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I. O01ue mo1oKeHus

1.1. WHcTpyKuus MO Je/IONpOU3BOACTBY B AJMMHUCTpallUM TOPOACKOIO OKpyra
[TepBOypasbCK (fjanee - MHCTPYKLKS) pa3paboTaHa B LIe/IIX YCTAHOBJIEHHUS eIMHBIX TpeOOBaHUM
K MOJITOTOBKe, 06paboTKe, XpaHEHHUIO U UCIIO/IB30BaHHIO JJOKYMEHTOB, TIOBBIIIEHHS] KaUeCTBa UX
MOATOTOBKH, YIIOPSIOYEHHSI M ONTHMH3al[M JAOKYMEHTOOOOpOTa, L{e/IIX COBEPIIEHCTBOBAHUS
CUCTeMBI J1e/I0NIPOU3BO/CTBa B AZIMUHHCTpaLIUM ropofickoro okpyra IlepBoypasnbck.

1.2. Hacrostirast MHCTPYKIHsI pa3paboTaHa B COOTBETCTBHU C:

denepanbHbIM 3akoHOM OT 6 okTs0pst 2003 roga Ne 131-d3 «O6 oOmMUX TPHUHIUTIAX
OpraHM3ali MeCcTHOr'o caMoyIipaB/ieHus B Poccurickon ®efepaninn»;

denepanbHbIM 3aKOHOM OT 22 oKTsi0psi 2004 roga Ne 125-03 «O6 apxWBHOM Jefe B
Poccutickon ®@eznepaniyn»;

denepanbHbiM 3akoHOM OT 27 wmronst 2006 roga Ne 149-d3 «O6 wuHbopMaruy,
MH(OPMaLMOHHBIX TEXHOJIOTUSIX U O 3alljuTe HHPOPMaLUN»;

I'ocyzapcTBeHHBIM cTaHzAapToM Poccubickolt ®efepaiiuu «YHUPUIIMPOBaHHas CUCTeMa
OpraHM3alIOHHO-PACIIOpsIUTeIbHON OKyMeHTal iy, TpeboBaHMs K 0 OpMIIEHHIO JOKYMEHTOB.
I'OCT P 7.0.97-2016»;

denepanbHbIM 3aKOHOM OT 06 ampesst 2011 roga Ne 63-®3 «O6 3/71eKTPOHHOM MOATIMCH»;

[IpaBunaMu Je/lONpoOU3BOACTBA B TI'OCY/apCTBeHHBIX OpraHax, OpraHax MecTHOIO
camoyTipaBJleHHs], YTBep)KJeHHbIMU IprKa3oM Pesepa/bHOrO apXMBHOI'O areHTCTBa OT 22 Mast
2019 roga Ne 71;

YcraBoM ropogckoro okpyra Ilepsoypaibck.

1.3. TTomoeHust HACTOSIIEN MHCTPYKL[MH PACIIPOCTPAHSIIOTCSI Ha OpraHU3allKio paboThI ¢
JIOKyMeHTaMH (BK/Itouasi [JOKYMeHTBI, CoJepxKalljie KOH(UeHIUaIbHYI0 HH(POpMALUIO)
He3aBUCHMO OT BHJa HOCHUTeNsl, B TOM UHC/Je 3/IeKTPOHHBIMUA JIOKyMeHTaMH{, BKJ/IIOUast
NOZrOTOBKY, perrcTpalio, yueT, KOHTPOJIb 3a UCIIO/IHeHHEeM U XpaHeHHeM.

1.4. [aHHasi WHCTPYKLHsI He perjiaMeHTHUpyeT TIOPSJAOK paboThl C JAOKyMEHTaMH,
COCTaBJISIIOIIMMI T'OCYAAapCTBEHHYIO TakHy. IIpaBuia paboThl ¢ JOKyMEHTaMH, COZeprKallfiMU
ciyxeOHYI0O ~ MHQOpPMALIMI0  OrPaHUYEHHOI'O  paclpOCTpaHEHWs],  perylaMeHTHUPYIOTCS
pacniopskeHueM ['ybepHatopa CBepasioBcko obsact «O0 yTBepK/JeHUU TepeyHsi CBeJleHHH
orpaHr4eHHOro pacrpoctpaHenusi IIpaBuTenbcTBa CBepA/IOBCKOM 001acTd, AJAMUHHUCTpalid
I'y6epHaTtopa CBepaJyIOBCKOM 00/acTH, OOJIACTHBIX M TEpPUTOPHUANBHBIX HCIIOMHUTENBHBIX
OpPraHOB TOCYAapCTBeHHOW BiacTu CBepjJIOBCKOW o06jacTH U Topsifjka ofpaleHust ¢
uH(poOpMaliell orpaHHUeHHOro pacrpocTpaHeHusi B IlpaBurensctBe CBepJIOBCKOM 00/acTH,
Apvunuctpariu ['yOepHatopa CBepz/oBCKOM 0071acTH, OOMaCTHBIX W TePPUTOPHAbHBIX
VCTIOJIHUTE/BHBIX OpPraHOB I'OCYZapCTBeHHOM BiacTH CBepioBCcKoi objacTv» oT 25 aBrycra
2020 roga Ne 165-PT".

TpeboBaHusi HacTosiilleld WHCTPYKLMM K paboTe € JOKYMEHTaMH, COCTaBJISIOIIMMHI
rOCy/lapCTBEHHYIO TaliHy, ¢ OyXranaTepcKoW, HayYHO-TeXHUYECKOW W JPyTOM CIIel{HaJbHOM
JIOKyMeHTal[iell paclpOCTPaHSIOTCS B YacTH OOIMX IPUHLIMIIOB pabOThI C JOKYMEHTaMH, a
Takke [IOATOTOBKY JJOKYMEHTOB K Ilepe/iaue Ha apXUBHOe XpaHeHHe.

1.5. Merosnueckoe pyKOBOACTBO OpraHu3alldel, BeJleHWeM U COBepLIeHCTBOBaHHEM
CHUCTEMBI JJOKYyMEeHTOOOOPOTa, KOHTPOJIb 3a CODJIO/IeHNeM YCTaHOBJIEHHOIO TOopsifKa paboThl ¢
JOKYMeHTaMH B Tofpasfie/leHusix AJMMHUCTpallMM TOpoAcKoro okpyra IlepBoypanbck
OCYIL[eCTBJIsIeT KOHTPOJIbHO-OpraHU3al{OHHbIN OT/ell.

1.6. OTBeTCTBEHHOCTb 3a OpPraHU3alL[MI0 U COCTOSIHHE Je/IONPOU3BO/CTBA, COD/IO/eHe
YCTAaHOBJ/IEHHOTO HACTOsIIIled MHCTPYKLKEH Iopsiika paboThl ¢ JOKYMEHTaMH B CTPYKTYPHBIX
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rnozipasfie/ieHusIx AJMMHUCTpallUM BO3/1araeTcss Ha OTBeTCTBEHHBIX 3a /[e/IONPOM3BOJACTBO
COTPYAHUKOB B CTPYKTYPHBIX IO/ pa3/ie/leHUsIX U UX PYKOBOZAUTe IeN.

1.7. OtBeTcTBeHHOCTb 3a coO/mofleHHe TpeOOBaHMM HACTOsIIled HMHCTPYKLUH,
COXPAHHOCTh HAXOJSIIHUXCS Y COTPYJHHUKOB CJYKeOHbIX JOKYMEHTOB, CBOEBpPeMEHHOe H
KaueCTBEHHOe pacCMOTpeHMe M HCIIOJHeHWe J[OKYMEeHTOB BO3/laraeTcsi Ha pYKOBOAMTeJen
rozipaszie/ieHui A IMAHHACTpaLiiK ropogckoro okpyra Ilepsoypaibck.

1.8. IIpn BpeMeHHOM OTCYTCTBHH, YBOJILHEHUHU WX IlepeMelljeHUH pyKOBOJUTe/leH WIN
COTPYAHMKOB AJMHHUCTpAallMd HMeOIHecss y HUX B paboTe JOKYMEHTBHI [JO/DKHBI OBbITb
repejiaHbl ApPyroMy COTPYAHMKY AJIl HajJleXalllero WCIIONHeHUs U B cpok. Ilepes yxozom B
OTIIYCK, BBIE3/[OM B KOMaH/JUPOBKY COTPY/JHHK O0sI3aH CaMOCTOSITE/ILHO [1e/IeTUPOBaTh paboTy B
CHCTeMe 3/IeKTPOHHOrO JAOKyMeHTOoOopoTta (manee - C3Jl) sy, ero 3amernarormiemy. Ilpu
HEBO3MOXKHOCTH CaMOCTOSITE/ILHOrO mepeBofia pabotrel B CDJl mepekmoyeHHe B PeXUM
3aMellleHrs] ~ OCYIeCTB/sIeT ~ IOMOIIHHMK  PYKOBOAHWTeIss MO0  COTPYJAHUK  OTZesa
rH($OpMal[MOHHBIX TexHojorui (fanee — otgen UT).

1.9. [Ilpunstele Ha paboTy COTPYAHUKM AJMUHHUCTpaliid TOPOACKOrO OKpyra
[TepBOypasbCK IOC/Ae Ha3HaueHUs Ha AO/DKHOCTb AOJDKHBI OBITh O3HAKOMJIEHBI C HACTOSIIieN
HWHCTPYKL[MeH.

1.10. OTBeTCTBEHHOCTD 3a COOMIO/[leHHe CPOKOB PerucTpaluu JokymeHToB B C3/1 HeceT
CIIelJUa/IMCT, OCYLIeCTB/SIIOIIMA perucTpalvio  JOKYMEHTOB U ero HelloCpeJCTBeHHbIN
PYKOBOZAUTE/Ib.

I1. OcnoBHEIe IIOHATHSA, UCITO/IB3YEMBIE B HaCTOHH_IEi/’I HHCTPYKIIUHA

Busa fokymeHTa - peKBU3MT JOKyMeHTa, (UKCUPYIOLIUI corjace WM Hecorjacue
JIO/DKHOCTHOTI'O JIULIA C COZlepKaHueM JIOKyMeHTa.

Heo - JOKyMeHT WM COBOKYITHOCTb JJOKYMEHTOB, OTHOCSIIMECS] K OHOMY BOIIPOCY WX
YUaCTKY JesATeJbHOCTH, IOMeIleHHbIEe B OTAe/bHYI0 O0IOXKKY.

[lenonpon3BOACTBO -  JeATeNBHOCTb,  ODecIleuMBaroliasi  JOKYMeHTHpPOBaHHe,
JIOKyMeHTOODOPOT, OllepaTUBHOEe XpaHeH!e U UCIIO/Ib30BaHHe JOKYMEHTOB.

JTIOKyMeHT - MaTepHa/JbHBIA HOCHUTENb C 3apUKCHpOBaHHOW Ha HeM B /000 ¢opme
uHpopMalliell B BH/e TeKCTa, 3BYKO3AIIMCH, M300paKeHUs] W (W/IM) UX COUeTaHUs], KOTOPBIMA
VMeeT peKBU3HUTHI, [TO3BOJISIIOIINE ero WeHTU(ULMpOBaTh, U IpeJjHa3sHaueH JJs Nepefaud BO
BpeMeHH U ITPOCTPaHCTBe B 1jeJIsIX UCIIO/Ib30BAHUS U XpaHeHUsl.

[loKyMeHTHpOBaHUe - 3alIMCh MHPOpMALIMK Ha HOCUTe/le T10 YCTaHOB/IeHHbIM IpaBU/IaM.

JTOKyMeHTOOOOpOT - NBM)KEHHe JOKYMEHTOB C JaThl UX CO3[aHUs WJIH IIONyYeHHUs [0
3aBepleHUs] UCTIOJTHEeHHUS UK OTIPaBKU.

3aBepeHHasl KONMs JOKYMeHTa - KOIHsl JOKyMeHTa, Ha KOTOPOM B COOTBETCTBUM C
YCTAaHOBJ/IEHHBIM TIOPSIIKOM TIPOCTaB/eHbI HeOOXOJUMble PEeKBH3HUTHI, ObeclieynBaromjye ee
IOPU/IUUECKYI0 3HAUUMOCTb.

WHble MOHATUS, UCIIO/Nb3yeMble B HacTosiileld VIHCTPYKLIMM, COOTBETCTBYIOT IOHSATHUSM,
ollpe/ie/leHHbIM B 3aKOHO/|aTesIbcTBe Poccutickoit @esiepariyu.

UcniomHuTens foKyMeHTa — pabOTHHK AJMHUHUCTpALMM TOPOJCKOrO  OKpyra
[lepBOypanbck, pPyKOBOAWTeNb (COTPYJHHK) MYHMLIMIIAIBHOTO VupeXKAeHUs (TpeANpUsITHs),
OCYILeCTB/ISIIOIINN TIOATOTOBKY ITPOeKTa JAOKYMeHTa I10 pe30JoLuM (TIOpyueHHUIo), HeCyLui
OTBETCTBEHHOCTb 3a O¢oOpMJ/IeHHe W OCYLIeCTB/AIOIIMM KOHTPO/Ib 3a IPOXOX/JeHUeM BcCeX
5TarloB ITOArOTOBKM IPOEKTa JJOKyMeHTa.
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Komuss foKymMeHTa - [JOKYMeHT, IIOJIHOCTbIO BOCIIPOM3BOJAIIMNA  HWH(OpMALMIO
MOJ/IMHHOIO JJOKyMeHTa WU BCe ero BHeIlHWe IIpU3HaKh WM 4YacTb UX, He HMeIOLIUN
IOPUINUECKOM CHJIBL.

[logMMHHUK [OKyMeHTa - IIepBbIM WM eJUHCTBEHHBIA 35K3eMIUIsp O¢HULHaJIbHOIO
JIOKYMeHTa.

[oanuch - peKBU3WT, COAEpKaLMii COOCTBEHHOPYUHYIO POCIHCEH YITOJHOMOYEHHOT'O
mna.

[Monb3oBatens C3/1 - MyHULIMIIAIBHBIN CAyXKalUui A JMAHUCTpAL[HA TOPOACKOrO OKpyra
[lepBoypanbCcK, a TakKe HHOe JIMLO, SBJSOLleecsl YIIOJHOMOYEHHbIM IIpeficTaBUTe/leM
yuactHrka C3/l, HafjesleHHOe TOJTHOMOUMSIMA IO COBepILIeHHI0 AeHcTBUW B paMkax C3IJ/l u
3aperucrpupoBaHHoe B CO/I.

Peructpanuss JOKymMeHTa - IIpUCBOeHMe [JOKYMEHTY PperMCTpaljdOHHOIO HoMepa U
BHeCeHHe [JaHHbIX O JOKYMeHTe B PernCTpal{OHHO-YUeTHYIO (hopMy.

PekBHU3UT JOKyMeHTa - 00si3aTe/IbHBIN 3/1eMeHT 0pOpMIIeHHsI JOKYMEHTA.

PykoBogcTBO mosnb3oBaTenss COJl - JOKyMeHT, Ipe/Ha3HaUeHHBIA [ I10/b30BaTesel
C3/l, 3afelCTBOBaHHLIX B BBIIOJIHEHHWH IIPOLIECCOB, OIpeje oMM Haua/lbHble YCJIOBUS U
pe3yJIbTaT BBITOJIHEeHHS IPOLIecCOoB, 3a/lauM JIML], YUaCTBYIOIIUX B IpolieccaxX, ¥ NPUHLIAIBI UX
B3aMMO/IeHCTBUS, OCHOBHBIe mpaBwia paborel B COJ/l MO BBITOMHEHHIO 33/au B paMKax
ripotiecca. (Pasmerrie http://prvadm.ru/sed).

Cucrema 3/1€eKTpOHHOrO  JoKymeHToobopota (C3JI) -  aBTOMaTH3WpOBaHHasI
MH(OpPMAaIMOHHAsT CHCTeMa 3/eKTPOHHOIO JOKYMeHTOOOOpOTa, obecrieynBarolasi IOMydYeHHe
3/IEKTPOHHBIX [JOKYMEHTOB, 00pabOTKy, WCIIONHEHHe, yIIpaB/ieHHe NOKYMeHTaM{ U JOCTYII K
HUM.

CkaHHpOBaHHe JJOKYMeHTa - TI0TyueHHe 3/IeKTPOHHOro obpasa JIOKyMeHTa.

CpoK WCIIO/IHEeHUsI [OKYMeHTa - CpOK, YCTaHOBJ/IeHHBbIHM IIpaBOBbIMH aKTaMH WIIH
pe30oLHe.

C3/1 TICO — Cucrema 3/IeKTPOHHOTO JJOKYMEHTOOOOpOTa HCITOHUTENBHBIX OpPIaHOB
rocyzapcrseHHor BjaacTy CO npefiHa3sHaveHa /I aBTOMaTH3al{iy IIPOL[eCCOB OpraHU3alOHHO-
IIPaBOBOT'O  [JOKYMEHTOOOOpOTa B HCIONHUTENBHBIX OpraHaX TOCYy/JapCTBeHHOW BJIaCTH
CBepAJIoBCKOM 00/1aCTH B COOTBETCTBUU C HOPMaMHM [IeJIONPOM3BO/CTBA M CYILECTBYIOLUMU
perjiamMeHTaMM C Lje/lbl0  CO3/lJaHusl  eJMHOIO [JOKYMEHTal[MOHHOI'O TIIpOCTpaHCTBa B
WCTIOJIHUTETbHBIX OpraHax BiacTé CBep//IoBCKON 06/1acTH.

dakcuMU/IbHAs TOANUCh WM (paKCHMH/Ie — pa3sHOBHUAHOCTD IITaMIla, OTTUCK KOTOpPOIo
BOCIIPOM3BOAUT MOANNCH O(HULMANTBHOTO JIULIA.

OKCIIepTU3a L[eHHOCTH JOKYMEHTOB - U3yueHue JOKYMEHTOB Ha OCHOBAaHWM KpUTepHeB
UX LIEHHOCTH B L[e/IIX YCTAaHOBJIEHWs] CPOKOB XpaHeHHsl [OKYMEHTOB M OTOOpa HUX IS
BKJIIOUeHHs1 B cocTaB apxuBHoro ¢onga [IMKY «MyHulunaabHeIiA apXuB».

DnexkTpoHHO-1{UpoBasi noAnuck (Aanee - DIIII) - uHdopmalust B 371eKTpoHHON dopMe,
IIPHUCOeJUHEHHAsT K 3JIEKTPOHHOMY [OKYMEHTY WM HHBIM 00pa3oM CBfi3aHHasi C HUM H
TIO3BOJISIIOIas1 U/leHTU(PULIMPOBaTh JIMLIO, ITOAIKCABILIee 3/IeKTPOHHBIN JOKYMeHT.

DeKTpOHHBIA JOKyMeHT C3/l - OKYMeHT, IOATOTOB/IEHHBIN C UCIIOAb30BaHUeM CO/I.

DMeKTpOHHBIN JOKYMeHTOODOPOT - TOKYMeHTOO0O0pOT ¢ npuMeHeHueM CO/I.

FOpujuueckass cuia [JOKyMeHTa - CBOHCTBO O(QUIIMAIBHOTO [JOKyMeHTa BbI3bIBaTh
TIpaBoOBble 110C/Ie/|CTBHSI.
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I11. Opranu3sanus AeJ10pOU3BO/ACTBA B
ApMmuHMcTpanuu ropojckoro okpyra Ilepsoypaibck

3.1. D/IeKTPOHHBII JOKYMeHT0000pOT

3.1.1. [esonpousBoACTBO B AJMUHUCTpallUd TOPOACKOro oOKpyra IlepBoypanibck
OCYIIIeCTBJ/ISIETCSI C HWCIIONb30BaHWEM CHUCTEMBI 3JIEKTPOHHOTO JokKyMeHToobopora (C3/),
rpe/jHa3sHauUeHHOM /Il PperucTpaljid W yueTa, COIPOBOXJAEeHUs JAOKYMEHTOB, JOBeJeHUs
3/IeKTPOHHBIX [JOKYMEHTOB, 3JIeKTPOHHBIX KOIWH JAOKYMEHTOB W IOPYYeHHWU I10 MCIIOJHEHUIO
JIOKYMeHTa [I0 UCIIO/IHUTe/IeH, 10T OTOBKHY [TPOEKTOB IIOPYUYeHUH 110 UCIIOHEeHUIO JOKYMeHTOB,
NOJrOTOBKA W COIVIACOBAHUS IIPOEKTOB JOKYMEHTOB, KOHTPOJSI MCIIONIHEHHSl [OKYMEHTOB,
CITPaBOYHO-MH(OPMALOHHON pabOoTHL

B noppaspenenusx AJMUHHCTpallMd TOPOACKOrOo OKpyra IlepBoypanbck € ydeTom
crieliibrKA 0OpabOTKH JIOKYMeHTAallMi HWCIONB3YIOTCS mporpaMMHbie Moayau: C3J1 TICO
(cucTeMa 3y1eKTpOHHOIO JoKyMeHTOOOOpoTa IlpaBuTesnnctBa CBepgyioBckou obmactu), COT
(cucrema obpaimjeHust TpakAaH) M [JpyrHe CBOOOAHO pPacIpOCTpaHEHHBIE ITPOrPaMMHBIE
NIPOAYKTHI (fanee - [IporpaMmHbIe MOAY/IN).

Pabota B C3OJ] u IIporpaMMHBIX MOAIY/ISIX OCHOBLIBAeTCS Ha MPHUHIIUIE OAHOKPATHOM
perucTpanyy JOKYMeHTOB.

[IporpammHoe obecrieuenrie C3/] MO3BO/sieT OpraHW30BaTh M aBTOMAaTH3HPOBATh
mpotieccbl  paboTBl  C  JOKyMeHTaMH. ABTOMaTHYecKass MapLIpyTU3alHsi JOKYMEHTOB
obecrieunBaetcss HamuuueM B CDJl  ompefeseHHOrO KOJMUECTBA 3a/laHHBIX ITPOLIECCOB
(MapLIpyTOB), MpPOXOXJeHHe II0 KOTOpPBIM [03BOJIsIeT IlepefjaBaTh JOKYMEHT OT OJHOIO
VICTIOJIHUTEIS IPYTOMY B COOTBETCTBUM C peabHBIM IPOL[ECCOM pabOThI C JOKYMEHTOM OT Tara
CO3/laHus A0 3TAIlOB COIJIaCOBaHUS, MIOAIIMCaHUS.

3.1.2. OcHoBHbIe TIpUHIUIBI paboTel CO/I:

aBTOMATH3alysl MPOLIeCCOB CO3AaHus], oOMeHa, oOpabOTKW U XpaHEeHHUs! 37eKTPOHHBIX
JIOKyMEHTOB, apXMBHOI'O XpaHeHHsI 3/IeEKTPOHHBIX JJOKYMEHTOB U OpraHU3al{i¥ TIOTOKOB padoT;

3arpeT Ha 0OpaboOTKy U XpaHeHHe MH(OPMAIUK OrpaHIUUYeHHOrO [JOCTYIIa, MHPOPMAaIHH,
cofiepKalllel cBeJleHUsl, OTHOCSIIIMeCs] K IOCyJapCTBeHHOM TaliHe, MH(OpMaLIUY, cofeprKalleit
cBeJleHUs1 KOH(GU/eHI[MaJbHOIO XapakTepa, HWH(OpMal[MH, paclpocTpaHeHHe KOTOpod B
Poccutickon @efiepaliviu 3arpelieHo.

3.1.3. IlopsA0K NOAK/IIOUeHUsI COTPYAHUKOB K CO/I:

[Moakmouenne k C3/] IICO B kauecTBe mnosb3oBaTesert C3OJl ocyljecTB/sieTcsl Ha
OCHOBaHMM 3asBOK, HampaBjeHHbIXx B orgen WT. IlpaBa nonws3oBatenedn B C3/ IICO
OTIpe/IeNIIIOTCSI B COOTBETCTBUM C JIO/DKHOCTHBIMU 00s13aHHOCTIMU. [Togkmrouenue k C3/1 TICO
TIPOM3BOJUT OIlepaTop 3/J1eKTPOHHOI'O ITPaBUTe/ILCTBA.

Ilpy wu3MeHeHMM OpraHW3al[MOHHOM CTPYKTYphbl MOApasje/eHnd AJMHUHHCTpaLiy
ropogckoro okpyra IlepBoypasbck, mepeMellleHUM, YBOJIbHEHWH, 3aMell[eHWH COTPYJHUKOB
COOTBeTCTBYyIOIlasi HH(opMallUsl HampaB/seTcss B oTfgen WT rmocpefcTBOM 3asfiBKM  Ha
3JIeKTPOHHYIO IIOUTY.

IIpaBa fgoctyma asst pabotel B CO/l ycTaHaBIMBAIOTCS a[MUHHCTPATOPOM CHCTEMBI Ha
OCHOBaHMM 3asBKHM II0/b30BaTess. KpoMe yCTaHOBKM THWIIOBBIX IIpaB JOCTyIla [JJjis
NoJIb30BaTe/led MOXeT OCYIIeCTB/IATbCS HWHAWBHAyaibHasd HacTpoHMKa IIpaB JoOCTyla K
OTZe/bHBIM JOKYMeHTaM, THIaM [JOKYMEeHTOB IyTeM ollpejiesieHuss (YHKLMH Io/b30oBaTeseit
C3/l 1 IprCcBOeHHUsI UM OIlpejie/IeHHBbIX pOJei.
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3.1.4. JIOKyMeHThI, ITOCTYIUBIINWE B AJMUHUCTPALIUIO T'OPOACKOro oKpyra IlepBoypanbck
WA JIO/DKHOCTHBIM JMIlaM AJIMUHHCTpallid ropofckoro okpyra IlepBoypaneck B BHge
3JIEKTPOHHOI'O JOKYMeHTa, PaBHO3HAUHEI JJOKyMeHTaM Ha OyMa>KHOM HOCHTee.

3.1.5. DneKkTpoHHBIN AOKyMeHT, chopmupoBaHHbii B C3/] [ICO ¢ npumeHenuem D111,
VMeeT HOPHUJUYeCKYI0 CHIy, PaBHYIO CHe aHaJOTMYHOIO JOKYMeHTa, IOAIMCAHHOIO Ha
6yMa>KHOM HOCHTeJIe, U BleUeT /IS JaHHOT'O JOKyMeHTa IIpaBOBbIe TIOC/IeICTBHS.

3.1.6. DJIeKTpOHHBIA [JIOKYMEHT JO/DKeH ObITh odopM/IeH MO OOIMM  IpaBHIaM
Jle/IONpOM3BO/JCTBA U UMeTb PeKBU3WTBI, yCTaHOB/IEHHBbIE J[JIs1 aHaJOTMUHOI'O JOKyMeHTa Ha
6yMaKHOM HOCHTeJIe.

3.1.7. DneKTpoHHBIe AOKYMEHTBI IOC/e WX MCIIOMHEHWs WM OTIIpaB/lIeHHUsl IOJJIeKaT
XpaHeHHIO B YCTaHOBJIeHHOM Iopsifke B COJl u nporpaMMHBIX MOAY/SIX B TeueHUe CPOKOB,
IIpelyCMOTPEHHBIX /JIs1 aHa/IOTHUHBIX JOKYMEHTOB Ha OyMa)KHOM HOCHTee.

3.2. Ilpuem u 00pabdoTKa MOCTYNAIOIIUX JOKYMEHTOB

3.2.1. ToKyMeHTEBI IOCTYIalOT B AJMHUHUCTPALIUIO T'OpPOACKOro okpyra llepBoypanbck
nocpegcteoM C3OJ1 IICO, mo KaHanaM 5/eKTPOHHOM CBsi3H, IIOYTOBOM CBSI3M, a TakKXke
Trepe/jaloTCcsl KypbepoM U Ha JIMUHOM IIpHeMe.

[Tpro)keHUsIMH K MOCTYIIAIOL[eMy JOKYMEHTY MOJKeT SIB/ISIThCSI TMCbMeHHBIN JJOKYMeHT,
¢oTo 1 Buzieo MaTepHasbl Ha OYMaXKHBIX U 3/IeKTPOHHBIX HOCUTEJISIX.

He gomnyckaeTcsi mpusiarate K oOpamjeHHIo:

1. OpY’)KHe OrHeCTpe/lbHOe, CHUTHa/JbHOe, ITHEBMAaTHYeCKoe, ra30BOe, OOEeNpHIIachI,
X0JI0AHOe (BK/IIOUasi MeTaTe/lbHOeE), 3/1eKTPOLIOKOBble YCTPOMCTBA U UCKPOBble Pa3psiiHUKY, a
TaK)Ke OCHOBHbIE YaCTH OCHeCTPe/IbHOI'O OPYKUS;

2. HapKOTHUYeCKHe Cpe/CTBa, TICUXOTPOITHEIe, CUIBHOZIeUCTBYIOIIINE,
pailoaKTUBHEIe, B3pbIBUaThle, eKHe, JIerKOBOCI/IaMEeHSIIOINeCs U [pyrye ornacHble BelllecTBa;

3. SIJOBUTBIE )KUBOTHBIE U PaCTeHMUS;

4. JeHexxHble 3Haku PD 1 MHOCTpaHHas BalloTa;

5. rpeIMeThl, KOTOpbIe [0 CBOEMY XapaKTepy W/ yIlaKOBKe MOTYT IpeJCTaB/IsATh

OTacHOCTE /711 PaOOTHHKOB, 3arPsI3HSATD WJIH ITOPTUTE JPYTHe AOKYMEHTHI U 000pyJOBaHHe.

3.2.2. C moMoIblo TOUTOBOM CBSI3W JOCTaB/IsIeTCs IMCbMeHHasi KOPpecCIOHJeHLUs B
BUJle TIPOCTBIX M 3aKa3HbIX IHCeM, IIOUTOBble H3BellleHHs1 Ha II0y4YeHHe L[eHHBIX IIHCeM,
TIOCBUIOK, OaH/ieposiell M MeJIKMX TIaKeTOB, a TAK)Ke IeYaTHbIe U3/JaHuS.

3.2.3. Ilo KaHanaM 3/IeKTPOHHOM CBSI3U IIOCTYNAIOT 3JIeKTPOHHBIE JAOKYMEHTEHI, ITUChMa,
TeJ/lerpaMMmbl, (hakKCorpaMMEl, Teie)OHOTPaMMBbI, 31eKTPOHHBIE COODIIEHHUS U A.P.

Kanasel snektpoHHo# cBsizu BktouaroT CI/] IICO, COT', 5/1eKTpOHHYIO TTOUTY.

OdurmanbHbIMM [MCbMaMM, TIOCTYIMBLIMMHM IO KaHajdaM 3/eKTPOHHOM IOYThI M
nojjieXkalljie  perucTpaliy, CUMTAlOTCs IMCbMa, IIOATIMCaHHbIe —3/1eKTPOHHO-L{M(POBOU
noAnuckio. Besl MHasi KoppecroHZeHLMsl HeceT WH(OPMAl[MOHHBINA XapaKTep, U He TOAJIEXXUT
perucTpalyy 1 opulivaabHOM Mepejjaue /Jis1 paCCMOTPeHUs! JO/DKHOCTHBIM JIMLIaM.

Appec opuipanbHON 5/1eKTPOHHOM MouTkl: prvadm @prvadm.ru

Ha ofpaitrieHusi, OCTYIUBILIKE Ha 3JIEKTPOHHBIE afipeca COTPYAHUKOB A IMUHHCTPALIN
ropogckoro okpyra IlepBoypa/ibck aBTOMaTHUeCKW HallpaB/sieTCsl OTBeT — CJIeAyIOLero
coZiepKaHus:

«J10bprIii feHb!

B TOoM ciyuae, eciu Bam Borpoc KacaeTcsl IIpefOCTaB/IeHUs] MyHULIMIIA/IBHBIX YCAYT B
pamkax ®ezepanbHoro 3akoHa Ne 210-®3 or 27 okrsabps 2010 roga «O6 opraHU3aIuu
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NpeloCcTaB/lIeHUsl IOCYZAapCTBEHHBIX W MYHMLMIAJBHBIX YC/AYI», O3HAKOMUTLCS C peecTpoM
MYHHLIMIIAIBHBIX YCAYT, aAMUHHUCTPATUBHBIMU perjiaMeHTaMu, (popMaMH U criocobamu MoJaunt
3asiB/ieHH Bl MoxeTe 110 cchuiKe: https://prvadm.ru/reestr-municipalnyh-uslug/

B Tom cnydae, eciu Bam Bompoc ajpecoBaH [JO/DKHOCTHBIM JIALIaM AJMHHHCTpaL{iy
ropojickoro okpyra IlepBoypanbck B pamkax ®eziepanbHoro 3akoHa Ne 59-®3 ot 02 deBpans
2006 roma «O TmOpsiiKe paccMOTpeHHsi obpamjeHuid TpaxkzgaH Poccuiickoit ®epeparm»,
O3HaKOMHUTBCSI C OslaHKaMH{ 3asiBJIeHHMM M criocobamMy UX Tofaud Bbl MOXeTe IO CChUIKE:
https://prvadm.ru/struktura-administracii/kontrolno-organizacionnyj-otdel/obrashhenie-grazhdan/

aHHOe rceMO cHOpMHUPOBaHO aBTOMaTHUECKH, OTBeUaTh Ha Hero He TpeOyeTcst. ».

3.2.4. TlpueM u o00paboTKa JOKYMEHTOB B AJIMUHHUCTpAaIlMd TOPOJCKOrO OKpyra
IlepBoypanbCcK IPOM3BOAATCA [ieljeHTpaIu30BaHHO:

KOppeCIIOH/leHI[Ms, TIOCTyIMBIIAs B ajpec AJMHUHHCTpallMd T'OpPOJCKOrO OKpyra
ITepBoypanbck, I'naBel ropogckoro okpyra IlepBoypanbck, 3amecTuTesned I'aBbl TOpoJCKOro
okpyra [lepBoypa/bCK - KOHTPO/ILHO-OpPraHU3al{MOHHBIM OT/e/I0M;

KOpPpeCIIOH/leHIMs], NOCTyNMBIas B aJpec PYKOBOJAWTe/eN Iofpasfie/leHui - JIMLjaMH,
OTBeTCTBEHHBLIMH 3a [1e/IONPOU3BO/CTBO B CTPYKTYPHBIX MO/ipas/ieeHUsIX;

cyziebHasi KOppeCIIOHZeHIHs], [OrOBOPEL, COIVIAllleHUs, AOBEPEeHHOCTH IPUHUMAeTCs U
PerucTpUpyeTCs OTJeNBHO OT ODIIero Aeaonpon3BoACcTBa, B Komurere o npaBoBoi pabote u
MYHHULIMIIA/MBHOM ci1yxk0Oe, B IpPOrpaMMHOM MO/y/le, a TakKXKe B 3JIeKTPOHHBIX JKypHasax
pervcTparyu.

JIOKYMEeHTBI 10 BOIIPOCaM OKa3aHWsI MyHHULIMIA/AbHBIX yCAYT peAoCcTaB/IsieMbIX OT/e/I0M
3eMe/IbHO-MMYII[eCTBeHHbIX OTHOIIeHWM U yIIpaB/ieHHeM apXUTeKTyphbl U I'PaZloCTPOUTENbCTRa,
— OTAe/JOM IO VIIpaB/lIeHHIO 3eMe/bHbIMA pecypcaMd W yIIpaBjeHWeM  apXUTeKTypbl U
I'pajloCTpOUTe/LCTBA («eJuHOe OKHO», V1. CoBeTcKas, 1).

3.2.5. Bce mocTynuBIIMe KOHBEPTHI C JOKYMEHTaMH BCKPBIBAalOTCS, 3a UCK/IIOUeHHeM
TYceM C [TIOMeTKOU «IMYHO» U IMCeM OT BbIIIeCTOSIIUX OpraHU3aLiui.

IIpy BCKpBITUM KOHBEpPTOB C [OKYMeHTaMH IIpOBepsieTCsl IPaBWIBHOCTb JOCTaBKU U
1[eJIOCTHOCTE BIOXKeHHWH. OMNOOYHO TMOCTYIMBIINE JOKYMEHTHI BO3BPAIL[AalOTCS OTIIPABUTEITIO
WM TIepechIIalOTCs 10 KOMITETEHIUH, eC/Id W3BeCTeH ajpec rosyvarens. [Ipu obHapyKeHHH
OTCYTCTBUSI JIOKyMeHTa WA ero OTJesbHbIX JINCTOB, TPU/IOKEHWMH, HeCOOTBeTCTBUSI HOMepa,
YyKa3aHHOI'O Ha [laKeTe, HOMEpPY BJIOKEHHOI'O [JOKYMEHTa, OTCYTCTBHS HeOOXOAMMBIX
PEeKBH3UTOB JIOKYMeHThI BO3BpAIllaloTCsl OTIIPaBUTe/IIO C yKa3aHWeM ITPUUMH BO3BpaTa.

KoHBepTHI yHUUTOXKAIOTCSI, KpOMe ODOpallieHHi rpaXk/jaH U TeX CJIydaeB, KOr/ja TOBKO 10
KOHBEPTY MOXKHO YCTaHOBUTb aJpec OTIIpaBUTe/s1 WM BpeMsl OTIIpPaBKM W IIOJy4YeHUs
JIOKYMeHTa.

3.2.6. KoppecrioHfieHlusl, TOCTyNUBILIas Ha odUIMAaAbHBIA afpec AJMUHUCTpaL[UU
ropogckoro okpyra IlepBoypanbck, OAJIEXUT perucTpaliuy yTeM BeeZeHus: B CO/l, oTnpaBke
Ha paccMoTpeHre ['71aBe ropoackoro okpyra IlepBoypanbck, MO0 3aMeljaroliemMy JIMLY
(pacrieuaTbIBaeTCst TP HEOOXOAUMOCTH).

[IpreM KOppecIiOH/IeHL[MH M 3JIeEKTPOHHBIX TIHCEM OCYIIeCTBIISETCS B TeueHHe pabouero
[JHS B TIOCTOSIHHOM peKuMe.

3.2.7. Ilpyuem TejlerpaMMm OCYIIeCTBJSIeTCSl IIOZ IOAINCH C IIpOCTaBIeHHWeM JaTbl U
BpeMeHH IIpreMa.

IIpuem TesnedoHOrpaMM OCYILIeCTB/sIeTCSl CIeliMaaucTaMu IIPUeMHbIX PYKOBOJHUTesel.
[lonyueHHble TesnedoHOrpaMMbl 3allMCHIBAIOTCS B JKypHal yyeTa TesnedoOHOrpaMM C
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o0si3aTeNbHBIM  yKa3aHWeM (aMIJIMKM  TIepe/laBIlero, [JOK/Ia/bIBAlOTCSI PYKOBOAUTENIO IS
oopM/IeHHs1 Pe30TIOLIUY, JOBOASITCS A0 UCIIONHUTe e,

3.2.8. Tlpuem 3asiBneHHM «oOpaljeHUi IpaXkZaH» OCYIIEeCTBISETCS B COOTBETCTBUH C
[lopsakoM paccMoTpeHMs ofOpaljeHWH TpaXJaH B AJMUHHCTpal[id TOPOACKOTO OKpyra
[TepBOypanibCK.

3.3. Perucrpanus nocrynapigyx A0KyMeHTOB

3.3.1. Perucrparjuu ojie;kaT BCce JOKYMEHTEI, TpeOyIoIye yueTa, IPUHSATHS PelleHNs U
VICTIOJTHEHUsI, HE3aBUCHMO OT CIiocoba UX JOCTaBKH, [epeiauy HMIH CO3/[aHusl.

He permctpupyroTcsi nepBUYHBIE JOKYMEHTHI OyXTa/lTepcKoro y4eTa, cueTa Ha OIUIATy,
KOIMHM TIPaBOBBIX AaKTOB, IIaHBI pabOTBI M OTYeThl O paboTe, CTAaTUCTHUYECKHE CBeZeHUs],
TJIaKaThl, peK/laMHble MaTepyaJbl, [103/jpaBUTe/IbHbIe NMCbMa, [TpUIVIAllleHHsI B BHA/Jle OTKPBITOK,
TIaKeThI C [IOMeTKOMU «IMUHO», JOKYMEHThI Ha MHOCTPaHHBIX f3bIKax, [lepuojuecKre U3/jaHus U
TOMY TTO/J00HOE.

3.3.2. JlokymMeHThl peructpupytoTca B C3O/] 1o Mepe UX IOCTyIUIeHUsl. [JOKyMeHTHI,
TOCTYITUBINIME Ha peructpanuto Ao 12.00 pabouero gusa peructpupyiorcs go 17.00 sToro ke
JTHsI, TOKYMeHTBI, oCTyIuBIIHe rocse 12.00 peructpupyrores o 12.00 creayrorero pabouero
[IHs1, ec/Ii MHOe He IIpe/lyCMOTpeHO 3aKoHoaTe/nbscTBOM Poccuiickon ®@epeparuu. Perncrpanus,
CpOYHble [OKYMEHTHI, IIOCTYIIUBIIME BO Bpems pabouero [JHs, PperucCTPUPYIOTCS
He3aMeZJINTe IbHO.

3.3.3. Perucrtpanusi mnocTyHarol[UX [JOKYMEHTOB IIPOU3BOAUTCA B AJMUHUCTpaLUU
ropogckoro okpyra IlepBoypa/bCk B COOTBETCTBUH C ITYHKTOM 3.2.4 HaCTOsIIlel HMHCTPYKLIHH.

