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I. Ob11He mooXKeHUs

1.1. VHCTpyKUHMS MO Je/ONpOM3BOACTBY B AJMHWHHUCTpPALM MYHHUILIMIAABHOIO OKpyra
[TepBoypasbCK (fjanee - HHCTPYKLKS) pa3paboTaHa B LIe/IsIX YCTAHOBJIEHHUS eIMHBIX TpeOOBaHUM
K MTOJITOTOBKe, 06paboTKe, XpaHEHHUIO U UCIIO/IB30BaHHIO JJOKYMEHTOB, TIOBBIIIEHHS] KaUeCTBa UX
TIOATOTOBKH, YIIOPSJOYEHHSI W ONTHMH3al[M JAOKYMEHTOOOOpOTa, L{e/IIX COBEPIIEHCTBOBaHUS
CUCTeMBI J1e/I0NIPOU3BO/CTBa B AZIMUHUCTpaLiUM MyHULIMNIaNIBHOr o okpyra IlepBoypaibck.

1.2. Hacrosiiriast MHCTPYKIHsI pa3paboTaHa B COOTBETCTBHH C:

denepanbHbIM 3akoHOM OT 6 okTsA0pst 2003 roga Ne 131-d3 «O6 oOmMUX TPHUHIUTIAX
OpraHM3ali MeCTHOr'o caMoyIipaB/ieHus B Poccurickont ®efepaninn»;

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

denepanbHbiM 3akoHOM OT 27 wronst 2006 roga Ne 149-d3 «O6 wuHbopMaiuy,
MH(OPMAaLIMOHHBIX TEXHOJIOTUSIX U O 3alljuTe HHPOPMaLUN»;

I'ocyzpapcTBeHHBIM cTaHAapToM Poccutbickoit ®efepaiiuu «Y HUGUIIMPOBaHHas CUCTeMa
OpraHM3alLIOHHO-PACIIOpsIUTeIbHON JOKyMeHTauu. TpeboBaHMs K 0 OpMIIEHHIO JOKYMEHTOB.
I'OCT P 7.0.97-2016»;

Il'ocypapctBeHHbIM cTaHAapToM Poccuiickoi ®@epepann ['ocyzapcTBeHHBIM cTaHAapT
Poccuiickoii ®egepauyu. [leuatn ¢ BoctpousBeeHneM ['ocyaapctBeHHOro repba Poccuiickoit
depeparm. ®opma, pasmepbl u TexHuueckue Tpeboanus. 'OCT P 51511-2001;

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

[IpaBunaMu Je/lONpoM3BOACTBA B TIOCY[apCTBeHHBIX OpraHax, OpraHax MeCTHOIO
camoyTipaBJleHHs], YTBep)KJeHHbIMU IpHKa3oM Pesepa/bHOrO apXMBHOI'O areHTCTBa OT 22 Masl
2019 roga Ne 71;

Yka3 I'ybepHaropa CeeppioBckoi obmacty ot 26 mapra 2019 roga Ne 148-YT' «O6
yTBepXKAeHUd IIpaBU1 TIOATOTOBKK [JOKyMeHTOB ['yOepHaTopa CBepA/aoBcKod 00/acTH,
[TpaBuTenscTBa CBep/ioBcKoOM obsactu w1 Ammapara I'ybepHaTtopa CBepa/ioBCKOH obsactu U
[TpaBuTenbcTBa CBep/JIOBCKON 00/1aCcTH»;

YcTaBoM MyHMIMIIa/IBHOIO OKpyra IlepBoypabck.

1.3. TTomokeHust HaCTOsII[EN MHCTPYKLIM PAacIIpOCTPaHSIOTCS Ha OpraHU3alLuio paboTel ¢
JJOKyMeHTaMHu (BK/Itouasi JIOKYMeHThl, cojepaljde KOH}HJeHI[MaJbHYI0 HH(OPMALUIO)
He3aBUCHMO OT BHJa HOCHUTeNsl, B TOM UHC/Je 3JIeKTPOHHBIMUA JIOKyMeHTaMH{, BKJ/IIOUast
MO/IrOTOBKY, perncTpaliyio, yueT, KOHTPOJIb 3a UCIIOJIHeHHeM U X paHeHHeM.

1.4. [aHHasi WHCTPYKLMsI He perjaMeHTHUPYeT TOpsSAOK paboThl € JOKyMEeHTaMH,
COCTaBJISIIOIIMMI [OCYAAapCTBEHHYIO TakHy. IIpaBuia paboThl ¢ JOKyMeHTaMH, COZep’KallfiuMU
clyxkeOHYI0O ~ MHQOpPMALIMI0  OrPaHUYEHHOI'O  paclpOCTpaHeHWsl,  perylaMeHTHUPYIOTCS
pacniopspkeHueM ['ybepHatopa CBepasioBckol obsactu «O6 yTBepXK/eHUN IepevHsl CBeJleHHH
orpaHn4eHHoro pacrpoctpaHeHusi IIpaBuresnsctBa CBepAyioBcKod 00/1acTH, AJAMHHHCTpAL[UH
I'ybepHaTopa CBepayiOBCKOIM 00/acTH, OOJIACTHBIX M TEpPUTOPUANBHBIX HCIIOMHATEIBHBIX
OpPraHOB TOCyZAapCcTBeHHOW BiacTu CBepjJOBCKOW o6sacTd W Topsiika ofpaleHust ¢
uH(poOpMaliell orpaHHUUeHHOro pacripocTpaHeHusi B IlpaBurenscTBe CBepJIOBCKOM 00/acTH,
Apvunuctpariiu  ['yOepHatopa CBepz/oBCKOM 0071acTH, OOMaCTHBIX W TePPUTOPHAIbHBIX
VCTIOJIHUTE/IEHBIX OpPraHOB I'OCYZapCTBeHHOM BiacTH CBepioBCcKoi objacTi» oT 25 aBrycra
2020 roga Ne 165-PT".

TpeboBaHusi HacTosiilied WMHCTPYKLUM K paboTe ¢ [JOKYMeHTaMH, COCTaB/ISIFOLIUMU
rOCy/lapCTBEHHYIO TaliHy, ¢ OyXranaTepCcKoW, HayYHO-TeXHUYECKOW W JPyTrOM CIIeLjHabHOU
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JOKyMeHTal[iell paclpOCTPaHSIOTCS B YacTH OOIMX IPUHLIMIIOB pabOThI C JOKYMEHTaMH, a
Takke [IOATOTOBKH JJOKYMEHTOB K Ilepe/iaue Ha apXUBHOe XpaHeHHe.

1.5. Merosnueckoe PyKOBOACTBO OpraHu3allvel, BeJleHWeM U COBepLIeHCTBOBaHHEM
CHUCTEMBI JJOKyMEeHTOOOOPOTa, KOHTPOJIb 3a CODJIO/IeHNeM YCTaHOBJIEHHOIO TOopsifKa paboThl ¢
JIOKYMeHTaMH B IIofpasfe/leHusIX AJMUHUCTpallMd MyHULMNaabHoro okpyra IlepBoypasbck
OCYIL[eCTBJIsIeT KOHTPOJIbHO-OpraHU3al{OHHbIN OT/ell.

1.6. OTBeTCTBEHHOCTb 3a OpPraHU3alLlMI0 U COCTOSIHHE Je/IONPOU3BOACTBA, COD/IO/eHe
YCTAaHOBJ/IEHHOTO HACTOsIIIled MHCTPYKLKEH Iopsifika paboThl ¢ JOKYMEHTaMH B CTPYKTYPHBIX
rnozipasfie/ieHusIx AJMMHHUCTpAaliuM BO3/1araeTcsi Ha OTBeTCTBEHHBIX 3a Jle/IONPOM3BOACTBO
COTPYAHUKOB B CTPYKTYPHBIX IO pa3/ie/leHUsIX U UX PYKOBOAUTe IeN.

1.7. OtBeTcTBeHHOCTb 3a coO/mofieHHe TpeOOBaHMM HACTOsIIled HMHCTPYKL[UH,
COXPAHHOCTh HAXOJSIIMUXCS Yy COTPYJHHUKOB CJYXKeOHbIX JOKYMEHTOB, CBOEBPEMEHHOe W
KaueCTBEHHOe pacCMOTpeHMe M WCIIOJIHeHHe JOKYMEeHTOB BO3/laraeTcsl Ha PyKOBOJWTeseH
rozipaszie/leHui A IMAHHACTPaLIMA MyHULMITaIbHOIO OKpyra IlepBoypabck.

1.8. IIpn BpeMeHHOM OTCYTCTBHH, YBOJIBHEHUHU WX IlepeMelljeHUH pPyKOBOJUTe/leH WIN
COTPYAHMKOB AMHHHCTpALIMM, HUMeEION[Mecss y HUX B paboTe [OKYMEHTHI [O/DKHBI OBITb
repejjaHbl ApPyroMy COTPYAHMKY AJsI HaZjexkalllero 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 JAOKyMeHTOooOopoTta (manee - C3Jl) sy, ero 3amernarormemMy. Ilpu
HEBO3MOKHOCTH CaMOCTOSITE/ILHOrO TiepeBofia paboTbl B CDJl mepekmoueHHe B peXUM
3aMellfeHrs]  OCYIeCTB/sIeT ~ TOMOIIHHMK  PYKOBOAHUTeIss /MO0  COTPYJAHUK — OTZesa
rH$OpMal[MOHHBIX TexXHosorui (fanee — otgen UT).

1.9. Tlpunsitele Ha paboOTy COTPYAHMKK AJMHHHCTpALIMM MYHULMIIAIBHOTO OKpyTa
[lepBOypasbCK IOC/Ie Ha3HaueHWs Ha [JJO/DKHOCTb AO/DKHBI OBITH O3HAaKOMJIEHBI C HACTOSIL|EH
WHCTPYKL[MeH.

1.10. OTBeTCTBEHHOCTD 3a COOMIO/[leHHe CPOKOB PerucTpaluu JokymeHToB B C3/1 HeceT
CHelJUa/IMCT, OCYLIeCTB/SIIOIIMA perucTpaliiio  JOKYMEeHTOB U ero HelocpesCTBeHHBIN
PYKOBOZAMUTE/Ib.

II. OcHOBHEIE ITOHATHUA, UCITOJ/IB3YEMBIE B HaCTOHMEﬁ UHCTPYKIIUN

Busa fokymeHTa - peKBU3MT JOKyMeHTa, (UKCUPYIOLIUI corjace WM Hecorjacue
JIOJDKHOCTHOTI'O JIMLIA C COZlepKaHueM JIOKyMeHTa.

Heno - JOKyMeHT UIH COBOKYITHOCTb JJOKYMEHTOB, OTHOCSAIIIMECS K OJHOMY BOIIPOCY WX
YUaCTKY AesATeJbHOCTH, [IOMeIleHHbIe B OTAe/bHYI0 O0OXKKY.

[leonpon3BOACTBO -  JeATeJBHOCTb,  ODecIleuMBaroliasi  [JOKYMeHTHpPOBaHHe,
JIOKyMeHTOODOPOT, OllepaTHBHOe XpaHeHHe U UCIIO/Ib30BaHHe JOKYMEHTOB.

JTOKyMeHT - MaTepHa/JbHBIM HOCHUTENb C 3a(UKCHpOBaHHOM Ha HeM B Jt0O0M ¢opme
uH}popMalliell B BH/Je TeKCTa, 3BYKO3aIlMCH, W300pa)keHUs] W (WIM) UX COUEeTaHUs], KOTOPBIMA
VMeeT peKBU3WTHI, [TO3BOJISIIOIINE ero WeHTU(ULMPOBaTh, U Ipe/jHa3HaueH JJis Nepefaud BO
BpeMeHH U ITPOCTPaHCTBe B LjeJIsIX UCIIO/Ib30BAHUS U XpaHeHUs].

[loKyMeHTHpOBaHMe - 3alIMCh MH(pOpMaLIMK Ha HOCKTe/le T10 YCTaHOB/IEHHBIM IIPaBU/IaM.

JTIOKyMeHTOOOOpOT - NBI)KEHHE JOKYMEHTOB C JaThl UX CO3[aHMs WJIH ITONYYeHHUs [0
3aBeplleHUs] UCIIOJHEeHUS] UK OTIPaBKU.
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3aBepeHHas KOIUSl [JOKyMeHTa - KOMNMs JOKyMeHTa, Ha KOTOPOM B COOTBETCTBHM C
YCTaHOBJ/IEHHBIM TIOPSIIKOM TIPOCTaB/eHbl HeOOXOJMMble PEeKBH3HUTHL, ObOecreudBaroliyie ee
IOPHINUECKYI0 3HAUYMMOCTS.

WHple MOHATHSA, UCIIO/b3yeMble B HacTosLleld VIHCTPYKIIMM, COOTBETCTBYIOT ITOHSITHSIM,
oIpe/ie/leHHBIM B 3aKOHOZaTe/IbcTBe Poccutickon denepanyu.

UcromHuTeNs JAOKyMeHTa — pabOTHUK AJMHHHCTpALIMM MYHHLMIAILHOTO OKpyTra
[lepBOypanbck, pPyKOBOAWTeNb (COTPYJHHK) MYHULIMIIAIBHOTO YVUupeXKAeHUs (IpeAnpUsITHs),
OCYILeCTB/ISIIOIINN TIOATOTOBKY ITpOeKTa JOKYMeHTa I10 pe30JoLuM (TIOpyueHHUI0), HecyLui
OTBETCTBEHHOCTb 3a O¢oOpMI/IeHHe W OCYIIeCTB/AIOIIMM KOHTPO/b 3a IPOXOXK/JeHHeM Bcex
3TaroB MOAIOTOBKU IIPOeKTa JJOKYMeHTa.

Komuss foKymMeHTa - [JOKYMeHT, IIOJIHOCTBIO BOCIIPOM3BOJAIIMNA  HWH(OpMALUIO
MOJ/IMHHOIO JOKyMeHTa WU BCe ero BHellHWe IIpU3HaKh WM 4YacTb UX, He HMeIOLIUN
IOPUINUECKOM CHJIBL.

[logMMHHUK JOKyMeHTa - IIepBbIM WM eJUHCTBeHHbIH 35K3eMIUIIp OQULMaIbHOIO
JIOKYMeHTa.

[loAmnucek - peKBU3WT, COAEpKaLi COOCTBEHHOPYUYHYIO POCIHCEH YITOJHOMOYEHHOT'O
mna.

[Monb3oBatens C3/] - MyHULMIIAIBHBIN CAYXKal[Ud AJMHAHHACTpPALMHM MYHULMIIAIBHOTO
okpyra IlepBoypasbCk, a Takke MHOe JIMLIO, SIBJISIIOLeecs] YIIOJHOMOYEHHBIM IpeJicTaBUTesIeM
yuactHhka C3/l, HajjesleHHOe TOTHOMOUMSIMA IO COBepILIeHHI0 AeHcTBUW B paMkax C3IJ/l u
3aperucrpupoBaHHoe B CO/I.

Peructpanuss JOKymMeHTa - IIpUCBOeHHMe [JOKYMEHTY PperMCTpaljdOHHOIO HoMepa U
BHeCeHHe [JaHHbIX O JOKYMeHTe B PernCTpalOHHO-YUeTHYI0 (hopMy.

PeKkBHU3UT JOKyMeHTa - 00si3aTe/IbHBIN 3/1eMeHT 0pOpMIIeHHs JOKYMEHTa.

PykoBogcTBO mosnb3oBaTenss COJl - JOKyMeHT, IpejHa3HauUeHHBIA [/ I10/Ib30BaTesel
C3/l, 3afelCTBOBaHHLIX B BBIIOJHEHHWH IIPOLIECCOB, OIpeje/sIOlIUM HaualbHble YCIOBUS U
pe3yJibTaT BBITOJIHEHUS IPOLIecCOoB, 3a/auM JIML], YYaCTBYIOLIMUX B IIpoLjeccax, U MPUHLUIIBbI UX
B3aUMO/IeHCTBUS, OCHOBHBIe mpaBwia paborel B COJ/l Mo BBITOJHEHHIO 33/au B paMKax
ripotjecca. (Pasmertie http://prvadm.ru/sed).

Cucrema 3/1€eKTpOHHOrO  JoKyMmeHToobopora (C3DJl) -  aBTOMaTH3MpOBaHHasI
MH(OpPMAaIIMOHHAsT CHCTeMa 3/eKTPOHHOIO JOKYMeHTOOOOpoTa, obecrieunBaromjasi Mo/ydyeHue
3/IEKTPOHHBIX [JOKYMEHTOB, 00pabOTKy, WCIIOJHEHHe, yIIpaB/JeHHe NOKYMeHTaMH U JOCTYII K
HUM.

CkaHHpOBaHHe JJOKYMeHTa - TI0TyueHHe 3/IeKTPOHHOro obpasa JI0KyMeHTa.

CpoK WCIIOJIHEeHUs! [OKYMeHTa - CpOK, YCTaHOBJ/IeHHBIM IIpaBOBbIMU aKTaM{d WU
pe30ooLHe.

C3/1 TICO — Cucrema 3/1eKTPOHHOT'O JJOKYMeHTOOOOpOTa HCITONHUTENBHBIX OpPIraHOB
rocyzapcrseHHor BjaacTy CO npefHa3HaveHa /1S aBTOMaTH3alliy IIPOL[eCCOB OpraHU3aljOHHO-
IIPaBOBOT'O  [JOKYMEHTOOOOpOTa B HCIONHUTENBHBIX OpraHax TIOCYy/JapCTBeHHOW B/IacTH
CBepAJIOBCKOM 00/1aCTH B COOTBETCTBUU C HOPMaMH [Ie/IONPOM3BO/CTBA M CYILECTBYIOLUIUMU
pernaMeHTaMM C Lje/lbl0  CO3/lJaHusl  eJMHOIO [JOKYMEHTallMOHHOIO TIIpOCTpaHCTBa B
WCTIOJIHUTE/TbHBIX OpraHax BijacTé CBep//I0BCKOM 06/1acTH.

dakcuMUIbHAs TIOANUCh WM (paKCHMH/Ie — pa3sHOBHUAHOCTD IlITaMIla, OTTUCK KOTOpPOIro
BOCIIPOM3BOJAUT MOANNCH O(PHUL{MANTBHOTO JIULIA.
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OKCIIepTU3a L[eHHOCTH JOKYMEHTOB - U3yueHue JOKYMeHTOB Ha OCHOBAaHWM KpUTepHeB
VX LIEHHOCTH B LIe/IIX YCTAaHOBJIEHWs] CPOKOB XpaHeHUsl [JOKYyMEHTOB U oOTOopa WX AJist
BKJIIOUeHHs1 B cocTaB apxuBHoro ¢onga [IMKY «MyHurMnaabHbIi apXyB».

DnexkTpoHHO-1{UpoBasi noAnuck (Aanee - DIIII) - uHdopmaliust B 371eKTpoHHON dopMe,
NIPHCOeJUHEHHAsT K 3JIEKTPOHHOMY [OKYMEHTY WM WHBIM 00pa3oM CBfi3aHHasi C HUM H
TIO3BOJISIIOIasl U/l eHTU(PULIMPOBATE JIMLIO, TOAIKCAaBIIIee 3/IeKTPOHHBIM JOKYMeHT.

DeKTpOHHBINA JOKyMeHT C3/l - JOKYMeHT, IOATOTOB/IEHHBIN C UCIIOAb30BaHUeM CO/I.

DMeKTpOHHBIN JOKYMeHTOODOPOT - TOKYMeHTOO0O0pOT ¢ npuMeHeHueM CO/I.

FOpujuueckass cuia [JOKyMeHTa - CBOHCTBO O(QUIIMAIBHOTO [JOKyMeHTa BbI3bIBaTh
TIpaBoOBble 110C/Ie/[CTBHSI.

II1. Opranusanus Ae/10Npor3BOACTBA B
AMUHHUCTpaLMA MyHULUIIa/TLHOTO OKpyra [lepBoypanbck

3.1. DIeKTPOHHBIH JIOKYMEeHTOOOOPOT

3.1.1. /lenonpousBoACTBO B AJMUHUCTpAlIUM MyHULUNAABLHOIO OKpyra IlepBoypasbck
OCYIIeCTBJ/ISIETCSI C HCIONb30BaHUEM CHUCTEMBI 3JIEKTPOHHOIO JoKyMeHToobOoporta (C3[I),
rpeJjHa3sHauUeHHOM /Il perucTpaljuM W yueTa, COIPOBOXJAEHHS JOKYMEHTOB, JOBeJeHUs
3/IeKTPOHHBIX [JOKYMEHTOB, 3JIeKTPOHHBIX KOIWH JAOKYMEHTOB W IOPYYeHWU I10 MCIIOIHEHUIO
JIOKYMeHTa [I0 UCIIO/IHUTe/IeH, [I0ATOTOBKY MTPOeKTOB [IOPYUYeHUH 110 UCIIOHEHHIO JOKYMEeHTOB,
MOJAIOTOBKA U COIVIACOBAHMS IIPOEKTOB [JOKYMEHTOB, KOHTPOJISI WCIIOJHEeHHSl [OKYMEHTOB,
CITPaBOYHO-MH(OPMALOHHON pabOoThL

B nogpaszeneHusix AAMUHUCTpalUM MyHULIMNAILHOIO OKpyra IlepBoypanbck ¢ yueToM
crieliibrKA 00pabOTKU JOKYMEHTaI[MM MCIOMB3YIOTCsl TporpaMMHble moaymu: C3OJI TICO
(cucTemMa 371eKTpOHHOIO JOKyMeHTOOOOpoTa IlpaBuTenbcTBa CBepasioBckod obsactu), COT
(cucrema obpaimjeHust TpakAaH) M [JpyrHe CBOOOAHO pacIpOCTpaHEHHBIE ITPOrPAMMHBIE
NIPOAYKTHI (fanee - [IporpaMmHbIe MOAY/IN).

Pabotra B C3/] u I[IporpaMMHBIX MOAYJ/SIX OCHOBBIBAETCS Ha TPUHIIUIE OJHOKPaTHOMN
perucTpanyy JOKYMeHTOB.

[IporpammHoe obecnieuenrie C3/] MO3BO/sieT OPraHM30BaTh M aBTOMATH3HPOBATh
mporieccbl  paboThl € JOKyMeHTaMH. ABTOMaTHYecKass MapLIpyTU3alsi /JOKYMEHTOB
obecrieunBaetcst HamuuueM B C3DJ] omnpefeneHHOro KOMMUeCTBa 3a/jlaHHBIX IIPOLIECCOB
(MapLIpyTOB), MpPOXOXKJeHHe II0 KOTOpPBIM II03BOJIsIeT IlepejjaBaTh JOKYMEHT OT OZHOI'O
VICTIOJIHUTEIS IPYTOMY B COOTBETCTBUM C peabHBIM IPOL[ECCOM pabOThI C JOKYMEHTOM OT Tara
CO3/laHus [0 3TAIlOB COIJIaCOBaHUS, [IOAIIMCaHUS.

3.1.2. OcHoBHbIe TIpUHITUIBI paboTel CO/I:

aBTOMaTH3alysl IPOLIeCCOB CO37aHus], oOMeHa, 0OpabOTKHW U XpaHEeHUs! 3J1eKTPOHHBIX
JIOKyMEHTOB, apXMBHOI'O XpaHeHHUsI 3/IEKTPOHHBIX JJOKYMEHTOB U OpraHU3al{iH IIOTOKOB padoT;

3arpeT Ha 0OpaboOTKy U XpaHeHHe MH(OPMAIUK OrpaHIUUYeHHOIO [JOCTYIIa, MHPOPMAaIHH,
CoflepKalllell cBeJleHUs], OTHOCSIIMeCs] K IOCyAapCTBeHHOM TaliHe, MHOpMaLUY, cofeprKaljeit
CBeJleHUs] KOH(QU/eHI[MaJbHOIO XapakTepa, HWH(OpMal[MH, paclpocTpaHeHHe KOTOpod B
Poccurickon @efepaliviu 3arpelieHo.

3.1.3. Ilops0K NoAK/IIOUeHUs1 COTPYAHUKOB K CO/I:

[Moakmouenne k C3/] IICO B kauecTBe mojb3oBaresiedd C3OJl ocyllecTBiaseTcss Ha
OCHOBaHMM 3asBOK, HampaBjeHHbIX B orgen WT. IlpaBa mnosnw3oaresert B C3J IICO
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OTIpe/IeNIIIOTCSI B COOTBETCTBUH C JIO/DKHOCTHBIMU 00s13aHHOCTIMU. [Togkmrouenue k C3/1 TICO
TIPOM3BOJUT OIlepaTop 3/1eKTPOHHOI'O ITPaBUTe/IbCTBA.

Ilpy wu3MeHeHMM OpraHM3al[MOHHOW CTPYKTYpbl IOApa3sje/eHud AJMUHUCTpaLMy
MyHHLIAIIaIBHOIO  OKpyra IlepBoypanbck, IepeMellleHWM, yBOJIbHEHWH, 3aMellleHUU
COTPY/JHUKOB COOTBeTCTBYIOIIasl MH(popMalus HarpasisieTcss B oTAes WT nocpeAcTBOM 3asiBKU
Ha 3JIeKTPOHHYIO [10YUTY.

ITpaBa goctyma asst paborel B CO/I ycTaHaB/IMBAIOTCS aJ[MHHACTPAaTOPOM CHCTEMBI Ha
OCHOBaHMM 3asBKHA IIO/b30BaTesNsl. KpoMe yCTaHOBKM THWIIOBBIX IIpaB JoOCTyHa JJIsl
NoJIb30BaTe/led MOXeT OCYLIeCTB/IATbCS HWHAWBHAyaibHasd HacTpoHMKa IIpaB JoOCTyla K
OTZe/IbHbIM JOKYMeHTaM, THIaM [JOKYMEeHTOB IyTeM oIlpefeseHUst (YHKLMH Io/nb30BaTesed
C3/1 1 IprCBOEHHUsI UM OIlpejie/IeHHBbIX pOJei.

3.1.4. [1oKyMeHTBl, M[OCTYIMUBIIWe B AJMHUHUCTPAL|MI0O MYHULMIIAJBHOIO OKpyra
[lepBoypanbCK WM [JO/KHOCTHBIM JMIaM AJMHWHHUCTpaljid MYHMIIMIIQJIBHOIO OKpyra
[lepBOypasbcK B BHfle 3JIEKTPOHHOI'O JOKYMEHTa, PaBHO3HAUHBI JOKYMeHTaM Ha OyMakKHOM
HOCHUTeJIe.

3.1.5. DnekTpoHHBIN AoKyMeHT, chopmupoBaHHbiii B CO/] IICO ¢ mpumenenuem JIII,
VMeeT HOPHUJUYeCKYI0 CHIy, PaBHYIO CHe aHaJOTMYHOIO JOKYMeHTa, IOAIMCAHHOIO Ha
OyMa)KHOM HOCHTeJIe, U BleUeT /15 JaHHOT'O JOKyMeHTa IIpaBOBbIe TIOC/IeICTBHS.

3.1.6. DJIeKTpOHHBIA JIOKYMEHT JO/DKeH ObITh oGOpM/IeH MO OOIMM IpaBHIaM
Jle/IONpOM3BO/CTBA U UMeTb PeKBU3MTBI, YCTaHOB/IEHHBbIe [JIs1 aHaJOTMYHOIO [JOKYMeHTa Ha
6yMaKHOM HOCHTeJIe.

3.1.7. DneKTpoHHBIe AOKYMEHTBI IOC/e MX MCIIOMHEHWs WM OTIIpaB/lIeHHUsl IOJJIeKaT
XpaHeHHIO B YCTaHOBJIeHHOM Iopsfike B COJ] u mporpaMMHBIX MOZYJSIX B TeueHHe CPOKOB,
TIpelyCMOTPEHHBIX /JIs1 aHa/IOTMYHBIX JOKYMEHTOB Ha OyMa)KHOM HOCHTeJIe.

3.2. IIpuem 1 06pabOTKa MOCTYIAIOIIHUX JOKYMEHTOB

3.2.1. JloKyMeHTbI IIOCTyIalOT B AJMHHUCTPaLlMI0 MYHULMIIAJBHOIO OKpyra
[TepBoypanbck nocpeactsoM C3I/I IICO, no KaHanaMm 3/1eKTPOHHOW CBsI3W, MIOUTOBOM CBSI3H, a
Take IlepelaloTCs KYpbepoM U Ha JIMUYHOM IpreMe.

[Tprno)keHUsIMU K MOCTYIIAIOL[eMy JOKYMEHTY MOJKeT SIB/ISIThCSI TMCbMeHHBIN JOKYMeHT,
¢oTo 1 Buzieo MaTepHasbl Ha OYMaXKHBIX U 3/IeKTPOHHBIX HOCHUTEJISIX.

He gomnyckaetcsi mpusiarath K oOparjeHHo:

1. OpY’>KHe OrHeCTpelbHOe, CHUTHa/JbHOe, TTHEBMAaTUYeCKoe, ra30BOe, OOENpHIacHI,
X0JI0fHOe (BK/IIOUasi MeTaTe/lbHOe), 3/1eKTPOLIOKOBbIe YCTPOMCTBA U UCKPOBble Pa3psiiHUKY, a
TaK)Ke OCHOBHbIE YaCTH OTHeCTPe/IbHOI'O OPYKHUS;

2. HapKOTHYeCcKHe CpeJCTBa, TICUXOTPOITHEIe, CUIBHOZEUCTBYIOIIHE,
paiMOaKTUBHEIe, B3pbIBUaThle, eKHe, JIeTKOBOCIJIaMeHSIIOLMecs U [pyrye ornacHble BellleCTBa;

3. SIIOBUTBIE )KUBOTHBIE U PaCTeHMUS;

4. JeHexxHble 3Haku P 1 MHOCTpaHHas BalloTa;

5. rpeiIMeThl, KOTOpbIe [0 CBOeMY XapaKTepy W/M yIlaKOBKe MOTYT IpeJCTaB/sATh

OTacHOCTE 711 PaOOTHHKOB, 3aTPsSI3HSATD WJIH ITOPTUTE JPYTHe JOKYMEHTHI U 000pyJOBaHHe.

3.2.2. C noMoIblo TOYTOBOM CBSI3W JAOCTaB/IsieTCsl NMHACbMeHHasl KOPpecIOHJeHLUs B
BUJle TIPOCTBIX M 3aKa3HbIX IHCeM, IIOYTOBble H3BellleHHs1 Ha II0y4YeHHe L[eHHBIX IIHCeM,
TIOCBUIOK, OaH/ieposiell M MeJIKHX MaKeTOB, a TaKyKe MeyaTHbIe U3/aHusl.

3.2.3. Ilo xaHanaM 3/IeKTPOHHOM CBSI3U IOCTYIAIOT 3JIeKTPOHHBIE JOKYMEHTBI, ITMCbMa,
TeJ/lerpaMMmbl, (hakCOrpaMMEl, Teie)OHOTPaMMB, 3/IEKTPOHHBIE COODIIEHHS U APyToe.

Kanasel snekTpoHHo# cBsi3u BkatouaroT CI/] IICO, COT', s/1eKTpOHHYIO TTOUTY.
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OdurmanbHbIMM [MCbMaMM, TIOCTYIMBLIMMHU IO KaHajdaM 3/eKTPOHHOM IOYThI M
nojjjieXkalljie  perucTpaljd, CUMTAlOTCs IMCbMa, IIOATMCaHHbIe —3/1eKTPOHHO-L{M(POBOU
noAnuckio. Besl MHasi KoppecnoHZeHLMsl HeceT WH(OPMAl[MOHHBINA XapaKTep, U He TMOAJIEXXUT
perucTpaliy U opuiivaabHOM Mepejjaue /JIs1 paCCMOTPeHUs! JO/DKHOCTHBIM JIMLIaM.

Appec opuipanbHON 3/1eKTPOHHOM MouTkl: prvadm @prvadm.ru

Ha ofpartrieHusi, OCTYIUBILIKE Ha 3JIEKTPOHHBIE a/ipeca COTPYAHUKOB A IMUHHCTPALIN
MYHHLIAIIaIbHOrO OKpyra IlepBoypasbCck aBTOMaTHuecKu HarlpaBisieTCsl OTBeT CJIeAyIoLero
coZiepKaHus:

«J106prIii feHb!

B TOoM ciyuae, eciu Bam Borpoc KacaeTcsl IIpefjOCTaB/IeHUs] MyHULIMIIA/IbHBIX YCIYT B
pamkax ®ezepanpHoro 3akoHa Ne 210-®3 or 27 okrsabps 2010 roga «O6 opraHU3aIfuu
NpeloCcTaB/lIeHUsl IOCYZapCTBEHHBIX M MYHMLUIAJBHBIX YCAYI», O3HAKOMUTLCS C peecTpoM
MYHHLIMIAIBHBIX YCAYT, aAMAHUCTPATUBHBIMU perjiaMeHTaMy, (popMaMH U criocobamul MoJaunt
3asiB/ieHH Bl MoxeTe 110 cchuiKe: https://prvadm.ru/reestr-municipalnyh-uslug/

B Tom cnydae, eciu Bam Bompoc ajpecoBaH [JO/DKHOCTHBIM JIMLIaM AJMHHHCTpaLiy
MyHuLUIaApHOro okpyra IlepBoypanbck B pamkax PepepanbHoro 3akoHa Ne 59-®3 or 02
dberpans 2006 rozga «O mopsiike pacCMOTpeHus1 obpartijeHuH rpaxaaH Poccuiickort ®eieparium»,
O3HaKOMHUTBCSI C OslaHKaMH{ 3asiBJIeHHM M criocobamMy UX Tofaud Bbl MOXeTe IO CChUIKE:
https://prvadm.ru/struktura-administracii/kontrolno-organizacionnyj-otdel/obrashhenie-grazhdan/

aHHoe MrceMOo cHOpMHUPOBaHO aBTOMaTHUECKH, OTBeUaTh Ha Hero He TpeOyeTcst. ».

3.2.4. Tlpuem u 00pabOTKa [JOKYMEHTOB B AJMHHUCTPAI[Ud MYHHUIUIAIBHOIO OKpyTra
ITepBoypanbCcKk MPOU3BOAATCA [leljeHTpaIu30BaHHO:

KOppeCIIOH/leHIMs], MOCTyIMBIIas B aZpec AJMHWHHUCTpPalMd MYHHUIIMIIAIBHOIO OKpyra
IlepBoypanbck, ['aBel MyHuIMnanbHOro okpyra IlepBoypanbck, 3amecTuTesned ['1aBbl
MYHHLIAIIa/IbHOIO OKpyra IlepBoypanbCcK - KOHTPOJIbHO-OpraHU3aljUOHHBIM OT/Ie/I0M;

KOpPpeCIIOH/leHIMs], NOCTyNMBIas B aJpec PYKOBOJAWTe/eN IofpasfesleHui - JIMLjaMH,
OTBeTCTBEHHBLIMH 3a [1e/IONPOU3BO/CTBO B CTPYKTYPHBIX MOZipas/ie/eHNsIX;

cyziebHasi KOppeCIIOHZEeHIHs], JOrOBOPHEI, COIVIALlleHUs, AOBEPEeHHOCTH IPUHUMAeTCs U
PerucTpUpYeTCs OTJeNBHO OT ODIIero Aeaonpon3BoACcTBa, B Komurere o npaBoBoi pabote u
MYHHULIMIIA/MBHOM ciyk0Oe, B IPOrpaMMHOM MO/y/le, a TakKXKe B 3JIEKTPOHHBIX JKypHasax
perucTparyu.

JJOKYMEHTBI [10 BOIIpOCaM OKa3aHUsl MyHHULMIIA/ILHBIX YCIIYT, Mpe/ioCTaBIsieMbIX OT/Ae/I0M
3eMe/IbHO-MMYIL[eCTBeHHBIX OTHOLIEHUU M yIIpaB/ieHheM apXUTeKTYphbl U I'PafloCTPOUTe/NbCTBA —
OTAe/IOM IIO YIpaB/leHWIO0 3eMe/JbHbIMM pecypcaMd U  yIIpaB/eHueM apXWUTeKTyphl U
rpajioctpouTesscTBa (ya. CoBeTckas, 1).

3.2.5. Bce mocTynuBIIMe KOHBEPTHI C JOKYMeHTaMH BCKPBIBAlOTCS, 3a UCK/IIOUeHHeM
IYCceM C [TOMeTKOU «IMYHO» U IMCeM OT BbIIIeCTOSIIIIUX OpraHU3aLiui.

IIpy BCKpBITUM KOHBEPTOB C [JOKYMeHTaMH IIpOBepsieTCsl IPaBUJIBHOCTb JOCTaBKU U
1[eJIOCTHOCTE BIOKeHWH. OMMUOOYHO IMOCTYIMBIINE JOKYMEHTHI BO3BPAL[AIOTCS OTIIPABUTEITIO
WM TIePechIIaloTCs 10 KOMITETEHIUH, eC/Id U3BeCTeH ajpec rosyvarens. IIpy oOHapyKeHHH
OTCYTCTBUSI JIOKyMeHTa W/IA ero OTJe/IbHbIX JIMCTOB, NPUJIOKEHWM, HeCOOTBeTCTBUS HOMepa,
YyKa3aHHOI'O Ha [laKeTe, HOMeEpPY BJIOKEHHOI'O [JOKYMeHTa, OTCYTCTBHS HeOOXOAMMBIX
PEeKBH3UTOB JIOKYMeHTbI BO3BpAIllalOTCsI OTIIPaBUTe/II0 C YKa3aHUeM IPUUMH BO3BpaTa.

KoHBepTHI YHUUTOXKAIOTCSI, KpOMe oOpalljeHni rpax/jad U TeX C/IydaeB, KOTZa TOMbKO IO
KOHBEPTY MOXXHO YCTaHOBUTb aJipeCc OTIIpaBUTe/s1 WM BpeMsl OTIpaBKU U IIOJMy4YeHUs
JIOKYMeHTa.
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3.2.6. KoppecrioHfieHIysl, TOCTyNUBILas Ha odULMaAbHBIA afpec AJMUHUCTpaL[Ud
MYHHULIAIIAIBHOIO OKpyra llepBOypasbck, INMOANIEXUT perncTpaliuyd NyTteM BBefeHuss B CO/],
OTrpaBKe Ha paccMoTpeHwe ['laBe MyHMIMMNaseHOro okpyra IlepBoypanbck, ubo
3aMelrfaoleMy ULy (pacrevaTsiBaeTcsi IIPH HEOOX OZIIMOCTH).

[IpreM KOppecCIIOH/eHL[MH M 3JIeEKTPOHHBIX TIHCEM OCYIIeCTBISETCS B TeueHHe pabouero
JiHS B TIOCTOSTHHOM peKuMe.

3.2.7. Ilpuem TeserpamMm OCYIeCTB/SIeTCSI TOJ IOAINCH C IIPOCTaBjeHHeM JaTbl U
BpeMeHH IIpreMa.

IIpuem TesmedoHOrpaMM OCYILeCTB/sIeTCSl CIeliMaaucTaMu IIPUeMHBIX PYKOBOJHUTesel.
[lonyueHHble TesedoHOrpaMMbl 3allMCHIBAIOTCS B JKypHal yyeTa TesnedoOHOrpaMM C
o0si3aTeNbHBIM yKa3aHWeM (aMIJIMM TIepelaBIlero, /[OK/IaJbIBAlOTCSI PYKOBOAUTEMO ISt
o(hopM/IeHHs1 Pe30JTIOLIUY, JOBOASITCS A0 UCIIONHUTe e,

3.2.8. Tlpuem 3asiBneHUM «oOpaljeHUH I'paXKZaH» OCYIIEeCTBISETCS B COOTBETCTBUH C
[opsiakoM paccMoTpeHusi obpallieHui rpaxjaH B AJMHHHCTpALIMd MYHULUIIAIBHOTO OKpyTra
[TepBOypanbCK.

3.3. Perucrpanyisi oCcTymnamIyx JOKyMeHTOB

3.3.1. Perucrtparjuu rojsekaT Bce JOKYMEHTEI, TpeOyIoIIye yueTa, IPUHSATHS PelleHNsT U
VICTIOJTHEHUsI, He3aBUCHMO OT CIlocoba UX JOCTaBKH, [epeiauy MU CO3/[aHusl.

He permcTpupyoTcsi nepBUYHBIE JOKYMEHTHI OyXra/lTepcKoro y4eTa, cueTa Ha OIUIATy,
KOIMM TIPaBOBBIX aKTOB, IIaHBI pabOTBI M OT4YeThl O paboTe, CTAaTUCTUYECKUE CBeJeHUs],
TJIaKaThl, peK/laMHble MaTepyaJbl, [103/jpaBUTe/IbHbIe NMCbMa, [TpUIVIAIlleHHsI B BHA/Jle OTKPBITOK,
TIaKeThI C [IOMeTKOM «IMUHO», JOKYMEHThI Ha MHOCTPaHHbBIX S13bIKax, [lepuojuecKre U3/jaHus U
TOMY TO/JOOHOE.

3.3.2. JlokyMeHThl peructpupytorcsa B COJl mo mepe uUX NOCTyIUIeHUA. [JOKyMeHTHI,
TIOCTYITUBINIME Ha peructpanuto Ao 12.00 pabouero gus peructpupyiorcs o 17.00 sToro ke
JTHSI, TOKYMeHTBI, oCTyIHBIIHe 1focse 12.00 peructpupytotes o 12.00 creayrorero pabouero
JiHs, eC/IM MHOe He IIpeJlyCMOTPeHO 3akKoHogare/nbcTBOM Poccuiickon ®epepann. CpouHble
JIOKYMEHTBI, TIOCTYTIMBIIIFE BO BpeMsi pabouero Hsl, pErUCTPUPYIOTCS He3aMeAIUTENbHO.

3.3.3. Perucrtpanysi mnocTyHarmol[UX [JOKYMEHTOB IIPOU3BOAUTCA B AJMUHUCTpaLUU
MYHHULIAIIAIBHOIO OKpyra IlepBoypasbck B COOTBETCTBMM C MYHKTOM 3.2.4 HacToslen
VHCTPYKLUH.

