AOMUHUCTPALINA TOPOLA HOXKHO-CAXAJIMHCKA

PACMOPAXEHUE
oT 26 anpens 2022 r. N 266-p

OB YTBEPXXOEHUU NHCTPYKUUW MO OENONPON3BOACTBY
B AODMUHUCTPALIMMN TOPOJA HOXXHO-CAXAJIMHCKA

Cr1COK N3MEHSIIOLLIMX JOKYMEHTOB
(B pea. PacnopsikeHnin AgmmHucTpaumm ropoga KoxkHo-CaxanuHeka
o1 04.07.2022 N 518-p, ot 15.08.2022 N 628-p, o1 06.12.2022 N 959-p,
ot 18.04.2023 N 325-p, ot 21.07.2023 N 647-p, ot 09.11.2023 N 925-p)

B cootBetctBMM co cT. 37 YctaBa ropogckoro okpyra "lopop HOxHo-CaxanuHck', B LensiXx COBEpPLUEHCTBOBAHWS CUCTEMbI
OernonpouseoacTea B agMuHUcTpauum ropoga KxxHo-CaxanmHcka:

1. YTBepanTb VIHCTPYKUMIO MO Aenonpou3BoACTBY B agMUHUCTpaLmm ropoda KoxHo-CaxanuHeka (MpunoxeHue).

2. Mpwn3HaTb yTpaTUBLUMMU CUITYy pacnopshkeHust agMmHUcTpaumm ropogda KOxHo-CaxanuHeka ot 03.09.2020 N 602-p "O6 yTBepxaeHun
MHCTpykuMM no aenonpous3BoAcTBy B agMuHucTpauum ropopa HOxHo-CaxanuHcka", ot 30.12.2020 N 888-p "O BHeCceHUM N3MEHeHUn B
WHCTpyKUMIo MO 4enonpor3BoACcTBY B agMUHMUCTpaummn ropoaa KOxHo-CaxanuHeka, yTBEpXKAEHHYIO pacrnopshkeHneM agMUHUCTpaumMM ropoda
lOxHo-CaxanmHcka ot 03.09.2020 N 602-p".

3. HacToswwee pacnopsikeHne pasmMecTnUTb Ha Od)I/ILWIaJ'IbHOM cante agMUHUCTpaunu ropoga tOxHo-CaxanuHcka.

4. KOHTpOMb WCMOMHEHWS pacnopsikeHns agMUHWUCTPaLMM ropofda BO3MNOXMTb Ha YNpasnsloLWero AenaMmn agMMHUCTPaLWMu ropoaa
(KoxyxoB B.A.).

Map r. KOxxHo-CaxanuHcka
C.A.HagcaguH

MpunoxeHune

YTBepxaeHa

pacnopsbkeHnem

agMuHucTpaumm r. KOxxHo-CaxanuHcka
ot 26.04.2022 N 266-p

MHCTPYKUUA
No AENONPOU3BOACTBY B AODMUHUCTPALIUU TOPOOA HOXXHO-CAXATTUHCKA

CnuncoK N3MEHSIIOLLIMX [OKYMEHTOB
(B peqn. Pacnopsxeruin AomuHucTpaumm ropopa KoxHo-CaxanuHcka
ot 04.07.2022 N 518-p, ot 15.08.2022 N 628-p, ot 06.12.2022 N 959-p,
ot 18.04.2023 N 325-p, ot 21.07.2023 N 647-p, ot 09.11.2023 N 925-p)

1. OBLLUE NMNONOXEHUA

1.1. Hactoswas WHCTpyKuus no [OernonpousBOACTBY B agMuHUCTpaummn ropopa HOxHo-CaxanuHcka (panee - WHCTpykumsi no
AenonpoussoacTtsy) pa3paboTaHa B LieNsx COBEPLUEHCTBOBAHWNSA AEMONPOM3BOACTBA M NOBbIWEHNS 3PEKTUBHOCTN paboTbl C AOKYMEHTaMu B
agMVHMCTPaummn ropoaa (nanee - ADMUHUCTPaUMS) NyTeM pernameHTauymn Ha eQuHoON NPaBoBOW Y METOAMYECKON OCHOBE MPaBuIl NOATOTOBKM
[OKYMEHTOB, TEXHOMOMMIA paboTbl C HAMW, OpraHM3auny MX TEeKyLIero XpaHeHWs W NoaroToBKW K Mepeaade B apXBHbLIM OTAen YnpasneHus
[OKyMeHTaumoHHoro obecnederns MKY "YnpasneHve genamu agMmuHucTpaumm ropoga FoxHo-CaxanuHcka" (aanee - Apxus).

1.2. NpaBoBbIM ocHOBaHWEM Ansl pa3paboTkm VMHCTpykuum no genonpowussoactey siBnsitotcst FTOCT P 7.0.8-2013 "Cuctema ctaHpapToB
no vHcopmaumn, GnubnmoteyHoMy 1 nspartensckomy deny. [lenonponsBoAcTBO U apXuBHOE Aeno, TepMuHbl 1 onpeaeneHns”, HaumoHanbHbIN
ctangapt Poccuiickon ®epgepauum MOCT P 7.0.97-2016 "Cuctema ctaHgapTtoB Mo uHdopmauun, 6GubnvoteyHoMy M usgaTtenibCkomy Aeny.
OpraHu3saunoHHo-pacnopsauTensHas JokymeHTaums. TpebosaHus k odopmnenuto gokymeHtos", FTOCT P MCO 15489-1 "Cuctema ctaHgapToB
no uHdopmaumm, 6ubnmoteyHoMy 1 nsgaTenbckomy geny. YnpaeneHnue gokymeHtamu. O6wme tpebosaHus", lNpaBuna aenonpov3BoacTsa B
rOCYL,apCTBEHHbIX OpraHax, opraHax MeCTHOro camoynpaBneHusi, yTBepxaeHHble deaepanbHbiM apxXMBHBIM areHTcTBoM oT 22.05.2019 N 71,
3aKkoHofdaTenbHble W UWHble HOPMaTMBHble npaBoBble akTbl Poccuiickon ®epepauun, CaxanuHcko o6nactv, OpraHoB MECTHOro
camoynpasneHus ropogackoro okpyra "lopoa HOxHo-CaxanuHck" B cdepe uHbOpmauun, AOKYMEHTaLMM W apxXMBHOMO Jdena, a Takke
yTBepXaeHHble PefepanbHbIM apxvMBHBIM areHTCTBOM MeToanyeckMe pekomeHZaumu no pas3paboTke MHCTPYKUMIA MO Oernonpov3BOACTBY B
henepanbHbIX OpraHax UCMOMHUTENBHON BNacTy.

1.3. [denonponssoactBo B AgMuHUCTpauum ocyllecTtensieTcs B Cucteme 3MeKTPOHHOTO [OKYMeHToobopoTa, 3a WCKIHYEHMEM
OOKYMEHTOB, yKasaHHbIX B nogpasgerne 3.1 n nyHkte 3.2.3 nogpasgena 3.2 HacToswwen NHCTpyKumm no 4enonpon3BoacTBY.



MpaBuna pabotbl B CUCTEME 3MNEKTPOHHOIO AOKYMEHTOO0OpOTa M MOPSAOK OBMXKEHUSI OOKYMEHTOB PacrnofioXeHbl Ha BHYTPEHHEM
noptane AaMuHucTpauum (pasgen "lMoptan nonb3oBaTenbCKoW OKyMeHTauMun" Bknagka "[enonponssoacTso”).

Cuctema 3nMeKTPOHHOTO  AOKyMeHToobopoTa (cucTema aBTOMaTU3MpOBaHHOW 00paboTkM  [OKYMEHTOB), NpUMEHsiemMasi B
AZMUHMCTPaLmK, omkHa obecneumBaTb BbiNoNHeHWe TpeGoBaHwi MIHCTPYKLMKM No Aenonpon3BoaCTBY.

1.4. PaboTa C OOKyMEHTaMu OrpaHW4YeHHOro pacnpoOCTPaHEeHMS OCYLLEeCTBNSETCA B COOTBETCTBMM C [lopsgkom obpalueHus co
cnyxebHon nHdopmaumen orpaHNYeHHOro pacnpocTpaHeHus B agMUHMCTpaLumm ropoda KoxHo-CaxanuHcka, yTBepxaaeMblM NOCTaHOBNEHNEM
AJMUHUCTpaumm.

OpraHusauusi 1 BedeHWe CeKpPeTHOro Aenonpov3BOACTBA BO3MOXEeHbl Ha [lenapTamMeHT MOGWMU3ALMOHHON MOATOTOBKM WU 3aluThl
uHopMaumMm annapaTta agmuHucTpaumm ropoga HOxHo-CaxanuHcka (manee - [enaptaMeHT MOOGMNM3aLMOHHOM  MOAFOTOBKU) 1
OCYLLECTBMSAETCA B COOTBETCTBUM CO CNeLnanbHbIMU UHCTPYKLMSMMU.

1.5. MIHCTpyKUMs Mo Aenonpou3BOACTBY siBNsieTCsl 06s3aTenbHOM AMsi UCMNONMHEHNST BCEMU paboTHWKaMK CTPYKTYPHbIX nogpasgeneHuni
annaparta, oTpacneBbiX ((PyHKLUMOHAaNbHbIX) OpraHoB AOMVUHUCTPaLMKW, MyHULMNAMbHBIX YYPEXAEHUA 1 NMPeAnpUaTUNi, OYHKUMN U NOSTHOMOYUS
yypeanTens KOTOpbIX OCYLLECTBNATCA agMuHUCTpaumen ropopa lOxHo-CaxanuHcka (ganee no TekcTy unTaTh kak lNoppasgenenus) npu
BbINOSTHEHUN UMM BO3MOXEHHbIX Ha HUX 0BA3aHHOCTEN.

Pa6oTHuku MoapasfneneHuii HECYT NepcoHanbHY OTBETCTBEHHOCTb 3a cobnofeHve nonoxeHun VHCTpyKUMKM No Aenornpou3BoacTBy,
CBOEBPEMEHHOE PACCMOTPEHUE U UCTIONHEHNE JOKYMEHTOB, MX NPaBuibHOEe 0HOPMIIEHNE U COXPAHHOCTb.

1.6. OpraHusauusi, BeeHNne U COBEpPLUEHCTBOBaHWE AEefonpoM3BOACTBA HA OCHOBE €4MHOM MOMUTMKA U MPUHUMMOB, MPUMEHEHWe
COBPEMEHHbIX MH(POPMALIMOHHBIX TEXHOMOMMI B paboTe ¢ AOKYMEHTaMW, METOAUYECKOE PYKOBOACTBO U KOHTPOSb COGMIOAEHMS] YyCTaHOBMNEHHOIO
nopsigka paboTbl C JOKYMeHTaMu B AOMWHUCTpauuuM BO3naraeTcsi Ha YnpaeneHne [OoKyMeHTauumoHHoro obecneyeHus MKY "Ynpaenexue
nenamu agmuHnctpauum ropoga KoxHo-CaxanuHcka" (aanee - YnpaBneHne AOKyMeHTaLUMoHHoro obecneveHmns).

Mucbma YHpaBneva AOKYMEHTaLNOHHOIo obecneyeHus no BOMnpocamM opraHusauum n coBepLleHCTBOBaHUA paGOTbI C AOKyMeHTaMu,
YCTpaHeHuA BblABNIEHHbIX HEQOCTAaTKOB U HapyLLIeHVII;I B genonponssoacree 06s13aTenbHbI 451 UCMOMHEHNS B MogpasgeneHusx.

1.7. OTBETCTBEHHOCTb 3a OpraHusaumio paboTbl C [OoKymeHTamu B [logpasgeneHvsx Bo3naraeTcs Ha pyKoBoauTenewn 3Tux
MoppaspeneHnin. HenocpeacTBeHHOe BeaeHue AdenonpousBofctsa B [logpasgeneHnsx OCyLEeCTBRSETCA OEenonpou3BoAUTENEM WU UHBbIM
paboTHMKOM, Ha KOTOPOro BO3MNOXeHbI 06513aHHOCTI NO BEAEHWIO AeNONpoM3BOACTBa (fanee - Aenonpou3soautens MNogpasgenenus).

1.8. [domkHoCTHble 06s13aHHOCTK, MpaBa M OTBETCTBEHHOCTb JAenonpoussogutenen [logpasgeneHnss M UHbIX  PabOTHUKOB,
OTBETCTBEHHbIX 3a OpraHusauuilo paboTbl C AOKYMEHTaMu, OnpefensitoTcst LOMKHOCTHLIMU WMHCTPYKUMSIMU COTPYAHUKOB, OTBEYaOLMX 3a
opraHusaumto paboTbl ¢ AJokymeHTamu B [ogpasgeneHnsx, pa3pabaTbiBaloTCst HA OCHOBE HACTOsILLEN VIHCTPYKLUM NO Aenonpon3BoaCTBY.

1.9. Ha penonpoussoautens MNogpasaeneHusi Bo3naraoTcs cneayolume oOCHOBHbIE 06513aHHOCTH:

- NpYeM, Y4eT (pernctpauus) u pacnpegeneHne BXoAsALWwmMX (NOCTynawoLwmx) 4OKYMEHTOB;

- yyeT (perncrpaums) BHyTPEHHNX LOKYMEHTOB;

- nepefaya JOKYMEHTOB Ha pacCMOTPEHWE PYKOBOAUTENHD;

- yyeT (pervcTpaums) UCXoaawmx (oTnpaBnsembix) JOKYMEHTOB, Nepeaya Ux Ha OTnpaBKy agpecaTtaM (oTnpaBka agpecatam);

- KOHTPOJ1b 32 CPOKAMU MPOXOXKAEHNSA U PACCMOTPEHNSI JOKYMEHTOB;

- opraHu3auums cnpaBoYHO-MHGOPMaLMOHHON paboTkl MO BONpocaMm Aenonpon3BoacTBa;

- NOAroToBKa NpoeKkTa HOMeHKNaTypbl gen lMoppaspeneHus;

- BefieH1e 1 (DOpMMPOBaHUE [1eN B COOTBETCTBUM C HOMEHKNATYpPOIi Aer, 06ecneyeHrne UX COXPaHHOCTK, MPU HaNM4YMm Oen NoCTOSIHHOIO
XpaHeHwusi, nepeaava ux B Apxus;

- Bblga4a COTpyAHUKaM JOKYMEHTOB U Aen, HaxXxo4daWwnXca Ha XpaHeHn B I'Io,qpaa,qeneHVlM, KOHTPOIb UX BO3BpaTa,

- aHanu3 cocTosIHWS [enonpousBoACcTBa U MHopMUpoBaHue pykoBoauTens MoapasaeneHnst 06 UCMONHEHWUN JOKYMEHTOB U MOPYYEHW,
NOArOTOBKa NPEASIOKEHWA NO COBEPLUEHCTBOBAHUIO paboThl C JOKYMEHTaMMU;

- O3HaKoMIleHne COTpPyAHUKOB C HOPMaTtuUBHbIMW NPaBOBbIMU aKTaMun, pacnopaguTenbHbIMU, VIHq')OpMaLWIOHHbIMVI n metoan4yecknmun
AOKYyMEeHTaMu no Bonpocam, OTHOCALLMMCA K OpraHn3auunn genonpon3soancTea;

- KOHCYNLTUPOBaHWE COTPYAHWKOB NO BOnpocamM paboTkl C AOKYMEHTaMu;

- yYeT nevaren, LWTaMMnoB, ncrnone3dyemblx B MNogpasgenerHnm.

1.10. Ha nepwvioa otnycka, KOMaHANPOBKM, OONe3Hn unu B cryyae yBonbHeHusi paboTHuku MNogpasaeneHuii obasaHbl Nnepegasatb Bce
HaxodALMeca Ha MWCMONMHEeHUM AOKyMeHTbl AenonpoussoguTento [logpaspeneHus unv Apyromy paboTHMKY MO yKasaHWIo PyKOBOAWUTENs
MogpasgeneHus.

Mpun cmeHe aenonpoussoauTens NoapasgeneHns COCTaBNSETCA akT Npuema-nepeaayv JOKYMEHTOB 1 [en.

1.11. CopepxxaHue cnyxebHbIX AOKYMEHTOB HE MOANEXMWT pasrnaLlleHunto.

PaboTtHukn [MogpasgeneHuii AOMUHUCTpaUMU HECYT AMCUMMNIMHAPHYI U WHYK YCTAHOBIIEHHYH 3aKOHOAaTenbCTBOM Poccuiickoin
denepaumm OTBETCTBEHHOCTb 3a MOPYY, HECAHKLMOHMPOBaHHOE YHUYTOXEHNE, YyTPaTy M pasrnalueHve cogepXaHus Cry>kebHbIX JOKYMEHTOB.



Mpw yTpate AOKYMEHTOB pykoBoauTenb [NogpasgeneHms NMCbMEeHHO MHAOPMUPYET ynpaensooLwero aenamy AgMuHucTpauum (ganee -
yNpaensowWmiA genaMmm) U HavanbHWKa oTaena Mo paboTe € AOKyMEeHTaMuM WM KOHTpOnio YnpaBneHusi AOKYMEeHTaLWMOHHOro obecneyeHus.
Ynpasnsiowmii fenamu HazHavaeT cnyxebHoe paccrnenoBaHuve.

1.12. B MoppasgeneHusx MoryT paspabatbiBaTbCsl He NPOTUBOpeYaLLne HacTosLelh VIHCTpYKUMM Mo 4enonpou3BoACTBY MEeToAMYecKue
[OKYMEHTbI, JOMOMHSIOLLME N KOHKPETUSMPYIOLLME OTAESbHbIE BOMPOCH OpraH13aLmy 4enornponsBoacTBa.

1.13. N3bsiTMe JOKYMEHTOB U3 Aer MOCTOSIHHOTO XPaHEHWs! AOMYCKAeTCsl B UCKMIOYMTENBHBIX CRyYasix W cryvasx, npefycMOTPEHHbIX
chenepanbHbIM 3aKOHOAATENLCTBOM. M3baTE NPOU3BOAMTCS C paspeLLEHUs YNpaBnsoLWero AenamMu ¢ OCTaBNEHWEM B Aere 3aBEPEHHON Komnum
[OKYMEHTa U aKTa 0 MPUYMHAX BblAauu NOANMHHUKA.

1.14. MNpaBuna paboTbl C AOKYMEHTaMU B CUCTEME 3MEKTPOHHOro AoKyMeHToobopoTa AamuHucTpauuun (ganee - C3[M), B koTopou
OCYLLECTBMSAETCA CO3[4AaHME W XpaHeHWe [OKYMEHTOB, He [OSKHbl BXOAUTbL B MpOTMBOpEYMe C MonoxeHusamun WHCTpykumMmn no
[enonpousBOACTBY.

1.15. YnpaeneHve nHdopmatusaumm MKY "Ynpasnenune genamv agmuvHuctpaumm ropopa HOxHo-CaxanuHcka" (oanee - Ynpaenexue
nHpopmaTusaLmmn) SBNSETCA Cnyx0o1, OTBETCTBEHHOWM 3a BHeAPEHNe, CONPOBOXAEHWE:

- HeceT OTBETCTBEHHOCTb 3a COXPaHHOCTb, OyOnMpoBaHME SNEKTPOHHbLIX [OKYMEHTOB (3MIEKTPOHHBIX KOMWA [OOKYMEHTOB) U
pabotocnocobHocTe C3[;

- obecneunBaeT BO3MOXHOCTb OOMeHa ONEKTPOHHbIMXA  OOKYMEHTaMun (SﬂeKTpOHHbIMVI Konnammn ,ElOKyMeHTOB) C pa60\mx MecCT,
onpegendaemMbiX y4aCTHUKaMu o6MeHa;

- TOTOBUT W paccbiNaeT y4acTHUKaMm obMeHa pykoBOACTBA, MHCTPYKLMK 1 pekoMeHaauum no pabote ¢ CO[;
- KOHCYNLTUPYET y4acTHUKOB o6MeHa no pabote B CO[.

YnpaBrneHue [OKYMEHTaUWOHHOTO oGecneyeHnsi HeceT OTBETCTBEHHOCTb 3a O6LLYy0 KoopauHauumio npouenyp obmMeHa 3neKTPOoHHbIMU
[OKYMEHTaMW (3MEKTPOHHBIMM KOMUAMU JOKYMEHTOB).

1.16. OCHOBHbIE MOHATUS:

ApXI/IB opraHusauun - yydpexnaeHue unu CTpykTypHoe noppasaeneHue opraHumsauumn, ocyulecTBnarwne XpaHeHune, KoMnrekrTtoBaHue,
YYeT 1 ncnonb3oBaHUe apXMBHbIX OOKYMEHTOB;

BraHk fokymeHTa - nucT Bymarn unmn anekTPOHHBbIN LWabnoH ¢ pekBM3nTaMm, naeHTMuUmMpyoLWmMMy aBTopa omumanbHOro JOKYMEHTa;
Bu3a - pekBn3uT, BbipaxatoLwuii cornacue (Hecornacue) A0MKHOCTHOIO fmua € Cogep)aHneM OOKYMEeHTa;

BkntoueHve nokymeHTa B CI[I - ocyllecTsrieHne AenCTBNi, obecnedmBaiolLmnx pasMeLLleHe CBeAeHUI 0 JOKYMEHTe U/Uin AOKyMeHTa B
cUCTeMe 3MeKTPOHHOrO AoKyMeHToo6opoTa;

[eno - OOKYMEHT MU COBOKYMHOCTb AOKYMEHTOB, OTHOCSILUMXCS K OAHOMY BOMPOCY WIIM YYacTKy AEeATEeNbHOCTW, MOMELLEHHbIX B
oTAenbHy 0BMoXKY;

Jenonponssoautenb - pabOTHWK OpraHW3auun, OTBETCTBEHHbI 3a BeAEHWE AEroNpOM3BOACTBA B OpPraHusauuu (CTPYKTYPHOM
noapasaerneHun opraHusaumum);

[lenonpon3BoAcTBO - [AEATENbHOCTb, obecneyunBatoLas HOOKYMEeHTUpoBaHue, ,ElOKyMeHTOO60pOT, onepaTtnBHOe XpaHeHne wu
ncnonb3oBaHMe JOKYMEHTOB;

,U,OKyMeHT - 3adMKCMpOBaHHas Ha HocuTene VI,D,eHTVI(bVILl,VIpyeMaH MHdOpMauus, cosdaHHaa wunu nony4vyeHHasa opraHusaumnen u
CoxpaHdaemMas ero B Ka4ecTBe NoATBepXXaeHUsA nNpaBoBbIX 006513aTenbLCTB UNW AEeNOBON AeSTENbHOCTY;

ﬂOKyMeHTaJ‘IbeIVI doHA - COBOKYMHOCTb JOKYMEHTOB, o6pasyrou.w|xc;| B eATeNbHOCTN opraHn3auunu,

,D.OKyMeHTOO60pOT - OBWXeHne OOKYMEeHTOB B OpraHu3aunm ¢ MOMeHTa UX co3gaHua unum nonyyvyeHna 00 3aBeplueHUa UCNOoNTHeHUA Unn
OTnpaBKU;

[lOKyMEHTOMNOTOK - COBOKYMHOCTb [JOKYMEHTOB OJHOTO BUAA UMW Ha3HaYeHusl, UMeoLLMX OBLLMIA MapLUPYT;
JocTyn (k AOKYMEHTY) - BO3MOXHOCTb W YCMOBUS! NMOMYYEHUS U UCMOSIb30BaHUsSi JOKYMEHTa;

3aBepeHHaﬂ KONuaA OOKYMEHTa - Konnua AOKYMeHTa, Ha KoTopoW B YCTaHOBJIEHHOM NopsAAKe NpocTaBneHbl PEKBU3UTHI, obecneyuBatoLLme
ee Hpnanyeckyo 3Ha4MMOCTb;

MHbopmMaLMoHHass cucTeMa - COBOKYMHOCTb copepkalueiicss B Gasax AaHHbIX MHopMmaumn M obecrneymsalolinx ee obpaboTKy
MH(OPMALIMOHHBIX TEXHOMOTWIA Y TEXHUYECKUX CPEACTB;

WcnonHutens - paﬁOTHVIK opraHusauuu, B 30He OTBETCTBEHHOCTW KOTOPOro HaxoguTCcA co3aaHne npoekTa AOKyMeHTa, ero odopmneHue,
cornacoesaHue u npeacraenieHne Ha NoAnnCb PyKOBOACTBY,

KoHTelHep 3anekTpoHHOro OOKYMEHTa - 3NeKTpOHHaA nanka B Buae ZIP-apxuBa, BKMOYaoLWas 3NeKkTPOHHbIN AOKYMEHT, BKIko4aa ero
MeTagaHHble, 1 obecrnevnBaoLLas LenocTHOCTb ANEeKTPOHHOro OKYMeHTa npu ero nepeanadvye Ha XxpaHeHue;

KoHdbuaeHumanbHOCTb MHpopMaLumn - obs3aTernibHoe ANs BbINMOMHEHWUS NULOM, MOMyYMBLUMM AOCTYN K ONPEeAErieHHoN nHdopmauum,
TpeboBaHue He nepefaBaTh Takyt MHdopMaLmio TpeTbUM Nuuam 6e3 cornacus ee obnagartens;



Konus OOKyMeHTa - 3K3eMnnap AOKYMeHTa, NOJTHOCTbIO BOCI'IpOVISBOD,ﬂLU.VIVI I/IHCbOpMaLl,I/I}O NnoANMMHHUKA OOKYMEHTa;

KoppecrnoHaeHUMs1 - [OKYMEHTbl, COCTaBMsitoLME MEpPEnUcKy MeXdy opraHamu BracTW, opraHamum MEeCTHOro CamoymnpaBrieHus,
rocyAapCTBEHHLIMU U HETOCYAAPCTBEHHBIMU OpraHn3aLmnsiMm, U3NYeCKMMU NMuamu;

MapLupyT AOKYMeHTa - NocneaoBaTenbHOCTL Onepauyii, CoBepLLIaeMbIX ¢ JOKYMEHTOM B MPOLIECCE Er0 CO34aHWS U UCTONHEHMS;

JlokanbHbIi HOPMATMBHBINA aKT - HOPMAaTWBHBIV aKT, U34aHHbLIN PyKOBOAWTENEM OpraHu3auuyi Un MHbIM YNOMHOMOYEHHBIM UM fIULIOM,
yCTaHaBMNMBaLWmin (M3MEHSIIOLLMIA, OTMEHSIIOLMIA) MpaBuna, HOpMbl, TPeOGOBaHWS, HanpaBreHHble Ha perrameHTauuio ynpaBrieHYeCKoN,
(hVHaHCOBOW, NPON3BOACTBEHHO-XO3SNCTBEHHOW UMW MHON AEATENbHOCTN OpraHn3aumnm;

HomeHknaTypa gen - cUCTeMaTU3MpPOBaHHbLIN MEpeYeHb 3arofioBKOB [Er, CO3[aBaeMblX B OpPraHusauuu, C yKasaHWEM CPOKOB WX
XpaHeHusi;

O6bemM J0KyMEHTOOB0pOTa - KONUYECTBO AOKYMEHTOB, BKMIOYEHHbLIX B [LOKYMEHTOOGOPOT 3a onpeaeneHHbIn nepvon BpeMeHn (Mecsil,
nonyroauve, rog);

OnepaTrBHOE XpaHEHWE JOKYMEHTOB - XPaHEHWE JOKYMEHTOB B CTPYKTYPHOM ModpasgeneHnu 4o UX nepejayu B apXuB opraHusaumu
UMW YHUYTOXEHUS;

Onuchb Aen - yYETHbIV JOKYMEHT, BKIOYaOLWMIA CBeAeHNs O Aenax, ChopMMPOBaHHBIX U NOANEXallMx nepefade Ha XpaHeHue B apxvB
opraHu3sauuu;

OpraHu3saumoHHo-pacnopsiaMTenbHasi JOKYMEHTaLUusi - KOMMNIEKC OOKYMEHTOB, obecneunBaomx peanusauuio yHKUMIA yrpaBreHus
opraHusaumen;

OdhopmrieHve fena - NoAroToBKa Aena K nepefave Ha apxMBHOE XpaHeEHUE;
OdhopmneHre AOKYMEHTA - NPOCTaBNEHNE Ha AOKYMEHTE HeobXoAMMbIX PEKBU3UTOB;

nepBI/NHaﬂ 06pa60TKa OOKyMeHTa - KOMMnnekc pa60T, BbIMNOJTHAEMbIX C JOKYMEHTOM Npn ero nocTtynnieHnn B opraHn3auuto (npOBepKa
npaBuUNbHOCTN aapecoBaHnA, LeNTOCTHOCTU, KOMMNMEKTHOCTU U ,u,p.);

MepcoHarnbHble AaHHble - mo6as MHOPMAauMs, OTHOCSLLASACS MPSMO WM KOCBEHHO K OMNPEAENEHHOMY WU OnpeaensieMoMy
¢huamyeckomMy nuuy (cybbekTy nepcoHarnbHbIX AaHHbIX);

Mevatsb - yCTpOIZCTBO, coaepxatlee Knuwe, Kak npasuno, prFﬂOVI CbOprI, ncnonb3dyemoe Onqa 3aBepeHuna CO6CTBeHHOpyHHOVI nognucun
AOJDKHOCTHOIO NiMLa Ha AOKYMEHTe NyTeM HaHeCeHUA OTTUCKa Knuile Ha 6ymary;

MoAnVHHKK OKYMEHTa - NepBbIA U AMHCTBEHHBIN 3K3eMMNsAp AOKYMEHTa;
MopnucaHne AOKYMEHTa - Cnocob yAoCTOBEpeHUst AOKYMEHTa NOANUCHIO AOMKHOCTHOMO NULa;

PerncTpaumoHHbIn HoMep AOKYMeHTa - umdpoBoe unu GykBeHHO-LMdpoBoe o603HaYeHve, nprucBanBaemMoe AOKYMEHTY B LEnsiX ero
UaeHTUdUKaLMK 1 yyeTa;

Pernctpaumsi JoKymeHTa - MpUCBOEHME OOKYMEHTY perncTpauvoHHOrO HoMepa W 3anmucb CBEAEHWA O AOKYMEHTe B 3MNeKTPOHHO-
perncTpaunoHHON KapToyke;

Pesontouust - pekBuauT, cogepxalluin ykasaHusa JOMMKHOCTHOTO N1La Mo UCTMOMHEHNI0 JOKYMEHTA;
PeKkBn3nT [oKyMeHTa - anemMeHT JOKyMeHTa, HeoBXoAUMBIN NS ero oopMIeHNs 1 opraHnsaLm paboThbl C HUM;

Cucrtema JOKyMEHTaLun - COBOKYMHOCTb BUAOB AOKYMEHTOB, B3aMMOCBSI3aHHbIX MO MpU3HakaM HasHavyeHusi cepbl OEATENbHOCTU U
eanHbIX TpeboBaHWU K UX 0POPMIIEHUIO;

CucTtema 3aneKkTpoHHOro AokymeHToobopoTa, CO[ - aBTOMaTtu3MpoBaHHas MHopMaLMOHHas cucTemMa, obecneunBatoLLasi BKIIOYEHME
[OKYMEHTOB B CUCTEMY, yNpaBreHe 4OKYMEeHTaMu, onepaTMBHOE XpaHeHNe 1 JOCTYM K HUM;

CornacoBaHue npoekTa AOKYMEHTa (BU3NPOBaHUE) - aHanun3 NpoekTa JOKyMEHTa 3aMHTEPECOBAHHBIMW OpraHU3aLUaMU, JOMKHOCTHLIMU
nuuamu, cneumanuctamy B LENsiX OLEHKU LenecoobpasHoCT M3jaHus OOKYMEHTa WU COOTBETCTBMS MPOeKTa AOKYMEHTa AeNCTBYoLLEMY
3aKOHOAATENLCTBY U NIOKanbHbIM HOPMATUBHBIM akTaMm;

CpOK XpaHeHuna OOKYMEeHTOB - nepuoa BpemMeHu, B Te4YeHne KOTOPOro OOImKHO obecneunBaTbcs XpaHeHune OOKyMeHTa B COCTaBe
AOKYMEHTasribHOro Unn apxXxmBHOro q’.)OH,EI,a;

YHUYTOXEHWE [JOKYMEHTOB - UCKIOYEHNE JOKYMEHTOB U3 AOKYMEHTANbHOTO MK apXMBHOTO (OOHAA MO UCTEYEHUM CPOKA UX XPaHEHUs C
MOCNEQYIOLLMM YHUUTOKEHWEM (YTUNM3aLMeil);

YTBEpXOeHWe OOKyMeHTa - crnocob yooCTOBEPEHUs! [OKYMEHTA W BBEEHVSI ero B [AeWCTBUE, CaHKLVIOHVPYIOLLUIA pacnpocTpaHeHue
[LeicTBMA [OKYMEHTa Ha onpeaeneHHbIi Kpyr opraHu3auunii, nogpasaeneHuin, paboTHWUKOB;

(DOpMI/IpOBaHI/Ie Aena - BKrn4YeHmne UCNOoJTHEeHHbIX JOKYMEHTOB B [ef0 B COOTBETCTBUM C HOMeHKﬂaTypOIﬁ nen;

Ltamn - ycTpoMCTBO, cofepxallee Knuile, kak npasuno, npsiMOYronbHOM hopMbl, ANsl HAHECEHUS! Ha Bymary oTMeTok crnyxeGHoro,
CMNpaBOYHOrO, YYETHOTO XapakTepa;

SKcnemeaa LEeHHOCTN OOKYMEHTOB - U3y4YeHWe OOKYMEHTOB Ha OCHOBaHUM KputepueB MX LUEHHOCTU B Uendx onpeneneHus CpokKoB
XpaHeHna JOKYMEeHTOB U 0T60pa NX Onga BKNOYeHUsA B COCTaB apxXnBHOIo CbOH,D,a;



OnEeKTPOHHBIN [OKYMEHT - AOKYMEHT, CO3[aHHbIV B 3NEKTPOHHON hopMe;

3neKkTpoHHas Konus 4OKYMeHTa - Konusl AOKyMeHTa, co3daHHas B LudpoBon opme;

OneKkTpoHHasA MOANUCH - NHPOPMAaLIMS B ANEeKTPOHHOW hopme, KoTopas nNpucoeanHeHa K Apyror MHopMaLun B aNeKTPOHHOW dopme
(noanucbiBaemon uHGOpMaumMm) Unu UHbIM 06pa3oM CBsiaHa C TakoW MHdpopMauMer M KoTopas UCMoNb3yeTcst Ans onpefeneHus nuua,

MoANUCHLIBAIOLLETO MH(OPMALUIO;

SJ'IGKTPOHHOB aeno - 3]'IeKTpOHHbIl7I AOKYMEHT W/  COBOKYMHOCTb 3JIEKTPOHHbLIX OOKYMEHTOB, CBfA3aHHbIX B base AaHHbIX
VIHd,’)OpMaLWIOHHOIZ CUCTEMbI C O4HUM N3 3aroriloBKOB HOMEHKNaTypbl Aern;

OneKTPOHHbIN JOKYMEHTOOBOPOT - ynpaBneHne AOKyMEHTaMM B YCIIOBUSIX MPUMEHEHWUSI MHAPOPMALIMOHHBLIX TEXHOMOIUIA.
2. CO3OAHUE OAOKYMEHTOB
2.1. O6wme TpeboBaHUSA K CO3[aHNIO AOKYMEHTOB

2.1.1. okyMeHTbl MOryT CO3aBaTbCsl Ha ByMaXHOM HOCUTENEe U B 3MEKTPOHHOW hopmMe ¢ cobrniogeHneM YCTaHOBIEHHbIX HACTOsILLEN
MHCTpyKkumen no genonpoun3BoicTBy nNpasunn opopMIIeHNs JOKYMEHTOB.

2.1.2. JokymMeHTbl B AqMUHUCTpaLmK, ohopMIeHHbIe Kak Ha BnaHke, Tak 1 6e3 Hero, AoMKHbI UMETb MOoSst He MeHee:

30 MM - nesoe

10 MM - npaBoe

20 MM - BepxHee

20 MM - HMXHee.

2.1.3. Mpwu co3paHum AOKyMeHTa Ha ABYX 1 bonee cTpaHuuax BTOPYO U NOCneayoLwme CTpaHuLbl HyMepyHoT.

Homepa cTpaHuL npocTaBnsiioTca nocepeayHe BEPXHEro nonsi JoKyMeHTa Ha paccTosiHum 10 MM OT BEpXHEro Kpasi nucTa.

B AOMUHWCTpaUmMM OCYLLEeCTBISIeTCS ABYCTOPOHHee cosfaHue fokyMeHToB B COM. Mpy ABYCTOPOHHEM CO34aHUM OOKYMEHTOB LUMPUHA
NEBOro MOSA Ha NULEBON CTOPOHE NUCTA 1 NMPaBOoro Nons Ha 06OPOTHON CTOPOHE NUCTA AOIHKHBLI BblTb PaBHbI.

Mpwn HanNnYK NPUNOXEHU K OOKYMEHTY, nepBbIN AUCT NPUNOXEHUS HAYMHAETCS C HEYETHOW CTPaHULbI.

2.1.4. [lokyMeHTbI, M3naBaemble COBMECTHO OZIHOW UMW HECKOMbKUMU OpraHnsaLmsamm, ohopMIsiOTCA Ha CTaHOapTHLIX nucTax Gymaru ¢
BOCMPOM3BEeHNEM PEKBU3NTOB BCEX OpraHM3aLnii, y4acTBYIOLWMX B U3AAHUN JOKYMEHTa.

2.1.5. OneKTpOHHbIN AOKYMEHT nevartaetcsa B dpopmate, yreepxxaeHHom FTOCT P MCO/M3K 26300-2010. [Ans TEKCTOBbIX JOKYMEHTOB -
*.0dt, 4N 3NeKTPOHHbIX Tabnuy, - *.ods.

Bce pnokymeHThI nevaratotcs wpudtom Times New Roman (nnbo npnbnkeHHbIM k HeMy) kerriem 14 yepes 1 MEXCTPOYHbIA MHTepBan
OT N1eBON rpaHULIbl TEKCTOBOTO MOMSA U BbIPABHWBAKOTCA NO NEBOW M NPaBO rpaHnL @M TEKCTOBOTO MOns.

B oTaenbHbIX cnyyasx gonyckaeTcs:
- NPV cocTaBneHun Tabnuuy, ncnonb3oBaHWe LWPUEMTOB MeHbLUNX pa3mepos - 11, 12,13 nr;

- ANSA NPUIIOXeHUA K NPoeKTaM AOKYMEHTOB UCMonb3oBaHWe annos B rpadunyecknx opmaTax (ecnm npunoxeHne coaepXxuT MMEHHO
rpadhmyeckyto nHgopmaumio) unn PDF.

2.1.6. [lonyckaeTca BblAENATb NOMY>XUPHbLIM LWPUEDTOM PEeKBU3UTLI "aapecat”, "3aronoBokK K TEKCTY" unu "nognuck”, a Takke otaernbHbIe
hparmeHTbl TekcTa. Mcnonb3oBatb KypcuB Npy 0hOPMIEHNN PEKBU3NTOB JOKYMEHTA HE PEKOMEHIYETCS.

2.2. BnaHkn [OKyMeHTOB
2.2.1. JlokymeHTbI, co3aaBaemble B AOMUHUCTPaLNK, 0OpMIIATCA Ha bnaHkax, Ha cTaHAapTHbIX nuctax Bymaru dopmata A4.

2.2.2. Tlpn noarotoBke AOKYMEHTOB B AAMUHUCTpALMK UCMONb3YIOTCA YHUMUUMPOBaAHHbIE OpMbl AOKyMeHTOB. Ccbinka (siprblk)
"BnaHku LibreOffice" pasmelueHa Ha paboyem cTone aBToMaTn3MpoBaHHOIO paboyero Mecta COTPYAHUKA.

Paspabotka, coszgaHue yHUULMPOBaHHLIX hopM AOKYMEHTOB AaMuHUcTpauuu, [MoapasgeneHnii U BHECEHUE B HUX W3MEHEHWN
OCyLLEeCTBAETCA YnpasneHnem nHdopmaTusauum.

2.2.3. B 3aBUCMMOCTU OT pacrofioXXeHUs1 PEKBU3UTOB YCTaHaBNUBAETCS [ABa BapuaHTa 6raHKoB - yrnoBon U NpoaonbHeli. Mpu yrnosom
BapuaHTe pekBM3uNTbl BraHka pacnonaralTcs B BEpXHEM NeBOM yrny nucta. [pyu npodornbHOM BapuaHTe pekBu3uTbl BnaHka pacnonaratotcs
nocepeamvHe nNUCTa BAOMb BEPXHEro Nons.

2.2.4. PexBuaunt 01 pacnonaraercsi Ha BEpXHEM Mnore AoKyMeHTa Hag pekBuanTom 02 nocepeanHe 30Hbl, 3aHATOW 3TUM PEKBU3UTOM.

PekBuantbl 02, 03, 04, 05, 06, 10, orpaHuduTenbHble oTMeTkM Ans peksusutos 07, 08, 09 B npegenax rpaHuL 30H pacrnonoXeHus
PEKBM3MTOB Pa3MeLLaloTCs O4HUM M3 CNOcoboB:

- LLIeHTPOBaHHbIM (Ha4arno 1 KOHeL, KaXAon CTPOKU PEKBU3UTOB PaBHO yAarneHbl OT FpaHuL, 30HbI PACTONOXEeHUs PEKBUSUTOBY);



- chnaroBbIM (Kaxaasi CTPOKa PEKBU3UTOB HAYMHAETCS OT NIEBOW rPaHULLbl 30HbI PACMONOXEHUS PEKBU3UTOB).
2.2.5. B AgMuHUCTpaLum Ucnonb3ytoTcs criegytoLime Buabl GnaHkoB JOKYMEHTOB:

- BriaHk NMcbMa AgMUHKCTPaLMW;

- BriaHk NMcbMa AOMKHOCTHOTO Nnuua (Mapa, NepBOro BULE-M3pa, BULIe-M3pa, YNpaBnsoLwero Aenamm);

- BnaHk nucbMma MNogpasgeneHus;

- BriaHk NocTaHOBNEeHWsT AOMUHUCTpaLMK;

- BriaHk pacnopshkeHust AQMUHUCTPaLUN;

- BnaHk pacrnopsiKeHusi NepBOro BULLE-M3pPa;

- BriaHk pacnopsikeHus BULLe-Mapa;

- BriaHk pacnopshKeHusi ynpaensoLero aenamu;

- BnaHk pacrnopsiKeHus U nNpukasa pykoBOAUTENS OTpacneBoro (PyHKLMOHANbLHOM0) opraHa AQMUHUCTpaLUK.
(ab3au BeeaeH PacnopshkeHnem AgmuHucTpauum ropoga KoxHo-CaxanuHcka ot 06.12.2022 N 959-p)

2.2.6. Ans odopmneHus nucem B AOMUHUCTpaLIMM NPUMEHSIFOTCS MHOTOLIBETHbIE Y OAHOLBETHbIE BraHKu.
MHorouBeTHble 6naHku: 6rnaHk nucbMa AgMUHUCTpaLMK, BriaHk NMcbMa AO0MKHOCTHOTO Nuua (Mapa, NepBbIX BULE-M3pOB, BULE-M3pa).
2.3. OchopmneHne peKBU3IUTOB AOKYMEHTa

CocTaB pEKBU3UTOB [OKYMEHTa OMNpedensieTcsl ero BWAOM W HasHadeHueM. [pu noarotoBke U 0OOPMIIEHUM [OOKYMEHTOB B
AamuHucTpaumu u Moapasaenennsix UCNonb3yoT criedyoLlwme PEKBU3NTDI:

01 - rep6 ropoga KOxHo-CaxanuHcka - noMeLLaoT Ha 6naHkax 4OKYMEHTOB B cOOTBETCTBUM ¢ [MonoxeHunem "O repbe ropofckoro okpyra
"Topoa KOxHo-CaxanuHck", yTBepXaeHHbIM pelueHrem ropoackoro CobpaHus ropoga FOxHo-CaxanmHeka ot 23.07.1998 N 213/14, a MeHHo:
Ha bnaHke nucbMa AgMUHUCTPaLMK, Ha BnaHKke NMCbMa AOMKHOCTHOrO NuLa, Ha bnaHke NOCTaHOBMEHUS U PacropsPKeHNs AOMUHUCTPaLMK, Ha
6naHke peweHus lopogckon [ymbl ropoga HOxHo-CaxanuHcka, Ha OGnaHke pacropsikeHUs MepBoro BuLEe-m3pa, BULIE-M3POB ropoaa,
ynpaenswoLwero genamu, Ha 6nanke lMNoapasgenerus, Ha BnaHke pacnopspkeHUs 1 Npukasa pPyKoBOAWUTENSA OTpacrneBoro (yHKLMOHaMbHOro)
opraHa AgMUHUCTPaLIMW.

(B pea. PacnopsixkeHust AgmuHmcTtpauum ropoga KoxHo-CaxanuHcka ot 06.12.2022 N 959-p)

MN3o6paxeHne repba ropopga HOxHo-CaxanmHcka nomellaeTcs rnocepeavHe BepxHero nonsi 6rnaHka AOKYMeHTa Hag peKBM3UTamu
AamuHucTpauwmu, MNMogpasaeneHus - aBTopa OKYMEHTa.

02 - HaummeHOBaHWe AOMUHUCTPaUMW - aBTOpa AOKYMeHTa, Ha OnaHke [AOKYMeHTa AOMKHO COOTBETCTBOBATb HAMMEHOBaHWIO,
3akpenneHHomy B [NonoxeHun 06 AoMyUHUCTpaumm.

03 - HanmeHoBaHWe [MogpasgeneHust - aBTopa AOKYMEHTa AOMKHO COOTBETCTBOBAaTb HAMMEHOBaHWIO, YCTAHOBMEHHOMY MOMNOXeHWeM
(YctaBom) o lMogpasgenexuun. MNogpasgeneHne ykasbiBaloT B TOM Crlyvyae, €Crivu OHO SIBMSIETCA aBTOPOM AOKYMeHTa M MoanvchbiBaeTcsi ero
pykoBoguTenem.

HaumeHoBaHve [logpa3sgeneHusi pacnomnaraloT HWXKe HaumeHoBaHus AgmuHucTpaumu. CokpalleHHOe HauMeHOBaHWe, eCcnn OHO
npeaycMOTPEHO MONoXeHneM (YcTaBoM) NoMeLLatoT B Ckobkax nog, nosiHbIM HaMMEHOBaHNEM.

04 - HaMMeHoBaHWe OOSMKHOCTU nnua - aBTopa AOOKYMeHTa, UCMNOoJSib3yeTcA B 6naHkax nucem OOJKHOCTHbIX NUL U pacnonaraeTca nog
HanMmeHoBaHUeM AﬂMVIHI/ICTpaLl,I/IVI. HaumeHoBaHWe OOMmKHOCTM nuua - aBTOpa AOKYMEeHTa yKa3blBaeTCA B COOTBETCTBMM C HaMeHOBaHUEM,
npmeegeHHbIM B pacnopagnTenbHOM JOKYMeHTe O HasHa4eHUU Ha OOMKHOCTb.

05 - cnpaBoyHble faHHble 06 AgMuHUCTpauuuy, NMogpasgenexHun - ykasbiBaoTcsa B BriaHkax NMMCeM U BKITKOYAKOT: NOYTOBLIV afpec, HOMep
TenedoHa, dakca, agpec aneKTPOHHON NOYThI, CETEBOW agpec.

06 - HaumeHoBaHWe Buaa OOKYMEeHTa - yKa3blBaeTCA Ha BCEX OOKYMeHTaX, 3a UCKITKYeHnem Cﬂy)KeGHbIX nucem, pacnonaraetca noa
pekBn3nTaMmu aBTopa OOKyMeEHTa (HaVIMeHOBaHVIeM AOMUHUCTpaunn, HaumeHoBaHWeM lMogpasgeneHus, HanMeHoBaHMEM ,D,OJ'I)KHOCTVI).

07 - pata OOKyMEHTa - COOTBETCTBYET AaTe MnoanvcaHusl (YTBepXAEHMUs)) OOKYMeHTa (MOCTaHOBIIEHUs, pacropsiKeHusi, nucbma,
foknagHble, crnyebHble 3anucku 1 Ap.) unu gate cobbiTus, 3achMKCUPOBaHHOMO B AOKYMeHTe (MpoTokon). [JoKkyMeHTbl, U3faHHble ABYMS Unv
Goree opraHu3auMsiMu1, JOMKHbI UMETb OAHY (e4UHYH0) AaTy.

,ElaTa AOKYMEeHTa npocTaBnAaAeTca AOJMKHOCTHbIM NUUOM, NoANUCbLIBalOWUM Unn yTBepXaatloWwmnM OOKYMEHT, Unn CoTpyaHUKamu CJ'Iy)K6bI
AenonpoussoacTtea Npu perncTtpaunn OokymeHTa, nnm HenocpeacTtBeHHO cocTaBUTeneM npu noarotoBke AOKyMeHTa (,ElOKJ'Ia,ElHaﬂ, 3asaBneHne n
Aap.).

PekBuant "[data" otaensercsa ot "Buaa gokymeHTa" nitepsanom 24 nt (0,85 cm).
YcTaHoBneHbl ABa cnocoba npocTaBneHns AaThbl: LMPOBOI U CrIOBECHO-LM(POBOIA.
Mpy umdpoBom crnocobe npocTaBneHuns Aatbl AaTy AOKyMeHTa odopmMnsioT apabckumy umdpamu B NocnefoBaTenbHOCTU: AeHb

mecsua, mecsl, rod. [leHb mecaua n MecsL, oopMaT ABYMS Napamu apabekux umdp, pasaeneHHbIMU TOUKOW; rof - YeTbipbMs apabekumm
uncppamu: 15.01.2012. Mpu atom Bykea "r." nocne undp He cTaBuTCS.



Mpu cnoeecHo-UMdPOBOM crnocobe NpocTaBneHust Aatbl AeHb Mecsua nuweTcs AByMs umdpamu, mecs, - bykBamu, rog - YeTbipbMs
undpamu: 15 pespansa 2012 r.

Bce Cﬂy)KeGHble OTMETKU Ha JOKYMEHTEe, CBA3aHHbI€ C €ro NpoxoxXaeHnem n UCnormiHeHneMm, OO0JMKHbl 4aTUpoBaTbCA U NOANUCHIBATbLCA.

Ha pokymeHTax, uagaHHbIX COBMECTHO ABYMs1 U Goree cTopoHamu, B criydae peructpaumm gokymeHTta B CO[], npoctaBnsoTcs Aathl 1
perucTpaLnoHHble HoMepa, NPUCBOEHHbIE KaXkaoW 13 CTOPOH, NPy 9TOM AaTOW perncrpaumm JOKYMeHTa ABMSieTCa AaTta NoANncaHus JOKyMeHTa
nocnegHen CTOPOHON.

08 - permcTpaunoHHbI HOMEp AOKYMEHTa - LmMdpoBON Unn ByKBEHHO-LMAPOBON MAEHTUAMKATOP AOKYMEHTa, COCTOALLMN U3 MHAEKCa
Moppaspenexuns, NOArOTOBMBLUErO AOKYMEHT, ¥ NMOPAAKOBOrO HOMepa Mo eAuHOW HymMepauun B TedeHue KaneHgapHoro roga, Hanpumep, 01-
589.

PernctpaumnoHHbI Homep npuceanBaeTcs AOKYMEHTY NOCne ero noanvucaHns (yTBepxaeHns).

PekBun3nT "PernctpaumoHHbii HOMep AOKyMeHTa" oTaensieTcs ot "Buaa AokymeHTa" uHtepsanom 24 nt (0,85 cm).

Ha pokymeHTe, COCTaBNEHHOM COBMECTHO ABYMsi U Gonee opraHu3auusiMu, NPOCTaBASIOTCS PErUCTPaLMOHHLIE HOMEpa AOKYMEHTa,
NPVUCBOEHHbIE KaXOoW U3 opraHusauuii. PernctpaumoHHble HoMepa OTAENSTCA APYr OT Apyra KOCOW 4epToi M NpPOCTaBnstoTcs B nopsiake
yKasaHusi aBTOPOB B 3arofloBOYHON 4acTW AOKYMEHTa.

09 - ccbinka Ha perl/lCTpaLWIOHHbIVI HOMEp 1 JaTty NocTynuBllero AOKyMeHTa - BKIo4aeT peFI/ICTpaLlI/IOHHbIVI HOMEp 1 OaTty Bxogdaulero
MHULMAaTUBHOIO AOKYyMEeHTa, Ha KOTOprVI [aeTcd oTBeT (Ha N oT

B TeKkcT nucbMa-oTBeETa CBEAEHUS O perncTpauMoHHOM HOMepe 1 aaTte NoCTynuBLUEero nNnuMCbMa He BKIH4YakTCA.

Mpu NOAroToBKE NMCbMa-OTBETA HA HECKOMBbKO AOKYMEHTOB UCMOMNHUTENb B PEKBM3UTaX BriaHka nucbMa ohopMIISIET CChISIKY Ha HoMepa
W AaTbl AOKYMEHTOB agpecara.

10 - MecTo CoCTaBneHusl (M3AaHMs) JOKYMEHTa - yKa3blBAETCs BO BCEX JOKYMEHTaXx, KpOMe CIyXeBOHbIX NUCEM, a Takke BHYTPEHHUX U
MHPOPMAaLIMOHHO-CMNPaBOYHbIX OKYMEHTaX.

MecTo coctaBneHus (M3gaHus) 4OKYMEHTa HE YKasblBaeTCsi B TOM Cy4Yae, eCliv B HAMEHOBaHUM OpraHn3aumy NpUCYTCTBYET yKasaHue
Ha MeCTO ee HaxoxaeHus, Hanpumep: MOCKOBCKUIA roCYAapCTBEHHbIN YHUBEPCUTET.

11 - rpud orpaHUYeHUss 4oCTyna K AOKYMEHTY - MPOCTABMSIETCS Ha [IOKYMEHTaX, codepallmx UHopMaLmo, OTHOCUMYHO K CryebHow
MHOPMaLMKN OrPaHNYEHHOrO PacnpPOCTPaHEHUS UM K MHOMY BUAy KOHduaeHumanbHou uHdopmaumm. NomeTka o KoHbuaeHUMansLHOCTN Ha
[OKYMeHTax, cogepxalimnx crnyebHyto MHgpopmaLmio orpaHNYeHHOro pacnpocTpaHeHus, umeet Bug "Ans cnyxebHoro nonk3oBaHnsa" (nanee -
acn.

Otmetka (Ge3 kaBbiuek) [CI npocTaBnsieTcs B NpaBoOM BEpXHEM Yrny MepBOro fiMcta [OOKYMeHTa, Ha MNepBor CTpaHuue
COMPOBOAWTENLHOIO NUCbMA K JOKYMEHTaM 1 JOMONHAETCA yKa3aHMeM HoMepa 9K3eMnnsipa AoKyMeHTa.

Mpu npoxoxaeHun B COJ] AOKYMEHTOB, coaepXaLlyx MHPOPMaLMIoO OrpaHNYEHHOTO PacnpoCTPaHEHNs, B 3MEKTPOHHO-PErMCcTPaLMOHHON
KapTouke gokymeHTa (ganee - OPK gokymeHTa) ctaButca otmeTka "KoHdumaeHumansHo".

12 - agpecar - ncnonb3yeTca npu odopmneHnn CJ'Iy)Ke6HbIX nucem, BHYTPEHHUX JOKYMEHTOB.

Ap,pecaTOM AOKyMeHTa MOoryT ObITb opraHbl rocy,qapCTBeHHon BNnacTun, yypexneHua, opraHunsauuu, I'Iop,pas,qeneHMﬂ, AOJMKHOCTHbIEe
nnua nnn CbVI3VI‘-IeCKVIe nnua.

PekBnant "agpecat" npoctaBnsieTcs B BepXHeW MpaBoOW YacTu AOKyMeHTa (Ha 6naHke C yrrmoBbIM PacrofioXeHWeM PEKBU3WTOB) U
neyaTaeTcsi Ha paccTosHUM 5 CM OT BEPXHero Kpas NcTa unm cnpasa nog peksuanTamm bnaHka (Mpy NpoAobHOM PacnonoXeHWN PEKBU3NTOB
6naHka). CTpoku pekBusuTa "agpecat” BbIpaBHMBAKOTCS MO IEBOMY Kpato UMK LIEHTPUPYHTCS OTHOCUTENbHO CaMoW AIMHON CTPOKW.

Mpwn agpecosaHun AOKYyMEeHTa B opraH Bnactu, ydpexaeHue, opraHnsauuto Uunum Mogpasgenexve (663 YKa3aHuA OOJHKHOCTHOro nmua) nx
HanMeHOBaHWUA yKa3blBalOTCA B UMEHUTENbHOM Naaexe, Hanpumep:

MyunncrepcTBO QuHaAHCOB CaxajIMHCKOM
obsacTu

nnu:

IlpaBurenscTBO CaxaJiMHCKOM obOjacTu
AHAIIUTHUYECKUIM OEeHapTaMeHT

anI ajpecoBaHUN OOKYMEHTa pyKoBOAUTEN OpraHusauun HanMmeHoBaHue OOIMKHOCTU pykoBoAWTeNndA, HaMMeHOoBaHUEe opraHusauuu,
d)aMI/IJ'lVIFl 1 nHnUmanbl AOJMKHOCTHOIO Nniua ykasbiBaeTCd B aTefibHOM nagexe, Hanpumep:

PykoBomureso demepasibHOM CJIyXOEI
IO Tpyny M 3aHATOCTM
Qammiisa M.0.

Mpu agpecoBaHWM nucbMa pykoBoauTento MNogpasaeneHns, CTPYKTYPHOTrO NoApasaeneHust opraHmsaum, HauMeHoBaHe opraHnsaLumm
yKa3blBaeTCs B UMEHUTENbHOM Nafexe, HKe - B AaTerlbHOM Najexe HanMeHOBaHWe JOMKHOCTU PYKOBOAMTENS, BKMOYaloLLee HaMMeHoBaH1e
CTPYKTYpPHOIO nodpasaeneHunsi, haMmunuio, MHuLMarnbl, HanpuMep:



AnMuHMCTPRAaLMA 1ropona xHO-
CaxaJnHCKa
HavaypHUKY JlenmapTraMeHTa
SKOHOMUYECKOI'O pPa3BUTUSA
Gamumiimsg M. 0.