JIOKyMeHTB], MOCTYIIMBIIMe HeloCpeJCTBeHHO Ha WMs ['/1aBel TOpOJCKOro OKpyra
[lepBoypanbek, 3amectuTeneil ['aBbl ropozckoro okpyra IlepBoypasibCK, AOKHBI OBITH
repe/jaHbl AJ151 perncTpaliid B KOHTPOJIbHO-OPraHU3allMOHHBIA OT/ell.

3.3.4. [TokyMeHTHI, IocTynuBIIKe He B cucteMe CO/l 3arpyxatorcs B C3/] coTpyAHUKOM
KOHTPOJ/IbHO-OPraHU3allMOHHOI'O OT/ie/la B COOTBeTCTBUM C PYKOBOZCTBOM Iosb3oBarens CO/I.
CosglaeTcsl yueTHasl KapTOYKa, I/le YKasblBalOTCS Cje/yIollMe pPeKBHU3UTHI: HaWMeHOBaHUe
opraHusallid  KOppecIlOHjJeHTa; (aMWwIMsl pYKOBOAWTeNs, IIOANMCABIIEro JAOKYMEHT;
WCXOJAIMA HOMep JOKyMeHTa U JaTa OTIpaB/eHHs; 3aro/ioBOK [JOKYMeHTa; (aMUIus
PYKOBOZUTe/Is,, KOTOPOMY HallpaB/eH [JOKYMeHT Ha pacCMOTpeHHe, Jajee HaIlpaB/seTcsl Ha
paccMoTpeHve. Bxopsmmii HoMep M Jara perucTpaliid JoKyMmeHToB B COJl mpucBanBaroTcs
aBTOMaTHYeCKH.

3.3.5. Perucrparusi obpaijeHHid B TMPHEMHOM [0 JHMUYHBIM BOIIPOCAM T'paKJaH
OCYIL[eCTBJISIeTCS]  CHe[JUa/IUCTaMM € HCIIO/Ib30BaHMEM  aBTOMAaTU3HUPOBaHHOM  CHCTeMBI
perucTparnyd U KOHTpOJsi obpallleHHi rpaxaH B COOTBETCTBUU C IIOpsifKOM paccMOTpeHHs
obpanjeHnid rpaxkzaH B AJMUHHUCTpalMd T'OPOJCKOro okpyra IlepBoypasbck, yTBepKJeHHBIM
pacriopsbkeHreM ['y1aBel ropogckoro okpyra Ilepsoypaneck ot 15 masa 2019 roga Ne 128.

3.3.6. Homep u para perucrpaljii MyHUIIMIIQJbHBIX KOHTPAKTOB, 3aK/KOUYaeMbIX Ha
OCHOBaHMM 3/IeKTPOHHBIX TOProB B coOTBeTcTBUM ¢ DefepanbHbIM 3aKOHOM OT 5 arpess
2015 rozma Ne 44-®3 «O KOHTpaKTHOW cucTeMe B cdepe 3aKyIIOK TOBapOB, pabOT, yCayr AJst
obecrieueHHs] TOCyJapCTBeHHBIX M MYHHUIIMIIANBHBIX HYXA» (fasee - DefepanbHbI 3aKOH
Ne 44-®3), mpucBauBalOTC aBTOMAaTHYeCKH Ha 3JeKTPOHHOW TOPrOBOM  ILIOIIafIKe.
[Tepeperucrpanyu B CO/l Takve MyHUILIUIIa/IbHbIe KOHTPAKThI He ITOAJIeXar.

3.3.7. [JOKyMeHTBI, MOCTYIIMBIIMEe B TIIOApasje/eHnss AJMUHUCTPALlUM T['OPOJACKOIO
okpyra IlepBoypanbCKk M cofepKalljie BOIIPOChHL, He BXOAsINMe B KX KOMIIETEHIHIO,
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HaIpaB/SIIOTCSl He II03/Hee 7 JAHeM C JAaTbl pPerucTpallii B COOTBeTCTBYIOL|MM OpraH HW/IN
COOTBETCTBYIOIL[eMy [O/DKHOCTHOMY /MLy, B KOMIIETEHL[MIO KOTOPBIX BXOJWUT pelleHue
IIOCTaBJ/IeHHBIX B JJOKYMeHTe BOIIPOCOB, C YBeJOMJ/IEHHeM 3asiBUTeJIs, HallpaBUBILIero JOKYMEeHT,
0 Iepeajipecaliiy JOKyMeHTa.

3.3.8. IlpueM u yueT AOKYMEHTOB, IOCTYIIMBILIMX HeIOCPe/JCTBEHHO B CTPYKTypHOe
roJipasfie/ieHye U He3aperucTprpoBaHHbIX B CO/] oCyIecTB/ISIOTCS JIML[OM, OTBeTCTBEHHBIM 3a
JleJIONPOM3BO/ICTBO B CTPYKTYPHOM IO/pas/e/leHUH.

3.3.9. Konmum 3akoHOB, YKa30B, MOCTAHOBJIEHUM W pacCIOPsDKEHUM BBILIECTOSIIINX
OpraHOB BJIaCTH IIOCTYIAIOT B AJMHUHHCTpaLI0 ropofckoro okpyra Ilepsoypanbck nmo C3/1
IICO. B coorBeTcTBUM C pe3oJroLjyelt ['1aBbl rOpoAcKOro oKpyra JOKYMeHT HallpaBisieTcsl Ha
VICIIO/IHEHHe.

3.3.10. Yuer mocTynammux AOKYMeHTOB ¢ momeTKor «ICII» BezeTcsi B OTAelbHOM
JKypHaJle KOHTPOJ/IbHO-OpraHU3aljMoHHOro otZena. [locsie perucrpaijyuu JOKyMeHThI Ilepe/jaloTcsl
VICITOJIHUTEIIO T107], POCITHCE.

3.4. IlopsafokK paccMOTpeHHSI JAOKYMEHTOB PYKOBOJMTEe/IsIMH U /OBe/leHUS
JAOKYMEHTOB /10 HCIIO/IHUTe/Iel.

3.4.1. Ilocne perucTpaljy BXOASIas KOPpPeCIOHJeHIUs B TOT JKe JeHb IIOCTyIaeT Ha
paccMotpenre ['1aBe ropogckoro okpyra IlepBoypanbck, /00 3aMelaonieMy AO/DKHOCTHOMY
JMLy JAJI1 BHECEeHHWsl pe30/IOLMM, CO3J4aHus TOPYYeHHMM B COOTBETCTBHM C PYKOBOJCTBOM
nonb3oBaTe/st C3/1 [ICO u fganbHelIero pacCMOTPEHUSI PYKOBOJUTESIMHU.

CygneOHasi KOpDpeCHOHAEHIMSI TlepefaeTcsi s PAacCMOTPEHHsl 3aMecTHUTeIo [ '/1aBbl
ropoZckoro okpyra IlepBoypasbck 0 MyHULMIIA/JILHOMY YIIpaBJ/IeHUIO.

CpOK pacCMOTpeHUsI JOKyMEHTOB PYKOBOAUTESIMU He [IO/DKeH IpeBbIaTh 2-X pabounx
[Hel, CpOYHble JOKYMEHTBI, IIOCTYIIMBIIME BO BpeMsi pabouero /[Hsl, paccCMaTpPHBAIOTCS
He3aMeJJINTe/IbHO.

3.4.2. Ha mnocrynuBmIMe 3aperdcTpUpOBaHHble JOKYMEHTBHI Ppe3O/IIOLMH BHOCSTCS
HeriocpefcTBeHHO B CO/I.

3.4.3. PaccMOTpeHHBIe DPYKOBOJHTEJEeM [OKYMEHTHI C DPe30/IOLUsIMA Ha OyMaKHOM
HOCUTeJle TlepelaloTCsl IOMOLHUKY PYKOBOJAUTE/IS 151 BHECEHUs TIOPYUYeHUH II0 MCIIOJHEeHUIO
JokyMeHTOB B C3O/l u faspHelIleN Ilepefjaud B IO/ pa3fie/leHus] B COOTBeTCTBHM C perjlaMeHTOM
Tiporjecca I10 UCIIO/IHeHUIO JOKYMeHTa, Pe30J/II0L[UH WIH ITOpyUYeHusl.

3.4.4. Ilocne BHeceHUs pe30JIIOLMM PYKOBOAUTE/IEM, 3/IeKTPOHHBIe JOKyMeHThI 1o C3/1
HAaIIpaBJIIIOTCSl UCIIO/IHUTEIISIM B COOTBETCTBUY C PYKOBO/CTBOM Iosb3oBates CO/I.

3.4.5. JlokymMeHTBI, HarlpaB/ieHHble Ha UCIIOJTHeHHe, MOI'YT UMeTh HeCKOJ/IBKO Pe30JIIOLIUH,
COOTBETCTBYIOIUX 3TallaM pacCMOTpeHMs AOKYMeHTa OT pPyKOBOJHWTe/s K UCIIONMHUTeo. 1lpu
3TOM ITOC/IeiVIOLIMe Pe30J/IF0LMH He [JO/DKHBI IPOTUBOPEUUTD [TePBOU.

3.4.6. Ilpy Ha/MuMM HeCKONbKMX HCIIOJIHUTeNed OTBeTCTBeHHBIM CUHTaeTCs
VICIIOJIHUTe/Ib, YKa3aHHBIM B pe30/IIoLUU NepBbIM. OTBeTCTBeHHBIM UCIIOIHUTe/Ib KOOpAUHUPYeT
JlesITeIbHOCTh ~ COMCIIO/IHUTeJed, KOHTPO/IMpyeT CBOeBpeMeHHOe IIpeAcCTaB/leHHe  eMy
HeoOXOJMMBIX MaTepHasoB, 00001[aeT HHHOPMALIHIO, TOTOBUT OTBET.

OTBeTCTBeHHBbIN HCIIONHUTe/b WIA COMCIIONHUTe/b BIIpaBe JaBaTh IOPYyYeHHsl B BHUJe
Pe30JIIOLINM JIULIaM, HelloCpe/,CTBeHHO UM IO/ UMHEeHHBIM.

3.4.7. B ciyuae HeBepHOIO yKa3aHWs OTBeTCTBEHHOI'O MCIIOJIHUTENSI B DPe30JIIOLIUU
JIOKYMEHT JJOJDKeH OBITh OTKJ/IOHEH/BO3BpallleH [IO/DKHOCTHOMY JIML[Y, BBIJABILIEMY Pe30JIIOLIHIO,
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JJ1s1 HarpaB/IeHUs 10 KOMITeTeHIIUM He Io3jHee 1 KajleHJapHOI'O JHS C JaTbl NTOCTYIUIEHHSI Ha
VICITOJIHEHHe, CPOYHbIe JOKYMEeHTBI HallpaB/IIOTCs He3aMe/[/IUTe/IbHO.

3.4.8. B cayuae mocTyruieHus1 obpaiijeHUsT 3asiBUTesIsi HECKOJBbKHM ajfipecaTam: I'jaBe
ropogckoro okpyra Ilepsoypanbck, B AZMUHHCTpaLMIO ropoAckoro okpyra IlepBoypasnbck, B
rozipasfiesieHye AJIMUHHUCTpPALIMK FOpoficKoro okpyra IlepBoypasbck, JO/DKHOCTHBIM JIMLIAM WIH
VHBIM OpraHaM, M HarlpaB/ieHusi oOpallleHus] B COOTBETCTBUU C KOMIIETEHIIMeH Ha HCIIO/HeHHe
OAHOMY M TOMY e [JO/DKHOCTHOMY JIWLy, LleJecoo0pa3HO IOATrOTaB/IMBaTh OJWH OTBET 3a
MIOATINCBHIO0 JO/DKHOCTHOIO JIMIla B COOTBETCTBUM C Pe30JIIOLMSMH, C yKasaHueM B OTBeTe
uH(pOpMaLWY, B 4ell afpec WK OTKY/a MOCTYIHIIO aHHOe obpaliieHue.

3.4.9. Ecmu B oOpaljeHUM 3asiBUTENI COJAEP>KUTCS BOIPOC, Ha KOTOPBIA eMy
HEeO/JHOKPaTHO JlaBa/IMCh NHMCbMeHHble OTBeTHI II0 CYIeCTBY B CBSI3M C paHee HaIlpaBJsieMbIMHU
obpaijeHUsIMH, U TIPH 5TOM B oOpaljeHUH He TIPUBOJSTCS HOBBIE [JOBOBI HJI OOCTOSITE/IBCTBA,
COOTBETCTBYIOI]ee [IO/DKHOCTHOe JIMIIO BIIpaBe IPUHSTH pellleHWe O 0Oe30CHOBAaTeNbHOCTH
ouepeHOro obpalleHHs] ¥ TpeKpalleH|H TePeNrCKU C 3asiBUTe/IeM IO JJaHHOMY BOIIPOCY TpU
YCJIOBHH, UTO yKa3aHHOe oOpalljeHHe U paHee HalpaBJisieMble oOpallleHus! HallpaB/IsyINCh B OJUH
Y TOT JKe COOTBeTCTBYIOIIMM OpraH WM OJHOMY M TOMY JKe JOJ/DKHOCTHOMY July. O faHHOM
pellIeHNH 3asiBUTe b, HAITPaBUBILHMM oOparieHue, 06s3aTebHO YBeJOMIISIETCS.

3.5. Pabora wucnonHuTe/Nell C [OKYMeHTaMH, BH3MpoBaHHe (COrjiacoBaHHe)
IPOEKTOB I0KYMEHTOB

3.5.1. HcnonHeHue [OKyMeHTa OCYI[eCTB/SETCSI B COOTBETCTBUM C pe30/toLiuel
PYKOBOAUTESI U TIpelyCMaTpUBaeT cOop, 00paboTKy HeoOXoAMMOUM MH(OpPMAIIUH, ITOATOTOBKY
IIpoeKTa UTOTOBOIO [JOKYMeHTa, opopMiieHre, BBefleHe B CO/l, 3aro/nHeHe perucTpaljuoHHON
KapTOUKH, OTIIpaB/ieHHe [0 MapILpyTy COIJIaCOBaHUs, MOJNMCAHUe PYKOBOJUTEJIs], MO IOTOBKY
K IepechblKe ajpecaTy, OTIpaBKy [JOKyYMeHTa — B COOTBETCTBUU C peIJlaMeHTOM IIpoljecca B
CO[.

3.5.2. Pabora ucrionHUTeNs C AOKYMEHTOM IO CYI[ECTBY AO/KHA OBLITh 3aKOHYEHa He
no3jiHee 2/3 cpoKa, [1pejlyCMOTPEHHOI'O /1/Is1 UCIIO/HEHHs JOKYMeHTa.

OcraBmasics  1/3 cpoka TmpegHa3HaueHa JJis1 TIpOBeJleHHs pabouynMx  BCTpedy,
KOHCYJIbTal|UM, COrJIacOBaHMsI U MO/TIMCaHUs [IPOeKTa JJOKyMeHTa.

3a cobsoieHre BceX HeOOXOAUMBIX IPOLIEAYP B YKa3aHHbBIE CPOKH OTBETCTBEHHOCTB
HeceT UCIIO/IHWTe/Ib JOKYMeHTa U ero Hellocpe/ICTBEHHbIN pyKOBOJUTE/Ib.

3.5.3. B Lessx opraHusaliuu [e/0NpOU3BOACTBAa M KOHTPOJISI UCIIO/MHEHHs1 JIOKYMeHTOB,
OIepaTUBHOIO TIOMCKA JOKYMEHTOB 00si3aTe/IbHBIM TpeOOBaHHEM IpU MOATOTOBKe muceM B CO/]
SIBJIsIeTCsl 3allyCK OTBeTa CBsI3aHHBIM IIPOLIeCCOM C BXOASIUM [JOKyMeHTOM. B ciayuae
VMHUIIMATUBHOIO 3allycKa IIOAOTOBKM OTBeTa OTBETCTBEHHBIM HWCIIOAHUTENb  [JOJDKEH
yCTaHaBJ/IMBaTh CBSI3U [JOKYMEHTOB BPYUHYIO.

IIpu ¢popmupoBanmy Mapipyta B C3/] OTBETCTBEHHBINA HCIIOMHUTEL 00s13aH yKas3aThb B
CIIMCKe COIVIACYIOIMX BCeX, KTO OBbI yKa3aH B KauecTBe COWCIIOJHHUTeNeld B Pe30/IOLUH
BepXHero ypoBHsl, KpOMe UCIIO/IHUTe/Iel, YKa3aHHbIX B Pe30/IOLUU «/1/1 03HaKOMJIEHUSI».

3.5.4. CowucriosHATE/MN 00sI3aHBI MIPe/ICTaBUTh OTBETCTBEHHOMY HCIIONHUTE/IO B TeUeHHe
1/3 oT ocHOBHOrO CpoOKa, MpejyCMOTPEHHOIrO AJil WCIOJHEHWs JOKyMeHTa, HeOOXOAWMBbIe
Marepuassl (MHPOpMALHIO, TTPeAJIOKeHNs], CTIPaBKH, CBeJIeHHsI K TOMY TIoA00HOe).

Bce wucnonHWTenM B paBHOM CTelleHM OTBevyarOT 3a IIOJHOTY U JOCTOBEPHOCTB
yHbopMaLyy, UCII0Ib3yeMOU MpU NOATOTOBKe ITPOeKTa JOKYMeHTa.
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3.5.5. BusupoBaHue (corsacoBaHue) TIIPOEKTOB [JOKYMEHTOB OCYIIeCTB/seTCs B
COOTBETCTBUM C PYKOBOZCTBOM IoJib3oBare it CO/] ¢ ucnonbsoBanueM D111,

3.5.6. Cpok cor/iacoBaHusl POeKTa JJOKYMeHTa He JI0/DKeH TpeBbIlaTh 2 pabounx jHeH,
COIJIacOBaHUE CPOUHBIX JOKYMEHTOB, MOCTYIHBLIMX BO BpeMsi pabouero AHsi, OCYIeCTB/IETCS
He3aMeJJINTe/IbHO.

CorylacoBaHre NpoeKTa [JOKYMeHTa IIPOBOJUTCS [J/Is1 OLieHKU ero CoZepikKaHHWsl C TOUKU
3peHrsT  1]elecOO0PasHOCTH  CO3[jaHUsl  JJOKYMEHTa, €ro COOTBETCTBUSI [JIeMCTBYIOIIEMY
3aKOHO/laTe/IbCTBY, TOYHOCTU U3/IOXKeHHs1 U (OpMYJIMPOBKM paccMaTpHBaeMoOro BOIIpoca
orpe/ie/ieHHbIM KPYI'OM [O/DKHOCTHBIX JIML], [IOATBEPKAeHUsI COIVIaCusl 3aMHTepeCOBAHHBIX JIUL]
C pellleHHeM BOIIpOCa, U3/I0KeHHBIM B JOKYMeHTe.

Ilpy oTcyTcTBUM 3aMedaHHi U (WIM) IIpeAJIOKeHUM IMOJIOTOB/IeHHbIM OTBeTCTBEHHBIM
VICIIOJIHUTe/IeM IIPOeKT AOKYMeHTa ITOAJIeKUT COIVIaCOBaHMIO COIVIACyIOIIMMMU.

Ilpy HaMMuuKM 3aMeuaHuil U (WIM) NpeJJIOKeHUM MPOEeKT [JOKYMeHTa OTKJ/IOHSeTCS JJIs
ZopaboOTKH C KOMMeHTapueM (TI0 HeoOXOAMMOCTH C BJIOKEHHBIM (haiiioM) B 3ajjaue Iporjecca
CD/1. KoMmmeHTapuu IOMKHBI ObITh YUeTKUMU M 0OOCHOBaHHBIMH.

3.5.7. JlokymeHTBI 3apy0Oe>KHBIM KOpPECIIOH/[eHTaM COCTaBJISIIOTCS Ha PYCCKOM SI3BIKe.
[TepeBog mricEMa opopMIISIETCS Ha OT/AE/IBHOM JIFICTe U He TpeOyeT MOATINCaHusI.

3.5.8. [IpoekTr! nuceM, noAnrcbiBaeMble ['naBoit ropockoro okpyra Ilepoypaineck, Ao
TIpe/ICTaB/IeHHs Ha TIOATUCH MTO//IeXKaT 00s13aTe/IbHOMY COT/IaCOBaHHIO:

Herocpe/CTBEeHHBIM PYKOBO/UTe/IeM (OT/AeJIa, yIIpaB/ieHus1) aBTopa JJOKYMeHTa;

KYPUPYIOIIMM 3aMecTHTesieM ' aBbl ropoAckoro okpyra IlepBoypabck.

3.5.9. IlpoekThl nuceM, noAnuckiBaeMmble ['1aBol ropopackoro okpyra IlepBoypaiibck,
TOJ|/Ie’KaT JOIO/IHUTeTbHOMY COIJIaCOBaHHUIO:

KypUpYIOIIMM  3aMecThTeseM  ['yaBel  ropojckoro  okpyra  IlepBoypasbck,
PYKOBOZAUTEIIMM  TIOApa3fie/leHu AJMUHUCTpalud TOPOACKOro okpyra IlepBoypaibck,
yKasaHHBIMU B Pe30JIIOLIMY BepXHero ypoBHS, - IIPYU MOATOTOBKe OTBETOB Ha BXOZSIIINe [THChMa,
NP TIOATOTOBKe IHMCeM OO MCIIOMHEHHWH pelleHuH IPOTOKOJIOB COBEIIaHUM, ITpOBeleHUH
perjiaMeHTHBIX MepOIIpUATUY;

Haua/bHUKOM (MHAHCOBOrO yIIpaB/leHUss AJMHUHHUCTpAllUd TOPOJCKOrO OKpyra
[TepBOypasbCK, HayaJbHUKOM YIpaB/eHHUss KOMUTeTa IO MPaBOBOM paboTe W MYHHUILUIIAILHON
ciyx0e - TIpM TIOATOTOBKE 3aK/IIOYeHHH Ha IpOeKThl penteHuid [lepBoypanbckoll ropofcKou
Aymsr;

Haua/JbHUKOM yTIpaB/ieHUsI KOMUTeTa I10 ITPaBOBOM paboTe W MYHUIIMITATBLHON CIyKOe -
IIpU TIOATOTOBKe OTBeTOB Ha akKThl IIPOKYPOPCKOIO pearupoBaHuUs; IpU IOATOTOBKe
JIOBEpeHHOCTell Ha TIIpeJCTaBleHHe HWHTepecOB MYHHLMIIA/ABHOIO TOPOJCKOIO  OKpyra
ITepBoypanbck, I'naBel ropogckoro okpyra [lepBoypanbck, AZAMUHUCTpaL[UU [OPOACKOIO OKpyTa
[TepBOypabck;

3amectuTenieM ['yaBel ropogckoro okpyra lIlepBoypanbCck 1O IIDOEKTHOM U
OpraHM3aliOHHOM paboTe - TpH IIOATOTOBKE TIMCEM HHOCTPaHHBIM  IIapTHEpaM,
JUITIOMaTUUeCKUM MHCCHSM, B 3arpaHyupexxaenus Poccuiickoit @egepaljuy, MeXXAyHapOAHbIM
OpraHH3aLyisIM, B TOM UHMCJIe TeKCTOB [lepeBo/ia Ha MUHOCTPAaHHbIe SI3bIKH.

3.5.10. IIpoekTel BHYTpeHHMX IlMCeM, aJpecoBaHHbIX ['/laBe ropoja OKpyra
[TepBOypasbCK, O MOAIMCAHUS TTOAJIEXKAT 00s13aTe/IbHOMY COIIaCOBaHUIO:

- HeTloCpe/ICTBEHHBIM PYKOBOUTe/IeM (OT/e/la, yIpaB/ieHus1) aBTOpa JJOKYMeHTa;

- Kypupyromum 3aMectuTesieM ['1aBbl ropogackoro okpyra [lepBoypanbck pyKoBoAuTe s
(oTpena, yrpaB/ieHUs1) aBTOpa AOKYMeHTa.
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3.5.11. TIpoeKThl /JOKYMEHTOB J0pabaThIBAIOTCSI aBTOPOM C YUETOM 3aMeuaHWud |
TIpe/I/IOKEeHUH B TeueHHe 2 pabounx JHel, CPOUHBIE JOKYMEHTHI - He3aMe/JIUTe/IbHO.

ABTOp IOKyMeHTa He UMeeT IIpaBa y4alsATh COIVIaCyIOIMX JIML] Ha 3Tarax COrJlacOBaHHUs
B I[eJIIX COKpallleHWsl CPOKOB IIPOXOXKJeHHsI IIpOeKTa JOKyMeHTa IIoc/le OTKJ/IOHeHHs Ha
JopaboTKy.

Bce coryacyrompe JO/KHBI COIVIacOBaTh IIOC/IeJHIOID BepPCHUIO IIPOeKTa JOKYMeHTa B
Co/.

3.5.12. B ciyuae HEBO3MOKHOCTH YCTpaHeHUsl 3aMeUaHUM aBTOp JOKYMeHTa BHOCHUT
CBOM KOMMEHTapuH, Hu3/jaraeT OOOCHOBaHHYIO TIO3WIMIO Ha BbICKa3aHHbIe 3aMeuaHUs, IIO
HeoOXOJMMOCTH TIpUjIaraeT [OIOJHUTE/NbHbIE JOKYMEHThl W HallpaB/isieT Ha COIVIaCOBAaHHE
TTOBTOPHO.

3.5.13. JlopaboTaHHble aBTOPOM U COIJIaCOBaHHbIE JOKYMEHThI IMOCTYMAalOT Ha STarl
MOATIMCAHUsT pyKoBoAuTemo 1o COJl, B OTAeNbHBIX c/ydasXx Ha OyMaKHOM HOCHTese, C
TIPUJIOKEHNEM TTOSICHUTEILHOU 3alCKU U APYTMIMH HEOOXOJUMBIMU TIPU/IOKEHUSIMU HOCHTeIe
(IOKyMeHTHI, He TIof/iexKaliue peructpaiiuu B CI/1).

3.5.14. KOHTpPOJLHO-OpPraHU3alUOHHOMY OTJe]y U JMlaM OTBeTCTBEHHbIM 3a
ZleJIOTIPOU3BOACTBO B CTPYKTYPHBIX IOApasfe/eHusIX PejOCTaBIIseTCs [IPaBO OTKJ/IOHSATh, TUO0
BO3BpalljaTb HCIIOJNHUTENSIM [JJOKYMeHThI, O(OpM/IeHHble C HapylleHUsMH TpebOoBaHUMN
HacTosIIel NHCTPYKLIUU.

3.6. Iloanmucanme [JOKYMEHTOB B AJMHHUCTpPalMd T[OPOACKOr0 OKpyra
IlepBoypanbck

3.6.1. Jlo/mKHOCTHBIe JiuLja IOATIMCHIBAIOT JOKYMEHTEI B IIpejie/laX CBOed KOMITeTeHL[MH.

3.6.2. I'naBa ropozckoro okpyra [lepBoypasbck NOATIMCHIBAET JOKYMEHTHI:

-B  3aKOHOjaTe/bHble  (IIpeACTaBUTe/NbHble) U MCIIONHUTe/NbHble  OpraHbl
rocyzapcTBeHHOM Biactu Poccutickont ®efeparium, cyobekToB Poccuiickoii deepariuy;

-I'y6epnaTopy CBepgoBckoi obacTy;

-3amectuTento ['yOepnatopa CaepgioBckodi obnacti — PykoBogutemo Armaparta
I'y6epHaTopa CBepsioBckoii obsactu v [lpaBuresnscTBa CBepAIOBCKON 00/1acTy;

-repBoMy 3amectuTes0 PykoBoaurensi Anmapara ['ybepHatopa CeepgioBckoi obiacTu
u IIpaBuTenncTBa CBEpA/IOBCKOM 00/1acTy;

-nipeficepatestto 3akoHozaTebHoro Cobpanust CBep/I0BCKO# 0b1acTy;

-pPyKOBOJUTe/IO 3arna/fHOro yIipaB/eHUeCcKOro OKpyra;

-B O0II[eCTBeHHBIE MTpHeMHbIe TTOJUTHUECKUX [TapTHH;

-HauampHUKY ['Y MB/] Poccuu no CBepyioBCcKoM 00/1acTHy;

-Havua/bHUKY YmnpasiaeHuss MB/] Poccuu nio ropoay IlepBoypa/bcky;

-HauambHUKY YmipaBieHuss ®CB Poccuu o CepzyioBckol 0b1acTy;

-npokypopy CBepA/I0BCKOM 00/1acTy;

-nIpoKypopy ropoga Ilepsoypasbcka;

-npoKypopy CBep//IOBCKOU MeXXpalOHHON ITPUPOJ,00XPaHHOM IPOKYpaTyphl;

-npoKypopy CBepA/I0BCKOU TPaHCIIOPTHOM POKYpaTyphI;

-pykoBoauTento  YmpaBneHuss ~@DefepasbHOM  AHTUMOHOIOJBLHOM — CIAYXKOBI IO
CBepAJIOBCKOM 00/acTy;

-B Amnmapar InonHoMouHoro npepcraButess [lpesugenta Poccuiickon @epepanuu 1o
CBepAJIOBCKOM 00/acTy;

- YTIo/THOMOUEHHOMY T10 TTpaBaM 4esioBeKa B CBep//I0BCKOH 06/1acTy;



16

- Y1o/THOMOUeHHOMY T10 TTpaBaM pebeHKa B CBepAJIOBCKOM 00/1acTy;

- YIOJTHOMOUEHHOMY T10 3all[UTe MpaB IMpejIprHIMaTe el B CBepAJIOBCKOM 00/1acTy;

-I'naBHOMY (penepansHOMY HHCTIEKTOPY TTO0 CBEpPAJIOBCKOM 00/1aCTH;

-menytataM  ['ocyzapctBenHodt  Jlymbr  ®egepanbHoro Cobpanusi  Poccubickoit
®epneparuy;

-fnernyTaTaM 3akoHogaTesHOro Cobpanusi CBep/ioBcKoi 06/1acTy;

-fentytataM [lepBoypasbckoi ropoackon [IyMer;

-npeAcenaTeto [lepBoypanbckon ropofcKou Jymsl;

-nipeAcesaTento KoHTposbHO-cueTHOM Nanatel ropoga IlepBoypanbcka;

-PYKOBOJUTe/ISIM OpPraHOB MeCTHOI'O cCaMoOyIpaB/jeHHs (B TOM YMC/e WHOCTPaHHbIX
rocyjapcTB);

-pPYKOBOJUTEJISIM acCOLMaliMi MeXKMY HALIAITIa/IbHOIO COTPYJHNYeCTBa;

-PYKOBOZAUTE/ISIM JUIVIOMaTHYeCKUX MHUCCHM Poccuiickoit @efepariy 3a pybeskom;

-pPyKOBOJUTENSIM JUIVIOMaTUYeCKUX MUCCHHA HMHOCTpaHHBIX I'OCyJapcTB B Poccuiickon
®enepaljyu.

3.6.3. 3amecTtutenu I'y1aBbl ropogcKoro okpyra IlepBoypasnbck:

-3aMeCTUTe/SIM pyKoBoAuTe st AamuHucTparuu ['ybepHatopa CBepAIoBCKOM 06/1acTy;

-3aMeCTUTe/IsIM TipeficesiaTesnsi [IpaBurtesnscTBa CBEpAIOBCKOM 00/1acTy;

-feriyrataM IlepBoypanbckoi ropofckor [Iymbl no mnopyueHuto I'jiaBbl TOpPOACKOro
okpyra [lepBoypanbck;

-B HCTIOJTHUTE/IbHBIE OPraHbl TOCYJapCTBeHHON BiaacTh CBep//IOBCKOM 0b/1acTy;

-3aMeCTHUTe/T0 HauanbHuKa ['Y MBJI Poccuu o CBep//ioBCKOH 06/1acTy;

-3aMeCcTUTe/IIM HaualbHYKa YTipasiaeHuss MB/I Poccuu o ropogy IlepBoypasbcky;

-3aMeCTUTe/IsIM IIPOKypopa ropoga IlepBoypanbck;

VHUI[MATUBHBIE TMCbMa M OTBeThl Ha oOpallleHHsl OpraHM3al[iii U TpakjaH, ajpeCcOBaHHBIE
AJIMUHUCTpalMu TOpoAcKoro okpyra llepBoypasnbCK, O KOMIIETEHLMM U B COOTBETCTBUM C
pesosmonper ['aBel ropogckoro okpyra [lepBoypaibck.

pPyKOBOAUTeJItO anmnapara Ilepsoypanbckol ropofcKor [l yMel;

nipeficesiaTe o V30mpatenbHOM Komyccuy ropoja [lepBoypanbck.

3.6.4. PykoBoauTenu CTPYKTYpHBIX IIOApa3fie/ieHnd AJMHUHHACTpALUd TOPOJCKOro
okpyra [lepBoypa/bck MOANKCHIBAIOT JOKYMEHTBI, HallpaB/isieMble OpraHu3aliysaM, Ipax/jaHam, B
COOTBETCTBUM C KOMIIeTeHIIMel, a TaKKe OTBeThbl Ha ITMChMa, MOCTYIMBILYe HeloCpeACTBeHHO B
CTPYKTYpHBIe TOJpasfieseHrs] AJMHUHHCTpALMY, JHMOO TIOCTYIMBIINME Ha WCIIO/NHEHHE B
COOTBETCTBUH C Pe30JIIOLIMeH BhIIeCTOSIer0 JO/DKHOCTHOIO JIULIA.

3.6.5. CypnebHast KOppecCIIOH/|eHL U, MO/IIMChbIBaeMast TrpeJcTaBUTe/IIMU
AJMUHHCTpaliUM TOPOACKOro okpyra IlepBoypanbck MO JOBepeHHOCTH, OQOpMIseTcss ¢
00s13aTeIbHBIM YKa3aHUEM [JO/DKHOCTHU U IO/ pa3/ie/ieHus] IIpe/iCTaBUTe/Isl.

3.6.6. [lokyMeHTEl, IpHHMMaeMble KOJUIeTMaJbHBIMU OpraHaMH, IOJIHACHIBAFOTCS
npeficesiaTesieM (IIpejce/aTe/IbCTBYIOLIMM Ha 3aceflaHMM) U CeKpeTapeM KOJlJIerHMajbHOrO
opraHa, NpH HeOOXOJVMOCTH IIOAIMCHIBAIOTCS BCEMM WiIeHaMH KOJUIETHa/JbHOIO OpraHa,
TIPUCYTCTBYIOLMMH Ha 3ace/|aHUH.

3.6.7. [Joroeopel, corjalleHUus] W KOHTPaKThbl IIOAIIMCBIBAIOT [ OrOBapHBarol{yecs
CTOPOHBL.

3.6.8. [le u Oosee TOAMUCHU CTaBATCS Ha [OKYMEHTaX, 3a CoOJepKaHHe KOTOPBIX
OTBeuaeT HeCKOJIbKO JIWL].
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3.6.9. BHocHTE Kakye-/I00 UCIIpaB/IeHHs WIH JAOMOMHEHNS B TIOANMCaHHbIE JOKYMEHThI
He JIOIy CKaeTcsl.

3.6.10. DyiekTpoHHas1 noAnuck (fanee — DIIIT) B 371eKTPOHHOM [JOKYMeHTe, cepTUdHKAT
KOTOPOW COZEep’KUT HeoOXOAMMbIe IIPU OCYIeCTBJAEHHHM [aHHBIX OTHOIIEHWH CBeJeHHSI O
IIPaBOMOUMSIX BJIaJie/iblla, TPU3HAETCS paBHO3HAUHOW COOCTBEHHOPYUHOW ITOAIMCH JIMIja B
JOKyMeHTe Ha 6yMa)KHOM HOCHUTeIe.

OUIT mpu pabore B COJ] UCHOMB3yeTCS  MYHHUI[UNAJBHBIME  CJIYXKAI[UMU
AJIMUHUCTpaLu ropoAcKoro okpyra IlepBoypasbck 151 BBIIIOJIHEHUS 3a/lad B COOTBETCTBUM C
JOJDKHOCTHOM MHCTPYKLIMeH U persiaMeHTaMu nporeccoB CO/].

Ecm foKyMeHT pacrieuaTaTh, OymMaxHblid sk3emiuissp ¢ DLIT O6yzaeT sBAsATBCS Komwmed,
KOTOPYIO HY>KHO [IOTIOJIHUTE/IFHO 3aBepyUThb. IIpy pacreuaTtke MOANKCH OYAeT BBIVISAETb Kak
IITaMII C JaHHBIMHU TTO/TIMCaHTa U JaTOM ee MOCTaHOBKU. Takasl BU3yasu3aljusi He obecrieurBaeT
TMO/I/IMHHOCTE JIOKYMeHTa.

YrobbI c/ies1aTh KOMUIO FOPUAWYECKH 3HAUUMOU TOAITUCH TIpH nofiave B cya, ®HC PO
WM 1o TpeOOBaHWIO JPYIUX CTOPOH, pacriedaTaHHBIA 3JIeKTPOHHBIM JOKYMEHT ClefyeT
NOZMCcaTh BPYUYHYIO M [IOCTaBUThL Ha Hero IevaTh U ITaMIl «KoIust BepHa».

PacrieuaTaTe 3/€eKTPOHHBIM JOKYMEHT MO)XHO K3 CHCTEMBI JOKYMEHTOOOOpOTa WM
3/IeKTPOHHOI'O XpaHW/IHIIIA.

3.6.11. Ilpu OTCYTCTBHUU [O/KHOCTHOI'O JIMLla JOKYMEHT IOAMNUChIBaeT UCIOJHSIOINN
00s13aHHOCTH.

3.6.12. [omyckaeTcsi mpocTaB/ieHre ¢pakCUMUe Ha CaeYIONIUX AOKYMeHTax:

- [ToyeTHBIX rpamMoTax U O/1aroAapCTBEHHBIX ITUCHMaX.

- Ciy>keOHBIX U HarpajiHbIX y/JOCTOBEPEHHSIX.

- l3BemjeHusix,  yBeAOMJIEHWsIX,  [pHUIVIAIIEHUSX,  O/arofapCTBEHHBIX MU
03/]paBUTe/IbHBIX TeKCTax (ITMCbMax).

- [JoroBopax W JAONOJHEHUSIX K HHM, eC/lId TakKoBasl BO3MOXXHOCTb IIpOIHcaHa B
yKasaHHBIX TeKCTaX WM yCTaHOB/IeHa MHBIM COIJIallleHHeM CTOPOH.

3.7. Perucrpanus BHyTpeHHUX JJOKYMEHTOB

3.7.1. BHyTpeHHUH JOKyMeHTOOOOPOT AJMHUHHUCTpAllUd T'OPOJCKOIO  OKpyra
ITepBoypa/nbCcK BK/IIOUaeT:

- IIOATOTOBKY IIPaBOBbIX aKTOB;

- nepeniMcKy Mexzy ['naBol ropoackoro okpyra IlepBoypanbck, 3amecTuTe/IsIMU 1'1aBEI
ropogckoro okpyra IlepBoypasnbck, pykoBoguTenssMU AJMUHUCTpalldd T'OPOJCKOIO OKpyra
[TepBOypabck;

- TepelMCKy MeXJy Tofpasfie/leHusIMU AJIMAHHCTpAallMM TOPOACKOIO  OKpyra
[lepBoypanbck, TOABEJOMCTBEHHBIMU VUpeXXJeHUsAMU (TIpeJIpyUsATUsIMU) A JMUHUCTpALUA
ropogckoro okpyra IlepBoypanbck.

3.7.2. Co3faBaeMble Y HCIOJb3yeMble BHYTPU AJMHUHUCTpALMU TI'OPOJCKOI'O OKpyra
[TepBOypasbCK JOKYMEHThI (BHYTPEHHME [JOKYMEHTHI) ITO//IeXKaT 00si3aTe/IbHON perucTpalym.

3.7.3. Perucrpalys BHYTPEHHUX [JOKYMEHTOB OCYIL[eCTB/IsIeTCs B Iporpamme CO/1.

JokymeHTel peructpupytorcss B C3Jl 1o Mepe HX IMOCTyIUIeHHs. []OKyMeHTHI,
TIOCTYITUBINIME Ha peructpanuto Ao 12.00 pabouero gus peructpupyiorcs o 17.00 sToro ke
JTHSI, TOKYMeHTBI, OCTyIHUBIIHe 1ocse 12.00 peructpupytorest o 12.00 creayrorero pabouero
[HsI, CpPOYHBIE [OKYMEHThI, IIOCTYIMBIIME BO BpeMsi pabouyero [Hs, pPerucTPUPYIOTCS
He3aMeJJINTe/IbHO.
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3.8. Perucrpanus u o0paGoTKa oTIpaBJ/isieMbIX JOKYMEHTOB

3.8.1. Perucrpaiusi ¥ o00paboTKa OTIIpaB/sSieMbIX [JOKYMEHTOB B A JIMHHUCTpAI[UH
ropoJcKoro okpyra llepBoypanbCcK OCyIecTB/sieTCsl B COOTBeTCTBUM HacTOsIIel NHCTPYKLIWY,
[okyMeHTEI perucTpupytorcs B C3/] 110 Mepe KX IOCTYIIIeHUS.

