


YTBEPXIOIEHA

[TocTaHoBJeHVEM AIMMHUCTPALIUU
YIIaKOBCKOI'O MYHULIMIIAJIBHODO

oBpasOBaHUA — AIMUHUCTPALIUU
CeJbCKOTO IlOoCeJjieHUd
N oT «_ » _q2021 .
MHCTPYKUWNA

Mo AeNonpou3BOACTBY agMUHUCTPaLUY
YwakoBCKOro MyHuuunansHoro o6pasosaHms —
agMUHUCTPaAUUKN CENbCKOro NoceneHus

1. OBWME NONOXEHUA

1.1, WHcTpykumss no Aenonpou3BOACTBY  agMuHMCTpauum  YLWaKoBCKOTrO
MyHULMnanbHoro obpasoBaHus — agMUHUCTpauum cenbeckoro nocenexus (panee -
MHCTpyKLMSA) paspaboTtaHa B CcooTBeTCTBUM C [lpaBunamu Aenonpous3soacTBa B
rocyAapCTBEHHbIX Opranax, opraHax MeCTHOro camoynpasBneHusa, YTBEpXOEHHbLIMU
npukasom PeaepanbHOro apXuUBHOro areHTeTea oT 22 mas 2019 r. N71.

1.2. HCcTpyKuua paspaboTaHa B UeNSAxX COBEPLIEHCTBOBAHMA ASNONPOM3BOACTBA
N noeblleHna 3ddekTuBHOCTN PaboThl € OOKYMEHTAMU NyTEM pernameHTauuu Ha
e4UHON NPaBOBOW OCHOBE NMpaswl CO3LaHUA JOKYMEHTOB, TeXHONOri paboThl ¢ HUMU,
opraHnsaumnn Tekywlero xpaHeHuss OOKYMEHTOB W MNOATOTOBKW K nepejade B apxuB
agMuHUCTpaunn  YWakoBCKOTO MyHUUUNansHoro obpasoBaHus — agmMuHucTpauum
CENbCKOro NoceneHus.

1.3 VIHCTPyKUMA ycTaHaenueaeT TPeOOBaHUA K OOKYMEHTUPOBaHUO paboTkl C
AOKYMEHTamM1 B Oenonpov3BOACTBE agMWUHUCTpauUMy YILAaKOBCKOro MyHULMNAnNbLHOro
obpa3zoBaHus — agMUHUCTPaLMn CeNbCKOro NnoceneHnsa (Lanee — agMUHUCTpauns).

1.4. MonoxeHnns WMHCTpyKUMWU pacnpoCTpaHsoTCs Ha opraHusaumioo paboTbl C
OpraHu3aUnoOHHO-pacnopsaanTENbHLIMA AOKYMEHTAMU HE3aBUCUMO OT BUAa HOCUTENS,
BKIMtOYas) MOATOTOBKY, perucTpaumoo, yy4eT W KOHTPONb WUCMOMHEHUS OOKYMEHTOB,
opraHM3aLMio UX TEKYLLEro XpaHeHUs, OCyLWeCTBNSEMbIE C NOMOLLBIO MHOPMaLIKOHHO-
KOMMYHMKALIMOHHbIX TEXHONOTNN.

[encTBne WHCTpykUUU He pacnpocTpaHsieTca Ha opraHusauuo paboTthl C
[OKYMEHTamu, CoaepXalumMmm CBeAeRNs), COCTaBNAOWMNE rOCYAapCTBEHHYO TalHy.

1.5. OcobeHHOCTU oOpraHusauum paboTbi € [OOKYMEHTaMu, cogepxKalimumm
NHopMaLUnto  OrpaHVyYeHHOro  Joctyna  (nepcoHanbHble  JaHHble U UHYK0
KOH(UAEHUMANLHYIO  UHGOPMALNIO), PEerynupytoTca  OTAENbHbIMY - HOPMATUBHbBIMU
akTamy, YTBEPXKAEHHbIMY FNaBoO aAMUHUCTPaLUN.

1.6. OpraHusayns 4enonpon3BoACTBa Ha OCHOBE €4NHOWN NOMUTUKNA N NPUHLIXMNOB,
NpUMeEHEHNE COBPEMEHHbBIX MHMOPMaUMOHHBLIX TEXHONOMMI B paboTe ¢ AOKYMEHTaMy,
METOANYECKOE PYKOBOACTBO U KOHTPONb cobmoaeHns nopsgka paboTthel ¢ JOKyMeHTaMu
B aAMUHUCTPaLuy Bo3naraeTcs Ha [naBy Y1WaKoBCKOTO MyHMUMNaNsHOro obpasosaHuns
(Oanee — Mnasa).

1.7. OTBETCTBEHHOCTb 3a opraHusaumto paboThl ¢ JOKYMEHTaMUN BO3NaraeTcs Ha
ynpaBnawLLEro AenaMmn agMmuHucTpaymm.

1.8. [HormkHocTHbie o0653aHHOCTW, NpaBa W OTBETCTBEHHOCTb pabOTHUKOB,
OTBETCTBEHHbIX 3a opranusaunio paboTbl C  AOKyMeHTaMu, OnNpeaenstoTes
AOIMKHOCTHBIMU NHCTPYKLUAMM.



1.9. Ha nepwopg oTnycka, KOMaHgupoBku, 60nes3Hy unym B cnydae yBONbHEHUS
pabOoOTHUKK CTPYKTYPHbIX NOApasgeneHne agMnuuucTpauny, obsasaTtensHo cocTaBnAeTCs
aKT NpueMa-nepeaayn gen, KoTopbii yTeepxaaeTcsa naBon.

1.10. CogepxaHue CnyxebHbiX AOKYMEHTOB He NOANEXUT pasrnaileHuto.
B3aUMMOZAENCTBUE CO CPeacTBaMi MaccoBON UHdopMauun, nepedaqv um kaxkon — nudo
MHopMaLUKt UK OOKYMEHTOB U UX KONUIA AOMYyCKaeTCa TOMbKO ¢ paspeileHna [Mnasbl
U UHOTO YNONMHOMOYEHHOTO M AOMKHOCTHOTO nnua.

- PaBoTHukn agMuHuUCTpauumn HecyT OUCUMNNMHAPHYI0, agMUHUCTPaTUBHYIO U
VHYI0, YCTAHOBNEHHYIO 3akoHoaaTenscTBoM Poccuiickon Gepepaumm, OTBETCTBEHHOCTb
332 HapylueHue CpOKOB XpaHeHns [OOKYMEHTOB, yTpaTy U HECAHKUMOHWPOBaHHOE
YHUHTOXEHUE CRYXebHbIX JOKYMEHTOB.

1.11. Mpwn yTpaTe A[AOKYMEHTOB YynpasBnswoWuin AenaMmu  agMuHucTpauun,
nHpopmupyeT I'nasy, MOCNE Yero OpraHusyeTes PO3biCK [OKYMEHTOB.

Ecnu posbick [OKYMEHTOB He faeT pes3ynbTaTa COCTaBNAETCHA aKT, B KOTOPOM
yKasblBalOTCs AaHHble YTPaYEeHHOro OKYMEHTa, a Takke 00CTOATENLCTRA, NPY KOTOPbIX
npounsotluna ytpaTa, Nnocne Yero NpeanpuHUMalroTCa Mepbl MO 3aMeuieHVo JaHHOro
OOKYMEHTa 3aBEpPEHHON KOMui OOKYMEHTA.

1.12. VHCTpyKkUuMs no LenonpouwusBOACTBY aaAMUHUCTpauuu, yTBepxXKaaeTca
nason.

2. lokyMeHTUpOBaHue YNpaBreHYeCKOW AeATENLHOCTH

2.1. B cooTBeTcTBUM C 3aKoHopaTensctsoM Poccuiickon  Pepepauun,
nokanbHbiM HOPMATUBHBIMW akTaMyi B agMUHUCTpaunn U3LatoTca OpraHn3alnoHHo -
pacnopsianTeneHble AOKYMEHTHI.

2.2,  OpraHusauuoHHO-pacnopsaanTenbHble  OOKYMEHThI, CO3faBaeMble B
DEATENbHOCTY  agMuUHUCTpauun, LOMKHbI  ObiTb  ocopMMeHsl MO  npaBunam,
YyCTaHOBMEHHbIM VIHCTPYKLMEN.

BHocutb kakue — nubo wucnpasneHns unu [odasBneHus B noanucaHHbie
(yTBEpXAEHHbIE) OOKYMEHTBL! HE fonycKaeTcs.

2.3. B agmumHucTpauumn cosgalwTcs AOKYMeEHTbl Ha OymaxHom HocuTene,
3NEKTPOHHbIE [OKYMEHTbl U 3MEKTPOHHbIE KONUKM JOKYMEHTOB, NOMYYEHHble B
pesynbTate ouudpoBkK (Hanpumep, ckaHUpoBaHWs) LAOKYMEHTOB Ha OymMaKHOM
HocuTene.

2.4, [IokyMEHTb!I agMuHucCTpaLmm odopmnsoTes Ha 6naHkax unu ctaHfapTHbIX
nuctax 6ymary popmata Ad n AS.

2.5. AN U3roToBneHus 4OKYMEHTOB B aAMUHUCTPaLNN UCTIONb3YIOTCS:

BriaHk pacnopsxeHus;,

OnaHk NocTaHOBNEHWS;

BnaHk nucbMa ANSA Nepennucky C OpralnsaunamMu n rpaxganamMmm, HaxoasammMmncs
Ha TeppuTtopun Poccuiickon Pepepauunu;

BnaHk npoTokona.

2.6. lpy vsnanuu [OOKYMEHTOB Ha CTaHAapTHbIX nuctax Oymamm Ha Hux
BOCNPOW3BOOATCA PEKBUIUTLI, HEODXoANMbIE AN OOKYMEHTOB KOHKPETHOro Buaa wiu
Pa3HOBUAHOCTW. ONEKTPOHHbie WabnoHbl (YHUpUUUpoBaHHbie opMbl) OOKYMEHTOB,
NUCNomnb3yemble Npu CO30aHUN BNEKTPOHHLIX AOKYMEHTOB, MO COCTaBy PEKBU3WUTOB
BOMKHbI ObITb UOEHTUYHBI LOKYMEHTaM Ha BymakHOM HocuTene.

2.7. MpoekTupoBaHne BNaHKoB LOKYMEHTOB OCYLLECTBNAETCS B COOTBETCTBUU C
FOCT P 7.0.97-2016 "Cuctema craHgaptoB no uHbopmauun, GubnuotedHomy u
n3gaTtenscKomy aeny. OpraHunsaynoHHo-pacnopsanTensHas OOKYMEHTaLus.
TpeboaHusa kK obopMNeHNo JOKYMEHTOB".

2.8. brnaHkn [OKYMEHTOB agMUHUCTpaunn U3roTaBnNUBaTCS Ha KOMMbIOTEPHON



TEeXHUKE.

2.9. [okymeHTbl W3roTaBnuBatoTcs Ha OymaxHom Hocutene u B dopme
3NEeKTPOHHBIX AOKYMEHTOBR C cobniogeHneM YCTaHOBEHHbLIX NpaBufl oopMeHus
OOKYMEHTOB.

2.10. JokyMeHTbl agMuHUCTpaLin, odbopMiieHHbie kak Ha bnaHke, Tak n 6es Hero,
AOIDKHbBI UMETB NONA HE MeHee:!

20 MM - neBoe;

10 mMm - npasoe;

20 MM - BepxHee,

20 MM - HUXKHee.

2.11. MMpu noprotoBke AOKYMEHTOB [AOMYCKaeTCs WCMONb30BaHWE NWLEeBON U
obopoTHOM CTOPOHBLI NucTa. MNpy ABYCTOPOHHEM CO3aaHUN LOKYMEHTOB LUMpUHA NeBoro
NoONs Ha NULIEBOW CTOPOHE NCTa 1 NPaBoro nons Ha obOPOTHON CTOPOHE NUCTa AOSHKHbI
BbITe paBHbI.

2.12. Mpn cosgaHny JoKymMeHTa Ha AByx u Oonee cTpaHuuax BTOpylo W
nocrnegyoume cTpaHulbl HymepyroT. Homepa cTpaHuy NpocTasBnalnTca nocepeanHe
BEPXHEro Nonsa AOKYMEHTa Ha paccTosHn 10 Mm OT BEPXHEro Kpast nucra.

2.13. [ina naroTtoBneHna AOKYMEHTOB MCNONb3yeTca pasmep wpudta - N12 - 14
nT.

MNpn cocTasneHun tabnuy [omnyckaeTcs uUCNonb3oBaHWe WPUATOB MEHbLLUNX
pasmMepos - N10, 11 nr.

2.14. AB3auHblll OTCTYN B TEKCTE fOKyMeHTa - 1,25 cMm.

3aronoskn pasgenos 1 NoApasfencs nedatawTcs ¢ ab3auyHbiM OTCTYNOM wnu
LIEHTPUPYIOTCS MO LWUpUHE TekcTa.

2.15. TekcT gokymeHTa nevataetcs Hepes 1 - 1,5 MexXCTpoUHblx UHTepBana. TekcTt
AOKYMEHTa BbipaBHNUBAETCA MO LWMPUHE nucTa.

MHoOrocTpo4Hble pekBuU3nUThl NeYaTarTCa Yepes3 OAUH MEXCTPOUHbLIR nHTepsan,
COCTaBHbIE YaCTW PEKBU3UTOB MOTYyT pasgenaTbCs AONONHUTENbHBIM UHTEPBANOM.

Ecnn QokymeHT roToBUTCS ONA M3gaHNS C ymeHblueHmem macwraba, TexcT
nevataeTcs Yepes ABa UHTepsana.

WHTepean mexay byksamu B crnosax - 0ObiuHbIn, VHTEepBan mexagy cnosamu -
oauH npoben.

CTpoku pekBu3NTOB BbIPABHUBAKTCHA MO FIEBOW rpaHMUEe 30HLI PachiONOXEHUR
peEKBU3NTA UNK LUEHTPYIOTCA OTHOCUTENBHO CaMOn ONVHHOW CTPOKY.

AnuHa camoi AONUHHOW CTPOKW PEeKBU3UTa NpPW  YrMOBOM  PACMNONOXEeHUN
peKBn3nToB He Bonee 7,5 cm.

AnuHa camon ANUHHOW CTPOKWU pekBuanTa npy NPOAONLHOM PacnofnoXeHunn
pexBu3nToB He Bonee 12 cwm.

2.16. [donyckaeTcs BbigenaTb MNONYXMPHBIM LWPUPTOM pekBuanTbl "agpecart’,
"3aronoBoK K TekcTy" unuy "nognuce”, a Takke oTaenbsHbie parmMeHThl TEKCTa.

2.17. Tlpy nOAroToBKE MHOrOCTPAHUYHbIX LOKYMEHTOB OQOPMASETCA TUTYSbHbIR
TNACT.

2.18. CocrtaB pekBU3UTOB, WCMOMNL3YEeMbIX AN O0DOPMAERUS [OKYMEHTOB,
onpefenseTca  BUAOM  (Pa3HOBUAHOCTLIO)  OpraHM3auvoMHO-pacnopaauTENbHOMO
AOKYMeHTa.

2.19. Tpn noaroToBKE AOKYMEHTOB aAMWHUCTPALUU MOCENEHUS WUCMONb3YITCA
PEeKBU3NUTHLI, ycTaHosneHnslie TOCT P 7.0.97-2016:

a) Ko QopmMbl LOKYMEHTA;

0) HaumeHoBaHWe oprarusauuu;

B) HAUMEHOBaHWE CTPYKTYPHOTO noapasnenenuu;

) HanmeHoBaHWe OOSMKHOCTY Ninua;

[) CNpaBOYHbIE AaHHble 00 opraHnzaLmn;



€) HanmMeHOoBarue Buaa QOKYMEHTA,;

€) naTa OOKYMeHTa;

X) perncTpayuoHHbIi HOMEepP AOKYMEHTA,

3) CCbIflKa Ha PEerncTpaLMoHHbLI HOMep U faTy NOCTYMUBLIEro JOKYMEHTA;
n) MECTO cocTaBNneHun (M3gaHus) AoKyMEHTa,
) rpudy OrpaHnyenHns 4ocTyna K JOKyMeHTy;
K) agpecar;

) rpndd YTBEPXKOEHUS [OKYMEHTA;

M) 3arofioBOK K TEKCTY;

H) TEKCT QOKYMEHTa;

0) OTMETKA O MPUNOXEHNY;

) rpydh cornacoBaHnsa OKYMEHTa;

p) BU3A;

C) nognucs;

T) 0TMeTKa 06 3neKTPOHHON Nnoanucy;

y) nevats;

) oTMeTKa 06 ncnonHutene;

X) OTMEeTKa O 3aBepeHun Konuu,

L) OTMETKa O NOCTYMNeHUn AOKyMERTa;

4) pesonouus,

) OTMeTKa O KOHTpone;

) OTMEeTKa O HarnpasneHun foKyMeHTa B 4eno.

2.20. bnaHk npukaza agmuHuctpaumn (Mpunoxexne Ne2) gomxen BKMAYATb
PEKBU3NTHI:

HauMeHOBaHMe BUAa OOKYMEHTa;

MECTO COCTaBfEHUA UMW U34aHUS AOKYMEHTa;

OTMETKU AONA pa3sMellerns pekBu3nTos "marta gokyMeHTa", "perncrpauroHHbin
HOoMep fokymeHTa".

2.21. bnaHk nucbma agMUHUCTPaUMK OOMKEH BKAOYATL Creaytollne pekBnsnTbI:

HauMeHOBaHue opraHnsauum;

crnpaBoYHble AaHHbie 06 opradnsayuy,

OTMETKM ANs1 MPOCTABNEHUSA PEeKBU3NUTOB "AaTa AoKyMeHTa", "perncrpaunonHbii
HOMEp AOKYMeHTa", "ccbinika Ha perncTpauMoRrHbiii HOMEp W gaTty nocTynuBLLEro
JOoKkyMeHTa".

2.22. BHYTpEHHNE OOKYMEHTbI agMuHucTpauumn, odopmnsaembie He Ha Gnanke,
OOMXKHbB! COAEPXaTh COOTBETCTRYOLLME BUAY AOKYMEHTA PEKBUIUTHI.

2.23. HaumeHoBaHMe agMuHUCTpauum Ha OnaHke [OOKYMERTa [OSMKHO
COOTBETCTBOBATb HAUMMEHOBAHMWIO IOPUANYECKOro nuvua B nonoxexun. Ha 6narnkax
OOKYMEHTOB YKasblBaeTCa NonHoe oulmansHoe HartMeHoBaHue topuandeckoro nuua c
yKasaHueM €ero opraHn3aunoHHO-NpasoBon dopmbl (AAMUHUCTPaUMS YLWIEKOBCKOro
MYHMUMNANbLHOTO 00pa3oBaHuA — agMUHUCTPALMA CEenbCKOro noceneHus), Hap
HaVUMEHOBAHWEM  Opranusauun  ykKasbiBaeTCA  HauMeHOoBaHue  BblilecTosllen
oprakusauuu, nog HauMeHoBaHNEM opranmusauumn B ckobkax ykasbiBaeTCs cokpalleHHoe
HaVMeHOBaHWe oOpraHmnsaumy.

2.24. HauMmeHOBaHME Q[OMKHOCTU nuua wucnonblyetca B OnaHkax nucem
[OMKHOCTHBIX MY W pacnonaraeTcs nog4 HaumeHoBaHnem agMuHUCTpaLns.

2.25. CnpaBouHble faHHble 06 agmuHuctpaumm (Mpunoxenue Net) ykaseisatotes
B OriaHkax nucem 1 BKAOHAOT: NOYTOBLIN afpec agmMuHuUcTpauun; Homep Tenedoxa,
dhakca, agpec aneKTPOHHOW NouThl, 8 Takke ko opraHmsauuy no Obulepoccuinckomy
knaccudukaTopy npeanpusTun u opranmnsauuii (OKIMO), OCHOBHOW rocyfapCTBEHHbLIN
perucTpaumoHHbin  Homep oprasuszaum (OTPH) © naeHTUMUKaLUOHHBI  HOMep
Hanoronnartensiuka/koa NPUYMHLE NOCTAHOBKK Ha Hanorosbin yydeT (MHH/KIM).
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2.26. HanmeHoBaHne BWOa OOKYMEHTa yKa3blBAeTCH Ha BCEX AOKYMEHTaXx, 3a
NCKNIOYEHEM JenoBbiX (CnyxebHbix) nucem, pacnonaraeTcs nNog HauMeHOBaHWEM
afMUHUCTPaLUUK Y1IaKoBCKOro (CTPYKTYPHOro noapasgeneHns, OMKHOCTN).

227. [Jata AokymeHTa JOMmKHa COOTBETCTBOBATb gate  noanucaHus
(yTBEPXKAEHUA) OOKYMEHTa unu (B NpoTokonax) aaTte cobbiTvs, 3adUKCUPOBAHHOIO B
LOKYMeHTe.

[aTta fokymeHTa 3anucbiBaeTCA B NOcneaoBaTtenbHOCTU: A&Hb Mecsld, Mecsl,
rog O4HUM W3 ABYX cnocobos.:

apabckumu undppamu, pasgeneHHbimn Todkon: 05.06.2020;

crnosecHo-uugpoebIM cnocobom: 5 nions 2020 r.

Ha nokymeHTax, opopMnsemMbix Ha OnaHke, gata oKyMeHTa NpoOCTaBAseTCa Nog
peksuauTamu "HauMeHoBaHue BuAa AokymeHTa" (B BnaHKax KOHKPETHbIX BWUAOB
AOKYMEHTOB) ¥ ""cnpaBoyHble AanHbie 06 opranuaaumn” (8 bnaHkax nucem).

2.28. PernctpauunoHHbIi HoMep JOKYMeHTa - LndpoBoi unm OyKBeRRO-LMPOBOHA
NOEeHTUMUKaATOP AOKYMEHTA, COCTOSLLMI N3 NOPAAKOBOTO HOMepa LOKYMEHTa, KOTOPbIN,
MO YCMOTPEHWUID aaMUHUCTPauun, MOXET AONOMHATLCH LUGpPOoBbIMY Unu BYKBEHHLIMU
koaamu (MHOEKCamu) B COOTBETCTBMM C UCMONBL3YEMbBIMU KnaccudukaTopamu.

2.29. Ccbinka Ha perucTpauuoHHbIi HOMeEpP W OaTy NOCTYNUBLUEro AOKYMeHTa,
COCTOSLLAs 13 PErUCTPALMOHHOTO HOMEPA W AaTbl BXOASLEro AOKYMEHTA, Ha KOTOPbIN
fAaeTcs OTBET, NpocTasnseTcs B Buae otmeTkn "Ha N o1 " B BnaHke nucema.

B TeKkcT nucbMa-oTBeTa CBEAEHWA O perucTpauuoHHOM HOMepe W parte
NOCTYMMBLLETO MUCbMa HE BKNIOYAIOTCA.

2.30. MecTo cocTaBrieHns JOKYMEHTa yKasblBAeTCs B COOTBETCTBUMM C NPUHATHIM
agMUHUCTPaTMBHO-TEPPUTOPUANbHLIM  AeneHneM,  Hanpumep, c. [lvsBoBapuxa
WpkyTckoro p-Ha VpkyTckon obn.

2.31. Tpud orpanHundeHus [octyna kK AOKYMEHTY NPOCTaBNAEeTCs B MpaBOM
BEPXHEM Yrfy NepBOro nucta AoKyMeHTa (MpoekTa [OoKyMEeHTa, COMpOBOAUTENLHOro
nMcbeMa K OOKYMEHTY) OT rpaHuvubl BEPXHEro nons npu Hanmudun B AOKYMEHTe
nHpopmaLnu, 4OCTYN K KOTOPOW OrpaHnuyBaeTCs B COOTBETCTBUN C 3aKOHOAATENbCTBOM
Poccuiickon enepauuu.

Buabl ucnonb3yembix B aAMUHUCTpauuu rpudoB  OorpaHuyeHus foctyna
COOTBETCTBYIOT 3aKOHOAATENBHBLIM U MHBIM HOPMAaTWBHBIM NPAaBOBLIM akTam Poccuiickon
depepaun v 3aKkpenneHbl B NoKanbHbIX HOPMAaTtuBHbIX akTax. pud orpaHuyveHus
AOCTyna K [JOkymMeHTy (nometka "[Ans cnyxebHoro nonb3oBanusa" - [ACI) moxer
AONOMHATLCA HOMEPOM 3K3EMMASAPA JOKYMEHTA U APYTVMU CBEASHUSMY B COOTBETCTBUM
C 3akoHogaTennctTBoM Poccuiickon Gegepauum.

B OokymMeHTax aAMWHWUCTpauuy, codepXalmx CBeAeHWs, orpaHudeHHoro
goctyna, Hapsgy ¢ rpudom  ykasbiBalTCs MNonHoe odulnanbHoe HauMeHOBaHue
HOPUANHECKOTO Mnlia, MECTO €ro HaxoXAeHMS.

Hanpumep:

acn

AaMuHucTpaumsa YLwakoBckoro
MYHULIMNansHoOro obpasosaHus —
agMUHUCTPALUS CENBbCKOro NOCENEHNs
c. Mueosapwuxa, yn. da4yHas, 4.8

2.32. ApgpecaT - peKBU3UT, UCMNOMb3yeMbii nNpu OQPOPMNEHUN [AEenoBbIX
(cny>ebHblX) NUCEM, BHYTPEHHUX UHPOPMAELIMOHHO-CNPABOYHBIX JOKYMEHTOB.

AfpecaTom AOKYMEHTa MOXeT OblTb opraHusauns, CTpyKTypHoe noapasaenenne
opranusauuy, ALONXHOCTHOE Unu usndeckoe nuuo.

Peksusnt "agpecat" odopmnaeTrcs Ha OGnaHke C yrnoBbiM PacnonoXeHnem



PEKBU3NTOB - B BEPXHEW nNpaBoW 4YacTu [OOKyYMeHTa, Ha ©OnaHke ¢ nNpoaonbHbIM
PacnonoXeHNem pPeKkBUsnTOB - cnpasa Noj pekensavtamu OnaHka. CTPOKUM pekeBusnTa
"appecaT" BbIpaBHUBAKTCS MO NEBOMY Kpatd WK LEHTPYIOTCS OTHOCUTENMBHO camow
ATTMHHOWN CTPOKM.

IMpn agpecoBaHMWM [OOKYMEHTA PYKOBOAMTEMO (3aMECTMTEN) PyKOBOAUTENS)
opraHvsauM yKasblBawTCAa B OaTefNbHOM nNagexe HauMeHOoBaHue [OSMKHOCTU
pykoBoauTens  (3aMecTUTens  pyKoBOAMTENS),  BK/KOYaKLlee  HauMeHoBaHue
opraHusaumu, pamunuio, HuUmMansl JOMKHOCTHOMO Nuua.

Hanpumep:

Mapy UpkyTckoro panoHHoro
MYHUUMNanbHoro obpasosaHns
®amunus U.0.

MNpn afjpecoBaHUM nucbMa B oOpraHU3aUuilo YKasbiBaeTCs €e MorfHoe wnu
COKpalLEHHOE HauMeHOBaHNE B UMEHUTENMbHOM Nagexe.

Mpn apgpecoBaHMM OOKYMEHTa B CTPYKTypHOE NoapasfeneHwe opraHvsauvv B
pekBuanTe "agpecaT’ yKasbiBalTCS B WMEHWUTENbHOM Najexe HauMeHoBaHue
opraHmsauun, HUXe - HaMMeHOBaHWe CTPYKTYPHOro noapasgerneHus.

Hanpuwmep:

AAMUHUCTPALNA
WpKyTCKOro panoHHOro
MYHULMNanbHOro obpasoeaHms
ApxuBHbIA oTOen
OpraHn3aLOHHO-KOHTPONBHOro
ynpaeneHus

Mpn agpecoBaHWM nuUCbMa PyKOBOAWTENO  CTPYKTYPHOTO noapasfeneHuns
YyKasblBalOTCA B UMEHUTENbHOM najee HavMeHOBaHWe opraHusauyun, Huxke - B
OaTenbHOM nNajexe HauMeHoBaHuWe [OOMMKHOCTWU  pyKoBOAUTENSA, BKMo4atollee
HaUMeHOBaHWe CTPYKTYPHOro noapasaeneHus, pamMmunnio, nemumans.

Hanpumep:

AaMUHUCTpayus
VpKyTCKOro panoHHoro
MyHULMNaneHOro obpasosaHua
HavanbHuKy apxusHoro otaena
opraHn3aynoHHo-
KOHTPOMbHOrO YrpasneHns
damunus N.0.

Mepen bamununeir JOMKHOCTHOTO NuLia AonyckaeTcst ynoTpebnaTb cokpatleHve "r-
HY" (TocrnoAuHy), ECM agpecaT My>X4UHa, UMK "r-xe" (roCnoxe), ecrnv agpecaT XeHLnHa,
Hanpumep:

r-Hy ®amununa W.0.
r-xe ®amunua N.0.

Mpun paccbinke OOKYMEHTa rpynne opraHusaumii o4HOro Tuna Unu B CTPYKTYpHbIE
noapasfeneHnst O4HON opraHMsauun, agpecart ykasbiBaeTcs 0006LLEHHO.
Hanpumep:



HavanbHMkam CTPYKTYPHbIX
noApasfeneHnin agMUHNCTpaLum
NpKyTCKOro panoHHOro MyHULMManbLHOro
obpasoBaHns

PykoBoautenam ynpasneHui

1 0TAENOB agMUHUCTPaLnK

NpKyTCKOro panoHHOro MyHUUMNAanbLHoOro
obpasoBaHns

Mpn paccbinke A[OKYMEHTA HE BCEM OpraHu3auusm  Unmn - CTPYKTYPHbLIM
noppasfeneHnam nog peksmsmtom "Agpecat’ B ckobkax ykasbiBaeTcs: "(no cnucky)".
Hanpumep:

PykosoauTtensm ynpasneHnn n
oTaenoB agMuHncTpauymm NpkyTckoro
PanoHHOro MyHULMNANbLHOro
obpasosaHusa (MO Cnuncky)

Cnuncok pacceinky COCTaBNAETC UCTIONHUTENEM.

Ecnn nucbmMo HanpaBnsieTcs B OpraHy3auuto Unm JOMXHOCTHOMY Nuuy v ans
cBeAeHNsa elle psay opranmsauvun vny AOMKHOCTHbIX nuy, obljee KonuyecTBoO
afpecaToB HE AOMKHO ObiTb Bonee YeTbipex, NPU 3TOM OCHOBHOM afpecaT yka3biBaeTCst
nepebiM, crnoso "Konua" nepeg BTOPbIM, TPETbUMM, YETBEPTHIM agpecataMmn He
neyaTaeTcs.

B cocTtaB pekBusuta "Agpecar” MOXeT BXOAUTb MOYTOBLIN agpec. SNEeMEHTh!
MOYTOBOrO afpeca yKasblBalOTCA B NOCMNEAOBATENbHOCTUN, YcTaHoBMNeHHON [paBunamu
OKasaHus yCcnyr NOYTOBOW CBA3W:

a) Ans pUANYECKOro nNuua - NOMHOE UMK COKpalieHHOe HauMeHoBaHue (npw
Hanu4uw), Ans rpaxaannHa - pamMmmnusa, UMs, OTYECTBO (MOCNEOHEE NPU HANUYNN);

6) 0OaHKkoBckMe pekBU3UTbI (4719 NOYTOBbLIX NEpPeBOAOB, HanpaBnseMbliX
OPULNYECKOMY NULLY UMY NPUHUMAaEMbIX OT KPULMYECKOro Nuuay);

B) Ha3BaHWE ynnLbl, HOMep A0Ma, HOMEep KBapTupsh!;

r) Ha3BaHWe HaceneHHOoro MyHKTa,;

L) HasBaHwe panoHa;

e) HasBaHue pecnybnuku, kpas, obnacTti, aBTOHOMHOrO okpyra (obnactu);

X) HasBaHMe CTpaHb! (NS MeXAyHapOaHbIX NMOYTOBLIX OTTNpaBneHni),

3) NMOYTOBLIN NHAEKC.

MoYyToBLIN agpec He yKasblBaeTCs B AOKYMEHTax, HanpaBnAemMblx B BbiCLUME
opraHbl BfacT®, BbILWECTOSWME OpraHusauuun, noABeAOMCTBEHHbIE opraHusaumm wu
NOCTOAHHBIM KOPPECNOHAEHTAM (3a WCKMIOYEHVWEM HanpaBneHus NUCeM yKa3aHHbIM
afpecaTam B KOHBEpTax C Npo3payHbIiMnN OKHaMM).

Mpu oTnpaBke nNucbMa MO 3MNEKTPOHHOW MoYTe MNK hakcumMunbHoOn cBAsK (6e3
[OCHINKM MO NOYTE) NOYTOBbLIN aipec He ykasbiBaeTcs. [pn Heo6XoaUMOCTN MOXKeT ObITb
yKasaH 3MeKTPOHHbIN aapec (Homep TenedoHa/dakca).

Hanpumep: AaMuHncTpaumns
NpKyTCKOro paoHHOro
MyHUUMNaneHoro obpasoBaHus

an.




2.33. 'pud yTBEpX)AEHNS AOKYMEHTA NPOCTaBAAETCA Ha AOKYMEHTax B NpaBoM
BEpPXHEM yIfy nepBoro nucra AokyMeHta. CTPoKM peKkBM3NTa BbIPaBHUBAIOTCA MO
NeBoMy Kpato Ui LEHTPYIOTCA OTHOCUTEMBHO caMolt ANMUHHOW CTPOKN.