Mepen damunuert [OMKHOCTHOrO NWUA AOMycKaeTcs ynoTpebnATb CoKpalleHue "r-Hy (rocnoguHy), ecnv agpecaT MyX4uHa,
(rocnoxe), ecnu agpecar XeHLUMHa.

r-xe

I'Ipm paccbifike OOKyMeHTa rpynne opraHMaaquZ OOHOro TUnNa wunun B CTPYKTYPHble nogpasaeneHunsa ogHom opraHuzauuu, agpecar
YKa3blBaeTcA 0606LLleHHO, HanpumMmep:

MyHuIMnaabHeEe OPeOIpUITHUI
ropona xHOo-CaxajmHCKAa

Mpy paccbinke AOKYMEHTa He BCEM OpraHuM3auusM WNu CTPYKTYPHbIM MOApas3fdeneHvsM Mof peKBu3nToM "agpecat” B ckobkax
ykasbiBaeTcs "(nNo cnucky)", Hanpumep:

MyHuMnaabHEEe OPeOIpUITHAS
ropona xHO-CaxajmMHCKA
(mo cnmcky)

[lokyMeHT He [oMmKeH cogepaTtb Gonblue YyeTbipex agpecaTtoB. Cnoso "Konusa" nepes BTOPbIM, TPETbUM U YETBEPTLIM agpecaTtamut He
ykasbiBaeTca. [pyu HanpasneHuum [okymeHTa Goree 4Yem B YeTbipe afpeca COCTaBMSETCA CMMCOK PAaCCLINKU [OKYMEHTa, KOTOpbIi
NOAMUCLIBAETCS UCTIONHUTENEM. Ha caMom nucbMe B 3TOM Criydae yKasblBaeTcst OAMH aapecaTt unv agpecar oopmnseTcst 0606LLEeHHO.

B coctaB pekBusuTa "agpecar" BXOQUT MOYTOBbIM agpec. [MovToBbIM agpec ykasblBaeTcsl B MOCreaoBaTenbHOCTU, YCTaHOBMEHHOMN
[MpaBunamu okasaHus ycnyr no4TOBOW CBA3M, HaNpUMep:

BcepoccuriCkmil Hay4dHO—
MCCJIeJ0BAaTEJECKUI
UHCTUTYT HOOKYMEHTOBEICHMUS
M apXMBHOI'O mOeJjia
IlpopcowsHas ymr., g. 82,
MockBa, 117393

MouyToBbIN agpec MOXeT He yKa3blBaTbCA B AOKYMEHTax, HanpaBnAemMblX B BbICLUME OpraHbl BfacTu, BbllLeCTOALLlME OpraHu3auuu,
noasegoMCTBEHHble OpraHu3aumm U NOCTOAHHbIM KOppecnoHAeHTam (38 UCKNKYEeHneM HanpaBneHua nucemMm YykKas3aHHbIM ajpecatamMm B
KOHBepTax C npo3pavyHbiMn OKHaMVI).

Mpu agpecoBaHnn AOKyMeHTa U3NYECKOMY NULLY YKa3blBaOTCS: (hamunus, MHALMarnbl, NoYTOBbLIN agpec, HanpuMep:

O6pasrmoBy O.II.

Cagomas ya., . 5, k. 12,
r. Jiunkwu, KupeeBCKMM pP-OH,
Tynsckas objs., 301264

Mpv oTnpaeke nNMcbMa Mo 3MEKTPOHHON MOYTE UK MO haKCUMUIBbHOW CBA3M (Ge3 JOCHINKM MO NoYTE) NOYTOBbIV afpec He ykasbiBaeTCs.
Mpy HeoBxoAMMOCTH MOXET BbITb YKa3aH aMneKTPOHHbIN agpec (HoMep TenedoHa/dakca).

13 - rpI/ICb yTBEepXOAeHUA [OOKyMeHTa - TMpoCTaBnAeTCcA Ha [OOKyMeHTe B Cchny4dae ero yrtBepXaeHua OOSMKHOCTHbIM JTULOM,
pacnopagnTenbHbiM OKYMEHTOM (I'lOCTaHOBJ'IeHMe, pewleHue, pacnopsaxeHue, npukas, I'IpOTOKOJ'I) nnn pelieHmemM KonnernanbHoro opraHa.

Mpuch yTBEPXKAEHUA pa3MeLLaeTcs B NPaBOM BEPXHEM YTy NEpPBOro NUcTa AokymeHTa. CTPOKM pekBM3nTa BbIPABHMBAKOTCS MO NEBOMY
Kpato UIn LEeHTPUPYHOTCSH OTHOCUTENBHO Camoi ANVHHOWM CTPOKY.

Mpu yTBEpXAEHUN OOKYMEHTa AOMMKHOCTHBIM NULIOM rpud yTBepxaeHns coctout u3 cnosa YTBEPXXOAIO, HaumeHoBaHWSA OOMKHOCTM
nuua, yTBepxaatoLLero AOKYMEHT, ero NoAMucK, MHULManoB, aMunum 1 Aatbl yTBepXAEHUS, Hanpumep:

YTBEPXITAID
Bunie-Msp ropona lxHO-CaxaJjMHCKA

(IMyHass MNonmnuck) (MHMIIMAJIIE,
dbamms)
mara

nnum



YTBEPXIAD
Msp ropoma xHO-CaxajlIMHCKA

(IMyHass nonmnmMchk) (MHMUIMAJIEL,
dammns)
mara

Mpun HannuUM HeckonNbkNX rpPUdoB yTBEPXAEHUA NX pacnonaraloT Ha O4HOM ypOBHeE.

Mpwu yTBEPXAEHUMN AOKYMEHTa pacrnopsanTeribHbIM JOKYMEHTOM rpud yTBepxaeHusa coctouT ns cnosa YTBEPXIEH (YTBEPXXOEHA,
YTBEPXOEHbI vnn YTBEP>XOEHO) co ccbinko Ha HavMeHoBaHWe Buaa AOKYMEHTa B TBOPUTENbHOM Najexe, ero AaTtbl U HoMmepa,
Hanpumep:

YTBEPXIIEH

IIOCTaHOBJICHMEM AIMUHMUCTPALIMN
ropona lxHO-CaxasmHCKAa

oT N

nnn

YTBEPXIEHO

pacHnopsxeHueM aIMUHUCTPALNI
ropona xuHo-CaxasmMHCKA

oT N

14 - 3aronoBoOK K TEKCTY - KpaTKoe coAepkaHue AoKyMeHTa. 3arofoBoK K TeKCTy dhopmynupyetcs ¢ npeanorom "0O" ("O6") n oTBevaeT Ha
Bonpoc "o yem"?

3aronoBok Kk TEKCTY OQDOPMJ'IFIGTCFI noa peksusntTamu 6naHka cnesa oT rpaHulbl NeBoro nongd.
3aronoBok K TEKCTY MOXeT He COCTaBNATbCA, eCliM TEKCT JOKYMEeHTa He npeBbllIaeT 4-5 CTPOK 1N COCTOUT N3 OAQHOIo NpeasioXeHus.
15 - TekcT OOKYyMeHTa - ohopMIsieTcs B BUAE CBSA3HOIO TEKCTA, aHKEThI, Tabnuubl NV B BUAE COEOQNHEHUS ATUX CTPYKTYP.

TeKkCT OOKyMeHTa [OmkeH OblTb COCTaBfieH rPaMOTHO, SICHO, MOHSATHO WM MO BO3MOXHOCTM KpaTko. TEKCT [OMKEeH coepXaTb
[OOCTOBEPHYIO U aKTyarnbHYH MHMOPMaLUMio, 4OCTATOYHY ANS MPUHSATAS pELLEHUA UMW UX UCMOMHEHUS, He OOIPKEH AonycKaTb PasfuyHbIX
TONKOBaHWUNA.

B TekcTe AOKYyMeHTa, NoArotoBfieHHOM Ha OCHOBaHUWM 3akOHOAATESbHbIX MU UHbIX HOPMAaTUBHbLIX NMPaBOBbIX aKTOB, paHee U3[aHHbIX
pacnopagnTenbHbIX JOKYMEHTOB, YKa3blBatoTCA UX PEKBU3UTDI:

- HaVMeHoBaHWe JOKyMEHTa, HaUMEHOBaHWe opraHa BnacTy, opraHMsauuu - aBTopa AOKYMeHTa, Aata AOKYMEHTa, perycTpaLMOoHHbIN
HOMEp AOKYMEHTa, 3arofioBok K TEKCTY;

- HAMMEHOBaHWe opraHa BnacTy, opraHM3aLummn Unn OMKHOCTHOTO NnLa, YTBEPAMBLUETO JOKYMEHT, AaTa YTBEPXKAEHNUS AOKYMEHTa.
MepBas cTpoka ab3aua HauMHaeTcst Ha paccTosiHAM 1,25 CM OT NEBOM FpaHULibl TEKCTOBOIO MOSS.

B oTaenbHbIX cryvasix 4onyckaeTcst yMeHblUeHWe uHTepsanos 1 wpudTa (2o N 13) npyu HeobxoaMMOCTH pa3MeLLeHUs1 TEKCTa Ha OHOM
CTpaHuue.

CBsi3HbIN TEKCT, Kak NpaBuno, CoCTouT 13 AByx 1 6onee yacTteit. B nepeoi Yactu (Nnpeambyne) ykasbiBaoTcsl 060CHOBaHUE, U3NOXEHWE
MPUYMH HaMMCaHUs MUCbMa, MOTMBMPOBKA, BO BTOPOM, HauuMHawlolencs ¢ absaua - pelleHus, BbiBOAbl, 3aAaHus, Npockbbl, NpeanoxeHus,
pekoMeHAauumn, cornacue, Hecornacue, BblpaKeHne rapaHTum u T.n.

TekcT MOXeT copepkaTb OfHYy 3aK/OYUTENbHYI0 4YacTb (Hanpumep: MOCTAHOBIIEHUS!, PACMOPSKEHUS - MOCTaHOBMSIOLLYHO
(pacnopsiamTenbHyto) YacTb 6e3 KOHCTaTUpYHLWEN; NMcbMa, 3asiBMeHus - Npocbby 6e3 nosicHeHWs, HanoMuHaHne 6e3 Nnpeambyrnbl, coobLueHre
6e3 060CHOBaHUSA, BblpaXKeHUs1 BriaroqapHOCTU UMM COMYBCTBUSA U Ap.; CNpaBKu, AOKMNaAHbIE 3anucKu - OLeHKY (hakToB, BbiBoAbl). MocnegHui
MYHKT MOCTaHOBNSOLWEN (pacnopsanTeribHON) YacTn MOXET coaepkaTb cBefeHus o NogpasgeneHun unv OOoSKHOCTHOM Nvue, Ha KoTopoe
BO3/1araeTcsi KOHTPOMb 3a UCMONHEHNEM AOKYMEHTa.

TekcT AOKyMEHTa MOXET copepXaTb pasfenbl, nogpasfenbl, MyHKTbl, MOAMYHKTbI, Hymepyemble apabckumu uudpamn. YpoBHen
pybpukaumn Tekcta He [JOMKHO ObiTb Gonee yeTbipex. 3aronoBku pasfenioB nevaTaloTcs MPOMUCHBIMK ByKBaMU MOMYXMPHBIM LLPUGTOM,
LieHTPOBaHHbIM CMOcobom (OTHOCUTENbHO rpaHuL, TekcTa). Moapasaensl, MyHKThI M NOAMYHKTBI TeKcTa nuwyTcs ¢ ab3auHoro otcTyna. Touka B
KOHLe 3aronoBka He cTaBuTCA. Homep nogpasgena AOMKEeH COCTOATb M3 HOMepa pasdena v Homepa nogpasfena, pasgerieHHbIX TOYKON
(Hanpumep, 1.2.). Homep nyHKTa AOMKEH COCTOSATb U3 HOMepa pasfena, nogpasfena W NyHkTa, pasgenieHHbIx Todkamu (Hanpumep, 2.3.1.).
MyHKTBI, NPU HEOBXOAMMOCTU, MOTYT NOAPa3nEensATLCS Ha NOANYHKTbI, KOTOPble AOMKHbI MMETb MOPSAKOBYO HyMepauuio B npegenax Kaxaoro
nyHkTa (Hanpumep, 1.2.2.1.). Ecnv TekcT fOKyMeHTa (ero pasgern) CoOAepXXUT OAUH MYHKT, TO HOMEp eMy He NpucBavBaeTCs.

Mpu n3roToBneHUM OOKYMEHTOB Ha ABYX W Gonee cTpaHuuax BTOPYIO W nocrnegywowye cTpaHuupl HymepytoT. [opsiakoBble Homepa
MPOCTaBMAOT NocepeanHe BEPXHEro Nons cTpaHnubl apabekumm umndpamm 6e3 crnos "cTpaHuua” (CTp.) U 3HaKOB NPenUHaHUS.

[OKyMEeHTbI COCTaBMSIIOTCA Ha PYCCKOM fA3blke Kak rocygapcTBeHHOM si3blke Poccuickon degepauun. TekCT OOKYMeHTa usnaraetcs



PYCCKUM nnuTepaTypHbIM A3bIKOM C y4ETOM ocobeHHocTen OCbVILI,I/IaﬂbHO-,D,eJ'IOBOFO CTUnN4, Buga AOKyMeHTa U ero HasHa4yeHuda B ynpaBnqueCKoﬁ
AeATENbHOCTU. Co,qep)KaHme AOKYyMeHTa OOSTKHO ObITb M3MOXEHO KpaTKo, JTOrm4Ho, TO4YHO U ACHO.

TekcThbl OOKYMEHTOB n3nararotca Ot

1-r0 NWUa edMHCTBEHHOTO Yucha - pacrnopsiauTenbHble AOKYMEHTbI, MPUHUMAaeMble Ha MNpuUHUMNAx eauHoHavanus. Hanpumep:
Mpennarato NOAroTOBUTL U NPEACTaBUTb HA paccMoTpeHue; MNpoLly paccMoTpeTb BONpoc 06 YCTaHOBNEHWUU NbIOTHbLIX TapUGOB...;

3-ro nuua eguMHCTBEHHOro 4mucna - AOKYMEHTbl KonmernanbHbIX opraHoB. Hanmpumep: AgmuHuctpauusi ropoga HOxHo-CaxanuHcka
NOCTaHOBMSET...;

3-ro nvua MHOXECTBEHHOTO YMCha - NPOToKoNbIl. Hanpumep: cnywany...; BbICTYNUMN...; peLunny (TOCTaHOBUN).

B COBMECTHbIX JOKYMEHTaX TEKCT U3naratoT OT NePBOro NLia MHOXXECTBEHHOTO YMCa: NPUKa3bIBaeM..., PELUUIIN. ..
B nucbmax ncnonb3ytoT cneaytoLime opMbl U3NOXEHUS:

- OT NepBOro NULA MHOXECTBEHHOIO YKcra (MPOCUM HanpaBWTb, HaMNpaBrisieM Ha pacCMOTPeHue);

- OT MEepBOro NuUa eAMHCTBEHHOMO Yucra (cuuMTato HeoGXOAUMbIM, NPOLY BbIAENWUTL), €ClIM NMMCbMO O(OPMIEHO HA [AOMKHOCTHOM
6naHke;

- OT TpeTbero nuua eguHCTBEHHOIo Yncna (a,ElMVIHVICTpaLI,VIﬂ He BO3paxaeT, agMUHUCTpauna cymTaeT BO3MO)KHbIM).

B Tekctax HOPMAaTMBHbLIX MPABOBbIX AaKTOB MCMOMbL3YKTCA [Marofbl B ()OPMe HACTOALEro BPEMEHW, MpUaaloliMe TeKCTy
NpeanucbIBaloLLMiA XapakTep.

B TekcTe OOKyMeHTa [OMKHbI ObiTb COGMIOAEHbI HOPMbI NUTEPATYPHOro A3bika. CroBa AManeKkTHble, PasroBOpHbIe W ycTapesluve
uckntoyatoTcss. CNoBo B TEKCTE AOKYMEHTa LOMKHO YNoTpeGnsaTbCs B TOM 3HaYeHUM, B KakOM OHO YNoTpebnsieTcs B obLienuTepaTypHOM A3bIKe,
HE [OMycKaeTCs BO3MOXHOCTb [ABOSIKOTO WM HEOMPEAENEeHHOro TOMKOBaHMs, MHOTO3Ha4yHOCTU. [Mpy HamMumMu MEeKCUYECcKUX BapuaHToB

npeanoyTeHne OTAAeTCH CTUIIMCTUYECKN HeWTpanbHbIM e4MHMLaM, Hanpumep: u3 AByx ¢opMm - "Hago" un "Heobxogumo" - npegnovTeHve
cnepyet oTAaBaTb BTOPOMY BapuaHTy, Tak Kak NepBbli BApUaHT MMeeT Pa3roBOPHbIN OTTEHOK.

B TekcTax AOKYMEHTOB ynoTpebnsioTcs Tornbko obLenpuHsATe abbpeBmaTypbl 1 rpaduyeckme cokpalleHust.
Mpu ynotpebneHnu B TekCTe hammnuii Nl MHULMAanbI ykasblBaoTcs nocne aMmunmu.
B penoBbix (cnyxebHbIx) NMCbMax NCnonb3yTcs:

- BCTynuTenbHoe obpalleHne, oTaensieMoe OT npeablaylwlero pekBusuta uHtepBanoMm 24 nrt (0,85 cm), OoT TekcTa LOKyMeHTa
uHTepsanom 18 nt (0,64 cm).

Yeaxaembili 2ocrioduH lMpoxopos!
Yeaxxaemasi Onbea HukonaesHa!
Yeaxkaembil 2ocroduH lMpedcedamerns!
Yeaxkaemble konneau!

B o6GpalleHun no 4OmMKHOCTU HaMMeHOBaHWE LOMKHOCTY MULIETCS C NPOMNUCHOI GyKBbI, B oGpaLleHun no haMunum uHuumarnsl nuua He
YKa3bIBaOTCH.

- 3aKntounTENbHas 3TUKETHas dpasa:
C ysaxeHuem...

Mpun oTcyTcTBUM OOpalueHust "YBaxaembli(as)...!", TEKCT oTAensercsa OT HaMMEeHOBaHWsi JOKYMeHTa (3aronoBka) MHTepBanom 24 nT

(0,85 cm).

16 - oTMEeTKa O MPWUINOXEHWN - COOEPXUT CBEOEHWUSI O [AOKYMeHTe (OOKYMeHTax), npunaraeMoM K OCHOBHOMY [AOKYMEHTy (B
COMPOBOAUTENbHBIX MMUCbMaXx, akTax, CrpaBkax W ApYrMX WHGOPMaLMOHHO-CNPABOYHbLIX AOKYMEHTaxX) UMM O TOM, YTO OOKYMEHT SiBIsieTcs
MPUIIOXEHNEM K OCHOBHOMY AOKYMEHTY (B MPUIIOXKEHUSIX K MOCTAHOBMNEHUSIM, PACMOPSXKEHWSIM, OFOBOPaM U Ap. AOKYMEHTaM).

B conpoBogutenbHbiX nMMCbMax W APYrMX WHMOOPMALIMOHHO-CMPABOYHbLIX AOKYMEHTax OTMETKa O MPUNOXEeHWM OOPMIAETCcs MoA
TEKCTOM, ¢ ab3auHbIM OTCTYMOM OT rpaHuLbl 1eBOro Mossi, OTAENsieTcs OT TekcTa uHTepsanom 6 - 12 nt (0,21 - 0,42 cm) u odopmnsieTcs
cnepyowmm obpasom:

- €CINU NPUINOXEHUE Ha3BaHO B TEKCTE:
lpunoxeHue: Ha 2 1. 8 1 3K3.

- ecnn npunoxeHnwe He Ha3BaHO B TeKCTe Wnn ecnu rIpVIJ'IO)KeHVIﬁ HECKOJ1bKO, YKa3blBalOT Ha3BaHUA ﬂOKyMeHTOB-HpMﬂO)KeHVIIh,
KOJIN4eCTBO JTUCTOB N 3K3EMMNNIAPOB KaXXaoro npuroXXeHnd, Hanpumep:

Ipunoxernmne: 1. Iosoxenme o6 orrpesie KkagpoB Ha 5 js. B 1 5k3.
2. MHdopMarmMs O WTATHOM YMCJIEHHOCTM Ha 2 Jji. B 1 5K3.

B CGpOUJIOpOBaHHOM NPUNOXXeHUN YNCno JNINCTOB He YKa3blBaAEeTCA, Hanpumep:



lMpunoxeHue: npoepamma 8 1 3K3.

MpunoxeHus k JoKyMeHTaM ohOPMIISIIOTCS Ha OTAENbHbIX NUcTax Gymarv. Pasmepbl nonen, WpndTel 1 MEXCTPOUHbIE MHTEPBAnbI Npu
neyaTaHun NPUNOXeHU MOEHTUYHBI pasmMepam, NPUMEHSIEMbIM NPU NeYaTaHuM TEKCTOB OCHOBHbIX [JOKYMEHTOB.

Ecnn OOKYMEHT, SIBRSOLWMICS NPUIIOKEHNEM, UMEET NMPUINOXKEHNUS C CaMOCTOSITENBHON HyMepauueid CTpaHuL, TO OTMETKa O Hanmuyuu
NpUNoXeHWst ochopMnsieTcs cregyowmum obpasom:

lMpunoxeHue: dozoeop om 31.02.2007 N 17 u npunoxeHusi K Hemy, eceeo Ha 10 .

Ecnun npunoxenvem siBnsietcsi 060COBNEHHbI 3MNEKTPOHHbIA HOCUTENb (KOMNaKT-AMCK, usb-crielu-HakonuTens U Ap.), TO OTMETKa o
HanuyMM NPUNOXeHUs 0POPMIISIETCS CriedytoLwmUm o6pasom:

lMpunoxeHue: CD 8 1 3k3.

Mpwn aTom Ha Bknagblwe (KOHBEPTE), B KOTOPbIA MOMELLAETCs HOCUTEMb, YKa3biBaOTCS HaUMEHOBAHWUS AOKYMEHTOB, 3anuCaHHbIX Ha
HocuTenb, MMeHa hannos.

Ecnu npunoxeHue HanpaensioT He BO BCe yKasaHHble B JOKYMEHTe afpeca, TO OTMETKY O ero HanuvyiMu OopopMIIsSioT CreayrLwmnm
ob6pasom:

lMpunoxeHue: Ha 2 1. 8 1 3k3. 8 nepabili adpec.

B pacnopsiauTenbHbiX AOKYMEHTax (MOCTAHOBMEHWS, PAcMOPSKEHUS, PeLleHusl, NpuKasbl, JOroBOPbI U Ap.) OTMETKA O MPUIIOXEHUN
odopMnisieTcs criefytoLwmm o6pasom:

- B TeKCTe [OOKYMEHTa MNpu MEepBOM YNOMWHAHUW MPUNOXKEHUS B ckoOkax ykasbiBaeTcs (MpunoxeHue) unu... (npunoxexue N...),
Hanpumep:

Paspabomampb u npedcmasume Ha ymeepxoeHue 2paghuk npuema epaxdaH Ha nepsbili keapman 2012 2. no ¢popme (npunoxeHue N

1).

- Ha NepBOM NUCTE AOKYMEHTA-MPUIIOKEHNSI B NPABOM BEPXHEM YITly yKa3blBaeTCs:

IIpunoxenmue N 2
K [DOCTaHOBJIEHMUIO
aqMUHNCTPAaLNA
ropona IxHO-CaxasmHCKa
or N

Ecnn npunoxeHuem K AOKYMEHTY (Hanmpumep, K MOCTaHOBMEHMWIO) SIBNSIETCS YTBepXOaeMbli AOKYMEHT (MoroxeHue, npasuna,
WHCTPYKUMS, PernameHT 1 Ap.), Ha NepBOM NUCTe MPUNOXEHUS NPOCTABMASETCS OTMETKA O MPUIOXEHUU (6e3 CCbINKU Ha pacrnopsiaMTENbHbIV
OOKYMEHT) U rpucd YTBEPXOEHUS, B KOTOPOM YKa3blBAKOTCS AaHHble pacnopsauTenbHOr0 AOKYMEHTa, KOTOpbIM YTBEPXOAeTcs AOKYMEHT-
NPUIIOXeEHWE, Hanpumep:

Ipunoxenmue N 1
YTBEPXIEHO
IOCTaHOBJIEHUEM
anMUHUCTPAaLNA
ropona IxHO-CaxasmHCKa
or N

Cnosa YTBEPXOEHO, YTBEPXOEH cornacytoTcs B poge M 4ucrie C MepBbiM CMOBOM HauMeHOBaHWS BuAa YTBEPXAAeMoro
OokyMmeHTa: nonoxexuve - YTBEPXOEHO, nporpamma - YTBEPXKOEHA v T.4.

3aronoBoK K TEKCTY NPUNOXEHNS BbIpaBHUBAETCS MO LIEHTPY, OTAENAEeTCA OT NpeaplayLlero peksusunta uHtepsanom 36 nt (1,27 cm), ot
TekcTa npunoxeHus - uHtepsanom 24 nt (0,85 cm). HanmeHoBaHve BMaa AOKyMeHTa (MepBOE COBO 3arofloBka NpunoxeHust) (MonoxeHwue,
yCTaB, MHCTPYKLUMSA 1 ApP.) U 3arofioBoK 0hOpMASIOTCS MOMYXXUPHbBIM LWPUATOM, Hanpumep:

TOJIOXXEHNE
Ob OINIATE TPYA PABGOTHUKOB

Mpy pasmelleHnn 3aronoBka K TekcTy 6onbloro obbema (bonee 2 - 3 CTPOK), HaMMeHOBaHMe BuAa AOKYMeHTa (MOMoXeHue,
WHCTPYKLIMS, MporpaMmma) BblAENsAeTcs NonyXpHbIM LIPUATOM, 3arofloBOK - CTPOYHbIMU BykBaMu, Hanpumep:

UHCTPYKUWA
no denonpouszeodcmey 8 aBMuHUcmpauyuu 2opoda KxHo-CaxasluHcKa

TekcT npunoxeHusl, Npu HeobxoanMOCTH, odopmnsieTcsl B Buae Tabnuupl (Mpu 6onbliom konuyectse rpad pasmepom 12). Mpadbl u
CTPOKM Tabnuupbl AOMKHbI UMETb 3arofIoBKW, BbIPaXKEHHbIE MMEHEM CYLLECTBUTENbHLIM B UMEHUTENbHOM nagexe. Moasaronosku rpad 1 cTpok
rpaMmaTnyeckv AOIMKHbI ObiTb cornacoBaHbl C 3arofioBkamu. 3arofoBku rpad NULLYTCA C NPOMMUCHBLIX OyKB, a MNOA3AronoBKN - CO CTPOYHBIX,
€CIn1 OHM COCTaBMSAT OAHO Lierioe C 3arofoBKOM, T.e. NOSICHAOT ero. Hanpumep:



Obbem cmpoumernibHO-MOHMaXHbIX pabom, 8bIMOIHEHHbIX

nodpsidHbIM criocobom X035CM8eHHbIM criocobom

Ecnu nogsaronoBok MMeeT caMoCToATeNlbHOE 3HavYeHne, TO OH NULLETCS C I'IpOI'IMCHOVI 6yKBbI.

Touka B 3aronoBkax v nofaaronoBkax rpad He cTaBuTcs. Ecnin Tabnuuy nevatatoT Gonee Yem Ha OfHOW CTpaHWLEe, 3aronoBoYHas YacTb
Tabnuubl (HaMMeHoBaHWe rpad) NOBTOPSIETCA Ha KaXAON cTpaHuue (MMBo NoBTOpsieTcsl MPOHYMEpPOBaHHOE Ha MEPBOI CTPaHULE KONUYecTBO

rpad).

Mpy HanuuMu B TEKCTE MPUIIOXEHWUMA CCbINIKM HA CHOCKY OHa O(OpMINsieTCsl 3BE340YKOM unM umdpon co ckobkoi. TekcT CHocku
nevyartaeTcs Yepes 1 MEXCTPOUHbIN MHTEPBAN B KOHLE KaXA0M CTPaHULIbI MW NOCIe NPUIIOXEHUs B LieNIoM nop YepTtou. MNocne cuMBona CHOCKM
ee TeKCT nevaTtaeTcs ¢ NPONuUCHo Bykebl. B KOHLIE TeKCTa CHOCKM CTaBUTCA Todka. Ha ogHom cTpaHuue He JOMKHO NpocTaBnaTbCA 6onee Tpex
CHOCOK.

MpunoxeHus He NOANUCHLIBAKOTCS.

17 - rpud cornacoBaHus AOKyMEHTa - MPOCTaBMSIETCA Ha [OKYMEHTax, COrMacoBaHHbIX OpraHamu BracTu, OpraHv3auusiMu,
[OMKHOCTHLIMW Nuuamu. Mpud cornacosaHus, B 3aBUCMMOCTM OT BUAa AOKYMEHTa M 0COBEHHOCTE ero 0hopMIIEHMNs, MOXKET NPOCTaBNSTLCS:

- Ha NepBOM NWCTE AOKYMEHTa (ECNM AOKYMEHT UMEET TUTYIbHbLIN NIUCT - HA TUTYNBHOM JNIUCTE) B NTEBOM BEPXHEM YTy Ha YpOBHE rpuda
YTBEPXXOEHWS UNW NoA HavMeHOBaHWeM JOKyMeHTa Brinxe K HUXHeMY nonio);

- Ha nocnegHeM nucTte OKyMeHTa nog TEKCTOM;
- Ha NUCTe cornacoBaHus, SBAAIOWEMCS HEOTbEMIIEMON YaCTbio AOKYyMeHTa.

Mpud cornacoBaHus coctout 3 cnosa COMACOBAHO, gomkHOCTU N1ua, C KOTOPbIM COrMacoBaH AOKYMEHT (BKIoYas HavMeHoBaHne
opraHa BracTu, opraHusauuu), nognucy AOMKHOCTHOTO nuua, paclmMgpOoBKM MOANUCK (MHMUMANoB, (hamunuMu) M AaTbl COrMacoBaHus,
Hanpumep:

COI'JIACOBAHO
HavaJslbEHMK »OernapraMeHTa
CTpOUTEJIECTBA

JInyHas [oOnmucCh
n.O.dammimsa

Hara

Ecnn cornacoBaHue OCYyLLECTBMSIETCS KONnervanbHbIM OpraHoM, B rpudpe CcornmacoBaHusi YyKasblBalT cBefdeHuss o6 opraHe,
cornacosaBlleM [OKYMEHT, AaTe W HOMepe MpoTOoKona, B KOTOPOM 3adhMKCMpPOBAHO pelleHne O cornacoBaHun. Ecnm cornmacoBaHue
OCYLLECTBSIETCSA NMCbMOM, YKa3blBaloT BUA OOKYMEHTa, OpraHn3aumio - aBTopa AOKyMeHTa, AaTy ¥ HOMep nucbMma.

Mpun HaNUYUM HECKONbBKMX TPUEOB COrMacoBaHKs NX pacronaratoT Ha OAHOM YPOBHE.

18 - BM3a - PeKBM3UT OOKYMEHTa, yKa3blBalOLWIMIN Ha cOrmacue unm Hecornacve AOMKHOCTHOrO nuua € ero cogepxaHvem. Buson

OCbOpMﬂﬂeTCﬂ BHYTpEeHHee cornacoBaHne OOKyMeHTa. Busa BknoyaeT JOMKHOCTb nuvua, BU3NpyKLEero AOKyMeHT, nognucb, pacmmcprBKy
noanucu (VIHVILI,VIaJ'IbI, (baMVIJ'IVIIO) n gaTty Bu3npoBaHuA, HanpuMmep:

HayaJjlbHUK OPUOUMYECKOI'O OTOesIa
Hognmuce n.O.oammams
Hara

Mpun Hannunn 3amevaHnn, 0CObbIX MHEHWIA, AOMOMHEHWUIA K NPOEKTY OOKYMEeHTa BU3y odopmnsoT cnegyoowmm 06pa30M, HanpumMep:

BameuaHnsa npwiaranTcsa

HavaslpHMK OPpUOIMYECKOI'O OTHeJsia
IHomgmnmce n.O.damumsa
IlaTa

3ameyaHusi, ocobble MHEHWsl, [OMOMHEHNUsI OPOPMAAITCS Ha OTAENBLHOM NUCTE, MOAMUCHIBAIOTCS, AATUPYIOTCS U MpunaralTcs K
NPOEKTY AOKYMeHTa.

Bo3amoxHo Oq)OpMJ'IeHVIe BU3 JOKYMEHTa Ha OTAeSIbHOM JIUCTE CornacoBaHuA.
I'Ipm HeobXoAMMOCTU MOXET NPUMEHATLCA NONIMCTHOE BU3NPOBaHUE JOKYMEHTa 1 ero I'IpVII'IO)KeHI/IVI.
Ecnu npouecce B1U3MpoBaHUA B NPOEKT JOKYMEHTa BHOCATCA CyLleCTBEHHbIE N3MEHEHUA, OH NOoANIEXXUT NOBTOPHOMY BU3UPOBAHUIO.

B OOKYyMeHTax, NOAJIMHHUKN KOTOPbIX XPaHATCA B opraHn3aunmn, BU3bl NPOCTaBNAKT Ha nocneaHem nMcte AOoKyMeHTa nod nognuchblo, Ha
o6op0Te nocnegHero nucTa NoANMMHHUKA OOKYMEHTa UM Ha NTUCTe cornacoBaHusd, npunaraeMmom K OKYMEHTY.

B nexopsawmx HOOKYMEHTaXx BM3bl NPOCTaBNAKTCA Ha 3K3eMnidaApax AOKYMEHTOB, NoMeLlaeMbiX B Aeno.



Mpu npoxoxaeHun aokymeHTa B C3[, cornacoBaHve NPOBOAMTCS B 3NEKTPOHHON dhopme.

O6 opraHu3auum npoueaypbl COrMacoBaHWsi NMPOEKTOB OOKYMEHTOB (BHELUHEro, BHYTPEHHEro), aTanax M Cpokax COrfacoBaHWUsi CM.
pasgen 3.

19 - noanuck - saBnsieTcs obsizaTenbHbIM PEKBU3UTOM [OKYMeHTa. B coctaB pekBuanTa "nognuck” BXOASAT: HAMMEHOBAHUE OOMKHOCTU
nuua, noanucasLLero AOKYMEHT, NMYHasi Noanvch, paclundpoBka noanucy (MHuumarnsl, amunus).

Ecnun gokyMeHT ohopMIeH He Ha BriaHke, B HaMeHOBaHUe AOIHKHOCTY BKITOUYAETCS HAMMEHOBaHME OpraHn3aLmnmy, HanpuMep:

InperkTop JenapramMeHTa OOpa30BaHMA alMUHUCTPALUA
ropona xHO-CaxajmHCKAa JIMYHAaA HONINUCH U.0O.aMuiins

Mpu odpopmneHnn JokymeHTa Ha BraHke opraHM3auun HarMeHoBaHWe OpraHN3aLmnn He yKasbiBaeTcs, Hanpumep:
lnperkTop JlenapraMeHTAa JIMYHAasA HNOONUCH n.0.Pammiinsg
Mpu opopmneHnn gokymeHTa Ha BnaHke AOMKHOCTHOrO NLa AOSKHOCTL 3TOro N1La B NOANMCHK He yKasbiBaeTCs, Hanpumep:

JIMYHasa HNOANUCE
u.0O.ammmsa
Mpn nognMcaHMM OOKYMEHTa HECKOMbKMMU OOMMKHOCTHBIMM NULAMK, 3aHUMAlOLWMMKM pasHOe MOMOXKEHWe, MX MOANUCK pacrionaraioT
OOHY noA Apyrov B MocrefoBaTeribHOCTW, COOTBETCTBYIOLIEN cTaTycy AormkHocTen. lMognucn MoryT oTaensTecs ogHa oT apyrom 1,5 - 2
MEXCTPOYHBLIMU MUHTEPBANamm, Hanpumep:

IupexkTop IenapraMeHTAa
obpasoBaHMUS JIMYHasA HOLIINCE n.0. dammiimnsg

I'7maBHED! Oyxrajrep JIMYHAasA IOOIMUCH M. 0. dammima

anI noanncaHnm OKyMeHTa HeCKONbKUMU NULaMn paBHbIX [OOMKHOCTEN MX NOANNCH pacnonaratoTcs Ha 04HOM ypOBHe, Hanpumep:

JnpexkTop JmpexkTop
JlenapramMeHTa 0Opal’30BaHUSI JlenapraMeHTa 3OpaBOOXPAaHEHNUA
JIMyHasga NOANUCH n.O.oammiIms JIMyHasa NOANVCE n.O.ammiIms

B AOKYMeHTaXx, NoAroToBneHHbIX KOMUCCHeNn, B moanucu YKa3blBaeTCA CTaTyC nuua B COCTaBe KOMUCCUN, Hanpumep:

[lpencengarTeslsb KOMUCCUN JIMYHAasA HOAMINCE U.0O.aMuinsa
YJIeHE KOMMCCHUM JIMYHaA [NOAINCE n.O. dammimsa

JIMYHasA I[HOOINUCE
n.O.daMmiimsa

Mognucu uneHoB KoMUccUmn pacnonararTca B aﬂq)aBVITHOM nopsaake no q)aMI/IﬂI/IVI.

Mpy nognucaHWu AOKYMEHTa IMLOM, MCMOSHAWMM 00sS3aHHOCTY PYKOBOAUTENS, MOAMUCH OOPMIISIETC C yKalaHueM craTyca
[OOIMKHOCTHOTO NI B COOTBETCTBUM C PacropsikeHnem (npukasom), Hanpumep:

HWcnonHswoumii 0653aHHOCTHI
M3pa ropona IIOOIIMUCE
n.O.oammimsa

He ponyckaeTcsi nognucbiBaTb AOKYMEHTbI C Npeasiorom "3a" unu npocTaBneHnemM KOCOoN YepTbl Nepea HaMeHOBaHMEM AOIDKHOCTH.

OpHVM 13 cnocoboB MOAMUCAHWUSA OOKYMEHTa SIBNSETCA WCMonb3oBaHWe dakcumune Kak aHanora cobcTBeHHOpyyHoOW nopnucu. B
cooTBeTCTBUM cO cTaTtben 160 MpaxgaHckoro kogekca Poccuiickon ®epgepaumm ncnonb3oBaHne dhakCMMUIBLHOIO BOCIPOM3BEAEHNS NOANUCH C
MOMOLLIbI0 CPEACTB MEXaHW4eCKOro MMM WHOTO KOMMPOBAaHWSA [OMYyCKaeTcA B CyvasxX WM B MOPsSAKe, NpefyCMOTPEHHbIX 3aKOHOM, WHBLIMU
NpaBOBbLIMM aKTaMW UMK COrnalLeHnem CTOPOH.

Mopnuck oTaensieTcs oT nocrnegHew CTPOKU TekcTa nHTepsanom 36 nt (1,27 cm).

HavmeHoBaHWe OOMKHOCTM NuUua, NoANUCaBLUEro AOKYMEHT, NevataeTcsi OT JIEBOW rpaHuLibl TEKCTOBOTO Mossi Yepe3 1 MEeXCTPOYHbIi
WHTepBarn, [OMNyckaeTcs LeHTPpUMpoBaTb HaWMeHOBaHWE [OSHKHOCTU OTHOCUTENbHO CaMOW AfIMHHOM CTpoku. PaclumncdpoBka nognucu
pacrionaraeTca Ha ypoBHe nocrnegHeln CTpokM HanMeHOBaHUS OOMHKHOCTM 6e3 npobena mexay uHuumanamu u bamunueit. MocnegHss Gykea B
pacLuMpoBKe NoANUCH OFrpaHUYMBAETCS NpaBbiM MONeM.

BamecTuTes b HadaJIbHUMKA
obmero orTmesia JIMYHAss  [OOANNCE
n.O.ammiims



20 - neyatb - 3aBepsieT MOASIMHHOCTb MOAMUCU OOMMKHOCTHOMO NULA Ha JOKYMEHTax, yAOCTOBEpSIWMUX npaBa nuu, UKCUMPYOLLMX
hakTbl, CBsi3aHHble C (PUHAHCOBBLIMM CPEACTBaMU, @ TakkKe Ha WHbIX OOKYMeHTax, nMpegycmaTpuBaloliMX 3aBepeHue nognucy neyarbio B
COOTBETCTBUM C 3aKOHOoAaTenbcTBoM Poccuiickon degepaumm.

MeyaTb NpocTaBnsieTcs, He 3axBaTbiBas MMYHON NOANMCY NKLA, NOANMCABLLENO AOKYMEHT, Unn B MecTe, 0603HayeHHOM oTmeTkon "MIT"
("MecTo nevatun").

21 - oTmeTka 06 UCMONHUTENE - HeobxoauMa Ansi OnepaTUBHOM CBA3W agpecaTta C COCTaBUTENEM [JOKYMEHTa B Cryyae BO3HWKLUMX
BOMPOCOB.

OTtmeTka 06 ucnonHutene AOKyMeHTa NPOCTaBNSETCA B TEBOM HUXKHEM Yriy NULEBOW (Mpu OTCYTCTBUM MecTa - Ha 0BOPOTHOIN CTOPOHE)
CTOPOHbI NocrnegHero nucta AokymeHTa. OTMeTka BKMoYaeT amunuio, UMsi, OTYECTBO UCMOMHUTENS U HOMep ero TenedoHa, ¢ ykasaHuem
nobaso4Horo Homepa (npy Hanuumm) (6e3 Byksbl "T" 1 Npo6enos 1N Aedrncos Mexay uvdpamm Homepa), Hanpumep:

lNempoes NeaH NeaHosu4

744567

Mpw oTnpaBke JOKYMEHTOB B APYrovi ropog credyeTt AOMOMHATL HoOMep TenedoHa MexayropoAHbIM KOAoM, Hanpumep: (4242) 744567.
OTtmeTka 06 UCMoNHUTENe MOXeT AOMNOMNHATLCS HAaMMEHOBaHWEM A0IMKHOCTK, [oapasaeneHunst  aNeKTPOHHBIM aapecoM UCMONMHUTENS.
OTtmeTka 06 ncnonHuTene MoxeT oPOPMASTLCA KaK HDKHUIA KOMOHTUTYN M NevaTaTbCs LUPNGTOM MEHbLLEro pasmepa.

22 - oTMeTKa O 3aBepeHuu Konuu - odPOpMIISiETCs AN NOATBEPXAEHUS COOTBETCTBUS KOMUWM AOKYMEHTa (BbIMUCKM M3 OOKYMEHTa)
NOANMHHUKY AOoKyMeHTa. OTMeTKa O 3aBepeHun KOMnn NpocTaBnsaeTcst Ha cBOGOAHOM OT TEeKCTa MecTe Mnm, Npu OTCYTCTBUM CBOBOAHOro MecTa
Ha N1LEeBOW CTOPOHE OOKYMeEHTa, Ha 0b6opoTe JOKYMEHTa U BKIOYAET: crnoBo "BepHo"; HauMeHoBaHWE OOMKHOCTU NLA, 3aBEPUBLLENO KOMMIO;
ero cCobCTBEHHOPYYHYIO NOAMUCH; pacumndpoBKy Noanucy (MHMUmansl, aMunuio); Aaty 3aBepeHus Konuu, Hanpymep:

BepHO
IJIaBHEDI CHEMaMcT obmero orTgesia JIMyHass MnoAOnncCh n.O.ammams
26.10.2016

Ecnu konus BbigaeTcs B Apyryto opraHu3aumto, OTMETKa O 3aBEPEHMU KOMWUU OOMONHAETCS HAAMMChIO O MECTE XPaHEHWs! OKYMEHTa, C
KOTOporo Gbinia n3roToeneHa konusi, Hanpuvep: MNodnuHHUK 0oKymeHma Haxodumcsi 8 adMuHUcmpayuu 2opoda FoxHo-CaxarnuHcka, 8 denie N 5
3a 2015 200 v 3aBepsieTcs NeYaTbio opraHn3auumn.

[na npegocTaBneHnst OTMETKU O 3aBEPEHUN KOMUU MOXKET UCMOSb30BaThCS LTaM.
AgmuHucTpauus, MNogpasaeneHyst MOryT 3aBepsiTb KOMWMU TONbKO U34aBaeMbIX MU JOKYMEHTOB.

Ha konmsax MHOrocTpaHWYHbIX OOKYMEHTOB OTMEeTKa O 3aBepeHUU KOMUU NPOCTaBNAETCA Ha KaXaoM JncTe OOKYMeHTa WUnnM Ha
nocnegHem nucTe NPownToro Unn CcKpensmeHHoro NHbiM 06pa30M OOKyMeHTa. 3anncb 0 MecTe HaxOXAeHWs NOANMHHMKA NpPOCTaBNAEeTCA TONbKO
Ha nocnegHem nucTe JOKyMeHTa.

Ecnn pokymeHT (monoxeHue, yctas) TpebyeTca copolutopoBaTh (Ans npeacTtaBneHns B HaHKOBCKME yupexaeHus, cyaebHble opraHbl,
ANA HoTapuasnbHbIX CAEMOK), TO Ha NeBOM Mone [OKyMeHTa AenaeTcsa Tpu Npokomna, Yepe3 KOTopble NponyckaeTcs HWUTb. KOHUbI HWUTK
BbIBOAATCS HA 0DOPOTHYIO CTOPOHY MOCNEAHEro NUcTa AOKYMEHTa TaK, YToBbl Ha HUX MOXHO ObINo HaknewTb NUCT Bymarn ¢ 3aBepuTeribHON
Hagnucbto. JINCTbl MHOTOCTPaHMYHBIX KOMUWA (BBIMMCOK M3 AOKYMEHTa) HYMEepylTCs, OTMETKa O 3aBEePeHMM KOMuW [OMONHAETCS yKa3aHuem
KOMM4yecTBa NIMCTOB KOMNWUK (BbINUCKN U3 AOKYMEHTA), Hanpumvep:

[IpomHypOBaHO M HOPOHYMEPOBAHO

6 (mecrrn) JIMCTOB

BepHO

HavanpHMK o6mero orneja aIMUHUCTPAalui
ropona lxHO-CaxaslmHCKa

JIMyHasa MNOAINUCH u.O.oammams
Hara

Moanuck 3aBepsieTca nevaTbio, MPY 3TOM OTTUCK NevaTn AOSMKEH 3axBaTbiBaTb NOANMUCSH, NOCTaBNEeHHY0 Ha HaKNneeHHoOM nucTe 6ymarM,
W INACT, Ha KOTOprVI OH HakKrneeH.

23 - oTMeTKa o NOCTYyNNeHNnN OOKYMEHTa - CNYXUT ONA noaTBepXaeHua akTa NOCTynneHna OOKyMeHTa B opraHu3auuto 1 BKIKOHaeT
AaTty nocrtynneHua u BXOAALLMIA peFMCTpaLl,I/IOHHbIVI HOMep OOKyMeHTa. |_|pI/I HeobXxoAMMOCTN OTMETKa O NOCTYyNJIEHUN MOXET OOMNOJSIHATbCA
YyKasaHnemM BpeMeHU NOoCTynfieHna B Hacax U MUHyTax u crnocoba JocTaBku.

OTmeTKa 0 NOCTynNeHnn JOKYyMEeHTa MOXET NPOCTaBATbLCA C NOMOLLbIO WTamMna.
[aHHbIN pekBuanT ob6si3aTeneH Ans BXOAALLMX AOKYMEHTOB, nognexallimx permcrtpauun.

24 - pesoniouusi - PeKBU3NT, COAepPXaLUMin yKa3aHns OOMMKHOCTHOIO nvua Nno UCMOMHEeHWI0 AokyMeHTa. Pesontouns odopmnsetcsa Ha
cBobogHOM MecTe paboyero nons AOKyMeHTa, Ha GriaHke pe3ontouum nn BHOCUTCS HenocpeacTseHHo B CO[.

Pesontounsa BkntovaeT: amunuio, MHULManNsl UCNONHUTENs (MCMOMHWUTENen), nopyvyeHue no AOKYMEHTY, CPOK MCMOMHeHus (npu
Heo6xoAMMOoCTH), NOANWCH NNLIA, BbIHECLLETO PE30NioLMio, AaTy Pes3onioLmn, Hanpumep:



BaHOBYy A.A.
I[Ipomy HNOATOTOBMUTE IIPOEKT
JoroBopa
x 05.12.2018
JIMyHasa MNONONNUCh JlaTa

B cnydadax, Korga nopydyeHue gaetca gBym U HeCKOJSIbKUM nuam, paBHbIM NO AOIMKHOCTU, OCHOBHbIM UCMONHUTENEM ABndaeTca nmuo,
YKasaHHOoe B Nopy4eHun nepsebiM. EMy npenocTaBndaeTCcd npaBo Co3biBa COUCMONHUTENEN K KoopaAuHauum nx paﬁOTbI.

B cny4ae Heo6xoaMMOCTN NOArOTOBKN OTBETA:

- pesonouus "Ona oteBeTa" ykasbiBaeT Ha HeobXxOAMMOCTb MOAFOTOBKM W OTMNpPaBKM OTBETa KOPPEeCrnoHAeHTam HenocpeacTBEHHO
ncnonnuTenewm;

- pesonouusa "[na noarotoBkM oTBeTa" onpegensieT HeobxoAMMOCTb MOArOTOBKWM MpoekTa OTBETa W HampaBfeHus ero B agpec
[OMKHOCTHOTO NnLLa, NOAMMCABLUETO PE30SIOLMIO.

lMpn nogroToBke NPOEKTOB pe3ontoumin No ncnonHeHuto MNpotokonos u lMNepeyvHer nopyyeHun pesonoumio "Ons UCNONHEHUsI B YacTu
KacaroLlenca" He NPUMEHNATb.

Mpu BeaeHnM aneKkTpOHHOIo A0KyMeHTOo06opoTa pe3ontounsi popmmnpyeTtcsa pykosoauTenem B COL.

25 - oTMeTKa O KOHTpOJIe - CBUAETENBCTBYET O NOCTAHOBKE [JOKYMEHTa Ha KOHTPOIb, MpocTaBnsieTcs wramnom "KoHTponb" Ha BepXHEM
nore AokymeHTa, oTmeTkon B CO[.

OCbOpMJ'IﬂeTCﬂ Ha BCeX JOKYMeHTax, nognexawinx KOHTpOosk, C yKkasaHnemM Cpoka UCNOSTHEHUA.

26 - OTMEeTKa O HanpaBlieHUV OOKyMeHTa B [erno - onpenernsieT MecTo XpaHeHusi JOKYMEHTa Mocre 3aBeplueHus paboTbl C HUM U
BKNtoYaeT: cnosa "B geno", uHOekc dena no HOMeHKnaType [fef, B KOTOpoe MOMELLaeTcsl OOKYMEHT Ha XpaHeHue, C ykasaHwem roaa,
[OOIHKHOCTM NnLa, 0OPMUBLLETO OTMETKY, MOAMNUCH, AaTbl, HAaNpUMep:

B gesio N 01-18 3a 2016 1.
TJVIABHE! CHEIMAJIUCT
KaHLEJIIPpUA
IHognuce Hara

Mpw 3NeKTpoOHHOM JOKYMEHTO060pOoTE OTMETKa 06 MCNONMHEHUN AOKYMEHTA U HanpaeneHuu ero B Aeno crtasutca B CO[.
OTmeTka 0 HanpaBreHUN JOKYMEHTa B Aeflo MOXET AOMNOMHATLCS KpaTKUMU CBEAEHWUSIMU O XapaKTepe UCMONHEHUSI JOKYMEHTa.

B cnyvae ecnu oTBeT gaetcs He Ha BCe MNOCTaBfIeHHblEe BOMPOCHI, JOKYMEHT OCTAaeTcs Ha KOoHTpone. [laHHbi OTBET sBnsetcs
NPOMEXYTOYHbIM, O YEM AenaeTcs CooTBeTCTBYowWasn oTmeTka B CO/.

27 - oTMeTka 06 3MeKTPOHHOW NoAnuCK - UCMONb3yeTcs ANA BU3yanu3auun 3MEeKTPOHHOW MOAMWCK nonyyaTtenem AOKyMeHTa npu
06MeHe 3MEKTPOHHBLIMW [OKYMEHTaMM, MOAMUCAHHBIMU YCUIIEHHOW KBanMULMPOBAHHOMN 3N1EKTPOHHOI NOANMCHIO.

B cootBeTcTBMM C 3akoHopaTensctBoM Poccuiickon Pepepaummn oTMeTka 06 91eKTPOHHOW Noagnucy hopMUpyeTcs 1 BUsyanuavpyeTcs
nporpaMMHbIMu cpegcTBamu. OTMeTka 06 3MeKTPOHHOW noanucy BkhoyaeT dpasy "[OoKyMEHT nopnucaH SNeKTPOHHOW Moanucbrl”, Homep
cepTudmKaTa Knova SNEKTPOHHOW noanucy, amunuio, MMSA, OTYECTBO Bnagenbua cepTudukara, Cpok AencTBus cepTudpukata knoya
3MEeKTPOHHON NOANMUCK, Hanpumep:

HauasbHUK
.M.V IBAHOB

JTOKYMEHT IIOOIIMCAH |
SJIEKTPOHHOM MOIINCHIO |
Ceprupmxar 1alllaaa000000001 |
Brnapernen VBanHoOB lVBaH VBaHOBUY
HOemcreuresed ¢ 01.12.2015 no 01.12.2020|

3. 10AroToBKA U O®OPMIIEHUE OTAENbHbLIX BUOOB OOKYMEHTOB
Mpy oOpMNEHUM MyHMLUMNAMNbHBIX NPABOBLIX aKTOB, BHOCUMbIX Ha paccMoTpeHve B Fopoackyto Oymy ropoga HOxHo-CaxanuHcka,
MOCTaHOBINEHUI U PACcMOPSHKEHWI aAMUHUCTPALMU FOPOAa, PacropsiKeHUI NEPBbLIX BULIE-M3POB, BULE-M3POB ropofa, ynpasnsioLwero aenamu,
cnyxeBHbIX NCeM 1 Apyrux ocuLmarnbHbIX 4OKYMEHTOB, HEOGX0AMMO cobniofaTh crnedytolme TpeboBaHus:

- He OonyCKaeTcqa BHeceHue M3MEHEHWIN B NOAMNUCaHHbIV OOKYMEHT, a Takke B cornacoBaHHbIN NPOEKT AOKYMEHTa.

Ecnun pencrteue npeagnonaraet KOHKPETHOro WCNOJTHUTENA, COOTBeTCTByIOIJ.I,VIﬁ NYHKT OOKyMeHTa OO/MKeH Ha4dyuMHaTbCA C YKasaHusA
AOIMKHOCTU UCMONHUTENA B AaTelNlbHOM nagexe un CbaMI/IJ'II/IVI, MNMeHU, oT4eCTBa B UMEHUTENTbHOM Nnagexe, Hanpumep:



HayvanbHuKy op2aHu3ayuoHHo2o omdena (®.1.0.) cchopmuposams rnaH pabomei...

B kayecTBe ucnonHutene MoryT BbiTb yKadaHbl yupexaeHust (opraHusaummn) unu MNoapasgeneHus, Hanpumep:

Henapmamenmy apxumekmypbl (©.1.0.) nposecmu ny6uyHble criywaHusi rno eornpocy...;

- ecnv 3agaHve BblJaeTcs rpynne nuy (komuccuu, paboder rpynne v T.4.), OHO BCeraa aapecyeTcsl KOHKPETHOMY nuuy - NpeaceaaTento
Komwuceuu, pykoBoguTento paboyert rpynnbl 1 T.n. OTO NogyepKMBaeT NepcoHanbHy0 OTBETCTBEHHOCTb PYKOBOAUTENS 3@ paboTy NOAYMHEHHbIX

W He JornyckaeT HeoAHO3HaYHON TPAKTOBKM agpecaTta 3afjaHus;

- 0O MpeAcTaBreHusl Ha NOANWCH UCMONHUTENMb MPoBepsieT NPaBUITbHOCTb O(OPMIEHUs AOKYMEHTOB, MpaBWiIbHOCTb afpecoBaHuA,
Hanuyne HeobXOoAUMBIX BU3, I'IpVIJ'IO)KeHVIIZ, npu HeobxogumocTn - CNpaBoK, MNOACHUTENbHbIX 3arnncokK, pas3bACHAKLWUX coaepXaHue
noaroToBf1€HHbIX AOKYMEHTOB, CNUCKa PacCCbIJIKK;

- TEKCT usnaraetcqa NnpoCTbiM, AOCTYNHbIM A3bIKOM;
- He onyCKaeTCcA NCnonb3oBaHMe COKpaLleHHbIX, HeoduLManbHbIX HAMMEHOBaHWUI;

- Has3BaHWS CTPYKTYpPHbIX NoppasfeneHuii annapata AOMUHMACTpaumu, oTpacneBbiX ((yHKUMOHAaNbHbIX) OpraHoB AAMUHMCTpaLMu
cnepyet nucaTtb C NPONUCHOW BYKBbI, Ha3BaHMe OTAENOB, HAXOAALLUMXCS B X COCTaBe CO CTPOYHOW ByKBbI;

- n3beratb MCNOMb3OBaHWE apXxauyHblX TEPMUHOB M 060pOTOB ("NOMMEHOBaHHbLIN"
cocTaensaetca” unu "Hanpaensetcs”, a He "nuweTcs" unm "noceinaetca”);

3aMeHUTb Ha "ykasaHHbIn"; "cnyxebHoe nucbMo

- MCNONb30BaTh TONBKO OBLLENPUHATLIE COKpaLLEeHUs (MPOCH. - MPOCMEKT, M - METP, K - KUIIOrpamMM, MUH. - MUHYTa);

- B 0603Ha4YeHUn HoMepa Aoma C NUTEPOI UCNonb3oBaTb CTPOUHYO ByKBY psSiAOM ¢ Uudpoid, Hanpumep, "a. 48a";

- B HanNWCaHWN KOMMYECTBEHHbIX W MOPSAAKOBbIX YACIUTENMbHLIX UCXOAUTE M3 TOTO, YTO KONMWYECTBEHHbIe YMCIuTEnbHble He TpebyloT
HapallleHus1 (kaTeropuyeckn HenpaBuIbHO nNucatb "He Gonee 5-Tn", fomkHO GbITb HanucaHo: "He Gonee 5" unu "He Gonee natu"). U, HanpoTus,

nagexHoe OkoHYaHuMe B NopAaKOBbIX YACTTUTENbHbIX, 0603HaYEHHbIX apa6<:K|/|M|/| LWICbpaMVI, OOIMKHO NPUCYTCTBOBATb:

- B BUAe ofHOGYKBEHHOrO, B Criyyae ecnv nocrnegHel 6ykBe YMCnNUTENBHOIO NpeaLwwecTByeT rnacHbIn 3ByK: "5-1" (HenpaBunbHO "5-bii"),
"5-e" (HenpaBunbHo "5-0e"), "5-x" (HenpaBuNbHO "5-bIX");

- B Buae OByxOyKBEHHOrO, B crly4ae ecnu nocnefHen GykBe YACNUTENBHOIO NPEeALIecTBYeT cornacHbli 3Byk: "5-ro" (HenpaBunbHo "5-
oro"), "5-my" (HenpasunbHO "5-omy"), "30-mMun" (HenpasunbHO "30-biIMK");

- MONMHOCTbIO NULWYTCA HAaUMEHOBaHUA HaCeNeHHbIX MYHKTOB;

- He ynoTpebnsoTCH COKpalleHHble HavMeHOBaHWsS [OSKHOCTEN. [TONMHOCTBIO MULWYTCS CroBa: 3amecTuTenb, npeacepartenb,
reHeparbHbI AUPEKTOP, HaYarbHUK, 3aBe4yHOLUIA U UHbIE CMOBA;

- He [onycKaeTca MCMonb30oBaHVe COKPaLLeHHOro HavMeHOBaHUA opraHa BrnacTtu, oagpasgeneHus, yupexaeHus (opraHusaumum), ecnm
3TO cneumnanbHO He OroBOpeHo B TekcTe. Hanpumep: otgen xxunuwHon pedopMbl [lenaptaMmeHTa XUnuLHon NonuTukM agMmnHucTpauum ropoga
lOxHo-CaxanvHcka (aanee - otTaen XunuLHon pedopmel);

- He IoNyCKaeTcs NpU HanMcaHnn UHULMANoB 1 hamMunum oTpbIBaTh MHULMAMbI OT hamMmnum, pasMeLlas Ux Ha pasHbiX CTPOKax;
- He JonyckaeTcs oTpbiBaTh 3HaK "N" OT camoro HoMepa, HanncaHHoro Ludpamu, pasMeLLast X Ha pasHbIX CTPOKax;

- HeJoMyCcTUMO OTAeneHne (pasHeceHne Ha pasHble CTPOKM) AaThbl MM roga ot cnos "rog”, "r." wnm "re." v gp.;

- He JoMycKatloTCs pa3pbiBbl B HA3BAHUSIX NPeanpuUATUA Npy nepexoae Ha HoBYto CTpoky (Hanpumep, OO0 "Ctapctpon).