JIOKyMeHTEI, ITOCTYIMBIIYe HeNOCpeJCTBeHHO Ha MMs ['/1aBbl MyHMIIMIIA/JILHOIO OKpyra
[lepBoypasbCK, 3aMecTuTesieii I'1aBl MyHULUIIATLHOTO OKpyra I[lepBOypasbCK, [JODKHBI OBITh
repe/jaHbl A1 perncTpalid B KOHTPOJIbHO-OPraHU3allMOHHBIA OT/ell.

3.3.4. [lokyMeHTHl, IocTynuBlIve He B cucteMe C3/] 3arpyarorcsa B C3/1 coTpyHUKOM
KOHTPOJIbHO-OPTaHU3allMOHHOI'O OT/le/la B COOTBeTCTBUM C PYKOBOZCTBOM Iosb3oBaresss CO/I.
CosglaeTcss yueTHasl KapTOYKa, I7le YKasblBalOTCS CjeJyIollMe pPeKBHU3UTHI: HaWMeHOBaHUe
opraHusallid  KOppecIlOHJieHTa; (¢GaMWIMsl pYKOBOJUTeNs, IIOAIMCABILETO  [OKYMEHT;
UCXOJAIMA HOMep JOKyMeHTa U JaTa OTIpaB/eHHWs; 3aro/lioBOK [JOKYMeHTa; (aMUIus
PYKOBOZUTe/Is,, KOTOPOMY HallpaB/jieH [JOKyMeHT Ha pacCMOTpeHHe, Jajlee HallpaB/seTcsl Ha
paccMoTpeHre. Bxopsiuii HoMep M AaTa perucrpaliuM JoKymeHTOB B C3O/l mpucBauBaroTcs
aBTOMaTHUYeCKH.

3.3.5. Perucrpaiusi obpaijeHHid B TNPHEMHOM [0 JHMUYHBIM BOITPOCAM T'paXK/JaH
OCYIL[eCTBJISIeTCSl  CIe[JUa/IMCTaMM € HUCIIO/b30BaHMEM aBTOMaTU3UPOBaHHOM  CHCTeMBI
pervucTpand ¥ KOHTpO/si obpallleHud r'paXiaH B COOTBETCTBUU C [IOpsifKOM pacCMOTpeHHUs
obpaujeHn# rpaxzad B AJMUHUCTpPALIMM MYHHUIMIIATLHOIO OKpyra IlepBoypasbCk,
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yTBEPXK/JeHHbIM pacriopsbkeHreM ['y1aBbl ropogckoro okpyra IlepBoypaneck ot 06 pgexabpst
2023 roga Ne 244.

3.3.6. Homep u para perucrpalji MyHHIIMIIQJbHBIX KOHTPAaKTOB, 3aK/IOuaeMbIX Ha
OCHOBaHHWM 3/IeKTPOHHBIX TOPIOB B COOTBeTCTBUM C @DeslepaZbHBIM 3aKOHOM OT 5 aripesis
2015 rozma Ne 44-®3 «O KOHTpaKTHOW cucTeMe B cdepe 3aKyIIOK TOBApOB, pabOT, yCayr /st
obecrieueHHs1 TOCyJapCTBEHHBIX M MYHHUIMIIANBHBIX HYXA» (fasee - DefepanbHbI 3aKOH
Ne 44-®3), mpucBauBalOTCs aBTOMAaTHUYeCKM Ha 3JeKTPOHHOW TOPrOBOM  ILIOIIaIKe.
[Tepeperucrpanyy B C3O/I Takve MyHULIUIIa/IbHble KOHTPAKThI He ITOAJIeXar.

3.3.7. JlOKyMeHTHI, MOCTYIMBIIMNE B [104pas/e/eHuss AJMUHUCTPALIUM MyHULIUIIAIBHOI'O
okpyra IlepBoypanbCk M coflepXkalljie BOIIPOCHI, He BXOAsAIHe B WX KOMIIETEHIUIO,
HaIpaB/SIIOTCSl He I03/jHee 7 JAHeM C JAaTbl pPerucTpallii B COOTBeTCTBYIOLIMM OpraH HW/IN
COOTBETCTBYIOIL[eMy [O/DKHOCTHOMY /MLy, B KOMIIETEHL[MIO KOTOPBIX BXOJWUT pelleHue
NIOCTaBJ/IeHHBIX B JJOKYMeHTe BOIIPOCOB, C YBeJlOMJIeHHeM 3asiBUTeJIsl, HallpaBUBIIero JOKYMeHT,
O Iepeaipecaliiy JOKYMeHTa.

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

3.3.9. Kommmu 3akoHOB, YKa3oB, IIOCTAHOB/AEHWUN U paCIOPSDKEHUN BBIIIECTOSIINX
OpraHOB BJIACTU IOCTYIAlOT B AJIMMHHCTpPALIMIO MYHHLIMIAAbHOrO oKpyra IlepBoypasbck 1o
C3 TICO. B cootBeTcTBUM € pe3osolver ['71aBbl MyHUIUIIAJBHOTO OKpyra JOKYMeHT
HaIIpaB/IsieTCs Ha UCIIO/NHeHue.

3.3.10. Yuer mocrynamomux AOKyMeHTOB ¢ moMmeTkoun «ICII» BeseTrcs B OTAe/lbHOM
JKypHaJle KOHTPOJ/IbHO-OpraHU3aljMOHHOro otZena. [loce perucrpaljuu JOKyMeHTHI Ilepe/jaloTcsl
VICITOJIHUTEJIIO T107] POCITHCE.

3.4. Ilopsfok paccMOTpeHUs] AOKYMEHTOB PYKOBOAMTENSIMA U JlOBefleHUs! [JOKYMEHTOB
J10 ACIIO/IHUTeIeH.

3.4.1. Ilocne perucTpanuy BXOAsIas KOPpPeCOHAEHLMUsI B TOT JKe JeHb IIOCTyraeT Ha
paccMoTpeHre ['71aBe MyHHIMIIANBHOrO OKpyra IlepBoypanbck, /nuboO 3ameliaroniemy
JOJDKHOCTHOMY JIMLy AJIsI BHECeHUsl pPe30/IIOL[MM, CO3JaHus IIOPy4YeHHUM B COOTBETCTBUM C
pykKoBo/cTBOM Mosnb3oBatessi COJ1 IICO v ganbHeMIIero pacCMOTPEHUSI PYKOBOJUTE/ISIMU.

CygneOHast KOpDpeCHOHAEHIMSI IlepefjaeTcsl [ PAacCMOTPEHHsl 3aMecTHTeIo ['/1aBbl
MYHHULIAIIaIBHOIO OKpyra IlepBoypanbcK 10O MyHHLIAIIAIBHOMY YIIPaBJ/IeHUIO.

CpOK pacCMOTpeHUsI JOKyMEHTOB PYKOBOAUTESIMU He [IO/DKeH MpeBbIaTh 2-X pabounx
[Hel, CpOYHbIe JOKYMEHTBI, IIOCTYIMBILIME BO BpeMsi pabouero [Hs, pacCMaTpUBAIOTCS
He3aMeZJINTe/IbHO.

3.4.2. Ha mnocrynuBIIMe 3aperdCTpUpOBaHHble JOKYMEHTBHI Ppe30/IFOLMH BHOCSTCS
HeriocpecTBeHHO B CO/I.

3.4.3. PaccMOTpeHHBIe DPYKOBOJHUTEIEeM [JOKYMEHTHI C Pe30/IOLUSMH Ha OyMaKHOM
HOCUTeJle TlepearoTcsl IIOMOIIHUKY PYKOBOZAWTE/IS [JIs1 BHECEHUs IIOPYUYeHUM 110 MCIIOMHEeHUIO
JokyMeHTOB B C3O/l u faspHelIler Ilepe/jaud B IO/ pa3fie/leHus] B COOTBeTCTBHY C perjlaMeHTOM
Tporjecca I10 UCIO/IHeHUIO JOKYMeHTa, Pe30J/IIOLUH WIH ITOpyUYeHusl.

3.4.4. Ilocne BHeceHUs1 pe30JIIOLMA PYKOBOAUTe/IeM, 3/IeKTPOHHBIe JOKyMeHThI 1o CO/1
HAaIIpaBJIIIOTCSl UCIIO/IHUTEIISIM B COOTBETCTBUY C PYKOBO/CTBOM Iosb3oBates CO/I.

3.4.5. JlokymMeHTBI, HarlpaB/ieHHble Ha UCIIO/THEeHNe, MOI'yT UMeTh HeCKOJ/IBKO Pe30JIIOLIUH,
COOTBETCTBYIOIIUX 3TallaM pacCMOTpeHMs JOKYMeHTa OT PYKOBOAMTe/s K ucnonHuresnto. [Ipu
3TOM ITOC/IeIVIOLMe pPe30/IF0LMH He [JO/DKHBI IPOTUBOPEUUTD ITePBOU.
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3.4.6. Ilpy Ha/MuMM HeCKONbKUX HCIIOJIHUTeNed OTBeTCTBeHHBIM CUHTAaeTCs
VICIIOJIHUTe/Ib, YKa3aHHbIM B pe30/IoLuU NepBbIM. OTBeTCTBeHHBIM UCIIOIHUTe/Ib KOOpAUHUPYeT
JlesITeIbHOCTh ~ COMCIIO/IHUTe/led, KOHTPO/MpyeT CBOeBpeMeHHOe IIpe/iCTaB/ieHue eMy
HeoOXOJMMBIX MaTepHasoB, 00001[aeT HHYOPMALIHIO, TOTOBUT OTBET.

OTBeTCTBeHHBbIM HCIIONHUTe/b WIA COMCIIONHUTEe/b BIIpaBe JaBaTh IOPYyYeHHs] B BUJe
Pe30JIIoLIMM JIULlaM, HelloCpe/,CTBeHHO UM IO/ UMHEeHHBIM.

3.4.7. B ciyuae HeBepHOIO yKa3aHWsl OTBeTCTBEHHOI'O MWCIIOJHUTE/ISI B Pe30/I0LUU
JIOKYMEHT JJOJDKeH OBITh OTKJ/IOHEH/BO3BpallleH [IO/DKHOCTHOMY JIML[Y, BBIJABIIEMY Pe30JIIOLIHIO,
JJIs1 HarpaB/IeHUs TI0 KOMITeTeHI[UM He Io3jHee 1 KajleHJapHOr'o JHS C JaTbl NTOCTYIUIEHHS Ha
VICITOJIHEHHWe, CPOUYHble JOKYMEeHTh] HallpaBJIsSIoTCsl He3aMe//IUTe/IbHO.

3.4.8. B cayuae mocTyruieHus1 obpaiijeHusT 3asiBUTesisi HECKOJBbKHM ajfipecaTam: I'jlaBe
MYHHLIAIIaIBHOrO OKpyra IlepBoypasbck, B AJMMHHUCTpPAlMIO MYHHULMIIAIBHOIO OKpyra
IlepBoypanbck, B mogpasfesneHye AQMUHUCTpaliMM MyHMULMIaAbHOIO Okpyra IlepBoypaibck,
JO/DKHOCTHBIM JIML[aM WM WHBIM OpraHaM, W HarpaB/ieHHsi oOpallleHHsi B COOTBETCTBHUU C
KOMITETEHI[ield Ha WCIIOJHEHWE OAHOMY U TOMY JKe [O/DKHOCTHOMY JIHIY, LielecooOpasHo
NOArOTaB/MBaTh OJWH OTBeT 3a IIOAIHWCBIO JIO/DKHOCTHOIO JMIJAa B COOTBETCTBUM C
pe30/IoLIUsIMY, C yKa3aHHeM B OTBeTe MH(OPMaLUH, B Uel afjpec UM OTKY/a MOCTYIIU/IO JaHHOe
obpariieHue.

3.4.9. Ecmu B oOpaieHUM 3asiBUTENII COJAEP>KUTCS BOIPOC, Ha KOTOPBIA eMy
HeOJJHOKPaTHO JlaBa/IMCh NMCbMeHHble OTBeTHI II0 CYIeCTBY B CBSI3M C paHee HaIlpaBJsieMbIMHU
obparteHUsIMH, ¥ TIPY 5TOM B 0OpalljeHNH He MPUBOJSTCS HOBBIE JOBOABI WM OOCTOSITE/TbCTBA,
COOTBETCTBYIOI[ee [O/DKHOCTHOE JIMIIO BIIpaBe IMPUHSTH pellleHWe O 0Oe30CHOBATeNbHOCTH
ouepeJHOTrO obOpalleHHs] ¥ TpeKpalleH|H TePeNrCKY C 3asiBUTesIeM IO JJaHHOMY BOIIPOCY TpU
YCJIOBHH, UTO YKa3aHHOe oOpalljeHHe U paHee HarpaBJsieMble 0OpalljeHHs] HalTpaB/sIUCh B OUH
Y TOT K€ COOTBeTCTBYIOIIMM OpraH WM OJHOMY U TOMY JKe [JO/DKHOCTHOMY July. O faHHOM
pellIeHNH 3asiBUTe/Ib, HAITPaBUBILHMKI oOpaliieHuHe, 06s3aTebHO YBeJOMIISIETCS.

3.5. Pabora ucnonHuTenell C JOKyMeHTaMH, BH3HpOBaHHe (COIJIacOBaHUE) ITPOEKTOB
JIOKYMEHTOB.

3.5.1. UcnonHeHWe [OKyMeHTa OCYIeCTBJSIeTCSI B COOTBETCTBUM C Ppe30JIroLuen
PYKOBOAUTE/SI U TIpelyCcMaTpUBaeT cOop, 06paboTKy HeoOXxoAnMOUM MH(OpMAIIUH, ITOATOTOBKY
IIpoeKTa UTOTOBOIO [JOKYMeHTa, opopMiieHHe, BBefleHHe B CO/l, 3aronHeHe perucTpaliOHHOU
KapTOUKH, OTIIpaB/IeHye 10 MapUIpyTy COIVIaCOBaHUs, MOANMCaHNe PYKOBOJUTeE/Is], IO OTOBKY
K Ilepecbl/Ke ajpecaTy, OTIIpaBKy [JOKYMeHTa — B COOTBeTCTBHM C perjlaMeHTOM IIpoljecca B
Co/.

3.5.2. Pabora ucrionHUTeNs C AOKYMEHTOM IO CYL[ECTBY AO/DKHA OBLITh 3aKOHYeHa He
rosgHee 2/3 cpoka, IIpe/jyCMOTPEHHOI'O /ISl UCIIO/IHeHUs JOKYMeHTa.

OcraBmasics 1/3 cpoka TIpegHa3HaueHa JJis1 TIpOBeJleHHs paboynMx  BCTpedy,
KOHCY/IbTal|uM, COIJIaCOBaHUS U NOJITMCAHUS IIPOeKTa JOKYMeHTa.

3a cobiofieHre BceX HEOOXOQUMBIX IPOLIEAYP B YKa3aHHbBIE CPOKM OTBETCTBEHHOCTh
HeceT UCIIO/IHATe/b JOKYMeHTa U ero Hellocpe/CTBeHHbIA PYKOBOJUTE/Ib.

3.5.3. B njessax opraHusaljuu Je/IONpOU3BO/CTBa U KOHTPOJISI UCIIO/HEeHUsI JOKYMEHTOB,
OIepaTUBHOIO TIOMCKA JOKYMEHTOB 00s13aTe/IbHBIM TpeOOBaHHEM ITpU MOATOTOBKe muceM B CO/]
SIB/IIeTCSl 3allyCK OTBeTa CBf3aHHBIM IIPOLIeCCOM C BXOJAIIMM JOKYMeHTOM. B ciyuae
VHUIMAaTUBHOIO 3allyCcKa IIOAIOTOBKA OTBeTa OTBeTCTBeHHBIM HCIIOJIHUTENb JIO/DKeH
yCTaHaB/MBaTh CBSI3U JOKYMEHTOB BPYUHYVIO.
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IIpu ¢popmupoBanny mapiipyta B C3/] OTBETCTBEHHBIN HCIIOMHUTEL 00513aH yKa3aThb B
CIIMCKE COIVIACYIOIMX BCeX, KTO ObUI yKa3aH B KaueCTBe COWCIIONHUTeNeld B DPe30IOL[HH
BepXHero ypOBHs, KpOMe MCIIO/THUTe/eH, YKa3aHHbIX B pe30/IoLuu «/l/11 03HaKOMJIeHHsI».

3.5.4. CowucriosHATe/MN 00sI3aHBI MIPe/ICTaBUTh OTBETCTBEHHOMY HCIIONHUTEIO B TeUeHHe
1/3 oT ocHOBHOrO CpoOKa, IpefyCMOTPEHHOI'O /s WCIIOJNHEHHs AOKyMeHTa, HeoOXOAMMBbIe
Marepuassl (MHGOpMALHIO, TTPeAJIOKeHNs], CTIPaBKH, CBeJIeHHsI K TOMY TIOA00HOe).

Bce wucnonHuTenM B paBHOM CTelleHW OTBevyalOT 3a IIOJHOTY W [JOCTOBEPHOCTb
yHopMaLyH, HUCIIOIb3yeMOU MpU MOATOTOBKe ITPOeKTa JOKYMeHTa.

3.5.5. BusupoBaHue (corsiacoBaHue) IIPOEKTOB [JOKYMEHTOB OCYILeCTB/sIeTCs B
COOTBETCTBUM C PYKOBOZCTBOM I0JIb30Bare st CO/] ¢ ucnonbsoBanueM J1II.

3.5.6. Cpok cor/iacoBaHusl IPOeKTa JJOKYMeHTa He JI0JDKeH TpeBbIlaTh 2 pabounx jHeH,
COIJIacOBaHUE CPOUHBIX JOKYMEHTOB, MOCTYIMBIINX BO BpeMsi pabouero [Hsi, OCYL[eCTB/ISIeTCS
He3aMeZJINTe IbHO.

CorylacoBaHre NpoeKTa JOKYMeHTa IPOBOJUTCS [J/Is1 OLieHKU ero CoZepikaHHWsl C TOUKHU
3peHrsT  1]elecOO0PasHOCTH  CO3[jaHUsl  JJOKYMEHTa, €ro COOTBETCTBUSI [JIeMCTBYIOIIEMY
3aKOHO/laTe/IbCTBY, TOUYHOCTH U3JIOXKEeHHs U (OpMYJUPOBKM paccMaTpUBaeMOr'o BOIpoOca
oIpe/ie/ieHHbIM KPYI'OM [OJ/DKHOCTHBIX JIML], [IOATBEPKAeHUsI COIVIaCUsl 3aMHTepeCOBAHHbIX JIUL]
C pellleHHeM BOIIpOCa, U3/I0KeHHBIM B JOKYMeHTe.

Ilpy oTcyTcTBUM 3aMevaHHi U (WIM) IIpeAJIOKeHUM IMOJIOTOB/IeHHbIM OTBeTCTBEHHBIM
VICIIOJIHUTeJIeM ITPOeKT AOKYMeHTa ITOAJIeKUT COIVIaCOBAHUIO COIVIACYIOIHMHU.

Ilpy HaMMuuKM 3aMeuaHuil U (WIM) NpeJJ/IOKeHUI MPOEeKT JOKyMeHTa OTKJ/IOHSeTCS /IS
ZopaboTKH ¢ KOMMeHTapueM (TI0 HeoOXOAMMOCTH C BJIOKEHHBIM (haiiioM) B 3ajjaue Iporjecca
CD/1. KoMmmeHTapuu JIO/KHBI ObITh YUeTKUMU M 0OOCHOBaHHBIMH.

[l TIpOeKTOB IIpaBOBBIX aKTOB IO JMUHOMY COCTaBy AJMHHHCTPALIUM U IPaBOBBIX
aKTOB C TpudOM OrpaHHUeHHs] [OCTyIa K [JOKYMeHTy «[lni cay>kKeOHOro II0Mb30BaHHUS»
COI/JIaCOBaHUE OCYIIECTBISIETCS TOJMBKO Ha OYMaKHOM HOCHTese, JIUCT COIVIACOBAaHUS IIPOEKTa
IIpaBOBOrO akTa o¢opmisieTcsi B OYMaKHOM BH/e W pa3MellaeTcss Ha OOOpPOTHOM CTOpOHe
61aHKa.

3.5.7. JlokyMeHTBI 3apy0Oe>KHBIM KOpPECIIOH/JIeHTaM COCTaBJBSIFOTCSI Ha PYCCKOM SI3BIKE.
I[TepeBoy mricEMa opopMIISIETCS Ha OT/AE/IBHOM JIFCTe U He TpeOyeT MoIMCaHusl.

3.5.8. IlpoekTbl mnmceM, mnoANUChbIBaeMble ['71aBOM MyHMIUMIIAIBHOTO  OKpyra
[TepBOypasbCK, O MpeACTaBIeHHs Ha ITOAIHCE IO/IekKaT 00sI3aTelbHOMY COTJIaCOBAHHIO:

HerocpeJCTBeHHBIM PYKOBOAUTe/IeM (OT/Zela, yIIpaB/ieHus) aBTopa JJOKYMeHTa;

KYPUPYIOIIHUM 3aMecTUTesIeM I'71aBbl MyHHIIUIIAIBHOIO OKpyra IlepBoypanbck.

3.5.9. IlpoekTbl mnmMceM, MOANMCbIBaeMble ['71laBOM  MYyHMLMIIAABHOTO  OKpyra
ITepBoypanbCK, oAIeXaT [ONOJHUTE/TEHOMY COI/IaCOBaHHIO:

KypPUPYIOIIMM  3aMecTuTesleM ['j1aBbl MyHMIMIAAbHOIO OKpyra IlepBoypasbck,
PYKOBOZAUTE/IIMM TIOApasjeneHnd AJMWHHACTpalMA MYHHMILIMIIAAbHOIO OKpyra IlepBoypaibck,
yKasaHHBIMU B Pe30JIIOLIMY BepXHero ypoBHs, - IIPU NOATOTOBKe OTBETOB Ha BXOZSIINe [THChMa,
IIPY TIOATOTOBKe IHMCeM OO WCIIOMHEHNWH pelleHWd ITPOTOKOIOB COBel[aHWi, MpPOBeJeHHH
perjiaMeHTHBIX MepOIIpUATUY;

Haua/bHUKOM (PUHAHCOBOIO yIIpaB/jeHHs1 AJMHUHHCTpalUM MYHMLIMIAJABHOTO OKpyra
[TepBOypasbCK, HaYaAbHUKOM YIpaB/eHHUss KOMUTeTa IO MPaBOBOM paboTe W MYHMUILUIIAILHON
ciyx0e - TIpM TIOATOTOBKe 3aK/IIOYeHHMM Ha IPOeKThI pelleHuid [lepBoypanbcKol TOpOACKOU

AyMB;
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Haua/JbHUKOM YTIpaB/ieHUsI KOMUTeTa I10 ITPaBOBOM paboTe M MYHUIIMITATBLHON CIyKOe -
IIpU TIOATOTOBKE OTBeTOB Ha akKThl IIPOKYPOPCKOIO pearupoBaHus; IpU IIOATOTOBKe
JlOBepeHHOCTel Ha IpeJicTaB/leHHe MHTepecoB MyHULMIIaAbHOro okpyra IlepBoypasnbck, I'naBbl
MyHULIAIIaIbHOro  okpyra [lepBoypasbck, AJMUHHCTpallid MYHMIIMIIQJIBHOIO — OKpyra
[TepBOypasbck;

3amectuTesieM ['1aBpl MyHHLMINAZBHOrO OKpyra IlepBoypanbcK IO IIPOEKTHOM U
OpraHM3aliOHHOM paboTe - TpH TIOATOTOBKE TIMCEM HHOCTPaHHBIM  IIapTHEpaM,
JUITIOMaTUUeCKUM MHCCHSIM, B 3arpaHyupexzennst Poccuiickon ®ezepaliuy, MeX1yHapOAHbIM
OpraHM3alysIM, B TOM UHMCJle TeKCTOB [lepeBo/ia Ha MHOCTPaHHbIe SI3bIKH.

3.5.10. I[IpoekTbl BHYTpeHHUX IMCEM, a/peCOBaHHBIX ['/laBe MyHHUIMIIAIBHOI'O OKpyra
[lepBOypasbCK, [0 MOATIMCAHUS ITO/1ekKaT 00si3aTe/IlbHOMY COIJIaCOBaHHIO HEIOCpeACTBEHHBIM
pyKoBoAuTesieM (OTAes1a, yIpaB/ieHus1) aBTOpa JJOKyMeHTa.

3.5.11. TIpoeKThl /JOKYMEHTOB J0pabaThIBAIOTCSI aBTOPOM C YUETOM 3aMeuaHHud |
TIpe/I/IOKEHUH B TeueHHe 2 pabouMx [Hel, CPOUHBIE JOKYMEHTHI - He3aMe/JIUTe/IbHO.

ABTOp IOKyMeHTa He UMeeT IIpaBa yZAalsATh COIVIaCYIOIMX JIML] Ha 3Tarax COr/JlacOBaHUs
B I[eJIIX COKpallleHWsl CPOKOB IIPOXOXKJEHHsI IIpOeKTa JOKyMeHTa IIoc/le OTKJ/IOHeHHsI Ha
JopaboTKy.

Bce coryacyromye [JO/DKHBI COr/IacoBaTh IOC/IeJHIOI BepPCHUIO IIpOeKTa JOKyMeHTa B
Co/.

3.5.12. B ciyuae HEBO3MOKHOCTH YCTpaHeHUsl 3aMeUaHWM aBTOp JOKyMeHTa BHOCHUT
CBOM KOMMEHTapuH, u3/jaraeT OOOCHOBaHHYIO TIO3WIMIO Ha BbICKa3aHHbBIE 3aMeuaHUsi, IIO
HeoOXOAMMOCTH TIpU/araeT [OIMOJHUTe/NbHbIE AOKYMEHTBI M HallpaB/sieT Ha COIVIACOBAaHHE
TTOBTOPHO.

3.5.13. JlopaboTraHHble aBTOPOM U COIJIaCOBaHHbIE JOKYMEHThI IOCTYMAalOT Ha 3Tarl
MOATIMCAHUST pyKoBoAuTemo no COJl, B OTAeNbHBIX c/ydasx Ha OyMaKHOM HOCHTese, C
TIPUJIOKEHNEM TTOSICHUTETLHOU 3allMCKU U APYTMIMH HEOOXOJUMBIMU TIPU/IOKEHUSIMA HOCHUTE/Ie
(IOKyMeHTHI, He Tof/iexKaliue peructpaiiuu B C3/1).

3.5.14. KOHTpPOJILHO-OpPraHU3alMOHHOMY OTJe]y U JMlaM OTBeTCTBEeHHBIM 3a
JleJIOTIPOU3BOACTBO B CTPYKTYPHBIX IOApasfeaeHusIX IpejOCTaBIIseTCs IPaBO OTKJ/IOHSATh, TUO0
BO3BpalljaTb HCIIOJNHUTENSAM [JOKYMeHThI, O(OpM/IeHHble C HapyUIeHUsIMH TpeOOoBaHUI
HacTosIIel NHCTPYKLIUU.

3.6. IlogmmcaHre JOKyYMeHTOB B AJIMMHUCTpPAallMM MYHMULMINAJIBHOIO  OKpyra
[TepBOypanbck

3.6.1. Jlo/mKHOCTHBIe /ML TIOATIMCHIBAIOT JOKYMEHTEI B IIpejie/laX CBOed KOMITeTeHL[MH.

3.6.2. I'mtaBa MyHULIMITAJILHOI'O OKpyra IlepBoypasbCK MOANMCHIBAET JOKYMEHTHI:

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

-I'y6epnaTtopy CBepgoBckoi obacty;

-3amectuTento ['ybepHatopa CaepgioBckoit obmacti — PykoBogurento Ammaparta
I'y6epHaTopa CBepsioBckoii obactu v [1paBuresnscTBa CBepAIOBCKOM 00/1acTy;

-1epBoMy 3amectuTer0 PykoBoaurensi Anmapara ['ybepHatopa CeepgoBckoi obaactu
u [IpaBuTenncTBa CBep//IOBCKON 00/1acTy;

-nipeficeAatestto 3akoHoaTebHoro Cobpanust CBep/I0BCKO# 0b/1acTy;

-pyKoBOAUTeMO 3anafiHOro yIipaB/eHUeCcKOro OKpyra;

-B 00II[eCTBeHHbIe MTpUeMHbIe TTOJUTHUECKHX [TapTHH;

-HauanpHUKY ['Y MB/] Poccuu no CBepyioBCcKOM 00/1acTH;
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-Havua/bHUKY YmpasiaeHuss MB/] Poccuu nio ropoay IlepBoypasbcky;

-HauambHUKY YripaBieHuss ®CBH Poccun 1o CBep/iIoBCKOH 061acTy;

-npokypopy CBep//I0BCKOM 00/1acTy;

-nIpoKypopy ropoza Ilepsoypasbcka;

-npoKypopy CBep//I0BCKOU MeXpalOHHON ITPUPOJ,00XPaHHOM IPOKYpaTyphl;

-npoKypopy CBep//IOBCKOM TPaHCIIOPTHOM POKYpaTyphI;

-pykoBoAuTento  YmpaBneHuss ~@DefepasbHOM  AHTUMOHOMNOJBLHOM — CIAYXKOBI  T1O
CBepAJIOBCKOM 00/1acTy;

-B Ammapar IonHoMouHoro npepcraBurtess [lpesugenTta Poccuiickor ®epepanuu 1o
CBepAJIOBCKOM 00/acTy;

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

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

- YIO/THOMOUEHHOMY I10 3alllUTe MpaB IpeANpuHUMaTe el B CBepAI0BCKOM 00/1acTy;

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

-menytataM  ['ocyzapctBenHodt  Jlymbr  ®egepanbHoro Cobpanust  Poccubickoit
®epneparyy;

-feryTaTaM 3akoHozaTesHOro Cobpanusi CBep/IoBCKo# 0b/1acTy;

-fenyrataM [lepBoypasbckor ropoackoi Jlymer;

-nipeAcenaTesto [lepBoypanbckol ropofcKou Jymsr;

-nipeAcesaTento KoHTposbHO-cueTHOM Nanatel ropoga IlepBoypanbcka;

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

-pPYKOBOJUTEJISIM acCOLMaLIMi MeKMYHHULIMIIAa/IbHOI'O COTPYHUYeCTBa;

-PYKOBOZAUTE/ISIM JUIVIOMaTHYeCKUX MHUCCHH Poccuiickoit @efepariuy 3a pybeskom;

-pPyKOBOJUTENSIM JUIJIOMaTUUeCKUX MUCCHHA MHOCTpaHHBIX I'OCyJapcTB B Poccuiickon
®epepaljyu.

3.6.3. 3amecTtuTen 1'y1aBbl MyHHULMIIAALHOIO OKpyra [lepBoypasibek:

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

-3aMeCTUTe/IsIM TipeficesiaTesnsi [IpaBurtenscTBa CBepAIOBCKOM 00/1acTy;

-fenytataM [lepBoypasbckori ropogckou [lymel o nopyueHuto ['1aBbl MyHUIIAIIAIBHOTO
okpyra [lepBoypanbck;

-B HCTIOJIHUTE/IbHBIE OPraHbI TOCYapCTBEHHOU BiaacTh CBepAJIOBCKOM 00/1acTH;

-3aMeCTUTe/T0 HauanbHuKa ['Y MB]I Poccuu o CBep//ioBCKOH 06J1acTH;

-3aMeCcTUTe/ISIM HaualbHYKa YTipasjaeHuss MB/I Poccuu 1o ropogy IlepBoypasbcky;

-3aMeCcTUTe/IsIM IIPOKypopa ropoga IlepBoypanbck;

- pyKoBoguTeto anmnapara [lepBoypanbeckol ropoackoi JlyMer;

- TipeficesiaTe o V30mpaTenbHOM Komuccuu ropofa [lepBoypainsck,

a TaKKe UWHHIMAaTUBHBIE ITMCbMa M OTBeThl Ha OOpaljeHHs] OpraHu3aluii U TIpax/aH,
aZipecoBaHHble A IMWUHUCTpaLiUM MYHULMIIAIBHOIO OKpyra IlepBoypabCk, IO KOMIIETeHIIY U B
COOTBETCTBMH C pesostolivel ['1aBbl MyHuLunansHoro okpyra IlepBoypaibck.

3.6.4. PykoBofUTe/Nn CTPYKTYPHBIX MOApas/e/leHud AJMUHUCTpaldd MYHULUIIAIBHOTO
okpyra [lepBoypa/bck MOANKCHIBAIOT JOKYMEHTBI, HallpaB/isieMble OpraHu3alysaM, Ipax/jaHam, B
COOTBETCTBUM C KOMIIeTeHIIMelH, a TaKKe OTBeThbl Ha ITMChMa, [IOCTYIUBILKe HelloCpeJCTBeHHO B
CTPYKTYpHBIe TOJpa3fiesieHns] AJMUHHCTpALMH, /MO0 TIOCTYIMBIIME Ha WCIIOJHEHHE B
COOTBETCTBUH C Pe30JIIOLIMeH BhIIeCTOSIer0 JO/DKHOCTHOIO JIULIA.
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3.6.5. CypnebHast KOppecCIIOH/ eHL U, MO/IIMChbIBaeMast TrpeJcTaBUTe/IIMU
AJMUHHCTpaliUM MYHHULMIIaJBHOrO OKpyra llepBoypasnbck IO [JOBepeHHOCTH, O(OpMIIsieTcs C
00s13aTeIbHBIM YKa3aHUEM [JO/DKHOCTHU U IO pa3/ie/ieHus] IIpe/iCTaBUTe/Isl.

3.6.6. [lokyMeHTBl, IpUHMMaeMble KOJUIeTMa/JbHBIMU OpraHaMH, IOJIHACHIBAFOTCS
npeficefiaTesieM (IIpefce/iaTe/IbCTBYIOLIUM Ha 3ace/JaHUM) U CeKpeTapeM KOJIIerMajbHOro
opraHa, INpH HeOOXOJVMOCTH IIOAIMCHIBAIOTCSI BCEMM WIeHaMH KOJUIETHaJBHOTO OpraHa,
TIPUCYTCTBYIOLMMH Ha 3ace/|aHUH.

3.6.7. [JoroBopel, cor/allleHUus] W KOHTPaKThbl IIOAIIMCBIBAIOT [ OrOBapHBarol{yecs
CTOPOHBL.

3.6.8. [Iee u Oojee TOAMUCH CTaBATCS Ha JOKYMEHTax, 3a COfepKaHHe KOTOPBIX
OTBeuaeT HeCKOJIbKO JIWL].

3.6.9. BHOoCHTE Kakye-/I00 UCIIpaB/IeHHs WIN JOMOMHEHNS B TIOANMCaHHbIE JOKYMEHThI
He JIOIly CKaeTcsl.

3.6.10. DyiekTpoHHas1 noAnuck (fanee — DIIIT) B 371eKTPOHHOM JJOKYMeHTe, cepTU(HKAT
KOTOPOW COZIep)KUT HeoOXOAMMble TIPH OCYIIeCTBI€HHHM [JaHHBIX OTHOIIEHWH CBeJeHUs O
IIPaBOMOUMSIX BJIaJie/blla, TPHU3HAETCsS pPaBHO3HAUHOW COOCTBEHHOPYUHOW IIOATMCH JIMIlA B
JOKyMeHTe Ha 6yMa)KHOM HOCHUTeIe.

OUIT mpu pabore B C3OJ] UCHOMB3yeTCS  MYHHUIUNAJBHBIME  CIYXKAI[UMU
AJMUHUCTpaluM MyHULMNanbHOro okpyra IlepBoypanbck /11 BBINONHEHWS 3ajad B
COOTBETCTBUH C JO/DKHOCTHOW MHCTPYKLMeH U peryiaMeHTamHu IporieccoB CO/].

Ecm fokymeHT pacrieuaTaTh, OymaxHblid sk3emiuissp ¢ DI 6yzaeT sBAsATBCS Komwmed,
KOTOPYIO HY>KHO [IOTIOJIHUTE/BHO 3aBepUThb. IIpy pacrmeuaTke MOANKCH OYAeT BBIVISAETb Kak
IITaMII C JaHHBIMHU TTOJTIMCaHTa U aTOM ee MMOCTAaHOBKH. Takasi BU3yasm3anys He obecrieurBaeT
TMOZI/IMHHOCTE JJOKYMeHTa.

YrobbI c/ies1aTh KOMUIO FOPUAWYECKH 3HAUUMOU TMO/ITUCH TIpH nofave B cya, ®HC PO
UMM 1o TpeOOBaHMIO JPYIMX CTOPOH, pacriedaTaHHBIA 3JIEKTPOHHBIM JOKYMEHT ClefyeT
NOANMCcaTh BPYYHYIO M [IOCTaBUTh Ha Hero IteyaTh U Tamin «Konus BepHa».

PacrieuaTaTe 37€KTPOHHBIM JOKYMEHT MO)XHO K3 CHCTEMBI JOKYMEHTOODOpOTa W/IH
3/IeKTPOHHOI'O XpaHW/IHIIIA.

3.6.11. Ilpu OTCYTCTBUU [O/KHOCTHOI'O JIMIla JOKYMEHT IOAMNUCHIBaeT UCIOJHSIOMINN
00s13aHHOCTH.

3.6.12. [TomyckaeTcst mpocTaB/ieHre ¢paKCUMUJIE Ha Ce[YIOIIUX AOKYMeHTax:

- [ToyeTHBIX TpaMoTax U G/1ar0/jaPCTBEHHBIX ITUCHMaX.

- Ciy>KeOHBIX U HarpajiHbIX y/JOCTOBEPEHHSIX.

- l3BemjeHusix,  yBeAOMJIEHWsIX,  [pHUIVIAIIEHUSX,  O/aroflapCTBEHHBIX MU
I03/lpaBUTe/IbHBIX TeKCTax (ITMCbMax).

- [oroBopax W JAONONHEHUSIX K HHUM, €C/IM TakKoOBas BO3MOXXHOCTb IIpOIMCaHa B
yKasaHHBIX TeKCTaX WM yCTaHOB/IeHa UHBIM COIVIallleHHeM CTOPOH.

3.7. PerucTparnjyisi BHyTPeHHUX JJOKYMEHTOB

3.7.1. BHyTpeHHWH [JOKYMeHTOOOOpPOT AJIMUHHCTpAI[UM MYHHIIMIIAJIBHOIO OKpyra
IlepBoypa/nbcK BK/IIOUaeT:

- IIOAAlOTOBKY IPaBOBLIX aKTOB;

- nepernicky Mexay ['naBor MyHunpnanbHoro okpyra IlepBoypasbck, 3aMecTUTe/IIMU
I'naBel  MyHuLMnaspHoro okpyra llepBoypanbck, pyKoBOAUTeNssMU A JMUHUCTpalL|UU
MYHHULIAIIa/IBHOIO OKpyra IlepBoypanbck;
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- TepelMcKy MexJy IoApasje/eHNssMA AJMUHUCTpaliMM MYHHULMIIAJIBHOIO OKpyra
[lepBOypanbck, TOABEJOMCTBEHHBIMU VUpeXJeHUsMU (TIpeJIIpUsATHUsIMU) A JMUHUCTpaLUU
MYHHLIAIIaIBHOIO OKpyra IlepBoypabck.

3.7.2. CospaBaeMble Y UCIIO/Ab3yeMble BHYTPU AJMHUHUCTPALUM MYHULUIIAJBLHOIO
okpyra IlepBoypa/sbCcK JOKyMeHTHI (BHYTpEHHHE [OKYMEHTHI) TIOAJIEKaT 00si3aTe/TbHOU
perucTparyu.

3.7.3. Perucrpanus BHyTPeHHHX JOKYMEHTOB OCYLeCcTB/sIeTcsl B nporpamMme CO/I, 3a
VCK/IOUeHHeM IIPOeKTOB IIPaBOBBIX aKTOB II0 JIMYHOMY COCTaBy AJMUHHCTpaLuu (o
Ha3HaYeHUH Ha [JOJDKHOCTb, OCBOOOXKAEHHH OT JJOJDKHOCTH, 00 YBOJbHEHHH, IMPeAOCTaBIeHHH
OTITyCKOB, OT3bIBe U3 OTIIyCKa, KOMaHAWPOBKaXx, [OOLpeHNH, IIpYB/IeUeHNH K AUCLIUIIMHAPHOU
OTBeTCTBEHHOCTH, HasHaueHWH, IlepepacueTe pasMepa W IIpeKpalljeHWW BbILIAaThbl IIeHCUH 34
BBICJIYTY JleT, a TakKKe MHble HeHOPMAaTHBHBIE [IpaBOBble aKThI 10 IMUHOMY COCTaBy, CBSI3aHHBIE
C TIPOXOJK/IeHUEM CJIY>KOBI M peanr3alifield TpyAOBBIX OTHOIIEHHUH).

PervcTpaijusi MpaBOBbIX aKTOB C T'PU(POM OrpaHUuUeHMs] [OCTyIa K JOKYMeHTy "/l
cTy»KeOHOTO T0/Ib30BaHus" ocyijecTB/sieTcst B CO/l ¢ BIOXKeHUEM JTUCTa-3aMEHUTES.

Perucrparjusi 1paBOBBIX aKTOB I10 JIMYHOMY COCTaBY OCYIL[ECTBJISIETCSI B OyMa’KHBIX
XKypHasnax peructpaiyuu B Komwurere 1o mnpaBoBoii paboTe ¥ MyHHLIMNAJIBHOM C/Iy»KDe
MYHHLIAIIaIBHOIO OKpyra IlepBoypanbck.

JIOKyMeHTBI perucTpUpYIOTCS 110 Mepe UX IOCTyIUIeHHs. JlOKyMeHTbl, [IOCTYIIMBILIYe Ha
peructpanuio g0 12.00 pabouero nHs1 perucTpupyroTcs Ao 17.00 aToro xe AHs, JOKYMEHTHI,
noctynuBinve mociae 12.00 peructpupytorest o 12.00 cienyroiero pabouero AHs, CpOUHbIE
JIOKYMEHTBI, TIOCTYTIMBIIIME BO BpeMsi pabouero /Hs, pETUCTPUPYIOTCS He3aMeATUTeNbHO.

