AJIMUHUCTPALIUS
HAPO-©®OMMUHCKOI'O MYHI:I]_[I/IHAJII)HOFO PAVMMOHA
MOCKOBCKOH OBJACTH

PACINMOPSXXEHUE

or 29.12.2011 Ne 349-p

r. Hapo-®omuHck

00 yrBepaxnennn MHCTPYKIIUH 110 1€10NIPOU3BOICTBY
B AamMunucrpauuu Hapo-®oMHHCKOro MyHHIIMIIAILHOI0 PAOHA H
B 0TpaciieBbIX ((PYHKIHOHAJIBHBIX) opranax Aanmunucrpanun Hapo-®omuHckoro
MYHMUIMIIAJIbHOIO paiioHa
( B pen. pacnopspkenuit ot 26.05.2014 Ne 216-p, ot 30.12.2016 Ne 606-p,
otr 27.12.2017 Ne 363-p, ot 28.12.2017 Ne 369-p)

B nensx coBepIeHCTBOBAHUS CUCTEMbI IOKYMEHTALIMOHHOTO 00ecreueHus e TeIbHOCTH
Anmunuctpauuu  Hapo-®OMHMHCKOTO MYHUIMIAIBHOIO paliOHa, YCTAaHOBJEHUS €JUHOIO
HopsiIka  BEJIEHHsI  JISJIONPOM3BOJACTBA B OTpacieBblX  ((QyHKIMOHANBHBIX)  OpraHax
Anmunuctpanuu Hapo-®oMUHCKOro MyHHUIIMIIAIBHOTO palioHa, MyHUIIMITATIbHBIX YUPEKICHHUIX
Hapo-®oMUHCKOr0 MYHHIMIIAIBHOTO pailoHa, OOpa30BaHHBIX Ul peaTu3alid OTAEIbHbIX
GYHKIMI MyHUIIUTAIBHOTO YIPaBIEHUS:

1. VrtBepauts npunaraemyro WHCTPYKIHMIO IO JEONPOU3BOACTBY B AJMUHHUCTpAIUU
Hapo-®oMuHCKOro MyHUIIMIAIBHOTO pailoHa W B OTpaciieBbIX ((PYHKIIMOHAIBHBIX) OpraHax
Anmunuctpaiun  Hapo-®oMuHCKOro MyHUIMNAIbHOTO paiioHa (nanee — MHCTpyKkuus 1o
JIeTIONIPOU3BOJICTBY) U BBecTH ee B AeiicTBue ¢ 01.01.2012 roxa.

2.PykoBoautensm oTpacieBblX ((QYHKIHOHAJIBHBIX) OPraHOB U CTPYKTYPHBIX
MIOApa3eIICHAN AJIMUHHCTpanuu Hapo-®omunckoro MYHULIUIIATBHOTO palioHa,
MYHUIIUTNATBHBIX yUpexXJIeHUH obecnednTs coOmroaenue VMHCTpyKIMM Mo AeI0npoOu3BOJICTBY
pabOTHUKAMHU  OTpAcieBBIX ((PYHKIMOHAIBbHBIX) OPraHOB U CTPYKTYPHBIX MOJpa3aeiaeHH
Anmunuctpanuu Hapo-®oMHUHCKOro MyHUIIMIIAIIBHOTO palioHa, MyHUIMIIAJIbHBIX YUPEKACHUH.

3.00memMy otaeny ymopaBieHus jgenamu  AaMubHuctpanmd - Hapo-domuHCKOro
MYHUIIUTIAIBLHOTO paifOHa pa3ociiaTh B OTpacieBble ((QyHKIIMOHAIBHBIE) OpraHbl M CTPYKTYpHBIE
noapasaeneHns AamuHuctpanuu Hapo-®OMHUHCKOro MyHHIMNAIBHOTO pailoHa HHCTpyKIUIO
IO JIEJIONPOU3BOJCTBY B AJIEKTPOHHOM BHJIE.

4 1lpusHate  yTpaTUBIIMMHU  CcuUily  pacrnopsbkeHue I'maBel  Hapo-®omwunckoro
myHununansHoro paiioHa ot 20.01.2007 r. Ne 590-p «O6 yrBepxkaeHun WHCTpyKIMU TO
JIETONPOU3BOACTBY B AaMuHUcTpauuu Hapo-DOMUHCKOTO MYHUIMIIAIBHOTO paoOHa» |
pacnopspkenne Aagmunuctpanun Hapo-®omuHckoro MmyHununaisHoro paiona ot 31.03.2010 r.
Ne 53-p «O BHecenun n3MeHeHuil B pacriopsikenue I 'massl Hapo-®oMUHCKOro MyHHIIMTIIAIBHOTO
paiiona ot 20.01.2007 Ne 590-p «OO0 ytBepxkaeHHMH WMHCTpYKIMM IO JEIONPOU3BOJCTBY B
Anmunuctpanuu Hapo-®oMIUHCKOro MyHHUIIUTIAIIBHOTO paiioHay.



5. KoHTpOJIb 32 UCIIOJTHEHHEM HACTOSIILETO PACIOPSKEHHsST BO3JIOKHUTh HA YIPABIISAIOIIETO
nenamu Anmunuctpanun Hapo-®@omuHckoro MmyHununansHoro paiiona Kysueunosy E.A.
( B pen. pacropspkerus ot 26.05.2014 Ne 216-p)

PykoBoaurenn
Aavunucrpanun Hapo-®omuHckoro
MYHHIUNIAJIBHOI0 palioHa B.H. CaBocTtun



VYr1BepxkacHa
pacnopspkeHHeM A IMUHUCTpaLUuu
Hapo-®oMUHCKOro MyHUIIMIIAIIBHOTO palioHa

ot 29.12.2011 Ne 349-p
( B pen. pacriopstxeHust ot 26.05.2014 Ne 216-p,
o1 30.12.2016 Ne 606-p,
ot 27.12.2017 Ne 363-p,
ot 28.12.2017 Ne 369-p )

NHCTPYKIUA
10 JeJIoNpou3BoAcTBY B AqMuHucTpannu Hapo-®oMHHCKOI0 MyHHIIMIIAJILHOTO PaiiOHa
U B 0Tpac/ieBbIX ((PYHKIHOHAJIBLHBIX) OPraHax
Aavunuctpannu Hapo-®oMHHCKOro MyHMIMIIAJBHOIO PailoHa

1. CtpykTypa u coaep:xkanne UHCTPpyKIIUM MO 1€JIONIPOU3BOICTBY

1.1. O0uIMe MO0 KEeHHUSA
1.1.1. HWHctpykuuss no JAenonpou3BoAcTBY B Anmunucrtpauuu Hapo-domunckoro
MYHUIMIAIBHOTO pailoHa U B OTpacieBbIX ((pyHKIMOHANBHBIX) opraHax AnmuHuctpauuu Hapo-
@OMHUHCKOIO MYHULHMIAIBHOIO paioHa (nasee — WHCTpykuus 10 J€I0IpPOU3BOJCTBY)
yCTaHaBJIMBaeT €/1MHble TpeOOBaHUS K MOATOTOBKE, 00OpabOTKe, XPAaHEHUIO U HCIOJIb30BAHUIO
oOpa3zyromuxcs B eaTenbHocTH Aamunuctpanuu Hapo-®oMHHCKOT0 MyHUIIMNIAIBHOTO paiioHa

U oTpacieBblX ((QYHKUMOHANbHBIX) oOpraHoB AnmuHuctpaimuu  Hapo-®omuHckoro
MYHUIIMNIAJIBHOTO  paliloHa JOKYMEHTOB, COBEPIIEHCTBOBAaHUS JAEIONPOM3BOICTBA B
Anmunuctpaiuun  Hapo-doMHMHCKOrO ~ MyHMIMIIQIBHOTO — pailoHa U OTpacJIEBbIX

(pynkumoHanbHbIX) opraHax AnMuHuctpanun Hapo-®oMHHCKOrO MyHUIIMIAIBHOTO paiioHa U
HOBBIIIEHUS €r0 Y3PPEKTUBHOCTH.

1.1.2. WHCTpyKUIHMS TIO JAEIONPOU3BOJICTBY pazpaboTaHa B COOTBETCTBHHM C
3aKOHOZJATEIbHBIMA M MHBIMA HOPMAaTHBHBIMU IIPaBOBBIMU akTaMu Poccuiickoit denepanuun n
MockoBckoit obnactu B chepe mHbOpMaIuu, JOKYMEHTAIMM U apXWBHOTO Jelia, a Takke
YceraBoMm Hapo-®OMHHCKOrO MyHMIUINAIBHOIO paiioHa, IlomoxenwemM u  PerulamenToM
Anmunuctpanuu Hapo-®oMUHCKOro MyHUIIMIIAIBHOTO palioHa.

1.1.3. Tlonoxenuss WMHCTpyKIMM 10 J€JIONPOM3BOJCTBY pACHpPOCTPAHAOTCA Ha

OpraHM3alio paboThl C JOKYMEHTaMU HE3aBUCUMO OT BHJAA HOCUTENsS, B TOM YHCIE C
AJIEKTPOHHBIMHU JOKYMEHTAaMH, BKJIIOYasi MOJrOTOBKY, 00pabOTKY, XpaHEHHUE U HCIOJIb30BaHUE
JIOKYMEHTOB, OCYILECTBISIEMBIE C NIPUMEHEHUEM MEKBEJOMCTBEHHON CHCTEMBI JIEKTPOHHOIO
ToKyMeHTooOopota MockoBckoit obmactu (mamee - MCDOJI). Cucremsl 3IEKTPOHHOTO
JIOKYMEHTO000pOTa (CHCTEMbl aBTOMAaTU3UPOBAHHONW 00pabOTKU JTOKYMEHTOB), IPUMEHSIEMbIE B
Anmunuctpanuu  Hapo-doMuHCKOrO  MyHHIIMNIAJBHOTO  palioHa U OTpPacCIEeBbIX
(pyHkumMoHanbHBIX) opraHax AnmuHucTpaiuu Hapo-®oMHUHCKOro MyHHUIMIAIBHOTO paioHa,
JOJIKHBI 00ecrieurBaTh BHIIOJHEHUE TpeOoBaHui MIHCTPYKIMY 110 1€T0NPOU3BOJICTBY.
Coznanue, pa3BUTHE U TEXHUYECKOe OOCITy)KMBaHUE €IUHOM HHQPPACTPYKTyphI
UH(POPMALIMOHHO-TEXHOJIOTHYECKOro obecneueHust pyHkiuonupoBanuss MCOJl, MHBIX cHcTeM
ABTOMATU3UPOBAHHOTO JETONPOM3BOACTBA M JOKyMeHTooOopoTa (mamee — D) ansg HyXI
Anmunuctpann Hapo-©@OMUHCKOTO0 MyHHIIMIAIBHOTO paiioHa, (OpMHPOBAHUE TPEATIOKEHHHA



1 000CHOBaHHH TO CTPYKType U oO0bemaMm paboT mo pazutuio MCOJ[ u D3]] B CTpyKTYpHBIX
NOJpPA3JICICHUsIX W OTpacieBbiX ((PYHKUMOHATIBHBIX) opraHax AjamuHuctpammu Hapo-
DOMHUHCKOIO0 MYHULMNAIBHOIO paioOHa, peaau3alus MEpPONPUATHM 0 TEXHUYECKOMY
conpoBoxaeHuio MCOJl u O/, pazButue, MOAEpHU3ALMS U TEXHUYECKAS MOJAEPKKA CUCTEMBI
AIIEKTPOHHOTO JTOKyMeHTooOOpoTa B Aamunuctpauuu Hapo-OOMHUHCKOTO MYHHUIUTAIBHOTO
paiioHa M B oTpacieBblX ((QYHKIMOHANbHBIX) opraHax AnmuHuctpauuu Hapo-®omuHckoro
MYHUIUIAIBHOIO  paliOHa  OCYLIECTBISETCA OTJEJIOM MYHUIMNAIBHBIX  yCIyr U
MH(POPMALMOHHBIX TeXHONOTUi AnMunucTpaunu Hapo-®oMUHCKOr0 MyHUIIMNIAIBHOTO palioHa.
( B pex. Ne 606-p ot 30.12.2016)

1.1.4. Tlonoxenuss MHCTpYKUMM 1O JACJIONPOU3BOACTBY HE paCHpPOCTPAHAIOTCS Ha
OpraHu3anio  pabdoTel € JOKYMEHTaMH, COJEp)KAIllUMH  CBEIEHUS, COCTaBISIOIINE
roCy/IapCTBEHHYIO TallHy U KOH(GUICHIIMATBEHYIO HHPOPMAIIHIO.

TpeboBanust MHCTpyKIIMU 1O AEIONPOU3BOACTBY K paboTe ¢ OyXraiarepckoil u apyroi
CIEIHMAIbHON TOKYyMEHTAalMeld paclpOCTPAHSIIOTCS UMb B YACTH OOIIMX MPUHIIUIIOB pabOThI C
JIOKYMEHTaMHU, a Tak)Ke MOJrOTOBKU JOKYMEHTOB K Iepeaue Ha apXUBHOE XpaHEHHE.

1.1.5. Opranuzanuio, BeICHHE M COBEPIICHCTBOBAHUE JEJIONPOM3BOJICTBA HA OCHOBE

€MHON TIOJUTHKH, WCIIOJIb30BAHUE COBPEMEHHBIX HMH()OPMAIIMOHHBIX TEXHOJOTHH B paboTe ¢
JIOKyMEHTaMH, METOJIMYCCKOE PYKOBOJCTBO M KOHTPOJb 3a COOJIOJCHHEM YCTaHOBJICHHOTO
MopsiIKa paboThI C JOKYMEHTAMH B OTpaciieBbIX ((pyHKIIMOHAIBHBIX) OpraHax AJIMUHHCTPAIUH
Hapo-®oMHUHCKOTO MYHHIIMIIAIBHOTO paiioHa (Iajgee — OTpacieBBIX OpraHax) OCYIICCTBIISIET
obmmii otnen Aamunuctparnuu Hapo-DoMHHCKOTO MYyHHIIMIIATBHOTO paiioHa (Iajiee — OOLIHiA
oTxen).

(B pex. Ne 606-p ot 30.12.2016)

1.1.6. dyHKuMy, 3313491, IpaBa ¥ OTBETCTBEHHOCTh OOIIETO OT/AENa PErJaMeHTHPYIOTCS
nojoxeHrneM o0 oO0IIeM oTzene, JOJDKHOCTHBIE O0s3aHHOCTH PaOOTHUKOB OOLIETO OTAena |
pabOTHHKOB, OTBEYAIOILIMX 32 OPTaHU3alUI0 PabOThl C JOKYMEHTAMH B OTPACJIEBBIX OpraHax,
YCTaHaBJIHMBAIOTCS JOJDKHOCTHBIMU MHCTPYKIHSIMU.

( B pen. Ne 606-p ot 30.12.2016)

1.1.7.  OTBeTCTBEHHOCTh 32  OpraHU3alMI0  JEJIONPOU3BOJACTBA,  COOJIOJCHUE
YCTAQHOBJICHHOTO HacTosimed WHcTpykuuedl — 1Mo JesonpoM3BOACTBY IOpsaKa padoThl ¢
JIOKyMEHTaMH B OTPAcCJIEBbIX OpraHax BO3J1araeTcsi Ha UX PyKOBOJUTENIEH.

1.1.8. He moanexur pasrialeHuIo CcoJep)KaHHUE CIYKEOHBIX JOKYMEHTOB, Iepeaaya
CIIy’)K€OHBIX JIOKYMEHTOB, X KOIUil, IPOEKTOB CTOPOHHUM OpPraHM3alusM JIOMYCKAaeTCsl TOJIBKO
¢ paspewmenus Pykosonurens Aamuanctpannn Hapo-®OMUHCKOro MyHHIIMIIAIBHOTO palioOHa.

1.1.9. Ilpu yxone B OTHYCK, Bble3/le B KOMaHJIUPOBKY, Ha BpeMs OOJE€3HM WJIU B ciyyae
YBOJILHEHUS U MEpEeMEIEeHUs Mo ciayk0e, paOOTHHUKH OOs3aHbI NepenaTh BCE HAXOJSAIIHECS y
HUX JIOKyMEHTBl paOOTHHMKY, OTBETCTBEHHOMY 3a JIEJIONPOM3BOJICTBO B OTPACIEBOM OpraHe,
WIN JPyroMy paOOTHHMKY IO YKa3aHUIO PYKOBOAMTENS OTPACIEBOrO OpraHa, NpU YBOJIBHEHHH
pabOTHHUKA WK TIEPEBOJIE MO CiIyk0e rnepenavya JOKYMEHTOB U e OCYILIECTBISETCS 1O aKTy.

1.1.10. PaGotaukn Anmunuctparmu Hapo-OOMHHCKOTO MYHHIMIIAIBHOTO pailoHa U
OTpacJIEBBIX OPraHOB HECYT AMCUMILUIMHAPHYIO M MHYK YCTAHOBJIEHHYIO 3aKOHOJATEIbCTBOM
Poccuiickoit @enepanyii OTBETCTBEHHOCTh 3a HecoOmtofeHue TpeboBanuit MHCTpykiuu mo
JEIONPOU3BO/ICTBY.

1.2. OcHOBHEBIE TOHATHSA
1.2.1.B MHCTPYKITUH 110 JACITOMPOU3BOICTBY HCIIOIB3YIOTCS OCHOBHBIC TIOHSTHS:
-IOKYMEHTHpPOBaHWEe - QuKkcanus HWHQOPMAIMM HA MATePUAIBHBIX HOCHUTEISIX B
YCTaHOBJICHHOM TOPSIIKE;



-JICJIONPOU3BOJICTBO - JIEATENBHOCTb, OOECIEUYMBAIOIIAS  CO3JaHUE  OQUIMATBHBIX
JOKYMEHTOB M OpTaHHW3aluio padboTel ¢ HUMH B  AnvmuHHCTpanun Hapo-domuHCKOro
MYHHUIHMIIAJIBHOTO PAOHA;

-IIOKYMEHT - O(QUIUAIBHBIN TOKYMEHT, CO3JaHHbIN T'OCYJapCTBEHHBIM OPraHOM, OPTaHOM
MECTHOTO CaMOYIPABICHHS, MOPUANYCCKUM WM (PU3UUECKUM JIMLIOM, O(GOPMIICHHBIH B
YCTaHOBJICHHOM IOpPSJIKE M BKJIIOYEHHBII B JOKyMeHTOOOOpoT Ajamunuctpauuu Hapo-
DOMHUHCKOI0 MyHUIIMIIAJILHOTO palioHa;

-3JIEKTPOHHBIM JOKYMEHT - JOKYMEHT, B KOTOpoM uH(OpMalusi IMpeacTaBieHa B
AIIEKTPOHHO-TIUGPOBOH Popme;

-pPEKBHU3UT JOKYMEHTA - 00s3aTeIbHBIN AIeMEHT 0pOpMIIEHHUS JOKYMEHTA;

-MIOJIJTMHHUK JIOKYMEHTA - IEPBBINA WU €AMHCTBEHHBIN K3EMILISIP JOKYMEHTA;

-KOMHsI OKyMEHTa - JOKYMEHT, IIOJIHOCThIO BOCIPOM3BOJAALIUN  HH(OpPMAIIIIO
NOJJIMHHMKA IOKYMEHTA U €r0 BHEIIHWE IPU3HAKU, HE UMEIOIIUN IOPUANYECKON CUJIBL;

-IIOKyMEHTOO0OPOT - ABUKEHHE JOKYMEHTOB C MOMEHTA UX CO3JIaHUS WM MOIyYEHUS J10
3aBEpLICHUS UCTIOJHEHUS], TIOMELIEHUS B J1€10 U (UJIM) OTIPABKHU;

-perucTtpanus J0OKyMEHTa - IPUCBOCHUE JOKYMEHTY PErHCTPAlMOHHOTO HOMEpa U 3aIlHCh
B YCTAHOBJICHHOM MOPSKE CBEIECHUN O TOKYMEHTE;

-HOMEHKJIaTypa Jel - CHCTEeMaTU3UPOBAHHBIA II€peYeHb HAUMEHOBAaHUW  Jedl,
dbopmupyembix B Anqmunuctpanuu Hapo-OoMUHCKOT0O MyHUIIMIIAIBHOTO paiioHa, ¢ yKa3aHUEM
CPOKOB MX XpaHEHUS;

-3KCIEePTU3a LIECHHOCTH JOKYMEHTOB - U3YUY€HUE JOKYMEHTOB Ha OCHOBAaHUHM KPUTEPUEB UX
[IEHHOCTHU B LIEJISIX ONpPEAETICHHUs] CPOKOB XPAaHEHHS JOKYMEHTOB U 0TOOpa UX JUIsl BKIIIOUEHUS B
coctaB ApXHBHOTO (poH/A;

-JIeJI0 - COBOKYIHOCTb JOKYMEHTOB WJIM OTIEJIbHBIM JOKYMEHT, OTHOCSILHUECS K OJHOMY
BOIIPOCY WJIM YYacTKy JeArenbHocTH AamunHuctpauuu Hapo-OoMHHCKOrO MyHUIMIAIBHOIO
parnoHa;

-ciy’)k0a JIeJIONpOM3BOJACTBA - CTPYKTYpPHOE MOJpa3felieHue, Ha KOTOPOE BO3JIO0KEHBI
GYHKIIMM 10 BEIEHUIO JIEIOMPOU3BOJICTBA, a TakKKe IIMIA, OTBETCTBEHHBIE 3a BEICHHE
JIEJIONPOU3BOJICTBA B IPYTUX CTPYKTYPHBIX MO/IPA3CIICHUSX;

- MCO/I - MexBeIOMCTBEHHAs! CUCTEMa AJIEKTPOHHOI'O JTOKYMEHTO00opoTa MOCKOBCKOM
o0nacTu - cucTeMa aBTOMAaTHU3allMU JEJONPOU3BOJCTBA M JIOKYMEHTOOOOpPOTa, BKIIIOUAIOLIAsS
CHCTEMHOE U MPHUKIIaJJHOE IPOrpaMMHOE 0OecrieueHue.

( B pea. Ne 606-p ot 30.12.2016)

2. Co3nanue 10kyMeHTOB B Aavunucrpauuu Hapo-®oMuHCKOro MyHHIHIAIbHOTO
paiioHa U B OTpacjeBbIX OPraHax

2.1 Bi1aHKHM 10KYMEHTOB

2.1.1. JlokyMeHTBI, co3naBaeMblie B AqmuHucTpanun Hapo-®oMHHCKOTO MyHUIIUTIATBHOTO
paifoHa M OTpacieBblX ((YHKIMOHAJIBHBIX) opraHax AnmuHucTpauuud Hapo-PomuHCcKOro
MYHUIIMNIAJIBHOTO paiioHa, oQOpMIISAIOTCA Ha OJlaHKaX, Ha CTaHJApPTHBIX JIMCTax OyMmaru
dopmata A4 (210 x 297 mm), A5 (148 x 210 mm) nmubO B BUAE DIEKTPOHHBIX JOKYMEHTOB Ha
AIIEKTPOHHBIX 11absoHax OjaHka nucbMa ['maBel Hapo-®oMHUHCKOTO MyHHUIMIIAIBHOTO palioHa,
PykoBonutens Anmunucrpaunun Hapo-®oMHMHCKOrO MyHMIMIAIBHOrO paioHa, Ilepsoro
3amectutenss PykoBoautens Aamunucrpanuun Hapo-DOMHUHCKOrO MyHUIMIIAIBHOTO pailoHA,
3amectutenss Pykoogutens Anmunuctpanuu Hapo-DoMUHCKOr0O MyHHMIMIIAIBHOTO paloHa,
Anmvunuctpaiu Hapo-®OoMHUHCKOr0 MyHHUIMIIAILHOTO paiioHa B gopmate rmradbmona Microsoft
Word (mamee — mabnoH) M JODKHBI HMMETh YCTaHOBICHHBIM COCTaB PEKBU3UTOB, WX
pacnionioxenue u odopmiieHne. JlomyckaeTrcs Tak)Ke HW3TOTaBIWBaTh OJIAHKM Ha Oymare
dopmatoB A3 (297x 420 mm) 1 A6 (105 X 148mm).

(B pex. Ne 606-p ot 30.12.2016)



2.1.2. Kaxplif 11cT JOKyMeHTa (KpoMe IOCTaHOBJICHUH U pacriopsKeHui ), opopMIIeHHBIH
Kak Ha OJIaHKe, Tak K 0e3 Hero, NOKEH UMETh IOJIA:

He Menee 20 MM - JIEBOE;

10 MM - npaBoe;

20 MM - BepXHee;

20 MM - HUXKHEE.

2.1.3. bnaHku NOKYMEHTOB HW3rOTaBIMBAIOTCS Ha Oenol Oymare wium Oymare CBETIIBIX
TOHOB. bilaHKM M3roTaBIMBAaOTCA TUIOIPAPCKUM CIIOCOOOM.

JlonmycKaeTcsl HCIONb30BaTh KOMUHM OJAHKOB, TOJYYE€HHBIE C TIOMOIIBIO CpEACTB
OlnepaTuBHOW moaurpaguu (KCEepoKONUH), a TakKe BOCIHPOM3BOIUTH BCE HEOOXOIUMBIE
PEKBU3UTHI OJIaHKAa HEMOCPEICTBEHHO MPH CO3AaHUN KOHKPETHOTO JIOKyMEHTa Ha TIePCOHAIBHOM
KOMIIBIOTEPE.

2.1.4. B Agpvmunuctpanu Hapo-®OMHUHCKOTO MYHUIIMIIATBHOTO pallOHA YCTaHOBIICHBI
OJIaHKHU JIOKYMEHTOB:

o01Mii OJ1aHK;

OJ1aHK MMHCHMa;

OJTaHK KOHKPETHOTO BHJIA TOKYMEHTA.

2.1.5. bnaHku JIOKyMEHTOB pa3palaThIBAIOTCS HA OCHOBE YIJIOBOTO WJIU IPOAOJIBHOTO
BapUaHTa pACIOJIOKEHUS PEKBU3UTOB: IPH YIJIOBOM BapUaHTE pEKBU3UTHI  OJIaHKa
pacIioyiaratoTcsi B BEpXHEM JIEBOM YIUIy, IPU MPOJOIBHOM - IIOCEPEIMHE JIUCTA BJOJIb BEPXHETO
nosst. (npunokerus Ne 8 u Ne 9).

PexBu3uTHI O7aHKAa U OTpaHUYUTEIbHBIE OTMETKH JJIl PEKBU3UTOB B Ipeieax IT'PaHuLl 30H
pacIioIOKEHUSI PEKBH3MTOB PA3MEIIAIOT IIEHTPHPOBAHO (HAYAIO M KOHEI[ KaXIOW CTPOKH
PEKBU3UTOB PABHO YJAAJE€Hbl OT TIPaHUI] 30HBI PACHOJOXKEHUS PEKBU3UTOB) WM (PJIarOBBIM
(Kaxmast CTpOKa pEKBU3UTOB HAYMHACTCS OT JICBOM T'PAHMUIIBI 30HBI PACIIONIOKECHUS PEKBU3UTOB).

2.1.6. CocraB BUIOB, (GOpMBI U 00pa3lbl OJAHKOB, MPUMEHSAEMBIX B AJMUHUCTpAIUU
Hapo-®oMuHCKOro MyHUIIMIIATIBHOTO palioHa, yTBepkaatoTcs PykoBoaurenem AIMUHUCTpALIUN
Hapo-®oMHUHCKOTO MYHHIUNAILHOTO paiioHa (pacmopsbkeHreM AamuHucTpanuu Hapo-
®OMHUHCKOI0 MyHUIIMITAJILHOTO paiioHa) (mpuiioskeHue Ne 2).

( B pen.Ne 606-p ot 30.12.2016)

2.1.7. Uckmrouen pacniopspkeHreM Ne 606-p ot 30.12.2016.

2.2. Tpe6oBaHus K H3rOTOBJIEHHIO, YYETY, HCIOJIH30BAHHIO U XPAHEHHIO repOOBbIX
0JIaHKOB

2.2.1. Tlopsnok ncnomip3oBanus repdba Hapo-®oMHUHCKOro MyHHUITUTIAIBHOTO PallOHa U €T0
BOCIIpOM3BEJICHU Ha OnaHkax peryameHtupyetcs llonoxenuem o I'epbe MyHUIMIAIBHOTO
obpazoBanus - Hapo-domuHckuii paitoH MocKoBCKOi# 001aCcTH.

2.2.2. bnaHku JOKYyMEHTOB C BocmpousBegeHueM repba Hapo-dommHckoro
MYHUIIMIIAJIBHOTO paiioHa (nanee - repOoBble ONaHKU) SBISAIOTCA MOJIUTpaduuecKon
MPOAYKLUENW CTPOrOl OTYUETHOCTH.

I'epboBbie OJlaHKM M3rOTaBIMBAIOTCS  TOJBKO MOJIUTPapUUYECKUMH M IITEMIIEIbHO-
IPaBEpHBIMU MPEANIPUATHAME 110 3aKka3y AamuHucTpanuu Hapo-®oMuHCKOro MyHHIIUIIAIBHOTO
paiioHa.

(B pen. Ne 606-p ot 30.12.2016)

2.2.3. Oprasm3anuio padOTBl 1O HM3TOTOBICHUIO H y4eTy TepOOBBIX OJIaHKOB
Anmunuctpanuu Hapo-®oMHHCKOTO MyHUIIMIIAIEHOTO paiOHa OCYIIECTBIISIET OOLIUI OTe:

- MIOJIy4aeT 3asBKH Ha U3rOTOBJIEHUE OJIAaHKOB IOKYMEHTOB, a TaKXke, PU HEOOXOJMMOCTH,
uX 00pasubl (MakeThl);

-ohopmIIsieT 3aKa3bl Ha U3TOTOBJIEHUE TIeYaTHO-01aHOYHON MPOAYKIIUY B TUHIOTpaduu;

-OCYIIECTBIISIET TOJYYEHHE, YYeT TMOCTYIUICHHs OJaHKOB M Bbady  paOOTHHKaM
Anmunuctpanuu Hapo-OOMUHCKOTO MyHUIIMTIATIBLHOTO paiilOHa U OTPACTIEBBIX OPTraHOB.



2.2.4. T'epOoBble Omanku moziexar ydery. Ha HuX Ttunorpadckum crocobom wuiu
CHEeIHATBHBIM HYMEpPATOpOM TPOCTABISIFOTCS YYETHBIC TOPSAKOBBIE HOMEpa. Y4YeT repOOBBIX
ONaHKOB BeNETCS pa3lelibHO IO BHAAaM OJIAaHKOB B JKypHajle ydera OJAaHKOB JOKYMEHTOB
(mpuosxkerue Nel() mpu 3TOM UCTIOIB3YIOTCS CISAYIONINE PEKBU3UTHI:

IIPU NTOCTYIJIEHUH OJIAHKOB:

- HAMMCHOBAHKE BUa TepOOBOTO OJIaHKA;

- JlaTa OCTYIUICHHUs, HOMEP CONPOBOIUTEIHHOTO TOKYMEHTA,

- HAMMCHOBAHHE OPTaHU3aIUH - TIOCTABIINKA TepOOBBIX OJIAHKOB;

- KOJIMYECTBO SK3EMILISIPOB, HOMEpa repOOBBIX OJaHKOB;

IIPH BbIJIa4e OJJAHKOB:

- HAMMEHOBaHME BHJIa TepOOBOTO OJIaHKA;

- KOJIMYECTBO IK3EMILISIPOB;

- HOMepa repOOBBIX OJIAHKOB;

- HaUMEeHOBaH#ue oTpacieBoro oprana, @. M. O. nomydarens repOOBbIX OJIaHKOB;

- pacrucKa B IMOJIy4eHUH,

-npuMevanue (0OTMeTka 00 YHUYTOKEHUH U T.1.).

2.2.5. BBenenne B oOparieHue Mo Mepe HEoOXOAWMOCTH HOBBIX T'epOOBBIX OJAHKOB
OCYILECTBIISICTCS 110 paspelneHuto (mopyueHuro)  Pykooaurens AmmunaucTpanuu Hapo-
DOMHUHCKOTO  MYHHUIMIIAIBHOTO  paiioHa, O(GOPMICHHOTO B  BHJIEC  PACHOPSHKCHUS
Anmunuctpanuu Hapo-®oMHHCKOTO MyHHUIIMTIAIEHOTO PalioHA.

(B pen. Ne 606-p ot 30.12.2016)

2.2.6. KoHTpoIb 32 U3rOTOBJICHUEM T'epOOBBIX OJAHKOB, YUET M BblJaua UX CTPYKTYPHBIM
MOJPA3/ICIICHUSIM BO3JIararoTcs Ha OO OT/Ie.

2.2.7. KoHTponb 3a y4eToM, HUCIOJb30BaHUEM M XpaHEHHEM TrepOOBBIX OJIAHKOB B
OTpacieBBIX OpraHax BO3JIATaeTCsl Ha CHEIHAINCTa, HA3HAUYEHHOTO  PaCIOpsKCHHEM
PYKOBOJUTENS OTPACIIEBOTO OpraHa.

2.2.8. I'epOoBbIe OJITaHKH BBIIAOTCS OOIIMM OTACIIOM B OTPACIICBBIC OPTaHbl U PaOOTHUKAM
Anmunuctpanuu Hapo-®oMUHCKOTO MyHHUIIMIIATHHOTO pailoHa IO/ POCIHCH U PETUCTpAIUel B
KypHaje ydera OJJaHKOB JOKYMEHTOB.

2.2.9. B orpacieBbIx opraHax repOoBble OJIaHKH MCIIOJB3YIOTCSA CTPOTO 1O Ha3HAYEHUIO U
XpaHATCS B HAJICKHO 3aMpaeMbIX Kadax.

2.2.10. TTepenaua repOOBBIX OJIAHKOB JPYTUM OpTraHMU3AIMSIM U JTUIAM HE JOMYCKAETCs.

2.2.11.0t1pacneBble OpraHbl BO3BPAILLAIOT UCIIOPUYEHHbIE U HEBOCTpeOOBaHHbIE TIepOOBbIE
OnaHku B OOUIMII OTHOEN MO aKTy, COCTaBJICHHOMY B 2 DK3eMIUIsApaxX, OJAUH XpaHUTCS B
0TpaciIeBOM OpraHe, BTOpOH - B 00IIeM OT/ere.

2.2.12. YHUYTOXEHHE HCIOPUYCHHBIX OJAaHKOB MPOU3BOAUTCA OOIIMM OTIEIOM  Ha
OCHOBAHMHU aKTa 00 YHHUYTOXXCHHH WCIIOPYCHHBIX TepOOBBIX OJIAHKOB C OTMETKOW B JKypHale
UCTIOPUYCHHBIX OJ1aHKOB (TiprtoskeHue Nell).

2.3. CocTaB peKBU3UTOB 0JIAHKOB IOKYMEHTOB

B  Anmvunuctpanuu  Hapo-OOMHMHCKOTO  MYHHMIIMIIAIBHOTO  palloHa  yCTaHOBJICH
CIIEMYIONINNA COCTaB PEKBU3UTOB JIJIS KaXKJI0TO BHJIa OJIAHKOB:

2.3.1. lns 6maHKa TOCTAHOBJICHUS, PACTIOPSHKEHUS, IPUKa3a:

-rep0 Hapo-®oMuHCKOro MyHUIIMIIATBHOTO paiioHa;

-HauMEHOBaHUE HCIIOJIHUTENIbHO-PacopsIUTEIbHOTO opraHa  MyHUIHUIIAJIBHOTO
obOpa3zoBaHus;

-BUJ] IOKYMEHTA;

-MECTO COCTaBJIeHUs (M3/IaHUs) TOKYMEHTA,;

-OTMETKU JJI MPOCTAaBJICHUS AaThl U PETUCTPALTMOHHOTO HOMEPA.

2.3.2. Ins GnaHKa MAChMa UCIIOJIHUTEIIBHO-PACTIOPSIUTEIFHOTO OpraHa MYHHUITUTIATLHOTO
o0Opa3oBaHuUs:



-rep6 Hapo-®omMHHCKOro MyHHIIMIIATBHOTO paiioHa;

-HAaUMEHOBAaHUE  HUCIOJHUTENIBHO-PACIIOPAAUTENBHOTO  OpraHa  MYyHMLUIAIBHOTO
oOpa3zoBaHusi;

-CIIPAaBOYHbIE JaHHbIE 00 HCIOJIHUTEIBHO-PACTIOPAIUTEILHOM OpraHe MyHHMLUIAIBHOTO
oOpa3oBanus (MOYTOBBIA aapec, HoMepa TenedoHa, TenedoHa-¢pakca, aapec dSIEKTPOHHOU
IIOYTBI, UHTEpHET-CaiiTa u Ipyrue CBeIeHus);

-OTMETKH JJIsl IPOCTABJICHUS AAaThl U PErHCTPALMOHHOTO HOMEPA,

-OTMETKH ISl CCbUIKM Ha UCXOJSIIMI HOMEP U 1Ty JOKYMEHTa aJpecaHTa.

2.33. Jlna OmaHka 1nMCbMa JOJDKHOCTHOTO JHLa (pyKOBOIUTENS, 3aMECTUTENS
PYKOBOJUTENS UCIIOJIHUTEIbHO-PACIOPSIAUTENIEHOIO OpraHa MyHHUIIMIIAIBHOTO 00pa30BaHus):

-rep6 Hapo-®oMHHCKOr0o MyHHIMIIATBHOTO paiioHa;

-JI0JKHOCTD JIMLIA, TOANKCABIIEr0 J0KYMEHT;

-HaMMEHOBAaHUE  HUCIOJHUTEIBHO-PACTIOPAAUTEIBHOTO  OpraHa  MYHHMIUIAIBHOTO
00paszoBaHHs

-CIIPaBOYHbIC JaHHBIC 00 HWCIOJIHUTEIBHO-PACTIOPSIUTEIHPHOM OpraHe MYHHIUIAIBHOTO
oOpaszoBaHus (IMOYTOBBIM ajapec, HoMmepa TenedoHa, TtenedoHa-akca, ampec 3IICKTPOHHOU
MIOYTHI, UHTEPHET-CAliTa U IpyTrue CBEICHU);

-OTMETKH JJIs1 IPOCTABJICHUS AAaThl U PEIrUCTPALMOHHOTO HOMEPA;

-OTMETKH JJIsI CCBUIKH Ha UCXOJSIIMN HOMEP M IaTy TOKyMEHTa aJpecanTa.

2.3.4. Jlyia 651aHKa MUCbMa CTPYKTYPHOT'O MOAPA3IeIICHUS:

-rep6 Hapo-®oMHHCKOr0o MyHHUIIMIIATBHOTO paiioHa;

-HaUMEHOBAaHUE  HUCIOJHUTENIbHO-PACIIOPAAUTENBHOTO  OpraHa  MYHMLHUIAIBHOTO
oOpa3zoBaHus;

-HaMMEHOBaHUE CTPYKTYPHOI'O MOApa3/ieIeHHUS;

-CIIpaBOYHbIE ~ JaHHBIE O CTPYKTYPHOM HOJpPA3/ICICHUH  HCHOJIHHUTEIBHO-
pacropsAUTENbHOTO OpraHa MYHUIMIAIBLHOIO 0oO0pa3oBaHMs (IOYTOBBIA ajapec, HoMepa
tenedona, renedona-paxca, aapec AEKTPOHHON MOUTHI, MHTEPHET-CaliTa U JPYTHe CBEACHUS);

-OTMETKH JJIs1 IPOCTABJICHUS AAaThl U PETrUCTPALMOHHOTO HOMEPA;

-OTMETKH JJIsl CCBUIKH Ha UCXOJSIIUI HOMEp | JIaTy TOKYMEHTa aJIpecanTa.

2.3.5. IIpu ucnonp3oBaHuM 001Ier0 GJIaHKa HA HEM YKA3bIBAOTCS CIEAYIOLINE PEKBU3UTHI:

-rep0 Hapo-®oMuHCKOro MyHHUIIMIIATBHOTO PaiioHa;

-HaUMEHOBAaHUE  HUCIOJHUTEIBHO-PACIIOPAAUTENBHOTO  OpraHa  MYHMLHUIAIBHOTO
oOpa3zoBaHus;

-MECTO COCTaBJICHUs (M3aHMs) TOKYMEHTAa,

-OTMETKH JJIsI IPOCTABJICHUS AAaThl U PErHCTPALMOHHOTO HOMEPA.

2.3.6. O6pas31pl 6J1aHKOB TOKYMEHTOB TNPHUBEAEHBI B IpUiIokeHusx Ne 3 - Ne9

2.4. OdopmieHue peKBU3UTOB JOKYMEHTOB

2.4.1. JlokyMeHThI, co31aBaeMble B AaMunucTpanuu Hapo-OoMHHCKOTO MyHHIIUIIAIBHOTO
paiioHa UMEIOT CTa0MIIBHBIN COCTAaB PEKBU3UTOB, UX PACIIONIOKEHHUE U O(POpMIIEHHE.

2.4.2. B Anvunuctpauun Hapo-DOMHHCKOrO MYHHIMIIQIBHOTO paiioHa YCTaHOBJIECH
CJEIYIOIINNA COCTaB PEKBU3UTOB JOKYMEHTOB:

a) repd Hapo-®oMHUHCKOro MyHUIIMTIAIBHOTO PAiOHA;

0) HaMMEHOBaHUE HCIIOJIHUTEIbHO-PACTIOPSIUTENBHOIO OpraHa MYyHHUIUIAJIbHOTO
o0Opa3oBaHus;

B) JIOJDKHOCTD JIUIIA, TTOANKCABIIETO TI0KYMEHT;

I') HOANXCH JOJHKHOCTHOTO JIMIIA;

1) BUJ TOKYMEHTA;

€) MECTO COCTaBJIeHUs (M3/1aHUs) JOKYMEHTAa;

) CIIPAaBOYHBIE JaHHBIE 00 MCIIOJHUTEIBHO-PACIOPSIAUTEIIEHOM OpraHe MyHHUIUIIAIbHOIO
o0Opa3oBaHus;



3) agpecar;

1) Aata TOKyMEHTa;

K) PerHCTPaLMOHHBI HOMEP JJOKYMEHTA;

J1) HAMMEHOBaHHE IOKYMEHTA;

M) TEKCT JJOKYMEHTA;

H) CChUIKA Ha UCXOJSIINI HOMEP U 1aTy JOKYMEHTa aJpecaHTa;

0) OTMETKA O HAJIMYMH MTPUIIOKEHUH;

M) rpud corracoBaHus;

p) Tpud yTBEpKACHUS;

C) BU3a,

T) OTTUCK MEYaTH;

y) OTMETKA O 3aBepEHUU KOIHH;

¢) oTMeTKa 00 UCTIOTHUTETIE;

X) YKa3aHUs M0 UCIIOJIHEHUIO JOKYMEHTA;

1) OTMETKa O KOHTPOJIE IOKYMEHTA;

9) OTMETKa 00 UCIIOJIHEHUHU JOKYMEHTA,

1) OTMETKA O KOH(pUICHIINATBHOCTH.

CocTaB peKBHU3UTOB KOHKPETHOTO IOKYMEHTA OTPEENIAETCS €ro BUIOM U HA3HAYCHHUEM.

2.4.3. KpomMe mepeunciieHHbIX PEKBU3UTOB, TPU MOATOTOBKE JOKYMEHTOB M B IpOIECCE
paboThl ¢ JOKYMEHTAaMU MOTYT HCIIOJIB30BAThCS JIPYTrHEe PEKBU3UTHI, HAlpUMeEp, OTMETKA O
NOCTYIUIEHUU JAOKyMeHTa B Aamunuctpauuio Hapo-DoMUHCKOrO MyHULIMIIAIBHOTO paiioHa;
otMmeTkH «CpouHoy, «OnepatuBHOY, «[loqyIeKuT BO3BpaTy» U Ap.

2.5. [IpaBuJa ogopmiieHusi peKBU3UTOB JOKYMEHTOB

B npomecce moAroToBKM TOKYMEHTOB HEOOXOIMMO COOJIIOJATh CIEAYIOLIMe MpaBUia
odopmIIeHUSs 0053aTENbHBIX PEKBU3UTOB.

2.5.1. I'ep6 Hapo-®PoMHUHCKOro MyHULIMIIAILHOTO PaiioOHa.

N3o06paxenne I'epba Hapo-DOMHUHCKOrO MYHHULMIAIBHOIO palioHa MOMELIAIOT Ha
repOOBBIX OJIaHKaX JOKYMEHTOB B cooTBeTcTBUM C Ilonoxenuem o I'epbe MyHUIIMIAIBHOTO
obpazoBanus - Hapo-domuHckuii paitoH MOCKOBCKO# 001aCcTH.

Ha Omankax nokymentoB ['ep6 Hapo-domuHCKOro MyHHIMIAIBHOTO paiioHa (nanee -
rep06) wu300pakaeTcsi B MHOIOLIBETHOM M  OJHOLBETHOM BapuaHTe, H300paxxeHue repda
IIOMEIIAeTCsl Ha BEpPXHEM Iojie OJlaHKa JOKYMEHTa MOCEpeAMHE 30HBI, 3aHATON PEKBHU3UTOM
"HaumeHoBaHME UCIOIHUTENbHO-PACIOPAIUTENLHOTO OpraHa MyHHUIIMIAIbHOTO 00pazoBaHus"
WIH «J]0JPKHOCTD 1A, MOANNUCABIIETO TOKYMEHT.

2.5.2. HammeHOBaHHWE WCIOJIHHUTEIBHO-PACTIOPIIUTEIHLHOTO OpraHa MYHHIUIAIBHOTO
00pa3oBaHus, CTPYKTYPHOTO MOAPa3ACICHHUS.

HaumenoBanue HCIIOJTHUTENIbHO-PACIOPAIUTETEHOTO OpraHa  MYHUIUIAJIBHOIO
00pa3oBaHus, CTPYKTYPHOTO IMOJpa3/eieHnss - aBTOpa JIOKyMEHTa, IoMellaeMoe Ha OiaHKax
JIOKYMEHTOB, JIOJPKHO COOTBETCTBOBATh €ro OQUIIMAIbHOMY HAaMMEHOBAHHUIO, YCTAHOBJICHHOMY
MI0JIO)KEHUEM O HEM.

[Ipyu HanMUUUK COKPAILIEHHOTO HAMMEHOBAHMS €T0 MOMEIAI0T B CKOOKaX HUXKE MOJTHOTO.

2.5.3. HaumeHoBaHMe JOJDKHOCTH JIUIA, TIOIMCABIIETO JOKYMEHT.

HaumeHoBaHue AOMKHOCTH JIMIIA, MOJIHMCABIIEr0 JOKYMEHT, yKa3bIBaeTcsl B OJlaHKax
IHUCEeM JIOJDKHOCTHBIX JuIl (Onank muchMma PykoBoaurenst Anmunuctpanuu Hapo-®oMuHCKoro
MYHUIIMIIAJILHOTO paiioHa, O1aHk nuckMa [lepBoro 3amecturens PykoBoauTens u 3amMecTuTenen
PykoBonurenss Anmunuctpanuu Hapo-DoMHUHCKOrO MyHHLMINAIBHOIO paloOHa, JIPYrHX
JOJIKHOCTHBIX JIUL, UMEIOIINX MPaBO UCMOIb30BaTh IOJKHOCTHBIE OJaHKH).

HaumenoBaHue NOKHOCTM JIMLa yKa3blBaeTCs HaJ HAMMEHOBAaHUEM MCIIOJIHHUTEILHO-
pacropsaUTENbHOI0 OpraHa MyHUIIUIIAIBHOTO 00pa30BaHMsL.

2.5.4. CripaBouHbBIC JaHHBIE.



CrpaBouHbIe AaHHBIE 00 HMCIOJHUTEIHHO-PACHOPSIUTEIIFHOM OpraHe MYHHULUIAIBHOTO
o0pa3oBaHMsl WJIH CTPYKTYPHOM MOJpPA3AEICHUN YKa3bIBalOTCS B OJaHKaxX MUCEM U BKIIOYAIOT
B ce0st:

MIOYTOBBIN ajpec,

Homep Tenedona, daxca,

oUIHMANBHBINA apec AIEKTPOHHON MOYTHI,

UHTEPHET-a/IpeC U APYTUe CBEACHUS 110 YCMOTPEHUIO UCTIOIHUTEIbHO-PACTIOPSAUTEIBLHOTO
OpraHa MyHHIIMIIAILHOTO 00pa30BaHUs WIN CTPYKTYPHOTO MOAPA3/ICICHHUS.

2.5.5. HammeHnoBaHue BUa TOKYMEHTA.

Hcnone3ytorcs  cienyroue  HaMMEHOBAaHUS ~ OCHOBHBIX — BHJIOB  JJOKYMEHTOB:
[IOCTAaHOBJICHUE, pPACIOpsHKEHHUE, IPHKa3, IMPOTOKOJI, AakT, CHpaBKa, CIyXeOHas 3amucka,
JOKJIagHasi 3amicKa, OOBSCHUTENbHAs 3alWCKa, IUIaH, OTYET, 3asBJICHHE, MUCHMO, JIOTOBOP
(cornamienue)

HaumenoBanne Buma wusmaBaemoro jgokymenta (I[IPUKA3, TIPOTOKOJI, AKT)
BKJIIOUAETCsl B OJIaHK COOTBETCTBYIOILLIETO BHUJA JOKYMEHTOB HWJIM YKa3bIBa€TCSl COCTABUTEJIEM
MIPU MOATOTOBKE IOKYMEHTA.

HaumeHnoBanue Bu1a M pa3HOBUIHOCTH JIOKYMEHTA HE YKa3bIBACTCSI B MUCHhMaX.

2.5.6. Mecro cocraBienus (M31aHUs) TOKYMEHTA.

MecTto coctaBiienus Ui u3ganus gokymenTta (r. Hapo-d@omuHck) yka3biBaeTcs B OJlaHKax
JOKYMEHTOB, 32 UCKJIFOUEHUEM OJIAaHKOB ITHCEM.

2.5.7. Jlata nokymeHTa.

JlaToli JIoKyMeHTa SBJSI€TCsl JaTa €ro MoanucaHus (IIpUKasbl, paclopsbKEeHUs, MHUChbMA,
JOKJIaHbIe, CIy>KEOHbIE 3amUCKU, aKThl WU Jp.), YTBEPKICHUS (MHCTPYKIUS, IOJIOKEHHE,
npaBWia, pEriJaMeHT, IUIaH, OT4YeT M JAp.), COObITHA, 3aUKCUPOBAHHOTO B JIOKYMEHTE
(mpotokom). Dtambl co3aaHusd, OQGOpPMIICHHs, WCIOIHEHUS JIOKYMEHTOB (COrjacoBaHue,
BU3UPOBAHUE, YTBEPKACHHUE U T.J.) TaTUPYIOTCS.

Jlata NOKyMEHTa TIPOCTABJIAETCA JODKHOCTHBIM JIMIIOM, IOANMCHIBAIOIIUM WM
YTBEPKAAIOMIUM JOKYMEHT, WIM OOMIMM OTAEJIIOM TIpU PErUCTpallMM JOKYMEHTa, WU
HEMOCPEJCTBEHHO COCTABUTENEM IIPH MOJATrOTOBKE JOKYMEHTA (JOKJIaaHas, CIy)KeOHas 3almcKa,
3asiBJICHUE U Jp.).

JlaToif JMOKyMeHTa, M3aBaéMOro COBMECTHO JBYMsI WM OoJjiee OpraHaMu YyIpaBlI€HUS,
ABJII€TCS aTa Oosee Mo3JHel MOANKCH.

JIOKyMEHTBI BCTYIAIOT B CHJIy C AaThl UX MOANHUCAHMS (WIN YTBEPXKACHHUS), €CIM B UX
TEKCTEe WJIN 3aKOHOAATEIbCTBOM HE MPETyCMOTPEH HHOM MOPSI0K BCTYIUIEHHS UX B CHITY

Haty noxkymeHTa opopMIIsOT apabckuMHU LMdpaMu B MOCIIEA0BATEILHOCTH: JIeHb MecsIa,
Mecsll, rof. JleHs Mecsma u mecsi oQpopMIISIOT ABYMS mapaMu apaOckux 1nudp, pa3aeneHHbIMU
TOYKOM; roJ] - 4eTelpbMsl apadckumu nudpamu: 18.01.2010.

JlomyckaeTtcsi ciioBecHO-LU(poBO# criocod odopmiieHus aaTel, Hanpumep: 18 suBaps 2011
T.

[Ipm ccpulke B TEKCTe Ha HOPMATUBHBIM IPAaBOBOM AaKT WM HMHOW JIOKYMEHT Jara
odopmisiercs creayomuM obpa3zom: "moctaHoBieHue... oT 21.07.2011 Ne..." "mmcbMmo... OT
12.08.2011 Ne...".

Ecnu nmopsiikoBelii HOMEp Mecsla WM YUCIa COCTOMT M3 OJHOHM IM(pPHI, TO Nepea HUMHU
NpoCTaBisieTcss Hob, HanpuMmep, 08.05.2011.

ITpu 0003HauUEHNH B JOKYMEHTaX BPEMEHHOTO MepHoja, Hanpumep, miad Ha 2011-2013rr.,
BTOPOH T0Jl CIelyeT YKa3bIBaTh MOJHOCTHIO, @ HE ABYMs MOCIEAHMMHU IHppamu. BpemeHHo#
Mepuol MOXKET OBITh BBIpAXEH C TMoMoImbio mnpemioroB "c", "mgo", "mo" (06e3 croBa
"BKIIFOUUTENHHO") UJIH CIIOB MO COCTOSHUIO Ha...", Hanpumep: "¢ 2011 mo 2013 rr.", "3a mepuon
¢ 01.08.2011 mo 31.12.2013", "mo coctostauto Ha 15.07.2011". CnoBo "rox" coxpaiaercs
TOJILKO B COYETAHUU C IU(paMu, HE JAOMycKatoTcs cokpameHus "c.r." u "r.r.". [Ipu BrimoueHnn
B JIaTy KOHKPETHOT'O MecsIia cJIoBO ""MecsI" He yKa3biBaeTcs, Hanpumep: "B HosiOpe 2010 roma",
a He "B HOA0pe Mecsne 2010 roga". CnoBo "kBapran" B aTe He COKpallaeTcs, HOMep KBapTaia



o0o3Hauaercss puMckoil 1udpoii, Hanpumep: "B I xBaprane 2011 roga". Homep nomyronus
nuiiercs cioBamu ''B nepsom nosryroauu 2011 roga".

2.5.8. PerucrpanvioHHbIi HOMEp JOKYMEHTA.

Peructpanmonnsiii HOMep JOKyMeHTa — IudpoBoe 00O3HaUY€HHWE  IPHUCBAUBAEMOE
JOKYMEHTY IpH €ro PEerucTpanuu, COCTOMT M3 €ro IMOPSIKOBOIO HOMEpa, KOTOPBIM MOXHO
JOTIOJNHATh MHJEKCOM JieJla 1O HOMEHKJIarype [en, uHbopMmanued o0 KOpPPECIOHICHTE,
UCIIOJIHUTEISAX U JIp.

Peructpanmonnbsiii  HOMEp MNpUCBAauMBaeTCs JOKYMEHTY IIOCIE €ro MOJIMUCAHUsS

(yTBEpKIaECHUS).
PerucrpaninoHHblii HOMEp JOKYMEHTA, U3laHHOI'0 COBMECTHO, COCTOMT U3 Pa3/elIECHHBIX
KOCOM YepTOM pErucTpallMiOHHBIX HOMEpPOB, MPUCBOCHHBIX OpraHMU3alMsIMH - aBTOPaMU

JIOKYMEHTa - M PACIIOJIOKEHHBIX B IIOCIEAOBATEILHOCTH, COOTBETCTBYIOIICH 0003HAYCHHIO
HaMMEHOBAHMM OPraHU3alUi B 3ar0JIOBOYHOM Y4aCTU JOKYMEHTA.

2.5.9. Ccpiika Ha UCXOASIINN HOMEDP U ATy JOKYMEHTA aJ[pecanTa.

Ccbulka Ha MCXOJSIIMN PETUCTPAIMOHHBIM HOMEpP W JIaTy JOKYMEHTa aJpecaHTa
BKJIFOYACTCS B COCTaB PEKBU3WTOB OJIAaHKA IMHChbMa W IPOCTABJISETCS WCIOJHUTEIEM IpHU
IMOJITOTOBKE IMHUCHbMa-0OTBETA.

PexBu3ut "Ccbulka Ha pErucTpallMOHHBIA HOMEpP M JaTy JOKyMEHTAa" MCHOJIb3yeTcs
TOJIBKO B T€X BHJAX JOKYMEHTOB, KOTOpPBIE SBJISIIOTCS OTBETaMH Ha 3ampoc (ITMChMO, CIIpaBKa,
JIOKJIaJHas 3alucKa, aKT, 3aKjiaouyeHue, 0030p u T.4.). CBeleHHUsS B PEKBU3UT IEPEHOCITCS C
MOCTYIUBIIETO TOKYMEHTA.

Hannuue sTOoro pexBHU3WTa HUCKIIOYAeT HEOOXOAMMOCTh YIOMHHAHUS HOMEpa M JaThl
MOCTYIUBIIETO IOKYMEHTA B TEKCTE MUChMA.

2.5.10. Anpecar.

JIOKyMEHTBI aJI[peCylOT B OpraHbl BJIacTH, OPraHU3alUsM, JOHKHOCTHBIM JIHMIIAM,
OTpacJIeBbIM OpraHaM, GU3MUECKUM JIUIIAM.

[Ipu agpecoBaHmu JOKyMEHTA B OpraH BJIACTH, OPTAaHHU3AIMIO WM OTpaciieBoi opraH (0e3
yKa3aHUs JOJDKHOCTHOTO JMIa) MX HAMMEHOBAaHUS TMHUIIYTCS B HWMEHHUTEIBHOM MaJeiKe,
Harpumep:

Amnmnapar [IpaButenbcTBa
MockoBckoii obmactu

150305
AJIMUHUCTpaUHs
TOpPOJICKOTO NOCeNIeHHs] ATipesieBKa

IIpn HanpaBieHMM [JOKYMEHTa KOHKPETHOMY JOJDKHOCTHOMY JIMIY HAauMEHOBaHME
OpraHM3alil U OpraHa yKa3bIBaeTCsl B UMEHUTENILHOM MaJexXe, a JOJKHOCTh U (paMuimus - B
JATEIIbHOM.

[Ipu anpecoBaHnU TOKYMEHTa PYKOBOAMTENIO OpraHU3allid HaUMEHOBAHME OpraHU3aluu
BXOJIUT B COCTaB HAMMEHOBAHHUS JIOJKHOCTH aJpecara, HAMMEHOBAHNUE JTOJKHOCTH YKa3bIBA€TCS
B JIaT€JILHOM IaJIeKe, HalpuMep:

I'enepasibHOMY JUPEKTOPY
000 «Tpyn»
B.1. NBanoBy

Ecnu nokyMeHT oTmpaBiisieTcsi B HECKOJIBKO OJJHOPOJIHBIX OPTraHOB WM OpTaHU3alMi, UX

HalMEHOBAHHUS YKa3bIBAIOTCS 000OIEHHO, HATPUMED:

['maBaM ropoJICKMX U CEIbCKUX MOCEIEHUN
Hapo-®oMHUHCKOTr0 MyHHUITMITAIBHOTO palioHa



NI

PykoBoautensiM oTpacneBbiX (()yHKIIMOHATBHBIX ) OPTaHOB
Anmunuctpannu Hapo-domuHckoro
MYHULHNIAIBHOIO pailoHa

JOKYMEHT He JIOJDKEH cojepxkarh Oojee ueThipex aapecaroB. CiioBo «Komus» mepen BTOPBIM,
TPETbUM, YETBEPTHIM aJipecaTaMH He yka3biBatoT. [Ipu OonblioM Yuciie aipecaToB COCTaBISIOT
CIIMCOK PACCBhUIKH JIOKYMEHTa

B pekBusure "Apapecar" AomycKaeTcsi HMCMOJB30BaTh  O(PHIMAIBHO  MPHHSTHIC
COKpallleHHblE HAWMEHOBAHMS OPraHOB TOCYJAapCTBEHHOM BJIACTH, OPraHOB MECTHOTO
caMOYIpaBJICHUS, OPraHU3aALUH.

[ToutoBbIil aapec B coctaBe pekBu3uTa "Anpecar" yka3blBaeTcs B IOCJIEI0BATEIBLHOCTH,
ycraHoBieHHOH [IpaBuamu okazaHusi yciayr MOYTOBOM CBSI3U.

Ecnm muceMo agpecyercst opraHu3aly, YKa3bIBalOT €€ HAMMEHOBAHHE, 3aTE€M IOYTOBBIN
ajZipec, Harpumep:

000 «Tpyn»
1-i1 loposxHbiii Tipoe3, 1. 6a, Mocksa, 117545

[Ipu agpecoBaHMM JOKyMEHTa (PU3NYECKOMY JIMIy YyKa3blBalOT (PAMMIIMIO M HWHULUAJbBI
II0JIy4aTellsd, 3aTeM IIOYTOBBIN aIpec, HallpUMep:

XpamuoBy B.H.
yi. [Iponerapckas, 1. 5, kB. 36
r. Hapo-®omunck, MockoBckast o6macts, 143300

IlouroBeIli azxpec HE yKa3bIBaeTCsl B JOKYMEHTaX, HAaIpaBIISIEMbIX B BBICIIME OPIaHbI
rOCyIapCTBEHHOW  BIIACTH, Jpyrue ¢eaepaibHble OpraHbl HCIOJHUTENBHONM  BJIACTH,
TEepPUTOpUANIbHBIE OpraHbl (elepaJbHOr0 OpraHa HCIOJHUTENBHOW BIacTH B CyOBEKTax
Poccniickoit denepanyuu, NOCTOSHHBIM KOPPECIIOHAEHTAM.

IIpn anpecoBaHMM JOKYMEHTa JOJDKHOCTHOMY JIMIy WHMIMAIBl CTaBITCS TEpen
bamunuei, npy aapecoBaHUM YaCTHOMY JIMILY - TIOcie paMHIINN.

Crpoku pexBusuta "Agnpecar" LEHTPYIOTCS OTHOCUTEIBHO CaMOM JJIMHHOW CTPOKH WIIU
BBIPaBHUBAIOTCSI 110 JIEBOMY Kparo.

2.5.11. HaumeHoBaHH€e JOKYMEHTA.

HaumeHoBaHue nOKyMeHTa - KpaTKO€ COJAEp)KaHME (3aroJIoBOK K TEKCTY) JAOKYMEHTa -
COCTaBIISIETCS KO BCEM JIOKYMEHTaM, 3a HCKIIOUEHHUEM JOKYMEHTOB, HMEIOIIUX TEKCT
HeOobIoro oobeMa (70 4 - 5 CTpoK).

3aroJoBOK K TEKCTY JAOKYMEHTa JOJDKEH ObITh KPaTKUM, TOYHO IEpeaaBaTh COAEp)KaHUEe
JIOKYMEHTA. 3arojoBOK K TEKCTY COIJIaCOBBIBAE€TCS C HAMMEHOBAHHEM BUJA IOKYMEHTA.

Hamnpumep:

[Tpuxkas (o yem?) "OO0 yrBepxaeHuu [lonoxxeHus o 3amuTe NEPCOHATBHBIX JAHHBIX ..... "

[TuceMmo (0 yem?) "OO6 oka3aHUH KOHCYIBTATUBHOM MTOMOIITH".

[IpaBuiia (uero?) BHyTpEeHHET0 TPYIO0BOIO paclopsaka.

3aroJIoBOK COCTaBJISIETCSI UCIIOJIHUTENEM, TOTOBSIIIMM ITPOEKT JOKYMEHTA.

3aroyioBOK K TEKCTY oopmiisercs Mo peKBU3UTaMH OlaHKa. 3aroJioBOK K TEKCTY MOXKET
3aHUMaTh 4 - 5 cTpok 1o 28 - 30 3HaKoB B CTpoKe. B mpoekTax HOpPMAaTHUBHBIX MPABOBBIX aKTOB
U pacHopsIUTENIbHBIX 3arojOBOK K TEKCTY O(QOpMIISETCS MO IIUPUHE CTPAaHULbI HaJ] TEKCTOM
[IEHTPOBAHHBIM CITOCOOOM.

K Texcry nokymenToB, opopmieHHBIX Ha OnaHkax (opmaTta AS, U OTBETaM Ha OOpaIIeHUS
IpaX<JaH 3aroJIoBOK, KaK IIPaBUIIO, HE COCTABIIAETCSI.
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2.5.12. TekcT nOKyMeHTa.

TexkcT noKyMeHTa M3yaraercsi PyCCKUM JIMTEPATYPHBIM S3BIKOM C YU4E€TOM OCOOEHHOCTEH
o(pUIIMaNBbHO-EIOBOTO CTHJIS, BHJA JOKyMEHTa M €ro Ha3HaYeHHs B YIPABICHYECKOH
nesitenibHOCTH. CoJiepyKaHue JAOKYMEHTa JOJIKHO OBbITh M3JI0KEHO KpPaTKO, JIOTUYHO, TOYHO U
SCHO.

TekcT noikeH coaepx aTh TOCTOBEPHYIO U apTyMEHTHPOBAHHYIO HH(OPMALIHIO.

TekcTbl TOKYMEHTOB 0()OPMIISIFOTCS B BUEC AaHKETHI, TAOJIUIIBI, CBSI3HOT'O TEKCTA WJIA B BUJIC
COEIMHEHUS ITUX CTPYKTYP.

CnnomHoOM CBSI3HBI TEKCT JOKYMEHTAa COJEPKUT TIpPaMMaTU4eCKM U JIOTUYECKHU
COIJIacOBaHHYIO MH(MOpMaLIKIO 00 YIpaBIE€HUYECKUX JCUCTBUSAX U MPUMEHSETCS IPU MOATOTOBKE
MOJIOKEHUM, MHCTPYKLMH, MPaBHWJI, MMOCTAHOBJICHUM, PacCHOPSKEHUW, MPUKA30B, MPOTOKOJIOB,
aKTOB, JOTOBOPOB, KOHTPAKTOB, COTJIALIEHUH, JOKJIAHbIX 3alIUCOK, TMCEM, CIIPABOK U T.J.

CBsi3HBIA TEKCT COCTOMT U3 JByX uacTted. B mepBoi, KOHCTaTupymoolied yactu
YKa3bIBalOTCA IPUYUHBI, OCHOBAHUA, LEIM COCTaBIICHUsS JOKyMeHTa. B 3Toil wyactu mnpu
HEO0OXOMMOCTHU J0JKHA ObITh YCTaHOBJIEHA B3aUMOCBSI3b C paHEE M3AAHHBIMU HOPMATHBHBIMU
aKTaMM WIM JPYTMMH JOKYMEHTaMu [0 JaHHOMY BOHNpocy. B TekcTe JOKyMEHTOB,
IIOATOTOBJICHHBIX HA OCHOBAaHUM WM BO UCIOJHEHHE paHEE W3JaHHBIX JOKYMEHTOB,
YKa3bIBalOTCA UX PEKBU3UTHI: HAMMEHOBAHUE JOKYMEHTa M IOCYJapCTBEHHOI'O OpraHa-aBTopa,
JlaTa, peruCTPalMOHHBIA HOMED, 3ar0JIOBOK K TEKCTY.

Bo BTOpoii, 3aKiOUMTENBHOW YAaCTH U3NATalOTCS PEIIEHUs, BBIBOJBL, MPOCHOBI,
IIPEIOKEHUS, PEKOMEHAALINH.

Ecnu conmepxkanue NOKyMEHTa HE HYXJIAETCS B MOSCHEHUM UM OOOCHOBAHHH, TO TEKCT
MOXET COJEPKATh TOJBKO 3aKJIIOYUTEIbHYI YacTh, HAIIPUMED: IPHUKA3bI - PACHOPSAUTEIBHYIO
qyacTh 0€3 KOHCTAaTHPYIOIIEH; MUChMa - TPOCKOY 0e3 MOSICHEHUS; CTIPaBKU, JOKJIAHbIE 3aMHUCKH -
OLIEHKY (DaKTOB, BEIBOJIBI.

Ecnu TekcT colepKUT HECKOJIbKO PELIeHUH, BHIBOJOB U T.J., TO €r0 MOXHO pa30MBaTh Ha
paszenbl, MojApasJenbl, MyHKThl M IMOAIYHKTHI, KOTOpblE HYMEpYIOTCs apaOckumu Ludpamu,
pa3fieNieHHbIMH TOYKaMH. Pazfensl W mojapasfenbl MOTYT MMETh 3arojIOBKH (TIOA3aroJIOBKH),
KOTOpbIE MHIIYTCA C 3ariaBHOM OykBbl. Todyka B KOHIIE 3arojIOBKOB U IOJ3arojOBKOB HeE
npocTaBisieTca. TeKCT MyHKTOB W MOAMYHKTOB MUILIETCS ¢ MPOMUCHOW OYKBBI U 3aKaHUYMBAETCS
TOYKOM.