3.1. NpoekTbl peweHuit Mopoackon Aymbl ropoaa kKOxHo-CaxanuHcka

3.1.1. Topoackas [yma ropoga lOxHo-CaxanvMHcka Mo BOMpocaM CBOEro BeAeHWs MPUHMMAaeT peLleHWs - MpPaBOBble akThl
HOPMaTVBHOIO 1 MHOTO XapakTepa.

3.1.2. lNpn noaroToBKE NPOEKTOB peLleHn Heobxogumo pykoBoacTBoBaTbCA Permamentom [opopckon [ymbl n TexHudeckum
pernameHToM lopoackor [lyMbl N0 ohopMIeHUIo MPOEKTOB peLueHun Fopoackon [Jymel.

3.1.3. MNpoekTbl pewennn Mopoackon Aymel ropopa lOxHo-CaxanvHcka (ganee - NMpoeKTbl pelleHnin) Ans paccMoTpeHus opoackon
Hymoi ropoga tOxHo-CaxanuHcka (panee - lopoackas [lyma) Ha ovyepeaHOM 3acedaHun AOmkHbl ObiTb NpeacTasneHbl B fopoackyto [ymy He
nosgHee Yem 3a 20 paboymx AHen Ao AaTbl NPOBeAeHUst odepeaHoro 3aceaaHus. VcknioveHre cocTaBnsoT akTbl MPOKYPOPCKOro pearmpoBaHust
Ha peleHusa [opoackon [ymbl, NMPOEKTbl PELleHWn O BHECEHUW U3MEHEHWI B pelueHue O GloKeTe, YTOYHEeHUS (MOMpaBku) K yKasaHHbIM
npoekTam, NPOeKTbl PELLUEHN O JOCPOYHOM MpeKpaLLeHUn NonHomMounin aenytata fopogckon [ymbl 1 MPOEKTbl peLleHunii, yKadaHHble B 4acTu
12 ctatbun 17 PernamenTta lNopoackon dymbi.

3.1.4. Ha ctagun pa3paboTkv NpoeKTbl pelleHnit noanexar obssatensHOMy cornacoBaHuio ¢ [paBoBbIM AenapTameHTOM annapaTa
agMuHucTpaumm ropoga HOxHo-CaxanuHcka (ganee - NpaBoBol AenapTaMeHT), BULIe-M3poM Nnbo ynpasnsowmuM genaMm B COOTBETCTBUN C
pacnpegeneHnem oba3aHHOCTEN.

OuepeHOCTb NPOXOXAEHNS COrNacoBaHUsi NPOEKTOB PELLEHIA:

- pykoBoauTesnb MoppasgeneHuns, BHeCLLEro NpoekxT;

- 3aVHTepecoBaHHble MoapasaeneHus, opraHnsauum;



- MpaBoBoVi AenapTamMeHT;

- MepBbli BULUE-M3p, BULUE-MIP, YNpaBnsoWMN Jdenamu, pykosogawmi (kypupytowmn) [logpasgeneHvem B COOTBETCTBMM C
pacnpegeneHnem obs3aHHOCTEN.

3.1.5. CornacoBaHve odopmMmnseTcs B CnpaBke COrnacoBaHUs YCTaHOBMEHHOW (OpMbl NyTeM BU3MPOBAHUSA C YykasaHWeM AaTbl,
WHUUManoB, hamunum n NpocTaBneHnem NOANVMCU BUSUPYIOLLETO.

3.1.6. Cpok, B Te4eHMe KOTOpPOro MPOeKT peLleHUss MOXET HaXOAMTbCA Ha COrmacoBaHWM y MEpPBOro BULe-M3pa ropoga, BuLe-M3IpoB
ropoaa, ynpasnsiowero fenamv nubo B MNoapasgeneHnsax agMUHUCTPaLNM U HBIX OpraHn3aumnsx, He JOMMKeH npesbiwaTtb 3 pabounx AHen, 3a
nckntodeHnem NpaBoBoOro AenapTameHTa, NPOBOASALLEro MPaBOBYIO M aHTUKOPPYMNLIMOHHYIO 9KCNepTM3Y NMPOEKTOB PeLLUeHN.

MonoxeHus u Mopsagku, perynupytoLime NpUHSATAE pacXofHbIX 0683aTenbCTB, HAXOAATCS Ha cornacoBaHumu B [lenaptameHTe ouHaHCOB
agmuHucTpaumm ropoga HOxHo-CaxanuHeka (ganee - [lenaptameHT dovHaHcoB) He Bonee 5 paboynx gHen.

3.1.7. MNpn Hanuumnm pasHornacun (3aMmeyaHnin) No NPOeKTy pelleHus pa3paboryuvkom (pykoBoauTenem [logpasgeneHns) NpoBOAMTCA
obcyxaeHne ¢ 3aMHTepecoBaHHbIMU CTOPOHaMU C LieNbio MPUHATUA B3avMOMNpuemMnemMoro pelleHns. B cnyyae, ecnv oHo He GyaeTt HaiaeHo, To
HeyperynupoBaHHble pasHOrmacusi paccMaTpuBaloTCsl MEPBbIM  BULE-MIPOM, BULIE-MIPOM, YNpaensiowmyM JenaMu B COOTBETCTBUM C
pacnpefeneHvem 06sa3aHHOCTEN, KOTOPbIN NMPUHMMAET peLLUeHne No AaHHOMY MPOEKTY peLUeHus.

anI CHATUN pa3HOFJ'IaCVIl7I B CrpaBKe cornacoBaHnA genaeTcd OTMEeTKa O CHATUU 3amMedaHuin OOMKHOCTHbLIM NNLIOM, Y KOTOPOro OHu
Obinu, ¢ oba3aTenbHbBIM HaNMMCaAHWEM CIOB "3aMeyaHust CHATbLI", YKasaHnem fatbl, NpocTaBneHnemM noganuncu.

3amevaHusi B 3TOM Cryyae He npuknagbiBaroTCcA.

3.1.8. MNpaBoBoW AenapTamMeHT NPOBOAWT NPaBOBYID W aHTUKOPPYMLMOHHYIO 3KCMNEpPTM3y MPOEKTOB pelleHuit B TedeHve 10 (mecstn)
paboumx OHEN C MOMEHTa UX MOCTYnneHust B AenaptameHT. CpoK COrmacoBaHWsi MpoeKkTa pPeLlleHusi 0 BHECEHWM U3MeHeHun B [NpaBuna
3eMIenonb30BaHUs U 3aCTPOVKM Ha Tepputopumn ropoackoro okpyra "lfopog KOxHo-CaxanuHck" He 6onee 5 pabounx gHen.

YKa3aHHbIi CPOK MOXET ObITb COKpalleH HadanbHUKoM [paBoBOro AenapTaMeHTa Mo MOTMBMPOBaHHOMY XOAaTalCTBY PyKOBOAUTENS
MoapasneneHus, BHECLLETO NPOEKT pPeLleHus.

B uckniounTenbHbIX CryYasx Npy HanMuum CyLLeCTBEHHbLIX OCHOBaHUI, a TaKKe, eCNU NMPOEKT peLleHust TpedyeT rnyBoKoro nsyyeHus, no
MOTMBUPOBaAHHOMY XOAATaNCTBY, CPOK MOXET ObITb NPOATIEH, HO He Bonee YeM Ha 5 pabounx aHei.

PesynbraTbl aHTUKOPPYNLUMOHHOW 3KCMEPTU3bl NMPOEKTa PELUEHUs] OTPaxaloTCs B 3akntoyeHun MpaBoBoro AenapTaMeHTa no AaHHOMY
NPOEKTY.

Mpy OTCYTCTBUMM B MPOEKTE PELLEHUs] KOPPYNUMOreHHbIX (hakTOpOB MPOEKT cornmacoBbiBaeTcsi MMpaBoBbIM [AenapTaMEHTOM NyTem
3aBEepPEeHNs Kaxaoro nvucTa nepBoro ak3emnnspa (NoannHHWK) Ha obopoTHONM CTopoHe wTamnom [paBoBoro genapTameHTa "cornacoBaHo" ¢
npocTaBrieHneM Aatbl, MOANUCY U pacLLnpPOBKY NOANUCH AOMKHOCTHOIO Nnua.

KoppynumoreHHble hakTopbl, BbISBIEHHbIE NPV MPOBEAEHUN aHTUKOPPYMUMOHHOW 3KCMEepTU3bl MPOEKTa PeLUeHUsi, YCTPaHsATCA
Moppaspenenusamy, AenAOWMMACA ero paspaboTtynmkamu, Ha cTagum [opaboTkM COOTBETCTBYIOLUMX MPOEKTOB peLueHui, nocrne 4Yero
nopaboTaHHbI NPOEKT HamnpaBIsieTCsl Ha MOBTOPHOE paccMOTpeHue B [1paBoBol AenapTaMeHT.

B cnyyae Hecornacus paspaboTtuvka ¢ pesynbraTaMmu aHTUKOPPYMLUMOHHON 3KCMepTusbl, nposedeHHON [paBoBbIM AenapTaMeHToM,
CBUAETENLCTBYOLWMMU O HanMU4MM B MPOEKTe [OKYMEHTa MOMOXEHUN, CMOCOOCTBYIOLMX CO3AAHUI0 YCROBUIA AN MPOSIBIIEHUST KOPPYNuuu,
pa3paboTunk npoekTa B TeyeHue 5 paboumx AHel npeacTtasnsieT B NpaBoBoW AenapTaMeHT MOTMBUPOBaHHble Bo3paxeHus. MNpu Hanuuum
BO3paxkeHWi MpaBoBo AenapTamMeHT NPOBOAUT MOBTOPHYK aHTUKOPPYMLMOHHYIO 3KCMEepPTU3Y MPOeKTa pPeLLeHUst U rOTOBUT COOTBETCTBYIoLLee
3aKmnioYeHne Mo ee pesynstataM. Ecnu ykasaHHble BO3paeHWsi OTKIOHsIloTCA MpaBoBbIM AenapTaMeHTOM, OHW PacCMaTpuBatoTCs C y4acTuem
pa3paboTumka, AOMKHOCTHOro nuua MpaBoBOro AenapraMeHTa M WHbIX 3auUHTEPECOBAHHbIX UL NpYU KypUpYyHOLLEeM BuULe-M3pe, nocne 4ero
NPUHUMAETCS OKOHYaTENbHOE peLleHne, KOTopoe HanpasnseTcs Mapy ropoga HOxHo-CaxanuHeka.

3.1.9. ConpoBoguTenbHoe MMCbMO C MOMHBIM MAKeETOM [AOKYMEHTOB (B COOTBETCTBMM C nyHKTOM 3.1.2 WHCTpykumm no
[enonpousBOACTBY) NepeaaeTcst Yepes oTaen no pabore ¢ JOKYMEHTaMM U KOHTPOMIO Ha MOAMUCHL M3PY ropoAaa.

3.1.10. MNoanucaHHoe M3pPOM ropofa COMPOBOAMTENIbLHOE NMUCbMO PErucTpUMpyeTcs U emy NpucBamBaeTcsl UCXOAsLMA Homep. OauH
nakeT [OKYMEHTOB OCTaeTCsl B KaHuensipuu. MNepefaHHblii pa3paboTumnky nakeT JOKYMEHTOB HanpasrnsietTcs uM B Fopoackyto [ymy.

3.1.11. NMepcoHanbHyl0 OTBETCTBEHHOCTb 3a obecneveHvne kayecTBa M CODMNOAEHME CPOKOB MOATOTOBKM MPOEKTOB PEeLUeHuid U nx
nopaGoTky HecyT pykoBoauTtenu MoapasaeneHnii, BHECLLME NPOEKTHI.

3.1.12. Pewenusa lopopckon [ymbl BCTymawT B cuily B MOpsake, YCTaHOBMEHHOM YcTaBoM ropogckoro okpyra "lopop HOxHo-
CaxanuHck".

3.1.13. Pewwenuns lopoackoi [ymbl 0 Hanorax u cbopax BCTynawT B CUNy B COOTBETCTBMM C HanoroBbiM kopekcom Poccuiickon
denepaumn.

3.1.14. PeweHus Mopoackon [ymel, 3aTparvearoLLme npasa, cBoboabl U 0653aHHOCTM YenoBeka v rpaxaaHunHa, BCTynaroT B CUMY CO AHSA
ux ocpuumansHoro onybnunkosaHus.

OdmumansHeIM onybnkosaHuem (obHapofoBaHMem) HOPMaTMBHOIO NPaBOBOTrO akTa, NPUHATOTO OpraHamy MeCTHOro camoynpasneHus
ropofa tOxHo-CaxanuHcka, cunTaetca nepsas nyGnukaums ero nonHoro Tekcra B rasete "KOxHo-CaxanuHck cerogHs”.

3.2 MyHI/ILWInaﬂbeIe npaBoBble akTbl agMUHUCTPaUuUn ropoga

3.2.1. Map ropoga B npegenax nofHOMOYUI, YCTAHOBIEHHbIX dhedepanbHbiMU 3akoHamu, 3akoHaMu CaxanuHckoln obnactu, YctaBom



ropogckoro okpyra "lopop HOxHo-CaxanuHck", HopmaTuBHbIMKM MpaBoBbiMK aktamu lopoackoi [ymbl ropoga lOxHo-CaxanvHcka, usgaet
NOCTAHOBMNEHNSA aAMWHUCTPaLMKN FOPoAa MO BOMPOCAM MECTHOTO 3Ha4YeHWUs, BOMpPOCaM, HEe OTHECEHHbIM K BOMPOCaM MECTHOrO 3HayeHusi, u
BOMpPOCaM, CBSi3aHHbIM C OCYLLECTBMEHWEM OTAESbHbIX OCYAAaPCTBEHHbIX MOMIHOMOYMIA, NMepefaHHbIX OpraHamMm MeCTHOro CcamMoynpaBneHus
denepanbHbIMU 3aKOHamMK 1 3akoHaMmu CaxanuHckon obnactu, a Takke pacrnopsikeHUs agMUHUCTpauuy ropofa no BOMpOCaM opraHv3auun
paboTbl aAgMMHUCTPaLMK ropoda (fanee - NOCTaHOBIIEHUS U pacnopsikeHns). Map ropoaa U3gaeT NOCTaHOBMIEHUS U PACNOPSHXKEHUA NO VHbIM
BOMpOCaM, OTHECEHHbIM K ero KomneTeHumnn YctaBoM ropogckoro okpyra "lopog KoxHo-CaxanuHcek".

MepBble BULE-M3pbl, BULE-M3IPbl FOPOAA, YNPaBnsoWmMiA AenamMy U34aloT pacnopsiKeHUst NepBoro BuULe-mapa (BuLie-M3poB) ropoaa
(Oanee - pacnopshkeHue BuLe-Mapa), yNnpasnsioLwero genamu.

PykoBogutenu oTpacneBbiX ((PyHKUMOHamMbHbIX) OpraHoB ALMWHUCTPALWMW, MYHULMMNANbHBLIX Ka3€HHbIX YYpeXAeHuid uspatoT
pacrnopsbkeHUs, MpuKasbl.

3.2.2. Npwv noArotToBKe NPOEKTOB NMOCTAHOBMAEHWUI N pacrnopsixeHn crnegyeT UCXOANUTb U3 TOro, YTO:

- MOCTaHOBMEHNS HOPMATMBHOIO XapakTepa HanpaBneHbl Ha YCTaHOBIIEHWE, WU3MEHEHVWE WNW OTMEHY NpPaBOBbIX HOPM (MpaBun
noBefeHnsl) U nmetoT obLueoba3aTenbHble NpeanMcaHnst MOCTOSIHHOTO WAW BPEMEHHOro XapakTepa, pacCYMTaHHble AMsi WCTONHEHUS U
MHOTOKPATHOTO NPYMEHEHWSI HEONPEAENEHHBIM KPYTroM N

- MNOCTaHOBNEHUA HEHOPMAaTUBHOINO XapaKktepa HOCAT VIH,D,VIBM,EI,yaJ'IbHO-pa(iOBbIVI, nHaonemayanbHoO onpegeneHHbIn  xapaktep W
NPUHUMaKOTCA B OCHOBHOM MO UCNONMHUTENBbHO-pacnopaanTenbHbIM BONpocaMm;

- NOCTAHOBMNEHWS U PACMOPSIKEHUST [OMKHBI COOTBETCTBOBATL TPEGOBaHMSM AENCTBYIOLLErO 3aKOHO4ATENbCTBA, IOPUANKO-TEXHNYECKOTrO
0ChOPMMEHNS,, OTBEYaTb KPUTEPMSIM Ka4ecTBa, rapaHTUPYIOLIMM Hanuyue 3akpenneHHbIX B HEeM NpaBui: CBOWCTB HOPMAaTMBHOCTU U
06L1e06a3aTenbHOCTH, MOMHOTLI M KOHKPETHOCTW; MPOCTOTbI U SICHOCTM, KPaTKOCTU W TOYHOCTU; OnpederieHHOCTM, MOoCneaoBaTernibHOCTU 1
HENpPOTMBOPEYMBOCTH; ObITb MOATOTOBMNEHHBIMU C YYETOM paHee MPUHSATLIX aKTOB, MCKIMYaTh Ay6GnupoBaHue M HeobXoaMMOCTb W3AAHMS
[OMOSHUTENbHBIX PacnopsaUTENbHBLIX AOKYMEHTOB MO AAaHHOMY BOMPOCY; HE COAEPKaTb MONOXEHWUI, CNOCOGCTBYIOLLIMX CO3AAHMI0 YCIOBUIA ANs
NPOSIBNEHNS] KOPPYNLMK;

- B MOCTaHOBMEHUM W PAaCMOPSHKEHWUU YKa3blBAKOTCH KOHKPETHble BWAbl, 0O6beMbl paboT, CPOKW WCMOMHEeHUst U ucnonuutenu. B
HeobXOAUMBIX Cry4asix B MOCTAHOBIIEHWS (PacropsiKeHWsl) BKITOYAETCS MyHKT O CPOKax MpedoCTaBrieHnst MHopMauum O MpOBeAEHHbIX
pabotax;

- NOCTaHOBIEHNA N pacnopsaXXeHna OOJDKHbI UMETb 3arofioBOK, YETKYH CTPYKTYPY U TOYHO OTBeYaTb CBOEMY Ha3Ha4YeHUIo;

- B npeambyne ykasbiBaloTCs aKkTUyeckue O6CTOATENbCTBA U MOTWBbI, MOCHYXMBLUME MPUYMHON WNKM MOBOAOM AN U3AaHWs
NOCTaHOBIEHWS, PACMOPSPKEHUS], @ TakKe COAEPXKaTCS CChIIKM Ha 3aKOHbl U MHbIE aKTbl, B COOTBETCTBUM C KOTOPLIMU MPUHUMAETCS AaHHbLIN
[OKYMEHT, HanpumMep:

B coomeemcmeuu co cm. 16 ®edeparnbHo20 3akoHa om 06.10.2003 N 131-03 "...",

"Ha ocHoeaHuu peweHusi Fopodckol Aymel...",

"B c853uU ¢ ymoyHeHUeM pasmepa 3eMesibHo20 ydyacmka...",

"B ces13u ¢ Kadpo8biMU U3MEHEHUsIMU...",

"B uernsix cosepuieHCcmMeo8aHus U payuoHanbHo20 pacxodogaHusi 6100xxemHbix cpedcms...".

B npeambyny He BKOYaIOTCA NONOXEHNST HOPMATUBHOTO XapakTepa;

- npeambyna B NOCTaHOBMEHWAX 3aBepluaeTcd crnosamu "admuHucmpayus e2opoda HOxHo-CaxanuHcka mocmaHosesisiem.". Cnoso
"nocTaHoBnsAeT" neyaTaeTcsi NONyXMpHbIM WpKdToM. MNMpeambyna oT TekcTa NOCTaHOBNSOLWEN YacTu oTaensieTcs nHtepsanom 18 nt (0,64 cm).
B pacnopsbkeHusix B KOHLe npeambynbl CTaBUTCA ABOETOYME, MOCMEe 4Yero CrnepytoT MyHKTbl pacrnopsiauTenibHon YacTu. [locTtaHoBneHws
(pacnopsikeHuns) MOryT He MMeTb Npeambyrbi;

- NPV HEOBXOAMMOCTU BHECEHUSI UBMEHEHUIA NOCTaHOBMsOLWAs (pacnopsiaMTernbHasl) YacTb NpPoeKTa NOCTAHOBMEHUS (PacrnopsiKeHust)

HauMHaeTca co crnoB: "BHecmu u3meHeHus 8..." "

, "BHecmu cnedyowue usMeHeHus 8...", 3aTeM yKa3blBaeTcs BWA [OOKyMEHTa, AaTta,
PErucTpauMoHHbIN HOMep WM HauMeHOBaHWEe [OKYMEHTA, B KOTOPbIA BHOCATCH W3MEHeHWs wunu "BHecmu e.." 3aTeM ykasblBaeTcs BuUf

OOKYMeHTa, AaTa, perucTpaLyoHHbIN HOMEP U HaMMEHOBaHWe JOKYMEHTa, B KOTOPbI BHOCATCA U3MeHeHus "... crnedyrowue usmMeHeHus:".
MpuMepbl HaNMCcaHUst HEKOTOPbIX MYHKTOB NOCTAHOBMNEHWUIA Y PaCNOPSXKEHUI:
- B HaumeHosaHuu u nyHkme 1 criosa "u mapughos 3a obecriedyeHue pabom" UCKTIOHYUMb;

- ... yucppbl "12, 14, 125" 3ameHums yugppamu "13, 15, 126" (npn HeobxoanMOCTM 3aMeHUTb LudpoBblie 0603HaYeHUst ynoTpebnsietcs
TepMUH "umndpsl”, a He "uncna");

- ... criosa "45,0 mbicad pybnel” 3ameHums criogamu "42,5 meicsy pybned”;

- 1. BHecmu cnedyrowue u3mMeHeHUs1 8 rnocmadoeneHue aoMuHucmpayuu 2opoda tOxHo-CaxanuHcka om 15.02.2011 N 345 "O6
obecriedeHuU Xunbem eemepaHos Benukol OmevyecmeeHHoU 80UHbI 1941 - 1945 20008":

1.1. JononHumse nyHkmom 5 cnedyrouje2o codepxaHusi:
"5. Hacmosiwiee nocmaHoeneHue ecmynaem & cuny c..."

1.2. [yHKkm 9 dononHume npednoxeHuem credyrouwe2o codepxarus: "...";



- 2. BHecmu 8 lNopsidok npedocmaerneHusi Mep coyuanbHoU mod0epxKu...", ymeep0eHHbIU rnocmaHoeneHuemM adMuHucmpayuu eopoda
tOxHo-CaxanuHcka om 29.12.2011 N 2316, crnedyrowjue usmMeHeHus:

3.1. B nyHkme 9:

- absay, nepeblli nocne crosa "epaxdaHe" OononHUMb crioeamu "unu Ux 3akoHHble rpedcmasumernu” (obosHadyeHue ab3aues rpu
CCbI/IKax Ha HUX yKa3bleaemcsi criogamu);

- absay cedbmol usnoxume 6 criedyrouweli pedakyuu (mekecm usnoxume 8 credyrowel pedakyuu, croea usnoxums e cnedyrouwel
pedakyuu):

"- konul 0oKymeHmMo8 ¢ ykazaHueM 6aHKOBCKUX pekeausumos...";

"

3.2. lyukmsi 2, 4, 6, 8 nocne cros "..... " (cnosa yka3bigaromcs 8 UMeHUMmeNIbHOM rnadexe eOUHCMBEHHO20 4Yucrna) 8

coomeemcmaytowux yucne u nadexe AononHUMb criogamu "....... " @ coomeemcmeyruux Yucrne u nadexe;

3.3. B nyHkme 13 yugppsi "10" uckmoyums;

3.4. B nyHnkme 14 cnoea ".." (crnoBa ykasblBalOTCA B VMEHWUTENbHOM MafeXe EeOUHCTBEHHOrO MIIM MHOXECTBEHHOrO 4ucra) 8
coomeemcmesytowem nadexe 3ameHUmb criogamu "..." (CNoBa ykasblBalOTCA B MMEHUTENbHOM Nafexe eAUHCTBEHHOTO UMM MHOXECTBEHHOro
yncna) B COOTBETCTBYIOLLEM Nagexe);

- 3. HornonHume [1opssdoKk oueHKu 3ghghekmusHocmu npedocmaesnsieMbiX Hano208bIX /1b20m, ymeepX OeHHbIU nocmaHosneHuem
admuHucmpauuu eopoda KOxHo-CaxanuHcka om 15.01.2012 N 15, gpopmoti N 1.1 coanacHO npuroxeHuro K Hacmosiuemy nocmaHo8neHur;

- 1. BHecmu u3meHeHUsI 8 cocmas KOHKYPCHOU Komuccuu...", ymeepxOeHHbIU rnocmaHoeneHuem admuHucmpayuu eopoda FOXHO-
CaxanuHcka om 25.11.2011 N 1456 (BHecmu & cocmag KOHKYPCHOU KomMuccuu...", ymeepxdeHHbIU nocmaHoeneHuemM admuHucmpayuu 2opoda
tOxHo-CaxanuHcka om 25.11.2011 N 1456, cnedyroujue UsMeHeHUs:):

1.1. Beigecmu u3 cocmasa VeaHosa A.A., [Nemposckyio FO.P.
1.2. Beecmu & cocmas:
UeaHeHko Ornbey AHOpeesHy - HadaribHUKa YnpaeneHusi uHghopmamu3ayuu admuHucmpayuu 2opoda FOxHo-CaxanuHcka;

Memposa WeaHa leopauesuya - pykosodumernsa [denapmameHm yrpaeneHusi denamu lNpasumenscmea CaxanuHckol obrnacmu (1o
C0elaco8aHuro).

1.3. HaumerosaHue domkHocmu CagpoHosa O.A. usnoxums & criedyroweli pedakyuu: "dupekmop denapmameHma 30pagooxpaHeHusi
admuHucmpauyuu 2opoda KOxHo-CaxanuHcka"

nn

- nosuyuro "[Jemudos U.U. - dupekmop LenapmameHma 30pasooxpaHeHusi adMuHucmpayuu 2opoda HKOxHo-CaxanuHcka" 3amMeHumsb
no3uyuel criedyrou,e2o codepxaHusi:

"emudos U.U. - 3amecmumerns dupekmopa [enapmameHma 30pagooxpaHeHusi adMuHUcmpayuu 2opoda FoxHo-CaxanuHcka";
1.4. Cnosa "lempeHko UpuHa NeaHosHa" 3ameHums criosamu "Kaproea MpuHa VieaHosHa";

- NOCTaHoBNALLWAas YacTb nogpasaensieTcs Ha NyHKTbl. MNyHKTbI B TEKCTE HymMepytoTcs apabekumMm LmMdpaMm ¢ TOUKOM U 3aronoBKOB He
UMEIoT;

- BHECEHWE W3MEHEHWIA, OTMEHA, MPU3HaHWE YTPaTUBLUMMW CUIY NMOCTAHOBMEHWI UMW PacropsKeHWA NPOU3BOAUTCS akTOM paBHON
IOPVANYECKON CUTbI.

[MpoekTbl NOCTaHOBMAEHWI (pacnopsKeHU) O BHECEHUW W3MEHEHWW, OTMeHe, MPW3HaHWW YTPaTUBLUMMW CWUAy paHee W3AaHHbIX
NOCTaHOBMEHWI (pacnopsKeHun) oOpMIIATCS UCMOMHUTENEM, MOATOTOBMBLUMM OCHOBHOW LOKYMEHT, nnbo, B 06si3aTenbHOM nopsiake,
COrNacoBbIBAKOTCS C HAM.

B 3aronoBke k NMOCTAHOBMEHUIO UMK pacnops>XxeHnr o BHeCeHun N3MEHEHUN B paHee NpUHATbIe aKTbl YKa3blBalOTCA BUA OOKYMEHTa,
Aarta, peFMCTpaLlVIOHHbIVI HOMep U HanmMeHoBaHWe NOKYMeHTa, B KOTOprVI BHOCATCA USMEHEHUA;

- €CNnn MOCTaHOBIEHNE UMW PacnopshKEHUEe U3MEeHSIeT, OTMEHSeT UNU OOMOMHAET paHee W3AaHHbIi JOKYMEHT Wiu Kakue-nmbo ero
NOMOXEHWS, TO OAMH W3 MYHKTOB MOCTaHOBNSAOLLEN (pacnopsaanTenbHOM) YacTu TeKCTa AOMKEH CoaepXaTb CCbIMKY Ha OTMEHSeMbIN JOKYMEHT
(NYHKT AOKyMeHTa) C ykas3aHWeM ero gatbl, HoMepa 1 3aronoska. CogepxaTb CCbIIKY Ha OTMEHsieMbl JOKYMEHT (MYHKT JOKYMEHTa) Unu Ha
N3MeHsieMbIn JOKYMEHT (MYHKT AOKYMEHTa) C yKasaHueM ero Aatbl, Homepa u 3aronoska gomkHa OPK gokymeHTta B C3[.

Ecnun BHOCATCA M3MeHeHUst OoQHOBpPEMEHHO B HECKOIbKO NOCTaHOBMNEHUIA UK pacnopﬂmeHwﬁ, TO OONyCKaeTCAa yKasblBaTb B 3arosioBke
TONbKO AaTty v perVICTpaLl,I/IOHHbIIZ HOMEpP KaXXOoro noCTtaHOBNEHUA U pacrnopsaXeHusa. MocTtaHoBneHus n pacnopsaxeHua, nsmeHarLwmne nnm
AononHAwne paHee NpuHATbIE, HANpPaBnAlTCA B OpraHusaumm n I'Iop,paa}:l,eneHMﬂ, KOTOPbIM 3TV OOKYMEHTbI paccCblianincb;

- €CNn B OCHOBHOW AOKYMEHT ObINM BHECEHBI U3MEHEHUS, TO BCE nocnegywwme NSMeHeHUa BHOCATCA TOJIbKO B OCHOBHOW AOKYMEHT C
Yy4€TOM paHee n3aaHHbIX JOKYMEHTOB. BHeceHve nsameHeHui B OOKYMEHTbI, UsMeHaArLwne OCHOBHOM AOKYMEHT, HE OOoMNYyCKaeTCA;

- NPV NOArOTOBKE NpPOEKTa NMOCTaHOBIIEHNS HOPMATUBHOTO XapakTepa, BHOCSLLErO U3MEHEHNS B paHee NPUHATOe nocTaHoBneHne, k OPK
NpVKpennaeTcs akTyanusnpoBaHHas pefakLums NOCTAHOBNEHWS C YH4ETOM BHECEHHbIX B HETO paHee M3MEHEHW, BKMoYas MocneaHue.
(B pea. PacnopsixkeHust AomuHmcTtpauum ropoga KoxHo-CaxanuHcka ot 21.07.2023 N 647-p)



Mpv nogrotoBke NMPaBOBOrO akTa HEHOPMAaTMBHOIO xapaKTepa B Clyyae, Korga BHOCKMMbIE M3MEHEHUs 3aTparmBaloT bonee nonoBuHbI
TeKcTa paHee NPUHSATOrO NOCTAHOBMEHWS UMW PACNOPSXKEHNS, @ TaKKe NPUNOXEHNS K MOCTAHOBMEHWIO UM PacMOPSHXKEHUIO U B HEro paHee
ObINU BHECEHbl M3MeHeHUsi Bornee 4Yem Tpemsi aktamu, To kK OPK B pasgen "ConpoBoguTenbHble OOKYMEHTbI" Mpukpennsercs dain
"AKTyanusnmpoBaHHas BepCus NOCTaHOBIEHUS (pacrnopsikeHne)" ¢ y4eTOM BHECEHHbIX paHee M3MEHEHWN, 3a UCKITIOYEHMEM MPaBOBbIX aKTOB O
BHECEHWN N3MEHEHWI B CTPYKTYPY U LITaTHOE pacnucaHue annapara agMuHucTpaumum ropoaa KoxHo-CaxanuHeka;
(B pea. PacnopsixeHust AgmuHmcTtpauum ropoga KoxHo-CaxanuHcka ot 21.07.2023 N 647-p)

- MOCTaHOBMEHUSI U PACMOPSHKEHUS1 MOTYT GbITb OTMEHEHbI, NPU3HaHbI YTPaTVBLUMMK CUMy (BCE U3MEHSIOLME WX MOCTaHOBIIEHUS U
pacropspkeHUsi B 9TOM Clyyae TakKe [OMKHbl ObiTb OTMEHEHbl WNW MpU3HaHbl YTPaTUBLUMMKU Cuny) NMBo KX OeWCTBUME MOXET ObiTb
NMPUOCTaHOBMEHO B COOTBETCTBUM C YacTbto 15 ctatbun 28 YctaBa ropoackoro okpyra "lopop FOxHo-CaxanuHek”;

- nocnegHUi MyHKT MOCTaHOBMSIOWEN YacTu [OOMKeH cofdepxaTb cBefeHus o [MoapasgeneHuy v OOMKHOCTb NULA, Ha KoTopoe
BO3raraeTcs KOHTPOMb UCMOMNHEHUsI MOCTAHOBIEHNS (pacnopsixerus), ¢ ykasaHnem ($.1.0.) Hanpumep:

KoHnmponb ucrioniHeHusi mocmaHoeneHuss aOMuHucmpayuu 2opoda 803710xumsb Ha Oupekmopa [enapmameHma kadpogol nonumuku
(©.1.0.)

nnm
KoHmporib ucrionHeHus nocmaHosneHusi abMuHucmpayuu 20poda 803/10XKUmb Ha suue-mapa 2opoda FOxHo-CaxanuHcka (@.1.0.);

- Ha nocnegHvun nucT npoeKTa NOCTaHOBNEHUA N pacnopsXXeHUda nepeHoCUTCA He MeHee [OBYX MYHKTOB NOCTaHOBMSAOLWENA UMK
paCI'IOpH,ElVITeJ'IbHOVI HacTn OOKYMEHTa;

- HAVMEHOBaHUS YMOMWHAEMbIX B NMOCTAHOBMNEHUU U PACMOPSHIKEHUN OPraHOB, OpraHM3auui 1 Opyrmx o6bEeKTOB NPUBOAATCS B MOJTHOM
COOTBETCTBUU C X 0puLManbHbIM HaMMeHOBaHWEM, NPEAYCMOTPEHHLIM B yCTaBax, NOMNOXEHUsIX, peLleHnsiX 06 Ux co3aaHuu, nepevmeHoBaHnm
nT.n,

- JonycKkaeTcsl YMeHbLUeHVWE WHTEpBAroB Mexay pekBu3ntamu "HaumeHoBaHue AokymeHTa (3aronosok)”, "Tekct", "Mognuck” npwu
HeobX0oAMMOCTU pa3MeLLieHUst TEKCTa Ha OOHOW CTpaHuLE;

- B NPOEKT MOCTaHOBNEHUS (PACMOPSIKEHNS) HE CrieayeT BKMoYaTb NYHKT "[TocmaHoeneHue (pacnopsixeHue) dogecmu 00 ceedeHus...".
MogpasaeneHus (OOMKHOCTHbIE NULA), [0 CBEAEeHUsI KOTOPbIX [OBOAWUTCS MOCTAHOBMEHME WMW pacropsbkeHue, NepedmcnsiTcs B nucte
pacchbInky;

- MPUNOXEHUs SBNSAIOTCA HEOTbEMIEMOW 4acTbio MOCTaHOBNeHus (pacnopsbkeHusi). WsgaHne BMecTe €  MOCTaHOBEHMEM
(pacnopsikeHneM) NPUINOXEHUI, He YMOMSIHYTbIX B TEKCTE JOKYMEHTa, He JAOMNYyCKaeTCs;

- B MyHMUMNanbHbIX NPaBOBbLIX akTax, COAepXalluMx CBeAeHUs O COCTaBe KomnervanbHbIX, KOHCYNbTAaTUBHBLIX, KOHTPOMbHbIX U UHbIX
opraHoB (KOnnerMu, KOMWUCCWW, COBETbI, KOMUTETbI, WTabbl M Op.) (4anee - KOMUCCMM), MHMUMAnNbl U amunum He ykasbiBaloTcs, 3a
UCKITIOYEHWEM CIlyYaeB, ECMU NOSNIOKEHWEM O KOMWUCCUM, YTBEPXKAEHHBIM MOCTAaHOBIIEHWEM (PacrnopsiKeHWEM), NPedyCMOTPEH MEPCOHANbHbIN
coctaB hopM1POBAHNUA KOMUCCUM.

damunus, UMs, OTYECTBO YIIEHOB KOMUCCUI B npoeKTax NoCTaHOBNEHWUN (paCHOpﬂ)KeHVIVI) neyatatoTcs B angasMTHOM Nopsiake;

- NPV NOAFOTOBKE K MPOEKTY MOCTAHOBIIEHUS UNN PACMOPSHKEHUS NMPUKIaZAbIBAaeTCs MOSICHUTENbHAsA 3anucka. [osicHuTenbHas 3anvcka
[OMKHa copepXaTb: 000CHOBaHME HEOOXOAMMOCTU MPUHSATUS LAHHOTO MPOEKTa, ero Lieni, OCHOBHbIE KH4YeBble MOMEHTHI npeafiaraeMoro
NpaBoOBOrO PEryrMpoBaHusl, Kakyld MNPOGMEeMHY CUTyaLuio MO3BOMUT pa3pellnTb TO UMW MHOE KOHKPETHOEe HOBOBBEAEHVME B MPaBOBOM
pEryrnvpoBaHun 1 cuctemy mep, obecrneunBaromnx OOCTWMKEHWUS Lenei npoekTa. Hapsigy ¢ 3TvM, B MOSICHUTENbHOWM 3anvcke Heobxogumo
yKa3biBaTb KOHKPETHYIO YacTb W NyHKT cTatbu 16 unu 16.1 PepepanbHoro 3akoHa oT 06.10.2003 N 131-®3 "O6 obwwmx npuHUMNax
opraHusauMn MecTHOro camoynpasneHust B Poccuiickonn Penepaummn” (B criyvae, ecnv MyHULMNanbHbIA NPaBOBOW akT pa3paboTaH B Lensix
peanu3auuM ykasaHHbIX HOpPM befepanbHOro 3akoHa), a Takke OnpedeneHve MpPaBOBOrO akTa Ha MpegmMeT ero HOPMaTUBHOCTMH,
HeobXoAMMOCTV M MPOBEAEHHBIX Mpoledypax OLEeHKU perynuvpytowero Bosgencteusa. CogepaHue MOSICHATENbHOW 3anucKu, ee OCHOBHbIE
3MEeMEeHTbI 3aBUCSAT OT NPaBOBOIO PELLEHUsI KOHKPETHOW CUTyaLUK U JOMKHbI ObiTb OPUEHTUPOBAHBLI HA CTPYKTYPY NPOEKTa, Ero CoAepXaHue u
coumasnbHy 3Ha4YMMOCTb;

- PeKBU3UT "noanuck" B NpoekTax NoCTaHOBMEHWI (pacnopsiKeHuii) COCTOUT U3 CrOoB:
Msp ropona JIMYHAaA [NOONNCH WHaMmasne, @QaMuiinsg

B crny4asx OTCYTCTBMA M3pa ropoda NocCTaHOBMEHUA U pacnopsXeHna nognucebiBaeT nepBbIVI BULIe-M3p ropoga vnuv suue-m3p ropoaa,
Ha KOTOPOro BO3NOXEeHO UCnofiHeHne obsi3aHHOCTEN Mapa ropoga, Npy 3TOM PeKBU3nT "NoANUCL" BbIMSAANT cnegyoowmm 06pa30M:

VcnomHsommyt 06S3aHHOCTH M3pa I0pona IOONUCH M.0O. damminsg
unu

VWcnonHsonp: 06s3aHHOCTHU
Mspa I1opona IOOIINCE
n.O.dammimsa

3.2.3. NcnonHutenb, NOArOTOBMBLLMIA MPOEKT MOCTaAHOBMNEHUs (pacnopsikeHusi), opmupyet SPK, k kotopor B CO[] npukpennstoTcs
haninbl, HaMMeHOBaHWe KOTOPbIX 0POPMASETCS CneayoLLMm obpasom:

- nocTaHoBreHue (Npukpennsetcsa B pasgen "Mpoekt");



- pacnopsixeHue (npvkpennsaetca B pasgen "lMNpoekT");
- NosicHUTenbHas 3anucka (npukpennserca B pasgen "lMpoekt");

- COMpOBOAMTENBHOE NUCbMO B NPOKYpPaTypy (C OTMETKOW O BPYYeHUW), 3akmodeHne NpoKypaTypbl MOMOXUTENbHOE (OTpuLaTensHoe)
nMbo MHGpOPMAaLMOHHOE NUCbMO 3a noanucbio pykoBoautens [ogpasgeneHusi o HenocTynneHun B 10-OHEBHBIN CPOK  3aKMYeHUst
Mpokypatypebl (NpukpennseTcs B pasgen "AHTUKOPPYNUMOHHAs akcneptusa”) (Mpy Hanuumm);

- 3akfyveHue MonoXxuTernbHoe (Mocrne crioBa "MonoxuTenbHoe" ykasbiBaTb HaumeHoBaHue [loapasfgeneHusi peueHseHTa nubo
COKpaLleHHOe HauMeHOBaHWe CTPOro B COOTBETCTBUM C YTBEPXAEHHOW nonoxeHnem o lNogpasgenenvun abbpesuatypon (Mpukpennsercs B
pasgen "3akntoueHus”) (Npn Hanuum);

- 3aKniloyeHVe oTpuuatenbHoe (nocrne crosa "oTpuuatenbHoe" ykasbiBaTb HavmeHoBaHuwe [logpasfgeneHus peueH3eHTa nmbo
COKpalleHHOe HauMeHOBaHWe CTPOro B COOTBETCTBUM C YTBEPXAEHHOW nonoxeHnem o lMoppasgeneHun abbpesuatypoi (Npukpennsercs B
pasgen "3akntoyeHuns") (Mpu Hanuuun);

- yBegoMIieHve (Mpu nposeaeHnn NyGnnyHbIX MeponpusTwii) (NpukpennseTtcsa B pasgen "ConpoBoguTenbHbie 4OKYMeHTbI");

- cornacoBaHue BHELUHEW opraHusauum (npukpennsietca B pasgen "3aknioyeHus” ¢ ykasaHWeM HaMMeEHOBaHWS KOHKPETHOW
opraHusaumu (opraHusauui) (Hanpumep, CornacosaHne MuHucTepcTBa 06pa3oBaHus);

- CcornmacoBaHue peLeH3eHTa (nocne cnosa "cormacoBaHue" ykasbiBatb ®UNO peueHseHTa M HaumeHoBaHue [loapasgeneHusi
peueH3eHTa NMMbo cokpalleHHOe HaMMEHOBaHWe CTPOro B COOTBETCTBUMM C YTBEPXAEHHOW nonoxeHuem o [MogpasgeneHnn abbpesuatypoii
(npukpennseTcs B pasgen "3aknoveHns") (Hanpumep, CornacosaHune KeacHukosa FO.A., anpektop denaptameHTa mHaHCOB);

- nocT. oT... N... (BaHHbIN dann NpuKpennaeTcs Npu BHECEHUWN W3MEHEHWN, NPU3HaHWW YTPaTWBLUMM CUMy, OTMEHe, T.e. OCHOBHOE
NOCTaHOBMEHNE AOMKHO ObITb aKkTyanuavpoBaHO C y4eTOM BCEX BHECEHHbIX WU3MEHEHWI, C yka3aHueM pepakuui, BkIovawwmx B cebs
peKkBM3UT "Aata AOKYMEHTa" U peKBU3UT "perncTpaumoHHbI HOMep AOKyMeHTa") (npukpennseTcs B pas3aen "ConpoBoanTenbHble AOKYMEHTbI");

- pacn. oT... N... (QaHHbI harn NPUKPennseTcs npu BHECEHUU W3MEHEHWW, NPU3HAHUW yTpaTUMBLUMM CWUMy, OTMEHe, T.e. OCHOBHOE
pacnopspKeHne AOoMKHO ObITb akTyanmM3mpoBaHO C yYETOM BCEX BHECEHHbIX U3MEHEHWN, C yKa3aHWeM pefakumi, BKIoYaowWwmx B cebs peksnsuTt
"naTta JoKymeHTa" n pekBu3mnT "perncTpaumoHHbIi HoMep AoKyMeHTa") (Mpukpennsetcs B pasgen "ConpoBognTenbHble JOKYMEHTbI");

- COMPOBOAUTESbHBIE AOKYMEHTbI (LOKYMEHTbI (B T.4. CKAHUPOBAHHbIE), MOCIYXVBLUME OCHOBaHWEM ANsi pa3paboTki NpoekTa NpaBoBOro
akTa. 3akoHoAaTernbHble U WHble NpaBoBble akTbl cyGbekTa Poccuiickoit deaepauum, opraHoB MECTHOTO CamoynpaBrieHUsl, 3asiBrieHue, Tex.
nacropTt, AOroBOp apeHAdbl, CBWOETENbCTBO, COMMalleHue, BbIMUCKW, XodaTalcTBa, nucbMa, W T.N.) (MPUKpennsioTca B pasgen
"ConpoBoauTernbHble JOKYMEHTbI);

JIncTbl 0QHOrO MPUKPENNEHHOTO AOKYMEHTA (3@ UCKIMIOYEHMEM CONPOBOAUTENbHbBIX JOKYMEHTOB) OPOPMNSAITCS OAHUM (halfiom, B TOM
yvcne yTBepXaaemble NOCTaHOBMEHMEM (PaCnoPsKEHNEM) aKTbl U NMPUNOXKEHNS K MOCTAHOBIIEHNIO (PacrOPSKEHNIO).

Hanpumep: noctaHoBneHue + MNMonoxeHve + NpunoxeHus k NMonoxexuto.
MpoeKTbl NOCTaHOBMNEHUIA, pacnopskeHnin, 0POPMIEHHbIE B HapyLLEHWE AaHHbIX TpeboBaHWi, BO3BPAaLLAOTCS Ha AopaboTkKy.

Ecnun opurnHansl conpoBoauTenbHbBIX AOKYMEHTOB CYLLECTBYIOT TONbKO Ha BymaxHOM HocuTene u umetot dopmat bonblue Yyem A4, a
obbeM ckaHMpoBaHHOro nakeTa npesbiwaeT 500 M6, To npoekT 3aHocutcs B CO[l, a conpoBoauTenibHble AOKYMEHTbl OAHOBPEMEHHO C
NPOEKTOM MOCTaHOBMEHNA (pacnopshkeHust), nogrotoeneHHbiM B CO[, npeactaBnsAlTCs WUCMNOMHUTENEM peLeH3eHTam U Mapy ropoga B
OymaxkHoMm Buae.

MpoekTbl NOCTAHOBMEHUI O BHECEHWU U3MEHEHUI B MyHULMNANbHbIE NPOrpPamMMbl, O KOHLECCUOHHbLIX COrmalleHusix, 06 1cnonHeHum
6ropketa ropoackoro okpyra "lopog KOxHo-CaxanuHck" 3a | kBapTtan, nepeoe nonyrogue, 9 MecsiieB, 0 BHECEHUN U3MEHEHWI B NOCTaHOBIEHNE
"O6 oueHke apheKTUBHOCTM peanunsaummn MyHuUMnanbHbIX nporpamm, ouHaHCMpoOBaHUE KOTOPbIX OCYLLECTBNSETCS 3a cYeT cpeacTs OroaxeTa
ropoackoro okpyra "lTopoa HOxHo-CaxanuHcK", NpoeKTbl NMOCTAHOBMAEHWMA B CryyasX, onpedenieHHbIX NyHkTom 3 cTtatbu 217 BrogxeTHoro
kogekca Poccuickon Pepepaumm (HampyMep, NO BOMPOCaM WCMOMb3OBaHWSA CPeACTB Pe3epBHOMO (POHAA, U3MEHEHUs (YHKUMIA Wiu
MONIHOMOYUIA TMaBHbIX pacnopsiautenet GXKETHbIX CPEACTB, U3MEHEHUS TUNa MyHULMNAnNbHBIX YYPEXAEeHUA U opraHn3aLMOHHO-NPaBoOBOM
POPMbI  MyHULMMNAMNbHBIX YHUTapHbIX NPeanpuaTUn U Apyrue), NPOeKkT NOCTaHOBMeHus agmuHucTpauun ropoga HOxHo-CaxanuHcka "O
HasHa4yeHnn nyoGnMYHbLIX CriyllaHui no npoekTy pewenus Fopoackon Odymbl ropoga HOxHo-CaxanuHcka "O BHECEeHMM U3MeHeHun B YcTaB
ropogckoro okpyra "lopog KxHo-CaxanmHck" MoryT opopMnsiTbCs Ha ByMakHOM HocuTene.

(B pea. PacnopsixeHust AgmuHmcTtpauum ropoga KoxHo-CaxanuHcka ot 04.07.2022 N 518-p)

MHble npoekTbl MOCTaHOBMEHWI (pacropsikeHnin) MoryT odopMnsTbCs Ha OGyMaHOM HocuTernle TOMbKO MO COrMacoBaHWio ¢
ynpaBnsioLwmm genamu.

3.2.4. CornacoBaHue npoeKkTa nocTaHOBneHusi (pacrnopsikeHus) ocgopmnsietca B OPK pgokymeHta B CO[ cormacHo 3agaHHOMY
UCMONHWUTENEM MapLUPYTY COrnacoBaHunsi MOCPeACcTBOM KHOMKKM "CornacoBaTtb 4OKYMEHT".

Mpu odopMneHun npoekTa MOCTAHOBMEHWUS! (pacropsbkeHus) Ha GyMaxkHOM HocuTene cornacoBaHue OgOpPMISIETCS B CrpaBke
COrnacoBaHusi MyTeM BU3MPOBaHWUSA C YyKasaHWeM [faTbl, MHMWUMANoB, damuriuM U NpocTaBfeHMeM MOANUCK peleHseHTa. B cnpaske
cornacoBaHusi CTaBUTCS BI3a UCTONHUTENSA - pykoBoauTens MoapasaeneHns, NoAroToBMBLLErO MPOEKT.

3.2.5. WcnonHuTtenem, nOArOTOBMBLUMM MPOEKT MOCTaHOBMEHUSI WM  PacCropsPKEHWs!, OCYLLECTBMSIETCS €ro CcorracoBaHue C
OOMKHOCTHBIMY NuamMn AOMVMHUCTPaUMK, 3avHTEpecoBaHHbIMK nuuamu, NogpasgenenHnsamm n Apyrummn opraHu3auusMu, npyu 3ToM NpOeKThl
NOCTaHOBMNEHUIN N PacrnopPsKEHUN:

- nognexar obsi3aTenbHOMY COrlaCoBaHUIO C lopuanYeckon cnyxoon MNogpasgenenns (Npy HanMuMmn), NOAroTOBUBLLIETO NPOEKT;

- M0 BOMpOCaM PacxofoBaHUsi U BblOENeHUs1 OEeHEXHbIX cpedactB M3 Oromketa ropoackoro okpyra "lopog HOxHo-CaxanuHck"



cornacoBblBakOTCA C ,El,enapTameHTOM d)I/IHaHCOB, c obsizaTenbHbIM npunoxeHnem CbI/IHaHCOBO-C-)KOHOMI/ILIeCKOFO obocHoBaHus, Od)OpMJ'IeHHOFO
OTAEeNIbHbIM JOKYMEHTOM U cofepXallero pacyeTbl obbemoB npegnonaraemMblX pacxogos U nNnaHUpyemMble UCTOYHUKAU hrHaHCUPOBaHWS;

- MO BOMpocaM, 3aTparMBalolMM 3aKOHHbIE WHTEPEChl MoTpebuTenel, noanexar obsi3aTenbHOMY COrMMacoBaHWI0 C YnpaBreHnem
PenepanbHON aHTUMOHOMOSBHOW cry0bl No CaxanuHckon obnacTu;

- MO BOMpoOCaM, 3aTparMBaroLLMM UHTEPECHl HacerneHHbIX MyHKTOB ropoAckoro okpyra "lMopog HOxHo-CaxanuHck", cornacoBbiBalOTCs C
MKY "YnpaBneHue MOHUTOPWHIa ropoAackoro Xo3ancTea”, [lenapTaMeHTOM ropoACKOro Xo3saicTea agMnHMcTpauum ropoga KoxHo-CaxanuHcka;

- Mo BOMPOCaM W3MEHEHUs CTPYKTYpbl M LUTATHOMO pacrnucaHus, nepevMeHoBaHus [MoapasfeneHus, yTBEPXKOEHUS U U3MEHEHUS
MonoxeHwi 0 CTPYKTYPHBIX NoApasdeneHusix annapata AGMUHUCTPALMK, YTBEPXKAEHNUS YCTaBOB MyHULMNASbHBIX YYPEXAEeHUA (MPeanpusTuil)
M MU3MEHEHWI B HWX, MOOLLPEHWUS U HAarpaKAeHWs MyHWUUMManbHbIX CRyXalMx oTpacnesbiX (YHKUMOHAmMbHBIX) OpraHoB AZMWHUCTPaLUK,
onnarsl Tpyaa paboTHUKOB MyHULMMANbHBIX YYPEXKAEHWI (MPeanpusTUii) cornacoBbiBaloTcs ¢ [lenapTaMeHToM KapoBoOii NONMTUKM annaparta
agMuHucTpaumm ropoga KOxHo-CaxanuHeka (anee - flenaptamMeHT KagpoBOW NOMUTUKNY);

- MO BOMpoCaM yTBepXaeHUA CTPYKTYpbl A,E]MI/IHI/ICTpaLI,I/IVI N WTATHOro pacnucaHua annaparta A,D,MI/IHI/ICTpaLlVII/I N U3MEHEHUW B HUX,
onnatbl Tpyaa paﬁOTHVIKOB MYHULUMNANbHbIX y‘-lpe)K,El,eHVIVI (I'Ipe,El,I'IpVIﬂTVIVI) cornacosblBatoTcs ¢ [lenapTaMeHToOM PUHAHCOB;

- MO BOMPOCaM TMOOLWIPEHNUS W HarpaXAeHus NpPeanpusiTUid, YYpeXAeHWW, opraHu3auuii pasnuuHbiXx ¢opM COBCTBEHHOCTY,
O6LLECTBEHHbIX OOBEAVHEHWI, KOMMEKTUBOB W OTAENbHbIX rpaxpaH ropoja HOxHo-CaxanuHcka cornacoBsbiBaloTcst ¢ [enapTameHToM
BHYTPEHHE NonmTUKY;

- 00 yTBEpPXAEHNM MyHULUMNANbHbIX MPOrpaMM, BeAOMCTBEHHbIX LEneBblX NPOrpamm, BHECEHWW B HUX U3MEHEHWUW, OTYeToB 06 ux
UCMOSTHEHWW COrNacoBbIBalOTCA € [lenapTaMeHTOM 3KOHOMWUYECKOro pa3BuTKSA annapaTta aaMuHucTpauum ropoga KxHo-CaxanuHcka (nanee -
[enapTameHT 3KOHOMMUYECKOro pa3BuTusi), [enapTtameHToM cuHaHCOB. MpoekTbl MyHULMNAnbHLIX NPOrpamm, KoTopble npegycMaTpuBaioT
codrHaHcMpoBaHue 3a cyeT cpencTs Giogxeta CaxanuHckon obnactu n/unu degepanbHoro 6roaxeTa, nognexar CornacoBaHWio ¢ opraHaMm
ucnonHuTensHo BrnacTu CaxanuHcKon obnacTuv, KypupylLwMMyU COOTBETCTBYHOLWME cdepbl aesitensHocTM. O Hanuuum nubo OTCyTCTBUM
COo(hMHaHCMPOBaHWA yKa3blBaeTCs B MOSICHUTENBbHON 3anncke;

(B pea. PacnopsikeHns AgmuHuctpaumm ropoga HoxHo-CaxanuHcka ot 21.07.2023 N 647-p)

- YyCTaHaBnuBawLline HOBble WU U3MEeHALWMe paHee npeagyCMOoTpeHHble HOPpMaTUBHbIMUA NpPaBOBbIMUA  aKTaMu obs3aTensHble
TpeGOBaHVIﬂ ana Cy6'beKTOB npeanpuHUMaTenLCckol U MHOW SKOHOMUYECKOW OesATenbHOCTY, obsi3aHHOCTM Ans Cy6'beKTOB WHBECTULMOHHOMN
AeATeNbHOCTU cornacoBbIBakOTCA C D,el'lapTaMeHTOM OKOHOMUYECKOro pasBnUTUA;

- Mo BOMpoOCaM YTBEPXAEHUS (M3MEHEHWS) aAMUHUCTPATUBHBIX PErfameHTOB NpeaocTaBlieHnss MyHUUMNanbHbIX (FOCYAapCTBEHHbIX)
ycnyr nognexar obsi3aTenibHOMY COrnacoBaHuio ¢ AHanuTudeckum ynpaeneHvem MKY "MyHuuunanbHbIA LEHTp UndpoBoi TpaHchopmaumum
agMuHucTpaummn ropoaa KoxHo-CaxanuHcka n cornacoBaHuio ¢ 'BY CO "MHOrodyHKLUMOHanNbHbIA LIEHTP NPefoCTaBneHns rocyAapCTBEHHbIX U
MyHUUMnaneHbix ycnyr CaxanuHckon obnactu" (ganee - MO®L) B cnyyae, ecnv NpoeKT MyHWLMNANbLHOrO MNPaBOBOrO akTa COAEPXUT
nornoxeHusi, kacarowmecs gearensHoctn MOL, To oH nognexuT HanpaeneHuno B MOL| Ha cornmacoBaHne B AaHHOW YacTu;

(B pea. Pacnopsixenna AgmuHnctpaunm ropoga FoxHo-CaxanuHcka ot 09.11.2023 N 925-p)

- O HOpMMpOBaHMM B cdpepe 3aKynok Ans Hyxg ropogckoro okpyra "Topog HOxHo-CaxanuHCK" noanexar CorfacoBaHuio C
[enaptameHTOM KOHTpOMSA B cdhepe 3aKynok 1 hMHaHCOB annapaTta agMUHUCTpaLMy ropoga 1 Ynpasnsowmum aenavu;

- 06 yTBEPXAEHUU MYHMLMMamNbHbIX MPOrpaMM, O BHECEHWU W3MEHeHU B AEeNCTBYOLME MyHUUMNanbHble MporpaMmbl noanexar
cornacoBaHuto ¢ KoHTponbHo-cueTHoW nanatou ropoaa FOxHo-CaxanuHcka (aanee - KCI1). B mapwpyT cornacosanusi KCI BkntoyaeTcst nocne
COrnacoBaHusi KypupyoLlero nepeoro BuLle-Mapa, Buue-mapa nnbo ynpaensiowero genamv. OgHospemeHHo ¢ aTum B KCI gononHuTensHo
npenocTaBnseTcs Konus NpoeKTa NocTaHoBreHWst Ha ByMaxHOM HocuTene.

