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1. OO1ue mosoKeHus

1.1. Tlpm paspaborke HHCTpyKIMM 1O  JEJIOTPOU3BOJCTBY B
aAMUHUCTpaluu ropoaa Mypmancka (nanee — WMHCTpYKIMSI) YUYTEHBI MOJIOKEHUS
CIENYIOIIMX 3aKOHOJATEIbHBIX W HMHBIX HOPMAaTUBHBIX akTOB B cdepe
uH(dopMaIuu, TOKYMEHTALUH, apXUBHOTO JIeJa:

— @enepanpHoro 3akoHa oT 22.10.2004 No 125-®3 «O06 apxuBHOM Jelie B
Poccuiickon enepanun»;

— @epepanbHoro 3akoHa ot 02.05.2006 Ne 59-®3 «O nopsanake
paccMoTpeHus oopaieHuii rpaxkaan Poccuiickoit deneparnum»;

— ®epnepanpHoro 3akoHa or 27.07.2006 No 149-®3 «O6 unpopmanmu,
MH(OPMAIMOHHBIX TEXHOJIOTHUSAX U O 3alUTe UH(DOpMAIUN;

— ®epepanpHoro 3akoHa oT 27.07.2006 Ne 152-®3 «O mnepcoHaIbHBIX
JaHHBIX» |

— ®enepanpHoro 3akoHa oT 09.02.2009 Ne 8-®3 «O0 obecneueHnn A0CTyMa
K mHGOpPMAIMU O JEATETLHOCTH TOCYAapCTBEHHBIX OPTaHOB M OPTaHOB MECTHOTO
CaMOYTIPaBIICHUS»;

— @enepanpHoro 3akoHa oT 06.04.2011 Ne 63-®3 «O06 »>1eKTPOHHOM
MOJMKUCH»;

— mnoctaHoBieHus IIpaButensctBa Poccuiickoit @enepaunu ot 03.11.1994
Ne 1233 «OO0 yTBEepKIEHUU TOJOXKECHUS O TOPSAKE OOpameHuss CO CIy>KeOHOM
uH(popMaIMelt OrpaHMYEHHOTO pACIpOCTpaHEeHUs B  QeAepalbHBIX OpraHax
WCIIOJTHUTEILHON BJIACTH, YIOJHOMOUYEHHOM OpraHe YIMPAaBJICHUS HCIOJIb30BAHHEM
aTOMHOM YHEPTUU U YIIOJTHOMOYEHHOM OpPTaHe M0 KOCMUYECKON JeATeIbHOCTH;

— mnocrtadoBieHus IlpaButenbctBa Poccuiickoit ®@enepamnuu ot 15.06.2009
Ne 477 «O6 yrtBepxknenuu IlpaBun aenonpousBojAcTBa B (penepaibHbIX OpraHax
UCIIOJIHUTENLHOMN BIACTH»;

— T'OCT P 7.0.8-2013 «Hamumonanbnsiii cranmapt Poccutickoit denepanumu.
Cucrema cTaHgapToB Mo HH(OpMAIUH, OHUOIMOTEYHOMY U M3JATEIBCKOMY JIEINy.
J1enonpon3BOACTBO M apXMBHOE Jen0. TepMHUHBI M OIPENEICHMs», YTBEPKIACHHBIN
npukazoM Poccrangapra ot 17.10.2013 Ne 1185-c;

— T'OCT P 7.0.97-2016. Haunonanbnsiii cranaapt Poccutickoit denepanmm.
Cucrema craHmapToB 1o HHGOpMalKK, OUOIMOTEYHOMY M H3JATEIbCKOMY JIENy.
OpraHu3aliMoHHO-pacnopsAIuTeNbHas TOKyMeHTalusa. TpeboBaHus K OQOPMIIEHUIO
JIOKYMEHTOB, YTBEPXKJICHHBIN puka3oMm Poccrangapra ot 08.12.2016 Ne 2004-cT;

— «OK 011-93. OOumepoccuiickuii ki1accupukatop yHopaBIeHUYECKOM
JOKYMEHTAIlMW», YTBEP)KIECHHbIM MocTaHoBiIeHueM [occrangapra Poccum ot
30.12.1993 Ne 299;

— 1npukaza Munucrepcra KyiabTypbl Poccutickoit @enepanuu ot 31.03.2015
Neo 526 «O06 yTBepkIeHUM MTPaBUJI OPraHU3AIMU XPAHEHUs, KOMIUIEKTOBAaHHUS, yueTa
Y UCIOJIb30BaHUs JOKyMEHTOB ApxuBHoro (onaa Poccuiickoit @eaepanuu u Jpyrux
apXMBHBIX JOKYMEHTOB B OpraHax rOCyJapCTBEHHOM BIJIAaCTH, OpPraHax MECTHOIO
CaMOYTIPaBIICHUS U OPTaHU3AIUIX»;



— 1npukaza MuHHCTEpCTBA KYJbTYphl M  MAacCCOBBIX KOMMYHHUKAIIUM
Poccuiickoii @enepannn ot 18.01.2007 Ne 19 «IIpaBusia opraHuzanuu XpaHEHUs,
KOMILJIEKTOBAHUSI, Yy4€Ta W UCIHOJIb30BaHUSL JOKYMEHTOB ApXHUBHOTO (oHAA
Poccuiickoii @enepanuu U Apyrux apXUBHBIX JOKYMEHTOB B TrOCYAapCTBEHHBIX U
MYHUIIMNIAIBHBIX apXuBax, My3esiX M OuOiMoTekax, opranuzanusx Poccuiickoit
aKaJIeMUU HAYK»;

— 1npukaza Munucrepcra KynbTypbl Poccuiickoit ®deneparuu ot 25.08.2010
No 558 «llepeyeHb THUNOBBIX YOPABIEHYECKUX  aAPXUBHBIX JOKYMEHTOB,
00pa3yromuxcsi B TPOIECCe NEATeIbHOCTH TOCYIapCTBEHHBIX OpPraHOB, OPraHOB
MECTHOTO CaMOYTNPABJIECHUS U OPTAHU3ALMMI, C YKa3aHUEM CPOKOB XPaHEHUS»;

— mpukasa PocapxuBa ot 11.04.2018 Ne 44 «O06 yrBepxkaenuu [IpumepHoii
WHCTPYKIIMH IO JI€JIONPOU3BOJICTBY B TOCYAApPCTBEHHBIX OpPraHU3aLUgX»,

a TaKKe B COOTBETCTBMM C PeriamMeHTOM paboOThl aAMUHUCTpPALMK TOPOJa
MypmaHcKa.

1.2. HWacTtpyknus pa3zpaboTaHa B IEsIX YCTAaHOBJICHUS €IMHBIX TPeOOBaHUM
K TIOATOTOBKE, O0OpabOTKe, XpaHEHWUI0O ¥  HCIOJb30BAHUIO JOKYMEHTOB,
00pa3yromuxcsi B JAESITEIBHOCTH aaMUHUCTpaluu ropoma MypmaHcka (nmanee —
AJIMUHUCTpaIUs) U €€ CTPYKTYPHBIX MOJpa3/IeICHUSIX.

1.3. Tlomoxxenmst MTHCTPYKITMU pacTpOCTPAHSIOTCS Ha OPTaHHU3AIUI0 PabOThHI
C JOKYMEHTaMHU HE3aBHUCUMO OT BHJA HOCHUTENSA, B TOM YHCIE C JJIEKTPOHHBIMHU
JOKyMEHTaMH, BKJIIOYas MOATOTOBKY, OOpabOTKy, XpaHEHHWE M MCIOJIb30BaHUE
JIOKYMEHTOB, OCYILIECTBIISIEMbIE C TOMOIIBIO HH(POPMAIMOHHBIX TEXHOJOTHM.
Cucrtembl BJIEKTPOHHOTO JTOKYMEHTOOOOpOTa (CHCTEMBl aBTOMATU3UPOBAHHOMU
00pabOTKU JOKYMEHTOB), NpHUMEHsieMble B AJMUHUCTPALIMM U €€ CTPYKTYPHBIX
NO/Ipa3/ieNICHUsIX, IOJKHBI 00eCeYMBaTh BHITIOJIHEHHE TpeOoBaHui MHCTpyKIMH.

1.4. JloxyMeHTHI AnMUHUCTpauu SABJIAIOTCSA MYHULIATIATbHON
coOCTBEeHHOCTBIO. Bompockl paboThl ¢ HUMH, TOPSIOK OTOOpa W Mepefavyd Ha
apXMBHOE XPAHEHUE PETYIMPYIOTCSA 3aKoHoAaTenbHbIMU akTamu P®, MypmaHckon
obmactu u HOPMAaTUBHO-METOIUYECKUMU JTIOKYMEHTaMH, CIEUAIIBHO
ynoiaHoMoueHHoro I[IpaButensctBom PO denepanbHOro opraHa MCHOTHUTEIBHOM
BIIACTH.

1.5. Opranuzanuio, BeI€HUE M COBEPILIEHCTBOBAHME JEJIIONPOU3BOJICTBA HA
OCHOBE €IMHOW TOJUTUKH, UCIOJIb30BAaHUE COBPEMEHHBIX WH(GOPMAIIMOHHBIX
TEXHOJIOTUI B paboTe C JOKYMEHTAMH, METOJIMYECKOE PYKOBOJACTBO M KOHTPOJb 3a
cOOJII0JIEHUEM YCTaHOBJIEHHOTO MOpsAJIKa padOThl C IOKYMEHTaMU B AJMUHUCTpPAIUH
OCYULIECTBJISIET OTAEN JEJONPOU3BOACTBA U JOKYMEHTOO0OpOTa AIMUHUCTpALMU
(manee — otaen AEJIONPOU3BOJICTBA AJIMUHUCTPALIUAHN).

1.6. Otnen aenonpou3BoACTBA AAMUHUCTPALMM NEPUOJNYECKU (OAUH pa3 B
TPU TOJla) OPraHU3yeT MPOBEPKY COCTOSHUS JAEJIONPOU3BOJCTBA B CTPYKTYPHBIX
noApazaeneHusax AaMuHucTpanuu. [lo pesyapTraram NmpoBEpKU COCTABISETCS AaKT,
IJIe W3JararoTCs pPe3yJIbTaThl MPOBEPKHM MW 3aMEUYaHUs, KOTOPhIE HEOOXOIUMO
YCTPaHUTh B YCTAHOBJIEHHBIE CPOKHU. AKT MPEJCTABISAETCA YHPABISAIOMIEMY JelaMu
agMUHUCTpalMu Topojga MypMmaHcka (nanee — YHOpaBiasSOIMKA JeTaMH) I
O03HAKOMJICHUS.



1.7. OTBeTCTBEHHOCTb 3a OPTaHHU3AIUIO JIEJIOMPOU3BOJCTBA, COOIIOACHHE
YCTAaHOBJICHHBIX TMpaBWJ U TMOpsiaka paboThl C JOKYMEHTaMU B CTPYKTYPHBIX
nojipa3iefieHusix AJMHMHHCTpPAllMM BO3JIaraeTcsi Ha PYKOBOJUTEJIEH CTPYKTYpPHBIX
nojpasiefneHuit AIMUHUCTpaIUH.

1.8. B cTpykTypHBIX mOApa3AeieHUsIX AAMUHUCTpALMK (DYHKIUU 10
BEJICHUIO  JICJIONPOM3BOJICTBA  BO3JaraloTcsi Ha  CIYXKObl  JIETONPOU3BOJICTBA
CTPYKTYPHBIX noJipasieJIeHuH, OTBETCTBEHHOCTh 3a OpraHu3alMIo
JEJIONPOU3BOACTBA BO3JIAra€TCs HAa OJHOIO M3 MYHULMIAIBHBIX CIIyXalUX, YTO
OTPa)KaeTcs B €ro JOJKHOCTHOW HHCTPYKLUU.

1.9. IlpaBunma u mnopspok pabOTBl C JOKYMEHTaMH, NPEAYCMOTPEHHBIE
WNucTpyKuunen, 00s3aTeabHbl sl BCEX MyHUIIUMAIBHBIX CIyXaUX AJIMUHUCTPAINH
Y COTPYIHHMKOB TI0JIBEIOMCTBEHHBIX YUPEKICHUM.

1.10. MyHuuunageHele — ciyKamye  AJIMUHUCTpalMd U COTPYAHHUKHU
MOJIBEJIOMCTBEHHBIX YUPEKJIEHUA HECyT TMEepPCOHANIbHYIO OTBETCTBEHHOCTh 3a
cobmosienue TpedboBaHuil MHCTPYKIIMU, COXPAHHOCTh CIIY)KEOHBIX JAOKYMEHTOB H
cozepxarieiicss B HUX uMHpopmanuu. PykoBoAUTeNN CTPYKTYpPHBIX MOJpa3eieHHi
AIMUHHCTpAMU  O0S3aHBl  3HAKOMUTH BHOBb  MPUHSITBHIX  COTPYAHUKOB C
YCTaHOBJICHHBIM MOPSJIKOM PabOTHI CO CIYKEOHBIMHU JTOKYMEHTAMHU, UX MOJTOTOBKH
1 0OpMIICHHUSI.

1.11. B cnyuae yTpaThl MAOKYMEHTOB M [l MPOBOJUTCSA CIyXKeOHOe
paccienoBaHue, IO pe3yibTaTaM KOTOPOrO JIMIO, BHUHOBHOE B YTpaTe, HECET
OTBETCTBEHHOCTh B YCTAHOBIIEHHOM HOPSIJIKE.

[Ipu yxome B OTHYyCK, Bbl€3[€ B KOMaHAMPOBKY, Ha BpeMsl OOJE3HHU, MpH
NIEPEBOJIE B JIPYroe€ MOJpa3JejeHUE WIH B CIIy4ae YBOJIbHEHUS MYHULUIAJIbHBIN
clayXamui  o0s3aH  TepenaTtb BCE  HAXOASIIMECSs y  HEro  JOKYMEHTHI
MYHULMIAIBHOMY CIy’KallleMy, OTBETCTBEHHOMY 3a BEJIEHHUE JIE€JONPOU3BOJCTBA B
NOJpa3IeNIeHud, WIM JIPyroMy MYHULHUIAIBHOMY CIyXKallleMy IO YKa3aHHUIO
pykoBoauTelNs noapaszzaeneHus. [lpu yBoiIbHEHUU WM TEPEBOJIE MYHHULUIAIBLHOTO
CITyXaniero AIMHUHHCTPALUU B JIPyroe MmojpasjiesieHue nepeaaya J0KyMEHTOB U JIe
OCYUIECTBJISIETCS TI0 aKTy, B KOTOPOM YKa3bIBAIOTCS BUJIbI JI€J (3ar0JI0BKHU JI€) U UX
KOJIMYECTBO M KOTOPBIM MOAMUCHIBACTCS MYHULIMIIAILHBIM CITY>KAIlllUM, TI€pPEeIaBIINM
JIOKYMEHTBI, U MyHUIIUNIATBHBIM CITYKAIllUM, TPUHSABIIUM JOKYMEHTBHI.

1.12. Ilpu peopraHuzanu CTPYKTYpPHOTO MOJpa3AciaeHus AIMHUHUCTPALIMU
MYHHIUITAIBHBIN CITYXaIllHi, OTBETCTBEHHBIN 32 JIEJIONPOU3BOJICTBO, COCTABIISET aKT
npuemMa-nepesayd  JAejl W [epefaeT Jejla B COOTBETCTBYIOLIEE CTPYKTYPHOE
nojpas/eieHre AJIMUHUCTPALIMY — IPABOIIPEEMHHK MJIM APXUB'.

1.13. Cognepxanue ciayXeOHBIX TOKYMEHTOB HE MOANEKUT pasriamenuto. C
JOKYMEHTaMU MOTYT OBITh O3HAKOMJICHBI TOJBKO T€ JIMIA, KOTOPbIE HMEIOT
HEIMOCPEICTBEHHOE OTHOLIEHUE K UX COJAEPKAHUIO U UCIIOJHEHUIO.

1.14. Tlopsimox oOpamieHuss ¢ uHOOpPMaILME, CoAepKalled Ciry)eOHbIe
CBEJICHUS OIPAHUYEHHOTO PACTIPOCTPAHECHUS], B AJIMUHUCTPALIUUA PETJIAMEHTUPYETCS
OT/IETTbHBIMU MPABOBBIMU aKTaMHU.

! ApxuBHBIHI oTAeT MYypMaHCKOTO MVHHIMTAIBFHOTO OIOIKETHOTO eXKIEeHUsT «YIpaBiIeHUE IO
y y yq

00eCIeYeHHIO IEATEITHPHOCTH OPTaHOB MECTHOTO camoynpasiieHus» (MMBY «YOJIOMC ropona MypmaHcka»)



2. OCHOBHBIE ITOHATHS

B macrosmenn WHCTpyKIIMH yCTaHABIMBAKOTCSA CJIEAYIOIIME TEPMUHBI U
ONPENCIICHUS:

— aBTOp JOKYMEHTa — OpraHHu3alusi, JOJDKHOCTHOE JMUO WM TPaKIaHWH,
CO3/IaBIINE JOKYMEHT;

— OJaHK JOKYMEHTa — JIMCT OyMaru WM DJJIEKTPOHHBIA 1Ia0MOH C
pPEKBU3UTAMU, UACHTUDUITUPYIOIINMHI aBTOpa 0UITNATHLHOTO JOKYMEHTA;

— BHUJ JOKYMEHTa — MPUHAIC)KHOCTh JOKYMEHTA K ONPEACICHHOW TpYIIIe
JOKYMEHTOB MO NPU3HAKaM COAECP/KAHUS U LEJIEBOr0 HA3HAYCHHS;

— JeJ0 — JOKYMEHT WM COBOKYNHOCTb JOKYMEHTOB, OTHOCSIIMXCS K
OJIHOMY BOMPOCY WJIM YYaCTKY JI€ATEIbHOCTH, TOMEUIEHHBIX B OT/ACIIbHYIO 00JI0OKKY;

— JIEJIONPOU3BOJICTBO — JEATEIBHOCTh, OOSCIICUUBAIOIIAS JOKYMEHTHPOBAHHUE,
JIOKyMEHTOO0OPOT, ONEPaTUBHOE XPAaHEHUE U MCTIOJIb30BaHUE TOKYMEHTOB;

— JIOKYMEHT — 3a)MKCHpPOBaHHAs Ha HOCUTEJE HHPOPMAIIUS C PEKBU3UTAMH,
MO3BOJISIOLIMMU €€ UACHTU(DUIIUPOBATH;

— oduuuanbHBIA JOKYMEHT — JIOKYMEHT, CO3JIaHHbIH OpraHu3aiue,
JTOJDKHOCTHBIM ~ JIMIIOM WJIM TPaKJIAHUHOM, O(OPMIEHHBI B YCTAaHOBJICHHOM
MOPSIIKE;

— DOJEeKTPOHHBIM  JOKyMEHT —  JOKyMEHT, uH(}OpManus KOTOPOro
IpeCTaBICHA B AIEKTPOHHON (opme;

— KOmWs  JOKyMEHTa  —  D3K3eMIULIp  JOKYMEHTa,  IOJHOCTBIO
BOCTIPOM3BOSIINI MH(DOPMAINIO MOATUHHUKA JOKYMEHTA;

— DJJIEKTPOHHAs KOMHUSA JOKYMEHTa — KON JOKYMEHTa, CO3/aHHas B
3IIEKTPOHHOU (opMme;

— 3aBepeHHas KOMHMS JOKYMEHTa — KOINHUsA JOKyMEHTa, Ha KOTOpOl B

COOTBETCTBUM C  YCTAHOBJIEHHBIM  TOPSIAKOM  TMPOCTABIEHbI  PEKBHU3UTHI,
o0ecreunBaroIye €€ PUINIECKYI0 3HAUIMOCTb;

— HOMEHKJaTypa JeJ — CUCTEeMaTH3WPOBAHHBIA TEPEUYCHb 3aroJIOBKOB Je,
CO3/I1aBa€MbIX B OpraHU3aIliH, C YKa3aHUEM CPOKOB X XPaHEHHUS;

— odopmieHHE TOKYMEHTa — IPOCTaBJIEHHUE HA JIOKYMEHTE HEO0OXOIUMBIX
PEKBU3UTOB,;

— TMO/JIMHHUK JOKYMEHTa — TEpPBBIM WM E€AUHCTBEHHBIM SK3EMILISIP
JIOKYMEHTA;

— perucTtpaius JOKyMEHTa — MPUCBOCHUE JOKYMEHTY PEruCTPallMOHHOTO
HOMEpa U BHECEHHUE JaHHBIX O JJOKYMEHTE B PETHUCTPALIMOHHO-YUETHYIO (popmy;

— perucTpanuoHHO-yueTHasl ¢opma — JOKYMEHT (KapTodKa, KypHas), B TOM
YHUCJIE€ B JIGKTPOHHOM BHJIE€, UCIOJIB3YEMbI ISl 3alUCH CBEJACHUN O JOKYMEHTE B
LEJSAX y4eTa, MOUCKa U KOHTPOJIS;

— PEKBU3UT JIOKYMEHTa — 3JIEMEHT 0(OpMIICHUS TOKYMEHTA,;

— cayx0a Jeronpou3BOACTBA — CTPYKTYPHOE IMOJpa3/iesieHhe, Ha KOTOPOe
BO3JIOKEHbI ~ (DYHKIIMM TI0 BEJICHHUIO JICJIONPOM3BOJICTBA, a TakKXkKe JIMIIA,
OTBETCTBEHHBIE 3a BEJICHHE JEJIOMPOU3BOJICTBA B CTPYKTYPHBIX MOAPA3AEICHUIX
AJIMUHUCTpAIUH;



— yHubuuupoBaHHas (opma HOKyMEHTa — COBOKYNHOCTh PEKBU3UTOB U
TUIOBBIX ()PAarMEHTOB TEKCTAa JOKYMEHTA, YCTAHOBJIEHHBIX B COOTBETCTBHM C
pellaeMbpIMM B JTaHHOW cdepe IeATENbHOCTH 3aJayaMd M PacCIOJIOKEHHBIX B
OIpEZICIEHHOM IOPSAJIKE HAa HOCUTENE NH(OPMALINH;

— DJIEKTPOHHas MOANUCh — MH(pOpManusi B 3JIEKTPOHHOU (opme, KoTopas
IpPUCOEINHEHA K Apyroil mHGOpManuud B 3JIEKTPOHHON (opme (TMOAMHCHIBaEMOi
uHbOpMaIlMK) WM MHBIM 00pa3oM CBsi3aHa C TakoW WHGpOpManued U KOTOopas
UCIIONIB3YETCS IS OTpeieIeHHsI TUIA, MOAMKUCHIBAIOLIETO HHPOPMAIIHIO;

— 3JEeKTpOoHHas HU(POBas MOAMHCH — PEKBU3HUT SIEKTPOHHOTO TOKYMEHTA,
IIPEIHA3HAYCHHBIA JUIA 3aIlIMTHl JAHHOTO 3JIEKTPOHHOIO JOKYMEHTa OT IOAJACIIKH,
IOJIyYEHHBIM B pe3yibTaTe KpUITOrpapuuecKkoro mnpeodpa3oBaHus MH(DOpMaLMU C
UCIIOJIb30BAaHUEM  3aKpBITOTO  KJIIOYa JJIEKTPOHHOW HU(PPOBOM MNOANUCH U
NO3BOJIIIOIIMN MACHTU(PUUMPOBATh BIAJENbLA CEpTU(PUKATA KIOYa IOJINUCH, a
TaK)K€ YCTAHOBUTH OTCYTCTBUE UCKAXECHHSI UHPOPMALIMH B SIEKTPOHHOM JOKYMEHTE;

— [opuauYecKkas cuja JOKYMEHTa — CBOMCTBO O(HIIMAIBHOTO JOKYMEHTa
BBI3bIBATH [IPABOBBIE MOCIIEACTBUS.

3. JlokyMeHTHpOBaHUE AEATEIBHOCTH aIMUHUCTPpAlUU Topoia MypMaHCcKa

3.1. JIoKyMeHTHI U OJIaHKH.

B cooTBeTcTBUM ¢ 3ak0HOAATENBCTBOM Poccuiickon denepanun, JOKaJIbHBIMA
HOPMaTUBHBIMU aKTamu U3/1AK0TCSA OpraHU3alMOHHO-PACIOPSIANTEIbHBIE
JOKYMEHTBI. B cOCTaB OpraHuM3allMOHHO-PACHOPSIAUTENBHBIX JTOKYMEHTOB BXOJST:
YCTaBbl, TMOJIOKEHUSA, NpaBUila, WHCTPYKUUH, PETJAMEHTbI, MOCTAHOBJIECHUS,
pacIopsKEHHUs], IPUKa3bl, PELICHHS], IPOTOKOJbI, JOTOBOPBI, aKThl, TUCbMa, CIIPABKU
v 1p. (nanee — TOKyMEHTHI).

Opranu3anMoOHHO-PacIoOpsAUTEIbHbIC JOKYMEHTBHI, CO371aBacMble B
NEATeTbHOCTH AJMHHHUCTPAIUMA, JOJDKHBI OBITh OQOpPMIIECHBI 1O IpaBUiIaM,
YCTaHOBJICHHBIM HacTosmen MucTpykuuen.

JIOKyMEeHTBI AAMUHUCTPAINH JOJDKHBI 0(OPMIIATHCS] Ha CTAaHAAPTHBIX JIMCTAX
oymaru popmara A4 (210 x 297 mm), A5 (148 x 210 MM) wiH C KUCIIONB30BAHUEM
YHU(PUIUPOBAHHBIX AJICKTPOHHBIX MIA0JIOHOB OJIAHKOB JOKYMEHTOB M HMETh
YCTaHOBJICHHBIN COCTAB PEKBU3UTOB U MOPSAOK, UX PACIOIOKEHUE U 0hOpMIICHHE.

JIOKYMEHTBI, CO3/1aBacMble B AJIMUHUCTPALIAHU, [I€YATAKOTCS C MCHOJIb30BAHUEM
TekcToBoro pemaaktopa Word for Windows Bepcun ot 6.0 u Beime mpudrom Times
New Roman pa3zmepom Ne 14 nnst Habopa OCHOBHOI'O TEKCTa M Ha OJMH - JIBA ITYHKTa
MEHbILIE — JJIs1 TOTIOJIHUTENILHOTO (MIPUIIOKEHUS], TaONHUIIbI, TOANKCH O]l PUCYHKAMHU,
NPUMEYaHUsI) Yepe3 OAMH-TIONTOPA MEXKCTPOUHBIX HWHTEpBaja. WHTEpBal MeEXIy
OykBamH B cJI0Bax — OObIYHBIN. FIHTEpBaI MeXIy CIIOBaMU — OZMH MPOOEIL.

Kaxxapiit HameyaTaHHBIN JTUCT JOKYMEHTa, 0()OpPMIICHHOTO KaK Ha OJaHKe, Tak
u 6e3 OJ1aHKa, TIOJDKEH UMETh CIIEAYIOIIHNE pa3Mephl ol (Mm):
aeBoe — 25
npaBoe — 15
BepxHee — 20
HwkHee — 20.



IlocTaHOBIIEHUS M pACIOPSDKEHMS aIMUHHCTpanuu ropoga MypmaHcka, a
TaK)K€ MPUIIOKEHHUSIT K HHUM OQOpPMISIOTCS Ha YHU(PUIUPOBAHHBIX OJIAHKAX M
JIOJDKHBI UMETh MOJIs (MM):
nesoe — 30
npaBoe — 10
BepxHee — 20
HkHee — 20.

JIoKkyMeHTBl JUTENbHBIX (CBbIIE 10 J€T) CPOKOB XpaHEHUs JTOKHBI UMETh
neBoe 1nose He MeHee 30 M.

JlommyckaeTcsi co3maHue JTOKYMEHTOB Ha JIMIIEBOM M OOOPOTHOW CTOpPOHAxX
nucta. [Ipu AByCTOpOHHEM CO3J]aHUU JOKYMEHTOB IIMPHHA JIEBOTO MOJISl HA JIMIIEBOM
CTOPOHE JINCTA U TIPABOTO TOJII Ha 00OPOTHON CTOPOHE JINCTA JOJIKHBI OBITH PaBHBI.

[Tpu opopmieHnu TeKCcTa HAa IBYX U 00JIee CTPAHUIIAX BTOPAS U MOCIIEIYIONTNE
CTpaHMIIBl JOJDKHBI OBITH MpOHyMepoBaHbl. Homepa cTpaHull NpPOCTaBISAIOT
MOCEPEANHE BEPXHErO MOJIA JINCTA, HA paccTOossHUU 10 MM OT BEpXHEro Kpas JHUCTa.
[lepBas cTpaHua JOKYMEHTA WIIH PUIIOKEHUS HE HYMEPYETCH.

TekcT meuaTaercst OT JIEBOM IPaHULBI TEKCTOBOI'O MOJISI U BHIPABHUBAETCS 10
JIEBOM W MpaBoi rpaHullaM TeKcToBoro moJjs. [lepBas cTpoka ab3ana neyaTaeTcs: Ha
pacctosgHuM 1,25 cM OT JIEBOM IpaHULIbl TEKCTOBOTO ITOJIS.

B AamunucTtpanuy npuMEHSIOTCS cienytoume yHUGUIUpOBaHHbIE OJIAHKU U
AJICKTPOHHBIE 11a0JIOHBI OJIAHKOB IOKYMEHTOB:

— TOCTAaHOBJIEHUA AMUHHCTpauuu (npuiioxxerue Ne 1);

— pacnopsbkeHuss AgMuHucTpanuu (npuioxenue Ne 2);

— pacnopspKEHUs yIpaBJEHUs aIMHUHUCTPATUBHOIO OKpyra AJMHHUCTpPALUH
(mpunoxxenue Ne 3);

— nucbMa AagMuHucTpanuu (npuioxenne Ne 4).

brnaHku JOKYMEHTOB ¥ JJIGKTPOHHBIE TIa0JOHBKI OJAHKOB JTOKYMEHTOB
0(OPMIISIOTCS Ha OCHOBE YTJIOBOTO WJIA TPOJOJHLHOTO PACIOIOKEHUS PEKBU3UTOB.
Ha OmaHkax peKBH3UTHI 3aroJIOBOYHOW YACTH PACMOJAraloT I[EHTPUPOBAHHBIM
(Ha4yao M KOHEIl KaXKJIOW CTPOKM PEKBU3UTA PABHO YJAJEHbl OT IPaHUIl MJIOLIAJN)
CIIOCOOOM.

Jlyist 651aHKOB TTUceM AJIMMHHUCTpALUU YCTAHABIIMBAETCS IIPOJOJIbHBINA BapUaHT
pPacloJIOKEHUSI PEKBU3UTOB, NJisi OJAHKOB IHCEM CTPYKTYPHBIX TMOJpa3/ieeHui
AJIMUHUCTpALUX — YTIIOBOM.

B ciiyyae HEOOXOIUMOCTH MOTYT CO3[aBaThCs JIPYrue OJAHKU/3IEKTPOHHbIE
mabsoHbl OJaHKOB JTIOKyMEHTOB. Ilpu sToM oOpasenr BHOBb cO3/aBaeMoro OJjlaHKa
MpEACTABIACTCS Ha COIJIacOBaHUE YIPABIAIOUIEMY JeJlaMH, I[OCI€ Yero B
NHCTpYKIMIO BHOCUTCS JOTIOJIHEHUE.

JIOKyMEHTBI, TOATOTOBJICHHBIE OT HWMEHH JABYX H 00jee CTPYKTYPHBIX
nojpasieNieHuii AJMUHUCTPAIMK, MOTYT O(QOPMIISTECSA HA CTaHAAPTHBIX JIUCTaX
oymaru dopmara A4 6e3 OraHKa.

3.2. PexBHU3UTHI JOKYMEHTOB

[Ipu nmoaroToBke U 0OPOPMIIEHUU TOKYMEHTOB B AJIMUHUCTPAIIMU UCIIONB3YIOT
CIEAYIOUIUN COCTAaB PEKBU3UTOB:
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— rep0b ropoga Mypmancka;

— HAuMMEHOBaHUE OpPraHM3aluu — AJMHMHHMCTpanus ropona MypmaHcKa Wiu
HAaMMEHOBAaHHUE CTPYKTYPHOTO NOApA3AeIeHUsT AIMUHUCTPALUY;

— CIIpaBOYHbIE JaHHBIE 00 OpraHU3aIlNH;

— HAuMMEHOBAHUE BUJIA JOKYMEHTA;

— Jara JOKyMEHTa;

— PpErucTpanuOHHBIA HOMEDP JOKYMEHTA;

— CChUIKA HAa PErMCTPAalMOHHBIN HOMEP U 1aTy MOCTYIHMBILErO JOKYMEHTA,;

— rpud OrpaHUYeHUs JOCTyNA K TOKYMEHTY;

— ajpecar;

— TIpu} yTBEpKIEHUS JTOKYMEHTA;

— 3aroJIOBOK K TEKCTY;

— TEKCT JOKYMEHTA;

— BU33;

— OTMETKa O MPUJIOKEHUU;

— rpud coriacoBaHus TOKyMEHTA;

— TIOJIIKCH;

— IIe4ars;

— OTMETKa 00 UCIOJIHUTEIIE;

— OTMETKa O 3aBEPEHUH KOIHHU;

—  Ppe30JIrouus;

— OTMETKa O KOHTPOJIE;

— OTMETKa O MOCTYIIEHUH JOKYMEHTA;

— OTMeTKa 00 UCTIOJHEHUH JOKYMEHTAa U HANPaBJICHUH B JIEJIO.

CocraB PEKBU3UTOB KOHKPETHOIO JTOKYMEHTa OIPENENSIETCS €r0 BUAOM U
HA3HAYCHUEM.

