOTIOTHUTEIHLHOTO
U3yYEHHUs BOIpOca JOJDKHOCTHOE JIMIO, KOTOPOMY HAampaBleH 3alpoc 00s3aHo
coobmmTh 00 3ToM B CaxanuHCcKyio oOnacTHyro Jlymy B 3-AHEBHBIN CPOK CO JHS
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noytydeHus: 3arpoca. OKOHYATEeNbHBIA OTBET JIOJDKEH OBITh JJaH HE MO3/JHEE YeM B
MECSIUHBIM CpPOK €O JHS modyyeHus 3amnpoca. OTBET NOMINUCHIBACTCS TEM
JOJKHOCTHBIM ~ JIMIIOM, KOTOPOMY HAampaBlIeH 3ampoc, JuOO0 JIMIOM, €ro
3aMelIa0IINM;

- o oOparnieHusiM aenyTatoB CaxaauHCKoW obOiacTHOU Jlymbl — He mo3nHee
14 nueit co mHs monydeHus oOpamenus. [Ipu HEOOXOAMMOCTH TPOBEPKU U (WIIN)
JIOTIOTHUTENHHOTO W3YYEHHUSI BOMPOCA JODKHOCTHOE JIMIIO 00s3aHO COOOUTUTH 00
ATOM OOpaTUBIIEMYCS K HEMY JIEIyTaTy B 3-THEBHBINA CpoK. OKOHUATEIHHBIA OTBET
JOJDKEH OBITh JJaH JEeNyTaTy He MO3JHEE YeM B MECSYHBIA CPOK CO AHS MOJYYECHHS
oOpalleHus;

- mo 3ampocam JenyrtaroB loponackoi ymer — 15 nHeit, oOpamieHusM
nemnyraroB [ oponckoit Jymer — 30 nuei;

- IO MEXXBEIOMCTBEHHBIM 3apOocaM O MPEAOCTaBICHUU JOKYMEHTOB U (UJIN)
uH(pOpMAaIMKU B LEISAX TPEI0CTABICHUS TOCYJaPCTBEHHBIX U MYHULIMITAJIBHBIX YCIYT
— 5 pabouux [HEW €O JHA TMOJy4YEHHUs 3arpoca, €Clid 3aKOHOJATEIbCTBOM
Poccuiickoit @enepany HE YCTAHOBIIEH HHOM CPOK;

- IPOTECT MPOKYpPOpa WU €ro 3aMECTUTENSI — HE M037HEE YeM B 10-THEBHBII
CPpOK co JHA nonydeHus. IIpomneHue CpoOKOB paccMOTpEHUsT MNpPOTECTa U
MPEACTABICHUSI TPOKYpOpa, a TAaKXKE HAMpPABICHUE IPOMEKYTOUYHBIX OTBETOB
®enepanbHbiM 3akoHOM OT 17.01.1992 No 2202-1 «O mnpokypatype Poccuiickoit
denepanum» HE NPEAYCMOTPEHO;

- PENAKIMOHHBIN 3ampoCc — B 7-THEBHBIM CpoK. OTKa3 B IPENOCTaBICHUU
3anpammBaeMoil MH(OpPMaIMu BO3MOXKEH, TOJIBKO €CJIM OHAa COAEP’KUT CBEICHUS,
COCTABJISIIOIIME TOCYIAPCTBEHHYIO WJM MHYI0 OXpPaHAEMYKO 3aKOHOM TaifHy.
VYBegomnenue o0 oTkaze MO0 00 OTCpPOUYKE MpeaocCTaBleHUs HHpopMauu
BpYYaeTcs MNPEJICTABUTENI0 PEJAKIUU B 3-AHEBHBI CPOK CO JAHS MOJYyYEHHS
NMCbMEHHOTO 3aMpoca;

- 10 oOpareHusM rpaxaad — 30 1Hei co AHS perucTpaluu;

- 3aIpoC YMOJIHOMOYEHHOTO T10 MpaBaM pedeHka — B TeueHue 15 gueit. OTBer
HaMpaBJseTCs 32 MOAMKUCHIO TOJKHOCTHOTO JIMIA, KOTOPOMY HEMOCPEICTBEHHO OBLI
aZipecoBaH 3ampoc, JIU00 JUIa, BPEMEHHO MCIIOIHSIOIIETO €ro 00s3aHHOCTH.

CpOoKM UCHOJHEHHUSI CPOYHBIX TMOPYYEHU HE NPOJJIEBAIOTCA U  HE
KOPPEKTUPYIOTCA.

5.1.8. He craBdrcsi Ha KOHTpPOJIb  OTBETHI, MH(POPMALIMOHHBIE MHCHbMA,
MOBECTKM 3aceJaHui (COBEIIAHMI) W JApyrue JOKYMEHTBI, HE Mpeanojaratonme
MOJIyYeHUE OTBETA.

B ciywae 3arpynHeHHil B OINpeAENeHUH I1eJIeCOO0Pa3HOCTH IMOCTaHOBKHU
NMChMa Ha KOHTPOJIb JIONYCKAeTCs €ro mepejavya ajpecary U MPUHATHE PElIeHUs O
NOCTAHOBKE Ha KOHTPOJIb, HCXO/Sl U3 COJIEPKAHUS PE3OJFOLINH.

5.1.9. Ha KOHTPOJIBHOM JOKYMEHTE, NOCTYNUBIIEM B KaHLEISIPUIO Ha
OyMa)KHOM  HOCHTEIIE, CHEUHAINCT  KaHIEJISIPUU MPOCTABIISIET  IITAMII
«KOHTPOIJIby», mocie 4ero IOKYMEHT peructpupyercsa u ckanupyercs. Cpok
UCIIOJHEHUsI JOKYMEHTa, HampaBisieMoro Mi3py ropoga B OPK mpocraBisiercs
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CIIEMAIMCTOM OOIIIETO OT/IeJIa, HAIIPaBIsIeMOro B aJpec MEPBbIX BUIIE-MIPOB, BUIIlE-
MAIPOB - CIHENHAIUCTaMH KaHIEISIpUU OTjaesla Mo pabdoTe ¢ JOKYMEHTaMH U
KOHTPOJIIO .

5.10. OTBETCTBEHHOCTh 32 CBOEBPEMEHHOE M KAYECTBEHHOE HCIIOJIHEHUE
nokymeHToB B [lompasnmenenusix BoziiaraeTcs Ha HMX pykoBogureneu. I[Iposepky
KAaueCTBa U CBOEBPEMEHHOCTh MCIOJHEHUS JOKYMEHTOB 3a MOANUCHIO NIEPBBIX BHUIIE-
M3POB, TOPOJIa BUIIE-M3POB TOPOJIa OCYIIECTBISIOT CIICIIMAIUCTHI OOIIETO OT/AeNA.

5.1.11. Kontpone  ucnomuenus  gokymeHtoB B [lompasmenenusix
OCYUIIECTBIISIIOT COTPYAHUKH, HA3HAYEHHBIE PYKOBOAUTEISIMU COOTBETCTBYIOLIUX
[Tonpaznenenui.

5.2. Opranu3zanusi KOHTPOJISI HCIIOJTHEHUS TOKYMEHTOB (MOPy4YeHMH),
MOPAIOK CHATHUS IOKYMEHTOB ¢ KOHTPOJISI

5.2.1. Jns obGecriedeHUs KOHTPOJISI MCIOJHUTEIBCKON JUCIUILIUHBI BCE
nopydyeHusi, BbimaBaemble B llogpasgenenust JOMKHBI  (DUKCUPOBATHCA U
HaIIPaBIATHCS UCTIOTHUTENSAM nocpenctsoM CO/I.

5.2.2. KoHTponb HUCHONHEHUS ITOKYMEHTOB ciiy)k0a koHTposss Otnena 1o
paboTe ¢ JOKyMEHTaMu M KOHTPOJIIO OCYIIECTBISET 4Yepe3 CIEIHAINCTOB OOIIEro
otaena u pykopoautenen [lonpaznenenuii.

5.2.3. JIOKyMEHTHl  BBIIIECTOSIIINX, KOHTPOJIUPYIOMINX, HAA30PHBIX H
MIPABOOXPAHUTEIBHBIX OPraHOB CHUMAIOTCSI C KOHTPOJSL TOIBKO TE€M JOJKHOCTHBIM
JULOM (M3POM TOpOJia, MEPBBIMU BHIE-M3paMHU, BUIIE-MAPaMU TOPOJia), KOTOPHIM
JIaHO YKa3aHue (3aJlaHue, NOPyUYEeHHUE) M0 UCIIOIHEHHUIO JOKYMEHTA.

Jns cHATHS JOKYMEHTa C KOHTPOJISI MCIOJIHUTENbh HampaBiseT OTBET
CHEUHUATUCTY OOIIero OTAena JJs MPOBEPKUM JOKYMEHTa Ha IOJHOTY OTBETA,
MPaBWIBHOCT, O(OpPMJICHUSI OTBETA, HAJIUYUE HEOOXOAUMBIX COIIAaCOBAHUM
(Hanuuue uH@OpPMAIUU JIJISi CBOJHOTO OTBETA OT COUCIIONIHUTEINCH) U Mepeaayu ero
JOJIKHOCTHOMY JIMITLY (TIEpBBI€ BUIIE-M3PHbI, BUIIE-M3PbI TOPOJIa), ABIIEMYy YKa3aHUe
(3a7aHue, MOpyYEHUE) MO MCIOJIHEHUIO JOKYMEHTA WM JIUILY, €r0 3aMeIaloIIeMy.
[Ipu cniucanuu HOKyMeHTa (OTBETA) «B JIEJO» CIEHHMAIUCT OOIIEero OTAesia HEeCeT
OTBETCTBEHHOCTH 3a MOJTHOTY OTBETA, MPABWIBHOCTH O(OPMIICHHS OTBETA, HATMIUE
HEOOXOMMMBIX COITIAaCOBAaHWU (Hamune WHGOPMAIMU JJIi CBOJHOTO OTBETa OT
COHUCIIOJTHUTENICH).

JIoKyMEeHTBI, MOJIeKAIINE CHATHUIO C KOHTPOJISE MOPOM TOpoJia, HApaBistOTCs
JUIsl IPOBEPKK (Ha TOJIHOTY OTBETA, MPABWJIBHOCTh O(POpPMIICHHS] OTBETA, HAIMUKE
HEOOXOJIMMBIX COMIacOBaHUM (Halmuuue WH(OpMAIMU JIsI CBOJHOTO OTBETA OT
coucnogHuTenei) B KaHuensputo.  COTPYOIHUKH  KaHIENSpUU HECYT
OTBETCTBEHHOCTD 3a IMOJIHOTY OTBETA, NMPAaBMUILHOCTH O(DOPMIIEHUSI OTBETA, HAJTUYUE
HEOOXOIMMBIX COIVIacCOBaHUN (Hainuue WHGOpPMAIMU I CBOJHOTO OTBETa OT
COMCITOJIHUTEINEH ).

5.24. JInd CHATHUS C KOHTPOJS HCHOJHEHHBIX IHUCEM NPEANPUSATUH,
YUPEXKACHUN, OpraHu3aluil aejaonpou3BoauTens (ucnonHutens) [loapasaenenus B
JIEHb PETUCTPALIMU TPUKPEIUISIET CKaHUPOBAHHBIM oTBET (M gokyMeHtoB [ICO,
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OpraHoB  HUCHOJHUTENbHOM  BiaacTu  CaxanuHCKOM  oOlacTh  yKa3bIBaeTcCs
PETUCTPALIMOHHBIM HOMEP AJIMHUHHUCTpPAllUM M 4Yepe3 JpoOb perucTpaliMoOHHBIN
Homep C3Jla TICO, wnanmpumep; 030-05672-18/anm/5.16.32-105/18) x OPK
nokymeHnta B C3Jl, BbIOpaB B JKypHaje perucTpaluu MEepernucKy CBOETro
[lonpaznenenust (Hanpumep: mnepenucka JAul) m Hanpasnger uHbOPMAIIIO
COOTBETCTBYIOIIEMY CICIHAIKUCTY OOIIEero OoTnaena il MPOBEPKU JOKYMEHTa Ha
MOJIHOTY OTBETAa, MPABWIBHOCTH OQOPMIICHUS OTBETA, HAJIUYHE HEOOXOIUMBIX
coriacoBaHui (Hamu4re WHGOPMAIIMH JJISi CBOJTHOTO OTBETA OT COUCIIOTHUTENICH) U
Iepefayn €ro JOJDKHOCTHOMY JHMIYy (T€pBbIE BHULIE-MA3PbI, BULE-MA3PbI TOPOAA),
JaBUIEMY YKa3aHue (3aJaHue, MOpy4YeHHUE) MO MCIOIHEHUIO JOKYMEHTAa WU JIHILY,
ero 3ameniatomiemy. IIpu cnucanum nokymeHTa (OTBETa) «B JI€NIO» CHEIUATUCT
oOlIero oTAena HECEeT  OTBETCTBEHHOCTh 3a IOJIHOTY OTBETa, NPaBUIBHOCTh
oopMJIEHUSI OTBETA, HAJTUYME HEOOXOAUMBIX COIIACOBAaHUU (Hanuuue uHpopMaluu
JUTSI CBOJJHOTO OTBETA OT COUCIIONIHUTEIIEH).

JIOKyMEHTBI, MOAJIEKAIINE CHATUIO C KOHTPOJISI M3POM T'OPOJia, HAPABIISIOTCS
JUISL TIPOBEPKU  (HA TMOJIHOTY OTBETa, MPaBUJILHOCTh O(OPMIICHHS] OTBETA, HATMYUE
HEOOXOIUMBIX COIVIacOBaHUM (Hamuuue HHGOPMAIMKM JUIsl CBOJAHOTO OTBETa OT
coucronHuTenei) B KaHuensputro.  COTpyAHUKH  KaHUEIApUH HECYT
OTBETCTBEHHOCTH 3a MOJIHOTY OTBETA, MPABWIBHOCTH O(OPMIICHHSI OTBETA, HATMYUE
HEOOXOIMMBIX COITIAaCOBaHUN (HamMune WHGOPMAIMKM JIi CBOJHOTO OTBETa OT
COUCIIOJTHUTENEH).

5.2.5. JlokyMeHT (IIOpyY€HHE) CUUTAETCA UCTIOJHEHHBIM U MOJJICKUT CHATHUIO
C KOHTPOJS TMocie (aKTUYECKOTO HCIONIHEHUSI BCEX COAEpP)KAIUXCS B HEM
MOPYUYEHHH, TOKYMEHTAJIBHOTO TMOJATBEPKICHUS €ro HCIOJHEHHS M COOOIICHUs
pPE3YJBTAaTOB €ro PacCMOTPEHHsS 3aMHTEPECOBAHHBIM OpraHaM, OpraHU3alMsIM U
JULAM.

[IpomexxyTouHass uHdOpMaIUsi MO MCIOJHEHUIO JIOKYMEHTa HE SIBISETCS
OCHOBaHHEM ISl CHAITUSI €70 C KOHTPOJISL.

5.2.6. JlokymeHTHI (TIOpy4YEHHUsI), HE CHATHIE C KOHTPOJS W HE MPOJJICHHBIC B
YCTAHOBJIICHHOM MOPSIAKE, CYUTAIOTCS HEUCTIOTHEHHBIMHU.

5.2.7. Jokymentsl IlpaButenbctBa CaxamWHCKONW 00JacTH, OpPraHOB
HCHOJIHUTEIbHOM Bi1acTu CaxaJuHCKON 00JacTH MOMJIeKaT CIucaHuio B Jeiio B COJI
I1CO.

[Ipn cnmcaHuM TOKYMEHTOB, IOPYYEHMM, MMeromux craryc «lcnomHeno»
(Ipy HMHOM CTaTyce CHUCAaHHE HEBO3MOXXHO), HEOOXOAUMO pPYKOBOJICTBOBATHCS
kpatkoil MHcTpykiueit no padore B COJl, pacnonokeHHONW Ha IJIaBHOM CTpaHULE
Co1 T1ICO B paznene «O6mue nqoxkymeHts» - «MHcTpykuuu u HITA» - «Kparkas
Nuctpykusa o padore B COJl (obmast)» - «Kparkas MucTpykuus mo pabore B
CoI» - m.2.5, cTtp.47.

5.2.8. Cnenmanuctsl [loapazaenenuit, padoraromnue B COJ/] [1CO, mpousBoasr
CIIMCAHUE JOKYMEHTOB B JIEJI0 CAMOCTOSITEIILHO.
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6. PACCMOTPEHUE OBPAIIIEHUM I'PAKJIAH

Opranuzarus paboThl ¢ 0OpAIIEHUSIMH TPAXJaH B AIMHUHUCTPAIINU BEJETCS B
coorBeTcTBUM ¢ PenepanbHbiM 3akoHOM OT 02.05.2006 Ne 59-®3 «O mnopsiake
paccMoTpeHus oOpaiiienuit rpaxan Poccutickoit @enepanum.

6.1. Opranuszanusi padoThbl ¢ NUCbMEHHBIMU 00pallleHUSIMH TPAKIAH

6.1.1. PabGoty ¢ oOpaieHusaMH, 3asBJICHUAMH U kKano0aMu rpaxjaaH (najiee -
oOpanieHus1) B AAIMUHUCTPALMU OCYILIECTBIIAET OTAEI N0 padoTe ¢ 0OpaIEHUsIMH.

CorpyaHuku oTAelia mo padbore ¢ OOpalleHUSIMU OCYIIECTBISIOT Yy4eT |
OpraHu3alMl0 PAacCMOTPEHHUs] TUCBMEHHBIX M YCTHBIX OOpalleHud TIpaxkIaH,
oOparnieHuit B popme 3JIeKTPOHHOTO JOKYMEHTA, MOCTYIUBIINX B AJIMUHUCTPALIUIO,
aHAIM3UPYIOT XapaKkTep BOMPOCOB, TOJHUMAEMbIX TpaKIaHAMMU.

6.1.2. Otnen mno pabore ¢ OOpalleHUsIMH OCYIIECTBISIET KOHTPOJIb
UCIIOJTHEHUS O0palleHUl Yepe3 COOTBETCTBYIOLIUX CIEUATMCTOB OOIIETo OTAeNa U
pykoBoauteneu [lonpasnenenuit.

6.1.3. IluceMenHOE OOpaIeHre MOICKHUT 00s13aTebHON peructpanuu B COJ]
[0 YCTAaHOBJIIEHHON ¢opMe B TEUYEHHE Tpex JHEeHl cOo JHS TOCTYIUICHHS B
AIMUHUCTPALIUIO COTPYIHUKAMU OTAeNa 1o paboTe ¢ 0OpaIeHUsIMH.

