PECITYBJIUKA JAT'ECTAH
MyHuuHnajabHoe 00pa3oBaHue

«badarpToBCKHU PAHOH)

AIMUHHUCTPANHAS MYHHIHMIAJIBLHOIO PaiOHA

IlocTanoBJeHue

« MU @félfwjﬁ 2021 r. Ne /OCL/

00 yrBep:xkaeHnu UHCTPYKIUH 110 1eJIONPOU3BOACTBY B
aJIMUHUCTPALIMM MYHHIIHNIAJIbHOTO paiiona «babawpToBckuii paiion»

B coorBerctBum ¢ IlpaBmnmamu penompowmsBoactBa B DemepalbHBIX OpraHax
UCTIOJIHUTETIbHOM BIACTH C y4eToM MeToAMYecKMX peKOMeHIaluid Mo pa3paboTke
MHCTPYKLMHU IO JEJOIPOU3BOACTBY B (heiepalbHBIX OpraHaX HMCIIOJHHUTENBHON BIACTH
YIBePKIEHHBIX Tpukazom PocapxuBa oT 23 nexabps 2009r. Ne76 m B memsx
COBEpIIIEHCTBOBAHUS CHCTEMBI JOKYMEHTAIIMOHHOTO OOECIeUeHHUs yIpaBleHYeCcKOi
NeATeNTbHOCTH  YCTAHOBJEHHME €OUHOTO TOpSAKa BeldeHUs  JelIONMPOM3BOACTBA
aIMUHUCTPALUS MyHHUIIUIIAIEHOTO paifoHa MOCTAHOBIISET:

1. YrBepoute  HMHCTpyKUMIO 1O  AEJNONPOM3BOACTBY B aIMHHHUCTpAIUU
MYHULUIIAIBHOTO paiioHa «babaropToBckuil palioH» (COrIacHO MPUIIOKEHUIO);

2. PykoBomuTeNsIM CTPYKTYPHBIX NOAPA3ACICHUN aIMUHUACTPALIMA MYHUALIMIATBHOTO
paiiona «babaropTOBCKHI pallOH» 03HAKOMUTH BCEX COTPYIAHUKOB ¢ MHcTpyKumed mon
POCIIUCH.

3. OTMEHUTh NOCTAHOBIIEHWE AaJIMHHHMCTPALMA MYHHIMIAIBHOrO paiioHa oT 3
mapra 202Ir. Ne83 «O06  yrBepxaeHun WMHCTpyKIMM IO JEJIONPOU3BOJACTBY B
aAMUHUCTPALMUA MYHUIUIIAIBHOTO paifoHa «babatopToBCKUl paitoH»;

4. KoHTposib 3a HCHOJHEHHsM Hacroswmero IlocTaHOBIeHUS BO3JOXKUTH Ha
HayaJlbHUKA  YIpaBlIeHUs JejJaMyd  aJAMUHUCTPAllMM  MYHUIMMIAIBHOTO  paioHa
«babaroprosckuii paiton» ubuposy /1.C.

[1aBa MyHHIHNAJIBLHOrO PaiioHa .
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I. O0mue moJtoskeHus

1.1. Hacrosimmass MHCTpyKUMSI IO IENOMPOU3BOACTBY B MYHHIIMIIAIHEHOM
paiione «babaropToBckuil palioH» (manee - WHCTpyKUMs) IMOATOTOBJIEHA B
COOTBETCTBUM ¢ [IpaBUiamMu [nenompou3BOICTBa B TOCYAapCTBEHHBIX OpraHax,
OpraHax MECTHOI'O CaMOYIIpaBJIEHHsI yTBEpXKIEHHbIM IpukazoM @DenepalbHOTO
apxuBHOro are’rcrBa oT 22.05.2019r. No71, MetonuueckuMu peKOMeHIAIIUsIMU
0 pa3paboTKe MHCTPYKIUH 10 AeJIONMPOU3BOJICTBY B FOCYIapCTBEHHBIX OpraHax,
OopraHax MECTHOI'O CaMOYyIIpaBJIEHUSI YTBEPKIAEHHBIMU IpukazoM DenepanibHOTO
apxuBHOro areHrctBa OoT 24.12.2020r. Nel99, YVeraBoM MyHULIMIAABHOTO palioHa
«babaropToBckuil paiion» u I[lojokeHWeM agMUHUCTPALUUA MYHULHUIATHBHOTO
paifona «babaropToBckuii palioH», 1 UHBIMH HOPMATUBHBIMU IIPABOBBIMU aKTaMU
Poccuiickoit @enepaunu u Pecry6auku Jlarecras.

1.2. HWHecrpykius 1O  AENONpPOM3BOACTBY  pa3paboTraHa B LEIAX
COBEPIIEHCTBOBAHUS JI€JIOTIPOU3BOICTBA U MOBHIIIEHUSI 3PHEKTUBHOCTH PabOTHI C
JOKYMEHTaMHU IIyT€M perjiaMeHTalMd Ha €IUHOM IIPaBOBOM M METOAUYECKOU
OCHOBE MPaBUJI OATOTOBKU JOKYMEHTOB, OPTraHU3aLMNA UX TEKYLIEro XpaHEHUs U
MOJATOTOBKE K Ilepejade B apXWB MYHMIMIAIBHOrO paiioHa «babaropToBckuit
paiony.

1.3. TlomoxxeHWss WMHCTPYKUMM IO JEJOIPOU3BOACTBY IPUMEHSIOTCS K
OyXrajTepcKoi, KaapoBOW U APYroH CreNUaIbHOW NOKyMEHTALMHU B YaCTH OOIIMX
IIPUHIIMIIOB PabOTHI ¢ JOKYMEHTaMH, TaK K€ pacIpOCTPaHsAIOTCS Ha OpraHU3alnio
paboThl ¢ [OKyMEHTAaMU HE3aBUCHMMO OT BHJa HOCHUTENsS, B TOM YHUCIE C
5J€KTPOHHEIMHU JOKYMEHTAMH, BKIIIOYasi UX OATOTOBKY, 00pabOTKy, HCIIOIHEHHE,
KOHTPOJIb 32 HCIIOJIHEHHWEM, XpaHEHHE, OCYIIECTBIsIEMbIe C IPUMEHEHUEM
CHCTEMBI 3JIEKTPOHHOTO JoKyMeHTooOopoTa (nanee — COJI).

1.4. TlonmoskeHUs WHCTPYKIIMA HE pPACIpPOCTPAHSIOTCS Ha OpTraHU3alUIo
paboTel ¢  JOKYMEHTaMM,  COJAEpXAllMMH  CBEINEHHUS,  COCTaBJIAIOIINE
rocyiapcTBeHHyo TaiHy. [lopsmox paOoThl ¢ TOKyMEHTaMH, COAepKalluMH
ciyeOHyr0 HH(GOPMAIMIO OrPaHWYEHHOrO pPAaCIpOCTPAHEHUS, ONPEIENIAETCs
COOTBETCTBYIOIEH HHCTPYKIKEH 10 00ECTIEYEHHIO PEXUMa CEKPETHOCTH.

CozepkaHue CITyKeOHBIX JOKyMEHTOB He IOJIeKHUT pasriamenuto. C



JOKYMEHTAMH MOTYT OBITH O3HAKOMJIEHBI JIHIA, UMEIOIIHUE HENOCPENACTBEHHOE K
HUM OTHOIIEHHE. 3HAKOMUTH C COJIEPXKAHUEM [TOKYMEHTOB IPYTUX JHI WA
IPeNCTaBIsATh JOKYMEHTHI Ui OIyOJMKOBAHUS B TEUYATH JOIMYCKAETCS TOIBKO C
[IMCBMEHHOIO paspellieHds pPYyKOBOACTBA AaJAMHHUCTPALMM MYHHUIUIIAIBEHOTO
parioHa.

Ilopsimox paccMmoTpenust obparnenuid rpaxnaan Poccuiickoit ®emeparum,
WHOCTPAHHBIX Tpa)KIaH, JUIl 0e3 IpakJaHCTBa, O00beAUHEHUM TrpaiiaH, B TOM
4HUClle IOpUIMYECKUX Jull (mamee - oOpalieHue Tpa)JaHWHA, OpraHU3alluh), U
BEICHME  [EJONPOM3BOJACTBA MO  OOpalleHWsM TpaxaaH, OpraHW3alui
YCTaHABJIMBAETCS B aJIMUHUCTPALMA MYHUIMIIATBHOTO paiioHa B COOTBETCTBHUH
¢ @enepanbabiM 3aKOHOM oT 2 Mas 2006 r. N 59-®@3 "O mopsinke pacCMOTpPEHHS
oOpamenuit rpaxxnan Poccuiickoit @eneparuu’.

1.6. Opranusanus, BeJeHHe U COBEPIICHCTBOBAHME JEJIOMPOU3BOICTBA Ha
OCHOBE €IWHOM TOJUTUKHA U MPHUHLMUIIOB, I[pUMEHEHHe COBpPEMEeHHBIX
MH(QOPMAIIMOHHBIX TEXHOJNOTHH B paboTe C JOKYMEHTaMH, METOIUYECKOe
PYKOBOJACTBO M KOHTPOJIb COOJIOJEHHUS YCTAaHOBIEHHOI'O IIOpSAKa paboOTHI C
JOKyMEeHTaMHu B CTPYKTYPHBIX noJipa3ieeHUsIX aIMAHUCTPALIAH
MYHULATATHEHOTO paiioHa OCYIIECTBIISIETCS VYnpasnenueM JesamMu
aAMUHUCTPALMHU MYHUITUTIATHHOTO palioHa.

OyHKuMM, 3agadd, IpaBa M OTBETCTBEHHOCTh YIIPAaBICHUS [€JIaMH
aIMUHHUCTPALlMM MYHULMIIAJIBHOIO paiioHa periaMeHTUPYIOTCS IOJOKEHUEM O
HEM, [OJDKHOCTHBIE OOS3aHHOCTH paOOTHUKOB YIIPaBJICHHS YCTaHABIWBAIOTCS
JOJKHOCTHBIMU peryIaMeHTaMHU U UHCTPYKIIHSMHU.

1.7. OTBeTCTBEHHOCTh 3a OpPraHU3AIMIO IEJONPOU3BOJCTBA, COONIOJCHUE
ycTraHoBIeHHBIX [IpaBui paboThl ¢ TOKyMEHTaMHU B CTPYKTYPHBIX IOJpa3feseHUsIX
aIMUHUCTpALMU MyHUIIUIATBFHOIO palioHa BO3JIaraeTcsi Ha UX PyKOBOJUTEIEH.

1.8. HemocpencrBenHoe BeneHHe EIOMPOM3BOJACTBA B IOAPa3IeTeHHUSIX
aIMUHHCTpAIlM MYHHUIUIATBHOTO paliOHA OCYIIECTBIIIETCS AEIOMPON3BOAUTEIIEM
WM UHBIM pabOOTHHUKOM TIOApa3elieHus,, Ha KOTOPOTO BO3JIOXKEHBI OOS3aHHOCTH 10
BEJIEHHIO JIeJIOTIPOU3BOJICTRA (1asiee - IeIONMpOU3BOAUTEIb TOAPA3ICTICHNU ).

1.9. Ha nepuop oTirycka, KOMaHIMPOBKH, OONE3HN WM B Cllydae YBOJBbHEHUS
pPabOTHUKKM CTPYKTYpPHBIX TOJpa3efieHHH OpraHu3allii O0si3aHbI TepelaBaTh Bce
HaxOJISIIUecs] Ha UCTIOTHEHUH JOKYMEHTBI JIeJIONPOU3BOIUTENIO TIOApa3AeIeHUs Win
IpyroMy pabOTHHUKY I10 YKa3aHHIO PyKOBOJUTEIS TOAPA3IETICHNS.

[Tpu cMmeHe [enonpoU3BOAMTEINS IMOAPA3JeseHUs] COCTaBIIsIeTCs aKT IpuemMa-
nepeiavuy TOKyMEHTOB U JIEJI.

ComepxaHue  CIy)XKeOHBIX JIOKYMEHTOB HE TMOIJIEXKHUT pasriallleHHIo.
B3auMopeticTBrE CO cpecTBaMH MaccoBOW MH(MOpMalIWK, epeaada UM KaKoW-Iu0o
“HGOpMAIMK WM TOKYMEHTOB M UX KOIHU JOITyCKaeTCsl TOJIBKO C pa3pelleHNs [JIaBbl
aIMAHUCTPAITIH WK WHOTO YIIOJTHOMOYEHHOTO UM JIOJDKHOCTHOTO JIALIA.

PaboTauKH aIMAHUCTPALIAH MYHHIIUATIATHEHOTO paiioHa HECYT
IUCUUILTMHAPHYIO, aIMUHUCTPATUBHYIO U VHYIO, YCTaHOBJIEHHYO
3aKOHOIATeabCTBOM Poccuiickoit ®Pemeparnyii, OTBETCTBEHHOCTh 3a HapyllICHUE
CPOKOB XpaHEHHs] JIOKyMEHTOB, yTpary ¥ HECAaHKIMOHWPOBAHHOE YHHYTOXKEHUE



CITyKeOHBIX IOKyMEHTOB.

1.10. Ilpm yTpare MOOKYMEHTOB JEIONPOU3BOAUTENL  ITOAPA3IAEIICHUS
UHPOPMUPYET PYKOBOJIUTENSI CTPYKTYPHOTO TOJpa3ieNieHHsI U YTIpaBlIeHHe JelaMHy,
TIOCJIE YET0 OPraHU3yeTCsl PO3bICK TOKYMEHTOB.

Ecmu po3bick TOKYMEHTOB HE JaeT pe3yJsibTara, COCTABILIETCS akKT, B KOTOPOM
YKa3bIBAIOTCSl [AaHHBIE YTPAYEHHOIO JOKYMEHTa, a TakXke OOCTOSTENhCTBA, ITPU
KOTOPBIX IPOU30LLIA yTpara, IOocie Yero MpearpuHUMAaIOTCS MEPHI TI0 3aMEIeHHI0
JIaHHOT'O JIOKYMEHTA 3aBEPEHHON KOIUEN JOKYMEHTA.

1.11. IlpaBuma paboTel ¢ JOKyMEHTaMH B CHCTEMe 3JIEKTPOHHOTO
JOKYMEHTO000pOTa aIMUHUCTPALIMK MyHULIMTIATIFHOTO paifoHa (nanee - COJI) u UHBIX
MH(POPMAIIMOHHBIX CHUCTeMaX, B KOTOPBIX OCYIIECTBIISIETCS CO3aHue (BKIFOUCHUE) U
XpaHEHHE JOKYMEHTOB, HE JOJDKHBI BXOJHUTH B IPOTHBOPEYHE C IOJOKEHUSIMH
Hacrosier MHcTpykiuu.

II. OcHoBHbBIE NOHATHS

2.1. B MHCTpYKIIMU IPUMEHSIIOTCS CJIEIYIOIINEe OCHOBHBIE TTOHSITHUS:

JOKyMeHTHpoBaHUe — (¢ukcauus UHGOpPMAllMM Ha MaTepUaTbHBIX
HOCUTEJISX B YCTAHOBIIEHHOM IOPSIJIKE;

IEJONPOU3BOJCTBO  —  JAESITENbHOCTh, OOEeCHmeYHMBaromas  CO3JaHHe
oULIMATBHBIX JOKYMEHTOB M OpTraHU3aIHui0 PabOThl C HUMH,

JNOKYMEHT — OQUIMaIbHBIA JOKYMEHT, CO3JaHHbBIM TOCYIapCTBEHHBIM
OpraHOM, OpPraHOM MECTHOTO CaMOYIPaBJICHUs, IOPUIAYECKUM I (PU3NUECKUM
nunoM, OQOPMIICHHBIH B  YCTaHOBIEHHOM TIIOpSAKE W BKIIIOYEHHBIA B
IOKYMEHTO0OOPOT aIMUHUCTPALIMU MYHHUIIUIIAIBHOTO paifoHa;

JJIEKTPOHHBIA  TOKyYMEHT — JIOKyMEHT, B KOTOpOM HH(pOpMaIUs
IpEeICTaBIEHA B AIEKTPOHHO-IIU(GPOBOI hopme;

aBTOp JOKyMeHTa — (U3MUecKoe WU OPUIXYECKOe JIHUIO, CO3JaBIIee
JIOKyMEHT;

BUJ] JOKYMEHTa — IIPHUHAJIKHOCTHh JOKyMEHTa K OIpEeIeNIeHHOM TpyTie
JTOKYMEHTOB I10 IIpU3HAKaM COJIEPIKaHUS U IIeJICBOTO Ha3HAYCHHS,

opopMiieHHe [OKyMEHTa — IIPOCTaBlIeHHEe HEOOXOIUMBIX pPEKBHU3UTOB,
YCTQHOBJIEHHBIX [TpAaBUJIaMU IOKyMEHTUPOBaHMUS,

3NIEKTPOHHAS IU(PpPOBasi MOAMUCH — PEKBU3UT 3JCKTPOHHOIO JTOKYMEHTa,
HpeI[Ha:‘lHa'-IeHHBIﬁ IJI 3allIUThl JaHHOI'O 3JIEKTPOHHOI'O AOKYMEHTA OT IIOALCIIKH,
IOJy4YeHHBIN B pe3yJibTaTe Kpunrorpaduueckoro npeodpasoBaHus HHPOPMAIUH C
UCIIOJh30BAaHUEM 3aKPBITOrO KJII0Ya OJJIEKTPOHHOW IU(GPOBOM MOANUCHA H
TIO3BOJISIIOIINI UIIEHTUPUIIMPOBATh BiIajelblia cepTU(UKara Kio4a MOANUCH, a
TaK)K€ YCTAaHOBUTH OTCYTCTBHE WCKa)XEHHsS HHPOPMALMA B 3IIEKTPOHHOM
TOKYMEHTE;

PEKBHU3UT JJOKyMEHTa — 00s3aTeNIbHBIN 3JIeMEeHT O()OPMIEHHUS JOKYMEHTa;

OJlaHK JOKyMeHTa — Habop pPEeKBU3UTOB, HIACHTU(DUIUPYIOIIUX aBTOPA
o(pUIHATIBHOTO MUCHMEHHOTO JOKyMeHTa,
NOJUIMHHUK JIOKyMEHTa — TIePBBIH WJIM €IWHCTBEHHBIM JK3EMILIAP

JIOKYMEHTa;



KOMMs  JOKYyMEHTa — JOKYMEHT, IIOJHOCTBIO  BOCIIPOM3BOMISIIHMNA
MHQOPMAIHIO TIOUTMHHAKA TOKyMEHTa ¥ €ro BHEIIHHME NPHU3HAKH, HE MMEIOIIUM
IOPUANYECKON CUIIBL,

3aBepeHHass KOMHUS — KOMHUS JOKYMEHTa, Ha KOTOPOM B COOTBETCTBUHU C
YCTaHOBJICHHBIM TOPSIIKOM MPOCTABIISIOT HEOOXOAUMbIE PEKBU3UTHI, IIPHUIAIOLIHE
el FOPUAUYECKYIO CUILY;

obpalieHre TpaxJaHWHA — HalpaBleHHble B TOCYJapCTBEHHBINM OpraH,
OpraH MECTHOIO CaMOYTpPAaBICHUS WM JOJDKHOCTHOMY JIMIy HHCBMEHHBIE
TIpeJIOXKEHNs, 3asBIeHIe MK JKano0a, a TaKKe YCTHOE 0OpallleHUE TPaXIaHUHA B
roCyJapCTBEHHBINM OpraH, OpraH MECTHOI'O CaMOYIIPaBIICHNUS,

IOpUIMYEecKasl Chja JTOKYMEHTa — CBOMCTBO O(HUUMAIBHOTO IOKYMEHTa,
coob1raemMoe eMy AeHCTBYIOIIMM 3aKOHOJATEIBCTBOM, KOMIIETEHIIUEN MU31aBILIErO
ero opraHa ¥ YCTaHOBJIEHHBIM MOPSIKOM 0(hOPMIICHHUS;

yHUGULMpOBaHHas ¢GopMa IOKYMEHTa — COBOKYIIHOCTb PEKBU3UTOB H
TUIIOBBIX (DParMEHTOB TEKCTa JTOKYMEHTA, YCTAHOBJEHHBIX B COOTBETCTBUU C
pelaeMbIMA B JaHHOW cdepe NeATeTbHOCTH 3aJadaMH M PACIOJIOKEHHBIX B
olpeJIelIeHHOM TOpsiIKe Ha HOCUTeNe UH(POpMaLnu;

mabion Onanka (yHEpUIMpoBaHHOW (OPMBI JOKyMeHTa) — OJaHK
nokymeHTta (yHuUIUpoBaHHAs QopMa JTOKYMEHTa), IIpeJCTaBlIeHHbIA B
AIeKTPOHHOU (hopme;

JOKYME@HTOO0OpOT — JBU)KEHHE JOKYMEHTOB C MOMEHTa MX CO3[aHUs WU
TIOJTyYeHHMSI 10 3aBEePIICHUs HCTIOJTHEHUS, TTIOMEIIICHUsI B 1eJI0 U (MJIH) OTIIPaBKH;

00BeM JOKYMEHTOOOOpOTa — KOJMYECTBO JAOKYMEHTOB, IMOCTYIHBIIUX B
OpraHM3alMIO U CO3/IaHHBIX €10 3a OMpeesIeHHbIN EPUO;

perucTpanys NOKyMEHTa — IPUCBOEHUE AOKYMEHTY pPEerucTpaldOHHOTO
HOMEpA U 3aIlUCh B YCTAHOBJIEHHOM IOPSAKE CBEIEHUN O TOKYMEHTE;

HOMEHKJIaTypa Jel — CUCTEMAaTU3UPOBAHHBIN M€peYeHb HAMMEHOBAHUM JEl,
(GopMupyeMBIX B aIMUHUCTPALIMA MyHUIUIIATIBHOTO paiioHa, ¢ yKazaHUEM CPOKOB
WX XpaHEeHUs;

JKCIIepTH3a [IEHHOCTH JOKYMEHTOB — M3ydeHHe TOKYMEHTOB Ha OCHOBAHHUH
KpUTEPHUEB UX LIEHHOCTU B LEJSAX ONpeJesIeHUs] CPOKOB XpaHEHHs! JOKYMEHTOB H
otOopa MX AJ BKIKOUYEHHUS B cocTaB ApxuBHOTo hoHma Pecrybnuku Jlarectan;

JeN0 — COBOKYITHOCTH JIOKYMEHTOB WJIM OTHEIBHBIM  JOKYMEHT,
OTHOCSIINECS K OJHOMY BOIIPOCY WJIM YYaCTKYy HEsITEIbHOCTH;

¢dbopmupoBaHHe Jeia — rPyNNUpPOBKA UCIIOJHEHHBIX JTOKYMEHTOB B JIeJ0 B
COOTBETCTBUM C HOMEHKJIATYypOUu Je;

cityk0a Ieonpou3BOACTBA — YTIPaBICHHE IeJIaMU, Ha KOTOPBIA BO3JIOKEHBI
(GYHKIMKM TI0O BEJCHHIO AENIONPOU3BOJCTBA, a TaKXKe JIMLa, OTBETCTBEHHBIE 3a
BelleHWe JEJIONpPOU3BOJICTBA B  JPYTMX  CTPYKTYPHBIX  IIOJpa3leIeHUsX
AMUHUCTpAIlUU MYyHHUIIUIIATFHOTO paiioHa.

BH3a- PEKBU3UT BRIPKAIOIIUNA KaK COrJlacue WU Hecoryacue JOJKHOCTHOIO JIULa

II1. loxkymMeHTHpOBaHHE YIIPABJICHYECKOH AeAATeJIbHOCTH



3.1. lokyMeHTbI aIMAHHCTPALIHH MYHHIMIIAJILHOIO paiioHa

3.1.1. CocraB IOKYMEHTOB, 00pa3yroIIuxcs B HESTEeIbHOCTH
aAMUHHUCTpPALlM MYHULUIIAJIBHOTO palioHa, OIpeJessieTcsi ero IOJHOMOYUSIMH,
KPYIrOM  BBIIOJIHAEMBIX TIOCYHApCTBEHHBIX (YHKIMH ¥ MPedoCTaBISIEMbIX
rOCYIapCTBEHHBIX YCIyr, TOPSIKOM pa3pelieHus] BOIPOCOB, O0BEMOM W
XapaKTepoOM B3aMMOCBSI3€l C MHBIMU TOCYAapCTBEHHBIMH OpraHaMH, OpraHaMH
MECTHOT'O CaMOYIIPaBIIEHNS, OpraHU3alUIMHU, IPAKIaHAMH.

3.1.2. B agMUHHUCTpallul MYHULMIIAIBFHOTO palioHa CO3AI0TCS] JOKYMEHTHI
Ha OyMa)XHOM HOCHTENE, 3JeKTPOHHBIE NOKYMEHTBI (IOKYMEHTBI, CO3[aHHBIE B
mudpoBoit GopMe U UMEROIIKE CTAaTyC MOJJIMHHUKA TOKYMEHTA) U 3JIEKTPOHHbIE
KOIMM [TOKyMEHTOB, IIOJTy4YeHHble B pe3yJbTaTe OLU(PPOBKHU (HAIpUMeED,
CKaHUPOBAHUS) JOKYMEHTOB Ha OyMa)KHOM HOCHUTEJIE.

3.1.3. B C3Jl agMuHUCTpallud MYHULUNAJIBHOTO pailoOHa, B KOTOPYIO
BKJIFOYAIOTCSI  QJIGKTPOHHBIE JOKYMEHTHI, IMpH BHU3yalIM3alUU 3JIEKTPOHHBIX
IOKYMEHTOB M UX BOCIPOU3BEICHHMH Ha OyMa)XHOM HOCHUTENIE JIOJIKHBI
BOCIIPOM3BOJIUTBCS PEKBU3UTHI, OOs3aTeNIbHbIE MJII COOTBETCTBYIOIIETO BHAA
TOKYMEHTA.

COJl agMUHHCTpalMd MYHULMNAIBHOTO palioHA MOXET IOANEPKUBATH
(YHKIIMIO CO3IaHUsI AIEKTPOHHBIX JOKYMEHTOB.

3.1.4.1Ipu  co3maHUM  BJIEKTPOHHBIX  JOKYMEHTOB,  HCIIOJIB3YKOTCS
3JIEKTPOHHBIE 1IA0JIOHBI OJAHKOB U 3JIEKTPOHHbIE IIa0JIO0HB! (YHU(DUIIMPOBAHHBIE
(GOpMBI) TOKYMEHTOB, KOTOpPBHIE IO COCTaBy PEKBH3UTOB JIOKYMEHTOB JOJDKHBI
OBITh UIEHTUYHBI JOKyMEHTaM Ha OyMa)KHOM HOCHTeNe. DJIEKTPOHHBIE IA0IOHBI
OJIaHKOB M 3JIEKTPOHHBIE IIAOJIOHBI JOKYMEHTOB [OJDKHBI OBITH 3allMIIEHBl OT
HECAaHKIIMOHUPOBAHHBIX U3MEHEHUN.

3.2. braHKH 10OKYMEHTOB

3.2.1. JIoKyMeHTBI, coO3daBaeMble B aIMUHUCTPALMM MYHUILIHIIAIBHOIO
patioHa, ohopMIITIOTCS Ha OJlaHKaX, Ha CTaHJApTHBIX JiMcTax Oymaru ¢opmara A4
(210x297 mm), A5 (148x210 MM) WITH B BUJIE SIEKTPOHHBIX TOKYMEHTOB (I1a0JI0HOB
OJIaHKOB) M JIOJDKHBI UMETh YCTAHOBJIEHHBIN COCTaB PEKBU3UTOB, UX PACIIOIOXKEHHE
u oopMIIeHHE.

3.2.2.25eKTpoHHbIe 1abI0HbI OJIAHKOB JOKYMEHTOB JJOJDKHBI OBITH UIEHTUYHBI
O1aHKaM IOKyMEHTOB Ha OyMa)KHOM HOCHUTEJIE.

3.2.3.Jlm H3roToBIEHHsS AOKYMEHTOB B aIMUHUCTPALMH MYHHULIMAIAIBHOIO
paiioHa UCTIOIB3YOTCS CIIeTyOIIMe BUIbI OJaHKOB!

O71aHK [TOCTaHOBJIEHHS [JIaBbl MyHHIIUIIAIEHOTO paioHa (mpuioxerue Nel)

671aHK PacIOpsKEHs IJIaBbl MyHHIMIIATEHOTO palioHa (mpuioxenue Ne 2);

OJaHK  IIOCTAHOBJEHHS  AJAMHUHHUCTPALlMM  MYHHUIMIIAIBHOIO  paioHa
(mpunoxerue Ne3)

OMaHK  paCHOpsDKEHHS — aIMHHHCTPAIlMd  MYHHUIMIIAJBHOIO  panioHa
(mputoxxerue Ne 4);

6naHK mpoToKoIa (prioxeHue Ne 5);

OJ1aHK ITHUCHMa MPOIONBHEIH (mpuioxkeHne Ne 6);

BBenenue B oOpallieHre HOBBIX OJQHKOB OCYIIECTBIIETCS TOJBKO IIO



[IOPYYEHHMIO TJIaBBl aIMUHUCTPALIUKA MyHHULIMAIIATIEHOIO paioHa.

3.2.4. brnaHkd NOKYMEHTOB aIMUHUCTPALMK MYHHUIMIIAIBHOTO paioHa
pazpabaThIBAOTCSI Ha OCHOBE IIPOJOJIEHOIO BapHaHTa PACIIONOKEHUSI PEKBU3UTOB B
coorBerctBuM ¢ ['OCT P 7.0.97-2016: nmpu npomoisHOM BapHaHTE PEKBU3UTHI
O1aHKa pacroararoTcsl ocepeInHe JIUCTa BJI0JIb BEPXHETO MOJIS.

branku He NpUMEHSIOTCS NpU IMOATOTOBKE IE€PBOHAYAIBHBIX BAPUAHTOB
(IpOeKTOB) MOKYMeHTOB. I[Ipu mMOATrOTOBKE HOOKYMEHTOB B aJMUHHUCTPAIN
MYHUILWIIAIBHOTO paliOHa WCIIONB3YIOTCS JJIEKTPOHHBIE IIA0NOHBI ONAHKOB C
COOJIXOZIEHUEM YCTAHOBJIEHHBIX ITPABII O()OPMIIEHUS TOKyMEHTOB.

3.2.5. biaHk nuceMa aJIMAHUACTPALMA MYHUIMIIAIBHOTO paiioOHa COLEPIKUT
ClIefylollye peKBU3UTHL: [ ocymapctBenHblli repd Pecrmybmuku — [larectaw,
Ha¥MEHOBaHHE aJIMUHHCTPALUU MYHHUIUIIAIBHOTO paiioHa, CIIPaBOYHBIE TaHHBIE O
aIMUHUACTPAllM MYHMILWIIAIBHOTO paiioHa, OTMETKH Ui IMPOCTABJIEHUS NaThl H
PEruCTPallMOHHOIO HOMEpa, OTMETKU U CChUIKM Ha UCXOAAIIMNA HOMep W JaTy
JIOKyMeHTa ajipecara.

braHKM IOCTaHOBIIEHUS U PACTIOPSDKEHUS COEpKaT CIIeIYIOIINe PEKBU3UTHIL:

I'ocynapctBennbiii repd PecmyOnmuku [larectan, HauMEHOBaHWE aIMUHUCTPALIAH
MYHUIMIIAJIBHOTO paiOoHa, BHUJ JOKYMEHTa, OTMETKU I TPOCTaBJICHHS OaThl U
PETrUCTPALIMOHHOTO HOMeEpa.

32.6 B agMuHHCTpallMM MYHUIUIAIBHOTO paiOHA  HCIHOJIB3YIOTCS
DIIEKTPOHHBIE JOKyMeHThI (0e3 mpeaBapUTEIbHOTO IOKYMEHTHPOBAaHHS Ha
OyMa)XHOM HOCHTeNe) M 3JIEKTPOHHBIE KOIMHWH [JOKYMEHTOB. IIpu co3maHuu
JJIEKTPOHHBIX [TOKYMEHTOB B CHUCTEME JJIEKTPOHHOTrO AoKymMeHTooOopoTa (CO/I)
UCIIOJIB3YIOTCSL IEKTPOHHBIE IIA0JIOHBI JOKYMEHTOB. DJIEKTPOHHBIE IOKYMEHTHI
co3farorcsi,  0o0pabaThIBalOTCS M XpaHATCST B CHUCTEME  3JIEKTPOHHOTO
IOKYMEHTOO0OpOTa aJMUHUCTPALMKU MYHHUIHUIAIBHOTO palioHa. OJIEKTPOHHBIN
JOKyMEHT JOJDKEH OBITh OQOpMJIEH IO OOIIMM IpaBWIaM IeJIONPOU3BOICTBA U
UMETh PEKBU3UTHI, YCTAHOBJIEHHBIE JIS AHAJIOTUYHOTO NOKYMEHTa Ha OyMa)KHOM
HOCHTEJE, 3a WCKIIIOUeHHeM pekBu3uTa «l'ocymapcTBeHHBIM repOd PecmyOimku
Jlarectany.

3.2.7. bnaHKM JOKYMEHTOB Ha OyMaXHBIX M O3JEKTPOHHBIX HOCHTEISIX
JIOJDKHBI HCITOJIB30BaThCSl CTPOrO IO HA3HAYEHWIO M 03 pa3pelleHus IJIaBbI
aIMUHUCTpAllM MYHHUIMIIAIHFHOTO paiioHa HE MOTYT IepefaBaThCs IPYTUM
OpraHu3alysaM U JULaM. biaHkU nuceM agMUHHUCTpallMd MYHULIMIIAIBHOTO paiioHa
Ha OyMa)XHBIX HOCHTEJSIX HUCHOJB3YIOTCS B CiIydae, ecli JOKYMEHTBI aIpecyroTCs
JIMLAM, He SBIBIIOIIAMCS YYaCTHUKAMU CUCTEMBI 3JIEKTPOHHOTO JOKYMEHTOO0OopoTa
(CO1), B TOM umcie TOKyMeHTHI, 0hOpMIICHHBIE IS [TOIa4X B CyIeOHbIe OpraHbl, a
TaKOKe IIPU Jade OTBeTa Ha 3asiBJIeHUs U 0OpallleHus TpakIaH.

3.3. O6mmue Tpe6OBaHUS K H3TOTOBJIEHHIO TOKYMEHTOB

3.3.1. IIpu moaroTroBke JOKYMEHTOB PEKOMEHIYETCs TPUMEHSTh TEKCTOBBIM
penaktop Wordfor Windows c¢ wucnons3oBanuem 1mpugpToB TimesNewRoman
pazmepom Ne 12 (st oopmiteHnst TaOIUIHBIX MaTeprasioB), Ne 14 (11 TEKCTOB) —
yepe3 1 — 1,5 MeXCTpouHbIX HMHTepBayiia. TeKCT NOKyMEHTa BBIPAaBHMBAETCS IO
LIMpUHE JICTA.



B coorBerctBuu ¢ I'OCT P 7.0.97-2016 ciyxeOHble MONsS AOKyMEHTa,
o(opMIIeHHBIE KaK Ha OjlaHKe, TaK ¥ Ha CTaHAApTHOM JIKCTe Oymard, NOJDKEH
UMETH T10JIs1 He MeHee:

20 MM — neBoe (30 MM TOKYMEHTBI IOCTOSIHHOTO XpaHEeHUs )

10 MM — ipaBoe

20 MM — BepxHee

20 MM — HUXKHEee.

3.3.2. Ilpu co3maHuMM JOKyMeHTa Ha JBYX M Oojiee CTpaHULAX BTOPYIO H
TIOCJIEIYIOIME CTPAHULIBI HyMepyroT. HoMepa CTpaHuUI] POCTAaBISIOTCS MO CepeiiHe
BEPXHETO I0JIsl TOKyMEHTa Ha paccTossHIM 10 MM OT BepXHEro Kpas JICTa.

3.3.3. JIoKyMeHTHI, U3aBaeMble OT MMEHH NIByX HJIM OoJiee OpraHW3aluid,
ohopMIISIOTCS Ha CTaHAAPTHEIX JucTax 0e3 Omanka (cM. [Ipunoxenue Nel9).

3.3.4 JIoKyMeHT MOXET CO3/1aBaThCsl Ha JIMIEBOM M OOOPOTHOM CTOpOHAX
mucta. [Ipu ABYCTOpOHHEM CO3JaHUU JOKYMEHTOB IIMpHWHA JIEBOTO IOJS U Ha
JMIIEBOM CTOPOHE JIUCTA U MPABOrO TMOJS Ha 0OOPOTHOM CTOPOHE JIMCTA JTOJDKHBL
OBITH paBHBI.

[Ipy MOATOTOBKE TEKCTOB JIOKYMEHTOB HCIIOJIB3yeTCs al3alHbld OTCTYTI,
paBHbId 1,25. 3arosoBku pa3iesoB M MOIPA3[eloB IIedaTaroTcs C ad3alHbIM
OTCTYIIOM WJIA BBIPABHUBAIOTCS IO LIEHTPY.

AO3aIHBIA  OTCTYIl MCIIOJIB3YeTCS TOJBKO IPU H3TOTOBIEHUM TEKCTa
IOKYMEeHTa, HO He TIpUMEHSeTCs PU 0POPMIIEHUU PEKBU3UTOB.

3.4. OpopmiieHHe peKBU3UTOB JOKYMEHTOB

3.4.1. JIoKyMeHT HOKEH UMETh YCTaHOBJEHHBIN KOMIUIEKC 00s13aTeIbHBIX
PEKBU3UTOB, PACIIOJIOXXEHHBIX B OIPEHeJeHHOM IIOpSAAKE B COOTBETCTBUM C
nonoxxerusimu I'OCT P 7.0.97.2016.

[IepeueHp peKBU3UTOB, UCITOJIB3YEMBIX IIPU MOATOTOBKE JOKYMEHTOB:

01.I'ocynmapcrBennsiii repo PJI

02.HarMeHOBaHUE OpraHU3aluu

03.cipaBOYHBIE JaHHBIE 00 OpraHU3aLUN

04.HanMeHOBaHHUeE BHIa TOKYMEHTa

05.maTa noKkymeHTa

06.PeructpanimoHHblii HOMEp TOKyMEHTa

07.cchlika Ha perUCTPAlMOHHBIN HOMEDP U ATy MOCTYIIUBLIETO JOKYMEHTA

08. mecTo cocTtaBieHus (M3aHus) JOKyMEHTA

09.ampecar

10.rpud yTBEep)KIaeHUs JOKyMEeHTa

11.3aromoBOK K TEKCTY

12.TexcT JOKyMeHTa

13.0T™MeTKa O TIPUIOKEHUU

14.rpuc¢ cormacoBaHus

15.Bu3a

16.moanuce

17.0TMeTKa 00 37IeKTPOHHOM NOANIUCH

18.meuars



19.otmeTka 06 ucroHUTETE

20. oTMETKa O 3aBEpPEHUHU KOIUHU

21.0TMeTKa O IOCTYIJIEHUH JOKYMEHTa

22.pe3oo1us

23.0TMETKa O KOHTpOJIE

24.0TMETKa O HaIlpaBJIEHUH B JEJI0

3.4.2. PexBusut «I ocynapctBenHslii repb Pecmy6nuku Jlarectany

N3obpaxxenue I'ocymapcrBennoro repba PecriyOnuku [larectan momeraror Ha
OaHKax JTOKYMEHTOB B COOTBETCTBMM C 3akoHOM PecmyGmuxu Jlarectan ot 19
Hos10pst 2003 roma Ne 25 "O I'ocynapctBeHHOM repOe Pecriybnuku Jlarectan".

