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NHCTPYKLNA
10 JIEJIONPOU3BOJACTBY B AAMUHUCTpALMU AKCalCKOTO TOPOACKOTO ITOCEIICHHUS

1. OO01me noI0XKEeHUS

1.1. Hacrosimass WHCTpyKuMsT 1O JAEIONPOU3BOACTBY B AJIMHHHCTpALUU
AKcalickoro ropojJickoro mnocenenus (najgee — MHCTpyKIusl) yCTaHABIMBAET €IUHYIO
CUCTEMY JI€JIONPOU3BOJCTBA M PALUMOHAIBHOIO JIOKYMEHTOOOOpOTa, CO3JaHUs |
oopMIIeHUST JOKYMEHTOB, MOPSAOK pabOThl ¢ JOKyMEHTaMH B AIMUHUCTpAITUU
AKCaiiCKOT0 TOPOJICKOTO TIOCEICHHMS (anee — AIMAHUCTPAIINH).

1.2. MuCcTpyKIUs pa3paboTaHa B COOTBETCTBHH C (eJepalbHBIMU 3aKOHAMH,
yKkazamu U pacniopsbkenusMu [Ipesunenta Poccniickort @eaepaiuu, moCTaHOBICHUSIMA
n pacnopspkeHusimu  [IpaButensctBa Poccuiickonn  ®enepanun, I[IpaBunamu
JICITOTIPOM3BO/ICTBA B (DeZepATbHBIX OpraHax MUCTIOTHUTEIBHON BIIACTH, YTBEPKICHHBIMH
nocta”oBiienueMm [IpaButenbctBa Poccuiickoit ®@enepanuu ot 15.06.2009 Ne 477,
MeTtoanueckumMu peKOMEHIAIMSIMHU 110 pa3padoTKe WHCTPYKIIMIA O JICTIOMPOU3BOJICTBY B
dbenepaibHBIX OpraHax WCIOJHUTEIBHON BIACTH, YTBEPXKIACHHBIMU TMPUKA30M
denepanpbHOro apxuBHOro areHrcTBa ot 23.12.2009 Ne 76, 'OCTom P 6.30-2003
«YHUPUIIUPOBAHHBIE CHUCTEMbl JOKYMEHTAllMU. YHUPUIUPOBaHHAs  CHUCTEMaA
OpraHU3alMOHHO-PACTIOPSIIUTENILHON JTOKyMeHTauu. TpeboBanus K O(QOpMICHHUIO
JTOKYMEHTOBY, PermamenToM AgMuHHACTpanuu AKCaiCcKOro ropoJICKOro IOCEIEHUS.

1.3.B memax aBTomaTH3anuMd  JACIONPOU3BOJACTBA B  AJIMHHHCTpAIIAA
MPUMEHSIETCS CHUCTEMa JJICKTPOHHOTO JIOKYMEHTOOOOpOTa U JIeJIONPOU3BOJICTBA
«Jleno» (mamee — cucteMa «/Jlemo»).

1.4. TpeboBanus HacTosieil NHCTpYKIIMU pacipoOCTPAHSIOTCS HAa OPTaHU3ALUIO
paboThI ¢ TOKYMEHTaMH HE3aBUCUMO OT BHJIa HOCUTEJIS, B TOM YHCIIE C DJICKTPOHHBIMA
JOKyMEHTaMH, BKIJIIOYasl TOJIrOTOBKY, OOpaOOTKy, XpaHEHHWE U HCIOJIb30BAHUE
JIOKyMEHTOB C TOMOIIbI0 HHGPOPMANMOHHBIX  TexHonorui. KommbroTepHbie
(aBTOMAaTH3MPOBAHHBIC) TEXHOJIOrMH 00pabOTKM HH(pOpPMAIMH, COJCpPIKAIICHCS B
JIOKyMEHTaX, TOJKHBI OTBEYaTh TpeOOBaHUAM HacToseld MHCTpyKIuu.

1.5. [Monoxenuss MHCTPYKIIMU HE PaCIPOCTPAHSIOTCS Ha OpTraHU3AINI0 paOOThI
C IOKYMEHTaMH, COJACPKAIIUMH CBEICHUS, COCTABIISIONINE TOCYITaPCTBEHHYIO TalHY.

1.6. TpeboBanusit UncTpykimu k pabote ¢ OyXTraaTepcKoi v APYron CrieruaIbHON
JOKyMEHTAITUEH PaclpOCTPaHSAIOTCS JIWIIb B YacTH OOIIUX TMPHUHIIMIIOB pPalbOTHI ¢
JTOKyMEHTaMH, a TAKXKe TIOJITOTOBKH K TIepeaue JOKYMEHTOB Ha apXMBHOE XpaHCHUE.

1.7. Metonu4aeckoe pyKOBOJCTBO OpTraHHM3aIlel, BESICHUEM U COBEPITICHCTBOBAHUEM
JIEJIONPOU3BOJCTBA, A TAaKXKE KOHTPOJb 3a COOJIIOJeHHEM TpeOOBaHUI HaCTOSILIEH
NHCTpyKIIMU OCYIIECTBISIOTCS OOIIUM OTAEIOM AIMUHHCTparuu (1ajgee — oOImuii
otrnaen). UHCTpyKTUBHBIE MaTepHuaibl OOIIEro OTlesia MO BOMPOCAaM OpraHU3allid U
COBEPIIICHCTBOBAHMS PA0OTHI C JOKYMEHTAMH, YCTPAHCHHS BBISIBIICHHBIX HEJIOCTATKOB U



HapylleHUd B JIEJONPOM3BOACTBE 00S3aTE€NbHBI ISl HCIOJHEHUS BO  BCEX
NO/Ipa3IeNeHUsIX AJAMUHUCTPALIIH.

1.8. OTBEeTCTBEHHOCTh 3a OpraHMU3alMI0 U COCTOSHUE JEJIONPOM3BOJCTBA,
cOOJII0/IEHNE YCTAHOBIIEHHBIX HacTosiiie MHCTpyKkuuel mpaBuil U mopsaka padoThl
C IOKYMEHTaMHU CTPYKTYPHBIX MOJpa3AeieHUsIX AJIMUHUCTPALMU BO3JAraercss Ha HX
PYKOBOJUTEIIEH.

1.9. Brimonuenue tpeboBanuit MHCTpyKIMU 00s13aT€NBHO AJIs1 BCEX paOOTHUKOB
Anmunuctpanuu. PaOOTHHKHM, OTBETCTBEHHBIE 32 JAEJIONPOU3BOACTBO B CTPYKTYPHBIX
noJpa3fesieHusIX AJIMUHUCTpPALMU, OOECIIEUMBAIOT €r0 OPraHU3allii0 U BEACHUE B
cOOTBETCTBUM ¢ MHCTpyKIuel, 3HakoMAT paOOTHUKOB NOJpa3AeieHusl, B TOM YHCIE
BHOBb MPUHATBHIX, ¢ TpeOoBaHusMu MHCcTpykuuu. JlomkHOCTHBIE 00sS3aHHOCTU
paOOTHUKOB  CTPYKTYpPHBIX  MOApa3AeNeHUd  AJIMUHHUCTPAlMM, COBMEILAIOLIUX
BBIMIOJIHEHUE  JICJIONPOU3BOACTBEHHBIX  00si3aHHOCTEW € (DYHKUMOHAIBHBIMU
00513aHHOCTSIMH, YCTaHABIMBAIOTCS TOJDKHOCTHBIMH PETJIAMEHTAMHU.

1.10. PabGoTHUKN AAMHHHCTpAIIMH HECYT YCTAHOBJIEHHYIO 3aKOHOJATEIbCTBOM
Poccuiickoii  @exnepanii  OTBETCTBEHHOCTh 3a  HecoOmiofieHHe  TpeOoBaHUM
WNHcTpyKuy, a Takke pasriiallieHue U rnepeaavy CiyXeOHbIX JTOKYMEHTOB, UX KOIUN
U TpPOEKTOB 0€3 pa3pelieHHus PYKOBOIUTENS CTPYKTYPHOTO MOApa3ieieHUs
[IpaBuTenscTBa 00JIaCTH.

1.11. B mensix cOXpaHHOCTH U CBOEBPEMEHHOT'O MCIIOJIHEHHS JOKYMEHTOB MpHU
OCBOOOXAEHUN PaOOTHHKA OT JIOJDKHOCTH, HAXOKJIEHUHU €T0 B OTIIYCKE, B TOM YHCIIE
y4eOHOM, a TakXKe B CIIy4ae €ro BPEMEHHOI0 OTCYTCTBHS 110 MHBIM YBa)KMTEJIbHBIM
OPUYMHAM BCE HAXOMAILIUECS Y HEro Ha HCIIOJHEHUU CIy)KEOHbIE€ NOKYMEHTHI I10
YKa3aHUIO COOTBETCTBYIOUIETO PYKOBOJUTEIS IEPEAAIOTCS IPYTOMY paOOTHUKY.

1.12. O6 ytpate cayKeOHbIX TOKyMEHTOB cC rpudom «Jlns ciayxeOHOro
nonb3oBanus»  ([ACII), mnpoekToB yKa3oB, pacnopsHKeHUH  AJMUHHUCTpaALUH
AKCalCKOTO TOPOJICKOTO TOCEJIEHHUs, CIY>KEOHOW KOPPECHOHAEHIIMU COOOIIAETCs
PYKOBOJUTEIIO COOTBETCTBYIOLLETO MOAPA3IECICHHS], KOTOPbIA OpraHU3yeT MPOBEACHHE
CITy>k€OHOT0 paccieoBaHus. Pe3ynbraTsl C1yKeOHOro pacciieIOBaHUs MTPEICTABIISIOTCS
['maBe AkcailicKOro ropoJiCKOro moCeICHHUs .

2. OCHOBHBIE TTOHATUSI

B nacrosmen MHCTpyKIMU MCTIOJIB3YIOTCS CIIEAYIOLIME OCHOBHBIE IIOHATHUS:

JOKYMEHTUpOBaHUE — (pukcarust MHGOPMalUU Ha MaTepUAIbHBIX HOCHUTEISIX
B YCTaHOBJICHHOM IOPSIJIKE;

JeJIONPOU3BOACTBO — IEATEIBHOCTh, 00ECTIEUNBAIOLIAs CO3/1aHNE OPUIIMATIBHBIX
JIOKYMEHTOB M OpraHu3aluio paboThl ¢ HUIMH B OpraHax BJIacTH;

JOKYMEHT — O(UIMAIbHBIM JTOKYMEHT, CO3/IaHHBIM TOCYJapCTBEHHBIM OPraHOM,
OpraHoM MECTHOT'O CaMOYMPABICHUS, IOPUIAYECKUM WM (U3UYECKUM JIUIIOM,
O(QOpPMJICHHBI B YCTAaHOBJIECHHOM TOPSJIKE W BKJIIOYEHHBI B JIOKYMEHTOOOOPOT
OpraHa UCIOJHUTEILHON BJIACTH;

ANIEKTPOHHBIN TOKYMEHT — JOKYMEHTUPOBaHHAsI MH(OpMAIIUs, TPEeICTaBICHHAS
B AJICKTPOHHOM (opMe, TO €CThb B BHUJE, MPUTOJHOM JIJIsi BOCHPUSITHS YETOBEKOM C
WCIIOJIb30BAHUEM AJIEKTPOHHO-BBIYUCIUTENBHBIX MAIIUH, a TAKXKe IS Mepefadyu 1o
MHGOPMAIIMOHHO-TEIEKOMMYHHUKAIIMOHHBIM CETSM UM 00paOOTKH B MH(DOPMAITMOHHBIX
CUCTEMAX;



AIIEKTPOHHAS MOAMKUCH — PEKBU3HUT IEKTPOHHOTO JOKYMEHTA, IpeIHa3HAUCHHBIN
JUIS  3alUThl JAHHOTO JOKyMEHTa OT TOJICNKH, TIOJIY4YeHHbI B pe3yibTare
Kpuntorpaduueckoro npeoOpa3zoBaHusi HHPOPMAIMH C UCTOIb30BAHUEM 3AKPBITOTO
KJII0Ya D3JIEKTPOHHOM TMOJANUCH M TMO3BOJSIONIMN HMISHTU(GUIUPOBATH BIaJEbIa
cepruuKaTra KIOYa SJICKTPOHHOM TOJMUCH, a TaKXKe YCTaHOBUTh OTCYTCTBHE
UCKaXCHUS HHPOPMAIUH B 3JICKTPOHHOM JTOKYMEHTE;

PEKBU3HUT JOKYMEHTA — 00s13aTENbHBIN 3JIeMEHT 0(OPMIICHHSI IOKyMEHTA;

NOJJIMHHUK JIOKyMEHTA — IEPBbIM UM €IMHCTBEHHBIN SK3EMILIAP T0KYMEHTA;

KOIUS TOKYMEHTAa — JIOKYMEHT, MOJHOCTbIO BOCIIPOU3BOIALINI HH(DOpMALIHIO
NOJUIMHHUKA JOKYMEHTa M €ro BHEIIHUE IMPU3HAKHU, HE HUMEIOLUN IOPUINYECKON
CHJIBI,

JOKYMEHTOOOOPOT — JBH)KEHUE JIOKYMEHTOB C MOMEHTAa MX CO3JaHus WU
MOJIyYEHUS 0 3aBEPIICHUS UCIIOJHEHUS, IOMELIEHUS B J1EJ10 U (WJIN) OTIPABKH;

perucTpanus J0KyMeHTa — MPUCBOCHUE JOKYMEHTY PErHCTPAIllMOHHOTO HOMepa
¥ 3aIUCh B YCTAHOBJICHHOM TOPSIIKE CBEIEHUH O JOKYMEHTE;

HOMEHKJIATypa el — CHUCTEMAaTH3UPOBAHHBINA MEpeueHb HAMMEHOBAaHUU e,
dbopMUpyeMBIX B OpraHe UCIIOJIHUTEIBHOMN BIACTH, C YKa3aHHEM CPOKOB MX XpaHCHHS,

DKCIIEPTH3a IICHHOCTH JOKYMEHTOB — HW3YyYE€HHE JOKYMEHTOB Ha OCHOBAaHUHU
KPUTEPUEB WX I[IEHHOCTH B IIENIAX OIpENeJCHHs] CPOKOB XPaHEHHs TOKyMEHTOB U
oTOOpa UX AJIA BKIKOYEHUS ¢ cocTaB ApxuBHOro (ponna Poccuiickoit @enepannu;

JIeJI0 — COBOKYIHOCTh JIOKYMEHTOB WJIM OTJENbHBIN TJOKYMEHT, OTHOCSIIUECS K
OJTHOMY BOIIPOCY WJIM YYaCTKY JA€ATEIbHOCTU OpraHa UCIIOJIHUTEIbHOMN BIACTH;

AJIEKTPOHHBIA  00pa3 JOKyMEHTa — DJJIEKTPOHHAs KOMMsS JOKYMEHTa,
U3TOTOBJIEHHOTO Ha OyMa)KHOM HOCHUTEIIE;

CKaHUPOBAHKE JOKYMEHTa — IOJyYeHHUE 3JIEKTPOHHOTO 00pa3a TOKyMEHTA.

3. CocTaB ympaBIeHYECKUX TOKYMEHTOB AJIMHHHUCTPAIIH

3.1. lesTenbHOCTD AJIMUHUCTpaUUn oOecrieuynBaercs CUCTEMOU
B3aMMOYBSI3aHHOW YIIPABJICHUYECKOM JOKyMeHTaluu. Ee coctaB omnpenensercs
KOMIIETCHIIUEN AJIMUHHCTpaIUH, TOPSIAKOM paspelieHus BOIIPOCOB

(eAMHOHAYAIBHBIM WM KOJUIETHMAIbHBIN), OOBEMOM U XapaKTepOM B3aUMOJCUCTBUS
MEXAy AJAMUHUCTpaUMEN, APYTUMU TOCYAAPCTBEHHBIMM M MYHHUIUIIAIIBHBIMU
OpraHaMy U OpraHU3alUsIMHU.

QOyHKIUM  YHOpaBlIeHHS B AJMUHHUCTPALMM PEATM3YIOTCA C IOMOIIBIO
OpraHU3alUOHHO-PACTIOPSIIUTENILHON TOKyMEHTAIlMK, KOTOpas BKJIIOYaeT B ce0s
MPaBOBBIE AKTHI, PACHOPSIUTENbHBIC, OPTaHU3AIMOHHBIE U WH()OPMAIMOHHO-
CIIPaBOYHBIE JOKYMEHTHI.

3.2. [IlpaBoBoif  akT  AJMUHUCTpaMM —  O(UIIMATBHBIA  JTIOKYMCHT,
(bUKCUpYIOUTMA TPUHATHE TPABOBOIO pEIIEHUS II0 BOMPOCAM  HCIOJHEHUS
MOJIHOMOYMM MYHMIIMIIAIIBHOTO 00pa30BaHUsl «AKCalCKOE TOPOJCKOE IMOCEICHHEY,
MPUHATBI AIMHUHUCTpAIMEd AKCaWCKOro TOPOJICKOTO MOCEJIICHUS B Mpeaeiiax ee
MOJTHOMOYHWM, JOKYMEHTaJIbHO O(OPMIICHHBIN, 00s3aTEeNIbHBIM JJISI WCIOJHEHUS Ha
TEPPUTOPUHN AKCANCKOTO TOPOJICKOTO TMOCEJICHUS, UMEIONMNA HOPMATUBHBIA WIIH
HEHOPMAaTHBHBIN XapakTep.



[IpaBoBBIMH aKTaMu MYHHULMIAIBHOTO 0Opa3oBaHUs «AKCaliCKOe TOPOJCKOE
MIOCEJICHUE» SIBIIFOTCS:

Pemenus CoOpanust 1emyTaToB AKCaiiCKOTO TOPOJICKOTO TOCETICHUS;

MOCTaHOBJICHHUSI AJIMUHHCTPAUUA AKCAiCKOTO TOPOJICKOTO IMOCENEHUS;

pacropsikeHust AAMUHUCTPaMK AKCAICKOTO TOPOJICKOTO MOCEICHUS.

3.3. PacniopsiiutenbHbIE TOKYMEHTHI.

PacniopsauTenbHblii TOKYMEHT — BHJI MHCbMEHHOIO JOKYMEHTa, B KOTOPOM
GbUKCUpPYIOTCS peIIeHUS aJMHHUCTPATUBHBIX W OPraHU3AI[MOHHBIX BOIPOCOB,
BOMPOCOB YIPABJICHUs, B3aUMOJICUCTBUS, OOECIICUEHHSI U PETYIUPOBAHUS AEATEIbHOCTU
AJMUHUCTpAIUH, HE YTBEPKIACHHBIC MPABOBBIMU aKTAMH.

K pacnopsinutensHbIM JOKYMEHTaM OTHOCSITCSI:

pEIIeHUs COBEIIATENbHBIX, KOHCYJIBTATUBHBIX U KOOPIUHAIIMOHHBIX OPTaHOB;

NOPYYEHHUSI TOJKHOCTHBIX JIUIT U JIP.

3.4. Opranu3alnoHHbIe JOKYMEHTHI.

OpraHu3aimoHHbIE JOKYMEHTHI — 3TO WHCTPYKTHUBHBIC, METOAMYECKHUE, WHBIC
JIOKYMEHTBI, HE YTBEPK/IEHHBIC TPABOBBIMU aKTaMHU.

K opranuzanimoHHbIM JOKYMEHTaM OTHOCATCS:

MOJIOKEHUSI O TMOAPA3JEICHUAX, BXOISAIIMX B CTPYKTYPHBIE MOAPA3IACICHUS
AJIMUHHUCTpaLny,

MpaBuJa;

MHCTPYKIUH (METOAUYECKUE PEKOMEH AN );

IUIaHBI.

3.4.1. [lonoxenue, mpaBuia, UHCTPYKITHUS.

[lonoxxeHne NpPUHUMAETCS B TOM CJy4yae, €CIM B HEM YCTaHaBJIMBAIOTCS
CUCTEMHO CBSI3aHHbIE MEXAYy CoOOOil TmpaBuia, pEryJupyrolme Kakue-10o
IIPaBOOTHOLIECHUS.

B npaBunmax ycTraHaBIMBAaKOTCS HOPMBI M TpeOoBaHMs, 0Os3aTeNbHBIC IS
BBITIOJTHEHMSL.

B uHCcTpyKIIMM HM3n1araeTcs nNopsiioK OCYIIECTBICHUS KaKOW-T100 1eATeIbHOCTH
WIM TOPSAOK NPUMEHEHUS TOJIOKEHUH 3aKOHOJATENbHBIX M HHBIX HOPMAaTHUBHBIX
IIPABOBBIX aKTOB.

3.4.2. Ilnan.

[Inman — TOKyMEHT, YCTaHABIMBAIOUIMI NEPEUYCHb HAMEUAEMbIX K BBITIOJHEHUIO
paboT WM MEpONPUATHI, UX MOCIEI0BATEILHOCTb, OOBEM, a TAKXKE ONMpPEAEISIOIUN
KOHKPETHBIX UCTIIOJIHUTEIICH.

3.5. UudopmanmonHo-cripaBoYHbIE JOKYMEHTHI.

NHdopmManimoHHO-CIIpaBOYHbIE JOKYMEHTBl — JOKYMEHTBI, KOHCTATUPYIOIIUE
dakThl, SBISAIONIMECS OCHOBAaHUEM JUIA TPUHATHS PEIICHHH W U3JaHHS
pacnopsaIuTEIbHBIX JOKYMEHTOB.

K nadopmManinoHHO-CipaBOYHBIM TIOKYMEHTaM OTHOCSITCSI:

POTOKOT;

CITy>keOHOE MHUCHMO;

aKT;

JOKJIa/IHasl, OOBSICHUTENIbHAS U CITy>KeOHasl 3aIIUCKH;

CTEHOTpaMMa;

OTYET U JIp.



3.5.1. IlpoToko.

[IpoTokon — JOKYMEHT MH(OPMAILIMOHHOTO XapaKTepa, MpeAHa3HAYEeHHBIM s
¢ukcamu XoAa PacCMOTPEHHs] BOIPOCOB U TNPUHATUS DPELICHUN Ha 3acelaHusix
KOJUIETHANIbHBIX, COBEIIATEIbHBIX, KOOPJAMHAIIMOHHBIX, OKCIEPTHBIX U JIPYrHX
OpPraHoB, COBEIIAHUMN.

[IpoTokon cocTaBisieTCsl HA OCHOBAaHUU 3aIUCEH, MPOU3BEIEHHBIX BO BpeMs
COBELIaHMS (3aceaHus), padounx MOe370K, OPUIIMAIBHBIX BUSUTOB, PEACTABICHHBIX
TE3UCOB JOKJIAJ0B ¥ BBICTYIUIEHUH, CIIPABOK, IIPOEKTOB PELICHUM.

3.5.2. CayxeOHble MHCHMA.

CnyxebHble TIChMa B AIMUHUCTPALIUN TOTOBSITCS Kak:

OTBETHI O BBITOJHEHUU NTOpy4YeHn ['maBel AKCaliCKOTO TOPOACKOIO MOCETIEHNUS
U €ro 3aMECTHUTEJICH;

COTIPOBOJUTENbHBIE MUChMAa K MPOEKTaM MPABOBBIX AaKTOB AIMHHHCTpAIUH
AKCaiiCKOro TOPOJICKOTO MOCETICHHUS;

OTBETHI HA 3aMPOCHI IOPUINIECKUX U (PU3UUECKUX JIUIL;

MHUIMATUBHbIE TIUChMA.

3.5.3. AKT.

AKT — TOKYMEHT, COCTaBJISIEMbI HECKOJIbKUMH JIMIAMHU U MOATBEPIKIAIOIINN
YCTaHOBJICHHbIE UMH (PAKThl WU COOBITHS.

3.5.4. JloxmanHas, oObICHUTEIbHAS U CITYKEOHas 3aITMCKH.

JlokyagHast 3amMcka — JIOKYMEHT, COJEp Kaluid OOCTOSITEIbHOE H3JI0KEHUE
KaKoro-iau0o BOIpoca ¢ BBIBOJAMH U MPEATIOKEHUSIMU COCTABUTEISL.

OObscHUTENbHAS 3allCKa — JOKYMEHT, HMOSCHSIOIIMNA Kakoe-Tnbo IelCTBUE,
dakT uim coObITHE.

CnyxxeOHas 3anucKa (pa3HOBUIHOCTh MUChMa) — (popMa BHYTPEHHEHN MEPENUCKH.

3.5.5. Crenorpamma.

CreHorpamMma — JOCJOBHAsl 3alUCh JOKJIQJ0B W APYTUX BBICTYIUIGHUH Ha
KOH(EPEHIINAX, COBEIIAHUAX, COOPAHUIX WIIM 3aceJaHUsIX KOJIETHAIbHBIX OpPTaHOB,
OCYIIIECTBICHHAs] METOJOM CTEHOTpa(UU WA 3BYKO3AIHCH.

3.5.6. Oruer.

OT4er — NMOKYMEHT, COJEp>Kallfii CBEJACHHsS O IMOATOTOBKE, MPOBEACHUU U
UTOTaX BBINIOJHEHUS IJIAHOB, 3acelaHui, KOMaHIMPOBOK U APYTUX MEPONPUSATHUH.

4. loxymeHTaIuss A IMUHACTPAIUH.
O6mue npaBuiia oPopMIICHHUS YIIPABICHYECKON JOKYMEHTAINH

4.1. loxyMeHTaruss A IMHUHUCTPAITUH.

HesTenbHOCTh AIMUHHCTpPALMUM OOECIIEUMBAETCS CUCTEMOW B3aMMOCBA3aHHOM
ympaBieHuecko jmokymeHTanuu. Ee coctaB omnpexaensercs OOmepoccuiickum
KJ1accu(UKaTopomM YIPaBJIECHYECKOU JOKYMEHTaluu (OKVY )
OK 011-93, PernameHTOM AJIMUHUCTpALMH, a TAKKE MOJIOKEHUSIMHU O CTPYKTYPHBIX
MoJpa3aAeieHUsIX AIMAHUCTPALINH.

4.2. O6mue npaBuiia opopMIIEeHUSI JOKYMEHTOB.

4.2.1.1lpy NOATOTOBKE OPraHU3ALMOHHO-PACHIOPSIUTENBHBIX JOKYMEHTOB
npuMmensiercs nporpamma Microsoft Office Word. B mokymeHTax HCHOJB3yeTCs
mpudt Times New Roman, nadepranue — OObIYHBINA, pasmep mmpudTta — 14 0t



(mpu odopmienun TabmuI nomyckaerca 12 mT); OJUHAPHBIM — TOJYTOPHBIM
MEKCTPOUHBIM WHTEpPBaJ, BbIpAaBHHBaHHE ad3ala Mo IIUPHUHE, C OTCTYNOM MEpPBOM
ctpoku 1,25 cm. [Jlns odopmieHHs 3arojoBKOB JOMYCKAaeTCsl HUCHOJIb30BaHUE
mpugprta pazmepom 14 — 16 nT B 3aBHCHUMOCTH OT Pa3MEpPOB OCHOBHOI'O TEKCTA.
B nokyMeHTax KaBbIYKH O(OPMIISIOTCS CIEAYIOIIUM 00pa3oM: «...».

4.22.1lpu odopmieHun oQUIMATBHBIX JOKYMEHTOB YCTaHABIMBAIOTCS
CHEYIOIINE pa3MEPBI MOJICH:

jeBoe — He MeHee 20 MM;

npaBoe — 10 mm;

BepxHee — 20 MmM;

HuxHee — 20 MM.

4.2.3. Tlpu odopmieHnrn AOKyMEHTa Ha JBYX W OoJjiee CTpaHHUIIAX BTOpas U
HOCTIEeTYIONIUE CTPAHUIIBI HyMepYIoTCsl apaOCcKkuMu nuppaMy B IPaBOM HIDKHEM YTITy
CTPaHUIIBL.

4.3. TpeboBanus k cocTaBy U 0HOPMIICHUIO PEKBU3UTOB JOKYMEHTA.

4.3.1. Ilpu mnoaroroBke u OQGOPMICHUU JOKYMEHTOB B AJIMUHUCTpALUU
UCTIOJIB3YIOTCS CIICTYIOIINE PEKBU3UTHI:



a) I'epd MyHHUIMITAILHOTO 00pa30BaHUs «AKCAHCKOE TOPOJICKOE TIOCETHHEY

0) HaMMEHOBAaHHE OpPTaHA UCTIOTHUTEIBHON BIIACTH;

B) TOJDKHOCTB JIMIIA — aBTOPA TOKYMEHTA,

I') CIpaBOYHBIC JaHHBIE 00 OpraHe UCTIOJHUTEIHHON BIIACTH;

1) TOAIUCH JOJDKHOCTHOTO JIUIIA;

€) BUJ JOKYMEHTA;

) MECTO COCTABJICHUS WJIM U3TaHMS TOKYMCHTA;

3) anapecar;

1) Jara JIOKyMEHTa;

K) PErucTpalMOHHBIN HOMEp JOKYMEHTA,

J) HaMMEHOBAHUE JIMOO aHHOTAIUS IOKYMEHTA,;

M) TEKCT JIOKYMEHTA;

H) CCBUIKA Ha UCXOAIINI HOMEp U AaTy JOKYMEHTA aJIpeCcaHTa;

0) OTMETKAa O HAIWMYUHU TPHIIOKCHHI;

n) rpud coraacoBaHus JOKYMEHTA;

p) Tpud yTBEpKICHUS JOKYMEHTA;

C) BU3a;

T) OTTHUCK I€YaTH;

y) OTMETKa O 3aBEPEHUU KOIIHH;

¢) oTmMeTKa 00 UCTIOTHUTEIIE;

X) yKa3aHUs M0 UCTIOJHEHUIO TOKYMEHTA,;

I[) OTMETKa O KOHTPOJIE;

9) OTMETKa 00 MCHOJHEHUU JOKYMEHTA,

1) OTMETKA 0 KOH(PUIEHIIUATBHOCTH;

1) OTMETKA O MOCTYIUICHUH JIOKYMEHTA.

4.3.2. [lognucanue CiIy)XeOHBIX TMHCEM U JPYroll KOPPECHOHJEHIUU B
AJIMUHUCTpAIIMU OCYIIECTBIISICTCS JIMIIAMH, HA TO YITOJTHOMOYEHHBIMH.

B coctaB pekBusuta «JlOMKHOCTH JaHIla — aBTOpa JOKYMEHTa» BXOJUT
HAaMMEHOBaHUE JOHKHOCTH JIMIIA, TIOJIMUCABIIETO JOKYMEHT (MTOJIHOE, €CIIU TOKYMEHT
opopmieH He Ha OJlaHKE, M COKpAIllEHHOE — Ha JOKyMeHTe, O(OpMIIEHHOM Ha
OnaHke).

Hanpumep:
N cnonHUTENbHBIN AUPEKTOP
00O «AxButan» JInynas noamnuce H.N. Kupees
W
HcnonHUTENbHBIN AUPEKTOP JInunas nmoanucey H.N. Kupees

[Ipu odopmiennn noxkymeHTa Ha OJaHKE TOJDKHOCTHOTO JIMIA JOHKHOCTH
ATOTO JIMIA B MOJIKUCH HE YKA3bIBACTCH.
HanMeHnoBaHMsI TOJDKHOCTEHN pacmoararoTcs 1o JIEBOMY Kparo 0e3 OTCTyIIa.



[Ipy mnoanmucaHuM JIOKYMEHTAa HECKOJbKUMH JIOJDKHOCTHBIMU JIMIAMHU HX
MOJAMKUCH PACcoJIaratoTCs OJIHA MO JPYroi B MOCIEA0BATEILHOCTH, COOTBETCTBYIONICH
3aHUMAEMBbIM JIOJKHOCTSIM.

Hanpumep:
['eHepanbHbIN AUPEKTOP JInunas moanuck A.b. TkaueHkoO
['aBHBIN Oyxranrep JIn4nas noanucey N.11. BacunbseB

HpI/I MNOAINMNCAHNN JOKYMCHTA HCCKOJIbBKMMH JIMIIaMH PAaBHBIX ,ZIOJ'DKHOCTeﬁ nx
IMOAIINCH PACIIOJararoTCsa Ha OTHOM YPOBHC.

Hampumep:
3amecTuTenb 3aMecTUTEb
MuHuncTpa rocTrunnu Munuctpa (puHaHCOB
Poccniickon @enepanun Poccuniickon @enepanun
JInyHas moanuce N.11. Bacunpe JInuHasg nmoamuck I'.D. I'pumuk

[Ipy moamucaHUM COBMECTHOTO JOKYMEHTA TIEPBBIA JHCT OQOPMIIICTCS
He Ha OJIaHKe.

B nokymeHTax, cOCTaBICHHBIX KOMHCCHEH, YKa3bIBAIOTCS HE JOKHOCTH JIHII,
MOAHUCHIBAIOIINX JOKYMEHT, a UX 00sS3aHHOCTH B COCTaBE KOMUCCHUU B COOTBETCTBHUH
C pacmpeieICHUEM.

Hanpumep:
[Ipencenarens KOMUCCUU JInyHas moanuch H.A. CBucrtyHoB
YeHpl KOMUCCUM: JInmyHas moanucey K.I1. ®enopun
JIngaHasg nmoamnuch N.I'. BacuiaeHko
JInynas nmoanuce ['.. ®ponos

JIOKyMEHT MOKET OBITh MTOAMKCAH UCTIOJHSIOIINM 00S13aHHOCTH JOHKHOCTHOTO
JUIa ¢ yKa3aHueM ero (hakTUYECKOW JOJDKHOCTH, MHUIMANIOB U (amuiuu. [Ipu sTom
HE JOMYCKAeTCs CTAaBUTh MPEIOT «3a», HAAMKUCHh OT PYKH «3aM.» WU KOCYIO 4epTy
nepe HAMMEHOBAaHUEM JI0JKHOCTH.

4.3.3. CnpaBouHbI€ JJaHHbIE 00 AJMUHUCTpPAIMK BKJIIOYAIOT: MOYTOBBINA aapec;
HOMEpa TeNePOHOB U JIpyrue cBefeHus: (Homepa (pakcoB, agpec IIEKTPOHHON MOYTHI,
aapec opUIMATBLHOTO caiTa u JIp.).

4.3.4. B coctaB pexBusuTa «Iloanuce» BXOAAT: JUYHAS TOIITUCH; pacim@poBKa
noanucu (MHULNMANBI, damunus). g moanmucaHusi SIEKTPOHHBIX JTOKYMEHTOB
UCIIOJIB3YeTCsl DJIEKTPOHHAs moAnuck (nanee — OII).