IIpy NOATrOTOBKE [IOKYMEHTOB, COCTaBJICHHBIX [0 OJHOTHUIIHBIM, ITOBTOPSIOIIUMCS
cuTyauusM  (NpUKa30B 1O JIMYHOMY  COCTaBy, JIOTOBOPOB, KOHTPAakTOB, aKTOB,
CONPOBOJUTENBHBIX M TapaHTUMHBIX [HCEM, NPETEH3UM, 3asiBOK, 3aKIOYEHUH U T.J.),
UCIOJIB3YIOTCSl YHU(HUIIMPOBaHHBIE (GOPMBI € Tpa(apeTHbIM TEKCTOM.

IIpn moATrOTOBKE TOKYMEHTOB PEKOMEHIYETCS IPUMEHSITh:

-TEKCTOBbIE PEAAKTOPHI ¢ UCHOIb30BaHuEM mIpu(ToB Times New Roman,;

-kerenb: 12 nt, 13 01, 14 0t (MyHKTOB) B OCHOBHOM TEKCTE, 12 NT B CHOCKAX;

-MEKCTPOYHBIA NHTEPBAJ: OJAMHAPHBIN U MOJYTOPHBI;

-paccTaHOBKY IIEPEHOCOB — aBTOMATUYECKYIO;

-(popMaTHpPOBAHUE OCHOBHOT'O TEKCTA M CCHUIOK — B MIAPAMETPE «I10 IMIUPUHE;

-1BeT mpudTa — YepPHBIH;

-KpacHyIo CTpoKy — 1,25 cm.

TekcThl JOKYMEHTOB M3JIaratoTcs OT:

1-ro numa eAUMHCTBEHHOTO 4YHCINA: MPUKA3bIBal0... IMOATOTOBUTH M TPEACTaBUTH Ha
paccMOTpeHue; IPOIy PACCMOTPETh BONIPOC 00 YCTAHOBJIEHUH JIbIOTHBIX TapUQOB...;

3-TO JTMIa eIMHCTBEHHOTO YNCa: ... AIIMUHHUCTPAIIHSL. . ... HE CYUTAET BO3MOXKHBIM...;

1-ro nua MHOXXECTBEHHOT'O YMCJIA: MPOCUM NPEACTABUTH JAaHHBIE O...; MPEJCTABIseM Ha
pPacCMOTpPEHME M YTBEpXKJACHME..., B IPOTOKOJAX: CIYWIAIH...; BBICTYNWIH...; PEIIWIN
(mocTtaHoOBUIIN).

B coBMECTHBIX TOKYMEHTax TEKCT M3JararoT OT MEPBOTO JIMIA MHOXECTBEHHOI'O YHCIIA:
IIPUKA3bIBAEM..., PELIMIIN. ..



B Tekcrax 3akoHOIATEIbHBIX U HOPMATHUBHBIX MPABOBBIX aKTOB MUCIOJIb3YIOTCS TJIAroJibl B
¢dbopMe HaACTOAIIETO BpeMEHH, PUIAIOIINe TEKCTY MPEANUCHIBAIOLINN XapaKTep, HalpuMep:

"Bu3za BxitoyaeT B ce0s HAaMMEHOBAHHE JIOJDKHOCTH PYKOBOIUTENSI WJIM €r0 3aMECTUTENS
U JINYHYIO MOANKCH BUSUPYIOIIETO, paciin(poBKy MOAMKUCH U AaTy";

"HopMaTuBHBIC mNpeanucanvs OQOPMISIFOTCS B BHJE IYHKTOB, KOTOpbIE HYMEPYIOTCS
apa0ckuMu udpamMu ¢ TOYKOH U 3ar0JIOBKOB HE UMEIOT".

B Tekcre 1OKyMeHTa, NOATOTOBJIEHHOTO HA OCHOBAaHMM 3aKOHOAATEIbHBIX, WHBIX
HOPMATUBHBIX TPABOBBIX AaKTOB, W3/JaHHBIX OpPraHaMd BIIACTH W YIPAaBIIEHUS, JOKYMEHTOB,
paHee M3JaHHBIX OPraHOM BJIACTU - aBTOPOM JOKYMEHTA, YKa3blBa€TCS HAMMEHOBAHUE BHJIA
JIOKyMEHTa, HAUMEHOBAaHUE OpraHa, M3JaBIIEr0 JOKYMEHT, JlaTa MPUHSATHUS WA yTBEP KICHUS
JIOKYMEHTa, €ro pEerucTpalMoOHHbII HOMEp, a Tak)Ke 3aroJIOBOK JOKYMEHTA, 3aKJIIOYEHHBIN B
KaBbIYKH, HAIPUMED:

"B coorBerctBun ¢ IlocranoBnenuem IlpaBurtenscrBa Poccuiickoit ®@enepanuu ot 13
aBrycra 1997 r. Ne 1009 "O6 yrBepxkaenun [IpaBun moAroTOBKM HOPMATHBHBIX MPABOBBIX
aKToB (heZiepalIbHBIX OPTaHOB UCTIOTHUTEIIBHON BIACTH M UX TOCYJapCTBEHHON perucTpanuu'’;

"B coorBerctBuu ¢ [lonoxeHneM O MOCTOSHHO JEUCTBYIOIICH SKCIEPTHOW KOMHCCUU
YUpEKICHUS, OpraHu3ally, MPEAIPUITHS, YTBEPKIESHHBIM npuka3oM PocapxuBa ot 19 sHBaps
1995 1. Ne 2, ...".

CTpaHuIBl TEKCTa HYMEPYIOTCS apaOCKUMH IU(paMy IOCEPEIMHE BEPXHETO MOJIS.

2.5.13.01MeTKa 0 HATUYHUH IPUIIOKESHUH.

OTmeTKa O MPUIOKEHUHM MCIIONb3YeTCs MPH O(POPMIIEHUU CONPOBOJUTENBHBIX MUCEM U
MPUJIOKEHUH K TOCTAHOBJICHUSAM, PACHOPSIKEHUSIM, IPUKa3aM, IUIaHaM, IPOorpaMMaM, OT4eTam,
JIOTOBOPaM, MOJIOKEHUSIM, MPAaBHJIaM, UHCTPYKIUSAM U IPYTUM JOKYMEHTaM.

B compoBoauTENbHBIX MHUCBMax OTMETKAa O MPUIIOKEHUH OGOpMIISETCS MOJ TEKCTOM
NUChbMa OT TPaHMIIbI JIEBOrO MoJisl. Eciau nmpuiiokeHne Ha3BaHO B TEKCTE MHMCbMAa, B OTMETKE O
MPUJIOKEHUHU YKA3bIBAETCS KOJIMUECTBO JIMCTOB U KOJMYECTBO SK3EMIUISIPOB MTPUIIOKEHUS:

[Ipunoxxenue: Ha 3 1. B 1 2K3.
[Ipy HanMuMM HECKOJBKHUX INPUIOKEHUM B OTMETKE O NPUIIOKEHUU OHU HYMEDYIOTCH,
YKa3bIBAIOTCS HAMMEHOBAaHUS KaXJ0r0 MPUIIOKEHHUS, KOJIMYECTBO JHMCTOB U KOJIUYECTBO

9K3CMILISIPOB:

[Tpunoxenue: 1. 3aknrodyeHne Ha MPOEKT ... HAa 3 JI. B 2 IK3.
2. CnpaBka o 10paboTKe ... Ha 2 1. B 1 9K3.

Ecnu npunoxxenus cOpoIopoBaHbl, TO KOJIMYECTBO JUCTOB HE YKa3bIBa€TCs, HAIPUMED:
[TpunoxeHne: TEXHUYECKOE 33/1aHuE HA pa3paboTKy cuUCTeMbl "DIeKTpoHHas rmouta" B 2 3K3.

Ecnu npunoxeHue HampaBIlIsSiOT HE BO BCE yKa3aHHBIE B JIOKYMEHTE aJipeca, TO OTMETKY O
€ro HaJTu4IuHu OPOPMIISIOT CIEAYIOMUM 00pa3oM:

[Tpunoxenue: Ha 3 1. B 1 5K3. TOJIBKO B MEPBBINA ajapec.

HpI/I OO/BIIOM KOJHUYECTBE HpI/IJ'IO)KeHI/Iﬁ Ha HHUX COCTaBJIACTCA OTJACJIIbHasA OIIMCh, 4 B
JAOKYMCHTC ITOCJIC TCKCTA YKAa3bIBACTCA:

[IpuiioxxeHue: coraacHo ONUcH Ha 3 J1.
Ha mnpumoxeHusx K IIOCTAaHOBJICHUSAM,  pAaCIOPSDKCHUSAM, — IIpUKas3aM, IIpaBuiawm,

MHCTPYKIUSM, MTOJOKEHUAM, INIAHAM, IPOrpaMMaM, IOTOBOpaM U JPYrUM JOKYMEHTaM OTMETKa
O TPUJIOKEHUM IPOCTABIIAETCS Ha MEPBOM JINCTE NMPUIIOKEHUS B MPaBOM BepxHeM yriay. Ecnu
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NPWIOKEHUH HecKoyibko, oHM Hymepyrorcs (IIpunoxenue Ne 1, Ilpunoxenue Ne 2). Ecnun
MPUJIOKEHUE OJIHO, OHO HE HyMepyeTcs. B oTMeTke 0 MpHI0KeHUH yKa3bIBaeTCsl HANMEHOBaHUE
BHJIa OCHOBHOI'O JOKYMEHTA, €T0 JaTa U HOMep:
[Tpunoxxenue Ne 2
K pacrlopsDKeHUI0  AJMHHHMCTpaLUU
Hapo-®omMuHCKOro MyHUIIMITAIBHOTO pailoHa
ot 15.03.2011 Ne 135-p

Honyckaercs Belpaxkenue "[IPUJIOKEHUE Ne" newarars nponucHbiMM OyKBamHu, a
TaKK€ LEHTPUPOBaTh 3TO BBIPAKEHHE, HAWUMEHOBAaHUE JIOKYMEHTa, €ro Jary u
PEruCTPalMOHHBIM HOMEP OTHOCHUTEIIBHO CAaMOM JJIMHHOM CTPOKH.

Ecnu npunoxxeHueM K JIOKYyMEHTY (Hampumep, K IIOCTAHOBJICHHMIO) SIBIISIETCS
YTBEPKAAEMbIH JTOKYMEHT (IIOJIOKEHUE, NpaBUia, UHCTPYKIUS, PErJaMEHT U Jp.), B BEPXHEM
MPaBOM YTJIy MPOCTABISETCS OTMETKA O MPUIIOKEHUU, HIKE - TpU( YTBEPKACHUS TOKYMEHTA,
Hanpumep:

[Tpunoxxenue Ne 1
YTBEPXIEHO
[TocranoBineHneM AMUHUCTPALIUU

Hapo-®omMuHCKOro MyHUIIMITIAIIBHOTO paiioHa
ot 12.11.2010 Ne 2255

[Ipyn yTBepkIeHUM AOKyMEHTAa IOCTAaHOBJIEHUEM, PELICHUEM, IPUKAa30M, IPOTOKOJIOM
rpud yrBepxaenus coctout u3 cino Y TBEPXJIEHO (YTBEPX/IEHA, YTBEPXJIEHbBI nnu
YTBEPX/IEH), HaumeHOBaHMsI YTBEP)KIAIOLIETO JOKYMEHTa B TBOPUTEIBHOM MAJEKE, €ro
matel 1 Homepa. CmoBo "YTBEPX/IEHO" cormacyercs B poxe M 4HCI€ C BUAOM
yTBepkaaeMoro nokymeHrta. Jlomyckaercs B pekBusutTe «['pud yTBepkaeHUS AOKyMEHTa»
LIEHTPUPOBATH IEMEHTHI OTHOCUTEIBHO CaMOM JJIMHHOW CTPOKH, HAIIPUMED:

YTBEPXIEHO
ITocTtanoBneHNEM
Anvunnctpanun Hapo-®omuHCKOro
MYHULHIIAIBHOTO pailoHa

oT Ne

IIpu yTBep)KIEHMHM JOKYMEHTAa HECKOJBKHUMM JODKHOCTHBIMU JIMIAMM HX TOAINUCH
pacrosnaraioT Ha OJHOM YpOBHE.

2.5.14. I'puc cornacoBanus.

CornacoBanne NpOEKTa JOKYMEHTa C JIPYTHMMHU TOCYIapCTBEHHBIMH OpTaHaMH BIIACTH U
OpraHu3allusIMM, HWHTEPEChl KOTOPbHIX B HEM 3aTparuBaroTcs, oQOpMISIOTCS Tpudom
cornmacoBaHus. [IpoekT JOKyMeHTa MOXKET OBITh COTJIACOBAH HEMOCPEACTBEHHO JTOJDKHOCTHBIM
JIMIIOM, TPOTOKOJIOM KOJUIETHAIBHOTO OpraHa MWK CITy>K€OHBIM MTHUCHMOM.

Hamnpuwmep:

COTI'JIACOBAHO
3amecTuTenb MUHUCTPA FOCTUIIMT
Poccuiickoit denepanu

IHoanuce N.0. Gamunus
Jara
COI''TACOBAHO

IIncemo MunkyneTypsl Poccun



o1 26.09.2009 Ne 01-18/115

I'pud cormacoBanms odopmsiercss mox pexkBusutom "Iloamuce" Gnrke K HIDKHEMY TIOJIO
JIOKYMEHTA.

Ecinm conepkaHne JOKyMEHTa 3aTparvBaeT MHTEPECHI HECKOJBKUX OpraHu3aifii, rprQbl
COTJIACOBAHUS MOTYT paclrojararbcsi Ha OTAEIbHOM JIUCTE corjacoBaHus. Ha ocHoBHOM
JIOKYMEHTE B MeECTe, MPEAYCMOTPEHHOM JIJIsi PAcIOJIOKEHHUS TpU(OB COTIACOBAaHMS, ETACTCS
otMmeTka "JIMCT corylacoBanus npusaraercs'.

CorracoBanue JOKyMEHTa OCYIIECTBIISAETCS C:

BBIIIECTOSIIIUMH OPTaHAMHU B CIIy4asiX, IPEyCMOTPEHHBIX 3aKOHO/1aT€IbCTBOM;

(dbenepalbHBIMA OpPraHAMHM HUCIIOJIHUTEJILHON BJIACTH, WHTEPEChl KOTOPBIX 3aTparuBaeT
coj/iepaHue JOKYMEHTAa;

opraHaMy BJIAacTH, OCYIIECTBIISIONIMMH TOCYJApCTBEHHBIH KOHTpOJb (HAa30p) B
oTpeeIeHHOM 00J1aCTH (IKOJIOTHYECKUN, HAJIOTOBBIN U JIp.);

MTOABEIOMCTBEHHBIMH OPTaHU3aLUSIMH;

pu HE0OXOAUMOCTH, C OOIIECTBEHHBIMU OPTraHU3AIUSIMHU.

CornacoBanue TMpoOeKTa JOKYMEHTa TPOBOAUTCA MpPH HEOOXOIUMOCTH  OIICHKHU
000CHOBAaHHOCTH JIOKYMEHTA, COOTBETCTBHS €r0 TIPABOBBIM aKTaM M paHee MPHHITHIM
PEIICHUSM.

[IpencraBisieMble Ha MOANKMCH JOKYMEHTHI BH3UPYIOTCS HCIIOTHHUTENIEM (OTBETCTBEHHBIM
UCIIOJTHUTENIEM) M PYKOBOAHUTENEM OTPAcleBOT0 OpraHa, IJe TOTOBMJCS MPOEKT JOKYMEHTA.
JIOKyMEHTBI, COJEepIKaIhe TOPYyYSHUS KOHKPETHBIM HCIOJHUTENSIM, HWMH JOJDKHBI OBITh
3aBU3HPOBAHBI.

CornacoBaHue TpOEKTa JOKyMEHTa O(OpMIISEeTCS BU30H, BKIIOUAIONICH B ceOs  CIOBO
«COI''TACOBAHOY, HOMKHOCTh BHU3UPYIOLIETO JOKYMEHT, JTHUYHYIO MOJIUCH, paciudpoBKy
MOJNUCH (MHALIAAIBI, (JaMIUTHS) ¥ 1aTy MTOAIMUCAHUS.

3ameuaHusi, 0cOOble MHEHHUS W JIOTIOJHEHHsS] K TMPOEKTY MOKyMEHTa O(OpMISIOTCS Ha
OT/eNIbHOM JHCTE. B 3TOM ciydae Bu3a opopMIiisieTcs CIeAyIOIMMUM 00pa3oMm:

3aMeuaHus NpuaraTcs
HauanpHuK 10rOBOpHO-TIPAaBOBOTO OTIIETA
JIndHas moaAnuch A.C. BanosB
Jara
3amevaHus JOKJIAIbIBAIOTCS PYKOBOIUTEIIO, TIOIMUCHIBAIOIIEMY JOKYMEHT.

2.5.15. Busa.

CornacoBaHue MpOeKTa JOKYMEHTA C JJOJPKHOCTHBIMU JIMIIAMH  0(pOpMIISieTCs BU3OM.

Bu3za Bxirodaer B ce0sl IMYHYIO MOJMUCH, paciiu(poBKy MOANUCH (MHULIKAIBI, paMUIIns)
u jary. Ilpu HEoOXOOMMOCTH yKa3bIBAaeTCs HAaMMEHOBAHWE JOJDKHOCTU JIMIA, BU3UPYIOILEro
JIOKYMEHT, HarnpuMep:

3amectutenb PykoBoauTenss AIMUHUCTpaUN
Hapo-®oMHUHCKOro MyHUIIUIIAIBHOTO palioHa IToxgmnuce n.o.
Damuins
Hara
Ha mpoekrtax mOCTaHOBIEHUN M pacHoOpsDKEHUH, NMPUKA30B  BU3bI IPOCTABIAIOTCS HA
00OpOTHOI CTOPOHE MOCIIEIHEr0 JIMCTa BTOPOTO 3K3EMILIAPA MPOEKTa TOKYMEHTA.
B cinyxeOHbIX mHCbMax BU3bI IPOCTABIIAIOTCS HA KOMUHU JOKYMEHTA, IOMEIAaeMoi B JIEI10,
WIK Ha OOOPOTHOH CTOpPOHE MOCJIETHEro JIMCTa MOJUIMHHHKA, €CIM MHCbMO MEepechlIaeTcs



aapecaty 1o (haKCHUMHIIBHON CBSI3W WM DJIEKTPOHHON TouTe 0e3 JOCHUIKHM IMOJIUHHUKA TIO
oure.

Ha BHyTpeHHMX HH(OPMAIMOHHO-CIIPABOYHBIX JOKYMEHTAX (JOKJIATHBIX, CIYKEOHBIX,
AQHAIUTUYECKUX 3alKcKaX, CIpaBKaXx W Jp.) BHU3bl MPOCTABJISAIOTCA Ha JIMIEBOH CTOpOHE
MIOCJIETHETO JIMCTa JIOKYMEHTA MO/ OIMHUCHI0, OJIMKE K HIDKHEMY TIOJTIO.

JlonmyckaeTcsi HOJIMCTHOE BUSUPOBAHUE TOKYMEHTA U €r0 IPUIIOKEHUH.

[Ipy Hanmuuuu 3ameuyaHWii, 0COOBIX MHEHHM, TOMOJHEHUN K IMPOEKTY JOKYMEHTa BH3a
JIOTIOJIHSAETCS COOTBETCTBYIOLIUM YKa3aHUEM, HAIIPUMED:

Nmerotcs 3ameuanus (CoriaceH ¢ y4eToM 3aMeYaHui U JIp.)
HavanpHuk 1OrOBOPHO-IIPAaBOBOTO OTHENA ITognuce n.0.
damunus
[ara

3aM€anI/I$I, MHCHUA O IIPOCKTC JOKYMCHTA O(bOpMJIHIOTCSI Ha OTACIBHOM JIMCTC U
nepeaar0TCAa UCIIOJIHUTCIIIO.

2.5.16. [Toamnuce DOJKHOCTHOIO JIMLIA.

B cocraB moamucu BXOAAT: HAUMEHOBAHME JOJLKHOCTH JIMIA, MOAMMCABIIETO JOKYMEHT
(mpu UCMONB30BAaHUM JIOJKHOCTHOTO OJaHKa HAUMEHOBAaHUE JIOJDKHOCTH HE YKa3bIBaeTcs),
JMYHAs TTOAIUCH U €€ paciupoBKa (MHAITUAIBI U (haMUIIHS).

Hampuwmep:

[Ipencenarens
Komurera 110 ynpasieHUIO UMYIIECTBOM [Tognuce N.0. ®Gamunus
Wnu Ha Gnanke

IIpencenarens [Moanuce N.0. ®amunus

He nomyckaercst moanuceiBaTh JOKYMEHTBI € npeiorom "3a" uiam mpocTaBiIe€HUEM KOCOM
4YepThl Tepe]] HAauMEHOBAaHMEM JIODKHOCTU. Eciu MOIKHOCTHOE JIMIO, TMOAMHCH KOTOPOTO
opopmIIeHa Ha TMPOEKTe AOKYMEHTa, OTCYTCTBYET, IOKYMEHT TOJIMUCHIBAET 3aMECTUTENb
PYKOBOOHUTECIIA, I/IMGIOIIII/Iﬁ mpaBo MOANHUCBIBATE JOKYMCHTHI 3a PYKOBOJUTCIA, HIIM HHOC
JOJDKHOCTHOE JIMIIO, MMEIOIIEe TMPaBO TMOJNUCH B COOTBETCTBHM C PACHOPSIKEHUEM O
pacnpenelneHnn 00si3aHHOCTEH, NpU OSTOM YKas3blBaeTcsi (hakTHueckas JOJDKHOCTh JIHIIa,
MOJMKUCABIIETO TOKYMEHT, U ero (gamunus. VcnpaBieHus: B MOATOTOBIECHHBIA JOKYMEHT MOTYT
OBITH BHECEHEI OT PYKHA JIMOOM, IMOAMUCBIBAIOIIUM JOKYMCHT.

[Ipy noanucaHuM AOKYMEHTa JIMIIOM, B COOTBETCTBUM C MPHUKA30M HCIIOIHSAIOIINM
00s13aHHOCTH BPEMEHHO OTCYTCTBYIOIIETO PYKOBOAUTENS (OTIMYCK, 0OJ€3Hb, KOMaHIUPOBKA),
MOAMUCH 0POPMIIIETCS CIEAYIOIUM 00pa3oMm:

N.o. HauansHuka
VYrnpanenus 1mo o0pa3oBaHUIO [Toanuce N.0O. ®amunus

WIIn:

Ucnonasronmii 0013aHHOCTH
HauanbHuka yrpasieHus 1o 00pa3oBaHUIO ITogmnuce N.0. ®damunus

HpI/I ImoAIInCaHun ILOKYMCHTa HCCKOJIBKMMHU JOJODKHOCTHBIMHU JIMIIaMHU HUX TOAIINCHU
pacmoyiaraloT OJHY IIOJ JPYyroidl B TOCIEIOBATEIBLHOCTH, COOTBETCTBYIOUIEH HUEpapXuu
MOJIKHOCTEH.



[Ipy moamucaHuM OOKYMEHTa HECKOJIbKUMH JIMLIAMH, PAaBHBIMH MO JOJDKHOCTH, HO
NPECTaBISAIOIIMMY pa3Hble OpTraHbl, MOAMNKUCH PAcojIaraloT Ha OJHOM YpPOBHE.

[Tpu nmoanricaHuu COBMECTHOTO JJOKYMEHTA IEPBBIH JUCT 0POPMIISIIOT HE Ha OJIaHKe.

JIOKyMEHTBl KOJUIETMaJbHBIX OpPraHOB (KOJUIETHMHM, COBETa M Jp.) HOJIHMCHIBAIOTCA
IIpeJICEAATENbCTBYIOIMM Ha 3aCEAAHUN KOJUIETHAJIbHOTO OPTraHa U CEKPETapeM.

B 1okyMeHTax, COCTaBJIEHHBIX KOMHCCHEH, YKa3bIBAlOTCSI HE JIOJDKHOCTH JIHLL,
MOJNKCHIBAIOIINX JTOKYMEHT, a UX OOS3aHHOCTM B COCTaBe KOMHCCHHM B COOTBETCTBHU C
pacripesielieHueM, Halpumep:

[Ipencenarens koMuccuun (moamucek) N.b. Taiinan

UsieHbl KOMUCCUH (moamuck) K.M. AprembeBa
(moamuce) C.B. Henrobun
(moamucek) B.A. ®unartoB

2.5.17. I'pud yrBepxaeHus.
['pud yTBEepkICHUS IPOCTABISICTCS B BEPXHEM IMPABOM YTITy TOKYMEHTa, HallpuMep:

YTBEPXJAIO

PykoBoauTens AMUHUCTpALIA
Hapo-®oMuHCKOro MyHUIIMNIAIBHOTO paiioHa

IToamuce N.0. damunus
Jara

[Ipn yTBepkIE€HHWH JOKyMEHTa IPUKAa30M TpU( YTBEPXKAECHUS COCTOUT M3 CJIOBa
YTBEPXJEHO, cornacoBaHHOrO B POJE M YHUCIE C BHUJIOM YTBEPKIAEMOIO JOKYMEHTA,
HaVMEHOBAHMS BUJA JJOKYMEHTA B TBOPUTEIBHOM MAJIEkKe, €r0 AaThl U HOMEpPA, HaIlpUMep:

YTBEPXJEHO
Pacnopsbxennem A IMUHUCTpaLuu
Hapo-®oMHUHCKOro MyHHIIMIIAIBHOTO palioHa
ot 15.04.2011 Ne 165-p

2.5.18. OtTuck nevatH.

[leyats siBHsIETCSI CIOCOOOM MOJATBEPKAEHUS MOATMHHOCTH MOJIUCH AOKHOCTHOIO JIMLA
Ha JokyMmeHTe. [lewarp cTaBUTCA Ha JOKYMEHTaX B CIy4asX, MpPeIyCMOTPEHHBIX
3aKOHOJATEIbHBIMA WM WHBIMH HOPMATHBHBIMH IPABOBHIMH akTaMH. [ledaTh cTaBUTCS Ha
CBOOOJTHOM OT TEKCTa MeCTe, HE 3aXBaTbIBasl JMYHOM MOJIMHUCH JOJDKHOCTHOrO suua. [ledars
MOJKET 3aXBaThIBaTh YaCTh HAMMEHOBAHMSI IOJKHOCTH JIULIA, TIOIHCABIIET0 JOKYMEHT.

B nokymeHTax, moAroToBIEHHBIX HA OCHOBE YHU(DHUIIMPOBAHHBIX (JOPM, MeYaTh CTAaBUTCS B
MecTe, 0003HaueHHOM oTMeTKOH "MIT" minu uHBIM 06pazom.

2.5.19. OT™eTKa 0 3aBEpPEHUH KOIIUH.

JInsi  CBUIETENIbCTBOBAHUS BEPHOCTH KOMHUH (BBIMHCKH W3 JIOKYMEHTA) MOUIMHHUKY
JIOKYMEHTa Ha TOCJIEHEM JIMCTe KOMUHU (BBIMUCKU M3 TOKYMEHTa), Ha CBOOOJHOM MECTE MOJ
TekcToM odopmiisieTcss pekBU3UT "OTMETKa 0 3aBEpPEHHUU KOMUHU", BKIIOYAIOUIMMN: yKa3zaHUE O
MecTe HaxO0X/IeHUs MOJUIMHHUKA TOKYMEHTa, c10Bo "BepHo", HauMeHOBaHME JOHKHOCTHU JIUIIA,
3aBEPHBIIETO KOIHIO; JINYHYIO MOJITUCH, pacIu(pPOBKY MOAIKCH, ATy 3aBEPEHUs; Nevath (Tipu
NPECTaBICHUN KOMHUU WU BBITUCKH U3 JOKYMEHTA B IPYT'YI0 OPTaHU3alUIo), HallpuMep:

HOIIHI/IHHI/IK AOKYMCHTA HaAXOOUTCA B ACIIC



(HaumeHoBaHue opraHa) No 3a T.

Bepno
Benymmit cneunanuct  [loanuce N.0. ®amunus
Jara [Ieuath

JIMCTBI MHOTOCTPAaHWYHBIX KOMUH (BBIMHCOK M3 JIOKYMEHTa) HYMEpPYIOTCS, OTMETKa O
3aBEPEHUU KOIMUU JIOMOJIHSETCS YyKa3aHMEeM KOJMYeCTBa JIMCTOB KONUU (BBIUCKH U3
nokymenTa): "Beero B konmuu _ 11.". JlomyckaeTcs 3aBepsTh OTMETKOM "BepHo" kaxabIil nuct
MHOTOCTPAaHUYHOM KOMHH JIOKYMEHTA.

[Ipu mepecbuike KONMUU C JOKYMEHTa B JPyrue rocydapCTBEHHbIE OpraHbl, OpraHu3aluu
WIH BBIJaYe €¢ Ha PYKU (PU3MUYSCKUM JIMIIAM 3aBEPUTENBbHAS MOMAINUCH JOKHA YIOCTOBEPSITHCS
nevyaThio 0€3 BOCIIPOU3BeIeHUs repoa.

2.5.20. Ot™eTKa 00 UCHIOJTHHTENE.

OtmeTka 00 UCIIOIHUTENE TOKYMEHTa MPOCTABISETCS B JIEBOM HIDKHEM YTy JHUIEBOW MU
000pOTHOW CTOPOHBI MOCIEIHETO JINCTA JOKYMEHTA.

OTMeTKa BKIIIOYACT WHUIUAIGI, (AMWIHIO HWCIOJHHUTEIS W HOMEp ero TtenedoHa,
Harpumep:

I1.0. Hukonaes
8(496) 343-56-88

OTtmerka 00 WCHOJHHUTENIE MOXET JIOTIONHATHCS YKa3aHWEM JIOJDKHOCTH HCIIONHHUTENS U
OTpacJIeBOr0 OpraHa.

Ha noxymeHnTe, NOArOTOBIEHHOM 110 OPYYEHHIO PYKOBOJIUTENS I'PYIIION MCIIOJHUTENEH,
B OTMETKE 00 UCIIOJHUTENE YKa3bIBaeTCsl (paMuiIis OCHOBHOTO CTIOJIHUTENS

2.5.21. Yka3zaHus 110 UCTIOTHCHHIO JIOKYMEHTA — PE30JTFOITHS.

VYKkazaHus 10 UCIOJHEHHUIO JOKYMEHTa 0(OpPMIISIOTCS HEMOCPEICTBEHHO Ha JIOKyMEHTE (B
3aroJIOBOYHOM YacTH JOKyMEHTa) WIM Ha OJaHKe yKa3aHUS [0 MCIOJIHEHHUIO JOKYMEHTa
(popmata A6).

VYka3aHus 10 UCHOJHEHHIO BKJIIOYAIOT: (haMUIMK, MHUIIMAJIBI UCIIOJTHUTENEH, coepKaHue
nopy4yeHuss (Ipu HEOOXOIUMOCTH), CPOK MCIOJHEHHs], TMOANUCh PYKOBOJIUTENs U Jary,
HanpuMmep:

Mopo3zoBy H.B.,
denoceenoit H.A.

ITpoury noaAroToBUTh MPOEKT 10rOBOPA
k 05.12.2010

[Toanuce Jara

Pesomroniny Ha KapoBBIX JOKYMEHTAX MUNIYTCS HEMOCPEICTBEHHO Ha TT0JIe JIOKYMEHTA.

[Ipy HanMuMM HECKOJIKMX HCIIOJHUTENEH M €eclM HeT NOpYYEeHUs KOHKPETHOMY
UCTIOJTHUTEII0, OTBETCTBEHHBIM 32 WCIOJHEHHE CUMTAETCS HA3BaHHBIA TEPBBIM B PE3OJIOIMH.
Emy npenocrapnsiercs npaBo co3biBa COUCIIOMHUTENEH U KOOPIUHALMU UX pabOTHI.

Ha nmoxymeHnTax, He TpeOYIOIIHMX JOTIOTHUTEIBHBIX YKa3aHUH 110 UCTIOJIHEHHIO U UMETOIINX
TUIIOBbIE CPOKM HCIIOJIHEHUS, B PE3OJIONHMM YKa3bIBAIOTCS HCIIOJHUTENb, MOAMKMCH aBTOpa
PE30ITIONNH, AaTa.

2.5.22. OT™MeTKa 0 KOHTPOJIE JOKYMEHTA.



OTMETKy O KOHTpOJE TPOCTABIAIOT HAa JOKyMEHTaX, IOCTaBJICHHBIX HAa KOHTPOIb,
o6o3HavaroT OykBOH «K», cmoBom miau ¢ momomipio mtamna "KoHTposs" Ha BepXHEM IoJie
JIOKYMEHTA CIIpaBa.

2.5.23. OT™MeTKa 0 MOCTYIUIEHUH JOKYMEHTa COACPKUT OYepeAHON MOPSAKOBBIA HOMEp U
JaTy TIOCTYIUICHUS JOKyMeHTa (TpU HEOOXOAMMOCTH - 4Yachl W MHUHYTHI). OTMeTKa o
MOCTYIUIEHUU JOKYMEHTA MPOCTABISETCS C UCIOIb30BAaHUEM IIITaMIIa B IPAaBOM HUYKHEM YTITY.

2.5.24. OrMeTKka 00 UCIIOJIHEHUH JOKYMEHTA.

OTmeTka 00 UCTIONHEHUH JOKYMEHTA W HAINPABICHUU €T0 B JEJI0 BKIIOYAET CIIEIYIOIINe

JaHHbIE: CCHUIKY Ha ATy U HOMEp JOKYMEHTa, CBUICTEIHCTBYIOIIETO O €ro UCIOJIHEHUH, a pu
OTCYTCTBHH TaKoro AOKYMEHTa — KpaTKue CBeJeHHsl 00 UCIOIHEeHUH; coBa «B neno», moanuck
U pacuInppoBKY NOJMUCH PYKOBOIUTEIIS, HAIPABUBIIETO JOKYMEHT B I€7I0, HAIIPUMeEp:

Hanpasiien oTBet 1o 31ekTpoHHOM noute 26.08.2014

[Tonnuce N.0. Gamunus

WITH

B neno

Iloamuce N.0. ®amunusa

27.08.2014

W

W3nano pacnopspkenue Aamunuctpanuu Hapo-DOMUHCKOrO MyHUIIMIAIBHOTO pailoHA
o1 30.09.2014 Ne 441-p.

OtmeTka 00 WCIIONHEHWM JTOKYMEHTa W HampaBieHHH ero «B memo» momkHa OBITh
MOJNMMCaHa W JaTHPOBaHA PYKOBOAMTENEM, IABIIMM IOPYYCHHE IO HWCIOJHEHHUIO JTaHHOTO
JIOKYMEHTA.

Ecimm k JOKYMEHTY NPUKIAABIBACTCS KOMHUS OTBETA, IMOJIIMHUCAHHOTO PYKOBOJUTEIICM,
JIOKYMEHT HampaBIsieTcs B 1e7I0 0€3 Pe30TIOLUN PYKOBOIUTENSL.

( B pen. Ne 606-p ot 30.12.2016)

2.5.25. nentudukarop >MEeKTPOHHOH KOITUH IOKYMEHTA.

WneHTuduKaTopoM 3JIEKTPOHHONW KOMUHM JOKYMEHTa SIBISETCSd OTMeTKa (KOJOHTHUTYIN),
IpoCTaBisieMasl B JIEBOM HIDKHEM YINIy KaXJOM CTpaHMIIBI JOKYMEHTa M CoJeprKaiias
HalMeHOBaHMEe (haillla Ha MAaIIMHHOM HOCHTeJe, JaTy M Jpyrue IOHUCKOBBIE JaHHBIE,
yCTaHaBJIMBAaEMbIE€ B OpraHU3al1u.

2.6. I3roToBJ/ieHHE IOKYMEHTOB Ha OYMaKHBIX U 3JIeKTPOHHBIX HOCHTEJISIX,
KONMPOBAJbHO-MHOKMTEJIbHbIE PA00THI

2.6.1. M3roToBJjieHNe JOKYMEHTOB Ha OyMaKHBIX H DJIEKTPOHHBIX HOCUTEJISIX

2.6.1.1. WsroroBieHne IOKYMEHTOB M MaTepuajoB Ha OyMaXHbIX M D3JIEKTPOHHBIX
HocuTensax B AnmuHuctpauu Hapo-DoMHUHCKOr0o MyHUIMIAIBHOTO paiioHa MPOU3BOJIUTCS B
o011eM oTAene U B OTPACIEBBIX OpraHax ¢ COOII0IEHUEM YCTaHOBICHHBIX MPaBUJL.

JUis M3rOTOBJICHMS NPUHUMAIOTCS TOJBKO ClyXkeOHble Marepuaisl. lloaroroBka
JIOKYMEHTOB OJ] IUKTOBKY HE JIOMYCKAETCs.

N3roroBneHne TOKyMEHTOB IPOU3BOJUTCS B MOPSIKE MOCTYIUIEHNS MAaTEPUATIOB.

Cpounble maTepuanbl odopmisitorcs BHE odepenu. [lopsaok BBITOJHEHUS CPOUYHBIX
pabot ompeznensercs OOIMIKMM OTAEIOM IO COTJIACOBAaHUIO ¢ paOOTHHKAMH, MNEpPeAaBIIUMHU
MaTtepua st opopMIICHUS.

( B pen. Ne 606-p ot 30.12.2016)



2.6.1.2. IlpencraBnsgeMble PYKOMHMCH JOJDKHBI OBITh HAlMCaHbl pa300p4YMBO, HA OJHOU
CTOpOHE JIMCTA, C UCTHOJIb30BaHUEM KOHTPACTHBIX KpacHUTeNeil CHHEro, (PMOJIETOBOIO U YEPHOTO
BeToB. HeOpexxHO M Hepa30opuMBO HANMCAaHHBIC YEPHOBUKH, MPABJICHHBIC KapaHIAIIOM, HE
MPUHUMAIOTCS.

2.6.1.3. IIpu noAroTOBKE MaTEpUaNoOB JUIS U3TOTOBJICHUS Ha OYMa)KHBIX U JICKTPOHHBIX
HOCUTEJISIX 0cO00€ BHUMaHHUE cjeayeT oOpaliarb Ha YETKOe U Pa30opuMBOE HaIKMCaHUE
damMunuii, crnenuaTbHBIX TEPMHHOB, HHOCTPAaHHBIX CIOB M TeorpauuecKux Ha3BaHUH.
[TpuMeHSIFOTCS TOBKO OOLIENPUHSITHIE COKPAIIEHHUS CIIOB.

Pykomuce BMecTe ¢ OJaHKOM 3aKa3a YCTaHOBJICHHOW ()OPMBI, MOANMCAHHBIM JIUILIOM,
MPEJICTAaBUBLINM JIOKYMEHT, CAA€TCs B OOLIHIl OTAET.

CrnanHble MaTepHajbl YIYUTHIBAIOTCA B JKypHAJIE y4YeTa BBIIIOJHEHHBIX paboT, B KOTOPOM
oTMevaroTcst aMUIIMs UCTIOJIHUTEN S, Ha3BaHUE JOKYMEHTa, 00beM M3rOTOBJICHHOIO MaTepuasa.

2.6.1.4. Odopmienue ITOKyMEHTOB MPOHM3BOIUTCA Ha OJaHKAaX YCTaHOBICHHOW (hOPMBI
WK Ha Oymare CTaHJapTHBIX pa3MEpOB Ha UX JIMIEBOIM CTOPOHE KpackaMH HACHIIIEHHOTO I[BETA.
[Ipr W3rOTOBJIECHMU [OKYMEHTOB Ha OYMa)KHBIX W S3JEKTPOHHBIX HOCHUTENSAX COOIIOMAIOTCS
YCTaHOBJICHHBIN OPSAIOK PACIOIOKEHUs TEKCTA, paBuia opdorpaduu U MyHKTyaI|H.

2.6.1.5. TekcThl TOKYMEHTOB, HE MPEBBIIIAIONIME CEMH CTPOK, MEYaTaloTCs Ha JIUCTE
dopmara A5 (148 x 210 mm).

TekcT moxkymeHTOB Ha OmaHkax ¢opmara A4 medataetcs depe3 1,5 MEKCTPOUHBIX
WHTEpBala, Ha OaHkax ¢popmarta AS - uepe3 OJJuH MEKCTPOUYHBIA HHTEPBAI.

TexcThl JOKYMEHTOB, OATOTOBISIEMBIX K TUIOrpa)CKOMY M3AaHMIO, IT€YaTArOTCS Yepe3
2 MEXCTPOYHBIX UHTEpBAJIA.

2.6.1.6. MamMHONUCHBIA TEKCT MOJDKEH OBITh HaledaTaH akKKypaTHO, 0e3 OMIHOOK,
MPOITYCKOB, TOMAPOK U MPABUIIBLHO PACTIONOKEH.

2.6.1.7. PexkBU3UTBI JOKyMEHTa (KpOME TEKCTa), COCTOSIIHNE M3 HECKOJBKUX CTpPOK,
NIeYaTaTCA 4Yepe3 OJUH MEXCTPOUHBbIM MHTepBal. [Ipm 3TOM cocTaBHBIE YacTH PEKBU3UTOB:
"Anpecatr", "I'pud yrBepxknenus mokymenrta', "OTmeTka o Hanmuuuu npuioxkenus", "T'pud
COIIacoBaHusA" OTAEIAIOTCA APYT OT Apyra 1,5-2 MEeXCTpOUYHBIMH UHTEPBAJIAMH.

2.6.1.8. PexBU3UTBHl JIOKyMEHTa OTAENAIOTCA JApPYyr OT JApyra 2-4 MeXCTPOUYHBIMU

WHTEpBaJIaMHU.
2.6.1.9. HaumenoBanme Buma jgokyMeHTa, a Takke cnoBa "COI'NTACOBAHO",
"VTBEPXIAIO", "VTBEPXIEHO", "TIPUKA3BIBAIO", "ITPEAJIAT AIO",

"TIOCTAHOBJISIET" neuaTatoTcsi HpONUCHBIMU OYKBaMH.

Cnoga "[Ipumeuanne”, "Ilpunoxenune”, "OcHoBaHue" eYaTAIOTCS CTPOYHBIMU OYKBaMH,
KpOME HadyaJIbHBIX.

2.6.1.10. PacmmdpoBka noxmucu (MHuULMansl U pamunus) B peksusure "Iloamucs”
neyaraeTcs ¢ nmpoOeIoM Ha YPOBHE MOCIEAHEN CTPOKH HAMMEHOBAHUS JOKHOCTH.

2.6.1.11. MakcumanbpHasi JJMHA CTPOKM MHOTOCTPOUYHBIX PEKBU3UTOB - 28 IEYaTHBIX
3HaKoB. Ecnm 3arosioBok K TekcTy mnpeBbimaeT 150 meyaTHBIX 3HAKOB, €ro JOMYCKAeTCs
IIPOJUIEBATH JI0 IPAHUIIBI TPABOTO MOJISI JOKYMEHTA I IEPEHOCUTH Ha CIEIYIOLIYIO0 CTPOKY.

Touka B KOHIIE 3ar0JI0BKa HE CTaBUTCS.

2.6.1.12. Ilpu HanMuuM HECKOJBbKUX TpUGPOB YTBEPXKIECHUS U COIJIACOBAHHUS OHU
pacrojararoTcsi Ha OJJHOM YPOBHE BEPTUKAIBHBIMU PsaaMu, HaurHas OT 0-ro ¥ 5-ro MOJ0KEeHUH
TabynsTopa.

2.6.1.13. Ecium B TekCcTe [OKyMEHTa HWMEIOTCS NPUMEYaHHWs WM BbIIACICHHAs B
CaMOCTOSITENIbHBIA a03all CChUIKAa Ha JIOKYMEHT, MOCITY>KUBIIMNA OCHOBaHMEM K €ro U3JaHHUIO,
cioBa "llpumeuanme" u "OcHoBanme" mnedartarorcs oT (0-To moJOXKeHHs TalymaTopa, a
OTHOCSIIIMICS K HUM TEKCT - YEPE3 OAUH MEKCTPOYHBIN MHTEPBAI.

2.6.1.14. Tlpu W3TOTOBJIECHUHU JOKYMEHTOB Ha JBYX M OoJiee CTpaHWIAX BTOpas |
MOCJIEAYIOLIUE CTPAHULIBI HyMEPYIOTCSL.

Homepa cTpaHuil mOpoCTaBISIIOTCA TMOCEpEAMHE BEPXHEro IoJisd JIUCTa apaOCKUMU
mudpaMu Ha paccTOSsHUHM He MeHee 10 MM OT BEpXHEro Kpasi JTUCTa.



2.6.2. KonupoBaJIbHO - MHOKHTEJIbHbIE Pad0ThI

2.6.2.1. KomupoBaibHO - MHOXHUTCIBbHBIE PAOOTHI (CHATHE KOIMHUHA JOKYMEHTOB,
TUPAXHPOBAHNE, MAKETUPOBAHME U JIP.) OCYHIECTBISACTCS OOIIUM OTACIIOM.

KonupoBaHnue 10KyMEHTOB B HEOOIBIINX THPAXKAX MOXKET IPOM3BOIUTHCS B OTPACIIEBBIX
oprasax, IJIe yCTaHOBJIEHbI KOITMPOBAJIbHBIC alllIapaThI.

CHsATHE KONUM M THPaXKUPOBAHUE MPOU3BOAUTCS TOJIBKO CO CIIY)KEOHBIX JHOKYMEHTOB.
OrpaHM4YeHHO JIOMYCKAETCsl CHATUE KOMUH C JTOKyMEHTOB, M3/IaHHBIX TUIOTPACKUM CIIOCOOOM
(oTHenbHbIE CTPAHULIBI MU Pa3/Ieiibl).

2.6.2.2. OTBETCTBEHHOCTh 3a COOJIIOJIEHUE IPaBUJI KONMMPOBAHUS HA MHOKUTENIbHbBIX
anraparax, yCTaHOBJIEHHBIX B OTpAcClIeBbIX OpraHax, HECyT JOJDKHOCTHBIE JIMIA, B BEIECHUU
KOTOPBIX OHU HaXOMSTCS.

Bce coTpyaHuKM, JOINYIIECHHbIE K BBINOJHEHUIO KOMHMPOBAJIBHBIX paboT, MPOXOAST
00s13aTeNbHBI WHCTPYKTAX MO TEXHHWKE O€301MacHOCTH W TpaBHJaM IPOU3BOJICTBAa paboT Ha
KOIMPOBAJIbHO-MHOKUTEJILHOM TEXHUKE.

2.6.2.3. PaboTta mo CHATUIO KONMUU JOKYMEHTOB, THPAXHUPOBAHUE, MAKETHUPOBAHUE B
o0mieM oTzene MNPOU3BOAMTCS Ha OCHOBAHHMM 3allOJIHEHHOrO OJIaHKa 3aka3a Ha MPOM3BOJCTBO
paboT, MOANMCAHHOTO HAYAJIbHUKOM OOILEro OTJeNa WIIH JIUIIOM, HWCIOJHSIONMM 00S3aHHOCTb
HayaJbHUKA OOIIEro oT/ena.

( B pea. Ne 606-p ot 30.12.2016)

2.6.2.4. PazpemieHue Ha TPOU3BOACTBO paboT maer 3amecTurens PykoBogutens
Anmunuctpanuun Hapo-®OMHUHCKOTO MYyHUIMIAIBHOTO paiioHa - YIPABISAIOLMN JejlaMu U
HayaJbHUK OOLIEro OT/ea.

3aKa3bl BBITOJIHAIOTCS B MOPSIIKE OYEPEAHOCTH X NOCTYIICHUS.

2.6.2.5. Yyer mnpousBeleHHBIX paboT B oO0IIeM OTAede BeleTcs Ha OCHOBaHHUHU
3ar0JIHEHHBIX OJIAaHKOB 3aKa30B, KOTOPbIE XPaHATCS B 00ILIEM OT/eNe B TEYEHHE 0.

He nomyckaercs HEOoOOCHOBAaHHOE PAa3sMHOXKEHHE JIOKYMEHTOB, HEIKOHOMHOE
pacxofoBaHue OyMaru U pacxXxo/JHbIX MaTEpUaJIOB.

( B pen. Ne 606-p ot 30.12.2016)

2.6.2.6. llenecooOpa3HOCTh M MOPSAOK KOMHUPOBAHUS JIOKYMEHTOB U MaTepUasoB,
HEOOXOMUMBIX /1 PabOThl B OTPACIEBBIX OpraHax, OMNPEAEISAIOTCS PYKOBOAUTEISIMHU
OTpacJIeBbIX OpraHoB. M3roToBIeHHbIE KONTUU MOJIEKAT YUETY B YCTAHOBIIEHHOM IOPSIJIKE.

2.6.2.7. JIokyMeHTBI M MaTepuaibl (Kak MpaBUIIO, MEPBbIE FK3EMIUIIPHI - MOUIMHHUKH)
NepeJaloTcs Ha pa3MHOKEHHE B HECOPOIIIOPOBAaHHOM BHJE, KAYECTBEHHO U YETKO
HareyaTaHHbIMU.

2.6.2.8. Tupax pa3MHOKEHHBIX MaTEpHAJIOB JOJDKEH COOTBETCTBOBATH 3aKa3zy.
N3rotoBineHHbIE KOMMM BBIJAIOTCA 3aKa34MKy BMECTE C MOUIMHHUKOM JOKymMeHTa. O
BBIMIOJTHEHUH paboThl Ha OJaHKe 3aKasa JieJaeTcs COOTBETCTBYIONIAs OTMETKA.

3. IlpaBu/ia noAroToBKU U 0opMiIeHHUsI JOKYMEHTOB B AqmuHuctpauun Hapo-
DOOMHUHCKOI0 MYHHIIUNIAJILHOIO PailoHa

3.1. CocTaB 10KYMEHTOB M NOPSIA0K 0(pOpMJIeHUA

3.1.1. B pesrensHOocTH AnMunuctpanuu Hapo-DOMUHCKOTO MYHHIIMIIATBHOTO paiioHa U
OTpACJICBBIX OPTAaHOB CO3/a€TCA KOMIUIEKC OPTaHH3AI[MOHHO-PACTIOPSAIUTEIBHBIX TJOKYMEHTOB:
MOCTAHOBJICHUS, PACTIOPSDKEHUS, MPUKA3bl, MOJOXKEHUS, MpaBUIa, MHCTPYKIUHU, PETIaMEHTHI,
IIPOTOKOJIBI 3aceJaHuil (COBEIIaTeNbHbIX, KOOPIUHAIIMOHHBIX, SKCIEPTHBIX U JIPYTHMX OPraHOB),
aKThl, AHAIUTUYECKHUE CIIPABKH, JOKIAJHbIE M CIY)KEOHBIC 3alMCKU, TOTOBOPHI (KOHTPAKTHI,
COTJIAIICHUS ), 1eTIoBast (CiryxeOHas) mepenucKa u ap.



KonnernansHo o6cyxaaeMple BOIPOCH U MPUHUMAEMBbIE TI0 HUM pelieHHs GUKCUPYIOTCS B
IIPOTOKOJIaX KOOPJAMHALIMOHHBIX M COBEIIATEIbHBIX OPTaHOB, MHBIX 3aCEJaHUN U COBEILIAHUN.

B3aunmusie o6s3aTenscTBa Aamunuctparnuu Hapo-®oMHUHCKOTO MyHUITUIIAIBHOTO paiioHa
C €ro KOHTpareHTaMu W UX peryiupoBaHue o(QOpMIIAIOTCA B BHJE JOIOBOPOB, COIJIAILICHHH,
KOHTPAKTOB, IIPOTOKOJIOB U IPYTUX JOKYMEHTOB.

B 3aBucMMOCTH OT KOHKPETHBIX 3aJay YIpPaBICHUsS B ACATEIBHOCTH AJIMUHHUCTPALUU
Hapo-®oMUHCKOr0 MyHMIIMIIAIBHOIO paiOHa CO3AI0TCS JPyrue BUIbI JTOKYMEHTOB: ILJIaHBI,
IIPOrHO3BI, IPOTPaMMBbl, OTYETHI U .

B ycTaHOBIIEHHBIX 3aKOHOJATENBCTBOM ciydasx B AamuHuctpanuu Hapo-®omuHCcKOro
MYHHIIMIIAJIBHOTO PalioHa MOTYT M3/1aBaThbCs aKThl COBMECTHO C JIPYTMMH OpPraHaMH BJIACTH IO
BOIIPOCAM, MPECTABISAIONIMM B3aUMHBIN HHTEPEC U BXOAIIMM B KOMIIETCHIIHIO 00EMX CTOPOH.
Takue axkThl OQOPMIIAIOTCS W MNYONMKYIOTCS KaK €AMHBIM JOKYMEHT (TpHUKa3, IMPOTOKOI,
MOJIOKEHUE U Jp.).

3.1.2. Ilpm mnoaroroBke MAOKyMEHTOB B Ajamunuctpauuu  Hapo-®PomuHckoro
MYHHUIMIIAJIBHOTO PAOHA U B OTPACIIEBBIX OpraHaX PEKOMEHIYETCS IPUMEHSTD:

-TEKCTOBbIE PEIaKTOPHI ¢ HcIosib30BaHueM HmpudToB Times New Roman;

-kerens: 12 0T, 13 0T, 14 0T (IIyHKTOB) B OCHOBHOM TEKCTE, 12 NT B CHOCKAX;

-MEKCTPOYHBIN MHTEPBAJ: OJUHAPHBIN U NIOJyTOPHBIN;

-pacCTaHOBKY IIEPEHOCOB — aBTOMATUYECKYIO;

-(opmaTupoBaHrEe OCHOBHOI'O TEKCTA M CCHIJIOK — B IAPAMETPE «I10 LIUPUHEY;

-IIBET MWPH(TA — YSPHBIH;

-KpacHyIo CTpoky — 1,25 cMm.

3.2. MyHununajgbHbie IPABOBbIE AKThI

3.2.1. MyHuUIUNANbHbIE IIPaBOBBIE aKTBl AJIMUHUCTPALUAU Hapo-®omunckoro
MYHHUIMIIAJBHOTO PailOHa M3AAKOTCA HAa OCHOBE M BO McnoiaHeHue KoHcrutynuum Poccuiickoi
Oenepanun, (enepanbHbIX KOHCTUTYLHMOHHBIX 3aKOHOB, (elepajbHBIX 3aKOHOB, YKa30B M
pacniopsbkenuit  IIpesunenta Poccuniickoit @enepanuy, ITOCTAaHOBIEHUHM W PaCHOPSKEHUN
[TpaButensctBa Poccuiickoit denepannn, 3akoHOB MOCKOBCKON 00J1acTH, MOCTAaHOBICHHUH W
pactiopspkeruii  ['yoepHatopa MockoBckoit obnactu, mnoctaHoBieHud [IpaBurenbcTBa
MockoBckoii obnactu, YcraBa Hapo-domuHckoro MyHuIuMnansHoro paiiona, pemenuit Cosera
nernyraroB  Hapo-DOMUHCKOTO MYHUMIMNAIBHOTO paiioHa, a TakkKe MO0 WHUIMATHBE
Anmunuctpanuu Hapo-®oMHUHCKOro MyHUIIMIIAIIBHOTO paliOHa B IIPEieax €€ KOMIIETEHIINN.

3.2.2. TIpoekT MyHHIMIIQIBHOTO TPABOBOTO aKTa TIOJICKUT COTJIACOBAHHIO C
3aMHTEPECOBAHHBIMU I'OCYIapCTBEHHBIMU OpPraHaMU M OpraHW3alUsAMH, INIaBAMHU T'OPOJCKUX U
CEJIbCKUX TOCEJIEHHUM, €CIM TaKOe COrJIacOBaHUE SBIIAETCS 00S3aTeNbHBIM B COOTBETCTBHH C
3aKOHOJATENIbCTBOM, a TAKXKE, €CIIM B MYHUIUIIAJILHOM IIPABOBOM aKT€ COLECPIKATCS I1OJI0KEHHUS,
HOpPMBI M TIOPYYEHMs, KACAKOUIMECS NPYTUX TOCYJAapCTBEHHBIX OpPraHOB, OPraHOB MECTHOI'O
CaMOYIIPaBJIEHUsT TOPOJACKUX U CEIbCKUX mnoceneHuid Hapo-POMMHCKOrO MYHULMIIAIBHOIO
paiiona. CormacoBaHHE MYHHUITUTIAJIFHOTO TTPABOBOTO aKkTa 0(OPMIIIETCS BU3aAMH.

Buza Bximouaer B ce0si HAUMEHOBAHHE JTOJDKHOCTH U JIMYHYIO MOJIUCH BHU3UPYIOILETO,
pacinpoBKy MOANKCH U JIATy.

3.2.3. [loaroroBka NMpoeKTa MyHULIMIIAIILHOTO MPABOBOr0 aKTa BO3JaraeTcs Ha OJUH WU
HECKOJIBKO OTpacieBblX  opraHoB Axamunuctpanuu Hapo-OOMHHCKOrO MyHUIHANIAIBHOIO
paiioHa ¢ yyeToM uX (YHKIMHA U KoMIeTeHIuu. [Ipu 3ToM omnpenenstorcs Kpyr JOHKHOCTHBIX
JUI, OTBETCTBEHHBIX 3a MOJArOTOBKY YKa3aHHOI'O MPOEKTa, CPOK €ro IOArOTOBKH, a IpH
HE00XO/IMMOCTH - OpraHU3aIMH, IPUBJIEKaeMble K 3TOI paboTe.

JlJis MOATOTOBKM MPOEKTOB HamOoJee BaXKHBIX M CIOXHBIX MYHULHUIAIbHBIX MPABOBBIX
aKTOB, a TAK)K€ aKTOB, U3[1aBAEMbIX COBMECTHO HECKOJIBKMMM OTPACIEBBIMU OpraHaMH, MOTYT
CO371aBaThCs paboure TPYIIIbL.



B mnoaroroBke mnpoekTa MYHHULMIAIBHOTO IPAaBOBOIO aKTa Y4YacTBYET JOTOBOPHO-
npaBoBoi otnen AnMmuHucTpanuu Hapo-OoMHHCKOro MyHUIIMITAIBHOTO pailoHa.

( B pea. Ne 606-p ot 30.12.2016)

3.2.4. Cpox MOATrOTOBKM NpPOEKTa W M3AAHUA MYHUIUMIAIBHOIO IMPABOBOTO aKTa BO
UCTIOJIHEHUE (ellepalbHbIX KOHCTUTYLIMOHHBIX 3aKOHOB, (efepalbHBIX 3aKOHOB, YKa30B M
pacniopsbkennit  Ilpesunentra Poccuiickoii @enepaiiuy, MNOCTAHOBJIECHUA M PaCHOPSIKEHUI
[TpaButensctBa Poccuiickoit denepanun, 3akoOHOB MOCKOBCKON 00JI1acTH, MOCTAHOBICHUH W
pacniopspkennii  ['yOepHatopa MockoBckoi — obnactu, moctaHoBieHuid I[IpaBurenbcTBa
MockoBckoii o6mact, YcraBa Hapo-®oMHHCKOrO MyHHIIMIIAIBHOTO palioHa, pemeHnii CoBera
nenyraroB Hapo-®@OMHUHCKOr0 MyHUIIMIIAIBHOTO paiiOHa, Kak MPaBUIIO, HE JOJHKEH IPEBBIILIATH
OJIHOTO MECsI1Ia, €CJIM HE YCTAaHOBJIEH APYTOM CPOK.

B mpouecce paboThl Haj MPOEKTOM MYHHUIIMIAIBHOTO IMPABOBOIO aKTa JOJKHBI OBITH
M3y4EHbl OTHOCAIIMECS K TEME MPOEKTa 3akoHonarenbcTBO Poccuiickorn denepauuu u
MockoBckoil 007acTH, MPaKTHKAa MPUMEHEHHUS COOTBETCTBYIOIIMX HOPMATHBHBIX MPABOBBIX
aKTOB, HayyHas JIUTepaTypa U Marephajbl NEPUOAUYECKON Ie4YaTH IO PacCMaTpUBAEMOMY
BOIIPOCY, @ TaKK€ JaHHbIE COLMOJOTMYECKUX M HMHBIX MCCIEI0BAHMUM, €CIM TaKOBbIE
IIPOBOAMIIUCE.

3.2.5. CTpykTypa MyHHIMIAIFHOTO MPAaBOBOTO aKTa JIOJKHA OOECIEeUMBAThH JIOTHUECKOE
Pa3BUTHE TEMBI IIPABOBOI'O PETYIUPOBAHHUS.

Ecnu tpeOyercs pa3zbsicHeHUE 1eNieil 1 MOTUBOB MPUHSATHS HOPMATUBHOTO MIPABOBOTO aKTa,
TO B TIPOCKTE JdaeTCs BCTYNMUTEIbHAas 4YacTh KoHcrartupyromas (mpeamOyina). [lomoxenus
HOPMAaTUBHOTO XapakTepa B IpeaMOyy He BKIIFOUAIOTCA.

HopmaruBHbIe mnpennucanvs OQOPMIISIOTCS B IOCTAHOBISIOMICH (pacHoOpsAUTEIBHOM)
YacTU B BHUJI€ MIYHKTOB, KOTOPbIE HYMEPYIOTCS apabckumu udpamMu ¢ TOYKOM U 3aroJIOBKOB HE
uMeroT. [TyHKTBI MOTYT MOJpa3AensThCs Ha NOAMYHKTHI, KOTOPbIE MOTYT UMETh OYKBEHHYIO WM
U (POBYIO0 HyMEPAIHIO.

3HauuTeNbHbIE IO 00bEMY MYHULIMIIATIbHBIE TPABOBBIE AKThl MOTYT JI€JIUTHCS HA IJIaBBbl,
KOTOpPbIE HYMEPYIOTCS pPUMCKUMH LU(paMU U UMEIOT 3ar0JIOBKH.

[Ipn HEoOXOaMMOCTH JUIsl TIOJHOTHI M3JIOKEHHUS BOIPOCAa B MYHUIUIAIBHBIX IPABOBBIX
aKTax MOTyT BOCIPOU3BOJIUTHCS OTHAEIbHBIC MOJIOKEHHs 3aKOHOJATENIBHBIX aKTOB Poccuiickoi
®denepannn 1 MOCKOBCKOM 0071aCTH, KOTOPBIE TIOJKHBI UMETh CCBUTKH Ha 9TH aKTHhI.

3.2.6. Ectu B MyHUIIMIIAJILHOM IIPaBOBOM aKTe MPUBOJATCS TaONHIbl, rpaduKu, KapThl,
CXEMBbI, TO OHH, KaK IPaBUJIO, TOJKHBI OQOPMIISTECS B BUJIE MPUIIOKEHHH, a COOTBETCTBYIOIIHE
MIYHKTHI aKTa JOJIKHBI UMETh CCHUJIKH HA 3TU MPUIIOKEHUS.

3.2.7. OmHOBpPEMEHHO C Pa3pabOTKOW MPOEKTa MyHHUITUIAIEHOTO IMPABOBOTO aKTa JOJIKHBI
ObITH IOJATOTOBJIEHBI MpPEAJIOKEHUs 00 M3MEHEHUHM W JONOJIHEHUH WM MPU3HAHUU
YTPAaTUBUIMMHU CHUITy COOTBETCTBYIOIIMX paHee U3JaHHbIX aKTOB MJIM UX YacTei.

[Tonoxenuss 00 W3MEHEHWH, IOMOJHEHWU WIM TNPU3HAHUM YTPATHBIIMMH CHIIy paHee
M3JIaHHBIX aKTOB MJIM MX YacTel BKIIOYAIOTCS B TEKCT MYHUIIMIIAIBHOTO ITPABOBOI'0O aKTa.

Ecnu npu moaroTroBke MyHHIMIIAIBHOTO MPABOBOIO aKTa BBIIBHIIMCH HEOOXOIUMOCTh
BHECEHHUS CYUIECTBEHHBIX HM3MEHEHHH W JOIMOJHEHUH B paHee WU3JIJaHHble MYHMIIMIAJIbHBIE
IIPABOBBIE aKThl MJIM HAJIMYHUE TI0 OAHOMY U TOMY K€ BOIIPOCY HECKOJIBKUX aKTOB, TO B LENSIX UX
yIopsAOYeHHs] pa3padaThiBaeTCsl €IUHBIM HOBBIM akT. B MPOEKT Takoro akTa BKIIIOYAIOTCS
HOBBIE, a TAK)XKE COAEPIKAIINECA B paHEE U3JaHHBIX aKTaX HOPMATHUBHBIE ITPEANIUCAHUS, KOTOPBIE
COXPAaHSIIOT CBOIO CUITY.

3.2.8. IloAroToBneHHBIH MPOEKT MYHUIIMIAIBLHOIO MPABOBOIO aKTa J0 €ro MOAMHCAHUS
(yTBepkIeHHs) JOJDKEH OBITh MPOBEPEH HAa COOTBETCTBHE 3aKOHOJATENbCTBY Poccuiickoii
denepauil ¥ 3aKOHOJIATEIBCTBY MOCKOBCKOH 00J1aCTH, a TaKXKe MpaBUJIaM PYCCKOTO SI3bIKA U
3aBU3MPOBAaH  JIOTOBOPHO-NIPABOBBIM  OTHaeiaoM  AnmuHucTtpanmu — Hapo-PomuHCKOro
MYHHUIUIIAJIBHOTO PAiOHa.

[IpoekThl MyHUIMIIAIBHBIX NPABOBBIX AKTOB IIOJUIEKAT MPOBEPKE  CIEHHAIUCTAMHU
JIOTOBOPHO-IIPABOBOI'0 OT/IE/Ia HA HAIMYUE KOPPYILIMOHHON COCTaBJISIOIICH.



[Ipu mpoBeneHUN SKCIIEPTU3bI MYHHUIIMITAIFHBIX MPABOBLIX aKTOB, HOPHUIUYECKAs CIyk0a
Anmunuctpanu Hapo-®OMHHCKOT0 MYHHUIIMIIAIBHOTO paiiOHA BBISBIISIET HAIMYHME MPU3HAKOB
HOPMATHUBHOCTH, Ha JIUCTE COTJACOBAHUS MPOCTABISET INTAMIIBI «HOPMATHBHBIM aKkT» U
«IOJIEKUT OQULIUATBHOMY OIyOITHMKOBAHHIO.

( B pea. Ne 606-p ot 30.12.2016)

3.2.9. MyHunumnagbHble MPaBOBbIE  aKThl  IOJIHUCHIBAIOTCS  (YTBEPIKIAIOTCH)
PykoBonurenem Anmunuctpauuun Hapo-®OoMUHCKOrO MyHUIMNAIBHOIO paiioHa WJIM JIMLIOM,
HCIIOJTHSIOLIUM €T0 00s13aHHOCTH.

3.2.10. MyHununangbHbIle TPABOBBIE AaKThl, 3aTpardBalOIlMe IpaBa, CBOOOIABI U
00513aHHOCTH Ye€JIOBEKa U IpaKAaHWHA, YCTAaHABJIMBAIOUIME IMPABOBOW CTAaTyC OpraHMU3aINi UIU
UMEIOINE MEKBEIOMCTBCHHBI XapakTep, MOANeKaT OQPUIMAIBHOMY OIyOJMKOBAaHUIO B
MOPSIIKE YCTAaHOBJIEHHOM, YcTtaBoM Hapo-doMuHCKOro MyHUIIMNAIBHOTO paiioHa MOCKOBCKOM
00nacTH, KpoOMeE aKTOB MJIM OTJENbHBIX UX IOJOKEHUH, COAEpKAILNX CBEACHUS, COCTABIISAIOIINE
roCy/IapCTBEHHYIO TallHy, WM CBelleHUs] KOH(PUICHIIMATBLHOTO XapaKTepa.

[Ipu ony0IMKOBaHUH M PACCHUIKE MYHHUIIMIIAIILHOTO MPABOBOIO aKTa YKa3aHUE HA HOMEP U
JaTy PETUCTPAIlUU SBISIETCS 00s13aTEIbHBIM

Ony0nuKoBaHHE MYHHULIMIIAJIbHBIX MPABOBBIX aKTOB OCYILIECTBIISIET OTAEN MO paboTe co
CMMU u uHTepHET-KOMMYHUKaUUIMH AnMuHUcCTpanuu Hapo-DOMHUHCKOTO MYHUIUIATHHOTO
paiiona (znanee - otaen 1o padore co CMU u HHTEPHET-KOMMYHHUKALIUSIMHE ) ».