3.8. Perucrparusi 1 o6paboTKa OTIpaB/sieMbIX JOKYMEHTOB

3.8.1. Perucrpaiusi U o00paboTKa OTIIpPaB/sSieMbIX [JOKYMEHTOB B A JMHHUCTpPAI[UU
MYHHLIAIIaIBHOIO OKpyra IlepBoypanbck — oOcyljecTB/sieTCsl B COOTBeTCTBUM HacCTOSIeH
VHCTPYKLMH, /JOKyMeHThI perucTpupyroTcs B C3/1 1o Mepe UX MOCTYIUIEHUS.

JITOKyMeHTBI, MOCTYIUBINME Ha peructparnuio Ao 12.00 pabouero AHs pPerMCTPUPYIOTCS
fo 17.00 storo ke fgHs, AOKYMeHTHI, rocrynueive rnociae 12.00 perucrpupyrorcsa go 12.00
c/efytoliero pabovero AHs, CpOuYHble [JOKYMEHTHI, IOCTYIIMBINME BO BpeMsi pabodero [Hs
PerucTpyUpyroTCcsl He3aMe | /INTe/IbHO.

3.8.2. JloKyMeHTHI, TIOCTYyMAIOIINe Ha TMOJIMCaHUe DPYKOBOJUTE/SIM, [O/DKHBI OBITH
o(opMIIeHBI B COOTBETCTBHH C TPeOOBaHUSIMU HACTOSII{€H NHCTPYKL{UH.

3.8.3. Ilpyu npueMe UCXOAAIIMX [JOKYMEHTOB Ha perucTpalUi0 IIpOBepseTcs
NIPaBU/IBLHOCTE O(QOPMJIEHUsI U a/jpecoBaHHUs JOKYMeHTa, Ha/luuue BCeX NPUIOKEHUM K HeMmy,
MHpOpMallMK IO pacChlIKe JAOKyMeHTa (TpH HeoOXOAUMOCTH). /ST 5TOro HCIIOMHUTETIO
HeoOXOJAMMO yKasbIBaThb CIIOCOO OTMpaBKH, IIOUTOBLIA ajpec, 3JIEKTPOHHBIN ajpec (ecid
JIOKYMEHT OTIIPaBJIsIeTCsI [0 37IeKTPOHHOMN ToUTe).

3.8.4. OTBeTCTBEHHOCTb 3a COCTaB/leHUMe U OQopMJeHHe [JOKyMeHTa BO3/1araeTcsi Ha
aBTOpa JoKyMeHTa. HernpaBuibHO o¢oOpM/eHHble [NOKYMEeHThl BO3BpalllalOTCsl aBTOpY A/
JopabOTKH.

3.8.5. Ilocne perucrpaliid OpUIMHA/A HWCXOZASIIero [JOKYMeHTa IlepeflaeTcsl Ha
NOJNICcaHue PYKOBOAMTEIII0, KpOMe JIOKYMEHTOB, Harlpas/sieMblx yuacTHUKaM C3O/l. Opurunan
JIOKyMeHTa JI0/DKeH OBITh HeHTHUeH AoKyMeHTy ¢ CO/I.
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3.8.6. IloanncaHHBle pYKOBOAWTe/leM OpWIVHA/Abl JIOKYMEHTbl IlepeflaloTcs B
KOHTPOJIBHO-OPraHW3al[OHHBIA OT/es JJisl TIPUKpeIvIeHns] CKaHHPOBaHHOIO obpa3a [JOKyMeHTa
B CO/I.

3.8.7. 3apeructpupoBaHHbIe U OOpabOTaHHBIE [JOKYMEHTBI IepefjaloTCs WCIIOIHUTETIO
JJI1 OTIIpaBKA JOKyMeHTa. B ciyuae HeoOXOAMMOCTH OTMHpPaBKH JOKYMeHTa ITOYTOBBIM
OTIIpaB/IeHHeM uepe3 KOHTPOJIbHO-OpPraHM3allMOHHbINA OT/e/1 UCIIO/HUTe/Ib TlepeaeT JOKyMeHT
COTPYAHUKY KOHTPOJIBHO-OPraHMW3allMOHHOIO OT/eJsa C yKazaHHeM TOUHOI'O IIOUTOBOIO ajpeca
OTIIpaBKHU.

O6paboTKa /JOKYMEHTOB JIsi OTIIPaB/J€HHs] TIOUTOBOM CBSI3bIO OCYIIIECTBISIETCS B
coOoTBeTCTBUM C IlpaBH/laMM OKasaHMs YC/IyI TIOYTOBOM CBSI3H, yTBepXKAeHHbIMH [Iprkasom
MuHucTepcTBa CBS3M U MacCOBBIX KOMMYHHKalui Poccuiickont ®@egpepaunu ot 31 wutoss
2014 roga No 234 (pmanee - IlpaBuia okasaHUsi yCJAyT MOUTOBOM cBsizv). Ha oTmparisieMyio
KOPPeCIIOH/IeHIIUIO COCTaBJISIIOTCS peecTphl, KOTOpble XpaHATCSl B TeueHWe 1 rofia W SIB/SIOTCS
yUeTHO-CIIPaBOYHBIMH JOKYMeHTaMH.

3.8.8. OtmpaB/sieHre 3/1eKTPOHHBIX KOMUM JOKYMEHTOB IO KaHaiaM C3/l npousBoguTcs
6e3 OCHUIKY MOAJMHHUKOB Ha OHYMaKHOM HOCHUTeIe.

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

3.9. IlopsioK CHATHS JOKYMEHTOB C KOHTPOJIS, UCTIOJTHUTe/IbCKast JUCLIMILIMHA

3.9.1. MokymeHT B CO/] cHUMaeTcs1 C KOHTPOJIs Tioc/e (haKTUUECKOTO BBITIOJHEHUST BCeX
TIOPYUeHUH IO CYIIeCTBY, JOKYMEHTHPOBAHHOI'O TMO/JTBEP)KAEHHUs] WCIIOJHEHHUS] U COODIIeHUs
pe3yJIbTaTOB 3aMHTepeCOBaHHBIM OpraHU3allisaM U JIULIaM.

B C3/] mpu 3aBeplieHMM Ipoliecca IO HCIIOJIHEHHIO [JOKYMeHTa, pe3O/IIOLMU WU
TIOpPYUeHHUsT MCTIONMHUTE b Ha 3aK/aafKke «Co37aTh OTUeT» 3aHOCHUT HHPOPMALIHIO 00 UCITOIHEHUH
TIOpyuYeHus], JaTy U perucTpalldOHHbI HOMep OTBeTHOI'O NHChbMa, BKJa/blBaeT UCIIOHEHHBIN
JIOKYMEHT, CBSI3bIBaeT ero ¢ JOKYMeHTOM, 10 KOTOPOMY [laBajlochk [IOpyueHue.

ITpu cosfaHuy oTueTa He [OIyCKAIOTCS OTBETHI [0 THUIY «BBIIOIHEHO», «UCIIOTHEHOY,
«TIpUHATO B paboTy» 0e3 yKa3aHHS KOHKPETHBIX JAeWCTBUN II0 BBIIIOJHEHUIO TIOPYYeHHSI.
UcnomHeHne [OKyMeHTa, II0 KOTOPOMYy He IIpe[yCMOTpeHa IIOATOTOBKa OTBeTa B BHJe
JIOKyMeHTa, OQOpMJIsieTCs] UCIIONHWTesleM Ha 3akjdafke «Co3fate OTUeT», HalpUMep:
«COODII[eHO TIO Tese(OHy...», «IIPOBEJEHO COBEI[aHHE...», «U3/IaHO ITOCTAHOB/IEHHE...» U TOMY
rofobHoe.

[Tocne co3panus U OTIIpaBKM OTYeTa B COOTBeTCTBUU ¢ TporjeccoM CIO/l 1o MCIIo/HeHUIo
JIOKYMeHTa, Ioc/le TOro KaK PyKOBOJHWTe/Ib, BbIJaBLINM [IOpy4YeHHe, [IPUHSAI OTUeT, JOKYMeHT
aBTOMaTUYeCKH CHMMaeTCsl C KOHTPOJII M CUMTaeTCsl UCIIONHEHHBIM. B ciyuae OTK/IOHeHHs
oTyeTa JOKyMeHT OCTaeTCsl Ha KOHTPOJIe ¥ CUMTaeTCsl HeMCIIO/THEeHHBIM.

s CHATHS C KOHTPOJISI 3JIeKTPOHHOM PeruCcTpaljMOHHO-KOHTPOJILHOM KapTOUKHM yueTa
110 oOparleHHIo TPaXKjaH UCTIONMHUTE b AO/KEH IPeJOCTAaBUTE B KOHTPOIbHO-OPTraHU3aLMOHHBIN
OT/le/l TIMCbMEHHBIN OTBET B aJpec OOpaTUBIIErocs rpakjaHMHa Ha OyMaKHOM HOCHUTee,
TIOATIMCAHHBIA PYKOBOAUTENEM B COOTBETCTBMM C KOMIIETEHLIMEM IO BOMPOCY oOOpaljeHUs
(pe3omtoLueli/mopyueHreM JO/DKHOCTHOIO JIML{a, BBIIECTOSAIEI'0 PYKOBOJUTEIS).

3.9.2. KOHTpOJ/ILHO-OpraHU3allMOHHbIM OTZAE/JIOM OCYIIecTB/IseTcss MOHUTOPUHI 3a
COCTOSTHUEM MCIIOJHUTe/NbCKOM JUCLUIVIMHBI B AJMUHUCTpalldM MYHHULIAINAIBHOIO OKpyra
[TepBoypasmbck Ha ocHoBaHMHM «lIlopsiaka 1Mo paboTe € HCITOMHUTENBCKOW AUCLIUIIMHON»,
YTBEpPKJeHHOI'O paclopsbKeHueM AJJIMUHHCTpaliuu ropojckoro okpyra IlepBoypanbck Ne 678
or 14 pekabps 2023 roma. FEskeHelenbHO, e€XeMeCSIUHO ITPOBOJUTCS MOHUTOPHHT
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HEeUCIIO/THeHHbIX JOKYMEHTOB, COCTaBJISIIOTCS [IepeuHH I0/JIeKallluX UCIIOHEeHHIO JOKYMeHTOB
U JOBOAWTCS MHopMaLusi [0 UCIIONHUTeAell U  PYKOBOAWTes el MojpasfeneHUN
A JIMUHUCTpalMy MyHULMIa/IbHOro oKpyra IlepBoypanbck.

KoHTponrpyeMsle B TeueHHe Mecsilla U HEMCIIO/THEHHbIe [IPOILJIBIX [1epHUO/i0B JOKYMEHTEI
YUUTBIBAIOTCS TIPU TOZCUeTe UCIIOHUTEeIbCKONW AUCLIMITIMHBI 0 pa3ze/leHui A IMUHUCTpaLuu
MYHHULIAIIaIBHOTO OKpyra IlepBoypabck.

AHanu3 pacCMOTpPeHMsI M HCIIOJIHeHWs! JAOKYMEHTOB ITPOBOAMTCS Ha OCHOBe JaHHBIX
aHa/IMTHYecKoH nogcuctemsl CO/] MM MporpaMMHBIX MOAYJIeH.

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

3.10. YueT Ko/mmMyecTBa JJOKYMEHTOB U [TIOMCK [JOKYMEHTOB.

3.10.1. KonmuuecTBO IOKYMEHTOB 3a OIpe/ie/ieHHbIN Mepruo/| BpeMeHU COCTaB/sIET 00beM
JOKyMeHTOOOOpOTa B A IMUHHCTpALIMK MYHHLUITAAEHOIO OKpyTa IlepBoypasbCek.

3a eAMHMIy yueTa  KojM4yecTBa  [JOKYMEHTOB  IIpUHMMaeTcs  JIOKYMEeHT,
3aperncTpupoBaHHbId B CO/I MM MHOM IIPOrpaMMHOM MOZyJIe.

3.10.2. Yder ocyliecTB/sIeTCsl 10 MeCTy perucTpayuu AoKyMeHTOB. llocTymnaroijue,
OTIIpaBJisieMble U BHYTPeHHHe JOKYMEeHTh] YUUTBIBAIOTCS pas/ie/IbHo.

3.10.3. Pe3y/nbTaThl yueTa KO/JWYeCTBa JOKYMEHTOB OOOOI[AIOTCS U TTPe/CTaBJISTFOTCS
PYKOBOAUTEISIM B Le/IIX aHa/IM3a M ONTHMH3alMUd [JOKYMeHTOoOOOpoTa B AJAMHUHHCTpAL[UH
MYHHLIAIIaIBHOIO OKpyra IlepBoypabck.

3.10.4. C3B/I mno3BojsieT BBLIIOAHATH IIOMCK JOKYMeHTOB. [IoMCK JOKyMeHTa
OCYIIIeCTBJISIETCS 110 3a/jJaHHbIM 3HAUEeHHsIM ero aTpUOYTOB (3arO/IOBKY JOKYMEHTa, Ha3BaHMIO,
JlaTe perucTpallyy, aJpecary U Tak jajee).

IV. O6mue TpeboBaHust K 0OPMIIEHHIO TOKYMEHTOB

4.1. baHKU JOKYMEHTOB

4.1.1. [JoKyMeHTbl, coO3/jaBaeMble B AJMHHUCTPALiUMd MYHULMIIAJILHOIO OKpyra
[TepBoypasbek, oOpMIISIIOTCS Ha OJlaHKaX YCTaHOB/IEHHOW (OPMBI, UMEIOT YCTaHOBJ/IEHHBINA
KOMIUTEKC ODOsi3aTeIbHBIX PEKBU3UTOB, MOPSAIOK MX PacIioyiokKeHHsI U 0QOpMIIEHHSI.

4.1.2. braHKM [OKYMEHTOB M3rOTAaB/IMBAIOTCS Ha CTaHJapTHBIX JIMCTax Qopmara
A4 (210 x 297 mm), uMmeloT 1onist He MeHee: 20 MM - jieBoe, 15 MM - mpaBoe, 20 MM - BepxHee,
20 MM - HIDKHee.

JoKyMeHTEI /uTe/bHBIX (cBbIlle 10 /1eT) CpOKOB XpaHeHUsl [JO/DKHBI UMeTh JieBoe I10J1e
30 MMm.

4.1.3. banku Ha 6yMa)KHOM HOCHTeJIe Y 3/1eKTPOHHBIe I11abJ/I0HbI 6/1aHKOB JJO/DKHBI OBITH
W/IEHTHUYHBI II0 COCTaBY PeKBU3UTOB, MIOPSA/IKY UX pacloOKeHHs, TapHUTYpaM LIpUdTa.

4.1.4. BkmoueHne B JOKYMeHTOOOOPOT AJMHHHUCTpAIlUd HOBBIX OJIaHKOB, WX
IIPOeKTHPOBaHKe, U3OTOB/IeHHe OCYILleCTB/IIeT KOHTPO/IbHO-OPraHU3allMOHHBIA OT/iell.

Otgen wWHPOPMAIMOHHBIX TEXHOJOTHMH pa3pabarbiBaeT (KOppeKTHpyeT) OslaHKU
JIOKYMEHTOB B COOTBeTCTByIolleM ¢opmarte aasi C3J] u obecrieunBaeT UX JajbHeiIee
pasMelljeHre Ha CETeBOM pecypce OOIIero JOCTyIia AJsi UCIOAb30BaHUsl B paboTe U TOAJIEKaT
3aluTe OT HeCaHKLJMOHMPOBaHHBIX U3MeHeHHUH.

4.1.5. 3ampemaeTcsi caMOCTOSITe/TbHO TPOEKTUPOBATh WM W3MeHsITh OsiaHKU. biaHku
JIOKYMEHTOB, IIpuUMeHsieMble B aJMHWHHCTPAllMH, MAO/DKHBI HCIIONb30BaThbCsl CTPOroO IO
Ha3HaueHUIO U He MOT'YT Ilepe/iaBaThCsl APYTUM OpraHu3al{ysiM WM JIULaM.
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4.1.6. bnaHKU TMOCTaHOB/AEHUNM U pacIopsDKeHUW ['/71aBbl MYyHUIMIAABHOTO OKpyra
IlepBoypa/nbCcK, NTOCTaHOBIEHUM U pacIiopsikKeHUM AJMWHUCTpaliiM MYHMIIMIIaJIBHOIO OKpyra
[TepBOypasbCK C BOCIpOM3BeZieHHeM repba ropogia IlepBoypanbck B IMOMHOLBETHOM BapHaHTe
W3rOTaBJIMBAIOTCS THUITOTPadCKUM CIIOCOOOM.

4.1.7. Buabl 6/1aHKOB JOKYMEHTOB:

6mank mmceMa (I'1aBel MyHMIUIaAbHOTO OKpyra IlepBoypasnbck, AJMHHHUCTpariviy
MYHHULMNa/IbHOro oKpyra IlepBoypanbck) (punokeHue 8);

6/1aHK ci1ykeOHOM 3anncku (rpunokeHue 9);

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

4.1.7.1. ans cay>keOHBIX MHCEM U CIY>KeOHBIX 3alMCOK HCIIONB3YeTCsl YII0BOW OJaHK
NYcbMa.

4.1.7.3. 06/aHK KOHKPETHOTO BHJA [JOKYMEHTa WCIIONAb3yeTCsl A  OpOpM/IeHUsT
pacropsiiuTe/bHbIX JOKYMEHTOB (pacropspkeHue, IoCTaHOB/IeHHe).

4.2. CoctaB 1 opopmieHHe PeKBU3UTOB JIOKYMEHTOB

4.2.1. Tepd6 MyHHUIMIIaTBHOTO OKpyra IlepBOypasbCK - DPEKBU3WT, UCIOIb3YeMBIA B
JOKyMeHTaX B COOTBETCTBUM C HAaCTOsIed WHCTpyKuued. I3oOpakeHune repba
MYHHLIAIIaIBHOrO oKpyra IlepBoypasbck noMelriaercst Haji peKBU3UTaMy OpraHH3alliy - aBTopa
JIOKYMeHTa Ha paccTossHUH 10 MM OT BepXHero Kpasi JICTa.

4.2.2. HaumeHoBaHHe opraHu3aluu (Mo pasfie/ieHus1) - aBTopa JOKyMeHTa.

HavmeHoBanve opraHusaiu (Tofpa3fiefieHust) - aBTOpa JOKyMeHTa Ha OsaHke
JIOKYMeHTa JO/DKHO COOTBeTCTBOBATb HaWMEHOBaHMIO, 3aKpeIlJIeHHOMY B YUpeJUTe/bHBIX
JIOKyMeHTax (ycTaBe WM Ioo)keHUM). 1ol HaMeHOBaHMeM opraHu3aluu (MofpasjeseHus) B
CKODKax yKa3bIBaeTCs COKpallleHHOe HauMeHOBaHHe, eC/Id OHO TIpeJyCMOTPEHO YCTaBOM
(monoxeHuem).

4.2.3. CipaBouHbIe JJaHHbIe 00 OpraHU3allvy.

CripaBouHble JaHHBIE OO OpraHM3allM YKa3bIBAIOTCS B OsiaHKaX IHMCEM U BK/IIOUYAIOT:
MIOYTOBBIM ajjpec € MOYTOBBIM HH/EKCOM, HoMep TesedoHa (KOHTPOIbHO-OpraHU3allOHHBIN
OTZes), afipec 3/1IeKTPOHHOM TOYUTHI, CeTeBOH azpec (cailT).

4.2.4. HaumeHoBaHUe BHU/ia JOKYMeHTa.

HaumeHoBaHMe BHJa [JOKyMeHTa yKasblBaeTCsl Ha BCeX JOKyMeHTax, 3a WCK/IIOUeHHeM
TIFICEM, PacIio/IaraeTcs Mo/l peKBU3UTaMH aBTOpa JAOKYMEHTa, [1e4aTaeTcst MPOIMCHBIMU OyKBaMH
BpaspsAKy.

4.2.6. [laTa JOKyMeHTa.

Hara [JOKyMeHTa COOTBeTCTByeT JaTe TMOJAIMcaHUsl (IIpaBOBOM aKT, 3asiBjeHue),
yTBepXK/eHUsl (pernaMeHT, IOJIOXKeHHe, T/1aH, WHCTPYKLWs), 3acefjaHust (TIPOTOKOI), COOBITHS
(akT). [/laTa UCXOASLIMX IMUCEM IPOCTaB/AsSETCs] B COOTBETCTBUU € MyHKTOM 3.8.1 Hacrosieit
VHCTPYKLUU.

Bce ciyxeOHble OTMETKM Ha [JOKYMeHTe, CBsi3aHHble C ero IIPOXOXK/EHUEM H
VICIIOJIHEHHUeM, J0J/DKHBI JaTUpPOBaThCsl U MOAITNUCHIBAThCS.

[ara opopmsisieTcst B 1OC/Ie[JOBaTeTbHOCTH: JIeHb, MECSILI, TOZl OAHMM M3 ABYX CIIOCOOOB:
{1 POBBIM WM C/IOBECHO-L{M(POBBIM.

udporoti criocob6 oboszHauenusi gathl:  01.10.2018. VYkasaHHBIM criocobom
o(hopMJISIFOTCS AaThl MOAIIUCAHUS, YTBEP K/ eHus], COr/IacOBaHUsl JOKyMeHTa.

CroBecHO-1TU(pOBO#H criocob oboszHauenust faThl: 01 okTsi6psi 2018 roga.

4.2.7. PeructpaljiOHHBIM HOMep JOKYMeHTa.
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PeructparjuoHHbI1 HOMep (MH/EKC) JAOKYMeHTa - LU(pPOBOM MM OyKBeHHO-ITM(POBOH
WJIeHTU(PUKATOP JOKYMeHTa.

PeructparjuoHHBII HOMep pacIopsiUTeIbHOTO JOKYMeHTa OQopMIIsteTcss apabCKUMU
1udpaMHu U COCTOUT U3 3HaKa Ne U MOPsAKOBOrO HOMepa.

PeructpanonHeii HoMmep mnuceMa B C3Jl cOCTOMT M3 COCTaBHBIX 4acTel, KOTOpbIe
OTAENSIOTCS APYT OT Apyra Aeducom, Haripumep: 114-01-06/321, rae:

114 - uHAeKC, MPUCBOEHHbIM AJMUHUCTpALUM MYHMIUIIAAbHOTO oKpyra IlepBoypanbck
B CO/],

01 - neAexc nogpaszeneHust AZIMAHHCTpALIMA MyHULMIIA/IBHOIO OKpyra IlepBoypainbck,

06 - nHAeKC fesa 10 HOMEHK/IaType fel,

321 - NOpsiAKOBBIM HOMep JAOKYMeHTa.

4.2.8. CcbUlKa Ha perucTpaljOHHbINM HOMep U aTy MOCTYNMBILIero JOKYMeHTa.

CcbulKa Ha pervcTpaliMOHHBIA HOMep M [JaTy IOCTYIIMBILErO [JOKyMeHTa BKJIOUaeT
perucTpariioHHBId HOMEp M [aTy JOKyMeHTa, Ha KOTOpbId HeoOXOJWMO JaTh OTBET, H
TNIPOCTaBJ/IsIeTCs] UCIIOJIHUTeIeM IIPU IOArOTOBKe IMCbMa-oTBeTa. Homep M fmara B TOuHOCTH
TepenychIBAalOTCS U3 O/aHKa MHMCchMa-3arpoca.

Harnprmep: Ha Ne 12/08-14 ot 03.05.2018

Hanvune faHHOTO peKBU3WTA MCK/IFOUaeT HeOOXOJMUMOCTb YIIOMUHAHUSI HOMepa, AaThbl U
3aroJIOBKAa TIIOCTYIIMBIIETO JOKYMeHTa B TeKCTe IIMCbMa, 4YTO OCBOOOXKAeT TeKCT OT
BCTIOMOTaTe/IbHOM, CIIpaBOYHOM UH(OPMaLUU.

4.2.9. MecTo cocTaB/ieHust (U3/laHHs1) IOKYMEHTA.

MecTto cocraB/ieHUs1 (M3[laHUs1) AOKYMeHTa yKa3blBaeTCsl BO BCeX JOKYMeHTax, KpoMme
IIHCeM, a TaKXKe J[OKJ/aJHBIX, CAy>KeOHBIX 3alMCOK M JAPYrUX BHYTPEHHUX HH(pOPMAI[OHHO-
CIIPaBOYHBIX JJOKYMEHTOB.

Harnprmep: r. [lepBoypasbck

4.2.10. Axpecar.

AzipecaT Wcronb3yeTcsi IpH OPOPM/IEHHM Je/IOBBIX (C/IyKeOHBIX) MHCceM, BHYTPEHHHX
MH(OPMAaILMOHHO-CTIPAaBOYHBIX [JOKYMEHTOB (JOK/aHbIX, CY>KeOHBIX 3aITHCOK H AP.).

AzpecaToM [OKyMeHTa MOXeT OBITb OpraHM3alysi, CTPYKTypHOe IIOfpa3/eeHue
opraHusaly, JO/IKHOCTHOe WM (pr3nuecKoe JULO.

B pekBusure «Ajapecar» JAOMyCKaeTCsl HCIIONB30BAaTh OOIEeNpPUHSATHIE COKpallleHHbIe
HauMeHOBAaHWsI OpraHOB T'OCYAapCTBeHHOM BJIaCTH, OpraHOB MeCTHOI'O CaMOyIIpaB/eHus,
OpraHu3alyi.

PexBusuT «Apjpecar» IIpOCTaB/sieTCsl B BepXHeM IIpaBOM 4acTH JAoKyMeHTa. llpu
aJjpeCcOBaHUU  [OKYMeHTa pPYKOBOZAMTeI0 (3aMeCTHUTe/NI0 pYKOBOAUTENsI) OpraHM3aliu
YKa3bIBalOTCSl B JlaTe/llbHOM IaJie)Ke HaWMeHOBaHHWe JO/DKHOCTU PYKOBOAUTeNs (3amMeCcTUTesIst
PYKOBOAUTe/sI), BK/IOUalolllee HauMeHOBaHWe OpraHusalvy, W ¢aMwius, HHULMA/bI
JOJDKHOCTHOTO JIMLa.

[Tpumep -

PykoBoguremnto ®@efepaibHOro
apXMBHOI'O areHTCTBa
®amumua U.0.
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IIpn aspecoBaHnM NMCbMa B OpraHM3allMIO yKasbIBaeTCsl ee INOJIHOe W/IM COKpalljleHHOe
HauMeHOBaHHe B MMeHUTe/ILHOM Iajiexe.
[TpymepsI —
1 ®epepanbHOEe apXUBHOE areHTCTBO
2 PocapxusB

ITpn agpecoBaHny JOKYMeHTa B CTPYKTYPHOe IOApas/e/leHre OpraHu3aliii B peKBHU3UTe
«ajipecaT» yKasblBaeTCsl B MMEHWUTE/JbHOM IlaJile)ke HauMMeHOBaHWe OpraHu3alid, HIKe -
HaVMeHOBaHKe CTPYKTYPHOI'O Mo pasje/eHusl.

[Tpumep -

@efepasbHOE apXUBHOE areHTCTBO
Otjen rocyAapcTBeHHOM CITyKOBl,
Ka/JIpOB Y Harpas

[Tpu agpecoBaHMM NMHMCbMa PYKOBOAUTEO CTPYKTYPHOI'O MOApa3zesieHus yKa3blBaeTcs B
MMEeHUTe/JbHOM Tafle)ke HavMMeHOBaHWe OpraHu3alluM, HIDKe - B JlaTeJJbHOM IafieXke
HavMeHOBaHMWe [IO/DKHOCTHM DPYKOBOJWTe/s, BK/IOYalolllee HauMeHOBaHHWE CTPYKTYPHOI'O
rofipasziesieHusi, paMUINIO, UHUIUABL.

[Tpumep -

AO «IIpodunb»
PykoBoauTento OroBopHO-
MpaBOBOIO OT/e/1a
®amunusa N.0.

[lepen damuveli JOMKHOCTHOIO JMIA JOIYCKAETCSl YIIOTPeO/SITE COKpalljeHne «I-Hy»
(rocrioiuHY), ec/y afjpecat My>KUHHa, UK «r->Ke» (TOCTIOXKe), eC/IM ajipecat KeHIITHHa.

[TpymepsI —
1 r-gy ®amunusa 1N.0.
2 r-xe ®@amunuda N.0.

Ilpy paccelike AOKyMeHTa IpyIIle OpraHu3aliiii OfHOTO TUIA WM B CTPYKTYpHbIe
To/pa3ziesleHusi OHOW OpraHu3aliiy, aJpecaT yKa3bIBaeTcsi 0000IIeHHO.

[TpymepsI —

1 PykoBoguTe 1M MyHULIMITA/ILHBIX
yupexaeHun

2 PykoBoguTe/isiM yIipaBlieHUN

Ilpu pacceliKe JOKyMeHTa He BceM OpraHU3aliUsM WM CTPYKTYPHBIM IO/ pasfe/leHusIM
IIO7, PeKBU3UTOM «AJpecaT» B CKOOKax yKasbIBaeTcsi: «(TI0 CITUCKY )».

[Tpumep -
PykoBoguTesiM yupexeHui
(o cucky)
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B oiHOM JOKyMeHTe He IO/DKHO ObITE Oosee ueThIpeX ajipecatoB. CyioBo «Kormusi» riepef
BTODBIM, TpPeTbUM, UETBEPThIM aJpecaTaMM He VKasbiBaeTcs. IIpu OosbllleM KoldvecTBe
a/lpecaToB COCTaBJISIeTCSl CITMCOK (JIMCT, yKasaTesjb) pacChLIKKM JAOKYMEHTa, Ha KaK/oOM
JIOKYMeHTe YKa3bIBaeTCsl O/UH aJipecaT WM ajipecat opopmisieTcst 0000IIeHHO.

B cocraB pekBU3MTa «AZipecaT» MOXeT BXOJUTD MTOUTOBLIN aZipec. JjeMeHThbI [TOUYTOBOIO
ajipeca yKasbIBalOTCS B IIOC/e[0OBaTeNbHOCTH, ycTaHOB/eHHOW [IpaBuiamMu oOKa3aHUsSI yCAyT
TIOUTOBOM CBsI3U, YTBEPKAEHHBIMU ITPUKa30M MUHUCTEPCTBA CBSI3M M MacCOBLIX KOMMYHUKAI[W
Poccutickon ®@epeparuu ot 31 urosst 2014 roga Ne 234.

[Tpumep -

Bcepoccuiickuii HayyHO-
YCccileloBaTe/IbCKUI HHCTUTYT
JIOKYMeHTOBe/[eHUs1 U apXUBHOI'O fle/ia
ya1. IIpodcorosHas, a. 82,

MockBa, 117393

ITouToBBIN ajjpec MOXKeT He yKa3bIBaTbCSl B [JOKYMeHTaX, HallpaB/sieMbIX B BbICILIHE
OpraHbl BJ/IaCTH, BBILIECTOSIII{He OpraHK3al{iH, [10/|Be/JOMCTBeHHble OpraHU3al[uU U [IOCTOSIHHBIM
KOppecIoH/leHTaM (3a UCK/IIoueHUeM HarlpaBJ/ieHHs! ITMCeM YKa3aHHBIM ajipecaTaM B KOHBepTax C
IIPO3pauHbIMU OKHaMH).

Ilpy aspecoBaHuM JOKyMeHTa (U3MUECKOMY JIMLY YKa3bIBalOTCs: ¢aMUINS MHULIAALI,
TIOYTOBBIN afipec.

[Tpumep -

®amunuda U.0.

yi1. FObunetinas, 1. 30, kB. 12,

r. Ileproypanbck, CpepayioBckass 0071,
623112

[Ipm ormpaBke TMHCBEMa I10 3/eKTPOHHOM IOUTe WM MO (akCUMHIBHON cBsi3u (Oe3
JOCBIIKA TIO TIOUTe) TIOYTOBBIA aJpec He yKas3biBaeTcs. [Ipu HeoOXOAMMOCTH MOMKET OBITH
yKa3saH 3/IeKTpPOHHBIH afipec (HoMmep TenedoHa/dakca).

[Tpumep -

Bcepoccuiickuii HayyHO-
YccileloBaTe/TbCKUI HHCTUTYT
JIOKYMeHTOBe/[eHUs1 U apXUBHOI'O fle/ia
mail@vNeiidad.ru

4.2.11 I'pud yTBepxkeHHsI MPOCTAB/SIETCS Ha JOKYMEHTe B C/yuae ero yTBepXK/eHUus
JIO/DKHOCTHBIM JIMLIOM, PacIOpsiAUTe/IbHBIM [JOKYMEHTOM (TIOCTaHOB/IEHHEM, pacIopshKeHHeM)
W/IM pellleHHeM KOJlJIernabHOrO OpraHa.

I'pu¢d yTBepxeHUs1 pasMelliaeTcsl B IPaBOM BepXHeM VIVIy I1€pPBOrO JIMCTa JOKyMeHTa.
CTpOKM peKBH3MTa BbIPABHUBAIOTCS I10 JIEBOMY KpalO WU LIeHTPUPYIOTCS OTHOCUTE/IBHO CaMOU
JJIUHHOU CTPOKHU.
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Ilpy yTBep)kAeHHH AOKyMeHTa JO/KHOCTHBIM JIMLIOM I'PU( yTBEp)K[eHHUs] COCTOMT U3
cnoBa YTBEPXKIAIO, HauMeHOBaHMSl [O/DKHOCTH JIMLa, YTBEPXKJAIOL[ero AOKYMEHT, ero
MO/TIUCH, UHUL[UA/IOB, (paMUINU U [jaThl YTBEPXK/ eHUsL.

[Tpumep -

YTBEPXJAIO

I'naBa MYHULUIA/IBHOTO OKpyTa
[TepBOypanbck

IMoarmcy N.0O. ®amunus

Hata

Ilpy yTBepKJeHHWH AOKyMeHTa pacIoOpsiiUTe/NbHbIM JOKYMEHTOM I'pU( yTBep>KZeHUsl
coctout u3 cioBa YTBEPXK/IEH (YTBEPXK/IEHA, YTBEPXXIEHBI umu YTBEPXK/IEHO),
COIVIaCOBAHHOI'O C HaWMeHOBaHMeM BHJA YTBep)KJaeMoro JOKyMeHTa, HauMeHOBaHWs
pacIiopsiiuTe/IbHOIO JOKyMeHTa B TBOPUTE/ILHOM I1aJie)Ke, ero aThbl, HoMepa.

[TpymepsnI —

1 (PernameHr) [TpunoxxkeHuve
YTBEPXIEH
rocTaHoB/IeHHeM ['1aBbI
MYHHUILIMIAIBHOrO OKpyra IlepBoypanbck
oT Ne

2 (ITpaBua)
[Tpunoxenue
YTBEPXX/EHBI
rocraHoB/ieHreM ['1aBbI
MYHMUILIMIAIBHOrO OKpyra IlepBoypanbck
oT Ne

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

- IOCTaHOBJ/IeHHe (0 ueM?) O CO3ZlaHHUM aTTeCTallOHHON KOMHUCCHY;

- pacriopspkeHue (0 ueM?) 00 yTBep’KAeHHH IITaTHOI'O PacICaHus;

- TUCBMO (0 ueM?) 00 yYaCcTHH B MepOITPUSTHH.

3aro/ioBOK K TeKCTy o(OpMIISIETCST TIOJ, PeKBU3UTaMH OJlaHKa CJleBa, OT TPAHULIBI JIEBOTO
TOJISL.

3aro/IoBOK K TEKCTY MOXKeT He COCTaBJIIThCS, eC/Id TeKCT JOKyMeHTa He IpeBblaeT 4 - 5
CTPOK.

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

B TekcTe AOKyMeHTa, IOATOTOBJIEHHOM Ha OCHOBaHMH 3aKOHOZATe/bHbIX WIM HHBIX
HOpPMaTHBHBIX IIPaBOBBIX aKTOB, paHee M3[JaHHBIX paclOpsAUTE/bHBIX — JIOKYMEHTOB,
YKasbIBalOTCSl UX PeKBU3UTBHL:

- HauMeHOBaHHe [OKyMeHTa, HauMeHOBaHHe OpraHM3alliyd - aBTopa JOKyMeHTa, JaTa
JIOKYMeHTa, perMCTpaljuOHHBIN HOMep JOKYMeHTa, 3ar0/IOBOK K TeKCTY W/IM HaMMeHOBaHHUe BU/a
JIOKYMEHTa;
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- HaMeHOBaHue OpraHU3aliuy UM JO/DKHOCTHOIO JIML[a, YTBePAUBIIErO JOKYMEeHT, AaTy
yTBepXKJieHHsI JOKYMeHTa.

TekcT [JOKyYMeHTa MOXeT COJepKaTb pasfienbl, IofpasZenbl, IIYHKTbI, ITOAITYHKTEI,
HyMepyeMble apaOCKUMM LjudpaMu. YpoBHell pyOpHKal[MM TeKCTa He [JO/DKHO ObITh Oosee
yeThbIpex.

B JokKyMeHTax KoJIlerMalbHBIX W COBelljaTe/IbHbIX OpraHOB TeKCT H3/araercss OT
TPeThero JMIla eJIMHCTBEHHOT'O UYKC/Ia («KOJIIETHsL... [TIOCTAHOBIISIET», «COOPAHUE... PEIIUIION).

TeKCT IPOTOKO/A U3/1araeTcsi OT TpeThero JiMlla MHOXKeCTBEHHOIO uucia («C/Iyliaan»,
«BBICTYIIU/IN», «IIOCTAHOBU/IN», «PEIIUIN»).

B [oKymeHTax, yCTaHaBIMBAalOI[UX TIIpaBa M OOSI3aHHOCTH OpraHM3ald, UX
CTPYKTYPHBIX IO pa3jieNeHuil (TO/0KeHHe, UHCTPYKLMs), a Takke COZepiKalluX OIMcaHue
CUTyallui, aHau3 (pakToB WM BBIBOJBI (aKT, CIIpaBKa), UCIIO/b3yeTcsl opMa U3/I0)KeHUsI TeKCTa
OT TpeThero JMlja eJWHCTBEHHOTO WM MHOXXeCTBEHHOrO uucaa («OTAesl OCYIeCTBIseT
GYHKIMH..», «B COCTaB yIpaB/eHUsT BXOJST..», «KOMHUCCHSI [IPOBEJa ITPOBEPKY...»).

B coBMeCTHBIX JOKyMeHTax TeKCT U3j1araeTcst OT I1epBOro JIMLja MHOXeCTBeHHOI'O UMC/la
(«peLumm»).

B nenoBbIx (C/1y>KeOHBIX ) MUCbMaX UCIIOJB3YIOTCS (YOPMBI U3/I0KEHHST:

- OT TIepBOr'o JIMIja MHOXXeCTBEHHOT'O UMC/Ia («IPOCUM HAIPaBUTh...», «IIpe/CTaB/sieEM Ha
PacCMOTpEHHE...»);

- OT TpeThero /uiia eJAWHCTBEHHOro uucaa («aMUHHCTpAlLIUsi He BO3pa)kaerT...»,
«a[MUHHUCTpALIUsI CUUTAET BO3MOKHBIM...»);

- OT IepBOro JMIla eJAWHCTBEHHOI'O UHC/Ia («CUHUTar0 HeOOXOAMMBIM...», «IIpe/ljiararo
PacCMOTPETb...»), eC/Id MUCEMO 0(OPMJIEHO Ha [JO/DKHOCTHOM OJlaHKe.

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

[Ipm yriorpebeHuH B TeKcTe (haMU/IHI JTAL] MHULHAIbI YKa3bIBAIOTCS ITOC/Ie (haMUJIHML.

B nenoBbIx (c/1y>KeOHBIX) MUCEMaX MOT'YT HUCIIO/B30BaThCST:

- BCTyIUTeNbHOE obpalljeHue:

YBaxaewmslIii rocriofuH Ilpencenarens!

YBaskaembIii rocriofuH I'ybepHaTop!

YBaxaemblIii rocriofivH IIpoxopos!

YBakaeMas rocrioxka 3axaposa!

YBaxaembIii Hukosati IletpoBuu!

YBakaeMast Osibra HukosaeBHa!

YBakaemble rocroyal

B obpatjeHny 1o O/PKHOCTH HaUMeHOBaHHe [JO/DKHOCTHU TTHILIETCS C TIPOITUCHOM OYKBBI,
B oOpareHnH 1o HpaMUTIA UHULHA/IBI I He YKa3bIBalOTCS.

- 3aK/IIOUMTe/IbHasl STUKeTHasl ¢pasa:

C yBaxeHueM, ...

4.2.14 OT™MeTKa O TPWIOKEHUM COJEPKUT CBeJeHHsI O JOKyMeHTe ([JOKyMeHTax),
IpujlaraeMoM K OCHOBHOMY JOKYMeHTY (B CONPOBO/JUTe/bHbIX NMUCbMax, IpeTeH3UsX, aKTax,
cripaBKax M Jpyrux HWHGOpPMAallMOHHO-CIIPABOYHBIX JOKYMeHTaX) WM O TOM, UTO JOKYMEHT
SIB/IsIeTCsl [IPUWJIOKEeHUeM K OCHOBHOMY JIOKYMeHTY (B JOKYMeHTax - TIIpWIOXKEHUsIX K
pacIiopsiiuTe/IbHbIM JOKYMeHTaM, I0JIOKeHUsIM, ITpaBu/ilaM, MHCTPYKLKSM, JOroBOpaM, I/IaHaM,
oTyeTaM U Jp. JOKyMeHTaM).
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B conpoBoauTenbHBIX NMHUCBMaxX U JAPYTUX HWH(POPMAalIMOHHO-CIIPABOYHBIX JOKYMEHTaX
OTMeTKa O NPUIOKEHUH O(POPMJIsIeTCs MOJ TeKCTOM OT IPaHUI[bl JIEBOIO IOJsl CJIe/YIOLUM
obpasom:

- eC/I1 NIpUJIOKeHWe Ha3BaHO B TeKCTe:

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

- ecJ/Iv IIPUWIOXKeHHe He Ha3BaHO B TeKCTe WU eC/IU NPUJIOKeHUN HeCKOJ/IBKO, YKa3bIBatoT
Has3BaHWs JIOKYMEHTOB-IIDWIOXKEHHM, KOJMUeCTBO JIUCTOB W 3K3eMIUIIPOB  KaXK/O0ro
TIPUJIOJKEHUS:

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

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

- eCJIU TIpUJIoKeHHe (TIPU/IOKeH!sT) COPOIIIOPOBaHBIL:
[Tpunoxenue: oruetr o HUP B 2 3k3.

