OMCKUI MYHUIUIIAIBHEIN PATIOH OMCKOM OBJIACTH
A}]MI/IHI/ICTpaHHH Kpacnoapcxom CCJIBCKOT0 ImMOCe/IeHu ST

IIOCTAHOBJIEHUE

19.02.2021 Ne 24

O6  yrBepxnenun HHCTPYKLIUH  TI10 ACIONpon3BoacTBYy B Cogere g
AIMUHHCTpamy Kpacnospckoro CEJIBCKOTO MNOCENeHUs Owmckoro
MYHHLIUITANEHOTO pationa OMCKo# 061acTy

PyxoBoncrsysics DenepaibHEIM 3aKOHOM O 06.10.2003 Nel31-®3 «Og
OOIIMX MpHHIHIAX OPraHM3allld MECTHOIO CamoynpaBsieHuss B Poccuiickoii
Qenepanum», VYerasom Kpacnostpcrkoro  censcxoro noceneHus  Omckoro
MYyHUIHIIAIEHOTO patiora OMcKoif obmacruy,

INOCTAHOBJISIIO:

1. VrtBepauts HHCTPYKLHIO 10 AconponsBonctBy B CoBete u
AIMUHHCTpanHn KpacHospckoro CEJIbCKOTO MIOCEJIeHHUS Owmcxkoro
MYHULHIIANBHOTO  paifoHa OMCKo#  o6nacTy COIIaCHO mpuiIoXeHust Nel x
HaCTOAIEMY IIOCTAHOBJIEHHUIO.

2. Iocranosnenne Ne234 ot 28.11.2012 «0O6 YTBEPKICHUH MHCTPYKIIHUH

TIPU3HATE YTPATHBIIAMHE CHITY.
3. Hacrosmee TIOCTaHOBIIEHUE: OMYOIHMKOBaTE B rasere «OMcknit
MYHHIMIANBHEIA  BECTHHK»,  pasMeCTHTD Ha  OdunumaneHOM  cafite
Kpacrosipckoro  cempckoro ocenenns OMCKOrO  MYHHIMMATbHOrO paiioHa
OmcKoit o6nactu B cern HnTepner: http://akspor.ru/.
4. KonuTpons 3a mcrnonuenuenm HACTOAIIEI0 MIOCTAaHOBIEHHS OCTABISIO 34
coboli.

N.0. TnaBwr Kpacrospckoro

CEIIBCKOIO IOCEJIEHUS A.A. EMenun




Ipunoxenne N 1

VTBEPXXJIEHA
IIOCTAHOBJIEHHEM AI[MI/IHI/ICTpaHI/H/I

KpacHoapckaro cenbekoro mocesenms
oT UL N

WHCTPYKIUSI
ITO TEJIONIPOU3BOICTBY B COBETE | AIMAHUCTPATMHT
KPACHOSIPCKOTI'O CEJIbCKOI'O HOCEJIEHHUS
OMCKOI'0 MYHUIIUIAJTEHOT' O PAHOHA OMCKOJ OBJIACTH

I. O6mme nostoxkenust

1.1. Muctpykuus mo AACIIOTIPOU3BOACTBY (hasee — MHCTPYKIHs) B CoBeTe M
AIMUHUCTpau KpacHosipckoro CEJICKOr0 IIOCEJICHHS Owmckoro
MYHHIMNAIBEHOTO palioHa OMckoit o6nactu (nasee - OpraHusanus) paspabotana B
COOTBETCTBHM C  3aKOHOINATENLCTBOM  Poccumifckoi OQenepauu B cepe
HH(OPMAITHH, TOKyMeHTAalHH, dPXUBHOTO JieN1a, HAHOHANLHBIMA CTAaHIAPTAMU B
chepe ynpaBieHHs TOKyMeHTaM.

1.2.  Wuctpykims paspabotana B memsx COBEPILIEHCTBOBAHHUS
ACJIONIPOM3BOACTBA U MOBBIMEHNS 3 ()EKTHBHOCTH paboTEI ¢ JOKyMeHTaMu IIyTeM
PCTIIAMEHTALMA  HA eLMHOM IIPaBOBOM W MeTOHYecKoil OCHOBE TIPaBHII
TIONTOTOBKM  IOKYMEHTOB, TEXHONOTHH paGoTH ¢ HUMH, OpPraHW3alldd uX
TCKYMIETO XpaHEHHU M ITOATOTOBKH K Iepe/ave B apXuB OpraHU3allHH.

1.3. Tonoxenus uncTpykIUHM PACIPOCTPaHAIOTCSA Ha OPraHU3alUI0 PaGOTHI ¢
OPTaHM3aMOHHO-PACTIOPSAUTENEHEIMA ~ TOKYMEHTAMH HE3aBUCHUMO OT BHIA
HOCHTEIIA, BKIIOYas IOATOTOBKY, PErHCTDALIHIO, YY€T U KOHTPOJIb HCIIOJHEHHS
AOKYMCHTOB, OpPraHH3alMI0 KX TEKyILero XPaHEHUsI, OCYHIECTBISEMEIE C
TIOMOIIBIO HH(OPMAIOHHO-KOMMYHUKAIIHOHHELX TEXHOJIOTHIA,

1.4. OcobernocTu opranmszarmmm paGoTsl ¢ HOKyMeHTamw, CoZlepXKaITUMHU
MH(OPMALHIO OrpaHHYEHHOTO focTyna (KOMMEpPYecKyio TaifHy, IIEPCOHATBHEIE
MaHHBIE U HHYIO KOH(HASHIHATBHYIO HH(QOPMAITHIO), peryTupyroTes OTIEIBHEIMU
HOPMaTHBHEIMH aKTaMH, YTBEPKIAEMBIMH PYKOBOIHTENIEM OpraHu3aIyH.

1.5. Opranmsanus, Benenue u COBCPILICHCTBOBAHUE NENIOIPOMU3BOICTRBA Ha
OCHOBE ~ CIMHOH IONUTHKH W TPHHLHIOB, IPUMEHEHHUE  COBPEMEHHBIX
MH(MOPMAIHOHHEIX TEXHOJOTHH B paboTe ¢ MOKyMeHTaMH, MeTomHuecKoe
PYKOBOACTBO W KOHTPOIb COGIIOLEHHUS MOpSIKA paboTsl ¢ JOKyMeHTaMu
BO3JIATACTCA Ha CNENMANNCTa, OTBETCTBEHHOTO 32 BeNCHHeE JEJIONIPOU3BOACTBA U
ApXHB, HAa3HaYae€MOTO  pacHOpKEHUEM AIMHUHHCTpanuu Kpacrostpckoro
CEJIBCKOI0 IIOCEIEHHS.

1.6. lomxHocTHEIE 06s3aHHOCTH, lpaBa U OTBETCTBEHHOCTH pPabGOTHHKA,
OTBETCTBCHHOI'O 3a BEJEHHE NEJIOMPOM3BOJACTBA W apxuB (mamee - pabGOTHUK,
OTBETCTBEHHBIM 3a [ENIONPOU3BOACTBO U apXUB), ONpEeNENAeTCs IODKHOCTHOM
HHCTPYKIIHEH,
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1.7. Ha nepron oTmycka, KOMaHIMPOBKH, OONE3HN UIIH B CiTyuae YBOJIbHEHUS
PabOTHUKY OpraHu3aIluyl 06A3aHbI [IepeaaBaTh BCC HAXOMAIINECS HAa UCITOJHEHHH
JIOKyMEHTB! PabOTHHKY, OTBETCTBEHHOMY 3a ACJIONIPOU3BOMICTBO U apXUB, WIU
Apyromy pabOTHHKY MO yKa3aHHIO [ J1aBeI KpacHospckoro censckoro mocemenus
(manee — pyKoBomuTeNA).

IIpu cMeHe paGoTHWKA, OTBETCTBEHHOroO 3a NEJIONPOU3BOACTBO U apXWUB,
COCTABJIICTCS aKT IpHEMa-TIepeJadll JOKYMEHTOB U JIe]l.

1.8. Conepxanue cmyxeGHbIX AOKYMCHTOB HE IMOMJIEXHUT pasrIalleHuio.
BsaumonelicTBie co cpeacTBaMu MaccoBoil HH(OOPMAIIWH, Tiepefada WM KaKoii-
00 MHQOPMAUMK WM JOKYMEHTOB M HX KOIMiL JIOTTyCKaeTCsI TOJBKO ¢
Pa3pelLICHUs PYKOBOJIUTENS OPraHW3allUd WA WHOTO YOOJIHOMOYEHHOTO UM
TOJDKHOCTHOTO JIMIIA.

Pabotuuku opranusanwe  HecyT IIEPCOHATIBHYI0  OTBETCTBEHHOCTH 34
HEBBIMONHEHUEe TpeboBaHmit UHCTpYKIHM, a  Takke MUCIUININHAPHYIO,
aIMUHUCTPAaTUBHYIO M HMHYIO, yCTAHOBJICHHYIO 3aKOHOHATEIBCTBOM POCCHICKOIM
Qenepanuy, OTBETCTBEHHOCTH 33 HAapyIIeHWe CPOKOB XPaHEHHUS JOKYMEHTOB,
YTpaTy ¥ HECAHKIMOHUPOBAHHOE YHUYTOXKEHHE CILy)KeOHBIX JOKYMEHTOB,

1.9. Ilpu yTpaTe HOKyMEHTOB paGOTHUKH OpraHu3alu HHGOPMUPYIOT
PYKOBORHTE/I OPraHU3AIMH, II0CIIE OPraHU3yeTCs POSBICK JOKYMEHTOB.

Ecny possick n1oKyMeHTOB He naeT pe3ybTaTa COCTaBIISETCS aKT, B KOTOPOM
YKa3bIBAIOTCs JaHHBIE YTPaYEeHHOI'O JOKYMEHTa, a TaKiKe OOCTOSTENBCTBA, HpH
KOTOPBIX IIPOHM30OLLIA yTpaTa, IIOCIE Yero MNpeANpHHUMAIOTCS MEpHI  II0
SaMEIICHHIO TaHHOTO NOKYMEHTA 3aBEPEHHOM KOoIHuell JoKyMeHTa.

1.10. TlpaBuma paGoTBI ¢ JOKYMEHTAMH B cHCTeMe 3JIEKTPOHHOT0
MOKYMEHTOO00pOTa OpraHu3amuu (maiee - COMl) n uHBIX WHPOPMAIMOHHEIX
CHCTEMaX, B KOTODBIX OCYWIECTBISICTCS CO3JaHHE (BKIIOYEHHE) M XpaHeHue
AOKYMCHTOB, HE NOJDKHBI BXOIWUTEL B NIPOTHBOPEYHE C ITOJOKEHUIMHU HaCTOsALIEH
HHCTPYKITHH.

OcHOBHbBIE MOHATHS

JIOKYMEHTUPOBAHHE - QHKCALMS WHPOPMALMHA Ha MATEPHANBHBIX HOCHTENISX
B YCTaHOBJIEHHOM TOPSIIKE;

ACTIONPOU3BOACTBO -  JNEATCNBHOCTh,  OGECHeYHBAIOMAs  CO3JIAHEE
OHUUHMATBHEIX JOKYMEHTOB ¥ OPraHU3aIMIO paboTEl ¢ HUMH B MyHHIUNATBLHBIX
OpraHax UCIIOJHUTEIBHOMN BIIACTH,

AOKYMEHT - OQUUHANBHBIN IOKYMEHT, CO3QaHHbIH rOCyJapCTBEHHEIM
OpraHOM, OpraHOM MECTHOT'O CaMOYIIPaBICHHS, IOPHANYECKUM HITH GuzmIecKrM
JULOM, OGOPMIIEHHEI! B  YCTAHOBIEHHOM IIOpSITKE M BKIFOYEHHBIN B
AOKYMEHTOO00POT MyHHIUIIATBHOTO OPraHa UCIOTHATEIBHOMN BJIACTH;

STNICKTPOHHBIH OKYMEHT - JOKYMEHT, B KOTOPOM MH(pOPMaNus [IPeaCcTaBiIeHa
B 3JICKTPOHHO-IH(POBOH (hopme;

aBTOp NOKYMEHTa - (H3MYECKOE MM IOPHAMYECKOE JHUIO, CO3IaBLIee
IOKYMEHT;
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BANl NIOKyMEHTa - IPUHAICKHOCTh JOKyMEHTA K OIpeeNeHHOH rpymie
AOKYMCHTOB I10 TIPU3HAKaM COLEPIKAHKS H LIETICBOTO Ha3HAYEHHS;

OdOpMIIEHHE JIOKYMEHTa - MPOCTaBIEHHE HEOOXOJUMBIX PEKBU3HTOB,
YCTaHOBJICHHBIX IIPABUJIAMH JOKYMEHTHPOBAHHS,

OJIEKTPOHHAS LU(POBas MOIINCH - PEKBHU3UT JNICKTPOHHOTO ITOKYyMEHTA,
NpeAHa3HAYEHHBIH JUIS 3aIUMThl JAHHOTO 3MEKTPOHHOTO JOKYMEHTa OT ITOMIIEIIKY,
TIOTYYEHHBIN B Pe3yJIbTaTe KPUIITOrpahUIeCKOro npeo6pa3oBaHust HHPOPMALHH C
HCIOJIb30BAHMEM  3aKPBITOTO  KJIFOYa 3NEKTPOHHON NHU(GPOBOM MONMHCH W
TIO3BOJIAIONINH MACHTU(DUIHPOBATE BIafellbla cepTuduKaTa KIoYa MOAIHCH, a
TalK® YCTAaHOBUTb OTCYTCTBHE HCKaXeHHs HHPOPMALKA B SJIEKTPOHHOM
JIOKYMEHTE;

PCKBH3HUT NOKYMEHTA - 00S3aTeNBHBIH d1eMEHT 0hOpMICHHS IOKYMEHTA,;

Oank noKymeHTa - HaGop PCKBU3UTOB, HACHTH(OUUMPYIOINX aBTOpa
OHULMATEHOTO TCEMEHHOTO JOKYMEHTA,

TONTTMHHUK IOKYMEHTA - IePBBIi WK €IMHCTBEHHBIH SK3eMILISAp JOKYMEHTa;

KOTHA JOKYMEHTA - NOKYMEHT, IOJHOCTEIO BOCIIPOU3BOIAIIMI UH(pOPMAIIHIO
HOJVTMHHNKA IOKYMEHTa M €r0 BHEIIHHE [IPU3HAKH, He HMEFOLIHIl IOPUINIECKON
CHUTEI,

SaBCPEHHAd KOMMA - KOMMA [JOKYMEHTa, HAa KOTOPOH B COOTBETCTBHH C
YCTaHOBJICHHRIM TIOPSIIKOM TIPOCTABIISIOT HEOOXOAUMEIE PEKBH3HTEL, [IPUAAOIIIHE
el FOPUANHYECKYIO CUILY;

obpallleHne rpakIaHiHA - HAPABICHHBIE B TOCYlapCTBEHHBIN OpraH, Opra
MECTHOTO CaMOYTIPaBIEHHA WX AOJDKHOCTHOMY JIHITy ITHCHMEHHBIE IIPEUIOKEHHE,
SABIICHME WM JKaloba, a TakKe yCTHOoe obpalieHue IrpaXXJaHHHA B
TOCYapCTBEHHBIH OPraH, OpraH MECTHOIO CaMOYIIPABIICHHS;

fopu/iiiecKas cuiia NOKYMEHTa - CBOMCTBO OQMIHAIBHOIO JIOKyMEHTAa,
coolIaeMoe eMy IeiCTBYIOMIM 3aKOHOJATEIbCTBOM, KOMIIETEHLIMEH W3IABIIEr0
€ro opraHa M yCTaHOBJICHHBIM IOPSAIKOM O(GOPMICHHS,

YHAQHUUMpPOBaHHAsS (opMa JOKyMeHTa - COBOKYITHOCTh PEKBHU3UTOB W
TUIIOBBIX (DParMEHTOB TEKCTa JOKYMEHTa, YCTaHOBJIEHHBIX B COOTBETCTBHH C
PCIIaCMbIMKM B NaHHOU cepe HESATENBHOCTH 3alauaMH ¥ pacTONOXKEHHEBIX B
OTPEZE/ICHHOM IIOpPsIIKEe HA HOCHTelIe HH(DOPMAIIHK;

abyon 671aHKa (YHHQUIIMPOBAHHOMN (GopMBI TOKyMeHTa) - Grank JOKyMeHTa
(yaudunuposannas popma MOKYMEHTa), IPEICTABICHHbIH B SITeKTPOHHO bopme;

JOKYMEHTOOOOPOT - IBI)KEHWE TOKYMEHTOB ¢ MOMEHTA HX CO3IaHUS HIIH
TOJIyIeHHS 0 3aBEPLICHUS UCTIOTHEHHS, TIOMEIICHNUS B 11710 U (WIIK) OTIIPaBKH;

00beM JTOKyMEHT0060pOTa - KONHYIECTBO JOKYMEHTOB, IIOCTYIIUBIINX B
OpraHM3alHIO U CO3MaHHBIX €10 32 OIPEeNeHHbIH TepHOL;

PCTHCTpallis  TOKYMCHTA - IIPHCBOCHHE [OKYMEHTY pEerHCTPallHOHHOTO
HOMEpa U 3aIIiCh B yCTAHOBICHHOM IODSIKE CBEEHHE O JOKYMEHTE;

HOMCHKJIaTypa NI - CHCTEMAaTH3UPOBAHHBIH ITepedeHb HAMMEHOBAHMH e,
(QOPMHpPYEMBIX B OpraHe HCIIOJIHUTENBHOMN BIIaCTH, C yKa3aHHEM CpPOKOB WX
XpaHeHHS;
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OKCIIepTH3a LEHHOCTH NOKYMEHTOB - HU3y4YeHHE NOKYMEHTOB HA OCHOBAHUU
KPUTCPHEB MX LEHHOCTH B LEJAX ONPECICHHS CPOKOB XPaHEHHUs JOKYMEHTOB W
oTOOpa UX JUIA BKIIOYCHHUS B COCTAB APXHUBHOTO ¢onna Poccuiickoii ®enepanuy;

A0 - COBOKYIIHOCTE JOKYMEHTOB WJIM OTJEJbHBIH JOKYMEHT, OTHOCSIIHECS
K OAHOMY BONPOCY MIM YYaCTKy NEATENBHOCTH MYHHLHIANBHOTO OpraHa
HCIIOJIHUTENIEHOM BIIACTH;

(bOpMHpOBaHUE [ella - IPYHIHPOBKA HCIIOMHEHHEIX JOKYMEHTOB B €O B
COOTBETCTBHH C HOMEHKIIATYPOH [IeT;

CITyk0a IeNoNpon3BOICTBA - CTPYKTYPHOE HOAPaselicHHe MYHHIUIIATEHOTO
OpraHa UCIIOJHUTENbHOM BIACTH, Ha KOTOPOE BO3JIOKEHBI (BYHKIHH IO BEIEHHUIO
AACTIONIPOM3BO/ICTBA, & TAKXKE JIUIA, OTBETCTBEHHEIE 32 BeJCHHE JENONPOM3BOACTRA
B JIpyrMX  CIDYKTYpHBIX  IIOJpA3fENeHHsX  MYHHLMUIAIBHOTO  Oprada
HCIIOJIHUTENIEHOM BIIACTH;

OJIEKTPOHHEI 00pas [OKyMEHTa — 3JeKTPOHHAs KOIHS JIOKYMEHTa,
M3rOTOBJICHHOIO Ha OyMa)XHOM HOCHTEJIE,

CKaHMPOBAHHE TOKyMEHTa — IIOJTyY€HUE 3IEKTPOHHOT0 06pa3a JOKYMEeHTa;

CHCTEMa SJIEKTPOHHOTO NOKYMEHTO00O0pOTa — HH(OPMAIMOHHAS CHCTEMA,
obecrievnBaronias c60p JIOKYMEHTOB (BKIOUEHHE JOKYMEHTOB B CHUCTEMY), HX
06paGoTKy, yrpaBleHHe TOKyMEHTAMHU U JOCTYII K HUAM;

SJICKTPOHHBIH  IOKYMEHTOOG0POT — JOKYMEHTOOGOPOT C IIpHMEHEHHEM
HH(QOPMAIOHHOM CHCTEMBI

II. TokymeHTHpOBaHME yNpaB/IeHYeCKOil 1esITeJbHOCTH
biiankn ntoxkymenToB

2.1. B COOTBETCTBHH C 3aKOHOATENHCTBOM PoccHiicKoit Qenepanuw,
JTIOKaJIbHBIMI HOPMAaTHBHEIMU aKTaMU B OPTaHU3alluH M3IAI0TCSA OPraHH3aIlHOHHO-
pacropsauTeIbHbIe JOKYMEHTEL

BHocutb Kakue-mubo WUCIpaBIeHMS WO OGABIEHHS B IONIHCAHHBIE
(YTBEpKJIeHHBIE) TOKYMEHTEI He JOITyCKAETCS.

2.2, Cospanne [JOKYMEHTOB B  OpraHH3aldH OCYIIIECTBIISIETCS €
HCIIOIb30BaHKUEM I1a0JIOHOB OTaHKOB JJOKYMEHTOB ¥ IAGIOHOB JOKYMEHTOB.

ONeKTPOHHBIE MAGIOHE! GIAHKOB JOKYMEHTOB IOJDKHBI OBITH HICHTUUHEL
01aHKaM TOKyMEHTOB Ha GyMaXKHOM HOCHTEJe.

2.3. JIokyMeHTBI OpraHu3aniu ohOpMIITIOTCS Ha OIaHKaX HITH CTaHIAPTHEIX
mucTax Oymaru hopmara A4,

2.4. Jlnsi W3rOTOBNEHHS HOKYMEHTOB B OpraHM3alUH UCIIONB3YIOTCS
ClenyroIue OJIaHKu:

1) mocranoBnenus AnMuHHCTpauun KpacHOSPCKOTO CEBCKOrO MOCETSHHS
OMcKoro MyHHIMIansHOro paiioHa OMckoil o6macTu (mpunoxenue Ne 1 «k
HucTpyKIiun);

2) pacmopsokeHus AIMHHHCTpauuu KpacHOAPCKOTO CENbCKOTO MOCEIEHHUS
OMCKOro MyHHIMOANBEHOro paiioHa OMCKoOM o6nacTu (mpunoxxenue Ne 2
HNuCcTpyKIun);
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3) pemenus CoBera KpacHOSPCKOro celbckoro moceieHus OMCKOro
MYHHIUIIAIBHOrO paitona OMckol obnactu (mpuosxkenue Ne 3 k HHcTpykimm);

4) nporokoina (mpunoxenue Ne 4 k HHucTpykuun),

5) mucema AnvumucTpanun KpacHOSPCKOro cebekoro moceenns OMeKoro
MyHHUHIIANEHOTO  paiioHa OMCKo¥ 067acTH  [Ifd  BeIeHHs TIEPENIUCKU ¢
OpTaHU3alMAMA 1 rpaxnaHaMu (mpuioxenne Ne 5 k Uuctpyximn).

2.5. BHyTpeHHHE TOKYMEHTHI (IOKJIaIHBIE 3alUCKH, CIIPaBKH, OTYETHI U [Ip.)
ohopMIIIIOTCS Ge3 61aHKOB.

2.6. Ilpy u3maHWH IOKYMEHTOB Ha CTaHIAPTHBIX JHCTax OyMaru Ha HUX
BOCIIPOM3BOIATCS PEKBU3UTEI, HEOOXOAMMBIE [T JOKYMEHTOB KOHKPETHOTO BHIA
UJTH Pa3HOBUIHOCTH.

2.7. TlpoexTupoBaHue GIIAHKOB JOKYMEHTOB OCYIIECTBIIIETCS B COOTBETCTBUU
¢ 'OCT P 7.0.97-2016 "Cucrema cTanmapros mo HH(OpMaIKH, GUOITHOTEIHOMY 1
M3NIATeIECKOMY  Jiely.  OpraHM3alHMOHHO-PACIIOPSAUTENBHAS — TOKYMEHTAIH.
Tpeboanus x ohopMIIEHHIO TOKYMEHTOB'" .

2.8. bnmaHKE  [OOKYMEHTOB OpraHH3aLUu MOTYT  H3TOTaBJIMBATHCS
THIOrPaCKUM  COCOGOM,  CPEICTBAMH  ONEPATHBHOM IOJIUrpaduu  UIIH
KOMITBIOTEPHOU TEXHHUKH.

2.9. JIOKyMeHTBI H3TOTAaBIMBAIOTCS Ha OyMaXHOM HOCHTENE H B bopme
3/IEKTPOHHBIX TOKYMEHTOB C COOJOJCHUEM YCTaHOBICHHBIX IPABHII 0DOPMIEHHS
JOKYMEHTOB.

2.10. JToxymMeHTHI opraHu3aiyy, ohOpMIICHHbIE Kak Ha OnaHke, Tak u 6e3
HETO, JOJDKHBI UMETh II0JIS HE MEHee:

20 MM - J1eBoE;

10 MM - mpaBoe;

20 MM - BepxHee;

20 MM - HHXKHee.

JlokymeHTs! muTensHbIX (cBbime 10 JeT) cpokos XpaHEHUs TOJDKHBI HMETh
JieBoe 1oJie He MeHee 30 MM,

2.11. JloKyMeHTBI, H31aBacMbleé COBMECTHO OINHOM MM HECKOIbKUMI
OpraHM3allUsIMH, OQOPMIAIOTCS HA  CTaHAAPTHBIX  JIMCTAX Oymaru ¢
BOCIIPOM3BEICHUEM DEKBU3UTOB BCEX OpPraHM3alUii, yYaCTBYIOUIUX B H3/AHHH
IIOKyMEHTa.

2.12. Ilpy MOArOTOBKE TOKYMEHTOB JOIMYCKAETCS MCIIOIb30BAHIE JIULIEBOH U
000pOTHOM CTOPOHE! JHcTa. [Ipd IBYCTOPOHHEM CO3NAHHH JOKYMEHTOB LIUPWHA
JIEBOTO IOV Ha JIMLEBOM CTOPOHE JIMCTA U MPaBOro II0JIL Ha 0GOPOTHOM CTOpOHE
JIMCTa IOJIKHBI OBITH PaBHEL.

2.13. Tlpu cosmaHuM TOKyMEHTa Ha JBYX W GOJee CTpaHMIAx BTOPYIO H
IIOCTIeAYIOIe CTPaHHUIBl HyMepyroT. Homepa cTpaHWIl pOCTaBISIOTCS IO
CEpelHe BCPXHETO TIONIA JOKYMEHTA Ha PAacCTOAHMM 10 MM OT BepxHero kpas
JHUCTA.

2.14. lns M3roTOBIEHUS HOKYMEHTOB IIPEIIOYTHTEBHEIME TapHUTypaMu U
pasmepamu MPUPTOB I PeKBU3UTOB siBistores: Times New Roman N 13, 14,
Arial N 12, 13; Verdana N 12, 13; Calibri N 14. Jlns 0(OPMIICHUS HOPMATHUBHBIX
ITPABOBBIX aKTOB IIPUMEHSIETCS TOJBKO IpudT Times New Roman.
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IIpu cocraBieHuy TaOIHUIl OMYCKAETCS MCIIONB30BAHKE MPH(GTOB MEHBIINK
pasmepos - N 10, 11 or.

2.15. AG3anHEIi OTCTYII B TEKCTE MOKyMeHTa - 1,25 cM.

3aroioBKM pa3JeNioB U MOPa3esioB IeYaTaloTCs ¢ a63aIlHbIM OTCTYIIOM HJIH
LHEHTPUPYIOTCA I10 IIMPUHE TEKCTA.

2.16. Texcr nokymenTa mevataetcs gepes 1 - 1,5 MEXCTPOYHEIX UHTEpBaja.
TexcT noKyMeHTa BEIpaBHUBAETCS TI0 LIMPHHE JIHCTA.

MHOrOCTpOUHbIE PEKBU3HTBI I€YATAIOTCA depe3 OIUH MEXCTPOUYHBIH
MHTEPBaJ, COCTABHBIC YaCTH PEKBU3UTOB MOTYT Pa3AessaThCs NOMOJHHUTEIBHBIM
UHTEPBAJIOM.

Ecii OKYMEHT roTOBUTCS WIS M3NAHUA C yMEHbIICHHEM Maciiraba, TEKCT
[IevaTaeTcs Yepe3 ABa HHTEPBAJIA.

MuTepsal Mex Ty GykBaMu B CIIOBax - 0OBIYHBI. MHTepBan MEXIy CIIOBaMH -
OJIMH Tpober.

CTpoky peKBU3UTOB BHIPABHUBAIOTCS TIO JIEBOI IPAHKLIE 30HEI PacIONIOKEHUS
PEKBH3HUTA UJTH HEHTPYIOTCS OTHOCHTENEHO CaMOH [JIMHHOM CTPOKH.

JlnuHa caMod JMHHOM CTPOKM DEKBH3HTA TIPH YITOBOM DACTIONOKEHHH
PEKBH3UTOB He Goiee 7,5 cM.

JlmiHa caMolf JUIMHHOK CTPOKM PEKBH3UTA MPH MPOIOIBHOM DPACTIONOKEHHH
PEKBU3UTOB He Ooee 12 cM.

2.17. lonyckaeTcs BBIAENATD TTOLY)XUPHBIM MPH(GTOM PEKBH3UTEL "anpecar”,
"3aroJI0BOK K TEKCTY" WK "HOAIICE", a TakKe OT/ENBHBIE (PparMeHTEI TEKCTa.

2.18. Tlpy MHOATOTOBKE MHOTOCTPAHHYHEIX TOKYMEHTOB  (TIpaBHIIa,
TIOJIOXKCHHS, MHCTPYKIMH, PETIaMeHThbl, CTaHJapThl, IPOTrPAMMEI, ILUIAHBI, OTYETHI
¥ 1p.) 0QOPMIISETCS TUTYIBHBIH JHCT.

Odopmiienne peKBH3HTOB 10KYMEHTOB

2.19. CocTaB peKBH3HTOB, HCIIOJNB3YeMBIX IJIA O(hOPMIICHUST JTOKYMEHTOB,
OIPENIENAETCA BHIOM (PasHOBUIHOCTBIO) OPraHHU3ALMOHHO-PACIIOPSAUTETBHOTO
IOKyYMEeHTA.

2.20. I'lpx moOJATOTOBKE JOKYMEHTOB OpraHH3alldy HCIIOJIB3YIOTCS PEKBU3UTEL,
ycranoBneHusle ' OCT P 7.0.97-2016.

2.21. bnamxk mocTaHOBIEHHS (pacTOPSKEHIH) OpTaHU3alUU JOJDKEH
BKJIFOYaTh PEKBU3HTEL:

HanMEHOBaHHUE OpraHU3AI[HH;

HAaHMEHOBaHHUE BUIA JOKYMEHTA,

MECTO COCTaBJIEHHUS MM U3aHUS TOKYMEHTa,

OTMETKH IULS pasMeleHus PEKBU3UTOB "nata JOKyMeHTa",
" PETUCTPAITHOHHBINA HOMEp HOKyMeHTa' .

2.22. bnaHK THCbMa OpraHU3alMHd JO/DKEH BKIIOYATEH clleayrolue
PEKBU3UTHI:

HaMMEHOBaHUE OpraHU3AI|H;

CIIpaBOYHEIE JaHHBIE 00 OpraHU3aIUN;



OTMETKH  JUI1  TIPOCTaBICHMS  DPEKBH3UTOB  '5marta  JOKyMeHTa',
" pErMCTPallMOHHEBIN HOMEP HOKyMeHTa", "CcchliKa Ha PETHCTPAIMOHHBIA HOMEp U
JaTy IOCTYIHBINEro JOKyMeHTa" .

B GnaHk muchMa JOIKHOCTHOIO JIMLA JOTIOTHUTENBHO BKIIOYACTCS PEKBU3UT
"HaMMEeHOBaHUE ODKHOCTH JIUIa".

2.23. BHyTpeHHHME [JOKYMEHTHI OpraHH3alliy, oopmisieMbie He Ha OIaHKe,
AOJDKHBI CONEPKATE COOTBETCTBYIOIINE BUIY TOKYMEHTA PEKBU3HTEL.

2.24. HauMeHOBaHWe OpraHW3allMd Ha OJaHKe JOKYMEHTa JIOJDKHO
COOTBETCTBOBATH HANMEHOBAHUIO IOPHIMIECKOro JMIA B yCTaBe opranu3anui. Ha
OnaHKax JOKYMEHTOB yKa3bIBAaeTCS ITOJNHOE oQHIMaTbHOe HaUMEHOBAHHUE
FOPUIIMIECKOTO JIHIA C yKa3aHHEM ero OpraHu3alldOHHO-IIPaBOBOM (OpMEI, moj
HAMMCHOBAHMEM  OpraHM3alliM B  CKOOKaX  yKasblBaeTCs  COKpAICHHOE
HaNMCHOBaHHE OPTaHU3aLUH, ECJIH OHO IPEIYCMOTPEHO YCTABOM.

2.25. HauMeHOBaHHWE CTPYKTYPHOTO IIONpa3ieseHNUs (B TOM umcie
KOJIETHaJIBHOTO, COBEIIATENFHOTO HIIM MHOTO OpraHa) yKa3hlBAaeTCsl B OJIAHKAX
miceM M ONaHKax ~ KOHKPETHBIX  BHIOB  JOKYMEHTOB,  H31aBaeMbIX
COOTBCTCTBYIOLMMH  TOApasaeneHusiMd. Hax HamMeHoBaHWEM CTpYKTypHOTO
TIOApa3/IeNICHUs yKa3bIBAETCA HAUMEHOBaHHE OPraHU3aI}H.

2.26. HanveHOBaHWE NOIDKHOCTH JIMNA HCIIONB3YeTCs B ONAHKAX ITHCEM
AOJDKHOCTHBIX JIMI ¥ PACIIONAraeTCs [0 HaMMEHOBaHHEM OpraHU3all|H.

2.27. CpaBouHble JJaHHBIE 00 OpraHW3alliy YKa3bIBAIOTCSA B OJIAHKAX ITHCEM
U BKIIOYAIOT: IIOYTOBBIM aJpeC OpraHW3alud (IOMOJHUTENBHO MOMKET
YKa3bIBaTbCsS alpec MecTa HaXOXIACHHsS MOPUIMYECKOr0 JIMIA, eCIM OH He
COBIIAZIACT C MOYTOBBIM anpPecoM); HoMep TenedoHa, hakca, afpec dIEKTPOHHOM
IIOYTBI, CETeBOW ajpec, a TaKXkKe KOJ OpraHH3alud II0 O6mepoccuiickomy
KIaCCH(QUKATOPY — NPEANPUSTHA W OpraHu3arumii (OKIIO), ocHoBHOI
FOCY[apCTBEHHBIH  PETHCTPALMOHHBIY  HOMep oprammsamuu  (OTPH) wu
MJICHTH(QUKALUOHHBIA HOMEp HaIOTOIUIaTeNbIINKa/KO [IPHYMUHBI TOCTAHOBKH Ha
Haytorossii yaer (MHH/KIIIT).

2.28. HaumeHOBaHHUe BHa JOKYMEHTA YKa3bIBACTCS HA BCEX JOKYMEHTaX, 3a
HCKIIOYCHMEM  JIENOBBIX  (CIyXKeOHBIX)  MHCEeM,  paclojiaraercs  Ioj
HaUMEHOBAHNEM OPTaHU3alUH (CTPYKTYPHOTO IOAPa3/ieNeHuUs, JOMKHOCTH).

2.29. [lara JOKyMeHTa [O/DKHA COOTBETCTBOBATH JaTe  ITOITTHCAHMS
(yTBepXHeHHA)  HOKyMeHTa MmH (B IIPOTOKOJIaX)  JaTe  COOBITHI,
3a()UKCHPOBAHHOTO B JOKYMEHTE.

Jlata 0KyMeHTa 3aIUChIBACTCS B IIOCHIE0BATEIEHOCTH: IeHb MECSLa, MECAII,
roJl ONHUM U3 IBYX CIIOCOOOB:

apabckumu upaMi, pasieleHHbIMA TogKoit: 05.06.2016;

CIIOBECHO-IIU(POBEIM CIIOcOO0M, Ha mpuMep: 5 uroHs 2016 T.

Ha noxymentax, odhopmiseMsix Ha GiaHke, 1aTa JOKyMeHTa IIPOCTaBIISETCS
[0/l PEKBU3HTAMH "HaHMMCHOBAaHME BHIA JOKyMeHTa' (B GIaHKAaX KOHKDETHBIX
BHJIOB JIOKYMEHTOB) U "CIIpaBOYHBIE TaHHbIE 06 opraHms3anuu” (B Grankax ITHCEeM).

[latoii HoKyMeHTa, H3NaHHOTO COBMECTHO IByMs WIH GOjlee OpraHu3alusIMy
(IOJDKHOCTHBIMU JIMIAMHU), SBJIAETCS IaTa IIOMNHUCAHUS JOKyMEHTa IOCJeIHeN
CTOPOHOM.
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2.30. PerwmcTpalMOHHBIH HOMep HOKYMEHTa - 1AQpoBOf Win GyKBEHHO-
HU(DPOBON HMACHTH(UKATOP NOKYMEHTa, COCTOSIIAH M3 MOPSIIKOBOTO  HOMeEpa
AOKYMEHTa, KOTOPBIH, II0 YCMOTPEHHIO OPraHW3alliH, MOXKET JOMOJHITHCS
IUQPOBBIMA WM OYKBEHHBIMH KOIAMHU (MHIEKCaMH) B COOTBETCTBHH C
HCIIOJIb3YeMBIMH KJIaCCU(HKATOPAMH.

Ha nmoxymeHTe, cocTaBieHHOM COBMeECTHO AByMs u Oollee OpraHu3alUiIMHu,
HIPOCTABJIAIOTCS PETUCTPAlHOHHBIE HOMEpa JOKYMEHTa, IIPHCBOCHHBIE KAXKION U3
OpTaHW3allii. PerucrpannoHHbIe HOMEpa HMPOCTaBIIOTCS B IIOPSIIKE YKa3aHWs
HAVMCHOBaHWH OpraHU3alWil B 3arOJOBOYHON 4YacTH (mpeambyne) moKyMeHTa u
OTACJIAIOTCA IPYT OT ApYyra KOCOH 4epToii.

2.31. Ccpuka Ha pErMCTPAI[MOHHBIH HOMEp ¥ JaTy IIOCTYIIHUBIIIETO
AOKYMCHT4, COCTOAINAA M3 PETHCTPAlMOHHOTO HOMEPa M [JaThl BXOMIAINErO
AOKYMEHTa, Ha KOTOPBIA JIaeTCs OTBET, IPOCTaBIsieTcs B Bume orMerky "Ha N ..
ot ..." B GiaHKe nuceMa.

B TeKCT muCbMa-OTBETa CBEJEHHMS O PErHCTPALHOHHOM HOMEpEe U Jare
ITOCTYMHMBIIIEr0 ACEMa He BKIIFOYAIOTCS.

2.32. Mecrto cocrapneHms (W3aHUA) JOKyMEHTa YKa3bIBAETCS BO BCEX
AOKyMEHTaX,  KpOMe  JEeNOBBIX  (CHyKeOHBIX)  IHCeM,  BHYTPEHHHX
MH()OPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB, 4 TaKKe B ClIy4ae, €Cilid MeCTO
HaXOXJICHUA ~ OpraHM3allM¥  BXOIUT B €¢ HAaMMEHOBAHHWE, HAIpHMep:
AnMuHHCTpAIUs Kpacuosipckoro CEJICKOT0 IIOCETICHUS Owmckoro
MYHULHANIATBHOTO parioHa OMCKO# o0iacTu.

2.33. I'pud orpaHmYeHHs JOCTYNa K NOKYMEHTY MIPOCTABIIAETCA B IIPaBOM
BEPXHEM  yIly — TIepBOTO  JIHCTA  JOKyMeHTa  (IIPOeKTa  JOKyMEHTa,
COIPOBOAUTENIBHOrO IMHChbMA K NOKYMEHTY) OT TPaHHLBI BEPXHETO MOJIA IpH
HallMMd B JIOKyMEHTEe HH(OPMAIWH, IOCTYI K KOTOPOM OTpaHHYHBAETCS B
COOTBETCTBHH C 3aKOHOIATENLCTBOM Poccuiickoit ®eneparium.

2.34. AnpecarT - PEKBH3UT, WCIOIL3YeMbIit Ipyd O(OPMIIEHHH JIETOBBIX
(ciry»xe0HBIX) MHCEM, BHYTPEHHHX HH(OPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

AJZlpecaTtoM  JIOKyMEHTa MOXeT OBITh  OpraHM3aIus, CTPYKTYpHOE
[IOApa3/CICHNE OPTraHU3allUy, JODKHOCTHOE HUITH (DPU3UUECKOE JIHIIO.

PexBusur "ajpecar" odopmisercss Ha 61aHKe ¢ YIIOBBIM pacIionoXeHueM
PCKBU3HUTOB - B BEPXHEH NpaBOi YacTH NOKyMEHTa, Ha GJaHKe C IPOXOIBEHBIM
PacllOIOXCHUEM PEKBU3UTOB - CIpaBa IMON pEKBM3UTaMH Onadka. CTpoxu
pexBu3nTa "ajpecar" BBIPAaBHHBAIOTCS 110 JIEBOMY Kpal0 WK LEHTPYIOTCS
OTHOCHTEJIBHO CaMOM IIIMHHOU CTPOKH.

IIpu anpecoBanuy JOKyMeHTa PyKOBOJHUTENIO (3aMECTHTEIO PYKOBOIUTES)
OpraHM3alMK YKa3bIBAIOTCS B JATEIBHOM TMaJe)Ke HAaUMEHOBAaHWE MOJDKHOCTU
PYKOBOZUTEISI (3aMECTUTENS PYKOBOAUTENs), BKIIOYAIONIEE HAUMEHOBAHHE
OpraHu3alyy, (aMUIHIO, HHUIHAIE JOIKHOCTHOTO Juna. Hampivep:

ITepsomMy 3amecTuTenmro I aBbl
OMCKOro MyHHUIUIIATEHOTO paiioHa
Omckoit o6acTu
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HBanoBy A.A.

IIpu ampecoBaHMy IHMCbMa B OPraHM3alMIO yKa3hIBAETCS €€ TOJIHOE MU
COKpaIlleHHOE HAUMEHOBaHHE B HMEHHUTEILHOM TIaIexKe.

IIpu anpecoBaHnu NOKyMEHTa B CTPYKTYPHOE TIOApPA3ieTIeHIe OpraHu3alnn
B PEKBU3UTE "azpecaT" yKa3bIBAIOTCS B MMEHHUTEIEHOM IIAfeKe HAUMCEHOBAHHE
OpTaHU3aLH, HIKE - HAMMEHOBaHHE CTPYKTYPHOTO noapasaenesus. Hampumep:

Anmvunuctparys OMCKOro
MYHMIMIIATIBHOTO paiioHa OMCKoi
obractu
OpraHu3aIoHHO-KaIpoBOe
yIpaBieHHE

Ilpn anpecoBaHWH MUChMa PYKOBOUTENIO CTPYKTYPHOTO IOApA3/ENCHHUS
YKa3bIBAIOTCSI B MIMCHHUTEILHOM Ma/le)ke HaUMEHOBAHME OPraHM3AI[MH, HUXKE - B
JaTeJIbHOM TIafiee HaHMEHOBAHUE [OJDKHOCTH PYKOBOAUTENS, BKJFOUAIOIIIEE
HaMEHOBaHHE CTPYKTYPHOT'O [TOApA3/IeNeH s, (GaMIIIHIO, HHUIHANEL. Hanpumep:

Anmunnctpanus OMCKOro
MYHHIUIIAIBHOTO parioHa OMCKOH
obnactu
HavanpHuky
OpraHU3alOHHO-KaAPOBOI'O
yIIpaBIEHUS
HBanoBoii A.A.