Mpwn yTBEPXAEHUN AOKYMEHTa CODCTBEHHOPYHYHON NOANUCHIO AOMKHOCTHOFO NnLa
rpnd yTBepxaeHna coctonT us cnosa "YTBEPXIAK", HavnMmeHoBaKNs AOMKHOCTY
nvua, yrteepxamollero AOKYMEHT, ero noanwucu, uHuumnanos, damunum u [athbl
YTBEPXAEHMNSA.

Hanpumep:

YTBEPXAKO
MMasa agMMHUCTPaLUK YIUAKOBCKOTO
MYRUUMNanbsHoro obpasoBaHUs

Moanuce
Hata N.0. Gamunus

Mpyn yTBEepXAEHUW [OOKYMEHTa pacnopAaauTensHbIM — AOKYMEHTOM  rpud
yTBEpXAeHua coctouT u3 cnoea "YTBEPXAOEH" ("YTBEPXAEHA", "YTBEPXEHbLI"
unu "YTBEPXOEHQO"), cornacoBaHHOr0 ¢ HaMMEHOBAHWEM BMAA YTBEPX4AEMOrO
AOKYMEHTa, Ha3BaHusa BUAE pacnopsanTenbHOrO AOKYMEHTa B TBOPUTENbHOM Nafexe,
ero fatbl, Homepa. Hanpumep:

(PernameHT) YTBEPXJEH
NPUKa3oM agMUHUCTPaLUuUnN YLWaKoOBCKOrO

MYyHUUMNanbHoro obpasoBaHuns
oT 5 okTabpa 2020 r. N 82

(Mpasuna) YTBEPXOEHbDI
NpVKasoM agMUHUCTPaLMKN YILAKOBCKOMO
MYHMLMNaNbHOrO 0OpasoBanma
oT 5 okTabps 2020 r. N 83

Mpu yTBEPXAEHUN AOKYMEHTa KONmnernanbHbiM, COBelateribHbiM WM UHbIM
OpraHoM, peLleHns KOTOpPOro MUKCUPYIKOTCS B NPOTOKONe, B rpude yTBepXAeHUA
yKa3blBaeTcsi, HaUMEHOBaHWe opraHa, AaTa U Homep npoTokona (8 ckobkax). Hanpumep:

(Monoxerwne) YTBEPXIAEHO
JKCNepTHON KOMUCCHEn
AQMUHUCTPALMK Y1LLAKOBCKOIO
MyHMLUMNanbHoro obpasosaHus
(npoTokon ot 12.09.2020 N 12)

2.34. 3aronoBOK K TEKCTY - KpaTKoe cofepaHue AOKymeHTa. Ecnv 3aronoBok K
TEKCTY OTBEYaET Ha Bonpoc "o 4em?", oH HaumHaeTcs ¢ npegnora "O" ("O6"). Ecnu
3aronoBOK K TEeKCTy OTBeYaeT Ha BOMpoc "4ero?", OH cocTaBnseT OfHO Uenoe c
Ha3BaHMEM BULA OOKYMeHTa. Hanpumep:

nprkas (0 Yem?) o0 co3faHnn aTTecTaunoHHON KOMUCCUN

NUCbLMO (O 4eM?) 0 npeaocTaBneRn nHopmaLnn

akT (4ero?) npuema-nepegadn gen

NpOTOKON (4ero?) 3acedanHns SKCNepPTHON KOMUCCUN

3aronoBoK K TEKCTY 0hopMnseTcs Noa peksnanTamu BnaHka crnesa, OT rpaHuubl



NeBoro nons. :

K TexkcTy OOKyMeHTOB, OOpMIeHHbiXx Ha 6naHkax dopmaTta A5, 3aronoBok
flonycKaeTCs He yKasblBaTb.

2.35. TekCT OOKYMEHTa COCTaBMNAETCHA Ha roCcyfapCTBEHHOM f3blke Poccuiickon
Penepaunn.

TekcT gokymMeHTa porkeH OblTe COCTaBneH rpaMoTHO, SICHO, MOHATHO W Mo
BO3MOXHOCTW Kpatko. TeKCT [AOKyMeHTa [OMKEH COAepXaTb [LOCTOBEPHYI u
aKkTyanbHyo nHMOPMaLMIO, AOCTATOUHYIO AN NPUHATUS PELUEHUA U UX UCMIONHEHWS,
He JOMMKEeH OoMNyCcKaTb pasfuyHbIX TONKOBaHWNA.

B TekcTte QokymeHTa, NOArOoTOBMEHHOM HA OCHOBAHWW 3aKOHOAATEMbHbLIX WK
WUHbIX HOPMAaTWBHbIX NPaBOBbIX &KTOB, paHee W3AaHHbIX pacnopsanTenbHbIX
AOKYMEHTOB, YKa3blBatOTCS UX PEKBUINTHI:

HanumMeHoBaHWe [OOKyMEHTa, HaUMEHOBAHWE aaMUHUCTpauun (opraHnsauuu),
n3gaswlero (ei) AOKYMEHT, AaTa OOKYMEHTa, PerucrpaumoHHbii HOMEP AOKYMeHTa,
3aroflOBOK K TEKCTY;

HaMMEHOBaHWe agMWHVUCTpauUn wunu OOMMKHOCTHOTO nuua, yTBepavBLIEro
OOKYMEHT, AaTa YTBEePXAEHUS AOKYMEHTA.

TekcT BoKyMEHTa MOXeT coepKaTb pasfenb!, noapasaensl, NYHKTbI, NOAMYHKTh!,

Hymepyemble apabckumu uudpamu. YpoBHen pyOpvkauum TEKCTa He OOMKHO ObliTh
bonee YeTkipex.

TekcT AoKYyMeHTa nanaraeTcs:

B NpuKazax, U34aHHbIX e4UHONUYHO, - OT NEPBOro Nuua eguHCTBEHHOro yuena (...
npvkasbiBat');

B NpuKasax, W3AaHHbIX COBMECTHO ABYMS unu bHonee opraHuzaumamu, - oOT
NeEpPBOro NuLa MHOXeCcTBeHHoro Yucna (... npvkasbiBaem");

B MnpoToKkonax 3acedanuit - OT TPeTbero nuvua MHOXECTBEHHOro 4ucna
("CnyWwAnn", "BbICTYNMUAN", "NOCTAHOBUIIN" vnu "PELLNN");

B AENOBbIX NUCbMax, 0MOPMIIEHHbBIX Ha BnaHkax agMUHUCTpauuun, - OT NepBoro
nuua MHOXECTBEHHOro 4Yucna (Npocvm, Hanpasnsem, npegnaraem) wUnu oT TPeTbero
nvua eavHcTBeHHoro uuvcna ('npegnpusitne He Bo3paxaeT...", "MHCTUTYT cuuTaeT
BO3MOXHbIM...");

B OEMNOBbIX NUCbMaxX, OOPMITEHHBIX Ha AOMKHOCTHbIX GnaHkax, - OT NEePBOro

nuua eguHcTBEHHOro yucna ("npowy ...", "npeanarato ...");
B AOKNamHbiXx W cnyxebHbix 3anuckax, 3asaBneHusx - OT NepBoro nuua
eauHcTBEHHOro yucna ("npowy ...", "cunTato Heobxoaumbim ...");

B [JOKyMEeHTax, YycCTaHaenueawwmx QyHkuMn (obazaHHoCTW), MpaBa W
OTBETCTBEHHOCTb OTAEMNOB aAMUHUCTPaUUW, paboTHVKOB (MONOXEHWe, UHCTPYKUus), a
TaKKe ComepKalLMX ONuUCaHue cuTyauuin, aHanua hakToB W BbIBOAbI (aKT, cnpaeka),
ucnonbayeTcst hopMa M3NOoXKEeHWA TeKkcTa OT TPEeTbero nuua eAauHCTBEHHOTO Wnn

MHOMXECTBEHHOrO uucna ("otaen ocyuectenseT dyHkumK...", "komucecns nposerna
nposepky...").
Mpu NOAroToBKE TEKCTa LOKyMeHTa crnepyeT cobniogaTth npasuna HanucaHus
othyLManbHbIX HAUMEHOBaHWU, YNCNUTENBHBIX U €AUHUL N3MEPEHUA.
B TekcTax AokymeHToB YynoTpebnsiotcs oblenpuHaTele abbpeBuatypbl W
rpachvyeckne cokpalleHns.
Mpy ykasaHuW B TEKCTE hamMuiuv nuua vHuuuanb ctasaTcs nocne damunun. B
AenoBbIX (CNy>e0HbIX) MMCbMax UCNONb3YTCA:
BCTYNUTENbHOE ObpalleHune:

YBaxkaeMblil rocnoauH MNpepcepnarens!
YBaxaeMbiit rocnognH Munuctp!
Ysaxaembiil rocnoanty VigaHos!



YBaxkaemasn rocnoxa MeTpoeal
YBaxaembiin Viean MeTtposny!
YBaxaemasa AHHa HukonaesHal
YBa)kaemble rocnogal

3aknovnTensHas aTukeTHas gpasa: "C ysaxeHunewm, ...".

HavmveHoBaHue [ormkHOCTU B obpalleHun nuweTcs ¢ nponucHon Oykebl, B
obpatleHnn no hamMunun nHuumanb! Nuua He ykasbiBatoTCA.

2.36. OTmeTKa O NPUMNOXEHWN COAEPXKUT CBEAEHMS O QOKyMeHTe (QoKyMeHTax),
npunaraeMom K COonpoBOAUTENBHOMY MUCBMY, MHOMY MHGOPMAaLNOHHO-CNPABOYHOMY
LOKYMEHTY, UNM O TOM, YTO AOKYMEHT SIBNAETCSA NPUNOXKEHNEM K OCHOBHOMY JOKYMEHTY
(HopMaTuBHOMY, pacnopaguTeribHOMY U UHOMY).

B conpoBoAuTEMbHbIX MNUCbMAX U APYFUX  MHMOPMAaLMOHHO-CNPaBOYHbIX
AOKYMEHTax OTMeTKa O NPUNOXeHUn opopMnaeTca Nofd TEKCTOM OT rpaHuubl NEBOTO
nons cneaywowmnm obpasom:

ecnv NpUNoXeHne Ha3BaHO B TEKCTe:
MNpunoxexue: Ha2n. B 1 3K3.

eCnu npnnoXxXeHne He Ha3BaHO B TEKCTE UITKN €Clun l'IleﬂO)KeHVIVI HECKOJbKO:

MpunoxeHve: 1. MonoxeHne ob 3kcnNepTHOW xoMuceu Ha 5 n. B 1 aka.
2. CnpaBka 0 cCcOCTaBe 93KCMEPTHOW KOMUCCUM  afMUHWUCTpaLl
Ha 2 n. 8 1 aks.

ecnuv npunoxeHune (NpUNoxeHus) copoloposaHo (bl):

MpunoxeHue: B 2 3K3.

Mpunoxexne:  rogosble cBedeHus (. 1-H) B 2 ak3.

ecnv  [JOKYMEHT, ABMAWMWACA  NPUNOXEHWEM, WMeeT MNpUunoxeHus ¢
CaMOCTOATENbHON HyMepaLuen cTpaHuL;

MNpurnoxeHue: [OroBOp BoO3Me3fHoro okasaHus ycnyr ot 05.09.2020 N 32-17/72
NPUNOXEHNS K HEMY, BCEro Ha 7 1.

ecrnv NUCbMO HanpaBnseTCs HEeCKONbKUM agpecaTtam, a AOKYMEHT-MpUnoXxeHve
TONbLKO NepBOMY agpecaTy:

MpunoxeHue: Ha 3 1. B 1 3K3. TOMbLKO B NEPBbLIN afpec.

ecny  NPUNOXeHWeM SABIMAKTCA [AOKYMEHTbl, 3anucaHHble Ha  duandecku
000COONEHHbIV 3NEKTPOHHbLIN HOCUTENb!

Mpunoxexne: DVD-R B 1 aka.

Mpu aToM Ha Bknagbllue (KOHBepTe), B KOTOPbIA NOMELLaeTcs HOoCUTErb,
YKa3bIBAOTCA HAVMEHOBAHUSA AOKYMEHTOB, 3anucaHHblX HAa HOoCUTeNb, UMeHa dainos,



obbem B HanTax.

B pacnopsguTensHsix OOKyMEHTax (npukasax), [Aorosopax, MONOXEHUsX,
npasunax, UHCTPYKUMAX N OpYyrnx OOKYMEHTax oTMeTKa O NpUNoXeHUn opopMnseTcs
cnepyroLm obpasom:

B TEKCTE AOKYMEHTa Npv NepBOM YNOMNUHAHNN AOKYMEHTa-NPUNOXEHNSA B CKOBKax
yKasblBaeTcs: ... (NpunoxeHne) unu ... (npunoxenue 1), (npunoxexne N 1);

Ha NepBOM NMUCTE AOKYMEHTa-NPUNOXEHUSA B NPAaBOM BEPXHEM YNy yKa3biBaeTCA:

MpunoxeHune N 2

K nprkasy AoMUHNCTpaLmm
Ywakosckoro MO

oT 15.08.2020 N 112

Ecnv npunoxeHnem Kk pacrnopsauTenibHOMY AOKYMEHTY SBMSEeTCH noKanbHbIN
HOPMaTWBHbLIN aKT UAW WHOW OOKYMEHT, YTBEPXKAAEMbIA OAHHLIM pacnopsanuTeNbHbIM
AOKYMEHTOM, Ha NEPBOM TUCTE NPUNOXEHUSA MPOCTABMNSETCA OTMETKA O NPUNOXEHWM
(Bes ccbinNkM Ha pacnopsguTenbHbld AOKYMEHT) U rpudd yTBEPXAEHUS, B KOTOPOM
YKa3blBAKTCH AaHHbIE PACNOPSANTENBHOIO JOKYMEHTA, KOTOPbIM YTBEPXAEH AOKYMEHT-
npunoxexnve. Hanpuwep:

MpunoxeHune N 1
YTBEPXOEHO

Mpukazom AgMUHUCTPaLNK
Ywakosckoro MO

ot 18.09.2020 N 67

2.37. I'pudp cornacoBaHusa NpocTaBnsaeTCA Ha AOKYMEHTE B Ccllydae ero BHeLHero
CornacoBaHusi (CormacosBaHue ¢ opraHamu BNacTW, WHbIMK  OpraHu3aLnsMu,
JOIMKHOCTHBIMU NLamm).

lpud cornacoBaHWsa B 3aBUCUMOCTU OT BWAA AOKYMEHTa W O0CcoDEHHocTel ero
0hOPMNEHNA MOXET NPOCTABNATLCA!

Ha NepBOM NWCTe OOKYMeHTa (ecnv AOKYMEHT WMeeT TUTYMbHbIN NWUCT, - Ha
TUTYNBHOM NUCTE) B NIEBOM BEPXHEM Yrily Ha ypoBHe rpuda yTBepxaeHua unu nof
HauMeHoBaHMeM AOKyMeHTa Bnuke K HKHEMY Nonto);

Ha NocneaHEM NNCTE AOKYMEHTa Nof TEKCTOM;

Ha NUCTe CornacoBaHns, ABNAILEMCH HEOTHLEMNEMON HaCTbIO AOKYMEHTA.

Mpnd cornacosanus coctout ns cnosa "COTNTACOBAHO", gomxHocT nuua, ¢
KOTOPbIM COrMacoBaH [AOKYMEHT (BKMiOYas HauMEHOBaHWe opraHusauuu), ero
coBCTBEHHOPYYHON NOANVCH, MHULMANOB, hamunun, AaTbl cornacosaHns. Hanpumep:

COIMACOBAHO
maBa agMuUHUCTpauun Yiwakosckoro MO

Moanucek nN.0. damununsa
[aTa

2.38. BHyTpeHHee cornacoBaHWe [oKymMeHTa odopmMmnseTcss Buson. Busa
BblpaXKaeT MHEHWe nuua, BU3NPYIOLEro NpoeKkT AOKYMEHTa, U BKMYaeT. AOMKHOCTb
nuua, BU3MPYIOLLEro AOKYMEHT, MOANWCh, paclndgpoBKy MOANNCK  (MHWUMaNI,
hamunuio) n gaTy Bu3nposaHusa. Hanpumep:



HavanbHuK nHpopmaLMoHHO-MeTOANYECKOro oTAena

Moanucek n.0. bamununa
[ata

Mpy HaNM4KK 3aMevanHnit K LOKYMEHTY B3y ohopMNSioT Creayrowmnm obpasom:

3amevanva npunaraTcs.
HauanbHuk nHopMaloHHo-MeToaMYeckoro oTaena

Moanuck .0. damunus

HaTta

B nOokyMeHTax, nNOONUHHUKU KOTOPbIX XpaHATCA B agMUHUCTpauun, BU3b
NPOCTaBNAOT Ha& NOCNeAHeM NUCTE A0KYMEHTa Nog nognuceio, Ha obopoTe NocnenHero
nuecTa  MNOANUHHUKA AJOKYMEHTa WM Ha NUcTe CcorfllacoBaHusa  (BU3UPOBAHMUS),
nNpunaraeMom K AOKYMeEHTY.

B ucxogauwux oOKyMEeHTax BM3bl MPOCTaBASIOTCH Ha AK3EMMNKPAX LOKYMEHTOB,
nomeLlaemMbix B 4eno.

Mo ycMoTpeHuo aaMUHUCTpaunn MoXeT NPUMEHATLCA NOMUCTHOE BU3NPOBaHNe
AOKYMEHTa U €50 NPUNoXKeHui.

CornacosaHue NPOEKTOB NOKYMEHTOB (BHEWHee, BHYTPEHHee) OCYyLecTBNAEeTCA
B COOTBETCTBMU C NyHKTamu 4.1 - 4.11 NHcTpyKumu.

2.39. Mognucb BKNtOYaeT: HauMeHoBaHWe OOMKHOCTU nuua, NoAnUCHIBaOLLIEro
LLOKYMEHT, ero coOCTBEHHOPYYHYIO NOANUCE, UHUUManNb!, hamunuio. Hanpumep:

'maBa MNoanuck n.0. damunusa

Ecnmu OOKYyMEHT odopmneH He Ha 6raHke, B HaUMEHOBaHWE [OMKHOCTY
BKMNIOYEETCA HaUMEHOBaHWe opraHu3auuv. Hanpumep:

[Tnapa agMuHUCTpauum
Ywakosckoro MO Moanucey .0. damunus

Mpu ochopmneHun OoKyMeHTa Ha GnaHke AOMKHOCTHOTO Nvua AOMKHOCTL 9TOT0
nvua B NOANUCK He yKasbiBaeTCs.

Moanucek 1.0. damununa

Mpy  nNoanMcaluy  OOKYMEHTA  HECKONMbKUMU  LOIDKHOCTHbIMW  NuLamw,
3aHVMAOLIMMKU PA3HOE MONOMKEHWEe, UX NOANUCKU pacnonaraloTcs oAHa nog OpYrown B
nocnefoBaTenbHOCTU, COOTBETCTBYIOWIEN cTaTycy AOMKHOCTW. Hanpumep:

MmaBa Mognucek .0. damunns



"nasHbIN Dyxrantep Mognuce N.0. damunus

Mpv noanucaHWW OOKYMEHTa HECKONbKAMU NULaMW pPaBHbIX LOMKHOCTEW KX
NoANWCKU pacnonaratTcs Ha 0OGHOM yposHe. Hanpumep:

HavanbHuK nHHoOpMaUMOHHO- Hau4anbHuK NPoU3BOL4CTBEHHO-
- MeToau4ecKkoro otaena TEXHWYECKOTo oTaena
Moanucek N.0. damunus Moanuck n.0. damunus

B OokymeHTax, NMOAroTOBNEHHBLIX KOMWUCCUEN, B MOANUCU yKasbiBAeTCs CTaTyc
nuua B cocTase KoMuccuun. Hanpumep:

MNpeacenarens KOMUcCUmn Mopgnucsk n.0. damunnsa
UneHbl kKoMuccun Moanucek nN.0. damunus
Moanwck N.0. damunus

pu noanucaHny GOKyMEHTa NULOM, UCTIONHSAOWNM 0083aHHOCTY PYKOBOAUTENSR,
NOANNCH OPOPMNAETCHA € YKasaHMeM cTaTyca AOMKHOCTHOro nuua B COOTBETCTBUU C
npvikasom (pacnopshxeHuem). Hanpumep:

W.o0. rmaeHoro byxrantepa Moanwuce n.0. damunus

nnw.

Wenonustowmni obssaHHoCTH
rmasHoro dyxrantepa Moanuck n.0. Gamunus

Mpn nognucaHuy [OKYMEHTa NUUOM, UMEKUWMM npaBo NOANUCU B cnyvae
BPEMEHHOIO OTCYTCTBUA HavanbHWKa, UCNPaBrierNs B HaUMEeHOBaHWe LO/MKHOCTU ¢
paclumcpoBky amMunany NOAroTOBMEHHOIO U COMMACOBAHHOIO MPOEKTa [OKYMEHTa
BHOCSTCS OT PYKW WK C UCMONb30BaHNEM COOTBETCTBYIOWNX WTamMnos. He gonyckaetcs
CTaBUTb KOCYlO 4epTy, Hagnucs "3a" nepel HauMeHoBaHWEeM [LOMKHOCTW fuvua B
noanucy, ecnu LOKYMEHT MOANNCHIBAET MHOE AOMKHOCTHOE NUL(O.

2.40. OTMmeTKa 00 OSNEKTPOHHOW NOoAMMCKY UCMOMb3YEeTCA AMS BU3yanusaunu
nognucy nonydarenem [LOKYMeHTa npu obmeHe 9neKTPOHHBbIMW - [OKYMEHTaMu,
NOANVICAHHLIMW YCUNEHHOW KBanUMULUMPOBAHHOW SNEKTPOHHON NOANUCHIO.

B cootBeTcTBUM C 3akoHodaTenscTBOM Poccuiickon depgepaumn otmeTtka ob
SNEKTPOHHON noanucy hopMupyeTcs ¥ BU3yanusanpyeTcsa NnporpaMmHbiMu cCpefcTBamMu.
OTmeTka 06 aneKkTpoHHON noanucy BkntovaeT dppasy «[JoKyMeHT NoanmucaH 3NeKTPOHHON
noanucLIo», HOMeEep cepTudukata krwova SNEeKTPOHHOW noanucy, damunuio, WMS,

OTYECTBO Bnafenbla cepTudukara, Cpok AeicTBUst cepTudukaTa KoHa SNeKTPOHHON
nognucw.

Hanpvmep:



[Mmaea OOKYMEHT n.0. damununsa
nognmcAH
SNEKTPOHHOW
noanmcebro
CepTudhmkaTr
12111a2aa000000000011
Bnapeney ®amunus
Nmsa OtyecTBO
HencTtBuTEneH ¢
01.12.2020 no 01.12.2021

MNoanucaHve (yTBepXaeHWe) AOKYMEHTa OCYLIEeCTBMSETCA B COOTBETCTBUU C
NYHKTOM 2.39 HacToALWEN NHCTPYKUUHN,

2.41. lleyaTb 3aBepseT MNOANMHHOCTbL MOANWCK AOBPKHOCTHOrO nuua Ha
AOKYMeHTax, yAOCTOBepAwWnX npasa nul, GOUKCUPYIOWNX dakTbl, CBA3aHHble C
(PVHAHCOBLIMU CpPeAcTBaMMK, a Takxke Ha WHbIX AOKYMEHTax, npeaycmaTpuBatolimx
3aBepeHue noanucy nedaTbld B COOTBETCTBMM C 3aKoHOAATENbCTBOM Poccuinckon
denepauun.

[oKyMeHTbl 3aBepsIoT nevaTbio agMuHUcTpauun. edaTb NpPOCTaBNSIETCSH, He
3axBaTbiBaf COOCTBEHHOPYYHON NOANMCY NMULLA, NOANWMCABLLErO AOKYMEHT, NN B MECTE,
obosHaveHHoMm "MIT" ("MecTo nevaTn").

2.42. OTtmeTtka 06 wucnonHuTene BKNOYAET QaMUNUID, WUMST U OTYECTBO
ncnonHuTensa, Homep ero TenedoHa. OTMeTka o ncnonHUTENe MOXeT AOMOSNHATLCA
HaVuMEeHOBaHWEM [OOSXHOCTU, CTPYKTYPHOro Noapasfenennsa 1 SNeKTPOHHbIM aapecom
nenonHutenss. OTmeTka 00 uvcnonHuTene odOopMASeTCs Ha NUMUEBON CTOPOHE
nocnegHero nNucTa AOKyMeHTa OT rpaHuLbl 1eBOro NOns U, Npu OTCYyTCTBUM MecCTa, -
Ha 0DOPOTHOM CTOPOHE NUCTa BHU3Y crnesa.

Hanpuwmep:

UnbnH Unbsa Unbud, AgMmuHncTpaumnsa Ywakosckoro MO, Begywnin cnedmnanmct
+7 (39540) 31-5-67, @

OtmeTka 00 ucnonHutene MoXeT OQPOPMMATBCA KaK HUKHUIA KOMOHTUTYN U
neyaTaTbCs LWPUPTOM MEHbLUENO pasmepa.

2.43. OTmeTka O 3aBepeHunM Konuu odopMmnseTcs ANA NOATBEPXAEHUA
COOTBETCTBMA KOMUW AOKYMEHTa (BbIMUCKUW W3 AOKYMEHTa) NOANMHHWUKY [OOKYMEHTa.
OTmMeTKa 0 3aBepeHMn KONUK NPOoCTaBnsaeTca Ha cBODOAHOM OT TeKCTa MecTe Unu, npu
OTCYTCTBMM CBOOOAHOrO MECTa Ha NNLIEBON CTOPOHE AOKYMEHTA, Ha 0b6opoTe AOKyMEeHTa
1 BKNtoYaeT: cnoeo "BepHo", HauMeHoBaHWe A0MKHOCTU NNLA, 3aBEPUBLLETO KOMUIO; ero
coBCTBEHHOPYYHYIO MOAMUCH; paclUMpoBKY MNoAnucK (MHUMUManbl, damunuio);, aaty
3aBepeHNs Konum (BbIMUCKN N3 AOKYMEHTA).

Ecnn konus BblgaeTca AN npefcTaBneHna B ApYryto opraHusayuio, oTMeTKa o
3aBEPEHUN KOMUU OOMOSMHAETCA 3anUChid O MeCTe XpaHeHWs AOKYMeHTa, C KOTOporo
Oblnia N3roTOBNEHA KOMUs, N 3aBepseTcs nevaTbio agAMUHUCTpaLNN.

Hanpumep:

MoANMHHUK AOKYMEHTa Haxo4UTCs B agMuHUcTpauumn Ywakosckoro MO
B nene N 08-05 3a 2021 r."

BepHo

[ naBHbIA cneynanncT nNo Kaapam Moanuce n.0. damun



Hdata MNevyaTb

Ha KonusiXx MHOroCTPaHW4YHbIX [OOKYMEHTOB OTMeTKa O 3aBepeHUM Konuu
NPOCTaBNAETCHA Ha KaXKAOM NUCTE AOKYMEHTa NN Ha NOCNeAHEM NUCTE NPOLUUTOro nnu
CKpenneHHoro uHeiM 00pa3oM AOKyMeHTa. 3anucbk 0 MecTe HaxOXAEHUs NOAMUHHUKA
NpocTaBNAETCHA TONbLKO HA NOCNeaHEM NUCTE JOKYMEHTA.

[na 3aBepeHus KONUW AOKYMEHTa, W3rOTOBMEHHOW Ha Byma)KHoOM HocuTene,
MOXET UCNONb30BaThCH LWTAMN.

244 OTmeTka O NOCTYNNeHUW AOKYMEHTA CNYyXWUT ANsS NOATBEPXKAEHWUS dakTa
NOCTYNNEHNs AOKYMEHTa B aAMUHNUCTPALUMIO U BKNOYaET A4aTy NOCTYNNEHUA N BXOOALLNUNA
perncTpaumioHHbln Homep AokymeHTa. [pu HeobxoAUMOCTU OTMeTKa O MNOCTYMNMeHUu
MOXET AOMNOMNHATLCA yKadaHWeM BPEeMEeHU NOCTYNNEHUA OOKYMEHTa B Yacax U MUHyTax
n cnocoba 4OCTaBKU AOKYMEHTA.

OTmeTka 0 NOCTYNNEHUN JOKYMEHTA MOXET NPOCTaBNATLCA C NOMOLLbIO LWUTaMna.

2.45. Pesonouns [omkHa coaepaTh yKasaHue no UCNOMHEHNIO JOKYMEHTa.

Pesontouns odopmnsieTcs Ha cBOBoAHOM MecTe pabodero nons AOKYMeHTa, Ha
bnaHke pesonoUUM UM BHOCUTCA HENOCPEACTBEHHO B CUCTEMY 3MEKTPOHHOrO
AOKyMeHToobopoTa.

Peszonouns  OOMKHA  BKAKYATb:  amMunuio,  UHUUManNbL  UCNONHUTENA
(ucnonHUTEenen), nopyvYeHne No AOKYMEHTY (KOHKpeTHoe 3afaHue no WCNOMHEHWo
AOKYMEHTa Unn hopMynupoBKa Lenu pacCMOTpeHns AOKYMEHTa), Npy HeobxoaAnmocTu
- CPOK UCMOMHEHUs, NOANNCH NnLa, BbIHECLLETO Pe3oniouunto, 4aTy pes3ontiounu:

®amunung U.0., Pamunusa UN.0.
Mpolly NoAroTOBUTL NPEANOXKEHUS
k 10.11.2020

Moanuce

[ata

CpOoK UCNOMNHEHNSA NOPYYEHUSA HE JOIMKEH YKa3blBaTbCsH, €CNU OH Ha3BaH B TEKCTe
MOCTYNUBLLETO AOKYMEHTA W PYKOBOAUTENbL HE CHMTaeT HeobXoAWMbIM U3MEHUTL €ro B
CTOPOHY COKpaLLeHUA Unu SBnseTca TMNOBbIM AN AaHHOro Buaa AoKyMeHTa.

Mpn  yKasaHUM  HECKONbKUX  UCNONHUTENem qamMunua  OTBETCTBEHHOrO
UCMNOMHUTENS YKa3blBAETCA NEPBON, NOAYEPKUBaAETCA Ny 06o3HaYaeTCa CNOBOM «OTB.»
(«OTBETCTBEHHbINY).

2.46. OTMeTka O KOHTpOne CBWMAETENbLCTBYET O NOCTAaHOBKE [OOKYMEHTa Ha
KOHTpOIb, NnpocTaBnaeTcs wramnom "KoHTpons" Ha BEepXHEM none AoKyMeHTa.

2.47. OTMeTKa 0 HanpaeBneHUn AoKyMEHTa B eno onpefenseT MecTo XpaHeHus
JIOKYMeHTa rnocre 3aBeplUeHuns paboTbl C HUM Y BkItoYaeT: cnosa "B geno”, nHaexc aena
No HOMeHKnaType Aen, B KOTOpOe NOMELaeTca AOKYMEHT Ha XpaHeHve, C ykasaHuem
rofa, 4OMMKHOCTU Nuua, ohopMuBLLIEro OTMETKY, NOANUCY, OaThl.

Hanpumep:

B neno Ne 01-08 3a 2021 .

HavyanbHUK oTaena

MNMognucek

JaTa

OTtmeTka o HanpaBneHWn OOKyMeHTa B Aeno MOXeT AONONHATbCA KpaTKUMW
CBeeHUAMUN O XapaKkTepe UCNONHEHNA OOKYMEHTA.

3. Nogroroska 1 ocpopMrneHune oTaesNbHbIX BUOOB AOKYMEHTOB

3.1. NokanbHble HOpMaTUBHbIE akTbl (Aanee - [IHA) agMuHUCTpaLun N3[atoTCH B



BMAE MOMOXEHUNA, NpaBUN, UHCTPYKLUWIA.

NHA  npuobpeTatoT topuandeckyto CUny mnocne WX YyTeepxaeHnus [nasoii
agMUHUCTpauuu,

3.2. JIHA moryT ObITb:

NOCTOAHHO AelcTayownMy (6e3 orpaHnieHns cpoka nx NpUMeHeHns);

' BPEMEHHbIMU (AENCTBYIOWMMN B TEYEHWE YKasaHHOTO B HUX Cpoka WU [0
HacTynneHus onpegeneHHoro cobbeiTus).

3.3. OcHoBaHvem ans usganusa JNNHA asnsoTes:

3aKoHopaTenbHble W UHble HOpMAaTWBHbIE nNpaBoBbie akTbl Poccuiickoi
Pegepaumm  (ykasbel 1 pacnopspkeHust peanpeHta Poccuiickon  dPepepauumm,
NoCTaHOBNEHNA U pacnopsixkerna [MpasuTtenbctea Poccuiickot degepauun, aKThl
deneparnbHbiX OpraHoB MCNOMHUTENLHOW BNacTn);

3aKoHodaTenbHble akThl Poccunckon depepaumnmn, 3akoHbl UpkyTckon obnacTu,
HOpMaTUBHbIE NpaBoOBble akThl AgMUHMCTpauumn n [dymbl WpKyTCKOro paroHHOro
MYHULMNANbHOro 0bpa3oBaHus;

paHee nsfaHHsle B agMuHucTpaumy JIHA n/unn pacnopsianTenbHblie LOKYMEHTbI.