OtpacneBoii ((yHKIMOHANBHBIN) OpraH, CTPYKTYpHOE MOJpa3/eieHue, MOAroTOBHUBIIEE
MYHUIIMIIAJIBHBI  TPaBOBOM akKT, MepeJaeT KOMMM MYHUIIMMAIBHBIX IPAaBOBBIX aKTOB B
3JICKTPOHHOM BHJI€ B OOIIMI OTAen coryiacHo TpeboBanuii m.3.2.u 1. 3.4. oOecrneunBacT u
HECET OTBETCTBEHHOCTh 3a COOTBETCTBHE JAPYT JPYry TEKCTOB KOMUM  MYHHUIIUNATBHBIX
MIPABOBBIX aKTOB B JOKYMEHTAJIbHOM BUJE (Ha OyMa)KHBIX HOCUTEINSAX) U B DJIEKTPOHHOM BHUIE
(Ha MAaIIMHOYMTAEMBIX HOCHUTENSAX), 3aBEPHUB HX COOTBETCTBHE TMOJNUCHI0 HAa KOIUU
MYHUIUIIAJIBHBIX MPABOBBIX AKTOB B JOKYMEHTAJIbHOM BHJIE.

OTBETCTBEHHOCTh 32  COOJIIOJIEHWE  MopsiAka  OQUUHMAIBHOIO  ONMyOJMKOBaHUS
MYHUIUIIAJIBHBIX MPABOBBIX AKTOB HECET OTPACIEBOM OpraH WM CTPYKTYPHOE MOJpa3eicHHE,
MOArOTOBUBILIEE MYHUIIUTIATIbHBIA MPABOBOM aKT.

( B pen. Ne 606-p ot 30.12.2016)

3.3. Pacnopsixkenne

3.3.1. PacnopskeHue - BHJ JOKYMEHTa, B KOTOPOM (DUKCUPYIOTCS pELIeHHUs
aJIMAHUCTPATHBHBIX M OPTaHU3AIMOHHBIX BOIMPOCOB, BOIIPOCOB YIIPABJICHUS, B3aUMOJICHCTBHS,
o0ecrieyeHUss W  PEryJupoBaHUs  JeATenbHOCTH  AnMuHucTpauuun — Hapo-®omuHCKOro
MYHUIIUIIATBHOTO paiioHa, €€ OTpacleBbIX OpPraHOB,  CTPYKTYPHBIX TOApAa3JeeHUH H
OTJENBHBIX JIOJDKHOCTHBIX JIUI.

PacniopspkeHus TPUHUMAIOTCS 10 ONEPATHBHBIM, OPTaHW3AIlMOHHBIM, KaJPOBBIM

BOIIPOCAM.
Pacnopsoxenus Anmunuctpanmn Hapo-®OOMHUHCKOTO MYHUIHNIAIBHOIO pallOHA HMMEIOT
00s3aTeNIbHYI0 CHJIy ISl JOJDKHOCTHBIX JIMI,  OTPAacieBbIX OPraHOB M CTPYKTYPHBIX

MOJPa3eIIEHNI, KOTOPBIM PAaCIOPSHKEHHUE aJPECOBAHO.

3.3.2. IIpoeKTsl pacOpsKEHUM NOArOTaBIMBAIOTCS B COOTBETCTBUHM ¢ 11.3.4. MHCTpyKIIMn
[0 JIEJIONPOU3BOJACTBY  COOTBETCTBYIOIIMMH OTPACIEBBIMH  OpraHaMHU W CTPYKTYpPHBIMH
NOJpa3/IeIeHUsIMI ~ Ha OCHOBaHMM MOPYYEHUH pYKOBOJAUTENS, €ro 3aMecTutens Julbo B
MHUIIUATUBHOM TOPSJIKE.

IIpoekTbl  pacnopsbk€HMH 1O  KagpoBBIM  BOIpOCaM TOTOBUT  OTAEN  KaJpoB,
MYHUIIMNIAJbHOW CiIykO0bl M Harpag Anmunuctpauuu Hapo-OoMHUHCKOro MyHUIUIMATBHOTO
pailoHa  Ha OcCHOBaHMM IOopydeHuss PykoBogutens Anmunuctpauuun Hapo-®omuHcKkoro
MYHULIMTIAJIBHOTO paiiOHA.



ObecnieueHre KayeCTBEHHOW TIOATOTOBKM IPOEKTOB PACHOPSDKEHUH 10 OCHOBHOM
nearenbHocTH  Aamunuctpanuu  Hapo-®OMHHCKOr0O MyHUIIMIAIBLHOIO —pailoHa U ux
COIVIACOBAHUE BO3JIAraeTCsd HAa PYKOBOJIUTENIECH MOApPA3/IEICHUM, KOTOPbIE IOTOBAT U BHOCAT
IIPOEKT.

Kontponbs 3a mpaBMIBHOCTBIO O(OPMIICHHS MPOEKTOB PACHOPSHKEHUH  OCYIIECTBISIET
o01wmii oTHel.

( B pea. Ne 606-p ot 30.12.2016)

3.3.3. IIpoekThl pacnopspKeHHM M NPWIOKEHHS K HUM BU3UPYIOTCS MCIOJHUTEIEM U
PYKOBOJMTENIEM OTPACI€BOIO OpraHa WM CTPYKTYPHOIO IOAPA3JIEIECHUS, BHECUIMM IIPOEKT,
PYKOBOIMTEISIMU OTPACIEBBIX OPraHOB M CTPYKTYPHBIX IOAPa3felIeHUI, KOTOPBIM B IIPOEKTE
JAIOTCS TIOPYYEHUS, a TAK)KE PYKOBOJHUTEIEM FOPUIMUECKON CIyXObl. Bo3paskeHHs 10 MPOEKTyY
paclopsDKEHHs, BO3HMKAKOUIME IIPU  COIJIACOBAHMM, H3JIAralOTCs B  CIpaBKe, KOTOpas
IPUJIAraeTcs K MPOeKTy.

3.3.4. IlpoekTsl pacropsoKeHHH M INPUKA30B I1€YATAIOTCS HAa CTaHAAPTHBIX OJaHKax
YCTaHOBIICHHON ()OPMBI.

3.3.5. laroii pacriopsikeHUs SBJISIETCS JlaTa €ro MOAMHCaHus.

PacrniopspkeHust perucTpupyroTcsi B OOmIEM OTAeNe MO TOPSIKY HOMEPOB B Ipenienax
KaJICHJIAPHOTO T0Jla; PAacCHOPSDIKEHHUS MO OCHOBHOM [EATEIBHOCTHM U IO JIMYHOMY COCTaBy
PErUCTPUPYIOTCS OTAEIBHO.

Konuu pacnopsokeHndt Ha OyMakKHOM HocuTene  OOLIMM OTaes 3aBepsieT NeydaThio
«O6mmit ornen Aamuauctpanun Hapo-OoMUHCKOTO MyHHUIMITAILHOTO PAiioHa», B OTPACICBOM
opraHe - ciyx0a JeJONpOU3BOJCTBA 3aBEpseT I€YaThIO CIYKObI JIEJIONPOMU3BOJCTBA U
HaIpaBJIse€T ajpecaraM B COOTBETCTBUU C YKa3aTeJleM pacChUIKM, KOTOPBIA COCTaBISETCS U
noanuceiBaercss ucnonHuteneM. Konus o0s3aTeabHO HANpaBisieTCsl TaKKe HUCHOJHUTENI0 U B
CITYXO0Yy J1eJI0TPON3BOJICTBA.

PacniopspkeHune umeer 00s13aTeNbHbIE PEKBU3UTHL B COOTBETCTBUM C 11.3.4.4. HCTpyKLIUU
0 JIEJIONPOU3BO/ICTBY.

( B pen. Ne 606-p ot 30.12.2016)

3.3.6. Pacnopsokenuss AnmuancTpaiun Hapo-®oMHHCKOTO MYHHIMIIAIBHOTO paiioHa
noxanuceiBaeT Pykosoaurens Anmunuctpanun Hapo-®oMHUHCKOro MyHUIIMIIAIIBHOTO palioHa, B
€ro OTCYTCTBHE — JIUII0, €r0 3aMEIIA0IIIEe.

PacrniopsikeHust OANMCHIBAET PYKOBOJIUTEND OTPACIIEBOrO OpPraHa, a B €ro OTCYTCTBHE -
JIMII0, €T0 3aMelIaroIIee.

BHeceHnne u3MeHeHul B MOANKMCAHHOE PACHOPSIKEHUE, a TAKXKE B COIVIACOBAHHBIN IIPOEKT
JIOKYMEHTa He JI0MyCKaeTcs

Ilopsanok mnoanucaHusi, PETUCTPALIMM, PACCBUIKM  PACIIOPSDKEHUS OCYILECTBISETCS B
COOTBETCTBUH C 11.3.6. IHCTpYKIIMH 110 I€TONIPOU3BOJICTBY.

3.4. Oco6eHHOCTH MOATOTOBKH MPOEKTOB MYHHIMNAJBHBIX NMPAaBOBbIX
AKTOB M PACHOPAAUTEIbHBIX JOKYMEHTOB

3.4.1. Ilpu MOAroTOBKE NMPOEKTOB IMOCTAHOBICHHH M PACMOPSIKEHUH AJIMHUHHUCTPALUH
Hapo-domMuHCKOr0 MYyHMIIMIIAIBHOTO paloHa (Aefleé — TOCTAHOBJIEHUS U PaCIOPSHKEHUSA)
OTpacyieBble OpraHbl W CTPYKTYpHBIE TIOAPA3JEICHHUs  PYKOBOACTBYIOTCA PermameHTOM
Anmunuctpanuu Hapo-®oMHUHCKOT0 MyHUIIMIATIBHOTO paifoHa u Hactosmied MHcTpykiueit mo
JEJIONIPOU3BOJICTBY.

MynununansHeie npaBoBele akTbl [n1aBel Hapo-®OMUHCKOro TroOpoJICKOro Okpyra IO
BOIIpOCaM, OTHOCSALIMMCS K HCKIIOUNTENbHON KommereHuuun InaBel Hapo-PomuHckoro
TOpOJICKOTO OKpyra, odopmistoTcs Ha Onankax ['maBel Hapo-domMuHCKOTO roposickoro okpyra
MockoBcKoit obmacTu:

- IOCTAHOBJICHUSI: O HarpaxxJeHuu; o0 MMeHHbIX ctuneHausax ['masel Hapo-domuHckoro
TOPOZCKOT0 OKpyTa; 00 yCTaHOBICHUH (IPUOCTAHOBJICHNH) IEHCHHU 32 BBICIYTY JIET; U JIp.;



- paclopspKeHHsA: O IPUCBOCHMM KJIACCHBIX YMHOB MYHULMIAIBHBIM CITYXKaIIUM;
YCTAQHOBJICHUH Ha/10aBKU 3a KJIACCHBIN YUH; U JAp.

MyHununanbHbele IpaBoBble akThl AnMuHuctpauuu Hapo-®OMHHCKOro TropojacKoro
OKpyra II0 BONPOCAM MECTHOIO 3HA4YE€HHs M BOIPOCAM, CBS3aHHBIM C OCYIIECTBICHUEM
OTJIENIbHBIX FOCYAAPCTBEHHBIX ITOJHOMOYMI, N€PEIaHHbIX OpraHaM MECTHOTO CaMOYyIpaBICHUS
(benepanbHBIMU 3aKOHAMU U 3aKOHaMM cyObekToB Poccuiickoit denepanun, odopmisdorcs Ha
Osankax AamuHuctpauuu Hapo-®oMHUHCKOro TopoJCKOro OKpyra.

( B penakmuu pacropsukeHust Ne 369-p or 28.12.2017)

3.4.2. TIpoeKThl OCTAHOBJICHUH U PAaCHOPSDKEHU 0POPMIISIOTCS Ha TepOOBBIX OJaHKax
YCTAHOBJIEHHOT0  oOpa3ma, yrBepkaaemblx  PykoBonutenem  Anmunuctpaumu — Hapo-
@DOMHUHCKOTO MYHUIIMIAIBHOTO paiioHa M M3TOTOBISIEMBIX THIIOTPAapCKUM CIIOCOOOM B
YCTaHOBJICHHOM Topsiake npuiokenue Ne 3 u Ne 4).

[TpoeKThl TOCTAaHOBJIEHUI MOTYT O(OPMIIATHCS Ha AIIEKTPOHHBIX M1a0JI0HAX JTOKYMEHTOB.

( B pemaxiuu pacnopsixerust Ne 363-p ot 27.12.2017)

TekcT neyaTaercs Ha OJTHOM CTOPOHE JIUCTA.

Vcnonb30BaHue KCEpOKONUil repOOBBIX OJIaHKOB 3alPEIICHO.

3.4.3. IIpu moaroTOBKE MPOEKTOB ITOCTAHOBICHUI M PACTIOPSHKCHUN TMPUMEHSIOTCS:

-TEKCTOBBIE PEIaKTOPHI ¢ Hcnosib30BaHueM mpudToB Times New Roman;

-kerens: 12 nT, 13 0T, 14 0T (IyHKTOB) B OCHOBHOM TEKCTE, 12 NT B CHOCKAX;

-MEKCTPOYHBIN MHTEPBAJ: OJUHAPHBIN U NIOJyTOPHBIN;

-paccTaHOBKY IIEPEHOCOB — aBTOMATUYECKYIO;

-(opmaTupoBaHrEe OCHOBHOI'O TEKCTA M CCHIJIOK — B TAPAMETPE «I10 LIUPUHEY;

-IIBET MWPH(TA — YSPHBIH;

-KpacHyIo CTpoky — 1,25 cMm.

3.44. OOs3arenbHBIMH  PEKBH3MTaMH  HOPMATHUBHBIX  IPABOBBIX  aKTOB U
pacopsIAUTEIbHBIX TOKYMEHTOB SIBIISIOTCS:

-BocnpousBeaeHue repdba Hapo-OoMHUHCKOTO MyHUIIMITAIBHOTO palioHa B COOTBETCTBUU C
[Tonoxenuem o I'epbe myHununansHoro odpasoBanus - Hapo-domuuckuii paiion MockoBckoi
oOnactu Ha OnmaHKaXx B BEPXHEM IOJ€ JIMCTa Haja pekBuzuToM "HammeHoBanue oprana " Ha
OnaHkax mocTaHoBieHUl AaMuHuctparmu Hapo-domMHHCKOro MyHUIMNIAIBHOIO paiioHa B
MHOTOIIBETHOM BapHaHTe, Ha OJlaHKax pacnopstkeHuil Anmunuctpauun Hapo-®omuHckoro
MYHULIMIIAJIBHOTO paiioHa B 3€JIEHOM IIBETE;

-HaMMEHOBaHNe opra”a — «AaMmuaucTpanus Hapo-OoMUHCKOro MyHUIIMIIAIBHOTO paioHa
MockoBckoii 001acTu,

- HAaMMEHOBaHMe BHJ1a JOKYMEHTa (ITIOCTAaHOBJIEHHE, PACTIOPSKEHUE, PUKA3);

-naTa, opopmisgercs: apadCKuMH IM(pamMu B MOCIEI0BATENbHOCTU: JIEHb MECSIa, MECII,
roj, JeHb Mecsia U Mecsall oQopMIISIOTCS ABYMsI mapamu apaOckux mudp, pas3iaeieHHBIMU
TOYKOH; TOJ — YeTBHIPbMs apaOCKUMH LHdpaMu, eyaTaeTcsl HEHTPUPOBAHHBIM CIOCOOOM,
MPOCTABJISIETCS MIPH MOANNCAHUN aKTa;

- PerucTpalvoOHHbIN HOMEp, akTa opopmisieTcs apaOCKUMM IUPpPaMU U COCTOUT U3 3HAKa
"N" u mopsAKOBOro HOMepa JIOKYMEHTa, IOpPSIKOBOMY HOMEpY paclopsiKeHHs depes Aeduc
nobapnsiercst OykBa "p"- s paclopsyKeHMH 110 OCHOBHOM JAEATENbHOCTH, «K» - JUIA
pacnopspKeHUH Mo KaJIpoBBIM BOIIPOCAM;

- MecTO U31aHud akta — r. Hapo-®omuHCK;

-3ar0JIOBOK - I€4YaTaeTCs Ha pacCTOSIHUM HE MeHee 9 CM OT BEpPXHEro Kpas JINCTA, MUILIETCS
C TIPONHMCHOM OYKBBI, BBLAEISAETCA MOMYKUPHBIM mIpudTom. Touka B KOHIIE 3arojoBKa He
CTaBUTCS. 3arojIOBOK, COCTOSIIIMN U3 JBYX M 0ojiee CTpOK, medaraercs yepe3 | MeKCTpOUyHbIN
MHTEPBAJ, Ha4aJl0 U KOHEIl Ka)XJ0H CTPOKHM 3arojIoBKa IIEHTPUPYIOTCS OTHOCHUTEIBHO CJIOBA
«AJIMUHUCTpALlUs», 3arojIOBOK K TEKCTy akTa JaeTcsi B KpaTKol ¢opme, TOYHO OTpakaeT
coliepkanue, GopMyIUPyeTCs B BUIEC OTBETA HA BOMPOC «O 4eM? (0 KoM?)».

-TekcTt akTa OTHEIAETCS OT 3aroJ0BKa IBYMSI MEKCTPOYHBIMU MHTEPBAJIAMU U I1€YATACTCS
mpudToM pazmepom Ne 12 ¢ 1 MEKCTPOUHBIM HHTEPBAJIOM.



( B pemaxiuu pacnopsbxerust Ne 369-p ot 28.12.2017)

TexcT nmedaraercss OT JIEBOM TI'PaHULBI TEKCTOBOIO IOJS M BBIPABHHUBACTCS IO JIEBOM U
MpaBoOW TpaHUIE TEKCTOBOTO moJs. [lepBas crpoka ab3ama HauMHAeTCs Ha pacctosHuu 1,25 cm
OT JICBOW I'PaHULIBI ITOJIA.

TexcToBast yaCTb HOPMATUBHBIX IIPABOBBIX AKTOB M PACHOPSAAUTEIBHBIX JOKYMEHTOB, KaK
IOpaBUJIO, HOJpPA3JeNieTcss Ha KOHCTAaTHpYoIlylo (mpeamOyay) W IOCTAHOBIISIOLIYIO
(pacropsiANTENbHYIO) YaCTH.

B KoHcTaTupyromeld 4YacTH yKa3bIBalOTCS IIPUYUHBI, OCHOBAHMS, LEIM IPUHATHSA
HOPMAaTUBHBIX IIPABOBBIX AKTOB M PpacHOPSAOUTENbHBIX JOKYMEHTOB. B 3TOl wactu mnpu
HEOOXOJMMOCTH YCTaHABIMBAEeTCAd B3aMMOCBS3b C paHee W3JIaHHBIMM HOPMAaTUBHBIMU
npaBoBbIMU akTaMu Poccuiickoin @exepanuy, HOPMATHBHBIMM IIPABOBBIMU aKTaMH U
pacropsauTeNbHbBIMU JOKYMEHTaMU MOCKOBCKON 001aCTH, JPYTUMH TOKYMEHTaMU 110 JaHHOMY
BOIpocy. B Tekcre JOKYMEHTOB, IOATOTOBIEHHBIX HA OCHOBAaHUM U B Pa3BUTUE PAHEE U3JIAHHBIX
HOPMAaTUBHBIX IIPaBOBBIX AKTOB M PpACHOPSAAMTENBHBIX JOKYMEHTOB, YKa3bIBalOTCS HX
PEKBU3UTHI: HAMMEHOBAaHUE BUJA JOKYMEHTA, HAMMEHOBaHHE OpraHa (JOJKHOCTHOIO JIMLA) -
aBTOpa [JOKYMEHTa, Jara, perucTpaloHHbId HoMep (Hampumep: "B coorBercTBHH C
nocraHoBieHueM ['yOepnatopa MockoBckoir o6mactu ot 23.01.2011 Ne 12-IIC "O6
yTBepkaeHHH [1o10kKeH s 00 ....», MOCTaHOBIISIO:).

TekcT pokyMeHTa u3jaraeTcsi OPOCTBIM MU JIOCTYHHBIM JUIsl HOHMMAaHUS S3BIKOM, HE
JOIIYCKAOIUM BO3MOXHOCTH JIBOSIKOIO TOJKOBaHMs. COKpallleHHs, NPUMEHSEMBIE B TEKCTE,
JIOJDKHBI OBITH OpHUIIMaNbHO PUHATHEIMEA. Henb3st ncnonp3oBath ab0peBuatypsl: PO (mpaBuibHO
- Poccuiickas @enepanus), MO (mpaBuiibHO - MockoBckast obnacts) U T.1. He nonmyckaercs st
0003Ha4YeHMs] MPOLIEHTOB MCIOJb30BaTh cuMBONI "%" (Hampumep: "ExemecsuHas HanbaBKa K
JOJDKHOCTHOMY OKJIaQy 3a CIIOKHOCTb, HANPSYKEHHOCTb U CIELUUAIbHBIA PEXHUM PpabOThI
YCTaHABJIMBAETCS B pa3Mepe A0 MATUAECITH IIPOLIEHTOB (BKJIIOUUTENBHO)".

HopMaTtuBHbIe Ipeanncanns B KOHCTATUPYIOIIYIO YacTh HE BKIJIIOUAOTCSI.

KoHcraTtupyromas yacTe OCTAaHOBICHUI 3aBeplIaeTcs CIOBOM "MOCTAHOBIAIO", KOTOpOE
HeyaTaeTcs )KUPHBIM HIPUPTOM, TOCIIE KOTOPOTo CTABUTCS ABOETOUHE.

Ecnu coneprkanre MyHUIIMIIATIBHOTO MPAaBOBOT0 aKTa M pacHOPSAAUTENLHOTO IOKYMEHTA He
HYX/1aeTCsl B MOSICHEHUU MJIM 0OOCHOBAHUH, TEKCT MOXKET COJIEPKATh TOIBKO IMOCTAHOBIISAIOIIYIO
(pactopsAUTENbHYIO) YacCTh.

B mnocranoBnsoneil (pacnopsauTenbHON) 4acTH MYHHUIMIAIBHOTO IMPABOBOTO akTa M
pacnopsAUTENLHOTO TOKYyMEHTa B MOBEJIUTENbHON (hOpME yKa3bIBAaeTCs, KOMY, B KaKOH CpOK U
KaKHe IEHCTBUS IIPEIIUCHIBACTCS BBIIIOJIHUTD.

B Tom citydae, eciin ynpaBiaeH4YeCKOE ACMCTBUE NMPEANIOIAaraeT KOHKPETHOIO UCTIOJIHUTENS,
COOTBETCTBYIOIIUN ITYHKT MyHUIIMIIAJILHOTO IPAaBOBOTO aKTa M PacCHOPSAUTEIBHOTO JOKYMEHTa
JIOJKEH HAYMHATBhCS C YKa3aHUS JODKHOCTH M (aMHJIMK HCHOJHUTENS (MHULUAIBI B TEKCTE
cTaBiTCs Tocie (aMHIUMM) B JaTeNbHOM Majaexe, Hanpumep: "HauanbHuky oOumiero otaena
yopasieHuss aenamMu  AnmuHucTpanuu  Hapo-DOMHMHCKOrO  MyHHMIMIIAIBHOTO  pailoHa
[Tpubsibekoit HIL. ...". Ecnu B kauecTBe MCIOMHUTENS YKa3bIBAETCSl OTPACIEBOM OpraH WM
CTPYKTYPHOE TMOAPA3ACICHUE, TO JOJDKHOCTh PYKOBOJAMTENS HE IUIIETCS, HalpUMep:
"VrpaBnenuto 1o oOpazoBaHuio AnMuHHcTpauuud Hapo-DOMHHCKOr0O MYHHUIMIIAIBHOTO
paifona...".

[TocranoBmstomas (pacnopsiiMTeNbHast) 4acTh MPOEKTOB OCTAHOBICHUN (pacopsbKeHHi),
JOJIKHBI COJIEPKATh MYHKTHI, IPeAyCMaTpUBAIOIIKE:

-[IOpPY4YEHMS] JOJKHOCTHBIM JHMIiaM AnMuHucTpaund Hapo-®oMUHCKOro MyHUIIMIIAIBHOTO
palioHa 0 OCYIIECTBICHUIO KOHTPOJIS 32 MCIIOJIHEHHEM MYHHUIHIIAIBHOIO IIPABOBOTO aKTa WU
pacnopsAUTENBLHOTO TOKYMEHTA,

-CPOKH HUCIIOJIHEHUS TOPYUYECHU;

- YKa3aHUs 10 ONMyOJIMKOBAHUIO B O(DUIIMATBHBIX U3AaHUAX (B 005S3aTEILHOM MOPSAIKE VIS
HOPMAaTUBHBIX IIPAaBOBBIX AKTOB M PACHOPAIUTEIBHBIX JTOKYMEHTOB, 3aTPAarMBalOIMX BOIIPOCHI
3aIUTHI IPaB U CBOOO/T YEIOBEKA U IPaKIaHIHA);



yKa3aHus O NPU3HAHUM YTPATUBILMMHU CHJIY paHee MPUHATBIX IO 3TOMY BOIPOCY
HOPMATUBHBIX IMPABOBBIX AKTOB U PACHOPSAUTENBHBIX JTOKYMEHTOB (IIyHKTOB HOPMATHUBHBIX
IIPAaBOBBIX AKTOB M pAaCHOPSAMTEIbHBIX JIOKYMEHTOB) C YyKa3aHHEM HX JaTbl, HOMEpa U
3aroJIOBKa, €CJIM BHOBb IIPMHUMAEMbIi MYHULUIIAIBHBIA IIPABOBOM aKT M PacIOPSAUTEIbHBIN
JOKYMEHT OTMEHSET UX WM KaKue-TO UX MOJIOKEHHUS;

-yKa3aHMs O CHATHH C KOHTPOJIA PaHEe NPUHATOIO MYHHUIMIIAIBHOIO IPAaBOBOIO aKTa U
pacropsAAUTENBHOTO JOKYMEHTA B CIIydae €ro BBIIOJHEHHS JINOO €CM HOBBIM MYHUIIUITAIbHBIN
IIPABOBOM aKT M PAaCHOPSAUTEIbHBIM JOKYMEHT U3Jal0TCsl B3aMEH PaHee MIPUHATOTO.

Ecium noaroraBnuBaeMblii MYHULMIAIBHBIA ~ IIPABOBOM aKT W PacHOPsSIUTEIIbHBIN
JIOKYMEHT BJIEKYT 3a COOOM M3MEHEHUS WU JOMOJIHEHUS JIPYTUX JTOKYMEHTOB, 3TH U3MEHEHUS
WIM JIOTIOJTHEHMSI BKIIIOYAOTCS B IPOEKT MOJArOTaBIMBAEMOI0 MYHUIIMIIAIILHOTO IIPABOBOIO aKTa
U pacHopsiIUTENIbHOTO JOKYMEHTa JIMOO MPEeACTaBISIIOTCS OJHOBPEMEHHO B BHJIE OTIEIBHOIO
[IPOEKTa MYHULIUIIAJIBHOIO [IPAaBOBOIO aKTa U PACIOPAIUTENBHOIO JOKYMEHTA.

[TyHKTBI HyMepyrOTCa apaOCKUMHU LU(GpPaMU ¢ TOYKOW U 3arojlOBKOB HE UMEIOT. [IyHKTHI
MOTYT pa3felsiThCsl Ha MOMMYHKTHI, KOTOPbIE MOTYT HyMepoBaTbcsi apabCckumu mudpamu mim
CTPOYHBIMU OYKBaMH € 3aKpbIBAIOLIEHCs KPYIJIOH CKOOKOM.

- Ilognuce nuua, o¢puUUUANIBHO YIOJIHOMOYEHHOTO IOJIMUCHIBATH COOTBETCTBYIOLIUI
JIOKYMEHT (B COCTaB PEKBHM3HMTa BXOJAT: IOJIHOE HAUMEHOBaHME JIOJKHOCTH, JIMYHAS HOJIKCH,
WHHUIHATHI (CTaBsATCs nepes hamunmeit), hamMuius Tuia, MoMICaBIIeTro JOKYMEHT);

[Tonnuck otaensercs OT TEKCTa ABYMsI MEKCTPOYHBIMU MHTEPBAIAMHA M COCTOUT U3 CJIOB
"PykoBonutens AnmuHuctpauuu Hapo-®OMHHCKOrO MyHMIMIAIBLHOIO pailoHa', MHHUIMAA
UMEHU U OTYECTBA, ¢damunus  PykoBoautens Anmunuctpauuun Hapo-®domuHckoro
MyHULIMNIaJIbHOTO paioHa. CnoBa «PykoBogutens», «AnmuHuctpauun Hapo-DomMuHCKOro»,
«MYHULMIAIBHOTO palioHa» I1€YaTatoTCsl B TPU CTPOKHU dyepe3 1 MexcTpouHblil nHTepBan. Cnosa
«Anmunuctpauun Hapo-®omuHCKOro» mnedaraioTcsi OT TpaHMLbI JIEBOTO IOJS, a CloBa
«PykoBoguTENb» M «MYHUIUIAIBHOTO pailoHa» LEHTPUPYIOTCSA OTHOCHUTEIBHO 3THUX CIIOB.
Nuunmaner umMeHu u otdectBa, (ammmms PykoBomurtens Aamunuctpanuu Hapo-®omMuHCKOTO
MYHHIIMIIAJIBHOTO pailoHa MeYaTaroTCs y MPaBOW MPaHULbI TEKCTOBOTO MOJIS.

[locranoBnenust ~Anmunuctpauun  Hapo-DoMHHCKOrO  MyHHMIIMIIAIBLHOTO  paiioHa
3aBepsIOTCsl repOoBOiM medathio «Aamunuctpanus Hapo-OoMHHCKOro MyHHMIMIAIBHOTO
paiioHa.

ITocTtaHOBIEHUS B JEKTPOHHOM (hopMe MOJIUCHIBAETCS YCHUIIEHHON KBaNIU(DUIIMPOBAHHOM
aneKTpoHHOM noanuchio ['maBel Hapo-®oMUHCKOTO TOpoACKOro okpyra 06e3 M3roToBJIEHHUS Ha
OyMa)XHOM HOCHTEJIE M CKpeIUIeHUs ero nedyatbio AnmuHHMcTpauuu Hapo-DPomuHckoro
TOPOACKOTO  OKpyra IpW  HIPENOCTAaBICHUU  CICAYIOIIMX  TOCYIapCTBEHHBIX  YCIYT,
IIPEIOCTABIIIEMBIM B paMKax NEPeJaHHbIX TOJTHOMOYUI:

1. Ilpunstue pemenuss o0 U3MEHEHNH, YCTAaHOBJIEHUH, YCTAHOBJIECHUHM COOTBETCTBUS BHUJA
pa3peleHHOro UCII0JIb30BAHNS 36MEIIbHBIX YYaCTKOB.

2. O mepeBoie 3eMenb (00 OTHECEHUH 3eMeIb), HAXOSIINXCS B YaCTHON COOCTBEHHOCTH, B
CIIy4asiX, YCTAaHOBJIEHHBIX JEHCTBYIOIIMM 3aKOHOJATEIbCTBOM, U3 OJHOW KaTeropuu B APYTYIO
(x ormpenieIeHHON KaTeropuH).

3. IIpenocraBienue 3eMeNbHBIX Y4aCTKOB, TOCYJapCTBEHHAs COOCTBEHHOCTh HAa KOTOpHIE
HE pa3rpaHuyeHa, B COOCTBEHHOCTh O€CIIaTHO.

4. TlpenocraBieHrEe 3eMEIbHBIX YYaCTKOB, FOCYIapCTBEHHAss COOCTBEHHOCTh Ha KOTOpbIE
HE pa3rpaHryeHa B apeHy WIH B COOCTBEHHOCTh Ha TOprax.

( B pemaxiuu pacnopsbxerus Ne 363-p ot 27.12.2017)

MynununansHeie npaBoBele akTbl [n1aBel Hapo-®OMUHCKOro TroOpoJICKOro Okpyra IO
BOIIpOCaM, OTHOCSALIMMCS K HCKIIOUNTENbHON KommereHuuun InaBel Hapo-PomuHckoro
ropoACKoro okpyra odopmieHubsie Ha Omankax ['nmaBel Hapo-®oOMHHCKOTO TOpOJCKOTO OKpyTa
MocCKOBCKO# 001aCTH U MyHUIIUTIAJIBHBIE MTPaBOBbIE akThl AqMuHUcTparu Hapo-domuHckoro
TOPOJICKOrO OKpyra II0 BOINPOCaM MECTHOIO 3HAY€HUS M BOIPOCaM, CBSI3aHHBIM C
OCYILIECTBJIEHUEM OTAEIBHBIX TOCYJapCTBEHHBIX NOJHOMOYMH, IEPENAHHBIX OpraHaM MECTHOIO



camoyTipaBlieHHUs (elepaJbHBIMI 3aKOHaMU M 3aKOHaMHu CyObeKkToB Poccuiickoit ®enepanuu
obopmiieHHbIE Ha OmaHkax AnvuHHcTpanuu Hapo-OOMHUHCKOTO TOPOJCKOTO  OKpyTa,
noanucbiBatores ['maBoit Hapo-®OMHHCKOTO TOPOACKOrO OKpyra.

( B penakmuu pacropspxeHust Ne 369-p or 28.12.2017)

3.4.5. Ilpu HanMYUK MPUIOKEHUH K MOCTAHOBJICHUIO (PACHOPSHKEHUIO) B TEKCTE Ha HHUX
0053aTeNBHO JIEIAETCs CChUIKA.

[IpunoxkeHns K IpoekTaM akToOB (IIOCTAHOBJIEHHWH W PacHOpsDKEHMN) IedaTaroTcs Ha
OTJICbHBIX JTUCTaX OyMaru U BUBHPYIOTCA.

Pazmeps! noseid, mpudTh 1 MEKCTPOYHBIC HHTEPBAIIBI P TIEYATAHUU TEKCTA WACHTUYHBI
pa3Mepam, IPUMEHSIEMbIM IpU 0(POPMIICHUH TEKCTOB MOCTAHOBIICHUH (PaCHOPSKEHHUIA).

[TpunoxeHussMu SBISIOTCS TOJOXKEHHS, PErJIaMeHThl, MEPEeYHH, CIUCKH, TpaduKi,
TabJIUILIbI, 00pa3Lbl TOKYMEHTOB U JIp.

Ecim B Tekcte gaercs cchUika  Ha - npuiiokeHue  (''COMVIACHO — IPHIIOKEHUIO",
"mpunokeHue"), TO Ha IMEpPBOM CTpaHHIE MPUIOKEHHs, B MPAaBOM BEPXHEM YTy JeaeTcs
Haanuch "IIPUJIOKEHUE" c¢ ykazaHueM BuJa MYHUIUIAIBHOIO IPaBOBOIO aKTa U
pacmopsiANTEILHOTO JOKYMEHTa, €ro JaThl U Homepa mo ¢opme: Bce wacTu pexBuU3UTa
nevararorcs 4depe3 1 MexcTpouHblid uHTepBan. [lomyckaercs BblpakeHue «llpuiioxenue»
revaraTh MPOMUCHBIMU OyKBaMU, a TaK)Ke IIECHTPUPOBATH 3TO BBIPAKEHUE, HAMMEHOBAHHE aKTa,
€ro JaTy U PEruCTPallMOHHBI HOMEpP OTHOCHTEIBHO CaMOW JJIMHHOM CTPOKH, HAIIpUMED:

[Ipunoxenne
K [TIOCTAHOBJICHUIO (PaCHOPSKEHUIO)
Anmunuctpanuu Hapo-®omuHCcKoro
MYHHLIMIIAJIBHOTO paiioHa
oT Ne

[Ipy HanMuMM HECKOJBKHUX MPUIOKEHUM OHM HYyMEpYylOTcs apabCckumMu mudppamu
(Hanpumep, npuinoxenue Ne 1, npunosxkenue Ne 2 u T.71.).

Eciu B Tekcre MyHMIMIAIBHOTO IPABOBOTO aKTa M PACHOPSAUTEIBHOTO JIOKYMEHTa
3anucaHo: "YtBepauth [lonoxenue, VYcraB, cocTaB KOMHCCUM WM HMHOM JOKYMEHT
(mpumaraetcst)”, TO B IpUIaraéMoM JUIsl YTBEPKIACHHSI JOKYMEHTE Mepesl 3arojIoBKOM B ITPaBOM
BEPXHEM YTy oMenaercs rpug:

YTBEPX/IEH
(B pozie U 4nciIe, COOTBETCTBYIOLIEM BUY
JIOKYMEHTA)
IIOCTAHOBJIEHHUEM A IMUHUCTpPaLUU
Hapo-®oMuHCKOr0o MyHHIIMIIAIIBHOTO palioHa
oT Ne

[locnennuii  JUCT KaXJIOrO MPHIOXKEHUS Ha OOOPOTHOM CTOpPOHE BH3HPYETCS
UCTIOJIHUTENIEM IO clefyroumed Qopme: auYHas NOANMCH, pacIM(pOBKA IMOANUCH, [aTa

BU3HUPOBAHUA.
3aroJIoBoOK K TEKCTY MNPUIIOKCHUA MEHYATACTCA HCHTPOBAHHBIM crmocooboMm. HanmeHoBanue
BUJda HAOOKYMCHTa - MPUIIOXKCHUSA (HCpBOC CJIOBO 3aroJioBKa HpI/IJ'IO)KeHI/IH) BBIACTIACTCA

IPONUCHBIMA OyKBaMH, MOJYKUPHBIM HIPU(YTOM M MOXKET ObITh HANE4YaTaHO B PA3PSIKY
(ITOJIOKEHME, ITEPEYEHD, CITUCOK T.1.).

[Ipn HamMyMKM B TEKCTE MPHUJIOKEHUS HECKOJBKUX Pa3/IeliOB MX 3aroJIOBKU IEeYaTaroTCs
[ICHTPOBAHHBIM CMOCOOOM (OTHOCHUTENBHO TpaHMIl TeKCTa). Touka B KOHIIE 3arojioBKa He
cTaBuTCs. Jlonmyckaercs BBIACIATh 3aT0JIOBKU Pa3/esIOB MMOITYKUPHBIM HIPU(TOM.



Texct mpusnoxeHuss MoXxeT ObITh 0opMIIeH B BUE TaONUIBL. ['padbl 1 CTPOKU TaOIUIBI
JIOJIKHBI UMETh 3aroJIOBKH, BBIPAKEHHbIE UMEHEM CYIIECTBUTEIBHBIM B IMEHUTEIBHOM Ma/IEKe.
[ToazaronoBku rpag U CTPOK rpaMMaTHUECKH JTOJIKHBI OBITh COTJIACOBAHBI C 3ar0JIOBKAMHU.

Ecnu Tabnuny neyataroT Gojiee 4yeM Ha OAHOM CTpaHMIIE, 3ar0JIOBOYHAS YaCTh TAOJMIIBI
(HaumeHoBaHMe rpad) MOBTOPSIETCS HA KaXI0H CTpaHUIIE.

JIuCTBI PUIIOKEHUSI HYMEPYIOTCSI CAMOCTOSITENIBHO HAYMHAsl CO BTOPOTO JIMCTA.

[Ipu HamU4MM B TEKCTE MPHUIIOKEHUU CCBHUIKM Ha CHOCKY OHa O(OPMIISETCS 3BE310YKOM
niu Udpoi co ckoOKoi. TekcT CHOCKM mevaraercs yepe3 | MeKCTpOYHBI MHTEPBAI B KOHIIS
KQKIOW CTpaHMIIbl MU IOCJIEe NMPUIIOKEHUS B 1iesoM noJ ueptoil. Ilocie cuMBona cHocku ee
TEKCT MeYaTaeTcs C MPONUCHOI OyKBbI. B KOHIIE TEKCTa CHOCKU CTaBUTCS TOUKA.

Ha onHoii cTpanmiie He TOJDKHO MPOCTABISATHCS 00JIee TPEX CHOCOK.

B nonoxenusix, nporpaMMax, yctaBax U APYyrux NOJOOHBIX JOKYMEHTAaX pasJieibl U IJ1aBbl
HYMEPYIOTCSI, KaK MPaBHJIO, pPUMCKUMH IU(PpaMH, a TyHKTHl U MOJIMYHKTHI - TaK kK€, KaK U B
TEKCTE MOCTAHOBJICHHs (pacmopsbkeHus). B yka3aHHBIX JOKYMEHTax HMX COCTaBHBbIE YacTu
(pa3memnsl, MOaPa3IeIbl, IYHKTHI, IOJITYHKTBI) MOYKHO TaK)Ke HyMEpOBaTh apaObCKUMHU IuppaMu.
[Toapa3nensl HyMepyrOT B npenenax pasaena. Homep noapasaena qoJKeH COCTOATh U3 HOMEpa
paszena u HoMmepa Iojpas/iela, pa3eIeHHbIX TOUKol (Hampumep, 1.2.). HoMmep nyHkTa A0mKeH
COCTOSITh U3 HOMEpA pazfiena, Mmojapas/ena U MyHKTa, pa3AeIeHHbIX TouKaMu (Hampumep, 2.3.1.).
[TyHKTBI IpY HEOOXOIUMOCTH MOTYT MOJAPA3JAENIATHCA HA MOJIYHKTHI, KOTOPbIE JTOJKHBI UMETh
MOPSAIKOBYIO HYMEPAIMIO B MpeeNiaX KaXI0ro myHkra (Hanpumep, 1.2.2.1.).

JIOKyMeHTBI (IIpOrpaMMbl, MOJOXKEHHS, PErjiaMeHThl, IUIaHbl, HOPMbI U T.II.), KOTOpbIE
mpeyiaraeTcsi yTBEpAUTh IOATOTABIMBAEMBIM IPOEKTOM IIOCTAHOBJICHHS (pacmopsKEHHs) B
00s3aTeIbHOM TOPSIZIKE IPUIIAratoTCs K JAHHOMY IIPOEKTY aKTa.

3.4.6. Eciu B TekcTe MpoOeKTa akTa YHNOMMHAIOTCS paHee MPUHSTHIE aKThl, TO JEIaeTCs
CCBUIKA HA COOTBETCTBYIOIUN aAKT.

Ecnu moaroraBnuBaemMblil akT BIEUYET 3a cOOOW BHECEHHE U3MEHEHUH WU JIOTIOJTHEHH B
JIpYTHU€ aKThl, 3TH U3MEHEHUS WM JIOTIOJTHEHUSI BKJIIOYAIOTCS B MPOEKT MOATOTABIMBAEMOIO aKTa
WJIH MIPENICTABIIAIOTCS B BUJE CAMOCTOSTENBHOIO aKTa OJTHOBPEMEHHO C HUM.

[IpoekT 1O opraHu3anuu UCHOJHEHUS (eepaabHbIX 3aKOHOB, 3aKOHOB MOCKOBCKOM
00J1aCTH ¥ Mp. HOPMATUBHBIX TOKYMEHTOB BBICIIMX OPTaHOB BJIACTH JOJDKEH COJEPKATh CCHUIKY
Ha COOTBETCTBYIOLIUI 3aKOH WJIM HOPMaTHUBHBIE aKT.

3.4.7. Ecnu B MyHUIMNAILHOM  IpPAaBOBOM AaKT€ U PaCHOPSIUTENBHOM JIOKYMEHTE
HEOJIHOKPATHO YHOTPeOsSeTCs] TO UM UHOE MOHATHE (0OBEKT, KPyr OOBEKTOB), TO MPHU MEPBOM
YIIOMHUHAHUU TPUBOJUTCA €ro IOJHOE M B CKOOKaxX COKpallleHHOE€ HauMEHOBAaHUE B
MMEHUTENIbHOM TMaJIeXKe, IOCIe Yero YyIoTpeOssieTcss TOJIbKO COKpPAlllEHHOE HauMEHOBaHUE.
Hanpumep: "B coorBercTBuu ¢ MHCTpyKIMen no nenonpousBoacTBy B Anqmunuctpanuu Hapo-
DOMUHCKOTO MYHHUIIMIAJILHOTO paiioHa W B OTpacieBbIX ((YHKIMOHAIBHBIX) OpraHax
Anmunuctpanun Hapo-®oMHHCKOTO MyHHLIMTIAIBHOTO paiioHa (aanee - MHCTpyKIus)".

HaumeHoBaHMsI yIIOMUHAEMBIX B MyHHUIIMIIAJIBHOM [PaBOBOM aKT€ M PaclopsAUTEILHOM
JOKYMEHTE OTpAaCIIEBBIX OPraHOB WJIM CTPYKTYPHBIX MHOJPA3ACICHUI NMPUBOIATCA B IOJHOM
COOTBETCTBUHU C UX OQUIMAIBHBIM Ha3BaHHEM, 3aKPEIJICHHBIM B UX MPaBOYCTaHABIMBAIOIIMX
JIOKYMEHTaX.

3.4.8. TlopsmoKk M CPOKH COTJIACOBAHUS MPOEKTOB MYHHUIUIAIBHBIX MPABOBBIX AKTOB H
pacropsiAMTENbHBIX JIOKYMEHTOB YycTaHaBiauBaroTca Permamenrom  Aamunucrpanuu Hapo-
DOMUHCKOI0 MYHULIMITAJIBHOTO PaiioHa.

CornacoBaHMe NPOEKTOB MYHHUIMNAJIBHBIX IIPAaBOBBIX AaKTOB U PacHOPSIUTENBHBIX
JIOKYMEHTOB OCYILIECTBIISIETCS ITyTEM BU3UPOBAHMS.

Jluct cornacoBanust opopmisieTcs Ha OOOPOTHOM CTOpPOHE MOCJEIHEro JHCTa BTOPOTo
AK3EMILIIpa MPOEKTa MYHUIIMIAIBHOTIO MPABOBOTO aKTa U PaCHOPSIUTENILHOTO TIOKYMEHTa (HO
HE Ha NPUWIOKEHUH K HUM) (mIpritoskeHue Ne 13).

JIuct coriacoBaHUst MOXET HWMETh MPOJOJDKEHUE MPU HAJIMYMU OOJBLIOTO KOJIHYECTBA
COMIACYIOUIMX TOCYAAPCTBEHHBIX OPraHOB, OpraHU3alluil W JMII M Me4YaTaeTcsd Ha OTAEIbHOM



mucte ¢ 3arosioBkoMm "lIpomoikeHue nucra corjacoBaHus..." (C yKa3aHUEM HAaMMEHOBAaHMS
MIPOEKTA JOKYMEHTA).

3.4.9. Ucnonautens (0TpaciieBoi opraH), KOTOPOMY MOpYy4YeHa MOATOTOBKA MPOEKTa aKTa,
MPOBOAMT PEAAKTOPCKYIO 0OpabOTKY TEKCTa U COrIacOBaHUE MPOEKTa C PYKOBOAUTEIEM OpraHa,
IIPEJICTABIISIFOIIETO IaHHBIM IPOEKT HAa PacCCMOTPEHHUE, a 3aTeM IMEepeAacT MPOEKT JOKYMEHTa B
JIOTOBOPHO-IPaBOBOM oTnen Aamunucrpanuu Hapo-®oMUHCKOr0o MyHULIMIIAIIBHOIO palioHa Ha
IKCIIEPTU3Y.

[IpoekTbl akTOB MoOANekKAaT O0S3aTEIbHOMY COIJIACOBAHUIO [0 HMX PACCMOTPEHHUS C
3amecturesnsmu Pykosoaurens Anmuauctpanny Hapo-OOMUHCKOTO MyHUIIMIIAIBHOTO PAOHA.

[IpoekTbl akTOB mojiexkaT oO0sA3aTeIbHOMY BH3UPOBAHHUIO CO BCEMH, KOMY JIa€TCs
[IOPYUYEHUE U KTO IIEPEUUCIIEH B IPOEKTE aKTa.

(B pex. Ne 606-p ot 30.12.2016)

3.4.10. Ecnmu B mporecce COIJIACOBAHUS TPOEKTa B HErO BHOCATCS CYIIECTBEHHBIC
M3MEHEHHs, OH MOAJIEKUT 10padOTKE U MOBTOPHOMY COTJIACOBAHMIO C JOJIKHOCTHBIMHU JIULIAMH,
KOMIIETEHIIMIO KOTOPBIX 3aTparuBatoT BHOCUMBIE U3MEHEHHUS.

3.4.11. Ilpu HanuuuM pa3HOTIACUI MO MPOEKTY 3aMEYaHHs M3JararoTcs Ha OTACIbHOM
JHMCTE W MPHUJIAraloTcs K MpoekTy. B 3Tom ciydae Bu3a odopmisieTcs ciaexyromuM odpa3oMm:
"3ameuaHus npuiaraloTca’ (JJM4Has MOANUCH, AaTa).

3.4.12. Ecimm mpu pgopabOTKe MNPOEKTa BHECEHBI YTOYHEHHWS, HE MEHSIOIUE CYyTH
JIOKYMEHTA, HCIOJHUTENb INEpenevyaTblBaeT TEKCT IMPOEKTa, BU3UPYET €ro y JOJKHOCTHOIO
JuIa, MPeICTaBUBLIETO IPOEKT, a TaK K€ B JIOTOBOPHO-IPABOBOM OTAeNe AJMHUHUCTpaLUU
Hapo-®omuHckoro MyHuIMODalibHOro paiioHa. IIpexHuil BapuaHT NpoeKTa € BH3aMU
IpUJIaraercs.

JlonmyckaeTcss B ILENSIX YCKOPEHHsS MpOLEecca COrjJacoBaHUsl IPOEKTa pacChbulaTh €ro
OJIHOBPEMEHHO HECKOJBKHUM COTJIACYIOLIUM OpraHaM, OpraHU3alysIM U JOJKHOCTHBIMHU JIULIAM.

OTBETCTBEHHOCTh 33 MJIEHTUYHOCTh BCEX PpACCBUIAEMBIX DK3EMIUIIPOB  IPOEKTa
BO3JIaraeTcsl Ha MCIOJIHUTENS. J{aTol MOCTyIIeHusl IpoeKTa Ha COTJacOBaHHWE CUMTAeTCs JlaTa
€ro perucTpaIy B COTIACyIOLIEM opraHe (OpraHu3alum).

Ha ocHoBaHMM TIOJy4YE€HHBIX THCHMEHHBIX OTBETOB OT COIJIACYIOLIUX OpraHOB
(opranu3anuii) HMCIOMHHUTENb OGOPMIISET U TpHiIaraeT K MPOEKTY JOMOJHUTEIbHBIN JIUCT
COIJIACOBaHUs BMECTE C MMCbMAaMHU, B KOTOPBIX YKa3bIBAIOTCSL:

- HAMMEHOBAHUE COTJIACYIOIEro OpraHa,

- TOJIKHOCTD, (haMMIINSL, UHUIHAJIBI PYKOBOJUTENIS, C KOTOPBIM COIJIACOBAH MPOEKT;

-laTa COIJIaCOBaHMsSI M HOMEp JOKYMEHTa, COAEpXKAIEro BU3Y, IOATBEPKIAIOLIYIO
COTJIaCOBaHHUE.

JIOTIOJIHUTENBHBINA JIMCT COIJIACOBAHMS IOJIMUCBHIBAECTCS HCIIOJIHUTENEM C YKa3aHUEM
JOJIKHOCTH, MHULIMAJIOB, (PaMUJIMH U JaThl.

( B pen. Ne 606-p ot 30.12.2016)

3.5. [IpaBuJia BHeceHMs1 M3MEHEHN B MyHHLIMNAJIbHbIE NPaBOBbIE AKTHI
U pacnopsiiuTe/ibHble JT0KYMEHTbI

3.5.1. BHeceHneM M3MEHEHNH B MyHHIIUTIAIBHBIC TIPABOBBIE AKTHI:

3aMeHa cJoB, nudp;

UCKJTIOYEHHE CII0B, LU (P, MPEATIOKEHNH;

HCKJIFOYEHHUE CTPYKTYPHBIX €JUHULl HE BCTYIIMBIIETO B CUIy MYHULUIIAJILHOTO IIPABOBOTO

aKTa;

HOBas PeAaKLMsA CTPYKTYPHOM €IUHHULIBI MYHUILIMIIAIBHOTO MIPABOBOIO AKTA;

JIONIOJITHEHUE CTPYKTYPHOM  €MHHUIIBI aKkTa HOBBIMH CIIOBaMHd, IudpaMud WIH
MPEIJI0KEHUAMMU;

JOIIOJIHCHHUE CTPYKTYPHBIMU €AMHUIIAMHY MYHHUIIUIIAJIBHOTO IIPABOBOT0O aKTA,



MIPUOCTAHOBIICHHE JEHCTBUS MYHUIIMIAIBHOTO IPAaBOBOIO aKTa MM €ro CTPYKTYPHBIX
€IMHUL;

NPOAJICHHE ACHCTBUS MyHHIIUIIAIBHOTO ITPABOBOTO aKTa MIIM €T0 CTPYKTYPHBIX CAUHUII.

3.5.2. I3MeHeHust Bcerjia BHOCATCS TOJIbKO B OCHOBHOW MYHUIIMIAJIBHBIN ITPAaBOBOM akKT.
BHocuTh W3MEHEHMsI B OCHOBHOM aKT IIyT€M BHECEHUs W3MEHEHUH B U3MEHSIOIIMKU €ro
MYHULUIAJIbHBIN IPaBOBOM aKT HEJIOIYCTUMO.

3.5.3. [Ipu BHeCceHMH M3MEHEHHI B MYHHMIMIIAIbHBIC MTPABOBBIC aKThl U3MEHSEMBIH TEKCT
3aKJII0YAETCs B KABBIUKH.

3.5.4. BHOCUMBIE B MYHUIUNAIbHBIC MPABOBBIE AKTHl M3MEHEHUS JIOJDKHBI M3JIaraThCs
[I0CJIEI0BATENbHO (MOMYHKTHO) C YKa3aHUEM KOHKPETHOW CTPYKTYpPHOH €IMHMIBI, B KOTOPYIO
BHOCSATCS] H3MECHEHUSI.

3.5.5. Hymepanus pas3znenoB, IilaB U JPYTUX CTPYKTYPHBIX €IUHMI MYHHIIMIIAIBHOTO
IPaBOBOTO aKTa JIOJDKHA OBITH CKBO3HOH. HetomycTMO U3MEHATh HyMEpaluio pa3ieioB, I1aB U
JIPYTUX CTPYKTYPHBIX E€AMHUL[ MYHHIMIIQIBHOTO IPABOBOTO AaKTa IpPHU BHECEHHWU B HETrO
W3MEHEHHUH U MPU3HAHUN YTPATUBIIUMU CHITYy CTPYKTYPHBIX €IMHUII.

B MyHuIMNanbHBIX OIPAaBOBBIX AKTaX (IIOJOXKEHUSAX, IPOrpaMMaXx):

pas3zfensl U TIIaBbl HyMEPYIOTCS PUMCKHUMH WM apaOCKUMH Iudpamu (HanpuMmep, pas3aeibl
Il u IV, rnasa 5);

HOJIpa3/ieNibl HyMepyroTcs B mpenenax pasnena. Homep noxapaszaena I0IKEH COCTOSTH W3
HOMeEpa pasjiena u HoMepa Mnojpasjena, pa3eIeHHbIX TOUKoU (Hampumep, 1.2);

MYHKTB HYMEPYIOTCSl apaOCKUMH IU(PpaMU C TOYKOH M 3aroJIOBKOB HE MMEIOT WU TIpU
HEOOXOMMOCTH MOTYT pa3felsaThCsl Ha MOAIYHKThI, KOTOpPbIE IOJKHBI UMETh MOPSAKOBYIO
HyMEpAaIUIO B Ipejenax KaxJ0ro nyHkra. Homep nmyHkTa 10J5Ke€H COCTOSITh U3 HOMEpa paszerna,
HoJpasjiena v MyHKTa, pa3/ieIeHHbIX TOUKaMu (Hanpumep, 2.3.1);

MOJIYHKTHl HYMEpYIOTCS apabckumu IudpamMu uyepe3 Touky (Hampumep, 2.3.1.4),
apabCkUMM IU(ppaMu € 3aKpbIBaroOIlel Kpyrjiod CKOOKOW WM CTPOYHBIMH OyKBaMH C
3aKpbIBaIOLIEH Kpyrioil ckoOkoH, Harpumep: 1), B).

3.5.6. BHecenne n3aMeHeHui B 00001eHHON (popMe B MYHUIMIMAIbHBIN MTPaBOBOM akT (B
TOM 4YHCJIE 3aMEHa CJIOB U CJIOBOCOYETAHUH C UCIIOJIb30BAHUEM (POPMYIUPOBKH "MO TEKCTY') HE
JIOITyCKaeTcsl.

[Io oOmemy mnpaBuily KakI0o€ H3MEHEHHE JODKHO OBITh O(OPMIIEHO OTAEIBHO C
yKa3aHHEM KOHKPETHOW CTPYKTYPHOM €IMHUIBl MYHHUIMIAJIBHOIO MPAaBOBOIO akTa, KOTOpas
U3MEHSETCS.

HckinroueHne MOKET COCTaBNIATh TOJBKO BHECEHHE M3MEHEHHMH B 00001IeHHOH (opme B
OJIMH TYHKT MYHHUIIUIIAIFHOTO MPABOBOTO aKTa WIIM €r0 CTPYKTYPHYIO enuHUIY. Eciu B TyHKT
WIN €r0 CTPYKTYPHYIO €IMHUIY HUKAKue APYrrue U3MEHEHUs! He BHOCSTCS, a 3aMEHsIeMble CJIOBO
WM CJIOBA BE3/1€ YNOTPEOIEHBI B OJTHOM U TOM K€ UUCIIE U MaJIeKe.

3.5.7. IIpu nONMOTHEHNN MYHHUIIMIIATBHOTO NMPABOBOT0 AKTa ITYHKTAMU WJIM TOJITYHKTaMU B
00s3aTeNTbHOM TIOPSAJKE YKa3blBAIOTCA TMOPSAKOBBIE HOMEpA JOMOJHSAEMBIX ITYHKTOB WIIH
MOJITYHKTOB.

HeoOxonumasi B psiie TakMX ciydaeB 3aMeHa 3HaKa MPENUHAHUS OCYUIECTBIISETCS IMPHU
MOJTrOTOBKE TEKYIIeH pellakiiui akTa (0e3 OrOBOPKH B TEKCTE MIPOEKTA).

3.5.8. B nensix coxpaHeHus! CTPYKTYPBI aKTOB:

JIOTIOJTHEHHE ab3allaMi  MOXKET IPOU3BOAMUTHCS TOJBKO B KOHEI[ COOTBETCTBYIOLICH
CTPYKTYPHOU €IMHUIIBL;

pU HEOOXOAMMOCTH MEXIy YKe UMEIOUIMMHUCS ab3allaMy BKJIIOUYUTH HOBBIN a03al] gaeTcst
HOBAasl pelakius TOW CTPYKTYPHOW €IUHHIIBI MYHHIIUIIAIBHOTO TPABOBOTO aKTa, K KOTOPOM
OTHOCHUTCS a03all (He3aBUCUMO OT 00beMa CTPYKTYpHOU €IUHUIIbI);

Ipy TpU3HAHMM al3alla yTPAaTUBIIMM CHIJIY IepecueT IMOCIeqyIoInuX ad3aleB He
POU3BOIUTCS. YTpaTHBIINM cuiy ab3al] y4acTBYyeT B IOJcCUeTe ab3aleB MPH IMOCIEAYIOIEM
BHECEHUU U3MEHEHUH B JaHHYIO CTPYKTYPHYIO €JJMHHUILY.



3.5.9. CTpykTypHas eAMHHIIA MYHHUIIMIIATLHOTO MPABOBOTO  aKTa M3JIaraeTcs B HOBOM
pEeNaKIHK B CIyYasiX, €CIIH:

HE00X0IMMO BHECTHU CYIIECTBEHHBIC U3MEHEHUS B JJAHHYIO CTPYKTYPHYIO CIUHUILY;

HEOJIHOKPATHO BHOCUIIUCh U3MEHEHHS B TEKCT CTPYKTYPHOM €IMHULIBI.

3.5.10. UsnoxxeHue CTPYKTYpHOW €AMHHIIBI MYHUIIUIIAILHOTO MPABOBOTO aKTa B HOBOW
pelaKINK He ABIISETCS OCHOBAHHMEM ISl MPU3HAHUS YTPATUBIIMMU CHITy BCEX MPOMEKYTOUHBIX
peNaKkuuii JaHHOW CTPYKTYPHOM €IUHHUILIBL.

3.5.11. Ilpu HEOOXOAUMOCTH 3aMEHUTH ITU(GPOBBIE 0003HAUYCHHS YIOTPEOISIETCS TEPMHUH
"mudper", a He "uncna".

Hanpuwmep:

uudpst "12, 14, 125" 3amenuts nudpamu "13, 15, 126";

nudpser "35" samenuTs udpamu "45".

ITpu HEOOX0MMOCTH 3aMEHUTH CJI0Ba U LU(DPBI ynoTpediisiercss TepMHH "cioBa'.

Hanpuwmep:

cioBa "B 50 pa3" 3amenuts ciaoBamu "B 100 paz".

3.5.12. Hymepamnusi T7aB, pa3feiioB W JPYTUX CTPYKTYPHBIX EIUHHII MYHUIIUTAIBHBIX
IPaBOBBIX AaKTOB JIOJDKHA ObITh CKBO3HOM. Hemomyctuma, Hampumep, OTAeIbHAs HyMepaLus
Ka)KJ0ro pas3ziesia WK OT/elbHasi HyMepalus I71aB KaKJ0ro paszena.

HenonycTuMo M3MEHATh HyMEpaLUIO CTPYKTYPHBIX €IMHUL MYHHUIMIIAIBHOIO MPAaBOBOIO
aKTa MNPy BHECEHUM B HUX U3MEHEHUU U NPU3HAHUM YTPATUBIIMMHU CHILY CTPYKTYPHBIX €IMHULL
aKTa.

Ecnu nononHeHust BHOCATCS B KOHEL MyHHULIMIIAIBHOIO MIPaBOBOIO aKTa, TO HEOOXOAUMO
IPOI0JDKATh HMMEIOIIYIOCS HYMEpalU0 CTPYKTYPHBIX €IMHHUI (Hampumep, nocienHeil Obuia
IJIaBa 5 - AOMOJIHUTG TJIABOU 6; TIOCIEIHUM OBLI ITYHKT 7 - JIOMOJHUTH ITYHKTOM &).

Ecnu MYHUIUNAIbHBIA MPABOBOM aKT  JOMOJIHAETCS HOBBIMH CTPYKTYPHBIMH
€AMHMIIAMH, TO HOBBIE CTPYKTYpHBIE €AMHMIIBI HEOO0XOAMMO 0O0O03HAuaTh JONOJHUTEIBHO
udpaMu, MOMENIAEMBbIMU HaJl OCHOBHBIMU IIU(PPOBBIMHU UM OYKBEHHBIMH 0003HAUEHUSIMU

1 3 1 1
(HampuMmep, TaaBa S , NyHKT 3 , moAnyHKT 5.3.1 , moxmyHKT "6 ).

3.5.13. O603HaveHUsT OITYHKTOB IPH CCBUIKAX HA HUX TEYaTalOTCs CTPOYHBIMU OyKBaMuU
pycckoro andaBura B KaBbIYKaXx.

Hanpuwmep:

MOAMYHKT "0" MyHKTa 2 U3TIOKUTH B CIIEAYIONIEH pelaKIIuu:

"0) mocpeaCTBOM MPOBEICHUS aTUTALIMOHHBIX MYOJIMYHBIX MEPOIIPUATHIA;".

3.5.14. OGo3HaueHHs ab3aleB MPU CChUIKAX Ha HUX YKa3bIBAIOTCS CIOBAMHU.

Hanpuwmep:

a03a11 BTOpoi MyHKTa 2;

B COOTBETCTBUU C a03alleM NEepBbIM MYHKTA 3.

ITpu 5TOM MEpBHIM CUUTAETCS TOT ab3all, ¢ KOTOPOro HAUMHAETCs CTPYKTYpHas €IUHULIA, B
COCTaBe KOTOPOW OH HAXOIUTCH.

CchlIKM B MyHUITUTIIATBHBIX MPABOBBIX aKTaX MOTYT JIaBaThCs HA HOPMAaTHBHBIE PaBOBbIE
aKThl TOJBKO BBICIIEH WJIM PAaBHOM HOpUAMYECKONW Cuibl. CCBUIKM HAa HOPMATHBHBIE ITPAaBOBBIE
aKThl HU3ILIEH IOPUANYECKOM CUIIBI MM X OTIENIbHBIE CTPYKTYPHBIE €IMHUILBI HE JOIYCKAKOTCS.

B TekcTe akTOB HEAOMYCTUMBI CCHUIKM Ha HOPMAaTHUBHbBIE NMPEANHCAHUS IPYTUX AaKTOB,
KOTOpBIE B CBOIO OUEPE/Ib SABISIOTCSA OTCHUIOYHBIMHU.

3.5.15. Jlns mpuBeneHWs MYHHIMIIATBHBIX MPAaBOBBIX aKTOB B COOTBETCTBHE C BHOBD
IOPUHATHIM HOPMAaTUBHBIM IpaBOBbIM akToM Poccuiickoii ®enepanuu wid HOPMAaTUBHBIM
IIPaBOBBIM aKTOM MOCKOBCKOI 0071aCTH, YCTPaHEHUS MHOKECTBEHHOCTH HOPM 110 OJHUM U TEM
K€ BOIIPOCAM TOTOBSTCS NMPEAJIOKEHUS O NPUBEIECHUU 3aKOHOJATENIbCTBA B COOTBETCTBHUE C
BHOBb [IPUHUMAEMbIM MYHHULIMIIAIBHBIM IPAaBOBBIM aKTOM ITyT€M MPHU3HAHUSA MYHHIMIIAIbHbBIX
IPAaBOBBIX AKTOB (UX CTPYKTYPHBIX €AMHUI]) YTPATUBIIUMH CHITY.



3.5.16. IlepeueHb MYyHHULMIAIBHBIX MPABOBBIX  AKTOB, MOJUICKALIMX MPUIHAHHIO
YTPaTUBIIUMHM CUILY, MOKET OBITh!

CaMOCTOSITEJIBHOM CTPYKTYPHOM €IMHULEH B MPOECKTE MYHULHNAIBHOTO MPABOBOIO aKTa,
yCTaHaBJIMBAIOLIM HOBOE IPAaBOBOE PETyJIMPOBAHMUE;

CaMOCTOSITENIbHOW CTPYKTYPHOM €IMHMLIEH WM CTPYKTYPHBIMH €IWHUIIAMH B TPOCKTE
MYHUIUIAIBHOIO IIPAaBOBOIO aKTa O BHECEHUH N3MEHEHHUH B MYHUIIUIIAJIbHbBIE IPABOBbIE aKThI;

B MYHHUIMIIQTGHOM  TPABOBOM aKT€ O NPU3HAHUU YTPATUBIIUMH CHIIy HEKOTOPBIX
MYHUIUIAIBHBIX IPABOBBIX AKTOB.

3.5.17. IlepeyeHb MYHHIMIAIBHBIX MPABOBBIX AaKTOB, MOJJICKAIUX MPUIHAHUIO
YTPaTUBLIMMHM CUITY, JOJIKEH OBITh IOPUIMYECKH OOOCHOBAaHHBIM M MCUEPIBIBAIOLIE MOJIHBIM C
TEM, 4TOObI HE ObUI YMyIIEH HU OJUH MYHHUMIAIBHBIA TPABOBOI aKT, MPOTHBOpPEYALIHMA
HOBOMY MYHUIMNAJIbHOMY IIPAaBOBOMY aKTy, B CBSI3M C KOTOPBIM COCTaBIISIETCS JIQHHBIN
nepeveHb, ¥ He ObUIM BKIJIFOYCHBI IJIsl MPU3HAHKS YTPATHUBIIUMH CHIYy HU OJUH MYHHIIUTIAIbHBINA
IIPaBOBOM WJIM €r0 YacTh, COXPAHSIOIINE CBOE 3HAYCHHUE.

3.5.18. Ecni B MyHUIIMITAIHGHOM MPAaBOBOM aKT€ OCTAJICS OJIWH IMYHKT WM CTPYKTYpHas
€IMHUIAa TI0CJE TOro, KaKk OCTaJbHBIC YTPATWIM CHUIY, U OH (OHA) MOAJEKUT HPU3HAHUIO
YTPaTUBIIMM CHITy, TO HEOOXOAWMO TpHU3HABATh YTPATUBLIMM CHJIY BECh MYHHIIMIIATbHBIA
IIPaBOBOM aKT MOJIHOCTBIO, @ HE TOJIBKO OJIUH 3TOT ITYHKT UJIM CTPYKTYPHYIO €IUHUILY.

3.5.19. Ecnmu B MyHUIMIIAJHHOM IPABOBOM aKTE€ HMMEIOTCS CTPYKTypHBIC €IUHHIIB,
KOTOPBIMH NPU3HABAINCH YTPATUBLUIMMU CHUJYy paHee W3JIaHHble MYHUIMIAJIbHBIC IPABOBBIE
aKTBl, TO TPH HEOOXOAWMOCTH TPHU3HATH YTPATHBIIUM CHIJIy JaHHBI MYyHHIUTAIbHBINA
IPaBOBOM aKT OH NPU3HACTCA YTPATUBIIMM CHUJY IOJHOCTBIO HE3aBUCHMO OT HaJlM4Us B HEM
TaKUX CTPYKTYPHBIX €IWHUII.