Kpome mnepedyucieHHbIX PEKBU3UTOB, IIPU IOATOTOBKE JIOKYMEHTOB H B
npouecce paboThl C JOKYMEHTaMU MOTYT MCIOJIb30BaThCSl JPYIHME€ PEKBU3UTHI,
Harnpumep, otMeTku «KoHTponb», «CpouHo», «[lomyiexxut Bo3BpaTy», «OTIpaBiIeHO
1o (akcy» u ap.

3.3. OdopmieHue peKBU3UTOB TOKYMEHTOB.

3.3.1. T'ep6 ropoma MypmaHcka.

I'ep6 ropoma MypmaHcka pa3sMemaercs Ha OJaHKaxX TOCTaHOBJIICHUH,
pacropsokeHnd AJMUHHUCTPALMH, PACIIOPSDKEHNUN YIIPABIECHUM aJIMUHUCTPATUBHBIX
OKpYroB ropoaa Mypmancka, a Takke Ha OJlaHKax muceM AJIMHHHUCTpAIH, OJaHKax
IIUCEM YIPaBICHUW aJMUHUCTPATUBHBIX OKPYroB M OJaHKax IHCEM, IPUKa30B,
pPaCHOpSDKEHUM  CTPYKTYPHBIX —MOJpa3JeiaeHUN AJQMUHUCTpALUM, SBISAIOMINAXCS
IOPUIUYECKUMU JTULAMHU.

N3o00paxenue repdba Ha OJaHKaxX C YIVIOBBIM PacHOJIO)KEHHUEM PEKBU3UTOB
pa3MelialoT Ha BEpXHEM Mose OJaHKa HaJa CepeluHOM CTPOKM pPEKBU3UTA
«HanmeHoBaHue opraHuzanuu», a Ha OJaHKax C MOPOAOJBHBIM PACIOIOKEHUEM
PEKBU3UTOB — B LIEHTPE BEPXHErO IOJ Ha paccTossHMM 10 MM OT BEpXHEro kpas
JIUCTA.
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3.3.2. HamMeHoBaHMe Opranusauuu — AJMHHHUCTpauus ropoga MypmaHcka
VI HAMMEHOBAHUE CTPYKTYPHOI'O MOAPA3AEICHUS AIMUHUCTPALIMH.

HanMeHOBaHME CTPYKTYpHOIO NOApa3AeieHus AIMUHUCTPALMM — aBTOpa
JOKYMEHTa (IIOJIHOE M COKpAIEHHOE IPU €ro HAJIW4MM), MOMEIIaeMoe Ha OJaHKax
NOKYMEHTOB, pacIloJIaraeTcs 4epe3 OIWH MEXCTPOUYHBIM HMHTEPBA  HUXKE
HAaUMEHOBaHUs AIMMHHMCTpanus ropoga MypmaHcka.

HanMeHOBaHME CTPYKTYpHOrO MOJpa3JeiCHUs YKa3bIBAECTCS B COOTBETCTBUU
CO CTPYKTypoll AJMHHUCTpalMu, YTBEpKJIeHHOW pemieHueM CoBeTa AemyTaToB
ropoga Mypmancka. Ilox HamMeHOBaHMEM CTPYKTYPHOTO  NOAPA3ACICHUSA
AJIMUHHUCTpAMU B CKOOKAaxX yKa3bIBae€TCs COKpPAIlEHHOE HaWMEHOBaHHE, €CIU OHO
IPELYCMOTPEHO MOJIOKEHUEM.

Hanpumep:

AIMUHUCTPALUA TOPOJA MYPMAHCKA

WIH

AnmuHucTpanus ropona Mypmascka

KomuTeT o pa3BUTHIO FOPOJACKOr0 X03s1iicTBa
(KPI'X)

3.3.3. CnpaBouHble JaHHbIE 00 OpraHU3aIIHH.

CrpaBouHble JaHHble 00 OpraHM3allMM YKa3bIBAIOTCS B ONaHKaX MHUCEM U
BKJIIOYAIOT B ceOs: TMOYTOBBIM ajpec AJAMHHHCTpPAIMM WM CTPYKTYPHOTO
nojpasueneHuss AJIMUHUCTpaIuu, Homep TenedoHa, dakca, agpec 3JISKTPOHHOU
noutsl (mpusoxenue Ne 5).

CrpaBouHble JaHHBIE 00 OpraHu3anuu opopmIsIIoTCS Ha OJIaHKe MMChMa Yepes
OJIMH MEXCTpouHbId MHTepBan mpudtoM Ne 9 mmm Ne 11 mocne HauMeHOBaHHS
OpraHM3alnuu — aBTopa fokymeHTa. [Ipumep opopmieHns peKBU3UTOB:

np. Jlenuna, 1. 75, r. Mypmanck, 183006
ten. (8152) 455-572, daxc (8152) 450-366
e-mail: citymurmansk@citymurmansk.ru

NN

mp. Jlenuna, a. 75, . Mypmanck, 183006
Ten. (8152) 455-572, daxc (8152) 450-366, e-mail: citymurmansk@citymurmansk.ru

3.3.4. HaumeHnoBanue BUJa JOKYMEHTA.

HanMeHoBaHve BHJa JOKYMEHTa YKa3bIBA€TCSI HA BCEX JOKYMEHTax, 3a
UCKIIIOYCHHEM  CIY>KEOHBIX  THCEM, pacrlojaraercs T1oJ  HauMEHOBAHHEM
AnMuHHCTpanuu (CTPYKTYPHOTO MOAPA3AEIICHHUS, TOJKHOCTH).

PexkBusut nmubo ykaspiBaeTcs Ha OnaHke JOO O(OpMIISeTCS NPOMUCHBIMU
OykBaMH B paspsAKy MOJY>KUPHBIM MIPU(TOM yepe3 JABa MEKCTPOUHBIX MHTEpBaa
HI)KE HAMMEHOBAHMSA OpraHW3alMd — aBTOpa JOKyMeHTa (Kpome OJIaHKOB
IIOCTAHOBJICHUW U PACIIOPSDIKEHUN AJIMUHUCTPALIAN).

IIpy yrnoBOM paclojOKEHWHM PEKBU3UTOB HA3BaHHWE BHIA JOKyMEHTa
oopmisieTcs OT JIEBOM I'pPaHUIbl TEKCTOBOT'O MOJs, a MPU MPOAOJIBHOM — B LIEHTPE
CTPOKH.
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Hampumep:
AKT
U
NPOTOKOJ

3.3.5. Jlara nokymMmeHTa.

JlaTa nOKyMeHTa AOJKHA COOTBETCTBOBATh JATE MOAMMUCAHUS (YTBEPKICHUA)
JOKYMEHTa WM Jaare COObITHs, 3a(UKCUPOBAHHOTO B JOKyMEHTE. J[OKyMeHTHI,
U3JIaHHbIE ABYMS WUJIM 00Jiee OpraHu3alusIMU, JOJKHBI UMETh OAHY (EIMHYI0) aTy.

JlaTa TOKyMEHTa 3alKChIBAETCS B MOCIEAOBATENIBHOCTU: JE€Hb MECALA, MECHILL,
TOJl OTHAM M3 JIBYX CITOCOOOB:

— apabckumu mudpamu, pazaeneHabME Toukoi: 05.06.2018;

— cJIOBeCHO-IIM(GPOBBIM criocobom, Hanpumep: S urons 2018 roxa.

[Ipu opopMieHUN KOHKPETHOTO JOKYMEHTa ClieqyeT M30MpaTh OAWH KaKOM-
1160 croco0 odopmiIeHUs JaThl — TM00 ITU(POBOH, JTMOO0 — CIOBECHO-ITU(POBOH.

[Ipu ccbulke B TEKCTE HaA MPAaBOBOM aKT WJIM HMHOM JIOKYMEHT Jiata
opopmiisieTcs CIEAYIOIMM 00pa3oM: ...paclopsbKeHHe aJIMUHHCTpAllUd Tropoja
Mypmancka ot 13.02.2012 Ne 12-p «O6 yrBepxaeHun WHCTPYKIIMU 110
JIEJIONPOU3BOCTBY B aIMUHHUCTpPALUU ropoaa MypmaHCKa».

PekBu3uT odopmisiercs OT J€BOM TpaHMIIBI TEKCTOBOTO MOJS 4Yepe3 JBa
MEKCTPOUHBIX MHTEpBaJia MOCIEe HAa3BaHUA BHJA JOKYMEHTa Ha oOuiemM OJaHKe WM
gyepe3 Ba MEKCTPOUYHBIX MHTEpBasa MOCIE CIPAaBOYHBIX JAHHBIX 00 OpraHU3aliy —
aBTOpE TOKyMEHTa Ha OJlaHKe MUChMa.

3.3.6. PerucrtpalimOHHbIII HOMEP JOKYMEHTA.

Peructpanmonsslii HoMep TOKyMeHTa — HU(PPOBOM MK OyKBEHHO-IIMPPOBOIA
UIAECHTU(DUKATOP JOKYMEHTAa, COCTOSAIIMHA M3 TMOPSAKOBOTO HOMEpa JOKYMEHTa,
KOTOpbIM, MO YCMOTPEHHUIO OpraHu3alid, MOXKET JOMOJHATHCA IUGPOBBIMH WM
OyYKBEHHbIMU  KOoAaMHu (MHIEKCaMH) B COOTBETCTBUU C  HCIOJIb3yeMbIMU
KJ1accu(PUKaTOpamH.

Ha nokymMmeHTte, cOCTaBI€HHOM COBMECTHO JIByMs U 0Oojiee OpraHM3alUsMH,
MPOCTABIIAIOTCSl PETUCTPAIMOHHBIE HOMEpPA JOKYMEHTA, MPUCBOCHHBIE KaXIOW W3
opranuzanuii. PerucrpanuoHHbsle HOMEpa MPOCTABISIOTCA B MOPSAKE YyKa3aHUs
HAaUMEHOBAHMUI OpraHM3alMii B 3arojOBOYHOM uacTH (mpeamOyiie) JOKyMEHTa H
OTACJISIIOTCS IPYT OT APYyra KOCOM YEPTOM.

Homepa mnoctynarommx (BXOOAIIMX) W OTOPABIAEMBIX  (MCXOZISIINX)
JOKYMEHTOB JIOMOJHSIOTCS YCJIOBHBIM OOO3HAU€HHEM (MHAEKCOM) CTPYKTYPHOTO
noapasnaenenus (npuioxxenue Ne 6) 1 HOMEpPOM Jiesia 0 HOMEHKJIATYPE.

Taxk, Hapumep, Homep 05-12-1/156 otnpasiisieMoro (MCXOASIIEr0) TOKYMEHTA
BKJIIOYAET:

05 — uHAEKC CTPYKTYpHOIO TMOJpa3feieHus, K IeATEeIbHOCTH KOTOpPOTO
OTHOCUTCS JOKYMEHT;

12-1 — HOMEp COOTBETCTBYIOIIETO Jieia 0 HOMEHKJIATYPE;

156 — nmopsiAKOBBIM HOMEP TOKYMEHTa, TPUCBOCHHBINA €My IIPH PErUCTPALIUH.
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Peructpanuonseiii HoMep oOpalieHus rpakKIaHWHA COCTOMT M3 HaualbHOU
OykBbl (pamMuIMM aBTOpa M MOPSAKOBOIO HOMEpPA MOCTYNMBILErO OOpalIeHMs,
Hanpumep /1-401.

Ecnu oOpalieHue HampaBieHO IPYNION JIMI, TO TaKOE OOpalleHUEe CUUTAEeTCs
KOJUIEKTUBHBIM. [Ipn 3TOM mepen mopsiiKOBBIM HOMEPOM CTaBSITCS JBE 3arjlaBHBIC
oykBb1 «KJI», Hanpumep KJI-567.

PexBusut oopmisieTcss Ha TOH K€ CTPOKE, UTO U JaTa JOKyMeHTa. B ciyuae
IPOAOJIBHOTO PACIMOJIOKEHUS PEKBU3UTOB O(OpMIIseTCS y TMpPaBOM TPaHUIIBI
TEKCTOBOTO I0JIA, IPU YIJI0OBOM PACIOJIOKEHUH — Y JIEBOM TPAHMIIBI.

Hanpumep:

15.02.2018 Ne 5

158071
15.02.2018  Ne 05-12-1/156

Jist opopmieHusi pekBU3UTOB «PerucrpanmoHHbli HOMEp JOKYMEHTa» U
«/lata nmoxymeHTa» Ha OJaHKaX JOKYMEHTOB yCTAHaBJIMBAIOTCA OIPAaHUYMUTEIIbHBIC
JIMHUMY.

IIpumep pacronokeHus: OrpaHuYUTENbHBIX JINHHAN:

Ne IIPH YTII0OBOM PacnoyiokeHuu pekBu3uToB (1mpudt Ne 10)
WJIU TIPU TIPOJIOIBHOM PaCIoIOKeHUH peKBU3UTOB (1ipudt Ne 14):

Ne

3.377. Ccbuika Ha pPErucTpalMOHHBIA HOMEpP W JaTy MOCTYIHBIIETO
JIOKYMEHTA.

Ccbulka Ha PETrMCTPALMOHHBIA HOMEpP M JaTy MOCTYIHUBIIETO IOKYMEHTa,
COCTOSIIIAsE M3 PETUCTPALlMOHHOTO HOMEpa U JaThl BXOIAIIETO WHUIMATHBHOTO
JOKYMEHTa, Ha KOTOPBIA JAaeTcs OTBET, IPOCTABIISIETCS B BUJIE OTMETKHU «Ha Ne ..oT ...»
B OJIaHKE [TUChMa.

B Tekct nuceMa-oTBETa CBEAECHHUS O PErMCTPALMOHHOM HOMEpE U jJare
HNOCTYIUBIIETO MHCbMa HE BKIHOYAOTCS.

Ccbulka Ha PErMCTPAllMOHHBII HOMEpP W JaTy IOCTYINHBIIEro JOKYMEHTa
IPOCTABJISIETCS UCIIOJIHUTENEM IIPU MOATOTOBKE MHChbMA-OTBETA.

Jns opopmienus pekBusuTa «CcbUlKa Ha PErvMCTPAllMOHHBIM HOMEp M Jary
JOKYMEHTa»  YCTaHaBJIMBAIOTCSI  OTPAHUYHUTENIbHbIE  JIMHUM, Ha  KOTOPBIX
Oo(QOpPMIIIIOTCSI HOMEpP W JaTa MHUIIMATHUBHOTO JOKYMEHTa (JOKyMEHTa-3ampoca, Ha
KOTOPBIM 1a€TCs OTBET).

BHe 3aBHCMMOCTH OT pacrloOJOXKEHHUS PEKBU3UTOB 3aroJIOBOYHON YacTh Ha
OJlaHKax MUCEM OTPAHUYUTENbHbBIE JTUHUU IS ohopmiieHUsT pekBu3uTa «CChUlKa Ha
pPErucTpPallMOHHBIA HOMEp U JIaTy MOCTYMHUBIIETO JOKYMEHTa» PacIloyiaraloTcsl yepes
OJIMH MEXCTPOUHBIM MHTEpBaJl IOCJIE€ OIPAHUYMUTEIbHBIX JIMHUN Ui PEKBU3UTOB
«Jlata nokymeHTa» u «PerucrpanoHHbII HOMEp TOKyMEHTax»:

Ne

Ha Ne oT
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3.3.8. TI'pud orpanmuenus qoctymna K JOKyMEHTY.

I'pud orpannuenus gocryna K JOKyMEHTY MPOCTABISIETCS B MPABOM BEPXHEM
YTIIy TIEPBOrO JINCTA JOKYMEHTA (ITPOEKTA TOKYMEHTA, COMPOBOAUTEIBHOIO MUChMA K
JIOKYMEHTY) Ha TPaHMIE BEPXHEro MoJisi MpHU HAJIUMYUU B JOKYMEHTE MH(MOpMAaIuH,
JOCTYN K KOTOPOM OTpaHHYEH B COOTBETCTBHM C 3aKOHOJATEIBCTBOM Poccuiickoi
denepaun.

B cocraB rpuda orpaHudeHus A0cTyna K JOKyMEHTY BXOAUT OrpaHUYUTENIbHAS
Haamuch («Jlist cimy>keOHOTO TOIB30BaHus», «KoH(bUAEHITMATBEHO»), KOTOpast MOXKET
JOMOJHATECA HOMEPOM 3K3eMIUIsipa JOKYMEHTa W JPYTMMH CBEACHUSIMU B
COOTBETCTBUM C 3aKoHoAarenbCTBOM Poccuiickon ®enepaunu m llonoxennem o
nopsiike oOpamieHuss ¢ uHOpMmaruen, coaepxkamie Ciry)keOHbIe CBEICHUS
OTPaHUYEHHOTr'0 PaclpOCTPAHEHU B aIMUHHUCTpAlUU ropoaa MypMaHcKa.

Hanpumep:

Jist ciry>keOHOro MoJIb30BaHUs
OKk3. Ne 1

3.3.9. Anpecar.

AnpecaT — pEKBU3MUT, HCIOJNB3YEMbII 1Opu  O(QOPMIIEHUM  JEJIOBBIX
(cmykeOHBIX) IHCEM, BHYTPEHHHUX HWH(POPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB.
AnpecatoM JOKyMEHTa MOXXET ObIThb OpraHM3alusi, CTPYKTYpHOE MOJpa3fieiieHUE
OpraHM3aIiH, JOHKHOCTHOE WIH (PU3UIECKOE JIHIIO.

IIpun agpecoBaHHM TOKYMEHTA PYKOBOJIUTENIO (3aMECTUTENIO PYKOBOAMTEIIS)
OpraHu3allMM YKa3bIBAalOTCS B JATEJIbHOM TNAJEKE HAMMEHOBAaHUE JOJKHOCTH
PYKOBOIUTENSA  (3AMECTUTENII  PYKOBOAUTENS), BKJIIOYAIOIIEE HANMEHOBAHHE
OpraHMU3aIK, HHUIIUANBI JOJDKHOCTHOTO JIMLA, (aMUIIHIO.

Hanpumep:

['enepanbHOMY TUPEKTOPY
00O «Kopset»

C.C. TpopumoBy

IIpu agpecoBaHMM nHMCbMa B OPraHU3ALMI0 YKA3bIBACTCS €€ IOJIHOE WU
COKpAILICHHOE€ HAUMEHOBAHUE B UMEHUTEIILHOM I1a/ICKeE.

[Ipu agpecoBaHnM JOKYMEHTA B CTPYKTYPHOE MOAPA3/CIICHUE OpPraHU3alNU B
PEKBHU3UTE «aApecar» YKa3bIBAIOTCSd B HMEHUTEIBHOM IMAJCKE HAUMEHOBAHHE
OpraHU3alvu, HWXKE - HANMEHOBAHUE CTPYKTYPHOTO NOAPA3AECICHU.

Hanpumep:

ObY «HanmeHnoBanue
OpTraHu3alun»
DHUHAHCOBOE yIIPABJICHUE

HpI/I HaJIW4YMKM BOMHCKOI'O 3BaHHs, YMHA OHHM YKa3bIBAIOTCA 4YCpPE3 OJUH
MC)KCTpO‘IHBIﬁ HHTCPBAJI IOCJIC JOJKHOCTH, 0e3 3HaKOB MNpCIIMHAHWA.
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Hanpumep:
Komanaupy
BoMckoBOM yactu Ne 2021

ITOJIKOBHUKY

N.U. UBanoBYy
CoctaB pekBU3UTa MEHSIETCS B 3aBUCUMOCTM OT ajJpecaTa M BUOA
COCTaBJIIEMOT0 JOKYMEHTA.
IIpn anpecoBaHuMm OOKyMEHTa B HECKOJBKO OJHOPOAHBIX OpraHU3alud HX
HAaUMEHOBAHHUSA CJIEIyeT yKa3bIBaTh 000OIIEHHO.
Hanpumep:
PykoBoauTensim CTpyKTypHBIX
IIOJIpa3ACIICHUI
aIMUHHCTPALIMU TOPOAA
MypmaHcka

IIpu pacceuike IOOKYMEHTa HE BCEM OpraHu3alusIM WM CTPYKTYPHBIM
NoApa3JeJeHUsAM II0JT PEKBU3UTOM «AJpecaT» B CKOOKaxX yKas3bIBaeTcs: «(Io
CITUCKY)».

Hanpumep:

PykoBoautensiM CTpyKTypHBIX
MOJpa3AeIeHUN
aIMHUHUCTPALIMU TOPOJIa
MypmaHcka

(o cnucky)

Crnucok pacChUIKM COCTABIISIETCS UCITOJTHUTEIIEM.

B coctaB pekBusnTa «Aapecar» MOXKET BXOJUTh MOYTOBBIN aJpec. DJIE€MEHTbI
MOYTOBOTO  aJpeca  YKa3bIBAIOTCS B  MOCJEAOBATEIBHOCTH, YCTAaHOBJIECHHOU
[IpaBunamMu OKa3zaHWsl yCAyTr TIOYTOBOM CBsI3M (YTBEPKIACHHBIMHU MPUKA30M
MuHucTEepCcTBa CBA3M M MACCOBBIX KOMMyHHMKauui Poccuiickon @Penepauuu OT
31.07.2014 Ne 234).

Hanpumep:

000 «<MPUBII»

yi. Codru IlepoBckoit, 1. 16a
r. Mypmanck, 183038

[Tpu ampecoBannn AOKyMeHTa (GU3MYECKUM JIMIIAM, B OTBETaX Ha OOpalleHus
rpakJaH CHadaja YKas3blBAlOTCA WHUIMAIBI HW (aMUiIusS TMOJydarens, 3aTeM
MOYTOBBIA aJpec uepe3 OJWMH MEXKCTPOYHBI HMHTEpPBAN IOCIE WHHIMAIOB H
bamunmm.
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Hanpumep:
M.M. Kapnenko

yi1. ['epoeB Pribaunero
. 37, kB. 245
r. Mypmanck, 183053

ITouyToBBIN agpec HE YKa3bIBa€TCA B JOKYMEHTAX, HAIPaBISEMbBIX B OpPTaHbI
WCIIOJIHUTENILHON BiiacTu MypMaHCKOW 00JacTH, CTPYKTYpPHBIE TOAPA3ACICHUS
AJMUHHCTpaLUK, IOCTOSSHHBIM KOPPECIIOHAEHTaM.

[Ipu oTnpaBke mHMcbMa MO 3JIEKTPOHHOW MOYTE WM MO (DAaKCUMHIIBHOM CBSI3U
(0e3 MOCHUIKM MO TOYTE) MOYTOBBIA ajpec He ykasbiBaeTcs. lIpu HeoOxomumocTu
MOKET OBITh YKa3aH AJIEKTPOHHBIN ajapec (Homep TenedonHa/dakca).

JIOKyMEeHT He JIOJDKEH CojepXaTh OoJjiee YeThIpex aapecaTtoB (Kpome
JOKYMEHTOB, CBA3aHHBIX C PACCMOTPEHUEM M pa3pelIeHUEM Jell B cynax). Kaxnapii
IK3EMIUISIP TaKOTO JTOKyMEHTa JoJbKeH ObiTh moamnucaH. CrnoBo «Komusi» mnepen
BTOPBIM, TPETHUM U YETBEPTHIM aPECATOM HE MIPOCTABISAETCA.

[Ipu HampaBieHUM OOKyMeHTa OoJjiee 4YeM B YEThIpe aJpeca COCTaBISETCS
CIIMUCOK PACCBHUIKM M Ha KaKJIOM JOKYMEHTE YKa3bIBAETCS TOJIBKO OJIMH aJIpecar.

PexBusut «Anpecar» odopmisiercs Ha OJIaHKE C YIJIOBBIM PaCHOJIOKEHUEM
PEKBHU3UTOB B BEpXHEW NpaBOM 4YacTH AOKyMEHTa, Ha OJlaHKe C MPOJOJbHBIM
pacrojo)eHNeM PEKBU3UTOB — CIIPaBa Moj pekBu3uTamu O1aHka. CTpOKH peKBU3UTA
«AnipecaT» BIPaBHUBAIOTCS I10 JIEBOMY KpParO WA LEHTPYIOTCS OTHOCUTEIBHO CaMOU
JUIMHHOUW CTPOKH.

Kaxnas cocraBHas 4yacTh peKBU3HTA «AJlpecar» J0IKHA HAUYMHATHCS C HOBOM
CTPOKHM, B KOHIE CMBICIOBBIX CTPOK (COCTABHBIX YACTEH) pPEKBU3UTA 3HAKU
NPENMHAHUS HE CTaBATCA. B cepeauHEe CTPOK 3HAKW MPENUHAHUS COXPAHSIOTCH.
[IepeHOCHI CIOB HE AOMYCKAKTCS.

3.3.10. T'pud yTBepkaeHus T0KyMEHTA.

['pud yTBEpkaEHUS MPOCTABISAETCA HA JOKYMEHTE B CIIy4ae €ro YTBEpKACHUS
JNOJDKHOCTHBIM ~ JIMIOM,  PacCIOPSAAUTEIbHBIM  JOKYMEHTOM  (IOCTaHOBJIIEHUEM,
pacropsKEHUEM, PEILICHUEM, IPUKA30M) WIIH PEIICHUEM KOJUIETHAIBHOTO OpraHa.

JIOKyMEHTBI YTBEPKAAIOTCS PYKOBOJIUTEIIAMU AJMUHUCTpALUH,
PYKOBOIUTEISIMU CTPYKTYPHBIX MOJPA3AEICHU AJIMUHUCTPALMK, B KOMIICTCHIIUIO
KOTOPBIX BXOJUT PEIIECHUE BOIIPOCOB, U3JI0KEHHBIX B YTBEPKAAEMBIX JOKYMEHTAX.

['pud yTBepkIeHus pa3MmemiaeTcss B MPaBOM BEPXHEM YIIIy IMEPBOTO JIHUCTA
nokymeHTa. CTpOKM pEKBHU3UTA BBIPABHUBAIOTCS MO JIEBOMY KparO WM LEHTPYIOTCS
OTHOCHUTEIBHO CaMOM JUIMHHOMN CTPOKHU.

[Ipu yTBepkIeHWM TOKYMEHTA JOJKHOCTHBIM JUIIOM TpU( YTBEpKIACHUS
coctroutr u3 cioBa «YTBEPXJIAIO», HaumeHOBaHMS JIOJDKHOCTH JIMIIA,
YTBEPXKJIAIOIIETO JOKYMEHT, €ro TMOANUCH, WHUIMAIOB, (aMuwinud U JaThl
YTBEPKIACHUS.
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Hanpumep:
YTBEPXIAIO

PykoBouTeNnb CTPYKTYPHOTO
noJipa3/ieJICHUs] R AMUHUCTPALIUH
ropona MypmaHcka

[ognuce  U.O. ®amunug
« » 2019 r.

[Ipu yTBepXkACHUM TOKYMEHTA PACIOPSAUTEIBHBIM JTOKYMEHTOM Tpud
yTBEpKIeHus  coctouT u3  ciaoBa  «YTBEPXIEH  (YTBEPXIEHA,
YTBEPXJIEHBI nnn YTBEPXJIEHO)», coriacoBaHHOrO ¢ HauMEHOBAaHUEM BHJIa
YTBEPKIAEMOr0 JOKYMEHTA, HAWUMEHOBAHMS PACHOPSAUTEIBHOTO JIOKYMEHTa B
TBOPUTEIILHOM IAJIEKE, €0 1aThl, HOMEpA.

Hampumep:

YTBEPXIEHO
IPUKA30M KOMHUTETA M0 00pa30BaHUIO

aMUHUCTpALMK ropoaa MypmaHcka
ot 22.03.2018 Ne 68

3.3.11. 3aronoBOK k TEKCTY.

3aroioBOK K TEKCTy — KpaTKoe cojnepkanue gokymeHTa. OH momKeH OBITh
MaKCUMAaJIbHO KPaTKUM U €MKHM, TOYHO NIEPEIaBaTh CMBICI TEKCTA.

3aroyioBOK K TEKCTy Gopmynupyercs ¢ npemiorom «O» («O0») u oTBe4aeT Ha
BOIIPOC «O YEM?»):
pacniopspkenue (0 4uéM?) 0 CO31aHUM aTTECTAlMOHHON KOMUCCHH;
npukas (0 4ém?) 00 yTBEpPKACHHUH ILITATHOTO PACTIMCAHMUS;
nuchbMo (0 4€M?) 0 Mpe1oCTaBICHUH HHDOPMALIHH.

3aroyioBOK K TEKCTY MOXET HE COCTaBJIATHCS, €CIU TEKCT JIOKyMEHTa He
MPEBBIIIAET 4 - 5 CTPOK.

PexBu3uT oopmiisieTcs ¢ 3aryiaBHOU OYKBBI:

— Ha OlaHke mnHMcbMa OT JIEBOW TpaHUIbIl TEKCTOBOIO TOJSl uepe3 JBa
MEKCTPOYHBIX MHTEPBAJA IMOCJE CChUIKM Ha HOMEP W JATy MOCTYNHBLIETO JTOKYMEHTA,
KypcuBoM, mpudpToM Ne 12, B KOPOTKOU CTPOKE — IIUPUHOM He OoJiee 7 cM;

— Ha  OjaHKe  pACHOpPSAUTENbHBIX  JOKYMEHTOB  (pacmopsbKeHHs,
MOCTAHOBJICHUSI, TIPUKA3bl) — Ye€pe3 JiIBa MEKCTPOUYHBIX HMHTEpBala IMOCJE AaThl U
HOMEpAa JOKyMEHTa MOdyXupHbIM mmpudrom Ne 14, Ham TekCcTOM MocepearHe
pabouero nosisi JOKYMEHTa U EHTPYETCS OTHOCUTENLHO CaMOU ITTMHHOM CTPOKU;

— TOYKAa B KOHIIE 3ar0JIOBKA HE CTABUTCH.

3.3.12 TekcT JOKyMEHTA.

TexcT MTOKyMEHTa COCTAaBISETCS HAa PYCCKOM S3bIKE KaK TOCYJapCTBEHHOM
sa3bike Poccuiickon @enepanum.
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TexkcT MOKYMEHTAa U3JIaraeTcsi PYCCKUM JIMTEPATYPHBIM SI3BIKOM C YYETOM
0coOeHHOCTEN O(HIIMATBLHO-IEIOBOTO CTUJIS, BUIA JOKYMEHTAa W €ro Ha3HA4YeHUs B
ynpaBieH4Yeckor aesrenbHocTH. CollepikaHue JOKYMEHTa JOJDKHO OBITh H3JI0KEHO
KpaTKO, JIOTUYHO, TOYHO U SICHO.

B noxymeHTax [ODKHBI — MPaBUJIBHO — MCMOJB30BATHCS  O(PUIIMAIBHO
YCTAaHOBJICHHbIE HAaMMEHOBaHUs, oOOIIen3BecTHble TepMuHbl. He gomyckaercs
UCIIOJIb30BAaHUE B IIPOEKTE SMOLMUOHAIBHO-IKCIPECCUBHBIX S3BIKOBBIX CPEACTB,
00pa3HbIX CpaBHEHUH (3MUTETOB, MeTadop, TUIEepOOI).

B nmenoBeix (CiTy’)kK€OHBIX) MUChMAaX MOXKET HMCIOJIB30BATHCSI BCTYMHUTEIHHOE
oOpareHre, KOTOpOe pacrojiaraeTcsi 4epe3 JBa MEKCTPOUHBIX HHTEpPBAJia IOCHE
3aroJIOBKa MOJY>KUPHBIM MIPU(TOM, IIEHTPUPOBAHHBIM CIIOCOOOM.

Texct BrIpaBHUBAETCS TIO MIMPUHE CTpaHUIILL. [lepeHock  pa3duBaHuEe CIIOB
He fomyckaroTcs. [lepBas cTpoka TekcTa HauMHaeTcs ¢ ad3amHoro orcrymna 1,25 cm
OT JIEBOM TI'PAHMUIBI TEKCTOBOT'O IOJS, YEPE3 OAUH MEKCTPOUYHBIM MHTEPBAI IMOCIE
oOpaiiieHus.

He pomyckaercss pa3HeceHHe IO pa3HbBIM CTPOKaM COCTaBHBIX YacTei
HAIMMCaHUs JaThl U HOMEpPA MPaBOBOTO aKTa, MHUIMAJIOB U (DaMMIUM, YUCIOBBIX
3HAYEHUH U UX €AUHULl U3MEPEHUS U T.[I.

CrpykTypa TEKCTa pacHopsAUTENbHBIX JTOKYMEHTOB M IMHCEM COCTOMT, Kak
MPAaBUJIO, U3 JIBYX YacTEW: B MEPBOM YaCTHU YKa3bIBAKOTCA OCHOBAHUS, NMPUYUHBI U
L€ COCTABJICHUSI JIOKYMEHTA, BO BTOPOW — W3JIAraloTCs PEUICHUs, PACHOPSKEHUS,
MIPEIJIOKEHUS, MHCHHUS, BBIBOJIBI, TPOCHOBI, PEKOMEHIAITNH.

Ecnm TekcT Takoro MOKyMEHTa COCTOMT W3 OAHOW ¢pasbl, TO B TEPBOM €€
YaCTU YKa3bIBAE€TCSd OCHOBAHHME WJIM MPUYMHA CO3/JaHUSl JOKYMEHTa, BO BTOPOU —
peleHne, pacnopshKeHue, mpocsoa.

B Tekcte mokymeHTa, MOArOTOBIEHHOM Ha OCHOBAHUM 3aKOHOJATENbHBIX WIU
WHBIX TIPaBOBBIX aKTOB, pAHEE W3JAHHBIX PACHOPSAUTEIBHBIX JIOKYMEHTOB,
YKa3bIBAKOTCSI UX PEKBU3UTHI:

— HAWMMEHOBAHHME JOKYMEHTa, HAaWMEHOBAHUE OpPraHU3alMl — aBTOpa
JOKYMEHTAa, J1aTa JOKYMEHTA, PErUCTPalMOHHbII HOMEDP TOKYMEHTa, 3aroJIOBOK K
TEKCTY WJIM HAUMEHOBAHUE BUIA IOKYMEHTA;

— HAMMCEHOBAHUE OPTraHU3alMU WIA JOHXKHOCTHOTO JIMIA, YTBEPAMBLIETO
JNOKYMEHT, 1aTy YTBEPKACHUS JOKYMEHTA.

