AoMUHNCTpauna HaxogKNHCKOIo ropofcKoro okpyra
[MprmopcKoro Kpas

PACIMOPAXEHWME
01 HosA6psA 2019 roga r. Haxogka Ne 477-P

06 yTBepXaeHUN NHCTPYKLUK MO 1eN10NPOonN3BOACTBY
B afiIMMHMCTpaLnn HaxoaKMHCKOro ropoicKoro oKpyra

Ha ocHoBaHMM defepanbHOro 3akoHa oT 22 okTa6ps 2004 roga Ne 125-03 «O6
apxuBHOM fene B Poccuiickon ®Pefepaunmn», B COOTBETCTBUN C HALMOHA/bHbIM CTaHLapTOM
Poccuiickon ®egepaunn TOCT P 7.0.97 - 2016 «Cuctema CTaHAApPTOB MO MHGoOpMaLmK,
6nbnnoTeyHomy 7 n3paTtenbCKomy  faeny. OpraHun3aLnoHHO-pacnopsagnTesibHas
[JOKyMeHTauusa. TpeboBaHMA K O(OPMNEHUIO [OKYMEHTOB», YTBEPXAEHHbIM MPUKA30M
(hegepanbHOro areHTCTBa NO TEXHWYECKOMY PerynmpoBaHui0 U MeTponorum MuHucTepcTea
NPOMbILIIEHHOCTU W Toproenu Poccuiickoin depepauymmnm ot 08 pekabps 2016 roga
No 2004-cT, BBefeHHbIM B paerictBue ¢ 01 uiona 2018 roga, YctaBoM HaxoAKMHCKOrO
rOPOACKOro OKpyra, B LEeNAX COBepLIEHCTBOBaHUS [eN0NpPOu3BOACTBA B afAMWHWUCTPaLUK
Haxo4KWHCKOro ropofCckKoro okpyra

1 Y1Bepantb  VIHCTPYKUMKO N0  [enonpous3BOACTBY B aAMUHUCTpaUUu
HaxoAKMHCKOro ropofckoro okpyra (npunaraercs).

2. Mpu3HaTb yTpaTUBLUIMMWU CWUNY ClefyloLime pacnopsdXeHus afMUHUCTpaLun
Hax0o4KWHCKOro ropofCcKoro okpyra:

21. Ot 28 @eBpand 2008 roga Ne 65-p «O6 yTBepxgeHUn WHCTPYKUMM NO
Aenonpon3BoACTBY B agMUHUCTpaLMM Haxo4KMHCKOTO FOPOACKOr0 OKpyrax.

2.2. Ot 19 okTa6ps 2009 roga Ne 518-p «O BHECEHUM U3MEHEHWIA B pacnops>XeHune
agMUHUCTpaUmMn HaxoaKMHCKOro ropocKoro okpyra ot 28 geBpans 2008 roga Ne 65-p «0O6
YTBEPXAEHUN WIHCTPYKUMM MO [AeN0onpou3BOACTBY B agMuHUCTpauum HaxoAKUHCKOro
rOPOLCKOro OKpyra».

2.3. Ot 10 Hos6psa 2009 roga No 566-p «O BHECEHUWN U3MEHEHUI U AOMNONHEHUS B
pacnops)keHue agmMmumHUcTpaumm HaxoaKMHCKOrO ropoAckoro okpyra ot 28 despana 2008
roga Ne 65-p «O6 yTBepxaeHUU WIHCTPYKUMW NO Lenonpou3BOACTBY B agMUHUCTpaLUu

Hax0[KMHCKOro ropo/icKoro oKpyra.
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2.4. Ot 22 moHA 2012 roga Ne 385-p «O BHECEHUW WU3MEHEHWI B pacnops>KeHue
agMUHUCTpaLMmn HaxoaKMHCKOrO ropofckoro okpyra ot 28 depand 2008 roga Ne 65-p «O6
yTBEPXAEHUN WHCTPYKUMKM MO [eNonpon3BOACTBY B agMUHUCTpauum HaxoLKUHCKOro
FOPOACKOr0 OKpyra».

25. OT 24 pekabps 2018 roga Ne 708-p «O BHECEHUN M3MEHEHWUIA B pacnopsKeHne
agMUHUCTpaumMm HaxoaKUHCKOro ropofckoro okpyra oT 28.02.2008r. Ne 65-p «O6
yTBEPXKAEHUN WHCTPYKUMM N0 [eNonpoM3BOACTBY B agMUHUCTpaumMm HaxXoaKMHCKOro
FOPOLCKOro oKpyra».

3. OTaeny [enonpovs3BOACTBa  aAMUHMCTpaumMmM HaxoaKMHCKOro rOpPOACKOro
OoKpyra (ATpawok) pa3MecTUTb [AaHHOe pacnopskeHue Ha oduuManbHOM  caiiTe
HaxoAKMHCKOro ropofckKoro okpyra B cetu VIHTepHeT.

4. KOHTpOnb 3a WCMOMIHEHMEM [AHHOr0 pacrnopsXxeHns «O6 yTBepXAEHUN
WHCTpYKLMM NO Aenonpon3BOACTBY B afMUHUCTpaUnmn HaxoaKMHCKOrO rOpoACKOro OKpyra»
BO3/IOXKWUTb Ha PYyKOBOAWUTeNs annapata agMuHUcTpaumMm HaxoaKUHCKOro ropofcKoro

okpyra H.I'. ArpuuKyto.

"naBa Haxo4KNMHCKOro ropoAcKoro oi



YTBEPXAEHA

pacnopsXXeHneMm agMUHUCTpaLnm
Haxo4KMHCKOro ropoCcKOro okpyra
oT «01 » HOA6pS 2019 roga
Ne 477-p

MHCTPYKLUWA

no A4e/s1I0Npou3BOACTBY B afMUHUCTPaLUN
HaxoLKWHCKOro ropoACckKoro okKpyra

1 OBWNME MONOXEHWNA

1.1. WHCTpYyKUuMa no [enonpouMsBoACTBY B aAMWHUCTpauuMm HaxoLKUHCKOro
ropogckoro okpyra (ganee - WHCTpyKuMs no [enonpou3BoACcTBY) paspaboTaHa B
cooTBeTCTBUN C DdefepasbHbIM 3aKOHOM OT 22 okTa6ps 2004 roga Ne 125-d3 «0O6
apxuBHoM pgene B Poccuiickon Pepepauynmn», HauMOHaNbHbIM CTaHAAPTOM POCCUIACKOMN
®epgepaunmn FOCT P 7.0.97-2016 «Cuctema CcTaHgapToB MO UHGMOpMaumu,
onbanoTeyHOMYy M U3[AaTeNbCKOMY  feny. OpraHu3aynoHHO-pacnopsaguTenbHas
LOKyMeHTaumsa. TpeboBaHMA K OPOPMNEHUK [LOKYMEHTOB», YTBEPXAEHHbLIM NPUKa30M
(beflepanbHOro areHTCTBa No TEXHUYECKOMY PerynvMpoBaHUIo U MeTponornn MuHucTepcTaa
NPOMbILWNEHHOCTM W Toproenu Poccuitickoin Pegepauymm ot 08 pgekabpa 2016 ropa,
MeToANYECKMMN pPEKOMEHAALMAMM MO pa3paboTKe WHCTPYKUMIA NO LeN0onpou3BOACTBY B
(befepanbHbIX  OpraHax  WCNOSIHUTENbHOW  BNacTW,  YTBEPXKAEHHbIMW  NPUKA3OM
denepanbHOro apxXmMBHOIO areHTCTBa OT 23 fekabpsa 2009 roga Ne 76.

WHCTpyKUmMA no [enonpou3BOACTBY pa3paboTaHa B LENsX COBEPLUEHCTBOBaHUSA
LOKYMEHTALMOHHOIo obecrneyeHnsa ynpaBneHUa M MOBbILWEHUA ero 3PeKTUBHOCTU MyTEM
YHU(UKauum coctasa v opmM ynpasBieHYeCKUX LOKYMEHTOB, TEXHONOMNN paboTbl C HUMU
1 obecrnevyeHNs KOHTPO/A UCNONIHEHNUA LOKYMEHTOB.

HacTosLwasn NHCcTpyKUMA pacrnpocTpaHseTcsa Ha opraHn3aLoHHO-
pacnopsafuTenibHble, a TakKXXe WHMOPMALWOHHO-CNPaBOYHble [OKYMeHTbl (manee -
JOKYMEHTbI),  OTHOCAWMEecs K  YHUPUUMPOBAHHOW  CUCTeMe  OpraHu3aluOHHO-
pacnopsauTensHo gokymeHTaumm (YCOPL), n ycTaHaBNMBaeT eAuHble TpeboBaHUS K
noAroToBke, 06paboTKe, XpPaHEHUD W UCMONb30BAHUIO [OKYMEHTOB, OpraHu3ayuu

[NOKYMEHTO060p0Ta, BEAEHUID YyueTa, PErucTpauuu, KOHTPOMO WUCMONHEHUS W XpaHeHUs



JOKYMEHTOB B agMUHUCTpauum HaxoAKMHCKOro TrOpoAcKoro okpyra (ganee -
ALMUHUCTpaLMA).

1.2. MonoxeHns WHCTPYKUUKM pacnpocTpaHATCA Ha opraHusayuio paboTtbl C
JOKYMEeHTaMy  He3aBMCMMO OT BMAa HOCUTENd, B TOM 4YWUC/le C  3NEKTPOHHbIMU
[OKYMeHTaMu, BK/OYas NoAroToBKy, 06paboTKy, XpaHeHMe 1 UCnosib30BaHNe LOKYMEHTOB,
OCYLLECTBNSEMbIX C MOMOLLbIO WHMOPMALMOHHBIX TeXHONOrmm. Cucrtema 3M1eKTPOHHOIO
JOKyMeHTOoOb6OpoTa  (cMcTemMa  aBTOMAaTU3MPOBaHHOM 00paboTkn  [OKYMEHTOB),
NpMMeHseMas B TeppuTOpuanbHblX,  (PYHKUMOHANbHbIX,  OTPAcNeBblX  OpraHax,
ALMUHUCTPaUuKM (ganee - opraHbl AAMUHUCTPaUmMmK), 4oMkHa obecrneynBaTb BbINOJIHEHME
TpeboBaHNn VHCTPYKLMM NO LeN0NpPON3BOACTBY.

1.3. MonoxeHns NHCTPYKLMM He pacrnpoCcTpaHAlTCA Ha opraHusauunio paboTtbl C
0OKYMeHTaMu, cofepXKalwMMn cBefleHUs, COCTaBNAOLW e rocyjapCTBEHHYIO TaliHy.

1.4. Tpe6oBaHuss VIHCTpyKUMN K paboTe ¢ ByxranTepcKon, Hay4HO-TEXHUYECKOWN W
APYroi crneumanbHON AOKYMEHTaLMen pacrnpoCTPaHAKTCA B 4YacTM 06WMX MPUHLKUNOB
paboTbl C [JOKYMeHTaMMu, a TakXXe B 4acTuW MNOArOTOBKM [OKYMEHTOB K Mepejaye Ha
apXMBHOEe XpaHeHMe.

1.5. HenocpeacTBeHHOe BefeHWE AeNoNpon3BOACTBA B opraHax ALMUHUCTpaLUmn
ocyLlecTBnseTCs MYHULMMNaNbHbIM cnyxawmm, YNOJIHOMOYEHHbIM npuKasom
PYKOBOAUTENS opraHa ALMUHUCTpaL MK 7 coBMeLLalLWwmm BbIMO/IHEHWE
[eNonpon3BOACTBEHHbIX 0053aHHOCTENM C  (PYHKUMOHANbHbIMKM  06si3aHHOCTAMKU.  [pwn
YBO/IbHEHUM MYHUUMNANBHOTO CNYXalLLero Uam nepesoje Ha Apyryr AO/HKHOCTb nepejaya
LOKYMEHTOB W [leN OCYLLEeCTBNAETCS MO akTy.

OTpenoMm [enonpou3BOACTBAa OKa3blBAaeTCA MeTOAMYeckas MOMOLb MO BoOMpocam
[enonpon3BoAcTBa opraHam ALMUHUCTpaLUN.

1.6. OTBETCTBEHHOCTb 3a OpraHM3ayuMid W COCTOSIHME [eflonpon3BOACTBa, 3a
coOM0leHNe YCTaHOB/IEHHbIX HacTosiwend WHCTpyKumed npasun u nopsigka pabotbl C
JOKYMeHTaMu, B TOM u4ucnie C obpalleHUsMU TpaxiaH, BO3/araeTtca Ha 3aMecTuTens
pyKoBoAuTeNnsa annapata AAMUHUCTpauMK, a B TeppuTopuanbHbIX, (YHKUMOHANbHbIX,
oTpacfieBblX opraHax AAMUHUCTpauumn (ganee - opraHbl ALMUHMCTpaUUM) - Ha WX
PYKOBOAUTENEN.

1.7. MpoeKTbl NOCTAHOBMIEHNIA W PacnopsXKeHWn agMUHUCTPaLMM HaxoLKUHCKOro
ropoAcKoro okpyra, gpyrue cnyebHble JOKYMEHTbI Ha CTaguu UX NOATOTOBKU ABMAAOTCS

KOHMAEHUMANbHBIMMN.



1.8. Mepefava CNYXe6HbIX JOKYMEHTOB WM WX KOMWIA  TPETbUM
OCYLLECTB/IAETCA TO/IbKO C paspelleHns rnasbl HaxOA4KWHCKOro ropoACcKOro OKpyra, ero
3aMecTUTeNleld, a TakKXKe C paspelleHUs PYKOBOAMTENerW opraHoB AAMUHUCTpaLUU Mo
corflacoBaHWO C pyKoBOAWTENEM annapara agMUHUCTpaLUnm HaxoLKMHCKOro ropofcKoro
oKpyra.

1.9.06 yTpate [AOKYMEHTOB /uua, 3ameljatouime AOMHKHOCTM MYHULUNAbHOM
CnyX6bl (ganee - MyHuWuUMNanbHble  cayXauwme), 06A3aHbl HeEMeASIEeHHO COo06WUTb
PYKOBOAWUTENIO CBOEro opraHa. Ha oCHOBaHMM MONYYEHHOro COO6LEeHNS B YCTaHOB/IEHHOM
nopsiike opraHu3yeTcs cny>ebHas nNpoBepKa Nno ykasaHHOMY (akTy.

1.10. Mpwn BpemMeHHOM OTCyTCTBMM (OTNYCK, 60/1€3Hb, KOMaHAMPOBKA U Ap.) UAX Mpu
YBO/IbHEHUM MYHULMNANbHLIA CnyXawuii 0653aH nepefatb HaxoAsWMecsd Yy Hero Ha
WCNOSIHEHUN [OKYMEHTbI CBOEMY HemnocpeACcTBEHHOMY PYKOBOAWUTENO WAW  UHOMY
MYHULMMNAbHOMY C/yXallemMy, onpefesieHHOMY HernoCpPeLCTBEHHbLIM PYKOBOLUTENEM.

1.11. ZlonKHOCTHbIE nnua AAMUHUCTPaLUN HECYT NMepcoHasibHYH OTBETCTBEHHOCTb
3a cobntofeHne TpeboBaHUN HacToAWwed VIHCTPYKUUM, COXPAHHOCTb HaxXOAAWMXCA Y HUX
LOKYMEHTOB W HepasrnaleHue COAepXKallencs B HUX CNy>KeBHOW MHpopMauum [o ux
nognucaHus n ony6nKoBaHms.