3.5.20. B mnepeyHe MyHUIMNAIbHBIX IPABOBBIX aKTOB, IOJUIEKALIMX MPU3HAHUIO
YTPATUBIINMH CHITY, CJI€IYET BKJIIOYATh HE TOJIHKO MYHHIIMIIATbHBIE IPABOBBIC AKTHI, KOTOPHIC
NeMCTBOBAIM /10 TMPHUHATHS HOBOI'O MYHHMIMIIAIBHOTO IPABOBOIO aKTa, HO TaKxke
MYHUIUIAJIBHBIE MPABOBBIC aKTHI 110 JAHHOMY BOIIPOCY, KOTOpBIE paHee (PaKTUYECKH YTPaTHIIN
CHITy MO0 MOTJIONIEHB! MOCIEAYIOUMMA MyHULIMIAIBHBIMUA IPAaBOBBIMU aKTaMH, HO HE ObUIH
NPU3HAHBI YTPATUBIIMMH CHITy B YCTAHOBJICHHOM ITOPSIJIKE.

3.5.21. B MyHMIMIIAIBHBIX MPABOBBIX aKTaX MPU3HAIOTCS YTPATUBIIUMH CUITY CIEAYIOIINE
CTPYKTYpPHBIE €IUHUIIBI: pa3Jiesl, IJiaBa, MyHKT, MOJMYHKT, ad3al, cTpoka B Tabiuie (T.K. OHU
coJiepKaT MPaBOBbIE HOPMBI, SIBIAIOTCA CTPYKTYPHBIMHM €IMHHMIIAMHU M BIUSIOT HAa CTPYKTYPY B
IIEJIOM U TIEpECUeTy HE MOJIIeXkAT).

3.5.22. B MyHMIMIAJIBHBIX NMPABOBBIX aKTaX MCKIIOYAIOTCS MPEIOKEHUS, CI0Ba, IUPPHI
(T.X. OHU HE SABJIAIOTCS UX CTPYKTYPHBIMHU €IMHUIIAMU U HE BIUSIOT HA UX CTPYKTYPY, HECMOTPSI
Ha TO, YTO MPEATI0KEHNE MOXKET COAEPKATh MPABOBYIO HOPMY).

3.5.23. Eciii MyHHIIMTIAIBHBIA TIPABOBOM aKT eIlle HE BCTYIWJI B CHITY, @ HEOOXOAMMOCTD B
HEM OTIIaNla, TO MPUMEHSIETCS TEPMUH "OTMEHUTB".

3.5.24. Ecnmm B CTPYKTYpHBIE EAWHHUIBI MYHHIIMIIATHHOTO IPABOBOTO  aKTa,
CTPYKTYpPUPOBAaHHOTO HE IO MpaBHJaM, HalpUMep, CyLIeCTBOBal NYyHKT | ab3ama msToro
(ab3a1pl MyHKTOB HE MMEIOT), paHee BHOCHIINCh U3MEHEHUSI COOTBETCTBEHHO C MCIIOIh30BAHUEM
HEMPaBWIBHOTO HA3BaHUS JIEHCTBYIOIIEH CTPYKTYPHOM €IMHMIBI, TO MPU BHECEHUH B HETO
OUCpEIHBIX W3MEHEHHMH CIIeyeT MPHIEPKUBAThCS paHEe HCIOIb3YeMOTO  Ha3BaHUS
CTPYKTYPHOM €AMHHUIBI, T.€. H3MEHEHHs OyAyT BHOCHTbCA B MyHKT 1 a03ama mnsToro
MYHUIUITATBHOTO TIPAaBOBOTO aKTa.

3.5.25. CTpyKTyphl MYHHUIIMIIATHHOTO IPABOBOIO aKTa JIOJKHBI OBITH €IMHOOOpa3HbIE, BCE
CTPYKTYpPHBIEC €IUHHIIBI KOTOPHIX JOJKHBI OBITH TPOHYMEPOBAHBI, 32 UCKIIIOUEHHEM MPeaMOYyITbl
U TIOHATUIHHOTO amnmapara.

B ogHOM MyHHIMIIATEHOM TPABOBOM akTe NMpH O003HAUYEHWH TOITYHKTOB CIIEAYET
NPUICPKHUBATHCS OJHOTO O0003HAUEHHS! CTPYKTYPHBIX €IUHHII (HAmpuUMep, OIHOBPEMEHHOE
0003HaYeHHE TOJIIMTYHKTOB CTPOYHBIMU OYKBaMH C KPYTJIOM CKOOKOW M apaOCKuMu Iudpamu ¢
KPYTJIOi CKOOKOM HE JJOMyCKaeTcCsl).



3.5.26. IlpaBwia BHECEHHsT M3MCHEHUH B paCHOPSIUTENbHBIC JTOKYMEHTHl aHAJOTHYHBI
IIPABWJIaM BHECEHUS U3MEHEHUI B MyHULIUIIAJIGHBIE TPaBOBBIC aKTHI.

3.6. Iopsaiok MOANMUCAHNSI, PETUCTPAIMU, PACCHIIKH U XPAHEHUS
MYHHMIHMNAJTbHBIX MPABOBBIX AKTOB H PACIOPSAUTEIbHBIX JOKYMEHTOB

3.6.1. [loAroTOBNEHHBIE U COTJIACOBAHHBIC MPOCKTHI MOCTAHOBJICHUI M PacIOpsSHKEHUH Ha
OJ1aHKEe M B 2JEKTPOHHOM BHJIE C MOSCHUTEIbHOHN 3alMCKOM (K MPOEKTY IOCTAaHOBJIECHUS IpU
HAJIMYUK PA3HOTJIACUH), CO BCEMH HPUJIIOKECHUSMH, CIIUCKOM PACCHUIKH (Ha OyMakHOM H
3JIEKTPOHHOM HOCHUTENE), APYTUMH HH(OPMALIMOHHBIMU MaTepUalaMy CIAIOTCS UCIIOJIHUTEIEM
B OOIIMI OTHEN.

OOmwmii  otaen mepelaeT CHAHHbIE HCHOJHHUTENEM IPOEKThl IIOCTAHOBICHUH H

pacropsKeHU I Ha noanuck PykoBogutento Anmunuctpauuun — Hapo-domunckoro
MYHULUIIAJIBHOTO paiioHa.
3.6.2.  IloanucaHHble PykoBonurenem  Aamunucrpauuu — Hapo-domuHckoro

MYHUIIUIIAJILHOTO palioHa TOCTAHOBJICHUS M PACIIOPSHKEHUST BO3BPALIAIOTCS B OO OTAEN AJist
oopMIIeHHS, THPAKUPOBAHUS U PACCHLIKH.

[ToanucanHble MOCTAHOBIICHUS U PACHIOPSKEHUSI PETUCTPUPYIOTCS B DJIEKTPOHHOM BUJIE B
PK MC3/J] B TeueHue KaJIeHIapHOTO TOa.

Peructpanusi moctaHoBieHU  BeAETCS B MOPSIAKE BO3PACTAHHS HOMEPOB U COCTOMUT M3
HOPSAKOBOTO HOMEpa.

Peructpanusi pacnopsokeHUil BeleTCs B MOPSAJIKE BO3pPACTaHHUS HOMEPOB M COCTOUT U3
MOPSIKOBOTO HOMepa M OyKBEHHOTO MHJIEKCA, OTJEIBHO 110 OCHOBHOM JESTEIBLHOCTH - «P» U IO
KaJpOBBIM BOIIpOCaM - «K». BYKBEHHBI MHAEKC MUIIETCS IMOC]e MOPSAKOBOIO HOMEpa uepes
neduc.

( B pen. Ne 606-p ot 30.12.2016)

3.6.3. JIokyMeHTBI, MOJTrOTOBICHHBIC COBMECTHO IBYMs WM Oojiee OpraHaMH, IOCIe
COIJIACOBAHUS MPEJCTABISAIOTCS B YCTAaHOBJICHHOM IOPSJKE HAa MOANMCh U PETUCTpAIMIO B
KOJIMYECTBE  HK3EMIUISIPOB, PAaBHOM  YHCIY  OPraHOB, IIOATOTOBHMBIIUX  JIOKYMEHT.
PeructpaniuoHHbpli HOMEp TaKOro JIOKyMEHTa COCTOUT M3 PEruCTPAllMOHHBIX HOMEPOB
JOKYMEHTOB Ka)KJJOTO OpraHa, MPOCTABISEMBIX B TOPSIKE yKa3aHHS aBTOPOB B JIOKYMEHTE
(uepe3 1poOdb).

3.6.4. Jlaroil wu3gaHMs MYHHUIMIAJIBHOTO IIPaBOBOIO akTa M PaclopsIUTEIbHOTO
JIOKYMEHTa SIBJISI€TCS J]aTa €ro MOANNCAHMS.

JlaToif COBMECTHOTO MYHHIIMITAJIHHOTO IPABOBOTO aKTa U PACMIOPSAUTEIBHOTO JIOKYMEHTA
SBIISIETCS OCIEIHSAS 1aTa €ro MOMHCaHus.

3.6.5. Baecenme Kakux-nmu0O W3MEHEHHWH B TOJNKMCAHHBIE MOCTAHOBJICHUS u
pacropsKeHHUs 3arpeniaercs.

3.6.6. TloamucaHHble HOKYMEHTBHI THPAKUPYIOTCS COTJIACHO CIHCKY PAaCCHUTKH, KasKIbIH
HK3EMIUIAP TOKYMEHTA 3aBepsieTCs IeUaThio M PacChlIaeTCsl B TEUCHHUE TPEX THEM.

JlononmHWTENbHAS pacChlka W BbIJa4a KONHH JTOKYMEHTOB OCYIIECTBIISIFOTCS 10
COIJIACOBAHUIO C HUCTIOITHUTEIIEM.

[lpu oOHapyXeHHH peHaKIMOHHBIX M TEXHHYECKHX OIMMOOK 3aMeHa pPa30CIaHHBIX
HK3EMIUIIPOB MYHHUIIMIIAIbHBIX IMPABOBBIX AKTOB U PACIOPAIUTEIbHBIX JTOKYMEHTOB MOXET
OBITH MMPOU3BEICHA TOJBKO IO COTIIACOBAHUIO C aBTOPOM JIOKYMEHTA

3.6.7. B o0mieM oTjerne 1o KaxI0My BBITYIIEHHOMY MYHHUIIMIIQTBHOMY IIPAaBOBOMY aKTy U
pacropsANTEIbHOMY JOKYMEHTY CO3JIAeTCs JJIEKTPOHHAS BEPCHS M DJICKTPOHHAS KapTOYKa C
ucnionb3oBanueM MCD/I, a Ttakke odopmistercs KoAU(PHUKAIMOHHAs KapTodka IS
dbopmupoBanus HHGOPMAITMOHHO-TTOMCKOBON KapTOTEKH.

( B pen. Ne 606-p ot 30.12.2016)

3.6.8. Uckmrouen pacniopsuxeruem Ne 606-p ot 30.12.2016.



3.6.9. Ilo/UIMHHUKY MYHUIIMTIATBHBIX MIPABOBBIX AKTOB U PACIOPAIUTEIbHBIX TOKYMEHTOB
Mociie UX THPAKUPOBAHUS U PACCHUIKH XpaHATCS B O0IIEM OTJeNe 10 Mepejaud Ha MOCTOSHHOE
xpanenue B apxuB MBbY «Hapo-®oMuHCKUI paiilOHHBINA apXUBY.

(B pex. Ne 606-p ot 30.12.2016)

3.6.10. Odopmienne u 3aBEPEHHE COOTBETCTBHSI KOITUM MYHUIIUIIATHFHOTO TIPABOBOTO aKTa
U PaclopsAUTEILHOTO JOKYMEHTAa €ro MOJJIMHHHKY, KOTOpPBbI XpaHUTCS B OOIIEeM OTAele,
OCYILECTBIISIFOTCS. HAYAIBHUKOM OOILEro OT/ena, a B €ro OTCYTCTBHE JIMIIOM, HCIIOIHSIOIINM
00s13aHHOCTH HaYaJlbHUKa OOILEro OT/AeNa, Ha3HAYEHHBIM pPacCIOpsDKEHHEM AJIMUHUCTPALUU
Hapo-®oMHUHCKOro MyHUIIMIIAIIBHOTO palioHa.

(B pex. Ne 606-p ot 30.12.2016)

3.6.11. Tlopsimok TOATOTOBKM M COTJIACOBAaHHS IMPOEKTOB JIOTOBOPOB M COTJIAIICHHH,
npelcTaBIsieMblX sl noanucanus PykoBoautento Anmunuctpanuu Hapo-®omuHcKoro
MYHUIIUNAIBHOTO pallOHA, MX pPETHCTpaldd, BHECEHUS M3MEHEHUH M JONOJHEHHHA K HUM
ompezensercs 3akoHoaareabcTBoM Poccuiickoit denepannu, 3aK0OHOAATEILCTBOM MOCKOBCKOI
obmactu, IlopsaKOM TMOATOTOBKHM, PETUCTPAIlMM W XPAaHEHHS JOTOBOPOB M  COTJIAIICHHIA,
Anmunuctpanuu Hapo-®oMIUHCKOT0 MyHUITUTIAIBHOTO palioHAa.

(B pen. Ne 606-p ot 30.12.2016)

3.6.12. B oTpacneBbIX OpraHax JIOTOBOPHI (COTJIALIICHHS) PETUCTPUPYIOTCA M XPaHATCSA B
ciy’)k0ax JIeNONPOU3BOACTBA B COOTBETCTBUM C HOMEHKJIATYpOW [ell W periaMeHTaMu
OTpacCJIeBbIX OPraHOB, 32 UCKJIIOYEHHEM JOTOBOPOB (COTIAILICHUIT), MOAMUCAHHBIX OT MMEHU
Anmunuctpanuu Hapo-®oMUHCKOro MyHUIIMIIAIIBHOTO palioHa.

3.7. OopmiaeHue oTaeJbHBIX BUA0B T0KYMEHTOB
3.7.1. Opranu3anuoHHbIe TOKYMEHTHI

Opranu3zaloHHbIE JOKYMEHTHI - 3TO JOKYMEHTBI, PETJIAMEHTUPYIOLIHUE 3a7a4i U QYHKIIUU
Anmunuctpanuu Hapo-®oMHHCKOTO MyHHUIIMIIATBHOTO paiioHa, YCTaHABIUBAIOIINUE CTPYKTYPY,
HITATHYI0 YHMCIEHHOCTb, MOPANOK (DYHKIMOHMPOBAHMS M B3aUMOAEHCTBUS HX OTpacieBbIX
OpraHoOB, TOPSAOOK JACUCTBUH pPAOOTHUKOB TMpPH MCIOJHEHUH TIOBCEIHEBHBIX TPYIOBBIX
00s13aHHOCTEM.

K opranmzanmoHHBIM JOKYMEHTaM OTHOCATCS: MoJiokeHne 00 AamuHucTparuu Hapo-
DOMHUHCKOI0 MYHHUIIMIAIBHOTO pailOHa, MOJIOKEHHUSI 00 OTPAClIeBbIX OpraHax M CTPYKTYpPHBIX
MOJpa3ielieHusIK, TMpaBuiIa, WHCTPYKIHUS, CTPYKTypa, IITaTHOE paclucaHue, IOJDKHOCTHAs
UHCTPYKILUS COTPYIHUKOB.

3.7.1.1. llos0:keHne, MPABUIA, HHCTPYKIHA

[TonoxkeHune ycTaHABIMBAET CUCTEMHO CBA3aHHBIE MEXy COOOM MpaBUiIa, PETYIUPYIOLIUE
Kakue-JIN0O NMPaBOOTHOIIEHHUS MO BOMPOCAaM, OTHECEHHBIM K KOMIETEHIMH AJIMHUHHUCTpAIUU
Hapo-®oMuHCKOro MyHHIIMIIAIIBHOTO paliloHa M OTPACIIEBBIX OPraHOB.

B npaBunax yctaHaBIMBarOTCS HOPMBI M TpeOOBaHUs, 00s13aTeIbHBIE [T BHITIOJIHEHUS.

B uHCcTpykumu wu3naraercsi MOPSAOK OCYIIECTBICHHSI KaKOH-THOO NeATeIbHOCTH WIH
NOPSIOK IPUMEHEHUS MOJI0XKEHUH 3aKOHOIATENIbHBIX U MHBIX IPaBOBBIX AKTOB.

[lonoxxeHus, mpaBuia W HMHCTPYKLIHMHM HPUMEHSIOTCS KaK CaMOCTOSITENbHbIE IPaBOBBIE
aKTbl, KOTOpBIE TOJNHUCHIBAIOTCA PYKOBOAWUTEIEM WM YTBEPKAAIOTCS B YCTAaHOBJIEHHOM
nopsake. YTBepxkiaeHue odopmisercs B ¢opMe rpuda YTBEpKICHHUS WU IMyTeM HU3IaHUS
pacropsaUTENbHOTO TOKYMEHTa 00 UX YTBEPKACHUU.

[Tonoxxenus, mpaBuiia ¥ MHCTPYKIMH JTOBOJIATCS /10 CBEICHUS UCIIOIHUTENEN MOJT POCITHUCH.

[Tonoxenune 00 HMCHOTHUTEIBHO—PACTIOPAIUTEIBHOM OpraHe, OTPaciieéBOM, CTPYKTYPHOM
NOJPA3/ICIEHUN SIBJISETCS. MPABOBBIM AKTOM, OIPECINIAIOUIMM IMOPAIOK 00pa3oBaHUs, IpaBa,
00si3aHHOCTH,  opraHM3anuio ux pabotel.  [lonoxenue UMEET  YCTAHOBJICHHYIO



VHH(PUIIMPOBAHHYIO CTPYKTYPY TEKCTa: OOIMEe TOJOXKEHUS, LEIHM W OCHOBHBIC 3aJa4H,
MOJIHOMOYHSI, OpraHu3alus AeSITEIbHOCTH.

[Topsimok MOArOTOBKH MPOEKTa TOJOXKEHHUS, MPAaBWJI M MHCTPYKLIHUU COOTBETCTBYET
o0uiemMy nopsaKy MOArOTOBKU MPOEKTOB MYHHUIIMIAIBHBIX MPABOBBIX aKTOB.

Texkcr mpoekTa mOJIOKEHUS (MpPaBW, WHCTPYKIMU) H3Jaraerca OT TPEThEero Jihia
€IMHCTBEHHOTO WJIM MHOXECTBEHHOTO 4ucia. B TekcTe HCHonb3yroTcs cioBa: "ToJmkeH",
"cnemyetr", "HeoOxoqumo", "3anpemiaercs'”, "He qomyckaercs'.

3aroJI0BOK K TEKCTY MOJIOKEHUS (TIPpaBUI, HHCTPYKIIMK) OTBEYAeT Ha Borpoc "o yem?".

KoHcratupyromield 4acThiO MONOXKEHHS (MPaBWI, HHCTPYKIMK) CIYKUT pazaen "Oomue
MOJIOKEHHUA", B KOTOPOM YKa3blBalOTCSA OCHOBaHUS pa3pabOTKHU, OCHOBHOE Ha3HAUCHUE
MPABOBOTO aKTa U cepa ero pacpoCcTpaHCHUSI.

OCHOBHOM TEKCT MOJIOKEHHUS (IIPABHIJI, UHCTPYKIIUN) MOXKET JICJUTHCS Ha IJ1aBbl, TIyHKTHI U
MOJAMYHKTHL. [ J1aBBI HYMEpPYIOTCS pUMCKUMU MHE(PPaMU U JTOJDKHBI UMETh HazBaHus. Hymepamust
MYHKTOB U MOJIMYHKTOB MPOU3BOAUTCS apaOCKUMU U paMH.

O06paserr opopMIICHHS IPUBEICH B NIPHIIOKeHUU Nel4,

3.7.1.2. lllTaTHOE pacniucaHue

[lItaTHOE pacnucaHue 3aKpervisieT AOKHOCTHOM M YMCICHHBIA COCTaB AJIMUHUCTPALUU
Hapo-®oMuHCKOro MyHUIIMIIATIBHOTO PailOHA C YKa3aHUEM JIOJDKHOCTHBIX OKJIaI0B paOOTHHUKOB.

( B pen. pacriopsixenus ot 26.05.2014 Ne 216-p)

B mTaTtHOM pacnucaHuM yKa3bIBalOTCSl IEPEUYEHb JOJDKHOCTEM, CBENEHUS O KOJIMYECTBE
IITaTHBIX €AMHUI], MECSYHBIA (DOH]] OTUIATHI TPY/IA.

IItaTHOE pacnucaHue YTBEp)KIAeTCs pacnopsbkeHneM PykoBoaurtens AQMUHUCTpanuu
Hapo-®oMHUHCKOro MyHUIIMIIAIBHOTO palioHa.

( B pen. Ne 606-p ot 30.12.2016)

3.7.1.3. 10/zKHOCTHASI HHCTPYKIUS

JIOJDKHOCTHast ~ MHCTPYKLHMS — perjaMeHTHpyeT  (QyHKUIuHM, TpaBa, OOS3aHHOCTH,
OTBETCTBEHHOCTb JIOJKHOCTHOTO JIUIIA.

JIOJDKHOCTHAsE ~MHCTPYKLMS — BKJIIOYAeT CIEAYIOLIME OCHOBHBIE —pasfesibl:  oOlue
MOJIO’KEHHUS, JOKHOCTHBIE 00513aHHOCTH, ITpaBa, OTBETCTBEHHOCTD.

TekcT MOIKHOCTHOM MHCTPYKLIMM  HOCHT XapaKTep YKa3aHUH, COAEPXKUT YETKUE
(GOPMYITUPOBKH C PACTIOPSAUTEIHHBIMU CJIOBaMHU: "MOJKeH", "umeeT npaBo", "He momyckaercs',
"3ampentaercsa” U T.1. TeKCT U3naraeTcst OT TPETHEro JIUIA WK B 6€3Iu4HOM (opme.

JlaToii BBEIEHHsI JOJDKHOCTHOM MHCTPYKLUHA B JIEUCTBUE SIBIIAECTCS AAaTa €r0 YTBEPKICHUS
(ecnu B TeKCTe He yKazaHa Jipyras aara) PykoBonutenem Anmunuctpauuu Hapo-domunckoro
MYHHUIMIIAJIBHOTO PaiOHa.

JIOMKHOCTHAsT MHCTPYKIMSL MOYKET CIY’KUTb OCHOBAHUEM MJII COCTaBIIEHUS TPYAOBOTO
KOHTpaKTa (JA0roBopa) M OBbITh HKCIIOJIb30BAaHA MpPH pa3pelieHUH TPYIOBBIX KOHGIMKTOB U
CIIOpOB.

JIomKHOCTHAsI MHCTPYKIIMSI TOBOJIUTCS /10 paOOTHHUKA MOJ1 PACIIHCKY.

(B pen. Ne 606-p ot 30.12.2016)

3.7.2. UH(dopManMOHHO-CIPABOYHbIE JOKYMEHThI

HNudpopmanmoHHO-CIIpaBOYHbIE JOKYMEHTBI - JIOKYMEHTBI, KOHCTAaTUpYIOIIHUe (aKThl,
SBJISIONIMECS OCHOBAHUEM JUISl PUHATHUS PELICHUN U W3/IaHUS PaCTIOPAIUTENbHBIX JOKYMEHTOB.

K undopmManmoHHO-ClIpaBOYHBIM JOKYMEHTAM OTHOCSITCS: TIPOTOKOJI, CIIy>K€OHOE THCHhMO,
aKT, JOKJaJHas U Ciy)KeOHas 3allMCKH, CTEHOIpaMMa, IUIaH, OTYET, OOBSCHUTENbHAS 3alllCKa,
3asIBJICHUE U JIp.



3.7.2.1. IIpoTokoJ

IIpoTokois cocTaBigeTcs Ha OCHOBAaHMM 3aIlMCEH, IPOU3BEIEHHBIX BO BpEMs 3acelaHUs
(coBemianust), NPEICTABJIECHHBIX TE3UCOB JOKJIAJOB U BBICTYIUIEHUHN, CIIPaBOK, IPOEKTOB
pELIEHUI U IPYrUX MaTEpUaoB.

[TpoTOKOIIBI MOTYT M3/1aBaThCS B MOJHON WM KpaTKOH (hopme, MPU KOTOPOH OIyCKaeTcs
X0J1 00CyXeHHs BONpoca U (PUKCUPYETCsl TOJIBKO NMPUHSTOE [0 HEMY PELIEHHUE.

TeKCT MoJHOro MpoOTOKOIa, KaK MPaBUJIO, COCTOUT U3 JBYX YacTEH: BBOJHOW U OCHOBHOM.
B BBOJHOU 4acTH YKa3bIBarOTCs VHUILMAIIBI, bamunnu npenceaarens
(mpeacenaTeNbCTBYIOLIET0),  CEKpeTapsi, IMPUCYTCTBOBAaBIIMX HAa  3acelaHUd U, IIpH
HEOOXOIMMOCTH, JIMI[, MpPUIVIALIEHHBIX Ha 3acedaHue (coBemanue). Ecau  KoauuecTBo
IPUCYTCTBYIOIIMX IpEBbINIAET 15 4enoBeK, B BBOJHOW YacCTH MPOTOKOJIA JEJIAETCs CChUIKA Ha
CIIMCOK, ABJIAIOILUNCS HEOTHEMJIEMOH YacCThIO IIPOTOKOJIA, HAIIPUMED:

[IpucyrcrBoBanu: 25 4en. (CIIUCOK MpUIaracTcs).

Ecnu B 3acemanuu (COBEIaHMM) MPUHUMAIOT Y4acTHE INPEICTaBUTEIM Pa3HbIX OPraHOB
BJAaCTM M OpraHu3aluii, yKa3plBaeTcd MECTO pabOThl M JOHKHOCTh KaXJIOro JIMILIA.
MHorocTpouHnsle HaMMEHOBAHMUS JOJDKHOCTEM IPUCYTCTBYIOLIMX I1€4aTAlOTCsS 4Yepe3 OJUH
MEXCTPOYHBIM UHTEPBAJL.

BBogHas 4acTh NpPOTOKOJNA 3aKAHYMBAETCS IIOBECTKOW [IHA, COJAEPXKALLEH IepeyeHb
paccMaTpuBaeMbIX BOIPOCOB, IEPEUMCICHHBIX B MOPSJIKE HX 3HAYMMOCTH, C YyKa3aHUEM
JOKJIagyuKa IO KaXIOMYy paccMaTpuBacMOMY BoIpocy. Bompocsl moBecTkH — JHA
dopmymupytorcsi ¢ npemmorom "O" ("O0"), mewartaroTcs OT TpPaHUIBl JIEBOTO TIOIS U
HYMEpYIOTCs apabCcKuMu nudpamu.

OcHoOBHasl 4yacTh MIPOTOKOJIA COCTOUT U3 Pa3esioB, COOTBETCTBYIOIIMX IMYHKTaM MOBECTKHU
nHs. TekcT Kaxxaoro paszena CTpOUTCS 110 CXEME:

CIIYHIAJINA:

BBICTVYIINJIA:

[TOCTAHOBUWJIN: (wnu PEIIWJIN:).

OcHOBHOE CcOJEpKaHUE JTOKJIAN0B M BBICTYIUIEHUI BKJIIOYAECTCA B TEKCT IMPOTOKOJIA WIIU
IpUaraercs K HeMy B BUJE OTJEJIbHBIX MaTepUAJIOB; B MMOCIEIHEM CIydae B TEKCTE€ IPOTOKOJIA
nenaerca orMeTka "Tekct BelcTymieHus npuiaraercs”. IlocraHoBieHue (perieHue) B TEKCT
IIPOTOKOJIa BHOCUTCS MOJTHOCTBIO B TOM (POPMYIUPOBKE, KOTOpasi OblLla MPUHATA Ha 3aceJaHuM;
pY HEOOXOIUMOCTH MPUBOASTCSA UTOTM TOJIOCOBaHUs: "3a - ..., IPOTHB - ..., BO3JEPXKAIOCh - ...".

Copepxanue 0coOOro MHEHHS, BBICKA3aHHOI'O BO BpeMs OOCYKIEHHS, 3allMChIBaeTcs B
TEKCTE MIPOTOKOJIA MOCIE COOTBETCTBYIOLIETO MOCTAHOBIICHUS (PELICHNUS).

Tekcr KpaTkoro mnpOTOKOJIA TaKkKe COCTOMT M3 JBYX dYacTed. B BBOJHOM dactu
yKa3bIBAIOTCA MHULMANBI U (aMHIUM IpeJicelaTeNIbCTBYIONIero (Impeacenarens), cekperaps, a
TaK)Ke MHUIMAIBI U (haMUJIMH IPUCYTCTBOBABIINX JIULI.

Cnoso "IIpucyrcTBoBanu" nedaraeTcss OT TpaHUIIBI JIEBOTO IOJIsA, IO{UEPKUBAETCA, TIOCIIE
cJIoBa CTaBUTCs JBoeToune. Huke medyararoTcs HauMEHOBAHUS JOJKHOCTEH MPUCYTCTBYIOMIMX,
a crpaBa OT HaMMEHOBAHUS JOJDKHOCTEH - MX MHUIMAIB U (ammini. CIUCOK OTAeNseTcs OT
OCHOBHOM 4acCTH IPOTOKOJIA CIUIOIIHOW YEPTOH.

B 0cHOBHOI1 yacTH IPOTOKOJIA YKa3bIBA€TCSI HOMEP BONPOCA B COOTBETCTBUM C IIOBECTKOMN
ITHS1, COZIepKaHKe BOIIPOCa U MPUHSATHIE PEIICHNUS.

HaumenoBanue Bompoca HymepyeTcs pUMCKod nu¢ppoil 1 HauumHaercs ¢ npexaiora "O"
("O06"), neuaraeTcsl LIEHTPOBAHHO pa3zMepoM mpudra Ne 15 u moguepkuBaeTcss OAHON 4YepTOi
HIDKE TOCJeIHEeH CTPOKM Ha paccTOsHUM He Oojee mHTepBana. [lox depToit ykas3bIBaroTCs
dbaMuIMKM JTOJKHOCTHBIX JIMI, BBICTYNUBIIMX NPU OOCYXJIEHUU NaHHOro Bompoca. DaMuinu
[e4aTarTcs 4yepe3 1 MeKCTpOUHBIA MHTEPBAIL.

3aTeM yKa3bIBAa€TCs MPUHATOE 110 BOIPOCY PEUICHHUE.



IIpoTOKOI MOAIMCHIBACTCS IIPEACENATENbCTBYIOIUM Ha 3aCedaHuu U cekperapeM. JlaTou
MIPOTOKOJIA SBJISIETCS JaTa 3aceqaHus (COBEIIaHMS).

[IporokosiaM npuUcBaMBaIOTCS TOPSIKOBBIE HOMEpAa B IIpeleiax KajleHIapHOro roja
OTIENBbHO IO KaXJOH TPyIIE IHMPOTOKOJIOB: IPOTOKOJBI 3aCENaHUN KOJUIETMH, IPOTOKOJIBI
KOOpPJMHAIIMOHHBIX, 3KCIEPTHBIX COBETOB U JPYIMX oOpraHoB. [IpoTOKOJIBI COBMECTHBIX
3aceJaHMil MMEIOT COCTAaBHBIE HOMEPA, BKIIOYAIOUIME MOPAIKOBBIE HOMEpPAa IIPOTOKOJIOB
OpraHu3anuil, IPUHUMABIINUX Y4aCcTHE B 3aCEIaHUM.

Howmepa nocranoBiienuil (pemenuii), IpUHATHIX HA 3aceJaHUsX (COBEIIAHUAX), COCTOAT U3
HOMEpa IPOTOKOJAa, HOMEpa paccMaTpuBaEMOro BOIIpOCAa B IIOBECTKE JHS M IOPAIKOBOTO
HOMeEpa OCTaHOBJIEHHUs (pelieHus ) B Ipeiesax Bopoca.

K HOMepam MpOTOKOJIOB M MOCTAHOBJICHUH (pEIICHUi) MOTYT NMpHUOABIATHCS OyKBEHHBIC
KOZbl B COOTBETCTBUH C CUCTEMOU PETUCTPALIUH.

Konmuum  mporokosoB  mpu  HEOOXOIMMOCTH  pAacChUIAIOTCS  3aMHTEPECOBAHHBIM
OpraHM3alysaM U JOJDKHOCTHBIM JIMIAM B COOTBETCTBHM C YKAa3aTeJE€M PacChUIKH; yKa3aTelb
COCTaBJISiET W MOJIUCHIBAET OTBETCTBEHHBIM MCIIOIHUTENb MOAPA3/ENICHUs], TOTOBUBIIETO
paccMoTpeHue Bompoca. Komuu OpOTOKOJIOB 3aBepstoTcst mnedarbio  «OO0mui  otnen
Anmunuctpanuu Hapo-®oMUHCKOT0 MyHUIIMIIAIBHOTO PaiioHa.

[IpunsaThIE peleHus OOBOAATCS IO HUCIOJIHUTENEH B BHJE BBIIUCOK M3 IPOTOKOJIOB,
KOTOpBIE 0(OPMIIIOTCS. HA COOTBETCTBYIOIIEM OJIAaHKE M 3aBEpsIOTCS mnedarbio «OO0mmii oTaen
Anmunuctpanuu Hapo-®oMUHCKOT0 MyHUIIMTIIAIBHOTO PaliOHa.

( B pea. Ne 606-p ot 30.12.2016)

IIpoTokonbl neyaratoTcss Ha OJaHKe MPOTOKOJA, 00IeM OJaHKe WM CTaHJapTHOM JIHMCTE
Oymaru opmara A4 ¥ UIMEIOT CIICIYIOIINE PEKBU3UTHI:

HaMMEHOBaHME OpraHa UCIOJHUTEJIBHONW BJIACTU - yKa3bIBAaeTCs MOJHOE O(UIHAIBHOE U
COKpameHHoe (B CkoOKax) HAMMEHOBaHUS OpraHa BIIACTH;

Buj aokymeHnrta - [IPOTOKOJI (eciu mpotokon odopmisiercss Ha oOmieM OlaHKe WU
ctangaptHoM Jucte Oymaru, cioBo I[IPOTOKOJI mnewaraercs mnponucHbIMEU OyKBaMU
BPa3pAIKY, HOTYKUPHBIM MIpudTOM pazmepoM Ne 17 1 BeIpaBHUBAETCA M0 LEHTPY);

BUJ 3aC€laHus, COBELIAHUS OTAENSAETCS OT MPeAbIAYIIero peKBU3UTa  JBYMs
MEXCTPOUYHBIMU WHTEpBalaMH, MeyaTaeTcsl MOJIYXHPHBIM HIpU(PTOM yepe3 OJWH MHTEpBal U
BBIPAaBHUBAETCS 11O LIEHTPY;

MECTO TMPOBEICHUS 3ace/laHMsl, COBEIIAHUA: yKa3bIBaeTcs (MpH HEOOXOAUMOCTH), Y KOTO
IIPOBOAMTCS COBEUIAHME WJIM B KaKOM MeECTe; IedaTaercss yepe3 2 MEKCTPOUYHBIX MHTepBaja
IocJie PEKBU3MTA '"BMJ 3acelaHMs, COBELIAHMs', OTAENAETCA OT HEro JBOMHOM 4YEepTOW U
BBIPaBHUBAETCS IO LIEHTPY;

JaTa ¥ HOMEp MPOTOKoJa: JaTa o¢OpMIISeTCs CIOBECHO-IU(PPOBBIM CIIOCOOOM U
reyaraercss uyepe3 2 MEXKCTPOUHBIX HMHTEpBaja HIKE MPEIbIIyIIEro pPEeKBU3UTA; HOMEp
IPOTOKOJIa 0003HaYaeTcsi apabCKUMHU IIUPpaMH, MOXKET BKIIOYaTh OYKBEHHBIE UH/IEKCHI.

OcHoBHast yacTh MPOTOKOJIA ITeyaTaeTcs yepes3 1,5 MeKCTpOUHbIX UHTEpBAIA.

[lonnucp otnensiercda OT TekcTa 3  MEXKCTPOUHBIMM HHTEpBAJaMM M BKJIFOYAET
HAaUMEHOBAaHME JIOJDKHOCTHU JIMLA, MPEICceNaTebCTBOBABIIETO HAa 3acelaHUU (COBEIIaHUU), €r0
JUYHYIO TOAIHUChH, PacIU(POBKY MOANUCH (MHUIMAIBI U (paMuiins).

HanMenoBanue AOMKHOCTH MedaraeTcs OT JIEBOM T'PAaHMIBI TEKCTOBOIO MOJsA yepes |
MEKXCTPOUHBIM NHTEPBAJ U LICHTPUPYETCSI OTHOCUTENBHO CaMOM JUIMHHOM CTPOKH.

PacimmdpoBka moamucu pacronaraeTcsi Ha YpOBHE IOCIEIHEH CTPOKM HaMMEHOBaHUS
JIOJDKHOCTHU C MPo0esioM Mexy MHuIMaitaMu U Gamuinne. [locnennss OykBa B pacmngpoBke
OTpaHUYMBAETCS IPABBIM TOJIEM.

OO6pasub! npunaratorcs (mpunoxxenue Ne 15 u 16).

3.7.2.2. Cay:xkeOHble MUCbMA



CnyxeOHbBIE TTHChMA:

- OTBETHI O BBINOJIHEHUY IIOPYYECHHUM PYKOBOAUTEIICH;

- COIPOBOJIUTENbHBIC TUCbMA K IPOEKTAM MYHHUIUIAIBHBIX IIPABOBBIX aKTOB;

- OTBETHI Ha 3alIpOCHI IPAKIAH U OpraHU3aLNi;

- UHULIMATUBHBIE [THChMa.

Cpok moaroroBku OTBETHbIX nuceM 30 KaJeHJApHBIX AHEW CO JHA PETUCTPALMH
NUCbMEHHOro o0pamieHuss U oOpamieHuss B (opMe 3IIEKTPOHHOI'O JIOKYMEHTa, €CIH He
YCTAHOBJIEH Ooyiee KOPOTKUI KOHTPOJIBHBIM CpOK HcmosiHeHus. B ciaydae, ecnu oxoHuaHHe
CpOKa IOJrOTOBKHM OTBETHBIX MMUCEM HPUXOIUTCSA HA HEpaOOUMi JIeHb, JTHEM OKOHYAHUS CpPOKa
CUMTAETCS MPEIIECTBYIOLINI eMy paOouuil 1eHb.

Cpoxu NOArOoTOBKM MHUIIMATHBHBIX MHceM omnpenenstorcs [naBoir Hapo-®omuHckoro
MYHULIUIIATBEHOIO palioHa, PykoBogurenem AJMUHUCTpaLuu Hapo-®omunckoro
MyHULIMNagbHOTO paioHa, [lepBeim 3amectutenem Anmunuctpauuu Hapo-®omuHckoro
MYHULIMIIAJILHOTO paiioHa, 3aMmectutensasMu PykoBoautens AnMunuctpanun Hapo-PoMuHckoro
MYHULIMIIAJIBHOTO PailoHa, pyKOBOIUTEIAMU OTPACIEBOrO OpraHa.

CayxeOHble MUCbMa IEYaTAIOTCS Ha OjaHKax ycTaHOBIEHHOW ¢opmbl ([Ipunoxenus
NoNe 5,6,7, 8,9), B MCD/] Ha mabimoHax.

CocTtaB peKBH3UTOB, HCIIOJIB3YEMbIX IPU 0(hOPMIICHHUH CITYKEOHBIX TTHCEM:

-rep6 Hapo-DoMHHCKOro MyHHUIIMIIATBHOTO paiioHa;

-JII0JKHOCTD JIMIA, TIOANNACABIIETO TOKYMEHT;

-HaUMEHOBAaHNE  MCIOJIHUTEIBHO-PACIIOPAAUTENBHOTO  OpPraHa  MYHUIUIIAJIbHOTO
o0pa3zoBaHus;

CIpaBOYHbIE JaHHBIE 00 HCIOJIHUTEIBHO-PACTIOPAIUTEIBLHOM OpraHe MYHUIMIIAIbLHOIO
o0Opa3oBaHus;

ajzpecar;

JaTa JOKyMEHTa;

PEruCTpallMOHHBIN HOMEP JOKYMEHTAa;

CCBUIKA HA HCXOSAIIMI HOMEp U 1aTy JOKYMEHTA aJIpECaHTa;

HauMEHOBaHME JOKYMEHTA (3aroJIoBOK K TEKCTY);

TEKCT TOKYMEHTA;

OTMETKA O HAJIMYUH MTPUIIOKEHU;

BU33,

IIOJINHUCH JOJHKHOCTHOTO JIUIIA;

OTMETKa 00 UCTIOJTHUTEIE.

CnyxeOHble NMHUCbMa, MOAMMCHIBAEMBbIE PYKOBOAMTEISIMU JIBYX U 0oJjiee OTpacieBbIX
OpraHOB M CTPYKTYPHBIX NOJpa3AeieHuil, oQOpMIISIIOTCS Ha CTaHJApTHOM JHCTe Oymaru
dbopmara A4, mpu STOM  aBTOpPHI JOKyMEHTa - yKa3piBalOTCs B peksusure "[loamuck
NOJDKHOCTHOTO Jinma".

TeKkcThl OTBETHBIX IHMCEM JOJIKHBI TOYHO COOTBETCTBOBATh JAaHHBIM IOPYUYEHUSM,
MOCTYIUBIIUM 3allpOCaM, YKa3aHUSAM 10 UCIIOJIHEHUIO JOKYMEHTOB.

B cayxeOHBIX mnHchMax uUcCHodb3yeTcst pekBu3uT "HammenoBanue gokymeHTa"
(3aroJIOBOK K TEKCTY), OTBevaroluii Ha Bompoc "O yem?" u popMynupyroumii B kKpaTkoi hopme
TEMY IIUChMa.

B cimyxe0HBIX MUchMaxX HCTIONMB3YIOTCS (hpa3bl STUKETHOTO XapakTepa "YBakaeMblit...!" -
B Hayaje nuchbMa, Haj TekctoM U "C yBaxkeHuem "
HOJMKCHIO; STUKETHBIE (hpa3bl NEUaTArOTCS UCTIOIHUTENIEM MIPHU NTOATOTOBKE MIPOEKTa MUChMa.

B 3aKIIOYHUTEIBHOM YacTH nucbMa, Hal



CnyxeOHble MHChMa H3JararoTcs: oT 1-ro numa MHokectBeHHOTo umcia ("IIpocum

n

npenocTaBuTh nHpopmanuio...", "Hanpasnsem Ha 3aKiI0OueHHE MPOEKT..." U JAp.), OT 3-ro Juna

equHcTBeHHOoro uucna ("Anvunuctpauus Hapo-OOMUHCKOr0O MYHUIMMNAIBHOIO pailoHA He
cuMTaeT BO3MOXHBIM...", "Anmunuctpanus Hapo-®oMHMHCKOr0O MYHULMIIAIBHOIO pailoHa
peiaraeT pacCMOTPETh BO3MOXKHOCTb..."), Ha JOJDKHOCTHBIX OJlaHKax - oT 1-ro swmua
equHcTBeHHOTO yncna ("IIpomy Bac mpeacraButh nanubie o..."
y4dactue B...");

TexkcT muchbma, Kak NMpaBUIIO, COCTOMT M3 ABYX 4acTei. B mepBoil wyacTtu u3nararoTcs

IIpuyruHa, OCHOBAHHC WA 000CHOBAHHE COCTaBJICHUS InrucbMa, IPHUBOAATCA CCbUIKHM Ha

, "Cunrtaro BO3MOKHBIM IIPUHSATH

JIOKYMEHTBI, SIBJISIFOIIMECS OCHOBAaHMEM IOJATOTOBKU NMHUChbMa. Bo BTOpoi yacTu, HaUMHAIOIIENHCs
C HOBOTro a03a1ia, MOMEIATCs BHIBOJIbL, IPEIOKEHUS, IPOCHObI, PELICHUS U T.J.

CnyxebOHble MChbMa B yCTaHOBJIEHHOM WHCTpyKuMeH MO AEIONpPOU3BOJACTBY MOPSAKE
IPOXOJAT NPOLEYPY BU3UPOBAHUS 3aMHTEPECOBAHHBIMU JTOJKHOCTHBIMHU JIMIIAMU;

CayxebHble nucbMma mnoanuceiBarorcss ['maBoit Hapo-PoMHMHCKOr0 MyHHIMIIAIBHOTO
paiioHa, PykoBomurenem Anmunuctpauuun Hapo-DoOMHUHCKOrO MyHUIMIIAIBHOIO paloHa,
ITepBeiM 3amecturenem PykoBomutens Anmunucrpaunu Hapo-®OMHUHCKOro MyHHIIMIIAIBHOIO
paiioHa, 3amecturensaimu Pykosonurens Anmunucrpanuu Hapo-PoMHHCKOr0 MyHHIIUIIAIBHOIO
palioHa WJIM PYKOBOAMTENIEM OTPACIEBOIO OpraHa WM  CTPYKTYPHOIO IIOAPA3ACICHHS B
COOTBETCTBHUH C pacupeesieHHeM 0053aHHOCTEH MEX Ty PYKOBOIUTEIISIMH.

[IpaBo nmoanucu ciay’eOHbIX MUCEM YCTAHABIMBAETCS MYHUIMIIAIBHBIMU [IPAaBOBBIMU U
pacropsiAMTENbHBIMUA akTaMi AamuHuctpanuu Hapo-OOMHHCKOTO MyHHIIMIIAIIBHOTO PaiiOHa, B
TOM YHCJIE B IOJIOKEHHMAX 00 OTPACiEBbIX OpraHax WM CTPYKTYPHBIX MOApa3JeNeHUsX, B
JOJIKHOCTHBIX MHCTPYKIIUSX.

ITucema ¢uHaHCOBOrO XapakTepa, a TakkKe IHCbMa, COJAEp)Kallue 0053aTenbCTBa,
3aBepATCs neyarbio AnMuHucTpanuu Hapo-®@oMHHCKOr0 MyHHIIMIIAIBHOTO paiioHa.

IIpu odopmieHun mnucbMa Ha JABYX M Oojee CTpaHHUIAX BTOpas M MOCIEIYIOLIHe
CTpaHULIbl HYMEPYIOTCS IOCEPEINHE BEPXHET0 MO apadCKUMU [IUppaMH.

JlaToii nuceMa SBISAETCA JaTa €ro NOANUCAHUS.

O6pa3zer; opopmiteHUs CITy>KeOHOTO TUChMa MPUBEJIEH B MpuiiokeHun Ne 12.y;

( B pen. Ne 606-p ot 30.12.2016)

3.7.2.3. loknaanas, ciay:;ke0Hasi M 00bSICHUTEJIbHAS 3alIUCKH

JloknagHas 3amucka - 3TO JOKYMEHT, COJEpKalluil 00CTOATEIhbHOE H3NI0KEHHE KaKOoro-
7100 BOIPOCa ¢ BHIBOJAMH U MIPEIIOKCHUSIMH COCTaBUTEISI.

CnyxebHas 3anucka (pa3HOBUIHOCTh MUCHhMA) - opMa BHYTPEHHEH MEPETUCKH.

OObsicHUTENbHAS 3allMCKa - JOKYMEHT, TOSICHSIONMINNA Kakoe-Tn0o neicTBhe, (akT WiIu
CcoOBITHE.

JlokmamHas 3amMcKa COCTaBISIETCS TTPH HEOOXOIMMOCTH YBEIOMIICHUS] PYKOBOJMUTEIS WUITH
BBIIIECTOSIIIIEr0 OpraHa 0 Kakux-1u00 GakTax UM COOBITUSAX H MOXKET COAEPIKATh MPEIT0KEHUS
COCTaBUTEJS MO U3JIAra€MOMY BOMPOCY.

PexBU3NTHI TOKIAIHON (AaHATUTUYECKOM, CITY)KEOHOM, 00BICHUTENHHON ) 3aICKU:

-HaMMEHOBAaHHUE OTPACIEBOTO OpraHa WA CTPYKTYpPHOrO TMOJpa3eiieHUs - aBTopa
JIOKYMEHTA;

-BUJ] IOKYMEHTA;

-1aTa JOKYMEHTA;

-pEeTUCTPAIIMOHHBIM HOMEp (€clii B CTPYKTYPHOM TOAPA3ACICHUH BEIETCA y4eT
BHYTPEHHUX WH()OPMALIMOHHO-CITPABOYHBIX JIOKYMEHTOB);



-Ha3BaHUE JIOKyMEHTa (3ar0JIOBOK K TEKCTY), €CIIH TEKCT OoJee 4 - 5 CTPOK;

-a/ipecaToB (JOHKHOCTHBIX JIUII);

-TIOJIITUCh.

B 3aBucumocTH OT cofepkaHusl U Ha3HAUCHUS JOKJIAJHbIC U CIYKEOHbIE 3alUCKH JETSATCS
Ha MHPOPMAIMOHHBIE U OTYETHBIC, a TAK)KE MOTYT UMETh UHUIIMATUBHBIN XapaKTep.

Teker mokiamHON M CIy’)kKEOHOW 3allMCOK MOXKET COCTOSATh M3 JBYX 4YacTei. B mepBoii
YacTH, KaK MPaBUiIO, U3araTcs (HakThl WIH COOBITHS, MOCTYXKUBIIHE MTOBOJIOM K HAITMCAHHIO
JOKJIaTHOM 3aMUCKHU, BO BTOPOIl - BBIBOJIbI M IIPEUIOKEHHSI O KOHKPETHBIX JEHCTBUSIX, KOTOPHIE,
0 MHEHHUIO COCTABHTENSl, HEOOXOAMMO NPEANPUHATH PYKOBOJMUTEIIO WM BBHINICCTOSIICMY
OpraHy B CBSI3U C U3JIO)KEHHBIMH (PaKTamH.

JloknagHbie U CITy>KeOHBIC 3alMCKH JOJDKHBI PETHCTPUPOBATHCS B OTPACIIEBBIX OpraHax,
CTPYKTYPHBIX TOAPA3JIECICHUSIX JIMIOM, OTBETCTBEHHBIM 3a BEJCHHE JEJONPOU3BOJACTBA, U
nepeaaBaThCsl 0 HA3HAYEHHUIO CTPOTO MO BHYTPEHHEMY peecTpy. BTopolt sk3emIuisp ¢ BuU3aMu
HCIIOJTHUTEIIS OCTAETCSl B OTPACIIEBOM OpPTraHe WM CTPYKTYPHOM MOIpa3/IeICHUN.

3anucKu, COCTaBIsIEMbIe COTPYAHUKAMH C O0BICHEHUEM MTPUYMH ITOBEIACHHMSI, IIPOCTYIIKOB,
cutyaiuii (0OBSCHUTENBHBIE 3alKUCKH), MOTYT OBITh O(OPMIIEHBI PYKOMHCHBIM CIIOCOOOM Ha
CTaH/IapTHOM JIUCTE OyMaru.

3.7.2.4. 3asiBjienue

3asiBJieHUE - 3TO B OOpAIICHUS IPAKIaHWHA, BBIPAKAIOIIETO €ro MPOoCch0y O COAEHCTBUM
B peallu3allii €ro KOHCTHTYIIMOHHBIX MpaB U CBOOOJ WJIM KOHCTHUTYIIMOHHBIX TPaB M CBOOOT
JIPYTHX JIUI, THOO0 COOOIICHNE O HAPYIICHWH 3aKOHOB M MHBIX IIPABOBBIX aKTOB, HEAOCTAaTKaX B
paboTe OpraHOB MECTHOI'O CaMOYIPABIEHHS W JOJDKHOCTHBIX JIMI AnmuHucTpanuu Hapo-
domuHCKOrO MYHUIIMIIAJIBHOT'O paﬁOHa, JH/I60 KPpHUTHKA ACATCIBHOCTH YKA3aHHBIX OPraHoB H
JOJKHOCTHBIX JIUIL.

3asiBIIEHUs, COCTABIISIEMbIE COTPYAHUKAMH, MOTYT OBITh O()OPMIIEHBI KaK PYKOITUCHBIM, TaK
U TIEYaTHBIM CIIOCOOAMH Ha CTaHIApTHOM JMCTe Oymaru. 3asBlieHUE JOJDKHO OBITh MOAMHCAHO
COOCTBEHHOPYUYHO COTPYAHHUKOM.

3.7.2.5. Crenorpamma

CreHorpamma - JOCIOBHas 3alIUCh JOKJIAJ0B U JPYTUX BBICTYIUIEHUH Ha KOH(EpEHLHUSX,
COBEILIAHUAX, COOPAHMIX WM 3aCEAAHUSX KOJIJIETHANBHBIX OPTaHOB, OCYIIECTBICHHAS METOJIOM
cTeHorpaduu WK 3ByKO3aIUCH.

Crenorpamma KOH(EpPEHIIUH, COBEIIAaHUs, COOpaHMs WIH 3acelaHus KOJUIETHAIbHOTO
opraHa BeJIETCS B TOM ClIydae, KOr/ia Ha 00CYXeHUE BBIHOCSATCS BaXKHBIE M CJIOKHBIE BOTIPOCHI,
KOTOpbIE MOTYT BbI3bIBaTh NpeHUs. OKOHYATEIbHBI TEKCT CTEHOTPAMMBI COCTAaBIISIETCA Ha
OCHOBaHWHW TIPOM3BEJECHHBIX Ha KOH(MEPEHIMH, COBEIIAHWH, COOpPaHWW WIH 3aceJaHuu
KOJUIETHAJIbHOTO OpraHa CTeHOTpadUYecKUX WM 3BYKOBBIX 3allCell W MpeACcTaBIECHHBIX
MaTepHayioB (JOKJIAJI0B, CIIPABOK, TPOCKTOB PEIICHUN U T.I1.).

TekcT cTeHOrpaMMbl JIOJKEH COCTOSITh M3 Pa3leioB, COOTBETCTBYIOIIUX IyHKTaM
MMOBECTKH JIHS, pa3/iesibl HyMepyroTcs apadckumu 1udpavu. Maummans: u GaMuivs T0KIaTIHKa
MeYyaTaroTCs B UMEHUTEIBHOM IaJIEXKeE.

JlaTa, mpocTaBieHHass Ha CTEHOTpamMMe, JIOJDKHA COOTBETCTBOBATH JHIO IIPOBEACHUS
COBEIIaHUs1, COOpaHUs WK 3ace/laHus KOJIETHaIbHOTO OpraHa.

3.7.2.6. Ilnan



[Tnan - JOKyMEHT, YCTaHAaBIMBAIOIIMI IepeueHb HAMEUAEMbIX K BBIMOJIHEHUIO pabOT WM
MEpONPUATHHA, UX MOCIEJ0BATEIBHOCTh, 00BEM, CPOKH, a TAK)KE OMPECIIAIOUINI KOHKPETHBIX
VCIIOJTHUTEIICH.

CocTaBisOIUMY TYHKTaMHU IUIaHOB SBJISIOTCS:

-HaMMEHOBaHue (cozepkaHue) paboThl WK MEPOIPUSITHS;

-UCIIOJIHUTEIIb;

-CPOK UCIIOJIHEHMUS;

-OTMETKa 00 UCIIOJIHEHUH.

[Inansl pa®OT WM MEpONPUATUH JODKHBI HOJIMUCHIBATHCS JIOJKHOCTHBIMHM JIMIIAMH,
OTBETCTBEHHBIMM 32 MX BBIIOJHEHUE, C YKa3aHHWEM [JaThl nojanucaHus. [lmaHbel, Kak MpaBuio,
MOJJIEXKAT YTBEPKICHUIO.

3.7.2.7. OTuer
OTuer - JIOKYMEHT, COJCpKAIlMi CBEIEHUS O TIOATOTOBKE, IMPOBEICHUM W HTOTax
BBITIOJTHEHHUS TIAHOB, 3aCEJaHU, KOMAHUPOBOK U IPYTHUX MEPOIPHUSATHIA.
Tekct ordyera MOXKET COCTOSITh M3 PA3JENOB, IMOJPA3/eiOB, IYHKTOB M IMOJIYHKTOB,
KOTOPBIC HYMEPYIOTCS apaOCKUMU MU(PPaMU B yCTAHOBICHHOM TOPSIIKE.
OTueT M0/HKEeH UMETh TIOANKMCH WU BH3bI COCTABUTENICH C YKa3aHUEM JIaThl BU3UPOBAHHUS.

3.7.2.8. AKT

AKT - JOKYMEHT, COCTaBJII€MBbIH HECKOJbKMMHM JIMIAMU U  IMOATBEPKIAAIOIIUI
YCTaHOBJICHHBIC UMH (PAKTHI WJIM COOBITHUS.

Tekct akTa cOCTOMT U3 JABYX YacTeil: BBOJHON M KOHCTATUPYIOIIEH.

BBogHas dyacTh akTa COAEPKUT HAWMEHOBAHHE paCHOPSAAUTENBHOIO JIOKYMEHTa, Ha
OCHOBAHHUU KOTOPOTO aKTUPYIOTCA (aKT, COOBITHE MU JIEHCTBHE (B MMEHHMTEIBHOM MAJEKe),
€ro HOMep U JaTy.

Ecin akt cocraBieH KOMHCCHEH, TO IEPBBIM YKa3bIBa€TCsl INPEACENATENb KOMHUCCHUU.
daMuIUU WIEHOB KOMHUCCHUHU pacrojiaratorcs B aidaButHoM mnopsjake. Cioa "OcHoBaHue'",
"Tlpeacenarens", "Ynensl komuccun", "[IprcyTcTBOBaIN" MUIIYTCS ¢ TPOMUCHONW OYKBBI.

B koHcTaTupyromel yacTu akTa M3JararoTcs LEeNM W 3ajauyd aKTUPOBAHUS, CYIIECTBO U
XapakTep NPOBEIEHHOM KOMHUCCHEH paboThl, yCTaHOBIEHHbIE (DAaKThl M COOBITHSA, a TaKXKe
BbIBOJIbI M 3aMedaHus. KoHcTaTtupyromias 4acThb 3aKaHUMBAETCS CBEJCHUSIMH O KOJIMYECTBE
IK3EMILUIIPOB aKTa U MECTE UX HAXOXKJICHUS.

KonnuecTBo 3K3eMIUISIPOB aKTa ONpENENsieTCs YUCIOM 3aMHTEPECOBAHHBIX B HEM CTOPOH
WJIM HOPMATUBHBIMU JIOKyMEHTaMM, PErJIAaMEHTUPYIOIIMMHU COCTAaBJICHUE aKTa.

AKTBI IOJINUCHIBAIOTCSI BCEMH YJIEHAMH KOMHCCHH, NPU HEOOXOJUMOCTH aKThl MOAJIEXKAT
YTBEPKACHHUIO PYKOBOJIUTEIIEM OTPACIEBOIO OpraHa Uil CTPYKTYPHOIO MOIpa3eJICHNUS.

(B pea. Ne 606-p 0130.12.2016)

3.7.2.9. /loBepeHHOCTH

JIOBEpEeHHOCTh — MUCHbMEHHOE YIMOJHOMOYHKE, BBIABAEMOE OJHHUM JIMLIOM JAPYTOMY JIUILY
JJISL HpeI[CTaBI/ITeJ'H)CTBa nepeﬂ; TpeTI)I/IMI/I JIMIaMu.

B TekcTe 10BEepeHHOCTH YKa3bIBAIOTCS CIEAYIOIINE CBEJICHUS:

-TIOJTHOE HAMMEHOBAHWE OpraHU3aIHH;

-IIOJIMUACHh PYKOBOAMUTEINSI OPraHU3allid WM MHOTO JIMIA, YIOJHOMOYEHHOI'O Ha 3TO €ro
y'-Ipe,ZII/ITeJ'II)HI)IMI/I )IOKyMeHTaMI/I, C l'IpI/IJ'IO)KeHI/IeM rmecuaTtu OpFaHI/ISaHI/II/I;

-(I)aMI/I.HI/IH, umsda, OT4€CTBO, AOJIZKHOCTDh U HaCHOpTHLIe JAaHHBIC IIOBepeHHOFO Jna,

-COJIepKaHUe TTOJTHOMOYHIA;

-Jlara BblIayd JJOBEPEHHOCTH;



-CpOK JI€HCTBHSI IOBEPEHHOCTH.
3.7.2.10. Teserpamma

Tenerpamma — 0000IIEHHOE Ha3BaHWE PA3IUYHBIX [0 COJACPKAHUIO JOKYMCHTOB,
BBIJICTISIEMBIX B CBSI3U C OCOOBIM CIIOCOOOM Tiepeaun TeKcTa (mepeaaercs mo renerpady).

Heorbemiemoii 4acTblo TelerpaMMbl SIBISICTCS HOMEp (MHACKC) OT/EJICHHUS CBSI3H,
oOcIy>kuBaroIiero ajapecara. [IpocraBieHue ero OTIpaBUTENIEM TeJIETPAMMBbI 00513aTEIbHO.

B oTBeTHBIX TenerpamMmax Tepen TEKCTOM 00s3aTelbHO YKa3blBaeTCS HOMEp W JiaTa
JIOKYMEHTA, Ha KOTOPBIA JAETCS OTBET.

BusupoBanue TeierpaMmMbl aHaJIOTHYHO BUSHPOBAHUIO THceM (Tipuiioxkerne Ne 17).

3.7.2.11. Teaeponorpamma

Tenedhonorpamma — 0000IIEHHOE Ha3BaHME PA3JIMYHBIX MO COACP)KAHUIO JIOKYMEHTOB,
BBIJICTSIEMBIX B CBA3M C OCOOBIM CIIOCOOOM Iepefaud TeKCTa (Teperaercst Mo TenedoHy H
3aIMCHIBACTCS TOTydaTeIIeM).

TenedhoHorpaMmbl  PEeKOMEHIYETCS — KCIOJIb30BaTh ISl ONEPATHBHOTO  PEIICHHS
CITy’KeOHBIX BOIIPOCOB B TE€X CIIy4asiX, KOTAa CoOOIIeH s, iepeiaBaeMble 110 Teaedony, TpeOyroT
JOKYMEHTAIBHOTO 0()OPMIICHUSI.

[MpuanMaemas (Bxonsmasi) TesneoHOrpaMMa MOXKET OBbITh CHadasa 3acTeHorpaupoBaHa
U 3alUcaHa C IOMOIIBIO 3BYKO3ANHUCHIBAIOUIEH TEXHUKH C IOCIEAYIOUIEH pacuIn(poBKOil.
Bxopsmias TenedonorpaMma J0KHA UMETh T€ K€ PEKBU3HUTHL, YTO M UCXO/SIIAsL.

JlaToii TenedoHOrpaMMBI SBISIETCSl Jara ee mepenadd. Psgom ¢ naToil JOJDKHBI OBITh
yKa3aHbl (aMWINKM U HOMEpa CIY)XEOHBIX TeJe(OHOB JOJHKHOCTHBIX JIHI, MEPEAaBaBIINX H
NPUHSBLINX TeJIeQOHOTpaMMy.

3.7.2.12. CnpaBka

CopaBka — JOKyMEHT HWH(OPMAIMOHHO-CIIPAaBOYHOIO XapakTepa, aHaJIUTHYECKOTo,
CIIy’)keOHOTO, OTYETHOIO XapakTepa WWIM MOATBEpPXKIAOIUN Ouorpadpuyeckue M JApyrue
CBEJICHHUS.

4. Opranusanusi 10KyMeHTO000pOTa U UCIIOJTHEHHUS IOKYMEHTOB
4.1. Opranu3aums J0KyMeHT0000poTa

4.1.1. JIokyMEHTOOOOpOT - [BI)KEHHE JOKYMEHTOB C MOMEHTAa HX CO3JaHUs WIH
MIOJIyYEHUS 0 3aBEPIICHUS UCIIOJHEHUS WIH OTIIPABKH.

OCHOBHBIMU BHUJAAMH JOKYMEHTAI[UU SIBJISIFOTCSI BXOJSIIME, MCXOJAIINE, BHYTPEHHUE
JIOKYMEHTHI.

4.1.2. Tlokazarenu oObeMa JOKYMEHTOOOOPOTa HCIOJIB3YIOTCSA JUISl aHAIM3a Pa3IMYHBIX
aCIIEKTOB YIIPABJIEHYECKON JESITEIBbHOCTH, ONPEACIEHUS TEXHOJIOIMYECKONH OCHALIEHHOCTH
IIPOLIECCOB JIETIONPOU3BO/ICTBA, a TaKke BhIPAOOTKH Mep IO COBEPIICHCTBOBAHUIO pabOTHI C
JOKYMEHTaMH. 3a eAMHHUIly TOJiIcueTa NpPHUHUMAETCs caM JOKYMEHT O0e3 ydera KOIMHiA,
o0pa3yromuxcs Ipy NMeYaTaHuy U pa3MHOKEHHH, KOTOPBIE MOICYUTHIBAIOTCS OTJIEIBHO.

Iloncuer oObemMa JOKYMEHTOOOOpPOTa MPOBOAMTCA MO  TpymnaM JOKYMEHTOB
(MyHUIIMDIAJIBHBIE TIPABOBbIE aKThl U PACIOpPSAUTEIbHBIE JOKYMEHTHI, ClIyXeOHas IMepemnucka,
oOpamieHuss TrpaxJaH M Jp.) U OCYLIECTBISETCS C O00s3aTEeIbHBIM YYETOM JIOKYMEHTOB,
3apETUCTPUPOBAHHBIX B CTPYKTYPHBIX MOJpa3fefieHUusX (IOKIagHble U CIYXKEOHbIE 3alUCKU,
CIIPABKH, 3aKJIIOYEHMSI, OTUETHI, CBOJIKH U Jp.).

4.2. Opranu3anus 10CTABKH JTOKYMEHTOB



4.2.1. JlocraBKa KOppecHOHJAEHIMH B aapec AnmuHuctpauuu Hapo-®omuHCKOro
MYHUILIMTNIAJIBHOTO palioHa M OTpaciieBbIX OpraHoB ocymectsisiercs no MCO/I, cpencrBamu
MIOYTOBOM, (PeNIbIBETEPCKOM CBSA3H, TI0 JIEKTPOHHOH 10YTe, Ha MHTEPHET-CAHUTHl M HAPOUYHBIMU.

(B pex. Ne 606-p ot 30.12.2016)

4.3. Ilpuem, nepBuYHAasi 00padoTKa, perucTpPaIus U pacnpeaejeHne MOCTyNaOe
KOppecnoHIeHINI

4.3.1. llpueM u nepBUYHasi 00padoTKa

4.3.1.1. [Ipuem, nepBudHas 0OpabOTKA W PETUCTPALUS JTOKYMEHTOB OCYILECTBISIOTCS B
o01em oraere.

B mpomecce mnepBuYHON 0O0paOOTKM TOCTYMAMOMICH KOPPECIOHACHIIUU TPOBEPSIOTCS
MPaBUJIBHOCTh AJPECOBAHMS, JOCTAaBKM U LEJOCTHOCTh BIIOKEHUW, a TaKkKe Halludue
HEOOXOUMBIX PEKBH3UTOB JIOKYMEHTOB. OMUOOYHO JTOCTABJICHHBIC JOKYMEHTHI MIEPECHIIAIOTCS
10 MPUHAJICKHOCTH UIT BO3BPALAIOTCS OTIPABUTENIO.

OOmwmit oTnen NpuUHMMAET JOKYMEHTHI, MOCTyINawlme B AnMuHHcTpanuio Hapo-
DOMUHCKOr0 MYHULHUNAIBHOTO panoHa, s ['naBel Hapo-POMUHCKOTO MYHMIMIIAIBHOTO
paiiona, PykoBomgutens Apamunuctpanuu Hapo-®oMHHCKOrO MYHHULIMIIAIBHOTO —paiioHa,
IlepBoro 3amecturens PykoBoautens Anmunuctpauuu Hapo-DOMHUHCKOTO MyHULMIIAIBHOTO
paiiona u 3amectureneil PykoBonurens Aamunuctpauuu Hapo-OoMuHCKOro MyHHIIMIIAIBHOTO
paiioHa.

( B pen. pacriopsixenus ot 26.05.2014 Ne 216-p)

B nepabouee Bpems noxymentsl npunumarorcsis MKY «ENJIC-112» ¢ mocnenytomiei

nepenavel ux B OOIIUN OTJEN Ha CICAYIOMUN pabounii 1eHb.
( B pen. Ne 606-p ot 30.12.2016)

4.3.1.2. Bce mnocrynuBIIME KOHBEpTHI (OaHmeposn), 3a HCKIIOYEHHEM KOHBEPTOB
(Gannepomneit), wumetommx nomerky "JIuyHo", BckpeiBatoTcs.  Ilpu  oOHapyxeHuu
HEKOMIUJICKTHOCTH WJIM TIOBPEXKACHWU IOKYMEHTa Ha TMOCJIETHEM JIMCTe WM Ha 00opoTe
MOCJETHEr0 JIMCTa JIOKyMEHTa TMPOCTAaBJIAETCS COOTBETCTBYIOIIAs OTMETKa, a TakKke
COCTABIISIETCSI aKT B TPEX HSK3EMIUISIpax: MEPBBIA OCTAETCS y IMOJIydaTelsi KOPPECTIOHACHIIHH,
BTOpPOH MpHOOIIaeTcss K IMOCTYNMBLIEMY MaTepuany, a TpeTHH HaIlpaBisieTcs OTIPaBUTEIIO
JOKYMEHTA.