Bcee sxk3eMInIsIpbl JOKYMEHTOB, OCTAFOIIUECS B JeJlaX CTPYKTYPHBIX MTOIPa3ICIICHINA
AJIMUHHCTpAIIMU, B TOM YHCJIC W TPHIOKCHHS, TOJDKHBI COAEPXaTh TOJJIMHHBIC
MOJIIKMCH JTIOJDKHOCTHBIX JIMI] ¥ BU3BI coriacoBanus wim OI1.

B nuceme HaMeHOBaHUE BU/A JOKYMEHTA HE YKa3bIBAIOT.

4.3.5. B kauectBe ajapecara MOTYT OBbITh OpraHbl T'OCYJAapCTBEHHOW BJIACTU
o0acTi, opraHbl MECTHOTO CaMOYTIPABJICHUs 00JIaCTH, OPTaHU3aIllMN; UX CTPYKTYpHBIC
MO/Ipa3ieNIeHusT; TOJDKHOCTHBIC WU (PU3UYECKUE JIHIIA.



[Ipu anpecoBaHnU TOKYMEHTa B OpraH BJIacTH, OPraHU3alUI0 WA CTPYKTYPHOE
nonapasnenenue (06e3 ykazaHus JOJDKHOCTHOTO JIMIA) MX HAWMEHOBAHHS THIIYTCS B
MMEHUTEIbHOM majaexe. HawmeHoOBaHMS oOpraHu3allid W €€ CTPYKTYpHOTO
MOAPA3EICHUS YKA3bIBAIOTCA B UMEHUTEIILHOM TMAJIeKeE.

Hanpumep (3mech W janee mpuUMepbl HAMMEHOBAHUS OpraHW3aluil, HUX
CIIPaBOYHBIEC TAHHBIC U JIP. SIBJISIIOTCS YCIOBHBIMU):

Munaroct Poccun
YrpaBieHUe CUCTEMATU3ALUN
3aKOHOJAaTEILCTBA

IIpu agpecoBaHMM AOKYMEHTa JOJDKHOCTHOMY JIMIy HAUMEHOBAHHUE JTOJDKHOCTH
YKa3bIBAETCs B IaTEIbHOM NaJEKe, MHUIMAJIBI YKA3bIBAIOTCA Nepe]] (haMUIHen.
Hamnpumep:

3AO0O «Toproselii MuUp»
byxranrepus
['maBHOMY 3KOHOMUCTY
A.C. IlerpoBy

WIH

[Ipe3unenty
3A0 «Daken»
I'.Il. UBanOBOI

JlomyckaeTrcsi IEHTPUPOBATh KaXKIyl0 CTPOKY PEKBU3UTA «Azpecar» MO
OTHOUIEHHIO K CAMOW INIMHHOM CTPOKE.
Hanpumep:
IIpencenaremnto
CaJI0BOT0 TOBAPUILIECTBA «AIPO»
N.A. UcaeBy

Ecnmu mokyMeHT OTHpaBisSiOT B HECKOIBKO OTHOPOMHBIX OPTaHHM3AIUN WA
B HECKOJIbKO CTPYKTYPHBIX TOJApa3ACIICHUN OJIHOW OpraHM3allik, TO HX CIEIyeT
yKa3bIBaTh 0000IIEHHO.
Hanpumep:
['maBam agMuUHUCTpaLINi
MYHHUIIAITAIBHBIX 00pa30BaHMMA
PocTtoBckoii o0mactu

JIOKyMeHT He JOJDKEeH cojepxaTh Ooznee Tpex aapecaroB. Crmoo «Komus»
nepea BTOPbIM, TPETbUM ajpecaramMu He yKazbiBaercs. [lpu OosblieM konyecTBe
aJIpecaToB COCTaBIISIETCS CIIUCOK PACCHUIKM JOKyMeHTa. CIHUCOK PACCHUIKH OIpPEessieTcs
VCITOJIHUTEJIEM JOKYMEHTA.

JIOKyMEHTBl ~HAmpaBJISIIOTCA TOJBKO TEM aJpecaraM, KOTOpble HMEIOT
OTHOUIEHHUE K UCMOJIHEHHIO TOKYMEHTA.
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Ecnu nuceMo aznpecyercs OpraHn3alni, YKa3blBaeTCs €€ HAMMEHOBAHUE, 3aTEM
IIOYTOBBIM ajgpec. OJIEMEHTHl aJpeca YKasplBalOTCA B  IOCIEI0BATEIbHOCTH,
YCTAHOBJICHHOW ITOYTOBBIMU ITPABUJIAMM.

Hanpumep:

Bceepoccuiicknit Hay4HO-
UCCIIEOBATEIbCKUNA HHCTUTYT
JOKYMEHTOBEICHHS U ApXUBHOTO JeJIa
MuntoTHHCKUY TIep., 1. 7a,

101000, r. MockBa

500041

MuHucTepcTBO 00pa30BaHus U HAYKU
Poccuiickon denepanuu
YnpasneHue aenaMu
Benymemy crienuanucry
A.N. ITerpoBy
Kpacnomnpecnenckas Hao., 2,
r. Mocksa, 103274
[Ipu anmpecaruu nokyMeHTa (GU3MYECKOMY JIMIYy PEKBU3UTHI THUIIYTCA B
CJIEIYIONIEH TOCIeNOBATENbHOCTU: (DamMiisi, UHUIMAJIBI, Ha3BAaHUE YIIHUIIBI, HOMEP
JIoMa, KBapTUPHI, HA3BaHUE HACEJICHHOTO TIYHKTa, paioHa, OO0JacTH, MOYTOBBIN
WH/JIEKC.
Hanpumep:

Kupeeny W.11.
yn. CagoBas, 1. 9,
r. HoBouepkacck,

PocToBckas o06macTs,
344018

4.3.6. Jlatel MOANIMCAHUS, YTBEPXKICHHUS, COTJACOBaHMS, a TakXKe JIaThl,
cojiepKaimyecss B TEKCTe, O(QOPMIISIIOTCS HUGPOBBIM CIIOCOOOM. JIEMEHTHI JaThI
MIPUBOJIATCS apaOCKUMU MU(PPaMU B OJHOM CTPOKE B CICAYIOLICH IMOCIEeI0OBATEIEHOCTH
JHUCJI0 MecsIia, MecsIl, roj, Hampumep: 15.09.2011.

JlomyckaeTcsi 1 CcIIOBECHO-IIM(POBON Croco0 opopMIICHUST JaThl, HAIIPUMED:
15 centsiopsa 2011 r.

OO0s3aTebHBIM SIBISICTCS TpeOOBaHWE €AMHOOOpA3Hs HAIMCAHUS JaT B OJHOM
KOHKPETHOM JOKYMEHTE.

B MexmyHapoHOM mepenucKe MpUMEHSETCs 00paTHas MOCISI0BaTeIbHOCT B
HaMMCaHUU JaT: TOJI, MECsIl, Yicio Mecsna, Hampumep: 2011.01.17.

JlaToit 1mOKyMeHTa SBISETCS JIeHb €ro IoAmUcaHus (TIPaBOBBIC AaKThHI
AIMUHHCTpAIMM, TUMChMA, IOKJAQJHBIC 3alHMCKHA, aKThl W Jp.), YTBEPKICHUS
(MHCTpYKIIHS, TTOJOXKEHWE, TIPaBUiIa, IJIaH, OTYET, JOJDKHOCTHOW pEeriaMeHT W Jp.),
COOBbITHS, 3a(UKCUPOBAHHOTO B JOKyMeHTe (mporokon). Jlata mokymeHTa
MPOCTABIISIETCSI TOJKHOCTHBIM JIMIIOM, TIOZIMCHIBAIOIINM WJIM YTBEPKIAIOIIAM JTOKYMEHT.
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JIOKyMEHTBI BCTYNalOT B CHJIy CO JIHA WX TMOAMHCAHUS (WU YTBEPKICHHS),
€CJIM B TEKCTE WJIM 3aKOHOIaTeTLCTBOM HE TIPEyCMOTPEHA apyras AaTa.

[Ipu cchuike B TeKCTe Ha MPaBOBOW aKT WJIM WHOM JOKYMEHT 0053aTeiabHO
YKa3bIBAIOTCS €r0 BUJI, JaTa, HOMEP.

[Mudposoit crmocod mMmpocTaBiICHUS AT WCIONB3YEeTCs, KaK MPaBUJIO, TPHU
oopmiileHnn CIy>KEOHBIX MHCEM, CIPABOK, 3aKIIOUEHUH, HAMMCAaHUHM TMOPYYCHUH,
BU3UPOBAHUH JIOKYMEHTOB.

JlaToif JOKyMeHTa Jii NPOTOKOJIa SBJISIETCS JIeHb 3acefaHusi (MPUHATHUSA
pelieHus1), 1uisk akTa — JAeHb, B KOTOPOM MPOUCXOAUT COOBITHE, 3a(pUKCUPOBAHHOE B
JTOKyMeHTe. JIOKyMeHTbI, W3JaHHbIE IBYMS WM Oo0Jiee€ OpraHu3alusiMU, ITOJKHBI
UMETh OJIHY (€AUHYIO) AaTy.

4.3.7. HaumeHoBaHnue 1100 aHHOTAIUS JOKYMEHTa — KpaTKOe COJIepKaHue
(3aroJIOBOK K TEKCTY) JOKYMEHTa MOXET COCTaBJISITHCS KO BCEM JOKYMEHTaM, 3a
UCKITFOUCHHUEM JIOKYMEHTOB, IMEIONIUX TEKCT HEOOIBIIOr0 00heMa (110 5 CTPOK).

3arosoBOK JTOJDKEH OBITh KPATKUM, TOYHO TEpeIaBaTh COACpPKaHUE TOKYMEHTa
Y COTJIaCOBBIBATHCSl C HAMMEHOBAHUEM BHJIa JJOKYMEHTA.

3arosoBOK OTBeYaeT Ha BOIPOCH: «O 4YeM?», HalpUMEpP: «PaCTOpsKEHUE. ..
O CO3/IaHMU aTTECTAIIMOHHOW KOMHCCHI», «4eT0?», HAlPUMEDP: «IPABUIIA... BHYTPEHHETO
TPYJIOBOTO PACTIOPSIKAY.

Touka B KOHIIE 3aroJIOBKa HE CTaBUTCS.

4.3.8. TekcT JOKyMEHTa COCTaBJISIETCS Ha PYCCKOM S3bIKE, C YYE€TOM
0COOEHHOCTEW O(UIIMATIEHO-IEIOBOTO CTHJISI, BHJIa JOKYMEHTa M €ro Ha3HAYeHUs B
yhpaBiieHuecKoi aesTenbHocTH. CoaepxkaHue TOKYMEHTa JIOJDKHO OBITh H3JI0KEHO
KpaTKO, JIOTUYHO, TOYHO U SICHO.

TekcThl JOKYMEHTOB H3JIaraloTcs OT:

1-ro nuia eAMHCTBEHHOTO YKCia (CIIPOIITy PacCCMOTPETHh BOIPOC 00 YCTAHOBJICHUHU
JBTOTHBIX TapU(GOBY», IIPEAIararo. . .»);

3-ro nWma eIWHCTBEHHOTO unciia («(hWHAHCOBBIM OTACT AJIMHHUCTPAIUA HE
CUHTAET BO3MOXKHBIM. ..)»).

B COBMECTHBIX MOKyMEHTaX TEKCT H3JIaraloT OT 1-ro jmma MHOXECTBEHHOTO
yucia («CIyIanmy, «PEim).

B nmokyMeHTax, yCTaHABIMBAIOMIMX TIpaBa W OOSI3aHHOCTH CTPYKTYPHBIX
nojpaseneHuit AqMuHUCTpanuu (TIOJIOKEHUE, HHCTPYKITUSA), a TAaKKE COJEpKaIInX
ONMMCaHHe, OIEHKY (HaKTOB WMJIM BBIBOJABI (aKT, CHpaBKa), HCHONb3yeTcs (opma
U3JIOKEHHUS] TEKCTa OT 3-T0 JIMIa E€AMHCTBEHHOTO WJIM MHOXECTBEHHOTO YHCIIa
(«oTmen OCYIIECTBIISIET byHKIIUNY,
«B COCTaB OOBETMHEHUS BXOSATY», KKOMUCCHS YCTAHOBHUIIA).

B Tekcrax mpaBOBBIX aKTOB HCIOJIB3YIOTCS TJIArojibkl B (popMe HACTOSIIETO
BPEMEHU, TPUAAIOIINE TEKCTY MPEANMUCHIBAIONTNN XapaKTep, HAPUMED:

«Buza BrmrowaeT B ceOs HaWMMEHOBAHWE JIOJDKHOCTH — PYKOBOJIUTENS
MHUHHCTEPCTBA (BEIOMCTBA) WIIM €TI0 3aMECTUTENS U JIMYHYIO TOJIHACH BU3UPYIOIIETO,
pacmuGpoBKY MOJIHACH U JaTy»;

«HopmaTtuBHbIE TpeanucaHus OQOPMIIIOTCS B BHUAC ITYHKTOB, KOTOPBIE
HYMEPYIOTCS apaOCKUMU LU(PPaMu C TOYKON U 3ar0JIOBKOB HE UMEIOT.

B Tekcre mokymeHTa, TOATOTOBJIEHHOTO Ha OCHOBAaHWM 3aKOHOMATENbHBIX,
WHBIX TIPAaBOBBIX AaKTOB, W3JaHHBIX B AJIMHHHCTpPAIlMHM, aBTOPOM JIOKYMEHTa
YKa3bIBAIOTCS HAaUMEHOBAaHWE BHUJA JIOKYMEHTa, HAMMEHOBAaHWE OpraHa, W3JIaBIIEro
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JOKYMEHT, JaTa MPUHATUS WJIA YTBEPKIACHUS TOKYMEHTAa, €ro PEernucTpauydOHHbIN
HOMED, a TAK)KE 3aroJIOBOK TOKYMEHTA, 3aKJIFOUEHHBIN B KABBIUKH, HAIPUMED:

«B coorBercTBuu ¢ nocranosiieHueM lIpaBurenscrBa Poccuiickonn @eneparuun
ot 13.08.97 Ne 1009 «O6 ytBepxxaenun [IpaBun moaroToBKu HOpMaTUBHBIX PABOBBIX
aKTOB (hefiepalbHBIX OpPraHOB HCIOMHUTEIFHOW BJIACTH M HMX TOCYAapCTBEHHOMN
perucTpanumny;

«B  cootBerctBum ¢ Ob6mactHeiM 3akoHOM 0T 01.08.2011 No 635-3C
«O IlpaBurenbctBe PocToBCKOM 001acTIY.

TekcTbl TOKyMEHTOB OGOPMIISIOTCS B BUJE AHKETHI, TAOIUIbI, COOCTBEHHO
TEKCTa WUJIU B BUJIE COCIMHEHUS 3TUX CTPYKTYP.

[Ipy cocTaBlieHMM TEKCTa B BHUJE AaHKEThl HAWNMEHOBAaHHS NPU3HAKOB
XapaKTepU3yeMoro o0beKTa JIOJKHBI ObITh BBIPAKEHBI UMEHEM CYIECTBUTEIHLHBIM B
UMEHUTETFHOM TAaJeKe WM  CIOBOCOYETaHHEM C [JIAaroJioM 2-r0  JIMIa
MHO>KECTBEHHOTO YHCJIa HACTOSAIIETO WM MPOILIEIIIET0 BPEMEHU («HUMEETe,
«BIIAJICETE», «OBUIN», «HAXOAUIUCH» M T.I.). XapaKTEPUCTHKH, BBIPAKEHHbIE
CJIOBECHO, JIOJKHBI COTJIaCOBBIBATHCSI C HAMMEHOBAHUSMH IPU3HAKOB.

['padbl 1 CTpOKU TAONMIIBI TOJKHBI UMETh 3arOJIOBKH, BBIPAKEHHbIE UMEHEM
CYLLECTBUTEIbHBIM B HMEHUTEIBHOM TNajAexe. B KoHIE 3arojioBKOB rpad 3HAKU
IpEeNuHaHUs HE CTaBATCA. B 3arojioBkax CTpOK 3HAKH MPETHMHAHMS CTaBITCS TOJBKO
BHYTpH mnpenioxeHusa. [loazaronoBku rpad U CTpOK AOKHBI OBITh COrJIaCOBaHbBI
c 3arosioBkami. [loa3aronoBku rpad U CTpOK MUIIYTCS CO CTPOYHOM OYKBBI.

B tabnuie nocne cnoB «Toroy, «Bcero» qBoeToune HE CTaBUTCH.

[MuppoBble BeIWYMHBI, €CIA €CThb APOOHBIE YHCIA, MNPU MEPEUHCIICHUU
pasjeinstoTes Toukon ¢ 3anstoi (1,2; 5,1; 6,3).

Ecnu Tabnuua nedaraercs Oojiee 4eM Ha OJHOM cTpaHMIlE, Tpadbl TaOIUIIbI
JOJDKHBI OBITH MPOHYMEpoBaHbl. Ha clenyronmmx cTpaHuIax MeyaTaroTcs TOJbKO
HOMepa rpad.

TekcT, Kak MpaBUIIO, COCTOMT M3 JIBYX 4YacTel. B mepBoi 4acTH yKas3bpIBaIOTCS
IMPUYHUHBI, OCHOBAHHUSI, LIEJIM COCTABJICHUS JOKYMEHTa, BO BTOPOH (3aKIIFOUUTENLHOMN) —
pELIeHMs], BBIBOJIbI, POCHOBI, TPEAIOKEHHSI, PEKOMEHIallUH.

TexkcT MOXET coAepKaTh OJHY 3aKIIOYUTEIbHYIO YacTh (HalpuMep, yKa3bl —
pacnopsAauTENbHYI0 YacTh 0€3 KOHCTaTUPYIOLIEH; MUChMa, 3asBICHUSI — MPOCKOy 0e3
NOSICHEHHUS; CITPaBKH, TOKJIAJHbIE 3aIIUCKU — OIICHKY (DAaKTOB, BHIBOJIBI).

B Tekcre AOKyMeHTa, MOATOTOBJIEHHOIO Ha OCHOBAaHUM JIOKYMEHTOB JAPYTHX
OpraHu3alliii WU pPAaHEE HW3JAHHBIX JIOKYMEHTOB, YKa3bIBAIOTCS HUX PEKBU3UTHI:
HAaMMEHOBAaHHE JIOKYMEHTA; HAUMEHOBAaHUE OPraHM3allMy — aBTOpa JIOKYMEHTA; J1aTa
JOKYMEHTA; PETUCTPALMOHHBI HOMEDP TOKYMEHTA; 3ar0JIOBOK K TEKCTY.

Ecnu TEeKCT COmEepKUT HECKOJIBKO PELIEHUH, BBIBOJOB U T.II., TO €r0 CIEAYEeT
pa30uBaTh Ha Pa3JIEIbl, MOAPa3/IEbl, IyHKThI, KOTOPbIE HyMEPYIOT apaOCKUMH ITU(ppamMH.

4.3.9. Ccpuika Ha MCXOJAIIUI HOMEp U AATy JAOKyMEHTa aJpecaHTa BKIIOYAeT
pPErHCTPALlMOHHBIA HOMED U 1aTy TOKYMEHTa, Ha KOTOPBII 1aeTCsl OTBET.
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4.3.10. OT™MeTKa O HATWYMM TPHIOKEHUW HCIMOJB3yeTcsl Npu OGOPMICHUU
COMPOBOJIUTENBHBIX NMMCEM U MPUIOKEHUN K yKa3aM, TOCTAaHOBJICHUSIM, PACIOPSHKEHHSIM,
IUTaHaM, TIpOrpaMMaM, OT4eTam, IOTOBOpaM, MOJIOKEHUSM, PaBHIaM, HHCTPYKIUSIM
U IPYTUM JTOKYMEHTaM.

B compoBoaUTENbHBIX MHCbMAaX OTMETKA O MPUIIOKEHUU O(QOpMIIAETCS MOJ
TEKCTOM MHUCHbMa OT TPAHULIBI JIEBOTO MOJISL.

Hamnpumep:

[Tpunoxxenue: Ha 3 1. B 1 9K3.

HpI/I HaJIn4yuM HCCKOJBbKHX HpI/IJIO)KCHI/Iﬁ B OTMCTKEC O IPUIOKCHHH OHH
HYMCPYIOTCs, YKa3bIBaAlOTCA HAMMCHOBAHHA KaXXI0I0 IPUIIOKCHHA, KOJIUYICCTBO
JIMCTOB U KOJIMYCCTBO DK3CMILISPOB.

Hanpumep:

[Tpunoxxenus: 1. CrpaBka 0 MOATOTOBKE IIKOJ K y4eOHOMY TO/1y Ha 8 J1. B 2 9K3.
2. COMCOK IIKOJI HA 3 JI. B 2 DK3.

OTMmeTka 0 HAJIMYUU TPUIOKEHUH B MPABOBBIX aKTaX YKa3bIBAETCS B TEKCTE,
HanpuMep: corjiacHO mpuioxkeHuto Ne 2 wiu: (mpwiokenue Ne 2). Ilpu Hanwuuun
OJIHOTO TPUJIOKEHUS TOPSAIKOBBIA HOMEp He cTaBUTCS. [Ipu HamMuMM HECKOIBKUX
NPWIOKEHUN Ha HUX NPOCTABISIOTCS MOpPsAKOBbie Homepa. llepen mudpoBbiMU
0003HaYEHUSIMHU CTaBUTCS 3HAK «Noy.

Hanpumep:

[Tpunoxenne Ne 3
K II0OCTaHOBJIEHHIO
AnmuHucTpanuu Axkcaickoro

TOPOJCKOTO MOCETIEHHUS
ot 15.08.2013 Ne 112

Ecim x [OKyMEHTy NpWIararmT JIpyrod JTOKYMEHT, TakKe HWMEIOIUn
IPUJIOKEHUE, OTMETKA O HAJIMYUU IPUIIOKEHUS 0(POpMIIIETCS CIELYIOIUM 00pa3oMm:

[IpunoxeHue: 3aKIIFOYEHUE TOCTOSSHHOM KOMHCCHHM IO B3aUMOJAECHCTBHIO C
opranamMu wucnoiaHuTedbHOW Biacth oT 25.04.2001 Ne 15 wu
MPUJIOKEHUS K HEMY, BCETO Ha 21 T
B 2 9K3.

Ecnu npumnosxenust cOpoIIoOpoBaHbl, TO KOJIUYECTBO JTUCTOB HE YKA3bIBACTCHA.

Ecnu mpuoskeHne HampaBIIsieTcsl HE BO BCE YKa3aHHBIE B IOKYMEHTE ajipeca, TO
OTMETKA O €ro HAJIMYUK OPOpMIIIETCS CISAYIOIIMM 00pa3oMm:

[Tpunoxenue: Ha 3 7. B 5 9K3. TOJIBKO B TIEPBHII ajipec.

Ecnu npunokeHusiMU K COMPOBOJUTEILHOMY THUCHBMY SIBIISIFOTCSI JJOKYMEHTHI,
cojieprkaiie UHpopMaIuoo KoOHGUISHIIMAIBHOTO XapakTepa, HalpuMep, CIIyKeOHYIO
TaliHy, OTMETKa O MPIIOKEHUU OPOPMIISIETCS CISAYIOIIUM 00pa3oM:
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[lpunoxenue: CripaBka O  HEIJIATEKECIIOCOOHBIX  MNPEANPUATHIX, I
CIIy>ke0HOT0 MoIb30BaHusl, per. Ne 26-acm, Ha 2 1. B 1 9K3.

Ecin npunoxxkeHussMH K JOKYMEHTY (Hampumep, K TIpUKaszy) sBISETCA
YTBEPKIa€MbIH JOKYMEHT (TIOJI0KEHUE, TPABUJIA, MHCTPYKLMS U APYTHUE TOKYMEHTHI),
B BEPXHEM IMPAaBOM YTy MPOCTABISAETCS OTMETKA O MPWIOKEHUH, HUXKE — TPHUP
YTBEPKJICHUS JOKYMEHTA.

Hanpumep:

[Ipunoxenue
YTBEPXIEHO
IIpuka3zom PocapxuBa
ot 12.08.2011 Ne 123

4.3.11. CornacoBaHue MpoOeKTa AOKYMEHTa C APYTMMHU OpraHaMy BJIAacTH WU
JOJDKHOCTHBIMH JTMLAMU 0(opMILIIOTCSl TpudoM corsiacoBanusd. [IpoekT gokymeHTa
MOKET OBITh COIJIACOBAH HEMOCPEACTBEHHO JOJKHOCTHBIM JIMIIOM, IPOTOKOJIOM
KOJUIETUAJILHOTO OpraHa Win CIyK€OHBIM MHUCbMOM.

[Ipn cornmacoBaHuM JTOKYMEHTa JOJKHOCTHBIM JIULIOM TpHU(} COTIACOBAHUSA
cocrout u3z cinoBa COI'NTACOBAHO (mpornucHbiMu OykBamu, 0O€3 KaBBIYEK),
JOJKHOCTH JIMIIA, C KOTOPBIM COTJIACOBBIBAETCS TOKYMEHT (BKJIIOYAasi HAMMEHOBAHUE
OpraHM3allu), JUYHON MOANUCH, pacCIIM(PPOBKU MOANUCH (MHULMAIOB, (PaMUINU) U
JIaThl COTIACOBAHMSI.

Hanpumep:

COI''TACOBAHO
['maBa Akcalickoro ropoJicKoro
MIOCEJICHUS

JInunag moanuck A.B.I'osoBuH

[laTta

I'pud cormacoBanus pacrnonaraeTcs NOJA PEKBU3UTOM «IOANUCH» WU
Ha OTAEJIBHOM JIMCTE COIVIACOBaHMSA. JIMCT COrjlacoBaHUs COCTABISACTCS B ClIydasX,
KOIJla COJCp’KaHUE JOKYMEHTA 3aTpParuBacT MHTEPEChl HECKOJIBKHUX OpTaHU3alvi,
0 YeM JiesiaeTcs OTMETKA Ha MecTe Tpuda CoriacoBaHus.

Hanpumep:

JIucT cornacoBaHus MMpujaaracTcsia

HadvanbHuK 10pyUANYECKOTO OTaea
JInyHas moanuce B.A. CamoiinoB

Jlata

Jluct cornacoBanus oopmisieTcs 1o cieayroiiei Gopme:
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JIMCT COI'JTIACOBAHUA
K ITPOEKTY IIOCTAHOBJIEHUSI
AIMUHHUCTPALIUN AKCAUCKOI'O T'OPOACKOI'O ITIOCEJIEHUA

HanmeHnoBaHne NOCTAHOBIICHUS:

«O cHATMM C Yy4yeTa B KayeCcTBE HYXIAIOWIErocss B JKAJIOM IOMEIICHHH,
IPEeIOCTAaBIIEMOM IO  JOroBOpy coumanpHoro Hanma, llerpoBa  Cepres
Biagumuposuga

HpOCKT IIOCTAHOBJICHU IIOAT'OTOBUII:

HaunmenoBanue ciryx0sl, damunus, Ums, J1OJKHOCTB IToamnuce
oTJie/1a, KOMUTETA OtuecTBO
OO0t oTaen
AUI[ MHUHICTpAtini HNBanos JI.B. HauanpHuk (noanc)
AKCaiCKOro ropoJIcCKoro
IIOCEJICHUS

Oobs3amenvhbie 8U3bl
3amectutensb [1aBpl  AAMHHHCTpALUU 5(0)

4.3.12. I'pud yTBEpk)ACHUSA TOKYMEHTa — OCOOBIA CIOc00 BBEACHUS TOKyMEHTA
B JICMCTBHE, CAaHKUMOHUPYIOUIMN pPACHPOCTPAHEHHE €r0 HA ONPENCICHHBIA KpyT
OpraHu3alil, JOLKHOCTHBIX JIMIL, T'paXkaaH. /JJOKyMEHT yTBEPKAAETCSA JOJKHOCTHBIM
JUIOM (JOJDKHOCTHBIMU JIMIIAMHM) WJIM CIEUUAIBHO W3JaBacMbIM JOKyMeHTOM. [Ipu
YTBEPKIEHUU JOKYMEHTa JOJLDKHOCTHBIM JIMIIOM TpU( yTBEpKIEHUS JIOKYMEHTa
nomkeH coctosath u3 cinoBa Y TBEPXKJIAIO (mpormcHbiMu OykBamu, 0e3 KaBBIUCK),
HAaMEHOBAHUS JTOJDKHOCTH JIMIA, YTBEPKIAIOLIETO JOKYMEHT, €r0 MTOANNCH, WHUIUAJIOB,
(baMuIuM U 1aThl yTBEPKICHUS.

Hanpumep:

YTBEPX/IAIKO
I'nmaBa Axcaiickoro
TOPOJICKOTO MOCEICHUS

A.B.T'osioBHuH
(JInyHAas MOAKCH)
JlaTta

[Ipn yTBEpKAEHUM JIOKYMEHTAa HECKOJbKHUMH JIOLKHOCTHBIMHU JIMIIAMH HX
MOJINKCH PacCIoIaratoT Ha OAHOM YPOBHE.

[Ipu yTBEep>KIeHUU JOKYMEHTa MPABOBBIM AKTOM, PELHIEHUEM WJIM IMPOTOKOJIOM
rpud yrBepxknenus coctour u3 cinoBa YTBEPXJEH (YTBEPXJIEHA,
YTBEPXJEHbBI unu YTBEPX/IEHO), HauMeHOBaHUs yTBEPKAAIOIIETO TOKYMEHTA
B TBOPUTEJIBHOM MAJIeKE, €r0 AaThl © HOMEPA.
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Hanpumep:

YTBEPX/IEHO
pacrnopsiKeHrueM
AJMUHUCTpauu AKCalCKOro

rOPOCKOI0 IOCEIEHUS
ot 23.09.2013 Ne 12

['pud yTBepkaeHHUS TOKYMEHTa pacloyiiarailoT B TPABOM BEpPXHEM YIIy
JTIOKYMEHTA.

4.3.13. CornacoBaHue AOKyMEHTa C JOJDKHOCTHBIMH JHIIAMH OQOPMIISETCA
BHU30H, KOTOpasl BKJIOYAET JUuyHyl0 mnoanuch (unu OII), pacmmdpoBky mnoamnucu
(uaummanel, damuiaus) u nary. [Ipy HeoOXOAMMOCTH yKa3bIBaeTCsi HAMMEHOBAaHUE
JOJKHOCTH JIMIIA, BUSUPYIOLIETO TOKYMEHT.

Hanpumep:
HauaneHuk puHaHcoBoro otaena
JInynas nmoanuce C.A. CypxoB
JlaTa

Ha mnpoekTtax mNpaBOBBIX aKTOB, CIYKEOHBIX IHCEM, KOMUSAX JOKYMEHTOB,
IIOMEIAEMBIX B J€JI0, BU3A IIPOCTABIISICTCS HA JINLIEBOU CTOPOHE JOKYMEHTA.

Ha pokyMmeHTax, NMOJJMHHUKH KOTOPBIX NOMEIIAIOTCS B Jena (CiIyXKeOHbIe
UChbMa, COTJIALLEHUs, JAOTOBOPBI M JIPyrue€ JOKYMEHTHI), BH3a IPOCTABISETCS Ha
JIMLEBOM CTOPOHE MOCIEAHETO JIUCTA ITOJJIMHHHKA.

B cnyxeOHbIX mHCbMax BHU3bl MPOCTABISAIOTCS HAa KOMMUSAX JIOKYMEHTOB,
IIOMEIAEMBIX B JEIIO.

JlonmyckaeTcsi HOJIMCTHOE BUBMPOBAHUE JOKYMEHTA U €T0 MPUIIOKEHH.

Ha BHyTpeHHMX HH(POPMALMOHHO-CIIPABOYHBIX JOKYMEHTAaX (HOKJIAIHBIX,
CIIy’)KCOHBIX, AHAIMTUYECKUX 3alUCKaX, CIpPaBKaXx M APYIMX AOKYMEHTAaX) BHU3bI
IIPOCTABIIAIOTCS HA JIMUEBOM CTOPOHE IOCIEIHErO JINCTA JOKYMEHTA MOJ IMOJAIUCHIO,
OJMKe K JIEBOMY HUKHEMY YTITy.

[Tpu HanuuMu 3amMev4aHuii, 0COObIX MHEHUH, AOMOTHEHUH K MPOEKTY TIOKYMEHTa
BU3Y 0(OPMIIAIOT CIIEYIOIIUM 00pa3oM:

3aMeuaHus IPUJIAraroTCs

HauanbHuk priHAaHCOBOTO OT/AENA
JIuuHas moanuch C.A. Cypkos
JlaTta

3aMeuaHus U3JIaraloTcsl Ha OTJEILHOM JIUCTE, MOMUCHIBAIOTCS, TPUIIATalOTCS K
JIOKYMEHTY U MepeIatoTCsl UCIIOTHUTEIIO.

Bo3moxHo odopMmiieHrE BU3 TOKYMEHTA Ha OT/IEJILHOM JINCTE COTIIACOBAHUS.

4.3.14. OTTHCK TeYaTH SBISETCS CHOCOOOM TMOATBEPIKICHUS TMOJJIUHHOCTH
MOANUCH JOJKHOCTHOTO JHIIa Ha JOKyMeHTe. IledaTh cTaBUTCS Ha JIOKYMEHTax B
CIy4asiX, MPEeIyCMOTPEHHBIX 3aKOHOAATEJIbCTBOM WJIM HWHBIMH HOPMaTUBHBIMU
MPaBOBBIMU aKkTaMmHu. [ledaTh cTaBUTCS Ha CBOOOTHOM OT TEKCTa MECTE, HE 3aXBaThIBasI
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JUYHOW TIOANHMCH JOJDKHOCTHOTO Juma. lledath MOXeT 3axBaThiBaTh YacTh
HAaMMEHOBAHUS JTOJKHOCTH JIMLA, TOAMKUCABIIETO TOKYMEHT.

B nokxymeHTax, moAroToBICHHBIX HA OCHOBE YHHU(HUIIMPOBAHHBIX (OPM, MeUaTh
CTaBUTCSA B MeCTe, 0003HaYE€HHOM OTMETKOM «MID».