3.4. JIHA nagatoTca B uensx:

ycTaHoBneHus Hopm, TpebosBaHui, npaBun B OTHOWEHUW npeameTa
HOPMaTUBHOIO PErynmpoBaHna, paHee He ABNSABLIEMCHA NPeAMETOM PErynMpoBaHnA B
agMuHUcTpauuu,

U3MEHEeHUA CyLeCTBYWNX HopM, TpeboBaHniA, NpaBus, YCTaHOBMNEHHbIX paHee
N3aaHHbIMN HOPMATUBHBIMU LOKYMEHTaMU;

OTMEHb| paHee YCTaHOBNEHHbIX HOPM, TpeBoBaHWi, Npasun.

3.5. [lpegnoxeHne o paspaboTke npoekta JIHA BHocutca [nason
aAMVHUCTPAUUN UNN UHBbIM LOMKHOCTHBIM MNLIOM.

3.6. JIHA paspabaTtbiBaeTcs B crniyyae, ecnu:

UmeeTcs ydacTok paboTbl (BONPOChbl AEATENBLHOCTW), Hyxaawwuics B
HOPMaTMBHOM pPerynmpoBaHum;

TpebyeTca BHECEHNE 3HAYUTENBHOIO KONMMYECTBA M3MEHEHNI B paHee NPUHATLIV
JIHA;

BbISBNEHO Heckonbko JIHA perynupylowmx CMmexHble BOMPOCHI, KOTOpbie
LenecoobpasHo 06beaUHUTE B OANH AOKYMEHT.

AkTyanusauus paHee npuHaTbIX JIHA ocyuwecTenseTcs Yepes BHECEHUE B HUX
N3MEHEHUN.

3.7. NMpepnoxeHne ¢ obocHOBaHNEM HeobxoammocTn paspaboTku Hosoro JIHA
MpeAcTaBnsaeTcs cneuynanvcTom agMuHucTpauun nase agmuHucTpauum B opme
AoknagHown (cnyxebHow) 3anncku, B KOTOPOW n3naraeTca:

BOMpOC, Tpebylwmnii  pelweHnsa, ¢ W3N0XEeHNeM OCHOBHbIX HanpaeneHun,
cnocoboB ero peLleHns;

NPOrHO3 NOCNeACTBUN NMPUHATMA HOPMATUBHOIO LOKYMEHTA;

OpraHn3aLnoHHble, KadpoBble, (PUHAHCOBLIE, MAaTEPNANbHO-TEXHNYECKNE U NHbIE
MeponpusTusa, KoTopble HeobxoanMmo OygeT npoBecTM B CBA3UM € NPUHATUEM
HOPMaTUBHOIO AOKYMEHTA;

nepeyeHb paHee uagaHhbix JIHA, nognexawmx oTMeHe B CBA3WM C U3JaHVEM
HOBOIO HOPMAaTUBHOIO AOKYMEHTA;

npeanaraemelil CPoK AN paspadboTkn NPoeKkTa HOPMaTUBHOIO AOKYMEHTA.

3.8. Cornacoesanue npoektor JIHA ocyllecTBnaeTca B COOTBETCTBUN C NMYyHKTAMU
4.1 -4.13 UHcTpyKkumw.

3.9. IHA yTBepxpaeTtcsa npukasom MnaBbl agMUHUCTPALMN, €CNN OAHOBPEMEHHO
C YTBEPXOAEHWEM  HOPMAaTWBHOIO  OOKYMEHTa  HeobXoguMO  NPUHATL  Mepbl
OpraHn3aunoHHOro, hMHAHCOBOro, TEXHUYECKOTO, KaapoBOro WA UHOro Xapaktepa U
AaTb COOTBETCTBYIOLME NOPYYEeHUs cneuynanuctam agMuHucTpaumm unm  UHbIM




paboTHUKAM agMUHUCTPaUuK, a Takke, ecrniv HeobXOAMMO BHECTW W3MEHEHWUS Whiu
NPW3HaTb yTPaTUBLLMMU CUNy paHee yTeepxaeHHble JTHA.

3.10. VameHenus B JIHA u otmeHa JIHA odopmnsawTcs npukasom [Mnasbl
agMUHUCTPaUUM WKW WHOMO  JOSHKHOCTHOrO nuua, npuHuMasiwero petlenne ob
yTBepxaeHun JIHA,

NameHernuss B JIHA u oTmeHa JIHA, yTBepXaeHHbie HenocpeacTBEeHHO
COBCTBEHHOPYYHON Noanuceeo Naso agMUHUCTPaLnn UK MHOIO YMOSHOMOYEHHOIO UM
AOMXKHOCTHOrO nuua B rpude yTBEPXKAEHWSA, BHOCATCA NPUKa3oM, nsgasaemsim [[nason
aOMVHUCTPALUN UITA MHBIM YNOMHOMOYEHHbBIM MM OOMKHOCTHLIM FNLIOM.

3.11. B Tekcte npukasa of yTBEPXKAEHWW, W3MEHeHuUu wunu otmeHe JIHA
NCNOMB3IYIOTCA POPMYNINPOBKN:

npw yteepxaeHun Hosoro JIHA: "YTBepauTs (Hassanue JIHA)" nnn "YTBEepanTs
(Hassanue JIHA) u BBeCcTU B gencTeue ¢ (gata)". Hanpumep:

1. YTBepanuTs MNosioxkeHne 06 aKCnepTHOW KOMUCCUM agMUHUCTPaLIMIK YILaKOBCKOro
CEenbCKOro noceneHuns,

nnu:

2. YTBepauTh LHtaTtHoe pacnucaHue agmuHuctTpaumn Yiwakosckoro MO Ha 2021 rog v
BBECTU ero B gencteue ¢ 1 aHsapa 2021 r. (npunoxexue).

Npv BHECEHUU N3MeHeHult B paHee yTeepxaeHHbin JIHA: "BHecTn nameHernvs B

3. BHecTu cnegywuive nameHerus B LLUTaTtHoe pacnucanue Ha 2021 rog, yTBepaeHHoe
npukasom agMmuHucTpauun Ywakosckoro MO o1 25 gekabpa 2020 r. N 345:

(HasBaHue JIHA). Hanpumep:
npun oTMEHE paHee yTepxaeHHoro JIHA: "TpusHaTth yTpaTusLLUM cunly (HasBaHue
JNIHA), yTBepxaeHHoe ". Hanpumep:

4. MNpunsHaTte yTpaTMeLWKM cuny IonoxeHue o HEHOPMUPOBAHHOM paboyem aHe,
YTBEPXAEHHOE NprKasom agMmuHucTpaummn Ywakosckoro MO
oT 15 chepana 2015 1. N 22.

3.12. OcHoBHbIMU pekBusnTamu JIHA SBRSIOTCA: HAUMeHOBaHNE aaMUHUCTPaUuK,
HauMeHOBaHWe Buaa AOKYMEHTa W 3arofioBOK K TEKCTY, COCTaBnaiowme oOHo uernoe,
rpud yTBEPXAEHNS, MECTO N34aHus JOKYMeHTa.

Ecnu npoekt JIHA sBNseTcs MHOrOCTpaHW4YHbLIM W K HeMy odopmnseTca
TUTYNbHbBIA UCT, YKa3aHHbIE BbllUe PEKBU3UTHI Pa3MELLAOTCA Ha TUTYMBHOM NUCTE.

3.13. NHchopmauus cnpaBoYHOro xapakrepa (rpatuku, cxemb!, Tabnuub!, hopmel
AOKYMEHTOB) 0hopMnseTCs B Buae npunoxenun k JIHA.

Ha npunoxenusx k JIHA odopmnseTca peksn3nT "oTMeTKa O NpunoxeHun" s
COOTBETCTBUYU C NYHKTOM 2.33 VHCTPYKUUW.

3.14. JIHA BcTynaeTt B CUny B CPOK, yKasaHHbI B NpuKkase, KOTOpbiM yTBEpKAEH
JNHA, nnu c pats! yteepxaeHus JIHA.

3.15. PacnopsautenbHbie OOKYMEHTbI oOpraHusauun wnsgartca B dopme
NpuKasoB, NOCTAHOBNEHWIA, pacnopsxernin. PekoMmeHayemble obpasubl 0hopMreHns
npukasa (NpunoxexHue 2).

Mpukasbl, NOCTAHOBMEHWSA, PACMOPSHKEHNS M3JAKTCA B Uenax odopMneHns
peLleHni:

HOPMaTUBHOrO Xapakrepa (ecnu yreepxaaertca JIHA unv npuHumMaeTca peLueHne



OpraHu3auMoHHOro xapaxkrepa, Hanpumep, noctaHoBneHne 0b yTBEPXAEHUN CTPYKTYPbI
N LWUTATHOWN YNCNEHHOCTY Opranuaanmmn);

opraHnsaunoHHoro, agMUHUCTPATUBHOIO, B TOM YM1CE oNepaTnBHOro Xxapaktepa
MO BONPOCaM OCHOBHOW AeATENLHOCTU OpraHnsaumu.

3.16. NpoeKTbl NPUKa30B, NOCTAHOBNEHWI, PACMNOPAXKEHUI FTOTOBAT CNeLNanucTbI
agMUHUCTpaUMmM Ha OCHOBaHWW nopyydeHun [naebl  agMmuHucTpauum nubo B
MHMUMaTMBHOM nopsake. OTBETCTBEHHOCTb 3a KAaWeCTBEHHYIO MNOAFOTOBKY NPOEKTa,
cornacosaHve U npaBunbHOe  odopmNeHUe  MpoeKkTa  HecyT  CchneuvanucTbl
agMVHUCTpaLnMK, KOTOpble FOTOBAT NPOEKT W NPEACTaBASAT ero Ha NoAnucs.

3.17. KoHTponb 3a nNpaBUMbHOCTBIO OGQOPMNEHUA MPOEKTOB OCyLlecTBNAET
rNaBHbi cneynanucT agMUHUCTpauun.

3.18. MNpukasbl, NOCTAaHOBNEHUS, pacnopsXXeHUs, nsgaBaemblie B ajMUHUCTPaUuN,
He [OMKHbl NPOTUBOPEYUTL 3akoHodaTenbcTBy Poccuiickon depepauun, Yctasy
agMUHUCTPaUMK, NoKaneHbIM HOPMaTUBHLIM akTamM agMURUCTPALMY N PaHee N3faHHbIM
MpuKasam, NOCTAHOBNEHNAM, PACMOPSHKEHNAM aaMUHUCTPaLUN.

3.19. NocTaHOBNEHNS, PACNOPSHKEHNS MO OCHOBHON AEATENBHOCTU U3AAKTCH:

BO WCMOMTHEHWE HOPMATUBHbLIX MPAaBOBbLIX aKTOB OpPraHoB rocyaapCcTBEHHOW
BNacTV W BbILLECTOALUNX OpraHn3aunii;

B LEnsX OCYLUEeCTBNEHVUS YynpaBneH4yeckon [AesATEeNbHOCTW, BhiTEKalowen wus
dyHKUMI 1 3apa4 agMuHUCTpaunn.

3.20. lNMocTaHOBMNEHUA, PACNOPANKEHUSA NO OCHOBHON AEATENLHOCTN COCTaBNAOTCA
Ha OCHOBE TLWATEeNbLHOTO U BCECTOPOHHENO WU3Yy4EeHWA BOMPOCOB, Tpedyrowmnx
paspellenus, 4Ttobbl cogepXalymecs B npukasax nopydeHust Obinu KOHKPETHbIMK,
obecneynBanvucb OOCTATOMHBIMU  MaTepuanbHO-TEXHUYECKMMU U dUHAHCOBbLIMU
CpeAcTBaMy U B AanbHEWWEM UCKNoYanu HeobXOANUMOCTL KOPPEKTUPOBKN NPUHATHIX
PELLIeHNA B CBA3M C HEMONMHOTOW unu HepopaboTkoW npeablayLlero NOCTaHOBNEHUS,
pacnopsXeHus.

3.21. MNMpvikasbl, NOCTAHOBNEHNS, PACNOPSHKERNS agMUHUCTPaLUN OHOPMNAIOTCA
Ha ©6naHke C UCNONbL3OBAHMEM CNEayoWUX PEKBUSMTOB: Aarta [OKYMEHTa,
PErncTPaUMOHHbIA HOMEP [OKYMEHTa, 3aroNoBOK K TeKCTy, TeKCT, noAnuck. [ata u
PErMCTPaLMOHHBIA HOMEP NPOCTABNS[IOTCA NOCNE NOANNCAHUSA NPVIKa3a, NOCTAHOBNEHNS,
pacnopsbkeHus [[naBol agMuHnucTpauun.

3.22. 3aronoBOK K Npukasy, NoCTaHOBNEHWNIO, pacnopsKeHUIO neyaTaeTcs Yepes
OOWH MEXCTPOYHbLIA MHTEpBan noA pexksusuTamy BnaHka cnesa OT rpaHuLibl NEBOTo
nonga. Touka B KOHLE 3aronoBka He CTaBUTCS. 3aroNoBOK K NPuUKasy opMynupyeTca ¢
npegnorom "o" ("oB"), KpaTKo N TOYHO OTPaXasa CoAepXaHne TekcTa npukasa.

Hanpumep:

06 yTeepxaeHun VIHCTpyKLny No 4enonponsBoacTsy;

O co3gaHuy 9KCnepTHOW KOMUCCUW.

3.23. TeKkcT npukasa, NocTaHOBNEHUS, PACNOPSKEHUSE COCTOMT U3 ABYX YacTen:
oBocHOBaHUA (Npeambynkl) U pacnopaantTensHoi yactu. B obocHoBaHUM yKkasbiBaeTcs
OCHOBaHue, Npu4YuHa unu Lenb 3gaHusa JOKYMeHTa.

Hanpumep:

B uensx ynopsaodenns onnatel Tpyga paboTHUKoB Byxrantepum
agMUHUCTPALUN Y1LAKOBCKOrO MyHULMNAaNsHOro obpasoBaHns

B uensx opraHusaunm n nposeferus paboTkl N0 3KkcnepTuse

LEeHHOCTN AOKYMEHTOB, 00pasylolnxca B AeATeNbHOCTU aaAMUHUCTRaLInN,

1 oTOOPY VX ANsA Nepenayy Ha XpaHeHne B apxXve OPraHn3aln n K YHUYTOXEHUIO

3.24. PacnopsantenbHas 4acTb Npykasa HauyMHaeTcst CnoBoM "npukasbiBato ',
KOTOpOe nevaTaeTcs NPONUCHbLIMK ByKkBaMK BPa3psAaKY.
PacnopaantenbHas 4acTb MOXET COAepXKaThb:



PELLEHNA OpraHn3aunoHHOro xapaktepa (yTBepauTb, co3aaTe, npeobpasorath,
NVKBMANPOBATL, NPU3HATL YTPATUBLUUM CUMY);

KOHKpPETHbIE NOPYYEeHUsA ¢ yKazaHeM UCNOoMHUTeNA (UCMONMHUTENEeR) N CPOKOB NX
BbINOMHEHNS.

3.25. Kaxpoe pelleHne (nopydeHune) ohopmMnsaeTcs B nNpukase Kak oTAeNbHbIN
NyHKT. TTYHKTBI NpuKasa pacnonaratoTca B NIOMMKO-BPEMEHHON NocnenoBaTensHocT U
HymepytoTcs  apabckumun  undpamn.  Ecnn nopyydyeHue  OaeTcs  KOHKPETHOMY
noapasaeneHnto, ero HaMMeHoBaHWe MULLETCA MNOMHOCTbI, B CKOBKax ykasbiBarOTCH

hamunua 1 nHULMansLl pykoBOAUTENS noApasfeneHns B WMEHUTENbHOM nafexe.
Hanpumep:

npukasblBato:
1. byxrantepy (Pamunusa 1.0.) k 01.11.2021 noaroToBMTb U NpeacTaBUTb
Ha yTBepxaeHue nnaH paboTtel Ha 2022 rop,.

Ecnu nopyyeHve gaeTca KOHKpETHOMY UCNOMHUTENIO, €r0 AOMKHOCTE U haMunmns
ykasblBaroTcs 6e3 ckobok B gaTensHOM nagexe. Hanpumep:

3. [nasHomy ©Oyxrantepy (Pamunua W.O.) noaroToBuUTs W NpeAcTaBUTh |
paccMOTpPeHNEe U YTBEPXOEHNe CMeTy KOMaHAWPOBOYHbLIX pacxofos Ha 2021 rog B Cpok |/
30.11.2020.

MpeanvceiBaecMoe AENCTBUE BhIpaXaeTca rnarorioMm B HeonpeaeneHHon gopme.
He ponyckaeTcs ynoTpebnsaTh HEKOHKPETHbIE BbipaxeHns Tuna "ycununte", "yckoputs",
"obecneynTb B kpaTHanLIME Cpokn'.

Ecnu ogHoMy ncnofHUTEnto HeobXo4MMO NOPYHUTL HECKOMBKO pasHbiX 3adaHni
C OAHWUM CPOKOM BbIMNOSIHEHNS, OTBETCTBEHHbIA WCMOMHUTEMNB W CPOK WCMONHEHWUA
YKa3bIBAKOTCA OOWH Pa3 B OCHOBHOM MyHKTE, a NOpyyYeHUs BblAENAOTCA B OTAEMbHbIE
NOANYHKTbI. ECAN y nopy4yeHnin pasHble CPOKN UCMNOMHEHUNA, CPOKU yKasblBatOTCS HE B
OCHOBHOM MYyHKTe, a B Kax oM NoAnyHKTe.

Cpok ucnonHeHuss [omkeH ObiTb peanbHbIM, COOTBETCTBOBAaTL 0b6bEMy
npegnonaraembix paboT. [lpn ycTaHoBNeHWW cpoka crnedyeT ydnTbiBaTb BpeMs
AOBEOEHNA [OKYMEHTa 00 KOHKPETHbIX MCNOoNHUTENen.

CpOoK MCNONHEeHNs B NYHKTax pacnopsaanTenbHON YacTy NpuKasa He yKasbiBaeTcs
B Crny4asx, ecnu [JOencTBUS HOCAT perynapHbin  xapakTep W UX BbiNOMHEHNe
npeanucbiBaeTCcs Ha BeCb Nepuoa AeNCTBMA npukasa. KonuyecTBo vcrnonHuTenen no
KaXXaoMy MyHKTY (NOAMNYHKTY) He orpaHnyuBaeTtcs. OTBETCTBEHHbIA UCNOMHUTENb
yKasblBaeTCs NepBbiM.

Ecnn npukas oTMeHAET NOMHOCTbIO UNWU YaCcTUYHO paHee U3JaHHble OOKYMEHTbI
no TOMYy >e BOMpocy, TO B MNpeanocnefHEM MyHKTe npukasa Heobxooumo Ux
nepedncnnTb C yKazaHneM HanmMeHoBaHUs OKYMeHTa, ero Aathl, HomMmepa, 3aronoBka.

Hanpumep:

4. MpunsHaTb yTpaTUBLLNM cuily Npukas oT 5 aBrycta 2018 r. N175
"O6 yTBEPXKOEHUN JKCNEPTHONW KOMUCCUM aaMuHucTpauun Ywakosckoro MO™.

MocnenHnit NyHKT MpUKasa - NyHKT O KOHTPOrE, B HEM YKa3blBAOTCA AOMKHOCTb
nuua, OTBETCTBEHHOIO 3a UCMNOMHEHWe AOKYMEHTA B LiefoM, ero haMunusa v nHuunans.
Hanpuwmep:



4. KoHTponb 3a UCNOMHEHUEM NpUKasa BO3NaraeTca Ha 3aMecTUTenNs
naebl agMuHucTpaumm dGamunus N.0.

B otaenbHbix cniyyasx [NaBa agMuHUCTpauMyM MOXET OCTaBWTb KOHTPOMb 3a
coboii:
Hanpumep:

4. KoHTponb 3a UCNONHEHWEM Npukasa ocTaBnsAto 3a cobon.

3.26. He BKktovaeTcs B TEKCT Npukasa nyHkT "lNpukas 4OBECTU 40 cBeAeHns .

ModpasfeneHns M AOMKHOCTHblE Nuua, A0 CBEAEHUS KOTOPbIX HEeoBXOAUMO
AOBECTM NpWKas, NepedncnsainTcs B ykasatene (NUcTe, CNUCKe) pacchifikv, KOTOpbIN
rOTOBUTCA MCNONMHUTENEM Y MOXET OhOPMNATECH HA 0BOPOTHON CTOPOHE NOCNeaHero
nucTa npukasa.

3.27. B npukasax He gonyckaeTcs:

N3MEHEeHNe paHee YCTaHOBMNEHHbIX CPOKOB BbIMOMHEHWUS 3adaHUi B CTOPOHY KX
yBENMUYEHUS;

NPVMEHEHWEe TNPOW3BOSIbHbLIX COKPALWEeHWA WM  UCKaXeHVWe HaWMeHOBaHWN
OTAENOB agMUHUCTPALUN - UICNONHUTENEN;

NPUMEHEHNe nNpPOU3BONbHbIX (HE OBLENPUHATBIX) TEXHUYECKMX W APYrux
TEPMMHOB, COKPALLEHHbBIX CIMOB U HAUMEHOBaHWNA.

3.28. Mpn HaNU4YMKN NPUNOXEHUIA B TEKCTE NPUKa3a B COOTBETCTBYIOLLMX MYyHKTaX
pacrnopsamTenbHOW vacTu fatTcs oTcbinku: (NpunoxeHne N1); (npunoxexnvne N2);
"'cornacHo NPUMOXeHWD", Ha NPUMOXEHUN ODOPMNSETCH OTMETKa O NPUMOMKEHUN:

MpunoxeHue N1

K npuKasy AoMUHUCTPaLum
Ywakoeckoro MO

oT 12.11.2020 N215

N3naHne BMecTe ¢ NPUKa3oM NPUNOXKEHUIA, HE YNOMSHYTBIX B TEKCTE AOKYMEHTA,
He JonycKaeTcs.

Ecnn OOKYMEHT, YTBEPXKOEHHBIA MPUKA3oM, BNOCNEeACTBUM AelcTByeT B BUAE
CaMOCTOATENbHOIO AOKYMEHTa, Ha NepBOM NUCTe OOKYMEHTa B BEPXHEM MpPaBoM Yriy
NPOCTaBNAeTCA rpud yTBEepXaeHus (Npyv HeobXxoAWMOCTW, - C YyKasaHuMem HomMepa
NPUMNOXKEHNS), HanpMUmep:

NHCcTpyKUNS YTBEPXOEHA
npukasoMm AgMUHUCTpaLmnm
Ywakosckoro MO
ot 22.01.2020 N5

3.29. [o npeacTaBneHvs Ha MOANUCH NPOEKT NpuWKasa CcornacoBbIBAETCHA C
3anHTEPECOBaHHLIMU NNLAMMN B COOTBETCTBUN C nNyHKkTamu 4.1 - 4.11 UIHCTpyKuuu.

3.30. MNMpukas nognuceiBaeT NaBa aaMUHUCTPALMW UK NNLO, UCNOMHAOLLEee ero
obs3aHHOCTY.

3.31. Konun npuKasoB paccbiialoTcs B COOTBETCTBUWM C yKasaTenem (nuMcTom,
CMUCKOM) PacChbINKy.

3.32. [estenpHOCTb MO COBMECTHOW BblpaboTke pelleHWA Ha 3acedaHuaAx
COBETOB, KOMUCCUIA, COBELLAHNAX OhOPMIIRETCS NPOTOKOMaMu.



MpoToKon CcOCTaBNAETCA Ha OCHOBaHWM OAUKTOMOHHLIX (PYKOMUCHBIX) 3anucen,
NMpon3BeAeHHbIX BO BpeMA 3acefaHus, NpeAcTaBMNeHHbIX TEe3UCOB [AoKNanoB U
BbICTYNNEHWIA, CNPaBOK, NPOEKTOB peLUEHNA (NOCTaHOBNEHWIA).

MNpoTokon ohopMNSEeTCs B TEYEHWE OOHOro - TPexX OHEW nocne npoBefeHUus
3acefaHunsi, ecrin Cpokn ero NOAroTOBKN HE OrOBOPEHbl 0cofo.

3.33. PekBuantammn npoTokona SIBASKOTCS: HaWMEHOBaHWE opraHusaluu,
HauMeHoBaHWe BuAa [AOKYMEHTa, 3arofloBOK K TEKCTy, AaTa U MecTo 3acefaHus,
PEerncTpaunoHHbIi HOMEep NPOTOKONa, TEKCT, NOAMNUCK.

3.34. 3aronoBOK K TEKCTY MpOTOKONa OTBEYaeT Ha BOMpoc "4ero?" u coaepuT
yKasaHue noapasfaeneHna unu opraHa, 4essTenbHOCTb KOTOPOro NPOTOKONNPYETCS.

Hanpumep:

[NpucyTcTBOBanK: 25 Yyen. (cnucok npunaraeTcs).

3.35. BBoAHAA 4acTb NPOTOKONA 3akaH4YMBAETCS NOBECTKOW OHSA, coaepKallen
nepeyeHb paccmaTpuBaemMbiX BOMNPOCOB, NEPEYNCIEHHbIX B NOPSIAKE MX ODCYXOeHns ¢
ykasaHMeM JoKnaayunka no Kaxgomy paccmatpmBaeMoMy Bonpocy. Bonpock! noBecTku
AHA dopmynumpyroTes ¢ npegnorom "o" ("o6"), nevaTatoTcs OT rpaHuLibl NEBOrO NOMNS U
HymepytoTcst apabckumm Lundpamun.

B ocHoBHOM YacTn npoTokoNa dunKCupyeTes Xon 3acedaHns.

3.36. lMonHbIn APOTOKON COAEPXUT 3anUCb TOrO, YTO NPOUCXOAMNO BO BPEMS
3acefaHusi, BKOYAs BOMPOChI K AOKNAAYMKY, OTBETbl HAa HWX, BbICTYMNEHUS B XOAe
obcyxaeHnst Bonpoca, pesyNbTaTbl FONOCOBAHUS MO BOMPOCY U MPUHATHIE peLUeHns.
PekomeHayembiin obpasel] ochopMneHnst NONHOro npoTokona (npunoxenne N3).

KpaTtkne npoTokonbel Beaytcsas MNpu pacCMOTPEHUW BOMPOCOB OnNepaTUBHOIO
xapakTepa. PekomeHgyemblin obpasel ohopMNeHns KpaTKoro npoTokona (NpunoxeHune
N4). B kpaTkom npoTokone dukeupyeTtcsa Tema obcyxaeHunsa, dhammnusa goknagyumka no
BONPOCY N NPUHATbIE peLIeHns.

3.37. OcHoBHas YacTb MOMHOMO NPOTOKONA COCTOUT U3 pa3faenos, NOCBALLUEHHbIX
BOMpocamM NOBECTKM [AHA. XOo4 PpacCMOTPEHUS Kaxaoro BOMPOCa 3anuchbiBaeTcs B
nocneposartensHocTn: CITYLWAJIA - BBICTYNUNW - PELLINNA.

lMocTaHOBNEHNE (pelleHne) B TEKCT NpPOTOKOMNa BHOCUTCH MOMHOCTHIO B TOW
dopmynupoBke, koTopast Obina MpuHATA Ha 3acefaHuy; npu  HeobxoaumocTu
NPUBOAATCA UTOTW ronocoBanuns: "3a -, NPoTMB -, BO3Aep»anoch -".

3.38. MpoTokon 3acefaHus noanuchiBaeTcs npeacefaTenem
(npencenaTenbCTBYHOLLMM) U CEKPETApeM 3acedaHust, eCnn NHOe He ycTaHoeneHo JTHA.

3.39. lMpn HeoBXOQUMOCTU KOMUU MPOTOKOMNOB WK BbIMUCKW W3 MNPOTOKONOB
pacchLINaloTCsl 3auHTEPEeCcOBaHHbIM NWLUaM B 3MEKTPOHHOM BWAE B COOTBETCTBUU C
yKkasatenem pacchlfku.

B Bbinucke W©3 npoTOKONa AOMKHbI BOCNPOU3BOAUTLCA BCE PEKBUIUTHI
3aroNoBOYHON YacTu NMpoTOKoNa, BBOAHAS YacTb, BOMPOC MOBECTKN AHA, N0 KOTOPOMY
rOTOBUTCS BbINUCKA, N TEKCT, OTpaxatoLunin obcyxaeHne Bonpoca n NnpuHAToe peLleHne.

3.40. [denosoe (cnyxebHoe) NUCbMO TrOTOBUTCA Ha ©OnaHke nucbma. [pw
COCTaBMNeHNN nnucem oOopPMIIAIOTCA PEKBU3UTLI. adpecar, 3aroNoBOK K TEKCTY, TEeKCT,
noanuck, oTMeTka 06 NCnonHMTeNe, B HEOOXOANMBIX CNyYasaX - OTMETKA O NPUMOXEHNN.
PekomeHayemblin o6pasel ohopMneHns 4enoBoro nucema (npunoxernve NS).

3.41. Ecnn nucbMo sIBNAETCS OTBETOM Ha MOCTYNWMBLLUNIA 3anpoc Unn npockoy,
3anoNHAETCS PEKBU3UT "CCbINKa Ha perncTpauioHHbIA HOMEP W AaTy MOCTYNUBLLEro
nucema'.

HanmveHoBaHne Buaga gdokymeHta ("nncemo") W pasHOBUAHOCTL MUCbMA
(hanpumep, "npockba”,  "WHOpMaUMOHHoe",  "conpoBoguTensHoe",  "sanpoc',
"HanomunHaHue") B AenoBbIX (CNyXebHbIX) MMCbMax He YKa3biBarTCS.



Ecnn nucbmo HanpaenseTcs agpecaTy No aNeKTPOHHOW noyTe unu no dakcy 6e3
[OCHIMKK MO NoYTE, BMECTO NOYTOBOIO afpeca yKasbiBAETCsl aAPEC ANEKTPOHHON NOYThl
nnn Homep TenedoHa-dakca.

3.42. Jenosoe (cnyxebHoe) MMCbMO AOMKHO BbiTh NOCBSLLEHO OLHOMY BOMPOCY.
Ecnn  Heobxogumo 0BpaTUTLCS B OpraHM3auuid OLHOBPEMEHHO MO HECKOMbKMAM
BOMPOCaM, PEKOMEHAYETCH COCTaBUTb OTAENBHOE NMMCLMO NO KaXKaoMy U3 HUX.

[MTUCBLMO MOXET KacaTbCs HECKOSbKUX BOMPOCOB, ECNN OHY B3aUMOCBSA3aHbI.

3.43. B ogHOM nucbMe He [OoMKHO ObiTh Donee YeTbipex agpecaToB, NpU 3TOM
OCHOBHOW apgpecaT yKasbiBaeTCs MepBbliM, OCTanbHbIM  agpecatam  nUcbMO
HanpaensieTca ANs CBEAEHUS.

3.44. Npwn cocTaBneHnn 4enoBbix nucem [pun HEOOXOAMMOCTN HaNpaBUTL NMUCbLMO
bonblleMy KONWYECTBY aAapecaToB, [OTOBUTCH CAMCOK pacchinkk, W nucbMa
paccbIiNatoTCs NO CNUCKY.

NCNONb3yeTcs BCTYNUTENbLHOE obpalleHne 1 sakniounTenbHas aTukeTHas dpasa
B COOTBETCTBUM C NYHKTOM 2.37HCTpyKUMN.

3.45. TekcT nucbMa vsnaraeTcs:

OT 1-ro nuua MHoxecTBeHHoro Yucna ("npocum ", "npegnaraem ...", "HanoMuHaem
");

OT 3-ro nuua eAuHCTBEHHOro 4ucna ('mpeanpuatne cuvTaeT BO3MOXHbIM',
"MHCTUTYT He pacnonaraeT BO3MOXHOCTbLIO ");

oT 1-ro nuua eavHcTBEHHOro Yncna ("npowy ...", "npegnarato ..."), €cnu NUcLMo
odhopMnAeTCs Ha AOMKHOCTHOM BnaHke.

3.46. Ecnv npoekT genosoro (cnyxebHoro) nuceMa HanpaenaeTcs agpecarty no
noyTe, NPOEKT roTOBWUTCHA B OBYX 3K3eMnnspax: OAWH 3K3eMnnsap odopMMseTcs Ha
BnaHke, BTOPOW 3K3eMNNSpP, NpeaHasHavyeHHbli NS BU3MPOBAHWA) - HA CTaHAapTHbIX
nuctax bymarw.

[enoBoe (cnyxebHoe) NucbMo 40 NPEACTABIEHUS Ha noanuck AOMKHO ObiTb
COrNacoBaHo (3aBM3MPOBAHO) CO BCEMMW 3aUHTEPECOBAHHBIMU NULAMNA.

3.47. [lenosoe (cnyxebHoe) NUcbMO noanuckieaetcs nNason agMuHUCTpauun
WA WHBIM  YNOAHOMOYEHHBIM  NUUOM  agmuHucTpauun. [loanucaHHoe [enosoe
(cny>ebHoe) NNCbMO NMOANEXUT perucTpaunn n oTnpaske.

He ponyckaeTrca oTnpasnsaTb afjpecatam nucbMa, He umMeolme aatbl U
perncTpaunoHHOro Homepa.

3.48. MNMocne nognvucanusa nucbMa 1 ero perucTpaumm sKk3aemMnnap nucbma ¢ BU3ammn
3aNHTEPECOBAHHLIX AL NMOMELLaeTCs B AeNO.

3.49. AKTbl COCTaBNALTCA Ha OCHOBE YTBEPXAEHHbIX opraHamu BRacTu
YHUDULUPOBAHHBIX OPM Mnu B CBOBOAHON hopMe B LIeNsax NOATBEPAEHMA DaKTOB,
CBA3AHHBLIX C OEATENbHOCTLIO opraHusauun. PekomeHayembin obpasely odopMneHus
akTa (npunoxeHue NB).