KoHBepThl, Kak MpaBUIO0, YHUUYTOXKAIOTCS, KPOME CIydaeB, KOIJla TOJIBKO 1O HUM MOXKHO
YCTAHOBHTH aJIpEC OTIIPABUTEISI WIIH JIATY OTIIPABKHU U MOJTyYEHUS TOKYMEHTOB.

KonBepts! (0anmeponn) ¢ KoppecnoHAeHIMel ¢ nomerkoi "JIMYyHO" perucTpupyrorcs B
CHEeNHMATBHOM JKypHaJe W TepeNaloTcsi M0 Ha3HAuYeHWIo (0]l POCIHUCh OTBETCTBEHHOTO
JOJKHOCTHOTO JIMIIA).

4.3.1.3. JlokyMeHTBI, TOCTymHBIIHE C OTMeTKoiW «CpouHo», «OrepaTUBHO» H .,
HepeaalTCsl Ha PETUCTPALMIO He3aMeIIUTEIbHO.

4.3.14. JlokymeHnTsl 0e€3 yKa3aHHWs KOHKPETHOTO ajpecaTa  IPeJIBapUTEIIBHO
paccMaTpUBAIOTCS B 0OLIEM OTJIeIIe, a 3aTeM HAIPABISIOTCS 110 HA3HAYCHHUIO.

4.3.2. PerncTpanusi NOCTYNAKIMIMX TOKYMEHTOB

4.3.2.1. Perucrpanusi NOCTYNUBUIMX JOKYMEHTOB MPOM3BOJUTCS B 0OLIeM OTAeNe U
CTPYKTYPHBIX TOJpa3JelIeHUsIX B JCHb MOCTYIUICHWS IyTeM BBOJa HWH(OpMAamuy O HHUX B
peructpanroHHyto kaprouky (ganee PK) MCO/I.

(B pex. Ne 606-p ot 30.12.2016)

4.3.2.2. PeructpupyioTcsi Bc€ IOCTYNHBIIUE JOKYMEHTBHI, HE3aBUCHMO OT crocola
JIOCTaBKH, KpOME JOKYMEHTOB M KOPPECHOHACHIWH, HE TMOUICKAIINX PETUCTPALNH
(mpunosxkenue Ne 1).


consultantplus://offline/main?base=MOB;n=129313;fld=134;dst=100836

4.3.2.3. HezamemIMTeNbHO pPETHCTPUPYIOTCS HOKYMEHTHI C OTMeTKaMHu «CpodHO»,
«OnepaTuBHO» M JAp., MMCbMEHHbIE OOPALIEHUs TPa)XJaH PETUCTPUPYIOTCSI B COOTBETCTBUU
pErJIaMeHTOM PAacCMOTpPEHUs! OOpalleHuil rpakaaH U opraHuzanmii B AaMmuuuctpammu Hapo-
@DOMHUHCKOIO0 MYHHULHMNAIBHOIO paloHa U oTpacieBblX ((QYHKUMOHAIbHBIX) OpraHax
Anmunuctpanuu Hapo-®oMUHCKOro MyHUIIMIIAIIBHOTO palioHa.

(B pex. Ne 606-p ot 30.12.2016)

4.3.2.4. Ha mnocrynaromux JOKYMEHTaX Ha OyMaXHOM HOCHTEJE, TOJJICKAIIIX
PETUCTPALIMK, B HWXKHEM IIPaBOM  YIUIy IIEPBOIO JINCTA OCHOBHOI'O JOKYMEHTa IPOCTABIISETCS
OTMETKa (IITaMI) ¢ YKa3aHUEM Ha3BaHUS CTPYKTYPHOIO MOJpa3AeieHus], JaThl OCTYIJICHUS U
BXOJILIETO PErMCTPAalMOHHOTO HoMepa. OTMeTKa [NOJDKHA IPOCTABIATHCA HE Ha TEKCTOBOHU
4acTU JOKYMEHTA.

PerucrpanmoHHbI HOMEp JOKYMEHTa COCTOUT U3 MOPSIKOBOIO HOMEPA, KOTOPBIN, NCXOI
U3 HMH()OPMAIMOHHBIX MOTPEOHOCTEH, MOXKET JOMOJHATHCS OYKBEHHBIM WM HU(PPOBBIM
MHICKCOM CTPYKTYPHOI'O NOIpA3ACiICHUs, MHICKCOM JieJa IO HOMEHKJIAType [el, KOIOM
JIOKyMEHTa 10 KJaccu(puKaTopy KOPpPECHOHJEHTOB, ucnoyHuTened u ap. CocraBHblE YacTu
PETUCTPALIMOHHOTO HOMEPA OTIEISIFOTCS APYT OT APYyra KOCOH 4epTOM.

4.3.2.5. JIOKyMEHTBI PETUCTPUPYIOTCS OJIUH pa3, MpH Iepeaade JOKYMEHTa M3 OIHOTO
NOZIpa3ieJICHUs B APYro€ HOBBIM PErHCTPALlMOHHBIA HOMED Ha JTOKYMEHTE HE IIPOCTaBIISIETCS.
( B pea. Ne 606-p ot 30.12.2016)

4.3.2.6. B o0uiem oTaene perucTpUpyrOTCs ITOKYMEHTHI, MOCTYNUBIINE HA UM [ 1aBbl
Hapo-®omMuHckoro  MyHunMnaabHOro  paifoHa, Anmunuctpauuu  Hapo-®omuHckoro
MYHHLIMIIAJIBHOTO paiioHa, PyxoBonurens AnMuHUCTpanuu Hapo-®omuHckoro
MYHULMIIAJIBHOTO paiioHa, llepBoro 3amecturens PykoBomurens Anmunucrpanuu Hapo-
DOMUHCKOI0 MYHULIMITAJILHOTO paiioHa u 3amectuteneil PykoBoaurens Aamunuctpanuu Hapo-
DOMHUHCKOI0 MyHULIUIIAJIBHOTO paiioHa.

( B pen. pacniopsbkerus ot 26.05.2014 Ne 216-p)

JIOKyMEHTBI, aapecOBaHHbIE B OTpacieBble OpraHbl,  IEpPelalTcs B CIYKOBbI
JIeNTOTIPOU3BOICTBA OTPACIIEBBIX OPraHOB 0€3 perucTpaluy B 001IeM OT/Iele.

4.3.2.7. Perucrpanusi TOKyMEHTOB TPOU3BOIUTCS B IPENENaX TPYIIl, B 3aBUCUMOCTH OT
Ha3BaHMs BUJIAa JOKYMEHTA, aBTOPA U COAECPIKAHU:

[Toctynatomiast fTokymMeHTalusl (BXOAA11ast ):

-JIOKyMEHTBI, TOCTYNAIOIINe M3 BBILIECTOSIIUX OpraHoB BiacTu (3akoHbl Poccuiickoit
®enepaunn, Iloctanosnenuss ['ocymapcrBeHHon Jlymsl Poccuiickonn ®enepaunu, YKaszbl U
Pacnopskenus Ilpesunenta Poccuitickonn @enepaunu, Ilocranosienus u Pacnopsxenus
[TpaButensctBa Poccuiickoit denepannu, Pemenus u [locranoBiennst MockoBckoil 001acTHON
Hywmbl, [TocranoBnenus u Pacnopsbxenust ['ybepraropa MockoBckoit obnactu, [locranHoBneHus
[TpaButenscTBa MOCKOBCKOM 00J1aCTH M JAp. JAOKYMEHTHI OpraHOB HCIIOJIHHUTEIBHOM BIIACTH
MocKOBCKO 0051aCTH);

-00palieHus rpaxkiaH,

-o0palleHus OpraHu3anui,

-TeJIeTpaMMBl,

-IpUTJIALIEHNS] Ha COBEILAHUS U CEMUHAPBI U JIp.

( B pen. Ne 606-p ot 30.12.2016)

4.3.28. Jlns co3maHus TIOMCKOBBIX CHCTEM U JOCTIKEHUS WHGOPMAIMOHHON
COBMECTUMOCTH PETUCTPALMOHHBIX JaHHBIX YCTAHABIMBACTCS CIEAYIOIIMI COCTaB OCHOBHBIX
PEKBU3UTOB PETUCTPALIUU:

HauMEHOBaHME OpraHU3aluy (aBTOPA UM KOPPECIIOHICHTA);

HauMEHOBAaHME BHUJIA JOKYMEHTA,

JlaTa U PerUCTPallMOHHBIA HOMEP TOKYMEHTA;

JlaTa U UHAEKC MOCTYIICHUS;

3aroJIOBOK K TEKCTY (KpaTKOe CoJIep)KaHUE TOKYMEHTA);

pe3outronys (MCIOJHUTEND, COAEPKAHUE IOPYUEHMS, aBTOP, AATa);



CPOK HMCIIOJIHEHHS IOKYMEHTA,;

OTMETKa 00 HCIIOJIHEHUH TOKYMEHTA U HaIlPaBJIEHUU €T0 B JIEJIO.

CocTaB OCHOBHBIX PEKBH3UTOB PETUCTPAIMM B 3aBUCHMOCTH OT XapakTepa JOKYMEHTa U
3aJ1a4 UCI0JIb30BaHUSI MH(OPMALIUK MOKET JAOMOJHATHCSA APYTUMU PEKBU3UTAMU:

rpu¢ (0TMETKa) OrpaHMYCHHS JOCTYNA K JOKYMEHTY;

BHYTPEHHSIS NIepeapecanns JOKyMEHTOB M0 UCIIOTHUTEISAM;

KOJI [T0 TEeMaTUYeCKOMY KlacCu(UKaTopy;

KIIFOUEBbIE CJIOBA;

KOJIMYECTBO JIUCTOB JIOKyMEHTA,

HaJIM4Yue IPUI0KEHUI;

JOJDKHOCTHOE JIMIO, TIOCTaBHBILIEE JOKYMEHT Ha KOHTPOJIb;

MIPOMEXYTOUHbIE CPOKHU HCIIOTHEHHUS;

MEPEHOC CPOKOB UCIIOTHEHUS;

CPOK XpaHEHUSs JTOKYMEHTa,

CTaTycC IOKyMeHTa (IIPOEKT, BEPCHUsL);

BU/J] TIepeiaun JOKyMeHTa (I104Toi, (pakcoM u T.11.) U Ip.

4.3.2.9. Crenanuctsl OOIIETO OTAENA TPU HATMYMAU JOKYMEHTA B DJIEKTPOHHOM BHJIE
MPUKPEIJISIOT K PETUCTPALMOHHON KapTouke (aiiia JOKYMEHTa B 3JIEKTPOHHOM BUJIE.

JIOKyMEHTBI, TMOCTYNHBIIME Ha OyMa)KHOM HOCHTENE, CHEIHMAIMCTHI OO0IIero oraena
CKaHUPYIOT U MPHUKPEIUISIOT K PErUCTPAllMOHHOW KapTouke (aii JAOKyMEHTa B DJIEKTPOHHOM
BUJIC.

4.3.2.10. JlokyMeHTBl TeEpeNaloTCsi Ha PACCMOTPEHUE PYKOBOJUTENI0 U  HHBIM
JOJDKHOCTHBIM JiiiaM AnmMuHucTpanun Hapo-®OMUHCKOT0 MyHHIIMIAIBHOTO PaiiOHA TOJBKO
MOCIIe PEerHuCTpaIiu.

4.3.3.IIpenBapurteibHoe paccCMOTPEeHUE JOKYMEHTOB

4.3.3.1. IlpenBapuTenbHOE pPACCMOTPEHHUE JTOKYMEHTOB IPOBOJIUT 3amecTuTeNb
PykoBonurenss Aamunucrpanuu Hapo-OoMuHCKOro MyHUIIMIIAIBHOTO pailoHa — YIPaBIISIOMINN
nenamu (Jayee — YIpaBiIsSoLuil 1e1aMu) ¢ LENblo paclpeieieHus MOCTYNUBIINX JOKYMEHTOB
Ha:

-TpeOyromue o0s3aTenbHOro paccMoTpenus ['nasoit Hapo-®oMUHCKOr0 MyHUIIMTIAIBHOTO
paiiona, PykoBomurenem AnMuHucTpannu Hapo-POMUHCKOr0O MyHHIMIIAIBHOTO palioHa,
IlepBeiM 3amecturenem PykoBoaurtens Anmuuucrpanuu Hapo-OOMHUHCKOrO MyHHIIUIIATBHOIO

palioHa W 3aMECTUTEISIMHU PykoBonurenss ~ Anmunucrpauuu — Hapo-®omuHckoro
MYHHUIUIIAIBHOTO PaliOHa;
-HampaBJsieMble  HenocpeacTBeHHO  [lepBomy 3amecturento  PykoBomurens

Anmunuctpanun Hapo-®oMUHCKOTO MyHUIIMIIANBHOIO pailoH, 3aMeCTUTENsIM PykoBoauTens
Anmunuctpauuun Hapo-®OOMHUHCKOTO MYHHIIMIAJIBHOTO palioHa M B COOTBETCTBYIOIIHE
oTpacieBbleé OpraHbl M OTBETCTBEHHBIM HCIIOJIHUTENSAM OOpaleHus O IMpeJoCTaBICHUU
uHpopMalMy, HaxofdlleWcs B pacrnopsbkeHuun — AamuHuctpauuu  Hapo-®omuHcKoro
MYHHUIUIIAIBHOTO PAliOHA;

-HalpaBJISIEMbIE HEIMOCPEICTBEHHO B COOTBETCTBYIOIIHE OTpacieBble OpraHbl M
OTBETCTBEHHBIM UCITOJIHUTEIISIM.

[IpeaBapuTenbHOE paCCMOTPEHUE OCYLIECTBISETCS, UCXOI U3 OLIEHKH MX COIEpPKaHUs, Ha
OCHOBaHUU  YCTAHOBJIEHHOIO pacripenienieHust  o0si3aHHOCTEH Mexay PykoBonutenem
Anmunuctpanuu  Hapo-®@omuHCKOro MyHUIMDAIbHOrO paiioHa, IlepBeiM 3amecTuTeneM
Anmunuctpanuu Hapo-®oMUHCKOro MyHMIIMIIAJIBHOTO paliOHa, 3aMeCTUTENsIMU PykoBoauTens
Anmunuctpann  Hapo-OOMUHCKOTO MYHMIIUIIAIBHOTO pailoHa W HUHBIMH JOJIKHOCTHBIMH



munamu  AamusHuctpaiuu  Hapo-®OMHHCKOr0O MYHUIMIANBHOIO palloHa [Uisl BBIHECEHUS
yKa3aHHsI 110 UCIIOJHEHUIO JOKYMEHTA.

( B pen. pacniopspkenwuii ot 26.05.2014 Ne 216-p, Ne 606-p ot 30.12.2016)

4.3.3.2. Ecnu B 0TpaciaeBOM OpraHe WIN CTPYKTYPHOM MOJpAa3Je/IeHUH BBIICHUIOCH, YTO
JOKYMEHT HE BXOJWUT B KOMIIETEHLHMIO JAaHHOI'O OTPAaciIieBOIO OpraHa WIH CTPYKTYPHOI'O
HOJPA3/eIEHUs] U JIOJDKEH HCIIOJIHATLCS B JAPYIOM OTpPAciI€BOM OpraHe WIH CTPYKTYpHOM
MOJPa3ICIEHUH, €ro CIeAyeT B TeUueHHe 3 JHe BEpHYTh B OOIIMN OTAEI.

4.3.3.3. be3 npenBapUTeNbHOTO PACCMOTPEHUS NEPEAAIOTCS 10 Ha3HAUCHHUIO JTOKYMEHTBI,
aZpecoBaHHble HemocpeacTBeHHO llepBomy 3amecturento PykoBoaurtenss AIMUHHCTpaLuu
Hapo-homuHCKOro MyHHIIMIIAIBHOTO paiioHa U 3amecTuTessiM PykoBojuresnss AIMUHUCTpaluu
Hapo-®OMUHCKOr0  MyHULMIIAIBHOIO  pPaliOHa, OTPACiE€BbIM  OpraHaM, CTPYKTYPHBIM
HOJPAa3/IeIEHUSIM UM JOKHOCTHBIM JIMLIAM.

4.4. IlopsioK paccMOTPeHUsI IOKYMEHTOB PYKOBOJICTBOM H /10Be/leHHe JOKYMEHTOB
110 MCIIOJTHHUTeEJel

4.4.1. B cOOTBETCTBUU C paCHpPEICIICHUEM IOCTYNUBIIUX JOKYMEHTOB, COTPYIHHKHU
obmero oraena HampaBisitoT ux  [naBe Hapo-domMHHCKOro MyHMLIMIIANBHOTO paioHa,
PykoBogutento Anmunuctpanuu Hapo-domuHCKOrO MyHHIIMNIAIBHOTO paiioHa, [lepBomy
3amecturento PykoBogutens Aamunuctpanuu Hapo-OOMUHCKOrO MyHMIMIIAIBHOTO paiioHa U
3amectutensiM  PykoBoaurenss Anmunuctpaiuu Hapo-OoMHUHCKOro MyHUIMIAIBHOIO paiioHa
JUIsl PACCMOTPEHUS U BBIHECEHUS yKa3aHUs 110 UX UCIIOIHEHHUIO.

Paccmorpenue noxkymentoB, mnoctynuBmmx mo MCDOJ] u 3aperucTpupoBaHHBIX B
MCO/, ocyliecTBisiercs B cooTBercTBMM ¢ [lomokenuem 00 UCII0JIb30BAaHUNU
Me:xBe1OMCTBEHHOM CUCTEMBI 3JIEKTPOHHOIO JIOKyMEHTO0OOpoTa MOCKOBCKOM obmactu B
JaesTenbHOCTH  AnmuHucTpanun Hapo-®oMHHCKOr0o MyHMIMIIAJBHOTO pailoHa M OTPAciIEBBIX
(pyHkumMoHanbHBIX) OopraHoB AnMuHuctpauuun Hapo-®oMHUHCKOro MyHHUIMNAIBHOTO paiioHa,
YTBEPKACHHBIM  pacnopsbkeHueM AnmMuHuctpaunn Hapo-®OMHHCKOr0o MyHHUIHINAIBHOTO
pationa ot 30.09.2014 Ned41-p (manee — Ilonoxxenue 06 ucnosbzoBanuu MCOJI).

(pen. Ne 606-p ot 30.12.2016)

4.4.2. Paccmorpennbie  PykoBoamtenem, IlepBeIM  3amecTuTelleM M 3aMECTHUTEISIMH
PyxoBonurena Anmunuctpannn Hapo-OoMUHCKOr0o MyHUIIMIIAIBHOTO palioHa JOKYMEHTBI C MX
PEe30MIONUAMHM  BO3BpALLIAIOTCS B OOIIMH OTAeN JUis JaJbHEWIIEro MX HalpaBleHUs Ha
UCIIOJIHEHUE COIVIACHO PE3OIIOLUH.

4.4.3. Pesomonusi pyKOBOJUTENS MO WCIIOJHEHHIO JOKYMEHTa COJIEPKHT KOHKPETHBIE
NOPYYEHHUSI HCIOJHUTENI0 WIM  HUCIOJHUTENSAM, KOTOPBIM HANpaBISAETCS  JAOKYMEHT;
IIPEANKUCHIBAEMbBIE JEHCTBHS, MMOPSAOK U CPOKH UCIIOTHEHUS; TOANNCH PYKOBOJAUTEIS U J1aTy.

4.4.4. TekcT pe30JIIOLMUA U BCE MOCIEAYIOIUE OTMETKU O IMPOXOXKAECHUU M HCIIOJIHEHUHU
JOKYMEHTOB BHOCSITCSI COTPYIHUKaMM B HWH(OpPMAMOHHBIA OaHK JaHHBIX COIJIACHO
yrBepxkaeHHOMY [lonoxxenuto o0 ucnonszoBannu MCIO/I.

(B pexa. Ne 606-p ot 30.12.2016)

4.45. JIoKyMeHTbI, HampaBisgeMble OOIIMM OTAEJIOM Ha HCHOJHEHHWE  HECKOJIBKUM
COMCIOJIHUTENSAM, NEPENAOTCS MM IMOOYEPETHO WIA HAIPaBIAIOTCS OJHOBPEMEHHO Ha
UCIIOJIHEHUE B KOIUSX.

[ToMHHMK JTOKyMEHTa, KOTOPBIA HCIIOJHSIETCS HECKOJbKMMH COMCIIOJHUTEISIMH,
MI0JIy4a€T OTBETCTBEHHBIN MCIIOJHUTEIND, COMCIIONIHUTENSAM HANPABISAIOTCA KONHUU JTOKYMEHTOB,
KOTOpBIE€ N3TOTABIMBAIOTCA B O0IIEM OTAEIIE.

44.6. Ilpu HanmMyuu B TIOPYYCHHUU HECKOJBKUX MCIIOJHUTENCH, €clIM He YKa3aHo
KOHKPETHOE JIMIIO, OTBETCTBEHHBIM HCIIOJIHUTEJIEM SIBJIIETCS JIMIO, YKAa3aHHOE B IMOPYYEHUU
nepBbIM. Eciii nmopyyeHue JaHO HECKOJIBKMM OTBETCTBEHHBIM MCIIOJIHUTENSAM, OTBET T'OTOBUT
JMIIO, YKa3aHHOE B pE30JIIOLMU IEpBbIM, €CIM HEeT JApPYyruxX YyKa3zaHuil, U HH(popMalus
(mpensio’keHus) OT APYTUX COUCIOIHUTENEH HAPABISAETCS K HEMY.



4.4.7. TIlepemaua JOKYMEHTOB MEXIYy OTpacieBbIMH OpraHaMH, CTPYKTYpHBIMH
Mopa3ieICHUsIMU AJIMUHUCTpALUN Hapo-®omunckoro MYHULIMTIATEHOTO paiioHa
OCYIIIECTBIISICTCS Yepe3 OO OTHel.

4.5.0pranun3anus padoThl ¢ OTIPaBJIsieMbIMH JOKYMEHTAMH

4.5.1. OcHOBHBIE 3TANbI MPOXO0KIEHUS IPOEKTOB UCXOASIIIUX TOKYMEHTOB B
npoiecce UX MOJATOTOBKH, COTJIACOBAHUS M MOANUCAHUSI (YTBEPIKIEHHS )

OTBETCTBEHHOCTh 32 COCTaBlIeHHE M OQGOpMIIEHHE JIOKyMEHTa B COOTBETCTBUHU C
WHcTpyknuel 1o JAelonpoU3BOACTBY, a TakKKe COIJIaCOBaHUE IIPOEKTa JOKYMEHTa C
3aMHTEPECOBAHHBIMM OpraHaMd BJIACTU M OpraHu3alusMU (BHEIIHEE COIVIACOBAaHUE) U
JOJKHOCTHBIMU JIMIIAaMU (BHYTPEHHEE COTJIaCOBAHME) BO3JaraeTcsl Ha OTPACIEBOM OpraH WU
CTPYKTYpPHOE IOAPA3/IEIEHHUE - UCIIOJTHUTEND JOKYMEHTA;

MPOEKTHl OKYMEHTOB TOTOBATCS HAa ONaHKAaX yCTAaHOBJICHHOW (OpPMBI; IS OTHPAaBKU
JIOKYMEHTOB, HE UMEIOLIUX aJPECHOM YaCTH, FOTOBSITCSI COIPOBOAUTEIbHBIE TUCHMA;

70 TPEJCTaBICHUS Ha TMOJIMKNCH HCIOJIHUTENIb MPOBEPSET MPABUIBHOCTH O(OpMIICHUS
JIOKYMEHTOB, IPaBUJIBHOCTh aJPECOBAHUS, HAIMYUME HEOOXOAMMBIX BM3, NPHIOKEHUH, IpU
HEOOXOIUMOCTH - CHPABOK, TMOSCHUTEIbHBIX 3alHCOK, pPa3bsICHSIONINX COJEp)KaHUe
MOJIFOTOBJIEHHBIX JOKYMEHTOB, JIUCTA (yKa3aTelsl) pacChUIKY;

MIPOEKTHI JOKYMEHTOB BU3HPYIOTCS UCHOJIHUTENIEM (PYKOBOAMTENIEM OTPAciIeBOr0 OpraHa
WIN CTPYKTYPHOTO MOJIPA3/ICICHUS WIIH €T0 3aMECTUTENIEM), TP He0OXOAMMOCTH pabOTHUKaMU
JPYTUX OTPACIEBBIX OPraHOB, CTPYKTYPHBIX MOAPA3/IEIECHUN; BU3bI IPOCTABISAIOTCS Ha JIMLIEBOU
CTOpPOHE IOCJIEIHErO JIUCTA JIOKYMEHTAa B HUKHEHW €ro 4acTd, Ha BTOPOM 3K3eMIULIpe (KOIHUH)
JOKYMEHTA WM Ha JINCTE COTJIAaCOBAHUA.

4.5.2. PerucTpauusi OTIpPaBIsieMbIX JOKYMEHTOB

45.2.1. Ucxopsmme MTOKyMEHTHI, O(QOPMIIECHHBIE Ha COOTBETCTBYIOIIMX OJaHKax,
noanvcanHele [nmaBoil  Hapo-POMMHCKOIO MYHHULHMIIAIBHOIO paloHa, PykoBoaurenem
Anmunuctpauuun  Hapo-®oMuHCKOrO MyHUIMNAIBHOTO paiioHa, IlepBbIM 3amecTuTeseM
PyxoBogurena Anmunucrpanuu Hapo-®oMHUHCKOr0O MyHMIIMIIAIBHOTO pailoHa, 3aMECTUTEISIMU
PykoBonurenss Aamunucrpanuu Hapo-OoMUHCKOT0 MyHMIIMIIAIBLHOTO pailoHa MepefaroTcsl Ha
perucTpanmio B OOIMi oTAe.

JIOKyMEHTBI, MOANNCAHHBIE PYKOBOAUTEISIMU OTPACIEBBIX OPraHOB WM CTPYKTYPHBIX
NOJpa3JCIICHN, PETUCTPUPYIOTCS B OTPACIEBBIX OpraHax M CTPYKTYPHBIX MOAPA3IEICHUAX
(mpunoxenue Ne22).

(B pen. Ne 606-p ot 30.12.2016)

4.5.2.2. O0Oumit oTaeN OCYIIECTRISIET MPOBEPKY MPABHMIIBHOCTH OGOPMIICHHS JOKYMEHTA,
KOMIUIEKTHOCTH JOKYMEHTa M COOTBETCTBHUS KOJMYECTBA HK3EMIUIIPOB JIOKYMEHTA CIIUCKY
PacChbUIKU; HEMPAaBUILHO O(OPMIIEHHBIE IOKYMEHTHI BO3BPAILIAIOTCS UCIIOTHUTEIIO.

4.5.2.3. Peructpanus oTIpaBiIsieMbIX JTOKYMEHTOB OCYILECTBIISIETCS B JIEHb UX MOIMHCAHUS
(YyTBepKIeHUS) UK Ha CIAeAYIOUINI pabouHii 1eHb.

4.5.2.4. CBeneHust O PETUCTPUPYEMBIX JOKYMEHTaX CIEUUaTUCTaMu OOLIero oTaena
BHocaTcss B PK MCDOJI, ucnonb3yemol mjisi ydera, MOWCKA, XPAHEHHS W HCIOJIb30BaHUS
JIOKYMEHTOB.

( B pea. Ne 606-p ot 30.12.2016)

4.5.2.5. PerucrpalliOHHBI HOMEp JOKyMEHTa M JaTa PerucTpaldd HpPOCTaBISIOTCA Ha
MOJJIMHHUKE TOKYMEHTA B PEKBU3UTAX OJlaHKA U HA KOIMH, OCTAIOLIEICs B /iee OpraHu3aim.

4.5.2.6. Konust JoKyMeHTa C BU3aMH U MPHJIOKEHUSIMA B COOTBETCTBUHM C HOMEHKJIATYypO
JieNT TOJIIMBAeTCsl B €70 (BXOASIIUI JTOKYMEHT IepelaeTcsi Ha XpaHEHHE B JIel0 BMECTe ¢
JIOKyMEHTOM-OTBETOM), KOIIMS MCXOMAILIET0 JOKYMEHTA 3aBepsAeTcs oTMETKoH "BepHo" (Moxer



IPOCTaBIATHCS C MOMOINBIO HITaMIAa) U POCHHCHIO pabOTHHKA, OTBETCTBEHHOT'O 3a OTHPABKY
UCXOJALIEH KOPPECTIOHICHIIHH.

45.2.7. Peructpamusi HUCXOISAIIUX JOKYMEHTOB BEIETCSI B  COOTBETCTBHU C
NOKyMeHTonoTokaMu. CTpyKTypa pEerucTpallMOHHOTO HOMEpa HCXOSIIEro JOKyMEHTa
YCTaHABJIMBAECTCS HOMEHKJIATYPOU JIEII.

4.5.3. OTnpaBkKa 10KYMEHTOB

4.5.3.1. OTtnpaBKy HCXOASIIUX JOKYMEHTOB MPOU3BOAUT oOmumid otaen 1o MCD/,
MOYTOBOM CBSA3BIO, MO (pakcy, mo 3nexTpoHHOoU moute. [To MCD]] HampaBisSOTCS OTBETHI Ha
obparmenus, nocrynupmue o MCO/I, anpecaram, noakitoueHHbIM K MCO/I.

(B pen. Ne 606-p ot 30.12.2016)

4.5.3.2. OOt oT/ACT MPOBEPSIET MPABUIBHOCTH OPOPMIICHUS MCXOISIINX TOKYMEHTOB,
MPOU3BOJUT COPTUPOBKY JTOKYMEHTOB IO CIIOCOOY JOCTaBKHM KOPPECIOHACHIIMU aJlpecary
(mpocras, 3aka3Hasi, MeXKIyHapOIHAs U Jp.).

HenpasmibHO ohopmIleHHBIC JOKYMEHTBI U KOPPECTIOHICHITUS HECTY)KEOHOTO XapaKTepa K
OTIpaBKE HE MPUHUMAIOTCS ¥ BO3BPAILlAIOTCS B OTPACIEBOM OpraH WM CTPYKTYpPHOE
no/ipasiesieHue.

4.5.3.3. JIokyMeHThI MOAJIEKAT OTHpPaBKE B JIEHb WX PETUCTPAIMU WIM Ha CIEAYIOLIUI
pabouwnii neHs. CpodHast KOPPECIOHICHITUS OTIIPABIISICTCS B TIEPBYIO OYEPE/Ib.

45.3.4. Pemienne o cmocobe AOCTaBKM JOKYMEHTa IPYyrUM ajapecaTaMm, a Takke O
HEOOXOIUMOCTH JIOCBIIKU aJIpecary MOJIMHHUKA JOKYMEHTa Ha OyMaKHOM HOCHTENE B CIydac
OTNPaBKH JOKyMEHTa MO (HaKCUMHUIBHOM CBA3M WM DJIEKTPOHHOM IOYTE€ MPUHHUMAET
1oIpa3ielieHue-UCTIOTHUTETb.

4.5.3.5. OtnpaBnsiemasl M0 MOYTE KOPPECHOHICHIUS MPOXOIUT YIMAKOBKY, aIpecoBaHUE
(pu HaTpaBIIEHUU JOKyMeHTa OoJiee 4eM B 4 ajpeca - B COOTBETCTBUU C yKa3aTeJIeM PacChUIKH,
KOTOPBI COCTaBISIETCSl HCIIOJNHUTENEM JOKYMEHTa), Iiepelady Ha OTIpPaBKy B MECTHOE
OT/IEJIEHUE CBS3H.

JIOKYMEHTBI, HalpaBliieMble TTOYTOBOW CBSI3bIO B OJMH aJPEC, BBIKJIAIBIBAIOTCS B OJUH
KOHBEPT.

45.3.6. C moMoOUIbI0 CPEACTB DJIEKTPOCBSA3H OCYIIECTBIACTCS Tepefada Telerpamu,
dakcorpamm, TeneoHorpaMm, SJIEKTPOHHBIX COOOIICHU.

45.3.7. JIOKyMeHTBl, MpeJHa3HAu€HHbIE s OTHPaBKM MO (HaKCUMUIBHOW CBS3H,
MepeIaroTCsl B 00N OT/ACI ¢ yKa3zaHueM HoMmepa TenedoHna-gdakca ajpecara.

45.3.8. JlokyMeHTHI, MpeAHa3HAYECHHbIE [UIsI OTMIPABKH MO JJIEKTPOHHOW TMOYTeE,
nepegarTcs B oTaea no padore co CMU u MHTEpHET-KOMMYHHUKAIUSMU C yKa3aHHEM HOMepa
AIIEKTPOHHOMN TOYTHI ajpecaTa.

( B pea. Ne 606-p ot 30.12.2016)

4.5.3.9. O6paboTKa JOKYMEHTOB JJIsl OTIIPABKU IMOYTOBOM CBSI3bI0 OCYIIECTBISIETCS OOIIUM
OTJICJIOM B COOTBETCTBUHM C [IpaBmiiaMm OKa3aHHUsS yCIyr IMOYTOBOW CBS3HM, JIOKYMCHTOB,
MpelHa3HAYeHHBIX /I OTMpPaBKH TenerpadHoil CBs3bIO, - B COOTBEeTCTBUU C [lpaBumamu
OKa3aHUs yCIyT TelerpadHoi CBsI3M.

4.5.4.Tenerpad

45.4.1. TenerpaMMbl Ha OTHPABKY NPUHUMAIOTCS COTPYIHHKAaMH OOIEro otaena u
CIIy’)kKOaMH  JIEJIONPOM3BOJICTBA ~ OTPACIEBBIX  OpPTaHOB MPaBHIBHO  O(OPMIICHHBIMH,
HOJNMCAaHHBIMU, C OTMETKOM 00 WX KaTeropuu, ¢ ykazaHHEM TOYHOTO ajpeca, mepesa KOTOPbIM
00s3aTeNbHO MPOCTaBiIsieTcs HOMEp (MHAEKC) OTIENEeHMs CBS3HM, OOCITYXHBAIOLIETro ajpecara
(mpunoxenue Ne 17).

4.5.4.2. TekcT TenerpaMmbl JODKEH OBITH MPEIETHHO CXKAThIM, 0€3 mepeHoca CJoB, 1O
BO3MOXHOCTH 0€3 COI030B, IIPEAJIOTOB, 3HAKOB MPENUHAHMS (€CIIH MPH 3TOM HE UCKAXKAETCS ero
coJiepaHue).
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4.5.4.3. TenerpaMMbl COCTaBJISIIOTCA B JBYX JK3EMIUIIpax, OAMH M3 KOTOPBIX (Iocie
HOJMKMCAaHUs) NEPEeAaeTCsl B COOTBETCTBYIOLIEE TeslerpaHOe OTHAENEHUE, a BTOPOM AK3EMIUIIp
TeJerpaMMBbl (C BU3aMM) OCTAETCs B €€,

Ecnu Tenerpamma aznpecyercs 6osee ueMm B 4 ajapeca, npuiaraeTcs yka3aTellb PacChUIKH,
COCTaBJICHHBIN U MIOJIUCAHHBIN UCIIOJHUTEIIEM, TIOATOTOBUBILIUM TEKCT TEJIEIPAMMBI.

IIpu pacchbuike TenerpaMmsbl ¢ OIHUM U TEM K€ TEKCTOM, HalpuMep, IJIaBaM I'OPOACKHUX U
CEJIbCKHX ITOCENIEHUH yKa3aTellb pacChlIKH (CIIUCOK aIpecaToB) HE TpedyeTcs.

4.5.5.@akcuMIIbHAA CBA3Db

455.1. ®akcumuibHas CBsI3b oOecreyuBaeT mnepefady uHopManuu ¢ OyMa)XHOTO
HOCHUTENS (TEKCTHI, TAOJHUIIBL, TPAPHUKH, PUCYHKH, YePTEXH, HoTorpaduu U T.1.) U MPHEM ITOH
UH(pOpMaLUU B BUJIE€ KOIUU (haKCUMMIIE.

4.5.5.2. Ucknrouen pacnopspkenueM Ne 606-p ot 30.12.2016.

4553. Ilpu mpueme u mnepemaye ciaykeOHOW HHPOPMAIMU IO STUM HOMEpam
pabOTHHKH OTpaCIIeBBIX OPTaHOB U CTPYKTYPHBIX TIOJpA3JCIICHU pPYKOBOJICTBYIOTCS
CJICAYIOLIUM HOPSAKOM:

- obopynoBaHue s TpueMa W Iepeqadd WHPOpPMaluu JOJDKHO HAXOTUTHCS B
IOMEIIEHUSX, B KOTOPbIE HE JIOMYCKAIOTCs NOCTOPOHHUE JIULIA;

- 3ampemnaercsl IepelaBaTh CEKPETHBIE CBEACHUS M TEKCTHl JOKYMEHTOB C rpudom
«CexpetHo» 1 "[1s1 ci1y>keOHOT0 1MOJIb30BaHUA";

- (akcorpaMmpl Ha HMHOCTPAHHBIX SI3BIKAX OTIPABIAIOTCA MPHU HAIWYHH IE€PEBOJA,
3aBEPEHHOIO JIMIIOM, [IOJIIMCABIINM (hakcorpamMmy;

- OTBETCTBEHHOCTh 3a COJEpKaHWE TIepenaBaeMoi HMH(POpPMAIUK BO3Jaraercs Ha
UCIIOJIHUTENISA, MOATOTOBUBIIET0 MaTepuaj K Iepeaaye, U PyKOBOJHUTEIS COOTBETCTBYIOIIETO
OTpacJIeBOI0 OpPraHa;

- OTBETCTBEHHOCTh 3a OTIPABKY M JIOCTABKY IepeJaBaeMoil MHpOpMaLUU MO0 KaHAy
(aKCUMHUIIBHON CBSI3M BO3JIAraeTCsl HA MCTIOJIHUTEISA, MTOATOTOBHUBILETO MaTepHall K mepeaaye, u
PYKOBOJUTENS COOTBETCTBYIOIIETO OTPACIEBOIO OPraHa;

- MaTtepuan Ul Tepeadd 1Mo KaHalny (akCHMHIBHOW CBSI3M CHAeTCs C 3asBKOM
YCTAHOBJIEHHOT'O 00pa3lia, MOANMCAaHHON PYKOBOJIUTENIEM OTPACIIEBOTO OpraHa;

- 00beM ImepegaBaeMoro marepuana (TEKCTa, CXEMbI, IpaHuuecKkoro M300pa)XeHHs),
BBINOJIHEHHOTO Ha mHcueil Oymare ¢opmara A4 (210 x 297) yepHBIM LIBETOM, HE JOJDKEH
IPEBBIMIATH 5 TUCTOB, MaTepuall 00beMOM OoJee 5 TMCTOB MepeaaeTcs B SJIEKTPOHHOM BHJIE TI0
3JIEKTPOHHOM TOYTE;

- TIOJUTEXKAIIMH TIepe1ade MaTeprail PErUCTPUPYETCs B KypHAJIE YCTAHOBJIEHHOU (POPMBI
0e3 MpocTaBJIeHUs ITaMIIa PErUCTPaLlUY;

-  TMOMIVUHHUKH  MaTepUalioB TOCie TIepenadn  HWH(OpMAIMH  BO3BPAINAIOTCS
UCTIOJIHUTEIISIM TIOJ] PACIIUCKY ¢ OTMETKON O BPEMEHHU OTIPABKU MM MOJIIUBAIOTCS B JIEJI0;

- TIOCTYNUBIIHE (PaKCOrpaMMBI PETUCTPUPYIOTCS B KypHAJIE YCTaHOBIEHHOW QOpMEI Oe3
NPOCTABJICHUS PErUCTPALMOHHOTO IITaMIla, BPYYalOTCA IO HA3HAUYEHHUIO O]l PAClUCKy B
)KypHaJie B JICHb UX IIpUeMa, CPOYHBIC - HEMEIJICHHO;

- TMOCTYNMBIIMK Bciea 3a (akcorpaMMoOl TMOJJIMHHUK JIOKYMEHTa HampaBisiercs B
COOTBETCTBYIOIIHI OTPACIIEBOH OPTraH-UCTIOTHUTEI,

- (hakcorpaMMbl Ha HHOCTPAHHBIX S3bIKaX JOCTABISAIOTCS aapecaTy 6e3 mepeBoja.

4.5.5.4. KoHTponb 3a HUCHOJIb30BaHUEM (AKCUMUIBHOW TEXHHUKH, YCTAHOBJIEHHOM B
OTpacieBbIX OpraHax, OCYIECTBIIAETCS PYKOBOAUTEISAMHU 3TUX OTPACIIEBBIX OPTraHOB.

4.5.6. D1eKTpOHHAsA MOYTA
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4.5.6.1. Dnexrponnas moura (manee - OI) mcmonb3yercs misi oOMeHa WHQOpMAIUEH
MEXJy CpEICTBAMH 3JEKTPOHHO-BBIYUCIUTEIBHON TEXHUKH, JUIsi OOpabOTKM U XpaHEHUs
NOJIyYEHHOM U OTHPABICHHOHN NH(pOPMAIIHH.

4.5.6.2. DACKTPOHHBIMH COOOIICHUSAMHU (MMMChbMaMH) HA3bIBAIOTCS JOKYMEHTHI U JIaHHBIE,
nepegaBaemsble 1o kananam OI1.

Kaxxnomy abonenty B cucreme JIl BblmensieTcss MHAUBUIyalbHAs 00JacTh MaMsATH Ha
cepsepe DI - "mouTOBBIN AMUK", B KOTOPBIM MOMEIIAIOTCS JIEKTPOHHBIE COOOIEHUS IS 3TOTO
aboOHEHTa MO Mepe MX MOCTyIUIeHUs. AOOHEHTY 3JEeKTPOHHOM IMOYTHI MPUCBAUBACTCS aJ[pec
AJIEKTPOHHON TTOYTHI, KOTOPBIH SBISCTCS YHUKATHHBIM.

[Ipy nomyuyeHUM SIEKTPOHHBIX COOOHICHUH aOOHEHT CpeACTBAaMH JJIEKTPOHHO -
BBIYUCIUTENIFHOW TEXHUKHU MPOU3BOIMUT AOCTYI K CBOEMY MOYTOBOMY SIIIMKY M MEPEHOCHUT €T0
COJIEP’)KMMOE B BHJIE JIEKTPOHHBIX COOOIICHHI HA CBOM KOMITBIOTED.

4.5.6.3. Uckmrouen pacnopspkenueM Ne 606-p ot 30.12.2016.

4.5.6.4. CtaTyc MOKYMEHTOB, MOJYUYEHHBIX M0 KaHanam JII, mpupaBHHBaeTCS K cTaTycy
JOKYMEHTOB, ITOJTy4EHHBIX 110 KaHanaM (aKCUMHIBHOU CBSI3H.

4.5.6.5. JIokyMeHTBHl B DJIEKTPOHHOM BHUJE, IOCTYMAIOIIUE IO 3JIEKTPOHHOU ModTe
pacriedatbiBaroTcsa B otAene mo padore co CMU n MHTEPHET-KOMMYHHUKALUSAM ¥ TEPEIAIOTCS
MOJI POCIUCH B OOIIMI OTAEN AJsi PErUCTpaluu coriacHo MHCTpyKIuu no Aenonpou3BOICTBY,
KaK U JIOKyMEHTHI Ha OYMa)KHBIX HOCHTEJISIX.

(B pex. Ne 606-p ot 30.12.2016)

4.5.7. Peructpanus 4 Npoxo:kaeHne BHYTPEHHUX TOKYMEHTOB

4.5.7.1. IlpoxoxkaeHne BHYTPEHHUX JOKYMEHTOB Ha 3Tallax UX MOATOTOBKH U OPOPMIICHHUS
COOTBETCTBYET IPOXOKJIEHUIO OTIPABISEMBbIX JOKYMEHTOB, a Ha J3Tale WCIOJIHEHUus -
NOCTYNAKMIMUX JOKYMEHTOB.

4.5.7.2. Bo BHYTPEHHUX JTIOKYMEHTAaX, aJIpECOBAaHHBIX PYKOBOJCTBY, TEKCT M3Jaraercs OT
IIEPBOr0 JIMIAa €OUHCTBEHHOro uucna. Hampumep: "mpemnararo...", "mpomry...", "cuuraro
1eaecooopasHbIM..." .

4.5.7.3. BHyTpeHHss TNepenucka BeleTcsl Ha CTaHAApPTHBIX JIMCTax Oe3 HCIOJIb30BaHMS
6sankoB, B MCO/] ucnonb3yroTcst 3J€KTPOHHBIE MaKeThl OJaHKOB.

( B pen. Ne 606-p ot 30.12.2016)

4.5.8.Yuer n anam3 00beMOB JOKYMEHT0000poTa

45.8.1.Yuer 00BEMOB JOKYMEHTOOOOpPOTa BENETCS B IENSIX COBEPIICHCTBOBAHUS
OpraHu3aii PadOTHl ¢ JOKYMEHTaMH W pacueTra ONTHUMAIBHON YHCICHHOCTH pPabOTHHUKOB,
3aHSTHIX B JIEJIOMPOU3BOICTBE.

45.8.2. AHamu3z 00BEMOB JIOKYMEHTOOOOpPOTa, CTPYKTYpPhl JIOKYMEHTOIIOTOKOB U
CONlep’KaHUsl  JIOKYMEHTOB, TMOCTymarommx B  AamuHucTpanmio  Hapo-®omuHCKOTO
MYHHIIMITATLHOTO palioHa W CO3J]aBacMbIX B HEH, BeACTCS B IEIIX PAMHOHAIBHOTO
pacmpeenieHus: TOKyMEHTOMOTOKOB, MOBBIIIEHUS UCMOTHUTENIBCKOW AUCIUIUIMHBI, KauecTBa U
3¢ (HEKTUBHOCTH MPUHUMAEMBIX PEIICHUH.

45.8.3. JlaHHble O KOJMYECTBE JTOKYMEHTOB O0OOOMIAIOTCS, aHATM3UPYIOTCS OOIINM
OTJIEJIOM U MPEACTABIAIOTCS PYKOBOACTBY B YCTaHOBJIEHHOM IOPSIKE B BUE CIIPABOK (CBOJIOK,
OTUYETOB) CTATUCTUYECKOTO M aHAJTUTUUYECKOT0 Xapakrepa (nmpuioxxeHue Ne 22).



4.5.8.4. Yyer konu4ecTBa JJOKyMEHTOB 3a OIpPEEICHHBIA Nepruo] BpeMeHH (IO, MECSI)
IPOBOJUTCS IO PETUCTPALIMOHHBIM JaHHBIM B MECTaX PErMCTPALUU JOKYMEHTOB.

4.5.8.5. 3a equHMIly ydeTa KOJMYECTBA JOKYMEHTOB NMPHUHUMACTCS K3EMIUIIP JTOKYMEHTA
(MOANMHHUK WJIM KOIUS, €CJIM 3TO E€AMHCTBEHHBINH SK3eMIULIp JOKYMEHTa). OK3eMIUIAPbI
JOKYMEHTa, II0JlydYaeMble B pE3yJbTaTe KOMMPOBAHUS WIM THUPAXKUPOBAHUS IOKYMEHTa, B
00beMe JOKYMEHTO00O0POTa HE YUUTBIBAIOTCS.

4.5.8.6. IToctynaromue 1 CO31aI0NIMECs JOKYMEHTBI OJICUNTHIBAIOTCS OTACIBHO.

4.5.8.7. Yder KONUPYEMbIX U TUPAKUPYEMBIX JOKYMEHTOB MOKET BECTHCh OTAEIBHO IO
YYETHBIM JaHHBIM  CIELUAIMCTAMHU, OCYIIECTBISIONIMMU KOIHUPOBAJIbHO-MHOXHUTEIbHBIE
paboThl Ui ONpEAETCHUs 3arpy3KH TEXHUUYECKUX CPEICTB, pacdyeTra HOTPeOHOCTH B HOBOM
000py/I0BaHUU, HOPMHUPOBAaHUS TpPyAa CHELUUAINCTOB, OCYIIECTBISIONIMX  KONUPOBaJIbHO-
MHOXHTEJIbHbIE paOOTHI U ONPENEIEHUs UX YUCIECHHOCTH.

4.5.8.8. Ilpu y4yere UCXOIAIIMX JOKYMEHTOB CONPOBOAUTENBHOE MUCHMO U MPUIIaraeMble K
HEMY JIOKyMEHTbI IPUHUMAIOTCS 33 OJJUH JOKYMEHT.

4.5.9. Opranu3auusi NOMCKOBOI CHCTEMbI 10 TOKYMEHTaM

4.5.9.1. Insa obecnieuenns 3(h(HEKTUBHOTO HCIOIB30BaHUSA WH(GOPMAIMU TIPH NPHHITHN
pemienuit B AnMunuctpauuu Hapo-OOMHHCKOTO MYHHIMIIANBHOTO pallOoHa M OTPACiEBBIX
OpraHax HCHojb3yeTcs mouckonas cuctema B MCO/I.

4.5.9.2. OCHOBOIl TOCTPOEHHUS MMOUCKOBBIX CUCTEM SBJISIETCSA PErucTpanus JOKYMEHTOB
— 3alKCh YYETHBIX JIaHHBIX O JIOKYMEHTE 10 yCTaHOBJIEHHOW (opme, puxcupyromas ¢akt ero
MOJIyYEHUs, TIEpeIavui U OTIPABICHUSI.

4.5.9.3. Nudopmamus o TOKyMEHTax, MOJydeHHAs MPHU UX PETUCTPAILNH, MOCTYIIaeT B
nouckoByto cuctemy MCO/I.

459.4. B munemax poctwxeHus IPGHEKTUBHOCTH pPabOTHl TMMOWCKOBOM  CHUCTEMBI
UCTIONB3YIOTCS KJIACCU(PUKAIIOHHBIE CTIPABOYHUKH

KJaccu(UKaTop  BONPOCOB  JiessTeNbHOCTH  AamuHuctpaimu — Hapo-®omuHCKOro
MYHHIIMIIATFHOTO paiioHa;

KJ1accu(UKaTOp BUIOB IOKYMEHTOB;

KJ1accu(pUKaToOp KOPPECHOHICHTOB;

KJIacCU(PUKATOP PE3OITIOLINIA;

KJIaCCU(UKATOP UCIIOJHUTENEH;

KJIaCCU(UKATOP PE3yIbTATOB UCIOJHEHUS TOKYMEHTOB;

HOMEHKJIATYpBhI JIeI.

[ToMrMO mepeuuciieHHbIX B KOHKPETHON MOUCKOBOW CHUCTEME MOTYT MCHOJIb30BATHCS U
Jpyrue Kiaccu(uKaTtopel B 3aBUCHUMOCTH OT MOTpPeOHOCTEH BBOAAa M TOUCKA JOKYMEHTOB U
uHpOpMaLIUH.

4.5.9.5. B aBTOMaTM3MpOBAaHHBIX MAaCCHBAaX IIOMCK KOHKPETHOTO JOKyMEHTa WU
NO0OPKH MaTepHalioB OCYIIECTBIISETCS IO PEKBU3UTAM (3arojioBOK, BUJ JOKYMEHTa, Jara
NPUHATHSA, HOMEpP JOKYMEHTa W T.M.) WIH IO KOHTEKCTY (Mo JoOoMy clioBy uiu dpase,
COJIEpKalIMMCSI B HCKOMOM JIOKYMEHTE).

[TonckoBBIN 3ampoCcC MOKET COJEepKaTh JOO0YI0 KOMOMHAIIMIO PEKBU3UTOB U 3JIEMEHTOB

TEKCTA.
( B pea. Ne 606-p ot 30.12.2016)

4.5.10. PaboTa HCIOJTHUTES € TOKYMEHTaAMH



4.5.10.1. CrenuamucTbl OTpAClIEBBIX OPraHOB M  CTPYKTYPHBIX THOJpa3JeliieHHuil B
MPOLIECCE UCTIONHEHUS JOKYMEHTA OCYILECTBIISIOT:

cbop u 06paboTKy HEOOXO0AUMON HHPOPMAIIHH;

MOATOTOBKY MPOEKTa JOKYMEHTa M BCEX HEOOXOIUMBIX MPUJIOKEHUH C COOII0JIEHuEM
OpaBUiI  JIOKyMEHTHPOBAHHUS, YCTAaHOBJICHHBIX B AjMmuHUCTpauuu  Hapo-PoMuHCKOTO
MYHUIIMIIAJILHOTO paiioHa;

COTJIACOBAHUE MPOEKTA C 3aMHTEPECOBAHHBIMU JIOJKHOCTHBIMH JIIIAMHU;

NopaboOTKy MpOeKTa JTOKYMEHTa IO 3aMEYaHHUsAM, MOJIyYEHHBIM B XOJIe COTJIacoBaHUS (B
Cllyuae Cepbe3HOW KOPPEKTHPOBKM TPOEKTa JOKYMEHTa IIPOBOJHUTCS €ro IMOBTOPHOE
COTJIACOBAHUE);

B HEOOXOIMMBIX CIIy4asX - IOJArOTOBKY CIHCKa (yKa3aTeqsl) pacChUIKM JOKyMEHTa (Ha
JIOKYMEHT, pacchlIaeMblii OoJiee ueM B YeThIpe ajipeca);

MPEJCTaBICHUE POCKTA JOKYMEHTA Ha MOIIHUCH (YTBEPKIACHUE) PYKOBOJCTBY;

orpezensieT He0OX0AMMOE KOJIMYECTBO IK3EMILISIPOB IOKYMEHTA;

nepeaaeT JOKyMEHT Ha THPAXKUPOBaHUE,

oTpesieNieHUEe MeCTa XpaHeHUs IOKyMeHTa (KOMUU JOKYMEHTa) MPOCTaBICHHUEM OTMETKHU C
yKa3zaHHEM HOMepa JeJia 10 HOMEHKJIAType JeJl, B KOTOPOE JOJDKEH OBITh IIOMEIIEH JOKYMEHT;

MOJIFOTOBKY K MEPECBUIKE ajpecary.

4.5.10.2. B cirydasx, eciii UCTIOJTHEHHE JJOKYMEHTA TIOPYYSHO HECKOJIBKUM JIUIAM:

OTBETCTBEHHBII HCIOJIHUTENb, €CIIM HE HA3HAYeH PYKOBOAMTENEM, IMEPBBIA B CIHCKE
COMCIIOTHUTEIICH;

OTBETCTBEHHBII HCIOJHHUTENIh WMEET MPaBO CO3bIBATh COMCIIONHHUTEICH A BBIPAOOTKHU
COBMECTHOT'O PEIICHUS;

COUCIIOJIHUTENM B Ha3HAYEHHBIH CPOK  MPEACTABIAIOT  MPOEKTHl OTBETCTBEHHOMY
UCTIOJTHUTEITIO.

4.5.10.3. UcnonHUTENh UMEET BO3MOKHOCTH MPOJIEHUSI CPOKA HUCIIOIHEHUST TOKYMEHTa (C
COOTBETCTBYIOIIUM 00OCHOBAHUEM, IIPEJICTABIISIEMBIM PYKOBOJICTBY).

45.10.4. Tlpu omepaTMBHOM pELIEHUH BONPOCOB 0€3 COCTAaBJIEHUS JONOIHHUTEIbHBIX
JOKYMEHTOB HCIIOJIHUTENb JeJaeT OTMETKM Ha JOKYMEHTe: O JaTe IOCTYIUICHHsS (eciu
oOpa3oBajicds MHTEpBaJl BPEMEHHM MEXJIY IOCTYIUIEHHEM JOKyMEHTa M €ro JIOCTaBKOM
UCTIOJIHUTEIN0), O Jarax IPOMEXYTOYHOTO HCIIONHEHHUS (3ampoc CBEIACHUHN, Tele(OHHbIE
HEePeroBopsl U T.1.), O 1aTe U Pe3yJIbTaTaX OKOHYATEIbHOTO UCTIOTHEHUS.

Bce oTmeTkn pa3memaroTcst Ha CBOOOJHBIX OT TEKCTa MECTaX.

4.5.10.5. UcnonHutenb HE AOHKEH pasrjamiaTh COAEpKAHHE TMOCTYMHUBIIUX K HEMY
JOKYMEHTOB W TOATOTOBIICHHBIX INPOEKTOB CIIY)KEOHBIX JOKYMEHTOB, C HHUMH MOTYT OBITH
03HAKOMJIEHBI TOJIBKO JIMIIA, UMEIOIUE OTHOIIEHUE K UX UCIOIHEHUIO.

4.5.11. Opranusanus padéoThl ¢ JOKYMEHTAMH B OTPacJeBbIX OPraHax
U CTPYKTYPHBIX NOApPAa3aeTeHuaX

4.5.11.1. Opranuzauusi paboThl C JOKYMEHTaMH B OTpAcieBbIX OpraHax M CTPYKTYpPHBIX
MOJPA3JEIICHUsAX  OCYILECTBISETCS HAa OCHOBAaHMM YKa3aHHUH IO MCIOJIHEHHIO JOKYMEHTOB
I'maBel Hapo-®OMHMHCKOTO MYHHIMNAIBHOIO paiioHa, PykoBoaurens Anmunuctpanuu Hapo-
DOMHUHCKOI0 MyHHUIMIAIBHOTO paiioHa, IlepBoro 3amecturens, 3amectuteneid PykoBoaurens
Anmunuctpauuun Hapo-®oMHHCKOTO MYHUIMIAIBHOTO paiioHa, PYKOBOAUTENS OTPACIEBOrO
WIH CTPYKTYPHOTO MOJPA3AEIEHUS, UHBIX JODKHOCTHBIX JIULL.

( B pen. pacmopsixeHus oT 26.05.2014 Ne 216-p)

4.5.11.2. Tlonpa3neneHue-uCIONHUTENb MOIY4aeT JOKYMEHTHl B BO3MOXKHO KOPOTKHE
CpOKM (B JE€Hb MX PAaCCMOTPEHHUS COOTBETCTBYIOIIUM DPYKOBOAMTEIEM MM Ha CIEAYHOIIUI
pabouuii 1eHb), CPOYHBIE TOKYMEHTHI IIEPEIAlOTCs HCIIOIHUTEII0 HE3aMeIUTENBHO.



45.11.3. Opranuzanusi ¥ BeJCHHE [EIIONPOU3BOJCTBA B OTPACIEBBIX  OpraHax u
CTPYKTYPHBIX MOJApa3JEICHUSIX, IPUEM U YUeT MOCTYMUBIIUX TOKYMEHTOB OCYIIECTBIISIOTCS HX
CIIy>0aMu JeJI0NPOU3BOICTRA.

4.5.11.4. Yyer noctymieHusi, NPOXOXKACHUA W HMCIOJHEHUS JOKYMEHTOB B OTPACJIEBBIX
OpraHax M CTPYKTYPHBIX IOJpa3AeieHusX, NoAKI04eHHbIX K MCO/I, BeneTcst B COOTBETCTBUU
C TEXHOJIOTHEH 3TOM CHCTEMBI U yTBEPKACHHBIM [lonoxenneM 06 ucmonabzoBann MCO/I.

( B pea. Ne 606-p ot 30.12.2016)

45115, [IlocrynuBmue JOKYMEHTHI TMEpeNaloTcs CIyXO0aMHu  J1eJTOMpPOU3BOJICTBA
PYKOBOJMTENI0 U B COOTBETCTBUM C €ro IOpy4YEeHHEM (pE30JroLuel) HalpaBislOTCS Ha
UCIIOJTHEHUE COTPYIHUKY O] PAaCIUCKY B UCIOJIb3yeMoil yuetHoil popme. [lpu o3nakomienun
C IOKYMEHTOM COTPYAHMKH IIPOCTABJISIOT CBOIO MOANUCH HA JOKYMEHTE JIMOO Ha CIIeHUaIbHOM
JINCTE 03HAKOMJICHHUS.

45.11.6. PykoBoguTenu OTpacieBBIX OPraHOB M CTPYKTYPHBIX IOJApa3IeiICHUN
OpraHu3ylT paboTy C MOCTYNUBIIMMH JOKYMEHTaMH, MPU HEOOXOAMMOCTH 00€CleyrBaIOT
MOJArOTOBKY IMCbMEHHBIX OTBETOB, KOHTPOJIUPYIOT KAYECTBO U CBOEBPEMEHHOCTh MCIIOJHEHUS
IIOPYYECHUH.

4.5.11.7. Tlocne 3aBepiieHuss paOOTHl HaJ JAOKYMEHTOM HCIIOJIHUTENb JOJKEH KpaTKo
U3NIOKUTh HA CaMOM JIOKYMEHTE€ WM Ha OTAEIbHOM Jucte Oymaru B (opMme CIpaBKU
pe3ysbTaThl BHINOJIHEHMs Topy4yeHus, Harpumep: "Hampasien otert, ucx. Ne u nata", "Vureno
npu GOPMUPOBAHUU TAOIUIIBI IPEAJIOKEHUN U 3aMEeUaHull K MPOEKTy 3akoHa (Ha3Banwue)", "Jlan
ycTHbI oTBeT", "Bonpoc obcyxnen 21.12.2007", "Pemeno (yka3pIBaeTcsi, YTO pelIeHo)" U Tak
nanee.

4.5.11.8. Ha ucrioTHEeHHOM JTOKyMEHTE (Ha MEpBOM JIMCTE) WM Ha MPHUIOKEHHON K HEMY
copaBke (MH(OpMaMK) O pe3yibTaTax HMCIONHEHUS AOKYMEHTa PYKOBOIHUTENEM OTPACIEBOTO
opraHa Wi CTPYKTYPHOTO MOApa3AelieHUusl TMpOoCTaBisieTcss oTMeTka "B geno" ¢ ykazaHuem
JIaThl CIIMCAHUSA, TOAMUCH U (paMUIINU TOJKHOCTHOTO JIUIA, CIIMCABLIETO JJOKYMEHT B JIENO.

4.5.11.9. PaGoTHUKH, OTBEUAIONTHE 32 JICTONPOU3BOJICTBO, TICPUOJTHUYECKH, HE PEXKE OTHOTO
pa3a B MecCsl] CBEPAIOT HAIUYME JOKYMEHTOB, HaXOJALIMXCS HAa MCIOIHEHHH, C YYETHBIMU
JAHHBIMU 3apETUCTPUPOBAHHBIX 32 MOAPA3JIEICHUEM TIOKYMEHTOB M COCTABIISIIOT CBOJKY O XOJI€
VCIIOJIHEHUS IOKYMEHTOB.

( B pea. Ne 606-p ot 30.12.2016)

4.5.11.10. TloAroToBICHHBI OTBET BMECTE C HCIIOJHAEMBIM JTOKYMEHTOM IepelIaeTcs
UCIIOJTHUTENIEM Ha TMOANKHCh PYKOBOJMUTENIO  OTPACIE€BOIO OpraHa WM CTPYKTYPHOIO
NOZpa3JieJICHUs, a I0CJIe INOJANUCAHUS HAMpaBJsieTCs UIsl perucTpanvu MU ornpaBku. Komus
OTBETa BMECTE C BXOJSIIMM JOKYMEHTOM, Ha KOTOpbIM OB JaH OTBET (WIM €ro KOmHew),
MIOMEIIAETCSI B JEJI0 B COOTBETCTBUM C HOMEHKJIATYpOW [eJ OTpaciieBOro opraHa WIN
CTPYKTYpPHOTO MOJpPa3AeICHUS.

45.11.11. dopmupoBaHMe U BeJEHHE Jel B  OTPACIEBbIX OpraHaXx M CTPYKTYPHBIX
MOJIpa3/IeNIEHUsIX OCYIIECTBISIOTCS B COOTBETCTBUU C TPEOOBAHUSAMU, U3JIOKEHHBIMU B pa3jele
6 Hacrosue MHCTpyKIMK 1o 1€I0NPOU3BOJICTBY.

45.11.12. Tlpu paboTe ¢ MOKYMEHTAMH B OTpACIEBHIX OpraHaXx W CTPYKTYPHBIX
MOJpa3JIeIEHUsIX HE0OX0IMMO PYKOBOJICTBOBATHCS CIIEAYIOIMMH TPEOOBAHUSAMHU:

COTPYIHUKU HECYT OTBETCTBEHHOCTb 32 COXPAHHOCTh HAXOMAIIUXCA y HUX JIOKYMEHTOB U
KOH(HJICHIIMATIBHOCTh cojepxalieiicas B HUX uHpopmanuu. Ilpu yTrpate umH ciyxeOHOTrO
JOKYMEHTa COCTAaBJISIETCSl aKT MPU YYacTHUH PYKOBOJUTENSI COOTBETCTBYIOIIETO OTPACII€BOIO
OpraHa WM CTPYKTYPHOTO MOJpa3/eNeHusi, rJe paboTaeT COTPYAHUK, MOTEPSBIINNA JOKYMEHT.
[Tpu HEOOXOIMMOCTH Ha3HAYAETCs CIyKEeOHOE paccieloBaHuE;

CBEJICHUS, COJIeprKalluecss B JOKyMEHTaX, MOTYT HCIOJb30BaThCs TOJBKO B CIIY)KEOHBIX
LEJSIX U B Ipejiesiax MOJTHOMOYUH, UMEIOIINUXCS Y COTPYIHUKA;

HE paspelaercss BHOCUTh B JIOKYMEHTHI Kakue-THOO TMpaBKH, JIENaTh IOMETKH, KpoMe
MpeayCMOTPEHHBIX HacTosien NHCTpyKIuen;



JTOKYMEHT, TIOMEUICHHBI B €70, MOXKET OBITH C Pa3peliCHHs PYKOBOAUTEIS BPEMEHHO
U3BAT C 00S3aTENbHBIM BIOKCHHEM B JIENIO JIMCTA-PACIUCKH O BbIAaue AOKYMEHTa W3 Jeia
(mpunoxxenue Ne 23);

IpH YXOJ€ B OTIYCK WJIM BBIE3[IC B KOMAHIUPOBKY (KpOME KPaTKOCPOYHBIX) COTPYIHHK
JIOJKEH OTYHMTATHCS 110 BCEM HAXOSIIMMCS y HEro JOKYMEHTaM, a MPU MEePeBOJC Ha IPYTyIO
paboTy Wi 0CBOOOXKICHHU OT 3aHUMAeMOM JOJDKHOCTH O0s3aH CIATh BCE YMCIAIIMECS 38 HUM
JOKYMEHTBI B CIOYXOy [EJOMPOU3BOJCTBA WIM 10 YKAa3aHHIO PYKOBOAUTEIS BHOBb
Ha3HAYEHHOMY COTPY/IHHKY.

4.5.12. Oco0eHHOCTH 00OpalIEeHUs C JOKYMEHTAMH, COAEPKAIMMMHI  CJIYKeOHYI0
HH(OPMANMIO OTPAHUYEHHOI0 J0CTYNA

45.12.1. Hacrosimuii pasgen MHCTpYKUIMH ONpeAessieT MOpsSAOK oOOpalieHus B
Anmunuctpamuu  Hapo-domMHCKOrOo  MyHMUIMIIAQIBHOTO  paiioHa U OTpPacleBbIX
(yHKIMOHANBHEIX) OopraHax AamuHHCTpauu Hapo-OOMUHCKOTO0 MYyHHIMIIAIBHOTO paiioHa C
JOKYMEHTaMHd W JPYTMMU MaTepUAIbHBIMU HOCHUTEISIMU HMH(OpMAIUK, COAEpKalUMU
CITy’)KeOHYI0 HH(POPMAIIUIO OTPaHUYEHHOTO PaCIPOCTPAHEHUSI.

TpeGoBanust HacTosALIEro paszzeia HE PaclpoCTPAHSAIOTCS Ha IMOPAJOK OOpallieHHus C
JIOKYMEHTaMHU, COAEPKAIIUMU CBEJCHUS, COCTABIISIOIINE TOCYIaPCTBEHHYIO TalHY.

4.5.12.2. K cnyxeOHOil uHbOpMAIMU OTPaHUYEHHOTO PACIPOCTPAHEHUSI OTHOCHUTCA
HECeKpeTHas WHpOpMaNus, Kacaromasics nesTenbHocTd AnMuHucTpannu Hapo-PoMuHCKOTO
MYHUIMIAJIBHOIO pailoHa, OrpaHUYEHUs] Ha PACIPOCTPaHEHHUE KOTOPOW JAUKTYIOTCS CIIy:KEOHOMH
HEO0OXOUMOCTBIO U 3aKOHO/1aTEIbCTBOM.

4.5.12.3. OTBETCTBEHHOCTh 33 OPraHU3alMIO MPABUIHLHOTO OOpAaIIEHHUS C JOKYMEHTaMU
OTPaHUYEHHOTO PACIPOCTPaHEHHs, 00ECIIeYeHHE UX y4eTa, COXPaHHOCTH, CAHKIIMOHUPOBAHHOTO
UCTOJIb30BaHUSl BO3JIaraeTcs Ha PYKOBOAMTENEH OTpPacieBbIX OpPraHoB M CTPYKTYPHBIX
MIOAPA3/ACIICHAN.