KanobGa Ha HapylleHHE MOpPSAKAa MPENOCTABICHHUS MYHHIIMIAIbHBIX
YCIIyT, TIOCTYNHUBIIAS B YIOJIHOMOUYEHHBIH Ha €€ PAacCMOTPEHHUE OpraH, MOMJIEKHUT
PErUCTPALIMH HE MO3IHEE CAEAYIOIIEr0 paboyero AHs CO JHS €€ MOCTYIIICHHUS.

B cnydae ecnum xanoba Ha HapyluleHUME TOps/Ka MPEJOCTaBICHUS
MYHUIMIAIBHBIX YCIYT MO/IaHa 3asgBUTEJIEM B OpPraH, B KOMIIETEHIIMIO KOTOPOTO HE
BXOAUT MPHUHSATHE pElIeHUsl Mo >kajo0e Ha HapylUleHUE MOpsAKa MpPeAoCTaBICHUS
MYHUIIMIIATBHBIX YCIyT, B TeueHue 3 pabouyux AHEH cO AHS €€ perucTpaiuu
yKa3aHHBIM OpraH HampaBisSeT *ajaoO0y B YIOJTHOMOUYEHHBIH Ha €€ PacCMOTpPEHHe
opraH U B MHChbMEHHOW (Qopme HHPOPMUPYET 3agBUTENS O IMepeHaNpaBICHUU
xanoOsl. [Ipu 3TOM CpPOK paccMOTpEHUSI KaIOoObl HCUUCISIETCS CO JHS pEerucTpaluu
XKanoObl B yIIOJTHOMOYEHHOM Ha €€ pacCCMOTPEHHE OpraHe.

6.1.4. Obparienusi, HalpaBJICHHbBIE B aJ[peC MIpa ropo/ia, MEPBBIX BUIIE-MIPOB
ropoja, BHULE-MAPOB ropoaa, AIMUHHUCTPAlMM W TOJXYYEHHbIE CHEUaTIUCTaMu
oO11iero oTjena, MUHYs OTJe] Mo padoTe ¢ oOpalleHUs MU, TOAJIe)KaT 00s3aTeIbHON
nepeaade B OTAEN Mo paboTe ¢ oOpamieHussMu Jyist peructpanuu B COJI.

6.1.5. CkanupoBaHHoe oOpalleHHe C NOPWIoKEHUSIMU (TIpU  HAJWYUHN)
npukpersiercas k OPK  nokymenta. J[lanpHelimas pabora mno OOpamieHusm
MPOUCXOAUT C HCIOJB30BAHUEM dJIEKTPOHHOM Komuu. IllognuHHUK (OpUTrHHAI)
JIOKyMEHTa XpaHUTCS B OTJENE MO paboTe ¢ OOpalleHUusIMU U MOXKET OBITh MepeaH
OTBETCTBEHHOMY HUCTIOTHHUTEIIO MO MUCbMEHHOMY 3aMpPOCy UCTIOTHUTEIS.

6.1.6. OOparieHre perucTpupyeTcs COTpyIHUKaMH OTaena mo pabore ¢
oOpamenusmu myteMm 3anoinHenus IPK qoxymenta B CO/l, B KOTOpYIO BHOCSTCS BCE
HeoOXouMbIE JaHHbIE, ocie yero OOpalleHuIo TPUCBAUBACTCS PETUCTPALIMOHHBIN
HOMEp.
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6.1.7. CoTpyaHuk otnena o padbote ¢ oOpalieHUsIMU YCTaHABIMBAET HATUIUE
npeAbIIyIuX oOpallleHui 0 OJHOMY BOIPOCY U B CIydae MOBTOPHOIO OOpalieHus
PETUCTPUPYET TOKYMEHT KaK CBSI3aHHBIM.

[ToBTOpHBIM O0OpalleHUsAM MpPHU UX MOCTYIJICHUU MPUCBAUBACTCS OUYEPEIHOU
pPErUCTpallMOHHBIM HOMEP, a B COOTBeTCTBylolle cTpoke OPK gokymeHTta
YKa3bIBAC€TCSl PETUCTPAIMOHHBIN HOMEp oOpaleHui, MOCTYUBIINX B TEYCHHUE TO/a.

6.1.8. 3apeructpupoBannoe B COJl oOpalieHne HampapiIseTCsl COTPYTHUKAMU
ormena mo pabore ¢ OOpalleHHUSIMH CHCIUaMCcTaM OOINero otraena s
(dhopMHpOBaHUs POEKTA PE3O0JIONHMH M HAMPABICHUS HA PACCMOTPEHUE MIPY TOPO/Ia,
MEepBBIM  BHUIIE-MAPaM  TOpOJa, BHUIE-MIpaM TOpola B  COOTBETCTBUU C
pacnpeneneHueM OO0S3aHHOCTEH, KOTOpbIi B 2-JAHEBHBIM CPOK MOJIHKCHIBAET
pesomonuto JII.

[Ipu HeoOXxomUMoCTH, PYKOBOJUTEIb BHOCUT HW3MEHEHHUS B TMPOEKT
PE30IOLUH.

6.1.9. Ilepenaua nopyyenus: ucnonHutensm no CIJ] paBHO3HauHaA Mepeaaye
OyMa)XHOTO HOCHUTENSI W SIBIISIETCS OCHOBAHHMEM I HCIOJHEHUS TOpPYy4YEeHUS
(mognmucanue OyMa)XHOTO HOCHUTEIISI HE POU3BOIAUTCS).

6.1.10. Hanpasnenue  oOpamenuss B  llogpasgenenne  TPOUCXOAUT
aBTOMAaTMYEeCKU IMpU OThnpaBke mnopydyeHus B 310 llompasznenenue. Ilepenaua
(mepeanpecarnusi) 3aperuCTpUPOBaHHBIX oOparieHuit w3 omgHoro [lompasmeneHust B
Apyroe MpOW3BOJIUTCS C COIIACUsA JIMIA, NOPYYUBUIETO PAaCCMOTPETh OOpallEeHHE,
yepe3 oTaen no pabore ¢ odpameHusMu ¢ ormetkoi B CO/I.

6.1.11. Ucnonuurtens (pyxkoBogutenb [lonpasneneHusi) HECET MEPCOHAIbHYIO
OTBETCTBEHHOCTbH 332 OOBEKTUBHOCTh U BCECTOPOHHOCTh PACCMOTPEHUSI 0OpalleHus,
cOoONIOIEHHE CPOKOB PAacCMOTPEHHMs, CBOEBPEMEHHOCTb IMPOJJIEHUS CPOKOB
pacCMOTpEHHMs, COjAEep)KaHUE TOJTOTOBIEHHOIO OTBETa, HAJIW4YUE HEOOXOAUMBIX
COITIACOBAHUN.

[Ipu  paccmoTpeHuu oOpareHus HECKOJIbKUMU UCIIOJIHUTEIISIMU
OTBETCTBEHHOCTh 3a CBOEBPEMEHHOE W IPABUIBHOE HCIOJIHEHUE MOPYUYEHUN B
PaBHOM CTENEHU HECYT BCE YKa3aHHBIE B PE30JIOIUU UCTIOTHUTEIN.

6.1.12. Jlo mnpencraBieHUss Ha TMOJANKUCh HUCIOJHUTEIb OCYIIECTBIISIET
MPOBEPKY MPABWIBHOCTH O(OpMIICHHS TPOEKTa OTBeTa Ha  oOparieHue
(KOMIUJIEKTHOCTh, TPAaBWIBHOCTh aJpPECOBaHMS, HaJIU4YHE HEOOXOAUMBIX BU3,
NPUJIOKEHUHN, TpPU HEOOXOAMMOCTU — CIPABOK, TMOSICHUTENbHBIX 3aIHUCOK,
Pa3bICHSIONINX COAEPKaHUE MOATOTOBICHHOTO ITPOEKTA OTBETA).

6.1.13. IIpoekTbl OTBETOB O(OPMIISIOTCS HCIIOIHUTENISIMH B COOTBETCTBUHU C
NHcTpykiuen no aenonpou3BOACTBY.

6.1.14. Cpok, B TeyeHHE KOTOPOTO MPOEKT OTBETa Ha OOpaIleHUEe MOXKET
HaXOIUThCs Ha coracoBanuu B [loapasnenenuun cocrapiseT He Oosee Tpex padouux
JTHEH.

6.1.15. 3anpenieHo HarpasiIsTh OOpalleHus, coaepkKalre x)ajaoly Ha
neiictBue  (Oe3nmedcTBHE)  MOMMKHOCTHOTO — JIMIIA, HA  PAacCMOTPEHUE  TOMY
JOJDKHOCTHOMY JIWILY, PEIICHHUE WM JeicTBHe (O0e3/1eiicTBHE) KOTOPOro ooKamyercs.
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6.1.16. Mcnonuutenb, NOATOTOBUBIIMN MPOEKT OTBETA 3a MOAMUCHIO M3pa
ropoaa, popmupyetr IPK gokyMeHTa, B KOTOpOH yKa3bIBaeT MapLIpyT COIIacCOBaHUS,
MOJMHUCAHTa, a TaKXKe MPUKIAIbIBACT (aill MpPOEKTa HCXOMASIIEro JOKyMEHTa B
ycTaHoBIeHHOM (Qopmarte. Mapmpyt comtacoBanuss B C3J] mocnenoBaTenbHO
JIOJKEH BKJIIOYATh HAYaJIbHUKA OT/eNa (JenapTamenTa), HayainbHuka [lonpasnenenus
UCIIOJTHUTENIS, BUIE-M3pa, B COOTBETCTBUU C paclpeiesieHneM oOO0s3aHHOCTEH, a
TaK)K€ COUCIIOJIHUTENEH MOpYUYEHHUs B Cllydae, €Clid OTBET HEOOXOAMMO COIIaCOBATh
c Humu. B oraen mo pabGore ¢ oOpamieHHsIMH HE TO3JHEE 4eM 3a 5 AHeH 10
OKOHYAaHUs CpoKa paccMmoTpeHus oOpamenuss mo COJ] moctymaer cBop (TIPOEKT
JOKyMEHTa U MH(POPMALIMS O COIIACOBAHUM) JJII IPOBEPKU Ha COOTBETCTBHE OTBETA
CYyTH BOIIpOCa, HaJIM4he HEOoOXOAUMMBIX BU3. B cilyyae 3ameuyaHuii, IpoOeKT OTBETa
BO3BpAILAETCS MCHOJHUTEN0 Ha JopaboTky. [lpm oTCyTcTBMM 3aMeyaHuid
COTPYIHUKH TPUEMHON TpaKJlaH pacleyaThbiBalOT MPOEKT OTBETA, MPUKPEIUISIOT
(mpu HEOOXOJUMOCTH) KOMHIO OOpalieHuss W MNepeAaroT s MOANUCAHUS MIpY
ropojia He Mo3/IHee YeM 3a 2 AHS 10 OKOHYAHUS CPOKA UCIIOJIHEHUS OOpallieHus.

6.1.17. Ilpu moanucaHuu MPOEKTa OTBETAa MHEPBBIMU BUIIE-M3pPaMH TOpOJa,
BUIIE-M3paMu ropoja ucnoiauutensb popmupyetr IPK mokymeHTa B COOTBETCTBUU C
nyHkroM 6.1.16. Tlocne mpoBeneHus: HEOOXOAMMOTO COITIACOBAHUS CHEIHATHCTY
o0miero otriena HE MO3/JHEE YeM 3a 5 JHEHl O OKOHYAaHUS CPOKa pacCMOTPEHUs
Oo6pamenus mo C3J] moctymaer cBoj (MPOEKT OTBETAa W JUCT COTJIACOBAHUS) IS
IPOBEPKHU JOKYMEHTa Ha TpaMMaTHYeCKHE OIIMOKH, COOTBETCTBHUE OTBETa CYTH
BOIIPOCa, HaJIM4Me HEOoOXONMMBIX BHM3. B ciyyae 3ameuaHuii, IPOEKT OTBETa
BO3BPAILIAETCA HCIOJHUTENO0 Ha J0paboTKy. Ilpu OTCyTCTBHM 3amMe4aHHil MPOEKT
OTBETA U JIUCT COMIACOBAHMS CHEIUATUCTOM OOILEro OT/AeNa HAampaBiIsIeTCss B OTAEN
o pabote ¢ oOpalieHUsIMU JIJIs pacreyaTku rnpoekrta orBera. Creruanuct o0uiero
ornena GoOpMHUpYeT MankKy M TMepelaeT Ha IMOANKMCAaHUE BHIE-MIpY Topoaa B
COOTBETCTBUHM C paclpeliejieHueM OOsS3aHHOCTe He Mo37aHee 4YeM 3a 2 JHS 110
OKOHYaHUs cpoka ucnoigHeHnus OOparieHus.

6.1.18. OmHOBPEMEHHO MPHU MOATOTOBKE MPOEKTOB OTBETOB Ha OOpaleHUs U
HampaBjieHUH Konmui orBeToB B IlpaButenbctBo CaxanumHCKOM 00JacTH, OpraHbl
npokypatypsl, Caxanuuckyto obnactHyro dymy u l'oponckyro dymy ropoma HOxHo-
CaxanuHcka 0(OpMIISATH CONTPOBOAUTEIIHEHOE MTUCHMO.

6.1.19. Buspl, OCTaBICHHBIE PELEH3EHTAMM IIPU COITIACOBAHMM ITPOEKTA
orBeTta B COJI, cunTaroTcs paBHO3HAYHBIMU MOAMUCH Ha OyMa)KHOM HOCHTEE.

6.1.20. Mbp (miepBbie BUIIE-M3PHbI, BUIIE-MA3PhI) TOPOJia MOAINUCHIBAET OTBET HA
Oo6pamenue (2 3k3.), 1100 oTKIOHSET ero. COTpyIHUK IPUEMHON I'paXkaaH BHOCHUT B
COJ1 undopmanuio o moanucaHuu (OO He MoAmucanuu). B cioydae Hecornacus ¢
OTBETOM, COTPYAHUK MPUEMHOMN I'paKJaH JOJKEH TakKe BHECTH COOTBETCTBYIOLIUE
3aMeuyaHus, MPOEKT OTBETA MPU STOM BO3BPAILAETCS HMCIOIHUTENIO Ha 10pabOTKyY

6.1.21. OtBeThl Ha oOOpalleHHUs, TMOAMUCAHHBIC B 2-THEBHBIM CPOK M3POM
(mepBBIMH BUIIE-MIPaMU, BUIIE-MIPaMH) TOpO/ia TEPEIat0TCs CIIENUATUCTOM OOIIEro
oTJeNa B OTJeN Mo pabore ¢ oOpameHusiMu JJis peructpanuu qokymenTta B COJ1 u
OTMPABKH aJipecaTaM.
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6.1.22. IIpn HampaBieHUM 3aABUTEII0 IPOMEKYTOYHOTO OTBETA B TEKCTE
OTBETa YKa3bIBAETCA CPOK OKOHYATENbHOro pemnieHusi Bompoca. OOpamieHusi, Ha
KOTOpbIE JAI0TCS MPOMEXKYTOUYHBIE OTBETHI, C KOHTPOJISI HE CHUMAIOTCSI.

6.1.23. U3menenue cpoka ucnonnenus ¢uxcupyercs B COJl. OOpamieHus,
CPOK HCIIOJIHEHHUSI 0 KOTOpPhIM HE ObUI CBOEBPEMEHHO MPOJIEH, CUHUTAIOTCS HE
WCITIOJIHEHHBIMH B CPOK.

6.1.24. PeructpanunoHHbIii HOMEp oTBeTa Ha OOpalieHne u gara perucTpanuu
MPOCTABISAIOTCS COTPYIHUKAMU OTJENa 1Mo padoTe ¢ 0OpaIieHUsIMH Ha TMOAJTUHHUKE
JOKYMEHTA B peKBU3UTax OlaHKa.

6.1.25. OtBeThl Ha oOpauieHus, NOANUCAaHHbIE MAIPOM (MEPBBIMH BHIIE-
M3paMu, BULE-MAPAMH) rOpojla PEruCTPUPYIOTCS U OTIPABISAIOTCS COTPYAHUKAMU
oraena mo pabore ¢ oOpalleHUSIMU B JA€Hb MX PETUCTPALUU WA HA CIEAYHOIIUI
pabouuii 1eHb, 32 UCKIIOYEHUEM CPOYHOU KOPPECTIOHICHIINH.

OtBerbl Ha OOpaienus, noanucaHHeie pykoBoautensmu [lonpasneneHuit
peructpupytorcs B [logpazaeneHnn U pacChbUIalOTCsl CaMOCTOSTENbHO. J{Jist CHATHS ¢©
KOHTPOJISI UCTIOTHEHHBIX JOKYMEHTOB (oOparnieHuit) ucrnonHutens [lonpasnenenus B
J€Hb PETUCTPALINU MPUKPEIUISET ckaHupoBaHHbINA 0TBET K DPK nokymenTta B CO/ u
HampaBisieT UHPOPMAIMIO COOTBETCTBYIOLIEMY CHEIHUANIMCTy OOILEro oTAena s
IPOBEPKH JOKYMEHTAa Ha MOJHOTY OTBETa, MPaBUIBHOCTb O(OPMIICHUS OTBETA,
HaJIM4Me HeOOXOIMMBIX COIIAaCOBAHMUN (Hamu4ue MH(POPMAIUH IS CBOJHOTO OTBETA
OT COHCIOJHUTENEN) U IMepedadyu ero JOHKHOCTHOMY JIMLy (II€pBBIE BHUIE-MIPBI,
BUIIE-M3pbl TOpOAA), JABIIEMYy yKa3aHHWe (3aJaHue, MOPYYEHHE) MO HCIIOTHEHUIO
JOKYMEHTa WJIM JIMILY, ero 3amemiatoniemy. IIpu cnucanum nokymeHTta (OTBETa) «B
JIeJI0» CHEUHUATMCT OOIIero OTheja HECEeT OTBETCTBEHHOCTh 3a IOJIHOTY OTBETA,
MpaBUIBHOCTE OQOPMIICHUS OTBETa, HaJU4YMe HEOOXOIMMBIX COIIACOBAaHUMN
(Hanuuue nH(OpMALUHU ISl CBOJHOTO OTBETA OT COUCTIOTHUTEINEH).