Ilepen Qamunned JOKHOCTHOTO JIMI[A JIOMYCKAETCS  YIIOTPEOISATH
COKpameHHe "T-Hy" (FoCronuHy), el aapecaT MyX4uHa, uid "r-xe" (rocrosxke),
€CITH aJIpecar JKEHIINHA, HapUMeD:

r-ay @amunus U.0.
r-xxe @amunmus 1.0.

Ilpy pacceliKe NOKyMEHTa TIpyIlle OpPraHU3aldil OTHOTO THIA HIM B
CTPYKTYPHBIE IIOAPAa3/CNCHUs] OJHOW OpraHW3allud, ajpecar yKa3bIBaeTcs
0606mmenHo. Hampumep:

PykxoBoguTeIsIM CTPYKTYpPHBIX
NoJIpa3elleHuil A IMUHUCTpAIIUN
OMCKOro MyHUITMITAIEHOTO paiioHa



10

OMckoi#t o6j1acT

['maBaM MyHHIIHIIATBEHBIX
oOpa3zoBanwmii

Ilpy paccbiike MOKyMEHTa HE BCEM OpTraHH3AIMSIM WM CTPYKTYPHBIM
TIOpa3ACNCHASM TIOX PEKBM3UTOM "Agnpecar' B ckobOKax ykaseiBaercs: "(II0
crucky)". Hampumep:

['maBaM MyHUITUIIATEHBIX
o0pa3oBaHmi
(110 crmcky)

CHHuCOK pacChIIKU COCTABIIAETCS UCIIOTHUTEEM.

Ecny muceMo HamlpaBIsleTcss B OpraHM3allfio WK TOJDKHOCTHOMY JIMIY |
MU CBEICHUS elle psiTy OpTaHU3alMi WU JOJDKHOCTHEIX JIUI], 00IIee KOJIMUECTBO
alipecaTtoB He JODKHO OBITh Ooliee 4YeTHIpeX, IIPH 3TOM OCHOBHOH ajpecar
YKa3bIBa€TCA TIEPBEIM, Cl0BO "Komus" mepex BTOPBIM, TPETBHM, HYeTBEPTHIM
azpecaTaMy He TieqaTaeTcs.

B coctaB pexBmsura "Agmpecar" MoxeT BXONUTH ITOYTOBBI azpec.
ONIEMEHTBl ~ IOYTOBOTO  agpeca  YKas3hIBAIOTCH B IIOCJIEIOBATEIHFHOCTH,
yCTaHOBJIeHHOH [IpaBunamMu oka3aHus yCIIyT II09TOBOM CBS3H.

I'ocynapcTBeHHOE yupexeHre-
Ynpasnenune [Tencronnoro Gonzna
Poccuiickoit @enepanuu B OMckoM
paiiore OMcKoi# 061acTu
J3epxuHCKOTO VII., 1.7,
r. Omck, OMmckas o6macts, 646530

IIpn agpecoBanuu MOKyMeHTa Gusndeckomy Iy YKa3BIBAIOTCS: (haMUIIHs
WHUIHMAJIEL, IIOYTOBBIN aapec.

ITerpogoii 1.0O.
Capnosas yi., 1. 5, xB. 12,
r. Jlro6epusl, MockoBckas 0611.,
301264

Ilo4ToBbIi anpec He yKa3EIBACTCS B JOKYMEHTAX, HAPABISIEMBIX B BBICIIIHE
OpTraHBbl BIIACTH, BBIIIECTOAIINE OPTaHU3AINH, [I0ABEIOMCTBEHHbBIE OPTaHU3AINH U
TIOCTOSTHHBIM ~ KOPPECTIOHACHTaM (32 MCKIIFOYEHWEM HalpaBlIeHUS ITHCEM
yKa3aHHBIM aJipecaTaM B KOHBEPTaX C IIPO3PavyHBIMKU OKHAMH).

IIpu oTmpaBke MUChMa IO 3MEKTPOHHON MOYTE MIH (HaKCHMUIBHON CBSI3H
(6e3 mocBUIKH MO MOYTE) MOYTOBEIM afpec He YKa3BIBAETCS. ITpu HEeoOxXomuMOCTH
MOJXKeT OBITh yKa3aH 3JIeKTPOHHBIN afpec (Homep Tenedona/baxca). Hanpumep:
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Bceepoccuiickuit HaygHo-
HCCIICIOBATENBCKUM HHCTHTYT
- AIOKYMEHTOBEJIEHUS U apXHUBHOIO [eja
mail@vniidad.ru

2.35. I'pud yTBepKIEHHS NOKYMEHTa IPOCTABISETCS Ha JOKYMEHTax B
IpaBOM  BCPXHEM Iy TIEPBOro JHCTa JOKyMeHTa. CTPOKHM peKBU3WTa
BBIPABHUBAIOTCSA 110 JICBOMY Kparm MM LEHTPYIOTCS OTHOCHTEIBHO CaMoil
JJIMHHOM CTPOKH.

[Ipu  yTBepkIeHHM  [OKyMEHTa COOCTBEHHOPYYHOM  IOAIMHCHIO
AO/DKHOCTHOTO JIMILA IPHQ yTBEPXKJIEHHS COCTOMT M3 crosa "YTBEPXKIIAIO",
HAaUMCHOBaHUS JNOJDKHOCTU JIHMI@, YTBEPXKIAIONIEr0 JOKYMEHT, €ro ITOJIIHCH,
VHUIAANIOB, haMUIIMK U JaTsl yTBepXKAeHus. Hampumep:

YTBEPXJIAIO

I'maBa KpacHosipckoro cenbckoro
roceneHuss OMCKOro
MYHHIUANIATBHOTO pationa OMcKoi
obractu

ITogmucey UM.O. ©amunus

Hara

Ilpn yTBepKIeHWM NOKYMEHTa DACIODPSIUTENHHEIM TOKYMEHTOM rpud
YTBepXACHHA cocTtouT wm3 cinoBa "YTBEPXJEH" ("YTBEPXJIEHA",
"YTBEPXEHBI" unu "YTBEPXIEHO"), cornacoBaHHOTO ¢ HaUMEHOBAHHEM
BU/la yTBEPXKAAEMOr0 TOKYMEHTa, Ha3BaHWA BU/A PACIOPSAUTENLHOTO TOKYMEHTa
B TBOPHTEIIBHOM TIAJIEXKE, €r0 JaThl, HoMepa. Hanpumep:

(Permament) YTBEPX]IEH
pacopskeHHeM AIMUHUCTPALAU
KpacHospcKoro cescKoro moceneHus
oT 5 okTs16pst 2017 r. N 82

(ITpaBuia) YTBEPXJIEHBI
IIOCTAaHOBJICHHEM A IMUHHUCTPALAN
KpacHOoApCcKOro cenbecKkoro moceneHus
oT 5 okTsi6pst 2017 r. N 82

Ilpu yTBepiKIOeHHHM HOKYMEHTAa KOJUIETMATbHBIM, COBELIATENbHEIM M
MHBIM OpraHOM, pELIeHHS KOTOpOro (UKCHUPYIOTCS B MPOTOKONIE, B rpube
YTBEPXK/CHHUs YKa3plBAeTCsA, HAUMEHOBAHUE OpraHa, JaTa ¥ HOMep MpOTOKona (B
ckobkax). Hampumep:
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(ITonoxenue) YTBEPXJIEHO
9KCIIEPTHON KOMUCCHEH
AnmunncTpaimu KpacHosipekoro

CEJIBCKOTO TTOCETICHHMS
(mporoxkon ot 12.09.2017 N 12)

2.36. 3aroloBOK K TEKCTy - KpaTKOe CoIepkaHWe IOKyMeHTa. Eciwm
3aroJI0BOK K TEKCTy OTBEYAET Ha BOIPOC "o yeM?", OH HauHHaeTcs ¢ mpezyora "O"
("O6"). Ecnu 3aromoBok K TEKCTy OTBe4aeT Ha BOIpOC "4ero?", OH COCTABIfET
OZIHO LieJIoe ¢ Ha3BaHWeM BuJa JOKyMeHTa. Hampumep:

npuKa3 (0 4eM?) 0 CO3MaHHM aTTECTALHOHHON KOMUCCHI

MUCBEMO (0 9eM?) O IPeAOCTaBICHUH HHPOPMAIHH

aKT (4ero?) mpuema-mepenadu aei

IIPOTOKOJI (4ero?) 3aceNaHus SKCIIEPTHON KOMUCCHH

3aroyioBOK K TeKCTy OGOpMISeTcs MOJ PEKBU3UTAMU OJaHKA ClieBa, OT
TPaHUIIB! JIEBOTO ITOJISL.

3aromoBOK K TEKCTy MOXET HE COCTABIITHCS, €CIH TeKCT NOKYMEHTa He
IIPEBBINIAET 4 - 5 CTPOK.

2.37. TexcT JOKYMEHTa COCTABJIAETCA Ha PYCCKOM si3bIKe. TeKCT TOKyMeHTa
JOJDKEH OBITh COCTABIIEH MPAaMOTHO, ACHO, IOHSTHO M IO BO3MOYHOCTH KPATKO.
TexcT mokyMeHTa IOJKEH COAEPKaTh JOCTOBEPHYIO 1 aKTyalbHYyIO HH(MOPMALHIO,
AOCTAaTOYHYIO JULA NPUHSTHS PEIICHUH WM MX HCIOIHEHUs], He TOJDKEH JOITyCKaTh
Pa3IMYHBIX TOJIKOBaHHUH.

B TekcTe moKyMeHTa, TOATOTOBIEHHOM Ha OCHOBAHHUHU 3aKOHOMATENBHBIX HIIH
WHBIX HOPMATHMBHBIX IIPaBOBBIX AaKTOB, paHEe M3IAHHBIX PpaCIOPSAUTEIBHBIX
JOKYMEHTOB, YKa3bIBAIOTCS X PEKBHU3UTEI:

HaWMEHOBAaHME NOKyMEHTa, HAMMEHOBaHWE OpraHa BIACTH (OpraHM3allvH),
M3/aBIIero(ei) JOKyMEeHT, 1aTa TOKyMEHTa, PEeTHCTPAalMOHHbIN HOMEp JOKYMeHTa,
3aroJIOBOK K TEKCTY;

HaUMEHOBAaHHWE OpraHW3allid WM JOJDKHOCTHOTO JIHLA, YTBEPIUBIIErO
JOKYMEHT, JlaTa yTBEpXKACHUS JOKYMEHTA.

Tekcr nMOKyMEHTa MOXET COAEPXKATh pasfielsl, IOApasAeNnsl, ITyHKTHL
IOAIYHKTBI, HyMepyeMble apaObCckuMu Iudpamu. YpoBHEHR pyOpUKalul TEKCTa He
JOJDKHO OBITE O0Jlee YeTRIpeX.

TekcT noKyMeHTa u3jaraeTcs:

B [IOCT@HOBIIEHHUAX, U3AaHHBIX AnMuHucTpanueii (... mocraHosisger");

B [TIOCTaHOBJICHUSX, U3MAHHBIX COBMECTHO ABYMs WM 00Jiee OpraHM3alUsIMy,
- OT [IEPBOTO JIUIAa MHOXKECTBEHHOT0 uncia (... moctaHoBmsieM");

B IIPOTOKOJIaX 3aCeNaHHUM - OT TPEThEero JHIa MHOXXECTBEHHOIO YHCIIa
("CIIVIIAJIA", "BRICTVITMJI", "TIOCTAHOBWJIN" unu "PEIITAJIN");

B JICNIOBBIX IHChMaX, OQOPMIICHHBIX Ha OJIaHKaxX OpraHu3alldH, - OT HepPBOTOo
LA MHOXECTBEHHOTO 4YHclIa (IIPOCHM, HampaBliseM, MpeajaraeM) HWIA OT
TPETHEro JMIa eAWHCTBeHHoro uucna ("AIMUHHCTpalus He BO3paxkaer...",
" AZIMMHHUCTpAIHUS CUATAET BO3MOXKHEIM...");
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B JICJIOBBIX IIICBMaX, OPOPMIIEHHBIX Ha JOIKHOCTHBIX OIIaHKaX, - OT TIEPBOTO

JIANa eAMHCTBEHHOTo yncia ("npomy ...", "mpemrararo ...");
B TOKTAJHBIX M CIy)KeOHBIX 3alMCKax, 3asBIEHHSX - OT ITIEPBOrO JIHIA
€IIMHCTBEHHOrO 4ucia ("mpomty ...", "CUHTa0 HEOOXOMUMEIM ...");

B JIOKyMCHTaX, yCTaHaBIMBAIOIMX (GYHKIMM (00S3aHHOCTH), IIpaBa H
OTBCTCTBCHHOCTh  CTPYKTYPHBIX IOApasfielNeHul, paGOTHHKOB (II0JTI0XKEHHe,
MHCTPYKIHS), & TaKkKe CONEPXKAIMX ONMCAHWEe CHTYalHH, aHaH3 bakToB U
BEIBOJBI (@KT, CNPaBKa), HCIIONB3yeTcs (OpMa H3IOKEHHS TeKCTa OT TPETHETO
JIMLa  eIMHCTBCHHOTO MM MHOXecTBeHHoro umcia ("CoBeT ocymecTBiseT
dyHKIMHE...", "KOMHCCHS IPOBEJa IPOBEPKY...").

IIpu moaroToske TeKcTa JOKyMEHTa CIEAyeT COBMOAaTh [IPaBUIa HAHCAHHS
oQHIIHATBHBIX HANMEHOBAHHUH, YUCTUTENIBHBIX U €IHHHII U3MEpEHHH,

B Texcrax JOKYyMEHTOB YHOTPEOISIIOTCS OOGIIEHPUHSTHIE ab0peBuaTypsl u
rpaguyecKkre COKpaIleHHs.

Ipy ykasaHuu B TeKcTe haMUTHI JIMIA HHULUANB CTABATCS [OCTe (DaMIIIHN.
B nenoBbIx (ciy»e6HBIX) MUCEMax UCIIONB3YFOTCS

BCTYIIUTENIBHOE OOpalleHue:

YBaxaeMsiii rocrionus [pencenarens!
YBaxkaeMbll rocrionuH MuswucTp!
YBaxkaeMslit rocrionuH ViBaHoB!
YBaxxaemas rocrmoxa [letposal
VYBaxaewmslii MBan [TetpoBuy!
VYBaxxaemas Auna HukonaeBra!
YBaxkaemble rocroza!

3aKIIIOYUTENbHAS 3TUKeTHas (pasza: "C yBakeHuew, ...".

HayMeHnoBaHie NOIKHOCTH B OOpAIIleHNUH IUIIETCS ¢ MPOIUCHOM GYKBEL, B
obpalleHny 0 (paMHUIHN HHHULMATE] JIUIA He YKa3BIBAIOTCSL.

2.38. OrmeTka O TPUIOKEHUM COLEPXKAUT CBEAEHHS O JOKYMEHTE
(IOKyMeHTax), —TpuUTaraéMoM K  CONPOBOJUTENHHOMY  ITHCEMY, UHOMY
MH(QOPMaMOHHO-CIIPABOYHOMY TOKYMEHTY, WX O TOM, Y4TO JOKYMEHT SBISETCS
NPUJIOKEHHEM K OCHOBHOMY NOKYMEHTY (HOPMaTHUBHOMY, PacIOpSAUTENILHOMY
WA UHOMY).

B compoBonuTeNnbHBIX MHUCBMaxX M APYrHX HH(POPMAIHOHHO-CIIPABOYHBIX
AOKyMEHTaX OTMETKa O IPHJIOKEHUH OPOPMISETCS IIOJ TEKCTOM OT IPaHMUIIEI
JIEBOTO II0JIS CIEIYIOLIMM 00pa3oM:

€CJIH ITPUIIOXKEHNE Ha3BaHO B TEKCTE:

[Ipunoxenne: Ha 2. B 1 5K3.

C€CJIF IPHAJIOXKECHHUE HE Ha3BaHO B TEKCTE HUJIU €CJIU l'IpI/IJ'IO)KeHI/Iﬁ HCCKOJIBKO:
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Ilpunoxenne: 1. Tlonoxenme 06 Anmunuctpammum  KpacHospckoro
CEJILCKOTO ITOCEJIeHNs Ha S J1. B 1 9K3.
2. CmpaBka 0 KaZpoBOM COCTaBe AIMMHHCTPAIUH
KpacHospcKoro cenbckoro moceiieHus Ha 2 1. B 1 5K3.

eCITH IIPUIIOXKEHHUE (IPHUIIOKEHHS) COPOIIFOpoBaHO(bI):

HpI/IJ'IO)KCHI/IeI OT4eT 00 HUCIIOJIHEHUH 6IOlI)K6Ta B 2 3K3.

€CIK  IOKYMEHT, SABJSIOUIMKCS IPHUIOKEHUEM, HMEeT MPUIOKEHUSI C
CaMOCTOSATEILHON HyMepalnei CTpaHuIl:

[lpunoxenune: I0roBop BO3ME3IHOT0 OKazaHus yciyr oT 05.09.2017 N 32-
17/72 n npunoxxeHust K HeMy, BCero Ha 7 I1.

€CJIM TIIMCBEMO HaMOpPaBIIKICTCI HECKOJIBKHUM aapecataM, a JOKYMEHT-
IIPHJIOXKCHHUE TOJIBKO IIEPBOMY aapecary.

[Ipunoxenue: Ha 3 1. B 1 3K3. TOJBKO B [IEPBLIN afipec.

€CIIM TPHJIOXKECHUEM SIBISIFOTCS JOKYMEHTHI, 3alliCaHHbIE Ha (U3MYECKH
060CO0IeHHBIH AIIEKTPOHHEIM HOCHUTEb:

[Ipunoxenne: DVD-R B 1 3k3.

[Ipu sToM Ha BKIazmelle (KOHBEPTE), B KOTODBIH MOMENIAETCS HOCHTEID,
yKa3bIBaIOTCS HAWMMEHOBAHUS JOKYMEHTOB, 3allMCAaHHBIX Ha HOCUTEIb, HWMEHa
¢aiinos, o6vem B OaiiTax.

B pacnopsouTensHBIX — JOKyMEHTaX  (IpHKa3aX, paclOpsKeHHAX),
A0roBoOpax, MOJOKEHUAX, IPABUIIAX, HHCTPYKIIMSIX U APYTUX JOKYMEHTAX OTMETKa
O TIPHIIOXKEHHH OPOPMILIETCS CIEAYIOUIHM 00pa3oM:

B TEKCTE OKyMCHTa IIPH ME€PBOM YIOMHHAHWH JOKYMEHTa-IPHIOKEHHS B
CKOOKaxX yKasbIBaeTCs: ... (IIPUIOXKEHHE) WK ... (Ipwiioxkenue 1), (mprnoxenne N
1);

Ha TIEPBOM JIFICTE TOKYMEHTa-IIPUIIOKEHHUS B IPABOM BEPXHEM YTy YKa3bIBAETCS:

IIpunoxenne N 2

K PacopsHKEHUI0 AIMUHUCTPAIIHN
KpacHosipckoro cesbckoro moceneHus
or 15.08.2017 N 112
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Ecimm  mpuimoxenvem pacTioOpsANUTEIPHOMY ~ JOKYMEHTY  SBIISETCS
JIOKAJBHBIM HOPMATHUBHLIM aKT WM HHOH MOKYMCHT, YTBEPXOAeMBIH IaHHBIM
PacIOpsIMTE/IbHBIM TOKYMEHTOM, Ha IEPBOM JIMCTE IIPHIOXKEHHS IPOCTABIISIETCS
OTMETKA O NpUNoKeHuu (6e3 CCBUIKM Ha PacHopsIUTeNbHBIH OOKYMEHT) U rpud
YTBEPXICHUA, B KOTOPOM YKa3bIBAIOTCS JAHHBIE PACTIOPSAUTENLHOIO JOKYMEHTA,
KOTOPBIM yTBEPKJICH JOKYMEHT-NpUiIoxeHue. Hanpumep:

[Tpunoxenue N 1

YTBEPXIEHO

pacropsbkeHreM AIMUHUCTpaLUK
KpacHosipckoro censckoro mocenenus
ot 18.09.2017 N 67

2.39. I'pud cormacoBaHus IPOCTABISETCS Ha JIOKYMEHTE B clly4ae €ero
BHCIIHETO  COINIACOBaHMA  (COTNIACOBaHWE C OpPraHaMM  BIACTH, HHBIMH
OpraHU3alUsAMHU, JOIDKHOCTHBIMH JIMLIAMH).

I'pud cornacoanus B 3aBHCHMOCTH OT BHIA JOKYMEHTA W 0COGEHHOCTEl
€ro 0(OPMIICHHSI MOXKET IIPOCTABIIATHCS:

Ha TICPBOM JIUCTE JOKYMEHTa (€CIIM JOKYMEHT HMEeT THUTYIBHBIH JIHCT, - Ha
TUTYJIBHOM JIUCTE) B JIEBOM BEPXHEM YIIly Ha ypoBHE rprda YTBEPXKICHUS WA
IO0J{ HANMEHOBAHNEM JOKYMEHTa OIIMKe K HIKHEMY TIOJIIO);

Ha MOCJICTHEM JICTE JOKYMEHTA O] TEKCTOM;

Ha JINCTE COTTIACOBAHUS, ABJIAIOIIEMCS HEOTEEMIEMON YacThIO JOKYMEHTA.

I'pud cornacosanus cocront u3 cnosa "COIJIACOBAHO", momxHOCTH
JIALa, ¢ KOTOPBIM COIVIACOBaH JOKYMEHT (BKIHOYas HAUMEHOBAHWME OpTraHM3allHH),
€ro CoOCTBEHHOPYYHO!H NONIMCH, WHHUIMANOB, (GAMUJIHH, NATHl COIJIACOBAHH.
Hampumep:

COI''TACOBAHO

Ilpencenarens Komurera buHaHCOB
¥ KOHTPOJII AIMUHHUCTpPAIHH
OMCKOTO MYHHITUITAIBHOTO paiioHa

ITogmuce U.O. ®amuimus

Harta

Ecnu cornacoBanme OCYINECTBISETCS KOJNErHAIbHBIM, COBEIIATEIbHBIM
WM MHBIM OPraHoM, B IPH(E COIIACOBAHWS YKa3bIBAIOTCS CBENEHHSA 06 OpraHe,
COTIacOBaBIIEM AOKYMEHT, 1aTe H HOMepe MPOTOKOINA, B KOTOPOM 3abHKCHPOBAHO
PelICHHe O cornacoBaHMH. Ecimu cormacoBaHHe OCYIIECTBISETCS ITHCHMOM,
YKasbpIBatOTCS BUJ JOKYMEHTa, HaWMMEHOBAHWE OPraHW3allH, COTVIACOBABILEH
JOOKYMEHT, [laTa U HoMep nucbMa. Hampumep:



16

COI''TACOBAHO

OKCIIePTHOH KOMHCCHI
AnMUHHCTpaIH

KpacHospcKoro censckoro rnoceaeHus
(IpOTOKOI OT N )

COI'JTACOBAHO
mucsMoM MKY "HaumenoBaHue

opranmuzanun"
oT N

2.40. BHyTpeHHee COrnacoBaHHe IOKyMEHTa opopmisiercs Bu3oli. Buza
BBIDAXACT MHEHME JIMIA, BHU3HUPYIOLIErO0 IIPOEKT MOKYMEHTa, W BKJIIOYAET:
AO/DKHOCTD JIML@, BH3HUPYIOIIETO NOKYMEHT, IIOAIHCH, Paciii(POBKY MOAIHCH
(MHALMATEL, GaMITHIO) ¥ 1aTy BU3upoBaHus. Hampivep:

Hauvanpaux HPHIUYCCKOTO OTAeia

Ilogmuce N.0. ©amunus

Hata

Ilpy Hanmu4my 3aMedaHuit K JIOKYMEHTY BU3y OGDOPMIISIOT ClIeLyIOLIUM
oOpa3zom:

3aMe4aHus IPUIIararoTCs.
IIpencenarens KoMuccuu

Ilogmuce HN.0. ®amunus

Jlata

B noxymeHTax, MONJMHHMKK KOTODHIX XPAHATCS B OPraHW3AllMH, BH3bI
IIPOCTABIIOT HA TIOCIEJHEM JIUCTE [OKyMEHTa IIOf IOANKCHIO, Ha 060poTe
MOCJIENHEr0 JIMCTa TOMJIHWHHUKA [JOKyMEHTa MM Ha JIACTE COIJIAaCOBAHHUS
(BU3MpPOBaHKS), IPUIAraeMOM K IOKYyMEHTY.

B ucxomammx JOKyMEHTaX BH3BI IIPOCTaBIAIOTCS Ha 3K3eMILIApax
TOKYMEHTOB, IOMEIIaeMBIX B JIEJIO.

IIo ycMOTpeHMIO OpraHW3amMyM MOXET IPUMEHSTHCS  IONHCTHOE
BU3UPOBaHHE JOKYMEHTA U €TI0 MPHI0KEHNH.
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241. Ilomnmce  BKIIOYAET:  HAaWMEHOBaHWE  JOKHOCTH  JIWII,

TIO/MHCHIBAIOIET0 JTOKYMEHT, €ro COOCTBEHHOPYYHYIO MOAIKMCH, HMHHIIHATEL
damunuro. Hampumep:

I'maBa AqMuHHCTpaIUK [Tonnuce N.0. Oamumms
KpacHosipckoro ceapckoro
IIOCEIICHUS

Ecmu  nokymenT odopmieH He Ha OnaHke, B HAaUMEHOBaHHE JODKHOCTH
BKJIIOYAeTCsl HAMMEHOBaHUe opranuzaruu. Hampumep:

I'maBa A mMuHHCTpAITHH

KpacHosipckoro

CEJILCKOTO TIOCENEHHUS

OMCKOro MyHUIMITIATEHOTO

pariona Omckoii obmact Tloxmuch N.0. Gavunus

IIpu odopmieHnE TOKyMeHTa Ha GJIaHKe JOKHOCTHOTO JIHLA JOJDKHOCTE
9TOTO JIMLA B IOAIHNCH HE YKA3bIBAETCS.

Ilonnucse N.0. Oamuus

HpI/I IIOANIACaHNM JOKYMEHTa HECKOJBKHMH JOJDKHOCTHBIMU JIHIIAMH,
3aHAMAKOIIMMH Pa3HOE IT0JI0XKEHHUE, UX TTOAIIMCH PacIIoIararoTCsa OaHa IO JIpyFOﬁ
B ITOCJICAOBATCIIBHOCTH, COOTBCTCTBYIOH_Ieﬁ CTaTyCy OOJPKHOCTH. HaanMep:

['maBa AIMUHHCTpaN ITogmuce

N.0. Gamumnus
KpacHosipckoro cenpckoro
IIOCEJICHUS
I'1aBHBIM OyxranTep [Tonmuce N.0. Gamumus

Ilpy moanMcaHuy NOKyMEHTa HECKONBKHMH JIHIAMM PAaBHBIX JOJDKHOCTEH
UX TIOATIMCH PACIIONIararoTCs Ha OIHOM ypoBHe. Hampumep:

['maBa AaMuHHUCTpAIIUH

['maBa AnqMuHUCTpau
KpacHospcKOro cenbcKoro moceIeHus

KpaCHO}IpCKOI"O CCJIBCKOT'O IIOCEIJICHUSA

IToamuce N.0O. Oamunus IMoomuce N.0. ©amunus
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B HOKYMCHTaX, ITOATrOTOBJIECHHEIX KOMI/ICCHG?I, B TIOAIIMCH YKa3bIBACTCA
CTaTyC J1uIa B COCTaBEe KOMUCCHH. HaanMep:

IIpencenarens KOMUCCHH ITonmuce N.0O. Gamunusg
YeHsl KOMUCCUH IToamuce N.0O. ®amunus
IToamuce N.0. ®amunus

Ilpy noANMCaHWM JOKYMEHTAa JIMLOM, HCIIONHSIOMMM OOS3aHHOCTH
PYKOBOIWTEN, IOAIUCH OQOPMIIETCS C YKa3aHHEM CTaTyca NOKHOCTHOTO JIUIA
B COOTBETCTBUHM C pacnopspkeHneM. Hampumep:

W.o. I'naBer Anqmunrctpanyun  [lonamucs N.0. Gamunns
Kpacuosipckoro cenbckoro
ITOCEJICHHUS]

HIIn:

Hcnonustomuit 0653aHHOCTH

I'maBBI AIMUHHUCTpAIIUH

KpacHosipckoro cenbpekoro

IIOCETIEHUS [Toanuce N.0. Oamunns

Ilpy MoAMMCaHWK TOKYMEHTA JIMIIOM, WMEFOLIUM MPABO MO/IIHCH B ciy4ae
BPEMEHHOI'O  OTCYTCTBUSl PYKOBOJWTEJSA, UCIpPaBICHHS B HaUMEHOBAaHHUE
JOIDKHOCTH ¥ PacIIM(QpPOBKY (aMUIHH IOATOTOBICHHOTO H COIIACOBAHHOLO
IPOCKTA OKYMEHTA BHOCATCS OT PYKU HITH C UCIIOIB30BaHUEM COOTBETCTBYIOIIUX
mTamnoB. He momyckaercs CTaBUTB KOCyro dYepTy, Hammuce "3a" nepen
HaMMEHOBaHUEM JOJDKHOCTH JIMIA B IOATIHCH, €CITH JOKYMEHT IIOAIHUCHIBAET HHOE
JOJDKHOCTHOE JIUIIO.

2.42. OtmeTka 00 37IEKTPOHHOM ITOAMICH MCTIONB3YETCS T BU3YaTH3AL[HH
BNEKTPOHHOH IOAIHKCH IOJy4aTeNeM TOKYMEHTa IpH OOMEHe 3IeKTPOHHBIME
AOKYMEHTaMH, IIOMNHCAHHBIMU YCHICHHOW KBaIM(MHIMPOBAHHON 3JIEKTPOHHON
IIOAIMIACEIO, C COONIOIEHNEM CIIEMYIOIINX TPe6OBaHHIA:

a) MeCTO pa3MeNIeHHS OTMETKH 06 SIEKTPOHHOH IONIMUCH [OIKHEI
COOTBETCTBOBATE  MECTYy  pasMEINEeHHMs  COOCTBEHHOPYYHOM  IOAMHCH B
QHAIOTMYHOM JOKYMEHTE Ha OyMa)kKHOM HOCHTEJIE,

6) 57I€EMEHTHI OTMETKH 00 3JIEKTPOHHOH MOATINCH IOKHBI OBITh BHIMMBIMI
¥ YMUTaCMBIMH [P OTOOPAXKEHUH JIOKYMEHTA B HATYPAIBLHOM Pa3Mepe;

B) ONEMEHTBl OTMETKH 00 OIEKTPOHHOH [OANMCH He JOJDKHBI
NIePEeKPBIBATECSI WIIM HAKJIAABIBATECS IPYT HA APYra;

I') BJIEMEHTHI OTMETKH 00 3JIEKTPOHHOH IMOIMHCH HE MOJKHEI [IEPEKPEIBATh
SJICMCHTBI TE€KCTA OKYMEHTa M IPYTUe OTMETKH 00 3JeKTPOHHOM moamucu (mpu
HaJINYWH ).
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OTmeTKa 00 BIIEKTPOHHOM MOAMKCH BKIIO4aeT dpa3y "J[oOKyMeHT moanucaH
3NIEKTPOHHON MOAIKCHI0", HOMEp cepTU(dUKaTa KIo4Ya SJIEKTPOHHOM ITOIIHCH,
bamunuro, UM, OTHECTBO BiIaJeNbLa cepTUUKATa, CPOK ASHCTBHUS cepTH(HKATa
KJIFOYa 3JIEKTPOHHOU MOATIHUCH.

Hanpumep:

JOKYMEHT ITIOJITMCAH
DJIEKTPOHHOM ITOIITMCHIO
HanMeHoBatY | Ceprydukar 1all1aaa000000000011 N.0. Camumis
~ Brnanenen ®amummsg Mmsa OtaectBoO
AODKHOCTH | TejicTRuTeNner ¢ 01.12.2012 o
01.12.2017

2.43. Tleuarp 3aBepsieT MOIJIMHHOCTH MOJMNKUCH NODKHOCTHOTO JHIla Ha
IOKYMEHTaX, YAOCTOBEPSIOIINX MpaBa JIUL, GUKCUPYIOUTNX (aKThl, CBSI3aHHEIE C
(bHMHaHCOBBIMU CPEJICTBAMH, & TAKXKE Ha MHBIX JOKYMEHTaX, [IPelyCMaTPUBAIOIINX
3aBEepeHUE TOJIUCH MEeYaThI0 B COOTBETCTBHU C 3aKOHOJATENbCTBOM Poccutickoit
Oenepanuu.

JIOKyMEeHTBI 3aBepsAIOT MEeYaThl0 OpraHu3anud. [ledaTs mpocTaBiseTcs, He
3aXBaThIBasi COOCTBEHHOPYUHOH ITOANMCH JIMIA, TOAINCABIIEr0 JOKYMEHT, WX B
Mmecte, oboznaueHHoM "MIT" ("Mecto neuatu").

2.44, OtmeTka 00 HCIOMHUTENE BKIIOYaeT GaMUINIO, UM U OTUeCTBO (TIpH
HAJIMYUH) MCIIOJHUTEIS, HoMep ero Teiedona. OTMeTka 00 HUCIOJHUTENE MOXET
JOTIOJTHITECS HaWMEHOBAaHUEM [OJDKHOCTH, CTPYKTYPHOTO IIOAPA3JEIeHUs U
SJIEKTPOHHBIM aJpecoM UCIONHUTeNA. OTMeTKa 00 UCIIOIHUTENe 0QOpMIIIETCS Ha
JTUIIEBOM CTOPOHE IOCIENHEro JUCTa JOKyMEHTa OT I'PaHUIIbl JIEBOTO IIOJSA HIIH,
IIPY OTCYTCTBHH MECTa, - Ha 00OPOTHOM CTOPOHE JIMCTa BHU3Y ciieBa. Hampumep:

Casunkas Onera BraguMupoBHA, CIIEHAIKCT 110 CBSI3SM C 00IIECTBEHHOCTBIO
+7 (3812)971-808, bkrasnoyarka@yandex.ru

OtMeTka 00 UCIOTHHUTEIE MOXKET O(OPMIIATEC KaK HIDKHUY KOJIOHTUTYI U
revyaTaThCs MPUGTOM MEHBILIEro pa3Mepa.

2.45. OrMeTKa O 3aBepeHHM KOMUU OQOpMIISETCS Ui MOATBEPXKIACHUS
COOTBETCTBUSl KOIMKM JOOKyMeHTa (BBIIMCKM M3 JIOKYMEHTa) IIOAJUHHHUKY
noxkymenTa. OTMETKa O 3aBEpPEHUH KOIHH [IPOCTABIISIETCS] HA CBOOOIHOM OT TEKCTa
MECTE WJIH, NIPH OTCYTCTBUM CBOOOTHOTO MeCTa Ha JIMIIEBOM CTOPOHE NOKYMEHTa,
Ha obopoTe mOKyMeHTa M BKIrodaeT: cioBo "Komms BepHa', HauMeHOBaHHE
IOO/DKHOCTH JIMIA, 3aBEPHUBIIETO KOIMIO; €ro COOCTBEHHOPYYHYIO IIOZIIHCE;
paciubpoBKy MOAMUCH (HHUIHATE], (GaMUIKIO); AaTy 3aBEPEHHsS KOIIUH (BBIIHCKH
U3 IOKyMEHTA):

Bepno
Benymwmit cneunanuct Anmunucrpauuu  Iloamuce N.0O. Oamunus
[ara
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Ecmu xomms BelaeTcss ISl IpPEJNCTaBIEHHS B JPYIYH OpPraHH3aLHIo,
OTMETKa O 3aBEPEHWH KONWH [OIOJHAETCS 3alHUCBI0 O MECTe XpaHEHHS
JIOKyMEHTa, C KOTOpOro ObLIa H3TOTOBICHA KOMWS, W 3aBEPSETCS II€YaTHIO
opranmsanud  ([IOIIMHHMK  NTOKyMEHTa HAaXORUTCS B  AJIMHHHCTpAIUK
KpacHosipckoro  cembckoro mocenenuss OMCKOTO MyHMIMNANLHOTO — paifoHa
Omckoii obnactu B nene N 08-05 32 2015 ).

Ha Komusix MHOrOCTPaHMYHBIX JJOKYMEHTOB OTMETKA O 3aBEPEHUM KOIHH
IIPOCTABIIICTCS Ha KaXXIOM JIMCTE [OOKYMEHTa HIM Ha I[IOCIEIHEM JIUCTE
IIPOIIUTOrO HJIK CKPEIJIEHHOIO HHBIM 00pa3oM JOKyMeHTa. 3allich O MecTe
HaxOXJEHUSA IIOJUIMHHHMKA IIPOCTABISAETCS TOJBKO Ha IIOCHEIHEM JIHCTE
IOKyMEHTa.

JlJist 3aBepeHus KOIMK TOKYMEHTa, H3rOTOBJICHHON Ha 6YMaKHOM HOCHTEITE,
MOXKET UCIIOJIB30BATECS IITAMIL.

Kormuu 2/1eKTpOHHBIX TOKYMEHTOB, HAIPaBISEMBIX 0 HMH(MOPMAIMOHHO-
TCJICKOMMYHUKAIIMOHHON ~ CETH,  3aBEPSAIOTCS  JJIEKTPOHHOM  IIOAMHCHIO
PYKOBOIUTEJNS OpraHU3alMd WM HHOTO YIOJHOMOYEHHONO WM JHIAa W
BBICBITAIOTCA ~ TIOTyYaTelld C  CONPOBONWTENBLHBIM IIMCBMOM B (opme
3JIEKTPOHHOTO JOKYMEHTA.,

Komuu 351eKTpOHHBIX TOKYMEHTOB Ha GU3HYECKH 000COOICHHBIX HOCHTEIIAX
BBICBUIAIOTCS  TOJIy4aTef0 C CONPOBOJUTENBHBIM IIMCHMOM Ha OyMa)KHOM
HOCHTETIE.

B cOmpoBOfWTENEHOM MHCEME K KONMSAM OJIEKTPOHHBIX JOKYMEHTOB
YKa3bIBaeTCs:

HaMMEHOBaHWe HH(HOPMAIIMOHHON CHCTEMBI, B KOTOPOM XPaHATCS JOKYMEHTEL,
HaVMEHOBaHU JIOKYMEHTOB, KOIIHM KOTOPBIX HAIIPABIIIOTCS MTOIYUaTENIO;
Ha3BaHUs (aliIoB JOKYMEHTOB C yKa3aHHeM (HopMaToB (BaiiioB 1 06beMa KakIoro
datina B GaifTax;

JlaTa U3rOTOBIICHUS U 3aBEPEHUS KOIIHH.

IIpu o>TOM Ha Quzndecku 000COOJEHHOM HOCUTENE HECMBIBAEMbIM
MapkepoM ykaseiBaercs: "[Ipunoxenne x muceMy oT (mata) N ...".

Komust anekTpoHHOro JOKyMeHTa, IIpe[CTaBleHHas B BHAE NOKyMEHTa Ha
OyMa)XHOM HOCHTEle, 3aBepAeTCs B IIOPSIKE, YCTAHOBIEHHOM MHCTPYKIHEH s
3aBEPEHUs KOIMH JOKYMEHTOB Ha OyMa)KHOM HOCHTENE, C YKa3aHHEM, B KaKoi
UHGOPMAIMOHHOH CHCTeMe XPaHUTCS JIEKTPOHHEIN JOKYMEHT.

2.46. OT™MeTKa O ITIOCTYIUIEHMH NOKYMEHTA CIIY)XHT IJIS IMOATBEPKICHHUS
(aKTa MocTyIuIeHHs JOKyMEHTa B OpTaHH3aLMIO W BKIIOYAET JaTy HOCTYIUICHHS 1
BXOJIAIINN PErMCTPAMOHHBIA HOMEp AOKyMeHTa. [Ipyu HeoOXO0MUMOCTH OTMETKA O
IOCTYTIJICHUH MOXKET [OIONHATECSA YKa3aHUEM BPEMEHH IIOCTYIUICHHsI JOKYMEHTA
B YacaX U MHHYTaxX H ClIocoba JOCTaBKH JOKYMEHTA.

OTMeTKa O NMOCTYNIEHUH AOKYMEHTa MOXKET MPOCTABISATHCS C ITOMOIIBIO
[ITamIa.

2.47. Pesomonus HOOMDKHA COOEPXaTh YKA3aHWE 10 MCIIOIHEHUIO
noxkymenTa. Pesomronms odopmisercs Ha CBOOOZHOM MecTe pabodero Ious
JTOKYMEHTa, Ha ONaHKe Pe30TIOLUH WIM BHOCHUTCS HEMOCPEICTBEHHO B CHCTEMY
3IEKTPOHHOI'0 JOKYMEHTOO0O0pOTA.
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Pezomronuss pomkHA BKIOYATh: GaMUIHIO, HHHIMAIE HCIIOIHUTENS
(ucmonHUTENEH), MOpyYeHHE TII0 JHOKyMeHTY (KOHKpPETHOe 3afaHHhe IO
WCITOJTHEHUIO JNOKYMEHTa MM (OPMYNUpPOBKA IIEIH PACCMOTPEHMS IOKYMEHTA),
IIpH HEOOXOMMMOCTH - CPOK HCIIONHEHHS, TOAIIHCH JIUIIA, BEIHECIIIETO PE3OIIOLIHUIO,
IaTy PE30JIOLIUH:

Oamvunusa U.0., ®amunus 1.0.
[Iponry moAroTOBUTE MPEMTOKEHH

k 10.11.2017 Tlommuce

Jlata

Cpox HCIONHEHNS NOPYYEHUs He MOJDKEH YKa3bIBaThCs, €CIM OH Ha3BaH B
TEKCTe IIOCTYNMBLIETO JOKYMEHTa M PYKOBOIUTENb HE CUHTAET HEOOXOIUMBIM
U3MEHHUTH €0 B CTOPOHY COKPAIEHUS WM SBISIETCS TUIIOBBIM IS JaHHOIO BHIA
JOKyMEHTa.

Ilpy yKa3aHWM HECKOJIBKHX HCIIONHUTENEH (aMUIUS OTBETCTBEHHOTO
WCIIOJTHUTENISA YKa3bIBAETCS IIEPBOM, MOAUYEPKUBAETCS HIIM 0003HAUAETCS CIIOBOM
"oTB." ("OTBETCTBEHHEIH").

2.48. OT™MeTKa O KOHTpPOJIE CBHIETENBCTBYET O MOCTAHOBKE NOKYMEHTa HA
KOHTPOJIB, TPOCTABIIAETCA MTaMIIoM "KoHTpois" Ha BepXHEM MoJie TOKYMEHTA.

2.49. Ormerka O HampaBJIeHHH IOKyMEHTa B JEJ0 OIPENENAeT MECTO
XpaHEeHHUs JOKYMEHTa IIOC)Ie 3aBeplleHrs paboThl ¢ HUM M BKIIIOYAeT: cjaoBa "B
neno", MHAEKC JieNa 0 HOMEHKJIAType AN, B KOTOPOe MOMEIIaeTCs JOKyMEHT Ha
XpaHEHHE, C YyKa3aHWeM TIOja, MOOJDKHOCTH JIMLA, O(OPMHUBIIETO OTMETKY,
[IOAINCH, naTel. Hampumep:

B neno N 01-18 3a 2017 r.
Benymuii cnenmanuct
AIMUHUCTpAITUH

[Tommuce [ata

OtmeTKa 0 HalIpaBJICHUM JOKYMEHTA B I€JIO MOXET OOIIOJTHATHECA KPAaTKUMU
CBCACHUAMH O XapaKTEpE UCIIOITHCHUA JOKYMEHTA.