- C/I1 OKYMEHT, SIBJISIIOLUNCS TIPU/IO)KeHHeM, MMeeT IIPUJIOXKEeHHsI C CaMOCTOSITe/TbHOM
HyMepaLjyel CTpaHML:

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

- eCJIU TIPUJIOKEHHEM SIB/ISIeTCs1 000COD/IeHHBIN 3/IeKTPOHHBIN HOCUTEDb (KOMITAaKT-AHCK,
usb-deni-HakonuTesns U Ap.):
[Tpunoxenue: CD B 1 3ks.

Ilpy 5ToM Ha BK/ajplllle (KOHBepTe), B KOTOPbII IMOMelljaeTcsi HOCUTe/Ib, YKa3bIBalOTCs
HauMeHOBaHUs1 JOKYMEHTOB, 3allMCaHHbIX Ha HOCHUTe/b, UMeHa ¢ailyioB.

B pacriopsiaiuTenbHbIX [OKyMeHTax (IIOCTaHOBJ/IEHUsIX, PacIlOpsDKeHHsX), JAOroBopax,
MOJIOXKeHUsIX, TIpaBU/aX, WHCTPYKLUUSIX W [JPYyIrUX [AOKYMeHTaX OTMeTKa O IIpPUJIOKeHHH
oopmiisieTcsi CeyIOMmKUM obpasom:

- B TeKCTe [OKyMeHTa IpU IEepBOM YIIOMUHAHWHU JOKYMeHTa-TIPH/IOKEHHSI B CKOOKax
YKa3bIBaeTcsi: ... (NpUIOKeHHWe) Wi ... (NpuiaokeHne 1) mubO B TeKCTe IPOIHCHIBAETCS
«COTIJIaCHO NPUJIOXKEHHIO»

- Ha TIepBOM JIMCTe [JOKyMeHTa-IIpU/IoKeHHs1 B TIpaBOM BepXHeM YIJIy YKa3bIBaeTCsl:

[Tpunoxenue

K [TOCTaHOB/IEHUIO A IMUHHCTpaLX
MYHMUILIMIIAIBHOrO OKpyra IlepBoypanbck
oT Ne

CTpOKM peKBU3MTa BbIPABHUBAIOTCS 110 JIEBOMY Kparo.

4.2.15 T'pud cormacoBaHusi B 3aBUCHUMOCTH OT BHJa JOKYMeHTa U OCODEHHOCTel ero
o(opM/IeHHs1 MOXKeT ITPOCTaB/ISAThCS:

- Ha [1epBOM JIMCTe JJOKyMeHTa (ec/1 JOKYMeHT UMeeT TUTY/IbHBIN JIUCT, - Ha TUTY/JIbHOM
JIICTe) B JIeBOM BepXHeM YIJly Ha YPOBHe I'pua yTBep)KAeHuUs;

- Ha JINCTe COIVIaCOBaHUs, SBJISIOIeMCsI HeOTbeM/IeMOH UacThIO JOKyMeHTa.
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I'pud cornacoBanusi coctout usz cioa COI'JTACOBAHO, no/mKHOCTH /Hlja, KOTOPBIM
COIJIacOBaH JOKYMEHT, €ro COOCTBEeHHOPYUHOW IIOATIMICH, WHUIMATOB, (paMH/INH, JAaTel
COIIacOBaHUsL.

[Tpumep -

COIVIACOBAHO

3amecTtuTesb ['1aBbI MyHHLIAIIAIBHOIO OKpYyTa
[TepBoypanbck

(moaTmCh) N.O. ®amunus

Hata

Ilpu cornacoBaHnu JAoKymMeHTOB B C3Jl ¢ TIOMOIBIO 3/IEKTPOHHOU TIOAIMUCH
DPYKOBOAUTENsS, JIACT COIVIaCOBAaHWsSI paclievaThiBaeTcsi Ha OOpaTHOH CTOpPOHe TIepBOrO
9K3eMIlIsIpa paclopsiiuTe/lbHbIX JOKYMEHTOB, JIUCT COIJIaCOBaHUSI C OpraHaMH BJacTH,
yupeXxAeHUsIMH, APYTUMH OpraHu3alusAMu noArpykaetcsi B C3J1 B ckaHUPOBaHHOM BUJie.

4.2.16 Busa cBUAeTe/NbCTBYeT O COIVIACUM WM HeCOIVIACUM JOJDKHOCTHOI'O JIvLia
(paboTHHKA) € coflep)KaHHEM TIpoeKTa JOKyMeHTa. Busol odopmisieTcs BHyYTpeHHee
corjacoBaHue JOKyMeHTa. Busa BK/ouaeT JO/DKHOCTh JIMI[A, BU3HUPYIOLIEro JOKYMEHT,
TMOJTIMCh, paCIIU(PPOBKY NOATMCH (MHULMANbL, paMUINIO) U JaTy BU3UPOBaHUSI.

4.2.17 Tloannck BKJTIOYaeT:

- HaUMeHOBaHue J0/DKHOCTH JIML{a, TTOANKUChIBAIOIIero JOKYMeHT,

- ero coOCTBEHHOPYUHYIO TIO/TIMCh, paciii@POBKY IMOAMUCH (MHUIMAJIBL, (haMuvist).

[Tpumep -
I'naBa MmyHununaaeHoro okpyra Ilepsoypanbck [Topruce N.0. ®amunus

HPI/I rnoArnrcaHru AJOKYMEHTAa HECKOJ/IBKMMU AO/DKHOCTHBIMU JIMLIAMH, 3dHUMAROIUMU
pa3HoOe IIOJIOXKEHHE, WX TIOAIKMCHU pacriojararoTcsd OJHa I10J ,E[pyl"OfI B I10C/I€e40OBATE/IbLHOCTH,
COOTBETCTByI-OLL[EfI Hepapxvu 3aHUMaeMbIX ,E[O]'I)KHOCTEI\/JI.

[Tpumep -
I'naBa MmyHununaaeHoro okpyra Ilepsoypanbck [Toprnuce N.0. ®amunus

3amecTuTesb ['/1aBbl MyHULIMNA/ILHOI'O OKpyTa
[lepBoypanbck Mo GUHAHCOBO-3KOHOMUYECKOM
TIOJIUTUKE IMogmuce N.0O. ®amunus

ITpn nognucaHuy JOKyMeHTa HeCKOJBKWMMU JIML[aMU paBHBIX JOJ/DKHOCTeH UX ITOAITHNCH
pacriosiararoTcsi OfiHa 1o/, pyroi B angaBUTHOM IMOpsiZIKe.

[Tpumep -
3amecTtuTesb ['1aBbI MyHULMIIABHOIO OKpYyTa
[TepBOypanbck [Toprnuce N.0. ®amunusa
3amecTtuTesb ['1aBbI MyHULMIIA/IBHOIO OKpYyTa
[TepBOypanbck [Toprnuce N.0. ®amunusa
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4.2.19 Ileuath 3aBepsieT MOJJIMHHOCTh ITOAIIMCHA [O/DKHOCTHOI'O JIMIlA Ha [JOKYMeHTax,
y/JIOCTOBepSIIOIIMX IIpaBa JIML], (PUKCUPYIOLIUX (PaKThl, CBsi3aHHbIe ¢ (MHAHCOBBIMU Cpe/ICTBaMH,
a Takke Ha HHBIX JOKyMeHTax, IIpeJlyCMaTpHBAalOL[MX 3aBepeHHe IIOAIMCH IlevyaTbio B
COOTBETCTBHH C 3aKOHOAaTeIbcTBOM Poccuiickol ®esepariuu.

JIOKyMeHTEI 3aBepsItoT IeuaTblo opraHusaluu. [leuatb npocraB/sieTcss, He 3axBaTbIBast
COOCTBEHHOPYYHOU TOJAIMCH JIMI[A, ITOAIHCABIIEro JOKYMEHT, WM B MecCTe, 000O3HaUeHHOM
«MII» («MecTo revaT»).

4.2.20 OtmeTKa 00 HCIIO/NHUTe/E BKIOUAeT (paMUINIO, UMsSI U OTUECTBO HCIIOTHUTES,
HoMep ero Tenepona. OTMeTka 00 WCIOHHTE/NE MOXKET JOMOJHSITHCS HavMeHOBaHUEM
JOJDKHOCTH, CTPYKTYPHOIO NTOZipas/ie/ieHUs U 3/IeKTPOHHBIM a/jpecoM UCIIOIHUTe/I.

OtmeTka 00 wcrosHUTe/le OGOPMIISIETCST Ha JML[EBOM CTOPOHe IIOC/AeAHero JIMCTa
JIOKyMeHTa OT I'PaHMLIbI JIEBOrO TIOMS WJH, TIPH OTCYTCTBUM MeCTa, - Ha OOOPOTHOM CTOpOHE
BHH3Y CJIeBa.

Harnpumep:

WNBanos MBan BaHOBUU,

KoHTponbHO- OpraHysaljoHHbIN OT/el,

BeJlyLL[MH CIIeLIHa/IuCT,

+7(3439) 66-77-99,

ivanov@prvadm.ru

OtMmeTKa 00 UCITONTHUTEe MOXKET OQOPMIISITHCS KaK HYDKHUM KOJIOHTUTYJI U MeUaTaTbCst
IpU¢TOM MeHBbIIIero pasmepa.

4.2.21 OTMeTKa O 3aBepeHUU KOIMUU odOpMIISIETCs [/Is1 TIOATBEPKAEHHsI COOTBETCTBUS
KOIMU JIOKyMeHTa (BBIIMCKW U3 [JOKYMeHTa) IOJJMHHUKY JOKyMeHTa. OTMeTKa O 3aBepeHUH
KOITMU IIPOCTAaBJ/IsIeTCs 107, PeKBU3UTOM «IIOAIHMCH» U BKIIIOUaeT: CJIOBO «BepHO»; Hajmuce o
MecTe XpaHeHHsl JJOKYMeHTa, ¢ KOToporo Obuia m3rotoBieHa komrusi ("IlogsMHHUK JOKyMeHTa
HaXO/WTcs B (HaUMeHOBaHUe opraHusalyu) B fese Ne ... 3a ... rof"). HaMMeHOBaHUe [JO/DKHOCTU
JWlja, 3aBEpPHUBILErO KOIMHIO; ero COOCTBEHHOPYYHYIO TIOAMHMCH; PacMPOBKY IOAIHCH
(uHULIMABL, GaMUINIO); ATy 3aBepeHusl KOMUU (BLITTUCKY U3 IOKYMEHTA).

[11s1 mpocTaB/ieHUs1 OTMETKH O 3aBepeHUH KOITMU MOXKeT HCIT0/Ib30BaThCsl IITaMIL.

4.2.22 OTMeTKa O TOCTYIUIEHWH [AOKYMEHTa CJAYXKUT [Js1 TOATBepxKJeHust dakTa
MOCTYIVIEHUS] JOKYMeHTa B OpraHM3alldl0 W BK/IOUYaeT JaTry IOCTYIUIEHWs W BXOZSIIUMN
perucTpariioHHbI HOMep JOoKyMeHTa. IIpu HeoOXOAMMOCTH OTMeTKa O TOCTYIIJIEHUH MOXKET
JIOTIOIHATECSL  YKa3aHWEM BpeMeHHM IIOCTYIUIEHHs] B YacaXx M MHHyTaX M criocoda [JOCTaBKH
JIOKYMeHTa.

OTmeTKa O ITOCTYIUIeHHH JJOKYMeHTa MOXKeT ITIPOCTaBJIATLCS C [IOMOILBIO [ITaMIIa.

4.2.23 PesomoLysi COAepXUT yKasaHue I10 MCIIOJIHEHWIO [OKyMeHTa. Pesosolus
oopmiisieTcsi Ha cBODOAHOM MecTe pabouero monst JOKyMeHTa, Ha OjlaHKe pe3OMIoLUUd WA
BHOCHTCS HETIOCPECTBEHHO B CHICTEMY 3/IeKTPOHHOI'O JOKYyMEHTOODOPOTa.

Pe3omonsi Ha OyMaKHOM HOCHTesle BKJIOUaeT: (aMU/IMIO, WMHHULMA/IbI HCIIOMHUTES
(ncnionHuTeel), TTIOpyYeHue 110 JOKYMEHTY, IIPHU HeOOXOANMOCTH - CPOK HUCTIOHEHUS], TTO/TIHCh
/LA, BBIHECIIero Pe30JIIOLUIO, aTy pe30JIoL1H.

[Tpumep -

®amunuda U.0O.

[Tpory noaroroBuTts Mnpegiaoxenus K 10.12.2020 roga.

IMogmnuce

Hata
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4.3. TlpaBua HauMeHOBaHUsI ¢aiiaioB, BK/IabiIBaeMbIX B KapTouky CI/1
HaumeHoBaHue co3fiaHHoro daiina Ao/mkHo uMeTh BUj " Buj gokymenTa. Tema. [lata."”,

Hara opopmisieTcst B popMaTe «IJMMITIT» U COOTBETCTBYeET JaTe co3fjaHus daiiia U
BHeCeHHs1 B Hero Nocjie/JHUX U3MeHeHU!

Tema - cyTb JOKYMeHTa, cofiepiKalllerocsi B daiine.
Hanpumep, Ha3BaHue (paiisia HHCTPYKLIUH IO Ae/IONPOU3BOACTBY AO/KHO UMETh BU/:

WNuctpykuus. Jenonpoussogcrso.21.11.2020

V. OcobeHHoCcTH IIOJATIOTOBKH U O(bOPM]'IEHI/IH OTJe/IbHbIX BUAOB JOKYMEHTOB

5.1.IIpaBoBBI€ aKThI

OdopmiieHre NTPOEKTOB IPaBOBBIX aKTOB I'/1aBbl U AJIMHUHUCTpALIUd MYHHULMIAIBHOIO
okpyra IlepBoypasbck (fjanee - IPOeKThl NIPaBOBBIX aKTOB) JO/KHO COOTBETCTBOBATH €JUHBIM
TpeOOBaHUSIM,  YCTaHOBJIEHHBIM  3aKOHOJATe/NbCTBOM  Poccuiickoit  @epepariu = #
3aKOHO/[aTeIbcTBOM CBepAIOBCKOM 00/1aCTH, a TAK)Ke HaCTOSIII{EN HHCTPYKLHM.

CorylacoBaHre IIPOEKTOB IIpPaBOBBIX aKTOB OCYIIECTBJISIETCSI B 3JIeKTPOHHOM BHZE C
rcnosb3oBaHreMm CO/I TICO, 3a UCK/IIOUeHHeM IIPOEeKTOB IIPaBOBLIX aKTOB I10 JIMUHOMY COCTaBy
ApmuHucTtpaiiu U ¢ rpudom «JICII», cornacoBaHHe KOTOPBIX OCYIL[eCTB/sieTcsl TOJBKO Ha
6yMaKHOM HOCHTeIe.

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

- 3aK/IFOUeHMsI KOMHUTETa I10 [TPaBOBOH paboTe U MyHULIUIIAIBHOM CTyKOe;

- uHpopMallMM O pasMellleHWH IIpoeKTa HOPMAaTUBHOI'O IIpaBOBOI'O aKTa Ha caiiTe
MYHHLIAIIaIbHOrO OKpyra [lepBoypasbck Al IPOXOXKAEeHNUsI aHTUKOPPYIILIMOHHOM SKCIIepTH3bI
(CKpUH 3KpaHa);

- 3akmoueHus1 Ilpokypatypel r.IlepBoypasibcka, B ciiydae HeloOJyYeHUs 3aK/IFOUYeHH,
COIPOBOAMUTE/NLHOIO NMCbMa O HalpaB/JeHWH IIpoeKTa HOpPMaTUBHOIO IIpaBOBOIO akKTa B
ITpokypatypy r.IlepBoypabckKa;

- 3aK/IFOUeHMs], [IOATOTOB/IEHHOrO 10 pe3y/bTaTaM OL|eHKH peryJ/IHUpyIolero Bo3/enCcTBUs
(Tipy HEOOXOAUMOCTH).

Kpome Toro, B Kaprouke gokymeHTa B C3Jl HeoOXOAMMO TIPOCTaBUTh TI'PUP
«HOPMaTHUBHOCTb».

VcrosHUTENE HeCeT MepCOHAMBHYIO OTBETCTBEHHOCTh 3a COD/IIO/IeHHe BCeX IpOLieyp
rpaBUILHOCTL odopmiieHust HITA B CO/I.

[IpoekThl TpPaBOBBIX AaKTOB OGOPMIISIIOTCS [0 ObOpasliaM COrJIacHO ITPUJIOKEHUSIM
NelNe 2,3,4,5 K HacTosi1[ed HUHCTPYKLUH.

IpudT aast obopmiieHust mpaBoBbIx akToB: Liberation Serif pasmepom Ne 12

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

K pekBuM3WTaM MpaBOBOTO aKTa - OOs3aTeNbHBIM CBeJEHUsIM, BK/IIOUaeMbIM B TEKCT
TNIpaBOBOr'O aKTa /Il IPU3HaHUs ero e iCTBUTe/IbHBIM, OTHOCSTCS:

- u3o0pakeHHe repba MyHHULUITATLHOTO OKpyra IlepBoypasbek;

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

- JjaTa IIpUHATHS [IPaBOBOIO aKTa;

- peruCTpallMOHHBIM HOMep ITPaBOBOI'O aKTa;

- MeCTO IPpHHATHS IIpaBOBOIO akKTa, B KauecTBe KOTOPOI'O yKa3blBaeTcsl I'OpoO[
[TepBOypabck;

- TOANMChH VIIOJHOMOYEHHOrO JIMIja, BKJ/IOYamoljasl I[IO/IHOe HauMeHOBaHUe ero
JIO/DKHOCTH, ero JIMUHYIO MOANUCH (TOJMBKO Ha IO/JIMHHMKe IPaBOBOIO aKTa), ero MHULMAMIbI U
damumio.

5.1.2. OdopmreHre TeKCTa OCHOBHOI'O JOKYMeHTa

KaxxapIii ucT mpaBoBOro akrta, opopMJIeHHBIH Kak Ha Oj1aHKe, Tak U 6e3 OiaHKa, IMeeT
crefyolye pasmepsl nosieii: geBoe — 30 MM; mpaBoe — 15 mMM; BepxHee — 20 MM; HUXHee —
20 MmMm.

IlepBas cTpaHulja NpoeKTa IIpaBOBOI'O aKTa He HyMepyeTcCs, BTOpas U IOC/eAyIoLre
CTpPaHUIIbI JO/KHBI OBITH TMPOHYMepoBaHbl. Hywmeparjusi CTpaHHWI] ITpOeKTa ITPaBOBOT'O akKTa
OTAeNbHa OT HyMepal[dd CTpaHML] IIPWIOKEeHHWH K JaHHOMy IIpaBOBOMYy akTy. Kaxpjoe
TIPUWIOXKeHHe K IIpaBOBOMY akKTy HyMmepyeTcsl OTAe/bHO. llopsiikoBble HOMepa CTpaHUI]
IIPOCTABJISIFOTCS TIO LIEHTPY BepXHEro IOJsi CTPAHULIbI apabCKUMH LU(ppaMU C HUCIIOIB30BaHUEM
mpudTa Liberation Serif pasmepom Ne 12 6e3 cyioBa «CTpaHMIla» U 3HAKOB ITpeTMHAHUS.

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

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

Hanpumep: B cpok o 21 nrons 2020 roaa;

- He JIOIlyCKaeTCsl [epeHOCUTh Ha JPYI'yIO0 CTPOKY WM CTpaHULy WHHULMa/Ibl NIMeHU U
oTuecTBa OT (paMHJIMM; COKpAIlleHHBbIE POJOBBIE IOHATHS (HAllpUMep, «T.», «YJ.», «00J.») OT
MMeHH COOCTBEHHOTO, C KOTOPBIMH OHH HCIIOJB3YIOTCS; COKpallleHHs1 0DO3HaueHUs1 Mep OT
1judp, yKasbIBaIOIIUX YUCIO U3MepsieMbIX e[UHHL]; CJAOBeCHble BbIpa)keHHUs OT L{U(POBBIX IpU
oopM/ieHNH JjaT, Ka/leH/JapHbIX CPOKOB, B Ha3BaHMUsIX [1pa3ZiHUKOB U 3HaMeHaTe/IbHbIX JaT;

- He yroTpeOJSIIOTCS COKpallleHHble BapUaHThHI CJIOB M 00O3HaUeHHe CJIOB CHMBOJIAMHU.
Haripumep, Mo/HOCTEIO, B COOTBETCTBYIOIIUX UMC/IAX U MaJie)KaX, IMUIIYTCs cIoBa: pyoiib, TOf,
IJlaBa, CTaThbsl, [IYHKT, [IOAIYHKT, 4acTh, Naparpad u Jpyrue);

- TIpY MHOTOYUC/JEHHOM YIOTpeO/IeHNH pa3BepHYThIX HaMeHOBaHWMN JOMyCKAaeTCs HX
COKpallleHHe 710 OAHOT'O WM HECKOJBKHX CJIOB, YTO [O/DKHO OBITH CIlellajbHO OFOBOPEHO B
TeKCTe.

Hanprmep: IlyaH KOHKYpCHBIX IpoLleZyp MO pa3sMeljeHHI0 MYHHIIMIIAAbHOIO 3aKasa
Ha ITOCTaBKy ToBapoB (pabort, ycayr) (ganee — [1nan);

- He [JIOIyCKaeTCsl WCIIONb30BaHWe COKpallleHHOIO HauMeHOBaHHs OpraHu3aliyy,
rocy/lapCTBeHHbIX OpPraHOB, eC/IM 3TO CIIeljha/lbHO He OrOBOPEeHO B TeKCTe IIpaBOBOI'O aKTa.

Harpumep: akinoHepHoe obujecTBO «IlepBoypanbckuil HOBOTPYOHBIHN 3aBof» (fanee —
AO «ITHT3»). IIpu oTCyTCTBUM TaKO OrOBOPKHU UCIIO/L3YeTCsl TOMBKO MOAHOe HAaUMeHOBaHWe
OpraHH3aLly;

- He yIOTpeO/ISIIoTCs TaKKe COKpalljeHHsI CIOBOCOYeTaHUs], KaK B T.4., U T.[., ¥ T.IL., U Ap.,
Y TIp. C/lefiyeT 3aMeHUTh CJI0BaMH, HallpuMep: «M UHBIX OTPac/sax»;
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- JOIyCKaeTcsl UCIOb30BaHWe TaKUX OOIIeyrnoTpeOUTeNbHBIX COKpalljeHUH Kak: THIC.,
MJIH., MJIp[l, KB.M, Ky0.M, CM, MM, M.

CyoBa B TeKCTe IIpoeKTa IIPaBOBOIO akKTa OTZJeNsIOTCS [Pyl OT Jpyra OJHUM
rpobeTbHBIM UHTEPBAIOM, CTPOKH 1,15 - 1,5 MeXXCTpOUHBIM UHTEPBAIOM.

HoBeiii ab3all mpoekTa IpaBOBOI'O aKTa He [JO/DKEH HAUMHATHCS Ha II0C/ae[Hell CTpOKe
cTpaHuIbl. Ab3al] He O/DKEH 3aKaHYMBAThCSI Ha MTEPBOM CTPOKE CTPAHUIIBI ( «BUCSUKE CTPOKH»).

B Tekcre rpoekTa NpaBOBOI'O aKTa He HUCIIO/Ib3YIOTCS IlepeHOCk! B cyioBax. [IpruMmeHneHue
IIepeHOCOB B C/IOBAX JJOMyCKaeTCsl B TabJIHMIIax.

HaumeHoBaHMe IpoeKkTa IpaBOBOI'O akKTa OTpakaeT IIpeJMeT ero peryJMpOBaHUs U
dbopMyrpyeTcsi B BUje OTBeTa Ha Borpoc «O uem?», pa3melijaeTcsi M BbIpaBHUBAeTCsl MO
JIeBOMY TIOMIO, HO He Oosee 8 cM. OT sieBoro mosisi, TeuataeTcss Oe3 aO3arfHOro OTCTyMa C
IIPONMCHOM OYKBBI, TOUKAa B KOHIle HAaWMEHOBAaHWsI He cTaBUTCS. HavMeHoBaHMe TIpoeKTa
IIpaBOBOT'O aKTa, COCTOsilliee W3 [JBYX U Oojiee CTPOK, I1€YaTaeTcss 4Yepe3 OJWHAPHBIMA
MeKCTPOYHBIA MHTepBasl, He JOIyCKaeTCsl OCTaB/IATE B KOHI|E CTPOKU OJHO- U ABYXOYKBEHHbIE
TpeJ|/Iory, pas3pblBaTh AaTbl, HOMepa U CMBIC/IOBbIe CJIOBOCOUYETaHMs.

CopepxaTe/ibHasi 4acTb IIpaBOBOI'O aKTa COZEP)KUT TIpaMMaTHYeCcKd W JIOTUYeCKH
COTIJIaCOBaHHYIO MH(OpMALMIO 00 yIIpaBaeHYeCKHX AeHACTBUSIX.

NmeeT ciiefiyrolye OCHOBHBIE CTPYKTYPHBIE 3/IeMeHThI:

- IpeaMby1y;

- IOCTAHOBJIIIOIIYIO (B PACIOPsKEHUSIX - PaCOpsiJUTe/NbHYIO) UacTb.

CopepxaTe/ibHasi 4aCThb IIPOEKTa [IPaBOBOI'O aKTa OT/e/IsIeTCsl OT HAMMeHOBaHHUsI [IpOeKTa
IIPaBOBOT'O aKTa YeTHIPbMsI MEKCTPOUHLIMU HMHTepBa/laMH, IeyaTtaeTcs ¢ ab3alHoro OTCTyIa
12,5 MM OT /1eBOM I'PaHHUILIBI TEKCTOBOI'O IOJS Uepe3 OAWHAapHBIA MeXCTPOUHBIM HWHTepBal U
BbIpaBHHBAeETCS 110 JIEBOU U NTpaBOU I'PaHUIlaM TeKCTOBOI'O ITOJIS.

B npeambyie yKa3bIBarOTCS IPUYMHBI, OCHOBAHUS, 1Ie/IM ¥ MOTHBBI IIPUHSTHS ITPABOBOT'O
akTa. Eciu mpaBoBoW akKT H3JaeTcss Ha OCHOBAaHMM JPyroro [JOKYMeHTa, TO B IIpeaMOyiie
Jle/laeTcsl CChl/IKa Ha STOT JJOKYMEHT C yKasaHUeM /laTbl, HOMepa, HauMeHOBaHUsl (IIpY Ha/IMunK ).
Ecimu Takux [OKYMEHTOB-OCHOBaHUM HeCKOJBKO, TO OHHM TIpPyNIMPYIOTCI IO BHJAM
(3akoHOZarenscTBO Poccuiickodt Defeparpy, 3akoHOAaTenbCTBO CBepAIOBCKON 00/1acTH), IO
NojBYaM (3aKOHBI, yKa3bl, IIOCTAHOB/IEHUs, paclopsDKeHMs)) M B IIpeJiesiax IMO/BHAA
pacIio/iararoTcsi B XpOHOJIOIMUeCKOM IOpsifIKe.

[Tpeambyna:

1) He fe/MTCs Ha YHKTBHI, ITOATYHKTHI;

2) HaumHaeTcs ¢ ab3aHOro OTCTyNla M paclojaraeTcs HeNOCpPe/CTBEHHO IIOC/e
HavMeHOBaHHsI [IpOeKTa IpaBoOBOro aKTa yepes ueThbIpe MeKCTPOYHBIX MHTepBala.

B mpeambyiie MOryT OBITH TIPUMeHEHBI BBIP&XKEHHSI «B L[e/SIX», «B COOTBETCTBUN», «BO
VICIIO/THEHHEe ».

B  mpoekrax  mocraHOBneHHMM ~— ['naBel  mpeamOysa  3aBepliaeTcss — CJIOBOM
«[IOCTAHOBJIAI:» B npoeKTax NOCTaHOBIEHUN AJMUHUCTPALUM MYHULMIIAJBEHOTO OKpyra
[TepBoypanbck npeam6Oy/a 3aBepinaetcs: cjioBoM «[IOCTAHOBJIAET:», koTtopoe meuaTaeTcs
yepe3 2 MeKCTPOUHBIX MHTepBaja C HOBOM CTPOKH IPOIHCHBIMU OyKBaMH. B pacriopspkeHHH
3TO CJIOBO OTCYTCTBYET U IOC/Ie TIpeaMOyJIbI CTaBUTCS ABOETOUME WU 3arisiTasl.

[Ipeambya MOXeT OTCYTCTBOBaTh, €C/IH IPeAINKChIBAEMbIE JeHCTBUS He HY>KAAIOTCS B
pa3bsCHEeHUM.

[oryckaeTcsi yMeHbllleHHe WHTepBajOB MeXJAY CTPYKTYPHBIMM 3jleMeHTaM{ IIpoeKTa
IpaBOBOrO  akTa (HaUMeHOBaHHWEM U TpeaMOy/IoOW, a TakkKe IIOCTaHOBJISIFOLEH
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(pacriopsiiuTelbHON) YacTbi0O U TMOZAIMCHIO JO/DKHOCTHOTO JIMIlA JO TpeX MeXCTPOUYHbIX
VHTEPBAJIOB; MEXKY IpeaMOyJIoN M TIOCTaHOB/ISIIONeH (pacropsifUTe/IbHOM) YacThIO [0 OHOTO
MeKCTPOYHOI'O HHTepBasa, MpU HEOOXOJMMOCTH pa3MelleHUs] IMpOeKTa IpaBOBOIO aKTa Ha
OJJHOM CTpaHHUIIe.

B nocraHoBssitomleli (pacnopsiiUTe/NIbHOM) 4YacTH IIpOoeKTa IIpaBOBOTO aKTa MOLYT
COZlep>KaThCsl  HeIoCpe/CTBeHHble yKa3aHWs IpeJIMChbIBaeMbIX JeHCTBUM, KOHKpEeTHbIN
VCTIOJIHUTENb Ka)KAOro AeWCTBUsI, CPOKU HCIIOMHEHMs. B KauecTBe WCIIONMHUTEISI MOTYT OBbITH
ob03HaueHbl JO/DKHOCTHBIE JIMIIa W CTPYKTYpHBIE TMOApasfesieHHss AJIMUHUCTPALH
MYHHULMNa/MbHOro oKpyra I[lepBoypanbck U IO/BeJJOMCTBEHHbIX el yupekAeHWH (IIpyU 3TOM
VHHLHAJIBI ¥ (PaMU/IHST PYKOBOJUTEISI YKa3bIBAIOTCS B CKOOKaX B MMEHUTE/IHLHOM Ma/iexKe).

IlyHKT mocTaHOBIsOLIeN YacTH IpoeKTa IIPpaBOBOTO aKTa MOXKeT HMeThb Cjefyloliue
CTPYKTYPHBIE 3/IeMeHThI: YaCTH IYHKTA, TOAITYHKTHI ITyHKTA, TIOAMYHKTHI YaCTH MTyHKTa, ab3al{bl
IyHKTa, a03al[bl YacTH MyHKTA, ab3al[bl MOAMYHKTA ITyHKTa, ab3albl MOAYHKTa YacTH ITyHKTa,
KaXX/IbIil U3 KOTOPBIX HAUMHAETCs ¢ ab3alHoro orcrymna 12,5 MM OT JIeBOM IpaHHIIbI TEKCTOBOTO
1osisi (KpacHOM CTPOKM).

[ToATnyHKTEI IIyHKTa, MOAIYHKTHI UaCTH ITYHKTa [MOCTAHOBJIAAIOIIeN (pacropsijuTe/IbHOMN)
YacTH IpPOEeKTa TPaBOBOIO aKTa HYMepYIOTCsl apabCKuMH IjdpaMu co CKOOKOW cripaBa 0e3
TOYKH WJIM TOJIBKO TOUKOM Oe3 cKoOku. OTAessIFoTCs APYT OT Apyra TOUKOM C 3aIsiToH.

ITyHKT, yacTh MyHKTa, MOAIYHKT IIYHKTa [TOCTaHOBJSIIOLIeN (pacropsiiuTeIbHOMN) YyacTy
IIpOeKTa IPaBOBOT'O aKTa MOTYT UMeThb ab3alfbl, OT/ie/isieMble PyT OT Jpyra TOUKOM C 3aIisiTOMH,
He UMelolIHe TIOpsiIKOBBIX HOMEpOB.

YacTe NMyHKTa HauuMHaeTCsl C KPACHOM CTPOKH, MOXeT COCTOSITb U3 MOJAIYHKTOB U
ab3a1ieB, 3aKaHUMBAaeTCs] TOUKOH, HyMepaliuu He uMmeeT. [IoATIyHKTHI OTAEMSAIOTCS APYT OT Apyra
TOUKOHN ¢ 3arsATod. IloanyHKTBI 0003HavaroTCsi apabcKuMM IippamMu co CKOOKOH cripaBa 0Oe3
TOUKHU.

Ab3amamMu SIBISIIOTCST BCe CTPOKH, HAUMHAIOIIHECs] ¢ KPaCHOM CTPOKH, BHE 3aBUCHUMOCTH
OT HaIMCaHWsI C ITPOMMCHON WK CTPOYHOM OYKBBL

[Ipn HeoOXOAMIMOCTH OCYI[eCTBAeHUs] KOHTPOJS 3a WCIOIHEHHEM IIPaBOBOIO aKTa B
roc/iejHeM MyHKTe cojiepkaTe/bHOM UacTU IpoeKTa IIPaBOBOI'O aKTa yKasbIBaeTCsl IOHOE U
TOYHOe HalMeHOBaHUe [JO/DKHOCTH JMLja, Ha KOTOpOe BO3j1araeTcsi KOHTPOJb, ero UHULMAIbl U
bamuus, HanpuMep:

KoHTposb 3a HcIOMHeHHeM HacCTOSI[ero IMOCTaHOBJIEHUS] BO3JIOXKUTb Ha 3aMeCTUTeJIsI
'naBel  MyHMIUMNaneHOro OKpyra IlepBoypasbCcK 1O  MYHMIUIIAJBHOMY  VIIpaBJI€HHUIO
N.0.®amunus.

[Ipy HeOOXOAMMOCTH OCYIeCTB/IEHUS KOHTPOJS JIAL[OM, IOJTHMCHIBAIOI[UM JOKYMEHT,
WCTIO/b3YeTCsl e yrolasi popMyIHpOBKa:

KOHTPO]’IB 3d UCITIOJIHEHHEM HaCTOAIIETro ITOCTAHOBJ/IEHHWA OCTAaBJIAIO 3a cobom.

B mnyHKTax O BCTYIUIEHMM B CHJIy IIPaBOBOIO akTa YIOTPeOJSIOTCA ClefyIolye
CTaHJApTHbIE BLIPA)KEHHUS: «BCTYIaeT B CHIIY», «PaclpOCTPaHsIeTCs] Ha TMPaBOOTHOIIEHHUS».
[IyHKT O mopsifiKe BCTYIIEHHsI B CH/Iy YKa3bIBaeTCsl B C/Iydae, eCM HeOOXOJUMO yCTaHOBHTD
0COOBIH MOPSIIOK BCTYIUIEHUSI B CHJIY ITPABOBOIO aKTa, HallpuMep:
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Hacrosiliee mnocTaHOB/ieHHWe BCTyIaeT B CWIY Ha C/AeAVIOIIUA [JeHb IIOC/Ae ero
oduransHOrO Oy O/ IMKOBaHUS.

mbo

Hacrosiee roctaHoB/ieHre BcTymaeT B cuiy ¢ 1 auBapsa 2022 roja, 3a UCK/IIOUEHHEM
IIyHKTa 5 HaCTOALero [OCTaHOB/IeHMs], BCTyratoljero B cuiy ¢ 20 mapta 2021 roga.

Kak IIpaBHJIO, ,E[aHHI:IfI IIYHKT B IIPOEKTE IIPABOBOI'O dKTa pacCIIojlara€Tcsd A0 IIYHKTa O
BO3JIOXKE€HHUHW KOHTPO/JIA 3da UCIIOJIHEHHUEM TIpaBOBOI'O dAKTa.

HPI/I HEO6XO,E[I/IMOCTI/I OHy6]II/IKOBaHI/IH IIpaBOBOI'O aKTa IMPOEKT IIPpaBOBOI'O dKTa [OJ/IXKEH
COoJ€epXKaThb ITYHKT C COOTBETCTBYIOIIIUM YKa3aHWEM, HalIpUMeEDP:

Hacrosiiijee roctaHoB/ieHHe OMyOJMKOBATh B ra3eTe «BeuepHuii [lepBoypaibck».

mbo

HacTosiiijee TOCTaHOB/IEHHWE pPa3MeCTUTh Ha OQHIMAIbHOM calTe MYHHUIUITaIbHOIO
okpyra IlepBoypasbcK.

HITA noz/exat obsi3aTelbHOMY OIy6/IMKOBAHHMIO B OPUI[HATEHOM U3/IaHHH.

Ilpy ccrlike B TeKCTe MpOeKTa IIPaBOBOIO akTa Ha (efiepabHble KOHCTUTYLIMOHHBIE
3aKOHBI, (peflepanbHble 3aKOHbI, VKa3bl [IpesusieHTa Poccuiickoii ®egepaliyy, 3aKOHbI
CBepAJ/IoBCKOM 06/1acTH UX flaTa o(OpMIISIETCsT CIOBeCHO-IIM(POBBIM CIIOCOOOM B C/IeAYIOLIeH
MOCTeIOBaTeILHOCTH:  JleHb Mecsilla - apaOcKumy  IdpaMy, Mecsl - CJIOBOM B
COOTBETCTBYIOI[eM Ilafieke, rof - apabckumu ruppamMu c gobOaBlIeHWEM CJIOBA «TO» B
COOTBETCTBYIOI[EM ITafiexke Oe3 coKpalljeH!s, HallpuMep:

3akoH CeepioBckoi obmactu ot 20 Hostopst 2010 roga Ne 96-03.

CchUIKM B TeKCTe IMpoeKTa MpaBoBoro akra Ha KoHcruryyuio Poccuiickor ®epepaiiuy,
KOZIeKChI, Y CTaB MYHHMIIUIAJILHOTO OKpyra IlepBoypasbck MOryT opOpMIISIThCS Oe3 yKa3aHWUs
[laThbl UX TIPUHSTHS, HaTIpUMeD:

B cootBeTcTBUU € 3emenbHBIM KofleKcoM Poccutickoit ®eneparuu.

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 IIPaBOBOI'O dKTd 4Ye€pe3 UYeTbIpe MEXCTPOUHBIX
HUHTEpBaJa. B coctap IIOAIINCH BXOAAT: HaMMEHOBaHHWE AO/DKHOCTH JiMIld, ITOAIIMCBIBAIOIEr'O
HpaBOBOI\/JI dKT, €ro JiIM4Had [IIOAIIMCh, HWHHIHAJIBI H (baMI/I]'II/IH. ,[[O]DKHOCTI: JIk1ia,
MOAINUCHIBAIOIET'O TIPOEKT IIpAaBOBOI'O aKTd, II€UaTA€TCA 4Yepes3 O,E[I/IHEIPHI:II‘/JI ME)KCTPO‘IHI:II\/JI
HUHTEPBAJI. HammeHoBaHMe AO/DKHOCTHU TIeUyaTaeTcd y JIEBOH 'PaHULIBI TEKCTOBOI'O I10JI,
HWHHLIWAJIBI U (baMI/I]'II/IH -y HpaBOI\/JI 'PaHULIBI TEKCTOBOI'O IIOJIA Ha YpPOBHE HOC]'IE,E[HEI\/JI CTPOKHU
HaWM€EHOBaHHA AO/DKHOCTH, HHUILMAJ/IBI OTAEIAI0TCA OT (baMI/IfII/II/I HPO6EJ'IOM, HallpuMep:

I'naBa MmyHununaaeHoro okpyra Ilepsoypanbck [Toamuch N.0. ®amunus

5.1.3. BHeceHMte U3MeHeHUM B IPaBOBOU aKT

BHeceHne u3MeHeHMI B IpaBOBOM akKT OCYIeCTBJ/IIeTCSl IyTeM IIPUHATHS OpraHoM,
TIPUHSBIIKM IIPaBOBOM aKT, B KOTOPBIM BHOCSITCSI U3MeHeHWs], IIPaBOBOIO aKTa TOI'O ke BH/a,
ec/IM MHOe He yCTaHOBJ/IEHO 3aKOHOZaTe/IbcTBOM Poccuiickort ®efepalliy U 3aKOHO/aTe/IbCTBOM
CBepAJ/IOBCKOM 00/1aCTH.
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VI3MeHeHHs1 BHOCSITCS TO/IBKO B [TIePBUUHbBIN [IPaBOBOH aKT.

BHeceHre U3MeHeHH B IPaBOBO# aKT IpeArio/araer:

- 3aMeHy uMce/l, CJIOB, Npe//I0KeHNH;

- ZJOTIO/IHeHe CTPYKTYPHBIMU 3/leMeHTaMH, UMC/IaMH, C/I0BaMH, IIpe/JIO’KeHUsIMUY;
- CK/IIOUeHHe YKceJl, CJI0B, Npe//IoKeHNH;

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

- IpU3HaHKe CTPYKTYPHOI'O 3/leMeHTa YTPaTUBIINM CUIY.

HaumeHoBaHMe IIpO€KTa IIpaBOBOI'O aKTa, IIpE€AIIo/aratomiero BHeCeHue W3MeHeHUl B
OCHOBHOH HPaBOBOﬁ dKT, KdK IIpaBW/IO, HAUUHAETCA CO CJ/IOB «O BHeceHUH HU3MeHEeHUS...» UIH
«O BHeCeHUH U3MeHEeHHH. .. ».