MyHULMNanbHble Ccnyxauime HecyT AUCUUNAMHAPHYK W WHYK, YCTaHOB/IEHHYIO
3aKoHOAaTenbCTBOM  Poccuiickon  Pepepauymm  OTBETCTBEHHOCTb 3@  Hecob6n0feHMe
TpeboBaHW HacToAwWed VHCTPYKUMKW, COXPaAHHOCTb XPAHALLUXCA Y HUX [OKYMEHTOB U

pasrnatleHue cofepXallleincs B HUX CyXe6Ho nHdopmauun.

2. MPABUNTA MOATOTOBKU N O®POPMNEHNA AOKYMEHTOB

2.1. OCHOBHbIe NOHATUA

B WHCTpYKUUM MO [AeNomnpou3BOACTBY WCMOMb3YOTCS CReayloline OCHOBHbIe
MOHATUS:

- «[IOKYMEHTUpPOBaHME» - UKcauns UHDOPMALMM Ha MaTepuanbHbIX HOCUTENSX B
YCTAHOB/IEHHOM MOPSAKE;

- «[leNonpoun3BOACTBO» - AeATeNbHOCTb, 06ecrneynBalollas co3gaHne opuLManbHbIX

[OKYMEHTOB 1 OpraHu3aLuio paboTbl C HUMK;

nmuam



- «[OKYMEHT» - MaTepuasbHblii HOCUTe/Ib C 3a)MKCUPOBAHHON Ha HEM B 060N
(hopme WH(opMaunein B BUAE TEKCTa, 3BYKO3anucu, M300paxkeHus u (Uam) couvetaHus,
KOTOPbI UMeeT PeKBM3UTLI, MO3BONAKOLWME €r0 MAEHTU(PMLMPOBaTb, U NpefHa3HavyeH Ans
nepegayv BO BPEMEHM W B MNPOCTPaHCTBE B LENAX 06LWeCTBEHHOro WCNONb30BaHUA W
XPaHEHUS;

- «[OKYMeHTO060pOT» - [BMXEeHWe [OKYMEHTOB C MOMeHTa WX CO34aHus wunu
NONyYeHUs [0 3aBepLleHUs UCNOJIHEHWUA, MOMeLWeHUs B fAefio U (UnuM) OTNpaBKu;

«OTAeNn [enonpou3BoACTBa» -  (DYHKUMOHAaNbHbIA opraH agMUHUCTpaLUm
HaxX0AKWHCKOrO TFOPOACKOrO OKpyra, Ha KOTOPbIA BO3/0XEHbl (YHKLMW MO BeAEHUIO
Aenonpon3BoACTBa;

- «PEKBU3UT [OKYMEHTa» - 00653aTeflbHbli 371eMeHT OQOPMIEHUS [LOKYMEHTa;

- «NOAJIMHHUK [LOKYMeHTa» - MNepBbll UAW eAUHCTBEHHbIA 3K3eMNAAp AOKYMEHTAa,;

- «KOMUS [OKYMEHTa» - [OKYMEHT, MOJIHOCTbKO BOCMNPOM3BOAAWMIA WHPOPMALUIO
NOA/IMHHUKA JOKYMEHTA U €ro BHELUHWe NPU3HaK1, He UMeLLNA KOPUANYECKON CUnbI;

- «perncTpayma LOKYMeHTa» - MPUCBOEHME AOKYMEHTY PEerncrpayuMoHHOro Homepa u
3anncb B YCTaHOB/IEHHOM MOPSAKE CBEAEHWUIA O JOKYMEHTE;

- «HOMeHKnatypa fgen» - CUCTEMATM3MPOBaHHbLIN MepeyeHb HauMMeHOBaHWI fen,
(hopMupyembIX B agMUHUCTPaUMM HaxXOLKMHCKOrO TOPOACKOr0 OKpyra, C YyKasaHuem
CPOKOB UX XpaHEHUS;

- «[eno» - COBOKYMHOCTb [OKYMEHTOB (OTAENbHbIA [OKYMEHT), OTHOCALMXCS K
0fHOMY BOMPOCY WAWN Yy4acTKY AeATeNbHOCTU agMUHUCTPaUnn HaxoAKMHCKOrO FrOpoACKOro
OKpyra;

- «3N1EeKTPOHHbIN [OKYMEHT» - LOKYMEHT, B KOTOPOM WH{(opMaLua npeacTaB/ieHa B
3N1EeKTPOHHO-LMMDPOBOIA (hopMe, B TOM YMCie NOATOTOBMEHHbIV Ha YTBEPXAEHHOM LIaboHe
3N1EKTPOHHOI0 AOKYMeHTa B COOTBETCTBMM C VIHCTPYKLUMe No Aenonpon3BoACTBY;

«3NEeKTPOHHbIA  06pa3  AOKYMEeHTa» - 3/IeKTPOHHAs  KOMuWa  [AOKYMEHTAa,
M3roTOBNEHHOr0 Ha OyMaXHOM HOcuTene, co3faBaemMasi NyTEM MNPUMEHEHUS TEXHOMNOTUK
CKaHMpOBaHuS;

- «CKaHMpoBaHWe [JOKYMEHTa» - [MOJlyYeHWe I/eKTPOHHOro obpasa [OKYMEeHTa;

- «lWabnoH 3NeKTPOHHOro [OKyMeHTa» - 6NnaHK [OKYMeHTa, NpeAcTaBNeHHbll B
3N1eKTPOHHOW (hopme; - «CUCTEMA 3N1eKTPOHHOr0 JOKYMEHT0060poTa» - MHPOpPMaLMOHHas
cuctema, obecrieymBarollas coop AOKYMEHTOB (BK/HOYEHWE AOKYMEHTOB B CUCTEMY), UX

06paboTKy, ynpaBneHne AOKyMeHTaMmn 1 AOCTYN K HUM;



- «3/IEKTPOHHbIA AOKYMEHTOOBOPOT» - NPOLECC CO3[aHUS 3MEKTPOHHbIX AOKYMEHTOB
N obmMeHa UMM B TeppuTOpPUanbHbIX W  (YHKLMOHANbHLIX OpraHax aAMUHUCTpaUun
HaxoaKMHCKOro ropofckoro okpyra c ucnono3osaHmem C3/ DIRECTUM.

KUCMONHUTENb» -  MYHUUMNANbHbIN  CAyXawui,  NULo,  3amellarollee
MYHULMNANbHY AO/MKHOCTb, PaboTHWMK opraHusayun, B 30He OTBETCTBEHHOCTU KOTOPOro
HaxoAMTCA cO3fdaHMe TMpOeKTa [JOKYMeHTa, ero odqopm/ieHue, CcornacoBaHue WU
npeacraB/ieHMe Ha NOAMNUCbL PYKOBOACTBY.

WHble  noHATMA, ucnonb3yemble B VIHCTpyKUMM  NO  AeNONpoU3BOACTBY,

COOTBETCTBYIOT MOHATUAM, OMpefAeNneHHbIM 3aKoHOAaTenbCTBOM Poccuiickoit degepayuu.

2.2. CocTaB fOKYyMeHTauumn

2.2.1. Ha ocHoBaHuMM YcTaBa HaxO4KWMHCKOro roOopoACKOro OKpyra rnaea
Haxo4KMHCKOro ropoAcKoro okpyra nsfaéT crefytoLiue npaBoBble aKThbl:

- NOCTAHOBNEHNA aAMUHUCTPALUN HaXO4KWHCKOTO ropoACcKOro OKpyra;

- pacnopsXeHus agMUHUCTPaLnMmM HaxoAKMHCKOro ropofckoro okpyra.

2.2.2. MNepBblii  3aMecTUTeNb  NaBbl  AAMUHUCTPaUUW, 3aMeCcTUTeNb  [/1aBbl
ALMUHUCTPaALUN, PYKOBOAMTeNb annapata AAMUHUCTPaLMK, 3aMeCTUTENIb PYKOBOAUTENA
annapata AAMUHUCTpaUWUKW, HavalbHUK YynpaeneHus AQMUHUCTPaLUK, Hava/lbHUK
YyNpaB/ieHNs - TNaBHbIN 6yxrantep ALMWHUCTPaLUKN, HaYaNbHUK oTAena AgMUHUCTpaLUK,
HayaNbHWUK OTAeNa B ynpasneHnn ALAMUHUCTPALUM B COOTBETCTBUMN C MPaBOBbLIMU aKTamu
OpraHoB MecTHOro camoynpasneHns Haxo4KWHCKOro ropofACcKOro OKpyra Brpase M3gaBatb
pacnopsXKeHUs 1 npukasbl Mo BOMPOCaM, OTHECEHHbLIM K UX LO/MKHOCTHbIM 0653aHHOCTAM,
B npefenax KOMMETEHUMU COOTBETCTBYHLMX OPraHoB MeCTHOro camoynpaB/ieHus
HaxXx04KWHCKOTO  rOpoACKOro  OKpyra, YCTaHOB/IeHHOW  YcTaBoM  Haxo4KWHCKOro
ropofiCKOro oKpyra.

2.2.3. PelleHuns, NpuHATbIE Ha 3acefaHusx KonnermanbHbIX OpPraHoB, COOpaHuMsXx,
COBeLLLaHNAX, OPOPM/IAOTCA MPOTOKOIAMN.

2.2.4. B npouecce feATeNbHOCTU OpraHoB AAMMHUCTpaLUKM CO34aKOTCA pas/iNyHble
NH(OPMALMOHHbIE, CNpaBOYHbIE LOKYMEHTbI (aKTbl, CNpaBKW, LOKMafHble W CNy>KebHble
3anucku, nucbma, 0630pbl U T.4.).

Ons  onepaTMBHOW  nepegayn  MHGOpMauMn  UCMNOMb3YHOTCA  (hakcorpammbl,

TENerpamMmmsl, 3/IEKTPOHHaA no4yTa.



2.2.5, [ns ocyulecTBNeHUs Mpuema, YBONbHEHWS, NEePeMEeLLeHNs MYHULMUNaNbHbIX
CnyXawmux, npefocTaBfeHUst UM OTMYCKOB OPOPMASIOTCSA TPYAOBble LOrOBOPbI, MPKKasbl
No J/IMYHOMY COCTaBY, 3asBfIeHMSl, TPYAOBblE KHVWXXKMW, /NIMYHblE KapTOYKM U Ap. B

COOTBETCTBUU C VIHCTPYKLME NO KaApoBOMY Aenonpon3BoACTBY.

2.3. MopgroToBKa, ohopmeHne, cornacoBaHme NPOeKTOB NOCTAHOBIEHUI U
pacnopsHKeHNin agMmuHucTpaunm HaxoAKMHCKOro ropoAckoro okpyra

2.3.1. O6LuKe NoNoXeHns

2.3.1.1. MopfroTtoBKa MPOeKTOB MOCTAHOB/IEHUI, pPacrnopsXeHNin ALMUHUCTpaLUN
npou3BoAUTCA pa3paboTyMKamu YKasaHHbIX aKTOB B COOTBETCTBUWM C HacToALeN
WNHCTpyKuMe no Aenonpon3BoACTBY.

2.3.1.2. OTBETCTBEHHOCTb 3a KayecTBO MOArOTOBKW MPOEKTOB BO3/araeTca Ha
PYKOBOAWUTENEen opraHoB ALMWHUCTpaLUW, NPeAcTaBAAOWMX MPOEKT MOCTAHOBNEHMS,
pacnops>xeHus.

2.3.1.3.  [Ana  pa3paboTKM  NPOEKTOB  MOCTAHOBMEHWUW,  PaACMOPSHIKEHWUN
ALMUHUCTpaUUKM ropoga Mo Hambosiee BaXKHbIM BOMpocaM MOFYT co03faBaTbCs paboune
rpynnbl U KOMUCCUN.

2.3.1.4. TpoeKTbl pacrnopsXeHnin AAMUHUCTPAUMX N0 JINYHOMY COCTaBy
roTOBATCA OTAE/IOM MYHULMUNANbHON CNyX6bl U KagpoB ALMUHUCTPALUN B YCTAaHOB/IEHHOM
nopsaake.

2.3.1.5. TpoekTbl NOCTAHOB/IEHWI,  PacCnOPsXKeHWA, MNOLFOTOBNEHHbIE C
OTCTYM/IEHNEM OT YCTAaHOBJ/IEHHbIX HacToAwWen VIHCTpyKuuei npasua, nogsexar Bo3Bparty
Ha 0opaboTKy.

2.3.1.6. TpoBepka NPOEKTOB MOCTAHOBNEHWI, PaCMOPSXXeHUA AAMUHUCTPaLMUM
(3a MCKNOYEHMEM MPOEKTOB PacnopsHKEHNN agMUHUCTPaL MK ropoja no NTMYHOMY COCTaBy)
OTAe/IoM [eNonpon3BOACTBAa OCYLLECTB/IAETCA B TeYEHMEe Tpex paboumx AHeiln ¢ MOMeHTa
NMOCTYN/IeHWA MPOeKTa Ha MNPOBEPKY, MPW YCNOBWMK, €C/MU TEKCT MPOeKTa He MpeBblillaeT
5 neyatHbIX CcTpaHuy Qopmata A4. EcnM  TeKCT nNpoekTa MOCTaHOBNEHUS UM
pacnopsXxeHus AgMUHUCTPaLMK NpeBbIlWaeT 5 neyaTHbIX cTpaHuy gopmata A4, nposepka
MOXKET OCYLLECTBNATLCA B TeyeHMe 5 paboumx gHel ¢ MOMeHTa MOCTYM/eHUS MPOeKTa Ha

MpoBepKY.



2.3.2. TlpoekT noCTaHOB/IEHUA, pacnopsxeHUs ALMUHUCTpaLUN  LOJSIKEH
0TBeYaTb C/iefyrowmm TpeboBaHNAM:

2.3.2.1. MpoeKT A0/MKeH OblTb OQOPMSEH B COOTBETCTBUW C TpebOBaHUSMI
HacToAwWwen WIHCTpyKuMM no [enonpous3BOACTBY U AeWCTBYHOLWMX rOCYAapCTBEHHbIX
CTaHLapTOB.

2.3.2.2. CTpyKTypa npoekta [AO/DKHa o06ecneymsatb JIOTMYECKOE pas3BUTUe
cofiepXXaHUa M COOTBETCTBOBATb MNpeAMeTy MpPaBOBOro perynMpoBaHua. TekCT MpoekTa
MOXeT WMeTb BBOAHYI0, MOCTaHOBAAKLWY (PacnopsagUTENbHY) U 3aKIHUYUTENBHYIO
yacTu.

2.3.2.3. CopepxaHue npaBoOBbIX HOPM  [JOJ/IKHO OblTb  IOrNYECKU
nocnefoBaTe/ibHbIM U COAEPXaTeNlbHO ONpeAeneHHbIM, He AoNnycKalwum pas3nuyHoro
NMOHUMAHMA W TOJIKOBAHUA COLEPXALLMXCA B HEM MOJIOXKEHUn. TeKCT npoekTa [AO0J/KeH
yCTaHaBNMBaTb MeXaHW3M peanu3auuu cofepXKaliuxcs B HEM MOMOXEHUI (L403BONEHUS,
3anpeTbl, CPOKN UCMOHEHUS), ObITb NOTMYHbLIM, TAKOHUYHBIM, ACHbIM, TOYHbIM, MU3/1araTtbCcs
B COOTBETCTBUM C TpeboBaHUAMU OPULMANbHO-LENI0BOTO CTUMA NIMTEPATYPHOrO A3blKa U
OPUANYECKOM TEPMUHOMOMNN, AeACTBYIOWMMK NpaBunamu opgorpagum n NyHKTyauum.