IIL IToaroroBka H ohopM/IeHHE OTAETBLHBIX BUAOB 10KYMEHTOB
Jloka/ibHble HOpMATHBHbIE AKTHI
3.1. JlokanbHbEIe HOPMATUBHEIE akThl (Hanee - JIHA) opraHu3anuy H31ar0Tes
B BHAC TMpaBWI, IIOJOXEHHH, UWHCTPYKLUHUN, periaMeHTOB, IIepedHeir,

KIacCU(QUKATOpOB M JPYTMX BHIOB J0KyMeHToB. JIHA mpuoGperaror
IOPUANYECKYIO CHITy TIOCJI€ HX YTBEPXKACHHS PaCIOPSAUTEIBHBIM TOKYMEHTOM



22

(pacropsiKeHMeM, IIOCTAHOBICHHEM) WM HETOCPEICTBEHHO PYKOBOIUTENEM
OpraHU3allMH, HHBIM YIIOJHOMOYEHHEIM UM JIUIIOM.

3.2. JIHA moryT 65ITh:

NOCTOSHHO AEHCTBYIOIMMHE (6€3 OrpaHIYeHHUs CPOKa UX PUMEHEHNS )

BPEMEHHBIMU (IEHCTBYIOIIMMY B TEYCHHE YKA3aHHOTO B HUX CPOKA WIH 10
HACTYIUICHUS ONIPEAEIEHHOTO COOBITHS).

3.3. OcnoBanuem uist uznanus JIHA sBiustorcs:

3aKOHONATE/IbHEIE W MHBIC HOPMATHBHBIE MPaBOBBIE AaKTHI POCCHIICKOI
Oenepanvn (ykassl M pacropsokenust IIpesmmenta Poccuifckoit Denepanuy,
I0CTaHOBNCHNUS. U pacmiopshkeHus [IpaButenscta Poccuiickoit Meneparmu, akTs
(heziepaNbHBIX OPraHOB HCIIONHUTENBHOM BIIACTH);

3aKOHOJATENBHEIE aKTEl CyObekTa Poccmiickoit Denepamuy, HOpMaTHBHEIE
IIDABOBBIC aKTBI OPTaHOB TOCYAapCTBEHHOM BlacTu CyOhekTa Poccuiickoit
Qenepanuu;

HOPMATHBHBIC [IPABOBBIE aKThI OPraHOB MECTHOTO CAMOYIIPABIIEHHS U PaHee
U3[IaHHbIe B opranusanuu JIHA u/uny pacropsiiuTensHble JOKYMEHTEL

3.4. JIHA uznarorcs B meisix:

YCTaHOBIIEHUS HOPM, TpeOOBaHWH, IpaBUI B OTHOIIEHHM IIpeAMETa
HOPMaTHBHOTO  DETyJIMPOBaHHs, paHee He  SBISIBIIEMCS  IIPeAMETOM
PETyIMPOBaHUS B OPraHU3allUY;

M3MEHEHMA CYMIECTBYIOINX HOPM, TpeOOBaHHH, [PABHJ, yCTAHOBICHHBIX
paHee U3MaHHBIMH HOPMAaTHBHBIMU JOKYMEHTAMUY;

OTMEHEI paHee YCTAaHOBJIEHHBIX HOPM, TpeOOBaHHH, IPaBHII.

3.5. Ilpennoxenue o paspaborke npoekra JIHA BHOCHTCS pyKOBOAHMTEIEM
CTPYKTYPHOTO MOAPAa3AEIeHUS WX UHBIM JOJKHOCTHBIM JIHIIOM.

3.6. JIHA pazpabaTbiBaeTCst B ClIyuae, eCllu:

MMEETCA y4acToK paboTel (BOIPOCHI IESATEIBHOCTH), HYXKIAIOIIMHCS B
HOPMAaTHUBHOM PETYJIUPOBaHUH;

TpeOyeTcsi BHECEHWE 3HAYUTENBHOIO KOIMYECTBA WM3MEHEHHH B paHee
npuHATBIN JIHA;

BBIABIECHO HECKOJIbKO JIHA, perynupyromux cMexHble BOIPOCEH], KOTOPEIE
11€J1eC000pa3sHO 00BEAUHUTE B OJIMH JJOKYMEHT.

AKryanusanus panee npuHATEIX JIHA ocymecTBnseTcs uepes BHeCEHHE B
HUX U3MEHEHHU.

3.7. Ilpemioxenne ¢ 060CHOBaHHEM HEOOXOIMMOCTH Pa3paGOTKH HOBOTO
JIHA npencrapnsercs pyKOBOOUTEIEM CTPYKTYPHOTO ITOAPA3CICHAS MM MHBIM
YTOJNHOMOYEHHBIM [OJDKHOCTHBIM JIMIIOM DYKOBOJHTENTIO OpPraHU3alué B (opMme
TOKJIaqHOM (CITyKeOHOM) 3aIiCKU, B KOTOPOH M3IaraeTcs:

BOIIPOC, TPeOYIOUMH pEIIeHHs, ¢ M3I0KEHHEM OCHOBHBIX HAIPABIICHMI,
CII0CO60B €ro pelleHus;

IPOrHO3 MOCJIEICTBHI IPUHATHS HOPMATUBHOTO JTOKYMEHTA;

OpraHv3allMOHHbIE, KaIpOBblE, (UHAHCOBEIE, MAaTEPHAILHO-TEXHUUECKUE U
MHBIE MEPOTIPUSTHS, KOTOPbIE HEOOXOIUMO OyIET IIPOBECTH B CBSI3U C IPUHATHEM
HOPMAaTUBHOTO IOKyMEHTAa,
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niepedeHs paHee n3ga”HbIX JIHA, moanexxammx oTMeHe B CBSI3H C M3IaHHUEM
HOBOI'O HOPMAaTHBHOI'O TI0KyMEHTa;

TIpeIaraeMeli CpOK AJ1s pa3pabOTKU IPOEKTa HOPMaTHBHOTO TOKYMEHTA.

3.8. CormacoBanne npoexktoB JIHA ocyimecTsiseTcs B COOTBETCTBHU C
nyHkTamu 2.39-2.40 uHCTpyKIMH.

3.9. JIHA ytBepxknaeTcs pacHOpATUTENFHBIM JOKYMEHTOM pPYKOBOIMTENS,
€CIId OJHOBPEMEHHO C YTBEPKIECHHEM HOPMATHUBHOTO IOKYMEHTa HEOOXOIUMO
IPUHSATE MEPBI OPTaHU3alMOHHOI0, (PUHAHCOBOTO, TEXHMYECKOT0, KaIPOBOTO HIIH
MHOTO XapakTepa W JaTh COOTBETCTBYIOIIME IOpydYeHHsS pabOTHHKAM
OpraHHW3alii, a TaKKe €CIM HEOOXOIUMO BHECTH W3MEHEHWs WM IMPU3HATh
YTPaTHUBIIUMHU CUILy paHee yTBepkaeHHbIe JIHA.

3.10. M3menenus B JTHA u otmena JIHA odopMisitoTes pacriopsauTe IbHBIM
HNOKyMeHTOM pykoBoxuTens. Msmenenus B JIHA u ormena JIHA, yTBepneHHEBIE
HEIIOCPEACTBEHHO COOCTBEHHOPYYHOM IIOAIMCHI0 PYKOBOIWTENS OpraHM3aI[ih
WJIA WHOTO YIIOJIHOMOYEHHOI0 MM JOJDKHOCTHOTO JIMIA B rpude yTBEpPIKIEHUS,
BHOCATCHS  PaCHOpPSOUTENBHBIM  JOKYMEHTOM, H3IaBaeMBIM  PYKOBOIUTEEM
OpraHU3alMy WU UHBIM YIIOJTHOMOYEHHBIM UM JTOJDKHOCTHBIM JIMI[OM.

3.11. B TekcTe pacHOpsSAUTENBHOTO MJOKYMEHTa 00 YTBEPKIECHUH,
U3MeHeHun Win otMeHe JIHA ncnons3yroTcs GopMyIupoBKH:

npu yrtBepxkaeHuun Hosoro JIHA: "Vreepmute (maszsamme JIHA)" wunm
"VrBepauts (HazBanue JIHA) u BBectu B neficTBue ¢ (mata)". Hampumep:

1.  VYreepmute IlojoxeHne O  JOKaJIBHBEIX  HOPMATHBHBIX  aKTax
AIIMUHHCTpaIuH,

WUIIn:

1. YrBepaouts IITatHoe opranuzanuu Ha 2018 rog ¥ BBECTH €ro B AeHCTBHE C
1 saBaps 2018 r. (mpunoxeHue).

[IpA BHECEHUU U3MEHEHUU B paHee yTBepxkaeHHbIN JIHA: "BHecTn n3MeHEHHS B
(ma3Banue JIHA). Hanmpumep:

1. Buectu cnemyromue usmeHeHus B llltatHoe pacmucanue Ha 2018 rop,
YTBEPXKIECHHOE pacloOpsDKeHHeM AQMUHUCTpanuu KpacHOSpCKOro CelrbcKOTo
nocenenus ot 25 nexkabps 2017 r. N 345: ...

npu otMeHe paHee yrBepxkaeHHoro JIHA: "Ilpu3sHaTe yTpaTHUBIIUM CHITY
(mazBanue JIHA), yrBepxxnenHoe ...". Hanpumep:

4. Ilpmsnate yTpatuBmuM cuily llonoxenue o0 oxazaHWW MaTepUaTBLHOM
[IOMOIIY, YTBEPXKAECHHOE pacnopsbkeHueM AnmuHucTpaiuu KpacHospckoro
cenbckoro nocenenus ot 17 mapra 2017 r. N 26..
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3.12.  OcHoBHbIMEH pekBusutamu JIHA  sBistoTCA: HaWMEHOBaHHE
OpraHM3alli¥, HANMEHOBaHWE BHIa JOKyMEHTa U 3ar0IOBOK K TEKCTY,
COCTaBJISIOIINE OHO LENOE, TPU( yTBEPXKIACHHS, MECTO U3/IaHHsA JOKyMEHTA.

Ecnu npoext JIHA sBIsleTCS MHOTOCTPaHMYHBIM M K HeMy o(opmisercs
TUTYNBHBIM JIUCT, YKAa3aHHBIE BBINIE PEKBU3UTHI Pa3MEINAIOTCS Ha TUTYJIBHOM
JIUCTE.

3.13. Mu¢popmanus crnpaBoYHOro Xapaktepa (rpaduKH, CXeMsl, TabIIHIIEL,
(GOpMBI TOKyMEHTOB) 0hOPMIISIETCsI B BUE IpuiIokernit k JTHA.

Ha npunoxennsax k JIHA opopmisercs: peKBU3UT "0TMETKA O TPUIOKEHHH"
B COOTBETCTBHHU C ITyHKTOM 2.38 HHCTPYKIIHH.

3.14. JIHA BCTymaeT B CHJIy B CPOK, yKa3aHHBIH B pacHOPSINTEIHHOM
AOKyMeHTe, KOTOpeIM yTBepxaeH JIHA, umu ¢ nater yreepxaenus JIHA.

PaCHOleII/ITeJ'ILHI)Ie HNOKYMEHTBI

3.15. PacrnopsautenbHble JOKYMEHTHI OPraHH3allid H3HAIOTCs B (GopMe
IIOCTAaHOBIICHUA ¥  pacCmopsbkeHMi — AnMuHWcTpanuw, pemrenuii  Cosera.
Pexomenyemble 06pasue! ohopMIeHHS IpaBoBOro akra (mpunoxenue N 6).

IlocTanoBneHne - HOPMAaTHBHBIM MPaBOBOM  aKT, W3JaHHBIH B
YCTaHOBJICHHOM IIOpPSJKE, COAEpKaIUi (yCTaHABIHUBAIOIINN, U3MEHSIOMINHN WK
OTMEHSIIOLIHH ) TPaBOBEIE HOPMEI, 00sI3aTebHbIE [JISi HEOTPAHUIEHHOTO KPyTa JIHI]
Ha TEPPUTOPUH MYHHIUITATBHOIO 00pa30BaHHts, PACCUNTAHHbIE HA HEOAHOKPATHOE
NIPUMCHEHHE W HalpaBJIEHHBIE HAa YpPEeryJlIupoBaHUE OOIIECTBEHHBIX OTHOIIECHUM.
[TocTaHOBIIEHHEM YTBEPKAAIOTCS HOPSAKH, IIOJIOXEHUS, PETTIAMEHTEI, IPaBUIa 1
WHBIC [TPaBOBEIE JOKYMEHTBI, COAEPKaIe HOPMBI IIpaBa.

PacriopskeHne - IpaBOBOM aKT, He MMEIOLIMM HOPMATHBHOIO XapakTepa,
aIpeCOBaHHBIA OrPaHHYEHHOMY KPYTY JIUIl U YCTAHABIMBAIOIIMN, M3MEHSIOIINH
WIK OTMEHSIONMA TpaBa M 00A3aHHOCTH MNaHHBIX JIKI. PacropsbkeHneM
YTBEPXKIAIOTCS TLJIaHBI, INPOrpamMMEbl, IIPOTHO3BI, PEKOMEHIALWH, OOpalleHHs,
OTYeTHl, KOHIIEIIWH, COCTaBbl KOMHCCHH, pabouux TpyII, WHBIE IIPABOBHIE
OOKYMEHTEI, HE MMEIOILHE HOPMaTUBHOIO XapaKTepa.

Takum oOpasoM, pacHopsIUTEeNbHBIE ITOKYMEHTHI M3JAIOTCS B IEJIAX
oopMIIeHHS peLIeHu:

HOPMAaTHBHOIO XapakTepa (eciu Ipuka3zoM yrBepxkmaercs JIHA wm
IPUHUMAETCS pEIIeHHe OpPraHM3alMOHHOIO XapakTepa, HallpuMep, pHKa3 o0
YTBEPXKIEHUH CTPYKTYPBI U IITATHON YHCICHHOCTH OpPTraHU3allvi);

OpPraHHU3allMOHHOI0, aIMHHHCTPAaTHBHOIO, B TOM YHCJIE OIEPaTHBHOIO
XapakTepa I10 BOIIPOCaM OCHOBHOM JIEATENBHOCTH OPTraHU3aIINH.

3.16. IIpoeKTel  pacHOpSAWTENHHBIX  JOKYMEHTOB II0  OCHOBHOMH
NEATEIIBHOCTH TOTOBSAT CTPYKTYPHEIE IIOAPAa3Ae/ICeHNs OpraHu3allii, paOOTHUKY Ha
OCHOBaHWM IIOPYYEHHH pYKOBOACTBA JUOO B HHULIMUATHBHOM ITOPSIKE.
OTBETCTBEHHOCTh 3a KauUeCTBEHHYIO IIOATOTOBKY IIPOEKTa, COIJIACOBaHHE W
IIpaBUIBHOE O(OpPMIICHHE IPOEKTa HECeT pPYKOBOIUTEIb ITOAPA3ACIICHUS WK
pabOTHUK, KOTOPHIN T'OTOBUT MTPOEKT U MPEACTABIISIET €TI0 HA IOAMNCE.
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3.17. KoHTponb 3a NpaBUIBHOCTEI0 O(GOPMIIEHHS IIPOEKTOB OCYIIIECTBIISET
pabOTHUK, OTBETCTBEHHBIH 33 NeTONPOU3BOLICTBO U APXHB OPraHH3aI|N.

3.18. PacmopsanurensHble JOKYMEHTHI, H3/[aBacMble B OPTaHH3AI[MH, He
AOJDKHBI TIPOTUBOPEYHMTE 3aKOHOZATENbCTBY Poccuiickoit @enepanum, YcraBy
MYHHLHUIIATEHOTO 00pa30BaHus, JOKAIbHEIM HOPMATHBHBIM aKTaM OpPraHU3aLiH 1
paHee M3JaHHBIM PACTIOPSIAUTEILHEIM JOKYMEHTaM OpTraHU3alHiH.

3.19. PacnopsnuTensHble JTOKYMEHTHI IO OCHOBHOM JeSTeIbHOCTH
U310 TCSI:

BO HCIIOJHEHNE HOPMATUBHBIX IIPABOBLIX aKTOB OPraHOB IOCYAapCTBEHHOI
BJIACTH Y BBIILECTOSIIINX OPraHU3aLlHA;

B [ENAX OCYMIECTBICHHUS YIPABICHYECKOU MEATEIBHOCTH, BBITEKAIOMEH U3
QyHKIUI ¥ 38184 OpraHU3aIyH.

3.20. PacnopsauTenbHBIE HOKYMEHTHI [0 OCHOBHOM  JeSTeIBHOCTH
COCTABILIFOTCS HAa OCHOBE TINATEIBHOTO M BCECTOPOHHETO H3y4eHHs BOIPOCOB,
TpeOYIOIMX pa3spelreHus, 4YToOBl CONepXKallHecs B HHUX MIOPY4YEeHUST OBLIN
KOHKPETHBIMH, 00€CIEYHBAINCE JOCTATOYHBIMA MATePHABHO-TEXHAYECKAMH 1
(DMHAHCOBBIMH CDEJICTBAMH ¥ B JalbHEHINEM MCKIOYAIH HeoBXOIHMOCTD
KOPPEKTHPOBKH NPHHATBIX PEIICHUN B CBA3H C HEIIOJHOTOM WM HemopaboTKOM
IIPeIBIAYIIero MpruKasa.

3.21. PacnopspuTenbHble JOKYMEHTBl OpraHHM3alHH OMOPMISIOTCS Ha
COOTBETCTBYIOIIEM ~OlaHKe (TIOCTAHOBIEHHS, PACIOPSIKEHMS, pPEIISHHS) ©
MCIIOJIb30BAHUEM CNEIYIOIUX PEKBU3WTOB: NaTa OKYMEHTa, PErMCTPAlldOHHEIN
HOMEp  JIOKYMEHTa, 3arolloBOK K TEKCTy, TEKCT, MOAMUCh. Jlata w
PETUCTPALMOHHbIN HOMEP [POCTABJIAIOTCA I10CTIE HOAHCAHUs JOKYMEHTA.

3.22. 3aroN0BOK K paciopsIMTEIEHOMY TOKYMEHTY TIeUaTaeTcs Yepes OIiH
MEXCTPOYHBIM HHTEPBAI I10]] PEKBU3UTaMH GJIaHKa ClIEBA OT MPAaHMUIIBI JT€BOTO
nosst. Touka B KOHLE 3arooBKa He CTABUTCS. 3ar0N0BOK (GOPMYITHPYETCS ¢
IIOMOIIBIO CYIIECTBUTENBHOTO (KakK MPaBUyIo, OTIIATOJIBEHOIO), OTBEYAs Ha BOIIPOC
"o gem?". Hanpumep: "O perynuposanum...", "O Beigenenun...", "O6
yTBepxxaeHuu...", "O xomanauposanui...", "O mepax...".

HazBaHue, xak mpaBuiio, He JOKHO COCTOSATE Oosee yeM u3 30 CIIoB.

Ecni B HasBaHMH IIpOoeKTa HEOOXOAMMO yKa3aTh IIPAaBOBOM aKT, TO
yKaspIBaeTcs ero GopmMa M MONHOE HasBaHMe. Eciv B Ha3sBaHMM IpoOeKTa
HeOOXOAMMO yKa3aThb IIPaBOBOM aKkT OpraHa MCIONHHTEILHON BIACTH, TO
YKa3bIBalOTCS TaKXKe J1aTa U HOMEP TaKOTO IMPaBOBOI'0 aKTa.

HasBanwe mpoexTa, IpeaycMaTpHBAIOLIEr0 W3MEHEHHE IIPABOBOTO aKTa,
bopMynupyercs cieayroumm 06pazom:

"O BHeceHMM M3MEHEHMH ...", €CIIM MPOEKT MpeayCMaTpPUBACT BHECEHHE
HECKOJIBKUX U3MEHEHHUH;
"O HeceHMM W3MEHEHHS ...", ©CIIH IIPOEKT MpeLyCMaTpPHUBAECT BHECEHHE

OJHOTO U3MEHEHHS.
Eciii IpoexToM npefycMaTprUBaeTCsl TONBKO H3MEHEHNE COCTaBa KOMUCCHH,
COBETa, MHOIO KOJIETHAbHOTO OpraHa, TO Ha3BaHHE IIPOEKTa, KakK IIPaBHIIO,
GopMyupyeTcst clieayromuM 06pa3oM:
"O6 U3MEHEeHUH COoCcTaBa KOMHCCHH ...";
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"O06 U3MEeHeHWH cocTaBa coBeTa ...".
Ecnv B HasBaHWM mpoekTa HEOOXOIUMO yKa3aTb IIPaBOBOM aKT, Ha3BaHUE
KOTOPOro cocTouT Gonee yeM w3 20 CIIOB, TO Ha3BaHME TAKOTO [IPaBOBOTO aKTa

YKa3pIBaeTCsA, Kak MpaBWJIO, COKPAaIIEeHHO - TONBbKO dopma, maTa M HOMEp.
Hampumep:
"O BHECEHUM H3MEHEHHHA B IIOCTAHOBJIEHHE AnQMUHHCTpaIUH

Kpacrosipckoro cenbckoro moceneHus OMCKOro MYHHIHUIAIBHOIO palioHa
Owmckoit obmacty ot 15 suBaps 2017 roga N 1",

Ecin B HasBaHME TpoekTa HEOOXOAMMO YKas3aTh HECKONBKO IIPaBOBBIX
aKTOB, TO OHH YKa3bIBarOTCs 06001meHHo. Hamprmep:

"O BHECEHHHM U3MEHEHHH B HEKOTOPBIE NPaBOBBIE aKThI AIMUHHCTPALAU
Kpacrospckoro censckoro mocemenust OMCKOro MYHHIMIIATBHOTO paiioHa
OmMckoli 067aCTH IT0 BOIIPOCAM ....v'vveven..... .. ;

Ecmi B mpoekTe mpenmomaraerTcs  yperyniHpoBaTth pasiu4HBIe, HO
B3aMMOCBS3aHHBIE JAPYr C JAPYrOM BOIPOCHl, TO IMpPHMEHsSETCS 00606Imaromas
(GOpMynHpOBKa IpH MOMOmM clIoB "o6 akrax", "o Mepax", "o0 OoTmeIpHBIX
Bompocax" u T.1. Hanpumep:

"O Mepax 0 COBEPIEHCTBOBAHUIO AEITENHLHOCTH B chepe ...".

3.23. TekcT mpoeKTa COCTOUT U3 ABYX dacTeil: 060CHOBAHNS (mpeamOyel) U
PacHopsIUTETHHOM YaCcTH.

IlpeamGyna mpoekTa COOEPIKHUT pasbiICHEHHE Liefleil, MOTHBOB M OCHOBAHHIA
IIPUHATHS [PAaBOBOrO aKTa. BkirodeHue B mpeaMOyIly ITONOKEHH HOPMAaTHBHOTO
XapaKkrepa He nomyckaercd. IIpeamOyma momkHa ObITh W3MOXKEHA KPaTKO, Kak
IpaBHIIo, He Oonee oHOrO ad3ara.

B mpeam0yne mpoekTa HCIONB3YIOTCS YCTOHYMBEIE bopmymupoBkr  "Bo
ucronHenue", "B cooTBeTcTBHHU'", "Ha OCHOBaHHH', "pykoBoacTBysich", "B cBA3U",
"B Hessx" u T.IIL

B mpoekrax mocTaHOBNEHMN — mpeambyia 3aBEPINACTCS  CIIOBOM
" AIMUHUCTpanus Kpacnospckoro CEeJIBCKOTO IIOCEJICHUS Owmckoro
MYHHIUIANbHOTO palOHa IIOCTAHOBIAET:", KOTOpOE IeyaTaeTcs CTPOYHBIMH
OyKBaMu BpaspsKy.

DopMyIMPOBKH «BO HCIONHEHHe", "B COOTBETCTBUH'", "PYKOBOJCTBYSCE"
UCTIOJB3YIOTCS ISl yKa3aHUA B Ka4eCTBE IIPaBOBOTO OCHOBAHMS Ha IIPABOBOM aKT
OoJbIIel WM PaBHOM IOPUIMYECKON CHITHL. [IpeamOyra BbIfENsSIETCS OTHEIBHBIM
ab3ameM. B korIle npeaMOyYJIbl CTAaBUTCS JBOSTOYHE,

B npeambyrne pexomeHmyeTcs memaTh CCBUIKH Ha KOHKDPETHBIE ITYHKTEI,
CTaThW  IIpAaBOBBIX aKTOB, SBIAIOMIMXCS IIPABOBBIM OCHOBAHHUEM IPHHATHS
paBoBoro axkra. Hampuwmep:

"B coorBercTBHH co craTheit 4 ®DenepansHoro 3akosa "O .......... B
Poccutickoit Penepanun" AIMUHECTpALS KpacHosipckoro cenbckoro moceneuws
OMCKOro MyHHIMIIAIBHOTO paifoHa TOCTAHOBIISET:".

Ecnu IpaBoBBIM OCHOBAaHHEM NIPHHATHS MPOEKTA SBISETCS HEOGXOLHMOE
B COOTBETCTBMM C 3aKOHONATENLCTBOM pEUIEHHWE, TO B IpeamOysie Iepern
YKa3aHMeM Ha COOTBETCTBYIOIEE PEIIEHHUE UCITONIB3YIOTCS CI0Ba "HA OCHOBAHUU'",
Hanpuwmep:
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"Ha ocHOBaHWM pellleHHs MEXBEIOMCTBEHHOM KommuccHu oT 1 ¢eBpans
2011 roma ... ".

Eciny mpaBoBEIM OCHOBaHHMEM IPOEKTa SIBISETCS pEILIeHHe, oOpalleHHe H
T.II., UIMCIOIIee PEKOMEH/IAaTeNIbHBIA XapakTep, TO B IpeaMOyJe Tmepen yKa3aHueM
Ha COOTBETCTBYIOIEE PEIIEHNHE HCTIOJIB3YIOTCA ¢I0Ba "¢ ydeToM". Hampumep:

"C yuerom pemeHus komuccnu ot 1 dhespansg 2001 ropa...".

IIpoekTsl MOryT HE UMeTh IpeaMOyIlbl, eClM Pa3bICHEHUE IeNel, MOTHBORB
¥ OCHOBAHHH ITPHHATHUSA [IPABOBOIO aKTa He TpedyeTcs.

3.24. 3a mpeamOynoli clemyeT OCHOBHAs, paCIOpPSIUTENbHAS YAacCTb.
PacniopsuTensHas 4acTh MOXKET COJIEPIKATE:

peLICHNs ~ OpraHW3allMOHHOIO  XapakTepa  (YTBEpAUTh,  CO3HATh,
npeoOpa3oBaTh, TUKBUINPOBATE, IPU3HATH yTPATHBIINM CHITY);

KOHKDETHBIE IIOPYYCHHUS C YKa3aHWEM MCIONHUTENS (UCIIOMHUTENIEH) H
CPOKOB HX BEITIOJHEHHS.

3.25. Kaxnoe perenne (mopyueHue) ohopMIIseTcst KaK OTAENBHbIH MyHKT.
ITyHKTBl pacHOpsOUTENBHOrO JOKYMEHTa PACIONaraloTcss B JIOTMKO-BPEMEHHOM
TIOCIIEI0BATEIBHOCTH U HyMepyroTcs apabckumu mudpamu. Ecnu mopydenwme
JaeTCsl KOHKPETHOMY TMOJPa3/IeNIEHUIO, €r0 HAUMEHOBAHUE ITHIIIETCS IIOTHOCTHIO, B
CKOOKax yKasblBArOTCHA (aMHJIMA W MHULHATBl PyKOBOAWTENS MOApA3NeIeHHs B
HMEHUTENLHOM maznexe. Hampumep:

... IOCTaHOBIISIET:
1. Mynununansromy npennpusatuio «Opburay (Oamumus U.0.) k 01.12.2018
TOATOTOBUTE U TPEICTABUTh HAa COITACOBAaHWE INTATHOE DACIHCAHUE
npennpusatys Ha 2019 rog.

Ecmu mopy4enne naercss KOHKPETHOMY WCIIOJHHTENIO, €r0 HOKHOCTD W
(amunus ykaseBaroTcs 6e3 cKoOOK B AatensHoM manexe. Hampumep:

3. Bemymemy cnenuanucty IlerpoBy A.M. MOArOTOBUTH M NpeNCTaBHTH Ha
paccCMOTpeHHe U YTBEpXKAECHHE rof0BoM miaH pabotsl CoBeta KpacHospckoro
cenbpckoro mnocenenns Ha 2019 ron B cpok g0 30.11.2018.

IlpenmucriBacMoe JeHCTBHE BBIPAXKASTCSI TJIATOJOM B HEOMpEeIeHHOMH
dopme. He nomyckaercs yHOTpeONATE HEKOHKPETHBIE BHIPAXKEHUS THIIA
"yeunuts", "ycKopHuTs", "0becieYnTh B KpaTyaniime cpoku".

Ecmu oHOMY HCIONHMTEN0 HEOOXOOVMO IIOPYYHMTh HECKONBKO Pa3HBIX
3alaHdil C OJHHM CPOKOM BBIIIONHEHHS, OTBETCTBEHHEBIM WCIIOJHHUTENL M CPOK
UCIIOJIHeHUST YKa3bIBAlOTCS OJMH Da3 B OCHOBHOM IIyHKTE, a IOPYYEHHUS
BBIJICNIAIOTCS B OTHENbHEIE IOANYHKTBL. Eciu y mopydeHuit pasHble CpOKH
VICTIOJTHEHHUS], CDOKH YKa3BIBAOTCH HE B OCHOBHOM ITYHKTE, @ B K&KIOM IOAITYHKTE,
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CpoK HCIONHEHHS MOIDKeH OBITh pealbHBIM, COOTBETCTBOBATH o0BpeMy
MIPEAToNaraeMeIx pabot. IIpu ycTaHOBIEHHMM CpPOKa CIEAYeT yYUTHIBATH BpeMsl
JOBEICHUS JOKYMEHTa IO KOHKPETHEIX MCIIOIHUTEEH,

Cpoxk UCTIOTHEHUS B ITyHKTax pacIopsIIuTENBHOM 4acTh
PacCIIOPSITUTENIEHOIO  JOKYMEHTOB HE YKa3bIBaeTCS B CIy4asdx, e€ClH AeHCTBHS
HOCAT PETYJAPHBIA XapaKTep X UX BBIIOIHEHHE MPEAIUCHIBAETCSA HA BECh IIEPHOL
JCHUCTBUS TIOCTAHOBJICHHA WM PaclopsuKeHHS. KONM4ecTBO MCIONHHTEIEH 1[I0
KaXXJIOMy IyHKTY (TIIOAITYHKTY) He orpaHu4uBaeTcs. OTBETCTBEHHBIH HCIIOTHUTEND
YKa3bIBAETCS TTEPBBIM.

Eciu pacnopsuTenbHbIi JOKYMEHT OTMEHSET MONHOCTHIO MM YaCTHYHO
paHee M3/aHHBIE JOKYMEHTBI II0 TOMY K€ BOIPOCY, TO B IPEIIOCIEIHEM TyHKTE
HEOOXOJIMMO HX IIEPEYUCIIUTE ¢ YKA3aHHEM HAMMEHOBAHIIS JOKYMEHTA, €ro JaThl,
HOMepa, 3arojoBka. Hampumep:

4. IlpusHaTe yTPaTUBIIMM CHIy PACHOPSKEHHE OT 5 aBrycra 2014 r. N 175
"O6 yTBepkneHHM DKCIIEPTHON KOMHCCHM OpraHu3alyn’,

IlocnenHu#i MyHKT - MyHKT O KOHTPOJIE, B HEM YKAa3bIBAIOTCA IOMKHOCTD
Jiila, OTBETCTBCHHOTrO 3a MCIIONHEHHE [IOKYMEHTa B LEJIOM, ero (GaMuius u
WHHULIHANIEL. Hampumep:

4. KoHTpome 3a HCIOJHEHWEM pACIOpsHKEHHS BO3JAraercs Ha BeyILero
cnenuanucra Agvuauctpanuu Pamunus U.O.

B OTHeNBHBIX CTydasX pyKOBOAWTENs OpPTaHM3ALHHd MOXKET OCTABHTH
KOHTPOJIb 33 CO0Oii:

KOHTpoJIb 32 HCTIOTHEHHEM PaCTIOPSKEHHUS OCTaBIISIIO 33 COOOIH,

3.26. He BkmouaeTcss B TEKCT paCIOPSAUTENBHOTO JOKYMEHTA ITyHKT
"PacropsbxeHre TOBECTH [I0 CBEAEHHS ..." .

[ozmpasneneHust u OMKHOCTHBIE JIUIA, 10 CBEICHHUS KOTOPBIX HEOOXOIMMO
AOBECTU pACTIOPSIUTENBHBIA NOKYMEHT, IEPEYHCIAIOTCS B yKasaTene (JIHCTE,
CITHCKE) PACCBUIKH, KOTOPBIM FOTOBUTCS UCIIOIHUTEIEM M MOKET oOpMIIATECS Ha
00OPOTHOM CTOPOHE TIOCIEAHETO JIUCTA PACTIOPSAUTEILHOTO IIOKyMEHTA.

3.27. B pacriopsIuTeTbHBIX TOKYMEHTAX He JHOITyCKAeTCs:

M3MCHCHUC paHEee YCTAHOBIICHHBIX CPOKOB BBINOIHEHHS 3aJaHHA B CTOPOHY
HX YBEITUYCHUS;

[IPUMEHEHHUE NPOU3BOJIBHBIX COKDAIIEHUN WM HCKAXKEHHE HAUMEHOBAHWH
CTPYKTYPHBIX MOAPA3JIeIeHHH OpraHu3alui, MOIBEIOMCTBEHHBIX OpraHHM3aIlMii-
HUCIIOJTHUTEJIEH;

[IPUMEHEHUE NPOU3BOJIBHEIX (HE OOLIENPHHSATHIK) TEXHAYECKUX U APYTUX
TePMHUHOB, COKPAILIEHHBIX CJIOB H HAMMEHOBAHMUII.
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3.28. Ilpy HanM4YKMK NMPUIOKEHHH B TEKCTE PACIIOPSIIUTETHLHOTO JOKYMEHTA
B COOTBETCTBYIOIIMX IIyHKTaX PpacHOPSOUATEIBHON YaCTW NArOTCS OTCHUIKH:
(mpunoxernne N 1); ... (mpmmoxerme N 2); .. "CornacHO HpHIOKeHHIO", Ha
IIPUTIOKEHUU 0(POPMIISIETCSI OTMETKA O MTPHIIOKEHIH:

[Tpunoxenue N 2

K PacCIOpsKEHUI0 A IMUHUCTpAIWY
KpacHospcKkoro cenpckoro moceneHus
or 15.08.2017 N 112

M3nanne BMeCTe C pacHOPSIUTENHHBIM JOKYMEHTOM IIPHIIOKEHHWH, He
YTIOMSIHYTBIX B TEKCTe JOKYMEHTa, He JOITyCKaeTCsl.

Ecmv  MOKyMEHT, yTBEp)KIEHHBIH paCHOPSIUTENBHBIM  JOKYMEHTOM,
BIIOCJIC/ICTBUAH JEUCTBYET B BUJIE CAMOCTOSATEIBHOTO JOKYMEHTa, Ha IIEPBOM JIHCTE
DOKYMEHTa B BEPXHEM IPaBOM YIJy IPOCTaBISeTCS TPU( YTBEpKAeHHA (IpH
HEeOOXOMMMOCTH, - C yKa3aHHEeM HOMepa [IPUIIOKEHHS ), HAIIPUMED:

WMHucTpyKuus YTBEPXJIEHA
pacrnopsbkeHreM AJIMUHUACTPAIINK

KpacHoSpcKOro cenbeckoro moceneHus
or 15.08.2017 N 118

3.29. PacnopsikeHns OQOPMIIAIOTCS IO TeM JK€ IMpaBWiaM, 4YTO U
TIOCTAHOBJICHNA, 3@ HCKIIIOYEHHEM TOIO, YTO B KOHIE IpeaMOyJBl CTaBUTCS
JBOCTOYHE, MTOCTIE€ YEr0 CIEAYIOT IIyHKTEI PacIopsaUTeNbHON YacTu. Hampumep:

PyxosoxctBysice cr. cr. 296, 299 I'paxmanckoro kojekca Poccuifckoit
@enepanuy, cT. 17.1 @enepanproro 3akona ot 26.07.2006 roxa Ne 135-®3 «O
3al|UTe KOHKYPEHLUU», B COOTBETCTBUH C Y cTaBOM KpacHOSPCKOro celbekoro
noceneHuss OMCKOro MyHUIIUTIAIBHOTO pattona OMcKoi o61acTu:

1. 3akpenuts 32 MVII «KpacHospckoe KOMMYHAIBHOE XO3SHCTBO» Ha IIPaBe
XO3SAMCTBEHHOTO  BEIEHUS  JBIDKHMOE UMYIIECTRO, SBIIIOIINECS
MYHHUIIMIIAIBHONH COOCTBEHHOCTBI0 KpacHOSPCKOro CembCcKOro IOCEIeHUS

cornacHo [Ipunoxenuto Ne 1.
2. ..

PacnopsbkeHus MOTYT He UMETh IIpeaMOyJIbl.

3.30. o npencTaBieHHMs Ha TIOANHCH MPOEKT IIOCTAHOBIICHUSA
(pacmOpsKEHHs)  COIJIaCOBBIBACTCS C  3aWHTEPECOBAHHBEIMH  JIMIAMH B
COOTBETCTBHH C IIyHKTOM 2.40. IHCTpyKIIUHU.

3.31. PacnopsmuTensHBIH ~ TOKYMEHT  IIOAMKCHEIBAET  pPYKOBOIUTEND
OpTraHM3alliY UIIU JIULIO, UCIIOIHSIOIIEE ero 00s3aHHOCTH.

3.32. Komum pacHOpSAHTENBHBIX  IOKYMEHTOB  DAacChIIAlOTCA B
COOTBETCTBUH C yKa3aTelleM (JIUCTOM, CITUCKOM) PACCHIIKH.
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ONEeKTPOHHAs KOMHS DPaCIOPSDKCHUs (IIOCTAHOBIGHMS) pasMEIaeTcs B
cooTBeTCTBYyIoINel 6ase mammplx COJ[ WIM Ha KOPIOPAaTHBHOM IIOpTAie
opraHusaiuu B ceTd "MHTepHeT".

3.33. Ilpu odopmieHHM pPaCHOPSAUTENHFHOIO NOKYMEHTa, M3HaBaEMOTO
COBMECTHO C IPYIrOi OpraHH3alliei:

OaHK He HCIIOIB3yeTCs;

HaMMEHOBAHUS OPTaHU3aIMMK I1€9aTa0TCs Ha OJHOM YPOBHE;

HaNMCHOBaHME  BHJAA HOKyMEHTa (IIOCTAaHOBJIGHHE, pACIOpSIKEHHE,
pellenye) pacronaraeTes 1o HeHTpy.

JlaToif COBMECTHOTO JOKyMEHTa SIBIAETCS NaTa HPOCTABIEHHS [OCIEIHel
TIOANACH HA JOKYMEHTE. PerucTpaluMoHHEI HOMEp COBMECTHOrO JOKYMEHTa
COCTOWT M3 PErHCTPAllHOHHBIX HOMEPOB, IPUCBOCHHBIX KAXIOW M3 OpraHU3aIvil U
MPOCTABJIAEMBIX YEPE3 KOCYIO 4ePTy B IOPSIKE YKa3aHUS OPraHU3aluil - aBTOPOB

NOKyMEHTa.
TexcT COBMECTHOro  JOKYyMEHTa  H3Jaraercs OT IIepBOTO  JIHIE
MHOXECTBEHHOro  4mcia  ("mocraHoBiseM"),  MOAMMCH  PyKOBOIUTENEH

OpraHM3allUi PacIoNaraloTCs Ha OHOM YPOBHE ClIEBa U CIIPABa.
IIpoTokoJibl

3.34. JleATenbHOCTh MO COBMECTHO! BEIPabOTKE PELIEHMH Ha 3acelaHusx
COBETOB, KOMHCCHH, COBEIIAHUAX OPOPMIIIETCS TPOTOKOTIAMH.

IIpoTokon cocTaBiseTcss Ha OCHOBAHMH IUKTOQOHHEBIX (PYKOITHICHEIX)
3aIlMCeH, NPOM3BENEHHBIX BO BpeMs 3ace/laHWs, IPEICTABIECHHBIX TE3HCOB
MOK/Ia[I0B U BBICTYIIICHUH, CIIPABOK, IPOEKTOB PELICHNH (II0CTAHOBIIEHHIA).

IIpoToxon odopmIIseTcs B TeYEHHE OJHOTO - TpeX JHEH Mocie MPOBENSHHMs
3aCeaHMusl, €CIM CPOKHM €T0 IOATOTOBKH HE OTOBOPEHEI 0¢0060.

3.35. PexBusuTamu IIPOTOKONIA SBISIOTCS: HAMMEHOBAHHE OPraHU3AIlUH,
HalIMEHOBaHME BHJa NOKYMEHTa, 3ar0JIOBOK K TEKCTY, JaTa M MECTO 3acCeNaHMs,
PETUCTPALIMOHHEIA HOMEP IIPOTOKOJIa, TEKCT, IIOIIUCH.

3.36. 3aroyioBOK K TEKCTy INPOTOKOJIa OTBEYaeT Ha BONpoc 'uero?" u
CONCPXKUT yKa3zaHHE IIOApa3leNieHus] WIM OpraHa, HeATENbHOCTH KOTOPOTO
nporokonupyercs. Hanpumep:

nporokosl 3acemanuss CoBera KpacHOSPCKOro CENBCKOrO IOCENIeHHS
OMCcKOro MyHUIIMTIANIBHOTO paiiona OMckoi obmactu

IPOTOKOJ ~ 3acelHaHWs  OKCIIEPTHOM  KOMHMCCHH  AJIMHHUCTpPAIMH
KpacHosipckoro cenbckoro moceneEus OMCKOro MyHWIMIANBHOTO —paioHa
OMckoii obmactu

Jlaro#i  mpoTokona  sBISeTCST jgaTa  3acelaHMs. Ecim  3acemanme
IPOJOJKACTCS HECKOJIBKO [IHEH, yKasblBaeTCs JaTa Hadaja 3acelaHus U Yepes
THpE - gaTa OKoH4YaHus: 12 - 13 mas 2018 r.

3.37. Texcr mpoTokona MOIDKEH COCTOSTh M3 JBYX 4YacTel: BBOJHOM H
OCHOBHOW. B BBOIHOM 9acTH HPOTOKONA yKa3blBAlOTCA (DAMUIIMK IIpefceaTess
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(Tpe/icenaTeNbCTBYIOMIErD); cekpeTaps (eciu [IPEAYCMOTPEHO PErIaMEHTOM);
(haMHTMH y9aCTHHKOB, [PHCYTCTBYIOMIMX Ha 3aCEIaHUM, JIUL, IPUATJIAIIeHHBIX Ha
3acelaHne; MOBECTKA JHS.

Ecitit KonM4ecTBo MPHCYTCTBYIOMIMX HA 3aceNaHny TIPEBRIIIAET 15 denoBek,
B BBOJHOM YaCTH MpPOTOKONTA JENaeTcsi CChUIKA Ha CIHCOK, SBISFOLTMICS
HEOTHEMIIEMOH YacThi0 IpoTokona. Hampumep:

IIprucyrerBoBamy: 25 del. (CIHCOK MPpUTAraeTcs).

BBo/Has 4acTh MPOTOKONA 3aKAHYMBAETCA ITOBECTKOW HS, coJiepxarien
[ICpEHCHb  pacCMaTpUBAEMBIX BOIIPOCOB, TIEPEUHMCICHHBIX B IIOPSAOKE KX
00CYXKIEHHS C YKa3aHHeM NOKJIaNYUKA 110 KaKIOMY paccMaTpuBaeMOMy BOIIPOCY.
Bormpocer mosecTkn nHs hopMmynupyroTes ¢ mpemiorom "o" ("06"), meuaTarorcs ot
TPaHHIIBI JIEBOTO IIOJIS U HYMEPYIOTCS apaOCKUMHU LU(PPaMH.