(B pea. Pacnopsixenna AgmmHuctpaumm ropoga FoxHo-CaxanuHeka ot 21.07.2023 N 647-p)

- (buHaHCcOBO-3KkOHOMUYECKOe OBOCHOBaHWE, B Criyyae ecrv NpUHATME MyHMUMNANbHOrO NPaBoOBOro akTa BrieyeT 3a cobol pacxogbl
OtopkeTa ropoackoro okpyra "lopog KOxHo-CaxanuHek";

- 3aKn4yeHunsa I'Io,u,paa,qeneHm?l, B KOTOPbIX NpOXoAus cornacoBaHne NpoekT NoCTaHOBMEHUSA;

- KOMMWSI CPaBKN COrMacoBaHuWs.
(n. 3.2.5 B pea. PacnopsixeHuns AgmuHmctpauum ropoga HoxHo-CaxanuHcka ot 18.04.2023 N 325-p)

3.2.6. Bce npoeKTbl MOCTAHOBIIEHUI U PacropsiKeHWii 6e3 UCKIYEHNs NoAnexaT CornacoBaHuio C NepPBbIM BULIE-M3POM, BULIE-M3IPOM
nn6o ynpaensioLym AerniaMu B COOTBETCTBUM C pacnpeaeneHnem obasaHHocTen, aupektopom MpaBoBoro AenaptameHTa.

OuepeaHOCTb NPOXOXAEHNS COrNlacoBaHUs MPOEKTOB NMOCTAHOBMEHWI (PacnopsXKeHUI):

- HayanbHWK oTaena B coctase Noapasgenexuns (npu cornacosaHun B COM);

- topuaunyeckas cnyx6a Mogpasgenerus (Npu HanMuuK), BHECLLETO NPOEKT NOCTAHOBIEHNS (PacropsiKeHusl);

- pykoBoauTens NogpasgeneHns, BHECLLEro NPOEKT NOCTAaHOBIEHUS (PacropsiKeHns);

- 3aMHTepecoBaHHble [NoapasgeneHunst, yupexaeHns (opraHusaumm);

- MNpaBoBow genapTameHT;

- NepBbIVi BULLE-M3p, BULIE-M3p, YNPaBASAIOLWWIA Aenammn B COOTBETCTBUM C pacnpeaeneHnem obsasaHHOCTeN.

Mpy cormacoBaHWM MpoeKkTa MNOCTaHOBMeHWs (pacrnopshkeHns) Ha OymaxHOM HocuTene topuandeckas crnyxba [lMogpaspenenus,

MpaBoBoii AenapTtameHT, [lenaptameHT uUHAHCOB (NpM HEOOXOAMMOCTWM COrMacoBaHUA) 3aBEPSOT KaxAbl NUCT MepBoro ak3emnnspa
(NOANWHHKK) Ha OBOPOTHON CTOPOHE LUTaMMOM "cornmacoBaHo" ¢ NpocTaBneHneM AaTbl, NOANUCU U paclunMdPOBKM MOAMUCK LOMKHOCTHOIO



nuua.

PaCI'IOpﬂ)KeHI/IFI nepBoro BuUe-mapa, BuUe-M3pa, YynpasndAwwero aenamMmm CcornacoBbiBaldTCA C 3auMHTeEpecOBaHHbIMKM nNuUamMuy,
cornacoBaHua € npaBOBbIM enaptTameHToM He Tpe6yeTcs1.

3.2.7. PeueH3eHTbl MMEIT NpaBo BO3BPaTUTb MPOEKT NOCTAHOBMEHUS (pacrnopsikeHusl) Ha opaboTky ucnonHuTeno (paspaborynky) B
creayloLmx cnyyasx:

- HapyLLEeHWe NoNoXeHunn HacToswen MHCTpykumm no 4enonpon3BoacTBy;
- TpebyeT BHECEHWS M3MEHEHWI (MoMpPaBoK);

- NPU HaNUYMM HeyCTPaHEHHbIX 3aMeYaHuid (OTpuLaTeNbHbIX 3aKIYeHNi);
- NPOEKT COAePXUT onevaTkun, rpaMmaTmyeckme owmnbKu.

3.2.8. Mpu HeobxogmMmocTu, pykosoauTenb lodpasgeneHus, COrnacoBbIBaOWMIA NPOEKT MOCTaHOBMEHUS (pacrnopsbkeHusl), uMmeeT
BO3MOXHOCTb HanpasnaTe BHyTpu [MoapasaeneHns npoekT NoCTaHOBNEHWS (PaCcropsiKeHUs) AN MOATOTOBKM 3aKMOHYeHUS.

3.2.9. TpoekTbl noctaHoBneHun (pacnopspkeHuit) B COI MoryT cormacoBblBaTbCA MapanfenbHO Ha 3Tane CornacoBaHus C
3aMHTEepecoBaHHbLIMY NULLAMU.

3.2.10. Mpwu cornmacoBaHnM NPoeKTa NOCTaHOBMNEHUSA (PACNOPSKEHNS) C yUpEXOAeHNAMI (OpraHnsaumamm), He nogknioveHHsIMn k CIM,
cornacoBaHve Mpou3BOAWUTCS MyTeM MpukpenneHust paspabotunkom k IOPK pokymeHnta B C3[l ckaHMpOBAHHOIO MMCbMa-CoOrnacoBaHus
yupexzaeHus (opraHusaumm).

B atom cnyyae paspaboTuuk pasmellaeT NMCbMO-COrnacoBaHue B pasgen "3aknoveHus" ¢ ykazaHMeM HauMeHOBaHWSI KOHKPETHOW
opraHusaumm (Hanpumep: CornacoBaHne MyuHuctepcTea o6pasoBaHusl).

3.2.11. Bo3paxeHusi K NPOeKTy MOCTAHOBIEHMUS (PaCMOpPsSPKEHMWS), BO3HMKAIOLWME Y PELIEH3EHTOB Npu cornacoBaHmun, opopMnsioTcs B
OPK pokymenta B C3O[] ogHMM M3 criedyrowmx crnocoboB: oTAenbHbIM (hanioM "3amevaHus (3aknoyveHns)”, kotopbli npukpennsetcs k PK
[OKYMEHTa, OTAENbHLIMU KOMMEHTapUSMU.

3.2.12. MNpwn HanuuMm pasHornacuin No NPOEKTY NOCTAHOBMEHWSA UM PACNopsPKEHNs, paspaboTynk opraHM3oBbIBaeT UX 06CyxaeHve C
3aMHTEpecoBaHHbLIMM CTOPOHaMK C LieNblo CHATMSI pasHornacuin. Ecnun nocne obcyxaeHWs pasHornacus He CHATbI, TO HeyperynupoBaHHbIe
pasHornacusi paccMaTpuBaloTCa KypypyHOLWMM (PyKOBOASLLMM) BULE-M3POM NGO ynpasnsiowmm AefniamMmvm B COOTBETCTBUM C pacnpeneneHnem
0bs3aHHOCTEN, KOTOPbIN MPOBOAUT 06CYXAEHME C 3aUHTEPECOBaHHBIMU CTOPOHAMM.

Ecnu nocne 3Toro pasHornacusi He CHsiTbl, TO K NPOEKTY MOCTaHOBMEHWSI UM PACTOPSIKEHWUS MpUMaratoTCst NPOTOKON pasHormacum,
YTBEPXAEHHBIN NEPBLIM BULIE-M3POM, BULE-M3POM NGO ynpaensiowyMm AenaMu B COOTBETCTBUM C pacnpeaeneHmemM obsisaaHHOCTew, 1 crnipaBka
C U3MOXEHWEM MHEHUIA CTOPOH, UMEIOLLMX 3amedaHus. PelueHre o TOM, MPUHUMATb UMW HE NMPUHUMATL HEYYTEHHbIE 3aMeYaHus NPUHUMaeTCst
M3poMm ropofa 6o NULOM, UCMIOMHSIILLMM ero 06si3aHHOCTW. Ecnu Map cornaluaeTcsi ¢ MHEHUEM WUCMOSTHWUTENS!, OH NOAMNMUCLIBAET [OKYMEHT.

Ecnu pasHornacus CHATbl, MPOEKT MNOCTaHOBMEHUs (pacnopﬂ)Keva) OoTnpaBnAeTcA Ha NOBTOpPHOE cornacoBaHue B caa.
[MonoxwuTensHoe peweHne OOMKHOCTHOro nmua, y KoToporo ObINKY 3aMevaHns, 03Ha4YaEeT, YTO 3aMedaHus YCTpaHeHbI.

Ecnn npoekT mocTaHOBREHUsi (pacropsikeHusl) COrnacoBblBaeTcs Ha GyMaXXHOM HOcWTene, TO MPU CHATUM pasHornacuin B xope
MOAFOTOBKWM MPOEKTa MOCTAHOBIEHUS (PacrmopsiKEHWsI) B CMpaBKe COIMACcOBaHUA [ENaeTcsl OTMETKA O CHSATUWM 3aMeYaHWi pPeLeH3eHTOM, Y
KOTOpOro oHW 6binu (C ob6s3aTenbHbIM yKasaHWeM [JaTbl U MPOCTaBNEHUEM MOAMUCK), BO3PaXKEHUst K MPOEKTy, B 3TOM Crnyyae, He
npuKnagbIBalTCs.

3.2.13. Ecnu B npouecce AopaboTku B MPOEKT BHOCATCS U3MEHEHMS, TO OH MOANEXMUT MOBTOPHOMY COIiacoBaHuio peueHseHTamu. Cpok
[0paBoTkM MpoeKTa MOCTaHOBMEHUS (PaCNoOPSKEHWs!) He AOHKEH NpeBblwatb 3 paGounx AHen. Mpu NpuKpenneHun HoBbIX (AOpaBoTaHHbIX)
BEPCUIA MPOEKTOB JOKYMEHTOB, NpeablayLiue BEpCUn He yaansoTcs.

3.2.14. Cpok, B TeyeHVe KOTOpOro NPOEKT MOCTAHOBMEHWS (PacnopshKeHWs) MOXKET HaxXOAUTbCH Ha COrMacoBaHUM Yy BULE-M3POB,
ynpaensioLero genamu, B MNoapasgeneHusx U MHbIX opraHn3auusix, He JOMmKeH npesbiwaTe 3 paboynx AHew, B MNpaBoBOM AenapTaMmeHTe,
NPOBOASALLEM MPABOBYIO U aHTUKOPPYMNLMOHHYIO 3KCNEPTU3y NPOEKTOB MOCTAHOBMEHWI (pacrnopskeHni) - 10 paboynx aHen.

McknioyeHnss COCTaBNST criegytoLme NpoeKkTbl MOCTAHOBNEHWI (PacnopsXKeHUN):

- Monoxenuss u [Mopsigku, perynupylowMe MPUHSTUE pacxXofHbix 06s3aTenbCTB, MyHuUMnanbHble [Mporpammbl HaxofsTcs Ha
cornacoBaHuu B [lenaptameHTe hmHaHCcoB He Gonee 5 pabounx gHen;

- MPOEKTbl MOCTAHOBMEHWUN, SBRSIOWMXCA Pe3ynbsTaToM MNpedocTaBneHusl MyHUUMNanbHbIX (rOCYAapCTBEHHbIX) YCMyr, MpOeKTbl
NOCTaHOBMEHWI O NPOBEAEHUN NYGMUYHBIX CMYLUAHWIA, Ha3HaYaeMbIX B pamkax okasaHWs MyHULMMAnbHbIX YCyr, NPOEKTbl MOCTaHOBMEHUIA O
NMPOBEAEHUM ayKLMOHA Ha MpaBO 3aKMYeHUs JOroBopa apeHabl 3eMerbHOro yyactka He Gonee 2 paboumx gHein. MNpaBoBoW AenapTaMeHT
COrnacoBbLIBAET yKa3aHHble MPOEKTbl MOCTaHOBIIEHWIA, BKIOYas NpoBefdeHWe NPaBOBOW M aHTUKOPPYMUMOHHOW 3KCMEPTU3bl, B CPOK A0 5
pabouunx aHew;

- MPOEKTbl MOCTAHOBMIEHWI (PacrnopsKeHWI), ABNSIOWMNECH pe3ynbTaToM MpPefoCTaBlieHNs MyHUUMMAnbHbIX YCNyr, 3aTparvsatoline
BOMPOCHI NpeanpUHUMATENbCKON, UHBECTULMOHHOMW M UHOW 3KOHOMUWYECKOW AESTENbHOCTU, COrNacoBbiBalTCs He Gonee 1 pabouyero AHs B
MoppaspeneHusx, y nepBoro BuLie-mMapa, BULE-M3IpOB, yrnpasnstoLlero genamu n 3 padouunx aHen B MpaBoBom genaptameHTe. Npu aTom, Takue
ycnyry JOmkHbI ObiTb cneunanbHO OTMeYeHbl B yTBEPXXAEHHOM [lepevHe MyHMUMNanbHbIX YCRyr, NpeaocTaBnsieMbiX adMUHUCTpauUmMelt ropoda
HOxxHO-CaxanmHcka 1 MyHULMNanbHbIMU Ka3eHHbIMU YYpeXaeHUsIMY;

- NPOEeKThLI MocTaHoBMNeHn "O NOAroTOBKE NPOeKTa 0 BHECEHWUN 3MeHeHW B [paBuna 3eMnenonb3oBaHns 1 3aCTPONKY Ha TEpPUTOPUM
ropoackoro okpyra "lopop KOxHo-CaxanuHck", "O npoBeAeHun mny6rnuyHbIX CryllaHWin no BonpocaM O BHECEHUWM u3meHeHuir B [lpasuna



3eMnenonb3oBaHuss U 3acTpOMKM Ha TeppuTopum ropoackoro okpyra "lopoa HOxHo-CaxanuHck”, "O BHeceHun u3ameHeHnunn B [paBuna
3eMenornb30BaHUst U 3acTPOMKM Ha TeppuTopum ropopckoro okpyra "lopoa HOxHo-CaxanuHck" HaxogsaTcs Ha cormacoBaHuu B [MpaBoBom
nenaptameHTe He Gonee 5 pabounx gHewn;

- MPOEeKTbl NOCTaHOBMEHWN 00 yTBEPXAEHUM MYHMLUMNAnbHbIX NPOrpamM, a Takke O BHECEHWM B HUX M3MEHEHWI HaxoaaTcs Ha
cornacoBaHum B [lenapTaMeHTe 3KOHOMMUYECKOrO pa3BuTUSi He Gonee 7 paboumx AHeir. Cpok YCTpaHeHWs! UCMOMHUTENEM 3aMeyaHui u
paccMOTPeHVS NpeanoXeHnin, ykasaHHbIX B 3aKniodeHn [lenaptameHTa 9KOHOMUYECKOro pa3sutus, He bonee 5 pabounx gHen;

- NPOEKTbI NOCTAHOBMNEHMI (pacrnopsikeHnin) 06 yTBepxaeHUn U nameHeHun MonoxeHuii 06 onnate Tpyaa paboTHUKOB MyHULMMANbHBIX
yypexaeHun (Npeanpustuin), a Takke ob yTBepXAeHUM n nsmeHeHun [onoxeHun o CTPYKTYPHbIX noapasgeneHnsx annapata HaxofasaTcs Ha
cornacosaHuu B [lenaptameHTe kagpoBoOWv MONUTUKK He Gonee 5 pabounx gHew.

O6wwnin Cpok, B TeYeHMe KOTOPOro MPOEKT MOCTAaHOBMEHMS (PacnopshKEHUs) MOXET HaxoAMTbCH Ha COrMacoBaHWW, He [[OIDKeH
npeBbILLAaTh 2 MeCsILieB CO AHSA ero BHeCeH s, B Cryvae NpeBblLLEHNs CPOKa NPOEKT HanpaensaeTcs Ha nepecornacoBaHue.
(n. 3.2.14 B pen. PacnopspkeHus AgMmuHuctpaumm ropoga KxHo-CaxanuHcka ot 18.04.2023 N 325-p)

3.2.15. VicnonHuTenb, NOAroTOBUBLLNIA MPOEKT NOCTAaHOBMNEHWS (pacnopsbkeHust), npeacTasnsieT B [paBoBoi AenapTaMeHT No 3anpocy
nakeT JOKYMEHTOB, TPeOyeMbIX A5t NPOBEAEHNSI aHTUKOPPYNLIMOHHOW 3KCNEPTU3bI.

MpaBoBoW AenapTamMeHT NPOBOAMT MPaBOBYIO M aHTUKOPPYMLMOHHYIO 9KCMEepTU3y MPOEKTOB NOCTAHOBMEHW B TeveHue 10 paboymx
OHeln ¢ MOMeHTa ux nocTtynneHus B [NpaBoBon AenapTaMeHT.

YKa3aHHbIN CPOK MOXeET ObITb COKpalleH pykoBoguTenem [MpaBoBoro genaprameHTa no MOTUBUPOBaAHHOMY XO,D,aTaVICTBy pyKkoBoagnTens
I'Io,qpaa,u,eneHmsi, BHeCLLEero NpoekKT NnocTtaHOoBMEHUA.

B uckntounTenbHbIX CyYasx, MpW HanMuMm CyLLeCTBEHHbIX OCHOBAHWI, @ Takxe, eChk MPOEKT NoCcTaHOBMEHUs TpebyeT Gonee rny6okoro
U3yYeHusl, MO MOTUBMPOBAHHOMY XOAATAWCTBY HayarlbHWKa OTAena 9KCMEePTU3bl MPaBOBbIX aKTOB CPOK MPOBEAEHUSI SKCMEPTU3bl MOXKET GbiTb
npoaneH avpektopom MpaBoBoro AenaptaMeHTa, HO He Gonee Yem Ha 5 paboumnx aHei.

KoppynumoreHHble hakTopsbl, BbISIBEHHbIE MPU NPOBEAEHWUI aHTUKOPPYMNLMOHHON 3KCNEPTU3bl MPOEKTOB NMOCTAHOBMEHWIA, YCTPaHATCA
MoapasgeneHusimy, SBRSIOLLMMUCS pa3paboTymkamMu COOTBETCTBYHOLLMX MPOEKTOB. [oNoXeHUsi npoekTa MoCTaHOBMEeHUs, cnocobeTBytoLwme
CO3[aHWI0 YCIOBWIA ANt MPOSIBIIEHNS KOPPYNUMW, BbISIBNEHHbIE NMPY NPOBEAEHUN aHTUKOPPYMLIMOHHOWM 3KCnepTu3bl, NpoBoauMon MNpaBoBbIM
[AenapTamMeHTOM, YCTPaHSIIOTCS Ha CTaaun AopaboTkv NpoekTa AoKyMeHTa pa3paboTyMkoM NpoekTa.

B cnyyae Hecormacus paspaboTumka AOKYMeHTa C pesynstaTamu aHTUKOPPYMLMOHHOW 3KCnepTusbl, NpoBeaeHHoW [MpaBoBbiM
[AenapTamMeHTOM, CBUAETENbCTBYOLMMY O HANIMYMKU B NPOEKTE AOKYMEHTA MONOXEHUIA, COCOBCTBYIOLWMX CO30aHUI0 YCIOBUI ANsi NPOSIBIIEHNS]
Koppynuuu, pas3paboTyvk npoekta B TeveHne 5 paboumx AHel npeactasnsieT B [1paBoBoW AenapTaMeHT MUCbMEHHble BO3PaXeHUsi ¢
060CHOBaHMEM CBOEro Hecornacusi. Ecnn Bo3paxeHusi OTKMOHSIIOTCS, OHWM paccMaTpuBaloTCs ¢ yd4actveM paspaboTymka, 4OMKHOCTHOrO nuua
MpaBoBoro AenapTaMeHTa M WHbIX 3aUMHTEPECOBAHHLIX MWL MpY KypupyloLleM BuUe-M3pe nu6o ynpaensiolemM Aernamu, nocne 4ero
NpYHMMAaETCA OKOHYaTENbHOE peLLIeHNe, KOTOPOe HanpaBnseTcs Mapy ropoaa.

Mpy HamMuMu MOTMBMPOBAHHBLIX BO3pPaXeHWi paspaboTyuka NPOEKTa MOCTAHOBMEHWS Ha 3aMevaHusi Mo pesynbrataM NpoBeAeHUs
npaBoBOW aKcnepTusbl, MpaBoBON AenapTaMeHT NPOBOAMT MOBTOPHYHO MPaBOBY 3KCNepTM3y. B pamkax npoBeneHWs NOBTOPHOWM 3aKCnepTusbl
npoekTa, pykoBoauTesnb [paBoBOro AenaptameHTa BrpaBe OpraHW3oBaTb COBELLaHWE C yyacTuem paspaboTymka U UHbIX 3auHTepeCcoBaHHbIX
VL, ANst paccMOTPEHUs U 0BCyKaeHUs1 OTAENbHBLIX BOMPOCOB, KACAOLLUXCS NPOEKTa NMOCTaHOBMEHMSI.

B uensax obecneyeHnst kayecTea pa3paboTKU NPOEKTOB NOCTAHOBNEHWI (PACNOPSXKEHWNI) U COKpaLLEHUst CPOKOB MPOBeAEeHs! NpaBoBoi
W aHTUKOPPYMLMOHHOMN 3KCNepTu3bl, pykoBoauTens MoapasaeneHus obssaH Ha ctagum paspaboTky MPOEKTOB HE MeHee OOHOro pasa B Hefdenio
VHMUMMPOBaTL Ha UMs AupekTopa [paBoBoro AenapTtaMeHTa oGpalleHWe O MOoMyYeHUM [OMOSHUTENbHBIX Pa3bsCHEHWA MO MOArOTOBKE
MPOEKTOB MO CMOPHbLIM UM NPOBIIEMHbLIM BOMPOCaM.

YkasaHHble 06pau.leva paccMaTpuBaroTCA Ha coBellaHuAax npu y4actum ﬂpe,D,CTaBVITeﬂeVI I'Io,qpas,qeneva C OCbOpMI'IeHI/IeM NpoTOKONa
U1 NOCPeaCcTBOM MOArOTOBKWN OTAEMbHBLIX 3aKNIOYEHUI, KOTopble MoryT I'IpVIOGIJ.l,aTbCﬂ K MPOEKTY.

3.2.16. [NpoeKkT HOpPMAaTUBHOrO NPaBOBOrO akTa MocCrfe COrnacoBaHUs C 3auHTepecoBaHHbiMK [logpa3geneHsMuM 1 NpaBoOBbIM
[lenapTameHTOM C COMpPOBOAMTEMbHLIM NWCbMOM W KOMWEW MOSCHWTENbHOW 3anucku, A0 NOANWCAaHUA MIPOM ropofa, HanpasnseTcs B
npokypatypy ropoga OxHo-CaxanuHcka B cOOTBeTCTBUM ¢ CornalueHneM, 3aknioYeHHbIM Mexay agMuHucTpaumen ropoga KoxxHo-CaxanuHcka
1 npokypatypoii ropoaa KOxHo-CaxanuHcka 06 nHopMaLMOHHOM COTPYAHUYECTBE U B3aMMOQENCTBUM.

(B pea. PacnopsikeHus AgmuHuctpaumm ropoga FoxHo-CaxanuHcka ot 21.07.2023 N 647-p)

CornacoBaHue npokypartypou ropoga HKOxHo-CaxanuHcka npousBOaUTCA MyTeM MpukpenneHus paspabotumkom k OPK gokymeHTa B
C3[ B pasgen "AHTUKOPPYNUMOHHAsA 3KCMepTn3a" CkaHWPOBaHHOMO COMPOBOAMTENBHOIO MUCbMa C OTMETKOW MpOKypaTypbl O nomnyveHun. B
cryyae OTCYTCTBMSI 3aMeYaHuii NpokypaTypbl ropoda B TedyeHne 10 AHEe ¢ MOMEeHTa NOCTYNMEHUsI NpoekTa HOPMaTUBHOMO MPaBOBOrO akTa B
npoKypaTypy ropofa, pa3paboTuvMk HanpasnsieT NpOeKkT HOPMAaTMBHOIO MPABOBOIO akTa Ha Creaywluvin 3aTtan, MNpuKpenue B pasgen
"AHTVKOPPYNUMOHHas akcnepTu3a" wuHgopMaumio 06 OTCYTCTBMM 3aMeyaHui NpoKypaTypbl ropoga 3a MNognucbio  pyKoBOAWUTENS
MogpasgeneHus.

Mpn NOCTynneHun NOMOXUTENBLHOMO 3aKMioYeHUs NPOKypaTypbl ropoga paHee 10-AHEBHOro cpoka pas3paboTumMk NPUKpennseT ero B
pasgen "AHTUKOPPYNUMOHHAs aKkcrnepTnsa" n HanpaensieT NPOeKT HOPMAaTMBHOMO NPaABOBOrO akTa Ha CreayoLmMIn aTan.

3.2.17. MNepcoHarnbHyl0 OTBETCTBEHHOCTL 3a cobniogeHve TpeboBaHUn MHCTpYKUMM No Aenonpoussoactey (oGecneveHve kayecTsa,
cornacoBaHusi, cobrnofeHne CpPOKOB MOAFOTOBKWM MPOEKTOB MOCTAHOBMEHWIA, PACMoOpsKeHWUn, X AopaboTKy U Ap.) HecyT pykoBoauTenu
Moapasnenexuii, BHECLUME MPOEKTbI.

3.2.18. CornacoBaHHble MNPOEKTbl MOCTAHOBMEHUIA W PaCMOPSKEHUA, MOArOTOBMEHHbIE C COGMOAEHWEM YKasaHHbIX npouenyp,
noctynatT no C3[] B cnyxby noaroToBkM AOKYMEHTOB OTAena no paboTre C [OKyMEHTamMu U KOHTpon (Janee - cryxba mnoaroTtoBKku
[OOKYMEHTOB).



Cnyx6a noaroToBkM JOKYMEHTOB:

- OCYLUeCTBMSIET MPOBEPKY COOTBETCTBMS MNPOEKTOB MOCTaHOBMEHU (pacrnopsikeHun) TpeboaHusm [OCT P 7.0.97-2016
HaumoHaneHbii cTanaapt Poccuiickon ®epepaummn "Cuctema craHgapToB Mo MHgopMauvu, 6GrMOrnvMoTedyHOMY W u3gaTtenbCKoMmy Aerny.
OpraHun3aumnoHHo-pacnopaanTensHas AokyMeHTauus. TpeboBaHust K opopMeHno JOKYMEHTOB";

- B TEYEHMe Tpex paboumx AHel nepedaeT Ha NOANMCh M3py ropoaa.

COTpYyOHWUKM CryGObl MOArOTOBKM [JOKYMEHTOB MMEIOT MpaBO BO3BPATUTb MPOEKT MOCTAHOBMEHUS (pacnopsikeHus)) Ha AopaboTky B
crepyLmx cnyyasx:

- HapyLueHue TpeboBaHuii VIHCTpyKUMM MO AEnOonpon3BoOACTBY;

- Hanuyme HeycTpaHeHHbIX 3aMeyaHuii (oTpuLaTenbHbIX 3aKMOYeHUI), 3a UCKITIOYEHWEM CyYaeB, Korda OCHOBaHWEM Ans MOArOTOBKU
NpOeKTa NOCTAaHOBNEHWS (PacropsikeHUs) IBASIETCS MONOXUTENbHAsi PE30MoLMst M3pa ropoaa;

- NPOEKT CoAepPXKNT onevaTKkn, rpaMmaTn4eckue owmnbku nnbo Tpe6yeT BHECEHUS U3MEHEHWUM (I'IOI'IpaBOK).

3.2.19. Cnyx6a noaroToBkM LOKYMEHTOB pacneyaTbiBaeT NPOEKT NOCTaHOBMNEHUS (PacnopsKeHUs1) U NUCT COornacoBaHus Ansi nepegayn
Ha NoAnucb Mapy ropoAa Wnu nuuy, UCMosHsLWeEMY ero o6s3aHHocTy. [Mpu HeobxoauMocTw, cryx6a NOAroTOBKM AOKYMEHTOB pacneyaTbiBaeT
NMoCTaHOBMEHUE (PacnopsiKEHUE), B KOTOPOE BHOCATCS U3MEHEHUSI.

3.2.20. MocTaHOBMNEHNST N PaCMOPSKEHWS, MOANWCAHHbIE M3POM TFOPOAA, HaMpaBnAlTCA B CryXOy MOArOTOBKM [AOKYMEHTOB ANS
peructpaumu, opopMneHns u Bbinycka. [MOCTAHOBNEHWS M PacropsPKeHWst PEerucTpupyrtoTcst Cry60M NOATOTOBKM [OKYMEHTOB B CPOK, He
npesbiaLmin 3 paboumx gHen. BeinyckaembiM JOKyMEHTaM NpucBavBaeTCs MOPSAKOBbIA HOMEpP MO €ANHOW HyMepauun, KoTopasi BEAETCS C
Hayana ¥ [0 KOHUA roga pasdenbHO AnA MOCTAHOBMEHWI, PacnopsikeHUn aAMUHUCTpauuM ropoga Mo OCHOBHOW AeSATeNnbHOCTU |
pacrnopspkeHnin no Bonpocam kagpoB. K mopsakoBOMYy HOMEpPY pacropsbkeHud MO OCHOBHOW AesTenbHocTM - pobasnsietcs Gyksa "p',

pacrnopspkeHnin no KagpoBbiM Borpocam - Gyksa "K', pacnopsbkeHWn no nuM4yHoMy cocTaBy - Oyksa "n", moctaHoBneHun - Gyksbl "na". K
NopsAKOBOMY HOMEpPY NOCTaHOBMEHUIA, NOArOTOBIEHHBIM Ha BymaxkHOM HocuTene, BykBbl "na" He JobasnaloTCs.

3.2.21. lNocTaHOBNEHNS U pacrnopsiXkeHWs nocne pernctpaumm cnyx0boi NoAroToBKM AOKYMEHTOB pacchbinatoTcs aBTomaTtnyecky no COM
COrnacHo NUCTy paccbinkn, odopmneHHomy B OPK gokymeHTa.

BymaxHble KOMUKM MOCTaHOBMNEHWUS (PacropsXeHWs) NPefoCTaBNSIOTCA TOMbKO MPWU HanuyMu TpeboBaHUi 3aKOHOAATENnbCTBa, MHbIX
pernaMmeHTMpYyLLMX JOKYMEHTOB MO XpaHeHWo AoKyMeHTa B BymaxkHoM Buae. B aTom cnyyae npw 3anonHeHun pasgena "bBymaxHble konun" B
nucte paccbinkm B COL ykasbiBaeTcsi 060CHOBaHME CO CCbINKOW Ha NPaBOBOW aKT, MHOW AOKYMEHT AnNs NornyveHus GymaxkHbix konui. Konum
MOCTaHOBMEHWUI (PacMopPsXXeHUIA) paccbinaroTca oTAenomM no paboTte ¢ JOKYMEHTaMy U KOHTPOMIO B CPOK, He MpeBbiluaLumin 3 paboumnx aHew (B
UCKMIOYNTENbHBIX CryvasXx, Npu HanMynm o6beMHbIX JOKYMEHTOB - A0 5 paboynx gHen). MNpu HeobxoANMMOCTH, B NINCTE PaccChifikv yKasbiBaeTcs
NMoYTOBbLIV agpec.

Bo BHellHWe opraHnsaumn, He NOAKIMOYEHHbIE K C3[], konum NocTaHoOBMNEHWI (paCHOpﬂ)KeHMﬁ) HanpaBnAawTCA Ha 6yMa)KHOM HocuTene.

Mpy noaroToBke MpoekTa MOCTAHOBMEHWS (pacnopsbkeHusi) Ha BymaxHOM HocuTene odOpPMIISIETCS CMUCOK PAaCcChIfKK, MOANUCAHHbIN
pykosoguTtenem [logpasfeneHvs, BHeCLero NpoekT. B cnucok pacchbinku BKMOYAOTCA cBedeHust 06 UCnonHWTene AOKyMeHTa (JOSMKHOCTb,
damunus, umMs, 0T4ECTBO, NOAMNUCH, TenedoH, agaTta).

Ecnn npoekT MocTaHOBNEHUS HOCUT HOPMATUBHBLIN XapakTep, TO WHOPMaUMOHHO-MpaBoBble cucTemMbl: "KoHcynstaHT", "Kogekc",
"lapaHT" 1 ueHTpanbHas ropoackasi 6ubnuoteka ykasbiBatoTcsl B norne "PasocnaTb B opraHu3auuu (ony6nukosate B CMU)" OPK pokymeHTa.
lMpy noarotToBke NpoekTa MOCTAHOBIEHNS (PacrnopsKeHWs) Ha ByMaXHOM HocuTene MHGOPMaLVOHHO-MPaBOBbIE CUCTEMbI BHOCATCS B CMIMCOK
PacchbInKu.

Mpu noaroToBKE MPOEKTOB MOCTAHOBIIEHWIA, PACMOPSKEHUIA O COCTaBe KOMMUCCWI, COBETOB, OpraHM3aLMOHHbIX KOMUTETOB, paboumx
rpynn, KOMmnerwii, BO3rnaensieMblX M3poM ropoga (MepBbIMKU BULE-MIpaMu, BULE-M3pamu, YNpasrsioWwMM Aenamu), B CMUCOK PacChifiku B
obsi3aTenbHOM nopsiake BkIitovaeTcs JenapTaMeHT KagapoBou NMOMUTUKN.

3.2.22. B cny4ae npu3HaHWs pelleHUeM CyAa MyHMUMNAnbHOrO MpaBOBOrO akTa WM OTAENbHbIX €ro HOpM MpOTMBOpPeYaLlMm
OevncTByloleMy 3akoHogaTenbcTBy [NogpasgeneHve, rotoBMBLLEE NPOEKT JAHHOMO akTa, B 14-AHEBHbIM CPOK CO OHSI BCTYMIEHUS pelleHns cyga
B 3aKOHHYK CUITy BHOCUT M3py ropofa MpOEeKT akTa O MpUBEAEHUM NPaBOBOrO akta B COOTBETCTBME C 3aKOHOOATENbCTBOM. [JaHHbIA CPOK
UCYNCIISIETCA C MOMEHTA BCTYNIEHNS PELLEHNS Cyaa B 3aKOHHYHO CUMY.

3.2.23. HeobxogumocTb oduumansHoro onybnukoBaHus (obHapopoBaHus) B rasete "FOxHo-CaxanmuHCK cerogHs" v pasMelleHus
(ony6nukoBaHus) Ha oduuManbHOM caliTe agMmuHucTpauun ropopa HOxHo-CaxanmHcka NOCTaHOBMEHWUs, PacnopsiKeHUst ycTaHaBnuBaeTcs
ucnonHuTenem, oTBETCTBEHHbIM 3a MOATOTOBKY NPOEKTa.

B npoekTbl NOCTaHOBNEHUI 1 pacnopskeHui, noanexaiiye onyonukoBaHmno, BHOCUTCS MYHKT CNEAYIOLLEro COaepXKaHUs:
Hacmosiwiee nocmaHoerneHue (pacriopspkeHue) ornybnukosame 6 2azeme "FOxHo-CaxanuHck ce2o0Hs"

Mpy HeobxoaAMMOCTU pa3MeLLEHNS MOCTaHOBMEHUSI U PACTOPsKEHNS HA ouLManbHOM canTe AOMUHUCTPALUK, BbilLeyKa3aHHbIA NMyHKT
[OMOSHAETCS cnoBamu "... U paamecmums Ha oguyuanbHOM calime admMuHucmpayuu eopoda FOxHo-CaxanuHcka.".

Mpy NOAroTOBKE NPOEKTa NOCTAHOBIEHWS (PacnopsikeHUs) Ha ByMaxHOM HocuTene B Cry6y NOArOTOBKU JOKYMEHTOB OAHOBPEMEHHO C
GyMaxHbIM BapraHTOM NpPoeKTa NOCTaHOBIIEHUS (PacropsiKeHUs) NPeacTaBnseTCcsl ero 3MeKTPOHHas KOomusi.

OTBETCTBEHHOCTb 32 WOEHTUYHOCTb TEKCTA 3MEKTPOHHOW KOMWM MOCTAHOBIEHUS (PAcropsKEHUs) ero GyMaXKHOMY HOCUTENIO, a Takke
cooTBeTCTBME hopmaTy ero NpeacTaBneHus HeceT UcnonHuTenb (pykoeoauTens MoapasaeneHus), paspaboTaBlMii NPOEKT MOCTAHOBIEHUS
(pacnopsixeHust) U NPEACTaBUBLLMIA €r0 ANEKTPOHHYIO KOMUIO.



3.2.24. OcpmuymanbHbIM onybrnMkoBaHMEM HOPMATUBHOMO NPABOBOM0 akTa AOMMHUCTPaUUM cYUTaeTcs Nybrnvkaums ero nosiHOro TekcTa B
rasete "KOxHo-CaxanuHck cerogHs".

MyHuumnansHele npasoBble akTbl ropoaa KoxHo-CaxanuHeka, nognexatime ogpuumuansHoMy onybnnkosaHuio, BCTYNatT B CUINY CO AHS
nx oulmansbHOro onyoGnmMKoBaHKs, ecnn MHoe He YCTaHOBNEHO 3aKoHoAaTeNbCTBOM, YCTaBoM ropoackoro okpyra "lMopoa KOxHo-CaxanmHek”
UMM caMMm MyHULMNanbHbIM NMPaBoBbIM akTOM.

3.2.25. Heo6xoQnMoCTb CPOYHOro OnybnMKoBaHUst MyHULMNANbLHOMO NPaBOBOrO akTa OroBapuBaeTcs B NMCbMe Ha uMs aupektopa MAY
"Mspatenbckuin gom "KOxHo-CaxanuHck cerogHs", nognucaHHoOM pykosogutenem NogpasgeneHns, noaroToBUBLUMM MyHULMNAMbHbIA NPaBoOBOM
aKT, C ykasaHuem Heobxoanmon aatbl onybrnmkoBaHnst OKYMEHTa.

3.2.26. KoHTpornb 3a MOMHOTOW, MpPaBUMBHOCTBID W CBOEBPEMEHHbIM OMyGrMUMKOBAHMEM MOCTAaHOBMEHUIA U pacnopsiKeHUi
ocyLecTBrseTca pykosogutenem logpasaeneHus, SBNA0WMMCS pa3paboTyMkoM MyHULIMNANbHOrO NMPaBoBOro akTa.

3.2.27. lNpepocTaBneHne Konui MyHULMMArNbHOMO MPaBOBOrO akTa MPOM3BOAWUTCS MPU MUCbMEHHOM OOpalleHWn B YCTaHOBMEHHbIE
3aKOHOAATENbCTBOM CPOKMU.

3.2.28. MNoanMHHUKM NOCTAHOBMEHUI U PACNOPSKEHUIA Ha BYMaXKHbIX HOCUTEMSIX HAaXOAATCS Ha XpaHeHun Ao caavn B ApxuB B oTaene
no paboTe ¢ JOKYMEHTaMu 1 KOHTPOni0. BbiaaBaTe ux anst paboTtsl 3a Npegensl kabvHeTa 3anpeLLaeTcs.

3.2.29. B uensix BegeHusi CaxanuHCcKoro obrnacTtHOro pernctpa MyHUUMNanbHbIX HOPMaTUBHbIX MPaBOBbLIX akTOB (manee - Peructp),
MyHMUMNanbHble HOPMAaTUBHbIE MPAaBOBblE aKkTbl B 3MIEKTPOHHOM BuAe OTAenom no paboTe ¢ AOKYMEHTaMu M KOHTPOIMIO HanpasnsoTcs B
MpasutensctBo CaxanuHckol obnactu B TedeHne 5 paboumnx AHen co AHS odmumanbHOro onybnmkoBaHus (0bHapoaoBaHNs) MyHULMNANLHOMO
HOPMaTVMBHOTO MPaBOBOrO aKTa C OJHOBPEMEHHbIM HanpaefneHnem cBefeHW o6 MCToYHMKe M AaTe oduvuManbHOro onybnukoBaHWs
(obHapogoBaHus). [oKymMeHTbl (KOMMM [OKYMEHTOB), COAepxaliue [OMOMHWUTENbHble CBEAEHWUs, noanexalime BHeceHuo B Peructp,
HanpaBnalTCA OTAENOM No paboTe ¢ JOKYMEHTaMmn U KoHTponto B [NpaBnTenscTBo CaxanuHckon obnacTy.

3.2.30. Bo ucnonHeHne nyHkTa 3.2.29 HacToswen MHCTpykuum no AenonpousBoacTBy [logpasaeneHus, cneumanuctbl (COTPYAHUKN)
KOTOpbIX MNPEACTaBNANM WHTEpechbl B COOTBETCTBYylOWEM cyae 06 ocnapuMBaHWM HOPMAaTMBHOMO MPaBOBOrO akTa, Nmbo sBnsloTcA
OTBETCTBEHHbLIMW UCMOMHUTENSIMA COOTBETCTBYIOLMX [OKYMEHTOB, €XeHedernlbHO HanpaensioT cryxebHoW 3anuckon B oTaen no paboTe c
[OKYMEHTaMV U KOHTPOIIO C COMPOBOANTENBHBIM MMCbMOM KOMUW CrEAYHOLLNX JOKYMEHTOB:

- peLUeHnsi 1 onpedeneHnst cynoB obLUei pUcamKuMM no AernaM o6 ocnapuBaHUM MyHULMNANbHBIX HOPMAaTUBHBLIX NPABOBbLIX aKTOB, a
Takke cynebHble MOCTaHOBIIEHUS, BbIHECEHHbIE MO anennsiUMOHHbLIM, KacCauMOHHLIM U HaA30pHbIM Xanobam (nMpoTtectam) Ha ykasaHHble
peLleHus;

- peweHund, onpeaeneHna n noCtaHoBNeHnA ap6I/ITpa)KHbIX CcyanosB no genam 06 ocnapuBaHnmn MyHUUUNANbHbIX HOPMATUBHbLIX NPaBOBbIX
aKTOB;

- aKTbl NPOKYPOPCKOro pearnpoBaHnd, NpuHATbIE B OTHOLLEHUN MyHULMNAaNbHbIX HOPMaTUBHbIX NPaBOBbIX akKTOB;

- 3KCMEPTHbIE 3aKMYEHUs], codepXallume pesynbTaTbl NPOBEAEHUs! SKCNEPTU3bl MyHULMMANbHbIX HOPMATUBHbBIX MPaBOBbLIX aKTOB Ha
coorBeTcTBUe KoHctutyumm Poccuiickon ®epepaunn, denepanbHbiM  KOHCTUTYLIMOHHBIM - 3aKoHaM, defeparnbHbiM - 3akOHaM U UHbIM
HOpMaTMBHbIM NpaBoBbIM akTam Poccuiickon ®epepaumn (ganee - 3akoHogatenbcTeBo Poccuiickon Penepaumn), a Takke YctaBy CaxanuHckon
obracti, WHbIM HOpMaTMBHbLIM MNpaBoBbiM akTam CaxanuHckol obractu (ganee - 3akoHopatenbcTBO CaxanuHckon obrnactu), YcTtaBy
ropozackoro okpyra "lopog KOxHo-CaxanuHck";

- npeanoxexus MNpasutenbctBa CaxanuHckon obnactu mapy ropoga HOxHo-CaxanuHcka, AOMUHUCTPaUMM O NpUBEAEHUN U3[AHHbIX
UMM HOPMAaTVBHbIX NMPaBOBbIX aKTOB B COOTBETCTBME C 3akoHopaTenbCcTBOM Poccuiickon Pepepaumm u 3akoHodaTenbcTBoM CaxanuHcKomn
obnactu;

- npegnucaHna aHTUMOHONOJIbHbIX OPraHoOB;

- aKTbl OpraHoB rocygapcTBeHHoN Bnactu CaxanuHckoi obnactu o6 OTMeHe unM MPUOCTaHOBMEHWU AENCTBUA MyHMLUMNANbHbIX
MpaBoOBbIX aKTOB B YacTW, PerynupyroLlen OCyleCTBIEHUe OpraHamy MeCTHOro camoynpaeneHus B CaxanuvHckon obnacTv OTAEnbHbIX
rocyAapCTBEHHbIX MOMHOMOYUI, NepedaHHbIX UM Ha OCHOBaHUK heaepanbHOro 3akoHa unu 3akoHa CaxanuHckon obnactu;

- NUcbMa, MHasi MHOPMauMs, MOCTYNUBLUME M3 OPraHOB MPOKypaTypbl, OpPraHoB rocydapcTBeHHOW Brnactu CaxanuHckol obnactu,
opraHoB MECTHOrO caMmoynpasneHust B CaxarnvHckon o6nacTy, UHbIX FOCYAapCTBEHHbLIX OPraHoB.

3.2.31. Otgen no pa60Te C AOKYMEHTaMu U KOHTPOIK nocrie NocTtynneHna OOKYMEHTOB, coAepXXallnx OonoJSIHUTelNnbHble CBeaeHUd,
nognexatuve BHeceHuo B Pernctp, HanpasnseT ux B [paBntenscTeo CaxanuHckon obnacTu ¢ o4yepeHbIMN MyHULMNANbHbIMN HOPMAaTUBHbIMU
npaBoOBbIMU akTaMu, HanpaeBnAeMbIiMN ONA BKIHOYEHUA B PeFI/ICTp.

3.2.32. OTBETCTBEHHOCTb 3a HEWCTONHEHNE, HECBOEBPEMEHHOE UCMOoNHeHe TpeboBaHuii nyHkToB 3.2.29 - 3.2.31 HecyT pykoBoaMTenu
MoppasgeneHuii, NPeAoCTaBNSIOLLMX KON OKYMEHTOB, COAEpXalLuX AONOMHUTENbHbIE CBeAEeHUs], noanexaiive BkroyYeHuo B PerucTp.

3.3. MNpotokon (nepeyeHb NOpy4YeHUI)
(B pea. Pacnopsixenna AgmuHuctpauum ropoga KoxHo-CaxanuHcka
ot 04.07.2022 N 518-p)

3.3.1. MpoTokon - AOKYMEHT, NpeAHas3Ha4YeHHbIN AN uKkcauum xoga pacCMOTPEHNsI BONPOCOB U NPUHATUS peLleHnin Ha 3acedaHusix
KonnervanbHbIX, COBELLATENbHbIX, KOOPANHALIMOHHDBIX, 3KCMEPTHLIX U [ip. OPraHoB, COBELLAHUN.

3.3.2. MpoTokonbl COBELLAHNIA HYMEPYHOTCS NMOPSAKOBLIMU HOMEpaMu U ochopmMisitoTest apabekumm Ludpamm B npeaenax KaneHgapHoro
roga OTAENbHO MO KaXAOW rpymnne MpOTOKOMIOB: MPOTOKOMbI M3dpa ropoga, NPOTOKOSbl NEPBOro BMLE-M3pa ropofa, NPOTOKOMbI BULE-M3pPOB
ropofa, ynpasnsioLLero Aenamu v ap.



3.3.3. lNpoTokonbl MOryT nsgaBaTbCsi B MOMHOW UMW KpaTkon chopme (MepeyeHb NopyyYeHnii), Npy KOTOPOIM OMycKaeTcs Xof obcyaeHns
Bonpoca v OUKCMPYETCS TOMBKO NPUHATOE MO HEMY peLLeHne.

3.3.4. BegeHve npOTOKOMOB COBELLAHWA, NMPOBOAUMBIX M3POM ropofa, MepBbIMW BuMLUE-M3Ipamy ropoaa, Buue-mapamu ropopa, u
KOHTPOIb MX UCMOSIHEHNA BO3NaraeTca Ha OTAEeN NPOBEPKN U aHanMaa UCMOMHeHNst MOpPYyYeHWi 1 cneuyanncTos obluero otaena JenaptameHTa
Mo opraHu3aumoHHol paboTe. No uToram coBeLLaHusi, kak NpaBuno, opopMrsieTcs nepeveHb NopyYEHUN.

3.3.5. lNpoTokonbl 3acegaHuii KOMUCCUIA, BO3IMaBnseMblX NepBbIMU BULIE-M3paMu ropofa, Buue-mMapamy ropofa, BeayT cekpetapu
KoMuCCuIn nnu cotTpyaHukm MogpasgeneHun.

3.3.6. lpoTokon, mn3gaBaemMbli B NOMHOM (hOpMe, COCTaBMSIETCA Ha OCHOBaHWM 3anucen, Npou3BedeHHbIX BO BpeMs 3acedaHus
(coBellaHust), NpeAcTaBNeHHbIX TE3MCOB JOKMNaA0B W BbICTYMMEHWUIA, CNIPABOK, NMPOEKTOB PeLUEHNiA 1 ApYrux MaTepuarnos.

ﬂOKyMeHTbI K chy)K,qumo (CI'IpaBKM, NPOEKTbI PeLLeHnin n ,El,p.) npeacTaBnAlTCA OTBETCTBEHHBIMU UCMONHUTENAMU, KOTOPbIM Nopy4eHa
MX NOAroToBKa, U NoANNCbIBAKOTCA B YCTAHOBIIEHHOM NopsAaKe.

3.3.7. MNpoTokonbl (NepeyHn nopyyeHnin) ogopmnsioTcs 6e3 bnaHka Ha ctaHgapTHOM nucTe Bymaru doopmata A4 1 MMEIOT cnegyloLlime
PEKBU3UTDI:

- HaVMeHOBaHWe OpraHWM3auun - ykasblBaeTcsl MonHoe oduumanbHoe U CokpalleHHoe (B ckobkax) HaumeHoBaHWe AOMUHUCTpauuu,
MogpaspeneHus;

- HaumeHoBaHue Buaa aokymeHTa - [MPOTOKOIJ. Cnoso NMPOTOKOIJ1 neyataetcs oT rpaHuLpbl BEPXHEro nons nponucHeiMmn yksamu B
paspsiaky, NOMyXUpHbIM WpndTom pasmepom N 17 1 BbipaBHMBaAETCS MO LEHTPY (B KpaTkon hopme nNpoToKona BvA AOKYMEHTa oTaensieTcst oT
rpudba yTBepxaeHusi oKkyMmeHTa nHtepsanom 36 nt (1,27 cm);

- 3aronoBOK K TEKCTY - oTAensieTcs OT npeablayLlero peksusuTa uHtepsanom 24 nt (0,85 cm), neyaraeTcst NONyXMPHbIM LWPUETOM Yepes
1 MEXCTPOYHbIV MHTEPBAr 1 BbIpaBHWBAETCH NO LIEHTPY, Hanpuvep:

MpoTokon coBelwaHus

- MecCTO NnpoBefeHUs COBeLlaHus - ykasbiBaeTcsl (MpM HeobXoAMMOCTM), Y KOro NpoBOAWTCA COBELlaHWe WM B KakoM MecTe,
BblpaBHMBAaETCA Mo LeHTpy. [NevaTtaetcsa yepes uHtepsan 24 nt (0,85 cm) nocne peksuanTa "BuA 3acegaHusi, coBellaHus", OTAeNseTcsa oT Hero
TNIMHENKOW 1 BbIPaBHUBAETCH NO LEHTPY;

- pata n PeructpauunoHHbIi Homep npoTtokona. [lata odopMnsieTcss CroBeCHO-UMEPOBLIM CNOCOGOM U neyaTaeTcsl Yepes uHTepsan 24
nt (0,85 cm) Hwxe nNpeablayLlero pekeusauTa. Homep npoTtokona neyaraeTtcss apabckumu umdgpamm n coctout us 3Haka "N" 1 nopsigkoBoro
HOMepa npoTokona B npefenax kKaneHgapHoro roga. [laton mpoTokona siBnsieTcst Aata npoBefdeHus coBellaHusi. Ecnu oHo npopgomnkaetcst
HeCKOnbKo AHeW, To Yepes Aeduc ykasbiBatoT AaThl HAYana u OKOHYaHUsi COBELLaHWS;

- TEKCT;
- noganucun.

3.3.8. TekcT npoToKona COCTOMT M3 OBYX YacTel: BBOAHOW M OCHOBHOW. B BBOAHOW 4acTu ykasbiBaloTcs: pamunuu npepceparens
(NpencenatenbCTBYIOLLErNO); ceKkpeTapsi; aMunumM  y4acTHUKOB, MPUCYTCTBYIOLUMX Ha 3acedaHuv; §uu, MpUrmalleHHbIX Ha 3acefaHune
(coBelLaHune); noBecTka AHS.

Cnoso [lMpeacenatens ([peacenatensCTBYOWMIN) NeYaTaeTcst OT rpaHuULbl IEBOTO MOMs, Yepes ABa MEXCTPOYHbIX MHTepBana oT AaThbl
6e3 kaBblyek. MNMocne cnosa lNpeacepatens ([MpeacenaTenbCTBYOWMIA) CTaBUTCA AeduUC, MHUUManNbl M damMunus, 3aTteMm HavMeHoBaHWe
OOMKHOCTUW, Hanpumep, lMpedcedamerns - N.O.@amunus, map 2opoda HOxHo-CaxanuHcka.

Cnoso npl/lcyTCTBOBaJ'IVI ne4yataeTca 4Yepe3 ABa MEXCTPOYHbIX MHTepBana OT rpaHuubl NeBoro nond, noayYepkuBaeTcd, nocne criosa
CTaBUTCA ABOETOuME.

Hwke nevataloTcs HaMMEHOBaHWUS OOIMKHOCTEW NPpUCYTCTBYWOLLMX, @ cnpaBa OT HauMMeHOBaHUA [OMKHOCTEN 4Yepe3 deduc - uUx
MHUYmManbl n cbamvmwm.

Mepeuncnexve NPUCYTCTBYHOLLUX 0ohopMISAIOT Yepes OANH MEXCTPOYHBIN MHTEPBAN 1 NevyaTatoT OT rpaHuLibl NEBOro Mons.

damMmnuM NpurnalleHHbIX 3anucbiBalOTCA B MPOTOKON (ecnu nx He 6onee 15) B andaBUTHOM MopsAke C yKasaHWem HauMeHOBaHWS
[ormkHocTen. Ecny KonMyecTBO MpWCYTCTBYIOWMX MpeBbilaeT 15 4yenoBek, B BBOAHOW YacTW MPOTOKONa AenaeTcs CCbifka Ha CrMCOK,
SABNAIOLWMNACSA HEOTbEMINIEMON YaCcTbio NPOTOKOMA, HanpuMep:

Mpucymemeosanu: 47 Yenosek (CnUCOK npunazaemcs)

Ecnn B coBelaHumn NPUHUMAKT y4acCTue npencrtaBUTeNiM pa3HbiX OpraHoOB Brlactn u opraHM3auV||7|, YKa3blBaeTcaA MecTO paGOTbI n
OOMKHOCTb Kaxkaoro nuua. MHOrocTpoyHble HauMeHOBaHUS AOMMKHOCTEN NPUCYTCTBYHOLLKNX NevaTarTca Yepe3 oanH MEXCTPOYHBIN MHTEepBan.

3.3.9. BBogHasi yacTb 3aKkaHYMBAETCS MOBECTKOM [HS, COoAepXallel nepeyeHb pacCMaTpyBaeMblX BOMPOCOB, MEPEYUCIIEHHBLIX B
nopsigke Mx 3HadmmocTu. Kaxapln Bonpoc Hymepyetcs apabckoi umudpoi n ero HauMeHoBaHWe HaunHaetcs ¢ npegnora "O" ("O6"), koTopbii
reyaTaeTcs OT rpaHuLbl NEBOro Mons Yepe3 OAUH MEXCTPOYHbIA MHTepBan. CrnoBa [loBecTka AHSI NevaTarTcsl MOMYXWPHBLIM LLIPUCTOM
NpONMUCHbIMKM ByKBaMu 1 pacnornaratoTcs LEHTPOBAHHO Yepe3 ABa MEXCTPOYHbIX MHTEpBarna oT CNu1cka NpurnalleHHbIX.