Ha 6nmankax noxkymenToB Munucrepersa ['ocynapcTBerHbI# repO PecrryOmuku
Jlarectan nmomeniaeTcs B OJJHOLIBETHOM H300payKEHUH.

3.4.3. PexBu3ut «HanmMeHoBaHME OpraHu3alivimy

HanmMmeHoBaHue aIMHUHUCTpallMd MYyHHULHMIAIBHOTO pailoHa, TIIONHOE W
COKpallleHHOe, ToMelllaeMoe Ha OyiaHKaX JIOKYMEHTOB, JOJDKHO COOTBETCTBOBATH
HaVMEHOBAHMIO, yCTAHOBJIEHHOMY TmojoxkeHneM o HeMm. CokpalleHHOe
HaMEHOBaHWe TIIOMEIIaloT B  CKOOKax IOoJ  IOJHBIM  HaWMEHOBaHUEM
aJIMAHUCTPAIMN MyHHIIUITATHFHOTO paiioHa.

Hammpumep:

AMUHHCTpalys MyHULIUMIATBHOTO paiioHa «babatopTOBCKUiA pailoH»

(Anmunnctpanus MP «babaropToBCKuid paiton»)

3.4.4. CopaBouHble OaHHBlE aIMUHUCTpPALMM MYHULMIIAJIBHOIO paioHa
yKa3bIBAIOTCS B OJlaHKaxX IMUCEM U BKIIOYAIOT: MOYTOBBIM aJpec MUHHCTEPCTBA,
HOMep Tenedona, Gakca, aapec 3JeKTPOHHOM MTOYTHI, CETEBOM aapec.

3.4.5. PexBusut «HanmeHoBaHMe BUJa JOKYMEHTa»

HaunmenoBanme Buma wu3gaBaemoro pokymenta (IIOCTAHOBJIEHUE,
PACIIOPSXXEHUE, [TPOTOKO/JI, AKT) BKJIIOYAETCS B OnaHK
COOTBETCTBYIOILIETO BHAA JOKYMEHTa WM YKa3blBaeTCs COCTaBUTENIEM IIpU
IIOATOTOBKE JOKYMEHTA.

B nucrmMax HauMeHOBaHME BHUIa JOKYMEHTA He YKa3bIBaeTCHl.

3.4.6. PexBu3ut «/lata qoKyMeHTa»

JlaToii nOKyMeHTa SIBJIsIeTCSl JaTa ero MOMINUCAaHUS (pacropsaAuTeIbHbIE
JOKYMEHTBI, THUChbMa, IOKJIaJHble M CIIy)KeOHBbIE 3alHUCKH, aKT), YTBEPKICHUS
(MHCTPYKIIUs, TIOJOXXKEeHUe, MpaBuja, periaMeHT, IUlaH, OT4eT W Jp.), COOBITHS,
3a()UKCUPOBAHHOTO B JOKYMEHTE (IIPOTOKOI).

JlaTta noxyMeHTa IpoOCTaBiIsSeTCS AOJDKHOCTHBIM JIMLIOM, ITOJIMCHIBAIOIIUM
WINA YTBEP)KJAIOIIUM TOKYMEHT, WJIM OTAENIOM IPU PETUCTpPallUU AOKYMEHTa, U
HEeTIOCPEACTBEHHO COCTAaBUTENEM IPU €ro IMOATOTOBKE (IOKJIadHas, CilyKeOHas
3aIliCKa, 3asBIIeHUE U Jp.).

JlaToif mOKyMmeHTa, M3aBaeMOr0 COBMECTHO IByMs WM OoJiee OpraHamu
VCTIOJTHUTEIPHON BJIACTH, WHBIMU OpraHamu (OpraHu3alysMM), SBISETCS AaTa
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HaMEHOBAHUS MUIIYTCS B UMEHUTENBHOM IIaJIEXKeE.
Hanpuwmep:
AJIMUHHCTpaLXs MyHULUNANBHOTO palioHa «babatopToBCKHi paoHy

1007
Ypasienue gesiaMu aIMUHUCTPALUN MyHHUIUIIATBFHOTO palioHa
«babaropToBckuil paitoH»

[Ipy anpecoBaHMM JOKYMEHTA PYKOBOAMTETIO OpraHU3allMd HauMeHOBaHME
OpraHM3allMd BXOOUT B COCTaB HAaMMEHOBaHUS JOJDKHOCTH  ajpecara,
HaVMEHOBAHUE TOJDKHOCTHU yKa3bIBAETCS B JaTEIIBHOM IaJIEXKe.
Hanpuwmep:
PyxoBoguremto Pecrrybnukanckoil ciry0b1 1o Tapudam
Maromenosy I11.A.

Ilpy HampaBieHMH JOKyMEHTa KOHKPETHOMY JIOJDKHOCTHOMY  JIHILY
HaMEHOBaHWE OpraHM3alluy MU IOApa3/efieHUs YKa3blBalOTCS B UMEHUTEIHHOM
najexe, a JOJDKHOCTh U (paMUJTUS B JATEIbHOM.

Hampumep:
MununcreperBo obpazoBanus u Hayku PecryOnuku Jlarectan
VYpasieHue 10 JienaM apX1uBOB
Hauaneauky otnena mianupoBanus AtaeBoil A.M.

B pekBusure «Azpecary JOIycKaeTcsi MCIOIb30BaTh OQHLUUAIBHO
NpUHITBIE COKpalleHHble HaWMEHOBAaHMS OpPraHOB TOCYyHapCTBEHHOW BIACTH,
OpPraHOB MECTHOI'O CaMOYIIPaBJICHUs], OpraHU3aLUiM.

ITouToBEI ampec B cocTaBe peKBH3UTa «Apecar» yKa3bIBaeTCs B
MIOC/IeIOBATeIbHOCTH, ycTaHOBIeHHOU [IpaBuiaMu oka3zaHus YCIyr IIOYTOBOM
CBS3M, YTBEPXKICHHBIMU TIpHKa3oM MUHUCTEPCTBA CBSI3M K MAacCCOBBIX
kommyHuKamuid P® 0131.07.20141.Ne234).

[TouToBBIH afpec He yKa3bIBaeTcs B JOKYMEHTaX, HAPaBISEMBIX B BBICIIHE
OpraHbl TOCYAapCTBEHHOHM BJIAacTH, Ipyr¥e OpraHbl HCIIOJHHUTENBHOW BIACTH,
TeppUTOPHAIbHEIE OpPraHbl MCIOJHUTENbHOM BiacTH B PecrmyGnuke J[larecran,
IIOCTOSIHHBIM KOPPECIIOHACHTAM.

[lpu agpecoBaHWH [JOKyMeHTa [ODKHOCTHOMY WM (DU3UYECKOMY JIHILY
HHMIIAANBI CTABATCS TI0cie (PaMUINH,

PekBHU3UT «ApecaTy pacrojaraercs B IpaBOM BEPXHEM YTy JOKyMEHTA.

CTpOKH PEKBHU3HTa «AJpecary LEHTPYIOTCS OTHOCUTENBHO CaMO JTMHHOM
CTPOKH.

Hanpumep:

["ocymapcTBEHHOE yUPEKAECHNE — PETHOHAIBHOTO OTACTICHUS
donpa conmanbHOro cTpaxoBanus Poccuiickon Denepanuu
B PecrmyOmuke /larecran,

Borarsipesa yi., 1.8, . Maxaukaia, 367003
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Hampumep:
Jubuposoii 3.C.
ITetpa I mpocmekr, a. 60, kB. 3, r. Maxaukaia, 367000

3.4.11. PexBusur «I'pud yrBepxaeHus».

Ha pgoxkymeHTax, mojyexamux YTBEPXKIEHHIO, TpuUd yTBEPKICHHS
IIPOCTABJISETCS B BEpXHEM IIPaBOM YTy JOKYMEHTa.

Hanpuwmep:

YTBEPX/AIO
['maBa agMUHUCTpaLIUH
MyHnununansHoro paifosa
«babaropToBCKHll palloH»
noanuck, M1.O.@amunus
nata

[Ipu yTBepXIEHUM MOKYMEHTa paCIOPSAUTENBHBIM JTOKYMEHTOM TPUd
yTBepxaeHus coctour wu3 cioBa «YTBEPX/JIEHO» («YTBEPXJ/IEHA,
«YTBEPXJIEHDBI» wumu «YTBEPXJIEH»), HauMeHOBaHHUS yTBEPIKIAIOIIETO
IOKYMEHTa B TBOPUTEIBRHOM Tafexke, ero pgaTel W Homepa. ClioBO

«YTBEPXJIEHO» cornacyercs B pole W YHCIe C BHIOM YTBEpPXKIaeMOTO
JOKYMEeHTa.

Hanpumep:

( Permament) VTBEPXJIEH
ITocTaHOBIIEHMEM IJIaBbI
MYHHULIUIIAIBHOIO paioHa
«babaropToBckuit palion

Pecrry6muku [larectan
oT 25.mapta 2020r. Ne

3.4.12. PexBU3UT «3arojgoBOK K TEKCTY»

HammeHoBaHHe MOKyMeHTa, KpaTKoe coiepikaHue (3arojloBOK K TEKCTY)
JOKYMEHTa COCTaBJISIETCS KO BCEM IOKyMEHTaM, 3a MCKIIIOUEHHEM JOKYMEHTOB,
UMEIOIIUX TeKCT HeOobIIoro ooseMa (110 4-5 CTpoK).

3aroioBOK K TEKCTY JOKYMEHTa JIOJDKEH OBITh KPaTKHUM, TOUHO IIepeaBaTh
colep)kaHhe ITOKyMeHTa, JOJDKEH OBITh COIVIacOBaH C HAaMMEHOBaHUEM BHIA
TOKyMeHTa. 3arojIoBOK JODKEH OTBEYaTh Ha BOIPOCHI «O 4eM?» («O KOM?») WU
«aero?» («koro?»). Hampumep:

«O BBIIEIEHUH CPEJICTB HA MIPUOOPETEHNE OPITEXHUKIY;

«[Tucepmo o moamucanuu TpexcroponHero CoramieHus»;

«[IpaBuita BHyTpEHHETO TPYAOBOTO PACIIOPSIIKAY.
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3aroJIOBOK COCTAaBJISIETCS JIMLIOM, TOTOBSAIIUM IIPOEKT JOKYMEHTA.

HawMmeHoBaHwe mOKyMeHTa oQopMisieTcss TOJ PEKBU3UTAMU OJIaHKA U
3aHuMaeT 4-5 cTpok mo 28-30 3HAKOB B CTpOKe. B mpoekTax 3aKkoHOIATETBHBIX,
VHBIX HOPMAaTHBHBIX IIPaBOBBIX AKTOB 3arojlOBOK K TEKCTY OQOpMIISETCS II0
LIUPUHE CTPAHULIBI HIEHTPUPOBAHHBIM CTIOCOOOM.

3.4.13. PexBusur «Tekct nokymeHTa»

TexcT moxymeHTa m3naraeTcs PyCCKUAM JIUTEPATYPHBIM SI3BIKOM C YHETOM
0coOeHHOCTeHM OQUIUATBHO-EI0BOrO CTHIIS, BHIA JOKYMEHTA U €ro Ha3HAYeHUs
B YIpPaBJICHYECKON JeATenbHOCTH. (ComepkaHue OOKYMEHTa JOJDKHO OBIThH
U3JI0KEHO KPaTKO, JIOTUYHO, TOYHO U SICHO.

TeKcThl JOKYMEHTOB U3JIararoTcsi OT:

l-ro nuna egUHCTBEHHOrO YHCia: «AIMUHUCTpALUS MYHULMITATBHOTO
palioHa IIOCTaHOBIISIET ITOATOTOBUTE U MPEJACTABUTh HA PaCCMOTPEHHE...», «IIpoury
paccMOTpeTh BOIIPOC 00 YCTaHOBIEHUH JIBTOTHBIX TapUQOB...»;

3-ro nuna enuHcTBeHHOro umcia: «Komwuccuss — mocraHoBmWIIA...»,
«AIMUHHUCTpaLUUs MyHULIUIIAIBHOTO palioHa

CYUTAET BO3MOXHBIM...»;

l-ro nuuma mMHOXXecTBeHHOTO umcya: «[Ipocum mpeacTaBUTH JaHHBIE O...»,
«IIpencraBisieM Ha pacCMOTPEHHE U YTBEPKACHHUE. .. »;

B coBMeCTHBIX JOKyMEHTaX TeKCT U3JaratoT OT 1-ro JMija MHO)KE€CTBEHHOTO
yucia: «Pemunn..,».

B Tekcre noxymeHTa, MOATOTOBJIEHHOTO HA OCHOBAaHUU 3aKOHOAATENbHBIX,
UHBIX HOPMAaTUBHBIX ITPABOBBIX aKTOB, U3/IaHHBIX OpPTaHaMU BIIACTU U YIIPaBIICHMUS,
JOKYMEHTOB, paHee W3JaHHBIX aJMHHHUCTpaldedl MYyHULUIIAIBHOTO pakoHa,
yKa3bIBaeTCss HAUMEHOBaHUEe BUA JOKYMEHTa, HaUMEHOBaHUEe OpraHa, U3aBIIEero
JOKYMEHT, JlaTa MPUHSATHUS WA YTBEP)KIECHUS JOKYMEHTa, €ro perucTpaluoOHHbBIN
HOMED, a TAKXKE 3ar0JIOBOK JOKYMEHTA, 3aKTFOYEHHbBIA B KaBBIUKHU.

Hanpumep: «B cooTBercTBUM ¢ mocTaHOBIeHHeM IIpaBuUTesbCcTBa
Pecrry6muku Jlarectan ot 2 okta6pst 2008 roma Ne 333 «O TumoBoM periamMeHTe
BHYTPEHHEH OpraHu3alddl OpPraHOB MCIIOJHHUTEIBHON BiacTH PecrmyOiauku
Jlarectany.

Ecnu TekeT coepKUT HECKOJIBKO MTOPYUYEHUM, pellieHui, BEIBOJOB, B TEKCTE
BBIJICJISIFOTCS pa3ielibl, TIOIpa3aesibl, TyHKTHI, TOAITYHKTHI.

TekcT nokymeHTa 0OpMIISIETCS B BUJIE CBSI3HOT'O TEKCTa, aHKETHI, TaOJIUIIbI
WIM COENMHEHUs O3TUX CTPYKTyp. B TekcT HOKyMeHTa MOIYT BKJIHOYaThCs
(dparMeHTbI, OPOPMIIEHHEIE B BU/IE TAOJIHUIIBI HIIA AHKETHI.

CryiomHOM CBSI3HBIM TEKCT JOKyMEHTa IPUMEHSETCS IPH IOATOTOBKE
yCTaBOB, TIOJIOKEHWH, TMpaBuj, HHCTPYKLMM, MPUKA30B, pPACIOPSKEHUH,
IIPOTOKOJIOB, aKTOB, NOTOBOPOB, KOHTPAKTOB, COTJIALIEHUM, NOKIAAHBIX 3aIllMCOK,
IIMCeM, CTIPaBOK ¥ T.1. CBSI3HBIM TEKCT, KaK IPaBUJIO, COCTOUT U3 JBYX 4acTeil. B
IIEPBOM, KOHCTATUPYIOILIEH 4YacTH, YKa3bIBalOTCS IPUYMHBI, €M, OCHOBAaHUS
CO3MaHMs JOKyMeHTa. B 3ToW dYacTM MNpH HEOOXOOWMOCTH [OJDKHA OBITh
yCTaHOBJIEHA B3aUMOCBSI3b C paHee U3/IaHHBIMHU [IPABOBBIMHU aKTaMU WIH APYTHMHU
JOKYMEHTaMH MO JaHHOMY BoIpocy. B Tekcre noKyMeHTa, IIOATOTOBIEHHOIO Ha
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OCHOBAHMHU WM B Pa3BUTHE JOKYMEHTOB OPraHOB MCIIOJIHUTENILHOM BIIACTH, HHBIX
OpraHoB (OpraHu3alyi) WIM paHee HU3JAHHBIX JOKYMEHTOB aJMHHHCTpAIUH
MYHULUIIAJIBHOI'O palOHa, YKa3bIBalOTCS WX PEKBU3UTHI: HAaWUMEHOBaHUE BHUJA
NOKyMEHTa, HauWMEHOBaHWE OpraHu3alul — aBTOpa JOKyMeHTa, Jara,
PErMCTPALIMOHHBINA HOMEpP U 3ar0JI0OBOK K TEKCTY JOKYMEHTA.

Bo Bropoii (3akimounTenbHON) YaCTH U3NIAratoTCsl PeIIeHuUs, PacIiOpsDKEeHN,
BBIBO/IbI, IPOCHOBI, IIPeITI0KEHHUS, PEKOMEH TAIIHH.

Eciu conmepxaHue [JOKyMEHTa HE HYXKIAETCSs B IMOSCHEHUU WIH
000CHOBaHMH, TO TEKCT MOXXET COJEPIKATh TOJIBKO 3aKIFOUYUTENILHYIO YaCTh.

Hanpuwmep: paclopsbKeHUsT  —  paclopsAUTeSbHYIO 4acTh 0e3
KOHCTaTUPYIOLIeH (KaK MpaBUiO, PACIIOPSHKEHHUS IO JUYHOMY COCTaBy), MACHMaA —
npocr0y 0e3 MmosiCHeHusI.

TekcT HOKyMeHTa, peryjJupyrolero AesTelbHOCTh aJIMHUHUCTpAlUuU
MyHULMIIAJIBHOTO  pailoHa, €ero CTPYKTYpHBIX IIOApa3ejeHUui, MpaBa U
0053aHHOCTH JOJDKHOCTHBIX JIHI (ITOJIOXKEHHE, MOJDKHOCTHOM perjiiaMeHT U T.1I.),
COCTOUT W3 Pa3lejioB, MyHKTOB U MOAMYHKTOB. KaxxapIii pasgen JOKeH MMETh
HOMEp U 3arojoBOK.

CBSI3HBIM TEKCT JOITyCKAaeTCs pa3lessaTh Ha pa3liesibl, OApa3iesbl, IYHKTHI,
MONIYHKTHI, KOTOpBIE HYMEpPYIOTCS apaOCKuMu IudpaMu, pasaeleHHbIMH
TOYKaAMH.

Pazpenbl u nmonpasnensl MOTYT UMETh 3arOJIOBKHU (TI0/13aTOJIOBKU), KOTOPBIE
MUIIYTCSl ¢ MPONMUCHOU OykBbl. TOUka B KOHIIE 3arojIOBKOB M IOA3aroJIOBKOB HE
npocraBisercs. [IyHKTBI W TOAMYHKTBI HYyMEpPYIOTCS apaOckuMu Iudpamy,
pa3/ieIeHHBIMU TOYKaMU. TeKCT MYHKTOB M IMOIIYHKTOB MHUILIETCS C MPOIUCHOU
OYKBBI ¥ 3aKaHUYUBAETCS TOUKOM.

[Ipy moAroTroBkKe AOKYMEHTOB IO OJHOTHUITHBIM CUTyaUUsM (IIPUKA30B IO
JUYHOMY COCTaBy, aKTOB M T.A.) CJedyeT HCII0JIb30BaTh YHU(DUIIMPOBAHHBIE
TEKCTBI.

IIpy cocrtaBieHUM TeKCTa B BUIE AHKEThl HAMMEHOBAHUS IIPU3HAKOB
XapaKTePU3yeMOoro 00beKTa JOIKHBI OBITh BRIPAXKEHBI UMEHEM CYILEeCTBUTEIEHBIM
B UMEHHUTEJIbHOM TIaJie)ke WJIM CIOBOCOYETAaHHWEM C IJIarojioM BTOPOIO JIHIIA
MHO)KECTBEHHOTO YHMCJIa HACTOSILEro0 WX MpoIIeIIero BpeMeHu (nMeere, ObLIH,
HAaXOJIWINCh U T.JO.). XapaKTePUCTUKH, BBIPAKEHHBIE CJIIOBECHO, IOJDKHBI OBITh
COIJIacoOBaHbl C HAUMEHOBAHUSIMH ITPU3HAKOB.

I'padpl ¥ cTpoku TaOMUIEI HOMKHBI MMETH 3arojIOBKH, BBIpa)KEHHBIE
HMEHEM CYIIECTBUTEIFHBIM B HMEHHUTEIbHOM manexe. [lomg3aromoBku rpad u
CTPOK JTOJKHEI OBITH COTJIACOBaHBI ¢ 3arosioBkamMu. Eciu Tabmuiy nevaratot Oosee
YeM Ha OJHOU cTpaHulle, rpadbl TaOIULBI AOJKHBI OBITh IPOHYMEPOBAaHBl U Ha
CIIEYIOIINX CTPAaHHUIAaX TOJDKHBI OBITh HalleuaTaHbl TOJIBKO HOMepa 3TUX rpad.

CrtpaHuULBl TEKCTa HyMepPYOTCs apaOCKUMH LU paMU I10CEPEIUHE BEPXHETO
IOJIS.

3.4.14. PexBu3ut «OT™MeETKa O IPUIOKEHUW?

OTMeTKa O HaJU4YUU [PUIOKEHUS WUCIOIB3yeTCs NpH O(QOpMICHHH
CONIPOBOJUTENIBHBIX IMHCEM M TPUIOKEHUH K PpacHoOpsDKeHHsAM, IUIaHaM,
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IporpaMmam, OTYETaM, J0roBOpaM, IOJIOXEHUsM, IpaBUIaM, HHCTPYKLHSAM H
IPYTUM JTOKYMEHTaM.

OtMmeTka 0 HaIMYUU TPUIOKEHUS 0QOpMIIIeTCs OT FPaHUIIbl JEBOTO IOJIS.
Hanpumep:

«IIpunoxenue: Ha 5 1. B 1 3K3.».

Ecnu mnpunoxeHue Ha3BaHO B TEKCTe, B OTMETKE O MPUIOKEHUU
YKa3bIBAETCsI KOJIUYECTBO JIUCTOB U KOJIUYECTBO 3K3EMIUISIPOB IIPUIIOKEHHUS.

Ecnau nmuceMo MMeeT NMpUiIoKeHHE, He HAa3BaHHOE B TEKCTE, TO YKa3bIBAIOT
€r0 HauMEHOBAaHHWE, KOJWYECTBO JIUCTOB U DJK3EMIUIAPOB; IPU HAIAYUU
HECKOJIBKUX IIPUJIOKEHUM UX HymepyroT. Hanpumep:

«IIpunoxenue: 1. 3akatroueHre Ha IPOEKT... HA 5 J1. B 2 3K3.

2. CnpaBka o gopaboTke... Ha 8 1. B 3 3K3.».

Ecnu mpunoxeHus cOpoIIopoBaHbl, TO YUCIO JIUCTOB He yKa3bIBaloT. Eciau
K JOKYMEHTY Ipujaraercs APYrodl JOKYMEHT, TakKe HMEIOIIWH IpUIOKEeHHUE,
OTMETKY O HaJUYHH MPUIIOKEHHS OQOPMIISIOT CIeIyOIUM 00pa3om:

«IIpunoxenue: mucekMo Muno6pazosanusi PJ[ ot 1 Hos6ps 2015 roga Ne 02-
07/988 n npunoxxeHrue K HeMy, Bcero Ha S5 JL.».

Ecnu npunoxeHue HanmpaBisilOT HE BO BCE YKa3aHHbIE B TJOKYMEHTE ajpeca,
TO OTMETKY O €0 HaJu4IuH O(OPMIISIOT CIeIyIOIIUM 00pa3om:

«IIpunoxxenue: Ha 2 1. B 2 9K3. TOJIBKO B IIEPBBIA aapecy.

Ecnu npunoxeHuss MM K  CONPOBOAMUTENBHOMY  IHCBMY  SIBJISIFOTCS
IOKYMEHTBI, conepxalie HWHQOpMalnuo KOHPUISHIIMAIBFHOTO XapakTepa,
OTMETKa O MPUIIOKEHUHU 0DOPMIISETCS CIEeAYIOMUM 00pazoM:

«I[IpunoxeHue: cmpaBKka O HEIJIATEKECIIOCOOHBIX MNPEANPUATHIX, IS
city>keOHOro Mmojp30BaHus, per. No 26-1cr, Ha 2 1. B 1 3K3.».

Ecnu mpunoxeHue K TIOCTAaHOBIICHHUIO, DACIOPSDKEHHIO HE TpeOyroT
YTBEPXKICHUS, B TEKCTE ITIOCTAHOBIICHHUS, PACTIOPSIKEHUS aeTCs CChUIKA «COTIIACHO
IPUWIOKEHHIO». B 3TOM cilyyae Ha MmepBOM JIMCTe MPUJIOKEHUS B IIPaBOM BEpXHEM
yray TmedararoTcss 0e3 KaBbldeK cioBo «[IpuiokeHue», a Takke cjaoBa «K
IIOCTaHOBJEHUIO (pacmopsokeHuto)». Eciaum  NpuioKeHWid HECKOIbKO, OHH
Hymepyrotcs (I[Ipunoxenne Ne 1, [Tpunoxenue Ne 2). B oTMeTke 0 NpUIOKEHUH
YKa3bIBaeTCsl HaMMEHOBaHKE BUJla OCHOBHOI'O JOKYMEHTa, €r0 akTa i HOMeEp:

Hanpuwmep:

[Ipunoxxenue
K ipuka3zy MunoOpazoBanus PJ{
ot 15 mapra 2020 romga Ne 37

Ecnu mpunmo)kxeHue 0IHO, OHO He HyMepyeTcs.

3.4.15. PexBusur «I'pud cormacoBaHus»
CoriacoBaHue IpoeKkTa JAOKYMeHTa C JpyIMMH TIOCYJapCTBEHHBIMH
OopraHamu BJIaCTM W OpraHU3alUsIMU, UHTEPEChl KOTOPBIX B HEM 3aTparMBaroTCs,
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obopmiseTcs rpudom COTJIaCOBaHMUSI. CornacoBanue JIOKyMEHTa
OCYUIECTBIISIETCS C:

BBIIIECTOSIIUMHI opraHaMu B ClIy4asx, Ipe1yCMOTPEHHBIX
3aKOHOJaTEIbCTBOM;

OpraHaM{ UCIIOJIHUTEJIbHOM BJIACTH, HHTEPECHl KOTOPBIX 3aTparuBaer
COZIepXKaHue NOKYMEHTA;

OpraHamMy BJIACTH, OCYIIECTBISIIOIIMMU TOCYJapCTBEHHBIM KOHTPOJIb
(Hag30p) B OMpeIeNIeHHO N 001acTh (3KOJOTHIECKHH, HaJOTOBBIN U JIp.);

II0/IBEJIOMCTBEHHBIMU OpraHU3alUsIMHU,

oO11ecTBEeHHBIMU OpraHU3aIUsIMHU.

[IpoekT [OKyMeHTa COTJIaCOBBIBAETCS HEMOCPEACTBEHHO HOJIKHOCTHBIM
JIUIIOM — PYKOBOJUTEIEM, IIPOTOKOJIOM KOJUIETHATBbHOTO OpraHa WA CIyKeOHBIM
THCBMOM.

Hanpumep:

COI''TACOBAHO

3amecTuTens MuHUCTpa 00pa3oBaHus U Hayku Pecrybnuku Jlarectan
IOJNKCH, paciin(poBKa MOIMTUCH

nata

I'pud cornmacoBanusi oopmiIsieTcss Ha IOCIETHEM JIUCTE TO0J] TEKCTOM C
yKazaHMeM HauMEHOBaHHUS JIOKyMEHTa, KOTOPBIM COTJIACOBBIBAETCS, €CIH
coZiepXKaHUe NOKyMEHTa 3aTparuBaeT MHTEPEChl HECKOJIbKUX OopraHu3auuid. [lpm
3TOM Ha OCHOBHOM JIOKyMEHTE€, Ha MecTe, IIPelyCMOTPEHHOM ISl PaCIIOIOKESHIS
rpuQOB COIIaCOBaHUs, JAeaeTCsi OTMETKa «JIUCT coriacoBaHus MpUIaraeTcs.

CornacoBaHue HEKOTOPBIX BUJOB MHOTOCTPAaHUYHBIX JOKYMEHTOB (OTYETHI,
UHCTPYKLHUH U JIp.) 0)OpMIIIETCS HA TUTYJIBHOM JIUCTE.

CornacoBanue ohopmiseTcss MOAMUCSIMH y4aCTHUKOB COTJIACOBAaHHUS, Kak
IIPaBUJIO, HA OJTHOM 3K3eMILIsIpe JOKYMEeHTa.

3.4.16. PexBusur «Buzay

Busoit odopmiisieTcst cornacoBaHue MpoekTa JOKyMEHTa C JODKHOCTHBIMHU
JIMLIAMH U CIIeUAIACTaMU-COUCIIOHUTENSIMH.

Buza BkimrowaeT B ce0s JMUHYH TOAMHMCH, pPAcIIU(POBKY MOIITUCH
(uHunmansl, Gamunus) u gaty. [Ipu HeoOXomMUMOCTH yKa3bIBaeTCsl HAUMEHOBaHHE
TOJDKHOCTH JIUIA, BU3UPYIOIIETO JOKYMEHT.

Hanpumep:

HaumMeHoBaHuE NOKHOCTH

HOJIIHCh, paciIu(ppoBKa MOIMTUCH

(uHUIMATBL, (haMUITHS)

naTa

Ha noxkymeHTaX, TOATMHHHKK KOTOPHIX IIOMEINAOTCS B Jela
aJIMUHUCTPAllU¥ MYHHIIUIIAIBHOTO pailioHa, BU3bI MIPOCTABISAIOTCS HAa 0OOPOTHOM
CTOpOHE MOCIIeTHETO JIUCTA JOKYMeHTa (ITOCTAaHOBJIEHUS, PACTIOPSDKEHUS U JIp. ).

[lpy Hanuuuu 3amMevyaHUM, OCOOBIX MHEHWM, [ONOJHEHUU K IIPOEKTY
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JIOKYMEHTa BH3a JIOTIOJHSIETCS COOTBETCTBYIOIIUM YKa3aHHEM.

Hampuwmep:

NmeroTcst 3amedanus (coryiaceH ¢ yueToM 3aMedaHui v JIp.)

HamMeHnoBaHMe NOIKHOCTH

MOJINUCH, paciIi(POBKA MOIMTUCH

(vHMLMANBI, paMUITHS)

naTa

3.4.17. PexBusut «I loanucek JOHDKHOCTHOIO JIULAY»

B cocTaB moamucy BXOAAT: HAMMEHOBAHME JOJDKHOCTH JIUIIA, ITOIITHCABIIIErO
TOKYMEHT (IIpY MCIIOJIb30BAaHUU JTOJDKHOCTHOTO OJIaHKa HAaMMEHOBaHWE TOJDKHOCTH
He yKa3bIBaeTCs ), IMIHAs MIOMIUCH U ee paciuppoBKa (MHULUAIGI, (haMuus yepes
npober).

Hanpumep:

['maBa MyHUIIMIIATIBHOTO pailoHa
«babaropToBCKHT paiioH) [Tonnuce N.0O. Gamunus

He pomyckaercs moANMMCHIBaTH JOKYMEHTBI C TMpeajoroM «3a» WId
IIPOCTABJIEHUEM KOCOM dYepThl Ilepe]] HAaMMEHOBaHHWEM JOJDKHOCTU. Eciu
JOJDKHOCTHOE JIMIO, TOJAIMHUCH KOTOpOro odopMiieHa Ha IIPOEKTe IOKyMEHTa,
OTCYTCTBYET, IOKYMEHT IOAIMCHIBAET 3aMECTUTEIb PYKOBOIAUTENS, HUMEIOIIUI
[IPaBO MOJANMCHIBATh JOKYMEHTHI 38 PYKOBOJUTEIS, WJIM MHOE JOJDKHOCTHOE JIHIIO,
UMeEIoIllee IIPaBO MOMANKWCU B COOTBETCTBUM C PACIIOPSHKEHUEM O PACIpPEICSICHUU
00s3aHHOCTEH, TIpU OSTOM yKaspiBaeTcs (akTU4UecKass JOJDKHOCTh — JIUIIA,
IIOJIMCABIIEr0 JOKyMeHT, ero (avuinus. McnpaBieHuWss B HOATOTOBIIEHHBIM
JOKYMEHT MOTYT OBITh BHECEHBI OT PYKH JIMIIOM, ITOITHCHIBAIOIINM JIOKYMEHT.

[Ipy nmoanmucaHuM ITOKYMEHTA JIMIIOM, MCIIONHSIOIIMM B COOTBETCTBHUH C
pacrnopsbkeHHeM 0053aHHOCTH BPeMEHHO OTCYTCTBYIOIIETO PYKOBOAUTENS (OTITYCK,
OoJie3Hb, KOMaHIUPOBKA), TOAMTUCH O(OPMITSIETCS CIIEAYIOLIUM 00pazoMm:

W.o. rmaBel aAMUHUCTpALIAN

MYHULIAIIAIBHOI'O palioHa IToamuce N.O. ®amunus

WA

Hcnonusromnmii o6s13aHHOCTH

[JIaBbl aIMUHUCTPALIIA

MYHUILIMIIAIBHOTO palioHa Iloamuce N.0. Gamunus

IIpy nmoanucanuy AOKyMEHTa HECKOJBKAMH JOJDKHOCTHBIMU JIMIAMHU KX
NOAIIMCH  pacmojiaraloT  OJHY IIOA  JPyrod B IIOCIENOBATEIBHOCTH,
COOTBETCTBYIOLLEN UEPAPXUH JOJKHOCTEN.

Hanpumep:

Munuctp obpazoBanus U Hayku P/l MOJHUCH N.O. Oamunus

3am. MmuHUCTpa oOpa3zoBanus u Hayku PJ[  moamuck N.0O. Gamunus
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[Ipy mnoanucaHUM JOKYMEHTa HECKOJbKMMM JIMIAMHM, pPaBHBIMH I10
JTOJDKHOCTH, HO TIPEACTABISIIOIIMME pa3Hble OpraHbl, MOIIUCH pacloyiaraloT Ha
OJTHOM YPOBHE.

Hampuwmep:

Munuctp o6pazoBanus u Hayku P/ Munuctp dunancos PJ]

IIOAIHCh 1.0.@amunns IO ITTHCH N.0.®amuus

HaumenoBanue momkHOcTH B pekBu3ute «llommuce» medaraeTcst OT JIEBOH
IPAaHUIIBI TEKCTOBOTO ITOJIS 4epe3 OJUH MEXCTPOUHBIA UHTEPBal.

B nokymeHTax, cOCTaBIeHHBIX KOMHCCHEM, yKa3bIBalOTCS HE JOJIKHOCTHU
JHL, MONUCABIIMX JOKYMEHT, @ HX OOs3aHHOCTM B COCTaBe KOMHCCUU B
COOTBETCTBUM C paclipefieieHieM B ajli()aBUTHOM IIOPSIAKE HadalbHBIX OYyKB
bamMuIui.

3.4.18.PexBu3ut «OT™MeTKa 00 371€KTPOHHON MOATTUCH

OtMerka 00 »dJIEKTPOHHOM TONIMKMCH HWCIOJB3yeTCs JJISI BU3yaIH3alllH
3JIEKTPOHHOM NOANMCH TOJydarejeM IOKYMEHTa NpU OOMeHe 3JIeKTPOHHBIMU
NOKYMEHTaMH, MOJANUCAHHBIMA YCUJIEHHOW KBalU(ULIUPOBAHHON 3IIEKTPOHHOM
MOJIITUCHIO.

B cooTBeTcTBHU C 3akoHOmaTenbCcTBOM Poccutickoit @enepannu oTMeTKa 00
3JIEKTPOHHOM MoOANUCcH (opMHpYyeTCs U BU3YyaIM3UPYETCs I[POrpaMMHBIMU
cpeactBamu. OtMeTka 00 3JIEKTPOHHOW MOANHMCH BKIOUaeT ¢pasy "JloKymeHT
MOJINUCAH 3JIEKTPOHHOW MOANHUCHIO", HOMEp cepTUdUKaTa KIo4Ya 3JIEKTPOHHOU
MOANUCH, (aMUJIMIO, UMs, OTYECTBO BIajesblia cepTUdHUKaTa, CPOK NEHUCTBUS
cepTuduUKaTa Kiro4ya 3JIeKTpoHHOU moanmucu. Hampumep:

JOKYMEHT ITOITMCAH
AJIEKTPOHHOU I[TOITUCHIO
AHpEiTop Cepruduxar 1al11aaa000000000011 Q. ey
Baanenen ®amunusa Ums OtuecTtBO
HewicrButenen ¢ 01.12.2012 no

01.12.2017

[Tognucanue (yTBEpXKIeHHE) TOKYMEHTa OCYIIECTBIISIETCS B COOTBETCTBUM C
IIyHKTOM 3.4.17. HacTosIed UHCTPYKLIUH.

3.4.19. PexBuzur «l leuate»

AIMUHHUCTpAlIAsS MYyHHUITUIIAIBHOTO palloHa UMeEeT IedaTh ¢ U300pakeHneM
['ocynapctBennoro rep6a PecnyOnuku Jlarectan M WHBIE IleYaTH, YKa3aHHBIE B
[Tono>xeHUu 0 aIMUHUCTPAITMY MYyHUIIUIIAIBHOTO paiioHa.

[Teuats ¢ u3oOpaxenueM ['ocymapctBenHoro repba PecnyOmiuku Jlarectan
CTaBUTCS Ha JOKyMEHTax, TpeOyoImuX 0coO0ro y10CTOBEpEHUS UX ITOAJIMHHOCTH.

[Ipocteie  kpyrible Tieyatd (0e3  HU300padkeHUsT TOCYIapCTBEHHOM
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CHMBOJIMKK) CTaBITCS Ha KONUSIX JIOKYMEHTOB IS YJOCTOBEPEHHS UX
COOTBETCTBUS MOIMHHMKAM. [ledaTs cTaBUTCS Ha CBOOOTHOM OT TEKCTa MECTE, HE
3aXBaThIBasl JUYHOM ITOJIHNCH JOJDKHOCTHOro aumna. IledyaTs Mo)KeT 3aXBaThIBATh
YacTh HAUMEHOBAHUS JOJDKHOCTH JIMLA, TOANMACABIIETO TOKYMEHT.

B nokymeHTax, MOATOTOBIEHHBIX Ha OCHOBE YHU(DUIHUPOBAHHBIX (HOPM,
IeyaTh CTaBUTCS Ha MecTe, 0003HauYeHHOM OTMeTKOH « MID» vimu mHBIM 00pazoM.

3.4.20. PexBus3ut «OTMeTKa 00 UCIIOJTHHUTETIE)

OtmeTka 00 HUCIIONHUTENIE TOKYMEHTa MPOCTABISETCS Ha JIUIEBOM CTOpOHE
[IEPBOIO JIUCTA MOVIMHHKUKA B JIEBOM HUXKXHEM YIIIY.

OTMmeTKa BKJIIOYAeT (aMUIINI0, UM, OTYECTBO MCIIOJHUTENS U HOMEpP ero
tenedoHa (pazmep mpudra No 8).

Hanpumep:

XamasoBa Jxamumnsg MyryTanHoOBHA

(8-722) 69-00-00

Ha noxymeHTe, TIOATOTOBIIEHHOM 110 MOPYYEHHUIO PYKOBOIHUTENS TPYIIOH
UCIIOJIHUTeNIel, B OTMeTKe 00 HWCIIOIHHUTeNe yKa3blBaeTcsl (haMUJIMs OCHOBHOIO
UCTIOJTHUTEJIS.

OtmeTka 00 HCIOJHUTEIE MOXKET OMOJHSATHCS YKazaHWeM JOJDKHOCTU
UCIIOJIHUTENS U CTPYKTYPHOT'O ITOApa3iesieHusl.