B HaumeHoBaHUM IIPpOEKTA IIpaBOBOI'O aKTd, KOTOPBIM BHOCATCH U3MEHEHUA B JOKYMEHT,
yTBep)KAEHHI:II‘/JI IIpaBOBBIM dKTOM, YKa3bIBalOTCH ITOC/TI€A0BATE/IBHO:

- HAUME€HOBAHHWE JOKYMEHTaQ, B KOTOPbeI BHOCATCA U3MEHEHMUS,

- CJIOBO «yTBEP)K,E[EHHI:Iﬁ», COIIaCOBAHHOE B COOTBETCTBYIOIIIEM pO/J€, UUCJIE U T1afeXKe C
HaM€HOBAHHEM IIpAaBOBOI'O dKTa, B KOTOPbeI BHOCATCA U3MEHEHUA;

- BU/J TIpABOBOI'0 dKTad, KOTOPBIM YTBEPXKAAETCA HPaBOBOﬁ dKT, B KOTOPI:IFI BHOCATCHA
HW3MCHEHUSA,

- HAWMEHOBAHHWE Opr'aHa, IIPUHSBHIETO HPaBOBOﬁ dKT, KOTOPbIM YTBEPXAAE€TCA WH/IN
OAO6PHETCH HPaBOBOﬁ dKT, B KOTOPbeI BHOCATCA U3MEHEHMUS,

- AaTa IIpUHATHUA U PEFHCTPHHHOHHbIﬁ HOMED IIpaBOBOI'O dKTd, KOTOPBIM YTBEPXKAA€TCA
HJ/In OAO6PHETCH HpaBOBOI‘/JI dKT, B KOTOPI:IFI BHOCATCA U3MEHEeHMHS.

HPI/I 95TOM HAWMEHOBAHHE IIPAaBOBOI'O dKTad, KOTOPBIM YTBEPXKAAETCA WU/IN OAO6PHETCH
HPaBOBOﬁ dKT, B KOTOPI:II‘/JI BHOCATCA U3MEHEHUS, HE YKA3BIBA€TCA, HAIIpUMED:

O BHeceHuu nsMeHeHu! B [Iporpammy.............. ,
yTBep K/leHHYO0 [I0OCTaHOBJIeHHEeM

A IMUHUCTpal|My MYHULMIIA/IbHOI'O OKpyTra
[TepBoypanbck ot 24 nekabpst 2009 roga Ne1915

B ciyuae BHeceHMs] U3MeHeHUH B NpaBOBOH aKT WM B MPaBOBOM aKT W IPUIOKeHHUe
(mpusiokeHUst) K HeMy, HaMeHOBaHUe IpoeKTa IPaBOBOI'O aKTa, KOTOPbIM BHOCUT U3MeHEeHUs B
OCHOBHOI TIpaBOBOM aKT, JOJ/DKHO COJep)KaTh HauMeHOBaHWe BHJa IIPaBOBOIO akTa, [JaTy,
perucTpalioOHHbIM HOMep U HauMeHOBaHHe PaBOBOI'O aKTa, B KOTOPBIM BHOCSTCS M3MeHeHUH],
Harpumep:

O BHeceHHH W3MeHeHUH B [TOCTaHOBJIEHHUE
I'naBbl MyHULIMTIaBEHOTO OKpyTa IlepBoypanbck
ot 14 nekabpst 2017 roga Nel5 «O mipefiocTaBiIeHUH. . ».

Ec/iu mpoekT MpaBOBOrO akTa BHOCUT TOJBKO OAHO H3MeHeHHe B IIPaBOBOM akT, TO
HyMepaL{ys [IYHKTa He TIPOU3BO/JUTCSL.

HegomnycTMo W3MeHSITh HyMepalyio ITYHKTOB, IM(poBoe oOO3HaueHHe MO/IYHKTOB
[IpaBOBOI'O aKTa IpU BHECEHWM B Hero HU3MeHeHWH W TMpU3HAHWU YTPaTHUBUIMMU CHIY
CTPYKTYPHBIX 3/IeMeHTOB [TPaBOBOI'O aKTa.
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BHoOBL BK/IIouaeMbIM B TEKCT IIpaBOBOI'O aKTa CTPYKTYPHbLIM 3JIEMEHTAaM IIPpUCBaNBAOTCA
I[OpAAKOBEIE HOMEpaA IIpeAlIeCTBYIOIUX WM CTPYKTYPHBIX 3J/IEMEHTOB TOI'O »Ke BHAA C
,E[O6&B]'IEHI/IEM K YVKa3aHHBIM HOME€paM 4epe3 TOUKY JAOIOJJHUTEJBHBIX TIOPAAKOBLIX HOMEPOB,
HaUHWHas C I1epBoro.

,[[OHO]'IHHEMI:IM CTPYKTYPHBIM 3JIEMEHTAM, KOTOPBIE BK/IIOUAIOTCA B TEKCT IIPABOBOI'O
dKTa IIoCjIe IocCjieJHero CTPYKTYpPHOI'O 3JIEMEHTa TOI'O »Ke BH/J4, TIPUCBAMBAIOTCH HOMEPA,
CJIeAyHoIre 3a HOMEPOM IIOC/TIEAHETO.

HPI/I OJHOBpEMEHHOM BHECEHHUH B HPaBOBOI‘/JI aKT U3MeHeHHH U IIpHU3HaHWH YTpaTHUBIINUMHU
CHUJ1y OTAEJIbHBIX CTPYKTYPHBIX 3JIEMEHTOB OCHOBHOI'O ITPABOBOI'O dKTd BHOCHUMBIE USMEHEHUS U
I[IpHU3HaHUE YyTPATUBHIMMHU CUJIY OTAEJIbHBIX CTPYKTYPHLBIX 3JIEMEHTOB [OJ/DKHEBL OBITh U3JIOXKEHBI
oc/ieA0BaTe/IbHO C YKada3aHMEM KOHKPETHOI'O CTPYKTYPHOI'O 3JIEMEHTA, B KOTOPI:II‘/JI BHOCATCA
H3MEHEHHA 1 KOTOPI:II‘/JI IIpU3HAEeTCA YyTPATUBIIUM CHUJTY.

AHa/loruuHble U3MeHeHH s BHOCSTCS OJHUM ITYHKTOM, HalIlpUMep:

MYHKT 2, a03ar] mepBbIi MMyHKTa 5, ab3al] BTOPOM YacTH BTOPOW IMyHKTa 9, MOAIYHKT 5
yacTy TpeTbel MyHKTa 11 1ocsie C/IOB «...» JOMOJHUTE CI0OBAMU «...».

HPI/I INpHU3HaHWUM YTPATUBIIMMH CU/IY HECKOJIBKHUX CTPYKTYPHLBIX 3JIEMEHTOB W3MEHEHUA
TaKXKe BHOCATCA OAHUM ITYHKTOM, HallpyUMe€p:

MYHKT 5, 4acTb IIATYIO MyHKTa 8, ab3al| 4eTBepTHIH UacTH IIeCTON MyHKTa 8 MpU3HAThH
yTPaTUBILIMMU CUIY.

[Ipy BHeceHHHM W3MeHEHHs B IPABOBOM aKT CHaua/la yKa3bIBaeTcsl, KAKOW CTPYKTYPHbIHA
3/IEMeHT U3MEeHSIeTCs], IIOTOM YKa3bIBaeTCsl XapaKTep u3MeHeHH. HavMeHOBaHHe CTPYKTYPHOTO
3/IeMeHTa, B KOTOPBIN BHOCSTCS W3MeHeHWs], cjefyeT Oo(popMsATh, HauMHasi C HaMMEHBILEro
CTPYKTYPHOIO 3/1eMeHTa. HanMMeHOBaHHe CTPYKTYPHOIO 3/IeMeHTa VKa3bIBaeTCsl IOJHOCTBIO
(6e3 cokparijeHus ), HarlpUMep:

ab3ai BTopodM moanyHKTa 1.3. MyHKTa 1 [JOIMOJHUTH TIPeAJIOKEHHEeM CJIeJIVIOIIero
COZlePXKaHUS: «.....»

WU

B TIO/INIYHKTe 2 MIYHKTa 2 CJIOBA «........» 3AMEHHUTD CJIOBAMH «...... ».

CchlKa Ha CTPYKTYpHble 3/ieMeHThl, UMelolljie HyMepaluio (pasjesbl, [VIaBbl, MYHKTHI,
MIOJTIYHKTEI), OpOpPMJIsSIeTCsT C HOMEPOM S5TOrO CTPYKTYpHOr'o 3jeMeHTa. YacTu IyHKTOB,
MIOATIYHKTOB U ab3allbl HyMepaljiy He UMeIOT, [I03TOMY CChIKAa Ha HUX O(OPMJISIETCST CJIOBECHO,
Harpumep:

B ab3alle MTHA/IIATOM YacTH BTOPOH MOAMYHKTa 3 myHKTa 10.

I[Ipy BHeceHMM M3MeHEeHHH B TabJIMITy YKa3bIBAIOTCS CHauasa C/I0Ba «B TaO/HIle», 3aTeM
CTpOKa U rpagya, B KOTOpble BHOCSATCSI U3MeHeHHs1, HallpUMep:

B Tabsuiie B cTpoke 21 B rpade «EpuHMIIa n3MepeHUsi» CI0BO «pyO/eli» HUCKIIOUUTD
(ecsn TabsMia pacriosiaraeTcsi Ha OJHOM CTpaHMILle U B HEM OTCYTCTBYeT CTPOKa C HyMmeparjel

rpad);



38

ubo

B TaOJ/TULIE B CTPOKE €ervrrererernenennnns »BTPADE €vvrrrnininnineninnannn, » CJIOBO «KBapTaji»
3aMeHHUTh CJIOBOM «T'o» (ec/ii B Tab/HIle OTCYTCTBYeT HyMepal[usi rpad v HyMepalysi CTPOK);

ubo

B TabJsvile B cTpoke 2 B rpade 4 cyioBa «12 Thic. py6ieti» 3aMeHUTh YHCIOM «0»;

Ilpy BHeceHUM [OIOJHEHUM B CTPYKTYPHBIM 3J/leMeHT IIPaBOBOI'O aKTa YKasbIBarOTCS
CJIOBa, I10C/Ie KOTOPBIX 3TO JOIMOJIHEeHUe JJO0/DKHO pacriojiaraTtbcsl, HallpuMep:
IYHKT 2-4 pasfjea 2 1ocje CIOB «...» JOIOJHUTE CII0BAMU «...».

B c/iydae ecsu JOMOJHEHWE [JO/DKHO pacriosiaraTbCsi B KOHI[e TYHKTa, MOAIYHKTa,
ab3aria:

1) 3Hak MpenuHaHusl, yroTpeb/eHHbI B KOHI[E AOMOMHSEMON CTPYKTYPHOH eJUHMIIbI,
COXPaHSIETCS;

2) yKa3bIBalOTCsI CJIOBA, MOC/Ie KOTOPBIX paciioyiaraeTcsi 0MoMHeHHe, HallpuMep:

MyHKT 5 TOC/Ie CJIOB «PacloNOKeHHbIX Ha Tepputopun CBepA/oBCKod obaacTi»
JIOTIOJIHUTD CI0BaMU «, [TpaBuTe/ibcTBa CBEp//IOBCKOM 00/1aCTH».

BHeceHne HeCKONBKHX H3MeHeHHH B pa3/InuHble CTPYKTYPHBIE 3JIEMEHTBI pasjieila
TIpUJIOKEHHUA TIPaBOBOI'O aKTa O(bOpM]'IHETCH OTJ€JIbHBIMU IMOAITYHKTAMU, ITYHKTAMH.

[Ipu 3ameHe IUQPOBBIX 3HaUeHUH B IPOEKTe MPaBOBOIO aKTa YIIOTPeO/sieTCs TepMUH
«UMCJIO», HAalIpUMep:
uncaa «12, 14 1 125» 3aMeHUTh ukcaaMU «13, 15 1 126».

I[Ipu 3amMeHe CJ/IOB M UKCeN B MTPOEKTe IPABOBOIO aKTa YIOTPeD/IsieTCs] TEPMUH «CJIOBa»,
HaIpuMep:
cnoBa «B 50 pa3» 3aMeHUTH cjioBaMU «B 100 pas».

[Ipy HeoOXOAMMOCTH BHeCEHHsI U3MeHEHHH B COCTaBbl KOMHCCHM, COBETOB M pabouMx
TPYIIN U3MeHeHUs1 BHOCSTCS T10 MOPSJKY PacIioyioyKeHHs CTPYKTYPHBIX 3/1eMeHTOB.

5.1.4. OdopmieHre IpUIOKEHU K IPABOBOMY aKTy

Ilpy Hanmuuuy TpUIOXKEHUH K TPOeKTy IMpaBOBOrO akTa B TeKCTe Ha HHUX /[leslaeTcs
CChUIKA.

Hanpumep: (npunoxenue 1) uau (ripuiaraercsi)

W/ B TEKCTe TIPaBOBOIO aKTa [IPOIUCHIBAETCSI «COIVIACHO MPUIOXKEHUIO».

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

Crieljua/IMCT CTPYKTYPHOIO IOZpa3fe/ieHysl, HelloCcpeiCTBeHHO MOJTrOTOBUBIINN MIPOEKT
IIPaBOBOI'O aKTa, HeceT IIepCOHA/bHYI0 OTBETCTBEHHOCTb 3a JOCTOBEPHOCTb CBeJleHUH,
COZleprKallUXCsl B MIPUJIOKEHHUH K IIPOeKTy IIPaBOBOrO akKTa (TOYHOCTb pacueToB, NPaBU/IbHOCTD
yKa3aHus (paMUIn, UMeH, OTUeCTB, JO/DKHOCTeN U MHBIX JaHHBIX ).

Ha wucronb3oBaHue pasMepoB Iojied, LIPU(PTOB U MeKCTPOUHBIX MHTEPBAJOB IIpU
revyaTaHUY TIPUIOKEHHHM paclIpOCTPAHSIIOTCS W3/I0KeHHBIE BHIIe TpeOOBaHMUsI, ITPHMeHsIeMbIe
1pu opopM/IeHHH IpOoeKTa IIPaBOBOI'O aKTa.
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[IpuokeHHs1 K TIPOEKTy IIPaBOBOTO aKTa JAOJIKHBI OBbITb O(OPMJIEHBI OT/e/lbHBIM
daiinom/datinamMu. OPoOpMIISIIOTCS  TIPUIOKEHUST B COOTBETCTBUM C  TpeDOBaHUSIMU K
0(OpMJIEHUIO TIPaBOBBIX AKTOB HACTOSIEN HMHCTPYKLUH. JIMCTBI B KaXKJOM IIPUJIOKEHHH
HYMEpPYIOTCS CaMOCTOSITe/TbHO, HAaUHMHas CO BTOPOT'O JIMICTA.

Ha mpunoxenusi, cofepskaijye TIpajOCTPOUTENBHYIO JAOKYMEHTAI[HIO, IIIAaHUPOBKY
TEepPUTOPHI U HHOe, 0(QOpMJIEHHbIE B COOTBETCTBUH C TPeOOBAHUSIMH CTPOUTENBHBIX HOPM H
IpaBWJI, TpeOOBaHMS HaCTOsllIled WHCTPYKLMM He paclpOCTPaHsIoTCs. Takue IpHIIOKeHUs
odopmisitotcst B popmate pdf (Adobe Acrobat).

B Buzie npusioxkeHHM O(OPMIISIIOTCS TIO/IOXKEHWs], Per/laMeHTh], TIPOrpaMMBl, [T€PeYHH,
CIIMCKY | JIpyrye Tofo0HbIe JOKyMeHTHL. Ha repBoii cTpaHMIle TIPOeKTa IPUIOKEHUS B IIPABOM
BEepXHEM Iy OT BepXHel I'paHMIIbI TEKCTOBOI'O IIOJSI pacrionaraeTcst cjioBo «lIpumoxeHue».
Vck/roueHre  COCTaBJ/ISIIOT — IIOAIIMCaHHbIE TIPOTOKOJBL, Y CTaBbL Hwke mop cioBom
«[IpunoxkeHre» faeTcsi CCbUIKA Ha BHJ IPaBOBOTO akTa, BK/IOUasi HalMeHOBaHHMeE OpraHa,
TIPYHUMAIOILETO €T0, ATy ero MPUHSITHS ¥ perrCTpaljoHHbIM HoMep. Bce cocTaBHBIE 3/1eMEHTEI
rpuda MpUIKEHUs [1eUYaTalOTCs uepe3 OJMHAPHBIM MEeKCTPOUYHBIM WHTePBas, BLIDaBHUBAIOTCS
IO JIEBOU I'paHMUL{e, OTBeJIeHHOM AJIs JaHHOTO PEKBU3UTA, YCTaHOBIEHHOH Ha paccTossHuM 80 MM
OT ITPaBO# I'PaHUL{BI TEKCTOBOT'O TTOJISL.

[lpy HanMuMy HECKONBKUX TIPHJIOKEHWH OHM HYMepyIOTCsl apabckumu Iudpamy,
HarpuMmep:

[Tpunoxenue 1

K [TIOCTaHOBJ/IEHUIO | 1aBEI
MYHMUILIMIIAaIBHOrO OKpyra IlepBoypanbck
oT Ne

Ilpy HamMuuu B TeKCTe IpoeKTa IPaBOBOrO akTa (OPMYIUPOBKU «Y TBEPAUTH»
(mpusaraeMoe TONOXKeHHe, COCTaB KOMHCCUM U HHOe) Ha IepBOH CTpaHUlle INpPUJIOKEeHUs B
IIpaBOM BepxHeM VIVIy OT BepxXHel TIpaHMIbl TeKCTOBOI'O TIIOJs1 pacliojiaraeTcss CJIOBO
«[IpunoxeHve» W rpu¢ yTBepXK[eHUss CO CChUIKOW Ha BHJ IIpaBOBOIO aKTa, BK/IOUast
HavMeHOBaHHe OpraHa, [aTy IPUHATHS [IpaBOBOI'O aKTa, ero perucTpaliioHHbId HoMep. C/ioBO
«YTBEPXXIEHO» odopmiisieTcs mporicHbIMU OykBamu (0e3 KaBbIUeK) U COracyeTcsl B pojie U
yKc/le C ITepBbIM CJIOBOM HaMMeHOBaHWS IPUJIOKEHUS: T10/I0KeHHe - YTBepKAeHO, ITPOTOKOJ —
yTBep)KJeH, IporpaMMa - VTBep)KAeHa, MepoIpusATUs - yTBepkAeHbl. CTpokd rpuda
TIPUWIOXKEHUs T1eyaTaroTCsl uepe3 OJWHapHbIA MeXCTPOUHBIM WMHTepBa/l M BbIPABHUBAIOTCS I10
JIeBOW I'paHMLle, YCTaHOBJIEHHOM Ha paccTossHWKA 80 MM OT IpaBOM I'paHUL[bI TeKCTOBOI'O I10JI,
HarpuMep:

[Tpunoxenue

YTBEPXIEH

roctaHoB/ieHreM ['1aBbI
MYHMUILIMIIaIBHOrO OKpyra IlepBoypanbck
oT Ne

HaumeHoBaHMe IPpUJIOKEHHSA K IMPOEKTY IIPABOBOI'O dKTa II€UATAETCHd UepeE3 O,E[I/IHEIPHI:II\/JI
ME)KCTPOHHI:II\/JI HUHTEPBaJl, BEIDABHUBAETCA IIO0 LIEHTPY TEKCTaA. HEPBOE CJIOBO (I/I]'II/I HeCKOJIBKO
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IEPBLIX C]'IOB) HaM€E€HOBAHUA TIPUJIOXKEHUS BbIAE/IAETCA ITPOIMTMCHBIMUA 6yKBaMI/I H I1eyaTaeTcCsd B
OTAEHBHOﬁ CTPOKE. Touka B KOHLIE HAUMEHOBAHUWA TIPUJIOXKEHUS K TIPOEKTY IIPpABOBOI'O aKTa He
CTaBUTCs, HAIIpUMEDP:
COCTAB
OpPr'aHMU3alIMOHHOI'O KOMHTETA

HavMeHoBaHHe TIpUIOKeHUs] K IIpOeKTy IIpaBOBOTO aKTa OTAessieTcss OT TIpuda
yTBepX/leHHsI ¥ OT TeKCTa IPUIOKeHHs ABYMSI MeKCTPOUHBIMU HHTepBalaMU.

IIpr Ha;mMUMK B NIPUJIOJKEHUH HECKOJIBKMX pas/le/IoB U IJ1aB UX 3aro/IOBKU I1euaTaroTCs
L[eHTPOBAHHBIM CIIOCOOOM (OTHOCUTENBHO TPaHHUI] TeKCTa) C IIPUMeHeHHeM OJMHapHOTrO
Me)XCTPOUHOI'O MHTepBajia. Touka B KOHIle 3aro/ioBKa He CTaBUTCS. MeXay TeKCTOM IIpoeKTa
IIPaBOBOr'O aKTa M 3ar0JIOBKOM pasjena (T71aBbl) Jo/DKeH OBITh YCTAHOB/IEH OJMH MeKCTPOUHBIN
VIHTepBaJl.

Hymepanus pasgenoB, I'/1laB, cTaTel, IIYHKTOB, IOAIIYHKTOB IIpOeKTa IIPaBOBOI'O akTa
OCYIIeCTB/ISIETCSI B COOTBeTCTBUU ¢ Ob6sacTHBIM 3akoHOM oT 10 Mapra 1999 rozga Ne 4-O3 «O
TIpaBOBLIX aKTaX B CBepAJIOBCKON 00/1acTh».

5.1.5. OdopmieHue TabiuI] B TEKCTE MPABOBOT'O aKTa

B mpuoxeHWsIx U B TeKCTe OCHOBHOTO [OKYMeHTa IIPaBOBOT'O aKTa MOXeT OBITh
odopmiieHre B BHje Tabmui], rpaduKoB, cXeM, uepTexel, PUCYHKOB U KapT. B mpuioxeHuw,
oopM/IeHHOM B BU/e TaO/uUIlbl, Tpadbl U CTPOKH TaO/WI[bl, KaK IPABHUJIO, [JO/DKHBI WMEThb
3aroJIOBKH, BbIpPa)KeHHbIe MMeHeM CYI[eCTBUTe/JbHBIM B UMEHUTe/IbHOM Ilafieke, eJIJMHCTBeHHOM
yucne. IlopzaronoBku rpad U CTPOK TIpaMMaTUYeCKd AOKHBI OBITH COIVIACOBAHBI C HX
3arosioBKaMH. B KoHIJe 3aronoBka rpadsbl Touka He craBuTcs. Ecau Tabmuria neuaraercst 6osee
yeM Ha OJfHOW CTpaHwulle, rpadbl TabaULbI HYMepPYIOTCS U CTPOKAa C HOMepaMU TIepeHOCHUTCST Ha
KaXX/[yI0 CTPaHHIy TabJIHILIBL

I[pu odopmaennu Tabmaui] npeAnouTuTe bHbIN pUdT Liberation Serif Ne 10, 11,12;

Tabauiib MOTYT ObITE OOpMIIEHBI Ha CTaHJapPTHBIX JMCTax Oymaru ¢opmaTa A3, A4.

3aronoBku rpad TabMMIEI ciegyeT OQOPMJISThL I[eHTPUPOBAHHBIM CIIOCOOOM B
e/IMHCTBEHHOM YHcJ/le, HallpuMep: HalMeHOBaHWe MepONpHATHS, eAUHUIla W3MepeHMs], CPOK
HCTIO/IHeHUs], (hopMa [JOKyMeHTa, B 3ar0/I0BKax rpad nepeHoCk! [0y CKatoTCs.

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

Harnprumep:
Howmep cTpoku HavMeHOBaHHe MepONpUATHS OTBeTCTBeHHBIN UCITONHUTEb
1 2 3
1.
2.

3HaK{ MpernvHaHUs CTaBsSTCS TONBKO BHYTPH TIpeyioKeHHs. B cTpoke TabmuIfel mocie
cnoB «Mtoro», «Bcero» ABoeTouMe He CTaBUTCSI.

[ludpoBbie BeMMUWHBI NP TepeurcaeHUd (ec/d eCcTh ApOOHbIe UHC/Ia) pas3fesiFoTCs
TOUKOMH c 3amsitolt (1,2; 5,1; 6,3).
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,[[OHyCK&ETCH HCIIOJ/Ib30OBaAHHE COKP&H.[EHHFI B Ta6n1/1uax, ¢ obs13aTe/IbHbIM IpUJIOKEHUEM
CITMCKa COKP&m@HHﬁ, HCIIOJ/Ib3YEMBIX B Ta6]'II/IL[e, I10 eeé OKOHUAHHH.

Hanpumep:
CIHMCOK UCIIO/b3YeMBIX B TabJIHLle COKpaIleHHH:
3A0O- 3aKpBITOE aKITMOHEpHOE ODIIeCTRO.

5.1.6. OdopmiieHre CHOCOK B TEKCTe MPaBOBOT'O aKTa

Ilpy HanMMuuu B TIIPUIOXKEHWM K IIPOEKTY IIpaBOBOI'O aKTa CCBIJIKM Ha CHOCKY OHa
oopMmJsieTcs: 3Be3,0UKON UK LUPpoN. TeKCT CHOCKU IeyaTaeTcsl C MCIOAb30BaHUeM LIpU(Ta
Liberation Serif pasmepom Ne 10, 11 uepe3 ofuHapHBIi MEXCTPOUHBLIM HWHTEpBaj B KOHL[e
CTpaHULIbl UM B KOHL{e TNIPUJIOKeHUs 10J uepToi. [loc/ie 3HaKa CHOCKM ee TeKCT IeyaTaeTcs C
NponycHOM OykBbl. B KOHIje CHOCKM CTaBUTCS Touka. Ha oOfHOW cTpaHHIle He J[OJDKHO
IIPOCTaBJATHCS OOJee TpeX CHOCOK.

Ecmu npunoxkenve odopmiieHO B Bufe TabJHMIBI, CHOCKA MOTYT OBITh JaHBI Kak Ha
KaX/]OW CTpaHHlIe, I7le eCTh CChUIKM Ha CHOCKY, TakK W B KoHIle Tabmuibl. [locte 3HaKa CHOCKH
TEKCT CHOCKM HAUMHAETCSI C MTPOIHUCHOM OYKBBL

[Ipumeuanue faeTcs B KOHLle TaOiuipl. Ecau ecTh CHOCKHM, TO IpUMeuaHUsl [JArOTCS
T10CJle CHOCOK.

Ecmu npumeuanue ofgHo, To nocse cioBa «lIprimeuaHue» CTaBUTCS TOUKa, fajiee TEKCT
TIPYMeYaHus TIUIIEeTCS B 3TOM JKe CTPOKe € IPOIUCHON OYKBEI. Eciy mpuMeuaHunii HeCKO/BKO, TO
nocte cioBa «[lpuMeuaHusi» CTaBUTCS [JBOETOYME, TPHUMEYaHUs HYMEpYIOTCS apabCKUMH
udpaMyd C TOUKOW, Kak/oe TpUMeuaHue OQOPM/ISIETCS] OTe/bHbIM ab3aljeM, B KOHI[E
IIpUMeuaHuM CTaBUTCS TOUKa.

5.2. IIpoToKobI CoBelllaHuH, 3acefjlaHui

5.2.1. TIpoTOKOM COAEp>KUT TIIOC/IeJOBaTe/NBHYIO 3alMCh OOCYKIEHUs BOIPOCOB H
MIPUHSATHS pellleHUH Ha COBelljaHUsIX, KOH(pepeHLUsX, 3acelaHusAX KoJl/lerdaabHbIX OpraHoB.

5.2.2. TIpu cocTaB/eHHH TIPOTOKOJA HEOOXOAMMO OOeCIIeUnTh FOPHAUYECKYIO CHITY
JIOKyMeHTa, KOTOpasl OIpe/ie/isieTCs] Ha/lMUMeM BCeX HeOOXOJUMBIX PEKBHU3UTOB U IPaBU/IbHBIM
1x odpopM/IeHHEM.

Ilporokon odopmisieTcss Ha CTaHJapTHRIX JucTax ¢opMara A4 c  yKasaHUeM
00s13aTeNbHBIX PEKBU3UTOB:

- HaumeHoBaHus1 AokyMmeHTa [IPOTOKOJI (reuataeTcsi OT TpaHUIlbl BepXHero IOJs
MIPONKCHBIMU OYKBaMH, ITOJTY>KUPHBIM IIPU(TOM U BEIPaBHHUBAETCS T10 L{EHTPY );

- HauMeHOBaHUsl BH/la 3ace/laHus], CoBelllaHUs (OTAessieTcsl OT MpejblAyllero peKBU3NUTa
JIBYMs1 Me>KCTPOUHBIMH UHTepBa/laMHU U BbIpaBHUBAETCSI 110 LIEHTPY );

- MecTa IIPOBeJleHNs1 3ace/jaHus], COBelljaHUsl (BbIpaBHUBAETCS 110 LIEHTPY U OT/e/IsIeTCsl OT
pekBU3UTOB «/lata» U «Ne» IPOTOKO/IAa OMHAPHBIM MeKCTPOUHBIM UHTEPBAJIOM);

- AaTel U HOMepa MpOTOKoJa (faTa opopMIISIETCST CIOBECHO-LIU(POBBIM CIIOCOOOM U
reyaTaeTcsl yepe3s MHTepBa/l HWKe INpeJblAylliero peKBHU3WTa, HOMep IPOTOKOJA IlevaTaeTcst
apabckumu 1rippaMy ¥ COCTOUT U3 3HaKa Ne U IOpsIIKOBOIO HOMepa);

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

- noanucy (OTAensieTCsl OT TeKCTa JBYMs MeXCTPOUHBIMU WHTepBajJaMHM U BK/IIOUaeT
HauMeHOBaHHe JO/DKHOCTH Jiulla (TipeficefiaTeslb, CeKpeTaph), JIMUHbIe TIOAIMCH, paciii(poBKY
nofnuced (MHULMABL U damuausi). HarMeHOBaHMe [JO/DKHOCTU IeyaTaeTcsi OT JIeBOW IPaHHL{bI
TeKCTOBOI'O IOJISI.
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B AaMuHHCTpaluM MyHHLAIIAABHOIO OKpyra IlepBoypasbCck IPOTOKO/BI MOLYT
o(OpMJISITECSL B TIOJTHOM WM KpaTkod Qopme. [ToaHBIA MPOTOKOM (PUKCHPYeT OOCY>KIeHHbIE
BOIIPOCHI, TIPUHSATHIe pellleHHs] U (aMWIMK BBICTYIIAaBIUIUX, NepeflaeT COZep)KaHue JOK/aJoB U
BBICTYIUIEHHH YYaCTHHKOB COBelljaHUWs, Bce BbICKa3aHHble MHEHHs], [IpO3ByYaBIlMe BOIPOCHI U
peIuIMK{, 3ameuaHusi, Iosuluy. KpaTKui IpOTOKO/I, B OTJMYKMe OT IIOJHOrO, He JaeT
TIpe/ICTaB/leHNsT O Xofie OOCYXK/eHHsI BOIPOCOB IIOBECTKH [Hs, BBICKa3aHHLIX MHEHUsX, He
TOKa3bIBaeT, Kak MPOXO/IMia BbIpabOTKa yrpaBieHueckoro pemeHus, paszen «BbICTYTININ »
MOJKeT IIPUCYTCTBOBATh B BUJle yKa3aHUsl (paMUIN BbICTYIIaBIINX.

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

BBogHas yacTk NPOTOKO/1a HAUMHAETCS C YKa3aHUs:

- amMuMi ¥ UHULMA/NOB TIpeficefiaTesisi U CeKpeTapsl B UMeHUTe/JbHOM Mafiexe (IIpU
IIpOBe/leHUU OllepaTUBHBIX COBeIllaHHH 5Ta UacTh [IPOTOKOJIa MOXKET OTCYTCTBOBATh);

- ¢amMwIMi ¥ MHUIMA/IOB MPUCYTCTBYIOIIMX Ha COBeIaHWU U JIWL], TpUIVIallleHHbIX Ha
MepOoIIpUsTHe.

CnoBa «IlpucytctBoBanu» u «llpurnaiieHHbIe» 0QOPMIISIIOTCS OT TPaHHUL{bI JIEBOT'O OIS
Y 3aKaHUMBAIOTCS JBOETOUHEM:

IIpencenatens (Mny npeficefaTebCTBYIOIIHIA)

CexpeTapb

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

[lporokon He OyAeT cuMTaThCs J[eHCTBUTE/NBHBIM, €CId Ha 3acejaHUd He Oyger
[IOCTaTOUYHOI'O UWC/a YYaCTHUKOB [JIsl IPUHSATHS pellleHUs], [103TOMY Ba)KHeMIIUi 3/1eMeHT
BBOJIHOM YaCTH - COCTaB IMPUCYTCTBYOL[UX. PaMUIMU [IPUCYTCTBYIOIMX I1€PEUUC/ISIOTCS 10
andasury. [Ipu odpopmieHHHM MPOTOKO/A COBENjaHMs C YKCIOM MPHUCYTCTByIOIUX Oosee 10
ye/oBeK HMX (GaMUIMM He [ePeurC/IIoTCs, a LUQPo yKasbiBaeTcs oO0Ilee KOJHUYECTBO
YyUaCTHUKOB, HallpUMep:

[IpucyTcTBOBaMM: 27 YyesioBeK (CIMCOK MpU/araeTcs).

BBozHasi uacTb IIPOTOKO/IA 3aKaHUMBAaeTCsl IIOBeCTKOH 3acefaHus. Ecau BoIpocos
HEeCKO/bKO, OHM pacIlojlaraloTcsl IO CTelleHH BaXHOCTH, C YTOUHEHHeM [OK/IaJuuKa
(YKasbIBalOTCs [JO/DKHOCTDb, (paMU/Msl, WHHULMA/IbI) MO MYHKTY IOBECTKU 3acejaHust. Kakzabii
BOIIPOC HyMepyeTcsi apabcKoi 1udpol u HaunHaetcsi ¢ mpegiora «O» mwmun «O6». IToBecTka
3acefjaHysl, COCTOsiMjasi W3 OOMBIIOrO KOAMYEeCTBA BOIPOCOB C YKa3aHHEM BpeMeHM UX
oOCykfleHMs1 ¥ pa3oc/iaHHasi 3apaHee yYaCTHHKaM 3acefaHusi, OQOpMisieTcsl  Kak
CaMOCTOSITe/IbHBIN JOKyMeHT. [lepesi OCHOBHOM 4acTbIO TeKCTa MPOTOKOJ/A Je/laeTcsi OTMeTKa:
«[loBecTka [HA Tmpusaraercsi». B TOBecTKy He BK/IOUAIOTCS BOIPOChl HEKOHKPETHOI'O
cofepkaHus, HarpuMmep, «PasHoe».

B rmporokonax wucnosnb3yercss ¢opMa U3NIOKeHUs TeKCTa OT TpeThero Jvija
MHOXKecTBeHHoro uucia. CofiepkaHue BBICTYIVIEHHMH H3/1araeTcss OT TpeTbero JiMlia
e/JMHCTBEHHOT'O UMCJIa.
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OcHOBHasi 4acThb IMpOTOKOJIa COCTOUT U3 Ppa3fesioB, COOTBETCTBYIOILNUX IIYHKTaM
ITOBECTKH HS. Tekct KaXXJ0ro pasjiejla CTpOUTCA I10 CXeEME:

CJIYIIAJIA - BBICTYIINJIN - PEHINJIN.

[Muretcst mponycHbBIMU OYKBaMH, KaXJoe - OT JIeBOM I'PaHHUIIbl TEKCTOBOI'O OIS, TIOCTIE
HUX craBurcs ABoetouue. Ilepen cnosom CJIYIIAJIW craBUTCS HOMep BOIIpOCa IIOBECTKU
3ace/jaHusl.

B pazgene CJIYIIAJIM npuBogsTcs ¢amMuivd U WHULUANBL  [JOKJaJUYUKOB
(HauMeHOBaHMe JOJ/DKHOCTH YKasblBaeTCsl B IoBecTKe). OCHOBHOe cojiep)KaHue [JOK/IaloB U
BBICTYIUIEHUH TIOMelllaeTcsl B TeKCTe MPOTOKOJa WM IIpuaraeTcss K HeMy, B I10C/IeJHEM Cllydae
JleaeTcsl B TeKCTe CHOCKa «T'eKCT BBICTYILIeHUsI [IpU/IaraeTcsi».

B paszgene BBICTYIIW/IN mpuBofsTcs: ¢aMUINK M UHUILMAABI BBICTYTABIIMX. Ecau
CJIOBO TIPEJJOCTABJISIETCS JIUL]Y, TIPUIVIALIEHHOMY Ha OOCY)K[eHre BOIpoca IOBECTKH AHs, TO B
IIPOTOKOJIe YKa3bIBalOTCs ero ¢aMuInsl, UHULMAJBI U [JO/HKHOCTD.

Bce Bompocsl K JOK/IaJUMKy U BBICTYIIMBIINM, OTBeThbI Ha HUX 3allMChIBAIOTCS B MIOPSIAAKe
UX TIOCTYILZIEHHUSI U OQOPMIISIIOTCST KaKAbIA C KpPacHOM CTPOKH, HO BMECTO CJIOB «BOIIPOCY,
«OTBeT» yKa3bIBaloTCsl aMUINU U UHULUATIBL.

B pasgene PEIINJ/IN 1o KakA0OMy IIYHKTY IIOBECTKU 3acefaHusl TIPOU3BOJUTCS 3aIlvCh
TIPHUHSITOTO T10 0OCYyK/jaeMOMy BOITpOCY pelieHust. [IocTaHOB/SIOIast YaCTh pellieHni COAEpKUT
COCTaBHble YacTH: KOMYy, UTO cJejlaTb U K KaKOMy CPOKy. PasBepHyThble pellleHHSI MOTYT
0o(hopM/IATHCS KaK CaMOCTOSITe/bHBIM JOKYMEHT, B 3TOM CJ/lyyae OHU IPUIaratoTcsl K IpOTOKOY.

B ciyuae yTBepKIeHHSI WM COIVIACOBaHMS KOJIIETWATbHBIM OPraHOM KaKOro-arbo
JIOKYMeHTa B IIPOTOKOJ/Ie [OJDKHAa COZepKaTbCsl CChLIKA Ha 3TOT [JOKYMEHT, a caM JOKyMeHT
rpuiaraeTcsl K INpOTOKOIY.

PemieHre B TeKCTe MPOTOKOJIA TIeYaTaeTCsl TIOMHOCTRIO, TPU HEOOXOUMOCTH TIPUBOJISITCST
WUTOI'M I'OJIOCOBaHMS.

CopnepxaHrie ocob0Oro MHeEHWUs], BBICKa3aHHOT'O BO BpeMsl OOCYK/[eHHUsI, 3aITUChIBAETCS B
TeKCTe IIPOTOKOJIa I10CjIe COOTBEeTCTBYIOIero pellleHusl.

5.2.4. KpaTkuli NPOTOKOJ [JOMYCTUM IIpU Ha/IMUMM TEKCTOB JOKJaZOB U BBICTYIUIEHHH,
TIPUJIO’KEeHHBIX K ITPOTOKO/Y. KpaTKo MpOTOKO/IMPYIOTCS OllepaTUBHbIE COBelljaHUsl.

TekcT KpaTKOro IIpOTOKO/Ma TakXe COCTOMT M3 [ByX uacTed. Bo BBOAHONW uacTu
yKa3blBalOTCSl WHHULManbl U (paMuauu ImpefAcefaresns (IpeficefaTe/bCTBYIOIIEro), a TakkKe
JIO/DKHOCTH, UHHULMA/IbL, (paMUIUU JIL], IPUCYTCTBOBABIINX Ha 3aceflaHUU.

CnoBo «IIpucyTcTBOBaMM» IedaraeTcsl OT TI'PaHULbl JIEBOIO IIOJIl, B KOHIle CJIOBa
CTaBUTCS JBoeToure. Hike yKasbIBaloTCsl HAMMEHOBAHUS JO/DKHOCTeM, MHULIMAMbI U (HaMUIUN
IIPUCYTCTBOBABIINX. HarMeHOBaHHS JO/DKHOCTEN MOT'YT YKa3bIBaThCsl 0000IIIeHHO, HalTpUMep:

3aMecTuTen ['1aBbl MyHULIMTIANBHOTO OKpyra IlepBoypanbck;

PYKOBOAMUTe/NN  TNofpasfie/leHud  AJIMMHUCTpPAllMM  MYHHMLMIIAJIBHOIO  OKpyra
[TepBOypaibCK.

®amMuIru U HWHUILIKAJ/IBI ITIPUCYTCTBOBABIINX HA 3aCelaHUU IMPpUIJIAIIE€HHBIX JO/DKHOCTHBIX
JIML, He MABJ/IIOMKWXCA UY/J€HaMW KOJUIETHAJIBHOI'O OprdaHad, IIEpeunCIArTCA II0C/Ie CJIOBa
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«[IpurnamenHsle:» B anpaBUTHOM IIOpsiiKe, IPU HEOOXOAUMOCTU - C HaWMEHOBAaHHEM
JOJDKHOCTH.

CroBa «[IpucyrcTBoBanu:», «llpuraaiieHHbie:» ohOPMIISIOTCS OT FPaHUL[bI JIEBOT'O TIOJIS
Y 3aKaHUMBAIOTCS ABOETOUHEM.

OcHoBHas 4yacTb IIPOTOKOJIa BK/IIOUaeT pacCMaTpHBaeMble BOIIPOCHI U IIPUHSTBIE [10 HUM
pernenusi. HaumeHoBaHMe Borpoca HyMepyeTcs: apabckod 1udpoit ¥ HauMHaeTcsi C TpeAJiora
«O» («Ob6»), c ykasaHueM (aMHJIMH [JO/DKHOCTHBIX JIMI], BBICTYITHUBIIUX IPU OOCY>KIEHHUU
BOIIpOCa. 3aTeM yKasbIBaeTCsl IIPUHATOe T10 BOIIPOCY pelleHue.

5.2.5. JlaTol pOTOKOJIa SIBJISIeTCs [jaTa 3ace/jaHusl.

5.2.6. [Iporokon BBoauTcs B C3/1 B COOTBETCTBUM C PYKOBOZACTBOM ITosb3oBatess CI/.
B crycok o03HakKOMIIeHMS] BKI/IIOUAIOTCSl BCe 3auMHTepecOBaHHbIE YUYACTHUKM M JIO/DKHOCTHBIE
qvna. YKasaTelb PacCbUIKM COCTaBJ/sieT OTBeTCTBeHHBIM HCIIOJIHUTeNb, I1OATOTOBUBILINM
paccMoTpeHre Boripoca. CornacoBblBaeT IPOTOKO/N KYpUPYIOLMM 3aMecTUTe/ b ['/1aBbl
MYHHLIAIIA/IbHOIO OKpyTra [TepBoypasbCk. [TopnuceiBaeT rpejicefiaTesb (nmm
Tnipe/ice/laTe/IbCTBYIOIHUIA ).