TekcT IOKyMEHTa MOXET COJIepXaTh pa3fesbl, NOAPA3AEIbl, ITyHKTHI,
MOJAITYHKTBI, HyMepyeMble apaOckumu udpamMu. YpoBHEH pyOpHKaIMd TEKCTa HE
JOJDKHO OBITH O0JIee YeThIPEeX.

B nocrtaHoBieHMAX W TMpUKa3aX TEKCT U3JIaraercsi OT TMEepBOro JMIa
€MHCTBEHHOTO YUCJIA («ITOCTAHOBJISIO», KIIPUKA3BIBAIO» ).

B nokymeHTax KoJiJleruajabHbIX M COBELIATEIbHBIX OPTaHOB TEKCT M3JIaraeTcs
OT TPETHETO JIUIa €AMHCTBEHHOTO YHCIIa («KOJIJIETHUS... [IOCTAHOBIISIET», «COOpPaHUE...
PELIIIIO»).

TexkcT mpoTokoNa uW3NIaraercss OT TPETHErO JUIA MHOXKECTBEHHOIO 4YHUCia
(«CIyIIamn», «BBICTYIHIIN», «[IOCTAHOBHIIN», «PELIUIIH» ).

B nokymeHTax, ycTaHaBIMBAIONIMX TpaBa W OO0S3aHHOCTU OpraHU3alUl, HX
CTPYKTYPHBIX NOAPA3AECICHUN (MOJIOKEHUE, MHCTPYKLHUS), a TAKKE COACPIKAIINX
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OMHCAaHUE CHUTYyaluii, aHaMu3 (PAKTOB WJIM BBIBOJABI (AKT, CIpaBKa), MCIOIb3YETCs
(opMa U3IOKEHUsI TEKCTA OT TPETHErO JIMLA €JUHCTBEHHOI'O MM MHOXECTBEHHOIO
yucia («OTHOeN OCYIIECTBISET (PYHKIUHU..», «B COCTAB YIPABICHUS BXOMST...»,
«KOMMCCHS IIPOBEJIA IIPOBEPKY...»).

CopepxaHue JOKYMEHTOB JIOJDKHO OBITh JIOTMYECKH IIOCIEA0BATEIbHBIM U
COZIEPKATEJIBHO OIPEACIICHHBIM, HE JOIYCKAIOIIUM pa3JIMYHOTO IIOHUMAaHUA MU
TOJIKOBAHUS CONEPKAIIMXCSA B HUX IOJIOKECHUM.

[Ipu moATrOTOBKE TEKCTAa JOKYMEHTa CJEIyeT COOM0IaTh MpaBuiia HAMCAHUS
opUIHATEHBIX HAUMEHOBAHUN, YUCTUTENBHBIX U €IUHUI] U3MEPEHHUS.

B Tekcrax MOKyMEHTOB ymHOTpeOMSIOTCS OOLIENpUHAThIE a0OpeBUATYpHl U
rpaduyueckue CoKparieHus.

[Ipyn HEOJHOKPATHOM YIOMHHAHUU B MUCbME OpPraHU3alUU WU MEPONPHUITHUS
OpU TEPBUYHOM YIOMUHAHUM B TEKCTE€ YMNOTPEOseTcsl MOMHOE O(HUIMAIbLHOE
HAaUMEHOBAaHHWE OPraHHU3alUU WIM MEPONPUATHSA, B IOCIEAYIOLIEM, C ITOMOIIBIO
HOSICHEHUS «JaJIe€ — ...», MOTYT OBbITh MCIOJb30BaHbl KPATKOE HaMEHOBaHUE WU
COKpAIIIEHUST «KKOMHUTET», «YIPABICHHUE», «IIKOJIa».

3.3.13 OrtmeTka 0 IpUI0KEHUH.

OTMmeTKa O MPUIIOKEHUH UCIOIB3YETCS IPU OPOPMIIEHUH CONIPOBOJUTENBHBIX
IIMCEM M TPUIIOKECHUM K ITOCTAHOBJICHWSM, DPACIHOPSDIKEHUSM, IpUKA3aM, IIaHaM,
nporpamMmamM, OTYeTaM, JOTOBOpAaM, IIOJIOKEHUSM, IpPaBWIAM, HHCTPYKLHUAM MU
JIPYTUM JOKYMEHTAM.

B compoBoauTenbHBIX NHCbMAaX M JAPYTrUX HHGOPMAIMOHHO-CIPABOYHBIX
JOKYMEHTaX OTMETKa O MPWIOKEHUH O(OpMIIAETCS MOJ TEKCTOM uYepe3 OAHH
MEKCTPOUYHBIN HHTEPBAJI IIOCIIE TEKCTa ¢ a03aI[HOTO OTCTYIA CIEAYIOIUM 00pa3oMm:

—  €CJM NPUIOKEHHE Ha3BaHO B TEKCTE:

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

—  €CJIM NPUJIOKEHHE HE Ha3BaHO B TEKCTE WJIM €CJIM MPUIIOKEHUN HECKOJIBKO:
[Ipunoxenue: 1. CnyxebHas 3amucKa OPUIMYECKOrO OTAeNa aJIMUHUCTpALMU
roposia Mypmancka ot 08.02.2018 Ne BH. 03-08/35 Ha 1i1. B 1 3K3.
2. 3aKJIroueHre 3KcrepTa, Ha S J1. B 1 9K3.

— €CJIU MpWIokKeHue (MPUII0KEeHHs) COPOIIIOPOBAHBI:
[Ipunoxenue: OT4ET B 2 IK3.

— €ClU TPUJIOKEHUEM SBISETCS 000COONEHHBIN AIIEKTPOHHBIA HOCHUTENb
(KOMITaKT-TUCK, Usb-(remn-HakonuTens 1 Jp.):

[Tpunoxenue: CD B 1 3k3.

IIpn sTOoM Ha BKuagplme (KOHBEPTE), B KOTOPBIM IOMEIIAETCS HOCHUTEID,
YKa3bIBaIOTCS HAMMEHOBAHUS JIOKYMEHTOB, 3allMCAHHBIX HA HOCHUTENb, HWMEHa
¢aiinos.

— eCIM THMChMO HaIpaBJsieTCs HECKOJbKUM ajpecaraMm, a JOKYMEHT-
MPUIOKEHUE TOJIBKO IEPBOMY ajJpecary:
[Ipunoxenue: Ha 3 1. B 1 9K3. TOJNBKO B MEPBbIN ajpec.
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[IpunoxeHus K mucbMam MOIIMUCHIBAIOTCS HCIIOJHUTENEM WM PYKOBOJIUTEIEM
CTPYKTYPHOTO TOJIpa3/ieNIeHus, MOATOTOBUBIIETO JOKYMEHT, U MPU HEOOXOIUMOCTH
JNaTUPYIOTCS.

B npukaszax, 10oroBopax, MOJIOKEHHUSX, MPABWIAX, MHCTPYKLHUAX OTMETKA O
MPUIOKEHUU OPOPMIISIETCS CIEAYIOIUM 00pa3oM:

— B TEKCTE€ JOKYMEHTa MpPHU MNEPBOM YINOMUHAHUM JOKYMEHTA-NPUIIOKEHUS
YKa3bIBACTCS: «...COTJIACHO MPHUJIOKEHUIO K HACTOSIIEMY ».

Ha mnepBoM mmMCTE MAOKYMEHTA-NIPUJIOKEHUS B TNIPABOM BEPXHEM YLy
YKa3bIBa€TCS:

[Ipunoxenue
K MPUKa3y
ot 14.11.2018 Ne 39

3.3.14. I'pud cornacoBanusi nokyMeHrta. Busa.

I'pud cormacoBanus mpocTaBisieTcs Ha JOKYMEHTE B ClIydae €ro BHEIIHETO
COTJIaCOBaHMS:

— C  BBIIECTOSINIMMM  OpraHaMud B CiIyyasX, [PeIyCMOTPEHHBIX
3aKOHOIATEILCTBOM,

— C OpraHaMH HWCHOJHUTEJIbHON BiIacTd MypMaHCKONH 001acTH, MHTEPECHI
KOTOPBIX 3aTparuBaeT COACP:KaHUE TOKYMEHTA;

— C OpraHamMu BJIACTH, OCYIIECTBIAIOIIUMU TOCYAapPCTBEHHBIH KOHTPOJIb
(Haa30p) B oMNpeiesIeHHONW 001acTH (IKOJIOTHYECKUH, TOKAPHBIN U T.I1.);

— € MOJABEIOMCTBEHHBIMHU OpPTraHU3ALUSIMU.

I'pud cormacoBanus B 3aBUCUMOCTH OT BHJIa JOKYMEHTa U OCOOCHHOCTEHN €ro
oOopMIIEHUS MOKET MPOCTABIATHCS:

— Ha MEpPBOM JIUCTE JOKYMEHTA (€CJIU TOKYMEHT UMEET TUTYJIbHBIN JUCT, - Ha
TUTYJILHOM JIMCTE) B JIEBOM BEPXHEM YIITy Ha ypOBHE Tpuda yTBEpKICHMUS;

— Ha MOCJEJAHEM JIMCTE JOKYMEHTA uepe3 JABE-TPU MEKCTPOUYHBIX MHTEpBaja
nociie pekusurta «lloanuce»;

— Ha JIUCTE COTJIACOBAHMS, SIBJISIOMIEMCS] HEOThEMJIEMOM YaCThIO IOKYMEHTA.

I'pud cornacosanust cocrout u3 cioBa «COTI'JIACOBAHO», nomxHOCTH
JMIa, ¢ KOTOPHIM COTIJIACOBAH JOKYMEHT (BKJIIOYAsh HAMMEHOBAHHME OpraHU3alNM),
€ro COOCTBEHHOPYYHOW TOJAMKMCH, WHHIMAJIOB, (aMUIWU, HaThl COTJIACOBaHMS.
Buytpennee cornacoBanue opopMISIETCsl TyTEM BU3UPOBAHUS MPOCKTA JOKYMEHTA.

Buza Bximodaer B ce0s JUMYHYHO TOAMUCH BHU3UPYIOIIETO, PacIIUPPOBKY
noanucu (MHUUManbsl U Qamunus). PekBusuT odopmisercs HUXKE PEKBU3UTA
«OT1MeTKa 00 MCITOJIHUTEIIE.

Ha nokymeHTe, MOAJMHHUK KOTOPOTO OCTaeTcs B AJMUHHCTpaMu (B TOM
YHUCJIE U HAa PACHOPSAJIUTENIbHBIX JOKYMEHTAX), BU3bl MIPOCTABISIOT B JIEBOW HUKHEH
YaCTU MOCTEAHEN CTPAHUILIbI MOJIMHHUKA TOKYMEHTa (ITPOEKTa PacCopsAUTEILHOIO
JIOKYMEHTA).

Ha noxymeHTe, NOAIMHHUK KOTOPOrO0 OTHPABIAIOT U3 AJMUHUCTPAIIMU, BU3bI
MPOCTABJISIIOTCA HA SK3EMIUIAPAaX JOKYMEHTOB, IMOMENIAEMbIX B JI€JIO: B JIEBOM
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HIDKHEW YacTU TOCJIEIHEM CTpPaHULbl BTOPOrO JK3EMIUIAPA OTIIPABIIEMOrO
JOKYMEHTA.

OdopmieHHas TakuM o0pa3oM BU3a 03HAYAET COTJIACHE TOJKHOCTHOTO JIMIIA C
COJIepKaHUEM JOKYMEHTA.

B cnyuyae Hecornmacus ¢ JOKYMEHTOM, HaJu4Ms 3aME4aHUM U JONOJHEHUHN K
IIPOEKTY, OHU M3JIararoTCs Ha OTAEJIBHOM JIMCTE, O YEM IIPU BU3UPOBAHUU JEIACTCS
OTMETKA: «3aMEYaHHUs IPUIIATAFOTCS».

Ecnmm  conmepkaHme  TOKyMEHTa  3aTparuBacT HMHTEPECHI  HECKOJIBKHUX
CTPYKTYPHBIX IOJIPA3IEICHAN, MOXKET COCTABIATHCS OTACIBbHBIN JIMCT COTJIACOBAHUS,
0 4eM JieslaeTcs OTMETKa Ha MecTe rpuga corjiacoBaHusl.

Hanpumep:

JIuct cornacoBaHus puIaraeTcs

['maBHBIN cCiENUAIMCT OPUIAUIECKOTO OTAEA
aIMUHUCTpAILMHU Topoaa MypMaHcKa
I[Hoanuce N.0. Gamunus

Jlara

IIpn cormacoBaHMM IPOEKTOB PEIICHUM, IMMOCTAHOBJIECHUN W PACHOPSIKECHUU
TaKXe UCIOJIb3YIOTCS JIUCThI coriacoBanus (nmpuiioxenue Ne 7).

PacmopsokeHust mo KagpoBbIM BoIpocaM He TpeOyroT OdOpMIICHUS JIMCTa
corjacoBaHus. BU3bl coryiacoBaHMsI MPOCTABISIOTCS HA OOOPOTHOM CTOPOHE JIMCTa
pPaCIoOpsLKEHUS IMUHUCTPALIMKU ropoja MypMaHCKa B BEPXHEM JIEBOM YTITy.

Ecmu tpudoB cormacoBaHusi HECKOJIBKO, TO OHHM PACIONArarTCs IBYyMS
pAIamMu.

CornacoBanue npoekToB pemieHudt CoBeTa aenyTaToB ropoga MypmaHcka,
MIOCTAHOBJICHUM W PACHOPSIKEHUN AIMUHHUCTPALMU IPOBOJMUTCS B COOTBETCTBUU C
PernamenTom paboThl aAMUHUCTpALIMK ropoaa MypmaHcKa.

3.3.15. IToamnuce.

[Toanuch BKIIOYAET: HAUMEHOBAHUE JAOJDKHOCTH JIMIA, NOANHUCHIBAIOIIETO
JIOKYMEHT, €r0 COOCTBEHHOPYUYHYIO MOJNKUCH, UHULIHAJIBI, (PaMUIIHIO.

Hampumep:

IIpencenarens komMuTera [Tonmuce HN.0. ®amunus

Eciu noxkyment odopmiieH He Ha OnaHKe, B HAaMMEHOBAHHE JOJKHOCTH
BKJIIOYAETCsS] HAMMEHOBAHUE CTPYKTYPHOTI'O OAPA3ACIEHUA A IMUHUCTPALUH.
Hanpumep:

IIpencenaresb KOMUTETA MO0 IKOHOMUKE
aIMUHHUCTPAIUU ropoga MypmMaHcka Iloamuce N.0. Oamuiins

I[BC u Ooiee HO,Z[HPICCﬁ CTaBATCA Ha JOKYMCHTAX, 3a COACPKAHUE KOTOPBLIX
OTBETCTBCHHBI HCCKOJIBKO JOJIDKHOCTHBIX JIMII.
I[OI‘OBOpBI M KOHTPAKTBI HOAIMHUCEIBAIOT AOTrOBAPUBAIOIIHUECA CTOPOHDI.
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PacueTHO-/IeHE)KHBIE JTOKYMEHTHI TMOJMNUCHIBAIOT TJlaBa aJMUHHUCTpPAIUU
ropona Mypmancka (fanee — ['aBa) WM ynoJHOMOYEHHBIE JIMIIa B COOTBETCTBUM C
pacnopspkeHreM AJIMUHHUCTPALMKA O MPEIOCTaBICHUU ITpaBa MOAMKUCH HA PAaCYETHO-
JEHEKHBIX JOKYMEHTaX M TJIaBHBIN Oyxrantep AAMUHUCTPALMH WA 3aMECTUTENb
IJIaBHOTO OyXraiarepa AJIMUHHUCTPAIUU.

AKTBI, COCTaBJICHHbIE KOMUCCHUEH, TIOJIMUCHIBAIOT BCE WIEHbBI KOMUCCHUH, €CITU
WHOE HE OIpPEACIIEHO MOJ0KEHUEM O KOMUCCHH.

[Ipy noanucaHuM JOKYMEHTAa HECKOJBKMUMHU JIOKHOCTHBIMHU JIMIIAMH,
3aHUMAIOIIMMU PAa3HOE MOJIO0KEHHUE, UX MOINUCH PACHOJIaraloTCsl OJHA MO IPYTon B
MOCJIE0BATEIbHOCTH, COOTBETCTBYIOIIEH HEpPAPXUU 3aHUMAEMbIX JIOJIKHOCTEH,
yepes JIBa MEKCTPOUHBIX UHTEpBAJIA.

Hanpumep:
Yunpapiasomui aejiaMmu
agMuHUCTpanuu ropoga Mypmancka  [loamuch N.0. ®amuaust
I'naBHbIi Oyxrajarep [Toanuck N.0. ®amuaust

HpI/I nmoanrvCaHuu AOKYMCHTA HCECKOJIbKMMH JIMIIaMH pPaBHBIX I[OJ'I}KHOCTCﬁ 1%0,¢
IMOAIIMCH pacCIiojararoTcCs Ha OAHOM YPOBHC.

Hanpumep:
3amMecTuTEIb MIpEaceaaTeNs: 3amMecTuTEIb MIpEacCeaaTeNs:
KOMUTETA KOMUTETA
[Toamuce N.0. Damuaus [Toxmuce N.0. Damuaus

[IpoTtokon 3acenanusi (COBEIIaHMsI), pelIeHHe padouel Tpynmnbl (KOMUCCHUH,
COBENIaHMs) MOJNUCHIBAET MPEICENATENbCTBYIONINI Ha 3aceJaHUM paboydei rpyIIbI
(KOoMHUCCHUU, COBEUIaHUsI) U CEKPEeTapb, €CIM MHOE HE OINPEIEIICHO IMOJOKEHUEM O
paboueit rpynie (KOMUCCUN).

B noxymeHTax, MOJrOTOBJIEHHBIX KOMUCCUEH, B MOIUCH YKA3bIBAETCS CTATYC
Juna B cocraBe Komuccuu. [loamucu pacnosiaraioT 4yepe3 OJUH MEKCTPOYHBIM
UHTEpBaI.

Hanpumep:
PykoBoauresib padoyeii rpynmnbl
(ITpeacenaresb KOMUCCUM) [Toamuce HN.0. ®amuiausa
Ynensl padoueii rpynnsl (komuccuu) Iloanuck N.0. ®amunus
IHoanuce HN.0. damuiausa

Bce ax3eMIiisipel 1TOKYMEHTOB, OCTAIOMIUXCA B JIejIax AJMUHHUCTpAIlUU, B TOM
yucjae W TMPWIOKEHUs, JOJDKHBI COAEp)XaTh IOJJIMHHBIE TIOANUCH W  BHU3bI
COTJIaCOBAHUS.
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Ecnu nmomkHOCTHOE JHIIO, TOMAMUCH KOTOpPOro o¢OpMIICHa Ha MPOEKTE
JIOKyMEHTa, OTCYTCTBYeT  (OTIYCK, OOJ€3Hb, KOMaHIUPOBKA), JOKYMEHT
MOANMCHIBAET HHOE IOJKHOCTHOE JIMII0, UMEIOILEE MPABO MOJIMNKUCH B COOTBETCTBUU C
pacnopspkeHreM (MpUKa3oM) O BO3JIOKEHUM Ha HEro HCIOJIHEHUs 00s3aHHOCTEH
BPEMEHHO OTCYTCTBYIOILIEIO PYKOBOJMTENS, MPU 3TOM YyKa3bIBaeTCs (aKkThUuecKas
JOJDKHOCTB JIMLIA, TOJANMKUCABIIETO IOKYMEHT U €ro (haMuiIus.

[Ipn nmoanmucaHnM JOKyMEHTA JIMLIOM, UMEIOIIMM IIPaBO MHOJANKMCH B CIIy4ae
BPEMEHHOTO OTCYTCTBHUSI PYKOBOJMTEIIS, UICIIPABICHUS B HAUMEHOBAHUE JTOJKHOCTH
U pacliMPpoBKY (PamMIIIUK YK€ TOJArOTOBIEHHOTO U COTJIACOBAHHOTO IPOEKTa
JOKyMEHTa BHOCATCS OT pyku. He pomyckaercst CTaBUTh KOCYIO YEPTY, HAJIMUCh «3a»
nepe;; HAMMEHOBAHUEM JIOJIKHOCTH JIUMIa B MOAMUCH, €CIIM JOKYMEHT MOJMKUCHIBAET
MHOE JOJKHOCTHOE JIULIO.

IIpy  mOArOTOBKE  NPOEKTOB  IOCTAHOBIEHUHM U PACHOPSIKEHUHN
AnmvunucTpanuy, pemienuid Coera AenyTaToB ropoga MypMaHCKa HE TOIYyCKaeTcs
HCTIOJIb30BaTh COKpalleHus «H1.0.», «Bpuo».

PexBusutr «lloamucek» odopmisieTcss depe3 TpU MEXKCTPOUYHBIX HMHTEpBaja
MOCJI€ TEKCTa, OT JIEBOW IPAHUIIBI TEKCTOBOTO TOJISA, MOIYKUPHBIM HIPUPTOM.

3.3.16. Ileuars.

[Teuats 3aBepsieT NOMIMHHOCTD MOAINUCH TOJKHOCTHOTO JIMIIA HA JOKYMEHTAX,
YIOCTOBEPSIOLIMX MpaBa JUL, GUKCUPYIOUUX (PaKThl, CBSI3aHHbIE C (PMHAHCOBBIMU
CpeACTBaMM, a TaKXE€ Ha HMHBIX JIOKYMEHTaX, MNPEayCMaTPUBAIOLIMX 3aBEPEHUE
MTOJIKCH TI€YaThl0 B COOTBETCTBHUM C 3aKOHOJATENIbCTBOM Poccuiickoit @enepannu.

Ha momyimHHMKAX TOKYMEHTOB, yIOCTOBEPSIONIUX MpaBa JIUIl, (PUKCHPYIOIIHNX
dakThl, CBsI3aHHbIE ¢ (DPMHAHCOBBIMH CPEIICTBAMH, a TAK)KE€ HA WHBIX JOKYMEHTaX,
NpeAycMaTPUBAIONIUX  3aBEPEHUE MOAMUCH MEe4YaThbl0 B  COOTBETCTBUH  C
3aKoHOomarenbCcTBOM Poccuiickon  ®enepanuu, noanuch ['naBel, 3aMecTuTeneu
['naBbl, YpaBisioniero aejiaMu 3aBepsieTcsi TepOoBoii MeyaTbio A IMUHUCTPALIUU.

[leyaTs mpocTaBisieTcs, HE 3aXBaTbiBasg COOCTBEHHOPYYHOW MOAMKCH JIMIIA,
MOANKUCABIIETO JOKYMEHT, WU B MecTe, 0003HaueHHOM «MII» («Mecto meuatn»).

['epOoBbIe mevaTH HCHOJB3YIOTCS B MOPSAKE, YCTAHOBJIEHHOM PerimameHToM
paboThl aAMUHUCTpALIMK ropoaa MypmaHcka.

3.3.17. OtmeTKa 00 UCTIOTHUTEE.

Ha otnpaBnsiemblx JOKyMEHTax o00s3aTe€bHON SIBIsIETCS OTMETKa 00
WCIIOJIHUTENIC, TOTOBUBIIEM JOKYMEHT, KOTOpas BKJIOYaeT (aMHINI0, UMS H
0TYECTBO (TIPU HATMYNH) UCTIOJTHUTEISI, HOMEp ero TesnedoHa (¢ KoM Troposa).

OtmeTka 00 MCTIOTHUTENIE MOXKET JTOTOJHATHCS HAUMEHOBAHWEM JIOJKHOCTH,
CTPYKTYPHOT'O NOAPA3ACICHUS U SJIEKTPOHHBIM aJI]PECOM UCIIOTHUTEISL.

OtmeTka 00 ucnoiHuTeNne o(opmIIAeTCs Ha JIMIEBOH CTOPOHE MOCIEIHEro
JUCTa JOKYMEHTa OT TpaHUIlbl JIEBOTO TMOJsS WM, IPU OTCYTCTBUM MeCTa, Ha
000pOTHOM cTOpOHE ucTa BHU3Y cieBa, mpudToM Ne 10 umu Ne 11.

Hampumep:

[lerpoBa Enena Uropesna, (8152) 24 18 92

3.3.18. OTmeTKa 0 3aBEpEHUU KOIUU.

OTtmeTka O 3aBepeHMH KONUM  OQOpMISieTCS Uil  MOATBEPIKICHUS
COOTBETCTBHS KONMU TOKYMEHTA (BBIMUCKHA U3 JOKYMEHTA) NOMJIMHHUKY JOKYMEHTA.
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OTMeTKa O 3aBEpEHUM KOMUU MPOCTABIAETCS IMOJ PEKBU3UTOM <«IOAMUCH» H
BKJIFOYAET: CJIOBO «BepHO», HAMMEHOBaHUE JOJKHOCTH JIMIIA, 3aBEPUBIIETO KOIIHIO,
€ro COOCTBEHHOPYYHYIO MOIMKUCH, PACIIM(PPOBKY MOAMKUCH (MHUIUAIBI, (aMUINIO),
JIaTy 3aBEPEHUS KOMUU (BBITUCKH U3 JTOKYMEHTA).

Hampumep:

Bephno
Benymuit cienquanuct Iloamuce N.0. Gamunus

nara

Ecnu xomnust BeIIaeTCs 71 PEACTABICHUS B APYTYIO OPraHU3alUI0, OTMETKA O
3aBEPEHUMN KOIHUU JIOTIOJIHIETCS 3aMKUChI0 O MECTE XPAHEHUs JOKYMEHTA, C KOTOPOTO
OblJa W3rOTOBJICHA KOMHUS, ¥ 3aBEpsAeTCA IMe4aThbl0 AJIMUHUCTPAIUU WA
CTPYKTYpPHOTO NOJApa3AeieHus: AJIMUHUCTPAIUU.

Ha xommsix MHOrOCTpaHMYHBIX JOKYMEHTOB OTMETKA O 3aBEPEHHM KOIIUU
MIPOCTABJISICTCS HA KAXKJIOM JIMCTE TOKYMEHTA WJIM Ha MOCIEAHEM JIMCTE MPOUIUTOTO
WIM CKPEIUICHHOTO HWHBIM 00pa3oM JOKyMEHTa. 3aluch O MECTE HaXOXKICHHS
MOJIMHHUKA NPOCTABIISIETCS TOJIBKO HA MOCIEAHEM JIMCTE JOKYMEHTA.

Jlsist 3aBepeHus] KOMUU JTOKYMEHTa, U3rOTOBJIEHHON Ha OyMa)KHOM HOCHTEIE,
MOYET UCITOIb30BATHCS IITAMII.

3.3.19. OTMeTKa 0 TOCTYIUIEHUU JOKYMEHTA.

OTMeTKa O TOCTYIUICHMHM JIOKYMEHTa CIYXHUT Mg MOATBEpKIeHUs (axTa
MNOCTYIUICHUSI JOKyMEHTa B AJMUHHUCTPALMIO (CTPYKTYpHOE NOApa3ACiICHUE
AJIMUHUCTpallMK) U BKJIIOYAET JAaTy MOCTYIUIEHUS W BXOJAIIMA PErucTpalliOHHbBIN
HOMED JIOKYMEHTA.

[Ipy HEOOXOOUMOCTHM OTMETKAa O TMOCTYIUIEHUA MOXET JOIMOIHSITHCS
yKa3aHUEM BpPEMEHHM TOCTYIUICHHS JOKyMEHTa B YacaXx M MHUHyTaX M croco0a
JIOCTaBKHU JOKYMEHTA.

OTMeTKa O MOCTYIJIEHHH JAOKYMEHTAa MOKET IPOCTABIATHCS C MOMOLIBIO
HITaMIIA.

PexBuzut odopmiisieTcss B mpaBoi HIXKHEH 4YacTH JIMIIEBOM CTOPOHBI MEPBOTO
JMCTa TOKYMEHTa UJIM Ha CBOOOJHOM OT TEKCTa MECTE.

3.3.20. Pe3omronus.

Pe3ontonust conepKuT yKa3aHus MO UCIIOJHEHHUIO JOKYMEHTA.

Pesomonust opopmisieTcss Ha CBOOOAHOM MecCTe padoyvero moJis JOKyMEeHTa, Ha
OJlaHKe PE30JIIOIIMU WM BHOCUTCS HEMOCPEACTBEHHO B CHCTEMY JJIEKTPOHHOTO
JIOKyMEHTOO0O0pOTAa.

Pesomonisi  moymkHA — BKITIOYATh: (DAMIIIAIO, WHHIMAIBI  WCTIOJHUTENS
(MCIIOJIHUTENEN), TOPYUYEHNE IO JOKYMEHTY (KOHKPETHOE 3aJaHu€ MO HCIIOJHEHUIO
JOKyMeHTa Wi  (OpMyIMpOBKAa TIIEM  PACCMOTPEHHUS  JIOKYMEHTa), TMIpH
HEOOXOJMMOCTH — CPOK UCIIOJIHCHHUS, TTOAMKCH JINIA, BEIHECIIETO PE30JIONUI0, ATy

PE30JIIOLUN.
Harmpumep:
Gamunus U.0.
[Ipomry MOArOTOBUTH MPENJIOKEHUSA K
20.03.2019

Iloamuce, nara
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Ha moxymeHTax, mOps0K MCIIOJTHEHHSI KOTOPBIX YK€ U3BECTEH U HE TpeOyer
HUKAKUX JIOTIOJIHUTEJIBHBIX YKa3aHWM, B PE3OJIOUUH YKA3bIBAETCS  TOJBKO
WCMOJIHUTENb  (MCIIOJHUTENN), CPOK HWCHOJHEHHUS, JIMYHAs TMOJNKUCh aBTOpa
pE30JII0LNH, JaTa.

Hampumep:

damunmsa 1.0.
k 20.03.2019
IToanuce, nata

CpoK HUCMOTHEHHs MOPYYEHUS HE JIOJHKEH YKa3bIBaThCS, €CJIM OH Ha3BaH B
TEKCT€ TOCTYIUBIIETO JOKYMEHTa W PYKOBOAHUTEIb HE CUYUTAET HEOOXOIUMBIM
VW3MEHUTh €r0 B CTOPOHY COKPAIIECHUS WIM SIBJISIETCS TUIIOBBIM JUISI TAHHOTO BHUJIA
JIOKYMEHTA.

Hanpumep:

damunmsa 1.0.
Iloamnuce, nata

[Ipu yKka3zaHUM HECKOJBKUX HCIOJHUTENEH (aMuiiusg OTBETCTBEHHOTO
WCIIOJTHATENISI YKA3bIBACTCS TMEPBOM, MOMYEPKUBACTCS WM O003HAYAETCS CIOBOM
«OTB.» («OTBETCTBEHHBII» ).

Pe3ontoniust Ha OTAEIBHOM JIUCTE C YKa3aHUEM PETUCTPALIMOHHOTO HOMEpA U
JaThl IOKYMEHTA, K KOTOPOMY PE30JIIOIUS OTHOCUTCS, IPUKPEIUIAECTCS K JOKYMEHTY
Y BMECTE C HUM MOJIINBAETCS B JEJ0.

Pezomoniisi  TIEPEHOCHUTCSI COTPYIHHMKOM  CIYXKOBI  JIETIOTIPOM3BOJICTBA B
PEruCTpallMOHHO-YUYETHYIO (opmy. Pe3onmonust sBIS€TCs OCHOBAHMEM IOCTAHOBKHU
JOKYMEHTA Ha KOHTPOJIb.

3.3.21. OT™MeTKa O KOHTpPOJIE.

OTMeTKa O KOHTpPOJE CBHJETEIBCTBYET O IIOCTAHOBKE JOKYMEHTa Ha
KOHTpOJIb. OTMETKY 0 KOHTposie 0003HauaroT OykBoil «K» numu cinoBoM «KoHTpoab»
WJIU CIIEHHAIIBHBIM IITAMIIOM.

OTMeTKa pacroyaraercsi Ha BEpXHeM IoJie JOKYMEHTa, B IPaBOM YTIIy.

3.3.22. OT™MeTKa 0 HANpPaBJIEHUH JOKYMEHTA B JEJIO.

OTMeTKa O HampaBJICHUU JOKYMEHTA B JEJNO0 OMNPEAEsieT MECTO XpaHCHMUsS
JIOKyMEHTA TIOCJIe 3aBepIleHus paboThl C HUM M BKJIFOYAET: CJIoBa «B 1memo», HHIeKC
Jiefla IO HOMEHKJIAaType e, B KOTOpOE€ MOMENIAETCS JOKYMEHT Ha XpaHEHHue, ¢
yKa3aHUEM T0/1a, IOJDKHOCTH JIUIa, 0()OPMHBIIIETO OTMETKY, TTOATHCH, TAThI.

Hanpumep:

B neno Ne 05-12 3a 2018 rog

Benymmii cnennanuct
[Toanuck [ara
OTMCTKa (0] HaHpaBHeHI/II/I I[OKYMCHTa B ACJTIO MOZKET OOIIOJHATHCA KpaTKI/IMI/I
CBCACHUAMU O xapaKTepe HCITIOJIHCHU A I[OKYMeHTa.
Hanpumep:
VYkazaHue nepeaano mno tenedony.
B neno 05-04
Benymmii cnennanuct
[Toanuck [ara
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NJIn
Otser ot 11.04.2018 Ne 05-12/1750
B neno 05-12 2018 roga
Benymmumii cnenuanuct
IToamuce Hara

PexBu3ut oopmisieTcss Ha HIDKHEM TOJIE TIEPBOM CTPAHUIILI TOKYMEHTA.