ITOKyMeHTBI, MOCTYITUBINME Ha peructpanuio Ao 12.00 pabouero AHs pPerMCTPUPYIOTCS
fo 17.00 storo xe fgHs, AOKYMeHTHI, rocrynueime rnociae 12.00 perucrpupyrorcsa go 12.00
c/efytolero pabodero AHs, CpOUYHble [JOKYMEHTHI, TIOCTYNHMBIINE BO BpeMsi pabouero AHs
PerucTpyUpyroTCcsl He3aMe//INTe/IbHO.

3.8.2. JloKyMeHTHI, TIOCTyMAIOIINe Ha TMOJIMCaHUe DPYKOBOJUTE/SIM, [OJDKHBI OBITH
o(opMIIEHBI B COOTBETCTBUH C TPeOOBaHUSIMU HACTOSII€H NHCTPYKL{UH.

3.8.3. Ilpyu mnpreMe UCXOAANMX JOKYMEHTOB Ha peruMCTpaljdl0 IIpoBepsieTcs
IIPaBU/BHOCTE OPOPMJIEHHSI M a/jpecoBaHus JOKYMeHTa, Hajluuue BceX NPUIOKEHUM K HeMmy,
uHpOpMallMK IO pacChlIKe JAOKyMeHTa (TpH HeoOXOAWMOCTH). [Isi 5TOro HCIIONMHUTETIO
HeoOXOAMMO yKasbIBaThb CIOCOO OTMpaBKH, IIOUTOBLIA ajpec, 3JeKTPOHHBIA afpec (eciu
JIOKYMEHT OTIIPaBJIsIeTCsI [0 371eKTPOHHOMN TouTe).

3.8.4. OTBeTCTBEHHOCTL 3a COCTaB/eHHMe U OQopMJeHHe [OKyMeHTa BO3/1araeTcsi Ha
aBTOpa JoKyMeHTa. HemnpaBuibHO o¢oOpM/eHHble [JOKYMeHTbI BO3BpalllaloTCsl aBTOpY /s
JopabOTKH.

3.8.5. Ilocne perucrpallid OpWIMHAA MCXOAMALIero [JOKyMeHTa IlepefaeTcss Ha
NoJNIcaHue PYKOBOZAMTe/II0, KpOMe JIOKYMeHTOB, HarlpaB/sieMblIX yuyacTHUKaM C3/]. Opurunan
JIOKyMeHTa JI0/DKeH OBITh HjeHTHUeH AoKyMeHTy ¢ CO/I.

3.8.6. IloanncaHHBle pYKOBOAWTe/leM OpWIVHA/Abl JIOKYMEHTbl IlepeflaloTcs B
KOHTPOJIBHO-OPraHW3al[MOHHBIA OT/es [Jisl TIPUKpeIVIeHNs] CKaHHPOBaHHOIO obpas3a [JOKyMeHTa
B CO/I.

3.8.7. 3apeructpupoBaHHble U OOpabOTaHHBIE [OKYMEHTBHI IepefjaloTCs WCIIOIHUTETIO
JJI1 OTIIpaBKU JOKyMeHTa. B ciyuae HeoOXOAMMOCTH OTMHpPaBKH JOKYMeHTa ITOYTOBBIM
OTIIpaB/IeHHeM uepe3 KOHTPOJIbHO-OpPraHM3allMOHHbIN OT/e/l UCIIO/HUTe b TlepeaeT JOKyMeHT
COTPYAHUKY KOHTPOJIbHO-OpPraHMW3allMOHHOIO OT/eJsa C yKazaHHeM TOUHOI'O IIOUTOBOIO ajpeca
OTIIpaBKHU.

O6paboTKa /OKYMEHTOB JJIsi OTIIPaB/€HHs] TIOUTOBOM CBSI3bIO OCYIIIECTBI/SIETCS B
CcOoOTBeTCTBMM C [lpaBH/laMM OKasaHMS yC/IyI TIOUTOBOW CBs3HM, YTBep)KJeHHbIMU [Ipukasom
MuHucTepcTBa CBS3M U MacCOBBIX KOMMYHHKalud Poccuiickont ®@egpepaunu ot 31 wutoss
2014 roga No 234 (pmanee - IlpaBuia okasaHUsi yCJAyT MOUTOBOM cBsizv). Ha oTmpasisieMyio
KOPPeCIIOH/IeHIIUIO COCTaBJ/ISIIOTCSI peeCTpbl, KOTOpble XpaHATCS B TeueHHWe 2 JieT U SIBJISIIOTCS
yUeTHO-CIIPaBOYHBIMH JOKyMeHTaMH.

3.8.8. OtmipaB/ieHre 3/71eKTPOHHBIX KOMUM JOKYMEHTOB IO KaHaiaM C3/l npousBoguTcs
6e3 OCHUIKY MOAJMHHUKOB Ha OHYyMaKHOM HOCHUTeIe.

3.8.9. OrnpaBnenve ¢Qaxcorpamm, TesnedOHOTpaMM, 3J/IeKTPOHHBIX JOKYMEHTOB
OCYIL[eCTBJISIeTCSI C ITIOMOLBIO CPe/ICTB 3/IeKTPOHHOM CBSI3U.

3.9. IlopAAOK CHATHA AOKYMEHTOB C KOHTPO/If, UCIIO/IHUTe/IbCKasA JUCIHIINHA

3.9.1. MokymeHT B CO/] cHUMaeTcs1 C KOHTPOJIs Tioc/ie (haKTUUECKOTO BBITIOJTHEHUST BCeX
MOpPYUeHUH IO CYIIeCTBY, JOKYMEHTHPOBAHHOI'O TOATBEPIKAEHUs] HCITOMHEHUs] U COODIIeHusT
pe3yJIbTaTOB 3aMHTepeCOBaHHBIM OpPraHU3allUsaM U JIULIaM.
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B C3D/] mpu 3aBeplieHMM Ipoliecca IO HCIIOJIHEHHIO [JOKYMeHTa, pe3O/IOLMU WU
TIOpPYUEeHUsT MCTIONMHUTE b Ha 3aK/aafke «Co3/aTh OTUeT» 3aHOCUT HHPOPMALIHIO 00 UCITOIHEHUH
TIOpyuYeHus], JaTy U pPerucTpallMOHHBI HOMep OTBEeTHOI'O IMCbMA, BKJ/IaJblBaeT HCIIOJHEHHbIN
JIOKYMEHT, CBSI3bIBaeT ero ¢ JOKYMeHTOM, 10 KOTOpPOMY JaBajock [IOpyueHue.

ITpu cosfaHuy oTueTa He [OIYyCKAIOTCS OTBETHI IO THUIY «BBIIOJHEHO», «UCIIOHEHOY,
«TIpUHATO B paboTy» Oe3 yKa3aHHS KOHKPETHBIX AeWCTBUH IO BBINOIHEHHIO ITOPYYeHHs.
UcnomHeHnne JOKyMeHTa, II0 KOTOPOMY He IIpeJ[yCMOTpeHa IIOATOTOBKa OTBeTa B BHJe
JIOKyMeHTa, OQOpMJIsieTcs] UCIIONHWTesleM Ha 3akjdafke «Co3faTe OTUeT», HalpUMep:
«COODII[eHO TIO Tese(OHy...», «IIPOBEJEHO COBEIaHHUE...», «U3/IaHO ITOCTAHOB/IEHHE...» U TOMY
rofobHoe.

[Tocne co3panus U OTIIpaBKM OTYeTa B COOTBETCTBUU ¢ IporjeccoM CO/I 1o UCIIO/THeHUIO
JIOKYMeHTa, Ioc/le TOro KaK PyKOBOJHWTe/Ib, BbIJaBLINM [IOpy4YeHHe, [IPUHSAI OTUeT, JOKYMeHT
aBTOMaTUYeCKH CHHMMaeTCsl C KOHTPOJII M CUMTaeTCsl UCIIONHEHHBIM. B ciyuae OTK/IOHeHHs
oTueTa JOKYMEHT OCTaeTCsl Ha KOHTPOJIe ¥ CUMTaeTCsl HeMCIIO/HeHHbBIM.

[Ins1 CHATHS C KOHTPOJISL 3JIeKTPOHHOM PeruCcTpaljMOHHO-KOHTPOJILHOM KapTOUKH yueTa
110 oOparleHHIo TPaXK/jaH UCTIONMHUTE b AO/KeH IPeJOCTaBUTE B KOHTPOIbHO-OPTraHU3aLOHHBIN
OT/le/l TIMCbMEHHBIN OTBeT B aJpec OOpaTHBIIErocsi TpakJaHHMHA Ha OyMaKHOM HOCHTee,
TIOATIMCAHHBIA PYKOBOAWTEEM B COOTBETCTBHMHM C KOMIIETEHLIMEM IO BOIIPOCY OOpaleHwUst
(pe3omtoLueli/nopyueHreM JO/DKHOCTHOIO JIML{a, BBIIECTOSAIEI'0 PYKOBOJUTEIS).

3.9.2. KOHTpO/ILHO-OpraHU3alldOHHbIM OTZe/JIOM OCYLeCTB/seTcss MOHMTOPHHI 34
COCTOSITHUEM HCIIOJIHATeNbCKOW AWCLMIUIMHBI B AJIMMHMCTpaliM T'OpPOJCKOrO  OKpyra
ITepBoypasibck Ha ocHoBaHMHM «lIlopsiaka 1Mo paboTe € MCIIOMHUTENBCKOW AUCLIUIIMHON»,
YTBEpKeHHOI'O paclopsbKeHueM AJIMUHHCTpaluu ropofackoro okpyra Ilepsoypanbck Ne 191
ot 05 utona 2019 roga. ExxeHeZle/IbHO, exeMeCIUHO TPOBOAUTCS MOHUTOPUHI HEUCIIONIHEeHHBIX
JIOKYMEHTOB, COCTaBJ/IIIOTCSI IIepeuHH IIOJJIeKallluX HCIIO/IHEHWIO AOKYMEHTOB W JIOBOJAWUTCS
yHbopMaLys A0 UCIIONHUTe/Ied U PyKOBOAUTe el ToApas/ieseHui A IMUHHCTpaLiUi FOpPOACKOro
okpyra [lepBoypanbck.

KoHTponrpyeMsle B TeueHHe Mecsilla ¥ HEMCIIO/IHeHHbIe IIPOIL/IBbIX [IepUO/0B JJOKYMeHTbI
YUUTBIBAIOTCS TIPU TOZCUeTe UCIIONHUTEeIbCKON AUCLIUIIIMHBI 10 pa3fe/leHu A IMUHUCTpaLuu
ropogckoro okpyra IlepBoypanbck.

AHanmu3 pacCMOTpPeHMsI M HCIIOJIHEHWs! JOKYMEHTOB ITPOBOAMTCS Ha OCHOBe JaHHBIX
aHa/IMTHYeCcKoH nogcuctemsl CO/] MM MporpaMMHBIX MOAYJIEH.

3.9.3. Cpoku HCHOMHEeHUs1 AOKYMEHTOB IpHBeJleHbl B TMPWIOXKeHUH 1 K HacTosilen
VHCTPYKLUH.

3.10. Y4yeT Ko/1M4ecTBa JOKYMEHTOB H IOUCK A0KYMEHTOB.

3.10.1. KonmuuecTBO IOKYMEHTOB 3a OITpe/iesieHHbIN MePUOJ] BpeMeHH COCTaB/sieT 00beM
JOKyMeHTOOOOpOTa B A IMUHUCTPALIMH FOPOCKOro oKpyra IlepBoypasbek.

3a eAMHMIy yueTa  KOJMYeCTBa  JIOKYMEHTOB  IIpUHMMaeTcsl  JOKYMeEHT,
3aperncTpupoBaHHbId B CO/I MM MHOM NPOrpaMMHOM MOJyJIe.

3.10.2. Yder ocyljecTB/sIeTCsl 10 MeCTy perucTpalud AoKyMeHTOB. llocTynaroijue,
OTIIpaBJisieMble U BHYTPeHHHe JOKYMEeHTB] yUUTBIBAIOTCS paszie/IbHo.

3.10.3. Pe3y/nbTaThl yueTa KO/JWYeCTBa JOKYMEHTOB OOOOIAlOTCS U TTPe/CTaBJISTFOTCS
PYKOBOAUTEISIM B Le/IIX aHa/MM3a M ONTHUMH3alMUd [JOKYMeHTOoOoOOpoTa B AJAMHUHHCTpAL[UH
ropogckoro okpyra IlepBoypanbck.
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3.10.4. C3/] 1nos3BosisieT BBIIOAHATL IIOMCK JOKYMeHTOB. IIoMCK JOKyMeHTa
OCYIIIeCTBJISIETCS 110 3a/jJaHHBIM 3HAUEeHHSIM ero aTpUOYTOB (3arO/IOBKY [OKYMEHTa, Ha3BaHMIO,
JlaTe perucTpalivy, aJjpecary U Tak jajee).

IV. O6mue TpeboBaHusA K 0(hOpM/IEHHIO JOKYMEHTOB

4.1. bj1aHKH JOKYMEHTOB

4.1.1. JloKymMeHTBLI, coO3/laBaemMble B aJMUHUCTpaluu ropoga IlepBoypaibck,
oopMISITOTCT Ha O/aHKax yCTaHOB/IEHHOW (OpPMBbI, HMEIOT YCTAHOB/IEHHBIM KOMILIEKC
00s13aTeTbHBIX PEKBU3UTOB, MOPSAOK UX PaCIIONOKeHHsT U 0)OpMIIEHUSI.

4.1.2. bnaHKM [OKYMEHTOB M3IrOTaB/IMBAlOTCSl Ha CTaHAApTHBIX JMcTax dopmara
A4 (210 x 297 mm), uMmetoT 1o/t He MeHee: 20 MM - jieBoe, 15 MM - mpaBoe, 20 MM - BepxHee,
20 MM - HIDKHee.

JoKyMeHTEI /uTe/bHBIX (cBbIe 10 j1eT) CpOKOB XpaHeHUsl [JO/DKHBI UMeTh JieBoe I10J1e
30 MMm.

4.1.3. banku Ha 6yMa)KHOM HOCHTeJIe U 3/IeKTPOHHBIe I11a0/I0HBI OJIAHKOB [JOJDKHBI OBITh
W/IeHTHUUHBI [I0 COCTaBY PeKBU3UTOB, MIOPS/IKY UX pacloOKeHHs, TapHUTYpaM LIpUdTa.

4.1.4. BkmoueHne B JOKyMeHTOOOOPOT AJJMUHHUCTpAIlUd HOBBIX OJIaHKOB, WX
IIPOeKTHPOBaHKe, U3rOTOB/IeHHe OCYIIleCTB/IIeT KOHTPO/IbHO-OpraHU3allMOHHBIA OT/iell.

Otgen vHPOPMAIMOHHBIX TEXHOJOTHMM pa3pabaTeiBaeT (KOpPpeKTHpyeT) OJiaHKH
JIOKYMEHTOB B COOTBeTCTByIolleM ¢opmarte aasi C3J] u obecrieunBaeT UX JajbHeIee
pasMelijeHre Ha CETeBOM pecypce OOIIIero JOCTyIia AJsi UCIOIb30BaHUsl B paboTe U MOAJIEeKaT
3aluTe OT HeCaHKLJMOHUPOBAaHHBIX U3MeHeHHUH.

4.1.5. 3ampemaeTcsi CaMOCTOSITe/TbHO NPOEKTUPOBATh WM W3MeHAThb OjaHKU. biaHku
JIOKYMEHTOB, IIpUMeHsieMble B aJMHWHHCTPAllMH, MAO/DKHBI HCIIONb30BaThbCsl CTPOro IO
Ha3HaueHUIO U He MOT'YT Ilepe/iaBaThCsl APYTUM OpraHu3al{ysiM UM JIMLaM.

4.1.6. bnaHKM TIOCTAaHOB/AEHWM M pacrnopsbkeHWd ['1aBel TopofAcCKOro oOKpyra
IlepBoypanbCcK, IIOCTAHOBJEHWM W PaclOpsUKeHUM AJMUHHCTpal[dd TOpPOJACKOIO OKpyra
[lepBOypasbcK, OslaHKM [JOKYMEHTOB /il TepelMCKA C BOCIPOM3BeJeHHeM repba ropoga
[lepBOypasbCcK B IIOMHOLIBETHOM BapHaHTE M3rOTAB/IMBAIOTCS TUIOPapCKUM  CIIOCOOOM,
TNOJ/Ie)KaT yUueTy, UCIIO/Ib3YIOTCS TObKO KOHTPOJ/ILHO-OpPraHU3al{MOHHBIM OT/e/IOM.

4.1.7. Buabl 6/1aHKOB JOKYMEHTOB:

6s1aHK rvceMa (I'aBe1 ropozickoro okpyra [lepBoypanbck, AIMUHHCTpALIN TOPOJCKOTO
okpyra [lepBoypasbck) (mpuioxenue 8);

6/1aHK cinykeOHOM 3anncky (rpunokeHue 9);

6/1aHK KOHKPETHOI'O BH/la JOKyMeHTa (Tpuioxenus 2,3,4,5);

4.1.7.1. ans cay>keOHBIX IHCEM U CIy>KeOHBIX 3alUCOK HCIIONB3YeTCsl YII0BOW OJaHK
NYcbMa.

4.1.7.3. 06/aHK KOHKPETHOTO BHJA JOKYMEHTa WCIIOAB3yeTCsl A  OpOpM/IeHUs
pacropsiAuTe/bHbIX JOKYMEHTOB (pacropsbkeHue, IoCTaHOB/IeHHe).

4.2. CocraB u oopM/ieHHE PEKBU3NTOB IOKYMEHTOB
4.2.1. Tepb ropoackoro okpyra IlepBoypadbCK - pPEKBH3UT, WCIIOAb3yeMbIA B
JIOKyMeHTaX B COOTBETCTBUM C HacTosIlleld MHCTpyKLueHd. M3obpakeHre repba ropofCKOro
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okpyra IlepBoypanbck IOMelljaeTcsl HaJ, peKBU3WTaMH OpraHM3aliuM - aBTOpa AOKyMeHTa Ha
paccTtosiHuM 10 MM OT BepxHero Kpas JIMCTa.

4.2.2. HaumeHoBaHHe opraHu3aluu (1o pas/ie/ieHus1) - aBTopa JIOKyMeHTa.

HavmeHoBanve opraHusaiu (TIofpa3fiefieHust) - aBTOpa JOKyMeHTa Ha OsaHke
JIOKYMeHTa JO/DKHO COOTBeTCTBOBATb HAaMMEHOBaHWIO, 3aKpeIlJIeHHOMY B YupeJUTe/bHBIX
JIOKyMeHTax (ycTaBe WM Io/okeHUM). 1o HaiMeHOBaHWeM opraHu3aluu (Tofpas/eseHus1) B
CKODKax yKa3bIBaeTCs COKpallleHHOe HauMeHOBaHWe, eC/Id OHO TIpeJyCMOTPEHO YCTaBOM
(monoxeHuem).

4.2.3. CipaBouHbIe JJaHHbIe 00 OpraHU3allyy.

CripaBouHbIe JaHHBIE OO OpraHM3alliM YKa3bIBAaIOTCS B OsiaHKaX IMCEM U BK/IOUYAIOT:
MIOYTOBBIM ajjpeCc C TIOYTOBBIM MH/|€KCOM, HOMep TejedoHa (TipreMHasl, KOHTPOJBHO-
OpraHu3al|MOHHbIN OTZeN), aJjpec 3/1IeKTPOHHOM IOUTEI, CeTeBOM afipec (cailT).

4.2.4. HaumeHoBaHUe BHU/la JOKYMeHTa.

HaumeHoBaHMe BHJa [JOKyMeHTa yKasblBaeTCsl Ha BCeX JOKyMeHTax, 3a WCK/IIoUeHHeM
IIFICEM, pacIio/araeTcs Mo/l peKBU3UTaMH aBTopa JJOKYMeHTa, IeuaTaeTcst PO CHBIMU OyKBaMH
BpaspsAKy.

4.2.6. [laTa JOKyMeHTa.

Hara oKyMeHTa COOTBETCTBYeT JaTe MOANUcaHusl (IIpaBOBOH aKT, IMCBEMO, 3asiB/leHHe),
yTBepXK/eHUsI (pernaMeHT, MOJIOXKeHHe, T/1aH, WHCTPYKLMS), 3acefjaHust (TIPOTOKOI), COOBITHS
(akT).

Bce ciyxeOHble OTMETKM Ha [JOKYMeHTe, CBsi3aHHble C ero IIPOXOXK/EHUEM H
VICIIOJIHEHUeM, J0J/DKHBI JaTUPOBaThCsl U MOITUCHIBAThCS.

[ara odopmiisieTcsi B 1OC/Ie/JOBaTe/IBHOCTH: IeHb, MeCsILl, TOf OAHHM M3 JIBYX CIIOCOOOB:
1{U($POBBIM WM C/IOBECHO-L{U(POBBIM.

[udporoti criocob6 oboszHauenusi gathl:  01.10.2018. VYkasaHHBIM criocobom
o(hopMJISIFOTCSL AaThl MOAIIUCAHMS, YTBEP K/ eHus], COrIacOBaHUsl JOKyMeHTa.

CroBecHO-1TU(pOBOH criocob oboszHaueHust gaThl: 01 okTsa6pst 2018 roga.

4.2.7. PeructpaljiOHHBIM HOMep JOKyMeHTa.

PeructpaijuoHHbI HOMep (MH/EKC) JAOKYMeHTa - LU(PPOBOM MM OyKBeHHO-ITM(POBOH
WJIeHTU(PUKATOP JOKYMeHTa.

PerucrpaljuoHHBII HOMep pacIopsiiUTeNBHOrO AOKyMeHTa OgopMsieTcsi apabCKUMU
1udpaMu U COCTOUT U3 3HaKa Ne U MOPsIZIKOBOI'O HOMepa.

PeructpanioHHeli HoMmep mnuceMa B C3Jl cOCTOMT M3 COCTaBHBIX uacTel, KOTOpbIe
OTAENSIOTCS APYT OT Apyra Aeducom, Haripumep: 114-01-06/321, rae:

114 - uHpeKc, TPUCBOEHHBIM AJIMHHUCTpallUM ropofckoro okpyra IlepBoypasnbck B
o,

01 - neaexc nogpaszeneHust AZIMUHHACTpALIMK ropofckoro okpyra IlepBoypaibck,

06 - nHAeKC fesa 10 HOMeHK/IaType fell,

321 - NOpsiAKOBBIM HOMep JAOKYMeHTa.

4.2.8. CcbUlKa Ha perucTpaljOHHbINM HOMep U aTy MOCTYINUBIIero JOKyMeHTa.

CcbulKa Ha pericTpaliMOHHBIA HOMep W JiaTy IIOCTYNMBILEro JOKYMeHTa BKJ/IOuaeT
perucTpariioHHBId HOMEp M [aTy J[OKyMeHTa, Ha KOTOpbId HeoOXOJWMO JaTh OTBET, H
TNIPOCTaB/IsIeTCs] UCIIOJIHUTeeM IIPU IIOArOTOBKe IMCbMa-oTBeTa. Homep M para B TOuHOCTH
TepernychIBalOTCs U3 O/aHKa MUCchMa-3arpoca.

Harnprmep: Ha Ne 12/08-14 ot 03.05.2018
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Hanvume faHHOTO peKBH3WTA MCK/IIOUaeT HeOOXOUMOCTb YIIOMUHAHUSI HOMepa, [aThl U
3arOJIOBKa TIOCTYIIMBIIETO JOKYMeHTa B TeKCTe IIMCbMa, 4YTO OCBOOOXKJAeT TeKCT OT
BCTIOMOTaTe/IbHOM, CIIpaBOYHOM UH(OPMaLUU.

4.2.9. MecTo cocTaB/ieHust (U3/laHHs) AOKYMEHTA.

MecTto cocraB/ieHUsl (M3[jaHUsI) AOKYMeHTa yKa3bIBaeTCsl BO BCeX JOKYMeHTax, KpoMme
IIHCeM, a TaKXKe J[OKJ/aJHBIX, CAy>KeOHBIX 3alMCOK M JAPYrUX BHYTPEHHUX HH(pOPMAI[OHHO-
CIIPaBOYHBIX JJOKYMEHTOB.

Harnprmep: r. [lepBoypasnbck

4.2.10. Axpecar.

AzpecaT ncrionb3yercsi Ipy OpOPMJIEHHH Je/IOBBIX (C/IyKeOHBIX) IMHCeM, BHYTPEHHHX
MH(OPMAaLIMOHHO-CTIPABOYHBIX [JOKYMEHTOB (JOK/aHbIX, Cy’KeOHBIX 3aITHCOK H AP.).

AzpecaToM [OKyMeHTa MOXeT OBITb OpraHM3alysi, CTPYKTYpHOe TIIOfipa3/eeHue
opraHusalyy, JO/KHOCTHOe WM (pr3ruecKoe JULO.

B pekBusure «Ajpecar» AOMyCKaeTCs] WCIIONB30BaTh OOIIENPUHATHIE COKpaIllleHHBIE
HauMeHOBAaHHs OpraHOB T'OCYAapCTBeHHOM BJIaCTH, OpraHOB MeCTHOI'O CaMOyIIpaB/eHus,
OopraHu3alyi.

PexBusuT «AjpecaT» IpOCTaBiseTcs] B BepxHed IIpaBOM uacTH JAokyMeHTa [Ipu
a/JjpeCcOBaHMM  [OKYMeHTa PYKOBOAMTENIO (3aMecTUTe/N0 PYKOBOAUTess)) OpraHHU3aliy
YKa3bIBalOTCSl B JlaTeJIbHOM IaJie)ke HauMeHOBaHHWe JO/DKHOCTU PYKOBOZAMTeNs (3amMeCcTUTeIst
PYKOBOAUTe/sI), BK/IOUalolllee HauMeHOBaHWe oOpraHusaluy, W ¢aMuius, HHULMA/bI
JOJDKHOCTHOT'O JIMLa.

[Tpumep -

PykoBogurento @efepanbHOro
apXMBHOI'O areHTCTBa
®amumua U.0.

IIpn aspecoBaHMM NMCbMa B OpraHM3al|dIO0 yKasbIBaeTcsl ee IIOJIHOe WM COKpallleHHOe

HavMeHOBaHHe B MMeHUTe/ILHOM Iajiexe.
[TpymepsI —
1 ®epepanbHOEe apXUBHOE areHTCTBO
2 PocapxuB

IIpn agpecoBaHuy JOKYMeHTa B CTPYKTYPHOe IOApas/e/leHre OpraHu3aliii B peKBHU3UTe
«ajipecaT» yKasblBaeTCsl B MMEHWUTE/NbHOM Ilafie)ke HauMeHOBaHHe OpraHMu3aliuM, HWkKe -
HavMeHOBaHKe CTPYKTYPHOI'O o pasie/eHus!.

[Tpumep -

@efepasbHOE apXUBHOE areHTCTBO
Otjen rocyAapcTBeHHOM CJTy kOB,
KaJIpOB Y Harpas

ITpn agpecoBaHyy MMMCbMa PYKOBOJUTE/IIO CTPYKTYPHOIO IO Pa3/ie/leHUs yKasbIBaeTcsl B
VMEeHHUTe/JIbHOM IlaJle)ke HauMeHOBaHWe OpraHusaljid, Hike - B JaTeJIbHOM Ilafie)xe
HauMeHOBaHHe JO/DKHOCTH pYKOBOAMTe/s, BK/IOUalolllee HauMeHOBaHHWe CTPYKTYPHOI'O
nofpas/eneHus, (paMuIno, MTHULIAAbL.

[Tpumep -
AO «IlIpodunb»
PykoBoguTeno JOroBOpHO-
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IIpaBoOBOrO OT/ea
®amumua U.0.
[lepen damumeli AOMKHOCTHOTO JMIA JOIYCKAETCsl YIIOTPeO/SATE COKpalljeHne «T-Hy»
(rocriofnHy), ecau afpecaT My>KUMHa, U «T-3Ke» (TOCTIOXKe), eC/TH ajipecaT KeHI[hHa.
[TpymepsI —
1 r-uy ®amunusa N.0.
2 r-xe ®amunug 1.0.
IIpn pacceuike JOKyMeHTa IpyIllle OpraHM3aliMid OJHOI'O TWIlA W/IA B CTPYKTYpPHBIe
ToJpasziesleHusi OHOW OpraHu3aliiy, aJpecaT yKa3bIBaeTcsl 0000IIeHHO.
[TpymepsI —
1 PykoBoguTe 1M MyHULIMITA/ILHBIX
yupexaeHun
2 PykoBoguTe/IsiM yTipaBlIeHUN

Ilpu pacchlike JOKyMeHTa He BCeM OpraHH3alldsM WK CTPYKTYPHBIM IO/ pas/eeHusIM

10/ PEKBU3UTOM «AJIpecaT» B CKOOKaxX yKa3bIBaeTcsi: «(T10 CIIMCKY )».
[Tpumep -
PykoBoguTesiM yupex/eHui
(o crmucky)

B opHOM IoOKyMeHTe He JO/DKHO OBITE OoJiee ueThIpeX afpecaTtoB. CioBo «Kormusi» epef
BTODLIM, TpeTbUM, UeTBepPThHIM ajpecaTaMd He VKa3biBaeTcsl. IIpu OosbllieM KOnM4ecTBe
ajjpecaToB COCTaBJ/IsIeTCsl CIMCOK (JIMCT, yKasaTeslb) PpacChIIKM [OKYMeHTa, Ha KaXAOM
JIOKyMeHTe yKa3bIBaeTCsl OJUH ajipecaT U afpecat odopmiisieTcs: o6obIIeHHO.

B cocTaB pekBU3UTa «AJipecaT» MOXeT BXOJUTb ITIOUTOBBIN ajipec. D/leMeHThI [IOUTOBOI'O
ajjpeca YyKasbIBalOTCs B IIOC/e[jOBaTe/bHOCTH, ycTaHOBJeHHOH [IpaBWiamMy oOKasaHUsI yC/Iyr
TIOYTOBOM CBsI3U, YTBEPKAEeHHBIMU ITPHKa3oM MUHKCTepCTBa CBSA3U M MacCOBBIX KOMMYHHKaLIHI
Poccutickon ®@epeparuu ot 31 urosist 2014 roga Ne 234.

[Tpumep -

Bcepoccuiickuil HayyHO-
HcCileloBaTe/IbCKUI HHCTUTYT
JIOKYMeHTOBe/|eHUs1 U apXUBHOI'O fle/ia
yi1. IIpodcorosHas, a. 82,

MockBa, 117393

[TouToBBIN ajjpec MOKeT He yKa3bIBaThCsl B [JOKYMEHTaX, HallpaB/sieMbIX B BbICILIHE
opraHbl B/IaCTH, BBILIECTOSIII{He OpraHK3al{iH, [10/iBe/JOMCTBEHHble OpraHU3al[ul U IIOCTOSIHHBIM
KOppecIIoH/leHTaM (3a UCK/IIoueHUeM HarlpaBJ/IeHHs! ITMCeM YKa3aHHBIM ajipecaTaM B KOHBepTax C
IIpO3pauHbIMU OKHaMH).

Ilpy aspecoBaHMM JOKyMeHTa (U3MUECKOMY JIMLY YKa3bIBalOTCs: daMUINS WHULIAABI,
TIOYTOBBIN afipec.

[Tpumep -
®amuusa U.0.
yi1. FObunetinas, a. 30, kB. 12,
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r. IlepBoypanbck, CpepayioBckass 0071,
623112

[Ipm ormpaBke TMHCBEMa I10 3/eKTPOHHOM IOUTe WM MO (akCUMHIBHON cBsi3u (Oe3
JOCBIIKA TIO TIOUTe) TIOYTOBBIA aJpec He yKasbiBaeTcs. [Ipu HeoOXOAMMOCTH MOMKET OBIThH
yKa3saH 3/IeKTPOHHBIH afipec (HoMmep TenedoHa/dakca).

[Tpumep -

Bcepoccuiickuil HayyHO-
yccre/ioBaTe/IbCKUA UHCTUTYT
JIOKYMeHTOBe/leHHsI ¥ apXUBHOIO Jiesa
mail@vNeiidad.ru

4.2.11 I'pud yTBepxkeHHsI MPOCTaB/sIETCS] Ha JOKYMEHTe B C/yuae ero yTBepXK/eHHs
JIO/DKHOCTHBIM JIMLIOM, PacIOpsiAUTe/bHBIM [JOKYMEHTOM (TIOCTaHOB/IEHHEM, pacIopsDKeHHEeM)
W/IM pellleHHeM KOJlJIerHaJbHOrO OpraHa.

I'pu¢d yTBepxeHUs1 pasMelliaeTcsl B IPaBOM BepXHeM VIVIy I1€pPBOrO JIMCTa JOKyMeHTa.
CTpOKM peKBH3WTa BbIPABHUBAIOTCS I10 JIeBOMY KpalO WU LIeHTPUPYIOTCS OTHOCUTE/IBHO CaMOU
JJIMHHOU CTPOKHU.

Ilpy yTBep)kAeHUH AOKyMeHTa AO/KHOCTHBIM JIMLIOM I'PU(] yTBEp)K[EeHUs] COCTOMT U3
cnoBa YTBEPXKIAIO, HauMeHOBaHMSl [O/DKHOCTH JIMLa, YTBEpXKJAIOL[ero AOKYMEHT, ero
MO/TIUCH, UHULIUA/IOB, (paMUINU U [jaThl YTBePXK/ eHUsl.

[Tpumep -

YTBEPXIAIO

I'naBa ropogckoro okpyra Ilepsoypanbck
IMoarmcy N.0. ®amunus

Hara

Ilpy yTBepKAeHHWU AOKyMeHTa pacIopsiiUTe/NbHbIM JOKYMEHTOM I'pU( yTBep>KZeHUs
coctout u3 cioBa YTBEPXK/IEH (YTBEPXK/IEHA, YTBEPXX/IEHBI umu YTBEPXK/IEHO),
COIVIaCOBAHHOI'O C HaWMeHOBaHUWeM BHJA YTBep)KJaeMoro JOKyMeHTa, HaWMeHOBaHWs
pacIiopsiiUTe/IbHOrO JOKyMeHTa B TBOPUTE/ILHOM I1ajieXke, ero aThl, HoMepa.

[TpymepsI —

1 (PernameHnr) [TpunoxxkeHuvie
YTBEPXIEH
rocraHoB/ieHreM ['1aBbI
ropogckoro okpyra Ilepsoypaibck
oT Ne

2 (ITpaBua)
[Tpunoxenue
YTBEPXX/EHBI
rocraHoB/ieHreM ['1aBbI
ropogckoro okpyra Ilepsoypaibck
oT Ne

4.2.12 3arojioBOK K TEKCTy - KpaTKoe COfepKaHue AOKyMeHTa. 3arojioOBOK K TeKCTY
bopmymmpyetcs ¢ ripeaoroM «O» («O6») U 0OTBeUaeT Ha BOMPOC «O UeM?»):

- IOCTaHOBJ/IeHHe (0 ueM?) O CO3ZlaHHH aTTeCTal{MOHHON KOMUCCHUY;

- pacriopspkeHue (0 ueM?) 00 yTBepsKAeHHH IITaTHOI'O PacICaHus;



25

- TUCBMO (0 uem?) 00 yYaCcTHH B MepOIPUSTHH.

3aro/ioBOK K TeKCTy Oo(pOpMIISIETCST TI0f, PeKBU3UTaMH OJlaHKa CJieBa, OT TPAHULIBI JIEBOTO
TOJISL.

3aro/IoBOK K TEKCTY MOXKeT He COCTaBJISIThCS, eC/IA TeKCT JOKYMeHTa He IpeBblaeT 4 - 5
CTPOK.

4.3.13 TekcT AOKyMeHTa COCTaB/IsIeTCsI Ha PYCCKOM SI3bIKe KaK I'OCyZapCTBEeHHOM SI3bIKe
Poccurickon ®@eznepanuu.

B TekcTe AOKyMeHTa, IOATOTOBJIEHHOM Ha OCHOBAaHWH 3aKOHOZATe/bHbIX WIM WHBIX
HOpDMaTHBHBIX IIpaBOBbIX aKTOB, paHee M3[JaHHBIX pacIOpsAUTE/NbHBIX JIOKYMEHTOB,
YKasbIBaltOTCSl UX PEeKBU3UTBHL:

- HauMeHOBaHHe JOKyMeHTa, HauMeHOBaHHe OpraHM3alliy - aBTopa JOKyMeHTa, JaTa
JIOKYMeHTa, perMCTpaljuOHHBIN HOMep JOKYMeHTa, 3ar0/IOBOK K TeKCTY WX HaMMeHOBaHUe BU/a
JIOKYMEHTa;

- HaMeHOBaHYe OpraHU3aliui WK JO/DKHOCTHOIO JIML[a, YTBepPAUBIIEro JOKYMEeHT, AaTy
yTBepXJleHHsI JOKYMeHTa.

TekcT [JOKyYMeHTa MOXKeT COJepKaTb pasfiesbl, IofpasZenbl, IIYHKTbI, ITOAITYHKTEI,
HyMepyeMble apaOCKUMM LjudpamMu. YpoBHell pyOpHKal[MM TeKCTa He [O/DKHO ObITh Oosee
yeTbIpex.

B JokKyMeHTax KoJlJlerMalbHBIX W COBelljaTe/llbHbIX OpraHOB TeKCT H3/araercss OT
TPeThero JMIla eJIMHCTBEHHOT'O UYKC/Ia («KOJIIETHsl... [TOCTAHOBJISIET », «COOPAHUE... PEIIUION).

TeKCT IPOTOKO/A U3/1araeTcsi OT TpeThero JiMlla MHOXKeCTBEHHOIO uucia («C/Iyliain»,
«BBICTYITU/IN», «IIOCTAHOBU/IN», «PELIUIN»).

B [oKymeHTax, yCTaHaBIMBAalOI[UX TIpaBa ¢ OOSI3aHHOCTH OpraHM3alid, UX
CTPYKTYPHBIX IOJpa3jieNeHuil (TO/0KeHHe, UHCTPYKLUs), a TakkKe COZepiKallluX OIMcaHue
CUTyallui, aHaau3 (pakToB WM BBIBOABI (aKT, CIIpaBKa), UCIIO/b3yeTcsl opMa U3/I0XKeHUsI TeKCTa
OT TpeThero JWija eJUHCTBEHHOIO W/IM MHOXXeCTBEHHOrO uuciaa («OTAesn OCYILeCTBIseT
(GYHKIMH..», «B COCTaB yIpaB/IeHUsT BXOJSIT..», «kKOMHUCCHSI [IPOBEJa ITPOBEPKY...»).

B coBMeCTHBIX JOKyMeHTax TeKCT U3/1araeTcst OT I1epBOro JIMLja MHOKeCTBeHHOI'O UMC/la
(«peLumm»).

B fenoBbIX (C/1y>keOHBIX) MTUCbMaX UCIIOb3YIOTCS (POPMBI U3JI0XKEHUsT:

- OT TIepBOT'O JIMI]a MHOXKeCTBEHHOT'O UMC/Ia («IPOCUM HAIPaBUTh...», «IIpe/ICTaB/sIeEM Ha
PacCMOTpEHHE...»);

- OT TpeThero J/uiia eJAWHCTBEHHOro uucaa («aMAHHCTpAllUsi He BO3paXkaerT...»,
«a[MUHHUCTpALIUsI CUUTAET BO3SMOKHBIM...»);

- OT IepBOro JvIla eJAMHCTBEHHOI'O UHC/a («CUHUTar0 HeOOXOAMMBIM...», «IIpe/ljararo
PacCMOTPETb...»), eC/IA IUCHEMO 0(OPMJIEHO Ha [JO/DKHOCTHOM OJlaHKe.

B TekcTax [OKYMeHTOB VHOTPeO/SIOTCS TOJNBKO OOIENpHHATEIE abOpeBHAaTyphl H
rpaduuecKre COKpalieHHUs..

IIpu yrioTpebieHny B TeKcTe (HhaMUITHH JTUL] MHULAAIbI YKa3bIBAIOTCS ITOC/Ie (haMUJIHML.

B nenoBbIx (C/1y>KeOHBIX) MHUCEMaX MOT'YT HCIIO/B30BaThCS:

- BCTyIUTeNbHOE obpalljeHue:

YBaxaemblIii rocriofuH Ilpencenarens!

YBaskaembIi rocriofuH I'ybepHaTop!

YBaxaeMmblIii rocriofvH IIpoxopos!

YBakaeMas rocrioxka 3axapona!

YBaxaembIii Hukosati [leTpoBuu!
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YBaxkaeMast Osibra HukosaeBHa!

YBakaemble rocroal

B obpatijeHny 1o JO/DKHOCTH HaUMeHOBaHHe [IO/DKHOCTH ITHILETCS C TIPOITMCHOM OYKBBI,
B oOpareHnH 1o GaMuUITNA UHULHA/IBI JIUI]a He YKa3bIBAlOTCS.

- 3aK/IIOUMTe/IbHasl STUKeTHasl ¢pasa:

C yBaxkeHueM, ...

4.2.14 OTMeTKa O TPUIOKEHUM COJEPKUT CBeleHHs1 O JOKyMeHTe ([JOKyMeHTax),
IpujlaraeMoM K OCHOBHOMY JOKYMeHTY (B CONPOBOJUTe/bHbIX MUChbMax, IpeTeH3UsX, aKTax,
cripaBKax M Jpyrux HHGOpPMAallMOHHO-CIIPABOYHBIX JOKYMeHTaXx) WA O TOM, UTO JOKYMEHT
SIB/IsIeTCsl [IPUWJIOKeHUeM K OCHOBHOMY [JOKYMeHTy (B [JOKyMeHTax - TIIPWIOXKEHUsIX K
pacriopsiiuTe/IbHbIM JOKYMeHTaM, I0JIOKeHUsIM, ITpaBu/laM, MHCTPYKLUSM, JOrOBOpaM, I/IaHaM,
oTyeTaM U JIp. JOKyMeHTaM).