B nmokymeHTax, UMEIOLIMX OTMETKY O KOH(HUIEHIIMAIbHOCTH, OTMETKa 00
MCTIOJTHUTEJIE MTPOCTABIISIETCS HA 000POTE MOCIEeIHEro JIUCTa KaXKI0T0 dK3eMILIsIpa
JOKYMEHTa H BKJIIOYaeT B ce0s: yKa3aHWe KOJIMYeCTBa OTIEeYaTaHHbIX
IK3eMIUISIPOB, (DaMUINIO HUCIOTHUTENS, (QaMuinio pabOTHHKA, IeYaTaBIIero
IOKYMEHT, JaTy IedaTaHus JOKyMeHTa.

3.4.21. PexBusut «OTMETKA O 3aBEPEHUH KON

I CBUAETENbCTBOBAHUS BEPHOCTU KOMUU (BBITUCKM M3 JOKYMEHTA)
MOTMHHUKY JOKYMEHTA Ha TOCJIeTHEM JIUCTE KOTIMH (BBIMUCKU U3 IOKYMEHTA), Ha
cBOOOZHOM MecTe TOJ TeKCTOM odopmisiercs peKBU3UT «OTMETKa O 3aBepeHUH
KOIMK», BKIOYAKOWUNA cIoBO «BepHO», HaWMMEHOBaHWE [OJDKHOCTH JIMIA,
3aBEpPUBLIETO KOIUIO, IMYHYIO MMOHICH, paciin(poOBKY MMOAMUCH, JaTy 3aBEPEHMUSL.

Hanpumep:

Bepno
Ynpasnenamu

HaumenoBanue nonpasnenenus Iloanucs WM.O. Gamunus

Hata

OTmeTka O 3aBepeHUM KOIHUHU YIOCTOBEpsETCs IIedaTblo Y IpaBleHUs
JeJIaMH, a 3JIEKTPOHHBIX JOKYMEHTOB — 3JIEKTPOHHOM ITOAIHUCEIO.

JIMCTBI MHOTOCTPaHUYHBIX KOMHM (BBIITMCOK M3 JOKYMEHTa) HyMEpPYHOTCH,
OTMETKA O 3aBEPEHUMU KOIIUU JIOIOJIHIETCS YKa3aHUEM KOJIMYECTBa JIMCTOB KOIUHU
(BpImuCKkM U3 nNokKyMmeHTa: «Bcero B komuu _ 1.»). JlomyckaeTcss 3aBepsTh
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OTMETKOM «BepHO» Ka)XIbIi TUCT MHOTOCTPAHUYHOM KOIIUU JOKYMEHTA.
3.4.22. PexBu3ut «OTMETKA O IIOCTYIUIEHHH JOKYMEHTA)

OTMmeTka O TOCTYIUIEHHM TOKYMEHTa CIIYy)KUT Ui IOATBEp)KAEeHUs Gakrta
[IOCTYIUIEHUS JOKYMEHTa B aJMUHUCTPALMMA MYHULIMIAIBHOTO palloHa W
BKJIFOYAET ATy ITOCTYIUIEHUS W BXOMSILIUN pPEeruCTPallMOHHBIA HOMEP JOKYMEHTA.
OTMeTKa 0 NOCTYIIJIEHUH JOKYMEHTa MOXKET ITPOCTABIIATHCS C TIOMOIIBIO LITaMIIA.

3.4.23. PexBu3ut «OTMeTKa 0 KOHTPOJIE JOKYMEHTa»

OTMETKy O KOHTpOJIe 3a HCIOJHEHHEeM JOKyMeHTa 0003HAualoT CIOBOM
«KOHTpOJIbY Ha BEPXHEM I10JIE€ JOKYMEHTA CIIpaBa.

3.4.24. PexBusut «OT™MeTKa 0 HAIIPaBJIeHUHU JTOKYMEHTA B 1EJI0»

OTmeTKka O HampaBJeHHHM JOKyMEHTa B JeJI0 ONpelessieT MECTO XpaHEHHUS
IOKyMeHTa IIocjie 3aBeplieHus paboThl ¢ HUM M BKIIOYaeT: cioBa «B memoy,
UHJIEKC Jella [0 HOMEHKJIAaType Jell, B KOTOpoe IOMellaeTcss JOKyMEeHT Ha
XpaHeHHe, C YyKa3aHMeM roja, JO/DKHOCTH JHMLa, O(GOPMUBIIET0 OTMETKY,
HOJIMUCH, naTel. Hampumep:

B nmemo Ne 01-18 3a 2021 .
Hau. sxoHOM. oTHena

[Toanuce JlaTa

3.5. [Ipoueaypa noAroTOBKH JOKyMeHTAa

3.5.1.I1IpoexTsl JIOKYMEHTOB MTOJITOTOBJIEHHBIX aIMUHUCTpaLuEn
MYHUIUNIAIBHOTO paiioHa mojexar corjacoBaHuio. CocTaB TOJKHOCTHBIX JIULL,
COIVIACYIOIIMX IPOEKT JOKYMEHTA, ONIPENEIseTCs CTPYKTYPHBIM I10Apa3ieIeHUEM-
UCIIOJTHUTETIEM

CornacoBanue mpoekTa JOKYMEHTa B aIMUHUCTpALMM MYHHIMIIAIBHOIO
paiioHa odopmisieTcs rpudoM coriacoBaHus (IIpU BHEIIHEM COIVIACOBAHUM) WU
BU30H (IIpH BHYTPEHHEM COTJIACOBAHUH).

I'pud cornacoBanust oopMiseTcss B COOTBETCTBUHM C IyHKTOM 3.4.15, a
BH3a — B COOTBETCTBUU C MMyHKTOM 3.4.16 HacTosAllel  MHCTPYKLUU.

3.5.2. CoriacoBaHue MpOeKTa IOKYMEHTa IPOBOAUTCS OO €ro IOANUCAHUS
[JIaBOM MYHMIMIIAIBHOTO pailoHa B I[EIIX OLEHKM COOTBETCTBUS IIPOEKTa
3akoHOMaTensCTBY Poccuiickoit Meneparmu, Pecry6muku JlarectaH, HOpMaTUBHBIM
aKTaM aJMUHUCTPALMU MYHHLHUIIATBHOTO paioHa, kadecTBa M 3((hEKTUBHOCTH
MpeIaraéMoro pereHusl.

CornacoBaHue TIpOeKTa JIOKYMEHTa OpPraHU3yeTCsl HENOCPEICTBEHHBIM
UCTIONTHUTEEM (COCTaBUTENIeM) U PYKOBOIUTEIEM IOAPa3Ae/ICHUS-UCIIONIHUTENS U
IPOBOJIUTCS B IIpe/iesiaX YCTaHOBJIEHHOIO CPOKa UCTIOTHEHHS.

3.53. Ilpu C3BJ] coriacoBaHue IMPOEKTOB IOKYMEHTOB OCYIIECTBIIIETCS B
ABTOMATU3UPOBAHHOM pEXKUME IIOCPEICTBOM HAIIPABJIEHUS IIPOEKTOB IOKYMEHTOB
JWIaM, Ha3HAYeHHbIM B KadecTBe COIJIaCYIOUMX, U OGOpPMIEHUS pe3YJILTaToB
coracoBanusi B CO/I.

3.5.4 TIpoeKTbl JOKYMEHTOB COIVIACYHOTCH:
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HEIIOCPEICTBEHHBIM ~ WCIIOJIHUTENIEM W PYKOBOJMTEIEM  IOJpa3fesIeHHs-
WCTIOJTHUTEJIS;

COMCIIONTHUTEISIMHE (TIPH X HAJTUYUH);

PYKOBOIMUTESIMA CTPYKTYPHBIX TMOIpa3eseHnd, paOOTHUKAMK OpraHU3alliy,
HalpaBlieHUs JAeSTeNTbHOCTH W/WIM  (QYHKIMOHAJIBHBIE O0S3aHHOCTH KOTOPBIX
3aTParuBalOTCS B MPOEKTE JOKYMEHTA W/MJIA KOTOPBIE YKa3aHbI B IIPOEKTE TOKyMEHTa
B KayecTBe HCIOJIHUTENeH (B cCilydae BpPEMEHHOIO OTCYTCTBUSI PYKOBOIMTEJIS
NOJpa3eeHUsl MMPOEKT JOKYMEHTa BHU3UPYET JIUIO, BPEMEHHO HCIIOJHSIONIEE ero
00513aHHOCTH);

3aMECTUTEeISIMU  IJIaBbl  aJMUHUCTpPALlMA  MYHUIMIAIBHOTO  paioHa,
KypUPYIOIIMMH 3aTPOHYThIE B IIPOEKTe IOKyMEHTa BOIIPOCHI (€CTH JOKYMEHT
NOMUCHIBAaETCS (YTBEPIKAAETCS) INIaBOW MYHUIIMITAIIEHOTO paiioHa);

IOPUINIECKOH CITy>KOOH (TTPOEKTOB HOPMATUBHBIX aKTOB, IIPOEKTOB ITPUKA30B);

OTAEJIOM.

[TpoeKkTsl HOKYMEHTOB, peaiu3aiys KOTOpPhIX TpeOyeT (MHAHCOBBIX 3aTpar,
COIVIaCOBBIBAIOTCS. C  YTpaBJIeHHEM OSKOHOMMKH, (DMHAHCOBBIM  YIIPaBIICHUE
aJIMUHUCTPALMY MyHULIMIIAIIBHOTO paioHa U KOHKYPCHBIX IIPOLIEYD.

He pomyckaercss HampaBimsTh Ha COIJIACOBAHHME IIPOEKT JIOKYMEHTa
OJTHOBPEMEHHO BYM MK Oojiee paOOTHUKAM OJJHOTO CTPYKTYPHOT'O IMOApa3ieiIeHusl.
B kauectBe JHMII, COTIACYIOIIMX IPOEKT JOKYMEHTa, [OJDKHBI —BBICTYIATh
NPEeUMYIIECTBEHHO PYKOBOJIUTEM CTPYKTYPHBIX IOpa3/ie/IeHUN.

3.5.5.BHemHee  cornacoBaHWe ~— IPOEKTa  JOKYMEHTa  OCYIIECTBISETCS
IIOCPEACTBOM HAITpaBJIEHUs IPOEKTa B JAPYTOM OpraH MCIIOJHUTEIbHOM BIACTU C
COIIPOBO/IUTENIBHBIM IMUCEMOM, B KOTOPOM YKa3bIBAa€TCSI CPOK COTTIACOBAHMSL.

3.5.6.Cpoku cornacoBaHusi JTOKYMEHTOB ycTaHaBiuBaroTcst MHcTpykuumen 1o
IeJIOTIPOM3BOICTBY B 3aBUCHMOCTH OT BHIA JOKYMeHTa W o0beMa JOKyMEHTa,
BKJTIOUAS TPUJIOXKEHUS K HeMy. CpOKHU COTIacOBaHUS TOKYMEHTOB COCTABIISIIOT:

IIPOEKTBHI JeJTOBBIX (CITyKeOHBIX) MUACEM - 1-3 paboumux IHS;

MPOEKTHI [MOCTAHOBJICHUN M PACTIOPsDKeHUM 0e3 mpuiioxeHud - 1-3 paboumx
JHS,

IPOEKThI TOCTAHOBIICHUA W PACTIOPSHKEHUN C MPUWIOKEHUSIMUA CIPAaBOYHOI'O
XapakTepa - 3-5 pabouux JTHeH;

MIPOEKTHI TIOCTAHOBJICHUH M PACIIOPSHKEHUH C MPHIOKEHHEM HOPMAaTUBHBIX
aKTOB B 3aBUCUMOCTH OT BX o0BbeMa (He 6ostee 50 cTpanun) - 5-10 pabouux aHew;

IIPOEKThl HOPMATUBHBIX aKTOB, YTBEP)KIAEMbIX HEIOCPEICTBEHHO ITOJIUCHIO
pyxoBoautess (e 6onee 50 crpanun) - 5-10 pabouux nHeH;

IIPOEKTHI TIPOTOKOJIOB 3acelaHuil (COBEIaHW) IpU HEOOXOIUMOCTH HX
COTJIaCOBaHUS, B 3aBUCUMOCTH OT 00beMa JOKyMeHTa - 1-3 pabouux aHs.

Cpoku cornacoBaHUsl MPOEKTOB JOKYMEHTOB, HAIIpaB/SIEeMbIX Ha BHEIIIHEe
COIJIaCOBAHME HE JI0JDKHBI COCTABIIATH Ooee 30 KaleHIapHbIX THEH.

B KOHKpeTHBIX CiIy4asx B 3aBUCHUMOCTH OT COJEPKaHWS U HasHAuYeHHs
JIOKYMEHTA CPOK COTJIaCOBaHMS MOXKET ObITh COKpAILeH WM YBEJIIMYEH 110 PELIEHUIO
PYKOBOIUTEIIS, KypPUPYIOIIEro HalpaBieHUe IesTeIbHOCTH, II0 KOTOPOMY TOTOBHTCS
MIPOEKT pPelIeHUs.
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3.5.7. CornacoBaHue BHYTPEHHMX JOKYMEHTOB, CO3[aHUE, XpaHEHHE U
HCIIOJE30BaHMEe KOTOPBIX ocymecTsisercs mocpenctsoM CO/I, mposogurcs B CO/I B
AIIEKTPOHHOM BUJIE.

3.5.8.I1Ipu coryiacoBaHWM IMPOEKTOB BHYTPEHHUX IOKYMEHTOB, CO3JaHHBIX Ha
OyMaXHOM HOCHTEJe, BHU3bI IIPOCTABISIIOTCS HEMOCPENCTBEHHO Ha IIPOEKTe
JIOKYMEHTA.

3.5.9.B xogme coryiacoBaHUsI IpOeKTa JOKyMeHTa pPaOOTHHUK, COTJIACYHOIITHIMA
JNOKYMEHT, IPUHUMAET OJHO U3 CJIeTYIOIIUX PEeIIeHU:

COIJIacOBaTh MPOEKT TOKYMEHTa 0€3 3aMevaHmI;

COIVIacoBaTh IIPOEKT JOKYMEHTa C 3aMeYaHUsIMU;

OTKJIOHHTH TIPOEKT TIOKYMEHTA.

Bozpaxxenus 1o mnpoekty (pacmopspKeHus), BOZHUKAIOIINE ITPH COITIaCOBAHMH,
U3J1aratoTcsl B CIIPaBKe, KOTOpasl IIpUJIaraeTesi K MpoeKTy, Wi BHocutest B CO/I,

Ecnmu mpoexT NOKyMeHTa COIIacOBaH C 3aMEUYaHWsIMHM, 3TO O3HadaeT, YTO
3aMeYaHusl HOCAT PeHaKIIMOHHBIM XapakTep, W IOCje WX IPUHATHS HCIOTHUTEIEM
MPOEKT He TpeOyeT MOBTOPHOIO COrIACOBAHM.

[IpoekT nOKyMeHTa OTKJIOHSIETCS JIALIOM, COTVIACYIOIIMM JOKYMEHT, B CITydasiX:

HAJIM4Ms CYIIECTBEHHBIX 3aMEYaHU 10 TIPOEKTY JOKYMEHTA;

HECOIJIACHs C TTPOEKTOM JOKYMEHTA.

3.5.10.HecormacoBanHbIii  MpOeKT JOKyMeHTa TpeOyeT JOpabOTKHA IO
BBICKA3aHHBIM 3aMeUYaHMsIM, IepeoOopMIIeHHs ¥ TIOBTOPHOTO COTTIaCOBAHUSI.

3.5.11.JIokymeHTbI, W3gaBaeMble OT UMEHU aIMUHUCTPAIMM MYHHUIUIAIHLHOIO
paiioHa, TIOANMCHIBAIOTCS IJIaBOM MYHUIMIIAIBHOIO palioHa WM  HHBIMU
YIIOJIHOMOYEHHBIMA UM JIOJDKHOCTHBIMH JIMI[AMM  (3aMECTUTESIMU  MUHUCTPA,
PYKOBOJIUTEIIMU CTPYKTYPHBIX [TOAPa3AeICHU).

3.5.12.0tnenpHbIe BHUIBI BHYTPEHHUX JIOKYMEHTOB (cimy>xeOHbIe,
OOBSICHUTENBHBIC 3alUCKU) HA HUMS PYKOBOIUTENS CTPYKTYPHOTO MOJIpa3IeNeHus
NIOATIHACBHIBAIOTCSL KCIIOJHUTENEM (COCTaBUTENIEM), €CNIA paspellaeMble TP 3TOM
BOIIPOCHI HE BBIXOJIAT 3a IPEIEbl €r0 KOMIIETEHIIUH.

3.5.13. JloKyMeHTBI, HaIlpaBliieMble B BBICIIIME OPraHbl T'OCYIapCTBEHHOMN
BJIaCTH, Ha UM TEPBBIX PyKOBOIUTeeH (helepalbHBIX OPraHOB MCIIOJHUTEIHEHOU
BJIACTH NOATMCHIBAIOTCS TTIaBOM WJIH JIALIOM, MCTIOHSIIOIIMM €r0 00SI3aHHOCTH.

3.5.14. JloxymeHThI, HampaBisieMble B TIOJBEIOMCTBEHHbIE U CTOPOHHUE
OpraHU3allfK, MOMAIMKCHIBAIOTCS TJIABOH MYHHIUITIAIBHOIO palioHa, 3aMeCTHTENSIMU
IJIaBbl, UHBIMU JOJDKHOCTHBIMH JIMI[AMH B COOTBETCTBUU C IIPEIOCTABICHHBIMA UM
MIOJTHOMOYHSIMHU.

3.5.15.JokyMeHT TOAMUCHIBaeTCS MABYMs WM Oojee JMI[aMH, €CId 34
colepaHWe JOKyYMEHTa HEeCyT OTBETCTBEHHOCTh HECKOJIBKO pPabOTHHKOB
(IOKyMeHTHI, MIO/ITOTOBJICHHbBIE HECKOJIbKUMU noJipazAeyeHusIMA WIn
OpraHu3alusIMu, pabouel TPyNron, KOMUCCHEH ).

3.5.16.IlogmuceiBaeTcsi, Kak TMPaBWIO, OAWH OJK3EMIULIP  JOKyMEHTA.
CoBMecCTHBIM JOKYMEHT TIOJIMCHIBAETCS B  KOJIWYECTBE, COOTBETCTBYIOLLEM
KOJIMUECTBY OpraHU3allnii, CO3IABIINX JOKYMEHT.
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[IpyiMepHBIN TepedeHb YTBEPKJAEMBIX IOKYMEHTOB IPHBENEH B IPUIIOKEHHH
Ne 22 k Hacrosiiei UHCTPYKLHH.

3.6. CocraB [0KYMeHTOB, o0Opa3yloluxcss B  IeSTeJbHOCTH
aIMHHHUCTPALIMH MYHUIIHIIAJHbHOIO paioHa

3.6.1. B 1uensx peryadpoBaHHUS CBOEU JEATEIBHOCTA aAMUHUCTPALIUAS
MYHUIUIIATBHOTO paiOHA U3/1aeT:

paBOBble akThl B (opMe IIOCTAHOBJICHUW, PACIOPSDKEHUN, TpaBUl,
TIOJIO)KEHUHM, WHCTPYKIMH, pEriaMeHTOB, aJIMHHUCTPATUBHBIX pPErJaMeHTOB,
JOJDKHOCTHBIX PETJIAMEHTOB, ITOPAAKOB U JIP.;

WHIUBUIyaIbHbIE TIPABOBBIE aKThl (pacloOpsAUTENIbHbIE JOKYMEHTHI)
B (hopMe pacriopsiKeHUH;

JIOKaJIbHble HOPMATHBHBIE aKThI, H3aBaeMble B (QOpMe MOJI0KEHUH, TpaBUll,
UHCTPYKLHH, perJIaMeHTOB, OPSIAKOB U APYTUX JOKYMEHTOB;

MIPOTOKOJIBI 3acellaHuil (KOOpAWHAIIMOHHBIX, COBEIIATENIbHBIX, IKCIIEPTHBIX
U IPyTUX OPTaHOB).

3.7 IloaroroBKa MPOEKTOB 3aKOHOAATelbHBIX H HHBIX HOPMATHBHBIX
NpaBOBBIX AKTOB

3.7.1. TlpoexTsl akTOB OO0 BHeceHHs WX B [lpaBuTenscTBo PecmyOiuku
Jlarectan nmonjiexatr o0s3aTeIbHOMY COIVIACOBAHHUIO C PYKOBOJWTEISMHU OPIraHOB
UCIIOJIHUTEIFHON BJIACTH (MHBIMU OpraHaMiy rocyAdapCTBEHHOU BIIACTH), KOTOPBIM
B HOPMATHMBHOM aKTe MpeaycMaTpUBAIOTCS IOPYUEHHUS, a TAKKe PyKOBOAUTEISIMU
OpPYrUX 3alHTEpPEecOBaHHBIX opraHuzanuuil. CorjiacoBaHue MPOBOAUTCS IIO
yCTaHOBJIEHHOU (opme.

[IpoekTbl aKTOB, TMpeaycMaTpUBAIOLIME pacxXodbl 3a CUeT CpEelCTB
COOTBETCTBYIOIIMX OIO/KETOB, MOAJekaT o00sS3aTeIbHOMY COIVIACOBAHHUIO C
MunuctepctBoM duHaHcoB PecyOmku Jlarecras.

Ecnu B X01e npopaboTKU MIIM COTJIACOBAHUS MTPOEKTA aKTa B HETO BHOCSATCS
CYLlECTBEHHbIE HW3MEHEHHsS, TO OH TIIOJAJIE)KUT ITOBTOPHOMY COIVIACOBAHUIO.
[ToBTOpHOTO COracoBaHus He TpeOyeTcs, eciau IMpu J0padoTKe B MPOEKT aKTa
BHECEHBI YTOUHEHUSI, HE MEHSIOIIUE Er0 CYyTH.

[IpoekT akTa meuaTaeTcs Ha CTaHAApTHBIX JucTaXx Oymaru ¢dopmata A4
(210x297 mm) mpudrom TimesNewRoman pazmepom Ne 14.

Ha paccTostHUM OJIHOTO MEXCTPOYHOrO MHTEpBajla OT BEPXHEH TpaHUIlbI
TOJISL OT MIOMETKH Yy IPaBOU MPaHMIIBI TEKCTOBOTO TTOJISI MUAIIETCS CII0BO «IIpoekT».

3.7.2. IIpoekT akTa UMeeT ClIeIyIOII1e PeKBU3UTHI:

HaumenoBanue  oprama - [IPABUTEJIbCTBO  PECIIYBJIMKU
JAI'ECTAH — neuartaercsi mpOoNUCHBIMU OYKBaMHU U BBIIENSETCS IOJLYKUPHBIM
mpudTom pazmepoMm He 6osiee Ne 16. BeipaBHUBaeTCs o HEHTPY.

HaumenoBanue Bunma HopmatuBHOro akta — [IOCTAHOBJIEHUE wnu
PACIIOPSDKEHUE — otmensiercs OT MOpebLAyLIIEro pPeKBU3UTA  ABYMS
MEXCTPOUHBIMU HMHTEPBaJlaMU, I€YaTAETCs IPOMUCHBIMU OyKBaMH B pa3psaKy
pazmepom 1mpudta He Oonee Ne 16, BBIAeNseTCS MONYXHUPHBIM LIPUPTOM,
BBIPABHUBAETCS I10 LIEHTPY.

3aroyioBOK OTHENSAETCS OT MPEIbIIyLIero PeKBU3UTa 2-3 MEXCTPOYHBIMU
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UHTEpBaJlaMy, IledaTaeTcs uyepe3 oauH MHTepBand mpudTom No 14, Beimensercs
IOJY)KUPHBIM  IIPUGTOM U  BBIPAaBHUBAETCS IO JIEBOM TpaHUIlEe IIOJIS.
[locranOBIEHMS NODKHBI MUMETh 3arojOBOK, B KPaTKOW (OopMe OTpakarolMii MX
coJepxxanue. PacopsikeHus, Kak paBuiIo, 3arojioBKa He UMEIOT.

TexcT otrmensieTcss OT 3arojioBka 2-3 MEXCTPOYHBIMH HHTEpBAJIAMHU U
neyaTtaercs pupToM pazmepom Ne 14 gepes 1-1,5 MeKCTpOUHBIX HHTEpBAIA.

TekcT nevaraercs OT JI€BOM I'PaHULIBI TEKCTOBOTO I10JISI U BBIPAaBHUBAETCS 110
JIEBOM W IpaBO I'paHULIaM TEKCTOBOTrO mouist. IlepBas cTpoka ab3ala HaunHAETCS
Ha pacCTOSsHUM 1,25 CM OT JIEBOM IPAHUIIBI TTOJIS.

TexkcT MOXeT moapa3iesiThCsl Ha KOHCTAaTUPYIOIIYIO 4acTh (mpeamOyity) u
IIOCTAHOBJISIONIYIO YaCTh (B PACIIOPSDKEHUSIX — PACTIOPSAUTENBHYIO).

IIpeamOyna B  mpoeKTax IIOCTAHOBJIEHHMH  3aBeplIaeTcsi  CJIIOBAMH
«[IpaButensctBo Pecnybmuku Jlarectan mnocraHoBnser:». IlociemHee ciaoBO
negaTaeTcsl NPONMUCHBIMU OyKBaMH C HOBOM CTPOKU IOJY>KHPHBIM IIPUGTOM B
pa3psaxy, mpudtom Ne 14 1 BEIpaBHUBAETCS IO JIEBOU I'PAHHUIIE.

[IpeamOysia MOXKET OTCYTCTBOBAaTh, €CJIM IpeANKChbIBaeMble JIEUCTBUSI HE
HY)KJAI0TCS B pa3bsiCHEHHUH.

[loctanoBnsitomas (pacropsiIuTeNbHas) 4YacTh IIPOEKTOB, Kak IPaBUIIO,
TIOJIpa3IeJIsIeTCs Ha IMTyHKTHI.

[IyHkThl HyMepyroTcsi apaOckuMu IMbpaMu C TOYKOM U 3arojlOBKOB He
UMEIOT.

[Ipy HamUYMKM NPUIOKEHUH K TMPOEKTYy B TEKCTe Ha HUX 00s3aTeNIbHO
JeNaeTcsl CChLIKA.

[IpunoxxeHuss K MpoeKTaM IedaTaloTCs Ha OTHAENBHBIX JIUCTax Oymaru |
IIOIITACHIBAIOTCSL.

B npunoxeHusx pa3mepsl Mojei, mpu@Thl ¥ MeXCTPOUYHbIE HHTEPBAJIBI IPU
nevyaTaHuM TeKCTa HWISHTUYHBI pa3MepaM, NPUMEHSEeMBIM IpH O(QOpPMIICHUH
IIPOEKTA.

[Togmuce OTHENsSeTCs OT TeKCTa TpeMsl MEeXCTPOYHBIMU HHTEpBaJlaMU H
cocrouT u3 ciuoB: «lIpencenarens IIpaButensctBa PecrnyOnuku Jlarectany,
uHunManoB U pamuiuu. Crnosa «[Ipencenarens IlpaButensctBa» u «PecmyOnuku
Jlarectan» ne4aTaroTcsl B JBE CTPOKHM uUepe3 OAWH MEXCTPOYHBIM HHTepBal U
BBIPABHUBAIOTCS TI0 JIEBOM T'paHMIle TEKCTOBOro mojs. Muaunmansl U daMuims
IIeYaTarTCs y MPaBOi rpaHMIlbl TEKCTOBOIO IOJISL.

Buza npocTaBisieTcss B HUKHEN 4acTH Ka)KIOTo JIUCTA IIPOEKTa BHOCUMOI'O
aKTa U BKJIIOYAET B ceOs HAaMMEHOBAaHWE JTOJKHOCTH BU3UPYIOIIETO, €ro JIMYHYIO
MOJIUCH, PACITU(GPOBKY MOATHICH U IATY.

[Tpu Hanu4uu y IuIa, BUSUPYIOIIEro MPOEKT, 0CO00ro MHEHUS (3aMedaHU)
OH JejaeT 00 3TOM OTMeTKy IpHu Bu3upoBaHUU. Ocoboe MHeHHe (3aMedaHus)
BU3UPYIOUIETO IO MPOEKTY, KaK MPaBUIO, U3JaraeTcsl OTAEIBHO U IIPUIAaraeTcs K
IPOEKTY aKTa.

3.7.3. TloscHuTenbHas 3amMcKa K TIPOEKTYy akTra odopmisercs Ha

CTaHJapTHBIX JucTax Oymaru ¢popmaTta A4 U UMeeT CIeAyIoIe PEeKBU3HUTEI:
HaumenoBanue Buma mokymenta — [IOSCHUTEJIbHAS 3AIIMCKA -
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TIO/Ipa3/ie/ieHnsl, KOTOPBIA TOTOBUT IIPOEKT IIOCTAHOBJIEHUS M IIPEACTABISET €ro Ha
TIO/ITTHCb.

3.8.3. IIpoexT nmocTaHOBIEHUNA MOATEKUT 00S3aTEIHHOMY COTJIACOBAHHIO C
KypPUPYIOIIUMU 3aMECTUTENIMU IVIaBbl. ECIM MpPOEKTBl HOCAT HOPMATHUBHBIM
XapakTep — C HAYaJbHUKOM OTHena, ropuctoMm. [IpoekTsl, 3aTparuBaroliue
BOIIPOCHl  (PMHAHCHUPOBAHHUS, TOJJIekKAT OOS3aTEIbHOMY  COTJIACOBAHUIO  C
HayaJlbHUKOM  YIIpaBleHUss OSKOHOMHKM ¥  (UHAHCOBBIM  YIIpaBlIeHUEM
aIMUHHUCTPALIMA MYHUIUIIAIBHOTO palioHa.

[Ipouecc cornacoBaHus KOHTPOJIUPYET aBTOP MPOEKTA.

3aMedaHus 10 MPOEKTY MOCTaHOBJICHUsI, BOSHUKAIOIIHME IIPU COIIaCOBAHUH,
U3JIararoTCsl B CIIpaBKe, KOTOpas MpWjiaraercs K MOCTaHOBJIeHUIo. [Ipu 3Tom Ha
obopote mpoekTa moctaHoBieHus muirercs «C 3amedanusmu. [IpunararoTcsy u
CTaBATCS MOAIUCH U 1aTa BUSUPOBAHUS.

Ecau B 1mpolecce coryiacoBaHUsS B IPOEKT IIOCTAHOBJIEHUS BHOCSTCS
U3MEHEHHUSI, TO OH IOJUJIEXKUT IepernevyaTke U MOBTOPHOMY COTJIaCOBAHMUIO.

[logmuceiBaeT TIOCTAHOBJIEGHHMSI M PACIOPSDKEHHS TyiaBa JMOO JIMIIO,
UCIIOJIHSAIOIIIee ero 00sI3aHHOCTH.

3.8.4. IloanucaHHbIN OpUTHHAN TTOCTAHOBJICHUS (PACTIOPSIKEHUS ) TTOCTYTIAeT
B YmOpaBieHue  JejJaMd  aAMHHHUCTPallMd  MYHHULHUIIAIBHOTO  paiioHa.
IIocTaHOBIIEHUSI PETUCTPHUPYIOTCS IMOPSAKOBOM HyMmepalued B Ipefenax
KaJIeHAapHOIo rojia.

JlaToil mOCTaHOBIIEHUS SIBJISIETCS JaTa €ro perucTpalui.

Odopmiiernoe MMOCTaHOBJIEHUE (pacniopsbxeHue) repenaeTcs
VCITOJTHUTEJISIM.

OpuruHansl NOCTaHOBIEHUN (pacloOpsDKEHHMM) XpaHSTCS B YIIpaBlIeHUU
JeamMy aJMAHUCTPALlUA MYHUIUIIAIBHOTO paiioHa.

[locranoBeHue mevartaeTcss Ha OJaHKaX YCTaHOBJIEHHOTO oOpasia
mpudtoM Times New Roman pazmepom Ne 14,

3.8.5. IlocTaHoBNEHHE HMMEET ClIeyIOLIMe PEKBU3UTHI: ['OCymapcTBEHHBIN
rep6 Pecrnybnuku [larecran, HamMeHOBaHWE aJIMUHUCTPAIIMU MYHHUIUIIATBHOTO
paiioHa, BUJ AOKyMeHTa (IIOCTaHOBIIEHUE), aTa, PETUCTPALlMOHHBIN HOMep, MeCTO
COCTaBIIEHHUs], 3aT0JIOBOK K TEKCTY, IIOANKCH, BU3bI (IpuioxeHue Nel).

PexBU3UTHI TOCTAaHOBIEHMS TMeYaTAlOTCS THUMOrpadCKUM  CrocoOom,
PEeKBU3HUT «MECTO COCTaBleHHs (M3[aHUsA) TOKyYMEHTa» IIPU HEO0OXOIUMOCTH
BHOCHUTCSI UCIIOJTHUTEJIEM IIPU MTOATOTOBKE JOKyMEHTA.

Jlata opopmisieTcst CIoBECHO-ITUPPOBEIM crocoboM, Hampumep: S dheBpaiis
2010 roma. 3arojIoBOK IIOCTAHOBJIEHHUSI HOJDKEH KpPaTkKO M TOYHO OTpPa)Xath
COZIepXKaHHe TeKCTa MOCTAaHOBJIEHUs. T0YKa B KOHIIE 3ar0JIOBKa HE CTaBUTCS.

TexkcT otaensiercs OT 3arojioBka 2-3 MEXCTPOYHBIMU HHTEpBalaMu U
nevataercs mwpugpTom pazmepom Ne 14 gepes 1-1,5 unTepBana ot JIeBON I'PaHULIBI
TEKCTOBOI'O TOJII M BBIPABHUBAETCS IO JIEBOM M NPaBOM I'PaHUIIAM TEKCTOBOI'O
TOJISI.

[lepBas ctpoka ab3ama HauyWHaeTcs Ha paccTosHUM 1,25 cM OT JeBOU
IPaHULIBI TEKCTOBOTO ITOJISI.
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TekcT IIOCTAaHOBJIIEHMSI COCTOMT W3 2 YacTed: KOHCTaTUPYIOLIEH
(mpeaMOyJbI) ¥ pacHOpAAMTENBbHOM. B  KOHCTaTHpYIOIEH 4YacTH KpaTkKo
U3JaratoTcs Lenu U 3aa4yu, (akThl U COOBITUS, MOCTYXKUBIINE OCHOBAHUEM JIJIS
U3aHus MocTaHOBJeHUs. OHa MOXXET HauyMHAThCSA CIOBAMU «B IIENSIX», «B
COOTBETCTBUM», «BO MCIIOJHEHUE» U Mp. EciM mocTaHOBIIEHHWE HU3IAeTcs Ha
OCHOBAaHMM JAPYroro JIOKyMEHTa, TO B KOHCTaTUPYIOIIEH dYacTH yKa3bIBaeTCs
HalMeHOBaHHUE 3TOr0 JTOKyMeHTa B TBOPUTEIBHOM Iajexe, ero aaTa, HOMEp H
3aroJIOBOK.

[IpeamOyna B  TpoeKTax  IIOCTAHOBIEHMN  3aBEPIIAETCS  CJIOBOM
«aIMUHUCTpaLYsl MyHHUIIUNIAIBHOTO paiioHa MMOCTAHOBIISIETY, KOTOPOE IedaTaeTcs
B DPa3psAOKy IPONUCHBIMH OyKBaMH, TOTYKUPHBIM Impudrom Ne 14 uepe3 1
MEXCTPOUYHBIM MHTEPBAJI OT KOHCTATUPYIOIIEH YaCTH U BBIPABHUBAETCS TI0 JIEBOMY
Kparo.

3.8.6. PacnopsaurenbHass dYacTh IIOCTAaHOBJIEHMS HauMHAETCS  CIIOBOM
«aIMHUHUCTPAUKUsd MYHHLUUNAIbHOTO paloHa TOCTAHOBISIETY,
KOTOpOE IevaTaeTcsi CTPOYHBIMU OYKBaMHU BPa3psIKYy.

PacniopsinuTensHast 4acTh MOXKET COJEPIKATh:

pelleHrs] OpraHU3allMOHHOI0 XapakTepa (yTBepAUTh, CO3/1aTh, IPeo0pa3oBarth,
JIMKBUIUPOBATH, IPU3HATH YTPATHBIIUM CHITY );

KOHKPETHBIE TIOPYYEHHUS C YKa3aHUEM UCTIOTHUTENIS (MCTIOHUTENIeH) U CPOKOB
UX BBITIOJTHEHUSL.

3.8.7. Kaxnoe pemenue (rmopydeHue) opopMmisieTcss B ITOCTAHOBJICHUU Kak
OTZENbHBIA IMyHKT. [IyHKTBI IMOCTAHOBJIEHUS PAcIlONiararoTCsi B JIOTMKO-BPEMEHHOMN
IIOCIIeIOBAaTeIbHOCTH M HyMepyloTcsl apabckumu Ludpamu. Ecnu nopyyenue naetcs
KOHKPETHOMY IIOZpa3JelIeHH 0, er0 HauMEeHOBaHUE ITUILETCS IIOJIHOCTBIO, B CKOOKax
yKa3bIBatOTCs (DaMUITHST ¥ MHULIAAIIB PYKOBOIUTEIIS ITOIPA3IeTICHNS] B UMEHUTEIBHOM
nagexe. Eciu mopydyeHue naercs KOHKPETHOMY HCIIONHUTENIO, €ro JOJDKHOCTh U
(amunus ykaszbiBaroTcsi 6e3 CKoOOK B JaTeIbHOM TaJIexe.

3.8.8. Ecniu OonHOMY HCIIOJHUTENO HEOOXOAUMO NOPYYUTH HECKOIBKO
pa3HbIX 3aJaHUM C OJJHUM CPOKOM BBITTOJTHEHUS, OTBETCTBEHHBINA HUCIIOTHUTENb U
CPOK MWCIIOJHEHHs YKa3blBalOTCS OJMH pa3 B OCHOBHOM IIyHKTE, a IOpPYYEHHUS
BBIJIEIIAIOTCS B OTHENIbHBIE IOANYHKTHL. Eciu y mNopy4eHUN pasHblE CpPOKH
MCIIOJIHEHUSI, CPOKHU YKa3bIBalOTCS HE B OCHOBHOM ITYHKTE, a B KQXJIOM MOAITYHKTE.

CpOK HCITIOJITHEHHA OOJIDKCH OBITH pe€ajJibHBbIM, COOTBETCTBOBATH O6'E>CMy
npeanonaraeMbeix pabot. IIpu ycTaHOBIEHHHM CpOKa ClelyeT Y4YUThIBaThb BpeMs
JOBEJIEHUSI IOKYMEHTA 10 KOHKPETHBIX UCIIOJHUTEIIEN.

Cpox UCIIOJIHEHHS B ITyHKTaX PacropsiIUTEIbHON YacTh He yKa3blBaeTCs B
cllydasiX, €CJIM [EeUCTBUS HOCST pEryJsipHbIA XapakTep M HUX BBIIOJIHEHHUE
IpealuchiBaeTCsl Ha Bech Iepuoj JeWcTBUS IHocTaHoBIeHHs. KoimdecTBo
UCIIOJIHUTENIE IO KaXIOMy TIYHKTY (TIOIMYyHKTY) HE OIpaHU4YMBAETCs.
OTBETCTBEHHBIN UCTIOTHUTEND YKA3bIBAETCS IIEPBBIM.