4.5.12.4. Ha noxymeHTax (B HEOOXOIMMBIX CIIydasX M Ha MX MPOEKTax), COAEp KaLIUX
CiIy’)keOHyI0 MH(pOpPMAIMI0 OTPAaHUYEHHOTO paclpoCTpaHeHMs], ImpocTaBisercd nomerka "Jlns
cinyxeOHoro nonbs3oBanus” (manee - J1CIT).

4.5.12.5. HeoOxoauMocTh mpocTaBieHusi moMmetku "J{ist ciy:keOHOTO Toibh30BaHUsA" Ha
JOKYMEHTaX, H3JaHMSIX M MAIIMHHBIX HOCUTENSAX MH(pOpMAIMM, COJAEPXKALIUX CIIYyKEOHYIO
MH(pOpMaLlMI0 OrpaHUYEHHOro JocTyna (manmee - KoOH(uIeHIMalbHas HHQOpMAIMS),
OTIpeNIeNAeTCs] UCIIOTHUTENEM U JOJDKHOCTHBIM JIMIIOM, MOJIMUCHIBAIOIINM UM YTBEPKAAIOIIUM
JIOKYMEHT. YKa3aHHas IOMETKAa U HOMEp 3K3EeMIUISIpa MPOCTABIISIIOTCS B IIPAaBOM BEPXHEM YIIIy
NEepPBOIl CTpaHMIIBI TOKYMEHTa, Ha OOJ0XKE M THUTYJIBHOM JIMCTE W3JIaHMs, a TaKKe Ha MepBon
CTpaHHULIE COMTPOBOJUTENHLHOTO MUChbMA K TAKUM JJOKYMEHTaM.

4.5.12.6. Ilpuem, yder (perucrpanusi) ¥ OTIpaBKa JOKYMEHTOB, W3JaHUH M MAIIMHHBIX
HOCHUTENEeH MHPOPMAINH, COASPKAMUX KOHPUACHIIHATbHYIO WH(OPMAITUIO, OCYIIECTBIISIOTCS
OTpacieBbIMU OpraHaMH WM CTPYKTYPHBIMHU MOJIPa3/I€ICHUSAMH, KOTOPHIM MOPYUYEH MpPUEM U
Y4ET HECEKPETHON JOKYMEHTAIIUH.

4.5.12.7. JloxymeHTHI ¢ momeTkol "l cimy>keOHOro moyib30BaHus" 1meyaTarTcsl B 00IeM
OTJIeJIe YYUTHIBAIOTCS MOAK3EMILISIPHO;

Ha 000pOTEe MOCIETHEro JIMCTa KAXI0ro SK3eMIUIsIpa JOKYMEHTa JOJDKHBI OBITh yKa3aHbI
KOJIMYECTBO OTIEYaTaHHBIX 3K3EMIUISIPOB, (paMUIINS UCHIOTHUTENS M €r0 KOHTAaKTHBIM TenedoH,
(amMuIus MaIIMHUCTKU (€CIM TOKYMEHT Ievarajics B MallMHOMMCHOM OOpo), JaTa redyaTaHus
nokyMmeHTa. OTredyaTaHHble W MOJIUCAHHbIE TOKYMEHTHI BMECTE€ C YEPHOBHKAMM MEPENaOTCs
JUISL PETUCTPAlMU COTPYJHUKY, OCYILECTBISAIONIEMY UX YUYET; YEPHOBUKH YHHUYTOXKAIOTCS 3TUM
COTPYJIHUKOM C OTpaK€HUEM (aKTa YHUUTOKEHHS B YUETHBIX (popmax;

YUUTBIBAIOTCSI COBMECTHO C IPYTUMHU HECEKPETHBIMU JOKYMEHTAMU; K PETUCTPALIUOHHOMY
WHJEKCY JokyMeHTa nooasisercs mometka "JICIT" ("das cimykeOHOTO 1MoIp30BaHus");
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NepeaaTcs COTPYAHUKAM OTPACIIEBBIX OPraHOB WM CTPYKTYPHBIX IMOJPa3AeiICHUN MO
pacIucky;

MEPEChUIAIOTCA TOCYAAPCTBEHHBIM OpraHaM, OpraHu3anusaM (erabIberepckoil CBA3bIO,
3aKa3HBIMH WIM LEHHBIMH [T0YTOBBIMH OTIIPABIECHUSIMM;

pasMHOXKAIOTCS (THPAKUPYIOTCS) TOIBKO ¢ MUCBMEHHOTO Pa3peIieHus] COOTBETCTBYIOLIETO
PYKOBOJUTENS. YUET pa3MHOKEHHBIX JOKYMEHTOB OCYLIECTBIISIETCS TI09K3EMIUISIPHO;

XpaHATCS B HA/ICKHO 3aIIMPAEMbIX U ONEUaThIBAEMBIX HIKadax (SIUKaX, XPaHUIHIIAX ).

(B pex. Ne 606-p ot 30.12.2016)

4.5.12.8. IIpu HeoOXOAMMOCTH HANpaBJICHUS JOKYMEHTOB ¢ moMeTkoi "Jlis cimyxeOHoro
I0JIb30BaHUA" B HECKOJIBKO aJJpECOB COCTABIIAETCS yKa3aTelb PACCHUIKU, B KOTOPOM IOAJPECHO
NPOCTaBISIOTCS HOMEpPA HK3EMIUISIPOB OTHPABISIEMbIX JOKYMEHTOB. YKa3aTellb pacChUIKU
HOJNKMCHIBACTCS WCHOJHUTEIEM WM PYKOBOJUTEIEM OTPacieBOrO MIM  CTPYKTYpHOIO
MOJpa3/IeIeHus, TOTOBUBILETO TOKYMEHT.

45.12.9. HcnonHeHHblE IOKYMEHTHI C TmomeTkor "J[ns ciyxeOHOro monb3oBaHus"
TPYNIIAPYIOTCS B JIelia B COOTBETCTBUH C HOMEHKJIATYpPOU JeTT HECEKPETHOTO JICTIONPON3BOJICTBA.
[Tpu 3TOM Ha 00NOXKKE Aena, B KOTOPOE MOMEIIEHbl TaKue JOKYMEHTBI, TaKXkKe IPOCTaBIIETCs
nometka "Jls ciykeOHOro nojab30BaHus".

Jena ¢ nometkoi "/ city>ke0HOro nosb30BaHus" MoyIekKaT NOTHOMY O(OPMIICHHIO.

4.5.12.10. YHuYTOXKECHHE eI, JOKYMEHTOB, W3JaHUi ¢ momerkou "J[mst ciayxeOHOro
HOJIb30BaHUA", YTPATUBLIMX CBOE IPAKTMYECKOE 3HAUYEHHE W HE HUMEIOIUX HCTOPUYECKOH
[IEHHOCTH, MTPOU3BOAUTCS 10 aKTy. B y4eTHbIX popmax 00 3TOM JemaeTcst OTMETKA CO CCBUIKOM
Ha COOTBETCTBYIOIUH aKT.

4.5.12.11. Tlepenavya JOKyMEHTOB M A€l ¢ MOMETKOH "l ciay)eOHOro mojab30BaHus" OT
OJTHOTO  COTPYIHHKAa JpPYroMy OCYHIECTBISI€TCA C  pa3pelieHUs] COOTBETCTBYIOILEIO
PYKOBOJIUTEIIS.

IIpu cmeHe coOTpyAHMKA, OTBETCTBEHHOTO 3a Y4YeT JOKYMEHTOB ¢ moMeTKoi "Jlis
CIIy’k€OHOTO TMOJb30BaHUSA", COCTABISETCS aKT MpUeMa-Nepeaadn 3TUX JTOKYMEHTOB, KOTOPBIN
YTBEP)KJAEeTCsl COOTBETCTBYIOLIUM PYKOBOIUTENEM.

4.5.12.12. TIpoBepka HaJIM4UUsl TOKYMEHTOB, JIeN, U3JaHUK ¢ moMeTKoi "l cimyxeOHOTro
NOJIb30BaHUA" TPOBOJUTCS HE PEKE OJHOTO pasa B I0Jl KOMUCCHSIMU, HA3HAYAEMbIMHU IIPUKA30M
pykoBomuTens. B cocTtaB Takux KOMHCCHI 00s3aTENbHO BKIIOYAIOTCS  COTPYIHHKH,
OTBETCTBEHHBIE 32 yUeT U XpaHEHUE MaTepuanoB ¢ moMmeTkoil "J{is ciayxeOHOro nmoap3oBaHus".

B apxuBax, rzie cocpeoToueHo O0IbIIoe KOIUYECTBO H3/IaHuH, IEN U APYTUX MaTepHaIOB
¢ moMeTkoi "Ilns ciayxkeOHOro Mmosib30BaHus", MPOBEpPKa MX HAJIMYUS MOXKET MPOBOJUTHCS HE
pe’ke OTHOTO pa3a B MATH JIET.

PesynpTaThl npoBepKu 0GOPMIISIOTCS aKTOM.

4.5.12.13. Tlpu custiu nomeTku "Jlist ciryeOHOTo MOJB30BaHUA" Ha JIOKyMEHTAaX, JeNax
U U3JaHMAX, a TaKkKe B YYETHBIX (opMax [eNalTcsi COOTBETCTBYIOIIME OTMETKH H
UHPOPMHUPYIOTCS BCE aApecaThbl, KOTOPBIM 3TH TOKYMEHTHI (M3IaHVsI) HAPABIISIIHCE.

4.5.12.14. MamuHHble HOCUTENNW HH(pOpPMAIMU C KOHPHIECHIMAIbHON HHpOopManueit
VUUTBHIBAIOTCS B OKypHaie (KapTodyke) ydeTra MAIIMHHBIX HOcUTeled HHpopMauu ¢
IPOCTABJICHUEM YUYETHBIX PEKBM3MTOB. Ha MalmMHHBIX HOCHTENIX WHpOpMalnuu (AMCKeTax,
MarHUTOONITHYECKUX JUCKaX H T.JI.), COJEpXamuX KOHQHUACHINATHHYIO HWH(POPMAIHIO,
npocTtasisiercs nomeTka "l ciayxeOHoro nmoab30BaHuA".

VY4yeTHble peKBU3UTHI (YUETHBII HOMEp, Aara perucrpaunuu, nomerka "Jlns ciayxeOHOro
MOJIb30BaHUA" U T.J.) MPOCTABIISAIOTCS HA MAIIMHHBIX HOCUTEISIX MHPOPMALUU B YIOOHOM s
IPOCMOTpPa MECTE.

4.5.12.15. VYuer (peructpanus) OTIEYATAHHBIX C MOMOILBIO CPEIACTB BBIYUCIUTEIHHOM
TEXHUKHA JOKYMEHTOB, COJAEPKAIINX KOH(PHICHIHAIbHYI0 WH(POPMAIUIO, OCYIIECTBIISETCS B
HOps/IKE, ONPEACTICHHOM /ISl OyMa)KHBIX HOCUTeNeH HH(OpMaIiK, YCTaHOBICHHBIM HACTOSIIEH
NHcTpyKIuen no a1eaonpon3BOJICTBY.



45.12.16. MammnHble HocuTenu HHPoOpManmuun c¢ nomerko "I cimyxeOHOTrO
MOJIb30BaHUA"":

NepefaTcs JIPYTMM HCIOMHUTENSAM TOJ PACIUCKy B JKypHaje ydyeTa MAaIluHHBIX
HOcUTeseH nHOpMaLIMK WM TT0 KapTOUKE Y4eTa;

YHUYTOXKAIOTCS 110 aKTy.

4.5.12.17. TlopsamoK pacChUIKH, YHHUTOXKCHUS, TIEPEIaud, MPOBEPKH HAJIMYUS MAIIMHHBIX
HocuTenell uWHGpOpMalnuu, NPOBEIEHHUS paccieqoBaHUM 1O QakTaM YTpaThl MaIIMHHBIX
HocuTene wmHpopmaruu, cHATHS moMmeTku "I[ns cimyxkeOHOro moJsib30BaHUs" € MaIlIMHHBIX
HocuTenell mHpopManMu M T.JA. SBISETCS TaKUM K€, KaK M Ui JOKYMEHTOB, COJAEpKaIIUX
KOH(pHICHIMATbHYIO0 HHPOPMAIIHIO.

4.5.12.18. KoHTponb 3a MOpAIKOM oOpaieHus ¢ KOH(QUACHIHATbHOW HHpopManuei
OCYIIECTBIISIFOT OTpaciieBble OpraHbl, CTPYKTYpHBIE MOJpa3ieieHus (IITaTHbIE CHEHATUCThI)
WIN COTPYAHUKHU, HA KOTOPBIX BO3JIOXKEHBI 0053aHHOCTH T10 3aIUTe HHPOPMALIUH.

4.5.12.19. 3a pasrnamenue ciyxe0HON HHGOPMAIUU OTPAaHUYEHHOTO PACIIPOCTPAHEHUS,

a TaK)Ke HapyLIeHHE TIOPsIKa OOpaleHust ¢ JOKYMEHTaMH, COJIEPKAIIUMHU TaKylo HH(POPMAIHIO,
pabOTHUK MOXET OBITh NPUBICYEH K AUCHUILUIMHAPHOM WM HWHOM MperyCMOTPEHHOMN
3aKOHOJIATEITLCTBOM OTBETCTBEHHOCTH.

5. KOHTpOJ'II) HCIIOJTHCHUA TOKYMEHTOB

5.1. Tlopsimoxk KOHTpPOJSI U CPOKHM HCIIOJIHEHUS JOKYMEHTOB B AnMunuctpauuu Hapo-
DOMHUHCKOI0 MYHULMIIAIBHOIO paliOHa U OTPACIEBBIX OpraHax OIpenessatoTcs PermameHToM
Anmunuctpanuu Hapo-®oMUHCKOro MyHUIIMIIAIIBHOTO palioHa.

5.2. KoHTpoJIb NCIIOJHEHNS] JOKYMEHTOB BKJIFOYAET IIOCTAHOBKY JOKYMEHTa Ha KOHTPOJIb,
peryJaupoBaHUe X014 UCIIOIHEHUS, CHATHE UCIIOJIHEHHOTO JIOKYMEHTA ¢ KOHTPOJIsI, HAIIPABJICHHUE
UCIIOJIHEHHOT'O JIOKYMEHTA B JIeJI0, y4eT, 0000IIeHre U aHaIu3 X0/1a U pe3yJbTaTOB UCTIOIHEHUS
JIOKYMEHTOB, UH(POPMHUPOBAHUE PYKOBOJUTENIEH O COCTOSSHUU UCIIOIHEHUS JOKYMEHTOB.

5.3. KoHTponmto uHCHONHEHUs MoJIexar MYHHIIMIIAJIbHBIE IIPaBOBBIE AKTBI U
pacnopsAUTENbHbIE JTOKYMEHTBI, 3aperUCTPUpPOBAaHHBIE B JIEJIONPOMU3BOJICTBE CIYKEOHBIE U
UH(POPMALIMOHHBIE TOKYMEHTHI C COOTBETCTBYIOLIMMHM PE3OJIOLUAMH PYKOBOAUTENEH, a TakKe
MOpPYUYEHHBIE /11 KOHTPOJISI MEPOTIPUSATHSL.

5.4. OOumwmii KOHTPOJIb HCIIOJHEHMS nopyyenunn ['maBel  Hapo-PomuHCKOro
MYHULIUIIATBHOTO paiioHa, PykoBogurens AJMUHHCTpanuu Hapo-®omuHckoro
MYHHULIMIIAJIBHOTO paiioHa, IlepBoro 3amecturens PykxoBomurena Apnmunucrpanuu Hapo-
DOOMUHCKOTO0 MYHUIIMTIAIILHOTO paifoHa u 3aMmectuteneit PykoBoaurens Anmunuctpanuu Hapo-
DOMUHCKOT0 MYHUIIMIIAIBHOTO paiioHa 00ecreunBaeTcsi OOLUM OTIEIOM.

( B pen. pacniopsbkenuit ot 26.05.2014 Ne 216-p, Ne 606-p ot 30.12.2016)

5.5. KoHutponp wucrnonHeHus mnopyueHuil PykoBoautens AnmuHucTpanuu Hapo-
DOMHUHCKOI0 MyHUIIMIIAILHOTO paiioHa, [lepBoro 3amecturens PykoBogutens AIMUHUCTpaluu
Hapo-®oMuHCKOro MyHHIIMIIAJIBHOTO pailoHa U 3amectureneil PykoBoaurens AnMuUHHCTpanun
Hapo-®oMuHCKOro MyHUIIMNAIBHOTO palioHa o00ecrneynBaloT PaOOTHUKM B COOTBETCTBUH C
JOJDKHOCTHBIMU O0SI3aHHOCTSIMH.

( pen. Ne 606-p ot 30.12.2016)

5.6. Uckmouen pacniopspkenreM Ne 606-p ot 30.12.2016)

5.7. Uckmouen pacnopsixerrem Ne 606-p ot 30.12.2016)

5.8. OTBECTBEHHOCTh 3a CBOEBPEMEHHOE M KAaueCTBEHHOE WCIOJHEHUE MOpyYECHHUN
Boznaraercs Ha IlepBoro 3amectutens PykoBonutenss Anmunuctpauuu Hapo-®omuHckoro
MYHHIIMIIAJIBHOTO paiioHa, 3amectutened Pykosogurens Anmunuctpauuu Hapo-PomMuHckoro
MYHUIMIIAJBHOTO palilOHa W PYKOBOJAWTEJIEH OTpaCiEeBBIX OpPraHoB U CTPYKTYPHBIX
MIOAPA3/ACIICHUN.

5.9. Opranuzanus KOHTPOJISI BKITFOYACT:



pacnpeziesieHue 3a1a4 ¥ OpraHu3alii0 B3aUMOJCHCTBUS MEXy OTpPaciIeBbIMU OpraHamH,
CTPYKTYPHBIMH  TOJpA3JCIE€HUSMH W  JODKHOCTHBIMU  JIMIJAMM,  OCYLIECTBIISIOIIUMU
KOHTPOJIbHBIE (DYHKIINH;

ompeneneHue  mopsiaka, ¢GopM M METOloB  oOMeHa  uH(popManMed — MexIy
KOHTPOJIMPYIOIMMHU UHCTAHIMSIMUA U UCIIOJTHUTENSAIMU JJOKYMEHTOB;

OCYILLIECTBJICHHE  LIEJECHAIpPaBICHHOr0 cOopa CBEJEHUMM O XOA€  UCIOJHEHUS
MYHULIMIIAJbHBIX IIPABOBBIX AKTOB M PAaCHOPSAUTENbHBIX JOKYMEHTOB WJIM KOHTPOJIUPYEMBIX
MEpONPUATHIA;

00o00mmenue nHpOpMAMKM U TPOBEJECHHE BCECTOPOHHEIO aHAIM3a COCTOSHUS Ipolecca
UCIIOJIHEHUS, pa3paboTKy MPeUI0KEHUH 110 JalbHEHIIEMY OCYILECTBICHUIO KOHTPOJIS;

00CyXJIeHUE Ha ONIepAaTHBHBIX COBEIIAHUIX X0/a UCIIOJHEHUS MyHULIUTIAIBHBIX MTPABOBBIX
aKTOB U PaCHOPSIIUTENIbHBIX JOKYMEHTOB;

IIPOBEJICHUE BBIE3/I0OB KOMUCCUN Ha MECTO pealn3allud KOHTPOJIUPYEMBIX MEPOIPUSITUN C
LIEJIbI0 YTOUHEHMSI COCTOSIHUSA A€ M pa3pabdOTKU NPEeAIOKEHUNH PYKOBOJCTBY;

oOecriedeHrEe BeIEHHUS Ha KaXIOM JTare paboThl KOHTPOJBHBIX (POpPM YCTaHOBIEHHOW
JOKYMEHTaluu (Ha OyMaXKHBIX WJIM 3JIEKTPOHHBIX HOCUTENSAX) IO COCTOSHUIO MCIOJHEHUS
MEPOIIPUATHH.

5.10. PykoBoauTenb, Ha KOTOPOIO BO3JIOXKEH KOHTPOJIb, INPH IIOCTAHOBKE 3a/lauu
COTPYAHUKY, OCYIIECTBIIIONIEMY HEIOCPEACTBEHHO KOHTPOJbHBIE (YHKIHNHU, ONpEAeseT,
KaKol pe3ysbTaT (JOKYMEHT) U B Kakhe KOHEUHbIE CPOKH JOJKEH OBITh MOJY4YEH, Pa3bsiCHSAET
3a/la4yll COMCIIOJHMTENECH W MOPSAOK B3aUMOAEMCTBUS ¢ HMMM; OTIAET yKa3aHUA O IOPSIKE
3ampoca y MCIOJIHUTeNe (Ciny:keOHOM 3amUCKOW WIIM YCTHO) JaHHBIX O XOJE HCHOJIHEHUs
KOHTPOJIMPYEMOT'O MEPOIIPUSITUSI UIIH IOKYMEHTA.

5.11. CoTpyIHUKH, OCYIIECTBISAIONINE KOHTPOJIb, 3aHOCAT CBEACHUS O KOHTPOJIUPYEMOM
meponpuatun B PK MC3O/I.

BnocnenctBum B KOHTpOJbHBIE  KAPTOUKM  3aHOCATCS  CBeAEHHMs 000  Bcex
pa3pabaTbIBaeMbIX, IMEpelaBaeMbIX M IMOJy4aeMbIX IO JaHHOMY BOIIPOCY JOKYMEHTax H
NPUKPETUISIOTCS 3JEKTPOHHBIE 00pa3bl TOKYMEHTOB.
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5.12. B mopydeHusix, Kak MPaBHJIO, YCTaHABJIMBAETCS KOHKPETHBIH CPOK (KaJieHIapHas
JlaTa) UX MCIIOJIHEHHUS.

Cpoku HCIIONHEHUS TOPY4YEHHUH, COAEp)KAIUXCSd B HOPMATHUBHBIX IMPABOBBIX akTax M
pacopsANTENbHBIX JOKYMEHTAX, YKa3bIBalOTCA B TEKCTE JOKYMEHTA U OIPEIEISIIOTCS M0 CPOKY
VCIIOJTHEHUS MOCJIEIHEr0 OPYUYEHUSs], IPEAYCMOTPEHHOTO JAHHBIM aKTOM.

B Tekcte mopyueHuss MOryT OBITh yKa3aHHMsA "CpoyHO" WM "ONEpaTHUBHO", KOTOpbIE
IpelyCMAaTPUBAIOT COOTBETCTBEHHO TPEXJAHEBHBIM WM JECATUIHEBHBIA CPOK HCIOJHEHUS
MIOPYYEHUS, CUUTAs OT AAThI €T0 MOANCAHHUS.

Ecnu cpok ucnonHeHus He yKka3aH, OpyYeHUE MOAJIEKUT UCIIOJHEHHUIO B CPOK JI0 OJTHOTO
Mecsila, CYUTasl OT JaThl NOANUCAHUS mopydeHus. Eciu nmocineaHuil JeHb cpoKa HCIIOJIHEHUS
MOpYUYEHUs IPUXOAUTCS Ha HEPAOOUUi IeHb, OHO MOAJIEKHUT UCTIOJHEHHUIO B MPEIIECTBYIOIIHIMA
eMy pabouuii IeHb.

CpoKku UCTIOTHEHUS TPOTOKOJIbHBIX MTOPYUEHUH ONpeAeNstoTcs, KaK MpaBuio, B IPOTOKOJIE
U MCYHCIISIOTCS C AaThl IPOBEICHUS 3aceaHusl (COBEIIAHNUA).

5.13. B caywyae ecnm TO XOJy COBEIIAaHHWS CPOK HCIIONHEHHUS yKa3aH HE ObUI, OH
UCUHCIISAETCS:

U1 TOpaObOTKHU PACCMOTPEHHOTO MPOEKTA TOKYMEHTA - 10 MATH pabouyux JHel;

UCTIOJIHEHUE TOPYUYEHHH, TPEOYIOIUX JOMOJHUTEILHOTO U3yYeHUs BOIPOCa, - A0 OJHOTO
Mecsna.

5.14. KoHTpOJIbHBINA OpraH B KOHTPOJIbHBIE CPOKHU JIOJDKEH MOYYUTh JOKYMEHTHPOBAHHYIO
WIA YCTHYO HH(QOPMALHUIO O XOJE BBIMNOJIHEHUS MYHHULUNAIBHOTO IIPABOBOIO akKTa M
pacopsiANTENBLHOTO JOKYMEHTA WJIM KOHTPOJINPYEMOT'O MEPOIIPUSATHS.



JIOKyMEHTUpOBaHHbIE JaHHbIE (MHCBbMO, (pakcorpamMma, »dIIEKTPOHHAs TI04YTa) M
COJICpKaHUE CBEJICHUN, MPEACTABJICHHBIX YCTHO (MO TenedoHy), 3aHOCATCS B KOHTPOJIHHYIO
KapTOUKY.

5.15. Tlo ucreyeHMH cpokKa M IPOBEAECHUH BCEX MEPOIPUATUH KOHTPOJIBHBIM OpraH
JIOKJIA/IBIBACT PE3yJabTaThl CBOEH pPa0OTHI MO KOHTPOJIUPYEMOMY BOMPOCY BBIIIECTOSIIEMY
PYKOBOJIUTENIO Ui IOJYyYEHHUsS €ro pPe30JIOLUH - "BBINOJHEHO, C KOHTPOJIS CHATH" WM
"IPOJOIKUTH KOHTPOJIb 10 YCTPAHEHHUS! HEIOCTATKOB".

5.16. CHsATHE C KOHTPOJS MYHUUMIAIBHBIX IIPABOBBIX AKTOB U PacloOpsAUTEIbHBIX
JOKYMEHTOB W TOPYYEHUH NPOU3BOJUTCS HAa OCHOBAHUHM IPEACTABICHHOW HCIIOJHUTEIEM
nHpopmaruy 00 WX BBITIOJHEHUH.

B 3aBUCMMOCTM OT OLIEHKM PYKOBOJIUTENS IPOLECC KOHTPOJISL NPOAOIKAETCS WIIHU
KOHTPOJIbHAsL KAPTOUKA 3aKPBIBAETCS U XPAHUTCSA B KOHTPOJIBHOM OpraHe.

5.17. Jloknaa o COCTOSIHUM HMCHIOJIHEHUS! TOKYMEHTOB PYKOBOJIUTENIO OCYHIECTBIISIETCS C
YCTQHOBJICHHON MM IEPUOJUYHOCTBIO - €KEHEENIbHO WM eXXeMecsiuHo (mpuioxenue Ne 26).

[Tpu TOM MO yKa3aHUIO PYKOBOAUTEINS AOKJIA MOXET OBITh MOJHBIM MM COKPALICHHBIM
(TOJIBKO 1O MEPOIPUATHUSAM C HAPYILIEHHBIMU CPOKAMHU HCIIOJIHEHHUS).

JlokJiaj, Kak IpaBUJI0, BKJIFOYAET:

JIOKJIa/IHYIO 3aIIMCKY CO CBOJHBIM aHAJIM30M COCTOSIHUS MCIOJIHEHUs JOKYMEHTOB B cepe
OTBETCTBEHHOCTH DPYKOBOAMTENSI C YKa3aHWEM OOIIUX MPUYUH BCKPBITBIX HEJOCTaTKOB,
TEHJEHIMH pa3BUTHsI HCIOJIHEHUS JOKYMEHTOB M IIpe/UlaraéMblX Mep IO HCHPABICHUIO
MIOJIOKCHHS,

CTaTUCTMYECKUI aHaM3 COCTOSHUS HCIOJIHEHUS JIOKYMEHTOB IO OTPACIEBOMY OpraHy
WIA CTPYKTYPHOMY TOAPA3/CICHHUIO, MMOAYMHEHHBIM JaHHOMY PYKOBOJWTENIO, 33 OTYETHBIN
HEepUOJI MJIM HApacTAIOIIMM UTOIOM OOBIYHO ¢ Hayasa roja;

TaOJUITY JAHHBIX O COCTOSHUH MCIIOJHEHHSI KOHTPOJIUPYEMBIX MEPOIIPUATUH WIIN TaOIHILYy
JAHHBIX O MEPONPUATHSX C HAPYILIEHHBIMU CPOKAMU MCTIOJIHEHHUS.

5.18. KoHTponb 3a BBITIOJHEHHEM IPABOBBIX AKTOB BBIMIECTOSIINX (PelepaTbHbIX |
rOCYJapCTBEHHBIX OPraHOB BIIACTH, MOPYYEHUH pPYKOBOAUTENEH (enepaqbHbIX M OpPraHoB
rocy/1apcTBEHHOU BIacT MOCKOBCKOI 00J1acTH OpraHU3yeTCsl aHAJIOTUYHBIM 00pa3oM.

6. lokyMeHTaAbHbIH (OHT
Apvuaucrpanun Hapo-®oMHUHCKOro MyHHIMIIAIBHOIO paiioHa

dopmupoBaHue JOKyMeHTalbHOro ¢onaa AnmuHucTtpauuu Hapo-domuHckoro
MYHHUIMIIAJBHOTO  paiioHa OCYLIECTBISIETCST  OOIIMM  OTAEIOM IyT€M COCTaBJICHUS
HOMEHKJIaTyphl Aei, (opMUpOBaHUs U O(OpPMIIEHUS JieNl, 00eCIeYeHUsI X COXPaHHOCTH, ydeTa
U nepenayu aen B MyHununansHoe OromkeTHoe yupexaeHue «Hapo-DomuHckui pallOHHBIN
apxuBy (anee - MYHUIUIAIbHBIN apXKUB) B COOTBETCTBUU C TPEOOBAHUSAMHU, YCTAHOBJICHHBIMU
HOPMAaTHUBHO-METONYECKUMH TOKyMeHTaMu @DenepanbHOro apXMBHOIO areHTCTBA M [ 1aBHOTO
apXUBHOTO ynpasieHus MoCKOBCKO o0iacTu.
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6.1. PazpaGoTka u BeJleHHEe HOMEHKJIATYPbI e/

6.1.1. Homenknarypa gem -  CHCTEMaTU3MPOBAaHHBIA  IE€PEUYECHb  3aroJIOBKOB
(HauMeHOBaHUI) aen, 3aBoAUMBIX B Aamuuuctpanuu Hapo-DOMHUHCKOTO MYHHUIIUIAILHOTO
paiioHa, ¢ yKa3aHHUEM CPOKOB MX XpaHEHUS, OPOPMIICHHBIN B YCTAHOBJICHHOM TOPSIIKE.

Homenknarypa nen ucnonb3yercst sl TPYNIUPOBKH UCIOJHEHHBIX JTOKYMEHTOB B J€a,
CHUCTEMaTH3allii U yd4eTa JeJ, OMpEeeIeHUs CPOKOB HMX XpaHEHHsS M TOMCKa JTOKYMEHTOB.
Homenkiarypa nenm  sBIISIETCS OCHOBOM JUIsl COCTaBJIEHUS ONMCEH €N TOCTOSIHHOIO M
BpeMeHHOro (cBbimie 10 5eT) XpaHeHus, a Takxke I ydera Jaen BpemeHHoro (mo 10 mer
BKJIFOYUTENIBHO) XPaHEHHUS.



Homenknarypa pnen sBisieTcst OCHOBOM (opMupOBaHHS JOKYMEHTAJIBHOTO (oHIa
Anvunnctpaniuun  Hapo-doMuHCKOTO MyHHIIMNAIBHOTO paioHa. JlokyMeHTanbHBIN (HOH.
Anmunuctpanuun Hapo-DoMUHCKOTO MYHULMINAIBHOIO pailoHa  COCTaBJISIOT JOKYMEHTHI,
co3nansble B AnmuHuctpanuu Hapo-®oMHHCKOro MyHUIIMIIAIBHOTO paliOHa U IOJyYEHHBIE UM
B pe3yibTaTe B3aUMOACUCTBHMS C JPYyrMMU OpraHaMu YIOpPAaBJICHUS, OpraHu3alUsIMU U
IpaKAaHAMH.

6.1.2. HomenknaTypa JieJ cOCTaBiIsieTcsl OOIIMM OT/AeNIOM B cooTBeTCcTBUM ¢ [lonoxxeHuem
u Pernamenrom Anmununcrpannu Hapo-®OMUHCKOTO MyHUIIMIIAIBHOTIO paliOHA, MOJIOKEHUAMU
00 oTpacieBbIX OpraHax M  CTPYKTYpPHBIX IOAPA3JEICHUSIX U JAPYTUMH JOKYMEHTaMH,
pPErIaMEHTUPYIOIIUMHU AEATEeIbHOCTs AnamuHucTpanuun Hapo-POMHHCKOrO MYyHHIHIIAIBHOIO
pailoHa U MOPSIOK €€ TOKYMEHTUPOBAaHMSI, a TAK)KE HOMEHKJIaTypaMu JIeN 3a MPEeALECTBYIOINE
rofil U JOKyMEHTaMM, oOpa3yroluMucs B resTeapHocTd Anmunuctpaunn Hapo-®omuHckoro
MYHHUIMIIAJIBHOTO PaiOHA.

6.1.3. B Aamunucrpanuun Hapo-®OMUHCKOr0 MYHHMIIMNAIBHOTO paiiOHa COCTABIISIIOTCA
HOMEHKJIATYpHl JIeT CTPYKTYPHBIX ToapaszneneHuil (mpuioxenue Ne 27) wu  cBogHas
HOMEHKIatypa gen  Anmunuctpauuun  Hapo-DomMuHCKOro  MyHHUIMIIAIBHOIO  palioHa
(mpusioxxenue No 28).

6.1.4. HomenknaTypa Jesl CTPYKTYpPHOI'O HOJpa3JesieHus] cocTaBisieTcs (He mosjaHee 15
HOSIOpSL ~ TEeKyllero roja) COTPYIHUKOM, OTBETCTBEHHBIM 3a  JE€JIIOIPOU3BOJCTBO,
COIIACOBBIBAECTCS C MYHUIUNAIBHBIM apXMBOM U OOIIMM OTAEJIOM, THOAMNHUCHIBAETCS
PYKOBOJUTENIEM NOJIpa3iesieHUs U MPECTABIIAETCSA B OO OTAEI.

BHOBB co3zfjaHHOE CTPYKTYpHOE mojpaszziesieHre 00s3aH0 B MECSUHBIM CPOK pa3paboTaThb
HOMEHKJIATypy J1e]1 MOAPA3/IeICHUs U IIPEICTaBUTh €€ B OOLINUN OTIEN.

6.1.5. CBosmHas HOMEHKJIAaTypa Jel COCTaBjseTcss OOIIMM OTAEJIOM Ha OCHOBE
HOMEHKJIATyp JIeJ1 CTPYKTYPHBIX HOJpa3AeeH!il IpyU METOANYECKON MOMOIIY MYHUIIUIIAIBHOTO
apXuBa.

6.1.6. OnuH pa3 B 5 JeT HOMEHKJATypa Jel COTJacoBBIBaeTCS ¢ [JIaBHBIM apXWBHBIM
ynpaBieHueM MOCKOBCKOW 001acTH, €cid He ObUIO KOPEHHBIX HM3MEHEHHH B (QYHKIUSAX U
cTpykType Aamunucrpanuu Hapo-®oMHUHCKOTr0 MyHUIIMIIAILHOTO paiioHa.

6.1.7. CBognas HoMeHKJaTypa nen AnMmunaucrpanud Hapo-®oMHUHCKOro MyHUIIMIIAIIBEHOTO
palioHa  IMOJIUCHIBACTCS VhpasnsdoomuM — JenaMu, — yrBepkaaercs  PykoBogurenem
Anmunuctpanun Hapo-®OMHHCKOr0O MyHMIMIIAJIBHOTO paiiOHa IIOCJIE €€ COIVIACOBaHUSA ¢
['maBHBIM apXHMBHBIM yIipaBieHHMEM MOCKOBCKOM 00JIacTH HE MO3[HEee KOHIIA TEKYIIEro rojaa u
BBOJMTCS B IEHCTBUE C | sTHBaps CIENYIOLIETO roja.
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6.1.8. B cnyuae usmenenust GpyHKUMi U CTpyKTypsl AnmuHuctpauuu Hapo-®domuHckoro
MYHUIIMIIAJIBHOTO palloHa HOMEHKJIATypa Jiel MOJJIEKUT IepepadOTKe M COTJIacOBaHUIO C
['maBHBIM apXHUBHBIM yTipaBiieHHeM MOCKOBCKOM o0acTu.

6.1.9. Homenkmatypa 1en TOTOBHTCS HE MEHEe 4YeM B YEThIpeX OJK3eMIusipax: 1-il
YTBEPKACHHBIN DK3EMIUIIP HOMEHKJIATYphl NI€] SBIAETCA JIOKYMEHTOM IOCTOSIHHOTO CpOKa
XpaHEHUsl U BKJIIOYAETCS B HOMEHKIIATYpy Jied B pasfien — OOImui oTaen, 2-i UCIoJib3yeTcs B
o0rieM otene Kak pabouuii SK3eMIULsp, 3-i - MpUMEHSeTCs B MyHUIIMIIAIbHOM apXuBe , 4-if —
B ['7aBHOM apXMBHOM yIpaBieHUH MOCKOBCKOW 00JacTH, C KOTOPBIM COIJIaCOBBIBAJIACh
HOMEHKJIaTypa aei. Pabouuii sx3eMIUIsp HOMEHKIATYpPHI JielT MOKET BECTUCh B OOIEM OTAEIE B
AIIEKTPOHHOM BHUJIE JUIsl YIIPOIICHUS €€ BEACHUsI, KOPPEKTUPOBKHU U MEepepabOTKH.

CrpyKTypHBIE Opa3ENICHNUs [T0JIy4alOT BBIIUCKA U3 COOTBETCTBYIOLIUX €€ Pa3JIeoB JUIs
WCITOJI30BaHUs B paboTe.

6.1.10. Ha3Banusimu pas3znenoB HOMEHKIATypsl Aen AnmuHuctpauuu Hapo-PomuHckoro
MYHULIMNIAJTBHOTO paiioHa SBJSIOTCS Ha3BaHUS CTPYKTYPHBIX MOJpa3ieseHuii. B cBoaHOU
HOMEHKJIAType €Nl pa3felibl pacrojlaraloTcsi B COOTBETCTBUM C YTBEPKICHHOW CTPYKTYpOMl
Anmunuctpanuu Hapo-®oMUHCKOTO MyHUIIMTIATBLHOTO paiiOHa.



6.1.11. B HomeHknaTypy M€l BKIIOUYAIOTCS 3arojlOBKU JeJl, OTPaKarolue BCE
JOKYMEHTUpYEMbIe y4acTKu paboTel AamunHuctpanuun Hapo-OoMHHCKOrO MYHUIHUIATLHOTO
paroHa.

B HOMeHKIaTypy /e He BKIIOYAIOTCS IEPUOIUUYECKHIE U3/1aHuUs.

6.1.12. I'pachbl HOMEHKIATYP A€ 3aMOIHIIOTCS CICAYIOIIMM 00pa3oM.

B rpadge 1 HOMEHKIATYpBI Je)1 MPOCTABISAIOTCA MUHIEKCHI KaXI0TO Jela, BKIIOUYEHHOTO B
HOMEHKJIaTypy. MHAEKC 1ena COCTOMT M3 YCTaHOBJIEHHOro B AjaMunHuctpauuud Hapo-
DOMHUHCKOI0 MyHHUIIMIIATILHOTO paiioHa udpoBoro 0003Ha4eHHs CTPYKTYPHOTO MOIpa3iesieHus
U TOPSIKOBOIO HOMEpa 3arojloBKa Jielda II0 HOMEHKJIAType B IIpeAeiax CTPYKTYpHOTO
noapazaenenus. MHmekce! nen o6o3HavaroTcest apadckumu mudpamu. Hampumep: 12-05, roe 12 -
0003Ha4YeHHE CTPYKTYpHOro nojpaszzaeneHusi, 05 - mopsaKoBbli HOMEp 3arojioBKa Jena IIo
HOMEHKJIAType.

B HOMeHKIIaType e peKOMEHIyeTCsl COXPaHATh OJIMHAKOBBIE MHJEKCHI JIJIsi OJTHOPOJIHBIX
Jel B Ipeaenax pas3HbIX CTPYKTYPHBIX MOJApa3feNieHui; g MepexXonsiuX el HHJIEKC
COXpaHsIeTCs.

B rpady 2 HoMeHKIaTyphI 1€ BKIIOYAOTCS 3ar0JIOBKH e (TOMOB, YacTeil).

3aroJIoBOK Jieia JOJDKCH YeTKO, B 0000IEeHHOM opMe OTpakaTh OCHOBHOE COJIEpPIKaHue U
COCTaB JOKYMEHTOB JIefia.

Ecnu neno, BkioyaeMoe B HOMEHKJIATYpy JI€1, COCTOMT M3 OJMHAKOBBIX BHUJOB WU
Pa3HOBUAHOCTEH JOKYMEHTOB, B 3aroJIOBKE TaKOTO Jela yKa3blBaeTCs HAaMMEHOBAaHHE BHUJIOB
JIOKYMEHTOB, HallpUMeED:

PacrniopsikeHust 1o OCHOBHO# J1€ATEIbHOCTH.

He nomyckaercss ymoTrpebieHHe B 3aroyioBKe Jeja HEKOHKPETHBIX (HOpMyITUpOBOK
("pasznple Matepuanbl”", "oOmas mepenucka' W T.A.), a TAaK)KE BBOJHBIX CIIOB M CIIOXHBIX
o0opotoB. He nonyckaercsa ynorpedieHue COKpAIEHHBIX CIOB M COKPAlICHHBIX HAMMEHOBAaHUI
CTPYKTYPHBIX MOAPA3ACIICHUM.

3aroloBOK  Jieda  COCTOMT M3  JJEMEHTOB, pacrlojaraéMblx B  CleAyroulei
MOCNIeI0BATEIHbHOCTU: Ha3BaHME BHJA Jena (Mepenucka, KypHal U T.JO.) WIH PasHOBUIHOCTH
JIOKYMEHTOB (IIPOTOKOJIbI, TIPUKA3bl U T.JI.); Ha3BaHWE OpraHu3almu « AnMuHuctpanus Hapo-
@DOMUHCKOTO MYHUIMIIAIBHOTO pailOHa» WM CTPYKTYPHOrO MOJpa3feieHus (aBTop
JIOKYMEHTA); Ha3BaHME OpraHM3alMM, KOTOpPOM OyayT ajJpecoBaHbl MM OT KOTOpPOM OyAyT
MOJTyYeHBbl JIOKYMEHTHI (aapecaT WM KOPPECIOHACHT TOKYMEHTA); KpaTKOe COAepKaHHe
JOKYMEHTOB JieJa; Ha3BaHUE MECTHOCTU (TEpPUTOPHM), C KOTOPOHl CBSI3aHO COJEp)KaHUE
JTOKYMEHTOB JieJia; 1aTa (Mepuo1), K KOTOPHIM OTHOCSITCS TOKYMEHTHI JieNa.

B 3aromnoBkax jen, coiepXaliux JOKYMEHTHI IO OJHOMY BOIPOCY, HO HE CBSI3aHHBIX
MOCNEOBATEIbHOCTRIO HCIIONHEHHUS, B KauecTBE BHJA Jela YHIoTpeOisercs TepMUuH
"MOKyMEHTHI", a B KOHIIE 3aroJioBKa B CKOOKaX YKa3bIBAIOTCSI OCHOBHBIE DPA3HOBUIHOCTH
JIOKYMEHTOB, KOTOPBIE JOJKHBI OBITh CTPYNIIUPOBAHBI B Aele (TUIaHbl, CIIUCKH, TOKIAbl U T.1.),
HanpuMep:

JIOKyMEHTBI O PacCMOTPEHHH OOpaimleHuil TpaxaaH (0030pbl, CBOAKH, AHAIUTUYECKUE
CIIPaBKH).

B 3arosioBkax e, coiepikallux MEpPenucKy, yYKa3bIBaeTcCs, ¢ KEM U MO KaKOMY BONPOCY
OHa BeJIeTCsl.

B 3aronoBkax nen, cojep)KallMx MEPenucKy € OJHOPOJHBIMU KOPPECHOHACHTaMH,
MOCJIeIHUE HE YKa3bIBAIOTCS, a yKa3bIBaeTCs UX O0Ilee BUI0OBOE HAa3BaHUE, HAIIPUMED:

«Ilepenucka ¢ apXUBHBIMU YUPEKICHUSMH O ...»

B 3aromoBkax Jen, colep)kalMX IEpPenucKy € pa3HOPOJHBIMH KOPPECIIOHIAEHTAMU,
MOCJIEAHNE HE NIEPEUHNCIIAIOTCS, HAaIPUMeEp:

«[lepenucka o HarpaxaeHUN paOOTHUKOB, TPUCBOECHUH MTOYETHBIX 3BAaHUIL.»

B 3aronoBke jgena yka3pIBaeTCsi KOHKPETHBIM KOPPECIOHJIEHT, €CIM MEPenucKa BeaeTcs
TOJIKO C HUM, HallpuMep:



«Ilepermucka ¢ TocymapcTBeHHOM (¢uHaHCOBOW akanemueil mnpu IlpaBuTenbcTBe
Poccuiickoit denepanyu mo Borpocam MOArOTOBKU KaJIpPOB»

[Ipu o6o03HAaYeHWH B 3arojiOBKax JeJ aJIMHUHHCTPATUBHO-TEPPUTOPUAIBHBIX EIMHUI
YUHUTBIBAECTCS CIEAYIOIIEE: €CIU COJAEpKaHUE JieJa KacaeTcsi HECKOJBbKUX OJHOPOIHBIX
aJMMHHMCTPATUBHO-TEPPUTOPHAIIBHBIX €UHMIl, B 3aroJIOBKE Ji€Ja HE YKa3blBalOTCAd HX
KOHKpETHBIC Ha3BaHUs, a YKa3bIBaeTCsl UX 001ee BUOBOE Ha3BaHUE, HAIIPUMeED:

«Ilepenucka ¢ raBaMu aJMUHUCTPALUMIl TOPOJCKUX U CEIbCKUX IIOCEJIEHUH O
0JIarOyCTPOMCTBE TEPPUTOPHIN.

Ecnu comepxkanue nena xacaercs OJHOM aJIMMHHMCTPATHUBHO-TEPPUTOPUATIBHOM €IMHMIIBI
(HaceJeHHOro MyHKTa), ee (€ro) Ha3BaHUE YKa3bIBaeTCA B 3ar0JIOBKE Jelia, HalpuMep:

«[Tepencka c MOVYI1] «HaxaOuHO» 10 BOMPOCAaM MOATOTOBKH KaJPOBY.

B 3aronoBkax gein, copepanux IJIAHOBYHO WJIM OTYETHYIO JTOKYMEHTAILUIO, YKa3bIBAETCS
nepuoy (KBapTai, roJ) Ha (3a) KOTOPbIN COCTaBJIEHbI IUIaHbI (OTYETHI), HAIPUMED:

«["ooBBIE TITAHBI (PUHAHCOBBIX MEPOIPHUITHII.

«["o10BBIE CTATHCTUYECKUE OTYETHI O PACX0/1aX HA COJEP)KAHUE aBTOTPAHCIIOPTa.

Ecnu neno Oyzaer cocTosiTh U3 HECKOIBKMX TOMOB WJIM YacTei, TO COCTaBIsieTcs] 0Ouit
3aroJIOBOK JIeJia, a 3aTeM IPH HEOOXOJMMOCTU COCTaBIISAIOTCS 3ar0JIOBKHM Ka)/10ro ToMa (4acTH),
YTOUHSIOIINE COAEPKAHUE 3ar0JI0OBKA Jiea.

3aroJoBOK MPHJIOKEHHUS K Jeily, Cc()OpPMHUPOBAaHHOTO B OTACIBHBIA TOM, JIOJDKEH
COOTBETCTBOBATh 3ar0JIOBKY MOMEUIEHHOTO B 3TOT TOM JOKYMEHTA.

[Topsaox pacrosioKeHust 3aroJIOBKOB JIEJI BHYTPHU Pa3AeiioB U MOAPa3/1€I0B HOMEHKIATYPbI
Jle]l yCTAHABJIMBAETCS €IMHBIA Il BCEX CTPYKTYPHBIX MOAPA3ACIICHUA M OHpelesieTcs
CTENEHbI0 BaXXHOCTU JOKYMEHTOB, COCTaBISIOIIMX Ji€Ja, MX B3aUMOCBsA3bl0. B Hauane
pacroJiararoTcs 3arojJoBKU €, COJAEp Kalllieé HOPMATUBHBIE MPABOBbIE M PACHOPSAIUTEIbHBIC
aKThl, IJJAHOBO-OTYETHAasT M AaHAJUTHYECKas JOKYMEHTalus, IEperucKa, PerucTpalnvoHHO-
KOHTpOJIbHBIE (DOPMBI, HOMEHKJIaTypa jeid. B 3arosoBkax e, COAEp:KalIUX IEPernucKy ¢
Pa3HOPOAHBIMU KOPPECTIOHEHTAMHU, ITOCIEAHNE HE IEPEUUCIIIOTCS, HallpUMep:

"ITepenucka 00 opraHu3al CEMUHAPOB M COBELIAHUHN 110 BOIPOCAM JIOKYMEHTHPOBAHUS
yIpaBJIeHYECKON JesITENbHOCTH" .

JU1s BHOBB 3aBOJMMBIX JI€] B KaXJIOM pa3Jielie HOMEHKJIATyphl OCTaBIISIOTCS PE3EPBHbIE
HOMepa.

3aroJ0BKH JIe]1 MOT'YT YTOUHAThCA B Iiporiecce popMUpOBaHUS U 0(OPMIICHHS JIEI.

I'paca 3 HOMEHKIATYpBI 1€ 3aIOJHAETCS 10 OKOHYaHUH KaJIEHJApHOTO To/1a.

B rpade 4 yka3bIBatoTCsl CpOK XpaHEHHsI Jiefla, HoMepa cTaTel 1o NepedHIo (TUIIOBOMY HJIH
BEJIOMCTBEHHOMY), a MpPU €ro OTCYTCTBHM - 10 THUIIOBOW WJIM MPUMEPHONM HOMEHKJIAType Jel,
WIM COTJIAaCOBaHHBIA ¢ [JIaBHBIM apXWBHBIM  yIlpaBieHHEM MOCKOBCKON 00JacTH, CpPOK
XpaHEHUS.

B rpade 5 '"lIpumeuanue" yKka3bIBalOTCS HA3BaHUS TMEpeYHEH JOKYMEHTOB,
WCIIOJIb30BAHHBIX TPH OINpPEAEIEHUH CPOKOB XpaHEHHs Jell, MPOCTaBISIOTCS OTMETKH O
3aBEJICHUU JIeJ, O IEpEeXoAsAIInX aenax (Hanpumep, nepexoasiaee ¢ 2010 r.), 0 BbIAEIEHUH A€ K
YHUUYTOXKEHHUIO, O JIMIaX, OTBETCTBEHHBIX 3a (JOPMHUPOBAHUE JIed, O Mepeaaye Jen B JIpyroe
CTPYKTYPHOE MOAPA3JIEIeHNUE I IPOJOJIKEHHS U AP.

6.1.13. Ilo okOHYaHMM TOJa B KOHIE HOMEHKJATYPHI JEJ JAEIACTCS UTOTOBasl 3alUCh O
KOJIMYECTBE 3aBEJCHHBIX JIEN (TOMOB).

6.2. ®opmupoBaHue aes

6.2.1. Jlena dopMHupyIOTCS B COOTBETCTBUM C HOMEHKIATYpOWl Jied, a TaKxkKe C
COOJTFO/IEHNEM TIPUHIIMIIOB CHCTEMATU3allMU JOKYMEHTOB M MX pacrpenesieHus (TPpyIIupOBKH)
Ha Jejla MOCTOSHHOro, BpeMeHHoro (cBbimie 10 sier) XpaHeHWs, B TOM YHCIE Ha Jeja IO
JUYHOMY COCTaBY, M Ha JieJia BpeMeHHOTo (10 10 jeT BKIIOYUTENbHO) XpaHEHUS.
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6.2.2. Jlena B Anvunucrpauuu Hapo-®OMHMHCKOr0 MYHHULIMNAIBHOIO —paloHa
bopMUPYIOTCS JICLIEHTPAIIM30BAHO B CTPYKTYPHBIX MOAPA3/IEICHUSIX.

@opMupoBaHUEM €1 B CTPYKTYPHBIX MOJPA3JEICHUSX 3aHUMAIOTCS COTPYIHHKH,
OTBETCTBEHHBIC 32 BeJICHUE JACONMPON3BOCTBA.

VcnonHeHHbIe U 3aKOHUCHHBIE JEJONPOU3BOACTBOM JIOKYMEHTHI TOJKHBI B 10-THEBHBII
CPOK CllaBaTbCid HCIIOJHMUTEIEM, B 3aBUCUMOCTH OT TPUHATOM CHCTEMbI BEICHHS
JIeNIOTIPOU3BO/ICTBA, B OOIIMH OTAENT WIM CIEIHaTUCTaM, OTBETCTBEHHBIM 3a BEICHHE
JIEJIONPOU3BOJICTBA B CTPYKTYPHBIX MOJApa3JesieHusx, s ¢opMupoBanus ux B aena. Homep
Jiena, B KOTOpoe JOJDKEH OBITh MOIIUT JOKYMEHT, ONpEIeNsieT PYKOBOIUTEIb CTPYKTYPHOTO
MoJIpa3/iesieHusl WU UCTIOJHUTEINb B COOTBETCTBUU C HOMEHKJIATYPOH Jedl.

KonTtpons 3a popMupoBaHueM Jen OCyIIecTBISETCS OOIIUM OTAETIOM.

6.2.3. Ilpu ¢popMupoBaHuU J1e71 B CTPYKTYPHBIX MOAPA3ACICHUIX HEOOXOIUMO COOJI0IATh
CIIEyIOIINE IPaBUIa!

MOMEIIATh B J€JI0 UCIOIHEHHBIE TOKYMEHTbHI, COOTBETCTBYIOIIHNE IO CBOEMY COACPIKAHHIO
3aroJIoBKY Jieja 10 HOMEHKJIaType;

MOMEIIAaTh BMECTE BCE JOKYMEHTBI, OTHOCAIINECS K pa3pelIeHUIO OJJHOTO BOIIPOCa;

MOMENIATh MPUIIOKEHUS BMECTE C OCHOBHBIMH JIOKYMEHTAMU;

IpyNNUpoBaTh B IO JOKYMEHTBl OJHOTO KaJ€HAApHOTO TroJa, 3a HCKIIOUYECHUEM
NepexoasaIuX e,

pa3fenbHO TPYNNUPOBAaTH B Jella JOKYMEHThI MOCTOSHHOTO U BpPEMEHHBIX CPOKOB
XpaHCHHUS;

BKJIIOUYATH B JIETIO 110 OJJHOMY 3K3EMIUISIPY KaXKJI0TO TOKYMEHTA;

MOMENIATh B Jiea (hakCorpaMMBl, TeJIerpaMMBbI, TeIe()OHOrpaMMbI Ha OOIINX OCHOBAaHUSX;

MOMEIIATh B JIEJIO TOKYMEHT, MPaBUIIbHO U MOJHOCTHIO 0(OPMIICHHBIN (JOKYMEHT JOKEH
UMETH JIaTy, TIOJIITUCH U IPYTHE PEKBU3UTHI);

HE TOMEIIaTh B JeJI0 JOKYMEHTHI, MOJUIeXkallde BO3BPaTy, JMIIHHE SK3EMIUIAPbI U
YEPHOBHUKH (32 UCKITIOYECHUEM 0CO00 IIEHHBIX);

no o0beMy Jielo He AOJDKHO mHpeBblmaTh 250 JUCTOB, MpH TOJIIMHE He Oosiee 4 cM
(TonmmmHa Aen co cpokaMu xpaHeHus 1o 10 ner He gomxkHa mpesbimatk 10 cm). [pu
NPEBBIILIEHUH JaHHOTO 00beMa 3aBOIUTCS BTOpoil ToM. [Ipyu Hanuuuu B /1e1e HECKOJIbKUX TOMOB
(uacTeil) WMHIEKC W 3arojOBOK Jeia IPOCTaBISIOTCS Ha KaXJOM TOME C J00aBJIEHHEM
o6o3nauenwmii: "T. 1", "T. 2" u 1.1.

JIOKyMEHTBI BHYTpPHU JeJla pacIoyiaraloTcsi CBEpXy BHU3 B XPOHOJIOTMYECKOM, BOIPOCHO-
JIOTMYECKON TIOCIIEJOBATEIbHOCTU MITH UX COUYETaHHH.

HopmatuBHBIE TIpaBOBBIC aKTHl M PACIIOPSIUTEIBHBIE TOKYMEHTHI TPYIITUPYIOTCS B Jea
0 BHJIaM ¥ XPOHOJIOTUU C OTHOCSIIIIUMUCS K HUM TPUITIOKEHUSMHU.

[IpoTokoibl B Jiese pacnosaraTcs B XpOHOJIOTHYECKOM MOPSAIKE IO HOMEPaM.

JIOKYMEHTBI K 3aC€TaHUsIM TPYIIUPYIOTCS B OTAEIBHOE /10 TaK JKe, KaK U MPUIOKEHUS K
MIPOTOKOJIAM, €CJIM OHHU cojiepkaT Oosiee 25 cTpaHuIl.

JIOKyMEHTBl K TPOTOKOJIaM, €CJIM OHH CrpPYNIHPOBaHbI B  OT/JENbHbIE JIelna,
CUCTEMATHU3UPYIOTCS BHYTPH Jieja 10 HOMepaM MPOTOKOJIOB.

[TonoxkeHus, ycTaBbl, UHCTPYKIIUU, YTBEPKIACHHBIE PACTIOPSAUTEIHHBIMUA JTIOKYMEHTaMHU,
SIBIISTIOTCSI IPHJTOKEHUSIMUA K HUM U TPYIITUPYIOTCS BMECTE C YKa3aHHBIMU JOKYMEHTaMH.

PacrniopskeHust IO OCHOBHOM J€ATENbHOCTH TPYIIUPYIOTCS OTAEIBHO OT PAacHopsHKEHUH
10 TUYHOMY COCTaBY.

VY TBep:KIeHHbIE TIaHbl, OTYETHI, CMETHI M IPYTHe JOKYMEHTBI IPYIIHUPYIOTCSA OTAEIBHO OT
UX TIPOEKTOB.

JIOKyMEHTBI B JINYHBIX JIeJIaX PACHOJIaraloTcs 0 Mepe UX MOCTYIIICHHUS.

OOpamienust (MpeanoKeHusi, 3asBICHUS U KaJoObl) TpaKAaH M BCE JIOKYMEHTHI MO UX
PacCMOTPEHUIO U MCIOJHEHUIO TPYNIUPYIOTCS OTACIBHO OT 3asBJICHUH I'paXkJIaH MO JHUYHBIM
BOIpOCam



[lepenucka rpynmupyercs, Kak NpaBWiIo, 3a MEPUOJ KaJICHJAAPHOTO Toja H
CUCTEMATHU3UPYETCS B XPOHOJIIOTUYECKOM MOCIIEeI0BATEIbHOCTU: JOKYMEHT-0TBET ITOMEIIAETCs 3a
JOKYMEHTOM-3arpocoM. IIpu BO30OHOBIEHUHM TMEPENUCKH 10 ONPEACICHHOMY BOIPOCY,
HAyaBILIEHCS B MPEIbIIYIIEM IOy, IOKYMEHThl BKIIOYAIOTCS B JIEJIO TEKYILIEro roja c
YKa3aHHWEM MHJEKca Jiea MpeaAbLAYyIero roja.

6.2.4 3akOoHYEHHBIE IEJIOMPOU3BOJICTBOM 3JIEKTPOHHBIE JOKYMEHTHI (POPMUPYIOTCS B JIeTa
(mamku, JOUPEKTOPUH) B COOTBETCTBUM C HOMEHKJIATypoul jaen AnmuHuctpauuu Hapo-
DOMHUHCKOT0 MyHHUIIMIIAILHOTO pailOHa, OTAEIBHO OT JOKYMEHTOB Ha OyMa)KHBIX HOCHUTESIX, Ha
JKECTKOM JIUCKE CIEeIHAIbHO BBIJCIICHHOIO0 KOMIIBIOTEPA.

6.3. Opranu3zanys TeKyumero XpaHeHust JeJ

6.3.1. llena co aHS MX 3aBeleHHUS 10 NEpeAayd B MYHUIUNAIBHBIA apXWB MM Ha
YHUYTOKEHUE XPAHATCS 110 MECTY UX (POPMHUPOBAHUS.

6.3.2. [lema cuuTarOTCA 3aBEJCHHBIMH C MOMEHTAa BKJIIOYEHHS B HHX IIEPBOTO
UCIIOJIHEHHOTO JIoKyMeHTa. Ilocie ucrnonHeHuss JOKyMEHTOB M OKOHYaHUs pabOThl C HUMH OHU
MOMEIIAI0TCs (TIOAIIMBAIOTCA) ISl o0ecTiedeHnsT (HPU3NIECKON COXPAHHOCTH B TBEPJIbIE 00I0KKH
WJIN TaNKU-PErucTpaTopsl.

6.3.3. B xa)10M CTPYKTYpHOM IO/Ipa3AeICHUN BBICISIIOTCS COTPYIHUKH, OTBETCTBEHHBIC
32 COXpPaHHOCTb JOKYMEHTOB M (OpMHUpOBaHME UX B Jena (Kak MpaBWIO, 3TO COTPYAHUKH,
OTBETCTBEHHbIE 3a JEJONPOU3BOACTBO). PykoBonuTenu mnojpasfeneHudl U yKa3aHHbIE
COTPYAHUKH 00€CIIeYNBAIOT COXPAHHOCTh JOKYMEHTOB U /€.

6.3.4. Jlna obecrieueHHst COXPaHHOCTH M ydeTa JOKYMEHTOB M JeJ, JAOCTyna K HHUM
IPOBOJIUTCS KOMILIEKC paboT:

CO3JIaHME ONTHUMAIBHBIX TEXHHUYECKUX ((U3UUECKUX) YCIOBUN XpPAHEHHUS JOKYMEHTOB U
e,

pa3MelieHue Je;

IIPOBEPKA HAIMYUS U COCTOSIHUSI JOKYMEHTOB U JIETT;

coOJTr0/IeHNE TTOPSAKA BbIIAUU JE.

6.3.5. [lena pa3memator B pabouumx KOMHATax WM CIELHaTbHO OTBEIEHHBIX AJIS ITOH
LIeJIM [TOMEIIEHUSAX B 3anuparoimuecs mKagbl, ceibl U T.11., 4TOObI 00ECIEYUTh UX COXPAHHOCTh
Y 3alIUTY OT BO3JECHCTBYS NBUIM U COJIHEYHOT'O CBETA.

Jllena B mkadax a8 MX ydera M OBICTPOro IMOWCKA PACIONIaratoTCsl BEPTUKAIBHO,
KOpEIIKaMM HapyXy U B COOTBETCTBMM C HOMEHKJIaTypoil nen. Ha kopemikax o0yoxek el
YKa3bIBAIOTCA WHAEKCHl MO HOMEHKJarype zen. HoMmeHkiaTypa el WM BBIIHCKa W3 Hee
MOMEIIAeTCsl Ha BHYTPEHHEH cTopoHe 1mKada.

[Ipu noucke kakoro-a1Md0 JOKYMEHTa BHayasle clieAyeT HalTH HY)KHBIIM 3arojloBOK Jiena, a
3aTeM 110 MHJIEKCY JIeNa - COOTBETCTBYIOIYIO MANKy Ha MOJIKE.

6.4.6. Jlema ngokyMeHTalnbHOTO  (hoHIA Anvunnctpaniuun ~ Hapo-®omuHCKOTO
MYHHUILIMIIAJIBHOTO ~ paiioHa, HaxoJslIMecs Ha TEKyIIEM XpaHEHWM, IOJUIeKaT Y4deTy.
Ilepnonnueckn, Kak MpPaBWIO, Mepel Iepeaadyed B MYHHIMNAIbHBIA apXWB, IPOBOJUTCS
IpOBEpKAa HAJIWYMA U COCTOSHHS JOKYMEHTOB M J€J B LENAX YCTaHOBJIEHHUS (PaKTUUECKOTrO
HaJIMYUs €] U COOTBETCTBUS UX KOJIUYECTBY, YUCISIIEMYCs 10 HOMEHKIIaType JIedl.

6.3.7. IIpoBepka HaM4Us U COCTOSHUS JOKYMEHTOB M JIeJ IPOBOJUTCS MPH MEepEeMELIeHUN
JIeJ1, TIPU BO3BpATE JIeJl, P CMEHE PYKOBOJUTENS CTPYKTYPHOTO MOApPa3IeIeHUs], PyKOBOAUTENS
o0miero oTnena, MpU peopraHu3alMd U JUKBUAAUMK  AamuHucTpaiuu Hapo-®oMuHcKoro
MYHUIIMIIAJIBHOTO pailoHa WM €ro CTPYKTYPHOTO MOJpa3ieIeHHUs.

IIpoBepka HamMuMs MPOBOAUTCS MYTEM CBEPKHM CTaTed HOMEHKJIATYpPBI JI€] C OMHCAHUEM
Jen Ha OO0JOXKe, a (U3NYECKOE COCTOSHUE [l OIpeneiseTcss MyTeM HX BHU3YalbHOIO
npocMoTpa. Bce oOHapykeHHBIE HENOCTaTKH (DPUKCUPYIOTCS B aKT€ NPOBEPKHM HAIUYUS U
COCTOSIHUSA €.



6.3.8. B ciyuae yrpaThl JOKYMEHTOB M J€JI IPOBOAUTCS CIy>)KeOHOE paccieloBaHue, 1Mo
pe3ysbTataM KOTOPOTO JIMIIO0, BHHOBHOE B YTpaTe, HECET OTBETCTBEHHOCTh B YCTaHOBICHHOM
HOPSIZIKE.

6.3.9. Beimawa gpenm ApyruM  HOApa3AeiCHUSIM — NPOU3BOJAUTCS C  pa3pelleHHs
VYnpassromero  nenamMu.  Bepada  gen cOTpyaHHKAM  MOApa3AeieHUN Uit paboThI
OCYIIECTBIISICTCS TOJ pacnucKy. Ha BbelgaHHOE J€10 3aBOAMTCS —KapTa-3aMECTHTEIb,
noMeriaeMas Ha MECTO BBIJAHHOTO Jena. B Hell ykas3bIBaeTCsi CTPYKTYpHOE MOApas/esieHHe,
MHJEKC Jena, Jara ero BbIIaud, KOMY JeJO BBIJAaHO, Jara €ro BO3BpallCHUs,
npeaycMaTpuBaroTCs rpadsl Uil PAaCHUCOK B TIOJIYYEHUH U IIPHEME JIea.

6.3.10. [ena BbLIAIOTCS BO BpPEMEHHOE NOJH30BAaHHE COTPYJHHKAM CTPYKTYpPHBIX
NOJpa3JIeNIeHUil Ha CPOK He OoJiee OHOT0 MECsAIa U MOCTIe €ro HCTEUEeHUs OJIeKAT BO3BPATYy.

6.3.11. lupiM opraHam M OpraHU3alMsAM Jejla BBIIAIOTCS HA OCHOBAHUH MX IMHUCHMEHHBIX
3arpocoB ¢ pazpeuienus PykoBonutens Anmunucrpauuu Hapo-OOMHUHCKOrO MyHHIIUIIAIBHOTO
palioOHa MJIM €ro 3aMEeCTUTEIS, KypHPYIOIIEro BOIPOCH JAeTI0NPOU3BOACTBA, IO aKTaM.

6.3.12. Eciu oTnenbHbIe JOKYMEHTHI, YK€ BKIIFOUEHHBIE B JIEJI0, HaXOsIIeecs Ha TEKyIIeM
XpaHEHUH B CTPYKTYPHOM TOJpa3AeiIeHUH, BPDEMEHHO TPEOYIOTCS COTPYAHUKY, OHU MOTYT OBITH
BBIJIAaHBl M3 Je7la OTBETCTBEHHBIM 3a (OPMHPOBAHWE W XpaHEHUE JeN, a Ha HX MeCTO
BKJIQJIbIBACTCSl JINCT-3aMECTHTENb, C YKa3aHMEM - KOrjJa, KOMy M Ha KakoW CpOK BbIIaH
JIOKYMEHT.

6.3.13. U3psATHE [OKYMEHTOB U3 J€l1 IIOCTOSHHOTO XPaHCHMs JIOIYCKAaeTCs B
UCKJTFOUUTENIFHBIX CIy4asxX M IMPOU3BOAUTCS C paspemieHus PykoBomutens AIMUHHCTpanuu
Hapo-®oMHUHCKOTO MYHUIMIIAILHOTO pallOHAa C OCTAaBICHHWEM B JIelie 3aBEPEHHOM KOIUH
JOKYMEHTa ¥ aKTa O IPUYMHAX BBIIAYH MTOIJTMHHUKA.