2.3.2.4. B npoekTe [O0/MKHbI MCMONb30BATbCA TOMLKO MOJIHbIE HaWMEHOBaHWA
OpraHoB W opraHuMsaymini B COOTBETCTBMM C WX O(UUMANBHLIMW  Ha3BaHUSMMU,
NpefyCMOTPEHHbIMW B yCTaBaxX, MOJNIOXKEHUAX, pPeleHuMax 06 ux  cosfjaHun,
nepevMeHOBaHN, 06LLEN3BECTHbIE TEPMUHBI.

2.3.2.5. TeKkCT npoekTa He [O/MKEH ObITb MNEPErPYXeH cneunanbHbIMK,
Y3KONPO(eCCUOHaNbHbIMU  TEPMUHAMU, a TakKXe WHOCTPaHHOW TepMuHonorven. He
[lonyckKaeTca MCMNoONb30BaHMEe B MPOEKTe 3MOLMOHAaNbHO-3KCMPECCUBHBLIX A3bIKOBbIX
CPefcTB, 06pa3HbIX CpaBHEHWA (3NuUTeTOB, MeTadop, rmMnep6bon n ap.), NHOCTPaHHbLIX C/OB
npyv HaaM4Mm paBHO3HAYHbIX CNOB W MOHATUA B PYCCKOM A3blke. Hegonyctumo
NPUMeEHEHMEe pasHbIX, XOTA U PaBHO3HaYHbIX, TEPMUHOB A/ 0603HAYEHUA OLHOr0 U TOro
Xe NoHATUA.

2.3.2.6. Tpy NOAroToBKE MPOEKTa O BHECEHUU W3MEHEHWW B [elCTBYlOLLee
NOCTaHOB/IEHNE, pacnopsHXKeHNe yKasaHHbI MyHULMNANbHbIA NPaBOBON akKT AOMXEH ObITb
MPOBEPEH Ha MpefMeT COOTBETCTBMA (efepaibHOMY W KpaeBOMY 3aKOHOAaTe/bCTBY MO
COCTOSIHUIO Ha [eHb BHECEHMS B Hero U3MeHeHWin. B criydae BbISIBIEHUS B NOCTaHOB/IEHWM,
pacnops>XeHuu HOpM, He  COOTBETCTBYHOLWMUX  (efepasibHOMY U Kpaesomy

3aKOHOAaTeNNbCTBY, [MMPOEKT O BHECEHUU N3MEHEHUIA B ,U,GIZCTB)/IOU.LGG NOCTaHOBNEHNE,



pacnops>keHune B 06s3aTe/IbHOM MNOPSAAKe AO/MHKEH COAepXKaTb MOMOXEHUSA, HanpasieHHbIe
Ha yCTpaHeHne Taknx HOpM.

MpoeKT, BHOCAWMWA  W3MEHeHMA B  paHee TMPUHATOE  MOCTaHOBJIEHNE,
pacnopshkeHne, LO/MKEH COXPaHATb Ty XKe CTPYKTYpYy, YTO M OCHOBHOW MYHWULMNANbHbLIN
NnpaBOBOI aKT, KOMWA KOTOPOro AO0/HKHA ObITb MPUIOXKEHA K MpeacTaBNsieMoMy MPOeKTy.
Ecnun npoekT Npu3HaeT yTpaTUBLLUNM CUNY paHee NPUHATOE NOCTaHOBNEHWNE, PaCcCNoOpsAXeHNe
NN KaKne-To ero nosioXKeHus, To OAWH U3 MYHKTOB MOCTaHOBAAIOLWENR (pacnopsgnuTeNbHOMN)
4yacTV TEKCTa NPOeKTa LO/DKEeH COfep>KaTb CCbIIKY Ha MOCTaHOB/IEHWe, pacrnopsXeHue (Mnu
ero MyHKT), Mpu3HaBaemblii yTpaTUBWIMM CUY, C YyKasaHWeM ero fatbl, HOMepa WU
3aronoBkKa. TeKCT MyHKTa A0/KEH HaYMHATLCA cnoBaMu: «[Mpu3HaTh yTpaTUBLLUUM CUITY...».
Konua akTta, nMpu3HaBaemoro yTpaTUBLWIKWM CUAY, [AO/MDKHA OblTb MPUIOXKEHa K
npeacTaBnSAeMOMY MPOEKTY.

2.3.2.7. MyHuuunanoHble npaBoBble aKTbl (MOMIOXKEHUA  MYHULMNANbHbIX
NMpaBOBbIX aKTOB) BPeMEHHOro XapakTepa NPU3HAKTCA YTPaTUBLIMMW CWUIY TONbKO B
C/nlyyae, ec/in CPOK UX AeiACTBMA He UCTeK. Ecnn npaBoBOW aKT elle He BCTYMW B Cuiy, a
HeobX0AMMOCTb B HEM OTNana, AaHHbIi NPaBOBOW akKT NOANMEXUT OTMEHE, a He MPU3HaHUIO
yTpaTuBLUUM Cuny.

2.3.2.8. N3MeHeHMa Bcerfja BHOCATCS TO/IbKO B OCHOBHOW MYHMUMNANbHbIN
npaBoBON aKT. BHOCWUTb WM3MEHEHWS B OCHOBHOW MYHWUUMMaNbHbIA NPaBOBOW aKT NyTeM
BHECEHWS N3MEHEHWUIN B U3MEHAIOLLNIA ero MyHULMNaNbHbIA NpaBoBOW aKT HeAoMyCcTUMO.

2.3.2.9. T1onoxeHns nNpoekTa MYHULMUNaNbLHOrTo MNpPaBOBOr0 akTa He [O0/DKHbI
NPOTUBOPEUYUTL MOMOXKEHUAM paHee MPUHATOr0 MYHULUNANbLHOro NPaBOBOr0 akTa Wau
ay6nupoBaTb WX, ecnv Npu 3TOM He M3MEHSEeTCH WM He OTMEHSeTCA paHee NPUHATLIN
MYHULMNabHbLIA NPaBOBOM aKT.

2.3.2.10. HepgonyctumMo W3MeHATb HyMepauuto pasfenos, MYHKTOB U MHbIX
CTPYKTYPHbIX €4WHWL, NPaBOBOr0 akTa MpU BHECEHWW B HEro WM3MEHEHWIA U MPU3HAHUK
YyTpaTuBWINMKU  CUNY CTPYKTYPHbIX eAuMHWUL, NpaBoBOro akra. [lpy Heo6xoAnmocTu
OONONHEHUA  CTPYKTYPHbIX €AWHUL, He B KOHUe pasgena (MyHKTa, MOAMYHKTA)
NCNONb3yeTCA HyMepaums [LOMONHAEMON CTPYKTYPHON efauHULbl C AOMNOSIHUTENIbHbIMU

Unpamu, HanpumMep: NyHKT 2.1, NoANYyHKT 6) 1 T.A.

2.3.3. CornacoBaHne NPOEKTOB MOCTAHOBNEHWI, pacnoOpPsXXEHNN ALMUHUCTPaLUM

2.3.3.1. TpoBeaeHne HeobOXOAMMbIX COrnacoBaHWii MNOCTAHOBMEHUI, PaCNOPSXKEHUN



ALMUHMCTPALUN MPOM3BOAUTCA B COOTBETCTBMM C HacToAlen WHCTpyKuuen nmno
[,eNIonpon3BoACTBY.

2.3.3.2. CornacoBaHue TMPOEKTOB  MOCTAHOB/EHWNI,  pacropsHXkeHWin  (3a
NCKMOYEHNEM TMPOEKTOB PacnopsyKeHWin no JIMYHOMY cocTaBy) oOQopmaseTcs Ha
OTAENbHOM JINCTE COrfiacoBaHUs BWU30M, BK/IOYalLWen B cebd AOMKHOCTb, JINYHYIO
noanucb  BU3MPYIOLLEro, pacwundgposky nognucy un  gatry (npunoxeHue Ne 1)
Bce BU3bl LOMKHbI pacnonarartbcs Ha OLHOM nucre cornacoBaHums.
Ecnn Tpebyetcs 60/blLOE KO/IMYECTBO BM3, [OMNYyCKaeTcs pacrnonaraTb WX Ha BTOPOM,
TpeTbemM W MNOCNEAYHLWNUX NUCTaxX CcornacoBaHms ¢ 0603HayeHMem «lpofo/mKeHue NucTa
cornacoBaHus», pacnonaralowyMMcs B BEpPXHEM npaBoM yray nucta. Kaxgblidi nmct -
NPOLO/MKEHNE JIACTA COrfacoBaHMA - [AO/DKEH COAepXaTb YKasaHMe Ha HasBaHue
NnoA/siexkallero cornacoBaHulo NpoekTa.

B cnyuyae, ecnv npegnpusaTua M opraHusaummn, Ybh cOrfacoBaHns HeOO6XOAUMBI,
Haxog4AaTca 3a npefenamun 3faHua ALMUHACTpauuuM, Jonyckaetcd ogopmiaeHue BU3 UX
PYKOBOAUTENEN Ha OTAENbHbIX /IMCTax COrfacoBaHWA B LeNsaX COKpalleHMs CPOKOB
corsiacoBaHus.

MepecbinKa NNCTOB cornacosaHusa no noyre 3anpetLyaeTcs.
Mpn cornacoBaHMM NPOEKTa UCMOMHAOLWMM 00653aHHOCTU B JIMCTE COrlacoOBaHUs [fenaetcs
oTmeTKa  «M.0.»,  Hanpumep: «W.0. Haya/lbHMKa  ynpaefieHus  ob6pas3oBaHuA
AQMUHUCTPALUN.

PekoMeHAYyeMblil MOPSAA0K PacnosioXXeHUs BU3 Ha IMCTE COrNnacoBaHUS:

- NepBblil 3aMecTUTeNb rN1aBbl AAMUHUCTPALWN;
- 3aMecTuUTeNun rnaesbl AGMUHUCTPALMN;

- pykoBoAuTeNb annapara A4MUHUCTpaLuu;

- Ha4yaNIbHUKN ynpasneHnin AGMUHUCTPaLUK;

- Hava/lbHUKWN 0TAeNnoB ALMUHUCTPALUN;
-PYKOBOAUTENN CTOPOHHUX OpraHu3aLuil.

2.3.3.3. Vmewowmeca y [OMKHOCTHOrO fnLa BO3PaXKEHUA WUAN 3aMeyaHua Mo
NMpoeKkTy [OKYMeHTa Wu3naralTcsd, KakK npaBuio, B BUAE OTAENbHONO [OKYMEHTa W
npunaralTcs K NpoekTy. B cnyyae cornacoBaHus ¢ 3ameyaHMAMM OTMETKA 06 UX Hann4ymu
CTaBUTCA Ha JIACTe corfiacoBaHWs pAaaoM C MNOANUCLIO  AO0/MKHOCTHOro nuua. [llocne
YyCTpaHeHMa 3amevaHuil [ob6aBnseTca OTMeTKa «3aMeyaHWs CHATbI» W fata CHATUS

3amevyaHuin. Ecnm B npotecce p8.60TbI 3aMeyaHna He CHUMaKTCA, PYKOBOAUTENEM



TeppuTOopuanbHoro  (PyHKUMOHaNbHOro) opraHa, TrOTOBMBLUEr0 MNPOEKT, MuLLleTcs
cnyxebHaa 3anucka Ha MMSA rnasbl HaxoLKWHCKOro rOpOACKOro OKpyra O npuynHax
HEBO3MOXHOCTU MX YyCTpaHeHWs. Hanuume pasHornacuii He SBNAETCA OCHOBaHWEM [ANA
CHATUA MPOEKTa C pacCMOTPeHUs naBow.

2.3.3.4. Ecnu B npoLecce cornacosaHua B NPOEKT MOCTAHOB/IEHUSA, PaCNOPAXEHNA
ALOMUHUCTPALUM BHOCATCA CYLLECTBEHHble M3MeHeHUs (MEHATCA Ha3BaHMWe, Uugpbl, CyTb
n3naraeMblX BOMPOCOB, MNOPYYEHNiA), TO OH NOAJIEXUT NOBTOPHOMY COr/1aCOBAHMIO.

MOBTOPHOrO COrnacoBaHus He TpebyeTcs, ecnv nNpu LopaboTKe B NPOEKT BHECEHbI
YTOYHEHUNA pefaKLUNOHHOIO XapaKTepa, He MeHAloLLMe ero CyTu.

2.3.3.5. lNepuopg cornacosaHMa npoekTa AOKYMeHTa A0 MOMeHTa npeAcTaBieHus
ero Ha nognucb [NaBe He [4O/KeH MpeBblllaTb MECAYHOro CPOKa, B NPOTUBHOM Cflyyae OH
NOAMEXUT NepecornacoBaHuio.

OTgen [enonpov3BOACTBA OCYLLECTBAAET CUCTeMaTUYEeCKU  KOHTPONb  3a
cobnofeHnemM npenensHoro (MecA4YHOro) cpoka coriiacoBaHus MPOEKTOB MOCTAHOB/IEHWIA U
pacrnopsxeHnin ALZMUHUCTPaLUN, eXKeEMECAYHO B CPOK A0 5-r0 yucna mecaua, cnegyrowero
3@ OTYETHbIM, FOTOBUT OTYETblI PYKOBOAUTENO annapata AgMUHUCTPaL UK.

2.3.3.6. CornacosaHue NPOEKTOB MNPaBOBbIX aKTOB MPOBOAUTCA B TeyeHUe Tpex
pabounx [Heid Yy Kax[oro cornacosaTens, eciy 00beM [OKYMeHTa He npeBblwaeT
5 nuctoB dopmata A4 n He TpebyeTcA [LOMONHUTENIbHOTO YTOYHEHUA MPUBELEHHbIX
Ha3BaHWM, gat, CCbIIOK U T.4., LONONHUTENIbHOIO U3yYeHNs HOPMaTMBHO-NPaBOBON 6asbl, a
TakXe Hanpae/ieHMA TMpOeKTa MNPaBOBOro akta B MNPOKypatypy ropoja Haxogku pang
NnpoBefeHNss NPaBOBON W aHTUKOPPYMNUMOHHOW 3KCNEepTU3bl B pamKaxX OCYLLeCTBAEHUS
B3aMMOLeNCTBNA B C(hepe HOPMOKOHTPONSA, HO He Bo/iee MecALa - B UHbIX CNyYasX.

Cpok cornacosaHusi NpaBOBbIM ynpasneHnem ALMUHUCTpPaUUM  MPOEKTOB
NOCTaHOBNEHNI AAMUHUCTPAUUKN B Cny4vae MPOBeAeHUS NPaBOBON M aHTUKOPPYMLUUOHHOM
9KCMepTM3bl MPOeKTa NPaBOBOr0 akTa He [LO/DKEH MpeBbllwath 5 pabounx fLHel co AHA
MOCTYN/IEHNA COOTBETCTBYHOLLEro NPOEKTa B NpaBOBOe ynpasneHne AAMUHUCTPaLUN.