3.8.9. Ecnu mocraHOBieHHE H3MEHsieT, OTMEHSeT WM JOIIOJHSeT paHee
PI3I[&HHI>Iﬁ AOKYMEHT MWJIM KaKhe-TO €ro IIOJIOKEHUsA, TO OJHH H3 IIYHKTOB
pacCIOpSAUTENBHON YacTh TEKCTa JOJDKEH COJEep)KaTh CCBUIKY Ha OTMEHsSEMBIH
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JTOKYMEHT (ITyHKT JOKYMEHTa) C YKa3aHHEM €ro JaThl, HOMepa M 3arojoBka. Tekcrt
ITyHKTa JJOJDKEH Ha4MHAThCs ClI0BaMHU «I [py3HaTh yTPaTUBIINAM CUIY...».

3.8.10. IlocmemHuil IMyHKT IIOCTAHOBIEHWS - IYHKT O KOHTpOJE, B HeEM
YKa3bIBAIOTCSl JOJDKHOCTB JIMLIA, OTBETCTBEHHOT'O 32 MCIIOIHEHHE IOKYMEHTA B IIEJIOM,
ero paMuIus 1 MHUIHATTBIL.

3.8.11. Bussl corimacoBaHus BKJIIOUAIOT JODKHOCTUA BH3UPYIOIIUX, JTHYHBIE
TIOAIIUCH, PacIIM(POBKY IOANUCEH U HaTy, MPOCTaBISIOTCS Ha 000OpOTe JIMCTA.
[Toanuce COCTOUT U3 HAUMEHOBAHUS JOKHOCTH JIMIIA, TTOITMCABIIEr0 JOKYMEHT,
JIAYHOM IOANMCA U PaCIA(QPOBKM MOANUCH  (MHULMANBL,  (haMuius).
HaumeHoBaHMe NOMKHOCTHOTO JIMIlA Ie4aTaeTcsl OT JIEBOM TpaHMIIBI TEKCTOBOTO
TIOJISI.

3.8.12. B nocTaHOBIEHUSIX HE AOITYyCKaeTCs:

U3MEHEeHHUe paHee YCTaHOBJICHHBIX CPOKOB BBITIOTHEHUS IOPYUSHUH B CTOPOHY
UX yBEJIUYEHUS,

NPUMEHEHHE IIPOU3BOJBHBIX COKpAIlleHWH WIM HCKaKEHHe HauMeHOBaHWH
CTPYKTYPHBIX O/Ipa3/ieNieHUH, IOABEOMCTBEHHBIX OPraHU3all|i - HCIIOJTHUTEEH;

IpUMeHeHHe IMPOM3BOJIBHBIX U JPYTMX TEPMHHOB, COKpAIEHHBIX CIIOB U
HAaMEHOBAaHUM.

3.8.13. [Ipy HamMUUKM [PUWIOKEHHWHM B TEKCTe IIOCTAHOBJIEHUS B
COOTBETCTBYIOIIMX ITyHKTaX paCIOpSIUTEIbHON YacTH MJaloTCsl  OTCHUIKH:
(mpunoxxerune No 1); ... (mpunokeHne Noe 2); ... «COIJIaCHO IPUIIOXKEHHUIO», Ha

MPHIOKEHUH OPOPMIISETCSI OTMETKA O TIPHIIO)KEHHUH.

WM3nanue BMecTe ¢ MOCTAHOBJIEHWEM IPUJIOKEHUN, HE YIMOMSHYTBIX B TEKCTE
JOKYMEHTa, He JOITyCKAeTCs.

3.8.14. Pacniopsixenue.

PacnopskeHne —  mpaBOBOM akT, M3[aBaeMbli B IENSIX pa3pelIeHus
OIIEPAaTUBHBIX BOIPOCOB, UMEET OTPAHUYEHHBIM CPOK [EUCTBUS U Kacaercs
ONpENeNIeHHOr0 Kpyra UCIIOJHUTeJIed B  OTJIMYME OT IIOCTAHOBJIEHUS,
ABIIIIOLIETOCS  PACIOPSIAUTEBHBIM — CIIY)KEOHBIM ~ JTOKYMEHTOM  JIJTUTENIBHOTO
NEUCTBUSI.

3.8.15.Tekcr pacnopshKeHUs MMeeT KOHCTaTUPYIOIILYIO 151
pacHoOpsIMTENIBHY0O YacTH. B ImepBoil yka3blBalOT 1Ledb HWIM IPUYUHY
pacnopspKeHusi, BO BTOPOM - MpeanuchiBaeMble AEHCTBHUS. B KOHCTaTupyroliei
YacTH  IIelecoO0pa3sHO  HCIOJIB30BaTh  yCTOWYHBBIE  (GopmMynIupoBku: «B
COOTBETCTBUMWY, «B cBsi3my», «B uemsx» u T.1.

3.8.16.IlogrotoBka u odopmiIeHHEe pPACHOPSIKEHUM MPOBOIATCS B
COOTBETCTBUM C YCTAHOBJIICHHBIM IIOPSIAKOM TIOATOTOBKA U  O(OPMIICHHUS
[IOCTAHOBJICHUMU.

3.8.17. JomyckaeTcsi TOTOBUTH paclopshkeHue 0e3 KOHCTATUPYIOIIeH YacTH.
B nanHOM ciydae TEKCT pacHopsiKeHHUs COCTOUT TOJBKO U3 PaCHOPSIUTEIIBHON
YaCTH.

PacnopsixeHust mociie noAnucaHusi HyMepYyIOTCS U XpaHITCSA B Y IIpaBIeHUU
JenaMy aIMUHUCTPAIlUA MYHUIUIIAIFHOTO palioHa.

Odopmiiernre pacropsHKeHUsI aHAJIOTUYHO O(MOPMIIEHUIO IOCTAHOBJIEHUS
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(cm. mputoxkeHueNe3).

OGpa3er; ohopMIIEHAS PACTIOPSKEHUSI IPUBEICH B IPAIOKEHUU No 4,

3.9. llos102xeHHe, IPaBUJIA, HHCTPYKIUH

3.9.1. Ilonoxenue u3maeTcs B TOM Cliydae, €CIM B HEM YCTAHABIMBAIOTCS
CHUCTEMHO CBsI3aHHBIE MEXIy co0Oil MmpaBwia IO BOIPOCAM, OTHECEHHBIM K
KOMIIETEHLIUY aMUHUCTPALUA MYHULIUIIATHLHOTO paiioHa.

B mpaBunax ycraHaBIMBarOTCs HOPMBI U TpeOoBaHUs, 00s3aTelbHbIE IS
BBITIOJTHEHUSI.

B wuHCTpYKUMM wu3naraeTcs TOPSIOK  OCYIIECTBIEHMS  KaKOH-THO0
JESATENIbHOCTA WM IIOPANOK IIPUMEHEHHUS TOJI0KEHUH 3aKOHOATeIbHBIX U MHBIX
HOPMAaTHBHBIX aKTOB.

[Tonoxenus (mpaBuia, UHCTPYKIUK) MPUMEHSIOTCS KaK CaMOCTOSTEIbHBIE
[IPaBOBBIE AKThl, KOTOpPHIE ITOAMUCHIBAIOTCS TJ1aBOM MYHHIIMIAIBHOIO paioHa,
yIBepXKJeHue opopmisieTcs B GopMe rpuda yTBEpKACHUS WIHA IIyTeM H3JaHUs
pacIopsIIUTENHHOTO TOKYMEHTa 00 UX YTBEP)KICHHH.

3.9.2. IlopsspoK HOATOTOBKU MPOEKTA IMOJIOXKEHUs (MpaBUil, UHCTPYKLIUH)
COOTBETCTBYET 00IIIeMY MOPSIAKY ITOJATOTOBKH ITPOEKTOB HOPMAaTHBHBIX aKTOB.

Texer mnpoekta TmoNOXKeHUs (MpaBWI, HWHCTPYKUUU) YTBEpXKIaeTcs
pacnopsAuTeNbHBIM JOKyMeHTOM. [ledaraercs Ha craHmapTHOM JiMcTe Oymaru
dopmata A4.

TexeT U3nmaraercst OT TPETHEro JIMIA €IUHCTBEHHOTO WJIM MHOXXECTBEHHOTO
yycia. B TexcTe MCIONB3YIOTCS CIIOBA: «JIOJDKEH», «CIedyeT», «HeoOXOIMMOY,
«3amnpeunaercsa»’, «He AOIMyCKaeTCs.

3arojI0BOK K TEKCTY IOJIOKEHUS (TIpaBUJI, UHCTPYKIIMH ) OTBEYaeT Ha BOTIPOC
«0 4eM?». 3aroloBOK K MHCTPYKILHH, COAepIKalleil NOJKHOCTHBIEe TpeOOoBaHUS U
HOPSIOK IpOoBeAeHUS paldoT (IOJDKHOCTHAS MHCTPYKIIMS), OTBEYAET Ha BOIPOC
«xoro?» (JlomKHOCTHAS UHCTPYKIIUS BEYIEro CIIeHAIACTa).

3.9.3. KoHcTaTupyolieid dYacTbl0 TOJOXKEHUsS (MIpaBWil, HUHCTPYKIUH)
CIIy’)KUT paznen «OOmue MoNoXKeHUs», B KOTOPOM YKa3bIBAIOTCS OCHOBAHMS
pa3paboTKy, OCHOBHOE Ha3Ha4YeHWe HOPMATUBHOTO akTta u cdepa ero
pacmpocTpaHeHusl, OTBETCTBEHHOCTh 3a HapylleHHWe YCTAHOBJIEHHBIX MPaBHJI U
TEXHOJIOTUH.

3.9.4. OcHOBHOM TEKCT MOJIOKEHUS (IIPaBUJl, UHCTPYKIIUU) MOKET ACIUTHCS
Ha IJIaBbl, ITyYHKTBHl W IIOJAMMYHKTHI. | J1aBBl HyMepyIOTCs PUMCKHMHU LU(pamMu H
JOJDKHBI AIMETh Ha3BaHUSI.

Hywmepanusi myHKTOB ¥ IOAIYHKTOB IPOW3BOAMUTCS apabCKuUMHU IU(PpaMu.
[ToAmyHKTBl MOTYT HYMEpOBaThCsl CTPOUHBIMU OYKBaMM C 3aKpbIBarOIIeHcCs
KPYTJIOU CKOOKOH.

3arojoBKM IJIaB M IIYHKTOB IIe4aTaloTCs IPONHUCHBIMU OyKBaMH
HOJY>)KUPHBIM IIPU(PTOM, OTAENSIOTCS OOWH OT APYrOr0 OJHUM MEXKCTPOYHBIM
MHTEPBAJIOM M BBIPABHUBAIOTCS IO LEHTPY. 3ar0JIOBKU IOIIIYHKTOB I[1€4aTarOTCs
IponucHBIMU OykBaMU. To4Kka B KOHIIE 3ar0JI0BKa HE CTaBUTCA.

Texkct monoxkeHuss (MpaBWJI, WHCTPYKIUH) 3aKaHUYUBAETCA YEPTOH,
pacmoJIOKEHHOM IO IIEHTPY HM)KEe TeKCcTa uepe3 2-3 MEXCTPOYHBIX HMHTepBala.
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JlnuHa 4epThl coCTaBIIsIeT 2-3 CM.

3.9.5. Ha nonoxenusx (IpaBWilax, HHCTPYKLHUAX) BU3BI IPOCTABJIAIOTCA Ha
00OPOTHOM CTOPOHE MOCIIeTHETO JIUCTA JOKYMEHTA.

Brecenne wu3MeHeHMN B yTBEp)KICHHBIE IIOJIOKeHWs  (IIpaBHMIIa,
UHCTPYKLIMM)  INPOU3BOOUTCS  IIOCTAHOBJICHWE  TJaBBl  aJIMUHHCTPALAU
MYHHUIUIIAJIBHOIO palioHa.

3.10. IIporokoJ 3acenanus

3.10.1. IlpoTokon — MOKyMEHT, B KOTOPOM (HKCHUPYETCst X0 00CYKIeHUS
BOIIPOCOB ¥ IIPUHATHUS PEILIEHUNA Ha COOpaHUSX, COBEIIaHUAX, KOH(DEPEHIHIX U
3acelaHUAX KOJUIETHaJIbHBIX OPTaHoOB.

IIpoTokos cocTaBiseTcss HA OCHOBAaHUH 3alliCel, MPOU3BEEHHBIX BO BpeMs
COBEIIaHus (3acelaHusl), MPEICTaBIEHHBIX TE3UCOB JOKJIAI0B M BBICTYILICHHUIA,
CIIPaBOK, IIPOEKTOB pelIeHni U ap. Marepuanbsl K 00CYXIEHUIO IPeICTaBISIOTCS
CTPYKTYPHBIMM IOApPA3NeIeHUsIMUA aIMUHUCTPALUA MYHHULHUINAIBHOTO paiioHa |
IPYTMMHU OpraHU3alMsIMU, Ha KOTOphIE BO3JIOXKEHA UX I[OJArOTOBKA, HE IO3[HEE,
4eM 3a 5 JHeW [0 JaThl, IpelyCMOTPEHHOM IUIaHOM paboThl KOJUIETHATIBHOIO
oprasa.

3amucu BO BpeMsl 3acefaHus, cOOp MaTepualoB M TOATOTOBKA TeKCTa
BO3jIaraercss Ha  CeKpeTapss  KOJUIETHAJbHOTO OpraHa M  COTPYIHHUKOB
NI0JIpa3IeIeH|H, TOTOBUBIIMX BOIIPOCHI K 00CY)IeHU0. TeKCT MpoToKoja AOKEeH
OBITh U3rOTOBJIEH He TI03/1Hee, 4eM 4yepe3 3 Hs [ociie JHs 3aceaHusl.

IIpoTokon mOANMCHIBAETCS IPEACENaTeNbCTBYIOLUMM Ha 3aceJaHuu U
cekperapeM. Ha xoHdepeHnusx, coOpaHmsIX, 3acelaHusX, IJie IPUHITHE PEIIeHUs
TpeOyeT  ONpeleeHHOT0  KBOpyMa,  YKa3blBaeTCs, CKOJIBKO  4eJOBEeK
npucytctBoBano. O0s3aTelbHOMY IPOTOKOJIMPOBAHMIO IOZJIEKAT 3aceJaHus
IIOCTOSIHHO JEUCTBYIOIIMX KOJUIETHAIbHBIX OpraHoB. IIpoTOkonbl ohopMIIstoTCs
Ha OOBIUHBIX JTUCTaxX Oymaru ¢popmata A4.

3.10.2. IIpoTOKOIBI MOTYT OBITH IIOJIHBIMU U KPATKHUMHU.

B KpaTkuxX @pOTOKOJAaxX YKasbIBAlOTCS (aMuiIMs [OOKJIaA4uKa, Tema
noknana, GamMuiIny BBICTYNUBIIKAX W MPUHATOE pelleHue. Takue ImpOTOKOJBI HE
Nal0T MIpeACTaBIeHUs O XoJe 00Cy)KIeHUs BOIIPOCa, II03TOMY HUX PEKOMEHIYETCs
BECTH TOTJa, KOIJa 3acefaHue cTeHorpadupyercs WM, KOrja TeKCThI JOKIal0B U
BBICTYIUIEHUH TOTOBBI 3apaHee M OyIyT TPUIOXKEHBI K Iporokoiy. KpaTko
IIPOTOKOJUPOBATh MOJKHO COBEI[@HUs OIIEPaTUBHOIO Xapakrepa. Bo Bcex
OCTaJIBHBIX CIIy4asx MPOTOKOJ JOJKEH OBITh ITOJIHBIM, TO €CTh COJAepXKaTh 3allkCh
BCEX BBICTYIUJIEHUM.

CnoBo «lIIpucyrcTBOBaiM» Tedaraercs OT TIPaHUIBI JIEBOIO  IIOJI,
IOYepKUBAETCsI, CTaBUTCA JBoeroure. Hibke meyaTaroTcss HaWMMEHOBAHUS
JOJDKHOCTER TIPUCYTCTBYIOIIMX, a CIpaBa OT HaWMEHOBAaHMS JOJDKHOCTEH — HX
uHUIManel 1 QaMuiuu. CnucoK OTHessieTcss OT OCHOBHOM YacTH IPOTOKOJa
CIIOLIIHOM YepTOH.

B mosHOM MPOTOKOJE OCHOBHOE COJEp)KaHHe NOKJIANOB U BBICTYILJIEHHUM
IIOMEIIAEeTCsI B TEKCTE MPOTOKOJJIA UJIH IIpHUIaraeTcs K HEMY, B IIOCJICAHEM cCIydae
JenaeTcs B TeKcTe CHOcKa «TekcT BeIcTymuieHMs Ipuiaraercs». IlocraHoBieHue
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(pelleH¥e) B TeKCTE TPOTOKOJA [edaTaeTcs MOJHOCTBIO; MPU HEOOXOAUMOCTH
IPUBOJISTCS UTOTH rojocoBaHus. OCHOBHAs 4acTh NMPOTOKOJIA MEYaTaeTCs 4epe3
1,5 Mexctpounblx uHTepBana. B pasznmen «CJIIVIIIAJIM» B momHOM HIpOTOKOIE
BKmovaeTcss u  mozapasgen «BOITPOCBI», B KOTOpoM (HKCHPYIOTCS BCe
MOCTYIUBIIIME BOMPOCHl K JOKJIAOYMKy U OTBeThl Ha HUX. B pasgene
«BBICTYIIMJIN» yxa3eiBaloTCs (paMUIds, HHULHAAIBI BBICTYIIAIOIIETO |
CoZlep)KaHue BBICTYIUIIEHUS.

Hanee cnenyet paznen «PEILIMIINY, nepen KOTOPBIM CTaBUTCS TOPSAKOBBIMA
HOMEp BOIpoca, II0 KOTOPOMY [PUHUMAETCS HAHHOE [IOCTaHOBIIEHUE.
[TocTaHOBIISIIOIIAS YACTh MOXKET COCTOSITh U3 HECKOJIBKUAX ITyHKTOB.

[IpoTokon mnoxamMChIBaeTCsl TMpeAcenaresieM M CeKpeTapeM 3acelaHus,
KOTOPBIH TOJDKEH TIATeIbHO OTPeIaKTUPOBAaTh TEKCT IPOTOKOIIA.

3.10.3. IIporokon umeer cienyrouiue pekBu3uThl (cM.[Ipunoxenue Ne5,6):

HaMeHOBaHHWe aJMUHUCTpPALlMd MYHHULUMAIBHOTO pailoHa — yKa3bIBaeTcCs
I0JIHOE O(UIMATPHOE HAMMEHOBaHUE aJIMUHUCTPALIMM MyHULIUIIAIIBHOIO PaiioHa;

HAaMEHOBaHME NOKyMeHTa — cjioBO «[IpoTokom» meyataercs OT rpaHHUILIbI
BepXHEro IOJII IMPONHUCHBIMU OyKBaMU B pa3psKy, IMOIYXHPHBIM IIPUGTOM
pazmepoM Ne 16 1 BeIpaBHUBAETCS 110 LIEHTPY;

BUJl 3aCENaHMs], COBEIAHUS — OTHENSETCS OT IPEeABIAyIIero pPEeKBU3UTA
2 MEXCTPOYHBIMU HHTEpBajJaMU, IedaraeTcs IMOIYKUPHBIM MIPUDTOM pazMepoM
No 14 uepe3 1 uHTEpBaJl U BEIpaBHUBAETCS 110 LIEHTPY;

MECTO MPOBEICHHUS 3aceIaHus, COBEIAHU — YKa3bIBaeTCs MpU 0(hOpMIICHUH
IIPOTOKOJIOB COBEIIAHUS B TOM Cllydae, €CJIM OHO IPOUCXOAWIO He Ha OOBIYHOM
MecTe; IedaTaeTcsl depe3 [Ba MEXCTPOUHBIX MHTepBasla I10CIe PEeKBHU3UTa «BHUJ
3acellaHus, COBELLAHUs», OTAENAETCS OT HEero JIMHEMKONM U BBIPAaBHUBAETCS IIO
LCHTPY;

JaTta TMpOTOKONa — Jara IpoBedeHUs 3acenaHus. Jlata mnporokosa
opopmisieTcss UGPOBBIM WM CIIOBECHO-IU(PPOBBIM CIOCOOOM U IledaTaercs
yepe3 2 MEXCTPOUHBIX HWHTEpBajia HUXKE IpeabIAylero pekBusuTa. [IpoToxosisl
HYMEPYIOTCSI TOPSAKOBEIMA HOMEpPaMH B Ipeesiax KaJeHAapHOIro rofa OTAEIbHO
0 KaXIOM TIpynme MIPOTOKOJIOB: IIPOTOKOJBl COBEINAHUW aJMUHUCTPALUH
MYHHUIIUIIATBHOTO pailioHa, MPOTOKOJIBI KOJUIETHMH, IIPOTOKOJBl 3acelaHHid
9KCIIEPTHO-IPOBEPOYHON KOMUCCHUU U T.11. HoMepa MocTaHOBIEHUH, IPUHATHIX HA
3aceaHUH, COCTOST U3 HOMepa MPOTOKOJIa, HOMepa paccMaTpUBaeMOro BOIpoca B
IIOBECTKE MHS W IOPSAKOBOTO HOMepa IIOCTaHOBJIIEHMS B IIpefesiax BOIIpoOca.
[IpoTOKOJIBI COBMECTHBIX 3aceJaHWM KMMEIOT COCTaBHbIE HOMEpPA, BKIIIOYAIOLIUE
MOPSIIKOBBIE HOMEpa MPOTOKOJIOB OpraHM3alvid, IPUHUMABLIUX YyYacTHE B
3acelaHuy;

OCHOBHAasI 4acTh MTPOTOKOJIA — IleyaTaeTcs uepe3 | MeXCTpOUHbIA HHTEepBall,

MOAMUCh —OTAEeNseTcsl OT TeKcTa 3 MEXCTPOUHBIMU HHTEpBallaMH U
BKJIIOYaeT HAWMEHOBaHMWE JOJDKHOCTH JIMIA, [IpeACeNaTeIbCTBYIOIIEro Ha
3acellaHWM, ero JIMYHYI0 mNoAamuch, pacumdposky noamucu (D.H.0O.).
HanMeHOBaHMe MODKHOCTH II€YaTaeTcs OT JIeBOW TIpaHUIl TEKCTOBOI'O IIOJIA
yepe3 | MEeXCTPOYHBIM MHTEPBAT M LIEHTPUPYETCS OTHOCUTENIBHO CaMOW JJIMHHOMN



31

CTPOKH.

PacmmdpoBka moamucu pacronaraeTcs Ha YPOBHE MOCNIEIHEH CTPOKH
HaMMEHOBaHUSA [JOJDKHOCTH Oe3 mpoOera MeXIy HWHUIMATaMH U (daMUIUen.
ITocnenuss 6ykBa B paciuudpoBKe OrpaHHYMBACTCS MPABBIM IIOJIEM.

3.11. JenoBoe (c/1y:ke0HOE) MHCHMO

3.11.1. CnyxebHas mepemucka — pa3IdYHble BHABI OQHUIMATBHBIX
JIOKYMEHTOB HMH(QOPMAaIIMOHHO-CIIPABOYHOTO XapakTepa, MCIOJb3YyEeMbBIX IS
oOMeHa MH(popMaluell B IeTebHOCTHA OPIraHOB BIIACTH, OPraHU3alUi U MpakIaH.

CnyxebHass mnepemucka BKIIOUaeT B ce0S mucekMa  (CIy)XeOHbIe,
rapaHTUWHBIE), TeJerpaMMbl, TejeQOoHOTpaMMBbl, (akcorpaMMbl, 3JIEKTPOHHBIE
nUchMa.

3.11.2. [enoBoe (cimyxebHOE) THCHMO IOTOBUTCS Ha OyiaHke mwchMa. [lpwm
COCTaBJIEHUU NMUCEM O(hOPMIISIIOTCS PEKBU3UTHI: aJpecar, 3arojloBOK K TeKCTY, TEKCT,
IOANNACh, OTMEeTKa 00 UCIONHUTENe, B HEOOXOIUMBIX ClIydasX - OTMETKa O
NpuiIoKeHUuH.  PexomeHmyembrii  oOpasery  odOpMIICHHSI — [IEJIOBOrO  MHChMa
(ITpunoxxenue No 7).

3.11.3. Eciu nucbMo sIBIsieTCsl OTBETOM Ha IMOCTYITUBIIMIMA 3alIpoc WX IPOChOy,
3aII0JIHAETCS. PEKBUBUT «CCHUIKA HA PETUCTPAIIMOHHBIM HOMEpP U JIaTy IOCTYIHBIIETO
ICHEMaY.

3.11.4. HaumeHoBaHMe BUIa TOKYMEHTA («ITUCbMO») U Pa3HOBUIHOCTh MHChMa
(HampuMep, «mIpocb0ay, «UHGOPMALMOHHOEY», «COMPOBOIAUTEIBHOEY», «3arpocy,
«HAITOMWHAHKE» ) B IEJIOBBIX (CITy>KeOHBIX) MUChMaX HE YKa3bIBAIOTCAL.

3.11.5. Ecnu nuceMO HampapJIsieTCsl aapecary IO 3JIEKTPOHHOM MOYTe WX 1O
(akcy 0e3 MOCBUIKM IO IIOYTEe, BMECTO IIOYTOBOIO ajpeca yKa3blBaeTcs afpec
AIIEKTPOHHOW TIOYTHI WJIX HOMED TelieoHa-(hakca.

3.11.6. JlenmoBoe (cmyxe0OHOE) MUCHMO JODKHO OBITH TIOCBSIILIEHO OJHOMY
Borpocy. Ecan HeoOXxomumo oOpaTUThCs B OpraHM3alldi0 OZHOBPEMEHHO TI0
HECKOJIBKMM BOIIpOCaM, PEKOMEHIYETCsl COCTABUTh OTIENBHOE IHUCHMO IO KaXKIOMY
U3 HUX.

[TrceMO MOXKeT KacaThCsl HECKOJIBKHX BOIIPOCOB, €CJIA OHU B3aMMOCBSI3aHbI.

3.11.7.B ogHOM muckMe He JOJDKHO OBITH OoJiee YeThIpex aApecaToB, IPU 3TOM
OCHOBHOM aJpecaT yKa3blBaeTcsi MEpBbIM, OCTAJIBHBIM aJpecaTaM IHCBMO
HaIpaBJIsIeTCs IJIs1 CBEIEHUSI.

[Ipr HEOOXOAMMOCTH HAMPABUTH IMUCHMO OOJBIIEMY KOJWYECTBY aIpecaroB,
TOTOBUTCSI CITIUCOK PACCBUIKH, U TTMChMa PACCHUIAIOTCS 10 CIIUCKY .

3.11.8.TekcT nmuceMa uUzJaraercs:

oT 1-ro mila MHOXECTBEHHOTO 4YHCla («IIPOCHM...», «IPEIJIaraeM...»,
«HAITOMUHAEM...» ),

OT 3-ro JHla €IWHCTBEHHOTO YUCa («IpeArpUsITHe CUUTAET BO3MOXKHBIM ...»,
«UHCTUTYT HE pacrioyiaraeT BO3MOXKHOCTBIO ...»);

oT 1-ro W2 eIUHCTBEHHOTO YHWCNa (IIPOILILY ...», «IIPEAararo ..»), €CiH
1cbMo oopMIIsieTcs: Ha JODKHOCTHOM OJIaHKe.

3.11.9. Ecnu mpoexT zenoBoro (ciayke0HOoro) nuchbMa HaIpaBiIseTCcs aapecary
TI0 TI0YTE, TPOEKT TOTOBHUTCS B ABYX K3EMILIIpaxX: OIUH 3K3eMIULIp 0(hopMIIIeTCs Ha
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OaHKe, BTOPOH SK3eMIUISp, NPeIHA3HAUYEHHBIN TSl BUSUPOBAHNUS) - HA CTaHIAPTHBIX
nucTax OyMaru.

JlenoBoe (cmy»eOHOE) MMUCBMO JI0 TIPENICTABIEHUS Ha MOJIUCH TOJDKHO OBITH
COTJIacOBaHO (3aBU3MPOBAHO) CO BCEMH 3aMHTEPECOBAHHBIMH JHLIAMH. JlermoBoe
(cmykeOHOE) THUCHhMO TIOAINMMUCHIBAETCS PYKOBOAMTENEM OpraHu3allid WIA HMHBIM
YIIOJIHOMOYEHHbIM WM JmioM. [lonmucanHoe pemoBoe (Ciiy:keOHOE) IHCBMO
TIO/IIEXKUT PErUCTpaLK U OTIIPABKE.

He nomyckaercss orTmpaisTe agpecaTaM IMCbMa, HE HMMEIOLIUE OaThl U
PETUCTPALIMOHHOI'O HOMEPA.

3.11.10. I'locne moanvcaHusi MACKMA M €ro PErUCTPallii 3K3EMIULIP HUChMa C
BU3aMU 3aMHTEPECOBAHHBIX JIUI] IOMEIIAETCS B JIEII0.

3.11.11. Hoxnagnas (ciy>xeOHasi) 3amMcKa HCHOIB3YETCs IJIsl ONEepaTUBHOIO
UHQOPMAITHOHHOTO  OOMeHa  MEeXIy  CTPYKTYPHBIMU  IIOJIpa3NeNiEeHUsIMA U
pykoBoACcTBOM. (0s3aTeTbHBIMU PEKBU3UTAMH JIOKJIAIHON (CiIy)keOHOM) 3amucKu
SBIIIOTCS: HAMMEHOBaHWe CTPYKTYPHOTO TIOApa3/eNieHus, HauMeHOBAaHHE BHIA
JOKyMEHTa (IIOKJIafHas 3armcKa, CIy)KeOHas 3alvcKa), JaTa, 3arojoBOK K TEKCTY,
azipecar, TeKCT, IIOJIIHCE.

[Ipu anpecoBaHWM JOKJIAAHBIX (CITyKeOHBIX) 3allUCOK YKa3bIBAIOTCS B
JaTeIbHOM Ta[ie)Ke JOJDKHOCTH JIMIE, KOTOPOMY aJpecoBaH NOKYMEHT, (GaMUIus U
MHULUAIIBL.

3.11.12. Joxnamaele  (cmy)xeOHBIE)  3allUCKA ~ MOTYT  COCTaBJISTBCS,
paccMaTpUBaTHCSI U XPAHUTHCS B TEUEHHWE YCTAHOBJIEHHOT'O CPOKA UCKJIFOUUTEIBHO B
anekTpoHHOM Buze B CO/I.

[Ipu opranuzanuu paboOThl ¢ JOKJIAAHBIMHU (CIyKeOHBIMM) 3allUCKaMH B
3IIEKTPOHHOM BHJIE UCIIONB3YIOTCS 3JIEKTPOHHBIE IA0I0HBI TOKIIaJHON U CITyKeOHO!
3aIMCOK.

3.11.13. Tekcr nokmamHoM (CimyeOHOI) 3amUCKHA, B 3aBUCHMOCTH OT
CIIOYKHOCTH COJIEpYKaHUS U TIPUBOANMOM apryMeHTaIluK, COCTOUT U3 OJHOM, IBYX WIIHU
TpeX 4acTeu:

B IIEPBOM YACTH HW3JIararoTCsl MPUYIHHEI, (aKThl I COOBITHS, MOCITY>KUBIIIIE
TIOBOJIOM JIJISl COCTaBIIEHUSI JIOKYMEHTa;

BO BTOpPOM YacTH JaeTcsl aHalu3 CIIO)KUBIIENCS CHUTyallid, BO3MOXKHBIE
BapHaHTHI € PeLLeHNUS;

B TPeTheH YacTH H3JIaratoTCsl BEIBOIBI.

IV. Opranuzanusi 10KyMeHT0000pOTA

4.1. [IpuHIUNIBI OPraHU3aLHH JOKYMEHT0000poTa
B cootBerctBum ¢ myHkTtoMm 1.1. Hacrosimeli Mucrpykuum B mpoliecce
TOKyMEHTO000pOoTa 00eCcIeunBaeTCs:

a) TIpreM U MepBUYHas 00padoTKa BXOISIINUX JOKYMEHTOB;
0) mpeaBapUTEIHLHOE PACCMOTPEHUE BXOIALINX JOKYMEHTOB;
B) PaCCMOTpPEHHUE TIOKYMEHTOB IIaBOM MyHUIUIIAIBHOIO PAiOHa,;
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I') IOBEJICHHE TOKYMEHTOB JIO UCIIOJHUTETIEH;

I) TIOArOTOBKA MPOEKTOB JJOKYMEHTOB;

€) coracoBaHUe MPOEKTOB TOKYMEHTOB;

) ITOJIITMCAaHUe TIPOEKTOB TIOKYMEHTOB;

3) OoIpelieieHNe MecTa XpaHeHUs TOKyMeHTa (KOIHU JOKYMEHTa) U BKIIFOUEHHUE
JOKyMEHTa B JIeJIO;

) 00paboTKa 1 OTIpaBKa UCXOISIINX TOKYMEHTOB.

Oprasusanys JOKyMeHTO000pOTa OCHOBBIBASTCS Ha IPHHIIUIIAX:

LIEHTpaIN3alMK OTIEpaLMii 110 TIPUEMY M OTIIPABKE JOKYMEHTOR;

pacrpeaeseHust JOKYMEHTOB Ha JOKYMEHTOIIOTOKH, UMEIOIIUE OTMHAKOBBIN
MapIIpyT (MapIIpyTH3AMUS JOKYMEHTOB);

OpraHu3alliy IpeABAPUTEIEHOTO PACCMOTPEHHUS BXOISIINX TOKYMEHTOB;

VCKJIIOYEHHSI BO3BPATHBIX ABWKEHUHN TOKYMEHTa, He O0YCIIOBIICHHBIX JIEIOBOM
HE0OXOIMMOCTHIO;

OJTHOKPaTHOCTH PETUCTPAIUU TOKYMEHTOB;

YCTpPaHEHUSI  HEOOOCHOBAHHBIX  COIVIACOBAHUN  IPOEKTOB  JIOKYMEHTOB;
BPEMEHHOM  perVlaMeHTaluu omepauuid 1o o0paboTke, pacCMOTPEHUIO |
COITIACOBAHUIO JOKYMEHTOB

JIoKyMEeHTOOOOpOT ~ BKJIFOYAeT BCIO  IIOCTENOBATEIEHOCTh — IIepeMEIIeHUH
JOKYMEHTOB, a TaKKe OIEpalliy, COBEpIIAEMbIE C JOKYMEHTaMH B IpOIECCe MX
CO3[JaHUS U WCIIONHEHMs (IIONydeHHe, OTIpaBKa, PEervcTpalus, MpeIBapUTeIbHOE
paccMOTpeHHe, paccMOTpeHue pykoBoauteseM) (cm. [ Ipunoskernue NoS).

Llene opraHu3anuy IOKYMEHTOOOOpOTa - OOEcledeHHe CBOEBPEMEHHOTO
IPUHATUS YIIPABIECHYECKUX PELLIeHUI U X UCTIONHEeHUs. 3aa4a J0KyMeHToo00poTa -
OpraHM30BaTh [BIKEHHE [JOKYMEHTOB TII0 HaWMeHee KOpPOTKOMY IIyTH C
MUHAMAJIBHBIMU 3aTpaTaMHd TpyJa X BPEMEHHM, B YCJIOBUSIX 3JIEKTPOHHOTO
JIOKYMEHTOO0OpOTa - O0ECHedYTh JOCTYI K IOKyMeHTaM Iojb3oBaresiMm COJl B
COOTBETCTBUHM C IPEOCTABICHHBIMU UM TIpaBaMH.

B ycnousix npumenenust CO/] B aiMUHUCTpaAIli MyHUIIMIAIBEHOTO paiioHa
HCTIONB3YIOTCS AJIEKTPOHHBIE JOKYMEHTBI, a TAKOKe JIEKTPOHHBIE KOITHH TOKYMEHTOB,
IIOJy4YEHHBIE B pe3yJibTaTe CKAaHWPOBaHMS JIOKYMEHTOB Ha OyMa)KHOM HOCHUTEJE.
JIOKyMEeHTBI, MMEIOLIe BpeMeHHble CpOKM XpaHeHWs (o 10 JeT BKIIOUUTEIBHO)
MOTYT CO3[aBaThCsl, XPAaHUThCS U WCIIOIB30BATHCS HCKIIIOYUTEIBHO B (Qopme
3JIEKTPOHHBIX IOKYMEHTOB.

[lepeyeHp JOOKYMEHTOB, CO3/[aBaeMbIX, XpPaHUMBIX U  HCIOJIb3YyeMbIX
UCKITIOYUTENIGHO B  ()OpME 3JIEKTPOHHBIX JOKYMEHTOB, YTBEP)KIAEeTCS TJIaBOU
MYHHULIAIIAJIBHOTO paliOHa.

OpraHuzanusi  ABWDKEHHWST ~ JOKYMEHTOB B YCJIOBHSIX  BJIEKTPOHHOIO
JOKyMEHTOOOOpOTa OCYIIECTBISIETCSI B COOTBETCTBUM C perVIaMeHTHPOBAHHBIMU
MapIIpyTaMH, pazpabaTeiBa€MbIMU OTEJIOM. MapipyTsl JIBYDKEHUS
OpraHU3aLMOHHO-PACIIOPSAUTENIFHBIX JOKYMEHTOB JOJKHBI OBITh ONTUMAIBHBIMU 110
3aTpaTaM BpeMeHH, He IOJDKHBI JOIyCKaTh ITyONUPYIOLMX Olepalrii U BO3BPaTHBIX
JBIDKEHUH, He 00YCIIOBIIEHHBIX JIEJIOBOM HEOOXOIUMOCTBIO

B noxymeHnT0060pOTE aIMUHHUCTPAIIMA MYHHUIIUIIATEHOTO PaliOHa BBIIEISIOTCS
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JIOKYMEHTOIOTOKH:

BXOJIAIIHE (TIOCTYIAOIIHE ) JOKYMEHTB;

UCXOZsIIIMe (OTIIpaBIsieMble) TOKYMEHTHI;

BHYTPEHHHUE JOKYMEHTBI.

B cocraBe BXOISIINX U UCXOASIIUX JOKYMEHTOB BBIJEIISFOTCS:

JOKYMEHTBl ~ OPraHOB TI'OCYyJapCTBEHHOM  BJIACTH, OpraHOB  MECTHOI'O
CaMOyYTIpaBJICHUS;

JIOKyMEHTHI (DHIIHAJIOB ¥ TEPPUTOPUATBEHO OOOCOONIEHHEBIX IOApa3/IeIeHuM;
JOKYMEHTBl M3 TOCYyIapCTBEHHBIX W HETOCYAAapPCTBEHHBIX OPraHU3allWi; 3arpoChl
neryraroB ['ocymapctBeHHOM Jlymbl u wieHoB CoBera ®enepariuu, HeyTaToB
3aKOHOJATEIIbHBIX OpraHoB cyobekToB Poccuiickoit deneparyiv 1 opraHoB MECTHOTO
CaMOyTIpaBJIeHUs; OOpaIeHUs TPaXKIaH;

JOKYMEHTBI W3 IIPaBUTEIbCTBEHHBIX U HEMPaBUTEILCTBEHHBIX OpPraHHU3aIlH
3apyOeKHBIX CTpaH U IPYTHE TPYIITHI JOKYMEHTOB.

JloctaBka ¥ OTHpaBKa JOKYMEHTOB B OpPraHM3alldU  OCYIIECTBIISHOTCS
CPEICTBAMU IIOYTOBOM CBS3U, (DETBbIBETEPCKON U KYPHEPCKOU CBSI3M, HAPOUHBIMH U
pa3IMYHBIMUA BHIAMM 3JIEKTPOCBs3U ((hakcumuiibHasl, TenerpadHas, TtenehoHHas,
AIIEKTPOHHAS noyra, cucTeMa MEKBEJOMCTBEHHOTO AIIEKTPOHHOTO
nokymeHroobopora (M3 10, CO/I).