1. HOpﬂIlOK nmepeaavyv 10KyMEHTOB Ha XpaHCHHUE B apXUB

7.1. JoxymenTtsl Anqmunuctpaunu Hapo-®oMUHCKOro MyHHUIIMIIAIBHOTO pailoHa SIBISIIOTCS
MYHUIIUNAIbHONH COOCTBEHHOCTBIO U IOCIE MPOBEIEHHs 3KCIEPTU3bl UX LIEHHOCTH B MOPSJIKE,
YCTAaHOBJIEHHOM [JIaBHBIM apXMBHBIM YIOpaBiieHHEM  MOCKOBCKOM 00JacTH, MOAJIEXAaT
o0s13aTeNIbHONM Tiepeiaye Ha NOCTOsiHHOe XpaHeHue B Hapo-DoMHMHCKHMH MyHMIMTAIbHBINA
apxuB Kak yacTb ApxuBHoro ¢ponaa Hapo-®oMHHCKOr0 MyHUIIMTIAIBHOTO paiioHa.

7.2. TlogroroBka JOKYMEHTOB M Jell K IepeJjaue Ha apXMBHOE XpaHEHHE M Ha
YHUUTOKEHUE IPETyCMaTPUBAET:

9KCIIEPTU3Y LEHHOCTH JOKYMEHTOB;

odopmIieHrE e,

COCTaBJICHHE OIMCEN JIEN IO pe3ysIbTaTaM 3KCIEPTU3bl UX LIEHHOCTH;

COCTaBJICHHE aKTOB HAa YHUUYTOXKEHUE IOKYMEHTOB U JI€J C UCTEKIIMMH CPOKaMHU XPaHEHHUSI.

7.1. DkcnepTH3a HEHHOCTH JOKYMEHTOB

7.1.1. DOkcnepTuza LEHHOCTHM JOKYMEHTOB - H3Y4Y€HUE JOKYMEHTOB Ha OCHOBaHHH
KPUTEPHEB MX LIEHHOCTH B IIEJISX OMpPEENCHHsI CPOKOB XPaHEHHs JOKYMEHTOB U 0TOOpa UX s
BKJIIOUEHUs B coctaB ApxuBHoro ¢onna Hapo-dOomMuHCKOro MyHUIIMNanbHOIO paiioHa.

7.1.2. DOkcmepTu3za LEHHOCTH JOKYMEHTOB B Anmunuctpanuu Hapo-domuHckoro
MYHUIUIIAJBHOTO paiioHa Ha CTaAud JEJIONPOM3BOJCTBA IPOBOJIUTCA: IPH COCTABICHUU
HOMEHKJIATyphl JIeJ; B Ipolecce (pOpMHUPOBAaHUS el U NMPOBEpPKE MPABUIBHOCTH OTHECEHUS
JIOKYMEHTOB K JI€JIaM; IIPH MMOArOTOBKE JIE] K Iepeiaye B apXHB.

7.1.3. Jlna opraHuzanuMd ¥ TNPOBEAEHUS DKCHEPTHU3Bl IIEHHOCTH JOKYMEHTOB B
Anmunuctpauuu  Hapo-®oMHHCKOTO MYHHUIIMIAIBHOTO paiioHa CO3JaeTcs IOCTOSHHO
JeMcTBYIOMIAs AKCIEepTHAs KOMUCCHS ( Jjajiee — SKCIEepTHasi KOMUCCHS) U, TIPU HEOOXOIMMOCTH,
JKCIIEPTHBIE KOMHCCHMM B CTPYKTYPHBIX IOAPA3[EICHUAX, ACUCTBYIOIIME HA OCHOBAHHUHU
IIOJIOKEHUH, YTBEPKIAEMBIX, COOTBETCTBEHHO, pacnopsKEHUEM PykoBogurenem



Anmunuctpainuu  Hapo-®OMHMHCKOTO  MyHMIMIIAIBHOTO — pailoHa MM PYKOBOJUTEIEM
CTPYKTYPHOTO NOAPA3ACICHUS.

7.1.4. DxcnepTusza LEHHOCTH JOKYMEHTOB IIOCTOSIHHOIO M BpPEMEHHOIO XpPaHEHUs
OCYILECTBIISICTCSI €KETOJHO B CTPYKTYPHBIX MOpPa3e/IeHUsIX PAOOTHUKAMH, OTBETCTBEHHBIMHU 32
BEJICHUE JIE€JIONPOU3BOJICTBA, COBMECTHO C  3KCHEPTHOM KOMMCCHEH IO/ METOJUYECKUM
PYKOBOACTBOM MYHHLIHIAIBHOIO apXUBA.

7.1.5. Ilpu mpoBeAEHUU SKCIEPTU3bI IICHHOCTU JTOKYMEHTOB OCYLIECTBISIETCA OTOOp Jen
IOCTOSIHHOTO M BpeMeHHoro (cBbime 10 jieT) XpaHeHus Uil nepefayd B MYHUIUNAIbHBIN
apxuB; 0TOOP JIeN ¢ BpeMeHHBIMU cpokamu xpanenus (10 10 ser) u ¢ momeTkoi "Jlo MUHOBaHWMS
HasloOHOCTH", MOJUIekAIUX JalbHEHIIEeMy XpPaHEHUI0 B CTPYKTYPHBIX MOJpa3leieHMsX, a
TaK)K€ BBIIECICHUE K YHMUTOXKEHHUIO €Nl 3a MPEAbIAyLIUE TOAbl, CPOKM XPAHEHUS KOTOPBIX
VCTEKIIH.

7.1.6. OTOOp MOKYMEHTOB Ui MOCTOSHHOTO XpaHEHHS MPOBOJUTCA Ha OCHOBAaHHH
3aKOHOJATEIbHBIX M MHBIX HOPMAaTUBHBIX IPaBOBBIX akToOB Poccuiickoit denepannu, nepeyHen
JIOKYMEHTOB C yKa3aHUEM CPOKOB MX XpaHEHHs] U HOMEHKJIATypbl Jes AnmuHuctpauuun Hapo-
DOMHMHCKOI0 MYHUIMIAIBHOIO paiioHa IIyTeM IOJMCTHOrO IpocMoTpa aenl. B gemax
MIOCTOSIHHOT'O XPAaHEHUs MOJUIEKAT U3BATHIO 1yOJIETHBIE IK3EMILISPbI JOKYMEHTOB, YEPHOBUKH,
Heo(hOpMIIEHHBIE KOITUM JIOKYMEHTOB M HE OTHOCSIIMECS K BOIIPOCY TOKYMEHTBI C BpEMEHHBIMU
cpokaMu XpaHeHHs. OKOHYATEIbHOE pELIEHUE M0 pe3yjbTaTaM JKCIEPTU3bl IIEHHOCTU
JIOKYMEHTOB IIPUHUMAET dKCIIEPTHAsT KOMUCCHS.

7.2. CocTaBjieHHe onucei AeJl MOCTOSHHOT0, BpeMeHHOro (cBbime 10 Jer)
XpaHEeHHUs ¥ MO JUYHOMY COCTABY

7.2.1. Tlo pe3ynbraTaM SKCIEPTU3bl IIEHHOCTH JOKYMEHTOB COCTaBJISIOTCSI OMUCH [
MOCTOSIHHOT0, BpeMeHHOro (cBblie 10 J1eT) XxpaHeHHs U el 10 JIMYHOMY COCTaBY, a TaK)Ke aKThl
O BBIJICJIEHUU /1€ K YHUYTOXKEHHUIO.

7.2.2. Onuce paen - apxXUBHBIM CHPABOYHHMK, COAEPXKAIIMHA CUCTEMaTH3UPOBAHHBIHI
nepeyeHb eIMHULl XpaHEHHUS apXUBHOTO (POH/A, KOJUIEKIIMY U IPeIHA3HAYeHHbIN JJI UX ydeTa U
packpelTusi conxepkanus. OtThenpHas ONWUCh MPEJCTaBiIseT CcoOOW MepeueHb Jen ¢
CaMOCTOSITEJIbHOW BajoBOM (MOPSIKOBOM) 3aKOHUEHHOM HyMeparuend. OCHOBOW COCTaBlIEHUS
ONMCEN Jel SBISAETCS HOMEHKIIAaTypa JIe.

7.2.3. OmHcyu coCTaBISIFOTCS OT/ACTBHO Ha Jefla TOCTOSTHHOTO XPaHEHUs; Jiejla BpEMEHHOTO
(cBpime 10 ;er) xpaHeHus; Aena Mo JUYHOMY coctaBy. Ha genma BpemenHoro (mo 10 ner)
XPaHEHUs OMHCH HE COCTAaBJISIOTCS.

7.2.4. B Apvmunucrpanun Hapo-DOMUHCKOTO MyHHIMNAIBHOTO paiioHa B KaXI0M
CTPYKTYPHOM IOJIpa3JIeICHUH ONKCHU Ha JieJia TTOCTOSIHHOTO XPaHEeHHsI COCTaBIISIOTCS €XKEr0THO
0]l METOJUYECKUM PYKOBOJCTBOM 00Iero ornaena. Ilo sTUM omucsM TOKYMEHTHI CHAlOTCA B
o0muii oTaer.

Onucu aen, NOATrOTOBIEHHBIE CTPYKTYPHBIMHU IOAPA3JIEICHUSIMH, CIIy’)KaT OCHOBOW JUIS
MOJTOTOBKA CBOAHOM omucu naen  Anvunuctpauuun Hapo-OoMUHCKOro MyHUIUTNAIBHOTO
paiioHa, KOTOPYIO TOTOBUT OOLIMI OTHEN U MO KOTOPOW OH CHAeT Jela Ha XpaHEHHE B
MYHUIIUTIAJIbHBIA apXUB.

7.2.5. Onucu fen CTpyKTYpHBIX TOJpa3IesIeHHil COCTABIISAIOTCS MO0 YCTAHOBJICHHOM (opme
(mpumoskerue Ne 29) v mpeACTaBIAIOTCS B OOIIMIA OTAE TpH Mepeade Ae  He MO3THEE YeM
qepes IATh JIET [I0CIIE 3aBEPILEHNUS el B JEIONPON3BOICTBE.
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7.2.6. B onucsx men yka3plBaeTcs TIOJTHOE JeHCTBUTENbHOE (0€3 COKpalieHuit)
HAaUMEHOBAHME CTPYKTYPHOIO TOJpAa3/AeieHHs, KOTOPOE BEIO Jela M 3aKOHYWIO HX
JIEJIONPOU3BOJACTBOM. B cilydasx, Korga CTpyKTypHOE IMOApa3/eleHUE B TEUEHUE MEepuoja, 3a
KOTOpBI BHOCSTCS Jejla B ONKCh, ObUIO IMEpeMMEHOBaHO (IpeoOpazoBaHO), MO MPEKHUM
HAaUMEHOBAHMEM ITUIIETCS €0 HOBOE HAMMEHOBAHUE.

7.2.7. OnucatenbHas CTaThs ONKCHU JI CTPYKTYPHOTO MOJIpa3iesieHus: UMEET CIe1yIoIIue
DJIEMEHTHI:

MOPSAIKOBBIM HOMED Jiera (ToMa, YacTH) 10 OIKUCH;

WHJIEKC Jiena (ToMa, 4acTH);

3aroJIOBOK JieJia (ToMa, 4acTH);

naTa jaena (Toma, 4acTH);

KOJMUYECTBO JIUCTOB B Jieie (TOME, YacTH);

CPOK XpaHEHus Jena.

7.2.8. Ilepen BHECEHHEM 3ar0JIOBKOB JIEJ B OMKCH IIPOBEPSIETCS KaueCTBO POPMHUPOBAHUS U
oopmnenus nen. B cnyyae oOHapyKeHUsT HApYIICHUH yCTAaHOBJICHHBIX MPaBUI (POPMHUPOBAHUS
U opopmIleHUs €Tl OHU YCTPAHSIFOTCS.

7.2.9. Ilpu cocTaBIeHUM OMTUCH JIeT COOJIIOIAl0TCS CIICTYIOIINE TPEOOBAHMS:

3aroJIOBKU JIeJI BHOCSITCS B ONKUCh B COOTBETCTBUU C IPUHATON CXEMOI cHCTeMaTU3alluy Ha
OCHOBE HOMEHKJIaTyphl JIEI;

KaXKJ10€ JIeJI0 BHOCUTCSL B OMTUCH TI0JI CAMOCTOSITENIbHBIM MOPSAKOBBIM HOMEPOM (€CIIH JIEJI0
COCTOMT U3 HECKOJIbKMX TOMOB (dacTeid), TO KaxXIplii TOM (4acTb), B TOM 4HCIE
chOpMUPOBAaHHOE B OTIENbHBIA TOM TMPWIOXKEHWE K [Ny, BHOCUTCA B OMNHUCH TOJ
CaMOCTOSITEJIbHBIM HOMEPOM);

MOPSAIOK HyMEpaluy JIeN B OTHCH - BAJIOBBI;

MOPSAJIOK IIPUCBOEHUS HOMEPOB OIUCSAM CTPYKTYPHBIX IMOAPA3JIEICHUN yCTaHaBIMBAETCS
10 COTJIACOBAHMIO C aPXUBOM,;

rpadbl ONMUCH 3aMOJIHAIOTCA B TOYHOM COOTBETCTBUUM C TEMM CBEICHUSIMH, KOTOpBIE
BBIHECEHBI Ha O0JIOXKKY J€TIa;

[P BHECEHUH B OIHUCH MOJPS JI€] C OJAMHAKOBBIMHU 3aroJIOBKAMU MHILETCS MOJHOCTBIO
3aroJI0BOK IEPBOTro Jieia, a BCe OCTalbHbIE OJTHOPOJIHbIE Aeia 0003HavyaroTes ciaoBamu "To xe",
IIPU 3TOM JAPYTU€ CBEJACHUS O JIeJaX BHOCATCSA B OMHUCH MOJIHOCTHIO (HAa KaXKI0M HOBOM JIUCTE
OTIHCH 3aroJIOBOK BOCIIPOU3BOMTCS MOJTHOCTHIO);

MHOTOTOMHBIE JieJla B ONMCh BHOCATCS IO MOPSAKY HOMEPOB TOMOB. B »TOM ciyuae B
OIMCH MUIIETCS HANMEHOBAHKE TOJIBKO IIEPBOr0 TOMA, 3 HAMMEHOBAHMSI BCEX OCTAJIBHBIX TOMOB,
€CIM OHHU TIOMEIEHBl Ha OJHOW cTpaHuile, oOo3Hauatorcs ciaoBamu "To xe". Ecim xe
HalMEHOBaHHE MHOTOTOMHOIO Jiela NepexXOoAUT Ha CIEAYIOIIUN JIUCT, TO HEOOXOIUMO
3aroJIOBOK Jiela TMOBTOPUTH MOJHOCTHIO. [IpM BHEceHHMHM B OMMCH MOCJIEIHEr0 TOMa IOCIe
HOMepa ToMa Jtobasisiercs cioBo "[locnennuit'.

B onucu mexny HauMeHOBaHUSIMH (3arojIOBKaMu) JIeJl OCTaBJIsIeTCsl HHTEpBall He MeHee |
CM.

I'pada ommmcu "lIpumeuanus" ucmonab3yeTcs ISl OTMETOK O TIPUEMeE /1€, OCOOEHHOCTSIX MX
(U3UUECKOro COCTOSIHMS, O Tepeaaye Jell APYrUM CTPYKTYPHBIM IMOJpa3/ieieHUsIM CO CChUIKOM
Ha COOTBETCTBYIOIIUM aKT, O HAJTUYUHU KOIHUH U T.1I.

B koHue omucu Beien 3a IMOCIEIHEH ONUCATENIBHOM CTaThed 3alOJHAETCS UTOTrOBas
3aMuch, B KOTOPOW YKa3piBaeTcs (UuMdpamMu U MPOMHUCHIO) KOJIWYECTBO 1€, YUCISAMIUXCS IO
OIKCH, TEPBBIA M TMOCIEIHUN HOMepa Jed MO OMUCH, a TaKKe OrOBAPHBAIOTCS OCOOEHHOCTH
HyMepalluu JIeJ1 B ONKCH (JIUTEPHBIE U TPOIMYIIICHHbIE HOMEPa).

7.2.10. Onuch Jnen CTPYKTYPHOTO TOJpA3JeNIeHUs] MOJMHMCHIBAETCS COCTaBUTEIEM C
YKa3aHHUEM €ro JOJKHOCTH, COTJIacoBbIBaeTCs ¢ pykoBoautenaeM CiyXObl JeI0nponu3BOJACTBA U
YTBEPKAACTCA PYKOBOJUTENIEM CTPYKTYpHOTO nojpaszaeneHus. Ilpu Hanuumm B CTPYKTYpHOM
MOJpa3JelIeHu  SKCIEePTHOM KOMHUCCHUHU OIKCh JeN J0 €€ YTBEpKICHHUS JOJDKHA ObITh
COTIJIACOBAaHAa C AKCIEPTHON KOMHUCCHUEH.



7.2.11. Onuch nen CTPYKTYPHOTO MOJpPA3NCICHUs] OpPraHU3allMHM COCTABISETCS B JIBYX
9K3EMIUISIpax, OAMH M3 KOTOPBIX IepelaeTcs BMecTe ¢ JelaMu B OOUMH OTAesie, a BTOPOM
OCTaeTCsl B KAYeCTBE KOHTPOJIBHOTO K3EMILISIpA B CTPYKTYPHOM mozapazjeneHuu. [Ipu nannuumn
B CTPYKTYPHOM MOJpPA3/EIE€HUN HKCIEPTHOM KOMMCCUHM OIUCh JEN COCTaBJIAETCS B TPEX
IK3EMILIApaX, TaK KaK OJUH AK3EMIUIIP OINUCH IEPENAETCs B SKCIEPTHYIO KOMUCCHUIO JUIS
pPacCMOTPEHHUS U COTTIaCOBAHMUSL.

7.3. Odopmienue aes

7.3.1. OopmieHue aena - HOArOTOBKA Jelia K XpaHEHUIO.

Jlena odopMIIIOTCS TPU HMX 3aBEACHUMU M IO 3aBepiieHuu roja. Odopmienue nen
BKJIIOUAET KOMILJIEKC paboT MO HMX TEXHUYECKOW oOpadOoTKe MU NPOBOAUTCS COTPYAHHKAMU
CTPYKTYPHBIX TIOJIpa3eIeHUi IPU METOINICCKONM TOMOIIIH U TTOJI KOHTPOJIEM O0IIero OTAea.

7.3.2. B 3aBHCHMOCTH OT CPOKOB XpaHEHHsS MPOBOAUTCS IOJHOE WJIA YaCTUYHOE
odopmnenue nen. [lomHomy odopMieHHIO MOATIEKAT JIeNa MOCTOSIHHOTO, BPEMEHHOTO (CBBIIIE
10 net) xpaHeHuss U mo JU4HOMY cocTaBy. IlonmHoe odopmieHue aena mperycMaTpUBaeT:
odopmIIeHHE PEKBU3UTOB OOJIOKKHU Jejia 1o ycTaHOBIeHHON (opme ( mpumnoxkenue Ne 30);
HyMEpaIuoo JKCTOB B J€Jie; COCTAaBJICHUE JIMCTa-3aBepuTess jaena (npuioxkenue Ne 31);
COCTaBJICHUE B HEOOXOJUMBIX CIIydasx BHYTPEHHEH ONMMCH OKYMEHTOB jeia (mpuioxeHue No
32); NOAUIMBKY WU TIEPEIUIeT JeJia; BHECEHNE HEOOXOUMBIX YTOUHEHUHN B PEKBU3UTHI 00JI0XKKHU
Jena.

7.3.3. O6noxka (TUTYJIBHBIA JIUCT) JAeNa MOCTOSHHOrO, BpeMeHHOTo (cBeimie 10 1ner)
XpaHEHUs W M0 JUYHOMY COCTaBy OQGOpPMIISETCS IO YCTaHOBJICHHOW ¢opme. Hamnmucu Ha
00J105KKax /1e71 (TOMOB) CJIeyeT BHIMOJIHATH YepHUIaMu, pa30opunBo, 6e3 cokpanienuii. Ecnu Ha
00JIOKKY HaKJICWBACTCS THTYJBHBINH JINCT, W3TOTOBJICHHBIM THIOTPAQ)CKUM CIIOCOOOM, TO
HAAMKCHU HA HEM MOXXHO TedaTaTh. TUTYIBHBIA JUCT PEKOMEHIyeTCsS HAKIEUBATh C HAKIIATKOM
KJIesl Ha BCIO TIOBEPXHOCTh JICTA C T€M, YTOOBI IO HUM HE 00pa30BhIBAJIOCH IYCTOT.

7.3.4. Ha o0noxke Jena yKa3bIBalOTCS PEKBU3UTHI: HAMMEHOBAHUE HCIOIHUTEIBHO-
pacops,ANTENILHOTO OpraHa MECTHOTO caMmoympasienus  (poHmooOpazoBarensi) (manee —
HCTIOTHUTENbHO-PACTIOPSIUTENbHBIH OpraH) u CTPYKTYpPHOTO noJipa3eneHus,
JIeJIOTIPOU3BOJICTBEHHBIA HOMEp (MHIEKC) Jena, 3arojioBOK Jefa; nara neia (Toma, 4YacTu);
KOJIMYECTBO JIUCTOB B JIEJIe; CPOK XPAHEHHUS JIeJia U HOMEP CTaThU IO MePEeUHI0; apXUBHbBIN MHdp
nena.

7.3.5. PexkBu3uThI, MpocTaBisieMble Ha O00J0XKE (TUTYIBHOM JIUCTE) JAeNa, OPOPMIISIFOTCS
CJIEIYIOIIUM 00pa3oM:

HAaUMEHOBAHHE HCIOIHUTEIBHO-PACIOPAIUTENILHOTO OpPraHa YKa3blBaeTCs MOTHOCTHIO, B
UMEHUTEIIEHOM TJIekKe, C yKazaHueM O(PHUITHAIIEHO MPHUHATOTO COKPAIEHHOTO HAMMEHOBAHUS,
KOTOpOE€ YKa3bIBaeTCsi B CKOOKax MOcCje MOJHOTO0 HauMEHOBaHMS. B ciydasx, Korjia B TEUEeHUE
roja, 3a KOTOPBIA TOTOBSATCS JeJIa, WCIIOJHHUTEIBLHO-PACTIOPSAUTEIBHBIA OpraH  ObLI
neperuMeHoBaH (peodpa3oBaH) U ATO HE BHI3BAJIO BOZHUKHOBEHHUSI HOBOTO (hOHI000pa3oBaTens,
I0JT CTApbIM €r0 HAWMEHOBAHKMEM ITHIIETCS © HOBOC HAUMEHOBAHKE,

HAaUMEHOBAHHE CTPYKTYPHOTO TIOJpa3felieHus: 3alHChIBAETCSl €ro Ha3BaHUE B
COOTBETCTBHUU C YTBEPKIECHHOU CTPYKTYpOH;

JIeNIOTPOU3BOICTBEHHBI HOMEp (MHAEKC) Jera: MmpocTaBisercs nudpoBoe oOO3HauUEHUE
(MHIIEKC) Aena I0 HOMEHKJIAType JeIT; €CIH JIeJI0 COCTOUT U3 HECKOIBKHUX TOMOB, TO Ha 00JIOXKKE
MEPBOrO TOMa YKa3bIBACTCS KOJIMYECTBO TOMOB JTOTO JIeNa, a Ha MOCIEAYIOIIHUX TOMaX - HOMEP
04YepeHOr0 TOMA, Ha TIOCJIETHEM TOME TI0CIIe €ro HoMepa 100aBIseTcs CI0BO "mocneaHui";

3aroIoBOK (HaMMEHOBAaHUE) JeNia TIEPEHOCUTCS M3 HOMEHKJIATYPHI Jell, COTJIACOBAaHHOU C
HKCIEPTHO-TIPOBEPOYHON KOMHUCCHEH QenepalbHOTO apxuBa (B HEOOXOAMMBIX CIydasix B
3aroJIOBOK BHOCSITCS YTOUHEHHS: HOMEpa TMPUKA30B, MPOTOKOJIOB U Jp.). 3arojioBOK jena
JOJIKeH OBITh KPaTKUM U B TO K€ BPEMs IOJHO PacKphIBaTh COJEp:KaHUE MOJIIUTHIX B JEJI0
JIOKYMEHTOB. B 3aroioBke yKa3bIBaIOTCS BHJIBI UMEIONIUXCS B JIeJie TOKYMEHTOB, UX aBTOP H TIO



KakoMy OHHM Borpocy. Eciiu HauMeHOBaHMe Jiefia He PaCKPBIBACT COAEPIKaHUE MOIIUTHIX B HEM
nokymeHToB ("Pa3nas mepenucka", "llepenmcka mo oOmum BompocaMm" W T.II.), COCTaBJISETCS
HOBOE HAaMMEHOBAHME, OTPAXKAIOIIEE COJEP)KAaHHE MOAIIUTHIX B JeJe JOKYMEHTOB, U OOJIOKKa
nena nepeodopmisiercs. Ecnu nmenmy Henb3s gath oqHO oOliee KpaTKoe HanMMEHOBaHUE, TO
3arojIOBOK COCTaBJISIETCS IMyTeM OOOOIIEHMS CXOAHBIX JOKYMEHTOB WM TEPEYHCICHUS
HauboJsee BaKHBIX;

Jara jaena: yKaspIBaroTCs roji(bl) 3aBeleHUS M OKOHYAHHsS JeJia B JEJIONPOU3BOICTBE.
Jartoit nen, coaepKaux pacnopsIuTeNIbHYI0 TOKYMEHTALUIO, a TakKKe JUIsl JeJ, COCTOSALINX U3
HECKOJIbKUX TOMOB (4YacTeil), SIBIAIOTCSA KpaiHWe AaThl TOKYMEHTOB Jela, T.e. AaThl (YHCIO,
MecCSI, TOJ[) PETUCTpallid (COCTABJICHHS) CaMOT0 PaHHEro W CaMOro IO3JIHEr0 JTOKYMEHTOB,
BKJIIOYEHHBIX B Jieno. [Ipu stom umcio (aByms mudpamu) u rog o0O3HAYaIOTCA apaOCKUMHU
nudpamMy, Ha3BaHHE Mecsla INHIIETCS clIoBaMU. Eciu B /170 BKJIIOYEHBI JIOKYMEHTHI
(IpUIIOKEHUSI U T.IL.), ATl KOTOPBIX BBIXOIAT 3a KpalHUE JNaThl Aeja, TO MOJ JaTaMu Jena, ¢
HOBOMW CTPOYKH JenaeTcss 00 3TOM 3amuch: "B 1ene uMeroTcs JOKYMEHTHI 3a ... Tof(bl)". JlaTer
Jiefia MOTYT HE YKa3bIBaThCS Ha OOJIOKKE /e, COAEpKAIMX, HAlpuMep, TOAOBHIEC IUIAHBI U
OTYETHI, TAK KaK OHU OTPAXKAIOTCS B 3arOJIOBKAX JIE.

Jnst nen, cOpMHPOBAHHBIX M3 JOKYMEHTOB IO HOMHHAJIBHOMY IMpPH3HAKY, TO €CTh IO
BUJIaM JIOKYMEHTOB (TIPUKa3bl, paCOPSIKEHUS, aKThl U T.I1.), IaTOM Hayaja Jieia sBIsSeTCs Jara
NOJIKMCAHUST WM YTBEPXKACHUS CaMOTO paHHEro IOKYMEHTa, a JaToOil OKOHYaHHs - Jara
noAnucanus (yTBEp>KISHHUS) CaMOT0 MO3/IHEr0 JOKYMEHTA.

JlaToii nena, coaepikailero mpoTOKOJIbI 3aCEJaHuM, SIBJIIETCA J1aTa YTBEPKICHUS (€CIIU OHU
YTBEPKAAOTCS) WM COCTABJICHUS MIEPBOTO U MOCIEAHETO MPOTOKOIA.

KpaitHumMu natamMu JUYHOTO JieNa SIBIISIIOTCS JAaThl MOJIMCAHUS MPHKA30B O TPUEME H
YBOJILHEHUU JIMIA, HA KOTOPOE OHO 3aBeleHO. B cimyuae cMmepTH nuia, Ha KOTOpPOE 3aBEICHO
JIeN10, KOHEYHOU JaTO| SIBISIETCS AaTa JOKYMEHTA, U3BEIIAIOIIEro O ero KOHYMHE, WK 3aIiCh 00
ATOM COTPYIHHUKA KaJIPOBOH CITYKOBI.

Jnst ;men, comeprkamux TEepenucKy, AaTOW Hadana Jena SBISETCS JaTa IOCTYIUICHHUS
MEPBOTO BXOJSIIErO WM JlaTa MEPBOrO MCXOJSIIETO0 JTOKYMEHTa, a AaTONM OKOHYaHHS - Jara
CaMoro TO3THETO BXOJSIIEr0 MM MCXOJSIIEro TOKyMEHTa HE3aBUCHMO OT MECTa HaXOXKICHUS
UX B JIeTIe.

KonnyectBo MpOHYMEpPOBAHHBIX B JEJe JIMCTOB MPOCTABISETCS HAa OCHOBAaHUM JIUCTA-
3aBepUTEN JIena.

PexBusut "Cpok xpaHeHus Jiefia ¥ HOMEp CTaTbU MepeyuHs" NepeHoCUTCs Ha O0JI0XKKY Jea
U3 COOTBETCTBYIOIIEH HOMEHKIIATYPHI JIe] MTOCIIE CBEPKU €ro CO CPOKOM XPaHEHUs!, yKa3aHHbIM B
NepevyHe TUIOBBIX JOKYMEHTOB WJIM B NEPEYHE AOKYMEHTOB, OOpa3yIOUIMXCS B JACATEIBHOCTH
Anmunuctpanuu Hapo-®oMHHCKOTO MYHUIIMTIATHHOTO pailOHa, C YKa3aHWEM CPOKOB XpaHEHUS
(TIpu BBeIEHUH B JICHCTBHE HOBBIX MEPEYHEN JOKYMEHTOB CO CPOKAMH XPAaHEHHS CTapble 3alrch
3aUEPKUBAIOTCSA, a CBEPXY WM PSJIOM MHIITYTCS HOBBIE JaHHBIE). Ha nemax mocTOSHHOTO
XpaHeHus nuuieTcs: " XpaHUTh OCTOSTHHO'.

ApxuBHbI mHpp nena (cocTouT M3 HoMmepa (hoHIa, HOMEepa ONMMCH W HOMepa Jena Io
OIMKCH) Ha OOJIOXKKaX e MOCTOSHHOTO XPaHEHHS MPOCTaBISIETCS YEpHWIAMH TOJIBKO ITOCIIE
BKJIIIOYEHUS OTHX Jel B TOJOBbIe pa3fenbl CBOAHBIX omuceil, yrBepxkaeHHbIx OIIK
COOTBETCTBYIONIETO (heIepaTbHOTO apXuBa (JI0 TOTO OH MPOCTABIISIETCS KapaHAAIIoM).

Ha o6noxkkax jen MOCTOSHHOTO XPaHEHUsS MPeyCMaTpPUBAECTCS MECTO JJIsi HAUMEHOBAHUS
MYHUIIUIIAIBHOTO apXWBa, B KOTOPBIA OyAyT TepeaaBaThCcsl JieNa, KOJOB MYHHUIIMITAIHLHOTO
apxuBa W AamuaHcTpanuu — Hapo-DoMmMHHCKOTO ~ MYyHUIIMIAIBHOTO  pailoHa 1O
Ob6mepoccuiickomy  knaccupukaropy  npenmpustuii  u  opranuzauuit  (OKIIO) wu
OO0mepoccuiickoMy  KJIacCH(HUKATopy OpPraHoOB TIOCYIapCTBEHHOW BIACTH W YIpPaBJICHHUS
(OKOTIY).

[To oxoHuaHUM TOJa B HAUCH Ha 00JOKKAX JE]l OCTOSTHHOTO U BpeMeHHOro (cBbimie 10
JIET) XpaHEHUs BHOCSTCS YTOYHEHHUS: MpPU HECOOTBETCTBUU 3arojloBKa Jell Ha OOJIOXKKe
COJICPKAHUIO MOIIUTHIX JOKYMEHTOB B 3ar0JIOBOK JIeJIa BHOCSATCS H3MEHEHHSI U JIOTIOJTHEHHUS.
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HaumenoBanus ¢ongooOpasoBatenss M TOApa3JeNeHus, TOJ M HOMEp Jiela MOTYT
IPOCTABIATHCS HA 00JI0KKE IITAMIIOM.

[IpaBunabHOCTH  OOpMICHHST OONOXKKM JeNla  yIOCTOBEpPSETCS MOIIKMCHIO  JIMIIA,
OTBETCTBEHHOTO 3a BEJICHUE JI€JIOIPOU3BOJICTBA.

7.3.6. B memsax oOecrmeyeHHs COXPAHHOCTH M 3aKPEIJICHUS TOPSAIKA PACIOIOKCHHS
JIOKYMEHTOB, BKJIIOUEHHBIX B [I€JI0, BCE €ro JUCTbl, KPOME YHCTBIX, JIUCTA-3aBEPUTEIS U
BHYTPCHHEH ONKCH, HYMEpYIOTCS B pa3BepHYTOM BHjae apabckumu nudpamu, BajoBOH
HyMepauueil. Yuctble JUMCTl U3 Jena u3bIMaroTcs (0e3 MOBpEXKAEHUs LEJOCTHOCTH Jena) U
YHUYTOXKAIOTCA. JIMCTBI HyMEpYIOTCSl MPOCTBHIM KapaHJAIIoOM CBEpPXy BHU3 B BO3pacTaloIeM
HOpsiIKE HOMEPOB, HaUMHas ¢ nepBoro. Ludpel npocTaBisAOTCS B IPaBOM BEPXHEM YIJIy JIMCTA,
HE 3aJ1eBas TEKCTa JJOKyMEHTOB. JIUCTBHI BHYTPEHHEH OMHUCH HYMEPYIOTCS OTJIEIBHO.

JIvcTel Jies1, COCTOSIIMX W3 HECKOJIBKMX TOMOB WJIM YacTe, HyMEpYIOTCS MO KaKIOMY
TOMY WJIM YacTH OTJAEIbHO, HayMHas ¢ nepBoro. [IpuinoxkeHws K Jeny, MOCTYNHBIIHE B
neperuiere, 0pOPMIISIOTCS KaK CaMOCTOSITEIbHbIC TOMA U TAK)KE HYMEPYIOTCS OTJEIIBHO.

JIOKyMEHTBI ¢ COOCTBEHHOW HyMepamuedl JMCTOB, B TOM YHCIIE I€YaTHbIC H3AaHUS,
HYMEpYIOTCSI B OOLIEM MOpPSJIKE WM COXPAHSIIOT COOCTBEHHYIO HyMepalHio, €cid OHa
COOTBETCTBYET MOPSIKOBOMY PACIIOJIOKEHHUIO JINCTOB B JIETIC.

dotorpaduu, YepTekKH, AUArpaMMbl M Jpyrue WIUIIOCTPATUBHBIE M crenuduyeckue
JOKYMEHTBI, TPEACTaBISIONINE CaMOCTOSTENbHBIN JHCT B Jelie, HyMEPYIOTCsS Ha 00OpPOTHOU
CTOPOHE B JIEBOM BEpXHEM YTIIy.

CrnosxenHblil uct 6ombiioro gopmara (popmara A3, A2) pazBopauuBaeTcss U HyMEpyeTCst
B IIPaBOil yacTu BepxHero nousisd aucra. [Ipu stom aucr moboro gopmara, MOAMIMTHIA 32 OAUH
Kpaii, HyMepyeTcsl KaK OJWH JIMCT; a JIUCT, CJIOKEHHBIN M MOAIIUTHIN 32 CEepeNHY, MOATICKUT
HepelInBKe U HyMEepyeTcsl KaKk OJIMH JIUCT.

JIuct ¢ Harmyxo HaKJIECHHBIMH JOKyMeHTaMH ((poTorpadusmu, BeIpe3KaMH, BHITUCKAMH H
Jp.) HyMepyeTcsi Kak OJMH JIMCT; B HMDKHEH YacTH MJIM Ha 000pOTEe TAKOTo JIUCTA JIeNaeTcs
OIKChH HAKJIEEHHBIX Ha HEro JOKYMEHTOB. Bo BHyTpeHHeH ONucH 1 B 3aBEpUTEIHLHON HA/IUCH B
KOHIIE Jella O TakuX JHMcTax jenaercss oroBopka. Hampumep: "Ha mmcre 6 Hakieeno 5
¢dortorpaduii corinacHo onucu Ha 06opoTe nucra'.

KapTbl U cxembl, CKIIeEHHBbIE U3 HECKOJBKUX JIMCTOB, HYMEpYIOTCS Kak oAMH jucT. Ha
TaKUX JINCTaX Ha 000pOTE MM CBOOOJTHOM OT TEKCTa MECTE yKa3bIBAETCS KOJMYECTBO JINCTOB B
ckielike. Bo BHyTpeHHel onucu U B 3aBepUTEIbHOM HAANKUCH B KOHIIE JIela O TAKMX JIUCTax
nenaetcst oroBopka. Hanpumep: "JIuct 7 - kapTa-ckieiika u3z 10 mmuctos".

Ecnu k 1OKyMeHTY (JIMCTY) MOJKIIEEHbI OTHUM KPaeM JIpyrue JOKYMEHTHI (BCTaBKH TEKCTa,
NIEPEBOJIBI, BRIPE3KH, CIIPABKHU U JIP.), TO KXl JOKYMEHT HyMEpYeTCs OTACIHHO, OUePEIHBIM
HOPSAKOBBIM HOMEPOM.

[TommmTeie B /10 KOHBEPTHI C BIOKCHUSMH HYMEPYIOTCS: BHadaje KOHBEPT, a 3aTeM
OUYepeHBIM HOMEpPOM KaKIoe BIIOKeHHE B KoHBepTe. HaunOonee 1eHHBIE B UCTOPUYECKOM H
XyJ0’)KECTBEHHOM OTHOILIEHUU JOKYMEHTHl (YepTeXd, pyKOmHcH, rpaduka U T.0.) HeE
MOJIIIMBAIOTCS, @ BKJIA/IBIBAIOTCS B KOHBEPTHI.

Ecnmu B HymMepanuu JIUCTOB JOMYIIEHO MHOTO OIIHOOK, BCE JETI0 HyMepyeTcs 3aHOBO. [Ipu
3TOM CTapbleé HOMEpa 3a4epPKUBAIOTCS OJHOW HAKJIOHHOW YEpTOW, W PsIOM CTABUTCS HOBBIM
HOMep JmcTa. B KOHIE Jenma cocTaBisieTcss HOBasi 3aBEpPHUTENbHAs HAINCh, TIPU 3TOM CcTapas
3aBepHUTEIbHAS HAIHCh 3aU€PKUBAETCS, HO COXPAHIETCs B JIeJIe; BHOCATCS TaKKe MCIPABICHUS
BO BHYTPEHHIOIO OITUCh, WIIN OITUCH COCTABIISIETCS 3aHOBO.

[Ipy HaMMUUU OTJAENBHBIX OMIMOOK B HyMEpalUH JIUCTOB B JeflaX MPH MOArOTOBKE MX K
cllaue B apXUB JIOIMYCKAETCs 10 COTJIACOBAHUIO C HUM YNOTpeOsIeHHe JIUTEPHBIX (C OYKBEHHBIMU
JIOTIOJTHEHUSIMU ) HOMEPOB JIMCTOB.

7.3.7. Tlocne 3aBeplIeHHsT HyMEpalMH JIMCTOB COCTaBISIETCS 3aBepUTENIbHAS HAJIHUCH,
KOTOpasi pacrojiaraercs B KOHIIE Jela. 3aBepUTeNbHAas HAJIHCh COCTAaBIISETCS B Jele Ha
OTJEJILHOM JIMCTe-3aBepuTelie Aena. B Hell nudpamMu M MpONKMChIO YKa3bIBAaeTCS KOJIMYECTBO
JUCTOB B JIaHHOM JieJie, OTMEYAaroTCs OCOOEHHOCTH OTHENBHBIX JOKYMEHTOB (YepTexXH,



dororpaduu, pUCYHKH © JOp.) U (DU3UYECKOTO COCTOSHHUS JTOKYMEHTOB (IIOMapkw,
Hepa300pUYNBBIN TEKCT, MOPBAHHBIC JIUCTHI H JIP.).

3aBepuTeIbHAS HAANNCH MOANKCHIBACTCS €€ COCTAaBUTENEM C yKa3aHHEM pacuIn(ppOBKU
HNOJIKMCH, JTOJDKHOCTH M JaThl cocTaBieHus. KonuuecTBo JMCTOB B Jefie MPOCTAaBIsAETCS Ha
00JIOKKE J1eJ1a B COOTBETCTBHHU C 3aBEPUTENHLHON HAIIHUCHIO.

Jlis ydeta JOKYMEHTOB OIPEEICHHbBIX KaTeropuil MOCTOSSHHOIO M BpeMeHHOro (cBbiiie 10
JeT) XpaHEHHs, y4eT KOTOPBIX BBI3BIBACTCSA CIEUU(PUKON MAHHOW JOKyMeHTanmuu (0cobo
LICHHbIE, JIMYHBIE JIeNa, JieNa ¢ JOKYMEHTaMH OrPaHHYE€HHOr0 JOCTYyNa U Jp.), COCTaBIISIETCS
BHYTPEHHSIS ONUCH JIOKyMEHTOB JIeTa.

7.3.8. BHyTpeHHss ONUCHh JTOKYMEHTOB Jlefla COCTaBJsETCS TakkKe Ha OOBbEMHbIE Jeia
IOCTOSIHHOTO W BpeMeHHoro (cBpime 10 5eT) XpaHeHus, eciu OHH C(HOPMHUPOBAHBI IO
Pa3sHOBUIHOCTSM JOKYMEHTOB, 3arOJIOBKM KOTOPBIX HE PAaCKPBIBAIOT KOHKPETHOE COJEpXKaHHE
JOKYMEHTOB, C IEJIbI0 y4yeTra W Oojiee OBICTPOrOo HAxXOXJAEHUS JOKYMEHTOB B 1ene. Bo
BHYTPEHHIOIO OIUCh MOMHUMO JOKYMEHTOB, IMOALIUTHIX B €70, TOJKHBI ObITh BHECEHBI U BCE
NPUJIOKEHHUS, OTHOCSIINECS K HEMY.

JIucTel BHYTpEHHEH omucu MOALIMBAIOTCS B Havyaye Jena. Ecnu aeno mepemieTeHo uiu
noamuTo 0e3 OllaHKa BHYTPEHHEH OMUCH TOKYMEHTOB, TO COCTaBJICHHAs IO YCTaHOBIICHHOMN
dopme onuch NOJKIEUBACTCS 32 BEPXHUI Kpall K BHYTpEHHEW CTOPOHE JIMIEBOM 00JI0KKHU JAea.

Heo0xoauMocTh cocTaBiieHUs BHYTPEHHEH ONHMCH JOKYMEHTOB Jiella OTIEIBHBIX JIe
onpenensercss MHCTpyKIue 1o aenonpon3BoCTBY.

BHyTpeHHAs oOmHMCh JOKYMEHTOB Jefla COCTaBISieTCS HA OTACIBHOM JIHCTE TI0
YCTQHOBJICHHON (opMe, KOTopasi COAEPKUT CBEJCHHUS O MOPSAKOBBIX HOMEpax JOKYMEHTOB
Jena, UX WHAEKCaxX, Jarax, 3aroJioBKaX M HOMEpax JIMCTOB Jiela, Ha KOTOPBIX PAacCHOJIOXKEH
Kax/plii okyMeHT. K BHyTpeHHell onucH JOKYMEHTOB Jie/la COCTaBIISIeTCsl UTOroBas 3aluch, B
KOTOpOH yKa3bIBaeTCsi MU(paMH M TPOMHCHI0 KOJIMYECTBO BKIIOYCHHBIX B HEE JOKYMEHTOB,
NPUIIOKEHUH K 1€y M KOJIMYECTBO JIUCTOB BHYTPEHHEH ONMCH.

[Tpu n3MeHeHnn coctaBa TIOKYMEHTOB Jiefia (MU3bSTHH, BKIIOYEHUH TOKyMEHTOB, 3aMEHE X
KOMMSIMU U JIp.) 3T U3MEHEHUs OTpa)katoTcs BO BHyTpeHHel onucu B rpade "[Ipumedanue” co
CCBUIKAMH Ha COOTBETCTBYIOIIME aKThl M MPH HEOOXOIMMOCTH COCTABISIETCS HOBas MTOTOBas
3aIUCh.

BHyTpeHHSS ONHUCHh JOKYMEHTOB Jielia MOJIUCHIBAETCS COCTABHTENEM C YKa3aHUEM
pacmMppOBKU MOAMUCH, JODKHOCTH M JIaThl COCTABJIEHHMSI OMHCH U MPU HEOOXOIUMOCTH
CKpETUISeTCs TIeUaThio.

7.3.9. JIOKyMEeHTHI B Jiefax MOCTOSHHOIO, 0JroBpeMeHHoro (cBbime 10 jer) xpaHeHus u
[0 JIMYHOMY COCTaBy MOJNIMBAIOTCS HA YETHIPE MPOKOJA TPOYHBIMH HUTKAMH B TBEPAYIO
00JIOKKY M3 KapTOHA WM MEPEIUIeTaloTCs ¢ yYeTOM BO3MOXKHOCTH CBOOOJHOTO YTEHUS TEKCTa
BCEX JIOKYMEHTOB, JIaT, BU3 W PE3OJIONUA Ha HUX. TEKCT HE JOIKEH MOIXOIUTh K JIMHUHU
NOJIIMBKY (meperuiera) Onuxe 2 CM, a JUCThl HE JOJDKHBI BBICTYHATh 3a Kpas o0joxku. B
Ciydasix, KOTJa TeKCT Ha JOKYMEHTE pAaCIOJOKEH OJM3KO K Kparo JIMCTa, K TAaKOMY JIUCTY
MOJIKJIEMBAETCS MOJIOCKa OyMaru, 3a KOTOPYI0 JOKYMEHT MOJIIINBAETCs (eperuieTaeTcs) B Je0.

7.3.10. VYkazaHus TO HWCIOJHEHWIO IOKYMEHTa PYKOBOJICTBA, BH3bBI, COCTABJICHHBIC Ha
OTJENBHBIX JIMCTaX, Pa3MEIIAIOTCS Mepell JOKYMEHTOM, K KOTOPOMY OHM OTHOCSATCS, U B TaKOM
MOPSI/IKE TTOIIIMBAIOTCS B JIETO.

7.3.11. Ilpu moAroToBKE JieN K MOJIIMBKE (IeperieTy) MpoBepsieTcs MPaBHIBHOCTh UX
dbopMupoBanus, ohopMIICHHS, METAJUTMUECKHE CKperuieHusl (OyIaBKH, CKPETKH) U3 JOKYMEHTOB
YIASIOTCA.

B nemax TMOCTOSHHOTO XpaHEHWs TOJUIeKAT W3BATHIO JYyOJETHBIE OK3EMIUISIPHI
JTIOKYMEHTOB, YEPHOBUKH, HEO()OPMIIEHHBIE KOMUH JOKYMEHTOB M HE OTHOCSIIHECS K BOIPOCY
JOKYMEHTHI C BpEMEHHBIMU CPOKAMHU XPaHEHUSI.

7.3.12. Jlena TOCTOSIHHOTO XpaHEHUS, COCTOAIINE M3 JIOKYMEHTOB OCO0ON Hay4HO-
UCTOPUYECKOM, XyJ0KECTBEHHOM M MHOW LEHHOCTH MM HE(POpPMATHBIX TOKYMEHTOB (KapThl,
CXEMBI, IJIaHbI, YePTEeIKHU, (POTOCHUMKH U JIpYTrHUe JOKYMEHTHI OoybIIoro gopmara), B LEISIX HX



COXPaHHOCTH M yJOOCTBa MOJBb30BAHUS HE MOJIIMBAIOTCS B JIeNa, & XPAHATCS CIOKECHHBIMH B
3aKpBITBIX TBEPJBIX MalKax ¢ TpeMs KJalaHaMHU U C 3aBA3KaMHM WIM B KapTOHHBIX (QyTispax
(kopoOkax) B KadecTBe MpHIOKEHHWH K nenaM. Ha kaxayio mamky (KOpoOKy) COCTaBIsieTCs
BHYTPEHHSS ONUCh HAXOAIIUXCSA B HEH JOKYMEHTOB.

7.3.13. Ecnm B gmeno B xonae ero (GopMHUpOBaHUS ObUIM TOIIMTHI JIOKYMEHTHI C
pasIMYHBIMU CPOKAMHU XPAHEHUs, TO JIEJI0 PacIIUBaeTCs U (POPMUPYIOTCS HOBBIE J1€1a, UCXOIs
U3 CPOKOB XpaHEHHUs JOKYMEHTOB. lIpyM 3TOM HOKYMEHTBI ¢ MCTEKILIMMHU CPOKaMHM XpPaHEHHS
YHHUYTOXKAIOTCSA 110 aKTaM B YCTAHOBJICHHOM IOPSJIKE.

7.3.14. O06I0XKKY JIeN ¢ TOKYMEHTaMH, UCIIOJTHCHHBIMHU Ha CTaHJAPTHBIX JINCTAX, JOJKHBI
uMeTh pasmepsl 229 x 324 M. OONOXKH 1€l ¢ JOKyYMEHTaMH, H3TOTOBJIECHHBIMH Ha
HECTaHJIapPTHBIX JINCTaX, MOTYT UMETh pa3Mephl, COOTBETCTBYIOLINE pa3MepaM MOALIUTHIX B HUX
JMCTOB.

7.3.15. O6n0XKH /11 ¢ JOKYMEHTaMH, UMEIOIIMMU JITUTENbHbIE (25 1 Oosee JIeT) CpoKu
XpaHEeHHUs, JOJKHBI ObITh M3MOTOBJICHBI U3 TBEPJOrO KapToHa. [[ist 060keK 1en, claBaeMbIX Ha
rOCyJapCTBEHHOE XpaHEHHUE, IPUMEHSETCsl OECKUCIOTHBIN KapTOH.

7.3.16. Jlns npenoxpaHeHHsl JIOKYMEHTOB OT MEXaHMYECKOW IOpYdM Ha I[EepBOM U
NOCJIEAHEM JIMCTax Jieda, TOMa Iepe] MPOIIMBKONW HAKJIEMBAIOTCS MOJOCKH TOHKOIO KapTOHA,
yepe3 KOTOphIE U MPOITyCKAETCs IIHYP.

7.3.17. Ilpu oopmieHnn Aen MPUMEHSTh KaHUEIAPCKUHA (CHIIMKATHBINA) KIIeH, MydHOU U
KpaxXMaJIbHbIH KJIefcTephl HE CleyerT.

7.3.18. [lena BpemenHoro (1o 10 et BKIIOYUTEIHHO) XpAaHEHUS MOIJICKAT YACTUIHOMY
oopMIIeHHIO: JToTTycKaeTcs Jejla XpaHUTh B MaIlKax-CKOPOCIINBATENAX, MATKUX OOJI0XKKaxX, HE
IPOBOAMTH IEPECUCTEMATU3AlMIO JOKYMEHTOB B Ji€Jie, JHMCTBl JieJla HE HyMEpOBaTh,
3aBEpUTENIbHbIE HAJNMCH HE COCTaBIATh. PeKBU3UTHI OOJIOKKM Jefa 3aloJHSKTCS 110
YIPOILIEHHOH cxeme (0e3 MpOoCcTaBIeHMs ApXUBHOIO MK (pa, KOJIUYECTBA JIUCTOB B JIEIIE).

7.4. YHUUTOKEeHHE JOKYMEHTOB H /ieJl ¢ HCTeKIINMH
CPOKAMHU XPAHEHU

7.4.1. Pe3ynbrarthl OTOOpa IOKYMEHTOB K YHUYTOXEHHIO, CPOKHM XpaHEHUS KOTOPBIX
UCTEKJIM, 32 COOTBETCTBYIOIIMI NEpUOJl BpEeMEHU OQOPMIAIOTCS aKTOM O BbIIEICHUU
JIOKYMEHTOB K YHHUTOXeHHIO (Tipriioxkenne Ne 33).

7.4.2. Jlena BKJIIOYAIOTCS B aKT, €CJIM YCTAHOBJIEHHBINA JJI1 HUX CPOK XpaHEHUs MCTEeK K 1
SHBaps rojia, B KOTOPOM COCTaBJIEH aKT (Hampumep, 3akoHueHHsle B 2008 rony nena ¢ 3-1eTHUM
CPOKOM XpaHEHMsI MOTYT ObITh BKJIFOUEHBI B aKT, COCTaBJICHHBIH He paHee 1 sHBaps 2012 1.).

7.4.3. AKT O BBIJEIICHUH K YHUYTOKEHHIO JJOKYMEHTOB, HE TIOJISKAIINX XPAHEHHUIO, KaK
IIPaBWJIO, COCTaBJIAETCA Ha fAena Bced AamunHuctpanuu Hapo-DoMuHCKOro MyHHUIIMIAIBHOIO
paifoHa (IIpu 3TOM Jienia KaXKA0ro CTPYKTYPHOIO MOAPa3/IeieHHs] COCTABISIOT CAMOCTOSTENbHYIO
IpYIIy 3ar0JIOBKOB, a 3ar0JOBKH OJJHOPOAHBIX JIE]l, OTOOPaHHBIX K YHUUYTOXKEHUIO, MOTYT OBITh
BHECEHBI B aKT MOJ OOLIMM 3arojOBKOM C YKa3aHHEM KOJIMYECTBA JIeJl, OTHECEHHBIX K JaHHON
rpymIe).

7.4.4. OT60p NTOKYMEHTOB K YHUUTOXCHHIO U COCTaBJICHUE aKTa O BHIJCIICHUH JIOKYMEHTOB
K YHMYTOXEHUIO IPOU3BOJIUTCS IIOCIE COCTABJICHHSA CBOAHBIX ONHCEW [€1 IOCTOSHHOTO
XpaHEHHUsl 3a ATOT K€ Mepuoj (ONMHUCH M aKThl pPacCMATPUBAIOTCS Ha 3aceJaHUM IKCIIEPTHOU
KOMHCCHEN OJHOBPEMEHHO);

7.4.5. CornacoBaHHbIE OKCIIEPTHONH KOMHUCCHEH AaKThl YTBEPKIAIOTCS Y MPABIISIONINM
JIeIaMU TOJIBKO IOCJIE YTBEP)KIEHUS dKCIIEPTHO-IIPOBEPOUHON KOMHUCCHEN COOTBETCTBYIOILETO
MYHUIIMIIAJILHOTO apXuBa OMHUCEH /e TOCTOSIHHOTO XpaHEHUsI.

( B pea. Ne 606-p ot 30.12.2016)

7.4.6. Tlocne yTBepkaeHUsS YTPABISIONIMM JeJIaMd aKTOB O BBIICICHUU JOKYMEHTOB K
YHUYTOXXCHUIO, Jiela TepelaloTcss Ha mepepaboTKy (YTHIM3ALUIO) IO MPHUEMO-CAaTOYHOM
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HaKJIaJHOM, B KOTOPOM YKa3bIBAIOTCS JaTa Mepelayd, KOJIMYECTBO CHAaBAaEMbIX JI€l U BEC
OyMaxxHOW Makyjnatypbl (TOCJ€ YHUYTOXKEHHS JeJd B HOMEHKJIAType Jell  MPOCTaBISAETCS
OTMETKa «YHUYTOXKEHO» CM. aKT OT... No.." ¢ yKa3aHHWEM JIOJKHOCTH, (DaMUITUH, TIOITUCH JIHIIA,
OTBETCTBEHHOTO 3a Iepe/iauy Jiej Ha YHUUTOXKEHUE, U JIaThl).

(B pen. Ne 606-p ot 30.12.2016)

7.5. Ilepenaya jej1 Ha apXUBHOE XpaHeHHe

7.5.1.T1opsinok nepenayu Aell B apXuB, IPeayCMaTPUBAIOIINMA CIIEAYIOIINE YCIOBUS:

B MYHMLMIIAQIbHBIM apXMB MEpelalTcs Jeja MOCTOSIHHOro, BpeMeHHOro (csbiie 10 ser)
XpaHEHUs, BKIIIOYas Jieja 110 JINYHOMY COCTaBYy;

nepefaya JOKYMEHTOB B MYHHUIMIAIbHBIA apXWB MPOU3BOIUTCA IO YTBEP)KICHHBIM
OIMCSIM JIETT;

Jea  MOCTOSIHHOIO M BpeMeHHoro (cBeimie 10 JieT) XpaHeHHs TepelaloTcs B
MYHULIMIIAJIbHBIA apXUB HE paHee YeM 4epe3 roJl U He MO3JIHee YeM uepe3 3 roja mocie rojaa, B
KOTOPOM JIOKYMEHTBI ObLTM IIOMEILEHBI B J1€J10 HA XpPAaHEHHE;

Jiejla BpEMEHHOTo XxpaHeHus (1o 10 jer BKIIOYUTENbHO) Iepelaye B MYHULUIATbHBIN
apxuB, Kak IpaBWJIO, HE MOJUIeKAaT (OHM XPAHATCA B CTPYKTYPHBIX MOJApa3AeieHUSX M 10
UCTEUYEHUHU CPOKOB XPaHEHMsI MOJIEKAT YHUUTOKEHUIO B YCTAHOBJIEHHOM HOPSIKE);

nepezaya el B MYHUIMNAIbHBIA apXUB OCYILIECTBISIETCS IO IpaduKy, COCTaBICHHOMY
apXMBOM M  COIVIACOBAHHOMY C PYKOBOJUTENSMHU CTPYKTYPHBIX MOJpa3JeIieHud U
YTBEPXKJICHHOMY YTIPaBIISIIOILUM JI€IaMHU;

IIpUEM JI€J IPOU3BOAUTCS PAOOTHUKOM  MYHUIMIAIBHOIO apXWBa B MPHUCYTCTBUHU
pabOTHUKA CTPYKTYPHOTO IOJPAa3/eieHUsl C MPOCTABIECHHUEM B JIBYX JK3EMIUISIpaX OMUCH el
OTMETOK O HaJMYMU KaXJIOro Jeia (B KOHIE KaXJ0ro SK3eMIUISIpa ONUCH YKa3bIBaeTCs
KOJINYECTBO (aKTHUECKH NPUHATHIX e, JaTa MpueMa-nepeAayd JAed, a Takke MNOIIHCH
pabOTHUKAa MyHUIIMIIAJIBHOTO apXWBa U JIMLA, IEPEJaBIIEro Jena);

BMECTE C JEJIaMU B apXMB IEPEAAIOTCS PETUCTPALMOHHBIE KaPTOTEKNU HA JOKYMEHTBI U
(unu) mporpaMMHBIE CpelCcTBa U 0a3bl IaHHBIX, CojAepKalue MH(DOPMALMIO O PETUCTPALUU U
UCTIOJIHEHUH TEepeaBaeMbIX JTIOKYMEHTOB. 3arojioBOK KaXJOM KapTOTeKH WM 0a3bl JaHHBIX
BKJIFOUAETCS B OIUCH;

AClla M OIHMCH Ha CAaBa€MbIC JOKYMCHTBLI JOCTABJIAOTCA B apXWB COTPYAHHKAMH
CTPYKTYPHBIX IIOJpA3JEIEHUN C CONPOBOJUTENBHBIM IHCBMOM, B KOTOPOM YKa3bIBacTCs
KOJINYECTBO €I H OHHCGP'I, nepcaaBacMbIX B apXUB (OTBCTCTBCHHOCTB 3a COXPaHHOCTb
JIOKYMEHTOB IIPU TPAaHCIOPTUPOBKE U CAAYYy UX B apXHUB HECET CTPYKTYPHOE IOAPA3LCIICHHUE,
nepeaaroniee T0KyMEHTHI).

7.5.2. llpu nUKBUAALMU WIM PEOPraHU3alUMH CTPYKTYPHOTO TOJpAa3JeNieHUs] JIHILIO,
OTBETCTBEHHOE 3a BEJCHHE JEIIONPOM3BOJICTBA JAHHOTO CTPYKTYPHOTO NOApAa3/ENCHUs, B
HepuoJl MPOBEICHHS JTUKBUIAIIMOHHBIX MEPONPUATHI (POPMHUPYET BCE UMEIOIINECS TOKYMEHTHI
B Jena, odopMisieT nena U mepeAaer ux B apxuB Anmunuctpauun Hapo-®omuHckoro
MYHHUIUIIAJIBHOTO PailOHa, HE3aBUCUMO OT CPOKOB XpaHeHus. Ilepenada e ocylecTBiaseTcs o
OMUCAM J€J1 U HOMEHKJIAType Je.

8. Ilopsinok neiicTBHii MPU U3BATHH (BbIeMKH) T0KYMEHTOB OPraHaMH,
OCYLIECTBIAIIHMH ONIEPATUBHO-PO3BICKHYIO 1eATEJIbHOCTD, JO3HAHUE U
NpeABapuTeJIbHOE CJIEACTBHE

8.1. Hacrosmmii paspen MHCTpykumu 10 JEIONPOU3BOACTBY ONPENEISAET MOPSIOK
NEMCTBUN CIEUATUCTOB  CTPYKTYPHBIX IOJpa3feieHU M OTpacieBbIX OpraHoB (majiee -
CHELUATHUCTBI) IpU U3BATUU (BBIEMKHM) JIOKYMEHTOB OpraHaMH, OCYLIECTBISIOIIMMU
OIEPaTUBHO-PO3BICKHYIO JIE€ATENbHOCTh, JO3HAHME M IPEIBAPUTEIBLHOE CIIEACTBHE, a TaKkKe



COCTaB JIOKYMEHTOB, SIBJISIIOIIMXCS OCHOBaHMEM JJISI M3BSTHSA, U TOKYMEHTOB, (PUKCHPYIOIIUX
JAHHBIN (aKT.

8.2. I3bparue (BbIEMKa) JOKYMEHTOB  MOXET  IPOU3BOJAHUTHCA  OpraHaMu,
OCYILECTBIISIOIUMHU  ONIEPATUBHO-PO3BICKHYIO JI€ATENBHOCTh, AO3HAHWE U IPEABAPUTEIBHOE
CJIEJICTBUE.

8.3. U3bsaTHe (BbleMKa) TOKYMEHTOB IIPOM3BOAUTCS MPH MPEIbSIBICHUN TOCTAHOBIECHUS
cleloBaTeNs, peUIeHMs Cy/1a, CAHKLUU IIPOKYpopa.

8.4. OT060op HOKYMEHTOB, MOIJIEXKALIMX H3BATHIO, IPOBOJUT INPEACTAaBUTEIb OPraHa,
OCYIIIECTBIISIOLIETO ONEPATUBHO-PO3BICKHYIO JAESITEIBbHOCTH, JO3HAHHWE M INPEABAPUTEIBHOE
ciencTere. B xone otbopa UM cocraBisieTcss POTOKOJ BEIEMKH.

8.5. OroOpanHble 11 U3BATHA JOKYMEHTHI H3BIMAIOTCA M3 JEN CHEelHaIHCTaMH
CJIEIYIOILEM ITOPSJKE:

-J1€J10 PACIIUBAIOT;

-Ha OCHOBAaHUHU IIPOTOKOJA U3 Jiela U3BIMAIOT OTOOpaHHBbIE JOKYMEHTHI ( eciu
U3bIMAaEMBI JTOKYMEHT COJIEPXKHUT Oojiee OIHOTO JIMCTa, €ro CUIMBAIOT, HYMEPYIOT JIHCTHI,
JIeNIAl0T 3aBEepUTENIbHYIO HAAMUCh, CTABAT [1€4aTh);

-C U3BSATHIX JOKYMEHTOB CHUMAIOT KOIIHU;

-KOIIMH 3aBEPAIOT B YCTAHOBIECHHOM IOPSIKE;

-Ha MECTO M3BATHIX JOKYMEHTOB B JI€JO ITOMEIAIOT 3aBEPEHHbIE KOMUM JIOKYMEHTOB, a
TaK)K€ KOIHUIO IIPOTOKOJIa BBIEMKH;

-J1€J710 BHOBB CILIHBAIOT;

-0pOpMIISIFOT aKT 00 U3BATHHU MOUIMHHBIX JOKYMEHTOB (Tipriioskenue Ne 34).

B cnyuae u3bATHA nena LETMKOM, KONUPYIOTCS JOKYMEHTHI BCEro Jejla, U U3 HHX
(bopmupyeTcs Konus Jiena.

8.6. AKT 00 u3BATUM JOKYMEHTOB COCTaBIII€TCS B JBYX OK3EMIULIpax, IEpPBbII
DK3EMIUIIP aKTa IIOMEIAETCS B COOTBETCTBYIOLIEE J€J10, BTOPOM DK3EMIULIP IepenaeTcs
MPEJICTAaBUTENI0 OpraHa, MPOBOJUBIIETO OTOOpP JOKYMEHTOB JJisi U3biATUs. Bmecte ¢ akTom 00
U3BATUM B JIEJI0 TIOMEIIAETCSl IOCTAHOBJEHME cliefoBaTens (pelleHue cynaa, CaHKIUS
IIPOKYpOpa) O MPOU3BOJICTBE BHIEMKH JTOKYMEHTOB U AK3EMILISP MPOTOKOJIA BEIEMKH.

AKTBl 00 M3BATHUM HOJUIMHHBIX JOKYMEHTOB YTBEP)KIAeT 3aMecTuTeNnb PykoBomuTess
Anvunnctpanuun Hapo-DOoMHUHCKOTO MYHHMIIMTAIIBHOTO paioHa, MHOE JIMI0, KypHpYIolee
JTAHHOE HAIIPABJICHUE EATEIbHOCTH.

8.7. JlokyMeHTBI, H3bSTbIE B KadeCTBE BEUIECTBEHHBIX JIOKA3aTENbCTB, IOJJIEKAT
BO3BpATy B COOTBETCTBUHU C 4acThio 8 CT. 26 DexnepanbHoro 3akoHa ot 22.10.2004 Nel25-03
«O0 apxuBHOM Jiene B Poccuiickoit denepanum.

Jlnst perieHust BOIpoca O BO3Bpare JIOKYMEHTOB HEOOXOJUMO COCTaBUTh OOpalleHHE B
opras, MPOBOJUBIINNA BBIEMKY JIOKYMEHTOB, C IPOChOON yBenomMuTh AnmMuHuctpaunuto Hapo-
@OMHUHCKOI0 MyHMIMIIAJILHOTO paiioHa O Iepejfade Jena B CyJ WIM BO3BPATUTh JOKYMEHTHI B
cllydae IpeKpalleHus Jena. YKa3zaHHOe OOpallleHHEe COCTaBISETCS OJHOBPEMEHHO C aKTOM 00
W3BATUU TOJUIMHHBIX JOKYMEHTOB.

[Ipn nonyueHuM yBeIOMIIEHHS O TIiepeaaye Jejla B CyJ HeoOXOIUMO COCTaBUTh
aQHAJIOTUYHOE MHUCHMO C MPOCHOOM MpH NPUHATHM pPELICHHS O MpPEeKpalleHUuH Jesa HIu
BBIHECEHUS MPUTOBOPA PacCMOTPETh BOIMPOC O BO3BpaTe€ M3BATHIX JOKYMEHTOB Ha MECTO HX
XPaHEHUS.

[InceMO O BO3BpaTe [TOKYMEHTOB, H3BATBIX H3 apxuBa AnMuHHcTpauun Hapo-
@OMHUHCKOIO0 MYHHMIMIAIBHOTO palioHa WIM CTPYKTYPHOTO IOJPa3JelIeHUs IOANHUCHIBAET
3amecTuTeNb PykoBomuTens Anmunuctpanuu Hapo-OOMHHCKOTO MYyHHIIMTIAIBHOTO paiioHa,
KYpUpYIOIINH JaHHOE HAalPaBIEHUE JEATEIBHOCTH.

8.8. B memsax KOHTpOJiI 3a BO3BPAaTOM M3BATBHIX JOKYMEHTOB BENETCS HX Yy4YeT B
CHEIUAJIbHBIX JKypHaJaX ydeTa M3BATHIX IOMJUHHBIX JOKYMEHTOB (mpuioxeHue Ne 36).
BriBepka KypHasla Ha IIPEIMET BO3BpAaTa M3BATHIX NOKYMEHTOB IIPOBOJUTCS pa3 B IOJIYrOJUE.



Ecin Ha MOMEHT BBIBEpKH JOKYMEHTHI HE BO3BpAIEHBI, HEOOXOIUMO OOpPAaTUTHCS B OpraH,
BBIEMKY JOKYMEHTOB WJIU B COOTBETCTBYIOIIUMN CY/I.