3.50. TMpun cocTaBneHUn akToB WCNOMNbL3YIOTCA PEKBU3UTbI HaUMEeHOBaHWe
anoMUHUCTPaLMN, HaUMEHOBaHNE BUAA AOKYMEHTA, AaTa AOKYMEHTa, PerncTpaumnoHHbIN
HOMEep AOKYMEHTa; MECTO COCTaBMNEHUA WNN U3AaHUA OOKYMEHTA; 3aronoBOK K TEKCTY;
NOANUCH.

3.51. [daTtot akta sBRAETCA haTa COCTaBfeHuss akTta W rnoanucaHua ero
cocTaBUTeNAMM.

Ecnu dopmoit akTa NnpedycMOTPEHO ero yreepxaeHune nason agMuHucTpaunn
unn 3amectutenem [naebl agMuUHUCTpaunyu, [aTOW akTa ABNAETCs pfarta  ero
YTBEPXAEHUS.

3.52. B BBOAHOW YacTy akTa B UMEHUTENBHOM NaAEKe yKasblBalTCA:

OCHOBaHwue COCTaBneHus akTa (nokanbHbI% HOPMaTUBHbIN akT,;
pacnopsauTEnbHbLI  LOKYMEHT opraHv3auun (npukas, pacrnopsikeHve), dakt vnu
cobbITHE, MOCNYXMBLUEE OCHOBAHVEM AN COCTaBMNEHWA aKkTa),



cocTtaBuTenn axra (nepeducnaioTcs nocne cnoea "CocTaenen" ¢ ykasaHWem
AOMKHOCTEW,  HaUMEHOBAHWA  OpraHu3auvi, €cnu  COCTaBUTENW  ABRASKOTCH
npeacTaBuTeENaMU Apyro opraHusaumv, hamunuin n MHULNanoe).

Ecnv akT cocTaeneH KoMuccueit, NEPBOV ykasbiBaeTca dhaMmunus npegcenartens
KOMUCCUN, 3aTEM UYNEHOB KOMUCCUN B andaBUTHOM Nopaake.

3.53. B TeKkcTe akTa vznaratoTca Uenu n 3afadn coCTaBfEeHUS akTa, CYLHOCTb,
Xapaktep, MeToAbl U CPOKV NpoaenaHHon paboTel, ee pesyneTaThl.

Mpn HEOBXOANMOCTHN aKT MOXET COAepXKaTb BbIBOAbI Y PpEKOMEHAALINN.

B 3akniounTenbHOM 4acTW akTa yKasblBalOTCs KONMWYECTBO MOATOTOBMNEHHbIX
3K3EMNASAPOB akta W MeCTOHaxXOXAeHWe Kaxgoro aksemnnapa. KonuyecTso
3K3EMMNAPOB akTa onpeaenseTcs KOMMYeCTBOM CTOPOH, 3aMHTEPECOBAHHLIX B €ro
COCTaBNEHWU, UMY HOPMAaTUBHbLIMY TpeboBaHNAMU, pernameHTUpyLWLNMN cocTaBneHne
AKTOB KOHKPETHOW PasHOBUAHOCTMU.

3.54. Ok3eMnnapbl akta noAnNUCLIBAKOTCA BCEMUW YneHamu KoMuccuwn (ecnuv akr
cocTaBnsaAncs  KoMuccuew) wunu  coctaBuTenaMm W, Npu HeobXxoanMmMocTw,
NpUCYTCTBOBABLLUVMU JTNLAMN,

Mpn nognucannn akta npegcegarenemM U YneHaMmm KOMUCCUU HAaUMMEHOBAHNSA UX
[OMKHOCTEN He yKasbiBalOTCA.

Ocoboe MHeHue CcocTaBUTENA akrta ua3naraetcsa Ha OTAENbHOM NUCTE,
noanuCbLIBAETCA U NpunaraeTcs K axTy.

3.55. Ecnn 3akoHopaTenbctBom Poccuiickon ®epepaunun, Wpkytckon obnactu
NPeaycMOTPEHO O3HAKOMIIEHWNE C COAEPXKAHWEM akTa Nnuu, YNOMSHYTbIX B akTe, NoAa
noAnnuchb, Ha nocrneaHewt cTpaHuue akTa NpocTaBnseTca O3HakomuTenbHasa Bu3a "C
akTOM O3HaKoMsieH(bl)", NPY 3TOM YKasbliBAOTCA HauMeHOBaHUA OOMMKHOCTEN, NUYHble
noanucu, paclumdposku noanucen, AaTthl o3HaKoMmnenus, Jlnya, KoTopbie 3HaKoMATCA C
coaepaHnem akrta, UMEeKT NpaBo He CornacuTbCs C CoAepKaHueM akta B Lienom unm
ero oTAENbHLIMU NONOXEHNAMU, YTO AOMKHO ObiTh 3ahUKCUPOBAHO NPU 03HAKOMMEHUN
C aKTOM.

3.56 [oknagHas (cnyxebHas) 3anucka ucnonb3yeTca Ans  onepaTuBHOrMo
HbopMaunoHHoro obmeHa Mexay cheyvanvctamu agmuHuctpadun v [nason
agMuHucTpaumn. PexkomeHayembie o00pasibl OhOpPMNEeHUs AOKMaAHOW 3anucKkn U
CNyxeOHO 3anucky, NOArOTOBNEHHOV HA OCHOBE 3NEKTPOHHOrO WabnoHa (NpunoXxeHus
N 7,8).

3.57. ObAzaTenbHbIMU PEKBU3NTAMY OKNaAHON (cnyxebHom) 3anncky SBNAKTCA!
JOMKHOCTL cnelunanncTa aaMmnuHncTpaLu, HanMmeHoBaHne Buaa AOKyMeEHTa (foknagHas
3anucka, cnyxebHas 3anucka), AaTta, 3aroNoBoOK K TEKCTY, agpecaT, TeKCT, NoANUCh.

3.58. Mpu appecoBaHun aoknagHblx (CNyXebHbIX) 3anuUCoK YyKasbiBAOTCA B
JaTensHoM nagexe AOMKHOCTb nula, KOTOpPOMYy aapecoBaH AOKYMEHT, damunvs u
nHugnansl. Hanpumep:

3amectutento Mapa

WpkyTcKkoro panloHHoro
MYHULMNANbHOro obpasoBaHus

damunus N.0.

NNu:
Mase aagMnHUCTpaLun
Ywakosckoro MO

damunuga N.0.

3.59. Tekct poknagHoun (cnyxebHow) 3anucky, B 3aBUCUMOCTW OT CIOXHOCTY
coaepXaHvs U NPUBOOVUMON aprymeHTauuu, COCTOUT U3 OOHOW, ABYX UMY Tpex YacTewn:



- B MEpBOW 4acTy M3naraloTcs NPUYUHBI, (hakTbl UMW COBLITUSA, NOCAYXUBLUME
NOBOAOM ANS COCTaBNEHUS JOKYMEHTA;
BO BTOPOW YacTyt AaeTcs aHanua CNoXWBLUENCS CUTYaLMU, BO3MOXHbIE BApUaHTh!
ee peLleHus;
B TPETbEW YaCTU NU3INAraoTCa BbIBOAbI.
3.60. Peructpauua poknafHbIiX u  cnyxebHblX 3anucoK OCYLeCTBNAETCS
cneumanvucTamn agMuUHUCTpaLnn.

4. CornacoBaHune NpoeKTOB AOKYMEHTOBR.
Moanucanue (yTeepxaeHUE) NPOEKTOB AOKYMEHTOB

4.1. CornacoBaHvie NpoekTa AOKYMeHTa NpoBOANTCS 4O ero nognucaHus Mmasowm
agMUHUCTPaUUn B LIENsSX OLIEHKW COOTBETCTBNA NPOEKTa 3aKOHO4ATENLCTBY Poccuiickoi
depepauny, nokanbHbIM  HOPMATUBHBIM ~ akTaM  aAMUWHUCTpauWKU, KadyecTBa MU
3hPEKTUBHOCTN NpeanaraeMmoro peLleHus.

CornacoBaHne npoekTa [OKYMEHTa  OpraHu3yeTca  HENoOCPEACTBEHHbIM
ucnonHuTenem (CocTtaBUTENEM) UM NPOBOAUTCS B NpPeAenax YCTaHOBMNEHHOro cpoka
UCMONHEHUS.

4.2. CornacoBaHune NpOeKTOB AOKYMEHTOB CO crneuuannctamu agMmuHucTpauun
wvwnu OpyruMy OpraHvMsauvsMu opraHusyeT WCNOMHUTENb NOCNE COrnacoBaHus B
pabovem nopagke nNpoekTa AoKyMeHTa ¢ [naBol agMUHUCTpaAUUN U B COOTBETCTBUU C
WHCTPYKUMEen no AenonpousBoAcTBY aAMUHUCTpPaUMW  YLILAKOBCKOrO UMW UHbIMU
nokanbHbIMU  HOPMATUBHBIMW ~ a@kTaMmu, PerynupyrowymMmy  nNpouecc CcornacoBaHus
(BU3NPOBAHUA) NPOEKTOB OOKYMEHTOB.

4.3. poeKTbl AOKYMEHTOB COrNacyTCcs:

- FnaBov agMUHUCTPaUMY UnK 3amectuTenem MNaebl agMUHUCTPaUNN;

- Ynpasnawwum genamm agMmuHucTpaumy,

- HavansHuKk NnpaBoBoOro otaena

4.4. BHellHee cornacoBaHue NpoeKkTa LOKYMEHTa OCYLLEeCTBNAETCS NOCpecTBOM
HanpaBneHWa NpoekTa B APYrylo OpraHvusauMio ¢ CONpPOBOAUTENbLHLBIM MNUCLMOM, B
KOTOPOM YKa3sblBaeTCA CPOK COrNacoBaHus.

4.5, Cpoku cOrnacoBaHus [AOKYMEHTOB YCTaHaBMAMBAKOTCH WHCTPYKUMEN no
Aenonpou3BoACTBY W/UNKU UHBIMW NOKANbHbIMU HOPMATUBHBLIMU akTaMyl B 3aBUCMMOCTH
OT BUAa [OoKymMeHTa U obbema AOKYMEeHTa, BKMYas Npunoxewus kK Hemy. Cpoku
COrnacoBaHuA LOKYMEHTOB COCTaBNSAOT:

NpoeKTbl AenoBbix (cnyxebHbix) nucem - 1 - 3 pabounx 4Hs;

NPOeKTh! NpUKasoB 6e3 NpunoxeHun - 1 - 3 pabounx gHs;

NPOEKTbl NPUKA30B C NPUNOXEHUAMW CNPABOYHOro xapaktepa - 3 - 5 paboynx
OHen:;

NPOEKTbl MPUKA30B C MNPUNOXEHUEM NOKaNbHbIX HOPMaTUBHbLIX aKTOB B
3aBMCUMOCTM OT X obbema (He Gonee 50 cTpanuy) - 5 - 10 paboynx gHen;

NPOEKTbl NoKanbHbIX HOPMATUBHbLIX AKTOB, YTBEPXAAeMblX HenocpefcTBEHHO
noanuceto Maeon agMuHucTpauum (He donee 50 cTpanuy) - 5 - 10 pabounx gHewn;

NPOEKTbl MNPOTOKOMOB 3acefaHuit  (coBewaHuin) npu  HeobxoanmmocTn KX
COrnacoBaHusA, B 3aBUCUMOCTN OT oBbemMa AoKymeHTa - 1 - 3 pabounx gHSA.

Cpokn cornacoBaHUs NPOEKTOB [AOKYMEHTOB, HanpaBnaeMblX Ha BHeELUHee
cornacoBaHue He AOMKHbI cocTaenaTb bonee 30 kaneHAapHbIX AHEN.

B KOHKpeTHbIX cny4asx B 3aBUCUMOCTU OT COAEPKaHUSA N Ha3HAYeHUs [OKyMeHTa
CPOK CcOrnacoBaHuUa MOXeT ObiTb COKpalleH unu yBenuyeH no pelueHuo [nasbl
agMUHUCTPaUnn, Kypypyowero HanpasneHne AeATENbHOCTU, NO KOTOPOMY FOTOBUTCH
NPOEKT peLLeHns.

4.6. OdopmneHne pesyneTaToB cornacosaHus JIHA v pacnopagntenbHbiX



AOKYMEHTOB OCyL|eCTBNAETCA B BWAE BW3, NPOCTABAAEMbIX 3aWHTEPECOBaHHbLIMU
nuamy Ha nocnefgHem nucTe Npoekta AOKyMeHTa (Ha ero nuuesoi unn oBopoTHON
CTOPOHE) WNW Ha OTAENBHOM NINCTE COrMacoBaHWUs, SBASIOWEMCH HeOoTbeMMeMon
4acTblo AOKymeHTa. OTMETKM O CcOrnacoBaHWM (rpudp COFMAcoBaHWs U BU3bI)
OPOPMIIAIOTCS B COOTBETCTBIM C NyHKTamn 2.39, 2.40 UHcTpykumu.

Mpu cornacoBaHuy fenosbIx (CNyXeBHbIX) NCEM BU3bl NPOCTABASIOTCS Ha KONWUN
nuceMa (BU30BOW 3K3EMMNSAP), KOTOPLIA Nocne NOANUCaHUS NOANMHHMKA NUCbMa U ero
perncTpauun nomewaeTca 8 Aeno, Nnn Ha obopoTe NOAMNHHUKA NUCbMA, €CNY MUCLMO
HanpaBnseTcs agpecaTty No pakcy UMW 3NeKTPOHHOM NoYTe. JTOT Xe K3eMNNaAp N1cbma
nocne oTnpaBku afgpecaty (no dakcy Wnn 3nNeKTPOHHOW MoYTe B BUOE 3MEKTPOHHON
KOMUn) NoMeLyaeTca B Aeno.

MNpoeKTbl NPOTOKOMNOB BU3MPYIOTCS NULAMW, BbLICTYNABWMMU Ha 3acedaHuu
(coBetliaHnun) NyTem NpOCTaBNeHUs BU3bl HA NEBOM NOME AOKYMEHTa HanpoTVB 3anuncu
BbICTYNMNEHNA COOTBETCTBYIOWEro paboTHMKA.

4.7. Tlpn cornacoBaHUN MNPOEKTOB BHYTPEHHWUX [OKYMEHTOB, CO3AaHHbLIX Ha
OyMaxHOM HocuTene, BU3bl NPOCTABASIOTCH HENOCPEACTBEHHO Ha NPOEKTE AOKYMEHTA.

4.8. Tllpn BHeEWHeMm COrnacoBaHuW, TMOMYYEHHOM MWCbMOM PeLeHNs o
cornacoBaHUM B NpoOTOKoMNEe 3acefjlaHns WUCrnonHWTenb odOpMIIAET Ha NpPoeKTe
AOKYMEHTA UNW B NTUCTE COrNacoBaHWa rpud cornacoBaHns B COOTBETCTBUM C NMYHKTOM
2.39 WHctpykuun. MNucbma o cornacoBaHMn (BbiNWcKa U3 NPOTOKONA) mpunarawTes K
NPOEKTY AOKYMEHTA.

49. B xoae cornacoBaHusi MpoekTa [okymeHTa paboTHUK, cornacyroLmin
AOKYMEHT, NpUHUMaET O4HO U3 CNeayLLMX peLUeHniA;

corflacoBaTth NPOEKT AOKYMeHTa Be3 3aMevaHunii;

cornacoBaTth NPOEKT AOKYMEHTa C 3aMedaHnsamu;

OTKNOHWUTb NPOEKT AOKYMEHTA;

yKa3aTb, 4TO He WMeeT OTHOWEHWA K NpoeKkTy [OoKyMeHTa (paccMoTpeHue
BOMPOCA, NO KOTOPOMY NPUHMMAETCS PeELLEHNe, He BXOAUT B 065a3aHHOCTN paboTHMKA).

BospaxeHusa no npoekTy npukasa, BO3HUKaoLWwue Npyu cornacoBaHunm, nanarawTtcs
B CrpaBKe, KoTopas npunaraeTca K NpoekTy.

Ecnn npoekT AOKyMeHTa cormacoBaH ¢ 3amMedyaHusaMu, 3TO O3HavaeT, uTo
3aMeyaHns HOCAT PefakUMOHHbLIN XapakTep, W nocne ux MNPUHATUS UCMOMHUTENEM
NpoekT He TpebyeT NOBTOPHOro cornacoBaHus.

[MpoeKT AOKYMEHTA OTKITOHSETCA NULIOM, COrmacyroLwnM AOKYMEHT, B Cy4aaX:

HamM4ns CyLLECTBEHHbIX 3aMEYaHNin N0 NPOEKTY AOKYMEHTA,

Hecornacus ¢ NPoeKTOM AOKYMEHTa.

4.10. HecornacoBaHHbIN NPOEKT AOKYMeHTa TpebyeT AopaboTku NO BbICKA3aHHbLIM
3amMmedanunam, nepeoopMneHNs N NOBTOPHOrO CornacoBaHus.

4.11. Ecnn npw popaboTke MpoekTa [AOKYMEHTa WCNOMAHUTEME NpUHUMaeT
pelleHne He YyuUTbIBATh 3amevaHue (3amedaHus) nuua (Nuy), yyYacTsoBaslUUX B
cornacoBaHUN, UCNOMHUTENEM TFOTOBWUTCS PEECTP HEYYTEeHHbIX 3amMevaHuin, KOTopbIN
BMECTE C MPOEKTOM QOKYMeHTa npefcTaBnsetca [naBe agMUHUCTpaLUW uUnu NHOMY
YNOMHOMOYEHHOMY UM AOMKHOCTHOMY nuuy, noanuceiBamowemy (yTBepxaaroemy)
AOKYMEHT. PeecTp HeydTeHHbIX 3aMeY4YaHUin NOANMCLIBAETCH rMaBHbIM cneLlnanncTom-
NUCnonHUTENeMm.

4.12. PelleHne 0 TOM, NPUHUMATL UMW HE NPUHUMATL HEYYTEHHbIE 3aMeqaHns
npuHUmaeT [maBa agMUHUCTpaymm.

B cnydae ecniv MMasa agMUHUCTpALUUN NPUHUMAET pelleHne o HeobxoaumocTu
YYECTb 3amMe4aHnsl, OTKIIOHEHHbIE NCNOMHWTENEM, NCNONHUTENDL AopabaTbiBaeT NPOeKT
AOKYMEHTa B COOTBETCTBMU C BbICKA3aHHbIMW 3aMeYaHnsaMn.

Ecnn asa agMuHUCTpauuu cornawiaetcs C MHEeHWeM WCNONHUTENS, OH
noanuceiBaeT (YTBEPXKOAET) AOKYMEHT.



- 4.13. JIoKyMeHTbl, U3[aBaeMble OT UMEHU aiMWHUCTpauUuW, MNOAMUCLIBAKOTCS
[maBson agMuHUCTpauum unu 3amectutenem Nasbli agMUHUCTPaALUN.

-4.14. OTaenbHble BUAbI BHYTPEHHUX JOKYMEHTOB (Cry>KebHble, 06bACHUTENbHbIE
3anuckM) Ha uMKs  [naBbl  agMUHUCTpPaUMM  NOAMUCHLIBAKOTCA  UCMONHUTENEM
(cocTaBuTEnEM), ecnu paspeluaeMble Npu 3TOM BOMNPOCHI HE BLIXOAAT 3a Npenenbs! ero
KoMneTeHuun.

4.15. [lokymeHTbl, HanpaBnsembie B BbICLUME OpraHbl rocyaapCTBEHHOW BRacTy,
Ha VMMA nepBbiX pykoBoauTenen denepanbHbiX OpPraHoB WCNOMHUTENbHOW BNacTy,
pykoBoauTenenm cybbekToB Poccunckon Pefepaumy u  3apybexHbiX rocynapcTe,
noanuceiBaroTCa [Nason agMUHUCTPaUUM UMK NULOM, UCNOMHSAOLWMM ero 0653aHHOCTU.

4.16. [JoKymeHTbl, HanpaBnsemble B NOABEAOMCTBEHHbIE W CTOPOHHWE
opraHnsauum, nognucbiBatoTca [Naso agMUHNUCTpaunu, NN NMLoM, UICNONHAOLNM ero
obazaHHOCTN,

4.17. [lokyMeHT nognucbiBaeTcs ABYMNA unu Gonee nuuamn, ecnun 3a cogepKanme
AOKYMEeHTa  HeCyT  OTBETCTBEHHOCTb  HecKonbko  pabOTHUMKOB  (OOKYMEHTH,
NOATOTOBMEHHbLIE HECKONMbKAMU NOAPasAeNeHnsMn uUnyn opraHuzaumamu, pabdoden
rpynnow, Komuccuen).

4.18. MNMoanuckiBaeTcs, Kak NpaBnio, oAuH ak3eMnnsp AokyMeHTa. COBMECTHbIN
AOKYMEHT MoANNChIBAETCA B KONMMYECTBE, COOTBETCTBYIOLEM KOMTMYECTBY OpraHnsaumm,
CO3AaBLUNX OOKYMEHT.

Mpu HanpaBneHun nuUcbMa WNM BHYTPEHHEro MHGOPMAaLNOHHO-CNPABOYHOrO
AOKYMEHTa HEeCKONbKMM agpecataMm (He bornee 4veTbipex) MNOAMUCHIBAETCHS KawAbiy
oTnpasBnseMblil 3K3EMNNAP AOKYMEHTA.

4.19. lMoAnuchk Ha AoKyMeHTe odopmnseTcs B COOTBETCTBUU C MyHKTaMu 2.45
NHCTPYKLUN.

4.20. YTBEpx)aeHne LOKYMEeHTa Npon3BoaUTCS:

HenocpeAcTBEHHO [NaBoit agMUHUCTpaLun - NpocTasneHnemM cobcTBEHHOPYYHOW
noanucK B rpudpe yTBEPXKAEHUS;

NnpuvKasomM agMuHucTpaunu.

4.21. YTBepxpawTcsa npasufa, MNOMOXEHUA, WHCTPYKUUKW, pernameHThbl,
HEKOTOpbIE BUAbLI aKTOB, NnaHbl, NPporpamMmmel U Apyrine AOKYMEHTbI, yCTaHaBnmeatowme
HOPMbI W/UMK PacCYMTaHHbIE HA ANUTENLHOE NpUMeHeHNe (npunoxexune N 9).

OdopmneHune rpuda yTBEPXKAEHNS NPOU3BOAUTCSA B COOTBETCTBUM C MYHKTOM
2.35 VHCTPYyKUWW.

4.22. Moanuck Masbl agMUHUCTPaUUK UIX UHOTO YNOMHOMOYEHHOTO UM Nnua Ha
JOKyMeHTax, TpedytoLnx ocoboro yaocToBepeHns nx NoANUHHOCTY, a Takke Ha KOmmnsx
AOKYMEHTOB U BbINMCKAX U3 LOKYMEHTOB 3aBepseTca nevaTbio (npunoxerHue N 10).

MeyaTb Ha [OKYMEHTE MpOCTaBMsSEeTCS B COOTBETCTBUW C MyHKTOM 2.41
VHCTpYKUUK.

5. OpraHuzauusa gokymeHToobopoTta

5.1. [lokyMeHTOOBOpOT BKMIOYAET BCKO MOCNEA0BATENbHOCTL NEepemeLleHui
JOKYMEHTOB, a TaKkXe onepauuu, coBepllaeMble C [OOKyMEHTamMi B npouecce WuXx
CO30aHUA M UCMoNMHeHus (nonydeHune, oTnpaska, npefBapuTenbHOE pacCMOTPEHNE,
perucTpauus, paccmoTperue [nason agMuHucTpaumm).

5.2. Llenb opranunsaumm nokymeHToobopoTa - obecneveHve CBOEBPEMEHHOrO
NPUHATUA yNpaBrneHYeckux peLleHnii U nx ucnonHeHus. 3agada AokymeHToobopoTa -
opraHu3oBaTb OBMXEHWE AOKYMEHTOB MO HaMeHee KOPOTKOMY MyTh C MUHUMAaNbHbIMU
3aTpatamu Tpyaa v BpeMeHu.

5.3. B npouecce nokymeHToobopoTa obecneunsaeTca:

npuem u nepeuyHag obpaboTka BXOAALLMX JOKYMEHTOB,



- nNpeaBapuTenbHoe pacCMOTPEHNE BXOAALLNX AOKYMEHTOB;

perncTpauma BXoaaLnx, NCXOOALWMUX U BHYTPEHHUX AOKYMEHTOB;

paccMoTpeHne OKYMEHTOB PYKOBOACTBOM;

AOBefeHNe AOKYMEHTOB A0 UCMONHUTENEN;

NoAroTOBKAa NPOEKTOB AOKYMEHTOB;

cornacoBaHue NMpoeKToB 4OKYMEHTOB;

nognnucaHne NPOEeKTOB AOKYMEHTOB;

onpefeneHue MecTa XpaHeHua OOKyMeHTa (KOMMW AOKYMeEHTa) U BKIHOYEHWEe
AOKYMeHTa (Konun AOoKYMeHTa) B AeNO;

obpaboTka 1 oTnpaBka NCXOAALNX OKYMEHTOB.

5.4. B pokymeHTOoOBOpOTE aAMUHUCTPALMMW BbIOENAOTCA AOKYMEHTOMNOTOKM:
BXOAALWMe (nocTynaroline) AOKYMeHTbl, WUCXOAdwme (OoTnpaBnsemMblie) AOKYMEHTbI;
BHYTPEHHMEe AOKYMeHTbl. B cocTase BXogALNX N MCXOOAWMNX AOKYMEHTOB BbIAENAOTCS:

AOKYMEHTbI OpraHoB rocyAapCTBEHHOW BRacTW, agMuHUCTpaumm WpkyTckoro
panoHHOro MyHULUNansHOro obpasoBaHnay;

AOKYMEHTbI U3 rocyAapCTBEHHbIX N HErOCYAapPCTBEHHbIX OPraHn3aLni;

AenyTaToB  3akoHO[aTeNbHbIX opraHos Wpkytckon obnactmh wun [dymebl

obpalleHns rpaxaaH.

5.5. [loctaBka 1 oTnpaBKka AOKYMEHTOB B a4MWHUCTpauUuMW OCYLLECTBNSATCA
CpeAcTBaMU NOYTOBOW CBA3N N 3NEKTPOHHON MOYTON.

5.6. B agmuHucTpauunio [OCTaBnsSeTCA KOPPECNOHAEHUMA B BWUOE MUCEM,
BaHfeponen n NakeTos, NEYaTHbIX N3AaHWUIA, 3NEKTPOHHbIX JOKYMEHTOB N 3MEKTPOHHbIX
KOMWIA JOKYMEHTOB.

5.7. [Tlpnem  [OOKYMEHTOB  OCYLEeCTBNAETCS  [MaBHbIM  CNeumManncTom
agMuHucTpauun. [JoKymeHTbl, MNOoNyyYeHHble padoTHMKaMK OT ApYyrMx opraHmsauunin,
Takke nepefdarTca cneunannuety agMuHucTpaymm Ana peructpaunm nnnu yyeTa.

5.8. Bce noctynuBLIME B aAMUHUCTPAUMKD OOKYMEHTbI moanexar nepBUYHON
obpaboTke, BKNOYatoLLen:

NPOBEPKY NPaBUNbHOCTU AOCTaBKN AOKYMEHTOB;

MPOBEPKY LIEMOCTHOCTN YNaKoBKW (KOHBEPTOB, MaKeToB);

BCKPbITUE YNAaKOBKM (32 UCKMIOYEHNEM KOHBEPTOB, NaKeToB ¢ noMeTkon "JInyHo" 1
rpncpamm orpaHuyeHns 4ocTyna K AOKYMEHTY, HE OTHOCALLMXCA K oBpalleHnAM rpaxaaH,
opraHunsauumn);

MPOBEPKY LENOCTHOCTN BXOAALNX JOKYMEHTOB, BKIOYAA NPUNOXEHNS;

YHUYTOXEHME KOHBEPTOB, MaKeTOB UMK YNakoBKM (3a MCKNoYeHneM obpallieHuin
rpaxkgaH, opraHn3aunin U NHbIX AOKYMEHTOB De3 ykasaHus AaTbl, a TakoKe B cnyvasx,
€Cnn OOKYMEHT MOCTYNWM NO3XKE YKA3aHHOro B TEKCTe AOKYMEHTa CpoKa WCMOMHEHUS
(maTbl MeponpuaTna) Unu Npy DONBLUOM pacXoXAeHUNn MexXxay AaTaMin noAnucaHns u
Mony4YeHns JOKYMEHTOB).

5.9. Owmnbo4HO JocTaBneHHble OKYMEHTLI NEPECHINATCA MO HazHa4eHWio unn
BO3BpallatTcs oTnpaBuTento. [JokyMeHTbl, MOCTYNUBLUKE B NMOBPEXOEHHON YNaKoBKe,
NPOBEPSIIOTCA Ha LENOCTHOCTL, B TOM YUCME Ha Hannyne mexaHu4eckux noBpexaeHui.

Mo4yToBbIE OTNpPaBMNEHNs, HECTaHAApPTHbIE MO BeCy, pasmepy, opme, nveroLjne
HEpPOBHOCTM NO HoKaM, 3aKneeHHble NMUMKON NeHTON, UMEIOLLINe CTpaHHbIN 3anax, LBerT,
NPeAnonoXUTENBHO  UMEIOLLME  BIOXEHWUS, He XapakTepHble Ona  MNo4YTOBbIX
oTnpaBneHun, He BekpbiBatotTca. O nonydeHun NOAO3PUTENLHOrO  MOYTOBOTO
oTNpaBneHns fgoknagbisaetca [ naBe agMuUHNCTpaLnK.

5.10. Tlpn NOCTyNnNEHUN BXOASLLEr0o AOKYMEHTA B MOBPEXAEHHOW YNaKoBKe,
NOBPEXAEHNN OOKYMEHTA, MpU OTCYTCTBMM B KOHBEPTE (NakeTe) AOKYMEHTA, ero 4acTu
UNU NPUNOXEHU K HEMY, a TakXe Npu OTCYTCTBUW NOANUCYU Ha BXOASALLUEM OOKYMEHTe
COCTaBMSETCA aKkT B ABYX 3K3eMnnspax Ha OymaxxHOM HocuTene, noAnucbiBaeMblii



ABYMA cneunanucTamu agMyHuCTpauuu, HasHadyeHHbsIMy (naBoi agMuHncTpaumn.

OfnH 3K3eMnIsp akTa BMEcTe C BXOAALMUM LOKYMEHTOM U €ro npuioKeHnamu
nepeAaeTcs Ha npedBapyTenbHOE pacCMOTpeHve ¥ perncTpauunio, BTOPOW 3K3eMnnsap
akTa BbICbITAETCS OTNPAaBUTENIO.

5.11. KoHeepTbl (naketbl), umetowme oTMeTky "JIMYHO", rpudbl orpaHuyeHns
AOCTyNa K AOKYMEeHTam, cofepalyum cBefeHus KoHUAEHUMANbLHOro xapakrepa, He
BCKPbIBAIOTCA N NepefaroTcs:

¢ oTMeTKoW "JTnyHo" - HenocpeACTBEHHO aapecarTy;

C rpudamMmmn orpaHudeHnsa ocTyna — raBHOMY CleunanucTy agMuHucTpaumv, B
00A3aHHOCTN KOTOPOro BXOAUT 006paboTka AOKYMEHTOB, COAEpPXalUMX CBEeAeHUS
KOHOUAEHUMANbLHOro Xapakrepa.

5.12. Bxoasime aneKkTpoHHbIe AOKYMEHTbI, MOCTYNUBLLNE OT APYrUX OpraHu3aLuii
MO 3MIEKTPOHHON NOYTE, MPUHMMAKTCS CneunanmcToM agMuHUCTpaumn.

5.13. MepsndHaa obpaboTka OOKYMEHTOB 3aBepLuaeTCA WX pacnpeneneHuem
(copTMpOBKOW) Ha perncTpupyemMsle n HeperucTpypyemsie (Npunoxerue N 11).

9.14. Pernctpauns BXoASWMUX [OKYMEHTOB OCYLIECTBMNSETCA HE3aBUCUMO OT
cnocoba uX [OCTaBKU:  cneuuanucToM  agMVHUCTPauMM B COOTBETCTBUMM  C
YCTaHOBEHHON hOpMOW opraHnsaumm 4enonpon3BoACTBa.

[OKyMEeHTbI, nocTynawwme wu3  Apyrux  opraHusauuii HenocpeacTBEHHO
cneynanuctTam agMmuHUCTpaunn, Ho Tpebyrolume paccmoTperns [ naeel agMuHUcTpaunn,
nepefjalTca  AN8  perucrtpaumm U nNpefBapuTensHOro  paccMOTPeHUs rnaBHOMY
cneynanucty agMuHUCTpaymm.

5.15. Perucrtpaums BXOASLUMX [AOKYMEHTOB OCYLUECTBNSETCS B [AEHb UX
NOCTYNNEHNA UMK Ha cneyoLuin pabovnin 4eHb NPV NOCTYNNERVN SOKYMEHTOB B KOHLIE
paboyero aHa unu B Hepabodee Bpems.

Pernctpauvs obpalyeHun rpaxgaH OCYLUECTBNAETCS B TEYEHWE Tpex OHen C
MOMeHTa nocTynneHna obpalleHus.

516. CeegeHus o nocTynueBlieM [OKYMEHTE BHOCATCS B PErvcTpaumoHHo-
y4eTHyto dopmMy Ha ByMakHOM HOCUTENE, a NOCTYNMBLLEMY AOKYMEHTY NPUCBanBaETCH
perncTpaunoHHbIn HOMep.