4. OcoOEHHOCTH MOATOTOBKH M O(POPMIICHHS OTAEJIbHBIX BUJIOB JIOKYMEHTOB

4.1. TlocTaHOBJIEHHUS U PACIIOPSIKEHUA.

IIpOEKTHI NOCTAaHOBJIICHUM M PACHOPSDKEHUHN (Zajee Mo TEKCTy — IPaBOBBIX
aKkTOB) 0(OPMJISIFOTCSI HA COOTBETCTBYIOLINX YHU(PUIIMPOBAHHBIX OJaHKaX.

Jlata 1 HOMep POCTABJIAIOTCS MOCJE MOAMMCAHUS JOKYMEHTA U 0()OpMIISIOTCS
UG POBBIM CIIOCOOOM.

3arojo0BOK pacroyiaraercs 4epes3 JBa MEKCTPOUHBIX MHTEpBAJAa NOCIE JaThl U
HOMEpa JTOKyMEHTa, opopMIsieTcs MoayKUpHbIM mpupTom Ne 14 u BeIpaBHUBAETCS
1o ueHTpy. [Iumercs ¢ nponucHoil OyKBbI, TOUKa B KOHIIE 3ar0JIOBKA HE CTABUTCA.

3aronoBok (opmymnupyercst ¢ mpeasgorom «O» («O0»), KpaTko M TOYHO
OTpakasi COIEPKaHNE TEKCTA IIOCTAHOBIICHUSA (PACTIOPSKEHUSA).

Teker oTaensercs OT 3arojoBKa JBYMS MEKCTPOUYHBIMU MHTEpBaJIaMH. TEKCT
MOCTAHOBJICHUM H pacrnopsokeHuil mewyataercs mpudrtom Times New Roman
pasmepoM Ne 14 1 BeIpaBHMBAETCS 11O IIUPUHE TEKCTOBOTO OJIS.

ITpu oopmaeHnM TekcTa Ha ABYX U Oojiee CTpaHMLIAaX BTOpas U MOCIEIyIOIINe
CTpaHULbl JOJKHBI OBITh NIpOHyMepoBaHbl. Homepa cTpaHuUI] NpPOCTABISAIOTCA
[OCEpEIMHE BEPXHEro ImoJisg Jucta apabckumu uudpamu. IlepBas crpanuna
JIOKYMEHTA U MPUJIOKEHUSI HE HYMEPYETCH.

[Ipy HaNMUYUMM TPUIOKEHUH K TPUIOKEHUI0O MX HEOOXOIMMO BKIIIOYATh B
00110 CKBO3HYIO HYMEPAIIHIO.

TexcroBas  4acTh  IIOCTAHOBJEHHs  (PacCIOPSDKEHHs), Kak  IIPaBUIIO,
noJpa3feNisieTcss Ha KOHCTaTHpYIOHIylo (mpeamOyiny) ¥ MOCTAHOBIISIFOIIYIO
(pacnopsAIUTENBHYIO) YACTH.

B koHCTaTHpyrowmeil 4YacTH YKa3blBalOTCS NPHYMHBI, OCHOBAaHHWS, LIEJIU
IOPUHATHSA IPAaBOBbIX aKTOB. B 3Toil yacTu, nmpu HEOOXOIMMOCTH, yCTaHABIUBAETCA
B3aMMOCBS3b C paHEE M3JaHHBIMM HOPMAaTUBHBIMU akTamu Pocculickoin denepanyu
u Mypmanckoii obGnactu, pemenusmMu CoBeta JemyTaToB ropojga MypmaHcka,
OPYrMMH  JOKyMEHTaMu II0 JaHHOMY Bompocy. B  Tekcre [TOKyMEHTOB,
IIOATOTOBJICHHBIX HA OCHOBAHUM U B PAa3BUTHE PAaHEE NPUHATHIX AKTOB, YKA3bIBAIOTCS
VX PEKBHU3UTHI: HA3BAHME BUJA JOKYMEHTA, HAMMEHOBAHUE OPraHa, €ro MpUHSBIIETO,
JaTa W PETUCTPALMOHHBIN HOMEpP MEPBOHAYAIBHOTO JOKyMEHTa 0e3 BHECEHHBIX
MU3MEHEHMH, 3aronoBok. Hanpumep: «B coorBeTcTBHM ¢ PenepanbHbIM 3aKOHOM OT
22.10.2004 Ne 125-®3 «O06 apxuBHOM faene B Poccuiickoii Deneparum». .. .».

KoHcratupyromass 4YacTe B I[OCTAaHOBJIEHHM  3aBEPIIAETCS CIOBOM
«IMO0CTaHO BJ fl 0», KOTOPOE MEYaTaeTCsi CTPOUHBIMU OyKBaMHU Pa3peKECHHBIM
UHTEPBAJIOM TMONYXHUPHbIM mIpudToM. KoHCTatupyomas 4YacTh OTHENAETCS OT
pacnopsAIUTEIbHON YaCTU TEKCTA OJHUM MEXKCTPOYHBIM MHTEPBAIOM.
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Ecnm conmepxaHne npaBOBOrO aKTa HE HYXIACTCd B IOSCHEHHM WIIU
00OCHOBAaHMH,  TEKCT  MOXET  COJEp)KaTh  TOJBKO  IOCTAHOBJISIOLIYIO
(pacnopsiIUTENIbHYI0) YacCTh.

ITocTanoBistroas (pacnopsauTENbHas) 4acTh IPABOBOIO aKTa, KAaK IPABUIIO,
NOPA3JIEIACTCd HA IIYHKTBl M INOMITYHKTHI. IIyHKTBI M NOAIYHKTBI HYMEPYIOTCS
apaOCKUMU U(PPaMH U 3ar0JIOBKOB HE UMEIOT.

B  nocraHoBisitomienn  (pacnopsAIMTENbHOM)  4acTHM — IIPaBOBOTO  aKTa
YKa3bIBa€TCs: KOMY, B KAKOW CPOK U KaKU€ NEUCTBUSI MPEANMCHIBAETCS BBINOJIHUTD.

B Tom cnyuwae, ecnm ynpaBiIe€HUYECKOE NEMCTBHE MPEAIOJIAracT KOHKPETHOTO
VCIIOJIHUTENSA, COOTBETCTBYIOIIMNA ITYHKT IOCTAHOBJICHHUs (PacmoOpsDKEHUS) NOJDKEH
HAUMHATBHCSA C YKa3aHUS JOJDKHOCTU U (PaMUJIMK UCTIOJHUTENS B JJATEIbHOM TaJIexKe.

Hanpumep:

«[Ipencenarento  komuTeTa 1O OOpPA30BAHMIO AJMUHHUCTPALIMM  Tropojaa
Mypmancka @amunus N.0.. ...».

Ecnu B KauecTBE HMCHOJIHMUTENS YKAa3bIBAETCS CTPYKTYPHOE NOAPA3ACICHUE
AJIMUHHCTpALMU, TOCJE €ro Ha3BaHUS B CKOOKaxX yKa3bIBalOTCA GaMuiaus Hu
WHULIMAJIBI €r0 PYKOBOJUTEISI B UMEHHUTEIBHOM HaJEXKE.

Hampumep:

«Komutery mo 00pa3oBaHMIO aJMUHUCTpAlMUM ropoja MypmaHcka
(Pamumus 1.0.)».

IIpoexTsl 1OCTAHOBIECHHM (PACIOPSKEHHWN) B PACHOPAAUTEIBHOM 4YacTH
JOJKHBI COAEPKATh yHKTHI, IIPEAyCMaTPUBAIOLIHE:

— CPOKH HCHOJIHEHUS OPYUYECHUH (€CIIA TAKOBBIE CONEPKATCSA B IPOEKTAX);

— yKa3aHus 10 OMyOJIMKOBaHMIO B OPULIMAIIBHBIX U3/IaHUAX (B 00s13aTEIBHOM
HOPSJIKE 11 HOPMATUBHBIX IIPABOBBIX AaKTOB AIMUHUCTPALUN);

— yKa3aHMs 10 pa3MEUICHUI0 Ha OQUIMAIBHOM CcaiWTe AJIMUHUCTpaLUU
IIPABOBBIX AKTOB, HE COJEPKALIUX [IEPCOHAIBHBIE TAHHBIC;

— YKa3aHWE O IPU3HAHUM YTPATUBIIMMH CHJIy PAaHEE NPHUHATHIX IO ITOMY
BOIIPOCY IPABOBBIX AKTOB (IIyHKTOB IIPaBOBOT'O aKTa) C YKa3aHUEM MX JaTbl, HOMEpPA
Y 3aroJIOBKa, €CIM BHOBb IIPUHUMAEMBbIN [IPABOBOM aKT OTMEHSET UX WIN KaKHEe-TO
UX TOJIOXKEHUS (OTMEHSEMbIE IIOCTAHOBIICHHS WM PACIIOPSDKCHUS MPUIIATaroTCs K
MIPOEKTY).

Ecnu moaroraBnvBaemblii MPAaBOBOM akKT BIIEYET 3a COOOW WM3MEHEHUs WIU
JOTIOJIHEHUS B IpyTUe JOKYMEHTHI, 3TH U3MEHEHHUSI WU JOTIOJHEHUs BKIIFOYAIOTCS B
IIPOEKT NOATOTABIMBAEMOIO IIPABOBOIO aKTa WJIA IPEACTABIIAIOTCA ONHOBPEMEHHO B
BHJIE OTAEIBHOTO ITPOEKTA.

BHeceHne nW3MEHEHMU B IPAaBOBOM AKT, NMPU3HAHHWE €r0 YTPAaTUBIIMM CHILY,
OTMEHa IPAaBOBOI0 AaKTa MPOWU3BOIAUTCS IPABOBBIM AKTOM PAaBHOW IOPHUIHYECKON
cunbpl. Bce HM3MeHEHMS, BHOCHMBIE B pPAaHEE NPHUHATHIA IPABOBOM AaKT, JOJDKHBI
CTPOUTBCSA HA OCHOBE CTPYKTYPbl OCHOBHOI'O TOKyMeHTa. [Ipu npusHanmuy nmpaBoBoro
aKTa yTPaTHUBIIMM CHJIy B IIPABOBOM AKTE, €T0 OTMEHSIOIIEM, YKa3bIBAECTCA KaK caM
IIPaBOBOM aKT, TaK U BCE MPABOBBIC aKThbl, KOTOPBIMA B TECT OCHOBHOI'O IIPABOBOIO
aKTa BHOCWJIMCh M3MEHEHUS B XpOHOJOrmdeckoM nopsake. Ilpu HeoOxomumoctu
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MOT'YyT IPHU3HABATBCA YTPATUBIIMMU CUIIY OTACIIbHBIC IIOJIOKCHUA (HYHKTBI,
HO,Z[HYHKTBI) IMPpaBOBOI'O aKTa. He AOITYCKA€TCsd BHCCCHUC U3MEHEHUH B ITPpaBOBBIC
aKThl O BHCCEHMH U3MCHEHUM U I[OHOJ'IHCHPIﬁ.

Ecaun wu3MeHeHusT BHOCATCS TOJBKO B ITOCTAHOBJICHUEC, PACIOPSAKCHUC,
Ha3BaHWEC ITOCTAHOBJICHUS, PACIIOPSAKCHUSA U3JIaracTcs 1mo (I)OpMCZ

O BHeceHMH M3MEHEHMl B IOCTAHOBJICHHE
aAMHUHHMCTPauuu ropoga Mypmancka ot 21.02.2017 Ne 434
«O0 yTBep:KIeHuH 0I0/I’KETHOT0 MPOrHO3a MYHUIUIIAJILHOT0 00Pa30BaHUA
ropoa MypMaHCK Ha J0JTr0CpPO4YHbIi nepuox a0 2025 roga»

Ecau n3mMeHeHus BHOCATCS B IMPHUIIOKCHUEC K ITOCTAHOBJICHHIO, PACIIOPSKCHULO,
Ha3BaHHWC IMOCTAHOBJICHU:, PACIIOPAKCHUS NU3JIaracTcs 110 cbopMe:

O BHeceHNH M3MEHEHHI B MPUJIOKEHUE K TOCTAHOBJIEHUIO
agMUHUCTpPanuu ropoaga Mypmancka ot 21.02.2017 Ne 434

«00 yTBep:KIeHNH 0I0KETHOT0 MPOTrHO3a MYHUIIUIIAJIBHOT0 00pa30BaHUA
ropoa MypMaHCK Ha J0JTr0CpoO4YHbIi nepuoxa a0 2025 roga»

NN

O BHeceHMU M3MEHEHHUI B OI0IKEeTHBIN MPOrHO3 MYHHIIMIIAJIbHOI O
oOpa3zoBanus ropoa MypMaHCK Ha 10JITOCPOYHBbIH nepuoj 10 2025 roaa,
YTBEPXKACHHBIA IOCTAHOBJICHUEM AIMUHUCTPALUM
ropoaa Mypmancka ot 21.02.2017 Ne 434

Ecnu u3aMeHeHust BHOCSTCS B TOCTAaHOBJICHUE, PACTIOPSKEHNE U OJTHOBPEMEHHO
B MPUIIOKEHHE K TOCTAHOBJIEHUIO, PACHOPSLKEHHMIO, HA3BaHUE IMOCTAHOBJICHMS,
pacnopsbKeHHsl u3naraercs rno popme:

O BHeceHNHU M3MEHEHHIl B MOCTAHOBJIEHHE AIMUHUCTPALMHU
ropoaa MypMaHCKa OT ...... N ..... «O0 yTBep:K/IeHUHM.....»

Eciii w3MeHeHWs BHOCWINCH B TIOCTAaHOBJICHHWE, pACHOpPSIKEHHUE W B
NPWIOKEHUS K HHUM HEOJHOKPATHO, Ha3BaHWUE ITOCTAHOBJICHHS, PaCIIOPSIKCHHUS
usnaraeTcs no opme:

O BHeceHMH M3MEHEHU B NPUJIOKEHUE K TOCTAHOBJICHUIO
aaMuHHcTpanuu ropoaa Mypmancka ot 21.02.2017 Ne 434
«00 yTBep:KIeHNH 0I0?KETHOT0 NMPOTrHO3a MYHUIIUIIAJIBHOT0 00pa30BaHUA
ropoa MypMaHCK Ha J0JrOCPOYHBIN nepuoa a0 2025 roga»
(B pen. mocranoByenuii ot 19.02.2018 Ne 440, ot 20.10.2018 Ne 3737)

Bce PEKBHU3UTELL HOCT&HOBHCHHﬁ, paCHOPHX(CHHﬁ, MNCPEUNCIICHHBIC B HAa3BaHUU,
IMPOIMUCBIBAIOTCA B HOCTaHOBH}IIOHICﬁ (paCHOpHHHTCHBHOﬁ) 4aCTu JOKYMCHTA.
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Hanpumep:

O BHeceHNH M3MEHEHUII B MOCTAHOBJIEHHNE
agMUHUCTpPauum ropoaga Mypmancka ot 21.02.2017 Ne 434
«00 yTBep:KIeHNH 0I0KETHOT0 NMPOTrHO3a MYHUIIUIIAJIBHOT0 00pa30BaHUA
ropoa MypMaHCK Ha J0JTr0OCPOYHBIN nepuoa a0 2025 roga»
(B pen. mocranoByenuii ot 19.02.2018 Ne 440, ot 20.10.2018 Ne 3737)

B coorBerctBum co cratbeit 170.1 BromkerHoro konekca Poccuiickoi
Oeneparuu, pemienrem CoBera aemyrtatoB ropoaa Mypmancka ot 15.12.2017
Ne 42-739 «O OromKeTe MyHUITMIIATILHOTO 00pa3zoBanus ropox Mypmanck Ha 2018 rof
1 Ha t1aHoBbid nepuoa 2019 n 2020 ronoB» M0 CTa H 0 B JI A 10:

1. BHecTu crnenyronme M3MEHEHHs] B IOCTAHOBIIEHUE aIMUHUCTpAIIMU TOPOJa
Mypmancka ot 21.02.2017 Ne 434 «O06 yTBepKIeHUM OOJKETHOTO IPOTHO3a
MYHUIMTIATBHOTO 00pa3oBaHus ropoa MypmaHCK Ha JoJrocpodHblit nepuos 10 2025
rojaa» (B pea. noctanoByieHuit ot 19.02.2018 Ne 440, ot 20.10.2018 Ne 3737):

B cmydae, ecinu M3MEHEHMs] BHOCWINCH B IIPABOBOM aKT HEOAHOKPATHO, YTO
CO37aeT TPYAHOCTH B €ro NMPUMEHEHHH, HEOOXOAMMO H3JI0KEHHUE €ro B HOBOU
penakuuu, U0 MpPU3HAHME €r0 YTPATUBIIMM CHIY C HOCIHEAYIOUIUM MPUHITHEM
HOBOT'O IIPABOBOI0 AKTA C MPEKHUM MTPEAMETOM IMPABOBOIO PETYIHPOBAHHUS.

N3noxeHne MoCTaHOBIICHMS, PACHOpsKEeHUs (IPWIOKEHHM K HAM) B HOBOM
penaKiiu TOMyCKaeTcs B ciiydae HeoOxoaumoctu u3Menenus 30 u 6osiee mMpoLEeHTOB
oT ofmero odbema TekcTa JMOO MMOCiIEe HEOJHOKPATHOIO BHECEHHUS H3MEHEHHI
MEHBIIIETO 00beMa.

PexkBusutr «llognuce» oTaensercs OT TEKCTa TPeMsl MEXCTPOUYHBIMU
MHTEpPBAJIaMU U [1€YaTAETCS B IBE€ CTPOKHU HOJYKUPHBIM HIPU(TOM.

Hampumep:

I'naBa agMuHuMCcTpaMKU
ropoaa MypmaHcka N.0. ®amunus

[Ipu mepeHoce Ha BTOPYIO CTpaHHIy MYHKTOB, COAEpXkAlIUX yKa3zaHUE IO
pa3MenIeHnI0 Ha OPUIMATILHOM CaiTe, OMyOIMKOBAaHUIO B O(ULIMATBHBIX U3/IaHUSAX,
O BCTYIUIGHMH B CHJIy TMPABOBOIO aKTa, O BO3JIOKEHMHU KOHTPOJIS M PEKBU3UTA
«[Tonmuce» 3TH MYHKTHI U PEKBU3UT OGOPMIISIFOTCS HA BTOPOH cTpanuie (060poTe)
JHCTA.

[lpy HaNMUUMU TPUIOKEHWH B TEKCTE JOKYMEHTa O00s3aTEIbHO JENaeTcs
CCBUIKA Ha HHX.

TexcTbl NpUI0KEHNH K TOCTAHOBICHUSM U PACHIOPSHKEHUSAM OQOPMIISIOTCS Ha
OTJIENbHBIX JUCTax Oymaru. Pazmepsl momei, mIpupT U MEKCTPOUHbIE MHTEPBAJIbI
IpU NI€YaTaHUU MPUIOKEHUH UICHTUYHBI pa3MepaM, MPUMEHIeMbIM MpHU MeYaTaHUH
TEKCTa OCHOBHOI'O JJOKYMEHTA.
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Ecnu B TekCTE MaeTCA CChUIKA HA MPUIOKEHUE («COTIJIACHO MTPUIIOAKEHUIO» ), TO
Ha MEPBOM CTpPaHULIE NPWIOKEHHS B IPAaBOM BEPXHEM YINIy LIEHTPUPOBAHHBIM
croco0oM oopMIIsieTcss HaANMUCh C YKa3aHUEM Ha3BaHWS HOPMATHUBHOTO IPABOBOTO
(pacnopsAIUTENIBHOT0) aKTa, €0 1aThl U HOMEpA.

Harmpumep:

[Tpunoxenue
K IIOCTAHOBJIEHUIO aIMUHUCTPALUN
ropoaa MypmaHcka
OT No

[Ipy HamMYUU HECKOJBKUX TMPWIOKEHUH OHU HYMEpPYIOTCS apabCKuMu
udpamu, mepesl KOTOPhIMU CTaBUTCS 3HAK «Ne» (mpuioskerwe Ne 1, mpuioskeHue
Ne2ut.n.).

Hampumep:

[Ipunoxenue Ne 1
K PacIoOpsDKEHHUIO aIMUHUCTPALIUN
ropona MypmaHcka
OT Ne

TexcT npusnoxeHuss MoxkeT ObITh 0OhopmileH B Buae TaOauIbl. ['padpl U CTpoku
TaOJIUIBI JOJKHBI UMETh 3aroJIOBKH, BBIPA)KEHHBIE MMEHEM CYLIECTBUTEIbHBIM B
UMEHUTeNbHOM majnexe. [loa3aronoBku rpad U CTpOK rpaMMaTHYECKH JTOJKHBI OBITH
coriacoBaHbl ¢ 3arojoBkamu. ['padsl TaGaui MOMKHBI OBITH MPOHYMEpOBaHBI. B
OOKOBUKE TaONUIBl TEKCT KaXKAOW MO3UIMH JOJKEH HAaYMHATHCS C MPOMUCHOU
OykBbl. 3HAKU MPENMUHAHUSA CTaBATCS TOJIBKO BHYTPH TekcTa. B mporpadke (4actb
TAOJIMIbI, TJE€ PAaCHOJOKEHbl JAaHHBIE, COCTABISIOLIUME €€ COACpPKAHUE) TEKCT
IUIIETCS CO CTPOYHON OYKBBI.

Ecin tabnuuy nevarairor Oosnee yeM Ha OAHOM CTpaHMIE, TO Ha KaKIOU
NOCIEAYIOLIEN CTpaHuLEe MOBTOPSIOTCA TOJBKO HOMepa rpad. Ilpu cocraBnenun
TAOJINL JOIYCKAETCs UCTIONIB30BaTh IIPU(THI MEHBILINX PA3MEPOB.

[TpunokeHnss K IOCTAHOBJICHUIO (PacHoOpsKEHUIO) B KOHLE O(OPMIISIOTCA
TOPU30OHTAJIBHOW 4epTOil mMpuHON 1/3 cTpaHMLBI, KOTOpas OTAENAETCS OT TEKCTa
TpeMsi MEKCTPOUHBIMU MHTEpPBaJIaMH.

[Ipunaraemble CMETbI, pacueThbl, MOACHUTEIbHBIE 3AMUCKU MOMHCHIBAIOTCS
PYKOBOAMTENEM CTPYKTYPHOTO MOAPA3IEICHHS, TOTOBUBIIETO TOKYMEHT.

B 1neBoM HWKHEW YacCTM NOCIEIHEN CTPaHULBl IPOEKTA ITIOCTAHOBIICHUSA
(pacnopsiKeHHsI) MPOCTABISAIOTCA BU3bI: MOJNUCH HEMOCPEACTBEHHOTO MCIOTHUTENS
U TOAMNHUCh PYKOBOJUTENS CTPYKTYPHOTO TMOIpPAa3ieieHHs, TOTOBUBIIETO IPOEKT.
JIOJDKHOCTH 3THMX JIMII NPU BHU3UPOBAHMU HE yKasblBaroTcsi. Busza o3Hauaer, 4ro
HEIOCPE/ICTBEHHBIE HCIIOJIHUTENM HECYT OTBETCTBEHHOCTb 3a COJAEpXKaHUE U
KayecTBO O(POPMIIEHUSI TOKYMEHTA.

K mpoekty nocraHoBieHUs (pacOpsKEHUsI) MPUIIaraeTcs JUCT COTJIacOBAHUs
(mpunoxenue Ne 7). Ilepeyenp aull, ¢ KOTOPBIMU JOJKEH OBITH COTJIACOBAH MPOEKT
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ITIOCTAHOBJICHHUS (PACIIOPSKEHMS ), U TOPSIAOK COIIACOBaHUS 3aKpeIieH PernamenTom
paboThl aAMUHKUCTpALMHU ropoaa MypMaHcKa.

He nonyckaercst ogopMmieHHe NEpeyHs JIML, C KOTOPbIM [JOJIKEH OBITh
COTJIaCOBaH IIPOEKT IIOCTAHOBJICHUS (PACHOpPSDKEHMsI), Ha BTOPOM CTPAHMIIE
(obopote) nucrta coriacoBaHus. llpm HeoOXoauMocTH OQOPMIISIETCS BTOPOH H
NOCJICYIOIIUE JIUCTHl COIJIACOBAaHUSA C IIEPBOHAYAIBHBIMU PEKBU3UTaMH. JIUCTEHI
COTJIAaCOBAHUS HYMEPYIOTCS B H)KHEW LEHTPAJIBHOM YacTH JIMCTA (HampuMep: JucT 1
u3 3, mucT 2 u3 3 U T.1.).

Haspanue mnocTaHoBieHHs (paclopsKEHMs) B JIMCTE COIVIACOBAaHMS HeE
IOJIEKUT PEAAKTUPOBAHUIO MPHU ITOMOIIM KOPPEKTOpPA WIM 3aKJIEUBAHUSA JINCTOM C
HOBBIM Ha3BaHHeM. B ciydae HEOOXOAMMOCTH HAmUCaHHUs HOBOTO HAa3BAHUS JIHCT
corjacoBaHusl OPOPMIIIETCSA 3aHOBO U MPOEKT MOAJICKHUT MEPECOTTIaCOBAHUIO.

CHucoK pacchbUIKH MOCTAaHOBIIEHUS (pacnopshKeHus) ohOpMIISIETCs] Ha BTOPOU
cTpaHule (000poTe) JIMCTa COrVIaCOBaHUS.

4.2. IIpoTokod.

IIpoTOKON — OpPraHM3alMOHHO-PACIOPSAUTENBHBI JTOKYMEHT, B KOTOPOM
¢ukcupyercss X0J OOCYXAECHHMs BOIPOCOB M MOPSAOK MPUHATHS PpELIEHUH Ha
coOpaHMsIX, COBELIAHUSAX, KOH(EPEHLIMSIX M 3aCEJaHUAX COBELIATENIbHBIX U HMHBIX
pabounx OpraHoB Ipu A IMUHUCTPALIUY.

ITo crocoOy ¢ukcupoBanust HHGOPMALMK U CTENIEHU MOJHOTHI 3alIUCU TEKCTA
IIPOTOKOJIBI MOJAPA3ACISIIOTCS HAa KpAaTKue W MOoJHbIe. [I0JHBIM NPOTOKOI CONEPKUT
3alliCh BCEX BBICTYIUICHUH MO XOAy 3acemanusa. Kpatkuil mpoTokon (uxcupyer
dbamMuiMu JOKJIAAUYMKOB, BBHICTYHABIINX, TEMbI JOKJIAJ0B U BBICTYIUICHUN, PUHSATHIC
pemeHus.

[IpoTrokon BemeTcs BO BpeMsi 3acelaHMs CHEIHUAIBHO BBIOPAHHBIM WM
HA3HAYCHHBIM JIMIIOM WJIM CEKpeTapeM JaHHOTO COBELIATENIbHOTO U MHOTO pabodero
oprasa npu AJIMMUHHMCTPALUHU 110 JOJHKHOCTH.

Cekperapp 3acefaHusi HCIIOJIB3YET 3apaHEE COCTABICHHBIE JOKYMEHTHI,
OTpaXKarwllle IMPOUECC IMOArOTOBKM  3aCEJaHus: IIOBECTKA JAHS, CIHCKU
IPUTTIALLIEHHBIX, CIMCKM WIEHOB COBEIIATEIBHOIO M MHOIO pabdoyero opraHa npu
AIMUHHCTpaALUK, TEKCThI TOKJIAJ0B U BBICTYIUICHUH, IPOEKTHI PEILICHUN.

CocTaBieHHBII Ha 3acellaHuM YEPHOBHUK IPOTOKOJA JOJKEH OBITh YTOYHEH,
CBEpPEH CO CTEHOrpaMMOM Wi (POHOIpPaMMOM (€CiiM OHM €CTh), OTPEAAKTHUPOBAH U
odopMIIeH HE TIO3HEE TPEX padoUnX JHEH CO AHS 3aceqaHusl.

[IpoTokon odopmisiercs Ha cTaHAapTHOM jaucte popmara A4 (MpunoKeHHE
Ne 9).

[Ipu odopmieHNH TPOTOKOIA UCTIONB3YIOTCS CIEIYIOIINE PEKBU3HUTHI:

— HauMMEHOBaHWeE opraHu3anuu (AIMHUHHCTpauusa ropoaa MypmaHcka);

— Ha3Banue Buja njokymerta (ITP O T O K O JI);

— 3aroJIoBOK K TEKCTy (3acemaHus palOoueld Tpynmbl, 3aceJaHus
KOMHCCHH...... );

— JaTa JOKyMEHTa;

— PpErucTpanyOHHBIA HOMEDP JOKYMEHTA;

— TEKCT;
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— TIOIIHCH.

TekcT mpoTOKOJIa COCTOUT U3 ABYX YACTEW: BBOJHOU U OCHOBHOM.

B BBOmHOW wyacTh yka3bIBalOTCA (aMUJIMU W HWHUIHAIBI TpeaceaaTess
(mpencenaresbCTBYIOIIET0), CEKpeTapsi, NMPUCYTCTBOBABIIMX Ha 3aCEJaHUM U, IpHU
HEOOXOJMMOCTH, JIMIl, TpPUIJIAIIEHHBIX Ha 3acemanue (copemianue). CroBa
«IIpencenarens» («IIpeacemarenscTByromuii») u «Cekperapp» pacnoJiaratorcs Ot
JIEBOM TpPaHULBI TEKCTOBOI'O TMOJIS, YEpPE3 OAUH MEXKCTPOUYHBIA HMHTEPBAI MOCIE
PEKBHU3UTOB «JaTa JIOKyYMEHTa» U «PETUCTPALMOHHBIA HOMEP TOKYMEHTa». DaMuiimu
npeacenarenas M cexkperaps OQOpPMISIOTCS TMOCIAE THPE, WHUIMAIBI CICIYIOT 32
dbamunuen. GaMuINM ¥ THUIMATBI PUCYTCTBOBABIINX HA 3acCeJaHWU (COBEIIAHWHN)
NEPEeUUCIAIOTes 1Mo andaBuTy (QamMuiuii ¢ yKa3aHHEM JOJKHOCTH TOCJE CJOBa
«ITpucyrcTBOBANIN», KOTOPOE pACHOaracTcs OT JICBOM TI'paHULbl TEKCTOBOTO MOJIA,
4yepes OJIMH MEKCTPOUYHBIM MHTEPBAJ U 3aKAHUYUBAETCS IBOCTOUHUEM.

Ecau konuuecTBO MPUCYTCTBYIOIIUX TIpEBbIIAEeT 15 4YeOBEK, B BBOJHOMN
4acTHU MPOTOKOJIA JICJIAETCA CChUIKA HA CIUCOK, SIBISIOUIANCS HEOTHEMIIEMOUN YaCThIO
MPOTOKOJIA, HAIIPUMED:

[TpucyrcTBOBanu: 25 Yen. (CIMCOK MPUIaraeTcs).

Ecnu B 3acenanuu (CoBeIIaHnM) NPUHUMAIOT Y4acTHE MIPEACTABUTENN Pa3HBIX
OpraHoOB BJIACTH W OPraHU3alM{, TO 4YE€pe3 OJMH MEXCTPOUYHBIM MHTEPBAJ IOCIE
CIIUCKA IPUCYTCTBYIOIIMX OT JEBOM TI'PAHULBI TEKCTOBOIO MOJIA, IOCIE CJI0Ba
«[Ipurnamennpie» uX GaMAJIUA W WHUIUAIBl TEPEYUCISIIOTCS 1O  ali(aBuTy
damumii ¢ yKa3aHMeM JOJDKHOCTH, B HANMEHOBAaHHWE KOTOPOM  BXOAMT
HAaNMEHOBAaHHUE OpPraHU3aLUU.

BBogHas wacTh NpPOTOKOJA 3aKaHUMBAETCS IOBECTKOW [IHS, COJEpXkKalen
NEPEYEHb PACCMATPUBAEMBIX BOIIPOCOB, MEPEUNCICHHBIX B MOPSAKE UX 3HAUYMMOCTH
C YyKa3aHMEM JOKJIaJ4yuKa MO KaXIoMy paccMarpuBaeMomy Borpocy. CrioBa
«ITOBECTKA JIHS» pacnonaratoTcsi 4epe3 JBa MEXKCTPOYHBIX MHTEpBAJIA IMOCIIE
CIIUCKAa MNPHUCYTCTBYIOIIMX (MPUIJALIEHHBIX), 0O LEHTPY M 3aKAHUYUBAIOTCS
nBoetoureM. Bompockl nmoBecTku AHsS (popmynupyroTcs ¢ npemioroMm «O» («O0»),
NEYaTalTCA OT TPAHULIBI JIEBOTO MOJSI K HyMEPYIOTCS apaOCKUMU U pamH.

OcHOBHass 4acThb MPOTOKOJIA COCTOUT U3 pa3lEioB, COOTBETCTBYIOLIUX
MyHKTaM moBecTKH AHs. Kaxapiil pa3gen meyataercs ¢ ab3al[HOTO OTCTYMa, YTOOBI
BBIJICTIUTE B TEKCTE IPOTOKOJA pPEYb OCHOBHOTO JOKJIAJYMKA, BBICTYIUICHUS
YYaCTHUKOB OOCY>KJIEHHS BOIIPOCA U IOCTAHOBJISIONIYIO YaCTh.

TekcT Kakaoro paszuena CTPOUTCS 10 CXEME:

CJIYIIAJIN - BBICTYIIMJIA - TIOCTAHOBWJIN (PEIINJIN).