JIOKyMEHTBI, MOAJIekKAITUE CHATHIO C KOHTPOJISI MOPOM TOpojia, HAIPABIISIIOTCS
JUISL TIPOBEPKU  (HA TMOJIHOTY OTBETa, MPaBUJILHOCTh O(OPMIICHHS] OTBETA, HATMUUE
HEOOXOIUMBIX COIVIacOBaHUM (Hamuuue HHGOPMAIMKM JUIsi CBOJAHOTO OTBETa OT
COUCIIOJIHUTENEH) B oTnen mo pabore ¢ obOpamieHussMu. COTPYIHHUKH OTAeNa IO
pabote ¢ oOpalieHUsIMA HECYT OTBETCTBEHHOCTH 3a MOJHOTY OTBETA, PaBUIIBHOCTh
o(opMIICHHUST OTBETA, HAJTUYME HEOOXOAMMBIX COTNIACOBAaHWMN (Hanmmuue nHbOpMaIuu
IUTSI CBOJHOTO OTBETA OT COUCIIONIHUTEIIEH).

OTBeT mo pe3yapTaTaM pacCMOTPEHHUs KaloObl HAa HapyLIEHHE MOpsaKa
MPEI0CTABICHHUS] MyHULUIIAJIBHBIX YCIyT HApaBIISIETCS 3asBUTEIIO HE TO3AHEE JHS,
CJIETyIOLIETO 3a THEM MPUHATUA PELIEHUS! B MUCbMEHHOU (opme.

6.1.26. Peszomonun M3pa ropoga «Jlis ucnonHenus», «Ins orBeray, «lis
PacCMOTpPEHHMS» TMO3BOJISIET MEPBbIM BHUIIE-M3paM Tropojia, BUIE-MIpaM Topojaa Mnpu
O3HAKOMJICHUH C OOpAaIlllEeHUEM CaMOCTOATENIbHO JOIMONHATh U ONPENEIsITh MEPHI MO
€ro UCIOJHEHHUIO.

Pezomronmst  mdpa  roponma  (MEpBBIX  BHUIE-MAPOB, BHIE-MIPOB)  «Jlis
MOJTOTOBKH OTBETa» OMNpeAesieT HEeOOXOIUMOCTh MOATOTOBKM MPOEKTa OTBETa 3a
MOJIHKCHIO JOXKHOCTHOTO JIMIA, IABIIETO MOPYYEHHUE.
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Ecnu B pe3onmonuu K 0OpallleHu0 M3poM Tropoja (IepBbIMU BUIE-M3pamMu
ropoja, BHIE-MAIpaMH roponaa) ykazaHo «lIpomry BHecTu mnpemioxeHus», «0O0
UCITOJIHEHUH WH()OPMUPOBATHY», TO ITH 0OpaIlIEHUsI CHUMAIOTCSI C KOHTPOJISI aBTOPOM
PE30JIOIUY MTOCIIE MTOATOTOBKH OTBETA 3asIBUTEIIIO.

6.1.27. Eciin B pe300lUMu M3pa ropojaa, NEPBBIX BUIIE-MAIPOB, BUIIE-MIPOB
ropo/ia MOpy4eHUe JaHO HECKOJIbKMM HCIOJHHUTENSIM U YKa3aHO HAMpPaBUTh OTBET
3asIBUTEIII0, TO OTBETHl HANPABISAIOTCA KaXJbIM HCIOJHHUTENIEM, B IpeesiaXx CBOEH
KOMIIETEHIIMU WM OOl OTBET TOTOBUT WCIOJIHUTEINb, YKa3aHHBIA B PE30JIIOLUU
(mopy4eHuH) MEPBBIM, UIIM UCTIOIHUTEIIb, KOTOPOMY TTOPYUYEHO CAEeNaTh CBO/I.

6.1.28. OTBer Ha oOpanieHus TpakJaH, KaK MPaBUiIO, NA€TCS B MHUCHbMEHHOU
dbopme. B ciiyuae ycTHOro oTBeTa jelaeTcs COOTBeTCTByromias 3anuch B OPK
nokymeHTta. OTBeT Ha oOpaleHue, NOoCTynuBiiee B (OpMe 3IEKTPOHHOTO
JIOKyMEHTa, HampasisieTcs B (opMe 3JIEKTPOHHOIO JOKYMEHTa 10 aJApecy
AIIEKTPOHHOM TOYTHI, YKa3aHHOMY B OOpallleHUH, WM B NMUCbMEHHOU (opme Ha
IIOYTOBBIN aJIpec.

[To xenaHuio 3asiBUTENS OTBET MO pe3yJibTaTaM PacCMOTPEHUS KaTOObI
Ha HapyIlIeHHUE TMOpPSAIKAa MPEAOCTABICHUS MYHHUIIMIAIBHBIX YCIYyT MOXKET OBITh
IpEJICTAaBICH HE MO3HEE JHS, CIACAYIOUIEro 3a AHEM MPUHATUS pelIeHus, B Gopme
AIIEKTPOHHOTO JIOKYMEHTA, MNOJIHACAHHOTO YCUJIEHHOU AIIEKTPOHHOM
MOJIMUCHIO (YCUJIEHHON HEKBaTU(UIIMPOBAHHOW DSJIEKTPOHHOW TMOANKCHIO WA
YCUJIGHHON KBaNMH(PHUIIMPOBAHHOW SIIEKTPOHHON MOAMHUCHIO) YHOJTHOMOUYEHHOTO Ha
pPacCMOTpPEHHE KaJOObl JOHKHOCTHOIO JiMAa M (WIM) YIOJIHOMOYEHHOTO Ha
PacCMOTpPEHHE KaJl0Obl OpraHa.

6.1.29. JloxymeHT (0OpallleHHE) CUUTAETCA MCIOJHEHHBIM M CHUMAETCS C
KOHTPOJSI TOCJE€ BBINOJIHEHUS 3aJaHuil, MOPYYEHUM, 3alpocoB, COOOIICHUS
pE3yAbTAaTOB 3asBUTENSIM W 3aMHTEPECOBAHHBIM OPTaHM3ALUAM WA JPYyroro
JOKYMEHTHPOBAHHOTO MOATBEPKACHUS UCIIOJTHEHHS B IEHb MOCTYIUICHUS B OTAEI 110
pabore ¢ oOpaieHus MU UHPOPMAIIUK O CHATHH C KOHTPOJS JOKHOCTHBIM JIMIIOM
(mepBBIii  BUIIE-MAP TOpOJa, TMEPBBBIA BHUIIE-MIP, PYKOBOJIUTENhL  arapara
aIMUHHUCTpPAlMd TOpoJa, BHIE-MAPHI TOpOJa),  JABIIMM YyKa3aHue (3aJaHue,
MOPYUYEHHE) MO UCTIOJHEHUIO JOKYMEHTA WIH JIMIIOM, €T0 3aMEeIaloIIIM.

6.1.30. 3akonueHHbIe TPOU3BOACTBOM «Jlema» mo OOpameHusM TpaxaaH
XPAHATCS ONPEIEICHHBI HOMEHKIIATYpOM CPOK, 3aT€M MOAJIEKAT YHUUTOKEHHUIO 110

aKTy.

6.2. Opranusanus padoThl 110 JUYHOMY NIPHEMY I'PAKIAH

Opranuzaiuss paboThl MO JUYHOMY MpPHEMY TPaxkJaH MPOU3BOAUTCA B
cootrBeTcTBUU ¢ [lomokeHreM 00 OpraHu3alMu JUYHOTO MpUEeMa MAIPOM, NEPBHIM
BUIIE-MAPOM, TIEPBBIM BHIIE-MIPOM, PYKOBOJUTEIEM armmapara aIMUHHUCTpaIuu
ropojia, Buiie-md3pamu ropoja FOxuo-CaxainHcka, yTBEPKACHHBIM pacopsHKEHUEM
AJIMUHHUCTpaLIWU.
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7. I3TOTOBJIEHUE, YYET U UCIIOJIb30OBAHUE ITIEYATEN U
I TAMIIOB, PAKCUMMWJIBHOM MOANUCH PYKOBOJUTEJIS

7.1. TepOoBble W npyrue TMe4YaTH WCIOJNB3YIOTCS B AJIMUHUCTpAIUU IS
YAOCTOBEPEHHS] TMOJJIUHHOCTU JOKYMEHTOB M COOTBETCTBUS KOMHM JOKYMEHTOB
MOJUTMHHUKAM.

JUiss  mpocTaBieHUsI OTMETOK CIPaBOYHOTO XapakTrepa O MOIYy4YEHUH,
pPErUCTpallK, TPOXOKIAECHUU U MCHOJHEHUU JOKYMEHTOB M JPYTHX OTMETOK
IPUMEHSIOTCS COOTBETCTBYIOIIME IITAMITBI.

7.2. HeoOXogMMOCTh  W3TOTOBJIEHUSA  INTAMIOB €  (PAKCUMUIBHBIM
BOCIIPOM3BEACHUEM MOJMUCU MApa (MEPBOTO BHUIIE-MIPA, IEPBOTO BULE-M3PA,
PYKOBOIMTENSL ammapara,  BHIIE-MAIPOB) Tropojia U JIMIO, OTBETCTBEHHOE 3a
WCITOJIb30BAaHUE YKa3aHHBIX IITAMIIOB, ONPEAEISIETCS M3POM (IEPBBIM BHUILIE-M3POM,
BHIIE-M3PaMH) TOPOJa, COOTBETCTBEHHO.

3asBKa HAa M3TOTOBIICHHWE IINTAMIIOB C (DAKCUMUIBLHBIM BOCIPOU3BEICHUEM
MOJIMKCH M3pa (IEPBBIX BHUIIE-MIPOB, BUIIE-M3POB) TOpOAA MOAMUCHIBAETCS MEPBBIM
BUIIE-M3pPOM, PYKOBOJMTEIIEM ammapara.

7.3.1lonpa3aeneHuss UMEIOT NI€YaTH, B COOTBETCTBUU C MOJIOKEHUSIMU O CBOMX
nonpasaeneHusx. Msrorosnenwe miedared, HEOOXOAMMBIX ISl oOOecreyeHus
NESTEeNbHOCTH  CTPYKTYPHBIX  TOApa3fesieHuil  anmapara  AJMUHUCTpALUH,
IPOU3BOJIUTCS 110 COTNIACOBAHMIO C TIEPBBIM BUIIE-MAPOM, PYKOBOJUTENEM arrapara.

7.4. PykoBoguTenu CTPyKTypPHBIX MOApa3[eiICHUN anmnapata AJIMUHUCTPALNU
NPEACTABISAIOT 3asiBKM HA M3TrOTOBIIEHUE Teyareil u mramnoB B MKY «Ynpasnenue
nenamu agMmuHucTtpauuu ropoja HOxHo-CaxanuHcka» € HPUIIOKEHHEM 3CKH30B
3aKa3bIBAEMbIX MI€YATEH U IITAMIIOB.

7.5. 3roToBIEHHBIEC TIEUYaTH U MITAMITBI ¢ (PAKCUMUIIBHBIM BOCIIPOU3BEICHUEM
MOJIKUCH M3pa, MEPBOr0 BULE-M3pa, NEPBOr0 BUIE-M3pa, PYKOBOIMUTENS anmnapara,
BHIIE-MAPOB niepeaatorcs B Otnen no padore ¢ JOKyMEHTaMU U KOHTPOJTIO.

7.6. OTnen no paboTe ¢ JOKyMEHTaMHU U KOHTPOJIIO OCYLIECTBIISET:

- YYET U PErHCTPALMIO U3TOTOBJIEHHBIX MeYaTeil U MTamMnoB ¢ (DaKCUMUIbHBIM
BOCIIPOM3BE/ICHUEM TOJIUCH (J1ajiee — IUTaMII) B JKypHajle ¢ MPOCTABICHUEM HUX
OTTHCKOB;

- BbIJIa4y Te€4YaTed U IITaMIIOB COTPYAHUKAM AJMUHUCTPAIUU O]l POCIIUCH B
KypHAaJI€ yuyeTa evarei U MTaMIoB;

- NPUHATHE MPUILEIIIUX B HETOJHOCTh M YTPATUBIIMX 3HAUCHHUE NEYaTel U
ITAMIIOB, YHUUTOXEHUE UX I10 aKTy C IIPOCTABICHUEM COOTBETCTBYIOUIEH OTMETKH B
KypHaJe yuyeTa nedyarei v mTamIoB.

[levatu w mTamMmbl XpaHATCS B HAJASKHO 3aKpbIBaeMbIX cehdax umum
METAJUTMYECKUX TKadax.

B cmydae yrepu mnedared, IITAaMIOB, HE3aMEUIMTEIBHO CTaBUTCS B
M3BECTHOCTh pyKoBoauTenb OTAena no padbore ¢ JOKYMEHTAMHU U KOHTPOJIO, IEPBbIN
BUIIE-M3p, PYKOBOJIUTENb anmapara.

7.7. Ilepenaya meyared M INTaMIIOB IIOCTOPOHHUM JIMIIAM HE JOIyCKaeTcs.
BbiHOC mewareil W 1ITaMmoB 3a MpeleNnbl  OpraHU3aldd  BO3MOXEH B
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MCKIIIOYUTENBHBIX CIIyYasiX MO PEHICHUI0 PYKOBOJCTBA OpraHU3alMU(HAPUMEp, MpU
MOJIIMUCAHUU JIOTOBOPOB U JIp.).

7.8. OTtTuck meyatu ¢ u3o0paxeHuem repba ropoma FOxxHo-CaxanmHcka
MIPOCTABIISIETCA:

- N 1 - Ha ¢uHAHCOBBIE JOKYMEHTHI, CKPEIUICHHBIC MOAMUCHI0 MApa TOpoja,
IIEPBOT0 BHIE-MAIpa ropoja, MEPBOrO BHIE-MIPa, PYKOBOAUTENS ammapara, BULE-
M3pOB ropoaa, u xpanurcs B MKY «VYmpasneHue nenamMu aAMUHUCTpPALIMU TOpOAA
IOxno0-CaxanmmHcka;

- N 2 - Ha JOOKYMEHTBl MEKJIyHAapOIHOIO XapakTepa, IOCTAaHOBIICHMUS,
pacniopsbkeHus, pemenus l[opoackoi Jlymsl, IOANMCAaHHBIE MAIPOM TOpOAA,
JIOTOBOPBI, COITIAIIEHUS, MYHULMNAIbHBIE KOHTPAKTBI, 3aKIIOYAEMbIE OT HMEHHU
aIMUHHUCTPAaUMA TOPOJAa, JOBEPEHHOCTH, KOMAaHIMPOBOUHBIE YIOCTOBEPEHUS,
[loueTHble TPaMOTBl U APYTME€ JOKYMEHTHI, CKPEIJICHHbIE MOANMMCHIO M3pa ropoaa,
IIEPBOr0 BHUIE-M3pa TrOpojia, MEPBOr0 BUIE-MApa, PYKOBOAMUTENS amnmnapara, BUILIE-
MBPOB ropoja, u xpanurcs B Otaene mo padoTe ¢ TOKyMEHTaMU U KOHTPOJIO.

OttuckoM meyatu C u300paxkeHuem repdba ropona IOxuo-CaxannHcka
CKpEIUISieTCA TOJNUCh COTPYAHUKOB OT/ENa MYHHMIIMIAIBHOW CIY»)Obl M KaJIpOB
VYhpaBineHuss KaJpoBOM  MOJUTUKHM B TPYAOBBIX  KHUXKKAX  COTPYIHUKOB
AJIMUHHUCTpALIWH.

7.9. Ha xonusiXx mNOCTaHOBJIECHHUI (pacnopsiKEHUI) aJMUHUCTPALIMU TOpoAa,
MYHULUIIAJIBHBIX MPABOBBIX aKTOB, NpHUHATBHIX [opoxckoit [lymoil (ropoackum
CoOpanuem), JIOTOBOPOB, COMIalIECHUH, MYHULUNATBHBIX KOHTPAKTOB
npocrasisietcas  Kpymasg  nedats  «AJIIMHWHUCTPALIMA TOPOJA HOXHO-
CAXAJIMHCKA U JOKYMEHTOBY, kotopas xpanutcs B Otaene 1o padote ¢
JOKYMEHTaMU U KOHTPOJIIO.

Otruck nevarn «l'opoackoit okpyr «l'opox FOxno-Caxanunck» CaxanuHcKas
obOnacts Anmunuctpanus ropona HOxuo-Caxanuucka 2» craBuTca Ha [lodeTHbie
IPaMOTHI, MOANKCaHHbIE PAKCUMUIBHON MOANMUCKHIO U XpaHuTcs B Otaene mo padbore
C JIOKYMEHTaMH 1 KOHTPOJIIO.

7.10. Ottuck mneuvatn «Aamunuctpanuu ropona HOxHo-CaxamuHcka
JlemapTaMeHT KaJpOBOW TMOJUTUKH OTAEC] MYHHUIIMIAIBHOU CIY>KObI M KaapOB»
CTAaBUTCSI Ha CHpaBKaX, MOATBEPKIAIOLIMX TPYAOBYIO AESATENBHOCTh COTPYAHHKA,
KOMAH/IUPOBOYHBIX YIOCTOBEPEHUSX, KONUAX PACIOPSIKEHUN aAMUHUCTpALUU
ropoga Mo JIMYHOMY COCTaBy W KaJpaMm. XPaHUTCS B OTIEJIE€ MYHHUIUIAIbHOU
CITY>OBI ¥ KaJpoB JlenapTaMeHTa KaJpOBOM MOJIUTUKH.

Otruck nevarn «l'opoackoit okpyr «l'opox HOxno-Caxanunck» CaxanuHcKas
obmactb  Aamunuctpanus ropoga HOxxno-CaxanuHcka 1» 3aBepsieT KoONuuU
OyXrajaTepCcKux JAOKYMEHTOB AJIMUHHMCTPALIMHM, HE CBS3aHHBIX C JACSTEIbHOCTHIO
«MKY Vnpaenenune penamu anMmuHuctpanuu ropoaa HOxuno-CaxanuHcka» u
xpanutcss B MKY «VYmpaeneHue nenamu  aaMUHUCTpanuu ropoja FOxHO-
CaxanuHckay.
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Otruck nevarn «l'opoackoit okpyr «l'opon FOxno-Caxanunck» CaxanuHcKas
obmacte Apamunuctparus ropoaa HOxHo-CaxanuHcka» CTaBUTCS Ha ApPXUBHBIC
CIIPAaBKU U APXUBHBIC BBITUCKU. XPAaHUTCS B ApXUBE.