B ocHOBHOM YacTy IpoTOKOJIA GUKCHPYETCS X0 3aceIaHus.

3.38. TlomHEI! HPOTOKON CONEPXHUT 3aIHCh TOTO, YTO IIPOUCXOIUIIO BO
BpeMS  3acellaHusd, BKJIIOYas BONPOCHI K JIOKIAMYHKy, OTBETHl Ha HHX,
BBICTYIUICHHUS B X0JIe 00CYKIEHUS BOIPOCA, PE3YIHTATHI FOJIOCOBAHHUS 10 BOIIPOCY
W [PHUHATBIE peeHus. PekoMenayemsbi o6pasen] oGOpPMIEHHS ITOJHOTO
IpoToKoya (puioxenue N 7).

Kpatkue MpoToKomE! BeAyTCs IPH PACCMOTPEHHH BOIIPOCOB OIIEpaTUBHOTO
Xapakrepa. Pexkomennyembii o6pasen oQOpMIIEHHS KpaTKOTO IIPOTOKONA
(npunoxenre N 8). B kpartkoM IpoTokoie ukcupyercs Tema 00CYykKISHUS,
(hamMHUIIHs NOKJIaTIHKA 110 BOIIPOCY U MPUHATHIE PEIIEHHNS.

3.39. OcHOBHasg 4YacThb IIOJHOTO IIPOTOKONa COCTOMT M3 pa3aenos,
TIOCBAIICHHBIX BONPOCaM IOBECTKH AHs. XOI PACCMOTPEHHS KaXIOro BOIpoca
3alMCbIBa€TCs B mocnenoBartenpHocTH: CJIVIIIAJIM - BBICTYIIMIU -
PEIIMJIN.

ITocraHoBsenye (pemmenre) B TEKCT MPOTOKONA BHOCHTCS MONHOCTBIO B TO
dopmynupoBKe, KoTopasi Oblla NPUHATA Ha 3acCeIaHMU; P HEOOXOIUMOCTH
IPUBOJIATCSA HTOTY FOJIOCOBAHMS: "3a - ..., TIPOTHUB - ..., BO3AEPKAIOCH - ...".

3.40. IIpoToxomn 3aceJaHus MIOITHUCEIBAETCA IpeacenareaeMm
(TpeziceaTeNnbCTBYIOIIMM) U CEKPETAPEM 3aCeaHus, eclld HHOe He YCTaHOBJIEHO
JIOKaJbHBIMA HOPMATUBHEIMHU aKTAMH.

3.41. Tlpn HeOOXONWMOCTH KONMM TIPOTOKOJNIOB WM BBEIIHCKH W3
IIPOTOKOJIOB pACCBUIAIOTCS 3aWHTEPECOBAHHEIM JIMI[AM B 3JIEKTPOHHOM BHIE B
COOTBETCTBUHM C YKa3aTelleM PACCBIIKH.

B BBINKCKE M3 IIPOTOKONIA TOKHBI BOCIPOH3BOMHUTHCSH BCE PEKBUBUTEI
3arojl0BOYHON YaCTH IPOTOKONA, BBOJHAS YacCTh, BOIPOC IIOBECTKH [IHS, IO
KOTOPOMY TOTOBHUTCS BBIITUCKA, M TEKCT, OTPAXKAIOIIMil 06CYXIeHHe BOIpoca H
IIPUHATOE PEIICHHE.

HeJioBrle (c1y:keOHbIE MHCHLMA)

3.42. JlenoBoe (ciyxeGHOE) MUCEMO T'OTOBHUTCS Ha OJaHKe MHCHMA. Ipu
COCTABJICHUH TIHCEM O(QOPMIIAIOTCS PEKBU3UTEHI afpecar, 3arolioBOK K TEKCTY,



32

TEKCT, MOANMCH, OTMETKA 00 UCIIONHUTENE, B HEOOXOIMMBIX CIIy4asX - OTMETKA O
IPUIOKEHUH. PexomeHAyembIlt  obpasenl O(GOpPMIEHHS JEl0BOrO [IMChMa
(mpunoxenwne N 9).

3.43. Ecmu NHCEMO SIBIAETCS OTBETOM Ha IIOCTYNIUBIIUN 3allpoC HIIU
IIPOCEOY, 3aIlONHSAETCA PEKBH3UT "CCBUIKA Ha PeTHUCTPALMOHHBIN HOMEp M JaTy
MOCTYIIHBIIIErO MUCEMa",

HanmenoBarnue Bupma moxymenta ("mucEMO") M pasHOBHIHOCTE MHCHMA
(Hanpumep, "mpocsba”, "uHGOpMaIHoHHOE", "conposoauTensHoe", "3ampoc,
"HanoMuHaHKe") B IeOBBIX (ciy>keOHBIX) THCHEMAaX He yKa3bIBAIOTCS,

Ecmu mucemo Hampasisiercs anpecary mo SJIEKTPOHHOM II0YTE MK 110 (pakcy
0e3 JOCBUIKH 10 TIOYTe, BMECTO IOYTOBOrO ajapeca yKasblBaeTCs  afpec
BJIEKTPOHHOM IIOYTHI MM HOMED TenedoHa-haxca.

3.44. Jlenosoe (ciyxe6GHOE) MHCHMO NOIDKHO GBITH IIOCBSIIEHO OJTHOMY
Bompocy. Ecmu HeoOXomuMo OGpaTWThCS B OpraHM3aImio OIHOBPEMEHHO 10
HECKOIIBKUM  BOTIPOCaM, PEKOMEHIYETCS COCTAaBHTh OTIAENbHOE MHCEMO IO
KaXXIOMy W3 HHX.

[TMcEMO MOXKET KacaThesl HECKONBKIX BOIIPOCOB, €CJIM OHU B3aMMOCBSI3aHEI,

3.45. B omHOM IHCbME He IOMKHO GBITH Golee YETBIPEX aJpecaroB, MpU
9TOM OCHOBHOH ajpecar yKasbIBAaeTCS MEPBBIM, OCTATbHBIM azpecataMm THCEMO
HaIpaBJIsgeTCs IS CBENEHUS.

IIpn HEOO6XOAUMOCTH HATIPABHUTH TIUCHMO OOJIbIIEMY KONHYECTBY apecaTos,
TOTOBHUTCA CITUCOK PACCHITKH, M [IHCbMA PACCHLIAIOTCS MO CITHCKY.

3.46. IIpu cocTaBlieHMM IENOBBIX IHCEM HCIIONB3YETCSA BCTYIHUTEILHOE
oOpalleHne U 3aKIFOYUTeNbHAS THKETHAS (pasa B cooTBeTCTBHM C TTyHKTOM 2.37
HHCTPYKITUH,

3.47. TexcT MUCbMa U3J1araeTcs:

OT 1-ro JWIla MHOXECTBEHHOTO YHCIIa ("mpocum
"HanoMuHaeM ...");

OT 3-TO IIMIA eOUHCTBEHHOIO YHCIA ("AoMmuHECTpanus  cumTaer
BO3MOXHBIM ...", "AZIMMHHCTpaI}s He PAcIIoNaraeT BO3MOKHOCTEIO M

OT 1-ro NuIla eIMHCTBEHHOTO YHCIIa ("mpomty ...", "mpemnararo ..."), ecnu
IHCEMO ODOPMIIAETCS Ha IOJKHOCTHOM GJIaHKe.

3.48. Eciut IpoeKT [e710BOTO (ciye0HOr0) IUCEMa HaIpaBIIAeTCS azpecarty
110 IIOYTE, IPOCKT rOTOBUTCA B JIBYX SK3EMIUIAPAX: OMHH SK3EMILIAP 0DOpMIIseTCs
Ha OJlaHKe, BTOPOM OK3EMIUIAp, TNpeIHA3HAYEHHBIH Il BU3UPOBaHWS) - Ha
CTaHJAPTHBIX JUCTaxX OyMary.

HlenoBoe (cmyxe6Hoe) mUCEMO 1O TIpejCTaBleHHs Ha IOJIIUCEH TOJIXKHO
OBITH COTNIACOBAHO (32BH3MPOBAHO) CO BCEMH 3aMHTEPECOBAHHBIMU JIUI[AMH.
CornacoBanue (BH3HpOBaHME) HEIOBBIX IHCEM IPOBOIMTCS B COOTBETCTBHU C
IIYHKTOM 2.40 HHCTPYKI[UH.

3.49. [lenoBoe (cmykeGHOE) IHMCEMO MOJIIHCHIBAETCS pyKoBOOUTENIEM
OPraHU3alMU WM HHBIM YIOJHOMOYEHHBIM WM JHIOM. IIOAIFCAHHOE NeoBOe
(ciy>ke6HOE) MICEMO IOUIEXHUT PETHCTPALIHH U OTIIpaBKe.

He nomyckaercs oTmpaBmsaTe anpecaTam NuchbMa, He HMEIONME IaThl
PETUCTPAl[HOHHOIO HOMEpA.

S, "mpemmaraem ...",
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3.50. Ilocne moAmucaHyus MUCMa M €r0 PErHCTPAIUH OK3EMIUISAP MUChMA C
BHU3aMH 3aMHTEPECOBAHHBIX JIUI] [IOMEIIAETCS B JIEITO.

AKTBI

3.51. AKTBI COCTaBIAIOTCS Ha OCHOBE YTBEPXKICHHBIX OpraHaMM BJIACTH
YHHUDUIUPOBAHHBIX (DOPM MIIK B CBOGOIHOM (opMe B IesX MONTBEPIKACHHS
(aKTOB, CBSI3aHHBIX C IEATENHHOCTHIO OpraHM3alid. PexoMeHIyeMmslit obpaser
oopmitenns axta (mpunoxenue N 10).

3.52. Ilpu coCTaBEHHH aKTOB HCIONB3YIOTCS PEKBU3UTHI: HAUMEHOBAHUE
OpTaHM3alli{;  HAWMEHOBAHME  BHIAAa  JOKYMEHTa;  [aTa  JOKYMEHTa,
PETHCTPAlIMOHHEIE HOMEpP JOKYyMEHTa; MECTO COCTaBICHHS WM HM3IaHHS
JIOKYMEHTa,; 3ar0JIOBOK K TEKCTY; ITOJIIHCE.

3.53. [latoit akTa sBiIsgeTCS NaTa COCTABICHUS aKTa U OAMUCAHUS €T0
COCTaBUTEIISIMH.

Ecii dopmoli aKkTa IperycMOTpeHO ero yTBepiieHHe PYKOBOJIUTENIEM
OpraHH3alii WM HWHBIM YIIOJTHOMOYEHHBIM JODKHOCTHEIM JIMIIOM, AaTOM aKTa
ABJISICTCS 1aTa €r0 YTBEPKIECHHUS.

3.54. B BBOZHOM 9acTH akTa B AMEHUTEILHOM IIaJleKe YKa3bIBAIOTCS:

OCHOBaHHE  COCTAaBICHMS  aKkTa (JIOKaIbHBIH  HOPMATHBHBIM  aKT;
PacToOpsSINTeNbHBIA OKYMEHT OpraHH3allii (IOCTaHOBIICHUE, pacIiopshKeHue);
(baKT UM COOBITHE, OCIYKUBIIEE OCHOBAHHUEM JUIS COCTABIICHHS aKTa),

COCTaBHTENH aKTa (IIepeUncIsoTes mocie ciaosa "CocTaBneH" ¢ ykasaHeM
AOJDKHOCTEW, HAWMEHOBAHMM OpraHM3aldil, eClW COCTABUTEIH SBIISIOTCS
NPEACTaBUTEIISIMH IPYTOX OpraHu3aluy, GaMUIUi ¥ HHALKAIIOB).

Ecim  akT cocraBnem KoMuCcHeW, TepBoH  yKasslBaeTcs bamunus
IpeficeIaTelIsl KOMUCCHH, 3aTeM WICHOB KOMUCCHH B alI(haBUTHOM IIOpPSIKE.

3.55. B TekcTe aKkTa M3NATalOTCA MENH W 3aIaYd COCTABICHHS aKTa,
CYIIHOCTB, XapakTep, METOBI X CPOKHU IPOJIENIaHHON paGoThL, ee pe3yabTaTsl. Ilpu
HEOOXOMUMOCTH aKT MOXET COLEPIKaTh BEIBOIEI X PEKOMEH/IALHH.

B 3aK/Ir0YnMTENEHON YaCTH aKTa YKa3hIBAIOTCS KOJIHYECTBO ITOATOTOBICHHbIX
OK3CMIUIPOB aKTa W MECTOHAXOXACHHWE KaXJOro JK3eMIuispa. KolaudecTso
SK3EMILIIPOB aKTa OIPEJEIIAETCs] KOJTHYECTBOM CTOPOH, 3aHHTEPECOBAHHEBIX B €T0
COCTAaBIICHUH, WM HOPMAaTHBHBIMH TpeOOBaHMAMH, pEraMEHTHPYIOIINMH
COCTaBJICHHE aKTOB KOHKPETHOU Pa3HOBUIHOCTH.

3.56. DK3eMIUIAphI aKTa IOAMNUCHIBAIOTCS BCEMH WICHAMH KOMUCCHH (ecm
aKT COCTaBJIANCA KOMHCCHEW) WM COCTaBHTEISIMH U, IIPH HEOOXOIMMOCTH,
IIPHCYTCTBOBABIINMH JINIIAMHU.

Ilpn  nonmucanmm axTa mpenceqaTeNeM W WiIEHAMH — KOMHCCHH
HaMEHOBaHMS UX JIOJDKHOCTEH He YKa3hIBAIOTCS.

OcoGoe MHeHHWE COCTaBHTENS aKTa H3JIaraeTcs Ha OTAEIBHOM JIHCTe,
MOMIHCHIBAECTCS U IIPHIIAraeTCs K aKTy.

3.57. Ecin 3akononarensctBoM Poccuiickoit @enepamuu IIPEyCMOTPEHO
O3HAKOMIICHHE C COACPXKaHUEM aKTa JIMII, YIIOMSHYTHIX B aKTe, [T0J IOANNCEH, Ha
IIOCJIEHEN CTpaHMIE aKTa IIPOCTABIIIETCS O3HaKoMHTenbHas Bu3a "C akToM
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O3HaKOMJIEH(BI)", TIPU 3TOM YKa3bIBAIOTCS HAMMEHOBAHHUS JOJDKHOCTEH, JTHYHBIE
TOMANKMCH, DPaclIM(GPOBKH MOANHUCEH, [aThl O3HAKOMJIEHHs. JIuia, KOTOpEIe
3HAKOMSATCS C COJIEP)KaHHEM aKTa, MMEIOT IIPaBO HE COTTIACUTHCS C COJepKaHUEM
aKTa B I€JIOM HIHM €ro OTACIbHBIMH ITOJIOKEHHUSAMH, 4YTO JIOJDKHO OBITh
3a()MKCUPOBAHO MPU 03HAKOMIIEHHH C aKTOM.

HoxnagHas (ciay:keOHas) 3amHCKa

3.58. Jloxnmannas (cimyxeOHas) 3allicKa HCIIONB3YeTCs IS ONEPaTHBHOIO
MH(QOPMAllHOHHOIO  00MEHa  MEXIy  CTPYKTYPHBIMH  IOJpa3Zel]eHUSIMH
(MOIBETOMCTBEHHBIMY ~ YUPEXKICHUAMH, pabOTHUKAMH) M PYKOBOJICTBOM.
Pexomennyemblli  obpaser; oGhOpMIIEGHHS MOKIaNHOM 3amuckd  (CiIykeGHOI)
3aIlMCKH, ITOJArOTOBICHHON Ha OCHOBE JJIEKTPOHHOrO InabioHa (mpuiaoxkeHus N
11).

3.59. OOs3aTenbHBIMH PEKBU3WTAMH JOKIagHOM (CiiyxkeGHOM) 3ammcku
ABJIAIOTCA: HAaWMMEHOBAaHHME CTPYKTYPHOTr'O IIOJpa3lieieHHs, HaUMEHOBaHHE BHIA
IOKyMeHTa (IOKJIaJHas 3allkcKa, CIy>KeOHas 3aIrcKa), ara, 3arojloBOK K TEKCTY,
ajpecart, TeKCT, IOAIHCE.

3.60. IIpu anpecoBaHWM MOKJIAIHBIX (CIyKeOHBIX) 3aIIMCOK YKa3BIBAIOTCS B
JaTeIbHOM IaJexe JOJDKHOCTD JIUIA, KOTOPOMY aapecoBaH NOKYMEHT, haMHuInsI ’
vHULMansl. Hanpumep:

I'maBe AIMUHHUCTpAITU
Kpacuosipckoro
CEJIbCKOTO ITOCEJICHUS
®amumus 1.0.

3.61. JloxmamHele  (ciyxeOHbBIe) 3allUCKH  MOTYT  COCTaBJISTHCH,
paccMaTpUBaTLCS U XPAHUTHCS B TEUCHHE YCTAHOBIEHHOTO CPOKa UCKITFOYUTEIHHO
B 3JIeKTpoHHOM Buze B CO/I.

IIpu opranuzanuu paboTHl C JOKIaTHBIME (CIyKeOHBIMH) 3aIlHCKAMU B
3JIEKTPOHHOM BHJI€ HCIIOJB3YIOTCS JJIEKTPOHHBIE IMA0JIOHBI JOKIATHOW W
CITyKeOHOM 3aIHCOK.

3.62. Tekcr pnoknamHOM (cioyxeOHOM) 3amUCKH, B 3aBUCUMOCTH OT
CIIOXXHOCTH COJEpXaHUs U IMPUBOAUMON apryMeHTAIlluH, COCTOUT U3 OJHOH, IBYX
WJIA TPEX 4acTeu:

B [IEPBOM YaCTHU U3JararoTcs NPUIUHGI, ()aKThl WIH COOBITHS, ITOCTY KHBIIIAE
MTOBOJIOM JIJISI COCTaBJICHUS IOKYMEHTA,

BO BTOPOM 4YacTH JaeTCs aHaJIW3 CIOXXHUBIICHCS CHUTYyalliH, BO3MOXKHBIE
BapUaHTHI €€ PEIICHNUS;

B TPEThEU YaCTHU U3AraroTCsl BEIBOIEI.

3.63. Peructpamuio OOKJIAOHBIX M CIY)KE€OHBIX 3allUCOK OCYIIECTBIISET
pabOTHHUK, OTBETCTBEHHEIH 3a IE€JIONPOU3BOICTBO U apXUB.

I[eJIOBble IMHCbMa, HallpaBJIsI€EMbI€ Sapyﬁe)KHbIM KOppeCnnoHACHTaM
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3.64. JlenoBele nuckMa, HaIpaBisieMble 3apy0eHBIM KOPPECIIOHAEHTaM (B
TOM 9YHCJIEe ajpecaraM TrOCYAapCcTB - ObIBIIUX pecmyOiauk B coctase CCCP),
opopmisAroTCs Ha OnaHKe NUChMa OPTaHU3alldM C PEKBU3UTAMH HA PYCCKOM H
OJIHOM U3 MHOCTPAHHBIX S3BIKOB.

3.65. Ilucemo, HampapisgeMoe 3apyOeXHOMY ajpecary, COCTaBiseTcs Ha
PYCCKOM s3BIKe, IIPOXOAUT COrNIACOBAHHE CO BCEMHU 3aWHTEPECOBAHHBLIMHU JTHLIAMHU
OpraHU3allyH, [OCIe Yero MUCBMO IIEPEBOIUTCS Ha OMH M3 HHOCTPAHHBIX S3BIKOB
(A3BIK ajpecaTa WM AHTIIMHACKUM S3BIK) ¥ OohopmiseTcs Ha OJlaHKe MHCHMA,
peIHa3sHaYeHHOM JIS IIEPENHCKHU C 3apyOeXKHBIMU KOPPECIIOHIEHTAMH.

[TomMHHUK MHUCbMa, OQOPMIIEHHBI HA OJHOM W3 MHOCTPAHHBIX SA3IKOB,
JOJDKEH OBITh MASHTHYEH II0 COACPXKAHWIO HK3EMIUIPY Ha PYCCKOM S3BIKE C
BH3aMU 3aWHTEPECOBAHHBIX JIHII.

3.66. Ha mommmce pyKOBOIWTENTIO IIPEACTABISIOTCS: DK3EMIUIAP HHCHMa
3apy0eXHOMY KOPPECIIOHACHTY, OGMOpPMIIECHHBIM Ha O6llaHKe, KOIMS IaHHOTO
MChbMa Ha CTAHIAPTHOM JIMCTEe OyMaru ¢ BU30M UCIIOIHUTEIS, SK3EMILIAP HChMa
Ha PYCCKOM SI3BIKE C BU3aMU 3aUHTEPECOBAHHBIX JIHII.

3.67. llocme moamucaHUS NHCEMA PYKOBOOWTENEM MM  HHBIM
YIIOJTHOMOYEHHBIM UM JTHI[OM:

OK3EMILIAP  IHCbMa, OMOPMIICHHBIM Ha  OjaHKe, IOAIHCAHHBIN
PYKOBOAMTENIEM ¥  3apErMCTpUpoBaHHBIH B Ciyxbe IeIOMpOM3BOICTBA,
HaIIPaBIISETCs aJlpecary;

KOIIHS IIMChMa C BU30M MCIIOJIHUTENS U SK3EMIUISP MMHChMa, COCTaBIEHHBIN
Ha PYCCKOM fI3BIKE, C BU3AMU 3aUHTEPECOBAHHBIX JIHI] [IOMEIIAIOTCS B [EIO.

3.68. Ilncema, HampaBiseMble 3apyOe)XKHBIM aapecaraM, IOJDKHEI HMETh
PEKBH3HUTEL: aIpecar, 1aTa, peTUCTPAllMOHHBIM HOMeD, TEKCT, ITOIIUCE.

Ilpy HeoOXOmZMMOCTH MOTYT OQOPMIISITBECS pPEKBU3UTHI "CCBIIKA Ha
PErHCTPAallMOHHBIA HOMEp M JaTy IIOCTYIHBINEro muchkMa" ¥ "3arojoBOK K
TekcTy". Ha Konuy micema, moMenaeMoi B 16710, JOTIOJHUTENBHO IIPOCTaBIIAETCS
OTMeTKa 00 UCIIOTHUTETE.

3.69. PexBusur "azpecar” odopMiseTcs cripaBa Ioj] peKBU3UTAMHU OJIaHKA.
AJntpecaToM IHMCbMa MOXKET OBITh OpraHH3all¥s WM KOHKPETHOE JIAILIO.

Ecnu nuceMo afpecoBaHO OpraHU3alliy, CHavYala JaeTcs ee HAUMEHOBaHME,
3aTeM - IIOYTOBBIA aApec B IIOCIENOBATEIBHOCTH: HOMEp OOMa WM 3JaHud,
Ha3BaHWe yJULBl; HA3BaHUE TOPO/Ia; CTpaHa.

Kaxnpii sneMeHT ajgpeca MUINETCS Ha OTAENbHOM cTpoke. HasBaHue
ropoja, KaK IIpaBuIlo, IeyaTaeTcs IPOINUCHBIMU OykBamu., Hampumep:

Brook & Son Toymakers
61 - 71 Steel Street
BRIDGETOWN

BR61 7RE

U.S.A.
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CroBa Avenue, Street, Place u wHble B ampece muuryTcs ¢ IpOMUCHON
OYKBBL.

Ilpu odopmieHun moOYTOBOrO anpeca 3apyGeXHBIM KOPPECIOHIEHTAM
IIyHKTYyalusi He IPHUMEHSETC.

Ipu agpecoBannu nuceM HEOOXOAUMO YUHTHIBATE TPAAUIINH, XapaKTEPHBIE
UL OTAENBHBIX CTpaH (Hampumep, B BemukoGpuTaHHH mociie ykasaHHS TOpoza
MOJXeT ObITh yKa3aHO rpadcTso, B CIIIA - HaspaHue mrara).

Ecnu B HasBanumy (QUPMBI IPUCYTCTBYeT GaMUIMS JHIA (Hanpumep, W,
Edward & Co., Ltd), mepen HasBauueM GUPMEI IPHHATO CTABHTH CIOBO Messrs
(cokpamenue ot Messieurs - rocroza).

Ecmn  mmceMo  anpecyeTcs  KOHKDETHOMY —JIMIly, Tlepel HasBaHHEM
OpraHU3alMH{ yKa3blBalOT (QaMUIIUIO U JOJDKHOCTE PAGOTHHKA HITH €r0 JOKHOCTS.

Hampumep:

Mr. Andrew Roach
Sale Manager
Super Toys Ltd
Chatfield Road
NEWTOWN
NE12 OLD

U.S.A.

3.70. B muceMax 3apyOeXHBIM afpecaTaM naTa o(GOPMILIETCS CIOBECHO-
UQPOBEIM CIIOCOOOM B ITOCIIEAOBATEIBHOCTH: IEHb MECSIIA, MECSLI, [0
Hanpumep: 24 staBaps 2017 r.

IIpy cocTaBneHn: MUCbMa Ha AaHTIIHICKOM SI3BIKE JIOIYCKAaeTCs 0(hOpMICHHE
AaTBI B TIOCIEOBATEIBHOCTH: 'O/, MeCAL, NeHb Mecana. Hanpumep: 2017, January
24.

3.71. B muceMax 3apy0exHBIM afpecaTaM HCIONB3YIOTCS BCTYIIHTEIBHbIE
obpallleHus 110 JOKHOCTH MK 110 hamuinm anpecara. Hampuvep:

VYBaxkaeMsblif rociouH Toproseiii cOBeTHHK!

VYBaxxaeMblif rocrioiuH AHres0B!

3aKkaHYMBAETCS MHUCBMO  3aKJIOYUTENBHOM OTHKETHOW ¢pasoit "C
yBaXEHHeEM, ...".

IV. CornacoBaHne NpoeKTOB JOKYMEHTOB.
IMoanucanue (yTBepaKIeHHe) NPOEKTOB JOKYMEHTOB

4.1. CornacoBaHue NpoOeKTa JOKyMEHTa MPOBOJUTCH A0 €ro MOMMHCAHHS
PYKOBOIMTENIEM B LENAX OLEHKH COOTBETCTBHS IPOEKTa 3aKOHONATEIHCTBY
Poccuiickort @enepanuy, JOKadbHBIM HOPMATHBHBIM aKTaM OpraHHW3alldy,
Ka4yecTBa U 5(P(MEKTUBHOCTH IIpeIaraeMoro pelleHus.
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CornacoBanme TpoeKkTa [JOKYMEHTa OpPraHH3YeTCs HEIIOCPECTBEHHEIM
WCTIONHUTEIeM (COCTaBHTENEM) M IIPOBOAMTCS B Ipeeiax YCTaHOBIIEHHOTO
PYKOBOJIHTEIEM CPOKa UCIIOTHEHUS.

4.2. BHemHee COINIACOBaHWE IIPOEKTA NOKYMEHTa  OCYIIECTBIISETCS
IIOCPCACTBOM ~ HANpPAaBIECHHS  IPOEKTa B JPYIYI0  OPraHM3alHi0 ¢
CONIPOBOJUTENBHBIM IIUCEMOM, B KOTOPOM YKa3BIBAETCS CPOK COTTIACOBAHUS.

Cpoxu cOrnacoBaHUS NPOEKTOB JOKYMEHTOB, HaIIpaBJIIEMBIX Ha BHEIIHEE
COTIaCOBaHHE HE NOJDKHBI COCTaBIIATE Oosiee 30 KaleHNapHEIX THE.

4.3. OdopmieHne pe3ynsTaToB cornacoBanus JIHA u pacopsAuTENbHBIX
AOKYMEHTOB OCYIIECTBISIETCS B BHIE BH3, IPOCTABIAEMBIX 3aHHTEPECOBAHHBIMU
JMIaMK  Ha TIOCAETHEM JIMCTe TMPOEKTa HOKyMeHTa (Ha €ro JHIEBON HIIH
O0OPOTHON CTOpOHE) WM HA OTIENBHOM JIHCTE COTJIaCOBaHUSI, SIBIISIOIIEMCS
HEOTHEMJIEMOH 4acThIO JOKYMEHTA.

IIpn cornmacoBanuu nemoBBIX (CTykeGHBIX) ITHCEM BH3BI IIPOCTABIISAIOTCS Ha
KOMMM TTHChMa (BU30BOH 3K3eMILIAP), KOTOPHIH MOCITE MOAMMCAHHS MOTHHHHKA
[IMCbMa ¥ €ro perucTpally MOMEeINaeTcs B JeN0, WId Ha 060poTe MOMTHHHHUKA
[ICbMa, €CJIH ITICbMO HAIpPAaBIIACTCs afpecaTy 1o $aKCy Witk 3JIeKTPOHHOM IIoYTe.
OTOT e OJK3eMIUIAp MHChMa [0Cjie OTIPAaBKH anpecaty (mo dakcy wim
3JIEKTPOHHOU I104Te B BU/E 3JIEKTPOHHOM KOIMK) IIOMEIaeTcs B 0.

TIpoeKThl IPOTOKONIOB BUSHPYIOTCS JIUI[AMH, BEICTYIABIIMME HA 38CeTaHUN
(COBEIaHNM) ITyTeM MPOCTABICHUS BHU3BI HA JIEBOM IIOJNE JOKYMEHTa HaIlpOTHB
3aITUCH BBICTYIUICHUS COOTBETCTBYIOIIETO PabOTHHKA.

4.4. B xoIe COracoBaHMs MPOEKTa TOKYMEHTa pabOTHHK, COIVIACYIOLINH
AOKYMEHT, IPUHUMAET OJHO U3 CIEAYOIINX PEIICHHH:

COIJIacOBaTh MPOEKT NOKyMEHTa Oe3 3aMeuaHuii;

COIJIacoBaTh MTPOEKT JOKYMEHTA C 3aMEUYaHUAME,

OTKJIOHHUTE IIPOEKT NOKYMEHTA;

yKasath, 4TO HE MMEET OTHOLICHHS K IPOEKTYy JOKYMEHTa (PacCMOTpeHHe
BOIIpOCa, II0 KOTOPOMY MPHUHHUMAETCS peIleHHe, HEe BXOAWT B OOS3aHHOCTH
paboTHHKA).

BospaxeHHs 10 NpPOEKTY [OCTaHOBIEHUS (PACIOPSDKEHHS, pelIeHus ),
BOSHHUKAIOIINE TIPX COTJIACOBAHMH, U3JIAraloTCs B CIIPaBKe, KOTOpas IIPUIaraeTcs K
IIPOEKTY, WU BHOCUTCSE B COJI.

Ecin mpoekT IoKyMeHTa COINIacOBaH ¢ 3aMEYaHWsAMH, 3TO O3Ha4daeT, 4To
3aMeqaHus HOCAT PENaKLIMOHHBIN XapaKkTep, U MOCHe MX MPUHATHS UCTIOTHUTEIEM
MIPOEKT He TpeOyeT MOBTOPHOIO COIIACOBAHM,

IIpoeKT KOKYMeHTa OTKJIOHSETCS JIMIIOM, COTJACYIOLIHM JIOKyMEHT, B
CIIydasx:

HaIn4IHs CyINEeCTBeHHBIX 3aMEYaHUH 0 IPOEKTY JOKYMEHTA;

HECOIJIACHs ¢ IPOEKTOM JTIOKyMEHTA.

4.5. HecornacoBanHEIH IIPOEKT HOKYMeHTa Tpebyer I0paboTKH 110
BBICKa3aHHBIM 3aMEYaHUAM, IEPE0(OPMIIEHHUS U TIOBTOPHOTO COTTIACOBAHMS.

4.6. Eciu mpu nopaboTke MpoekTa JOKYMEHTa HCIIOIHHTEND IIPUHUMAET
PCIICHNC HE YyYWTHIBATH 3aMEYaHHE (3aMeyYaHus) Jui@a (JIML), yIacTBOBABIINX B
COTJIACOBAHWH, HCIONHUTENEM T[OTOBUTCA pEEeCTp HEYUYTEHHBIX 3aMedaHuil,
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KOTOPBI BMECTE€ C TIIPOEKTOM JOKyMEHTa MpPEACTABIACTCA PYKOBOIUTENIO
OpTaHM3alNK UK HHOMY YIIOJHOMOYEHHOMY UM JOJDKHOCTHOMY JTHITY.

4.7. Pemenue o0 TOM, NPHHUMATh WIA HE MPUHUMATbL HEyYTEHHEIE
3aMe4aHus IPUHUMAET PyKOBOIUTEb.

B ciy4ae ecnmu pyKOBOAMTENb IPHHUMAET pEIIEHHE O HEOOXOIUMOCTH
YUeCTb 3aMeYaHus, OTKJIOHEHHBIE HCIIOIHUTENEM, HCIIONHUTENb opabaThiBaeT
MIPOEKT JOKYMEHTA B COOTBETCTBUHU C BHICKa3aHHBIMH 3aMEYaHUSIMU.

Ecin  pykoBomuTens corjamiaeTcs C MHEHHMEM HCIIONHWUTENS, OH
IIOJIIKCEIBAET (YTBEPXKIAET) TOKYMEHT.

4.8. JIoKyMeHTBI, M3#aBaeMble OT WMEHH OPraHM3alldM, MOMIHCHIBAIOTCS
PYKOBOIMTENEM  OpraHM3allid  WIM  WHBIMH  VIOJHOMOYEHHBIMH KM
TOJDKHOCTHBIMH JIMLIAMH (3aMECTHTEILIMH PYKOBOJIWTENS OPTraHU3aI[Md, HHBIMH
JOJDKHOCTHBIMU JIMLIAMH B COOTBETCTBUM C HMX KOMIICTEHIIMEH, OMNpeenseMoi
JOBEPCHHOCTSAMM Ha BEHIIOJHEHUE ONpPENeJCHHBIX JEHCTBUM OT WMEHH
OpTraHU3alUy, BHYTPEHHUMH HOPMaTHBHBIMH JOKYMEHTAMH OPraHU3aINH ).

4.9. - OrnenbHble  BUABI  BHYTPCHHHX  JOKYMEHTOB  (CIyeOHEIe,
OOBACHUTENBHBIE 3aIMCKH) Ha MMs PYKOBOIUTENs CTPYKTYPHOIO MOZpa3/eeH s
TIOIIIMCBIBAIOTCS MCTIOJMHUTENEM (COCTAaBHUTENIEM), €CIIH paspellaeMble IIPH 3TOM
BOIIPOCHI HE BBIXOJAT 3a MIPEAEIbl er0 KOMIIETEHIHH.

4.10. JIoOKyMEHT IIOANMUCHIBAETCS IBYMs WIM Oojiee JIUIIAMHU, €CITH 3a
COIepXKaHHEe JOKYMEHTA HECYT OTBETCTBEHHOCTh HECKOJBKO pPabOTHHKOB
(IOKYMEHTEI,  IIOATOTOBICHHBIE  HECKONBKHMHM  IIOApAa3[eNeHHAIMH W
OpraHu3alysaMy, pabodell rpynmnoii, KOMUCCHeH).

4.11. lloamuceBaeTcs, Kak IIPaBUIIO, OIWH OK3EMIUIAP JOKyMEHTA.
CoBMECTHBIN JOKYMEHT MOMNMCHIBACTCS B KOJMYECTBE, COOTBETCTBYIOIIEM
KOJIMYECTBY OpraHU3alliii, CO3IaBIINX JOKYMEHT.

4.12. Tlonmuce Ha NOKyMeHTe OOPMIIIETCS B COOTBETCTBHH C IMyHKTaMH
2.4] UHCTPYKUHUH.

4.13. YTBepxIeHUe JOKyMEHTa IPOU3BOIUTCS

HETIOCPEJICTBEHHO DPYKOBOIMTENEM - IIPOCTABICHHEM COOCTBEHHOPYUHOMN
TIOJIIUCH B IpUde yTBEPKIACHHUS;

PacIOpsAAUTENbHBIM TOKYMEHTOM OpraHU3allHH,

4.14. YTBepxknaroTcs INpaBUia, IOJOXKCHHUS, HHCTPYKIKH, DErJaMEeHTHI,
HEKOTOPhIC BBl aKTOB, IUIAHBl, IIPOrpaMMbl ¥ JAPYTHE OOKYMEHTEI,
YCTaHaBJIUBAOLIME HOPMBI W/WMIM pPACCUUTAHHBIE HA UIHTEILHOE ITPUMEHEHHE
(npunoxenwue N 14).

Odopmienre rpuda YTBEpXKICHUS TMPOU3BOAUTCS B COOTBETCTBHU C
IIyHKTOM 2.35 MHCTpyKIINH.

4.15. Iloamuck pyKOBOAMUTENS OpPTraHU3allMy WM WHOTO YIIOJIHOMOYEHHOIO
UM JIHIa Ha JOKYMEHTaX, TPeOYIOIHMX 0cO00T0 yIOCTOBEPEHHS HX IOMIUHHOCTH,
a TaKXKe Ha KOTHAX JOKYMEHTOB M BBIIUCKAX U3 JOKYMEHTOB 3aBEPSIETCS II€YATHIO
(mpunoxxenne N 15).

[leyaTs Ha JNOKYyMEHTE IPOCTABJISIETCS B COOTBETCTBHM C IYHKTOM 2.43
HNucTpykium.

V. Opranusanusi 10KyMeHT00GopoTA
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IIprem 1 nepeuYHast 06paGoTKA MOCTY AKX AOKYMEHTOB

5.1. Tlepsuunas 06paboTka MOCTYNHBIIMX B OPraHH3AIHIO JIOKYMEHTOB
BKIXO9a€T MPOBEPKY INPABHIIBHOCTH JOCTaBKA JOKYMEHTOB U  HAIWYHS
JIOKYMCHTOB M MPHIOXKEHUH K HHUM, a TaKXe paclpelelieHHe NOKYMEHTOB Ha
PETHCTPUPYEMbIE ¥ HE NOANEKaIIUe peructpaumy. KoHBepTsl ¢ JOKyMeHTaMu
BCKPBIBAIOTCS (328 MCKIIOYEHUEM KOHBEPTOB C ITOMETKOMN «TMYHOY), TIPOBEPSIETCS
TPaBUIPHOCTh NOCTaBKH, LEJIOCTHOCTh YNAKOBKH, HAJMYHE B HUX IOKYMEHTOB,
BKJIfOYas NpunoxeHus. OKO0YHO JOCTaBIEHHBIE TOKYMEHTHI BO3BpaILarOTCS
OTIIPaBUTEIIIO,

[Ipy oOHapyXeHHH HEKOMIIEKTHOCTH WIIHU MOBPEXIEHUN JTOKYMEHTOB
COCTaBJIACTCA aKT B TPEX OK3EMIUIApaX, OAWH M3 KOTOPHIX OCTaeTcs Yy
OTBETCTBCHHOI'O 3a JIEIONPOM3BOACTBO CIIELMANUCTA, BTOPOM IPHOBIIASTCS K
TOCTYNHUBIIEMY TOKYMEHTY, TPETUH HAIPABIAETCS OTIPABUTENIO JOKYMEHTA.

KoHBepThI Mocne BCKPHITHS, KaK MPABUIIO, YHHYTOKAIOTCS, KpOMe ClIy4aes,
KOrZia TOJIBKO II10 HUM MOKHO YCTAHOBHUTBH a/[PEC OTHPABHUTEINS WK ATy OTHPABKH.
He yHI4TOXAIOTCS KOHBEPTHI, COLEPIKABINNE TIPELIOKEHNS, 3asBIIEHUS, KaJTOOBI
TPaXK/IaH, MaTepHalbl [0 CyAeOHBIM JenaM (IPETeH3HH, UCKU, OT3EIBBI, TIOBECTKH
U T.J.).

5.2. JlocraBka NOKYMEHTOB B OPraHHM3aIMIO OCYIIECTBISETCS CpeaCTBaMHU
TIOYTOBOM, (eNbABErepcKoil, 3IeKTpoHHON cBs3u. C IMOMOIIBIO TMOYTOBON WU
(enpIberepckoi CBS3M JOCTABIACTCS THCHMEHHAS KOPPECTIOHACHIIUS B BHJE
IUCEM, IMOYTOBBIX KapTO4eK, OaHJeposel, MOChUIOK, MEIKHX MAaKeTOB, a TaKkKe
[IeYaTHBIE U3IaHMUS.

5.3. Ciryxe0HBle TOKyMEHTHI, KOTOPBIE TIOCTYIHIN, MHHYS OTBETCTBEHHOTO
3a ISJIONPOU3BOACTBO CHELHUANINCTA, TOJDKHEI OBITh CIIAHBI VTSI PETUCTPALAH B TOT
K€ JICHb.

IIpeasapuTennHOe paccMOTpPeHHE JOKYMEHTOB

5.4. IlpenBapuTenbHOE PacCMOTPEHHE HOKYMEHTOB IIPOBOIMTCS B IENAX
BBINICJICHAS. W3 BCETO MAacCHBa IIOCTYMHUBINEH KOPPECHOHAEHIMH IOKYMEHTOB,
TPeOYIOMUX 00s3aTelbHOTO PACCMOTPEHHsST PYKOBOAMTENIEM OpraHM3allid, a
TaKK€ paclpeleIeHUs IIOCTYNUBIINX JOKYMEHTOB JOJDKHOCTHBIM JIHIIAM.

Ha paccmoTpenue pykoBoAMTeNst IIepenaloTesl TOKyMEHTHI, [ONYYeHHBIE OT
BBIILICCTOSAIINX OPraHoB, KACAIOIIHECs NEeATENbHOCTH OPTaHU3AIMH, HHEIX OPTaHOB
WCIIOJHUTENIPHON BJACTH, COJAEpKallde HHOOPMALMIO 110 IPUHIHIHAIBHBIM
BOIIPOCAM JIEATENILHOCTH, TPEOYIOIIMM PELIEHH.

OcHOBaHWeM [I1 TPUHATHS pEIUEHHS B XOJAe IIPEIBAPUTENHHOIO
pacCMOTpEHUS ABJACTCA COAEpXKaHWe JOKyMEHTa, a He aJpecalys ero
COOTBETCTBYIOIIEMY JIHILY.

5.5. JIOKYMEHTEI, aApecOoBaHHBIE PYKOBOIMUTENIO, B OPraHU3AIHIO, & TAKIKE
0e3 yKasaHMA KOHKPETHOTO IOJKHOCTHOTO JIMIA MM OpraHa HCIIOIHHUTEIBHOM
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BIIACTH MNPEABAPUTETIBHO PaCCMAaTPUBAIOTCSA CIEI[MAIMCTOM, OTBETCTBEHHBIM 34
ACJIOTIPOU3BO/ICTBO, & 3aTEM HAIPABIIAIOTCS PYKOBOIHUTEIO OpraHU3aIiH.

5.6. TeserpaMMbl IPHMHUMAIOTCS 10 PACIKCKY ¢ IIPOCTaBICHHEM IaTHI U
BPEMEHU IIpHeMa.

5.7.  IlpenBapuTensHOE  PacCMOTPEHHE — 3NEKTPOHHBIX COO0IIIeHN],
MOCTYNAOIIHUX TI0 SJIEKTPOHHOH I10YTE, OCYIIECTBIIAETCS aHAIOTHYHO JOKYMEHTaM
Ha OyMa)kKHBIX HOCHUTEIISX.

5.8. OTBETCTBEHHBIH 3a IEJONMPOU3BOACTBO CIIEIUAIKCT B IIEPBYIO O4Yepelb
OCYILECTBJIACT MPEABAPUTEIBHOE PACCMOTPEHHE IOKYMEHTOB C YKa3aHHUSIMHY,
CBUICTEIIECTBYIOIIMMA O CPOYHOCTH WX UCIIOJHEHHS, WIM C TIOMETKON o
CPOYHOCTH JTOCTaBKH.