Cnoso CJIYHIAJIN nHymepyeTcsi B COOTBETCTBUM C HOMEPOM ITyHKTa MOBECTKHU
THSI, 0OPMIISIETCS OT JIEBOW T'paHUIbl TEKCTOBOT'O MOJISi MPOMUCHBIMU OyKBaMH U
3aKaH4YMBaeTcsa JaBoerouyrieM. DamMuiIns W MHULMAIBI JOKJIAIUUKa O(QOPMIISIOTCS C
a03aIHOTO OTCTYIa B POJUTENHHOM TMAJIeKE W 3aKaHYMBAIOTCS TUpe. B moyHbIX
NPOTOKOJaX TNOAPOOHO M3Jaraercsd CoJAepX aHue JIOKJIajga OT TPEThEro Juia
€MHCTBEHHOTO uucia. B KpaTkux mporokoiax (opmynupyercs Tema JIoKiIaaa ¢
IOpPEJIOrOM «O» W TOCHe TOYKU JeNaeTcss OTMeTKa: «TekcT mokmana (cooOiieHus,
BBICTYIUIEHUS) IIPUIIATACTCS».
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Cnoso BBICTYIIMJINA odopmisercs OoT JI€BOM TpaHUIIBI TEKCTOBOTO MOJIS
OPONUCHBIMU OyKBaMM M 3aKaH4YMBaeTcs JBoeToureM. Pamwinsg U HHULMAIIBI
Ka)KJ0r0 M3 BBICTYNAIOLMX OPOPMIIIFOTCS C a03alHOrO OTCTyNa B UMEHMTEIbHOM
nazaexe. [Tocne Tupe noapoOHO MM KPATKO M3JIaraeTcsl COAEPKaHUE BBICTYIUICHUS
OT TPETHETO JIUIIA €AUHCTBEHHOTO YUCIIA.

Bce Bompocel K JOKJIaQUMKYy, a TaKKe OTBETHl HAa HUX 3alMCHIBAIOTCA B
HOPSJKE UX MOCTYIUIEHUS U OPOPMIISIFOTCS C KPaCHOM CTPOKH.

3aBepIIaroIe YacThi0 pa3jielia Mo Ka)XJA0My IYHKTY IOBECTKH JHS SIBISETCS
3alllCh MPUHATOrO MO 00CYXJIaeMOMYy BOIpOCY perieHus (mocraHosieHus). CioBo
PEIINJIN (ITOCTAHOBWJIN) odopmisieTcs OT JA€BOW TPaHULIBI TEKCTOBOTO TOJIS
NPOMUCHBIMU OYKBaMH M 3aKaHYMBACTCS TBOCTOUHEM.

Pacnopsimutenbuple  AecTBus  OoQOpPMIIAIOTCS € ab3alHOTO  OTCTYMa,
bopMynupyloTCa MO MyHKTaM (MOAIMYHKTaM), KOTOpPble HYMEPYIOTCS apaOCKUMU
udpamMu B COOTBETCTBUN C HOMEPOM BOIIPOCA B MTOBECTKE JHS U PACIOJIAraroTcs 1o
CTENEHH 3HAUMMOCTH. TEeKCT pelieHus neyaTaercs MoJIHOCTBIO.

B nmporokosne 00s3aTeNbHO YKa3bIBAETCS CPOK MCIIOJHEHUS IPHUHSTHIX
pELIeHNUH 1 OTBETCTBEHHOE JINLIO, HA KOTOPOE BO3JIOKEH KOHTPOJIb 32 UCIOJHEHUEM
pelIeHnii TPOTOKOJIA.

Copepxanve 0co0Oro MHEHUS 3alMCHIBAETCS B  IPOTOKOJIE  TIOCIHE
COOTBETCTBYIOILIETO  NPOTOKOJBHOIO  pemieHus.  JIOKyMEHT,  yTBEp>KJIaeMbli
COBEILATEIbHBIM U UHBIM Pa0OUYMM OpPTaHOM IMpU AJMUHUCTpALUU, MPHIIaraeTcs K

IPOTOKOINY.
KOpunuyeckyo cuiy TPOTOKOI TPHOOPETAET TOJIBKO MPH HAJIWMYUHA JIBYX
MOAIKUCEN — TMpenceaarens (IMpeacenaTeNbCTBYOMEro) u cexkperaps. lloanucu

0hOPMIISIOTCS HAa TIEPBOM JIK3EMIUIIpe MpOoTOKoia. [loanuch oTaenseTcss oT TeKcTa
TpEeMSI MEKCTPOYHBIMUA UHTEpPBAJIaMHU, OT TPAHULBI JIEBOTO noJist. [loanuce cexperaps
OTAENsAeTCS OT TOANUCH Tpeacenarens (IpeacenaresbCTBYIONIEro) — ABYMS
MEXKCTPOUHBIMU MHTEPBAJIAMU.

Ha oOpatHOif cTOpoHE TIOCIEAHEro JHMCTa JOKYMEHTa 00s3aTeIbHO
YKa3bIBA€TCS CIIUCOK PACCHUIKH MTPOTOKOJIA.

Pemenus 3acenanuii (coBenianuii, pabo4ux TPyII, KOMUCCHI) JOBOASTCS 10
UCIIOJTHUTENIEN B clieyromux Gopmax:

— B BUJIE CAMOCTOSITEIbHBIX JJOKYMEHTOB (PELLICHUI);

— B BHJIC BBIIIUCOK U3 IPOTOKOJIOB.

Brinucka U3 mpoToKoJa COAECPKUT CICAYIOUINE PEKBU3UTHI:

— HauMMEHOBAHMWE OPTaHU3alIUM;

— Ha3anue Buja nokymeHnta (BBIIIMCKA U3 ITPOTOKOJIA);

— 3aroJIOBOK K TEKCTY;

— Jlata JOKYMEHTa;

— PpErucTpalyOHHBIN HOMEP JOKYMEHTA;

— TEKCT (pamunun " MHUIAAJIBI npeacenaTens, cekperaps,
MPUCYTCTBYIONINX; W3 TMOBECTKU JTHS M OCHOBHOW YaCTH TEKCTa OEPYyTCS TOJIBKO Te
DJIEMEHTHI, KOTOpPhIE HEOOXOAMMO JIOBECTH O CBEACHHUS 3aMHTEPECOBAHHBIX
JIOJ>KHOCTHBIX JIUIT);
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— pemenue (6epeTcs TOTBKO TO PEIIeHHEe, KOTOPOEe HEOOXOAMMO JOBECTH 10
CBEJICHUS 3aMHTEPECOBAHHBIX JOJKHOCTHBIX JIUII);

— noxanucu (0e3 TUUHBIX MOIIHUCEH );

— OTMETKa O 3aBEPEHUU KOIUH.

4.3. CnyxeOHas 3amucka.

CnyxeOHast 3amucka — JOKYMEHT, aJpPECOBAHHBIM pPYKOBOIUTEIIO U
MHOOPMUPYIOIIUNA €ro O CIOXHUBIIEHCS CUTyallid, UMEBIIEM MECTO SIBJICHUM WU
(dakTe, 0 BBIMOJHEHHOU paboTe, copepKalluil BEIBOBI U MPEII0KEHHUS.

CnyxeOHas 3amuvcKa MOET ObITh MPEJCTaBlI€HA TAKXE B BHUJIE JOKJIAHON
3aMUCKU WU OOBSCHUTEIBHOM.

CnyxxeOHas 3amuCKa TOTOBUTCS [0 WHUIMATUBE aBTOpa WM IO YKa3aHHUIO
pykoBoacTBa. TEKCT COCTOMT M3 JABYX 4YacTel: INepBas — KOHCTaTUpYrOLIas
(onucarenbHast), BTopas COACPIKUT BbIBOJIbI, IPEIJIOKEHUS, TPOCHOBI.

CnyxeOHas 3ammcka, ajpecoBaHHas [7aBe, MOMNMUCaHHASs PYKOBOIUTEIEM
CTPYKTYpPHOTO TOJApA3ACiCHUsl, BU3UPYETCS 3amectutesieM [aBbl, KypUPYIOIIUM
COOTBETCTBYIOIIIEE HAINpaBJICHUE JEATEIbHOCTH. BU3bl MPOCTABISIOTCS HA JIMIIEBOM
CTOPOHE B HUKHEM 4aCTH JIUCTA.

CnyxeOHast 3amucKa, aJpeCOBaHHAs PYKOBOAWUTENIO, OGOpMISeTCs Ha
ctannapTHoM jmcte popmara A4 (mpumnoxenue Ne 8).

4.4. Axr.

AKT — TOKYMEHT, COCTaBJICHHBI HECKOJIbKHUMU JIMLIAMHU U MOJITBEPKIAFOIINI
YCTaHOBJICHHBIN (akT, coObITHE, AeiicTBUe. Hampumep: akT npuema-nepenayuu Jed,
MaTE€pUAJIbHBIX LIEHHOCTEM; aKT MMPOBEPKH; AKT UHBEHTAPU3ALMH; aKT O BBIJICICHUU K
YHUYTOKEHUIO TOKYMEHTOB.

AKTBI, Kak TpaBWJIO, COCTaBISIIOTCS KOMHMCCUSMHM, Kak ITOCTOSIHHO
JNEUCTBYIOIIUMHU, TaK U HA3HAYAEMbIMU PACHIOPSIAUTENBHBIM JOKYMEHTOM.

JlaToii W MeCTOM COCTaBJCHHUS aKTa SBISIETCS Jara W MECTO COOBITHSA,
U3JI0)KEHHOTO B TEKCTE.

B BBOJHOWN 4YacTM aKkTa yKa3blBa€TCs OCHOBAHWE JJIsi COCTaBICHUsA akTa. B
TEKCTE aKTa W3JararoTcs IEIu U 3aJayd COCTaBJIICHHUSl aKTa, CYU[HOCTb, XapakTep,
METOJIbl M CPOKH MPOICTIAaHHOM pabOThI, €€ pe3yIbTaThI.

[Tpu HEOOXOTUMOCTH aKT MOXKET COJEPIKATh BHIBOJIBI M PEKOMEH/IAITNN.

B 3akiarounTenbHON 4YacTH akTa YKa3bIBalOTCS KOJMYECTBO IMOJATOTOBIICHHBIX
DK3EMIUIIPOB aKTa W MECTOHAXOXKACHUE KaxXIoro sk3eMiuripa. KoamdecTBo
DK3EMIUIIPOB aKTa OMPEAEISIETCS KOJIMYECTBOM CTOPOH, 3aMHTEPECOBAHHBIX B €r0
COCTAaBJICHUM, WM HOPMATUBHBIMU  TpeOOBaHUAMH, PETJIAMEHTUPYIOIIUMHU
COCTaBJICHHE AKTOB KOHKPETHOM Pa3HOBUIHOCTH.

OK3eMIUISIpbl AKTa IMOANUCHIBAIOTCA BCEMU YJIEHAMU KOMHUCCUH (€CIIU aKT
COCTABJSUICS ~KOMHCCHEH) WM COCTaBUTEISIMH UM, TP  HEOOXOIUMOCTH,
NPUCYTCTBOBABIIMMHU JUIaMHU. DaMUIUM YICHOB KOMHUCCHM PaCIoiararorcsi Io
andasury.

B cinywyae cocrtaBieHHs akTa JOJDKHOCTHBIMM JIMIIAMH, TOpPH MOJNHCAHUU
YKa3bIBAIOTCSL UX JOJKHOCTUH C HAUMEHOBAHUEM CTPYKTYPHBIX MOJIpa3ICICHUN WU
OpraHu3alnii, MPeICTaBUTEISIMUA KOTOPBIX OHU SIBJISIFOTCSI.



35

Ecnu HOpMaTUBHBIMU JOKYMEHTaMHU MPEIyCMOTPEHO O3HAKOMIICHHE C
COZEPAHUEM aKTa JIUI, YIIOMSHYTBIX B aKT€, O/ MOAINUCH, HAa MOCJIEAHEN CTPAHULIE
aKTa MPOCTaBJISAETCS O3HAKOMHUTENbHAs BU3a «C akTOM O3HAKOMIICH(BI)», MPU ITOM
YKa3bIBAIOTCS HAUMEHOBAaHUS JIOJDKHOCTEH, JIMYHbIE TOJMKMCH, paciu(poBKU
MOJINUCEHN, 1aThl O3HAKOMJICHMS. JIWIa, KOTOpbIE 3HAKOMSTCS C COJICPKAHUEM aKTa,
HMMEIOT MIPABO HE COTJIACUTHCA C COJACPKAHMEM aKTa B IE€JIOM WJIM €r0 OTACIbHBIMU
MOJIOKEHHUSMU, YTO JIOJHKHO OBITh 3a()MKCUPOBAHO MTPU O3HAKOMJICHUU C AKTOM.

Hanpumep:
[Ipencenarens kKoMuccun [Toanuck N.0. Gamunus
YeHbl KOMUCCUU: IHoanuce N.0. ®amnnus
IHoanuce HN.0. ®amnnus
IHoanuce HN.0. ®amnnus
C aKTOM O3HAKOMJIEHA: Iloamnuce N.0. damunusa
nara

AKT odopmIIsieTCs Ha CTaHAapTHOM Jiucte popmara A4.

4.5. TenedhoHOrpaMMBbI.

TenepoHorpaMmbl TPUMEHSIOTCS TOJIBKO JUIsl CPOUYHOM mepenayu U (pukcanuu
uHpopMaIuu 0COOBIM CIIOCOOOM: PEKBU3HUTHI U TEKCT (HE mpeBbimatouuii 50 cioB)
TeneoHOrpaMMbl OTIPABUTEIIEM MEpPEAArOTCs MOTy4yaTellto YCTHO MO TenedoHy H
3alKMCBIBAIOTCS B COOTBETCTBYIOIIEM >KypHaJl€ C YKa3aHUEM JaTbl U BPEMEHH
OTIpaBjieHus, (paMHIUU OTIPABUTENS, ajgpecara, a TaKXKe JIML, NepelaBlInX Hu
NPUHSBIINUX COOOIEHUE, PETUCTPUPYETCS (B Mpejenax AaHHOTO BHUIA JOKYMEHTOB)
U ONIEPaTUBHO MepenaeTcs aapecary. TenedoHorpaMMa MOXKET OBITh MOAMKMCAHA KaK
PYKOBOJIUTENEM, TaK U CHEUUATUCTOM, BBITOJHSIOUIUM YKa3aHUE PYKOBOJUTEIIS.

4.6. dakcorpaMmsl.

Jnst  cpouyHOW mepegauM  COOOIIEHM O TIUIAHUPYEMBIX  COBEIIAHUSX,
3aCeIaHMsIX C 1EJbIO MPUTJIANICHUS YYACTHUKOB, a TaKKe 00 aBapUHHBIX CUTYallUsX,
UCIOJIb3YIOTCS (haKCOTPaMMBI.

JIOKyMeHT, NpeaHa3HAYEHHbIH IS Mepefayd Mo KaHaly (HaKCUMUIBHOM
CBS3U, JIOJDKEH COOTBETCTBOBATH TPEOOBaHUSM K OGMOPMIICHHIO CIIyKEOHOTO
JIOKYMEHTA.

Texct ¢akcorpamMmbl JOMKEH OBITh KpaTKUM, MpU MPUITIALICHUU Ha
COBELIAHUE C YETKUM YKAa3aHHWEM JaTbl, BDEMEHU U MECTE IPOBEICHUS COBEIIAHMS,
3aCe/laHusl.

3anpeniaercs nepenaBaTh MO KaHajlaM (PaKCUMUJIBHOM CBSI3M MaTepHUalbl C
NOMETKOHU « /7151 ciry’>keGHOTr0 MOIb30BaAHUS».

4.7. DNeKTpOHHBIE TOKYMEHTHI.

DONeKTpOHHBbIE  JOKYMEHTBI, TIOJlydaeMble TI0  JJIEKTPOHHOM  TIOYTe,
paccMaTpuBalOTCS W HUCIOJHSIOTCS AHAJIOTMYHO JOKyMEHTaM Ha OyMa)HBIX
HOCHUTEJISIX, IPU HAJIMYUU BCEX HEOOXOUMBIX PEKBU3UTOB.

DNeKTpOoHHAs MOoYTa MO YCJIOBUSM COXPAHEHHS CIY>KeOHOM TallHbI HE MOXKET
IPUMEHSATHCA JJI JOCTABKU JIOKYMEHTOB OTPaHMYEHHOI'O PACHPOCTPAHEHHS, B TOM
qucie ¢ noMmeTkamu «JlJis ciy>ke0Horo nosib3oBaHus» U «KoHpuaeHmnanbHo».
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5. Opranuzanus J0KyMeHT0000poTa

5.1. JIokyMeHTOOOOPOT BKJIIOYAET BCIO MOCIEAOBATEIBHOCTh MEPEMEICHUI
JOKYMEHTOB, a Tak)K€ OIEpalHH, COBEPIIAEMBbIE C JOKYMEHTaMH B IPOLECCE HX
CO3/IaHMSI M MUCIIOJHEHUS (ITOJyYEHHE, OTIIPABKa, MPEABAPUTEIBLHOE PACCMOTPEHUE,
perucrpanys, pacCMOTPEHUE PYKOBOJIUTEIIEM).

3amaya JOKYMEHTOOOOpOTa — OpraHM30BaTh JIBMDKEHHE JIOKYMEHTOB IIO
HaMeHee KOPOTKOMY MYTH C MHHUMAJIbHBIMHU 3aTpaTaMy TpyJla U BpPEMEHH, B
YCIIOBUSIX AJIEKTPOHHOTO JOKYMEHTOOOOpOTa — 00eCleyuTh AOCTYN K JOKYMEHTaM
nosibzoBaTessiM COJ[ B COOTBETCTBUM € IPENOCTABIEHHBIMU UM MPABAMMU.

B noxymeHT0060pOTE AIMUHUCTPAILIUH BBIACISAIOTCS TOKYMEHTOOTOKH:

— BXoAsuue (IMOCTYMAIOMINE) JOKYMEHTHI;

— HcXoasume (OTIPaBISIEMbIE) IOKYMEHTBHI;

— BHYTPEHHHE JJOKYMEHTHI.

5.2. Ilpuem u nepBuyHas 0OpabOTKa TOKYMEHTOB.

JIOKyMEHTBI MOTYT OBITh MOJIy4€HbI MO TOYTE, AOCTaBJICHbI (PembaberepcKon
CBSI3bI0, KyPhEPOM WJIHM MTOCETUTENIEM, IPUHSATHI IO (haKCy, SJEKTPOHHOM MouTe.

[Ipuem u mepBuuHas 0OpabOTKAa TOKYMEHTOB, aJPECOBAHHBIX PYKOBOICTBY
AJIMUHHCTpalUK, OCYLIECTBIISIETCS B OTJAENIE IEIONPOU3BOACTBA AIMUHUCTpAIIUU
WIN B OTJIEJe 0 paboTe ¢ 0OpaIleHUsIMH Tpak[aH U OpraHU3aluu IPEI0CTaBICHUS
MYHULIMOATbHBIX YCIYT.

Koppecnionnenuusi,  agpecoBaHHass B CTPYKTYpPHbIE  MOJpa3AeiICHHS
AJIMUHUCTpalLWH, IEPEJACTCS HAa PETUCTPALINIO B 3TH MOPA3/ICICHHUS.

KoppecnionaeHusi Ha WMHOCTPAHHOM S3bIKE€ MEPENAECTCS ISl ONpPENeSICHHS
1EJIeCO00Pa3HOCTH PETUCTpallii MOMOIIHUKY [7aBel. Peructpaumu mnomanexar
JOKYMEHTBl C TIOJHBIM TEKCTOM IepeBOoJa Ha PYCCKUH S3bIK U 00s3aTeIbHBIM
YKa3aHUEM UCIIOJIHUTEINS IEPEBOAA.

[IpaBoBblE M pacnopsIUTENbHBIE aKThl (elepalbHbBIX OPraHOB BIIACTU U
yIpaBiICHUs, MOJy4yaeMble MO JMHUU (DEeTbAbEerepcKOd WM CIEHUATbHON CBS3H,
YUHUTBIBAIOTCS B ClIENUAIbHOM XypHaie (mpuitoxxerue Ne 10).

[Ipuem u mepBuuHas 0OpabOTKa JOKYMEHTOB OCYIIECTBIAETCA B JCHb HUX
NOCTYIJIEHUS U COCTOUT U3 CAEAYIOIIMX ITANOB!

— TIpoBEpKa MpPaBUIBHOCTH JOCTaBKM M LEJIOCTHOCTH KOHBEPTOB U
JOKYMEHTOB;

— ¢ukcanus dakTa MOCTYIMICHUS TOKYMEHTOB;

— TMIPENBAPUTEIIBHOE PACCMOTPEHHE M PACHPEACIICHUE JOKYMEHTOB IO
HA3HAYEHUIO UCTIOJTHUTENSIM.

OmuOoYHO TMONy4eHHas MO TOYTE€ KOPPECIOHACHIMS BO3BpallaeTcs B
[IOYTOBOE OTACJICHHE WM [EpPEChUIaeTCsl M0 MPUHAJIEKHOCTUH. 3aKa3Hasd
KOPPECHOHICHINST 00s3aTEIbHO CBEPSIETCSl € 3alHUCSIMH MOYTOBBIX peecTpoB. [lpu
BCKPBITUM KOHBEPTOB TMPOBEPSAETCS MNPABUIBHOCTh BIIOKEHUS H LEIOCTHOCTH
JOKYMEHTOB (HaJIM4Me€ BCEX CTpaHUI JOKyYMEHTa W ero npwioxenui). [lpu
0OHApYKEHUH KaKUX-TMOO HECOOTBETCTBUM, COCTABJISETCS aKT B ABYX DK3EMILISIpPaXx,
OJMH W3 KOTOPBIX HAIPaBISIETCS OTIPABUTENIO, a BTOPOM XPAaHUTCA B OTIEIE
JEJONPOU3BOACTBA AIMUHUCTPALINH.
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[Tpu nonydyennn pakCUMHUIBHOTO COOOIIEHUS POBEPSIETCSI 00111ee KOJIUYECTBO
MOJIYYeHHBIX CTPAHUII, COOTBETCTBUE X KOJIMYECTBY, YKA3aHHOMY Ha MIEPBOM JIUCTE
dakca, n KayecTBO rpaduku JokymeHTa. DaKT MOIyYeHUs] HEMOJHOTO KOJIUYECTBA
CTpaHMI] WJIM TIJIOXOT0 KayecTBa (hakca cooOIIaeTcst OTIPABUTEINIO.

KoHBepThl OT MocTymaronmx A0KYMEHTOB (B TOM YHUCJIE MUCEM Tpa)kiaaH) He
YHUYTOXAIOTCS B CIIy4asiX, KOrJa TOJbKO MO KOHBEPTY MOXHO OIPEACIUTH aJIpec
OTHPABUTEIISA, BPEMs OTIIPABKU U MOJTYUYEHHUS TOKYMEHTA, a TakKe MPU MOCTYIICHUH
JMYHBIX JOKYMEHTOB. COXpaHSI0TCS KOHBEPTHI OT JOKYMEHTOB, ITOCTYNHBIIMNX C YKE
UCTEKIIMM CPOKOM HCITOJIHEHHMSI, OT MCKOBBIX 3asIBJICHHI, ONPEAECICHUA U MOBECTOK
CyJIOB, UHBIX JJOKYMEHTOB, CBSI3aHHBIX C PACCMOTPEHHEM M PELIEHUEM JIEJT B Cy1aX.

Bce mnocrynuBlmIME JOKYMEHTBI COPTHUPYIOTCSI HA PETUCTPUPYEMBIE U
Hepeructpupyemble. Ha Bcex perucrpupyeMbix JOKYMEHTax, aJpEeCOBaHHBIX
AJIMUHUCTpAllMU, TPOCTABIISIETCS PETUCTPAUMOHHBIA 1ITamn. JIOKyMEHTBI, He
nojiexaiue perucrpanuu  (npwioxkenue Ne 11), cpady HampaBiIgrTCs
UCIIOJIHUTEIISIM UJTU B CTPYKTYPHBIE MOAPA3/ICIICHHUS.

[IpeaBapuTenbHOE PACCMOTPEHUE JOKYMEHTOB MPOBOAMTCS C  IEJbIO
pacrpeiesieHds NOCTYNUBIIUX JOKYMEHTOB KOHKPETHBIM JODKHOCTHBIM JMIaM (Ha
paccMoTpenune [naBe, 3amecturensiMm [nmaBel, VYmpaisiomeMmy JAelaMu B
COOTBETCTBHUU C PACTIOPSKEHUSIMU AJIMUHUCTPALIMU O paclpeeleHuu 00sI3aHHOCTEH
U O JIeJIETUPOBAHUM  TOJHOMOYHMH), HEMNOCPEACTBEHHO B  CTPYKTYpHBIE
NOJApA3/IC€HUsI WM  OTBETCTBEHHBIM  HCIIOJIHUTENSIM B  COOTBETCTBHH  C
[TosoxkeHus MU O CTPYKTYPHBIX NOAPA3AETCHUIX.

JlokyMeHThI, TpeOyromue Oe30TIaraTeIbHOTO HCIOIHEHUS, JOCTaBISIOTCA
PYKOBOACTBY He3zaMeuiuTeabHOo. OOpalieHus TpaxaaH MEepeNaloTcs B OTIAEN IO
paboTe ¢ oOpaleHUsIMH TPaXJIaH U OpraHU3alUH MPEIOCTABICHNU MYHULIUIIATbHBIX
YCIIYT.

5.3. Perucrtpauusi JOKyMEHTOB.

Peructpamuss 10kyMeHTOB — (ukcanus (axta co3gaHusi WM TOCTYIUICHUS
JOKyMEHTa IyTEM MPOCTaBJICHUS HA HEM PETUCTPAIMOHHOIO HOMeEpa C
MOCJIETYIONIEH 3aMChbI0 HEOOXOAUMBIX CBEACHUI O IOKYMEHTE B PETrUCTPALIMOHHBIX
dbopmax.

Peructpamuu noanexar Bce TOKYMEHTHI (KPOME YKa3aHHBIX B MPUIOKEHUU
Ne 11), TpeOyromue ydera, UCIIOTHEHUS M WCIOJIB30BaHUS HE3aBHUCHUMO OT CIoco0a
MOTYYCHHUS:

— TOCTYNAaIIKE OT OPraHU3alMi U YACTHBIX JIULL;

— CO3JaBaeMbI€ U HCIOJIb3yEMbIE BHYTPU AIMUHHUCTPALUU;

— HampasJIsIEMbIE B IPYyTUe OpraHU3ALMH.

Cpoxu peructpanuu J0KyMEHTOB B AJIMUHUCTPALIMHU:

— TMOCTYMaIIKe — B JIEHb NOCTYIUICHUSI WM Ha CIEIyIouid pabounii 1eHb
(B cimyuae MOCTYIUIEHUS JOKYMEHTa B Hepabouee BpeMs);

— CO37aBaeMbI€ — B IEHb NOANMUCAHNS WA YTBEPKICHHUS;

— JIOKyMEHTHI ¢ oTMeTKaMH «CpodHO», «OINepaTnBHO» — HE3aMEIIMTEIIBHO;

— oOparnieHus Tpaxaad — B TEYEHUE TPeX KaJeHAAPHbBIX THEH.
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Peructpanusi HOKyMEHTOB B AJMHUHHUCTpAlMd MPOU3BOJUTCS B Mpeaesiax
IpyII, B 3aBUCUMOCTH OT BHJA JIOKYMEHTa, €ro COJAEpKaHHWS U aBTOpa B
CTPYKTYPHBIX MOAPA3ACIEHUAX ATIMUHUCTPALUU:

— TIIOCTAHOBJICHHS, pPACHOpPSDKEHUS ~ AJIMUHUCTpAUMM — B OTHAEINE
aJIMUHUCTPATUBHOM U OpTraHU3aIllMOHHON paOOTHI;

— TIOCTAHOBJICHUS TIO BOIIPOCaM OOOPOHBI 1 MOOWMIIM3AIIMOHHON MTOATOTOBKH —
B OTJIEJI€ [0 MOOMIM3ALIMOHHOM 1 CIEIMAIbHOM padoTe;

—  pacmoOpsHKEHUS MO JIMYHOMY COCTAaBY — B OTJIEJIE MyHHUITUTIATLHON CITY>KOBI
Y KaJIpOB;

— TpPYIOBBIE JOTOBOPBI U AOMOJHUTENIBHBIE COTJIAIICHUS K HUM — B OTHAEIE
MYHHUITUTIATFHOU CITY>KOBI M KQJPOB;

— oOpameHusi Tpaxaad, OOIIECTBEHHBIX OpTraHW3AIWNA, WHIUBUTYATbHBIX
npeanpuHUMaTesel — B 0Taese o padoTe ¢ 0OpaleHUsIMU TPaXaaH U OpraHU3aIiu
MPEAOCTaBIECHUS MYHHUIUNIATBHBIX YCIYT;

— OyxraaTepckue JOKYMEHThI — B OTIeJe OyXTraJTepcKoro ydera H
OTYETHOCTH;

— IPOTOKOJIbI ONEPATUBHBIX M TEMATUYECKUX COBELIAHWW Ipu ['7aBe u ero
3aMECTUTENSAX — B OT/IEJIE IETONPOU3BOCTBA AIMUHUCTPALINH;

— TPOTOKOJIBI 3aceTaHuii KOMHUCCHU (pabouymx Tpymm) — y ceKkperapeit
KOMHUCCHH (pabodux rpytm);

— JIOTOBOPBI T'PakJAaHCKO-IIPABOBOTO XapakTepa — B OTAEJIE MaTepHalbHO-
TEXHUYECKOTO 00eCIIeUEHUs;

— JIOTOBOpPHI (COIJIAIIEHUsI) O B3aWUMOJECUCTBUU PETUCTPUPYIOTCS B OTAEINE
JEeJ0NPOU3BOJCTBA AIMUHUCTPALIUU U MIEPEIAIOTCA B FOPUIUUYECKUI OTIET;

— corjameHusi B 00JaCTH MEXIYHAPOIHBIX M MEKPETHOHATBHBIX CBS3EH — B
IOPUIMYECKOM OTJIETIE;

— cynebHas KOPPECITOHACHLIHS pEerucTpupyercs OTBETCTBEHHBIMU
COTPYJHHUKAaMH OTJEeNa JEJONpPOU3BOACTBA AJMUHUCTPALIMM M IIEpEaeTcs B
IOpUIMYECKUN OTAEN;

— Tene@oHorpaMmbl, (aKCcorpaMmbl — OTBETCTBEHHBIMU COTPYAHUKAMHU
OTJieJIa 1eJIONPOU3BOICTBA AIMUHHUCTPALIUU.

[Topsimoxk perucTpaluu  JOKYMEHTOB B CTPYKTYPHBIX MOAPA3AEICHUAX
AJIMUHUCTpAllUd OMNPEACIISIETCS CaMOCTOSITEIbHO (B TOM Clydae, €CIu HMEIOTCS
0COOCHHOCTH B OpraHHU3aIlMH JIEIOMPOU3BO/ICTBA) C YIETOM TPEOOBAHUN HACTOSIICH
Nuctpykumm.

B AnMmuHucCTpauuu TPUMEHSIIOTCS CIEAYIOIIUE PETMCTPALMOHHO-YUYETHBIE
(bOpMBI: JIEKTPOHHAS U KypHaIbHAas (mpuitoxkenue Ne 12).

Bribop perucTpaniioHHON (GOpPMBI OCYIIECTBISETCS HCXO0ld HU3 O00BEMOB
PETUCTPUPYEMBIX JTOKYMEHTOB M 3aJ1a4 PETUCTPALIMH.

CBeneHrs O TNOCTYNUMBIIEM B OTIEN JEJIONPOM3BOACTBA AJMUHHCTPALIUU
JIOKYMEHTE BHOCSTCA B OJJIEKTPOHHYIO PErHUCTPAIMOHHYI0 KApTOYKY CHUCTEMBbI
IEKTPOHHOTO JOKymMeHTooOopoTa (mamee — OPK CDOJI) wmm kypHan, w
MOCTYNUBILIEMY JOKYMEHTY MPUCBAUBAETCS PETUCTPALIMOHHBIN HOMED.
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YcTaHOBINEH CHEMYIOMIMA 00sS3aTeIbHBI COCTaB PEKBU3UTOB ISl BHECEHUS B
OPK C3/] B mpoiiecce perucTpanyu nocTynarmumx J0KyMEHTOB:

— BM/JI JOKYMEHTAa;

— HOMEp JOKYMEHTa — IPOCTaBISETCS HCXOIAIIMM HOMEp JOKYMEHTa,
IIPUCBOCHHBIA €My OPTaHU3ALMEN — ABTOPOM JTOKYMEHTA,;

— Jara JOKyMEHTa — IMpOCTABJISIETCS JaTa, yKa3aHHas OpraHu3aluend —
aBTOPOM JIOKYMEHTA;

— 3aroJIOBOK JOKYMEHTA WJIN €ro KpaTKoe COJEP KAHUE;

— aBTOp JIOKyMEHTa (HAaUMEHOBAHUE OPraHU3AlNN);

— TMOANHCH — YKa3biBaeTcad (aMUIMS M WHUIMUANBI JIMIA, [OAMHCABIIETO
JOKYMEHT;

— azpecar — yKa3bpiBaeTcs (haMuiMs JOJKHOCTHOTO JIHIA, HA Ybe HMS
HNOCTYIWI JJOKYMEHT;

— KOJIMYECTBO JINCTOB JIOKYMEHTA U IPHU HAIMYUU HPUIIOKEHUN KOJINYECTBO
JAUCTOB (OPOILIOP) MPUIIOKECHHUS;

— THUII AOCTaBKH (mouTa, Paxc, Kypsep u Ap.).

Kpome toro, x OPK CDJ] mnpuxpennsercss >IeKTpOHHBIM 00pa3 (daiin)
JOKYMEHTA, 3a UCKJIIOYEHHEM JOKYMEHTOB HMEIOIUX NOMETKY «Jlis ciry>keOHOro
HI0JIb30BAHUS».

IIpu HeoOxomumoct B DPK CDJl BBOASATCA TOMOJHUTEIBHBIC CBEICHUS:
IOMETKH O TOBTOPHOCTH 3K3EMIUISIpA, KOHTPOJIb, CBSI3U C JAPYTUMHU JOKYMEHTaMH,
0COOBIE OTMETKH.