4.3.15. OtMeTKa 0 3aBepeHUH KOMUU 0OopMIISIeTCA Ha TIOCIEHEM JIUCTE KOMUU
(BBIMKMCKU U3 JAOKYMEHTA) MOJl TEKCTOM JIJIsi CBHUJIETENLCTBOBAHMSI BEPHOCTH KOIUU
MO/JTMHHUKY JTJOKYMEHTA U BKIIIOYAeT B CEOsI:

3aBEPUTEILHYIO HAIIUCK: «BepHOo»;

HAaMMEHOBAHUE JTOJKHOCTH JIMIIA, 3aBEPUBIIIETO KOMUIO;

JUYHYIO TOJITUCH;

pacmnpoBKy MoANKUCH (MHUIHAIBI, (paMumus);

JIaTy 3aBEPEHUSI.

Hampumep:

Bepno.
HNucnekTop oTaena Kaapos JInyHas moanuch FO.M. IleTpenko
Jlata

Ecam xommst JoOKymMeHTa COACpPKHT Oojiee OJHOTO JIMCTa, TO JIMCTHI
MPOIIMBAIOTCS HUTKaMH, Ha OOOpPOTE MOCIEAHEro0 JMCTa HUTKU MPOKJIECHUBAIOTCS
JUCTOM Oymaru. YJOCTOBEPSIOIIME KOMHUIO MOANUCH W Te4YaTh, a TAKXKE YKa3aHUE
KOJIMYECTBA CTpaHMUIl: «Bcero B KONuu 5 J1.» JOJDKHBI 3aX0/IUTh HA IPUKJICCHHBIN JIMCT.

JIucTbl MHOTOCTPAHUYHBIX KOMUU (BBIMUCOK U3 JOKYMEHTA) HYMEPYIOTCS.
Jlonyckaercst 3aBepsTh OTMETKOM «BepHO» Ka)Iblil JIUCT MHOTOCTPAHUYHOW KOIIUH
JIOKYMEHTA.

JIOKyMEHTBI 3aBepsItOTCS TeYaTblo AJMUHHUCTpPAllUM B COOTBETCTBUM C
Hactosien MHCTpyKIMEn.

[Ipy 3aBepeHMM KOIIMM TIPABOBBIX AKTOB BO3MOYKHO HCIOJIb30BAHUE
CIIEIMAILHBIX IITAMIIOB HaYaJbHUKA OOIIETo OT/IeNa.

AZMUHHCTpanuel AKCANCKOrO TOPOACKOTO TIIOCEJEHUs BBIIAIOTCS KOIUH
TOJIBKO T€X HOKYMEHTOB, KOTOPBIE CO3MIAIOTCS M XPAHATCA B HACTOSIIEEC BpEMs B
AJIMUHHCTpAIUH.

[Ipu mepecpuiKe KONMUU JTOKyMEHTAa AJMHUHUCTpPALlMM B JAPYTrHE€ OpPraHU3auu
WM BbIJa4e €€ Ha PYKH IPEJACTABUTEIIO OpraHM3allid OHa JOJKHA OBITh 3aBepeHA
JIOJ’KHOCTHBIM JIMLIOM.

Kormmn  MOKyMEHTOB  pacChUIalOTCd B CTPYKTYpPHBIE  TOAPA3CIICHUS
AJIMVHUCTpalliKM, MYHULMIAIBHBIE YUPEXKACHUS © 10 cucreme «J/lemo» B
COOTBETCTBHHM C JINCTOM PACCHLIKH.

Briaua xomnuii peructpupyercsl ¢ ykazaHuem (paMuiiuyd JOJDKHOCTHOTO JIUIIA,
pa3pelIMBIIETO BbIIadyy AOKyMeHTa. I[lepemada komuili TOKyMEHTAa MPEACTABUTEISM
CPEICTB MaccoBOM HWH(OpPMAIMU OCYIIECTBISICTCS YIOJHOMOYEHHBIMU Ha 3TO
JIOJ>KHOCTHBIMH JIUI[AMH.

[Ipu odopmieHUN KOMMH C JOKYMEHTOB, KacalolMXCS MpaB U HHTEPECOB
rpaXkJaH, Ha JJOKYMEHTE, C KOTOPOrO CHSTA KOMWS, JENA0T OTMETKY O TOM, KOMY U
KOIJla KOMNHMS BbIJaHA, a HA CaMOW KONHM — OTMETKY, YTO MOJJIMHHUK XPAHUTCS
B o0meM otaene AJIMUHHCTpAlMM WX WHOM CTPYKTYPHOM MOJIpa3/ie/ICHUH
AJIMUHHCTpAIUH.
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4.3.16. OTmMeTka 00 UCHOJHUTENE BKIIOYAECT B CeOS HWHHUIMAIBI, (HaMUIUIO
UCTIONTHUTEINS JOKYMEHTa W HOMEp ero TtenedoHa, KOTOpbIE pacIoJiararoTcsl Ha
JUIEBON WM OOOPOTHOW CTOPOHE TOCIEAHETO JINCTA JOKyMEHTa B JICBOM HIDKHEM
yray. OTMeTka 00 HCHOJHUTENIE MOXKET JOMOJHATHCS YKa3aHWEeM JOJDKHOCTH U
CTPYKTYPHOTO MOAPA3ICICHHUS.

Hamnpumep:

N.B. Iletpos
249 54 67

4.3.17. Yxa3zaHus Mo UCTIOJIHEHHIO IOKYMEHTa 0(pOPMIISIIOTCS HEMTOCPEICTBEHHO
Ha JOKyMeHTe (B 3arojlOBOYHOM 4YacTW JOKyMEHTa) WIM Ha OJaHKE pPE30JIOLUU
(mpuioxenue No 1).

VYKkazaHusg 1O HCIOJHEHHUIO JOKYMEHTa (pe30JolMsl) BKIIOYAIOT: (paMUIINH,
WHULMAJIBl HCTIOJHUTENEH, COJepKaHhe MNOopydeHus (MpU HEOOXOIUMOCTH), CpPOK
WCIIOJIHEHHUSI, TIOANKUCH PYKOBOJUTENS U JaTy (B TOM YHCIIE OTMETKY «CPOYHO» WIIU
«BEChbMa CPOYHOM).

Hanpumep:

Mopo3sosy H.B.,
denoceesoit H.A.

[Iporry MoaAroTOBUTH MIPOCKT
norosopa k 01.12.2011

[Toanuce [ara

B cayuae, eciim B yka3aHMSAX IO MCIIOJHEHUIO JOKYMEHTa IOPYYEHHUE HAHO
HECKOJBKUM JIOJDKHOCTHBIM JIMIIAM, OCHOBHBIM HCIIOJIHUTENEM SIBIISIETCA JIUIIO,
yKa3aHHOE B MOPYYEHUH IMEPBbIM, €CIIM HE OrOBOPEHO MHOe. EMy mpepocraBisercs
IIPaBO CO3bIBA COMCITOJIHUTENEH U KOOPJAUHALIMU UX PaOOTHI.

VYKa3zaHug MO MCHOJHEHUIO JOKYMEHTa IMPOCTABISIIOTCS MEXIY PEKBU3UTAMU
ajzipecaTta U TEKCTOM JIOKyMEHTA.

Honyckaercss odopMieHHE YyKa3aHUW 1O UCIOJIHEHUIO JOKyMEHTa Ha
OTHEJbHBIX JMcTax Oymaru (OnaHkax pesondtonuii). B 3ToM ciydae JHCTOK €
pe3oronuenl pyKOBOIUTENS ABJISIETCSI HEOThEMJIEMON 4acThbI0 OCHOBHOI'O JOKYMEHTA
Y CKPEIUISETCS C HUM.

4.3.18. OTmMeTka O KOHTPOJE 3a UCIOJHEHHEM JIOKyMeHTa 0003Hauaercs
oykBoit «K», cmoBom mnu mramnoMm «KOHTPOIB» B IPaBOM BEpXHEM YTy TOKYMEHTA.

4.3.19. OtmMeTka 00 HCHOJHEHUHM JOKYMEHTA W HAMpaBIICHUU €ro B JEJ0
COCTOMT U3 cJIOB «B 1e1o», B KoTopoe moMenaeTcsi JOKyMEHT, MOAMUCH UCTIOJTHUTENS
WM PYKOBOAUTEIIS CTPYKTYPHOTO MOAPA3ICNIECHUS U JaThl.

OtmeTKa 00 UCIIOJIHEHUU MOXET AOMONHATHCS MH(popMauelt 00 0COOEHHOCTAX
UCITOJIHEHUSI IOKYMEHTA.

4.3.20. OTmMeTka 0 KOH(PUACHIMAIBHOCTU MPOCTABISETCS Ha JOKYMEHTAaX,
cojiepKalux WHOOPMAIMIO, OTHOCUMYIO K CIYy)KEOHOM TaillHE WM K WHOMY BHUIY
KoH(uIeHunanbHol  uH(opManuu  (BUABI  KOH(PHUAECHIMATBbHONW  HMHPOpMaLUU
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ycraHoBieHsl Yka3zom I[lpesupentra Poccuiickoit ®@enepanuu ot 06.03.97 No 188
«OO0 yTBEepK/IEHUHU TEpeUHs CBEACHUN KOH(PHUACHUHMATBHOTO XapakTepa»). OTMmerka
0 KOH(UIEHIIMATFHOCTH Ha JOKYMEHTax, COAepXallux HHGOPMAIUI0, OTHOCUMYIO
K CIIyKeOHOH TaifHe, uMeeT BUJ « /{7151 ciry>keOHOTr0 MOJIb30BaAHUY.

OTMeTKa MPOCTaBIIAETCS B BEPXHEM MPABOM Y1y NEPBOTO JINCTA JOKYMEHTA U
MO>KET JTOTIOJHATHCS YKa3aHUEM HOMEpPA 3K3EMILISIpa TOKYMEHTA.

4.3.21. OrMerka O TIOCTYIUICHUH JOKYMEHTa COJCPXKHUT O4YepPEIHOU
HOPSAKOBBIM HOMEP U J1aTy MOCTYIUIEHUS JOKyMEHTa (IpU HEOOXOAMMOCTH — Yachl U
MUHYTHI).

JloryckaeTcsi MpOCTaBIATh OTMETKY O IIOCTYIUIEHMM JIOKyMEHTa B BHJE
HITaMIIa.

5. OcobeHHOCTH PabOThI C IIEKTPOHHBIMU IOKYMEHTAMU

5.1. DnexkTpoHHbIE JOKYMEHTBI CO3J1al0TCs, O0OpadaThIBAIOTCS M XPAHATCA B
cucteme «Jlemoy. JlokymenTsl, moctynaroriue u3 [IpaButenscTtBa PocToBckoit obmacTw,
AnvuHuCTpanuu AKCAaCKOro pailoHa pacIieyaThIBAIOTCA M IIOCJIE PETMCTpAlUd B
AnmuHHCTpauuu AKCaiiCKOro ropoJICKOro MOCEJIEHHUS MEPEeatoTCs Ha moAnuch [ nase
AKCalCKOTO rOPOACKOTO MOCEIECHUS.

5.2. [lonTBeprkIeHUE COOTBETCTBHUS PACIEYaTaHHOTO SJICKTPOHHOTO JOKYMEHTa
€ro 3JEKTPOHHOMY 00pa3y MOATBEPKIAaeTCs BU30M COTpPYJHHUKA, pacleydaTaBLIEro
JIOKYMEHT.

5.3. CocraBnenue, 0oQGOPMIICHHE M COIJIACOBAHME IPOEKTOB 3JIEKTPOHHBIX
JOKyMEHTOB OCYILIECTBJISIOTCS 110 OOLIMM IpaBHiIaM JeJIONPOU3BOJICTBA, YCTAHOBJIECHHBIM
B OTHOIICHWM AHAJIOTMYHBIX JOKYMEHTOB Ha OYMa)XHOM HOCHUTENE. DJIEKTPOHHBIN
JOKYMEHT JTOJDKEH UMETh PEKBU3UTHI, YCTAHOBJICHHBIE JIUI aHAJIOTMYHOIO JOKYMEHTa
Ha OYMa)KHOM HOCHTEJIE, 32 UCKIIFOUEHHEM OTTHUCKA MEYaTH.

54. Jlnd TOATBEPXKIEHWS]  TOUIMHHOCTH  JJIGKTPOHHBIX  JOKYMEHTOB B
AnMuHHACTpaMi AKCaliCKOro rOpOICKOro MOCENeHUs uenoib3yrores Jl1.

6. [lonroroBka u opopmiieHHE MPaBOBLIX aKTOB

6.1. Tlopsimok TOATOTOBKM, W3MaHUS W pabOTBI C TIPABOBBIMH  aKTaMH
AJMUHHCTpaAIMd ~ AKCaliCKOrO TOPOJICKOTO TOCENEHUsl (ajiee — TpaBOBOM  aKT)
omnpeseneH PermamenToMm AIMUHUCTpPAIINH.

6.2. TpeboBanus kK 0hOPMIICHUIO POEKTOB MTPABOBBIX aKTOB.

6.2.1. [Ipu opopmieHNN TPOEKTOB MPABOBHIX AKTOB UCIOJIb3YIOTCS CIEAYIOIINE
PEKBHU3UTHI:

I'ep6 AkcaificKOro ropoJcKoro moceIeHus;

HAaUMEHOBaHWE OpraHa UCITOJIHUTEIILHON BJIaCTH;

JOJDKHOCTB JIMIIA, TIOIMMUCABIIETO JIOKYMEHT;

MOJIMTACH JTOJDKHOCTHOTO JINIIA;

BU/I TOKYMCHTA,

MECTO COCTaBJICHUS WU U3JaHUS JOKYMCHTA,

JaTa JIOKYMEHTa;

PETHCTPAIMOHHBIA HOMEP JTOKYMEHTA;

HAaWMEHOBAaHUE JJOKYMEHTA;
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TCKCT JOKYMCHTA,
OTMCTKA O HAJIMYUH HpI/IJ'IO)KeHI/II\/'I;

OTMETKa 00 HWCHONHHUTENE (IOJDKHOCTHOE JIMII0 WM  CTPYKTYPHOE
No/Ipa3/ieJIeHUE, BHECUIEE MPOEKT).

6.2.2. IIpoexThl MPaBOBBIX aKTOB JOJHKHBI OTBEYATh CICAYIOIIUM TPEOOBAHUSIM:

OBITh TINATEILHO OTPEJAKTUPOBAHHBIMU, WMETh KpaTKOE, SCHOE M YETKOE
U3JI0’KEHUE CYIIECTBA BOMPOCA, UCKITFOYAIOIIEE BO3MOKHOCTD JIBOSIKOTO €r0 TOJIKOBaHUS,
C 4ETKO c(pOopMyIMPOBAaHHBIMU U OOOCHOBAHHBIMHU LIETISIMU U 3a/1a4aMU;

coziepKaTh KOHKPETHBIE TPEUIOKEHUs1, 00ecTieYeHHbIE HEOOXOIMMOM MaTepUaIbHO-
TEXHUYECKON 0a3zol, PUHAHCUPOBAHHEM W HMCKIIOYAIOIIME HEOOXOJIMMOCTh BBIITYCKa
JOKYMEHTOB B JOTIOJIHEHHE WJIH U3MEHEHUE OCHOBHOTO;

COJIEPKATh YKa3aHUsI KOHKPETHBIM UCIIOJIHUTEISIM, PEAJIbHBIE CPOKU UCIIOJIHEHHS.

[IpoekT mpaBOBOTO aKTa JOJDKEH COJEpKaTh TAKXKE IYHKT O BO3JIOKEHHH
KOHTpOJISI 332 WMCHOJIHEHHMEM JOKYMEHTAa Ha 3aMmecTuTens [aBel AJMUHHCTpaUnH
AKCalCKOTO TOPOACKOIO IOCENEHUsI, PYKOBOAMTENEH CTPYKTYPHBIX MOJIPA3ICICHUN
AJIMAHHCTpann AKCanckoro TOPOACKOI0 IIOCEJICHNUS, PYKOBOIUTENEH
MYHULMIIAIBHBIX NOPEINPUATAN WA  YUYpEKICHUW. VICKIIIOUeHusT COCTaBISAIOT
JOKYMEHTBHI 10 BOIIpOcaM, HE TpeOyroUMM OOIIEro KOHTPOJs, B YacCTHOCTHU:
Ha3HAYCHUE Ha JOJDKHOCTb, YBOJIBHEHME, IOOLIPEHUE, OTIYCK, KOMaHIMPOBAHUE,
YTBEPKIAEHUE IITATHOI'O PACIMCaHus, IPUCBOCHUE IIOYETHOI'O 3BAHUSA U T.II.

TekcT mpaBoOBOIO aKTa, KaK MPaBWIO, COCTOUT U3 ABYX YaCTEW: KOHCTATUPYIOLIEH
(mpeaMOyJibl) ¥ IOCTAHOBIISIOMIEH (PACTIOPSIUTEIHHON).

B koHcTatupyromieii 4acTu KpaTKo H3JIAraroTcs Ield W 3aj]add, (QakTbl U
COOBITUS, TOCIYXHUBIIME OCHOBaHMEM JJs H3AaHUS JOKyMeHTa. OHa MOXeT
HAYMHATHCS CIIOBAMHU «B LEISAX», «B COOTBETCTBHM», «BO HCIOJHEHHE» W T.I. Ecnn
JOKYMEHT M3/1a€TCsl HA OCHOBAHUM JPYIOTO TOKYMEHTA, TO B KOHCTaTUPYIOIIEH YaCTH
YKa3bIBAaIOTCS: HAMMEHOBAaHWE BHUAA JOKYMEHTAa B COOTBETCTBYIOIIEM IANIEKE, €0
J1laTa, HOMEpP U 3aroJOBOK.

Ecnu npuHMMaemblii TOKYMEHT OTMEHSET paHee W3JAHHBIM JTOKYMEHT WIH
KAKHE-TO €ro IMOJIOKEHUS, TO OJWH W3 IYHKTOB PACIOPSAUTENBHOM YacTH TEKCTA
JOJDKEH COJEpXaTh CChUIKY Ha OTMEHSEMbId JIOKYMEHT (IYHKT JOKYMEHTa)
C YKa3aHMEM €ro JaTbhl, HOMEpa M 3arojioBKa. TeKCT IyHKTa JOJKEH HA4YUHATHCS
cinoBamu «IIpu3HaTh yTpaTUBIIUM CHITY...».

6.2.3. JlokyMeHTHI (IpOTrpaMMBbl, TOJIOKEHHUSI, TUIAaHbI, HOPMBI U T.II.), KOTOPBIE
IIPEAJIAracTCsl YTBEPANUTD MOATOTABIMBAEMBIM ITPOEKTOM IPABOBOIO AKTA, MPUJIATAKOTCS
K JTaHHOMY IIPOEKTY.

[TpoeKThbI IPaBOBBIX AKTOB, CBSI3AHHBIC C BBIJICTICHUEM OFOJIKETHBIX ACCUTHOBAHUH,
a TaKkKe BJEKyIIHe 3a cOo00il He MPEeayCMOTPEHHBbIE HAa TEKYIIUWA TOJA PAcXoAbl W3
Oro/KETa, BHOCSITCS C MOSICHUTEIIBHOM 3alMCKOM, coJiepKalie He00X0IMMbIE PacueThl,
00OCHOBaHUSI M MPOTHO3bI COLMAIBHO-DPKOHOMUYECKUX M HMHBIX MOCIEICTBUA HX
peanu3anuu.

6.2.4. [IpoekT mpaBoOBOro aKkTa Mo UCHOJHEHUIO (PeiepaibHOTO 3aKOHA, TPABOBOTO
akta IIpesmpnenta Poccuiickon ®@enepauuu, noctaHoBieHus I[IpaBurenbcTBa
Poccuiickoit denepannu uiam mpaBoBoro akta PocToBckoi 00J1acTH, TOCTAHOBJIEHUS
WU pacnopsbkeHus AJMUHHUCTpalMM AKCalWCKOro pailoHa [OJKEH COAEpPKATh
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CChUIKY Ha HMX. [Ipum mepBOM ynmOMHMHAaHWU MPABOBOTO aKTa yKa3bIBAIOTCS €r0 BHJ,
naTa, HOMEp W TMOJHOe Ha3BaHue. [Ipu MOBTOPHOM YHNOMHHAHUHU AOMYCKAaeTCs HE
yKa3bIBaTh Ha3BaHUE IIPABOBOTO aKTa.

Hanpumep:

MOJIHOE HauMeHoBaHue — yka3 ['yoepHaTopa PocToBckoit ooiactu ot 20.09.2011
Ne 23 «O6 o6bsiBnennu bnarogapunoctu ['ybeprnatopa PoctoBckoit o6mactiy;

COKpallleHHOe HamMeHOBaHHWe — Yyka3 ['yOepHatopa PocToBckoit o6mactu
ot 20.09.2011 Ne 23.

PexkBu3nTHI eiepabHBIX B 00JIACTHBIX MPABOBBIX aKTOB B OJHOM JOKYMEHTE
oOpMIISIFOTCSI € TMHOOOPA3HO.

6.2.5. B mpoekTax npaBoBBIX aKTOB yIOTPEOIAIOTCS OQHUIMATbHBIE HAMMEHOBAHUS
OpPraHoB W opranu3anuii. [Ipyu mepBoM ymoMHHaHUU 1O TEKCTY MUCIOIB3YETCS MOJHOE
HAaMMEHOBAHUE, B TIOCTICAYIONINX — JIOMYCKAETCsl COKPAIEHHOE.

6.2.6. Ilpu MoOATrOTOBKE MPOEKTOB MPABOBHIX AKTOB MPHUMEHSETCS Mporpamma
Microsoft Office Word. B gokymenTtax mcmnonb3yercs mpudt Times New Roman,
HauepTaHue — OObIYHBIN, pasmepoM 14 nit (mpu oopmiieHHH TadbIuUIL Jomyckaercs 12 nr);
OJIMHAPHBI MEXCTPOUHBI HMHTEPBal, BbIpAaBHHBaHHWE a03ala — MO MIMPUHE C
OTCTYIIOM MepBoOii cTpoku 1,25 cMm.

Y cTaHaBIUBaIOTCS CIAEAYIOUIUE MO TOKYMEHTA:

JIJTsl KHUKHBIX TTapaMeTPOB CTPAHUITBI:

BepxHee — 1,25 cm;

jIeBoe — 2,3 ¢Mm;

npaBoe — 1,5 cmM;

HIDKHEE — 2 CM.

J171st anbOOMHBIX TTApAMETPOB CTPAHUIIBL:

BepxHee — 2,3 CM;

JIeBOE — 2 CM;

npaBoe — 1,5 cm;

HmwxHee — 1,5 cm.

6.2.7. IIpoekT mpaBOBOTO aKTa H TMPWIOKEHHs K HEMY HUMEIOT OOIIyIo
HyMEpaIMIO CTPaHUIl, HauYMHas ¢ nepBoil. HoMmepa ctpanull pacmoiaratorcsi B mpaBoM
HIKHEM YTy TOKYMEHTA.

Jlata mpaBOBOTO aKTa OTHESIETCS OT HAMMEHOBAHMS BUAA aKTa, KaK MPaBUIIO,
MEXCTPOYHBIM MHTepBajoM 13 nt, oopmisieTcss mubpoBbIM CIOCOOOM, TMeYaTaeTCs
mpupToM pazmMepoM 14 0T LEHTPUPOBAHHBIM CIIOCOOOM, MPOCTABISIETCS IOCTE
MOJIMTMCAHUS aKTa MPHU €r0 PErUCTPAIUH.

Homep mneuaraercs apabckumu 1udpamMd M COCTOMT H3 3Haka «No» W
HOPSAKOBOrO HOMEPA, IPUCBAEMOI0 IPABOBOMY aKTYy MPU PETUCTPALIUU.

Mecto uznanus (r. Akcail ) otaensercss oT pekBU3UTOB «J[lata» u «Homep»
MEXCTPOUHBIM HMHTEpBaJOM 13 IT U oQopMiIsieTcss LEHTPUPOBAHHBIM CIOCOOOM,
nevaTaeTcs mpudrom 14 mr.

6.2.8. 3aronoBok B KpaTKoil (hopMe OTpakaeT CoAEepKaHUE IPABOBOTO aKTa.

3aroJI0BOK IeyaraeTcsi ¢ MPOMUCHOM OyKBbI, uepe3 | MEeXCTpOUHBIM MHTEpBAJ,
BBIJICIISIETCSI TIOMY>KHUPHBIM HIPUGPTOM U OPOPMIISICTCA IO IIUPUHE CTPAHMIIBI HaJ
TEKCTOM IIEHTPUPOBAHHBIM crtocoOoM. Todka B KOHIIE 3aroJIOBKa HE CTaBUTCS.

3arojl0BOK MOXET 3aHUMATh JI0 5 CTPOK.

6.2.9. TekcroBas yacTh MIPOEKTA OTIENAETCS OT 3arojioBka 1 — 2 MEXCTPOYHBIMHU
WHTEpBAJIAMHU.
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TexcToBast yacTh MoOApa3AEAETCS Ha KOHCTATUPYIOIIYIO YacTh — MpeamOyity H
MOCTAHOBJIAIONIYIO (B YKa3€, paclopshHKeHUH — PacopsIUTENbHYI0) YaCThb.

[IpeamOysia B NOCTaHOBJIEHUSIX AJIMUHHUCTpAaUUMM AKCalCKOrO TOPOACKOIo
nocenenns 3aBepuiaercs  ciioBoM «ITOCTAHOBJISIET:», kotopoe mnedaraercs
MOJTY>KUPHBIM IPUQPTOM 3arjlaBHBIMU OYKBaMHU.

[lynkTel B TekcTe HyMepyloTcs apabckumu nudpamu. IIyHKTBI MOTyT
NOJIpa3AeNAThCA Ha MOAMYHKTHI, KOTOPhIE HyMEpYIOTCS apabckumu nudpamu uepes
TOYKY WJIM CTPOYHBIMH OyKBamMu pyccKoro ajndaBuTa co CKOOKOH.

[TpunoxxeHus K MpoekTy opopMIIAIOTCA B COOTBETCTBUU ¢ noanyHkToM 4.3.10.
Hacrosmen MacTpykuumu.

6.2.10. Iloanucek otnensieTcss OT TEKCTa TPEMsSI MEKCTPOUYHBIMU MHTEPBATAMH.
CrnoBa «['maBa AkcailCKOTO TOpOACKOTO MOCEJICHUS» MeYaTaloTCsa B JIBE€ CTPOKH Yepe3
1 mexcTpounblii  uHTepBas. (CroBa  «AKCaCKOTO  TOPOACKOTO  MOCEICHUS»
neyaTaroTcs OT JIEBOM IpaHMIbI TEKCTOBOrO MOJIs, a clI0BO «IJ1aBay BbIpaBHUBAETCSA
10 LEHTPY OTHOCHUTEIBHO ATHX CJIOB. MHHUIMANEl U aMuiIus meyaTaroTcsi OT MpaBoi
TPAHMIIBI TEKCTOBOI'O MOJIA

['maBa
AKCalCKOTro ropoACKOr0 MOCENECHUS Nunnmanel, Gamunms

6.2.11. B mpuioxeHusx K TMPaBOBbIM aKTaM [MOMENIAIOTCS IOJIOKEHUS,
peryiaMeHThl, MEepPeYHH, CIUCKH, Tpaduku, TaOIuIbl, O0pas3ibl JOKYMEHTOB U JIp.
[IpumnoskeHust BUBUPYIOTCS UCTIOJTHUTENIEM U PYKOBOAUTENIEM CTPYKTYPHOTO MOJIPA3ACICHUS,
BHecmiero  mpoekT. Kaxpoe  mpuwiokeHue — moAmnucbiBactcs — [maBod  wid
YIIOJTHOMOYEHHBIM MM JIUIIOM.

[Tapamerpsl moneit, dopmar mpudta u abd3aneB NPUIOKEHUN HICHTUYHBI
pasmepaMm, MPUMEHSEMbIM IPHU TE€YaTaHUM TEKCTa MpoekTa. B Tabmuuax u cxemax
JIOTTyCKAeTCs UCIOJIb30BaHUE MIpU(Ta MEHBIIIETO pa3Mepa.

Kaxxnoe npunoxkenre K IpoeKkTy opopMIIIETCA C HOBOM CTPaHHULIBI.

Ha nepBoii crpanuile nmpuioxkeHusi meuyataercsi ciaoBo «lIpuoxenuey», HIKe
JlaeTCsl CChUIKA Ha IPaBOBOM akT. Bce cocTaBHbIE YacTH PEKBU3UTA M€UATAIOTCS Yepes
1 MEeXCTpOUYHBIM HWHTEpPBAJI, pACMOJAraloTCs € OTCTYNIOM OT JIEBOH TIpaHUIIbI
tekcTtoBoro mons (11 cM — mpu KHIDKHBIX Mapamerpax crpaHwibl, 19 cm — mpu
aTbOOMHBIX) W BBIPABHUBAIOTCS MO HEHTPY. [Ipy HAIMYUK HECKOIBKHUX MPUIOKEHUN
OHM HyMEpPYIOTCSl apaOCKuMU IudpaMu ¢ UCTIOJIb30BaHUEM 3HaKa «Noy.

Hanpuwmep:

[Tpunoxxenue Ne 1
K ITOCTAHOBJICHHUIO
AnmuHucTpanuu AKCanckoro

TOPOJCKOTO MOCETIEHHUS
ot 15.09.2013 Ne 257

3arooBOK K TEKCTY MPWJIOKEHHS pacroyiaraercs mo mneHtpy. IlepBoe cioBo
Bbiensiercs nponucHeiMU OykBamu (IIOJIOKEHUE, ITEPEYEHD u T1.1.).

Pasnensl B MpUIIOKEHUSX HYMEPYIOTCS apaOCKkumu udpamu, a moapaszelbl,
MYHKTHI ¥ TOJAMYHKTH — apabCKkuMu 1udpamMu ¢ 100aBOYHBIM HOMEPOM 4Y€pe3 TOUKY
(mammpumep, 1.2; 4.2.11). Hymepariust HoaMyHKTOB, CoAepsKalias B Homepe 0ojiee Tpex
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yucel 4epe3 TOUKy, He pekoMmeHayercs. Ha3aHus pas3ienioB pacrnojararoTcst 1o
LEHTPY, TOYKA B KOHIIE HE CTABUTCSI.

TekcT mpuiokeHuss MOXKET ObITh OQOpPMIIEH B BUAE TAONHIBI WM CXEMBI.
3aronoBku rpad TabmuIbl cleAyeT NHcaTh B EIWHCTBEHHOM uyucie. B KoHie
3arojioBKka Touka He crtaBuTcs. [lom3aronoBku rpad, e€ciu OHU TPaMMATUYECKU
COrJacoBaHbl C 3arojIOBKamMH, MHIIYTCS CO CTpoyHOl OykBbl. CokpamieHus
B 3aroJIOBKax M IMOJ3arojioBKax HE JOIYCKAaOTCS.

Ecnu tabnuily mevararotr Oosiee ueM Ha OAHOW CTpaHMIle, TO Tpadbl TaOIUIBI
JOJDKHBI OBITh TPOHYMEPOBAHBI M Ha CJIEAYIOIIUX CTPAaHULAX B 3aroJioBKax
[I€YaTalTCs TOJIBKO HOMEpa 3TUX rpad.

3arojIoBKM CTPOK MUIIYTCS C MPOMUCHOM OyKBbI, 3HAKU MPENUHAHUS CTABATCA
TOJIBKO BHYTpH Iipemiokenus. [locie cnos «Htoro», «Becero» nsoerourie He CTaBUTCS.

B Tabmunax He NOJDKHO OBITH MyCThIX rpad, Hynaed. [Ipu oTcyTcTBUM TeKcTa
WIM IMQp B HUX CTABUTCA MO LEHTPY 3HaK THpe «—». He nomyckaercs 3aMeHSTH
TIOBTOPSIFOLITUIACS TEKCT 3HAKOM «—//—».

[Ipn Hammuuu rtpadbl «IEPUOI» WIH «CPOK» Tabnuma odopMiseTcs B
XPOHOJIOTMYECKOW  ITOocienoBareapHoCTH. Ilox  «mepuomom»  MoApa3syMeBaeTCs
MPOMEXYTOK BpeMeHH, Hanpumep: sitHBapb 2013 r. — utonp 2014 1. Ilon «cpoxom»
PEKOMEHAYETCSl yKa3blBaTb KOHKPETHYHO Jary, Hampumep: | suBaps 2013 .
[Ipu ynorpebnennn nEpHOJAa BpPEMEHH NPOJOJDKUTEIBHOCTHIO B IOJIHBIA
KAJICHOAPHBIA TOJl CIOBO «rOJ» NHUUIETCS MOJIHOCTBIO, Hampumep: B 2009 rony.
[Ipyn ykazaHuM nepuoaa B HENOJHBIM KaJIEHAAPHBIA TOJ IHUIIETCS «T.», HAIpUMED:
5 ssaBaps 2013 r.

He nomyckaercs Hanuuue «CKpBITBIX» (OPMyd B 3JIEKTPOHHOM JOKYMEHTE
IIPaBOBOT'O aKTa.

6.2.12. CornacoBanue MpoeKTa MpaBOBOTO akTa 0(hOPMIIIETCS BU30M, BKITFOUAIOIICH
JOJKHOCTh BU3HPYIOLIETO, JUYHYIO MOJAIUCH, pacIn(PpOBKY MOANUCH U AaTy. Bussl
MPOCTABIIAIOTCS HA JIMIEBOM CTOPOHE TMOCIEAHEr0 JIMCTa MEPBOr0 AK3EMIUIIpa
(MOAJIMHHUKA) MPOEKTa IPaBOBOIO akTa B HIKHEH €ro 4acTu WM Ha JIUCTE
COrJIaCOBaHMUSI.

[Topsinok coriiacoBaHus MPOEKTOB MPABOBBIX aKTOB YTBEPKIEH PermameHToM
AJIMUHHCTpAaIUH.

CornacoBaHue MPOEKTOB IMPABOBBIX AKTOB NMPOU3BOJAUTCSA KaK Ha OyMa)KHOM
HOCUTENe, TaKk W (MpU HEOOXOJUMOCTH) B cuUcTeMe «J/leno» B perucTparimoHHOM
KapTouke npoekra qokymenTa (nanee — PKII/I) ¢ npumenenuem OI1.

[Tpu HamuuuM y auna, BUBHPYIOIIEro MPOEKT, 3aMedaHust (0cO00T0 MHEHUS) OH
nienaer 00 3TOM COOTBETCTBYIOILIYIO 3allMCh Ha JIMCTE corjacoBaHus. Hampumep, «c
3aMEYaHUSIMM.