3.3.10. OcHoBHas YacTb NPOTOKOSa COCTOUT U3 pa3dernos, COOTBETCTBYOLMX MyHKTaM NOBECTKW AHS. TeKCT kaxaoro pasaena CTpouTes
no cxeme:

CnyWAnu:



BbICTYTUINN:
PELINNN:

Cnosa CNYLWANW, BbICTYMNWIN, PELUUIIN nevataioT nponucHbIMM ByKBaMu MOMY>XWPHBIM LLUPUGTOM, KaXZoe OT NEBOW rpaHuLbl
TEeKCTOBOrO Mofsi, nocrne Hux craButcs asoetoumne. MNepeg cnosom CITYWAIW craBuTca HOMep Bompoca (Hymepyetcs puMcKon uudpon)
nosecTku AHA. Cnoso CINYLUAJIN neyaTtaeTcs Yepes ABa MEXCTPOYHbIX MHTEPBana oOT MOBECTKU OHS.

B pasgene CNYLWAJIN 4epe3 ogouH MEXCTPOYHBIA MHTEpBan MNocfne HasBaHWs BOMpoca NPUBOAATCA WHUUManbl v damunuu
[OKNaAYmMKoB, Yepes Aedurc HaMeHoBaHWe OOMKHOCTM, KOTOPbIE NevaTatTCs OT rpaHuLbl FIEBOTO MOS.

OcHoBHOE cofepXaHue OOKNafoB BKMHOYAETCA B TEKCT MPOTOKOMa MMM MpuraraeTcs K HemMy B BUAE OTAENbHbIX Matepuarnos; B
nocrneaHeM criydae B TEKCTe MpOTOKona Aenaercst oTMeTka "TeKCT BbICTYNneHus npunaraeTcs” (nocre HauMeHOBaHWs OOMKHOCTU, B CKOBKax),
Hanpumep:

(mekcm ebicmynneHusi npunazaemcs, npunoxeHue N...).

B pasgene BbICTYTMUIIV npuBogsatca hamMmunum 1 MHUUMAnNbI BbICTYNAOLWMUX, KOTOpble nevyaTtaioT C HOBOW CTPOKM B UMEHUTENbHOM
nagexe OT rpaHuupbl nesoro nonsd. OCHOBHOE copep)KaHwe BbICTYMIEHWUI BKITIOYAETCA B TEKCT MPOTOKONa UM npunaraetcs K Hemy B BuAe
OTAEenNbHbIX MaTepnanos; B MOCMEAHEM Clyyae B TEKCTe MPOTOKoNa AenaeTcsa oTMeTka

- mekcm 8bicmyrfieHuUs npunazaemcs, npunoxeHue N...

Cnoso BbICTYTUIIN nevataeTcs Yepes ABa MEXCTPOYHbLIX MHTepBarna nocrne Tekcta goknaga.

PelwweHusi, BblpaboTaHHble Ha coBellaHuW, BHOCAT B npoTtokon nocne crnosa PELWUIU (MOCTAHOBWIN). Cnoso PELININ
(MOCTAHOBWIIN) nevataeTcs OT rpaHULbl IEBOrO NONS Yepes ABa MEXCTPOYHbIX MHTepBana OT NpeabiayLLen CTPOKU.

B npotokone oTpaxatoTcs BCe MPUHATbIE peLleHus (neyaTaloTcs NOSHOCTLI0). [pyM Heo6XxoAMMOCTM MPUBOASATCA UTOTM FONOCOBaHUA:
"3a -..., NpoTKB -..., BO3gepxanochb -...".

CopepxaHue ocoboro MHEHWs!, BbiCKa3aHHOMO BO BpeMsi 0BCYAEHWSI, 3an1cbiBaeTcsl B TEKCTE MPOTOKOMa Mocne COOTBETCTBYHOLLENO
peLleHusi.

B kayecTBe MCMOMHWUTENS MOXET ObITb YyKa3aHO OAHO WK HECKOMbKO AOMKHOCTHbIX nuy nubo MoapaspeneHne. Cpok MoXeT ObiTb
yKasaH kak kaneHgapHas aata nmbo kak nepuog BbIMONHEHUst paboThl.

3.3.11. MNognuce otaensieTcs OT NocnefHeln CTPOKM TekcTa MHTepBanom 36 nT (1,27 cMm) u BKMoYaeT HanMeHoBaHWe OOIMKHOCTU nuua,
npegcenaTensCTBOBaBLUErO Ha COBELLAaHWMK, €ro IMYHOM NOANNCH, pacuMdPOBKM NOAMMCU (MHULManbI 1 haMunus).

HanmeHoBaHVe [OMKHOCTV nevyaTaeTcs OT NEeBOW rpaHuLbl TEKCTOBOrO Nons yvepe3 1 MEXCTPOYHbLIN MHTEPBan WNK LEHTpUpyeTcs
OTHOCMUTENbHO CaMOoW ANNHHONM CTpoku. PaclumndpoBka NoANMCK pacnornaraeTcs Ha ypoBHe NocnefHe CTPOKM HanMeHOBaHUSI AOMKHOCTU 6e3
npobena mexay nHuumanamu n damunuei. MNMocnegHsas byksa B paclumMdpoBKe NOANMCU OrPaHNYUBAETCA NPaBbIM MOMeM.

Yepe3 OBa MEXCTPOYHbIX MHTepBana OT HaMMeHOBaHWs JOSMKHOCTU Nuua, NpeaceaaTenbCTBOBaBLUEro Ha 3acefdaHun (CoBellaHumu),
nevyararTcsl crosa

"IIpOTOKOJ BeJI (a) IOIONMChH
n.0.%amvmmunma".

3.3.12. OcHoBHast YacTb NpOTOKOMNa coeellaHud, nposoaMMOro MapoM ropoga, nepsbiMn BUuLe-M3pamMy ropoga, smue-mapamu ropoaa,
ynpasnawwum genamu, BKn4YaeT BONpOChl, pacCMatpuBaeMble Ha COBELLaHNN, U MPUHATLIE NO HUM peLleHUA.

3.3.13. TekcT nepeyHs Nopy4eHuin CocTouT U3 AByx Yactei. B BBogHoM YacTn o6o3Ha4YaeTcs Tema CoBeLLaHusi, ykasbiBaloTCs MHMLManbI
1 hamunuu npeacenaTenbCTBYOLLENO M MPUCYTCTBOBaBLUMX WL, B OCHOBHOM YacTu oTpaxaloTcsa nopyvyeHusi, haMmunmnm UCNONHUTENEN n CPokn
ucnonHenus. Hymepyetca apabekumm umdpamu.

3.3.14. MNognuce nuua, BegyLero NpoTokon (MepeyeHb NopyyYeHuii) oTaenseTcs oT NocregHen CTPokn TekcTa uHtepsanom 36 nr (1,27
CM) 1 COCTOMT 13 Criegyrowmx cros (6e3 kaBbl4ek):

lMpomokon sen(a) nodnuce N.0.@amunus

3.3.15. MMpoTokonbl (NepeyHn nopyyeHuin) opopMnSOTCA U MOAMNUCLIBAIOTCS B TedeHne 3 paboumx OHel M HanpaBnsioTcs NULOM,
BeAyLUMM npoTokon (nepeyeHb nopyyeHnin) no COM ncnonHutensam. CpoyHble NopyYeHns nepeaaroTcst HeMeAeHHo.

3.3.16. MHdopmaLms 06 MCNonHeHUM NMopyYeHuid, CoaepXaLLMxcs B NPOTOKOmNax Mapa ropoaa, HanpaersieTcsl UCNONHUTENSMU B OTAeN
NPOBEPKM U aHanm3a MUCMOIHEHUS MOPYYEHNI, 06 UCMONHEHWM NOPYYEHUI NEPBbLIX BULIE-M3POB, BULIE-M3POB ropoAa U ynpasnsioLero agenavu
HanpaBnsieTca B WX afipec, eCU UHOE He OrOBOPEHO B MpOTOKomne. CHATWE C KOHTPOIS MOPYYEHWid MPOU3BOAUTCS M3poM (NepBbiMU BHULE-
Mapamu, BULie-M3pamu) ropoda 1 ynpasnsioLym AernamMu COOTBETCTBEHHO.

3.3.17. Bce ncnonHeHHble nopyveHus xpaHsaTtes B CIM.
3.4. loroBop (cornaiueHne, KOHTPAKT)
OcbopmnieHne, cornacoBaHue, perucTpauusi, XpaHeHWe M KOHTPOSib 3a MCMOMHEHWEeM [OroBOPOB, MYHUUMMANbHLIX KOHTPaKTOB,

cornalleHu, 3aknovaemblx agMuHucTpauven ropoga HOxHo-CaxanuHcka, OCyLLEeCTBRSIETCA B COOTBETCTBUM C [1OpsSAKOM, yTBEPXAEHHbLIM
pacnopspkeHMeM agMUHUCTpaummn ropoga HxxHo-CaxanmHcka.



3.5. AKT

3.5.1. AKT - [OOKYMEHT, COCTaBMnsieMbll ONsi NOATBEPXAEHWS YCTAHOBIEHHbIX (DAKTOB M COOLITUIA, CBSI3@aHHbLIX C OEATENbHOCTbIO
AamuHuctpauwmu, MNMogpaspeneHus.

B HekoTopbIX Cnyyasix akTbl He TOMbKO (UKCUPYIOT YCTAHOBMEHHbIE (hakTbl U COBLITUS, HO U codepXaT BbiBOAbI, PEKOMEHAALMN U
NpeanoxeHus (akTbl NPoOBEPOK, 06cneaoBaHWn, PEBU3NIA U T.M.).

AKTbI COCTaBNAOTCA KonnermaneHo (He MeHee AByX cocTaBuTenen).

3.5.2. MNpwu cocTaBneHMn akta NCNonb3yTCsA crneayroLme pekBnsmnTbl:

- HaumeHoBaHne AgMmuHUcTpauun, NogpasgenexHns - aBTopa LOKYMEHTa;

- HAMMEHOBaHWE BUAA OOKYMEHTa;

- Aata JOKYMEHTa;

- PETUCTPALMOHHBIA HOMEP OOKYMEHTa;

- MECTO COCTaBIeHUs! N U30aHusi JOKYMEHTa;

- 3arofioBOK K TEKCTY;

- NOANUCh.

PekBun3nTbl akTa 0hopMmsoTCA B COOTBETCTBMM C nogpasaenom 2.3 pasaena 2 Hactoswen VHCTpykumu.

3.5.3. [laToit akTa siBNsieTcA faTta ero COCTaBMNEHWs U MOANUCaHWS ero coctasutensMu. MNpu yTBEpPXKAEHUM akTa ero AaTon sBnseTcs
[aTa yTBepXaeHusl.

3.5.4. B BBOOHOW YacTW aKkTa B UMEHUTENBbHOM Nafexe yKasblBatoTCsA:

- OCHOBaHMe COCTaBlleHUA akTa (MyHI/ILWIrIaI'IbHI:IIZ rIpaBOBOIZ aKT), q)aKT unn cobbiTre, nocnyxmseLiee oCHoBaHMEM OJ14 COCTaBl1eHUA
aKTa;

- coCTaBUTENW akTa (nepeuncnstorcs nocne crnoea "CocTaBneHn" C ykasaHWEM [OIMKHOCTEW, HAaUMEHOBAHWMI OpraHu3auui, ecrnu
COCTaBUTENMU SBMSTCA NPeACcTaBUTENSMU APYroi opraHusaumu, amunmin u MHULUanoB.).

Ecnn akT coctaBneH KoMuccuen, nepBO|7| YKa3blBaeTca CbaMI/IJ'WIFI npeacenarena KOMMcCuUM, 3atemM 4YrieHoB KOMUccumn B aﬂq)aBVITHOM
nopsaake.

3.5.5. B TekcTe akTa nanaratotcs LEnu 1 3agavm COCTaBMeHUs akTa, CYLHOCTb, Xapaktep, MeTtoabl U CPOKU ﬂpO,D,eJ'IaHHOIZ pa6OTbI, ee
pesynbraThbl.

I'IpM HEeoOXOAMMOCTN aKT MOXeT coaepxaTb BblBOAbI, 3aKIO4YeHUd, pekoMmeHgauunn, npeanoxeHna cocTaBuTenen.

TekcT akTa wusnaraetcs OT TpeTbero nuua €eAMHCTBEHHOrO WM MHOXeCTBeHHoro uucna ("komuceust yctaHosuna...",
nokasana..." u ap.).

"nposepka

3.5.6. B 3akniouMTenbHON YacTu akTa yKasblBaeTCsl KONMYeCTBO MOATOTOBMAEHHBLIX 3K3eMMISiPOB akTa M MECTOHaXOXAEeHWe KaXaoro
ak3emnnapa. Konmyectso aKk3eMNsipoB akTa OnpeaensieTcsa KonM4ecTBOM CTOPOH, 3aMHTEPECOBAHHbIX B €r0 COCTaBIEHUU, UM HOPMATUBHBbIMU
TpeboBaHNAMU, pernameHTUPYOLWUMU COCTaBNEHNE aKTa KOHKPETHOW pa3HOBUAHOCTH.

3.5.7. AKT MOXeT umeTb npunoxeHus. [pyu HanmMuMu NPUNOXEHWN B TEKCTEe akTa B CKOOKax [aeTcs CCbifika Ha NpuIoXeHue
(NpvnoxeHue), Ha camoM MNPUIIOXKEHUN B BEPXHEM NPaBOM Yrry nevaraercs crnoso "lMpunoxeHue", HoMep NPUINOXEHUS (ECMU NPUNOXEHWI
HeCKOIbKOo), HauMeHoBaHWe akTa, ero aata.

3.5.8. Ok3emnnspbl akTa NOAMNMUCHIBAOTCS BCEMU YrieHaMy KOMUCCUMU (ECNN aKT COCTaBMANCSt KOMUCCUEN) UMW COCTaBUTENSIMMU.

Mpu nognucaHuun akTa npegcenatenem v YrieHaMmm KOMUCCUN HAaMMEHOBAHMWS UX LOMKHOCTEN He yKa3bIBaloTCS.

Ecnu k10 - NnnBo 13 coctasuTenen nnm NPUCYTCTBOBaBLUKUX UL HE cornaceH C akToM, OH NoAnucCbiBaeT ero C ykasaHnem O Hanundmu
ocoboro MHeHnsi. Ocoboe MHeHWe usnaraeTcs Ha OTAEeNbHOM NUCTE, NOANUCHLIBAETCS U npunaraeTcd K akTy.

3.5.9. AKT ochopmnisieTcs Ha BnaHke Unu Ha cTaHAapTHbIX nucTax Bymaru popmaTtom A4,
3.6. [loBepeHHOCTb
3.6.1. [loBEpEHHOCTb - MMCbMEHHOE YNONHOMOYME, BbiAaBaeMoe OAHUM NULIOM APYroMy Nuuly AN NpeacTaBuTeNnsCTBa nepes TpeTbrMm
nmuamun.  [MCbMeHHOe YMONMHOMOYME Ha COBepLUeHMe CcAenkv npeacTtaBuTeneM MoOXeT OblTb NpPefocTaBneHo  MnpeacTaBnseMbiM

HEeNnocpeacTBEHHO COOTBETCTBYIOLLEMY TPETLEMY NNLLY.

3.6.2. [loBepeHHOCTb BblaaeTcss AAMUHUCTpaUMen cBoeMy MpeacTaBuTENio Ha NpeacTaBneHne UHTEPeCcoB, COBEpPLUEHe OeNCTBUN OT
UMeHV AMUHUCTpaLmu.

MpoekTbl [OBEpeHHOCTel, BblAaBaeMblXx AOMUHUCTpaUMelt COTPyOHWKaM OpUAMYECKUX CryxG nogpasgeneHuit, nognexar
o6si3aTenbHOMY COrnacoBaHuio AMpekTopoM MpaBoBoro AenaprameHTa.



MpoekTbl [OOBEpeHHOCTEN, BblAaBaeMblX AAMUMHUCTpaumMen coTpyaHukam [loapasgeneHuid, COornmacoBbIBAKOTCA  PyKOBOAUTENEM
MoapasgeneHus.

[oBepeHHOCTN perncTpupytotca B CO[.

3.6.3. [loBepeHHOCTb 0POpMIISIETCS B NMMCbMEHHOW hOpMe U JOMKHa codepXaTb AaHHble, He0OXoAMMble Ans NPU3HaHUSE OOKYMeEHTa
[OBEPEHHOCTBIO:

- AaTy COCTaBleHus;

- PEKBU3NUTLI NPpeacTaBUTENs U NPegoCTaBnseMOro;

- CYLLIECTBO MOSTHOMOYMIA;

- CPOK AeNCTBUS JOBEPEHHOCTMU.

[loBepeHHOCTb JoMmkHa BbITb NoANMcaHa NULIOM, ee BblgaBLLMM.

3.6.4. Ecnn [oBEepeHHOCTb BbidaHa AOMWHUCTpaUMEln, TO KpOMe MOAMUCU YNONTHOMOYEHHOIO AOJMKHOCTHOrO Nnla HeobxoauMm elle 1

oTTUCK neyvaTtn. [JoBepeHHOCTb odpopmnsieTcs Ha GnaHke AAMMHUCTPaUMKM, MOAMWUCH YMOSIHOMOYEHHOrO [AOMKHOCTHOMO Nuua 3aBepsieTcs
repboBoii nevaTbto.

3.7. DenoBoe (cnyxebHoe) NUCbMO

3.7.1. Oenoeoe (cnyxebHoe) MUCbMO - [OOKYMEHT, MOCPEACTBOM KOTOPOro OCYLUECTBMSETCA WHGPOPMAUMUOHHBIN OOMEH Mexay
opraHv3aunsimm, JOMKHOCTHLIMU NULAMM, rpaXkaaHaMm.

3.7.2. PasnuualoTcs nucbMa: 3anpocbl, YBEAOMIIEHWS, COOOLLEeHMsl, OTBETbl O BbIMOMIHEHUM [OKYMEHTOB, MOPYYEHUN,
COMNpOBOAUTENbHbIE, HAMOMUHaHWS, NOATBEPXKAEHMS, NpeanoXeHusl, TPeGoBaHNsA, pekoMeHAaunn, peknamHble, rapaHTUiiHble, NpUrnaLleHus,
nosapaeneHns u ap.

3.7.3. [denoeoe (cnyxe6Hoe) NMCbMO AOMHKHO GbiTb MOCBALLEHO OfHOMY Bornpocy. Ecnnm HeoGxoanmMo oBGpaTuUTbCs B OpraHv3auuio
OAHOBPEMEHHO MO HECKOSLKIM BOMPOCaM, PEKOMEHAYETCS COCTaBUTL OTAEMNBHOE MUCLMO MO KaXAOMY U3 HUX.

MUCbMO MOXET KacaTbCA HECKONMbKUX BOMPOCOB, €CMM OHWM B3auMOCBSi3aHbl M 6GygyT paccMaTpuBaTbCs B OOHOM CTPYKTYPHOM
noapasaerneHun opraHusaumnm - agpecara.

3.7.4. JenoBoe (CJ'Iy)KeGHOG) NUCbMO rOTOBUTCS Ha BnaHke nucbma. [Mpu cocTaBneHun nucem ohopMAITCA crnegywuime pekBusnTbl:
ajgpecar, 3arofioBOK K TEKCTY, TEKCT, NnoAnnucb, OTMETKa 06 vcnonHutene, B HEO6X0AUMbIX crny4vasx - OTMeTKa O NpuroXeHuu, nevartb.

Ecnu nnucemo siBnsieTcs OTBETOM Ha MOCTYMUBLUMIA 3anpoc nnbo sensetcst uHdopmaumen 06 WCNOMHEHWW, 3anonHAETCH PeKBU3NT
"CCbIfNKa Ha perncTpaLnoHHbIN HOMEep 1 AaTy NOCTYNUBLLEro N1cbma”.

HavmeHoBaHue BuMaa gokymeHTa ("nucbmo”) n pasHoBMAHOCTb nucbma ("MHdOpMaLunoHHoe", "conpoBoguTensHoe", "3anpoc” n ap.) B
0enoBblX (Cry>ebHbIX) MMCbMax He yKasblBakTCs.

3.7.5. B ogHOM nucbme He JomkHo GbiTb Gonee YyeTblpex agpecaTos, Npu 3TOM OCHOBHOW agpecaTt YKa3blBae€TCA NepBbiM, OCTallbHble
agpecartbl - Te, KOTOPbIM NUCbMO HanpasnAeTcAa AnA cBeaeHUA.

Mpy HeoBXOAMMOCTW HanpPaBUTb NUCbMO GorblUeMy KONMYECTBY afpecaToB, K MUCbMY MPUKNaAbIBAETCs CMMCOK Pacchifiku U Nucbma
paccbinatoTcs No Crucky.

Ecnn nucemo HanpaBnsieTca agpecaty MO 9MeKTPOHHOW noute wnu dakcy 6e3 AOoChINKM MO nouvTe, BMECTO MNOYTOBOrO agpeca
yKa3blBaeTcs aapec 3NeKTPOHHON NOYThl Unn Homep TenedoHa-gakca.

3.7.6. Oenosoe (cnyxebHoe) NMUCbMO [0 MpPeACTaBeHWs Ha MoAnWUCh AOMKHO ObiTb COMMAacoBaHO CO BCEMW 3aWMHTEPECOBAaHHbLIM
nuuamu.

3.7.7. TekCTbl OTBETHbIX NWCEM AOSKHBI TOYHO COOTBETCTBOBATb AAHHBIM MOPYYEHWSIM, MOCTYMMBLUMM 3arnpocam, pe3omntoLusiv
PYKOBOACTBA.

3.7.8. Cpok1 NOAroTOBKM OTBETHbLIX MWCEM YCTaHaBIIMBAOTCS HOPMAaTWMBHBLIMW NPABOBLIMU akTamy WNW pe3orioLmeil pykoBoauTens,
CPOKYV MOATOTOBKU MHULMATUBHBIX MUCEM ONPEAENSIOTCS M3POM ropoaa, NEPBLIMU BULIE-M3paMU FOPOAa, BULIE-M3pamu ropoaa, ynpasnsoLmmM
aenamu, pykosoamtensmu MoapasneneHui.

3.7.9. CnyxebHble nucbMa wu3naralTcs: OT MEepBOro nuua MHoxecTBeHHoro uucna ("lMpocMm npeacTtaBuTb MHGOpMaumio...",
"HanpaBnsiem Ha paccMOTpeHue, MpOoekT..." u T.4.), oT 3-ro nuua eouHCTBEHHOro uucrna ("AOMUHMCTPALMSA He CYUTAET BO3MOXHbIM...",
"[lenapTameHT obpa3oBaHWs npeadnaraeT pacCMOTPETb BO3MOXHOCTb..."), HAa AOMKHOCTHbIX GnaHkax - oT 1-ro nvMua eaMHCTBEHHOro Yucna
("Mpowwy Bac npeactaBuTb AaHHble 0...", "CunTalo BO3MOXHbIM NPUHATL y4actue B...").

3.7.10. Mucbma Ha GBnaHkax AQMWHUCTPaLMM MOAMUCHIBAOT M3p ropofa, nepBble BULIE-MIPbl, BULIE-M3Pbl ropoa., Ynpasnsiowwmi
nenamu.

3.7.11. MNMucbMa, NognMcaHHbIe MIPOM ropoAa, NepBbIMK BULIE-M3pamu, BULe-M3pamu ropoaa, ynpasnsoLwmnM Aenamu, permuctpupyoTcs
B CO[1 n oTnpasnsioTca otaenom no pabote ¢ AOKYMEHTaMM U KOHTPOIIO B IEHb UX PErncTpauuy unm He nosgHee crneaytollero paboyero gHst
(3a nCKMNYeHneM CPOYHON KOPPECTIOHAEHLMN).

Mucbma 3a nognuckio pykosoguTenen MNMogpasgeneHun u ux 3amectuTenen nNo Bonpocam, BXogsawmum B komneTteHumio NogpasgeneHui,



odopmnsTcs Ha OnaHkax [logpaspenenun, pervctpupytotca B COL B XypHane peructpauum [logpasgeneHnii u OTNpaBnsaTCst
CaMOCTOATENbHO.

3.8. Cnyxe6Has 3anucka
3.8.1. CnyxebHasi 3anucka - [OKYMEHT, aJpecOBaHHbIA BbILIECTOSILLEMY PYKOBOAMTEN W COAEpXalluii M3NoXeHWe BOMpoca,
TpebytoLLero peLleHns, ¢ BbiIBOAaMU U MPeaSIoKEHNSMN COCTaBUTENS, Takke UCMOMb3yeMbl ANA OnepaTuBHOMO MHOpMaLUMOHHOro obmeHa

mMexay MogpasgeneHnamu unm pykoBoAMTENAMU, HE HAaXoOAWMMNUCA B NPAMOM NOOYUHEHUN.

3.8.2. O6s3aTenbHbIMK PeKkBnU3nTammn CJ'Iy)KeGHOﬁ 3aNUCKN 4ABNAKTCA: HauWMeHOBaHME CTPYKTYPHOro noapasgeneHuna - aBTopa
AOKYMeHTa, AaTa, 3arofioBOK K TEeKCTY, agpecart, TeKCT, NnoAnnuchb.

3.8.3. ﬂpvl agpecosaHun Cﬂy)KeGHbIX 3aNnNCOK OOJMKHOCTb J1ua, KOTOPpOMY agpecoBaH OOKYMEHT, q)aMVIJ'IVIﬂ N MHULUKWanbl yKa3biBalOTCA B
AaTtenibHOM nagexe.

3.8.4. CnyxebHble 3an1CcKn COCTaBNSATCS, PaCCMaTPUBAaKOTCSA U XPaHATCS B TEYEHUE YCTaHOBMEHHOro cpoka B CO/.

3.8.5. TekcT cnyxebHOWN 3anucku, B 3aBUCMMOCTU OT CIOXHOCTU COAEpXXaHUs U NPUBOAMMON apryMeHTauumn, COCTOUT U3 OOHOW, ABYX
unu Tpex Yacten. Ecnm TekcT coctomnT u3 Tpex YacTen, To:

-B I'IGpBOI;I HYacTn ns3nararTCcA NPUHKnHbLI, CbaKTbI unm cobbITus, nocnyxmsLwmne nosoAoM AnA COCTaBneHNA JOKYMEHTa;
- BO BTOPOW YacTu AaeTcsa aHanus crioxvsLuencs CUTyaunn, BO3MOXHbIE BapUaHTbl ee peLueHUs;

- B TpeTben 4YacTu Wu3naraloTcsl MpockObl, MPEASIOKEHNUs!, PEeKOMEHOALMM, KOTOpble, MO MHEHWIO COCTaBuTens, HeobXoammMo
NpeanpuHATb.

3.8.6. I'Ipoxox(,quMe CJ'Iy)Ke6HbIX 3aNnMCOK Ha J3Tanax ux noarotoBkn u Oq)OpMJ'IeHVIﬂ OOIMKHO COOTBETCTBOBATbL MPOXOXAOEHUO
nexogAawmx JOKyMEHTOB, a Ha aTane UCNOJSIHEHUA - BXOAALUUX OOKYMEHTOB, T.€. Npu HanpasleHun CJ'Iy)KeGHOVI 3annckn B agpec mMapa ropoaa,
nepBbIX BMUE-M3pPOB, BMUE-M3pPOB, ynpasndwuwero genamum obsi3aTenbHbIM SIBMsieTCs co6mo,u,eHv|e OJIEKTPOHHOro cornacoBaHuUA OOKYMeEHTa,
T.€. UICNONMHUTENDb - PyKOBOAUTENb oTAeNna. MognucbiBaeTcs pykoBoguTenem I'Ioupas,qeneHMﬂ.

3.8.7. Ha paccmoTtpeHue mapy ropoaga cryxebHble 3anvcku noctynatoT no C3[ nocne cornacoBaHus ¢ KypupyHLWUM BULLEE-M3POM (npu
Hannuum).

3.8.8. Pernctpauus cnyxebHbix 3anucok ocylectensietca B CO.

4. OPTAHU3ALIMA AOKYMEHTOOBOPOTA
4.1. MpUHUUNbI OpraHu3aLmm AOKyMeHToo6opoTa

4.1.1. [okymMeHTOOGOpOT BKItOYAET BCIO MOCMEA0BaTENbHOCTb NEpPEMELLEHUA [OKYMEHTOB, a Takke onepauuu, COoBepLlaemMble C
[OKyMeHTaMu B MPOLECCe UX Co3AaHns 1 UCTONHEHUS (MonyyeHve, oTnpaBka, NpeaBapuTenbHOe pacCMOTPEHVe, perucTpaums, pacCMoTpeHne
pyKoBOAUTENeM 1 Ap.).

4.1.2. Llenb opraHu3auum okymeHToobopoTa - obecnevyeHne CBOEBPEMEHHOIO MPUHATUSA YNPaBNeHYECKUX PELLEHUI U NX UCTIOSNTHEHUS.
3agaya QokymeHToobopoTa - OpraHvM3oBaTb ABWXKEHME [OKYMEHTOB MO HauMeHee KOPOTKOMY MyTW C MWHUManbHbIMKW 3aTpatamu Tpyda u
BPEMEHMW, B YCIOBUSIX 3MEKTPOHHOrO [OKyMeHToobopoTa - obecneunTb [OCTYNn K AOKyMeHTam nonb3oBatensm C3[ B cooTBeTCcTBUM C
npenocTaBneHHbIMM UM NpaBamMu.

4.1.3. B AOMUHUCTpaUMM MCMNOMb3YHOTCA 3MEKTPOHHbIE OOKYMEHTbl, @ TakkKe OreKTPOHHble KONWW [AOKYMEHTOB, MOMNyYeHHble B
pe3ynbTate CKaHWpOBaHWS [OKYMEHTOB Ha OymaxHOM HocuTene. [JOKyMEeHTbl, MMelLUMe BpEeMeHHble CpokM xpaHeHnus (go 10 mer
BKMIOYMTENBHO), MOTYT CO34aBaTbCS, XPaHUTLCA M UCMONb30BATLCA UCKMIOUUTENBHO B hOPME 3NEKTPOHHbBIX JOKYMEHTOB.

4.1.4. OpraHusauus pOBwkeHuss fokymeHToB B CO[l ocyulecTBnsieTcs B cooTBeTCcTBMM CcO Cxemamu [enonpou3BOACTBa,
pacronoXeHHbIMW  Ha  BHYTPeHHem nopTane AamuuHuctpaummn (pasgen "lMopTan  nonb3oBaTenbCkOW  AOKYMeHTauun" — Bknagka
"[enonpou3BoacTeo") n HacTosLen NHCTpyKUmen.

4.1.5. OpraHunsauma 4OKyMeHToobopoTa OCHOBBLIBAETCS Ha NpUHLMNAX:

- LeHTpanusaums onepaumii no npuemMy n otnpaske JOKYMEHTOB;

- pacnpegeneHve JOKYMEHTOB Ha [JOKYMEHTONOTOKN, MMetoLLMEe OAMHAKOBbIA MapLUPYT (MapLUpyTU3aLms JOKYMEHTOB);

- OpraHn3aumsi NpeaBapuTENbHOrO PACCMOTPEHNS BXOAALLMX JOKYMEHTOB;

- OQHOKPATHOCTb perncTpauuy AOKYMEHTOB;

- UCKINOYeHNe BO3BPATHbIX ABMXEHUI JOKYMEHTa, He 0OyCrnoBeHHbIX A4enNOoBO HEOBXOAUMOCTbIO;

- yCTpaHeHne HeobOCHOBAHHbIX COrMacoBaHU NPOEKTOB AOKYMEHTOB;

- pernameHTauus onepaumin no o6paboTke, paCCMOTPEHMNIO U COTMAacoBaHNIO JOKYMEHTOB.

4.1.6. B nokymeHTOO60pOTE AOMUHUCTPaLMM BbIAENSIOTCS CneayoLime JOKYMEHTONOTOKU:

- BXogALMe (MocTynatoLye) AOKYMEHTbI;



- ucxopgsiume (oTnpaensieMble) JOKYMEHTbI;
- BHYTPEHHWE [OKYMEHTbI.

4.1.7. [ocTaBka 1 oTnpaBka AOKYMEHTOB B AAMWHUCTPALMM OCYLLECTBAETCA CPeACTBAMU NMOYTOBON CBS3W, HAPOYHO WM Pa3nUyHbIMU
BMOAMM 3NEKTPOCBA3M (hakcumunbHas, TenerpadHas, TenedoHHasi, anekTpoHHas novta, C3[ MNMpaeutenscTBa CaxanuHckon obnactu).

4.2. Mpuem 1 nepBUYHaa o6paboTka BXOASALMX AOKYMEHTOB

4.2.1. B ADMUHUCTpaLmio JOCTaBnsSETCA KOPPECNOHAEHUMSA B BMAe nNuceM, 6aHaeponen u nakeToB, NeYaTHbIX U3OaHWuW, TenerpaMmm,
hakcorpamm, arneKTPOHHbIX JOKYMEHTOB U 3NEKTPOHHBIX KOMUIA JOKYMEHTOB.

4.2.2. Npnem JOKYMEHTOB OCYLLECTBSETCS KaHLenspuen oTaena no paborte ¢ JOKyMEHTaMu U KOHTPOIIO (Aanee - KaHUenspus).

ObpalueHns rpaxpgaH U [OKYMEHTbl, CBA3aHHble C WX PacCMOTPEHWEM, HanpasnsiloTcs B oTAen no pabore ¢ obpalleHusmu
OenaptameHTa no pabote c obpalleHusamMn 1 coobLUeHMAMKU rpaxaaH (manee - otgen no pabote ¢ obpaieHusmn) ons obpabotku n
perucTpaumn.

4.2.3. NepBuyHasa obpaboTka NOCTYNMBLLMX AOKYMEHTOB BKITIOYaET:

- NPOBEPKy NPaBWUbHOCTU AOCTaBKW [OKYMEHTOB;

- NPOBEPKY LIeNOCTHOCTY YNaKoBKW (KOHBEPTOB, NaKeTOB);

- BCKPbITME YNaKOBKU (3a UCKITOYEHNEM KOHBEPTOB C noMeTKon "[lnyHo");

- NPOBEPKY LIENOCTHOCTY BXOASILLMX JOKYMEHTOB, BKIHOHYAs NPUNOXEHNS;

- YHUYTOXEHME KOHBEPTOB, MAaKeTOB UMW YNaKOBKY;

- NpocCTaBfieHne OTMETKN O NOCTYyNnIeHNUN JOKYMeHTa B OpraHn3auuio.

4.24. TMpn pJocTaBKE KOPPECMOHAEHLMU HapOYHLIM MPOBEPSIETCH MPaBWUNbHOCTb aApecoBaHUs, KOMMMEKTHOCTb M LENOCTHOCTb
[LOKYMEHTOB, MPUMNOXEHUN K HUM.

OWwmnB0oYHO AOCTABMNEHHbIE AOKYMEHTbI MEPECHINATCS MO HA3HAYEHWUIO UMW BO3BPALLAIOTCS OTNPABUTENHO.
Mpy oBGHapyXeHUV NOBPEXAEHUSI BXOASLLEro AOKYMEHTa Ha GyMakHOM HOCWUTENe UMW ero MPUIIoXEHWA, NPU OTCYTCTBUM B KOHBEPTE
(nakeTe) AOKYMEHTA, €ro YacTy UNu NPUIIOXKEHWIA K HEMY, @ TaKKe MPU OTCYTCTBUM MOANUCU Ha BXOASLUEM [JOKYMEHTE COCTaBMSETCS akT B ABYX

ak3emnnspax Ha 6ymaxxHoM HocuTene, NOANUCLIBaEMbIN ABYMS COTPYAHUKaMU KaHuensipum (npunoxenue N 1).

OaMH 3K3eMMNsip akTa BMECTe C BXOASLIMM AOKYMEHTOM MepefaeTcs Ha npeaBapuTeNibHOE PacCMOTPEHUE U perucTpauuio, BTOPoN
3K3eMNIApP BbICHINAETCA OTNPABUTENIO.

4.2.5. KoHBEPTbI, NakeTbl WM ynakoBKa OT MOCTYMMBLUMX OOKYMEHTOB COXPAHSIOTCS WM MpunaralTcsl K BXOASLIMM [OKYMEHTaM B
cnyyasix:

- €CNU TONbKO N0 HAM MOXXHO YCTaHOBWUTbL OTNpaBUTENA U AaTty oTnpasieHna,
- ecnv BXOAALWMIA OOKYMEHT NMOCTYNui No3)e YKa3aHHOro B TEKCTE JOKYMEHTa CpOKa UCMONMHEHNA UK AaTbl MEPONPUATUA;
- npun fonbLuom pacxoxaeHun mexay gataMmm nognmucaHua n nonyyYyeHna JOKyMeHTOB.

4.2.6. NepBryHas obpaboTka OOKYMEHTOB, MOMYYEHHbIX MO MH(MOPMALMOHHO-TENIEKOMMYHMKALMOHHBIM KaHanam CBsi3u (311eKTPOHHast
nouta, C3M NCO m ap.) oT Apyrnx opraHn3aunii, AOIMKHa COOTBETCTBOBATbL TEXHOMNOrMM paboTbl C BXOOAALMMY LOKYMEHTAMMU.

4.2.7. TepBuyHasi obpaboTka [OKYMEHTOB 3aBeplUaeTcs WX pacnpegerneHnemMm (COpTUPOBKOW) Ha  perucTpupyemble
Hepernctpupyemble. K gokymeHTam, He noanexallumm pernctpaumum, OTHOCATCA AOKYMEHTbI, He TpebytoLimMe UCMOMHEHNs U He copepXalime
MHpOpMaLMK, KOTOpast MOXET ObITb MCMOMb30BaHA B CMPaBOYHbIX LiENsX.

4.3. Pernctpaums BxoaswWmnx 4OKYMEHTOB

4.3.1. Pernctpaumsa BXogsLmMX [AOKYMEHTOB OCYLLECTBIIAETCS HE3aBMUCHMO OT criocoba UX [OCTaBKM OAWMH pa3: B KaHUensapuu unu B
MoppaspenexHun B COM.

4.3.2. [JokyMeHTbl, nocTynawowue oT APYyrMx opraHusaumii HenocpeacTBeHHO B [logpasgeneHusi, HO agpecoBaHHble Mapy ropoaa,
nepBbiM BULE-M3paM, BuLEe-M3Ipam, YNpasnswowWweMy AenaMmu, nepepalwTcs AnA NpeaBapuTenbHOrO pacCMOTPEHUs W perctpauum B
KaHuenspuio.

4.3.3. Peructpauusi BXogsLMX OOKYMEHTOB OCYLUECTBMSIETCA B AE€Hb WX MOCTYNSIEHUS WMMU Ha criegylowmi paboumin OeHb, ecnu
3akoHogaTenbcTBoM Poccuiickon ®egepauum, MHbBIMU HOPMATUBHBIMU NPABOBbLIMU aKTaMu He YCTaHOBIIEHO UHOE.

4.3.4. [lokyMmeHTbI, MocTynuBLIME € OTMETKON "CpoyHo”, "OnepaTtuBHO" perncTpupyloTcst HesameanuTensbHo.

4.3.5. Pernctpaumsa obpalleHnii rpaxaaH OCyLLECTBRsSIETCS B oTaene no paboTte ¢ obpalleHnsmu B TeYeHWe Tpex AHEN C MOMeHTa
nocTynneHus obpaLleHus.

4.3.6. Xanoba Ha HapyLleHWe nopsiaka MNPEeaoCTaBneHUs MyHULMNAnbHBIX YCMyr, Bbipa3uBLUEECS B HEMPABOMEPHbLIX PELLEHUSIX U
nencteuax (besgeiicTBUM) opraHa, NpPefoCTaBMsIOWEro  MyHWUMNAnbHY0 YCNyry, [OMKHOCTHOrO nuua opraHa, nNpeacTaBnsiowero



MyHULMNAnbHY0 ycnyry, nubo MyHuuMnanbHOro cnyxalero (nanee - xanoba Ha HapylueHwe nopsiaka NpefoCTaBneHust MyHULUMNAanbHbIX
ycnyr), NOCTYNUBLLAS B YNOMHOMOYEHHbIN Ha ee pacCMOTPEHWE OpraH, MOASNIEXUT pervcTpauum He nosgHee cnegytolero paboyero gHs Co AHs
€e NocTynneHus.

Mopaya n paccmoTpeHre xanobbl Ha HapyLLeHWe nopsiaka NPeAOCTaBeHNs MyHULMNANbHbIX YCIYyT OCYLECTBNSAETCA B COOTBETCTBUM C
noctaHoBrneHneMm lMpaeuTensctBa Poccuiickon ®epepaumm ot 16.08.2012 N 840 "O nopsigke nogayv v pacCMOTPEHUs xanob Ha peLueHust 1
nevicteua (bespencrteue) deneparnbHbIX OpPraHoOB WCMOMHUTENbHOW BRAcTM M MX OOIMKHOCTHBIX NWu, defepanbHbIX roCy4apCTBEHHbIX
cryaLmx, AOMKHOCTHBIX N1L, roCyAapCTBEHHbIX BHeOaXeTHbIX dhoHA0B Poccuiickon Peaepaunmn”.

4.3.7. MNpuHMasa BO BHMMaHMe, YTO Bonbluas YacTb KOPPECTNOHAEHLMWU, HE3ABUMCUMO OT COAEPXKaHWS, agpecyeTcsi Mapy ropoaa,
COTPYAHWKW KaHLensipum v otaena no paboTe ¢ obpalleHUsMU MMEeT NpaBo pacnpefensT KOPPecrnoHAEHUMIO NepBbIM BULIE-M3paM, BULe-
M3pam ropoga, ynpasnsioLemMy Aenamy B COOTBETCTBUU C pacnpeneneHmem obsi3aHHOCTEN.

4.3.8. YBeooMnEeHWs MOMUTUYECKUX MapTWii, OBLLECTBEHHbIX OPraHU3auWi, WHULMATUBHBLIX TPYNN rpaxaaH U ap. O MpoBedeHWUU
NyGnMYHBIX MEPONPUATUIA PETUCTPUPYIOTCS B KAHLIENSPUN.

4.3.9. K gokymeHTaM, He nognexalumm permctpaumm, oTHOCATCA:

- neyaTHble u3gaHusi (KHUMW, rasetbl, XXypHarbl, KaTanoru, TexHW4eckas nuTepaTtypa, TemMaTuyeckue W cneuuarnbHble COOPHUKY,
nnakarbl);

- peknamMHble Matepuansl (MMcbma, NMCTOBKW, MPOCNEKTbI, BykneTbl 1 Ap.);
- aHKeTbl (pestome), HamnpaeneHHbIe B Lensax Tpy4oyCTPONCTBa;

- ByxranTepckue AOKYMeHTbl (ByxranTepckasi OTYETHOCTb, cyeTa-pakTypbl, akTbl CBEPKM B3aMMOPACHETOB, aKTbl MpUEMKU-Nepeaayn
OCHOBHbIX CPELCTB, TOBAPHbIE HAKMaAHbIE U Ap.);

- nos3gpaBuUTernbHble, 6]'IaFO,ClapCTBeHHbIe nucbMa 1 TenerpamMmbl, NnpurnacuTenbHbIe 6unetbl.

4.3.10. JOoKyMeHTbl, aapecoBaHHbIe HEMOCPEACTBEHHO B [logpasgenenuns, B KOMUCCUM, co3aaHHble B AMUHUCTpaLMK, nepegatotcs 6es
perncTpauum B KaHUensipuv agpecary.

4.3.11. MocTynuBlwine B AOMUHMCTpPaLUO Ha BymMaxHOM HOcuTene AOKYMEHTbl CKaHMpYyloTcs U npukpennsotcs Kk OPK gokymeHTa B
CO3[. Bxopsawmini OOKYMEHT [OMKEeH permctpupoBaTbCs B CBSA3KE, €CN OH KacaeTcs BOMmpoca, MO KOTOPOMY Yxe BeAeTCA nepenncka ¢
opraHusauuvein-otnpasutenem. [anbHeiwas pabota No [AOKYMEHTY MpPOMCXOAUT C WCMONb30BaHWEM 3MEKTPOHHOM konmuu. [ognuHHMK
(opuvrHan) [OKYMEHTa XpPaHUTCA B KaHUENspuu M MOXeT ObiTb nepedaH OTBETCTBEHHOMY WCMOMHWTENO MO MUCbMEHHOMY 3anpocy
ucnonHuTens.

4.3.12. CoTpyaHUKaMu KaHLenspum AOKYMEHT pernctpupyertcs nytem 3anonHenusa SPK B C3[], B koTopyto BHOCATCH BCe HeOOXoanmble
AaHHble. [ocne aToro BXoAsALEeMy AOKYMEHTY NpUcBanBaeTCa PermcTpaLyoHHbIN HoMep. YkasblBaloTcs hamunusa v MHULmanbl JOMKHOCTHOMO
nmua, KOTOPOMYy HanpPaBnATCSH JOKYMEHTbI.

Mpu cogepxaHun B HOOKYMEHTe NnepCoHarnbHbIX AaHHbIX, cBeAeHU orpaHNYeHHOro [OCTyna CTaBUTCA OTMETKa "KOHmAaeHUMansHo".

4.3.13. Ha noctynawwmx JOKyMeHTax Ha GymakHOM HocuTene, NoAnexalynx perucrpauum, Ha nepBoM NUCTe AOKYMEHTa B MpaBoOM
HVDKHEM yrny, Ha cBoOOAHOM OT TeKcTa MecTe MPOCTaBISIETCS LUTaMM, KOTOPbIA COCTOUT U3 HaumeHoBaHWs "AgMuHUCTpaums ropoga HOxHo-
CaxanuHcka", cnos "Bxoaswmin N ", UMPOBON AaTbl NOCTYNNEHNSA JOKYMEHTa.

4.3.14. KoppeCnoHAeHLMs Ha MHOCTPaHHbIX si3blkax, aApecoBaHHasi PyKOBOACTBY AAMUHUCTPaLMKM, MOCNe perucTpaumun B KaHLenspum
nepefaeTcs B OTAEN MeXOyHapOAHbIX M MEXPEroHarnbHbIX CBS3ei Ans NepeBoaa U nocneayoLei nepeaadm Ha pacCMOTPEHUe pyKoBOACTBA.
WHas koppecnoHAeHUMs Ha MHOCTPaHHbIX si3blkax NePeaaeTcsi Mo Ha3HaYeHW0 HenocpeacTBeHHo B MNoapasaenenust.

4.4. PaccmoTpeH1e JOKYMEHTOB pyKOBOACTBOM AQMUHUCTPaLUM
1 opraHusauus paboTbl UCNOJNTHUTENSA C JOKYMEeHTaMmn

4.4.1. MNoctynuewre B AOMUHUCTPaUMIO AOKYMEHTbl HanpaBnsilOTCA Ha pacCMOTPEHVMEe M3py ropoda, MepBbiM BuULUE-M3paMm ropoaa,
BMLIE-M3pam ropoaa, ynpasnstowiemy genamu nocpefactsom CO[] Tonbko nocne perncrpaummn AOKyMeHTa.

4.4.2. 3apeructpupoBaHHbli B CO[l [OKYMEHT HanpaBnsieTcsi COTpyAHWKaMU KaHuensipuu creuvanuctam obllero otaena ans
hOpMMPOBaHMSA MpoeKTa Pe3oniounM U HanpaBMeHUs Ha pacCMOTPEHWE PYKOBOAMTENO B COOTBETCTBUM C pacrnpefeneHneM obasaHHOCTen,
KOTOpbIV B 2-AHEBHbIN CPOK NoanucbiBaeT pesontouuio 1.

I'IpM HeobxoaMMocCTw, pykoBOAUTENb BHOCUT USMEHEHUA B NPOEKT pe3osiioLnn.

4.4.3. 3anpelleHo HamnpaBnaTb o6palleHusi, cogepxallme xanoby Ha aencTeue (6e3nencTare) 4OMKHOCTHOMO NLa, Ha paccMOTpPeHMe
TOMY OOIMKHOCTHOMY NuLly, peLleHne nnm genctere (6esnenctene) KoToporo obxanyercs.

4.4.4. TMepenaya nopyyeHuss ucrnonHutensm no CO[] paBHO3HayHa nepegade OyMadkHOTO HOCUTENsI U SBMSIETCH OCHOBaHWEM Ansi
UCMOMHEHNs nopy4eHmns (nognmcaHne ByMaxHoro HocuTens He NPOU3BOANTCS).

4.4.5. HanpaeneHve gokymeHTa B [logpasgeneHne npoucxoguT aBTOMaTMYecku npu OoTnpaBke nopydveHus B 310 lMogpasgeneHue.
Mepepava (nepeappecaumnsi) 3aperncTpyMpoBaHHbIX AOKYMEHTOB M3 opHoro [logpasgeneHuss B Apyroe npowusBoaMTCA € cornacus nvua,
NOpY4MBLLIEro paccMOTPeTb AOKYMEHT, Yepesa OTAen no paboTte ¢ JOKYMEHTaMu 1 KOHTporio ¢ oTmeTkon B CO[.

4.4.6. MNopyyeHns, cogepxalume ykasaHus "CpoyHo", "HesamennuTenbHO" (MU aHanoruyHble), Noanexar UCMOMHEHNIO B TeyeHve 3
OHen ¢ Aatbl NoAnucaHus nopyveHns. YkasaxHue "onepatnsHo" npegycmarpusaet 10-AHEBHbIN CPOK UCMNOMHEHWS NOPYYEHUS.



Ecnun cpok UCMONHEHNUs1 B MOPYYEHNM He yKa3aH, OHO MOAMEXUT UCMONHEHUIO B TedyeHne 30 gHel ¢ faTtbl peructpauum gokymenTta. Ecnu
NoCrnefHWn AeHb UCMOMHEHWUS MOPYYEHUS MPUXOAUTCS Ha Hepaboumit AeHb, TO OHEM OKOHYaHWSi Cpoka WCMOSIHEHWSI MOPYYEHUs cUMTaeTcA
GrivkanLLniA crnegyoLwmin 3a HUM paboynin AeHb.

4.4.7. B cnyyae, ecnu B MOCTYNUBLUEM AOKYMEHTE COAEepXaTcst BONPOChI, PeLLeHne KOTOPbIX He BXOAWUT B KOMMETEHLIMIO NCMOMHUTENS
(ncnonHuTenew), onpeaeneHHoro OCHOBHbLIM MOPYYeHMEM, TO UCNOMHUTENeM B TedeHue 3 gHen ¢ gaTbl 0pOPMIIEHUS OCHOBHOIMO MOpyYeHus
(ans ooKyMeHTOB € nomeTkow "BaxHo" - B TeveHue 1 AHS) 3anpawumBaetcs "3meHeHne pesontouun”.

B cnyuae, ecnu xanoba Ha HapyLleH1e nopsiaka NpefoCTaBNeHNs MyHULIMNATbHbIX YCIyr nofgaHa 3asiBUTENeM B OpraH, B KOMMETEHLMIO
KOTOPOro He BXOAMT MPUHATUE pelleHusi no xanobe Ha HapylleHve nopsiaka NpefoCTaBMNeHNs MyHUUMNAnbHbIX YCnyr, B TedyeHne 3 paboumx
[Hell Co [HA ee perucTpaummn ykasaHHbI opraH HanpaensieT »anoby B yNONHOMOYEHHbIA Ha ee pacCMOTPEHME OpraH U B MUCbMEHHO dhopme
VHOPMUPYET 3asiBUTENS O NepeHanpaBneHum >xanobbl. MNpu 3ToM Cpok paccMOTPeHMst xkarnobbl UCYUCTISIETCS CO AHA PErncTpaumm xanobbl B
YNOMHOMOYEHHOM Ha ee PacCMOTPEHWE opraHe.

4.4.8. Tlpu noctynneHunM [OOKymMeHTa C pesoniouven (nopyvyeHMeMm) OT OTBETCTBEHHOrO WCMOMHUTENsT W COUCMOMNHUTENs
(coucnonHutenen) B apgpec OOHOMO W TOTO >Xe WCMOMHUTENs WUCMOMHAETCA pesonioums (nopyyYyeHue) OTBETCTBEHHOIO WCMOMHUTENs ¢
06s3aTenbHbIM CornacoBaHMeM C COMCMOMHUTENEM (COMUCTONHNTENSAMM).

4.4.9. B cnyyasix, korga nopyyeHve gaeTcs ABYM UMM HECKONBbKMM ML @AM, OTBETCTBEHHBLIM UCTONHUTENEM SIBSIETCA NULIO, YKa3aHHOE B
MopyyYeHnn B KayecTBe WcCnonHuTensi nepsbiM. OTBETCTBEHHOMY MWCMOMHUTEMIO HEOOXOAUMO B TeyYeHwe ofHoro paboyero AHA C MOMEHTa
MONy4YeHUst NopyYeHust BbINONHUTL Aencteue "MNpuHsTe B paboty (M oTnpaBuTb coucnonHutento)”. [okymeHTbl, noctynuewue nocre 16.00
YacoB MOryT 6bITb NPUHSATLI B paboTy (OTNpaBrneHbl COUCTIONHUTENIO) Ha CreayroLLmMin pabounii AeHb (32 UCKIMIOYEHNEM CPOYHBIX JOKYMEHTOB).

OTBETCTBEHHbI UCMONHUTENb 065i3aH OpraHu3oBaTb UCMOMHEHWE AOKYMEHTa B YCTaHOBIEHHbI Cpok. EMy mpencraensieTcs npaso
CO3blBa COUCMOMNHUTENEN, KOTopble 065i3aHbl MO TpeboBaHWIO OTBETCTBEHHOTO WCMOSHUTENSI NpeacTaBUTb BCe HeobxoauMble MaTtepuarnsi.
OTBETCTBEHHbI UCMONHUTENb U COMCMOSHATENW BRpaBe AaBaTb MOPYYEHWs B BUAE Pe30riouMin NuuaM, HeNMOCPEeACTBEHHO UM MOAYUHEHHBIM.
[ns CNONHEHWSI MOPYYEHWUI B CXaTble CPOKWU OTBETCTBEHHBLIA UCMOSHATENb MOXET CO3AaBaTb paboyve rpynnbl B COCTABE COUCMONHUTENEN
NnopyYeHus, a Takke NpeacTaBUTeNein ApYrux 3avHTEPECOBaHHbLIX OPraHOB M OpraHu3auumii (No CornacoBaHWI) UNW NPOBOAUTL HeobxoauMble
coBeLLaHust.

CowucnonHutenu B paBHOVI Mepe HeCyT OTBETCTBEHHOCTb 3a CBOeBpeMeHHOEe UCNOSTHEeHUE JOKYMEHTOB U OOCTOBEPHOCTb VIHd,’)OpMaLWII/I,
I'Ipe,El,CTaBJ'IeHHOVI OTBETCTBEHHOMY UCNONHUTENIO ONA cBoAa.

OTBETCTBEHHbIA UCMOMNHUTENb HECceT nepcoHarnbHy0 OTBETCTBEHHOCTb 3a MNOJIHOTY U OOCTOBEPHOCTb Manopmame, MCMONb30BaHHOM
npun NOAroToBKke AOKYMEeHTa, Hann4ue HeOGXO,D,VIMbIX COornacoBaHun n COGJ’IIO,EIGHVIS CPOKOB UCMOJSTHEHUA.

4410.B Cny4ae, ecnu nopyvyeHue BbiIXoauUT 3a npenenbl KoMneTeHunn coucnonHuTenen, onpeferneHHbIX nopyyeHmem, pykosogutenm
ATUX I'Ionpas,qeneHVlVl obecneynBaloT ero MCrorHeHue B npeagenax ycTaHOBJ'IeHHOVI KoMneTeHuunun. I'IpM 9TOM OTBETCTBEHHbLIA WUCMOMHUTENb
npencrtaendeT OasBllemMy MnopyyYyeHue pykoBOOAUTENO AOONONHUTENbHbIE MNpPeanoXeHusa 06 M3MEHeHWM cocTaBa COMUCMONHUTENen WnuM o
npuene4yeHnn HOBbIX coucnonHuTenen B TedyeHne 3 OHeW ¢ aathbl OCbOpMﬂeHVIFl nopy4yeHunda, a nNno CpPOYHbIM N onepaTtuBHLIM MOPYyYEHUAM -
He3amMmeanuTenbHo.

4.4.11. CoucnonHuTenu B Te4eHne nepsoii NonoBMHLI CPOKa, OTBEAEHHOMO Ha MUCMOSHEHMe NopyYeHns], NPeACTaBnaloT OTBETCTBEHHOMY
UCMONHUTENIO MHGOPMALMIO B Npeaenax CBoen KOMMNETEHLIUN.

B cnydae HeCBOEBPEMEHHOro MpeacTaBNeHnsl MPeanoXeHUn COUCTIONHUTENEM (COMUCMOSTHUTENSMM) OTBETCTBEHHBLIA WUCMONHUTENb
MHOPMUPYET 06 3TOM PYKOBOAMTENS, AaBLUEro nopyyeHue.

npaBOBOVI AenapTamMeHT, ABNnAACb coucnonHuTenem, npu oTCyTCcTBUn I'Ipe,EU'IO)KeHVIIﬁ, cornacoBbIiBaeT NPOEKT OoTBeTa, NoAroToBlIEHHOIo
OTBETCTBEHHbLIM UCNONTHUTENEM.

4.4.12. B cnyyae, ecrnv nopyyeHne pykoBOAMTENS HE UCMOMHEHO B YCTAHOBMNEHHbIN CPOK, OTBETCTBEHHbIN UCMOMHUTESNb B TeYeHne 1 aHsa
nocrne WCTEYEHUS CpOKa, YCTAHOBIEHHOrO AN WCMOMHEHWsI MopydeHusl, npedcTaBnsieT obbsCHeHWE O Xode WCMOMHEHWs MopyveHus C
yKa3aHWEM OOMKHOCTHbIX NNL, HA KOTOPbIX BO3MNOXEHO WUCMONHEHWE NMOPYYEHNS, MPUYUH EFO HEUCTIONTHEHUSI B YCTAHOBIEHHbIA CPOK.

4.4.13. Ecnu fOKYMEHT He MOXET ObITb UCMOSHEH B YCTAHOBMEHHbIE CPOKW, UCMOSTHUTESb AOMKEH MOATOTOBUTL NPOMEXYTOYHbIN OTBET.
"TpomexXyTo4YHbIM" cYMTaeTCsl MUCbMO B afpec 3asBUTENs, KOTOpOe He JaeT OTBETa Ha BCEe MOCTaBfIeHHble BOMPOCH!, MMEET CNPaBOYHbIA UMK
MHOPMAaLIMOHHBIN XapaKTep 1 COAEPXUT Npocbby 0 NpoAneHUn cpoka UCMOSTHEHUS 4O OMpeAeneHHoro yncna.