Ha Bcex 3aperucTpupoBaHHBIX JOKYMEHTaX IPOCTABIISIFOTCS OTMETKH O
NOCTYIUIEHUU JAOKYMEHTa B OpraHu3aluio. B oTMeTKe O NMOCTYIUIEHHM JOKyMEHTa
bukcupyloTcs aaTa MOCTYIUIEHHUS (IpU HEOOXOAMMOCTH — BpEeMs MOCTYIUICHHS B
yacax M MHHYTax) MW BXOJAIIMM PErMCTPAMOHHBIN HOMEP JOKYMEHTA.
Perucrpaimonsslii HOMep BXOJAIIETO JOKYMEHTA COCTOUT W3 MOPSIKOBOIO HOMEpa
JOKYMEHTa B TMpejenax KaJeHAapHOro TrojAa, KOTOPbIi MOXET OBITh JIOTMOJHEH
uGpOBBIMU WK OYKBEHHO-LIM(PPOBBIMH KOJaMH (MHAEKCAaMH) B COOTBETCTBUH C
HOMEHKJIATYPOHU.

B ciydae mnocrymineHus M perucTpanuu JIEKTPOHHOIO JIOKYMEHTAa WIH
JOKYMEHTA, MOJIYYEHHOIO MO (PAKCUMWIBHOHN CBSI3U, MOCTYNMBILNAsA B JaJbHEHIIEM
OymMakHasi BepcUsl JIOKYMEHTAa pPacCMAaTPUBAETCSl Kak AyOJIMKAT W HE MOMJIEKHUT
XpaHEHUIO.

5.4. PaccMoTpeHue TOKyMEHTOB U HalpaBJICHUE HA UCIIOJIHEHUE.

[locne perucrpanuu B  OTAENE JIEJIONPOMU3BOACTBA  AJMHMHUCTPALUU
JNOKYMEHTHI niepenatorcs ['nase, 3amecturensam ['naBbl, YpasisomeMy AeaaMu JJIs
pacCMOTpPEHHsT W BBIHECEHMS  pE30JIOUMKA  (yKa3aHMHW 110  MCIOJIHEHMIO).
PaccmoTpenne TOKyMEHTOB pPYKOBOACTBOM OCYLIECTBISIETCS B JI€Hb Mepeaayu
JOKYMEHTOB WM Ha CIEAYIOIUNA padoyuil N1€Hb, €CIM JOKYMEHTHI MepelaHbl
PYKOBOJCTBY B KOHIIE pabOyero JHs.

JIOKyMEeHTBI, TpeOyIolue CpPOYHOTO PACCMOTPEHHUS, PaCCMATPUBAIOTCA
PYKOBOJUTEISIMU HE3AMELJIUTEIBHO.
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Pe3ynbTaThl paccMOTpeHHsI TOKYMEHTa PYKOBOJCTBOM O(DOPMIISIIOTCS B BHUIE
PE30IOLU Y.

CBeneHuss 0 pe30JIOUMM  (MCIOJHUTENb, COJEPKAHUE TMOPYUYEHUS, CPOK
WCMOJIHEHUS) COTPYAHUKOM OT/IeNa JIeJIONPOU3BOJICTBA AJIMUHUCTPAIIMHA BHOCSTCS B
OPK C3/] unu xxypHa.

[Tocne BHeceHUs PE30JIOLMU JOKYMEHTHI MEPENAOTCs] B COOTBETCTBYIOIIUE
CTPYKTYPHBIEC MOAPA3CICHUS HA UCIIOJTHEHUE WJIU TTIOMEIIAIOTCS B JIEJIO.

[TonnMHHUKK nepeaaroTcss OTBETCTBEHHOMY HCIIOJIHUTENIO, YKa3aHHOMY B
PE30JIIOIUU TEPBBIM, OCTAJIBHBIM HCHOJHUTENSAM NepefaroTcss Konuu. JlokymeHT
nepeaeTcs MCHOJHUTEN0 IMOJi POCHUCHh B KypHaJIE PETUCTPALMU MOCTYHAIOIIUX
JIOKYMEHTOB WJIH B pa3HOCHON KHUTE.

B mensx yckopeHuss mpoliecca pacCMOTPEHHUs JOKYMEHThI MOTYT OBITh
HaIpaBJICHbl B CTPYKTYpHbIE MOAPA3JAEICHUSA IO aJpecaM »3JIEKTPOHHOM MOYTHI
(mpunoxxenue Ne 13) ¢ D2JEKTPOHHBIX  AAPECOB  COTPYAHUKOB  OTJEJA
JIeJIONPOU3BOACTBA AJIMUHUCTPAIIMU C IOMEHHBIM UMEHEM citymurmansk.ru.

5.5. PaGota ucroiHUTENEH C JOKyMEHTaMH (UCTIOJIHEHHUE TOKYMEHTA).

PykoBoauTenu CTPYKTYpHBIX MOApa3feieHUd 00ECIeYMBaOT OINEPATUBHOE
pPacCMOTpPEHHUE JOKYMEHTOB, IOBEJAECHUE UX 1O UCIOJHUTEIEH B JE€Hb MOCTYIJICHHUS,
KOHTPOJIb 32 KAYECTBEHHBIM U CBOEBPEMEHHBIM HCIIOJTHEHUEM TOKYMEHTOB.

Ecnu pemienne BONPOCOB HE BXOAUT B KOMIETEHIIMIO CTPYKTYPHOTO
nojApa3aeeHus, nepeaapecannsi JOKyMEHTa IPyroMy UCTIOJHUTEIIO TPOU3BOJUTCS B
TEUEHHE CEMHU KaJCHAApHBIX JHEW CO JHA PErucTpallid M TOJbKO TOCIe
COTJIACOBAaHUS C PYKOBOJUTEIEM, TOPYUUBIIINM PACCMOTPETh JOKYMEHTHI.

Hcnonuurens nmojiy4aeT TOKYMEHTHI B JIEHb BO3BpaTa MX OT PYKOBOJMTEIS C
PE30JIIOIMEN WU Ha CIEAYIOIIHI 1€Hb B COOTBETCTBUM C YKa3aHUEM PYKOBOIUTENS
CTPYKTYpPHOTO nojipasieneHusi. CpouHble JOKYMEHTBI IEPEAAIOTCS HE3aMEIITUTENBHO.

Korma mnopyuyenune nmaHo HeckoJbkuM JinaM («[IoaAroToBUTH OTBET»),
OCHOBHBIM M OTBETCTBEHHBIM WCIIOJIHUTEIIEM SIBIAETCA JIMIO, YKa3aHHOE B
MOPYYEHUHU TIEPBBIM, €CJIM HE OTOBOPEHO MHOE. EMy mpeocTaBisieTcsi mpaBo CO3bIBA
COUCITOJTHUTEJIEH U KOOPAUHAIIUS UX PaOOTHI.

CoUCTIOHUTENIM TOTOBAT HEOOXOAMMYI0 HH(POPMAIMIO M TPEACTABISIOT €€
OTBETCTBEHHOMY UCIIOJIHUTEIIIO JJIsl IOJITOTOBKK CBOJHOIO OTBETA HE Mo37Hee 2/3 oT
00111eT0 CPOKa, YCTAHOBJIECHHOTO JJISl UCTIOTHEHUS IOKYMEHTA.

HanpaBneHue COUCHOTHUTENSAMH CaMOCTOSITENIbHBIX OTBETOB B aJipec
WHUILIMATOPA HE JIOMYCKAETCSI.

Ecmu Bu3za «Bamm npennoxeHus» JaHa HECKOJbKMM JIMIAM, TO KaJbld
UCIIOJIHUTENb MPEJOCTABISECT CBOU MPEIJIOKEHUS.

OCHOBHOI HCHOJIHUTENIb U COUCIIOJHUTENN BIOpaBe JaBaTh MOPYYECHUSI B BUIE
PE30JIIOIMH JTUIaM, HETTOCPEJCTBEHHO UM MOIYMHEHHBIM.

HcnonHenne noKyMeHTa PeyCMaTPUBAECT:

— cbop u 06paboTKy HE0OX0AMMOM MH(DOPMALINH;

— TMOJArOTOBKY MPOEKTa JOKYMEHTA;

— odopmieHue;

— COIVIacCOBaHUE€ JOKYMEHTa, NPEACTaBIE€HHE €ro Ha MOJIINUCAHUE
(YTBEpXKIECHUE) PYKOBOJICTBOM WJIA PYKOBOAUTEIAMU CTPYKTYPHBIX MOPA3ACICHUM;
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— IIOATOTOBKY K IIEPECBUIKE aJpecary.

IIpoekTrl uceM 3a moanuchio [JaBel, 3amecturesnie ['naBbl, YpaBIIAOMIETO
J€JIaMU UCTIOJIHUTEIb IMOATOTABIMBAET B IBYX IK3EMILISIPAX:

— JUIs ajpecara;

— JUIA OTAEJIa AeJONPOU3BOACTBA AJIMUHUCTPALIMH.

B otmene gemonpousBoacTBa  AJAMUHUCTPALMM  OCTAETCA  3K3EMILIAP
JOKYMEHTa C BH3aMH  UCIOJHUTENEH M  PYKOBOJIWUTENEH  CTPYKTYpPHBIX
NOAPA3AEIECHUN A IMUHUCTPALUU.

Ha pokymeHT, pacceuiaeMblii Oojiee 4yeM B 4YeThIpe aapeca, UCIOJHUTEIb
TOTOBUT CIIMCOK HA PACChUIKY, a TaKXKe, B CIy4ae OTIPaBKU IO MOYTE, HEOOXOIUMOE
KOJIMYECTBO IK3EMILISPOB.

[Ipu omepaTWBHOM pelIEHUU BOIpoca 0e€3 COCTaBIEHUS JTOMOJHUTEIbHBIX
JOKYMEHTOB UCIIOJIHUTEND JEJIAET OTMETKH HA TOKYMEHTE:

— 0 Jare moiydeHus (eciu oOpa3oBajiCsi MHTEPBAI MEXIY MOCTYIUIEHHEM
JIOKYMEHTA U €r0 IOCTABKOMW UCIIOJHUTEINIO);

— 0 JaTax MPOMEXYTOYHOIO HCIOJIHEHUs (3ampoc CBEIACHHM, TenehOHHbIE
MIEPErOBOPHI U T.I1.);

— 0 JaTe " pe3yJibTaTaX OKOHYATENbHOTO UCIIOTHEHHUS.

Bce orMerkm pasmemiarorcsi Ha HMXKHEM IOJIE NEPBOTO JIMCTAa JTOKYMEHTA,
OCTaIOIIErocsi B AAMUHHUCTPAINH, UM Ha CBOOOJHBIX OT TEKCTa MECTax.

OTBETCTBEHHBIII HCIIOJHUTENb HECET NEPCOHAIBHYK) OTBETCTBEHHOCTH 3a
MOJIHOTY M TOCTOBEPHOCTh MH(POPMAIIUH MPU OATOTOBKE JOKYMEHTA.

[Ipu  mpencraBieHWM  PYKOBOACTBY  MH(MOpPMAIMM O  BBINOJHEHUU
KOHTPOJIBHOTO JJOKYMEHTA MPUJIaraeTcs MOJJIMHHUK MHUIIMATUBHOTO TOKYMEHTA.

5.6. CpOKH HCNOJTHEHUS JOKYMEHTOB.

Cpoku  HCHOJIHEHUS  JOKYMEHTOB  (pE30JIOLMHM)  YCTAaHABIMBAKOTCS
PYKOBOJWTENIEM, HCXOAS W3 CPOKOB, YCTAHOBJICHHBIX 3aKOHOAATEIHCTBOM
Poccuiickoii @enepanuy, WM CPOKOB, YCTAHOBJIEHHBIX B 3ampocax (eaepaibHbIX
OpPraHoB  TOCYJapCTBEHHOM BiacTd P@® WM HWCIOJHUTENBHBIX  OPraHOB
rocyapCcTBeHHOU BiacTh MypMaHCKO# 001acTH, HalpaBUBIIMX JOKYMEHT.

Jlata ucnosHeHus nokyMeHTa (pe3omtouun) dukcupyercs B OPK COJl umu
WHOM PEruCTPallMOHHO-YYETHON (popme, HCTONb3yeMOM sl OTCICKUBAHHUS CPOKOB
VCIIOJIHEHNUS TOKYMEHTA (PE30JIIOLINN).

JIOKyMEHTBI (PE30IIOLNHN) ITOJIEKAT UCIIOJIHEHUIO B CIIEAYIOIIMUE CPOKHU:

— € KOHKPETHOM JAaTOW MCIOJIHEHUS — B YKAa3aHHBIN CPOK;

— 0e3 yKka3zaHMsl KOHKPETHOW JaThl UCTIOTHEHUS, UMEIOLUE PE3OJIIOLNI0 UIIH
IIOMETKY B TEKCTE:

— «CPOYHO» — B TEUCHHE TPEX pabOUnX JHEH;

—  «IPOIIY NEPETOBOPUTH/TIOSICHUTE» — B TEUCHHUE TPEX pabOUnX JTHEH;

— «Ipolly JAaTh NPENJOKEHHs /Ballle MHEHHE/ MpOoILy pa3odparbes» —
B TeueHue 10 KaneHIapHbIX JHEH;

— «ONEpaTUBHO/ B KpaTda

— imue cpoku» — B TeueHue 10 pabounx gHei;

— OcCTaJibHbIE — B CPOK He Oosee 30 KaaeHAapHbBIX THEH;
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— 10 MapJIAMEHTCKUM 3aIllpocaM — HE MO3JHEeEe 4eM uepe3 15 kaneHaapHbIX
JHEW CO JHS MOTYYECHHUS;

— 1o 3anpocaM wieHoB Cosera dexnepanuu, nemnytatoB [ ocyaapCTBEHHOM
Jlymbl (A€enyTaTcKOMy 3a1pocy) He mo3aHee 4yem depes 30 KaaeHAapHbIX THEW CO JTHS
HOJIy4YCHHUS;

— 10 MEXBEIOMCTBEHHBIM 3alIpOCaM O MPEACTABICHUU JTOKYMEHTOB U (WJIM)
uHbopMalMU B LENAX NPEJOCTaBICHUS TOCYIAPCTBEHHBIX WM MYHHUILIMITAIbHBIX
yclyr — He Oojee mATH pabouux JAHEW co JAHS MOCTYIUIEHUS MEXBEAOMCTBEHHOTO
3ampoca;

— 1o oOpaieHusM rpaxjaaH — B TeueHue 30 KalleHJapHBIX JHEH cO JHS
perucTpanuu.

B pacnopsauTenbHbIX JTOKYMEHTaX M IMPOTOKOJIAX COBEHIAHUM (KOMHCCHUU,
paboumx TpyIin) CPOK yKa3bIBAETCS MO KAXKAOMY MYyHKTY.

[Tpu HEOOXOAMMOCTH U3MEHEHHSI CPOKA HCTIOIHEHUS JOKYMEHTA (Pe30IOIIH)
OTBETCTBEHHBII HCIIOIHUTENb 00513aH MPEACTABUTh HA UMSI PYKOBOJUTEINS, JABIIETO
nopydeHue, 000CHOBaHUE (CIyXEOHYIO 3alHMCKy) O MPOJJICHUHU CPOKa C YKa3aHHEM
IPUYHH POJIEHUS U AAThl UCIIOJHEHMS.

O06ocHOBaHME MPOJICHUS] CPOKA MCIHOJHEHUS JIOKYMEHTa (PEe30JIHOIUN)
JOJKHO OBITh HANpPABJIEHO COOTBETCTBYIOIIEMY PYKOBOJMUTENIO HE MO3HEE, YEM IO
HCTEUYECHUHU 2/3 CpOoKa UCIIOJHEHUA IOKyMEHTa (IOPYUYCHUS).

OO0 M3MEHEHHH CpPOKa HCITIOJIHEHUS JOKYMEHTa (IMOpY4YeHHs) OTBETCTBEHHBIN
UCIIOJIHUTEINb HHDOPMUPYET OTIEN JAIONPOU3BOICTBA AIMUHUCTPALIUH.

5.7. KoHTpoJsib UCTIOTHEHUS IOKYMEHTOB.

KoHTpone wucnonHeHuss AOKYMEHTOB (PE30JIOLMM) BEAETCS B LEISIX HX
CBOEBPEMEHHOI'O U KAYECTBEHHOT'O UCITOTHEHUS.

KonTposmto mogyiexar Bce JOKyMEHTBI, TPEOYIOIIHE UCIIOHEHUS U OTBETA.

KoHTpob ncnonHeHus: JOKYMEHTOB BKJIIOYAET B CEOSL:

— IIOCTAHOBKY JOKYMEHTOB (PE30JI01MI) Ha KOHTPOJIb;

— TIPOBEPKY CBOEBPEMEHHOCTH JOBEACHUS AOKYMEHTOB (PE30IIOLHI) 10
HUCIIOJTHUTEJIEN

— TIPEOBAPUTEIIBHYIO TPOBEPKY W PETYJIUPOBAHHUE XOJA HCIIOJHEHUS
JIOKYMEHTOB (PE€30I0LUI);

— CHATHUE C KOHTPOJISI JOKYMEHTOB (PE30JIIOLINN );

— yueT, 0000IleHHe U aHaIu3 PEe3yJlbTaTOB XOJAa MCIOJHEHUS JOKYMEHTOB
(pe3omtonuid);

— uHGOPMHUPOBAHHE PYKOBOJIUTENEH O XOJ€ UCIHOJHEHUS JOKYMEHTOB
(pe30aro1nuii) U COCTOSIHUHA UCITOJHUTEIBCKOW TUCUUTINHBI.

KoHTponpe 3a wncnosHEHMEM JTOKYMEHTOB C IOPYYEHHUSMH DPYKOBOAUTEIEH
AJIMUHHCTpaMU OCYILIECTBISIIOT PYKOBOAUTENH CTPYKTYPHBIX MOJpa3JeieHUi, a
TaKXe JINLA, OTBETCTBEHHBIE 32 JEJIONPOU3BOICTBO.

OTtaenoM aenonpou3BoACTBa AIMUHUCTPALUN €KEHEAEIbHO HAPABIISIOTCS B
CTPYKTYpHBIE TMOAPA3JACIECHUS CIPABKU-HAIIOMUHAHUSA O JOKYMEHTaX, CpPOKH
WCIIOJIHEHUSI KOTOPBIX UCTEKAIOT B nocueaytomue 10 nuei.
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Pemenne 06 ucnosHeHUN JOKyMEHTa (MOPYYEHHS) MPUHUMAET PYKOBOAUTED,
JIABILIHHI ITIOPYUYCHUE.

JIOKyMEHT (pe30IIoLHs) CYUTAETCS UCIIOJIHEHHBIM, €CJIH IIPUHATHI PEIICHUS 110
IIOCTaBJICHHBIM  BOIPOCaM, IOATOTOBJIECHBI  COOTBETCTBYIOIIHME  JIOKYMEHTHI,
HalpaBJieHAa CHpaBKa 00 MWCIOJIHEHUH B COOTBETCTBYIOIIME OpraHbl BJIACTH
(OpraHmM3anun) WIKA JaH OTBET IO CYIIECTBY 3aMHTEPECOBAHHBIM JIMLIAM.

6. Paborta c oOpamieHusiMu rpakaaH

Paboty mo paccMoTpeHuIo oOpallieHuil rpaxkJiaH OpraHu3yeT U KOHTPOJIUPYET
oTHen To paboTe ¢ OOpameHusIMH TpaxJaaH W OPTaHW3alUd MPEAOCTABICHUS
MYHUIIUIAIBHBIX YCIYT AJMUHHCTPALUU B COOTBETCTBUU ¢ DenepaabHBIM 3aKOHOM
or 02.05.2006 No 59-®3 «O mnopsake paccMOTpeHHUs oOpalleHud TrpaxaaH
Poccuiickoit @enepanun» u MHCTpyKiuei no padore ¢ oOpameHUsIMU TpakJaH B
aIMUHHUCTpallMid  ropoja  MypMaHCKa W CTPYKTYPHBIX  TOJpa3/IeNICHU,
YTBEPKIACHHON PaCIOPsKEHUEM aIMUHUCTpanuy ropona MypmaHcka.

7. GopMUPOBAHUE AET

dopmupoBaHue A€l — TPYNIUPOBKA HCIOJIHEHHBIX IOKYMEHTOB B Jiela B
COOTBETCTBUU C HOMeHKJIatypoil pen. Jlema QopMupyroTcss B CTPYKTYPHBIX
HOJpa3IeNeHUsX.

KonTpons 3a mpaBUiIbHBIM (OPMHPOBAHUEM JIEJ1 OCYIIECTBIIECTCS OTAEIOM
JeNIOTPOU3BOACTBA AJIMUHUCTPALIMH U APXHBOM.

7.1. OcHoBHbIE TpeOOBaHUS K (POPMHUPOBAHUIO AECII.

B geno mnomemaroTcs AOKYMEHTBI, KOTOpPBIE IO CBOEMY COJEP:KaHUIO
COOTBETCTBYIOT 3ar0JIOBKY Jiejla COTJIACHO HOMEHKJIATYpe JIeN, IPU STOM U3BIMAIOTCS
YEepHOBBIE M JyOJIETHBIE SK3EMIULIPhl JOKYMEHTOB, a TaKXe JIOKyMEHTHI,
HoJyIeXalle BO3BpaTy.

[Ipu dopmupoBaHuM €1 HEOOXOIUMO COOJIOAATh CIEAYIOIIME OCHOBHBIC
TpeOOBaHUS:

— JOKYMEHTHl IIOCTOSIHHOTO W BpPEMEHHOTO XpaHEHHs HeoO0X0ANMO
IPYIIUPOBATh B OT/IENbHBIE JeNa;

— BKJIIOYATH B JIEJIO [0 OJHOMY 3K3EMIUIIPY KaXJI0TO JOKYMEHTA;

— K&XIbI JOKYMEHT, MOMEUICHHBIA B JEN0, MOJKEH ObITh OGOpMIIEH B
COOTBETCTBUU C TpeOOBaHUAMHU HacTosuel MHCcTpykimy;

— TIpyOmupoBaTh B J€JI0 JOKYMEHTbl OJHOTO KAaJIEHAAPHOTO TOa;
UCKJIIOUEHUS]  COCTaBJISIIOT:  MEPeXOisIIue JeNa; JUYHbIe Jela, KOTOphIe
dopMHpyIOTCA B TE€UYEHHE BCEro MepuoAa paboThl MyHHUIIMIIAJHHOTO CIIYKAaIlIero B
AJMHMHUCTpAIUH U T.I1.;

— Jejo Ha OyMa)XHOM HOCHTeNe JOJDKHO cofepxaTh He Oonee 250 JHCTOB,
pU TOJILINHE He Oojee 4 cMm.

BHyTpu nena 1OKyMEHTBHI JOJDKHBI ObITh PAcHOJIOKEHBI TaK, YTOObI OHU IO
CBOEMY COJIEP’KaHHIO IOCJEA0BAaTENbHO OCBELIAJIN ONpEAEJICHHbIE BOIPOCHI,
OTpakeHHbIE B 3aroyioBke jena. [lpy 3TOM JOKyMEHTHI pacroiararorcs B
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XPOHOJIOTUYECKOM TOPSJKE WM MO an(aBUTy aBTOPOB, KOPPECHOHICHTOB, HHBIX
COCTaBJIAOLIUX, JTUOO0 B IPYroi JOrM4eCKH 0OOCHOBAaHHOMN IOCIIEI0BATEIbHOCTH.

IIpunoxeHus K IOKyMEHTaM, HE3aBHUCHMMO OT JaTbl UX YTBEPXKACHUS WU
COCTABJICHUS, IPUCOCIMUHAKOTCA K JOKYMEHTaM, K KOTOPBIM OHH OTHOCSTCS.
ITpunoxxenuss o0beMoM cBbllie 250 JTUCTOB COCTABIISAIOT OTHAEIBHBIA TOM, O YEM B
JOKYMEHTE JIeJIaeTCs OTMETKA.

['pynnupoBKa OTAEIBHBIX KATETOPUM TOKYMEHTOB.

PacnopsnurenbHple  TOKYMEHTBI TPYNIUPYIOTCA B Je€jda MO BUAAM U
XPOHOJIOTMM C OTHOCSIIMMHUCA K HHM HPWIOKEHHUSIMHU. YCTaBbl, IIOJOKECHUS,
UHCTPYKLIIMHM,  PErJIAMEHTBI M T.J., YTBEPKACHHBIE  PaCHOPSAUTEIbHBIMU
JOKYMEHTAMU, SBISIIOTCA NPWIOKEHUSAMH K HHM H TPYNIHUPYIOTCA BMECTE C
YKa3aHHBIMM  JOKyMEHTaMHM. Ecim K€ OHM  yTBEpPXKACHbl B  Ka4yeCTBE
CaMOCTOATEJIBHOTO JIOKYMEHTA, TO HUX TPYIIIHPYIOT B CaMOCTOSATENIbHBIE JIEJIA.
PacnopsikeHus o ITMYHOMY COCTaBy TPYHIIUPYIOTCS OTAEIBHO OT PACIOPSIKEHUH T10
OCHOBHOH jesaTenpHOCTH. K TOCTAaHOBIIEHUSM M pacHoOpsKEHUSIM 00s3aTeIbHO
COCTABJISIFOTCS BHYTPEHHHUE OIHCH.

JIOKyMEHTBI B JINUHBIX JI€JaX PacIoyIaratoTcs B XpOHOJIOIMYECKOM MOPSAIKE 110
Mepe ux nocrtymiaeHus. Komuu pacnopspkeHuil (IpuKa3oB) 003aTENBHO JIOJIKHBI
UMETh PeKBU3UT «OTMETKa O 3aBepeHMH Konuu». K JIMYHBIM Aenam 00s3aTeNIbHO
COCTABJISIFOTCS BHYTPEHHHUE OIHCH.

JIuueBbie cueta GOPMHUPYIOTCS Ha KaXKIOTO COTPYJHHUKA OTIEIBHO, IPU 3TOM
Ha KapTOYKy JIMIIEBOI'O CYETA PABHOMEPHO HAKJIEHMBAIOTCS PACHEYaTKH PACUETHBIX
JAUCTKOB. JInieBbie cueTa MOTYT (hOPMHPOBATHCS B TOMA (B MAaIKK C KJIamaHaMH) TJe
pacmojararoTcs MO XPOHOJOTHH, IPU 3TOM B JI€J0, KaK MPaBHIO, (HOPMUPYIOTCS
JIOKYMEHTHI HE O0Jiee ueM 3a JAECSTh JIeT.

JIOKyMEHTBI ~ 3aC€aHUl  KOJUIETHAIBHBIX OpPraHoB  (HOPMUPYIOTCS  TIO
xpoHoyoruu. Ilpu HeoOXoAMMOCTHM moOCHE MPOTOKOJA MOTYT (HOPMHPOBATHCS
JOKYMEHTBI, PACCMOTPEHHBIE Ha 3aCEAaHUM KOJUIETMAJIBHOIO OPraHa.

Ilepenucka rpynmnupyercs, Kak IpaBWiO, 3a IEPUOJ KAJIECHIApPHOrO rojaa u
CUCTEMAaTU3UPYETCS B XPOHOJOTHMYECKOW IOCIEAOBATEIBHOCTU: JTOKYMEHT-OTBET
IIOMEIAETCS 3a JOKYMEHTOM-3aIIPOCOM.

7.2. Homenknatypa aen.

HomeHnkiatypa Jnen — CHCTEMaTU3UPOBAHHBIM  IMEPEYEHb  3aroJIOBKOB
(HaMMEHOBaHUI) Jlel, C YyKa3aHWEeM CPOKOB WX XpaHEHHs, O(OpMIIECHHBIA B
yCTaHOBJIEHHOM Topsiake. HomenknaTypa Jen  3akpemisieT KiIacCU(UKAIHIO
(TpynnupoBKYy) HCIIOJIHEHHBIX JOKYMEHTOB B JieJla (B TOM YHCJIE B JJIEKTPOHHBIE
Jie71a) W SABIIAETCA OCHOBHBIM YYETHBIM JOKYMEHTOM, OTPaXalollUM COCTaB M
OpraHM3aIHI0 JOKyMEHTaIbHOTO QoHaa. HomeHknaTypa nen sBiaseTcss OCHOBOM s
COCTaBJICHUS OMHCEN [ MOCTOSSHHOTO U BpeMeHHOro (cBeiiie 10 neT) xpaHeHus, a
TAK)K€ AaKTOB O BBIICICHUM K YHUYTOXECHUIO JOKYMEHTOB, HE IOJJIEKAIINX
XpaHEHMIO. B HOMEHKIAaTypy el BKIKOYAKOTCA BCE J€Na, CO31aBacMble B IIPOLIECCE
NEATEIbHOCTH MJIM HaMEYarolMecs K 3aBEJICHUIO B OINPEICICHHOM KaJeHJIapHOM

roay.
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7.3. Tlopsaok cocTaBiieHHss HOMEHKIIATYPhI AL

7.3.1. B AnMuHUCTpanMM COCTaBJSIFOTCSI HOMEHKJIATYPBI JIEJ1 CTPYKTYpPHBIX
NIOJIpa3/IeJICHUI U CBOJHAsI HOMEHKJIATypa el AJIMUHUCTPALIMH.

HomeHnkiatypa nen oraena AJMUHUCTPALMM COCTaBISIETCS COTPYAHUKOM,
OTBETCTBEHHBIM 3a BEJICHHE JEJIONPOU3BOJACTBA, COIJIACOBBIBACTCS ApPXUBOM,
NOANMCHIBAECTCS ~ PYKOBOJMTENEM  OTHENA W MNPEIACTaBIsAETCS B OTHEIN
JEOMPOU3BOACTBA AJMUHUCTPALIMH.

CBojHasgs HOMEHKIarypa JAea AJMUHUCTPALMM COCTABISIETCS  OTAEIOM
JEJONPOU3BOACTBA AJIMUHUCTPALIMM HAa OCHOBAHMHM HOMEHKJATYp JEJI OTJEJIOB
Anvunuctpanuu.  HomeHknatypa — gen,  OpeIBapUTEIbHO  pacCMOTPEHHAas
[enTpanbHoii 3kcniepTHON kKomuccuein (LIOK) AnmunucTpannu, npeacTaBisieTcsl Ha
COIJIacOBaHUE C AKCHEPTHO-MpoBepouyHol komuccuen (DIIK) ymoaHOMOUYEeHHOrO
OpraHa HCIIOJIHUTENbHON BiacTh MypMaHCKOH o0yiacTd B cdepe apXUBHOTO Jena,
IIOCJIE YETO YTBEPKAACTCS Y IPABIISAIOIIUM JEIAMM.

Homenknarypa nen cormacoseiBaercsi ¢ OIIK pa3 B mate ser. B ciywae
WU3MEHEHUN B CTPYKType AJIMHHHCTpALUU, IMOSBICHHUS HOBBIX BUIOB JOKYMEHTOB
HOMEHKJIATypa MEePECOCTABIISIETCS U TOCPOYHO HAINIPABIISIECTCS HA COTJIACOBAHUE.

BHOBB CO3aHHOE CTPYKTYPHOE IOJApa3aeiacHue AJIMUHUCTPALUN B MECSYHBIN
CPOK pa3padaTblBa€T HOMEHKJIATYpPY [ NOJApa3AeiieHUs U MPEACTABISAET €€ B OTIEN
JENONPOU3BOACTBA AJMUHUCTPALIMH.

Homenknarypa nen AIMUHUCTpallMd OOHOBISIETCS €XKETOJHO B YETBEPTOM
kBaptase.  HomeHnknarypa  nmen, — NOANMCaHHas  HadaJlbHUKOM  OTAENa
JEJONPOU3BOACTBA AMUHUCTPALMU YTBEPKIAETCA Y MPABISAIOIIAM JI€JIaMU T10CHE
ee coriacoBanus ¢ L[OK AamunucTpanyu He MO3[HEE KOHIA TEKYIIEro roja H
BBOJUTCS B JEUCTBUE C | sTHBApsI CIEAYIOLIETO roja.

7.3.2  Ilpu cocTraBieHUN HOMEHKIIATYPBI JEII CIEAYET PyKOBOACTBOBATHCA:

— TMOJOXEHHUAMHM O CTPYKTYPHBIX IIOAPA3JEICHUAX AIMUHHCTpALUH,
JNOJDKHOCTHBIMHA MHCTPYKLUSAMHU CIELUAIMCTOB, IITATHBIM PACIMCAHUEM, IIJIAHAMU U
OTYETaMH 0 paboTe;

— IlepeyHeM  TUIOBBIX  YOPABJIEHYECKUX  APXUBHBIX  JOKYMEHTOB,
o0Opa3yromuxcsi B Mpolecce ACSITENbHOCTH TOCYAapCTBEHHBIX OPraHOB, OPraHOB
MECTHOTO CaMOYNPABJICHHUS M OpPraHU3alMil C YyKa3aHUEM CPOKOB XpAHEHHS,
YTBEPXKIAEHHBIM INpHUKa3oM MuHncrepcrBa KynbTypel Poccuiickon ®enepaunu OT
25.08.2010 No 558 (manee — TwumoBoil mNepedyeHb), a TaKXKE BEIOMCTBEHHBIMU
NIEPEYHSMU U IPUMEPHBIMU HOMEHKJIATYpaMu J€Jl ¢ YKa3aHUEM CPOKOB XPaHEHHS;

— HOMEHKJIATypaMHu Jejl AJMUHUCTPALMH 3a IPEAILIECTBYIOINE TOBI.