3ameuanus (0cob0e MHEHHE) N0 MPOEKTY, KaK MPaBUIIO, U3JIaratoTcsl OTAEIbHO
Y IPWJIAraroTcs K NPOEKTY MPaBOBOrO AKTA.

6.2.13. TexcTsl TPABOBBIX AaKTOB AJIMUHUCTpAlMM TI€YaTaloTCs Ha OJaHkax
YCTaHOBJIGHHOT'O o0pasiia B 0011IeM OT/iee.

6.2.14. Peructpamusi NOAMNHCAHHBIX IPABOBBIX aKTOB MPOU3BOAMTCS Ha
OyMakKHBIX HOCUTEIISIX.

6.2.15. TupaxxupoBaHue OyMaXHbIX KOIUHN MPAaBOBBIX AKTOB 00ECIIEUMBAETCS B
obmeM  otraene  AJIMUHUCTpPAllMM,  paccbulka  OyMaXHBIX  DK3EMILUISIPOB
OCYLIECTBIISIETCS yepe3 cekpeTaps [ naBel AKCaliCKOro rOpOICKOro NOCEIEHUS.

6.2.16. Paccbuika OyMaXHbBIX W 3J€KTPOHHBIX KOIMUI JOKYMEHTOB OCYILECTBIISIETCS
HE 1No37Hee 4yeM B 3-IHEBHBIA CPOK MOCJE MOJIMUCAHUS, B OTAEIbHBIX CIy4asx, MO
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COTJIaCOBaHUIO C HAYaJIbHUKOM OOIIEro OT/eNa, — B 9-IHEBHBIN CPOK, B (efiepalibHbIe
OpraHbl, MyHULIMITAJIBHBIE YUPEIKICHHS — €KEHEAEIBHO.

[IpaBoBbIE aKThl, U3MEHSIONIUE WM JOMOJIHSIONIUE pPAHEE MPUHSTHIE AKThI,
00s3aTEIbHO HAMPABIAIOTCS BCEM YUPEKIACHUSM M OpraHU3alusM, KOTOPHIM
pacchUIaINCh NEPBOHAYAIBHO 3TH AKTHI.

ONEeKTpOHHBIE KOMHHM NPABOBBIX AaKTOB pPACCHUIAIOTCA OOIIMM OTIEIOM B
COOTBETCTBHH C JINCTOM PACCHIIKH B JIEKTPOHHOM BUJIE.

6.3. OcHoBHbIe TpeOOBaHUS K OGOPMIICHUIO U PETUCTPALUMU MPOEKTOB PEIICHHIA
CoOpanust nermyTaToB AKCaiiCKOT0 rOpOICKOT0 MOCENICHUS.

6.3.1. [lopsmoK MOATOTOBKH, COTJIaCOBaHMS (BU3WPOBAHMS) W BHECCHHUS PEIICHUN
0 WHUIMATUBE AJMUHUCTPAUUH AKCAHCKOTO TOPOJCKOTO moceneHus: U [aBel
AKCaliCKOTO TOpPOJCKOrO0 TMOCEJICHHsl ompenaesieH PeriameHToM AJIMUHHCTpAIIUU
AKCaiCKOT0o rOpoACKOr0 MOCEJICHHUS.

6.3.2. lns peructpamuu npoekta Pemenwnst CoOpaHusi IemyTatoB B OOUTUH
oTnen (nanee — CeKTOp) MOJDKHBI ObITh MpeACTaBiIeHbl HA OyMa)KHOM HOCHUTENE U B
AJIIEKTPOHHOM BHJIE:

OCHOBAHUE JIJIsl IOJATOTOBKHU PEUICHUS (COMPOBOIUTENBHOE MHCHMO);

TEKCT PEIICHHUS C YKa3aHUEM Ha TUTYJIBHOM JIUCTE B IPABOM BEPXHEM YIIIy
mpudrom 12 nr cyOobekta mpaBa WHUIMATUBBI B COoOpaHMU JEMyTaroB AKCaCKOro
TOPOJICKOTO ToceneHus: [ 1aBa AKCaiiCKOro ropoACKOrO MOCEICHNS WA AJIMUHUCTPALIHS
Akcaiickoro ropoxackoro mocenenusi, Hampumep: «IIPOEKT Baecen ['naBoit
AKCalCKOTO TOPOACKOIO IOCEJICHHs], TTOATOTOBIEH (YykaszaThb
HAaUMEHOBAaHHUE CTPYKTYPHOIO IMOJpa3lelieHuss AIMUHHUCTpalMu  AKCailCKOro
TOPOJICKOTO TIOCEJIEHUs, OTBETCTBEHHOTI'O 3a pa3padOTKy pEeLICHUs )»;

MOSICHUTENbHASL ~ 3allUCKA K TPOEKTYy PEUICHUs, COJEpXkKallas  IpeaMeT
peryIupoBaHusl, U3JI0)KEHUE KOHLIEIIIUH, a TaKKe 000CHOBaHHE HEOOXOJIMMOCTH €To

IIPHUHATHA,
IICPCUYCHb IIPABOBLBIX A4KTOB, IIOJICKAINUX IIPU3HAHUIO YTpAaTHUBIOUMHU CHITY,
IMPHUOCTAaHOBJICHHIO, HU3MCHCHUIO, JOITIOJTHCHHUIO 500041 IIPHUHATHIO

B CBSI3U C IPUHATHEM JJAHHOTO 00JIACTHOTO 3aKOHA;

(UHAHCOBO-2KOHOMHUYECKOE O0OCHOBaHME (B CiIydyae BHECEHHUSI TMPOEKTa,
peanu3aius KOTOporo noTpedyeT MaTepualibHbBIX 3aTpar).

7. briaHKM TOKYMEHTOB

7.1. B AnmunucTpanuu AKCACKOTO TOPOJCKOTO TMOCENIEHUsI HCIOJIb3YIOTCS
OJIaHKM MKCEM, HampaBliieMble B 100011 anpec Poccuiickoit @enepanuu.

7.2.Ha Omamkax ApjMuHHCTpamud — AKCaiiCKOTO  TOPOJCKOTO  TOCEIICHHUS
MPUMEHSIIOTCS PEKBU3UTHI B COOTBETCTBUM € TTOAITYHKTOM 4.3.1 MHCTpyKIHH.

7.3. JIokyMeHTbI AJIMUHUCTpanuu o opMIISIOTCS Ha OJaHKax,
W3roTaBIIMBaeMbIX Ha Oejior Oymare gopmara A4 (210 x 297 mm), A5 (105 x 148 mm).

74. B memax oOecrneueHus JIEATSIBHOCTH AJIMHHHCTpPAIUU ITPHUMEHSIOTCS
cienyrone OJIaHKu:

0JIaHK TTOCTAHOBJICHUS] AJIMUHUCTpAIIMK AKCAliCKOTO TOPOJICKOIO MOCEJICHHUST,

OJIaHK pacropspKeHHSI AIMUHUCTPAIMA AKCAaHCKOTO TOPOJICKOTO MOCEIICHUS;

OJlaHK A IMHHHCTpAIi AKCalCKOTO TOPOACKOT0 nmocesieHus (OJ1aHK TMChMa);

OJIaHK KOHKPETHOTO BHUa JIOKYMEHTa, KpOME MTHUChMa.

7.5. B mepemnucke MeXay CTPYKTYPHBIMHU TOJPA3ACICHUSIMU A TMUHHUCTPAIUH,
KaK TIPaBWIIO, OJIAaHK HE UCTIOIb3YETCSl.
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7.6.bnaHku  JOKYMEHTOB, TpPUMEHAE€Mble B AJMHHUCTpALMM, JIOJDKHBI
UCTOJIb30BATHCS CTPOTO IO HA3HAYEHHI0O U 0€3 COOTBETCTBYIOILEIO pPa3perIeHus
HE MOTYT NIepeaBaThCs APYTUM OPraHU3ALMAM U JTUIAM.

7.7. O6pa3ipl 0;1aHKOB pa3paldaThIBAIOTCS OOIIMM OTIEIOM, COTJIACOBBIBAIOTCS
c I'maBoit Akcaiickoro ropojckoro moceneHus. IlepedeHp 071aHKOB, MPUMEHSIEMBIX B
HEJSIX 00ECTIEYeHUS IESITeNbHOCTH AIMUHUCTPAMU AKCaiiCKOTO TOPOICKOTO TIOCEIEHHUS,
YTBEPKIACTCSI HACTOSIIIMM PACTIOPSKEHUEM.

7.8. CtpykTypHbIE NIOJIpa3aeaeHuss AIMUHUCTPALIMYA IPU HAIIPABJICHUU MHCEM,
KaK [paBWJIO, HWCHONB3YIOT OJaHK «AJMUHHCTpAIUs AKCACKOTO TOPOJCKOTO
MIOCETICHUS.

3asiBKM Ha BbIJady OJIAHKOB NOJAIOTCA B OOLIMI OTAEN HE MO3JHEE 4YeM
3a 2 He/IeM JI0 pacxojia paHee NOJyYEeHHBIX.

7.9. Beenenue B oOpalieHre MO Mepe HEOOXOAMMOCTH HOBBIX OJIaHKOB
JOKYMEHTOB OCYIIECTBIISIETCS MO pa3pelieHuio (mopydeHuro) ['maBel Axcaiickoro
ropoackoro noceneHus. COOTBETCTBYIOIIME MPEAJIOKEHUS MOXKET BHOCUTHCS
3amecturesieM I aBbl.

8. OcobeHHOCTH MOATOTOBKU U 0OPMIICHUS
OTJICIBHBIX BHJIOB JIOKYMCHTOB

8.1. ITpoTokou (mpuioxkernue Ne 2).

8.1.1. [IpoTokoa cocTaBiseTCs Ha OCHOBAaHWM 3alKCEH, MPOU3BEICHHBIX BO
BpeMs 3aceqaHusl (COBEIaHus), MPEACTaBICHHBIX TE3UCOB JOKIAJI0B U BBHICTYIUICHUH,
CIIPABOK, MPOEKTOB pEIIeHUH U T.M. Marepuanbl K OOCYXICHUIO MPEACTABISIOTCS
CTPYKTYPHBIMHM TIOAPA3JCICHUIMH OpraHa WCIOJHUTEIbHOW BJIACTU W JPYTUMHU
OpraHu3alusIMH, Ha KOTOpbIe BO3JI0KEHA UX MOJrOTOBKA, HE mo3aHee yeM 3a 10 qHei
JI0 J1aThl, MPETyCMOTPEHHON IUTAaHOM paboOThl KOJUIerHabHOro oprana. CnpaBKu
MOJIUCHIBAKOTCA PYKOBOAUTEIAMU MOIPA3ACICHUN UCITOTHUTEIIEH.

3amucu Bo BpeMmsl 3acejaHusi, COOp MaTepHajioB U MOATOTOBKA TEKCTAa BO3JIAraroTcs
Ha CEeKpeTapsd KOJUIETHAIBHOTO OpraHa WIH COTPYJHHUKOB TOApa3AeJICHUM,
TOTOBUBIIUX BOMPOCHl K O0OCYXJeHHIO. [IpOEKThI COOTBETCTBYIOIIUX MyHKTOB
MPOTOKOJIA BUBHPYIOTCS MOAPA3AEICHUEM, OTBETCTBEHHBIM 3a MTOATOTOBKY.

8.1.2. TlonnMHHUKHA TOKYMEHTOB MO BOTPOCaM, PACCMOTPEHHBIM Ha 3aCeJaHuH,
HaIMpaBJISIIOTCS I TOJIIMBKA B JEJO0 B TOApPa3ciCHUE-UCTIOTHUTEIh BMECTE
C BBIITUCKOM U3 MPOTOKOJIA O MIPUHATHIX PEIICHUSX.

Ha npotoxose, conepxaiiemM WHGOpMAIUIO OTPAHUYEHHOTO PACIIPOCTPAHEHUS,
MPOCTAaBIIAETCS MOMETKA «J1J1st ciTy>keOHOr0 MOJIb30BAHUSY.

8.1.3. TekcT mpoTOKOIa, KaK MPABUIO, COCTOMT W3 JIBYX 4YacTeil: BBOJHOU U
OCHOBHOM.

Bo BBOIHO# YacT 0OPMIISIOTCS CIEIYIONNE PEKBU3UTHI:

npejacenaTenb WK NpeAce1aTebCTBYIOIINT;

CEKpEeTaph;

MPUCYTCTBOBAIM — CIIMCOK MPUCYTCTBOBABLIMX WJIM OTCHUIKA K MPHUIIATa€MOMY
CIIUCKY NMPUCYTCTBOBABIIIUX;

MOBECTKA JHS;

MepeYeHb PacCMaTPUBAEMbIX BOMPOCOB, IEPEUYUCICHHBI B TMOPSAKE HX
3HAYMMOCTH, C YKa3aHHEM JIOKJIaluMKa IO KaXJIOMY pacCMaTPpUBAEMOMY IYHKTY
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MOBECTKHU AHs. Bompockl moBecTku AHS GopmMynupyrorcs ¢ npeaiorom «O» («O6»),
NeyaTaroTCs OT TPaHUIIbI JIEBOTO MOJISL U HYMEPYIOTCS apaOCKUMU U pamu.

OcHOBHAas 4acTh MPOTOKOJIA COCTOUT U3 Pa3/iesioB, COOTBETCTBYIOIIMX MYHKTaM
MOBECTKH JTHA. TEKCT KaXKJI0ro pa3aena CTPOUTCS MO CXEME:

CJIYIIAJIN — BBICTYIIUJIN — ITOCTAHOBWJIN (PELLJIN).

OcHOBHOE coOfep)KaHWE JAOKJIAJ0B M BBICTYIUICHHI BKJIIOYAETCS B TEKCT
IIPOTOKOJIA MJIM MPUJIAraeTcs K HEMY, B ITOCJIEIHEM CIy4yae B TEKCTE JEJIAETCS CHOCKA
«TekcT BbICTyIUIEHUS TTpriiaraeTcs». [locTaHoBieHne (pelieHue) B TeKCTe MPOTOKOJIa
NIeYaTaeTCsl MOJHOCTHIO, IPU HEOOXOAUMOCTH MPUBOAATCS UTOTH TOJIOCOBAHMSA: «3a — ...»,
IPOTHUB — ..., BO3JAEPKAIOCH — ...».

JlomyckaeTtcsi ¢opMa COCTaBJICHHS MPOTOKOJA, MPU KOTOPOH (UKCHUPYIOTCA
TOJIBKO MPUHATHIE TOCTAHOBJIEHUS (PELIEHHUS) 10 COOTBETCTBYIOIIUM BOIIPOCAM.

8.1.4. IIpoTokoamM NMpHCBaUBAIOTCS MOPSIKOBBIE HOMEPA B Tpe/ieiax KajJeHIapHOTo
ro/ia OTAEIBHO MO KaXI0M TPyIIIe MPOTOKOJIOB: TPOTOKOJIBI TEXHUYECKUX, HAYYHBIX U
DKCHEPTHBIX COBETOB M JIp. [IpOTOKOJIBI COBMECTHBIX 3ac€JaHUll MUMEIOT COCTAaBHBIC
HOMEpa, BKIIIOYAIOIIUE MOPSAIKOBbIE HOMEpa IPOTOKOJIOB OpraHU3alfil, IPUHUMABIINX
y4acTHE B 3aCEaHUM.

K HOMepam IpOTOKOJIOB U PEIICHUI MOTYT MPUOABISATHCS OYKBEHHBIE KOJBI.

8.1.5. Koruu pemieHuit (BBIMUCKM M3 MPOTOKOJOB) TpPH HEOOXOJUMOCTH
pacchLIaloTCs, B TOM YHUCIIE IO CUCTEME «/[e110», 3aMHTepEeCOBAaHHBIM OPTraHU3alUSIM U
JIOJKHOCTHBIM JIMIIaM B COOTBETCTBHH C YKAa3aTeJIEM PACCHUIKU. Y Ka3aTeidb COCTaBISET
U TOAIHUCHIBAET OTBETCTBEHHBIM HUCHOJHUTENb MOAPA3ACIEHUSA, TOTOBUBILIHMA
pPaccMOTpPEHHE BOIIPOCA.

8.1.6. IIpoTokomibl TedaTaroTCs Ha CTaHAApTHOM JmcTe Oymaru ¢opmara A4,
UMEIOT CIIETYIOIINE PEKBU3HUTHIL:

HanMeHoBaHue JoKymeHTa — cioBO «[IPOTOKOJI» neuaraercs nmponucHeIMU
OyKBaMH MOJIYKUPHBIM HIPU(GTOM U BBIPABHUBAETCS MO LIEHTPY TEKCTOBOTO TOJIS;

3arojIOBOK K TEKCTY OTAEJSIETCS OT NPEAbIAYIIEr0o PEKBU3UTA JIBYMS
MEXCTPOYHBIMU MHTEpBaJlaMU, MEeYaTaeTCsl uepe3 OJMH MHTEPBAJ U BBHIPABHUBACTCS
10 LIEHTPY TEKCTOBOI'O MOJIS;

JaTa ¥ HOMEp NPOTOKOJIA TMEYaTalTcs 4Yepe3 JBa MEKCTPOUYHBIX HHTEpBaJia
HUKE Tpeapiaymero pekBusuta. [lata odopmisercs 1udpOBBIM UM CIOBECHO-
U(PPOBBIM CLIOCOOOM;

MECTO TPOBEJICHUs 3acelaHus, COBEIIAHMs YKa3biBaeTci Mpu OGOPMIICHUU
MIPOTOKOJIOB COBEIIAHUS B TOM CIIy4ae, €CJIM OHO MPOXOJWJIO HE B OOBIYHOM MECTE;
MeyaTaeTcsl 4Yepe3 JBa MEKCTPOUHBIX MHTEpPBAJIA MOCIE MPEIbIAYIIET0 PEKBU3HUTA 1O
LHEHTPY TEKCTOBOI'O MOJISL.

B moBecTke IHA KaxIblii BOMpPOC HyMepyeTcs apaOckod 1udpoil u ero
HaMMEHOBaHUE HaunmHaeTcs ¢ npeayiora «O» («O0»). Jlanee yka3bIBatOTCS JOHKHOCTb,
dbaMuus ¥ UHUIMATIBI TOKJIaI9rKa.

OcHoBHast 4aCTh MPOTOKOJIA MeyaTaeTcs yepes 1,5 MeKCTpOUHbIX HHTEpBaa.

3aTeM yKas3bpIBaeTCs MPHUHATOE IO OOCYKJaeMOMY BOIIPOCY pEIICHHE
(moctanoBieHue). PelieHus mo HECKOJIbLKUM BOIPOCAM MOJIPA3ACIISIOTCS HA MMYHKTHI U
NOJAIMYHKTBI, HyMepyeMble apadbckumu mudpamu. [locTaHoBIAOMIAs YacTh PEIICHUH,
KaK ¥ PaCIOpSAUTENbHbIE JIOKYMEHTHI, JODKHA OBITh KOHKPETHOM W COJIEp>KaTh
OTBETHI Ha CJEAYIOLIME BOIIPOCHI: KOMY, YTO CHIENIAaTh U K KAKOMY CPOKY.
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[ToTHOCTHIO TOJTOTOBIEHHBIM MPOTOKOJ TMOJMUCHIBAETCS MpeAcenareyieM Hu
CeKpeTapeM (JIOJLKHOCTHBIM JIMIIOM, BenyliuMm mportokosn). [loamucek otaensercs ot
TEKCTa TPEMsI MEKCTPOUYHBIMU MHTEPBAJIAMHA U BKJIIOYAET HAMMEHOBAHUE JOHKHOCTU
JU1A, MPEACeIaTeIbCTBOBABIIET0 Ha 3acelaHut (COBEIIAHUM), €r0 JIMUYHYIO TOJIMUCH,
pactmmdpoBky moanucu (mHUIMANK W (amrmsg). [lox moamucero mpencenarens
pacrnoyiaraeTcsi MOANMKUCH CeKpeTapsl (IOJDKHOCTHOTO JIMIIA, BEAYIIEro MPOTOKOI.
Bo3MoxHO ToAmMMCcaHWE MPOTOKONA TMpejacenaTesieM C HUCHOJIb30BaHUEM Tpuda
YTBEPKJICHHUS.

8.1.7. IIpoTtokonsl MOTyT HW37aBaThcs B KpaTkod (opme. B sTtom ciydae B
BBOJIHOM YacTH MPOTOKOJIA YKA3bIBAIOTCS MHUIIUAIBI, (DaMIIIUU TIPEACEAaTEICTBYIOIIETO
(npencenarenst), cexkperaps (AOMKHOCTHOTO JIMIIA, BEAYLIETO MPOTOKOJI), a TaKKe
WHULIMAJBI U (HaMUIIUK IPUCYTCTBOBABIINX JIUII.

CnoBo «IIpucyTcTBOBaINY MEYaTACTCS OT TPAHUIIBI JICBOTO TIOJIS, TTOTICPKUBACTCS,
MOCJI€ CJIOBAa CTaBUTCS JABoeToure. Huxke rneuyataroTcs HaMMEHOBaHHUSA JOKHOCTEH
MPUCYTCTBYIOIINX, a CIpaBa OT HAaWMEHOBAHUS JIOJDKHOCTEH — WX WHUIMATBI U
dbamunuu. HaumeHoBaHuUs TOJDKHOCTEH MOTYT YKa3bIBaThCsl 000OIICHHO.

Hanpumep:

[IpucyrcTBOBaNM:

HavanbHuk (puHaHCOBOTO OTHENA
N.0O. Gamumus
3amectutenu I naBbl N.0. ®amunus
N.0. Gamums

Cnucok oTaensieTcss OT OCHOBHOM YaCcTH MPOTOKOJIA CIUIOIMIHOW YE€PTOU.

B OCHOBHOW 4acTH MPOTOKOJA YKa3bIBAOTCSI HOMEP BOIPOCA B COOTBETCTBHHU C
MOBECTKOM JHS, COJIEpKaHNE BOIIPOCA U MPUHSITHIE PEILICHHUS.

HanMeHnoBanue Bompoca HymepyeTrcs pHUMCKON 1udpoil W HayumHAeTCs ¢
npemsiora «O» («O06»), meyaraercs MEHTPOBAHHO W MOMYEPKUBACTCS OJHOM UepTOU
HUKE TOCIEAHEH CTPOKM Ha paccTosHUM He Oosiee uHTepBaia. [loxg ueptoit
YKa3bIBAOTCS (PaMIIIUK TOJKHOCTHBIX JIMII, BBICTYIUBIIUX MPU 00CYKIACHUU TaHHOTO
Bompoca. @aMuIMM nevararoTcs yepes3 1 MeKCTpOUHbIA HHTEPBAI.

3aTeM yKa3bIBaeTCs MMPUHATOE MO BOIIPOCY PEILICHHUE.

8.2. Ciry>)xe0HBIC TMChMA.

8.2.1. Cnmy)xeOHO€ mTHCHMO — OQUIHATBHBIA JOKYMEHT WH(OOPMAIMOHHO-
CIPABOYHOTO XapaKTepa, UCIOJIb3yeMbli sl oOMeHa MHpOpMaILeil B IESITEIbHOCTH
OpraHoOB BJIACTH, OPTaHU3ALMI U TPaKIaH.

CpoKu MOATOTOBKM OTBETHBIX NMMCEM YCTAHABIMBAIOTCS PE3OJTIOLMEN PYKOBOIUTEIS
HA OCHOBAaHMM HWMEIOUIMXCS CPOKOB HCIOJHEHHUS MOPYYEHUH, 3alpOCOB WU IO
pPEIICHUIO aBTOpa pE30JIIOIMH, a To JkamobaM © OOpalleHHs M TpaXIaH —
JEUCTBYIOIIUM 3aKOHOJATEICTBOM.

TeKCThI OTBETHBIX TIHCEM JOJDKHBI COOTBETCTBOBATH 3a/IaHUSIM, 3a(hMKCUPOBAHHBIM
B PE30JIFOLIMN PYKOBOJIUTEISL.
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8.2.2. CnyxxeOHble THUChbMA, KaK NPaBHJIO, TE€YATAIOTCS Ha CTaHJAPTHBIX
OmaHkax  AJIMHUHHCTpAlud  AKcaiicCKoro  Topojckoro  moceneHusi.  OO6pasers
oopmiieHns1 mUChMa NPUBEEH B MpUiIoxkeHuH Ne 3.

8.2.3. TexcTt mmcbMa wH3JIaraerca OT J3-T0 JIMIA €QUHCTBEHHOI'O YHCIA,
HanpuMep: «AIMUHHUCTpAIUs AKCaHCKOTO TOPOACKOTO MOCENECHUS CUUTAET...).

TekcT mucbMma, Kak MOpaBWIIO, COCTOMT W3 JABYX 4Yacte. B mepBoil uvactu
U3NIaraloTCsl TMpPHYMHA, OCHOBaHME WM OOOCHOBAaHHWE COCTaBICHHS IHCHMA,
MPUBOJSITCS CCHUIKM HA JIOKYMEHTBI, SIBJISIONIMECS OCHOBAaHUEM IMOATOTOBKU MUCHMA.
Bo BTOpo#i yacTu, HaumHarolelcs ¢ abd3ala, MOMEIIAIOTCS BBIBObBI, MPEJIOKEHNUS,
MPOCHOBI, pEUICHUS U T.I.

8.2.4. B cimyXeOHBIX MUChMAaX MCHOJB3YIOTCS ()pa3bl ITUKETHOTO XapakTepa
«YBaxaembli...!» — B Havalle NHucbMa, HaJ TeKCTOM U «C yBaXeHHUEM,..» —
B 3aKJIFOUMTEIHHON YaCTH MUChMa, HaJl MOIHICHIO.

8.2.5. JlaToli muchMa SBJISICTCS JJaTa €ro perucTpalu .

8.2.6. [IpaBo moamucu ycTaHaBiMBaeTcs B Periiamente AIMUHHUCTpAIIUU
AKCaiicKOro TOpOJCKOrO ToceleHus. B Ha3BaHHBIX JOKyMEHTaxX JOJDKEH OBITh
IPEeIyCMOTPEH MOPSAIOK MOAMMUCAHUSA NPU OTCYTCTBHM PYKOBOISIIMX JTOJKHOCTHBIX
JIMII.

8.2.7. Cryxxe0OHble MHChbMa TPOXOAAT MPOIEAYPY COTJIACOBAHUS, B TOM YHUCIE
(pu HEOOXOAMMOCTH) TIO cucTeME «Jlenoy.

[Tpoekt cimyxebHOro mHCbMa  BU3MpYyeTCs  HcmnojHuTeneMm. Ilucema
(uHAHCOBOTO XapaKTepa, a TAKXKE MUChMa, COZIepIKaIe 00s3aTebCTBA, BU3UPYIOTCA B
HAYaJIbHUKOM (PUHAHCOBOTO OTJENIa U TJIaBHBIM OyXraiatepoM AJIMUHUCTpAIMH B
COOTBETCTBHUHM C UX pacHpeesieHneM 003aHHOCTEN U KOMITETEHIUEH.

[Tucema, coneprkamue npock0y (XOAaTaiicTBO) O MOATOTOBKE MPAaBOBOIO aKTa
AKxcaiicKoro ropoJICKOro roceieHusi, BUSUPYIOTCs Yy JIMIIA, UCIIOJHSIOMIEr0 00s3aHHOCTH
IOpHCTA.

8.2.8. OcoGeHHOCTH OOpPMIIEHUS CITYKEOHBIX MHCEM, HAMIPABISIEMBIX 32 PyOexK
(mpunoxenue Ne 4).

B mepenucke ¢ MHOCTpaHHBIMU ajipecaraMu (B TOM YHCJE C MOCOJbCTBAMHU U
NPEAICTABUTENBCTBAMU HHOCTPAHHBIX TOCYAApCTB) O(OpMIEHHE CIHYXKEOHBIX U
JIMYHBIX TUCEM UMEET OJIMHAKOBBIN XapakTep.

CnyxxeOHOE MHCHMO COCTOUT U3 CJEAYIOIIMX YacTeW: PEKBU3UTHI OJIaHKa
(mpu odopmieHun Ha OJaHKE) WM Ha3BaHUWE TOpoJa W Jara OTIpaBJICHUS
(npu odopmileHMM Ha CTaHAAPTHBIX JIMCTax Oymaruv), HAaMMEHOBAaHHWE M aJpec
[oJTyyaTessl MUChbMa, BCTYIUTENbHOE OOpallleHHue, OCHOBHOM TEKCT, yKa3aHHE Ha
PUIIO’KEHUE, €CITU OHO MMEETCs, 3aKIIF0OUUTENbHAs (hOpMa BEKITMBOCTH.

[Tpu mepenmcke 6e3 mpuMeHeHUs1 0TaHKOB 0(OPMIIEHHE TTUCEM OCYIIECTBIISETCS
CIICTYIOIINM 00pa3oMm:

B TIPaBOM BEpXHEM YIIIy TNHChMa IE€YaTalOTCS Ha3BaHWE TOpoAa U Jara
oTnpasieHus, Hampumep: r. MockBa, 12 suBaps 2011 r.; r. PocroB-na-/{ony,
17 ssaBaps 2011 r. JlnvHa MakCUMAalIbHOM CTPOKHW HE JOJDKHA TpeBbimath 9 — 10 cM u
OTPaHUYMBACTCS MPaBbIM MoJeM. PerucTpanvoHHBIH HOMEp NPOCTABISIETCA Ha
MOJIJTMHHUKE W KOTIMU TTUChMa, OCTAIOIICHCS B JeIe.

TexcT nucbMa HaunHaeTcsl ¢ oOpaiieHusa. Eciu oHO apecoBaHO MUHUCTPY, TO
B 3aBHCHUMOCTH OT KOHKPETHOTO cCllyyass M MECTHOH MNpaKTUKHU CJEeIyeT IUCaTh:
«T'ocmogua Munuctp», «Bame IIpeBocxogutenbctBo». B oOpaiennn wuHOrma
OPUHATO J00aBJIEHHE CJIOBa «YBaxaeMmblil» (OCOOCHHO B TMOpSAKE B3aUMHOCTH,
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Hampumep: «YBaxkaeMblii rocrnoauH MuHHCTp»). B 3aBHCMMOCTH OT MECTHOU
IIPAKTUKU U B IOPSIKE B3aHMMHOCTH CJIOBO «TOCHOJHMH» Ha HMHOCTPAHHBIX S3bIKAX
MO>KET IMUCATHCS MOJHOCTBIO UM COKPAILIEHHO.

[Tocne oOpamieHuss UAET TEKCT, B OOJBLUIMHCTBE CIy4aeB HaYMHAIOMIMKCA
cioBamu: «VIMero 4ecTsb...».

[IncbMO 3aKaHYMBAETCS KOMIUIMMEHTOM, T.€. BBIPAXKEHUEM YyBakKeHHsS. Moryr
WCIIONB30BaThCA cieayromue KommuMeHThl: [Ipesnnenrty, [locmy mnm Munuctpy
uHocTpaHHbIxX Aei: «[Ipomry Bac, rocnogun Ilpesunent (rocnoaun Ilocon, rocnogun
MuHuCTp), NPUHATH YBEPEHHS B MOEM BEChbMa (CaMOM) BBICOKOM YBa)KCHHUMY;
«['enepanpHoMy mupekTopy ['epmanckoro Qonga MeXIYHAPOAHOTO Pa3BUTHS
rocrioguny XauHiy bromepy «lIpomy Bac, rocniongun XauHi brosiep, npuHSTH
YBEPEHUSI B MOEM BBICOKOM (MJTH TITyOOKOM) YBaKCHUH (M TTIOYTCHHHN )».

Ecnu numiercs 0TBETHOE MUCHbMO, TO KOMIUTMMEHT (DOPMYIHUPYETCS B MOPSJIKE
B3aMMHOCTH. HanpuMmep, eciy B MOJIy4EHHOM MHUCbME OOpaIalOTCs ¢ YBEPEHUSIMH «B
BECbMa BBICOKOM YBaXEHUW», TO MW OTBEYATh PEKOMEHIYETCS aHAJIOTHYHBIM
KOMILJIMMEHTOM.

[IncbMa MOTYT 3aKaHUMBATHCS JPYTMMH BUAAMH KOMIUIMMEHTOB, a MMEHHO:
«C uckpeHHuM yBaxkeHuem», «C riayOokuM yBaxkeHuem», «Vckpenne Bammy,
«C yBaxxeHuem». B OTBEeTHOM muCbME B NOPSAAKE B3aUMHOCTU LIE€JIECO00PA3HO
YHOTPEOUTH TAKOH 7K€ KOMIUIMMEHT.

[lox TekcToM mHchbMa CIAEAYIOT JUYHAs MOAMMUCH JIMLA, OT UMEHH KOTOPOIO
NOCBUIAETCS MUCHMO, €r0 JOKHOCTh, MHUIIMAT HMEHU U (paMIIIUSL.

Ecniu B TekcTe mnuchMa JaeTcsl CChUIKA Ha MpUjlaraémble JOKYMEHTBI
(mporpamma, MEpOIPUATHS U T.J.), TO B KOHIIE TEKCTA YKA3bIBAETCS MPUIOKEHHE.

B coorBercTBUM ¢ MNpPUHATBIMM B OOJBIIMHCTBE 3apyO€KHBIX CTpaH
CTaHJapTaMU aJpec 3apyO0eKHOr0 KOPPECHOHACHTA paCIoIaraeTcs, Kak MpaBWio, B
JIEBOM HM)KHEM YTUIy [IEPBOM CTPAHMIIBI, HE3aBUCUMO OT KOJIMYECTBA CTPAHHULL IUChMA.
Anpec BKJIIOYAaeT MHULMAN (MHULMAIBI) UMEHH, (PaMUIIMIO, MOJHOE HAaMMEHOBaHUE
O(pULHATIEHON JOKHOCTH JIMIA, KOTOPOMY HAMpaBJISETCs MUCbMO, U Ha3BaHHUE ropo/ia.

Ha xoHBepTe yka3bIBaeTCs aIpec, HarleyaTaHHbI Ha TUChME.

[Ipu nepemnucke ¢ UCOIB30BaHUEM OJIAHKOB O(DOpMIIEHHE TIHCEM OCYILECTBIISIETCS
CJICAYIOIIUM 00pa3oMm:

azpec 3apy0eKHOro KOPPECIOHACHTa PaclojlaraeTcs B MPABOM BEPXHEM YTy
NEpPBOM CTpaHMIBl MHCbMA; JJIMHA MAaKCUMaJbHOW CTPOKH PEKBU3UTA HE JOJKHA
npeBbimath 9 — 10 cM U orpaHuYMBaeTCs MPaBbIM TOJIEM.