PernctpauloHHbIin HOMEp BXOASLWEro LOKYMEHTa COCTOUT W3 MOPSAKOBOroO
HOMepa OOKYMEHTa B npeaenax KkaneHaapHoro roaa, KoTopbll MOXeT BbiTe [OMOMHEH
UMhpoBbIMKU NN BYKBEHHO-UWMDPOBLIMU  KogaMy  (MHAEKCaMu) Mo UCMonb3yembim
KnaccvdukaTopam.

5.17. Ha BCcex 3apeructpmMpoBaHHbiX OOKYMEHTAaX, MPOCTaBMAAKTCA OTMETKM O
NOCTYNNEHUM LOOKYMEHTa B ynpaBneHwe. B oTmeTke 0 NOCTYNNeHWy [OKYMEHTa
dorKCnpytoTcs AaTta NocTyrnnexHuns (npy HeobXoAUMOCTW - BpEMSA NOCTYNAEHWUA B Yacax U
MUHYTaxX) N BXOOSLNN PErncTpauMoHHblil HOMEp AOKYMEHTa B COOTBETCTBUN C NYHKTOM
2.30 UHcTtpykymn.

5.18. MNpegBapvTEnbHOE PacCMOTPEHME NPOBOAUTCA B LEenax pacnpegenexHvs
nocTynawliMx B aoMUHUCTPauulD [AOKYMEHTOB, He Tpebylolue obsasaTtensHoro
paccMoTpeHnss [naBbl  agMUHUCTPaLUMWM W Hanpasnsemble  HENOCPEeACTBEHHO
cneynanuctam agMuHucTpanmu.

5.19. NpepBapnTenbHOE PpacCMOTPEHNE BXOAALNX JOKYMEHTOB OCYLLECTBNAETCA
BEOYLLUMM crneynanncTom agMUHUCTpaLumn nocne peructpaun oKyMeHToB.

MpeaBapuTenbHOE PpacCMOTPEHNE MOXET NPOBOAUTLCA [0 perncTpauum B cnyvae
MOCTYNNEHNS  OOKYMEHTOB C  OTMeTkamu, Tpebywumumn  HesaMeanuTenbHoro
PacCMOTPEHUS 1 NCNOMNHEHNS AOKYMEHTA.

5.20. MpepBapuTensHOMY pPacCMOTPEHUKD nognexaTt BXoAasuwue OOKYMEHTHI,
afpecoBaHHble B agMUHUCTPaUunIo U Ha ums [ nasel agMUHEVUCTpaUvn.

5.21. MpeneaputenbHoe PACCMOTPEHWE OCYLUECTBNSAETCA UCXOAA V3 OLEHKN
COLEPKAHUS BXOAALNX LOKYMEHTOB, C YY4E€TOM YCTaHOBMAEHHOrO B agMuHUCTpauuu



pacnpeaeneHns dyHKUUOHanbHbIX 06a3aHHOCTEN Mexay MnaBo aaMUHUCTPAaLNN, ero
3amecTuTenem, cneunannuctaMmn agMuHnuCTpaumm.

5.22. Tlo pesynbTaTam npeaBapWTENbHOIO  PACCMOTPEHUS  [OKYMEHThI
pacnpepensaTcs Ha AOKYMEHTOMNOTOKM, HanpaBnaeMble:

- Ha paccmoTpeHue [naBe agMUHNCTPaUun (GOKYMEHTLI, NOCTYNatoLLMeE U3 OpraHoB
rocygapcTBEHHON BRacTW, OPraHoB MECTHOro caMoynpaBneHus, AOKYMEHTbI Mo
Hanbonee BaXXHbIM ¥ NPUHUMMUANBHbBIM BONPOCaM AEATENBHOCTY aAMMHUCTPALUN);

Ha pPacCMOTpEeHWe W  WUCMOMNHEHME cneuunanucTam agMUHUCTpauuu no
HanpaBneHnaMm nx 4eaTenbHOCTH.

5.23. Tlo 3aBepweHun npenBapuUTENbHOTO  PacCMOTPEHUS  OOKYMEHTbI
nepefaroTcs COOTBETCTBYIOWMM chneumanucTam Afls PacCMOTPEHUS U BbIHECEHUSA
pe3ontoLUnit (YkasaHuii No NCNONHEHNIO).

5.24. PaccmoTpeHne OOKyMEHTOB [NaBoi agMUHUCTpaUMM OCYLLECTBRSETCA B
AeHb Nepefayun JoOKYMeHTOB [naBe agMUHUCTPpaumMn unu Ha cneayowmnin pabounin oeHb,
ecnv BOKYMeHTb! NepefiaHbl B koHUe paboyero gHs.

[okymeHTbl, Tpebyowne CpoYHOro paccMOTpeHus, paccmaTtpuBatroTes [nasoi
aAMUHUCTPpaUUK He3ameaNUTENbHO.

5.25. PesynbTaTbl pacCMOTPeHUS [AOKYMeHTa [naBol agMuUHUCTpauuu, ero
3amecTuTenem, oopMnAITCA B BUAE Pe3ontounn B COOTBETCTBUU C MYHKTOM 2.46
WHCTpyKyun.

5.26. JokymMeHTbl, nocTynatoLme Ha ByMaXKHOM HocUTene, nocne ux perncrpauun,
paccmoTpeHus naBoi agMUHUCTpaUMy nepenarnTcsa cneunanucTam agMuHucTpaunm
Ha WCMOMHEHWE MMM NOMEeLalTCa B AENO B COOTBETCTBUW C HOMEHKNATypow gen
agMUHUCTpaumnu.

[ns omnkcaymn dakta nepefadmn BXogawmnx OKYMEHTOB U UX KONMUIA Ha ByMarkHOM
HOCUTENEe UCMOMHUTENSIM FNaeHbIM CNeunanncToM UCMNONb3YITCA XypHanb! nepefavdu
LOKYMEHTOB.

5.27. Mpn Byma)kHoM [OKYMEHTOOO0POTE NOANMUHHUKU BXOOAWNX OKYMEHTOB, B
Crydae Has3Ha4YeHWs HECKONMbKUX WUCNOMHUTENEW nepefarTcs OTBETCTBEHHOMY
NUCMOMHUTENO, OCTaNbHbIM  UCAOMHUTENSM [MaBHbIA crneunanucT agMuHucTpaumn
nepepnaeT KONUU OKYMeEHTA.

5.28. Ncxopauwme [OKYMEHTbI, 3aBU3MPOBaAHHblE BCEMWU 3avHTEPECOBaHHbIMM
niuamu 1 noanucaHHele [NaBow agMUHUCTpauun unu 3amectutenem [nassbl
aaMUHUCTPaUUN — PEMNCTPUPYIOTCH Y MMaBHOrO cneumanncTa agMuHnucTpaumnn.

5.29. PerucTpauns ncxoasaimnx JOKYMEHTOB OCYLECTBNAETCH B fieHb MOANNCAHUS
MM Ha chepytownin pabounii AeHb, ecny AOKYMEHTbl ObiNu NoAnUCaHbl B KOHUe
pabo4yero AHA unu B Hepaboyee BpeMS.

5.30. Mepen peructpaunen UCxoasawmx AOKYMEHTOB NPOBEPSAET NpaBUNbHOCTb
ochopMneHusi OOKYMEHTOB (B TOM Yucne Hanudve noAanucein, BW3, NPaBUNbHOCTb
HanucaHusi afapecoB), a TaKkKe yKasaHHbIX B UCXOASAWMUX AOKYMEHTax MNPUMOXeHWI,
COOTBETCTBME KOMMYECTBaA JK3EMMNNAPOB KONMUYECTBY ajpecaToB NO  YyKasaTenwo
PACCHINKN, Hanu4Yne oTMETKM 06 ncnonHuTene.

5.31. PerucTpaynoOHHbIA HOMEP UCXOAALWEro AOKYMEHTa QOMMKEH COCTOATb U3
KOAOB (MHAEKCOB) B COOTBETCTBUM C MPUMEHSIEMbIMI KNaccugukaTopamu 1 NopsiaKoBoOro
HOMepa [OKYMeHTa B nNpeAenax KaneHaapHoro roaa.

5.32. [ata perucrpauun U1 pPerncTpaynmoHHbIi HOMEp MPOCTaBnAoTCA Ha
OTNPaBNAEMOM AOKYMEHTE, a TaKXKe Ha KOMUWU UCXOAALEro AOKYMEHTA, OCTaloWencs B
Aene, B COOTBETCTBUM C NyHKTaMn 2.28,2.29 NHCTpYKUUN.

5.33. Micxoaswmin AOKYMEHT, noagnncaHHbii naBon agMUHUCTpaUnM UNU NHbIM
YNONMHOMOYEHHBIM UM AOMKHOCTHBIM  NULOM, NepefaeTca Ha OTnpaBKy, Konus
AOKYMeHTa Ha BymaXXHom HocuTene ¢ Bu3aMu NOMeELLaeTcs B 4eNno B COOTBETCTBUW C
HOMEHKNnaTypow aen.



5.34. B 3aBUCHMOCTN OT COAEPKAHNA N CPOYHOCTU AOKYMEHTbI, OTNPaBAAeMbie 13
agMUHNCTPpaUnK, [OCTaBNATCA agpecatam CpeAcTBamMu  MOYTOBOW, a Takxke
nepefarTCa Mo ANEeKTPOHHOW NoyTe.

- O6paboTka koppecnoHAeHUMN ANA OTNPaBK NOYTOBOM CBA3LIO OCYLLECTBNAETCS
B cooTBeTCTBUM C [1paBvnamu okasaHns ycnyr NoYToBOW CBA3W

5.35. [JokyMeHTb!, He UMetoLLMe afpPeCHON YacTu, NPUHUMAIOTCA Ha OTNPaBKy C
COMPOBOAUTENbHBIMY  NUCbMaMU (3@ UCKMIOHEHWEM  KONWI  pacnopsiAnTENbHbIX
AOKYMEHTOB, HanpaBnsemMbiX B NOABEe4OMCTBEHHbIE OpraHn3auun).

HenpasBunbHO OMOpMMEHHbIE AOKYMEHTBI N KOPPEeCnOoHAeHUMNs HecnyxebHoro
Xapaktepa K OTNpaBke He NPUHUMAKOTCH 1 BO3BPALLATCA NCNOMHUTENIO.

[dokyMeHTbl, noanexalyne oTnpaske, AOMXHbI 06padaTbiBaTbLCA U OTNPaBNATLHCS
B A€Hb UX NOANNCAHWS U perncTpauumn unu Ha cneayrlnii padbounin aeHsb.

5.36. [lockinka nnu 3ameHa paHee OTNPaBMEeHHOro AOKYMEHTa OCyLeCTBNSETCH
Nno ykasaHuto nuua, noanncasLlero 4OKYMEHT.

5.37. TNpoxoxaeHne BHYTPEHHUX [OOKYMEHTOB Ha 3Tanax WX NoaroToBKM U
ohopMNeHNa OOMKHO COOTBETCTBOBATL MPOXOXKAEHUIO UCXOAALLUUX OOKYMEHTOB, @ Ha
aTane UCMNOMHEHUS - BXOAALWMNX OKYMEHTOB

5.38. [lpoekTbl pacnopsanTenbHbIX OOKYMEHTOB, MNOAMOTOBMNEHHbIX  ANA
noAnucanus, nocne noAroTOBKUM W COrMMacoBaHWA C 3anHTEPECOBAHHbLIMU NuLaMU
nepenaroTcs rMaBHOMY cneunanucTy A8 NPpoBepKN NPaBunbHOCTY X OPOPMIEHUS.

5.39. TlpaBnnbHO ogoOpMNeHHbIe NpUKasbl NepefarwTca Ha noanuck [nase
agMUHUCTpaLumy unv UHOMY YNONMHOMOYEHHOMY UM NULLY.

5.40. lMopgnucaHHble npukasbl NO OCHOBHOW AOEATENbHOCTU PErNCTPUPYIOTCS
rmasHbIM crielnanucToMm agMuHucTpaLum.

Mpukazam, NOCTAHOBNEHUAM, PACNOPSHKEHUAM NPUCBAUBAIOTCA NOPAOKOBbLIE
Homepa (No KaXgow rpynne LOKYMEHTOB OTAENbHO) B npefenax kaneHgapHoro roga.
MopsiOKOBLIA HOMeEp AOKYMEeHTa MOXeT AONONHATLCH OyKBeHHbLIM unn LndpOBbIM
nHaekcom, obosHavyarLMm NPUHAONEXHOCTb AOKYMEHTa COOTBETCTBYHOLLEW rpynne
[OKYMEHTOB.

5.41. TloANMVHHUKX MPWKaA30B, NOCTAHOBMEHWI, PacnopsXeHnn no MecTy UX
peructpaumm GopMupyroTCa B Oena B COOTBETCTBUW C HOMEHKMaTypou [Oen
agMUHUCTPaLun B COOTBETCTBUMK C NyHKTOM 8.20 NHCTpyKumu.

Konuu nprkasos, NOCTAHOBNEHWI, pacCNopsXKEeHWI pacchiNatoTca UCMONMHUTENAM
W UHbIM 3aNHTEPECOBAHHBLIM NULLAM B 3M1EKTPOHHON hopMe nnu Ha BymakHOM HocuTene
B COOTBETCTBUU C yKasaTenem pacchinku.

Konuv npukasos, pacchbinaemble Ha OymaHOM HocWUTene, 3aBepaAlTcs B
COOTBETCTBUN C NYHKTOM 2.43 VHCTpyKUMN.

5.42. TpoTokonkl 3acefannii, CoBeLLannii, nposoanuMbix [nason aaMmMHUCTpaLmm,
PErUCTPUPYIOTCHA cneunanucTom agMUHUCTpaumm, Nbo OTBETCTBEHHbLIM NNLIOM.

5.43. Tlpotokonam npuceBavBalTCs MNOPAOKOBLIE HOMepa B npegenax
kaneHaapHoro roga unu nepuoga paboTbl BpEMEHHON paboyen rpynnbl (koMuccun) no
KaXKOow rpynne npoTOKONOB OTAENbHO,

MoANVHHWKM NPOTOKONOB MO MECTYy MX perncrpaunmn hopMupyroTca B Aena no
HOMeHKNaType Aen aaAMWHUCTpauMM YLWaKOBCKOro MyHWLUMnansHoro obpasoBaHus B
COOTBETCTBMYU C NYHKTOM 8.20 VHCTpyKLUK.

5.44. YyeT konuyecTBa OOKYMEHTOB, NOCTYMMNBLUUX, CO3AAHHbLIX, OTNPaBMNEHHbIX
3a onpeaeneHHbi Nnepnosg BpeMeHn, NPoBoAUTLCA MO ynpasneHuto B LIENoMm, no rpynnam
AOKYMEHTOB, KOppecnoHOeHTaMm, OENCTBUAM, MpOoU3BEeAeHHbIM ¢ AOKYMeHTaMmu, W
ApYTMM napameTpam, Heobxoaumeim ana aHanmsa paboTbl ¢ AOKYMEHTaMU B LENsx ee
COBEPLUEHCTBOBaHUS.

5.45. lpu ydete obvemMa AoKyMeHTOODOpOTa NOACYHUTBIBAETCA KONMMYECTBO
[OKYMEHTOB BbIAENEHHOW rpynnbl. Y4yeT konuyecTBa [OOKYMEHTOB MpoOBOAMTCA NO



AaHHbIM PEerncTpaLuoHHO-y4YETHbIX XXYPHaNO0B.

5.46. 3a eauHNLY yveTa KONMYECTBA JOKYMEHTOB MPUHUMAETCH €AUHCTBEHHbIN
3K3EeMNNAp AOKYyMEHTa (MOAMUHHUK UMK KONWs, €CNK KOMNUS - eUHCTBEHHbI 3K3eMnnap
AOKYyMEHTa B aAMUHUCTPAaLUW, HAaNpUMeEpP, KONua NcxoasaLiero nucema) 6e3 yuyeta Konui,
cosfaBaemblX Npu nedat u konuposaHuu. Konuyv [OKYMEHTOB Mnpu HeoBXxoAnMOCTU
aHanusa y4yuTbiBaloTCA OTAENbHO.,

6. KoHTpornb ucnonHeHUss AOKYMEHTOB (NOpPYy4YeHun)

6.1. KOHTpOonb MCNOMHeHus AOKYMEHTOB (MOpydYeHuin) BedeTcs B LEenax WX
CBOEBPEMEHHOTO N KaY4eCTBEHHOMO NCNONMHEHNS.

6.2. KOHTponb UCNOMHEHUS AOKYMEHTOB (NOpYYeHIiA) BeAeTCs:

naBon agMUHUCTPaLUN - UCMIONHEHNS LOKYMEHTOB (NOPYYEHNIA) NO CYLLECTBY;

YnpasnsiowyMm genamy agMUHUCTPaLUKN - CPOKOB WUCNONHEHWS O0KYMEHTOB
(nopy4eHunin).

KoHTponio noanexaT 3aperncTpupoBaHHble AOKYMEHTbI C OTMETKOW O KOHTpone
("KoHTpons'"), npocTaBnaemMon B COOTBETCTBUN C NYHKTOM 2.46 VIHCTpyKLmMK.

6.3. PacnopsguTensHble [OOKYMEHTbI, NPOTOKOMNbl 3aceaaHuin (coBelyaHunin,
copepxalyme Nopy4eHus C KOHKPETHLIMU CPOKaMu UCMNOMHEHUS, CTABATCHA HA KOHTPOSb
NO KaXaoMy NOPYYEHUIO OTAENBHO.

6.4. KOHTpOMb CPOKOB UCNONMHEHUS OOKYMEHTOB (MOPYYEHWIA) BKMIOYAET B cebsa:

NOCTAHOBKY AOKYMEHTOB (MOPYYEHMIN) HAa KOHTPOb;

MPOBEPKY CBOEBPEMEHHOCTU [OBEAEHUA  OOKYMEHTOB  (NOpy4YeHMn) Ao
NCNONHUTENENR;

npenBapuTENLHYO NPOBEPKY U perynnpoBaHue xoda WUCNOMHEHUS LOKYMEHTOB
(nopy4eHunin),

CHATUE C KOHTPONS AOKYMEHTOB (NOPYYEHWUIA);

ydeT, obobuweHne W aHanua pesynbTaToB XOA4a WCMOMHEHUS [AOKYMEHTOB
(nopyyeHuin);

WHQOPMUPOBAHNE PYKOBOAUTENEN O XO4€e UCNONHEHNA JOKYMEHTOB (MOPYYEHUIA)
N COCTOSHUMN NCMONHUTENBCKON ANCLUUNITAHBI.

6.5. CpOKM UCNOMHEHNA OOKYMEHTOB (NOPYYEHUA) UCHUCTISIOTCS B KaneHAapHbIX
OHSX.

Ecnun nocnegHuin aeHb cpoka UCMOMHEHUs AOKYMEHTa (NopydeHus) npuxoaunTcs
Ha Hepabounh AeHb, TO AOKYMEHT NOANEXNT UCNOMHEHWIO B Bnvxaiumm cneayowmii 3a
HUM paboynii AeHb.

[lata ncnonHeHua AOKyMeHTa (MopydeHus) doukcupyeTtcs B pernctpaunoHHO-
y4yeTHOW dopme, MCMOoNb3yeMON ANS OTCNEXUBAHNS CPOKOB UCMOMHEHUs AOKYMeHTa
(nopy4yeHuns).

CpOoKM  MCNONHEHUS JOKYMEHTOB (MopyyeHui) ycTaHasnusatoTcs [ nasowt
agMUHUCTPALMMN, WUCXOAS M3 CpOKa, YCTAHOBMEHHOro oOpraHu3auuen, HanpasubBLUen
JOKYMEHT, N CPOKOB, YCTAHOBMEHHbIX 3akoHodaTenbcTsoM Poccuiickont deaepauuu,
WpKkyTckon obnacThbio.

6.6. [lokyMeHTbI (NopyYeHns) nognexar UCNOMHEHUIO B CNeaytolne CPOKN:

C KOHKPETHOW [aTOW MCNOSTHEHWS - B YKa3aHHbIA CPOK,

0e3 ykasaHWA KOHKPETHOW [aTbl UCMNOMHEHWA, UMEIOWNE B TEKCTE MNOMETKY
"B&CbMa CPOYUHO" - B TEYEHUE OQHOro AHS, "CPpoYHO" - B 3-AHEBHbLIA CPOK; "onepaTneHO"
- B 10-OHEBHbIN CPOK; ocTanbHbie - B CPOK He Bonee 30 aHen;

NO NapfamMeHTCKMM 3anpocamM - He nosgHee 4Yem depes 15 gHen co OHA
NOMyYeHns;

no sanpocam uneHos Coeeta Pegepauuu, genytatoB [OCyAapCTBEHHON [lymbi
(AenyTtaTtckomy 3anpocy) He nosgHee Yem vepesd 30 AHEel Co AHA NonyveHns.



MO MEeXBELOMCTBEHHbIM 3anpocam O MpeAcTaBneHuy AOKYMEHTOB W (Unw)
MHOpMaLIMK B Lenax NpefocTaBneHNs rocyAapCTBEHHbLIX U MyHULMMAMNbHBLIX YCNyr - 5
pabounx gHel co OHSA MONy4YeHWst 3anpoca, ecny 3akoHoAaTenbLCTBOM Poccuiickoin
degepaunmn He yCTaHOBMNEH UHOW CPOK;

rno obpallervam rpaxaaH - 30 gHel co AHS perucTpauun.

6.7. [pnocTaHoBUTb NCTIONMHEHNE KOHTPOSNBHOMO AOKYMEHTA (NOpYYEHUS), a Takke
OTMEHWUTb ero moxeT [nasa agMUHUCTpauuW, noanucasBlLUMA OOKYMEHT WUnv AaBLUnn
nopy4denve (ykasaHue).

6.8. B Luenax ceoeBpeMeHHOro UCMONTHEHUA JOKYMEHTOB, NOpYyYeHWA (YkasaHni),
MOCTaBNEHHbIX Ha KOHTPOMb, [OMKHOCTHOE NULO agMUHUCTPAaLUK, OTBETCTBEHHOE 3a
BEeEeHWEe KOHTPONSA UCTIONHEHNSA JOKYMEHTOB, NMPOBEPSAET CBOEBPEMEHHOCTb AOBEAEHUS
AOKyMeHTa (Nopy4eHus) 40 UCNONHUTENS.

6.9. Ecnv cpok UcnonHeHns AoKyMeHTa (MopyyeHns) npesbillaeT oanH Mecsu, B
Lensx obecneyeHnss CBOEBPEMEHHOIO NCMONMHEHNA AOKYMEHTa (Mopy4eHust) NpoBoANTCA
npeaBapuTenbHbI KOHTPOMb U HANOMUHAHUS UCMONHUTENSM O NpUBNmKeHUn CpoKos
MCMNOMNHEHNS AOKYMEHTOB (NOPYYEHUNR).

6.10. [NpegBapuTenbHbI KOHTPOMNb OCYLLECTBNAETCA B CreayoleM nopaake:

AOKYMEHTOB (NopydeHunin) nocneayowmx neT - He pexe 04HOro pasa B rog,;

AOKYMEHTOB (MOpPYYEHWIA) MOCneayowmx MecaueB TEeKYLLEero roga - He pexe
O[HOro pasa B Mecsy;

AOKYMEHTOB (NOpY4YeHUN) TeKyllero mecsaua - 3a 5 AHen A0 WCTeYeHUsa cpoka
NCMOMNHEHNS.

6.11. HanomuHaHue wucCnonHUTENAM O NpUBAMKEHNN CPOKOB WCMOMHEHUA
LOKYMEHTOB (MOpYYEHW) OCYLLECTBNATLCA CeKpeTapeM pyKoBOANTENS.

HanomuHauns wvcnonHutenam, a Takxke wuHdopmaums o6  wcnofnHeHuu
AOKYMEHTOB  (MOPY4YeHW), nofydeHHas oT ucnonuutenen, UKCUpYoTcs B
PErncTpaunoHHbIX XypHanax, Ucnonb3yemMbiX ANA KOHTPOMS WCMOMHEHUA OOKYMEHTOB
(nopydeHun).

6.12. [Mpn HeobxognMMOCTU U3IMEHEHUA Ccpoka WCNONMHEHUS OOKYMEHTa
(nopy4yeHns) OTBETCTBEHHbIA wucnonHuTens obszaH npeacTtaBuTs Ha umsa [nasbl
aaAMUHUCTPaLIMN UM UHOTO OOSHKHOCTHOrO Auua, Aasllero nopyveHue, obocHoBaHue
(cnyebHyto 3anucky) O NpoaneHun cpoka C ykasaHuem Npu4vH NpoAneHus W AaTbl
VCNOMNHEHNS.

O0ocHOBaHWe NPoAneHus CPOKa NCNOMHEHUsT AOKYMeHTa (Mopy4eHus) AOMKHO
ObiTb HanpPaBneHO He no3aHee, YeM NO UCTEeYEHUW ABYX TPEeTbWMX CPOKa WUCMOMHEHWS
AOKYMeHTa (nopydeHus).

O6 MW3MEHEHUW CpoKa WCMOMHEHWUA [OKYMeHTa (NopyyeHus) OTBETCTBEHHbIN
NcnonHuTENb MHDOPMUPYET cekpeTapsa PYKOBOAUTENS.

6.13. [lokyMeHT (nopy4yeHue) cyntaeTcs UCMOSHEHHbIM, eCNN NPUHATbI peLleHns
NoO MOCTaBNEHHbIM BOMpPOCamM, NOAFOTOBMEHLI  COOTBETCTBYIOWUME  OOKYMEHTbI,
HanpaBneHa cnpaBka o006 WCNONHEHUU B COOTBETCTBYIOLUME OpraHsl BRacty
(opraHusauun) unu gaH oTBET MO CYLIECTBY 3anHTepecoBanHbIM NNLEM.

PeweHne 06 WCMONHEHUW [OOKyMeHTa (mopyveHust) npuHumaer [naea
aAMUHUCTPALMU NN MHOE AOMKHOCTHOE NULIO, NOCTaBUBLLUNIA AOKYMEHT (MopydeHune) Ha
KOHTPOINb, ¢ 06R3aTENbHBIM NH(OPMUPOBAHVEM CeKpeTaps pyKOBOANUTENS.

Ha ncnonHeHHoM AOKYMEHTE NpoCcTaBNaeTCs OTMETKA O HanpasneHun JOKyMeHTa
B OENno B COOTBETCTBUM C nyHKTOM 2.47 WHCTpykuuu, cBedeHus o6 ucnonHeHuu
[OKYMeHTa (Mopy4eHWsi) BHOCATCS B PErucTpPauvOHHbIA XypHas, Ucnonb3yeMblid ANns
KOHTPONSA UCNOMHEHWS.

6.14. [lokymeHTbl (NOpY4YeHUs), HEe CHATble C KOHTPONA, a Takke AOKYMEHThI
(NopyyeHust), CPOK UCTONMHEHUS KOTOPbIX He NPoAneH, cUnTaTCa HEMCNONHEHHbIMU.

6.15. [naBHbIA cheyuanucTt agMuHucTpauuy aHanusaupyeT COCTOAHME U



pe3ynbTaTel WCMNONHEHWS AOKYMEHTOB (NOpy4YeHuit) U COCTOAHWE WCMOMHUTENbCKON
AVCUMNNNHBL

‘B NOpsAKe NpPeABapUTEenbHOrO  KOHTPOMsS  HanoMWHaeT  crneuuanucTam
aAMUHUCTPaLUK O AOKYMEHTAX, CPOKU, UCMOMHEHUS KOTOPLIX UCTEKAaoT (3a 3 - 5 aHeit fo
OKOHYaHWUA cpoKa UCMOMHEHUS LOKYMEHTa):

pa3 B Mecdl W No OKOoHYaHuW rofda rnaBHbIl cneuuManucT Ha ums [nasbl
aaMUHNCTPaLUMN HanpaBnaeT OTYEThl O KONUYECTBE JOKYMEHTOB, UCMOSTHEHHBIX B CPOK,
WCNOMTHEHHbIX C MPOANEHUEM CPOKA WCTIONHEHUS), HE UCMOMHEHHbLIX, HAXOAAWMXCSA Ha
UCNOMHEHNN MO aAMUHUCTPaUuK B LEnoM, No oTaenam v, npy HeobxoaumocTy, - ro
OTAENbHbLIM UCMONHUTENAM.

7. OpraHusauus paboTbl MCNONHUTENS C AOKYMEHTaMM

7.1. icnonuvTenb nonyvaeT AOKYMEHTbI Ha MCNOMHEHNE B EeHb UX PACCMOTPEHUS
unu Ha creayouwnii pabounit OeHb B COOTBETCTBUM C pesonounssmMun  [nasbl
aoMUHUCTPaUnUM UM UHOTO AOMKHOCTHOrO nuua. CpouHble OOKYMEHTbI NepeaalnTcs
WUCMONHUTENIO HE3aMEANUTENLHO.

7.2. [okymeHTbl ¢ pesomouuvsmu  [naBbl  aAMUHUCTPaAUUM  NepefatoTcs
cneynanuctTaMm agMuHucTpaumu. Ecan JOKYMeHT, NOCTYNVBLUMA Ha WCNOMHEHUe, He
UMEeT OTHOLLEHUA K KOMMETEeHUWW chneynanucTa, cneumanucT B TOT e AeHb WM Ha
cnedyownin  pabouuin OeHb BoO3BpallaeT ero [NaeBe ANs pelleHnss Bonpoca o
nepeHanpasieHun ero Ha UCNoNHeHne ApyroMy Cneunanucrty.

7.3. Vicnonxexnve fokymeHTa npeaycMmaTpvBaeT:

cbop 1 aHann3 HeoBxoAMMOIR NHopMaLN;

NOAroTOBKY NPOEKTa AOKYMEHTa 1 ero 0hopMneHUE;

corrnacoBaHune NpoekTa LOKYMEHTA C 3auHTEPECOBAHHLIMU NUUAMU;

nopaboTky npoekTa [OKYMEHTa MO  3amMevyaHusiM, MNOMy4YeHHbIM B  XoAe
corflacoBaHus v, NPy HeOHXoOAUMOCTHU, - NOBTOPHOE COrnacoBaHune);

NOArOTOBKY CNucKa (ykasaTens) pacchifikv JOKYMEHTa, €CNu JOKYMEHT aapecoBaH
rpynne opraHvsauui,

npeAcTaBnNeHue npoekTa JAOKYMeHTa Ha noanuce (yTeepxaenue) [nase
agMVHCTpauum;

NOATOTOBKY JIOKYMEHTA K OTNPaBKe ¥ Nepefady Konuu AoKyMeHTa B Aeno.

7.4. Mpn HanpaBneHUn QOKYMEHTa HECKONbKUM UCTMONMHUTENAM OTBETCTBEHHbLIM
3a NOArOTOBKY MpoekTa OOKYMEHTa SBNAETCH UCNOMHUTEMb, YKa3aHHbI B pe3ontoynn
nepBbIM UM 0DO3HAYEHHbIA B PE30OUMY KaK OTBETCTBEHHbBIN UCNOMHUTEND.

7.5. OTBETCTBEHHbIA UCNOMHUTENL UMEET NPaBo AaRaTh NOPYHEHUS OCTasNbHbIM
UcnonHUTENsM, npoeoauTe paboune coselwanns Ans BblpaboTku COBMECTHOrO
pelleHns. Bce ucnonHUTENW B paBHOW CTeMeHW OTBETCTBEHHbL! 3@ CBOEBPEMEHHOE U
Ka4ecTBEHHOE  WCNOMHEHWE  NOPYYEHUA U1 npeacraBneHve  OTBETCTBEHHOMY
NCNONHUTENIO B YCTAHOBMEHHbIE UM CPOKU HeOoDXOAUMBIX MaTepuanos (NPOEKToB
LOKYMEHTOB, CMpaBokK). WcnonHuTenu He uWMelT npasa NPeAcTaBnsaATb NpPOeKThl
OOKyMeHTOB [hMase agMuHUcTpauuu, LaBWeEMy MNOopyHeHWe, MUHYR OTBETCTBEHHOTO
ncnonHuTens.

7.6. B cnydae OTCyTCTBUS WCRONHUTENS (KOMaHAWPOBKA, OTMYCK, OonesHb)
AOKYMEHT 1o ykasauuio [naBbl agMUHUCTpauUy u“Nu UHOTO AOMXKHOCTHOTO nuua
nepegaeTcss APYroMmy ucnomkuTento ¢ obssaTenbHbiM coobuweHuem ero amunun
rmaBHOMY CReumnanucTy agMuHUCTpaunu Anst BHECEHUSA SMEHEHWUA B perncTpaunoHHbIn
XypHan.

7.7. Npwn yBONBHEHUN UNU NEpeEXofe Ha Apyryto paboTy coTpyAHuK 06a3aH caaTb
AOKyMeHTbI 1 Aena [[naBse agMUHNCTPaLMK, 1N NO €ro yKazaHWio BHOBbL Ha3HaYeHHoMY
COTPYAHWKY - NO aKkTy npuemMa-nepenaq, B KOTOPOM yKasbiBaroTCa BUAbI e (3aronoBku



Aen) 1 KX KONMUYEeCTBO W KOTOPbIM NognucbiBaeTcs pabOTHUKOM, nepenaslLnM
AOKYMEHTbI, 1 pabOTHMKOM, NPUHABLLUUM AOKYMEHTHI.

7.8, Pe3ynbTaToM MWCNOMHEHWS AOKYMEHTa HABMSETCA NPOEKT AOKYMEHTA,
MOArOTOBMNEHHBIA NCNOMHUTENEM.