4.2. IIpuemM 1 nepBU4YHasi 00pab0TKa MOCTYNAIIIHX TOKYMEHTOB

42.1. B opraHuzaLuiO JOCTaBISETCS KOPPECIOHACHUMS B BHIE IHCEM,
IIOYTOBBIX KapTO4eK, OaHAeposiell U TaKeToB, IEYaTHBIX W3JaHUM, Telerpamm,
(akcorpamm, TerehoHOrpaMM, SJIEKTPOHHBIX JIOKYMEHTOB M 3JIEKTPOHHBIX KOIIHiA
JIOKYMEHTOB.

IIprueM NOKYMEHTOB OCYIECTBISieTCsl YTpaBlieHHeM JellaMUi aJIMUHHCTPAIIUH
MYHULMIIANBHOIO paiioHa. JIOKyMeHTBI, TONyueHHble paOOTHHUKAMH OT JAPYTHX
OpraHM3allil, TalKe IepefaloTcss B YIpaBIeHUEM JelaMu  aJIMUHUCTPALUH
MYHULMIIAIBHOIO palioHa ISl perUCTpalliy W/WIK ydeTa.

Bee moctynuBive B aJMUHUCTPAIMIO MyHULMIAIBHOTO paiOHA JOKYMEHTHI
HOZJIEXKAT NEPBUYHON 00paboTKe, BKITIOYAOIIIEH:

IIPOBEPKY NIPaBUJIBHOCTHU aIpeCOBAHUS ITOCTYITUBIINX TIOKYMEHTOB U
IIPaBUJIBHOCTH JOCTaBKHU IOKYMEHTOB,

IPOBEPKY LIEJIOCTHOCTH YIIaKOBKH (KOHBEPTOB, [TAKETOB);

BCKPBITHE YTIAKOBKH (32 HCKITFOYEHHEM KOHBEPTOB, ITAKETOB C TOMETKOH
«JImaHOY» M rpadamu orpaHUYEHUsI JOCTYIIa K JOKYMEHTY ),

MIPOBEPKY LIETOCTHOCTH BXOIAIINX JOKYMEHTOB, BKIIFOUAs TPHIIOKEHHUS;

YHAYTO)KEHHE KOHBEPTOB, ITAKETOB MIIH YITAaKOBK;

COPTHPOBKY JOKYMEHTOB Ha TOJyIeXKallee U He MOoJyIeKallee perucTpatuu (CM.
[Tpunoxenue Ne9);

nepesavdy ITOKYMEHTOB, TPeOYIOIIMX PErHCTPalliy, Ha YYacTOK PErvucTparvu
CKaHWPOBAHUS JOKYMEHTOB,

nepefady JOKYMEHTOB He TpeOYIOLMX perucTpalldd B CTPYKTypHbBIE
TIOPa3/IeIIeHIUS U JOJKHOCTHBIM JIALIAM;

IPOCTaBJIEHUE OTMETKH O TIOCTYIUIEHUH TOKYMEHTA B OPraHU3aLIO.



35

4.2.2. B MHCTPYKIIMU TI0 JIENOTPOU3BOJICTBY PEKOMEHIYETCSl IIPELyCMOTPETh
CIIEYIOLIHE TTOJIOKEHHUS:

Oumbo4HO [oCTaBIeHHbIE TOKYMEHTHI IMepeChUIAIOTCS M0 HasHAYEHWIO WX
BO3BPAIIIAIOTCS OTIIPABUTEIIIO.

JIOKyMEHTBI, IOCTYNHMBIIME B IIOBPEXKIEHHON YIAKOBKE, MPOBEPSIOTCS Ha
LIEJIOCTHOCTH, B TOM YHCJIe HA HAJIMYNAE MEXaHUUECKUX TIOBPEIKICHUM.

[To4roBBle OTHpaBieHys, HeCTaHAAPTHBIE 110 Becy, pasMepy, hopme, IMeroIIre
HEpPOBHOCTU II0 OOKaM, 3aKieeHHbIE JIUTIKOW JIEHTOM, MMEIOIIMe CTPaHHBIN 3arax,
(BT, IIPEAIIOJIOJKUATENIEHO HMMEIOLIUE BIIOKEHMS, HE XapaKTEpHbIE ISl IIOYTOBBIX
OTIpaBlIEHUM, He BCKpbiBatoTCs. O TOMyHYeHHHM MOJO3PUTENBHOIO IOYTOBOIO
OTIIPaBIIEHUs JOKJIAAbIBACTCS HAYAIBHUKY Y ITPABJICHNUS IE€IaMHU.

[Ipy mnocTymyeHWM BXOJSIIEr0 MOKYMEHTa B TIOBPEXIEHHOW YIaKOBKe,
TIOBPEXIEHUH TTOKYMEHTa, TPU OTCYTCTBHH B KOHBepTe (Makere) JOKyMEHTa, ero
YacTU WM NPWIOKEHUH K HeMy, a TakKe IPU OTCYTCTBUHU IOAINKCH Ha BXOJSIIEM
JIOKYMEHTE COCTaBJISI€TCSl aKT B JBYX 3K3eMIULIpaX Ha OyMaXHOM HOCHTele,
MOATMCHIBAEMBbIH IByMsI paOOTHUKAMHU OTAEJIA.

OpnuH 3K3eMIUIIp akTa BMeCTe ¢ BXOISIINM JOKYMEHTOM U ero MPHIOKEHUSIMU
niepelaeTcsl Ha MpeIBAPUTEIbHOE PACCMOTPEHNE U PETUCTPALIMIO, BTOPOM 3K3EMILISP
aKTa BBICBLIAETCS OTIIPABUTEIIO.

KoHBepTHI, MakeThl WIN YIAKOBKA COXPAHSIOTCS W MPHUIATAIOTCS K BXOISIIUAM
JIOKyMEHTaM B CITy4asixX:

€CIIM TOJIBKO IO HUM MOKHO YCTAaHOBHUTb OTIIPABUTENIS UJIH ATy OTIIPABJIECHUS;

€CIIM BXOISIIMNA JOKYMEHT IOCTYIWJI M03KE YKa3aHHOIO B TEKCTE JOKYMEHTa
CpOKa UCTIOJIHEHUSI WJIA AaThl MEPOIIPUSTHS,

npu OOJNBLIOM PpacXOXISCHUHM MEXIY JaTaMH IOANHMCAHUS U TIONyYeHHUS
JOKyMEHTOB.

[Tocne 3aBepiueHuss paboThl ¢ TOKYMEHTOM KOHBEPT BMECTE C JOKYMEHTOM
roMelaeTcsi Ha XpaHeHue B AeJIO.

4.2.3 KonBepTs! (TTaKeThI), IMEIOIIHE OTMETKY «JIMuHOY» , rpudbl OrpaHUYeHuUs
JOCTyTa K TOKYMEHTaM, COJEePKallluM CBelleHUs KOH(PUIEHIIUATHLHOTO XapaKkrepa, He
BCKPBIBAIOTCS ¥ ITEPEJAOTCSL:

C OTMEeTKOM «JIM4HO» - HEemoCpeICTBEHHO apecary;

c rpudamMu OrpaHHYEHHs [IOCTyMa - DPaOOTHHKY VYTIpaBieHUs nelaMu, B
00s13aHHOCTM KOTOPOT'O BXOIUT 0OpabOTKa IOKYMEHTOB, COAEPIKAaIlUX CBEICHHS
KOH(UICHIIUAIEHOTO XapaKTepa.

4.2.4Bxopsimye 3JIeKTPOHHBIE JOKYMEHTBI, IIOCTYNMBIIKE OT APYTUX
OpraHM3alliii M0 3JIeKTpOHHOW moute, mnocpeactsoMm CO wwm MDBJ0
MPUHUMAIOTCS Y TIpaBJICHUEM JIETaMHU.

4.2.5]]lepBuunHas 00pabOTKa 3JIEKTPOHHBIX JOKYMEHTOB, IIOJIyYEHHBIX II0
MH()OPMAITMOHHO-TEJIEKOMMYHHUKAIIMOHHBIM KaHalaM CBSI3M  (3JIEKTPOHHAS II0YTa,
MO3JIO, cailiT opraHuzanu) OT APYTMX OpPraHU3aliid W IpakaaH, COOTBETCTBYET
TEXHOJIOTUH PabOTHI ¢ BXOISIIMMU JOKYMEHTaMU.

4.3. IlpeaBapuTe/ibHOE PACCMOTPEHHE JOKYMEHTOB

4.3.1.IlpenBaputenbHOE PACCMOTPEHHE MPOBOAUTCS B LEJSAX PaCIpelesICHHUs
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[IOCTYIAIOIIMX B aIMHUHUCTPALIMIO MYHMIMIIATBHOTO paiioHa JOKYMEHTOB Ha
TpeOytonme 0053aTeNbHOTO  PAaCCMOTPEHMS  PYKOBOACTBOM — OPTaHM3ALMH U
HalpaBJsieMble HEIIOCPEICTBEHHO B CTPYKTYPHBIE ITOApa3Ie/IeHUsI.

4.3.2 I1lpensaputensHoe paccMOTpeHue BXOJIAIIUX JIOKYMEHTOB
OCYLIECTBIISIETCS Y TIPaBIEHUEM JIeJIaMH TIOCIIe PeTUCTPallii JOKYMEHTOB.

IIpenBaputenbHOE PacCMOTPEHUE MOXKET MPOBOAMTHCS OO PEruCTpalvi B
Cllydae IOCTYIUIEHHs JTOKYMEHTOB C OTMETKaMH, TpeOyIoUMMHU He3aMeAIUTeIbHOTO
PacCMOTPEHHUSI ¥ UCTIOIHEHHUS JOKYMEHTa.

[IpenBapuTenbHOMY — PacCMOTPEHMIO —[MOJUIEXKAT  BXOISIIME  JOKYMEHTH,
alpecOBaHHbIE B OPraHU3aLIMIO U Ha UM €€ PyKOBOIUTEJIS.

JIOKyMEHTBI, aIpeCOBaHHBIE MTOAPA3IEIEHHUSIM, PyKOBOAUTEIISIM T1OApa3IeIeHHMA
U CIIEIUAITACTaM, NIEPeIatoTCsl B CTPYKTYPHBIE Moipa3AesieH s 0e3 MmpeIBapUTeIbHOTO
PacCMOTPEHUSL.

4.4. Perucrpanusi nocTynalomUX J0KyMEHTOB

4.4.1 Peructpauus BXOISIIUX JOKYMEHTOB OCYILECTBISIETCS B JeHb WX
IIOCTYIUICHUSI WM Ha CIEAYOLIH pabounii AeHb TpU MOCTYIUIEHUH JOKYMEHTOB B
KOHLIe pabodero JTHS WK B Hepabouee BpeMsl.

Perucrpanusi oOparieHnit rpa)iaH OCYyIIEeCTBIISIETCS B TE€UEHUE TpeX THeH ¢
MOMEHTA MOCTYIUIEHUS 0OpaIleHusl.

44.2.Ceegerrsi O TIOCTYIIMBIIEM JOKyMEHTE€ BHOCSTCS B 3JIEKTPOHHYIO
peructpanroHHyto kaptouky (OPK) COJI unu peructpalmoHHO-y4eTHY0 GopMy Ha
OymMaXHOM  HOCUTeNle, a  IIOCTYNHMBLIEMY  JOKYMEHTY  IIpUCBauBaeTCs
PETUCTPALIMOHHBIA HOMED.

4.4.3.PerucTpalliOHHBII  HOMEP  BXOMALIEr0 JOKYMEHTa COCTOMT W3
IIOPSIIKOBOI'O HOMeEpa [IOKyMEHTa B IpefeliaX KaJeHJAapHOIO TIoja, KOTOPBIU
JOTIOJTHEH MHAEKCAMH CTPYKTYPHOTO MOIpa3AeIeH S

444Ha Bcex 3aperucTpUpoBaHHBIX JIOKYMEHTaX, 3a MCKIIIOYEHHEM
JOKYMEHTOB, TOCTYIHUBIIMX B (hOpMe 3JIEKTPOHHBIX TOKYMEHTOB, MPOCTABIISIOTCS
OTMETKH O IOCTYIUIEHUU TOKYMEHTa B a[IMUHUCTPAIMIO MyHUIUIAJIBHOIO paiioHa. B
OTMETKE O TIOCTYIUIGHHHM JIOKyMeHTa (DUKCHPYIOTCS Jara TMOCTyIUIeHus (Tpu
HeOOXOIMMOCTA - BpeMsi IMOCTYIUIGHHMS B dYacaX M MHUHYTax) M BXOJSILIHNA
perucTpallMOHHBIA HOMEp IOKYMEHTa.

4.4.5. JIo0KyMeHTbI, MOCTyNMBIIME Ha OyMaXHOM HOCHUTENE, CKaHUPYHOTCS,
ANIEKTPOHHAsI Komusl JoKymeHTa Bkmodaercss B COJl m mpucoemunsiercs k OPK
JIOKyMEeHTa.

4.5.Ilopsitok paccMOTpeHHs] PYKOBOACTBOM H J0BeleHHs 0KYMEHTOB 10
UCIIOJTHUTeJIeH

45.1. Ilo 3aBepmieHUM TIPEABAPUTEIIBHOIO PACCMOTPEHUS JIOKYMEHTHI
nepefaroTcs IVIaBe aIMUHHUCTpallMd WM | 3aMecTUTento IVIaBbl aJIMUHHUCTpaLMU
MYHUIIAIIATEHOTO paiiOoHa JJIsl PACCMOTPEHMSI U BRIHECEHUSI Pe30JIIOLUH (yKa3aHUH 110
UCTIOJTHEHHIO ).

4.5.2. PaccMmoTpeHWe [NOKYMEHTOB IVIaBoM WM [ 3aMecTureneM IJIaBbI
aIMUHUCTpAIlMM MYHULMIIATGHOTO paldiOHa OCYIIECTBIsIeTCsl B OCHb Iepeladu
JOKYMEHTOB ~ WJIM Ha CIIeAYIOLMHA pabouuil [eHb, €ClU JOKyMEHTBHI IIEpeaHbl
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PYKOBOJICTBY B KOHIIe pabodero JHs.

JlokyMeHTBI, TpeOyIOLe CPOYHOr0 PacCMOTPEHHS, a TakKe TEIerpaMMbl
Tene(OoHOrpaMMBbI pacCMaTPUBAIOTCS He3aMe ITUTENTBHO.

4.5.3 . Pe3ynbpTaThl pacCMOTPEHHS TOKYMEHTa PYKOBOIUTEIEM OpraHU3alliH, ero
3aMECTUTEIISIMU, PyKOBOIUTEISIMU TTOIpa3esieH!ii 0hOPMIISIFOTCSI B BHJIE PE30JTIOIHH.

4.5.4.Cenerust 0 pe3oronuy (UCIIOIHUTENb, COMEPYKAHHWE IMOPYYEHHUS, CPOK
UCIIOJHEHUs) crielaircToM oTaena BHocsTest B DPK COJ, mocie dero uCroTHUTE !
TIOTy4ar0T JOCTYII K 9JIEKTPOHHOMY JTOKYMEHTY WM JIEKTPOHHOM KOIUU JOKYMEHTA,
€CJIM JOKYMEHT MOCTYIWI Ha OYMa)KHOM HOCUTEIE.

4.5.5. JloKyMeHThI, MoOCTymnaroume Ha OyMa)XHOM HOCUTeNle, TOCiae WX
perucrpauuy, BkmoueHuss B COJ] B BHUIE AJIEKTPOHHBIX KOMUNH U PACCMOTPEHMUS
PYKOBOJCTBOM II€PENAIOTCS B COOTBETCTBYIOIIME CTPYKTYPHBIE IONpa3leNeHus Ha
UCIIOJIHEHME WM IOMEIAIOTCS B JIeJI0 B YTIpaBlE€HUE [eNaMU aJIMHHUCTpAIUA
MYHULMIIAJIIBHOTO paiiloHa B COOTBETCTBUM C HOMEHKJIATYpOM [eNl aJIMUHUCTpALUU
MYHULMIIAJIBHOIO paiioHa.

Jns duxcanmu Qaxra mepemadd BXOIMIIMX JOKYMEHTOB M WX KOMHK Ha
OyMa)XHOM HOCHUTEJe WCIOJHUTEISAM B CTPYKTYpHBIE TIOApa3le/ieHus MOTyT
MCIIONB30BAThCS XKy PHAJIBI (PEECTphl) Mepeiadu JOKYMEHTOB.

[Ipu GymMakHOM TOKYMEHTOOOOPOTE IMOTMHHUKH BXOJSIINX JOKYMEHTOB, B
Cllydae Ha3HAUYEHUs HECKOJIBbKUX WCIIOJHUTENEH, IepelatoTcs OTBETCTBEHHOMY
UCIIOJIHUTEIIO, OCTAIbHBIM UCTIOJIHUTEISIM OTIeN IiepeaeT KOITMU TOKYMeHTa.

4.6. Opraauzauus paboThl ¢ OTIPABJ/IsIEMbIMH 10KYMEHTAMH

4.6.1. Hcxopsiye MTOKYMEHTHI, 3aBUBMPOBAHHBIE BCEMHU 3aUMHTEPECOBAHHBIMU
JIALIAMU U TIOIIMCaHHBIE TIaBOW aJIMUHUCTPALMU MyHULIUIIAIBHOTO paiioHa WA UHBIM
YIOJIHOMOYEHHBIM KM  JIMLIOM, PETUCTPUPYIOTCS B YIIpaBlIEHUM JlellaMu
aJIMAHUCTpAIIUU MyHULIMTIIAIEHOTO PalioHa.

4.6.2. Peructpammss HUCXOOAIIUX JOKYMEHTOB OCYIIECTBISIETCS B JeHb
NOANMCAHNS WIK Ha cleyroIunii pabouuii IeHb, ecIi JOKYMEHTHI ObLIH NO/IKICaHb! B
KOHIIE pabodero JHS WK B Hepabouee BpeMsl.

4.6.3. Ilepen peructpammeii UCXOMAINMX JOKYMEHTOB HAaYaJIbHUK Y IIPaBICHUS
JiellaMy TIpoBepsieT NPaBUIIBHOCTE O(POpMIIEHHS JOKYMEHTOB (B TOM 4HMCIIE HaIAIHe
MIOATIACEH, BU3, IPAaBUIBHOCTD HAIIMCAHUS a[IpeCcoOB), @ TAKKe YKA3aHHbBIX B UCXOISIIIX
JOKYMEHTax IPUIOXKEHUH, COOTBETCTBHE KOJWYECTBA JK3EMIUIIPOB KOJIMYECTBY
a/IpecaToB IO yKa3aTeslo PAaCChUIKU, HATMIUE OTMETKH 00 UCTIOJHUTEIE.

[TpoexTs!l JOKYMEHTOB aIMUHUACTPAIMA MYHULMIIAIBHOIO palioHa FOTOBSATCS B
(bopMe 3JIEeKTPOHHBIX JOKYMEHTOB WJIM Ha OyMa)XHOM HOCHTENe, IIOCIe Yero
JNOKyMEHTBl B OJIeKTpOHHOW (opme Brmouarorcs B COJl  agMuHHCTpauuu
MYHHULIMIIAIBHOTO paiioHa.

JIis  OTOpaBKM JOKYMEHTOB He MMEIIIMX aIpeCHOM 4YacTH, TOTOBSITCH
COIIPOBOJIUTEIIBHBIE TUCEMA.

4.7. Peructpanusi oTnpasJisieMbIX JOKYMEHTOB

47.1. Tlpm peructpauuum wucxomsamero mnucbMa B CDOJ] cBemeHusa 00
oTHpaBisieMOM JokyMeHTe ¢ukcupyroress B OPK, Kk KoTOopoH mpHKpersercs
AIIEKTPOHHAS KOTIHS OTIPABIISIEMOr0 IOKYMEHTA.
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Ecmu DPK 6s11a coznana B COJ] mpu moAroTOBKE MPOEKTa JOKyMEHTA, TO MpU
PETWCTpalliM  MCXOIAIIEro JOKYyMeHTa B Hee J00aBIIOTCA  CBEJCHHA O
perucTpalioHHOM HOMepe, JaTe pEerucCTpallid U JpyTue CBelIeHUs 00 HCXOsIeM
TOKyMEHTE.

4.7.2 PeructpalliOHHBI HOMEP UCXOJSILET0 JOKYMEHTa COCTOUT M3 UHICKCOB
B COOTBETCTBHM C IIPUMEHSEMBIMHU KJIacCU(pUKaTOpaMu U MOPSAKOBOTO HOMepa
JIOKyMEHTa B MpeiesiaxX KaJleHIapHOTro rojia.

Jlata perucrpalid M PErUCTPALIMOHHBIM HOMEpP TPOCTABISIOTCS Ha
OTIIPABIIIEMOM TOKYMEHTE, a TakKe Ha KOIUU UCXOMALIErO TOKYMEHTA, OCTArOILIEMCS
B JIEJIE.

4.8. OTnpaBka 10KyMEHTOB

4.8.1 Mcxomsiuii JOKYMEHT, MOANMCAHHBIN I1aBOM MYHMIIMIIAIEHOTO pakioHa
WIA UHBIM YTIOJHOMOYEHHBIM MM JOJDKHOCTHBIM JIMILIOM, NEPENaeTcs Ha OTIPABKY,
KOMHUSL JOKyMeHTa Ha OyMa)KHOM HOCHTENle C BH3aMHM IIOMEIaeTcs B JeJ0 B
COOTBETCTBHH C HOMEHKJIATYPOH JeJI.

DJeKTpOHHBIE JOKYMEHTBI TOCe UX TOAMMCAHUS 3JIEKTPOHHOM IMOANUCHIO U
OTIIPaBKH ajpecary xpaHsaTcs B 0aze maHHbX CO/I.

4.8.2. B 3aBUCUMOCTH OT COJIEP)KaHUS U CPOYHOCTH JIOKYMEHTBI, OTIIPABIISIEMbIE
U3 aIMUHUCTPAIMH MYyHULMIIAIBHOIO PaliOHa, JOCTABIIIOTCS aJpecaraM CPeACTBaMU
IIOYTOBOM, (DeNTbIbErepPCKOM CBSI3H, CIIEIICBSI3H, KyPhepOM, SKCIIPECC-TIOUTOM, a TakKe
nepefaroTCs IO KaHajgaM  dJIeKTPOCBS3M  ((pakCUMHIIBHAs CBs3b, Tenerpag,
anektponHas rmoura, M3J10, CO]I).

4.8.3. JIOKyMEHTBI, He UMEIOLIINE aPECHON YacTH, MPUHUMAIOTCS Ha OTIIPABKY C
COIIPOBOJIUTENIGHBIMU MHCbMaMHU (32 HCKIHOYEHWEM KOIMK  pacrlopsIuTebHBIX
JOKYMEHTOB, HallPaBJIsieMbIX B [T0JIBEIOMCTBEHHbIE OpraHU3aIIH ).

HemnpasuibHo odopmiieHHBIE JOKYMEHTBI ¥ KOPPECTIOHAEHIIMS HeCTyKeOHOro
Xapakrepa K OTIpaBKe He TIPUHUMAIOTCS ¥ BO3BPAILIAKOTCS UCTIOTTHUTEITIO.

JIoKyMeHTBI, ToOMJIeXKalllde  OTIpaBKe, JODKHBI — 0oOpabaThIBaTeCsl U
OTIIPABJIATECS B JA€Hb WX IOIMCAHUS ¥ PETUCTPAIlMK WM Ha CIeMyolmid pabounit
TIEHb.

4.9. PerucTpauus 4 NpoxoskaIeHne BHYTPEHHHX JOKYMEHTOB

4.9.1 I1poexTsl pacropsiAUTENIbHBIX JOKYMEHTOB (pactiopsbxeHuii),
MOJATOTOBJICHHBIX [JIs IIOANMWCAHUS, II0CJIe IIOATOTOBKA U  COIVIACOBAaHUS C
3aHHTEPECOBAHHBIMH JIMI[AMU TIEpEfaloTCs B YIIpaBlICHUE NelaM{ aIMUHHCTPALAN
MYHUIIUTIATEHOTO palioHa IS TIPOBEPKH MTPABUIIBHOCTU X O(OPMIIEHUSL.

4.9.2. TlpaBuiibHO OQOPMIIEHHBIE TTOCTAHOBIEHUS, PACTIOPSDKEHUSI TIEPEaatoOTCsl
Ha IMOJIIKCH IT1aBe MyHHUIUIATHFHOTO palioHa WM MHOMY YTIOJTHOMOYEHHOMY UM JIALLY

4.9.3. [lloamucaHHble TIOCTAHOBJIEHWS, PACIOPSDKEHUSI [0  OCHOBHOM
NEeSTEIbHOCTH ~ PETHCTPUPYIOTCS B YTpaBleHHe  JeldaMHA  aIMHHUCTpALUn
MYHULMIIAJIBHOIO pailoHa.

[locTaHOBIEHUSIM,  PACIIOPSHKEHUSIM II0 OCHOBHOM  [I€STEIBHOCTH
TPUCBAUBAIOTCS TIOPSAKOBBIE HOMepa (0 KaKIOW IpyIie JOKYMEHTOB OTHAEIBHO) B
npefenax KaleHmapHoro roja. [lopsakoBeIi HOMep HOKyMEHTa  JOIOJHSIETCS
1 HPOBEIM HHJIEKCOM, 0003HaYaIOIUM IIPUHAIIEKHOCTh JOKyMEHTa
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COOTBETCTBYIOIIEMY TTOIPA3IENIEHHIO.

4.9.4. TlogmMHHAKA  TOCTAHOBICHWH  (PAaCTOpPsHKEHMH) IO  MECTy  HX
peructpauu (pOpMUPYIOTCS B Jelda B COOTBETCTBMM C HOMEHKJIATYypod [en
aIMUHHACTPAIMA MyHULIUTIAIBHOTO paiioHa.

Konuu mocraHOBJIeHUH, pacTiOpsHKEHUH pacChUTAtOTCSl UCTIOMHUTENSIM M UHBIM
3aMHTEPECOBAHHBIM JIUIIAM B JJIEKTPOHHOUW (hopMe WM Ha OyMa)KHOM HOCHUTENE B
COOTBETCTBHUH C yKa3aTeleM PacChUIKH.

49.5. Tlporokonsl 3acelaHWid, COBELIAHWM, IPOBOJUMBIX PYyKOBOACTBOM
AIMUHUACTPAIIM MYHHUIMIIAJIBHOTO paiioHa, PETMCTPUPYIOTCS B YTIPaBIeHUM JieslaMu
aIMAHUCTpALlI¥ MyHULIMIIAILHOTO paiioHa.

4.9.6. [IporokosaM TMpUCBaMBalOTCS TMOPSAKOBBIE HOMEpa B Ipejaenax
KaJIeHapHOT0 Toja WJIH ITeprojia padoThl BpeMeHHOM pabodeid rpymiibl (KOMUCCHH) T10
Ka)KJIOW rpyTIre MPOTOKOJIOB OTAEITHHO.

[ToTMHHUKY TTPOTOKOJIOB IO MECTY UX perucTpauuu ((opMHUPYIOTCS B Jiena 110
HOMEHKJIaType AeJl aIMUHUCTPAITIH MYHHIIUIIATHHOTO paifoHa.

4.10. Yuet u aHa/ U3 00beMOB JOKYMEHT0000pOoTa

Pesynbratel ydera oObemMa IOOKYMEHTOOOOpOTa B OpraHM3alliKd €XEroJHO
0000mmaroTcss  YTpaBlieHHeM JejlaMd aIMUHHUCTPAIlMA MYHUIMITATIBHOTO paiioHa |
IPeJICTaBISIIOTCS] PYKOBOJICTBY B BUJIE 0T4eTa 00 00BeMe JOKYyMEHTO000pOTa 3a TO.

V. YnpaBiieHue 10KyMeHTaAMH B cHCTeMe 3J1eKTPOHHOI0
AOKyMeHTooOopoTa

5.1. Hoctyn k pabore B COJ] agMHHHCTpalMy MYHHMIMIAIBHOIO padoHa
JOJDKHBI UMETh TOJIBKO 3apEerUCTPUPOBAHHBIE I10Jb30BATEIIN.

5.2. Bxmouenue poxkymeHtoB B (D]l ocymiecTBisercs IOCPEICTBOM
3amojHeHus: nosie  OPK, co3maHusi 2MeKTPOHHOM  KONMUM  JOKYyMEHTa
(ckaHUpOBaHMS), €cld JOKYMeHT Obul co3JaH Ha OyMaXKHOM HOCHUTEJE,
IPUCOEIMHEHHUSI SJIEKTPOHHOU Komuu JokyMeHTa K DPK, pasmemienus nokyMmeHnra
B cooTBeTcTBYIOIIEH CO/l B COOTBETCTBUH C ee KIacCU(DUKAITUOHHON CXEMOH.

5.3. B xozne paccMOTpeHHUs JOKYMEHTa, IMOJIEKAIIEr0 UCIIOIHEHHUIO, TIIaBOU
MYHULMANIAJIBHOTO palioHa B XOJEe COIVIacOBaHMS IIPOEKTa JOKYMEHTa,
3anoNHstoTes coorBercTByromue nosst JPK. B pesynbprare coracoBaHus IpoeKTa
nokymenTa B COJl popmupyeres TUCT corlacoBaHUs.

5.4. Ilpu Brmoyenuu B COJ] BXomsmux JOKyMEHTOB, MX PETUCTpaLUH,
paccMoTpeHun u wucnosHeHun B OPK BHocsTCs crenyromue CBEIEHHUS O
JOKyMEHTE:

1) HaMeHOBaHUE  TOCYJapCTBEHHOIO  OpraHa, oOpraHa  MeCTHOI'O
caMOyINpaBJIeHUs], OpraHu3aluu (KOppecloHAeHTa);

2) HaMMEeHOBaHME BHUIa JOKYMEHTA;

3) nara TOKyMeHTa;

4) perucTpalluOHHBIA HOMED JOKYMEHTa;

5) bamMunAst ¥ MHUITHAITEI JIWIIA, TTOATIMCABIIIEro JOKYMEHT;

6) naTa NOCTYIUJIEHUS JOKYMEHTAa,
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7) BXOISIIUKN pPerduCTPallMOHHBIN HOMED;

8) crocob JoCTaBKM JOKYMEHTa;

9) 3aroI0BOK K TEKCTY (KpaTKoe coliep)kaHue TOKyMEeHTa);

10) KOTMYECTBO TUCTOB OCHOBHOT'O JOKYMEHTA,

11) otmMeTka 0 IPUIIOKEHUH (KOJTMUECTBO MPUIIOKEHHUH, 00111ee KOIMYeCTBO
JIUCTOB IIPUIIOKECHUN );

12) cBenmeHus 0 CBSI3aHHBIX JOKyMeHTaX (HaMMEHOBaHHE BUIA JOKYMEHTa,
7laTa, peruCTPALMOHHBIN HOMEp, TUII CBSI3H);

13) peszomonusi (MCTIONHUTENb (MCIIONHUTENHN), TIOPYYeHUe, TODKHOCTHOE
ML, aBlillee opy4YeHue, 1ata (GOpMUPOBAHUS TOPYUECHHUS);

14) cpok UCTIOTHEHUSI IOKYMEHTA;

15) unpekc gena o HOMeHKJIaType Ae,;

16) cBeneHus O nepeapecalnu T10KyMeHTa;

17) oTMeTKa 0 KOHTpOJIE,;

18) rpud orpaHuYeHUs TOCTyIa K TOKYMEHTY;

19) cBeneHus 00 37€KTPOHHOM MOAIUCH;

20) pe3yabTat NpOBEPKHU JIEKTPOHHOU MOAIUCH;

21) a7IeKTpOHHBIHN aJpec KOPPEeCTIOHIEHTA,

22) ccpulkm Ha (Qaill MmocTynmuBLIEro JoKymMeHTa u (ain (¢aiinbl)
IPUWIOKEHUS (TIPUIIOKEHUH) K JOKYMEHTY.

5.5. Ilpu Brkmouennn B CDOJl ucxomsmux aokymeHToB B DPK BHocsaTcs
CJIEIYIOIINE CBEIEHUSI O JOKYMEHTE:

1) HauMeHOBaHUE  TOCYJapCTBEHHOIO0  OpraHa, oOpraHa  MeCTHOTO
caMOyINpaBJIeHUs, OpraHU3alluu - ajpecarTa;

2) haMuIus ¥ MHULIMAJIBI JIUIa, TOAMMCABIIEr0 10KYMEHT;

3) HauMeHOBaHUe BUA JOKYMEHTa;

4) nata TOKyMEHTa;

5) perucTpalOHHBIN HOMep JOKYMEHTa,

6) 3aroJIOBOK K TEKCTY (KpaTKoe coJepyKaHue TOKyMEHTA);

7) cBeleHHs O CBS3aHHBIX JOKyMeHTax (HauMeHOBaHHE BHJa JOKYMEHTa,
JaTa, perucTpallMOHHBIA HOMED, TUII CBSI3H);

8) KOIM4eCcTBO JINCTOB OCHOBHOTI'O IOKYMEHTa;

9) uHIEeKC ena o HOMEHKJIAType Aell;

10) oTMeTKa O TIPUIIOKEHHUH (KOJIMYECTBO MPUI0KEHUHN, 00Iiee KOJIUIECTBO
JTUCTOB MPUIOKEHUH );

11) rpud orpaHudeHus NOCTyIa K TOKYMEHTY;

12) mogpaznienieHue - OTBETCTBEHHBI UCIIOJHUTENb TOKYMEHTA;

13) cBenenus 06 371€KTPOHHOM MOIIKUCH;

14) cchuiku Ha aiin  oTmnpaBiaseMoro HokymeHTa u (aitn (daiisr)
PWIOXKEHUS (TPUIOKEHUHN ) K TOKYMEHTY;

15) anekTpOHHBIN afpec KOPPECTIOHIEHTa;

16) cioco0 nocTaBKM JOKyMEHTa aipecary.

5.6. Ilpu Bxmrouenwn B CDOJ] BHyTpeHHHX AokKymeHTOB B OPK BHOcCATCA
CIIETyIOIINE CBEIEHUS O JOKYMEHTe:
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1) HaMeHOBaHuUeE MOapa3IesIeHUs], TOATOTOBUBILEr0 IIPOEKT JOKYMEHTA,

) HaHMEHOBAHKeE BUIA JOKYMEHTa;

3) nara MOKyMeHTa;

4) perucTpalOHHBIA HOMED TOKYMEHTA,;

5) rpud orpaHUYeHHUS AOCTyNa K JOKYMEHTY;

6) haMuIus U UHULIMATIBI JIUIA, TTOMHCABIIETO JOKYMEHT;,

7) cBeleHUs O CBS3aHHBIX NOKYMeHTax (HaMMEHOBaHWE BHIa JOKYMEHTa,
7iata, perucTpPaluOHHBINA HOMED, THIT CBSI3H);

8) 3aroJI0BOK K TEKCTY (KpaTkoe cofepikaHue JOKYMEHTA);

9) nonpasneneHue (HOHKHOCTHOE JIMLO) - HCIOJHUTENh (OTBETCTBEHHBIN
UCIIOJIHUTENh) JOKYMEHTA,;

10) Konu4ecTBO JTUCTOB OCHOBHOT'O JIOKYMEHTA,;

11) ormeTka 0 IpUIIOKEHUH (KOJIMYECTBO MPUJIOKEHUH, 00l1iee KOJTUIECTBO
JUCTOB MPHUIIOKEHUH ),

12) uanexc nena 1mo HOMEHKIaType Je,;

13) pesomouuss (MCTOTHUTENb (MCIIOTHUTENH), IOpY4YeHHe, Jara
UCIIOJIHEHHUS, faTa (GOpMUPOBAHUS TOPYUEHHUS);

14) ormMeTKa O KOHTpOJIE;

15) cebuiku Ha Qaiin mocTymuBIIEro AOKyMeHTa W Qaiin  (daiis)
MPWIOKEHUS (TTPUIIOKEHUN) K TOKYMEHTY.

5.7. Ilpu Bxmrouenuu B COJ] oOpallieHnii rpak/iad, OpraHu3aluii 1 OTBETOB
Ha oOpamenust B OPK BHOCSTCS clieyroIue CBeIeHUS:

1) bamumus, uMsi, 0TIECTBO (IIPH €T0 HAJTMYNN ) TPaXKIaHUHA;

2) HauMeHOBaHHUe OpTraHu3allly - aJipecara;

3) nara oOpalleHus rpakJaHuHa, OpraHu3aluy;

4) perucTpalliOHHBIN HOMep obparienus (s oOpaleHui opraHu3alui);

5) [nara CONpPOBOAMTENBHOIO JOKYMEHTa (B clydae Tiepeaapecaiuu
oOparieHus),

6) nara MocTyIIeHUs 00palleHus TpakIaHuHa, OPTaHU3aIHH;

7) BXOMSIIIIAH perucTpalliOHHBIA HOMED;

8) KpaTKoe cofep)kaHue 00pallleHus IpaKIaHuHa, OpraHU3allNH;

9) KONMMUYECTBO JIUCTOB OCHOBHOTO IOKYMEHTa;

10) oTmMeTka 0 IpUIOKeHUH (KOJTUYECTBO MPHIIOKEHUH, 00I1Iee KOJTUIeCTBO
JIUCTOB MPUJIOKEHHH );

11) cBeneHus 0 CBSI3aHHBIX JOKYMeHTaX (HauMeHOBaHUE BHUJa JOKYMEHTa,
JaTa, PETUCTPALMOHHBIM HOMEpP, THUI CBS3U, B T.4. CBEICHHUS O MPEABIAYIIUX
oOpallleHUsIX B Cllydae, eclid JaHHOe oOpallieHre TOBTOPHOE);

12) pe3omtouust (MCIIOTHUTENL (UCIIOJHUTENN), TTOPYUYEHHE, NOJKHOCTHOE
JHIO, AaBlllee IOopydeHue, 1aTa Pe30IoLHUN );

13) cpok UCTIOJIHEHUSI TOKYMEHTa;

14) unnexc nena 1o HoMeHKIaType Jed;

15) cBenmeHuss o mepeaapecalyl OOpallleHUs] TpakIAaHWHA, OpraHU3alUH
(mata, HOMEp COIPOBOJMTENHLHOIO TOKYMEHTa; HAaUMEHOBaHHWE oOpraHa BJIACTH,
OpraHu3aluu
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16) oTMeTKa 0 KOHTPOJIE;

17) cBemeHus 00 ONEKTPOHHOW MOAMMCH (B Clydae IOCTYIUIEHHS
AJIEKTPOHHOrO  oOpallleHusi  TpaXIaHWHa,  OpraHW3aldd,  IOANMCAHHOTO
ANIEKTPOHHOM MOJIHUCHIO);

18) pe3ynbTar MpoBEepKH JIEKTPOHHOMU MOITHCH;

19) aneKTpOHHBIHN afipec KOppecloHaeHTa (TpaXIaHWHA, OPTaHU3alliHN );

20) mo4TOBBIM aapec KOppeCIoHaeHTa (rpaxAaH1Ha, OpraHU3al|h);

21) Bompoc 1Mo TeMaTudeckoMy Kiaccudukaropy;

22) ccpulkA Ha (aia MOCTYNUBILETO oOpaiieHus M (aiin oTBeTa Ha
oOpalleHue.

5.8. JIOTIOTHUTENBHO K YKA3aHHBIM CBEJICHUSIM O BXOISALINX, UCXOMISIINX U
BHYTPEHHUX JOKyMEHTaX, o0palleHuil rpaxaad, opranuzanuii B OPK C3 /] moryt
BHOCHUTBCS] UHBIE CBEIICHUS.