7.3.3. HaszBaHusAMM pa3fesioB HOMEHKJIATYPBI 1€ AJMUHUCTPALUU SIBIISIOTCS
HAa3BaHUs CTPYKTYPHBIX MOAPA3AEICHUIN U JOHKHOCTEN CIIELHAIMCTOB, OTBEYAIOLIUX
3a OTJENIbHbIC HANpPAaBIICHUS NEATEIBHOCTH MojApasaeneHus. ['pagpl HOMEHKIATYphI
JIeJT 3aMOJHSIOTCS CIEAYIOUIIM 00pa3oM:

— rpada 1 — mopsaKOBBII HOMED Jena,

— rpada 2 — UHJEKC Jena,

— rpada 3 — 3aroyIoBOK Jiena,
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— rpada 4 — cpoK XpaHEHHUS M HOMEpP CTaThH 10 MEPEYHIO I MPUMEPHOM
HOMEHKJIAaType Jel,

— rpada 5 — npuMedaHue.

Homenknatypa nen AnamuHuctparuu odopMisieTcs Mo o0pasily oOIero
OnaHKa, TOPSAOK HyMEpalUH Jesl B HOMEHKJIaType — BaJIOBBIM.

7.3.4. WNHnekcauus aei.

Wugexc npena coctouT u3 UU@poBOoro 0003HAYEHHUS  CTPYKTYPHOTO
nojJpa3eieHus AJIMHUHUCTPAIlMM W TOPSJKOBOTO HOMEpa 3arojioBka Jeia Iio
HOMEHKJIATYpe B TpejesiaX CTPYKTypHOro mojapasneneHus. [lpu HeoOXomumocTH
JIOTTYCKAETCsl BHYTPH CTPYKTYpHOTO TMOJAPA3JCIICHUs BBIICISITh €r0 COOCTBEHHBIC
noJipa3zesieHusl MO0 HampaBleHUS NeATENbHOCTH. WHACKCHI Aen 0003HaudaroTcs
apabckumu muppamu.

Hanpuwmep: 12-06-05, rae:

12 — uHAEKC CTPYKTYPHOTO MOAPA3ICICHHUS,

06 — oOo3HaveHHEe TOMpa3fe/ieHUs] WM HAMPABJICHHS NEATEIHHOCTH B ITOM
noJipa3aesieHuH,

05 — mopsAKOBBIA HOMEp 3aroJjoBKa Jiejia 10 HOMEHKIIATYpe.

7.3.5. TpeboBaHHS K COCTABICHHIO 3ar0JIOBKOB JIC]I.

3aroyioBOK Jenia JO0JDKEH 4eTKo, B 00001IeHHOoM (popme OTpakaTh OCHOBHOE
CoJlep’KaHME M COCTaB JOKYMEHTOB jnena. He momyckaercs ymorpeOsieHue B
3aroJIOBKE Jejla HEKOHKPETHBIX (HOPMYIHPOBOK («pa3Hble MaTepuaibl», «OOIIas
NepenucKka» 1 T.I1.). 3aTOJIOBKH JIeJI MOTYT YTOUHSTHCS B Tporiecce GOPMUPOBAHUS U
opopmiieHHs JeN. 3arojoBOK Jella COCTOMT M3 D3JEMEHTOB, paclojiaracéMbIX B
CJIeTyFOIIel OCIe0BaTeIbHOCTH:

— Ha3BaHUE BHUJa Jena (TMepenucka, KypHal ¥ T.OI.) WIA BHOA U
Pa3sHOBUIHOCTH JJOKYMEHTOB (TIPUKA3bl, IPOTOKOJIbI, OTYETHI H T.I1.);

— Ha3BaHUE aBTOpa IOKyMEHTA;

— Ha3BaHUE aJipecara WM KOPPECIOHICHTa JOKYMEHTA;

— 5aTel (Iepuo), K KOTOPBIM OTHOCSATCSI JOKYMEHTHI JIelia;

— yKa3aHHe Ha KOMUHHOCTh JOKYMEHTOB JIeJa.

CocTaB 37€MEHTOB 3arojioBKa Jejla ONpelessieTcss XapaKTepoM IOKYMEHTOB
nena.

B 3aronmoBkax gen ¢ MPOTOKONAMHU 3aceIaHUil KOJUIETHAJIbHBIX OpPTaHOB
IPUBOJIUTCS ITOJTHOE HANMEHOBAHHNE OpraHa — aBTopa JIOKYMEHTOB.

Hanpumep:

[TpoToKOIBI 3acenaHnii MEKBEIOMCTBEHHON KOMHUCCHH IO TPOTUBOACHCTBUIO
37I0YMOTPEOJICHNIO0 HAPKOTHYECKUMH CPEJICTBAMHU M UX HE3aKOHHOMY 000pOTY.

B 3aromoBkax = gen,  coiepXkKamux ~— JOKYMEHTBI,  CBS3aHHbIE  C
MOCJIE0OBATEILHOCTRIO  JICJIONPOU3BOJICTBA IO OJHOMY KOHKPETHOMY BOMPOCY
(HampuMep, JUYHBIX JIeJ, 3€MEJbHBIX JIeJI, HaOMIoJaTeNbHBIX JIel, Jed 10
MpUBAaTU3alMM, JIel OOBbEKTa CTPOMUTENbCTBA W T.A.), B KadeCcTBE BHJA Jiefia
yIoTpeOIsieTCsl TEPMUH «Je0». B 3aroioBkax enm, cofaepiKamux JOKYMEHTHI IO
OJIHOMY BOIIPOCY, HO HE CBSI3aHHBIX IOCJIEIOBATEIHHOCTHIO AEIONPOU3BOJICTBA, B
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KauecTBE BHUA JieJia YIOTPEOSETCS TEPMUH «JIOKYMEHTBI», a B KOHIIEC 3arojIOBKa B
CKOOKax YyKa3bIBaIOTCS OCHOBHBIE BUJbI U PA3HOBUIHOCTH JIOKYMEHTOB, KOTOpHIE
JOJKHBI OBITh CTPYIIUPOBAHBI B JIEJIE.

Hampumep:

JlIokyMeHTbl 00 YCTAHOBIEHHMM W Pa3BUTHM MEXIYHAPOJIHBIX CBs3ed 10
COLMAJIbHO-D)KOHOMHUYECKMM  BOIlpocaM  (CorjamieHuss O COTPYIHHUYECTBE,
POrpaMMBbl, CIIPABKH O XOJI€ UX Pa3padOTKU U UTOraX BBHITOJIHEHUS).

TepMUH «TOKYMEHTBI» IMPUMEHSETCA TAK)KE B 3aroJIOBKax JEJl, COIEpIKaLIUX
JTOKYMEHTBI-TTPHIIOKEHUS K KAKOMY-JIH0O TOKYMEHTY.

Hanpumep:

Pacniopsokenuss aiMUHHCTpALMU 110 OCHOBHOM JEATEIBHOCTH M JOKYMEHTBI K
HUM.

B 3aronoBkax nen, npeIHa3HaYEHHbIX JJI1 TPYHNIUPOBKH JOKYMEHTOB OZHOTO
BH/IA, YKA3bIBAETCS 3TOT BUJ JOKYMEHTOB BO MHOKECTBEHHOM YHCJIE.

Hampumep:

CrnpaBku, nHGOpMaIKa O COCTOSHUM PAOOThI MO PACCMOTPEHHUIO OOpaleHui
IpaXKJIaH.

Haspanue AgMuHHCTpanMu WM €€ CTPYKTYPHOI'O IOJAPA3JIEICHUs B KA4eCTBE
aBTOpa JOKYMEHTOB YKa3bIBA€TCA KPAaTKO HJIM MPUBOAUTCA €ro oOIee BHI0BOE
Ha3BaHUE.

Hanpumep:

[1nanel paboOTHI OTAENA U OTYETHI 00 UX BBITIOJHEHUU.

JIOBEpEHHOCTH IPAaBOBOTO  XapaKTepa, BbIJIAHHBIE HA MPEICTABICHUE
WHTEPECOB aIMUHUCTPALUU.

B 3aromnoBkax gen, coaepiKaliux MEPEnucKy, YKa3plBaeTCsS ¢ KEM H M0 KaKUM
BOTIpOCaM OHa BefleTcs. B 3aroioBkax e, cofepKaliux NepenucKy ¢ OJHOPOTHBIMU
KOPPECTIOHJICHTaMH, TIOCTIEHUE HE TMEPEeUUCISIIOTCS, a YKas3blBaeTcs HX o0Iee
BUJIOBOE Ha3BaHUE.

Hanpumep:

[lepermcka ¢ opraHamMd  TPOKYpaTypbl IO  BOIpOCaM  HapyIICHHS
0OIIIECTBEHHOTO TTOPSIIKA.

B 3aromoBkax  men, coaepKalMX — IEPENHCKY € PasHOPOAHBIMU
KOPPECHOHAEHTAMHU, MTOCIETHUE HE YKA3BIBAIOTCHI.

Harmpumep:

[lepenucka o Bompocam KUIUIHOTO KOMMYHAJIBHOTO KOMILIEKCA.

B 3aronoBke AcJIa YKa3bIBACTCsA KOHKpCTHBIﬁ KOPPECIIOHACHT, €CJIMU IICPCIINCKA
BE€ACTCA TOJIBKO C HUM.



48

Hanpumep:

Ilepenycka ¢ KOMUTETOM IO >KWJIAIIHOM IOJIMTUKE IO BOIPOCAM PACCEICHUSA
U3 BETXOT0 M aBapUMHOIO KUJIMIIHOTO (DOHIA, MEeperIaHUPOBKE, MEPEyCTPONUCTBY U
nepeo0opyA0BaHUIO KUJIBIX TOMEILIEHU.

B 3arosioBkax e, colepsKalux IUIAHOBYIO WJIM OTYETHYIO JIOKYMEHTAIIHUIO,
yKa3bIBa€TCs Mepuoa (Mecsl, KBapTaji, Toj) Ha (3a) KOTOPbIM COCTABJIEHBI IUIAHBI
(oTueTHI).

Hanpumep:
KBapTrasibHbIE OyXTanTepcKue OTUYETHI.
Exxemecsiunbie M1aHbl pabOTHI OT/ENa U OTYETHI 00 X BBITIOJTHEHHH.

B 3aronoskax ACJI, COACpIKAaIIMX KOIMMKU JOKYMCHTOB, YKa3bIBACTCA HX
KOIMUMHOCTb. HOI[JII/IHHOCTI) AOKYMCHTOB JA€JIa B 3aroJIOBKC HE OroBapruBacTCs.

Hampumep:
[ITaTubie pacnucanus. Konuu.

7.3.6. CucreMaru3aius 3aroJOBKOB J€J1 B HOMEHKJIATYpE JIEI.

[Topsimok pacronoKeHusl 3arojoBKOB JieJl BHYTPU Pa3/ieIoB HOMEHKJIATYPbl
JIeJl ONpPENENseTCs] CTENEHbIO BaXKHOCTU JOKYMEHTOB, COCTAaBISIOMIMX J€la, U HUX
B3aMMOCBS3bI0. B Hauasie paznena pacnojaraloTcsl 3arojOoBKH J€d, COAEpKAIIUX
HOPMATUBHYI0 M OpraHU3alMOHHO-PACHOPSAIUTENIBHYIO JTOKYMEHTAlUI0, Jajiee —
3aroJIOBKM JIeJl, COJAEpKalllMX IUIAHOBYID U OTYETHYIO JOKYMEHTAIUIO, 3aTeM —
NepenucKa. 3arojiOBKH JIeJI, COAepKaIuX ydeTHbIe (HOpMbI (KypHAJbI, KAPTOTEKH),
pacrosararoTcsl B KOHIIE pa3/iesia HOMEHKIIATypPbl J€.

7.3.7. Cpoxk XpaHeHus aena.

Cpok xpaHeHus Jena YCTAHABIMBAECTCS HA OCHOBAHUM CTaTbU NEPEUHS
(TUIIOBOT'O UJIM BEAOMCTBEHHOTIO).

[Ipu BKIIOYEHNH B HOMEHKJIATYPY 3aroJIOBKOB J€Jl, COAEPkKAIIUX JOKYMEHTHI,
CPOK XpaHEHHUS KOTOPBIX HE IMPEAyCMOTpPEH THMOBBIM WM BEIOMCTBEHHBIMU
NEepEeYHsIMM  JOKYMEHTOB, CpPOK HMX  XpaHeHuss  ycraHaBiauBaetcs — OIIK
YIOJHOMOYEHHOTO OpraHa MCIOJHUTEILHON BiacTh MypMmaHCKON o0nacTu B cdepe
apxuBHOro nena no npexncrasieHuto LIOK Anmunucrpanuu. Ilociie ycraHoBiieHus
cpoka DIIK B rpady «Cpok xpaHeHUS M HOMEP CTaThU MO TMEPEUHIO» BKIIOYACTCS
nata 1 HoMep npoTokoiia 3acenanus J1IK.

Hanpumep:

75 net

nportokoi IIIK AY ot 30.06.2009

7.3.8. B rpade «I[Ipumedanue» MNpOCTABISAIOTCS OTMETKH: O TMEPEXOIAITUX
Jenax, 0 MeCTe XPaHCHHS MOMIMHHUKOB («mommHHUK — B nene 01-05»), mmbo
0CcOOBI€ yCIIOBUSA, MpeaycMoTpeHHble mepeunsmu («IIpu ycrnoBum 3aBepiieHUs
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peBusun», «Ilocre ncredenus cpoka AEUCTBUS TOTOBOpa» U Mp.), JIUOO O TOM, UTO
JIEJI0 BEAETCS B AIEKTPOHHOM BH/IE.

8. XpaHeHue aen

8.1. OmneparuBHOE€  XpaHEHHE  JIOKYMEHTOB W  JeJI Ha  JTale
JEJIONPON3BOICTBA.

XpaHeHue el BKIYaeT CIETYIOIINE 3Tabl padOThI:

— TIPOBENIEHUE IKCIEPTU3bI LIEHHOCTU IOKYMEHTOB U OTOOpP JOKYMEHTOB IS
MOCTOSIHHOTO XPaHEHHUS;

— odopMieHue Ae;

— OIIMCaHHE JIET;

— o0ecreyeHne COXpaHHOCTH IOKYMEHTOB 110 MECTY UX (POPMUPOBAHUS;

— Iepelava el Ha XpaHEeHHE B ApXUB.

8.2. Dkcneprr3a IEHHOCTH JOKYMEHTOB.

DKcnepTh3a LEHHOCTU JIOKYMEHTOB — OINpPEAEIICHHE LEHHOCTH JOKYMEHTOB C
LEIbI0 YCTAHOBJICHUSI CPOKOB XPAHEHHUsS JOKYMEHTOB U OTOOpa MX Ha apXHBHOE
XpaHEHUE.

DKcrepTr3a UEHHOCTU JOKYMEHTOB B JAEJIONPOU3BOICTBE MTPOBOAUTCS:

— IIpU COCTABJICHUH WJIM YTOUHEHUY HOMEHKIATYypHhI JE;

— IIpU COCTaBJICHUU OMHUCEHN J€] MOCTOSIHHOTO U BpeMeHHOro (cBbiie 10 jeT)
XpaHEHUs.

JIns opraHu3alii W TPOBEACHUS SKCIEPTU3bl IEHHOCTU JOKYMEHTOB B
Anmvunuctpanuu aeicteyet LIOK. @yuknuum u npasa LIOK, a taxxke opranuzanus ee
paboThI ONPEAENSIIOTCS MOJIOKEHUEM.

OKcrepTr3a LEHHOCTHM  €KEroJAHO  OCYIIECTBISIETCA B CTPYKTYPHBIX
NOAPA3AEIEHUAX AIMUHHUCTPALIMM, NIPU 3TOM OKOHYATEJIbHOE PELICHUE NMPUHUMAET
[OK. Ilpu mnpoBeaeHWM SKCHOEPTU3bl LIEHHOCTH JOKYMEHTOB B CTPYKTYpPHBIX
NOAPA3AEIEHUAX OCYIIECTBISETCSA:

— 0TOOp IOKYMEHTOB IOCTOSIHHOT'O ¥ BpeMeHHOTO (cBhbImie 10 jieT) xpaHeHus
IS Tiepeayu B ApXHUB;

— 0oTOOp JOKYMEHTOB C BpEMEHHBIMH CpOKaMu xpaHeHus (mo 10 mer),
MOJICKAIINX JAITBHENIIIEMY XPAaHEHUIO, & TAKXKE C UCTEKIIMMHU CPOKaMU XPaHECHUS
(U1 COCTaBJIEHUS aKTa O BBIJICICHUU K YHUUTOXKEHUIO JOKYMEHTOB, HE MOJJIEKAITUX
XPaHEHMUIO).

OT60p AOKYMEHTOB JIJIsi MOCTOSIHHOT'O XPaHEHUs MPOBOJUTCS HA OCHOBAaHUU
HOMEHKJIATYypbl J1eJ1 AIMUHHUCTPALIMU MYTEM IOJUCTHOrO MPOCMOTpa nei. B memax
CO CPOKOM XPAaHEHHS «IOCTOSHHO» TMOJUIEKAT U3BATHIO TyOJNETHBIE 3K3EMILISPHI
JIOKYMEHTOB, YEPHOBUKH, HEO(GOPMIIEHHBIE KOITUHU JOKYMEHTOB M HE OTHOCSIIIUECS K
BOIIPOCY JTOKYMEHTHI C BPEMEHHBIMU CpokaMu XxpaHeHus. Jlena ¢ ormeTkon «IIIK»
TaKXe MOJIBEPTatOTCs MOJIUCTHOMY MPOCMOTPY C 1LIE€JIbI0 BO3MOKHOTO BBIICJICHUS U3
UX COCTaBa JOKYMEHTOB, MOJJIEKAUIUX MOCTOSSHHOMY XpaHeHuto. Jlena ¢ oTMeTkoi
«OI1K», colepKalmMe  JOKYMEHTBI  IOCTOSHHOIO  XPAaHEHMs,  IOJJIEXKAT
nepedopMUpOBaHNIO. BpIeneHHple U3 WX COCTaBa JIOKYMEHTHI ITOCTOSTHHOTO
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XpaHEHUs TPHUCOCTUHSIOTCS K OJHOPOAHBIM JelaM MWIM O(OPMISIOTCS B
CaMOCTOSATEJIbHBIE JIETA.

ITo pe3ynapTaTam 3KCNEpTU3bI IEHHOCTU JOKYMEHTOB COCTABIISIFOTCS OMUCH JIEJT
MOCTOSTHHOT'O M BPEMEHHOTO (cBblilIe 10 J1eT) XpaHeHus1, a TAKXKE aKThl O BbIACICHUU
JIe]l K YHUYTOXEHUIO (rpuiioxenne Ne 15).

IToaroroBka SJEKTPOHHBIX AN IS NEPEAaYd B apXuB MPEIyCMATPUBAET
COCTaBJICHHE OIKCH JIEKTPOHHBIX 1€, TOKYMEHTOB.

8.3. OdopmiieHue nen.

Jlena mnoanexar OG(OPMIIEHUIO MPH HUX 3aBEICHUU U 10 3aBEPUICHUU
JEIONPON3BOACTBEHHOTO rofa. OdopmiieHue nen BKIYaeT KOMIUIEKC paboT Mo uX
TEXHUYECKON  0o0paboTKE W  MPOBOJUTCS  COTPYOHUKAMU  CTPYKTYPHBIX
NOAPA3AEICHUN.

B 3aBHCHMOCTH OT CPOKOB XpaHEHUs MPOBOJIUTCSA IOJIHOE WM YaCTHYHOE
opopmnenue nen. I[lomHomy odopmileHHIO TOAJIEXKAT Jejia IOCTOSHHOTO H
BpemeHHoro (cBbime 10  sjer) xpanenus. IlomHoe  odopmienue  nena
IpeayCMaTpPUBAET:

— TMOAIIMBKY WJIY MEPEIUIET JOKYMEHTOB JIENA;

— HYMEpALHUIO JINCTOB JIEJNA;

— COCTAaBJICHHE JIMCTA-3aBEPUTES J€IIa;

— COCTaBJICHHME, B HEOOXOAMMBIX CIIy4asiX, BHYTPEHHEH ONUCU JOKYMEHTOB
nena;

— odopmieHre 00JI0KKH Jena.

Hena BpemenHoro (a0 10 neT BKIIOYMTENBHO) XPAHEHHS MOJJIEKAT
4aCTUYHOMY O(OPMIICHHUIO: Jefia JOMYCKAaeTCs XPAHUTh Ha CKOPOCIHIMBATENSAX, HE
IPOBOJUTH CUCTEMATU3ALMIO JIOKYMEHTOB B J€J€, JIUCThI JieJa HE HyMEpOBaTh,
JIUCTBI-3aBEPUTENIA HE COCTABIISATH.

8.3.1. ITlommmBka nena.

JIOKYMEHTBI, COCTABJSIOIIME €0, MOAIIMBAIOTCA Ha YETHIPE IPOKOJa B
TBEPAYIO0 OOJIOKKY M3 KapTOHAa WM TMEPEeIUIeTaloTCd C Y4YE€TOM BO3MOXKHOCTH
CBOOOJTHOTO UTEHHUS TEKCTa BCEX JOKYMEHTOB, JaT, pe3onmonuil Ha Hux. [lpu
MIOATOTOBKE JeNa K MOAIINBKE METAJUIMYECKUE CKPENKU U3 JOKYMEHTOB YIAJSIOTCS.

[Ipu noammvBke nena B CTAaHAAPTHBIA CKOPOCIIMBATEND CIEYET UMETh B BUIY,
YTO JOKYMEHTHI MOAIIUBAIOTCS TOJIBKO K HUKHEHN 4acT 00JI0XKKH.

Jlena mOCTOSHHOIO XpaHEHHMsI, COCTOSIIME U3 JOKYMEHTOB OCOOON Hay4dHO-
UCTOPUYECKOM, XY0KECTBEHHOW U MHOM LIEHHOCTU WU He(OPMATHBIX JOKYMEHTOB,
HE MOJAIINBAIOTCS, & XPAHITCS B 3aKPBITHIX TBEPABIX NANKAX C TPEMS KJIAMIAHAMU WIH
C 3aBsA3KaMH, a TaKKe B KapTOHHBIX KOopoOkax. [Ipu Hamuuuu B Aene OTIENbHBIX,
0c000 IEHHBIX JOKYMEHTOB, a TaKXe HEBOCTPEOOBAaHHBIX JIMYHBIX JTOKYMEHTOB
(IMIIIOMOB, MOYETHBIX IPaMOT U T.J.) 3TU JOKYMEHTHI BKJIAbIBAIOTCA B KOHBEPT,
KOTOPBI 3aTeM MNOAIMBaeTcs B 3TO Aeno. Ilpu Hammuumu OONBIIOTO KOJUYECTBA
TaKuX JOKYMEHTOB OHU MOTYT U3bIMAThCS M3 JI€] U HA HUX COCTAaBJISIETCS OTAEIbHAs
OIUCh.

B koHIe KaXmoro nena MOAIIMBAETCS JINCT-3aBEPUTEIIb, & B HAadalie Jeia, B
HEOOXOJIMMBIX CITy4yasX — BHyTPEHHHE OMMCH IOKYMEHTOB jeina (1. 8.3.4).
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8.3.2. Hywmepanus n1ucToB aena.

B nensix obecrnieueHuss COXpaHHOCTH M 3aKPEIUICHHS MOPSIIKA PACIIOIOKEHUS
JIOKYMEHTOB, BKJIFOUEHHBIX B JI€JI0 Ha OyMa)XHOM HOCHUTEJIE, BCE €ro JIMCThI (Kpome
JUCTa-3aBEPUTENs] U BHYTPEHHEM OMNKMCH), HYMEPYIOTCS B BajJOBOM MOPSJIKE
apaOCKuMu LHU(paMH, KOTOpbIE MPOCTABIAIOTCS B IMPABOM BEPXHEM YINIy JIMCTa
JOKyMEHTa TPOCThIM TrpadUTHBIM KapaHAAllOM WM HYMEpaTopoM. YHoTpeOieHue
YEepHUJI, IIIAPUKOBBIX pydeK, GIIOMACTEPOB AJII HyMEpaliuu JINCTOB 3alpelaeTcs.

JIucThl BHyTpEHHEU OMUCH IOKYMEHTOB JI€JIa HYMEPYIOTCSI OT/ACJIBHO.

JIucThl N1, COCTOSAIIMX U3 HECKOJBKUX TOMOB WJIM YacTeW, HyMEPYIOTCS IO
KaXJIOMY TOMY WJIM YaCTHU OTJIEJIBHO.

dotorpadum, auarpaMMbl, 4epTEXKH, PUCYHKH U JPYTHE WILTIOCTPATUBHBIE
JIOKYMEHTBI, MPEACTABISAIONIME CAMOCTOSITEIbHBIA JIUCT B JieNie, HyMEPYIOTCS Ha
000POTHOM CTOPOHE B JICBOM BEPXHEM YyTIIy.

Cno>keHHBIN JIUCT pa3BOPAUYMBAECTCS U HYMEPYETCS B MPABOM BEPXHEM YIIIy.
[Tpu sTOoM nucT moboro popmara, MOAMIMUTHINA 32 OAUH Kpail, HyMepyeTcsl Kak OJ1H
JIUCT; JIUCT, CJOKEHHBIM W MOAUIMTBHIA 3a CEpeIuHy, MOIJICKHUT TMEpelIuBKE U
HYMepYyeTCsl KaK OJIUH JIUCT.

JIMCT ¢ HarIyxo HakJIEEeHHBIMH JOKYMEHTaMH (BbIpE3KaMH, BBIMHCKAMHU,
dboTorpadusiMu) HyMepyeTcsl Kak OJUH JHUCT. Eciu K JOKyMEHTY MOJAKJIEeHbl OJTHUM
KpaeM JIpyrue JOKYMEHTHI (BbIPE3KH, BCTABKU TEKCTA, MEPEBOJbI U T.I1.), TO KAXKIbIH
JIOKYMEHT HyMEpPYETCsl OTJIETBHO.

[ToammTeie B €710 KOHBEPTHI C BIOKEHUSIMU HYMEPYIOTCS, IPU 3TOM BHayaje
HyMEpYeTCsl KOHBEPT, a 3aTEM OYEPEAHBIM HOMEPOM KaxJ10€ BIOKEHUE B KOHBEPTE.

[ToammTeie B €10 TOKYMEHTHI ¢ COOCTBEHHOW HyMepaluen JINCTOB (BKITI0Yast
nevyaTHbIe W3JaHUS) MOTYT HYMEpPOBAaThCS B OOIIEM TOPSAKE WA COXPAHSThH
COOCTBEHHYIO HyMEpaIuio, €CJIi OHa COOTBETCTBYET MOPSIIKOBOMY PACIIOJIOKEHUIO
JIMCTOB B JIEJIE.

B ciydasx oGHapyxkeHus 00JIbIIOro Yyucia omrMboK B HyMepaluu JUCTOB Jelia
NpOBOJAUTCA MX mepeHymepanus. [Ipu mnepeHymepanuu JHCTOB CTapble HOMEpa
3aUEepPKUBAIOTCSA OJJHOM HAKJIOHHOW YE€PTOM U PsIZIOM CTABUTCSI HOBBIM HOMEp JIMCTA; B
KOHIIE JIeJla COCTaBIIAETCS HOBasg 3aBEpUTENIbHAs HAIIUCh, MPU ITOM CTapas
3aBEpUTENIbHASI HAJIKUCh 3a4EPKUBAETCS, HO COXPAHSETCs B JIETe.

[Ipu HanU4KMK OTIEIBHBIX OIIMOOK B HyMEpaluu JUCTOB JeJia I0MyCKAeTCs 1Mo
COTJIACOBAHUIO ¢ APXHBOM YIOTPEOJICHUE INTEPHBIX HOMEPOB JIUCTOB.

8.3.3. CocraBiieHHE JTUCTA-3aBEPUTENS.

Jlnst ydeta KonWdYecTBa JIMCTOB B Jielie M (UKCAIIMM OCOOCHHOCTEH WX
HyMEpallluHl COCTABIISIETCS JTUCT-3aBEPUTEb.

JIuct-3aBepuTensp iefa COCTaBIsETCS HAa OTACIBHOM JIUCTE, B KAPTOTEKAaX — Ha
oTmensHOM JmcTe (Gopmata KapToukd. JIMCT-3aBEpUTENh COCTABISETCS TIO
yctaHoBlieHHOU (opme (mpunoxxkenne Ne 16). B nucre-3aBeputesne ykasblBaeTCs
nudpaMd M MPOMUCHI0 KOJIMYECTBO MPOHYMEPOBAHHBIX JIMCTOB Jefia, KpaiHue
HOMEpa MPOHYMepoBaHHbBIX JUCTOB (¢ Ne 1 mo Ne ...) U OTAEnbHO, Yepe3 3HAK «+»
(TuTr0C), KOJIMYECTBO JIMCTOB BHYTPEHHEW omnucHu (Npu ee Haimuuuu). B mjucre-
3aBepUTENIe OTrOBAPUBAIOTCS CIEAYIOUIME OCOOEHHOCTHM HyMEpalud ITOKYMEHTOB
nena:
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— HaJIM4YME JUTEPHBIX HOMEPOB JIMCTOB U MPOIYLIEHHBIX HOMEPOB;

— HOMEpa KOHBEPTOB C BIJOKEHUSMHU M KOJUYECTBO BIIOKEHHBIX B HHX
JIUCTOB,;

— HOMEpa MPOMYUIEHHBIX WJIM HE H3AABAaBIIMXCS PACIOPSAUTEIBHBIX
JOKYMEHTOB.

JInucT-3aBepUTEND NOAMUCHIBAETCS €M0 COCTABUTEIIEM C YKA3aHUEM JIOJLKHOCTH,
pacmGpoOBKY MOANKUCH U JAThl COCTABICHUSI.

Bce nocnenyrone M3MEHEHHSI B COCTABE M COCTOSIHUM JieNia (HOBPEXKICHUS,
3aME€HA MOJJIMHHBIX JOKYMEHTOB KOMHUSIMU, NMPUCOCIWHEHUE HOBBIX JTOKYMEHTOB U
T.J.) OTMEYAIOTCA B JINCTE-3aBEPUTEIIE CO CCHUIKOM HA COOTBETCTBYIOIIUM AKT.

8.3.4. CocrapieHre BHYTPEHHEN ONKCH Jiea.

JIns ydera JIOKYMEHTOB OIPEAEIEHHBIX KaTEropuid JAeN MOCTOSSHHOTO U
BpeMeHHOTo (cBbilie 10 JeT) XpaHeHHUs, YYET KOTOPBIX BbI3BIBACTCS CHEUU(PUKOI
JAHHOM JOKYMEHTALMH (IIOCTaHOBJIEHUS U PACIOPSLKEHUST AIMUHUCTPALIUY, JIMYHBIE
nena, Toma JU4YHBIX Kaptouek ((.T-2) m napyrue 0cobO LEHHBIE JTOKYMEHTHI),
COCTAaBJISIETCS] BHYTPEHHSISI ONUCh TOKYMEHTOB JeIa.

BHyTpeHHs OMUCh COCTABISAECTCA HA OTIAEIBHOM JIMCTE U COAEPIKUT CBEACHUS
0 TIOPSAKOBBIX HOMEpax JOKYMEHTOB Jefia, IPU HEOOXOAMMOCTH — MX HHJIEKCAaX,
JaTax, 3arojoBKax, a TaKKe O HOMEpax JMCTOB JI€Jla, HA KOTOPBIX PaCHOJIONKEH
KOXKIbIA TOKYMEHT. K BHYTpEHHEH ONUCH JieJla COCTaBIISIETCS UTOroBas 3alliCh, B
KOTOpOM yKa3biBaeTcsi IudpaMyd MU MPOMUCHIO KOJIUYECTBO BKJIIOYEHHBIX B HeEe
JOKYMEHTOB M KOJIMYECTBO JIMCTOB BHYTPEHHEW oOINUCH. BHYTpeHHSs oOmnuch
MOJMKCHIBACTCS €€ COCTABUTENIEM C YKa3aHUEM pacIIM(PpPOBKH MOAMUCH, JOJKHOCTH
U JIaThl COCTaBIIEHUs onucH. Ecnu neno neperyieTeHo Wik noaumuTo 0e3 BHyTpeHHeH
OMHUCH JIOKYMEHTOB, TO COCTaBJICHHas 10 YCTaHOBJIEHHOW (opMe OIUCH
MOJIKJICMBAETCS K BHYTPEHHEH CTOpPOHE JHIIEBON 00J0XKHU nena. [Ipu m3MeHeHun
COCTaBa JIOKYMEHTOB JieJ1a (U3bSITUH, BKIFOUEHUH JOKYMEHTOB, 3aMEHBI UX KOMUSIMHU
U T.1.), 9TH U3MEHEHHUs OTpakaroTcs B rpade «[IpuMeuanue» BHYTpeHHEH OMHUCH CO
CCBUJIKaMU Ha COOTBETCTBYIOIIUE aKThl, U, IPU HEOOXOJMMOCTH, COCTABIISIOTCS HOBAs
UTOT0Bas 3alMCh K BHYTPEHHEHN OMHUCH U JUCT-3aBEPUTED.

8.3.5. Odopmienne 00I0KKH.

Ha o6noxke nena mocTOsSHHOTO U BpeMeHHOro (cBoimie 10 yer) xpaHeHus
yKka3biBatoTCs (mpuiioxkenue Ne 17):

— HaMMEHOBAaHHE OpraHu3aluu — AAMUHHACTpalus ropoaa MypMaHcka;

— HaMMEHOBAaHHE CTPYKTYPHOIO IMOJPA3/ICICHUS — B MUMEHUTEIIHOM IAJIEKE;

— UHAEKC Jena;

— 3aroJIOBOK JIeJa;

— Jara jena;

— KOJIMYECTBO JIUCTOB B JIEIIE;

— CpOK XpaHEHUSs JeIa;

— apxuBHBIN mH)p Aena (MPOCTaBIAETCS KapaHIaIoM).