[TpoeKT AoKyMeHTa CO BCEMU HEODXOAMMbIMU NPUNOXKEHUSMY, Hane4YaTaHHbIA U
O(hOPMMEHHBIN B COOTBETCTBUM C MpaBunamy, YCTAHOBMEHHbIMW B pasgene
3VIHCTPYKUMN, NCNONHNTEND COrMacoBLIBAET C 3aMHTEPECOBAHHbBIMUN NOAPA3AENEHNAMN
v nuuammn 1, Npu HeobxoAnMOCTK, C APYTUMKN Opranrn3aLnsMu.

[lokyMeHTbl, npefHasHadyeHHble 4758 OTNpaBkyX, OgOPMASOTCs Ha OnaHke
agMUHUCTPaUMY YCTAHOBNEHHOW copMbl. [INs OoTNpaBkM OOKYMEHTOB, HEe WUMERoLInX
aZpECHOWN YacTn, COCTaBNAETCA CONPOBOANTENBHOE MUCHMO.

Ha [oKyMeHT, pacchinaembil 60nee Hem B YeTbipe agpeca, UCNoNHUTENb roTOBUT
CNUCOK paccChbifkn, onpeaenseT KOAWYeCTBO SK3EMMNNAPOB [OKYMEHTa U nocne
perncTpaunu obecnednsaeT N3roToBneHne HeobxoaMmMoro KoNM4ecTsa Konun.

7.9. Nenonuutens (OTBETCTBEHHLI WUCMOMHUTENbL) OpraHu3yeT corfliacoBaHue
(BU3MpPOBaHWE) NPOEKTa AOKYMEHTA CO BCEMY 3aUHTEPECOBAHHLIMY LM Y NPOBOANT
AOopaboTKy NpoeKkTa no 3aMmedaHusim B COOTBETCTBUN C NyHkTamu 4.1 - 4,10 VHCTpyKuuw.

Mpn Hanuuun Gonblioro KonuyecTBa 3aMedaHuid 40  NpedcTaBieHus
AopaboTaHHOro NpoekTa AOKYMEHTa Ha noAnuce Fnaee agMuHUCTpaUUN UCNONHUTENb
FOTOBWUT CBOAKY 3amMeyaHui (npepnoxeHur), B KOTOPOW YKa3biBAETCHA: CodepkaHue
3amMedaHus (NpeanoXeHuns), A0MKHOCTL, haMunvsa nuua, AasLlero samedanue, NpuHAaTo
UMK OTKIMOHEHO 3aMeYaHue (ecnu 3aMmevaHne OTKIIOHEHO, - MPUYNHY OTKIOHEHUS).

7.10. MNocne popaboTkM N NOBTOPHOrO BWU3UPOBAHUA (COrMacoBaHUA) MPOEKT
[OKYMeHTa nepefaeTcs Ha nognucanuve (yreepxaerue). [lo npeacTaBneHus Ha nognunch
NUCMONMHUTENL NpOBepsAeT NpaBUfbHOCTb OMQOPMIIEHNA AOKYMEHTa, nNpaBWUfIbHOCTb
ohopMneHus agpecara, Hanuyne HeobxoANMbIX BU3, MPUNOKEHNIA, NPU HEOBXOAUMOCTH
- CMPaBOK, MOACHUTEMbHbLIX 3arucoK, PasbACHAIOWWX coAepXaHhe NOoAroTOBMNEHHbIX
LOKYMEHTOB, nucTa (ykasaTens) pacChbinku.

7.11. TloanuCaHHbIA OOKYMEHT WCMNOMHUTENb B COOTBETCTBUWM C MNOPALAKOM,
YCTaHOBMEHHbIM UHAMBUAYANBHOW UHCTPYKUMEN NO Aenonpovn3BoACTBY, nepefaeT And
perucTpauun 1 OTNPasku W/UNW BKNIOYEHUS B AeNO.

B cooTBETCTBUMN C HOMEHKNATYPORN Aen ucnonHuTenbs onpeaenseT MHAEKC Aena,
B KOTOPOE A0MKeEH ObiTb BKIOYEH JOKYMEHT.

7.12. B xoae vcnonHernus AOKYMEHTa WCNOMHUTENb MMEET npaso npennaratb
N3MEHEeHVe CpOoKa WCMOSIHEHUS, €Cny OTCYTCTBYIOT peanbHbi€ YCINOBUA WCNOMHEeHWUA
[OKYMeHTa (nopydexust), Aenatb NOMeTKN Ha AOKYMEHTe O BpeMeHW ero nocTynnexuns,
0 [aTax NPOMEKYTOHHOTO KOHTPOMS, TeneOHKHbIX 1 MUCbMEHHbIX 3anpocax, o AaTe U
pesyrnbTaTe OKOHYaTENbHOro UCNOMHEHUS.

7.13. WcnonHuTene He WMeeT npaBa pasrnallath cofdepXkaHne nocTynuBLUKUX K
HeMY [JOKYMEHTOB W NOArOTOBMIEHHBIX MPOEKTOB CMy)XXeOHbIX AOKYMEHTOB, C HUMU MOTYT
BbITb O3HAKOMIIEHB! TONBLKO NULA, UMEOLLNE OTHOLEHNE K UX UCNOMHERUIO.

8. ®opMupoBaHMe OKyMeHTanLHoOro choHaa opraHu3auum

8.1. OnepaTvBHOe XpaHeHUe AOKYMEHTOB aAMWHWUCTpauuuU 4o nepefadn nx Ha
XpaHeHne B  apxuMB WM YHUMTOXEHWEe  OCYLECTBAsAeTCs  cneuunanuctamu
aAMUHUCTPaLmu.

8.2. B uensix xpaHeHUsi, Noucka ¥ UCNOMNb30BAHNS JOKYMEHTbl Ha OyMaxHoM
HocuTene AOKYMEHTbI (hOPMUPYIOTCS B A€na B COOTBETCTBUM C HOMEHKNaTypow Aen.

HomeHknaTtypa Aen 3akpennaeT knaccuduvkaumto (rpynnupoBKy) WUCNOMHEHHbIX
JIOKYMEHTOB B [ena, cucTemMaTu3auuio W WHAeKcauwio Aen, CPOKi WX XpaHeHua u
ABMSETCS OCHOBHbIM YYETHBIM AOKYMEHTOM.



HomeHknatypa pen sBNsAeTcs OCHOBOW Ans  COCTaBneHus onucen Aen
NOCTOAHHOrO, BpeMeHHbix (cabiwe 10 NeT) CPOKOB XpaHeHus v No NUYHOMY COCTaBy,
aKTOB O BbiAENEeHUN K YHUUTOXEHWIO GOKYMEHTOB C UCTEKLLIMMY CPOKAaMMK XpaHeHua, a
TaKke Ansa ydeta gen spemeHHbix (4o 10 net BkUnTenbHO) CPOKOB XPaHEHUS.

8.3. HomeHknatypa gen agMuHuCTpauuny COCTaBMSIETCS HA OCHOBE W3ydeHus
COCTaBa W COAERXKaHVsa AOKYMEHTOB, 0Dpasyolumxcs B A8ATENbHOCTY aAMUHUCTpaLmy.

8.4. Tlpu cocrtaBneHun HOMeHKknaTypbl QJAen crhefyet pykosBOACTBOBATHLCA
MonoxeHuem agMUHUCTPaLUMn, WTaTHBLIM pacnucaHneMm, nnaLamu n otyetamu o paboTte
agMVHUCTpaUnn, HOMEHKNaTypon Aen 3a NPOLEALUVIA rod, NoKanbHbLIMYU HOPMaTUBHbLIMU
akTamu agMuRucTpaumuy, cogepXalumm CBeAeHUa O AOKyMeHTax, obpasyrowmxcsa B
AEATENLHOCTN  aAMUHUCTPaUMK, HOMeHKnatTypamu Aen 7 TUNOBbIMW  NEPEeYHAMU
AOKYMEHTOB C yKasaHUeM CPOKOB WX XpaHEHUS.

8.5. B HomeHkmatypy Aen BKAWOMYAIOTCA BCE AOKYMEHThI, OoTpaxarouime
AeATENbHOCTL agMUHUCTPaUuN, B TOM YUCrie OOKYMEHTbI OrpaHuyYeHHoro Jocryna,
perncTpaumnonHble W yYEeTHbLIE XKypHanb! 1 KapToTeky, B HeoDXOANMbIX Cnydasax - Konuu
[OKYyMEHTOB. He BKMo4aloTCsl B HOMEHKNATypy Aen nepuogndeckue nsgaHus, KHumj,
BpoLuopsb.

8.6. HomeHknatypa gen agMuRUCTpauuu cocTaensieTcd  no  dopme,
yCTaHoBNEHHOW [lpaBunamu xpaHeHusi, KOMNNEKTOBaHUS, ydeta ¥ WCNonb30BaHUA
nokymeHtoB ApxusHoro dcoHaa Poccuiickon depepaumn v APYrux  apxuBHbIX
[IOKYMEHTOB B OpraHax rocyaapCTBEHHON BNacTu, opraHax MeCTHOro caMmoynpasneHns,
oprannsaumax (ganee - NMpasuna xpaxHerus). ‘

HomeHknaTypa Aen cocTaBndeTca B NOCAEAHEM KBapTane Tekyulero roga Ha
MPeACTOSILIMIA KaneHaapHbi rof.

8.7. HomeHknaTypa gen agMmuHucTpaumn oauH pas B 5 net npeacraBngeTtcs Ha
COrnacoBaHne 3KCMepTHO-NPOBEPOYHON KOMUCCUN apXMBHOro areHTctsa WpkyTckon
obnactu (ganee - 3K apxvBHOro areHTcTea).

8.8. HomeHknaTtypa pgen, cornacosaHHas OllK apxuBHOro areHTcTBa,
yTBepxaaetcs [nason agmuHucTpauunM u BBOAUTCR B Jdeilctsme c 1-ro aHBaps
NpefcTosLIero KaneHgapHoro roga.

B cnyyae nameHenus hyHKUMN 1 CTPYKTYPLI aAMUHUCTPaUny HOMEHKNaTypa gen
COCTaBRAETCS, COrnacoBbLIBAETCA U YTBEPKAAETCH 3aHOBO.

8.9. TllepBbii 3K3eMNNAp YTBEPXKAEHHON HOMEHKNaTypbli Jen ABndeTcs
AOKYMEHTOM MOCTOSIHHOrO XPaHeHus 1 BKAYaeTcs B HOMeEHKNnaTypy Aen B pasjen
[lenonpovssoACcTBO U apxmB, BTORPOW - UCMONb3yeTCd [NaBHbIM CcneyvannctoMm B
kKayecTBe paboyero asxsemnnaspa, TpeTUd - nepejaeTcs B apXMBHLIA  oTden
agMuHncTpauun VIpKyTCKOro panoHHOro MyhHuuunansHoro ofbpasosaHust B KadecTse
YYETHOro JOKyMeHTa.

Cneuyunanuctam agMuHUCTpauun HOMEHKNnaTypa aen paccbinaetcs
YRPpaBASOWNM genamMmy agMuHncTpadum B BUAE KON COOTBETCTBYIOLNX pa3genos Ha
BymMaxkHOM HocuTene.

8.10. HomeHknaTypa Aen agMuHUCTpaumm CTpouTes no yHKUMOHaNbHoOM cxeme
(HasBaHNsSMU pasfenos HOMEHKNAaTypbl AEN SBNAITCA HanpaBneHns OesTensHoCTY
agMuRucTpaumun).

8.11. Bce 3aronoBku Aen, BKMAKOYEHHbIe B HOMEHKNaTypy Aen agMuHucTpauum,
nHaekcupyroTes. Haeke gena ykasbiBaeTca B rpade 1 HoMeHknaTypb! Aen v COCTOUT 13
HOMepa pasgena u nopsiAKOBROro Homepa gena B pasgene HoMeHknaTtypbl gen. ihaexcsi
nen obosHavatoTes apabckumun umdpamu. Hanpumep: 01-05, rge:

01 - Homep pasnena;

05 - nopsigkoBbIA HOMEpP Aena B pasgene HOMEHKaTypbl Aen.

[Jena no Bonpocam, HepaspelleHHbiM B TeYeHue OAHOro rofa, SABMSATCA
"nepexogammMn’ 1 BHOCATCA B HOMEHKNATypy Aen Cheaylouwero roga ¢ TeM xe



nHaekcom. PexomeHayeTcs coxpanaTe B HOMEHKNAType Aen OAUHAKOBbIE MHAEKCH! ANS
OOHOPOAHLIX Aer, BKIOYEHHbIX B PA3HbIE Pa3fers!.

Ecnu B Tedenue roga B 4eATeNbHOCTY afMURUCTpaLMm obpasytoTca AOKYMeHTH!,
HE NPefyCMOTPEHHbIE HOMEHKNATYpol Oen, 3aronoBKi HOBLIX Aer AONONHATENbHO
BKMIOYAIOTCA B HOMEHKRaTypy den. B kaxaom pasgene HOMeHKnaTypsl 4en Ans BHOBb
3aBOAMMbBIX AeN NpefycMaTpuBaloTCa pe3epBHbIE HoMepa.

8.12. 3aronoBok gena (rpada 2 HoMeHknatypbl gen) fomxkeH B obobujeHHon
dopme oTpaxkaTb OCHOBHOE COAEpKaHue 1 COCTaB AOKYMEHTOB aena. He gonyckaercs
ynoTtpebrieHne B 3aronoBke gena HeKOHKpeTHbIX dhopmMynnposok ('pasHbie matepuans!”,
"obwasa nepenucka"), a Takke BBOAHLIX CMOB U CIOXHbLIX CUHTaAKCUYECKNX 060pOTOB.
3arofioBkM Oen MOTYT YTOYHATBLCS B TeYeHue roga B npouecce (QopMupoBanus u
ohopmMmreHuna gen.

3aronosok aena JoMmKeH COCTORTL U3 3NEeMEHTOB, pacnonaraemMbsix B cneayroLien
nocnefoBaTenbHOCTH:

a) HasBaHwe BWAa fgena (nepenucka, XypHan, Aeno) unu suaa OOKYMEHTOB,
BKITIOYEHHbIX B Aerno (MPOTOKOMbI, NpUKassl);

6) HavMeHOBaRWe opraHu3auun, CTPYKTYPHOro noapasgeneHus, MNOCTOAHHO
AEVCTBYIOLLENO UNU BPEMEHHOMO OpraHa, JOMKHOCTHOMO nuua, co3aasLlunX AOKYMEHT(bl);

B) HAaUMeHOBaHue KOpPeCNoRAerHTa (OpraHnsaymnm, nuua, KOTopoMy aapecoBaHb!
UK OT KOTOPOTO MONYYEHbI JOKYMEHThI);

I KpaTkoe cofepXaHue JoKyMeHToB Aena,

) HassaHue MecTHOCTU (TEpPPUTOPUM), C KOTOPOW CBA3AHO coaepxaHue
AOKYMEHTOB fena;

e) fata (nepvof), K KOTOpPbIM OTHOCATCHA JOKYMEHThI Aena;

X) ykasaHue Ha KonMHOCTL JOKYMEHTOB Aerna.

8.13. Nopsaaok pacnonoxeHnsa 3aronoBkoB Aen BHYTPW pa3fenioB HOMEHKNaTypb!
Aern onpefensieTca CTENeHb BaXHOCTU AOKYMEHTOB, BKITIOYEHHbIX B Aena.

B Havane paspgena pacnonaralTcs  3aronoBkW  Aen,  coAepalymx
yypeanTenbHbie, OpraHnu3aunorHO-NPaBoBbIe 1 pacnopsauTenbHble JOKYMEHTL!, 3aTem
3arofioBkW fAer, cogepxaliMx nnaHoBbie, OTYETHbIE, UHOPMAaLMOHHO-aHaNuTN4eckue
AOKYMEHTbI, AOKYMEHThI, OTpaxkarlue AeATenbHOCTb NoApasfeneHus, nepenncky, B
KOHLUE pasfena - perucTpaunoHHble U YHeTHbIE XKypHasbl, KapToTeky, 0asbl JaHHbIX.

3aronoBku Aen, COCTaBNEHHbIX MO KOPPECMOHAEHTCKOMY W reorpaduyeckomy
npu3Hakam, BHOCATCSH B HOMEHKNaTypy fAen no andgasuTy KOPPEeCnoHAEHTOB unwu
reorpadonyeckux Haspanui.

B saronoBkax pgen, coAepxXawvx HAOKYMEHTbl Mo OAHOMY BOMpoOCy, HO He
CBA3AHHbIX NOCNeaoBaTeNlbHOCTBI0 pelleHMss BOnNpoca, B KayecTBe Buaa pjena
ynotpebnaeTcs TepMuH "OOKYMEHTHI", @ B KOHLIE 3arofioBka B CKODKaX YKasbiBalOTCH
Ha3BaHUA BUAOB JOKYMEHTOB, Hanbornee npeacTaBfieHHbIX B Aerne:

"[JOKyMEHTbl O NPOBEAEHUW COBelWaHun U CemMuHapoB (nporpammbl, CAUCKH,
poknagbl)”.

Tepmud "gokymeHTbl" NPUMEHASTCA TaKke B 3aronoBkax Aen, cofepxalinx
AOKYMEHRTbI-MPUNOXEHUSA K KAKOMY-NNBO AOKYMERTY (BUAbI AOKYMEHTOB-NPUNIOXKEHNI He
nepeYncnsTes):

"[JOKYMEHTbI K MPOTOKONaM 3acefaHuil 3KCNepTHON Komuceumn',

"MMpoTokonbl NNaHepHbIX COBELLaHU Npy rnase agMURUCTpaum n QOKYMeHTh! K
HuMm".

B 3aronoskax Aen, npeAHasHauyeHHbIX ANs  TPYNMMPOBKW  OAHOTUMHBIX
AOKYMEHTOB, 9Ta rpynna AOKYMEHTOB YKa3bIBaeTCHA BO MHOXECTBEHHOM Yucne;

"MpoTokonel 3acepanuit komuecun no YC".

B saronoskax pen, coaepXalimMx nepenmncky, ykasbiBaeTcs, C Kem 1 No Kakomy
BOMPOCY OHa BEAETCS:



"Mepenucka ¢ obpasoBaTenbHbIMU YHPEXAEHMAMN O NOBbLILLIEHWNW KBaNUdMKaunm
paboTHUKOB", :

‘B 3aronoskax gen, cogepxawmx nepenucky ¢ ogGHOpoAHbIMY KoppecnoHgeHTamu,
rocnegHue He Ha3biBAKTCS, a yKasblBaeTcs X BUAOBOE Ha3BaHue:

"Mepenncka ¢ begepansHbIMU OpraHamy UCROSTHUTENBHOW BNACcTh O 3aKMoYeHH
¥ UCNOMTHEHWUN TOCYAAPCTBEHHbBIX KOHTPaKTOB".

B  3aronoekax gen, cogepxawwmx — nepenucky ¢ PasHoOpPOAHbIMU
KOppecnoHAeHTamMu, NoCNeAHNE HE NepeYncnaioTCa:

"Tepenucka o 3aKmHYeHn 1 UCTIOSTHEHUW TOCYAAPCTBEHHbBIX KOHTPAaKTOB".

B 3aronoBke gena ykasbliBaeTCA KOHKPETHbIN KOPPECNOHAEHT, ecnv nepenucka
BEAETCS TONbKO C HUM:

"Mepenucka ¢ OO0 "PocTtenekoM" 0 npeAocTaBneHnn ycnyr ceasun'.

Mpn ob0o3HauYeHUn B 3aronoBKax Aen agMUHUCTPATUBHO-TEPPUTOPUANBHBLIX
eanHuL yuuTbiBaeTCcsa cnegyroLlee:

ecny CoaepXaHue Aena KacaeTCa HEeCKOMNbKUX OAHOPOAHbLIX aAMUHUCTPATUBHO-
TEpPUTOPMAnbHLIX eauHUL, B 3arofloBKe Aena HE yKasbiBalTCss WX KOHKPETHbIE
HasBaHua, a yxaselsaeTcs vx obulee BUAOBOE Ha3BaHME!

"Mepenncka ¢ yupexaeHuamy .

ecnv cofepxaHue gena KacaeTcs O4HOW agMUHUCTPATUBHO-TEPPUTOPUAnbHON
eanHUUbI (HACENEHRHOTO NYHKTA), ee (ero) Hassanue ykasblBaeTCAa B 3arofoske gena:

"Mepenucka ¢ MMHUCTEPCTBOM CEMbCKOro Xo3ancTra NpkyTckon obnactu'.

B 3aronoBkax Aen, cogepXawmux MIaHOBYIO WAW OTYETHYIO AOKYMEHTauuo,
yKasbiBaeTcs nepuog (Mecsiu, Kesaprtan, rof) Ha (3a) KOTOpblA cOCTaBfeHbl ffiaHb
(oT4eThI):

"CoqoBON OTYET aaAMUHUCTPaLUN 3a 2020 rog";

"MopoBow cTtaTuctTmdecknit otyet (. OO0-1) 3a 2020rog».

Mpn copmMupoBaHuKM Aena W3 HECKONbKUX TOMOB (4acTel), kpome obLiero
3arofoBka aena npu HeodXO4UMOCTU COCTaBMNAKTCA 3arofioBKN KaXgoro Toma (4actu),
YTOUHRAIOWME coaepxaHme TOMOB (YacTen) gena.

3aronoBKU gen MOryT YTOYHATLCA B npouecce OpMUPOBaHUA U 0OPMIIEHUS

aen.

8.14. 'padpa 3 "KonuyecTtBo den" 3anofHAeTCH NO OKOHYaHWW KarneHgapHoro
roga. o JoCTWXeHUN AenoM, BKITHOYaKOLWNM JOKYMEHTb! BpeMeHHbIX (CBbie 10 neT) u
NOCTOAHHOTO CPOKOB XpaHeHus, obbema B 250 IMCTOB, TOM 3aKpbiBAETCA U OTKPbIBAETCS
HOBbI ToM. B rpade 3 HOMEHKNaTypbl Aen nocneaoBaTenbHO YKasbiBAKTCA HOMEpa
TOMOB W KpanHue gathl AOKYMEHTOB Kaxgoro Toma:

T. 1. 11.01.2020 -
30.06.2020

8.15. B rpache 4 "Cpok xpaHeHus u N ctatby N0 NepeydHio” yKasbiBalOTCA CPOKU
XpaHeHns gen u Homepa cratent no «l1epeyHto TUNOBbLIX YNPaBEHYECKUX apxXuBHbIX
AOKYMEHTOB, 0Dpasyruwnxcss B npouecce AeaTeNbHOCTU rocyapcTBEHHbBIX OpPraHoBs,
OpraHoB MeCTHOro caMoynpaBfieHuUs W opraHusauuil, C YyKaszaHWem CpOKOB WX
XpaHEeHUs».

8.16. B rpade 5 "lNpumeuanne" npocTaBnawoTCa OTMETKX O 3aBefieHun Jen
("3aBenenHo"), o nepexogaumx genax (Hanpumep, "lepexopsuee ¢ 2016 roga"), o
BblAENEeHUU Oen K YHUYTOXEHWIO, O Nuuax, OTBETCTBEHHbLIX 3a (DOpMUpOBaHUE fen, o
nepefdade gen B APYryio opraHusaumio AnS NpoaormKeHNS.

8.17. INo 3aBepweHUn OeNONPOU3BOACTBEHHOrO roga B KOHLE HOMEHKMATypbl
Aen B KoM OTAene agMUHUCTpaLmm uTorogas 3annch, B KOTOPYIO BHOCATCS CBEAEHUS
O KonnyecTBe 3aBefeHHbIX Aen (TOMOB, YacTeit), 0TAelbHO NOCTOAHHOTO U BPEMEHHbIX
CPOKOB XpPaHEHWS, BPEMEHHbBIX CPOKOB XpaHeHus ¢ oTmeTtkon "OMK" n nepexogawmx.



VTorosas 3anuck AONONHAETCA AAHHBIMU O KOMMYECTBE AEN COOTBETCTBYIOLLNX CPOKOB
XpaHenus.

‘B wToroByw 3anuch CBOAHOW HOMEHKNaTypbl AeNn CBeAeHWA BHOCATCA Ha
OCHOBAHUY AaHHbIX, NepefaHHbIX cneymanicramu agMuenucTpaumn.

Ceepenvisi, cogepxawjmecs B  WTOrOBOW  3anucu  HOMEHKNaTypbl  Aen
agMUHUCTPaUVV, NepefakTcs B apxXvB agMUHUCTpauun, 0 Yem B HOMEeHKnaType Len
MPOCTaBNAETCA OTMETKa C yKasaHuem AJOMKHOCTVM M MOAMUCK Nnuua, nepenasluero
CBEAEHUS.

8.18. [lena co gHs uX 3aBefReHVA A0 nepeda4y 8 apxme agMuHuUCTpauuu unn fo
BbIAENEHUA UX K YHUHTOXEHUIO NO UCTEYEHUN CPOKa XPAHEHUS XPaHSTCSA N0 MECTY uX
dhopmupoBaHus.

[eno cuuTaeTcsi 3aBeleHHbIM C MOMeHTa BKIO4EHWS B HeEro nepBoro
UCMONHEHHOTO AOKYMEHTA.

8.19. Mpwu cdhopmupoBaHuy Aen Ha ByMa)KHOM HOCUTERNE AOMKHbI cobntoaaThes
crneaytouwme obuine npasuna:

B AEMN0 NOMELWAalTCA UCNOMHEHHbIE AOKYMEHTbI, COOTBETCTBYIOWME NO CBOEMY
COAEPXKAHWIO 3aronoBKy Aena no HoMeHKnaType aen;

MPUNOXeHNs NoMeLLanTCs BMECTE C OCHOBHbIMU SOKYMEHTamu,

B 4EN0 BKMAOHAITCH OOKYMEHTbI OQHOro KareHZ4apHOro roa, 3a WUCKNo4eHuem
nepexoasiumx gen;

AOKYMEHTL! NOCTOSHHOIO Y BpeMEHHbIX CPOKOB XpaHEeHUs rpynnupyioTca B Aena
pasnenbHo;

B Aeno BKoYaeTCcsi MO OAHOMY 3K3EMNNAPY KaXA0ro AOKYMeEHTa,

B AENO MOMEeWarTCsa AOKYMEHTbI MPaBUNbHO W MNOMHOCTLIO OOpPMNEHHbIE
(AOKYMEHTB! AOMMKHBI UMETb AaTy, NOAMUCH U Apyrie HeoDXOaANMbIE PEKBU3UTEI);

B [AEN0 He BKO4YalOTCs AOKYMEeHThl, nognexalyue BO3BpaTy, nuuiHue
3K3EMMNAPLI U YePHOBUKU (3a UcKNoHeHeM 0CoB0 LIEHHBIX);

no obbemy A4eno, BKIoYatouee JOKYMEHTbI Ha BYMaXKHOM HocuTene, He JOMKHO
npesbiwats 250 nuctos, npu TonuwmHe He Gonee 4 cm (TomwvHa Qen co cpokamu
xpaHeHna o 10 neT He gomkHa npesbitwaTth 10 cm). Npu npeBbltUeHnn AanKoro obvema
3aBoAnTCs BTOPOW TOM. [pu Hamuuuy B Oerne HecKonbknx TOMOB (4acTemn) HAEKC Y
3aronoBoOK Aefa NpoCcTaBfsTCS Ha KaxaoMm Tome ¢ gobasnenmem obosHavenuin: "T. 1"
"T. 2"

[lokyMeHTbl BHYTPW Jdena pacnonarailTCs CBEPXY BHW3 B XPOHOMOrMYeckon,
BOMPOCHO-10MM4eCcKoi MocneaoBaTeNbHOCTY UK UX COYETaHUN.

PacnopsagutenbHble AOKYMEHTL! FpynnupytoTea B Aena rno Bugam v XpoHOMornn ¢
OTHOCALUMMUCA K HUM NPUNOXKERNAMUN. [JOKYMEHTb! - OCHOBaHNA K pacnopagnTensHbiM
OOKYMeHTaM BKIOHanTCs B OTAENBHOE 4ENO.

MNpoTokonbl B Aerne pacnonaraloTcsa B XPOHOMNOMMYECKOM Nopsifike U N0 HoMepam.

[OKyMEHThI K 3acegaHusam (CoBewannam) rpynnupyroTca B OTAENBHOE Aeno, Kak
N NPUNOXEHRNA K NPOTOKONaMm, ecrnn oHu cogepxart donee 25 cTpaHuy,.

[lokyMeHTBI K npoToKonam, ecnv OHW CrpynnupoBaHbl B OTAENbHbIE Aena,
CUCTEMaTU3UNPYIOTCS BHYTPU A&na NO NopsaKy HOMEPOB NPOTOKOMOB.

JlokanbHble  HOPMAaTMBHBLIE  aKTbl, YTBEPXOEHHbIE  pacnopsauTenbHbIMY
AOKYMeHTamu, SBASIOTCH NPUNOXEHNAMW K HAM W TPYNNUPYIOTCS BMECTE C YKa3aHHbIMU
AOKYMEHTaMW.

Mpukasbl N0 OCHOBHOW 4EATENbHOCTU FPYNNUPYIOTCA OTAENBHO OT NPUKA30B Mo
AV4YHOMY cocTany.

MpuKassl No NUYHOMY cocTaBy hOPMUPYIOTCS B AENA B COOTBETCTBUM CO CPOKaMu
XpaHeHus.

[loKyMeHTb! B NUYHbIX Aenax pacnonaralnTcs no Mepe ux nocTynneHvs.

MNepenucka rpynnupyeTca B Jena no TemaTuke WWnnM KOppecrnoHAEHTaM ©



CUCTEMATU3NPYETCS B XPOHOMOFNYECKONW NOCAefoBaTENbHOCTU. AOKYMEHT-OTBET
nomeLyaeTcs 3a AoKyMeHTOM-Npockbon (3anpocom). MNpy BO30BHOBAEHNN NEPENNCKN 1O
onpefeneHHoMy BOMpoCy, HavasLUencs B npeasiaywiem rogy, AOKYMEHThl BKMo4aoTCs
B A€NO TEKyLlero roga ¢ ykasaHuem nHgexca gena npedeigyliero roga.

8.20. Qna obecnieyeHnss COXpaHHOCTKU, y4eTa [OOKYMEHTOB cneuwanucramu
aAMUHVCTPALUWN ¥ opraHn3auvv OCTyna K HUM NpoBOAMTCS KoMNreke paboT:

cosfaHue onTuManbHbIX YCNOBUN XpaHEHNSA JOKYMEHTOB 1 Aen;

pas3meLyeHue aern;

npoBepKa HaNM4YMst N COCTOSHNSA NOKYMEHTOB N OEN;

cobnopeHne nopsiaka Bblaayn aen.

8.21. lena pasmeuiatot B pabounx kKOMHaTax unn cneynansHo oTBeAeHHbIX ANS
3TOV uernu nomelleHnsax B Wkadax, Ha cTennaxax, Ytobbi obecneynTts Ux COXpaHHOCTb
N 3aWnTy OT BO3AENCTBUSA BpeaHbIX hakTopOoB.

Hena onsa ux ydeta n BObICTPOro novcka AOMKHbI pacnonaraTtbCs BepTUKansHo,
KopeLKamy Hapy>y 1 B COOTBETCTBMU C HOMeHkNaTypon aen. Ha kopewkax obnoxek
AEen yKasbIBAKTCA WMHAEKChI MO HOMeHknaTtype Aen, npu HeoBxogumocTn Homep Toma
fena, [aty gena. HomeHknaTtypa Aen Wiy BbiN1CKa U3 Hee nomeLlaeTcs Ha BHYTPEHHeN
cTopoHe tukada.

8.22. lNpoBepky HaNU4nsa N COCTOAHUSA JOKYMERTOB W e B LensiX yCTaHOBAEHUS
aKTUYECKOro Hanuuus aen AOMKHbI NPOBOAUTLCA cneumnansHO-CO3AaHHoN KoMnuccuen
agMUHUCTPaUNN B CRyYasx:

nepen nepenavyel AOKYMEHTOB B apxuB agMUHUCTPaLNY;

npw nepemMeLeHnn gen;,

npu CMeHe cneynanucTos agMUHUCTpauuy;

ApyY peopraHnsaunn v nuksuiauum agMmHucTpauuu.

Mposepka Hanuyus NPOBOAUTCA NYTEM CBEPKWM CTaTell HOMEHKNaTypbl Aen C
onucaHvem gen Ha obnoxke, a dU3NYECKOE COCTOSHWE Aen onpefenaeTca nyteMm ux
BU3yanbHOro npocmMoTpa. Bce obHapyXeHHbIe HeAOoCTaTKW OOMKHL! hUKCUpoBaTsLCA B
aKkTe NPOBEPKN Hanuyua v CoOCTOsIHUS aen.

8.23. B cny4ae BbISIBfIEHUST OTCYTCTBUSA Aer, YACTAWMXCS No HoMeHknaType fen,
cneynanucTaMmy agMuHNCTpaUmMm NPUHUMAaKTCs Mepbi Mo UX po3biCky. Ecnn poseick gen
He paeT pesynbTaTa, COCTaBNseTCsl CnpaBka O NpUYMHaxX WX OTCYTCTBUSA, KOTOpas
noaAnNuchLIBaeTCa CneynanucToMm agMMHUCTpauun, OTBETCTBEHHbIM 3a HanpasneHwe
paboTsl, ¥ NpeacrtasngaeTca [nase agMUHUCTpaLnu.