MpoaneHne CPOKOB UCMOSHEHUS NPOU3BOAWTCSH Ha OCHOBaHWM MPEACTaBIIEHUs Yepe3 oThen no pabote ¢ AOKYMEHTaMW U KOHTPOIO
cnyxebHoro nMcbma B agpec 3asBUTENSI C MOTUBMPOBaHHON NPOCbOOM O NPOASIEHNM CpoKa M O MPUYMHAX OTCPOYKU He No3aHee Yem 3a 3 OHs
[0 UCTeYeHUs paHee YCTaHOBMNEHHOro cpoka. CryebHoe NMCbMO roTOBUTCS 3a NOANMCHIO AOMHKHOCTHOTO NiLa, AaBLLErO NopyyeHue.

Ecnn ucnonnutens He npeacrtasui CBOEBpPEeMEeHHO OTBET Ha JOKYMEHT U He Hanucas NnpoMeXxyTo4YHOro oreeta C npocn=60|7| O npoaneHun
CpOKa UCNOJIHEHUA, OOKYMEHT CHUTaeTCA HEUCNOSTHEHHbIM UITU UCMOJTHEHHBIM C HapyLLeHWeM CpoKa.

4.4.14. N3veHeHne cpoka ucnonHeHusa dukcupyetcs B COM. [JOKyMeHTbI, MO KOTOPbIM CPOK WCMOMHEHWUS He Obil CBOEBPEMEHHO
NpOANeH, CYNTAOTCH HE NCMONMHEHHLIMU B CPOK.

4.4.15. Pesontouns "Ons ceenenns”, "Ona pykosoactea”, "Onsa pabotul”, "[Ans paccmoTpeHus" No3BONsSET NepBbIM BULIE-M3pamM ropoaa,
BMLie-M3paM ropoga, ynpaensiowemy aenamu nubo pykosogutenam lopgpas3geneHvin Npu 03HaKOMIEHWU C [OKYMEHTOM CaMOCTOSTENbHO
OOMNOMNHATL U onpeaensTb Mepbl N0 ero UCMOMHEHUIO.

Pesontounsi Mapa ropoga (MepBbiX BULE-MIPOB, BULE-M3pOB, ynpasnsiowero genamu) "[Ons noaroToBku oTBeTa...
HeoB6X0AMMOCTb MOATOTOBKM MPOEKTa OTBETA 3a MOAMMCLIO AOMHKHOCTHOTO NiLA, AABLUEro NopyyeHue.

nogpasymeBsaeT

Ecnu B pesonioumn K AOKYMEHTY M3IpOM ropoga (nepsbiMK BuLEe-M3pamu, BuLie-M3pamu, YNpaensowMm genamun) ykasaHo "Ons
ucnonHenus", "Onsa oreeta", "Mpowy BHecTM npepnoxeHus’”, "O6 McnonHeHUN MHPOPMUPOBATL", TO 3T AOKYMEHTbI CHUMAKTCS C KOHTPOMs



aBTOPOM PE30OLN.

4.4.16. MNpoekTbl OTBETOB O NPU3HAHUW NPOTECTOB, MOCTYNMBLUMX U3 OPraHOB NPOKYpaTypbl, 0G0CHOBaHHLIMW NMMB0 HEOGOCHOBAHHBLIMMU
NOANMCBLIBAIOTCA CreayLmnM 06pasom:

- MOCTYNMBLLXE U3 OPraHOB MPOKYpaTypbl 3@ NOAMMUCHIO MPOKypOpa - M3POM ropoaa;

- NOCTYNUBLUVME 33 NOAMUCHIO 3aMECTUTENS NMPOKYpopa - NEPBLIMU BULE-M3paMM, BULE-M3pamu, yNpasnsiolwyM AernamMy B COOTBETCTBUM
C pacrpegerneHvem o06s13aHHOCTEN.

MpoekT oTBeTa 3a MOAMWCHIO M3pa ropoAa WCMOMHUTENb cornacoBbiBaeT ¢ [paBoBbIM AenapTamMeHTOM Ha BymaxHOM HocuTerne u
npeacTaensieT B oT4en no pabote ¢ OKYMEHTaMW W KOHTPOMI ANsi Nnepeaaun Ha mognuck Mapy ropoaa. B cnyyae npusHaHusi npotecta
060CHOBaHHbIM, [OKYMEHT CYMTAETCsi WCMOSIHEHHBIM WM CHUMAETCsl C KOHTPOMSl Mocne MPUHSATUS COOTBETCTBYHOLETO MYHULMNANbHOMO
NpaBoBOro aKTa.

MpoekTbl OTBETOB Ha MpeACTaBrieHWsi, MoCcTynatLlmne 13 OpraHoB NPOKypaTypbl, MOAMUCHIBAIOTCA M3POM ropofa Npu MOCTYNneHun
NPefcTaBneHnst 3a MOAMUCHIO NPOKypopa ropoda, B OCTanbHbIX Cryvyasx MOANMCHIBAIOTCS MNepBbIMM  BULE-M3paMu, BULE-M3Ipamy,
ynpaBnsowmm genaMmm B COOTBETCTBUN C pacnpeaeneHnemM obsi3aHHOCTEN.

Mpu Hanuuuy B NpeacTaBneHUN MpoKypaTypbl U NPeannCaHnaX UHbIX KOHTPOMbHO-HaA30pHbLIX OpraHoB TpeboBaHWs O MpuBIEYeHUN
OOIMKHOCTHBIX NWL, K AUCUMNIMHAPHOW OTBETCTBEHHOCTU, COMCMOMNHUTENEM OnpeaensiTe YNpaensiowero genamu ans npoeseaeHus cryxeoHom
NMPOBEPKM.

Bce npoekTbl MMCbMEHHbIX OTBETOB, MCXOAALMX U3 AOMUHUCTPaLMK COIMacoBbLIBAOTCA topuanyeckumun cnyxbamu MNogpasgeneHuin
(Mpv HannuMKn), OTBETCTBEHHbIX 3a pa3paboTKy NpoekTa.

4.4 .17. MNMpoekT oTBeTa Ha npeactasneHve KoHTponbHo-cyeTHOM nanatel ropoaa KoxHo-CaxanuHcka (ganee - KCI) nognucbiBaeTcs Tem
[OIMKHOCTHBIM NMLIOM, B aApec KOTOPOro NpeacTaBrieHne HanpaeneHo.

Mpoekt otBeTa Ha npeactaeneHne KCI1, nmogroToBneHHbI 3a MOANWMCHLIO M3pa ropofda, MoanexuT cornacosaHuio ¢ [MpaBoBbIM
nenaptameHTOM.
(n. 4.4.17 BBegeH PacnopsixeHnem AgMmuHucTpaumm ropoga HOxHo-CaxanuHcka ot 15.08.2022 N 628-p)

4.5. ﬂopﬂ.qox npoxoxaeHusa n perncrtpaumm ncxogawmx nOKyMeHTOB

4.5.1. OTBETCTBEHHOCTb 3a COCTaBfeHWe U 0POpMIIEHNE [OKYMEHTa B COOTBETCTBUM C TpeboBaHusiMM HacTosilwen WHcTpykuum, a
TaKKe cornmacoBaHue npoekTta AOKYMEHTa C 3avHTepecoBaHHbIMM NMUAaMu, Bo3naraeTcs Ha pykosoauTens [logpasgeneHus u MCrnonHUTens
[OKyMeHTa.

45.2. ,D,O npeacrtaeneHna Ha nognucb UCMONMHUTENb OCYLLEeCTBNAET NPOBEPKY NpaBUiibHOCTU Odr')OpMI'IeHI/Iﬂ OOKyMeHTa, KOMMNJIeKTHOCTH,
npaBuNbHOCTN ajpecoBaHnA, Hanndma HeOGXO,EI,VIMbIX BU3, I'IpVIJ'IO)KeHVIVI, npun H606XO,D,VIMOCTVI - CNpaBoOK, MOACHUTENbHbLIX 3anuncok,
PasbACHAKLWMNX coaep>XaHMe NoAroTOBNEHHbIX JOKYMEHTOB, CMMCKa PaCCbINKA.

4.5.3. Cpok, B Te4eHMe KOTOPOro MPOEKT UCXOASLLEro AOKYMEHTa MOXET HaxodMTCst Ha cornacoBaHuu B [oapasaeneHum, coctaensiet
He Gonee Tpex paboumx AHEN.

4.5.4. VicnonHutenb, NOATOTOBUBLLMIA NPOEKT OTBETa 3a NOAMNUCHIO Mapa ropoaa, dopmupyetT OPK gokymeHTa, B KOTOPOW yKasbiBaeTt
MapLUpyT cOrfacoBaHusi, MnodnucaHTa, a Takke npuknaabiBaeT ann npoekTa MCXOAsLero AOKYMEHTa B YCTaHOBMEHHOM copmarte.
MpoxoxaeHre npoekTa oTBETa MO LMW COrMacoBaHWi JOMKHO TOYHO COOTBETCTBOBaTL 0OOpaTHOMY MOPSIAKY HanpasneHus pesonioumin. B otoen
no paboTe C AOKyMEHTaMW U KOHTPOMIO He no3gHee YeM 3a 3 OHA OO0 OKOHYaHus cpoka ucronHenust no C3[ noctynaeT cBopg (MpoOekT
OOKyMeHTa U MHpopMaLMsl O CornacoBaHuM) Ans NPOBEPKM JOKYMEHTa Ha COOTBETCTBME OTBETA CyTW BOMpOCa, Hanuyne Heobxoammelix Bu3. B
crnyyae 3amedaHuii, OTBET BO3BpALLAETCA UCMONHUTENO Ha gopaboTtky. Mpu OTCyTCTBUM 3amedaHuidi COTpyOHWKaMWM OTAena NpoekT OTBeTa
pacnevaTbiBaeTCsl, IPUKPENNAETCH OpUriHan BXOAsILLEro AOKYMeHTa 1 nepedaeTcs AN nognucaHns Mapy ropoga He nosgHee Yem 3a 2 AHs Ao
OKOHYaHWs CpOKa WUCMONHEHUs] AOKYMEHTA.

4.5.5. Tpn nognucaHWM npoekTa oOTBeTa MepBbiMM BULIE-M3pPaMW, BULIE-MIpaMU ropoaa, YnpaBnsloWmUM Aenamyn MCMomnHUTenb
dopmurpyet SPK fokymeHTa B COOTBETCTBUM C NyHKTOM 4.5.4. MNMocne npoBeaeHUs HEOGXOAMMOIO cornacoBaHusi cneyuanucty obLlero otaena
He no3fHee yeM 3a 3 OHSA A0 OKOHYaHMA cpoka ucnonHenmsa no C3[ nocTynaer cBoA (MPOeKT AOKYMEHTa 1 MHOpMaLms O cornacoBaHnm) Ans
NpPOBEpKN AOKYMEHTa Ha rpaMmMaTtuyeckue omnbkn, COOTBETCTBME OTBETa CyTW BOMpoca, Hanmuyve HeobxoauMblx BU3. B cnyyae samevaHui,
oTBET BO3BpalLaeTcs WCnomnHuWTento Ha pfAopabotky. lMpu OTCYTCTBMM 3amevaHuWin NPOeKT AOKyMeHTa cneuuanuctoMm oblero otgena
HanpaBsnsieTcs B oTden no pabote C JOKYMEHTaMy U KOHTPOMo Ans hOpMMPOBAaHWSA Manku Ha noAnucaHue (pacreyaTka npoekTa OTBETa,
npVKpenneHne opurMHana BXOASLWEro [OKYMEHTa) W nepefjayv AnA NOANMWCaHWA NepBbiM  BuLe-M3IpaM, BUUe-mM3paM ropoga nnbo
ynpaensiiowemy genaMu B COOTBETCTBUM C pacrnpepeneHvem obsizaHHOCTEN He nosgHee Yem 3a 2 AHA A0 OKOHYaHWSA CPoka MCMOMHEHUs
OOKyMeHTa.

4.5.6. OOHOBPEMEHHO MNpU MOAFOTOBKE MPOEKTOB OTBETOB Ha OOpalLeHUst pUOMYECKMX NULL U HanpaBreHUM KOMWUWA OTBETOB B
MpaBuTenbcTBo CaxanuMHckon obnacTtu, opraHbl Npokypatypbl, CaxanuMHckyto obnactHyto ymy u Mopoackyto dymy ropoga KOxHo-CaxanuHcka
HeobxoAMMOo 0hOpPMISTb CONPOBOAUTENBHOE MUCBMO.

4.5.7. Tpun nognucaHnm npoekTa MHULMaTUBHOIO MCXOASALLEro AOKyMeHTa M3poM ropoaa, ucnonnutens cdopmupyet SPK gokymeHTa, B
KOTOPOM yKa3blBaeT MapLUpyT COrMacoBaHWs, MOAMUCAHTa, a Takke npuKpennseT dann WHULMATUBHOTO WCXOAALEro AOKyMeHTa B
ycTaHoBrneHHoM copmaTte. lNocne npoBegeHUss HeOBXOQMMOro cornacoBaHusi, B OTAen no pabote ¢ OokymMeHTamMu U KoHTponio B C3O[
nocTynaet cBof (MPOEKT AOKYMEeHTa 1 MHOpMaLUsi O COrnacoBaHnm) Ans NPOBEPKN AOKYMEHTa Ha rpaMMaTtuyeckne olwmnbku (CTunmcTnyeckme)
M Hannine HeobxoauMbIX BM3. B criyyae 3ameyaHui, NMpPOEKT MHULMATMBHOMO MCXOAALLEero AOKYMEeHTa BO3BPALLAeTCs MCMOMHUTENo Ha
nopabotky. [Mpy oTCyTCTBMM 3amevaHuii, COTPYAHUK OTAena no pabote ¢ AOKYMEHTaMW WU KOHTPOMIO pacrneyatbiBaeT NPOeKT WHULMATUBHOIO
ncxopsiero JOKyMeHTa 1 nepefaeT Mapy ropofa Ha NoAnumch.



4.5.8. MNpu noanucaHWm npoeKTa MHULMATMBHOTO MCXOASLEro [AOKyMeHTa MepBbiMM BULIE-M3paMu, BULE-Mdpamu ropopga nvbo
ynpaenswowWwmMM AenamMmnm UCNONHUTENb (OpMUPYET 3MEKTPOHHYI0 KapTOuKy [AOKYMEHTa, B KOTOPOM YKa3blBaeT MapLUpyT COrnacoBaHus,
noAnucaHTa, a Takke npuknagbiBaeT ann MHULMATUBHOIO WCXOASLLEro AOKYMeHTa B ycTaHoBMeHHom dopmate. [lMocne npoBeaeHus
HeobXxo4MMOro cornacoBaHus, cneumanvcTy obuero otaena B CO[l nocTynaer cBoA (MPOEKT JOKYMeHTa U MHpopMaums O cornacoBaHn1) Ans
NPOBEpPKN [OKYMEHTa Ha rpaMmarnyeckme OLWKMGKM (CTUNMCTUYECKMEe) W Hamuyve Heobxoaumblix Bu3. B cnyyae 3amevaHuid, npoekT
VHULMaTUBHOIO UCXOAsLLEro JOKYMEeHTa BO3BpaLLaeTcs UCToNHUTeNto Ha AopaboTky. [Mpy oTCyTCTBUMM 3aMedaHuii cneumanucT obLiero otaena
pacnevaTbiBaeT NPOEKT MHULMATMBHOIO MCXOASALLEro AOKYMEHTa U nepeaaeT nepBbiM BULIE-M3paM, BuLe-Mapam ropoda nvbo ynpaenstoLemy
Aenamu Ha noanwce.

4.5.9. Bce obpalyeHus B lNMpaBuTtensctBo CaxanuHckow obnactu n npodunbHble MMHUCTEPCTBA U areHTcTBa CaxanunHckon obnacTu no
BOMpPOCaM, OTHOCALLMMCA K (PHAHCOBOW NOMOLLM M3 obnacTHoro GloaxeTa, MOAroTaBnNMBaOTCA 3a Noanuckbio Mapa ropoaa tOxHo-CaxanuHeka
1 noanexar obs3aTenbLHOMY COrnacoBaHmio ¢ [lenapTaMeHToM PUHaHCOoB.

4.5.10. Busbl peLieH3eHTOB Npu COrnacoBaHun NnpoekTa B C3[ cunTatotca pPaBHO3Ha4YHbIMK NOANUCU Ha 6yMa)KHOM HocuTene.

4.5.11. Map ropoga (nepBble BULIE-M3Pbl, BULIE-M3Pbl, YNPaBMSOWMA Aenamu) noanucbiBaeT AOKYMEHT NMbo OTKMOHSET ero.
Cneumnanuct kaHuensipuu BHocut B CO1 MHdopmauuio o nognucaHunm (nnbo HenognvMcaHum) AOKYMEHTa.

4.5.12. Ucxopswme [OKYMEHTbI, MOAMUCaHHble M3pPOM ropoda (MepBbiMK BULIE-M3paMu, BULIE-M3paMu, YMpaensoWwyM genamu),
nepegawTcs B OTAen no paboTe C AOKYMEHTamMu W KOHTPOM Ans peructpaumu gokymeHTa B CO[ u otnpasku appecatam. lucbma,
ABNAOLMECS OTBETaMM Ha MOCTYNUBLUME LOKYMEHTbI, JOMKHbI PerMcTpupoBaThCsl B CBA3KE C BXOAALMM [OKYMEHTOM, OTBETOM Ha KOTOPLI
OHV ABMATCA.

4.5.13. PeructpauuoHHbIi HOMep JOKyMeHTa U Aata pernctpauuy NpocTaBnsoTcs COTpyaHUKaMu oTaena no pabote ¢ JOKYMEHTamu v
KOHTPOIIO Ha NOANMHHUKE AOKYMEHTa B pekBn3uTax bnaHka.

4.5.14. Wcxopswme nucbma, nognucaHHble MIpoM ropoga (MepBbiMM  BULE-M3IpaMu, BuLe-Mapamu, YNpaensowuMm genamu),
PErncTpypyoTCSa 1 OTMPABMATCA B AeHb MX PErvcTpaummn Unn Ha cneayowmin pabouunii AeHb, 3a UCKIMOYEHNEM CPOYHOWN KOPPECTOHAEHLUN.

OTBET MO pesynbTaTaM PacCMOTPEHMsI xanobbl Ha HapylleHue Mopsiaka NpPenocTaBreHUs MyHULMNanbHbIX YCRyr HamnpasrsieTcs
3asBUTENIO HE NO3AHEE [HS, CrieayoLero 3a AHEM NPUHSTUS PeLleHnst B TMCbMEHHOW hopme.

Mo enaHuio 3asiBATENs OTBET MO peaynbraTaM pPacCMOTPeHWs xanobbl Ha HapylueHue nopsiaka npefocTaBneHns MyHULMManbHbIX
ycnyr moxeT OblTb npeAcTaBneH He Mo3gHee [HSA, Creaylowero 3a AHEM MNPUHATUS pelleHus, B ¢opMe 3MeKTPOHHOro [AOKYMEHTa,
NOAMNWUCAHHOTO  YCWNEHHOW 3MNEKTPOHHOW MOAMNUCHbI0  (YCUNMEHHOW HeKBanuUUMPOBaHHOW SNEeKTPOHHOW NOAMWUCLIO WU YCUNEHHOMN
KBanuuLMpoBaHHON 3MEKTPOHHOW MOAMUCHIO) YNONHOMOYEHHOMO HAa PacCMOTPEHUE Xanobbl 4OMKHOCTHOMO nvua U (Unun) ynorIHOMOYEHHOTO
Ha paccMOTpeHure xanobbl opraHa, NPeAoCTaBMALLEr0 MyHULMMANBHYIO YCIyry.

4.5.15. [okymeHTbl, nognucaHHble pykoBoguTenamu [logpasgenenun, peructpupytotca B [logpasgeneHun AgMuHMCTpauUMn 1
paccbINaTCA CaMOCTOATENbHO.

4.5.16. BepeHve penonpou3BoacTBa MO AOKYMEHTaM, nocTtynawowwmm o7 [lpaeutenbctBa CaxanuHckon obnactu, opraHos
ucnonHuTensHo Bnactu CaxanuHcKon obractu (NMpOTOKOMbl, MOSICHUTESNbHbIE, AOKNaAHble W MHGOPMAaUMOHHbIE 3anucKM, (PUHAHCOBO-
3KOHOMMYecKMe OBOCHOBaHWS, CMpaBOYHblE MaTepuanbl, nepenucka Mexay cyObekTamy BHYTPeHHel cpefbl MO OCHOBHbLIM BOMpocam
0eATEeNbHOCTU, aKTbl, 3asBKM U Apyrue, 3a UCKIoYeHMEM AOKYMeHTOB "[nsi cry>e6GHOro nonb3oBaHus", a Takke 3a UCKMIYEHNEM JOKYMEHTOB,
cofepKallmx nepcoHarnbHble JaHHble, KOTOpbleE B COOTBETCTBUM C 3aKOHOAATENbCTBOM HE MOAMEXaT pacnpoCTPaHEHUIO), OCYLLECTBISETCS B
CucTeMe anekTpoHHOro AokymeHToobopoTa [paButensctBa CaxanvHckow obnactu (ganee - C3M MCO).

4.6. OcobeHHOCTHN paboThbl CO CryXeOGHbIMY AOKYMEeHTaMun
orpaHM4yeHHOro pacnpocTpaHeHus

MoprotoBka, OOPMIEHVEe, MPOXOXAEHWE W KOHTPOMb WCMOMHEHUSA CryXeOHbIX [OKYMEHTOB OrpaHW4eHHOro pacrnpoCTpaHeHus
OCYLLECTBNSIOTCA B COOTBETCTBMM C VIHCTPyKUMeW no [enonpousBOACTBY, C y4eTOM OCODEHHOCTEeW, YCTaHOBMIEHHbIX MNOCTaHOBMEHUEM
agMuHucTpaumm ropogda HOxHo-CaxanuHcka "O nopsigke obpalleHuns co cryxebGHon MHdopMaLuen OrpaHWYeHHOro pacnpoCTpaHeHUs B
agMuHKCTpaumm ropoga KoxHo-CaxanmHeka".

4.7. CocTaB 06s3aTenbHbIX CBeAEeHUN O AOKYMEHTAX,
BKNoYaeMbix B CO4

4.7.1. Mpun BkntodeHnn B C3 BXOAAWMX AOKYMEHTOB, MX perucTpauum, pacCMoTpeHun n mucnonHeHun B OPK gokymeHTa BHOCATCS
crefyloLne cBeaeHns 0 JOKYMeHTe:

- HAUMEHOBaHWe opraHusauumn - aBTopa AOKyMeHTa (KOpPeCcnoHAeHTa);
- HaUMeHoBaHWe B1aa AOKYMEHTa;

- Aata nocTynvBLIEro AOKYMEHTa;

- perncTpaumoHHbIi HOMep MOCTYNUBLLUEro AOKYMEHTa;

- AOMKHOCTb, haMnnns  nHULManbl Niua, NOANUCaBLUEro JOKYMEHT;
- Aata nocTynreHus JOKYMeHTa;

- PErMcTpaumOHHbIA HOMep (BXOASALLMI) NOCTYNNEHUS;

- 3aroNnoBOK K TEKCTY (KpaTKOS cogepxaHue ,ElOKyMeHTa);



- KONIMYECTBO FIMCTOB OCHOBHOIO JOKYMEHTA;
- OTMETKa O NPUIOXEHUN (KONMUYECTBO NPUIOXEHUIA, 0bLLee KONMYECTBO NUCTOB NPUNOXKEHUIA);

- CBEAEHUSI O CBA3aHHbIX JOKYMeHTax (HauMeHoBaHue Buaa AOKYMEHTa, AaTta, PermcTpaunoHHbI HOMep, TUN CBSA3N);
- pesonioums (MCNoNHUTENb (MCMONHUTENK), NOpyYeHre, AaTa UCNONHEHUs, Aata (hopMUPOBaHUS NOpyYeHUs);

- CPOK UCMOMNHEHNS1 IOKYMEHTA;

- MHOEKC Aena no HoMeHknaType aen;

- CBeeHus 0 nepeagpecaLnn JOKYMEHTa;

- OTMeTKa O KOHTPOIE;

- rpud orpaHUYeHUst 4OCTyNa K JOKYMEHTY;

- BNEKTPOHHBIN afpec KOPPECTNOHAEHTA;

- cBeeHUsi 06 3NEKTPOHHOW Noanucy.

4.7.2. MNpwu BkntoyeHnn B CO ncxoasawmx gokymeHToB B OPK BHOCSITCS cnefytoLume cBegeHnst 0 JOKyMeEHTE:

- HAaUMEHOBaHWeE roCcyNapPCTBEHHOIO OpraHa, opraHv3aumu - agpecara;

- haMunusa 1 MHULMansl nuua, NoanMcaBLUEro OKYMEHT;

- HaMeHoBaHWe BMAa AOKYMEHTa;

- AaTta AOKYMEHTa;

- PErUCTPALIMOHHBI HOMEP OOKYMEHTA;

- 3arofoBOK K TEKCTY (KpaTkoe cogepKaHune AoKyMeHTa);

- CBEeHUs O CBA3aHHbIX JOKYMEHTax (HavMMeHOBaHue B1aa OKYMEHTa, AaTa, PErMCTPaLVOHHbIA HOMEP, TUM CBS3N);
- KOMMYECTBO NIUCTOB OCHOBHOIO JOKYMEHTA;

- MHOEKC Aena no HoMeHknaType aen;

- OTMETKA O NPUIIOXKEHNM (KONMYECTBO NPUIOXKEHNI, 0BLLEE KONMUYECTBO JINCTOB NPUITOXKEHUIA);

- rpUc OrpaHUYeHUst 4OCTYNa K JOKYMEHTY;

- NoApasaeneHne - OTBETCTBEHHBIM UCMOMHUTENb JOKYMEHTa;

- BNEKTPOHHBIN afpec KOPPECTNOHAEHTA;

- cnocob JoCTaBkuM AOKYMEHTa afpecary;

- cBeeHust 06 3MeKTPOHHOWM NoANUCH.

4.7.3. MNpwu BkntoveHun B CI[] BHYTPEHHMX LOKYMeHTOB B QPK BHOCATCS cnegytoLLme CBEAEHNsI O JOKYMEHTE:

- aBTOp AOKYMeHTa (noapasaeneHue, noaroToBuUBLUEE NPOEKT AOKYMEHTA);

- HaMeHoBaHWe BMAa AOKYMEHTa;

- AaTta AOKYMEHTa;

- PErMCTPAaLIMOHHBI HOMEP OOKYMEHTA;

- rpud orpaHNYeHUst 4OCTyNa K JOKYMEHTY;

- hamunusa n MHMUManel Nuua, NoANMCaBLIEro AOKYMEHT;

- CBEOEHUSI O CBA3AHHbIX JOKYMeEHTax (HarMeHoBaHWe Buaa OOKYMEHTA, AaTta, PErMcTpaunoHHbIA HOMEP, TUN CBSA3N);
- 3arofoBOK K TEKCTY (KpaTkoe cogepKaHune AoKyMeHTa);

- OTMETKA O NPUIIOXKEHWNM (KONMYECTBO NPUIOXKEHNUI, 0BLLEE KONMUYECTBO JINCTOB NPUITOXKEHUIA);

- MHAEKC Aiena no HoMeHknaType aen;

- pesonoumns (McnonHuTenb (MCNoNHUTENKN), MopyYeHue, Aata UCMOMHEHNs, AaTta (hOPMMPOBaHMS NOPYYEHNs);

- OTMETKA O KOHTpPOIE;

- TpUd orpaHUyeHus JocTyna K JOKYMEHTY;



- nogpasgeneHune (QOMKHOCTHOE ML) - UCTIONHUTENb (OTBETCTBEHHbIM UCTMIONHUTENb) JOKYMEHTA;

- KOMMYECTBO NIUCTOB OCHOBHOIO JOKYMEHTA.

4.7.4. lononHUTEnbLHO K yKkasaHHbIM cBegeHnsim B OPK MoryT BHOCUTBCS MHbIE CBEAEHUS.

4.7.5. MNpwv BKNIOYEHUN JOKYMEHTOB 1 NPOeKToB AoKyMeHToB B C3[1, a Takke npu BKtodeHnn ceefdenuin B APK B npouecce XM3HEHHOro

LMKNa JOKYMEHTa PermcTpaTopbl U UCMONHUTENN AOMMKHBI CO34aBaTh CBS3N AaHHOTO AOKYMEHTa (MpoekTa JOKyMEHTa) C ApPYrMMM JOKYMEHTamMu
W MyHKTamm1 NopyyeHui.

4.8. YyeT 1 aHanu3 o6bema foKyMeHTooGopoTa
4.8.1. Y4yeT KkonmyectBa [AOKYMEHTOB, MOCTYMMBLUMX, CO34aHHbIX, OTMPAaBMEHHbIX 33 OMPEeAEneHHbI nepuopd BPEMEHW, [OIHKEH
nNpoBOAUTECA MO AAMUHUCTPaUMWM B LEnoM, No oTAenbHbIM logpasgeneHnsam, Mo rpynnam AOKYMEHTOB, KOppecnoHAeHTaMm, AencTBUAM,
Npou3BeAEeHHbIM C JOKYMEHTaMu U1, NP1 HeoBXoAMMOCTU, APYrMM napaMeTpam, HeobxoauMblm ANns aHanusa paboTbl ¢ JOKYMEHTaMU B LensiX

€e COoBepLUeHCTBOBaHUA.

4.8.2. MNpu yyete obbema [OKYMEHTOOGOpOTa MOACHUTBLIBAETCSH KONMUYECTBO [AOKYMEHTOB BbIAEMEHHOW rpynnbl. YYeT KonudecTsa
[OKYMEHTOB MpoBOANTCS MO AaHHbIM CO[1 1 perncTpaumoHHO-yYeTHbIX KypHaroB.

4.8.3. 3a eguHuLy yyeTa KonNuyecTBa AOKYMEHTOB MPUHMMAETCA €4MHCTBEHHbIN 3K3eMNNsp OOKYMeHTa (MOANMHHWMK UMW KOMUs, ecnuv
KOMWSA - €OUHCTBEHHbIV 3K3eMNnAp AOKyMeHTa) 6e3 yyeTa KonwuiA, mMpu nevatm U KomupoBaHuu (TupaxvpoBaHuu). Konum OOKyMEHTOB mnpwu
HeobXx0AMMOCTN aHann3a y4nThLIBaOTCH OTAENBHO.

4.8.4. MNMopgpa3peneHus exXerogHo NpeacTaBnsioT B YNpaBneHve OKYMeHTaLMoHHOro obecneyeHmns ans ob6obLleHus pesynsraTel yyeta
OokymeHToo6opoTa B [NogpasgeneHun.

5. KOHTPOJ1Ib UCMONHEHUA OOKYMEHTOB (MOPYYEHUN)
5.1. 3agauu 1 o6wme NnpaBuna KOHTpons

5.1.1. Llenbto KoHTpons sBnsieTcst obecneyeHne CBOEBPEMEHHOIO U Ka4eCTBEHHOTO UCMONMHEHUS [OKYMEHTOB.
5.1.2. KOHTpOnb MCNONHEHUS] JOKYMEHTOB (MOPYYEHWIN) BEAETCA:
- pykoBoACTBOM AgMUHUCTpaumu, MNogpasgeneHnii - 3a UCNOMHEHWEM AOKYMEHTOB (MOPYYEHUI) - MO CYLLECTBY;
- 0TAEnoMm no paboTe ¢ AOKYMEHTaMM 1 KOHTPOIIO - 3@ CPOKaMu UCMOMNHEHNS JOKYMEHTOB (MOPYYeHWiA);
- oTAenom no pabote ¢ obpalleHVAMM - 3a CPOKaMM UCMOMNHEHUst OBpaLLeHWI rpaxaaH;
- OTAENOM NPOBEPKM U aHanu3a NCNOMHEHUs MOPYYEHWI - 3a UCNOMHEHWEM MPOTOKOIOB M3pa ropoaa;

- o6WMM OTAenoM - 3a WCMOMHEHWEM MpPOTOKOMOB MEPBbIX BULE-M3POB, BULE-MIPOB, CPOKaMW WCMOSHEHUS] AOKYMEHTOB B
MoppasneneHusix, B COOTBETCTBUM C pacnpeaerneHnem obs3aHHOCTEN MeXay NepBbIMU BULIE-M3PaMU U BULIE-M3paMK.

KoHTponio B AOMWMHUCTpaUMM nopnexat 3aperMcTpupoBaHHble [OKYMEHTbl C OTMETKOW O KoHTporne, B [loapasgeneHusix - Bce
3aperncTpupoBaHHble AOKYMEHTbI, TPEBYHOLME UCTIONHEHMSI.

5.1.3. TMpoTokonbl, coaepxaline MOpyyYeHUs C KOHKPETHLIMU CPOKaMW WCMOMHEHUsI CTAaBATCH Ha KOHTPOSb MO KaXaoMmy MopyyYeHuto
oTAenbHo.

5.1.4. KoHTpoOmnb CPOKOB UCMOMNHEHUS] JOKYMEHTOB (NMOPYYEHUI) BKINOYaeT B cebs:
- MOCTaAHOBKY AOKYMEHTOB (MOPYYEHUIA) Ha KOHTPOIb;
- MPOBEPKY CBOEBPEMEHHOCTU JOBEAEHNSI JOKYMEHTOB (MOPYYeHUn) O UCNOMHUTENeN;

- NpeABapuTeribHYI0 NPOBEPKY W PerynmpoBaHne XOAa MCMOMHEHWUsI [OKYMEHTOB (MOpydYeHui) (B T.4. HanpasrneHue ynpexaaroLien
VHOPMaLIMKY, CUrHanbHbIX KapToOYeK, YCTHOe HanoMWHaHue U T.4.);

- CHATWE C KOHTPONSA JOKYMEHTOB (NMOopy4eHuin);

- yyeT, 0606LleHne 1 aHan13 pesynsTaToB Xo4a UCMOMHEHNS AOKYMEHTOB (MOpYYeHWi);

- IHOPMUPOBaHNE pyKOBOAUTENEN O XO4E UCNOMHEHUS AOKYMEHTOB (NOPYYEHNI) U COCTOSIHUM UCTIONHUTENBCKON ANCLUMMNHBI.
5.1.5. Cpokun UCMOMHEHNst AOKYMEHTOB (MOPYYEHUI) UCHNCAAIOTCS B KaneHAapHbIX AHSX.

Ecnn nocnegHwuii oeHb cpoka MCMOMHEHWS OOKyMeHTa (MOpy4YeHus) NMpUXoaMTCS Ha Hepabouui [eHb, TO [OKYMEHT MOANEeXuT
UCMOMHEHMIO B BnivxaiLumnii cnegyrowmii 3a HUM pabounii AeHb.

[ata ncnonHeHusa gokymenTa cdukenpyetcs B APK gokymenta B CO[.

CpoKM UCMONHEHNs1 OOKYMEHTOB (MOpYYeHUIn) yCTaHaBNMBAOTCS PyKOBOAUTENEM, UCXOA4A M3 CpoKa, YCTAHOBMEHHOrO opraHu3auunen,
HanpaBsuBLLEN JOKYMEHT, NI CPOKOB, YCTaHOBMEHHbIX 3akoHoAaTenbcTBoM Poccuiickon ®egepauuu.

MpUOCTaHOBUTL MCMOSTHEHUE KOHTPOMBHOMO [AOKYMEHTa (MOpy4YeHusl), a Takke OTMEHWTb €r0 MOXET PYKOBOAWTEMb, MOANMCABLUWIA
[OOKYMEHT Unu AaBLUNIA NOpyYeHue (Pe3oroLmio).



5.1.6. B criyyae ecnu Cpok WUCMOMHEHWSA OOKyMeHTa (Mopy4eHus) NpeBbillaeT OAMH MeCsl, B Lensx obecnevyeHusi CBOeBPEMEHHOIO
UCNOMHEHNA AOKYMeHTa (NOopyYeHWs) MPOBOAWUTCA MpeABapuUTENbHbIN KOHTPOSb W HAaMOMUHAHWA WCMOMHUTENSM O MNPUBMUXEHUN CPOKOB
NCMONHEHUSI JOKYMEHTOB (MOPYYEHWI).

5.1.7. JokyMeHTbI (MopyYeHVsi) MOANEXaT UCMONHEHUIO B CriefytoLLMe CPOKU:
- C KOHKPETHOM AATOM UCMOMTHEHMS - B yKa3aHHbI CPOK;

- 6e3 yka3aHus KOHKPETHOW AaTbl UCMOMHEHUS, UMEtoLLIME B TEKCTE MOMETKY "BECbMa CPOYHO" - B TEYEHUE OAHOrMO AHS; "CpoyHO" - B 3-
[OHEBHbIV CPOK, "onepaTBHO" - B 10-OHEBHbIV CPOK, OCTarbHble - B 30-AHEBHbIN CPOK CO AHS UX PerucTpauum;

- M0 NapnaMeHTCK1M 3anpocam - He no3gHee Yem Yepes 15 aHen Co AHS NonyyYeHus;

- no 3anpocam uneHoB CoeeTa denepaunu, aenytatoB FocyaapcTBeHHoW JyMbl (LenyTaTckoMmy 3anpocy) He nosaHee vem 4vepes 30
[HeN Co Hs NonyyeHus;

- no 3anpocam CaxarnuHckon obnactHon [JyMbl - He No3gHee YeM Yepes 7 OHEN CO AHS MONyYeHNs 3anpoca Uiu B MHOW YCTaHOBIEHHbIN
CaxanuHckoi obractHon [ymon cpok. MNpu HeobxogumMocTy NPOBEPKM U (UMW) AOMONHUTENBHOMO WU3YYEHUs! BOMpOCa OOMKHOCTHOE nuLO,
KOTOpPOMY HanpaeneH 3anpoc, 06513aH0 coobLmTb 06 aTom B CaxanuHckyto obnacTHyto [lymy B 3-4HEBHBIN CPOK CO AHSA MOSyYeHus 3anpoca.
OkoHuaTenbHbIi OTBET AOMKEH ObiTb AaH He Mo3AHee YeM B MEeCSYHbIA CPOK CO AHSA noryyeHust 3anpoca. OTBeT nmoanucbiBaeTcs Tem
[OOIMKHOCTHBIM FMLOM, KOTOPOMY HanpaBsreH 3anpoc, NMMGo NULOM, ero 3ameLLaLLnM;

- no obpaweHnam penytatoB CaxanuHckon obnactHon [ymbl - He no3gHee 14 gHel co AHS nonyyeHust obpaweHus. [Mpu
HeobXo4MMOCTV NPOBEPKU U (UNK) AOMNOMHUTENBHOIO M3YYeHUs1 Bonpoca AOMKHOCTHOE Nnuuo 06s13aHo coobLwmuTb 06 3ToM 0bpaTuBLUEMYCST K
Hemy denyTaTy B 3-AHEBHbIN cpok. OkOHYaTeNbHbIN OTBET AOIKEH OblTh AaH AenyTaTy He Mo3gHee YeM B MECSIYHbIN CPOK CO AHSI MONyYeHust
obpaLleHust;

- no 3anpocam genytartoB [opoackon Oymel - 15 gHen, obpaweHusam genytatos Fopoackon OQymbl - 30 gHew;

- N0 MEXBEAOMCTBEHHbIM 3anpocamM O NPeAOCTaBNEHNN JOKYMEHTOB U (Unn) MHOpMaLUK B LieNsx NpegocTaBrieHns rocyaapCTBEHHbIX
N MyHUUMNanbHbIX yCryr - 5 pabounx OHEN CO OHA MOfyYeHus 3anpoca, ecnu 3akoHogaTenbcTBoM Poccuiickon denepaumm He yCTaHOBIEH
WNHOW CpOK;

- MpPOTECT MpOKypopa Win €ero 3amecTuTens - He nosgHee 4Yem B 10-OHEBHbIM CPOK CO AHS nomydvenus. lpoaneHve cpokos
paccMOTpeHWs NpoTecTa 1 NpefAcTaBneHus NPoKypopa, a Takke HanpaBrieHne NPOMEXYTOYHbIX 0TBETOB PefepanbHbIiM 3akoHoM oT 17.01.1992
N 2202-1 "O npokypatype Poccuiickon ®egepaummn” He NpeayCMOTPEHO;

- pedakuMOHHBIN 3anpoc - B 7-AHEBHbIV cpok. OTka3 B NpefocTaBneHwn 3anpalunBaemoii MHopMaLmMm BO3MOXEH, TOMBbKO eCnu oHa
COOEPXWUT CBEOEHUSs!, COCTaBMSIOLLNE FOCYAAPCTBEHHYIO UMW MHYIO OXPaHSIEMYIO 3aKOHOM TaiHy. YBefomrieHue o6 oTkasze nu6o o6 oTcpodke
npenocTaBneHust MHchopMaLmm BpyvaeTcsi NPeACcTaBUTENO pefakumm B 3-AHEBHbIW CPOK CO AHS MOMyYeHusi MMCbMEHHOTo 3anpoca;

- no obpalyeHunsm rpaxaaH - 30 AHel co AHst perucTpaumu;

- 3anpoc YMNorHOMOYEHHOrO Mo nMpaBaM peGeHka - B TedeHue 15 AHei. OTBET HanpaBnsieTCsl 3a MOAMUCHIO JOMKHOCTHOTO Nuua,
KOTOPOMY HernocpeaCcTBEHHO Obin agpecoBaH 3anpoc, NUGo nuua, BpeMeHHO UCTONHSIIOLLETO ero 06513aHHOCTY.

CpOKVI MCMONHEHNA CPOYHbIX nopyquvuZ He npoaneBakTCA U HE KOPPEKTUPYHOTCA.

5.1.8. He cTtaBATCA Ha KOHTPONb OTBEThbI, MH(OPMALMOHHbIE NMUCbMA, MOBECTKM 3acefaHun (COBeLUaHui) n Apyrne OOKYMEHThbI, He
npeanonaratoLue noryyeHne oTeeTa.

B cny4yae 38pr,D,HeHI/Il7I B onpeneneHun uenecooGpasHocwl NOCTaHOBKM NMUCbMa Ha KOHTPOJb AOoNyCKaeTCcAa ero nepenada agpecarty u
NPpUHATUE peLlleHna 0 NOCTaHOBKE Ha KOHTPOIb, UCXOAA U3 COAepXXaHNA pe3ontounn.

5.1.9. Ha KOHTpPONbHOM [OKYMEHTe, MOCTYMUBLUEM B KaHLUEMAPUIO Ha OyMaXHOM HocuTene, CneuManuct KaHUenspuu npocrasnseT
wramn "KOHTPOJIb", nocne 4yero JOKYMEHT pernctpupyertcs U ckaHupyetcs. Cpok UCMONMHeHUs JOKYMEeHTa, HanpaBnsieMoro Mapy ropoaa, B
OPK npocTtaBnsieTcs crneumanicTom obuiero oTaena, HanpaensieMoro B afpec MepBbIX BULE-M3POB, BULE-M3POB ropoaa, ynpaensiolero
nenamu, - cneuuanucTamy KaHuenspumm.

5.1.10. OTBETCTBEHHOCTb 3a CBOEBPEMEHHOE W KavyeCTBEHHOEe WCMOoNHeHWe AOoKymeHTOB B [logpasgeneHusix Bo3naraercs Ha ux
pykoBoauTtenen. MpoBepky kayecTBa U CBOEBPEMEHHOCTU UCMONHEHUS AOKYMEHTOB 3a MOAMMCHLIO MEPBbIX BULE-M3POB, BULE-M3POB ropoaa,
yNpaBnsioLLEero Aenamu ocyLeCcTBSIOT cneuyanvcTbl obuiero otaena.

5.1.11. KOHTpOmnb WCMOMHEHNs1 [OKYMEHTOB B [loapasferneHnsix OCYLIECTBMSIOT COTPYAHWKM, Ha3HaYeHHble PYKOBOAUTENAMU
cooTBeTCTBYytoLWYMX [MoapasgeneHui.

5.2. OpraHusaums KOHTPOISA UCMONHEHUSI JOKYMEHTOB (NOpy4eHui),
NopsAAOK CHATUA AOKYMEHTOB C KOHTpons

5.2.1. [Ona obecrneyeHnss KOHTPOMS WMCMOSMHUTENBLCKON OWUCUMNMMHLI BCE MOpyyeHus, BblaaBaemble B [logpasgeneHvsi AOMmKHbI
hVKCMPOBAaTLCS 1 HaNpaBnsaTbCA UCMONMHUTENSM nocpeacTeom CI/.

5.2.2. KoHTpoOmnb MCNonHeHuss OOKYMeHTOB cnyxba koHTponst Otgena no pabote ¢ AOKYMEHTaMWM U KOHTPOSO OCYLLECTBNSET yepes
cneuuanucToB obLuero otaena u pykosoauTenen MNogpasgenexHui.

5.2.3. [1o0KyMeHTbI BbILLIECTOSALMX, KOHTPONUPYIOLLMX, HAA30PHBIX U NPaBOOXPaHUTESNbHbLIX OPraHOB CHUMAIOTCH C KOHTPOS TOMbKO TeM
[OIMKHOCTHBIM NMMLIOM (M3pPOM ropofa, NepBbIMA BULE-M3pamu, BULIe-M3paMu ropoAa, YnpaenslowyM Aenamu), KoTopbiM AaHO yKasaHue
(3apgaHve, nopyyeHune) No UCMONHEHUIO JOKYMEHTa.



[Ons CHATUS OOKYMEHTa C KOHTPONsSl WCMOSIHMTENb HanpaenseT OTBET creumanucTy obliero otgena Ans NpOBEPKM AOKYMEHTa Ha
MOSIHOTY OTBETA, NPaBUMbHOCTb OCHOPMIIEHMS OTBETA, HaNMM4ne HeobXoAMMbIX COrnacoBaHui (Hannyne MHpopMaumMn Ans CBOAHOrO OTBeTa OT
coucrnonHuTenemn) u nepeaaydun ero JOMHKHOCTHOMY NuLy (NepBble BULE-M3pbl, BULE-M3pbl ropoaa, ynpasnsowuii Aenamu), AaBlieMy ykazaHue
(3agaHve, NopyyeHre) No UCNOMHEHWIO AOKYMEHTA, UK nuuy, ero 3amelatowemy. Npy cnucaHum gokymeHTa (oTBeta) "B geno” crneumanuct
obLlero otgena HeceT OTBETCTBEHHOCTb 3a MOMHOTY OTBETA, MPaBWUIbHOCTb OOPMIEHUS OTBETA, HanMuMe HeobBXOAMMbIX COrfacoBaHWN
(Hanuune nHopmaLmmn ans CBOGHOro OTBETa OT COUCTONHUTENEN).

[lOKyMeHTbI, nopnexalume CHATUIO C KOHTPOMS M3POM ropofa, HanpasfsloTcA AnA NPOBEPKM (Ha MOMHOTY OTBETa, MPaBUIIbHOCTb
ocbopMneHUst oTBeTa, HanMuMe HeobXOAMMBIX COrMacoBaHWI (Hanuyne UHgopMaumMu Ans CBOAHOMO OTBETa OT COUCMONHUTENeNn) B oTAen no
paboTte ¢ AokymeHTamu 1 KoHTporto. COTpyAHUKM OTAena HecyT OTBETCTBEHHOCTb 3a MOMHOTY OTBETa, NPaBUIbHOCTbL OHOPMIEHNS OTBETa,
Hanmune HeobxoaMMBIX COrmacoBaHWi (Hannyme nHpopmaLmm ANs CBOAHOTO OTBETA OT COUCTIONHUTENEW).

5.2.4. INA CHATUA C KOHTPONS WUCMOMHEHHbIX NMUCEM MPEANpUATUN, YYPEXAEHUA, opraHu3auuii Aernonpon3BoguTenb (MCMOHUTENb)
MoppaspeneHus B AeHb pervcTpauum MPUKPennseT CKaHWPOBaHHbIA oTBeT (Ana AokymeHToB [1CO, opraHOB MWCMOMHWTENbHOW BNacTy
CaxanuHckoi obrnactu ykasblBaeTCsl PerncTpaumoHHbin HoMep AOMUHWUCTPauuMM u 4vepe3 Apobb perucTpaumoHHbii Homep C3Ma MCO,
Hanpumep; 030-05672-18/agm/5.16.32-105/18) k OPK pgokymeHnTa B C3[], BbIOpaB B XypHarne pervcrpaumm nepenvcky csoero [NogpasaenexHus
(anpumep: nepenvcka OAUI) n HanpasnseT MHOPMALMIO COOTBETCTBYIOLEMY CMeumanucTy obluero oTaena Ans NpoBepku AOKYMeHTa Ha
NOMHOTY OTBETA, NPaBUIILHOCTL 0POPMIIEHNS OTBETA, Hannyme HeobxoauMMbIX corniacoBaHui (Hanuyve nHdopMauun Ans CBOAHOro oTBeTa oT
coucrnornHuTenemn) n nepeaadun ero JOMMKHOCTHOMY NuLy (MepBble BULE-M3pbl, BMLE-M3pbl FOPOAa, YNpaBnsaowui Aenamu), AaBlieMy ykazaHve
(3apgaHve, nopyyeHne) NO MUCMOMHEHUIO AOKYMEHTa, Unn nuuy, ero 3amellatowiemy. Npu cnucaHumn gokymeHTa (oTeeta) "B Aeno” cneumanuct
obLiero oraena HeceT OTBETCTBEHHOCTb 3a MOMHOTY OTBETa, MPaBUMbHOCTb OGOPMIIEHUSI OTBETA, Hanuune HeobXoAMMbIX COrfiacoBaHUn
(Hanuyme nHdopMaumn Ans CBOAHOIO OTBETA OT COUCMONHUTENEN).

[okyMeHTbl, noanexaiyne CHSATUIO C KOHTPONsl M3POM ropofa, HanpaBsnsitoTCs Ans NpoBepku (Ha MOMHOTY OTBETa, MpaBUNbHOCTb
odhopmMIeHMsT OTBETaA, HanMumMe HeobXooUMbIX COrnacoBaHUI (Hanuyune MHOPMaLUM Ansi CBOAHOMO OTBETa OT COWUCMOMHUTENEN) B OTAen no
paboTte ¢ AokymeHTamMu 1 KoHTponto. COTPyAHUKM OTAena HecyT OTBETCTBEHHOCTb 3a MOMHOTY OTBETa, NPaBUIIbHOCTb OHOPMIIEHUS OTBETA,
Hanuyne HeobXoaMMbIX COrnacoBaHWi (HanuumMe MHOpMaLuK st CBOAHOIO OTBETA OT COMCTIONHUTENEN).

5.2.5. [JoKyMeHT (NOpy4YeHWe) CYATAETCS WCMOMHEHHBIM W MOAJIEXUT CHSATUIO C KOHTpOMsi mocne (hakTU4YecKoro WCMOMHEHUS BCEX
COAEPXALLMXC B HEM MOPYYEHWIA, OOKYMEHTanbHOrO MOATBEPXKAEHWSI €r0 UCMOSHEHUS U COOOLUEHWSI Pe3ynbTaToB ero pacCMOTPEHWSI
3aMHTEPeCcOBaHHbIM OpraHaM, OpraHM3aumsm 1 nuuam.

I'Ipomex(yTquaﬂ VIHdI)OpMaLWIH Nno UCNOSTHEHUIO OOKYMEHTa He ABNAeTCA OCHOBaHMEM ANA CHATUA ero C KOHTpOonA.
5.2.6. D,OKyMeHTbI (I'IOpyLIeHVIﬂ), He CHATbIE C KOHTPONA U He NPoAJSieHHble B YCTaHOBNEHHOM nopaake, CHNTaTCA HEUCNONTHEHHBbIMA.

5.2.7. JokymeHTbl [NpaButenbctBa CaxanuHcKon obnacTu, opraHoB WcMonHWTenbHom Brnactu CaxanmuHckon obnacTu nognexar
cnucanuio B aeno B C3fe MNCO.

Mpy cnucaHun OOKYMEHTOB, MOPYYeHWI, umerowmux cratyc "McnonHeHo" (MpM MHOM CTaTyce CnucaHue HEBO3MOXHO), Heobxoammo
pykoBOACTBOBaTbCsl kpaTkon WHcTpykumen no pabote B CO[, pacnonoxeHHoW Ha rmaBHon cTpaHnuue C3[ MNCO B pasgene "O6wme
nokymeHTbl" - "MHcTpykumm n HMA" - "Kpatkas iHcTpykumsi no pa6ote B C3[] (o6was)" - "Kpatkas UHcTpykumst no pabote B CO" - n. 2.5, c1p.
47.

5.2.8. Cneuunanuctbl Mogpasgenenui, pabotatowme B C3[ MNMCO, npousBoasT cnncaHve 4OKYMEHTOB B AEMNO CAMOCTOSITENBHO.
6. PACCMOTPEHUE OBPALLEHWUIA MPAXXOAH

OpraHunsaums paboTbl ¢ obpalleHusaMY rpaxaaH B ADMUHUCTpaLum Be4eTcs B cOOTBETCTBUM ¢ PefepanbHbiM 3akoHoM oT 02.05.2006 N
59-33 "O nopsake paccmoTpeHust obpalueHuii rpaxxaaH Poccuiickon ®egepauun'.

6.1. OpraHusauus pa6oTbl C NUCbMEHHbIMU OOpaLLeHUsIMU rpaxaaH

6.1.1. Paboty c obpalleHusiMu, 3asiBNEHUsSIMU U xanobamu rpaxaaH (aanee - obpalyeHns) B ADMUHUCTpaLIMK OCYLLECTBASET OTAEN Mo
pabote c obpalleHUAMN.

CoTpyoHukM otgena no paGote ¢ oOpalleHUsIMU OCYLLECTBISIOT YYeT W OpraHu3auuio PacCMOTPEHUs] MUCbMEHHBIX W YCTHbIX
obpalleHnin rpaxgaH, obpalleHuii B hopme 3MeKTPOHHOMO AOKYMEHTa, NOCTYNMBLUMX B AOMUHUCTPaLMIO, aHanu3vpyroT XapakTep BOMPOCOB,
NOAHUMAEMBIX rpakgaHamm.

6.1.2. Otgen no pabote ¢ 06palleHNsAMM OCYLLECTBMASET KOHTPOMb UCMOMHEHNs obpalleHnii Yepe3 COOTBETCTBYHOLLMX CMeumnanucToB
obuero otaena n pykosoautenew MogpasgeneHnii.

6.1.3. NnucbmeHHoe obpalueHne noanexuT obasarensHomn pernctpauum B C3[] no yctaHoBNEeHHOW (hOpMe B TEYEHNEe TpeX AHEN CO OHS
nocTynnexns B ADMUHUCTPaLMIO COTPYAHUKaMK oTaena no paboTe ¢ obpalleHnaMm.

YKanoba Ha HapylwleHne nopsagka npefocrtaBleHna MyHuumnanbHbIX YCnyr, noCTynuBLllasa B ynOJ'IHOMOLIeHHbIVI Ha ee paccMmoTpeHune
opraH, NoAnexuT perncTtpaunm He nosaHee cneayrLulero pa6oqero OHA CO OHA ee NOoCTynneHua.

B cnyyae ecnu xanoba Ha HapyLueHWe nopsiaka NpefocTaBneHns MyHULMNanbHbIX YCyr nogaHa 3asiBUTENEM B OpraH, B KOMNETEHLMIo
KOTOPOro He BXOAMT MPUHATUE pelleHust No xanobe Ha HapylleHve nopsiaka NpefoCTaBNeHns MyHULMNAanbHbIX YCnyr, B TedyeHne 3 paboymx
OHel co OHsl ee perncTpaumm ykasaHHbIi opraH HanpaBsnsieT xanoby B yNONHOMOYEHHbIN Ha ee pacCMOTPEHUE OpraH U B NUCbMEHHON dhopme
MHOPMUPYET 3asiBUTENS O NepeHanpasneHnmn xanobbl. [pn aTom Cpok paccMOTPeHMS Xanobbl NCYNCNAETCA CO AHA PerncTpaumm xanobbl B
YNONTHOMOYEHHOM Ha ee PacCMOTPEHWE OpraHe.

6.1.4. Ob6palleHus, HanpaBneHHbIE B apec Mapa ropoda, NepBbIX BMLE-M3POB ropofa, BULE-M3POB ropoda, YNpasnsowero genavu,
ALMUHUCTPaLMK U NoryYeHHble cneupanucTamm obllero otaena, MUHys otaen no pabote ¢ obpalleHusimu, noanexar obasartensHol nepegave



B oTAen no pabote ¢ obpalleHusmMu onsa permctpauumn B COM.

6.1.5. CkaHvupoBaHHOEe ObGpalleHue C NpunoxeHusmu (Npu Hanudmm) npukpennsetcs k OPK pokymeHTa. JanbHeiwas paborta no
Ob6palleHnsiM NPoONCXOAUT C MCMONb30BaHMEM 3MEKTPOHHOW Konuu. MoanvHHUK (opuruHan) AOKYMeHTa XpaHuTcs B OTAene no pabote c
obpalleHnaMn N MOXeT bblTb NepedaH OTBETCTBEHHOMY WUCMOMHMTENNIO MO NMMCbMEHHOMY 3anpocy UCMOMNHUTENS.

6.1.6. ObpaLleHne perncTpupyeTcs COTpyaHUKaMu otaena no paborte ¢ obpaileHuamn nytem 3anonHeHnss APK gokymeHta B C3O[, B
KOTOpYIO BHOCATCS BCE HEOOXOAMMbIE flaHHbIe, nocre Yero O6palleHuio NpucBanMBaeTcs perMcTpaLnoHHbIi HoMep.

6.1.7. CoTpyaHuk oTaena no pabote ¢ obpalleHnsaMy ycTaHaBnmMBaeT Hanuyve npeabiaywmnx obpalleHnii mo ogHOMY BOMpocy U B
Cnyyae NOBTOPHOrO OOpaLLeHNs perncTpupyeT AOKYMEHT KaK CBS3aHHbIW.

MoBTOpHBIM OBpaLIEHUAM MPU MX NOCTYMNEHUN NPUCBaNBAETCH OYEPEeOHON PEerucTpaLyoHHbI HOMEpP, a B COOTBETCTBYIOLLEN CTPOKe
OPK gokyMeHTa ykasbiBaeTCsl PermcTpaUnoHHbI HoMep obpalLeHunii, NOCTYNUBLUKX B Te4eHne roga.

6.1.8. Npyn oOHOBPEMEHHOM MOCTYMIIEHMN OCHOBHOrO obpalleHuns u ero gybnukata nvbo noctynneHun aybnukata OO OKOHYaHus
paspeLleHnss OCHOBHOIO 0bpallleHNsi JaeTcsl e4uHblA OTBeT.