Perncrpanus noctynamomux J0KyMeHTOB

5.9. Perucrpaimm momnexaT Bce JOKYyMEHTH, TpeOyromme y4era,
VICTIOJTHCHHS. M HCIIOJIB30BaHUS. J[OKYMEHTBl PETHUCTPUPYIOTCS HE3aBUCHMO OT
crioco0a X TOCTaBKH.

JIoKyMeHTBI perucTpupyroTcss OmuH pas. Permcrparis [IOCTYTAIOIHNX
AOKYMEHTOB OCYINECTBIACTCA B [CHb WX IIOCTYIUICHHS WM Ha CJIEMyOIIHH
pabounii NeHb MPH TOCTYIUICHHH JOKYMEHTOB B KOHIE Pabovero JHS WIH B
Hepabouee Bpems. PerucTpanus oGpalieHuii rpakaaH OCYIIECTBIAETCS B TeUCHHE
TpeX THEH ¢ MOMEHTA [IOCTYIUIEHHsI 0OpalleHu .

K noxymeHTaM, He MOJUIEAIMM PETHCTPALNK, OTHOCSATCS JOKYMEHTbI, He
TpeOyrollue WCIONHEHHS M He COfepaiiue HHBOPMAIUH, HCIIOJB3yeMOU B
CIIPaBOYHBIX IEJIAX.

5.10.  JIOKyMEHTBI pETHCTPHPYIOTCS K YYMTHIBAIOTCS C BHECEHHEM
CJIEIYIOIINX OCHOBHBIX PEKBHU3UTOB:

BXOJISAIIUN HOMEP NOKYMEHTa,;

JlaTa IIOCTYIUIEHUS TOKYMEHTa,

OTIPABUTEND;

HOMED TOKYMEHTa;

JlaTa TOKyMEHTa,

JOJDKHOCTB, (DaMUJIKS ¥ MHUIMAIIBI JIULA, TIOAIKCABIIETO JOKYMEHT;

HaVMEHOBaHUE TEKCTa;

BUJI TOKYMEHTa,;

yKa3aHHs 110 UCIIOJIHEHUIO JOKYMEHTA.

5.11. Ilpn BBOJE OCHOBHBIX PEKBH3HTOB IIOCTYIHBINETO B OPraHH3ALHIO
AOKYMEHTa OCYLIECTBIIACTCSA IPUCBOCHUE PETUCTPAIMOHHOTO HOMEPa JOKYMEHTY,
HalpuMep:

555/01-15, roe

555 — NOpsAIKOBBIN HOMED;

01-15 — Ne mena mo HOMEHKIIAaType, B KOTOPOM XPaHHUTCS JOKYMEHT.

IIprucBoeHHBIH HOMEp JOKYMEHTA IIEPEHOCUTCS B PETHCTPALMOHHBIH IIITAMII.
Ha noxymenTax, nmoanexaniux perucTpalns, Ha JUIEBOH CTOpOHe IePBOro JIHCTa
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B 1IPaBOM HIDKHEM YTy CTABUTCSA PErMCTPAlMOHHBIN [ITAMII, KOTOPBIH COIEPKUT
AaTy TIOCTYIUICHUS ¥ PETUCTPAllMOHHEIH HOMED.

5.12. JlokyMeHTEI, IOCTYHAIOIIHE 110 3JIEKTPOHHOM I10YTe U (haKCHUMUIIBLHOM
CBASH, PETUCTPUPYIOTCS KakK BXOISUIME JOKYyMEHTHL [Ipu IIOCTYIUICHUH
JIOKYMCHTa TI0 KaHalTly (GaKCUMUIBHON CBSI3H BMECTE C €ro MOITHHHHKOM 0GOMM
AOKyMCHTaM MPUCBAUBACTCS ONMH M TOT XK€ PErHCTPALMOHHBIHN HOMeD.

5.13. Tenerpammsl, TeJIe()OHOTPAMMEI PETUCTPUPYIOTCS II0 TEM XKe
[IpaBUJIaM, YTO M IIMCHMA, a 3aTeM IIepealoTCs Ha UCIIOHEHHUE.,

5.14. Tlocnme perucTpamuu JOKYMEHTHI IEPEIAIOTCA Ha pPacCMOTpEHHe
PYKOBOIHUTEJTIO OpraHu3aly. Cpounsre JOKYMEHTBI IIepefarTCs
He3aMeTUTENBHO.

5.15. B cmywae, ecnmu mocTymuBmmit JOKYMEHT SBJII€TCS OTBETOM Ha
3allpoC, OTBETCTBEHHEIH 32 IENONPOU3BOJACTBO M apXHB CIIEI[UATHCT noxOupaet
AOKYMEHTBI, Ha KOTOPBIE HMMEETCS CChIIKA B (POPMUPYET B OIHO JEJIO.

5.16.  Bce 3aperucTpupoBaHHEBIE JOKYMEHTEI  IIOCJI€  HCIIOJIHEHHUS
CIHUCEHIBAIOTCS «B JeN0». MH(pOpManus 06 HCIONHEHUH JOKYMEHTA 3aHOCHTCS B
KypHAaJl DETMCTpallii C BHECEHHEM HOMepa Jela 110 HOMEHKIATYpe Iell, B
KOTOPOM OyJeT HaXOAUThCS JOKYMEHT.

5.17. B ciy4ae W3MEHEHUS PE3OTIONUKM WIH B Cly4ae Iepeaapecaruu
AOKYMCHTOB MEXIy OpraHaMH HCIIOIHUTENLHOW BIIACTH yKa3aHHas Iepenadqa
OCYILECTBIIACTCA Yepe3 OTBETCTBEHHOTO 32 [eJONPOU3BOACTBO U ApXUB, IIPH 3TOM
AOKYMEHTBI BTOPHYHO HE PETUCTPUPYIOTCS.

IMopsinok PacCMOTpPEHHS JOKYMEHTOB H 0BeeHHe JOKYMEHTOB J10
HCIOJITHUTEJIeH

5.18. Ha paccMoTpenre pykoBomuTENRO OpraHM3alid  JOKYMEHTEI
[EpENaloTCse TIoCine MX perucrpauud (B ciydae, KOTAA OHH IIOIEKAT
PEeruCTpanuy). .

ITo pesympratam paccMOTpeHHs NOKYMCHTOB  PYKOBOIHUTEIb HaeT
MIOPYYeHHU B (OpPMe PE30TIOLAN.

Pesomronun 0opMIISIOTCS B COOTBETCTBHH C IIYHKTOM 2.47 UHCTPYKIIUH.

JIOKYMEHTBI THPaXHPYIOTCS B COOTBETCTBUH C PE30IIOIUAMHU U PACCHUIKOMN
Ha HCIONIHEHHe. ECI B Pe30OIKY yKa3aHO HECKOJIBKO MCIIOHUTENEH, OpUTHHAI
AOKYMEHTa BMECTE C PE30JIFOLMEH HAIPABISETCS JIUIY, YKa3aHHOMY B PE30JIIOLUH
MEPBEIM, JIAOO HCIONHHUTEIIIO, HAINPOTUB (haMUITHK KOTOPOTO CTOUT OTMETKA
«CO3BIB», «00OOIIEHHE», «OTB.», «CBOA» M T.M1. OCTATBHBIM HCIOMHHTEISIM
HAIpPaBIIOTCS KOMUK. Bee mocnenyronume pe3oonuy Ha JOKYMEHTe He JIOJDKHBI
HCKaXaTh CONEPIKAHNUE IIOPYUESHHUS BBIIIECTOSIIETO PYKOBOIUTEIIS.

OCHOBHOH HCIIONHUTENh U COUCIIOTHHUTEH BIIpaBE JaBaTh IOPYYEHHUS B
BHUJIE PE3OJTIOIHM JIAIAM, HETIOCPEACTBEHHO UM TIOUHEEHHbIM.

Pesomonnu 10BoIsITCS 10 CBENEHHUS UCIIONHUTENEH B IEHS pPaccMOTpeHuUS
HOKYMCHTa DYKOBOLWTENIEM MWIIM Ha CIeAyloIMi paboumit mens. Cpodnble
JMOKYMEHTBI [IePEAarOTCs UCIIOTHUTEIO He3aMe IITUTEIBHO.

5.19. Cpoku ncrionHeH s JOKYMEHTOB 3aHOCSTCS B KypHal.
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KOHTpOJIb HCITOJIHEHHUSI JOKYMEHTOB

5.20. Cpoku WCHOTHEHHS [TOKYMEHTOB OIPENEIIIIOTCS PYKOBOJIUTENIEM
OPraHU3alNH, KOTOPEIK NaeT MOpy4YeHHe (IOAIHUCHIBAET PE3OJIONHIO) HCXOIS U3
CpOKa, yCTAHOBICHHOTO OPraHM3allMeH, HampaBUBINEH JOKYMEHT, WIHM CpPOKOB,
YCTaHOBJIEHHBIX 3aKOHOAATEIHCTBOM.

5.21. KoHTpomb HCIOJHEHHS IOKyMEHTOB BKJIOUAET MTOCTaHOBKY
JIOKyMCHTa Ha KOHTPOJIb, KOODIMHALMIO W &HAU3 XOJAa HCIIOJHEHMS, Y4eT U
obo0Lienne pesynpTaToB, HHGOPMUPOBaHHE PYKOBOIUTENEH O COCTOSHUM
UCIIONTHEHUS  TOKYMEHTOB, CHATHE HCIIOJHEHHOTO JIOKyMEHTa C KOHTPOJIS,
HaIpaBJICHHE HCIIOJHEHHOTO JOKYMEHTA B IEJIO.

5.22. KoHTpomo momiexar Bce 3apEeTUCTPUPOBAHHBIE  TOKYMEHTEL,
TpeOYIOLIHe UCIIOIHEHHUS.

5.23.  JleNONpPOU3BOJCTBEHHBIN  y4eT HaxO[SIIUXcsd Ha KOHTpOJIE
AOKYMEHTOB OCYINECTBIIAE€T OTBETCTBEHHBIH 3a JEIONpPOM3BOACTBO M apXHB
CIIEHAJIUCT.

5.24 KoHTposIb HCHIONHEHUS OKYMEHTOB OCYIIECTBIETCS MOJIKHOCTHBIME
JUIAMH, YIIOJTHOMOYEHHBIMHU PYKOBOIUTEIIEM.

5.25. Bce cHATBIE ¢ KOHTPOJS TOKYMEHTHI IOJDKHBEI HMETh OTMETKY 00
HCIIOJIHEHUH,

5.26. KoHTpomp  HCHONHEHHs  HOpyYeHHH B AIMUHHCTpAIIHH
OCYIICCTBJIIETCS C IIOMOILBIO XKypHaJla PETHUCTPALU BXOISIINX TOKYMEHTOB.

PaGora ucnosiHuTeNNEH ¢ TOKYyMEHTAMHU

5.27. Oprauuzanus paboThl HCHIOIHUTENEH ¢ JOKyMEHTaMu OCYILIECTBIISIETCS
Ha OCHOBAHMHU PpE30JIFOLMM BBIMIECTOSINUX OYKHOCTHBIX JHIl. VICIONHEeHHe
JOKyMEHTa INpefycMaTpuBaeT cOop m 0o6paboTKy Heobxomumoil HHMOpMAIWH,
TIOATOTOBKY  MPOEKTa JOOKYMEHTa, COIVIaCOBaHHE C 3aWHTEPECOBAHHBIMU
JOJKHOCTHBIMU JIMLIAMH, JOPabOTKy U IIPEACTABIEHHE MIPOEKTa JOKyMEHTa Ha
MTOANHCH PYKOBOAUTENIO OpraHU3alliH.

5.28. HcnomHuTens ompenesseT HeoOXOOMMOEe KOIHYECTBO 3K3EeMILISIPOB
AOKYyMEHTa, NEPENAeT JOKYMEHT Ha THpaXupoBaHue. Ha mokyMeHT, pacchLiaeMblii
Oostee YeM B 9eTHIpe aJpeca, HCIIOJIHUTENb TOTOBHUT YKa3aTelb PACCBLIKH.

5.29. IloAnvHHUK TOJJEKAIIEr0 WCIOJIHEHHIO JOKYMEHTa C [IOpy4YEeHUEM
(pesoirounei) pyKoBOIUTEIIs HAIIPABIISETCS OTBETCTBEHHOMY HCIIOJHHUTEITIO.

Jlpyrue MCIONHWTENM, yKa3aHHBIE B [OPYYeHHH (DE3OTIOLHH), SBISIOTCS
COHUCTIOJIHUTENAMU  JIOKYMEHTa (IIOPYYEHHS) M OCYIIECTBISIOT IOJTOTOBKY
COOTBETCTBYIOIIMX ~ MaTepUaloB [0 KONMH JOKYMEHTa C IOpydYeHHeM
(pesomronneit) pyKOBOJUTEIS.

5.30. OTBeTcTBeHHBIH HCIIOJIHUTEIb KOOPIUHUPYET paboty
COHUCIIOJIHUTENCH MOPYYEHUs, B TOM YHCIE OIpPEIENSIET CPOKM IPEICTaBICHHUS
COMCTIOJTHUTEISIMH HEOOXONUMEIX JOKYMEHTOB M MAaTePHAalOB B COOTBETCTBHH C
3aKOHOJATEIHCTBOM.
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5.31. B WCKIFOYMTENBHBIX CIIyYasxX JIMIO, OTBETCTBEHHOE 3a MCIIOMHEHME
TIOpy9eHH, TIPE/CTABIAET HA UM PYKOBOAMTENS MOTHBHPOBAHHYIO IPOCKOY O
€ro IPOJUICHWH HE M03JHee 3 IHEeH 10 UCTEUeHHUs CPOKA UCIIOIHEHHS TTOPYICHHMS.

5.32. CouCIIONHUTENN UMEFOT [TPaBO:

- JIOKJIaJbIBaTh OO0 HCIIONHEHHH IOPYYeHHs DPYKOBOLHUTENI0 TOJBKO TIO
MOPYYEHHUIO (TPEII0KEHHNIO) OTBETCTBEHHOTO UCIIOMHHUTEIIS,

- BHOCHUTBH OTBETCTBEHHOMY HCIIOJHHTENIO MPENTIOKEHUS 00 W3MEHEHHUU
CPOKOB HCITOJHEHHUS IOKYMEHTOB C COOTBETCTBYIOLIMM 000CHOBAHUEM.

5.33. OTBeTCTBEHHEIH HCIOIHUTENh MEPCOHANBHO OTBEYAET 33 KAYECTBO
UCIIONHEHHU IOKYMEHTa ([OPY4Y€eHH ), TIOJIHOTY U JOCTOBEPHOCTh UHpOPMAIUH, U
COOJIIOIEHNE CPOKOB €I0 BHIIIONHEHHUSL.

5.34. JTokyMeHT (IIOpydYeHHE) CUMTAETCS HCIIONHEHHBIM, eCiTH IIPOBEICHEI
PEIYyCMOTPEHHBIE B JOKYMEHTE MEpOLpPHATHS, PACCMOTPEHBI IO CYIIECTBY
TIOCTaBIEHHBIE B HEM BOIPOCH! M IAHBI COOTBETCTBYIOIIME TTHCHMEHHbIE (ycTHEIE)
OTBETBI HJIK IOCTaBICHHBIE B NOKYMEHTE BOIIPOCHI PEIIEHBI B ONEPATHBHOM
nopsnke. O pesynbTaTax JOMKHO OBITH COOGIIEHO aBTOPY JOKYMEHTa (KOT/a 3TO
TpeOyeTest NCXOA U3 COMEPIKAHHS JOKYMEHTA MM PE30IIOLIHH).,

5.35. Ilocre ucmonHeHUs JOKyMEHTa B )KypHale IIPOCTABIISETCS OTMETKa 00
UCTIOJTHEHUH JJOKYMEHTa U HallpaBJIEHHUH €ro B JeJI0.

Opraﬂmaunﬂ paﬁOTbl C OTIIPAaBJIA€EMBbIMH JOKYMEHTAMH

5.36. IlonnucanHbIe PyKOBOIMTEIEM OpraHU3aIHH JIOKYMEHTEI I1epeaaroTCs
AJis PerHCTpallii W OTIPaBKU OTBETCTBEHHOMY 3a JETONPOM3BOACTBO M apXHB
CIIEIMAJINCTY OpTraHU3aIliH.

Ilepen perucrpanueli OTIPaBIIEMOr0 JOKyMEHTa HPOH3BOIUTCS IIpOBEpKa
NPaBUIBHOCTH  OQOPMIIEHHS  JIOKYMEHTa, KOMIUIEKTHOCTH JIOKyMEHTa,
COOTBETCTBUC KONHIECTBA SK3EMIIIAPOB TOKYMEHTa YKa3aTel0 PACCEUIKH, CBEpPKa
COOTBETCTBHMSA  TEKCTOB  IOANHCAHHOIO M  3aBH3UPOBAHHOIO  SK3EMILIAPA
AOKYMEHTa, TPOU3BOAUTCS COPTUPOBKA INOKYMEHTOB IO CIOCOOY MCIIOMHEHHS
(mpocTas 1 3aKa3Hasi [0YTa), IPOBEPSETCs HATIHUeE:

IIOAIINCH,

BU3;

TIPUTIOKEHUN;

OTMETKH 00 HCIIOIHUTEIIE;

IIPaBUIIBHOCTH HAIIUCAHUS aipecara;

HOMEpa U AaThl JOKYMEHTa, Ha KOTOPKIA JaeTcs CChLIKA.

HenpaBuibHo 0poOpMIIeHHBIE TOKYMEHTHI BO3BPAIAOTCS OTBETCTBEHHOMY
UCIIOJTHUTEITIO.

Perucrpanus oTnpas/isieMbIx JOKyMeHTOB
5.37. Perucrpauus  OTIpaBISEMBIX  JOKYMEHTOB  OCYILECTBIIAETCS

HEHTPAJIU30BaHHO OTBETCTBEHHEIM 3a ACJIOIIPOU3BOACTBO M apXHUB CIIETUATIUCTOM
C BHECCHHUEM PEKBHU3UTOB:
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HUCXOIAIINM HOMEDP JOKYMEHTA,;

JlaTa JOKyMeHTa,

BUJl IOKYMEHTa,

JIOJDKHOCT, (haMUIIAs U MHUIKAITE JTHIIA, [IOMUCABIIETO JOKYMEHT,

HaMEHOBaHUE TEKCTa,

TOJKHOCTb, (DAMUIIUSL M MHUIMAIB] MCIIOTHUTEIIS,

azmpecar.

5.38. Ha wucxonsmeMm JIOKyMEHTE OpraHW3alluM yKa3bIBAaeTCs Jata,
oopmiIeHHas IUDPOBBIM CIIOCOBOM, H PETHCTPALIMOHHBIN HOMep.

01.03.2011 Ne 550/01-15

rue:

555 — MopsLIKOBEIH HOMED;

01-15 — Ne miea mo HOMEHKIIAType, B KOTOPOM XPaHHTCSI JIOKYMEHT.

5.39 PerucTpanMoHHBIN HOMEp [OKYMEHTa U jara perucTpaiuu
IPOCTABIIAIOTCA Ha NMOANMHHUKE TOKYMEHTa B PEKBU3HTAaX OJaHKa M HA KOIIWH,
OCTaroIencs B JIee.

5.40. JlokymeHT, OTHpaBleHHBIH 10 (akcy, 3JeKTPOHHOM IouTe, Takke
IIOJIJIEXUT PETUCTPAIIUH.

OTBETCTBEHHBIH HCIIONHHUTENIb MPUHUMAET pEIIeHHE O HEO6XOIUMOCTH
JOCBUIKY aipecaTy MOAJHHHUKA JOKyMEHTa Ha OyMa)KHOM HOCHTEE.

OTnpaBka 10KyMeHTOB

5.41. Hcxopsamue OOKYMEHTHI II€pPeNaroTcsi MOYTOBOIL, benpaperepckoi,
3JIEKTPOHHOM CBf3bI0. PeleHne o crocobe NOCTABKY MPUHUMAET PYKOBOIHTEIND
OpraHU3alUH.

5.42. ObpaboTKa JOKYMEHTOB [Tl OTIIPABKH [I0YTOBOM CBS3BIO (YIIAKOBKA,
anpecanus, IIPOCTABICHUE CTOMMOCTH IIOYTOBBIX YCIYT) OCYILECTBIISIETCS
OTBETCTBEHHBIM 3a JENONPOM3BOJCTBO WU apXUB B COOTBETCTBHH C IIPaBHUIAMU
OKa3aHWs yCIyr IIOYTOBOH CBS3H, NOKyMEHTOB, OTIPAaBISEMBIX TenerpadHoil
CBSI3BIO, - B COOTBETCTBUM C INPaBHJIAMH OKa3aHUS YCIyr TeslerpadHOM CBA3M.
ITepen ymakoBko¥ mpoBepseTcss IPaBHIBHOCTh O(DOPMIIEHHS IOKYMEHTOB,
HaJIM4ue TPUIOXEHHH, COOTBETCTBHE KOJNMYECTBA OSK3EMIUIIPOB KOIMYECTBY
aZpecaTos.

5.43. JIoKyMEHTHI OTHpPAaBIAIOTCS B JEHb HMX PErHCTPAlHM FIH Ha
Clenyromuil pabodnil JeHb Tocie WX MOMIHMCAHUA, IOCNTE HYero 2-i 9K3EMILIISAP
JOKYMEHTOB C BU3aMH MOJIIITHBAIOTCS B JEJA.

5.44. Hcxopsimpe OKyMEHTBI IIepear0TCs IS OTIPABKH 6€3 KOHBEPTOB.

JIOKYMEHTSI, OTIpaBIseMble MOYTOBOM CBS3bI0, HO B OJMH aIpec, MOTYT
OBITh BJIOXKEHEI B OJIMH KOHBEPT. Ha KOHBEpTax IMpoCTaBISIOTCS pPEerucTpanvoOHHEIE
HWHJIEKCE] OTIPaBIseMbIX JOKYMEHTOB.

5.45. [lochbuika MMM 3aMEHa  pa3OCIAHHOrO  paHee  JOKYMEHTa
OCYIIECTBIISETCS M0 YKa3aHUIO PYKOBOJIUTENS OPTaHU3aI[iH.
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5.46. Bompock! cpodHOI TOCTABKH JOKYMEHTOB pelIarTes pyKOBOIUTEIEM
opranusanuu. CpoyHas KOPPECHOHIEHIMS OTIPABIIETCS B IIEPBYIO OYEPEb.

5.47. llpu mepemade TEKCTOB NOKYMEHTOB IO KaHAIaM (hakcuMUILHON
CBA3H HEOOXOIMMO PyKOBOJCTBOBATECS CIIEAYIOLIHMH TpeOOBaHUIMHU:

1) mepemaBaemslif TOKyMeHT (TeKCT, cxema, rpaduyeckoe H306pakeHHe)
JIOJDKeH OBITH BBINONHEH Ha Gymare Gopmata A4 depHbIM I[BETOM;

2) OTBETCTBEHHOCTH 3a COJEp)KaHHe nepenaBaeMoli  MHpOpMaIKU
BO3jlaraeTcsd Ha HCIOJIHWUTENS, IOJTOTOBUBINETO JOKYMEHT K Tepejade u
HEIIOCPEICTBEHHOTO PYKOBOAUTEIIS;

3) sampemaercs TnepefaBaTh TeKCT IOKYMEHTOB C ITOMETKOl «Is
CIIyXKeOHOTO TTOJIB30BAHMIY.

5.48. TlepcoHambHas OTBETCTBEHHOCTH 32 NPaBUIBHOCTE  IIepenayu
JAOKYMEHTOB IO KaHajaM ()aKCHUMHIILHOM CBSI3M BO3JIaraeTcsi Ha CIIEI[UATICTOB,
OTBETCTBEHHBIX 3a HCIIOJIE30BaHNE (PaKCHMUIBHBIX allllapaTos.

Y4er u ananus o6bemMa J0KyMeHT0060poTAa

5.49. Bee BXonAmMe M HCXOISIIME TOKYMEHTHI 32 OTIPCJICNICHHBIN IEPUO.
BpeMEHH (MeCSIL, TON) MOMTEXAT KOIMYECTBEHHOMY YUeTy uIs OIIpeNIeTIeHUS
o0BeMa JOKyMeHT0060poTa.

Y4eT [OKyMEHTOB BEIETCS PAa3sleNbHO 10 BXOSAIIAM H HCXOSILEM
JIOKyMEHTaM, 110 KOPPECIIOHIeHTaM (aapecaram).

3a eIMHHIY MOJCYeTa IPHHHMAETCS JK3EMIULIP JNOKyMeHTa, 6e3 yuera
KOITHH, CO3/1aBaeMbIX IIPH IT€YaTaHHH U Pa3MHOKEHHH (3@ HCKIFOUeHHEM Clly4aes,
Koraa KOmus NPE/CTaBNIAeT COO0H eIMHCTBEHHBII 9K3EMILISIP TOKYMEHTa).

Ilpr ydere HCXONAMHUX JOKYMEHTOB COIPOBOJHUTENBHOE IHCHMO K
TNpUIaraeMeple K HeMy JJOKYMCHTBI IPUHAMAIOTCS 38 OJIUH JOKYMEHT.

5.50. Urorosrle cBeeHnst 06 06beMe BXOSINNX M HCXOISAIINX JIOKYMEHTOB
B OpraHM3aluK COCTABIISIOTCSA OTBETCTBEHHBIM 3a JEIONPOU3BOACTBO ¥ ApXUB IS
aHaJIu3a Pa3IMYHbIX ACIIEKTOB YIIPABIEHUYECKON NeSTETBHOCTH.

VL. lokymeHTaNbHBIH dons
Anvunuctpannu KpacHosipekoro cennekoro noceaenus
Omckoro MyHHIHNAALHOrO paiiona OMckoii 061acTH

Pa3paGoTka u BeJleHHe HOMEHKJIATYPHI 1eJ1
Cosera n AxmuancTpannu KpacHosipekoro cejibckoro mocesieHust
Omckoro myrnmunansHoro paiiona Omckoii 061acTH

6.1. OmeparuBHOe XpaHeHHe NOKYMEHTOB OPTaHH3aLHH [0 Iepefayd X Ha
XpaHCHNe B apXWB WM YHHYTOXXCHHE OCYIIECTBISETCS B CTPYKTYPHBIX
NIOAPa3IeICHUAX OpTaHu3aliH (Y CIIELUAIKCTOB).

6.2. B memsax xpaHeHus, MOUCKA U UCIIOIB30BAHKS JIOKYMEHTBI Ha OyMa)KHOM
HOCHUTEJIC U JJI€KTPOHHBIE MOKYMEHTHI (OPMUPYIOTCS B [1€Ja B COOTBETCTBHH C
HOMEHKJIATYpOU Hel.
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HomenknaTypa pmen - cuCTeMaTH3HPOBAHHBIN IIEPEYEHb  3arojIOBKOB
(HaMeHOBaHWi) Jel, 3aBOAUMBIX B AJIIMAHHCTpAIINK TIOCEIEHNs], C YKa3aHHEeM
CPOKOB MX XPaHEHHsI, O(OPMIIEHHEIH B yCTAHOBIEHHOM IOPSIIKE.

HomenknaTypa pen wucmomssyercs s TPYIIIMPOBKY  MCITOJHEHHBIX
HOKYMEHTOB B JeJa, CHCTEMAaTH3allMd W y4YeTa Jell, ONpeIeNIeHHs CPOKOB HX
XpaHCHHS W TIOMCKa NOKyMeHTOB. HomeHknarypa men sBisercss ocHOBOM mjis
COCTABIICHHUS OTUCEH JeJT IIOCTOSHHOTO ¥ BPeMEHHOTo (cBbimme 10 neT) XpaHEeHUs,
a TaKXKe JULST ydeTa JIe]l BDeMEHHOro (10 10 JIeT BKIIOYHTENBHO) XpaHe .

HomenknaTypa menm sBiseTcs OCHOBOIX (GopMHpOBaHUSA TOKYMEHTATEHOIO
(onnga opranmzanuu. JlOKyMEHTAIBHBIN (GOHI OpraHM3aLMK - COBOKYITHOCTb
JAOKYMEHTOB, O0pasyloIUXcs B MPOLECCe IesTelbHOCTH AIMVHUCTpalUd "
Cogera nocenexus.

6.3. OnvH pa3 B 5 €T HOMEHKJIATypa JeN NPeACTABISETCS Ha COrIACOBAHME
OKCIEePTHO-IIPOBEPOUHON KOMUCCHERR MunucrepcTBa KynbTypsl OMCKOit 061acTH.
B cnydae usmeHeHMs (QYHKLUME U CTPYyKTYpHI OpraHH3alyH HOMEHKJIaTypa el
COCTaBIISICTCS], COTJIACOBBIBAETCS U YTBEPIKIAETCS 3aHOBO.

CornacoBaHHas HOMEHKIATypa nOeil B KOHLE KaXIOro roia YTOUHSIETCS,
[ICpeTICIaTRIBACTCSA, YTBEPXKIACTCS DPYKOBOAUTENIEM OPraHM3allMd W BBOIUTCSA B
AeHCcTBHE ¢ | AsHBaps NPEACTOSIIEro KaJeHJapHOTo roza.

Homenxnatypa paccmatpuBaeTcss Ha 3acelaHHM SKCIIEPTHONH KOMHCCHE
OpraHU3aINy, 3aTEM YTBEPKAACTCS PYKOBOJUTEIIEM.

B ciyuyae BO3HHMKHOBEHHS B TEYEHHE TOfa HOBBIX JIOKYMEHTUPOBAHHEIX
Y4aCcTKOB paboThl, MOABICHHS Hell, He MPEeLyCMOTPEHHbIX Homenxkmatypoii, BHOBE
3aBOJIMMBIE [eNia TTIOMEIATCss B HoMeHKIaTypy 1os pe3epBHEIMH HOMEPaMHL.

6.4. IlepBBI OK3EMIUIAP YTBEPXKACHHOH HOMEHKIATYPH el SBISeTCS
AOKYMEHTOM IIOCTOSHHOTO XpaHEHHUS U BKIIFOYAETCS B HOMEHKIIATYPY el B paszie
«/1eNOIPOU3BOIICTBO U apXUB», BTOPOA - HCIIONB3YeTCS OTBETCTBEHHBIM 3a
ACJIONMPOU3BOLACTBO M apXUB B KadeCTBe pabodero SK3eMIUIApa, TPeTHil -
Ie€peNlaeTCs B ApXWBHBIM OTHeN AnmMuHMCTpamud OMCKOro MyHHIHIIAIEHOTO
paioHa.

Ilpy TOSBNEHMM HOBOTO HampaBieHHs paGOTHl WK CTPYKTYPHOTO
IO/Ipa3/IeNeHHs OpraHu3aliy HeoOX0MUMO pabOTHHKY, OTBETCTBEHHOMY 38 HOBOI
HanpaBieHHe paboThl, B MECSYHBIH CPOK pa3paboTaTh HOMEHKJIATypy HOel u
IPENICTaBUTh €€ OTBETCTBEHHOMY 3a JEJIONPOU3BO/ICTBO U apXHB.

6.5. Iopsamox 3amoaHeH:s Ipad) HOMEHKIATYPEI A6

B rpade 1 HOMEHKIATYpEl HeN MPOCTABNSIOTCS MHIEKCH KaXKIOTO e,
BKJIFOYCHHOTO B HOMEHKJIATypy. MHOeKc nela COCTOMT M3 yCTaHOBIEHHOTO
nuppoBoro 0603HaueHNs (KOZA) CTPYKTYPHOTO IOXpPA3ENECHHS (HampaBIeHMs
AESATEIbHOCTH) M MOPAAKOBOTO HOMEpAa 3arojoBKa Jeiia II0 HOMEHKJIaType B
Ipenenax CTpyKTypHOro noapasaesneHus. Munekcrl nen 0603HavaroTes apabcKuMu
uudpamu. Hampumep: 05-05, rme 05 - KOX CTPYKTYpHOrO [IOZIpa3AeIeHUs
(HampaBneHus 1eATeIbHOCTH), 05 - IOPSAIKOBBIM HOMEp 3ar0JOBKA eNa B paszene
HOMEHKJIAaTYypHI JIe]I.
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B HOMeHK7aType men peKOMEHIYeTCs COXPaHATh OJMHAKOBBIE HHIEKCHI IUIS
OMHOPOIHEIX J€JI B IHpenesiaX pasHbIX CTIPYKTYPHBIX IOAPA3felIeHu; s
NIePEXOASIIUX eI HHIEKC COXPaHIeT s,

B rpady 2 HOMEHKIIaTypBI 1eJT BKIIFOYArOTCS 3ar0I0BKH e (TOMOB, yacTen).

3aroIOBOK gena 4eTKo, B 00OOIIEHHOM (opMe OTpakaeT OCHOBHOE
COIEPIKAaHUE U COCTaB JOKYMEHTOB JIElIa.

Ecnn neno, BkmogaeMoe B HOMEHKIATYpPY J€N, COCTOMT W3 OIMHAKOBBIX
BUJIOB WM PA3HOBUAHOCTEH JNOKYMEHTOB, B 3aIOJIOBKE TAKOTO JeJa YKAa3hIBACTCS
HaUMEHOBaHHE BUIOB JJOKyMEHTOB, HAIIpUMeD:

Pacnopsoicenus  Aomunucmpayuu  Kpacnospckozo cenvckozo nocenenus
OMCK020 MYHUYUNANLHOZ20 PATIOHA NO OCHOBHOT OesMenbHOCI,

He pexomeHmyercs ymoTpe6GnsaTe B 3aroiioBKe jena HEKOHKPETHEIE
dopmynupoBku ('pasHele Marepuanbl’, "o6mas meperucka’ u Ip.), a TaKxKe
BBOJHEIE CJIOBA U CII0XXHBIE 000POTEI.

3arooBoK Jiena COCTOMT M3 3JIEMEHTOB, DPAacroNiaraeMEIX B CIEAYIOLIEH
IOCNIEI0OBATEIFHOCTH: Ha3BaHWe BHIA Jena (Mepelucka, XypHal W Op.) HId
Pa3sHOBHMIHOCTH JOKYMEHTOB (IIPOTOKOJNEI, NMPHKassl ¥ Ip.); Ha3BaHHe OpraHa
VICTIONTHUTEJIHO! BIIACTH WM CTPYKTYPHOTO IHOJpa3fieleHus (aBTOp JOKYMEHTA);
Ha3BaHWE OPraHM3alUM, KOTOPOH OYAyT aapecoBaHBI WIM OT KOTOPOH OyayT
TIOJTY4eHbl JIOKYMEHTBI (@IpecaT MM KOPPECIOHIEHT JOKyMEHTa); KpaTKoe
CONIEp)KaHhe JOKYMEHTOB [eNa; Ha3BaHWe MECTHOCTH (TEPPUTODPHHU), ¢ KOTOpOif
CBS3aHO COAEp)KaHME HOKYMEHTOB Jeja; fara (IepHon), K KOTOPEIM OTHOCSTCS
IOKYMEHTHI JIela.

B zaromoskax jen, comepiKallEX JOKYMEHTBHI [0 OJHOMY BOIPOCY, HO He
CBA3aHHBIX IIOCJIENOBATEIBLHOCTBIO HCIOJHEHHs, B KadecTBE BHAA Jelia
ynoTpebnsiercs TepMHH "HOKYMEHTHI", a B KOHIE 3arolioBKa B CKOOKax
yKa3bIBaIOTCS OCHOBHBIE PAa3HOBHIHOCTH JOKYMEHTOB, KOTOpDbLIE IOJDKHBI OBITH
CIPYTNIMPOBAHbI B feiie (0030pbI, CBOJKH, CIIPABKH U T.]I.), HAIPUMED:

Hoxymenmer o paccmompenuu obpawenuii epascoan  (0630pui, c800KY,
aHanumuyecKue cnpasKku,).

B 3aronoBkax nes, coAepXaluX IEPENucKy, YKa3bIBAeTCSI, C KeM W IO
KaKOMY BOIIPOCY OHa BEJIETCS.

B 3aronoBkax  men,  COAEpXKAIIMX  IIEPENHCKy C  OJHOPOXHBIMH
KOPPEeCIIOHICHTaMH, TIOCIEAHME HE YKa3bIBAIOTCS, a YKa3kIBaeTcs HMX oblee
BHJIOBOE Ha3BaHHUE, HAIIPUMeED:

llepenucka ¢ MyHUYUNANOHBLIMU — YUPEXHCOCHUAMY,  OP2AHUBAYUAMU O
80NPOCaM DUHAHCUPOBAHUSL.

B 3aromoBkax ge;, CONEpXKAIMX IIEPENMHCKy C  PasHOPOIHBIMH
KOPPECIIOHICHTaMH, TIOCTIEIHIE HE IEPEUNCIIOTCS, HAIPUMED:

Ilepenucka 06 opeanuzayuu cemuHapos u coeewanuil No BONPOCAM
OOKYMEHMUPOBAHUS YNPABTICHYUECKOU 0esmeNbHOCU.

B 3aromoBke fena ykasblBaeTCsl KOHKDETHBIM KOPPECIIOHIEHT, eCid
TIEPEIMCKa BEIETCSA TOJIBKO C HUM, HATIPUMED:

Ilepenucka ¢ Aomunucmpayueti OMCKO20 MYHUYUNANLHO20 pationa no
OCHOBHBIM 80NPOCAM OESIMENILHOCHI.



48

Ilpu obo3HaveHnw B 3aroIOBKaX €N aJMUHHCTPATHBHO-TEPPUTOPHUATBHBIX
SOVHUI] YYUTHIBAETCSA CIIEMYIOIIEE: €CIU CONEp)KaHue elia KacaeTcsl HECKOIbKIX
OIHOPOIHBIX aJIMHUHUCTPAaTUBHO-TEPPUTOPUATBHEIX €AWHMII, B 3ar0JIOBKE /eja He
YKa3bIBalOTCS HX KOHKDETHBIE HA3BaHWS, a YKa3hIBAeTCs MX OOIlee BUIOBOE
Ha3BaHWe, HalpuMep:

Ilepenucka ¢ anasamu Aomunucmpayuii nocereHuti o pabome HCUNUUHBIX
KOMUCCUI.

B 3aronoBkax nen, copepiKaliyX IUIAHOBYIO HJIH OTYETHYIO JOKYMEHTALHIO,
yKa3bplBaeTCs Tepuof (KBapTal, rofx), Ha (3a) KOTOPBHIM COCTABIIEHBI ILIAHBI
(oT4eTHI), HATTPUMED:

I'o0osvie byxeanmepckue omuemoi.

Ecom pmemo OynmeT cocTOSTh W3 HECKONBLKAX TOMOB MJIM 4acTel, TO
COCTaBNAeTCA OOIIMM 3arojOBOK Jella, a 3areM IpH HeoOXOAUMOCTH
COCTaBIISIFOTCS  3arOJIOBKM KaKAOrO0 ToMa (YacTH), YTOUYHSIOIIWE COAEpIKAHHE
3aroJioBKa Jea.

[opsimox pacroyoXKeHHs 3arojoBKOB Iel BHYTPH Pa3lelioB W IMOAPa3ZesioB
HOMEHKJIATYPbI ~ €Nl  ONpPENENAeTCs  CTENEHBIO  BaXXHOCTH  JOKYMEHTOB,
COCTaBJISIOIIMX JI€)la, ¥ MX B3aHMOCBSA3bI0. B Havalle pacmosararoTcs 3arojOBKH
Iell, COIepIKaIlNX OPraHU3alOHHO-PACIIOPSAUTENBHYIO JOKYMEHTAIIHIO.

3arooBKH €N MOTYT yTOUHATECA B IIpoliecce GOPMUPOBAHUS U 0POPMIIEHHUS
bl

I"'pada 3 HOMEHKIATYPHI A€ 3aII0IHSIETCS 10 OKOHYAHWH KaJIEHIapHOTO rofia.

B rpade 4 ykaseiBaercs CpoK XpaHEHHs Jiella, HOMepa CTaTell 1o MepeyHio, a
IPH €ro OTCYTCTBMM - IO THIIOBOW WM MPUMEPHOH HOMEHKJIAType e,
COTJIaCOBAHHOMU C apXUBHBIM YUPEKICHHUEM,

B rpade 5 "IIpumeuaHuwe" MOPOCTABISIOTCS OTMETKH O 3aBEJECHHUU Jell
("3aBemeno"), o nepexonamux penax (Hampumep, "Tlepexomsmee ¢ 2017 roga"), o
BBIICIICHUH €] K YHHYTOXEHHIO, O JIMIAX, OTBETCTBEHHBIX 3a (DOPMHUpPOBAHHE
JIe]1, 0 Tlepeziade Ael B APYTYI0 OpraHu3allyio ISl IPOI0IDKEHMS.

Ecmun nemo dopmupyercs B HH(DOPMAIMOHHONW CHCTEME M BKIIIOYAET
JJIEKTPOHHBIE JOKYMEHTHI, B rpade "[Ipumevanne” oTMeuaeTcs, YTO A€I0 BEAETCS
B 3JIEKTPOHHOM BH/JIE C YKa3aHUEM HaUMEHOBAaHUS HHPOPMAIIMOHHOM CHCTEMEL:

"Onextponnsle fokymeHTh. COJI "Kanuensapus", Bl "CiuyxeOHble 3anucku".

Eciu B TeueHMe roja BO3HUKAIOT HOBBIE JIOKYMEHTHPOBAHHBIE YUYACTKU
paboTel, Ha HUX (OPMHUPYIOTCS COOTBETCTBYIOIIWE J€lIa, OHM JOMOJIHUTEIHHO
BHOCATCS B HOMEHKIATypy. JIg BHOBB 3aBOIAWMEIX el B K&XIOM pasjele
HOMEHKJIaTypbl OCTaBIISIOTCS pe3epBHBIE HOMEDA.

o 3aBepiIeHNM NETONPOU3BOACTBEHHOIO rojia B KOHIIE HOMEHKIATYPEI el
oopMnseTcs UTOroBas 3aIlicCh, B KOTOPYIO BHOCSATCS CBENEHHS O KOJIHYECTBE
3aBEJICHHBIX JIEN (TOMOB, 4acTell), OTAENBHO MMOCTOSHHOTO M BPEMEHHBIX CPOKOB
XpaHeHHs, BPEMEHHEIX CPOKOB XpaHeHus ¢ otMerkoi "OIIK" u mepexomsiimx.
HroroBas 3amuck MOIONHAETCS MaHHBIMA O KOJIMYECTBE OSIEKTPOHHBIX e
COOTBETCTBYIOIIUX CPOKOB XPaHESHHUS.

B wurTorosyro 3amuck CBOJHOH HOMEHKIIATYPBI IeJI CBEICHHS BHOCATCS Ha
OCHOBAHUM JIaHHBIX, IEPEJaHHBIX CIICLHATUCTAMH OPraHU3aI[iH.
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Ceepenus, cogmepXalluMecs B HTOTOBOM 3alMCH  HOMEHKJIATYpHl JIel
OpraHM3alliy, MEPefatoTCs B apXWB OPraHM3alliM, O YeM B HOMEHKIIATYpE Jell
NPOCTABISACTCS OTMETKA C YKa3aHMEM JODKHOCTH U TIOANHUCH JIMIA, [IEPeIaBIIero
CBEICHMS.

q)Ole/IpOBaHI/Ie A€JI H UX TeKYlIee XpaHCeHHue

6.6. ®opMHpOBaHKe [N - TPYNIHUPOBKA UCIIONHEHHBIX JOKYMEHTOB B Jelia
B COOTBETCTBMHM C HOMCHKIIATYpOH [Nl U CHUCTEMATH3allUs NOKYMEHTOB BHYTPH
nena.

HcrnonHenHple  JOKYMEHTHI TpYIIHMPYIOTCS B J€la B COOTBETCTBHH C
HomeHk1aTypo# B 3aBUCHMOCTH OT CPOKOB XpaHEHHs JOKYMEHTOB (ITOCTOSHHOTO,
BpeMeHHOro (cBbime 10 jeT) m BpemeHHoro (mo 10 7eT) M cHCTeMaTH3ALMA
JOKYMEHTOB BHYTPH JIeIa.