Mpn cornacoBaHWM MNPOEKTOB MNPaBOBbIX &aKTOB, OCHOBaHWMEM AN MNOATOTOBKU
KOTOPbIX CNY>XWUT NPOTECT NPOKYpopa, HEO6XOAMMO YUNTbIBATL CPOK UCMOIHEHMA MPOTecTa
(10 pHei) n cornacosbiBaTb TakMe NPOEKTbl B TEYEHUE OAHOTO LHS.

B cnyuyae BBefeHus ana T[MpUMOPCKOA TepputopuanbHoW nogcuctembl PCUC
peXuma MNOBbIWEHHONW TrOTOBHOCTM UM NPU  BO3HWMKHOBEHWW Ha  TeppuTopuUwn

Haxo4KNHCKOro ropoAckoro oKpyra ype3BblyaiiHblX CUTyalWii, B TOM YMC/ie NPU BBeAEHWN



OrpaHNYnTeNIbHbIX MeponpuATUA  (KapaHTWHa) MO 3apa3HbiM  60MEe3HAM  >KUBOTHbIX,
MOAroTOBKa M COrnacoBaHWe NPaBOBbIX aKTOB OCYLLECTBNAETCA B TeYeHNEe OAHOr0 [HS.
2.3.3.7. NcnpaBneHns B NUCTe COrnacoBaHUsA He JoMnycKarTcs.

2.3.4. TpeboBaHUA K HanU4u W/MAKM OTCYTCTBUIO OMNPEeLeNeHHbIX COriiacoBaHWiA
NPOEKTOB MOCTaHOB/MEHWIA, PACNOPSXKEHNA ALMUHNCTPALUN.

2.34.1. MpoeKThl NoCTaHOBNEHWMN, pacrnopsxeHUin ALMUHUCTpaLUn
COrNacoBbIBAKOTCA PYKOBOAUTENAMU (PYHKUMOHANbHBLIX (TEPPUTOPUANIbLHBIX, OTpPac/eBblX)
OpraHoB WAV MLamMn, UCNOMHAKLWMUMUN UX 06A3aHHOCTW, KOTOPbIe MPELCTaBUIN MPOEKT U
KOTOPbIM B MNPOEKTe MpefycMaTpMBalOTCA 3afiaHuMa WAW MOPYYEeHUs, a TakKXe [pYyrux
OpraHoB W opraHu3aLui, UMerLINX OTHOLIEHWE K peann3aLmm U3N0XEHHbIX B LOKYMEHTE
BOMPOCOB.

2.3.4.2. MNpoeKTbl MOCTAaHOBMEHWUIA, PaCMOPSXKEHUA AAMUHUCTPALMU, WUCNONHEHUE
KOTOpbIX TpebyeT (huHaHCOBOro obecneyeHus, B 0643aTe/IbHOM MOPSAAKE COrNacoBbIBAKOTCA
HayaNbHUKOM (PMHAHCOBOrO ynpasieHus AQMUHUCTPaLUN.

2.3.4.3. HeobxoaMmocTb  ouuManbHOro  ony6/AMKOBaHMA  MOCTAHOB/IEHUS,
pacnopsXeHns ALMUHUCTpaLMW YyCTaHaB/IMBaeTCA WCMONHUTENEM, OTBETCTBEHHbLIM 3a
NoAroToOBKY MpOEKTa.

2.3.4.4. OTpen [enonpous3BOACTBa Ha 3Tane corfacoBaHuA perynupyeT ABUXEHUE
npoeKTa NMOCTAHOBNEHUSA WM PacnopsKeHWs, pefakTUpyeT NPOeKTbl NMOCTaHOBIEHUIA WK
pacnops>xeHWn B COOTBETCTBUM C TpebOBaHUAMM K OGOPMIIEHUID [OKYMEHTOB W
HanpasnfeT Ha nognucek [Mnase.

2.3.5. MoAroToBNEHHbIA NPOEKT BMeCTe C HEOOXOAUMbBIMU LOKYMeHTamMun nepesaeTcs
OTAe/NIoM [eNnonpom3BoACcTBa [[naBe uam nuuy, UCNONHAKOLWEMY ero 0643aHHOCTH.

2.3.6. MopgnucaHHble [NaBO NOCTAHOB/EHUA W pacrnopsxXeHUs ALMUHUCTPaLUK
nepepaloTcs B OTAeN [e/loNpou3BOACTBA [ANA [Ja/bHeillein perncrpaumm u paccbUIKW.
Konun noctaHOBMEHUIN M pacnopsXXeHnini AAMUHUCTPaLMK, 3aBepeHHble neyaTblo OTAena
[enonpou3BOfCTBa,  HanpaBnAwTCA  agpecataM B 3-[HEBHbI  CPOK  OTAE/IOM
AenonpousBoficTBa B COOTBETCTBMM  C  JIACTAMW  pacCbliKKM,  COCTaB/IEHHLIMMU
NCNONHUTENAMM, NPUYEM MOCTAHOBNEHUA, PaCMOpPsXeHUs ALMUHUCTPaLUU, N3MeHsoLL e
NN AOMNONHAIOLLIME PaHEe NPUHATBIE aKTbl, HaNpPaBnAlTCA TeM opraHam AAMUHUCTpaLUN 1
opraHusaumnam, KOTOpbIM paHee paccblaincb NPUHATbIE NMOCTAHOBEHUA, PaCMopPsXKeHUs
UM UX MpaBonpeeMHMKam. B paHHOM cnydvae B /IMCTE PacCbIIKU LO/MKEH OblTb yKasaH

nouToBbIA afpec. B cnyyae ecnum MouTOBLIA afipeC HEe YyKas3aH, KOMWM HanpaBnstTcs



NCMONHUTENIO, KOTOpPbI paccblnaeT nx CaMOCTOATE/bHO.
[ononHuTenbHas  paccblika  NOCTaHOB/IEHUA, pacrnopskeHnin  AgMUHUCTpaLUN
OCYLLECTB/IAETCA MO 3asABKe NOApPa3fe/leHNA-UCMNONHNUTENSA MO0 MO YKa3aHUIO 3aMecTUTens
rnasbl ALMWHUCTpPaUUK, PYKOBOAMTENa annapata ALMWUHUCTpaLMW, O YeM [enaeTcd
OTMETKa B COOTBETCTBYHOLLEM /INCTE PACCHINIKN.

2.3.7. TIoANVMHHWK nocTaHOBNeHUA (pacnopsXXeHwus) ALMUHUCTpALUKN, NINCT
cornacoBaHMsa K Hemy ocCTalTCA B OTAefie [e/IoNPOU3BOACTBa, OCTa/bHble MaTepuansl
BO3BpaLLalTCA UCNOMHUTENIO.

2.3.8. Tpun HeobXOLMMOCTM BHECEHWS WU3MeHeHW B nognucaHHoe [naBoi
NMoCTaHOB/IEHME, pPacnopsXXeHWe MNPOeKT COOTBETCTBYHOLWEro AOKYMeHTa MpefcTaBnseT
CTPYKTYpa, roTOBUBLLIAA NepBOHaYaNbHbI JOKYMEHT

2.3.9. TIpoeKTbl MOCTAHOBNEHUN W pacnopsHXXeHun ApMUHUCTpauuu 6e3 nucta

cornacoeaHua oTaenom aenonponssoacTBa HE NPUHUMAKOTCA.

2.4. MopsALOK HanpaB/iieHNss MYHULUNNANbHbIX HOPMATKBHbIX NMPAaBOBbIX aKTOB
agMUHUCTPaUMN HaxogKMHCKOTO ropoACKOro OKpyra B permcTp MyHULUNAanbHbIX
HOPMAaTUBHbIX NMPaBOBbIX aKTOB

24.1. K npoektam HOPMaTWUBHbLIX MNPaBOBbIX akToB, MNOANEXalnm nocne
YTBEPXAEHNA HANpPaBNEHUIO B PErucTp MYHWULUNaNbHbIX HOPMATUBHbLIX MPaBOBbIX aKTOB
lMpmMOpCKOro  Kpas, MpWIaralTCA  3/IEKTPOHHbIE  BEPCUM  YKa3aHHbIX  aKTOB.
ONeKTpoHHasa Bepcud NpPeAcTaBfseMoro  MOCTaHOB/eHUS  ALMUHUCTpaUMW  [OMKHA
MONHOCTbIO COOTBETCTBOBATb BEpPCUM, MPeACTaB/seMO Ha GYMaKHOM HoOcuTefle B OTAeN
pgenonpounssofctea AAMUHUCTpauun. OTBETCTBEHHOCTb 3a COOTBETCTBME 3/1EKTPOHHOWA
BepCcMM  TeKCTy TMpoeKTa HEeCceT WUCMNOJIHATENb, OTBETCTBEHHbIA 3a MNOArOTOBKY
MoCTaHOB/IEHNA.

2.4.2. OTpen fenonpoun3BOACTBA HaNpaB/isgeT KoMUY HOPMATUBHbLIX MPaBOBbIX aKTOB
ALMUHMCTpaUMM B NpaBoBOA fenapTamMeHT AAMUHUCTpauum TpMMOPCKOro  Kpas
(B 3N1EKTPOHHOM BUAE) B CPOKW W NOpPAAKe, onpefeneHHoM 3akoHOM [pMMOPCKOro Kpas oT
09.10.2008 Ne 319-K3 «O nopsafke opraHusauumM n BefeHUA perucrTpa MyHuUMNanbHbIX
HOpPMaTMBHbBIX MPaBOBbIX aKTOB MNMpMMoOpCcKOro Kpas» (ganee - 3akoH Ne 319-K3).

2.4.3. TlakeT AOKYMeHTOB (NOCTaHOB/IEHWI), HEOOXOAWMbIX [N HanpasfieHUs B
Perncrtp, opmupyeTcs Ha OCHOBAHUM TNEPEYHA MNPUHATLIX W OMNYy6/MKOBaHHbIX
MOCTAHOBNEHUA ALMUHUCTPaLUW U HanpasnseTcs B 31EKTPOHHOM BUfe B ajpec npaBoBOro

genapTamMeHTa C  WUCMOMb30BaHMEM  FOCYAAapPCTBEHHON  MH(OPMALMOHHOW  CUCTEMbI



lMpumopckoro kKpas «PervoHanbHas CUCTEMa  MEXBELOMCTBEHHOrO  3/1eKTPOHHOrO
JOKyMeHToo6opoTa» (PCM3[ «lMPAKTUKA») B TeyeHMe KOHTPO/SILHOTO CPOKa,
onpeaeneHHoro 3akoHoMm Ne 319-Ka.

2.4.4. Heob6Xxo4MMOCTb HanpasneHWs [OKYMeHTa (MOCTaHOB/IEHUS) W3 MEepPeyHs
MPUHATLIX WM OMNY6/IMKOBAHHbIX  MOCTAHOBMEHUN  AAMUHUCTPaUUM  onpegenseTcs
Haya/JIbHMKOM NPaBOBOro ynpasneHnd AGMUHUCTPaLUN U NNLOM, ero 3aMeHs WM.

2.4.5. HanpaBsneHve B NpaBoBOW AenapTaMeHT AAMUHUCTpauuu MprMMopcKoro Kpas
MHbIX [OKYMEHTOB W CBeAeHWi, yKasaHHbIX B 4yacTm 2 crtatbM 51 3akoHa Ne 319-K3
OCYLLEeCTB/IAETCA OTAE/IOM [efIonpon3BoACcTBa AAMUHUCTPALUN B NOPALKE, YCTAHOB/IEHHOM

HacToAWNM pa3fesiom.

2.5. TexHNYeckune TpeboBaHNA K OPOPM/IEHNIO MPOEKTOB NMOCTAHOBNEHWIA,
PacrnopsKeHnii agMUHUCTPaL MK

2.5.1. MpoeKTbl NOCTAHOBNEHWIA, PaCOPsSHXKeHNI AAMUHUCTPaLUN U NPUIOXKEHN
K HMM nevyatalTCs Ha CTaHAapTHbIX nucTax 6ymarm gopmata A4 (210 x 297 mm) c
ncnonb3oBaHMeM TekcTtoBoro pegaktopa Word wpugrtom Times New Roman pasmepom
No 13, MeXCTPOUHbIA WHTepBan - 15 MMEKT ykazaHWe Ha OpraH, W3faBlUIWUiA LOKYMEHT
(agMuHUCTpaumMa Haxo4KMHCKOTO TrOpOACKOro okpyra [lpMMOPCKOro Kpas) W BUf
LOKYMeHTa (MocTaHOB/IEHNEe, PacMopsXXeHne), KOTopble neyataroTcA MPonuUCHbIMKU 6yKBaMu
C BblpaBHMBaHMEM MO LEHTPY Ha BTOPOM W YeTBEPTOW CTPOKax OT BepxHero nons. Cnoso
«MPOEKT» nevaTtaetca Ha nepBOW CTPOKe OT rpaHuLbl BEPXHEro nons ¢ BblpaBHWBAHWEM
no npasoMy MoJio.

Mpn coctaBneHun TabnuL [OOMYCKAeTCA WCMNOMb30BaHWe LWpUPpTa MeHbLUNX
pasMepos.

2.5.2. Kaxablli HarneyaTaHHbIN IUCT NPOEKTa AO/MKEH UMeTb CrefytoLine pasmepsl
nonei: nesoe - 30 MM, npaeoe - 10 MM, BepxHee - 20 MM, HMXKHee - 20 MM (gonyckaeTcs,
Nno Heo6XoAMMOCTU, He MeHee 15 MM K He 60nee 25 MMm).

2.5.3. lNpwn ohopmieHNN TeKCTa LOKYMEHTA Ha ABYX M 6ofiee cTpaHULUax BTopas u
nocnegyrowme CTpaHuLbl JO/MKHbI O6bITb MPOHYMepoBaHbl. MMOpPAAKOBbIE HOMepa CTpaHuL,
NpOCTaBNAKTCA NocepeAnHe BepxXHEro nosis CTpaHuubl apabCkumu umdpammn 6e3 cnosa
«CTpaHuua» («CTp.») W 3HAKOB MNpPEenuHaHWs C MCMNoJ/Ib30BaHMEM TEKCTOBOro pefakropa

Word wpugtom Times New Roman pasmepom Ne 13 (npunoxkeHus Ne 11 n Ne 12).



2.5.4. [MocTaHOBNEHNA W pacnopsaXeHna ALMUHUCTpaUMnU WMEKT cnegyrolime
PEKBU3NTDI:

2.5.4.1. Tepb6 Haxo4KMHCKOro ropoAckoro okpyra. 3obpaxeHue repba Ha 6naHKax
[LOKYMEHTOB pa3melLaeTcs Ha paccToaHun 10 MM OT BepxXHero Kpas nucTta no cepefuHe
BEPXHEro nonsa 6naHkKa [OKYMEeHTa, Hafj PeKBM3UTOM «HaumMeHOBaHWe MYHULMUNAaNbLHOro
opraHa, nogpasfeneHns».

2.5.4.2. HanmeHoBaHue Bupa gokymeHta (MOCTAHOBJ/IEHVE agMuHUCTpauum
HaxogkuHckoro  ropoackoro  okpyra wunu  PACIMOPAXEHWME — agmuHucTpayunm
Haxo4KNMHCKOro ropofCcKoro okpyra).

2.5.4.3. 3aronoBok. CocTaBfiserca KO BCeM [AOKYMeHTaM, 3a WCK/IKYeHNEM
TeneoHOrpamm, TenerpamMmm, W3BeLWeHU W [LOKYMEHTOB, O(OPM/EHHbIX Ha Oymare
(hopmata A5, a TaKXXe JOKYMEHTOB, UMEKLNX TEKCT HebonbLworo o6bema (go 10 cTpok).