Hanpumep:

I'ocnoguny

IIpencenaremnto IlpaBnenus

donaa
r. BaimuHrToH

B pspe ciydaeB, B 3aBUCUMOCTH OT MECTHOM NPAKTUKM U Ha OCHOBE
B3aMMHOCTH, mepel (pamMuinei nuila, KOTOPOMY IMOChUIAETCS MUChMO, YKa3bIBaeTCs
€ro TUTYII.

Hanpumep:

Ero IIpeBocxoauTenscTBy
TrOCHOJIMHY

UpesBblyaliHOMY U
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[TontaOMOYHOMY TlOCITY
OdunmanbHoe HA3BaHUE
CTpaHbl

r. Mocksa

PekBu3ut «Anpecar» J0JKEH BKIIIOUYATh B ce0s CIEIYIOUIUME COCTABHBIE YACTH:
cioBa «locnoguny» («l'ocrioxe») wnu tutyn (Hanpumep: «Ero  (Ee)
[IpeBOCXOIUTENBCTBY»), UM W (paMUIMs aJpecaTa, HAMMEHOBAHHUE OpraHU3AIINH,
¢bupMmBbl, TOIDKHOCTD aJpecaTa, Ha3BaHHE ropoJia U CTPAHbI.

Tutyn unu uMs u pamuaust B ajpecaTe MUIIYTCS 4yepe3 JiBa MHTEpBajia OT
JOJDKHOCTH. [[pyrue cocTaBHbIE YACTH NEYATAIOTCS OJJMHAPHBIM HHTEPBAJIOM.

OOpaieHue u nepBasi CTpoKa TEKCTa MMChbMa HAYMHAIOTCA C KPACHOM CTPOKH.

YacTtHble THCHhMa TOJYO(PUIIMATBHOTO XapakTepa MOCBHUIAIOTCS 3HAKOMBIM
opUIMaNTbHBIM JUIIAM B CJIy4asiX, CBSI3aHHBIX C OKa3aHHWEM KakKOTo-JIH0O0 JIMYHOTO
oJloJkeHus (0JIaroAapHOCTh 3a MpUIJIalleHue, Mpock0a O COACHCTBHM), JHOO IO
BOIIPOCaM, SBJISIFOIIUMCSL MPEAMETOM O(MUIIMATLHON TEPEeNuCKA WU TEPEroBOPOB,
C LENbI0 MOAYEPKHYTh 3aMHTEPECOBAHHOCTh AaBTOpPAa B JAaHHOM JI€J€ WIH s
YCKOPEHHUSI PEIICHUS] KaKOTo-JIuOO0 BOIMpPOCa MyTEM HCIOIb30BaHUSI BIUSHUS JIMIIA,
KOTOpPOMY HalpaBiiieTcsi mUChMO. [lepenucka MOXKET OCYIIECTBISATHCS U MO JPYTUM
BOIIPOCaM, IMOCTAHOBKA KOTOPHIX B O(UIIMATBLHOM MOPSIKE HEXKeIaTeIbHa [0 TeM WIH
WHBIM [IPUYUHAM.

YacTtHple mnHchbMa MONYO(PUIIMATBHOTO XapakKTepa TMHIIYTCS Ha OOBIYHOM
MOYTOBOM Oymare (B MOJ-iKcTa), MHOTAAa Ha OnaHke. OOOpOTHAs CTOpOHA JIUCTA
HE UCIIOJIb3YETCS.

OOpaieHre B TAKOM MUCbME OOBIYHO OBIBAET CIEAYIOIINM:

YBaxaewmslil rocnogud Munuctp!

YBaxkaemblit rocrioguH Jupexrop!

YBaxaewmsiil rocnoauH Cenarop!

3aKIIIOUUTENbHBI KOMIUIMMEHT B TMHChbME 00s3aTelIe€H U OH 3aBUCUT OT
CIIy’K€OHOTO WJIM OOIIECTBEHHOTO IMOJOXKEHHUs ajpecaTa W XapakTepa OTHOILIECHUMN
aBTOpa C aJpecaToM.

HanMeHnoBanue AOMHKHOCTU W ToJHAs ¢daMuiusl ajapecara MUIIYTCS TOJBKO
Ha KOHBEPTE.

K xaxxpomy nucbeMy 3apyOexHOMY aapecary MpUiIaraercs COnpoBOAUTENBHOE
nmucekMo B lcnonHurtensHbIM  cekperapuar MUHHCTEPCTBA HWHOCTPAHHBIX €]
Poccuiickon @eneparun.

Heo6xonumo BbIOpaTh MOAXOISAIIMNA JJIsI KOHKPETHOTO cCiiy4ash BHUJ MHChMa
MCXOJs IPU 3TOM U3 COAECPIKAHUSL.

JlokyMeHTBI TpeOyIoT K ce0e HaJJIexallero BHUMaHUs U MPenoiaratoT OTBET
CO CTOPOHBI TOT0, KOMY OHH HalpaBJICHBI.

OdopmiieHre NJOKYMEHTOB, HaIPABJSIEMBIX MO JIMHUSIM (DAKCUMUIBHON CBSI3H,
IPOU3BOJMTCS HA YKUCTOM JHUCTe Oymarm Oe3 wucnosib3oBaHusi OnaHka. Tekcr
neyaTaeTcs MPOMUCHBIMU OYKBaMU Ha PYCCKOM SI3BIKE JIMOO SI3bIKE ajpecara.

3aroJ0BOK K TEKCTY HE COCTABIISIETCSL.

[Ipu oTBeTe Ha JOKYMEHT, IOCTYNUBIIUA OT 3apyOeXHOTO MapTHEpa,
11eJIeCO00pa3HO B TEKCTE CHENaTh CCHUIKY Ha ATOT JOKyMEHT, Hampumep: «Ha Barmie
MHUCHMO OT ... YUCJIaY.

[Ipn peructpanum JOKyMEHTa, OTMHPABIIEMOro 3a pyOex, JelCTByeT
OOIIETPUHATHINA MOPSIIOK PAOOTHI C KOPPECTIOHACHITHEH.

OIHOBPEMEHHO C JOKYMEHTOM HCIIOJHUTEIh TOTOBUT KOHBEPT JJIS OTIPABKHU
JTAHHOTO JIOKYMEHTA C YKa3aHUEM JIaHHBIX ajjpecaTa U ajpeca OTIPaBUTEIIS.

[Ipu sTOM ampec MokeT OBITh HANMCaH KaK HAa aHTJIMMCKOM S3bIKE, TaK M Ha
A3bIKE CTpaHbI-aJpecaTa.

31



HasBanue crpanbl MoxeT ObITh MOJAHBIM (Coenunennsie LlTaTtel AMepukn) wiu
kpatkuM (CIIIA), HO 00s13aTebHO AOJKHO OBITh O(PUIIMATIBHO TPHUHSATHIM (HEIb3S
BMecTo «DenepatuBHas Pecybnuka ['epmanus» unu «OPI» nucats «['epmanus»).

8.3. Tenmerpamma (mpusnoxxenue Ne 5).

8.3.1. Tenerpammsbl oAPa3ACIAIOTCS HA CIEIYIOIINE KATETOPUU:

MPaBUTEIHCTBECHHBIC;

CPOYHBIE;

OOBIKHOBEHHBIE.

8.3.2. Tenerpammbl Ha OTIIPABKY MPUHUMAIOTCS PaOOTHHKAMH OOIIETO OT/eNa
IPaBWIBHO OQOPMIICHHBIMH, MOJANUCAHHBIMU, C OTMETKOH 00 HX KaTeropuu, ¢
yKa3zaHHEM HoMmepa (MHJEeKca) OTIEJIEHUs CBA3H, 00CITYKUBAIOILIErO aJpecaTa.

TexkcT TenerpaMMbl AODKEH OBITH CKaThIM, O€3 IMepeHoca CJIOB, COI030B U
OpeyIoroB (€cau MpU ATOM HE HMCKaXXAETCs €ro CoJep’kaHue). 3HAKU NpElNuHaHUsS
CJIEIyeT UCaTh TOJIBKO CJIOBAMH, IIOJHOCTHIO.

8.3.3. TenerpaMMsbl neyaTaroTcsl B IBYX SK3EMIUIIpaX, OAUH U3 KOTOPBIX (I1OCIIE
MOJITMCaHMs) TiepesaeTcsl Ha Tenerpad, BTOPOH SK3EMIUIIpP Telerpammbl (C BU3aMH)
ocTaercs B JIETIE.

[Tpu HampaBiIeHUH TEIErpaMM C OJHUM H TEM K€ TEKCTOM 0oJiee YeM B YETHIPE
aJpeca HCIOJHUTENb COCTaBISIET CIHCOK ajpecatoB (B JBYX SK3eMILISpax)
C YKa3aHHEM IMOYTOBBIX WJIN TeIEeTPaHBIX aIpeCcoB.

8.4. Tenedonorpamma.

Tenedponorpamma — 0O0OOLIEHHOE Ha3BaHHE PA3JIUYHBIX IO COJEPKAHUIO
JOKYMEHTOB, BBIJEISIEMBIX B CBSI3M C OCOOBIM CHOCOOOM Iepelaud TEeKCTa
(mepenaercs no TexaeQoHy U 3alMCHIBAETCS MOTyYaTelIeM).

Peructpupyercs u odpopmisiercss TeneoHOrpaMMa B YCTAaHOBJICHHOM TOPSIJIKE
B TOM CTPYKTYPHOM TOJpa3AeI€HNUH, PyKOBOJUTEIEM KOTOPOTO OHA MOHICAHA.

8.5. [Tonoxxenue, mpaBuia, HHCTPYKITHS.

[TonoxeHusi, mpaBuiIa U UHCTPYKLMU MOTYT IPUMEHSTHCS KaK CaMOCTOSITEIIbHbIE
JIOKYMEHTBI, KOTOpPBIC MOMINUCHIBAIOTCS PYKOBOAHUTENIEM, yTBEpXKAAaThcs B (opme
rpuda yTBEpKACHUS WIH PACTIOPSAUTEIFHBIM JJOKYMEHTOM.

TexcT mOJOXKEeHUs, MpaBWI, WHCTPYKIMU M3JAraeTcsi OT TPEThEro JIHIa
€IMHCTBEHHOTO WM MHOXXECTBEHHOTO 4dHCla. B TeKcTe HCHONb3yITCs CcloBa
«JIOJKEH», «CIAEAYET», KHEOOXOANUMOY, «3aIPEIIACTC», «HE TOMYCKAETCsS.

3aro0oBOK K TEKCTy TOJIOKEHUS, MPaBWI, MHCTPYKIIMH OTBEYAET Ha BOIIPOC
«0 9em?».

KoHcTatupyromen 4acTel0 MOJIOKEHUMN, MPABUII, MHCTPYKLUHUMN CIIYKUT paslell
«O0111e MoNoKEeHUs», B KOTOPOM YKa3bIBaIOTCSI OCHOBaHMSI pa3pabOTKU JOKYMEHTa,
OCHOBHOE€ Ha3HaueHUe U c(hepa ero pacpoCTpaHEHUsI.

OCHOBHOM TEKCT IMOJIO)KEHHUS, MpaBWI, WHCTPYKLUHUU MOXKET JEeIUThbCS Ha
pa3zenbl (I1aBbl), MyHKTl M MOANYHKTHI. Pazfensl (I71aBbl) MMEIOT Ha3BaHUS,
HyMepyroTcst apadckumu nudpamu. Hymeparusi myHKTOB U MOAITYHKTOB MTPOU3BOAUTCS
apaOckumu 1 pamMu yepes TOUKY.

8.6. Ilnamn.

CocTaBiAOMKUMY TyHKTaMH I1JIAHOB SBJISIOTCS:

HaMMEHOBaHHUE (cojepx aHue) padoThl UM MEPOIIPUSATHUS;

WCTIOJTHUTEITb;

CPOK UCIIOJTHEHHS;

32



OTMETKA 00 MCIOJTHEHUH.

[Inanel paboOT WM MEPONPUATUNA MOAMUCHIBAIOTCA JOJDKHOCTHBIMU JIMLIAMH,
OTBETCTBEHHBIMH 32 WX BBITIOJIHCHHE, C yKa3aHWEM JaThl moanucanus. [lmaHel, kak
MIPaBUJIO, TIO/JICKAT YTBEPKICHUIO.

8.7. AkT.

TeKCT akTa COCTOUT U3 ABYX YaCTE€W — BBOIHOW U KOHCTATUPYIOLIEH.

BBoiHast 4acTh akTa COACPKUT HAMMEHOBAHUE PACTIOPATUTEIHLHOTO JOKYMEHTA,
Ha OCHOBaHMUHU KOTOPOTO aKTUPYIOTCs (haKT, COOBITUE WM JIEHCTBUE (B COOTBETCTBYIOIIEM
najie’xke), ero HoMep u JaTty.

JlaTa u MecCTO COCTaBJICHUS, NPOCTABJISIEMbIE B PEKBU3UTAX aKTa, JOJKHBI
COOTBETCTBOBATH JIaT€ U MECTY aKTUPYEMOI'O COOBITHS.

3aroioBoK akTa HaumHaeTcs ¢ npeiora «O» u GopMyIUPYyeTCs ¢ TOMOIIBIO
OTTJIaroJIbHOTO CYIIECTBUTEILHOTO, HanmpuMep: «O mpueMe-mepeaade MaTepruaibHbIX
HEHHOCTEN.

Ecnu akT coctaBieH KOMHCCHEH, TO MEpPBBIM YKa3bIBae€TCsS IMpeiceaaTelb
komuccun. dDaMuMy 4YJI€HOB KOMHCCHUU PACIIONararoTcs B andaBUTHOM TIOPSIKE.
CnoBa «OcuHoBanue», «lIpencemarenb», «Unensl komuccum», «llpucyrcrBoBaiiu»
MUIITYTCS C MMPOMUCHON OYKBHI.

B koHcTatupyromie 4acTuM akTa H3JararoTcs Ieidu W 3ajayd aKTUPOBaHUS,
CYIIIECTBO U XapakKTep MPOBEACHHOW KOMHCCHEH pabOoThl, yCTaHOBIECHHbIE (aKThl U
COOBITHS, a TakX e BBIBOJLI W 3amMeyaHusi. KoHcrartupyromas 4acTh 3aKaHYMBACTCS
CBEJICHUSMH O KOJIMYECTBE IK3EMIUIIPOB aKTa U MECTE MX HAXOXKICHU.

KonudecTBO SK3eMIUIIPOB aKTa OMNPEEsIeTCs YHCIOM 3aluHTEPECOBAHHBIX
B HEM CTOpPOH WIM HOPMAaTUBHBIMU JOKYMEHTaMH, pEerIaMEHTHPYIOIUMU
COCTaBJICHUE aAKTA.

AKTBI TIOAMKUCHIBAIOTCS BCEMU 4YJeHaAMU KOMUCCUU. [Ipr HEOOXOAMMOCTH aKThI
MO/IJIEKAT YTBEPKIACHUIO.

8.8. JloknmagHas, OOBsICHUTEIbHAS U CITyKEOHAs 3aliCKH.

JloknmagHas 3amMcKa COCTaBJISIETCS TMPU  HEOOXOJAMMOCTH  YBEJIOMJICHUS
PYKOBOJIUTENSI WJIM BBIIIECTOSIIETO OpPraHa O KaKuX-TMOo (akTax WM COOBITHSIX U
MOXET COJICPKATh MPEJIOKEHUS COCTABUTEIS IO U3JIaraeMOMY BOIIPOCY.

B 3aBucumMocTH OT cojaepkaHUST W Ha3HAYCHHs JOKJIATHBIC W CITyKEOHBIC
3aMUCKU JAENATCS Ha WH(POPMAIMOHHBIE U OTYETHBIE, a TaKXe MOTYyT HWMETh
WHUIIMATUBHBIN XapaKTep.

TekcT NOKJIaJHOW, CIY>KEOHOW 3almUCKM MOXKET COCTOSITh W3 JIBYX 4YacTew.
B mepBoii wactu, Kak TpaBWiIO, M3NAraroTCs (DAKThI WM COOBITHS, MOCTY>KUBIIINE
MTOBOJIOM K HAIMCAHUIO JOKJIATHOMN 3alUCKH, BO BTOPOM — BBIBOBI M MPEIOKEHUS O
KOHKPETHBIX JCUCTBHUSAX, KOTOPBIC, IO MHEHHIO COCTABUTENS, HEOOXOIUMO MPEATIPUHSTH
PYKOBOJIUTEITIO UJTH BBIIMIECTOSIIEMY OPTaHy B CBSI3U C U3JI0KEHHBIMU (DakTamu.

3anucku, cocTaBisieMble paOOTHUKaMH C OOBSACHEHHEM NPUYUH IOBEIICHUS,
MPOCTYNKOB, CHUTyaluil (OOBSCHUTENIbHBIC 3alUCKH), MOTYT OBITh O(GOPMIICHBI
PYKOTIMCHBIM CITIOCOOOM Ha CTaHAApTHOM JicTe Oymaru gopmara A4.

8.9. Crenorpamma (3ByKO3amuch).

8.9.1. Crenorpamma KoH(pEpEHIIMH, COBEIIaHUS, COOpaHWsA WM 3acedaHus
KOJUIETHAJILHOTO OpraHa BENETCS B TOM Clydae, KOTJla Ha OOCYXKJE€HHWE BBIHOCSATCS
BaKHBIE W CJIOKHBIE BOMPOCHI, KOTOPbIE MOTYT BBI3BIBaTh MpeHus. OKOHUYATEITbHBIN
TEKCT CTEHOIPAMMBI COCTABIISIETCS Ha OCHOBAHWUU MPOU3BEICHHBIX HA KOH(EPECHITNH,
COBEIIaHUH, COOpPaHWM WJIH 3aceJaHWU KOJUIETHAJIHLHOTO OpraHa CTEHOTpadUYECKHUX
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WIM 3BYKOBBIX 3allUCe€ll M NPEICTaBICHHBIX MaTepuasioB (JOKIAJA0B, CIPABOK,
IPOEKTOB PELIEHUH U T.IL.).

8.9.2. TekcT cTeHOrpaMMBbl JTOJKEH COCTOSITh M3 Pa3/elioB, COOTBETCTBYIOIIMX
IMYHKTaM TMOBECTKU JHSA, pa3lelibl HyMepyroTcs apabckumu mudpamu. Maunmamsl u
bamMuns qOKIaTINKa MeYaTaloTCsl B UMEHUTEIFHOM TMaJIexKe.

8.9.3. Jlata, mpocTaBieHHas Ha CTEHOTpAMMeE, JTOJDKHA COOTBETCTBOBATH JIHIO
IIPOBENICHUSI COBEILIAHNs, COOpaHUs WU 3aCEIaHusl KOJUIETHAIbHOTO OpraHa.

8.9.4. 3Byko3anuch MEpONpUATUI B AJIMUHHUCTpPAIIMU AKCAllCKOTO rOpOJACKOTO
noceJieHusi o0ecrneynBaeT obumi otnen Apamunuctpauuu. HeobxomumocTh
3BYKO3aIMCH COBEUIAHUS OMPEIEIseT OTBETCTBEHHBIN 32 OpraHU3aIMI0 COBEIIAHUS 110
COTJIaCOBAHMIO ¢ HAYAJIbLHUKOM OOIIETo OT/aena.

8.9.5. PacumdpoBKy 3ByKO3aIuCH MEPONPUITUN OCYIIIECTBISAET OOIIHM OT/IeT.

[locne pacmmdpoBKkd ayAvO3alUCh TEpelaeTcs JOJDKHOCTHOMY  JIUILY,
OTBETCTBEHHOMY 3a MOJTOTOBKY COBELIAHUS, AJII COCTABIEHUS TPOTOKOJIA.

8.9.6. [Ipu pacmmdpoBke cTeHOTpadhUUECKON 3BYKO3aIUCH HA JUIEBON
CTOpPOHE IMOCJIETHETO JIMCTa CTEHOTPaMMbl YKa3bIBAIOTCA (PaMHIINS JTOJKHOCTHOTO
JMIA, OTBETCTBEHHOTO 32 PacIu(PPOBKY 3alUCH, 1aTa.

8.9.7. Beimaua »MEKTPOHHBIX KOMUK pacImPpOBAHHBIX CTEHOTPapUIECKIX
3BYKO3aIMCEN M O3HAKOMJICHHE C HUMHU OCYIIECTBIISIIOTCS C pa3pelleHrs HadalbHUKA
o0111eTo OTaENA.

[TonnuHHMK paciiupOBAHHBIX CTEHOTpapUUYECKUX 3BYKO3alHCEH XpaHUTCA
B T€YEHHE OJHOIO rojia y HauaJbHUKa OOIIEro OT/eNa, MOCIIE Yero YHUUTOXKAITCA 110
aKTy.

8.10. Otuer.

Tekcr oT4eTa MOXKET COCTOSTh W3 PA3ACIOB, IOAPA3JEIOB, IIYHKTOB U
HOJIITYHKTOB, KOTOPbIE HyMEPYIOTCS apaOCKUMU U paMH B yCTAHOBJIEHHOM IMOPSIKE.

OT4er AOHKEH MMETh MOJINUCH WJIM BU3bl COCTAaBUTEIEH C YKa3aHUEM JaThl
BU3HPOBAHMUS.

8.11. Marepuaibl K BRICTYIUICHHIO | JTaBbI AKCaliCKOTO TOPOCKOTO TTOCEIICHHUS .

Texct BeicTyruieHus [maBel  odopmisiercs mpudprom 16 10T, OOBIYHBIM
HayepTaHUeM (HEXUPHBIM), C MEKCTPOUYHBIM HHTEPBAJIOM «TO4HO 20», Ha Oymare
dbopmara AS.

TeKCT BBICTYIUIEHUSI MOKET ObITh OPOPMIIEH B BUJE TE3UCOB, MH(POPMAIIMOHHOM
CHpPaBKH, IPUBETCTBEHHOI'O U BCTYNUTEIBHOIO CJIOBA.

Te3ucel BBICTYIIIICHUS [ JTaBbl JOKHBI COIEPHKATh:

BCTYNUTEIbHYIO 4acTh (BaKHOCTb U aKTYaJIbHOCTh TE€MBI, LIEJIU BBICTYIIJICHUS,
3aJlayu COBEIIAHMS);

OCHOBHYIO 4acTh (aHAJIU3 CyIIecTBa nMpobieM; oreHKa 3(h(HEKTUBHOCTU MPUHSATHIX
paHee yNpaBJICHUYECKUX PELICHUH U MEpONPUATUH MO0 MX peanu3alliy; BbISBICHHbIC
HEJOCTaTKU M MX PUYUHBIL; TPEJIOKEHUS, HAIIPaBJICHHbBIC HA YIIYYIIEHUE TIOJIOKEHUS
JIe1 B COOTBETCTBRYIOLIEH cepe; MPOrHo3 pe3yibTaTa X peajnu3alin);

3aKJIIOUUTENbHYIO YacTh (BBIBOJBI, MPOTHO3 O TOM, KaKylO IOJIb3Y MPUHECET
npeajiaraeMoe pelieHue; IepBooUepeHbIC 3a/1a4l, KOTOPhIE HEOOXOUMO BBITIOJIHUTH).

WNudopMalimoHHble CHpPaBKU 7S TOATOTOBKM BBICTYIUICHHs [JIaBBI JTOJDKHBI
COJIEpKaTh:

TOYHOE HaMMEHOBaHHE TeMbI COBELIaHMsI, €ro LU U 3a]auH;
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(aKTONOrn4ecKyIo (CrpaBOUHYIO, CTATUCTUYECKYIO, TpaduiecKyto) HH(OPMALIUIO
0 CYILECTBY BOIIPOCA, HAMEUYEHHOT'O K paCCMOTPEHUIO;

CPABHUTENBbHBIN aHAJIU3 [0 KAXJAOMY BOIIPOCY, HAMEUEHHOMY K PACCMOTPEHUIO;

nepeyeHb NpoOJIEMHBIX BOTIPOCOB, HETaTUBHBIEC TPUMEPHI;

CYLIECTBYIOIIME BApHAHTHl pPEIICHHUsS MPOOJIEMHBIX BOIPOCOB, IMO3UTHUBHBIC
IPUMEPBL;

IpeiaraéMble BApUAHTHI PEIICHUs MPOOJEMHBIX BOIIPOCOB.

TexcT IpUBETCTBEHHOTO CJIOBA JUIsl MOATOTOBKHU BBICTYIUIEHHUs ['J1aBbl JOKEH
COJIEpKaTh:

BCTYNUTENbHYIO YacTh (MPHUBETCTBUE YYACTHHUKAM MEPONPHUSTHS, €ro IMOJIHOE
Ha3BaHUE, aKTyaJIbHOCTD);

OCHOBHYIO 4acTh (MCTOPHIO BOMPOCa, PaKTOIOTHYECKYIO HHPOPMAIUIO MO0 TEME
MEpONPUSITHS, MPOOIEMHBIEC U (UJIN) TTIO3UTUBHBIE TPUMEPHI);

3aKJIIOUUTEIBHYIO YacTh (OOpalleHHe K y4YaCTHUKaM MEPOIPHUATHS, YKa3aHHUeE
3HAYUMOCTH MEPOTIPHUATHS IS €r0 YYaCTHUKOB, TIOXKEIIaHUs).

TekcT BCTYNMUTENBHOrO CJIOBA ISl MOATOTOBKM BBICTYIUIEHUS [ J1aBbl JTOJKEH
COJIEpKAaTh:

BaXXHOCTb U aKTyaJbHOCTb TEMBI;

KpPaTKYIO XapaKTepUCTUKY IPOOJIeM (JOCTHKEHH );

KpaTKuM NepeyeHb 3a/1a4, KOTOpble OyayT MOCTaBJICHbI;

oOpallleHue K Y4YaCTHUKaM COBEIIaHHA O HEOOXOAMMOCTH pealln3aluu
NIEPBOOYEPEIHBIX 3aau.

9. HpI/IMCHCHI/IG, HU3IrOTOBJICHUC U XPAHCHHUC reyarei v IITaMIIoB

9.1. [lopsiiok NpUMEHEHUs IeYaTel U IITaMIIOB.

9.1.1. Ha pokymeHTax, TpeOyrommx 0cO00ro yJIOCTOBEPEHHs MOIMHHOCTH,
CTaBUTCS neyaTh (mpuioxxkenue Ne 7).

9.1.2. IIpumenenune repOOBBIX TIeUaTEH.

B AamuHMCTpanuy NpuMEHSIOTCS CIeayolIre repOoBbIe MeyaTH:

«AnMUHUCTpanMss AKCaHCKOrO TOpPOACKOTO TMOCEJNEHUs» — CTaBUTCA Ha
OAHKOBCKMX JIOKYMEHTaX, JOrOBOpPAX, COTJAIIEHUSX U JPYrUX JOKYMEHTaX,
MOJNUCAaHHBIX ['J1aBoil AKCaliCKOTO TOPOJICKOTO MOCEJICHUS, XPAaHUTCS Y 3aMECTUTENS
['maBel AnmunucTpannu AKCaiCKOro ropoACKOro MOCEICHUS;

OTTHCK TIeYaTy MPOCTABISIETCS] HA IOKYMEHTAX B COOTBETCTBHUU C MOITyHKTOM 4.3.14
HNHcTpykimm.

9.1.3. [Ipumenenue HerepOOBBIX TIEUaTEH.

HerepOoBble neyatn AIMUHUCTPAIUU CTaBATCA:

«O0mwmit oTnen» — Ha JOKYMEHTax, MOJMUCHIBAEMBbIX HAYaJlbHUKOM OOIIETo
OTJENIa; BO3MOXHO HCIIOJIb30BAHUE HHBIX HErepOOBBIX IeyaTell HauMEHOBaHUE,
KOTOPBIX ~ COOTBETCTBYET  HAaWMMEHOBAHUIO  CTPYKTYPHBIX  IOJApa3JEICHUI
AJIMUHHUCTpAaIIUH.

9.14. Ilramnbl ¢ ¢akCUMUIBHBIM BOCHPOM3BEACHUEM MOANUCH [ JaBbl
paspeniaeTcsi UCHOJIb30BaTh HA KOINHUAX IMOANMCAHHBIX B YCTAHOBJIEHHOM MOPSIKE
JIOKYMEHTOB, I03/IPAaBUTEIBHBIX apecax, OTKPbITKaX U TEIerpaMMax.

Hcnonp30BaHue MITaMIOB C PaKCUMUIBHBIM BOCTIPOU3BEACHUEM MOANUCEN TIpU
0 OpMJIEHNH TOITTMHHUKOB BCEX TOKYMEHTOB 3aIpEIaeTCs.
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9.1.5. It mpocTaBieHUsI OTMETOK O TMOJTYYEHUH, PETUCTPAIH, TPOXOKICHUU
Y UCTIOJIHEHUU JOKYMEHTOB, JPYTHMX OTMETOK CIPABOYHOTO XapaKTepa MPUMEHSIOTCS
COOTBETCTBYIOIINE MITAMIIBI.

9.2. M3roToBiicHHUE IIEUaTEil ¥ MITAMIIOB.

9.2.1. M3roToBieHHE IeUaTeii M INTAMIIOB, HEOOXOIUMEIX JJII OOCCIICUCHUS
JEATETLHOCTH AIMUHUCTPAIIUH, TIPOU3BOJIUTCS IO Pa3pelIeHUI0 3aMecTuTes [ maBsl
AJIMUHUCTpaMU AKCalCKOTO TOPOACKOIrO MOCEJICHHUS.

9.2.2. O6pa31ipl meyaTel 1 IMTaMIIOB COTJIACOBBIBAIOTCS C OOIIIMM OT/ICJIOM.

9.2.3. IIucrMa-3asBKy 00 M3TOTOBJICHUM I€YATEH WIJIM MITAMIIOB C PE30JIIOIUEH
3amectuTeNs [7aBel  AJMHHUCTpAIlMKd  HANpaBSIFOTCS B OOMIMHA  oThen Ul
COTJIaCOBaHMSI.

9.2.4. MI3roToBIieHHBIE MT€YaTH U IITAMIIbI, B TOM YHCiIe (PaKCUMUIIE, yUUTHIBAIOTCS
B 00IIIEM OT/IeJIe B CIICIIUAILHOM XypHase (puinoxkenus NeNe 6, 7).

W3roToBNEHHBIC TEYaTH M MITAMIbI BBIIAIOTCS B OOIIEM OT/ENe IMOa POCIHCH
COTPYIHHUKAM TOIpa3/IeJICHUH, OTBEUAIOIINM 32 X UCIIOIH30BAHNUE U COXPAHHOCTD.

9.2.5. lllItammb ¢ (haKCUMIITBHBIM BOCTIPOM3BEICHUEM TOANKICH U3TOTABINBAIOTCS
1151 ['maBel AKCaliCKOTO TOPOACKOTO MOCEJICHMUS.

0.2.6. B CTpyKTYypHBIX TOHpa3eiICHUSAX TICYaTH W IITAMITBl XPaHATCS B
Hecropaemsbix mkadax uimu cerdax.

OTBETCTBEHHOCTh W KOHTPOJIb 32 COOJIOJEHUEM IOpsIIKA HMCIOJIb30BAHUS U
XpaHEHUs MeYaTel M ITaMIIOB B CTPYKTYPHBIX IMOApPa3IeIeHUSIX BO3JIararoTcs Ha UX
PYKOBOIUTEIIEH.

PykoBoauTenb, KOTOpOMy OBLIM BBIIAHBI TI€YaTh WK IITaMII, PYU OCBOOOKICHUN
OT JIOJDKHOCTH 00sI3aH CJIaTh UX B OOIIUI OT/IEII.

9.2.7. Ilpumienmye B HETOAHOCTh M aHHYJHUPOBAHHBIC I€YATH W IITAMIIBI
BO3BpAIIalOTCS B OOIIMI OTIAEI M YHUYTOXKAKOTCA IO akTy. B KypHaie ydera
MIPOCTABJISTFOTCSI COOTBETCTBYIOIINE OTMETKH.

JIsl yHHYTOKESHUS TIPUIICAIINX B HETOAHOCTh M aHHYJHWPOBAHHBIX IeUaTed U
IITAMIIOB B AZIMUHUCTPAINH CO3/1a€TCSI KOMHCCHSI.

9.2.8. 06 yrepe meuarwm, mramma, (GaKCHMIIIC HE3aMEIIUTEIIBHO CTABUTCS
B M3BECTHOCTh OOIIMI OTHE], KOTOPBIM, B CBOIO ouepeqb, MHOOPMUPYET 00 ITOM
3amectuTens [ maBsl AAMUHUCTPALIVN.

10. Opranu3zanusi TOKyMEHTOO00OpOTa ¥ UCTIOTHEHUS JOKYMEHTOB

10.1. O6mue npaBuIa opraHU3aluUd JOKyMEHTOO0OpOTA.

10.1.1. JIBmkeHHne TOKYMEHTOB B AJIMUHUCTPAIIMK C MOMEHTA UX CO3/IaHMS WM
MOJIYYCHHS JI0 3aBEPIICHUS HCIOJHEHUsS, OTIPAaBKU WM CIadyd B apXuB oOpasyer
JTIOKYMEHTOO0O0POT.

10.1.2. Tlopsaok NpPOXOXKACHUS JTOKYMEHTOB M OIEpalud, MPOU3BOJUMBIE
C HMMU B AJMUHUCTpAllUM, PETJIAMEHTUPYIOTCA HacrosAwmed WHcTpykuuen u
Pernamentom AaMuHMCTpannu AKCaiiCKOro TOPOACKOTO MOCEIICHUS.

10.1.3. JIokyMeHTOOOOPOT OCYIIECTBISETCS C HCIOJB30BAHUEM CHCTEMBI
«Jlemo» (mpunoxxenue Ne 8), a TakKe WHBIX AJIEKTPOHHBIX cUcTeM. Bce neicTus,
MPOU3BOJIUMBIE C JOKYMEHTOM (perucTpaiusi, BHECEHUE PEe30JIIOIUN, BU3HPOBAHUE,
NOJNKCH, MOCTAHOBKA W CHATHE C KOHTPOJS, Mepenadya, O3HAKOMIIEHHE, CIHUCAaHUE
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JIOKyMEHTa B JIEJI0, TIepeIada B apxuB), B 00S3aTEIBHOM MOPSAKE (PUKCHUPYIOTCS B
PETUCTPAIMOHHON KapTOYKe.