3aKOHYEHHBIH JeNONPOU3BOCTBOM JOKYMEHT MEpPENaeTCs UCIIONHHUTEIEM B
neio He nosgHee 10-1HEBHOTO CpoKa.

Jlena  dopmupyroTcs  cHEIMANMCTaME  OpraHU3allid,  KOTOpHIE
00ecrneunBaroT COXPaHHOCTh JOKYMEHTOB U €.

6.7. Ilpu GpopmupoBaHuH A€l HEOOXOOMMO COOIIONATE CAEAYIOUMe 0OIIue
npaBuia;

1) momemars B €10 HCIONHEHHBIE IOKYMEHTHI, COOTBETCTBYIOIIHE IO
CBOEMY COJIEPKaHMIO 3ar0JIOBKY JieNa I10 HOMEHKIIATYPE;

2) momeImarh BMeCTe BCe JOKYMEHTBI, OTHOCSIIUECS K Pa3PEIIEHUIO OJHOTO
BOIIPOCA;

3) momemaTh IPUIOKEHHsI BMECTE C OCHOBHBIMH JIOKYMEHTAMU;

TPYNIIKMPOBATE B JEJI0 [JOKYMEHTHl ONHOTO KaJleHAapHOTO Toja, 3a
UCKJIIOUEHHUEM IEPEXOASIINX ST,

4) pa3menbHO TPYNIHPOBATH B AeNa JOKYMEHTHI [IOCTOSIHHOTO ¥ BPEMEHHBIX
CPOKOB XpaHEeHHUS;

5) BKIIFOYaTh B JIENI0 IO OJHOMY 3K3EMILULIPY KaXKIOTO JOKYMEHTA;

6) momemars B Jeia (paKcorpaMMbl, TelIerpaMMbl, Tele(OHOrpaMMEl Ha
OOIIMX OCHOBAHUAX;

7) TOMeIaTh B JeN0 AOKYMEHT, IPAaBHJIBHO ¥ TIOJHOCTBEIO O(OPMIICHHBIH
(IOKyMEHT IOJDKEH UMETh JIaTy, MOIITHCE U [IP. PEKBU3UTEL);

8) He NOMeNaTh B [0 JOKYMEHTHI, ITOMIEKAIIME BO3BPAaTy, IHIIHUE
9K3EMIIJIAPEI U YePHOBUKH (3@ UCKIIIOYEHHEM 0C000 IIEHHBIX);

9) mo o0BeMy zHeno He NODKHO HpeBhIaTh 250 JIUCTOB, IpH TOJIIHMHE He
Gomee 4 cMm (TONmMHA OENT CO CpPOKaMHu XpaHeHus 0 10 jeT He mOIDKHA
npesbiaTk 10 cm). Ilpyu mpeBsleHHH JaHHOTO 0O0BeMa 3aBOJUTCS BTOPOM TOM.
IIpy Hanmuyuu B [esle HECKONBKUX TOMOB (4acTeil) MHIEKC M 3arojIoBOK Jela
IIPOCTABIIAIOTCS Ha KaXI0M ToMe ¢ nobasnenwem obosnadenuii: "T. 1", "T. 2" u
T.JI.

10) moxyMeHTBI BHYyTpM JejJa pacIojiaraloTCs CBEpXy BHH3 B
XPOHOJIOTHYECKOH,  BOIPOCHO-JIOTMYECKOW  ITOCIEHOBATENBHOCTH WM UX
COUYETaHUH;
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11) pacnopsiuTensHBIE JOKYMEHTHI TPYNIUPYIOTCS B AeNia MO BHIAM H
XPOHOJIOTHH C OTHOCSILAMUCS K HUM TIPUIIOKEHUIMH;

12) mpOTOKONBI B JieNie PAacIoNarafoTCs B XPOHONOTHYECKOM MOpSAAKE IIO
HOMepaM. JIOKyMEHTEI K IIPOTOKOJAM, €ClIU OHM CIPYIIMPOBAHEL B OTICIHHEIE
Iena, CACTEMaTH3UPYIOTCA BHYTPH JIe]la ITI0 HOMepaM IIPOTOKOJIOB;

13) monoxeHus, ycTaBbl, HHCTPYKIUH, YTBEPKIECHHBIE PACTIOPIIUTEIbHBIMH
AOKYMEHTaMH, SIBIAIOTCSA MPUIOKEHUAMH K HUM W TPYNIIHPYIOTCS BMECTE C
yKa3aHHBIMH JIOKyMEeHTaMH;

14) npaBoBEIe aKThI 0 OCHOBHON JESTEIBHOCTH TPYIIHUPYIOTCS OTHEIBHO OT
[IPUKA30B I10 JTMYHOMY COCTaBY, aAMUHUCTPATHBHO-X03IHCTBEHHON HAEATEIBHOCTH
(B cooTBeTcTBHM C [lepedHeM THIOBEIX YIIPaBIEHYECKHX apXHBHEIX JOKYMEHTOB,
obpasytomuxcs B Mpolecce AeATeIbHOCTH [OCYIapCTBEHHBIX OPTaHOB, OPTAHOB
MECTHOIO CaMOYIIPaBJICHUs W OpTaHM3alldi, C yKa3aHHEM CPOKOB XpaHEHWS,
YTBEPXKAEHHBIM IprKazoM DenrepaibHOro apXMBHOTO areHTcTBa OT 20 nexabps
2019 r. N 236 "O6 ytBepxaeHuu IlepedHs THIIOBBIX YIIPaBIeHYECKHX apXHBHBIX
AOKYMEHTOB, 00pasyromuxcs B IIpoLlecce AESATENBHOCTH TOCYAapCTBEHHBIX
OpPTraHOB, OpraHOB MECTHOTO CaMOYIpPABICHHUS W OpraHM3alldif, ¢ yKa3aHHEeM
CPOKOB XpaHeHWs" (3aperHCTpUpOBaH B MUHHCTEPCTBE IOCTHULIMU Poccuiickoil
@enepauuu 6 Gespans 2020 r., peructpanuonusiii N 57449);

15) npu QopMHpOBaHHMM IpPaBOBEIX aKTOB 110 JIAYHOMY COCTABY
(GOpMHDYIOTCS B OTHENbHEIE Jiella PACIOpsDKEHHS [0 JIAYHOMY COCTaBy IIO
pa3lIWYHBIM BOIIPOCAM, B COOTBETCTBHM CO CpOKaMU XpaHeHus. Hampumep,
IPUKa3pl O IIpHeMe, IEPEMEIIECHUH, YBOIBHEHUU DPaOOTHHKOB (HOPMHUPYIOTCH
OTAEJTBHO OT IIPHKA30B 110 JPYTrUM BOIpocaM (KOMaHIUPOBKAM U T.1.);

16) yTBepxIeHHEIE IIaHBI, OTYETHI, CMEThI, JIUMHUTHI, TUTYJIbHbIE CIHCKH U
OpYTHe TOKYMEHTHI IPYIIUPYIOTCS OTAENBHO OT MX MPOEKTOB,;

17) MOKYMEHTHI B TMIHBIX JIeIaX PAcIoNaraloTCs 0 MEpPe UX IOCTYIICHHS;

18) obpamenns (peanoXKeH s, 3asBICHIS U JKaI00bl) TPaXIaH 10 BOIPOCcaM
paboTel OpraHa HCIIONHWUTEIBHOW BIACTH WM IOABENOMCTBEHHBIX UM
OpraHM3aliii ¥ BCE JOKYMEHTHl [0 HUX pPACCMOTPEHHMIO M HCIIOJHEHUIO
TPYIITUPYIOTCS OTAEIBHO OT 3asBICHUH IpaXkJaH I10 JIMYHBIM BOIIPOCAM;

19) mepemnucka rpynnupyeTcs, Kak IpaBriIo, 3a IEPUOJ KaIeHIapHOTO To/a !
CHUCTEMAaTH3UPYETCS B XPOHOJIOTUYECKON IMOCIEI0BATEIbHOCTH: NTOKYMEHT-OTBET
TIOMEINAETCA 338 JOKYMEHTOM-3aIpocoM. [Ipu BO30OHOBICHWH IEPEMUCKH II0
OIIPEJIICHHOMY BOIIPOCY, HayaBIIEWCs B IPEABIAYIIEM TOAY, JTOKYMEHTEI
BKJTFOYAIOTCS B JE€JIO TEKYIIEro Iroja ¢ yKa3aHHeM HHIeKca JieNia MPeIbIIyIIero
rona;

20)  3aKOHYEHHBIE  MEJIONPOM3BOACTBOM  3JIEKTPOHHBIE  JOKYMEHTHI
(GopmupyroTcs B fena (TalKy, AUPEKTOPHUE) B COOTBETCTBHH C HOMEHKIIATYPOH
JeJl OTHENBHO OT AOKYMEHTOB Ha OyMaXHBIX HOCHUTENSX, Ha JKECTKOM [HCKe
CIIELUATIBHO BBIEIIEHHOTO KOMITBIOTEPA;

6.8. MecToM TeKyIero XpaHeHus JeJl CO JHS WX 3aBeleHUs 10 MEPenavd B
apXWB OPraHMU3allM¥ WIM Ha YHHYTOXXEHHUE SBISIOTCS KaOWHETHI CIIEI[UAINCTOB
OpraHu3alliy, y KOTOPBIX OBUTHA C(hOPMUPOBAHBI COOTBETCTBYIOIINE €A,
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Hena cuuTaroTcs 3aBEIEHHBIMH C MOMEHTA BKIIOYEHHS B HHUX [IEPBOTO
MCTIOJTHEHHOTO OKyMeHTa. ITociie CroNHeHns TOKYMEHTOB i OKOHYaHMs paboThl
C HUMM OHM TMOMEMIAIOTCS (IOAIIMBAIOTCA) UIs oOecledeHns (QU3UIECKOit
COXPaHHOCTH B TBEP/Ible 00JI0KKH MU IaIIKU-PETHCTPATOPEL.

6.9. Jlna obecriedeHus: COXPAHHOCTH ¥ ydeTa JOKYMEHTOB M Il JoCTyna K
HUM IIPOBOJUTCS KOMIUIEKC paboT:

CO3MaHKME ONTHMANBHBIX TEXHHYECKUX ((DH3MUECKUX) YCIOBHM XpaHEHHS
IOKYMEHTOB U JIET;

pasMelleHue e,

IIPOBEpKa HATTMYHUSA U COCTOSHHUS JOKYMEHTOB H [EJT;

coOJIoIeHue TIOpAIKa BEIIAYHN JET.

Hena pasmemaroT B pabodynX KOMHATAaX MM CIIELHANBHO OTBEIEHHBIX IULS
OTOM LMW INOMENICHHAX B 3alMparolinecs MmKadsl, cef(pbl X T.I., YTOGHI
00eCTeunTh UX COXPAHHOCTH W 3alUTy OT BO3ACHCTBHS MBUIM M COMHETHOTO
CBeTa.

HAdema B mkadax amd WX ydeTa ¥ GBICTPOrO MOMCKA pACIIONATAOTCS
KOpeIIKaMy HapyXy M B cooTBeTcTBuM ¢ HomeHkinarypoi men. Ha xopemkax
OOJIOXKEK [N yKa3hIBAIOTCA MHIEKCHI [0 HOMEHKIaType el HoMmeHknaTypa men
WK BBINKCKA U3 Hee IIOMEINAeTCS Ha BHYTpeHHe! cTopoHe mkada.

Ilp momcke Kakoro-nubo JOKyMEHTa BHadajie CleyeT HaiTW HyKHbIT
3arojIoBOK Jiefia, a 3aTeM 110 MHIEKCY JIe)la - COOTBETCTBYIOIIYIO TIalNKy Ha IIOJIKE.

6.10.  [lema mOKyMeHTaIbHOTO ()OHJA OpraHHW3alUM, HAXOMALIWECS Ha
TEKYIIEM XpaHEHWH, NoAnexar ydvery. Ilepuonnueckd, Kak NpaBWiio, Mepesn
nepeadell B apXUB OpPraHU3allMH, IPOBOJUTCS MPOBEPKA HANMYMS U COCTOSHHS
JOKYMEHTOB M [eJl B IeNIIX YCTaHOBJICHUS (DaKTHUECKOIO HAIWYHS [Oel |
COOTBETCTBHUS MX KOJIHYECTBY, YHCIIALIEMYCs [0 HOMEHKJIATYpE Jell.

IIpoBepka HanM4¥s W COCTOSHHSA [OOKYMEGHTOB M J€l MPOBORHUTCS IPH
IEPEMEIICHUN JIeNl, TIpA BO3Bpare [ej, INpU CMEHe CHEUHaWCTOB, IIPU
peOpTraHM3alyy U TUKBUOAIIMN OpraHa UCIIOJHUTEILHON BIIACTH.

[IpoBepka HaIM4YMA IPOBOAUTCS IIyTEM CBEPKH CTATeH HOMEHKJIATYDHI Il C
OIIMCAaHUEM Jell Ha 00JI0KKe, a PU3UIECKOe COCTOSHUE el OINpeNeseTcs MyTeM
UX BU3YyallbHOTO IpocMoTpa. Bce oOHapykeHHBIE HemocTaTKu (HUKCHPYIOTCS B
aKTe IIPOBEPKU HAJIUYHS W COCTOSHUS el

B cityuae yTparsl JOKYMEHTOB U JIe]I IIPOBOJIATCS CIly)KeOHOe paccie0BaHHe,
M0 pe3yJbTaTaM KOTOPOIO JIMIIO0, BUHOBHOE B yTpaTe, HECET OTBETCTBEHHOCTH B
YCTaHOBIIEHHOM TIOpSIZIKE.

6.11. Belnaua nen paGoTHUKAM OpraHW3alldyl Ui paGOThl OCYILECTBISETCS
II0J] PaclUCKy B XXypHalle BBIIAYM €]l BO BPEMEHHOE II0JIb30BaHUE B Pabodme
IIOMEIEHNs OpraHu3alui. B HEM yka3blBaeTCsl CIIELHaIACT, MHIEKC Iena, nata
€ro BBIAaYHM, KOMY [€]I0 BBIIAHO, JaTa €ro BO3BPAIICHUS, MPeIyCMAaTPUBAIOTCH
rpadsl [ PaCIHCOK B IIONyYSHUH U [TPHEME JIENIA.

Jlena BBIarOTCS BO BpeMEHHOE IIOJIh30BaHKe pabOTHHKAM Ha CPOK He Golee
OJTHOTO MECSILIA U IIOCJIE €70 UCTEYEHU II0/Ie)KAT BO3BPATY.

['ocyiapCTBEHHBIM OpraHaM U OpraHHU3aIlUsaM Jejia BBEIIAIOTCS Ha OCHOBAHUU
UX [MMCbMEHHBIX 3aIIPOCOB C pa3pelleHHs] PyKOBOIUTEIS OpraHH3aIliu.
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Ecnu oTmenpHble JOKYMEHTHI, YK€ BKIIIOYEHHBIE B JEJI0, HAXOMAIIEECS Ha
TeKylleM XPaHEHWH y CIIELHaNHCTOB, BPEMEHHO TPeOYIOTCA COTPYIHHKY, OHH
MOTYT GBITh BBIJIAHBI U3 [ella OTBETCTBEHHBIM 32 (DOPMUPOBAHUE ¥ XPAHEHUE TIElL,
a Ha WX MECTO BKJIAABIBAETCS JINCT-3aMECTUTEINb, C YKa3aHHEM - KOorja, KOMy U Ha
KaKo¥ CpPOK BBLIAH JOKYMEHT.

U3bsATHE [OKYMEHTOB W3 JeJ IIOCTOSHHOTO XpaHEeHUs JOIyCKaeTCs B
HCKJTIOUUTENBHBIX CIydasx U IIPOU3BOAMTCSA C paspelleHrs PYKOBOMUTENS C
OCTaBJICHWEM B Jelle 3aBEPEHHON KOIMU NOKYMEHTa M aKTa O NPUYMHAX BBIAAYH
TTOUTUHHUKA.

6.12. KoHTponb 3a MpaBAUIBHBIM (GOPMHUPOBAHUEM €N, IPOBEPKOH HANUIHSA U
COCTOSIHMS JIeJI, BhIIAauell 1e] BO BpEMEHHOE I0JIb30BaHNe, U3bATHEM TOKYMEHTOB
U3 el OCYIIECTBIISAET CIICHHATINCT, OTBETCTBEHHBIM 3@ IEIOIPOU3BOACTBO MU
apXuB.

VII. IToaroroBKa 10KyMeHTOB H JeJI K IlepeJaye Ha apXHBHOE XpaHEeHHE

7.1. TlogroToBKa HOKyMEHTOB M Iel K Iepeaade Ha apXWBHOC XPaHEHUE U Ha
YHHUYTOXKCHHUE TIPeTy CMaTPHBALT:

SKCIIEPTU3Y LIEHHOCTH JOKYMEHTOB,;

odopmIIeHHE 1EIT;

COCTABJICHHE OIIMCEN eI IO Pe3yNIbTaTaM 3KCIEPTU3bI X LIEHHOCTH,

COCTaBJeHHe aKTOB Ha YHUUYTOXEHHE MOKYMEHTOB M JIel C MCTEKIIHMH
CpOKaMH XpaHEHHUS.

JKenepTH3a HEHHOCTH JOKYMEHTOB

7.2. DKCIIepTH3a [EHHOCTH JOKYMEHTOB NMPOBOAUTCS B IEJAX ONPEACTCHUS
CPOKOB XpaHeHHUs: TOKYMEHTOB ¥ 0TOOpa UX /Uil BKIIFOYCHHUS B COCTAB ApPXUBHOTO
dbonma Poccuiickoit Denepalnu.

DKCIepTH3a [IEHHOCTH IIPOBOJUTCS Ha CTaIUHU IeNIONPOU3BOJACTBA!

1) mpu cocTaBIeHNH HOMEHKIIATYPBI e,

2) B mpouecce (GHOPMUPOBAHHA H€T U IPOBEPKU NPaBUIBPHOCTH OTHECCHUS
TOKYMEHTOB K JIEJIaM;

3) npu moxarotoske nen k mepermade B MKY «MyHHIMIATBHBIH apXUBY
(nanee - MyHHULUITIATBHBIA apXHUB).

7.3. DKCHepTU3y LIEHHOCTH HOKYMEHTOB OPTaHH3yeT W IIPOBOJMT ITOCTOSHHO
NefCTBYIOmMAs OKCIIEpTHAas KOMHICCHS OpTraHM3alliy, TOJIOXEHHe O KOTOPOH
YTBEPKIAETCS ~ PaclopsDKeHHeM  AIIMHHUCTpallH  IIOCNe  COTJIACOBaHUS  C
DKCIIEPTHO-TIPOBEPOUHOI KoMuccHeil MuHHCTepCTBa Ky IbTypbl OMCKOH obmacTu.

DKCIepTH3a EHHOCTH JOKYMEHTOB IIPOU3BOANUTCS €KETOMHO.

7.4. Tlpu NIpOBEIEHUH SKCIEPTU3BI IIEHHOCTH TOKYMEHTOB OCYMIECTBIISAETCS
0T6Op JIeN MOCTOSHHOTO U BpeMeHHOro (cBbie 10 jeT) XpaHeHus 171 nepeayn B
apXx¥WB OpraHU3aluy, 0TOOp el ¢ BpeMEHHBIMH CPOKaMH XPAHEHHS (no 10 met) u c
TOMeTKOM «J[0 MHHOBaHMs HaTOOHOCTHY, IOUIEXKAIIUX NalbHEHIIIEMY XPaHEHHUIO
y CIENWANUCTOB OpraHW3alluy, BBIACICHAE K YHUYTOXCHUIO JEJT 38 MPEAbIIyIHe
rOJBI, CPOKH XPAaHEHUsI KOTOPBIX, HCTEKIIH.
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Jleqa TOCTOSHHOrO ¥ BpeMeHHBIX (cBpmme 10 Jer) CpOKOB XpaHEHH:
TIOJUTEeXAT TIOMMCTHOMY MPOCMOTPY AJIA BBIAEIEHMS U3 UX COCTaBa JOKYMCHTOB
BpeMeHHBIX (710 10 71eT) CpPOKOB XpaHSHHU.

Tena ¢ otMerkoit "DITK" momBepraroTCs MOJUCTHOMY MPOCMOTPY B LEIAX
ONpe/eieHss ¥ BBIIENEHHMS K3 WX COCTaBa JOKYMEHTOB, IOJIEKAIIHMX
[TIOCTOSIHHOMY XpPaHEHHUIO.

DKcrepTh3a [EHHOCTH JOKYMEHTOB IIPOBOMWTCS B COOTBETCTBHH C
HOPMATHBHBIMKA [PaBOBBIMH akTamu Poccuiickoit @enepanud, MNEepPeIHAMU
JIOKYMEHTOB C yKa3aHHeM CPOKOB HX XpaHeHHus, HoMeHKIIaTypox.

7.5. Tlo pe3ynprataM OKCIEPTU3BI LEHHOCTH HOKYMEHTOB B OpraHH3aluH
npoBoauTCs O(OpMIEHHE Jel M COCTABIIIOTCS ONHUCH AN IIOCTOSHHOIO
XpaHeHus, BpeMeHHbIX (cBbIlIe 10 JIeT) CPOKOB XpaHEHUs U 10 JTUIHOMY COCTaBYy,
a Tak)Ke aKThI O BBIIEIEHHH K YHUUTOXXEHHIO JIe1, He MMOJIeKAIINX XPaHCHHIO.

OnucH el TIOCTOSHHOTO XpaHeHHWs, BpeMeHHbIX (cBbime 10 yeT) cpoxos
XpaHEHHS U I10 JIHYHOMY COCTaBY, & TaKXKe aKTBI O BBIICJICHUH K YHHYTOXEHUIO
Jel, He IOMIeKAIIMX XPaHeHWIo, paccMaTpuBaloTcs Ha 3acemanunu  OK
opranmsaiuy oxHoBpeMeHHO. Cormacosantbie JK aKThl ¥ OIHCH YTBEPKIAIOTCA
PYKOBOJIUTENEM OpraHU3aIHH.

IIpaBniaa ogopmiIeHHs el
M MOATOTOBKH e K MepeAaye HA ApXHBHOE XpaHEHHe

7.6. OdopmieHne xed INPOBOJUTCA pabOTHUKAMH OpraHM3alM{ TIpH
METONMMYECKOM IIOMOIM ®M TIOJ KOHTPOJEM JIMIA, OTBETCTBEHHOIO 32
JeIIONIPOM3BOICTBO ¥ apXHUB OPraHU3alllu.

7.7. TlomHoMy OGOPMIIEHHMIO IOIJIEKAT [esia IOCTOSHHOr0 M BPEMEHHOrO
(cBpimme 10 jeT) XpaHeHHs, B TOM YHCIE Zela IO JIMYHOMY COCTaBy, Jela
BpeMeHHOro (110 10 J1eT) oUIekKaT YaCTUIHOMY O(QOPMIICHHIO.

[TonHoe odopMIeHHWE Meia NpeXycMaTpUBAeT: O(QOPMICHHE DEKBHU3UTOB
o6moxku nena (mpuwioxxkerune Ne 17), HyMepaluio JIUCTOB B JIEJI€ U COCTaBICHUC
IMCTa-3aBepUTeNs Jlelia [0 YCTAaHOBIEHHOH (opMme (IPHIOKEHHE Ne 18),
COCTaBlIeHHe B HEOOXOOUMBIX CIydasX, BHYTPEHHEH OIMCH [TOKYMEHTOB Jeia
(mpunoxerre Ne 19), moamIMBKY W IEPEIUICT J€Nia, BHECCHHES HeOOXOIUMBIX
YTOYHEHHUH B PEKBU3UTHI OOJIOKKH [e1a.

7.8. Ilena BpeMeHHBIX (10 10 JeT BKIIOYMTENBHO) CPOKOB XpaHEHWU,
[OJUTE)KAIe YacTUUYHOMY O(OPMIICHHIO, [OIyCKaeTCs XPaHWTh B IalKax, B
KOTOPBIX Jl€la XPaHWIHCh B  JICJONPOM3BOJACTBE,  MEPECHCTEMATH3AINA
JOKYMEHTOB B Jeli¢ He IPOBOMUTCS, JHCTBI Jela HE HyMEpYroTCs, JIHCTBI-
3gBepUTEeNH Jena He CcocTaBigorcs. Ha ofmoxkke jgema B COOTBETCTBHM C
HOMEHKJIATYpO# Jle] OpraHM3alliM 3allONHAIOTCS PEKBU3UTBI: HAMMEHOBAHHE
OpTraHU3aluy, HAHMEHOBAHUE MOJ[PA3/IeNICHUs, HHICKC Nea, 3aroI0BOK Jejla, CPOK
XpaHeHHs JOKyMEHTOB.

7.9. O6710%Ka (TUTYIIBHBIN JIHCT) JiejIa TOCTOSIHHOTO, BPEMEHHOT'O (cBerme 10
JIeT) XpaHeHWs W 10 JIHYHOMY COCTaBy O(QOpMIIAETCS MO YCTaHOBJIEHHON (opMme.
Haamucu Ha 0610%KKax el (TOMOB) CII€IyeT BBIIIOJIHATE YEPHUIIAMU, pa30opUuBo,
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6e3 cokpamenmit. Ecmu Ha OGNOXKKY HAKIEMBAETCS TUTY/IBHBIM JIACT,
W3TOTOBJICHHBI TUIIOrpad@CKUM CIIOCOOOM, TO HAJIKMCH Ha HEM MOXHO II€4aTath.
THTYTBHBIM JTUCT PEKOMEHIYeTCs HAKIEWBaTh C HAKIaJKoW Kied Ha BCHO
TTOBEPXHOCTB JIMCTA C TEM, YTOOBI 10/l HUM He 00pa30BbIBANIOCH ITyCTOT.

Ha o6noxkke Jela YKa3bIBalOTCS PEKBU3WTEI. HAaWMEHOBaHHME OpraHa
HCIIONHUTENbHON BracTH ((hoHmo0Opa3oBaTels), AeI0NPOU3BOICTBEHHBIH HOMEP
(MHZAEKC) Jena, 3arojoBOK Jena; faTa jesa (ToMa, YacTH); KOIM4eCTBO JIUCTOB B
Jiele; CPOK XPaHeHHS Jela K HOMep CTaThH 10 IePeUHI0; apXUBHbI P Aera.

PeKBU3UTHL, IIPOCTAaBJseMble Ha OOJOXKe (TUTYJIBHOM JIHCTE) Jela,
0(GOPMIISIIOTCS CIIEIYFOIIIM 00pasoM:

HaNMEHOBAHNE OpraHa UCTIONHUTEIBHOM BIaCTH - YKa3bIBACTCS IIOTHOCTRIO, B
UMEHUTEFHOM Mafieke, ¢ yKazaHHeM O(ULUAIBEHO IMPUHITOTO COKPAIEHHOIo
HaWMEHOBaHMS, KOTOPOE YKa3bIBAETCsS B CKOOKAxX IOC/Ie TTOJHOIO HaMMEHOBAHHS.
B ciydasx, Korja B TedeHHE roja, 3a KOTOPBIM TOTOBATCA J€Na, OpraH
HCIIOTHATENBHON BIACTH OBLI IEperMeHOBaH (IpeoObpa3oBaH) W OTO HE BEHI3BANIO
BO3HWKHOBEHHUS HOBOro (OHI000pa3oBaTelns, IO CTapbiM €ro HauMCHOBAHHEM
MUIIETCS U HOBOE HAUMEHOBAHME,

TIeNOTPOU3BOICTBEHHBI HOMEp (MHIEKC) Iena - MPOCTABIACTCA 1 poBoe
oGo3HaueHre (MHIEKC) Ieina [0 HOMEHKJIAType MeN; €CIU JEeJI0 COCTOWT H3
HECKOJILKHX TOMOB, TO Ha 00JI0)KKE TTEPBOr0 TOMa yKa3bIBAE€TCS KOJIMIECTBO TOMOB
3TOTO feNa, a Ha MOCIEAYIOMNX TOMaxX - HOMep OYEePEHOr0 TOMa, Ha IOCIeTHEM
TOME TTOCiIe ero HoMepa A00aBIseTcs CIOBO "TIOCIeHIM "

3aroloBOK (HaMMEHOBaHWE) JeNa - IIEPEHOCHTCS U3 HOMEHKIATYphl I,
COTIACOBAHHOM ¢ DKCIIEPTHO-TIPOBEPOYHON KoMHccHedl MUHNCTEPCTBA KYIIbTYPbI
Omckoii o61acTy (B HEOOXOOUMBIX CIIydasX B 3aroJIOBOK BHOCATCS YTOYHEHHS:
HOMepa IIPHUKa30B, MPOTOKOJIOB U AP.). 3aT0I0BOK JeNa JIOJIKeH OBITh KPaTKUM U B
TO K& BpeMsi IIOJTHO PacKphIBATh COZEPKAHME IOIMHUTEIX B JIENI0 JOKYMEHTOB. B
3aroJIOBKE yKa3bIBAIOTCsI BUbl MMEIOIIUXCS B Jieje JOKYMEHTOB, UX aBTOp U IO
KakoMy OHH BOIpocy. Ecium HauMeHOBaHWe Jefla He PaCKphIBaeT COACpIKaHUe
MOJIINTEIX B HEM JOKyMeHTOB (''PasHas nepemucka", "llepenucka 1Mo 00IIIUM
Borpocam" M T.L), COCTaBIAETCS HOBOE HAMMEHOBAHHE, OTpaxarolnee
colepKaHue TONIIATEIX B JeNe JOKYMEHTOB, U O6JIOKKa Jena epeohopMIIseTes.
Eciu neny HeNb3s JaTh OOHO oOIiee Kparkoe HaWMEHOBAHME, TO 3arojloBOK
cocTaBiseTcs IyTeM OOOOIICHUS CXOAHBIX [TOKYMEHTOB WIIM IEPEIUCIICHIS
Hanbollee BaKHBIX;

jaTa nena - yKasbBaroTCs Trof(kl) 3aBeleHHMs W OKOHYAHMA [eja B
IEJIOITPON3BOICTBE. Jartoit Ien, COJZIEPIKaIIIX pacopsIIUTEIbHYO
JOKYMEHTAIIMIO, & TaKkXke JUIA JIeJ, COCTOSMIMX U3 HECKOIBKHX TOMOB (uacrei),
ABISFOTCS KpaifHHe JaTel IOKYMEHTOB Jena, T.e. Harbl (UMCIIo, MecAll, Tox)
perucTpanyy (COCTaBIEHHS) CaMOr0 PaHHEro M CaMOTro IMO3[HEro IOKYMEHTOB,
BKJFOUEHHBIX B feno. [Ipa 3ToM gucno (aBymst mudpaMu) u roff 0603HaIaI0TCA
apabCcKuMy TUpamMu, HasBaHHE Mecslla muiueTcs cioBamu. Eciu B A€o
BKITIOYEHBI JOKYMEHTHI (TIPMIOKEHHS | T.I1.), JaThl KOTOPBIX BBIXOIAT 32 KpaiHue
aTHI JleNa TO IO JATaMH Jefa, ¢ HOBOM CTpOUYKH Jenaercss 06 3ToM 3amuch: "B
Jiefie UMEIOTCS JTOKYMEHTHI 3a ... ToA(el)". JlaTel nerma MOryT HE yKasbpIBaTBCH Ha
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00JIOKKe e, CoAep)KallluX, HapuMep, FOJ0BbIe IUIaHbl U OTYETHI, TaK KaK OHHU
OTpa)karoTCs B 3ar0JIOBKax Jell.

s men, copMUPOBaHHBIX U3 JOKYMEHTOB [0 HOMUHAIBHOMY IIPHU3HAKY, TO
€CTb IT0 BUJaM JOKYMEHTOB (IIpUKa3bl, PacIOpsKEHNUs, aKThI U T.II.), JaTOX Hadana
Jeja ABIISIeTCS JaTa TOMUCaHUs WK YTBEP/KICHHUS CaMOI'0 PaHHEro JOKYMEHTa, a
IaTOf OKOHYAHWS - JaTa MOAMUCaHWs (YTBEPXKIEHUS) CaMOro II03THErO
IOKyMEHTA.

JlaTo¥t Jena, coaep)Kallero IIPOTOKOJIBI 3acelaHuid, sABJIEeTCS Jara
YTBEPXKICHNUS (€CITIM OHY yTBEPIXKIAFOTCS) UM COCTABIIEHHUS IIEPBOTO U IIOCTIETHETO
MIPOTOKOJIA.

KpaitHuMu gatamu JIMYHOTO Aeja SBJIAIOTCA JIAThl ITOANUCAHUS IIPUKA30B O
IpreMe ¥ YBOJBHEHHUH JIMIla, Ha KOTOPOe OHO 3aBeicHO. B cioydae cMepTu nuIa,
Ha KOTOpOE 3aBeJeHO JMelo, KOHEYHOM HaTOM SABIAeTCS JaTa IOKyMEHTa,
M3BEIAONIEr0 O €ro KOHYMHE, WIKW 3aluch 00 3TOM COTPYIHHKA KaJpOBOU
CITYKOBL.

Jist ;men, COIepKaluxX IIepenucKy, NAaTOX Hadaja Jejla sSBJgeTcs Hara
IIOCTYIUIEHUS MTEPBOTO BXOJMSIIEr0 MM AaTa IIEpBOTO UCXOMSIIEro MOKYMEHTa, a
JaTOH OKOHYAaHWsS - JaTa CaMoro IIO3JHEr0 BXOIAIIET0 MM MCXOIALIErO
JOKYMEHTa He3aBUCUMO OT MECTA HaXOXK/ICHHUS UX B I€IE.

KomuuecTBO MPOHYMEPOBAaHHBIX B Ji€JI€ JIUCTOB IIPOCTABIAETCS C JIUCTA -
3aBepUTEIIs [ea.

PexBusut "Cpok XpaHEHUs [ejla U HOMEp CTaTbU IIepeuHs' IEPEHOCHTCS Ha
00JIOXKKY IeNla W3 COOTBETCTBYIOIIEH HOMEHKIIATYpPEI e IOCle CBEPKH €ro co
CPOKOM XpaHEHMS, yKa3aHHBIM B IIEPE€YHE THUIIOBBIX JTOKYMEHTOB WM B IEpeHHE
JIOKyMEHTOB, 00pa3ylolUxcs B IOEATEIBHOCTH OpraHa BIIACTH, C YyKa3aHHeM
CPOKOB XpaHeHus (TpU BBEJCHHM B [EHCTBHE HOBHIX IEPEYHEN TOKYMEHTOB CO
CpOKaMH XpaHEeHHUsS CTaphle 3allMCH 3aYePKUBAIOTCS, & CBEPXY WM PSIIOM ITHUIITYTCH
HOBBle JaHHBIE). Ha Jenax MOCTOSHHOTO XpaHeHHs mumercsa: "XpaHuTh
ITOCTOSIHHO".

ApxuBHBIH mudp Aena (COCTOUT U3 HoMepa QoHJa, HOMepa OIKMCH ¥ HoMepa
JieNia 110 OIKCH) Ha 00JI0kKKaxX /el IOCTOSHHOIO XpPaHEHHMs MPOCTABJIAETCs II0Cie
nepenaun gen B MKY «MyHHIUIIATBHEIA apXUB» Ha XpaHEHHE.

Ha 0610%Kax [l MOCTOSHHOIO XPaHEHWs IpelyCMaTpHBaeTCs MeCTo (Has
HAUMEHOBaHHEM OpraHW3alliy) [UI1 apXUBHOro MMppa X HaUMEHOBAaHHS
MYHHULUIAIBHOTO apXUBa.

[Io OKOHYaHMM TOJa B HAANWUCHA Ha OOJOXKKax [Jell IOCTOSHHOIO |
BpeMenHoro (ceime 10 J1eT) XpaHEHMsS BHOCATCS  YTOUHCHHSA: IIPH
HECOOTBETCTBHM 3arojioBKa Jel Ha O0OJIOXKKe CONEPKAHMIO  ITOIIIKUTHIX
JTOKYMEHTOB B 3ar'0JIOBOK JI€J1a BHOCATCS H3MEHEHHUS U JOTIONHEHHUS.

HaumenoBanus ¢oumooOpazoBaTess W IOAPA3[eNIeHUs, FOJ W HOMEp Jela
MOTYT IIPOCTABILITHCS Ha 0OI0XKKE IITAMIIOM.

7.10.B 1memsx oOecIiedeHUsT COXPaHHOCTH M 3aKpEIUICHHUS IOpsAaKa
PAaCIIOIOKEeHUS JOKyMEHTOB, BKIIIOYEHHBIX B [IEJI0, BCE €T0 JUCTHI, KPOME YHUCTBIX,
JMCTa-3aBEPUTENS] U BHYTPEHHEW OIIMCH, HYMEPYIOTCS B DPa3BEpHYTOM BHIE
apabckuMu U(paMu, BaloBOM HyMmepauued. YUCTbie TUCTHI U3 [1eNla U3BIMAIOTCA
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(63 TIOBpEXIEHWsS LEIOCTHOCTH JeNa) U YHUYTOXAIOTCH. JIMCTBI HyMepyroTCS
TIPOCTBIM KapaHAaIlloM CBePXy BHHM3 B BO3PACTAIOLIEM NOPAIKE HOMEPOB, HadlHAas
¢ mepBoro. L{udpsl MPOCTABIAIOTCA B IIPABOM BEPXHEM YINy JIHCTa, HE 3a/eBas
TeKCTa JOKYMEHTOB. JIUCTBI BHYTPEHHEW OIHCH HyMEPYIOTCS OTACIBHO.

JIMCTBI I, COCTOSIIMX M3 HECKOJNBKAX TOMOB WM YacTel, HyMepyTCs IIO
KaXIOMy TOMY HJIM YacTW OTHNBbHO, HauuHasg ¢ 1-ro. Ilpunmoxenus k neny,
IOCTYIHUBIIAE B HepeIieTe, OQOPMIIOTCS KaK CaMOCTOSTEIBHBIE TOMa ¥ Takke
HyMepYyIOTCs OTAEIBHO.

JIoKyMeHTBI ¢ COOCTBEHHOM HyMepalueil JUCTOB, B TOM YHCIIC ICYATHBIC
W3aHKs, HYMEpYIOTCS B OOIIEM [OpsSAKe WA COXPAHSIOT COOCTBEHHYIO
HYMEpaIHio, €ClIi OHA COOTBETCTBYET IMOPSIKOBOMY PACIOJOXKEHHUIO JHCTOB B
nerne.

dotorpadun, UepTeKH, [MATPAMMBI W JPyTHe MIUIIOCTPATUBHBIC U
crierudIYecKre TOKyMEHThI, IPECTaBIAIOMMIE CAMOCTOSTEIBHEIN JIUCT B JIEIE,
HyMEpYIOTCsI Ha 000POTHOM CTOPOHE B JISBOM BEPXHEM YTTIy.

CroxeHHsI# juct 6ompimoro popmara (popmara A3, A2) pasBopaunBaeTcs U
HyMepyeTcsl B NpaBoil 4acTH BEpXHEro Tois jmcTa. IIpH 3TOM JIHCT ro6oro
dopmara, MONIIWTEIA 3a OOMH Kpai, HyMepyercs Kak OIWH JIHCT; a JIHUCT,
CIIOKEHHBIH U TOAIIUTEIA 3a CEPeAUHY, IIOMIEKUT IIEPEIINBKE U HyMEPYETC Kak
OJIVH JIUCT.

JIHCT ¢ HArIyXO HAaKTeeHHBIMH NOKyMeHTaMH (hoTorpausMu, BBIPE3KaMH,
BBIMMCKAMH ¥ JIp.) HyMepyeTcsl KaK OJVH JIMCT; B HIDKHEH 4acTH WM Ha obopoTe
TAKOTr'0 JIFCTA JeNaeTcs OIMUCh HaKIeeHHBIX Ha HEro JOKyMEHTOB. Bo BHYTpeHHEH
OMUCH M B 3aBEpPHUTEIHbHOM HAINHCH B KOHIE Jiefla O TaKMX JIMCTax NeIaeTcs
oroBopka. Hampumep: "Ha mucte 6 HakieeHoO 5 dboTtorpaduil cormacHo ONMUCH Ha
oGopore nucta".

KapTel ¥ CXEMBI, CKJIEGHHBIE U3 HECKOJIBKUX JIUCTOB, HYMEPYIOTCS KaK ONMH
nuct. Ha Takux muctax Ha 060poTe MM CBOOOZHOM OT TEKCTa MECTE YKa3hbIBACTCS
KOJIIECTBO JMCTOB B CKieiike. Bo BHYTpeHHeHl OIMHCH H B 3aBEPHUTENIBHOM
HaJICH B KOHI[E JeJla 0 TaKHX JIMCTax jenaetcs oroBopka. Hampumep: "Jluer 7 -
Kapra-ckieiika u3 10 nucTos".

Ecii K JOKyMeHTy (JIUCTY) IOJKJIESHBI OHHM KpaeM Apyrue NOKYMCHTEI
(BCTAaBKM TEKCTa, IIEPEBOIbI, BBIPE3KH, CIIPABKH M Ip.), TO KaXKIbli HTOKYMCHT
HyMepyeTCsl OTAENBHO, OUePEIHBIM ITOPSAKOBEIM HOMEPOM.

[ToqIIUTEIE B JeJI0 KOHBEPTHI C BIOXKEHUAMH HyMEpYIOTCs: BHa4ale KOHBEPT,
a 3aTeM O4YepeIHBIM HOMEPOM KaKI0e BIIOXKEHHE B KOHBEPTE. HawuGosnee ieHHbIE B
HCTOPHYECKOM U XYyHO0KECTBEHHOM OTHOIIECHHMH JIOKYMEHTEL (uepTexu, PyKOIIHCH,
rpaduKka 1 T.J.) He HOJUIHBAIOTCS, & BKJIa(BIBAIOTCA B KOHBEPTEL.

Eciii B HyMepaIliH JINCTOB JOIYIIEHO MHOTO OLIMOOK, BCE NIeJI0 HyMEpyeTCs
3aH0B0. [IpH 5TOM CTapble HOMepa 3a4epKHBAIOTCS OXHON HAKIOHHOH 4epToH, U
pSIOM CTaBHTCS HOBBI HOMEp JucTa. B KoHIle Jiera COCTABIACTCA HOBas
3aBepHWTeNbHas  HAAIMCh, IPU OTOM  CTapas 3aBepuTeNlbHAs — HAMMHUCH
3a4epKUBAeTCs, HO COXPAHAETCS B Jeile; BHOCATCA TAKKe MCIPABICHUA BO
BHYTPEHHIOIO OIIUCH, UK OIMCEH COCTABIACTCS 3aHOBO.
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Ilpy HanMyue OTHENBHBIX OMMOOK B HyMEpAalWk JIUCTOB B Jielax IpH
MOJrOTOBKE MX K CJade B apxuB JMOOILyCKAeTCs II0 COIIaCOBAHHIO C HHUM
yroTtpebenue JUTepHbIX (¢ OyKBEHHBIMU TOMOTHEHUSIMH) HOMEPOB JIUCTOB.

7.11. Tlocie 3aBepIneHMs HyMEpalUH JIUCTOB COCTABIISICTCS 3aBEPHUTEIIbHAS
HaJIHACh, KOTOpas pacrojiaraeTcsi B KOHIE Jena. 3aBepuTelibHas HaIluCh
cocraBsieTcs B Jiele Ha OTHENBLHOM JIMCTe-3aBepuTele Jena. B Hell mudpamu u
IPOIKMCBI0 yKa3plBaeTCs KOJIMYECTBO JIACTOB B JaHHOM [ieNle, OTMEYaroTCs
0COGEHHOCTH OTIEIBHBIX JOKYMEHTOB (depTexu, hotorpaduu, pUCyHKH U 1p.) U
(QU3MYECKOr0  COCTOSIHHSL JOKYMEHTOB (TIOMapKd, Hepas0Op4YHMBBIA  TEKCT,
TIOpPBaHHBIE JIUCTHL U AP.).