3arofioBOK A0/KeH KpaTKo M TOYHO packpbiBaTb COAepXaHue AOKYyMeHTa (0 4em
coCcTaBfieH [AOKYyMeHT). OH MOXeT (opMynMpoBaTbCA C MOMOLWbLIO  OTrNAarofibHbIX
CYLLeCTBUTE/IbHbLIX B MPeAoXHOM Najexe 1 oTBeyvaeT, Kak npasuno, Ha sonpoc: «O uyem
(o KOM) n3gaH LOKYMEHT?» («O6 OTMEHE...», «O COCTOSIHUMN...»).
3aronoBOK MeyataeTca Ha pacCTOAHMW He MeHee 8 CM OT BepxHero Kpasa nucra B
OTBEAEHHOM A1 HEFO0 MecTe, MULIETCA C MPONUCHOW O6YKBbl. TOYKA B KOHLIe 3aro/loBKa He
cTaButca. [nMHa CTPOKWM 3aronoBKa He LO/HKHa npesbiwaTts 50 3HakoB. [nd BbiaeneHUs
3aron0BKa NUCMonb3yeTcsa NOMY>XNUPHOEe HayepTaHue.

3aronoBokK neyataeTcst 6e3 KaBblYEK Ha pacCTOSAHUW ABYX OAWHAPHbLIX UHTEpBanoB OT
npeablayLero pekBn3nTa, NEPEHOCHl HeXxenaTenbHbl.

B npoekTax HOPMaTUBHbIX MPaBOBbIX aKTOB 3arofiIoBOK K TEKCTY OgopMaseTcs Mo
LWNPWUHE CTPaHMULbl HaJ TEKCTOM LLeHTPUPOBAHHbLIM CNOCO60M.

3aronoBOK, COCTOAWMIA U3 ABYX U 60Niee CTPOK, nevataeTcs vyepe3 1 MeXCTPOUHbIN
NHTEepBas, TOYKa B KOHLe 3aron0BKa He CTaBUTCH.

B HasBaHWW [OKYMeHTa, KOTOPbIM OTMEHSeTCA APYrod AOKYMEHT WAN BHOCATCA
N3MEHEHWNSA, LO/MKHbI ObITb YKasaHbl BWA, fAaTa, HOMep W MO/IHOe Ha3BaHMEe [OKYMEHTa,
Hanpumep: «O BHECEHWWU W3MEHEeHWI B pacnopsykeHwe agMUHUCTpaunn HaxoLKUHCKOro
ropoAcKoro oKpyra oT 24.12.2008 Ne 761-p «O HarpaxaeHunm».,
HasBaHMe npoekTa MNpPaBOBOr0 akTa, KOTOPbIM BHOCUTCA W3MEHeHue B [OKYMEHT
(nporpamma, afMWHUCTPATUBHbLIA pPernameHT, MOMIOXKEHWe, MNepevyeHb, CMNUCOK U T.4.),

YTBEPXAEHHbIA MyHMLUMNANbHbIM MPaBOBbIM aKTOM, AO0/MKHO 6biTh CHOPMYNMPOBAHO



cnegyrowmnm obpasoM: «O BHECEHUUW W3MEHEHW B MOCTaHOB/IeHWe (pacnopskeHwue)
agMUHUCTPauUuUM Haxo4KMHCKOTO TOPOACKOro OKpyra OT... (YKasblBalOTCA pPEKBU3UTHI
JOKYMEHTa, B KOTOPbIA BHOCATCA W3MEHEHUS, W HaWMeHOBaHWe MYHULMNaNbHOro
NpaBoBOro akra). 3aroNoBOK (DOPMY/UPYET COCTaBUTESNb LOKYMEHTA.

2.5.4.4. TekcT. TeKCT AOKYMEHTa AO0/MKEH ObiTb ACHbIM, KpPaTKMM, 060CHOBaHHbLIM,
obecneymnsaroLLMM TOYHOE M OJHO3HAYHOE BOCNPUATME U3/I0XKEHHOW B HEM MH(OpMaLNN.

TeKCT neyartaeTcsi Ha PacCTOAHUM 2 MEXCTPOUYHbIX WHTEPBasiOB OT 3aro/ioBKa B
YCTAHOB/IEHHbIX rpaHuuax noneid. [onyckaeTcs W3MEHEHWE WHTepPBasioB  Mexnay
pekBM3nMTamm «3aronoBok», «TeKkcT», «[lognucb» nNpu Heo6XOAUMOCTU pasMeLLeHns
TEeKCTa MpoekTa akta AAMUHMCTpauMnm Ha OfHOW cTpaHuue. [lepBas cTpoka ab63aua
HauYMHaeTcsd Ha paccTosHuM 15 cm OT /f1eBOM  rpaHuubl  TEKCTOBOro  MONs.
TekcToBafd 4YacTb nofpasfensercsi Ha KOHCTaTUPYKOLWLYH 4acTb - npeambyny,
MOCTAHOB/AKLLYIO YacTb (B pacnopsXXeHuUu - pacnopsagmTesibHY0 4acTb), 3aK/TH0UYNTENbHYIO
yactb. [pn odopmneHnn TekcTa [LOKYMeHTa Ha [ABYX W 60nee cTpaHuuax BTopas W
nocnefytowme CTpaHULUbl AOMXKHbI 6bITb MPOHYMepPOBaHbl. MoOpALKOBbIE HOMEpa CTPaHuL
NpOCTaB/AKTCA NOCepeAnHe BEPXHEro nosis CTpaHuubl apabCkumm uudpammn 6e3 cnosa
«CTpaHuua» (CTP.) M 3HAKOB NpenuHaHus.

B npeambyne npoekta MNOCTAHOBNEHWS,  pacnopsykeHus  AgMUHUCTpauun
n3naralTcA UennM, MOTUBbI MPUHATUA ITOr0 akra, a TakXke npegMeT MpaBoBOro
perynnuposaHus. INonoXxeHnsa HOPMaTUBHOIO XapakTepa B nNpeambyny He BK/IOYAKOTCA.

Mpeambyna He LeNUTCA Ha NMYHKTbI, MOAMNYHKTHI.

Mpeambyna npoekTa NnocTaHOBNEHNS, pacnopsxeHus ALMUHUCTpaLNN,
pa3paboTaHHOro Ha OCHOBaHUM M BO UCNOSHeHMe KoHCTUTYyummn Poccuinickor ®epepaunu,
(hefiepanbHbIX 3aKOHOB, YKa30B [lpe3naeHTa Poccuitckoin ®depepaunun, noCTaHOBAEHWIN
MpaBuTenbcTBa Poccuninckoin depepaunm, 3akoHOB NpMMOPCKOro Kpas, akto 'y6epHatopa
MpMOPCKOro Kpas, A0/HKHa COAepXXaTb CCblIIKY Ha COOTBETCTBYHOLLMIA MPaBOBOW aKT C
yKasaHuem fJatbl ero npuHATUSA, HOMepa M HaMMEHOBaHUA W HayMHaTbCA cnosBaMu: «Bo
NCMNONIHEHWNE...», «B COOTBETCTBUMN...», «B Lenax...» n T.n.

Mpeambyna B  NOCTAHOBMEHMAX  ALMUHUCTPaUUKM  3aBepluaeTcs  CnoBamu
«afiMUHUCTpaumns HaxoLKMHCKOro ropofCcKoro OKpyra», Ha Cnefytolieil CTPOKe - CoBO
MOCTAHOBAET, KoTopoe rneyaTaetcs NPONUCHbIMKU GyKBamu 6e3 pa3psigku OT NEBOM
rpaHuLbl TEKCTOBOTO NOJIS.

MocTaHoBNsOWASA (pacnopsguTenbHas) 4acTb TeKcTa MPOeKTa MOCTaHOBMEHWS,



pacnopsxeHus  AQMUHUCTpaLUW, npegycMaTpuBaloLLero KOHKpeTHble  3afjaHuAa
(nopy4yeHUns) UCNONHUTENAM, 0653aTeNbHO f0/KHA COAepXKaTb:

- TOYHble HaMMeHOBaHUA (YHKUMOHaNbHbIX (TEPPUTOPUANbHBLIX, OTPac/eBbIX)
opraHoB ALMWHUCTPaLMK - UCNONHUTENE 3afaHnii (MopyYeHnid). dPaMmanumn 1 MHULMan.
PYKOBOAWUTENEN CTPYKTYPHbIX NojpasfeneHnin AGMUHUCTPaLMM yKasblBalOTCS B CKOGKax B
UMEHUTENbHOM  MNafexe,  Hanpumep:  «YNpaBleHUK  BHEWHWX  KOMMYHWKaLWI
agMUHUCTpauumM HaxoAKMHCKOro ropoackoro okpyra (MBaHOB ) ony6/MKOBaTb HacTosLlee
NnocTtaHOB/IeHMe B ... Ecnn  wucnonHeHue 3ajaHnA BO3naraeTcd Ha KOHKpPeTHOoe
[JO/MKHOCTHOE NUL0, TO YKasblBalOTCA €ro AO/HDKHOCTb, (haMWUus, MHULMaNIbl, Hanpumep:
«3aMecTUTeNto rnasbl aAMUHUCTPaLMM Haxo4KMHCKOIo ropoAckoro okpyra MeaHosy A.A.
obecne4ynTb BbIMOJIHEHME NJlaHa...»;

- CPOK MCMOMIHEeHUA 3aaHna (MopyyveHuns).

MMonoXeHns npoekta akta OOPMAAKOTCA B BMAE MYHKTOB, €CAIM UCMONHEHWE aKTa
npeAnonaraet BbIMOMHEHME Pa3/IMYHbIX MO XapakTepy AeWAcTBuil. [encTtsns OoAHOPOLHOrO
Xapaktepa MOryT ObITb Mepeyvnc/ieHbl B O4HOM MYHKTe.

Kaxabld NYHKT [JO/MKEH HauyMHaTbCA C YyKa3aHUA WCMOMHUTENS U KOHKPETHOro
[eNCTBUSA, BbIPAXXEHHOrO r1arosioM B HeONnpeaeneHHon opmMe, a TakKe UMeTb KOHKPETHbIN
CPOK BbIMOMHEHUS 3TOro AercTBuUs. Mpyu HaIMuMM NPOMEXYTOUYHbIX CPOKOB BbIMOJIHEHUA
fencTena (3agaHums, NopyyvyeHus) nnm npu pasbmnske aToro AerncTema (3agaHuns, NopyveHus)
Ha 60/1ee Menkne paboTbl C yKa3zaHWEM Pa3IMYHbIX CPOKOB UX BbIMOMHEHUS KaXas U3 3TUX
paboT opmynmpyeTcs OTAe/IbHbIM NOAMYHKTOM.

Kaxabli NYHKT WAX NOANYHKT NOCTAHOBAAOLWEN YacTU NpPoeKTa MOCTaHOBIEHUS,
pacnopaanTeNIbHON 4YacTU MpPOeKTa pPacrnopsKeHUs COAEPXWUT TOMbKO OAHO 3afjaHue
(nopy4yeHune) ¢ OAHMM KOHKPETHbIM CPOKOM MCMONHeHUsA. KonnyecTBO WCMONHUTENEN MO
KaXX4oMYy NYHKTY (NOANYHKTY) HE OrpaHNynBaeTcs.

B cnyyae Hanuuma B MPOEKTe MOCTAHOBNEHUSA, PaCMOPSHKEHUA MOJIOKEHUA O
BO3/I0OXKEHMM 0653aHHOCTEN Ha [O/DKHOCTHOe /MU0, He 3aMeliatoliee [O/MKHOCTb
MYHULMNANbHOW CAyX0bl B ALMUHUCTPauUMW, B TeKCTe MPOeKTa Mnocne YnoMUHaHUS
[AaHHOTO /fMua AO0/MKHbI cofepxXatbcd cnoBa « (Mo corfacoBaHuio)». TMyHKTbl B TeKCTe
HymepyloTcs  apabCKumMu  uudpamm ¢ TOYKOM M 3aro/IOBKOB  He  UMEIOT.
MMyHKTbl MOTYT pas3fenaTbCs Ha NOAMNYHKTbI, KOTOPble HYMepykTcs apabckumm ungpamu,
pasfefieHHbIMW TOYKamMKW, C TOYKOMW Ha KOHue, Hanpumep 1.1, 235. u 1.0 B

UCKNIOYNTENbHBIX CMyYasx MOAMYHKTbl MOryT 0603Ha4YaThCs CnefyounuM o6pa3om: a), 6),



B) unn 1), 2), 3), nMb60 HauMHaATbLCA C TUPe.

MofgnNyHKTbI, HyMepyemble apabCKMMu Ludpamum € TOYKaMKW, HAYMHAKTCA C
MPONUCHOM GYKBbI, B KOHLE CTaBUTCH TOUKa.

lMocne CTPOYHbIX OYKBEHHbIX WA UMPPOBLIX 0603HAYEHUI C KPYrnoi CKOOKoWn, a
TakXXe Npyv MOCTaHOBKE B Hayane TuUpe MNOAMYHKTbl HA4YMHAKOT CO CTPOYHOA OYKBbI U
3aKaH4MBalT (KpOMe MocnefHero) TOYKON ¢ 3anaTomn.

3aKnwunTenbHaa  4acTb  TeKCTa TMpOeKTa MNOCTaHOB/IeHUA,  pacrnopsaXeHus
ALOMUHUCTPALUM MOXET cofepxarb:

- NepexoHble NONOXEHNS;

- YyKasaHwe O CpoOKe BCTYM/IEHWS akKTa B CWIy B C/lyyYyae HeobXoAMMOCTH
onpefeneHns KOHKPETHOM pdaTbl BCTYMNNEHMA [JaHHOrO0 akKTa B 3aKOHHYH  cuny;

- yKazaHue 0 NPU3HaHUW yTpaTUBLWIUMMW CUNY WUAN 06 U3MEHEHUN [eACTBYHOLMX
MOCTAHOB/IEHWNIA, pacnopsHXXeHni AAMUHUCTPaL UK,

- MYHKT O KOHTPO/ie 3a BbIMO/MHEHMEM aKTa. KOHTPO/ib 3a BbIMOJIHEHWEM aKTa
[JO/MKEeH BO3/aratbCA Ha 3aMecTuTens rnasbl AAMUHUCTPaUUK, KYPUPYIOWEro [AaHHbIi
MPOEKT aKTa,

2.5.4.5. Mopnucb. OThenseTca OT TeKCTa 2 -3 MEXCTPOUYHbIMU WHTepBanamu u
coCTOMT M3 cnoB «lnaBa HaxOAKWHCKOro ropoAckoro Okpyra», WHULMANoB u hammnmm
naBbl. CnoBa «lnaBa HaxoAKMHCKOro rOpoOACKOro OKpyra» [mevyaralTcsi OT JIeBOM
rpaHMLbl TEKCTOBOrO MOAfA, a WHUuManbl W pamuama [naeBbl - Yy NpPaBoW rpaHUUb
TEKCTOBOrO MONfA, ABYXCTPOYHbIE W MHOFOCTPOYHbIE HAMMEHOBAHMA MeyaTalwTCcAd uepes
1 MeXCTPOYHbIA MHTepBan. Pacwingposka NoANNCK pacrnonaraeTca Ha ypoBHe nocrefHen
CTPOKN HaMMeHOBaHWMA [LO/MKHOCTM 6e3 npobena mexpay uHuuuanamu, ¢ npobesioMm mexagy
UHUUManamMmy u Qamunnein. MocnegHss 6ykBa (amuaum B pacln@poBke NOANUCH
OorpaHnymnBaeTCs MnpasbIM MOJIEM.