5.2.7. IlpuHSATEIE pelleHust MOT'YT OBITh JOBeAEHHI 10 UCTIONHUTE/eH B BHle BBIIMCOK U3
TIPOTOKOJIOB - KOIMMA YacTU TeKcTa IpoTokosa. IIpy cocTaBneHWH BBIMMCKU W3 TPOTOKOJIA
BOCIIPOM3BOJAT BCe PeKBU3UTHI NTPOTOKOJIA, BBOAHYIO YacCTh TeKCTa IOJHOCTBIO, @ U3 OCHOBHOM
yacTu Oepetcst nHpopmanys (00Cy’KAaeMblii BOIIPOC U MIPUHSTLIE 10 HEMY pellleHHsI), KOTOP VIO
HeoOXOJMMO IOBECTH IO CBeJleHUsI 3aMHTePeCOBaHHbIX JIHLI.

B pekBusure «HaumeHoBaHue Buza JokyMeHTa» BMecto cjoBa I[IPOTOKOIJI
niporucHbIMU 6ykBamu neuatatoT BBITTMCKA 13 TTPOTOKO/JIA.

JInuHble MOANKMCH IIpefcesiaTesIsl U ceKpeTapsi He 0pOpMIISIIOTCS, a YKa3bIBAIOTCSl TOMBKO
cnoBa «IIpeacenarens» («IlpeacenarenbcTByonuii»), «CekpeTapb», X ¢GaMUINU U UHULIAAIBL
BeInrcKy U3 IpOTOKO/A MOATMCHIBAeT TOJIBKO YIIOJHOMOUeHHOe JHUL[0 (ceKpeTapb), KOTOpoOe
COCTaBJIseT 3aBepUTEe/IBbHYIO0 HAJIUCh, COCTOALYIO U3 c/loBa «BepHO», yKasaHWs [JO/DKHOCTH,
JIMYHOM MoAMMCH, haMUINK, HHULMAJIOB U [laThl 3aBepeHUst JOKyMeHTa (peKBU3UT «OTMeTKa O
3aBepeHHH KoMK »). [laHHbIN peKBU3UT odopMisieTcs riocie pekBusuta «llogmucky.

5.2.8. Ilog/IMHHYKK JOKYMEHTOB 110 BOIIPOCaM, paCCMOTPeHHBIM Ha 3ace/jlaHu!, XpaHITCs
B YCTaHOBJIEHHOM IIOpsiiKe B TMOJpasje/eHus X AJMUHHCTpalldd MYHMLMIIAJBHOIO OKpyra
ITepBoypanbck. Konny npoToko/ioB 3acefilaHuM, KOITMM [TOBECTOK JHS 3ace/laHUl U MaTepHasioB
K HHUM YHHUTOXKAIOTCSI [0 MHHOBaHMM HafobHocTH. CpOKM XpaHeHHsl IIPOTOKOJIOB
orpefie/sioTCsI 10 [lepeyHio THITOBBIX yITpaB/IeHYeCKHUX apXUBHBIX [JOKYMEHTOB, 00Pa3yIOIHXC S
B TIpoliecce JAesTe/JbHOCTH I'OCyJapCTBeHHBIX OpraHOB, OPraHOB MeCTHOI'O CaMOYIIpaB/IeHHsI U
OpraHM3allii, C yKa3aHWeM CpOKOB XpaHeHWs], yTBepZeHHOMy llprkasom ®ezepanbHOro
ApxusHoro areHTcTBa oT 20 fekabpst 2019 roga N 236.

dopMa MOJHOIo IIPOTOKOJIa Ipe/cTaB/leHa B [IPU/IOKeHUH 6 K HacTosIel NHCTPYKLIMU.

5.3. [loroBopsl, coralieHusi, KOHTPaKThl

5.3.1. B AjMuHUCTpallU¥M MYHULMIIAJBLHOIO OKpyra IlepBoypasibCcK JIOrOBOPEI,
corJjiallleHusi, KOHTpaKThl (fajee - JOroBOp) IIOATOTAB/IMBAIOTCS B COOTBETCTBUU C
3akoHofaTeabCTBOM PO.

[TpoekTbl MyHMIMIIQ/JBHBIX KOHTPAKTOB, 3aK/IIOUaeMbIX Ha OCHOBaHWM 3J/IeKTPOHHBIX
TOProB B COOTBeTCTBUU C DefepanbHBIM 3aKOHOM Ne 44-03, MoAroTaBIUBarOTCs BHe paMOK
Co/.

5.3.2. Tekct poroBopa Jo/KeH OBITE CTPYKTYPHUPOBaH, UMETh CKBO3HYIO HyMepalHio.
®opMyIMPOBKY TEKCTA AOKHBI OBITH KPaTKUMH, TOYHBIMH, 3aBepIIeHHBIMH.



45

3aro/IoBOYHasi 4acTh JJOrOBOpa COJlepPIKUT:

- HauMeHOBaHue BU/Zla JJOKyMeHTa - JOI'OBOP (COI'JTAITEHMUE,
MYHULIUTIAJIbHBIN KOHTPAKT);

- 3ar0JIOBOK - HaMeHOBaHMe [JOroBopa, HallpyuMep:

JOI'OBOP
O Pa3BUTHUM 3aCTPOEHHON TeppPUTOPHY;

- MeCTO COCTaB/leHHsi (HalMeHOBaHHWe Hace/JeHHOrO IIyHKTa, HarpuMmep: T.
[lepBOypabck).

CopnepkaTe/ibHasi 4aCTb TEKCTa JOrOBOpPA COCTOUT U3:

- mpeaMOyJ/bl, cofep)Kallleli: HaVMeHOBaHUSl CTOPOH (IIOJIHOE W COKpalleHHOe WIIN
JCIOBHOE), WX TIpe/CTaBUTe/ed, HaMMeHOBaHHe JOKYMEHTOB, Ha OCHOBaHUH KOTOPBIX
JeHICTBYIOT TIpe/CTaBUTEH;

-IIyHKTOB, B KOTOPBIX VKa3bIBAalOTCSI COOTBETCTBYIOIL[HE YC/IOBUS 3aK/II0YaeMOro
ZIOrOBOpa.

-KonnyecTBo 3K3eMIISIpoB floroBopa 00YyC/IOBIMBAETCS KOJMUECTBOM Ue/IOBEK, €ro
TIOATIMCABIIHNX, O YeM YKa3bIBaeTCsI B JOrOBOPE, HallpUMep:

«’[[OFOBOP COCTAaBJIEH B TPEX 3K3€EMIUIAPAX, UMEIOINUX PABHYIO IOPUJUUECKYIO CUITY. ».

OT,E[E]'II:HI:IE BOIIPOCHI AOT0OBOpa MOI'YT OBLITH BbIHECEHBI B TIpUJIOKEHUS. B sTtom ciyuae
BCe AOKYMEHTBI JO/DKHBI paCCMATpUBATBCA KdK COCTaBHBIE YaCTH [OI'OBOpPA. B AO0roBope Hu
IMpUJIOKEHUAX  [€JIa€TCAd  OI'OBOPKa, UTO BCe IIpUJIOXKEHHbBIE  AOKYMEHTHBI SBJIAKOTCA
HeOThEMJ/IEMOM YaCThbIO A0roBOpa, HalIpUMeEp:

«Bce TMpUJJIOXKEHNUs, YIIOMSHYTHBIE B HACTOALNEM AOr'OBOpE, ABJIANOTCA HeoTbeMJ/IEMOM
HYaCTbIO HACTOALET'O AOT'OBOPA. ».

B 3ak/mounTeIbHOM 4aCTH AOroBOpa COZlepiKaTcsl:

- IOpUJMYeCKHe ajJpeca CTOPOH C YKa3aHWEM IIOYTOBBIX a/IpecoB, OaHKOBCKHX
PEeKBU3UTOB;

- THOANUCH (JO/IKHOCTh JIML{a, YIIOJIHOMOUEHHOIO MOJINCATh [OrOBOpP, €ro JIMUHYIO
MO/TIUCh U paclii(pOBKY ITOATIHCH);

- OTTUCKHM I1eyaTel CTOPOH.

5.3.3. Peructpaijuio [JOroBOpOB, COrJallleHWM, KOHTPAaKTOB Mpou3BoAUT KomureT 1o
IpaBoBOM paboTe W MyHMLMNAJIBHOM CiayxOe AJAMUHHCTpAal[MM MYHUIIMIIAJBHOIO OKpyTa
[TepBoypanbck. OauH opuruHai octaetcss B KomureTe 1o mpaBoBod paboTe v MyHULUIATLHON
cayxbe.

5.4. [ToBepeHHOCTH

5.4.1. [loBepeHHOCTH BBIAAIOTCS B COOTBETCTBUU C JeUCTBYIOIIUM 3aKOHO/aTe/IbCTBOM.

5.4.2. TlogrotoBKa U odopMieHHe [JOBepeHHOCTeH OCYIeCTB/ASAIOTCS JOBepsieMbIM
JMLIOM B JIBYX 3K3eMIUIIpaX U COIVIacOBbIBaeTCsl C IpejcefaresieM KomureTa 1O IpaBOBOM
paboTe ¥ MyHHUIUTIATEHON CITyKOe.

5.4.3. JloBepeHHOCTb [O/DKHA COZlepKaTh PervcTpaljMOHHBIM HOMep, AaTty, (haMuiuio,
MMsl, OTUeCcTBO JMIa (IIOJMHOCTBIO), KOTOPOMY BblZaeTCsl [JOBEPEHHOCTb, U JO/DKHOCThb
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YIIOJTHOMOUEHHOT'O JIO/DKHOCTHOI'O JIML[a, Tlepeuuc/ieHre IpeJoCTaB/IeHHbIX ITOJIHOMOYMM, CPOK
Jle¥CTBUS JOBepeHHOCTH, yKa3aHUe Ha IpaBO IepefioBepusi (OTCYTCTBHUe IpaBa I1epe/joBepusi),
OTTHCK TepOOBOM IevaTy.

5.4.4. PerucTpalliio U yueT CPOKOB J€MCTBHUsI JOBEPEHHOCTU Ipou3BoAUT Kommwrer 1o
1paBoBOM paboTe W MyHMLMNAIBHOM ciyxOe AJAMUHHCTpAal[MM MYHUIMIIAJBHOIO OKpyTa
[TepBoypanbck. OMH OpUrHHAT JOBepeHHOCTH ocTaeTcss B Komurere 1o mpaBoBoi pabote u
MYHHLIMIIA/IBHOM C1yKOe, BTOPOU TepefjaeTcsi JOBEPSIeMOMY JIULTY.

5.4.5. Ilo wncreueHNMM cCpoKa MAeUCTBHs JOBEPeHHOCTH IOJJMHHUK JIOBEPeHHOCTH C
WCTEKIIIM CPOKOM TIO//IEXKUT He3aMeAJIUTeTbHOMY Bo3BpaTy B KoMuTeT 1o mipaBoBo# pabore u
MYHHLIMIIA/IBHOM CTyK0e ¢ O[HOBpeMeHHBLIM H3BelljeHHeM O TIPOM3BeZIeHHOM BO3Bpare.

5.5. AKTEI

5.5.1. B 3aBHCHMMOCTM OT Ha3HaueHUs aKThl MOTLYT OBLITb Pa3/IUUHOIO COJep)KaHHUs:
VWHBeHTapu3alliy, TIpheMa-ciaun (paboT, MarepuasbHBIX  LIEHHOCTEH,  /JOKYMEHTOB),
obcneoBaHust  (COCTOSIHMS ~ TeXHHKM  0e30MacHOCTH, YCAOBHM — TpyJa, pe3y/bTaToOB
JlesiTe/IbHOCTH ), COCTOSTHUS 3/JaHUM U TIOMell{eHU#, TPOBepOK OpraHu3aljui U UHEbIe.

5.5.2. AKT cuMTaeTcsl INPUHATBIM M BCTyIlaeT B JeNCTBUe IIOCjae ero IOAIHCaHUs
rpejicefiaTesieM, BCeMM UWleHaMM KOMMCCHUM WM BCeMH JIMIIaM{, y4acTBOBaBIIMMH B ero
COCTaB/IeHUM, M YTBepXK[eHusl pykKoBojuTeneM. UYjeHbl KOMHMCCHH, He COIJIaCHble C
CofiepKaHHeM aKTa, 00si3aHbI ITOAITHCATh €TI0 C OTOBOPKOU O CBOeM Hecoryiacud. Ocoboe MHeHMe
yjleHa KOMUCCHY O(OpM/IsieTCsT Ha OT/e/IbHOM JINCTe U NpU/laraeTcs K akTy.

5.5.3. AkT odopmisieTcst Ha oOrieM GyiaHKe AJIMUHHCTpAI[UM MYHHIIMITaLHOTO OKpyTra
IlepBoypanbck, eciu sBAseTCI BHYTPeHHUM JOKYMeHTOM. Eciu akT sBisieTcsl BHeIIHUM
JIOKYMEHTOM, OH [JOJDKeH COZiepXaTh IOpUAUUYeCKUU afpec.

PexBU3UTEI aKTa:

- Aara (#aTol aKTa sIB/IsieTCs JjaTa COObITHS, MPOBEPKHU, 06C/Iel0BaHus, SKCIIEPTU3bI);

- HOMep;

- rpud yTBepXKeHus (aKT yTBepXKJaeTcsi pyKOBOJUTe/leM, TIO PaClOpsDKeHHIO0 KOTOPOTro
MIPOBOJJU/INCE [1eHCTBYS], 3aBePLIMBIIHECS COCTaB/IeHUeM aKTa);

- 3arooBoK K TekcTy (AKT BobmonHeHHbix pabor, AKT mpoBepku ¢uHaHCOBOH
JlesiTe/IbHOCTH);

- OTMeTKa O HaJIMUMH MTPUIOKeHUS (TIpY HeOOXOANMOCTH);

- TIOAIIHCH;

- OTTUCKHM I1eyaTel.

TekcT aKTa Jje/IMTCS Ha BBOAHYIO U KOHCTaTUPYIOIYIO YaCTH.

BBoaHast 4acTh COZepXKUT OCHOBaHME Ji/IsI COCTAaB/IEHUs] aKTa. JTO MOXKET OBITh CChIIKA
Ha JOKYMeHT (JJoroBOp W/IM pacropsijuTe/bHbIN JOKYMEHT C yKa3aHHeM HoMepa U [jaThl), Kakue-
mibo ¢akThl, coObiTHs. [Jlamee yKa3blBaeTCsl COCTaB KOMMCCHM: WHHULMANBI U (HaMUIHS
npeficefiaTessi, WHULMaAbl UM ¢aMUWIMM UI€HOB KOMHCCUM B as(aBUTHOM TIOpsiiKe, IIpU
HeoOXOJMMOCTH YKa3bIBAIOTCS MX JO/DKHOCTH.

B KoHCTaTupyolle 4YacTd H3/laraeTcsl CYyIIHOCTb, XapakTep, MeTOAbl U CPOKH
npo/ie/laHHON paboThl. [lenaroTcsi BLIBOABL, TPeJIOKEHHs U 3aK/MIOUeHUs] 110 yCTaHOB/IEHHBIM
¢axram. TeKCT akTa MOXKeT OBbITb pa3/esieH Ha IyHKTHI, CO/lepKaTh MaTepuasl, MpeAcTaB/lIeHHbIA
B BU/Ie TaO/UIIbI.

B KoHIje TekcTa aKTa yKasblBaeTCsl KOJMYeCTBO COCTaB/IeHHBIX 35K3eMIUIIPOB U HX
MeCTOHaxOXJeHHe
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Harnpumep:
CocTaBiieH B ABYX 3K3eMIL/IsIpax:

1-i >sK3eMIIslp - HampaBldeH (HaUMeHOBaHUe TIOfpa3fiesieHHsl AJMHUHUCTpaLUU
MYHHULUNa/IbHOro oKpyra IlepBoypanbck);

2-1 3K3eMIVISIp - NOAIMUT B fesio Ne 114-01-11.

KommuecTBO 3K3eMIUIIPOB  OIpefiesiieTcsl KOJWYeCTBOM 3aWHTepPeCOBaHHBIX B HeM
CTOPOH.

[Tocie OTMeTKM O KOIMUeCTBe 3K3eMIUIIPOB akKTa CjlefilyeT OTMeTKa O Ha/lM4Hiu
TIPUJIOXKEHUH K aKTy (TIpY HEOOXOAMMOCTH).

Ecny akT sB/sileTCsl BHEIIHUM JIOKYMEHTOM, OH 3aBepsieTcsl IeuaTsaMM IoZpasfe/leHui
AJMUHUCTpalud MYHUIMIIAABHOIO OKpyra IlepBoypasbck M IeuaTIMHM OpraHM3aliui,
TIPUHKMMABILHX y4acTHe B ero COCTaB/IeHUH.

OdopmiieHHe aKTa Mpe/CTaB/IeHO B IIPUJIOKEHUH 7 K HacTOsII{ell HHCTPYKLUU.

5.6. Cny>xebHble MUCbEMa

5.6.1. Ocy1jecTBieHue OlepaTUBHbBIX CBsI3el C 3aKOHO/laTe/IbLHBIMU
(pefcTaBUTeILHBIMU), UCIIONHUTE/NBHBIMU OpraHaM{ T'OCyZapCTBeHHOM BiacTU Poccuiickoit
@epepary ¥ AMUHKCTpallied MyHHULIAIIAbHOrO okpyra [lepBoypaisbck, opraHaMyd MeCTHOIO
camMOyIpaB/leHUs,  VUYpeXAeHUsAMY,  [peANpUATHUSAMYM,  OpraHM3alUsMM,  IpaKJaHaMU
JOKyMeHTHUpYyeTcs Tepenrckoi. Cofiep>KaHUeM IeperycKy MOTYT ObITh 3aIIpOChl, YBeJOMJ/IEHHS,
COIJIallIeHus], TIpeTeH31H, HalTOMUHAHYS, POCKOBI, peKOMeH/Jali, U3BellleHHs U TaK JaJiee.

[Mepenmcka ocyiecTBasieTcst ¢ momonsio CO/I. Tlepervicka HeobxouMa B TOM CJyuae,
KOT/la HEBO3MOXKEH WM 3aTpy/HeH 0e3/0KyMeHTHbIM criocob obMmeHa mH(oOpMaryeii: yCcTHbIe
pas3bsCHeHUs], yKa3aHusl (JIMUHble WK 10 TesleOHY ), UHCTPYKTHUPOBaHUe U Jipyroe.

5.6.2. CnyxebOHble mrcbMa O(OPMIISIIOTCSI TOJBKO Ha O/laHKaX MUCHMa, AODKHBI UMEThb
PEeKBU3UTHI B COOTBETCTBUH ¢ pasfiesioM [V HacTosel MHCTPYKLUU.

5.6.3. TekcT mucbMa pasMeljaeTcsi TOAbKO Ha JIML[EBOM CTOpOHe 0JiaHKa, I1edaTaeTcst
mipudTom Liberation Serif Ne 12, 13 ¢ mexcTtpouHbsiM uHTepBasioMm 1,0 - 1,15 - 1,5. Ilucemo
[IO/DKHO 3aHMMaTb 1-2 CTpaHMIbl, OCTa/JbHOW TeKCT BBIHOCUTCA U OQoOpMIseTcss Kak
TIPUWIOXKeHHe, 3a MWCK/IIOUeHWeM IIMCeM B OpraHbl IIPOKYpaTyphl, COJep)KaHHe KOTOPBIX
oopmisieTcs: 6e3 IPUIOKEHHUH CIUIOIHBIM TEKCTOM.

Kaxzapii et micbMa, opopMiIeHHBIM Kak Ha OsiaHke, Tak U 0Oe3 OaHKa, MMeeT
crefyole pasmepsl noseii: neBoe — 30 MM; mpaBoe — 15 mMM; BepxHee — 20 MM; HUXHee —
20 MMm.

Ecm mceMo 3aHrMaeT Oosiee OFHOW CTpaHHIIbI, HCIIO/IB3YEeTCsl HyMepalsi CTpaHUL] 10
L[eHTPy BepXHero I10/isl TMCTa apabcKuMH udpaMy, HauWHasi CO BTOPOM CTpaHHUIBL. B TekcTe
MUCbMa He UCIIOJB3YIOTCS MO/ KUPHBIN LIPUPT, KYpPCUB, NTO/jUuepKHUBaHHUe.

Nndopmanusi, opopmieHHass B Bufie TabJHIIbL, pa3MellaeTcss TOJIBKO B MPHIOKEHUH K
IIUCEMY.

Ecu B TeKcTe mUcbMa WM TabJIHLle UCITONB3YIOTCS COKpallleHHbIe eIMHHULIbI U3MepeHHs],
OHHU I1€4aTaloTCsl yepe3 rpobe (HarpuMep: ThIC. py0., KB. M, ThIC. Ky0. M).

5.6.4. TIucemo HaumHaeTcs ¢ obparljeHusi. BerynurensHoe obpailjeHHe TTOMeITaeTcs o
L[eHTPY [TMCbMa Y BBIHOCUTCS B OT/e/IbHYIO CTPOKY. 3aKaHUMBaeTCs] BOCK/IUL[aTeIbHBIM 3HaKOM.
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HPI/I HallpaBJIEHWHU ITMCbMa HECKOJILKHUM a/pecaTaM O6paH_IEHI/Ie 0DOBIUHO He IIpUMEHSAETCA
WJIK TIPUMEHAECTCA O606H.[€HHOE O6paH_IEHI/Ie, €CJ/IM 3TO BO3MOXXHO.

Haripumep: «YBakaeMble Kosteru! », «YBaKaeMble pYKOBOAUTENH! »

B mmceMax rpakaHam, ec/ii He U3BeCTHBI MMsl, OTYeCTBO, oOpallieHHe He IPUMEHSIeTCS].

5.6.5. [lncbMa cocTaBIsIIOTCS 110 CXeMe: BCTYII/IeHHe, OCHOBHAs UacCThb, 3aK/I0UeHue.

Bo BcTyniennn popMyMpyercsi TeMa MUCbMa, OOBSICHSTIONIAst IPUUMHBI er0 HaIlHCaHWs.
BeTynieHue MoXeT cofiepKaTb CCBUIKY Ha JOKYMeHT U (WIM) ero OTjesbHble IYHKTHI,
SIBJISTIOLIMeCS] OCHOBAaHMEM, KOHCTATalMIo (PaKTa, COOBITHS, CAOKHUBIIEHCS CUTYaL[UH.

B OCHOBHOH uacTH H3/MaraloTcsi OmnvcaHWe COOLITHS WM CUTyallud, WX aHaliu3 |
NIPUBOJIMBIE  JJOKa3aTe/lbCTBa, (akThl, pa3bsICHEHUs] U COOOI[EHMs], COIPOBOXKAAeMble
pacueTamy, CChIJIKaMH, JOKYMeHTaMHU.

3ak/IIOUNTe/IbHAs YacTh COJIeP>KUT BBIBO/BI B BU/IE TIpe/I/IOKEHNH, MHEHHUH, TpeOOBaHHUH,
IIPOCBD, OTKa30B, HATTOMHUHAHUH.

CokpaitieHHasi ¢opMa MKCbMa COJEPXKUT TOJBKO BCTYIUTEIbHYIO U 3aK/IOUUTEe/bHYIO
YacTu.

B mnuceMax MoXkeT MCIIO/b30BaThCsl 3aK/IIOUWTe/NbHasl STHKeTHas (ppasa, KoTopas
oTAessieTcsl 3amnsTod. HanMmeHOBaHMe [JO/DKHOCTU IleuaTaeTCsl ¢ HOBOM CTPOKM CO CTPOYHOM
OYKBBI, HATIpUMeD:

C yBaxxeHHeM,
I'naBa MmyHununansHoro okpyra Ilepsoypanbck JIMYHas O IIUCh N.0. ®amunus

Brnanku pamst opopmieHus: CiyKeOHBIX IHCEM IIpe/iCTaBAeHbl B TIPWIOKEHHU 8 K
HacTosler THCTpyKIMH.

5.7. CnyxeOHble 3aUCKU

5.7.1. CnyxebHble 3arucku odopmisitoTcsi Ha OmaHke Cy)keOHOH 3alucKA U
nozrorasauBaroTcl B C3J/] Kak MO WMHUILMAaTHBe aBTopa [OKyMeHTa, TaK U [0 YKa3aHWIO
PYKOBOZAUTeEJISL.

5.7.2. CnyxeOHble 3alMCKH CAyXKaT AJs Tepefaur HUHGOPMALMH C OAHOTO YPOBHS
yIIpaB/leHUsl Ha Jpyrodl O CIOXUBIIeHcs CUTyal[uM, sIBIeHUM WM (aKTe [Jisl TPUHATUS
PYKOBOZUTE/IEM pellleHHs].

5.7.3. Obsi3aTe/bHBIMU PEKBU3UTAMH C/IY>KeOHOM 3aIllUCKH SIBJSIFOTCSI: HaMMeHOBaHHe
CTPYKTYpHOI'O Tojpa3jie/ieHHsl, HauMeHOBaHMe BHJA [OKyMeHTa ([OK/1aJHasi 3allvcKa,
ciy>keOHasi 3aTHICKa), flaTa, 3aTOJIOBOK K TEKCTY, afipecaT, TEKCT, ITOJITHCh.

5.7.8. B ciykeOHBIX 3amMCKaxX HUCTIONb3YeTCs] H3/IOKEeHHe TeKCTa OT IePBOro JIUIIA.
e/IMHCTBEHHOI'O UuCIIa.

[lpm opraHusanuu paboTBl €O CAyXKeOHBIMM 3alliCKAMH B 3JIeKTPOHHOM BH/E
WCTIONB3YeTCs 3/IeKTPOHHBIN 11ab/I0H C/1yKeOHON 3ariCKy.

5.7.6. TekcT caykeOHOW 3allMCKH, B 3aBUCHMOCTA OT CJIOKHOCTH COJep)KaHUs H
TIPUBOJ VMO apryMeHTalliH, COCTOUT U3 OAHOM, IBYX WM TpeX YacTeHn:

- B [epBOW YaCTH M3/1araloTCsi IPUUMHBI, (PAKThI WK COOBITHS, TIOC/TYKUBIIHE [TOBOJIOM
JJIs1 COCTaB/IeHUs JOKYMEHTa;

- BO BTOPOM YacTH [aeTcsl aHa/lu3 CJIOXKUBIIENCs CUTyal|y, BO3MOKHbIe BapUaHTHI ee
pelleHus;
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- B TpeTbel YaCTH U3/1aratoTCs BEIBOZBL

5.7.7. PerucTpalfusi c/yKeOHBIX 3alTMCOK OCYIIecTB/sieTcss aBToMaTHuecky B CI/I.

5.7.8. CnyxebHasi 3ammcka o¢OpMIseTcsl B COOTBETCTBUM C TMPWIOKeHHeM 9 K
HacTosIIel NHCTPYKLIUU.

5.8. 3akmoueHust (MHeHUs])

5.8.1. 3akmoueHue (MHeHHe) - JOKYMEHT, COJlepXKall[uii MHeHHe, BbIBOJbI
aJMAHUCTpallMM  MyHULMINalibHOro okpyra IlepBoypanbck, Ko/IerHaJpHOIO — OpraHa,
PYKOBOJUTEJISI U/IA COTPYAHHKA I10 KaKOMY-TH00 JOKYMEHTY HJIH BOIIPOCY.

5.8.2. 3akmoueHue (MHeHue) odopmisieTcss Ha OJsiaHKe MKMCbMa A JMHUHUCTPAIUH
MYHHLIMIIA/IBHOTO OKpyTa [lepBoypasbck MM Ha CTaHJapTHBIX JMcTax bymaru ¢popmara A4.

3ak/moyeHre (MHeHMe) [JO/DKHO HMeTh 3arojioBOK C yKasaHHeM HauMeHOBaHUsI
JIOKYMeHTa WIA BOIIpOCa, Ha KOTOpPBIM OHO IIOAIOTOBJIEHO, JaTy IIOAINHCaHUs U
perucTpaloHHbINM HOMep, ITOAINCH JO/DKHOCTHOIO JIULIA.

TekcT 3aKk/toueHus1 (MHEHMs1) COCTOUT U3 JBYX 4acTell. B mepBoii yacTu faeTcs KpaTKoe
U3/I0KeHHe CYIfecTBa BOIPOCA, aHA/lM3 OCHOBHBLIX ITOJIOKEHUH WM TIpefJIOKeHHH, obIast
OlLleHKa JOKyMeHTa WM BoIpoca. Bo BTOpoOM uacTW M3/araloTcsl KOHKpeTHble 3aMeuaHus I10
CYIL{eCTBY paccMaTpHUBaeMoro JJOKyMeHTa (BOIpoca) WU Ipe//IoKeHHs1 10 COI/IaCOBaHUIO.

5.9. TenerpaMmel, Tee(OHOrPaMMBI, 3JIEKTPOHHBIE U (PAKCUMHJIBHBIE COODITIeHUS

5.9.1. Teserpamma cocTaBsieTCsi TP HEOOXOJJIMOCTH CPOUHOH Iepeiaud MH(OpMaLUH
110 TesierpadHOM ceTH 0O1I[ero MoIb30BaHMUsL.

B Tenerpamme [O/KHBI cofepXkKaTbcsl TeserpadHbli  afipec TOaydaTessi, TeKCT
(cozepkaHue TeslerpaMMbl), PerMCTPaLIMOHHBIN HOMep, AaTa perucTpaliuM, MOAIMCh, ajpec U
HauMeHOBaHHe OTIIpaBUTesIsl (TIoMelljaeTcs 1o/ UepToM).

Kareropus Tenerpammenl («CpouHasi») yKa3bIBaeTCsl Tiepe/] a[pecaToM.

B Teserpamme faeTcsl TOUHBIM afipec: yKasbIBalOTCSl UHJEKC, FOpo/, Y/IULA, HOMep J0Ma,
HauMeHOBaHHe OpraHu3aluy, ¢pamu/Ius rnonyuaTeis.

B OTBeTHBIX TeserpamMMax Iiepefi TeEKCTOM 00si3aTe/IbHO YKa3bIBAIOTCS peruCTPaLOHHBIN
HOMep M JiaTa JOKyMeHTa, Ha KOTOPbIX JlaeTcsl OTBeT.

TekcT TemerpaMMBbl H3/laraeTcsi KpaTKO C COKpaljeHHbIMH OOO3HaueHUSIMU 3HAKOB
TIpeNMHAaHMS: TOUKA - TUK, 3aIisiTasi - 311T, JBOETOUHE - IBTY, KaBBIUKU - KBU, CKOOKH - CKD, HOMep
- Hp. 3Haku No, +, -, % cjefjyer nycaThb CI0BaMU: HOMep, IIFOC U TaK JaJjiee.

Bce 1udpoBble faHHBIe B TeKCTe TeJslerpaMMbI ITUIITYTcs cioBaMU. CoueTaHue K3 LIUGBp U
OyKB JOMyCKaeTcsl TOJMBKO B 3aBOJCKMX M TOPIOBBIX 3HaKaX M MapKaX, B HOMepax [OMOB,
JNOKyMeHTOB. JlaTbl yKasbiBarOTCs apabckumu 1udpamu  (23.03.2020), mexny mudpamu
paszie/uTe/IbHble 3HaKW He CTaBATCS.

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 JIETUATCS
Ha HecKo/bKO yacted 1o 300 c/ioB Kakzasi, repe/jaBaeMbIX KakK OT/e/IbHble TelerpaMMBL. TeKcT
TeslerpaMMBbI 3aKaHUMBaeTCsI TOUKOM («TUK»), He JJO/KeH 3aKaHUMBaTbCsl LU POIL.

[Tocsie TekcTa repes; MOAINUCKHIO CTaBATCS pervCTPallMOHHBIA HOMep U JiaTa.

5.9.2. TenedoHorpamMma HCIOb3yeTCS AJST OMEPAaTUBHOIO pelIeHHsl CIyKeOHBIX
BOIIPOCOB, IlepejjaeTCsl YCTHO IO KaHajlaM Tejle)OHHOM CBSI3M M 3allMChIBaeTCsl ([1eyaTaeTcs)
ToJIyyaTesIeM.

TenedoHOrpaMMOM TMepefaloTCsl HeC/OXKHble TeKCThl (INpUIVIallleHus Ha COBeLaHus,
3aceZlaHust).
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Eciu TenedoHorpamMma nepejiaeTcst HeCKOJIbKUM ajipecaTaM, K Hell Ipy/araeTcsi CIMCOK
C HOMepaMH TeJlepOHOB, 110 KOTOPLIM OHa [JO/DKHA OBITH TepejaHa.

5.9.3. DyiekTpoHHOE coobIrieHHe (IIMCHEMO) MepeiaeTcsl C IOMOIIBIO 3IeKTPOHHOM TOYUTHL

DNeKTpOHHasi IouTa IIpefiHa3HayaeTcsl [J/s1 [OCTaBKM, OTIIpaB/JeHUss W Ilepefiaud
vHbopMaLiy BHYTpU AJMHUHHCTpalUM MYHHULUNagbHOro okpyra IlepBoypanbck, opraHam u
opraHuzalUsiM, IOpPUJUUECKHM U (U3MUeCKUM JIMIlaM, MMeIOLIUM COOTBeTCTBYIOI{He
IIporpaMMHbIe Cpe/iCTBa.

OdurmanbHbl  37eKTPOHHBIM — afjpeC  aJMUHHUCTpAliMd  MYHHLUMIIAJBHOIO  OKpyra
ITepBoypanbck prvadm@ prvadm.ru ycTaHOB/EH B KOHTPOJIbHO-OPraHU3aljUOHHOM OT/eJIe.

[Ipm co3jaHMM 3/IEKTPOHHOI'O COODIIeHHsT aBTOPOM obsi3aTesbHO cosgaetcss Tema
coobujeHns. TeMa MOXKeT UCITOb30BaThCsl TIPU PErUCTPAL{UH 3JIEKTPOHHOIO TICHMA.

TekcT o¢pHUIMAaTLHOIO 3/eKTPOHHOIO COOOIIeHUs], OTIPaB/IseMOro U3 AJMUHHUCTpaIivy
MYHHULUIAIBEHOro OKpyra IlepBoypabcK, A0/KeH CoflepKaTh:

- HaMeHOBaHHWe OpraHa MeCTHOI'O caMoyIpaB/ieHUs (AMHUHUCTPALIMA MYHHULMIIAIBHOIO
okpyra IlepBoypanbck);

- ®.1.0. aapecara;

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

3ampeljeHO HampaB/sATh COOOIIeHus, HH(OPMALMIO, COAep)Kaljye I1epCOHaNbHbIE
JlaHHEBIe, Oe3 MpeABapUTENLHOIO 00e3/TMUMBaHUs W MM POBaHMSL.

5.9.4. ®akcumuabHOe coobirieHue (¢pakcorpamma) repegaet HH(GpOpMAIHIO ¢ OyMaXKHOTO
HOCHTeJIs1 IIPH IIOMOIIU (PaKCHMU/IBHOM ammapaTyphbl.

Ilpy wucnonb3oBaHUM (PaKCUMHUIBHOM CBSI3M BO3MOXKHAa OTIpaBKa U IO/yueHue
rpapuueckor uHbopMaluu (TeKcT, Tabsuila, Tpaduk, PUCYHOK, uepTex, ¢ororpadus) Ha
6yMaKHOM HOCHTeJIe.

OrtrpaB/sieMble  IOKYMEHTBI [JO/DKHBI OBITh HareyaTaHbl YeTKHUM, KOHTPAaCTHBIM
MIpUPTOM MM HalMcaHbl KOHTPacTHBIMU (UepHBIMM, TeMHO-CUHHMMH) UepHH/IaMH, [acTOU
IIaPUKOBOM pyuku. UepTexxu U IITPUXOBLIe M300paykeHUs1 OQOPMIISIIOTCSI YeTKO M KOHTPACTHO,
cBobofiHOe TIO/Ie uepTekeldl He JO/DKHO HMeTh IOMapok. He mpoWsBoAMTCS OTIIpaBKa
JIOKYMEHTOB, HallUCaHHbIX C MWCIIO/Nb30BaHUEM KpacHOI'O, 3eJIeHOro, JKeJTOro LIBeTOB,
OTIevyaTaHHBIX WM HalMCAHHBIX Ha KpacHOW, cepoii Oymare, a TakKe HalleyaTaHHBIX IIPHU(TOM
c/1aboli KOHTPAaCTHOCTH WU C HEJOCTaTOUHON UETKOCTHIO.

VL. Ileyatu u mtaMIibl A JMUHUCTPALIMU MyHULIUIIATIBHOIO OKpyra IlepBoypaibck

6.1. UsroToB/ieHHe U yueT IleyaTel U IITaMIIOB

6.1.1. 3aka3, yuyeT meuared M IITaMIOB AJMHWHHCTpALUM MYHHLUIIATBHOTO OKpyra
[lepBoypanbCcK OCYILeCTBJSIOTCS KOHTPOJIBHO-OPraHM3allMOHHBIM OT[e/IOM [0 3asBKaM OT
JOJDKHOCTHBIX JIUL] M PYKOBOJUTe/IeH CTPYKTYPHBIX IO/ pasze/leHUM.

6.1.2. WsroroByenrne repOOBBIX TleyaTell OCYIECTBASETCS B COOTBETCTBHUH C
[onokeHreM 06 M3rOTOB/IEHUH, UCIIOAb30BaHUY, Iepeaue, yueTe, XpaHeHUH U YHHUUTOXKEHUH
revateii ¢ m3oOpakeHHeM repba MYHHLMIIAMBHOTO OKpyra IlepBoypasbCK, yTBepKJeHHOrO
pacropsbkeHHeM A TMHUHHUCTpAlUK TOpOACcKoro okpyra IlepBoypanbck Ne 920 or 18 npekabps
2024 ropa.

6.1.3. Bce meuatu U 1ITamIibl HojjexaT yuery. VHdopmaiiusi o ToM, B KaKOM OT/eJie
HaXO/JWTCsT TeuaTb WJIM INTaMIl, KOrJa M KOMy OHU OBUIM BblJaHbl, CaHbl U YHAUYTOXKEHBI,
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COZIEP)KUTCSL B CIIEL[MAJBHOM JKypHasle € 00si3aTe/bHBIM ITPOCTaBI€HHEM B HEM MX OTTHCKA
(mpunoxenue 10).

6.1.4. Bce /muCTBI XXypHa/a yueTa IeyaTed W ILTaMIIOB HYMepPYIOTCS, IIPOLIMBAIOTCS U
oreuaTbiBatoTcsl. JKypHan yueTa neuaTed W IUTaMIIOB BK/IOUaeTCss B HOMEHK/IATypy Jesl U
XPaHUTCS B KOHTPOJILHO-OPraHU3alIMOHHOM OT/eJIe.

6.1.5. Ileuat U IITaMIbl BBIJAIOTCS 0[] IOAIMCHL B CIIELjUa/IbHOM JKypHaje yueTa
COTpY/HUKaM, OTBETCTBEHHBIM 3a UX UCIIO/b30BaHUe B CTPYKTYPHBIX [1O/pa3/eleHUsX.

6.2. Mcrionb3oBaHue nevyarel U IITaMIIOB.

ITpocTble Kpyr/ble IedaTd IIPOCTaBJAIOTCA Ha KOIMAX [OKYMEHTOB, BBIIMCKAaX W3
JOKYMEHTOB /Il AOCTOBEPEHUS UX COOTBETCTBUSA IO//IMHHUKY.

s TIpocTaB/ieHHs] OTMETOK O IOJYUYeHUY, PerucTpaljdy, MpoXOoXKAeHUU U UCTIONHeHUU
JOKYMEHTOB, JAPYIMX OTMETOK CIIpaBOYHOI'O XapakTepa IIPUMEHSIOTCS COOTBETCTBYIOL[HE
LITaMIIBL.

Oltamibl ¢ BOCIIpoM3BeJleHUEeM IIOAIWCH JO/KHOCTHOrO Julla — (akCuMuie - TIpU
HeoOXOJAMMOCTH pa3pelllaeTcsl HCIONb30BaTh Ha KOIMHUSX [JOKYMEHTOB, TIIOAIMCAHHBIX B
yCTaHOBJIEHHOM IOpsiIKe U MMCbMax JiJIs1 MaCCOBOM pacChbIIKU.

Vcrionb3oBaHue yKa3aHHBIX IITaMIIOB IpU O(GOPMJIEHUH MOAJWHHUKOB [JOKYMEHTOB
3arperaeTcs.

6.3. XpaHeHue, claua U CIIMCaHWe IleyaTel U LITAMIIOB.

6.3.1. IleuaTu M IITaMIbl JO/JKHBI XpaHUTbCSl B HaZleXKHO 3aKpblBaeMbIX celax miu
mkadax.

6.3.2. OTBETCTBEHHOCTH 3a COOJII0ZIeHHe TIOpsiiKa UCIIOIb30BaHUs, XpaHeHHs reuaTed U
LITaMIIOB BO3/1araeTcsi Ha pyKOBOJWTesleH Iojpasje/leHuit AJMHUHUCTpaliii MYHULMIIATbHOIO
okpyra llepBoypalbCcK ¥ COTPYAHUKOB OTBETCTBEHHBIX 3a BeJeHHe [e/IONPOU3BO/CTBA B
rofipasje/eHuax AJMUHUCTpALUY MyHULIUMIIABHOI'O OKpyra IlepBoypaibck.

6.3.4. B ciyuae yTpaThl leyaTel M IITaMIIOB He3aMeJ/INTe/IbHO CTaBUTCSI B U3BECTHOCTh
PYKOBOJUTe/Ib IOApasje/leHus AJMUHUCTpaliud. PykoBoguTesnb MNofpasfeneHuss IIPOBOAUT
ciyxeOHOe paccieoBaHue 1O (GakTy yTepu IMevyaTd WM IITaMIla, O pe3y/bTaTaX KOTOpOro
uHpopmupyer ['y1aBy MyHMLMDaseHOro okpyra IlepBoypanbck —ciyKeOHOM — 3aIMCKOH,
Npe/icTaB/IsieT MaTepya/ibl pacc/eloBaHusa BMeCTe C BLIBOAAMU /1JIsl IPUHATHS pelleHus.