7.11. B AxMuHHUCTpaIllMi MOTYT HCIIOJB30BaThCS IITAMITBI ¢ (DaKCUMUIBHOM
MOAIMCHI0 M3pa TOpOAa, MEPBOrO BHUIIE-M3pa, MEPBOTO BUIIE-MAPA, PYKOBOJIMUTEIA
amnrapara, BUIIe-M3POB.

DaKkCUMUIBLHYIO TTOANUCH PYKOBOIUTENS pa3pelniaeTcs, Mpu HeOoOXOIMMOCTH,
CTaBUTh HA KOMUSX MOANUCAHHBIX UMHU JOKYMEHTOB.

dakCcuMWIbHAS MOANUCH MPOCTABISAETCSA TOIBKO C MUCBMEHHOIO Pa3peIICHUS
PYKOBOAUTENSA, KOTOPOMY OHA MPUHAIJIEHKUT.

dakcuMuiIbHasS MOAMUCHL M3pa (MEPBOrO BUIE-M3pa, MEPBOTO BHIE-MIPA,
PYKOBOJUTENSL — ammapara, BHUIIE-MAPOB) TOpOJa MOXKET TMPOCTABIATHCA Ha
pacchUIaeMbIX MPUITIAIICHUSX, TTO3IPABICHUSIX U APYTUX MOJOOHBIX TOKYMEHTAaX.

DakCUMWIBHYIO MOAIKUCH MA3pa Topojia JOMYCKAeTCs CTaBUTh Ha lloueTHbIX
rpaMoTrax, braromapcTBeHHbIX NHCbMax, IlamaTHbIX, IIpUBETCTBEHHBIX U
KO6uneitnbIx aapecax.

[Tucema, HampaBsgeMble B apecC BBIMICCTOAIINX OpTraHU3anui, deaepaabHbIX
OpraHOB HCIOJHUTEIBHOM BJIACTH U OPraHOB BIAacTU CcyObekToB Poccuiickoit
®denepany, JIpyrue TOCYAapCTBEHHBIC OpraHbl, HE JOJKHBI IOJNMUCHIBATHCS
(haKCUMIIBHON TTOTMHCHIO.

3ampemaercs  HWCMOIB30BaTh  (DAKCUMWIBHYIO TIOANMUCH HAa  TPYAOBBIX
JIOTOBOpaXx M MNPWIOKEHUSX K HUM, B TPYIOBbIX KHIKKaX, a TakXke B
YHUPUIUPOBAHHBIX (opMax IO Y4YeTy TpyJda M €ro oIularbl, YTBEPXKICHHBIX
noctanoBiaenneMm ['ockomcrara P® ot 05.01.2004 N 1.

DaKCUMWIbHYIO TIOJNMKUCh HE JIOMYCKAETCA MCIOJIb30BaTh HA JJOBEPEHHOCTSX,
MJIATeKHBIX ~ JOKYMEHTaX, JPyruX JOKYMEHTaX, MMEKIMUX (UHAHCOBBIC
IIOCJICCTBHS.

Ha dpakcumunpayto noamnucek repbopas neyarh He CTABUTCHL.

7.12. Tlpumieaiue B HErOAHOCTh M yTPATUBIIME 3HAUCHUE MEUATH U IITAMIIBI
mojsiexkar Bo3Bpary B Otmen mo paboTe ¢ JOKYMEHTaMH M KOHTPOIIIO IS
LIEHTPAJM30BaHHOTO  YHHUUYTOKEHMsS. IledyaTh  yHMYTOXKAKOTCS IO  aKTy C
COOTBETCTBYIOIIEW OTMETKOW B KYpHAJIE y4yeTa IeyaTei U ITaMIIOB.

7.13. OTBETCTBEHHOCTh 3a 3aKOHHOCTH WCIIOJIb30BAaHUSI W HAACKHOCTH
XPaHEHUS IE€YaTe M IITAMIOB BO3JAracTcsi Ha PYKOBOAMTEIEH COOTBETCTBYIOIIUX
Iloppasnenenui.

PyxoBogurenu IloapaszneneHuit BO3JIarar0T OTBETCTBEHHOCTb 34 XPAaHEHUE U
HCMOJIb30BAHME MEYATEN M IITAMIIOB HA OJHOTO M3 MOAYMHEHHBIX UM COTPYIHHUKOB.
IIpu cMeHe cOTpyAHUKA MTeYaTy U IITaMIIbl IEPEAAIOTCSA 1O AKTY.

8. KOIIMPOBAHUE (TUPA’KUPOBAHUE) 1 CKAHUPOBAHHUE
JOKYMEHTOB
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8.1. KomupoBanue (TUpaXUpoBaHHWE) U CKaHHUPOBAaHUE JIOKYMEHTOB,
MOCTYNHUBIIMX B KAHIIEISIPUIO, MyHUIIUTIATBHBIX MPABOBBIX aKTOB OCYIIECTBISETCS B
Otnene o paboTe ¢ HOKyMeHTaMH M KoHTpoito. KonmupoBanue (THpakupoBaHUE)
HEOONBIIUX MO 00BEMY JOKYMEHTOB MOXKET IPOU3BOJIUTCS HEMOCPEICTBEHHO B
[TonpazneneHusx, IMEIOUIMX MHOXKHUTEIBHYO TEXHUKY.

8.2. B Otmen mo paboTe ¢ JOKYMEHTaMU M KOHTPOJIO Ha KOMHMPOBAHUE
CIAIOTCSl TOJBKO CIIy’)KEOHBbIE JOKYMEHTBI, MpPH 3TOM BeIETCA >KypHaJl YydeTa
KOMUPYEMBIX W THPAXUPYEMBIX JOKYMEHTOB JUIsl ONpPENENEHUs 3arpy3Ku
TEXHUYECKHUX CPENICTB, pacyeTa MOTPEOHOCTH B HOBOM 0OOPY/IOBAHHH.

8.3. Ha xonupoBaHHE CHAIOTCS, Kak MPABUIO, IIEPBBIE SK3EMIUISPHI
(MOUIMHHUKK) JOKYMEHTOB B HE COpOLIIOPOBAHHOM BHUJE, YETKO Hall€4yaTaHHbIE.
3aka3bl Ha KOMUPOBAHHE BBHITIOIHSIIOTCA B MOPSAIKE OYEPETHOCTH UX TOCTYILICHUS.

84. Otmen mo paboTre C JOKYMEHTaMH W KOHTPOJIO TMPOU3BOAUT
JIByXCTOPOHHIOIO TleYaTh KOMHM peleHnid, muceM, Cyl1eOHbIX TOKYMEHTOB U T.JI.

8.5. Tupaxk H3rOTOBIEHHBIX KOMHI JOKYMEHTOB JOJKEH COOTBETCTBOBATH
3aKa3y M BbIJABATHCS UCIIOTHUTEIO0 BMECTE C MEPBBIM IK3EMILIAPOM (TTOIJTMHHUKOM )
nokymeHTa. O BBINIOJIHEHUHM palOOThl B )KypHAJEe yudeTa JIeTaeTCs COOTBETCTBYIOIIAsS
3aIHCh.

8.6. llopsimok MCIONB30BAHUSI HMEIOUIEHCS KOMUPOBAIBHO-MHOKUTEIBHOM
TexHUKHU B [loapasneneHnsax ycTaHaBIMBAETCA UX PYKOBOJUTEISIMU.

9. POPMUPOBAHUE MYHULIMITAJIBHOI'O APXUBHOI'O ®OHJIA,
NCITOJIB30OBAHUE APXUBHBIX TOKYMEHTOB

9.1. Pa3pa0orka u BeieHHMe HOMEHKJIATYPbI e

9.1.1. Homenknarypa nen - 370 OoGOpMIIEHHBI B yCTAaHOBJICHHOM MOPSJIKE
CUCTEMATU3UPOBAHHBIN IEPEUYECHb 3arojJOBKOB (HAMMEHOBAaHM) JI€Jl, 3aBOJUMBIX B
[TonpazneneHusx, ¢ ykasaHueM CPOKOB UX XPaHEHHS.

Homenknarypa Jgen npeAaHa3Hauy€Ha [Jii TPYHNIUPOBKU  HCIOTHEHHBIX
JOKYMEHTOB B JI€JIa, CUCTEMaTH3allMM W YyuyeTa JeJl, OIPEHCICHUS CPOKOB HX
XpaHEHUs U SBISAETCS OCHOBOW JUJII COCTABJIEHUS ONUCEW Je€J MOCTOSHHOIO U
BpeMeHHOTO (cBbImIe 10 yieT) XxpaHeHus, a Takxke ydera Jena BpemenHoro (mo 10 ner
BKJIFOUMTEIBHO) XPAHEHUSI.

9.1.2. Ilpu cocraBieHMM HOMEHKJIATYpbl JEN CIEAYET PYKOBOACTBOBATHCS
nosioxkeHusiMu o [logpazaenenusix, ITaTHBIMU PACIUCAHUSMU, IIJITAHAMU U OTYETaMU
0 paboTe, MEepPeUHIMH JIOKYMEHTOB C YKa3aHHEM CpPOKOB MX XPaHEHUS, THUIIOBBIMU
HOMEHKJIaTypaMu JeJl, HOMEHKJaTypamu Jell 3a Mpolleauue roabl. M3yudaroTcs
JIOKyMEHTBI, oOpasyromuecs B aestenbHocTu [loapasnenenus, ux BUIbL, COCTaB U
COJEPIKAHUE.

9.1.3. B HOMEHKIATypy €l BKIIOYAIOTCA BCE JIOKYMEHTBI, OTPa)Karoliue
nesaTenbHocTh Ilogpa3aenenns U MOCTOSHHO WIM BPEMEHHO JEHCTBYIOIIMX OPraHOB
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(xoMuccHiA, COBETOB, KOMUTETOB U [Ip.), B TOM YHCIE JOKYMEHTBHl OI'PaHUYEHHOIO
JOCTYIIa, PErUCTPAlMOHHBbIE M YUYETHBIE XYpHaJbl, B HEOOXOAUMBIX Clydasx —
KOMUHM JIOKYMEHTOB (€ClIM KOMHUS — EAMHCTBEHHBIM JK3eMIUIAp IOKyMEHTa B
[TonpazneneHuu, a TakKe €CIM KOMMU HEOOXOAUMBI ISl OpTraHU3aIuu JesATeIbHOCTH
[Tonpasnenenus). He BkiodaroTCsi B HOMEHKJIATYPY J€J1 NEPUOAMYECKHUE H3JIaHus,
KHHUTH, OPOIIIOPHI.

JIOKyMEHTBI, CO3JaHHbIE B ANEKTPOHHOU (pOpME BKIIOUAIOTCSI B HOMEHKIIATY Py
eI IO TE€M K€ MpaBUJIaM, YTO U IOKyMEHTHI Ha OyMa)XHOM HOCHTEJIE.

9.1.4. Homenxknarypa nen IlompasmeneHusi - MCTOYHUMKA KOMIUIEKTOBAHHUS
MYHULUIIAIBHOTO apXMBHOrO (GoHAa (ajnee - HUCTOYHUK KOMIUIEKTOBaHUS) Ha
MPEACTOSIINI KaJIeHJapHbIi roj1 pa3padarbiBaeTcs 10 1 JexkaOpsi TEKylero roja,
MOJMUCHIBAETCS JIULIOM, OTBETCTBEHHBIM 3a JEJONPOU3BOACTBO, JIUOO JIUIIOM,
OTBETCTBEHHBIM 32 BEJICHHE apXUBAa, COINIACOBBIBAECTCS C JKCIEPTHOM KOMHCCHEHN
(manee - OK) Ilompasgenenuss um mnepenaercs B ApXUB, KOTOPBIM MpOBEpPSET
HOMEHKJIATyphl JIel M TPEACTaBISIeT UX JUIsl COINIACOBAHMS B JKCHEPTHO-
npoBepounyto komuccuto (DIIK) MunucrtepcTBa KylbTypbl M apXUBHOTO Jiefia
CaxanuHCKoM 00J1acTH.

Ilocne comacoBaHus HOMEHKIJIATypa 1€l YTBEPKIAAETCS PYKOBOAMTEIEM
[Tonpaznenenus u ¢ 1 sHBaps CIeAyOIIEro rojja BBOAUTCS B IEHCTBHE.

B cnywae wu3MeHeHus ~(QyHKUMH W CTPYKTyphl  AJMHUHHCTpAIuH,
[lonpazneneHuss  HOMEHKJIATypa  J€ld  COCTaBIseTCA,  COIVIaCOBBIBAETCS U
YTBEPKAAETCS 3aHOBO.

BHOBB co3znanHoe wiM peopranuzoBaHHoe [lonpaznenenue paspabaTbiBaeT u
MPEACTABISIET HOMEHKJIATYPY JEJ B OTJEN MO paboTe C JOKYMEHTaMH U KOHTPOJIIO (B
ApXuB- 17151 TOJIpa3eIeHUH, SIBISIOMUXCS IOPUINYECKUM JTUIIOM) B MECSIUHBINA CPOK.

OTBETCTBEHHOCTh 32 CBOEBPEMEHHOCTh U TMPABWIBHOCTh COCTABIICHHUS
HOMEHKJIaTypsl fen [loapasneneHus HeCeT ero pyKOBOAUTEIIb.

9.1.5. CornacoBbiBaercsi HomeHkiarypa aen ¢ DIIK MunucrepcTBa KyapTypbl
1 apxuBHOro jena CaxalnuHCKON 00JIacTH HE pexke OIHOTO pasa B YEThIPE roja.

9.1.6. Homenknarypa aen IloapasgeneHuss - HMCTOYHMKA KOMIUIEKTOBaHMS
(mpunoxenue Ne 2) cocTaBisieTcsi HA OCHOBAaHUM HOMEHKJIATYD Jie]l HOoJpa3/IeICHU,
BXOJISIIUX B €ro cocTaB (npuiioxkenue Ne 3).

9.1.7. Ha3zBaHnussMM pa3iesioB HOMEHKJIATYpbl J€J SBISIOTCS HAaWMMEHOBAaHMS
MOJIpa3JeeHul, BXOIAIMX B COCTaB UCTOYHMUKA KOMIUIEKTOBAHMUSI.

9.1.8. HomeHknarypa nem cocTaBiseTcs B [IBYX OJK3eMIurapax. llepsbii
YTBEPKACHHBIM SK3EMIUISIP HOMEHKJIATYPhI [N ABIAETCS TOKYMEHTOM MOCTOSHHOTO
CpOKa XpaHEHMsI U HaXOAUTCS y JIMIA, OTBETCTBEHHOIO 3a BEJICHUE apXMBa, BTOPOH -
nepenaercs B ApXuB.

9.1.9. Tlocne yTBepxkAeHUS HOMEHKIIATYphI Je1 UCTOYHUKA KOMIUIEKTOBaHUS,
€ro Mojpa3/esieHus MOITY4YaloT €€ KOMUIO JIMOO BBIMHCKUA U3 COOTBETCTBYIOIIMX €€
pa3zesioB AJIs UCIIOJIb30BaHUs B paboTe.

9.1.10. I'pad)pl HOMEHKIIATYPHI J1€TT 3aMOJHAIOTCS CISAYIONUM 00pa3oM.
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B rpade 1 mpocTaBisroTCs HMHACGKCHI Kaxaoro jaema. MHAEKC nena COCTOMT W3
yCTaHOBJICHHOTO IM(ppoBOTr0 0003HaueHus [loapasaeieHust U MOPSAKOBOrO HOMepa
3arojioBKa JieJja Mo HOMeHkjarype B mnpenenax llogpaspenenus. MuHpaexkcwsl nen
ob6o3HavaroTcs apabckumu mudpamu. Hanpumep:

10-06,

20e 10 - obosnauenue Iloopazoenenus,

06 - nopsa0Koebill HOMED 3a20106Ka 0ena N0 HOMeHKaIamype.

B rpady 2 BKIIOYArOTCS 3aroJIOBKH €N, KOTOPBIE JOJDKHBI OXBaThIBaTh BCE
JTOKYMEHTHUPYEMbIE yYacTKU padOThl, B TOM 4YHCJIE€ JOKYMEHTHI ¢ rpudom «Jlms
CITy’K€OHOTO TTOJIb30BAHUS», CIIPABOYHBIC KAPTOTEKHU M JKYPHAIIBI.

3aroyioBOK Jiena JIOJKEH YETKO, B 0000UIeHHON (opMe OTpakaTb OCHOBHOE
Colep)KaHUEe M COCTaB JOKYMEHTOB Jena. He pgomyckaercs ymoTpebieHue B
3aroJIOBKE Jieja HEKOHKPETHBIX (OPMYIUPOBOK («pazHble Mamepuanvly, «00Ouast
nepenucka» u m.o.), a TakKe BBOJHBIX CIJIOB, CJIOXHBIX O00OOPOTOB, COKpPAIICHHBIX
CJIOB M HauMeHOoBaHMI. Eciiy 3aronoBok BKIIIOYAET B ce0s TEPMUH «JIOKYMEHTBI», TO
B CKOOKax Jaercs pacum@poBka: (IIaHbl, OTYETHI, HHGHOPMALINH, 3aITUCKU U T.11.).

3aroioBOK Jejia COCTOUT M3 DJIEMEHTOB, PACIOJIOKEHHBIX B CJEAYIOIIEH
MOCJIeI0BATEIbHOCTH:

- Ha3BaHUWE BUJA Jiena (Mepenucka, oOpameHns rpak/iaH, HOPMaTUBHBIE aKThI
U T.JI.) WIA Pa3HOBUJIHOCTH JIOKYMEHTOB (IIPOTOKOJIbI, TPUKA3bI, JIOTOBOPHI U T.1.);

- Ha3BaHUE OPTaHU3AINH - ABTOPA JIOKYMEHTA;

- Ha3BaHWE OPTaHU3AIUH - aJIpecara JOKyMEHTa;

- KpaTKoe COJIepKaHMEe IOKYMEHTA;

- Ha3BaHUE TEPPHUTOPHUH, C KOTOPOH CBA3AHO COAEpkKaHUE JOKYMEHTOB;

- IeproJI, K KOTOPOMY OTHOCSTCS JJOKYMEHTHI JIeIa;

- YKa3aHWE Ha HAJTUYHE KOMTUH JOKYMECHTOB.