25.4.6. [Jata. [lpoctaBnserca B  [eHb MNoOANMCaHUA  [LOKYMEHTa B
nocneaoBaTenbHOCTU: AeHb Mecsua, Mecsl, rof O4HMM M3 ABYX CrocoboB: apabcKumm
undgpamun, pasgeneHHoiMn - Toukoi:  05.06.2019; cnoBecHO-UUGPOBLIM  CMOCOOGOM:
05 uroHa 2019 ropa.

2.5.4.7. Hpekc (Homep). MpocTaBnseTcs Ha 6naHke nocse NOANUCAHUA AOKYMeHTa
Ha OTBefeHHOM A/18 Hero mecte. Homep neyaTtaetca apabCKumu uuppaMmy U COCTOUT U3
3Haka «No» W MOpALKOBOro Homepa [OKymeHTa, Hanpumep: Ne 143. K nopsgkosomy

HOMepY PacropsXKeHns AAMUHUCTPaLMUM Yepe3 Aeduc A06aBNsSETCS CTPOUHas GyKBa «p»,



Hanpumep: 143-p. K nopsagKoBOMYy HOMEpPY pacnopsXXeHua nepBoro 3amectutens
AOMUHUCTpauum (3amectutens AQMUHUCTPaLuUK) 4vepe3 feduc [06aBNAKOTCA CTPOUHbIe
OYKBbI «p3», Hanpumep: 143-p3.

25.4.8. MpunoxeHua. TllpunoXxeHne K NOCTAaHOBJIEHMIO,  PaCNOPSKEHUIO
ALMUHUCTPALMM ABNAETCA €ro HEOTHEM/IEMOM YacThbHO.

Kaxpoe npunoxeHue 0693aTeNbHO  WMMEET  Has3BaHWe, KOTOPOe  [OJIKHO
COOTBETCTBOBATbL Ha3BaHWIO, NPUBELEHHOMY B TEKCTe MOCTAHOB/IEHUA, PACMOPIKEHUS.

Mpy HaIMUMM NPUNOXKEHWUA K MOCTAHOBNIEHUIO, PaCMOPSXXeHNI0 AAMUHUCTpaLUN B
TEKCTE Ha HUX 0643aTeNlbHO [enaeTca ccblika. [punoXeHns K MOCTaHOBIEHUAM U
pacrnops>keHnaM AgMUHUCTPaLMM OPOPMAAIOTCA HA OTAE/bHbIX IUCTax Bymaru.

Pasmepbl noner, WPUANTBI WM MEXCTPOYHble WHTepBalbl MPU  MeyaTaHuu
NPUNOXEHUA  WMAEHTUYHbI  pa3Mepam, MPUMEHSeMbiM  MpPU  neyataHuu  TeKCTOB
NOCTaHOB/IEHNIA N PaCMOPSKEHWI.

Ecnm B TekcTe MOCTaHOB/IEHUA, PACMNOPSAXEHUA [AETCA CCbIIKA «COrnacHo
MPUNOXEHNIO», TO Ha [MEPBOA CTpaHULE MNPUIOXKEHUS B MNPaBOM BepxHem Yriy
pacnoniaraetcs cnoBo «[pUNOXEHME», HIKE Yepe3 MONYTOPHbIA MEXCTPOUHbIA UHTepBan
OT 3TOr0 CNOBa AAETCHA CCblIKA Ha MOCTAHOBNEHWE WAW pacnopsxeHue ALMUHUCTpaLUN.
Kaxpasd coctaBHasg u4acTb rpudga nNpuIoKeHUsa neyataetcs C HOBOM CTPOKU uyepes
1 MeXCTPOUHbIA WMHTEPBaN W BblPaBHUBAETCA OTHOCUTENbLHO LeHTpa. [/NvHa CTPOKM He
[O/KHA npeBblwaTb 8 cM. [pU HaMUYMM HECKONbKUX MPUIOXEHUIA OHW HYMepyloTcs,
Hanpumep:

MpunoxeHne Ne 1
| 15

K MOCTaHOB/IEHUIO agMUHUCTpaL UK
HaxoaKMHCKOro ropofiCKoro okpyra

MpUNoXeHNa 3aKaHYMBaKOTCA 4YepTOM, PacrnofiOXKEeHHOW MO LEHTPY TeKCTa Ha
paccToaHnu 2-3 MEXCTPOUHbIX NHTEPBAsOB. OnnHa yepThl 3-4 CM.
2.5.4.9. YT1BepXaeHne  AOKYMEHTa. Mpn  yTBEPXAEHUN  [OKYMEHTa
NOCTaHOB/IEHMEM, pacnopsXXeHNeM, pelleHneM, NPUKasoM rpudg yTBepXAeHMUA COCTOUT U3

cnoea YTBEP)XXAEHO (6e3 KaBbl4eK, BCe C/10BO NPOMUCHbIMK ByKBamK), COrnacoBaHHOro



B pode, unucne M nafexe, COOTBETCTBYHOLLIMM Ha3BaHUIO YTBEPXAAeMOro [AOKyMeHTa
(YTBEPXXAEH, YTBEPXAEHA v T.4.), HAUMEHOBaHMA YTBepXKAalOLWero JOKyMeHTa Uim
opraHa B TBOpWUTe/NIbHOM nMajexe, ero parel M Homepa. Cnoso YTBEPXAEHO
(YTBEPXXAEH, YTBEPXAEHA...) pacnonaraetca B NpPaBOM BEPXHeEM Yrny MepBoro
NMcTa AOKYMEHTa CO CCbIJIKOW Ha HOPMATMBHbIN akT, ero gaty, HOMep WU O(OpMAsSeTCH

aHaNornM4HoO NPUNOXEeHMKO, Hanpumep:

YTBEPXAEHO
| 15

NOCTaHOB/IEHNEM afMUHUCTpaLnn
Haxo4KWHCKOro ropoackoro okpyra

Kaxpad cocTtaBHas 4acTb rpua YTBepXEeHWA MedyaTaeTcsd C HOBOM CTPOKM 4epe3 1
MEXCTPOUHbIA WHTepBan W BblpaBHMBAETCA OTHOCUTE/IbHO LEHTPA, MO OTHOLIEHUID K
rpudy. AnvHa CTPOKM He [O/MKHA npeBbiwatb 8 cM. MpuMepHbI nepeyeHb LOKYMEHTOB C
rpudom yTBEpXAeHUA npuBedeH B NpuaoxeHnm Nel3.

MpunoxeHne K MNPOEKTY C TrpuUpom YTBEPXKAEHUA 3aKAHUMBAETCA YepTOW,
PacronoXXeHHOW MO LeHTPY TeKCTa Ha pacCTOAHUMU 2-3 MEXCTPOUHbIX MHTEpBanoB. OanHa
yepTbl 3-4 cMm.

3arofloBOK K TEeKCTY MPUIOXKEHUA  LEHTPUPYeTCa  OTHOCUTENIbHO  TeKCTa.
HammeHoBaHMe BMAA [OKYMEHTa - MPUNIOXKEHUA, YTBEpPXAaeMOoro [AOKymeHTa (nepsoe
C/I0BO 3aro/ioBKa MPWJIOXEHMA) BbIAENAETCA MNPOMUCHbIMKM  ByKBamMn 6e3  paspagKu,

nony>xupHoim wpudrtom (MONOXKEHUME, MEPEYEHDL, CIMTNCOK u T.4.), Hanpumep:

COCTAB
KOMWUCCUW NpU rNaBe
Haxo4KMHCKOro ropojckKoro okpyra
3arofioBOK MPUNOXEHUS OTAeNseTcsa OT AaThbl M HOMepa akTa 4 WHTepBanamu, oT
TEKCTa NPUNOXKEHUS - 2 - 3 MEXCTPOUHBIMU MHTEPBaANaMMu,
Mpy HanMuuM B TEKCTe MNPUIOXKEHUS HECKONMbKUX pas3fenoB KX 3arofioBKy

neyararoTcs ¢ ab3auHoro OTCTyna OTHOCUTENIbHO FpaHuL, TeKcTa. To4YKa B KOHLe 3arosioBka

He cTaBuTCA. [onycKaeTcs BblAeNATb 3ar0/0BKN Pa3fenoB XUPHbIM WPUGTOM.



TeKCT MpPUNoXKeHUs MOXET OblTb O(OpMeH B BuAe Tabnuubl. 'pabl U CTPOKU
TabnMubl  [O/MKHbI  MMeTb 3arofIoBKW, BbIP@XEHHblE WMEHEM CYLLeCTBUTE/IbHbIM B
NMeHNUTeNbHOM nagexe. [1of3aronoBku rpad U CTPOK rpaMmMaTUYecKu A[OSIKHbI 6bITb
COrnacoBaHbl C 3aro/ioBKaMu.

Ecnu Tabnuuy nevataloT 60/ee YeM Ha OLHOM CTpaHuUue, TO 3aro0BOYHYI0 YacTb
Tabnnubl (HaMMeHoBaHUA rpag) HeoO6X0AMMO MPOHYMEPOBaTh M Ha KaXKAoW nocnefyoLlein
cTpaHuLe nNpUMEHATb HOMepa rpag, COOTBETCTBYHLLME HaMMEHOBaHWAM Ha nepBoi
CcTpaHuue. Homepa rpa MOXHO nNPMMEHATbL B Tex Tabnuuax, rge Heob6XouMbl
MaTemaTuyecKue pacyeTbl (pacyeTbl K MOACHEHUAM).

JInCcTbl NPUNOXEHNA HYMepyTCA CaMOCTOATE/IbHO, HAYMHasA CO BTOPOro /incTa, no
LeHTpy.

B nonoxenusax, nporpammax, ycraBax v Apyrux nofobHbIX AOKYMeHTax pasfjesnsl,
nogpasgesnbl, MyHKTbl, MNOAMYHKTbl W rNaBbl HYMEPYKTCA, KaK npasuio, apabcknummu
undpamn. lMogpasgensl HyYMepyrwT B npegenax pasgena. Homep nopgpasgena [oJiXKeH
COCTOSATb M3 HOMepa pasfena WM HoMepa nojpasfgena, pasfefleHHbIX TOYKOW (Hanpumep,
1.2)). Homep nyHKTa [O/MKEH COCTOATb W3 HOMepa pasgena, nogpasfena u MNyHKTa,
pasfefnieHHbIX Toykamu (Hanpumep, 2.3.1.). TlyHKTbl npy Heob6X0AUMOCTM  MOTYT
nofpasfenATbCa Ha MOAMNYHKTbI, KOTOPblE AO0/KHbI WUMETb MOPAAKOBYK HyMepauuio B

npegenax Kaxaoro nyHkra (Hanpumep, 1.2.2.1.).

2.6.TpeboBaHNa K paboTe ¢ 6naHKamMy AOKYMEHTOB B AAMUHUCTpaLUN

2.6.1. BnaHkn [JOKyMeHTOB AAMUHUCTpauuuM paspabaTbiBatOTCA Ha OCHOB
YrN10BOro AN NPOLONLHOIO BapuaHTa pacnoioXeHns PeKBU3UTOB. [pn yrnoBoM BapuaHTe
PEKBU3UTbLI pacnosiaraloTcs B BepXHeM JfieBOM yrnay nucta. lNpu npofosibHOM BapuaHTte
PeKBU3UTbI G/1aHKa pacnonaralTcA nocepegmHe nucTa BLO/b BEPXHETr0 NOJS.

[ OKYMeHTbI, n3faBaeMble OT UMEHUW ABYX UK Bonee rocyfapCTBEHHbIX OPraHoB, Kak
npaswa0, OPOPMAAKTCA Ha CTaHAAPTHbIX nncTax bymarn 6e3 6naHka.
Kaxpablii NUCT JOKYMeHTa, OPOPM/IEHHbIN KakK Ha 6n1aHKe, Tak U 6e3 Hero, [O/MKeH UMeTb
Nnons He MeHee:

30 Mm - neBoe;

10 MM - npaBoe;



20 MM - BepxHee;

20 MM - HWXHee.

2.6.2. B agMuHucTpaumm HaxXOAKMHCKOrO TOpPOACKOr0 OKpyra MpuMeHsoTCs
cnefyrouine Buabl 61aHKOB LOKYMEHTOB:

6naHK NOCTAaHOBNEHUA afAMUHUCTpPauuM HaxOoAKMHCKOro TrOpoACKOro okpyra
Mprmopckoro Kpas (npunoxeHue Ne 2);

O6naHK pacrnopshkeHns aAMUHUCTPauum HaxoLKUMHCKOro ropojcKoro okpyra
Mpumopckoro kpas (npunoxeHue Ne 3);

6/1aHK pacrnopsKeHusa nepBoro 3aMecTUTENs rnasbl agMUHUCTPaLMM Haxo4KMHCKOIOo
ropoackoro okpyra lNpumopckoro kpas (npunoxeHue Ne 4);

6naHK pacnopsXKeHus 3aMecTuTens rnasbl  agMUHUCTPauUUM HaxoAKWHCKOro
ropoackoro okpyra lNpumopckoro kpas (npuioxeHue Ne 5);

6naHkK pacnopsXeHuns (PYHKLNOHANBHOTO (TeppuTOpUAnbLHOro) opraHa
agMUHUCTPaunn HaxogKMHCKOrO ropofckoro okpyra (npunoxkeHune Ne 6);

6naHK npukasa (YHKLMOHaNbHOro (TeppuTOpManbHOro) opraHa agMUHUCTpayumu
HaxoAKMHCKOro ropoAckoro okpyra (npunoxexue Ne 7);

6naHK nucbMa rnaebl Haxo4KMHCKOTO ropoAckKoro okpyra (npunoxeHue Ne 8);

6naHKk  nucbMa  agMUHMCTpauun HaxofLK1HCKOro ropoACcKoro OKpyra
(npunoxxeHue Ne 9);

6n1aHK nucbMa (YHKUMOHANbLHOro (TeppuTOpMasbHOro) opraHa agmMuHUCTpauum
Haxo4KMHCKOro ropofckoro okpyra (npunoxeHue Ne 10);

6naHK [LO/MKHOCTHOro fvMua (NepBoro 3amectuTens rnasbl  ALMWUHUCTpaUUn,
3amecTuTend rnasbl  ALMWHUCTpaLMK, PyKoOBOAUTENd annapata AAMUHUCTpaLuK)
(npunoxkeHne Ne 11);

npeacTaBUTENbCKUA ONaHK afgMUHUCTpauuMM HaxXOA4KWHCKOro ropoACcKoro okpyra
Mpumopckoro kpas (npunoxexHune Ne 12);

2.6.3. bnaHkn  [OKYMEHTOB  (DYHKLMOHA/MbHbLIX  (TEPPUTOPMASIbHBIX)  OPraHos
agMUHUCTpaumMnm Haxo4KMHCKOTO TrOpoOACKOro okpyra [1puMMOPCKOro Kpas noasnexar
COrfiacoBaHuIo € OTAEN0M [e/lonpon3BOACTBaA.