3aBepuUTENIbHAS HAAMMCH IOANMCHIBAETCS €€ COCTaBUTENIEM C YKazaHHEM
pacIu(GpOBKY MOAINCH, TODKHOCTH M JaThl COCTaBieHus. KoaudecTBo JIMCTOB B
Jene TIPOCTABISETCS Ha OOJOXKE Jela B COOTBETCTBMM C 3aBEPUTENBHOU
HaATHCHIO.

7.12. Jlng ydueTa JOKYMEHTOB OIIPENENIEHHBIX KaTErOPUM IOCTOSHHOIO H
BpeMeHHOro (cBbime 10 jeT) XpaHeHHs, y4eT KOTOPHIX BBI3BIBACTCS CIELHU(UKOM
IaHHOM mokymeHTarmu (ocobo IIeHHBIE, NWYHEBIE [ea, [ela C JIOKYMEHTaMH
OrPaHMYEHHOTO AOCTYHA U JIp.), COCTABJISAETCS BHYTPEHHSS ONUCH NOKYMEHTOB
nena (mpunoxerue Ne 19).

BHYTpeHHsI ONKCh JOKYMEHTOB Jella COCTAaBIAETCS TAKKE HA OOBEMHBIC
Jefa TOCTOSHHOTO M BpeMeHHOro (cBbime 10 5eT) XpaHeHWs, €CJIU OHH
cOPMHUPOBAHbl 10 PA3HOBHIHOCTAM [OKYMEHTOB, 3arOJIOBKH KOTODBIX HE
PACKPHIBAIOT KOHKPETHOE COIEpXXaHHe NOKyMEHTOB, C IENbio ydera H Oosee
OBICTPOr0 HAXOXIEHUS NOKyMEHTOB B Jeje. Bo BHYTPEHHIOIO OIHKCH IOMHMO
JIOKyMEHTOB, MOAIIMTEIX B JEN0, JOJDKHBEI OBITh BHECEHBI M BCE NPHIIOKCHHS,
OTHOCSIIIIECS K HEMY.

JIucTel BHYTPEHHEH OMNMCH IOAIIMBAIOTCA B Hadane Jena. Ecioum  nemo
TMeperuieTeHo WM NOAMUTO 6e3 OlaHKa BHYTPEHHEH ONUCH JOKYMEHTOB, TO
COCTaBJIeHHAsI IT0 YCTAHOBIEHHOM (OpMe OIMCh MOJKICHBAETCS 32 BEPXHUM Kpal
K BHYTPEHHEW CTOPOHE JINLIEBOM 00JI0XKKH Jena.

BHyTpeHHSIS OITKCH JOKYMEHTOB JIeJIa COCTABIIAETCS Ha OTASIBHOM JIUCTE MO
YCTaHOBJICHHON (opMe, KOTOpas CONEPKUT CBEICHUS O TOPANKOBBIX HOMEpax
JIOKYMEHTOB [Iejia, HX HHIEKCaX, Jarax, 3arojloBkax ¥ HoMepax JMCTOB Jena, Ha
KOTOPBIX PaCIIONOKEH KaXxIbIi JoKyMeHT. K BHyTpeHHEH OIHCH JOKYMEHTOB Jea
COCTaBJISIETCS UTOTOBAs 3aIlMCh, B KOTOPOM yKa3blBaeTCs LU(MPaMK ¥ MPOIHCHIO
KOJIMYEeCTBO BKIIIOYEHHEIX B Hee JOKYMEHTOB, IPHIIOKEHHA K NIy U KOJIUIECTBO
JTUCTOB BHYTPEHHEH OIUCH.

[Ipy wW3MeHeHWH COCTaBa JIOKYMEHTOB geiia (M3BATUH, BKIHOICHUH
JIOKyMEHTOB, 3aMEHbl HX KONMSAMH W [1p.) 3TH H3MCHEHHsS OTPakaroTCs BO
BHYTpeHHeW ormch B rpade "[Ipumedanue” co CCBUIKAMH Ha COOTBETCTBYIOLIHE
aKTHI ¥ TIPX HEOOXOAUMOCTH COCTABIISETCSI HOBasi HTOTOBas 3aIIKCh.

BHyTpeHHsIs ONHCh HOKYMEHTOB [I€ia IOAINHKCBIBACTCS COCTaBUTENEM C
yKa3aHHeM pacuM(ppOBKA IMOMIHUCH, JOJDKHOCTH K HAThl COCTABICHHMS OMWCH U
IIPH HEOOXOAUMOCTH CKPEIIAETCS MeYaThIO.
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7.13. JToKyMEHTHI B JIeflaX MOCTOSIHHOTO, AOJITOBPeMeHHOTO (cBbIme 10 neT) u
10 JTMYHOMY COCTaBY TMOAIIMBAIOTCS HA YETHIPE IPOKOJA MPOYHBIMUA HUTKaMHU B
TBEPAYIO OONOXKY M3 KapTOHA WM MEPEIUIETAIOTCS C yd4eTOM BO3MOXKHOCTH
CBOOOHOTO YTEHHUS TEKCTa BCEX MOKYMEHTOB, AT, BU3 U DPE3OJIIOLHUM Ha HUX.
TekcT He MOMDKEH MOAXOAUTH K JIMHUM TMOMIIMBKY (Tieperniera) Ommxe 2 CM, a
JUCTHl HE JOJDKHBI BBICTYIATh 3a Kpas OOJMOXKKH. B ciydasx, Korga TEKCT Ha
JIOKyMEHTE PAacIIoNIoKeH OJM3KO K KParo JIUCTA, K TaKOMY JIHCTY IOJIKJIEHBACTCS
rosiocka 6yMary, 3a KOTOpyIO ZOKYMEHT IIOAIIMBaeTcs (IEPEIUIeTaeTes) B 10,

Pe3onmony  PYKOBOJCTBA, BH3bl, COCTaBJEHHLIE HA OTHENBHBIX JIMCTAX,
pasMelIaloTes Mepesl TOKyMEHTOM, K KOTOPOMY OHH OTHOCATCA, M B TaKOM
TIOpsIKE TTOIIIUBAIOTCS B AEJIO.

[Ipy IOArOTOBKE Jiel K IOAIMBKe (IIepemeTy) IpoBepseTCs TPaBUIIBHOCTD
uX (opMupoBaHHf, O(GOPMIEHHS, MeTalIMdeckKhe CKperuenus (OynaBky,
CKPEITKH) U3 IOKYMEHTOB yAaJISIOTCS.

B nenax MOCTOSHHOTO XPaHEHHUS MOUIEKAT U3BATUIO LyOJIEeTHEIE SK3EMILISIPEI
JIOKYMEHTOB, YUEPHOBHKH, HEO(OPMIIEHHEIE KOIIUH JOKYMEHTOB U HE OTHOCAIIHECS
K BOIIPOCY JOKYMEHTHI C BDEMEHHBIMH CPOKAMU XPaHeHHSL.

Jlesla MOCTOSHHOIO XPaHEHWsl, COCTOSIIMe M3 JOKYMEHTOB 0CO0OW Hay4IHO-
HCTOPUYECKOH, XYNOXKECTBEHHON W WHOM IEHHOCTH WIM He(QOpMAaTHBIX
JIOKYMEHTOB (KapThl, CXeMBI, IIaHbl, Y€PTEXH, POTOCHUMKHA U IPYTHe TOKYMEHTEI
GompiIoro Qopmara), B LENSX HX COXPAHHOCTH M ynoOcTBa MMOIb30BaHHS HE
TIOIIITMBAIOTCS B JI€JIa, & XPAHITCS CIIOKEHHBIMHU B 3aKPBITBIX TBEPABIX IMAIKaX C
TpeMs KIamaHaMH W C 3aBS3KaMH MM B KapTOHHBIX yTispax (KopoOkax) B
KauecTBe NPHIOKeHMH K memaM. Ha Kaxmyro mamky (KOpoOKy) cocTaBIfercs
BHYTPEHHSS OIUCH HAXOAAIIUXCS B HEW JIOKYMEHTOB.

Ecau B 1efo B XoZe ero (GpopMHUpOBaHMSA OBUIMA IOMIIMTEI TOKYMEHTBI C
Pa3IMYHBIMU CPOKAMHU XPaHEHHs, TO JIeNO PaclIMBaeTCs U (HOPMHUPYIOTCS HOBBIC
Jena, HCXOHsd M3 CPOKOB XpaHEHHs JOKyMeHTOB. lIpw 5TOM HOKYMEHTEI C
HCTEKIIMMHM CPOKAMHM XpaHEHWs YHHUYTOXAIOTCA [0 aKkraM B YCTaHOBJICHHOM
TIOpsIIIKeE.

OGJIOXKKH A€l ¢ JOKYMEHTaMH, HCIOJIHEHHBIMH Ha CTaHAApTHBIX JIHCTaX,
JDODKHBI MMeTh pasmepsl 229 x 324 Mm. OONOXKKM Oen ¢ JOKyMEHTaMy,
M3rOTOBJICHHBIMH HA HECTaHJAPTHBIX JIUCTaX, MOLYT HMETh Ppa3sMepEl,
COOTBETCTBYIOIIME pazMepaM MOJIINTEIX B HUX JIUCTOB.

O6IOXKH e ¢ JOKyMEHTaMH, UMEIOIINMHU ITHTeNbHbe (25 U Gonee JieT)
CPOKH XpaHEHHNs, OJDKHBI OBITh H3TOTOBIICHE! I3 TBEPIOro KapToHa. st 06I0KeK
JleN, CIaBaeMBIX Ha [IOCTOSHHOE XpaHeHne, IPUMEeHAeTCs OECKUCIOTHBIA KapTOH.

Jlist IpeIoXpaHeH!s TOKyMEHTOB OT MEXaHHYeCKOl Mopuu Ha nepBoM (IpH
HeoOXOIMMOCTH TIOCIeHEM) JIHCTE Aesia, TOMa Iepe]] NPOLIMBKOW HAKICHBAOTCS
MIOJIOCKH TOHKOT'O KapTOHA, Yepe3 KOTOPEIE U IIPOITyCKaeTCs IHYP.

IIpu oGOPMIEHHH [el IPHMEHATh KaHIEIAPCKUH (CHIMKATHBIA) KIeH,
MYYHOU U KpaxMaJIbHBIM KJIIEUCTEePhI HE CIIeTyeT.

Jlena Bpemennoro (mo 10 ner) XpaHeHHS TIOANEXKAT HYaCTUIHOMY
0(OPMIIEHHIO: IOIyCKAeTCs JeNla XPaHUTh B IAIKax-CKOPOCIIMBATENAX, MATKAX
06J10KKaX, He TPOBOMUTH IIEPECUCTEMATH3AIUIO TOKYMEHTOB B JIeJIe, JIUCTEL Jeia
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He HyMepoBaTh, 3aBEPHTENbHBIC HAJIMCK HE COCTAaBIATh. PeKBU3UTEI 00JIOXKKH
JleJia 3aroJHSIOTCA 110 YIIPOIeHHOH cxeMe (6e3 MpoCTaBIeHNs apXUBHOTO mmdpa,
KOJIMYECTBA JINCTOB B JIEIIE).

JIOKyMEHTBI OPraHOB MECTHOTO CaMOYINPaBIeHHs ABIIAIOTCS MYHUIUIIAIbHON
COOCTBEHHOCTBIO, U IIOCIE TPOBEACHMS OKCIEPTH3Bl HMX IEHHOCTH B
YCTAHOBIEHHOM IOpSIKE TOIIeXkaT 0Os3aTeNbHOM Iepefade Ha IMOCTOSHHOS
XpaHeHre B MyHUIMIIAIBHEIM apXUB.

CocraBJjieHHe oNHUceH aeJ1 o pe3yJabTaTaM IKCIEPTH3bI HX HEeHHOCTH

7.14. B Cosere n ApmuHHCTpanuu KpacHOSPCKOrO CEIbCKOTO ITOCETICHHSA
OMMCH Ha Jeia IIOCTOSHHOIO XpaHEeHHs COCTaBJIAIOTCS €XEroJHO II0N
MeTonmdeckuM pykosoacTBoM MKY «MyHHIIMIIANBHBIA apXUB.

Omuch OeN - apXUBHBIM CIIPaBOYHMK, COIEPIKAIIUH CHUCTEMATU3UPOBAHHEIN
IepedeHb eIVHULl XPAHEHHS apXUBHOTO (OHAA, KOJUICKIUK H IpenHa3HaYeHHEBIN
U UX yUeTa ¥ PacKpBITHs cojepxanus. Ot/enbHas ONICh IPEICTABISCT coboit
nepeydeHb Jen ¢ CaMOCTOSTENBHOH BaJoBOM (MTOPSAKOBOM) 3aKOHYEHHOW
HyMepanueii. OCHOBO! COCTaBJIEHHs ONUCEH Nl ABIACTCA HOMEHKIATYpa Nl

7.15. OmucH COCTAaBIIIOTCS OTAESIBHO Ha Jejla IIOCTOSHHOTO XpaHeHHU, aeia
BpeMenHoro (cseimre 10 jeT) XpaHeHWs; Aena IO JIMYHOMY COCTaBy. Ha nena
BpeMeHHOTO (10 10 11eT) XpaHeH¥s: OIIUCH He COCTaBIIIOTCS.

7.16. Omnucy men COCTaBiIoTes 1o (GopMam, yCcTaHOBIEHHBIM IIpaBuiamu
OpraHM3alMi XPaHEeHUS, KOMIUIEKTOBAHKS, y4eTa M MCIONb30BaHMsA JOKYMEHTOB
Apxusnoro ¢orna Poccuiickoit Depepanuy U APYruX apXUBHBIX NOKYMEHTOB B
OpraHax TOCYIapCTBEHHOM BIACTH, OpraHax MECTHOTO CaMOyIpPAaBICHUA H
OpraHu3aLysIX, yTBepKkaAeHHbME B 2015 roxy.

OmnucareNbHas CTaThs OIMKMCH A UMEET CASAYIOIINe JIEMEHTEIL

TOPSAIKOBBINA HOMep [ela (ToMa, 9acTH) T10 OIHUCH;

MHZEKC fena (ToMa, YacTH);

3aroJI0BOK Jeja (ToMa, YacTH);

mata mena (Toma, 4acTH);

KOJIMYECTBO JIICTOB B Jiefie (TOMe, 4acTH);

CpPOK XpaHEeHHs JIeIa.

7.17. Tlepen BHECeHWeM 3arojOBKOB /el B OIMCH MPOBEPACTCS KaueCTBO
dbopmupoBanus u odopmiueHus jen. B ciydae oOHapy)XeHUsI HapyLIeHUH
YCTAHOBJICHHBIX NTPaBUil POPMUPOBAHUA U o(hopMIIeHHS A€ OHU YCTPaHSIOTCS.

7.18. TIpu coCTaBJIEHHUH OIUCH JIeT COOIIOAAIOTCS CIeAYIOIIHe TpeboBaHUA:

3arOJIOBKH Jel BHOCATCS B OINCh B COOTBETCTBHU C IPHHATON CXEMOH
CHCTEMAaTU3alMK Ha OCHOBE HOMEHKIIATYPbI ACJI;

Ka)kJoe JeJ0 BHOCHTCS B OIMCH IIOJ CAMOCTOSTENBHBIM IOPSAKOBBIM
HOMEpOM (ecid IeN0 COCTOMT U3 HECKOJIBKHX TOMOB (uacTeif), TO KaXIbIi TOM
(4acTh), B TOM 4ucie cHOpMHUPOBAHHOE B OTAENBHBEIA TOM IIPHIIOXKEHHE K Jely,
BHOCSTCS B OIICH TIOJ] CAMOCTOSITEIBHBIM HOMEPOM);

TIOPSIIOK HyMepPAI[Uy Je7l B OTIMCH - BaJIOBBIM;
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rpadpl OMMCH 3AMOIHAIOTCS B TOYHOM COOTBETCTBUM C TEMH CBEACHUAMUY,
KOTOpbIE BEIHECEHBI Ha 00JIOKKY Hela;

TIpY BHECEHMH B OIHCH IOAPSAM [€N C OMHAKOBBIMU 3aTOJIOBKAMK NHIICTCA
[IOJHOCTBIO 3arojIOBOK IIEPBOTO [eNla, a BCe OCTalbHBIE ONHOPOIHBIE [€Ta
ob6o3HauaroTcs cinoaMu "To xke", Mpy 3TOM Ipyrue CBEACHUS O ejIax BHOCATCI B
OIHCh ITOJTHOCTBIO (Ha KaXXIOM HOBOM JIMCTE ONHKCH 3aroJI0BOK BOCIIPOM3BOIAMUTCS
IIOJTHOCTBIO);

MHOTOTOMHEIE Jiefla B OIMCHh BHOCATCS IO TOPSIIKY HOMEPOB TOMOB. B aTOM
ciTydae B OIMCH ITHINETCS HAMMEHOBAHUE TOJIBKO IIEPBOTO TOMA, & HAUMEHOBAHHS
BCeX OCTAJILHBLIX TOMOB, €CIIF OHH MOMEIIEHBI Ha OJHOM CTpaHHLE, 0003HAYAI0TCS
cinoBamu "To xe". Eciau ke HaWMEeHOBaHWE MHOIOTOMHOIO Jeja IEepEeXOIUT Ha
CITeTYIOIHH JIUCT, TO HEOOXOAUMO 3arojioBOK Jiejla MOBTOPUTE MOTHOCTEIO. [Ipu
BHECEHHU B OIHCH IIOCIEIHEro TOMa IOCie HOMepa ToMa JO00aBiseTCsi CIIOBO
"TTocrmeauuit".

B ormricy MeX Iy HaMMEHOBaHUSIMH (3aroJI0BKaMU) JIeJl OCTaB/IACTCS HHTEPBA
He MeHee 1 cM.

I'pada omucu "IlpuMedanuss” HCIONB3YyeTCsS IS OTMETOK O MpueMe Iel,
0COOEHHOCTAX UX (PU3MUECKOTO COCTOSHUS, O Tiepeade Aesl APyTUM CTPYKTyPHBIM
TTOJIPa3/IeIEHHSAM CO CCBUTKOM Ha COOTBETCTBYIOIIMH aKT, O HAIMINH KOIUH U T.IL.

B KOHLE OIMWCH Bciel 3a IOCIEeIHEeH OIMCATeNbHOM CTaThed 3aroiHAeTCA
HTOrOBas 3aIliCh, B KOTOPOH yKasbiBaeTcs (UHdpaMy U MPOIHUCHI0) KOIUYECTBO
JIeJT, YHCIAMIUXCA TI0 OIMCH, MePBhIH U MOC/IEIHIA HOMepa JIeNI IO OTIHCH, a TaloKe
OroBapWBalOTCS OCOOEHHOCTH HyMepaluu Jel B OIHUCH (muTepHBlE H
IPOIyIIEHHEIE HOMEPA).

Ilepenaya el B apXHB OPraHU3alHH

7.19. B apxuB AJMUHHCTpAllM{ TIIOCENEHMs II€penaroTcs Jeila ¢
VICTIONHEHHBIMA JOKYMEHTaMH IIOCTOSIHHOTO, BPEMEHHOro (CBBILIE 10 71et)
XpaHeHHs ¥ 10 THIHOMY cocTaBy. VIx mepefada MpOU3BOAUTCS TONBKO II0 OIHCIAM
ZleT, COCTABIIEHHBIM CIIEIMACTaMU II0 CBOMM HAlpPaBICHUSIM HCATCIBHOCTH.
CBofHBlE OIWCH Jel COCTABIIOTCS PabOTHMKOM, OTBETCTBEHHBIM 32
JIEJIONIPOM3BOACTBO U apXUB.

7.20. Jlema IOCTOSHHOTO X BpeMeHHOro (cebime 10 JIET) XpaHCHUS
TIepe/lafoTCsl B apxuB AJIMMHUCTPALMY HE paHee 9eM 4epe3 rofl ¥ He HO3MHEE HEM
yepe3 3 roja Imocie rofa, B KOTOPOM HOKYMEHTBHI OBLIM ITOMEILEHBl B JEN0 Ha
XpaHEHHE.

Jlenra BpemeHHOTo (10 10 JIeT BKIIOYATENBHO) XPaHeHHUs [Epe/iaie B apXuB
AIMHHHCTpAIMK, KaK [IpaBuio, He nomyexar. OHM XpaHATCS Y CICLHUANICTOB 1
[0 WCTEUCHHM CPOKOB XpaHEHHWs IIOJUIEXAT YHHYTOXKCHHIO B yCTAHOBICHHOM
TIOPSIIKE.

7.21. Tepenaya nei B apXuB AIMUHUCTPAIMK OCYIIECTBIIACTCA I10 rpaduKy,
COCTaBJIEHHOMY JIULIOM, OTBETCTBEHHBIM 32 JISIONPOU3BOCTBO U apXHUB.

ITprieM Jel MPOU3BOAMTCS JIMIIOM, OTBETCTBEHHBIM 32 ACIONPOU3BOJICTEO U
apX¥B, B IPHCYTCTBHM PaGOTHUKA C IPOCTABICHMEM B ABYX SK3EMILIApaX OILMCH
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JeJl OTMETOK O HAIMYMK KaKAOTo Jena (B KOHLE KaXIOro 3K3eMIUIApa OIHCH
YKa3BIBAETCs KOJINYECTBO (AaKTUYECKH MPUHSTHIX e, JaTa NpueMa-lepeaatn
JleJ1, @ TaKKe TOIINCH PabOTHHKA apXUBa U JIHIIA, IIepeIaBIIero Jena).

JIuIoM, OTBETCTBEHHBIM 32 JIEJIONPOU3BOJICTBO U apXUB, MPEABAPUTEIHHO
IIpoBepseTCs MPAaBWIBHOCTE (OPMHUPOBaHHs, OQOPMICHHS JeN, COOTBETCTBHE
KOJIMUECTBA J€J, BKIIOYEHHBIX B OINKUCh, KOJIMYECTBY [€JI, 3aBEIEHHBIX B
cooTBeTcTBUH ¢ HoMeHkatypoil. Bce BBIABIEHHBIE IPH MPOBEPKE HEILOCTATKH B
GopmupoBaHd U OGOPMIEHHMH [eJ IIOJIeKAT yCTPAHEHUIO paboTHUKaMHU
OpraHu3alyH.

BMmecTe ¢ fenaMy B apXUB II€PEJArOTCS PErHCTPAllMOHHBIE KapTOTEKH Ha
NOKYMEHTH M (WIM) HPOTPaMMHBIE CpefcTBa W 0asbl JaHHEIX, COIEpKallue
MH(QOPMAIIMIO O PETHCTPAI[MH U HCTIONHEHNH [Iepe/laBaeéMBbIX JTOKYMEHTOB.

7.22. B ciydae JMKBMIAUMA MM PEOPraHM3alMK AIMUHUCTPALUH
CTIeIMANACTH QOPMHEPYIOT BCE NMEFOLIMEcs: TOKYMEHTHI B [Iel1a, 0QOPMIISIOT Aesa
W TIepeJaloT WX B apXWB OPraHM3allM¥, HE3aBUCUMO OT CPOKOB XpaHCHH.
ITepenava mei OCYILIECTBIIETCS 1O ONUCAM 1ell 1 HoMeHKaType.

7.23. MadopMaiins COUaNIbHO-IIPaBOBOTO XapakTepa 10 3arpocaM rpaxian
BhIIaeTCs B (hOpMe apXMBHOM CIIPaBKH, apXUBHOM KONHMK W apPXMBHOM BBHIIHCKH
(namee — cmpaBku). CHpaBKM TIOMMMCHIBAIOTCS U 3aBEPSIOTCS  IIEYATBIO
Anvuructpanun. CHOpaBKM — HAampaB/SsFOTCS — 3asBUTENAM [0 IMOYTe  C
COTIPOBOJUTENLHBIM IHCEMOM MO0 BBIIAIOTCS [OJ] PACIIMCKY HA PYKH 3asBUTEIIAM
MpH  TNpPeIXbABICHHH IIaclopTa WIA HMHOTO JTOKYMEHTa, YAOCTOBEPSIOLICro
JIMYHOCTD, WX DOJCTBEHHUKAM WM JOBEPEHHBIM JHLAM IPH NPEABSIBICHIN
JIOKYMEHTOB, MOATBEP)KAAIOMIUX POACTBEHHBIC OTHOLICHHS WK NOKyMCHTaIbHO
IIOATBEPKIEHHBIX  IIpaB Ha  IOJIy4eHHe CBEJICHUH, COZIepIKaIINX
KOH(pHIEHIHATEHYIO HHGOPMAIIHIO.

YHuuTOXKEHUE JOKYMEHTOB H [1eJ1 ¢ HCTEKIITHMH CpOKaMH XpaHEHHHA

7.24. Ha mena ¢ UCTEKIIMMM CPOKaMU XpaHEHHs B OpraHU3aliy COCTaBIISCT
aKT O BBIIEIEHMH K YHHUYTOXXEHMIO JOKYMEHTOB, HE IMOJJIEKAIIUX XPaHCHHIO.
3arol0OBKU OJHOPOAHBIX [1eJl, OTOOPaHHEIX K YHUYTOXECHHUIO, BHOCATCS B aKT I1OJ
OBIIMM 3aroJI0BKOM C YKa3aHHEM KOJMYeCTBa Iell, OTHECEHHBIX K IAHHON IpyIIIe.

Jlena BKJIFOYAIOTCS B aKT O BBIACICHUM K YHHYTOXEHHIO JOKyMEHTOB, HE.
TOUIEXKAIUX XPAHEHHUIO, CIU IPETyCMOTPEHHBIN U HUX CPOK XPAHEHHUS MCTEK
K | sHBaps rojia, B KOTOPOM COCTaBJIeH akT. Hampumep, 3aKOHIEHHBIE B 2015 rony
JleNa ¢ 3-JIeTHHM CPOKOM XPaHEHHsl, MOTYT OBITh BKIIOUEHBI B aKT, KOTOPBIt OyeT
cocTaBlieH He paHee 1 sHBaps 2019 rona.

Jlena ¢ ormerkod "DIIK" (ormerka "OIIK" o3Hawaer, 4TO YacTh
JIOKYMEHTOB MOXET OBITh OTHECEHa K CPOKY XPaHCHHS "IIOCTOSIHHO") TTOZJIEXKAT
TOJIACTHOMY IPOCMOTPY B LENSAX BBIABICHUS JOKYMEHTOB, MOIJICKAIIMX
[TOCTOSHHOMY XPaHEHHUIO. BBIABICHHBIE B TAKUX [eIaX HOKYMEHTEI IIOCTOSHHOTO
XpaHEHHUs BHINEISIOTCS U HPUCOSIUHSIOTCS K OXHOPOIHBIM JellaM  HIIHA
(GOpMUPYIOTCS B CAMOCTOATEIBHEIE [eIa.
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OcrajbHble JOKyMeHTHI neia ¢ orMeTkod "OITK" BKIFOYaroTCA B aKT, IPU
stoMm orMmeTka "OIIK" B akTe He yKa3bIBaeTCH.

7.25. AXT O BBIIEJIEHHH K YHUYTOXKCHMIO IOKYMEHTOB, HE IOJIEXAIIHX
XpaHEHHUIO, MPe/ICTABISETCs Ha PACCMOTPeHHUe U coracoBarue K 0THOBPEeMEHHO
C OMMCSMHU [€JI TIOCTOSTHHOTO XpaHEeHHs U I10 TUIYHOMY COCTaBY.

7.26. AKT O BBIIEIEHMH K YHHUTOXXEHHIO IOKYMEHTOB, HE MOUIeXAllUX
XpaHEHUIO, YTBEPXKAAeTCs PYKOBOIMTENEM OpraHU3alliM IIOCIe YTBEPKACHUS
OIIK apXHBHOTO YYPEKASHHS WM MyHHLHIIAIBHOTO apXHBa B COOTBETCTBHU C
TIPeOCTABIECHHBIME €My TTOJHOMOYHMSME OIUCEeH Nl MOCTOAHHOTO XpaHCHUS 1
COTJIaCOBAHUS OMMCEH el 10 JUYHOMY COCTaBy, ITOCIIE€ Uero Jefa, BBIACICHHBIE
T10 aKTy K YHHUYTOXKEHHUIO, MOTYT OBITH YHUYITOXKEHBI.

7.27. Jena, MOANEXAIHe YHWYTOKEHWIO, [EPEfaloTCs Ha IMepepaboTky
(yrumusanuo). Ilepenada e opopMIISETCs IPHEMO-CAaTOTHOM HaKJIaJHOH WX
aKTOM 00 YHUUTOKEHHUH JEI.

[Tocne yHWYTOXEHHS el B HOMEHKJIAType el IPOCTaBIAIOTCA OTMETKH,
3aBepsieMble TIOJIHMCHI0 CIIEIMATINCTa, OTBETCTBCHHOTO 32 JEIONPOU3BONICTBO U
apXuB, U JATOMU:

"VauutoxeHo. CM. akT N oT . TToanuce, HHUATMATE, (GaMUIus".

7.28.  DneKTpoHHbIE HOKYMEHTBl C WCTEKIIMMU CPOKaMH XPaHCHUS
[OIJIeXAT BBIIEICHUIO K YHHUYTOXXEHHIO Ha OOMMX OCHOBaHHSX, IIOCIE YEro
IIPOBONUTCA WX (DH3MYECKOE YHMYTOKEHHES HIM YHHYTOXEHHE IpOrpaMMHO-
TeXHUUECKUMH CPEJICTBAMH C COOTBETCTBYIOIIEH OTMETKON B aKTe O BBIICJIEHHUH K
YHHYTOXEHHIO DJIEKTPOHHBIX TOKYMEHTOB.

DIIeKTPOHHBIE [IOKyMEHTB CUMTAIOTCS YHHYTOXXCHHBIMH, €CJIM WX HEJB3s
BOCCTAQHOBUTH  CPEACTBAMH  MH(OPMAIMIOHHOW  CHCTEMBl ~Ha  HOCHUTEIAX
MH(POPMAIIUH ¥ M3 PE3€PBHEIX KOIHH.

7.29. AKTBI O BBIIEIEHHH K YHUYTOXXECHHIO JOKYMEHTOB, HE IOAJIEXAIINX
XpaHEHHIO, XPAHATCS TOCTOSHHO B Jeie HoH/a.

VIII. Opranu3amnusi 10CTyNa K JTOKyMEHTaM H HX HCIO0Jb30BAHHA

8.1. Beimaua [es, HaXOJAIIUXCs Ha XpaHEeHHWH Y JIMLA, OTBETCTBCHHOTO 3a
JIeIIOTTPOM3BOCTBO ¥ apXuB, PabOTHUKAM OpraHM3alMU i O3HAKOMICHHA H
(WITH) J7IS BPEMEHHOT'O HCIIOIB30BaHKUs B paboTe MPOU3BOIUTCS IO [MHCEMEHHOMY
3ampocy.

Jlena, HOKYMEHTHI BBIJAIOTCS BO BpPEMEHHOE II0JIBE30BAHHUC paboTHHKAM
OpraHM3al{y Ha CPOK He Oojiee OJTHOTO MeCsIa.

TocynapcTBEeHHBIM opraHaM (Cy/leOHbBIM, NPaBOOXPAHWTEBHBIM, OpraHaM
FOCYIapCTBEHHOTO KOHTPONS M Haju3opa) Jena U OTHENbHBIC JOKyMCHTEI
BBIJAIOTCS HA OCHOBAHWHK MX IMFCBMEHHBIX 3alIPOCOB C Pa3spelIeHUS PyKOBOAUTCIIA
OpTaHM3AIlMA WA HHOTO YHOJHOMOYSHHOTO UM JIMIA, IO akTaM Ha CPOK HE 6onee
IIIECTH MECSIIIEB.

[Ipu HeoOXOOUMOCTH CPOK HCIIOJIb30BaHHsA JOKYMEHTOB MOXKET OBITH
IIPOJUIEH.
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8.2. BeimaHHBIE [ela PETUCTPUPYIOTCS B JKypHale BBIIAUH €N, B KOTOPOM
IIpe/lyCMaTPUBAIOTCS Tpadbl ISk IOAIUCEH B IIOJYIEHUN 1 [IPHEME JICIa.

8.3. PaGoTHuMKH oOpraHusaiid o00s3aHBl obecre4nBaTh COXPaHHOCTH
ITOJyYEHHBIX BO BPEMEHHOE TII0JIb30BaHME JOKYMEHTOB (men) Ha OyMa)KHOM
HOCHTENe W HCIONB30BaTh MONYYEHHYH HH(GOPMAIMIO B CIy)KEOHBIX LEIAX B
COOTBETCTBHM C TPeGOBAaHMAMM JIOKABHBIX HOPMATHBHBIX aKTOB. 3alpeliacTCs
Tepeiada MoJTyueHHbIX JOKYMEHTOB WIIM UX KOTIHH HHBIM JIMLaM.

8.4, UzpsaTue (BHIEMKA) JIOKYMEHTOB, 00pa30BAaBIIMXCS B AEATEIBHOCTH
OpTaHU3aIUH, [IPOU3BOJHUTCA B COOTBETCTBHU C 3aKOHOJATEBCTBOM Poccuiickoit
denepaluy.

V3bsTre (BBIEMKA) JOKYMEHTOB ITPOM3BOMTCS Ha OCHOBAHHM ITMCHbMEHHOTO
pacmopskeHuss  (IIOCTAHOBJIEHMS) — COOTBETCTBYIOIIEro  OpraHa —BIAcTH  C
paspeleHys PyKOBOIUTENS OPraHU3aIluy WM HHOTO YIOTHOMOYEHHOIO UM JIHI@
C M3BEIICHHEM PYKOBOIUTEIIS TOAPaA3AeNICH s, TOKYMEHTEI KOTOPOIrO H3bIMAIOTCS.

®akT u3bATHS (BBIEMKH) JOKYMEHTOB (UKCHpyeTcs B IPOTOKOIE (aKTe)
M3BATHS (BBIEMKH) JOKYMEHTOB, KOTOPBIA COCTAaBIACTCA HE MEHEE 4Y€M B JABYX
SK3EMIUISpaX W  MOINUCBIBAETCA  YIOJHOMOYCHHBIMH  IIPEACTABUTILIMH
OpraHM3allid ¥ COOTBETCTBYIOIIENO TOCYJapCTBEHHOrO Oprama. K mnportokory
(axTy) mpusIaraeTcs OIUCh (PEECTp) U3BATHIX JIOKYMEHTOB (mem).

ITpy U3BHATHHM IOJIMHHUKOB JOKYMEHTOB B JJIO MOMEINACTCs 3aBePeHHAA
KOMMsI IOKyMeHTa, Ha O00OpOTe KOTOpOM YyKa3bIBAaeTCAd OCHOBAHWE H3BATHA
[IOIUTMHHKKA, CPOK BO3Bpara, haTa M IIOANKMCH pabOTHHKA, OTBETCTBEHHOTO 3a
GopMupoBaHUe U/UIK XPaHEHHE [ena.

[ToAMMHHUK JOKyMEHTA, M3BSATHIA M3 Jiela Ha OCHOBE COOTBETCTBYIOLICTO
peIleHys, TTocie PACCMOTPEHHS ¥ PELIEHIs BOIIPOCa, BO3BPAILACTCS B €10, TP
5TOM KOTIHS, TIOMEILEHHAs B 1€]10 BMECTO IOIJIMHHIKA, U3BIMACTCH.

IX. M3roroBJjieHne, y4eT, HCIOIb30BaHHEe H XPaHEHHE neyarei,
IITAMIIOB, 6,JIAHKOB JOKYMEHTOB, HOCHTeJIel 3JIEKTPOHHBIX noanuceu

2.1. branku OpraHU3alMOHHO-PACIIOPSIUTEIbHBIX JIOKYMEHTOB
pa3pabaThIBAIOTCS CIELUATHCTOM, OTBETCTBEHHBIM 3a JEIONPOU3BOJICTBO 1 ApXUB.
Buisl 671aHKOB OpraHM3allOHHO-PACIIOPSTUTENBHBIX JOKYMEHTOB 3aKPCIICHRI B
HACTOSIIeH HHCTPYKIIUH, YTBEPKIEHHON PyKOBOJUTETIEM.

9.2. B opraEuzaudy [ IOATOTOBKH JOKYMEHTOB  HCIIOJIB3YIOTCA
5IeKTPOHHBIE [MAOJIOHBI OaHKOB. biIaHKH OpraHM3alHOHHO-pacIOpAIUTENbHBIX
[OKYMEHTOB, NPUMEHsEMble B OPraHW3allid, HE MOTryT I€pefaBaThCA NpYrviM
OpTaHM3aLHUSM, JOJDKHOCTHBIM U QU3HIECKHIM JIMIAM.

9.3. OTBEeTCTBEHHBII 3a JEJIOMPOM3BOJACTBO M apXWB OCYIICCTBIACT
KOHTPOJb 3@ IIPaBUIIBHOCTBIO HCIIOJB30BAHUA 0JIaHKOB  OpPTaHMU3alMOHHO-
pacmopsiIUTENbHEIX JOKyMEHTOB.

9.4. TledaTh - YCTPOMCTBO, COepXKallee KIHIIC MMEUATH IS HAHECCHHA
OTTHCKOB Ha Oymary. llITamm - YCTPOKCTBO NPSMOYTOIBHOM dbopmel I
IIPOCTABIEHHs] OTMETOK CIIPABOYHOrO XapakTepa O IOMy4eHHH, PErMCTPaLliH,
IPOXOYKICHUH, UCIIOJHEHHN TOKYMEHTOB | JIP.
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[lewyaTs «AnMHHHECTpaLys KpacHOSPCKOTO cenbeKoro moceneHust OMCKoro
MyHHIMIAIbHOTO paifoma OMckod ofmactu» ¥ IITaMI ¢ (hakCUMUIBEHBIM
BOCIIPOM3BEEHNEM MOANMCH ['71aBbl TMOCENeHUs YUHUTBIBAIOTCH, XPaHATCA U
TIPOCTABJIAIOTCS BEAYIIMM CIIENHANTUCTOM AIMUHACTPAlUM, OTBETCTBEHHBIM 32
JIETIOTIPOU3BOACTBO U apXHB.

MacTHYHBIE I[Ie4aTd HKCIIONB3YIOTCS [ OTMETOK O  TONy4YCHUH,
PETUCTPALH, TIPOXOXKIEHUH U KOHTPOJIE JOKYMEHTOB.

9.5. IleyaTd W IUTAMIBl YYUTHIBAIOTCS CIICIHAINCTOM AIMUHHUCTPALUH,
OTBETCTBEHHBIM 3a JEJONPOM3BOACTBO M apXWB, B XXypHaJle ydera IeYaTed U
IITaMIIOB.

M3roToBneHue mevyaTedl ¥ INTamMIoB B AIMWHHUCTPAIMH OCYIIECTBIIACTCA
OTBETCTBEHHBIM 34 JCIOPOM3BOCTBO U apXUB [0 3asBKe, yTBepKIeHHOH [ 1aBoi
[TOCEJIEHHs], B OPraHW3AIUAX, UMEIOIIUX CEPTH(QUKAT HA COOTBETCTBYIOLINH BUJI
IESTETHLHOCTH.

9.6. KoHTponp 3a mpUMeHEHHEM IeYaTeil ¥ IITaMIIOB, OTBETCTBEHHOCTD 3a
3aKOHHOCTh MCIIONB30BAHMS U HAAEeXKHOCTh XpaHeHWs Bo3jaraercs Ha [aBy
TTOCEJICHHUS.

[leuaTd ¥ IOTAaMIOBl BBLIAIOTCS JUIS  KCIIOJB30BaHUS — PabOTHHKAM,
OTBETCTBEHHBIM 32 WX MCIIOJIL30BaHUE U XpaHEHHUE 0] MOIIIUCE B XXypHaJe y4eTa
mevaTeffi W IUITAMIIOB. YdYeT TIedyaTed U INTAaMIIOB OpraHu3aluyd  BEOCT
OTBETCTBEHHBIH 3a JAeONPOM3BOACTBO U apXUB PaOOTHUK.

9.7. 3ampemaercs IepefaBaTh NeYaTH W IITAMIIBl IIOCTOPOHHHMM JIMIAaM U
BEIHOCHTH WX H3 CIyXKeOHBIX IMOMEIleHHH AIMUHHCTpauu 0Oe3 pa3pelleHHs
I"'naBBI moceneHus.

[leyaTy ¥ IITAMIBl XpaHATCA B ceifpax WIM MeTalIMYecKuxX mKkadax. B
Cllydae yTepH IedyaTH WIX INTaMia pPabOTHWK, OTBEYAIONIMH 3a MNPUMEHEHHC
meuareil ¥ IITAMIIOB, He3aMeUTHTENIBHO cooburaet 06 3toM I'maBe mocenenust. I1o
pe3yJbTaTaM CIy)keOHOH NpOBEPKM BHHOBHOE JIMIO HECET OTBETCTBEHHOCTH B
COOTBETCTBHH C 3aKOHOAATEIHCTBOM.

0.8. VHMUTOXEHHME IedyaTed ¢ IUTAMIIOB OCYIIECTBIISICTCS IIyTEM
M3MENBUEHNST W IPOU3BOAUTCS IO aKTy, COCTaBIEHHOMY KOMHCCHEH, COCTaB
KOTOPOI yTBEPXKIAeTCs IPABOBBIM aKTOM AIMUHUACTPALMU

9.9. Jlns o6MeHa SIeKTPOHHBIMH JOKyMeHTaMH mocpenctsom M3JIO B
OpraHu3aliyl JIOJDKHBl ~ MCIIOJIB30BAThCS  yCHJICHHBIE KBaTU(UIIIPOBAHHEIE
snexTpoHHEle Toamick. CocTaB JOKHOCTHBIX JIUI ¥ PaOOTHUKOB OPTraHM3alyy -
BANeNbleB  YCHICHHBIX — KBANMM(HIMPOBAHHEIX  SJIEKTPOHHBIX — IOIITHCEH
OIpEENseT PyKOBOAUTEb OpraHU3aIuH.

DeKTpoHHBIN AoKyMeHT B COJ] opranusanuy, [I0ANHCaHHBIN BIIEKTPOHHOHI
[TOJ(TACHI0, TPU3HAETCS PABHO3HAYHBIM JOKYMEHTy Ha OyMaKHOM HOCHTEIE,
TIOIIIMCAHHOMY COOCTBEHHOPYYHOH MOAIMKMCHIO M HMEET OIMHAKOBYHO C HHM
FOPHAMIECKYIO CUILY IIPU OJHOBPEMEHHOM COOJIIOICHHH CIIETYIOIINX YCIIOBUM:

KJTFOY TIOJAMMCH, OTHOCSIIMNCA K KOHKPETHOH JIIEKTPOHHOHN ITOAINHCH, Ha
MOMEHT MOJIACAHHUS 3JIEKTPOHHOTO IOKYMEHTa SBISETCS JCHCTBUTEIBHEIM
(ZOCTOBEpHBIM), HE YTPATUI CUITy (HE OTO3BaH);
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MOATBEPXKIEHA IOMIMHHOCTh 3JEKTPOHHOM MOANMHUCH B 3IICKTPOHHOM
TIOKYMEHTE;

1aTa ¥ BpeMs cO3IaHus dJIEeKTPOHHOH moamucu 3adukcuposansl B COJL;

3IIEKTPOHHAS TTOIIUCH UCIIONB3yeTCs B COOTBETCTBUH C yCTAHOBJICHHBIM B
OpraHW3allii  paclpelelleHHeM  IIpaBa  IIOAMKCH  JOKYMEHTOB  MEXIY
IIOJDKHOCTHBIMH JTUIIAMU U PaOOTHUKAMU.