B 3aronoBkax jen, copepKalmux JAOKYMEHTBI 1O OJAHOMY BOIIPOCY, HO HeE
CBSI3aHHBIX  IOCJIENIOBAaTEIbHOCTHIO  HWCIIOJIHEHMS, B KauecTBe BHUJa Jiela
yHoTpeOIsIeTCs TEPMHUH «JIOKYMEHTBI», a B KOHIIE 3arojioBKa B CKOOKaX yKa3bIBAIOTCS
OCHOBHBIE Pa3HOBUIHOCTH JOKYMEHTOB, KOTOPBIE JOKHBI OBITh CIPYyHITUPOBAHBI B
nene (TUTaHbl, CITUCKH, JTOKJIaAbl, HHPOpMAIU U T.1.).

B 3aromoBkax e, copepiKanux MepenucKy, YKa3bBaeTCs C KEM U M0 KaKOMY
BOIIPOCY OHA BEAETCS.

B  3aromoBkax  men,  comepyKalMX ~— TEPEMHCKy € OZHOPOIHBIMU
KOPPECIIOHICHTAMH, TTOCJIETHNE HE YKA3bIBAIOTCS, a YKAa3bIBACTCS WX 00IIee BUIOBOE
Ha3Banue. Hampumep:

Ilepenucka c yuebHvimu 3a6edenusmu o npogedenuu EI'D

B  3aromoBkax gen, coiaep)KamMX ~— NEPEMUCKY C  Pa3HOPOIHBIMHU
KOpPECIIOHIEHTaMH, MOCIEAHNE He epeurcisitoTcs. Hampumep:

Ilepenucka o Haepadicoenuu compyOHUKO8, NPUCBOEHUU NOYEMHbIX 36AHUL

B 3aronoBke jsiena yka3pIlBaeTCs KOHKPETHBIA KOPPECTIOHICHT, €CJIM MEePenrcKa
BeJIETCS TONIbKO ¢ HUM. Hampumep:
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llepenucka c¢ J[lenapmamenmom ¢hunancos aomuHucmpayuu 2opooa no
sonpocam GuUHaHco8020 obecneyeHusl

[Ipu o0Go3HaueHHW B 3arojoBKaxX JieJl aJIMUHUCTPATHBHO-TEPPUTOPHUATBLHBIX
€IUHUI] YUYMUTHIBAETCA TO, YTO €CJIHU COACPKAHME JieJla KacaeTcid HECKOJIbKUX
OJIHOPOJHBIX AJIMUHUCTPATUBHO-TCPPUTOPHUAIBHBIX €IWHHUI], B 3aroJIOBKE JIE€ja HE
YKa3bIBAlOTCS WX KOHKPETHBIC Ha3BaHMWS, a YKa3blBaeTCs HMX OOIIee BHIOBOE
Ha3Banue. Hampumep:

Ilepenucka c enasamu mynuyunanvHolx oopazosanuii Caxarunckou oobnacmu
1O 80NPOCAM MECMHO20 CAMOYNPABIEHU

Ecnu conepkanue nena kacaeTcs OAHOM aJMUHUCTPATUBHO-TEPPUTOPHUATBHON
€MHUILIbI (HACEJIEHHOIO MyHKTAa), €€ (€ro) Ha3BaHUE YKa3bIBAETCS B 3arOJIOBKE Jelia.
Hanpumep:

llepenucka ¢ Ilpasumenvcmeom Caxanunckou obracmu no 60NPoOCcam
Nn0020MOBKU KAOPO8

B 3aronoBkax jaen, colepikaliux IJIAHOBYIO WJIA OTYETHYHO JIOKYMEHTAIHIO,
yKa3bIBaeTCs Mepuol (KBapTas, rof) Ha (3a) KOTOPbIA COCTABJICHBI TUIAHBI (OTYETHI).

3aroJioBKM el MOTYT YyTOYHATHCSA B TMpolecce HuX (HOPMUPOBAHHS H
oopMIICHUSI.

[Topsimok pacmosioKeHusl 3aroJIOBKOB A€ BHYTPHU PA3JICIIOB U IOAPA3IECIOB
HOMEHKJIATYPbl A€  ONPEAENSACTCS  CTENEHbI0  BAXHOCTH  JOKYMEHTOB,
COCTaBJSIOIINX JI€JIa, U UX B3aUMOCBA3bI0. B Hauane pacmnonararoTcs 3arojoBKH 1€,
cozepKalIUX HOPMAaTHUBHYIO u OpraHu3allHOHHO-PACIIOPAAUTEILHYO
JOKYMEHTALIMIO.  3aroJIOBKM  JI€Jd,  COJEPIKAIIME  PEHICHHS  BBIIIECTOSIIUX
OpraHu3alldii, pacmojlaraloTCsl Mepea  3arojJoBKaMU  A€d € PEUICHUSIMHU
Anmunuctpauuu. [lamee pacrionararoTcs 3arojIOBKM J€d, JOKYMEHThI KOTOPBIX
coziepat cBesienus o padote [lonpasaenenus (11aHbl, OTYETHI U T.11.).

B rpade 3 yka3biBaeTcsi CpOK XpaHEHHUS Jejia, HOMEP CTaThU CO CCHUIKOW Ha
NepeYeHb JOKYMEHTOB CO CPOKaMM XpaHEHHUS, B CIydae OTCYTCTBHUS TaKOBOIO - HA
TUIIOBYK0 WJIA IIPUMEPHYIO HOMEHKJATYpy JeJd WIM JIPyroe OCHOBaHMWE IS
YCTAHOBJICHUSA CPOKOB XPAHECHUS JOKYMEHTOB.

[Ipn BKIIOUYEHHMH B HOMEHKJIATYPY 3arojIOBKOB JI€JI, CPOK XPaHEHUSI KOTOPBIX
HE OIpeAeieH HOPMAaTHUBHBIMU JIOKYMEHTaMu, OH coriacoBbiBaeTcsi ¢ OIIK
MUHHCTEPCTBA KYJIBTYPhI M apXUBHOTO jena CaxalTnHCKON 00macTH.

B rpade 4 npuBoasTCs JONOJHUTENIbHBIE CBEJICHUS K JieJiaM (0 3aBEICHUU e
1 0COOEHHOCTIX X (OPMUPOBAHUS, MECTE XPAHEHUS, O JIMIIaX, OTBETCTBEHHBIX 3a
dbopMupoBaHHEe U XpaHEHUE JeN U JAp.), KOTOpble OTpa)xarT CHelnu(uKy BeACHUs
nenonpon3BoAcTBa B [logpasneneHusix.

9.1.11. Ecnu B TedueHUE rojia B MICTOUHUKE KOMIUICKTOBAHUS BO3HUKAIOT HOBBIC
JTOKYMEHTUPOBAHHBIE YYacTKH paboThl U (HOPMUPYIOTCS HENPEAyCMOTPECHHBIC
HOMEHKJIaTypO#l Jena, TO OHM JIOMOJHUTEIbHO BHOCATCA B HOMEHKIaTypy. s
BHOBb 3aBOJIMMBIX JIEJ B KaXJIOM Pa3/eiie HOMEHKIIATYPbl OCTABIISIFOTCS PE3CPBHBIC
HOMeEpa.
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9.1.12. Tlo oxoOHYaHWU KaJEHIAPHOTO ro/ia JUIO, OTBETCTBEHHOE 3a BEACHUE
apXxuBa, B KOHIIE CBOJIHOM HOMEHKJIATypbl JE€J COCTABJISAE€T MTOTOBYIO 3aIHUCh O
KOJIMYECTBE 3aBEICHHBIX JICII.

9.2. ®opMupoBaHUE eI

9.2.1. ®opMupoBaHue el - 3TO TPYNIUPOBKA HCHOTHEHHBIX TOKYMEHTOB B
JIeJI0 B COOTBETCTBUMU C HOMEHKJIATYPOU JIeNl U CUCTeMaTHh3alys JOKYMEHTOB BHYTpHU
Jiena.

9.2.2. JIOKyMEHTHl JOJKHBI OBITH OQOPMJIIEHBI B COOTBETCTBHH C
TpeOOBaHUSAMHU HacToAIIEeH MHCTpYKIIMM 1O 1€JI0NPOU3BOJICTBY U CIIMCAHBI B JEJIO.

HewncrionneHnHsie 1 HEMPAaBWIBHO O(QOPMIICHHBIC TOKYMEHTBHI BO3BPAIIAOTCS
UCIIOJTHUTEITIO.

9.2.3. Hena B VCTOYHUKE KOMIUIEKTOBAaHMS bopmupyroTcs
JEUEHTPAIN30BaHHO, T.e. B KaxaoMm llonpasnenenuun otraenbHo. PopMHUpOBAHUEM
Jel 3aHUMAIOTCS JIMIA, OTBETCTBEHHbIE 3a Jesonpous3BoacTBo. Homep nena, B
KOTOpO€ JOJDKEH OBbITh  MOAIIMT  JOKYMEHT, ONpEAeNseT PYyKOBOAUTEIb
[ToapaszaeneHus: Uiy UCIOTHUTENb B COOTBETCTBUU C HOMEHKJIATYPOH JIe.

9.2.4. O0uuMii KOHTPOJIb MpaBUILHOTO opMupoBaHus Aen B [logpazaenenusx
OCYIIECTBIISIIOT ~ IKCHEPTHbIE KOMUCCHUU HMCTOYHUKOB  KOMIUIEKTOBAHHS  IIPHU
METOANYECKON MOMOIIH ApXHBa.

9.2.5. Ilpu ¢dopmupoBanum e COOTIOAAIOTCS CIACAYIOIIHME OCHOBHBIC
TpeOOBaHMUS:

- B JIeJI0O TOMEIIAIOTCS JOKYMEHTBI, KOTOpPBIE IO CBOEMY COIEPKAHUIO
COOTBETCTBYIOT 3arojOBKy Jeja, MPU 3TOM 3alpellaercss IpynmnupoBarth B Jielia
YEepHOBbIE M JyOJETHBIE HSK3EMIUISIPhl JOKYMEHTOB, a TakXke JOKYMEHTHI,
noJiyieKalirue Bo3Bpary;

- TOKYMEHT, MIOMEIIICHHBIN B J€J0, TOJKEH OBITh 0()OPMIIEH B COOTBETCTBUU C
TpeOOoBaHUSIMHU HacToAMIeH MHCTpyKIIMK IO 1€I0NTPOU3BO/ICTBY;

- B JICJIO BKJIFOYAETCS TOJBKO OJMH AK3EMILISAP KaKJIOTO TOKYMEHTA;

- IOKyMEHTHI MOCTOSIHHOTO U BPEMEHHOTO CPOKOB XpaHEeHUs: (OpMUPYIOTCS B
Jiena pasieabHo;

- B JIEJIO TPYIIIHUPYIOTCS JOKYMEHTBI OJHOTO KAJIEHAAPHOTO T0/1a (MCKIIIOUEHHE
COCTABIISIFOT MEPEXOSIINE U JTUYHBIC J1€T1a);

- BHYTPHU Jena JOKYMEHTHl JOJKHBI PacIoiararbcsi B XPOHOJOTHYECKOM
MOPSIKE;

- TIPUJIOKEHUS K JIOKYMEHTaM, HE3aBUCHMO OT JaThl UX YTBEPKICHUS WIH
COCTABIICHUSI, TPUCOETUHSAIOTCS K JOKYMEHTaM, K KOTOPbIM OHU OTHOCSITCS;

- JIeJI0 AOJIKHO cojiepxaTh He Oosiee 250 IHCTOB;

- IPYU HAJIMYUHU B JIeJI€ HECKOJIBKUX TOMOB (4acTeil) MHJIEKC U 3arojoBOK Jeia
MPOCTABISAIOTCS HA KAXKIOM TOME € J0OABIEHUEM «T. 1», «T. 2» U T.A.

9.2.6. B 3aBUCMMOCTM OT Pa3HOBUJHOCTH JOKYMEHTOB HUX TPYyHIUPOBKA
OCYLIECTBIISIETCS CAEAYIOMIMM 00pa3oM:
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- pacmopsIMTENbHBIE JOKYMEHTHI TPYIIHUPYIOTCS B Jeia 10 BHAAM H
XPOHOJIOTHH C OTHOCSIITUMUCS K HUM TPHIIOKCHUSIMHU;

- YCTaBbl, TOJIOKEHUS, WHCTPYKIWU, YTBEPKIACHHBIC DPACIOPSIAUTEIHHBIMU
JTOKYMEHTaMH, SIBJISIOTCS TMPWIOKCHUSIMH K HHM H TPYNIHAPYIOTCS BMECTE C
yVKa3aHHBIMM  JIOKyMeHTamMHu. Eciu ke OHM  yTBEpXKJCHbl B  KadeCTBE
CaMOCTOSATENILHOTO JOKYMEHTA, TO UX FPYIIUPYIOT B CAMOCTOATEIbHBIE JIETIa;

- IPUKA3bl 10 OCHOBHOM JIEATETLHOCTH TPYIIIUPYIOTCS OTACIBHO OT MPUKA30B
0 JINYHOMY COCTaBY;

- JIOKyMEHTBHI B JIMYHBIX JAeiax (OPMHUPYIOTCS B TEUEHHWE BCEro TEpHoja
paboTtel manHoro nuna B llogpasneneHun W pa3MemalOTCA B XPOHOJIOTUYECKOM
MOPSIIKE TI0 Mepe UX MOCTYIJICHUS;

- TUIEBBIE cueTa paboumx M CIy)KAIIUX 10 3apaO0THOW IIaTe TPYyHIUPYIOTCS
B CaMOCTOSITCIIbHBIC Jella W pACTojararoTcs B HUX B MOpsAAke ajidaBHTa I10
bamunusamM;

- TpEeMIOKEHUs, 3asBICHUS W IKAIOOBl TpaXAaH IO BOIpocaM pabOThI
[Tompa3meneHuii w BCce MOKYMEHTHI IO WX PACCMOTPEHUIO U  HCIIOJTHCHHIO
TPYNIUPYIOTCS Pa3AesIbHO OT 3asBJICHUHN TPaXKJaH MO JIUYHBIM BOIIPOCAM;

- MepenucKa TPYNIUpPYeTcs, KaK MPaBWIO, 3a MEPUOJl KaJEHJAPHOTO roja u
CUCTEMATU3UPYETCs] B XPOHOJIOTHYECKON TMOCIENOBATENHHOCTH; JOKYMEHT-OTBET
MOMEIIAETCS 3a JOKyMEHTOM-3ampocoM. [Ipu BO30OHOBICHUW TEPENUCKH, II0
OTIPENICTICHHOMY  BOIIPOCY, HAYaBIICHCS B MPEABIAYIIEM TOAY, JOKYMEHTHI
BKJIIOYAIOTCS B JIETIO TEKYIIETO To/ia ¢ yKa3aHUEeM MHAEKca JieNa MpeabIyIero roja.

9.2.7. Ilpu 3aBeneHuu aena opopmisieTcs ero odnoxka. Ha Hellt yka3zpiBaroTCs
PEKBU3HUTHI: HAMMEHOBAaHWE WCTOYHMKA KOMIUICKTOBAHUS, HAMMEHOBAaHUE €T0
CTPYKTYPHOTO TO/Ipa3iesieH s, MHACKC JieNa, 3ar0JI0BOK Jelia, 1aTa 3aBeACHHs 1ea.

9.3. Opranuszanus ONepPaTHBHOIO XPaHEHU JOKYMEHTOB

9.3.1. C MmoMeHTa 3aBeiCHUS U J0 Nepenadyd B ApXUB WA YHUUTOXKEHUS Jielia
XpaHsATcs o Mecty ux dopmupoBanus - B [logpasneneHusx.

OTBETCTBEHHOCTh 3a COXPAHHOCTh JOKYMEHTOB HECYT PYKOBOAUTEIU
[Tonpasznenenuii aIMUHUCTPALIAHN.

9.3.2. HenocpeacTBEHHOE  XpaHEHHUE JOKYMEHTOB IOCTOSIHHOTO U
JIOJITOBPEMEHHOTO CpOKAa XPAaHEHHUSI OCYIICCTBISIOT JIMIA, OTBETCTBEHHBIC 3a
BeneHue apxuBa llomapasaeneHus, JOKYMEHThl KPAaTKOBPEMEHHOTO CpOKa XpaHEHMs
MOTYT XPaHUTHCS B OT/AEJIAX IO MOMEHTA UX YHUUYTOKECHHUS.

9.3.3. [Jlena nNOMKHBI HAaxXOAMTHCS B PabOYMX KOMHATax WJIM CHELHATBHO
OTBEACHHBIX JUIsl 3TOM LIeIM MOMEIICHUAX, XPAHUThCS B 3alUparomuxcs mkadax,
MPEJOXPAHIIONIUX JTOKYMEHTBI OT MbLIA U BO3JICUCTBHUSI COJIHEUHOTO CBETA. XPaHUTh
JOKYMEHTBI B HEMIPUCIIOCOONEHHBIX IKa(ax U B padoYuX CTONAX 3aMpEniaeTCs.

9.3.4. B mnenax oOecreyeHusl OIMEPATUBHOIO IIOMCKa JOKYMEHTOB Jena
pacronararoTcsi B COOTBETCTBUM ¢ HOMEHKJaTypou nen IloapaszgeneHus, Komus
KOTOPOI TIOMEIIaeTcs Ha ABepIle Ikada ¢ BHyTPEHHEH CTOPOHHI.
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9.3.5. Ha xopemikax 00J0XKeK AeJl YKa3bIBAlOTCS MHJAEKCHl IO HOMEHKJIAType
nein Ionpasnenenus.

9.3.6. Bpljaua nen perucTpupyercss B ClELUaIbHOW KHUre (KypHase), Iie
JieJIaeTCsd COOTBETCTBYIOIIAs OTMETKa, BKJIIOYANOIAs JarTy BblAaud, (pamMuiuioo u
JOJDKHOCTh COTPYIHHMKA, 3aTpeOOBaBLIETO €0, MOANKUCH JIMIA, OCYIIECTBUBILErO
BbIJIauy-IIpUEM JIeJIa.

9.3.7. lena BBIIAIOTCS BO BPEMEHHOE TIOJIb30BAHHE COTPYIHUKAM
[Tonpasnenenuii Ha cpok He Ooryee onHOro Mecsuma. [locne ncreueHus: yKa3aHHOTO
CpOKa JIEJI0 TOJKHO OBITh BO3BPAILEHO HA MECTO €r0 XPaHEHUS.

9.3.8. U3bsATHE NOKYMEHTOB M3 J€JI NOCTOSHHOTO M IIATWIETHETO CpOKa
XpaHEHHs] JOMYCKAETCSd B HMCKIIOYUTENBHBIX CIydasX M IPOU3BOAUTCS TOJBKO C
paspeuienusi pykoBoautens Ilogpasaenenust ¢ 00s3aTeIbHBIM OCTABICHUEM B JElie
3aBEPEHHON KONUU JOKYMEHTA U aKTa 00 U3bATHUU MOAJTMHHHUKA.