2.6.4. Ha rep6oBbiX 6naHKax nucem rnaebl HaxOAKWMHCKOTO rOPOACKOr0 OKpYyra,
agMUHUCTPaunMn Haxo4KMHCKOT0 TrOPOACKOro oKpyra Tunorpa)ckMm crnocobom wumm

creunanbHbIM HYMepaToOpoM Ha 0GOPOTHOW CTOPOHE 6naHKa B MPaBOM HUXKHEM Mofne



NpoCTaBNAKTCA YUYETHbIE NOPALKOBbLIE HOMEpA.

Y4eT nocTynneHus W Bblgayun repboBbiXx 6M1aHKOB MNPOM3BOAUTCH B >KypHanax
YyCTaHOB/IEHHOWN thopMbl (NpunoxeHne Ne 16).

2.6.5. bnaHKn [OKYMEHTOB AO0/KHbI UCMO/Mb30BaTbCA CTPOro MO Ha3HaYeHUK0 U He
MOTYT nepefasatbCca APYrMM opraHusaunam u nuuam.

2.6.6. BBegeHune B ob6palieHne no Mepe HeO6XOAMMOCTM HOBbIX 611aHKOB
OCYyLLeCTBAAETCA MO paspelieHnto (nopydeHuto) Mnasbl. COOTBETCTBYHOLLME NPeaoXKeHNs
BHOCATCA OTAe/IOM [enonpon3BoACcTBa BMeCTe C obpasuamu npegnaraeMblx 6/1aHKOB.

2.6.7. OpraHuszayma paboTbl MO M3rOTOB/MEHUD U Yy4yeTy 6NaHKOB [/1aBbl
Haxo4KMHCKOro ropoAckKoro okpyra, agMMHUCTpaumMm Haxo4KWHCKOro ropofCcKOro okpyra
BO3N1araeTcs Ha OTAen 4eNnonpou3BoAcTsa AGMUHUCTPALMA, KOTOPbIN:

- o(opmnsdeT 3akasdbl Ha W3roTOBNEHME MNeyaTHO-6/M1aHOYHOMW NPOAYKUMM B
MYHMUMNANbHOE Ka3eHHOoe yupexaeHne «X039MCTBEHHOE ynpaBieHne» ropoda Haxoaku;

- OCYLLEeCTB/IAeT NOJlyYeHMe, yUYeT NOCTYMN/IEHUS U3roTOB/IEHHbIX 6/1aHKOB U Bblgayvy
NX (YHKUWOHANbHbIM (TeppuUTOpUabHbIM) OpraHaMm agmMuHucTpaununm HaxooKUHCKOro
ropoACcKoro okpyra.

2.6.8. YCcTaHOB/MEHO, YTO:

ONnaHKM  BbIJAKOTCA  MYHUUMMANbHbIM  CNy)XawuM, OTBETCTBEHHbLIM  3a
[enonpons3BOACTBO B OpraHax agmMuMHuUCTpauuy HaxoAKWHCKOro ropofckoro okpyra, nof
POCMUCL B XXYypHane yyeTa Bbljayun 61aHKOB;

- B oOpraHax agMuHucTpaumy Haxo4KMHCKOro TropoACKOro okpyra 61aHKu
NCMNONb3YKTCA CTPOr0O MO HA3HAYEHUIO U XPAHATCA B HafeXHO 3anuMpaemblx LWKagax;

- nepefayva 6/1aHKOB APYrMM OpraHu3auumsam 1 vuam He fOonyckKaeTtcs,

- OTBETCTBEHHOCTb 3a O6ecrneyeHMe COXPaAHHOCTW 6/1aHKOB WM MPaBUIbHOCTbL WX
MCNOMb30BaHUA HECYT MYHMUUNaNbHbIE CNyXallne, OTBETCTBEHHbIE 3a [e/I0NpPonU3BOLCTBO
B opraHax agMmHuUCTpaunm Haxo4KWHCKOro ropoAckKoro okpyra, U pykKoBoguTenn opraHos
agMUHUCTpaUnmM HaxoLKMHCKOro ropoAacKoro oKpyra,;

- 01 n 15 umcna Kaxpgoro mecsua, No mMepe HeoOXOAMMOCTWU, MYHULMMANbHbIE
cny>awine, OTBETCTBEHHble 3a [efloNpoOM3BOACTBO B  OpraHax agMUHUCTpauunu
Haxo4KMHCKOro ropoACcKOro okpyra, nosy4alT COOTBETCTBYHLLEE KONMYECTBO 0/1aHKOB,
HeoOXOAUMbIX [Nsi OpraHu3auun paboTbl ynpaBaeHWA W OTAEN0B ALMUHUCTpaLUK;
MCMOPYEHHbIE HOMepHble repboBble 61aHKW CMUCLIBAKOTCA C COCTaB/IEHMEM OTYeTa,

KOTOprI7I noanncbiBaeTCA MYHUUnnaabHbIM Cnyxawinm, OTBETCTBEHHbIM 3a



[e/10NPON3BO/CTBO B opraHe AgMUHUCTPaUUnN. OTYeT BMECTe C UCMOPUYEHHBIMU GNaHKaMu
nepefaeTcs B OTAeN [AeNONpoOM3BOACTBA, TFAe B KOHLe roga cocTaBisieTcs

COOTBeTCTBleU.I'I/IVI aKT. icnopyeHHble 6naHKn YHUUYTOXaroTCA.

2.7. OCO6eHHOCTM NOATOTOBKM M OPOPMIEHNS OTAENbHbIX BUA0B AOKYMEHTOB

2.7.1. MpuKasbl N pacnopsaXeHUs AOMHKHOCTHbLIX /AL, MECTHOTO caMOynpaB/ieHUs
HaxoaKMHCKOro ropoAckoro okpyra

2.7.1.1. OMKHOCTHbIE ~ iMLa  MECTHOrO camoynpaBJ/ieHus HaxogKMHCKOro
rOPOACKOro OKpyra, onpefeseHHble 4yacTamm 5-13 cTtatbM 24 YcrtaBa Haxo4KWHCKOro
ropoAcKoro OKpyra, B COOTBETCTBMM C MNpaBOBbIMM aKTaMW OpPraHoOB MECTHOro
camoynpasneHnsd Haxo4KWHCKOro ropoAcKOro OKpyra BrpaBe M34aBaTb PaCropsXeHUs u
npuKasbl MO BOMPOCam, OTHECEHHbIM K WX [AOMKHOCTHbIM 00653aHHOCTAM, B npegenax
KOMMEeTEHLUUN COOTBETCTBYHOLWMNX OPraHoB MECTHOro camoynpasneHns Haxo4KUHCKOro
ropoAcKOro OKpyra, yCTaHOBNEHHOM Y cTaBOM HaxO4KMHCKOro ropofCcKoro oKpyra.

2.7.1.2. T1pnkKasbl 1 pacnopaXXeHna LO/MKHOCTHbLIX /AL, MECTHOro camoynpas/ieHua
Haxo4KWHCKOro rOpoACKOro OKpyra, onpefeneHHbIX Yactamm 5-9 cTtatbuM 24 YcTaBsa
Haxo4KWHCKOro TrOpoACKOro OKpyra, MOAMNUCLIBAOTCA HEMNOCPeACTBEHHO YKa3aHHbIMU
LO/DKHOCTHLIMWU NnLamMu, a TakXe Mnofnexar perucrpauum B oTAefnie [enonpou3BOACTBa
ALMUHMCTpaUmn.

2.7.1.3. lMpunKasbl 1 pacnopsHKeHUs AO/DKHOCTHLIX /INL, MEeCTHOro camoynpaB/iieHns
Haxo4KWHCKOro ropofCcKOoro okpyra, onpefeneHHbix 4vactamu 10-13 ctatbm 24 YcTaBa
Haxo4KWHCKOro TrOpOACKOro OKpyra, MOAMNUCLIBAOTCA HENOCPeACTBEHHO YKa3aHHbIMU
LOMKHOCTHBIMUM NI aMK, a TaKXXe MoA/exar perncrpaunn B BO3rnaBiseMbiX UMW OpraHax

AQMUHUCTpaUmn.

2.7.2. TIpoeKTbl AOFOBOPOB, MyHULMMANbHLIX KOHTPAKTOB

2.7.2.1. OcHoBaHMemM [N NOArOTOBKM A0r0OBOPOB, MYHULUMNaNbHbIX KOHTPAKTOB
AB/1AeTCA HEOOX0AMMOCTb 0becneyeHns HYXa ALMUHNCTPaL UK.
2.7.2.2. TloarotoBKa NPOEKTOB A0r0OBOPOB, MYHMUMNANbHbIX KOHTPAKTOB AN1A HYX[

AMUHUCTPALUN OCYLLECTBNSAETCS OpraHoM AAMUHUCTPaLUW, B NpeaMeT AesTeNbHOCTU



KOTOPOro  BXOAAT  BOMPOCHI, [ANA  pPeleHna  KOTOpbIX  3aK14yaetca  Aorosop,
MYHULMMNa/IbHbIA KOHTPaKT.

2.7.2.3. CpoK NoAroToBKM NPOEKTa He A0/KeH npesbiwatb 10 AHel.

2.7.2.4. Bce npoeKkTbl [OroBOPOB, MYHULMMANbHbLIX KOHTPAKTOB B 006A3aTe/IbHOM
Mnopsiike COrnacoBbIBAOTCA C PYKOBOANTENEM (PMHAHCOBOrO ynpasneHus ALMUHUCTPaLUN,
ynpaBneHna ByxrasTepckoro y4érta u OT4ETHOCTU ALMUHUCTPaLUN.

2.12.5 OTBeTCTBEHHOCTbL 3a KayecTBO W CPOKM MOArFOTOBKW, cOrnacoBaHus
NMPOeKTOB A0r0BOPOB, MYHULMUMAbHbIX KOHTPAKTOB HECYT UCNOSIHUTENN.

2.12.6. CornacoBaHne nNOATOTOB/IEHHbIX TMPOEKTOB OMOPMNAETCA Ha JUCTe
cornacosaHus (npunoxexHune Ne 17).

2.7.2.7. CornacoBaHHble MPOEKTbl MNpPOLINBAKOTCA B OpraHe AgMUHUCTpaUUn -
WHMLUMaTOpe AaHHOro npoekTa. [1poeKTbl AO0roBOPOB, MYHUUMUNANbHbLIX KOHTPAKTOB
06beMOM 2 1 6051ee NNCTOB MPOLUNBAKOTCA BENbIMU HUTKaMU, KOHLLbI KOTOPbIX BbIBOAATCA
Ha 0O60POTHOW CTOPOHE MocneAHero nucta. Hymepauus nMCTOB LOKYMEHTa HayMHaeTCcs Cco
BTOpPOW CTpaHuubl W pacronaraetca no LUeHTpYy. MecTo npowmBaHWA 3ak/enBaeTcs
ApnbikoMm 40-60 * 40-50 Mm (4NMHA BbICTYMNAKWMX KOHLOB HUTEA cOCTaBnsieT 2-2,5 cm).
Ha dpnbike pfenaetca Hagnucb (0T PYKM wWAW MpuM NOMOLLWM CMeunanbHOro Lwramna)
«lMpoHymepoBaHo ¥ npownTo (Uudpamm 1 NPONUCbLID) NUCTOB». Haanuchb 3asepseTcs
NOANUCLIO JOMNXKHOCTHOIO NINLA N NeYaTblo, a TakXKe YKa3blBaeTCca [aTa 3aBepeHus CLUuBa.

2.7.2.8. CornacosaHHble 1M NpOWMWTbIE  MNPOEKTbl  NepepalTca  OTAENOM
[enonpousBofcTBa Ha nognucb [naBe WMAM WMHOMY YMOSIHOMOYEHHOMY [AO/IXHOCTHOMY
nmuy.

2.7.2.9. MoAnucaHHbIA [LOrOBOP, MYyHULUMUNANbHbLIA KOHTPAKT 3aBepseTca repboBoMu

neyaTtobo U B 3-,£I|HeBHbIl71 CPOK HanpaBnAaeTca UCMNOMHUTENIO.

2.7.3. NMonoxeHwns, npaBnna, MHCTPYKLNUW, NOPAAKNA, pernameHThbl

2.7.3.1. TlonoXkeHusa, npasuna, NMHCTPYKUMUN, MOPALKU, pernameHTbl yTBepXKaarTcs,
KaKk npasBuno, MpaBOBbIM akKTOM W O(OPMAAKTCA B COOTBETCTBUM C MNYHKTOM 2.5.4.
HacToswen NHCTpyKLumu.

2.7.3.2. TlonoXeHne nNpuUHMUMaeTca B TOM C/yyae, e€C/iM B HeM YyCTaHaB/MBaKOTCA
CUCTEMHO CBAi3aHHble MeXay CO060M npaBuia No BOMPOCaM, OTHECEHHbIM K KOMMEeTeHLMK

ALMUHUCTpaLMN.



lMonoxeHne, Kak npaBWao, YyCTaHaB/IMBaeT MOPSAAOK o06pa3oBaHWs,  3ajadun U
(hyHKLMM, 06beM MpaB 1 0653aHHOCTER, OpraHM3aumio paboTsl opraHa AZMUHUCTPaLUN.

TeKCT MOJIOXEHNA COCTOUT U3 CReAyroLWmx pasfenos: 06LWMe MOMIOXEHUA, Lenu v
3a4a41, NOMHOMOYUSA, OpraHuMsauuma AeATeNbHOCTU, PYKOBOACTBO, MOPAAOK MpeKkpalieHus
[leaTeNbHOCTH.

2.7.3.3. B npaBunax ycTtaHaBnMBaKwTCA HOPMbl U TpeboBaHWs, 06s3aTeNlbHble AN
BbIMO/IHEH WA,

2.7.3.4. B VHCTpPYKUUM wu3naraetca MNOPAAOK  OCYLLeCTB/EHUA  KaKoW-nnbo
[EeATeNIbHOCTU  WMANM  NOPSA0K MPUMEHEHUS  MONOXEHUI 3aKOHOAATeNlbHbIX W UHbIX
HOPMAaTUBHbIX NPaBOBbIX aKTOB.

2.7.3.5. C uenblo ynopsfoYeHUs Kakoro-nmbo Buaa [eATe/IbHOCTM  MOXET
yTBEPXKAaTbCs  AOKYMEHT, HasblBaeMblii nopsgkom. Hanpumep, TMopafok yueta,
MCNONMb30BaHUA W XpaHeHWUs neyaTeld C BocnpousBefdeHnem repb6a HaxoaKMHCKOro
ropofiCKOro okpyra.

2.7.3.6. 3aronoBOK K TEKCTY MOJIOXKEHMA, NpPaBUI, UHCTPYKLUMUM OTBEYaeT Ha BOMPOC
«O yem?», 3aroNo0BOK K MHCTPYKUMKN, COAepKaliei AONXKHOCTHble TpeboBaHUS M NOPSAOK
nposegeHnss paboT (JO/MKHOCTHAsA MHCTPYKUKMSA), OTBeyaeT Ha Bonpoc «Koro?»
(J0MmKHOCTHAA MHCTPYKLMA TNABHOrO CreumnanncTa).

KoHcTaTupyowen 4acTblo NOMIOXKEHUSA, MPaBus, UHCTPYKLMW, pernameHTa ChyxXuT
pasgen «Obume nonoxXeHns», B KOTOPOM YKasblBalOTCA OCHOBaHMA pa3paboTKmM, OCHOBHOE
Ha3HaueHue.