5.9. Ilpu BkIIIOUEHUHU TOKYMEHTOB U MPOEKTOB JOKYyMeHTOB B COJl, a Takxe
npu BkmodeHuM cBegeHud B DPK B mporecce XKM3HEHHOTO LMKIA TOKyMEHTa
UCTIOJTHUTETM  JIOJDKHBI  CO3/1aBaTh CBS3W JAHHOTO JOKyMeHTa (TIpoeKTa
JTOKYMeHTa) C IPYTUMH TOKYMEHTaMHU U ITyHKTaMHU ITOPYYEHUH.

[Ipy co3gaHuu cBsized JOKymMeHTa (MpoOeKTa JOKYMEHTa) C JApyruMHU
JOKYMEHTaMH UCIOJIb3yeTCs] CIIPaBOYHUK THUIIOB CBSI3EH.

5.10. B mensx pasmemienuss nokymeHtoB B CDJ[, moucka TOKyMEHTOB,
BEJICHUS] CIIpaBOYHOM paboThl MO [OKyMeHTaM, BKIOUYeHHbBIM B CO]I,
UCIIOJIB3YIOTCS KJTAaCCU(UKATOPHI U CIIPABOYHHUKH, B TOM YUCIIE:

KJIACCU(PUKATOPBI: KOPPECTIOHJIEHTOB, BHUAOB TOKYMEHTOB, CTPYKTYPHBIX
noJpasfielleHud aIMUHUCTPAllMd MYHUIUIAIBHOTO pailoHa, JOJKHOCTHBIX
aIMUHUCTPALMM MYHHULHUIAIBHOTO palioHa, HCIOJHUTENeH II0 JOKYyMEHTaM;
TEMaTUYeCKU (BOMPOCOB MEATETbHOCTH), HOMEHKJIATypa Iel aIMUHUCTpaluu
MYHULATIAIIBHOTO PaliOHa;

CIPaBOYHHUKH:  CPOKOB  HCIIOJHEHWS,  pe3oJIonuil  (mopydeHui),
JJIEKTPOHHBIX aJPeCOB TIOCTOSIHHBIX KOPPECIOHJEHTOB, IIa0JI0HOB OJIaHKOB
JOKYMEHTOB M II1a0JIOHOB IOKYMEHTOB, THIIOB CBSI3€M C IPYrUMU JOKyMEHTaMH
(CBsI3aHHBIMU JIOKYMEHTAMH ).

VI. KoHTpoJIb HenOTHEHUs] AOKYMEHTOB (IIOpy4YeHHi)

6.1. KOHTpOJIb MCTIOTHEHUS TOKYMEHTOB (TIOpyUeHHI) BeJeTcsl B LEesIX UX
CBOEBPEMEHHOTO U KaU€CTBEHHOT'O HCIIOIHEHUSI.

6.2. KoHTpOJIb UCIIOTHEHHUS JOKYMEHTOB (ITOpy4YeHUl ) BEJeTCS:

WCIIOJTHEHUS] JIOKYMEHTOB (MOpYy4YeHUU) IO CyILIEeCTBY — Ha4aJIbHUKOM
VYrpaBneHus JejlaMy, WIA HHBIMU JOJDKHOCTHBIMU JIMIIAMU aJIMHUHUCTpaIliU
MYHULMIIAJIBHOI'O PaiioHa;

CPOKOB HCIIOJTHEHUS JTOKYMEHTOB (MOpy4deHUi) —YTIpaBileHUEM MAellaMU
aAMUHUACTPALlMM  MYHMUIUIIAJILHOTO  palioHa WJIM  HMHBIM  CTPYKTYPHBIM
nojpaszeieHueM, Ha KOTOpOe BO3JI0KeHa 3Ta (PyHKITHS.
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KOHTpOMIO TOJUTEXAT BCE 3aperMCTPUPOBAHHbBIE JIOKYMEHTHI, TpeOyrolye

HCIIOJTHEHMUS.

6.3. PacniopsautenbHble JOKYMEHTHI, IIPOTOKOJIBI 3acelaHui (COBeILaHuil),
eclii 3a(MKCUPOBAHHBIE B HUX PEIleHUs He OPOPMIISIOTCS B BHJIE TOCTAHOBJICHHH
WU DPELICHUM, COAEepXKallue MOPYYEHUs] C KOHKPETHBIMU CPOKaMH HCIIOJIHEHUS,
CTaBATCS Ha KOHTPOJIb 10 KaXXAOMY [TOPYUEHUIO OTAEIBHO.

Opranuzanusi  HUCIOJIHEHUS TOpydYeHHH W ykazaHuwii [Ipe3umeHTa
Poccuiickott @enepaunu MCIOJHSIOTCS B COOTBETCTBUU ¢ YkazoM [Ipe3umenTa
Poccuiickoir @epepauuu ot 28 wmapra 2011r. N352 "O wMepax mno
COBEpIICHCTBOBAaHUIO OpraHU3allid HKCIOJHEHUS] [OPYYEHUH U yKa3zaHUU
[Ipesunenta Poccuiickoit @enepannu’.

6.4. KoHTpoJIb CPOKOB HMCITOJIHEHUS! TOKYMEHTOB (IIOpy4eHUI) BKIIOYAET B
cebst:

IIOCTaHOBKY JOKYMEHTOB (IIOPYYEHHU ) HA KOHTPOJIb;

MIPOBEPKY CBOEBPEMEHHOCTH JMJOBEIEHUs JIOKYMEHTOB (IOpy4YeHHU) 10
HUCIIOJTHUTEJIEH

IpeABapUTENIbHYI0 TIPOBEPKY M  peryjIupoBaHHE XoJa UCIOJHEHUS
JIOKYMEHTOB (TIOpYUYeHUH ),

CHSITHE C KOHTPOJISI IOKYMEHTOB (TIOpyUeHUi );

yder, 0000IIeHNe U aHAIU3 pe3yJbTaTOB XOJa MCIOJHEHUS TOKYMEHTOB
(mopyueHuii);

UHQOPMUPOBAHUE pPYKOBOAUTENEH O XOJ€ MCIOJHEHUS [JOKYMEHTOB
(mopy4YeHuii) ¥ COCTOSTHUU UCIIOJHUTEIBCKON AUCITUILINHBI.

6.5. Cpoxk HCHONHEHUs [OKyMEHTa YKa3blBaeTCs HEIOCPEICTBEHHO B
JOKYMEHTE, IOPYUYEHUHU UIIU B PE30JIIOLUHU K TOKYMEHTY.

6.6. CpoKu WCIOJIHEHUS HCYUCISIFOTCS B KaJeHIapHBIX [HAX C JaTsl,
CJIeIYIOIIIEH 3a 1aTOW perucTpaluy T0KyMeHTa .

Cpokd  WCHOJMHEHUS  TNPOTOKOJBHBIX  IOPYYEHHM, Kak  IIpaBHUIIO,
YCTaHABIIUBAIOTCS B IPOTOKOJIE U HCUMUCISIFOTCS C JaThl, CIEAYIOLIEN 3a NaToU
IPOBENEHNUS 3aceaHusl (COBELIaHMS ).

6.7. Ecnu mocnegHWi NeHb CpOKa MCIIOJHEHHUS TOKyMeHTa (IIopydeHus)
OPUXOJUTCS Ha Hepabo4yuil NeHb, TO HJOKYMEHT IIOUIEXKHUT WCIIOJHEHUIO B
OnmvKalMii crenyromui 3a HUM pado4uuii IeHb .

6.8. Cpokd WCIIOJTHEHHS JAOKYMEHTOB (IOPY4YE€HHUN) YCTaHaBIMBAKOTCS
['maBoif agMUHUCTpalMM MYHULMNAIBHOIO paloOHa, MCXOAd M3 CpOKa,
YCTAaHOBJIEHHOIO  OpraHu3alldei, HampaBUBIIEH JTOKYMEHT, WIA CPOKOB,
yCTaHOBJIEHHBIX 3aKOHOIaTeNbcTBOM Poccuiickoi Penepanuu.

6.9. JlIokyMeHTHI (MMOpy4eHUsl) MOAJIEKAT UCTIOJIHEHHUIO B CIIEAYIOIIHE CPOKH:

YCTAQHOBJIEHHBIE  3aKOHOJATEJbHBIMU  HWJIM  WHBIMH  HOPMAaTHBHBIMH
IPAaBOBBIMHU aKTaMH¥ (THIIOBOM CPOK UCIIOJHEHUS);

C KOHKPETHOM JaTOU UCTIOTHEHUS - B YKa3aHHBIN CPOK;

0e3 yKazaHUsl KOHKPETHOU NaThl UCIIOIHEHHS, UMEIOIIHUE B TEKCTE IIOMETKY:

"BecbMa CpOYHO'" - B T€UEHHE OJJHOrO-ABYX JHEH;

"cpouHO" - B 3-THEBHBIN CPOK;
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"orepaTuBHO" - B 10-1HEBHBIN CPOK;

ocTanbHble - B Cpok He Oomee 30 faHed, ecid HMHOE HE YCTaHOBJICHO
benepanbHBIMU 3aKOHAMH.

6.10. lata ucrionHeHus: nokymeHTa (ropydenus) gukcupyercs B OPK COJ]
WA MHOW PErucTpaliOHHO-YYETHOU (opme, HUCIONIb3YeMOM I OTCIIe)KHBAHHS
CPOKOB HCIIOJIHEHUS JOKyMEHTa (TIOpyUeHHUs ).

6.11. IIpMocTaHOBUTH UCIIOJHEHUE KOHTPOJIBHOTO JOKyMeHTa (ITOpyUYeHHs),
a TaK)Ke OTMEHHUTb €ro MOXET IVlaBa aIMHHHUCTPAIMU MYHHUIUIIAILHOTO paioHa,
IIOIIMCABIINNA JTOKYMEHT WM JaBIIUHI IIOpYYeHUE (PE3OIIIOLIMIO).

6.12. B ciy4ae eciu cpoK UCIOJHEHUS TOKyMeHTa (MOpyUYeHus) TPEeBBIILIAET
OIUMH Mecsl, B LesIX OOecreueHUs CBOEBPEMEHHOI'0 HCIIOJHEHHs IOKyMEHTa
(mopyueHHUs1) IPOBOAUTCS IPENBAPUTENBHBIM KOHTPOJIb W  HAIIOMHHAHUS
UCIIOTHUTEIISAM O MPUOIIMIKEHUH CPOKOB UCIIOIHEHUS JOKYMEHTOB (IIOPYYEeHUN ).

6.13. HamomMuHaHue HCHOJTHUTEISM O MPUOIMIKEHUH CPOKOB HCIOTHEHHUS
JIOKYMEHTOB (IIOpYyYEHMI) MOXKET OCYIIECTBIISTHCSI B aBTOMATHYECKOM pPeXUME
nocpeactBoM COJI Uiy ¢ UCTIONb30BaHUEM 3JIEKTPOHHOU ITOYTHI.

HanomuHaHMs HUCHOTHUTENsAM, a Takxke HHPopManus 00 HCIOJHEHUH
JNOKYMEHTOB (IIOpY4YEeHHi), TTOTydYeHHasi OT UCToJHUTeNneH, pukcupyroress B DPK
CIA .

6.14. Ilpu HeoOXOAMMOCTHM H3MEHEHHUs CpOKa MCIIOJHEHHUs JOKyMeHTa
(mopy4eHHUs1) OTBETCTBEHHBIN UCIIOIHHUTENb 00s3aH IMpeJCTaBUTh Ha UMS IJIaBbI
aJIMAHUCTPAllUM MYHHULUIIAJIBHOTO paiioHa, MaBIIero IopydeHue, 00OCHOBaHHE
(moxnmagHyo (CityeOHyr0) 3alucKy) O MPOJJIEHUHM CPpOKa C yKa3aHUEM IPUYHUH
IIPOUICHHSI U 1aThl UCIIOJHEHHUS.

ObocHoBaHUE MPOJUIEHUSI CpOKa WCIOJHEHUS [JOKyMeHTa (HopydyeHus)
JOJDKHO OBITH HAIpaBJIEHO COOTBETCTBYIOIIEMY PYKOBOIUTENIO HE ITO3JHEE 4YeM
[0 UCTEYEHUU ABYX TPETHUX CPOKa UCIIOJIHEHUS TOKyMEHTa (IIOpydeHHs ), a eClH
CPOK HWCIOJHEHHs NOpyYeHHs IMpeBbIIaeT [Ba Mecsla, MNPEeJIOKEHUS O €ro
IIPOJUICHUM IIPEACTABJISAIOTCS B Te4YeHHe |-ro Mecsia CpoKa, OTBEIEHHOTO Ha
UCIIOJHEeHHUE MTOPYIeHHS.

Cpoky HCIHOJHEHHMS CpOYHBIX TIOpYYeHMH He TMNpOoJJIeBalOTCsS U He

KOPPEKTUPYIOTCSL.
OO0 u3MeHeHUHU cpoKa UCIIOJIHEHUs TOKyMeHTa (IOpy4eHUsI) OTBETCTBEHHBIH
UCIIOJTHUTEIb uH(popMHUpyeT VYmpasieHue JenamMu aIMUHUCTPALIAN

MYHHULUIIAJIBHOTO paiioHa.

M3MeHeHMsT B COCTaBe HCIOJHUTeNeH NOKyMeHTa (MOpydYeHHs) IOJIKHBI
MIPOU3BOJUTHECS C 00s3aTeIbHBIM HMHGOPMUPOBAHUEM YIPABJIECHUSA JellaMU
aMUHUCTPALIMU MyHULIMIATBHOTO palioHa.

6.15. JIOKyMeHT cuuTaeTCsl UCIIOJHEHHBIM U MOJIEKUT CHIATUIO C KOHTPOJISA
nocyie (aKTUYEeCKOTO UCIIOJTHEHUsT BCEX COJEpXKAIUXCS B HEM IOpY4YEHH,
JOKYMEHTAJIBHOTO TTOATBEP)KICHHUS €r0 HCIIOJHEHHUS U COOOIICHMs pe3ysIbTaToB
€ro pacCMOTPEHMs 3aMHTEPECOBAaHHBIM OpraHaM, OpraHu3alusIM U JIUIaM.

[IpomexxyTouHass uH(pOpMaLMs IO HCIOIHEHHUIO JOKyMEHTa He SBIISETCS
OCHOBAHUEM JIJISI CHSITUSI €T0 C KOHTPOJISL.
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6.16. JIokyMeHTHI (OpY4YeHHs), HAXOASAIIAECS Ha KOHTPOJIE, CHUMAIOTCS C
KOHTPOJISI HA OCHOBAHWU ITOATOTOBJIEHHOIO OTBETA.

Pemenne o0 wucnonHeHMHM JOKyMeHTa (MOpydeHHUs), He TpeOyrollero
HaIlpaBJIeHWsT OTBETa, [PUHUMAET [JaBa aJAMUHUCTPALMM MYHHUIIUIIAIBHOTO
paiioHa, ITOCTaBUBIIUN JOKYMEHT (TIOpy4YeHHe) Ha KOHTPOJb, C 00S3aTeNbHBIM
MH(QOPMHUPOBAHUEM YTIpaBIeHUs JAelaMd aIMUHUCTPALUN MYHHUIUIIAILHOIO
paiioHa.

Ceenenusi 06 UCTIOTHEHHH JOKyMeHTa (rmopydeHus) BHocsTes: B DOPK CH /1
WIA HHYI0 PETUCTPALMOHHO-YYETHYH) (OpPMY, HCIOJIB3YEMYIO IS KOHTPOJIS
UCIIOJTHEHUS.

6.17. B cioyuae ecnu AOKyMeHT (TmOpydeHUE) HE HCIIOJHEH B
YCTaHOBJIEHHBIA CPOK, OH IPU3HAETCS] HEUCTIOJHEHHBIM M OCTAETCS Ha KOHTpOJIE.
O06513aHHOCTB I10 €ro UCIIOTHEHUIO COXPaHSIeTCsI 33 UCIIOIHUTEIIEM.

6.18. VYmpaBnenue penaMu aIMUHUCTpALMM MYHHULMIAIBHOIO paloHa
aHAJIM3UPYET COCTOSHHWE U Pe3yIbTaThl UCIIOJHEHUS JOKYMEHTOB (TOpYyYeHUid) U
COCTOSIHME HCTIOJIHUTENBCKOW AUCIUIUIMHBI U HaNpaBiseT rjaBe aJMUHUCTPALUU
MYHULANIAIIBHOTO paiioHa MW PYKOBOAWUTENSIM CTPYKTYPHBIX HOJpa3iesieHUN
OTYETHl O KOJIMYECTBE JOKYMEHTOB, HCIIOJHEHHBIX B CpPOK, HCIOJIHEHHBIX C
IIPOJJIEHUEM CPOKa UCIIOHEHUSI, HE UCIIOJIHEHHBIX, HAXOAIIMNXCS HAa UCTIOJHEHUU
00 AAMUHHCTPAIlMM B LEJIOM, II0 CTPYKTYPHBIM MOJpa3AeieHUusIM H, IIpH
HEO0OXOJIMMOCTH, IO OTJAEIbHBIM UCTIOTHUTEIISIM.

6.19.  AIMUHUCTpauus  MYyHUIUIIAJIBHOTO  paiioHa  €XeMeCSYHO
npencTaBisitoT B AnMmuHucTpaunio IlpaBurtensctBa P/l B anekTpoHHO# dopme
UH(QOPMAIIUIO O pe3ysIbTaTax pacCMOTpeHHs 0OpallleH!i rpak/iaH, OpraHu3anui, a
TaKk)Xe 0 Mepax, MPUHSITHIX 10 TAKKUM OOpallleHUSIM.

VII. PaGoTra ucnosiHuTE/IS1 ¢ AOKYMEHTaMHU

7.1. Opranuzanus paboThl ¢ TOKyMEHTAaMU B CTPYKTYPHBIX MOJApa3IeIeHUsIX
aIMUAHUCTpPAllMM MYHHULMIIAIBHOTO pailoHa OCYILECTBIAETCS Ha OCHOBaHWUU
pe3onouil (opy4eHuii) raBel aIMUHUCTPALMA MYHHUIUIIAJIBHOIO paloHa, ero
3aMecTUTesel,  pyKOBOAMWTENEeHd  CTPYKTYpHBIX  IOApA3LENeHUH,  HMHBIX
JOJDKHOCTHBIX JIUL, HAJEJIEHHBIX COOTBETCTBYOIIUMH IIOJITHOMOYHUSMHU.

7.2. JIOKyMEHTBI, TMOCTyHalollue B CTPYKTypHOE IOApa3feiIEeHUe C
PE30TIOLUAMUA PYKOBOJICTBA, IEepelaloTCcsl PyKOBOAMTENIO MoApaszeneHus. Eciau
JOKYMEHT, MOCTYIIMBIINN Ha UCTIOJIHEHUE B [TOAPa3eIeHUe, HE UMEET OTHOIIEHHUS
K KOMIETEHIIMU MOApa3JeeHUs,, PyKOBOAUTEIb NOAPA3IEICHUs B TOT XK€ JIE€Hb
WM Ha CHAeayrolud pabouuii [eHb BO3BpallaeT €ro B YIIpaBleHUE JelaMu
aIMUHUCTpAllUM  MYHULHUNAIBHOIO paioHa JUIS  pelleHHs  BoIpoca O
IepeHanpaBIeHH ero Ha HCIIOJHEHWe B Jpyroe IofpasjeieHue (Ipyromy
HCTIOJTHUTETIO).

7.3. McrionHeHWe NOKyMeHTa IIpeycMaTpUuBaeT:

cbop u aHaU3 HEOOXOAUMOH HH(OPMALINH;

MOATOTOBKY MIPOEKTA JOKYMEHTa U ero opopMIIeHHUE;
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COIJIacOBaHUE MPOEKTa JOKYMEHTA ¢ 3aHHTEPECOBAHHBIMHU JTMIIAMH;

nopaboTKy TIpOeKTa MOKYMEHTa IO 3aME4aHusAM, I[OJy4eHHBIM B XOJE
COTJIaCOBaHMS U, P HEOOXOIUMOCTH, - IOBTOPHOE COTJIaCOBaHUE);

MOATOTOBKY crHucKa (ykasaTensl) pacChUIKM JOKYMEHTA, €CIH JOKYMEHT
aZpecoBaH IpyIire OpraHu3alnii;

IIPEACTABICHUE TMPOEKTa JOKyMEHTa Ha MOANUCh  (yTBEPKICHHUE)
PYKOBOJZCTBY;

IIOATOTOBKY IOKyMEHTa K OTIPaBKe W Iepeiady KoUK JOKYMEHTa B JIEJI0.

7.4. Ilpu HampaBlieHWM  [JOKYMEHTa  HECKOJBbKAM  HCIIOJHHUTENAM
OTBETCTBEHHBIM 3a IIOATOTOBKY IIPOEKTa MIOKYMEHTa SBJIAETCS WCIIOJIHUTED,
YKa3aHHbI B pE30JIIOLIMH TEPBbIM MWW OOO3HAYEHHBIH B PE30JIIOIUU Kak
OTBETCTBEHHBIN HCIIOTHUTEIb.

7.5. OTBeTCTBEHHBIM WCIOJIHUTENb KMEeT IPaBO JaBaTh IOPYUEHUS
OCTaJIbHBIM HCIOJIHUTENSIM, TPOBOAUTH paboure COBEIIaHUs s BBIPAOOTKH
COBMECTHOI'O pelleHusi. Bce MCIOTHUTEN B paBHOM CTETNEHW OTBETCTBEHHBI 3a
CBOEBPEMEHHOE M KaueCTBEHHOE HCIIOJIHEHUE IIOPYYEHUsS] M Ipe/ICTaBIeHUE
OTBETCTBEHHOMY WCIIOJIHUTEIIO B YCTAaHOBJIEHHBIE MM CPOKH HEOOXOIUMBIX
MaTeprasioB (IMPOEKTOB JIOKYMEHTOB, CIPaBOK). VcoOTHUTETM HE WMEIOT IpaBa
[IPEACTABIATH IIPOEKTHI TOKYMEHTOB PYKOBOAUTEINIO, JABIIEMY IIOPYYEHUE, MUHY I
OTBETCTBEHHOT'O UCTIOJIHUTEIS.

7.6. B ciiydae OTCYTCTBUSI MCIOJIHUTENS (KOMaHIUPOBKA, OTIYCK, OOJIE3Hb)
JOKYMEHT II0 YKa3aHUIO DPYKOBOIUTENS MOAPA3NENIEHUs Iepenaercs APYyroMy
UCIIOJIHUTENIO C 00s3aTeIbHBIM COOOIIEHHEM ero (aMUIUU J1EJI0TPOU3BOIUTEIIO
noapaszeneHus s BHeceHus: uaMeHeHudd B DOPK mokymenta B CDJ] wim uHYIO
pPEruCTPallMOHHO-YUETHYIO hopMy.

7.7. Ilpu yBOJIBHEHUM WJIU TIEPEXO0/ie Ha APYrOod yd4acTOK pabOThI COTPYIHHK
00si3aH cAaThb JOKYMEHTBHl U Jella PYKOBOAMUTEIIO MOAPA3[eNeHUs WM IO ero
yYKa3aHWI0 BHOBb Ha3HAYE€HHOMY COTPYIHHUKY (B cilydae HEOOXOAMMOCTH, - IO
aKTy ImpHueMa-TIepeadn, B KOTOPOM YKa3bIBAIOTCS BUBI A€l (3ar0JIOBKU J1eJ1) U UX
KOJIMYECTBO U KOTOPBIM MOAMUCHIBAETCS paOOTHUKOM, NePeaBIIUM JOKYMEHTHI, U
pabOTHUKOM, IPUHSBIINM JOKYMEHTHI).

7.8. Pe3ynpTraToM HCIOJMHEHUS NOOKyMEHTa SBISIETCS IIPOEKT [IOKyMEHTa,
[IOATOTOBJIEHHBINA UCIIOJIHUTENEM.

[IpoekT  mOKyMeHTa €O  BCEMH  HEOOXOAMMBIMU  MPHIOKECHHSIMH,
HareyaTaHHbIA U 0()OPMIIEHHBIH B COOTBETCTBHUM C MpPaBUIaMHU, YCTaHOBIEHHBIMU
B pa3zene 3 HACTOSIIEH WHCTPYKLMH, WCIIOTHUTENb COIJIACOBBIBAET C
3aMHTEPECOBAHHBIMU TOAPA3ACICHUSIMU U JIUIAMU U, MPU HEOOXOJUMOCTH, C
JIPYTUMU OpraHU3aLUSIMU.

JIOKyMeHTBI, TpelHa3HaueHHble Ui OTIpaBKH, O(QOpMIsIOTCS Ha OrlaHKe
aJIMAHUACTpPAIIMH MYHHUIIUIIATHFHOTO paiioHa YCTaHOBICHHOHN (opMbI. J[j1st oTHpaBKu
JOKyMEHTOB, HE HMEIOIINX aJpeCHOW YacTH, COCTABJISAETCS COIPOBOAUTENIEHOE
IIMCHMO.

Ha noxymeHT, paccpuraemblii Oojiee yeM B ueThIpe ajpeca, HUCIIOIHHUTEID
TOTOBUT CHUCOK PACCBUIKH, OINpeesseT KOJWYECTBO IK3EMIUIIPOB JOKYMEHTa U
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II0CJIE PErMCTpalid O00eCreyrBaeT WM3rOTOBJIEHHE HEOOXOMMMOro KOJIMYeCTBa
KOTIHH.

7.9. UcnionuuTens (OTBETCTBEHHBIA UCIIOJHUTENB) OPTaHU3yeT COTTIaCOBaHUE
(BU3MpOBaHUE) MPOEKTa AOKYMEHTa CO BCEMH 3aMHTEPECOBAaHHBIMH JIUIAMH |
IIPOBOJUT AOPAOOTKY MPOEKTAa.

[Ipy Hanuyuu OOJIBIIOrO KOJWYECTBA 3aMEUYaHWM [0 MpeCTaBICHUS
ZO0pabOTaHHOIO IMpOeKTa AOKyMEHTa Ha IMOANUCH PYKOBOIUTENIIO HCIIONHUTEIND
TOTOBUT CBOJAKY 3aMeuaHudl (MpeIoKeHHH), B KOTOPOH  yKa3bIBaeTCS:
COIEp)KaHWe 3amedaHus (MPeLIoKEHHs), NOJKHOCTh, (aMUIMs JIUIA, JaBILIEro
3aMe4aHue, IPUHATO WIA OTKJIOHEHO 3aMedaHue (ecid 3aMedaHHhe OTKIOHEHO, -
IPUYHHY OTKJIOHEHHS).

7.10. I'locne nopa®oOTKM ¥ MOBTOPHOTO BU3UPOBAHUS (COTIACOBAHUS) MPOEKT
IOKyMEHTa Iepenaercss Ha moamnucanue (yrsepkaenue). Jlo mpeacTtaBieHust Ha
IOJANUCH HWCIOJHUTEIh IIpOBepsieT MPaBUIBHOCTE OGOpPMIIEHUS [TOKYMEHTa,
IPaBUIIBHOCTH O(DOPMIIEHHS aJpecaTa, HaIuuue HeOOXOIUMBIX BU3, IPUTI0KEHUH,
npu HEOOXOJUMOCTH — CIPaBOK, ITOSCHUTEIBHBIX 3allMCOK, pPa3bSICHSIOIINX
collep>kaHue MOATOTOBIIEHHBIX TOKYMEHTOB, JIUCTa (yKa3aTellsl) pacChUIKH.

7.11. IlognucaHHbBIA AOKYMEHT HCIIOJHUTEIb B COOTBETCTBHUU C IOPSIKOM,
YCTAHOBJIEHHBIM HACTOSIIEN MHCTPYKLHEH MO NEJIONPOU3BOJACTBY, IEpeHaeT IJis
perucTpaluu U OTIPaBKUA W/ WK BKIIIOYEHHS B I€JI0.

B coOTBETCTBUM C HOMEHKIATYypOH el HUCIOJHUTENb OIpeneiseT HHIEKC
Jena, B KOTOpoe NOJKEeH OBITh BKIIFOYEH JOKYMEHT.

7.12. B xone ucnionHeHus] JOKyMEHTa UCIIOJHUTENIb UMEET MIPaBO MpeaJiaraTh
U3MEHEHUE CpOKa HCIOJHEHHUS, €CIM OTCYTCTBYIOT peallbHble YCJIOBUS
UCIIOJIHEHUS TOKYMeHTa (Mopy4eHHus), JeJlaTh TIOMETKH Ha JOKYMEHTe O BpeMEHHU
ero TOCTYIUICHHs, O JaraX MPOMEXKYTOYHOTO KOHTPOJS, TeledOHHBIX WU
MTUCbMEHHBIX 3aIlpocax, O 1aTe U pe3yJbTaTe OKOHYATEIbHOTO UCIIONHEHHUS.

7.13. UcnonHuTenb HE UMeeT IpaBa pa3lilalllaTh COAEpKaHUe MOCTYIUBIINX
K HEMy JOKYMEHTOB U IOJITOTOBJIEHHBIX MPOEKTOB CIyKEOHBIX IOKyMEHTOB, C
HUMU MOTYT OBITH O3HAaKOMJIEHBl TOJIBKO JHIA, HMMEIOIIHE OTHOLIEHHE K HX
UCIIOJIHEHUIO.

VIII. lokyMeHTaJabHBIN (POHA aIMHHHCTPALHH
MYHHIUNIAJBHOIO paiioHa

8.1. PazpaboTka u BejeHHe HOMEHKJIATYPHI eI

8.1.1. Opranu3zanus TOKyYMEHTOB B JIeJIOIPOU3BO/ICTBE IIPeACTaBisieT co00H
COBOKYITHOCTH ~ BHJIOB  paboTr, oOeclneyuBaroOllUX  COXPAaHHOCTh,  YyYerT,
CHCTEMAaTH3allMI0 JIOKYMEHTOB, (QopMHpoBaHHE U OQOpMIIEHHE Jel B
IIeJIONPOU3BOICTBE M UX Mepeiauy B MyHULIUIATBHBIN apXuB (zanee — apXuB) B
COOTBETCTBMM ¢  TpeOOBaHMSMH, YCTAaHOBJIEHHBIMH  IOCYIapCTBEHHBIMU
CTaHIapTaMH Ha JTOKyMEHTHI, HOPMATUBHBIMU IIPaBOBEIMH akTamMu DenepasibHOTO
aApXUBHOT'O areHTCTBA, a TAK)Ke COOTBETCTBYIOLIMMH HOPMATUBHO-METOAHYECKHUMHU
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JTOKyMEHTaMU 110 apXUBHOMY [I€]ly U J€JIONPOU3BOICTBY.

8.1.2. B 1e/sx XpaHeHus, OUCKa U UCTIONB30BaHKs JOKYMEHTOB Ha OyMaXHOM
HOCHTENe W 3JIEKTPOHHBIE TOKYMEHTHI (OPMUPYIOTCSI B Jiefla B COOTBETCTBHUHM C
HOMEHKJIATyPOU JIET.

Homenknarypa nen 3akperuisier KiaccupuKauo (MpyHIupOBKY ) UCIIOTHEHHBIX
JOKYMEHTOB B JieNa (3JIEKTPOHHBIE JIeNla), CACTEMATU3ALIMI0 U UHAEKCALIMIO e, CPOKU
VX XPaHEeHHUS U SIBISIETCSI OCHOBHBIM YYETHBIM JJOKYMEHTOM.

Homenknarypa gen sBIsS€TCS OCHOBOM Ui COCTaBJIEHMSI OIUCEeH [l
TIOCTOSTHHOTO, BPEMEHHBIX (CBBIIIE 10 JIET) CPOKOB XpPaHEHUS U T10 JIMYHOMY COCTABY,
AKTOB O BBIJIEJIEHUH K YHUYTO)KEHUIO TOKYMEHTOB C UCTEKIIMMU CPOKaMH XpaHEHUs, a
TaKoKe IS ydeTa Jien BpeMeHHBIX (110 10 J1eT BKITIOUNTEIEHO) CPOKOB XpaHEeHHS!.

8.1.3. HomeHkmarypa men aIMUHHCTPallMd MYHUIMOAJIBHOIO pakoHa
COCTaBIISIETCSI HA OCHOBE W3y4YeHHWs] COCTaBa M COAEP)KaHWUS JOKYMEHTOB,
o0pa3yroluxcsl B IeATeIbHOCTH OpraHu3alliy, BKJIFOYash JOKYMEHTBI, IIOCTyIatOIIe
U3 IPYTUX OpraHU3aLUi.

8.1.4. Ilpu cocraBieHMM HOMEHKJIATYPBI NeN CIeIyeT PYKOBOJICTBOBATHCS
[lTonoxxeHueM O  agIMUHHCTpAllMd  MYHULMIAIBHOIO  palioHa,  CTPYKTYp
aJIMAHUCTpAIIMH, TIOJIOXKEHUSIMU O CTPYKTYPHBIX IOJpa3AeNeHUsX, IITaTHBIM
pacrnmcaHueM, TUTaHAMH B OT4eTaMd O paboTe aaMUHUCTpPAlMM MYHULUIAIBHOIO
pailoHa, HOMEHKJIATypOW Jejl 3a [POLIeNIINM TI0L, HOPMAaTUBHBIMH aKTaMH
aJIMAHUCTpAlMi MYHUIUIATHHOTO paiioHa, colepiKallliMU CBEIeHHUs O JTOKYMEHTaX,
oOpasyrommxcsi B JESTENbHOCTH aIMUHUCTPALlMM MYHUIMIAIBHOTO pPatoHa,
NIEPEUHSIMU JTOKYMEHTOB C YKa3aHHUEM CPOKOB UX XPaHEHUSI.

8.1.5. B HOMeHKiIaTypy [nen BKIIOYAIOTCS BCE JIOKYMEHTBI, OTpaKarollue
IeATeNIbHOCTh CTPYKTYPHBIX IOJpasfelieHid aJIMUHUCTPALU MyHHLHIIAIBHOIO
paifoHa B TOM 4YHCJIE JOKYMEHThl OTPaHWYEHHOIO MOCTYINa, PErMCTPALMOHHBIE U
yUYEeTHBIe JKypHAJIbl U KapTOTEKU, B HEOOXOMUMBIX CIy4asX - KOIWUU JTOKYMEHTOB.
JIOKyMeHTBI, CO3/1aHHbIE B 3JIEKTPOHHOM (POpMe, BKIIHOYAIOTCs B HOMEHKJIATypy el 10
TEeM JKe MTPaBUJIaM, YTO U JJOKyMEHTHI Ha OyMa)KHOM HOCHUTEJIE.

8.1.6. CBojgHass HOMEHKJIATypa JAed aIMUHUCTPALUU MYHULUIAIBHOIO
palioHa COCTaBIsSIeTCS JIMIIOM, OTBETCTBEHHBIM 3a apxXUB aJIMHUHHUCTpaluU
MYHUIIMTIAIBHOTO paiioHa, Ha OCHOBE HOMEHKJIATyp Jel CTPYKTYPHBIX
noapazaeneHuid  mo  ¢opme, ycraHoBieHHod — [IpaBunmamu = XpaHeHHS,
KOMILIEKTOBaHWUS, ydeTa U HUCIOJIb30BaHUs TOKYMeHTOB ApxuBHoro ¢gouna PO u
OPYTUX apXUBHBIX JOKYMEHTOB B OpraHax MECTHOI'O caMOYIIPaBJIEHHUs. |

8.1.7. HowmenkmaTypa nen aIMUHHUCTPAllMM MYHULMNAIBHOTO paloHa
MOAMNMUCHIBAETCSl  HA4YaJbHUKOM  YTIIpaBlIeHWs  JAelaMy  aJMUHHUCTPAluu
MYHHULIATTAIIBHOTO paliOHa, BUBUPYETCS OTBETCTBEHHOU 3a apXUB, COIVIACOBBIBAETCS
C DKCITEpTHOM KoMHccHuedt MuHucrepcTBa, MUHUCTEPCTBO SIBIISIETCS HCTOYHUKOM
komruiektoBanuss [KY «II'’A PJl», oguH pa3 B 5 JeT NpencTaBisieTCs Ha
cornacoBanue DI IK MunucrepcerBa roctunuu P/

BHOBb co3maHHOe WM peopraHU30BaHHOE MOJApa3felleHue JOJDKHO B
MECSYHBIN CPOK pa3paboTaTs HOMEHKIATYPY AeJl U IIPeJCTaBUTh €€ B YIIpaBjeHue
JeaMu aIMUHUCTPALIUH.
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8.1.8. Howmenxkmarypa pmen, cormacoBanHas c¢ OIIK Munrocra PJI
yTBEP)KIAETCS TJIABOW aJIMHUHUCTPALMKA MYHHULMIIAJIBHONO pailOHA U BBOJUTCS B
JeucTBUe C¢ 1-ro siHBaps mpencrosiniero kaneHaapHoro roxa. CormacoBaHHas ¢
OIIK Muntocra PJI HOMeHKIaTypa el B KOHIE KaXIOTO Toja YTOYHSIETCH,
IIeperevyaTblBaeTCs, YTBEP)KAAeTcs IJ1aBOM aIMUHHUCTPALUUd MYHHUIUIIAIBHOTO
paiioHa ¥ BBOAUTCS ¢ | SSHBaps MpeCcTOsIIIEero KaleHAapHoTo To/a.

Pasnensl B cBOJHOM HOMEHKIAaType el MHMHUCTEPCTBA COOTBETCTBYIOT
Ha3BaHUAM IOAPA3CICHUN M paclonararTcss B COOTBETCTBUU C YTBEPKIEHHOM
CTPYKTYpoii MUHHCTEPCTBA.

8.1.9. CBonHas HOMeHKIIaTypa Jen mneudataeTcs B 4 sk3emiuisipax. [lepBrrit
YTBEP)KJIEHHBIA JK3EMIUISIp SBISIETCS [OKYMEHTOM TIIOCTOSIHHOTO XpaHEHHUs U
BKJIFOYAeTCs B JI€JI0 OTJeNa, BTOPOU — HCIOJB3YETCSl B YIPABICHUSIX B KadecTBE
pabouero oJK3eMmIULIpa, TPEeTHH — TepefaeTcsi B apXWUB aIMHUHHUCTpAIUU
MYHULUANIAIBHOTO parioHa, 4eTBepThlii xpanurcs B ['KY PJI «lleHTpanbHbIl
rocyfgapcTBeHHbIN apxuB PecryOnuku Jlarectany.

Pabounii 3x3eMIIIsIp HOMEHKJIATYPhI Jell MOXET BEeCTHUCh B 3JIEKTPOHHOM
BUJIE.

8.1.10. I'padpl HOMEHKIIATYPBI JIeJT 3aMOJIHSAIOTCS CIEeIYIOIUM 00pa3oM (CM.
[Tpunoxxenue Nel0):

B rpadge 1 mIpOCTaBISIIOTCS HMHAEKCHl KaXIOro Jeja, BKJIIOUEHHOTO B
HOMEHKJIaTypy. MHIOEKc aena COCTOMT K3 YCTaHOBIEHHOIO B MUHHCTEpCTBe
G poBoro 0603HaAUECHHS CTPYKTYPHOTO IMOApa3eeHus] U MOPSAKOBOTO HOMepa
3aroJI0BKa JeJ1a 10 HOMEHKJIAType el B Ipefesiax CTPYKTYPHOI'O MTOApa3ieIeHuU .
Wupekcsl nen o6o3Hauarorcsi apabekumu mudpamu, Hanpumep: 10-04, roe 10 —
MHJIEKC CTPYKTYpHOTIo noapaszaesienus, 04 — mopsAKOBBII HOMEp Jielia.