B conpoBoauTenbHBIX NMHUCBMaxX U JAPYTUX HWH(POPMAalIMOHHO-CIIPABOYHBIX JOKYMeHTaxX
OTMeTKa O NPUIOKeHUU o]opmisieTcsl MOJ TeKCTOM OT I'PaHHL{bl JIEBOI'O IOJsl CJle/yIOL{UM
obpasom:

- eC/IM MIpUJIOKeHWe Ha3BaHO B TeKCTe:

[Tpunoxenue: Ha 2 j1. B 1 3K3.

- ecJ/Iv IIPUWJIOJKeHHe He Ha3BaHO B TeKCTe WU eC/IU PUJIOKeHUN HeCKOJ/IBKO, YKa3bIBatoT
Has3BaHWs JIOKYMEHTOB-IIDW/IOXKEHHM, KOJMUeCTBO JIUCTOB UM 3K3eMIUIIPOB  KaXK/0ro
TIPUIOKEHUS:

[punoxenue: 1. [TonoxkeHnue 06 YnpaneHuu obpa3oBanusi 5 /1. B 1 9K3.

2. CripaBKa 0 Ka/[pOBOM COCTaBe YTipaBJieHHst 0Opa3oBaHus Ha 2 J1. B 1 3K3.

- eCJIU TIpUJIoKeHHe (TIPU/IoKeH!sT) COPOIIIOPOBaHBIL:

[Tpunoxenue: oruetr o HUP B 2 3k3.

- C/I1 OKYMEHT, SIBJISIIOIUNCS NIPUIOKeHHeM, UMeeT NPUIOKEeHHsI C CaMOCTOSATe/IbHOM
HyMepaljiel CTpaHML:

[Tpunoxenue: nuceMo PocapxuBa ot 05.06.2015 Ne 02-6/172 u npuiokeHUs K Hemy,
BCero Ha 5 JI.

- eCJIU TIPUJIOKEHHEM SIB/ISIeTCs] 000CO0/IeHHBIN 3/IeKTPOHHBIN HOCUTENb (KOMIAKT-AHCK,
usb-deni-HakonuTens U Ap.):

[Tpunoxenue: CD B 1 3ks.

Ilpy 5TOoM Ha BKJajpblille (KOHBepTe), B KOTOPbIi MOMelljaeTCsi HOCUTe/Ib, YKa3bIBalOTCs
HauMeHOBaHUs1 JOKYMeHTOB, 3allMCaHHbIX Ha HOCHUTe/b, UMeHa ¢ailyioB.

B pacriopsiaiutenbHbIX [JOKyMeHTaxX (IIOCTAHOBJIEHMsIX, PaclOpsUKeHUsIX), [OroBopax,
MOJIOXKEeHUsIX, IIpaBU/aX, WHCTPYKLUUSIX W [JPYyIrUX JAOKYMeHTaX OTMeTKa O IIpPUJIOKeHHUH
oopmisieTcsi CaeyIOMmKUM obpasom:

- B TeKCTe [OKyMeHTa IpU IEePBOM YIIOMHUHAHWHU JOKYMeHTa-TIPH/IOKEHHSI B CKOOKax
yKa3bIBaeTcsi: ... (MIpUIOXKeHHWe) WIH ... (MpuiokeHWe 1) b0 B TeKCTe IPOIUCHIBAETCS
«COTIJIaCHO NPUJIOXKEHHIO»

- Ha TIepBOM JIMCTe [JOKyMeHTa-IIpU/IoKeHHs1 B TIPaBOM BepXHeM YIJIy yKa3bIBaeTCsl:

[Tpunoxenue
K [IOCTaHOBJ/IEHUIO A IMMHHCTpaLX
ropogckoro okpyra Ilepsoypasbck
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oT Ne

CTpOKM peKBU3MTa BbIPABHUBAIOTCS 110 JIEBOMY Kparo.

4.2.15 T'pud cormacoBaHusi B 3aBUCUMOCTH OT BHJa JOKYMeHTa W OCODEHHOCTed ero
o(opM/IeHHs1 MOXKeT ITPOCTaB/ISThCS:

- Ha [1epBOM JIMCTe JOKyMeHTa (ec/1 JOKYMeHT UMeeT TUTY/IbHBIN JIUCT, - Ha TUTY/JIbHOM
JIICTe) B JIeBOM BepXHeM VIJIy Ha YPOBHe I'pr¢a yTBepKAeHus;

- Ha JICTe COIJIaCOBaHWS, SIB/ISIOIeMCs HeOTbeM/IeMOH UacThiO JOKyMeHTa.

I'pud cornacoBanusi coctout u3z cioBa COI'JIACOBAHO, nomKHOCTH /Hlja, KOTOPBIM
COIJIacoBaH JOKYMEHT, €ro COOCTBEeHHOPYYHOW IIOATIMICH, WHUIMATOB, (haMH/INH, AaTel
COIIaCOBaHUsL.

[Tpumep -

COI'VIACOBAHO

3amectuTesb ['1aBBI TOPOACKOro OKpyra
[TepBoypanbck

(moaTmCh) N.O. ®amunus

Hara

Ilpu cornacoBaHnu JAoKymMeHTOB B C3J/l ¢ TIOMOIBIO 3/IEKTPOHHOW TIOAIMUCH
DPYKOBOAUTE/s], JIACT COIVIaCOBAaHWSI paclievaThiBaeTcsi Ha OOpaTHOM CTOpPOHe TIepBOroO
9K3eMILIsIpa paclopsiiuTe/lbHbIX JOKYMEHTOB, JIUCT COIJIaCOBaHUSI C OpraHaMH BJacTH,
yupeXXAeHUsIMH, JPYTMMH OpraHu3alusMy nofrpyxaetcsi B C3/] B CKaHUPOBaHHOM BH/Jle KakK
TIpUJIOKEHHeE.

4.2.16 Busa cBUAeTe/bCTBYeT O COIVIACUM W/IM HeCOIVIACUM JOJDKHOCTHOI'O JIvLia
(paboTHHKa) ¢ coflep>)KaHHEM TIpOeKTa JIOKyMeHTa. Busol odopmiseTcss BHyTpeHHee
corjacoBaHue JOKyMeHTa. Bu3a BK/ouaeT JO/DKHOCTh JIMIJA, BU3HUPYIOLIErO JOKYMEHT,
TMOJTIMCh, PaCIIU(PPOBKY MOAIMCH (MHULMANbL, paMUINIO) U JaTy BU3UPOBaHUSI.

4.2.17 Tloanvce BKJIIOYAEeT:

- HaMeHOBaHue J0/DKHOCTH JIWL{a, TTOAMUCHIBAIOIIEro JOKYMEHT,

- ero cCOOCTBEHHOPYUHYIO TIO/TIMCh, paciiu@POBKY IMOAMUCH (MHUIMAJIBL, (haMuvist).

[Tpumep -
I'naBa ropoackoro okpyra [lepBoypanbck [Toprnuce N.0. ®amunus

HPI/I rnoArrcaHun AJOKYMEHTa HECKOJBKHMMHU AO/DKHOCTHBIMHU JIMLIaMH, 3aHUMAalolUMH
pa3HoOe IIOJIOXKEHHE, WX TIOAIKMCHU pacliojararoTcsd OJHa I10J ,E[pyl"OfI B I10C/I€e40OBATE/IbLHOCTH,
COOTBETCTByI-OLL[EfI Hepapxvu 3aHUMaeMbIX ,E[O]'I)KHOCTEI\/JI.

[Tpumep -
I'naBa ropogckoro okpyra Ilepoypanibck [Toamuch N.0. ®amunus

3amecTuTenb ['1aBbI TOPOACKOro OKpyra
[lepBoypabck 1Mo GUHAHCOBO-3KOHOMUUECKOM
TIOJIUTUKE IMogmuce N.0O. damunus
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ITpn nognucaHuM JOKyMeHTa HeCKOJBKWMMU JIML[aMU paBHBIX JOJDKHOCTEN UX MOJIMCH
pacriosiararoTcsi OfiHa o/, [pyroi B angaBUTHOM IMOpsiZIKe.

[Tpumep -

3amectuTesb ['1aBBI TOPOACKOro OKpyra

[TepBoypanbck [Toarmce N.0. ®amunusa

3amecTtuTesb ['1aBBI TOPOACKOro OKpyra

[TepBoypanbck [Topmuck N.0. ®amunus

B AOKYMEHTax, COCTaBJIEHHBIX KOMHCCHEFI, B TIOAIIMCHU YKa3bIBA€TCA CTATyC JiMlla B
COCTaBe KOMHUCCHH.

[Tpumep -

[Tpeacenaresns KOMUCCUU IToamuck N.0O. ®amunus

UteHbI KOMMCCHUU IMoanuck N.0O. ®amunus
IMogmmce N.0O. ®amunus
IMoanuce N.0O. ®amunus

[Ipy moAmvcaHWM AOKYMEHTa JIMLIOM, HCIOJHSIIONIUM 00513aHHOCTH PYKOBOZAUTEIS,
MoANUCh OQOpPMIIsieTCsl € yKa3aHWeM CcTaTyca JO/DKHOCTHOrO JWijJa B COOTBETCTBUM C
pacIiopspKeHHeM U ero HelloCpeCTBeHHOM JO/DKHOCTH

[Tpumep -

W.o. I'naBel rOpofCKOIO OKpyra

ITepBoypasnbck, 3aMecTuTesb ['1aBbI

1o (pUHAHCOBO-3KOHOMUUECKOM MMOUTUKE [Topmuck N.0. ®amunus

ITpy noanucaHyy AOKyMeHTa JIMLIOM, UMEIOIIMM IIpaBo ITOAIIMCH B c/Iyuae BPeMeHHOI'O
OTCYTCTBUsI PYKOBOJAMTe/sl, WCIIpaB/leHUss B HauMeHOBaHWe [O/DKHOCTH U paclliudpoOBKY
bamuMM yKe MOATOTOBIEHHOI'O U COIJIACOBAHHOI'O MPOEKTa JOKYMeHTa BHOCATCSI OT PYKU WU
C MCIO/b30BaHWEM COOTBeTCTBYIOIMX ITamnoB. He goryckaeTcsi cTaBUTb KOCYIO UepTy,
HaJIMCh «3a» TIlepel HauMeHOBaHWeM JO/DKHOCTH JIMlla B TOAINNCH, €CAU JOKYMEeHT
MOJNMCKIBaeT MHOe [JOJ/DKHOCTHOE JIUL[O.

4.2.18 Otmerka 00 5/IEKTPOHHOM TIIOATMCH WCIIOAB3yeTCsl TPH  BHU3yaau3allud
3/IEKTPOHHOTO ~ JOKYMEHTa, [MOJIIMCAHHOIO 3I€KTPOHHOM TOAIHUCHIO, C  COOJIOZeHHueM
C/le[yIOIUX TpeOoBaHUI:

a) MecTo pa3MeleHUs] OTMETKH OO0 37eKTPOHHOM TOAIHCU [JO/DKHBI COOTBETCTBOBAThH
MeCTy pa3MellleHHs] COOCTBEHHOPYYHOM TOANMCH B aHAJOTMYHOM [OKyMeHTe Ha OyMaKHOM
HOCUTeJIe;

6) smMeMeHTBI OTMETKHM OO 3/eKTPOHHOW TIIOAIIHCH [O/UKHBI OBITh BUAUMBIMU H
YUTaeMbIMH [TPU OTOOpa’KeHUH JOKYMEeHTa B HaTypalbHOM pa3Mepe;

B) 3/IeMeHThl OTMETKH 00 3/IeKTPOHHOW TIIOAIHCH He [O/DKHBI IEepeKphIBATHCS WA
HaKJ/Ia/IbIBaTbCS APYT Ha Jipyra;

I') 9/eMeHTbI OTMETKU 00 3/IeKTPOHHOU IOIIMCH He JJO/DKHBI TIepeKphIBaTh 3/1eMEHThI
TeKCTa JOKYMeHTa U Ipyrue OTMETKH 00 3/1eKTPOHHOM MOATHCH (ITPY HaTMIWH ).

OtMmeTKa 00 3/1eKTPOHHOM TMOJIMCH B COOTBETCTBUH C 3aKOHO/aTeNbCTBOM Poccuiickoi
@epepalu  BKItouaeT ¢pa3y «/JOKyMeHT IOAINMCAH 3/eKTPOHHOW IOAINKCHEIO», HOMep
cepTU(dUKaTa K/AOUa 5/JeKTPOHHOM MoAmucH, ¢GamMuIdio, UWMsl, OTUeCTBO Bafesblja
cepTU(dUKaTa, CPOK JielcTBUs cepTHUdUKaTa K/lt0Ua 3/1eKTPOHHOM MOAIHCH.

[Tpumep —

JOKYMEHT NoanmncAH
SNEKTPOHHOW NOAMNMCHIO
Ceptucdukat 1a111aaa000000000011
Bnaaeney Hukonaes Hukonan Hukonaesny

Ml o i s mmriss o A AP AAADL o AA AN ANADNL



29

4.2.19 Ileuath 3aBepsieT MOJJIMHHOCTh ITOAIMCHA [JO/DKHOCTHOI'O JIMIla Ha JOKYMeHTaX,
V/JIOCTOBEepSIIOIIMX IIpaBa JIML], PUKCUPYIOLIUX (PaKThl, CBsI3aHHbIe ¢ (MHAHCOBBIMU Cpe/ICTBaMH,
a Takke Ha HHBIX JOKyMeHTax, IIpeJlyCMaTpHBAaIOL[MX 3aBepeHHe IIOAIMCH IleyaTbio B
COOTBETCTBHH C 3aKOHOAaTeIbcTBOM Poccuiickon @ezepariun.

JIoKyMeHTEI 3aBepsitoT IeuaTblo opraHusaluu. [ledyaTh npocraBrsieTcss, He 3aXxBaTbIBast
COOCTBEHHOPYYHOU TOAIMCH JIMI[A, IIOAIHCABIIErO JOKYMEHT, WM B MecCTe, 000O3HaUeHHOM
«MII» («MecTo revaT»).

4.2.20 OtmeTKa 00 HCIOMHUTe/e BKIOUaeT HaMUINIO, UM U OTUECTBO HCTIOHUTES,
HoMep ero Tenepona. OTMeTka 00 WCIONMHUTeNe MOXKET [OIOJHATHECS HaWMEHOBaHHEM
JOJDKHOCTH, CTPYKTYPHOIO ITOZipas/ie/leHUs U 3/IeKTPOHHBIM a/jpecoM UCIIOHUTe/I.

OtmeTka 00 wucronHUTe/le OGOPMIISIETCS Ha JIML[EeBOM CTOPOHEe IIOC/AeAHero JIMCTa
JIOKyMeHTa OT I'PaHMILIbI JIEBOIO TIOMS WJIH, TIPH OTCYTCTBUM MeCTa, - Ha OOOPOTHOM CTOpOHE
BHH3Y CJIeBa.

Harnpumep:

WNBanos VMBan BaHOBUUY,

KoHTponbHO- OpraHvsaljoHHbIN OT/el,

BeJlyL[MH CITeLHa/uCT,

+7(3439) 66-77-99,

ivanov@prvadm.ru

OtMeTKa 00 UCITOTHUTETe MOXKET OQOPMIISITHCS KaK HIDKHUM KOJIOHTHUTYJI U [1eUaTaTbCst
IpU¢TOM MeHBbIIIero pasmepa.

4.2.21 OTMeTKa O 3aBepeHUU KOIMUU odOpMIISIETCST [/Is1 TIOATBEPKAEHHsI COOTBETCTBUS
KOIMH JIOKyMeHTa (BBIIMCKH U3 [JOKYMeHTa) IOJJMHHUKY JOoKyMeHTa. OTMeTKa O 3aBepeHUH
KOITMU IIPOCTAaBJ/IsIeTCs 107, PeKBU3UTOM «IIOAIMCH» U BK/IOUaeT: CJI0BO «BepHO»; Hajmuchk O
MecCTe XpaHeHHsl JJOKYMeHTa, ¢ KOToporo Oblia m3roTtoBsieHa kKorws ("TIoAJMHHUK [JOKyMeHTa
HaXOJWTCs B (HaUMeHOBaHUe opraHusaliyu) B fese Ne ... 3a ... rof"). HaMMeHOBaHUe [JO/DKHOCTU
7Wlja, 3aBEpPHUBILETO KOMHWIO; ero COOCTBEHHOPYYHYIO TMOJIMCE, pacHIM(pPOBKY IOATIMCH
(uHULIMABL, GaMUINIO); ATy 3aBepeHUs1 KOMUU (BLITTUCKU U3 IOKYMEHTA).

[11s1 mpocTaB/ieHUs1 OTMETKH O 3aBepeHUH KOITMU MOXKeT HCII0/Ib30BaThCsl IITaMIL.

4.2.22 OTMeTKa O TOCTYIUIEHWH JAOKYMEHTa CJAYXKUT [Js TOATBepxKJeHusi dakTa
MOCTYIVIeHUS] JAOKYMeHTa B OpraHM3aliMi0 W BK/IIOYaeT JaTy IIOCTYIUIEHWS W BXOASIUMN
perucTpariioHHbI HOMep JOKyMeHTa. IIpu HeoOXOAMMOCTH OTMETKa O MOCTYIIJIEHUH MOXKET
JIOTIONIHATECSL  YKa3aHWEM BpeMeHHM IIOCTYIUIEHHs] B Yacax M MHHyTaX M Criocoda [JOCTaBKH
JIOKYMeHTa.

OTmeTKa O ITOCTYIUIeHHH JJOKYMeHTa MOKeT ITIPOCTaBJIATLCS C [IOMOILBIO [IITaMIIa.

4.2.23 Pe3osoLysi COAEpPKUT yKasaHue II0 MCIIONIHeHUIO [OKyMeHTa. Pesosonus
oopmiisieTcsi Ha cBODOAHOM MecTe pabouero monst JOKyMeHTa, Ha OjaHKe pe3OMIOLHUUd WA
BHOCHTCS HETIOCPECTBEHHO B CHCTEMY 3/1eKTPOHHOT'O JIOKYMEHTOO0OPOTa.

Pe3omonysi Ha OyMaKHOM HOCHUTese BKJIIOUaeT: (aMUIMIO, WHHUIMATBI HCTIOTHUTE/IS
(ncnionHuTeel), TIOpyYeHHe 110 JOKYMEHTY, NP HeOOXOAUMOCTH - CPOK UCTIOHEHUS], TTO/TIHCh
/LA, BBIHECIIero Pe30JIIOL1IO, aTy pe30JIoL1H.
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[Tpumep -

®amuua U.0.

[Tpowy noaroroBuTts Mnpegiaoxenus K 10.12.2020 roga.
IMogmnucs

Hara

4.3. IIpaBuia HanMeHoBaHMus (ailjioB, BKJIaibiIBaeMbIX B KapTouky CI/]
HaumeHoBaHue co3fiaHHoro daiina Ao/mkHo uMeTh BUJ " Buj gokymenTa. Tema. [lata.”,

Hara opopmisieTcst B popMaTe «IJMMITIT» U COOTBETCTBYeT JaTe co3fjaHus daiina U
BHeCeHHs1 B Hero Noc/ieJHUX U3MeHeHU!

TeMma - cyTb JOKYMeHTa, cofieprkalllerocsi B dailie.
Hanpumep, Ha3BaHHe (paiisia HHCTPYKLIUH IO e/IONIPOU3BOACTBY AO/KHO UMETh BU/:
Wuctpykuus. Jenonpoussogcrso.21.11.2020

V. Oco0eHHOCTH NMOATOTOBKH U 0(hopM/IeHHS 0T/Ie/IbHBIX BH/I0B I0OKYMEHTOB

5.1.1IpaBoBEIe aKTHI

OdopmiieHre TIPOEKTOB IPaBOBLIX aKTOB I'/1aBbl ¥ A JMUHHUCTpPAL{MH F'OPOACKOrO OKpyra
[lepBoypanbck (faee - IpOEKThl IIPaBOBBIX AaKTOB) [O/DKHO COOTBETCTBOBaTh eJWHBIM
TpeOOBaHUSIM,  YCTaHOBJIEHHBIM  3aKOHOJATe/NbCTBOM  Poccuiickoit  @epeparuu = o
3aKOHO/|aTe/IbcTBOM CBep/A/IOBCKOM 00/1aCTH, a TAK)Ke HaCTOSIII{eN HHCTPYKLHM.

CorylacoBaHre IIPOEKTOB IIpaBOBBIX aKTOB OCYIIeCTBJISIETCSI B 3JIeKTPOHHOM BHZeE C
rcriosibzoBanueM C3/1 TICO, 3a WCK/IOUEHHEM TTPOEKTOB IMPaBOBLIX akKTOB € Iprudom «/[CII»,
COr/IacOBaHHe KOTOPBIX OCYL[ECTB/SIETCS TOJABKO Ha OYMa)KHOM HOCHTeIe.

CornacoBaHre HOpMAaTHBHO-IIPaBOBbIX akToB (fAasiee - HIIA) ocylijecTB/sIeTCSI TONBKO
TIpY Ha/IMUMK BJIO)KeHUs B KapTouky CO/l ciefyronmx JOKYMeHTOB:

- 3aK/TIFOUeHMsI KOMHUTETa I10 [TPaBOBOH paboTe U MyHULIUIIA/IBEHOM CTyKOe;

- nHpopMallMM O pasMellleHWH IIpoeKTa HOPMAaTMBHOIO IIPaBOBOI'O aKTa Ha calire
AZIMUHHCTpALUU AJ151 IPOX 0K eHHs1 aHTUKOPPYIILMOHHON 5KCIepTU3bl (CKpHH 9KpaHa);

- 3ak/moueHus [Ipokypatypsl 1o r.IlepBoypanibcKy, B ciydae HellOJyUYeHUsl 3aK/II0UeHus,
COIPOBOAMTE/ILHOIO TNMCbMa O HallpaB/eHUuM IIpoeKTa HOpPMaTUBHOI'O IIpaBOBOI'O akKTa B
ITpokypatypy r.IlepBoypabckKa;

- 3aK/IFOUeHMs], [IOATOTOB/IEHHOr O 10 pe3yJ/bTaTaM OL|eHKH pery/MpyIolero Bo3zeNCcTBUs
(Tipy HEOOXOAUMOCTH).

Kpome Toro, B Kaprouke jmgokymeHTa B CDJl HeoOXOAMMO TIPOCTaBUTh TPHUP
«HOPMaTHUBHOCTb».

VcrosmHUTENb HeceT MepCOHAMBHYIO OTBETCTBEHHOCTH 3a COOJIIOZIEHHe BCeX TPOLIEAYP
rpaBUILHOCTL odopmiieHust HITA B CIO/I.

[IpoekTBl TpPaBOBBIX AaKTOB OGOPMIISIIOTCS M0 oOOpasliaM COrJIaCHO IIPU/IOKEHUSIM
NelNe 2,3,4,5 K HacTosiL[ed HUHCTPYKLUH.

HIpudT a5t obopmiieHust mpaBoBbIx akToB: Liberation Serif pasmepom Ne 12

TekcT paBOBOI'O aKTa COCTOUT U3 PeKBU3UTOB U COZepKaTe/IbHOM YacTH.
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5.1.1 PeKBU3UTEI IIPaBOBOI'O aKTa

K pekBM3WTaM MpaBOBOTO aKTa - OOs3aTeNbHBIM CBeJEHUsIM, BK/IIOUaeMbIM B TEKCT
TIIpaBOBOr'O aKTa JJIs1 IPU3HaHUs ero JeMCTBUTe/IbHBIM, OTHOCSTCS:

- u3obpaxenue repba ['opopckoro okpyra IlepBoypanbck (Ha MOAJIMHHHKE TPaBOBOTO

aKTa);

- 0003HaUeHHe BH/la IPABOBOIO aKTa C YKa3aHWEM OpraHa, IIPUHSIBIIErO IIPaBOBOM aKT;

- JiaTa IIpUHATHS [IPaBOBOIO aKTa;

- peruCTpallMOHHBIM HOMep IIPaBOBOI'O aKTa;

- MeCTO IpHUHATHS IIpaBOBOIO akra, B KaueCcTBe KOTOPOI'O VKa3blBaeTcsl I'OpO[
[TepBOypabck;

- TOANMChH VIIOJHOMOYEHHOrO JIMlja, BK/IOYamoljasl I[IO/HOe HauMeHOBaHUe ero
JIO/DKHOCTH, ero JIMUHYIO MOANUCH (TOJMBKO Ha IO/JIMHHUKe IPaBOBOIO aKTa), ero MHULMAMIbI U
dbamumo.

5.1.2. OdopmreHre TeKCTa OCHOBHOI'O JJOKYMeHTa

KaxxapIil ucT mpaBoBOro akrta, opOpMJIeHHBIN Kak Ha Oj1aHKe, Tak U 6e3 O1aHKa, IMeeT
ciefyolye pasmepsl noseii: geBoe — 30 MM; mpaBoe — 15 mMM; BepxHee — 20 MM; HUXHee —
20 MMm.

IlepBas cTpaHuija NpoeKTa IpaBOBOI'O aKTa He HyMepyeTcs, BTOpas M IOC/eAyIoLve
CTpPaHUIIbI JAO/KHBI OBITH MPOHYMepoBaHbl. Hymeparjusi CTpaHHWI] ITpOeKTa ITPaBOBOTO akKTa
OTAe/NbHa OT HyMepallM{ IPWIOKEeHWH K JJaHHOMY IIpaBoBOMy akTy. Kakzoe IpuioxeHue K
IIpaBOBOMY aKTy HyMmepyeTcs oTrhenbHO. IlopsiakoBele HOMepa CTpaHMI] MPOCTaBISIIOTCS T10
L[eHTPY BepXHero IMoJisi CTPaHUL{bI apabCKUMH LI paMU C MCITONb30BaHMeM LiprdTa Liberation
Serif pasmepom Ne 12 6e3 c/i0Ba «CTpaHHUIa» M 3HAKOB TMPEITUHAHUS.

B copeprkaTe/IbHOM 4acTy IIpaBOBOI'O akKTa M Ipy/laraeMblX K HeMy MaTepHasiax:

- AaThI OQOPMIISIIOTCS C/IOBECHO-ITM(POBBIM CITOCOOOM.

Harpumep: B cpok go 21 nronsa 2020 roaa;

- He JIOIlyCKaeTCsl IepeHOCUTh Ha JPYIYIO0 CTPOKY WM CTpaHULy WHHULMa/Ibl UIMeHU U
oTuecTBa OT (paMHJIMM; COKpAIlleHHbIE POJOBBIE IOHATHS (HAllpUMep, «T.», «YJ.», «00J.») OT
MMeHU COOCTBEHHOTO, C KOTOPBIMH OHH HCITIOJIb3YIOTCS; COKpalljeHus 0DO03HaueHWsi Mep OT
1judp, yKasbIBaIOIIUX YMCIO U3MepsieMbIX eJUHHL]; C/AOBeCHble BbIpa)KeHHUs OT L{U(POBBIX IpU
oopM/ieHNH JiaT, Ka/leH/japHbIX CPOKOB, B Ha3BaHMUsIX [1pa3ZiHUKOB U 3HaMeHaTe/IbHbIX JaT;

- He ymoTpeOJISIIOTCS COKpallleHHble BapUaHTHI CJIOB M 00O3HaueHHe CJI0B CHMBOJIAMH.
Haripumep, MO/MHOCTBIO, B COOTBETCTBYIOIIUX UMC/AX U Ma/ie)KaX, MMUIIYTCS CJ0Ba: pyod/ib, TOf,
IJlaBa, CTaThbsl, [IYHKT, [IOAIYHKT, 4acTh, Naparpad u Jpyrue);

- TIpY MHOTOYMC/JEHHOM YIOTpeO/IeHNH pa3BepHYThIX HaMEHOBaHWN JOMYCKAaeTCs WX
COKpallleHHe 10 OAHOT'O WM HECKOJBKHX CJIOB, UTO [JO/DKHO OBLITh CITeljaJbHO OTOBOPEHO B
TeKCTe.

Hanprmep: IlynaH KOHKYpCHBIX INpoLleyp MO pa3sMeljeHHI0 MYHHIIMIIA/IbHOIO 3aKasa
Ha ITOCTaBKy ToBapoB (pabort, ycayr) (nanee — [1nan);

- He [JIOIyCKaeTCsl WCIIO/b30BaHWe COKpallleHHOI'O HauMeHOBaHHs OpraHu3aliyy,
rocy/lapCTBeHHbIX OpPraHOB, eC/IM 3TO CIIel{ha/lbHO He OrOBOPeHO B TeKCTe IIPaBOBOI'o aKTa.

Harpumep: akinoHnepHoe obujectBO «IlepBoypanbckuil HOBOTPYOHBIHN 3aBoA» (fanee —
AO «ITHT3»). IIpy oTCyTCTBUM TaKOi OrOBOPKHU UCIIO/b3YeTCsl TOMBKO MOIHOe HaUMeHOBaHWe
OpraHH3aLyy;

- He yIOTpeO/ISIIOTCs TaKKe COKpaAIlleHusI C/I0BOCOYeTaHus], Kak B T.U., U T.[., U T.IL., ¥ Jp.,
Y TIp. C/lefiyeT 3aMeHUTh CJI0BaMH, HallpuMep: «M UHBIX OTPac/sax»;
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- JOIyCKaeTCsl UCIO/b30BaHWe TaKUX OOIIeyrnoTpeOUTeNbHBIX COKpAIeHHH Kak: ThIC.,
MJIH., MJIJ, KB.M, Ky0.M, CM, MM, M.

CyoBa B TeKCTe IIpoeKTa IIpaBOBOIO akKTa OTJe/sloTCs Jpyr OT Jpyra OJHUM
ripobeTbHBIM UHTEPBAIOM, CTPOKH 1,15 - 1,5 MeXXCTpOUHBIM UHTEPBAIOM.

HoBeiii ab3all mpoekTa MpaBOBOrO aKTa He JO/DKEH HAUMHATHCS Ha IOC/IefHell CTpOKe
cTpaHuIbl. Ab3al] He O/DKeH 3aKaHYMBAThCSI Ha MEPBOM CTPOKE CTPAHULIBI ( «BUCSTUKE CTPOKH»).

B TekcrTe IpoekTa NpaBOBOI'O aKTa He HCIO/b3YIOTCS NlepeHoCk! B cioBax. [IpruMmeHeHue
MIepeHOCOB B CJIOBaxX JOIyCKaeTcs B TabJIHIIax.

HaumeHoBaHMe INpoekTa IpaBOBOI'O akKTa OTpakaeT IIpeJMeT ero peryJMpOBaHUs U
dbopMyMpyeTcsi B BUje OTBeTa Ha Borpoc «O uem?», pa3melljaeTcsi M BbIpaBHUBAeTCsl MO
JIeBOMY TIOMIO, HO He Oosmee 8 cM. OT sieBoro mosis, IeuataeTcss Oe3 aO3alfHOro OTCTyMa C
IIPONMCHOM OYKBBI, TOUKA B KOHIle HaWMEHOBAHHS He CTaBUTCS. HanMeHOBaHMe IIpoeKTa
IpaBOBOT'O aKTa, COCTOsiliee M3 [JBYX U Oosiee CTPOK, Ile4aTaeTcsl uepe3 OAWHApPHBINA
MeKCTPOYHBIA MHTepBasl, He JAOIyCKaeTCsl OCTaB/IATE B KOHI[E CTPOKU OJHO- U ABYXOYKBEHHbIE
TpeJi/IorH, paspblBaTh AaThl, HOMepa U CMBIC/IOBbIe CJIOBOCOUYETaHMs.

CopiepxaTesibHasi 4acTb IIpaBOBOI'O aKTa COZEP)KUT IpaMMaTHuyecKd W JIOTMYeCKH
COTIJIaCOBaHHYIO MH(OPMALIMIO 00 yIIpaBaeHYeCKHX AeHCTBUSIX.

UmeeT ciiefyromye OCHOBHBIE CTPYKTYPHBIE 3/IeMeHThI:

- IpeaMOy1y;

- IOCTaHOBJIIIOIIYIO (B PACIOpsKEHUSIX - PaCOpsiIUTe/NbHYIO0) UacTb.

CopepxaTe/ibHasi 4aCThb IIpOEKTa [IPaBOBOI'O aKTa OT/e/Is1eTCsl OT HAMMeHOBaHMUsI [IpOeKTa
IIPaBOBOT'O aKTa YeTHIPbMSI MEKCTPOUYHLIMUA HHTepBajlaMH, redaraeTcsi ¢ ab3alfHOro OTCTyIa
12,5 MM OT /1eBOM I'pPaHMUILIBI TEKCTOBOI'O IO/ Uepe3 OJWHAapHbIA MeXCTPOUHBIA WHTepBal U
BbIPaBHHBAETCS 110 JIEBOU U NTpaBOU I'PaHUIlaM TeKCTOBOI'O ITOJIS.

B npeambyiie yKa3bIBarOTCS IIPUUMHBI, OCHOBAaHKS, LIe/IM ¥ MOTHBbI TIPHUHSTHSI IPABOBOT'O
akTa. Eciu mpaBoBoW akKT H3JaeTcss Ha OCHOBAHHM JPYroro [JOKYMeHTa, TO B IIpeaMOyiie
Jle/laeTcsl CChlIKa Ha STOT JOKYMEHT ¢ yKa3aHHeM JaThbl, HoMepa, HaMeHOBaHUs (TIpH HaIUUUK).
Ecimu Takux [OKYMEHTOB-OCHOBaHUM HeCKOJBKO, TO OHH TIpYyHNIIMPYIOTCI IO BHJaM
(3akoHOZarTenscTBO Poccuiickodt Depepary, 3akoHOAaTenbCTBO CBepAIOBCKON 00/1acTH), IO
NojBYAaM (3aKOHBI, yKa3bl, IIOCTaHOB/IEHMs, paclopsDKeHHs) U B Ipefiesiax IOABH/A
pacIio/iararoTcsl B XpOHOJIOTMUeCKOM IOpsifIKe.

[Tpeambyna:

1) He fe/UTCs Ha MYHKTBI, OJIYHKTEI;

2) HaumHaeTcs C ab3alHOrO OTCTyIla M PacliojaraeTcss HeNOCPe/CTBEHHO IIOC/e
HaVMeHOBaHHsI [IpOeKTa ITPaBOBOIO aKTa yepe3 ueThblpe MeXCTPOUHBIX MHTepBaJla.

B mpeambyiie MOTyT OBITH TIPUMeHEHBI BBIP&XKEHHSI «B L[e/ISIX», «B COOTBETCTBUU», «BO
VICIIO/THEHHEe ».

B  mpoekrax  mocraHoBneHu# ~— ['maBel  mpeamOysia  3aBepimaeTcss  CJIOBOM
«[IOCTAHOBJIAIO:» B mnpoeKkTax I1OCTaHOBJeHUN AJMHHUCTPAllUM TOpPOJACKOIO OKpyra
[TepBoypanbck rpeambyaa 3aBepuiaetcs ciioBoM «I[IOCTAHOBJISAET:», koTopoe meuaTaeTcs
yepe3 2 MeXCTPOUHBIX MHTepBaja C HOBOM CTPOKH MPOITHUCHBIMH OyKBaMHu. B pacriopsskeHHun
3TO CJIOBO OTCYTCTBYET U IOCJIe TIpeaMOyJIbl CTaBUTCS ABOETOUME WU 3arisiTasl.

[Ipeambyia MOXKeT OTCYTCTBOBaTh, €C/IM IPeAINKChIBAEMbIe [eHCTBUS He HY>KAAIOTCS B
pa3bsCHEeHUM.

[oryckaeTcsi yMeHbllleHHe WHTepBajOB MeXAY CTPYKTYPHBIMM 3jleMeHTaM{ IIpoeKTa
IpaBOBOrO  akTa (HaUMeHOBaHHWEM U TpeaMOy/IOW, a TakkKe  IIOCTaHOBJISIFOLI[EH
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(PacropsIUTe/IbHOM) UYACTBIO M IOJMMCHI0 JO/DKHOCTHOTO JIMIA 70 JABYX MeEKCTPOUHBIX
WHTEPBA/IOB; MeXy npeaM0y/Ioi 1 IOCTAHOBJLSIIOLIEH (PaCTIOPSIUTENBHON JaCThIO /10 OHOTO
MEXCTPOUHOI0 MHTepBaja) IPY HeoOXOAUMOCTH pa3MeIleHHsi [IPOeKTa IIPaBOBOIO aKkTa Ha
OJJHOM CTpaHHIIe.

B mocranoBnsromier (pacriopspuTeNbHOR) YacTH MPOEKTa MPABOBOIO AaKTa MOTYT
COZIepXKATbCsl  HENOCPEJCTBeHHblE YKA3aHWS IIPeJIIHCHIBAEMBIX [IEMCTBUM, KOHKPEeTHBIHM
MCTIOJIHUTE/Tb KKIOTO JEUCTBHs, CPOKM MCIOHeHHsA. B KauecTBe HCITO/IHUTE/NsSI MOTYT ObITh
0603HaUeHb! O/DKHOCTHBIE JIMLJA U CTPYKTYPHBIE T10/ipasie/ieHus AMUHUCTPAIAA TOPOJCKOr0
okpyra [lepBoypanbCk U Mo/iBeJOMCTBeHHBIX el yUpeXxaeHuH (IIPH 3TOM UHMIMA/ILI ¥ (aMUIHII
PYKOBOJUTE/IA YKa3bIBAIOTCS B CKOOKAX B UMEHUTE/ILHOM ITaJie)ke).

IIyHKT IOCTAHOBJ/ISIONIEN YaCTH IPOEKTa IIPABOBOTO aKTa MOXKET MMETh CJIe/IyIOLHe
CTPYKTYDHbI€E 3/IEMEHTbI: YaCTH ITyHKTA, MOAIYHKThI IIyHKTa, MIOAIYHKTbI YaCTH ITyHKTA, ab3ar[sl
TIyHKTa, ab3alfbl YaCTH MyHKTa, ab3allbl TIOATIYHKTA [IyHKTa, ab3alibl MO/IyHKTa YaCTH ITyHKTA,
K&KJIbIi U3 KOTOPBIX HAYMHAeTCA ¢ ab3alfHOro OTCTyma 12,5 MM OT JIeBOM IpaHHI[bI TEKCTOBOTO
1107151 (KpacHOM CTPOKH).

IToATTYHKTBI IIyHKTa, IOAIYHKTE! YaCTH ITyHKTA [TOCTAHOB/ISIONIEH (PacIiopsaayuTe/IbHON)
YacTH IIPOEKTA IPABOBOTO aKTa HyMepYyrOTCsl apabcKuMu LpdpaMut co CKOOKOM crpaBa 6e3
TOYKH WX TOJILKO TOUKOM 6e3 cko6ku. OTAessIoTCS APYT OT Apyra TOYKOM C 3arsToMH.

IlyHKT, 4aCTh IIyHKTA, [TOAIYHKT ITyHKTa IIOCTAHOBJIIOIIEH (PaCIIOpsANTe/IbHOM) YacTU
TIPOEKTA MPaBOBOr0 aKTa MOTYT MMeTh ab3allbl, OT/eNsieMble PYT OT APyra TOYKOM C 3arsiToM,
He UMeIOIIHe TIOPSIKOBbIX HOMEpOB.

YHacTe TyHKTAa HAUMHAETCA C KPACHOM CTPOKH, MOXKET COCTOSTh W3 IOANYHKTOB W
ab3aljes, 3aKaHUMBAETCS TOUKOM, HyMepaljuu He umeet. I10/ANyHKTH OT/IE/IAIOTCA APYT OT Apyra
TOUKOH C 3arsAToi. IToArmyHKTEI 0603HauarTCs apabckumu udpaMu co CKOOKOH crpaBa 6es
TOYKH.

Ab3a1laMH SB/IIOTCS BCe CTPOKH, HAUMHAKOIIMECS C KPACHOW CTPOKM, BHE 3aBUCHMOCTH
OT HallMCaHWs C IPOMKCHOMN WK CTPOUYHOU OYKBBL.

Ilpy He06XOAMMOCTH OCYIIeCTB/IEHHSI KOHTPOJISI 3a WCIIOJHEHHEeM IIPaBOBOTO akKTa B
IoC/IefHeM IIYHKTe Co/ZiepyKaTe/lbHOM YacTH IIpOoeKTa IPABOBOr0 aKTa YKasbIBAaeTCs II0JHOe U
TOUHOE HaMMEHOBaHMe [JO/DKHOCTH JIMI|, Ha KOTOPOe BO3/IaraeTcsi KOHTPOJIb, €r0 MHULUAJBL U
(bamunus, HarlpUMep:

KOHTpo/b 338 KCIIO/IHEHHeM HAaCTOSIIero ITOCTAHOB/IEHMS BO3/IOXKUTL HA 3aMeCTUTe IS
I'naBeI ropofckoro okpyra IlepBoypanbcK 110 MyHULMIIAIBHOMY yripasieHuto 1.0.@amuus.