[Ipy W3MEHEHMM HAMMEHOBAHUS CTPYKTYPHOTO IOAPA3NAECICHUS B TEUCHUE
nepuoja, OXBaThIBAEMOrO JOKYMEHTaMU JI€Nla, WIM MpU NEpeAade Jena B IpYyroe



53

CTPYKTYpPHOE TI0JIpa3/ieJieHUe, Ha 00JI0KKE JOTMCHIBACTCS €r0 HOBO€ HAMMEHOBAHME,
a IpeXXHEee 3aKII0YaeTCsl B CKOOKH.

3arojoBOK Jena Ha OOJOXKKY TIEPEHOCHUTCS U3 HOMEHKJIATYphl Jed,
cornacoBanHoit ¢ OIIK. B HeoOXomuMbIX ciydasx B 3arojIoBOK Jiejla BHOCSTCS
JIOTIOJITHUTENIbHBIE CBEJICHUSI M YTOYHEHHUsI (MPOCTABIISIIOTCS HOMEpPa MOCTaHOBJICHUH,
pacropspKeHUM, MPOTOKOJIOB).

B Tex caydasx, xorjma €0 COCTOMT W3 HECKOJIbKUX TOMOB, Ha OOJIOXKKY
KQ)KJIOTO TOMa BBIHOCHTCSI OOIIMIA 3ar0JIOBOK Jieia U 3ar0JIOBOK KaKJIOTO ToMa (TipH
HaJIUYUHN ).

Hanpumep:

[Iporpamma colManbHO-3KOHOMHUYECKOTO pa3BUTHSI ropojia MypmaHcka 110
2025 roga. Tom 1. DxoHoMuKa.

[Iporpamma conManbHO-3KOHOMUYECKOTO pa3BUTHS ropojia MypmaHcka 110
2025 roaa. Tom 2. CounanbHble BOMPOCHI.

B 3aronoBok gema ¢ HOPMATUBHBIMH  akTaMH  (IIOCTAHOBJICHUS,
pacClOpsDKEHUSI), COCTOSIIIETO M3 HECKOJbKMX TOMOB, Ha OOJIO)KKY BBIHOCSITCS
KpailHUE HOMEpPA JOKYMEHTOB, BHECEHHBIX B KaXK/IbIil TOM.

Hampumep:

PacniopsikeHust aaMUHHUCTpaluu ropoja MypmaHCKa MO JMYHOMY COCTaBy,
ToM 2, No 125 - Ne 246.

3aroioBKU eI, COAEPKAIIUX CTATUCTUYCCKUE OTUYETHI, BKIIIOYAIOT B CceOs
coJiepKaHUE OTYETa WM €r0 TOJHOE HAMMEHOBAHUE W JIOTIOJHSIIOTCS CCHUIKAMU Ha
HOMEpa (OPM CTATHCTHUECKOW OTYETHOCTH, KOTOPBIE MPUBOASATCS B CKOOKax B
KOHIIe 3arojioBka. Ecnmu B gene ¢GOpMHUPYIOTCS CTAaTUCTUYECKHE OTYETHI TI0
HECKOJIbKUM HANpaBJICHUSAM JICSITEIBHOCTH, WX COJAEpKaHWE YKa3bIBaeTCs B
000011IeHHOM BHUJIE.

Hampumep:

CTaTUCTUYECKHE OTYETHI, CBOABI TOJOBBIX CBEICHHU 00 YUPEIKICHUIX
KynbTyphl 32 2017 ron (bd. NeNe 6-nk, 7-nk, 1-A1IIN).

Eciu B gemo BKIIOYEH TOJBKO OJMH JTOKYMEHT, TO €r0 HAaWMEHOBaHUE B
3aroJIOBKE Jieia YIoTpeOseTcs B €AMHCTBEHHOM YHCIIE.

Hanpumep:

[IpoTokon 3aceqaHusi KOMUCCUU TIO COOJTIOICHUIO TPEOOBAHUM K CITyKEOHOMY
MOBEJICHUIO MYHUITUTIATBLHBIX CIYXKAIUX U YPETYJIUPOBAHUIO KOH(PIMKTA HHTEPECOB.

Ecmn B pene OTHOXMIMCH OT OJHOTO OO TPEX BHIOB JOKYMEHTOB, TO
3aroJIOBOK CJIEYET HAYMHATD C UX MEPEUUCIICHUS.

Hampumep:

AHaTHYecKas 3arucka, ClpaBku, HHGOpPMaLU 0 PACCMOTPEHUN 0OpaIlieHUH
rpaXKiaH.
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Ecnu mpoTokonibl M TOKYMEHTH K HUM C(QOPMHPOBAHBI B OJHOM JI€J€, TO
COCTaB JJOKYMEHTOB TAaK)K€ YKa3bIBA€TCS B KOHIIE 3ar0JIOBKA B CKOOKax.

Hampumep:

IIporokouibl 3acenanuii LleHTpasbHON 3KCIIEPTHOW KOMHUCCHUM U JTOKYMEHTHI K
HUM (3aKJIFOUYEHUS, AaKThl, CIIPABKH).

[TockoJIbKY BUJIOBOW COCTaB JOKYMEHTOB K MOCTAHOBJIEHUSAM AJMUHHUCTPALIMU
OYCHb PA3HOOOpa3eH W COACPXKHUT Ooyiee ABAANATH TISATA BHUIOB JOKYMEHTOB
(mOJIOXKEHUS, TOPSIKH, IPOrPAMMBI, PErIAMEHTHI, A/IMUHUCTPATUBHBIE PETIaMEHTHI,
WHCTPYKIIUU, TIEPEYHH, TUIAHBI, CIUCKH, aKThl, CMEThI, OIOKETHI, BOMPOCHUKH,
Te€HEPAbHBIN TUTaH, CXeMbI, TpadUKH, OTYETHI, 3aKIIOUYCHHS, KapPThl, KOHTPOJILHBIC
mudpel, JTUMUTHBIE O00S3aTENBCTBA, O0030PHI, OT3BIBBI, MACIOpPTa OOBEKTOB,
TEXHUYECKUE WM KaJacCTPOBBIE IMACIOPTAa, MOSACHUTEIbHBIE 3alUCKH, PEECTPHI,
pPELEeH31N) JOYCKAETCSI HE BBIHOCUTD B 3aI0JIOBOK X BUJIBI.

Oo6noxka nena opopmisieTcst OT PyKH YEPHBIMU T'€JIEBBIMU YEPHUIIAMHU.

Ha o6noxke nena o0si3aTesbHO yKa3bIBaeTCsl JaTa Jena: JaTa 3aBEICHHS U
JaTa OKOHYAaHUS Jejla B Jejnonpous3BojcTBe. JlaTtol  gen, coaepikammx
paclopsiIUTENbHYI0 W HMHYI0 JOKYMEHTAalHIO0 (MPOTOKOJbI, IOCTAHOBJIICHHUS,
pacropsDKEHHs, TPUKa3bl, aKThl, CIPAaBKH, IEPENHUCKA), IJs KOTOPOM TOYHAas
JNATUPOBKA UMEET BAXKHOE 3HAYCHHUE, SBISIFOTCA KpAallHUE NaThl JOKYMEHTOB B JENaX,
TO €CTh J1aThl (YHCIIO, MECHLL, TOJ) COCTABICHHS] CAMOIO PAHHErO M CaMOI'0 MO3/IHErO0
JOKYMEHTOB, BKJIOYEHHBIX B Jeno. Jlaroil pema, coaepxkamero MnpOTOKOJIbI
3acellaHni, SBISIOTCS JaThl COCTABJIEHHS IEPBOIO M IOCJIEIHEr0 IMPOTOKOJA,
COCTaBJISIOIIMX J1e70. JlaToil nena, coaepKallero MmjiaHbl, OTYEThI, CMETHI, IITATHBIE
pacrucanus, BJSIETCA IO Ha KOTOPBIM (32 KOTOPBIM) 3TH JOKYMEHTHI COCTABJICHBI.
JlaToii MUYHOTO Aena SIBJISIIOTCS AAThl U3IaHUS MOCTAHOBIICHUM (PacHoOpsKEHUM) O
IIpUEME W YBOJIBHEHUHU JIMIIA, HAa KOTOPOE OHO 3aBeneHo. Eciau nuuyHoe neino
MYHULMNAIBHOTO CIY’KAIIEro MOCTYNUIIO B CTPYKTYPHOE MOAPA3AEIECHUE U3 APYTOro
OpraHa MECTHOTO CaMOYITPABJICHHUS JJIsSI POJOJKEHUS BEICHUS AEIONPOU3BOICTBOM,
Ha 00JIOKKe Jenia Oy/ieT 3HAUUThCs JIBE JaThl Havajla JaHHOTO JieJia: repBas — JaTa
JOKyMEHTa O NpHEeME JIaHHOTO CIyXallero Ha MYHULHUIAIbHYIO CIIyXO0y, BTOpas
(HMKE) — 0 IPUEME B IAHHOE CTPYKTYPHOE NOAPA3IAEIEHUE.

[Ipu o6o3HaueHUM JaThl CHayalla YKa3bIBA€TCA YMCIIO, 3aT€M MECAIl U TO/I.
Uucno u ron ob6o3HauaroTCs apaOCkumu IMdpamMu, Ha3BaHUE MeECSIa MUIIETCS
CJIOBOM.

Hanpumep:
19 mas 2017 rona

8.4. CocraBneHue onucei ned.

Ha nena nmoctosinHOro u BpemeHHoro (cBeiie 10 jet) xpaHeHus, Tpoueame
AKCTIEPTU3Y ILIEHHOCTH, O(QOpMJIEHHBIE B COOTBETCTBUM C BBIIICHIEPEUUCICHHBIMU
TpeOOBAaHUSIMH, €XKETOJHO COCTaBIIstOTCS onucu. Ha nena BpemenHnoro (o 10 ner)
XpaHEHUsT OMHCH He CcocTaBistOTCS. ONUCH COCTaBISIIOTCS OTHAEIBHO Ha Jielna
MOCTOSIHHOTO XpaHEHWs1, Jena BpeMeHHoro (cBobiie 10 ner) XpaHeHus, aena mo
JUYHOMY COCTaBY, Ha 3JICKTPOHHBIE JIeTa.
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Onucu 1en COCTaBISIOTCS €KETr0/IHO, MTOCIE OKOHYAHUS KaJleHAApHOIo rojia, B
KOTOpPOM OHM OBbUIM 3aBEAECHBI MOJ METOAUYECKUM PYKOBOJCTBOM Apxupa. Onucu
Jel  CTPYKTYPHBIX TMOApA3AeieHui (OTAeNOB AIMUHUCTpAIIMN) COCTaBISIOTCS
COTpY/JIHMKaMH, OTBETCTBEHHBIMU 3a JIEJIOMPOU3BOJICTBO, U MEPENAIOTCS B OTHEN
JEJONPOU3BOACTBA AJMUHUCTPALIMK JUIsl COCTaBJIEHUS CBOAHOW OMHCH JIeNd
Anvunuctpanuu. Onucu e  TOJANUCHIBAIOTCS COCTABUTENIEM C  yKa3aHHEM
JOJDKHOCTH,  COIJIACOBBIBAIOTCST €  HAYAJIbHUKOB  OTAEN  JEJIONPOU3BOJICTBA
Anvunuctpanuu. CBojHas onuch nepefgaercas B ApXUB I OPOBEACHUS
COTJIAaCOBAaHUS B COOTBETCTBHMU C TpadMKOM TPEACTABICHHUS ONUCEH Je
MOCTOSIHHOTO XpaHEHWs U 10 JIMYHOMY cocTaBy Ha paccmoTpenue [[OK,
YTBEPKJIECHHBIM pacnopsbkeHueM Anmunuctpanuu. I[locne cormacoBanus OIIK
YIOJHOMOYEHHOTO OpraHa MCIOJHUTEILHON BiacTn MypMmaHCKON o0nacTu B cdepe
apXMBHOTO JleJa ONHWCH YTBEPXKIAlTCAd  YrhpabisiomuM aeinamud. Onuch
COCTaBJISIETCS. B YETBHIPEX OK3EMIUISpaxX: OJIMH DJK3EMIUIIp OCTaeTci B OTIele
JEIONPOU3BOACTBA AIMUHUCTPALIMH, TPU APYTUX NEPEAA0OTCS B ApXHUB.

B cnyuyae oOHapy’KeHUsI OTCYTCTBUSI JI€J1, YUCISIIUXCSA IO HOMEHKIIAType JIell,
CTPYKTYPHBIM MOAPA3/CICHUEM MPUHUMAIOTCS MEphl MO PO3bICKy. Eciu mpuHsThie
MEpbl HE Jaju pe3yJbTaTOB, TO Ha HEOOHApY>KEHHBIE Jelila COCTABISIETCS aKT 00
yTpaTe JOKYMEHTOB (mpuioxkeHue Ne 14), KOTOpbIM MOANKUCHIBAET PYKOBOIWUTEIb
CTPYKTYPHOTO MOJIpa3/iejIeHusl, IOMyCTUBIIETO yTpaTy.

[Ipu cocraBnenun omnuceil ngen Ha OyMa)kHOM HOCHTENE COOJIONAI0TCS
cienyromue TpeOOBaHMS: 3arojOBKH i€ BHOCATCS B ONUCh B COOTBETCTBUHU C
NPUHATOM CXEMOM CHCTEMaTh3allMd Ha OCHOBE HOMEHKIaTtypsl jen. I[lpu
HEOOXOJMMOCTH 3aroJjOBKU [N JOJDKHBI yTOUHATHCS. Kaxkmoe neno BHOCHUTCS B
OMKUCh MOJ CAaMOCTOSITEIbHBIM MOPSAKOBBIM HOMEpPOM (€CIU JIeJI0 COCTOMT W3
HECKOJIbKUX TOMOB WJIHM 4acTed, TO Ka)Jblii TOM WJIM YaCTh BHOCATCSI B OIMKCH MOJ
CaMOCTOSITEJIbHBIM HOMEPOM); TIOPSAJIOK HyMEPALIMH JIeN B KaXKIOM OMUCH — BaJIOBBIN.

I'padbl omuicu 3amoSHAIOTCS B TOYHOM COOTBETCTBHM C TEMHU CBEICHUSIMU,
KOTOpbIE BBIHECEHbl Ha OOJIOKKY Jiefla. 3arojloBKU Jel C  OJHOPOAHBIM
COJep)KaHUEM M OJIMHAKOBBIMHU (OPMYJIUPOBKAMHU 0003HAYAIOTCA CIOBAMHU «TO
Ke», a IPYrue JaHHbIE OMUCATENIbHON CTaThU BHOCSATCS B OITUCH MOJIHOCTHIO.

Hampumep:

PacniopspkeHust agMuHUCTpalM ropoja MypMaHCKa MO JIMYHOMY COCTaBy,
oM 1, Ne 1-x - Ne 134-k.

To xe, Tom 2, Ne 135-k - Ne 234-k.

Ha kax oM HOBOM JIMCTE OMKUCH 3ar0J0BOK BOCTIPOU3BOAUTCS MTOTHOCTBIO.

[Ipu 3aHeceHMM B OMNHUCH 3aroJOBKOB OJHOPOJHBIX Jea (JIMYHbIE JIena,
JUIEBBIE CUeTa, MEPeNnucKa W T.J.) STUM POJOBBIM MOHSITHEM MOXKET OBITh Ha3BaH
pas3zien OMmucCH, a B OMMCATEIbHBIX CTaThIX OYIyT NMPUBOAUTHCS (aMUIIUS, UM,
OTYECTBO JIUIIa, HA KOTOPOE 3aBEJICHO €0 (IIPU ONMMCAHUU JIMYHBIX JCN U JHUIEBBIX
CYETOB), apeHjaTropa (IIpu OMUCAHWHU JOTOBOPOB apeHnbl) U T.A. B rpadsl ommcu
«Hauato» nu «OxoHYEHO» KpaWHHE HaThl JTOKYMEHTOB Jeja 3aHOCITCS HU(PPOBBIM
CIocoOOM, TPU ATOM YHUCIO U MecsAl 0003HayaroTcs IByMs Iudpamu, a rojg —
yeTeIpbMs. ['pada onucu «lIpumedanne» He 3aMOTHICTCS.
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K omnwucu cocraBnsiercsi UTOroBasi 3amuch, KOTOpPAsl 3aKPEIUISIET KOJIUYECTBO
JeJl, YHUCIIIIMXCS IO OMHUCH, PErUCTPUPYET BCE OCOOCHHOCTH HyMepaluud Jell.
HTorosas 3amuch MOMeNIaeTcs B KOHIIE OIUCH 3a ITOCICIHEH OIMCATEIbHON CTaThEeH.
B Helt yka3pIBaeTCs KOJMYECTBO [, BHECEHHBIX B JaHHYIO ONUCH (IMdpaMu U B
KPYIJIBIX CKOOKaX MPOMHUCHIO), IEPBBIN U MOCJIEIHUI HOMEpPa JIeJT TI0 OTHCH.

Harmpumep:

B nmannbiii paznen omucu BHeceHo 903 (meBsitbeor Tpu) nena ¢ Ne 190 mo
Ne 1093, B ToMm uncie:

JUTEPHBIE:

MPONYIICHHBIE:

8.5. Ilpu nOATrOTOBKE K apXMBHOMY XPAaHEHHUIO 3JIEKTPOHHBIX 1€,
JTIOKYMEHTOB BBITIOJHSIOTCS CIETYIONTHE MPOTIEAYPHI pabOThI C JOKYMEHTAMH:

— @QopmupoBanue B HH)OPMAILMOHHOW  CHUCTEME  CTPYKTYPHOTO
nojApaszaeaeHus AJMUHUCTPAIIMUA SJEKTPOHHBIX JIEJl, SBJISIOIIUXCS COBOKYITHOCTBIO
KOHTCHHEPOB  DJICKTPOHHBIX JOKYMEHTOB WJM KOHTEHHEPOM  3JIEKTPOHHOTO
JIOKYMEHTa, COJIepKalliM KOHTEHT M MEeTaJlaHHbIe JIEKTPOHHOTO JTOKYMEHTA, (paitib
ANIEKTPOHHBIX TMOJMUCEH M BU3YAIM3UPOBAHHYIO KOIMUIO TEKCTOBOTO AJIEKTPOHHOTO
nokymeHnta B popmare PDF/A;

— ¢GOpMHpOBaHHUE OIMUCH DJICKTPOHHBIX JEJN, JOKYMEHTOB CTPYKTYPHOTO
noApa3AeICHUs;

— TpoBepKa ApXUBOM 3JIEKTPOHHBIX IOKYMEHTOB HAa HAJTUYUE BPEIOHOCHBIX
KOMITBIOTEPHBIX ITPOTPaMM;

— TpOBEpKa BOCIPOU3BOJUMOCTHU JIEKTPOHHBIX TOKYMEHTOB;

— TpoBepKa PU3NYECKOTO U TEXHUYECKOTO COCTOSHUS HOCUTENCH;

— TpOBEpKa TMOJJIMHHOCTU DJJICKTPOHHOM MOJNUCH, KOTOPOM MOJIMUCAH
AIIEKTPOHHBIN JOKYMEHT.

HNrtoroBas 3amuch B KOHIIE OIUCH DJEKTPOHHBIX JI€J, JOKYMEHTOB,
IOMENIAaeTCs] B KOHIIE OIIMCH 3a TMOCJIeIHEW oOIHncaTelIbHOM cTaTheil. B Hen
YKa3bIBA€TCsl KOJMYECTBO (DAaKTUYECKH TIPUHATHIX B apXUB DJICKTPOHHBIX JIEl,
JIOKYMEHTOB — ITU(PpaMu 1 MPOIMHUCHIO. DIEKTPOHHBIE JiejIa 3aBEPSIOTCS dJIEKTPOHHOU
MOANHUCHIO PYKOBOJAUTEISI CTPYKTYPHOTO MOJIpa3ie/ICHHS.

Onuch NOANUCHIBAETCS COCTABUTENIEM OMKCHU C YKAa3aHUEM JOJIKHOCTU U JIaThl
COCTAaBJICHUS.

Ha Bxmanpimie, momeniaeMom B QyTIsp €AMHUITBI XPAHSHH S, YKA3bIBAETCS:

— HaWMEHOBaHHE CTPYKTYPHOIO MOJpa3ieiieHus] AJIMUHUCTPALINY;

— HoMep doHIa;

— HOMEp ONHUCH IJIEKTPOHHBIX JIeJI, JOKYMEHTOB;

— HOMep Jea Mo OIKUCH;

— OTMETKa O CTaTyCe AK3EMIUISIpa SJIEKTPOHHBIX JOKYMEHTOB: «OCHOBHOII»
WU «paboduii»;

— KpaifHue JAaThl IOKYMEHTOB AJICKTPOHHOTO JIea;

— TIpU  HEOOXOIUMOCTH O(GOPMIISIIOTCS JIOMOJHUTEIbHBIE OTMETKH 00
OTPaHUYECHUU JOCTYIA K JOKYMEHTaM.
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Bxnagei nomeniaercs B ¢GyTisip Gpundecku 060c00JI€HHOTO MaTEPUAIBLHOTO
HOCHUTEJNISI TaKUM 00pa3oM, 4YTOObI HAJIMMCH HA HEM ObUIM BUJIHBI MPU 3aKPHITOM
byTspe.

8.6. HayuHo-cnipaBo4HbIi ammapaT K OMHUCH JIe]l.

K onucsm nen cocrapisiercs CiaeayolUid HayqHO-CITPaBOYHbIN anmnapar:

—  TUTYJBHBIH JIUCT;

— JIOTIOJIHEHUE K UCTOPUYECKOU CIPABKE;

— CHHUCOK COKpAIIEHHBIX CJIOB, YIOTPEOJSBIIUXCS B OMUCH (B cCiydae
HEOOXOIMMOCTH).

8.6.1. TuTynbHBIN JUCT K ONUCH AEI.

Ha TuTynbHOM JHCTE K ONMKUCH MOMELIAIOTCS CIAEAYIOIINE TaHHBIE:

— TI0JIHOE Ha3BaHUE apxXuBa, B KOTOPOM OyAYyT TMOCTOSSHHO XPaHUTHCS
nokyMeHTbl (apxuBHbIi oTAen MMBY «YOJOMC ropona MypmaHcka»);

— Ha3BaHHWE CTPYKTYPHOrO MOJpa3/efieHus AJMHUHUCTpPAIMU C YyKa3aHUEM
TOYHBIX J1aT CO3[aHUS U BCEX MEPEMMEHOBAHUM, MPOU3OILIEAIINX B OMUCHIBAEMBIi
NEPHUOJT B XPOHOJIOTMYECKOU MOCIIe10BATENbHOCTH;

— HoMmep doHIa;

— HOMeEp OIUCH;

— Ha3BaHMHE OIHCH;

— KpailHue JaThl IOKYMEHTOB, BHECEHHBIX B OIHUCH.

8.6.2. K rogoBoMy paszaeny ONMUCH COCTABISAETCS JIONOJHEHUE K UCTOPUYECKOM
CIIpaBKe, COCTOSIIIIEE U3 JIBYX YaCTEW: UCTOPUUECKON U apxeorpapuyecKo.

B ncropuueckoii 4actu conepKarTcs:

— cBeleHuss 00 M3MEHEHHMSIX B OCHOBHBIX MPAaBOYCTaHABIMBAIOIIUX MU
HOPMATHBHBIX JIOKyMeHTax (YcTaB MYHHIIMIAIBHOTO 0Opa3oBaHHs  TOPOJ
Mypmanck, pemenue CoBeta JenyTaroB ropoaa MypMmaHCKa O CTPYKType
AJIMUHUCTpaIMU, IITATHBIE PACIIMCAHUA U TIP.) CO CChUIKAMU Ha PACHOPSAIUTEIIbHbBIC
aKTBhl.

B apxeorpaduyeckoit yactu coaep:KaTcs CBEJICHUS:

— O KOJMYEeCTBE JeJl B ONUCHM M KpaillHHe JaThl TOJOBBIX pa3JelioB,
BHECEHHBIX B OIKCbH;

— O CTENEHU COXPAHHOCTH JIOKYMEHTOB;

— 00001eHHass XxapaKTepUCTUKA JOKYMEHTOB, BHECEHHBIX B OIMChH, KAaK IO
BHUJIAaM U Pa3HOBUIHOCTSM JOKYMEHTOB, TaK U MO UX COAEPKAHUIO;

— 00 0COOEHHOCTSIX IaHHOM ONMKCH (HaTTM4Ke MEePexXoIsIiuX el U T.11.);

— O HaJIMYMM HAYYHO-CIPABOYHOTO anmapara K OMUCH.

Uctopuueckas cripaBka JAOMOJHAECTCS MPHU €XKETOJJHOM COCTABIEHHH T'OJOBOTO
paszesia ONMCH, MOAIMUCHIBACTCS PYKOBOAUTEIEM CTPYKTYPHOTO OAPA3ACICHUS.

8.6.3. Bce cokpaiieHusi, MpUMEHsIEMbIE B TEKCTE OMUCH, BHOCATCS B CIIMCOK
COKpAILIEHHBIX CJIOB.

Cnmcok cokpareHuil mpu3BaH YHU(PUIIMPOBATH MPUEMBI ONMCAHUS B OMTUCH U
B CIIPABOYHOM ammapare K Hel M YMEHBIIUTH €€ 00heM. B CIMCOK HE BKITIOYAIOTCS
OOIICTIPUHATBIE COKpAIICHHS CJIOB («I.» — TOI), a TaKXe XOpOIIO H3BECTHBIC
HAaMMEHOBAHUS YUPEXKJICHUI TUIAa TOPKOM, 00KOM, Tpodrom. CokpallieHus: B CIIUCKE
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MIOMEIIAOTCS CJIEBA, a 3aTEM Yepe3 TUPE CIAEAYeT UX MOJHOE Ha3BaHue. COKpallleHUs
pacrnosiararorcsi B Ciicke B ajaaBUTHOM MOPSIZIKE.

8.7. OnepaTUBHOE XpaHEHUE TOKYMEHTOB U JEII.

C MoMeHTa 3aBeficHUs U 10 Nepeaayu B ApXUB JieJla XPaHATCS [0 MECTY UX
dbopmMupoBaHus.

Hena, naxonsumecs B paboynMxX KOMHATax M CIELHAIbHO OTBEICHHBIX IS
ATOM LENM MOMEIICHUAX, PACIONAratoTCd B BEPTUKAJIBHOM IOJIOKEHUH KOPEIKAMHU
Hapy)Xy B 3amupaeMbiX MIKadax, 00eCleyuBaIOUUX HUX IMOJHYI0 COXPAaHHOCTb,
IPENOXPAHSIONIMX JOKYMEHTBI OT MbLJIX U BO3AECHCTBUS COJIHEUHOTO CBETA.

PykoBoguTenu CTpyKTYypHBIX NOJpa3AeiI€HU U COTPYAHHUKH, OTBEYAIOUIUE 32
JEJOMPOU3BOACTBO, HECYT OTBETCTBEHHOCTh 32 COXPAaHHOCTb JOKYMEHTOB W JIEJl.
Brimaua nien B CTOPOHHHME OpraHu3ald MPOU3BOJUTCS MO AKTY, C IMHCbMEHHOIO
paspelieHusi pyKOBOJUTEINS MOApPa3AeTIeHHs, a TP HEOOXOAUMOCTH — 3aMECTUTEIS
['11aBpl, KypupyrOLIEro IOaHHOE mnojapaszaciieHue. HM3baATHe TOKYMEHTOB H3 el
MIOCTOSIHHOTO XPAHEHHUS JOIMYCKAETCS B MCKIFOYUTEIBHBIX CIIy4asiX WU MPOU3BOJMUTCS
C MUMCBMEHHOTO pa3pelleHHs] PYKOBOAUTEN C 00s13aTeIbHBIM OCTaBJIEHUEM B JI€je
KCEPOKOMMUHU JOKYMEHTA U aKTa O MPUYHUHAX BbIIAYU MOJIMHHUKA.

8.8. Ilepemaua nen Ha apXMBHOE XpaHEHUE

Ilepenaya aen MOCTOSHHOTO XpaHEHHS B ApXUB MPOU3BOJUTCS MO UCTEUEHUHN
CpOKa MX BPEMEHHOIO XPAHEHUS B CTPYKTYPHBIX MOJAPA3ACICHUSAX — IATh JIET.
Jlocpounasi mepefadya JOKYMEHTOB Ha apXMBHOE XpaHEHHE MOXET ObITh
OCYIIECTBJIEHA TMpPH OTCYTCTBUM HEOOXOAMMBIX YCJIOBHM 11 oOecredeHus
COXPAHHOCTH JTOKyMEeHTOB ApxuBHOro ¢onna Poccuiickoit denepanuu, npu yrpose
yTpaThl (YHUYTOXKEHHS) TOKYMEHTOB, a TAaK)Ke MO MPOCh0e AIMUHUCTPALIUH.

[Iponnenue  CpOKOB  XpaHEHHsT B CTPYKTYPHBIX  IOAPA3ACIICHUSIX
AIMUHHCTpaMU JOIYCKAeTCsl MO MHUCbMEHHOMY pa3pelleHut0 ApxuBa B cilydae
HEO0OXOAMMOCTHU MPAKTUYECKOTO UCIIOIB30BAHUS JOKYMEHTOB AJIMUHUCTPALIMEH.

[lepen mepenaueid ey Ha apXUBHOE XPAHEHHE COBMECTHO C IMPEACTaBUTEIEM
ApxuBa TPOBOJMTCS MpPOBEPKA HAIW4us €], MPAaBUIBHOCTU OIMCAHUS U
opopmiieHuss Jien, (U3MYECKOr0 U CAHUTAPHO-TUTMEHUYECKOTO  COCTOSHHUS
noKyMeHTOB. [Ipu oOHapyxeHun negekToB cocTaBisieTcs akT (rmpuiaoxeHue Ne 18).
Ycrpanenue oOHapyX eHHbIX Je(EKTOB MPOBOAUTCS CUJIAMHU  CTPYKTYPHBIX
nonapasneneHuit. Eciu nena Obuin yTpaueHbl, COCTaBIsAETCA 00bSICHUTENIbHAS 3aITUCKA
C yKa3aHWEM [PUYMH YTpaThl, KOTOpas MOJAINKCHIBAETCS PYKOBOIUTEIEM
CTPYKTypHOTO monpaszzenenus. Homepa oTcyTcTByrOMmMX /€1 GUKCUPYIOTCS B aKTe
npuema-nepesayn el Ha NOCTOSHHOE XPaHEHWE, NMPUYHUHBI OTCYTCTBHS JI€T — B
IpUilaraeéMoi K akTy 0ObSICHUTEIbHOMN 3aIUCKe.

CtpykTypHOE Iopa3ieseHue, JOIMyCTUBIIEE yTPaTy A€, IPUHUMAET MEPHI 110
UX pO3BICKY. PO3BICK apXMBHBIX JOKYMEHTOB, HE OOHApYXEHHBIX B XOJE MPOBEPKH,
OPraHU3yeTCs C MOMEHTA BBISIBIICHHUSI OTCYTCTBUS U MPOBOJAUTCA B TEUEHHUE OAHOTO
rona. Ha orcyTcTByromme JOKyMEHTHI U A€ia, MEPBI M0 PO3BICKY KOTOPBIX HE 1Al
pe3ynbTaToOB, B CTPYKTYPHOM TMOJPA3ACICHUM COCTaBIsIETCS aKT o0 yTpare
JTOKYMEHTOB (npuiiokeHue Ne 14) u akT NpoOBEpPKU HAJTUUYUS U COCTOSIHUS apXUBHBIX
nokyMmMeHTOB  (mpunoxenue Ne  18), kotopele  paccmarpuBarorcs  [[OK
Anvmunuctpanuu. K akTtaM npuiaraercss copaBka O IPOBEAEHUU  PO3BICKA,
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MOJITOTOBJICHHAS U MOANKUCAHHAS JTUIIOM, TPOU3BOJUBIINM MPOBEPKY. AKT 00 yTparte
NPEACTABIACTCS B APXUB [JIsl NMPUHATHUS PELIEHUS O CHATUM YTPAYEHHBIX NIEN C
ydera. Y TpaueHHbIE OJJTUHHUKH IOKYMEHTOB MOTYT ObITh 3aMEHEHBI X KOMHUSIMHU.

Bce paboTel, cBs3aHHBIE C MOATOTOBKOM W mepenayeil JOKYMEHTOB Ha
apXMBHOE  XpaHeHHe — 00paboTKa, M3rOTOBJIEHHUE  CTPAXOBBIX  KOIH,
TPAHCIIOPTUPOBKA, BBIMIOIHAIOTCS CHJIAMHU CTPYKTYPHBIX MOAPA3AEICHUN, CHAIOIINX
JOKyMEHTHI. Jlena Ha apXUBHOE XpaHEHHE MEePealoTCsl B ApXUBHBIX KOpOOax.

[IpueM gen OpOU3BOAMTCS  CIELHATIMCTOM ApXuMBa B  NPUCYTCTBUU
COTPYZIHHKA, OTBETCTBEHHOTO 34 JIEJIONPOU3BOJICTBO U APXUB AJIMUHUCTPALIAH.

[lepenaua nen odopmisercs akTOM, B KOTOPOM YKAa3bIBA€TCA KOJIMYECTBO
(aKkTUYEeCKU MOCTYNUBIINX B APXUB €7, MOAMKCH JIHIIA, TPUHSBIIETO JOKYMEHTHI, U
JMIA, CAABIIErO AOKYMEHTHl. AKT AJIMUHHUCTPALMH YTBEPKIAETCA PYKOBOJIUTEIEM
MMBY «YOIOMC ropoma MypmaHCKka» u YTPaBISIOMUM JCIaMH U 3aBEPSICTCS
repOOBBIMM  TeYaTSIMU. AKT CTPYKTYpPHOIO TMOJpa3feieHus AIMUHUCTPAIUU
yTBepxkaaercs pykopoauteaeM MMBY «YOIOMC ropoma MypmaHcka» ¢
PYKOBOJAMTEINIEM CTPYKTYPHOTO NOJIpa3/IeTICHUs U 3aBepseTcsi repOOBbIMU MEYATIMHU.