10. IIOPAJOK MOAT'OTOBKHU K IIEPEJAYE JOKYMEHTOB HA
XPAHEHHUE

Joxyments! [lonpazneneHuil sSBIASIOTCS MyHULMNAIbHOW COOCTBEHHOCTBIO U
IIOCJIE TPOBEACHUS OKCIIEPTU3bl HMX LEHHOCTH B IMOPSAJIKE, YCTAHOBJICHHOM
JNEHCTBYIOIMM  3aKOHOJATENIbCTBOM, IIOJJIekKaT oO0sA3aTeNbHOM Iepeaade Ha
IIOCTOSIHHOE XpaHEHHE B APXUB.

[ToaroroBka TOKyMEHTOB K Ilepejlaue Ha XpaHEHHE B ApPXUB BKJIIOYAET paboTy
JUL, OTBETCTBEHHBIX B IlompasneneHusx 3a BelEeHHE JEJIONPOU3BOACTBA U apXHUBa,
DKCIIEPTHBIX KOMHUCCUM IO IPOBEACHUIO DSKCIEPTU3bl LEHHOCTH JOKYMEHTOB,
dbopMUPOBaHHIO U O(QOPMIICHHIO JE€J, COCTABICHUIO OINUCEH el M akTOB O
BBIJICJICHUN K YHUYTOKEHUIO JJOKYMEHTOB U JIEI1.

10.1. DxcnepTH3a HEHHOCTH IOKYMEHTOB

10.1.1. Dkcneprr3a IEHHOCTH JOKYMEHTOB IMPOBOAMUTCA ISl YCTAHOBJICHUS
HAY4YHOU, UCTOPUUYECKON M MPAKTUYECKON 3HAYMMOCTHU JIOKYMEHTOB C IIEJIbI0 0TOOpa
UX Ha XpaHEHUE U YCTAHOBJICHUSI CPOKOB XPAHEHHUSI.

10.1.2. Dkcnepruza neHHoctn AOKymMeHTOB B [loapasneneHusx Ha craauu
JIETIONPOU3BOCTBA MPOBOAUTCS: MPU COCTABICHUM HOMEHKJIATYphI JIej; B Mpolecce
dbopMupoBaHus A€ U MPOBEPKU MPABUILHOCTH OTHECEHUsSI JOKYMEHTOB K JejiaM;
MIPHU TIOATOTOBKE JIEN K Tepeaue B ApXuUB.

10.1.3. [Insa opranu3anyu 1 NpOBEAEHUS SKCIEPTU3bI IEHHOCTH JOKYMEHTOB B
MCTOYHUKE KOMIUIEKTOBAHHUSI CO3/[Aa€TCsl MOCTOSHHO JCHCTBYIOIIAas OKCIepTHas
Komuccus (nanee - 9K).

10.1.4. OK BosmiaBnsier ee mnpencenarens. DyHkuuu u  npaBa OK
onpenensatorca  [lonoxenuewm, KOTOPOE  YTBEPXKAAETCA  PYKOBOAUTEIEM
[TonpazneneHus - ICTOYHUKA KOMITJIEKTOBAHUSA.
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OK sBisieTcst coBemarebHbIM opranoM. Ee 3acenanus mpoBOASTCS HE peke
IBYX pa3 B Tojl U OQOPMIISIOTCS MPOTOKOJIIAMH, KOTOPBIEC TMOAJIEKAT YTBEPKIACHUIO
pyxoBoauteneM [logpazneneHus - NICTOYHUKA KOMILJIEKTOBAHUS.

HoxymentupoBanue nesrensHoctd K u popMupoBanue jen Bo3jaraercs Ha
ceKkpeTrapsi KOMUCCHUHU.

10.1.5. DxcnepTuza UEHHOCTH JOKYMEHTOB TMOCTOSSHHOTO M BPEMEHHOIO
XpaHEHHUsl OCyILlecTBisieTcsl exerogHo B llompasneneHusx HENOCPEACTBEHHO
JULAMH, OTBETCTBEHHBIMHM 3a BEJECHUE JIEJIONPOU3BOJCTBA coBMecTHO ¢ OK, mon
METOJNYECKUM PYKOBOJICTBOM ApXUBa.

10.1.6. IIpu npoBeneHUN SKCIEPTU3BI IEHHOCTH TOKYMEHTOB
OCYLIECTBIISIOTCS:

- 0TOOp JOKYMEHTOB IOCTOSSHHOTO W BpeMeHHOTO (cBhimie 10 JieT) cpokoB
XpaHEeHUs JJid nepeaayu B ApXuB;

- 0oTOOp JOKYMEHTOB BpPEMEHHOTO CpOKa XpaHeHUss M ¢ TnoMeTkod «/lo
MUHOBaHUS  HAJAOOHOCTH»,  TMOJUICKAIIMX  JalbHEHIIEeMy  XpaHEHHUIO B
[Toppaznenenuu;

- BBIIEJIECHUE K YHMUYTOXXECHHUIO JOKYMEHTOB M JI€J] 3a IPOILLIbIE T'OJbI, CPOK
XPaHEHUS KOTOPBIX UCTEK.

IIpy 3TOM OZHOBPEMEHHO YTOUYHSIIOTCA JEUCTBYIOIIAass HOMEHKJIATypa JAell
[lonpazneneHuss W CpPOKM XpaHEHUs [€J, 3aBEACHHBIX B COOTBETCTBUU C
HOMEHKJIaTYpO /€N, a Takke MpOoBepseTcs COONIOACHHE MpPaBHI O(OPMIICHUS
JOKYMEHTOB U (pOpMUPOBaHUS AEII.

10.1.7. OT00p AOKYMEHTOB JJisi MOCTOSSHHOTO U JIOJTOBPEMEHHOTO XPAHEHUS
MPOBOJUTCA IyTEM TOJUCTHOTO MpocMoTpa naen. M3 gen mocTosSHHOro cpokxa
XpaHEHUs] TOJJIEKAT H3bATHIO AYOJIETHBIE AK3EMIUISIPbl JOKYMEHTOB, YEPHOBHUKH,
BapUaHThl JIOKYMEHTOB, HEO(DOPMIICHHBbIE KOMUHU JOKYMEHTOB, (HhaKCOIpaMMBbl,
NOKYMEHTBHI, IOJIJIEkKAIIME BO3BPATy U IOKYMEHTBI BPEMEHHOIO CPOKA XPaHEHHS.

YepHOBUKH, KOITUH, BAPUAHTHI JOKYMEHTOB MOTYT BKJIFOUAThCS B JEJIO TOJIBKO
B Cllyda€ OTCYTCTBUS IIOMJIMHHHMKA JIOKyMEHTa, HMEIOUIET0 IPaKTHYECKOE,
MH(OPMALlMOHHOE M HAaydyHOE 3HAa4eHHe. OTO OTHOCHUTCS, Mpexae BCEro, K
JOKYMEHTaM, MOANUCAHHBIM WIH MPABIEHHBIM M3POM IOpoOJa.

C ¢akcorpamMm, mnpu HEOOXOJUMOCTH BKJIIOYEHHUS HMX B JI€JI0, CHUMAaETCA
KCEpOKOMUS, KOTOpasi MOJIIMNBaeTcs B Aeno. Ha kcepokonmuu cTaBUTCS OTMETKa 00
YHUYTOXEHUU (PaKCOrPaMMBI.

Hena ¢ ormerkon «OK» Takke NOABEPraroOTCA IMOJIMCTHOMY IIPOCMOTPY C
LEJIbI0 ONpENETeHUsT JOKYMEHTOB, MOAJEKAIINX MOCTOSTHHOMY XpaHeHuto. Jlena c
orMmeTkor «IK», copeprkanue JOKyMEHTBI MOCTOSIHHOTO CPOKa XPaHEHUsI, MOAJIEkKAT
nepedopMHUpPOBaHUIO. BhIJeIeHHbIE U3 UX COCTaBa JIOKYMEHThI TTOCTOSSHHOTO CpOKa
XpaHEHHUS] TPUCOCAUHSIOTCS K OJHOPOAHBIM JellaM WiIh OQOpMISIOTCS B
CaMOCTOSITEINIbHBIE JIETA.

10.1.8. Tlo pe3ynbraram 3KCHEPTU3bl LIEHHOCTH JAOKYMEHTOB COCTABIISIIOTCS
ONHCHU JIeJl MOCTOSIHHOTO Cpoka XpaHeHus (mpuiokeHue Ne 4) u JOKyMEHTOB IO



96

JUYHOMY cocTaBy (mpuioxkeHue Ne 5) a Takke akThl O BBIJACICHUU JOKYMEHTOB (J1€71)
K YHUUYTOXEHUIO (puiioxkeHue Ne 6).

10.1.9. JlokymMeHTBI, CpPOK XpaHEHUS KOTOPBIX HCTEK, YHUUTOXKAIOTCS B
[lonpazneneHun - UCTOYHUKE KOMIUIEKTOBAHUSI IO aKTy, KOTOPBIA YTBEpKAAeTCs
pykoBonureneM JaHHoro IlonmpasneneHuss M XpaHUTCSA IMOCTOSIHHO. YHHMUYTOKEHHE
JOKYMEHTOB MOMKHO IIPOM3BECTH TOJIBKO TMOCJIE YTBEPXKACHUS OINUCEH Jel
MOCTOSIHHOTO U JJOJTOBPEMEHHOIO XPAHEHUS 32 3TOT EPUO.

JIOKyMEHTBI, TMOJUIeKAIME YHUYTOXKEHHIO, JIOJDKHBI HM3MENBYaTbCsl Ha
MaIIMHAX JJI1 YHUYTOXKEHHUS Oymar WM B pa3OpBaHHOM BHUJE MOMEIIATHCS HEpen
caayeil Ha nepepabOTKy B METAINIMYECKUE OaYKy, MaTepyarble WiIN KpadT-MEeNIKu.

10.1.10. ITogmmBKa aes Mporu3BOAUTCS TOJIBKO IOCIIE MIPOBEICHUS IKCIIEPTU3BI
LEHHOCTU JOKYMEHTOB.

10.2. IToaroroBka aeJi K apXUBHOMY XPaHEHUIO

10.2.1. 3akoHYEHHBIE JIETONPOU3BOACTBOM JI€NIa TTOCTOSHHOTO U BPEMEHHOTO
(cBhimie 10 neT) XxpaHeHUs MO0 OKOHYaHUU KaJICHJIapHOTO Tofia, B KOTOPOM OHU ObLIU
3aBe/ICHbI, TIOJIEKAT O(POPMIICHHUIO, ONTUCAHUIO U Tepeaue Ha XpaHEeHHE.

10.2.2. OdopmieHue aesn BKIOYAET KOMIUIEKC PabOT MO WX TEXHUYECKOU
oOpabotke u npoBoauTcs B [logpazneneHusax npu METOAUYECKON MOMOIIH ApXUBa.

10.2.3. B 3aBUCMMOCTH OT CpPOKOB XpaHEHUs MPOBOAUTCS IOJHOE WIH
4acTUYHOE 0(hOPMIICHHE JIE.

10.2.4. TlomHomy odOpMIICHHIO TOJUICKAT Jelila IMOCTOSHHOTO, BPEMEHHOTO
(cBbime 10 5er) xpaHeHwHs, a TakXKe JOKYMEHTHI MO JUYHOMY cocTaBy. llomHoe
odopmiieHre Aen IpeayCcMaTpUBACT:

- MIOALLIMBKY WJIM MEPEIUIET JIeNa;

- HyME€pauuto JIMCTOB B JEJIE;

- COCTaBIICHHUE 3aBEPUTEIHLHON HAJIIIUCH JIENa;

- COCTaBIIEHHE, B HEOOXOAUMBIX CIIy4asix, BHyTPEHHEH ONUCH JieNa;

- YTOYHEHHE PEKBU3UTOB OOJI0KKH JIeTa.

Hena BpemenHoro xpaneHus (o 10 JeT BKIIOYUTENBHO) MOJJIEKAT
yacTUYHOMY odopmiieHHto. Jlonyckaercs XpaHUTh JOKYMEHTBI B CKOPOCIIUBATEISIX.
JIucTel HE HYMEPYIOTCSl, 3aBEPUTEIIbHBIE HAAUCH HE COCTABISIOTCSL.

10.2.5. JoKyMEeHTBI, COCTaBIIAIOUIUE AEJI0, TOIIINBAIOTCS HA YEThIPE MPOKOJIA
B TBEPAYI0 OOJOXKKY M3 KAapTOHA WM TMEPeIUIeTaloTCs C y4eTOM BO3MOXKHOCTH
CBOOOJTHOTO UTEHHUSI TEKCTa BCEX JOKYMEHTOB, JaT, BU3 W pe3oiouuil Ha Hux. [lpu
MOJArOTOBKE JI€Jl K TMOAIIMBKE (NEpeIuieTy) BCE METAUIMYECKHE CKpEIUICHUs
(OynaBKH, CKpENKHU) U3 JOKYMEHTOB YIAJSIOTCS.

10.2.6. B xoHIe KaxAO0ro Jeja MOALIMBAIOTCS YHUCThle OnaHKU (QopM ISt
3aBEpUTEJIbHOM HAJIIKMCH, a B HadaJjie Jieja - OJaHku (GopM JJii BHYTPEHHEH OMUCH
JIOKyMEHTOB JIeJa.

10.2.7. B mwmensax oOecrneyeHuss COXPAaHHOCTHM U 3aKpeIUIeHHs] MOopsaKa
PaCIoOJIOKEHUS JIOKYMEHTOB, BKJIIOUEHHBIX B JIEJO, BCE JIUCTHI €ro, KpOME JIMCTOB
3aBEpUTENIbHOM HAANMUCH W BHYTPEHHEH omnucu (JUCThl BHYTPEHHEW OIUCH
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HYMEPYIOTCSI OT/ICJIbHO), HYMEPYIOTCSI CBEPXY BHU3 apaOCKMMM LU(paMH BaJOBOUN
HyMepale B MpaBOM BEpPXHEM yIUIy, HE 3aJieBas TEKCTa JIOKYMEHTA, MPOCThIM
rpa@uyeckuM KapaHjaamom (UCIOJIb30BAaHUE YEPHWUI M LBETHBIX KapaHjaalien
3anperniaeTcs).

[Ipu Hymepaluu TUCTOB TOJKHBI COOTIONATHCA CIASAYIONMINE MPABUIA!

- JINCTBI JIE€JI, COCTOSAIINX U3 HECKOJIbKUX TOMOB WJIA YaCTEW, HyMEpPYIOTCS IO
KKJIOMY TOMY (4acTH) OTJIEIBHO;

- (dororpadum, dUepTeXKU € JAPYrUe WUIIOCTPUPOBAHHBIE MaTEPHAIIBI
HYMEPYIOTCSI HA 000OPOTHOM CTOPOHE B JIEBOM BEPXHEM YIIIY;

- CJHOXEHHBIM JucCT moboro Qopmara, NONWMUTHIM 3a OIWH KpaW,
pPa3BOPAYMBACTCA U HYMEPYETCS B MPABOM BEPXHEM YIWIYy, JIUCT, CJIOKCHHBIM U
MOAIIUTBIN 32 CePEUHY, MOJJICKUT MEPEITUBKE U HyMEPYeTCs KaK OJIMH;

- €CJIM K JOKYMEHTY MOJKJICCHbI OJHUM KpaeM JAPYTrue JOKYMEHTHI (BBIPE3KH,
BCTaBKH TEKCTOB, MEPEBOJILI U T.11.), TO KaX/bIH JOKYMEHT HYMEPYETCsl OT/ICJIbHO;

- €CIIM IOKYMEHT BJIOKEH B KOHBEPT, TO HyMEPYETCSl BHaUaJIe KOHBEPT, a 3aTEM
caM JIOKyMEHT;

- TOJIINTBIE B JEJIO JOKYMEHThl C COOCTBEHHOW HyMepaluen (BKIoYast
MeYaTHbIE U3JIaHUS) HYMEPYIOTCS B O0OIIEeM TMOpsSAKe WIM MOTYT COXPaHSTh
COOCTBEHHYIO HyMEpaIlri0, €CJTU OHAa COOTBETCTBYET IMOPSIKOBOMY PACIIOIOKECHHUIO
JIUCTOB B JIETIE;

- B cilyyae oOHapyKeHHUs OIMOOK B HyMepaluu MPOBOAUTCS MEpEeHyMepalus,
T.€. CTapble HOMEpA 3aYEPKUBAIOTCS OJHOW HAKIOHHOW YEPTOM M PSAOM CTABUTCS
HOBBIII HOMEp JIMCTa. 3aTEM COCTABIISIETCS HOBAsl 3aBepUTENIbHAsA HAJIUCh, a cTapas
3a4EpKUBAETCSl, HO COXpaHSAETCA B JIETIE;

- B ClIy4yasXx OOHapy>KeHHs OIIMOOK HyMepalluM B JejaX, MepeaBacMbIX Ha
MOCTOSIHHOE XpaHEHHEe B ApXHUB, JIONyCKaeTCAd IO CONNIACOBAHUIO C HUM
ynoTpeOiieHre TUTEPHBIX HOMEPOB JIUCTOB.

10.2.8. JInsa ydyeTa KOJIMYECTBA JIMCTOB B JieJie U (PUKCAIIUM OCOOCHHOCTEH HMX
HyMEpalMud Ha OTIEIbHOM JIUCTE COCTABISIETCS 3aBEPUTENbHASI HAIIMNKUChH 110
ycTaHoBJIeHHOUW Qopme (mpuiiokenue Ne 7). Ecnu gemo moAmmTo win neperieTeHo
0e3 OnaHka JHCTa-3aBEPUTENS, TO OH HAKJICHUBACTCS 3a BEPXHIOI YacTh Ha
BHYTpPEHHEN CTOPOHE OOJI0XKKH Jea.

B 3aBeputrenbHON Haanmucu nuppaMu U MNPONKUCHIO YKA3bIBAETCS KOJIMYECTBO
MIPOHYMEPOBAHHBIX JIUCTOB JI€JIa U OTAEIBHO, YEPE3 3HAK «+», KOJIMYECTBO JIUCTOB
BHYTpEHHEN OnuUCH (MPU €€ HATTUUHH).