IIpy HEOGXOAUMOCTH OCYI|eCTB/IEHHUSI KOHTPOJISL JIALIOM, TIO/IMCHIBAIOIIAM [JOKYMEHT,
WCIIOJIb3yeTCs Cllefiyromas QOpMyIHpOBKa:

KOHTpOJ’II: 3d UCIIOJIHEHWEM HaCTOAIIEero II0CTaHOBJ/IE€HNS OCTaBJ/IAIO 3a coboii.

B myHKTax O BCTYIUIEHMM B CHJIy IIDAaBOBOIO akTa YIOTPeO/ISAIOTCS CliefyroIue
CTaH/lapTHbIE BBIDAXKEHMS: «BCTYIIAeT B CHIy», «DACIPOCTPAHSETCA HA IPABOOTHOLIEHHS».
IIyHKT O TOpsiiKe BCTYIUIEHMs B CW/Iy YKas3bIBaeTCs B CJIydae, eC/Id HEOOXOJUMO YCTAaHOBUTH
0CO6BIi OPSA/I0K BCTYIUIEHHS B CHITY [IPABOBOTO aKTa, HAalIpHMep:

HacTosiiriee IoCTaHOB/IeHHWEe BCTyllaeT B CWIy Ha CIEAYIOUWH [eHb II0CJe ero
odUIHMaTLEHOrO OIy0/IMKOBaHHUS.

1060
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Hacrosiee nocrtaHoB/eHye BcTymnaeT B cuay ¢ 1 auBapsa 2022 roga, 3a UCK/IIOUEHHEM
IIyHKTa 5 HACTOSALero [OCTaHOB/IeHMs], BCTyratoljero B cuiy ¢ 20 mapra 2021 roga.

Kak mnpaBu/o, JaHHBIA IIYHKT B IpOeKTe IpaBOBOI'O aKTa pacliojiaraeTcs A0 IyHKTa O
BO3J/IOK€HUM KOHTPOJIS 3a UCIIOJTHEeHHeM I1paBOBOroO aKTa.

IIpy HeoOXOAMMOCTH OITyOJ/IMKOBAHUS ITPABOBOI'O aKTa ITPOEKT ITPABOBOI'O aKTa J[O/DKEH
cofiepkaThb IIYHKT C COOTBETCTBYIOIMM yKa3aHHeM, HallpuMep:

Hacrosimjee rocraHoB/eHue OIyO/IMKOBATE B rasere «Beuepnuii [lepBoypaabck».

mbo

Hacrosiiijee moctaHoB/IeHHe pa3MeCTUTb Ha OQUIIMaAbHOM caiiTe TOPOZACKOIO OKpyra
[TepBOypanbCK.

HIITA noanexar obsi3aTeTbHOMY OIMyOIMKOBAHHUIO B OQUI[MATEHOM U3/IaHHH.

Ilpy ccrlike B TeKCTe IpOeKTa IIPaBOBOIO akTa Ha (peflepaibHble KOHCTUTYLIMOHHBIE
3aKOHBI, (peflepanbHble 3aKOHbI, VKa3bl [IpesusieHTa Poccuiickoii ®egepalyy, 3aKOHbI
CBepaJsIoBCKOM 06/1acTH UX flaTa 0pOPMIISIETCSl CIOBECHO-IIU(POBBIM CIIOCOOOM B C/IeAYIOLIeH
MOC/Te/IOBaTeILHOCTH:  JleHb Mecsilla - apaOCKumy  IdpaMy, Mecsl[ - CJIOBOM B
COOTBETCTBYIOI[eM Tafieke, rof - apabckumu ruppamMu c [goOaBlIeHWEM CJIOBa «TOf» B
COOTBETCTBYIOI[EM ITafiexke Oe3 COKpalljeHHs], HallpUMep:

3akoH Ceep/ioBckon obmactu ot 20 Host6pst 2010 roga Ne 96-03.

CchUIKM B TeKCTe IMpoeKTa MpaBoBoro akta Ha KoHcruryyuio Poccuiickor ®egpepaiiuy,
KOJ/IeKChI, Y CTaB ropofickoro okpyra IlepBoypaibck MOryT odhopMIAThCS Oe3 yKa3aHUs aThl UX
TIPUHSTHYS, HAaTlI[pUMeD:

B cootBeTcTBUU € 3emMenbHBIM KofleKcoM Poccuiickon depepaljuu.

HO,E[HI/ICI: AOJDKHOCTHOI'O JIkIa, ITOATIMChIBAIOIIET'O IIPOEKT IIpaBOBOI'O dKT4d, pa3MeIaeTCsd
I1ocjie CO,E[EP)K&TE]'II:HOI‘/JI YaCTHU TIIPOEKTa TIIPaBOBOI'O dKTd 4Ye€pe3 UYeTbIpe MEXCTPOUHBIX
HUHTEpBaJa. B coctaB IIOAIINCH BXOAAT: HAMMEHOBAHHE [AO/DKHOCTHU JIMIla, ITOAIIMCBIBAIOIIEIO
HpaBOBOI\/JI dKT, €ro JiIM4Had IIOAIIMCh, HWHHIHAJIBI H (baMI/I]'II/IH. ,[[O]DKHOCTI: Jij1ia,
MOAINUCHIBAIOIET'O TIPOEKT IIpAaBOBOI'O aKTd, II€YaTA€TCA 4Yepes3 O,E[I/IHEIPHI:II‘/JI ME)KCTPO‘IHI:II\/JI
HUHTEPBAJI. HammeHoBaHMe AO/DKHOCTHU TI€eUyaTaeTcd y JIeBOH I'PaHULIBI TEKCTOBOI'O TIIOJIA,
HWHHLIWAJIBI U (baMI/I]'II/IH -y HpaBOI\/JI I'PaHULIBI TEKCTOBOI'O I10OJIA Ha YpPOBHE HOC]'IE,E[HEI\/JI CTPOKHU
HaWMEHOBaHHA AO/KHOCTH, HHULUAJ/IBI OTAE/IAI0TCA OT (baMI/IfII/II/I HPO6EJ'IOM, HallpuMep:

I'naBa ropoackoro okpyra [lepBoypanbck [Toprnuce N.0. ®amunus

5.1.3. BHeceHune n3MeHeHUM B IPaBOBOU aKT

BHeceHne u3MeHeHMI B IpaBOBOM aKT OCYIeCTBJ/SIeTCSl IyTeM IIPUHATHS OpraHoM,
TIPUHSBIIKM IIPaBOBOM aKT, B KOTOPbIM BHOCSITCSI U3MeHeHMs], IIPaBOBOI'O aKTa TOI'O ke BH/a,
ec/IM MHOe He yCTaHOBJ/IEHO 3aKOHOZaTenbcTBOM Poccuiickolt degepaliny ¥ 3aKOHOaTe/IbCTBOM
CBepAJ/IOBCKOM 00/1aCTH.

V3MeHeHUs1 BHOCATCS TO/IBKO B ITePBUYHBIM [IPaBOBOU aKT.

BHeceHue W3MeHeHUI B IpaBOBOU aKT IpeJIiosaraer:
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- 3aMeHy uMce/l, CJIOB, Npe/I0KeHNH;

- ZIOTIO/IHeHNe CTPYKTYPHBIMU 3/1eMeHTaMH, YMC/IaMU, CJI0BaMH, IPeJI0KeHUSIMUY;
- CK/IIOUeHHe UuceJl, CJIOB, Ipe/|/IoKeHNH;

- U3J/I0)KeHHe CTPYKTYPHOTO 3/leMeHTa B HOBOH peJlaKLiny;

- IpU3HaHKe CTPYKTYPHOI'O 3/leMeHTa YTPaTUBIINM CUIY.

HaumeHoBaHMe IIpO€KTa IIpaBOBOI'O aKTa, IIpEAIIO/aratomero BHeCeHue W3MeHeHUH B
OCHOBHOH HPaBOBOﬁ dKT, KdK IIpaBW/IO, HAUUHAETCA CO CJIOB «O BHeceHUH HU3MeHEeHUS...» UIH
«O BHeCeHHH U3MeHEeHHH. .. ».

B HaumeHoBaHUM IIPpOEKTAa IIpaBOBOI'O aKTd, KOTOPBIM BHOCATCA U3MEHEHHA B JOKYMEHT,
yTBep)KAEHHI:II‘/JI IIpaBOBBIM dKTOM, YKa3bIBalOTCH ITOC/TI€A0BATE/IBHO:

- HAUME€HOBAHHWE NOKYMEHTa, B KOTOPbeI BHOCATCA U3MEHEeHHS],

- CJIOBO «yTBEP)K,E[EHHI:Iﬁ», COIJIaCOBAHHOE B COOTBETCTBYIOIIIEM pO/JE€, UUCJIE U TTafieXKe C
HaM€HOBAHHEM IIpaBOBOI'O dKTa, B KOTOPbeI BHOCATCA U3MEHEHUS,

- BU/J TIpABOBOI'0 dKTd, KOTOPBIM YTBEPXKAAETCA HPaBOBOﬁ dKT, B KOTOPI:IFI BHOCATCHA
HW3MEHEHUA,

- HAWMEHOBAHHWE Opr'aHa, IIPUHSBHIETO HPaBOBOﬁ dKT, KOTOPBIM YTBEPXAAE€TCA H/IU
OAO6PHETCH HPaBOBOﬁ dKT, B KOTOPbeI BHOCATCA U3MEHEHMUS,

- AaTa IIpUHATHUA U PEFHCTPHHHOHHbIﬁ HOMED IIPaBOBOI'O dKTd, KOTOPBIM YTBEPXAAETCH
HJ/In OAO6PHETCH HpaBOBOI‘/JI dKT, B KOTOPI:IFI BHOCATCA MU3MEHEeHHS].

HPI/I 9TOM HAWMEHOBAHHE IIPABOBOI'O dKTa, KOTOPBEIM YTBEPXKAAETCA WHU/IU OAO6PHETCH
HPaBOBOﬁ dKT, B KOTOPI:II‘/JI BHOCATCA U3MEHEHU, HE YKA3bIBAETCH, HAlIpUMED:

O BHeceHuHu usMeHeHu! B [Iporpammy.............. ,
yTBep K/leHHY0 [IOCTaHOBJIeHHEeM

A JIMUHUCTpaL{MU FOPOACKOI0O OKpyra
[TepBoypanbck ot 24 aekabpst 2009 roga Ne1915

B ciyuae BHeceHUs] U3MeHeHUH B NpaBOBOH aKT WM B MPaBOBOM aKT W IPUIOKeHHe
(mpusioXkeHUs1) K HeMy, HaMMeHOBaHHe TpoeKTa IPaBOBOr'O aKTa, KOTOpbI BHOCUT U3MeHeHUsl B
OCHOBHOI TIpaBOBOM aKT, JOJ/DKHO COJep)KaTh HauMeHOBaHMe BHJa IIPaBOBOIO akTa, [JaTy,
perucTpalloOHHbIM HOMep U HauMeHOBaHHe IPaBOBOI'O aKTa, B KOTOPBIM BHOCSATCS M3MeHeHUH],
Hanpumep:

O BHeceHHH U3MeHeHUH B [TOCTaHOBJIEHUE
I'naBbI ropogckoro okpyra IlepBoypanbck
ot 14 nekabpst 2017 roma Nel5 «O mpefiocTaBieHUH. . ».

Ec/u MpoeKkT MpaBOBOrO aKTa BHOCUT TOJBKO OJHO HU3MeHeHHe B IpaBOBOH aKT, TO
HyMepaL{ys [IYHKTa He TIPOU3BO/JUTCSL.

HegomnycTMo W3MeHSITh HyMepalyio IIYHKTOB, [U(pOBoe oOO3HaueHHWe TOAMYHKTOB
IIpaBOBOI'O aKTa IpU BHECEHWM B Hero HU3MeHeHWH W TMpU3HAHWU YTPaTHUBUIMMU CHUIY
CTPYKTYPHBIX 3/IeMeHTOB ITPaBOBOIO aKTa.

BHOBBb BK/II0UaeMbIM B TeKCT IIPaBOBOI'O aKTa CTPYKTYPHBIM 3/leMeHTaM IpHCBauBalOTCs
MOpsiIKOBble HOMepa IIpeJIlecTBYIOUIMX KM CTPYKTYPHBIX 3/eMEHTOB TOIO e BHJa C
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nobaBieHHeM K yKa3aHHBIM HOMepaM Yepe3 TOUKY JOTOJIHUTE/IbHBIX ITOPSIIKOBBIX HOMEPOB,
HauvHasl C [IepBOro.

[oronHsieMbIM CTPYKTYPHBIM 3/leMeHTaM, KOTOpble BK/IHOUAIOTCSI B TEKCT IIPaBOBOIO
aKTa TIOC/e TOC/Te[Hero CTPYKTYPHOI'O 3jleMeHTa TOrO ke BHJa, IPHUCBAMBAIOTCS HOMepa,
c/lefiyIollre 3a HOMepOoM I10C/IeJHerO.

Ilpy ofHOBpeMeHHOM BHeCeHUH B NIPaBOBOM aKT U3MeHeHUM U NpH3HaHUM yTPaTUBLIMMU
CUIy OT/le/IbHbIX CTPYKTYPHBIX 3/1eMEHTOB OCHOBHOI'O [IPABOBOI'O aKTa BHOCHMbIe U3MeHeHUs U
IIpH3HaHKe YTPAaTHUBLIMMU CUTY OTAeIbHBIX CTPYKTYPHBIX 3/1eMEHTOB JO/DKHBI ObITh M3/I0MKEHEI
Toc/le/JOBaTe/IbHO C yKa3aHWeM KOHKPeTHOI'O CTPYKTYPHOI'O 3jieMeHTa, B KOTOpPbIN BHOCATCS
V3MeHeHUsl ¥ KOTOPbIN NpHU3HaeTCs yTpaTUBLIUM CUJTY.

AHanorvyHble U3MeHeHUsl BHOCSTCSl OJHUM IYHKTOM, HallpyuMep:

MYHKT 2, ab3ar] mepBbIM MyHKTa 5, ab3ar] BTOpoW 4acTh BTOPOHM MyHKTa 9, MOAMIYHKT 5
yacTu TpeTbel MyHKTa 11 1ocsie C/IoB «...» JOMOJHUTE CI0BAMU «...».

HPI/I INpHU3HAHWW YTPATUBIIMMHU CHUJIY HECKOJIBKUX CTPYKTYPHLBIX 3/IEMEHTOB M3MEHEHUS
TaKXKe BHOCATCA OAHUM ITYHKTOM, HallpyUMe€p:

MYHKT 5, 4acTb IIATYIO MyHKTa 8, ab3al] ueTBepThIM YacTH IECTOM MyHKTa 8 MpHU3HATH
yTPaTUBLINMU CUIY.

ITpn BHeceHHH HM3MeHeHHsI B [IpaBOBOM aKT CHayajla yKasblBaeTcsl, KAKOW CTPYKTYPHBIA
3/1eMeHT U3MeHs1eTCs], [IOTOM YKa3bIBaeTcsl XapakTep M3MeHeHUH. HavMeHOBaHHe CTPYKTYpHOI'O
5/1eMeHTa, B KOTOPbIM BHOCATCS HM3MeHeHUsl, cjefyeT opOpMIATb, HauWHasi C HaWMeHbIero
CTPYKTYpHOro 3jleMeHTa. HaumeHOBaHMe CTPYKTYpPHOI'O 3J/leMeHTa YKa3bIBaeTcsl IOJHOCTBIO
(6e3 cokparijeHus ), HallpUMep:

ab3ar] BTOpolM moamyHKTa 1-3 TyHKTa 1 JAOINOMHUTE TIpe/JIOOKEHHEM CJIe/lVIOI[ETOo
COZIePXKAHUA: «.....»

WM

B MOJTYHKTeE 2 MYHKTa 2 CJIOBA «........» 3aMEHUTh CJIOBaMH «...... ».

CchlKa Ha CTPYKTYpHble 3/1eMeHThl, UMelolijie HyMepaluio (pa3jiesbl, I71aBbl, MyHKTH,
MIOJTIYHKTEI), OpOpPMJIsSIeTCsT C HOMEpOM STOrO CTPYKTYpHOro 3jeMeHTa. YacTH IyHKTOB,
MIOATTYHKTOB M ab3allbl HyMepaljii He UMEIOT, II09TOMY CChIIKAa Ha HUX OQOPMIISIETCSI CJIOBECHO,
HalpuMep:

B a03alje MSITHAZLIATOM YaCTH BTOPOH MOATMYHKTA 3 MyHKTa 10.

[Ipy BHeceHMM M3MeHEHHH B TaOJ/UITY YKa3bIBAIOTCSI CHaua/la CjI0Ba «B TaO/HIie», 3aTeM
CTpOKa U rpagpa, B KOTOpble BHOCSTCS] U3MeHeHHs1, HallpUMep:

B Tabsmie B cTpoke 21 B rpade «EguHMIIa M3MepeHUs» CIOBO «pyOseli» HUCKIIOUHTD
(ecsn TabsMia pacriosiaraeTcsi Ha OJHOM CTpaHMILe U B HEM OTCYTCTBYeT CTPOKa C HyMepaljyeH
rpad);

mbo

B TabJTUIIE B CTPOKE €..euveneeneenennnnn. »BTPAPE «uvvvnininiiininnnen. » CJIOBO «KBapTaJi»
3aMeHHUTh CJIOBOM «To» (ec/i1 B TabJHIle OTCYTCTBYeT HyMepaLysi rpad U HyMepalys CTPOK);

mbo

B TabsMile B cTpoke 2 B rpade 4 cyioBa «12 Thic. py6ieti» 3aMeHUTh YHCIOM «0»;
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Ilpy BHeceHUM [OIOJHEHUM B CTPYKTYPHBIM 3J/leMeHT IIpaBOBOI'O aKTa YKasbIBarOTCS
CJIOBa, I10C/Ie KOTOPBIX 3TO JOINOJIHeHHe JIO/KHO paclio/iaraTecsl, HallpuMep:

IIYHKT 2-4 pasfea 2 1ocje CIO0B «...» JOIOJHUTE CII0BAMU «...».

B ciyuae ecnmu Aomno/HeHWe [O/DKHO pacrojlaraTbCsl B KOHLe ITYHKTa, ITOAIIYHKTA,
ab3aria:

1) 3Hak mpenuHaHUs, yroTpeO/eHHBI B KOHI|E JAOMONHSEMOM CTPYKTYPHOM eJUHHIIBI
COXpaHsIeTcs;

2) yKasbIBalOTCS CJIOBa, [10C/Ie KOTOPBIX pacriojiaraeTcs JONo/AHeH e, HallpuMep:

MYHKT 5 IIOC/Te CJIOB «paclONOKeHHBIX Ha Tepputopurd CBep//IoBCKOW 00/acTi»
JIOTIOJIHUTB CIOBaMH «, [IpaBuTesibcTBa CBEp//IOBCKON 00/1aCTH».

BHeceHre HeCKONBKHX H3MeHeHHH B pa3/InuHble CTPYKTYpHbIE 3JIEMEHTEI pas3jeJa
TIPpUJIOKEHHUA TIPaBOBOI'O daKTa O(bOpM]'IHETCH OTJ€JIbHBIMU IMOAITYHKTAMU, ITYHKTAMH.

[Ipu 3ameHe IUQPOBBIX 3HaUeHUH B IPOEKTe MPaBOBOIO aKTa YIIOTPeO/sieTCs TePMUH
«UMCJIO», HalIpUMep:
uncaa «12, 14 1 125» 3aMeHUTL ukcaaMu «13, 15 1 126».

I[Ipu 3amMeHe CJ/IOB M 4McCeN B MTPOEKTe MPABOBOIO aKTa YIIOTPeDJIsieTCs] TEPMHUH «CJIOBa,
HalpuMep:
cnoBa «B 50 pa3» 3aMeHUTH cjioBaMU «B 100 pas».

[Ipy HeoOXOAMMOCTH BHeCEHMsI U3MeHEeHHH B COCTaBbl KOMHCCHH, COBETOB M pabouMX
TPYIIN U3MeHeHUs1 BHOCSTCS T10 MOPSJKY PacIioyioyKeHUs CTPYKTYPHBIX 3/1eMeHTOB.

5.1.4. OdopmieHre pUIOKEHUH K IPABOBOMY aKTy

[lpy Hanmuuuy TpUIOXKEHHH K IIPOeKTy MpaBOBOIO aKTa B TeKCTe Ha HUX Jesaercs
CChUIKA.

Hanpumep: (npunoxenue 1) uau (ripuiaraercsi)

WM C TeKCTe IPaBOBOI'O aKTa IIPOMMCHIBAETCS «COTTIAaCHO MIPU/IOKEHUIO».

[IpuiokeHHs K ITPOEKTY MPABOBOIO akTa O(OPMIISIIOTCSI Ha OT/e/IbHBIX JIMCTaX OyMary.

Criel{Ha/MCT CTPYKTYPHOI'O IO/ pas/ie/ieHus], HeTIOCPe/JCTBEHHO TOATOTOBUBIINN IPOEKT
IIpaBOBOTO aKTa, HeCeT TIIePCOHA/bHYI0 OTBETCTBEHHOCTb 3a JOCTOBEPHOCTH CBeJeHHH,
COZIepIKALMXCSI B TIPH/IOKEHUH K TPOEKTY IPABOBOIO aKTa (TOYHOCTH PacueToB, MPABUILHOCTh
yKazaHusi GpaMUIHH, IMeH, OTYeCTB, JO/DKHOCTeH U MHBIX [JaHHBIX ).

Ha wucnonb3oBaHue pasMepoB Iosield, MIPU(PTOB U MEKCTPOUHLIX HHTEPBAIOB IIPH
revaTaHUY TIPUIOKEHHHM paclIpOCTPAHSIIOTCS W3J/I0KeHHBIE BHIIe TpeOOBaHWsI, ITPHMeHsIEMbIe
1Ipy 0(OpPMJIEHHH TTPOEKTa IPAaBOBOO aKTa.

[IpunokeHHs1 K TIPOEKTy IIPaBOBOrO akKTa JAO/IKHBI ObITb OGOpPMIIEHBI OT/EeNIbHBIM
daiinom/datinamu. O¢PoOpMISIIOTCS  TIPUIOKEHUST B COOTBETCTBUM C  TpeOOBaHMSIMH K
0()OpMJ/IEHUIO TIPaBOBBIX AKTOB HACTOSI|EN HWHCTPYKLUH. JIUCTBI B KaXKJOM IIPUJIOXKEHHH
HYMEepPYIOTCS CAMOCTOSITe/TbHO, HAaUHMHas CO BTOPOI'O JIKICTA.

Ha mpunoxeHwst, cofepsaljie TI'PaJjOCTPOUTENBHYIO JOKYMEHTAI[HIO, IUIAHUPOBKY
TEepPUTOPUI U HHOe, 0QOpMJIEHHbIE B COOTBETCTBHUHM C TPeOOBAHUSIMHU CTPOMTEIbHBIX HOPM H
npaBWJI, TpeOOBaHMSI HaCToOslIled WHCTPYKLMK He paclpOCTPaHsIoTCs. Takue IpHIIOKeHHs
odopmisitotcst B popmate pdf (Adobe Acrobat).
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B Buje npuiokeHU oOpMIISIIOTCS TIOJIOXKEHUs], peryiaMeHThbl, IpOrpamMMbl, TlepeyHH,
CIIMCKY | JIpyrye NofoOHbIe JOKYMeHTHL. Ha mepBo#i cTpaHHIje pOeKTa MPHUIOKEHUs B ITPaBOM
BepXHeM YIJIy OT BepXHel I'paHHI{bl TEKCTOBOI'O IOJIsI pacriosnaraetcsi cjioBo «IlpusoxkeHue».
VcknoueHWe COCTaB/SAIOT IOANMCaHHbIE IIPOTOKOJbI, YCTaBbL Hwke mnop cioBoM
«[IpunoxeHue» faeTcss CCblIKa Ha BHJ IPaBOBOIO aKTa, BK/IOYas HalMeHOBaHHe OpraHa,
MIPUHUMAIOILETO ero, aTy ero NPUHSITHS U perncTpaLMoHHbIA HoMep. Bce cocTaBHbIe 371eMeHThI
rpuda NpUIoKeHUs NeuaTaloTcsl Uepe3 OJMHApHBIM MeXXCTPOUHBIM MHTepBas, BbIpaBHUBAIOTCS
IO JIeBOM I'paHMlle, OTBe/IleHHOM J|JIs1 JaHHOI'O peKBU3UTa, YCTaHOB/IEHHOM Ha paccTossHUU 80 MM
OT IpaBOM I'paHULIbI TEKCTOBOI'O MOJISL.

[lpy HanMuUy HeCKONBKUX TIPHJIOKEHWH OHM HYMepyIOTCsl apabcKuMu Iudpamy,
Hanpumep:

[Tpunoxenue 1

K [TIOCTaHOBJ/IeHUIO ['/1aBEI
ropogckoro okpyra Ilepsoypasbck
oT Ne

[lpy HamMuuu B TeKCTe IpoeKTa IIPaBOBOIO akKTa (OPMYJIHMPOBKU «Y TBEPAUTH»
(mpusaraeMoe TONOXKeHHe, COCTaB KOMHCCUM U HHOe) Ha IepBOH CTpaHHlle IpPUJIOXKEeHUs B
IpaBOM BepxHeM JVIVIy OT BepxXHel IpaHUI[bl TeKCTOBOIO IO/l pacllojlaraeTcsl CJIOBO
«[IpunoxeHve» W rpu¢d yTBepXKJeHUs CO CChUIKOM Ha BHJ IpaBOBOIO akKTa, BKJOUas
HavMeHOBaHHe OpraHa, JaTy IPUHATHS [IpaBOBOI'O aKTa, ero perucTpaliioHHbI HoMep. C/ioBO
«YTBEPXXIEHO» odopmisieTcst TpormucHbIME OyKBamu (Oe3 KaBbIUeK) U COIVIacyeTcsl B pojie U
yKc/le C IIepBbIM CJIOBOM HaMMeHOBaHWs MPUJIOKEHUS: T10/I0KeHUe - YTBepKAeHO, IIPOTOKOJ —
yTBEp)KJeH, IporpaMMa - VTBep)KAeHa, MepoIpusATUs - yTBepkAeHbl. CTpoku rpuda
TIPWIOXKEHUs T1eyaTaroTCsl uepe3 OJWHApHBIA MeXCTPOUHBIM WHTepBa/l M BbIPABHUBAIOTCS I10
JIeBOW I'paHHLle, YCTaHOBJIEHHOM Ha paccTossHWKA 80 MM OT mpaBOM I'paHUL[bl TeKCTOBOI'O IIOJI,
HalpuMep:

[Tpunoxenue

YTBEPXIEH

rocraHoB/ieHreM ['1aBbI
ropogckoro okpyra Ilepsoypasbck
oT Ne

HaumeHoBaHMe IPpUJIOKEHHSA K IMPOEKTY IIPABOBOI'O dKTa Il€UATAE€TCHd Uepe3 O,E[I/IHEIPHI:II\/JI
ME)KCTPOHHbIﬁ HUHTEPBaJl, BEIpDABHUBAETCA IIO0 LIEHTPY TEKCTa. HEPBOE CJIOBO (I/I]'II/I HeCKOJIBKO
IEPBLIX C]'IOB) HaM€HOBAHUA TIPUJIOXKEHUS BbIAE/IAETCA IMTPOITMCHBIMUA 6yKBaMI/I H I1eyaTaeTcsd B
OT,E[E]'II:HOFI CTPOKE. Touka B KOHLIE HAMMEHOBAHUS TIPUJIOXKEHHUA K TIPOEKTY IIPABOBOI'O aKTad HeE
CTaBUTCs, HAaIIpUMED:

COCTAB
OpPr'aHHu3dalIMOHHOI'O KOMHTETA

HaumeHoBaHMe IpUJIOKEHUA K TIPOEKTY IIpaBOBOI'O d4KTa OTAeIAeTCd OT rpmba
VYTBEPXKAEHUA N OT TEKCTA ITPUJIOKEHUA ABYMA MEXCTPOUYHBIMU UHTEPBA/IaMHU.
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[Ipn HamMuMK B NIPUJIOJKEHUH HECKOJIBKMX pas/ie/IoB U I/1aB UX 3aro/IOBKU I1euaTaroTcs
L[eHTPOBaHHBIM CIIOCOOOM (OTHOCUTENBHO TPaHUI] TeKCTa) C IIPUMeHeHHeM OJMHapHOTrO
Me)XCTPOUHOI'O MHTepBasa. Touka B KOHIle 3arojioBKa He CTaBUTCs. JloIyckaeTcst BbIe/ISThb
3aro/IOBKU pasfiesioB M IVIaB KUPHBIM HIpU(PTOM. MeXXay TeKCTOM MpOoeKTa IIpaBOBOrO akTa U
3ar0JIOBKOM pasjiea (TJ1aBbl) JO/DKEH ObITh YCTAaHOB/IEH OUH MEXKCTPOUHBIN HHTEPBaJL.

Hymepanusa pasgenoB, I/1aB, cTaTel, IIYHKTOB, IOAIYHKTOB IIpOeKTa IIPaBOBOI'O akTa
OCYIIeCTB/IsIETCSI B COOTBeTCTBUU ¢ ObsacTHBIM 3akoHOM oT 10 Maprta 1999 rozga Ne 4-O3 «O
TIPaBOBLIX aKTaxX B CBepAIOBCKON 00/1acTh».

5.1.5. OdopmiieHue TabJUI] B TEKCTe MPABOBOT'O aKTa

B mpunoxeHWsIx U B TeKCTe OCHOBHOTO [OKYMeHTa IPaBOBOTO aKTa MOXKeT OBITh
odopmsieHEe B BHJe Tab/uL], TpadrKOB, CXeM, UepTexel, PUCYHKOB U KapT. B mpuiokeHny,
oopM/IeHHOM B BUJe TaO/UIlbl, Tpadbl U CTPOKH TaO/IWI[bl, KaK MPABHUJIO, [JO/DKHBI WMEThb
3aroJIOBKH, BbIpPa)KeHHbIe UMeHeM CYIeCTBUTe/JbHBIM B UMEHUTe/IbHOM Iafieke, eJJMHCTBeHHOM
yncre. IlopzaronoBku rpad U CTPOK IpaMMaTUYeCKH JAOKHBI OBITh COIVIACOBaHbI C HX
3arosioBKaMH. B KoHIJe 3aronoBka rpadbl Touka He cTaBuTcs. Ecau Tabmuria neuaraercst 6osee
yeM Ha OJfHOW CTpaHHlle, rpadbl TabaULEI HYMePYIOTCS U CTPOKAa C HOMepaMU IIepeHOCHTCST Ha
KaXX/[yI0 CTPaHHIy Tab/IHILIBL

I[pu oopmaennu Tabmaur] npeAnoutuTe bHbIN MpUdT Liberation Serif Ne 10, 11,12;

Tabuiib MOTyT ObITE OOpMIIEHBI Ha CTaHJapPTHBIX JHUCTax Oymaru ¢opMaTa A3, A4.

3aronoBku rpad TabMIEI cienyeT OQOPMISTH I[eHTPUPOBAHHBIM —CIIOCOOOM B
e/IMHCTBeHHOM UYHCJ/le, HallpuMep: HalMeHOBaHWe MepOIpUsATHs, eJAWHMIIA U3MepeHHs], CPOK
HCIIO/IHeHus, (popMa JOKyMeHTa, B 3ar0/I0BKax rpa¢ mepeHoCk! [0y CKatoTCs.

I'pada «Homep cTpoku» B Tabsuriax siBisieTcss oOs3aTesbHOM, HOMepa CTPOK B 3TOH
rpade 3aKaHUMBAIOTCSI TOUKOM.

Harnprumep:
Howmep cTpoku HauMeHOBaHNe MepoNpUATHS OTBeTCTBeHHBIN HUCIIONHUATE/Ib
1 2 3
1.
2.

3HaK{ MpernvHaHUs CTaBSTCS TONBKO BHYTPH TIpeJIoXKeHHsl. B cTpoke TabmuIlel mocie
cnoB «Mtoro», «Bcero» ABoeToUMe He CTABUTCSI.

[ludpoBbie BeMMUWHBI NP TepeurcaeHnd (ec/id ecTh ApOOHbIe UHC/Ia) pas3fesiioTCs
TOUKO#H c 3amsitoit (1,2; 5,1; 6,3).

IToryckaeTcst MCTO/b30BaHKWe COKpallleHUH B TabJuIjax, ¢ 0bsi3aTe/IbHBIM TIPUIOKEHUEM
CIIMCKA COKpallleHHH, UCTIOb3yeMbIX B TabJTHIle, TIO ee OKOHUaHUH.

Hanpumep:
CIHMCOK UCIIO/b3YeMBIX B TabJIHIle COKpaIleHHH:
3AO- 3aKpBITOE aKITMOHEpHOe ODIIeCTRO.
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5.1.6. OdopmieHre CHOCOK B TEKCTe MPaBOBOT'O aKTa

Ilpy HanMuuM B TIIPUIOXKEHUM K IIPOEKTY IIpaBOBOIO aKTa CCBIJIKM Ha CHOCKY OHa
oopMmJsieTcs: 3Be3,0UKON MK LUPpoN. TeKCT CHOCKU IeyaTaeTcsl C MCIOAb30BaHUeM LIpU(Ta
Liberation Serif pasmepom Ne 10, 11 uepe3 ofuHapHbIii MeXCTPOUHBIA HHTepBal B KOHIIe
CTpaHUL{bl UM B KOHLe TIPUJIOKeHUs 1of, yepTor. Iloc/e 3HaKa CHOCKU ee TeKCT IleyaTaeTcsl C
IpoNMcHOM OyKBbl. B KOHIje CHOCKMA CTaBUTCS Touka. Ha ofHON cTpaHHIle He J[OJDKHO
IIPOCTaBJSATHCS OoJlee TpeX CHOCOK.

Ecmu npunoxenve odopmiieHO B Bufe Tab/MI[pl, CHOCKM MOLYT ObITh AaHbl Kak Ha
KaX/[ol CTpaHHIIe, I7le eCTh CChUIKM Ha CHOCKY, TakK W B KOHIle Tabmuibl. [locte 3HaKa CHOCKH
TEKCT CHOCKM HaUMHAETCSI C MTPOIUCHOM OYKBBL

[Ipumeuanue faeTcss B KOHLle TaOauipl. EcaM ecTh CHOCKHM, TO IpUMeuaHUsl [JArOTCS
TocJle CHOCOK.

Ecmu nprumeuanue ofgHo, To nocse cioBa «lIprmeuaHue» CTaBUTCS TOUKa, fAajiee TEKCT
TIPYMeYaHus TIUIIEeTCS B 3TOM JKe CTPOKe C IPOIMUCHON OYKBEI. Ec/iv mpruMeuaHuii HECKOJBKO, TO
nocte cioBa «[lpuMeuaHusi» CTaBUTCS [JBOETOUME, TPHUMeYaHUs HYMepYIOTCS apabCKUMH
udpaMyd C TOUKOW, Kakjoe TpUMedaHHe OQOpMIseTCs OTAe/MbHBIM ab3aljeM, B KOHI[E
TIpUMeuaHui CTaBUTCS TOUKA.

5.2. IlpoToKo0JIBbI COBelljaHNH, 3acelaHNH

5.2.1. TIpoTOKOM COAEp>KUT II0C/Ie/JOBaTe/NBHYIO 3alMCh OOCYKIEHUs] BOIPOCOB H
MIPUHSATHS pellleHUH Ha COBelljaHUsIX, KOH(pepeHLUsX, 3acelaHusAX KoJl/lerdaabHbIX OPraHoB.

5.2.2. TIpu cocTaB/ieHHH TPOTOKO/IAa HeOOXOAUMO ODOeCreunTs OPHUANYECKYIO CHITY
JOKyMeHTa, KOTopasl OIpe/ie/isieTCs] Ha/IMUieM BCeX HeOOXOJMMBIX PEKBHU3UTOB U NPaBU/IbHBIM
1x odpopM/IeHHEM.

[lporokon odopmisieTcss Ha CTaHJapTHBIX JucTax ¢opMara A4 c  yKasaHUeM
00s13aTebHBIX PEKBU3UTOB:

- HaumeHoBaHus1 fokyMmeHTa [IPOTOKOJI (rieuaTaeTcsi OT IpaHUI[bl BepxHero IoJs
IIPONKCHLIMU OYKBaMH, ITOJTY>KUPHBIM IIPU(TOM U BEIPaBHHUBAETCS 10 L{EHTPY );

- HauMeHOBaHUsl BH/la 3ace/laHus], CoBelllaHUs (OTAessieTcsl OT MpeAblAylero peKBU3NTa
JIBYMS1 Me>KCTPOUHBIMH UHTepBa/laMU U BbIpaBHUBAETCSI I10 LIEHTPY );

- MecTa IpoBeJleHus1 3ace/jaHus], COBelljaHUsl (BbIpaBHUBAETCS 110 LIEHTPY U OT/e/sIeTCsl OT
pekBU3UTOB «/laTa» U «Ne» IPOTOKO/IAa OAUHAPHBIM MeKCTPOUHBIM UHTEPBAJIOM);

- AaTel U HOMepa MpOTOKoJa (faTa opOpMIISIETCST CIOBECHO-LIU(POBBIM CIIOCOOOM U
reyaraeTcsl yepe3s WHTepBa/l HIWKe IIpeJblAyllero peKBH3UTa, HOMep IPOTOKOJ/a IevyaTaeTcsl
apabckumu 1rippamMy ¥ COCTOUT U3 3HaKa Ne U MTOpsIIKOBOIO HOMepa);

- OCHOBHOM 4aCTH MPOTOKO/Ia (TleuaTaeTcst uepes 1 MeXXCTPOUHBIM HHTepBan);

- noanucy (OTAensieTCsl OT TeKCTa JBYMsI MeXXCTPOUHBIMU HMHTepBajaM{ U BK/IOUaeT
HauMeHOBaHMe JO/DKHOCTU Jivlla (TpeficefaTeslb, CeKpeTaph), JIMUHbIe MOJIMICH, Paciii(poBKY
nofnuced (MHULMAABL U damuiusi). HarMeHOBaHMe [O/DKHOCTU IeyaTaeTcsi OT JIeBOW IPaHHL{bI
TeKCTOBOI'O IOJISI.

B ApmunHMCTpaLuy ropofckoro okpyra IlepBoypasibck NpOTOKOJIBI MOTYT O(OPMIISITBCS
B IOMHOW WM KpaTtkoh ¢opme. IlofHbBIA MPOTOKONA (PUKCHpyeT OOCY>KIEeHHBIE BOITPOCHI,
NIpUHATBIe pellleHWss W (paMUIMM BBICTYIIABIIMX, IlepefjlaeT COJep)KaHHWe [OK/IaJloB U
BBICTYIUIEHUH YYaCTHHKOB COBelljaHUsl, Bce BbICKa3aHHble MHEHHs], IIpO3ByuaBlile BOIIPOCHI U
peIuvIMK{, 3ameuaHusl, IO3HLMU. KpaTKhid INpOTOKOJA, B OMIAYMe OT IIOJHOrO, He JaeT
TIpe/ICTaB/leHNs] O Xofie OOCYXK/eHHs BOIPOCOB IIOBECTKH [Hs, BBICKa3aHHBIX MHEHHsX, He
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TOKa3bIBaeT, KaK MPOXO/IKia BbIpabOTKa yrpaBieHueckoro pemieHus, paszgen «BbICTYTININ »
MOJKeT MPUCYTCTBOBATh B BUle yKa3aHUsl (paMUIN BEICTYIIaBIINX.

5.2.3. TeKCT NOMHOro MPOTOKOJ/IA COCTOUT U3 2 YacTel: BBOJHON U OCHOBHOM.

BBogHas yacTk NPOTOKO/Ia HAUMHAETCS C YKa3aHUs:

- gamMuMM ¥ UHULMA/NOB TIpeficefiaTesisi U CeKpeTapsl B MMeHUTe/JbHOM IMafiexe (IIpU
IIpOBe/leHHU OIlepaTUBHBIX COBeIllaHHH 5Ta UacTh IIPOTOKOJIa MOXKET OTCYTCTBOBATh);

- ¢amMWIMi ¥ MHUIMA/IOB MPUCYTCTBYIOIIMX Ha COBeIaHWU U JIWL], TpUIVIallleHHbIX Ha
MepOIIpUsTHe.

CnoBa «IlpucytctBoBanu» u «llpuriamieHHbIe» 0GOPMIISIIOTCS OT TPaHHULIbI JIEBOT'O OIS
Y 3aKaHUMBAIOTCS [JBOETOUHEM:

IIpencenatens (My npeficefaTebCTBYIOIIHI)

CexkpeTapb

[TprcyTcTBOBa/MM - CIIMCOK MPUCYTCTBOBABIIMX WU/IM OTCHIIKA K IIPU/IaraéMOMy CITUCKY
TIPUCYTCTBOBABILHNX, €C/IM UX KOJIMUeCTBO IpeBblllaeT § uesioBekK.