10.2. TIpuem, peructpaiysi, OTIpaBKa JOKyMEHTOB.

10.2.1. Ilpuem, mepBoHavabHAsE 00pabOTKa, PETUCTpAIUsl W PACIPECIICHHUE
MOCTYNAIOIIEH KOPPECTIOHICHIIMU TPOU3BOIATCS OOILIUM OTETIOM.

JlonmycTUMO IPOCTaBIATH OTMETKY O MOCTYIUICHUU JOKYMEHTA B BUJIE LITAMIIA.

10.2.2. K peructpanuu u JanbHelimer oOpaOoTke B o0mieM oOTAene
NPUHUMAIOTCA  JIOKYMEHTBI, aJpeCOBAaHHbIE ['maBe AxkcaiicKOro TOpOJICKOTO
MOCEJICHHUS.

10.2.3. JIokyMeHTbI, aipECOBAaHHbIE PYKOBOJUTEISIM CTPYKTYPHBIX TOpa3AeiIeHui
AJIMUHHCTpAlMU MU 3aMeCTUTENsIM [71aBbl AJMUHUCTpalMU OOIIMM OTIIEJIOM HE
PETUCTPUPYIOTCS M TIEpENaloTCsl MO HA3HAYCHUIO JUIsl JalibHEHIeW perucTpaiuu
COOTBETCTBEHHO B ATHX MOJIpa3ACIICHUSX.

10.2.4. Tlpu mpueMe KOPPECHOHACHIIMM OT HAPOYHBIX B PAa3HOCHOW KHUTE
(peecTpe) oTHpaBUTENST WM HAa BTOPOM SK3EeMIUISIpe (KOMHMHM) JOKYMEHTAa CTaBSATCS
JlaTa U MOoJANUCh pabOTHUKA, MPUHSBILIETO TOKYMEHT.

JIOKyMEHTBI, MOCTyNaIMUE B AJIMHUHUCTPAUUIO AKCAaUCKOTO TOPOJICKOIO
MOCEJICHUSI PETUCTPUPYIOTCSA, TMPENArTCs s BU3UpOBaHUs [aBe AKCaMCKOro
TOPOJICKOTO TIOCEJICHUSI U HAIPABIISIOTCS UCTIOJIHUTEIISIM.

[Ipu npueme KOPPECHOHACHIIUU MPOBEPSAIOTCS MPABUIBHOCTD €€ aJIpeCOBAHUS U
JIOCTaBKH, LIEJIOCTHOCTh KOHBEPTOB W, MOCJIE BCKPBITHS, HAJUYUE BIIOKEHHBIX B HUX
JIOKyMEHTOB, MpPaBUILHOCTh OGOpMIICHUS (HAJIMYHUE PETUCTPAIIMOHHBIX HOMEPOB,
MOJIIKCH, TI€YATH, PUIIOKECHUN ).

HemnpaBunbHo oQopMIIeHHBIE JOKYMEHTHI BO3BPAIAIOTCS  HCIIOJTHUTEIO.
OmuboYHO JOCTaBICHHAs KOPPECIOHACHIUS TMEPEChUIACTCS OTMPABUTENIO WA 10
HazHaueHuto. [Ipu 3ToM Ha KoHBepTe B rpade «HOMEp» MPOCTABISIETCS OYKBEHHBIN
uHjaekc «O3» — «omuO0YHO 3aciaHHasy. Bxonsdiiue MOKyMEHThI Ha OyMaKHOM
HOocuTeNe 0e3 PEerucTpalmoOHHOTO HOMEpa, AaThl, OAMKUCH, 0€3 MPUIIOKEHUM, eClii Ha
WX HaJIMYME YKAa3aHO B JOKYMEHTE, C TEXHUUYECKUMH MOBPEKICHUIMU (MSTHIE,
MOJAMOYCHHBIC, PBaHbIC, HEYUTAEMbIC), HE PETUCTPUPYIOTCA U BO3BpAIIAIOTCS
UCITOJIHUTEITIO.

JloKyMeHTbI, HanpaBJIeHHbBIE 10 CUCTeME «Jlesi0» ¢ HapyIlleHueM yCTaHOBJICHHOTO
MOpsAJIKAa 3aMOJTHEHUs PEKBU3UTOB PETHUCTPALIMOHHONW KapTOYKH JIOKYMEHTa, B TOM
qyucie He wuMeronue ¢aina dIeKTPOHHOTO JOKyMeHTa (dIEeKTpOHHOro olpas3a
JIOKYMEHTa), HE PACCMATPUBAIOTCA /10 YCTPAaHEHUs1 HapylIeHui. [Ipy 3TOM HCTIONHUTEh
HEeMeIJICHHO MH(GOPMHUPYETCS paOOTHUKOM KaHIEISIPHUU O HEOOXOIUMOCTH YCTPAHCHUS
HapyIICHUN.

10.2.5. Tlpu oTnpaBke [HOKYMEHTOB 10 cHUCTeMe «Jleno» JOKYyMEHTHI,
MOJJICKAITME  OTIPABKE,  JOHKHBI  COAEPKAThb  CIEAYIOINIME  PEKBU3UTHI:
perucTpaloHHBIA HOMEp, JlaTy, MOJHOE€ Ha3BaHWE OpraHU3alluu C HOPUIUYECKUM
azpecoMm.

10.2.6. PaGoTHUKH CTPYKTYPHBIX MOJIpa3ieICHUI AJIMUHHCTpAIUH,
OTBETCTBEHHBIC 3a BEJEHUE JCIONMPOU3BOACTBA, JOCTABISIOT JOKYMEHTBHI B OOIIMIA

OTACI W MOJYy4YaroT JOKYMCHTBI M3 OJ3TOro 1mnoapasacICHUA 2 pasa B ACHb
(8 10.00 1 15.00 uac.).
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Ha nokxymenrtax, moctynuBmux g0 15.00 gac. Tekymiero aHs, IpOCTaBIsSETCA
PErHCTPALMOHHBIA HOMEp C yKa3aHUEM JaThl MOCTYIUIEHHS, HA TOCTYIMBILUX MOCIIE
15.00 gac. — perucTpaoOHHbII HOMEP C AATOU CIEAYIOMIEro padouero JTHS.

10.2.7. Peructpauusi CiayXeOHBIX JOKYMEHTOB — 3TO (Qukcanus (¢HakToB
NOCTYIJIEHUSI JOKYMEHTOB MJIM OTIPABKM MX IyTEM MPOCTABIEHUS HA JOKYMEHTE
pPETUCTPALIMOHHOTO HOMEpAa U JaThl C TOCIEAYIOMIEH 3aluChi0 HEOOXOIUMBIX
CBEJICHUH O TOKYMEHTE B PETMCTPALIMOHHBIX KAPTOUKAX 3JEKTPOHHOTO KypHAJIa.

10.2.8. Bce nmoctynuBIme KOHBEPTHI (OaHIEPOIIHN), 32 UCKIIFOUSHUEM UMEIOIINX
noMeTKy «JIuuHo», BcKpbiBaloTcs. [lpu 0OHApyKEeHMM HEKOMIUIEKTHOCTH WU
MOBPEXJICHUU JOKYMEHTa Ha TOCIETHEM JIUCTEe WM Ha 000pOTE MOCIEIHErO JIUCTa
JIOKYMEHTA IPOCTABISETCSI COOTBETCTBYIOIIASA OTMETKA, & TAK)KE COCTABISETCS aKT
B TPEX JK3EMIUISIpax: NEPBBIA OCTAETCSA y MOJydaTessi KOPPECHOHACHIIMU, BTOPOM
npUOOIIAETCS K MOCTYNUBILIEMY Marepuaity, a TPETUH HaNpaBisieTCs OTIPABUTEIIO
JIOKYMEHTA.

KoHBepThI, KaKk MpaBUJIO, YHUUYTOXKAKOTCSA, KPOME CIIy4aeB, KOrJa TOJBKO IO
HAM MOKHO YCTaHOBUTH aJIpeC OTHPABUTENSA WM JaThl OTIPABKA U IOIYYECHHUS
JIOKYMEHTOB.

KouBepTsl ¢ rpudom «JIMUHO» PErucTpUpPYIOTCS B )KypHaJe ydyeTa MMaKeTOB U
IIEPENAOTCS 110 Ha3HaueHHI0. OcTajapHble JOKYMEHTHI IIEPENatoTCs Ha PETUCTPALUIO
U TIPEIBAPUTETLHOE PACCMOTPEHHE.

[Iucemennsle oOpamienus rpaxaad, nucbma Coera denepanuu U JeNyTaToOB
locynapctBennort  ymbl  ®DenepanbHoro CoOpanusi Poccuiickoit  ®enepanuu,
nenyratoB  3akoHoaarenbHoro CoOpanust PocToBckoi — 005acTH, JI€NyTaToOB
MPEACTABUTENBHBIX OPraHOB MYHUIMIIAIBHBIX 00pa3zoBaHuii PocToBckoi obmactw,
nuchMa JpPYTUX OpraHu3alvii, Kacarouluecsi BOIPOCOB OOpalllEeHU TIpa)/ad,
YUUTBIBAIOTCS B )KypHaJIe pErUCTpalui OOpalieHUi rpakaaH (JIEKTPOHHOM).

10.2.9. Tlpu MOBTOPHOM MOCTYIUICHWH IOKYMEHTAa IO OJHOMY H TOMY XK€
BOIIPOCY B IIPEJIENax OJHOIO KAJIECHAAPHOIO rojla My IMPUCBAUBAIOTCS IIEPBOHAYAIIbHBIN
pPErHCTPAllMOHHBIA HOMEP M HOBAsl 1aTa MOCTYILICHUS.

10.2.10. ITpu perucTpanuu BXOASIIUX JOKYMEHTOB OJMHAKOBOTO COJEPIKAHMSI,
HO HAallpaBJIEHHBIX HECKOJIBKMM aJapecaTtaM, WM IPUCBAaWBAECTCS OJWH HOMED.
Ha OymakHoM HOcuTeNe MpOCTaBiIsieTcs WTaMn ¢ HU(PPOBBIMU UHIEKCAMU C YYETOM
KJ1accu(prKaTopa v BXOASIIETO MOPSIKOBOIO HOMEPA.

10.2.11. Tlocne peructparnuu H10KyMeHTH K 16.00 10oCTaBIsAIOTCA B MPUEMHYIO
['maBel AKcaiicKOro TOPOJACKOIO MocelieHHs. TernerpaMMbl M CpPOYHBIE JOKYMEHTHI
JOCTABJISIFOTCA aJjpecaTaM HEMEMJIEHHO.

10.2.12. KoHTpOAb WCIOJHEHUSI TOKYMEHTOB OPTaHMU3YeTCS B COOTBETCTBUU
¢ PermaMmeHTOM AMuHUCTpanuu.

10.2.13. Cpoku paccMOTpeHHsSI OTACITBHBIX BHAOB JOKYMEHTOB C MOMEHTa HMX
perucTpaMy 10  NepeJayd Ha ~ WCIOJHEHHE  YCTaHOBJEHbI  PermameHTom
AIMUHHCTpaLMM, BO BCEX OCTAJbHBIX CIy4YasXx — HE JOJDKHBI NPEBBILIATH TPEX
pabouux JTHEH.

10.2.15. KoppecnionieHIusl, TOJYYE€HHAas W3 amnaparoB AJIMUHUCTPALUU
IIpesunenta Poccuiickori ®enepanuu, lIpaBurensctBa Poccuiickont denepanuu,
nanat ®enepanbHoro CoOpanusi Poccuiickoii ®enepauun, ot uieHoB Cosera
Oeneparun U genytatoB ['ocymapctBeHHod [ymber ®DepepanbHoro CoOpaHus
Poccniickon ®denepannn, €ciivi OHA HE aPECOBaHAa KOHKPETHOMY JIMILY, B TOT )K€ JICHb
nepenaercs s paccMoTpenus ['maBe AKCaicKoro ropoiCKOro noceaeHusl.
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10.2.16. Ucxonsmue JOKYMEHTBI, JOKYMEHThI BHYTPEHHEH MepenrucKy Me4aTaroTcst
B 2 SK3EMIUIIpax, 2-i M3 KOTOPBIX NOCIE MOANMCAHUS U PETUCTPALUU XPAHUTCS B
CTPYKTYPHOM MOAPA3AEICHUH (IIPUEMHOI) B COOTBETCTBUN C HOMEHKJIATYpPOH JIEII.

[TpunoxkeHnss K AOKyMEHTaM JOJDKHBI OBITh 3aBU3UPOBAHBI HCIIOJIHUTEIIEM,
IIOATOTOBUBLINM JOKYMEHT.

JIOKyMEHTBI, pETUCTPUPYEMBIE U OTHPABIISIEMBIE aipecaTy 1o cucteMe «Jlemnoy,
NOJANHUCAHHbIE € MNpuMeHeHueM OlI, SABASIOTCS 3IEKTPOHHBIMM JIOKYMEHTAaMHU U
xpaHsaTcs B cucreme «/Jleno». Ilpu HeoOxomumocTH MOXKET OBbITh CO3/laHa KOIUS
AIIEKTPOHHOT'O JOKYMEHTa Ha OyMa>KHOM HOCHUTEE.

Komuu nmcem, HampaBisieMbIX B ajipec (eepaabHbIX OPraHOB TOCYIAPCTBEHHOM
BJacTH, noanucaHHele ['yOepHaropoMm obOsactu, Burne-rybepHaropom obsactu uiu
3amectutensamu ['ybepHaTopa 001acTH, epeqaroTcsl UCIIOIHUTENEM B OOIIMN OTAeN
s iepenayn B [IpeacraBurensctBo PocToBCKOM 0671aCTH.

[TonmucanHble MHCbMa M TEJIErpaMMbl NEPEAAOTCS HUCIOJHUTEIEM CEKPETapIo
['maBel AKCaCKOrOo TOPOACKOIrO MOCENeHUs Ui oTnpaBku. [Ipm 3TOM K mucemy U
TeJerpaMMe IPUJIAraloTCs MOJHBIA MOYTOBBIN ajpec MojydaTelns Wid TelerpadHbii
aapec, a INpU OTBETE HA BXOMSIIIMA JOKYMEHT — TakKe €ro HOMep M Jara.
Koppecnonaennus, nocrynuBiiasi K cexkperapro st otnpaBku nocie 14.00 uac.,
KpOME TeJIETpamMM M CPOYHON KOPPECTIOHAEHIIMH, OTIPABIISAECTCA CAEAYIOIIUM JTHEM.

[Tucema, agpecoBanHsle B IlpaButenbctBo PocToBCckOW oOmactu, opraHam
UCIIOJTHUTENIbHOM BIacTH 00JACTH M aIMUHUCTPALUAM MYHUIUIAIBHBIX 00pa30BaHui
o0JacTH, rijaBaM CeJNbCKUX MoceleHud POCTOBCKON o001acTv OTHPaBISAIOTCA IO
cucrteme «Jlemo».

10.2.17. Ilepenaua JTOKYMEHTOB, UX KOMHK B OpraHbl M OpraHU3alUH, HE
yYKa3aHHbIE B PEECTPE PACCHUIKU, OCYIIECTBIAECTCS OOLIMM OTAEIIOM C pa3pelieHus
HavaJIbHUKa OOLIETo OTAeA.

10.3. 3akoHYEHHbIE AENONPOU3BOACTBOM JieJa OCTAlOTCI B CTPYKTYPHBIX
No/Ipa3ieNieHusIX AJIMUHUCTPALMU JJI1 COIPABOYHOM padoThl, a 3aT€M B COOTBETCTBUU
C HOMEHKJIaTypoOM JIe] B IOpsAJIKE, yCTaHOBICHHOM VHCTpyKIMEn, CAAIOTCS B apXUB.

11. Tlpuem u nepenaya ciayxke0HOM HHPOPMALIUH
1o o(pUIMAIBHBIM KaHaJIaM 3J€KTPOHHOM MOYTHI U (PaKCUMHIIBHOM CBSI3U

11.1. DnextpoHHass mouta W (PaKCUMWIbHAs CBSI3b — OJHM U3 CHOCOOOB
JIOCTABKHU, OTIPaBKU MH(OpMAIMU U OOMEHA €10 MEX]y MOJIb30BATEISIMU KaK BHYTpU
AIMUHHCTpAaLIMM, TaKk M MEXIy OpraHu3alusMH, HMEIOLIMMH COOTBETCTBYIOLIUE
TEXHUYECKUE CPEICTBA.

11.2. 3ampemaercs epenaBath Mo IEKTPOHHON mouTe U (PaKCUMUIBHON CBSI3U
CBEJICHUS, COJIEpKAIIUE€ TOCYIApPCTBEHHYIO TalHY, JOKYMEHTHI C TOMETKOM «JlJist
CITY’K€OHOTO IOJIb30BaAHUS.

11.3. Pa3pemienue Ha 1nepeAady JAOKYMEHTa IO DJJEKTPOHHOW TMOYTe W
(bakCUMIIIBHOM  CBSI3M  JTa€T  PYKOBOAUTENb  CTPYKTYPHOIO  TOApa3JelieHUs
AJIMAHHCTpALIHH.

11.4. OTBETCTBEHHOCTH 3a COJIEpKaHue MepeaaBacMoil HHGOPMaIIUK BO3JIaracTcsl
Ha WCIIOJIHUTENS, ITOATOTOBUBLIETO JOKYMEHT K Iiepefadye, U pPyKOBOAMTENS
CTPYKTYPHOTO MOAPA3ACIICHHUS.
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11.5. [lepenaya 1 npueM JOKYMEHTOB OCYLIECTBIISIOTCS TOJIBKO C BEIOMA JIMIIA,
OTBETCTBEHHOTO 32 anmapat (HakCUMUILHON CBS3U WJIM KOMIBIOTEP, UMEIOIIUN BBIXO/]
K DJIEKTPOHHOU ITOYTE.

KoHnTpo:b 3a ncnonp3oBaHueM anmaparoB (haKCUMUIBHOM CBS3M WM KOMIIBIOTEPOB,
UMEIOIIUX BBIXOA K DOJEKTPOHHOW IOYTE, YCTAHOBIECHHBI B MOJpa3leICHUSIX,
OCYILECTBISETCS UX PYKOBOJUTEISIMH.

11.6. [Ipy mepemadye u mNOpHeMe TEKCTOB CIYKEOHBIX JOKYMEHTOB C
UCIIOJIb30BAaHUEM JJIEKTPOHHOW TMOYTHl M (AKCUMUJIIBHOW CBSI3U  HEOOXOAUMO
PYKOBOJICTBOBATHCS CJIEIYIONIMMU TPEOOBAHUSIMU:

o0BeM Tepe1aBaeMoro JOKyMeHTa (TEeKCT, cxema, rpaduaeckoe n300pakeHue),
BBIMIOJIHEHHOTO Ha Oymare (opmarta A4 dYepHbIM LIBETOM, HE JIOJDKEH MPEBBINIATH
5 nucToB;

UCXOSIIUNA JOKYMEHT Ha MHOCTPAHHBIX S3BIKAX OTIPABIAETCA MPH HATUYUU
NepeBo/ia, 3aBEPEHHOIO JIUIIOM, MOMMUCABIINM JJOKYMEHT;

BXOJISIIIIE JOKYMEHTHl HAa HWHOCTPAHHBIX S3bIKaX JOCTABISIOTCSA apecaTy
0e3 repeBo/ia.

11.7. TexHMYECKYIO MOIAEPKKY W Pa3BUTHE CHCTEMbI AJIEKTPOHHON IOYTHI
o0ecneunBaeT MUHUCTEPCTBO MHPOPMAIIMOHHBIX TEXHOJIOTUN U CBS3H 0OJIACTH.

11.8. KaxaoMy abOHEHTY SJEKTPOHHOW MOYTHI BBIACISACTCS WHANBUIYATbHBIN
HOYTOBBIN SIIHUK, YePE3 KOTOPBIM OCYIIECTBIIAETCS OOMEH 3JIEKTPOHHBIMU COOOIIEHUSIMU.

12. YdeT o6beMa TOKyMEHTOO00pOTa

12.1. Yuer oObeMa JOKYMEHTOOOOpOTa 3a OMNpECICHHBI NEPHOJ BPEMEHH
BemeTcs B obmem otaene. Cekperaps ['7aBbl €KEMECSYHO MPEAOCTABIACT OTYET
HAYaJIbHUKY OOIIETO OTJieja O KOJUYECTBE OTMPABICHHBIX AJMUHUCTpAIUEH TTHCEM,
C YKa3aHHUEM CBEJICHHI 00 OTIIpaBKe 3aKa3HOU M MPOCTOW KOPPECTIOH ICHITNH.

12.2. 3a enunuily ydera oObeMa JIOKYMEHTOOOOpOTa MPUHUMAETCS Ccam
JOKYMEHT 0€3 ydeTa KOIUH, CO31aBaeMbIX MIPH MEUaTaHUH U PA3MHOKCHUH.

[TocTynuBImIze U CO3/ITaHHBIE TOKYMEHTHI TIOJICYUTHIBAIOTCS OTAEIBHO.

Yyer oObemMa JAOKYMEHTOOOOpPOTa MOXKET TMPOBOAUTHCS IO  amnmapary
AJIMUHHCTpAITUH B 1I€JIOM WU TI0 €T0 OTACIBHBIM MOAPA3ACIICHUSIM.

HroroBeie maHHbIe 00 00BEME JOKYMEHTOOOOPOTA €KEMECIYHO CYMMHUPYIOTCS
(HapacTaroIIMM UTOTOM) IO YCTaHOBJIEHHOM (popme (pritoskerue Ne 9).

13. Opranuzanusi JOKyMEHTO000pOTa B JEIOMPOU3BOIACTBE

Opranuzaiusi JOKyMEHTOO0OpOTa B JEJNONPOU3BOACTBE MPEJCTABIsAECT COOOM
COBOKYITHOCTH BUJIOB Pa00T, 00ECIEYMBAIONINX COXPAHHOCTh, YUET, CUCTEMATU3AIINIO
JIOKYMEHTOB, (opMUpOBaHUE U 0hOopMIIEHHE JIe] B IETIONPOU3BOJICTBE, UX Mepeavy B
ApxuB AKcalCcKOoro paiiloHa B COOTBETCTBHU C (eaepalibHbIM UM  OOJACTHBIM
3aKOHOJIATENILCTBOM, TpeOOBaHUSIMH, YCTaHOBJICHHBIMU roCy1apCTBEHHBIMU
CTaHJIapTaMH Ha JOKYMEHTbI, METOJIMYECKUMU IOKyMeHTaMHU DeiepanbHOrO apXUBHOTO
areHTCTBA.

40



OcCHOBHBIMHM BHUZaMU pabOT, 00ECHEUYMBAIOIIMMHU TMPABUIBHYIO OpPTraHU3ALNIO
JIOKYMEHTOB B JEJONPOU3BOACTBE, SIBISIIOTCS COCTABJICHHE HOMEHKJIATYpPHI JIel U
dbopMupoBaHue aei.

13.1. CocTaBneHre HOMEHKJIATYPBI 1.

13.1.1. Homenknatypa Ael — CHCTEMaTU3UPOBAHHBIA MEPEUEHb 3arojIOBKOB
(HauMeHOBaHUM) JeNl, 3aBOJAUMBIX B JEJIONPOU3BOACTBE AJMHUHUCTpAIUU, C
yKa3aHHEM CPOKOB UX XpaHEHHUs, OPOPMIICHHBIN B YCTAHOBICHHOM IMOPSJIKE.

HomeHnknatypa gen npeaHazHadeHa Uil OpraHW3alydyd  TPYyNIIMPOBKU
VCIIOJIHEHHBIX JTOKYMEHTOB B JI€Jla, CHUCTEMAaTH3aluyd W YydeTa JeJ, ONpeaeseHUs
CPOKOB MX XPaHEHUS U SIBJISIETCS OCHOBOMW JIJISi COCTABJIEHUS ONUCEHN J1€] IOCTOSIHHOTO
1 BpeMeHHoro (cBaiiie 10 jieT) XxpaHeHus, a Takke I ydera jei BpeMeHHoro (j1o 10 et
BKJIFOUHUTENILHO) XpaHEHUSI.

13.1.2. llpu cocraBieHUM HOMEHKIATYphl JeNl CIEAyeT PYKOBOJCTBOBATHCS
Hactosiielt  MHCTpyKimieH, TOJNOKEHUSMHU O  CTPYKTYPHBIX — TOJpa3/IeeHUsIX
AJZIMUHHCTpAIMH, IITATHBIM paclyCcaHUEM, TUIaHAMHU U OTYeTaMu O padoTe, MepeUHsIMU
JIOKyMEHTOB C YKa3aHHEM CpPOKOB HUX XpaHEHHsS, HOMEHKIAaTypamMH Jeia 3a
IpealecTByomuye rofasl. [Ipy 3ToM H3ydarOTCs U CUCTEMATU3UPYIOTCS JOKYMEHTHI,
co3garouiecss B ATIMUHUCTpAIMH, UX BUJIbI, COCTaB U COJICPKAHUE.

13.1.3. B AAMUHHCTpaIiy COCTaBIISIIOTCS HOMEHKIATYpPhl JET CTPYKTYPHBIX
noapasnenenuit (mpwiokenue Ne 10) u cBoHAs HOMEHKIIATypa J1e AIMUHUCTPAIAN
(mpunoxenue Ne 11).

13.1.4. HomeHknaTypa nAel CTPYKTYPHOTO TOJAPA3JEIICHUsI COCTaBISETCS
JIMIIOM, OTBETCTBEHHBIM 32 BEJICHHUE IEJONPOU3BOJACTBA, COIVIACOBBIBAECTCA C OOIIMM
OTZEJIOM, IOJIHICHIBACTCA PYKOBOIUTENIEM MOAPA3ICIICHUS U MPEACTABIISAETCS B OOLIMIA
OTIE.

BHOBb co3naHHOE mojapaszieneHue o0sA3aHO B MECSYHBIM CpPOK pa3padoTaTh
HOMEHKJIATypy JIeJ MOAPa3/IeICHUs U IPEJICTaBUTh €€ B OOIINI OTJEI.

13.1.5. CBogHas HOMEHKJIATYpa JIeJ COCTABIISIETCS] OOLIUM OT/AEIIOM C Y4acTHEM
paboTHHKaA apxuBa AKCalCKOro paiioHa Ha OCHOBE HOMEHKJATYp JeJl CTPYKTYpPHBIX
MOAPA3AEIEHUN.

13.1.6. CBoHass HOMEHKIIATypa J1ed AIMUHUCTPAIIMN AKCaiiCKOTO TOPOACKOTO
MOCEJICHUsI TIOJIUCHIBAETCS HAYaJIbHUKOM OOIIEro OTJeia, COIJIaCOBBIBAETCA C
COTPYAHUKOM apxuBa AKCaliCKOro panoHa W yrBepxkaaercs [yaBoil AkcaiiCKOro
TOpPOJICKOTO MOCENEHUS.

13.1.7. Tlocne yTBepKIIeHNSI CBOAHAS HOMEHKIIATypa A€ BHOCUTCS B DJIEKTPOHHOM
BHUJIE B CUCTEMBI «/lemo».

13.1.8. CBomHasi HOMEHKJIATypa e Me4YaTaeTcss B HEOOXOIMMOM KOJIMYECTBE
AK3eMIUIAIPOB. IlepBBIl YTBEPKIACHHBIM SK3EMIUISIP HOMEHKJIATYPHI JET SIBIIACTCS
JOKYMEHTOM ITOCTOSIHHOIO CpOKa XPAaHEHMsS W BKIIOYAETCd B HOMEHKIATYPY Al
B paszzgen oOumiero otaena. BTopoil 3k3eMIUIsip HMCIONIB3YeTCs B KauecTBE padouero.
Tpetuit npuMeHsieTcs B apxuBe AKcailcKoro paiioHa

13.1.9. CBogHass HOMEHKJIaTypa M€l B KOHIIE KaXXJOro Troja YTOUYHSIETCH,
YTBEPKJIa€TCS U BBOJIUTCA B JIeCTBUE C 1 sTHBapsl ClenyIoEero KaJleH1apHoro roja.

13.1.10. Ha3BanusiMu pa3aenioB HOMEHKJIATYPHI JIEI SIBJISIFOTCS. HA3BaHUS CTPYKTYPHBIX
nojipa3eyicHuii. B CBOJHOM HOMEHKJIAType Jell pas3felibl pachojararTcs B
COOTBETCTBHUHU C YTBEPKICHHON CTPYKTYPO AJIMUHUCTPALIUU.
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13.1.11. B cBOAHy!0O HOMEHKJIATypy J€J BKJIIOYAIOTCS 3aroJIOBKU e,
OTpaXKkarollue BCe JOKYMEHTHPYEMbIE YYaCTKU pabOThl AJIMUHUCTPALIHH.

B HOMeHKIaTypy €N He BKIIOYAIOTCS MEPUOIUIECKUE U3TaHHUS.

13.1.12. I'padpl HOMEHKIATYPHI Je] 3aMOTHSIIOTCS CIASAYIOITUM 00pa3oM.

B rpade 1 HOMeHKIATypbl el MNPOCTABISIOTCS HHIEKCHl Ka)XJA0ro Jena,
BKJIFOUEHHOTO B HOMEHKJIATypy. WHAEKC Jena COCTOMT U3 YCTaHOBJIEHHOTO
B AIMUHUCTpanuu IU(GPOBOro 0003HAYEHHUS CTPYKTYpHOTO TOJpa3feiieHus u
MOPSIIKOBOTO HOMEpa 3arojoBKa Jelia T0 HOMEHKJIAType B Ipelesiax CTPYKTYPHOTO
noapasneneHus. VHmekcel men oOo3HavaroTcs apabckmmu 1udpamu. Hampumep:
12-05, rae 12 — oGo3HaueHHe CTPYKTypHOro mojpasnencHus, 05 — mopsaKOBBIN
HOMED 3aroJIoBKa JieJia 10 HOMEHKJIaType.

B HOMeHknaType Jen PpEeKOMEHAYETCS COXPaHATh OJIMHAKOBBIE WHJIEKCHI
JUIS  OJHOPOJIHBIX JIed B TMpeAeNaX pa3HbIX CTPYKTYPHBIX —MOApa3ieiICHHH,
JUTSL TIEPEXOAAIIUX JIEN MHICKC COXPAHAETCS.

B rpady 2 HoMeHKIaTyphI J1e7 BKIIIOUAIOTCS 3aroJIOBKH Jie (TOMOB, 4acTei).

3arosioBoK Jena JOJDKEH 4YeTKO, B 0000IIeHHOW (opme OTpakaTb OCHOBHOE
COJZIEp>KaHUE U COCTAaB IOKYMEHTOB JIEJa.

He nomyckaercs ymoTpeOneHHWEe B 3aroyioBKe  Jea  HEKOHKPETHBIX
GbopMyIMpPOBOK («pa3Hble MaTepuaibl», «O0IIas Nepenucka» W T.1.), a TaKkKe
BBOJIHBIX CJIOB M CJIOKHBIX OOOPOTOB.

3arooBOK Jiea COCTOMT U3 DIJIEMEHTOB, pACIONaraéMbIX B CIEAYIOMICH
NOCJIEOBATEIbHOCTH: Ha3BaHUME BHUAA Jena (Mepenucka, >KypHal U T.JA.) WIU
Pa3HOBUAHOCTH  JOKYMEHTOB  (IPOTOKOJBI, MpHUKa3bl M  T.J1.); Ha3BaHHE
AJMUHHUCTpAUd M CTPYKTYPHOTO TMOpa3leieHus] (aBTOp TOKYMEHTa); Ha3BaHHE
OpraHu3alliyd, KOTOpOoW OyayT aApecoBaHbl WU OT KOTOPOM OyAyT MOJy4EHBI
JOKYMEHTHI (afpecaT Win KOPPECTIOHAEHT JOKYMEHTA); KpaTKOe COJIEp KaHUEe TOKYMEHTOB
JieNia; Ha3BaHUE MECTHOCTU (TEppUTOPHM), C KOTOPOH CBS3aHO COJAEpKaHME
JOKYMEHTOB Jiefia; naTta (Mepuos), K KOTOPO OTHOCSTCS JOKYMEHTHI Jieia (TUIaHbl U
OTYETHI).

B 3aronmoBkax Jen, coiep)KalMX JOKYMEHTBHl 10 OJHOMY BOIIPOCY,
HO HE CBS3aHHBIX MOCIEAOBATEIHHOCTHIO HCIIOJIHEHHUS, B KadecTBEe BHJA Jela
yIoTpeOsIeTCs] TEPMHUH «JTOKYMEHTBI», a B KOHIIE 3ar0JIOBKAa B CKOOKaxX YKa3bIBAIOTCSA
OCHOBHBIE PAa3HOBUJHOCTU JOKYMEHTOB, KOTOpBIE JOJKHBI OBITH CTPYIIUPOBAHBI
B jieJie (TUIaHbl, COUCKH, JOKIAAbI U T.1.).

Hanpumep:

I[OKYMGHTBI O IMPOBCACHUHN TCMATHYCCKHUX BBICTABOK
(HJ'IaHBI, CIIMCKH, JOKJIaAbl, XapaKTCPUCTHKHU BKCHOHaTOB)

B 3aronoBkax zei, coaepKalux MEePenucKy, yKa3blBaeTcs, ¢ KEM U 110 KAKOMY
BOIIPOCY OHA BEJETCS.

B 3aronoBkax gen, coaepkaiyx NepenucKy ¢ OJJHOPOIHBIMU KOPPECTIOHICHTAMH,
MOCJIETHUE HE YKA3bIBAIOTCS, a YKAa3bIBAETCS UX 00Ilee BUI0BOE Ha3BaHUE.