6.3.5. Ilpn ocraBieHMM [O/DKHOCTH COTPYAHHK, OTBeTCTBEHHBIM 3a HCIIO/Ib30BaHUe
reyated M INTaMIIOB, CJaeT WX KOHTPOJBHO-OPraHM3allMOHHBIA OTAen AJMUHUCTpaLy
MYHHLIAIIa/IBHOIO OKpyra IlepBoypanbCk Mo/ MOAIMCH B )KypHaJle yueTa IeqaTel U IITaMIIOB.

6.3.6. Ilpumiejimuve B HerofHOCTb WKW YTpaTUBIIMe 3HaueHWe Ie4aTh M LITaMIIb
YVHHUUTOXKAIOTCS 110 aKkTy (mpusioxkeHue 11), ¢ OTMeTKOM B JKypHase yyeTa IeuaTel U IITaMIIOB.
AKTBEI Ha YHUUTOXKEHHE XPaHATCS B KOHTPOJbHO-OPraHU3aljOHHOM OT/e/le B TeueHUe 3 JIeT,
3aTeM B YCTaHOBJIEHHOM IIOpsiike TlepefaloTcsl Ha xpaHeHue B I[IMBY «MyHuiunaabHbIA
apxuB».

VII. Opranuzanysi paboTh ¢ JOKyMeHTaMH B J1e/IONTPOU3BO/[CTBE

JlokyMeHTBI, oOpasylomuyecsi B [edATelbHOCTH ['71aBBI MYHHLMIIAMBHOTO —OKpyra
ITepBoypanbck, 3amectuTeneli ['1aBel MyHULMIIaAbHOTO OKpyra [lepBoypasnbck, nojpasjeneHui
AIMUHHCTpaliUM MyHULIMIIANBHOTO OKpyra [lepBoypanbcK, COCTaBASIOT JOKYMeHTaAbHbIM (POH/
AJMUHHCTpaliUM MyHMLMNaAbHOro okpyra IlepBoypasbcK, SIBASIOTCS —MYHMLMIIATbHOU
COOCTBEHHOCTRIO U 4acThio ApxuBHOro ¢onga Poccubickodt Dezepariun, Mo3TOMY MOZJ/eXKaT
nepesjaue Ha XpaHeHHe B IlepBoypasbCcKoe MYyHHIMNAAbHOe OIO/PKETHOE YyupeXK/eHHe
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«MyHuIMnanpHb  apxuB» (gamee — IIMBY «MyHuIUnasbHBIA apxXwB») Ha OyMa)KHOM
HOCHUTeJIe.

OcHOBHBIMM ~ BuJaMyd pabor, obOeCHeurBaOIMMH  IIPAaBUIBHYIO  OPraHU3al{HIo
JIOKYMEHTOB B J1eJIONIPOM3BO/ICTBe, SIBJISIFOTCS] COCTaBlIeHHe HOMEHK/IATYPhI Jesl, (opMHUpOoBaHue
Jies1, obopMeHue Jiel.

7.1. CocraB/ieHMe HOMeHKJ/IaTyphl Jejl

7.1.1. HomeHknaTypa [en TpeAcTaBisieT COOOH CHUCTeMAaTH3UPOBAHHBINA IepeueHb
3aroJIOBKOB [ie/l, 3aBOJAMMBIX B CTPYKTYPHBIX IOfpa3/ie/leHusIX, C yKa3aHHeM CpPOKOB HX
XpaHeHUsl.

B HomeHKnaTypy Jile/l  BK/IIOYAIOTCS  3arojIOBKM  JleJ, OTpakalolue Bce
JOKyMEHTHpYeMble yUaCcTKH pabOThI CTPYKTYPHBIX IO/ pa3/ie/leHuH.

7.1.2. Ilpn cocTaBlieHNH HOMEHK/ATyphl e/l CTPYKTYPHBIM IIOJpasfie/leHusIM CllefiyeT
PYKOBO/ZICTBOBAaThCSl TOJIOKEHWeM O CTPYKTYPHOM IIOfpasfie/leHuy, IIaHaM{d M OTYeTaMH O
paboTe, TepeuHeM JOKYMEHTOB C yKa3aHHeM CPOKOB KX XpaHeHHsl, HOMEHK/IaTypaMH 3a
TNpe/lIecTBYIOLHe rofbl. V3yuaroTcsl BUABI JOKYMEHTOB U UX COZlepKaHHe.

BHOBb CcO37jaHHOe CTPYKTYpHOe IoJpasfiejieHde B MeCSUHbI CpPOK pa3pabaThiBaeT
HOMEHK/IaTypy JeJ, COIJlacOBblBaeT ee CO  CIIelIMaJIMCTOM, OTBeTCTBeHHBIM  3a
JleJIONIPOM3BO/ICTBO U BeleHWe apXHBa CTPYKTYPHOI'O Io/pas/e/eHusl.

7.1.3. CBojHass HOMeHK/aTypa Jejl COCTaBJ/sieTCsl CIIel{aJMCTOM, OTBeTCTBEHHBIM 3a
JlelIONpOM3BOJCTBO U BeJleHHWe apXuBa, Ha OCHOBaHMM HOMEHK/AaTyp Jel CTPYKTYPHBIX
rojipasfie/leHny, IIOAIIMChHIBAeTCS  JIML[OM, OTBeTCTBEHHBIM 3a apXWB, YTBep)K[aeTcs
rpejcefiaTe/ieM  SKCIIePTHOM  KOMHUCCHMM  AJIMMUHMCTpalid  MYHMIMIIQJBHOIO  OKpyra
[TepBoypanbck U COI'JIaCOBBbIBaeTCs 5KCIIePTHO-TIPOBEPOYHOM KOMHCCHeN
YnpaBnenusi apxuiBamMud CBepgiioBcKol obmactu (gamee — DIIK). B ciyuae usMeHeHust
CTPYKTYPEI B CBOJHYIO HOMEHK/IaTypy Je/ Takke BHOCATCI U3MeHeHus. (CBojHas
HOMeHK/IaTypa /ie/l B KOHLle ['o/ja yTOUHSIeTCs], yTBep)KaeTcsl U BBOAUTCS B JleHCTBHe

¢ 1 sHBaps ciefyolero roja (MpuiokeHue 16 K HacTosil{el UHCTPYKLIUH).

CorylacoBbIBaeTCsl HOMeHK/IaTypa Jiel He pexke 1 pasa B 5 JieT.

7.1.4. Ilocie yTBep)X/JeHUs1 CBOAHON HOMEHK/IATyPhI Jie/l CTPYKTYPHBIM IOApas/e/leHUsIM
BBI/IAIOTCSI BBIITMCKU U3 COOTBETCTBYIOIINX pa3ziesioB [JIsI MCIIONb30BaHuUs B paboTe.

7.1.5. HasBaHusAMM pasfie/loB CBOJHOM HOMEHK/ATypbl [/l SB/SIOTC Ha3BaHWS
CTPYKTYPHBIX IIOApasfie/leHMU. Paszenbl CBOAHOM HOMEHK/ATyphl Je/l paclioylaraloTcs B
COOTBETCTBUH C yTBepKAeHHON CTPYKTYPOrH AZMHUHHUCTpaL1H.

7.1.6. I'padpbl HOMEHKNATypbl Jesl CTPYKTYpPHBIX  MOJpa3je/leHri 3aIloJHSI0TCS
CJ/Ie[yIOIIM 0Opa3oM.

B rpade 1 mpocTaB/sitoTCsi UHAEKCHI [iesl, KOTOpbIe COCTOST U3 [U(POBOro ob03HaueHust
CTPYKTYPHOI'O IIOZipasjie/ieHus, HOMepa OTJeja B IIOApas/ie/leHNd U IIOpSAKOBOIO HOMepa
3aroJIoBKa fleJla 110 HOMeHK/IaType B IIpeJie/lax CTPYKTYPHOI'O ITOZipas/ie/IeHHs1.

WHpekcr! gen obo3HauaroTcs apabckumu iudpamvu. Harmpumep: 114-01-01.

B HOMeHKnaType Jlel pEKOMeH/[yeTCs COXPaHWTb OJMHAKOBbIE HWHAEKCHI /ISt
OJTHOPO/IHbIX flel.

B rpady 2 HoMeHK/aTyp Je/1 BK/IIOUAKOTCS 3ar0/IOBKU [iesl (TOMOB, uacTeld).
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3aro/ioBOK Jiefa JJO/DKEeH UeTKO OTpa’kaTb OCHOBHOE COZlepKaHHe U COCTaB JJOKYMEHTOB
Jena.

He pomyckaercss yrmorpebsieHWe COKpaljeHHBIX CJIOB W CJAOXKHBIX  OOOPOTOB,
COKpaIlleHHbIX HAMMEeHOBAHHI OPraHOB I'OCY/apCTBEHHOM BIaCTH U YUPeXK/ eHUH.

3aro/ioBOK  flela  COCTOMT W3  3/eMeHTOB, paclojaraeMblX B C/eAyiomled
TIOC/TeI0BaTeIEHOCTH:

Ha3BaHUe BH/a jesa (Tepernucka, XypHaq W T.J.) WIM Pa3sHOBHAHOCTU JOKYMEHTOB
(pOTOKO/IbI, IPUKAa3bl 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 (TeppUTOPHUN).

B sarosoBkax AeJI, CoAepXKaluxX AOKYMEHTHI 110 OJHOMY BOIIPOCY, HO HE€ CBA3aHHBIX
[IocjieA0BaTe/IbHOCTEIO  MCIIO/IHEHHA, B KaueCTBe BHJAa Jejid yHOTpE6]IHETCH TEPMUH
«JOKYMEHTbLI», 4 B KOHIE€ 3aro/IOBKa B CcKOOKax VKa3bIBalOTCd OCHOBHLIE Pa3HOBHUIHOCTHU
AOKYMEHTOB.

Harpumep: AOKyMeHTHI (I1aHbl, CIMCKH, AOK/ajbl, HMHPOpMAllMHd) O IIPOBeJeHUH
CeMHHapoB, KOH(QepeHIMH IO BOIPOCAM COCTOSIHUS [1e/IONIPOU3BOJCTBA B yIIpaBleHUYeCKUX
okpyrax CBep//IOBCKO# 0b/1acTH.

B 3arosioBkax Je, coziepKalljux INeperucKy, yKasblBaeTcsi ¢ KeM U I10 KaKOMy BOIIpOCY
OHa BeJleTcsl. B 3aronoBkax jiei, cofjeprkalliux IepelrcKy ¢ pa3sHOPOJHBIMU KOpPeCIIOH/leHTaMH,
rocJleJHUe He TIepeurCIIsIoTCs.

[11s1 BHOBb 3aBOAMMBIX B Ka)K[OM pasfiesle HOMeHK/IaTypbl Jle/l OCTaB/IsI0TCSl pe3epBHbIe
HOMepa.

JTOKyMeHTBI, KOTOpble 00pa3yloTCsl B AesATeNbHOCTH aJMHHUCTPALIUM B 3JIEKTPOHHOM
BUZle, (OpPMHpPYIOTCSI B 3/IeKTPOHHble Jlela B COOTBETCTBUM C HOMEHK/IATypoH Jen
aJMAHUCTpPAllMM M WHJEKCHUPYIOTCS B IIOpsiAKe, YCTAaHOBJIEHHOM B OTHOIIEHWU Jell,
COCTaBE€HHBIX W3 [OKYMEHTOB Ha OyMaXHOM HocuTese. B HoMeHKnaType gen B rpade
«[IprmMeuaHue» yKa3bIBaeTCsl, UTO [e/I0 BeJleTCsl B 3/IeKTPOHHOMN dopMe.

O/IeKTPOHHBIe  JOKYMEHTBl IIOC/le KX MCIOJMHEeHWs IIofJjle)kaT XpaHeHUI0 B
YyCTaHOBJIEHHOM IIOpsijKe B aJMHHHCTpallid B TeueHHWe CPOKOB, IIPeJyCMOTPeHHBIX MJIsl
aHAaJIOTUYHBIX JOKYMEHTOB Ha OyMa)KHOM HOCHTee.

Homenksatypa gen opopmisieTcss Ha ob1jeM 6/1aHKe aJ[MHHUCTPAIU B COOTBETCTBHH C
TpeboBanusiMu HarmioHampHOTO craHgapTa Poccuiickort ®@epeparu 'OCT P 7.0.97 - 2016
«Cucrema craHfapToB 10 UHpoOpMaruy, OWOJHMOTEUHOMY U U3[aTeNbCKOMYy ey
OpraHu3alliOHHO-PacIIOpsiAUTe/IbHAsE ~ JOKyMeHTarusl.  TpeboBaHusi K = odOpMIIEHHIO
JIOKYMEHTOB», YTBEpP)K[eHHBIM U BBeJleHHBIM B JleHicTBHe INpuKasoM (DejepasbHOro areHTCTBa
10 TEXHUUECKOMY peryJIMpOBaHUIO U METPOJIOTHH OT 8 mekabpst 2016 roga Ne 2004-cT.

I'pud yTBepkaeHuss AoKeH cocTosith U3 cyoBa YTBEPXKIIAIO (0Oe3 KaBbIuek,
IIPONMCHBLIMA OYKBaMM), HaUMEHOBAHUs [O/DKHOCTH JIML]a, YTBEP)KAAIOIIero AOKYMEHT, €ro
JIMYHOMW TOAIIUCU U ee paclIM(PPOBKH B BHJe HHUIIMA/JOB, (paMUINM U JaThl YTBepXKAeHus,
HaIpuMep:
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YTBEPXXIIAIO

3amecTuTesb 1'71aBBl  MYHMLMITaJBHOIO
okpyra IlepBoypa/bCcK IO TPOEKTHOH M
OpraHM3alMOHHOH paborTe

IMoanuck N.0. ®amunus

Hata

7.2. @opMHUpoOBaHue Jel

dopmMmupoBaHue e/l - 3TO TPyINIKMpPOBaHHWE WCIIOJHEHHBIX [OKYMEHTOB B Je/la B
COOTBETCTBUM C HOMEHK/IaTypOH Jie/l U CUcTeMaTU3alysl JOKYMeHTOB BHYTPH Jea.

dopmMmupoBaHue Jel B AJMUHUCTpAllMM MyHMLUIAAbHOro okpyra IlepBoypasnbck
OCYIIeCTB/ISIETCST  [lelleHTpalM30BaHHO [0 MeCTy UX 00pa3oBaHUsI  COTPYJHHKaMU
rnozipasfie/leHu  aJIMMHHCTpaliMM MyHULMNaJbHOro okpyra IlepBoypanbck. KoHTpose 3a
NpaBUIbHBIM  (popMHpOBaHMEM U OQopMeHUeM JleJl  OCYILeCTB/sIeTCsl KOHTPOJBHO-
OpraHu3allMOHHLIM OT[e/IOM.

IIpu ¢opmupoBanuM Aen HeoOXOAMUMO COOMIOJATh OCHOBHBIE IpaBW/IA U IOMeINaTh B
Jieno:

- JOKYMEHTBI B COOTBETCTBUU C 3ar0JIOBKOM Jiejla [10 HOMEeHK/IaType;

- JIOKyMeHTbl OZHOI'O KajeH/JapHOro roja (UCK/IIOUeHHe COCTaBJSIIOT: Iepexojsiiue
Jlesla, JAYHBIE Jlena, KOTopble (OPMHPYIOTCSI B TeueHHWe BCero repuoja paboTel /uija B
OpraHu3alun);

- paszie/IbHO JOKYMEHTBI PasHbIX CPOKOB XpaHeHUs];

- [JOKYMEHTBI, OTHOCALIMECS K pellleHUI0 OJHOr0 BoIlpoca.

B pgeno He AO/MKHBI IIOMeLAaTBCA JOKYMEHTBI, IIOJJIe)Kallje BO3BpaTy, IIPOEKTHI
JIOKyMEHTOB, Ay0O/MKaThbl, Ye€PHOBUKU, KOHBEPTHIL.

ObmweMm Jlea He OJDKeH MpeBbiiaTh 250 UCTOB NP TOMIHHe He Oosee 4 caHTUMETPOB.
ITpy Ha;MMUUKM HEeCKOJIBKUX TOMOB MH/EKC U 3ar0JIOBOK JleJla IIPOCTaB/IA0TCS Ha KaKAOM TOMe C
nobasieHHeM cioB «ToMm 1», «ToM 2» U Tak aajee.

PacriopsautenbHble JOKYMEHTHI IPYIIMPYIOTCS B Jiea IO BUAAM U XPOHOJNIOIUM C
OTHOCAIIMMUCS K HUM IIPWIOXKEHUSIMA BMeCTe C JIACTOM COIJIaCOBaHUS, I1OSICHUTE/LHON
3aIMCKOM, JIMCTOM pasHOI/IaCHi UM JIMCTOM 3aMeuaHuH (TIpU HaTuuuH).

ITpoTtoKo/El B Jleie pacriosiaraloTcss B XPOHOJOTMUECKOM IIOpsiiKe II0 HOMepaM.
[JOKYMeHTEI K IIPOTOKOJIAM, CIPYIIIMPOBAaHHBIE B OT/[e/bHBIE Je/a, CUCTEMaTU3UPYIOTCA 10
HOMepaMm IPOTOKOJIOB.

YTBepK/eHHble I1aHbl, OTYETBbl, CMEThI, JIMMHTBEL, THUTYJbHble CIIMCKU U Jpyrue
JOKYMEHTBI IPYIIIUPYIOTCS OTAENBHO OT IIPOEKTOB 3THUX JOKYMEHTOB.

[TonoxeHyuss W HWHCTPYKLUM, VTBepXKJEHHble PpaclOpsaAUTEeNbHBIMA JOKYMEHTaMy,
SIBJISIFOTCS TIPUIOJKEHUAMU U IPYIIIIUPYIOTCS BMeCTe C pacliopsiiUTe/IbHBIMU JOKYMEeHTaMU; eC/Iy
yTBepXKJeHbl KaK CaMOCTOsITe/ibHble JOKyMeHThl ¢ rpudom «YTBEPKJAKO», TO
TPYIIMPYIOTCA B OTAE/bHLIE Jlela.

PacriopsbkeHUs1 II0 OCHOBHOM JlesITe/IbHOCTH PYIIITUPYIOTCS OTZe/IbHO OT PacIiopsKeHUN
I10 JINYHOMY COCTaBYy.
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PacrniopsbkeHus1 110 IMUHOMY COCTaBY IPYIIIAPYIOTCS B OTZe/bHBIE Jle/la C y4eTOM CPOKOB
xpaHeHus1 - 50 jser DIIK (o mpueme, coBMelljeHWH, TlepeBojie, BO3JIOKEHUU O0sI3aHHOCTEH,
YBOJIbHEHUH, TIPICBOEHUH K/IaCCHBIX YMHOB, YCTaHOBJIEHUU Hal0aBOK, MaTepHabHOU ITOMOILH,
M3MeHeHWH (paMU/INY, TTOOLIpeHUH, IPeMUPOBAHNY, pa3/IUUHbIX BhIIaTaX, OTIyCKaxX IO YXOAY
3a pebeHKOM, Oe3 coxpaHeHHsI 3apabOTHOM I/IaThL) U 5 jeT (O JUCIMITIMHAPHBIX B3bICKAHUSIX,
MIOBBIIIEHUU KBaJU(UKALIUY, eXeroJHbIX OIlIaudBaeMbIX OTIIyCKaX, OTIyCKaX B CBS3U C
obyueHueM, rpadyKax /JeKypCcTB, Ha3HaUeHUH HACTAaBHUKOB, KOMaH/[UPOBKaX ).

@dopMupoBaHMe JIMYHBIX JleJl MYHULUIIAJABHBIX CHAyXallUX OCYyILeCcTB/sIeTCs B
COOTBETCTBUH C [eMCTBYIOLMM 3aKOHO/aTe/IbCTBOM.

[lepericka rpymnmupyeTcss 3a IIepuOJ, KajleHJapHOIO Trojfa W II0 TemaTHKe U
CUCTeMaTH3UpyeTcsl BHYTPH Jiesla B XpOHOJIOTMYeCKOH I10C/Ie/loBaTe/IbHOCTH.

7.3. OdopmiieHue fen

Hena moctossHHOro, BpeMeHHOro (cBbillle 10 jeT) XpaHeHUs U IO JIMYHOMY COCTaBY
nofJiekaT rosHoMy odopmnenuio. [loHoe opopmieHre peycMaTpyBaeT KOMILIEKC paboT 1o
OMMUCAHUIO Jefa Ha OOJIOKKe, MOJINMBKY (IIeperuieT), HyMepaljfio JIMCTOB, COCTaB/IeHHUE
3aBepUTeIbHOM Ha/JIIMCH, BHYTPeHHeH OIHcH (TTp1 HeOOXOAUMOCTH).

Ilpy mnoAroToBKe Jen K XpaHeHUIO IpPOBepsieTCsl IpaBUIBHOCTb (OPMUPOBAHUS,
oopMeHys1 (MOALIMBAIOTCS TOJNBKO OpPWIMHANBI [OKYMEHTOB C TMOJ/IUHHOM IIOATHCHIO
PYKOBOAUTeJIS TTo/pa3fe/ieHus], MHPpOpMaIius Ha JOKYMeHTe JJOJDKHa OBITh 0opMiIeHa Ha OHOU
CTOPOHe JIMCTa, He BKJIIOYAIOTCS JJOKYMEeHTh, paclieyaTaHHble Ha YepHOBUKAaX) U COOTBETCTBUE
KOJIMUeCTBa Jie/l, BK/IFOUeHHBIX B OIIMCH, KOJIMUEeCTBY Je/l B HOMeHK/aType.

YactuuHoMy o¢OpMIIeHUIO TOoJJexaT fesa BpeMeHHOro (o 10 jieT BK/IIOUYMTE/BHO)
CPOKa XpaHeHHs], B 3TOM CJiyyae Ha 00JI0XKKax O(QOPMIISIOTCS PEKBU3UTHI AJIs1 MCTIONB30BaHHUS B
TeKyll[eM J1e/IoNponu3Bo/cTBe. JlonycKkaeTcss XpaHeHHe JOKYMEHTOB B CKOPOCILIMBATeNsX, B 3TOM
clydae JIMCTBI Jlefla He HYMepYyIOTCs, 3aBepuTesbHble HaJIMCA W BHYTPeHHHEe OIIMCH He
COCTaBJISFOTCSL.

OdopmiieHre OOJIOKKH OCYLIECTB/SeTCS IIPH 3aBeJleHHH [iejla U II0 3aBepIIeHHH
JleJIONIPOM3BO/ICTBEHHOIO ro/ja.

B 3aBUCHMOCTH OT CpOKa XpaHeHHs MPOBOJUTCS TOAHOe WM YacTUUHoe odopMieHue
00JIOXKKH flefa.

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

OO6/I0KKa /le/1a B TEKYIIeM JIe/I0NPOU3BOACTBe OpOPMIISIETCSI IO YCTaHOB/IEHHOH (opMe ¢
yKa3aHHeM PeKBU3UTOB U CBefleHHUH (TpuiokeHue 12):

NOJIHOE HaWMeHOBaHWe TIofpasfie/leHus] aJMHWHHACTPAallMM MYHHULMIIAIBHOIO OKpyra
[TepBOypanbck;

VH/IeKC JleJla [IepeHOCUTCS] U3 HOMeHK/IaTyphl Jiell;

3arOOBOK  Jesia (TpM  HeOOXOAWMOCTH C  TIOA3AarojOBKOM) II€EPEHOCHTCS U3
HOMEHK/IaTyphl JeJT;

CPOK XpaHeHUs] [IepeHOCUTCSI U3 HOMEeHK/IaTyphlI feJl.

Ha 06/10KKH /je/T TOCTOSTHHOr'O U BpeMeHHOro (cBbinie 10 /1eT) XpaHeHHs 10 OKOHYaHHUH
JleJIONIPOM3BO/ICTBEHHOI'O I'oZjla BHOCSITCSI MU3MEHEHHsI W JIOINOJIHEeHUs: YTOUHSIFOTCS 3ar0JIOBKH,
KpaliHHe J1aThbl, HOMepa JOKYMEHTOB B Jlefie U JOTIOHSIOTCS B 00/IOKKY (TpuioxkeHue 13):

HOMeEp TOMa WJIM YaCTH YKa3bIBaeTcsl B C/Iydae, eC/H 3a rof obpasyeTcs Oojee OHOrO
TOMa (4acTh);
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Jarta fena (ToMa, yacTH) - /laTa 3aBefleHUs] U OKOHUaHUS flesla ¢ 0D03HaueHWeM Mecsilia
(c/10BOM) M rofia UM UMCIIa, Mecsiiia (C/I0BOM), Iro/la B COOTBETCTBUU C CaMbIM paHHHUM U CaMbIM
Mo3/HUM JoKyMeHTOM jena (10 siuapst 2012 roga - 30 gekabpst 2012 roga);

KOJIMUeCTBO JIMCTOB [TePeHOCUTCS C JIMCTa-3aBepUTeJIs;

apXUBHBIN HIM(P NPOCTaB/IsieTCs [IOC/Ie YTBePKAeH s TOAOBbIX pas/ie/loB OMCceH;

B BepxXHeW 4YacTu OOJIOKKH IpeAyCMaTPHUBAETCS] MECTO AJIsi IIPOCTaBIeHMs INTamIla
[IMKY «MyHuLMIaIbHBIN apXyB»

B nucr-3aBepuTesnb flesia 3aHOCUTCS 3aBepUTe/IbHAas HaAIMCh C yKa3aHWeM KOJMuYecTBa
IIPOHYMepOBaHHBIX JUCTOB B Jejle LMdpaMyd U MPONUCHI0 U OT/e/bHO uepe3 3HaK + (ILIIOC)
KOJIMUECTBO JIMCTOB BHYTPeHHeH OIMHcH (IIpU ee Ha/lWuKu). B ciydyae oOHapykeHUs1 OIMIMOOK B
HyMepanuy (IIponyijeH HOMep, He TIPOHYMEepPOBaH JIMCT, MPOAYO/IMpOBaH HOMEP) [OIyCKaeTCsl
yriorpeb/ieHHe TUTePHBIX HOMepoB (Harpumep, 123, 123a, 12306).

B jmcTe-3aBepuTesie  OTMeYalOTCs OCOOEHHOCTH  (PU3MUECKOTO COCTOSIHUSL U
¢dbopmupoBaHUs Jiea ¢ yKa3aHHeM HOMepOB JIUCTOB C ¢oTorpadusMy, YepTeskaMH, pUCYHKaMH,
Ha/iuyye KOIMY BMeCTO IOJINHHYKA U TaK JaJjiee.

JIncT-3aBeprTe/ib IOAIIMBAETCS B KOHLE fiefa.

[ yueTa JOKYMEHTOB OIpefie/ieHHbIX KaTeropui, B CBSI3U €O cCrellM($pUKON JaHHOU
JoKyMmeHTaluu (ocobo IjeHHbIe, JUYHbIE Jea, KOHTPOJbHBIE [ea, TPUKasbl U [JOKYMEHTHI,
OTHeCeHHble K KaTeropMd OrPaHHUeHHOro JOCTyIa) COCTaB/sSeTCs] BHYTPeHHSS1 OIUCh
JIOKYMEHTOB JleJia

BHyTpeHHss1 onMCh COCTaBIIsIeTCS] Ha OTZe/IbHOM JIMCTe U [TOALIMBAeTCsl B Havasle Jefa.

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

JloKyMeHTBI, cocTaBisifolnye feno, popmara A4 AOKHBI OBITH MOALIMTEI Ha YeThIpe
npokona (¢popmara A5 - Ha TpU IPOKO/A) B TBEPAYIO OOJOKKY M3 KapTOHA ITPOYHBIMHU
XJIOIMYaTOOYMaKHBIMA HHUTKAMHM WM TepeIuvieTeHbl TUIOrpadCKUM CIIOCOOOM C  yYeTOM
BO3MO)KHOI'O CBODOJ[HOT'O UTEHHSI TeKCTa BCeX AOKYMeHTOB. [Ipy MOATOTOBKe fle/ K MOALINBKE
WJ/IY TleperieTy MeTa/uInuecKue CKpeIlJIeHUs! YAaIsioTCs.

7.4. OpraHusallisi OIlepaTUBHOIO XpaHeHWs JIOKYMEeHTOB B  IIOJpas/ie/IeHUsIX
AJIMUHUCTpalMy MyHULMIIabHOro okpyra [lepBoypaibck

C MoMeHTa 3aBe/leHHs U [0 [lepeflaud Ha XpaHeHHe B apXMB Jlejla XpPaHATCS 110 MeCTy UX
¢dbopmUpoBaHUs B TeueHHe MATH JieT JiJIsl IPaKTUUeCKOro UCIIO/Ib30BaHUsl.

HokymeHTbl BpeMeHHoOro (o 10 jeT BK/IOUMTe/bHO) XpaHeHWsl HaXOAATCA Y
COTPYAHUKOB JIO MWCTeUeHWs] CpOKa WX XpaHeHMs U IIOC/eAVIOL[ero YHHUUYTOXEeHUs B
yCTaHOBJIEHHOM ITOpsiAKe.

Hena f0/MKHBI XpaHUTHCS B 3alMpaeMbIX IIKadax. [lesa pacrnosaratoTcsi B BepTUKaIbHOM
TIOJIOKeHUM KOpeIllKaMHM HapyXKy, IO rofiamM B IIOpsi/Jke HOMepOB II0 HOMeHK/aType JeJ, Ha
KOpellIKax JieJl YKa3blBaloTCsl WH/EKChbl B COOTBETCTBUM C HOMEHK/IAaTypoM Aes. Beimmcka us
HOMEHK/IaTypkI e/l [IoMelljaeTcsl Ha BHYTpeHHel CTOpPOHe /iBeplibl Kada.

XpaHeHHe Jies1 B CTO/IaX y COTPYAHUKOB He JOIyCKaeTCsl.

VIII. Opranusatiusi paboThl apXyBa MO/ pas/ieieHUM
AJIMUHUCTpaLMy MyHULMIIabHOro okpyra [lepBoypaibck
8.1. 3azauu u GpyHKLIUU apXHBa.
3azaud ¥ (PyHKLUM apxuBa IoJpas/ie/leHust olpejessioTcsl Ha ocHoBaHUU [losoxkeHust
00 apxuBe Mojpa3fiesieHus], YTBEPK/JEHHOIO PYKOBOAUTe/NEM IOApa3feeHus] aiMUHUCTPAaL[H
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MyHULMIaasHoro okpyra IlepBoypasnbcka, nocie corsnacoBanust ¢ [IMBY «MyHunynanbHbIN
apxuB». BeJeHue apxuBa IIOfpasfie/ieHUsi OCYILEeCTB/sSeTCS OTBETCTBEHHBIM COTPYAHUKOM
rofipasfie/ieHdss aJMHUHUCTpaliii MYHULIMIIaJLHOrO OKpyra IlepBoypanbck. PykoBopuress
Nofipasje/ieHus aJMUHUCTPALIMi MyHULMIAAbHOIo OKpyra [IepBoypanbcK IIpUHHUMAaeT MepkI I10
obecrieueHHI0 pabodyero Mecra CIEeL[Ua/IFICTa, OTBETCTBEHHOI'O 3a BeJleHHe apXHuBa
roipasfie/leHus], U CO3J,aHUI0 YCIOBUHA COXPaHHOCTH JJOKYMEHTOB.

st obecrieueHWsT COXpaHHOCTH JOKYMEHTOB apXvBa IOfpasfie/ieHus] TPOBOJUTCS
KOMIUTEKC paboT:

- cO3JlaHue ONTUMaJIbHBIX YCJIOBUM XpaHeH!s! JOKYMeHTOB;

- pasmellleHue JOKYMEHTOB;

- cobJtro/ieHHe TIOpsiiKa BbIjauH Jief;

- yUeT JOKYMEeHTOB.

IIpy cmeHe crieljManucTa, OTBETCTBEHHOIO 3a BeJieHHe apxuBa IIOfpasje/leHUs
OCYIIIeCTB/IIeTCS IIpUeM-Tiepejiaya JOKYMEeHTOB.

8.2. Co3flaHre ONTHMaTBHBIX YC/IOBUN XpaHeHHUs! JOKYMEHTOB 00eCIIeunBarOTCsI:

- IIpejloCTaB/ieHUeM OT/e/bHOIO IOMeL[eHUs - apXWBOXPaHWIUILA, KOTOpOe [OJIKHO
ObITE OOOPYJOBaHO M TIPUCIIOCOOTEHO JAJsi XpaHeHHsl JOKYMEHTOB B COOTBETCTBHHM C
HOPMaTHBHBIMU TpeboBaHusiMU DesrepabHON apXUBHOH C1y»KObI Poccuy;

- 00opy/OoBaHHEM apXWBOXPAHU/IMWIA CpeJCTBaMH II0KAPOTYIIEeHHUs, OXpaHHOH U
IIPOTHBOIIOKapHOM CUTHa/IH3aLuel;

- IpUMeHeHHeM OOOpYAOBaHMS AJisl XpaHEHWs AOKYMEHTOB - CTejtaxked, celdos,
KOpPOOOK;

- CO3/jJaHHMeM OITUMa/JbHOIO TeMIlepaTypHO-BAaXKHOCTHOIO U CBETOBOI'O peXHWMa B
TOMellleHUH XpaHU/IUILIa;

- [IpOBeJileHreM CAaHUTapHO-TMT'MeHNYeCKUX MepOIIPUSATUM.

8.3. PasmellleHre JOKYMEHTOB B apXUBOXpaHUJIULL|e

Pa3melnieHre [OKYMEHTOB B apXHWBOXpaHH/HIIe oOecIieuyrBaeT CO3/[aHHe ONTHMAIbHBIX
YCJIOBUM XpaHeHHs apXHBHBIX [JOKYMEHTOB, eXKerojHoe [BI)KeHHe [Jiesl, OllepaTUBHBIA MTOUCK U
WUCIIO/Ib30BaHWe [OKYMEeHTOB. [lena pasMelaroTcss B COOTBETCTBUM CO  C/IeYIOLIUMU
TpeOOBaHUSIMU:

- JOKYMEHTBbl IIOCTOSIHHOI'O XpaHeHWs PpasMeLaloTcs OTAeNbHO OT JOKYMEHTOB
BPeMEHHOI'O XpaHeHUd;

- JOKYMEeHTBI JIMKBU/IUPOBaHHBIX NTO/ipas/ie/leHHI XpaHsITCs OT/Ae/bHO;

- TOKYMEHTBI [IOCTOSTHHOT'O XpaHeHHUsI XPaHsTCSl B KAPTOHHBIX Kopobax (pasmep 32 x 19,5
x 43);

- K KOpOOKaM TIpUKJ/IEMBAIOTCS SIP/IBIKA C yKa3aHHMeM HOMepa OITMCH, HOMEpOB Jel,
KpalHue [jaTbl, HAUMeHOBaHHe I10/pa3/ie/leHus;

- KOpPOOKM yCTaHaB/MBAIOTCSI Ha CTe/lakKaX B BEPTHUKA/JBHOM MM TOPHU3OHTATBEHOM
TIOJIOXKEHUU.

He pomyckaercs XpaHeHUe [JOKYMEHTOB Ha IOy, IIOJOKOHHUKAX, JIECTHUYHBIX
TIOIIa/IKaX ¥ JPYTUX He IPHUCIIOCO0/IeHHBIX /JIs1 XpaHeHHsI e/l MecTax.

8.4. IlopsafoK Beliauu fei

W3 apxuBa mnofpasfeneHUs MOI'YT BblJaBaTbCsd 3aBepPeHHble KOIMU JAOKYMEHTOB,
apXvBHble BBIIIMCKA M3 JOKYMEHTOB. 3aBepsOTCS OTBETCTBEHHBIMHM  3a BeJleHHWe apxuBa
CrieL{Ma/IMCTaMy B IO pasjie/leHUN.
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8.5. Yuer 1oKyMeHTOB

EfuHullaMy yueTa JOKYMEHTOB SIB/SIIOTCS apXUBHBIM (OH[ (KOMILJIEKC JOKYMEHTOB,
00pa30BaBIINXCS B JleSITeJBHOCTH TO/pa3fie/ieHus] af/MUHHACTPAIlUd MYHHUIUITATLHOIO OKpyTa
[lepBoypanbck) U eAMHULIA XPaHeHus ([e/10).

YueT JOKYyMEHTOB ITPOM3BOJUTCS IIyTeM IIPUCBOEHUsI KaXK/JOMY OT/,e/IbHOMY apXUBHOMY
Jle/ly yueTHOro HoMepa (HoMepa Jiesia), sIB/SIIOLerocst YacTblo apXUBHOro mudpa. IlomHocTeo
apXUBHbIM LIH(P COCTOUT U3 HOMepOB (OH/A, ONKCH U Jesa. ApXHUBHBIN IU(P MOMelllaeTcs Ha
00J/I0)KKe BCeX apXMBHBIX Jlell B HIDKHEM JIEBOM M BepXHeM IpaBoM yrIJax. He pgomyckaercs
IIPHUCBOEHME OJHOIO YUETHOrO HOMepa ABYM U Oosee nenam. He pgomyckaeTrcss XpaHeHHe B
apxXvBe TIOfpa3fie/ieHUs] BK/IIOUEHHBIX B OIMCH AapXUBHBIX Jesl 0e3 apXWBHBIX IIHU(PPOB Ha
00/10KKaX.

B apxuBax BefjyTcsl C/leiyIOIIMe YUeTHbIe JJOKYMeHThI:

-1icT PoH/a;

-OIUCH JieJT;

-neno GhoHAa;

-JICT-3aBepUTeb Jle1a;

-BHYTpeHHsIs1 OITUCh JOKYMEHTOB JieJla.

Ilpy yueTe AOKYMEeHTOB B apXuBe IOZpasfie/ieHUsi NPOBOJUTCS IpoBepKa HalWuMsl U
COCTOSIHUS Jlesl apXuBa I0ofipa3jfie/ieHHsl B Le/IIX YCTaHOBJIeHUsl (paKTHUUeCKOro Haluuus jesl B
COOTBETCTBHMM C OITUCSMH W BbIIB/IEHHS [es, TpeOyommx o0pabOTKM UM pecTaBpalju,
CIleLHa/CTOM, OTBEeTCTBEHHBIM 3a BeJleHHe apXUBa I10/jpas3/ie/ieHHsl.

[1naHoBast MpoBepKa Ha/IMUMsi U COCTOSIHUS [JiesT TIOCTOSIHHOTO XpaHeHHUsl IIPOBOJUTCS He
peXke OFHOTO pas3a B 5 JeT, Jiel BpeMeHHOro (cBbille 10 sieT) XxpaHeHUs U Je/l 110 JIMYHOMY
COCTaBY - He pexxe ofHoro pasa B 10 sieT.

EfvHOBpeMeHHasi TpoBepKa Ha/lWUMsl U COCTOSIHUSI Jle/l apxuBa IIoJpas/iesieHust
IIPOBO/JUTCSL:

- TI0CJIe TlepeMellleHus /ie/l B Apyroe MoMellleHue;

- 1I0CJIe Yype3BblUalHbIX [TPOUCIIIECTBUMH, BbI3BaBIINX [1IepeMellleHue fiel;

- TIpYU CMeHe CIlellhajncTa, OTBeTCTBEHHOI'O 3a Be/leHHe apXuBa I10/ipa3ie/ieHHsl.

Vmerolijvecss B HaAWuUM [lefa IPOBepsIIOTCS MO ONUcsAM Jena. WToru mpoBepku
o(OopMJISIIOTCS  aKTOM (TIPWIOXKeHHe 7 K HacTosimjed HWHCTpyKOuH). Ilpu HeobxopumocTH
V3MeHeHUs] U [OIOJIHeHUs,, BbIsIBIeHHble B pe3y/bTaTe IIPOBEPKH, BHOCATCSI B yUeTHbIe
JIOKYMeHThI apXyBa I0/ipa3/ie/leHUsl.

Ilo ucreueHuM IpefielbHBIX CPOKOB XpaHeHUs B apxuBe IoApasfeseHus (5 JeT)
JIOKYMeHThI [IOCTOSIHHOI'O XpaHeHUs Ioj/iexxaT nepefjaue B [IMBY «MyHulunaabHbIi apXuB» B
yCTaHOBJ/IEHHOM IIOpsiIKe.

IX. IloaroroBKa JOKyMeHTOB K Ilepe/jaue Ha XpaHeHHe B
[IMBY «MyHULMIIaIBEHBIA apXUB»

IToaroToBKa JOKYMeHTOB K Iepefaue Ha XxpaHeHue B [IMBY «MyHuUIMNa/IbHBIA apXyUB»
BK/IOUaeT KOMIUIEKC paboT 110 TIPOBEJEHHIO SKCIEepTH3bl IIEHHOCTH JJOKYMEHTOB,
dopmupoBaHHi0O U OGOpPMIEHHUIO JeJ, COCTaBIe€HUIO TOJOBBIX pas3fleJioB OMMCeld Ha Jena
IIOCTOSIHHOT'O XpaHeHUsl U Jlejla BpeMeHHOro (cBhbliile 10 jieT) XpaHeHUs], COCTaB/eHHIO aKTOB O
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BblJle/IeHUM K YHUUTOXKEHUIO [JOKYMEHTOB BpeMeHHOro (fo 10 /eT BK/IIOUMTENBHO) CpOKa
XpaHeHUs.