B 3aBeputenbHOM HAAMUCH OTrOBAPUBAIOTCS CIEAYIOIIME OCOOCHHOCTH
HyMepaluu J0KYMEHTOB Jea:

- HAJIMYME JIMTEPHBIX HOMEPOB JIUCTOB U MPOMYIIIEHHBIX HOMEPOB;

- HOMEpa JIMCTOB C HAaKJIEeHHbIMHU (poTorpadusiMu, TOKyMEHTAMU, BHIPE3KaAMU
U3 raser;

- HOMepa KpYMHO()OPMaTHBIX JINCTOB;

- HOMEpa KOHBEPTOB C BIOKEHUSAMU U KOJIMYECTBO BIOKEHHBIX B HUX JIUCTOB.
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3aBepuTenbHas HAAMNUCh MOJNUCHIBAETCA €€ COCTAaBUTENIEM C YyKa3aHUEM
pacippoOBKHU MOANKUCH, TOJKHOCTH U IAThl COCTABICHHUS.

Bce mnocnenytonue uM3MeHEHUsT B COCTOSHHMM Jelia (TMOBpPEXIACHUS, 3aMeHa
MOJIJTMHHUKOB KOTUSMHU, BIOXKEHUSI HOBBIX JOKYMEHTOB U T.JI.) OTMEUYAIOTCS B JINCTE-
3aBEPUTEJIE CO CCHUIKOM HA COOTBETCTBYIOIINH AKT.

10.2.9. W3MeHeHuss cocraBa JOKYMEHTOB Jena (M3bSATUS, BKIIOYEHUS
JIOKyMEHTOB, 3aMe€Ha JIOKYMEHTOB KOMUSIMHU) OTpakaroTcs B rpade «I[Ipumeuanue»
BHYTPEHHEH OMHCH CO CChUIKAMHU Ha COOTBETCTBYIOIINE aKkThl. [Ipu HEeoOXommuMocTu
MOTYT OBITh COCTABJIEHbI HOBas WTOTrOBas 3alKMCh K BHYTPEHHEW OIMUCH W JIUCT-
3aBEpUTEIIb Jea.

10.2.10. B cnyyae oOHapy>KeHHs OTCYTCTBHUSI JE€Jd, YHCISIIUXCS IO
HOMEHKJaType Jnen opranusauuu, [lompaszneneHueM NDpPUHUMAIOTCS MEphI MO
po3bicKy. OOHapyKeHHbIE Jea BKIIOYAIOTCS B ONUCh. Ecii mpUHSATBIE MEphl HE
Jau pe3ylibTaTOB, TO HAa HEOOHApyKEHHBbIE Jiela COCTaBISETCS akT 00 yTpare
JIOKyMEHTOB, KOTOpBIM mojnuckiBaeTcs pykoBoauteneM [lompasnenenus u
nepenaercs BMecte ¢ onuckio aen [loapasnenenus B ApXuB.

Y TpaueHHbIE TTOJJTMHHUKH JIOKYMEHTOB MOTYT OBITh 3aMEHEHBI UX KOTHSIMHU.

[Ipu 3arpeboBaHMU apXUBHBIX KOMUN JOKYMEHTOB, ApXUBHBIM OTAEIOM OymyT
WCIIOJHEHbl M HaJJIeKalluM oOpa3oM 3aBEpPEeHbl KOMUHU TOJIBKO TE€X JTOKYMEHTOB,
OpUTHHAJIbI U 3aBEPEHHBIEC KOMMUU KOTOPBIX HAXOJATCS HA XPAHEHUH.

10.2.11. Jlma ywyera JOOKYMEHTOB  OIPEAECIECHHBIX  KaTEropuyd  Jei
(mOCTaHOBIIEHHUSI, PACTIOPSKEHUS, JTUUYHbIE JIE€TIa, JIMLEBbIE CUETa, MEPENnucKa U T.1.)
MOCTOSSHHOTO M BpeMeHHOro (cBbime 10 JeT) cpoka XpaHEHUs COCTaBISIETCS
BHYTPEHHSIS OMUCh JTOKYMEHTOB JIeNa.

BHyTpeHHssI ONUCh COCTaBIISIETCS HA OTIEIBHOM JIMCTE MO YCTAaHOBJIEHHOM
dopme (mpuinoxkenre No 8), KOTOpasi COACPKUT CBEACHUS O MOPSIKOBBIX HOMEpax
JIOKYMEHTOB JIeJIa, UX MHJEKCaxX, AaTax, 3arojOBKax U HOMepax JIMCTOB Jiefa.

K BHyTpeHHeWl omucu Jena COCTaBIsE€TCS MTOrOBasl 3aluch, B KOTOPOH
nudpaMu ¥ TPONMUCHIO YKA3bIBAETCA KOJIMYECTBO BKIIIOUEHHBIX B HEE JOKYMEHTOB U
KOJINYECTBO JINCTOB BHYTPEHHEH OMUCH.

BHyTpeHHsIsI ONHMCh TOAMNMUCHIBAETCSI €€ COCTABUTEIEM C YKa3aHHEM
pactpOBKH MOAMKCH, TOJDKHOCTH U AaThl COCTaBJICHUS OTIHCH.

Ecnu nemo moAmumTo Wik NeperieTeHo 0e3 BHyTPEHHEN ONUCH, TO OHA MOYKET
OBITh MOJIKJIEEHA K BHYTPEHHEN CTOPOHE JINLIEBOW YAaCTH OOJIOKKH Jena.

10.2.12. OGnoxka pgena odopmisercs 1O YyCTaHOBJIEHHOW  (dopme
(mpunoxenue Ne 9). Ha 00105KKe yKa3bIBatOTCSI CJIETYIONINE PEKBU3UTHI:

- HAMMEHOBAaHUE HCTOYHUKA KOMIUIEKTOBaHHUS, €ro HENOCPeICTBEHHAas
MOTYUHEHHOCTb;

- HaumeHoBaHue [lonpaznenenus;

- UHJIEKC JIeNIa;

- HOMep Jiena (Toma, 4acTh) 10 TOJJOBOMY pa3fieily CBOJHOW OTHUCH JIEIT;

- 3ar0JIOBOK JI€J1a;

- 1ata gena (Toma, 4acTH);
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- KOJIMYECTBO JIUCTOB B JIETIE;

- CPOK XpaHeHUs Jena (Ha Jejax MOCTOSHHOTO XPaHEHHS MUIIETCS «XPaHUTh
MTOCTOSTHHO );

- apXMBHBIM MHUQP, JUIsT KOTOPOTO OCTABISETCS MECTO B HUXKHEM JIEBOM U B
BEPXHEM MPABOM yTIIy JIMIIEBOUN OOJIOKKH Jea.

10.2.13. HaumeHoBaHME WCTOYHHUKA KOMIUIEKTOBAHHS Ha OOJOXKKE €T
YKa3bIBa€TCS TOJIHOCTHIO0, B MUMEHUTEIHHOM Majiexke. Eciu cymecTByoT ouimaibHo
MPUHATHIE COKpAIleHHbIE HAWMMEHOBAHWS, TO OHM YKa3bIBAIOTCA B CKOOKax IOCTE
MOJITHOTO HAUMEHOBAHUSI.

[Ipy u3MeHEeHMHM HAUMEHOBAHUS WMCTOYHHMKA KOMIUIEKTOBAHHUSI B TEUCHHUE
nepuoja, OXBAaTbIBAEMOTO JIOKYMEHTAMHM Jieja, WU NpU Mepenaye Jiejia B JApyroe
[logpa3ngenenue Ha OOJOXKKE JIONMUCHIBAETCA HOBOE€ HAMMEHOBAHHE 3TOTO
[Toapaszaenenus, a mpexxHee 3aKJII0YaeTCsl B CKOOKH.

10.2.14. 3aronoBok jenia Ha OOJOXKKY MEPEHOCHUTCS M3 HOMEHKIIATYPhI JE
UCTOYHUKA KOMIUIEKTOBaHMS. B HEOOXOAMMBIX CiIyyasix B 3arojIOBOK JeJia BHOCSTCS
JIOTIOJTHUTENbHBIE CBEIEHUS W YTOYHEHHS (MPOCTABISAIOTCS HOMEpa pEeIICHU,
IPOTOKOJIOB, PUKA30B U T.II.).

10.2.15. Ha ob6noxkke nena o0s3aTelbHO yKa3bIBaeTCs jJara Jena, T.€. BpeMms
3aBEJIEHWsT W OKOHYaHus Jena B jenonpousBojactBe. Ilpu stom  ciemyer
PYKOBOJICTBOBATHCS CIEAYIOINIMMU MPAaBUIIAMU:

- €CJIH B JIEJO BKJIIOYEHBI JJOKYMEHTBI, JlaTa KOTOPBIX HE COBMAAAEeT C JaTOu
nena, TO TMOJA JaToM C HOBOM CTPOYKU JIEJAeTCsl 3alliCh: «B JEl€ HMEIOTCS
JIOKYMEHTHI 34 ...To7 (bl)»;

- 1aTa JieJla He YKa3bIBaeTCs Ha 00JIOXKKaX JIeJl, COICPIKAIUX TOOBBIE TIaHbI U
OTYETHI, T.K. UX JaThl OTPAXKAIOTCS B CAMUX 3arojioBKax Jiel;

- €CJIM JICJIOM SIBJISIIOTCS )KYPHAQJIBI TIPUKA30B, PACIIOPSIKEHUM, TO HA OOJIOXKKY
BBIHOCSITCS TOYHBIE KaJeHAapHbIE AaThl IEPBOM U MOCIEAHEHN 3aIUCH B KypHAJIE;

- JlaTol Jena TPOTOKOJOB 3aceNaHUd SBIAIOTCS JaThl COCTAaBJICHUS
(YTBep KIeHUs1) IEPBOTO U MOCIEAHETO MPOTOKOIIA;

- JlaTOil JIMYHOrO Jena SBISIOTCA Jarbl MOANHCAHUS PACHOPSHKEHUN
(IpuKa30B) O MpHUEME U YBOJIBHEHUU COTPYAHUKA;

- YHUCIIO W TroJl Ha 0OJ0KKe 0003HAYarTCsA apaOCKuMHU Idpamu, a MecsIl
MUILIETCS CIIOBaMU;

- Ha 00JI0’KKaX JIeJ BPEMEHHOT'O CPOKa XpaHEHUs YKa3bIBAETCS TOJIBKO TOT;

- €CJIM J1aTa JIOKYMEHTa ONpe/eNaeTcsl MPUOIU3UTEIbHO, TO OHA 3aKIII0YaeTCs
B KBaJPaTHbIE CKOOKH.

10.3. CocraBiienne u opopmiieHHe OMUCEH eI

10.3.1. Ha Bce 3aBeplleHHBIE B ACIONMPOU3BOACTBE J€ja IMOCTOSHHOTO H
BpeMeHHOTO (cBbie 10 jeT) XpaHeHus U Ha Jieja M0 JUYHOMY COCTaBY, IPOILIE/IINE
AKCIEPTU3y IEHHOCTH, JOJDKHBIM 00pa3zoM chopMupoBaHHbIE U OQPOPMIICHHBIE,
COCTAaBJISIOTCS OIMCH JIEN.
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10.3.2. Onuck gen - 3T0 CUCTEMATU3UPOBAHHBIN MEPEUYCHb 3arojJOBKOB JET,
MpeAHA3HAUYCHHBIM JJIsI PACKPBITHUS COCTaBa M COJAEp)KaHWS JeJ, WX ydeTra u
cucteMaTu3auuu BHYTpU (oHga. OJHOBPEMEHHO OMUCH JIEN SIBISIETCS YYETHBIM
JIOKyMEHTOM U OCHOBHBIM BUJIOM Hay4YHO-CIIPABOYHOTO arlrapara.

10.3.3. Onucu cocTaBIsSIIOTCS OTAEIBHO Ha:

- JieJia IOCTOSIHHOTO XPaHEHHS;

- nena BpemeHHoro (cBbie 10 ser) xpanenus;

- JieJia 10 JUYHOMY COCTaBYy;

- JIeNa, COCTOSIINE W3 CHENU(DPUIEeCKUX, XapaKTePHBIX TOJIBKO ISl JAHHOTO
[loapazaeneHuss MOKyYMEHTOB (MpUBATU3AIMOHHBIE Jejla, MNacrnopra 3eMENIbHBIX
YYaCTKOB H T.IL.);

- CIIyK€OHBIC BEJJOMCTBEHHbBIC U3aHUS.

OtnenpHas ONMKUCH MPEACTABIsAET COOOM MepedyeHb el C CaMOCTOATEIIbHOM
BaJIOBOH (TTOPSIKOBOM) HyMepaIuen.

10.3.4. Onwucu naen COCTaBISIIOTCS Ha Jejda MCTOYHUKA KOMIUIEKTOBAaHUS,
3aBEICHHbIE B KaXJOM KajeHAapHOM roay. OTBETCTBEHHOCTh 3a COCTaBJICHHUE
omnucen aen HecyT pykooaurenu [lonpaznenenuid.

10.3.5. Ilepen BHECEHHEM 3aroJIOBKOB €N B OMUCH IPOBEPSIOTCS KauyeCTBO
dbopmupoBanust U O)OPMIICHHS €1, COOTBETCTBUE KOJIMYECTBA JI€JI, BHOCUMBIX B
OMUCh, KOJINYECTBY 3aBEJICHHBIX JI€] IO HOMEHKJIAType.

[Ipu mpocMoOTpe nen NpoBEPSIOTCS:

- COOTBETCTBHUE 3aroj0BKa JieJia COIEP>KaHUI0 JOKYMEHTOB B JIEJIC;

- TMPaBWIBHOCTh O(OPMJICHUS U TPYNIUPOBKH JOKYMEHTOB, BKJIIOUCHHBIX B
b1 () (0K

- KaUeCTBO MOJIIMBKY WU MEpeIieTa Jeia;

- MPABUJILHOCTh HyMEpAIlH JUCTOB JIea;

- Halu4yue B Jiefie, B HE0OXOIUMBIX ClIy4asiX, BHYTPEHHEW ONMHUCHU Jelia U ee
MPaBUIILHOCTB;

- MPABWJILHOCTh 0(OPMIICHUS OOJIOKKH JIeNIa;

- HAJIMYKME U TPaBUIbHOCTh 3aBEPUTEIBHOMN HAJIIIUCH JIEIIA.

B cnyuae oOGHapyxeHuss HapyieHud mpaBui GOpMHUpPOBAaHUS U O(DOpMIICHUS
JIeJ, OHU JOJDKHBI OBITh YCTPAHCHBI.

B cnyuae oOHapyXeHHS OTCYTCTBHUS [I€J, YHCIAIIUXCS IO HOMEHKIATYpE,
MPUHUMAIOTCS MEPHI MO UX Po3bICKy. OOHapyKEHHbIE Jeja BKIIOYAIOTCS B OIUChH.
Ecnu mnpunsiTele Mepbl HE Jaiud pe3ylbTaToB, TO Ha HEOOHapy>XEHHbIC Jielia
COCTaBIISIETCSA CIpaBKa O NPUYMHAX OTCYTCTBHUS JI€JI, KOTOpas IOAMUCHIBACTCS
pykoBoauteneM [loapazneneHus v nepenaeTcs BMECTe ¢ OMUCHIO Je B ApXUB.

10.3.6. OnucarenpHast CTaThsl OMMCU BKJIIOYAET B ¢€0s CIITYIONINE SJIEMEHTHI:

- IOPSIIKOBBINM HOMED JieTia (ToMa, YacTH) TI0 OTHUCH;

- 3aTOJIOBOK JieJia (TOMa, YacTH), TOJIHOCTBIO COOTBETCTBYIOIIUN €r0 3arojIoBKY
Ha 00JI0XKKE JIela;

- 1ara aena (Toma, 4acTHu);

- KOJIMYECTBO JIMCTOB B Jielie (TOMe, YacTH);
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- CPOK XpaHEHHU Jea.

10.3.7. Tlpu cocraBieHUU OMHUCH JIeT HEOOXOAUMO COOJIOJATh CJICIYIOIINE
TpeOOBaHMUS:

- KaXJ0€ [eJ0 BHOCUTCS B OIKCh IOJI CAMOCTOATENBHBIM TOPSIKOBBIM
HOMepoM. Ecnu €50 COCTOUT M3 HECKOIbKMX TOMOB (4YacTei), TO KaKIblii TOM
(4acTh) BHOCHUTCS B OIKUCH MOJ CAMOCTOSATEIbHBIM HOMEPOM;

- cUCTEMaTu3alus J1eJl B OMKUCH IPOU3BOAUTCS COINIACHO HOMEHKJIAType Je;

- IPUCBOEHHUE HOMEPA OIUCH YCTaHABIMBAETCA APXHUBOM,;

- rpadbl ONMKCH 3AMOIHSIIOTCS B TOYHOM COOTBETCTBHH C TEMH CBEICHHSIMH,
KOTOpBIE BBIHECEHBI Ha O0JIOXKKY JIeJIa;

- IpU BHECEHUHU B OIMKCH MOJPSJ J€] C OJUHAKOBBIMH 3arojIOBKaAMU MHUILIETCS
MOJIHOCTBIO 3aroJIOBOK TEPBOTO JieJla, a BCE OCTaJbHbIE OJHOPOJHBIC Jeiia
o6o3HavaroTcs cioBamMu «To xe», MpU 3TOM JIPYyTUe CBEICHHS O JejdaX BHOCITCA B
OTMHUCH TOJHOCTHhIO (HA KaXKJIOM HOBOM JIMCTE OIMCH 3aroJIOBOK BOCHPOU3BOAUTCS
MOJIHOCTBIO);

- rpada onucu «lIpumeuanre» UCHoab3yeTcs JUIsi OTMETOK 00 0COOEHHOCTSIX
(U3UYECKOTO COCTOSHUSA JIeT, O Tepeayue e APyruM OpraHUu3alusIM CO CChUIKOM Ha
COOTBETCTBYIOIIMM aKT, O HAJIMYUU KOTIUMU U T.J.

10.3.8. B xoH1ie onucu Bcies 3a MOCIAEAHEN ONMUCATENbHON CTAaThel Jienaercs
WUTOTOBAs 3aIMCh, B KOTOPOU yKa3biBaeTcs (IudpaMu ¥ MPOMKCHIO) KOJIMYECTBO JIET,
YUCISIUIUMXCS M0 OMUCH, TIEPBBIN U MOCIECTHUN HOMED JIela, a TAKKE OrOBapUBAIOTCS
OCOOCHHOCTH HYMEpaluu el B ONUCU (JIUTEpHbIE HOMEpa JIel U MPOMyIICHHbIE
HOMEpA).