Hanpumep:

[lepenncka ¢ pyKOBOAUTEISMHU HPOMBILIIIEHHBIX
OpeanpusTuii 00J1aCTH MO BBHIMOJIHEHUIO FOc3aKas3a
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B 3arosoBkax  nmen,  COAEpKAIIMX  IIEPENUCKY C  Pa3sHOPOIHBIMU
KOPPECIIOHEHTAaMU, TIOCJIEHUE HE TIEPEUNCTIAIOTCS.
Hanpumep:

HCPCHI/ICKa 00 opranmu3aluu CCMHUHAPOB U COBGHIaHI/Iﬁ
I10 BOIIPpOCaM NOKYMCHTHPOBAHUA ynpaBﬂquCCKOﬁ JACATCIBbHOCTH

B 3arosyioBke Aena yka3blBa€TCS KOHKPETHBIN KOPPECTIOHIEHT, €CIIA MEPENHCKa
BEJIETCS TOJIBKO C HUM.
Hampumep:

[Tepenucka ¢ MUHHCTEPCTBOM 00pa30BaHUS
10 BOMPOCaM y4eOHO-METOINIECKON pabOThI

[Ipu o0o03HAaueHHM B 3aroJiOBKax Jiell aJIMHUHUCTPATUBHO-TEPPUTOPUATBHBIX
€AUHULl YYHUTBIBAECTCS CIIEAYIOIIEE: €CIIM COAEP/KAHME JeJla KAacaeTCsl HECKOJIbKHUX
OJHOPOJIHBIX AAMHUHUCTPATUBHO-TEPPUTOPUAIBHBIX €IWHUIL, B 3aroJIOBKE Jejla He
YKa3bIBAIOTCSI UX KOHKPETHBIC Ha3BaHUs, & YKa3bIBAETCS UX 00Iee BUOBOE Ha3BAHUE.

Hanpumep:

HepeHI/ICKa C I'JilaBaMM aI[MI/IHI/ICTpaHI/Iﬁ MYHHUIIUIIAJIBHBIX
06pa30BaHHﬁ I10 BOIIPpOCaM COI.[PIEUIBHOﬁ 3alllUThI HACCIICHUA

Ecnu conep:kanue nena Kacaercst OAHOM aJMUHHUCTPATUBHO-TEPPUTOPUAIIBHON
€IMHULBI (HACEJIEHHOTO IYHKTA), €€ (€r0) Ha3BaHUE YKa3bIBAECTCS B 3ar0JIOBKE €.
Hanpumep:

[lepenucka ¢ O01acTHBIM My3€eM KpaeBeACHUS
(r. PoctoB-Ha-/loHy) 00 UCMOIB30BaHUN SKCIIOHATOB

B 3aromnoBkax jgen, comepKaliMx TUIAHOBYIO WM OTYETHYIO JOKYMEHTAITUIO,
yKa3bIBaeTCs Mepuoy (KBapTa, rojl), Ha (3a) KOTOPBIA COCTaBJICHBI MIJIaHBI (OTYETHI).
Hanpumep:

I'omoBoii otyeT 3A0 «KHHra» 00 HCTIOJIHEHUH CMETHI TI0 OFOKETY

[Topsimok pacmoyioKeHusi 3aroJIOBKOB JIeJl BHYTPU Pa3feioB W IMOJPa3/IeiioB
HOMEHKJIATYypHhI JIeJI OMPEACIISICTCSl CTENEHbI0 BaXKHOCTU JOKYMEHTOB, COCTABIISFOITUX
Jiena, ¥ UX B3aUMOCBsI3bI0. B Hayasie pacrojiararoTcsi 3arojioBKU I, COJIEPHKAITUX
OpraHU3aIMOHHO-PACTIOPSIUTEIIBHYIO JOKYMEHTAIIHIO.

3aroJI0BKH JIeJI MOTYT YTOUHSITECSI B Tiporiecce opMUpoBaHUs U 0POpMIICHUS JIE.

['pada 3 HOMEHKIIATYPBI JIe]T 3aMOJHAETCS 0 OKOHYAHUU KAJICHIAPHOTO roja.

B rpade 4 ykaspiBaroTCs CpOK XpaHEHHs Jiejia, HOMepa CTaTed Mo MEepeyHIo,
a MpU €ro OTCYTCTBUU — MO THUIIOBOW WM MPUMEPHOW HOMEHKJIAType MAes, WIH
JIPYTOM, COTJIACOBAHHBIN C apXUBOM, CPOK XPAHEHHS.

B rpade S5 «llpumedanue» MNpOCTABISIIOTCS OTMETKA O 3aBEJECHUU Jeia,
o nepexopsieM aeie (Hanpumep, nepexossmiee ¢ 2000 romga).
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13.1.13. Ecnu B TedeHue roma B AJMHHHCTpPAIMM BO3HUKAIOT HOBBIE
JIOKYMEHTHPOBAHHBIE Y9aCTKU PabOThI, HETIPETyCMOTPEHHBIE JeJ1a, OHU JOMOJTHUTEIHHO
BHOCSITCSI B HOMEHKJIATypy AEI.

13.1.14. Tlo oxoHYaHWM TOJa B KOHIIE HOMEHKIIATYPHI JEJ JETACTCs UTOTOBas
3aMUCh O KOJIMYECTBE 3aBE/ICHHBIX A€ (TOMOB).

13.2. ®opmupoBanue u oQopmIICHUE JET.

13.2.1. ®opmupoBaHue AT — IPYNIHUPOBKA UCTIOJTHEHHBIX JOKYMEHTOB B Jeia
B COOTBETCTBUU C HOMEHKJIATYPOU JIe71 M cCUCTeMaTH3allks TOKYMEHTOB BHYTPH Jiena.

13.2.2. llena dhbopmupyrorcsi B ATMUMHCTpPAIUHU, KaK MPaBUIIO, B CTPYKTYPHBIX
NO/Ipa3/IeTICHUSX.

13.2.3. UcrionHeHHbIE JTOKYMEHTBI JOKHBI B 15-THEBHBIH CpPOK CIaBaThCS
UCIIOJIHUTEIIEM, B 3aBUCHMOCTH OT MPUHATON CUCTEMbl BEJEHUS IEIOMPOU3BOJICTBA,
JIMLIaM, OTBETCTBEHHBIM 3a BEJICHUE JICTIONPOU3BOICTBA B CTPYKTYPHBIX MOJIPA3ICICHUSIX,
st popmupoBaHus WX B jaena. Homep gema, B KOTOpO€ MTOJDKEH OBITH TOIIIHAT
JOKYMEHT, ONpEAeNSeT PYKOBOAUTEIb CTPYKTYPHOTO  MOApPA3JCIACHUS WU
UCIIOJTHUTEIb B COOTBETCTBUU C HOMEHKJIATYpOH JeI.

Enununieit yyerta 3J1eKTPOHHOTO JTOKYMEHTA SIBJISIETCS SJICKTPOHHBIA JOKYMEHT,
3apErUCTPUPOBAHHBIN B cUcTeME «/Jlenoy.

13.2.4. KoHTponp 3a MpaBWIBHBIM (OPMUPOBAHHWEM JEN OCYIIECTBISETCS
HavYaJIbHUKOM OOIIET0 OTAea.

13.2.5. Ilpu dopmupoBaHuU J1e7 HEOOXOAUMO COOMIOAAThH CIEAYIOIIUE OOIIHe
mpaBuia: MOMENIaTh B JI€J0 TOJbKO HCIOJIHEHHBIE JIOKYMEHTHI B COOTBETCTBUU
C 3arojOBKaMu JeJI TI0 HOMEHKIIAType; TpyNIUpoBaTh B JIEJIO0 JOKYMEHTHI OJIHOTO
KaJICHJJAPHOTO TOJa, 32 MCKIIIOUEHHEM MEPEeXOSIINX Jel; pa3iesibHO TPYIIHUPOBAThH
B JIeJia JOKYMEHTBI MIOCTOSIHHOTO M BPEMEHHOT'O CPOKOB XPAaHEHHs; MOMEIATh B Jieia
Kcepokonuu (QakcorpamMm, TeneoHOrpaMM Ha OOIIMX OCHOBaHUAX; B JIEJIO
HE JIOJDKHBI MOMEIIAThCS JOKYMEHTHI, TO/IJIeKalllie BO3BpATY, JIMIITHUE HK3EMILISAPHI,
YEPHOBHKH; 0 00BEMy A€o0 He MODKHO mpeBbimaTh 250 muctoB. Ilpym Hammuaun
B JIeJie HECKOJbKUX TOMOB (YacTei) MHAEKC W 3aroJIOBOK Jiejla MPOCTABJISIOTCS Ha
Ka)kJIOM TOME C JJOOABJIEHHEM «T. 1», «T. 2» U T.II.

13.2.6. JIokyMeHTBI BHYTpH J€lia pACIOJararoTcs B XPOHOJIOTHYECKOM,
BOIPOCHO-JIOTUYECKOM MOCIEA0BATEILHOCTH UM UX COUYCTAHUH.

PacropsautenbHple  TOKYMEHTHI TPYNMNHUPYIOTCS B Jeja 10 BUIAM U
XPOHOJIOTHH C OTHOCSIIIIUMUCS K HUM MPUIIOKEHUSIMH.

Bce nokymMeHTBI OTUETHOTO M MH(DOPMAIMOHHOTO XapakTepa IO HCIOTHEHUIO
akta IIpesmpnenra Poccuiickon @enepanun wunu IlpaBurensctBa Poccuiickon
denepanyy, HAXOASAIIETOCS Ha KOHTPOJIE, MOAIIMBAIOTCA B 3aBEJICHHOE HA ATOT aKT
neno. Ecnmu Ha akT neno He 3aBOAWIOCH, TO OTYETHBIC JTOKYMEHTHI IMOAIIMBAIOTCS
B JIEJIO IEPEMUCKHU OCTOSIHHOTO CPOKa XpaHEHU 3a TEKYIIUW O/,

[TocranoBneHuss AJMUHHCTpauuMM AKCAWCKOrO TOPOACKOTO  IOCEJICHMUS,
pacriopsbkeHus  AJIMUHUCTpallud  AKCalCKOTO  TOPOJCKOTO  TIOCEJNCHUs U
pacnopspKeHus AJIMUHUCTpAIUU AKCaiCKOTO TOPOJICKOTO MocefieHus! (o armapary)
TPYNIUPYIOTCS OTISIBHO IO KaKIOMY BHIY TIPABOBBIX aKTOB.

[IpoToKOJIBI B JI€JIe pacoJiaraloTcsi B XpOHOJOTMYECKOM TMOPSIIKE M0 HOMEpaM.
JIOKyMEHTHI K TIPOTOKOJIaM, CTPYIITUPOBAHHBIE B OT/IENbHBIE I, CUCTEMATU3UPYIOTCS
BHYTpH Jiejia IO HOMEpaM MPOTOKOJIOB.
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YTBepXKACHHBIC TUIAHBI, OTUYETHI, CMETHI, JIAMHUTHI, TUTYJbHBIE CIIUCKU U IPyTHE
JTOKYMEHTBI TPYIIIAPYIOTCS OTACITHHO OT MIPOCKTOB.

JIOKyMEHTBI B TUYHBIX JEJIaX PACIIOIAraroTCs 10 MEepe UX MOCTYTUICHHUS.

Benenue nen MyHUIIMMIATBHBIX CIYXKalUX OCYIIECTBISACTCS B COOTBETCTBUU
¢ Ykazom [Ipesunnenta Poccuiickoii @eneparmu ot 30.05.2005 Ne 609 «O6 yrBepx)aeHun
[TomokeHus: 0 MEePCOHATBHBIX JAHHBIX TOCYJAPCTBEHHOTO TPAXKIAHCKOTO CITYKaIETo
Poccniickon @enepanuy U BEAECHUU €r0 JIMYHOTO JEIa.

[lepenucka rpynmupyercsi, Kak MNpPaBUIIO, 32 TEPUOJ] KAJICHIAPHOTO Toja U
CUCTEMATU3UPYETCS B XPOHOJIOTMYECKOW TOCIEJOBATEIbHOCTH; JOKYMEHT-OTBET
MOMENIAeTCsl 3a JOKYMEHTOM-3ampocoM. [Ipy BO30OHOBJIEHHHM TEPENUCKUA IO
ONpEJEIICHHOMY BOIPOCY, HayaBIICWCs B MpEAbIAYIIEM TOAYy, JAOKYMEHTHI
BKJIFOYAIOTCS B JIEJIO TEKYIIETO Tojla C YKa3aHWeM MHJIEKca Jieja MPebIIyIIero roja.

3aKOHYEHHBIE JEIOMPOU3BOACTBOM 3JIEKTPOHHBIE TOKYMEHTHI (POPMHUPYIOTCS B
nena (manku, TMPEKTOPUH) OTAEIBHO OT JIOKYMEHTOB Ha OyMaKHBIX HOCUTEIIS

13.2.7. JIokyMEHTBI TOCTOSTHHOTO CpOKa XpaHEHHUs IMOJIeKaT 0GOPMICHUIO
B Jieia 10 oKoH4YaHuu roaa. OdopmiieHHne ena BKII0YaeT B ¢e0s1 KOMIUIEKC paboT mo
OMKCaHUIO JieJla Ha OOJOXKKe, OpOILIIOPOBKE, HYyMEpaIlMd JHCTOB U COCTaBJICHHIO
3aBEPUTEILHON HAAUCH.

Homepa cTpanui aena mpOCTaBIAIOTCS Ha JUCTaX KapaHIAIIOM B IPaBOM
BEpPXHEM YTIIy.

OdopmiieHne JOKYMEHTOB B Jiela MPOBOJUTCA OTBETCTBEHHBIMH 32
JIEJIONPOU3BOACTBO B CTPYKTYPHBIX  TOJpa3feleHusX  paOOTHUKaMHU  TpU
METONYECKON MOMOIIH O0ILEro oTea.

13.2.8. B 3aBUCHUMOCTH OT CpPOKOB XpaHEHHUS TMPOBOAUTCS TMOJTHOE WIH
gactuaHoe odopmieHue aen. [lomHoMy oQopmiIeHHIO TOUIekKAT JAesa TOCTOSTHHOTO,
BpeMeHHOTO (cBbIme 10 yeT) XpaHeHus U 10 JTUIHOMY cocTaBy. [lomHoe odopmiteHne
Jiena npeaycMarpuBaet: oopMIIeHHE PEKBU3UTOB OOJIOKKH Jiefla TI0 YCTaHOBJICHHOU
dopme (mpunoxkerne Ne 12); Hymepaluio JHCTOB B JeJi€; COCTaBICHHE JIUCTa-
3aBeputens jgena (mpwiokenne Ne 13); cocraBiacHHe B HEOOXOAMMBIX CITy4asx
BHYTPEHHEH OMNKMCH JIOKyMEHTOB jeia (tpuioskenue Ne 14); moAIIMBKY M HEpEIUIECT
7iena; BHECEHUE HEOOXOIMMbIX YTOUHEHHM B PEKBU3HUTHI OOJIOKKH JIeTa.

13.2.9. O6n0kKa aena MOCTOSHHOTO, BpeMeHHoro (cBeimie 10 jet) xpaHeHus u
0 JINYHOMY COCTaBy O0(hopMIISIETCS IO YCTaHOBJICHHOU (popme.

PexBu3uTHI, MpocTaBisieMble Ha OOJIOXKKE Jea, OPOPMIISIOTCS CIEAYIONUM
oOpa3zoM: «AIMHUHHCTpalUs AKCAaCKOr0 TOpPOJACKOTO IOCEIEHUS» — YKa3bIBAETCS
MOJIHOCTHIO B UMEHUTEIILHOM TIaJIEKE; «HAMMEHOBAHUE CTPYKTYPHOTO TOAPA3ICICHUSD —
3alMChIBACTCS HAa3BaHWE CTPYKTYPHOTO TOJPA3JeieHHss B  COOTBETCTBUU C
YTBEPKJIEHHOM  CTPYKTYpOH; «WHIEKC Jena» — T[pocTaBisierca UppoBoe
o0O3HaueHue Jena 10 HOMEHKJIaType JAell AIMUHUCTpAIlUHU; «3arojIOBOK Jeiay
MEPEHOCUTCSI U3 HOMEHKJIATYPhl Jiel AJIMUHHUCTpAIMU; «JaTa Jeja» — YyKa3bIBaeTcs
roJ1 (roJibl) 3aBeICHUSI 1 OKOHYAHMUSI JieJia B IEJIONPOU3BOJICTBE.

Jaron nein, coaepxk)alux paclopsSAATENbHYI0 JTOKYMEHTALUIO, a TaKXKe IJIs
JIed, COCTOSIIIUX W3 HECKOJbKMX TOMOB (4YacTel), SBISIFOTCS KpaWHUE JaThl
JIOKYMEHTOB Jiefa, T.€. JaThl (UUCII0, MECSII, TO/1) peruCTpaluu (COCTaBICHHUS) CaMOTO
paHHEro M CaMOTO IMO3THEr0 JIOKYMEHTOB, BKIIFOUCHHBIX B Jiei0. [Ipw 3TOM umncio u
roJi 0003Ha4Yal0TCs apaOCKUMH P paMu, Ha3BaHUE MECAIIA MUIIETCS CJIOBAMHU.
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B nemsax obecrniedyeHrss COXpPAaHHOCTH M 3aKPEIUIEHHS MOpSAJKAa pacloiOKEHUs
JOKYMEHTOB, BKJIFOUEHHBIX B JI€J0, BCE €ro JIUCThl, KPOME JIUCTa 3aBEPUTENS U
BHYTPEHHEN ONUCH, HyMmepyroTcs. JIMCThl HyMepyroTCs HpPOCTBIM KapaHAalloM B
IIpaBOM BEPXHEM YTIIy JIUCTA.

JIMCTBI A€M, COCTOSIIMX M3 HECKOJBKMX TOMOB WJIM YacTeil, HyMEPYIOTCS IO
KOKJIOMY TOMY (4acCTH) OTIENBHO.

dotorpadguu, uUepTexKH, IUATPAMMBl U JPYrH€ WIUIIOCTPUPOBAHHBIE U
cnenu@uueckue JOKYMEHTBI, MIpPEICTaBIISIONINE CAaMOCTOSTENIbHBIM JIUCT B JEIE,
HYMEPYIOTCS Ha 00OPOTHOU CTOPOHE B JIEBOM BEPXHEM YTIIY.

[ToammTeie B 1€710 KOHBEPTHI C BJIOKEHUSMU HYMEPYIOTCS: CHayaja KOHBEPT, a
3aTe€M OuYepeTHBIM HOMEPOM KaX10€ BIOXKEHHE B KOHBEPT.

[Tocne 3aBepieHrs HyMepaluy JUCTOB COCTABIISIETCS 3aBEPUTENbHAS HAJIINCH,
KOTOpasi pacnoJiaraeTcsi B KOHUE Jieja. 3aBepuTebHas HAAMKUCh COCTABISETCS B JEIe
Ha OTJENbHOM JIMCTE-3aBepuTene Jeia. B 3aBeputTenbHON Haanucu nudpamu u
IPOINUCHI0 YKa3bIBAIOTCA KOJIMYECTBO JIMCTOB B JIaHHOM JIel€, OCOOEHHOCTH
OTJENBbHBIX TOKYMEHTOB (4epTexku, pororpaduu, pUCyHKH H T.I1.).

3aBepuUTENIbHAST HAANKNCh IOJAIMUCHIBAETCS €€ COCTABUTEIEM C YKa3aHUEM
pacm@poBKH MOANUCH, JOJKHOCTHM M JaThl cocTaBieHus. KoauuecTBo JUCTOB B
JieJie MPOCTaBISETCS Ha O0JI0KKE J1eJla B COOTBETCTBUM C 3aBEPUTEIBHON HAIUCHIO.

PexkBu3utr «Cpok XpaHeHHs Jefla» IEepEeHOCUTCS Ha OO0JOXKKY JAefa u3
COOTBETCTBYIOIIEH HOMEHKJIATYpPbl JI€Nl IOCIE CBEPKH €ro CO CPOKOM XpaHEHUs,
yYKa3aHHbIM B TI€PEYHE THUIOBBIX YINPABICHYECKUX aAPXHUBHBIX JOKYMEHTOB,
o0pa3yoIuxcsi B MpoLecce ACSITEbHOCTH TOCYJapCTBEHHBIX OPraHoB, OPraHOB
MECTHOTO CaMOYIIPABJIECHUS U OPTraHU3ALMM, C YKa3aHUEM CPOKOB XpaHEHUS.

Ha gemnax mocTOSHHOTO XpaHEHUs MUIIETCS: «XPAaHUTh MOCTOSITHHOY.

ApxuBHbIl mmdp nena (Homepa (oHAa, OMHUCH, Jena) Ha OOJOXKKaX e
MOCTOSIHHOT'O XPaHEHUs MPOCTABISETCSA B BEIOMCTBEHHOM ApXUBE YEPHUIAMH TOJIBKO
IIOCJIE BKJIKOYEHHUS 3THX JEJI B TOJOBBIE pa3/eiibl CBOJHBIX ONMUCEH, YTBEPKICHHBIX
AKCIIEPTHO-TIPOBEPOYHON KOMHUCCHUEH.

Ha o65oxkax aen TMOCTOSHHOTO XpaHEHUs NpeayCMaTpUBAETCSl MECTO JUis
HAaUMEHOBAHHUS apXUBa, B KOTOPBIA OyIyT mepenaBarTbes Aena.

[To oxoHuUaHUM roja B HaJIUCH Ha O0JIOKKAX eIl MOCTOSIHHOTO M BPEMEHHOTO
(cBbitie 10 yeT) XxpaHEeHUs] BHOCATCS YTOUHEHHMSI: TPU HECOOTBETCTBUH 3arojIoBKa J1e
Ha O0OJIO)KKE COAEpPKAHUIO MOMAIIUTHIX JTOKYMEHTOB B 3arojloOBOK Ji€Ja BHOCSTCS
U3MEHEHUS U IOMOJIHEHHUS.

13.2.10. [Ins y4eta JOKYMEHTOB OMPEACICHHBIX KaTErOpPHil MOCTOSTHHOTO U
BpPEMEHHOTO CpoKOB (cBbiie 10 eT) XpaHeHus!, yUeT KOTOPBIX BBI3BIBACTCS CIIEIU(PUKON
JAHHOM JOKyMeHTauuu (0co00 IEHHBbIe, JUYHBbIE Jeida MW T.1.), COCTaBIseTCA
BHYTPEHHSISI OMUCh TIOKYMEHTOB JIea.

BHyTpeHHsI1 OmnuCh JOKYMEHTOB JieJla COCTaBJSIeTCS Takke Ha Jena
MOCTOSTHHOTO M BpeMeHHOTO (cBbime 10 neT) Xxpanenusi, eciu OHU c(hopMUPOBaHBI TIO
Pa3HOBHUJHOCTSM JIOKYMEHTOB, 3aroJOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOIO
COJIEp>KaHUs TOKYMEHTOB.

BHyTpeHHSsT ONHCh COCTABJISETCS HAa OTIAEIBHOM JIMCTE IO YCTaHOBJIICHHOMW
dbopMe, KOTOpasi COAEPKUT CBEACHUS O MOPAIKOBBIX HOMEpPax JOKYMEHTOB Jieia, UX
MHJIEKCax, JaTax, 3arojloBKaX M HOMEPAX JIMCTOB JI€Ja, Ha KOTOPBIX PACIOJIOKEH
KKl ToKkyMeHT. K BHyTpeHHElH onucH COCTaBIsIeTCsl UTOrOBasi 3aluCh, B KOTOPOU
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yKa3bIBaeTCs 1uppaMu ¥ TPOIMKCHI0 KOJMYECTBO BKIFOUCHHBIX B HEE JIOKYMEHTOB U
KOJIMYECTBO JTUCTOB BHYTPEHHEW OMHUCH.

BHyTpeHHSIT ONMMCh JOKYMEHTOB Jiela TOIIMUCBIBAETCS COCTABUTEIEM C
yKa3aHueM pacmr(poBKY MMOIIMUCH, TODKHOCTA W JaThl COCTaBJICHHs onucu. Ecim
JIEJI0 YXKe TEePEeIIeTeHO U MOAIIUTO, TO 3aBEPEHHAs] COCTABUTEIIEM BHYTPEHHSS OIUCH
JIOKYMEHTOB JieJia MTOAKIIEUBACTCS 32 BEPXHUM Kpal K BHYTPEHHEW CTOPOHE JIMIIEBOU
OO0JIOXKKH JeTa.

13.2.11. JIokyMeHTBI, COCTABJISIOIINE JIJI0, IMOIITUBAIOTCS Ha YEThIPE MPOKOIA
B TBEpPAYyI OOJIOKKY W3 KapTOHAa WU TEPEIUICTAIOTCS C YYETOM BO3MOKHOIO
CBOOOJTHOTO UTEHHUs TEKCTa BCEX JIOKYMEHTOB. [Ipu moAroToBke Aen K MOMAIIMBKE
(mepemieTy) MeTaNIMYeCKre CKperieHus (OyIaBKH, CKPENKH, CKOObI) U3 JOKYMEHTOB
yAAIAIOTCSL.

Jena BpemenHoro (710 10 jeT BKIIOYUTENBHO) XpaHEHUs I0MyCKAETCs XPaHUTh
B CKOPOCIIMBATEISIX, HE TTPOBOIUTH MEPECUCTEMATHU3AINIO JOKYMEHTOB B JI€JI€, TUCTHI
Jieia He HyMepOoBaTh, 3aBEPUTEIIHHBIC HATITUCH HE COCTABIIATH.

13.3. Opranuzanus OnepaTuBHOrO XpaHEHHs TOKYMEHTOB.

13.3.1. C MoMeHTa 3aBelICHUS | J0 TIepeadll B apXUB JIeJia XPAHITCS 10 MECTY
X (GOpMUPOBAHUS.

13.3.2. PykoBoauTen CTPYKTYpHBIX TIOAPA3IEICHNN U PaOOTHUKHU, OTBETCTBEHHBIC
3a JIEJIOMPON3BOICTBO, 00S3aHBI 00ECTIEUNBATh COXPAHHOCTD JOKYMEHTOB | JICTI.

13.3.3. Jlena, Haxosmuecss B pabouYnx KOMHATaX M CIEIUAIBbHO OTBEIACHHBIX
JUISL OTOM 1IeJId TIOMEIIEHUSAX, pacIojiaraloTcd B BEPTUKAIBHOM IOJIOKEHUU
KOpEelIKaMy HapyXy B 3amupaembix Mmikadax, oO0ecneuuBaronuX HX TMOJHYIO
COXPaHHOCTb, MPEIOXPAHAIONIMX JOKYMEHTHI OT MbUIM M BO3JICUCTBHUS COJTHEUYHOTO
CBeTa.

B niensix moBbIIEHUST ONEPATUBHOTO MOKMCKA JOKYMEHTOB JIeJia pacioiaraloTcs
B COOTBETCTBHHM C HOMEHKJIATypoil nen. HomeHkmaTypa aem wim BBITACKA W3 HEe
MOMEIIAeTCsl Ha BHYTPEHHEH CTOpoHE ImKada.

Ha xopemikax 000keK /e YKa3bIBAIOTCS HHICKCHI 0 HOMEHKJIATYpeE.

14. Tlopsaok nepenayn JOKYMEHTOB Ha XpaHEHUE B apXUB

JlokyMeHTbl AJIMUHHUCTpALMU SIBJIIOTCS €ro COOCTBEHHOCTbIO MW TOCIIE
MPOBEJECHUS AKCIEPTU3bl UX ILIEHHOCTU B MOPAJKE, YCTaHOBIEHHOM dDenepalibHbIM
3akoHOM oT 22.10.2004 Ne 125-®3 «O6 apxuBHOM jene B Poccuiickoit deaeparum,
NoJIeXKaT 00s3aTENIbHOM TIepeaue Ha TOCYIapCTBEHHOE XpaHeHue B [ ocynapcTBeHHBIN
apxuB PocCTOBCKOW 007MacTM Kak ToCyJapCTBEHHAsh 4YacTh apXwBHOTO (oHma
Poccuiickon denepanum.

Jlnst  XpaHeHHWs JOKYMEHTOB TOCYJAapCTBEHHOM 4YacTH apXuBHOTO (oHIa
Poccuiickoit ®enepanuu u J0KyMeHTOB BpeMeHHoro (cBeime 10 ser) cpoka
XpaHEHUs, UMEIOLIUX MPAKTUYECKOE 3HAYEHHUE, a TaKXKe JOKYMEHTOB IO JIMYHOMY
COCTaBy, HMX Yy4eTa, HCIOJb30BaHUS, OTOOpa M TOATOTOBKM K Tiepefadye Ha
rocyJIapCTBEHHOE XpaHEeHHE 00pa3oBaH apXuB AKcalCcKoro paiioHa.

14.1. DxcnepTr3a IEHHOCTH IOKYMEHTOB.

B xone skcrniepTu3bl IpOBOAUTCS OTOOP JTOKYMEHTOB ISl XpaHEHHS M YHUUTOXKCHUSL.
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14.1.1. DkcnepTu3a LEHHOCTH JOKYMEHTOB MPOBOAMUTCS: MPU COCTABICHHUU
HOMEHKJIATyphl e, B mporecce (GpopMHpOBaHHS €1 U NpU MOATOTOBKE AEN s
Nepeaun B apXHB.

14.1.2. JIns opraHu3alyy ¥ MPOBENEHUS IKCHEPTU3bl [IEHHOCTH JOKYMEHTOB,
orOoOpa MX Ha XpaHeHHEe B ApxuBe AKCaWCKOTO paiioHa CO3JAeTCA JKCIEpPTHAs
KOMUCCHS.

OKcmepTHas KOMHUCCHSL CO3JAaeTca U3 4ucia HanOosiee KBaTU(UIIMPOBAHHBIX
pabOTHUKOB B KOJIMYECTBE HE MEHEE D YEIIOBEK.

[Ipencenarenss komuccuu HazHayaeT [7aBa  AKcailcKOro TropojcKoro
MOCEJICHHUS.

14.1.3. dyHKIMU W TpaBa IKCIEPTHOM KOMUCCHH AKCAMCKOro TOPOACKOIO
MOCEJICHUSI OTPEACIISIOTCS MOJIokKEHUEM 00 sKcmepTHOM komuccuu. [lonoxenue o0
HKCIIEPTHON KOMUCCHUU U €€ COCTaB YTBEPKIAIOTCS pACTIOPSKEHUEM ATMUHUCTPAIUH.

DKcnepTHasi KOMUCCHS OCYIIECTBIISCT CleNyrolne QyHKINN:

paccMaTpHUBAaET CBOJHYIO HOMEHKIIATYPY Aea AIMUHHUCTPALUY;

paccMaTpHUBAET OINKCU JAEJI NOCTOSHHOIO XPaHEHHWs, NMOJJIeKallhe Mepeaade B
apXuB AKCaNCKOro paiioHa,

paccMaTpuBaEeT OMKMCH JIEN MO JUYHOMY COCTaBY;

ONPEENSIET CPOKU XPAHEHHUS JI€]T, KOTOPBIE HE MPEAYCMOTPEHBI B IEPEYHE;

paccMaTpuBaeT aKThl O BBIJCICHHM K YHUYTOXEHHUIO €I, HE MOAJIekKAIINX
JaJbHENIIEMY XPaHEHHUIO.

14.1.4. DxcriepTu3a 1LEHHOCTH JOKYMEHTOB JIOJDKHA OCYIIECTBIATHCS —TIO
3aBEPILICHNHN JEIOIPOU3BOACTBEHHOTO TO/A.

14.1.5. Tlpu npoBeieHUH SKCIEPTU3bI HEHHOCTU TOKYMEHTOB OCYILECTBISIFOTCS
0TOOp JOKYMEHTOB IOCTOSIHHOTO XpPaHEHHUS U IO JMYHOMY COCTaBy, BBIJEICHUE K
YHUUTOKEHUIO /1€, CPOKU XPaHEHMs] KOTOPBIX HUCTEKIH, IPU 3TOM OJHOBPEMEHHO
IPOBEPSIIOTCS KAa4eCTBO U IMOJHOTA JEHCTBYIOLIEH HOMEHKJIATYpPbI JI€], COONI0IEHNE
YCTaHOBJIEHHOT'O MOpsKa OPOPMIIEHUS JOKYMEHTOB U (QOPMUPOBAHUS JEII.

14.1.6. OT00p NOKYMEHTOB MPOBOAMTCS HAa OCHOBAaHUU IEPEYHS JOKYMEHTOB
C yKa3aHHEM CpPOKOB XpaHCHHS W HOMEHKIAaTypsl jen (npwiokeHue Ne 15).
He nomyckaercst oT00p AOKYMEHTOB JUIsl XpaHEHMsI M BBIACJIEHUS K YHUUTOXKEHHIO
TOJIbKO HAa OCHOBaHHUH 3ar0JIOBKOB JIEJI.

[Ipy MOAUCTHOM MPOCMOTPE AENI MOCTOSIHHOTO XPAHEHUS MOJJIEKAT U3BITHIO
NyONeTHbIE OSK3EMIUIIPhl  TOKYMEHTOB, UYEPHOBHKH, HEO(POPMIICHHBIE KOIHHU
JIOKYMEHTOB M JIOKYMEHTBI BPEMEHHOr0 cpoka xpaHenus. Jlena ¢ momerkoit JIIK
(3KCHIEpPTHO-TIPOBEPOYHAST KOMUCCHA) MTOABEPTatOTCs TAKKE MOJIUCTHOMY IIPOCMOTPY €
LEIbI0 OMNPEACNICHUs] HCTOPUYECKOW IIEHHOCTH U BBIJACJIEHHMS HX W3 COCTaBa
JIOKYMEHTOB, MOJUIEKAIUX OCTOSHHOMY XPaHEHHUIO.

14.1.7. Tlo pe3ynapTataM 3KCHEPTU3bl LEHHOCTH JOKYMEHTOB B CTPYKTYPHBIX
noJpa3ieNIeHUusIX  AJMUHUCTpAIUU COCTaBIISIFOTCS  OMUCH Ha  JIOKYMEHTBI
MOCTOSTHHOTO XPaHEHHUS M 1O JHUYHOMY cocTaBy. [lo 3TUM ommCsIM JOKYMEHTHI
CHAIOTCA B apXuB AKCallCKOTO paiioHa.