®akT yTpaTthl Aena (fen) ukcupyeTca B akTe, COCTaBnseMoM chneymansHo-
CO3aHHON KOMUCCUER agMUHUCTpaUMK, B TpeX SK3EMAsdpax: no ogHoMy aK3eMnnsapy
aKTa XpaHwuTCs Yy rMaBHOro cneunannucTa n cneynanncta agMuHUCTpaummn; sk3emnnap
akTa NPeAcTaBnseTcs B apxuB aAMUHUCTpauuK npu nepefade Oen Ha apxuBHoe
XpaHeHue.

8.24. JkcnepTu3a  UEHHOCTM  AOKYMEHTOB  NPOBOAMTCA HA  OCHOBE
3aKOHOAATENBHbBIX U WHbIX HOPMATUBHbLIX NPaBOBbIX akTOB Poccuickon ®Pepepauyuu,
WpkyTckon obnactun ycTaHaenueaowmux TpeboBaHns K cpokam XpaHeHna JOKYMEHTOB,
TUNOBBIX NEPEYHEN JOKYMEHTOB C YKa3aHneM CPOKOB 1X XpaHeHus:

nNpY COCTaBNEHUN HOMEHKATYPbl 4EN;
Npw NOAroTOBKE Aen K Nepegaye B apxus agMUHUCTpauuy;
B apxuBe aaMunHUCTpaunu.

8.25. [Ons opranunsaumy n npoBefdeHnss paboTbl MO aKCnepTnse LEeHHOCTH
AOKYMEHTOB B aAMWHUCTpauuu nocTaHoBNeHueMm [ naBbl agMuHuUCTpayun cosgaercs
skcrnepTHag komuceus (ganee - 9K).

3apauu, dyHKUMW, npasa, oprannsauns pabdoter DK onpenensoTcs nonoXeHvem
O HeW, koTopoe pa3pabaTbiBaeTCsl HA OCHOBaHUU MPUMEPHOTo NONoXeHus ob
OKCNEPTHOM KOMUGCUM  OpraHusaunn, yTBepO8HHbIM npukasom degepanbHOro



apxuvsHoro areHTcTsa oT 11.04.2018 roga Ne 43.

8.26. OcHOBHbIMU PyHKUMAMYU 3K ABNAOTCS!

opraHusauuns exxerogHoro otbopa gen Ans XpaHeHus n YHUYTOXEHNS;

paccMOTpeHME 1 corfacoBaHne NPoekTa HOMEHKNAaTYpPbl Aen agMurucTpauuu,
OnMMCen Aen NOCTOAHHOIO U BpeMeHHbIX (¢Bblwe 10 neT) CPOKOB XpPaHeHUs, B TOM YuUcne
no NUYHOMY COCTaBY, aKTOB O BbIAENEHUU K YHUHTOXEHWIO fAen, He noAanexalyux
XpaHEHWIO;

y4acTue B NOArOTOBKE 1 PACCMOTPEHUM NPOEKTOB HOPMATUBHLIX N METOANHECKNX
AOKYMEHTOB No BonpocaM paboThl ¢ AOKYMeHTaMu B agMUHUCTpaumn.

8.27. Oxcrieptusa UEHHOCTM [OOKYMEHTOB ocyuiecTBnsercs exerogHo ¢ 3K
aagMUHUCTpauun.

8.28. lNpwn nposeaeHUM 3KCNEPTU3bI LEHHOCTU AOKYMEHTOB NPY NOATOTOBKe Aen K
nepefade B apxue agMMHUCTPaUMn OCyLUeCTBNAETCS:

OTOOP AOKYMEHTOB NOCTORHHOIO 1 BpEMeEHHbIX (CBble 10 neT) CpoKoB XpaHeHus
Ans nepejaqun B apxms agMUHUCTpaLuu;

oTOOP AOKYMEHTOB BPEMEHHBLIX (80 10 NeT BKMOYNTENBHO) CPOKOB XPaHEHUS 1 C
nometkamu "o w™MuHOBaHuA HapobHoctn"', "[o 3ameHbl HOBbIMW', noanexawnx
AanbHenLLeMy XpaHenuo y CrneumanuctoB aaMuHucTpaumun;

BblAENeHne K YHUHTOXEHWIO Aen 3a NpeAblayLne roabl, CPOKW XpaHEHNUS KOTOPbIX,
NCTEKNN.

OpHoBpeMeHHO npoBepseTcs KayecTBO M NONHOTA  HOMEHKMaTtypbl  Aen
aaMUHUCTpaUMn, NPaBUNbHOCTL ONpPefeneHns CPOKOB XpaneHus aen.

8.29. [Jena noctosiHHOro n BpemMeHHbIX (CBbitte 10 neT) CpOKOB XpaHeHus
noanexat NOSIMCTHOMY MNPOCMOTPY ANS BblAENeHUs K3 UX CcocTaBa [OKYMEHTOB
BpemeHHbIX (40 10 neT) cpoKoB XpaHEeHUs.

[dena c otmetkon "IMK" nogsepratoTcss NOAUCTHOMY NPOCMOTPY B Lensx
ONpPeAeneHna N BbifeneHns 13 nx coctasa AOKYMEHTOB, nognexalynx noCToOAHHOMY
XpaHEHUIo.

8.30. Tlo pesynbTaTtaMm 3KCNEepTU3bl UEHHOCTW [OKYMEHTOB B aAMWHUCTPaLun
npoBoAUTCS ObopMMeHue Aen, ¥ COCTaBMRTCA ONnCK Aen NOCTOAHHOTO XpaHeHWs,
BPEMEHHbLIX (CBbille 10 neT) CpoKoB XPaHEHUS W NO NMUYHOMY COCTaBy, a Takxe aKTbl O
BbIAENEHNM K YHUHTOXEHWIO AEN, He NOANEXAaWMNX XPEHEHWIO.

Onncn  Oen nocTOSHHOro XpaHeHUs, BpeMeHHbIX (cebitte 10 net) cpokos
XpaHeHust 1 NO NIUYHOMY COCTaBy, a TakKe aKTbl O BblAENEHUN K YHUHTOXEHWIO Aen, He
noanexawmnx XxpaHeHuno, paccMaTpuBaroTcs Ha 3acegannn K agMuHucTpaumu.

8.31. [ena, obpasoBaBlunecs B OeATENLHOCTV afMUHUCTpaUmn 1 noanexalwive
XpaHeHWto, NPOXOASAT MOMHOE unu YyactudHoe odopmnenuve. MonHoMy 0OPMIEHUIO
nognexar aena BpeMeHHbiX (ceblile 10 neT) CpokoB XxpaHeHua n MOCTOSHHOTO
xpaHeHus. [lena BpemeHHbIX (4o 10 neT) CpoOKOB XpaHeHus noanexart 4acTUHHOMY
O0HOPMIEHNIO.

Odopmnenne pgen npoeoauTCcs B OTAeNnax agMuHucTpauuym no  MecTy
dhopmMupoBaHNS JOKYMEHTOB B AeNe.

8.32. [NonHoe oopmneHne aena Ha ByMaXKHOM HOCUTENE BKMOYaeT:

ohopmMmneHne peksnsanTos obnoxkn gena no popme;

HyMepauuio NMMcToB B Aere;

cocTaBneHnvne nucTa-3aBepnTens Aena,

cocTasneHue B HeobXoauMbIX CydHasx BHyTPEHHEN onucK AOKYMEHTOB Aena;

NOALWMBKY U NepenneT Aena,

BHECEHNE HEODXOAMMBLIX YTOYHEHUN B PEKBU3UTHI ODNOXKKM Aena (yToYHeHue
HasBaHusa opraHnsaunn, uHAexkca Aena, KpanHux Aat Aena, 3arosloBka gena).

Jiuct-3aBeputens aena, BHYTPEHHAS onMch AOKYMEHTOB fena v obnoxka Aena
COCTaBMAOTCA No hopmMam, ycTaHoBneHHbiM MNpasunaMm xpaHeHus.



8.33. [Hena BpewmeHHbix (00 10 neT BKIYUTENbHO) CPOKOB XpaHeHus,
noanexaliue 4acTUyHOMy ODOPMAEHWIO, AONYCKAETCA XPaHWTh B nankax, B KOTOPbIX
Aena XpaHunuch B AeNONPOU3BOACTBE, NepecucTeMaTtusauyns JOKYMEHTOB B [efne He
NpoBOAUTCS, SINCTHl Aefna He HYMEPYIOTCA, NNCTbI-3aBepuTeny aena He CoCcTaBnstoTes.
Ha obrnioxke aena B COOTBETCTBMM C HOMEHKNATYPOW AN OpraHuM3auun 3anofHA0TCS
PEKBU3NTBI. HavMeHoBaHWe opraHusauvu, HarmeHoBaHWe nofpasfeneHus, uHaexc
Aena, 3aronosok Aena, CPoK XpaHeHns OOKYMEHTOB.

8.34. Ha obnoxke pen BpemeHHbix (cBbilue 10 neT) CpoKoB XpaHeHus u no
NMYHOMY COCTaBY YKa3biBAOTCA:

HanmMeHOBaHWe  BbILWECTOAWER  opranusauum  (oprarusauun-ydpeauTens);
HauMeHoBaHWE OpraHn3aumn - WUCTOUHMKA KOMMNMEKTOBAHWA rocyaapCTBEHHOTO
(MyHULMNansLHOro) apxvBa,;

HanumMeHoBaHue oprarusaunu;

NHAOEKC Aena no HOMeHknaType fert,

HOMeEp Toma (4acTu);

3aronoBok Agena (Toma, vYactw);

KpanHue natbl gena (toma, 4acTtu),

KONMU4ecTBO NUCTOB B Aene;

CPOK XpaHeHus aena;

apxXuBHbIN WNdp oena.

Ha obnoxkax fnen nocCTOAHHOro xpaHeHus Haj HanMeHOBaHWeM opranusauuu
yKa3blBAaeTC  HauMeHOoBaHue  rocyaapCTBEHHOro  (MyHUUMNAnNbHOFO)  apxuea,
NCTOYHUKOM KOMMAEKTOBAHUSA KOTOPOTO BbICTYNAET OpraHu3aums.

8.35. lNpu ohopmrneHnn obnoxku gena:

HanMeHoBaHWe BblLLUECTORALLER opraHusauny (opraHusauuu-ydpeagutens), npy ee
Hanuuuu, ykKasbiBaeTcs MOMHOCTBIO B UMEHUTENbHOM nagexe, nog MOMHbIM
HavMeHoBaHMeM B ckoOKax yKasbiBaeTcs oduuManbHoe MNpUHATOE COoKpalleHHoe
HanMeHoBaHue (Npu ero Hanudum),

HauMeHOBaHWEe OpraHu3auun ykasbiBaeTCs MOMHOCTbIO, B  UMEHUTENBHOM
najgexe, ¢ ykasaHmem oguumansHo NpUHATOTO COKpaLLeHHOro HauMeHoBaHus (Npu ero
Hanu4yuy), KOTOPOE yKasbiBaeTca B CKOOKax Nocne NofHoro HauMeHOBaHUS;

MHAEKC [Jdena npoCcTaBnsaeTCcA B COOTBETCTBUM C  HOMEHKNATYpPOW Aen
opraHusaunu,

3arofioBOK ena MepeHOCUTCS 3 HOMEeHKNnaTypbl [gen  opraHusauun (B
HeOoBX0ANMbIX CIy4YaaX B 3aronoBOK BHOCATCH YTOYHEHUS);

AaTbi gena (roa(bl) 3aBeieHnsa 1 OKOHYaHUA Aena B AeN0oNpOV3BOACTBE).

MNpn u3aMeHeHu HanmeHOBaHWS Oopranusauvu Ny NoApasfjeneHus B TedeHune
nepuoga, oxBaTbiBAEMOro [HOOKYMEHTamMu Aena, wunu npu nepepade gena B gpyroe
noApasgenenve Ha obnoXxke gena nog NpexHUM HauMeHOBaHUEM yKasbiBaeTCs HOBOE
HauMeHOBaHWe opraHusauum (NoapasfeneHvs), a npexHee HauMeHoBaHue
3akn4aeTcst B CkobKu.

WHaeke gena v 3aronoBOK Aiena nepeHocaTcsa Ha 0bnoxKy 3 HOMeHKNaTypb! gern.
Ecriv Aeno CcocTOMT U3 HECKONbKUX 4YacTell, Ha OBnOXKYy KakAoro Toma (4acTtw)
BbIHOCUTCS OBLWIWIA 3aroNoBOK Aena 1 3aroNoBOoK Kaxaou 4acTh (Npu ero Hanuyumn).

Haton gen, codepXalwux pacrnopaauTencHylo LOKYMEHTauuto, a Takke fen,
COCTOSALLIMX U3 HECKONBKNX TOMOB (HacTein), ABNAITCA KpaHue AaTthl JOKYMEHTOB Aena,
TO €CTb Aarthl (YMCno, Mecsay, roa) perucrpauun (CoCTaBneHWst) CamoOro paHHero U
CaMoro no3gHero AoOKyMEHTOB, BKIIOYEHHbIX B Aeno. MNpn 3Tom AeHb Mmecaua (4Ba 3Haka)
W rog (4eTbipe 3Haka) obo3HavatoTes apabckumu Lncpamm, HaspaHue mecsiua nuueTcs
cnosom. Ecnu B eno BKIIOMEHbI JOKYMEHTbI, AaTb! KOTOPbIX BbIXOAAT 3a KpalHue Aathbl
Aena, To noa gatamu fena, C HOBOW CTPOKM genaeTtcda 3anuck. "B gene umeroTcd
AOKYMEHTbI 3a ... rog(en)". [atel gena MOryT He ykasblBaTbCsl Ha 0Onoxke Aen,



cofdeprkallinx, Hanpumep, rodoBble MAaHbl U OTYETLl, TakK KAk OHWU OTpaKalTCs B
3aronoskax gersl.

‘JaTtamu gena, coaepatlliero NpoTOKOMNb! 3acefaHni, ABNATCA AaTbl NEPBOro U
nocnefHero npoTokona.

KpaiHnmu gatamy NUYHOTo Aena SBNAoTC AaThi NOANMCAHNS NpUKasa o NpuemMe
(Mpy HanU4KM TPYAOBOrO AOroBOpa - AaTa 3aKmyeHns TPYA0BOro 40roBopa) U npukasa
06 yBOMbHEHUU fKLIA, HA KOTOpPOEe OHO 3aBedeHo. B cniyyae cmepTu nvua, Ha KoTopoe
3aBeieHo Aeno, KOHeYHOW JaTol ABnAeTCs AaTta AOKYMEeHTa, M3BeLlarwero o ero
KOHYUHe.

Peksuaut "cpok XxpaHeHus pena’ nepeHocuTCcs Ha obnoxky gena w3
HOMEHKNaTypb!l A€M MocCne CBEPKU €ro CO CPOKOM XPaHEHUs, YKasaHHbIM B NepevHe
TUMOBbLIX JOKYMEHTOB UNU B BELOMCTBEHHOM NepeYHe AOKYMEHTOB, C YKkazaHnem CpoKoB
XpaHeHus.

Ha penax nocToSHHOrO XpaHeHua NuLeTes: "XpaHuTb NOCTOAHHO".

8.36. Mo okoH4aHuKM roga B Haanvcy Ha obnoxkax Aen NOCTOAHHOTO Y BpeMEHHbIX
(cebllwe 10 NeT) CPOKOB XPaHEHNS BHOCATCH YTOYHEHUA: NMPY HECOOTBETCTBUU 3aronoska
LEN Ha obnoxKke coaepaHuio NOAWMWTLIX OOKYMEHTOB B 3arofloBOK Aefia BHOCSTCH
N3MEHEHUA U AONOMHEHUS.

HanmeHoBaHug opranvsauvn v nogpaspeneHns, rof u Homep gena moryT
NPOCTaBNATLCA HA OBMOKKE C NOMOLWBIO WTaMna.

8.37. B uenax ofbechneyeHUss COXpPaAHHOCTM W 3akpenneHus nopsaka
pacnonoXeHns AOKYMEHTOB, BKMNIOYEHHbIX B Aeno, BCe ero uCTbl, KpoMe nucra
3aBepuTeENns W BHYTPEHHEW OnuMcKU, HyMmepyrTca apabckumun umudpamu Banosown
Hymepauveu. JIMCTbl HymMepyloTcs rpaduTtoBbiM KapaHAawoM Wnn HymepaTopom
(ynotpebneHne YepHun W UBETHbIX Kapanpawew ans Hymepaumm JnucToB He
LOMyCKaeTcs) CBEPXY BHU3, UMdpbl NPOCTaBASIOTCS B NPaBOM BEPXHEM YIy NUCTA, HE
3afeBasi TeKcTa AOoKyMeHTa. JTUCTbl BHYTPEHHER ONUCH HYMEPYHTCH OTAENMBHO.

NivcTbl gen, cOCTOALMX M3 HECKOMbKWX TOMOB WAW YacTen, HYMepyrTcs no
KaXXOOMYy TOMY UMW YacTu OTAENBHO.

[okymeHTbl ¢ coOBCTBEHHOM HYMepalmen NMCToB HYMepYyTes B obLemM ropsagxe.

Jlnet nrboro hopmaTa, NOAWUTLIN 3a OAWH Kpal, HyMepyeTCsa Kak OAUH NUCT B
npasoM BepxHem yrny. CRoXeHHbI NUCT pa3BopadvneaeTcs U HymepyeTcs B NpaBoMm
BEPXHEM yrny. JINCT, CNOXeHHbIN 1 NoAWNTLIN 3a cepeauHy, NOANEXUT nepelmvske u
HYMepyeTca Kak oguH nncT.

Ecnv B geno noawuvTt KOHBEPT C BAOXEHWEM, cHadana HyMmepyeTcs KOHBEpT, a
3aTeM ovepeaHbIM NoPSAKOBLIM HOMEPOM Kaxaoe BMOXEHNE B KOHBEPTE.

Ecnv B Hymepauun nuctos gonylleHo bonee 10 owmbok, BCce Aeno HymepyeTcs
3aHoBO. [lpn 3TOM CTapbie HOMEpa 3a4epkUBatoTCH, U PSAOM CTABUTCH HOBbLIN HOMEP
nucra.

Mpn  Hanuuuu  oTAENbHbIX owMboK B HymMepauuun nUCTOB AONyCKaeTCs
ynotpebneHune nutepHsix (C OyKBEHHBIMU OOMOAHEHUAMWU) HOMEPOB fINCTOB.

8.38. lMocne 3aBeplueHns HymMepauum NUCTOB COCTaBASETCS NUCT-3aBepuTens
gena, Kotopbii pacnonaraetcs B koHue gena. B nucrte-saseputene uvdpamun u
NPOMKMCHIO YKa3biBaOTCA KOMUYECTBO NMUCTOB B AAHHOM Aene, 0COBeHHOCTN OTAENbHbIX
AOKYMEHTOB (HEeACHbLIV TEKCT, paspbiBbl, CKNENKN).

Jincr-3aBeputens fgena NOANUCHIBAETCH €ro0 COCTaBUTENEM C  ykasaHuem
AOMKHOCTU, MHULMANOB 1 hamunnn, gaTthl COCTaBNEHNS.

Konunyecteo nuctoB B Jdefe, YyKkasaHHoe B NUcTe-3aBeputene Aaena,
npocTapnsieTca Ha obnoxke aena.

Ecnu geno nepenneteHo u nogumTo 6e3 nucta-saBeputens, TO COCTaBNEHHbIA
nucT-3aBepuTeNb NOAKNENBaeTCs K BHYTPEHHEN CTOpoHe 3aaHen 0bnoxkn gena.

8.39. [Ona ydyera [AOKYMEHTOB ONpPeAeNneHHbIX KaTeropwuii MnoCTOSHHOrO u



BpeMeHHoro (cebite 10 NeT) CPOKOB XPaHeHWs, y4eT KOTOPbIX Bbi3BaH cneuudukon
DOKYMEHTaUWu, BKIHOMEHHON B OEri0, COCTaBMAETCH BHYTPEHHSAS ONUCh JOKYMEHTOB
Aena, nomellaemas B ero Ha4ano.

'BHYyTpeHHss onuch BKNOYaETCs B AeNa, UMetoLne 0coByto 3HaYUMOCTb, a Takke
B fena, cbopMMpoBaHHbIiE NO BMAAM LOKYMEHTOB, 3arofioBKW KOTOPLIX HE pacKpbiBaloT
KOHKPETHOIO CoAep XaHusi [OKYMEHTOB.

BHYTPEHHSAS ONUCb OOKYMEHTOB Aefna COCTaBNseTCs Takke Ha oDbeMHble aena
NOCTOAHKOIO ¥ BPEMEHHbIX (CBbILE 10 NeT) CPOKOB XpaHeHus B Lenax ydeta u boicTporo
HaXOXAeHNA JOKYMEHTOB B ene.

B KOHUe BHYTPEHHEN onucy ykasbiBaeTCa umdpamu v nponuchio KOMM4ecTBO
BKMOYEHHBIX B HEE AOKYMEHTOB W KOMMMYECTBO NUCTOB BHYTPEHHEN OMNMUCHK.

BHYTpEeHHAS onucb LOKYMEHTOB Aefna noAnuchiBaeTcs cocTaBuTenem C
yKa3aHuem JOMKHOCTY, MHULManos v hamunmy, aaThi COCTaBNEHUS.

Ecnn geno nepenneteHo 1 noawmto 6e3 BHYTPEHHEN OnNucK, TO COCTaBMeHHas
BHYTPEHHSISE ONMUCL NOAKNEVNBAETCS K BHYTPEHHEN CTOPOHE NULieBoi obnoxky agena.

8.40. [JokyMeHTbI MOCTOAHHOTO, BPEMEHHbIX (CBblwe 10 neT) cpokos XpaHeHns
no NUYHOMY COCTaBy, COCTaBRswWMe Aeno, NoMellalTca B TBepable 0Bnoxkn w3
KapToHa, NOAWMBAITCS B YETbipe NPoKona unv NepensieTarTcs ¢ y4eTOM BO3MOXHOCTU
CBODOAHOrO YTEHUA TEKCTA BCEX AOKYMEHTOB, AaT, BU3 1 pe3oniounin Ha Hux. Pesoniounn
PYKOBOACTBA, COCTABNEHHbIE HA OTAEMbHLIX NUCTAX, NOMELaTCs nepen JOKYMEHTOM.
Mpu nofroToBKke Aen K nodwwveke (NepenneTty) npoBepseTcs NpaBuiibHOCTh UX
hopmupoBarns, ohopMaeHns, BCE NNACTUKOBbIE N MeTaNMNYECKue KpenneHus, a Takxe
TepMonepensieThl U3 JOKYMEHTOB y4ansatTCs.

[ena NOCTORHHOTO XpaHeHus, cocTosiume 13 ocobo UeHHbIX Unn HedopMaTHbiX
LOKYMEHTOB, MOTYT NPUHUMATBCS Ha XpPaHEHWe B 3aKpbiThiX TBEPAbIX Mankax ¢ Tpems
KnanaHamMu v C 3aBsiskaMu Wnu B kopobkax.

8.41. Onucu pf[en cocTasBnsloTcd B afgMUHUCTpaUMW Mo  MeToguYecKum
PYKOBOACTBOM rMasHOro cneuunanucTa.

Onuecn gen cocraensaTcs OTAENbHO HAa Aena NOCTOAHHOIO XpaHeHws, gena
BpeMeHrHbiX (cBbite 10 neT) CpOKOoB XpaHeHUs.

Onucu gen coctaensaoTes no bopMmam, yCTaHoBMEHHbLIM [pasunamu xpaHeHus.

Mo onucsm gen AOKYMEHTb! NePefaloTCs B apxvs agMUHUCTRaUUN.

Ha gena sBpeMeHHbIX CPOKOB xpaHenus (go 10 neT BKMoYMTENbHO) onucu He
COCTaBNATCS, 1 B apXvB Takue Aerna He nepenarTes.

8.42. Onucy pen NpeacTaBnsanTcs B apxvs aaMUHUCTPaUNN HE paHee, Yem Yepes
OAvH TOf, ¥ He Tno3gHee, 4YeM 4epe3 [ABa rofga nocne 3aBeplueHVs gen B
Aenonpov3BoACTRE.

8.43. OtoenbHas onuck npeactasnseT cobor nepeyeHs onmMcaTenbHbIX cTatein ¢
CaMOoCTOATENBHON NOPAAKOBON Hymepauuen, Kaxaaa U3 KOTopbIX OOMKHA BKNOYaTb
cnepyrowmne CBeaeHs:

NOPSAKOBLIN HOMED Aena no onucy;

UHAEKC fena;

3aronoBoK gena,

KpawHue gatbl gena;

KONMU4YEeCTBO NNCTOB B Aene;

CpOK XpaHeHus gena;

npUMeYaHus.

8.44. lNpu cocTaBneruu onucu gen cobngatotcs cnegyrowme Tpebosanuna:

3aronoBKM fen BHOCATCA B ONWUCb B COOTBETCTBUM C MPUHATON Cxemom
cucTemaTsaumu Oen, 3akpenneHHon B HOMeRKnaType gen;

Kaxpoe feno BHOCUTCH B ONUCH NMOA CaMOCTOSTENbHBIM MopAAKOBbLIM HOMEPOM
(ecnv [Eeno COCTOUT M3 HECKONbKUX TOMOB WK YacTel, TO KaxAbi TOM WA 4acTb



BHOCATCA B ONUCH MO CaMOCTOATENbHBIM HOMEPOM),

nopsiAoK Hymepauumn aen 8 onnucy - Banosbin,

rpadbl ONUCK 3anNONHAIOTCA B COOTBETCTBUW C TEMWU CBefeHUsMU, KoTopble
BbiHECEHbL] HA ODNOXKY Aena;

npv BHECEHWW B OMUCb NOAPSA AeN (TOMOB, YacTewn) C OANHAKOBbIMY 3aronoBKamm
3arofioBKK BCex Aes (TOMOB, YacTei) MULLYTCA NONHOCTLIO;

rpadha onucu "lMpumedanms” ucnons3yeTca Anss OTMETOK O npueme jen,
OCODEHHOCTAX UX (DU3NYECKOro COCTOSHWS, O nepefade Aen APYruM CTPYKTYPHbIM
nofpasfeneHneM CO CChISIKOW Ha aKT, O Hanmmuyunuu Konui.

8.45. [Mepes BHeceHuwem 3arofioBkOB AN B ONUCh TMPOBEPSIOTCH Ka4eCTBO
dhopmupoBaHus 1 opoOpMNEHNs AN, COOTBETCTBME KOMMYEeCTBa Aen, BHOCUMbIX B
ONUCb, KONUYECTBY 3aBEAEHHbIX AEN NO HOMEHKNaType aen agMuHncTpayuu.

B koHue onucu Bcrnen 3a nocrefHen onucaTenbHOW cTaThel 3anonHseTcs
NTOroBas 3anuch, B KOTOPON yKasbiBatoTCsa (Uudpamu 1 Nponucbio) KOUYEeCTBO Aden,
YUCNALMXCA NO OnucW, NepBbI ¥ NocheaHui HoMepa gAen Mo onucu, a Takxe
orogapuBaloTCs OCODEHHOCTM HymMepauuu nen B8 Onucu (fUTEePHble Homepa U
nponyLlieHHbie HoMepa).

8.46. [lopafok nNpuUCBOEHUS HOMEPOB ONUCAM Aefl ycTaHaBnmeBaeTca Mo
COrfliacoBaHUIO C apxXMBOM agMUHUCTPaLNN.

8.47. Onucy gen nognucbiBaoTca [NaBon agMuHUCTpaunn, CornacoBbiBaOTCA C
JKCNEPTHON KOMUCCUEN aAMURUCTpaUUN,

8.48. Onucu gen cocTaBnsaTCS B ABYX 3K3eMnnapax Ha ByMaHOM Hocutene,
OOWH U3 KOTOPbLIX NepefaeTcs BMecTe C AenaMu B apxvus agmMuHucTpauuu, a BTOpon
OCTaeTCHA B Ka4eCTBE KOHTPOMBLHOIO aK3eMNIsipa y cneunanmicToB aaMUHUCTpaL{un.

8.49. [lena nepenatoTcs Ha XPaHEHNE B apxXuB agMuHucTpauny B COOTBETCTBUN C
rpachukoM nepenayvn LOKYMEHTOB, YTBEPXAEHHbIM [(naBon agmMuHnCTpaLmn.

8.50. [dena nocTosHHOTO © BpeMeHHbiX (CBbilue 10 NeT) CpoKOB XpaHeHus,
OOKYMEHTb! N0 NUYHOMY COCTaBy NepeaarnTcs B apxvue agMUHUCTpaUUN He paHee, Yem
yepes rofi, ¥ He TMO34HEe, YeM 4Yepes [aBa roja Mnocne 3aBepileHus ux B
AenonponssoacTsee.

8.51. lepegaya nen 8 apxvuB agMUHUCTPaLUKU NPOU3BOAUTCS NO ONUCAM Aen
crneynanucTaMmy agMuHucTpaumu.

8.52. TnaBHbIi cneynanuct npoBepaeT NpPaBUNbLHOCTL OOPMAEHUS WU
dopmuposaHus  fen, nNpaBUAbHOCTb COCTaBMEHUs ONUCeN g[en, COOTBETCTBUE
KOnM4ecTBa fen, BKMIOYEHHbIX B ONUCh, KOMWYECTBY Aen, CPOopMMPOBaHHBLIX B
COOTBETCTBUY C HOMEHKNATYPOW aen.

BbisBneHHbie npy npoBepke HepocTatky B hpopMUpOBaHun 1 odopMnierun aen
cneunanueTbl agMuHucTpauumn obsi3anbl YCTPaHUTb B AByXHeAENbHbBIN CPOK.

8.53. llpuem kaxporo fJdena B apxvB agMuHUCTpauun npousBOAUTCA B
NPUCYTCTBUK cneunanucTa agMuHucTpauuu, nepegarwiiero gena 8 apxus. [py 3ToM Ha
oboux sKk3eMnagpax onucy NPOTUB KaxXZOoro Aefia, BKIOYEHHOrO B Hee, Aenaetcs
OTMETKa O Hanuuuu gena. B KoHue kaxaoro sk3eMnnapa onucu B UTOrOBOW 3anucu
yKka3sbiBaeTcs undpamin U NPOMUCLID KOMUYECTBO (hakTUYECKN NPUHATHLIX B apxuB 4en,
HOMepa OTCYTCTBYOLWUX Aen, AaTta npuema-nepegaqu en, a takke NoAnncu rnasHoro
cneyvanucta u nuua, nepeaasLUero gena.

8.54. B cny4ae nukBnaaumm unv peoprasmsaumm agMUHNCTpaymy OTBETCTBEHHOE
OOMKHOCTHOE NULO B Nepuoa NpoBefeHns MNKBUAAUMOHHBIX MEPONPNATUR chopMmupyeT
BCe uMetlolnecas AOKYMEHTbl B fAena, odopMnseT defla v nepefaeT uUx B apxuB
anpMUHUCTPaLUn, HE3aBUCUMO OT CPOKOB XpaHeHns. lNepegaya aen ocyLwecTBAsSieTes No
onuncam oen v HoMeHknaType aen.

8.55. Ha gena c vicTeklwumMn cpokaMmn XpaHeHus cneuvanicTaMmu agMmAvcTpauinm
COCTaBAOTCA NPEanoXeHNs K akTy O BblOENERAUN K YHUUTOXEHUIO AOKYMEHTOB, He



noanexawux xpaseHuto (no opme, ycraHosneHHon MNpasunamu xpaHeHus).

Ha ocHoBe npeanoXeHun cneuynanucToB agMWHUCTPaLMKU COCTaBMSIETCS akT o
BbIAENEHUMN K YHUHTOXEHNIO LOKYMEHTOB, HE NoAneXallnx XxpaHeHuro, No Tom xe dhopme.
3aronosky OAHOPOAHbLIX AEM, OTOBPAHHBLIX K YHUHTOXEHWUIO, BHOCATCA B akT nog obmm
3arofloBKOM C yKasaHUeM KOMu4ecTBa Aen, OTHEeCEHHbIX K JaHHORK rpynne.

8.56. [lena BKMOMAKTCA B aKkT O BblAENEHUU K YHUYTOXEHUIO OOKYMEHTOB, HE
NoANeXalunx XpaHeHWio, €Cnu NpeaycMOTPEHHbLIN ANA HUX CPOK XPaHeHWS WCTeK K 1
AHBaps roda, B KOTOPOM cOCTaBneH akT. Hanpumep, 3akoH4eHHble B 2017 rogy Agena ¢
3-NeTHUM CPOKOM XpaHeHUs, MOryT ObITb BKITHOYEHbI B aKT, KOTOPbLIN ByeT COCTaBNeH He
panee 1 ansaps 2021 ropa.

8.57. Hena c otmetkon "ONK" nognexar nonucTHOMY MPOCMOTPY B UENSX
BbIABNEHUA JOKYMEHTOB, NoANeXatlnx NoCTOAHHOMY XpaHerHnio. BhiaBneHHble B Takux
Aenax [OKYMEHTbl MOCTOAHHOTO XpaHeHusi BbIAENSKTCA U NPUCOSAUHATCA K
OAHOPOAHLIM Aenam nnn POPMUPYIOTCH B CAMOCTOATENBHbIE Aena.

OcrtanbHble AoKyMeHTbl Aena ¢ oTMmeTkon "OMK" Bkno4arTCca B akT, Npu SToMm
otmeTka "OMK" B akTe He ykasbiBaeTcs.

8.58. AKT O BbIAENEHUN K YHUYTOXEHWIO JOKYMEHTOB, HE NOANEXALMUX XPaHEHUIO,
npeacTaBnaeTcsa Ha paccMoTpeHne n cornacosaHde 3K ogHOBPEMEHHO ¢ onucamMu aen
MOCTOAHHOIO XPaHeHUs ¥ No NMMYHOMY CocTasy.