10.3.9. Onmcu en cOCTaBISAIOTCSA B YETHIPEX JK3EMIUIAPAX, MOANUCHIBAKOTCS
COCTaBUTEJIEM U JIMIIOM, OTBETCTBEHHBIM 3a apXmuB, coniacoBbiBatoTcs ¢ OK
UCTOYHMKA KOMIUICKTOBAaHHMS W TIepefaloTcs B ApXUB I TOCIEIYIOIIEro
yTBepkaeHuss win cortacoBanus ¢ OIIK. 3arem omnmcu npen yTBepkIaroTcs
PYKOBOJIMTENIEM UCTOYHHMKA KOMIUIEKTOBaHHUS. M3 4eThIpex 3K3eMIUISIPOB OMUCH el
TpU NEPENalOTCsid B ApXUB MpPH ClIa4ye eI Ha XpPaHEHHE, a MOCIEIHUN OCTaeTcs B
[Togpasnenenun.

10.4. CocraBiieHHe HCTOPHUYECKHUX CIIPABOK K GOHAAM U NPEAUCTOBUH K
ONHUCAM

10.4.1. K ontucu fien cocTaBiisieTcsl MPEIUCIOBUE, B KOTOPOM HU3J1araroTcs:

- Kpatkas uctopus [logpasnenenus u ero oTAeNnoB;

- COCTaB U COfepKaHUE TOKyMEHTOB OIUCH;

- 0co0eHHOCTH (hOPMUPOBAHUS, ONMCAHUS U CUCTEMATHU3alUU JIE]T.

10.4.2  Kaxpnoe  IlompasgeneHne - ~ UCTOYHUK  KOMIUIEKTOBAHHUS
MYHULMIAIBHOTO apxuBHOro ¢oHAa sBIserca (QoHaooOpazoBareneM. Ero
JOKYMEHTBI, TTOCTYIUBIIKNE B ApXHUB, 00pa3yloT caMocTosaTenbHbIN (hoHa. K donmy
[Tompa3meneHusi - WCTOYHWKA KOMIUICKTOBAHHS JOJDKHOCTHBIM JIMIIOM 3TOTO
[TonpazneneHusi cocTaBisieTCss UCTOpUYECKas CIpaBKa, cojaepramiasi CBeACHHUS 00
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oOpa3oBaHMH, TEPEUMEHOBAHUN (HOH000pa30BaTENS, O €r0 CTPYKTYpE U (PYHKIUAX
CO CCBUIKOW Ha KOHKPETHBIE TOKYMEHTHI.

W3menenusi, npoucxonsdiiyue B HauMeHoBaHWH, (Pynkuusx I[lompasnenenus,
(bUKCUPYIOTCS B IONMOJIHEHUH K UCTOPUYECKOMN CIIpaBKe.

Hcropuueckass cnpaBka M JONOJHEHUS K HEW COCTaBISIIOTCS B JIBYX
AK3EMILIAPAX, OAUH U3 KOTOPBIX MepenaeTcss B ApXUB, BTOPOU - XpPaHUTCS y JULA,
OTBETCTBEHHOT'O 3a BEJICHUE apXHBa B ICTOYHUKE KOMILIEKTOBAHHS.

10.5. Ilepenaua e B apxuB

10.5.1. B ApxuB mnepenatorcsi Jeiaa HUCTOYHHMKA KOMIUJIEKTOBAHHUS C
MCITOJIHEHHBIMU JIOKYMEHTAMHU MOCTOSTHHOTO, BpeMeHHOTO (cBhie 10 jieT) XxpaHeHus
U 10 JINYHOMY cOCTaBy. /JJOKyMEHTBI MO JIMYHOMY COCTaBy IEpEAaroTCsl B Ciydae
JUKBUAAIIUM MCTOYHMKA KOMIUIeKTOBaHuA. Jlema BpemenHoro (mo 10 ger
BKJIIOUMTEIBHO) XpaHEHUs mepenade B ApxuB He nojiexar. OHM XpaHSATCS B
[Toapa3aeneHusix M MO KCTEUEHHM CPOKA XPAHEHWs MOJUIeKaT YHUUYTOXKEHUIO B
YCTAHOBJIICHHOM MHOPSIJIKE.

10.5.2.  3akoHYEHHbIC  JIETONPOU3BOACTBOM  Jejia  MOCTOSHHOTO U
JIOJITOBPEMEHHOTO  CPOKOB  XpaHEHUsST B TEUCHUE MATH JIET XpaHSATCS B
[lonpasnenenuu. 3arem aena crarTcs B ApXHuB.

10.5.3. Ilepenaya TOKYMEHTOB MPOU3BOJUTCS TOJBKO MO OMUCIM JIEJI.

10.5.4. Ilepenaya gen B ApXHUB OCYIIECTBIAETCS MO TpadUKy, YTBEPKIACHHOMY
MOCTAHOBJIEHUEM aJMUHUCTPALIMU FOPOJIA.

10.5.5. B mnepuon mNOArOTOBKM J€NI K IMEpeJade Ha XpaHEHHE B ApXUB
COTPYIHUKOM, OTBETCTBEHHBIM 3a BEJACHUE apXMBa HCTOYHUKA KOMIUJIEKTOBAaHMS,
MpPEIBAPUTENLHO TPOBEPAETCS MPABWIBHOCTh MX (hopmMupoBanusi, opopmieHus u
COOTBETCTBHUE KOJIMYECTBA JEJ, BKIOUEHHBIX B OMUCH, KOJTUYECTBY JI€JI, 3aBEJICHHBIX
[0 HOMEHKIaType Jnejl. Bce BBbISIBICHHBIE TMpU TMPOBEPKE HEAOCTAaTKU B
dbopmupoBannn u odopwiieHnH naen  corpyaHuku l[logpasmenenus 0O0s3aHBI
YCTPAHUTb.

10.5.6. Ilpmem kaxnaoro ngema NDPOU3ZBOAUTCS COTPYOHUKOM ApxuBa B
npucytctBuu corpyaHuka llogpaspenenus. Ilpu 3tom Ha pabodem sK3eMIULIpe
OMKCHU MPOTUB KaXKJOro JieJa, BKIOYEHHOTO B HEE, JeNaeTcsi OTMETKa O HaJIu4HU
nena. B KoHIE KaKIoro 3K3eMIUIpa ONMUCH YKa3bIBAIOTCA LHU(PPamMu U MPOMUCHIO
KOJIMYECTBO (DaKTUUECKU MPUHATHIX JeJl, Jara MpuemMa-nepeaayu JAel, a TakkKe
MOANKUCH COTPYAHMKA ApXHBa, NPUHABIIErO Aena. Bmecre ¢ nenamMu B ApXuB
MEePENAOTCS PErUCTPAIMOHHBIE KapTOTEKH Ha JIOKYMEHTHI U (WUJM) MpOTrpaMMHBIE
cpencTBa U 0a3bl JAaHHBIX, COJEPIKAIINE MH(POPMAITHIO O PETUCTPALIUUA U UCTIOTHEHUU
MepeIaBaeMbIX JTOKYMEHTOB. 3arojioBOK KaKJIO0M KapTOTeKH Wi 0a3bl JaHHBIX
BKJIIOYAETCS B OIHKCH.

10.5.7. B cnyuae nukBujgauuu win peopranusanuu Iloapazaenenus, nuua,
OTBETCTBEHHBIE 32 BEJICHUE JIEJONPOU3BOJCTBA U apxuBa AaHHoro Ilogpasaenenus, B
Mepro/l MPOBEACHUS JTUKBUJALMOHHBIX MEPONPUITHH (HOPMUPYIOT BCE UMEIOIIHECS
JIOKYMEHTBI B Jejia, opOpMIISIOT Jella U NEpelaloT UX B ApPXUB HE3aBUCUMO OT
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cpokoB xpaHeHus. [lepenada gen ocymecTBIsSETCS MO OMUCSIM €T U HOMEHKJIAType
IS

10.5.8. Jlema, odopmiieHHbIE C HapyIICHHEM YCTAHOBJICHHBIX HACTOSIICH
WHucTpyKImeid o AeTompon3BOICTBY MTpaBmiI, Bo3BpamatTcs B [lonpasnenenue mis
nepeoopmiIeHUs.
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AKT

MeI, HIMXENOONMCaBIMeCa COTPYIOHMKM KaHuendpum OTnesa
OOKYMEHTAaMM M KOHTPOJIO YIPAaBJIEHMA OOKYMEHTAalMOHHOI'O obecreue
mejiaMM aigMyHMUCTpaumum ropona OxHo-CaxasiMHCKa», COCTaBMIM  akKT
O TOM, UTO

Ipunoxncenue Ne 1
k. 4.2.4.

no pabore C
Hma MKY «YnpasiieHue

200__ roma

IPY BCKPHTUM IakeTa (KOHBepTa)

B HEeM okaz3ajlachk (HemocTaua, I[IOBpexIeHMe)

HaCTOF[LHV[f/[ aKT COCTaBJIEH B IBYX JSK3eMIJIdpax.

[lopnmcu:
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Ilpunoxcenue Ne 2

K 1. 9.1.6.
HaumMeHnoBaHMe llonpa3nesieHUd YTBEPXIA
HamMeHOBaHMe OOJDKHOCTU
pykoBomutrensa llompasneseHus
[Moonmce PacumppoBka nonnmucu
HaTa
HOMEHKJIATYPA JEJI
Ha ron (sl)
Nunexc 3aroj0BOK Jiea Cpok xpaHeHus [Ipumeuanne
Jena u N crarbu
110 ICPECIYHIO
1 2 3 4
HasBaHue paznena (HaMMEHOBAaHHE MTOAPA3ICTICHUS)
HamMeHOBaHME IOJDKHOCTU
OTBETCTBEHHOT'O 3a IeJIONPOM3BOACTBO llonnuce PacumdpoBKa IOONUCU
IaTa
BaBelyouMil apXMBOM
(OTBEeTCTBEHHEM 3a BeIEeHME apXMBa) [Momnmce PacumppoBka NOONUCK
IlaTa
COTJIACOBAHO COTJIACOBAHO
[IpoToxkos 3K [IpoToxosn 3IIK YnpasjeHUA
IO JejylaM apxXMBOB
(HamMeHOBaHMe lloOmpas3nesieHus) CaxanMHCKOM 0OBJacTHu
oT N oT N
ViToroBas 3amnMChb O KaTEIOpMsX U KOJUUECTBE IeJl, BaBEeIeHHHX B romy
ITo cpokam xpaHeHuUs Bcero B tom uncre:
MEPEXOAAIUX C ormetkoit «9K»
| 2 3 4
ITocTossHHOTO
Bpemennoro (cBoimie 10 yer)
Bpemennoro (n0 10 ner
BKJIFOUHUTEIIBLHO)
Uroro:
HamMeHOBaHME IIOJDXKHOCTU
OTBETCTBEHHOTO 3a IeJIONPOM3BOLCTBO llonnuce PacumdpoBKa IOONUCU

IaTa
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Ilpunoscenue Ne 3
K 1. 9.1.6.

Hammvenosanme IlogpasneseHns
HammMeHOBaHMUE
oTneJsia (yHnpaBJieHUS)

[loonpasnesieHuda

HOMEHKJIATYPA IOEJI
Ha ron (BI)

HNunexc 3aroj0BOK Jena Cpok xpaHeHus [Ipumeuanue
zena u N crarbu
10 IEPEYHIO

1 2 3 4

HamMeHOBaHME IOJDKHOCTU
pyKoBOOMTEJNIA OoTHejia (ynpaBJIEeHUS) [Homnmce PacumppoBka NOONMCHK
IlaTa



Hamvenorsanme IlogpasnesieHns
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YTBEPXIIAK
HavmMeHOBaHMe OOJIXKHOCTU

Ilpunosxncenue Ne 4

k1. 10.1.8.

pykoBomutrensa llompasneseHus

[Moonmce PacumppoBka nonnmucu

JaTa
donnm N
Onmmce N
IeJl INOCTOSHHOTO CPpOKa XPaHeHMus 3a ron
N 3aroioBOK Jiea Kpaitnue KonuuectBo [Ipumeuanne
/11 JIaThl JINCTOB
1 2 3 4 5
B HmaHHEIL pas3nesyl ONMCU BHECEHO en. xp.,

c N

no N .

HamMeHOBaHMe OOJIXKHOCTU
COCTaBUTENIA ONUCU

HavMvMeHOBaHMe OOJIXHOCTM JIMLE,

OTBETCTBEHHOT'O 3a BeIeHMe apxubBa
IaTa

COT'JIACOBAHO
[lpoTokos 3K

(HaMMeHOBaHME CTPYKTYPHOTIO
nompas3nesieHus)

oT

N

(umbdpaMy M MNPONMCHIO)

I[Nopnmce

Iloonmce

YTBEPXIEHO

PacumppoBka NOONUCHK

PacumbppoBka MOOOIUCU

[lpoTtokos 3IIK YnpasjeHUA

10 »geJiaM apxXmMBOB

CaxaJiMHCKOM oOJjlacTu

oT
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Ilpunoscenue Ne 5

k1. 10.1.8.

HaumMeHnoBaHme [logpasnesieHUA YTBEPXIAI

HamMeHOBaHME IOOJDKHOCTU

pykopommuTesnd llompas3nesieHud

Nognmuco Pacumdpporka nommnmcu

ITaTa
doun N
Onmce N
OeJl HO JIMYHOMY COCTaBy 3a Ton
N 3aroJoBOK Jiefna Kpaiinue KonuuectBo [Ipumeuanue
/11 JIaThl JINCTOB
| 2 3 4 5
B naHHBNI pasnesl ONMCM BHECEHO en. Xp.,

(undpaMm ¥ OPONMCHI)

c N nmo N
HamMeHOBaHME IOOJDKHOCTU
coCTaBUTEJIA ONUCHU [Noonmucso Pacumpposka nomnmcu
HauvasbHMK OTIHejsla KaOpoB
(MHCIEKTOpP IO KaOpam) [omnuce PacumppoBka nonnmucu

IDaTa

COT'JIACOBAHO
[IpoToxkos 3K

(HaMMeHOBaHME CTPYKTYPHOTO
nompasnesieHus)
oT N

COTJIACOBAHO

[IpoTokost 3K YnpaBjeHUA
10 JejilaM apxXMBOB
CaxanmHCckoOM objlacTu

oT N
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Ilpunosncenue Ne 6

YTBEPXIIAK
HavmMeHOBaHMe OOJIXKHOCTU
pykosomuTrend llompasznesieHnsa
Ioonmce

HaTa

Hamvenorsanme IlogpasnesieHns

AKT

(mara)

(MecTO cocTaBJIeHUS)

O BHIIOEJIEHUNM K YHUMUTOXEHMIO ITOKYMEHTOB,
He noajiexalmMx XPaHEeHMIO

Ha ocHoBaHum

PacumrppoBka HOOIUCU

. 10.1.8.

(Ha3zBaHME U BEIXOIHEIE IAaHHEE [NepeuHs IOKYMEeHTOB
C yKa3aHMeM CPOKOB XpaHEeHUs)

OTOOpPaHE K YHMUTOXEHUIO KaK He KMeKnlIlMe Hay4YHO-UCTOPMUUECKOM LLIEHHOCTM n
YTpaTuBlUME IPAKTUYECKOE Ha3Ha4dYeHMe IJOKYMEHTEI @OHﬂa N
(HazBaHMe QOoHIAa)

N | 3aromoBok Kpaiinue Homepa Nunexc Komn-Bo Cpoku [Tpumeuanue
/T | JeNa Win JaThl onucen nena el1. Xp. XpaHEeHUs

rpyHIIoBOM 1 HOMeEpa

3aroJ10BOK crarei

Jen 110 IEPEYHIO
NToro en. Xp. 3a I"O OBl

(umdpaMmy M HOPONMCHEI)

Onmucum neJl INTOCTOAHHOI'O XpPaHEeHMA 3a I'OOpl YTBEPXIOEHEI,
cocTaBy cormJylacopaHel Cc JIK YnpaeneHmsa 0o nejaM apxubob CaxallMHCKOM
(mpoToKOJI OT N )

HavMeHOBaHME IOJIKHOCTM JIMIIA,
IPOBOIMUBIETO B3KCIEPTU3Y
LIEHHOCTM IOKYMEHTOB

HaTa

Illoonmce

COT'JIACOBAHO
[lpoToxkos 3K

(HamMeHOBaHMe llompasnesyieHNUs)

o JIMYHOMY
obylacTu

PacumppoBka NOONUCHK
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Ilpunoxcenue Ne 7

k. 10.2.8.
JMCT-3ABEPUTEJIL JEJIA N
B mesie npoumMTO M IIPOHYMEPOBAaHO JIMCTOB,
(umdpamMm M OPONMCHIO)
B TOM UmCJIE:
JIMTEPHEIE HOMEepa JIMCTOB ;
NPOIyLIEHHEIE HOMEepa JIMCTOB
+ JIMCTOB BHYTPEHHEN OINCU
Oco0eHHOCTH (PU3UUECKOTO COCTOSIHUSI B JOPMUPOBAHUS AeIia Howmepa nucroB
1 2
HauMeHOBaHMVeE HOOJDKHOCTU
COTPYIOHMKA [loonucso PacumppoBka nomnmcu

ITaTa
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Ilpunosxcenue Ne 8

kn. 10.2.11.
BHYTPEHHA OITMCH
JOKYMEHTOB €11. Xp. N
N Nuneke [Hara 3arojaoBoOK Homepa [Ipumeuanue
n/n JIOKYMEHTa JIOKYMEHTa JIOKYMEHTa JIICTOB
1 2 3 4 5 6
VToro OOKYMEHTOB .

KommuecTBO JIMCTOB BHyTpeHHeﬁ OIIMcCum

HamMeHOBaHMEe OOJIKHOCTHOI'O JMLa,

(umbppaMm M OPONMCHIO)

COCTaBMBIIETO BHYTPEHHI0 OIUCH
IOKYMEHTOB IeJjia

IlaTa

(urbdpaMy M OPONMCHIO)

I[Toonuce

PacumppoBka NOONUCK
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Ilpunoxcenue Ne 9
kn. 10.2.12.

MecTO OJig wramia
APXUBHOT'O OTHesa

(HaMMeHOBaHMEe MCTOUYHMKA KOMIIJIEKTOBAHMSA
U eT0 CTPYKTYPHOTO HOOpa3nelieHMs)

IEJIO N

(BaroJioBOK IHeja)

(kpaltHye IaTH)

Ha JucTax
XpPaHUThb

MecTO mOJig wramia
APXUBHOT'O OTHesia
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