Onucu, MOArOTOBJICHHBIE CTPYKTYPHBIMU MOAPA3ICICHUSIMHU, CITY>KAT OCHOBOMH
JUTSl TOJATOTOBKHM CBOJIHOM OTIHCH.
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14.1.8. IIpu cocTaBieHUH OMKCH JET COOTIOTAIOTCS CeayIonue TpeOOBaHUS

3aroJIOBKM JIeJl BHOCSTCS B ONMUCh B COOTBETCTBUU C TPUHATONH CXEMOU
CUCTEMATHU3AIMH Ha OCHOBE HOMEHKJIATYPHI JIET;

KQXKJI0€ JIEJI0 BHOCUTCS B OIUCH TIOJT CAMOCTOSATEIBHBIM MOPSIIKOBBIM HOMEPOM
(ecnmu o0 COCTOUT M3 HECKOJBKHX TOMOB, TO KaKIBIH TOM BHOCHUTCS B OIUCH IO
CaMOCTOATEIbHBIM HOMEPOM);

B OIKCH 32 HECKOJIBKO JIET JIeJla UMEIOT OOIIYI0 HyMEpaIluio;

rpadpl OMHCH 3amOJHSIIOTCS B TOYHOM COOTBETCTBHHM C TEMH CBEIICHUSMH,
KOTOPbIE BEIHECEHBI HAa OOJIOKKY J1eTIa;

P BHECCHWHM B OMHUCH TMOAPS NIe7 C OAMHAKOBHIMHU 3aroJIOBKAMU ITHIIETCS
MIOJTHOCTBIO 3ar0JIOBOK TEPBOTO JIeNa, a MOBTOPSIONIascs nHpopMalus B 3arojloBKax
BCEX OCTAJIBHBIX OJHOPOIHBIX el 3aMeHseTcs cioBamu «To ske». Ha kaxmom
MOCJICTYIOITEM JINCTE OMTUCH TIEPBBINA 3aT0JI0BOK BOCIIPOU3BOIUTCS MTOJTHOCTHIO.

14.1.9. OT00p AOKYMEHTOB K YHHYTOXXCHUIO C UCTEKIIMMU CPOKAMH XPaHEHUS
MIPOBOJIUTCS TTOCJIE COCTABJICHUS OTHCH JIeJT IOCTOSIHHOTO XPaHCHHSI.

14.1.10. AXT 0 BBIICTICHUU K YHUYTOXKCHHUIO JOKYMEHTOB COCTAaBJIICTCS, Kak
NpaBUJIO, HA Bee Jena AaMunucTpaiun (npuinoxenne Ne 16).

[locne uctedyeHus: CPOKOB, YCTAHOBIEHHBIX JIJISi XPAHEHHS AJIEKTPOHHBIX JIEl
(9MEKTPOHHBIX JIOKYMEHTOB), Ha OCHOBAaHMM aKTa K YHHUUYTOXXCHHIO JIOKYMEHTOB
AJIEKTPOHHBIE TOKYMEHTHI TOJIJIEKAT YHUUTOKEHUIO.

15. MamvHonucHbIe, KOMUPOBAIbHO-MHOXKHUTEIbHBIE,
tunorpadckue padboTh

15.1. MammHonucHbIE pabOTHI.

15.1.1. llenTpann30BaHHOE BHITIOJHEHUE MAITUHOMUCHBIX PA0OT OCYIIECTBIISETCS
B 0011IeM OT/IeTIe.

[TeyaTanue JOKYMEHTOB OCYIIECTBIISIETCS C HMCIOJIB30BAHHUEM KOMITBIOTEPHOU
TeXHUKU Ha OJlaHKaX YCTAaHOBJICHHOW (QopMmbl M Oymare CTaHIApPTHBIX pPa3MEpoB
B cooTBeTcTBUU ¢ TpeboBanusmu ['OCTa P 6.30-2003 u nactosimeit MacTpyKIInH.

15.1.2. B nmeyaTh NpUHUMAIOTCS TOJBKO CIY>KEOHBIE IOKYMEHTHI U MaTepHAIbI,
HETMOCPEJICTBEHHO CBA3aHHBIC C IEATETLHOCTHI0 ATMUHUCTPAIUH.

JIoKyMeHTBl U MaTepuaiabl HECIY)KeOHOTO, JIMYHOTO XapakTepa IeyaTaHUIo
HE TIO/IIeKaT.

15.1.3. TloaroroBieHHBIM ISl TIeYaTaHUS MaTepuaj JTOJDKEH OBITh HaIMCaH
pa30opuuBO, ¢ coOdtojeHueM mpaBwil opdorpaguu U TYHKTYallMH, BBITIOJHEH
YEPHUJIAMHU WM [IAPUKOBOW PYUYKOH.

Pykonucn MOMKHBI OBITH BBIYMTAHBI HCHOJHUTENEM. I[IpM WX MOATOTOBKE
oco00oe BHUMaHHE OOpallaeTcss Ha MPaBUILHOE M YETKOE HamucaHue GaMuini,
CHEIUAIbHBIX TEPMHHOB, HaUMCHOBAHHMHA BEJIOMCTB M OpraHW3aIluii, HHOCTPAHHBIX
CJIOB 1 reorpaduuecknx Ha3BaHWH. Jl0OIMyCKarOTCs TONBKO OOIICTIPUHATHIC COKPAIICHHUS
CJIOB.

HebpexxHo wim Hepa300pYMBO HAINMCAHHBIE YCPHOBUKH, TPABJIICHHBIC WIN
BBHITIOJIHEHHBIE KapaH/aIlIoM, HEUETKHE KCcepo- Wi (HaKCUMUIIbHBIC KOMUU B TeYaTh
HE TPUHUMAIOTCS ¥ BO3BPAIIAIOTCS UCTIOJHUTEIO HA JOPA0OTKY.
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15.1.4. Marepuan crmaeTcs B Te4aTh B CIENUANBbHON mamke (00J0XKKe), Ha
KOTOpPOW JOJDKHBI OBITh yKa3aHbl HAaMMEHOBAaHHE CTPYKTYPHOTO TMOJpa3iesieHus,
bamunus, UM ¥ OTYECTBO, HOMEp TenedOHA UCTIOTHUTEIS.

OcHOBaHMEM [Ji BBITIOJHEHHS] MAIIMHOMUCHBIX PaOOT SBISETCS 3allOJIHEHHBIN
Onmank 3akasa (mpuitokeHue Ne 17), moamucaHHBIH PYKOBOAWTENEM CTPYKTYPHOTO
NOJPA3/ICJICHUs] M COTJACOBAaHHBIM C HA4yaJbHUKOM OOLIEro OTAENa WIH €ro
3aMECTHUTENIEM. 3aKa3bl XpaHATCS B OIOpPO B TEUEHHUE roja.

[TocTynuBIMiA MaTepuan pPerUCTPUPYETCS B CIELUAIBHOM KypHaie. TaMm xke
JienaeTcsi OTMETKa O BBIMOJHEHHOW paboTe. HamedartanHelii Marepuan BblIaeTCs
WCITOJIHUTEITIO MOJ] POCITUCH BMECTE C PYKOIHCHIO.

15.1.5. O0BbeM BBHITIOTHEHHBIX MAITMHOIIKMCHBIX PA0O0T MOJICKUT yUeTy B OI0pO.
Hcnonb3oBaHHbIE TMPU MEYaTaHUM HOMEpPHbIE OJIAHKM YYMTBIBAIOTCS B JKypHale
C YKa3zaHHeM HoMepa OJlaHKa.

15.1.6. [leyaTanue NOKyMEHTOB M MaTEpUAIOB NMPOU3BOAUTCS B TOPSAKE UX
noctyrmieHus. llepBoodyepeHOMY NEYATAHUIO MOJUIEKAT CPOYHBIE JOKYMEHTHI WU
MaTepHabl.

CpouHble  JOKYMEHTHl  II€YATAIOTCS B  OYEPEAHOCTH, ONpeaeisieMOi
HAaYaJIbHUKOM OOWIEro OTJeja, MO0 COTJIACOBAHUIO C MCHOJHUTEISIMH, MepelaBIIuMU
MaTepua sl IeYaTaHusl, Uiy PyKOBOJUTEISIMU CTPYKTYPHBIX MOIpa3/ICTICHUN.

MamuHonucHble padOThI BBIMOIHSIIOTCS:

CPOYHBIE — B TEUEHHUE 3 YaCOB;

MEHEE CPOUYHBIE — B TECYEHUE OJJHUX CYTOK;

HECPOYHbIE — B TeUEHUE 3 THEH.

[lepeneyarslBaHle HCIPABICHHBIX JOKYMEHTOB IPOM3BOAUTCS C Yy4ETOM
CPOYHOCTH.

15.1.7. [lpueM HOKYMEHTOB /i TedaTtaHus Tmpekpamiaercs 3a 1 wgac g0
OKOHYaHUA paboyvero JgHs.

15.1.8. [Tpr HeOOXOAMMOCTH JATBHEHIIIETO PEIAKTUPOBAHISI U TTPABKH IOKyMEHTA
B CTPYKTYPHOM TO/Pa3AeICHUH 3aKa3uMKy MePEeIaeTCsl ANEKTPOHHAS KOMUS JOKYMEHTA.

[loBTOpHAsT medarb NOKYMEHTa U €ro pelaKTUPOBAHWUE BBIMOIHSIOTCS MpU
HaJIMYHUU CCBUIKM HA UICHTU(PUKATOP SJIEKTPOHHOU KOMHUH JOKYMEHTA.

15.2. KonupoBalibHO-MHOXHUTEIbHBIE PAOOTHI.

15.2.1. IleHTpanm3oBaHHOE KCEPOKOMMPOBAHNE TOKYMEHTOB MPOM3BOIUTCS B OOIIIEM
OTJIENE.

KcepokonupoBaHUI0 U TUPaKMPOBAHUIO MOJJIEKAT JOKYMEHTHI M MaTepUabl
TOJIBKO CITy’)KEOHOTO XapaKTepa, HEMOCPEICTBEHHO CBS3aHHBIE C JI€ATEIbHOCTHIO
AJIMUHHCTpAIUH.

Marepuansl Hecily>)keOHOro, JUYHOIO XapakTepa M HE OTHOCSIIHECcH
K J€ATEeIbHOCTH AIMHUHHUCTPALUH KCEPOKOITMPOBAHUIO HE MOJIEXKAT.

M3roroBrienne HEOObIINX O 00beMy TUpaxeil 1okymeHToB (10 10 — 15 crpanui
KOIUN) OCYIIECTBIISIETCS B CTPYKTYPHBIX MOAPA3ACICHUSIX C COOMIOACHUEM MPaBUIL,
YCTaHOBJIEHHBIX HacTosien MHCTpyKIen.

15.2.2. OcHoBaHMEM ISl BBIOJHEHUS KOMUPOBAIbHO-MHOXXHUTEIbHBIX PAadOT
SIBJISICTCS 3aITOJIHEHHBIHN OJIaHK 3aKa3a yCTaHOBJICHHOW (hopMbI (Tipriiokenue Ne 17).

Henoanucanueie wuiM Heaoo()OpMIIEHHBIE MaTepuagbl K Pa3MHOKEHHUIO
HE IPUHUMAIOTCS.
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Pemenne 0 HEOOXOIMMOCTH Pa3MHOXKEHHSI JOKYMEHTOB M OOOCHOBAaHHOCTHU
KOJIMYECTBA MPOU3BOJUMBIX C HUX KON MPUHUMACTCS PYKOBOJAHUTEISIMA CTPYKTYPHBIX
noapasneneHuit Aaqmunuctparuu. [loanucannpiii My OJIaHK 3aKa3a Ha TPOU3BOICTBO
MHOKUTEJBHBIX PAa0OT COTJIACOBBIBACTCS C HAYaJIbHUKOM OOIIEro oTneia. 3akasbl
XpaHATCS B OOIIEM OT/IeIIe B TEUEHUE OJJTHOTO To/1a.

15.2.3. KommpoBaHnue JOKyMEHTOB MPOU3BOIUTCS B TMOPSIAKE UX MOCTYTUICHHUS.

15.2.4. JloxymeHTbl HMH()OPMALIMOHHOTO, CIPABOYHOTO W  METOAUYECKOTO
XapakTepa, 3HAYUTENbHBIE IO OOBEMY, MACCOBOIO THpaXa Pa3MHOXKAIOTCS, Kak
paBuio, HA 00EUX CTOPOHAX JINCTA C YMEHBIICHHEM TEKCTa WM B BUJE OpOIIIOP.
KomnupoBanue marepuajgoB Ha OJHOM CTOpOHE JIMCTa M 0O€3 YMEHBILIECHUS TEKCTa
OCYIIECTBJISICTCS B CIIy4asix JACHUCTBUTEIBHOU CITy>KeOHON HEOOXOIMMOCTH.

15.2.5. TloctynuBiive [jis KCEPOKOIMUPOBAHUS JOKYMEHTHI JOJDKHBI OBIThH
YeTKO W pa300opuMBO HaredaTaHbl Ha JucTtax Oymaru Qopmara He Oosnee A3.
Bpotrtopsl U CKperieHHbIE MaTepUalbl MPEABAPUTEIHHO Pa3OpOIIIOPOBBIBAIOTCS U
PaCKpPETLISIOTCA.

HauanpHuk o01iero oraena JI.B. CaBenbeBa
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[Tpunoxxenune Ne 1
K IHCTpYKIMHU 1O JEI0NPOU3BOACTBY
B AIMUHUCTpauu AKCaiiCKoro
TOPOJCKOTO MOCEJICHUS

OBPA3IIbI
0JIAaHKOB PE30JIIOINI

®opmar A6

N3obpaxenue ['epba
AKCaiiCKOT0 TOPOJICKOTO TIOCETICHHSI

['maBa Akcalickoro ropoJickoro

Nzobpaxenue ['epba
AKCaiiCKOTO TOPOJICKOTO TIOCETICHHUS

3amecturens [ naBbl AMUHUCTpALIUN

ITOCEJICHUS AKCaiCKOro ropoJICKOro IOCeJICHUs

0140 0)5(0)
Ne OT«  » 20 1. Ne OT«  » 20 1.
K BX. Ne OT« » 20 1. K BX. Ne OT « » 20 1.
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[Tpunoxenne Ne 2
K MHCcTpyKInn
I10 JEJIONPOU3BOICTBY
B AIMHUHUCTpaLU
AKCaCKOro ropoJiCKOro

MIOCEIICHUSI
OBPA3EIL]
oopMIICHHS TTPOTOKOJIA
YTBEPX/IAKO
I'naBa
AKCaCKOro ropoJiCKOro
IIOCEIICHUSI

(moamnuce) (MHUTATIBI, (aMUITHS)
« » 20 T

ITPOTOKOJI
3acelanusi AIMUHHUCTpaUu AKCalCKOTO TOPOACKOTO ITOCEIICHUS

Ne

(maTa 3acemaHus)
r. Axcan

[IpencenarenbCcTByrOIMN —

(Yka3bIBarOTCs paMHIIUS C MHUIIMATIAMH, IOJDKHOCTB)
[IpucyrcTBoBaNu:

(yka3pIBaroTcsi paMUINU C HHUITHATAMH B aI(paBUTHOM
MIOPAJIKE Yepe3 3alATyIO0)
IIpurnamennsie:

I[TOBECTKA JIHA:

1. 06 umoecax coyuanvHo-3K0HOMUYECKO20 pazeumusi Pocmosckoii obracmu
3a 2012 200 (hamunus, unuyuanivl 8biCMynaguiux).

2.0 ...

3.0...

1. CJIVIIAJIN:

53



O6 wrTorax COIMATIbHO-P)KOHOMHYECKOTO pa3BUTHS PocToBckoW oOmactu
3a 2012 ron.
JIOKJTaquuKu:

(pammuvs, THUIHATIBI)

PEIINJIN:
1.1. Vmeepoumsv Ilepeuenv nopyuenuu Inasvr Akcaiickoco 20po0ocKo2o
HOCeNeHUsl CO2NIACHO NPUTIOHCEHUIO.

2. CJIYIIAJIN:
O npoexmax npasosvix axmoe Ilpasumenvcmea Pocmosckoi obracmu
(6onpocul 2 — 17 nosecmku OHs).

PELINJIN:
2.1. Ilpunsame npoexmovl npasosvix akmos Ilpasumenvcmea Pocmosckoii
obnacmu (6onpocwl 2 — 17 nosecmku OH).

[Ipotokoi Ben JInunasg moamnuch Nunmanel, pamuaus
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[Ipunoxenue
K MPOTOKOJY 3aceaHus
AJIMUHUCTpaMu AKCalCKOro
TOPOJICKOTO MOCENEHUS
oT No

[TEPEYEHb
NOpY4YEeHUN AIMUHUCTpaluU AKCaHCKOT0 TOPOJICKOTO MOCENIEHUs

1. 06 umoeax coyuanvHo-3KoHOMUYECKO20 pazsumusi Pocmoeckoti obnacmu
3a 2012 200.

1.1. Munucmepcmsy  sxonomuueckoeo pazsumusi Pocmoeckou  obracmu
(hamunus, uHuyuanvl Munucmpa) obecneyums...

1.2. Obnacmuvim  opeanam  UCNOTHUMENLHOU  61ACMU,  CMPYKMYDHbIM

noopa3zoenenusim Ilpasumenvcmea Pocmoeckou obracmu npunams mepul no...
1.3....

3amecturenb [ 1aBbl A IMUHHCTpAITIN Jlnunas moanucy  MHummansl, pamumus
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OBPA3EIL]

[Tpunoxxenune Ne 3

K IHCTpYKIMHU 1O JEI0NPOU3BOACTBY
B AIMUHUCTpalUd AKCaiiCKOro

ropoacCKoro 1moCCJICHusA

odopMIICHHS TTMChMa Ha OJIaHKe

N3obpaxenue ['epba
AKCaiCcKOro ropoICKOro
MOCENEHUS

AIMUHUCTpaAU U
AKCaiiCKOro ropoacKoro
1moceJjIeHus!

346720, PocToBckoii 00i1., T.
Akcaif,
yn. I'ynaesa, 108
ten. 8(86350) 55018, dake
8(86350) 52675
e-mail: gp02021@donpac.ru
No

(3arooBoK (0 yem?)

[Ipencenaremnto [IpaButenscTBa
Poccutickon ®enepanuu

(MHMLIMATBL, (PaMUITHS)

VYBaxkaeMbIid

(TIouTOBBII azpec)

(TeKCT muchMa)

(M3, OTUECTBO)

[Ipunoxkenue: pacyer 3arpatr Ha 2 J. B 3 3K3.

I'maBa

B.JI. IIpockypun
50810

JInunas moanuch  Muunmanel, haMums
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[Tpunoxxenue Ne 4
K MHCTpYyKIUY IO 1eTTOTPOU3BOJICTBY
B AIMUHUCTpalUd AKCaiiCKOro
TOPOJCKOTO MOCEJICHUS

OBPA3EIL]
6HaHKa IMHMCbMa Ha UHOCTPAHHOM A3BbIKC

®dopmar A4

N3obpaxenue ['epba
AKcaiiCKOro ropoJiCKoro 1mocejaeHus

AJIMUHHCTpaIUs ADMINISTRATION
AKCaiCKOTo ropoJiICKOro moCEeICHUs OF THE CITY OF AKSAY

yn. I'ynaeBa,n.108
r. Axcaii, 346720,
Poccniickas ®@enepanms

Gulaeva st., 1108,
Aksay, 346720, Russia

Ten.: Tel.:

®daxc: Fax:

Ha Ne
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[Tpunoxxenue Ne 5
K MHCTpYyKIUY IO 1eTTOTPOU3BOJICTBY
B AIMUHUCTpauu AKCaiiCKOro
TOPOJCKOTO MOCEJICHUS

OBPA3EIL
odbopmiieHus Teaerpammsl (1)
Mecto
aBaHCOBOU
neyaTu
TEJIETPAMMA
KoMy (10715KHOCT, MHUIIMAIBI, (haMUITHs)
Anpec (c ykazaHHEM [TOYTOBOTO MHJIEKCA)
(TEeKCT TenerpaMmmsl)
['maBa

AKCanCKOT0o ropoACKoro noceynenus Jlnunasg noanuce Nuunmanel, Gamunus

yn. I'ymaesa, a. 108, r. Akcait, 346720

« » 20 T

Hcr.:
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OOPMA

[Tpunoxxenue Ne 6

K IHCTpYKIMHU 1O JEI0NPOU3BOACTBY

B AIMUHUCTpaUu AKCaiiCKOro
TOPOJCKOTO MOCEJICHUS

JKypHaJia y4€Ta Bbla4n reyaTeu U IITaMIIOB

yducTa BblJJauu reyaTei v ITaMIIoB

KYPHAIJI

No |Ottuckun Komy BbIJTaHO Hara  |IIpumeuanue
/11| neyatell | HauMeHOBaHUe | (paMumvsl, UHU-|  J1aTa U BO3Bpara
U IITaM- | IOAPA3ICJICHU, [[{MaJIbl OTBETCT-| pACIMCKA B |M pACIIMCKa
1(V):! IJI€ XpaHATCS | BEHHOTIO JIUIA | [IOJIYYEHUHU | B IPUEMKE
IeYaTu u
IITAMIIBI
1 2 3 4 5 6 7
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[Tpunoxxenue Ne 7
K MHCTpYyKIUY IO 1eTTOTPOU3BOJICTBY
B AIMUHUCTpalUd AKCaiiCKOro
TOPOJCKOTO MOCEJICHUS

OBPA3IIbI IITAMIIOB,
IIPUMEHSAEMBIX B JI€JIONPOU3BOJCTBE AIMUHHACTPAUU AKCACKOTO TOPOJICKOIO
IIOCEJICHUS
U ero MoJpasIeleHUsX

Bx. Ne

« » 2

PeructpannronHssiii mramm

Pa3mep B nipenenax 70 x 20 Mmm

KOIINSI BEPHA [IItamm  HavaJdpHHUKA  OOILIETO
HauatbHHK 0GIIEro oTaena oTIena JUJTSL 3aBEPECHUSA KOTIUU
IpaBurenbcTBa PocTOBCKO# 001acTH JOKYMCHTOB
®.1.0.

(TI0TIHICE)

(mata)

Pa3mep B nipenenax 65 x 40 mm

KOHTPO KonTponbHbIli mTamn

Pazmep B npenenax 65 x 40 mm
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KOHTPOJIb
MOJIIEXUT BO3BPATY
B OBILNI OTJEJ

KoHTtposnbHbI# mTamn
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OOPMA

[Tpunoxxenune Ne 9
K MHCTpYyKIUY IO 1eTTOTPOU3BOJICTBY

B AIMUHUCTpalUd AKCaiiCKOro

ropoacCKoro 1moCCJICHus;A

ydeTa o0beMa JJOKyMEHTO000poTa

[TPUMEPHAS ®OPMA
CBOJIKM yueTa 00beMa JOKYMEHTO000poTa

Haumenosanue
CTPYKTYPHOTO TTOJIPA3/ICIICHUS

Bxomsme

Hcxonmsaiue

Buyrpennue

0 TpyIIam
JIOKYMEHTOB

10 KOPPECTIOH-
JICHTaM

0 TPYIIIam
JIOKYMEHTOB

NTOI'O

Crenuanuct no AeJIONPOU3BOJICTBY

IHoanucu

JInuHas moanuchy

Nunmmansl, paMumus
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[Tpunoxxenne Ne 8
K MHCTpyKIIMK 1O J€10NPOU3BOACTBY
B AIMUHUCTpauu AKCaicKoro
TOPOJCKOTO MOCEJICHUS

OOPMA
PETUCTPAITMOHHON KAPTOYKH

11283 o1 13.01.2011 Bxoaswan KoppecnoHaeHUWs

Pain  fdedctena  Pewkeuzutel MopydyeHua Big

[rrEEeEEE SR s @6 oo & E|leer v | Jor|
Ne:|283 |or:13/01/2011 | ksMel1 | goctyn]oBlymit v | Mnar: [00/00/0000 | ®ar: (00/00/0000 |
~ v KoppecnoHgeHTel (1 131) 1 »-
Kopp.: ‘MHHHCTEpCTBO 3papooxpanenua PocToeckoi obnactu (Munzapae PO) IG} Cocrae:|1
Mex. Ne: |M3-U1.3f18 ],uara: |11fD1f2011 lnonnucan:[BbIKOBCKaﬂ T.HD. | Joctaeka: |[TMCEMO v

Mpuna.: | | MoyT. Ne: :]

Conp.aokymeHT (0]
% Anpecatbi (0)

v Komy(1): |Fonyﬁea B.HO. - T'yBepHatop Poctoeckoi obnactu ]@

Copepk.: |O COrNAcUM Ha NOATOTOBKY 3AKOHOMPOBKTA. bt Hepe R
- w dalnet
T 2@ 4 B oo
v PyBp.(O): |v Ceasrmn(1): |[Mepepeructp.:M3-01.3/16 0711] '_]f"'"'nr g Tw
vall Cornacue [ ybepHato
Mpouna.;
~ w Mopyderre (1 13 1) 1 P v a-
ABTOp; \I‘onyﬁee B.10. - T'yBepHatop Pncmscmﬁ}@ or 15/01/2011 Nnax: 00000000 oakr: 00A00/0000
Texer: [fla [t Bowgapee C.B. 170172011 ¥ ov
[
B o
v [ LieHTpaneHas kapToTeka | CnyxBa HOPMETUBHBIX JOKYMEHTOB
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[Tpunoxxenue Ne 10
O JIETTOTPOU3BOJICTBY

K HHcTpykiun

B AIMUHUCTpalUU AKcanckoro
TOPOJICKOTO MOCEIEHUS
OOPMA
HOMEHKJIATYypHbI €]l CTPYKTYPHOTO MOAPA3ACIEHUS
AJIMUHUCTpaIus
AKCaCKOro ropoJICKOro
MOCEJICHUS
HOMEHKIJIATYPA JIEJI
CTPYKTYPHOTO MOJIpa3/IeJICHHS
Ne
(MCCTO COCTaBHeHI/Iﬂ)
Ha roj
Nunexc | 3aronoBku aena | KonnuectBo nen | Cpok xpanenus aena | [Ipumedanue
nena (Toma, yact) | (TOMOB, YacTeil) (TOMa, yacTH) u
HOMEpa cTaTeu
T10 NIEPEYHIO
1 2 3 4 5

PykoBonuTens CTpyKTYpHOTO
NOAPA3AEIECHUS

Jlata

JInyHas moanuce,

WNuntmansl, pamuaus
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[Tpunoxenue Ne 11
K HWHCTpyKIuuM 10 AEJIONPOU3BOJICTBY
B AIMUHUCTpalUU AKcanckoro
TOPOJICKOTO MOCEJICHUS

YTBEPX/IAIKO
I'naBa
AKCaiiCKOTO ropoJICKOr0 MOCEIECHUS

(monmucek) (vHUIMANTBI, (aMUITUS)
« » 20 T.
AJMUHHCTpaIs
AKCaiCKOro ropoJiICKoro
IIOCEJICHUS
HOMEHKIIATYPA JIEJI
No
(MecTo cocTaBnenus)
Ha roj
Nnpekc 3arojoBOK Jena KomnuectBo | Cpok xpanenus aena | [Ilpumeyanue
nena (TOMa, 9acTH) nen (TOMOB, (TOMa, 9acTH)
qacTeil) Y HOMEpa cTaTen
I10 TIEPEYHIO
1 2 3 4 5

HauvanpHuk o0miero oraena
Jlnunas moanuck  Muunmanel, haMums
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[Tpunoxenue Ne 12
K MHCTpYyKIUY IO 1€TTOTPOU3BOJICTBY
B AIMUHUCTpalUd AKCaiiCKOro
TOPOJCKOTO MOCEJICHUS

OOPMA
00JI0KKH JieJia TOCTOSIHHOTO U BpeMeHHOTO (cBbiie 10 sier) XxpaneHus

Donaxg Ne
Onnce Ne
Jleno Ne

(HaMMeHOBaHUE TOCYIapCTBEHHOTO apX1Ba)

(HaMMEHOBaHUE YUPEKACHUS U CTPYKTYPHOTO MOAPa3/ICICHMS)

JEJIO Ne Tom Ne

(3aroJIoBOK jerna)

(mara)

®donax Ne Ha JINCTax
Omnuch No XPaHUTh
Jeno Ne

66



[Tpunoxenue Ne 13

K IHCTpYKIMHU 1O JEI0NPOU3BOACTBY
B AIMUHUCTpalUd AKCaiiCKOro
TOPOJICKOTO MOCEJICHUS

OOPMA
JIMCTa-3aBEPUTEINS JIeIIa

JINMCT-3ABEPUTEJIb nema Ne

B neno moammTo M MpoHyMEpOBaHO

B Tom uncie: JIUTCPHBIC JINCTBI

MPONYIICHHbIE HOMEPA

JIUCTOB.

(unpamu ¥ IPOTUCHIO)

HanmMmenosanne n10mKHOCTH
JINI1IA, COCTaBJISIOIIETO
3aBEPUTENBHYIO HAJIHUCh

JInunag moamnuce

+ TMCTOB BHYTPEHHEN OMUCH.

Nuumansl, pamunus
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[Tpunoxenue Ne 14

K IHCTpYKIMHU 1O JEI0NPOU3BOACTBY
B AIMUHUCTpalUd AKCaiiCKOro

O®OPMA

BHYTpeHHCﬁ OIIMCHU JOKYMCHTOB JCJIa

ropoacCKoro 1moCCJICHusA

BHYTPEHHJIA OITNCH
JOKYMEHTOB JEJIA
No
Ne Nunexc [ara 3aroJ0BOK Howmep [Iprnmeuanue
/T | JJOKYMEHTa JIOKYMEHTA JIOKYMEHTA JIUCTOB Jicjia
1 2 3 4 5 6
UTOI'O JIOKYMEHTOB.
(mdpaMu ¥ IPOTIHCHIO)
KonnuecTBO MMCTOB BHYTPEHHEN OIKCH JIUCTOB.

HanmMmenoBanne n10KHOCTH

JIM1A, COCTABUBIIIETO
BHYTPEHHIOIO OIHCH

Jlata

(undpamu U POINUCHIO)

JInyHas moanuce

Nuntmansl, pamMumus
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[Tpunoxenue Ne 15
K MHCTpYyKIUY IO 1eTTOTPOU3BOJICTBY
B AIMUHUCTpalUd AKCaiiCKOro
TOPOJCKOTO MOCEJICHUS

ITEPEYEHD
HOPMaTUBHO-METOUYECKUX TOKYMEHTOB
IS OTIPENICIIEHNS] CPOKOB XPAHEHUS JOKYMEHTOB

1. IlepeyeHb THUIOBBIX APXUBHBIX JOKYMEHTOB, OOpa3yIOIIUXCS B Hay4dHO-
TEXHUYECKON U MIPOU3BOJACTBEHHOM JIESITEIbHOCTH OpPraHU3alNi, C YKa3aHUEM CPOKOB
xpanenus. M., 2009.

2. [lepeuenn THUMOBBIX YIIPaBJIEHYECKUX ApXUBHBIX JIOKYMEHTOB,
o0pa3zyronuxcsi B MPOLECcCe MESITEIBHOCTH TOCYJAPCTBEHHBIX OPraHOB, OPraHOB
MECTHOTO CaMOYNpPAaBIICHUST W OpraHu3alHii, C YKa3aHUEM CPOKOB XpaHCHWUS,
YTBEPXKACHHBIA TMpUKa3oM MuHuctepcrBa KyiubTypbl Poccuiickon ®enepanuu
ot 25.08. 2010 Ne 558.

3. Texnuueckuit  mepedyeHb 3BYKO3aIlMCEW, TMOJUISKAIUX TpHeMy Ha
rocyaapcTBeHHoe xpaHenue. M., 1981.
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[Tpunoxenue Ne 16
K MHCTpYKIIUHU 1O JEIONPOU3BOACTBY
B AAMUHUCTpaU AKCalCKOro
TOPOJICKOTO MOCEJICHUS

OOPMA AKTA
YTBEPX/AIO
I'maBa Akcalickoro ropojickoro
MMOCEJICHUS

(moamuck) (nHUIIMATBI, (HAMIITHS)

« » 20 T.

AKT
No

(mecto cocraBnenus)
O BBIJICIICHUHU TOKYMEHTOB,
HC IIOAJIC)KAIIMX XPaHCHUIO,
Ha OCHOBaAHUU

(HaSBaHI/Ie " BBIXOJHBIC NAHHBIC IICPCUYHA I[OKYMCHTOB)

(c ykazaHueM CPOKOB UX XpaHEHUs)
OTOOpaHbl K YHUYTOXKEHHUIO KaK HE HMMEIOIINE HAYyYHO-UCTOPUYECKOW ILIEHHOCTH U
YTpAaTUBIIHUC IIPAKTUICCKOC 3HAYCHUC NTOKYMCHTDI (1)0H,Z[a No

(Ha3Banue GoHA)

Ne | 3aronoBok Hara nena unu | KomuyectBo nen | Cpok xpanenus aena | [Ipumeuanue
/11 Jlena Ui KpailHue JaThbl (TOMOB, yacTeit) | (Toma, 4acTH) U HOMEpa
TPYIIBI 1€ Jen cTaTel 1o MepeyHIo
1 2 3 4 5 6
Htoro Jien 3a
Omcu ACJI ITIOCTOAHHOI'O XpaHCHUS 34 roJbl YTBCPKIACHLI.

CoTpyJHUK OTBETCTBEHHBIN

3a JEJIONPOU3BOACTBO JInyHas moanuce Nuunmansl, pamunus

Jlata

OJOBPEHO

[Iporokosn DK AagMuHuCTpaniu AKCaiCKOro rOpOJCKOTO MOCEIICHUS

OT « » No
JIOKyMEHTBI B KOJIMYECTBE

(mdpamMu ¥ IPOTHCHIO)

BECOM KT CJaHbI B
(HaMMEHOBaHUE OPTAHU3AIIHH )

Ha 1epepabOoTKy MO MPUEMHO-CIATOYHON HAKJIATHOM OT «__ » 20 1. Ne .

OTBETCTBEHHBIN 32 ApPXUB JInunast moamnuch WNuurmansl, pamumus

N3MeHeHus B yYETHBIC IAaHHBIE

BHECCHBI JInyHasg nmoanuch Nuurmansl, pamunus

Jara
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[Tpunoxenue Ne 17

Kk MHCTpyKIMHU 1O 1€T0NPOU3BOJCTBY

B AIMUHUCTpalUd AKCaiiCKOro
TOPOJCKOTO MOCEJICHUS

OOPMA
OJ1aHKa 3aKa3a Ha MAIIMHOIMMCHBIC ¥ MHOKUTCIBLHBIC pa6OTI)I

COI'TTACOBAHO
HauanpHuk o01iero ormaena

(moamuck, nata)

3AKA3 Ne
Ha MalIMHOMKCHBIE U MHOXKHUTEJIbHBIE pa0OThI

[IpuemHas, otaen

HaunMeHnoBaHne nOKyMeHTa

KonnuecTtBO TUCTOB KonnuecTBo 3K3eMIuIsipoB

Cnoco6 pa3MHOMXEHUsI U MacIITad

Pacxon Oymaru CpOYHOCTh UCIOIHEHUS

PykoBoauTens mosipas3aesieHus

(moanuch, MHUIMAIIBL, (paMUITIs)
Jlata

Nuunmansel, Gamunus 1 TeaedoH UCTIOTHUTES
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