9.1. DkcnepTU3sa LIeHHOCTH JOKYMEHTOB

JKCIiepTH3a L{eHHOCTU JOKYMEHTOB Ha CTaJlH [ie/IOIIPOM3BO/CTBa [IPOBOAUTCS:

-TIPU COCTaBJIEHUY HOMEHK/IATYpPEI [eJl;

-B mipoliecce (HOpMHUPOBaHUs Jle/l U IpoBepKe MPaBUJIBHOCTH OTHECEHHsl JOKYMEHTOB K
Jenam;

-oTObOope JeMl Ha  YHUUTOXKeHWe, TIpU IIOATOTOBKe [JeJl K  Ilepefiaye B
[IMBY «MyHULMTNIaIBHBIN apXUB».

st opraHM3aliuil U TIPOBeJleHHs] pabOTBI IO 3KCIEPTH3€e I[eHHOCTH [JOKYMEHTOB B
AJIMUHUCTpalMy MyHULMNa/AbHOro oKpyra [lepBoypasbck coszaeTcsl IOCTOSHHO JeHCTBYOIast
SKCIiepTHast Komuccus (fanee DK) B KosMuecTBe He MeHee 3 ueslOBeK I107 Ipe/ice/jaTe/IbCTBOM
3amectuTenss ['yaBpl  MyHMIMIanbHoro okpyra IlepBoypajsbck IO IIPOEKTHOM U
opraHu3anioHHoON paborte. CoctaB DK yTBepxzaeTcst pacropsbkeHHeM A IMAHHUCTpaL[UH
MYHULUIIaABHOIO OKpyra IlepBoypanbck.

®yukiuy ¥ npaBa JK, opranusaius pabotsl DK orpefenstorces ronokeHueMm o6 DK,
KOTOpOe  yTBepXKJaeTcs  pacropsbkeHueM — AJIMUHUCTpAalMM  MYHULUIIAJBHOIO  OKpyra
[TepBoypanbck nocse corsacoBanusi ¢ [IMBY «MyHULMNIabHBIN apXuB». B Lessix AoCTHKeHUst
MeTOJMUEeCKOro eJNHCTBAa mosiokeHne o6 DK paspabaTbiBaeTcsi Ha OCHOBE THUIIOBOI'O WM
TIPUMEepHOTO I10JI0XKeHHUsI O IIOCTOSIHHO JAeHcTByoen JK.

JK sdBseTcsa KoslernanabHeIM opraHoM. DK IpoBOAUT 3aceflaHUss B COOTBETCTBUU C
raHaMu paboThl, yTBepxkaaeMbIMu mipefcesiateeM JK. 3acemanuss DK MpOTOKOMUPYIOTCS.
[IpoTokosbl MOANKMCHIBAIOTCS IpefcefaTesieM (IIpe/ice/jaTe/bCTBYIOIIMM Ha 3acellaHUd) U
cekpetapeM JK. [lokymeHTHpoBaHUe AesTeabHOCTH DK U popMupoBaHMe Jies1 BO3/araroTcsi Ha
cekpetaps JK.

ITpu npoBejeHNUN SKCIIEPTU3EI LIEHHOCTH JOKYMEHTOB OCYIL{eCTBIISIOTCA:

- oTOOp /[OKYMEHTOB IIOCTOSTHHOTO M BpeMeHHOro (cBbmie 10 jeT) XpaHeHHs AJIsT
repefiaud B apXuB;

- orbop [OKyMeHTOB BpeMeHHOro (o 10 /eT BK/IIOUMTE/NBHO) XpaHeHUsS WU Jel C
otMeTKol JIMH, nogexkaljux xpaHeHHIO 110 MeCTy (pOPMHUPOBaHUS;

- BblJleJIeHWe K YHUUTOKEHUIO Jiesl 3a IpeAblfyIliue TOAbl, CPOKHM XpaHeHUs KOTOPbIX
HUCTEKIIHN.

DKcIlepTH3a LeHHOCTH JOKYMEHTOB IIOCTOSHHOIO W BpeMeHHoro (cBbiie 10 jeT)
XpaHeHUs IIPOBOAUTCA IIyTeM IIOJUCTHOIO IIPOCMOTpa e/l C TMOCHAeAVIOIUM U3bATHeM
YEepPHOBUKOB, [IyOJ/IMKAaTOB, JOKYMEHTOB BpEMEHHOI'O CPOKa X paHeHHsl.

[ena BpeMeHHOro XpaHeHMss C OTMeTKOM OK Takke NIpoCcMaTpHBAarOTCS IOJKUCTHO C
1[e/IbI0  BbIJie/IeHHs] JOKYMEHTOB TIOCTOSIHHOTO XpaHeHus. B ciyuae oOHapy>keHMsI TaKHX
JJOKYMEHTOB ~ Jiela  Iepe()OPMUPOBBLIBAIOTCS, a JOKYMEHTbl IIOCTOSIHHOTO  XpaHeHWsl
0(hOpMJISIFOTCSI B CAMOCTOSITe/IEHOE J1eJIO.

He pomyckaercst mpoBefieHre oTOOpa fJes [ XpaHeHHs] WA K YHHUUTOXKEHHIO Ha
OCHOBaHMHU 3ar'0JIOBKOB JieJl.

ITo pesybTaTaM IpoBeeHUs SKCIIePTU3LI LIEHHOCTU JOKYMEHTOB COCTaBIIAIOTCA:

- ['O/JOBOU pas/Ziesl OIMCH JieJl IIOCTOSTHHOI'O XpaHeHHsT;

- [OZJOBOU pasZiesl OIUCH JeJl II0 IMYHOMY COCTaBY;

- aKT O BbIJle/IeHUU K YHUUTOXEHUIO JOKYMEHTOB, CPOK XpaHEeHUS KOTOPbIX UCTEK.
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9.2. CocTaB/ieHUe U opopMIeHHe orucel aei

Onuce fena - apXyBHBIM CIIPAaBOYHMK, COJZlepKalljui IlepeveHb JeJ, IpeJHa3HaueHHbIN
J1s1 UX yueTa (nmpusioxkeHue 14).

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

- JieJla TIOCTOSIHHOI'O XpaHeHus;

- lesia BpeMeHHoOro (cBbiitle 10 jieT) XpaHeHUs;

- JieJia 110 JIMYHOMY COCTaBYy;

- IMUHbIe Jle/la MyHULMINAIBHBIX CAYKAIUX (MOTYT He Bblle/ISIThCSl B OT/e/IbHYIO OIUCH).

Onucy coCTaB/sIIOTCS CTPOrO IO yCTAHOBJEHHBIM (popMaM, OTCTYIUIeHHe OT KOTOPBIX
HeJIOMyCTUMO, B COOTBETCTBHH C HOPMAaTHBHBIMU TPeOOBaHUSIMHU:

- KaXkzioe fies10 (TOM) BHOCUTCS B OIKCh IO/, CAMOCTOSATEeIbHBIM MOPsIKOBEIM HOMEpPOM,;

- HyMepalus Jiel B onucu ckBosHasi. ['pada «Homep fena» mpofomkaeT HyMeparjuio
CBO/JHOM OITMCH JieJ1 3a NpeAbIAYIINM Iof;

- 3aro/IOBKA Je/l BHOCATCS B TOUHOM COOTBETCTBUM C HOMEHK/ATypoM Jel U C
3aroJIOBKOM Ha ODJIOXKKe fief1a;

- rpadel «MHAEKC fena», «KpaitHue Aatbi», «KoauuecTBO MUCTOB», «CpPOK XpaHEHHUsI»
(o1 omMcHU el BpeMeHHOrO XpaHeHUsT W Jle/l 1O JIMYHOMY COCTaBy) 3allO/IHSIOTCS B
COOTBETCTBHU C [JaAHHBIMHU Ha ODJIOXKKE [les1a;

- rpadpa «[Ipumeuanre» HUCIOMB3YETCS J/IsI OTMETOK O TpUeMe fesl, 0COOeHHOCTSIX HX
¢u3MUeCcKOro COCTOSIHUS, HaAUUUM WM OTCYTCTBUM [e/l, MeCTOHaXOXKJeHHHU Jesl, HaJUuuuu
KOITWM U TaK Jaee.

Cucremarusalys fje/1 B OIIMCU COOTBETCTBYET CUCTEMAaTHU3aljui B HOMEHK/IAType el

B koHIle omucu Jen Bcilef 3a IOC/IeJHeN ONMcaTe/bHOM CTaTbel JesaeTcsl WUTOroBast
3anuch. B Hell yKa3bIBaeTcCsl KOIMUYECTBO HaXOJAIIMXCS Ha XpaHeHUU Jen (uudpamMd U B
KPYIJIbIX CKOOKax - IPOITUCHIO), TEPBBIA M IMOCTIeAHHN HOMepa Je/l, BK/IIOUeHHBIX B JaHHBIN
pasfies1 OIUCH, OrOBapUBAIOTCSI UMEIOIIUECs POITYCKH HOMEPOB, JINTePHbIe HOMEPa, BbIOBIBIIIHE
eJUHUL{B] ¥ OCHOBAaHHE HX BBIOBITHSL.

K kaxzoMy mnocnejyoolleMy roJOBOMYy pasfesly OIMCHU Jesl, II0 KOTOPOH JOKYMEHTHI
MOCTYIIW/IM Ha XpaHeHWe, COCTaB/AeTC B HapacTarollleM IIOpsike CBOJHAas UTOrOBas 3aIluCh.
Bce 3ammcu npousBOAATCS IMOC/Ie UTOIOBOM 3allMCH, COCTaB/IeHHOM IIPY IleyaTaHWU OIWCH Jell.
B ciyuae orcyTcTBUS MecTa AJIS1 3allMCHU Ha JIMLIEBOM CTOpPOHe JIMCTa 3alliCh COCTaBIIsIeTCsl Ha
ero obopote. Ha oT/eTbHOM /IHCTe COCTaBIeHHe UTOTOBBIX 3alMCel He [IOITyCKaeTCsl.

CBofjHast OIUCHL e/l AB/AETCSA JOKYMEHTOM IIOCTOSIHHOI'O XpaHeHWsl Y BK/OUaeTcs B
HOMEHK/IATYpy Jell.

CBofHasg OIUCh e/l TOCTOSIHHOIO XPaHEeHWs COCTaB/seTCss B YeTbIpeX 3K3eMIUIspax,
cornacoBbiBaetcst ¢ DK u yTBepkzaeTcss Ha YrpaBieHHeM apxvBaMu CBepzJ/IOBCKOM 00/1acTH,
Toc/ie Yero yTBepxkjaeTcs 3aMecTuTesieM ['ylaBbl MyHUL[MIIaIBHOIO OKpyra IlepBoypasnbck 1o
TTPOEKTHOM U OpraHu3aliioHHou pabore. B IIMBY «MyHUIMIAIBHBINA apXUB» IT€peIaloTCsl TPU
3K3eMIlIsIpa CBOAHOW OITMCH JeJl MIOCTOSTHHOIO XpaHeHWs], a Takke OJMH 3K3eMIUISIp OIUCH B
5/1eKTPOHHOM (opMme.

B mnpezenax ¢oHga omucy el HyMepyIOTCS BajloBbIM IopsikoM. K Homepy omucu
MOXKeT 00aBIATECSI OYKBeHHBIN MH/EKC, OIpe/e/SIFOIUi COCTaB M BH/ JOKYMEHTOB, YUTeHHBIX
B OITHCH, - «T» (JIMUHBIA COCTaB), «I» (TIPOEKTHasI JJOKyMEeHTAIUs1) ¥ TOMY TIOfl00HOe.
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He ponyckaercs Hanuuuve [BYX ONMCeHd C OJWHAKOBBIMA HOMepamMHM HWJIU
OT/IMYAIOIMMHUCS TOAbKO OYKBEHHBIMH HH/eKCaMu. IIpvMeHsieTcst ciefyiomiasi HyMepariysi
onucei:

Omuce Ne 1 - 1OKYMeHTBI [IOCTOSIHHOI'O XpaHeHHUs;

Ormuce Ne 2 - JOKYMeHTEI 10 JINUHOMY COCTaBY;

Omnwmck Ne 371 - TUUHBIE Jlefla MyHUIIMIANBHBIX CAyXKamux (rmpyu obpa3oBaHuu Oomee 10
Jleq B TOf).

CripaBOYHBIM armapaT K KaKJOW OITHUCU [ie/l COCTaBIseTCsl OTAenbHO. Obs3aTebHBIMU
3/1eMeHTaMHM CIIpaBOYHOIO arrapaTa K OITHUCH JeJl IBJISIFOTCS TUTYJ/IBHBIM JICT U IIpe/INC/IOBHe.

Ha TUTy/BHOM JIMCTe OIMCU Jle/l TIOMeljaloTcsl CeAyIolUe JaHHble: odulUalbHOe
HauMeHOBaHUe (oHZa, HoMep (oH/a, HOMep ONMCH, HaUMeHOBaHUe OIKCH, KOTOpoe BK/oYaeT
HauMeHOBaHHe KaTeropyMu JOKYMeHTOB (IIOCTOSIHHOTO XpaHeHMs, II0 JIMYHOMY COCTaBy),
KpalHue [jaThbl JieJl, BK/IIOUeHHbIX B OIUChH JeJl.

9.3. CocraBieHue U odopMIeHHe AaKTOB O BbIe/leHUM K YHUUTOXKEHUIO Jel U
JIOKYMEHTOB

OT60p JOKYMEHTOB K YHUUTOKEHHUIO TIPOU3BOJUTCS 11OC/Ie COCTAB/IEHUS U YTBEPKAECHHUS
TOZIOBBIX pas/ie/IoB OIMCeH Jlesl 3a 3TOT JKe IIepUOA.

[JOKyMeHTEI IO UCTeUeHWU CpOKa XpaHeHWs BKJIIOUAIOTCA B aKT O BbIJe/eHUH K
YHUUTOXXEHUIO [JOKYMEHTOB, He IOoJ/IeXallluX XpaHeHUto. [l cocTaB/eHUs akTa O BbIJeJIeHUU K
YHUUTOXEHHIO JOKYMEHTOB, He MOJJ/IeXKalllUX XpaHeHUIo, UCIIO/b3YTC HOMEHK/IaTypa Je/l Ha
COOTBeTCTBYIOLUM INepuog U [lepeueHb JOKYMEHTOB € yKa3aHHMeM CPOKOB XpaHeHus. B akT o
BbIZIe/ICHUU K YHUUTOXEHUIO [JOKYMEHTOB, He IOJJIeXKall|uX XpaHeHWIO, BK/IIYAlTCA feja C
WCTEeKIIMM CPOKOM XpaHeHUs Ha 1 gHBaps rofia, B KOTOPOM COCTaBJIEH aKT O BbIJe/IeHUH K
YHUUTOXXEHHIO JOKYMEHTOB, He MOJ/IeXKallUX XpaHeHHUIO.

AKT O BbIJjeleHUM K YHUUTOXKEHHUIO [OKYMeHTOB (TIpuio)KeHHe 15), He MojJieKalljux
XpaHeHHIO, BMeCTe C TOJOBbIMU pasjie/laMM CBOJHBIX OIIMCed Jes IIpefCcTaB/isercs K
paccMOTpeHUIO Ha 3acefaHud OK, yTBepkzaerca 3aMecTUTeseM Ij1aBBl MYHHULIMIIAJBLHOLO
okpyra IlepBoypajbCcK IO TIPOEKTHOM M OpraHu3allMoHHOW pabore. Ilocne yTBepxieHUs
JOKYMEHTEI, He TTOo//IeKalljie XpaHeHUI0, YHUUTOXKaloTC .

Bk/roueHHEBIe B aKT [JOKYMEHTBI YHUUTOXKAIOTCS LIeHTPa/IU30BaHHO, B aKTe O BbIe/IeHUU
K YHUUYTOKEHUIO JJOKYMEHTOB, He IOAJIeKalluX XpaHeHUIO, JeaeTcss OTMeTKa O JaTe, MecTe U
criocobe YHUUTOXKEHUSI JAOKYMEHTOB. VCITO/b30BaHME JOKYMEHTOB [JIsl XO3SIHCTBEHHBIX HYXK]
3arperjaeTcs.

9.4. Ilopspok nepesaun JoKyMeHTOB B IIMBY «MyHHLIMIIa/IbHBIA apXUB»

B [IMBY «MyHuunanbHbIN apXuB» Iepe/jaloTcsl Ha XpaHeHue flejla C UCIIOTHeHHBIMU
JOKYMEeHTaMH ITOCTOSHHOI'O XpaHeHus. [lesa nepezaroTcs Ioc/e BeJOMCTBEHHOIO XpaHeHHUsl He
MO3/jHee yeM uepes 5 JIeT [10C/Ie UX 3aBeplleHNs B 1e/IONIPOU3BO/CTBE.

Ilepesaua fies1 pOU3BOAUTCS MO ONUCAM (TIpU/IoKeHUe 14).

Ilepefaua gen B IIMBY «MyHULMNANBHBIA apXuB» OCYLIeCTBJseTCS IO IpadukKy,
cocraBineHHOMY [IMBY «MyHULMIIa/IBHBIN apXUB».

[IpueM KaXk0ro fiesia IPOU3BOAUTCS C IIPOCTAB/IEHNEM B OIUCH (B 0OOHMX 5K3eMIIsIpax)
OTMETKM O Ha/lWUW{ Jesa, yKa3aHWeM KonhuyecTBa (akTHUeCKU NPUHATHIX /[iesl, HOMepOB
OTCYTCTBYIOILIUX JeJl, AaThl [IpreMa-Tiepeiauy fieJl, IIOAIIMCeH carollero U NpUHUMaoILero.
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Bmectre ¢ pgenamu B IIMBY «MyHMIMNIANBHBIM apXUB» IepefjaloTCsl MPOrpaMMHbIe
cpefcTBa, 0as3bl AaHHBIX, cofepiKallve HWHPOPMAIMIO O [OKYMeHTaX. 3aro/ioBOK Kaou
KapTOTeKH WX 6a3bl JaHHBIX BK/IIOUAETCs B OMHUCH [iel.

Hena mo nWyHOMYy cocTaBy M BpeMeHHoro (o 10 jeT BK/IIOUMTEe/NBHO) XpaHeHHsl B
[IMBY «MynuLMIIaIbHBIA apXHUB» He Iepe/jaloTcsl.

[lopsipok mepefauy, JajbHeMIIero XpaHeHWsT M HCIIO/Ib30BaHHUSl [JOKYMEHTOB IIpU
peopraHusalliyd WM JHUKBUJAALINA TOfpas/ie/leHu aJMUHHUCTpaliM MYHHLMIIAbHOIO OKpyra
IlepBOoypanbCcK pery/aupyeTcd IpaBOBbIMU aKTaMM O peopraHu3alid WX JIMKBUZALUU
rozipasfie/leHuH aJ[MUHHCTPaLIMA MyHULIUIIa/IBHOIO OKpyra IlepBoypanbck.

[lepegaua  JOKYMEHTOB  JIMKBUJWPYeMBIX  MOApasfjeleHUd  AJMUHHCTpaLuy
MYHHLIAIIA/IBHOIO OKpyra IlepBoypanbCK OCylecTB/IseTCsl IMKBU/AalMOHHON KOMUCCHEH.

B cocTaB TMKBUaLIMOHHONM KOMHUCCHM KpOMe CITeljha/iMcTa, OTBeTCTBEHHOIO 3a BeJleHue
apxuvBa MojpasjeseHus], JO/KHbI BXOAUTH NpeAcTtaBuTend IIMBY «MyHULMNIaNbHBIA apXUB»

IIpy /ukBUAALMU  MOApasfefeHusd  aJfMUHUCTpAl[Md  MYHHULMIAJABHOIO  OKpyra
[TepBOypabck:

- JOKYMEHTBI [TOCTOSIHHOT'O XPaHEeHUsI U JOKYMEHTHI T10 TMYHOMY COCTaBY JIOJDKHBI OBITh
nepeiadbl B [IMBY «MyHULMNaNbHBIA apXUB»;

ITepesaua JOKyMEHTOB Ha apXUBHOe XpaHeHVe TIPOU3BOAUTC 110 aKTy IpHUeMa-TiepeZauu
C TIpUJIO)KeHHEeM aKTOB O Bblle/IeHUH K YHHUUTOXXEeHHIO JIOKYMEHTOB OT/e/IbHO 3a KaKAbIH IO,
NO/IrOTOB/IEeHHOMY JIMKBH/IALJMUOHHOU KOMHUCCHEH.

[JOKyMeHTE], CPOK XpaHeHUs KOTOPbIX UCTEK Ha MOMEHT JIMKBUJAALMU MO/pasje/leHus
aJIMAHHCTpaLIM MYHHMLMIIANIBHOIO OKpyra llepBoypanbCK, YHMUTOMKAKOTCS JMKBH/ALMOHHOMN
KOMHCCHeU B yCTaHOBJIEHHOM IOpsiJKe.

IIpu peopraHusanuu mnofpasjeneHusd AJSMUHUCTpPALiMM MYHULUIIAJBHOTO OKpyra
[TepBOypanbCcK JOKYMEHTHI I€pe/jaloTcsl BHOBbL CO3/JaHHOMY IIO/ipasfe/ieHUI0 aJMUHUCTpaLuy
MYHMULUIIaAbHOIO OKpyra IlepBoypanbck

IIpu peopraHusalMu Iofpasje/leHHss aJAMHUHUCTpALMM MYHULIMIIAJILHOIO OKpyra
[lepBOoypanbCcK IyTeM pasje/leHds WIU BblJeJeHUss U3 COCTaBa OJHOIO WM HeCKOJBbKHUX
CTPYKTYPHBIX IO/ pa3/ie/IeH|H YCIOBHS M MeCTO Jla/IbHeHIIero XpaHeHHsl apXUBHBIX JOKYMEeHTOB
OIpeie/IAI0TCS B yCTaHOB/IEHHOM IOpsIJKe.

Ilepen mepepauelt JOKYMEHTOB B c/yvae JIMKBUJALIMKA U/IU peOpraHU3aliuM IPOBOJUTCS
IIpOBepKa Ha/MMUHMs M COCTOSIHUSL [leJ, a TaKKe KauecTBa Hay4YHO-TEXHUUECKOW 0OpaboTKu
JOKYMEHTOB, HaXOJAIIUXCS B [e/IONIPOM3BOACTBE W/IM Ha apXWUBHOM XpaHeHUU. Ecau
JOKyMeHTbI O(pOpMJIeHbI C HapylIeHWeM YCTaHOBJEHHBIX TpeOOBaHHUM, peopraHu3yemMoe
rofipasjie/ieHde  aJMUHUCTpALIUM MYHHULIMIIQJLHOIO OKpyra llepBoypasbck OpraHusyroT
yCTpaHeHHe yKa3aHHBIX HapyllleHHH.
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CPOKI/I HCIIO/IHEHUA JOKYMEHTOB

[Tpunoxenue 1

K VIHCTpyKIMY 1O J1e/IONPOU3BO/CTBY
AIMMHHCTpALMM MyHULIMIIaBHOI'O OKpyTa

[TepBoypanbck

No JOKyMeHT CpOKHM UCIIO/IHeHNs Hauasno cpoka OcHoBaHue
/1
1 2 | 3 4 5 6

1 OGparjeHust rpakiaHiHa, 0O be[UHeHNH rpaXkaaH, B ToM uucie | He 6onee 30 nHeld CO JiHSI perucTpaluu @efepa/bHBIM 3aKOH OT
IOpU/INUECKUX JIUL] 02.05.2006 Ne 59-@3 "O

2 OGparreHwusi, cofieprkaiiie HHPOpMaIuio o ¢pakTax Bo3MOXKHLIX | He Gonee 20 nHeld CO JiHSI perucTpaluu TOpsi/IKe PaCCMOTPEeHUs
HapyllleHWH 3aKoHoAarenbcTBa Poccurickon deneparyy B obpareHn# rpax/aH
cdepe MUrpalm Poccutickon @epeparun”

3 IlepeHanpaBsieHre obpailjeHys 10 [0/[BeJOMCTBEHHOCTH He 6osnee 7 nueit CO JIHS perMuCTpaluu

4 OGpairjeHue, B KOTOPOM o0xKasyeTcsi cygebHOe pellieHHe, He Gosnee 7 aneit CO JIHS1 perucTpaluu
BO3BpaIljaeTCsl 3asIBUTEJI0 HaIlpaBHBILEMY obpalrieHue, ¢
pasbsiICHeHHeM TIOpsiiKa 00)KaIoBaHHUs JaHHOTO CyAe0HOro
pelleHus!.

5 l'ocypapcTBenHas [Jyma [TapameHTCKHH 3anpoc He 6osee 15 gHelt wiu | co [HS perucTpalvy ®eflepa/ibHBIN 3aKOH OT
depnepanbHoro CobpaHust HMHOM yCTaHOBJIEHHBIN 08.05.1994 Ne 3-®3 "O craTyce
Poccutickont @enepariuu CPOK ceHaTopa Poccutickoi

3arpoc ceHaToOpa He 6osee 30 gHelt wiu | co [HS pervUCTpaluy desepaliii U cTaTyCe Jeryrara
Poccutickoit @epepaliuy, | MHOM COrlacOBaHHBIN I'ocypapcTBeHHOM [lymbl
JieryraTa CPOK ®enepanpHoro CobpaHust
I'ocynapctBenHou J1ymbl Poccuiickoli ®@eneparjuu” (CT.
(menyTaTCKUi 3apoc) 13, 14)

6 3akoHogaTebHOe CobpaHue HenyTaTcKui 3anpoc CpOK, YCTaHOBJ/IEHHBIN | CO [JHSI perucTpaliuu 3akoH CBep/JIOBCKON 00/1aCTH

CBepAJIoBCKOM 0bmacTu

JeryTaToM
3aKOHO/|aTe/TbHOT'O
CobpaHnust
CBep//1I0BCKOM
obsactu

or 20.02.2006r. Ne 5-O3 "O
cTatryce U [iellyTaTCKON
JlesITeIbHOCTH JlellyTaToOB
3akoHogaTenpHOro CobpaHust
Ceep//10BCKOM obyactu”
(rn1.3 ¢T.19)
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7 [TepBOypanbcKas ropoackas HenyTaTcKyi 3anpoc He 6osee 30 gHeit CO J{H] perucTpanyu Pemenue [lepBoypanbckon
Hyma ropozckou Jlymel ot 27.07.2017
OGpariieHue geryTtaTa He 6osee 30 gHeit Ne665 «O6 yTBepKaeHUH
pernameHTa IlepBoypanbckoi
ropojickoit Jlymei» (cT.38,39)
8 CpencTBa MaccoBoi uHopMaluu | 3arpoc He 6onee 7 aneti CO [{HS perucTpanyu 3akoH Poccuiickor ®@enepaluu
or 27.12.1991 Ne 2124-1 "O
B ciyuae HarpaBneHust He 6onee 3 aueit cpeJcTBaX MacCOBOM
yBeJloMJIeHHsT 00 OTKase B uHdopmaruu” (ct. 40)
Tipe/icTaB/IeHUN
vHbopMaliu
9 AKTBI IIPOKYPOPCKOI'O TpeboBanue He 6osee 10 gHelt uam | co [HS perrucTpaluy ®eflepa/ibHBIN 3aKOH OT
pearupoBaHUs HMHOM yCTaHOBJIEHHBIN 17.01.1992 Ne 2202-1 "O
CPOK npokyparype Poccuiickon
ITporect He 6osee 10 gHelt uau | co [HS pervucTpaluy Depepauun”
WHOM yCTaHOBJIEHHBIN
CPOK
[TpeacraBneHue He 6osee 30 gHelt uam | co [HS peruCTpalvy
HMHOM yCTaHOBJIEHHBIN
CPOK
10 Me>kBeJOMCTBEeHHBIH 3aIIpOC JJ1s1 TIpeloCTaB/IeHNs He Gonee 5 pabounx | co JHS perucTparljuu @efepa/bHBIM 3aKOH OT

rocyZapCTBeHHOM WU
MYHULUIAIBHON YCIYTH C
HCTIO/Ib30BaHKEM
Me>KBe/JOMCTBEHHOI'O
VH(OpMAaLIOHHOT O
B3alMO/leHCTBUS

Hen

TIPY OCYII{eCTBJIEHUH
rOCy/JapCTBEHHOT'O
KaJlaCTPOBOI'O yueTa U
(unn) rocysapCcTBeHHOM
pervcTparyy rpaB Ha
00beKThI He/IBIPKUMOCTH

He 6osee 2 pabouux
JHs

CO AHA perucrpaliiu

27.07.2010 Ne 210-®3 "O6
OpraHH3al{|H MTpeiOCTaBIeHUs
rOCy/JapCTBEHHBIX U
MYHULIUNAMBHBIX yeayr” (cT.7.2)

























AJIMAHUCTPAIAS
MYHUIATIAJIBHOT'O OKPYTA
IEPBOYPAJ/IBCK

yn.Baryruna 41, r.IlepBoypasbck,
CaepyioBcKas o6acth, 623109,
Ten: (3439) 64-96-85
Email: prvadm@prvadm.ru
OKIIO 04042053 OI'PH 1036601476922
WHH 6625004730 / KIIIT 668401001

%REG_DATE% Ne %REG_NUM%

Ha Ne oT

Tema nmucrma

YBaxkaeMblii(ast)

TekcT nrcrMa

O/DKHOCTE pyKOBOAUTEIS
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[TpunoxeHve 8
K VHCTPYKILIMM IO J1e/IONPONU3BO/CTBY

AJMUHHCTpaLUM  MYHULMIIaJbHOTO
okpyra IlepBoypanbck

Afnpecary

N.0. ®amunua

%SIGN_STAMP%
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I'V/TABA
MYHUIIUIIA/IBHOI'O OKPYT' A Apipecary
IIEPBOYPAJIbBCK

yn.Baryruna 41, r.IlepBoypasbck,
CaepyioBcKas o6acth, 623109,
Tem: (3439) 64-96-85
Email: prvadm@prvadm.ru
OKIIO 04042053 OI'PH 1036601476922
WHH 6625004730 / KIIIT 668401001

%REG_DATE% Ne %REG_NUM%

Ha Ne oT

Tema nmucrma

YBaxKaeMbIA(as1) «..eeeeennnnnn. !

TekcT nrcrMa

I'naBa MyHHUIUMIa/IBHOTO OKpyra IlepBoypanbck

%SIGN_STAMP%

N.0. ®amunua
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[Tpunoxenuve 9

K VIHCTpyKLIMHY IO [1e/I0NpOU3BO/CTBY
A JIMUHUCTpaLMX MYHHLIAIIA/IBHOIO
okpyra [lepBoypasbck

CIIY)KEBHAA 3ATIUCKA
Anpecar
HaumeHoBaHue Tofipa3/iesieHus

%REG_DATE% Ne %REG_NUM%

3aro/10BOK

TekcT nmrucrMa

JO/DKHOCTE pYKOBOAUTEIS N.0. ®amunus

%SIGN_STAMP%
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[Tpunoxenue 10
K VIHCTpyKLMH IO [1eI0NIPOU3BO/ACTBY

A IMUHUCTpaLMY MYHULIMIIA/IbHOIO OKpyTra
[TepBoypanbck

JKypHasn yuera neuaTeil ¥ IITaMIIOB A/JMUHUCTpALIMK MyHULMIIaAbHOTrO oKpyra [lepBoypanbck

Ne | Ilogpasgesenve | HaumeHoBaHue OTTHCK Brigjaua B mo/mb30BaHMe MeyaTw/IIITaMIa Bosspar nevarw/mramna [Tpumeuanus/
I.I. HevaTWINTaMIa | IledyaTw/IITamia OTMeTKa 06
VHUUTOXXeHUU

JO0JDKHOCTE U
@®.1.0. nosyuaresis

IMoanucs u gara
MOy Ue HUS

J0/DKHOCTD U
@&.1.0. nonyuare s

IMoamucek u gara
M0y 4e HUS

(mara u Ne akTa)
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[Tpunoxenue 11
K VIHCTpyKLIMHY IO [1e/I0NpOU3BO/CTBY
A JIMUHUCTpaLMX MYHHLIAIIA/IBHOIO

YTBEPKIAIO

(HaumeHosaHIe opeanu3ayulL)

(Haumernosame OONHCHOCHIU PYKOBOOUTNENS)

AKT

(noonucsy, amumis, uHUYUAanbLL)

00 YHHUTOKEHHH NeYaTed H ITAMIIOB

(0ama noonucanus)

Ne

(0ama cocmaenenusn) (Homep)

okpyra IlepBoypanbck

OcHoBanue:

Cocras/ieH KOMHCCHeH B COCTaBe:

HPE].'[CE,Z[BTEJIB KOMHCCHUH:

(HaumeHoeatue domxcHocmu / npogpeccuu, @amuaus, Mvs, Omuecmeo)
YteHbI KOMHCCHH

(HaumeHoeatue donxcHocmu / npogpeccuu, Pamunus, Hvs, Omuecmeo)

(HaumeHoeatue domxcHocmu / npogpeccuu, @amuaus, Mvs, Omuecmeo)

(HaumeHoeaue domxcHocmu / npogpeccuu, @amunus, Mvs, Omuecmeo)

HaCTOMHM dKTOM KOMHCCHA IIOATBEPXKIAeT YHUUTOXKEHHE meyare 1 ITaMITIOB:

HaI/IMEHOBaHI/IE, KO/IMYEeCTBO U OTTHUCK HaI/IMEHOBaHI/IE, KO/TMUYeCTBO U OTTHUCK

IIpuunHa yHHYT0)KEHHA:

Bpems1 yHHUTOKeHHSA:

MecTo yHHUTO)KeHHS:

Crnioco0 yHHYTOKEHHA:

Komuccns IIpUllia K 34dK/IIOUeHWIO0, UTO IIpeANIpUHATBIE MepbI IIPpHUBe/IM K II0OJITHOMY pPA3PYHI€HHIO IIedaTalOIHuX
HOBEPXHOCTEﬁ meyater u mTaMIioB, He JOIIyCKaloleMy BO3MOXKHOCTH HX BOCCTAHOBJIEHHUA U AaJIbHEﬁHlEFO
HCI10JIb30BaHM.

HaCTOMHﬁ dKT COCTAaBJ/IeEH B SK3eMILIIpax:

Hp eacendareslb KOMUCCHA:

(HaumeHosaHue donxcHocmu / (nodnucn) (pacwuudposka (0ama)

UeHbI KOMHCCHU:

(HaumeHosaHue doscHocmu / (nodnucs) (pacuwiugppoexa (0ama)

(HaumeHosaHue dosicHocmu / (nodnucw) (pacuwiugppoexa (0ama)

(HaumeHosaHue dosicHocmu / (nodnucw) (pacuwiugppoexa (0ama)
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[Tpunoxenue 12

K VIHCTpyKLIMHY IO [1e/I0NpOU3BO/CTBY
AJIMUHUCTpaLXA MYHHLIAIIA/IBHOIO
okpyra [lepBoypasbck

OBJIOXKKA JEJ/IA B TEKYIIEM JEJ/IOIIPOU3BO/JCTBE
AIMUHUCTPAIIVSA MYHULUIIAJIBHOI'O OKPYT'A IIEPBOYPAJIBCK
HAVMMEHOBAHMUE INOJJPA3AEJIEHIA
HOEJIO Ne (MHAEKC IO HOMEHKJ/IaType)

3aro/ioBOK Jlena

Hata

Hauato

OKOHUEeHO

XpaHUTb







HaumeHoBaHue roapasjejeHus

AZIMUHHCTpaliUM MyHULMIIaNBHOIO OKpyra IlepBoypanbck

®OHJT Ne

OIINCBH Ne

JieJ1 TIOCTOSTHHOT'O XpaHeHust

(e 1o TUYHOMY COCTaBy <*>)

3a rof
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[Tpunoxenuve 14

K VIHCTpyKLIMHY IO [1e/I0NPOU3BO/CTBY
A JIMUHUCTpaLX MYHHLIAIIA/IBHOIO
okpyra [lepBoypasbck

YTBEPXXIIAIO
HaumeHoBaHMe JO/KHOCTH
PYKOBOAUTEJIS

(moamuck, paciirdpoBKa MOATIMCH)
zara

No Nupnekc
Jlesa

3aro/ioBOK Jlena

Kpatinne | KomnuecTBO
JaThl JINCTOB

1 2 3

4 5 6

B naHHBIN pa3jen onmucy BHECEHO

ned, ¢ Ne o Ne , B

TOM UMCJIE:

(uudpamMu ¥ IPOMUCHIO)
JMTepHBIE HOMepa:

IIpOIIyHieHHbIE HOMEPA:

HaumeHoBaHue AOJDKHOCTH
COCTaBHTeJIAd OITMCHU

Hara
COI'JIACOBAHO
[Tporokon OK

oT Ne

<*> 17151 OIKCHU el 110 TMYHOMY COCTaBYy.

n.0. ®.
TIOAINCh

YTBEPXXIEHO (COI'VIACOBAHO <*>)
[Tporokon JIIK YripaBneHus1 apxvBamu
CBepAJIOBCKO 00/1aCTH

oT Ne

[Tpymeuanue
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[Tpunoxenue 15
K VIHCTpyKLIMHY IO [1e/I0NpOU3BO/CTBY
A JIMUHUCTpaLMX MYHHLIAIIA/IBHOIO
okpyra [lepBoypasbck

AKT

O BbIJE€/IEHUU K YHUUTOXEHHWIO dPXUBHEBIX [JOKYMEHTOB, HE ITOAJIEXKall[UX XPaHEHUTIO

HanmeHoBaHUe nozipas/e/ieHns YTBEPXIAIO
HaumeHnoBaHMe JO/DKHOCTH
PYKOBOAUTeJIS

AKT Ne

" " noamick  M.0. @.

O BbIAEJ/IEHUU K YHUUTOXEHUIO JOKYMEHTOB,
He TIoJJ1eKallluX XpaHEeHWTIO

Ha OCHOBaHHNH HOMEHKJIaTYypBl [A€J KW TIIepe€uHsd THUIIOBBIX  YIIpABJIEHUECKUX
AOKYMEHTOB, O6p&3yI-OH_[I/IXCH B AeATe/IbHOCTHU OpFaHI/IBElL[I/II\/JI, C YKa3aHUEM CPOKOB XpaHEHUA
OTO6paHbI K YHHUUTOXEHHWIO KaK HEe UMermne HaquO-HCTOPHHECKOﬁ LOEHHOCTU U yTpaTUBIINE
IMPpAaKTUUECKOE 3HaUEHUE JOKYMEHTEIL A,E[MI/IHI/ICTPEIL[I/II/I MYHHUIUIIA/IBHOI'O OKpyra HepBoypaJ’IbCK

Ne | 3arosoBok | Kpaiinue | MHpekc mena Homep | KomuuectBo | Cpoku | [Ipumeuanue
Jena JlaThl o eIUHUL] eINHUL] XpaHeH!s]
(rpynroBoit HOMeHK/IaType | XpaHeHHs1 | XpaHeHWs | U HoMepa
3aro/IOBOK WM HOMep | I10 OIHUCH cTaTten
JIOKYMEHTOB) Jies1a OIUCH o
TIepeyHIo
1 2 3 4 5 6 7 8
Uroro Jien 3a rofpl
(urdpamMu ¥ IPOMIUCHIO)
COI'VIACOBAHO

DKcIepTHasi KOMUCCHS AJMUHUCTpaLiUU
MYHHLMIa/IBEHOro oKpyra IlepBoypanbck

HOCUTE/Ie CAaHBI Ha YHUUTOXKEHNE

,[[OKyMEHTI:I B KOJ/JIMUECTBE

HaumeHoBaHue AOJDKHOCTH CIleliha/ikicTa,
OTBETCTBEHHOI'O 34 ApXUB

Hupektop [IMKY «MyHULIMNIaBHBIA apXUB»

IIOAIINChb

IIOAITHMCh

€JVHUI] XpaHEHHS Ha 6yMa)KHOM

n.0.0.

n.o.o




HavMeHoBaHWe af/MUHUCTpALIUU
HOMEHKJIATYPA NEJI

(ko vHAeKca)

(MecTO cocTaB/IeHUs])
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[Tpunoxenve 16

K VIHCTpyKLIMU IO [1e/I0NIPOU3BO/CTBY
A IMUHUCTpaLX MYHHULIAIIA/IBHOIO
okpyra [lepBoypasbck

'pud yTBepxaeHUsT*

Ha roj
Twn KapTOuKH
Wnpekc 3aro/IoBOK Jesia KomnuectBo CPOK XpaHeHH# U (BxOAsUi Perucrparop
HA Ne cTaTbu 11O [Tpymeuanue o (®UO, AODKHOCTE,
Aeta AT TIepeyuHIo MCXOAATIIAH, rofipas3fiesieHuye )**
P OPI)**
1 2 3 4 5 6 7

HaumeHoBaHHe JO/DKHOCTH PYKOBOAUTeIS

CJTyKOBI 1eJIONPOU3BO/CTBA aIMUHHUCTPAaLN [Topmnuce PacumdpoBka nognvcu

Hara

Busa pykoBoauTesns apxvBa

(/1v1L1a, OTBETCTBEHHOTO 3a apXUB)

COI'VIACOBAHO COI'VIACOBAHO

[Tporokon K [Tporokon JIIK YnpasneHus

aZIMUHHUCTpaLiuu apxuBamu CBep//IOBCKOH 06/1acTi

oT Ne oT Ne

*B ciyuae, ec/iu JOKYMeHTHI flesia He BBefleHbl B CO/1, rpadbi 6 1 7 He 3aMONHSIOTCS.




HTorosas 3amuch o KaTeropusix v Ko/JIM4YeCcTBe e/, 3aB€JEHHBIX B

82

cDOPM(’:I UTOI'OBOM 3aITHCH K HOMEHKJIaTYypE A€/ aJMUHUCTpallun

roAly B aJIMUHUCTpAI[UU

ITo cpokam xpaHeHUsI

Bcero

B Tom uuncne:

repexOJIsIrX

¢ oTMeTKOU «IITK»

1

2

3

4

ITOCTOAHHOI'O

BpeMeHHOrO (cBbiiie 10 sieT)

BpeMeHHoro (0 10 et
BKJIIOUUTE/IEHO)

HNToro:

HaumeHoBaHMe AOJ/DKHOCTH JIMLIA,
OTBETCTBEHHOI'O 3a Ae/IOIIPOU3BOACTBO

Hara

W ToroBble cBefieHUsI TIepejaHbl B CITYKOY
J1eIONPOU3BO/ICTBA

HaumeHoBaHMe AOJDKHOCTH TIEPEAABIIETO CBEJE€HUSA

Hara

(moaTmmch)

(moaTmmch)

(pacimudpoBKa MOANUCH)

(pacmmdpoBKa MOANUCH)