[Iporokon He OyAeT cuMTaTbCsl J[eHCTBUTE/NBHBIM, €CIM Ha 3acejaHUd He Oyger
[IOCTaTOUHOI'O UYHWC/Ia YYaCTHUKOB JJIs1 NPUHATHS pellieHUs], TO3TOMY Ba)KHEHMIIUH 3/1eMeHT
BBOJIHOM YaCTH - COCTaB IMPUCYTCTBYOL[MX. PaMUIMU MPUCYTCTBYIOIMX I1€PEUUC/ISIOTCS 110
andasury. [Ipu odpopmieHNHM MPOTOKOJA COBELaHUs C YKCIOM IPUCYTCTBYIOI[UX Oosee 10
Yye/oBeK HMX (aMUINM He [epeurc/IsioTCs, a L[UQpo yKasbiBaeTcss oO0Ijee KOIMUYECTBO
YyUaCTHUKOB, HalIpUMep:

[IpucyTcTBOBaMM: 27 YesioBeK (CIMCOK IpU/araeTcs).

BBojHasi uacTb IIPOTOKO/IA 3aKaHUMBaeTCsl IOBECTKOM 3acefaHus. Ecau Borpocos
HEeCKO/bKO, OHM pacIlojlaraloTcsl IO CTelleHH BaXHOCTH, C YTOUHEHHeM [JOK/IaJuuKa
(VKaspIBalOTCs [JO/DKHOCTDb, (paMuU/Msl, WHHULMA/IbI) IO IYHKTY IOBEeCTKU 3acefaHus. Kaxabii
BOIIPOC HyMepyeTcsi apabCKoi 1udport u HaunHaetcsi ¢ mpegiora «O» mwin «O6». IToBecTka
3acefjaHysl, COCTOsijasi W3 OOMBIIOrO KOIWYeCTBA BOIPOCOB C YKa3aHWEM BpeMeHM UX
oOCyKleHWs1 ¥ pa3oc/iaHHasi 3apaHee y4YaCTHHKaM 3acefaHusi, o¢dopmisieTcsi Kak
CaMOCTOSITe/IbHBIN JOKyMeHT. [lepes; OCHOBHOM 4acTbIO TeKCTa MPOTOKO/A Jie/laeTcsi OTMeTKa:
«[loBecTka [HsA Tmpusaraercsi». B TOBecTKy He BKJ/IIOUAIOTCSI BOIPOCHl HEKOHKPETHOI'O
cofiepkaHus, HarpuMmep, «PasHoe».

B rmporokonax wucnosnb3yercss ¢opMa U3JIOKeHUs] TeKCTa OT TpeTbero Jwila
MHOXKecTBeHHoro uucia. CofiepkaHue BBICTYIIEHMH H3/1araeTcss OT TpeTbero JiMiia
e/JMHCTBEHHOT'O UMCJIa.

OcHOBHasi 4YacCTb IPOTOKOJA COCTOMT U3 pasflesioB, COOTBETCTBYIOIIUX IIYHKTaM
MOBeCTKU /Hs. TeKCT KaXkJoro pasjiesna CTPOUTCS 110 CXeMe:

CJIYIIAJIA - BBICTYIINJIN - PEHINJIN.

[Muetcst mponycHbIMU OYKBaMH, KaXJoe - OT JIeBOM I'PaHHUIIbl TEKCTOBOT'O T0JIs, TIOCTIe
HUX craBurcs ABoetouue. Ilepen cnosom CJIYIIAJIW cTaBUTCA HOMep BOIIpOCa IMOBECTKU
3ace/jaHusl.
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B pazgene CJIYIIAJIM npuBogsTcs damMuivd U WHULUANBL  [JOKJaJUYUKOB
(HauMeHOBaHMe JO/DKHOCTH YKasblBaeTCsl B IoBecTKe). OCHOBHOe cojiep’KaHue [JOK/IaZloB U
BBICTYIUUIEHUH TIOMelllaeTcsl B TeKCTe MMPOTOKOJ/Ia WM IIpUlaraeTcst K HeMy, B IOC/IeJHeM cjIyuae
Jle/aeTcsl B TeKCTe CHOCKa «T'eKCT BBICTYILIeHUsI [IpU/IaraeTcsi».

B pazzgene BBICTYIIWJIN mnipuBogsaTcs dbaMUIMM M UHULMAILI BbICTyMaBUIKUX. Ecu
CJIOBO TIPE/JOCTABJISIETCS JIUL]Y, TIPUIVIALIEHHOMY Ha OOCY)KJeHHe BOIpoca IOBECTKH AHs, TO B
IIPOTOKOJIe YKa3bIBalOTCs ero (paMuInsl, UHULMA/IbI U JO/DKHOCTD.

Bce Bompocs! K JOK/IaJUMKY U BBICTYIIMBIINM, OTBeThbI Ha HUX 3allMChIBAIOTCS B MIOPSAAKe
UX TIOCTYILZIEHHSI U OpOpPMIISIIOTCS KaXK[bld C KpPacHOM CTPOKH, HO BMECTO CJIOB «BOIIPOCY,
«OTBeT» yKa3bIBaloTCsl paMU/INU U UHULAATIBL.

B pasgene PEIINJ/IN 1o Kakg0OMy ITYHKTY IIOBeCTKU 3ace/aHUsl IPOU3BOJUTCS 3allvcCh
TIPUHSITOTO T10 06CYyK/[aeMOMy BOITpOCy pelieHust. [IocTaHOB/SIOI st YaCTh pellieHni COAEPKUT
COCTaBHble YacTU: KOMYy, UTO cJejlaTb U K KaKOMy CPOKy. Pa3sBepHyThble pellleHHSI MOTYT
0(hopM/IATHCS KaK CaMOCTOSITe/BbHBIM JIOKYMEHT, B 3TOM C/lyyae OHU IPUIAraroTcsl K IPOTOKOY.

B ciyuae yTBepKIeHHS WM COIVIACOBaHMsI KOJIIETWATbHBIM OPraHOM KaKOro-arbo
JIOKYMeHTa B IIPOTOKOJIe [OJDKHAa COZep’KaTbCsl CChlIKA Ha 3TOT JOKYMEHT, a caM JOKyMeHT
rpuiaraeTcsl K INpOTOKOIY.

PemieHre B TeKCTe MPOTOKO/IA TIeYaTaeTCsl IIOMHOCTBIO, TTPYU HeOOXOAUMOCTH ITPUBOJSTCS
WUTOI'M I'OJIOCOBaHMS.

CopnepxaHre ocob0Oro MHEHWUs], BBICKa3aHHOT'O BO BpeMsi OOCY K/ eHUs], 3aITUChIBAETCS B
TeKCTe IIPOTOKOJIa I10CjIle COOTBETCTBYIOIero pelleHusl.

5.2.4. KpaTkuli NPOTOKOJ [JOMYCTUM IIpU Ha/IMUMM TEKCTOB JOKJ/aZOB U BBLICTYIUIEHHH,
TIPUJIO’KEeHHBIX K ITPOTOKOJy. KpaTKo MpOTOKO/IMPYIOTCS OllepaTUBHbIE COBelljaHUsl.

TekcT KpaTKOro IIpOTOKO/Ia TakKKe COCTOMT M3 JByX 4acTed. Bo BBOJHOM uwacTh
yKa3blBalOTCSl WHHULManbl U (pamMuauu Impefcefarens (IpeficefaTe/bCTBYIOIIEro), a TakkKe
JIO/DKHOCTH, UHHULMA/IbL, (paMUIUU JIML], IPUCYTCTBOBABIIMUX Ha 3aceflaHUU.

CnoBo «lIIpucyTcTBOBaMM» IevaraeTcsl OT TI'PaHULIbl JIEBOIO IIOJI, B KOHIle CJIOBa
CTaBUTCS JBoeToure. Hike ykasbIBaloTCs HaMMeHOBAHUS AO/KHOCTeM, MHULIMAMBI U haMUIUN
IIPUCYTCTBOBABIINX. HarMeHOBaHHS O/DKHOCTEN MOT'YT YKa3bIBaThCsl 0000IIeHHO, HallpHMep:

3aMecTuTeny ['1aBbl ropogckoro okpyra [lepBoypanbck;
PYKOBOJUTe/IU No/|pa3fie/ieHni A IMUHUCTpALUK TopojicKoro okpyra IlepBoypasbck.

@®amMuIvy U MHHLIMA/IB] IIPUCYTCTBOBABILIKX Ha 3ace/laHWU MpUIVIallleHHbIX J0/DKHOCTHBIX
JML], He SB/SIOIIMXCS YIeHaMHU KOJUIeTMa/JbHOIO OpraHa, ITepeurc/IsIioTCsl II0C/e C/IoBa
«[Ipurnamennsie:» B andaBUTHOM IIOpsiiKe, IPU HEOOXOAUMOCTH - C HaWMEHOBAaHHEM
JOJDKHOCTH.

CnoBa «IlpucyTcrBoBanu:», «IIpuriamieHHble:» opOpMISIOTCS OT IPaHUL{bI JIEBOTO OIS
Y 3aKaHUMBAIOTCS ABOETOUHEM.

OcHoBHas 4acTb [IPOTOKOJIA BK/IIOUaeT paccMaTpUBaeMble BOIIPOCHI M IIPUHATHIE 110 HUM
pernenusi. HaumeHoBaHue Borpoca HyMepyeTcs: apabckod 1udpoii ¥ HauMHaeTcsi C TpeAJiora
«O» («Ob6»), c ykasaHueM (aMHJIMH [JO/DKHOCTHBIX JIML], BBICTYITHUBIIUX IIPU OOCY>KIEHHUU
BOIIpOca. 3aTeM yKasbIBaeTcsl IIPUHATOe T10 BOIIPOCY pelleHue.

5.2.5. JlaTol NpOTOKOJIa SIBJISIeTCsI [jaTa 3ace/jaHusl.
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5.2.6. [Iporokon BBoauTcs B C3/1 B COOTBETCTBUM C PYKOBOZACTBOM ITosib3oBatess CI/I.
B crycok 03HaKOMIIeHMSI BKI/IIOUAIOTCS BCe 3avHTepecOBaHHbIE YUYACTHUKM M JIO/DKHOCTHBIE
qvna. YKasaTelb PacChUIKM COCTaB/IsIeT OTBETCTBEHHBIM HCIIOJIHUTe/b, I1OATOTOBHBILWMN
paccMoTpeHre Borpoca. (CornacoBblBaeT IIPOTOKO/N KYpPUPYIOLMM 3aMecTUTe/b ['/1aBbl
rOpOJICKOrO OKpyTra [TepBoypanbck. [MopnuceiBaer rpejicefiaTesb (nm
Tnpe/ice/laTe/IbCTBYIOIHUHA ).

5.2.7. IlpuHSTEIE pellleHHs] MOTYT OBITh /JOBeJIeHBI /IO UCTIOHUTe/IeN B BUjle BBITHCOK U3
IIPOTOKOJIOB - KOIMM YacTU TeKcTa IpoTokosa. IIpu cocTaBneHWH BBITMCKU W3 TPOTOKOJIA
BOCIIPOM3BOJAT BCe PeKBU3UTHI NPOTOKO/IA, BBOJHYIO UaCTh TeKCTa ITOJIHOCTBIO, @ U3 OCHOBHOM
yacTu Oepetcst nHpopmalus (00CysKiaeMbIii BOITPOC M NIPUHSTHIE 110 HEMY pellleHHs), KOTOPYIO
HeoOXOJMMO IOBECTH IO CBeJleHUs] 3aMHTePeCOBaHHbIX JIHLI.

B pekBusure «HaumeHoBaHue Buga JokyMeHTa» BMecto cjoBa [IPOTOKOIJI
niporucHbIMU OykBamu neuatatoT BBITTMICKA 13 TTPOTOKO/JIA.

JIuuHble MOANKMCH TIpefcesaTe sl U ceKpeTapsi He 0pOpMIISIIOTCS, a YKa3bIBalOTCSl TOMBKO
cioBa «IIpeacenatens» («IlpepcenarenscTByOLMi»), «CeKpeTapb», UX (paMUIMU U UHULUAIBL
BeInucKy U3 IpOTOKO/A NMOATMCHIBAeT TOJBKO YIIOJHOMOUEHHOe JMIIO (ceKpeTaph), KOTOpoe
COCTaB/I€T 3aBEPUTEBHYIO HAAIMCh, COCTOAIIYIO U3 C/IoBa «BepHO», yKa3aHWUs [O/DKHOCTH,
JIMYHOM MOoAMMCH, haMUWINH, WHULIMAJIOB U JaThl 3aBepeHHUs JOKyMeHTa (peKBU3UT «OTMeTKa O
3aBepeHHH KoMK »). [laHHbIN peKBU3UT odopMisieTcs riocie pekBusuta «llogmucky.

5.2.8. Ilog/IMHHYKK JOKYMEHTOB 110 BOIIPOCaM, paCCMOTPeHHBIM Ha 3ace/|JaHuH, XpaHITCs
B YCTQHOBJICHHOM IIOpsiiKe B TIoApasfie/leHusX AJMUHUCTpalud TOpPOJACKOIO OKpyra
ITepBoypanbck. Konny npoToko/oB 3acefilaHuM, KOITMM [TOBECTOK JHS 3ace/laHU U MaTepHasioB
K HHUM YHHUTOXKAIOTCS I10 MHHOBaHMMA HagoOHocTH. CpOKHM XpaHeHHs IIPOTOKOJIOB
orpefie/siIoTCsI 10 [lepeyHIo THITOBBIX yITpaB/AeHYeCKHUX apXUBHBIX JOKYMEHTOB, 0Opa3yIOMUXCsl
B IIpoliecce JAesTe/JbHOCTH I'OCyJapCTBeHHBIX OpraHOB, OPraHOB MeCTHOI'O CaMOYIIpaB/IeHUsI U
OpraHM3allii, C yKa3aHHeM CpOKOB XpaHeHWs, yTBepxjeHHOMy IIpukasom ®ezepanbHOro
ApxusHoro areHTcTBa oT 20 fekabpst 2019 roga N 236.

dopMa MOJHOro IIPOTOKOJIa ITpeficTaB/leHa B [IPU/IOKeHUH 6 K HacTosIel NHCTPYKLIMU.

5.3. loroBopsl, corJialieHusl, KOHTPaKThl

5.3.1. B AMHHHCTpalLiUM T'OpOACKOro okKpyra llepBoypasnbCcK [OrOBOpEL, COIVIAllleHUs,
KOHTPAaKTHI (Jjaziee - J0roBOp) MOATOTaBAMBAIOTCS B COOTBETCTBUM C 3aKOHO/aTe/IbcTBOM PD.

[TpoekTbl MyHMIMIIQ/JBHBIX KOHTPAKTOB, 3aK/IIOUaeMbIX Ha OCHOBaHUM 3J/IeKTPOHHBIX
TOPIOB B COOTBeTCTBUU ¢ DegepanbHbIM 3aKOHOM Neo 44-D3, moAroraB/IvBalOTCS BHE paMOK
Co/.

5.3.2. Tekct poroBopa JoO/DKeH OBITE CTPYKTYPHUPOBAH, UMETh CKBO3HYIO HyMepalHio.
®opMyTMPOBKY TEKCTA AOIKHBI OBITh KPaTKUMH, TOYHBIMH, 3aBepIIeHHBIMH.

3aro/IoBOYHasi 4acTh JIOrOBOpa COJlepPIKUT:

- HauMeHOBaHue BU/la JJOKyMeHTa - JOI'OBOP (COI'TAITEHMUE,
MYHULIUTIAJIbHBIN KOHTPAKT);

- 3ar0JIOBOK - HaMeHOBaHHe [J0roBopa, HallpyuMep:

JOI'OBOP
O Pa3BUTHUM 3aCTPOEHHON TeppUTOPHY;
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- MeCTO COCTaB/leHHsi (HalMeHOBaHWe Hace/JeHHOrO IIyHKTa, HarpuMmep: T.
[lepBOypabck).

CopnepkaTe/sibHasi 4aCTh TEKCTa JOrOBOpPA COCTOUT U3:

- mpeaMOyJIbl, cofiepKallieli: HavMeHOBaHUsI CTOPOH (TIOJHOE M COKpaljeHHOe WIIN
JCIOBHOE), WX TIpe/CTaBUTe/ed, HaMMeHOBaHHe JOKYMEHTOB, Ha OCHOBAHHM KOTOPBIX
JeHiCTBYIOT TTpe/CTaBUTEH;

-IIyHKTOB, B KOTOPbIX VKa3bIBAalOTCSI COOTBETCTBYIOILHE YC/IOBUS 3aK/II0YaeMOIO
ZIOrOBOpa.

-KonnyecTBO 3K3eMIISIpOB [loroBopa O0YC/IOBAMBAETCS KOMMYECTBOM Ue/IOBEK, €ro
TMIOATIMCABIINX, O YeM YKa3bIBAeTCsI B JOrOBOPE, HalIpUMep:

«’[[OFOBOP COCTAaBJIEH B TPEX 3K3eMIUISIpaX, UMEIOIINX PaBHYIO OPUANUYECKYIO CUTY. ».

OT,E[E]'II:HI:IE BOIIPOCHI AOT'OBOpa MOI'yT OBLITH BbIHECEHBI B TIpUJIOKEHUS. B sTom cilydae
BCe AOKYMEHTBI JO/DKHBI paCCMATpUBATLCA KdK COCTaBHBIE YaCTH [OI'OBOpPA. B AO0r'oBOpe H
IMPpUJIOKEHUAX  [J€JIa€TCAd  OI'OBOPKad, UTO BCe€ IIpUJIOKEHHBIE  AOKYMEHTHBI  ABJIAKOTCA
HeOThEMJIEMOH YacThbIO A0roBopa, HalIlpUMep:

«Bce IMpUJIOXKEHNUs, YIIOMSHYTHEIE B HACTOALNEM AOI'OBOpE, ABJISIOTCH HeoTbeMJIEMOM
HYaCTbIO HACTOALIET'O AOT'OBOPA. ».

B 3ak/mounTeIbHOM 4aCTH AOroBOpa COZlepiKaTcsl:

- IOpUJMYeCKHe ajpeca CTOPOH C YKa3aHHWeM IIOUTOBBIX a/IpecoB, OaHKOBCKHX
PEeKBU3UTOB;

- THOANUCH (JO/IKHOCTh JIML[a, YIIOJHOMOUEHHOIO MOJIHCATh JOrOBOpP, €ro JIMUHYIO
MO/TIUCh U paciii(pOBKY [TOATIHCH);

- OTTUCKHM I1eyaTel CTOPOH.

5.3.3. Peructpaijyio [JOroBOpOB, COrJallleHWM, KOHTPAKTOB Mpou3BoAUT KomureT Mo
IpaBOBOM paboTe W MYHHLMIAJIBHOM Ciay>kOe AJMHHHCTpAllMd TOPOJCKOrO OKpyra
[TepBoypanbck. OauH opuruHan octaetcss B Komurere 1o npaBoBoit paboTe ¥ MyHHULIATIA/TEHOM
cayxbe.

5.4. loBepeHHOCTH

5.4.1. [loBepeHHOCTH BBIAIOTCS B COOTBETCTBUH C JIeUCTBYIOIIUM 3aKOHO/aTe/IbCTBOM.

5.4.2. TloarotoBKka U odopMieHHe [JOBepeHHOCTeH OCYIeCTB/ASAIOTCS JOBepsieMbIM
JMLIOM B JIBYX 3K3eMIUIIpaX U COIJIacOBbIBaeTcCsl C IpeAcejaTeseM KomuTeTra IO IpaBOBOM
paboTe ¥ MyHHUIUTIATBEHON CITyXKOe.

5.4.3. JloBepeHHOCTb [O/DKHA COZlepKaTh PerucTpaljMOHHBIM HOMep, AaTty, (haMuiuo,
MMsl, OTUeCcTBO JiMLla (MIOJMHOCTBIO), KOTOPOMY BblJaeTCsl JOBEPEHHOCTb, U JO/DKHOCThb
YIIOJTHOMOUEHHOT'O JIO/DKHOCTHOI'O JIML|a, Ilepeunc/leHre IIpe/joCTaB/IeHHbIX ITOJIHOMOYMM, CPOK
JleVCTBUSL 1OBepeHHOCTH, yKa3aHHe Ha TpaBoO IepefioBepusi (OTCYTCTBHe IIpaBa Ilepe/joBepusi),
OTTHCK TepOOBOM IevaTy.

5.4.4. PerucTpalliio U yueT CPOKOB J€MCTBHUsI JOBEPEHHOCTU Ipou3BoAUT Kommwrer 1o
IpaBOBOM paboTe W MYHHLMIAJBHON CiyKOe AJMHHHUCTpaliMd T'OPOJCKOrO  OKpyra
[TepBoypasbck. OMH OpUrHHAT JOBepeHHOCTH ocTaeTcss B Komurere 1o mpaBoBod pabote u
MYHHLIMIIA/IBHOM CT1yKOe, BTOPOU TepefjaeTcsi JOBEPSIEMOMY JIULTY.
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5.4.5. Ilo ucTeueHUU cCpoKa MAeUCTBUs [JOBEPEHHOCTH TOJAJIMHHUK JOBEPEHHOCTU C
HCTEKIITUM CPOKOM TTO/I/IEXKUT He3aMeJTUTeIbHOMY BO3BpaTy B KoMuTeT 110 mpaBoBO# pabore u
MYHHIUIATBHON C/TyKOe ¢ OZIHOBpeMeHHBIM H3Bell[eHHEeM O IPOH3Be/IeHHOM BO3Bpare.

5.5. AKTBI

5.5.1. B 3aBHCHMMOCTM OT Ha3HaueHUs aKTbl MOLYT OBLITb Pa3/IUUHOIO COJEepPXKaHHUsI:
VWHBeHTapu3alliy, IpheMa-ciaun  (paboT, MarTepuaNbHBIX  LEHHOCTEH, [JOKYMEHTOB),
obcneoBaHust  (COCTOSIHMSL ~ TeXHHKM  0e30MacHOCTH, YCAOBHM  TpyJa, pe3y/bTaToB
JlesiTe/IbHOCTU), COCTOSTHUS 3/JaHUM U TIOMell{eHU#, TPOBepOK OpraHu3aljui U UHbIe.

5.5.2. AKT cuWTaeTcsl INPUHATBIM M BCTyNaeT B JeHCTBUe IIOC/Ae ero IOJIMCaHUs
rpejicefiaTesieM, BCeMM UWieHaMM KOMMCCHM WM BCeMM JIMIlaMH, y4YaCTBOBABIIMMU B €ro
COCTaB/IeHUM, W YTBepXK[eHusl pykKoBojuTeneM. UYjeHbl KOMHMCCHM, He COIJIaCHble C
cofiepKaHUeM aKTa, 00s13aHbI TIOATIHCATE ero C OTOBOPKOM 0 cBoeM Hecoryacuu. Ocoboe MHeHHe
yjleHa KOMUCCHHU O(OpMJIsieTCsT Ha OT/e/IbHOM JINCTe U NpU/laraeTcs K akTy.

5.5.3. Akt odopmasiercss Ha oOiieM 6OjaHKe AJJMUHHCTpAIUA TOPOJCKOrO OKpyra
IlepBoypanbck, eciu sBseTCsl BHYTPeHHUM JIOKyMeHTOM. Eciu akT sBisieTcsl BHeIIHHUM
JIOKYMEHTOM, OH [JOJDKeH COZiepkaTh IOPUAUYeCKUU afpec.

PexBU3MTEI aKTa:

- ;Aara (#aTol aKTa sIB/IsieTCs jlaTa COOBITHS, POBEPKH, 00C/IeI0BaHus, SKCIIEPTH3bI);

- HOMep;

- rpud yTBepXK/eHus (aKT yTBepXKJaeTcsi pyKOBOJUTe/leM, TI0 PaClOpsDKeHHIO0 KOTOPOTro
IIPOBOJJU/IMCE [1eHCTBYS], 3aBePLIMBIIHECS COCTaB/lIeHUeM aKTa);

- 3aronoBoKk K TekcTy (AKT BomonHenHbix pabor, AKT mnpoBepku ¢uHaHCOBOH
JlesITe/IbHOCTH);

- OTMeTKa O HaJIMUUH MTPUIOKeHUS (TIpY HeOOXOANMOCTH);

- TIOAIIHCH;

- OTTUCKHM I1eyaTel.

TekcT aKTa Jje/IMTCS Ha BBOAHYIO U KOHCTaTUPYIOIYIO YaCTH.

BBofHas1 4acTh COJEepXKAT OCHOBaHME JJIsi COCTaB/IEHUsI aKTa. JDTO MOXKeT OBITh CChUIKA
Ha JJOKYMeHT (JJOrOBOp W/IM paclopsiuTe/IbHbIN JOKYMEHT C yKa3aHHeM HoMepa U [jaThl), KaKue-
mibo ¢akThl, coOpiTHsi. [Jlamee yKa3blBaeTCs COCTaB KOMMCCHM: WHHULMANBI U (HaMUIHS
npe/icefiaTessi, WHULMaMbl M ¢GaMWIMM UTeHOB KOMHUCCUM B asa(aBUTHOM TOpsiike, IpU
HeoOXOJMMOCTH YKa3bIBAIOTCS MX JO/DKHOCTH.

B KoOHCTaTupyrolle 4YacTH H3/laraeTcsl CYyIIHOCTb, XapakTep, MeTOAbl U CPOKH
Ipo/ie/laHHOW paboThl. [lenaroTcsi BLIBOABL, TPeJIOKEHHs] U 3aK/IIOUEeHUs] 110 YCTaHOB/IEHHBIM
¢axram. TekcT akTa MOXKeT OBbITb pasfiesieH Ha MyHKTHI, COflepKaTb MaTepHaJl, MpecTaB/lIeHHbIA
B BU/Ie TaO/UIIbI.

B KoHIle TekcTa aKTa yKasblBaeTCsl KOJMYeCTBO COCTaB/IeHHBIX 35K3eMIUIIPOB U HX
MeCTOHaxOXJeHHe

Harnpumep:

CocTaBJ/ieH B ABYX 3K3eMILJIApax:

1-# >sK3eMIIslp - HampaBldeH (HaUMeHOBaHUe IIOofpa3fiesieHHs AJMHUHHCTpaLUU
ropozckoro okpyra [lepBoypanbck);
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2-1 3K3eMIVISIp - NOAIMUT B fesio Ne 114-01-11.

KomuuecTBO 5K3eMIUISIPOB  OIpefiessieTCs] KOJMUeCTBOM 3aMHTepecOBaHHbIX B HeM
CTOPOH.

[loce OTMeTKM O KO/JIMUYeCTBe 3K3eMIUISIPOB aKTa cijeflyeT OTMeTKa O HaJUuuuu
TIPUJIOKEHUH K aKTy (TIpH HEOOXOAMMOCTH).

Eciu akT sIB/sieTCsl BHEILIHUM JOKYMEHTOM, OH 3aBepsieTCsl MeydaTsIMU Iojpas/ieeHul
AJZMHUHHCTpaLUM ropofckoro okpyra [lepBoypanbck U neuaTsiMy opraHu3aliuii, IpUHUMaBILHX
yuyacTve B ero COCTaBJIeHUH.

OdopmiieHHe aKTa Mpe/CTaB/leHO B IIPUJIOKEHNUH 7 K HACTOsII{ell UHCTPYKLIUU.

5.6. C1y)xe0HBbIe MHCbMa

5.6.1. Ocy1jecTBienue ollepaTUBHbBIX CBsI3el C 3aKOHO/laTe/ILHBIMU
(pefcTaBUTeILHBIMU), UCIIONHUTE/NBHBIMU OpraHaMd T'OCyZapCTBeHHOM BiacTU Poccuiickoit
Qepepati ¥ AAMHHHCTpaLet ropogckoro okpyra IlepBoypasbck, opraHamMuM MeCTHOI'O
camMOyIpaB/leHUs,  VUpeXAeHUsAMY,  [peANpUATHUSAMY,  OpraHM3alUsMM,  IpaKJaHaMU
JOKyMeHTHpyeTcsl Tepelrckoi. Cofiep>KaHUeM TeperycKy MOTYT ObITh 3aIIpOChl, YBeJOMJ/IEHHS],
COTJIallleHus], TIpeTeH31H, HalTOMUHAaHYS, TPOCKOBI, peKOMeH/JaliH, U3BellleHHs U TakK JaJiee.

[Mepernmcka ocyijecTBsiercs: ¢ roMoreio CO/I. Tleperrcka HeobXxonUMa B TOM Cilyuae,
KOT/la HEBO3MOXKEH WM 3aTpy/HeH 0e3/0KyMeHTHbIM criocob obMeHa mH(poOpMalyeit: yCcTHbIe
pas3bsCHEeHUs], yKa3aHusl (JIMUHble WK 10 TesleOHY ), UHCTPYKTHUPOBaHUe U Jipyroe.

5.6.2. CnyxebOHble TIcEMa O(OPMIISIFOTCSI TOJBKO Ha 0J/1aHKax MHCHMa, AO/DKHBI UMETh
PEeKBU3UTHI B COOTBETCTBUH € pasfiesioM [V HacTosel MHCTPYKLIUU.

5.6.3. TekcT mucbMa pasMeljaeTcsi TOALKO Ha JIML[EBOM CTOpOHe 0JiaHKa, I1edaTaeTcs
mipudTom Liberation Serif Ne 12, 13 ¢ mexxcTtpouHbsiM uHTepBasiom 1,0 - 1,15 - 1,5. Ilucemo
[IO/DKHO 3aHUMaTb 1-2 CTpaHMLbl, OCTa/JbHONM TeKCT BBIHOCUTCA U OdoOpMIseTcss Kak
TIPWIOXKeHHe, 3a HWCK/IIOUeHWeM IMCeM B OpraHbl IIPOKypaTyphl, COJep)KaHHe KOTOPBIX
oopmisieTcs: 6e3 IPUIOKEHHUH CIUIOLIHBIM TEKCTOM.

Kaxxapii et micbMa, opopMiIeHHBIM Kak Ha OslaHKe, Tak M 0Oe3 OsiaHKa, HMeeT
ciefyolye pasmepsl noseii: geBoe — 30 MM; mpaBoe — 15 mMM; BepxHee — 20 MM; HUXHee —
20 MMm.

Ecm mceMo 3aHrMaeT 6ojiee OFHOW CTpaHHIIBI, HCIIO/B3YeTCsl HyMepalsi CTpaHUL] 10
L[eHTPy BepXHero I10Jisl MCTa apabckuMu 1udpaMu, HaurdHasi CO BTOPOM CTpaHHIBI. B Tekcre
MHCbMa He UCIIOJB3YIOTCS MOy KUPHBIN LIPUPT, KypPCUB, NTO/juepKUBaHUe.

Wndopmanusi, opopmieHHass B Bufie TabaMLbI, pa3MelaeTCsi TOJIBKO B MPHIOKEHUH K
ITHCEMY.

Ecu B TeKcTe mEcbMa WM TabJIHLle UCITONB3YIOTCS COKpallleHHbIe eMHULIbI U3MepeHHs,
OHHU I1€4aTaloTCsl yepe3 rpobes1 (HarpuMmep: ThIC. py0., KB. M, ThIC. Ky0. M).

5.6.4. TIucemo HaunHaeTcs ¢ obpartjeHusi. BeTymuTenpHOe oOpailjeHHe TOMeIaeTcs o
L[eHTpy [TMCbMa Y BEIHOCUTCS B OTZe/IbHYIO CTPOKY. 3aKaHUMBaeTCsl BOCK/IML[aTeIbHBIM 3HaKOM.

IIpm HampaB/IeHMM TTHICEMa HECKOJIBKHUM afipecaTaM obpalrjeHre OOBIMHO He TIPUMEHSIETCST
WM TIpUMeHsieTcs1 0000I[eHHOe o0OpaljeHHe, eI 3TO BO3MOXKHO.

Harpumep: «YBakaeMble Kosuteru! », «YBaKaeMble pYKOBOAUTENH! »

B nucemax rpaxxjaHaM, €CJ/IM He U3BeCTHLI UMsl, OTUECTBO, O6paH_IEHI/Ie H€ IpUMEHAETCS.
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5.6.5. ITrcbMa cocTaB/IsIIOTCS TI0 CXeMe: BCTYIL/IeHHe, OCHOBHas YacThb, 3aK/II0UeHue.

Bo BcTymuieHuu GopMyIUpyeTcst TeMa MUChbMa, OOBSICHSIFOIIask PUUKHBI €TI0 HallCaHusl.
BeTyriieHue MoOXKeT cofiepKaTh CCBUIKY Ha JOKYMeHT U (WIM) ero OTje/bHble MYHKTHI,
SIBJISTFOII[MECS] OCHOBaHHEM, KOHCTATaI|Io0 akTa, COOBITHS, CIOKUBIIIEHCST CUTYalTHH.

B OCHOBHOW UYaCTH W3/1araloTcsi OMMcaHWe COObITUS WM CUTYal[dd, WX aHaau3 U
MIPUBO/IUMbIe  JIOKa3aTelbCTBa, (akThl, pa3bsiCHEHHUST W COOOINEeHHUs, COMpPOBOXK/aeMbie
pacueTamu, CChbIKAMU, JOKYMEHTaMH.

3ak/IrounTe IbHAsI YaCTh CO/IEPXKUT BBIBOJILI B BU/IE TIpe/I/IOKEHUH, MHEHUH, TpeOOBaHHUH,
MpockO, OTKa30B, HAaTIOMUHAHUH.

CokpaiileHHasi opma MHUCbMa COZEPKHUT TOABKO BCTYIIUTENbHYIO M 3aK/IIOUHATETBHYIO
YacCTHU.

B mumckMax MOXKeT WUCIIOb30BaThCsl 3aK/II0UWTebHasi STHKeTHast ¢pasa, KOTopasi
oTAensieTcsl 3arnsToi. HaumeHoBaHMe O/DKHOCTHU TedaTaeTcsi C HOBOM CTPOKU CO CTPOYHOM
OYKBBI, HAIPUMep:

C yBaxxeHHeM,
I'naBa ropoackoro okpyra Ilepoypaibck JIMYHas [MOAIIUCH N.0. ®amunus

Brnanku amst opopmieHus: CiyKeOHBIX IHCEM IIpe/iCTaBAeHbl B TIPWIOKEHHH 8 K
HacTosieit THCTpyKIuU.

5.7. CnyXeOHbIe 3alIUCKH

5.7.1. CnyxebHble 3arucku odopmisitoTcsi Ha OmaHke Cry)keOHOH 3aluCKA U
nozrorasauBaroTcl B C3J/] Kak IO WHHUIMaTHMBe aBTOpa [JOKYMeHTa, TaK U [0 YKa3aHWIO
PYKOBOZAUTeEJISL.

5.7.2. CnyxeOHble 3allMCKU CAYXKaT AJs Tepefaur HMHGOPMALMH C OAHOTO YPOBHS
yIIpaB/leHUs] Ha Jpyrodl O CIOXKUBLIeHcs CUTyal[uM, sIBIeHUM Wi (aKTe [Jisl TPUHATUS
PYKOBOZIUTe/IEM pellleHHs].

5.7.3. Obsi3aTe/lbHBIMU PEKBU3UTAMH C/Iy>KeOHOW 3aICKH SIB/SIOTCS: HaUMeHOBaHHe
CTPYKTYpHOI'O ToOjpa3jie/ieHrsl, HauMeHOBaHMe BHJA [OKyMeHTa ([OK/1aZHasi 3allvcKa,
ciy>keOHasi 3amMCKa), flaTa, 3aT0JIOBOK K TEKCTY, afipecaT, TEKCT, ITO/ITHCh.

5.7.8. B ciykeOHBIX 3amMCKaX HUCTIONb3YeTCs] H3/IOKEeHHe TeKCTa OT IepBOro JIMIa.
e/IMHCTBEHHOI'O UUCIIa.

Ilpm opranusanuu  paboTel € CAyKeOHBIMH 3alliCKaMH B 3JeKTPOHHOM  BH/E
WCTIONB3YeTCs 3/IeKTPOHHBIN 11ab/I0H C/1y>KeOHON 3aIiCKH.

5.7.6. TekcT caykeOHOW 3allMCKH, B 3aBUCHMOCTU OT CJIOKHOCTH COJEp)KaHWs H
TIPUBOJVIMON apryMeHTalliH, COCTOUT U3 OIHOM, [IBYX WJ/IU TpeX YacTeH:

- B IMepBOW YaCTH M3/1araloTCs IPUUMHBI, (PaKThI WK COOBITHS, TIOC/TYKUBIIHE [TOBOJIOM
JJ1s1 COCTaB/IeHUs JJOKYMEHTa;

- BO BTOPOM YacCTH JaeTcsl aHa/lu3 CJIOXKUBIIENCs CUTyal[y, BO3MOJKHbIe BapUaHTHI ee
pelleHus;

- B TpeTbel YaCTH U3/1aratoTCs BBIBOJBL.

5.7.7. PerucTpaliusi c/yKeOHBIX 3alTCOK OCYIIecTB/sieTcss aBToMaTHuecku B CO/I.

5.7.8. CnyxebHasi 3ammcka o¢GOpM/IsieTcss B COOTBETCTBUM C TIPWIOKeHHeM 9 K
HacTosIIel NHCTPYKLIUU.
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5.8. 3aknrouenus (MHeHMsI)

5.8.1. 3akmoueHue (MHeHHe) - [OKYMeHT, COJep)Kall[uii MHeHWe, BbIBOJbI
aJIMAHHCTpaLIMA Tropofckoro okpyra IlepBoypasnbck, KojulerHaJbHOIO OpraHa, pyKOBOJUTEJIS
WM COTPY/JHHUKA I10 KaKOMY-/TH00 JOKYMEHTY W/ BOITPOCY.

5.8.2. 3akmoueHue (MHeHue) odopmisieTcs Ha OJsiaHKe TMHMCbMa A JMHHUCTpAIUH
ropo/icKoro okpyra IlepBoypasbCck WM Ha CTaHAAPTHBIX JiHcTax Oymaru ¢popmaTa A4.

3ak/moyeHre (MHeHMe) [JO/DKHO HMeTh 3arojioBOK C yKasaHHMeM HauMeHOBaHUsI
JIOKYMeHTa W/IA BOIpOCa, Ha KOTOpPBIM OHO IIOATOTOBJIEHO, Jary IIOAIMCAaHHSA U
pervucTpalioOHHbINM HOMep, ITOAINCH JO/DKHOCTHOIO JIULIA.

TeKcT 3aK/toueHus1 (MHEHMs1) COCTOUT U3 JBYX 4acTell. B mepBoii yacTu jfaeTcs KpaTKoe
U3/I0KEeHHEe CYIlecTBa BOIPOCA, aHA/lM3 OCHOBHBLIX ITOJIOKEHUH WIN TIpefJIOKeHHH, obIrast
OlLleHKa JIOKyMeHTa WM BoIpoca. Bo BTOpOHM uacTW M3/araroTcsl KOHKpeTHble 3aMeuaHus IO
CYIL]eCTBY paccMaTpHUBaeMoro JJOKyMeHTa (BOIpoca) WU Ipe//IoKeHHs1 10 COI/IaCOBaHUIO.

5.9. Tenerpammsel, Te1e)OHOTPaAMMBI, 3/1eKTPOHHBIE H (haKCHMI/IbHBIE COOOIIeHUS

5.9.1. Teserpamma cocraBsieTCst IpYU HEOOXOJMUMOCTH CPOYHOM Tepefaun WHPOpMaL[|H
110 TesierpadHO ceTH 001I[ero MoIb30BaHMUsL.

B Tenerpamme JOMKHBI COZEpXKaThCsl TeserpadHbIM  afipec  TMOJydYaTessi, TEKCT
(comepxaHue TejerpaMMbl), perMCTPAL{MOHHBI HOMED, JlaTa PerucTpaliyH, IOAIMCH, afpec U
HavMeHOBaHHe OTIIpaBUTe s (TTOMeIaeTCst 10/ UepToi ).

Kateropusi Tenerpammsi («CpouHasi») yKa3bIBaeTCsl riepe]| aJ[pecaToM.

B TeslerpamMme [laeTcsi TOUHBIN a/jpec: YKa3bIBAIOTCS UH/EKC, TOPOJ, Y/IHILa, HOMEp [I0Ma,
HavMeHOBaHHe OpraHu3aluy, (paMuIust mosyvaresis.

B OTBeTHBIX TeslerpaMMax Itepefi TEKCTOM 0DsI3aTe/IbHO YKa3bIBAIOTCS PerUCTPaiMOHHBIN
HOMep U JlaTa JOKyMeHTa, Ha KOTOPBIN /]aeTcs OTBeT.

TekcT TeserpaMMBbl H3/araeTcsi KpaTKO C COKpaljeHHbIMH OOO3HaYeHUsIMU 3HAKOB
TIpeNMHAaHMS: TOUKA - TUK, 3aIisiTasi - 3I1T, ABOETOUHE - IBTY, KaBBIUKU - KBU, CKOOKH - CKD, HOMep
- Hp. 3Haku Ne, +, -, % cjef[yeT MucaTh CJI0BaMH: HOMED, IIIFOC U TaK Jjaee.

Bce LjudpoBble jaHHbBIe B TEKCTe TeJjlerpaMMbI UMY TCs c1oBaMu. CodeTaHue U3 IUdp u
OyKB JOMyCKaeTcsl TOJMBKO B 3aBOJCKHMX M TOPIOBBIX 3HaKaX M MapKaX, B HOMepax [OMOB,
JNOKyMeHTOB. JlaTbl yKasbIBarOTCs apabckumu Iubpamu (23.03.2020), mexny mudpamu
pasjie/TuTe IbHbIE 3HAKU He CTaBSTCSI.