Ecnu gybnukaT nocTynun nocne paspelleHusi OCHOBHOTO obpalleHusi, To 3asiBuTento He nosaHee 10-4HEBHOrO cpoka C MOMEHTa
perycTpaumu fybrnukata OTBET Ha Hero HarnpaBsrsieTcsl CO CCbINKOW Ha AaTy M WCXOASLMIA HOMEpP OTMPaBIIeHHOrO OTBETa Ha OCHOBHOE
obpatueHne. Konusi oTBeTa HanpaBnsieTcs B Criyvae npsiMoro ykasaHusl 3asiBUTENs O ero Henomny4YeHuu.

6.1.9. 3apeructpuposaHHoe B C3[] obpalleHve HanpaBnsieTcs COTpyAHMKamu oTaena no paboTe ¢ obpalleHusMu cneuuanuctam
obuero otaena Ans popMUPOBaHUS MPOEKTa PE30SIOLUMM U HaNpaBlNeHNst Ha PacCMOTPeHWe M3py ropoaa, NepsbiM BULe-MapaM, BULEe-Mapam
ropoga, ynpaensitoLieMy Aenamu B COOTBETCTBUM C pacnpeneneHneM oBsa3aHHOCTEN, KOTOPbIA B 2-AHEBHbIA CPOK MOAMUCHIBAET PE3OMNIOLMIO
an.

I'IpM HeobxoaMMocCTw, pykoBOAUTENb BHOCUT USMEHEHUA B NPOEKT pe30siioLnn.

6.1.10. Mepepava nopy4veHuss ucnonHutensm no C3[] paBHO3Ha4yHa nepepade GymMaKHOrO HOCWUTENS U SBMSIETCS OCHOBaHWEM Ans
UCMOMHEHNs nopy4eHmns (nognmcaHne GyMaXHOro HocuTens He NPOU3BOANTCS).

6.1.11. HanpaeneHue obpalleHus B MogpasgeneHne npoucxoauT aBTOMaTUYECKM MpWU OTrpaBke MopyveHus B 310 [NogpasgeneHue.
Mepenava (nepeappecaumnsi) 3aperMcTpyMpoBaHHbIX obpalleHuid u3 oagHoro [logpasgeneHuss B pyroe Npov3BOAMTCS € cormacus nuvua,
Nopy4MBLLIErO paccMoTpeTb obpalleHue, Yepes otaen no pabote ¢ obpalleHnsamu ¢ otmetkon B CO[.

6.1.12. VicnonnHuTens (pykoBoauTenb lNMoapasgeneHns) HeCET nepcoHarnbHYH OTBETCTBEHHOCTb 32 OOBLEKTUBHOCTb M BCECTOPOHHOCTb
paccMoTpeHusi obpalleHusi, cobniofeHne CpPOKOB PacCMOTPEHWSl, CBOEBPEMEHHOCTb MPOAMIEHUS CPOKOB PacCMOTPeHUsi, coaepKaHue
NOArOTOBMNEHHOrO OTBETA, Hann4yme HeobXoANMbIX COrmacoBaHWUM.

Mpu paccmoTpeHun obpalleHUst HECKOMNbKUMW WCTONMHUTENSIMW OTBETCTBEHHOCTb 3a CBOEBPEMEHHOE W MpaBWUrbHOE MWCMOSHeHue
MOPYYEHWI1 B PABHOW CTENEHU HECYT BCE YyKa3aHHbIE B PE3OMIOLMM UCTIONHUTENM.

6.1.13. [o npeActaBneHus Ha MOAMWUCH WCMOSHWTENb OCYLUECTBRSET NPOBEPKY MPaBUMbHOCTM OOpMIeHUs npoekTa oTBeTa Ha
obpalleHne (KOMMMEKTHOCTb, MPaBUMbHOCTb aOpPECOBaHWSl, HalMyMe HEeOOXOAWMbIX BW3, MPUIIOXKEHWIA, MpU HEoGXOOMMOCTW - ChpaBoK,
NOSICHUTENbHbIX 3aMUCOK, Pa3bsICHSIOLMX COAEPXXaHNe NoAroTOBIEHHOIO NpoeKkTa oTBeTa).

6.1.14. NpoekTbl 0TBETOB 0POPMISIOTCA UCMOMHUTENSAMU B COOTBETCTBUM C VIHCTPYKLMEN NO 4enonpon3BOACTBY.

6.1.15. Cpok, B Te4eHMe KOTOPOro MPOeKT OTBeTa Ha obpalleHne MOXET HaXxoAMTbCs Ha cornacoBaHun B MNoapasgeneHnn, cocTaBnseT
He Gonee Tpex paboumx AHEN.

6.1.16. 3anpelieHo HanpaeBnsaTb obpalleHus, copepxalwme >xanoby Ha pJeicTeue (GesgenicTBMe) AOMKHOCTHOrO nuvua, Ha
paccMOTpeHVEe TOMY JOMKHOCTHOMY NULLy, PeLLUeHne unu aencTene (6e3necTame) koToporo obxarnyercst.

6.1.17. NcnonHutens, NOAroTOBMBLUMI NPOEKT OTBETA 3@ NOANUCHI0 M3apa ropoda, dopmupyetr OPK fokyMeHTa, B KOTOpPOW yKasbiBaeT
MapLLpyT cornacoBaHusl, NognucaHTa, a Takke NpuknaapiBaeT daiin NpoekTa Ncxoasiero 4oKyMeHTa B ycTaHoBMeHHOM chopmate. MapuipyTt
cornacoBaHus B CO[] nocnegoBaTenbHO JOMKEH BKIoYaTb HavarnbHUKa OTAena (AenaptaMeHTa), HavanbHuka [logpasaeneHust ncnonHuTens,
nepBoro BuLie-Mapa, BULe-Mapa Nnbo ynpasnsioLlero Aenamu B COOTBETCTBUM C pacrnpeaeneHmemM obs3aHHOCTEN, a Takke coucnonHuTenen
nopyyYeHus B criyyae, ecnun oTBeT Heobxogumo cormacoBaTb C HUMW. B otaen no pabote ¢ obpalleHusiMu He nosgHee 4em 3a 5 gHen go
OKOHYaHMs cpoka paccmoTpeHust obpaleHust no C3[ noctynaet cBog (MPOEKT AOKYMeHTa U MHpopMaLmMs O CornacoBaHun) Afsi NPOBEPKM Ha
COOTBETCTBME OTBETa CyTW BOMPOCAa, Hanmuuve HeobxoaumblX BM3. B crnyvae 3amevaHwin, NpoeKT OTBeTa BO3BPALLAETCA WCMOMHWTEN0 Ha
nopabotky. MNpy OTCyTCTBUM 3amMevaHuii COTPYAHUKU NPUEMHON rpaxaaH pacnevaTbiBaloT NPOEKT OTBETA, NPUKPENnsoT (Npu HeobxoamMmocTu)
Konuio obpalleHns 1 nepenatoT ANns MOANNCaHMA M3py ropoAa He No3faHee YeM 3a 2 [HS 40 OKOHYaHMSA CpoKa UCMOMHEHUst obpalleHns.

6.1.18. MNpu noanucaHuM npoekTa OTBETa MNEPBbIMM BULIE-M3paMu ropoga, BuUe-mM3pamu ropoda nvbo ynpasnsowyM Aenamu
ucnonHuTens dopmunpyer APK fokymeHTa B COOTBETCTBUM C MyHKTOM 6.1.17. MNocne npoBefAeHns He0BXOAUMOro CornacoBaHus cneumanmcTy
obLero otaena He nosgHee Yem 3a 5 AHel A0 OKOHYaHWA cpoka paccmoTpenns ObpaleHns no C3[ nocTynaeT cBoA, (MPOEKT oTBETa M NNCT
CornacoBaHusi) Ans NpoBepK/ AOKYMEHTa Ha rpammartuyeckue owwmbku, CoOTBETCTBME OTBETa CyTW BOMpOCa, Hanuyne HeobxoauMmbix Bu3. B
criyyae 3aMeyaHun, MpOeKT OTBeTa BO3BpaLLaeTCs WCMONMHWUTEN0 Ha popabotky. [pu OTCyTCTBUM 3amMevaHuin MpOoeKT OoTBeTa U NuCT
cornacoBaHusi cneuuanuctoMm obLiero oTAena HanpaensAlwTcs B OTAen no paboTe ¢ obpalleHusMW Ons pacneyatkv NpoekTa OTBeTa.
Cneumanuct obliero otgena dopmvpyeT nanky U nepegaet Ha MoanucaHve NepBoMy BULE-M3apy, BULE-M3py ropoga nubo ynpasnsiolemMy
[enaMmu B COOTBETCTBUM C pacrnpeaeneHmeM oba3aHHOCTEN He No3aHee YeM 3a 2 AHSA A0 OKOHYaHus cpoka ucnonHenns Obpatienus.

6.1.19. OOHOBpPEeMEHHO NpW MOAFOTOBKE MPOEKTOB OTBETOB Ha OOpalleHUss M HampaBneHun Konui oTBeToB B [paBMTenbLCTBO
CaxanvHckon obnacTu, opraHbl NpokypaTypbl, CaxanuHckyto obnactHyto Aymy un lopopckyto [ymy ropopa HOxHo-CaxanuHcka odopmnsaTtb
COMpoBOANTENbHOE NUCHMO.



6.1.20. Bu3bl, oCcTaBneHHble peLieH3eHTaMn Npu cornacoBaHuy npoekta otBeta B C3[, cumTaloTcs paBHO3HAYHLIMW MOANMUCK Ha
BGymaxxHOM HocuTene.

6.1.21. Map ropoga (nepsble BULE-M3pbl, BULE-M3pbl, YNpaBnswoWwmin Aenamu) noanvcbiBaet oteBeT Ha O6paluerne (2 3k3.) nubo
OTKMoHseT ero. COTpyAHWK NpuemMHon rpaxaaH BHocut B CO nHdopmaumio o nognucaHmn (nvbo HemoanmcaHun). B cnyyae Hecornacusa ¢
OTBETOM COTPYAHWK oTAena no pabote ¢ obpalleHusiMu JOMMKEeH Takke BHECTUM COOTBETCTBYOLUME 3aMeyvaHWsl, NPOeKT OTBeTa Mpu 3TOM
BO3BpaLLaeTCcs UCMOSIHUTENIO Ha AopaboTky.

6.1.22. OTtBeTbl Ha obpalleHus, noanucaHHble B 2-AHEBHbIA CPOK M3POM (MEpBbIMU BULE-M3pamu, BULE-MIPaMW, YNPaBASOLLIMM
AenaMmu nepegaroTtcsa crneumanucTom obliero otaena B otaen no paborte ¢ obpalleHMaMu AN permcTpaumn gokymeHta B CO[ n oTnpasku
agpecaram.

6.1.23. I'Ipvl HanpasreHnn 3aaBUTEN0 NPOMEXYTOYHOIo OTBETa B TEKCTE OTBETA YKa3blBa€TCA CPOK OKOHYaTeNbHOro peleHna Bornpoca.
OGpaLLl,eHVIH, Ha KOTOpble AakTCA NPOMEXYTOYHbIE OTBEThI, C KOHTPOMA HE CHUMAKTCA.

6.1.24. VameHeHne cpoka vcnonHenusa dukeupyetca B COfl. ObpalleHns, CpoK MCMOSMIHEHUSI MO KOTOPbIM He Obinl CBOEBPEMEHHO
NpOANeH, CYNTAOTCH HE NCMONMHEHHLIMU B CPOK.

6.1.25. PernctpaumoHHbii HoMep oTBeTa Ha ObpallueHve 1 gata perncrpaumu NpocTaBnsloTCs COTPyOHWKaMu oTAena no paborte ¢
obpalleHnsMmn Ha NoASIMHHUKE OKYMEHTa B pekBmnauTax bnaHka.

6.1.26. OTBeTbl Ha obpalleHns, noanMcaHHble M3pPOM (MepBbIMU BULIE-M3paMu, BULIE-M3paMu ropoga, ynpasnsalowmuMm Aenamu),
PerucTpypyroTCs 1 OTNPaBRSIOTCA COTPyAHWMKaMK OTAena no pabote ¢ obpalleHnsaMn B AeHb WX pPerucTpaumn unu Ha cnegyowmin paboyuni
[eHb, 3a UCKIMIOYEHNEM CPOYHOW KOPPECMOHAEHLNN.

OteeTbl Ha O6palleHns, nognucaHHble pykoBoauTenamu [loapasgeneHuid, pernctpupytotca B NogpasgeneHnnm n paccbinaroTes
CaMOCTOATENbHO. [Nsi CHSATUS C KOHTPOMSI UCMOSHEHHbIX OOKYMEHTOB (obpalieHuit) ucnonHutens lMoapaspeneHuns B AeHb perucrpaumu
NpuKpennseT ckaHnpoBaHHbIV oTBeT kK APK aokymeHTa B C3[l u HanpaBnser uHopMaunio COOTBETCTBYHOLLIEMY CrieLuanucTy obLiero otaena
ONA NpoBepKkW [AOKYMEHTa Ha MOMHOTY OTBETa, NPaBWUnbHOCTb OMOPMIIEHUS OTBETa, HanmMune HeobxoauMbIX COrnmacoBaHWn (Hanunyve
UHOpMauun Ans CBOAHOrO OTBETa OT COMCMNOMHWUTENen) U nepegadn ero OOMMKHOCTHOMY nuuy (NepBble BULE-M3aphbl, BULE-M3pbl ropoaa),
[aBlUeMy yKasaHve (3agaHve, NopyyYyeHune) no UCMOMHEHWI0 AOKYMEHTa, Unu nuuy, ero 3ameluaioowemy. Npu cnncaHnm gokymeHTa (oteeTa) "B
Aeno” cneumanucT obLuero otaena HeceT OTBETCTBEHHOCTb 3a MOMHOTY OTBETa, NPaBUIIbHOCTL OPOPMIEHUs OTBETa, Hannyve HeobXxoanMMbIX
cornacosaHui (Hanuume nHpopmaummn Ansi CBOGHOro OTBETA OT COMCTONHUTENEN).

[loKyMeHTbI, nopnexalume CHATUIO C KOHTPONS M3POM ropofa, HanpasfsloTcA AnA NPOBEPKM (Ha MOMHOTY OTBETa, MPaBUIIbHOCTb
ocbopMrneHUst oTBeTa, HanMunMe HeobXOAMMBIX COFMacoBaHWI (Hanuyne HgopMaumu Ans CBOAHOrO OTBETa OT COWCMONHUTENEeNn) B oTAen no
pabote c obpaweHusmn. CoTpyaHuku oThgena no paboTe € obpalleHusiMM HecyT OTBETCTBEHHOCTb 3a MOMHOTY OTBETa, MPaBWUIbHOCTb
odopMIeHns oTBeTa, Hannyme HeobXoANMbIX COrmacoBaHU (Hannune MHgopmMaLummn AN CBOAHOTO OTBETa OT COMCNONHUTENEN).

OTBeT no pe3ynbrataMm pacCMOTPEeHUA *anobbl Ha HapylwleHne nopagka npefoctaBneHna MyHuUuunanbHbIX YCNyr HanpaBsndaeTcd
3aAaABUTENIO HE No3gHee OHA, cneayrLllero 3a AHeM NPpUHATUA pelleHna B NUCbMEHHON (popme.

6.1.27. Pesontoumn mapa ropoga "Onsa vcnonHeHus", "Ons oteeta”, "Ona paccMoTpeHus" No3BOMnsieT MepBbiM BULe-M3paM ropoaa,
BULIe-M3paM ropoga, yrnpasnsiowemMy Aenamu npyv 03HaKOMMeHUU ¢ obpalleHnem camoCTOATENbHO AOMOMHATL U ONpeaensTb Mepbl MO ero
UCMOMHEHWIO.

Pesoniounsi mapa ropoga (NepBbiX BULE-MOPOB, BULE-MIPOB, yhpaenswowero Aenamu) "[ns MNoArotoBkM oTeeTa" onpegenseT
HeoBX0AMMOCTb MOATOTOBKM MPOEKTa OTBETA 3a MOAMMCLIO AOMHKHOCTHOTO NLA, AABLUEro NnopyyeHue.

Ecnu B pesomouum Kk obpalleHuio MapoM ropoga (NepBbiIMU BULIE-M3paMu ropoAa, BULEe-M3pamy ropoga, Ynpasnsiowmm genamu)
ykasaHo "lNpoluy BHecTu npeanoxenus”, "O6 ncnonHeHun nHopmMmnpoBaTs”, To 3T 0OpaLLEHUS CHUMAIOTCS C KOHTPOMS aBTOPOM pPe3ontoLum
rocrne noaroToBKM OTBETa 3asABUTENIO.

6.1.28. Ecnn B pesonioumMnm Mapa ropoga, nepBbiX BULE-M3IPOB, BULE-MIPOB ropofa, ynpaensiowero genamu nopyyvyeHve AaHo
HECKONbKMM UCMOMHUTENSAM M YyKa3aHO HanpaBWTb OTBET 3asBMTENIO, TO OTBETbl HAMPaBMSATCA KaXAbIM UCMOMHWTENEM, B Mpeaenax cBoewn
KOMneTeHLUMN nnu obLumnii OTBET FOTOBUT UCMOMNHUTESb, YKa3aHHbI B pe3osntoumn (NopyYeHn) nepseiM, UM UCNOSHUTESb, KOTOPOMY NMOPYYEHO
caenatb CBOA,.

6.1.29. OTtBeT Ha oOpalleHus rpaxpaH, Kak npaBwno, [aeTtcss B MUCbMeHHoW dopme. B cnyvae ycTHoro otBeTa Aenaetcs
cooTBeTcTBYOWas 3anncb B OPK gokymeHTa. OTBeT Ha obpallueHue, nocTynuBliee B DOPME 3MEKTPOHHOMO [OKYMEHTa, Hanpasnsietcsl B
hopme INeKTPOHHOTO AOKYMEHTa No aApecy 3MEeKTPOHHON MOYThI, yKa3daHHOMY B 0bpalleHun, Ui B MMCbMEHHOW hopMe Ha MoYTOBLIN agpec.

Mo enaHuto 3asiBATENs OTBET MO peaynbraTaM pPacCMOTPEHWs Xanobbl Ha HapylueHue nopsiaka npefocTaBneHns MyHULMMNanbHbIX
ycnyr mMoxeT OblTb npeAcTaBneH He Mo3gHee [HSA, Creaylwero 3a AHEM MNPUHATUS pelleHus, B ¢opme 3MEeKTPOHHOro [AOKYMEHTa,
NOAMNWUCAHHOTO  YCWNEHHOW 3MNEKTPOHHOW MOAMNUCHI0  (YCUNEHHOW HeKBanuUUMPOBaHHOW 3NEeKTPOHHOW NOAMWUCHIO WU YCUNEHHOMN
KBanuuLMpoBaHHON 3MEKTPOHHOW MOAMUCHI0) YNONHOMOYEHHOMO Ha PacCMOTPEHUE Xanobbl AOMKHOCTHOMO nvua U (M) ynorIHOMOYEHHOTO
Ha paccMOTpeHWe xanobbl opraHa.

6.1.30. okymeHT (obpaLleHne) cHMTaeTcst UICMONHEHHBIM Y CHUMAETCS C KOHTPOS NOCNe BbINOMHEHUS 3a4aHuiA, MOPYYEHWIA, 3anpocos,
COOOLLEHNS pe3ynsTaToB 3asBUTENSAM U 3aUHTEPEeCOBaHHbIM OpraHU3auusaM Unv Apyroro JOKYMEHTUPOBAHHOTO MOATBEPKAEHNS UCMOMHEHNS B
AeHb MoCTynneHns B oTAen no paboTe ¢ obpalleHamMM MHPOPMALMKN O CHATUM C KOHTPONS AOMMKHOCTHBIM NIMLIOM (NepBbii BULIe-M3p ropoaa,
BULIE-M3p ropofa, Ynpaenslowuin genamu), OaBlUMM YyKa3aHue (3agaHue, MopyyveHuWe) Mno WCMOSHEHWIO [OOKYMEHTa, WM NWUOM, ero
3amMeLLanLLmMm.

6.1.31. 3akoH4eHHble npoussBoacTBoM "[ena" no OGpalleHUsIM rpaxaaH XpaHATCs OonpeferieHHbIi HOMEHKMNaTypoW CpoK, 3aTem
noanexar YHUUYTOXEHMIO MO aKTy.

6.2. OpraHu3auus paboTbl Mo FIMMHOMY NpUeMy rpaxaaH



OpraHu3auus paboTbl N0 MUYHOMY NPUEMY rpaxaaH NPOM3BOAMTCS B COOTBETCTBUM C lNonoxeHnem 06 opraHu3aumm Nn4HOro npuema
rpaxgaH M3apoMm, NEPBLIMU BULIE-M3paMu, BULIe-M3pamu ropofa KOxkHo-CaxanuHeka, yTBEpXKAEHHbIM pacrnopskeHneM AOMUHUCTPaLMN.

7. U3rOTOBIJEHME, YHET 1 UCNOJTIb30OBAHUE NEYATEN U LUTAMMOB,
OAKCUMUITBHOU NOANUCU PYKOBOOUTENA

71. repﬁOBble n gpyrme nedatu Ucnonb3yrTcAa B AOMUHUCTpauun Ans yAOCTOBEPEHUA NOASIMHHOCTU OOKYMEHTOB WU COOTBETCTBUA
Konuw AOKYMEHTOB NOAJSTMHHUKaM.

[ns npoctaBneHust OTMETOK CMPaBOYHOrO xapakrepa o nonyvyeHunun, peructpauunm, npoxoxxXaeHn n NCNoNHeHNN OOKYMEHTOB U OpYyrnx
OTMETOK NPUMEHATCA COOTBETCTBYOLLXE LUTAMIMbI.

7.2. Heo6x0aAMMOCTb U3rOTOBREHMS LUTAMMOB C (haKCHMMUITbHBIM BOCNPOU3BEAEHUEM NMOANUCU M3pa (NepBbiX BULE-M3pOoB, BULE-M3pOB
ropoga, ynpaBnsiloOLLEro Aenamu) U Nuuo, OTBETCTBEHHOE 3a MCMONb30BaHUE YyKasaHHbIX LUTaMMOB, ONpedensoTcs M3poMm (MepBbiM BuULe-
M3pOM, BULE-M3pamy ropoAaa, ynpasnstowmymM AenamMm) COOTBETCTBEHHO.

3asBka Ha WM3roToBMeHWe WTaMmnoB C (haKCUMUITbHBIM BOCMPOM3BEAEHUEM NOANUCU M3pa ropoaa (nepBbiX BULE-M3POB, BULIE-M3POB,
ynpaensioLero Aenamu) NoANUCLIBAETCS YNpaensioWwmMm Aenamu.

7.3. Nogpa3sgeneHns UMeT nevaT B COOTBETCTBUU C MOMOXEHUSIMU O CBOWX NoapasfeneHusix. MIsrotosneHne nevarten, HeobxoaumbIx
ansa obecneyeHuss AeATENbHOCTM CTPYKTYPHbIX NogpasgeneHvin annapata AQMUHUCTpaLUn, NPON3BOAUTCS MO COMNAacoBaHUIO C yNpaBnsoLwmnM
nenamu.

7.4. PykoBoguTenu CTPYKTYpHbIX MNoApasgeneHui annapata AOMUHMCTpaUMU MNPEACTaBnsioT 3asiBKM Ha M3rOTOBMEHVE nevaten u
wrtamnoB B MKY "YnpaBneHue genamu agmuHuctpauum ropoga HOxHo-CaxanuHcka" ¢ NpunoXeHMeM 3CKM30B 3akasblBaeMblX nevarten u
LITAMMOB.

7.5. V13roToBneHHbIe nevaTh v WramMnbl ¢ hakCUMUnbHBIM BOCNPOM3BEAEHUEM NOANUCU M3pa ropofa, NepBoro BULEe-Mapa, BULE-M3pa,
ynpasnstoLero genamu nepegatotca B Otaen no paboTe ¢ JOKYMEHTAMU U KOHTPOSHO.

7.6. Otgen no paGOTe C JOKYMEHTaMN N KOHTPOIO OCYLLEeCTBNAET:

- Y4EeT un permcTpaumnio N3rotoBeHHbIX nevyaTemn n LUTamnoB C d)aKCVIMI/IﬂbeIM BOCnpousseaeHunemM nognmcu (,qanee - LIJTaMI'I) B XypHane
C NpocTaBneHnem nx oTTUCKOB;

- Bblgavy nevaTten u LUTamMmnoB COTpyAHUKaM A,qMVIHVICTpaLlI/IVI noa pocnuchb B XXypHane y4yeta neyaTen n LUTaMMoOB;

- NPUHATKE npuwegwmnx B HErogHoCTb U yTpaTuUBLUMX 3Ha4YeHue neyaten 1 LITaMmnos, YHUYTOXEeHMe UX No aKkTy C npoctaBlieHnem
COOTBeTCTByPOIJ.I,eIZ OTMETKN B XypHarne y4dyeta nevaten u LUTaMMoB.

MMeyaTn 1 WTamMnbl XpaHATCS B HAAEXHO 3aKpbiBaeMbIX cerdax unu MeTannmyeckmx wkadax.

B cnyyae yTepu neyatei, LWTaMnoB, HE3aMEASIMTENBHO CTABUTCS B M3BECTHOCTb YNpaBnsioWmMin aenamu n pykosoauTens OTaena no
paboTe C AOKYMEHTaMM U KOHTPOIHO.

7.7. Nepepaya neyateit U LITaMMNOB MOCTOPOHHMM fWULAM He AonyckaeTtcsi. BbHOC nevaTteit v LWITaMMoB 3a npefenbl opraHusauuu
BO3MOXEH B UCKITIOUUTENbHBIX CIyyasix MO PELLEHMIO PyKOBOACTBA AOMUHMUCTPaUMK (Hanpyumep, Npu nognucaHuy JOroBOPOB M Ap.).

7.8. OTTUCK NevaTn ¢ nsobpaxeHvem repba ropoga KoxkHo-CaxanunHcka NpocTaBnsieTcs:

- N 1 - Ha pMHaHCOBbIE AOKYMEHTbI, CKPEMNSEHHbIE NOAMMCHI0 M3pa ropoaa, NepBbIX BULE-M3POB, BULE-M3POB, YNPaBnsoLWEro Aenamu,
n xpaHutca B MKY "YnpaeneHue genamv agmmHucTpauum ropoga KoxHo-CaxanuHcka";

- N 2 - Ha BOKyMEHTbI MeXayHapoaHOro XapakTepa, NOCTaHOBMEHWUS, PAacrnopsbkeHusi, pelleHust Mopoackon [ymel, nognucaHHble M3poM
ropoga, [OroBOpPbI, COMALIEHWUs, MYHWUMNanbHble KOHTPaKTbl, 3aknioyaemble OT WMEHW aAMWHUCTpauun ropopa, [OBEPEHHOCTY,
KOMaHOMPOBOYHbIE YAOCTOBEPEHMSI, MOYETHbIE TPamMoThl U Apyre AOKYMEHTbI, CKPENMEHHbIE MOAMUCLIO M3pa ropoaa, NepBoro BULE-M3pa,
BULIe-M3apa, ynpasnstoLero genamu, u xpanutca B Otgene no pabote ¢ AOKyMeHTaMu 1 KoHTporto. OTTuckom neyvatn N 2 ¢ usobpaxeHuem
repba ropoga HOxHo-CaxanuHcka CKpensnsieTcsl MOANUCh COTPYAHWMKOB OTAena MyHuumnanbHoi cnyx6bl U kagpos [enapTameHTa kagpoBoW
MONUTUKN B TPYAOBbIX KHUXKAX COTPYAHWUKOB AOMUHUCTPpaLWW;

- N 3 - Ha nocTaHoBnEHWsAX (PAacMopPsXKEHUSX) aaMUHUCTPaLmK ropoda KOxHo-CaxanuHcka, Beinuckax, kaptodkax (dgopma 1) v apyrmx
[OKYMEHTaX, CoAepKallumX CBEedEHWsl, COCTaBMSOLME rOCYAapPCTBEHHYIO TalHy, CKPEMMeHHbIX MOANMCLI0 M3pa ropoda, Nepeoro BuLe-mMapa,
BULle-M3pa, YNpaBnsiolero AenaMu, U XpaHUTCA B PEXUMHO-CEKPETHOM noapasgeneHun [enapTameHTa MOGWUNMU3aLMOHHOW MOAFOTOBKU U
3aLUTLI MHchopMaLmMy annapaTta AGMUHUCTPALWU.

7.9. Ha konusix MOCTaHOBNEHUN (pacnopsbkeHni) agMUHUCTpaLMmn ropoda, MyHUUMNanbHbIX NPaBOBbIX aKTOB, MPUHATbLIX [OpoacKon
[ymoin, [OoroBopoB, COMMalleHWi, MyHUMUMNanbHbIX KOHTPaKTOB npocTaensieTcs kpyrnas nedyate "AOMUHUCTPALINA TOPOOA HOXKHO-
CAXAJTIMHCKA OJ1A OOKYMEHTOB", kotopas xpaHutca B Otaene no pabote ¢ JOKYMEHTaMU U KOHTPOIHO.

Ha konusax noctaHoBneHui (pacnopsikeHuit) agmuHuctpaummn ropoga HOxHo-CaxanuHcka, copepxaluyx CBeAeHWs, cocTasnsiolmne
rocy4apCTBEHHy0 TamnHy, npocTtaensetcsa kpyrnas nedats "AOMUWHUCTPALINA TOPOOA KOXHO-CAXATIMHCKA OIlA JOKYMEHTOB N 2",
KOTOpas XpaHUTCSA B PEXVMMHO-CEKPETHOM noapasfeneHun [lenaptameHTa MOBMNM3aUMOHHON MOATOTOBKM M 3alumMTbl MHpopMaummn annapara
AOMUHUCTpaUMK.

OT1tuck neyatn "lopoackon okpyr "Mopoa HOxHo-CaxanuHek" CaxanuHckas obnacte AaMmunHucTpaumsa ropoga HOxHo-CaxanuHcka 2"
cTaBuTCS Ha [oYeTHbIe rpamMoTbl, MOANUCAHHbIE hakCUMUMBHOWM NOANMCHI0, U XpaHnTca B OTaene no pabote ¢ JOKYMEHTaMU U KOHTPOIIIO.



7.10. OtTrck nevatn "AgmuHncTpaumm ropoaa tOxHo-CaxanvHcka [lenapTaMeHT KagpoBOWv NONUTUKM OTAEN MYyHULMNANBHON CNyX0Obl 1
KagpoB" CTaBUTCA Ha cnpaBkax, MOATBEPXAALMX TPYAOBY AESATENbHOCTb COTPYAHWMKA, KOMAaHAMPOBOYHBLIX YAOCTOBEPEHUSX, KOMUAX
pacropspKeHWid agMUHUCTpaLMM ropoga no NMMYHOMY COCTaBy M KagpaM. XpaHUTCs B OTAene MyHuUmMnansHow cnyx6bl 1 kagpos [lenaptameHTa
KaZpOBOW NOMUTUKM.

Ottuck neyatn "lopoackor okpyr "Mopop HOxHo-CaxanuHek" CaxanuHckasi obnacte AaMunHucTpaumst ropoga HKOxxHo-CaxanuHcka 1"
3aBepsieT KonuMu ByxranTepcknx OOKYMEHTOB AZMUMHUCTpaLMK, He CBA3aHHbIX C AeatenbHocTbio "MKY YnpaeneHue genamu agmvHucTpauum
ropoga KOxHo-CaxanuHcka", u xpanutca B MKY "YnpasneHue genamu agmmHucTpauum ropoga HKoxHo-CaxanuHcka".

OTttuck neyatn "lopoackon okpyr "Topop HOxHo-CaxanuHck" CaxanuHckas obnacte AamuHuctpaums ropoga HOxHo-CaxanuHcka'
CTaBUTCS Ha APXMBHbIE CNPaBKv 1 ApXMBHbIE BbIMUCKU. XpaHUTCSA B ApxuBe.

7.11.B A,D,MVIHVICTpaLlVII/I MOryT UCNONb30BaTbCA LWTaMnbl C CbaKCVIMI/II'II:HOVI nogonucbo M3pa ropoda, nepsBbix BuUe-Mapa, BULIe-M3POB,
ynpasnawLuiero genamum.

dakcMmnnbHYH NoANMCh PyKoBOAMTENS pa3peluaeTcs, Npu HeobXoaAMMOCTM, CTaBUTb Ha KOMUSX MOAMUCAHHBLIX UM AOKYMEHTOB.
dakcymMunbHas NOANUCH NPOCTABMSETCS TOMBbKO C MMCbMEHHOTO pa3peLleHns pyKoBOAMTENS, KOTOPOMY OHa MPUHAAMIEXUT.

dakcumunbHas MoAnMUCh Mapa ropoda (MepBbiX BULE-M3POB, BULIE-MIPOB, YNPaBRSIOLEro Aenamu) MOXET MpOCTaBMnsaTbCS Ha
paccblnaembix NpUrNaLeHnsix, No3apaBneHnsix 1 Apyrx Nogo6HbIX JOKYMEHTaX.

PakcMmunbHYIO NOAMUCL M3pa ropoda [AonyckaeTca cTaBuTb Ha [oveTHbIX rpamoTtax, bnarogapcTBeHHbIX nucbMax, [amsTHbIX,
MpuBeTcTBEHHBIX 1 KOBUNelHbIX agpecax.

MucbMma, Hanpaensemble B afpec BbILLECTOALMX OpraHv3auuii, deaeparnbHbIX OpraHoB MCMOMHUTENBLHOW BMAcTU U OPraHoB BfacTy
cybbekToB Poccuiickon defnepaumm, Apyrme rocyqapCTBEHHbIE OpraHbl, HE AOMKHbI NOANUCHIBATLCS (hakKCUMUIBLHOW NOAMNUCHHO.

3anpeLyaeTtcs nUcnonb3osatb PakCUMUMBbHYIO MOAMUCH HA TPYAOBLIX AOTOBOPAX U NPUMOXEHUAX K HUM, B TPYAOBbLIX KHUXKKAX, @ Takke B
YHUMLMPOBAHHBIX hopmax Mo yveTy Tpyaa U ero onnaTtbl, yTBEPXAEHHbIX nocTaHoBneHnem Fockomctata P® ot 05.01.2004 N 1.

(DaKCVIMVIJ'IbHy}O noanncb He JonycKaeTcda UCnonb3oBaTb Ha AOBEPEHHOCTAX, NNaTeXHbIX AOKYMEHTaX, APYrMx OOKYMEeHTaX, UMerLnx
d)VIHaHCOBbIe nocnencTeuA.

Ha (baKCVIMVIJ'IbHyI-O nognucb Fep60BaF| ne4yatb He CTaBUTCA.

7.12. OTBETCTBEHHOCTb 3@ 3aKOHHOCTb MCMOMb30BaHUA U HAEXHOCTb XpaHEHUs nevaTeil 1 LITAMMOB BO3MaraeTcs Ha pyKoBoauTerneit
COoOTBeTCTBYtOLWYMX [MoapasgeneHui.

PyKOBO,El,I/ITeI'II/I Flo,qpaa,ueneHwZ BO3araloT OTBETCTBEHHOCTb 3a XpaHeHue U UCnonb3oBaHue neyatenm u LITaMnoB Ha OOHOrO M3
NOAYNHEHHbIX UM COTPYAHUKOB. rlpVI CMeHe COTpyaHUKa ne4vyaTtn U WtamMmnbl nepenaroTcd no akTy.

8. KONNMPOBAHUE (TUPAXXUPOBAHUE) U CKAHUPOBAHUE OOKYMEHTOB

8.1. KonvpoBaHue (TMpaxupoBaHMe) U CKaHWPOBaHUe OOKYMEHTOB, MOCTYMUBLUMX B KaHLEMSPUIO, MYHULMNATbHLIX NPaBOBbLIX aKTOB
ocyulectensietca B OTaene no paboTte ¢ AOKyMeHTamu U KoHTponto. KonvpoBaHue (TvpaxupoBaHue) HeGonblimx no o6bemy [OKYMEHTOB
NPoV3BOANTCSA HeMoCpeACTBEHHO B [MoapasaeneHusx.

8.2. B Otgen no pabote ¢ AOKYMEHTaMW U KOHTPOMO Ha KOMMPOBaHWE MOCTYNatT TOMbKO CryXebHble JOKYMEHTbI, NMpyu 3TOM BedeTcst
XypHan yyeTta KOnupyeMbiX U TUpaxupyeMbIX JOKYMEHTOB [N ONpeferneHuns 3arpy3ku TEXHUYECKUX CPEACTB, pacyeTa notpeGHOCTM B HOBOM
obopynosaHuu.

8.3. Ha konupoBaHue cgaloTcs, Kak npasumo, nepsble 3K3eMMmsphbl (I'IO,D,J'IMHHVIKVI) AOKYMEHTOB B HeC6pOLIJ}OpOBaHHOM Buae, 4etko
HaneyaTaHHble. 3aka3sbl Ha KOnnpoBaHMe BbIMNOMHAKTCA B NopAaKe o4epegHOCTUN UX NOCTYNNeHnA.

8.4. Otgen no paGoTe C [OKYMEHTAMU W KOHTPOMIO MPOU3BOAUT [BYXCTOPOHHIOW MNeyaTb KOMWiA pelleHuid, nucem, cyaebHbIx
[OKYMEHTOB U1 T.A4.

8.5. Tupax W3roTOBMEHHbIX KOMWIA [OKYMEHTOB [OMKEH COOTBETCTBOBATb 3akaldy W BblAaBaTbCs WCMOSHUTENO BMECTE C MNEPBbIM
3K3EMMNAPOM (MOANMHHUKOM) AoKymMeHTa. O BbINOMHEHUM paboThl B XXypHare yyYeTa AenaeTcs COOTBETCTBYOLLAS 3aMuUCh.

8.6. lMopsiAoK MCMOMb30BaHUSI UMEIOLLENCS  KOMMPOBAribHO-MHOXUTENBHON TexHUKM B [logpaspeneHusix  ycTaHaBnuBaeTcst WX
PYKOBOAUTENSIMU.

9. ®OPMUPOBAHUE MYHULUUMNANIbHOIO APXUBHOIO ®OHUA,
MCNOJIb3OBAHUE APXUBHbIX JOKYMEHTOB

9.1. Pa3pabotka 1 BeAeHUne HoOMeHKnaTypbl gern

9.1.1. HomeHknatypa pgen - 9T0 OCOPMIIEHHbIN B YCTAHOBMEHHOM MNOPSAKE CUCTEMATM3UPOBAHHBLIA MEepevYeHb 3aroroBKOB
(HanmeHoBaHuUIA) Aen, 3aBoAuMbIX B MNoapa3aeneHusix, ¢ ykazaHMeM CPOKOB MX XpaHeHWs.

HomeHknaTtypa gen npegHasHaveHa Ans rpynnmpoBKY UCTMOMHEHHBIX JOKYMEHTOB B Aena, CUcTeMatusaumu u yyeta aen, onpeaeneHns
CPOKOB WX XpPaHEHWS 1 ABNSETCA OCHOBOW AN COCTaBNeHUs onncen Aen NoCTOAHHOIO U BpeMeHHOro (cBbilwe 10 neT) xpaHeHus), a Takke yyerta
nen BpemeHHoro (8o 10 neT BKNIYNTENBHO) XpPaHEHUSI.

9.1.2. Tlpu cocTaBneHnm HOMEeHKnatypbl Aen cnegyetr pyKoBOACTBOBATbCA MOJNIOXKEHUAMU O MogpasgeneHusx, LWTaTHbIMU
pacnucaHnamMmn, nnaHamm n oT4eTamum o pa60Te, nepevyHAMN OKYMEHTOB C yKa3aHWeM CPOKOB UX XpaHeHUA, TMNoBbIMWU HOMEHKNaTtypamu gen,



HOMEHKnatypamMu gen 3a npowieawve rogbl. MSyLIaIOTCﬂ AOKYMEHTHI, 06pa3y|ou.u/|ecs1 B AeATeNbHOCTU Flo,qpaa,qeneva, nx BuAbl, COCTaB ”
coaepxaHue.

9.1.3. B HoMeHknaTypy Aen BKMHOYaOTCH BCE AOKYMEHTbI, OTpaxarolme AeaTensHocTb MoapasneneHust U NOCTOSIHHO UM BPeMEHHO
[e/CTBYIOLLMX OpraHoB (KOMUCCUIA, COBETOB, KOMUTETOB U Ap.), B TOM YMCHE AOKYMEHTbI OrpaHWYEHHOro A0CTYNa, PEMMCTPALMOHHBIE U YYETHbIE
XypHarbl, B HEOBGXOAMMbIX Cryyasix - KoMK JOKYMEHTOB (€CNU KOMUS - EANHCTBEHHDBIN 3K3eMNIIsp AOKyMeHTa B MNoapasaeneHuu, a Takxke ecrnu

KoOmnuu HeobxoauMbl ANs opraHu3auum gestensHocTy MNogpasgenenus). He BktovaoTcst B HOMEHKNAaTypy Aen nepuoandeckme nsgaHus, KHUMm,
GpoLutopbl.

,D,OKyMeHTbI, CO34aHHble B 3ﬂeKTpOHHOI7I cbopme, BKIHOYAKTCA B HOMEHKNaTypy Aen no TeM Xe npasunam, 4To U OOKYMEeHTbl Ha
6yMa)KHOM HocuTene.

9.1.4. HomeHknatypa nen lNoopasgeneHnsi - UCTOYHMKA KOMMIEKTOBaHMS MYHULMMAmNbHOTO apXMBHOTO (oHAa (Janee - MCTOHYHUK
KOMMMEKTOBaHUS) Ha NpeacToAWMi KaneHaapHbld rog paspabatbiBaetcs o 1 gekabpsi Tekyllero roga, MNOAMUCLIBAETCA JIMLIOM,
OTBETCTBEHHbLIM 32 OEMOoNpPOn3BOACTBO, NGO NMULOM, OTBETCTBEHHLIM 3a BeEHWEe apXvBa, COrMacoBLIBAETCA C 3KCMEePTHOW KoMuccueli (qanee
- OK) Moppasnenenus n nepenaetcst B ApXMB, KOTOPLIN NPOBEPSET HOMEHKNATYpbl e W NpeacTaBnseT UX [Ans COrnacoBaHWsi B 9KCNEpPTHO-
npoBepoyHyto komuccuto (AMK) MuHUcTepcTBa KynbTyphl M apxmBHoro gena CaxanuHckon o6nacTu.

Mocne cornacoBaHuss HOMeHKNaTypa Aen yTBepxaaetcsi pykosoauTenem Nogpasgenenns n ¢ 1 sHBapsi cnegyoLlero roga BBOAMTCS B
oencTeue.

B cny4vyae naMeHeHud q’.)yHKLI,I/IIZ N CTPYKTYpbI A,D,MVIHVICTpaLI,VII/I, I'Ioupas,qeneHMﬂ HOMEHKnaTypa gen coCctaBnAaeTcd, cornacoBbiBaeTcd 1
yTBEPXKOaETCA 3aHOBO.

BHoBb cosgaHHoe unu peopraHu3oBaHHoe MogpasgeneHve paspabaTbiBaeT v NPeacTaBnsieT HOMEHKNaTypy Aen B otgen no pa6orte ¢
[OKYMEHTaMU 1 KOHTPOrto (B APXvB - AN NoApasaeneHuii, ABMAIOLLNXCS IOPUANYECKUM JINLIOM) B MECSYHBIN CPOK.

OTBETCTBEHHOCTb 3a CBOEBPEMEHHOCTb U NPaBUIbHOCTb COCTaB1€HUA HOMEHKNAaTypbl Aen I'Ioupas,qeneHMﬂ HeCeT ero pykosoauTesnb.

9.1.5. CornacoBbiBaeTcst HomeHknatypa gen ¢ 3MNK MuHuctepcTBa KynbTypbl U apxuBHoro aena CaxanvHckol obnactu He pexxe 0fHOro
pasa B YeTblpe roga.

9.1.6. HomeHknaTtypa gen lNogpasgeneHus - ICTOMHUKa KOMMIeKToBaHus (npunoxeHne N 2) coctaBnseTcs Ha OCHOBaHUWM HOMEHKnaTyp
nen nogpasgeneHnii, BXoasimx B ero coctaB (npunoxexve N 3).

9.1.7. HasBaHusiMM pasgenoB HOMEHKNATypbl Aen SIBMASIOTCH HaMMEHOBaHUS nogpasfeneHuin, BXOAsAWMX B COCTaB WCTOYHMKA
KOMMEKTOBaHUSA.

9.1.8. HomeHknatypa gen cocTtaBnsieTcs B AByX 3k3emmnnsipax. [epBbl yTBEPXOEHHbIA 9K3eMNMAsAp HOMEHKNaTypbl Aen sBhsieTcs
[OKYMEHTOM NMOCTOSIHHOIO CPOKa XPaHEHWUs 1 HaXOAUTCA Y Nnna, OTBETCTBEHHOTO 3a BEAEeHWe apxuBa, BTOPON - nepedaeTcst B ApxuB.

9.1.9. MNocre yTBepXXAEHUS1 HOMEHKNaTypbl e UCTOYHUKA KOMMINEKTOBaHUS!, €ro noapasaeneHvs omnyYarT ee Komnuio nneo BeINUCKU 13
COOTBETCTBYIOLLMX €€ pa3ferioB Ans MCMonb3oBaHus B paborte.

9.1.10. Mpadbl HOMEHKNATYPbI AeN 3anonHsTCS crieayoLwymM o6pasom.

B rpacde 1 npocraensoTcs uHAeKCHl Kaxgoro Aena. WHoekc pgema COCTOMT M3 YCTAHOBMEHHOMO LMdpoBoro 0603HaveHus
MoppasgeneHus 1 NOpsAKOBOTO HOMeEpa 3arofioBka Aena no HomeHknatype B npepenax [Mogpasgenenus. WHpekcel gen obosHavatoTes
apabckumun umdppamu. Hanpumep:

10-06,

20e 10 - o6o3HayeHue [Nodpa3sderneHus,

06 - nopsiOKkosbIli HoMep 3az2o5o08ka 0era Mo HOMeHKnamype.

B rpadpy 2 BkniovaloTcsi 3aronoBku Aen, KOTOpble [OIKHbl OXBaTbiBaTb BCE [AOKYMEHTUpyemble y4vacTku paboTbl, B TOM 4ucre
[OKyMeHThbI ¢ rpudbom "[nsa cnyxebHoro nonb3oBaHUs", CNpaBOYHbIE KAPTOTEKMN U XKypHarbl.

3aronoBok Aena JOMmKeH YeTko, B 0606LLeHHON hopMe oTpaxaTb OCHOBHOE COAEPXaHUE U COCTaB AOKYMEHTOB Aena. He ponyckaertcs

"o

ynoTpebrieHve B 3arofioBKke Jena HEKOHKPETHbIX hOopMYnUpPOBOK ("pasHbie Mamepuarnbi”, "obwas nepernucka” u m.0.), a Takke BBOOHbLIX CIOB,
CMOXHbIX 0BOPOTOB, COKpALLEHHbIX CIMOB M HauMeHoBaHui. Ecnun 3aronoBok BkntoyaeT B cebst TepMMH "AOKYMEHTHI", TO B ckobkax AaeTtcs
pacwmndpoBka: (nnaHbl, 0TYeThI, UHOPMaLWK, 3aNUCKN U T.4.).

3aronoBok Aena CoCToUT U3 3NIEMEHTOB, PACMONOXEHHbIX B CriedytoLLle nocrnefoBaTenbHOCTH:

- Ha3BaHue Bupga gena (nepenMCKa, OGan.l,eHVIﬂ rpaxgaH, HopMaTuBHbIE aKTbl U T.D,.) Unn pasHoBMAHOCTU OOKYMEHTOB (rlpOTOKOI'IbI,
npuKasbl, 4OroBoOpPbI U T.,El,.);

- Ha3BaHMe opraHn3auunn - aBTopa AOKYMEHTa;

- Ha3BaHue opraHnsauun - agpecarta JOKYMEHTa;

- KpaTKkoe cofepkaHmne OOKyMeHTa,

- Ha3BaHue Tepputopuu, c KOTOpOl7I CBA3aHO cogepXXaHne JOKYMEHTOB;

- Nepuoa, K KOTOPOMY OTHOCSTCS AOKYMEHTbI Aena;



- YKa3aHue Ha Hanu4une Konuw OOKYMEHTOB.

B 3aronoekax gen, cogepxawunx OOKYMEeHTbl N0 OAHOMY BOMPOCY, HO He CBA3aHHbIX NocneaoBaTeflbHOCTbIO UCMNOMHEHUA, B Ka4ecTBe
BuOa gena yﬂOTpe6ﬂﬂeTCﬂ TepMUH "D,OKyMeHTbI", a B KOHLe 3arofioBka B CKobkax YKa3blBalOTCA OCHOBHbl€ pPa3HOBUOHOCTU OOKYMEHTOB,
KOTOpPbl€ OOJTKHbI ObITb crpynnmpoBaHbl B aene (I'IJ'IaHbI, CMUCKW, Aoknaabl, VIHCbOpMaLI,VIVI n T.,D,.).

B 3aronoBkax gen, coaepxXxalwnx nepenncky, ykasbiBaeTcd C KeM 1 Mo KakoOMy BOMPOCY OHa BeOeTcA.

B 3aronoBkax Aern, copepxaliux nepenucky ¢ OAHOPOAHLIMU KOPPECMOHAEHTaMW, MOCIedHWe He YKa3blBaloTCsl, a yKasblBaeTcsi MX
obLee BMOOBOe HasBaHve. Hanpumep:

lNepenucka ¢ y4ebHbiMU 3asedeHusiMU O nposedeHuu EI3

B 3aronoskax gen, coaepxalymx nepenucky ¢ pa3sHopoaHbIMU KoppecnoHaeHTamu, nocneaHne He nepeyncnstotcs. Hanpumep:
lMepenucka o0 HazpaxdeHuU compyOHUKO8, MPUCBOeHUU NMOYemHbIX 38aHuli

B 3aronoske Aena yka3blBaeTCs KOHKPETHbIN KOPPECTOHAEHT, eCrnv nepenvcka BeaeTcsi ToNbKo ¢ HAM. Hanpumep:

lepenucka ¢ JenapmameHmom ¢huHaHCO8 aOMUHUCmpayuu 2opoda o 8ornpocam huHaHco08020 obecreyeHus

Mpu obo3HayeHun B 3aronoBkax Aen aAMWHUCTPATUBHO-TEPPUTOPUANbHBIX eOVHWL, YYUTbIBAETCA TO, YTO €Cnv copepXKaHue fena
KacaeTcsi HeCKOMNbKWX OAHOPOAHbLIX aAMUHUCTPATUBHO-TEPPUTOPUATbHBIX E€AWMHUL, B 3arofioBke [fena He YKasblBalTCsl UX KOHKPETHble
Ha3BaHus, a ykasblBaeTcsi Mx obLuee BUAOBOe Ha3BaHve. Hanpumep:

lMepenucka ¢ enasamu MyHuyunanbHbIX o6pa3osaHuCl CaxarnuHckou obrnacmu o 8orpocamMm MecmHo20 camoyripaefeHus

Ecnu cogepxaHune fgena kacaeTcs OAHOM aAMWHUCTPATVBHO-TEPPUTOPUANbHON €AuHWULLI (HAaCereHHOro NyHKTa), ee (ero) HassBaHue
yKasblBaeTcs B 3aronoske gena. Hanpumvep:

lMepenucka c lNpasumenscmeom CaxanuHckol obnacmu ro 8ornpocam nod2omosKu Kadpos

B 3aronoskax gen, cogepxawmx MNMaHOBYH MMM OTYETHYK AOKYMEHTauMIo, yKasblBaeTcs nepuog (KBapTan, rog) Ha (3a) KoTopbin
COCTaBrneHbl NnaHbl (0TYeETHI).

3aronoBkun Aen MoryT yTOMHATLCS B npoLecce nx opMmMpoBaHust U 0popMIIeHUsI.

Mopsgok pacnonoXeHns 3arofioBKOB Aen BHYTPW pasfernios WM NoapasfenoB HOMEHKNaTypbl Aen Onpefensercs CTeneHbl0 BaXHOCTU
[OKYMEHTOB, COCTaBnAlOWMX Aena, U MX B3auMOoCBsi3blo. B Havane pacnonaratoTcs 3arofioBkM Aen, COAepXaliMX HOPMAaTMBHYO WU
OpraHn3aLUMOHHO-PaCMoOPAANTENBHYIO AOKYMEHTauuo. 3arofioBku Aer, COAepXaluve pelleHVs BbILECTOSLMX OpraHu3auuvi, pacnoraratTcs
nepeq, 3aronoskaMun Aen ¢ pelleHnaMn AgMuHncTpaumnv. [lanee pacnonaraloTcs 3arofioBkv Aen, JOKYMEHTbl KOTOPbIX COAepXaT CBeAeHust O
pabote MoapasgeneHus (NnaHbl, OTYETHI U T.4.).

B rpacbe 3 ykasbiBaeTCs CpoOK XpaHeHus Aena, HOMep CTaTbi CO CChINIKOW Ha NepeyeHb AOKYMEHTOB CO CPOKaMu XpaHeHusi, B Cryyae
OTCYTCTBMSI TAKOBOTO - Ha TWUMOBYHD WNM MPUMEPHYID HOMEHKNaTypy Aen WM ApYroe OCHOBaHWE [Afsi YCTaHOBMEHUSI CPOKOB XpaHeHus
[OKYMEHTOB.

Mpy BKMOYEHUM B HOMEHKNATYpy 3arofoBKOB A€M, CPOK XPaHEHWsI KOTOPbIX HE OnpeaerneH HOPMAaTUMBHbIMWU [OKYMEHTaMu, OH
cornacoBbiBaetcs ¢ MK MMHUCTEPCTBA KynbTypbl U apxuBHOro aena CaxanuHckon obnactu.

B rpace 4 npuBoasTcs 4ONonNHUTENbHBbIE CBEAEHMS K Aienam (0 3aBeieHnM Aen U 0CoOBeHHOCTAX X (POPMUPOBAHNS, MECTE XPaHEHUS!, O
nvuax, OTBETCTBEHHbIX 3a (hOPMMPOBaHWE W XpaHeHVWe [Aen W [Ap.), KoTopble OTpaxalrT cneunduky BedeHVs [OenonpousBoacTBa B
Moppasnenexusx.

9.1.11. Ecnu B TeyeHue roga B UCTOYHUKE KOMMIEKTOBAHWS BO3HUKAIOT HOBblE JOKYMEHTMPOBaAHHbIE y4acTkn paboTbl U hopmMupytoTcst
HenpeayCcMOTPEHHbIE HOMEHKNATYPOW Aena, TO OHU AOMOMHUTENIbHO BHOCATCS B HOMEHKNaTypy. [ns BHOBb 3aBOAMMBIX AeN B KaXO0M pasgene
HOMEHKIaTypbl OCTaBMATCA Pe3epBHbIE HOMEpPA.

9.1.12. o okoOHYaHWM KaneHAapHoro roga nuuo, OTBETCTBEHHOE 3a BefeHWe apxuBa, B KOHLIE CBOAHOM HOMEHKNaTypbl Aen coctaBndaeTt
MTOroOBYHO 3anncCb O KonnyecTee 3aBeeHHbIX aen.

9.2. ®dopmupoBaHue gen

9.2.1. @OpMVIpOBaHVIe nen - 3TO rpynnmpoBkKa WCMNOJSTHEHHbIX OOKYMEHTOB B [eno B COOTBETCTBUU C HOMeHKJ'IaTypOVI nen un
cucTteMmatusauna JOKYMEeHTOB BHYTpPU gena.

9.2.2. [lokyMeHTbl AOMKHbI ObiTb OOPMIEHbI B COOTBETCTBMU C TpeboBaHUSMMU HacTosiwen VHCTpyKuMn no AenonpovnsBOACTBY U
cnucaHbl B Aeno.

HeuncnonHeHHble 1 HeNPaBuUibHO 0POPMIIEHHbIE AOKYMEHTbI BO3BPALLAIOTCA UCMOMHUTENIO.
9.2.3. [ena B WCTOMHUKE KOMMMEKTOBaHUS (OPMUPYIOTCS [AeueHTpanu3oBaHHO, T.e. B kawgom [logpasgeneHvun oOTaenbHo.
dopmypoBaHMEM [en 3aHUMAalTCs NvLa, OTBETCTBEHHbIE 3a OEenonpou3BoAcTBO. Homep aena, B KOTOpoe OOMKeH ObiTb MOALINT AOKYMEHT,

onpegendaet pykosoguTenb [MogpasgeneHns nnm UCNonHUTENb B COOTBETCTBUN C HOMeHKJ'IaTypOVI aen.

9.2.4. OB KOHTpONb NpaBuibHOTO dopMupoBaHusa Aen B [logpasgeneHnsx OCYLUECTBRAST 3KCMNEPTHbIE KOMWCCUMU MCTOYHWUKOB
KOMMNIIEKTOBaHNSA Npu MeToanYecKon nomoLum Apxmea.

9.2.5. Mpu chopmmpoBaHmu gen cobnogatoTcs cneayoLime oOCHOBHbIE TpeboBaHuWs:



- B [Aeno nomMmewarTCca AOKYMEHTbl, KOTOpble NO CBOEMY COAepXXaHUK COOTBETCTBYHOT 3arofioBKy Aena, npu 3TOM 3anpellaeTca
rpynnupoBaTthb B Aena YepHoBbie N ,El,yﬁﬂeTHble 3K3eMnApbl AOKYMEHTOB, a TakKe OOKYMEHTbI, noanexalmne so3Bparty,

- OOKYMEHT, NOMELLEHHbIN B [eno, [OMkeH ObiTb OdI)OpMI'IeH B COOTBETCTBMUN C Tpe6OBaHI/IFIMVI HacTosiLen MHCprKLI,I/II/I no
Aenonpon3BoacTBYy;

- B 1ENO0 BKIKOYAETCS TOMNBKO OAMH 3K3EMNISAP KaXA0ro AOKYMEHTa;
- OKYMEHTbI MOCTOSIHHOMO Y BPEMEHHOTO CPOKOB XpaHeHUsi hopMUpYHOTCS B Aena pasnenbHo;

- B €0 rpynnupytoTCs AOKYMEHTBI OOHOMO KaneHAapHOro rofda (MCKIYeHWe COCTaBMSIOT Nepexoasiime n nnyHble aena);
- BHYTpY Aena [OoKYMEeHTbl [OMKHbI pacnonaratbCsi B XPOHONOMMYECKOM MopsiaKe;

- NPUNOXeHUA K OOKYMEeHTaM, He3aBUCUMO OT AaTbl UX YTBEPXOEHUA UNU COCTaBleHnA, NpucoegnHATCA K JOKYMEHTaM, K KOTOPbIM
OHU OTHOCATCA;

- Aerno OoImKHO codepxaTtb He 6ornee 250 nNUCToB;

- NPV HaNW4MKn B Aere HeCKObKUX TOMOB (4acTeln) MHOEKC M 3arofioBOK Aerna NPOCTaBnsATCA Ha KaxaoM Tome ¢ gobaeneHvem "T. 1", "T.
2"vnTa.