OTBETCTBEHHBI 3a [ENIONPOU3BOJICTBO ¥ apxXWB pPabOTHUK BEIET y4eT
KII0Yell  JJIEKTPOHHBIX — IMOANKCeH B CIIEIMalbHOM JKypHane. Beimava
MaTepHalbHBIX HOCHUTENIeH 3JIEKTPOHHOM HOANMCH W WX BO3BpAT IO MCTEUCHUN
CpOKa JIeHCTBHUsI OCYINECTBIISETCS O/ MOAIKCH PaOOTHHKA B XKypHAIE.
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IlpuyaokeHus:

®OPMA BJIAHKA mnocra"osienus AnMuHUCTpanud KpacHOSPCKOTO CeIbCKOT0
nocenerrs OMCKOTO MyHHUIIUIIAIBHOTO paioHa;

®OPMA BJIAHKA pacnopsbkenus AnMuHACTpaimud KpacHOSPCKOro CelbCKOro
nocenenus OMCKOTO MyHHIIUIIAIBHOTO paioHa,

®OPMA BJIAHKA pemernus Cosera KpacHOSPCKOTO CEIBCKOIO TMOCETECHHS
OMCKOTO MYHHUIIUIIATIBHOIO paioHa,

®OPMA BJIAHKA npotokoia,

®OPMA BJIAHKA nuceMma;

O6pasery oQopMIIeHHs MpaBoBOro axta AjmumucTpaiuu KpacHospcekoro
cenpekoro noceaeHuns OMCKOT0 MyHUITUITATEHOTO PaioHa,

O6pasern ohopMIIeHHs IIOJHOTO IIPOTOKOA,

O6paszelr ohpopMIICHH KPATKOTO IIPOTOKOJIA;

OBGPA3ELl O®OPMIJIEHM nuceMa;

OBPA3EL O®OPMJIEHMS akra;

OBPA3EL] O®OPMIJIEHU S noknaaHOM 3aUCKY,

OBPA3BEL] O®OPMJIEHUS TtenerpamMsl B AnMuHHCTpauwu KpacHOSPCKOTo
cenbckoro ToceieHns OMCKOro MyHwuimmnainbHoro —paifona, OBPA3EL]
O®OPMJIEHUS Ttenedonorpammel B AnMuHHCTpauuu — KpacHospcKoro
cenpeKoro nocesenus OMCKOT0 MyHUIIUIIATIBHOTO PaioHa,

[TPUMEPHbBIV ITEPEUEHD HeperucTprpyeMbIX BXOISIIUX JOKYMEHTOB,;
T[TIPUMEPHBIN ITEPEUEHD yTBepKIaeMbIX JOKYMEHTOB;

[TPUMEPHBIN ITEPEUEHD 10KyMEHTOB, 3aBePsIeMBIX I1€YaThIO;

®OPMA cBoaHOIl HOMEHKIATypsl el ApnvunHcTpauuu KpacHOspCcKoro
cenpckoro nocesienus OMCKOTO MyHUIUIIATIBHOTO PaioHa,

®OPMA 06710XKH fena HOoCTOSHHOTO (CBBIIe 10 J1eT) XpaHeHu,

®OPMA nucTa-3aBEpUTEN ALIa;

OOPMA BHyTpeHHEH OIIUCH JOKYMEHTOB JeJia;

®OPMA axTa O BBIJEIEHHH K YHHYTOXXEGHHUIO ITOKYMEHTOB, HE IIOIJIEXKAIIMX
XPaHEHUIO;

®OPMA omucu 1efl MOCTOSHHOro, BpeMeHHoro (cBbime 10 JIeT) XpaHeHus ¥ 110
JTUYHOMY COCTaBY;

®OPMA >xypHala perucTpaliy IIOCTyIaromuX fokymentos, DOPMA

KypHaJla PErUCTpaly OTIPAaBIIAEMbBIX TOKYMEHTOB
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ITpunoxernue Ne 1
K VIHCTpYKIIMH 110 ISTIONIPOU3BOJACTBY

®OPMA BJIAHKA
IOCTAHOBJIEHMA A IMUHUCTpaIK KpacHOSPCKOTO CelbeKOro noceeHis OMCKOro MyHHIMIaTbHOTO paitoHa

AJIMAHUCTPAIIAS KPACHOSIPCKOI'O CEJIbCKOI'O ITIOCEJIEHHA
OMCKOT'O MYHUIIMITAJIBHOT'O PATOHA OMCKOM OBJIACTI/I

IMMOCTAHOBJIEHHME

IMpunoxenue Ne 2
K VIHCTpYKIUH 110 OETOIPOU3BOJICTBY

®OPMA BJIAHKA
pacriopskeHns AIMUHUCTpALKH KpacHOSPCKOro CEIbCKOro noceerust OMCKOro MyHHIHIATBHOTO paiioHa

AJIMHAHUCTPAIIMA KPACHOSIPCKOI'O CEJIbCKOT'O HOCEJIEHWA
OMCKOT'0O MYHUIIMIIAJIBHOT'O PATOHA OMCKOM OBJIACTH

PACITIOPSI’KEHHE

[Mpuoxernue Ne 3
K VIHCTpYKIUH TI0 IEIOIPOU3BOICTBY

®OPMA BJIAHKA
Pemenus CoBeTa KpacHOSPCKOTO CEMBCKOTro ToceseHust OMCKOro MyHALMIIAIBHOTO patioHa

COBET KPACHOSIPCKOI'O CEJbCKOTI'O IIOCEJIEHUS
OMCKOT'O MYHHUIIUIIAJIBHOT'O PATOHA OMCKOM OBJACTH

PEINNEHHUE
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[Mpunoxenue Ne 4
K MHCTpYKIUY O IETONPOU3BOIACTBY

O®OPMA BJIAHKA
MMPOTOKOIA

AIMUHUCTPAIIMA KPACHOSIPCKOTI'O CEJILCKOT'O HNOCEJIEHMA
OMCKOI'O MYHUITMITAJIBHOI'O PAMOHA OMCKOU OBJIACTH

IMIMPOTOKOIJ

3ACCHAHHUA veveecerecccsscssscsscse

oooooooooooooooooooooooo eeoesc00sevenvcrooe

Ne

[Tpunosxerue Ne 5
K VIHCTPYKITHH 0 AETOIPOU3BOJICTBY

®OPMA BJIAHKA
MmichMa A IMHHACTpAIMH KpacHOAPCKOro CeNbeKOro nocenerus OMCKoro MyHHUIMITATEHOTO paiioHa

AJIMUHUCTPALIMS
KPACHOSIPCKOI'O CEJBCKOT'O
IOCEJIEHUS OMCKOI'O
MYHMITATIAJIBHOT'O PATOHA
OMCKOM OBJIACTH

Jlenuna yi., 8, c.KpacHospka,
Owmckuit patton, Omckas o61acTs, 644510
(3812) 71-8-08, bkrasnoyarka@yandex.ru

Ne
Ha No oT
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[Tpunoxerne Ne 6
K THCTpYKIIUH 10 IEOIPOU3BOJICTBY

OBPA3EL] O©®OPMIJIEHKA
IPaBOBOro akta AIMUHUCTpanud KpacHOAPCKOT0 CETBCKOTr0 MOCEIECHUS
OMCKOT0 MYHHUIUIIATEHOTO paiioHa

AJIMUHHACTPAIIMSI KPACHOSIPCKOTI'O CEJIBCKOI'O HOCEJIEHMAA
OMCKOI'O MYHUIIUTTIAJIBHOT'O PAMOHA OMCKOM OBJIACTH

PACITIOPAKEHUE

« » 2019 No

06 yTBepxxneHuy MHCTpyKIIMH
I10 TeJIOTIPOM3BOACTBY

1. YTBepauTh npuiaraemyto VHCTPYKIIHIO 110 [€NONPOU3BOLACTBY B AIMUHHUCT-

DIELTII oo o oo €556 0 B 4450 D038 4 8 1 9
2. PacmopsokeHHEe AIMUHHCTPALIAM .vouvinrennenrrrenesueresenneanesnerneniorueees
oT ___ N "O6 MHCTpyKIIUH " IpU3HATH YT-
paTUBLINM CHUILY.
3. Kourpoms 3a  HCIOJHEHHEM  DACIOPHKEHHS  BO3JIOXKHUTH  HA

----------------------------

I'maBa cenbCKOro mMOCeIeHUs N.0O. amunusg
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[Tpunoxenue Ne 7
K MHCTPYKIIUH 1TO TETOIPOU3BOICTBY
OBPA3EL] O®OPMJIEHMA

IIOJTHOTO IMPOTOKOJIa 3aCCaAaHus CoseTta

COBET KPACHOSIPCKOI'O CEJIBCKOI'O HOCEJEHHUSA
OMCKOI'O MYHHIITUITAJILHOT'O PAHOHA OMCKOM OBJIACTH

MPOTOKOJ

3aceaHus ceccur CoBeta KpacHOSPCKOT0 CEIBCKOTO ITOCEIEHHUS
OMCKOro MyHHUIIAITATEHOTO pationa OMcKoi obnactu

« » 20191 Ne

IpencenarenscTBytoumi, npencenarens Cosera — @amunug M.O. — I'masa Kpac-
HOSIPCKOTO CEJIBCKOTO ITOCEJICHHUS

Cekperaps — ®amunus 1.0.

N36pannbix gemyratoB - 10

[TpUCYTCTBOBAIH: 8

nerrytatel CoBera ®.1.0., 1.0, U0, ©.N.O., ®.N.O., ©.N.O., ©.N.O.,
®.1.0.

OTcyTCTBOBAIIHU: 2

nerytatel Cogeta  ©.11.0., ©.1.0.

[Ipurnaménnele:
ey cienuanuct ©.1.0.

KBopy™m umeercs.

[TPOEKT ITOBECTKMW JIHA:

1. O Mepax 1o peaiu3aliyd MyHULUIIAIBEHOH LEIeBOU IIPOTPAMMEI ...
TNoxnan I'maser KpacHosipckoro cenbekoro nocenenus @amunus H1.0.
Z D+ e s s s o e A 8055

I'OJIOCOBAJIM: 3a yTBep K I€HNE TOBECTKU AHS COTIACHO IIPOEKTY:
3a-—28;

IIpotus — 0;

Boznepxanuce —0.

PEIINJIN: yTBepaIuTh IIOBECTKY IHS COIJIACHO IIPOEKTY.
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IMMOBECTKA JTHS:

1. O Mepax 10 peau3aliy MyHULUIAIBHON 1EJIEBOM IIPOTPAMMEI ...
Hoxnan I'maser KpacHosipckoro cenbekoro nocenenus @amunus 1.0,

Zi T v asnws swsns swan covsa sowws wewsn svos

1. CJIVIHAJIM: @amunus M.O. - TeKCT NOKJIana NPUIaraeTcs WIKA HU3J1araercs
KpaTKOe COAEPIKAHUE BBICTYIIJIEHHUS
BBICTVYIINJIA:
@amunus M.0. - kpaTkas 3alKich BEICTYIITIEHUS
Gamvmmus N.0. - kpaTkas 3aIUCh BEICTYIIEHUS
I'OJIOCOBAJIM: 3a permieHue:
«3an- 8; «IIpotus» -0; «Boznepxanucb»- 0.
PEIIWJIN:
1.1.
1.2. .
2. CJIVIIIAJIA:
BBICTYIINJIA:
OJIOCOBAIJIM:
PEITMIIA:

[TpencenaTenbCTBYOIIUN IMonmnucs N.0. Gammnus

Cexkpetapb [Tognuce N.0O. ©amunus
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[Mpunoxenue Ne 8
K VIHCTPYKIIUY IO JETOPOU3BOJICTBY
OBPA3EI] O®OPMIJIEHUA
KPaTKOTO IIPOTOKOJIA

AIMAHHUCTPALNS KPACHOSIPCKOI'O CEJILCKOI'O IIOCEJIEHNSA
OMCKOI'O MYHUIIMTTAJIBHOT'O PAUOHA OMCKOMH OBJIACTH

IMPOTOKOI

cosemanus y ['maBel AqMuHUACTpaluu KpacHOSIPCKOTo CebCKOT0 MOCENeHHS
OMCKOro MyHHIUTIATBHOTO paifoHa OMcKol o0nacTu

« » 2019 Ne

I'maBa Agmuauctpanuu — @amumnus 1.0.
CekpeTaps - Bemyummit cennanuct @amunusg H1.0.

I[TpucytctBoBai: ®amunust 1.0., ®amunug 1.0., @amunus H.O.

1. O0 UCIIOTHEHUHN PACTIOPKEHUM .ooovvvrvvvnrirvinnnriinnnn,

(Gamuaus 1.0., @amuus 1.0., Gamumus 11.0.)
1. ITpuHSTE K CBENCHHUIO ...

2. O HOATOTOBKE ...

(®amunus N.0., @ammnus 1.0., @amuus 1.0.)

2. YCTaHOBHUTE ...

['maBa AIMHUHHUCTpaLAH N.0O. ®amunus
CekpeTtapb N.O. bamunus
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[Tpunoxenue Ne 9
K VIHCTPYKIUH 110 AEIOMPOU3BOICTBY

OBPA3EL] O®OPMIJIEHUA
IIACbMa
AJIMHUHUCTPAITAA JIupexTopy -.....
KPACHOSIPCKOT'O CEJIbCKOT'O Paruumis O,
IHOCEJIEHUA OMCKOI'O
MYHUITUITAJIBHOT'O PAMLOHA

OMCKOIT OBJIACTH IlouToBBIH a/pec

Jlenuna yi., 8, c. KpacHosapka,
Owmckuit patton, Omckas o6macTs, 644510
(3812) 71-8-08, bkrasnoyarka@yandex.ru

Ne

Ha Ne

O mpoBeJeHUN Ha TEPPUTOPHH ...

VBaxkaeMmbii Ims1, OtgecTBo!

--------------------------------------------------------------------------------------------------
--------------------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------------------

I[Mpunoxenue: AHKeTa Ha 2 JI. B 1 9K3.

C yBakeHHEM,

I['1aBa celbCKOro IOCEICHUA n.0. ®amunug
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Ipunoxenue Ne 10
K VIHCTpYKIIUK 110 J€TOTIPOU3BOACTBY

OBPASEI] O®OPMIJIEHU
aKTa

AJMUHUCTPALIAA
KPACHOSPCKOI'O CEJIBCKOT'O
INOCEJIEHHAA OMCKOI'O
MYHUIIAIAJBHOTO PATOHA
OMCKOM OBJACTH

AKT
28.08.2019 Ne 1

O IPOBEJACHNHU WHBECHTAPHU3aAIINN

OcHoBaHue: pacrnopshkeHue AIMHHUCTPAIUH ......... ot 30.07.2019 Ne 54
(O 5101021501 (535171 S »
CocraBnen: HauMeHoBaHKEe NoKHOCTH DPammnusg M.0., HauMeHOBaHKEe TOJDKHO-
ctu @amunusg 1.0., HauMmenoBanne gomkHoctd Pamuius U.0.

10 aBrycra 2019 roma B xoie NpoBedeHWs] WHBEHTAPH3ALMK BEHISBJIEHO:

Iloonuce N.0. Gamunus
Iloonuce N.0O. Gamunus
IToonuce HN.0. ®amunus
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[Tpunoxenne Ne 11

K VHCTpyKIIUH O AETONPOU3BOACTBY
OBPA3EIL] O®OPMJIEHHA
JOKJIaIHOM 3aIlIHCKHU

Benymuii cienuanuct-Oyxrantep ['maBe AqMUHHCTpALUU

N.0. Gamunus KpacHosipckoro
CEJIBCKOTO MOCEIICHUS

JAOKJIAJHASA 3AITACKA ®ammms 1.0.

15.11.2016 Ne 1

OO0 yBenmuYeHUH IITAaTHON
YHCIIEHHOCTH aIMUHUCTPALIIN

B ¢Bsi3u cO 3HAUUTENBHBIM YBCJIMYCHUEM .........
mpoury Bac u3pickaTh BO3MOYXHOCTD YBEIIUYUTh IITATHYIO YUCJICHHOCTh aIMHUHU-

CTpaluy Ha OAHY HOJDKHOCTS.........

JIuunas noonucoe N.0. damunus
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[Tpunoxernne Ne 12
K VHCTPYKIIUH 10 IEJIOIPOU3BOLACTBY

OBPA3EL] O®OPMIJIEHMA
TeJerpaMMbl B AIMIHUCTpauy KpacHOAPCKOTO CENBCKOT0 MOCETICHUS
OMCKOTr0 MYHULIMIIAJIILHOTO paiioHa

Anpec
TEJIETPAMMA
Tewer
Ne

HanMEHOBaHHUEC NJOJDKHOCTH JIU9Has InoAIINCh HWHHUIHUAJIBI, (baMI/IJII/ISI

Anpec
ApmunucTparus KpacHOSPCKOIo CelIbCKOIro ITOCETEHMS
OMCKOro MyHHIMIIATBHOTO paliona OMCKo#i o01acTh JaTa oTmpaBieHus

OBPA3EL] O®OPMJIEHM
TeneoHOrpaMMBbI B AIMUHUCTpanul KpacHOAPCKOTo CETbCKOTO MOCEICHUS
OMCKOT0 MYHHIIMITAJIBHOTO paiioHa

Anpecat
TEJJE®OOHOI' PAMMA

Texct

HanMEHOBaHHUEC JOJIDKHOCTH JINYHAaA IMOAIINCH HHHUITHAJIBI, (baMI/IJII/ISI

[TpwHsIT: HAUMEHOBaHKUE JOJDKHOCTH bamunus T.

Hepenan: HanMEHOBaHHE NJOJIXKHOCTH (I)aMI/IJII/IH T.

Bpewms nepenaun: 4acoB MUHYT
Jlata nepengayu:
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[Tpunoxenne Ne 13
K MHCTpYKIIUH 110 AETOIPOU3BOACTBY

MNPUMEPHBIN NEPEYEHD
HeperucTpupyeMbIX BXOAAIMINX JOKYMEHTOB®

1. IlpurnacutenbHble OWIETHI, NPUIVIALIEHUS, [1O3APABUTEIBHBIE IIMCbMa H
TeJlerpaMMBl, 0J1arolapCTBEHHBIE ITACHMA.

2. ®opMel U O1aHKY, B TOM YHUCIIE CTATUCTUYECKON ¥ HHON OTYETHOCTH.

3. CBOIKH.

4, CooOmieHusl 0 3aceaHUsIX, COBEIIAHMUSIX WU IOBECTKAaX OHA, IPOrpaMMEI
KoH(epeHIIUH U COBEIaHuH.

5. Tleuatnsie u3gaHus (KHWTH, Ta3eThl, XypHAaJbl), KaTaJIOTH, TeXHUYECKas
JINTEpaTypa, TEMaTUIYeCKUe U ClelialibHble COOPHUKHY, IIJ1aKaTEL.

6. PexsiaMHbIe MaTepHabl.

7. T'paduky, 3asiBKU, HAPSAABI, Pa3HAPSIKH.

8. YueOHble IIaHbl, IpOorpaMMEI (6e3 COITPOBOIUTENBHBIX ITHCEM).

9. JIoKyMeHTHI Ha MHOCTPAHHBIX SI3BIKaX 0e3 mepeBoja.

10. ITnaHel, OTYETE, APYTHE HJOKYMEHTHI HH()OPMALMOHHOIO U CIIPABOYHOTO
xXapakTepa.

11. Byxrantepckue TOKYMEHTEL.

12. AukeTsI (pe3toMe), HaIlpaBIIIeMbIe B LIENIAX TPYA0yCTPOHCTBRA.

13. ’OCT5I, TeXHUYECKHE PETrIaMeHThl, PyKOBOLAIIME U OPYTHe JOKYMEHTEI
10 TEXHUYECKOMY PEryJIUPOBAaHUIO U CTAHIapTH3AIIKH.

14. ToxymeHTBI (IIpOEKTHI JOKYMEHTOB), TpeOyIoIlie NOANMCaHus (COraco-
BaHUs, YTBEP)KICHUS) U MOCIIEIYIOIEro BO3Bpara.

15. KoppecnoHaeHIys, aapecoBaHHasi pabOTHHKAM OPraHHM3alluH ¢ TOMETKOH
(JTAIHOY.

16. OTnenbHBlE BHOBI KaIPOBEIX IOKYMEHTOB (IpadMK¥ OTILyCKOB, Tabeiu
y4yeTa pabodero BpeMeH! U T.1I.).

*Ecmu YKa3aHHBIC JOKYMEHTEI IIOCTYIIHIH C CONPOBOAUTEIILHEIM ITHCHbMOM, TTHCbMa PETHCTPH-
PYIOTCA B MOPAAKE, YCTAHOBJIICHHOM I/IHCTp}’KHI/Ieﬁ IO OCJIOMPOU3BOACTBY
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[Tpunoxenue Ne 14
K VHCTpYKIUH 110 NETI0IPOU3BOLICTBY

MPUMEPHBIN IEPEYEHD
yTBep:KAaeMbIX JOKYMEHTOB

AKTBI (HpOBepOK, peBHBHﬁ; CIIHCaHMs, S3KCIIEPTU3EI; JTUKBUAAIINN OpTraHKn3a-

['paduxu paboT, OTILyCKOB, CMEHHOCTH.

WHCTpyKIUHY, JOIDKHOCTHBIE HHCTPYKITHH.

KnaccudukaTops! HGOpMaIWK, JOKYMEHTOB.

Meroaudeckre peKOMeHIAUH, METOAUIECKHE YKa3aH!sl U METOUKH.
HomeHkiraTypa el OpraHu3alim.

HopMBI 1 HOpMATHBEI (BpeMEeHH, YHCIEHHOCTH PaOOTHUKOB, PACXOBI ChIPhS

¥ MaTepHUaJlOB, 3JIEKTPOIHEPIUN).

8.

OmmcH fien (TOCTOSHHOTO, BpeMeHHBIX (cBbIlIe 10 J1eT) CPOKOB XpaHeHUS U

10 TAYHOMY COCTaBY).
9. Tlepeunu (oMKHOCTEH, OpraHU3aLHil, BUIOB HHPOPMAINH, JOKyMEHTOB).
10. TTonoxeHus (0 moapasaeeHusX, IPeMAPOBAHHH, ATTECTALUN).
11.TTopsnxu.
12. IIpaBuina.
13. PeryiaMeHTEI.
14. Ycrassl.
15. YuuduimpoBaHHble GOPMBI JOKYMEHTOB.
16. IlITaTHOE pacnucaHue.
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[Tpunoxxenue Ne 15
Kk VIHCTpYKIIAH 110 NETOIPOU3BOJICTBY

IMPUMEPHBIN IEPEYEHD
AOKYMEHTOB, 3aBepPseMbIX Ne4aThI0

1. ApxwuBHas cIIpaBKa.

2. AKTel (MpHeMa 3aKOHUEHHBIX CTPOUTENBCTBOM OOBEKTOB, 000pYyIOBaHUS,
BBITIOJTHEHHBIX paboT, CITUCAHUS, SKCIIEPTU3HI).

3. Komuu ¥ BEIMUCKU U3 TOKYMEHTOB, BEIAABAEMBIX IS IPEJCTABIEHUS B IPY-
r'yie OpraHu3aluu.

4, OOpas3Ibl OTTUCKOB MevuaTeil 1 noanuceld paboTHUKOB, HMEIOIIUX [IPaBO CO-
BepIIaTh (PMHAHCOBO-XO35HCTBEHHOH OIlepaliH.

5. Topyuenus (OromxeTHble, OaHKOBCKME, IIEHCHOHHBIE; IIIATEXHbBIE, WHKAC-
COBBIE B OaHK Ha TOJyYeHHe HHBAIIOTEI CO CUETOB, IEPEBOJ] BAJIIOTHI).

6. IlpenctaBnenus u xonaTaiicTBa (O HarpakAeHHU IOCYIapCTBEHHBIMU Ha-
rpagaMi | IPEMISIMHU).

7. Peectpsl (UEKOB, TOPYUESHUH, IPEACTABIISIEMBIX B OaHK).

8. CmpaBku (0 J10ox0aX (U3WIECKUX JIUI, O BBIIIATE CTPAXOBBIX CyMM, O Oa-
JIAHCOBOM CTOMMOCTH OCHOBHBIX (DOHIOB, IO TNEPCOHU(DUUUPOBAHHOMY Y4YETY,
0(hOPMITEHHIO CTPaXOBBIX CBHIETEIBCTB, II0 3aIIpOCaM OPraHM3alyi, 110 JOKyMEH-
Tam, IPEIOCTABISIEMEIM B Cy/JI, - II0 HEOOXOJHUMOCTH).

9. VnmocroBepeHus: pabOTHUKOB.
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[Tpunoxenne Ne 16
K MIHCTPYKIIHH IO IEeTOIPOU3BOACTBY

®OPMA
CBOJIHOM HOMEHKJIATYpBI A€l AIMUHHCTpAl KpacHOAPCKOro CeIbCKOTO MOCETCHU
OMCKOTro MYHUITUIIAIBHOIO PaliOHa

Amvunuctpanus KpacHospckoro
CEJIBCKOTO MOCENIEHUA

OMCKOro MyHUIIUIIAJIEHOTO
paiiona OMcKoit 00nacTu

YTBEPXJAIO

['nmaBa KpacHosipckoro
CEJIbCKOTO TTOCETeHUT

Iloonucoe N.O. Gamunusg
HOMEHKIJIATYPA JIEJI 00.00.0000
Ne
Ha rog
Wnnexc 3aronoBok aeina (ToMa, 9acTH) Komn-Bo nen | Cpoxk xpane- | [Ipumeqa-
nena (ToMOB, "ac- HUS JeTa HUE
Teh) (Toma, 4acTH)
u No crateit
T10 TIEPEYHIO
1 2 3 4 5
Hazpanue pasznena
Benymmi crnenuanucT aiMUHUCTPAIINN,
OTB. 3a JEJIOIPOU3BOICTBO NOONUCH N.O. Gamunus

00.00.0000

COI'JTACOBAHO
[Tpotokon DK AnmMuHHCTpalMK
OT Ne
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Htorosas 3ammce o KaTeropuiax U KOJI-BE OCJI, 3aBE€ACHHBIX B rooy
B aIMHUHUCTpaIu KpacHOSPCKOro CelbCKOro MOCEIeHUS
[To cpoxam xpaHeHUs Bcero |B Tom 4ucre:
HEePEXOISIIIX C OTMETKOH
l|9HKlI
1 2 3 4
[TocTosiHHOTO
Bpemennoro (cBoime 10 jer)
Bpemennoro (0 10 neT BKIIOUHUTEIHHO)
WUTOI'O:
Benymuii crienquaiuct aiMUHUCTPALIUH,
OTB. 3a JeJIOIIPOU3BOICTBO NoOONUCH N.0. @amunus
00.00.0000
Hroroseie cBeeHUS IEPEIaHbl B apXUB
HanmeHoBaHMe JOJDKHOCTU IIEPEAABIIIETO
CBEJICHU ITonmuce Pacmmgposka
IIOJAIIACH

JlaTa
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[MTpunoxenne Ne 17
K VHCTpyKIuH 10 AETO0NIPOU3BOACTBY

OOPMA
00JIOKKH Jies1a TOCTOSTHHOTO (cBhIme 10 j1eT) XxpaHeHus

(HauMeHOBaH¥e MYHHUIIMITATEHOTO apXUBA)

(HauMEHOBaHUE YUPEXKICHH)

IIEJIO N TOM Ne

(3aroyioBOK 11ena)

(Kpaituue gaTsl)

Ha JIACTax
XpaHuUTh
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[Tpunoxenne Ne 18
k MHCTpyKIIUY 10 IETI0NpPOU3BOACTBY

®OPMA
JHCTa-3aBEPUTENIS AeTa

JIMCT-3ABEPUTEJIb IEJIA N

B nerne noamuro u npoHyMepoBaHO 1ucT(0B),

(udpaMm ¥ OPONMUCHIO)
c Ne o Ne , B TOM YHCJIE:
JIATEPHBIE HOMEpPA JINCTOB
[IPONYIIEHHbIE HOMEPA JIUCTOB
+ JIMCTOB BHYTPEHHEH OITUCHU

OcobeHHoCTH GU3UIECKOTO COCTOSHUS ¥ POPMUPOBAHUS Homepa nuctoB
nena
1 2

HanMenoBanue TOKHOCTH
paboTHHKa [Togmuce Pacimdposka nmoamnucu

Jlara
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®OPMA

[Tpumoxenue Ne 19

BHYTPEHHEH OIUCH TOKYMEHTOB JIeJTa

BHYTPEHHAS OITUCH

JNOKYMEHTOB fena N

K IHCTpyKIUH II0 IEOIPOU3BOJICTBY

Nuo/n |Uanekc Hara 3aroyIoBoK Homepa mucto | IIpumeya-
JOKYMEHTa JOKYMEHTa JOKYMEHTa Jerna HUE
1 2 3 4 5 6
Hroro JIOKYMEHTOB,

(uMdpaMt M MIPONUCH)

KosraecTBO TUCTOB BHYTPEHHEN OMUCH

HaunmenoBanue JOJIXXHOCTH JIHNIIa,

COCTaBHUBHIETO BHYTPECHHIOIO OIIHMCH

JOKYMCHTOB OCJIa

Jlata

Ilonnuce

(uMdpaMmt ¥ NOPONUCHIO)

Pacmudposka noanucu
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[Tpunoxxenne Ne 20
K VIHCTPyKLIUHU 110 IENOMPOU3BOACTBY

®OOPMA axta 0 BBIIETIEHHH K YHHUTOKECHHIO JOKYMEHTOB,
HE TOAJIEKAIINUX XPAHEHHUIO

Anvmunnctpanus KpacHosipckoro YTBEPXJIAIO
CEJIBCKOT0 MTOCENeHUs
OMCKOT0 MyHHUIIAITAIEHOI'O
padiona OmMmcko#t obnactu

I'maBa KpacHosipckoro
CEJIbCKOTO IIOCETICHUS

AKT Iloonuce HN.0. ®amunus
Ne 00.00.0000

O BBIACJICHUH K YHHUYTOXCHHIO
HAOKYMCHTOB, HE ITOJICXKAIIINX
XPaHCHHIO

3a ron

Ha ocHoBanuu IlepedyHs THIOBEBIX yIPaBIeHIECKUX apXUBHBIX JOKYMEHTOB,
oOpasyromuxcs B IpoLecce NeSITeIbHOCTH I'OCyIapCTBEHHBIX OPTaHOB, OPraHOB
MECTHOTO CaMOYIPAaBJIEHHSA M OpPraHU3allUi, ¢ yKa3zaHHEeM CPOKOB UX XPaHEHHS
(M,,2010) u yTBepkIeHHONH HOMEHKJIATYPHI A€] OTOOPaHBI K YHHUTOXKEHHIO KaK
HE HMEIOIIHe HAayYHO-HCTOPUYECKONW LIEHHOCTH M YTPATHUBIINE MPaKTHUYECKOE
3HayeHue NoKyMeHThl 3a 2009-2010 rr.

N |3aronosox |[ata Howmepa | Unpnexc nena Komu- | Cpoxku [Ipumeua-
/I | AeJia WH Jerna Wk | OIHUCeH | 1o YECTBO |XpaHEHUS |HHE
IpyNIoBO# |KpaifHue HOMEHKJIaType |Ien Jena
3aroJI0OBOK | JaTHI JeNI WK U HOMepa
zen Ne nena mo crateii 1mo
OIIHCH TIEPEYHIO
1 2 3 4 5 6 7 8
Hroro e 3a TOJIBI
(uMdpaMy ¥ OPONMUCHID)
Omucu ACJI ITOCTOAHHOI'O XpPaHCHHUA 3a roabl YTBCPXKIOCHBI, a IIO

aU4YHOMY cocTaBy cornacoBassl ¢ JIIK Munucrepera KynbTypsl OMCKoO# 06-
JacTH
(IpoTOKOI OT N )

OTBeTCTBEHHEIN 3a
IEJIONIPOU3BOJICTBO U apXUB Iloamuce Pacmmdposka noamnucu
Jlara
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COI''TACOBAHO
[Tpotokon OK
OT No
Z[OKYMGHTBI B KOJIMYECTBE eI,
(LMdpamMmt M NPOMNUCHIO)
BECOM KI' CAaHBI B
(HayMeHOBaHME OpPTaHMB3AaLMN)
Ha nepepa60TKy I10 aneMo-cnaTquoﬁ HaKJIaJHOH OT N

HanmeHoBaH#Me TOHKHOCTH PabOTHHKA,
CHIaBIIIETO JOKYMEHTBI [Tongmuce  PacmmdpoBka mogmucu
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ITpunoxenne Ne 21
K MHCTPYKIMH 110 IETOIPOU3BOICTBY
OOPMA
OTIMCH IIEI TIOCTOSHHOT0, BPeMEHHOTO (CBbIe 10 j1eT) XpaHEHHUS | II0 JINYHOMY COCTaBY

(HaMMEHOBaHHE OPTraHU3AIHH) YTBEPXIAIO

(HauMEeHOBaHUe JTOIIKHOCTH
@ong Ne PYKOBOIUTENSI OpraHU3aIIHHN)

OITHCB Ne

(mommuces)  (pacimmdpoBKa IOIIIKCH)
JleJI TOCTOSTHHOI'O XpaHEHUS

(mara)
3a rong

Hassanwue pasziena (CTpyKTYpHOTO IIOpa3/ielIeH s OPraHH3aIliHy)

No HHJIEKC 3aroJIOBOK Jiej1a KpaifHue Ja- | KOJTUYECTBO IPUMEYaHHUs
n/n nena TEHI JINCTOB
1 2 3 4 5 6
B maHHBIM pa3azit OMUCH BHECEHO en
(uupamu 1 MPOITUCHIO)
c Ne o Ne , B TOM YHCIIE:

JIMTCPHBIC HOMEpA.!

IPOIYIIEHHBIE HOMEPA:

(HanMeHOBaHHE TOJDKHOCTH (moxmuce) (pacumdpoBKa MOAIHCH)
COCTABUTEJISL OITUCH)

(nara)
COI''TACOBAHO YTBEPKJIEHO
[Ipotokon K IIpotoxon JIIK
(HauMeHOBaHUe (HauMEHOBaHUE YIIOJTHOMO-
YEHHOTO
OpraHU3alluN) OpraHa HCIIOJIHUTEIBHOH BIacTh B 00acTu ap-

XHMBHOTO Jie1a, (peJiepalbHOr0 apXuBa)

oT Ne oT Ne
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[Tpunoxenne Neo 22

K MHCTpYKIMH 110 XeOnponu3BOACTBY

©OPMA

KypHaJla pEruCTPalyy IOCTYIAOINX TOKYMEHTOB

Peru- Hara | Jlarau | Ot xoro | HaspaHue BHIa, 3aT0JIOBOK HIIH Anpe- | Otmerka
CTpa- peru- | MHAEKC | IIOCTY- | KpaTKoe COAepXKaHWe JOKyMeH- | caT, | 00 HCIIoj-
IHOH- | CTpa- | MOCTy- | IIHJI JIO- Ta UCIO- | HEHHH U
HBII 189505 Taro- KYMEHT HU- HHJIEKC
HOMEp Iero TeNnb | Aena, IIe
JIOKY- JOKY- | HaXOIHUTCS
MEHTa MEHTa | JOKYMEHT
1 2 3 S 6 9
OOPMA
XKypHaJla pEruCTPAlUH OTIPABISIEMBIX JOKYMEHTOB
PeructpariuonHsrit Jara ot- Anpecat Hazpanuwe | Ucnommwmrens | OTMeTka 06
HOMED IIpaBJICHHUS BH/JIa, 3aro- UCIIOJTHEHUH
JIOBOK MJTH U MHIIEKC
KpaTKoe co- Iiena, Tae
JepKaHue HaXOUTCS
JIOKyMEHTa JIOKYMEHT
2 3 4 5 6




89

COJAEPKXAHHUE
HHCTPYKIIHH 10 AeJI0NPOH3BOACTBY

Ne HanmenoBanue Howmep
CTPaHUIIBI
1 2 3
I | O6mue moJioxkeHust 1-2
OcHOBHbIE NOHATHS 2-4
II | lokyMeHTHpOBaHHE YIIPABJAEHYECKOMH AesITebHOCTH 4
- OJIaHKH TOKYMEHTOB 4-6
- 0hOpMIICHHE PEKBU3UTOB JIOKYMEHTOB 6-21
III | MoarotoBka u oopmMiIeHHE OTAEIbHBIX BHAOB JOKYMEHTOB 21
- JIOK&JIbHBIE HOPMATUBHBIE aKThI 21-24
- pacIOpSIAUTENBHbIE JOKYMEHTEI 24-30
- IIPOTOKOJIBI 30-31
- JIEJIOBBIE (CITy)KeOHEIE MHChMA) 31-33
- aKTBI 33-34
- ToKnaaHas (ciryxebHas) 3amucKa 34
- IeJIOBBIE ITUChMA, HaIIPaBIIsIeMble 3apyOe)KHBIM 34-36
KOPPECIIOHACHTaM
IV | CoriacoBaHHe POEKTOB 10KYMEHTOB 36-38
Iloanucanue (yTBep:KaeHHE) MPOEKTOB JOKYMEHTOB
V | Opranu3anusi AI0OKyMeHT0060poTa 38
- IPHUEM U IepBUYHasg 00paboTKa MOCTYIAIOUINX JOKYMEHTOB 39
- IPEABAPUTEILHOE PACCMOTPEHUE JOKYMEHTOB 39-40
- PETHCTpalLHs ITOCTYIAIOIIKX JJOKYMEHTOB 40-41
- IOPSIOK paCCMOTPEHMSI JOKYMEHTOB U TOBEICHHE JOKYMEHTOB 41
JIO WCTIOJTHUTEIS
- KOHTPOJIb UCIIOJIHEHUS JOKYMEHTOB 42
- paboTa HCIOJTHHUTENEH C TOKYMEHTAMH 42-43
- OpraHu3anys paboTsl C OTIPABICHHBIMU JOKYMEHTaAMHU 43
- PETUCTPaLUs OTIPABIEHHBIX JOKYMEHTOB 43-44
- OTIIPaBKa JOKYMEHTOB 44-45
- YYET U aHanu3 o6beMa TOKyMeHT0060poTa 45
VI | JoxymenTanbHblil pona axmuauctpanun Kpacrnosipekoro 45
ceJIbCKOro mocejieHuss OMCKOro MyHHIIUNIAJIbHOTO paiioHa
Omckoii o6sacTn
Paspa6oTka u Benenne HomeHkJIaTyphl aeqa Cosera n 45-49
agMHHHcTpanuu KpacHosIpCKOro ceibCKOro nocejieHns
OMcKkoro MyHHIIHNAJBHOrO paiiona OMcko# o61acTH
- (hopMHUPOBaHHUE JIENI ¥ UX TEKYIIee XpaHEHHE 49-52
VII | IloaroroBka 10KyMEHTOB H [IeJI K Mepeaade Ha apXHBHOE 52
XpaHeHHe
52-53

- OKCIICPTHU3a ICHHOCTH JOKYMCHTOB
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1 2 3
- IpaBHIIa OQOPMIIEHHS JIe]T ¥ TOATOTOBKA Jel K Iepeade Ha 53-59
apXMBHOE XpaHEHHE
- COCTaBJICHHE OIIUCEH ]I 10 Pe3yNIbTaTaM dKCIIEPTH3EI [IEHHO- 59-60
CTH
- Iepeaaya Jell B apXUB OPTraHM3aI[UU 60-61
- YHHYTOXCHHE JOKYMEHTOB U €] C HCTEKIIUMHU CPOKaMH Xpa- 61-62
HEeHUSI

VIII | Opranu3anus 10cTyna K J0KyMeHTaM H HX HCIO/Ib30BAHKE 62-63

IX | M3roTtoBaenue, yuer, HCNOIB30BAHHE H XpaHeHHe nevarei, 63-65
IITAMIOB, 0;IAHKOB JOKYMEHTOB, HOCHTeJIeH 3JIeKTPOHHBIX
noanucen

X | Hpuaoxenus 66
- npuitoxkenne Ne 1 ©OPMA BJIAHKA 67
NOCTaHOBNEHUST AIMHUHHUCTpAUy KpacHOSpCKOro cerbckoro
nocesiernss OMCKOTro MyHHUIIMIATTBHOTO palioHa
- npunoxenue Ne 2 ®DOPMA BJTAHKA 67
pacTiopsDkeHUst AIMUHUCTpAy KpacHOsSpCKOro cebcKoro mo-
cesrenrss OMCKOro MyHHIIHITATBHOTO paifoHa
- npunoxenue Ne 3 ©OPMA BJIAHKA 67
Pemenns CoBera KpacHosipckoro cenbckoro moceenns Om-
CKOT0 MYHHUIMITAJIBHOTO paioHa
- npunoxenue Ne 4 ®OPMA BJIAHKA mporokoia 68
- npuioxerue Ne 5 ©OPMA BJIAHKA 68
nucbMa AIMUHACTpaIiy KpacHOsSpCKOro cenbeKoro moceeHuns
OMCKOro MyHHIIMIIAJIBHOTO palioHa
- mpunoxenue Ne 6 OBPA3EL] O®OPMJIEHU A 69
IIPaBOBOrO aKTa AIMHHHUCTpannu KpacHOSpcKoro cenbckoro
nocesieHrs OMCKOro MyHUIIHIIATIBHOTO paiioHa
- npunoxenue Ne 7 OBPA3EL] O®OPMJIEHUA 70-71
IIOJIHOTO IIpOoTOKOJAa 3acenanus Cosera
- npunoxenue Ne 8 ObPA3EL] O©OPMIJIEHUA 72
KpaTKOro MpoTOKOJIa
- mpunoxkenue Ne 9 OBPA3EL] O®OPMIJIEHUA 73
UCbMa
- mpuioxenue Ne 10 OGPA3EL] O©OPMIJIEHUA 74
aKTa
- npunoxxenue Ne 11 OBPA3EL] O®OPMIJIEHIA 73
JOKJIaJHOW 3aITUCKU
- npunokenue Ne 12 OBPA3EL] O®OPMJIEHH A 76
TeJIerpamMMbl
- mpuitoxenne Ne 13 TIPIMEPHBIN [TEPEYEHD 77

HEPErUCTPUPYEMBIX BXOISIMX JOKYMEHTOB
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- mpunoxenwe Ne 14 TIPUMEPHBIN [TEPEYEHD 78
YTBEPXKAAEMBIX JOKYMEHTOB
- punoxenwe Ne 15 [IPIMEPHBIN [TEPEUEHD 79
IOKYMEHTOB, 3aBEPSIEMBIX IT€YaThIO
- npunoxenue Ne 16 ®OPMA 80-81
CBOJHOM HOMEHKJIATYPBI Jell
- npusoxenue Ne 17 ©OPMA 82
00JI0XKKH Jiena OCTOSIHHOTO (cBbimte 10 jieT) XpaHe st
- npunoxenue Ne 18 ®OPMA 83
JIMCTa-3aBEPHUTENIS JIENIa
- npuinoxenue Ne 19 ©OPMA 84
BHYTPEHHEN ONHCH JOKYMEHTOB [€eJIa
- nnpusoxenue Ne 20 ®OPMA 85-86
aKTa O BBIIEICHUH K YHUYTOXECHHIO TOKYMEHTOB, HE IIOJJIeKAa-
IIUX XPaHECHHUIO
- nputoxxerue Ne 21 ®OPMA 87
OIIKCH JeJI IIOCTOSHHOI' O, BpeMeHHoro (cBbie 10 jieT) XpaHe-
HUS U 10 JIMYHOMY COCTaBy
- npuioxenue Ne 22 ®OPMA 88
’KypHaJa periCTpalliy IOCTYNAOIINX JOKYMEHTOB
KypHaJl pETHCTPALMH OTIPABISIEMBIX TOKYMEHTOB
Coaep:xanne HHCTPYKIHH [0 A€JTONPOH3BO/ICTBY 89-91