TekcT TeslerpaMmbl TleuataeTcst Oe3 riepeHoca C/I0B, ab3alleB, UCIIPaB/IeHHH U He J0/DKeH
nipeBbiaTh 300 cioB. Eciu TeslerpaMma cOCTOUT U3 OOJIBIIEro KOIUYECTBA C/IOB, OHA JIETUTCS
Ha HeCKOJIBKO uacTeit 1o 300 c/1oB Kakzasi, Iiepe/jaBaeMbIX KakK OT/ie/IbHbIe TejlerpaMMbl. TeKCT
TeslerpaMMbI 3aKaHUMBaeTCsI TOUKOM («TUK»), He JO/KeH 3aKaHUMBaTbCsl LUQPOIL.

ITocsie TekCTa Miepe/ IIOATHCHIO CTaBSATCS perHCTPal[OHHBIM HOMEp U JaTa.

5.9.2. TenedoHorpamMma HCHONb3yeTCS AJsI OIEPaTHUBHOTO pelleHrs] CTyKeOHBIX
BOITPOCOB, TIepeJlaeTcsi YCTHO IO KaHajaaM Tene(OHHON CBSI3U M 3alyChbiBaeTcsi (TleyataeTcsi)
TO/TyYaTesIeM.

TenedoHOrpamMmoli IepefaloTcsi HEeC/OKHbIEe TeKCThl (TIpUTJIallleHWss Ha COBeIjaHus,
3acelaHusi).

Ecmu tenedoHOrpamMma mepejaeTcsi HECKOMBKUM afpecaraMm, K Hel TpuiaraeTcsi CITUCOK
C HOMepaMH TeJlehOHOB, 110 KOTOPLIM OHa /JO/DKHA OBITH TepejaHa.

5.9.3. DyiekTpoHHOE coobIrieHHe (IIMCEMO) MepeiaeTcsl C TOMOIIBIO 3IeKTPOHHOU TOYUTHL.
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D/NeKTpOHHasi TIlouTa IIpefiHa3HayaeTcsl [J/s1 [OCTaBKM, OTIIpaB/JeHUss W Ilepefiauu
vHbopMaLlid BHYTpU AJMUHHUCTpallUd TopofAcKoro okpyra IlepBoypanbck, opraHaMm u
opraHuzalsiM, IOpUJUUeCKMM U (U3MUecKUM JMIlaM, WMeIOLUM COOTBeTCTBYIOL{He
IIporpaMMHbIe Cpe/iCTBa.

OdurmanbHbIN 3/1eKTPOHHBIN afjpec a[MUHUCTpAL{uu ropofcKoro okpyra [lepBoypanbck
prvadm@prvadm.ru ycTaHOB/IEH B KOHTPOJ/IbHO-OpraHH3aLMOHHOM OT/iele.

[Ipm co3jaHMM 3/IEKTPOHHOI'O COOOIIeHHsT aBTOpOM 00si3aTesbHO co3zaeTcsi Tema
coobujeHns. TeMa MOXKeT UCITOb30BaThCsl TIPU PErUCTPAL{UH 3JIEKTPOHHOIO IIMCHMA.

TekcT o¢pHUIMAaTLHOIO 3/eKTPOHHOIO COOOIIeHUs], OTIPaB/IseMOro U3 AJMUHHUCTpaIvy
ropozckoro okpyra [lepBoypasbck, AomKeH cofjepKaTh:

- HavMeHOBaHUe oOpraHa MecCTHOIO caMoOyIlpaBjeHUsi (AJMHHHUCTpaL[UM TOPOACKOroO
okpyra IlepBoypanbck);

- ®.1.0. aapecara;

- nopkHOCTh, d.1.O. aBTOpa CcoobitieHus U HOMep TesiedoHa.

3amipeljeHO HampaB/sATh COOOIIeHHs, HH(GOPMALIMIO, COJepXKalje IepCoHaNbHbIE
JlaHHBIe, Oe3 MpeAiBapUTENBEHOrO 00e3/IMUMBaHUS WM MK POBAHKS.

5.9.4. ®akcumuabHOe coobirieHue (¢akcorpamma) repefaeT HH(GpOpMAIHIO ¢ OyMaXKHOTO
HOCHTeJIs1 IIPH IIOMOIIU (paKCHMU/ILHOM ammapaTyphbl.

Ilpy wucnonb3oBaHMM (PaKCUMHUIBHOM CBsI3M BO3MOXKHAa OTIpaBKa U IIOJyueHHe
rpapuueckor uHbopMaiuu (TeKcT, Tabsuila, Tpaduk, PUCYHOK, uepTex, (ororpadus) Ha
6yMaKHOM HOCHTeJIe.

OrtmpaB/sieMble  JOKYMEHTBI [JO/DKHBI OBITh HaleyaTaHbl YeTKHUM, KOHTPAaCTHBIM
mpUPTOM HIM HalMcaHbl KOHTPacTHBIMU (UepHBIMM, TeMHO-CUHHMMH) UepHH/IaMH, IacTOU
IIaPUKOBOH pyuky. UepTeu U IITPUXOBBIe U300pakeHHs1 OOPMIISIFOTCSI UeTKO W KOHTPACTHO,
cBobofiHOe TIO/Ie uepTexkell He JO/DKHO HMeTh IOMapok. He mpowsBoAWTCs OTIIpaBKa
JIOKYMEHTOB, HallUCaHHbIX C MWCIIO/Ab30BaHUEM KpacHOI'O, 3eJIeHOro, JKeJTOro LIBeTOB,
OTIevyaTaHHBIX WM HalMCaHHBIX Ha KpacHOW, cepoi OyMare, a TakKe HalleyaTaHHBIX HIPHPTOM
c/1aboli KOHTPaCTHOCTH WU/IH C HEJOCTaTOYHOM UeTKOCTEIO.

VI. IleuaTu ¥ muraMnsl AAMUHUCTPALAU ropojcKoro oKpyra Ilepsoypanbck

6.1. MI3roToB/jieHHe U yUeT NeuaTeil U ITAMIIOB

6.1.1. 3aka3, ydeT mnedareld M IITaMIIOB AJMUHUCTpallMd TOPOJCKOrO OKpyra
[lepBoypanbCcK OCYILeCTBJSAIOTCS KOHTPOJIBHO-OPraHMU3allMOHHBIM OT[e/IoOM [0 3asBKaM OT
JIOJDKHOCTHBIX JIML] U PYKOBOZHWTe/Iel CTPYKTYPHBIX IO/ pas/ie/leHu Ha OCHOBaHWHU BU3bI 1'/1aBbl
ropogckoro okpyra IlepBoypanbck.

6.1.2. 3aka3 M3roTOBJIeHUs IeyaTeld W IITaMIIOB MPOU3BOJAUTCS CIleljia/lu3UpOBaHHbIMU
npeAnpusATHsMA. V3roToBneHWe repOOBBIX IeyaTell OCYIIeCTB/SIETCS B COOTBETCTBUH C
tpeboBanusmu 'OCT P 51511-2001 «['ocyaapcTBeHHbIN craHaapT Poccuiickoii ®eneparium.
[Teuatn ¢ Bocrpou3sBefieHreM ['ocyzapcTBeHHoro repba Poccuiickodi ®epeparmm. Dopma,
pa3Mepsl U TeXHHUUECKHe TpeOOBaHUS».

6.1.3. Bce meuatu U wITaMIIbl nojjexkaT yuery. MHdopmaliusi o TOM, B KaKOM OT/ZeJie
HaXOJWTCsI TevyaTb WJIM INTaMIl, KOrJa ¥ KOMy OHU OBUIM BblJaHbl, CJaHbl U YHAYTOXKEHBI,
COZIEP)KUTCSL B CIIEL[MAJBHOM JKypHasle ¢ OOs3aTesIbHBIM ITPOCTaBI€HHEM B HEM MX OTTHCKA
(mpunoxenuel0).
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6.1.4. Bce /uCTBI XXypHa/a yueTa IeyaTed W IUTaMIIOB HYMepYIOTCS, IIPOIIMBAIOTCS U
oreuaTbiBaroTcs. JKypHan yueTa neuaTed W IUTaMIIOB BK/IOUaeTCss B HOMEHK/IATypy Jesl U
XPaHUTCS] B KOHTPOJILHO-OpPraHU3alliOHHOM OTZeJIe.

6.1.5. Ileyatn ¥ mTamnbl BBIAAIOTCS II0A TMOAIMCH B CIeLJUa/JILHOM JKypHase yueTa
COTPYAHHUKAaM, OTBeTCTBEHHBIM 3a HX MCIIOAb30BaHWEe B CTPYKTYPHBIX IIOZipas/ie/leHusIX,
Ha3HaueHHbIM PacIopsKeHHeM I10 Mo/ pasje/leHHUIO.

6.2. Vicno/sib30BaHMe neyaTeld M IITaMIIOB.

I'naBa ropoackoro okpyra IlepBoypanbck, AAMHHHCTpalsi TOPOACKOIO OKpyra
IlepBoypanbck U nozpasgeneHnss AAMUHUCTpALiUM FOpoACKoro okpyra IlepBoypanbck UMerOT
revaty ¢ u3o0paxeHueM repba ropoza IlepBoypasbck.

6.2.1. I'epboBBIe TIEUATH HCIIOMB3YIOTCS [JIs1 3aBEPEHUsI IMOAIHCEHN [JO/DKHOCTHBIX JIHL]
AJIMUHUCTpaL1y, MOAJIeXKAll[UX 3aBePeHUIO B COOTBETCTBUU C 3aKOHO/aTe/IbCTBOM.

OtTHcK repbOBOIi MeYaTH MMPOCTaBISETCS Ha C/IEAYIONIUX JOKYMeHTax:

- AKTBI

- JJoBepeHHOCTH

- JJoroBopsl

- 3aKa3bl Ha [TOCTaBKy MPOAYKLUH (paboT, yCayr) Al MyHULIUIAIbHBIX HY XK

- 3asiBKU Ha 00OpYyIOBaHME

- I3Be1ieHre 0 3aK/II0UeHHUH Ipe/iBapUTe/IbHOI'O JOrOBOpa ITOCTaBKH POAYKLMN

- UHCTpyKLIMK

- KapTouku yuera

- KomaHupoBOUHEIe y/10CTOBepeHus]

- HomeHKaTypa

- Obpastbl OTTHUCKOB TevyaTel

- Onncu

- Ilepeunu

- [Incema rapaHTHiHBIE

- I1nane1

- Ilonoxenus

- ITporpamMmel

- ITpoTokosbl

- CBefleHust

- CmeTn1

- CornaiieHust

- CnpaBku

- CTpyKTypa U LITaTHast YUCIeHHOCTb

- TUTy/IbHBIE CITUCKU

- YcTaBbl

- lllTaTHBIe pacicaHUsl U U3MEHEHUs] K HUM

6.2.2. T'epboBbie meuatu I'naBbI TOpoACKOrO Ookpyra IlepBoypasbck U AMHUHUCTPAI[UH
ropoJcKoro okpyra IlepBoypasbck MOIYT IlepefjaBaTbCsl CIIeLMaIUCTy AJMUHHCTPALIWY,
BBITIOJIHSIIOIIEMY TIOJTHOMOUHSI TI0 O0eCIleueHHI0 pekKHMMa CEeKPeTHOCTH B AIMUHHCTpALU
ropofckoro okpyra IlepBoypasbCK H MOOWJIM3AIMOHHOW paboTe TOPOJCKOrO OKpyra
[lepBOypanbck 151 MpOCTaB/AeHUs] OTTUCKOB IleyaTd Ha JOKYMeHTax C IpUdOoM «CeKpeTHO» U
MOOM/IM3aL{MOHHBIX JJOKYMeHTaX.
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Nndopmanys o nepesaue repboBoii meuyaTy, 3aHOCUTCS B XKypHaJI Tlepefjaudl TepOOBBIX
nievateii ['maBe1 ropogckoro okpyra IlepBoypanbck M AJMHHHCTpPALUH T'OPOJCKOTO OKpyra
[TepBoypanbck (mpuaoxeHue 11).

Bce /mcTBI )KypHasia repefiauy revateil HyMepyIOTCS], TIPOIIMBAIOTCS, U OMeYaThIBAIOTCSI.
XKypHan mepefaun repOOBBIX Teuaredl ['naBel ropogckoro okpyra IlepBoypasbck
AZIMUHHUCTpalid TOpPOACKOro OKpyra IlepBoypasbCK BK/IIOYAeTCSI B HOMEHKIATYpy Aell, U
XPaHUTCSI B KOHTPOJILHO-OPraHH3al[MIOHHOM OT/IeJIe.

6.2.3. TIpocTbie KpyrJble MeyaTy MPOCTAB/SIIOTCS Ha KOIMUSIX [JOKYMEHTOB, BBITHCKAaX W3
JIOKYMEHTOB J|/Is1 YOCTOBEPEHHSI UX COOTBETCTBUS MO/IMHHHUKY.

6.2.4. [lna mpocTaB/ieHHWs1 OTMETOK O TIOAyUeHWH, PervcTpaliiy, MPOXOKAeHHH U
WCIIO/IHEHUH  JOKYMEHTOB, /JPYTMX OTMETOK CIIPABOYHOIO XapakTepa IIPUMEHSIOTCS
COOTBETCTBYIOIIHE LITAMIIBL

ITamMnbl ¢ BOCIIPOM3BeJeHUEM TIOAMUCH [JO/DKHOCTHOrO Jjvila — (akCUMu/ae - TpU
HeoOXOAMMOCTH pa3pelllaeTcsl HCIONb30BaTh Ha KOIUSX [OKYMEHTOB, TIOAINMCAHHBIX B
YCTaHOBJ/IEHHOM TIOPSIIKE U ITUCbMaX Ji/IsI MaCCOBOM PaCChIIKH.

Wcronp30BaHMe yKa3aHHBIX INTAMIIOB IPU OPOPM/IEHHH IOAJHHHUKOB JOKYMEHTOB
3arpeljaercs.

6.3. XpaHeHue, cjaua ¥ ciicaHue neuareil U IITaMIIOB.

6.3.1. IleyaTy W IITaMIbl AO/JKHBI XpaHUTbCS B HaZleXXHO 3aKpbIBaeMbIX ceMipax miu
mkadax.

6.3.2. OTBETCTBEHHOCTH 3a COOJIFO/IeHHe TIOpsi/iKa UCIIOIb30BaHUs, XpaHeHHs reuaTed U
IITaMIIOB BO3J/laraeTcsl Ha pyKOBOJUTe el No/ipas/jeseHnd AJMUHUCTpaly FOPOJCKOrO OKpyra
IlepBoypaZbCK UM COTPYAHUKOB OTBEeTCTBEHHBIX 3a BeJleHHe [ie/IONpOM3BO/JCTBA B
rofipasjeieHuax AJMUHUCTpAL{UY FOPO/CKOro oKpyra IlepBoypasbck.

6.3.4. B ciyuae yTpaThl leyaTel M IITaMIIOB He3aMeAJ/INTe/IbHO CTaBUTCSl B U3BECTHOCTh
PYKOBOJUTe/Ib IOApasje/ieHuss AJMUHUCTpald. PykoBoguTesnb MofpasfeieHus IIPOBOLUT
ciykeOHOe pacciefoBaHue 1O (GakKTy yTepu IMevyaTd WM IITaMria, O pe3y/bTaTaX KOTOpOro
uHdopmupyeT '1aBy ropogckoro okpyra IlepBoypanbck ciyxeOHOM 3aryCKOH, MpeACTaBIseT
MaTepHasbl pacc/e0BaHUs BMECTe C BEIBOJAaMH /11 IIPUHATHA PellleHUs.

6.3.5. Ilpn ocraBieHMM [O/DKHOCTH COTPYAHHK, OTBeTCTBEHHBIM 3a HCIIO/Ib30BaHUe
reyared M INTaMIIOB, CJaeT MX KOHTPOJBLHO-OPraHM3allMOHHBIA OTAen AJMUHHCTpaLiy
ropogckoro okpyra IlepBoypa/bck 1og, IOAIUCE B )KypHaJle yueTa [leyaTel U IITaMIIOB.

6.3.6. Ilpumiejmuve B HerofHOCTb WIW yTpaTUBIIMe 3HaueHWe I1e4aTh W LITaMIIb
YVHHUUTOKAIOTCS 110 aKkTy (IpusioxkeHue 12), ¢ OTMeTKOM B JKypHase yyeTa IeuaTell U IITaMIIOB.
AKTBEI Ha YHUUTOXKEHUE XPaHATCS B KOHTPOJbHO-OPraHU3al[MOHHOM OTJesle B TeueHue 5 JIeT,
3aTeM B YCTaHOBJIEHHOM IIOpsiike TlepefaioTcsi Ha xpaHeHue B I[IMBY «MyHuiunaasHbId
apXuB».

VII. Opranusanus pa6oThl ¢ IOKyMeHTaMH B JIeJIONPOU3BO/ICTBE

JloKyMeHTBI, 0Opa3yroluecs B [iesTebHOCTH ['/1aBbl ropoficKoro okpyra IlepBoyparbcek,
3aMectuTesell I'aBbl ropojckoro okpyra IlepBoypasbck, MofpasfesneHUM AJMUHUCTpaLd
ropofickoro okpyra IlepBoypasibCK, COCTaB/SIIOT JOKYMeHTaslbHbIM (OHA AJMHUHUCTpaLUA
ropofickoro okpyra IlepBoypasnbCK, SIBISIOTCS MYHMLMNAIBHOM COOCTBEHHOCTBIO U YaCThIO
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ApxusHoro ¢onga Poccuiickoli @efepaljuy, MMO3TOMY IOAJEXaT Ilepejladye Ha XpaHeHUe B
[TepBOypasbCKOe MYHHIMIIAIBHOE OI0pKeTHOe yupexgeHre «MyHHULIMNaIBHBIN apXuB» (fajee
—TIMBY «MyHuUIMNaTBHBINA apXyB») Ha OYMa>KHOM HOCHUTeJIe.

OcHOBHBIMM ~ BuJaMyd pabor, obecneunBaiOIIMMH  IIPaBUIBLHYIO  OPraHU3al{HIo
JIOKYMEHTOB B J1eJIOTIPOM3BO/CTBe, SIB/ISIFOTCS COCTaB/leHHMe HOMEeHK/IATypkl fefl, (opMUpOBaHHe
Jies1, obopMeHue Jiel.

7.1. CocraB/ieHHe HOMEHK/IaTypBhl /el

7.1.1. HomeHknaTypa [e/n TIpeAcCTaBisieT COOOW CHUCTeMaTH3WPOBaHHBIA I1epevyeHb
3aroJIOBKOB [ie/l, 3aBOJAMMBIX B CTPYKTYPHBIX IIOfpa3/ie/leHusIX, C yKa3aHHeM CpPOKOB HX
XpaHeHUsl.

B HomeHKnaTypy Jile/l  BK/IIOYAIOTCS  3aroJIOBKW  Jlesl, OTpakarolue Bce
JIOKyMeHTHpPYeMble YUaCcTKU pabOThI CTPYKTYPHBIX IOZpa3/ieleHHH.

7.1.2. Ilpu cocraB/ieHMM HOMEHK/IaTyp Jes CTPYKTYPHBIX IIOfipas/ie/leHUH CllefiyeT
PYKOBO/ZICTBOBAaThCSl IIOJIOKEHHWEeM O CTPYKTYPHOM IIOZApas/ie/ieHUH, LITaTHBIM paclliCcaHueM,
I/IaHaMU M OTYeTaMu O paborTe, IepeyHeM JOKYMEHTOB C YKa3aHWEM CPOKOB WX XpaHeHWUs,
HOMeHK/IaTypaMH 3a Ipe/llecTBYIOLMe rofpl. V3yuaroTcs BUAbI JOKYMEHTOB U UX COZepKaHHe.

7.1.3. B ApamMuHMCTpaliud Tropofckoro okpyra IlepBoypajibCcK  COCTaB/ISIFOTCS
HOMEHK/IaTypbl [Jie/l CTPYKTYPHBIX T[IOApa3sjie/leHMM U CBOJHAasd HOMeHKJaTypa Jes
AJIMUHUCTpALUH.

7.1.4. HowmeHknatypa Jen CTPYKTypHOIO TIoApasfie/ieHus Ha C/Ie[YIOIUHA TOf
paspabatbiBaeTcst 10 15 HOAOPS TeKyIIero rojia OTBETCTBEHHBIMH 3a [Ie/IONPOU3BOACTBO U I10C/Ie
COIVIaCOBaHMsl C OTBeTCTBEHHBIMHW 3a BeJleHWe apxuBa, YTBepXKJaeTcsl PYKOBOJAUTe/eM
CTPYKTYPHOIO Nojjpa3/eseHus (punoxeHue 18).

BHOBb cO3/jaHHOe CTPYKTYpHOe TIofpas/iejieHhe B MeCSUHBI CPOK pa3pabaTbiBaeT
HOMEHK/IaTypy JeJ, COIJlacOBblBaeT ee CO  CIelMaJMCTOM, OTBeTCTBEeHHBIM  3a
JleJIONIPOM3BO/ICTBO U BeleHWe apXHBa CTPYKTYPHOI'O Io/pas/e/eHusl.

7.1.5. CBojHass HOMeHK/aTypa Jejl COCTaBJ/sieTCsl CIIel{aJMCTOM, OTBeTCTBEHHBIM 3a
JlelIONIPOM3BOJCTBO U BeJleHWe apxuBa, Ha OCHOBaHWM HOMEHK/AaTyp Jesl CTPYKTYPHBIX
rojipasfie/ieHuy, IIOAIMChHIBAeTCS  JIML[OM, OTBeTCTBEHHBIM 3a apXWB, YTBep)K[aeTcs
rpejicefiaTesieM 3KCIIEPTHOM KOMHCCHMM AJMUHUCTpalLuu ropogckoro okpyra IlepBoypainbeck u
COI/IaCOBBIBAETCS 5KCIIePTHO-TIPOBEPOYHOM KOMHCCHeN
YnpaBnenusi apxuiBamMud CBepgiioBcKol obmactu (gamee — DIIK). B ciyuae usMeHeHust
CTPYKTYPEI B CBOJHYIO HOMEHK/IaTypy Je/l Takke BHOCATCI U3MeHeHus. CBojHas
HOMeHK/IaTypa Jie/l B KOHIle ['o/ja yTOUHSIeTCs], yTBepXKaeTcsl U BBOAUTCS B IeHCTBHe

¢ 1 ssHBaps ciefyolero roja (npuiokeHue 19 K HacTosiL{el HHCTPYKLIUM).

CorylacoBbIBaeTcsl HOMEHK/IaTypa Jiel He pexke 1 pasa B 5 JieT.

7.1.6. Ilocsie yTBep)X/jeHUs1 CBOAHON HOMEHK/IATyPhI Jie/l CTPYKTYPHBIM IOApas/e/leHUsIM
BBI/IAIOTCSI BBIITMCKU U3 COOTBETCTBYIOIIHUX pa3fiesioB JJIsI UCIIO/NB30BaHus B paboTe.

7.1.7. HasBaHusAMM pa3fieJIoOB CBOJHOM HOMEHK/ATypbl Je/l SB/SIOTCS Ha3BaHWS
CTPYKTYPHBIX IIOApasfie/leHMU. Pasfensl CBOAHOM HOMEHK/IATyphbl Jesl paclioylararoTcs B
COOTBETCTBUH C yTBepKJeHHOH CTPYKTYPOH AZMHUHHUCTpaL|H.

7.1.8. TI'padpbl HOMeHKNATypbl Jea CTPYKTYpHBIX  Iofpa3jie/leHHuH 3aroJHsSI0TCs
C/Ie[yIOIIM 0Opa3oM.
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B rpade 1 mpocTaB/sitioTCsi MHAEKCHI [ieJl, KOTOpble COCTOSIT U3 LU(pOoBOro ob03HaueHUs
CTPYKTYpPHOI'O IIOfipasj/ie/ieHusi, HOMepa OTJesa B IIOApas/ie/leHNM U IIOpsAKOBOIO HOMepa
3aroJIoBKa fleJla 110 HOMeHK/IaType B IIpeJie/lax CTPYKTYPHOI'O ITO/ipas/ie/IeHHs1.

WHpekcr! gen obo3HauaroTcs apabckumu 1udpamu. Harmpumep: 114-01-01.

B HoMeHK/aType Jle/l peKOMeH[yeTcsl COXPaHUTb OJWHAKOBBbIE WHJEKCHI /ISt
OJTHOPO/IHbIX flel.

B rpady 2 HoMeHK/aTyp Je/1 BK/IIOUAKOTCs 3ar0/IOBKU [iesl (TOMOB, uacTeld).

3aroJyioBoK Jlefia JO/KEH UeTKO OTpa)kaTb OCHOBHOe COflep>KaHWe U COCTaB [IOKYMEHTOB
Jiena.

He pomyckaercsi ymoTpeOsieHHWe COKpalljeHHBIX CJIOB U CJIOXKHBIX  0DOpPOTOB,
COKpallleHHbIX HaMMeHOBaHHM OpraHOB r'OCYAapCTBEHHOM B/IAaCTH U YUpeX/eHUH.

3aro/ioBOK  flela  COCTOMT W3  3/7€MEeHTOB, pacliojaraeMbIX B C/IeAyIOI[ei
TIOC/TeI0BaTeIbHOCTH:

Ha3BaHUe BHJa jJesa (Tepenucka, XypHaJ W T.J.) WIM Pa3sHOBUAHOCTH [JOKYMEHTOB
(MpOTOKO/IbI, IPUKA3bl U T.1.);

Ha3BaHUS CTPYKTYPHOIO TIOZpa3/eleHus;

Ha3BaHUSl OpraHU3alliH, KOTOPOM aJpecOBaHbl, WA OT KOTOPOU IO/MyYeHBI JOKYMEHTHI
(agpecat uau KOppecIioH/[eHT);

KpaTKOe COfiep>KaHKe JOKYMEHTOB [lefIa;

Ha3BaHHE MECTHOCTH (TeppUTOPHUHN).

B 3arosioBKax fes, cofepKaljdX [JOKYMeHTBI 10 OJHOMY BOIIPOCY, HO He CBsI3aHHbIX
MIOC/Te/IOBaTeIbHOCTRIO  UCTIOJIHEHUs], B KaueCcTBe BHAA Jeja yHOTpeO/sieTcsl TepMHH
«OKYMEHTbI», a B KOHIle 3aro/ioBKa B CKOOKax VKa3bIBalOTCSI OCHOBHBIE DPa3sHOBUAHOCTH
JIOKYMEHTOB.

Hampumep: AOKyMeHThl (I1aHbl, CIIMCKM, [OK/Iajbl, HWH(OpMalUd) O IpOBeJeHuH
CeMHHapoB, KOH(epeHIMI IO BOIPOCAM COCTOSIHUS [1e/IONIPOU3BOJCTBA B yIIpaBleHUeCKHUX
okpyrax CBep//I0BCKO# 06/1acTH.

B 3arosoBkax [ies, cofiepKalllix IepernrcKy, yKa3blBaeTcsl C KeM U M0 KaKOMy BOIIPOCY
OHa BejleTcsl. B 3aro/ioBkax Jies, cofiepsKalljix I1epelrcKy ¢ pa3sHOPOAHBIMU KOPpeCIIOH/|eHTaMH,
Toc/ieJHUe He TepeurcIstoTCs.

17151 BHOBb 3aBOJJMMBIX B KaXK/[OM pasjie/ie HOMEHK/aTyphl JleJl OCTaB/ISIIOTCs pe3epBHbIe
HOMepa.

JIOKyMeHTBI, KOTOpble 00pa3yloTCsl B AesATeNbHOCTH aJMHHUCTPALIUH B 3JIEKTPOHHOM
BUZle, (OpPMHpPYIOTCSI B 3/IeKTpOHHble [lela B COOTBETCTBUM C HOMEHK/IATypol Jen
aJMUHUCTpPAllMM W UHJEKCUPYIOTCS B TIOpsiike, YCTaHOBJAEHHOM B OTHOIIEHUM /e,
COCTaBIe€HHBIX W3 [OKYMEHTOB Ha OyMa)kHOM HocuTene. B HoMmeHkmaType fen B rpage
«[IprmMeuaHue» yKa3bIBaeTCsl, UTO [le/I0 BeJleTCsl B 3/1IeKTPOHHON dopMe.

DNeKTpOHHble JOKYMEHThl II0C/le UMX UCIOJHEHUs ToJJieXXaT XpaHeHHI0 B
yCTaHOBJIEHHOM TIOpsijke B aJMUHHUCTpallud B TeueHHWEe CPOKOB, IIPeJyCMOTPEHHBIX /IS
aHaJIOTUYHBIX JOKYMEHTOB Ha OyMa)KHOM HOCHTee.
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HomeHnksartypa gen opopmisieTcst Ha obijeM 671aHKe a[MIHHCTPAIUH B COOTBETCTBHH C
TpeboBanusiMu HarmioHampHOTO craHgapTa Poccuiickort ®@ezpeparuu 'OCT P 7.0.97 - 2016
«Cucrema craHfapToB 10 HUHpOpMary, OWUOJHMOTEUYHOMY U HU3/JaTelbCKOMY  Jleny
OpraHu3allOHHO-PacIIOpsiAUTe/IbHAsE  JOKyMeHTarusl.  TpeboBaHusi K odOpMIIEHHIO
JIOKYMEHTOB», YTBEP)K/eHHbIM U BBe/leHHBIM B JleicTBHe INprKa3oM (Defepa/bHOro areHTCTBa
10 TEXHUUECKOMY PeryJIUpOBaHUIO U METPOJIOTHH OT 8 mekabpst 2016 roga Ne 2004-cT.

I'pud yTBepkAeHuss gomkeH cocTosiTh U3 cioBa YTBEPXK/IAIKO (6Ge3 KaBbIuek,
MIPONMCHLIMUA OYKBaMU), HaUMeHOBaHHs [JO/DKHOCTH JIHLIA, YTBEP)KAAIOLIEro AOKYMEHT, €ro
JIMYHOW TOAIUCU U ee paclIM(pPOBKH B BHJe HHUIIMAOB, (paMUIUM U JaThl YTBepXKAeHus,
HalpuMep:

YTBEPXXIAIO

3amecTuTesnb [71aBbl rOpPOZACKOro OKpyra
[lepBoypasbCK 1O  TPOEKTHOM U
OpraHM3alMOHHOHN paboTe

IMoanuck N.0O. ®amunus

Hara

7.2. @opMupoBaHue el

@®opmupoBaHMe e/l - 5TO TIPyIIIMpPOBaHHWe WCIIOJIHEHHBIX JOKYMEHTOB B Jlejla B
COOTBETCTBUM C HOMEHK/IaTypOU Jie/l U CUCTeMaTH3alus JJOKYMeHTOB BHYTPH JieJla.

@®opmupoBaHve Jenl B AJMHUHHCTpalldd TropoAckoro okpyra IlepBoypanbck
OCYIIeCTB/ISIETCST  [IelleHTpalM30BaHHO [0 MeCTy UX  00pa3oBaHUsI  COTPYJHHKaMH
roipasZie/leHuH aIMUHHUCTpaluu ropofckoro okpyra [lepsoypaibck. KoHTposb 3a paBU/IbHBIM
dopmupoBaHHeM U OdopMIeHUeM Jesl OCYLIeCTB/SETCs] KOHTPOJIBHO-OpPraHM3al[MOHHBIM
OTZeJIOM.

IIpu dopmupoBanum fen HeoOXOAMUMO cOOMIOJATh OCHOBHBIE IpaBW/IA U IOMeIaTh B
JieJo:

- JOKYMeHTBI B COOTBeTCTBUH C 3aI'0JIOBKOM /Jiejla [0 HOMeHK/IaType;

- JIOKyMeHTbl OZHOI'O KajeHJapHoro roja (UCK/IIOueHHe COCTaB/SIIOT: IepexoAsiiue
Jlesla, JAYHBIe fena, KOTopble (OPMHPYIOTCSI B TeueHHWe BCero repuoja paboTel /uija B
OpraHu3alun);

- pasZie/IbHO JIOKYMeHTBI Pa3sHbIX CPOKOB XpaHeHMsT;

- JOKYMEeHTBI, OTHOCSIIIIMeCs K pellleHUI0 OJHOI'O BOIIpOca.

B pgeno He AO/KHBI IOMeLIATbCs JOKYMEHTHI, IIOAJIeXKalljie BO3BpaTy, IIPOEKTHI
JIOKyMEHTOB, AyO/IMKaThl, Ye€PHOBUKU, KOHBEPTBHIL.

ObmneMm Jlea He OJDKeH MpeBbIaTh 250 TUCTOB MpH TOMIHHe He Oosee 4 caHTUMETPOB.
ITpy HaMMUUKU HEeCKOJIBKUX TOMOB MH/IEKC U 3ar0JIOBOK Jie/la IIPOCTaB/IAIOTCS Ha KaXK[OM TOMe C
nobassieHreM cioB «ToM 1», «Tom 2» U Tak gasnee.

PacriopsiiuTe/ibHble JOKYMeHThbI TPYIIIUPYIOTCS B Jiesla MO BUAAM U XPOHOJIOTMM C
OTHOCAILIUMUCST K HUM IIPU/IOXKEHHSIMH BMeCTe C JIUCTOM COIVIaCOBaHMsl, IOsICHUTebHOMN
3aIMCKOM, JINCTOM pasHOI/IacKi WM JIMCTOM 3aMeuaHui (IIpH HaTUUuuH).
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[Iporokomel B fesie pacrojlaraloTcss B XPOHOJIOTMUECKOM IOpsiike I10 HOMepaM.
JIOKyMeHTBI K NPOTOKOJaM, CIpPyNIMpOBaHHble B OTZe/IbHbIE Jejla, CUCTeMaTHU3UPYIOTCS IO
HOMepaM IPOTOKOJIOB.

YTBepXKJeHHble I/laHbl, OTYeTBbl, CMeTbl, JMUMWTBI, TUTYJIbHble CIIMCKU W JApyrue
JOKYMEeHTBI IPYIIUPYIOTCS OTJe/IbHO OT IIPOeKTOB 3THUX JJOKYMEHTOB.

[Tono)keHnsT W WHCTPYKLMM, VTBep)KAeHHble pacloOpsiAUTe/bHBIMA [JOKYMeHTaMH,
SIBJIIIOTCS IPUJIOKEHUSIMU U TPYIIIIUPYIOTCSI BMeCTe € PacliopsiiuTeIbHbIMU JOKYMeHTaMU; ec/lv
yTBepXKJeHbl KaK CaMOCTOsITe/lbHble JAOKyMeHThl ¢ rpudom «YTBEPK/IAKO», To
I'PYNIMPYIOTCS B OTAe/IbHEIe Jea.

PacriopskeHMsI 110 OCHOBHOM JlesITe/IbHOCTH IPYIIIIMPYIOTCS OTZAe/IbHO OT PacIiopsKeHUN
IO JINYHOMY COCTaBy.

PacrniopsbkeHus1 0 IMUHOMY COCTaBY IPYIIIAPYIOTCS B OTZAe/bHBIE Jlefla C y4eTOM CPOKOB
xpaHenusi - 50 ner JIIK (o mpueme, mepeMelljeHUH, COBMeI[eHHH, TepeBojle, YBOJIbHEHHH,
aTTecTal|yy, MOBbIIIEHUN KBa/JU(UKaLUY, IPUCBOEHUH 3BaHUM (UMHOB), MU3MeHeHUU (haMuIny,
TIOOLIPeHNY, HarpaXK[eHu!, oIllaTe TpyZa, IpeMUpPOBaHUM, pas3/MUHBIX BbIIaTax, BCeX BUAAX
OTIYCKOB PabOTHHUKOB C TSDKEbIMH, BPeAHBIMH U OINAacHBIMU YCIOBUSIMU TPY/a, OTIYCKax IO
yXO#y 3a pebeHKOM, 0e3 coxpaHeHUs COfAep)kKaHMs (3apabOTHOW TIAThI), [JEXKYpPCTBaxX IIO
NMpOQUII0O  OCHOBHOW  JAeATeNbHOCTH, JJIUTE/NbHBIX BHYTPHUPOCCHUMCKUX UM 3apyOesKHBIX
KOMaH/[POBKaX, KOMaHAMPOBKax /s PabOTHHUKOB C TsDKeJbIMHM, BPeJHBLIMA M OIaCHBIMH
YCAOBUSIMU TpyJa) U 5 JeT (0 JUCLMIVIMHAPHBIX B3bICKAHUSX, €XeroJHbIX OIlJlaudBaeMbIX
OTIIyCKaX, OTITyCKaX B CBSI3U C 00y4eHHeM, JeKypPCTBaX, KpaTKOCPOUHBIX BHYTPUPOCCUHCKUX U
3apy0Oe’KHBIX KOMaHANPOBKaX).

OtpenbHO  IpyNNMpYyrOTCS — MpHKaskl 110 aJAMUHUCTPaTUBHO-XO35IMCTBEHHOU
JlesITe/IbHOCTH.

@®opmMupoBaHMe JIMYHBIX Jle/l MYHULMIIANBHBIX C/IyKalMX OCYIeCTBJSeTC B
COOTBETCTBUH C AeUCTBYIOLUM 3aKOHO/|aTe/IbCTBOM.

[lepericka rpymnmupyeTcsi 3a IIepHOJ, KajleHJapHOIO Trojfa W II0 TemaTHKe |
CUCTeMaTH3UpyeTcsl BHYTPH Jesla B XpOHOJIOTHUeCKOH I10C/Ie/l0BaTeIbHOCTH.

7.3. Odopmnenue jen

Hena mocrosiHHOrO, BpeMeHHOro (cBbiile 10 jeT) XpaHeHHWsS W TIO JIMYHOMY COCTaBY
nofJiekaT rnosHoMy odopmnenuio. [lomHoe odopmieHre peycMaTpUBaeT KOMILIEKC paboT 1o
OMMUCAHUIO Jefa Ha OOJIOKKe, TOJINMBKY (IIeperuieT), HyMepaljfio JIMCTOB, COCTaBJ/IeHHE
3aBepUTeTbHOM Ha/[IIMCH, BHYTpeHHel orucH (TIpy HeOOXOANMOCTH).

[Ipm mMoOATOTOBKE Jen K XpaHeHHIO [IpOBepsieTCsl TPaBUJIBHOCTH (OPMHUPOBAHKS,
opopmiieHns1 (MOJIIMBAIOTCS TOJNBKO OPHIHMHANBI AOKYMEHTOB C IIOJIMHHOW ITOAITHCHIO
PYKOBOAUTEJIS TTo/pa3fie/ieHus], MHPpOpMaIius Ha JOKYMeHTe /JOJDKHa OBITh 0opMiIeHa Ha OHOU
CTOpOHE JICTa, He BKJ/IIOYAIOTCS JOKYMEHTHI, paclieyaTaHHble Ha UepHOBUKAX) U COOTBETCTBHE
KOJIMUECTBA /ieJl, BK/IIOUeHHBIX B OITHCH, KOJIMYECTBY /Jie/l B HOMEHK/IaType.

YacTyHOMYy OQOPMJ/IEHHUIO TOJJIeXaT Jesla BpeMeHHOro (o 10 jeT BK/IIOUHTEBHO)
CpOKa XpaHeHHs], B 9TOM CJiyyae Ha 0DJIOXKKaX OQOPMIISIOTCS] PEKBU3UTHI JJIsI UCIIOIb30BaHMUS B
TeKYIL[eM J1eI0por3Bo/CTBe. JlomyckaeTcsi XpaHeHHe JOKYMEHTOB B CKOPOCILIUBATEJSIX, B 3TOM
c/llyyae JWCTHI [Jlefla He HYMepYIOTCs, 3aBepuTe/bHble HaJIIMCH W BHYTPEHHHe OIMCH He
COCTaBJISIIOTCSL.

OdopmiieHre OONOKKK OCYLIECTB/SIETCS] TP 3aBeJleHWH Jlela U II0  3aBeplieHUd
ZleJIOTIPOU3BO/ACTBEHHOT'O TO/ja.
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B 3aBUCHMOCTH OT CpOKa XpaHeHHs MPOBOJUTCS TOAHOe WM YacTUUHOoe odopMieHue
00JIOXKKH flefa.

[TomHOMY O OpMIIEHHIO TIOAJIEKAT OOJIOKKH [ieJl TIOCTOSIHHOTO, BpeMeHHOTo (CBbIire 10
JIeT) XpaHeHUs U Jies [10 IMUHOMY COCTaBy.

OG6/I0KKa /lefia B TEKYI[eM Je/IONPOU3BOACTBe O(pOPMIISIETCSI TIO YCTAaHOB/IEHHOH (opMe ¢
yKa3aHUeM PeKBU3UTOB U CBefleHUH (rpusioxeHue 13):

NOJIHOE  HauMeHOBaHWe  IIOApas/ie/leHUss  aJMHWHUCTpallMd  TOpPOJACKOIO  OKpyra
[TepBOypabck;

VH/IeKC JleJia [IepeHOCHUTCS] U3 HOMeHK/IaTyphl Jiell;

3arOMOBOK  Jela  (IpM  HeoOXOAWMOCTH C  TIOA3aro/OBKOM) IEPEeHOCHUTCST U3
HOMEHK/IaTyphbI JeT;

CPOK XpaHeHUs] [IepeHOCUTCSI U3 HOMEeHK/IaTyphlI JeJl.