8.9. Ilocne BO3BpallleHUsSI U3BATHIX JOKYMEHTOB B AnMunuctpanuio Hapo-domuHckoro
MYHUITUIIAJILHOTO pailoHa WM OTpacieBOM opraH mo akTy (mpuioxkenwe Ne 35), mena
MOMEIIAIOTCA HA MECTO UX XPAHEHHUS, OT/EIbHbIC MOUIMHHBIC JOKYMEHThl BHOBb BIIUBAIOTCS B
JIeJI0, U3 KOTOPOT'0 OHM OBLIIM U3bSITHI, @ KOMUU U3bIMAIOT.

9. OcobeHHOCTH PabdOTHI € JIEKTPOHHBIMH TOKYMEHTAMH

9.1. Tlopsmox co3maHus, TOJy4eHHs, OOpaOOTKH, XpaHCHHUS U HCIOJIH30BAHUS
AJIGKTPOHHBIX JIOKYMEHTOB B YCIOBHUSX NMPUMEHEHHSI BEIOMCTBCHHOW CUCTEMBI JIEKTPOHHOTO
JIOKYMEHTO000pOTa, a TakXe MOPSAOK OTHPAaBKH, MOJIYYEHHUS U PErHCTpPAIllUU 3JIEKTPOHHBIX
cooOmeHnii ycraHaBnuBaeTcs MHCTpyKiuMed 10 aenonpous3BojCTBY, llomokenuem 00
ucnojb3oBanuu MCO/I.

( pex. Ne 606-p ot 30.12.2016)

9.2. llpuem u oTHmpaBKa ICKTPOHHBIX JOKYMEHTOB, IOCTYMAOMIMX B ajapec [ JaBbI

Hapo-®omuHCcKkOro MyHHIMOAILHOTO paiioHa, PykoBogutens Anmunuctpauuu Hapo-
DOMHUHCKOTO  MYHHIIMIIAJLHOTO  pailoHa, [leporo  3amectutens  PykoBoaurtens
Anmunuctpanuu Hapo-DoMUHCKOTO MYHUIIMTIAIBHOTO paiioHa, 3amectuteneit PykoBoautens
Anmunuctpanuu Hapo-®oMHHCKOTO MYHHUIIMIIATBHOTO paiioHa OCYIIECTBISAETCS B 00IIEeM
oTJIeIIe.

IIpuem u oTnpaBKa BJIEKTPOHHBIX JOKYMEHTOB, IIOCTYNAIOLUX B aJpeC CTPYKTYPHBIX
nozpaszzaeneHuit Aqmunuctpanuu Hapo-®@oMHUHCKOrO0 MyHUIIMIAIBHOTO pailoHa U OTpacieBbIX
(ynkmoHanbHbIX) opraHoB AamuHuctpaiuu Hapo-OOMHUHCKOrO MyHHUIMIIAIBHOTO paioHa,
OCYIIECTBIISIETCA B CTPYKTYPHBIX TojApasaeneHuid Anmunuctpanuu Hapo-®omuHckoro
MYHUIIUNAIBHOTO paiioHa U OTpaciieBbIX ((YHKLIMOHAIBHBIX) opraHax AnmuHuctpanuu Hapo-
®OMHUHCKOI0 MyHUIIMIIAJILHOTO paiioHa.

(pen. Ne 606-p ot 30.12.2016)

9.3. DJeKTpOHHBIE IOKYMEHTBHI CO3/Al0TCs, 0OpabaThIBAIOTCS M XPAHATCS B CHUCTEME
AJIEKTPOHHOI'O JOKyMeHTooOopoTa Ajamunuctpauuu Hapo-OOMHUHCKOTO MYyHUIIMIATBHOTO
paiiona. JlokymeHThl, co3naBaeMble B AnMuHuctpauuu Hapo-®oMUHCKOTO MyHMIMIIAIBLHOTO
pailoHa u noctynaromue B AqmuHucTpanno Hapo-®oMHUHCKOro MyHHIIMIIAIBHOTO palioHa Ha
OyMa)XHOM HOCHUTEJIe, BKJIIOYAIOTCA B CHCTEMY 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa Iocie
CKaHUPOBAHMSA U CO3JAaHUS SJIEKTPOHHBIX OOPa30B JOKYMEHTOB. BKIIOUEHHE 3JIEKTPOHHOTO
o0pa3a JIOKyMEHTa B CHUCTEMY JJIEKTPOHHOIO JIOKYMEHTOOOOpOTa BO3MOXKHO IIOCJIE €ro
BepuduKanuu (MOITBEPHKAECHUS COOTBETCTBUS JIEKTPOHHOIO 00pa3a JOKYMEHTa MOAJMHHUKY
nokymeHnTa). IloaTBepkaeHue COOTBETCTBHUS AJIEKTPOHHOrO 00pa3a MOUIMHHUKY JOKYMEHTa
OCYILIECTBIISIETCSI € TOMOUIbIO  JJIEKTPOHHOW TMOANMMCH paboTHMKa OOIIero OTAena,
BBITOJTHSIOLIETO TaHHYIO MPOLEAypY.

DJNEeKTpOHHBIE  COOOIIEHHUs, IOCTYMAKOLIMe IO  CHUCTEME  MEXBEIOMCTBEHHOTO
AIIEKTPOHHOTO JJOKYMEHTOOOOpOTa, MPOXOJSAT PErucTpalyi0 B CHUCTEME DBJIEKTPOHHOTO
JOKyMeHTooOopoTa Aamunuctpanuu Hapo-®OoMHUHCKOr0 MyHUIIMTIATIBHOTO paifoHa B MOpsKE,
ycraHoBieHHOM  MHcTpyknueith mo  nmenompousBoiactBy.  CucremMa  3JI€KTPOHHOTO
JNOKyMeHTooOopoTa Anmunuctpaiun Hapo-DoMHHCKOTO MyHHULMOAIBHOTO paiiOHA JIOJDKHA
npelycMaTpuBaTh perucTpanuio (yuyeT) U BKIIOYEHHE B CHUCTEMY B3JIEKTPOHHBIX COOOIICHMIA,
OTNPABISIEMBIX M  IOCTYMAOIIMX IO CHCTEME MEXBEAOMCTBEHHOIO  3JIEKTPOHHOTO
JIOKyMEHTO000poTa.

DJEKTPOHHOE COOOIEHHE COCTOMT W3 COMPOBOAMTENBHOM M COAEp)KaTeNbHOW dYacTeil.
ConpoBoauTenbHas 4acTh NpeAHa3HAaYeHa I aJpecaluu cOOOIIEeHNUs, CoAep)KaTelbHas 4acTh
IpeCTaBisieT co00i TEKCT cOOOIEeH s JINO0 TEKCT COOOICHUS ¢ TPUCOSIMHEHHBIMH (aiiamu,



COJCPKALIMMH DJIEKTPOHHYIO KOMHIO (RJIEKTPOHHBIA 00pa3) MOKyMEHTa WM 3JIEKTPOHHBIN
JIOKYMEHT, U UX PEKBU3UTHI, OMCAHHBIE C MOMOIIbIO A3bika XML.

[Ipu 3arpy3ke 3J€KTPOHHOTO COOOIICHUS B CHUCTEMY AJIEKTPOHHOTO JOKYMEHTOOO0OpOTa
PEKBU3UTHI, cojlepxaluecss B cooTBeTcTByronieM XML-daiine siekTpoHHOro cooOIieHus,
MOTYT MCHOJIb30BaThCS [UIsl 3allOJIHEHUS TIIO0JIEW PErucTpalMOHHO-KOHTPOJIBHOM KapTOUYKU
HOCTYIUBIIErO JOKYMEHTA B 3JIEKTPOHHOH (popme.

CocraBienue, O(QOpPMIICHHE M COTJIACOBAHUE MPOEKTOB DJIEKTPOHHBIX JIOKyMEHTOB
OCYILECTBIIICTCS. 110 OOLIMM IpaBHUJaM JeJONPOU3BOACTBA, YCTAHOBJIEHHBIM B OTHOLIEHUHU
AQHAJIOTMYHBIX JIOKYMEHTOB Ha OyMa)KHOM HOCHTEJE. DJIEKTPOHHBIN JTOKYMEHT JOJKEH HUMETh
PEKBU3UTHI, YCTAHOBJIEHHBIC ISl AHAJIOTMYHOIO JIOKyMEHTa Ha OyMa)KHOM HOCHUTeNe, 3a
UCKJIIOYEHUEM OTTHCKA [1€YaTH.

JU1d IOATBEPKACHUS MOAJIMHHOCTH 3JIEKTPOHHBIX AOKYMEHTOB B AnMuHucrpanuu Hapo-
DOMUHCKOTO MYHUIIUITAIHHOTO paiioHa MCITIOJIB3YIOTCS SJIEKTPOHHBIC IIU(PPOBBIE MTOATNCH.

Hcnonb3yemble  cpeAcTBa  3JEKTPOHHOM  LM(POBOM  MOANUCH  JTOJDKHBI  OBITh
cepTu(UIMPOBaHbI B YCTAHOBIEHHOM IOPSIJIKE.

IIpu nosrydeHun JIEKTPOHHBIX JOKYMEHTOB OT IPYI'MX OPraHOB BJIACTU WM OpPraHU3aLUN
001 OTAEI OCYILECTBISAET MPOBEPKY MOJITMHHOCTH 3JIEKTPOHHOM LIM(PPOBON MOANKCH.

IIpu paccMOTpEHNH U COTIACOBAHUU AIEKTPOHHBIX JTOKYMEHTOB, a TAK)KE IIPH MOANINCAHUN
BHYTPEHHUX HH(OPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB (JOKJIAJHBIX, CIYXEOHBIX 3alHCOK,
CIPABOK, CBOJOK WU JIp.), CO3/1aBacMbIX B 3JEKTPOHHOM BHJE, B CHCTEME 3JIEKTPOHHOIO
JIOKyMEHTO000poTa MOTYT HCIIOJIb30BaThCSl  CHOCOOBI  MOJATBEPXKACHUS JEHCTBHUA C
JJIEKTPOHHBIMU ~ JJOKYMEHTaMH, IpUd KOTOPbIX 3JEKTpOHHAas ULudpoBas MOANHCH HE
uCTonb3yeTcs. Takue mpaBwiia MOTYT OBITh YCTAHOBIICHBI NPH YCIOBHH, YTO TPOTPAMMHBIE
CpelCcTBa, MCHOJb3yeMble B AnmuHucTtpauuu Hapo-POMHHCKOIO MyHHUIMIAIBHOIO pailoHa,
MO3BOJISIIOT OJHO3HAYHO HWACHTU(HUIMPOBATH JIMIO, TOANKCABIICE WIH 3aBU3UPOBABIIEE
JIOKYMEHT.

B Anmunuctpanuu  Hapo-®oMHHCKOr0 MyHHUIIMNAIBHOTO paloHa MIPUMEHAETCS
[TepeueHp 00s3aTeNbHBIX CBEAECHUI O JOKYMEHTaX, MCHOJb3YyEeMBIX B IIENAX ydeTa M IOHCKa
JIOKYMEHTOB B CHCTEMax 3JIEKTPOHHOI'0 1I0KyMeHTooOopoTa. K Takum cBeieHnsIM OTHOCATCS:

(ITocranosnenue [IpaBurenscrBa Poccuiickoit depepannu ot 15 uronst 2009 1. Ne 477 "O6
yrBepxaeHun I[IpaBun nenonpousBojcTBa B (peepanbHbIX OpraHax HMCHOJHUTENIbHON BiIacTH"
(CoOpanue 3axkonogarenscTBa Poccuiickoit @enepammu, 2009, Ne 25, c1. 3060).

. AnpecaHr.

. Anpecar.

. JJOKHOCTH, (paMUITUs M HHUIIUAJIBI JIUIIA, TIOJIMTUCABIIETO TOKYMEHT.
. Bung noxymenra.

. [laTa 1OoKyMeHTa.

. Homep noxymenra.

. JlaTa noctymnieHus: JOKyMEHTa.

. Bxogsammit Homep JOKyMeHTa.

9. Cchlika Ha UCXOASIIMA HOMED U 1aTy IOKYMEHTA.
10. HaumeHoBaHue TEKCTA.

11. Nunekc nena.

12. Ceenenus o nepeagpecann T0KyMEHTA.

13. KonuvecTBO TMCTOB OCHOBHOTO IOKYMEHTA.

14. Konn4ecTBO NMPUIIOKEHUMN.

15. O61iee KOTMYECTBO JIUCTOB MPHUIIOKEHUH.

16. Yka3aHus 110 UCIIOJIHEHHIO TOKYMEHTA.

17. JlomKHOCTD, (haMUIHsI U MHUITUATB] HCTIOTTHUTEISL.
18. OT™MeTKa 0 KOH(PUICHIIHATBHOCTH.

03N N KW



WHcTpyKumei 1mo Ae10nporu3BOACTBY MOXKET OBITh MPETYCMOTPEHO BKIIIOUEHHE B CUCTEMY
JIEKTPOHHOTO JJIOKYMEHTOOOOpOTa  JIONOJIHUTENbHBIX CBEIACHUH O JOKyMeHTax. B cocraB
JIOTIOJTHUTEIIbHBIX CBEJACHHH 00 AJIEKTPOHHOM JOKYMEHTE MOTYT OBITh BKJIIOUEHBI CBEICHHMS:
HalMEHOBAaHME aBTOPA JOKyMEHTa (€CIM aBTOp HE COBMNAJAET C agpecaHTOM (OTIpaBUTEIEM)
AJIEKTPOHHOI'O JOKYMEHTA), OTMETKA O IEPEHOCE CPOKA UCIIOIIHEHUS JOKYMEHTA, CPOK XpaHEHUS
JIOKyMEHTa, HAUMEHOBAHUS IIPUIIOKEHUH K DJIEKTPOHHOMY JOKYMEHTY, KJIFOUEBBIE CJI0BA U JP.

Enununein ydera DJIEKTPOHHOIO JOKYMEHTA  SIBJISIETCS  DJIEKTPOHHBIA  JTOKYMEHT,
3aperUCTPUPOBAHHBIM B CUCTEME 3JIEKTPOHHOIO JTOKYMEHTO000pOTa. DIEKTPOHHBIM TOKYMEHT,
MMEIOLINI PUIIOKEHUS], PETUCTPUPYETCS KaK OAMH JOKYMEHT.

Ilocme oTmpaBKM DSJIEKTPOHHOIO JOKYMEHTA, 3aBEPEHHOIO SJIEKTPOHHOM IOJIHUCHIO
YIIOJIHOMOYEHHOTO JOJDKHOCTHOTO JIMIA, JOCBUIKH ajpecary ero KOMUU Ha OyMaXHOM
HOCUTelNe, KaK IpaBuilo, He TpedyeTcs, 3a MCKIYEHUEM OTBETOB Ha OOpalleHHs TpakAaH,
NOCTYNMUBIIMX MO0 HH()OPMAITMOHHO-TEIIEKOMMYHHKAIIMOHHBIM ~ KaHaJllaM, Ha KOTOpble B
cootBeTcTBUU ¢ PenepanbHbiM 3aKk0HOM OT 2 Mast 2006 r. Ne 59-@3 "O nopsinke paccMOTpeHust
obpamenuii rpaxnan B Poccuiickoit ®Denepanuu”  3asgBUTENTIO0 JAa€TCS NMUCBMEHHBIM OTBET,
HalpaBJIIeMblii 10 IOYTOBOMY aJpeCy, yKa3aHHOMY B OOpallleHuH.

HcnonHeHHble 37€KTPOHHBIE JOKYMEHTBI CUCTEMATU3UPYIOTCS B Jieja B COOTBETCTBUU C
HOMEHKJIaTypoil nen Anmunucrpauuu Hapo-®omMuHCKOro MyHMIMIAIBHOrO paiioHa. Ilpu
COCTaBJICHUM HOMEHKJIATypbl J€J1 B 3arojOBOK Jejla BKJIIOYAETCS YyKa3zaHUE "DJIEKTpPOHHbIE
JIOKYMEHTBI", HAalIpUMep:

Ilepenucka 00 aJIMUHUCTPATUBHO-XO3AWCTBEHHOM  OOCHYXMBaHUH. OJIEKTPOHHBIE
JIOKYMEHTHI.

Cpoku XpaHEHHS DJIEKTPOHHBIX JIOKYMEHTOB COOTBETCTBYIOT CpPOKaM XpaHEHUS
JOKYMEHTOB, YCTAQHOBJICHHBIM 3aKOHOJATEIbHBIMU W HHBIMM HOPMAaTHBHBIMU IIPaBOBBIMU
akramu Poccuiickoii ®Penepanuu, TUNOBBIMM WIA BEAOMCTBEHHBIMHM IIEPEUHSAMM IS
AQHAJIOTUYHBIX JIOKYMEHTOB Ha OyMaXHOM HOCHTEJIE.

MecTto xpaHeHHs 2JIEKTPOHHBIX JTOKYMEHTOB JI0 UX Iepefadyd B apXuB, BUJ HOCUTENIEH, Ha
KOTOPBIX OHU XpaHATCA, a TakKe (POPMAThl UX MOCTOSTHHOTO M JUIUTEIBHOTO CPOKOB XPAaHEHUS
ONpeAensaTcs ¢ Yy4eToM (YHKUMOHHpYIOIIMX B AnMuHucTtpauuu Hapo-®omuHckoro
MYHHULIMIIAJIBHOTO ~ paiioHa IIPOrPaMMHO-TEXHUYECKUX CPEACTB W HOPMAaTHBHBIX U
METOJAMYECKUX JIOKYMEHTOB CIELUAIbHO YHNOJHOMOYeHHOro IIpaBurensctBoM Poccuiickoin
Deneparnun peaepanbHOro opraHa UCIOJIHUTENIBHON BIACTH B 00J1aCTH apXUBHOTO JIeJa.

DKcnepTu3a IEHHOCTH 3JIEKTPOHHBIX JIOKYMEHTOB OCYILECTBISETCS B OOIIEM MOpSAKE,
YCTQHOBJICHHOM B OTHOIIEHUH JOKyMEHTOB Ha OymaxkHoM Hocutene. [locne ncreuenus cpoka,
YCTaHOBJIEHHOI'O JUIsl XpaHEHUsI 3JIEKTPOHHBIX A€l (3JEeKTPOHHBIX JOKYMEHTOB), HA OCHOBAHUU
aKTa O BBIICICHMM MX K YHUYTOXCHMIO, YTBEpXkAaeMoro PykoBomurteneMm AIMUHUCTpAaLAA
Hapo-®oMuHCKOro MyHMIIMIIAJIBHOTO pailoHa, yKa3aHHbIE JJIEKTPOHHbBIE Jiela (AJIEKTPOHHbBIE
JIOKYMEHTBI) TIOJJIeXKAT YHUUITOXKEHUIO.

[loctynuBiire W3 CTPYKTYPHBIX MOJpPA3AEICHUM B apXWB  AJIEKTPOHHBIE JOKYMEHTHI
HepeaaTcs Mo ONKUCIM ¢ OPOPMIICHHEM aKTa MpueMa-rnepesadn 3JIeKTPOHHBIX TOKYMEHTOB Ha
apXMBHOE XpaHEHHUE.

10. 3Byko3anuch MeponpusTHii

10.1. 3ByK03anmuch MEPONPUATHI IPOU3BOAUTCS HA JTUKTO(DOH.

JlukTooHHAs 3amMCh BEJNETCS CIELUAIUCTAMH  OTPACIEBBIX M CTPYKTYPHBIX
nonpazaenenuii. PacmmdpoBka M pacnedaTtka JUKTOGOHHON 3BYKO3AaIUCH MEPONPUSATUI
OCYILIECTBIISIETCS MOCJIE UX 3aBEPIICHHUS.

10.2. Tlpum mpoBeAEHWUH B3aKPBHITBIX MEPONPUATHI TPUHUMAIOTCS MEpHl IO 3aIInuTe
uHpOpMaLIUH.

10.3. JluxtodoHHBIC 3alUCU MEPOIPHUATUN COXPAHSIIOTCS B BHJE 3BYKOBOTrO (haiiyia u
UMEIOT CBOM IOPSAIKOBBIA HOMED.


consultantplus://offline/main?base=LAW;n=103155;fld=134

10.4. ApxuBHbIC 3BYKOBbIC (Dailjbl MPOBOJAUMBIX MEPOIPHUIATUN XPAHUTCS OTIACIBHO B
COOTBETCTBUHM CO CBOMMH IOPSAJKOBBIMH HOMEpPAMM B DJIEKTPOHHOM BHJIE€ B apXHuBe OOLIEro
oTJ€Na.

11. TpeboBaHUA K U3TrOTOBJIEHUIO, YUeETY,
HCIO0JIL30BAHUIO U XPAHEHHIO NeYaTeil U TaMInoB

11.1. Ilox mneuyaThi0 TMOHKMMAETCS BBIPE3aHHAsI HA TBEPJAOM IMpEaMETe MaTpula s
MPOCTABJICHUSI OTTHCKOB KPYIJIOM WU MPSAMOYTOJIbHON (OpPMBI Ui 3aCBUAETEIbCTBOBAHUS U
YIOCTOBEPEHUS Yero-Inoo.

11.2. [leyat U3roTaBIMBAIOTCS B CTPOTO OTPAaHMYEHHOM KOJIMYECTBE U MCKIIIOUUTEIBHO B
CIy)keOHBIX Tensax. Pemenne o HEOOXOIUMOCTH HM3TOTOBJICHUS TIeYaTell M UX KOJIUYECTBE
npuHuMaeT PykoBogutens Anmunuctpanuu Hapo-DoMHUHCKOr0O MyHUIIMIAIBHOTO paiioHa IO
COIIACOBAHUIO C YTIPABISAIOLIUM JI€TaMH.

11.3. CrpykTypHble mNOApa3ieieHus W OTpacieBble OpraHbl O(GOPMIAIOT 3asBKY Ha
U3TOTOBJICHHE TI€YaTM M €€ OJCKW3, M TI0oCle TOody4deHus paspeuieHus PykoBoaurens
Anmunuctpanuu Hapo-DOMHUHCKOT0O MYHUIIMIAIBHOTO pailoHa Ha HW3TOTOBJICHHUE IMEYaTH,
pa3MeIaoT 3aKka3 Ha MPEANPUITUH - U3TOTOBUTEIIE TTeYaTei.

JuameTp Kpyrjion rneyaTu coctaBisieT 38-42 mm.

ramm, ompenensieMblii Kak pa3HOBHIHOCTh I€YaTH NPSIMOYTOJBHON (POpPMBI, HMeeT
pazmepsl oT 35 x 50 mm 110 70 x 100 Mm.

( B pea. Ne 606-p ot 30.12.2016)

11.4. Tleuatsto 3aBepstorcs noanucu PykoBoaurens Anmunuctpanuu Hapo-®oMuHckoro
MyHULIMNIAJbHOTO paiioHa, IlepBoro 3amectutens PykoBoautens Anmunuctpauuu Hapo-
DOMHUHCKOI0 MyHHUIIMIIAJIBHOTO pailoHa n 3amectuteneil Pykosoaurens Anqmunuctpanuu Hapo-
DOMUHCKOI0 MYHUIIMNAIBHOIO pailOHa, TIaBHOTO OyXrajiarepa, a TakkKe JPYTruX JODKHOCTHBIX
JIML, KOTOPBIM pacnopsbkeHrneM AnmuHuctpanuu Hapo-®OoMUHCKOro MyHHUIIMIIAIBHOTO paiioHa
WJIHM JOBEPEHHOCTHIO NPENOCTABIEHBI COOTBETCTBYIOLINE ITIOJTHOMOYUS.

11.5. B Anmunuctpaunn Hapo-®@OMHUHCKOTO MyHHUIIMIAIBHOTO pailoHa MCHOIb3YIHOTCS
KpYTJible TepOOBbIE U HErepOoBbIE MeUaTH.

B Anmvunucrpauuu Hapo-®oMHHCKOr0O MYyHUIMNAIBHOIO  palioHa HMMEETcs OJiHa
Oosnblas repboBasi MacTUYHAs TevyaTh.

[lewarpto «OO6mmii otnen Anmunuctpauuu Hapo-DOMUHCKOrO MYyHHIMIIAIBLHOTO
paiioHa” 3aBepsAIOTCA KONMU IIOCTAHOBIEHMM M pacnopsbkeHMid — AnMuHuctpaunn Hapo-
®OMHUHCKOI0 MyHUIIUIIAJIBHOTO paiioHa.

[Tewats «O6muit ornen Aamunuctpanuu Hapo-OoMUHCKOTO MyHUIIMTIANBHOTO paiioHa”
IPOCTaB/IsieTcs Ha JOKYMEHTaxX IO JIMYHOMY cocTaBy AnmuHuctpauuu Hapo-DomuHckoro
MYHUIIMIIAJIBHOTO pailoHa, T0BEPEHHOCTSIX, KOMaHAUPOBOYHBIX YAOCTOBEPEHHUSX.

( B pea. Ne 606-p ot 30.12.2016)

11.6. JIns mnpocTraBieHUS OTMETOK O TMOJYYEHHUHU, PErHCTPALUU, TNPOXOKIACHUH H
HCIIOJTHEHUH JOKYMEHTOB, a TaK)Ke JAPYTUX OTMETOK CIIPaBOYHOTO XapaKTepa HCIOJIb3YIOTCS
MacCTHYHBbIE (PE3UHOBBIE) IITAMIIBI.

11.7. Vdaer umeromuxcs B AqmuHucTpanuu Hapo-®oMHUHCKOro MyHUIIMTIATIBHOTO paiioHa
neyaTei M IITaMIOB BeJeT OOIIMI OTIEN B JKypHaje ydyera redareil U mramMmnoB (MpUIoKeHue
Ne 37) ¢ mpocTaBieHHEM UX OTTHCKOB

JIuctel KypHajma ydera IedaTed M IUTAaMIOB HYMEPYIOTCS, IPOLIHYPOBBIBAIOTCS U
3aBEPSIFOTCSA MEYATHIO.

11.8. Boimaya mewareil M IITaMIoB paOOTHMKAaM, NEPCOHANIBHO OTBETCTBEHHBIM 32 HMX
WCIIOJB30BAHNE M XPAaHEHWE, OCYLIECTBIIACTCA IOJX POCHUCh B JKypHaJe ydeTa IedaTed u
LITAMIIOB.

11.9. [TeuaTu u WITAMIBI XPAHATCS B HAJCKHO 3aMUPAIOIIMXCS MIKadax.


consultantplus://offline/main?base=LAW;n=96081;fld=134;dst=101456
consultantplus://offline/main?base=LAW;n=96081;fld=134;dst=101456

11.10. Ilepenaya meyaTeil MOCTOPOHHUM JIUIIAM U BBIHOC X M3 MOMEMICHUN, 3aHIMAEMbIX
Anmunuctpanueit Hapo-OoMUHCKOTO MyHUIIMTIATILHOTO pailoHa HE JOMYCKaeTCs.

11.11. OTBETCTBEHHOCTH 3a 3aKOHHOCTh MCIOJIb30BaHUS U HA/IKHOCTh XpaHEHUSs revaTen
¢ u3oOpaxkenueM repba Hapo-PoMHHCKOr0O MYyHHMIMMNAIBHOTO palloHa  BoO3Jaraercs Ha
VYipasindmoomero aenamu, OTBETCTBEHHOCTh 3a HAJCKHOCTh XPAHEHHS, 3aKOHHOCThb
UCIIONIb30BAaHUsl JPYTrUX TIledaTedl Bo3jlaraeTcsi Ha PYKOBOJUTENEH COOTBETCTBYIOIIUX
OTpAaCIIEBBIX OPTAHOB.

11.12. TleyaTu ¥ WITaMIIbI, IPULIEAIINE B HETOJHOCTh U YTPAaTUBIINE 3HAYCHHE, MTOJIEKAT
BO3BpATY MO MECTY BBIJIayH, IJI€ OHU YHHUTOXKAIOTCS MO aKTy C COOTBETCTBYIOIIEH OTMETKOMN B
JKypHaJe yyera.

11.13. Tlopsmok XpaHeHHs Ie4yaTedl W IITAaMIOB, NPAaBWIBHOCTh HMX HCIIOJIB30BAaHUS B
OTpAacJIeBbIX OpraHax MpPOBEPSETCs OOIIMM OT/IEIOM, OTBETCTBEHHBIM 3a y4eT IedaTeil.



ITpunoxenne Ne 1
K Uuctpykumm 1. 4.3.2.2.

I[TEPEYEHD
JOKYMEHTOB 1 KOPPECIIOHJAEHIINH, HE ITO/UIEXXALIMX PETUCTPALIUN

1. OG30pHI IEYaTH, KHUTH, Fa3€Th, )KyPHAJIbI, KATAJIOTH, TIPOCHECKTHI U JIp. U3/IaHHSL.

2. JIokyMeHTBI Ha HHOCTPAHHBIX SI3bIKaX 0e3 mepeBoa.

3. Be1oMCTBEHHBIE CTATUCTHYECKUE OTUETHI, OIOJIICTEHN, COOPHUKHU U 0030pHI.

4. PexinamHbIe MarepHaibl, MPEHCKYpaHThI, BEJOMCTBCHHAs TEXHHYECKas JIUTEpaTypa,
UH(OpPMAIIMOHHBIC CBOJIKM, TEMATUYECKHUE U CIICIIMAIBHBIC COOPHUKH, TPOTHO3BI MOTOBI U T.I1.

5. IlpurinacuTenbHble OWICTHI, TO3PABUTEIbHBIC THCHMa, O3PABUTEIBHBIC TEICIPAMMbI
Y OTKPBITKH.

6. IokyMeHTbI OyXrajaTepcKoro yuera (cuera, KBUTAHIMHU, HAKIIaJHbIE, CMETHI H JIp.).

7. JoxymeHThI 03 Moanucei.

[Ipunoxenne No2
Kk MHcTpykuuu 1. 2.1.6.

[IEPEYEHD
BJIAHKOB, UCITOJIB3YEMBIX ITPU [TIOAI'OTOBKE 11 O®OPMJIEHNUA
HOPMATHUBHBIX ITPABOBBIX 1 PACITOPAJIUTEJIBHBIX AKTOB,
CJIYKEBHBIX TOKYMEHTOB (ITMCEM)

1.ITocranoBnenune Anmunuctpaunn Hapo-OoMUHCKOro MyHUIIMIIATBHOTO paiioHa.

2.Pacnopspxenne Aamuanuctpanyu Hapo-®@oMHHCKOr0 MyHUIIMIIAJIBHOTO paiioHa.

3.IluceMo PykoBoautens Anmunucrpauuu Hapo-OoMuHCKOro MyHHUIIMIAIBHOTO
paiioHa.

4.IIucemo. IlepBoro 3amecturens PykoBoaurtens Anmunuctpaunu Hapo-®omuHckoro
MYHHUIUIIAJIBHOTO PaliOHa.

S.IIucemo  3amectutens  PykoBomurens — Anmunuctpanmu — Hapo-®omuHckoro
MYHHUIUIIAJIBHOTO PaliOHa.

6.[TuceMo Anmunucrpaunn Hapo-®oMuHCKOro MyHUIIMIIAIBHOTO paiioHa.

7.IlnceMo Agmunnctpanun  Hapo-®OMHHCKOro MyHUIIMIIAJIBHOTO paiioHa € YIJIOBBIM
HITaMIIOM.



ITpunoxxenne Ne3
K Uuctpykumu 1. 2.3.6. u 3.4.2.

AJIMUHUCTPALIUA
HAPO-®OMUHCKOI'O MYHULIMIIAJIBHOI'O PAMOHA
MOCKOBCKOM OBJIACTH
NMNOCTAHOBJIEHME

oT Ne

r. Hapo-®omuHck

000001



[Tpunoxenue Ne 4
K MHcTpykumu 1. 2.3.6. u 3.4.2.

AIMUHUCTPALIUSA
HAPO-®OMUHCKOI'O MYHULIMITAJIBHOT'O PAMOHA
MOCKOBCKOM OBJIACTH
PACNOPSYXXEHMUE

oT Ne

r. Hapo-®omuHnck

000001



ITpunoxxenue Ne 5
K Uuctpykumu 1. 2.3.6.u 7. 7.2.2.

PYKOBO/JAMTEJIb
AJIMAHUCTPAIIU HAPO-®OMHUHCKOI'O
MYHHULIMIIAJIBHOTI'O PAMOHA
MOCKOBCKOW OBJIACTH

Ten. (8-496)343-51-81

143300, Mockogckas o01., r. Hapo-®omuHck,
daxkc (8-496)344-00-61

yi. Mapmana Xyxkosa I'.K., 1.2

oT No

Ha Ne oT

000001



[Tpunoxenue Ne 6
K MHcTtpykumu 1. 2.3.6.u 7. 7.2.2.

MEPBBI 3AMECTUTEJIb

PYKOBOJUTEJIA AIMUHUCTPALIUU
HAPO-®OMHUHCKOI'O MYHUIIUITIAJIBHOT'O PAHOHA

MOCKOBCKOW OBJIACTU
143300 MockoBckas 061., r. Hapo-DoMHHCK, Ten. (8-496)
343-51-81
yi1. Maprmana XXykosa I'.K., 1.2 daxc (8-496)
344-00-62
oT Ne
Ha No oT

000001



ITpunoxxenne Ne 7
K Uuctpykumu 1. 2.3.6. u 7. 7.2.2.

V2

3AMECTHUTEJIb PYKOBOJIUTEJIA
AJIMUHUCTPAIIUN HAPO-®OMHUHCKOI'O
MYHHULIUIIAJIBHOTI'O PAMOHA
MOCKOBCKOU OBJIACTH

Ten. (8-496) 343-51-81

143300 MockoBckas 00:1., r. Hapo-doMuHCK,
daxc (8-496) 344-00-62

yi. Mapmrana Xyxosa I'.K., 1.2

oT No

Ha Ne oT

000001



[Tpunoxenne Ne 8
K Mucrpykumu . 2.1.5.,2.3.6. u 7. 7.2.2.

|

AJIMUHUCTPALIUS
HAPO-©®OMUHCKOI'O MYH@HHHAHLHOFO PAMOHA
MOCKOBCKOHU OBJIACTHA

Ten. (8-496) 343-51-81

143300 MockoBckas 00:1., r. Hapo-doMuHCK,
daxc (8-496) 344-00-62

yi. Mapmrana Xyxosa I'.K., 1.2

oT No

Ha Ne oT

000001



[Tpunoxenue Ne 9
Kk Unctpykumu n. 2.1.5.,2.3.6.u7.7.2.2.



[Tpunoxenue Ne 10
Kk MHcTpykumu 1. 2.2.4.

ITpunoxxenne Ne 11
Kk UHcTpykunn 2.2.13

KYPHAIJL
yudeTa 0JIaHKOB JIOKyMEHTOB
Ne Hara KommaectBo | C Ne o Ne HaumenoBanue ®.N.0. IToanuce IToanuck
/1 AK3EMILISIPOB CTPYKTYPHOTO MOJTyYUBIIETO BBIJABIIIETO
TIOPa3ACIICHUS OJ1aHKU OJIaHKU
KYPHAIJI
ydeTa HMCIOPUYEHHBIX OJTaHKOB
No JlaTa KomuuectBo C Nemo Ne HaunmenoBaHue d.1.0. IToamuce IToamuce
n/m IK3EMILISIPOB CTPYKTYPHOTO CIIaBIIIETO MIPUHSIBIIIETO
NoApa3ACIICHUS WCTIOPYCHHBIE | UCTIOPUYEHHBIC

OJIaHKH







[Tpunoxxenne N 12
Kk Wucrpykumu 1. 3.7.2.2.

yi.mapmana Xykosa I'.K., 1m.2.

Ha N oT

OTmMeTKa
) | 3AT'OJIOBOK |

KOHTPOJIE K TEeKCTY
<- 7,5 cMm ->

TEKCT
IOOKYyMEeHTa

OTMeTKa O HaJludum IIPMIJIOXEHM A

OrMeTKa OO MCIIOJIHMUTEJE
/\
| OrMeTka 00 MCIIOJIHEHUMM IOKYyMeHTa
1,5 cM ¥ HamopaBJIEHMM €TI0 B IeJIO

|
\/ /\

/\ /\
| <- 1,8 cm ->
1 cMm
He MeHee \/
2,5 cMm
/\
| Tepb
2,2 cMm
\/ \/
AIMMHUCTPALIVA
HAPO-®OMMHCKOT'O MVHMHMHAHBHOPOPAﬁOHA
MOCKOBCKOW OBJIACTU
143300, MockoBCckas ob6is., I.Hapo-®oMMHCK

d®axc 8496 344-00-62

| ]

| AJIIPECAT

<- 8,0 cm ->

1,0 cMm
<-- -——>
MIOAIINCH

/\
| N 6jsanka 2,0 cm
He MeHee (000000*) <= =->
2 cM
\/

Tesn. 8496-343-51-81,




OBPA3EIL]
JIMCTA COI'JTACOBAHUA

CoracoBano:

3amecturens PykoBoaurens AIMUHUACTpALUA
Hapo-®oMHUHCKOro MyHUIIMIIAIBHOTO paliOHa-
YIPaBIAOIUHA 1eTIaMU

3amecturens PykoBoaurens AIMUHHACTpALUA
Hapo-®oMHUHCKOro MyHUIIMIIAIBHOTO palioHa

3amecTtutenb PykoBoautens AIMUHUCTpALIUN
Hapo-®oMuHCKOro MyHUIIMIIAJIBHOTO paiioHa

3amectutens PykoBoaurens AIMUHNACTpAaLUA
Hapo-®oMHUHCKOro MyHUIIUNIAIBHOTO paliOHa

[Ipencenarens
Komurera no ynpaBieHUIO UMYLIECTBOM

JloroBopHO-TIpaBOBOI OTIEN

Ucn. Aunpusinenkosa 0.B.
8 496-343-04-21

CUHUTAHO

[Tpunoxenue N 13
k WHucTpykuuu 1. 3.4.9.

JLII. KoporeeBa

B.I1. HukoHenko

E.M. Cunenko

M.P. SukoBckuit

MLII. KrommaukoB

[Tpumeuanue. [Tpu Hammauu GONBIIOTO YKCIIA COTIACYIOIIMX OPTaHOB, OPTAHU3AIUNA | JIUIT JIUCT
COTJIACOBaHHUsI MOKET OBITh MPOAOIKEH M O(QOpMIISIETCS Ha BTOPOM JIUCTE WM COCTaBISETCS

}IOHOHHHTeHBHBIﬁ JIUCT COrjiaCoOBaHUA.


consultantplus://offline/main?base=MOB;n=129313;fld=134;dst=100983

[Tpunoxenue N 14
Kk UHcTpykuuu 1. 3.7.1.1.

YTBEPXJEHO
IPUKA30M .....cocenennee.
I[TOJIOKEHUME

0 (HaMMEHOBAaHUE CTPYKTYPHOTO MOAPa3/ICICHHUS)

1. O61ue onoxxeuus

1. 3agaun

III. CtpykTypa

IV. ®ynknun

V. IlpaBa

V1. B3auMOOTHOIIEHUS U CBA3U C IPYTUM CTPYKTYPHBIM ITOAPa3/IeICHEM

VII. OTBETCTBEHHOCTD

PykoBogurens
CTPYKTYPHOT'O IIOJApa3IelICHUs IToamnuce Pacmm¢poBka noxmnucu

O6pazerr 0opMIICHHS TTOTOKESHHS



I'ep6 Hapo-®omuHCKOTO
MYHHULMIAJIBHOTO palioHa
MockoBckoii obmactu

Komurer o ynpaBieHHIO UMYLIECTBOM

[Tpunoxenue Ne 15
Kk UHcTpykuuu 1. 3.7.2.1.

Anmunuctpanuu Hapo-®oMUHCKOTO MYHUIIMTIATILHOTO pailoHa

MockoBckoit o0mactTu

ITPOTOKOJI

oT N

r.Hapo-®omuHCck

[IpencenarensctByromuii - 1.0. @amunus
Cexkpetaps - 1.0. Gamumnus
[TpucyrctBoBanu: 30 yenoBeK (CMUCOK MPHUIAraeTcs)

[TOBECTKA JJHA:

1. O Mepax no peanmuzaiuu henepaabHON 11eTIeBON TPOTrPAMMBL...

I[OKJ'IEL[[ 3aMCCTUTCIIA HpeI[CGJIaTeJIH Kommurera...

1. CJIVIIAJIA:
N.O. ®amunus - TEKCT TOKIIaa IPUIIaraeTcs
BBICTVYIINJIU:
N.O. ®amunus - KpaTkas 3aluch BbICTYIUICHUS
N.O. ®amunus - KpaTKas 3alluch BBICTYIUIEHUS
[TOCTAHOBUJIN:
1.1
1.2. ..

2. CJIVIHAJIA:
BBICTYIINJIA:
I[TOCTAHOBUJIN:

IIpencenarenbCTBYOMNN IToanuce Pacmm¢poBka noanucu
Cexperapb [Toanuce PacmmmdpoBka noanucu

O6pa3zerr oopMIIEHHUS ITOTHOTO MPOTOKOJIA



[Tpunoxenue N 16
Kk UHcTpykuuu 1. 3.7.2.1.

I'ep6 Hapo-®omuHckoro
MYHHIUNAJIBHOTO palioHa
MockoBckol obaacTu

ITPOTOKOJI

coselanus y Pykosonurens A MUHUCTpaLuu
Hapo-®omuHckoro mynunumnansHoro paiiona B.H. CaBoctuna

r.Hapo-®omuHCck

oT N
[IpucyrcrBoBanu:
i‘-I;l-I/-I;V-I-e-I;;)-];;.;-II/Ie JOJIKHOCTH - N.0. damunus
HanMmeHnoBaHue JOIKHOCTU - N.0. damunus
HanMmeHnoBaHue JOTKHOCTHU - N.0. damunus
HanMmeHnoBaHue JOIKHOCTHU - N.0. damunus

Muanmumans! un
bamunuu

B aJI()aBUTHOM
TOpsi/IKe

I. O BeimonHeHUH GeaepanbHOl 1eneBoi [IporpaMMet...

(Pammust, avunus, Pamunus, Gamvuaus, amMums)

1. ITpuHATH K CBEIEHUIO...
2. Komurety no JKKX, TpaHCnopTy ¥ TOPOKHOMY CTPOUTENIBCTBY. ...

II. O BBeneHun Mep Mo peaau3aium...

(DPammmust, avunus, Gamumnus, Pamumust, Damuims)
2. IIpuHATH K CBEECHUIO. ..
PykoBoauTens AaMHUHUCTpALIUA HN.0. Gamumnus

O6pa3zer ohopMIICHHSI KPATKOTO ITPOTOKOIA



ITpunoxxenne N 17
K Uucrpykumu 1. 3.7.2.10. u n.4.5.4.1.

Mecto
aBaHCOBOI
eyaru
TEJIETPAMMA
Komy

(TOKHOCTD, MHULIUAJIBI, (DaMIITHS )

Anpec
(c ykazaHueM MOYTOBOT'O MHJIEKCA)

Tekcr TenerpaMmsl

JIOKHOCTh N.0O. ®amunus

143300, MockoBckast 0611., r.Hapo-d®omuHCK,
yin.Mapmana Xykosa I'.K., 1.2.

" n 20_ T.

Hcn.:
Temn.:




YYETA BXOANX JOKYMEHTOB

KYPHAJL

[Tpunoxenue No 18

K MHerpykunu 1. 4.3.2.1. n4.5.11.4.

(popmar A3)

N (unzekc) Koppecnonnenr, |Kpatkoe Pezomorust | OTmeTka
U Jarta JaTa U HoMep CoJlep)KaHUE | WJIM KOMY 00 UCTIOJTHEHUH
JIOKYMEHTa (ungexc) HaNpaBJIeH
MOCTYIHBILIETO JIOKYMEHT
JIOKYMEHTa
[Ipunoxenne Ne 19
Kk UHcrpykumu . 4.3.2.1. n 4.5.11.4.
KYPHAJL

YYETA UCXOAAIINX JOKYMEHTOB

N (unpgekc) u
aara JOKyMeHTa

Komy nampasnen
(ampecar)

Kpatkoe
coJiepiKaHue

OtmeTKa 00 UCTIOTHEHUH
(N nena, B KoTOpO€E
MOJIIIUTA KOTHSA)

(bopmar A3)



[Tpunoxenue Ne 20

Kk Uuctpykuunm m. 4.5.5.2.

ITpunoxxenne Ne 21

Kk UHcrpykunu n1.4.5.5.2.

KYPHAJL
VYETA OTIIPABJISEMON CJIYXEBHOU UH®OPMAIIMU CPEJICTBAMU
D®AKCUMIIBHON CBSI31
N | HaumenoBanue Anpec KommuectBo | /lata u Bpems [Tognuce Ko 1 xorna Otmerka
/Tl | CTPYKTYpHOTO MoJTy4yaTeis, JTUCTOB MOCTYILICHUS COTPYIHUKA, |IPHUHSI 0 BO3BpaTe
noJipa3ziesieHus, KOJ, TelIe(OH, MaTepuaia C/IaBILIETO HepeIaHHYIo MaTepuaia
®.1.0. u renedon ropon MaTepual nH()OpPMAIIHIO
WCITOJTHUTEJIS Hatau |®.N.O.
BpeMsl
JKYPHAJL
YYETA ITPUHATBIX ®AKCOI'PAMM
N | Anpec Haran |KommuectBo |HammenoBanme |HammenoBanue TTonnuce
/Tl | KOPPECTIOH ICHTA, BpeMs | JIUCTOB JIOKyMEHTa CTPYKTYpPHOTO MOJTyqaTest
ero damuus, MOIpa3IeIICHNUS,
TenedoH ®.1.0.
TIOJTydaTest




CIIPABKA

00 oObemMe TOKyMEeHTO00opoTa

3a

200

(mecsim)

[Tpunoxxenne Ne2?2
K Uuctpykumm 1. 4.5.8.3.

JIOKyMEHTBI

KomnaectBo JOKYMCHTOB

INOJJIMHHUKN

THpaX

Bcero

IIOCTYIArIEC

OTIPAaBJIACMBIC

BHYTPEHHUE

Hroro

HanmeHoBaHne TOKHOCTH
pykoBoauTens ciyxos1 JJOY

PacmmdpoBka noanucu

Tloamuce

JlaTa
®opmar AS (148 x 210 mm)
dopma crpaBku 0 JOKYMEHTOoBopoTe
[Tpunoxxenne Ne23
Kk MHCcTpykumu . 4.5.11.12.
JIMCT-PACIIMCKA
O BBITAYE TOKYMEHTA U3 JIEJIA
N, nata [lata BbI1auu U KOMY Jara Bo3Bpara ®.1.0. 1 101KHOCTh
JOKYMEHTa | BBbIIAH JOKYMEHT (1o KaKkoro yucnia COTPYJHUKA,
(moanuce, pacundpoBka BBIJIaH JJOKYMEHT) BBIJJABLIETO
MIOJIITUCH) JOKYMEHT

(dpopmat AS)



[Tpunoxxenune Ne 24
K Mucrpykuum 1. 5.7.

CnpaBka-HannoOMUHaHHE
00 UCTIOJIHEHUH TOPYYCHU N
co cpokoMm ucnoaHenus 10 01.06.2011
Arynosa B.A. - HauanpHHK OT/J€/1a KaJpOBOTO O0ECTICUCHUS

LentpanbpHas KapTOTEKa 17.05.2011 10:24
Ne Per. nomep/ Koppecnonent / Kpartkoe cogep:xanue ITopyuyenne ILxan. gara Hcnoannrenn
n/n JaTa KTO Imoamnucal HCIIOJTHCHUSA
1 19-nporokon |bapanos A.H. IIpoTokom onepaTHBHOTO COBEIIAHU bapanos A.H. / 01.06.2011 Arynosa B.A. (oT1B.)
ot 16.05.2011 I'maBel Hapo-®omunckoro O3HaKOMUTh MYHHIUAIBHBIX
MYHHUIIUIIAJIBHOT'O paﬁOHa ClIyKallux 1o poCcrnuch ¢

H3MEHEHNUSIMHU, BHECEHHBIMU B
m.10 cT. 14 3akona P® Ne 25-d3
«O MyHUITUTIATTBHOH cTyx)0e B
Poccuiickoit ®eaepanuun» o
3arpere MyHHUIUATAIEHBIM
CITy>KaIllM IpUHUMATh 6e3
MMCBMEHHOTO pa3pelieHus [ maBel
MYHHUITUIIAJIHFHOTO 00pa30oBaHus
Harpajpl, TOYETHBIE U
cIielajbHbIe 3BaHUs
MOJIMTUYECKUX MapTUi, APYTUX
00IIECTBEHHBIX OOBEIUHEHNI 1
PENUTHO3HBIX 00BETHHCHUN




TABJIMIIA
KOHTPOJISI UICTIOJIHEHUS TIOPYUYEHUI

[Tpunoxenne Ne 25
K Muctpykuum 1. 5.12.

n/a

Komy nano
MOpYy4YECHHUE

Cpox
UCTIOTHEHUS

Conepxanue
MOpYYCHUS

Cocrogune
KCIIOJIHEHUS

Hcnonueno

HUcnonueno ¢
ONO3TaHUEM

Cpok
HE HCTEK

CHHTO C
HUCIIOJIHEH
Hus

He ucnonneno
B CPOK

3aKiro4eHne
PYKOBOJICTBA
(npemioxxenus
110 KOHTPOJIIO)

I[JISI ABTOMATHU3UPOBAHHOI'O YUCTa







CBOJIKA

ITpunoxxenne N 26
K Uuctpykumm 1. 5.18.

O paccMOTpeHHH TUCBMEHHBIX 00paIIeHHH TPaXk/1aH OTBETCTBEHHBIMH HCTIOIHUTEISIMHU
Anmunuctpanuu Hapo-®oMuHCKOro MyHUIIMIIAIBHOTO paiioHa 3a 9 mecsues 2011 roxa

Hcnonneno Ha ucnojHeHun
HcnosHuTEID (Bcero) C CpOK He Ccpok
B CPOK HapyumieHuem
cpoka HACTYNHJI HCTEK
Kinromaukos MLII. - IIpencenarens
KOMHUTETA I10 YIPaBICHUIO 2543 2457 0 86 0
HUMYIIIECTBOM
CrparunatoB C.P. - 3am. HauanbHUKA
OAul" Komurera 50 39 0 11 0
IpaloCTPOUTEITHCTBA
bypxogeuxkas C.®D. - 3amecturens
IIpencenarens Komurera
IpajoCTPOUTENHCTBA - HAYaJIbHUK 418 418 0 0 0
OT/IeJIa TI0 APXUTEKTYPE U
rpagoperyIupoBaHUIO - TTIaBHBIN
APXUTEKTOP
HomanoB @.D. - [Ipencenarens
KOMHTETA I10 KWIAITHOMY H 324 319 0 5 0
KOMMYHAJIbHOMY XO3SICTBY
Arynosa B.A. - Havanpauk oTena 2 5 0 0 0
KaJ[pOBOTO 00ecTrieueHus
becenun B.E. - 3amecTutens
[Ipencenarens Komurera 295 293 0 2 0
IpaIOCTPOUTETHCTBA
brikos B.I'. - Hauaneauk
78 77 0 1 0
YnpasiieHus no 06pa3oBaHUIO
Hep6enes U.C. - HauansHuk oTnena
3eMEeJILHOTO KOHTPOJIS 5 3 0 2 0
MPUPOIOTIOIB30BAHMS




[Ipunoxenne Ne 27

K 6.1.3
HaumeHnoBanue cTpyKTypHOTO
no/ipa3iesieHus
HOMEHKJIATYPA JIEJI
00.00.0000 N
(MecTO cocTaBieHUs)
Ha ron
Wnnekc 3aroj0BOK jeia Kon-Bo nen | Cpok xpaHeHus ITPUMEYAHUE
nena (TOoMa, yacTeit) (TOMOB, nena
yacTei) (Toma, yactu) u N
CTaTeil Mo MepevHIo
1 2 3 4 3)

Hazpanue pasaciia

HaumenoBanue nomxkaoctu PykoBoaurens
CTPYKTYPHOTO TIOJIpa3/ieNICHUs

JlaTa

COT'JTACOBAHO

HaunmeHoBaHMe 10IKHOCTH
pykoBoauTens ciayx0s1 JJOY

Jara

3aBenyronui apXuBoM
(JTU110, OTBETCTBEHHOE 32 APXUB)

JlaTa

Ilonnuce

IMToamuce

Iloamuce

PactmmdpoBka noanucu

PacimmdpoBka noanucu

Pacmm¢poBka nognucu



Hrorosas 3amuch o KaTCropudax M KOJ-BC [€JI, 3aBCACHHBLIX B roay B

CTPYKTYpPHOM IOApa3ICIICHUH

[Tponomxkenne npunoxenus Ne 27

ITo cpokam xpaHeHus Bcero | B Towm uuce:
MepPeXOIAIUX C OTMETKOMN
"9HKH

1 2 3 4

[TocrossHHOTO

Bpemennoro (cBpie 10 sier)

Bpemennoro (0 10 yieT BKIFOUUTEIBHO)

HUTOTI'O:
HaumenoBanue 101KHOCTH OTBETCTBEHHOTO
3a JIeJI0MPOU3BOICTBO [Hoanuce PacimmdpoBka
[ara MOJAITUCH
WroroBsie cBeneHus nepeaansl B ciyxoy J10Y
HaumenoBanue 10KHOCTH JTUIIA, TIEPEIABILIETO
CBEICHUS Ilonnuce Pacmudposka
[ara MOJAMTUCH

®opma HOMEHKJIATYphl A€l CTPYKTYPHOTO MOApa3aeIeHUs




Haunmenopanmue HCIIOJIHUTCIIbHO-PACIIOPAAUTCIBHOT'O
OpraHa MyHUIIUITIAJIbHOI'O O6p330BaHI/IH

HOMEHKIJIATYPA JIEJI YTBEPXIAIO
N HanmMmenoBanue J01KHOCTU
PYKOBOJIHUTEIIS

(MecTo cocTaBJIEHHUS)

[Tpunoxenue Ne 28
Kk MHcTpykuuu 1. 6.1.3.

Ha roj [Toamnuce Pactmmdposka
Jara HOOITNCH
WNunekc |3aronoBok jaena Koun-Bo Cpox xpaHeHus [Tpumeuanue
nena (TOoMa, yacTeit) nen (TOMOB, nena (ToMa, 49acTH)
yacTei) 1 HOMEpA CTaTen
10 MEPEYHIO
1 2 3 4 3)

Hazpanue pasaciia

HanmeHoBaHMe T0JKHOCTH PYKOBOIUTENS
ciyx6s1 JIOY ITonnuce Pacmmdposka
Jara MOJIITUCH

Bus3a 3aB. apxusom
(JTM1a, OTBETCTBEHHOTO 33 APXUB)

COT'JTACOBAHO COI'NTACOBAHO

[Tporoxon K [Iporokon DIIK MyHUIIMNIAIBHOTO apXUBa

oT N oT N




[Tponomxenue npuiioxxkenus Ne 28

Hrorosass 3amuch o KaTeropudax #W KOJI-BC ACJI, 3aBCACHHLIX B rooy
B (be,[[epaJ'IBHOM OpraHe HCITOJIHUTEIHLHOM BJIACTH

ITo cpokam xpaHeHus Bcero | B Towm uncie:
NS 111170¢ C OTMETKOMN
"9HKH
1 2 3 4
[TocrosaHOTO
Bpemennoro (cBpie 10 sier)
Bpemennoro (10 10 net BKIIOYUTENBHO)
HUTOTI'O:
HaumenoBanue 10KHOCTH PYKOBOIUTES
ciyx0b1 JJOY [Toanuce Pacmmmdposka
[ara MOJIMTUCH
WrtoroBrie cBeeHUs MepeaHbl B ApXUB
HaumenoBanue 10KHOCTH JTUTIA, TIEPEIABILIETO
CBEICHUS [lonmuce Pacmmmdposka
[ara MOJAITUCH

CDopMa HOMCHKIJIATYPbI A€ UCIIOJTHUTCIbHO-PACIIOPAAUTCIBbHOIO OpraHa MyHUIIUIIAJIBHOT O
o0Opa3oBaHUs



[Tpunoxenue Ne 29
K Uncerpykuuu 1. 7.2.5

(HauMEeHOBaHWE OpTraHU3AIIH )

YTBEPXIAIO

®onp Ne HanmeHnoBanue 10IKHOCTH PYKOBOIUTENA
OIMUCBH  Ne [Toamnuce Pacmm¢poska noanucu
JIeJ1 TIOCTOSIHHOT'O XpaHEHUs [Hara
3a ron

Nun/n | Uanexc nena 3aroyioBoK Kpaiinue Koiu-BO [Ipumeuanue

Jiena JIaThl JMCTOB
1 2 3 4 5 6

B nanHBIN pa3gen onucu BHECEHO nenc N

(undpamMu ¥ IPOIHUCHIO)

mo N , B TOM YHCJIE:

JIMTCPHBIC HOMEpaA:

IIPOIYLIEHHbIE HOMEpA!

HaunmenoBanue 10IKHOCTH

COCTABUTEIIS OIUCH IToamuce Pacmm¢poBka noanucu
HanmenoBanue 10mKkHOCTH
PykoBoauTens ciyx6s1 JJOY IToamuce Pacmm¢poBka noanucu
JlaTa
COT'JTACOBAHO YTBEPXIEHO
IIporokon K IIporokon JIIK

(HaMMeHOBaHuE ( HaMMEHOBaHHE YIOJIHOMOYEHHOTO

OpraHu3aIIH) opraHa MCIOJHUTEIbHON BacTH cyobekra Pd)
oT Ne oT Ne
®opmar A4 (210 x 297 mm)

®dopma onucH e MOCTOSTHHOTO, BpeMeHHOro (cBbimie 10 yer)
XpaHeHUd U I10 JUYHOMY COCTaBy CTPYKTYPHOI'O IIOApa3aAeICHUs




[Tpunoxxenue Ne 30
Kk Muctpykuuu 1n.7.3.2.

Kon apxuBa
Kon oprana
HCIIOJIHUTEILHOMN BJIACTH

®. N
Om. N
O. N

(HaMMeHOBaHUE apXHBA)

(HaI/IMeHOBaHI/Ie VICIIOJIHUTEJIBHO~PacCIIopAOMTEJIbHOT'O OpraHa M CTPYKTYPHOI'O

nompas3nesieHus)

JEJIO N ToM N

(BaroJjioBOK Ieja)

(kpaviHMe IaTH)

Ha JncTax
XpaHUTb

dopma 00JI0KKH Jienia OCTOSTHHOTO M BPEMEHHOTO (CBBIIIE
10 net) xpaHeHus



[Mpunoxenne Ne 31
K Uucrpykumm 1n1.7.3.2.

JIMCT-3ABEPUTEJIb IEJIA N
B nene moammTo U mpoHYMEpOBaHO ucT(oB),
(mdpamMu ¥ IPOITUCHIO)

B TOM YHCJIE:

JUTEpHBbIE HOMEPa JINCTOB
MIPOITYIIEHHBIE HOMEPA JIUCTOB
+ JIMCTOB BHYTPEHHEH OIUCHU

OcobenHocTr (PU3HYECKOTO COCTOSIHHS B (DOPMHUPOBAHUS Howmepa smcroB
nena
1 2

HaunmeHoBaHMe 10KHOCTH
paboTHuKa [Tognuce PacummdpoBka noanucu

[ara
®opmar A4 (210 x 297 mm)

(DopMa JIMCTA-3aBCPUTECIIA ACJIa

[Tpunoxenue Ne 32
K Uucrpykuuu 1. 7.3.2.

BHYTPEHHA OITUCH

JIOKYMEHTOB jena N

Nn/m |ugexc Hara 3aroy0BoK Howmepa [Ipumeuanue
JIOKYMEHTa JOKYMEHTa JIOKYMEHTa JHMCTOB
aena
1 2 3 4 5 6
Htoro JIOKYMEHTOB,

(mdpamMu ¥ IPOTTHCHIO)
KonuyecTBO MCTOB BHYTpPEHHEHN ONMKUCH
(mdpamMu ¥ IPOTTHCHIO)
HaumenoBanue 101KHOCTH U2,
COCTABUBIIIETO BHYTPEHHIOK OIHCH

JOKYMCHTOB Ji€Jia HOI(HI/ICB PaCIJ_II/I(I)pOBI(a IIoAIINCHU
DaTa

®dopmar A4 (210 x 297 mm)
dopma BHYTPEHHEN OMUCU JOKYMEHTOB JIeIa



[Mpunoxenne Ne 33
K Uucrpykuuu . 7.4.1.

HanmenoBanne HCIIOJIHUTEIIBHO-PACIIOPAAUTCIIBHOI'O OpraHa

YTBEPXIAIO
AKT HaumenoBaHnue nOKHOCTH
PYKOBOIUTEIS
N
(MecTO cocTaBJICHUS) [Toamuce Pacmudposka
0 BBIJICIICHUU K YHHUYTOKEHUIO MIOIITUCHU
JIOKYMEHTOB, HE MOJITIEKALTIX Hara

XPaHEHUIO

Ha ocHoBanuu

(Ha3BaHUE U BBIXO/IHBIE JaHHBIE IIEPEUHS JIOKYMEHTOB C YKa3aHUEM
CPOKOB UX XpaHEHUs)

0T06paHI)I K YHHUYTOXCHUIO KaK HC HMMCHOIINC Hay‘-IHO-I/ICTOpI/I‘-ICCKOI\/JI IOCHHOCTU U
yTpaTUBIINE MPAKTHYECKOE 3HAYCHUE TOKYMEHTHI poHmaa N
(na3zBanue GoHma)

N |3aronoBok |[lara Howmepa Wnnexc nena Kon-Bo | Cpoxu [Tpumeua-
n/n | 1ena win Jiena UM - | onuceit o nen XpaHeHHUs HUE
rpynmnoBoi |kpaitHue |(HO- HOMEHKJIAType Jena
3arojOBOK | J1aThl €7 | MEH- WIN U HOMepa
aen KJIaTyp HOMEp Jera cTartei 1o
3aro- 0 OTUCH HEPEYHIO
JTBI)
1 |2 3 4 5 6 7 8




[Iponomxkenue npunoxenus Ne 33

Hroro Jiel 3a roJibl
(mudpaMu 1 IPOTHCHIO)
Ornucu fie1 MOCTOSSHHOTO XpaHEHUs 3a rOJIbl YTBEPKICHBI, a MO JINYHOMY
cocTaBy coryacoBassl ¢ DK
(HaMMEHOBaHUE apXUBHOI'O YUPEXKICHUS)
(mpoToKOoI OT N )

HanmenoBanune JOJDKHOCTH JIMla,
IMPOBOAMBILICTO SKCIICPTU3Y

LEHHOCTU JOKYMEHTOB [Toamnuck PacumdpoBka noanucu
JlaTa
COI''TACOBAHO
[Tporoxon DK
oT N
JIOKyMEHTBI B KOJIMYECTBE neln,
(mdpaMu ¥ TIPOIHUCHIO)
BECOM KT C/IaHbI B
(HaMMEHOBaHWE OPTaHU3AIIIH)
Ha MepepadoTKy MO MPUEMO-CAATOYHON HAKJIaJAHOHN OT N

HaunmenoBaHMe 10KHOCTH paOOTHHKA,
CIABILETO JOKYMEHTBI [Tonmuce  PacmmdpoBka noamnucu

HN3menenus B YUYCTHBIC TOKYMCHTbI BHCCCHBI
HaumenoBanue 1omxHOCTH pabOTHHKA
apxuBa (ciyx6s1 JJOY), BHeciero

N3MCHCHUSA B YUCTHBIC TOKYMCHTLIL HOI[HI/ICB PacmmprBKa IoAIMcu

Jara

®opmar A4 (210 x 297 mm)

®opma aKkTa O BBIJCICHUHN K YHUUTOXEHHUIO TOKYMEHTOB,
HE TTOJIeKAITNX XPAHECHHUTIO



[Tpunoxxenne Ne 34
K Muctpykuuu n.7.6.5.

Anmunuctpanus Hapo-domunckoro
MYHUIUIAIBHOIO pailoHa

AKT YTBEPXIAIO
oT Ne 3am. PykoBonuTenst AxMuHUCTpanuu
00 U3BATUN TOJIMHHBIX JOKYMEHTOB Hapo-®oMHUHCKOro MyHHIIMIIAIBHOTO paiioHa
IIOJIHCH pacin@poBKa MOANNUCH
JlaTa

B pesynbTare

Ha OCHOBaHHU

U3bATO U3 Gonma No

U TIepeIaHo (pacrucka mpuiaraeTcs).
( ®.1.0. nuna)
Howmep Howmep exn. xp. | 3aronoBok en. xp. | Homepa uzbsateix 1. | HazBanume  uzbsToro
OTIHCH JTIOKYMEHTa
1 2 3 4 5
Htoro nzmpsro el Xp.,
(unpamMu ¥ IPOIHUCHIO)
ApPXHUBHBIX JOKYMEHTOB Ha JMCTax

(undpamu U PONUCHIO)
B3aMeH U3BATHIX €IMHUL] XpaHEHHs, ApXUBHBIX JOKYMEHTOB B (DOH/I, J1eJI0 BKIIOUEHBI ( HE
( Hy’)KHO€ MOJUYEPKHYTb)
BKJTIOYEHBI) UX KOIUU Ha T.
( mudpamMu 1 MPOMUCHIO)

Cnenuanuct (moamnuce) (pacmm@poBKa MOAMKUCH)

Jara

N3meHenus B yueTHbIC JOKYMEHTHI BHECCHBI
(HamMeHOBaHHUE JOJKHOCTH PAaOOTHHUKA) (moamuck) (pacurupoBKa MOTUCH)

Jara




[Ipunoxenne Ne35
K Muctpykuuu n.7.6.9.

Anmunuctpanus Hapo-domunckoro
MYHUIUIAIBHOIO pailoHa

AKT YTBEPXIAIO
oT Ne 3am. PykoBonuTenst AIMUHUCTpALIUN
00 BO3BpaTe MOJUIMHHBIX JOKYMEHTOB Hapo-®oMUHCKOro MyHHIIMIIAIBHOTO paiioHa
IIOJIHCH pacingpoBKa MOANNUCH
JlaTa

Bospameno w3 gonma No

(HammeHoBaHue (HoHA)

Y TIepeIaHo (pacriicka mpuiaraeTcs).
( ®.1.0. numa)
Howmep Howmep en. xp. 3aronoBok ex. xp. | Homepa HaszBanue
OTIHICH BO3BPAIICHHBIX JI. | BO3BPAIIEHHOTO
JTIOKYMEHTa
1 2 3 4 5
Hroro nmpuusTo en. Xp.,
(undpamu 1 MPONUCHIO)
ApPXHUBHBIX JOKYMEHTOB Ha JMCTax
(undpamu U PONUCHIO)
Cnenuanuct (moamuce) (pactmmdpoBKa MOAMKUCH)
JlaTa
V3MeHeHus B yUeTHbIE JOKYMEHThI BHECEHBI
(HaMMEHOBAHUE TOJDKHOCTU PAOOTHHKA) (TToamuch) (pacmmdpoBKa MOAMUCH)

JlaTa




[Ipunoxenne Ne36
K Uuctpykumu 1. 7.6.8.

KYPHAJI YYETA U3BATHIX NIOAJIUHHBIX EAMHUIl XPAHEHUSA, JOKYMEHTOB

CBe)]eHI/Iﬂ 00 U3BATBIX CAMHULIAX XPAHCHUS, TOKYMECHTaX

Ne
n/n

Jlara
3anucu

OcHoBaHue

HU3BATHUSA

(HauMeHOBaHHUe, JaTa W
HOMep J0KYMEHTA)

Ne ¢gonna,
ONMNCH,
eIHHHIBI
XpaHeHus

3aroJioBoK
eIUHHUILbI
XpaHeHHust

NeNe M3BATHIX
JHMCTOB

HaunmenoBanue
N3LATOrO
AOKYMEHTa

OTMeTKa 0
BO3BpaTe
eTUHHUIbI
XpaHeHMusl,
JOKYMEHTa Ha
MECTO
XpaHeHMs

IIpumeyanue

8




[Tpunoxenne Ne 37

K Unctpykumu 1. 11.7

KypHan ydera nedyaTei ¥ IITaMIoB

N OtTHCK HaumenoBanue |/lara [Ipennpusitue- Komy BbI1anHbI
/i nevyaTu rnevyaTu MOJTyYSHUS H3TOTOBUTED, (IOMKHOCTB,
(mmrramria) (mrramma) nevyaTu JaTa ¥ HoMep oipa3iesieHre)
(wrramma) ot COIIPOBOJAUTEIBHOT
U3TOTOBUTENS | O
JIOKYMEHTA
1 2 3 4 5 6
Pocnuce Jlara Bo3Bpara Pocmuch [ara ynnuroxenus | lara,
paboTHUKa nevyaTu paboTHHKA nevyaTu HOMED
(mmrramria) (mmrramrna) aKTa

7 8 9 10 11

d)opMa KypHalia y4ueTa rneyaTe v nITaMIioB

Ucn. T'ronsmaromenosa 10.B.

34-3-04-21