9.2.6. B 3aBucumocTtum ot PasHOBMOHOCTU OOKYMEHTOB UX rpynnMpoBKa OCYLLECTBIAETCA cneaywmum O6p830MZ
- pacnopaguTernibHble JOKYMEHTbI rpynnupyroTcA B Aena no Buaam U XpoHOMormm ¢ OTHOCALLMMUCA K HUM NMPUNTOXXEeHUAMU,

- YCTaBbl, MONOXEHUA, WHCTPYKUWUW, YyTBEepXOEeHHble pacnopaguTenbHbIMKA OOKYMEHTaMW, ABNAIOTCA NPUNMOXEeHUAMU K HUM 1”
rpynnmpyroTca BMecTe C yKa3aHHbIMU JOKYMEHTaMu. Ecnu e oHu yTBEepPXAOEHbl B Ka4eCTBe CaMOCTOATENIbHOINo AOKYMEeHTa, TO UX rpynnupyroT B
camMocToATenbHbIE Aena;

- NpUKasbl No OCHOBHOW [eATENbHOCTH rpynnupyroTca oTaesnibHO OT NPUKa3oB MNo JINYHOMY COCTaBy;,

- AOKYMEHTbI B NUYHbIX denax hopMUpyloTCsi B Te4eHUe BCero nepuoga paboTsl gaHHoro nvua B MogpasgeneHn u pasveLaoTcs B
XPOHOOMMYECKOM MOpPSIAKE MO Mepe UX NOCTYNNEHUS;

- nuueBble cyeTa pabounx u cnyxawmx no 3apaboTHOW nnate rpynnupyloTCA B CamOCTOSTENbHbIE Aena W pacrnonaralTcsi B HUX B
nopsake andpasuta no pamunmam;

- MPeanoXeHusl, 3asiBNeHnst U xanobbl rpaxaaH no Bonpocam pa6oTbl MoapasgeneHuii M Bce OOKYMEHTbI MO MX PacCMOTPEHUID U
WCMOSTHEHWIO TPYNMMPYHOTCA Pa3aenbHO OT 3asiBIEHWI rpaxaaH no NMYHbLIM Bornpocam;

- nepenucka rpynnupyeTcs, Kak MpaBurio, 3a MNepuoa KaneHZapHOro roga W CUCTEMAaTM3MPYeTcsl B XPOHOMOTUYECKOM
nocrnefoBaTenbHOCTM; JOKYMEHT-OTBET NoMeLLaeTcs 3a JOKYMEHTOM-3anpocoMm. [pu BO306GHOBIEHWM Nepenucku, no onpeaerieHHoMy BOMpocy,
HauaBLLelcs B NpeablayLieM rogdy, JOKYMEHTbI BKIHOYAOTCS B AENO TEKYLUEro roAa ¢ ykasaHueM UHAeKkca Aena npebliayLuiero roaa.

9.2.7. Hpm 3aBefeHun gena OCbOpMﬂﬂeTCﬂ ero obnoxka. Ha Hel YKa3blBalOTCA PEKBU3UTLI: HAMMEeHOBaHWe NCTOYHUKA KOMMNIEKTOBaHUA,
HanMeHoBaHWe ero CTPYKTYpHOro nogpasaeneHua, MHOeKC aena, 3aronoBok Aena, AaTta 3aBeeHnda aena.

9.3. OpraHmauvm onepaTUuBHONroO XxpaHeHUs JOKYMEHTOB

9.3.1. C MomeHTa 3aBedeHuss U OO0 nepedadnm B ApPXVMB WM YHUYTOXEHUS Aena XpaHATCs Mo MecTy UX (OpMUpOBaHUS - B
MoppaspeneHusx.

OTBETCTBEHHOCTb 328 COXPaHHOCTb AOKYMEHTOB HecyT pykoBoauTenu MoapasneneHuii aoMuHUCTpaLmm.
9.3.2. HenocpeacTBeEHHOE XpaHEHWe [OKYMEHTOB MOCTOSIHHOTO W [OMFOBPEMEHHOrO CpOKa XpaHeHWsl OCYLUECTBRSOT nuua,
OTBETCTBEHHbIE 3a BefeHWe apxvBa lNogpasgeneHusi, LOKYMEHTbI KpaTKOBPEMEHHOTO CPOKa XpaHEHUs1 MOTYT XPaHUTLCS B OTAeNax 40 MOMEHTa

NX YHUYTOXEHUA.

9.3.3. [lena AomxHbI HaxoAuTbCsl B paboumx KOMHaTax WnM cneuuanbHO OTBEAEHHbIX Arsi 3TOW Uenu NOMELLEHUsIX, XPaHWUTbCs B
3anupatowmxcs  wkadax, npesoxXpaHSAWMX OOKYMEHTbl OT NbiMu M BO3LENCTBUSI  COMMHEYHOrOo CBeTa. XpaHWTb [OOKYMEHTbl B
HenpucnocobrneHHbIX Wkadgax 1 B paboymx cTonax sanpeLiaercs.

9.3.4. B uensx obecrne4veHns onepaTMBHOrO MoWCKa [OKYMEHTOB [efa pacnofnaraloTcs B COOTBETCTBUMM C HOMEHKNaTypon pnen
MoapasneneHus, Konusi KOTOPOW NomelLaeTcs Ha ABepLe Wwkadga ¢ BHyTPEeHHen CTOPOHBI.

9.3.5. Ha kopeLukax obnoxek oen ykasbiBaloTCa MHAEKChI N0 HOMeHkNaType aen lNoapasnenenus.

9.3.6. Bbigada gen permctpupyeTcs B crneumanbHOW KHure (KypHane), roe genaercs COOTBETCTByoLWasi OTMeTKa, BKMovaowas aaty
BblAauyn, hamunuio n JOMKHOCTb COTPYAHUKA, 3aTpeboBaBLuUero A4eno, NoANMCh NnLa, OCyLLECTBMBLLETO BblAady-npuem gena.

9.3.7. [ena BblgaloTcs BO BPeMEHHOE MONb30BaHUE cOTpyaHukam [logpaspeneHwint Ha cpok He Gonee ogHoro mecsiua. [Mocne
NCTEYEHMS yKa3aHHOro cpoka Aeno AOMKHO ObiTb BO3BPALLEHO HA MECTO €ro XpaHeHUs.

9.3.8. U3bATKE AOKYMEHTOB M3 Aen MNOCTOAHHOIo U NATUNETHEero Cpoka XpaHeHUA OOMNyCKaeTCA B WUCKIIOYUTESNbHBbIX Clydasax un
npon3BoANTCA TOJNbKO C paspeLlleHuna pykoBoaunTena I'Iop,pas,qeneHMﬂ C 006s13aTenbHbIM OCTaBlIEHNEM B Aene 3aBepeHHO|7| KON OOKYyMeHTa n
akTa 06 u3bATUK noannHHUKa.

10. NOPAAOK NOANOTOBKU K NEPEAAYE OOKYMEHTOB HA XPAHEHUE



HokymeHTbl [MoapasgeneHuii ABNSIOTCA MyHULMNANbHON COBCTBEHHOCTBIO U MOCHE NPOBEAEHUS AKCNEPTU3bl UX LIEHHOCTU B Mopsiake,
YCTaHOBIIEHHOM [EWCTBYIOLLMM 3aKOHO4ATENbCTBOM, NoAnexar o6sizatenbHo nepeaade Ha NnocTosHHOE XpaHeHne B ApXuB.

MoaroToBka AOKYMEHTOB K mepefjade Ha xpaHeHue B ApxvB BKMoYaeT paGoTy nuu, OTBETCTBEHHbIX B [logpasgeneHusix 3a BefeHve
[EenonpousBoacTBa U apxuBa, SKCMEPTHbIX KOMUCCUI MO MPOBEAEHMIO SKCMEPTU3bl LIEHHOCTU [OKYMEHTOB, (POPMUPOBAHMIO U OOPMIEHMIO
[er, COCTaBleHNo ONMCeN AEN U akTOB O BbIAENEHNMN K YHUHTOXEHUIO [JOKYMEHTOB U Aen.

10.1. AkcnepTU3a LLEHHOCTU JOKYMEHTOB

10.1.1. OkcnepTv3a LEHHOCTW [JOKYMEHTOB MPOBOAWTCS AMNSi YCTAHOBIIEHWS HAyYHOW, WCTOPUYECKOW W MPaKTUYECKOM 3HAYMMOCTU
[OKYMEHTOB C Liefiblo 0TGOpa UX Ha XpaHEHWE W YCTaHOBIEHUSI CPOKOB XpaHeHWs!.

10.1.2. Okcneptmsa LEHHOCTW AOKyMeHTOB B [logpasgeneHusix Ha CcTaguv [ernonpousBOACTBa MPOBOAUTCS: MPU COCTaBNeHUM
HOMeHKNnaTypbl fen; B npouecce hopmMyMpoBaHusa Aen U NpoBEpKU NPaBMIIbHOCTU OTHECEHUSt AOKYMEHTOB K Aenam; npu MoArotoBke Aen K
nepenadve B ApxuB.

10.1.3. Ana opraHusaumMm M NpoBEAEeHWUsi IKCMEepTU3bl LEHHOCTU AOKYMEHTOB B WCTOYHMKE KOMMIIEKTOBAHUSI CO34aeTcsl MOCTOSIHHO
Aencreylollasa AkcrnepTHas Komucens (nanee - 3K).

10.1.4. 3K BosrnaensieT ee npeacegartens. PyHkuum 1 npasa 3K onpenenstorcs MNonoxeHnem, koTopoe yTBepXAaeTcs pykoBoguTenem
[MoapasgeneHns - UCTOYHMKA KOMMMEKTOBaHuS.

3K siBnsieTcst coBellaTenbHbIM opraHoM. Ee 3aceqaHus mpoBogaTes He pexe AByX pa3 B rof v 0hOpMIISIOTCS NPOTOKONamu, KoTopble
noanexar yTBepxaeHuto pykosoauTenem MoapasaeneHuns - UICTOYHUKA KOMMIIEKTOBaHUS.

[okymeHTMpoBaHue gestenbHocTn K 1 hopMmpoBaHue gen BosnaraeTcs Ha cekpeTaps KOMUCCUM.

10.1.5. OkcnepTu3a LEHHOCTVM AOKYMEHTOB MOCTOSIHHOTO M BPEMEHHOMO XpaHEHWsI OCYLLECTBNAETCH exerogHo B lMoppasgeneHusx
HenocpeacTBEHHO NMULaMM1, OTBETCTBEHHLIMY 3a BeleH1e [eNnonpou3BoAcTBa, coBMecTHO ¢ IK, noa MeTogmyeckum pykoBOACTBOM ApXuBa.

10.1.6. Npw npoBeaeHMN IKCMEePTU3bl LLEHHOCTU AOKYMEHTOB OCYLLEeCTBNSATCS:
- 0OTOOP JOKYMEHTOB NOCTOSIHHOIO Y BPeMEHHOTO (CBbille 10 NeT) CPOKOB XpaHeHUs A nepeaaym B ApxuB;

- 0TOOpP AOKYMEHTOB BPEMEHHOIO CpOKa XpaHeHus 1 ¢ nomeTkon "[lo MMHOBaHUst HagoBHoCTU", NoAnexalmx AanbHeRLeMY XpaHEeHUHO
B [NogpasneneHuu;

- BblAeneHne K YHU4TOXXEeHUIO OKYMEHTOB 1 AieN 3a npoLwusible rofbl, CPOK XpaHEeHUA KOTOPbIX UCTEK.

Mpy 3TOM OAHOBPEMEHHO YTOYHSIIOTCS AeNCTBylolas HoMeHknaTypa Aen lloapasfeneHns U CPOKU XpaHeHWst Aen, 3aBeAEHHbIX B
COOTBETCTBUM C HOMEHKIIATYpPOI AeN, a Takke NpoBepsieTcsi cobroaeHne npaeun opopMneHnst AOKYMEHTOB U (hOPMUPOBaHUS Ler.

10.1.7. OT6Op AOKYMEHTOB AJIS NMOCTOSHHOTO M AONTOBPEMEHHOTO XpaHeHWsl MPOBOAMTCS NyTEM MOMCTHOTO npocmotpa Aen. U3 gen
MOCTOSIHHOMO CPOKa XpaHeHUs Noanexat u3bATuio Ay6GrneTHbIe 3K3EMMNSPbl AOKYMEHTOB, YEPHOBWKM, BapUaHTbl JOKYMEHTOB, HEO(hOPMITEHHbIE
KOMUM OKYMEHTOB, bakcorpaMmebl, AOKYMEHTbI, MOANEXallMe Bo3BpaTy, U AOKYMEHTbI BPEMEHHOIO CPOKa XpaHeHUsI.

YepHOBUKM, KOMUM, BapUaHTbl JOKYMEHTOB MOTYT BKIMHOYATLCS B AEM0 TOMbKO B Criydae OTCYTCTBUS MOASIMHHUKE OOKYMEHTA, UMEoLLEero
NpakTU4eckoe, MHOPMALIMOHHOE 1 Hay4yHOe 3HadYeHne. ATO OTHOCUTCH, MPEXOe BCEro, K [IOKYMEHTaM, NOAMUCAHHBIM UM NMPaBieHHbIM M3POM
ropoaa.

C CbaKCOFpaMM, npun HeobX0OUMOCTM BKITHOYEHUS UX B OEMN0, CHUMAaEeTCs KCepoKonua, KoTopasa nogwunBaeTca B Oeno. Ha KCepoKonuu
CTaBUTCst OTMETKa 00 YHUHYTOXEHUU (baKCOI'paMMbI.

Oena c otmeTkon "OK" Takke nogBepratoTcsl NOMMCTHOMY NPOCMOTPY C LENblo onpeaeneHnsi JOKYMEHTOB, Noasiexallmx noCTOSHHOMY
xpaHeHuto. [lena ¢ otmeTtkon "OK", cogepxalume JOKYMEHTbI MOCTOSHHOIO CpoKa XpaHeHus, noanexart nepedopmMnpoBaHnto. BelgeneHHsle 13
MX COCTaBa AOKYMEHTbI MOCTOSIHHOTO CPOKa XpaHeHWs! MPUCOEAMHSIFOTCS K OAHOPOAHLIM Aenam Unu opopMIIsitoTCS B CaMOCTOATENbHbIE Aena.

10.1.8. Mo pe3ynsratam aKcnepTu3bl LLEHHOCTU AOKYMEHTOB COCTaBMSIOTCA OMUCK Aen NMOCTOSAHHOTO Cpoka XxpaHeHus (npunoxeHue N 4)
1 OOKYMEHTOB MO N4HoMy cocTtay (mpunoxeHue N 5), a Takke akTbl O BblAeNeHN JOKYMEHTOB (4en) K yHU4YToXeHuto (npunoxeHne N 6).

10.1.9. D,OKyMeHTbI, CPOK XpaHEeHUA KOTOPbIX UCTEK, YHNYTOXKalOTCA B MogpasgeneHun - NCTOYHUKE KOMMIEKTOBaHWUS Mo aKTy, KOTOpbIV
yTBEpPXOaeTCA pykoBoguTenemMm daHHOro I'Io,u,paa,qeneHMﬂ N XPaHNTCA NMNOCTOAHHO. YHU4TOXEHNE AOKYMEHTOB MOXHO NMpou3BeCTU TOMNbKO nocrne
yTBEpPXOEeHUA onucen gen NoCTOAHHOIO U A0nroBpeMeHHOro XxpaHeHua 3a 3T1oT nepuoa.

JoKyMEHTBI, Moanexalime YHUHTOXEHWUIO, JOMKHbI U3MENBLYaTbCH Ha MaluuMHax Anst YHUUTOXeHUst Gymar unu B pa3opBaHHOM BUAE
nomeLlaTbca nepes caaden Ha nepepaboTky B MeTannmyeckve 6advku, matepyatble nnm KpadgT-MeLku.

10.1.10. NoawmBka gen Npou3BOAMTCS TONbKO MOCNe NPOBEAEHUS 3KCMepTU3bl LEHHOCTN AOKYMEHTOB.
10.2. NoaroToBKa Aen K apXMBHOMY XpaHeHUIo

10.2.1. 3aKkoHYEHHbIE AEenonpon3BOACTBOM Jerna NOCTOSHHOMO 1 BpeMeHHoro (cBbiwe 10 neT) xpaHeHus Mo OKOHYaHWW KaneHOapHoro
roga, B KOTOPOM OHM Obinv 3aBefeHbl, noafexat ohopMIIEHNIO, ONMCaHMIO U Nepeaaye Ha XpaHeHue.

10.2.2. OcbopmneHne Aen BKMOYaeT KOMMnekc paboT mo mx TexHudeckon obpabotke u npoBoauTcs B [logpasgeneHusx npu
METOAMYECKON NomoLLm Apxumsa.



10.2.3. B 3aBMCUMMOCTM OT CPOKOB XpaHEHWs1 MPOBOAMTCSH MOMHOE UIN YacTUYHOE OChOopMIIEHME Aen.

10.2.4. MonHoMy odhopMIieHMIO Noanexar Aena nocTosHHOro, BpeMeHHOro (cBbiwe 10 neT) XxpaHeHus, a Takke OKYMEHTbI MO NINYHOMY
cocTtasy. [NonHoe odopmneHne gen npegycmaTpuBaer:

- NOALWMBKY UNK NepenneT Aena;

- HyMepaLuto fIMCTOB B A€ENeE;

- COCTaBMeHWe 3aBepuTenbHON Haanucw aena;

- cocTaBrneHune, B HeOBXOAMMbIX Cllydasix, BHyTPEHHEN onucuy aena;
- YTOUHEHWe PEKBU3NTOB 0BNOXKM Aena.

[lena BpemeHHOro xpaHeHus (0o 10 neT BKMYMTENbHO) NoAnexar YacTMYHOMY odopMneHuto. [onyckaetca XpaHuTb [OKYMEHTbI B
ckopoclumsarensax. JIMCTbl He HyMepyloTCsl, 3aBepuUTerbHbIE HAANUCU He COCTaBMATCS.

10.2.5. [lokymeHTbI, cocTaBnsowme Aeno, NoALIMBAKTCA Ha YeTbipe NpoKona B TBEpAY OOMOXKY U3 KapToHa Unv nepennetarnTcs C
Yy4eTOM BO3MOXHOCTU CBODOAHOrO YTEHWSA TeKCTa BCeX AOKYMEHTOB, AaT, BU3 W pe3onounii Ha Hux. [pu noarotoBke Aen K MOALIMBKE
(nepenneTy) BCe MeTannmMyeckue ckpenneHus (bynaeku, CKpenku) U3 JOKYMEHTOB yAansoTCs.

10.2.6. B koHLe kaxxgoro gena noAwmeatoTcs YicTble GrnaHku hopm Ans 3aBepuTenbHOM Hagnucy, a B Havane gena - bnaHku gopm gns
BHYTPEHHEN OMNMCU JAOKYMEHTOB Aena.

10.2.7. B uensix obecneyeHnsi COXpaHHOCTW U 3aKpenneHus nopsifka PacnonoXeHUst JOKYMEHTOB, BKNIOYEHHbIX B [eno, BCE NINCThI €ro,
KpOME NMUCTOB 3aBEpPUTENbHOW HaAMUCK U BHYTPEHHEW OnMcK (NUCTbl BHYTPEHHE! ONUCK HYMEpYoTCsl OTAENBbHO), HYMEPYIOTCS CBEPXY BHU3
apabckumu umdpamm BarnoBon Hymepauvel B NpaBoM BEPXHEM YTy, He 3aeBasi TeKCTa JOKYMEHTA, NPOCTbIM rpadhMyeckum kapaHaallom
(Mcnonb3oBaHMe YepHU U LBETHBLIX KapaHaallen 3anpeLiaercs).

Mpu HymepaLuuy NMCTOB AOMKHbI cobnofaTbesa crneaytolme npasuna:

- NIACTbI A€M, COCTOSILLMX U3 HECKONbKIUX TOMOB WM YacTel, HyMEPYIOTCS MO KaaoMy TOMY (4acTu) OTAENbHO;

- hoTorpacmu, YepTEXHM 1 Opyrve UNMCTPUPOBaHHbIE MaTepuarnbl HyMepyTCA Ha 0GOPOTHOM CTOPOHE B NIEBOM BEPXHEM YITy;

- CINOXeHHbI nucT ntoboro dopmara, NOALMTLIN 338 OAMH KpaW, pa3BopayMBaeTcsl U HyMepyeTcsl B MPaBOM BEPXHEM Yrny, JUCT,
CINOXEHHbI ¥ NOALWUTLIV 38 CEPEANHyY, NOANEXMUT NepeLUMBKE U HYMEpYeTCs Kak OAuH;

- €CNn K OOKYMEHTY noAkneeHbl OAHUM KpaemM apyrne OOKYMEHTbI (BblpeSKI/I, BCTaBKM TEKCTOB, NnepeBobl U T.FI.), TO Kaxabln AOKYMEHT
HyMepyeTcA OTAENbHO;,

- €CINn JOKYMEHT BJTIOXKEH B KOHBEPT, TO HYMepyeTCA BHa4ane KOHBepT, a 3ateM CaM JOKYMEHT;

- noALWwuThle B AENO AOKYMEHTbI C COGCTBEHHOW HyMepauueii (BKIlo4as nevyaTHble U3AaHus) HyMepytoTcsi B oBLLEM nopsiake Unu MoryT
COXpaHsiTb COBCTBEHHYIO HyMepaLmio, eClii OHa COOTBETCTBYET NOPSIAKOBOMY PACcMONOXEHWUIO NMUCTOB B Jene;

- B Cryyae oBHapy»eHus OLMGOK B HyMepauun NpoBoAMTCS NepeHyMepaumsi, T.e. CTapble HOMepa 3a4epKUBaOTCS OOHOW HaKMOHHOM
YepToi M PsOOM CTaBUTCS HOBLIM HOMEp nucTa. 3aTeM COCTaBnsieTCsl HoBas 3aBepuTeNibHas HaAnucb, a crapasi 3ayepkuBaeTcsi, HO
CoxpaHsieTcs B fene;

- B cny4daax OGHapy)KeHVIﬂ owmbok HymMepauun B penax, nepegaBaemMbliX Ha MNOCTOAHHOE XpaHeHue B ApXVIB, nonyckaeTtca no
cornacoBaHuto ¢ HUM yn0Tp66neHV|e JNINTEPHbLIX HOMEPOB NMNCTOB.

10.2.8. Ona ydyera Konmu4yecTBa NUCTOB B Jdene U pukcaumm ocobeHHOCTENW WX HymMepauuu Ha OTAeNbHOM NUCTe COCTaBMsieTcs
3aBepuTenbHas Haanuch Mo yctaHoBrneHHow dpopme (npunoxerue N 7). Ecnv geno nogwnto unm nepennereHo 6e3 brnaHka nucta-3aBeputens,
TO OH HaKIeMBAETCS 3a BEPXHIOK YaCTb HA BHYTPEHHEN CTOPOHE 06MOoXKM Aena.

B 3aBepuTenbHoi Haanucy umdpamm 1 NPonUChbI0 yKkasbiBaeTcs KOMMYECTBO NPOHYMEPOBaHHbLIX NIUCTOB Aena W OTAeNbHO, Yepes 3Hak
"+", KONMYECTBO NNCTOB BHYTPEHHEN ONUCK (NPU €e HannM4umn).

B 3aBepuTenbHo HagnMcK oroBapyBakoTCs creaytolwme 0CoGeHHOCT HyMmepaLunm JOKYMEHTOB Aena:

- HanMume NIMTEPHbLIX HOMEPOB NTMCTOB M NPONYLLEHHLIX HOMEPOB;

- HoMepa JIMCTOB C HaKINeeHHbIMU hoTorpacmsiMmn, JOKYMEHTaMU, BbIpE3kamu U3 raseT;

- HomMepa KpynHOOopMaTHbIX NUCTOB;

- HoMepa KOHBEPTOB C BMOXEHUSIMU U KONMUYECTBO BMOXEHHBIX B HUAX NUCTOB.

3aBepuTenbHasi HaANWUCh NOANUCLIBAETCS €€ COCTaBUTENEM C yKkasaHUeM paclungpOBKU NOAMUCH, AOMKHOCTU U AaTbl COCTaABMNEHWSI.

Bce nocnegywuine nsMeHeHna B COCTOAHUM aena (nospex(,quMﬂ, 3aMeHa NoAJfIMHHUKOB KONUAMMU, BNTOXXEHUA HOBbIX AJOKYMEHTOB U T.,D,.)
0TMe4alTCA B NNIUCTe-3aBepuTene co CCbINKOW Ha COOTBGTCTByPOLLWII;I aKT.

10.2.9. 'lameHeHus cocTaBa AOKYMEHTOB Aena (M3bATUS, BKIIOYEHNA JOKYMEHTOB, 3aMeHa JOKYMEHTOB KOMMsiMK) OTpaxatoTcs B rpade
"MprMeyaHne" BHYTPEHHEN ONUCK CO CChINIKaMW Ha COOTBETCTBYHOLUME akTbl. [pn Heo6GxoaAMMOCTM MOryT GbiTh COCTaBMEHbI HOBasi UTOroBast
3anucb K BHYTPEHHEN ON1CK 1 NUCT-3aBepuTenb Aena.



10.2.10. B cnyyae obHapyXeHusi OTCYTCTBUSI A€M, YMCHALLMXCA N0 HOMEHKNAType Aen opraHusauuu, MNogpasaeneHneM npyHUMarTCst
Mepbl No po3bicky. OBGHapyXeHHble Aena BKIoYalTcs B onuck. Ecnu npuHsTble Mepbl He Aanu pesynsTaTtoB, TO HAa HeobHapyXeHHble Aena
cocTaBnsieTcs akT 06 yTpaTe JOKYMEHTOB, KOTOPbI MOANUCHLIBAETCS pykoBoauTenem [logpasaeneHus u nepefaeTcsi BMECTE C ONMUCLIO Aen
Monpaspenenns B ApxuB.

YTpayeHHble NOANMHHUKA OKYMEHTOB MOTYT BbiTb 3aMEHEHbBI UX KOMUSIMU.

Mpwn Sane6OBaHVIVI apXMBHBIX KOMUIA OOKYMEHTOB, apXMBHbIM OTAENTOM 6y,D,yT MCNONHEeHbl U Hagnexawum 06pa30M 3aBepeHbl Konun
TONbKO TeX JOKYMEHTOB, OpUrMHarbl 1 3aBEPEHHbIE KONUU KOTOPbIX HAaxXoaATCA Ha XpaHeHUU.

10.2.11. Ons y4yeTa OOKYMEHTOB OfpedeneHHbIX KaTeropuin Aen (NOCTAHOBMEHWS, PAcropshKeHWs, NUYHble Aena, nuuesble cyeTa,
nepenucka v T.4.) NOCTOSHHOIO 1 BpeMeHHOro (cBbiwwe 10 feT) cpoka XpaHeHUsi COCTaBMSETCA BHYTPEHHSAS ONUCb AOKYMEHTOB dena.

BHyTpeHHﬂﬂ Onncb COoCTaBNAEeTCA Ha OTAENIbHOM JNIUCTEe Nno ycTaHOBJ’IeHHOVI dopme (I'IpVIJ'IO)KeHVIe N 8), KOTOpas CoAepXuUT cBefeHua o
nopAaaKoBbIX HOMepax OOKYMEHTOB Aena, UX UHAeKCcax, AaTtax, 3aroyioBkax 1 Homepax fiMcToB aena.

K BHyTpeHHeVI onuncy Aena cocTaBnsieTcs UTOroBas 3arnucb, B KOTOPOW Lmdpamu 1 Nponumcsio YKa3blBa€TCA KOJIN4EeCTBO BKIMOYEHHbIX B
Hee OOKYMEeHTOB U KOJIM4eCTBO JINCTOB BHyTpeHHeVI onuncu.

BHyTpeHHﬂﬂ onucb NognucbiBaeTca ee CoCTaBUTENEM C yKasaHnem pacLmnpoBKM NOAMNUCU, OOIMKHOCTM U AaTbl COCTaBNEeHNUs ONUCH.

Ecnu geno nogwuTo unu nepenneTeHo 6e3 BHyTPEHHEN ONUCK, TO OHa MOXET ObITb MOAKNEEHa K BHYTPEHHEN CTOPOHE NULIEBOW YacTu
obnoxku gena.

10.2.12. O6roxka gena odopMrseTcs Mo ycrtaHoBneHHon dopme (npunoxenve N 9). Ha obnoxke ykasbiBaloTcs cregylolime
PEKBU3NTBI:

- HaVMEHOBaHWe NUCTOYHUKA KOMMIEKTOBAHUS, ero HenocpeACcTBeHHast MOAYMHEHHOCTb;
- HaumeHoBaHve NMoapasgenexus;

- MIHAEKC Aena;

- Homep Aena (Toma, 4acTu) No rofoBOMY pasferny CBOAHOW Onucy aer;

- 3arofioBoK Aena;

- AaTa gena (Toma, 4yactm);

- KONTMYECTBO NUCTOB B AENe;

- CPOK XpaHeHus gena (Ha genax NoCTOSAHHOIO XpaHeHus nuweTcs "XpaHuTb NOCTOSAHHO");

- apXuBHbIN LWINGP, AN KOTOPOTO OCTABMAETCS MECTO B HUXKHEM NMEBOM M B BEPXHEM NPaBOM Yriy NyLeBon 006noxku aena.

10.2.13. HaumeHOBaHWE WCTOYHMKA KOMMIEKTOBAHMSA Ha OOMOXKe Aen ykasblBAaeTCs MONHOCTbIO, B MMEHWUTENbHOM nagexe. Ecnu
CYLLECTBYIOT ohuLManbHO NPUHATbIE COKPALLEHHbIE HAMMEHOBaHMS, TO OHU YKa3bIBalOTCA B CKOOGKax Mocre NosIHoro HaMMeHOBaHWs.

Mpy M3MEHEeHUN HaMMEHOBAHWS WMCTOYHMKA KOMIMIIEKTOBAHUS B TEYEHUE Mepuoda, OXBaTbiIBAEMOrO AOKYMEHTamMu Aena, unu npu
nepepade fena B apyroe MoapasgeneHne Ha obnoxke AoNMCHIBAETCS HOBOE HauMeHoBaHWe 3Toro MNMoapasaerneHust, a NpexHee 3aknioyaeTcs B
CKOOKM.

10.2.14. 3aronoBok Aena Ha 0BrnoXKy NepeHoOCcUTCs U3 HOMEHKNaTypbl Aen UCTOYHUKA KOMMMeKToBaHus. B HeobxoamMbix criyyasix B
3aronoBOK [iena BHOCATCS AOMONHUTENbHbIE CBEAEHUS 1 YTOUHEHWS (MPOCTaBATCA HOMEpa PELLEHWIA, MPOTOKOIOB, NPVKa30B U T.M.).

10.2.15. Ha o6noxke gena obsisaTenbHO ykasblBaeTcs AaTta Aena, T.e. BpeMsl 3aBeeHUs U OKOHYaHus Aena B Aenonpoussoactsee. MNpu
3TOM CrieayeT PyKOBOACTBOBATLCA ClEAYOLWMMM NpaBuiamMu:

- ecnv B Aerno BKMYEeHbl JOKYMEHThI, AaTa KOTOpbIX HE COBNagaeT ¢ AaTon Aena, To NoA AaToW C HOBOW CTPOYKM AenaeTcst 3anuch: "B
gene UMetoTcs OKYMEeHThI 3a ... rog(bl)";

- AaTa gena He yKasblBaeTcd Ha obnokax aen, coaepxalwmx roaoBble nnaHbl U OTYETHI, T.K. UX AaTbl OTPaXakTCA B CaMUX 3arofioBkax
nen;

- €Cnv [ernoM SIBMSIOTCS XypHanbl NPYKasoB, PacnopsikeHUi, TO Ha OBMOXKY BbIHOCATCS TOYHble KarneHaapHble AaTbl Nepsoi u
nocrneaHe 3anvcy B XypHare;

- [aTol Aena NpoTOKOMNOB 3acefaHwin ABNSTCS AaThl COCTaBeHUs (YTBepXXAeHWs) NepBOro U NocrieHero NpoTokona;
- AaToii NIMYHOTO Aena SABMSTCA AaTbl NOANUCAHNS PacropshkeHWin (MPYKa3oB) O NpUeMe 1 YBONTbHEHNW COTPYAHUKA;

- 4nCno 1 rof Ha obnoxke obo3HavatoTcst apabekumm Ldpamm, a Mecsil, MULLETCS CroBamu;

- Ha obnoXKax Aen BpeMeHHOro Cpoka XpaHeHWs! yKa3blBaeTCsl TONbKO rof;

- eCrnu gata fOoKyMeHTa onpeaensieTcs npubnmManTenbHO, TO OHa 3aKYaeTcsl B KBaapaTHbIe CKOOKU.

10.3. CocTtaBneHue u ocpopmneHue onucen aen



10.3.1. Ha Bce 3aBepLUeHHblE B 4EMNONPOU3BOACTBE Aena NOCTOSTHHOIO M BPeMEeHHOTo (cBbiwe 10 neT) xpaHeHus n Ha gena no IMYHOMy
COCTaBy, NMpoLUeALIME IKCNepTU3y LeHHOCTU, AOMKHbIM 06pa3oM copMupoBaHHble U 0hOPMIEHHbIE, COCTaBMNSAOTCA ONUCK AEer.

10.3.2. Onnckb gen - 3To CUCTEMATM3NPOBAHHbIV NepeYveHb 3arofioBKOB Aer, NpeAHa3HavYeHHbI Ansi packpbiTUS COCTaBa U CoAepKaHus
Oen, ux yyeta u cuctematmnsauum BHyTpu coHaa. OOQHOBPEMEHHO OMUCh Aen ABMSETCH YYEeTHbIM JOKYMEHTOM U OCHOBHbIM BUOOM Hay4HO-
cnpaBoYHOro annapara.

10.3.3. OnucK cocTaBnsATCA OTAENBHO Ha:

- Aerna nocTOSIHHOTO XpPaHEeHWSs;

- Aena BpemMeHHoro (cBbiwe 10 net) xpaHeHus;

- Agena no fIM4HOMy COCTaBy;,

- gena, cocrodawme U3 CI'IeLI,I/Id)I/NeCKI/IX, XapakTepHbIX TONbKO AnA OaHHOro I'Io,qpasueneva OOKYMEeHTOB (an/IBaTVISaLI,I/IOHHbIe aena,
nacnopTta 3eMesibHbIX Y4acCcTKOB U T.I'I.);

- cnyxebHble BeAOMCTBEHHbIE U3AAHUS.
OTaenbHas onvck NpeacTaensieT cobon nepedeHb Aen ¢ CaMOCTOSTENBHON BanoBol (NOpsiaKOBOW) HyMepaLumen.

10.3.4. Onncun gen cocTaBnslOTCS Ha Aena UCTOYHUKA KOMMMEKTOBaHWS, 3aBefieHHble B KaXaoM KaneHaapHoM rogy. OTBETCTBEHHOCTb
3a cocTaBneHune onucen gen HecyT pykoBoguTtenu lNogpasgeneHui.

10.3.5. lNMepen BHeceHMeM 3aronoOBKOB Aen B OMNUCKU MPOBEPSAIOTCS KayecTBO (POPMUPOBAHUS U OpopMneHMs Oen, COOTBETCTBUE
KonuyecTBa Aer, BHOCUMbIX B OMNUCh, KONMYECTBY 3aBeAEHHbIX AEMN N0 HOMEHKNaType.

Mpwn npocmoTpe Aen NpoBepsIOTCS:

- COOTBETCTBME 3arorioBka Jena CoaepkaHuio JOKYMEHTOB B Jene;

- NPaBUIbHOCTL OYOPMIEHMS U FPYNMNUPOBKY JOKYMEHTOB, BKIHOYEHHBIX B ENO;

- Ka4ecTBO MOALUMBKM UNW NepenneTa gena;

- MPaBUIIbHOCTb HyMepaLmun NMCToB Aena;

- Hanu4ue B Aene, B HE0O6X0AMMBbIX Cryyasx, BHYTPEHHEN OnNu1cKy ena u ee npaBuibHOCTb;

- MPaBUNbHOCTb OYOPMIIEHMs OBNOXKN Aena;

- Hanuume 1 NPaBUITbHOCTb 3aBEPUTENbHOW HaaNucy gena.

B crnyyae o6HapyxeHusi HapyLleHuin NpaBmn OPMUPOBaHNS 1 OPOPMITIEHNS e, OHWU AOMKHbI BbITh YCTPaHEHDI.

B cnyyae obHapyxeHus OTCYTCTBUSA OeN, YACASLWMXCA MO HOMEHKNaType, NpUHUMatoTCst Mepbl MO X po3bicky. OBHapyXeHHble aena
BKIOYAOTCA B ONUCb. Ecnu npuHsATbIE Mepbl He Janu pe3ynbTatoB, TO Ha HeOoOHapyXEHHble [ena COCTaBfsiETCsl CrpaBka O MNpUYMHax
OTCYTCTBMS Aer, KOTopasi NoanucbIBaeTcst pykosoauteneM NMogpasgenexHvs v nepefaetcs BMECTE C ONUCHIO Aen B APXuB.

10.3.6. OnucatenbHas cTaTbsi ONUCK BKMOYaeT B cebsi crieaytowmne anemMeHTb:

- NOPSIAKOBBIA HOMEp Aena (Toma, YacTu) No onucy;

- 3aronoBok Aena (Toma, 4acTtu), NONHOCTLIO COOTBETCTBYIOLLNIA €r0 3arofioBKy Ha 06noxke gena;

- Aata gena (Toma, 4acTtu);

- KOMMYECTBO NUCTOB B Aene (Tome, YacTu);

- CPOK XpaHeHus1 fena.

10.3.7. MNpwu cocTaBneHun onvcu aen Heobxoammo cobniogate cnegytoLme TpeboBaHus:

- Kaxgoe [eno BHOCUTCA B OMWUChb NOA CAMOCTOSATESNbHBIM NMOPSAKOBLIM HOMEPOM. Ecnu Aeno cocTouT M3 HEeCKOMNbKMX TOMOB (YacTew),
TO KaXabli TOM (4aCTb) BHOCUTCS B OMUCb NOA CaMOCTOATENIbHbIM HOMEPOM;

- CcMcrtemaTtmnsauma gen B onmcu npon3BognTca CornnacHO HOMeHKnartype aen,
- NPUCBOEHNE HOMepa ONnnucKu yCctaHaBnBaeTca ApXI/IBOM;
- rpadou onncKu 3anosiHAKTCA B TOYHOM COOTBETCTBUU C TEMU CBEAEHNAMU, KOTOPbl€ BbIHECEHbI Ha 06ﬂ0)KKy aena;

- MPU BHECEHUM B ONWUCb NOAPSS Aen C OAMHAKOBbLIMW 3arofloBKaMu MULLETCSI MOMHOCTbIO 3arofioBOK MepBOro Jena, a Bce ocTarbHble
ofHopoaHble Aena obo3HavatoTcst crioBamu "To ke", Npu 3TOM Apyrue CBEAEHUSI O Aernax BHOCATCS B OMUCb MOMHOCTBIO (Ha KaXJoM HOBOM
NINCTE OMUCK 3arofioBOK BOCTIPOU3BOAMUTCS MOIHOCTBIO);

- rpacba onucu "lMprumedanHne" ncrnonb3yeTcs Ans OTMETOK 06 0COBEHHOCTSX (PU3NYECKOTrO COCTOSIHUSI Aien, O nepegade Aen Apyrum
OpraHn3aumsaM CO CCbINKOM Ha COOTBETCTBYIOLLMI aKT, O HanuyMmu Konum v T.4.



10.3.8. B koHUEe onucy Bcrnep 3a nocrnefHen onvcaTtenbHON cTaTben AenaeTcs UToroBas 3anuch, B KOTOPOM ykasbiBaeTcs (umdpamu n
MPOMMCBLI0) KONMYECTBO AeN, YNCHALLMXCS MO OMUCK, NEPBbI U NOCNeaHU HOMep Aena, a Takke oroBapuBaloTCA 0COOEHHOCTV HymepaLmn aen
B OMNWCK (NMUTEepHble HOMepa Aen U NPoMnyLLEeHHbIE HOMepa).

10.3.9. Onucu gen CocTaBnsATCS B YeTbipex 3K3emnnsipax, nognucbiBaloTCA COCTaBUTENIEM W NMLOM, OTBETCTBEHHbIM 3a apXuB,
cornacoBbiBatoTcs ¢ OK MCTOYHMKA KOMMMEKTOBaHUS M nepedarotcs B ApXuB ANs nocregyowero yreepxaeHus unu cornacosanusa ¢ IMNK.
3aTtem onucy Aen yTBepXO4aloTCA PYKOBOAMTENEM UCTOYHUKA KOMMIEKTOBaHMS. 3 YyeTbipex aK3eMnisipoB onucu Aen Tpy nepegatTcsa B ApxvB
npu coade gen Ha xpaHeHue, a nocnegHuin octaetcs B MNoapasgeneHnn.

10.4. CocTaBneHue UCTOPUYECKMX CNPaBOK K hoHAam
1 NpeancroBuil K onnucam

10.4.1. K onucn gen coctaBnsieTcsi npeancrnoBne, B KOTOPOM M3naratoTcs:
- kpaTkas uctopus NoapasgeneHus u ero OTAENOB;

- COCTaB M COAEPXKaHNe JOKYMEHTOB ONucH;

- 0COBEHHOCTV (HOPMUPOBAHUS, OMUCAHMSA U CUCTEMaTU3aLMK Oen.

10.4.2. Kaxxgoe lMogpasgeneHne - UCTOYHMK KOMMMEKTOBaHWUS MYHULMNANbHOMO apXuBHOro oHAa siBnsieTcs hoHpoobpasoBaTenem.
Ero pokymeHTbl, moctynuBline B ApxuB, 0bpasyloT camocTosTenbHbin ¢oHa. K doHay loapasgeneHus - UCTOYHMKA KOMMIIEKTOBAHMS
OOMKHOCTHbIM ~ nMuom  atoro  lMogpasgeneHust  COCTaBnsSieTCsl UCTOpUYecKas chpaBka, copepxallas cBefeHuss o6  obGpasoBaHuu,
nepeumeHoBaHUN hoHA00bpasoBaTensi, 0 ero CTPYKType U (PYHKLUSIX CO CCbINKOM Ha KOHKPETHbIE JOKYMEHTbI.

M3meHeHus, npovcxogsiine B HaMEHOBaHUMN, (byHKLl,VIHX Mogpasgenexus, d)VIKCMpy}OTCﬂ B [IOMOSTHEHUN K UICTOPUYECKOW CripaBKe.

MCTOpVNeCKaFI cnpaBka n OOMOJNTHEeHUA K HeW COCTaBMsATCA B ABYX 3K3eMnnapax, oguH U3 KOTOPbIX nepenaetca B ApXI/IB, BTOpOVI -
XpaHUTCA y nnua, OTBETCTBEHHOIO 3a BeeHne apxmBa B UICTOYHUKE KOMMNIEKTOBaHUA.

10.5. Nepenayva gen B apxmB

10.5.1. B ApxuB nepepatoTcs gena UCTOYHMKA KOMMNEKTOBaHUS C UCTONHEHHbIMU JOKYMEHTaMM NOCTOSIHHOMO, BpeMeHHoro (cabiwwe 10
1eT) XpaHeHUs U Mo NTIMYHOMY cocTaBy. [JOKyMEHTbI MO NIMYHOMY COCTaBy NepeAaroTcs B Criyyae NMMKBMAALMM UCTOYHMKa KOMMekToBaHuA. fena
BpemeHHoro (go 10 net BKNOUUTENBHO) XpaHeHns nepeaade B Apxus He nognexar. OHu xpaHsaTca B [ogpasaeneHnsx n no UCTEHeHNn cpoka
XpaHeHWsi NoANeXaT YHUUTOXEHNIO B YCTAHOBMNEHHOM MOPSIAKe.

10.5.2. 3akoHYEeHHbIe Oenonpon3BoACTBOM Aerna NOCTOSAHHOMO U OOMTOBPEMEHHOIO CPOKOB XPaHEHWUsI B TeYeHWe NATU NEeT XpaHATesA B
Mogpasgenexuun. 3atem gena cgarotcs B ApxumB.

10.5.3. Nepenaya AOKYMEHTOB MPOU3BOAMUTCA TOMBKO NO ONUCAM Aen.
10.5.4. Nepepaya gen B Apx1B OCyLLECTBMASETCS MO rpaduky, yTBEpXAEHHOMY NOCTaHOBNIEHMEM agMUHMCTPaLIMKM ropoaa.

10.5.5. B nepvog noarotoBkM den K nepegade Ha xpaHeHue B ApXMB COTPYAHMKOM, OTBETCTBEHHbIM 3a BedeHWe apxvMBa WUCTOYHMKA
KOMMIMEKTOBaHWSA, NpeaBapuTeNnibHO MPOBEPSETCS MPaBWUbHOCTb UX  (HOPMMPOBaHWSA, OMOPMIIEHNS W COOTBETCTBME KOnuyecTBa Aen,
BKIMIOYEHHbIX B OMUCb, KONUYECTBY Aer, 3aBefeHHbIX N0 HOMeHkNaType Aen. Bce BbisBNeHHbIe Npu NpoBepke HefocTaTkv B hopMUPOBaHNN U
odopmrneHnn aen cotTpyaHukn MoapasneneHuns 0bs3aHbl yCTpaHUTb.

10.5.6. Npuem kaxgoro gena Npou3BOAUTCS COTPYAHUKOM ApXvBa B MpUCYTCTBUM COTpyAHuKa MNMoapasgenenus. MNpu atom Ha paboyem
3K3eMMspe OnuMcKU MPOTUB KaXOoro Aena, BKIYEHHOTO B Hee, [AenaeTcsl OTMETKa O Hanuymu gerna. B koHue kaxaoro sk3emnnsipa onucu
yKasblBalTCA UMdpaMm U NPONUCLI0 KONMMYECTBO (haKTUYECKU MPUHATLIX Aer, AaTa npuema-nepenayum Aern, a Takke noanvucb COTPyAHUKA
ApxvBa, npuHsBwero fAena. Bmecte ¢ genamu B ApxuB nepeparTcsl pervcTpauMoHHble KapTOTeKM Ha AOKYMEHTbl U (Mnun) nporpaMmHble
cpeactBa M 6asbl AaHHbIX, codepxalive UHGOPMauuio O perucTpauum M UCMOMHEHWM nepefaBaeMbiX AOKYMEHTOB. 3arorfioBOK Kaxaou
KapToTeku unu 6a3bl AaHHbIX BKITKOYAETCSI B OMNKWCh.

10.5.7. B cnyyae nukBugauum unu peopraHusauun NogpasgeneHus nuua, OTBETCTBEHHbIE 3a BefeHue Oenonpou3BOACTBa M apxmBa
naHHoro [logpaspeneHvs, B nepuvod NPOBEAEHMS NUMKBUAAUMOHHBIX MeponpuaTuiA (DOPMUPYIOT BCE WMEILMECH [OOKYMEHTbl B Jena,
ochopMnsAOT Aena v nepedaroT ux B ApXvB HE3ABMCMMO OT CPOKOB XpaHeHust. lNepegaya Aen ocyLwecTBnsSeTCS No oN1csmM Aen U HOMeHKNnaType
nen.

10.5.8. fena, odopmneHHble C HapyLLeHWeM YCTAHOBIEHHbIX HacTosLWeN VIHCTpYKLMen No Aenonpon3BoACTBY Npasus, BO3BpaLlaoTcs
B [NogpasgeneHne ans nepeoopmMieHus.

Mpunoxenne N 1

Kkn.4.2.4
AKT
Mer, HIDKEIIOONMCaBlUMeCH COTPYIOHUKU KaHLeJIAPpUN Ormena 1o pabore c
OOKYMEHTaMM1 n KOHTPOJIIO YrnpaBJjieHnAa OOKYMEHTALMOHHOTO obecrnedueHUa MKY

"YnpaBieHue mejaMM  aIMMHMCTpauum ropona lOxHo-CaxanmHCka", CcOoCTaBMIM akKT O



TOM, UYTO

20 rona

IpM BCKPBEITMM IHakeTa (KOHBepTa)
B HeM oOKazsajlacbh (HeIocTaua, [IOBpexXIeHUE)
HacTosgumy akKT COCTaBJIEH B IBYyX BK3eMIJgpax.

Illoonmucu:
Mpunoxenne N 2
kn.9.1.6.
HamMmeHnoBaHMe IllompasneseHud YTBEPXIA
HavmMeHOBaHME IOOJIKHOCTU
pykoromuTesnsa llompas3nmejyieHns
[Mopnuce Pacumpposka
IOONMCHU
IaTa
HOMEHKJIATYPA IIEJI
Ha 70 (BI)
WHpekc gena 3aronoBok gena Cpok xpaHeHus u N craTtbm MpumeyaHne
no nepeYHto
1 2 3 4
Ha3BaHve pasgena (HavMmeHoBaHWe noapasgerneHus)
HavMeHOBaHME IOJDKHOCTU
OTBETCTBEHHOTO 3a OEJIONPOU3BOIACTBO Homnmce PacumppoBKa MNOONMUCHU
IaTa
3aBenynoumii apxXMBOM
(OTBETCTBEHHEN 3a BeIEHME apxXuBa) Nognuchb PacumdppoBKa NOIONMUCU
IDaTa
COTJIACOBAHO COTJIACOBAHO
[IpoTrokon 3K IpoTokoJt 3K YnpaBjeHMUA
IO »ejlaM apxXMBOB
(HamMmeHOBaHMe llompasznesyieHus) CaxanmmHCckoOM obJjlacTu
oT N oT N
VITororad 3alMcCh O KaTeropmax M KOJIM4YeCcTBe nOeJjl, 3aBEeIE€HHBX B rony
Mo cpokam xpaHeHus Bcero B ToMm uucne:
nepexogsaLmx c oTmeTkom "3K"
1 2 3 4
MocTosiHHOrO

BpemeHHoro (cbiwe 10 ner)

BpemeHHoro (8o 10 neT BKMHOYUTENBHO)

Wroro:




HauMeHOBaHME IOOJDKHOCTU
OTBETCTBEHHOI'O 3a OeJIOIIpOM3BOIOCTBO

IDaTa

[lomnmcsob Pacumdpporka NOOIMUCHU

Mpunoxenve N 3

kn. 9.1.6
HammvenosaHue llogpasneiieHnsa
HamMmeHOBaHME
oTmesia (ynpaBJieHMS)
lloopasnesieHuda
HOMEHKIJIATYPA [OEJI
Ha ron (Br)

WHpekc pena 3aronoBok gena Cpok xpaHeHusi u N ctaTtbu no Mpumeyanue
nepeyHio
1 2 3 4
HamMeHOBaHME OOJDKHOCTU
PYKOBOOMUTEJNIA oTHejla (ynpaBJIeHU) [Momnmce PacumppoBKa MNOONMUCHU
HaTa
Mpunoxenve N 4

kn.10.1.8

HammveHnoBaHMe IllompasneseHUs YTBEPXIA

HamMeHOBaHME IOJIKHOCTM
pykoBoautTensa llompasneseHus

Nonnuchb PacumppoBra
MOONnMcCu
IaTa

®onng N

Onmuce N

oeJl IIOCTOAHHOTI'O CpOKa XpaHeHMdA 3a Ton;

N n/n 3aronoBok aena KpanHue gatol KonnyecTtso nuctos MpumeyaHve
1 2 4 5
B DaHHBIM pa3nejl ONMCU BHECEHO en. xXp.,

c N no N .

HamMeHOBaHME IOOJIXHOCTU
COCTaBUTEJNIA ONUCHK

HauMeHOBaHMEe OOJDKHOCTM JiMlla,

(umdpamMm ¥ NPONMUCHI)

[Mognuce PacumppoBka MNOONMUCHU



OTBETCTBEHHOI'O 3a BeleHMe apXMrbBa

IDaTa

COTJIACOBAHO
[Iporokost 9K
YrnpaBJleHUA

(HaMMeHOBaHME CTPYKTYPHOTIO
nompasnesieHus)

oT N

HammenoBaHue IlompasneseHus

opnmuco Pacumpporka NOONUCHK

YTBEPXIEHO
[IpoTokon OJIIK

10 mJejiaM apxXMBOB
CaxanmHckoM objlacTtu
oT N

Mpunoxenve N 5
kn. 10.1.8

YTBEPXIAI
HamMeHOBaHME IOJIKHOCTM
pykoBomurensa llompasneseHus

[Nononuchb PacumppoBra
MNOONMcCHU
IaTa

®onng N

Onmuce N

neJjl o JMYHOMY COCTaBy 3a infedit

N n/n 3aronosok aena KpanHue gatbl KonnyecTtso nuctos MpumeyaHve
1 2 3 4 5
B IaHHBIM pa3nejl ONMCU BHECEHO en. xXp.,

c N no N

HamMeHOBaHME IOOJIXHOCTU
COCTaBUTEJNIA ONUCHK

HauasnbpHMK oTrOesia KagpoBb
(MHCIIEKTOP MO Kazpam)
HaTa

COTJIACOBAHO
IIpoTtokosn 3K
YnpaBJieHUd

(HaMMEHOBAHME CTPYKTYPHOTO
nompas3nesieHus)

oT N

HammveHnoBaHMe IllogpasnesieHus

(umdpamMm ¥ NPONMCHI)

[Mognuce PacumppoBka MNOONMUCHU
lomnmchb Pacumdpporka nomnmcu
COTJIACOBAHO

[Iporokos JIIK

10 nejiaM apxXUBOB
CaxanmHCkOM obJjlacTu
oT N

MpunoxeHune N 6
kn. 10.1.8

YTBEPXIAIO



HammeHOBaHME OOJIKHOCTU
pykopomuTresnda llompasznejieHnsa
Ilomnuce PacumppoBra
IOONMCHU
ITaTa

AKT

(mara)

(MecTO CoOCTaBJIEHUS)

O BBHIEJIEHVNM K YHUUYTOXESHMIO IJOKYMEHTOB,
He Irnongjiexamyrx XPaHEeHMIO

Ha ocHOBaHUMU

(HasBaHMeE ¥ BHIXOIHEIE IOaHHBE IepeuYHs IOOKYMEHTOB
C yKasaHMEM CPOKOB XpPaHEHUS)
OoTOOPaHE K  YHMUYTOXEHMIO KaK He  MMeolMe  Hay4YHO-UCTOPUYECKOM  LEeHHOCTU U
yTpaTMBIIME IMNPAKTUUECKOE Ha3HauUeHMe IOOKYMEHTEL (DOH,Ha N

(HasBaHMe QoHma)

N n/n | 3aronosok gena | KpanHue patbl Homepa WHpekc gena | Kon-Bo en. | Cpoku xpaHeHus MpumeyaHve
WNK rpynnoBown onucen Xp. 1 HOMepa cTaTen
3aronoBok Aen no nepeyHto

MToro en. xXp. 3a T OBl

(umdpaMm M OPONMCHEI)

Onmcy meJl NOCTOAHHOTO XpPaHeHMs 3a TOOEl YyTBEPXIOEHBl, 10 JIMYHOMY
cocrTaBy corJyiacoBaHel ¢ JlIK YopabJiieHMS OO IeJjlaM apxXMBOB CaxanmMHCKOM obyacTum
(IpOoTOKOJI OT N )

HamMeHOBaHME OOJDKHOCTM JIMLla,

IIPOBOIMBLIETO 3KCIEPTU3Y

LLEHHOCTM IOKYMEHTOB lloonuchk PacumppoBka NOONUCK
IDaTa

COT'JIACOBAHO
[IpoTokost 9K

(HamMmeHOBaHMe llompas3nesieHus)

Mpunoxenne N 7
kn.10.2.8

JMCT-3ABEPUTEJIb JEJIA N

B mejie mpommMTO M MNPOHYMEPOBAHO JIMCTOB,
(umbpaMy M NPONUCHIO)

B TOM 4YMCJIE:
JIMTEPHEIE HOMEpa JIMCTOB 7




IIPOIIylHeHHBIE HOMepa JIMCTOB
+ JIMCTOB BHyTpeHHeﬁ OInIMcCum

Oco6EeHHOCTM PUBNYECKOMO COCTOSHUS 1 (DOPMUPOBaHUSA Aena

Homepa nuctos

PacumppoBka

Mpunoxenne N 8
kn. 10.2.11

1 2
HamMeHOBaHME IOOJIDKHOCTU
COTPYIOHMKA Monnuce
NOONMCU
DaTa
BHYTPEHHSAA OIVCH
IOOKYMEHTOB ern. xXp. N
N n/n | WHoekc pokymeHTa | [arta gokymeHTa 3aronoBok AOKYMeHTa Homepa nuctos Mpumeyanue
1 2 3 4 5 6
ViToro IOOKYMEHTOB .

(umdpaMm M HOPONMUCEI)

KommuecTBO JIMCTOB BHyTpeHHeIZ OIIMcCum

HamMeHOBaHME OOJIKHOCTHOT'O JIMLa,

COCTaBMBIIET'O BHYTPEHHKK OIIMCH

OOKYMEHTOB IeJjia

DaTa

MecTO @OJig wTamria
APXMBHOTO OTrOeJsa

(umbdpaMy M MOPONMCHIO)

I[Toonmce

(Ha¥MeHOBaHME MCTOUYHMKA KOMIIJIEKTOBAHUSI
¥ eT0 CTPYKTYPHOTO HOOpas3nejieHMUs)

IOEJIO N

Pacumdpporka NOONMUCH

Mpunoxenve N 9
kn.10.2.12




(3aroJoBOK meJja)

(kpaliHye IaTH)

Ha
JmcTax
XpPaHUThb

MecTO @OJigd wTamia
APXMBHOTO oOTneJsa