Ha 06/10KKH /je/T TOCTOSTHHOT'O U BpeMeHHOro (cBbinie 10 /1eT) XpaHeHHs 10 OKOHYaHHUH
JleJIONPOM3BO/CTBEHHOI'O I'ofla BHOCATCS M3MeHeHHsI M JOIOJIHEeHUS: yTOUHSIIOTCS 3aroOJIOBKH,
KpaliHHe J1aThbl, HOMepa JJOKYMEHTOB B Jiejie U [IOTIOHSIOTCS B O0MIOXKKY (TpuioykeHue 14):

HOMEp TOMa WJIM YacTH YKa3bIBaeTcsl B C/Iydae, eC/H 3a rof obpasyeTcs Oojee OHOTO
TOMa (4acTh);

Jara fena (ToMa, 4acTH) - JaTa 3aBe/leHHss U OKOHUYaHUs flefa ¢ obo3HaueHWeM Mecsiia
(c/10BOM) Y rofia UM umciia, Mecsilja (C/IOBOM), rojla B COOTBETCTBUM C CaMbIM PaHHKM U CaMbIM
Mo3/HUM JoKyMeHTOM jena (10 siuapst 2012 roga - 30 gekabpst 2012 roga);

KOJIMUeCTBO JIMCTOB [TePeHOCUTCS C JIMCTa-3aBepUTeJIs;

apXUBHBIN MIM(P NPOCTaB/sieTcs [I0C/Ie YTBepPXKeHUsl FOJOBbIX pas/ie/ioB OIUCel;

B BepxXHeW 4YacTh OOJIOKKH IpeAyCMaTPHUBAETCS] MECTO AJIsi IIPOCTaB/IeHMs INTamIla
[IMKY «MyHuLMIa IbHBIN apXyUB»

B nucr-3aBepuTesb flesla 3aHOCUTCS 3aBepUTe/IbHAas HaAIMCh C yKa3aHWeM KOJIMuYecTBa
IIPOHYMepOBaHHBIX JIMCTOB B Jejie LMdpaMyd U TPONUCHIO U OTAe/NbHO uepe3 3HaK + (ILIIOC)
KOJIMUECTBO JIMCTOB BHYTPeHHeH OIMUCH (IIpU ee Ha/luuKu). B ciydyae oOHapykeHUs1 OMIMOOK B
HyMepanuy (IIponyijeH HOMep, He TIPOHYMEePOBaH JIMCT, MPOAYOIMPOBaH HOMEP) [OIyCKaeTCs
yriorpeb/ieHHe TUTEPHBIX HOMepoB (HarpuMep, 123, 123a, 12306).

B jmcTe-3aBepuTesie  OTMeYalOTCSI OCODEHHOCTH  (PU3UYECKOTO  COCTOSIHHUSL U
dbopmupoBaHUs Jiena ¢ yKa3aHHeM HOMepOB JIUCTOB C ¢oTorpadusMy, depTeskaMH, pUCYHKaMH,
Ha/iuve KOIMY BMeCTO IOJJIMHHYKA U TaK JaJjiee.

JIncT-3aBeprTe/ib OAIIMBAETCS B KOHLE Jiefa.

[ yueTa JOKYMEHTOB OIpefie/ieHHbIX KaTerOpWii, B CBSI3U €O crellM($UKON JaHHOU
JNoKyMmeHTaluu (ocobo IjeHHbIe, JUYHbIE fea, KOHTPOJbHBIE [ea, TPUKasbl U [JOKYMEHTHI,
OTHeCeHHble K KaTeropMd OrPaHHUeHHOro JOCTyIa) COCTaB/sSeTCs] BHYTPEHHSS1 OIUCh
JOKYMEHTOB JleJia

BHyTpeHHss1 OIUCh COCTaBIISIeTCS] Ha OTZAe/IbHOM JIMCTe U MOALLIMBaeTCs B Hayase Jea.

K BHyTpeHHel ONMCH COCTaB/SIeTCSI WTOrOBas 3allMCb, B KOTOPOM yKa3bIBaeTcs
KOJIMUeCTBO BK/IFOUEHHBIX B Hee JJOKyMeHTOB.

JloKyMeHTBI, cocTaBisitolnye feno, popmara A4 AOKHBI OBITH MOALIMTEI HA YeThIpe
npokona (¢popmara A5 - Ha TpU IPOKO/A) B TBEPAYIO OOJOKKY K3 KapTOHAa ITPOYHBIMU
XJIOIMYaTOOYMaKHBIMA HHUTKAMHM WM TlepeIuvieTeHbl TUIOrpadCKUM CIIOCOOOM C  yUeTOM
BO3MO)KHOI'O CBODOJ[HOT'O UTEHHSI TeKCTa BCeX AOKYMeHTOB. [Ipy MOATOTOBKe fie/ K MOALIHBKE
W/IY TleperlieTy MeTa/lJInuecKre CKperljleHHsl yAalIsSoTCs.
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7.4. OpraHusanysi onepaTMBHOI0O XpaHeHHUS [JOKYMEHTOB B MoOjApa3s/e/eHusix
AJMHHNCTPAIUH ropojcKoro okpyra IlepBoypanbck

C MOMeHTa 3aBe/leHHs1 U 10 NlepeJlaul Ha XpaHeHHe B apXUB Jle/la XPaHsTCs 110 MeCTy UX
¢dbopmMUpOBaHUs B TeueHUe IISATU JieT JJIs1 IPaKTUUecKoro UCI0/Ib30BaHHUSs.

HokymeHTbl BpeMeHHOro (Ao 10 JjeT BK/IIOUMWTENBHO) XpaHeHHsl HaXOJATCS Y
COTPYJHUKOB [0 MCTeUeHHs] CpoKa HUX XpaHeHHsl U IIOC/Ae[yIoliero YHUUTOXKEeHHs B
yCTaHOBJ/IEHHOM IIOpsiIKe.

Hena 10/mKHBI XpaHUTHCS B 3alMpaeMbIX IIKadax. [lesia pacrnosaratoTcsi B BepTUKaIbHOM
MOJIOXKEeHUH KOpelllKaMHM HapyXy, IO rojaM B IOpsijKe HOMepOB IO HOMeHK/aType JeJ, Ha
KOpelllKax [ie/l yKa3bIBaloTCsl WHJEKChl B COOTBETCTBUM C HOMEHK/IATypoul jes. Bbimucka us
HOMEHK/IaTypkI e/l [IoMelljaeTcsl Ha BHyTpeHHel CTOpOHe /iBepLibl IKada.

XpaHeHHUe Jiel B CTO/IaX Y COTPYAHUKOB He [JOIyCKaeTCsl.

VIII. Opranusanysi pa6oTsl apxXuBa nojpasjiesieHui
A MuHHCTpanuu ropojckoro okpyra Ileppoypanbck

8.1. 3apaum u pyHKIUN apXuBa.

3azaud M (QYHKLUM apxuBa IoJpas/ie/ieHust orpe/essioTcsl Ha ocHoBaHUU [losoxkeHust
00 apxuBe Tojpa3zie/ieHus], YTBEPK/JEHHOTO PYKOBOAUTE/NEM TOApaszeaeHus] afMUHUCTPALUN
ropozickoro okpyra IlepBoypankcka, nocse corsnacoBaHusi ¢ [IMBY «M yHUIUIIAIBHBINA apXUB».
Bepenve  apxuBa < mofpasfefieHUs  OCYIIECTB/SAETCS  OTBETCTBEHHBIM  COTPYAHUKOM
Nofipasfie/ieHdss  aJMUHMCTpallMM  TOpofcKoro okpyra IlepBoypanbck. PykoBopauresns
Nofipasjie/ieHdss aJMUHUCTpALIUM TOpOACKOro okpyra IlepBoypanbck IIpUHUMAaeT Mephl I10
obecrieueHHI0 pabodyero MecTa CIIEL[HQ/IMCTa, OTBETCTBEHHOIO 3a BeJeHWe apXHBa
roipasfie/leHus], U CO3J,aHUI0 YCIOBUHA COXPaHHOCTH JJOKYMEHTOB.

st obecrieueHWsT COXPaHHOCTH JAOKYMEHTOB apXvBa IOApa3fie/leHusi MPOBOJUTCS
KOMITTEKC paboT:

- cO3ZlaHye OIITUMaJIbHBIX YCJIOBUM XpaHeH!sl JOKYMeHTOB;

- pasmellleHle JOKYMEHTOB;

- cobJtrofieHHe TIOpsiiKa BbIauH Jied;

- yUYeT JOKYMEeHTOB.

ITpu cMmeHe crienjuanucTa, OTBETCTBEHHOIO 3a BeJileHUe apXuBa IOApasfe/leHUs], TIpUemM-
repejjiaya JOKYMEHTOB M CIIpaBOYHOIO arrapaTa K HHUM, a TakKe IIOMellleHHH apXuBa,
VHBeHTapsi ¥ OOOpY/JOBaHUS TMIPOM3BOAWUTCS IO aKTy (mpuiokeHwe 15 K HacTosmei
WHCTPYKI[UN).

8.2. Co3paHue oNTUMAJIBHBIX YCI0BHI XpaHeHHUs JJOKYMEHTOB 00ecreudBaloTCA:

- IpejjOCTaB/ieHHeM OT/e/bHOrO TOMell[eHUs] - apXMBOXPaHW/MIIA, KOTOpoe [JO/DKHO
ObITE OOOpYJOBaHO M TIPUCIIOCOOTEHO JJsi XpaHeHHsl JOKYMEHTOB B COOTBETCTBHHM C
HOPMaTHBHBIMU TpeOoBaHusIMU DesrepabHON apXUBHOH C1y>»KObI Poccuy;

- 00Opy/OBaHHEM apXMBOXPAHW/IMIA CpeJCTBaMH IIOKAPOTYIIEeHHUs, OXPaHHOM U
MIPOTUBOMNOKAPHON CUTHa/In3aluel;
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- TpUMeHeHHeM OOOpYZOBAaHUS [Jis1 XpaHeHHsl AOKYMEHTOB - CTesllaxkeHd, ceH(os,
KOpPOOOK;

- CO3[JdaHHEM OITHMAJIBHOI'O TeMIIepaTypHO-B/Ia)KHOCTHOI'O U CBETOBOI'O DEXHUMa B
TIOMeIlleHUH X paHWIHIIa;

- IpOBe/leHNeM CaHUTaPHO-TUTHEHHUUEeCKHUX MePOIPUSITHH.

8.3. Pasmelnjenue JOKyMeHTOB B apX¥BOXpaHHW/IHIIe

Pa3mernieHue [OKYMEHTOB B apXHWBOXpaHHW/MIIe OOecIieurBaeT CO3/[aHHe ONTHMAIbHBIX
YCJIOBUM XpaHeHHs apXHBHBIX [JOKYMEHTOB, eXKerojHoe [BI)KeHHe Jiesl, OllepaTUBHBIA ITOMCK U
WCIIO/Ib30BaHMe JOKyMeHTOB. [lena pasMellaroTcsi B COOTBETCTBHUHM CO  C/IeAYIOLMMU
TpeOOBaHUSIMU:

- JOKYMEeHTBbI IIOCTOSIHHOI'O XpaHeHHsI pasMellaloTcss OTJe/NbHO OT JAOKYMEHTOB
BpeMeHHOI'0 XpaHeHUs;

- JOKYMeHTBI JIMKBU/IUPOBaHHBIX NTO/ipas/ie/IeHNI XpaHsITCs OT/Ae/IbHO;

- TOKYMEHTBI MIOCTOSTHHOT'O XpaHeHHUs1 XPaHsTCsl B KAPTOHHBIX Kopobax (pasmep 32 x 19,5
x 43);

- K KOpOOKaM TIpPUKJ/IEMBAIOTCS SIP/IBIKA C yKa3aHHMeM HOMepa OITMCH, HOMEpOB Jel,
KpalHHe [jaTbl, HAUMeHOBaHHe I0/pa3/ie/leHus;

- KOpPOOKM yCTaHaB/MBAIOTCSI Ha CTe/l/lakKaX B BEPTHUKA/JBHOM MM TOPHU3OHTATBEHOM
TTOJIO’KEeHHH.

He pomyckaercsi XpaHeHMe JOKYMEHTOB Ha IOy, IIOAOKOHHHMKAaX, JIeCTHAYHBIX
IUIOIIa/iKaX ¥ JPYrUX He TIPUCIIOCO0/IeHHBIX /1JIs1 XpaHeHUs! Jiesl MeCTax.

8.4. Ilopapok BbIAAYH e

W3 apxuBa moApasjefieHWss MOIYT BblJaBaTbCsl 3aBepeHHble KOIWU [OKYMEHTOB,
apXuBHble BBIIMCKM U3 J[JOKYMEHTOB. 3aBepsilOTCSl OTBeTCTBEeHHBIMM  3a BeJleHHe apXuBa
CrieljMa/IMCTaMHU B I1IOApas/ie/leHUH.

8.5. Yuer foKyMeHTOB

EfuHullaMy yueTa JOKYMEHTOB SIB/SIIOTCS apXUBHBIM (OH[, (KOMILJIEKC JOKYMEHTOB,
00pa30BaBIIUXCS B JesTeNbHOCTH TIOApa3fiefeHust aJMHHUACTpAlud TOPOJACKOrO OKpyra
[lepBoypanbck) U eAMHULIA XpaHeHus ([e/10).

YueT JOKYyMEHTOB ITPOM3BOJUTCS IIyTeM IIPUCBOEHUsI KaXKJOMy OT/,e/IbHOMY apXUBHOMY
Jle/ly yueTHOro HoMepa (HoMepa Jiesia), sIB/SIIOLerocsl YacTbio apXUBHOrO miudpa. IlomHocTeo
apXUBHbIM LIHM(P COCTOUT U3 HOMepOB (OHAA, ONUCH U AeJa. ApXUBHBIN HIM(P [TOMelljaeTcsl Ha
00/I0)KKe BCeX apXWBHBIX [iell B HIKHEM JIEBOM M BepXHeM IpaBoM yriax. He pgomyckaercs
IIPHUCBOEHWE OJHOIO YUETHOrO HOMepa ABYM U Oosee nenam. He pgomyckaercss XpaHeHHe B
apXvBe TIOZpa3fie/ieHUs] BK/IIOUEHHBIX B OIMCH AapXUBHBIX Jesl 0e3 apXWBHBIX IIHU(PPOB Ha
00/I0KKaX.

B apxuBax BefyTcsl C/leAyIOIIUe yUeTHbIe JJOKYMEeHThI:

-1icT QoH/a;

-OIUCH JieJ;

-neno GhoHAa;

-JIUCT-3aBepUTeb Jlela;

-BHYTpeHHsIs1 OITUCh JOKYMEHTOB JieJla.
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Ilpy yueTe AOKYMeHTOB B apXuBe IOApasfie/leHUsi NPOBOJUTCS IpoBepKa HalWuMsl U
COCTOSIHUS Jlesl apXvBa I0fipa3fie/ieHUsl B Lie/IIX yCTaHOBJIeHUs aKTUUeCKOro Hajluuus jesl B
COOTBETCTBHMU C OITUCSMH U BbIIB/IEHHS [es, TpeOyommx o0pabOTKM UM pecTaBpalju,
CIleLMa/MCTOM, OTBEeTCTBEHHBIM 3a BeJleHe apXHBa I10/|pa3/ie/leHHsl.

[1naHoBast MpoBepKa Ha/lIMUMsl U COCTOSIHUS [iesl TIOCTOSIHHOT'O XpaHeHHUsl [IPOBOJUTCS He
peXke OHOTO pas3a B 5 JeT, Jesa BpeMeHHoOro (cBbiille 10 sieT) xpaHeHUs U Je/l 110 JIMYHOMY
COCTaBY - He pexxe ofHoro pasa B 10 seT.

EfvHOBpeMeHHasi TpoBepKa HalWUMsl U COCTOSIHUSI JleJl apxuBa IIoJpas/iesieHust
IIPOBO/JUTCSL:

- TI0CJIe IlepeMellleHus Jie/l B Apyroe IoMellleHue;

- 1I0CJIe Yype3BblUalHbIX [TPOMCIIECTBUM, BbI3BaBILKX MlepeMelljeHue [iel;

- TIpY CMeHe CIlelldajyicTa, OTBeTCTBEHHOI'O 3a Be/leHHe apXuBa I10/ipa3/ie/ieHHsl.

Vmerolijvecss B HaAUuMM [lefa IPOBepsIIOTCS MO ONUcsAM Jena. WToru mpoBepku
oopMIISIFOTCSL  aKTOM (TIpWIOXKeHHe 7 K HacTosiied HWHCTpyKuuu). Ilpu HeobxoaumocTH
V3MeHeHUs] U [IOIOJIHeHUs], BbISIBJeHHble B pe3yJ/bTaTe IIPOBEPKH, BHOCATCSI B yUeTHbIe
JIOKYMeHThI apXyBa I0o/ipa3fie/leHusl.

Ilo ucreueHuM IpefielbHBIX CPOKOB XpaHeHUs B apxuBe IoApasfeseHus (5 JeT)
JIOKYMEHThI [IOCTOSIHHOI'O XpaHeHwUsl Mofi/iexxaT Iepefiaue B [IMBY «MyHuLMNIaNnbHBIA apXUB» B
yCTaHOBJ/IEHHOM IIOpsiIKe.

IX. IToaroToBKa JOKYMEHTOB K Ilepe/iaye Ha XpaHeHHe B
IIMBY «MyHununaabHbld apXuB»

[TogroroBka JOKyMeHTOB K Ilepefiaue Ha xpaHeHre B [IMBY «MyHuIMNa/bHBIM apXyB»
BK/IIOUaeT KOMIUIEKC paboT 110 TIPOBEJeHHIO SKCIEepPTU3bl L[EHHOCTH [JOKYMEHTOB,
dopmupoBaHHi0O U OGOpPMIEHHUIO [eJ, COCTaBIe€HUIO TOJOBBIX pas3fleJloB OMMceld Ha Jena
MIOCTOSIHHOT'O XpaHeHUsl U Jlejla BpeMeHHOro (cBhblille 10 jieT) XpaHeHUs], COCTaB/eHHIO aKTOB O
BblJle/IeHUM K YHUUTOXXEHHUIO [OKYMEeHTOB BpeMeHHOro (o 10 jeT BK/IIOUMTE/NBHO) CpOKa
XpaHeHUs.

9.1. DKcnepTH3a e HHOCTH A0KYMEHTOB

JKCIepTH3a L{eHHOCTU JOKYMEHTOB Ha CTaJlH [ie/IOIIPOU3BO/CTBa [IPOBOAUTCS:

-TIPU COCTaBJIEHUY HOMEHKJ/IATYpPEI [eJl;

-B mpoliecce (HOpMHUPOBaHUs JleJl U IpoBepKe MPaBUJIBHOCTH OTHECEHHsl JOKYMEHTOB K
Jenam;

-oTObOpe JeMl Ha  YHUUTOXKEHWe, TIpM IIOATOTOBKe [JeJl K  Ilepefade B
[IMBY «MyHULMTNIaTBHBIN apXUB».

[lnst opraHy3aliudl U TIPOBefleHHs1 pabOThI IO 3KCIEpPTH3e L[eHHOCTH [JOKYMEHTOB B
AJMUHUCTpaly TOpOACKOro okpyra llepBoypanbcK co3jaeTcsl IIOCTOSIHHO JeMCTBYyIOLasi
SKCIepTHast Komuccus (fanee DK) B KosmuecTBe He MeHee 3 ueslOBeK I107 Ipe/ice/jaTe/IbCTBOM
3amectuTens ['maBel ropogckoro okpyra IlepBoypanbCcK MO INPOEKTHOM U OpraHU3al{dOHHOM
pabote. CocraB 3K yTBepkAaeTcsi pacropsbkeHreM AMHHUCTpAaMd TOPOJCKOro OKpyra
[TepBOypanbCK.

®yukiuy ¥ npaBa JK, opranuzanus pabotel DK orpegensitorcst nonokenuem o6 OK,
KOTOpOe yTBep)KJaeTcs pacropsbkeHueM AJMHUHUCTpalidd FOPOACKOro okpyra IlepBoypanbck
nocine cornacopaHuss ¢ IIMBY «MyHuunanbHeIA apxuB». B IefsaX  [JOCTHXKeHUs
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MeTOJMUeCKOro eAWHCTBa rosiokeHne o6 DK pa3spabaTbiBaeTcsi Ha OCHOBE THUIIOBOI'O WJIH
TIPUMepHOTO I10JI0XKeHHUsI O TIOCTOSIHHO JeHcTByoerd JK.

OK saBnsieTcss KosuternanbHbIM opraHoM. DK INpoBOAMWT 3acefjaHusl B COOTBETCTBUM C
rlaHaMH paboThl, yTBepkaaembIMu mpefcesiaTeneM JK. 3acemanus DK MpoTOKOMMPYIOTCS.
[IpoTokosbl MOANKMCHIBAIOTCS IIpeficefiaTesieM (IIpe/ice/jaTe/bCTBYIOIIMM Ha 3acelaHUd) U
cekpetapeM JDK. [lokymeHTHpoBaHUe AesTeabHOCTH DK U popMupoBaHUe Jies1 BO3/lararoTcsi Ha
cekpetaps JK.

ITpu npoBeieHNM 3KCIIepTHU3bI LIeHHOCTH JOKYMEHTOB OCYILleCTB/ISIOTCS:

- oTOOp /[JOKYMEHTOB IIOCTOSTHHOTO M BpeMeHHOro (cBeiie 10 jieT) XpaHeHHs AJIst
repe/jauy B apXuB;

- oTbOp J[OKyMeHTOB BpeMeHHOro (o 10 /eT BK/IIOUMTE/NBHO) XpaHeHUs WU Jel C
otMeTKol JIMH, nogiexkaljux xpaHeHHIO 110 MeCTy (pOpMUPOBaHUS;

- BblJe/leHHe K YHHUUTOXEHHIO Jiesl 3a IpeJblAylijye IOAbl, CPOKM XpaHeHWs] KOTOPBIX
VICTeKJIU.

DKcIlepTH3a LeHHOCTH JOKYMEHTOB IIOCTOSHHOIO M BpeMeHHoro (cBbiie 10 jeT)
XpaHeHHs] TIPOBOAUTCS IIyTeM IIOJMCTHOIO IIPOCMOTpa Jel € TOCHeAYIIUM H3bATHeM
YepPHOBUKOB, [IyOJ/IMKAaTOB, JOKYMEHTOB BpEMEHHOI'O CPOKa X paHeHHsl.

[ena BpeMeHHOI'O XpaHeHHs1 ¢ OTMeTKOW OK Takke IpOCMaTpHBalOTCSl TMOJIHUCTHO C
1[e/IbI0  BbIJie/IeHHs] JOKYMEHTOB TIOCTOSIHHOTO XpaHeHus. B ciiyuae oOHapy)keHUsI TaKHX
JJOKYMEHTOB ~ Jlela  IepepOPMUPOBBLIBAIOTCS, a JOKYMeHTbl IIOCTOSIHHOIO  XpaHeHUsl
0(hOpMJISIFOTCSI B CAMOCTOSITe/IEHOE JieJIO.

He pomyckaercst mpoBefieHuMe oTOOpa e/ [Jisl XpaHeHUs] WIM K YHHUTOXKEHHIO Ha
OCHOBaHHH 3ar0/IOBKOB JieJl.

ITo pesynbTaTam NpoBesieHNsI SKCIIepTU3LI LIeHHOCTH JOKYMEeHTOB COCTaBIISIFOTCS:

- ['OZJOBOU pasZiesl OIMCH JieJl IIOCTOSTHHOI'O XpaHeHHsT;

- ['OZJOBOU pasZiesl OIMCH JeJl II0 IMYHOMY COCTaBY;

- aKT O BblJle/IeHNH K YHUUTOKeHHIO JOKYMeHTOB, CPOK XpaHeHHsI KOTOPBIX HUCTeK.

9.2. CocraBJienne u odopMmieHHe OMUCeH /e

Onuce fena - apxXvBHBIM CIIPABOYHMK, COZlep)Kalljii IlepeveHb JeJl, IIpeJHa3HaueHHbIA
J71s1 X yueTa (npusioxkeHue 16).

I'ozoBol pazfen onucH (Aajiee - OIUCh) COCTABSIETCS OT/e/bHO Ha:

- Jies1a TTOCTOSIHHOI'O XpaHeHWs;

- flesia BpeMeHHoOro (cBbiitle 10 jieT) XpaHeHUs;

- Jies1a 1o JIMYHOMY COCTaBYy;

- IMUHbIe Jlesla MyHULUTA/IBHBIX CAYXKalUX (MOT'YT He BbIe/SIThCS B OT/|e/IbHYIO OIUCh).

Onucy CoCTaB/sIIOTCSL CTPOro IO yCTaHOBJEHHBIM (hOpMaM, OTCTyIJIeHHWe OT KOTOpPhIX
HeJIONyCTUMO, B COOTBETCTBHH C HOPMAaTHBHBIMU TPeOOBaHUSIMHU:

- KaXkzioe fies1o (TOM) BHOCUTCS B OIKCh IO, CAMOCTOSATEbHBIM ITOPsIIKOBEIM HOMEPOM,;

- HyMepalus Jiel B omucu ckBosHasi. ['pada «Homep fena» mpofio/mkaeT HyMepaljuio
CBOJJHOM OITMCH JieJ1 3a NpeAbIAYIINM Ioj;

- 3aro/IOBKA Jesl BHOCATCS B TOUHOM COOTBETCTBMM C HOMEHK/AaTypoH Jel U C
3aroJIOBKOM Ha 0DJIOXKKe fiefia;
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- [IpU BHECEHHWHU B OIHUCh [ie/l ¢ OAMHAKOBBIMHU 3aro/IOBKaMM IIOJIHOCTBIO YKa3bIBaeTcsl
3ar0JIOBOK TIepBOro flefa (ToMa), a Bce ocTalbHbIe 0003HavaroTCs coBaMu "To xe" (Ha KaKAOM
HOBOM JIMCTe OIKCH 3aro/IOBOK BOCIIPOU3BOAUTCS MTOJHOCTBIO B [1€PBOI CTPOKe);

- rpadel «MHAEKC fena», «KpaitHue Aatbi», «KomuuecTBO MUCTOB», «CpPOK XpaHEHHsI»
(11 omMcHu el BpeMeHHOIO XpaHeHUsT W Je/l 1O JMUHOMY COCTaBy) 3allO/IHSIIOTCS B
COOTBETCTBHU C JJaAHHBIMHU Ha ODJIOXKKE [les1a;

- rpada «IIpuMeuaHHe» UCIONb3YeTCs ST OTMETOK O TIpHUeMe Jiesl, OCOOeHHOCTSIX UX
¢bu3MUeCKOro COCTOSIHUSI, HaAUUMM WM OTCYTCTBUM [e/l, MeCTOHaXOXKJeHHHU Jes, HaJUuuuu
KOITWM U TaK Jaee.

Cucremarusanys e/l B OIIMCU COOTBETCTBYET CUCTeMAaTHU3allMU B HOMEHK/IaType JeJl.

B KoHIle omucu Jen Bcilef 3a IOC/IeJHeN ONMcaTe/bHOM CTaTbeld JeaeTcsl WUTOroBast
3anuch. B Hell yKa3bIBaeTCsl KOIMUYECTBO HaXOJAIIMXCS Ha XpaHeHUU Jen (uudpamMd U B
KPYIJIbIX CKOOKax - IPOITMCHIO), MEPBBIA M IMOCAeAHHUN HOMepa e/, BK/IIOUEHHBIX B JaHHbBIA
pasfiesl OIUCH, OrOBapUBAIOTCST UMEIOIIUECs TPOITYCKH HOMEPOB, JINTePHbIe HOMEPa, BbIOBIBIIIHE
eJUHUL{B] ¥ OCHOBAaHHE WX BBIOBITHSL.

K kaxzoMy mnocnejyoolleMy roJOBOMYy pasfesly OIMCHU Jesl, II0 KOTOPOH JOKYMEeHTBI
TOCTYIIU/IM Ha XpaHeHWe, COCTAaB/IAeTC B HapacTarollleM IOpsifike CBOAHAsd WUTOIOBas 3allvCh.
Bce 3amnmcu npousBOAATCS MOC/Ie UTOIOBOM 3allMCH, COCTaB/IeHHOM IIPY IleyaTaHWU OIWCH Jell.
B ciyuae orcyTcTBHS MecTa AJIS1 3allMCHU Ha JIMLIEBOM CTOpPOHe JIMCTa 3alliCh COCTaBIIsieTCsl Ha
ero obopoTte. Ha oT/je/TbHOM /THCTe COCTaB/IeHHe UTOTOBBIX 3aIlkcell He Oy CKaeTCsl.

CBofjHast OIUCHL e/l AB/AeTCS JOKYMEHTOM IIOCTOSIHHOI'O XpaHeHWsl Y BK/IOUaeTcs B
HOMEHK/IATYpy JeJl.

CBofHasg OnUCh Je/l TOCTOSSHHOIO XPaHEeHWs COCTaB/seTCss B YeTbIpeX 3K3eMIUIspax,
corsiacoBbiBaetcst ¢ DK U yTBepkaeTcss Ha YTipaB/jieHHeM apxuBaMy CBep/JIOBCKOM 00/1acTH,
rocjie 4ero yTBepKAaeTcs 3aMecTUTesneM ['71aBel ropofckoro okpyra IlepBoypanbck I10
TIPOEKTHOM U OpraHu3aliioHHoH pabore. B IIMBY «MyHUIMIAIBHBINA apXUB» TT€pe/IaloTCsl TPU
3K3eMIlIsIpa CBOAHOW OIMCH JeJl TIOCTOSTHHOI'O XPaHeHWs], a TakKe OAWH 9K3eMIUIIp OIKWCH B
5/1eKTPOHHOH (popMe.

B mnpezenax ¢oHga omucH el HyMepyIOTCS BajJoBbIM IopsikoM. K Homepy omucu
MOXKeT 00aBIATECSI OYKBeHHBIN MH/EKC, OIpe/ie/SIFOIUI COCTaB U BH/ JOKYMEHTOB, YUTeHHBIX
B OITHCH, - «» (JIMUHBIA COCTAB), «I1» (TIPOEeKTHast IOKYMeHTaI[Hs1) U TOMY TI0Z00HOe.

He ponyckaercs Hamduue [BYX OIKWCeH C OAWHAKOBBIMA HOMepaMM HWJ/IU
OTVIMYAIOIIMMHCS TOAbKO OYKBEeHHBIMH HH/JeKCaMu. IIpuMeHsieTcst ciefylomias HyMepariysi
onucei:

Ormuce Ne 1 - 1OKYMeHTBI IOCTOSIHHOI'O XpaHeHUs;

Ormuce Ne 2 - JOKYMeHTEI 10 JINUHOMY COCTaBY;

Omwmck Ne 371 - TUUHBIE flesla MyHUIIUMIAIBHBIX Cyxarqux (rpu obpasoBaHuu Homee 10
Jleq B TOf).

CripaBOYHBIM armapaT K KaKJOW OIMHUCU [Jie/l COCTaBIseTCsl OTAenbHO. Obsi3aTebHBIMU
3/1eMeHTaMH CIIpaBOYHOIO arrapaTa K OITHUCH JeJl IBJIIFOTCSI TUTYJ/IbHBIMN JINCT U ITpeINC/IOBHe.

Ha TUTy/BHOM J/IMCTe OIMCHU Jle/ TIOMeljaloTcsl CeAyiolijve JaHHble: odUIMaIbHOe
HauMeHOBaHHe (oHza, HoMep (poH/a, HOMep ONMCH, HaUMeHOBaHUe OIKCH, KOTOpoe BK/oYaeT
HalMeHOBaHHe KaTeropyMu JOKYMeHTOB (IIOCTOSIHHOTO XpaHeHMsl, II0 JIMYHOMY COCTaBy),
KpalHue [jaThbl JieJl, BK/IIOUeHHBIX B OIUChH JeJl.
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9.3. CocraBjieHue M O(l)OPMJIEHI/Ie dKTOB O BBIJI¢JIEHUH K YHHUTOXEHHUIO A€/ U
AOKYMEHTOB

OT6OP AOKYMEHTOB K YHUUYTOXXEHUIO ITPOU3BOAUNUTCA I1OCJTIE COCTABJIEHUA U YTBEPXKAECHUS
I'o40BbIX pa3fejioB ormcen A€JI 3a 3TOT Ke TIEPUO/.

[OKyMeHTbl 1O HCTeUeHWM CpOKa XpaHeHHsl BK/IOUAIOTCS B aKT O BbIJe/leHUM K
YVHHUUTOXKEHUIO JOKYMEHTOB, He IOJ/Ie)KallliX XpaHeHUIo. [/ cocTaB/ieHUs: akTa O Bbljje/IeHHUH K
VHUUTOXKEHHUIO JOKYMEHTOB, He Mo/JleXalljiX XpaHeHHIo, HCIIO/b3YI0TCsl HOMeHK/IaTypa Jel Ha
COOTBETCTBYIOIIUM Nepuof U llepeueHb JOKYMEHTOB C yKa3aHHeM CPOKOB XpaHeHUs. B akT o
Bbl/le/IeHUM K YHUUTOXXEHHUIO JOKYMEHTOB, He MOjJeXalljuX XpaHeHWIO, BK/IOUAIOTCS [iesla C
HCTeKIIMM CPOKOM XpaHeHUsi Ha 1 siHBapsi rojja, B KOTOPOM COCTaBJ/ieH aKT O BblJje/leHUU K
YVHUUTOXKEHUIO JOKYMEHTOB, He IO//IeKall{iX XpaHeHUIO.

AKT O BbIJle/IeHUM K YHUUTOXEHHUIO [OKYMeHTOB (TIpuio)KeHHe 17), He MoJjiexaliux
XpaHeHWIO, BMeCTe C TO/IOBBIMM pas/ielaMu CBOAHBIX OIWCell Jen TpejCTaBiaseTcss K
paccMoTpeHHIo Ha 3aceflaHud OK, yTBepxkiaercss 3aMecTUTesieM ['JlaBbl rOpOJCKOTO OKpyra
[TepBOypasbCK MO MPOEKTHON U OpraHu3aniioHHoW pabote. [locie yTBepkaeHUSs JOKYMEHTBI,
He [10/}/le’Kalljie XpaHeHUI0, YHUUTOXKAIOTCSL.

Bk/toueHHEbIe B aKT JOKYMeHThbl YHUUTOXKAIOTCS L{eHTpall30BaHHO, B aKTe O BblJje/IeHUH
K VHUUTOXXEHUIO JOKYMEHTOB, He MOJJIe)Kall|UX XpaHeHUIo, JejlaeTcsl OTMeTKa O jjaTe, MecTe U
criocobe YHUUTOXKEHUSI JAOKyMeHTOB. McIiosnb30BaHMe JAOKYMEHTOB /ISl XO3STMCTBEHHBIX HYXK[
3arperjaeTcsl.

9.4. ITopsiaok nepepaun JokymeHToB B IIMBY «MyHHIIUNIaAbHBIN apXUB»

B IIMBY «MyHULIMTNIaBHBIN apXUB» Mepe/jaloTcsl Ha XpaHeHUe Jlejla ¢ UCTIOIHEHHBIMU
JOKYMeHTaMH ITOCTOSHHOI'O XpaHeHus. [le/a repearoTcs Mocjie BeJOMCTBEHHOIO XpaHeHUs He
MO3/jHee yeM uepes 5 JIeT I1oc/le UX 3aBeplleHUs B /1e/IOIIPOH3BO/ CTBe.

Ilepenaua fies1 pOU3BOAUTCS MO ONUCSM (TIpUIoKeHUe 16).

Ilepenaua gen B IIMBY «MyHULMNANBHBIA apxXuB» OCYLIeCTB/seTCS IO IpadukKy,
cocraBieHHoMY [IMBY «MyHUIMIIABHBIN apXUB».

[IpueM KaXK0ro fiesia IPOU3BOAUTCS C IPOCTABAEHHEM B OIMUCH (B 00OUX 3K3eMILISIpax)
OTMETKM O Ha/JWUWK Jlesa, yKa3aHWeM KoihuyecTBa (akTHUeCKd NPUHATBIX /[lesl, HOMepOB
OTCYTCTBYIOILIUX JeJl, AaThl [IpreMa-Tiepeiauy fieJl, IIOAIIMCeN carollero U NpUHUMaoILero.

Bmecre ¢ pgenmamu B IIMBY «MyHULIMNA/NBHBIA apXuB» Iepefaro0Tcsl NpOrpaMMHbIe
cpefcTBa, 0as3bl AaHHBIX, cofepiKaline WHPOPMAIMIO O [OKYMeHTaX. 3aro/ioBOK Kaxou
KapTOTeKH WX 6a3bl JaHHBIX BK/IIOUAETCsI B OMUCH [iel.

Hena mo nWYHOMYy coCTaBy M BpeMeHHoro (o 10 jeT BK/IIOUMTE/NBHO) XpaHeHUs B
[IMBY «MynuLHIaapHbIA apXyUB» He Iepe/jaroTcsl.

[lopsipok mepefauM, JajbHeMIIero XpaHeHWss W HCIIO/b30BaHUSl [OKYMEHTOB IIpH
peopraHusallid WM JIMKBUJALMU IOfpasfe/leHud aJMHUHHCTpALMM T'OpPOJCKOIO OKpyra
ITepBOoypanbCcK peryaupyercs IIpaBOBBIMM aKTaMM O peopraHusalid WM JIMKBUJALUU
roipaszie/leHuH aJ[MUHHCTpaLIMK ropojckoro okpyra IlepBoypanbck.

Ilepesaua AOKYMEHTOB JIMKBHUAWPYEMBIX IoOApasze/leHud AJAMUHHACTPALIMA OPOJCKOro
okpyra [lepBoypa/bck ocyliecTBsIeTCsl TUKBUAALIMOHHOU KOMUCCHEH.

B cocTaB IMKBU/alIMOHHOM KOMHUCCHM KpOMe CIleljda/lMCcTa, OTBeTCTBEHHOIO 3a BeJleHre
apxuvBa Mo/pasjeseHus, [O/KHbI BXOAUTH NpeAcTaBuTe iy [IIMBY «MyHULIMNIabHBIA apXUB»

ITpu nukBHUAALMY TTOZpa3je/leHHs afMUHKUCTpaLy TOPOACKOro okpyra llepBoypanbek:
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- JOKYMEHTBI [TOCTOSIHHOTO XPaHEeHUsI U JOKYMEHTHI 110 TMYHOMY COCTaBY JIO/DKHBI OBITh
nepefiadel B [IMBY «MyHULMNANbHBIA apXUB»;

Ilepesaua JOKyMeHTOB Ha apXUBHOe XpaHeHHe IIPOM3BOAUTCS 110 aKTy IpHeMa-Iiepefiaur
C TIpUJIO)KeHHEeM aKTOB O Bblle/IeHUH K YHHUUTOXXEeHHIO JJOKYMEHTOB OT/le/IbHO 3a KaXKAbIH IO,
TNO/rOTOB/IEeHHOMY JIMKBH/IALJMUOHHOU KOMHUCCHEH.

JIOKyMeHTE], CPOK XpaHeHHsI KOTOPbIX MCTeK Ha MOMEHT JIMKBHJALIUU IOfipas/eseHus]
aJIMAHHCTpPallM ToOpoAckoro okpyra IlepBoypanbCck, yHHUTOXKAIOTCS JIMKBHZALMOHHOMN
KOMHCCHeU B yCTaHOBJIEHHOM IOpsiJKe.

Ilpy  peopraHusanuu  mojpasfeneHdss AJMHHUCTpal[iM  TOPOACKOIO  OKpyra
IlepBoypanbCcK AOKYMEHTHI IepeflaloTCsl BHOBb CO3[JaHHOMY IOpas/ie/leHHI0 aMUHUCTpaluu
ropogckoro okpyra Ilepsoypasbck

Ilpy  peopraHusanuu  ToOApasfefieHUss  aAMHHHUCTpallUM  TOPOJCKOIO  OKpyra
IlepBoypanbcKk IyTemM pasfesleHdss WIKA BblJe/NeHUs] U3 COCTaBa OJHOIO WM HeCKOJIbKHX
CTPYKTYPHBIX IO/ pa3fie/ieHUuH YCIOBHS U MeCTO Aa/lbHeHIIero XpaHeH!sl apXUBHBIX JOKYMEHTOB
OIpe/lesIsIIOTCSl B YCTaHOBIEHHOM IOpSiZIKe.

Ilepen mepepauelt JOKYMEHTOB B c/yvae JIMKBUJALIMKA U/IU peOpraHU3aliuy [POBOJUTCS
IpOBepKa Ha/MMUMs M COCTOSIHUSL [leJ, a TaKKe KauecTBa Hay4YHO-TeXHUYECKOW 0OpaboTKu
JIOKYMEHTOB, HaxO[AIMXCA B [eJIONpOM3BOJACTBE W/IM Ha apXWUBHOM XpaHeHuu. Ecmm
JOKyMeHTbl O(pOpMJIEHbI C HapylleHWeM YCTaHOBJEHHBIX TpeOOBaHHUM, peopraHu3yemMoe
rnozipasfie/ieHye aJIMUHHACTPALIMU 'OPOACKOro OKpyra IlepBoypanbcK OpraHM3ylOT yCTpaHeHHe
yKasaHHBIX HapyIlleHHH.