B HOMEHKIIaType [e peKOMEHAYETCsl COXPAHITh OAMHAKOBbBIE MHIEKCHI IS
OJHOPOJHBIX JIEJI B IIpe/iesiaX Pa3HbIX CTPYKTYPHBIX IIOApa3eIeHUN;

B rpady 2 BKIIOYAIOTCS 3aroJOBKH Jell (TOMOB, 4acTeil). JIoKyMeHTHI B
HOMEHKJIaType AeN paclojararoTcsl MO CTENeHM 3HAYMMOCTH M 10 Ha3BaHUSM.
Brauane pacrionarairoTcsi 3arojIoOBKM e, COJEp)KalllUX OpraHU3alMOHHO-
pacnopsIuTeNbHYI0 JOKYMEHTALUIO, ajiee - MJIaHOBble U OTYETHBIE JOKYMEHTHI,
IiepenucKa 1 T.J.

3arooBOK Jefa IO0JDKEH YeTKO, B 0000IIeHHON GopMe OTpakaTh OCHOBHOE
colep)XkaHMe M COCTaB JOKyYMeHTOB jena. He nomyckaercs ymnoTpebGiieHue B
3aroJioBKe Jejla HeKOHKPETHBIX (OpMYJIHPOBOK («pa3Hble MaTepHalbDy, «00IIas
Iepenucka» U Jpyroe). 3arojlOBKA JeJl MOIyT YTOYHATBCS B IIpoLecce
GopmMupoBaHus nen. 3aroioBOK Jejla COCTOUT U3 3JIEMEHTOB, PAcIioaraeéMbIX B
CIIEAYIOIIEH MOCIeIOBATEIFHOCTH: Ha3BaHUe BUa Aena (KypHall, IepernucKa) Uik
pPa3HOBUIHOCTH JOKYMEHTOB (IIpMKa3bl, aKThl); Ha3BaHWE aIMUHUCTpAIlUU
MYHULUIIATPHOTO paliOHa WK €ero CTPYKTYpHOIO TIoApa3jeieHus (aBTOp
JOKYMEHTa); Ha3BaHUe OpraHU3aIliK, KOTOPOW OyIyT aApecoBaHbl MU OT KOTOPOH
OylyT TIOJNydeHBl JOKyMeHTBl (agpecaT WIM KOPPECHIOHIEHT); KpaTKOe
coJiep)KaHue JOKYMEHTOB Jiefa; aaTa (Iepruos), K KOTOPBIM OTHOCATCS JOKYMEHTHL
nena.
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B 3aromnoBkax nein, comep)kalluX JOKYMEHTHI I10 OJHOMY BOIIPOCY, HO HE
CBS3aHHBIX IIOCJIEIOBATENILHOCTRIO UCIOJHEHUA, B KAyeCcTBE BUIOA [I€la
yIoTpeONIsieTcsl TepMUH «JIOKYMEHTBI», a B KOHIIE 3arojoBKa B CKOOKax
YKa3bIBalOTCSI OCHOBHBIE PA3HOBUIHOCTH JOKYMEHTOB, Hampumep: «JIOKyMEHTHI O
... (TI71aHBI, aKThI, JOKIAIBI)».

B 3aronmoBkax nen, copepxampx MEpernucKy, yKa3bIBaeTCsd C KEM H II0
KaKkoMy BOIIpoCy OHa BezxeTcs. Eciu mnepenucka BeAeTcsl C OJHOPOIHBIMU
KOPPECIIOHIEHTaMHU, [TOCJIETHUE HE YKa3bIBAlOTCSI, YKA3bIBAETCS TOJBKO MX oOIee
BUI0BO€ HaszBaHue: «llepemucka ¢ opraHaMM HCIOJHUTENIBHOH  BIIACTH
PecniyGmuku JlarectaH Mo OCHOBHOM JIeSTEIBHOCTH.

Ecnu xoppecnoHIeHTHl pa3HOPOIHBIE, TO IOCJIeIHHE HE TEePEeUHUCIISIOTCS,
HanpuMep: «llepenucka ¢ opraHu3anusMUA 10 OCHOBHOU JI€SATEIbHOCTI.

Ecnu xoppecnoHIEHT OJWH, TO OH YKa3bIBAaeTCs B 3arojioBKe, HaIpUMep:
«Ilepenucka ¢ MuHucrtepcTBoM oOpazoBaHusi Poccuiickoit @Denepanuu 10
OCHOBHOM J€SITeTbHOCTH.

B 3arosoBkax Jen, comepiKaiiux IIaHOBYIO HJIH OTUETHYIO JTOKYMEHTAIlUH,
yKa3blBaeTcs Nepuof (Tol, KBapTall, Mecsll), Ha (3a) KOTOPBIM COCTaBIICHBI ILJIaHbI
(oTueThI);

rpaga 3 3anoHsAeTCs 10 OKOHYAaHUU KaJIeHIAapHOIO ro/a;

B rpacde 4 yka3pIBaeTCsl CPOK XpaHEeHUs Jea;

B rpade 5 «IIpumedanue» NPOCTABISIOTCS OTMETKA O 3aBeJCHHH eI, O
[epPeXOsIlnX [eNax, O BbIACJICHUU [ell K YHUUTOXKEHHUIO, O COTPYIHUKaX,
OTBETCTBEHHBIX 3a (OpPMUPOBAHUE JeJ, YyKa3bIBAIOTCS Ha3BaHHUS IepedHel
JOKYMEHTOB, UCIIOJIB30BaHHBIX IIPU OIIPeIe/IEHUN CPOKOB XpaHEHHUS .

8.1.11. Ecnu B TeueHue roga B aAMUHUCTpPALIMM MYHULUIIAJBHOTO palioHa
BO3HUKAIOT HOBBIE JOKYMEHTHUPYEMble y4acTKu pPabOThl, HE MPeryCMOTpPEHHBIE
nena, OHU JOIOJIHUTEIBHO BHOCSTCS B HOMEHKJIATYpY nell. s BHOBb 3aBOIUMBIX
IIeJT B Ka)KJIOM pa3jielie HOMEHKJIATyphl J1eJl OCTaBJISIIOTCS pe3epBHbIE HOMeEpaA.

[Io oxOHUaHWU roia B KOHIIE HOMEHKJIATYPBI eIl 1eJIaeTCsl UTOTOBasl 3auch
O KaTeropusiX ¥ KOJIMYECTBE 3aBEICHHBIX Je.

8. 2. ®opmupoBaHuUe 1€ H UX TEeKyIllee XpaHeHHe

8.2.1. ®@opmupoBaHHeM [Jed SBISIETCS T[PYHIIMPOBKA HCIIOJHEHHBIX
JOKYMEHTOB B Jilejla B COOTBETCTBHM C HOMEHKJIATypOW Jesl M CHUCTeMaTh3alus
JOKYMEHTOB BHYTPH JIeJia.

Jlenra B aJAMUHUCTpallMM MYHULHUIAIBHOTO pailioHa (opMUpYIOTCS B
CTPYKTYPHBIX  MOApa3JeeHUsIX  COTPYAHUKAMH, OTBETCTBEHHBIMU  3a
JEJIONPOU3BOCTBO.

Meronuueckoe  pyKOBOJACTBO M KOHTPOJb  3a  NPaBWIBHOCTBIO
dopmupoBaHuss u“  odoOpMIIeHHS ~ Jed  OCYILIECTBISAETCS  CIIELUAIUCTOM,
OTBETCTBEHHBIM 3a apXUB.

[TonHOCTBIO MCIOJHEHHBIE TOKYMEHTBI HCIIOJIHUTENEM (OPMHUPYIOTCS B
neino. Homep nena, B KoTopoe AOMKEH OBITH MOAIIAT IOKYMEHT, OIPEesseT
UCTIOTHUTENh. Ha mokyMeHTe mpocTaBistoTcs OTMeTKH «B memo Ne »,
JaTa, OAMKUCH UCTIONHUTES, paciIu(ppOBKa ITOIMUCH.
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8.2.2. Ilpu dopMupoBaHUM €1 HEOOXOJUMO COONIIOAATH CIIEAYIOLIHE

IpaBuiia; B Jiella MOMEIaTh TOJBKO HCIIOJHEHHbIE, MPABUIBHO O(OPMIICHHBIE
JOKYMEHTBI, OTHOCSIIMECS K OHOMY BOIIPOCY 3a KaJIeHJAapHBIA roJ (MCKIIoUeHHe
COCTABJISIIOT TEPEeXOMsIIue Jena); Jejia MOCTOSHHOTO W BPEMEHHOI'O XpaHEHHUS
GopMHpyIOTCS  pa3feNbHO; JOKYMEHTHl BHYTPH Jella paclojararoTcst B
XPOHOJIOTUYECKOU,  BOIIPOCHO-JIOTHUYECKOW  IOCIEeIOBATEIBHOCTH  HJIM  HX
COYETaHHH; B Jejla He IIOMEINar0TCsd YEPHOBUKH, JIMIIHUE 3K3eMIUIIphl. [Ipu
HaJIM4MU B Jiesie OOJIBIIOrO KOJMYECTBA JIUCTOB JeJia MOApa3AessstoTCsS Ha TOMA,
MHEKC M 3arojI0BOK JIeJia MPOCTABIISETCS HA KAKIOM TOME C 100aBIeHUEM «T. 1»,
«T, 29,

8.2.3. PacnopsimurensHble JOKYMEHTHI TPYIIUPYIOTCS B Aeja MO BUAAM H
XPOHOJIOTUU C OTHOCSIIIMMHUCS K HUM MMPUIOKEHUSIMHU.

[IpoToKOnBl KOJMJIErMU TPYHINUPYIOTCS C€ MPWIOKEHUSIMU K HHUM U
pacriojiararoTcs B Jiejie B XpOHOJIOTUYECKOM TMOPSALIKE [0 HOMEpaM.

[TonmoxxeHust, WHCTPYKIUMU, YTBEP)KIACHHbIE HOPMATHUBHBIMU IIPABOBBIMHU
aKTaMU, SIBIISIFOTCS] IPUJIOKEHUSIMUA K HUM U TPYIIIUPYIOTCS BMECTE C YKa3aHHBIMU
akTamu. Eciy ke OHU yTBepIK[I€HBl B KQYECTBE CaMOCTOSITEIBHOIO JTOKYMEHTA, TO
VX TPYNIUPYIOT B CAMOCTOSTENIbHBIE JeJa.

[lopy4deHus BBILIECTOSAIIMX OPraHU3alUid U JOKYMEHTHI 110 UX UCIIOJHEHUIO
IrpyNOUPYIOTCSL B Jejla IO HaIlpaBlIeHUSM JAESTeIbHOCTH aJIMUHUCTPAIlUU
MYHHULUIIAJIBHOI'O paiioHa.

PacnopsikeHuss 1o JMYHOMY COCTaBy TIPYNIUPYIOTCS OTAEIBHO OT
pacHopsKEHUM 110 OCHOBHOM JESTEIbHOCTU. PaclopshkeHHss O Ha3HAueHUH,
nepeMelleHUH, YBOJIbHEHUN cOoTpyAHUKOB (Xpansiuecs 50 setr (¢ 2003 roxma))
TPYNIUPYIOTCS OTAENBHO OT paclopsDKeHUH 00 OTIycKax, KOMaHIWPOBKaXx,
MOOUIPEHUSIX, AUCIUIIMHAPHBIX B3BICKAHUSX U T.A. (3TH TMPUKa3bl XpaHITCS S
JIET).

[l1a#bl, OTYeTHl, cMeThl (OPMUPYIOTCS OTAEIBHO OT MPOEKTOB 3TUX
NOKYMEHTOB U JOJDKHBI XPaHUTBCS B Jejlax TOro roja, Ha KOTOPBIA OHU
COCTaBJICHBI.

[lepenucky ¢ ydpexAeHUSIMHU U FpakJaHaMU cieayeT IpyIIupoBaTh B Jeia
3a IepUOoJ] KaJleHJapHOro roja.

B neno nepenucku mOMeENIArOTCSl BCE NOKYMEHTBI, BO3HHUKIIHAE B XOJIE
pemieHus Bompoca. Ilepemucka cHCTEMaTHU3UPYETCS B XPOHOJIOTUYECKOU
[IOCJIEJOBATEIBHOCTU: JIOKYMEHT-OTBET IOMeEIaeTcs 3a JOKYMEHTOM-3aIllpOCOM.
[Ipr BO30OHOBIEHHMH IIEPEUCKH 110 OIpeJeIeHHOMY BOMIpPOCY, HaudaBIIeHCsS B
IpEeBbIAYIIEM IOy, JOKYMEHTHI BKIIIOYAIOTCS B JI€JI0 TEKYIIEro roja ¢ yKkazaHueM
MHJIeKCa MPeablIyIero roaa.

JluneBble cyeTa paOOTHUKOB aJIMHHUCTpAllMd MYHULMIAIBHOIO panoHa
IPYIIUPYIOTCS B CaMOCTOSITENIBHBIE Jeja M pacloyiararoTcs B HUX CTPOro B
nopsiike andaBuTa 1o GaMuIusIM, UMeHaM U OTYECTBAM.

8.3. [loaroroBKka JOKYMEHTOB H JeJI K NlepeJade Ha apXHBHOE XpaHEeHHe

8.3.1. C MoMeHTa 3aBe[leHUsI U IO Iepefaddl B MyHHUIIUIIATbHbBIN apXuB (MIx
YHUYTOXXEHUS ) JIela XPaHATCs 10 MeCTy UX (hOPMUPOBAHHUSL.
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Jlena cUYMATAOTCS 3aBeJICHHBIMM C MOMEHTA BKJIIOYEHHMS B HHUX II€PBOIO
WCIIOTHEHHOTO JOKyMeHTa. I10ciie NCTIONHeH S JOKYMEHTOB 1 OKOHYaHHUs padOThI
C HUMHU OHM ITOMEIIAI0TCS B TBEP/Ible 00JI0KKY WITH TalKU-PEeTrUCTPaTOPHI.

PykoBomuTenu CTPyKTypHBIX TOJpa3fielieHud U COTPYIHUKHA HECyT
OTBETCTBEHHOCTH 32 COXPAHHOCTh JOKYMEHTOB U JEI.

Jena HaxomsaTcs B paboumx KOMHATax WM CHENHATbHO OTBEIEHHBIX
IIOMEIIeHUsAX, pacnojaramTcss B mkadax, celdax B COOTBETCTBUH C
HOMEHKJIATYpOU JIell.

B mensix moBbIIIeHKs ONIEPATUBHOIO TIOKMCKA IOKYMEHTOB BCE JIeNia XPaHATCS
B mKadax B BEPTUKAJIBHOM TOJIOKEHUH, B KaKIOM IIKady MOJDKHA OBITH KOTIHS
(MM BBINTMCKA) HOMEHKJIATYPBI OeJ, XPaHSIIAXCS B 3TOM IIKady; Ha KOpEeLIKax
00JI0KeK JIeJT YKa3bIBatOT UHAEKCHI e I 00JIerdeHusl TIOUCKa Jell.

PaGoTHukM mompazmeneHui aIMUHUCTPAIlMKM MYHHUIUIIAIBHOTO paiioHa
XpaHAT y cebsl Ha CTOoJIe TOJIBKO TOKYMEHTBI, HaXOASIIHecs] Ha UCTIOJHEHUN.

[ena, Haxonsuecs Ha TeKyllleM XpaHeHWU, MOoJiexaT ydery. B ciydae
yTpaTbl JTOKYMEHTOB U JeJl IIPOBOAMUTCS CIIy)KeOHOe paccieioBaHue, II0
pe3yibTaTaM KOTOpPOIr'o JIMLO, BUHOBHOE B yTpaTe, HECeT OTBETCTBEHHOCTH B
YCTAHOBJIEHHOM ITOPSIIIKE.

8.3.2. Beimaua nenm paGoTHUKAM APYTUX MOApa3aeeHU He MPOU3BOIUTCS.
[Ipu HEOOXOIUMOCTH, BBIACTCS KOIMHUS JOKYMEHTA.

CTOopoHHMM oOpraHu3alMsIM Jejla BBIJAIOTCS C pa3pellieHus IJIaBbl
MYHULUINIAJIIBHOTO paliOHa WM €ro 3aMeCcTHTesed MO aKTaM Ha OCHOBaHUH HX
[IUCBMEHHOTO 3arpoca.

U3paTHe OOKYMEHTOB H3 Jiell MOCTOSIHHOTO XpaHeHUs JOIIyCKaeTcs B
UCKJIFOUUTENBHBIX  Clydasix U  IPOU3BOAUTCS C  pa3pelleHus  IJaBbl
MYHHUIIUTIATBHOTO paiioHa ¢ 00s3aTeNbHBIM OCTAaBJICHHEM B [Iejie 3aBEPEHHOU
KOIIUU JOKYMEHTA U aKTa O IPUYMHAX BbIJIA4U MOAJTUHHUKA.

8.3.3. IloaroroBka gen K nepefaade Ha XpaHEHWE B MyHULUNAJIbHBIA apXUB
U Ha YHUUTOXKEHUWE TIpeJycMarpuBaeT paboTy, KOTopas IPOBOIUTCS B
noApa3feeHusIX aIMHUHUCTPAIlUA MYHUIIUTIIATFHOTO palioHa W BKIIOYAeT B ceOs
CIEeAyIOIIMe JTalbl: MPOBeJeHUE 3KCIEPTHU3bl LEHHOCTH AOKYMEHTOB; IIOJHOE
odopmIleHHE e, COCTaBlIeHHe OMMCEN JIeN; COCTaBIeHHe aKTOB O BBIICIEHUU K
YHUUYTOXEHUIO JEJ C UCTEKIIIUM CPOKOM XpaHEHHUs.

DTta paboTa MPOBOIUTCS B COOTBETCTBHH C Hacrosued MHcTpykiuehd u
BBITIOJTHSIETCS PA0OTHUKAMHU TOJApa3elieHu aJIMUHUCTpPAlUU MYHHULIUIIAIBHOTO
paiioHa.

KoHTpoIb BBITIOJTHEHHS BhIIIIEYKa3aHHBIX Pa0OT U METOAUYECKYIO MOMOIIb
NOApa3AeeHusIM aIMHUHUCTPAllMd MYHMIMIAJIBHOIO paioHa OCYILIECTBIISIET
VYrpaBieHue fenaMyu aAMAHUCTPALIMM MYHULUMITAIIBHOTO pailoHa.

8.3.4. B 3aBUCHUMOCTA OT CPOKOB XPaHEHHUsSI MNPOBOIAUTCS IIOJHOE WIIH
yacTuyHoe odopmienue gen. llomHomy odopmieHuro Imomyexar —Jeia
MIOCTOSIHHOTO, BpeMeHHOTo (cBbimie 10 jeT) XpaHEeHUS U MO JUYHOMY COCTaBy.
[TomHOEe odopmiteHHEe fena mpeaycMaTpuBaeT opOpMIIEHHE PEKBU3UTOB O0JIOKKH
Jiera 1o yCTaHOBJIEHHOM (popMe; HyMepallHio JIUCTOB B JIelle; COCTAaBJICHUE JINCTa-
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3aBepUTeNIS JleJla; COCTaBIeHHE B HEOOXOAMMBIX CIy4asX BHYTPEHHEH OIHUCH
JIOKYMEHTOB JieJla; MOIMIMBKY WM TEPEIUIeT Jejia; BHECEHHE HEOOXOAMMBIX
YTOYHEHU B PEKBU3UTHI OOJIOKKH Jierna.

8.3.5. Ha o0Onoxke pgena yKa3bIBalOTCS PEKBU3UTHI: HAWMMEHOBaHUE
aIMUHHCTpAllUM MYHUIUIAIBHOTO palioHa W CTPYKTYPHOTO IOJpa3/iesieHus,
ZIeJIONIPOU3BOCTBEHHBIN HOMEp (MHIEKC) JieNa, 3arojioBOK Jiefa; Aarta aena (Toma,
4acTH); KOJIMYECTBO JIMCTOB B JleJie; CPOK XpaHEeHHs Jella U HOMEp CTaThH II0
nepeyH:o; apxuBHbI mudp aena ([Tpunoxenne Noll)

Ha o0noxke 3aBeNeHHBIX el JOJDKHBI OBITH IPOCTABIIEHBI CIIENYIOLINE
PEeKBU3UTHL:

HaVMEHOBaHHe aJMUHUCTpAIlMM MYHHULMIIATHHOTO paioHa — yKasbIBaeTcs
MIOJIHOCTBIO, B UMEHHUTEIBHOM Majexe. B ciydasx, korga B TeueHHe roja, 3a
KOTOPBIM TOTOBSITCSI Jena, aJIMHUHUCTPalXs MYHULHUIIAIBHOTO paiioHa  ObLIO
IlepeuMeHOBaHoO (Mpeobpa3oBaHO), U 3TO He BBI3BAJO BO3HUKHOBEHHUS HOBOTO
donnoobpazoBarensi, MOH CTapblM ee HAaWMEHOBAaHWEM IHUINETCS ¥ HOBOE
HaMeHOBaHUEe, HANMEeHOBaHHWEe CTPYKTYPHOTO MOJApa3IeIeHus (3aIUChIBACTCS eTo
Ha3BaHUE B COOTBETCTBUU C YTBEPXKIEHHOU CTPYKTYpOH);

JIeJI0IIPOU3BOJICTBEHHBIN HOMEp (MHAEKC) Mena — IpocTaBisieTcs HudpoBoe
obo3HayeHHWe (MHAEKC) Jena II0 HOMEHKIAType [ell; €ClIH JeJl0 COCTOUT U3
HECKOJIbKMX TOMOB, TO Ha 00JIOJKKE [IEPBOr0 TOMa yKa3bIBaeTCs KOJIUUYECTBO TOMOB
3TOrO Jeja, a Ha IOCIeAyIOIUX TOMax — HOMep o4epeJHOro ToMa, Ha IocjeIHeM
TOMe II0CJIe ero HoMmepa A00aBIsieTCs CJIOBO ITOCIIETHUN,

3arojIOBOK (HaWMEHOBaHUE) Jella — MEePEeHOCUTCS W3 HOMEHKIIATYphl Mell,
COIIACOBAaHHOM € AKCIIEPTHO-IPOBEPOYHON KOMHUCCHEH (B HEOOXOIMMBIX CITydasx
B 3arojOBOK BHOCSTCS YTOUHEHHUS: HOMepa PaclOpsDKeHUN, IIPOTOKOJOB U [Ip.).
3aroloBOK [Jena JOJDKEH OBITh KpaTKUM U B TO JK€ BpeMs IIOJIHO PacKphIBAThH
COJep)KaHUe IMOJALIUTHIX B NIE€JI0 JTOKYMEHTOB. B 3aroioBke yKa3bIBalOTCS BHJIBI
UMEIOIINXCs B Jlejle JOKYMEHTOB, MX aBTOp M IO KakoMy OHH Bompocy. Eciu
HaVMEHOBAaHUE JleJla He PacKphIBaeT COAEp)KaHUe MOJIIUTHIX B HEM JOKYMEHTOB
(«Paznas mepenucka», «llepernucka mo obmum BompocaM» M T.II.), COCTaBISETCS
HOBOE€ HaMEHOBaHUe, OTpakarolllee Colep)kaHre MOAIMINUTHIX B Jiesle TOKyMEHTOB,
1 o0s0xKa nena nepeodopmisercs. Eciau gemy Henb3sl 1aTh OAHO 00Illee KpaTKoe
HalMEHOBAaHMWE, TO 3aroJIOBOK COCTaBIseTCS IIyTeM OOOOIIEHUsS CXOTHBIX
AJOKYMEHTOB HUJIK IIEPECHUHUCITICHUA HauboJjee Ba’>XHBIX,

JaTa Jejla — YyKa3bplBarOTCs Tof (bl) 3aBeleHMsT M OKOHYaHHUS Jelia B
TeTOTIPOU3BOICTBE. Haroi Iern, COJIepIKaIUX PacCIOPSIIUTENBHY O
TOKYMEHTAIMIO, a TakK)Xe JUISl JIeJI, COCTOSIIUX M3 HECKOJBKUX TOMOB (4YacTei),
SBISIIOTCS. KpallHWe [aThl OKyMEHTOB [eia, T.e. JaThl (YHUCIO0, MECSI], TOJ)
perucTpanuu (COCTaBICHMsI) CaMOr'0 paHHEro U caMoro IO3JHEro JOKyMEHTOB,
BKJIFOUEHHBIX B Aeno. IIpu atoM yucio (mByms nudpaMu) U roa 0003HAYAIOTCS
apabckuMu LU(ppaMK, Ha3BaHHWE Mecslla MUIIeTcs cioBaMH. Ecimu B geio
BKJIIOYEHBI JTOKYMEHTHI (IIPUIOKEHUS U T.II.), JaThl KOTOPBIX BBIXOIAT 3a KpalHUe
JaThl Jesa, TO MOJ AaTaMU Jeja, C HOBOW CTPOYKH JAernaeTcs: o0 3ToM 3amuck: «B
7iejle IMEIOTCSI JOKYMEHTHI 3a... rof (bl)». JlaTel nema MOTyT HE yKas3bIBaThCS Ha
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0011I0XkKKe JIeJ, CoJepIKallluX, HarpuMep, FoOJ0Bble IIaHbl U OTYETHl, TaK KaK OHU

OTPaXXarOTCs B 3ar0JIOBKaxX Jell.

Jns gen, chopMUPOBAHHBIX U3 JOKYMEHTOB 0 HOMHHAJIBHOMY IMPHU3HAKY,
TO €CTh II0 BHJAM JIOKYMEHTOB (IIpHKa3bl, PACIOPsLKEHUs, aKThl U T.II.), aTOH
Hayaja Jejla SABJISETCs Jara IOANUCAHWS WIM YTBEPXKACHHUS CaMOro paHHEero
JOKyMEHTa, a JaTOW OKOHYaHUs — JaTa MOANUCAaHUS (YTBEPKIEHHUS) CaMOTro
IO3JHEr0 JOKyMeHTa. JlaTod pena, comep)kalllero IPOTOKOJIBI 3acelaHui,
ABIISIETCSl JlaTa YTBEPXKIEHHUs (eCT OHHM YTBEepPXKIAIOTCS) WM COCTABICHUS
IIEPBOrO M IIOCJIEAHEr0 NpOoTOKosa. KpalHMMU JaTaMu JIMYHOIO Jeja SBISIOTCS
JaThl IOANIMCAHUS PACIIOPSLKEHUN O NpUeMe U YBOJIBHEHUH JIMIA, Ha KOTOPOe OHO
3aBeZieHO. B ciiyyae cMepTu nHila, Ha KOTOpPOe 3aBElIEHO Jesi0, KOHEYHOH IaToi
ABIIIE€TCA JaTa JOKYMEHTa, U3BEIaoIIero O ero KOHYHHE, WIH 3aIuch 00 3TOM.

Jlnst men, conmepiKalydx TEepenucKy, NaTod Hadajla Jefa sBisSeTcs aaTta
IIOCTYIJIEHUS] TIEPBOTO BXOJSIIEro WM JaTa MepBOr0 UCXOJSIIEro JOKyMEHTa, a
IaTOM OKOHYAHUS — JlaTa CaMoro TIO3JHEr0 BXOMSIIEr0o WJIHW HCXOJSIIEeTro
JOKYMEHTa HE3aBUCHUMO OT MeCTa HaXOXJIEHHUs UX B JIeJie.

KonnyecTBO NpoOHYyMepOBaHHBIX B Jielie JIUCTOB MPOCTABJISIETCS C JIUCTa-
3aBepuTeNs Aesa.

PexBusut «Cpok xpaHeHUs [ena 1 HOMep CTaThU MePeyuHs» NMEePeHOCUTCS Ha
00JIOXKKY JeJa U3 COOTBETCTBYIOLIEH HOMEHKJIATYPhI JeJ IOCJEe CBEPKH ero co
CPOKOM XpaHEHMs, YKa3aHHBIM B IepeyHe THUIOBBIX NOKYMEHTOB, C yKa3aHHUEM
CPOKOB XpaHEeHMs (IIpU BBEJEHUHU B JEHCTBUE HOBBIX I€peUHEN TOKYMEHTOB CO
CpPOKaMU XpaHEHMs CTaphle 3allUCU 3aUePKUBAIOTCS, a CBEPXY WIH PSIAOM MUY TCSI
HOBble JaHHBle). Ha J1emax IOCTOSHHOTO XpaHEHUS MHLIeTcs: «XPaHHUTh
IIOCTOSTHHOY.

8.3.6.ApxuBHbIN mudp gena (COCTOUT U3 HOMepa (HOHIa, HOMepa OIUCH U
HOMepa Jiejla 10 OIMCH) Ha O0JIOKKaX JeJ MOCTOSHHOTO XpaHEHHUs MMPOCTaBISETCS
B apX¥Be aJMHUHUCTpPAllM¥ MYHHUIMIIAIBHOIO palioHAa YepHWIAMHU TOJBKO ITOCe
BKJIIOUEHHsI OTHUX JEJI B TOJIOBbIE pa3fesibl CBOAHBIX OIMCEH, yTBEP)KICHHBIX
HKCIEPTHO-IIPOBEPOYHON KOMUCCUEH aAMUHUCTPALlMU MYHHIIUIIAJIBHOTO paioHa
(o »TOrO OH IpocTaBiseTcs KapaHnmamoMm). Ha oO0J0)Kkax el ITOCTOSHHOTO
XpaHeHHs NpenycmarpuBaercs Mecto 11 HaumeHoBaHus [ KY Pl «llenTpanbHblii
rocygapcTBeHHbIN apxuB Pecriybnuku [larectan», B KOTOphIM OynyT mepeaaBaThCs
nena.

8.3.7.1l0 oOxOHYaHWHU [EIONPOU3BOACTBEHHOr0 (KaJleHJapHOro) roja B
oopmiieHrE 00I0KKH JIENT MOCTOSHHOTO XPaHEeHUS BHOCSATCS YTOYHEHHUS:

B 3aroJIOBKE JIeJ, COJAEPKaIllUX PacCIOpsIUTENbHbIE TOKYMEHTHI (IIPUKa3bl,
IIPOTOKOJIBI), BBIHOCSITCS UX HOMepa. Eciii €10 COCTOUT W3 HECKOJIBKUX TOMOB, B
KaXIOM TOME€ YyKa3blBaeTcs Jara (4UCiIOo, Mecsll, oJ) Hadajga U OKOHUAHUS
KaXa0ro toma. TodHBIE HATHI MPOCTABISIIOTCS Ha OOJIOXKKax Il OOJierdeHus
MOMCKA JIOKYMEHTOB B ITOCJIEIYIOIIIEM.

8.3.8.B memsix ofecrnedeHuss COXPaHHOCTH U 3aKpeIlIeHHs IOopsaKa
pPacIoyoKeHUs] TOKYMEHTOB, BKIIOUEHHBIX B JI€JIO, BCE €ro JIUCTBI, KPOME JIUCTa-
3aBepuTens U BHyTpeHHel omucu (cMm. [lpunoxxenue Nel2), mymepyrores. JIncTsl



55

HYMEDPYIOTCSI B IIPaBOM BEPXHEM YTJIy, HE 3aJeBasi TEKCTa JOKYMEHTOB.

JIueTel men, cocToAmMX M3 HECKONIBKUX TOMOB MIIM 4aCTEH, HYMEPYIOTCA T10
Ka)XZIOMy TOMY WJIM YacTU OTJIeIbHO, HaUWHAas C IIepBOTO.

JIucT ¢ HarmyXxo HakleeHHBIMU JOKyMeHTaMu ((oTorpadusmMu, BEIpe3KaMHu,
BBIIIMUCKAMH U Ap.) HyMEPYeTCsl KaK OJIMH JIUCT; B HIDKHEH YacTH WM Ha 000poTe
TaKOI'o JIUCTA JielaeTcsl OMKUCh HAKJIeeHHBIX Ha HEero JOKyMeHTOB. Bo BHyTpeHHel
ONMCH U B 3aBepUTEIBHOW HAIIIMCH B KOHIE Jejla O TaKuX JIUCTaX JelaeTcs
oroBopka, Hanpumep: «Ha nucre 2 HakieeHo 4 dororpaduu COrIacHO OIMUCH Ha
000poTe TUCTay.

KapTsl U cXeMbl, CKIeeHHbIE U3 HECKOJIbKUX JIUCTOB, HyMEPYIOTCS KaK OJUH
mucT. Ha Takux nucrax Ha 000opoTe Wik CBOOOTHOM OT TEKCTa MeCTe YKa3bIBAeTCs
KOJIMYECTBO JIUCTOB B CKieiike. Bo BHyTpeHHeW ONKWCH W B 3aBEPUTEIBHOM
HAAMKUCH B KOHIIE Jlejla O TAKUX JINCTax JiejaeTcsl OTOBOpKa, Hampumep: «JIuct 7 —
KapTa-ckievika u3 10 1ucToB.

Ecim k mokyMeHTy (JIMCTy) MOAKJIEEHBI OJHUM KpaeM IpYTHe ITOKYMEHTBI
(BCTaBKM TEKCTa, MMEpPEBOMAbBI, BBIPE3KH, CIPaBKHA U Ip.), TO KKIBIA TOKYMEHT
HyMepYyeTCsl OTIeJIbHO, OUYepeTHBIM ITOPSAKOBEIM HOMEPOM.

[TogmmTele B [OeI0 KOHBEPTHI C BIOXKECHHSIMU HYMEPYIOTCS: BHadaie
KOHBEPT, a 3aTeM OYepeHBIM HOMEPOM KaKJI0e BIOKeHHe B KoHBepTe. Hanbomee
[IEeHHbIE B UCTOPUYECKOM M XYIO0’KECTBEHHOM OTHOIIEHWH AOKYMEHTHI (UepTEeXKH,
pyKormucH, rpaduka U T.1.) He MMOIINBAIOTCS, a BKJIAIbIBAIOTCS B KOHBEPTHI.

Ecim B Hymepanmuu JHCTOB J[OINYIIEHO MHOTO OIIMOOK, BCe JeJo
HyMepyeTcs 3aHOBO. [Ipu 3TOM cTapbie HOMepa 3a4epKUBaIOTCS OJHON HAKIIOHHOM
4epToi, U PSAOM CTAaBUTCS HOBBIA HOMep JiMcTa. B KOHIle Jesa COCTaBIseTCs
HOBasl 3aBepuTeNIbHAs HAIIUCh, IMPU OSTOM CcTapas 3aBepUTeIbHas HaAMKUChH
3aYEPKUBAETCS,, HO COXPaHSIETCS B [IeJie; BHOCSATCA TaKXe HCIPaBJICHUS BO
BHYTPEHHIOK OIUCH, UM OMUCH COCTAaBIsAETCs 3aHOBO. [Ipy Hanmumuuu OTAETBHBIX
OoMOOK B HyMepallMM JIUCTOB B Jeliax MpU MOATOTOBKE HUX K Clade B apXuB
JOITyCKaeTcsl IO COTJIACOBAHUIO C HUM YIOTpeOJeHue JTUTEPHBIX (C OyKBEHHBIMU
JOTIOTHEHUSIMH ) HOMEPOB JIUCTOB.

[Tocne 3aBeplieHUsT HyMepalUdd JIMCTOB COCTaBIISIETCS 3aBEpUTENIbHAs
HaAMKCh, KOTOpas pacrojaraercsi B KOHIEe Jejla. 3aBepUTeslbHas HaAlKUCh
COCTaBIIIETCS B JleNie Ha OTAeabHOM nucTe-3aBepurene nena ([IpunosxenuneNe.13).
B 3apeputenpHOM Haanmucu OUbpaMU M IIPOMMUCHIO YKa3bIBA€TCS KOJUYECTBO
JUCTOB B JAHHOM Jielie, OCOOGHHOCTH OTAEJIBHBIX JOKYMEHTOB (YEpTEKH,
dororpaduu, pUCyHKH U T.I.), (HU3MUECKOTO COCTOSIHUSI TOKYMEHTOB (IIOMapKH,
Hepa30OpUYUBBIM TEKCT, MOpPBaHHBIE JMCTBI U [Jp.) U HyMepauuu (JIUTEpHBIE,
MIPOITyIIIEHHbIE HOMepa).

3aBepuTeIbHAS HAIIUCH IOJIMUCHIBACTCS €€ COCTAaBUTEIEeM C yKa3aHUEM
pacuupoBKHU TOIITUCH, TOKHOCTUA M ATkl cocTaBieHus. KonuuecTso 1MCTOB B
Jejie TMPOCTaBIIsIeTCss Ha OOJIOKKEe Jejla B COOTBETCTBHHM C 3aBEPHUTENILHOMN
HaATHUCHIO.

Jlns  ydera JOKYMEHTOB OIpEIE/IeHHBIX KaTeropui IOCTOSHHOIO |
nqonrospeMeHHoro cpokoB (10 u Bermre 10 7er) XpaHeHus, yd4eT KOTOPBIX
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BBI3BIBAETCS CIIELM(PUKON JaHHOW MOKyMeHTaIuu (0co00 IeHHbIe, TUYHbIE Hela),

COCTAaBNISIETCS BHYTPEHHSS OMUCh [JOKYMEHTOB Jiela. DBHYTpPeHHSS OIKCh
COCTaBJIS€TCS Ha OTHAEJIBHOM JIMCTe II0 YCTAHOBICHHOM ¢GopMe U COHEPIKHT
CBEJIEHUs O IIOPSALKOBBIX HOMeEpaX IOKYMEHTOB JeNla, MX HHJeKcaX, JIaTax,
3aroJIOBKax ¥ HOMEpax JUCTOB JieJla, HA KOTOPBIX PACIIOJIONKEH KK bl TOKyMEHT.
K BHyTpeHHEH OIMUCH COCTaBJISIETCS UTOTrOBas 3aluCh, B KOTOPOW YKa3bIBACTCS
nu(paMy | MPOMUCHIO KOJTUYECTBO BKIIOUEHHBIX B Hee JOKYMEHTOB U KOJIUYIECTBO
JUCTOB BHYTpPEHHEH omucH. JIMCThl BHYTpEHHEM ONWCH IMOJIIMBAIOTCS K Hadally
nena. Eciay meno mepeneTteHo WM IMOAIMIUTO Oe3 OjaHKa BHYTPEHHEH OIHCH
JOKYMEHTOB, TO COCTaBJIeHHas 10 opMe OIHCh MOJKIIeUBaeTCs 3a BepXHUM Kpail
K BHYTPEHHE! CTOPOHE JIUIEBOW O0JIOXKKH Jena.

8.3.9.Jlena mocTtostHHOTO M JoiroBpemMeHHOro (cBeimie 10 jer) xpaHeHus
MOAIIMBAIOTCS B TBEPAYIO OOJIOKKY CYpOBBIMH HUTKAMU B YE€THIpE MPOKOJA C
y4e€TOM CBOOOJHOTO UTEHHUS JOKYMEHTOB, IpPU 3TOM BCe MeTaUIMUYecKue
CKpEIUIeHUS yIaJsF0TCs.

ena BpemenHoro (mo 10 jeT BKJIIOYHUTENBHO) XpaHEHHUs JOIyCKaeTcs
XPaHUTh B CKOPOCIIMBATENAX (He IPOBOAUTH NTePECUCTEMATU3ALIAI0 JOKYMEHTOB B
7ierie, JINCTHI Jiejla He HyMepOBaTh, 3aBEPUTEIbHbIC HAIIIMCH HE COCTABIIATS).

8.3.10.Ilopsimok coctaBieHUs OMUCeN JIel.

Omnuce nena - apXUBHBIN CIIPaBOYHUK, coJiepKalun
CUCTEeMaTU3UPOBAaHHBIN TepedeHb eIWHUIl XpaHeHUs (nen) apXuBHOro GoHIa
aIMUHUCTPALlUM MYHULMNAIBHOTO pailiOHa, IpeAHa3HAa4eHHBIA g ydeTa H
PacKpBITHsL COJEPXKaHUS JOKYMEHTOB.

OtnenpHasi onuch MpejcTaBiseT coOOd MepedeHb Aesl ¢ CaMOCTOSITeNbHOM
BaJIOBOU (MOPSIAKOBOM ) HyMepaluei.