8.59. AKT 0 BblAENEHUN K YHUHTOXEHWUIO JOKYMEHTOB, HE NOANEXAUMX XPAHEHWIO,
yTeepxgaetca [nasowt agMuAuCTpauun Wnu WHLIM  AOMKHOCTHLIM NULOM nocne
yteepxaeHus ONK apxusHoro areHtcrBa Wpkytckoi obnactu, B COOTBETCTBUK C
npeaocTasneHHbIMU €My  TMOMHOMOYUAMU ONUCEN [fen MNOCTOAHHOINO XpaHeHus u
cornacoBaHusa onucen Aen no NUYHoMy cocTasy, nocne Yero gena, BbliaeneHHble no akty
K YHUYTOXEHWUIO, MOTYT ObITb YHUYTOXEHbI.

8.60. [ena yHuYTOXaTCA NyTEM COXOKEHUSA JKCnepTHoW komuccunen. Nocne
YHUMTOXEHNS Jen B HOMeHKnaTtype Jden npoctaBnsalTcs OTMETKU, 3asepsiemMbie
nNOANUCHID apxmnBapuyca, u 4aTou:

"YHuuToXeHo. Cm. akT N oT . Noanuck, nHnumansi, damunnsg'.

8.61. AKTbI O BbIAGNEHUN K YHUYTOXKEHUIO [OOKYMEHTOB, HE NOANEXaLlmnX
XpaHEHWHo, XPaHATCSA NOCTOSHHO B Aene doHAaa.

9. OpraHM3auvm AOCTyna K AOKYMeHTaM U UX NcnNofb30BaHUA

9.1. Boigaua pen, Haxoaswmxcs Ha XpaHeHuu B apxvee agmuHUCTpauuu,
paboTHukaMm aaAMUHUCTPaUMM  Ans  O3HaKoMneHus u  (Mnv) ANR  BPEeMEeHHOro
ncnoneL3oBaHua B paboTe npousBoAUTCA MO 3anpocam, C paspelleHus [nasbl
agMuHucTpaumu.

9.2. Jena, AOKYMEHTbI BbIAAOTCA BO BPEMEHHOe MoMb3oBaHue paboTHukam Ha
CPOK He Bonee o4HOro Mecsaua.

locyaapCTBEHHbLIM  OpraHam  (CyAebHbIM, npaBOOXpaHWTENbLHbLIM, OpraHam
rOCYAapCTBEHHOIO KOHTPONS W HaA3opa) Aena 1 oTAefMbHbIe AOKYMEHTL! BbiAaTCsa Ha
OCHOBaHMN NX MUCLMEHHBIX 3anpOCORB C paspellenns Inasbl agMUHUCTPaUMn Ui NHOro
YyNONMHOMOYEHHOro UM nnua, No akram Ha Cpok He Bonee LecT MecsaLEes.

Mpun HeoBXOAUMOCTU CPOK NUCNOMLIOBAHNS AOKYMEHTOB MOXET ObiTh NpoAsieH.

9.3. B nucbMeHHOM 3anpoce paboTHWKOB O BbiAave MAOKYMEHTOB (4en) BO
BpEMEHHOEe Monb3oBaHWe U3naratTcs NPUYKHBLL, NO KOTOPLIM 3anpalivBaeTca Aeno
(QOKYMEHT) ¥ uenb WCMOoNb3oBaHUA [OKYMEHTOB, HaXOAALWMXCS Ha orepaTUBHOM
XpaHeHnu.

9.4. Ha sbigaHHoe geno 3asoanTes KapTa-3amecTuTeNb, noMellaemas Ha MecTo



BbIAAHHOTO gena. B Hel ykasbiBaloTCa MHAEKC Aena, gata ero Bbigadu, Komy Aeno
Bbl4aHO, AaTa ero BO3BpalleHus, npegycmaTtpusaroTcs rpadbl Ans noanucen B
nornyYyeHumn n npueme gena.

Ha mecTo M3bATOro noanvHHMKa QOKyMeHTa apxusapuyc BKnagbiBaeT B Aeno
nUCT-3aMecTUTeNlb C yKaszaHuem, Korga, KOMy W Ha KakoW CpPOK BblAaH [AOKYMEHT U
noAnUcaMU B MornydeHun v npueme gena. lNpy aToMm B Aeno nomewjaetcs 3aBepeHHas
KOMVs AOKyMeHTa.

MMocne peweHWs Bonpoca, A8 PaccMOTPEHUS KOTOPOro Aena ([OKYMEHTbI)
“3biMannck No 3anpocam rocyAapCTBEHHbIX OPraHoB, NOANVHHUKU AOKYMEHTOB JOMKHbI
ObiTb BO3BpALLEHbI B apXUB aAMUHUCTPaUMY Y NOMELLEHbI B AENO.

9.5. 3aBeaylLUM apxuBOM BefeTcs Y4YeT BbigaHHbIX gen (OOKYMEHTOB) WU
KOHTPONb UX CBOEBPEMEHHOro BO3Bpara.

9.6. PaboTHukn agMmuHuUcTpauum obecneumBaTtbh COXPaHHOCTb MONYYEHHbLIX BO
BpEMEHHOEe NOMNb30BaHNE AOKYMEHTOB (A€Mn) Ha DyMaKHOM HOCUTEene WU UCnonb3oBaTth
NONYyYeHHY WHopMaUn B CRyxebHbIX Lensax B COOTBETCTBUW C TpeboBaHuaMMU
nokarnbHbIX HOPMaTUBHbIX akToB. 3anpeLlaeTcs nepenadya nonyyeHHbX JOKYMEHTOB Unn
NX KOMnin paboTHUKAM APYrux opraHnsaLnm.

9.7. Wsbatne (BbieMka) AOKYMEHTOB, obpasoBaBlmMxcs B AEATENLHOCTU
agMUHUCTpaUny, NPOU3BOAUTCS B COOTBETCTBMW C 3aKOHOAATENLCTBOM Poccuiickon
denepauunu, Npkytckon obnactu.

9.8. ®akT n3bATUA (BbIEMKMK) OOKYMEHTOB UKCMpyeTca B npoTokone (akTte)
N3BATUA (BbIEMKU) [AOKYMEHTOB, KOTOPLIA COCTABMAAETCA HE MEHee 4Yem B [AByX
3K3eMnnapax 1 NoAnUChHIBAeTCH YNOMHOMOYEHHBIMY NPEeACTaBUTENAMW opraHmusaunn v
COOTBETCTBYIOLEro rocyapcTBeHHOro opraHa. K npoTokony (akTy) npunaraeTtcs onvch
(peecTp) U3bATLIX JOKYMEHTOB (Aen).

9.9. MNpu N3BATUN NOANUHHMKOB JOKYMEHTOB B [ef0 nomelulaeTcs 3aBepeHHas
KONNSt AOKyMeHTa, Ha 06opoTe KOTOPOIt yKasbiBaeTcsa OCHOBaHE U3bATUA NOANUHHNKA,
CpOK BO3BpaTa, 4arta n noanuchk paboTHMKA, OTBETCTBEHHOrO 3a hopMUpOBaHUe N/vnu
XpaHerue gena.

9.10. MNoAnNNHHUK OOKYMEHTa, N3bATHLIN U3 AeNa Ha OCHOBE COOTBETCTBYIOLWEro
peLUeHns, NOCAE PacCMOTPEHNS N pelleHnsa BOnpoca, BO3BpaLwaeTca B A4eno, Npn 3Tom
Konus, noMeleHHas B Aef10 BMECTO MOANUHHUKA, U3biIMaeTCs.

10. U3rotoBneHue, yyeT, ucnons3oBaHue U XxpaHeHue
nevyaTteu, WTaMnoB

10.1. Mo ceBoemy 3HA4YeHUIO nevaty W WTamnbl agMUHUCTpaLMN AenaTcs Ha
OCHOBHbIE 1N BCNOMOraTenbHble.

OcHOBHasa nevaTe MMeeT Kpyrnyto hopmMy U HaANUCh «ANa OOKYMEHTOBY.

OTTHCK OCHOBHO# nevyaTh CTaBUTCA Ha AOKYMEHTax ANna YAOCTOBEPEHUR KX
NOANTUHHOCT.

BcnomoraTtensHble neyvaT¥ UMeloT YeThlpeXyrofbHyo dhopmy.

OTTNCK BCOMOraTensHoON neyaTn NpocTaBnaAeTes 4159 3aBEPEHNA CNPABOK, KONWIA
AOKYMEHTOB, BbIMNCOK U3 AOKYMEHTOB, ANA 3aBEepeHNs YYETHbIX LOKYMEHTOB 1 Ap.

10.2. B agMVHUCTpaLumn B COOTBETCTBUN C YcTaBOM afMUHUCTpaLUN YILIAaKoBCKOTO
MYyHULMNANbHOro obpasoBanuns NCNONb3YTCH nevatu c HagnMcsIMn,
XapaxkTepusyrownmMn BUA W Ha3HauyeHWe nevyaTtn: «4nsa OOKYMEHTOB», C MOMHbIM
HanmMeHoBaHWeM opraHusaumn Ha pycckoMm asbike, HH n OMPH (manee - nevats
aagMuHnCTpauun).

10.3. MNMevaTn agMuHKUCTpaunn COOTBETCTBYIOT TpeboBaHWAM 3aKOHOAaTENbLCTRA
P®.

10.4. Nevatn unsrotTaBnMBalOTCA B €AVWHCTBEHHOM dk3emnnape. PeuwleHne 0O



N3rOTOBNEHUN U KONUYECTBE 3K3EMNNAPOB NevaTtu npuHumaeT (nasa agMurucTpaunu,

10.5. OcHoBHas Kpyrnas nedars agMUHUCTpauuu Haxoautcs y [nasel
agMUHUCTPaLNU UK 3aMECTUTENS, NCNonb3yeTca UMK B paboTe 1 XPaHUTCA Y HUX.

10.6. BcnomoratenbHas nedaTtb WUCOONb3YyeTCsA W XpaHUTCH Yy yNpasnsiowero
aenamu 8 celde.

10.7. Nepegava nevaTt NOCTOPOHHUM NULaM He JgonyckaeTcs. BeiHoc nevat  3a
npenesns! agMUHUCTPAUNN BO3IMOXEH B UCKITIOYMTENBHbIX Cliy4asx no pellexuto [nassl
agMuHucTpauumn (Hanpumep, npu NoARUCaHun 4orosopos).

10.8. MNMevaTn (WTamnbl), noanexailine 3ameHe, YHUHTOXATCS.

YHUUTOXEHNE nevaTen 1 LWTaMNoB NPOU3BOAUNTCA KOMUCCUEN, KOTOPas
co34aeTcs Npukasom I naebl agMUHUCTPALKN.

Cnoco® YHUYTOXEHUS onNpefenseTca Komuccren. YHUYTOXeHWe nedaTten u
LWITAaMMNOB NpejnonaraeT NONHOE paspyLllieHne nx nevaTatowen noBepxXHoCTH 1 hopmbI,
HEe AonycKatoLe BO3MOXHOCTY X BOCCTAHOBNEHUS 1 AanbHENLLIEro UCNonb30BaHns.

OB YHWYTOXEHUYW NeYaTen N LTaMNoB COCTaBMAETCA aKT, KOTOPbLIV YTBEPKAAETCA
npencegartenemMm Kommccun. B akte gomkHO ObiTh ykasaHo:

- BPEMSI N MECTO YHNUTOXEHNS;

COCTaB KoMuccum;

OCHOBaHWe YHUHTOXEHUSA nevaTen n LWramnos,

HAaNMEHOBAHNE N OTTUCKN YHUYTOXEHHbIX NevaTei n WTaMnos,

cnocob YHUUTOXEHUS;

3aKMIYEHNE KOMUCCUM O TNpuBEAeHUM nedatm (Wramna) B COCTOSHUE,
NCKIMIOYaIoLWEES BO3MOXHOCTb €€ BOCCTAHOBNEHNSA W AaNbHENLLEr0 NCNONb30BAHUS;

- NOANNCY YIIEHOB KOMUCCUU.

AKT noglwmBaeTcs B cneunanbHoe geno. [JaHHbii akT 9BAseTcs OCHOBaHMEM AN
BHECEHNSA OTMETKN 00 YHUYTOXEHUN NevaTn (lutamna).

10.9. KoHTponb COCTOAHNE YHETa U XpaHEeHWe NedaTen u Wramnos

[lna npoBefeHus NPOBEPOK COCTOAHWUSA ydeTa U XpaHeHus nedaten 1 wrtamnos
MOFyT CO34aBaTbCsA cneunanbHble KOMUCCHUu.

Mo pesynbTaTam NPOBEpPKN COCTABASETCA cnpaska (akT), npeacTaBnaemsii f nase
agMVHUCTPaLMK MR NPUHATUS Mep No ODeCcneyYeHnto Hagnexawlero y4eta un ycnosumn
XpaHeHus nevaTen n WTamnos.

Mpu nepeBoge nnn yBoNbHEHUU PabOTHMKA, OTBETCTBEHHOIO 3a Y4YeT U XpaHeHue
nevyaTen v LWITaMMoB, 3aBEAYIOLWNA Ha3Ha4YaeT KOMUCCUID ANA NPOBEPKN COOTBETCTBUSA
haKTUHECKOrO HanuuYnsa U COCTOAHUSA NeYaTel 1 LWTaMnoB, NepefaHHbIX Ha XpaHeHue
yKkaszaHHoMy nuuy. PesynbTaThl NMPOBEPKWU OTpaxawTcss B akTe npuema-nepenasu
nedaTen n WTaMnoB ApyroMy nuuy, HasHa4eHHOMY OTBETCTBEHHbLIM 3a #X yu4eT, C
npunoXeHnem OTTUCKOB, NepeaaBaeMbixX nedaTen u WrTaMmnos.

i

1

1



[puaoxeHme N1

K MHCTPYKUUM [0 HeJIONPOM3BOINCTBY
AIMMHUCTpaUUM YIMAaKOBCKOTO
MYHMUIUIIAJIbHOTO obpasoBanusa

POCCUNCKAA GEOEPALINA
NPKYTCKAS OBNACTb
UPKYTCKU PAVIOH
YILAKOBCKOE MYHULIMMNATILHOE
OBPA30BAHVE
AOMUHNCTPALINS

666000, MpkyTckasa obn.,
C. L yn.
Ten./chakc 8(3952)
Email: @
oT Ne
Ha Ne oT

OBpasewy yrnoeoro pacnonoxeHuns

PEKBNINTOB Ha BnaHke opraHmnsatuumm

POCCUUCKASA ®EOEPALNA
UPKYTCKAH OBNACTb
UPKYTCKUA PAUOH
YWAKOBCKOE MYHULMUMNANBHOE OEPA30BAHUE

666000, NpkyTckasa obn., . ,yn.
Ten./dakc (3952)
Email: @
WHH/KMMN : / OKMNo Or'PH

OBpaszel, NPOAONbLHOro pacnofioxeHus

peKBU3NTOB Ha BnaHke opraHusaumnm



[IpunoxeHne N2

K MHCTRPYKUMM IO OeJICNPOM3BOIOCTBY
AIMMHUCTpALUKM YWAKOBCKOTO
MyHMIMOaneHOTO OOpasoBaHMsA

POCCUUCKASA ®EOQEPALIMA
UPKYTCKAA OBNACTb
UPKYTCKUN PAOH
AJQMUHUCTPALIUA YILAKOBCKOIO MYHULIUMANBHOIO OEPA30OBAHUSA

666000, NpkyTckaa obn., pKyTCKUA painoH, c. , Y.
Ten./dakc (3952)
Email: @
WHH/KMM / OKMo OrPH
MPUKA3
4 aHBapa 2021 r. Ne 04-
06/1

O co3gaHnn 3KCNePTHON KOMUCCUN
N YTBEPXKOEHWUN NOMOXKEHUS O HE

B uenax ynydileHns opraHusauvn AenonpousBOACTBa U apXMBHOFO XpPaHEHWUs
OOKYMeHTOB, obpasyowmnxca B  AZMUHUCTpauM  YILAKOBCKOTO  MYHMLUMNANbHOMO
obpasoBaHus, cobnogeHns TpeboBaHnin 3akoHofaTenbcTBa Poccuiickon ®Gepepauymn B
chepe apxMBHOro aena,

npukasbiBatlo:

1. Cospgatb 3KCMEepPTHYIO Komuccuro  AoMuHUCTpauumu YLLIAaKOBCKOrO
MYHULMNansHoro obpasoBaHuns B COCTaBe:
npeacegaTtens — 3aMecTuTenb rnaebl agMUHUCTPaLUNU YL1LAKOBCKOrO MYyHULUMNANbHOMO
obpasoBaHua
damununa 1.0
cekpeTapb — cneynanuct ®amunus N.0.;
4YneHbl: rnaeHbii crnieynanuet ®amunna N.O., segywmin crneunanuct @amunung U.0.,
rnaeHbln Byxrantep ®Gamunus U.0.

2, YtepanTtb NonoxeHne o6 aKCnepTHON KOMUCCUM (NPUNOXEHKE).

3. KOHTponb 3a WUCMONHEHWEM NpuKasa BO3NaraeTca Ha 3aMecTUTens rnasbl
agMUHUCTPaLnn Y1LaKkoBCKOro MyHuumnnaneHoro obpasosaHuna ®U0O.

[(naBa agMUHUCTpaLUum
noanuce N.0. ®amunus

C npukasom 03HaKOMIEH:



[IpunoxeHue N3
K MHCTPYKLUUM [0 IEeJONPOUIBONCTBEY
AIMMHUCTpAUMM YHNaKOBCKOTO MYyHUMUMMOAJBLHOTO OBpasoBaHUSA

POCCUNCKAA ®EOEPALIUS
UPKYTCKAS OBNACTb

: n
AOMUHNCTPALINA YILAKOBCKOIO MYHULIMNATNIBHOIO OBEPA30OBAHUSA
MAROTOKON
Yy
Neo T

c. lNueoeapunxa UNpkyTtckoro panoHa UpkyTcih obnacTu

O noAroToBKE NpeanoXKeHnn K
K nnaxy "

W
3acefanus npu PAWOH

naBe agMUHUCTpaLNM

YWaKkoBCKOTO MyHULMNanbHoro obpasoraHus
MNpeacenatensctayowmnnn - Pammnnusa U.0.
CekpeTapb - Pamunus L.0.

MpucyTcTBOBaANU: 17 YenoBek (CNNCOK npunaraeTcs)

MOBECTKA JHS:

1. O mepax no peanusaumu denepanbHOR LEneBon NporpamMmMbi

Hoknap samecTtuTtena [Naebl agMuUHUCTpauuy YLWAKOBCKOTO MYyHWULMNANbHOro
otobpasoBaHus

Gamunms N.0.

2.

1. CNYWANN: ®amnnus N.0. - TekcT goknaaa npriaraeTcs.
BbICTYNUNW:
damunng N.0. - kpaTkag 3anuck BbICTYNNEHNS,
Gamunusa N.0. - kpaTkas 3anuckt BbICTYNMERUS.
PEWNNN: (MOCTAHOBWIIN)
1.1. CdopmupoBaTh BpemeHHble TBOPYECKME KONNEeKTUBbI MO peanusalmn
nNpoeKkToB hefepanbHo Lenesow nporpaMmmel
1.2. MoaroToBUTb W yTBEPAWTL NNaHbl paboTbl No NpoekTam deaepansHon
LileneBon nporpaMmmbl
2.

[MpeacenaTensCTBYOLWUA Mognuck N.0. ®amunus

CekpeTapb Moanuck N.0. Gamunus



[lpunoxenme N4
K MHCTPYKLUMM [10 IOEeJONPOU3BONCTRY
AIMUHMCTpALMM YHMAKOBCKOTO MYHULMIIAABHOTO OOpaszs0oBaHUSA

POCCUUCKAS ©ENEPALIUA
UPKYTCKAA OBJNTACTb
U
YWAKOBCKOE MYHULIUTPATTbHOE OBPA30OBAHUE
OVINA
y
T
Cc
MROTOKOJ
U
Ne Y
c. Mueoapuxa UpkyTckoro paiiona UpkPaiddi-bonacTu

O nogroToBke NpeanoXeHUn K nnaHy

Mpeacepatens - Gamunusa N.0.

CekpeTtapb - Pamunua U.0.

MpucyTtcteoBanu: ®amnnna M.0., Pamunnng N.0., damunus N.0.

1. O6 opraHmzaumn obcnegoBaHua no Teme

(Pamunug N.0. <*> damununa U.0., Gamunua 1.0.)

1. YCTaHOBUTbL, 4TO .
2. PykooauTento Temb! (Gamunus 14.0.) obecnedunTs KOHTpOnb

2. O6 yvacTuu B 3acefjaHuu paboyen rpynnbi no

(Pamunua N.0. <*> damunua N.0., Pamununa U1.0.)

1. NMoAroToBUTL K 3acefaHunio paboden rpynnbl maTepuans! O

Mpencenatens Mognucek N.0. damnnus

CekpeTapb Mognucek n.0. damunung



IpunoxeHue N5
K MHCTPYKLMKMU O HOEJOHNPOM3BOILCTBY
AIMMHUCTPpAaLUU YIHAKOBCKOT'C MYyHULMIAJBHOTO OOpasoBaHUS

POCCUUCKASA ®EOEPALINA PyKoBOAUTESO
UPKYTCKAA OBJIACTb (HaumeHoBaHWe opraHnsaunn)
UPKYTCKUA PAMOH damunng U.0.
AOMUHUCTPALUA YILAKOBCKOIO
MYHULUUNATIBHOIO MoYTOoBbLIN agpec
OBPA30OBAHUA
666000, VpkyTckas obn., NpkyTckuia
panoH c. , yn.
Ten.\chakc (3952)
WHH/KTM
OKno OI'PH
Email: @
oT Ne
Ha Ne oT

06 y4acTun B aHKeTMpPOBaHUY

Yeaxaemblh Nma OTyecTsOo!

MNpegnaraem Bam npuHATb yyacTue B aHKETMpPOBaHWM obpasoBaTerbHbIX
opraHnsauv, OCYLLeCTBNAIOWMNX MNOAMOTOBKY CNeuuarnuctoB no  UHXEHEPHbIM
cneunanbHOCTSM.

AHKeTUpoBaHWe npoBOAMTCA HaMW B Uenax cbopa uvHdopmaumm O By3ax,
BbINyCKaOWMX  CreuuanncToB HeobxoauMblX Ham  cneunanbHOCTEN, KOTOPbIX B
AanbHenwem MoXHo 6bino Obl nNpuBriekaTb ANS MPOXOXAEHUS NPON3BOACTBEHHON
NPaKTUKK U MOMONHEHUS LWTaTa CNeumnanncToB Ha NPeanpuaTMaxX oTpacnu.

3anonHeHHyo aHKeTy NPOCUMM BbiCnaTb B HaLL aapec.

MpunoxeHne: aHkeTa Ha 2 . B 1 3K3.

C yBaxeHunem,

MaBa agMunHUCTpaunm
Moannck N.0O. damu

CDaMMﬂVIﬂ, nM4A, OTYECTBO, QOJMKHOCTb
(39552) ; @




IIpunoxeHue N6
K MHCTPYKUMU IO OE&JIONPOUBBOIACTBY
AIMUEMCTPAUMU YWAKOBCKOT'O MYHUUMIAJNLHOTO O0O0pas3OBAaHUA

POCCUWUCKAS PEOEPALIUA
UPKYTCKAS OBMACTb

PAWUOH
AOMUHUCTPALIUA
666000, UpkyTckas obn., NpkyTcknin
pamnoH c. , yn.
Ten.\cakc (3952)
WHH/KMM
OKMNo OrPH
Email: @
oT Ne
Ha Ne oT
AKT
oT Ne
C.

NPOBEPKN TEXHNYECKOTO COCTOAHNSA
OPITEXHUKM

OcHoBaHue:  pacnopsbkeHue  agMuHucTpaumm  WMpkyTckoro  panoHHOro
MyHUUMnanbHoro obpasoBanus ot 30.07.2020 Ne 89 «O npoBepke TeXHU4ECKOro
COCTOSIHWA OPTTEXHWKMN, UCNONb3YEMON aA4MUHNCTPALUSAMN CENbCKUX NOCENEHUNY.

CocTaeneH: 3amecTuTenem rnasbl agMUHUCTPaLnm
... Pamnnusa N.0.; cneyunanuctom Gamunna U.0.

B xooe npOBEpKM TEXHWYECKOro COCTOSHUSI OPIrTEXHUKM afMUHUCTPpaLn
, npoegexHon 04.08.2020, ycTaHOBNEHO ...

[MpoBEpKON NPU3HAHBI HEMPUTOAHLIMU ANA 3KCNNyaTaumm:

[JomKHOCTb [Noanucb nN.0. damunusa

[ONXHOCTb Moanuce N.0. damunnuna



IlpunoxeHue N 7
K MHCTPYKUMU N[O HOEJIONPOU3BOLCTIRY
ADIMUHUCTpaUUK

OTAEN AENONMPOU3BOACTBA (Mmase agMUHUCTPaLnn

Oamunna 1.0.
oT (aomkHocTe ©.1.0O. paboTHuka)

OOKINAOHAA 3AMMCKA
No

06 yBenMyeHnn LUTaTHOM YUCNEHHOCT

B c¢BASKM CO 3HAYUTENbHLIM yBelndeHnem obbemos pa6OTbI C oT4eTamMy,
noctynarlnmMmm B CBA3N C ...

npoLuy Bac nabickatb BOSMOXHOCTb YBENUUNTD LUTATHYIO YUCNEHHOCTb OTAENa Ha OaHY
AOSMKHOCTL crneuunanucTa 2-n kaTeropuu.

JOMmKHOCTL Mognunce Gamunnus |



o [IpunoxeHre N 8
K VHCTPYXLUMM 100 IOEeJIONPOU3BONCTBY
AIMVHWCTPaLUn

Komy:
OT:

HaTa:
Tema:

CNY>XEBHAA 3AMNCKA

Mpouly ....

[lormkHOCTD Mognuncek nN.0. damununs



NpunoxeHue N 9
K MHCTPYKLUMUM IO OEJONPOU3BOLCTBY
AIMUHMCTpaUUN

NEPEYEHbL YTBEPXOAEMbIX JOKYMEHTOB

1. AKTbl (MPOBEPOK, PEBU3WIA; CINCAHWUS; 3KCNEPTN3bl, NUKBUAALIMN OpraHu3auui.
2. 'padviku paboT, OTNyCcKoB, CMEHHOCTW.

3. VIHCTpyKUWK, OOMKHOCTHbIE UHCTPYKLUN,

4. KnaccudukaTtopbl HOpMaumnn, JOKYMEHTOB.

5. MeToguyeckne pekoMmeHaaLmnmn, MeTognYeckne ykasaHua u MeTOAUNKN.

6. HomeHnknaTtypa gen opraHusauunn.

7. Hopmbl U HOpMaTVBbl (BPEMEHW, YNCIEHHOCTU PabOTHUKOB, pacxofa Chipbsi U
mMaTepuanos, 3MEKTPOSHEPTUN).

8. Onucy gen (NOCTOSHHOTO, BpeMeHHbIX (CBbile 10 NeT) cpokoB XpaHeHUs u no
AINYHOMY COCTaBy).

9. MNepeyHun (QomKkHOCTEWR, OpraHn3aumnin, BUA0B UHoOpMaLn, LOKYMEHTOB).
10. MonnTtukn.

11. MNonoxexns (0 nogpasgeneHuax, NPemMmpoBaHnmn, aTTecTanmum).

12. Mopsaaku.

13. Npasuna.

14. PernameHThl.

15. CtaHgapThl.

16. MNonoxeHuns.

17. YHuduumposaHHbie PopMbl LOKYMEHTOB.

18. lTaTHOE pacnucaHue.



[puaoxenue N 10
K MHECTPYKUMM 0O HEJONPOU3EBEONCTEY
AIMMHMCTPAaLUUN

MNEPEYEHb
OOKYMEHTOB, 3ABEPAEMbIX MEYATHIO OPTAHU3ALIUA

1. ApxuBHas cnpaBska.
2. MNpvikasbl.

3. Konuu 1 BbINUCKK M3 JOKYMEHTOB, BblgaBaeMbiX Ans NpeAcTasneHns B apyrne
opraHmsaunm.

4. OOpasybl OTTUCKOB nedaTtent u nognucen paboTHWKOB, WUMEIOWWNX NPaBo
coBeplaTtb BUHAHCOBO-X03AMCTBEHHbIE ONepaunn. :

5. MopyyeHus (BrogkeTHble, BaHKOBCKUE, NMEHCUOHHbIE; NNATEXHbIE, MHKAcCOBble B
DaHK Ha Nnony4YeHue UHBaNTb! CO CHETOB, NEPEBOd BanioThl).

6. AKTbl (Npuema 3aKOHYEHHbIX CTPOUTENLCTBOM OD0BbEKTOB, 00OpyAOBaHWS,
BbINOMHEHHbIX paboT, CIUCAHUSA, 3KCTIEPTU3bI).

7. MNpepcraBneHnsa n xonatancTea (0 HarpaXkaeHnn rocyAapcTBEHHbLIMY Harpagamm
N NpeEMmnamMn).

8. PeecTpbl (4ekoB, nopy4yeHnin, npeacTaBnaemMblx B HaHkK).

9. CnpaeBkn (0 goxofax du3nMdeckux nul, O BbiNnaTe CTPaxoBbiX CyMM, O
BanaHCcoBOW CTOMMOCTM OCHOBHbIX (OHAOB, MO NEPCOHUDPULNPOBAHHOMY YYETY,
ohOpPMNEHUIO CTPaxoBbIX CBUAETENLCTB, MO 3anpocaM opraHvsaunni, No OOKYMeHTaM,
NpefocTaBnsAemMbIM B Cy, - N0 HEOOXOAUMOCTH).



MpuioxeHue W 11
K UHCTPYKLUMM [IO IOEJIONPOUIBOOCTBY
AIMUHMNCTpAaLUK

NEPEYEHD
HEPETMCTPUPYEMbIX BXOOAWUX JOKYMEHTOB#

1. AHKeTbI (pe3ome), Hanpasnsemble B Liensax Tpy4oycTpoucTea.

2. byxranTepckue pokyMeHTbl (ByxranTepckas OTYETHOCTb, c4eTa, cuyeTa-
dakTyphbl, akTbl CBEPKM B3aMMOpPACHETOB, akThl NPUeMKU-nepenayn OCHOBHbIX CPEACTB,
TOBapHbIE HaKNagHble).

3. TOCTeI, TEXHUYECKNE pernameHTbl, pykoBOAALIME U ApYrine AOKYMEHTbI Mo
TEXHUYECKOMY PErYIINPOBAHNIO U CTaH4apTU3aunn.

4. Mpadukun, HapsAbl, 3asBKN, pasHapaLKu.

5. [JokyMeHTbl (NPOEeKTbl AOKYMEHTOB), Tpebyuine nognucaHns (CornacoBaHns,
yTBEPXAEHWSA) N NOCNeayoLero Bo3spara.

6. KoHKypCHas AoKyMeHTaluus.
7. Hay4yHo-TexHn4eckas 1 NpoekTHas 4OKyMeHTauns.

8. KoppecnoHaeHuus, afpecoBaHHas paboTHMKam aaAMVHUCTpaLn
¢ nomeTkon "ITnyHo".

9. TlevaTHble w3gaHUsa (KHUTW, XypHanbl, raseTbl), Katanoru, TexHU4eckas
nuTepatypa, TeMaTtudeckne 1 cneunanbHble cOOPHUKY, NnakaThbl.

10. MNosppaBuTenbHble NUCbMa K TenerpaMmmbl, BnarofapcTBeHHble nNuceMa u
TenerpaMmMbi, NpUrnacuTenbHbie BUNETHI.

11. MNpenckypaHThbl.

12. MNpurnacuteneHble OUNETE!, NpUrnaleHnsa.

13. lNporpamMmmbl KOHbepeHLNN, coBeLyaHnia.

14. PeknamHble maTepuansl (MMcbMa, NMMCTOBKW, NPOCNEKThI, ByKNeThI).
15. Y4yebHble nnaHbel, NporpamMmmeil.

16. ®opmbl 1 BNaHkn, B TOM Yncne opMbl CTaTUCTUHECKON U MHON OTHETHOCTN.

[Ipuoxenue N 12
K MHCTPYKLUM IO IOeJIONPOM3BOICTBY
ADMMHUCTPAaUNN




POCCUNCKASA ®EAEPALIMA UPKYTCKASI OBNACTb UPKYTCKUI PANOH

AOMUHUCTPALINA
666000, Vpkytckas obn., pkyTckunit palioH, c. , yn. A
Ten./caxc 8(3952)
Email: @
WHHH/KMMN OKMNo OrPH
MPUKA3
4 aHuBaps 2021 r. Ne 04-06/1

O npveme Ha paboTy

MpuHAaTL Ha paboTy

(hbaMmnng nms oT4YeCTBO)

(HaumeHoBaHWe npodeccumn (BOMKHOCTM), paspsag, knacc (Kateropms), keanudukauns

(ycnosusa npuema Ha paboTy, xapaktep paboTbl)

C OKnafoMm (TapUdHON CTaBKON) py6. Kon.
HanbaBkow pyo. Kon.
C MCNbITaTeNbHBIM CPOKOM MecsaLeB.
OcHoBaHue: TpyaoBON [0roBop (KOHTPAKT) OT « » 2021 roga Ne .

[maBa agMUHUCTpaLnm
NoANnCh damunua N.0.

C npukasom O3HaAKOMMEeH noannch paboTHMKa « » 2021 ropa