Onucu  mompasnelieHud  agMUHHUCTpAllUM  MYHHIMIIAJIBHOTO — paiioHa
COCTABJISIFOTCSL OTHEJBHO: Ha Jiejla TOCTOSIHHOTO CpoKa XpaHeHus, Ha Jena
nosnroBpeMeHHoro (cmbiiie 10 71eT) cpoka XpaHeHHUs, Ha Jela [0 JIMYHOMY
COCTaBy.

Ha nena Bpemennoro (mo 10 neT) cpoka XpaHeHMs CIAaTOYHbIE ONHMCHU He
COCTaBJISIIOTCSL.

Omnucy Ha Jiesia MOCTOSTHHOTO XapakTepa, JoJroBpeMeHHoro (cBeiie 10 ser)
CpOKa XpaHEHHUs], Ha [ieJia 110 JIMYHOMY COCTaBYy COCTABJISIOTCS B KOHIE KaXKZOTrO
roga. [lo omucsM mnoapasnesneHuss agMUHUCTPALMM MYHHUIMIIAJIBHOTO palioHa
CHAlOT CBOM Jeja B apXWB AaJAMUHUCTPALlMM MYHHULMIAIBHOIO pailoHa
(ITpunosxenust NoNe14-18).

Onwucu  fen, TMOATOTOBJIEHHBIE — TOAPA3NCICHUSMH  aIMHUHHCTPALIUU
MYHULANIAIBHOTO paiiOHa, CIIyKaT OCHOBOM /ISl TOATOTOBKU CBOJHBIX OIUCEN J1EIT
aMUHUCTPALlMM MYHULUNAIBHOTO pailOHa, KOTOPBIE YTBEPKAAKOTCS MUHUCTPOM
rocJjie yTBEP)KACHUs (COTJacoBaHUs) C IKCIEPTHOM KOMHUCCHEH aIMUHUCTpalUu
MYHHULIUIIAIBHOTO paiioHa.

Onucu men moApaslneleHWd COCTABISIFOTCS IO YCTaHOBIEHHOM (opme H
IIPEACTABISAIOTCS B apXWB aIMHUHHCTPAlMd MYyHULMIATBHOIO paliioHa He paHee
yeM 4yepe3 | rom M He MO3[HEe 4YeM dYepe3 3 roja Iocie 3aBeplLIeHUs Jell B
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NEOTPOU3BOICTBE.

OmnucarenpHasg CcTaThsd OIHUCHU el moApasAaClICHuds aIMHUHUCTpALUH
MYHHULUIIATBHOTO palioHa UMeeT CllelylolIue 3JeMeHThI: ITOPSIIKOBBINA HoMep Jefa
(yactH, TOMa) IO ONMMWCH; WHAEKC Jaeia (4acTH, TOMa); 3arojoBOK nena (J4acTu,
TOMa); AaTy Aena (4acTd, TOMa); KOJIMYECTBO JIUCTOB B Jielie (YacTH, TOME); CPOK
XpaHeHHUs [iefia; IpuMedaHue.

IIpu cocTaBiIeHUH OMUCH 1€l COOIIOIAI0OTCS CIIeIYIOIIUe TPEOOBAHNUS !

3arOJIOBKM [JI€J1 BHOCSITCS B ONKUCHh B COOTBETCTBUHU C IMPHUHSATON CXeMOU
CUCTEMaTH3alUKX Ha OCHOBE HOMEHKIIATYPHI JIEI;

KXJI0€ [eJI0 BHOCUTCS B OIMCH IIOJ CAaMOCTOSTENIBHBIM IOPSIKOBBIM
HOMEpOM (eclid JesI0 COCTOMT W3 HECKOJIBKHX TOMOB (4YacTeii), TO KaKIbIi TOM
(4acTh) BHOCUTCS B OIIHCH ITOJ CAMOCTOSATEIBHBIM HOMEPOM);

IOPSIIOK HyMepalluu el B OIUCU — BaJloBOM B Ipeneiax KajJeHIapHOI'O
roja;

rpadbl OMUCH 3aIOJHSIIOTCS B TOYHOM COOTBETCTBHM C TEMHU CBEIEHUSIMHU,
KOTOpbIe BRIHECEHBI Ha 00JIOKKY Hela;

[IpY BHECEHUU B ONUCH MOAPSA el C OJUHAKOBBIMU 3aTrOJIOBKAMU KaKIbIN
3aroJI0BOK IHIIIETCS MMOJHOCThIO. B omucu Mexy 3arojoBKaMu Jiejl OCTaBIIsSeTCs
UHTepBaj He MeHee | cm;

rpada OmUCH «IPUMEYaHUE» HCIIONB3YETCS IS OTMETOK O IpueMe Hell,
0COOEHHOCTSIX UX (PU3UUECKOTO COCTOSHUS, O Tiepeiade el APYTUM CTPYKTYPHBIM
MOJIpa3IeJIeHUsIM CO CCBUIKOW Ha HEOOXOMUMBIN aKT, O HAJIMYUHA KOITHH.

B konme omwmcu Beien 3a MOCienHeW OMMCATEIbHOM cTaThel aenaercs
UTOroBasl 3alliCh, B KOTOPOM yKa3bIBaeTcs (LUbpamMu U MPOIMHUCHIO) KOJUYECTBO
JeJ1, YACIISIIIUXCS 110 OMUCH, TIEPBBIM U MTOCIeTHUN HOMepa JIeJT 110 OITUCH, a TaKKe
OrOBapHUBAIOTCSI OCOOEHHOCTH HYMEpalWd Jell B ONMUCH (JIMTepHBIE HOMEpa |
IpOIyIIeHHBIe HOMEpa).

Onuce fen noctositHHOTO, noiroBpemeHHoro (10 u cBeime 10 set) cpokoB
XpaHEeHUs W Jed 10 JIMYHOMY COCTaBy, COCTaBlsemas IoJpa3/elieHHeM
AIMUHUCTPAIMU MYHHIUIIATBHOTO paiioHa, MOJIHUCHIBAETCS COCTABUTEIEM OIHCH
C YKa3zaHHeM ero JOJDKHOCTH U JaThl, COTJIACOBBIBAETCS C JIULIOM, OTBETCTBEHHBIM
3a apXWB QIAMUHUCTpAIlMM MYHHUIUIAJIBHOTO paioHa, H  YyTBepXkKIaeTcs
PYKOBOIUTEEM MOIpa3AesIeHus] aIMUHUCTPALIMH MyHULIUIATBEHOTO palioHa.

Onuce ACJI COCTaBJIIETCA B [OIBYX OJK3eMIUIIpax, OIHWH HU3 KOTOPBIX
nepeaaeTcs BMECTe C JleJlaMH B apXUB aJMUHUACTPALIMN MYHULIANIAIIBHOTO paioHa,
a BTOPOM OCTaeTcs B KadecTBe KOHTPOJIBHOTO JK3eMIUISpa B IOIpa3esIeHUN
aIMUHUCTPAIINU MYyHHUIUIIATFHOTO paioHa.

[To pe3ymbpraTamM 3KCIEPTH3BI IIEHHOCTH JeJia IMOAJIeKaT OGOPMIIEHUIO B
COOTBETCTBHHU C IIpaBUIaMU O(DOpPMIIEHHUS [IeN IpU MOATOTOBKE el K Iepeaade Ha
apXWBHOE XpaHCHHE.

8.4. YHHUYTOXKEHHE JOKYMEHTOB H /1eJ1 ¢ HCTeKIIMMH CPOKaMHU XpaHeHHUs

Pesynprarel 0oTOOpa JOKYMEHTOB K YHMUTOXXEHHUIO, CPOKH XpaHEHH
KOTOPBIX HCTEKIH, 3a COOTBETCTBYIOIIUH IepHOJ] O(GOPMIISIIOTCS aKTOM O
BBIJIEJIEHUN K YHUUTOXeHU0. Jlena BKIIIOYaloTCs B aKT, €CJIM YCTAHOBIIEHHBIN UL
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HHUX CPOK XPaHCHHA UCTECK 1 AHBaApA roaa, B KOTOpOM COCTABJICH aKT.

OT0Op MOKYMEHTOB 3a COOTBETCTBYIOIIMM MEPHOJ K YHHUTOXEHHIO U
COCTaBJICHME aKTa IIPOU3BOAMUTCS TIOCTIEe COCTaBICHUSI CBOJHON OIHMCH JeJ
aIMUHUCTPALMY MYHUIIUIIAIBHOTO palioHa 3a TOT e TEPHO/I.

CBoaHbple ommMcH el IOCTOSHHOTO XpaHEHWs, OIHCH JeN IO JHYHOMY
COCTaBy M aKThl O BBIJACIIEHUM K YHUYTOXKEHHIO el paccMmarpuBarorcs DK
aIMUHHMCTPALlMM MYHULMIIAJIBHOIO paiioHa OJHOBPEMEHHO, C TOCIeIYIOIIUM
npeacraBieHrneM Ha paccMoTtpenue OIIK  Munucrepctsa toctunuu P/l
CoryacoBaHHbBIE aKThI O BBIJEJIEHUU K YHHUYTOXXEHHUIO JIENT YTBEPIKIAIOTCS [IAaBOH
MYHULMNIAIIBHOTO palioHa U IepelaroTcsl Ha MepepaboTKy MO NpUeMOo-CIaTOYHOM
HaKJIaIHOW, B KOTOPOM yKa3bIBaIOTCS AaTa Mepenadd, KOJTUIeCTBO CIaBaeMbIX el
U Bec OyMa)XHOW MaKyJaTypsl (IIOCTe YHUYTOXKEHHS Je B HOMEHKJAType el
IIPOCTABIISIETCS. OTMETKA: «YHHUYTOXEHO (aKT OT No » C
yKa3zaHHUEM JOJDKHOCTH, (haMUIIMH, MOMANKCH JIUIA, OTBETCTBEHHOTO 3a Iepefady
Jle]l Ha YHUUTOXKeHUe, U JaThl).

Toneko mocne cormacoBanust u yrBepxkaeHus OIIK MunucTtepcTBa
toctuuu P/l omucy e MOCTOSIHHOrO XpaHeHWsl U Jiefla MO JIMYHOMY COCTaBy,
BKJIIOUEHHBIE B aKT O BBIJICJICHUH K YHHUTOXXESHHIO JeJI, MOTYT yHUYTOXKATHCS.

AKTBI O BBIJEJICHUU K YHUYTOXKEHHIO €7l COCTAaBJSIOTCS JIUIIOM,
OTBETCTBEHHBIM 32 AapXUB, COBMECTHO C pabOTHHKaMU TOJpa3/eIeHuH
aAMUHUCTpAllUM MYHUIUNAIBHOIO paiioHa. Ecim B akTe mepedyucieHbl aesa
HECKOJIBKMX TOJApa3feleHuid aIMUHUCTPAlM MYHHUIUIIAIBHOTO paiioHa, TO
Ha3BaHWE KaXIOro MOApa3[ejeHus aAMUHUCTPALMK MYHHIMIAIBHOIO paioHa
yKa3blBaeTcs Iepejl IPYIIon 3arojoBKOB e aToro noapasaenenus ([Ipunoxenue
Nel8).

PykoBoaurenu monpaszneneHuit aAMUHHUCTpAMM MYHHULMIATIHHOTO paifoHa
HECYT II€PCOHAIBHYIO OTBETCTBEHHOCTh 32 HE3AKOHHOE YHUYTOXXEHWE Mell |
JOKYMEHTOB aIMUHHUCTPALIK MYHHULIUITAIEHOTO paioHa.

8.5. Ilepenaya nesn Ha XpaHeHHe B MYHHIMNIAJIbHBIN apXUB

JIOKyMeHTBI TPUHUMAIOTCSI Ha XpaHEeHHe B MYHULUMAIBHBIN apXuB B BUJIE
[OJIMHHUKOB, TOJIBKO IIPU UX OTCYTCTBUU MPUHUMAIOTCSI KOTIUH.

B MyHMIMIAIbHBIA apXuB IepeAaloTcsl MOJHOCThIO OGOpMIIEHHbIE mela
MIOCTOSIHHOTO, JloJiroBpeMeHHOro (cBeime 10 jeT) cpoka XpaHeHHS U Jeja Io
JUYHOMY cocTaBy. [lepenaya qen B MyHULIMITAIBHBIA ~ apXUB  OCYILECTBIISIETCS
TOJIBKO I10 YTBEP>KAECHHBIM OIUCSAM JIe.

Hena Bpemennoro (mo 10 er) cpoka XpaHeHHs Iiepefade B
MyHULANAIBHBIA apXuUB HE IOAJIe)KAT, OHU XpaHATCS B IOJpa3JeIeHUIX
aIMUHUCTPALIMU MYHUITUTIATHHOTO paioHa.

OdopmienHsle fena mepefaloTcsi B MyHULMIAQIBHBIA — apXWB B
YCTaHOBIIEHHOM TIOpSIIKE HE paHee 4eM uepe3 | ron U He Mo3jHee deMm depes 3
rojia IocJje 3aBeplieHust 1eJI0MPOU3BOICTBA.

He nonmmmTele, He meperieTeHHbIE ¥ HEMIPaBMUIIBHO O(QOpPMIICHHBIE Jesla Ha
XpaHeHUe B MyHULIUTIAIBHBIA apXUB He IPUHUMAIOTCH.

B mnepuom moaroTroBkm mden K mepegade B MYHHULMINAIBHBIM apXUB
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pabOTHUKAMU TOApa3/ieJIeHui MpeBapUTENIbHO IPOBEPSeTCsl IMPaBUIBHOCTh

(hopMHEPOBAHKS, OQOPMIEHUS €], COOTBETCTBHS KOIMIECTBA IE, BKIIOYECHHBIX B
OIUCh, KOJIWYECTBY [eJ, 3aBelleHHBIX B COOTBETCTBMM C HOMEHKJIATypoHl maem
NoJ[pa3esIeHus] aIMUHUCTPALMK MyHULIMIIAIBHOTO paiioHa. Bee BbIsSBIEHHBIE NTPH
IPOBEPKE HENOCTaTKU B (QOPMUPOBAHUU U OGOpPMIEHHH el pabOTHHUK
NOapa3ielieHUus] aIMUHUCTPAIMF MYHUIIMIIATHHOTO paiioHa, OTBETCTBEHHBIN 3a
JIeJIONPOU3BOACTBO, 00513aH ycTpaHuTh. [Ipy He oOHapykeHHM el 00s3aTebHO
COCTaBJISIETCS aKT.

[Ipuem pnen mnpou3BOAMTCS PAOOTHUKOM, OTBETCTBEHHBIM 32 apXUB
aIMUHUACTpAllMM MYyHULUINAIBHOIO paiioHa, B IPUCYTCTBUM pabOTHHKA
IOJpa3/ie/IeHusI, OTBETCTBEHHOTO 3a JeNONMpOM3BOACTBO. lIpu 3ToM Ha obOoumx
DK3EMIUIAIpAX ONHUCH IIPOTHUB KaXJOTO Jejla, BKIIOYEHHOTrO B Hee, HelaeTcs
OTMETKa O HaJu4MM JAeja. B KOHIle KaXXIOTro 3K3eMIUIIpa ONHMCH YKa3bIBarOTCS
nudpamMu U MPOMUCHI0 KOTUYECTBO MPUHSATHIX /e, JaTa IpreMa-liepefadn Aem, a
TaK)Ke TMOoANUCH pabOTHHKA, OTBETCTBEHHOI'O 32 apXUB aJIMHUHUCTpAIUH
MYHULUANIATBPHOTO paioHa, MNPUHSBIIET0 Jefia, W pabOTHHKA MOApa3ieieHUs
aJIMAHUCTpallMM MYHHUIUIAIBHOTO paiioHa, MepefaBIIero Jejla Ha XpaHeHHe B
apXuB.

B ciaywae  uMKBHAAUMM — WIM  pEOpraHM3alud  [OAPA3/ENICHHUS
aJIMAHUCTPALIUU MYHHITUITATEHOTO paifoHa  pyKOBOAWTEIb  JaHHOIO
noJpas3fiefiecHuss B TIEPHOJ TNPOBEAEHHs] JUKBHUIALMOHHBIX MEpONpHUSTHH
(GopmMupyeT Bce UMeroIrecs JOKYMEHTHI B Jie1a, opopMIIsieT Jejla U NepetaeT Ux
B apXUB AaJMUHUCTPALMA MYHHUIMIAIBHOTO paliOHa HE3aBUCUMO OT CpPOKOB
xpaHenus. [lepenada e ocymiecTBIsSETCS IO OMKCSIM JIell U HOMEHKJIaType Oell.
Jlena craroTcs B apXUB aJIMUHUCTPALMXA MYHULMNIATBHOIO paioHa yBS3aHHBIMU B
CBSI3KH.

Jlena MOCTOSIHHOTO XpaHeHUsI, HaXOISIIMecs] B MyHULIUIIATbHBINA apXUBe, 110
ucreyeHuu 10 et o yrBepxaeHHsIM JIIK Muntocra P/l onucsaM nepenarorcs B
['KY P/l «lleHTpanpHBIA TOCyIapcTBeHHBINH apxwB PecmyOmmku Jlarecran» B
yCTaHOBJIEHHOM TIOPSIKE.
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[Tpunoxenue Ne 1
Ob6pazen ohopMieHUS
IIOCTAHOBJICHHUSI TJIaBBI
MYHHUILHIIAIBHOIO palioHa

AT

PECIIYBJIMKA JATECTAH
MyHuuunajibHoe 00pa3oBaHue

«babapTroBcKUM panioH»
I J1aBa MYHHIIMNIAJBHOIO PAOHA

c. babawopr, ya. Jleanna Ne29 Tea (87247) 2-19-88 ¢akc 2-17-67

ITocTanoBJeHHe
« » 2020 r. No

«0O Ha3HAYEeHHWHU YJICHOB KOHKYPCHOH KOMHCCHHU MPOBEAEHUST KOHKYpPCa
110 0TOOPY KAHAUAATYP HA JOJLKHOCTH IJ1aBbI CeJIbLCKOr0 MoceJTeHUs»

I'naBa MmyHununajJbHOro paiiona NOAINUCH N.0. ®amunaus
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[Tpunoxxenue No 2

Ob6pazent opopMIICHHS
pPacropsKEHUS TIIaBbI
MYHUIMIIAIBHOTO paiioHa

PECITYBJIMKA JIATECTAH
MyHuIMIIAJIbHOE 00pa3oBaHue

«babdarwpToBCKHI panioH»

I J1aBa MYHHIMIIAJIBbHOIO PAHOHA
c. babarwpr, yi. Jlennna Ne29 Tea (87247) 2-19-88 daxce 2-17-67

PacnopsizkeHue
« » 2020 r. Ne

O BcTynJIeHUH B J0/LKHOCTD ['J1aBbI MyHHUIIMTIAJIBHOTO pailoHa
«babarwproBckuii paiion»

['1aBa MyHHMIIMTIAJIBHOTO PaiioHa NOANHCH N.0. ®amunus
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[Tpunoxxenne Ne3

O6pasern ohopMmieHus
MOCTAHOBIICHUS a/IMHHUACTPALIAH
MYHHUILUIIAIBHOTO paioHa

MyHununajabHoe 00pa3oBaHue
«badarpTOBCKUH PanioH»

AIMUHHUCTPAMST MYHUIUINAJBHOIO PAHOHA

IlocTanoBJIeHHE
« » 2020 r. No

00 yrBep:xkaennu Ilojio:keHust 00 YnpaBJ/ieHUH Ae1aMU
aAMUHHUCTPALUN MYHUIIMNIAJbHOTO paiioHa «badawopToBckuii paiion»

B coorBerctBUM co cratked 35 YcraBa MYHULMNAIBHOIO  paloHA
«babaropToBcKuil paiioH» aIMUHUCTPALIXS MYHULIUIIAIFHOTO palfoHa IOCTAHOBIISIET:

1.YtBepaute Ilonoxenue 00 VYmpasieHUHM [enaMyu  aJIMUHUCTPALUMU
MYHHULHUTIATHHOTO paiiona «babaropToBCKMiA paiony.

2. IlpusHaTe  yTpaTHUBIIMM CHJIy  IIOCTAQHOBJEHHUE  aJIMUHUCTpALlUU
MYHUIUIIATIBHOTO pailoHa «babaroproBckuil paiion» «O0 yTeepxxneHuu [lonoxenus
o6  VYupaBiaeHun = AeraMd  aJAMUHUACTPAUUM  MYHULMIOAIBHOIO  paloHa
«babatoproBckuii parion» ot 13 HOos0ps 2018r. No341.

3. Hacrosmee IlocTaHoBneHue pa3MecTUTh Ha OQUIMAIBHOM CaiTe
aAMUHHUCTPALUYA MYHULIUIIAIBHOTO palioHa.

4.KoHTponb 3a HCIOJHEHUWEM HACTOSILErO IIOCTAHOBIIEHUS OCTaBIISAK 34
HauaJIbHUKOM YTIpaBieHHs AelamMu anMuHucTtpauuu Jubuposoi [1.C.

I'naBa MyHMIMNIAJILHOTO paiioHa MOAINHUCH N.0. ®amunusa
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[Ipunoxenue Ned

Ob6pazerr obopmIeHHs
PacCriopsiKEHUS aAIMUHUCTPAILIUA
MYHHUIUANIAIIBHOTO pailoHa

R &
ﬁ o~ o

PECIIYBJIUKA JJATECTAH
MyHununajgbHoe 00pa3zoBaHue

«badawpTOBCKUU PalloH»

AIMHMHHUCTPANMST MYHUUHUINAJIBHOTO PAMOHA

Pacnopsizkenue
«__» 2020 r. Ne

['maBa MyHHIMIIAJILHOI'O paiioHa NMOANHUCH N.0. ®amunusa
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[Ipunoxxenue NoS

O6pazem opopmmeHus
ITporokona agMUHHCTpAITMN
MYHHUILHANIAIBHOTO paioHa

AIIMUHUCTPAITVSI MYHULIUIIAJIBHOI'O PAVIOHA

«BABAIOPTOBCKUU PAVIOH»
[TPOTOKOJI
3acelaHus (COBEILaHusl) y TJIaBbl MyHUIMIIAIIBHOTO palioHa «babaropToBCKU
parion»
No
babGaropr
[IpencenarensctBytomuit: - @amunus M.0O.
Cexperapb - ®amunusa U.0.

IIpucyrcrBoBanu:

HaumenoBanue nommkHOocTH - ®amunus M.0.
HaumenoBanue nommkHoctH - ®amwmnus M.0.
(Muaumuans! 1 haMmimy B aiaBATHOM TTOPSIKE )

I[TIOBECTKA JIHA:

1.0 Mepax no peanuzauuu QeaepaibHOU LIeJeBON IPOrPaMMBI. . ..
Jlokaz 3aMecTUTeNs I1aBbl aAMUHUCTPALMY MyHULIUIIAJIBHOIO paloHa. ....
15116 T

1.CIIYIIAJIN:

@amunus 1.0, — TekcT Hokiana mpuiiaraercs

BBICTVYITAJIU:

®amunus M.0O. — kpaTkas 3aUCh BBICTYILJICHUS

PEIINJIN:

1.1.

[IpencenaTenbCTBYIOIIUM IIOJITUCH N.0. Gamunus

CekpeTaphb MONHUCH N.0. OGamunus
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[Tpunoxenue Ne6

O6pazen ohopmITeHHS
[IpoTokosia agMUHUCTpAIHH
MYHULMIIAJIBHOTO paiioHa

ITPOTOKOJI Ne

COBElIaHMs AKTHBA MYHHIMIIAJbHOIO paiioHa «babalopToBcKkHil paiion»

IIpucyrcrBoBaJu: « » 20 ropa
(®UO) - rnaBa MP «babaropToBckuii palioH»

(®UO) — I 3am. rnaBpl aAMUHUCTPAIIMN MYHHUIIUIIATBHOTO paiioHa

(®UO) -3aMm. rn1aBbl AAMUHUCTPALMH MYHULIUIIATHHOTO paiioHa

['1aBbI cesbCKUX aIMUHUCTpPAIUH U yripaBaenamu — () 4elloBeK

PyxoBomutenu opraHuzanui, yupexxaeHUH, NpeacTaBUTeIe o0IecTBeHHOCTH — ()
YeJI0BeK

Ben coBemanue: ['naBa MP «babatoproBckuii paiion» - (OPHO)

IloBecTKa:

1.

2,

ITo nepBomy Bonpocy Beictynua - (PHUQO, noakHOCTD)

®HO BeIcTynaroniero (BbICTYNAKOIINX ), KPATKOE U3JI0KEHUE TEKCTA BBICTYIUICHUS
HNudopmanusi npuHATA K CBEEHHUIO.

IIo BTOpOoMy Bompocy BbicTynuJ - (PHUO, noakHOCTD)

®HO BreicTynaroero (BhICTYMAIONINX ), KPATKOE U3JI0KEHNUE TEKCTA BBICTYILUICHUS
Pewminiin:

1. Cpok — 10 «_ » 20 1.

OTtBercTrBeHHblI —(PHUO)

ITo Tperbemy Bonpocy BoicTynua — (PO, nomxuocts)

®UO BpICTYHAIOMIETO (BBICTYIIAIOIINX ), KPATKOE U3JI0KEHUE TEKCTa BBICTYIUICHUS
Nudopmanmsi 0 BbINOJTHEHHH 0I01’KETHBIX HA3HAYEHUN NpHUJIaraercs.

Beu npoTtokoa NoANHCH N.0. ®amuaus
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[Tpunoxxenue Ne7

O6pazen opopMITeHUS
nmuchbMa aIMHUHHUCTpAluU
MYHHUIUIIAIBHOTO paloHa

MyHununajibHoe 00pa3oBaHue
«ba0apTOBCKUH PanioH»
I'J1aBa MYHHIIUIIAJIBHOTO PalioHAa

c. ba6atopr, yn. Jlenuna Ne29 ten (87247) 2-19-88 dakc 2-17-67 babaurt-rayon@ yandex.ru

«  » 2020 r. Ne

I'naBa MyHMIIMTIAJILHOI'O PAliOHA NOANUCH N.0. ®amunus
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IIpunoxenue Neg
®opma cripaBkH O

JOKYMEHTO0OOpOTE
CITPABKA
00 0ObeME TOKYMEHTO0O0pOTa
3a
(Mecs1, roxm)
HaumeHoBanue rpymms Bcero| B Tom uwnciie mo cTpyKTypHBIM
JIOKYMEHTOB MOoIpa3AeIeHUSIM
[IpaBUTEILCTBEHHAS TIepeNUCKa
BenoMmcTBeHHas nepenucka
OO6parenus rpaxmaan
BryTtpenHnsis nepenucka
Hcxonsmme
Hroro:
Hayansauk otnena [loamuce N.0O. Gamunus

Jlata
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[puiokenue Ne9

MMPUMEPHBIV NEPEYEHDB
HEPETMCTPUPYEMBIX BXOJALINUX TOKYMEHTOB

1. AHKeTsHI (pe3tome), HaIpaBIIsieMble B LESIX TPYIOYCTPOHCTRA.

2. byxrantepckue NOKyMeHTHI (OyxraiaTepckas OTYeTHOCTb, cueTa, cdeTa-
(GaxTypbl, aKThl CBEPKH B3aMMOPACUETOB, aKThl IMPHUEMKH-IIEpeIadyd OCHOBHBIX
CpelICTB, TOBapHbIE HAKJIaJHbIE).

3. 'OCTs1, TexHUUECKHE perjiaMeHThl, PYKOBOIAIINE U APYTHEe TOKYMEHTHI
10 TEXHUYECKOMY PETYJIMPOBAHUIO U CTAHIAPTU3ALINH.

4. I'paduku, HapsIbI, 3asIBKHU, pa3HAPSIKH.

5.JlokymeHTbl  (IIPOEKTBI ~ JAOKYMEHTOB), TpeOyroInwe  MOAIMHCaHHS
(cormacoBaHusl, YTBEP)KIEHHUS ) U TIOCIEAYIOIIEr0 BO3BpaTa.

6. KoHKypcHast TOKyMeHTaIwsl.

7. HayyHo-TexHHAYecKasl ¥ MPOeKTHas JOKYMEHTaIUsI.

8. KoppecnonneHuus, agpecoBanHas pabOTHUKaM OpraHU3aliy C TOMETKOH
"JInano".

9. IleyaTHble M3aHUsl (KHUTH, KYpHAJbl, Ta3eThl), KaTAJOTH, TeXHUYECKas
IUTepaTypa, TeMaTUYEeCKUe U ClielihaabHble COOPHUKH, MIJIAKATHI.

10. ITo3mpaBuTenpHble NMUChMa U TeJerpaMMbl, OaroJapcTBeHHbIe MUChMa
U TeJleTpaMMBbl, IPUTTIACUTENIbHbIE OUIIETHI.

11. IIpelicKypaHTHI.

12. IlpurnacurenbHble OUIETHI, TPUTJIAIIEHHUS.

13. IlporpamMMebl KOH(EPEHIIUH, COBELIIAHHH.

14. PexiiamHbIe MaTepuaibl (MMCbMa, JIUCTOBKH, IPOCIIEKTHI, OYKIIETHI).

15. YueOHble mianbl, MPOrPaMMBl.

16.@opmbl U OsaHKM, B TOM 4YHucie (OPMBI CTAaTUCTUYECKOW W WMHOU
OTYETHOCTH.

®opmat A4 (210 x 297 mm)



69

AJIMUHACTpAIUS MyHUITUTIAIBHOTO paioHa
«babaropToBckuil paitoH»

HOMEHKIJIATYPA JEJI
Ne

(MecTo cocTaBJICHUS)

Ipunoxenue NelQ

®opma cBoHOl
HOMEHRJIATYPbI €1

Ha 20 r.
WNunexc 3aroJIoBOK jJeia KommuectBo nen | Cpoxk XpaHeHUs jaerna [Ipumeuanne
niena (Toma, yacTei) (Toma, gacTteii) (Toma, gacTe#) u
HOMEpa CTaTew 1o
IIEPEYHIO
1 2 3 4 3
HasBanue pa3l.)lena I ‘ ‘
HanmeHnoBaHUe TOHKHOCTH PYKOBOIUTENS
CTpyKTypHOTO TOIpa3ieaeHus [lonnuce Pacmudposka
MOATHUCH
JlaTa
COI'JTACOBAHO
HaumeHoBaHUe NOKHOCTH OTBETCTBEHHOTO
3a JIeJI0NPOU3BOACTBO [Toamnuce Pacmmudposka
MIOJITACH
JlaTta
HauMeHoBaHue NOKHOCTH JIUIIA,
OTBETCTBEHHOTO 32 apXUB [Monnuce Pacmmmdposka
MIOTIACH
JlaTa

®opmat A4 (210 x 297 Mm)
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[Tpunoxenue N 11
®opma 00N10KKH Jena
IMOCTOAHHOTO U
BPEMEHHOIO XpaHEHUS
(Cepie 10 set) xpaHeHus

(HaMMeHOBaHUe pecityOIMKaHCKOTO apXUBa)

(HaMeHOBaHUE PecIyOJUKaHCKOTO OpraHa UCTIOJHUTEIBHOMN BIaCTH U
CTPYKTYPHOTO TIOApa3AeIeHuUs )

JEJIO Ne TOM Ne

(3aros0BOK zena)

(Kpaﬁm;e JIaThI)

Ha JIUCT
XpaHUTh

D. No
Or. Ne
JI. Neo

®opmar A4 (210 x 297 mm)
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[Tpunoxenue N12

®opma BHYTpeHHEN
OIIMCH JOKYMEHTOB JleJla

BHYTPEHHAA OITUCH
JOKYMEHTOB ziesia No
No | Munekc Jlara 3aroJoBoK Howmepa [Tpumeuanue
I/I | JOKyMeHTa | JOKyMeHTa |IOKyMeHTa JUCTOB Jiefia
1 2 3 Z 5 6

Hroro
JOKYMEHTOB (tmudpamu ¥ TPOIHCHIO)

KonnyectBo JIACTOB BHYTpPEHHEU OIIUCH

(uudpamMu 1 MPOIUCHIO)

HaumeHOBaHMe TOKHOCTH JIHIIA,

COCTaBHUBIIIETO BHYTPEHHIOIO OIUCH

JIOKyMEHTOB JieJia [Tonmuck PactmmdpoBka

TIOAITUCH

JlaTta

®opmar A4 (210 x 297 mm)
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[Ipunoxenue N 13
®opma sMcrta 3aBepuTens aena

JIMCT-3ABEPUTEJIb JIEJIA Ne

B pene noammTo W IPOHYMEpPOBAHO

JTUCT(OB),

(urdpaMu ¥ IPOIUCHIO)
B TOM YHCIIE:

JUTEepHBIE HOMEpa JIUCTOB
IPOMyIIeHHBIe HOMePa JTUCTOB :
JIUCTOB BHYTPEHHEH ONUCH

OcobGenHoctu Qusnueckoro cocrossHus U Qopmuponanust|Homepa nuctos
nena

CnenuanucT oTAena KaJpoBOH MOJTUTUKH
Y IIPAaBOBOT'O COMPOBOXKAECHUS,
OTBETCTBEHHOI'O 32 JIeJIONPOU3BOICTBO Iloamuce N.0. Gamunus

Jlata

®opmat A4 (210 x 297 Mm)
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[Ipunoxenue N 14

AIMUHUCTpAIUsl MyHULIUITAIEHOTO palioHa

«babaropToBckHil paitoH» ['maBa amMuHUCTpAITH
MyHununansHOro palioHa
«babaropTroBckuii paitony
ITogmuce JI.I1. MiciamoB
«_» 20 T

®ong N

OIIMCBh N

JeJI TI0 TMYHOMY COCTaBY
3a roj

N n/n | Uagekc | 3aromoBok | Kpaiinue Cpok Komuyectso | [Ipumeua
nena nena IaThl XpaHeHUsI JIUCTOB HUE

1 2 3 - 3 6 7

B nmaHHBIA paszen ONUCH BHECEHO
HACJTI,

(urdpaMu ¥ TPOTTUCHIO)
c N mo N , B TOM
qHCIIe:
JTUTepHEIE HOMeEpa:

IIPOITYIICHHBIC HOMEpa:

CocTaBUTEND: [Tonamuce N.0. Gamuinus

Hauvaneuuk YnpasneHus nenamu
aIMUAHUCTPALIIY MYHULIUTIATBHOTO
parioHa [Toanuce N.O. Gamunus

COI'JTACOBAHO YTBEPXIEHO
[Tpotokon DK ITpotokon DIIK Munrocta PJ]
AJIMUHUCTpAIIUA MYHHUIIUIIAJIBEHOTO

paitoHa «babaropToBcKu paiton»
Or N OT N

dopmar A4 (210 x 297 mm)




74

®oug N

OIIMChb N

nen BpeMeHHbIX (cBbite 10 met)
CPOKOB XpaHEeHHUS

[Ipunoxenue N 15

3a roj
N | Unpgekce | 3arosioBok Kpaitaue Cpok Komnuuectso | [Tpumeua
/T nena nena JTaThI XpaHEeHUsI JIUCTOB HUE
1 2 3 4 5 6 7
B nmaHHBIM paszaes OnUcu BHECEHO
A B
(udpamMu ¥ IPOIHUCHIO)
¢ N mo N , B TOM
quce:
JTUTEPHBIE HOMeEpa:
IPOIyIIeHHbIE HOMEpa:
Haunmenosanue I10KHOCTH
COCTaBUTEIS OIIUCHU [Tonnuce N.O. Gamunusg
HauanpHuk oTAeNa IO Jgeiam apXuBa
AIMUHUCTpaAllMA MyHUIMIIAJIBHOTO paiioHa  [loamuce N.O. Gamunus

COI'JTACOBAHO
[Iporoxon DK anMuHUCTpalMU MyHULIUIIAIIBHOTO palioHa
oT N

®opmat A4 (210 x 297 Mm)
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[Tpunoxenne N 16

AJIMUHUCTpAIUs myHununaisHoro Y TBEPXJIAIO

paitona «babaropTOBCKU paioH ['1aBa agMuUHHMCTpaLIUX
MyHuunaisHOTO paifoHa
«babaropToBCKUl paitoH»

ITogmmucs  JI.I1. UcnamoB
«_» 20 .

®ona N
OIIMCH N
3NIEKTPOHHBIX JIeJl, JOKYMEHTOB
MIOCTOSIHHOTO XpaHeHHS
3a roz

N n/n | Uapekc nena | 3arojoBoK Kpaitnue O6bem, M6 | ITpumeuanus

nena TaThI
1 p 3 - 5 6
B JTaHHBIHA paznen OTTUCH BHECEHO
AcII,
(tmudpamu ¥ IPOITUCHIO)
C N 110 N
(udpamMu U IPOTUCHIO) (mudpaMu ¥ IPOIMUCKIO)

o0beMoM MG.
HaunmeHnoBaHue MOKHOCTH
COCTABUTEJISI OITUCHU [Toanuce N.O. Gamunus
HauanpHuk oTHena 1o genam apxuBa
AIMUHHCTpAIMU MYyHUIIUIIATEHOTO paiioHa [Tonnuce N.O. Gamunus
COI'JTACOBAHO YTBEPXJIEHO

[IpoTokon OK

oT

N

oT

N

agvuHucTpauuu [Ipotokon DIIK Munrocta P /I
MYHULIUANIATBFHOTO palioHa

®opmar A4 (210 x 297 mm)
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ITpunoxxenne N 17

AJIMUHUCTpAIUS MmyHununaisHoro Y TBEPXJIARO

paiiona «babaropToBCcKUl patoH» ['maBa agMUHHUCTpaLu
MyHununansHOro paiiosa
«babaropToBcKuil palioH»
ITogmmucs  JI.I1. McmamoB

«__» 20_r.

®oun N
OIIMCHb N
3JIEKTPOHHBIX JIeJl, TOKYMEHTOB
BpeMeHHbIX (cBbime 10 met)
CPOKOB XpaHEeHUs
3a roJI

N | Uuge 3aroyoBOK Jena Kpaiin Cpok | O6mem, |IIpumeuan
/Tl | KC ue XpaHEeHUs M6 us

nena JIATHI

1 2 3 4 5 6 7

B TaHHBIN paznen OIIUCH BHECEHO
AeI,
c N o N
(uudpamMu U IPOIUCHIO)

obbeMoM MG.
HanmenoBaHHWe TOTKHOCTH
COCTaBUTEJISL OIIUCH [lognuce N.O. Gamunus
HauanpHuK OTHENa 10 Jesiam apXuBa
AIMUHUCTpAIIUU MyHHUIIUIIATIEHOTO paiioHa [loamnuce N.O. Gamumnus

COI''TACOBAHO

[IpoToxon DK agMUHHUCTpaMyi MyHUIIUIIATIBHOTO paioHa
OT N

®opmat A4 (210 x 297 mm)
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[Iponomxenue npunoxeHus N 18

[TPMJIOXKEHME K OITMCHU N

QJICKTPOHHBIX A€JI, IOKYMCHTOB

IMOCTOSHHOI'O XpaHCHUSA
3a roa

Peectp moKymMeHTOB (KOHTEMHEpPOB 3JIEKTPOHHBIX JOKYMEHTOB) 3JIEKTPOHHOI'O

zeina.:
<*k>
N en Xxp. 1o onucu HNunexc  pmerna
3aroJ0BOK nena
[Hata Per. N HaunmeHoBaHmne 1oKymMeHTa O6mwemMm, |IIpumeuanus
JOKYMEHT | JOKyMEHTa M6
a
1 2 3 4 5
HanmenoBanue TOKHOCTH
COCTaBUTEIIS OIIUCH [Tonmuce N.0. Gamunus

®opmat A4 (210 x 297 Mm)