OCHOBHOI TEKCT MONOXEeHWUs, MpaBwuf, WUHCTPYKLMK, MNOPSAKa, pernameHTa MOXeT
LennTbCa Ha pasfenbl, MNYyHKTbl WU NOANYHKTbLlL. Pasfensl [AO/MKHbI MMeTb Ha3BaHuWA.
Ha3saHne pasgena neyaTtaeTcd MPOMUCHbIMKM  BykBamu, [AOMNYCTUMO  BblAefieHue
MONMY>XUPHbBIM LWPUPTOM, BbIPABHMUBAETCA MO LIEHTPY.

CnaBbl HymepyloTcA apabckumu uudpamu. Hymepaums MyHKTOB U MOAMNYHKTOB

MPOM3BOANTCS apabCKUMu Lndpamy BHYTPU KaXol rnasbl.

2.7.4. TlpoToKon

2.7.4.1. lMpoTtokon 3acepaHnsa  (cosewlaHnss) -  LOKYMEHT WHGOPMaLUOHHOIo

XapakTepa, npefHa3HauYeHHblli Ans ukcauum xofa pacCMOTPEHMUS BOMPOCOB W MPUHATMSA

peLIJeHI/Iﬁ Ha 3acefjaHunax  KojanernanbHbIX, coBelaTenbHbIX, KOOpANHAaLUNOHHBLIX,



39KCNEPTHbIX U APYrnX OpraHoB, COBeLLLaHWNAX, NeperosBopax, BcTpeyax.

2.7.4.2. TIpOTOKON COCTaBNAETCA HAa OCHOBAHMW 3anuceil, NPON3BEAEHHbIX BO BpeMS
coBellaHunsa (3acefaHuns, BCTpeuyn), MpefcTaBNeHHbIX TE3UCOB [AOKNaf0B W BbICTYMNEHUN,
CNpaBoK, NPOEKTOB pPeLleHnii n Apyrux maTepunanos.

Cpok odopmnieHMs nNpoTOKONa CcoCTaBnseT Ao Tpéx paboumx AHen co  [HS
npoBeAeHNs COBELLAHNUA.

OTBeTCTBEHHOCTb 32 MOAFOTOBKY [MPOEKTOB MPOTOKO/MIOB  COBEWAHWWA, KX
corfiacoBaHue C 3aMHTEPECOBAHHbIMW CTOPOHAMW HECYT PYKOBOAUTENU (PYHKLMOHANbHbIX
OpraHoB, OTBETCTBEHHbIX 32 UX NPOBELEHME.

2.7.4.3. TIpOTOKONbI MOTYT MU34aBaTbCA B MONHOW UM KPaTKOW popme, NMpu KOTOPOi
(PUKCUPYIOTCA TONbKO (amuaMyM  LOKNAAYMKOB W BbICTYNAKLWMX, OMNYyCKaeTcAd Xof
06cyXaeHna Bonpoca U PUKCUPYeTca TONbKO MPUHATOE N0 HEMY peLLeHKe.

Ecnn K NpoToKoNly npuiaratoTca Kakue-nmbo maTtepuanbl, To 06 3TOM NPOU3BOAUTCS
COOTBETCTBYOLWAA 3anucb B  MpoToKone. [logroTtoBka MPOTOKOMA  3acefaHus
KONnervanbHoOro opraHa, 3anncu Bo Bpems 3acefaHus, cbop maTepuanoB BO3/MararwTcA Ha
ero cekperaps.

2.7.4.4. TeKCT NOJIHOrO NPOTOKONA, KaK NpaBu/io, COCTOUT U3 ABYX YacTei: BBOLAHOM
N OCHOBHOM.

B  BBOAHOW  4acTM  yKasblBalOTCA  WHUUManNbl,  (Gamuaun  npegcepatens
(NpencenatenbCTBYOLWLEr0), CeKpeTapsd, MNPUCYTCTBOBaBLIMX Ha 3acefaHun u, npu
HeobXo4MMOCTK, NnL, NpPUrialleHHbIX Ha 3acefaHue (cosewaHue). Ecnm Konu4yecTso
NPUCYTCTBYHOLWMX npeBbiaeT 15 4yenosek, B BOAHOM 4acTU NPOTOKONA AefnaeTcs CCbliKa

Ha CMMCOK, ABNAOLWMIACA HEOTHEM/IEMOI YacTbH NMPOTOKO/NA, HanpuMep:

MpucyTtcTBoBanu: 25 yen. (CNUCOK npunaraetcs).

Echn B 3acegaHum (coBewjaHUM) MNPUHMMAKOT YyyacTue nNpeacTaBUTENN pasHbIX
OpraHoB BflaCTW M OpraHu3aunii, ykasbiBaeTcs MecTo paboTbl U LO/MKHOCTb KaXAoro nuua.
MHOroCTpOYHble HaMMeHOBaHMA AO/MKHOCTEA MPUCYTCTBYHOLMX MevaTalTcs vyepe3 OfAMH
MEXCTPOYHbI UHTepBaJ.

BBogHaa yacTb MPOTOKONA 3aKaH4YMBaeTCA MOBECTKOW [HA, cofepXallel nepeyeHb
paccMaTpuMBaeMbIX BOMPOCOB, MePevYUCNIeHHbIX B MOPALKE WX 3HAYMMOCTU C YKasaHWeMm

OOKNaguMka no KaxAoMy paccmaTpuBaemMomy BoMpocy. Bonpocbl MNOBECTKM  AHSA



Gopmynupytotcs ¢ npegiorom «O» («O6»), neuvaTtaloTca C ab3aua UM HymepylTcs
apabCcKUMK Ludpamu.
OCHOBHasi 4aCTb NpPOTOKONA COCTOUT W3 pas3fefioB, COOTBETCTBYHOLMX MyHKTaM

MOBECTKM AHSA. TEKCT KaXJoro pasfena CTPOUTCS MO CXEME:

CNYWwAnNn:
BbICTYNMWJIN:
MOCTAHOBUAWN: (vnn PEWLNIN:).

OCHOBHOE cofepxaHue [OK/1afoB M BbICTYMNEHWUI BK/IOYaeTCs B TEKCT NPOTOKONa
AW NpUNaraeTca K Hemy B BUAE OTAE/IbHbIX MaTepuanos; B MOCNELHEM C/ly4yae B TEKCTe
NPoOTOKONa [enaetca OTMeTKa «TeKCT BbICTYN/eHUs npunaraetca». [locTaHOBeHMe
(peweHne) B TEKCT NPOTOKO/IAa BHOCMTCA MOMIHOCTbLIO B TOM (POPMYNMPOBKE, KoTopas 6Obina
NMPUHATA Ha 3acefaHun; Mpu Heob6XOAMMOCTU MPUBOAATCA UTOTM TONOCOBaHMA: «3a - ...,
NpoOTMB -BO34EPXANoChb - ...».

Copgep>xaHme 0cob0ro MHeHUA, BbICKa3aHHOIr0 BO Bpemsi 0OCYXAeHUS, 3anuncbiBaeTcs
B TEKCTe MPOTOKO/1a NOC/iIe COOTBETCTBYHLLErr0 NMOCTAHOBNEHUA (PeLLeHus).

Mpn odopmaeHNn TekcTa NPOTOKONA WCMONb3yeTCa (hopma W3N0XKEHUS TeKCTa OT
TPeTbero nuua MHOXecTBeHHoro uucna (CAYWANW, BbICTYNWW, PELWWNAN).
Copep>xaHue BbICTYN/IEHWUIA U3naraeTcs OT TPETbero Nnua e4UHCTBEHHOIO Yncha.

OCHOBHad 4YacTb TeKCTa NPOTOKO/1a neyvaraeTca yepe3 1,5 MeXCTPOUHbIX MHTEpPBana,
COCTOMT M3 pasfenoB, COOTBETCTBYHOLWMX MYHKTaM MOBECTKWU AHA. Pasfefibl HyMepyroTcA
apabckMmn umdpamMmn 1 OTLENATCA APYr OT Apyra AONO/IHUTENIbHbIM 1,5 MEXCTPOUHbIM
NHTEpBaIoOM.

Mepen cnosom CJ/TYLWAJN ctaButca Homep pasgena. Mocne cnosa C/IYLWANN
CTaBUTCA [BOETOUME, a HMXKE C KPacHOW CTPOKM YKasblBalOTCA WHULMANbI U (haMmuins
[JOKMafumKa B UMEHWUTE/IbHOM najexe; nocfie gaMmuammM CTaBuUTCH TUPE U C MPOMNUCHOW
OyKBbl MULLETCA COAep>KaHWe foKnaga. Ecnu TekcT goknaga npefcrasfieH AOKNaAYMKOM, TO

nocne Tupe, TakXKe C NPONNCHON B6YKBbI, NUwWeTCca «[oknag npunaraetca». Hanpumep:

1 A.A. BaHOB - [loKknaf npunaraetcs.

Mocne cnosa BbICTYTIN/IWN cTaBuTCA LBOETOYME, a HMXKe, Yyepe3 1,5 nHTepBana, C



ab3ala B MMEHUTENbHOM MafeXxe YKasblBalTCa WHUUMaNbl M Gamuans BbICTYMaLLEro,

3aTeM CTaBMTCS TUPE U C NPONUCHON BYKBbI M3NaraeTcs TEKCT BbICTYMN/IEHUS, HanNpumep:

BbICTYTIUNIN:
A.A. NBaHOB - KpaTkas 3anucb BbICTyMn/eHUa (0T TPEeTbero nuua eAnHCTBEHHOIO

yucna).

Bonpockl K fOKNaguMKy U OTBETbl HA HUX OPOPMAAIOTCA MO TOW Xe cxeme (BMECTO
CNOB «BOMPOC» N «OTBET» MULIYT UHMLKNANLI U PAMUINIO).

B TekcTe BbICTYNNeHWs LenecoobpasHO KaXAyt HOBYH MbIC/b BbICTyMaroLEero
HauyMHaTb C ab3aua.

Mocne cnosa PEWLUNAN (MOCTAHOBWI/IN) cTaBuTCca 4BOETOYME, @ HMXKE, yepes
1,5 uHTepBana, ¢ KpacHOM CTPOKU MPUBOAUTCS TEKCT pelleHus. Ecnu pelweHune sBAseTcs
CaMOCTOATE/IbHLIM AOKYMEHTOM, TO MOC/NEe [ABOETOYNA MULLETCA «PelleHWe npunaraeTca»,

Hanpumep:

PELLWNJIN:

PeweHne npunaraeTcs.

Ecnn peweHnem (nocTtaHOBMEHWEM) WKW OLHWM W3 €ro MYyHKTOB YTBepXjaetcs
Kakon-nn6o AOKYMEHT, TO NOCNeAHUIA NpuNaraeTcs K NpoToKony.

Ecnv ogMH 13 BONPOCOB NOBECTKM [AHA Ha JaHHOM 3acefaHUW He paccmaTpuBaeTcs,
3TO (PMKCMpYyeTCcA B NPOTOKOJIE.

CopepxaHue  0coboro MHEHMUA  3anucbiBaeTcs B MpoTOKONe  nocne

COOTBETCTBYHOLLETro NPOTOKO/IbHOIO peLleHnA.

2.74.5. TeKCT KpaTKoro npoToKo/fla TakXKe COCTOMT M3 [ABYX 4acTeil. B BBOAHON
4acTM YKasblBalOTCA WHMUMANbLl U amunuu npepcegarens (npeacenatesisCTBYHOLLErO),
cekpeTaps, a Takxxe UHULMaNbl U paMnuanm NpuMcyTCTBOBABLLUMNX NUL,.

CnoBo «[lpucyTcTBOBaNM» NeyaTaeTca OT rpaHuLLbl 1eBOro nons, nojvyepkusaeTcs, B
KOHLle cfioBa CTaBUTCA fABoeTouMe. HumKe YyKasbiBalOTCA HaMMEHOBaHWUS [O/MKHOCTEN
NPUCYTCTBYIOLLMX, & cnpaBa OT HaMMEHOBAHUA [LO/MKHOCTEN - UX MHULKMANLI U (aMUInn.

HaumMeHOBaHUSA JOMKHOCTEW MOTYT yKa3biBaTbCs 0606LLEHHO, HanpumMep:



MpucyTCTBOBANN:

3aMecTuTenn gupekTopa

AenaptameHTa 34paBoOOXpaHeHNs

[Mpnmopckoro Kpas N.0. ®amunusa
N.0. ®amunnms

MHOrocTpoYHble HaMMeHOBaHWS [LO/MHKHOCTEN NPUCYTCTBYHOLWMX YKa3blBaKTCA
yepe3 1 MeXCTPOYHbIN NHTEpBaI.

Cnuncok oTaenseTca oT OCHOBHOW YacTW NPOTOKO/a CN/IOWHON YepTo.

B OCHOBHOWN 4acTu NpPOTOKONa YKa3blBaeTCA HOMep BOMpoca B COOTBETCTBUM C
NMOBECTKOW [HA, COAep>KaHWe BOMPOca U NPUHATbIE pPeLleHns.

HanmeHOBaHMe BoMpoca HymepyeTCs PUMCKOW LUMPOA M HauymHaeTcs C npegsora
«O» 1 («O6»), neyaTaeTca LEHTPOBaHHO pasmepoM wWwpudTa Ne 14 M nogyvepkuBaeTcs
OZIHOW YepTON HMXe MOCNeAHEN CTPOKM Ha PacCTOSIHUM He 60nee OAHOro MHTepBana. o
4YepTON YKasblBATCA (PaMUAUN  [AO/MKHOCTHbLIX AL, BbICTYNUBLIKUX NPU 0BCYXAEHUN
JaHHOro Bornpoca. ®amMununn rnedvataroTcsa yepe3 1 MeXCTPOYHbIA UHTepBaJl.

3aTeM yKasblBaeTCsA MPUHATOE MO BOMPOCY peLUeHuUe.

2.7.4.6. TlpoTokon noAanucbiBaeTcs npegcepatenem (npeacefare/ibCTBYOLWUM) U
cekpeTapeM. [laToli NPOTOKONa ABNAETCA faTa 3acefaHuns (coBellaHus).

2.7.4.7. TIpOTOKONbI MNevyaTarwTcsd Ha CTaHAapTHbIX Nuctax 6Gymarn dgopmata A4
WwpudTom pasmepom Ne 13.

2.7.4.8. TIpOTOKON UMEET CNefyroLmne peKBU3NTLI:

BUA AOKYMeHTa - ¢noBo « TP O TO KO J1» neyartaeTca Ha 2 CM HUXXe OT rpaHuubl
BEPXHEro nons nponuCHbIMW 6yKBamKn, BpaspaaKy, MNOMYXUPHbIM wWpugToMm Ne 17 u
BbIPaBHUBAETCA MO LEHTPY;

BM[ 3acefaHuns, COBellaHWA - OTAeNdeTcAa OT nNpeablayllero pexksusnTa [BYMA
MEXCTPOUYHbIMU WHTEpPBasiaMK, NneyvaTtaeTcsa NONY>XXUPHbIM LUPUPTOM Yepe3 O4MH MHTepBa
N BbIPABHMBAETCA MO LEeHTPY;

fata U HoMep NPOTOKona - fata O(OopM/seTcs C0BECHO-UU(pPOBLIM CNOCO60M,
rneyaTaeTcs 4yepe3 [Ba MEXCTPOUHbIX WHTepBana HuXe MpefblAyLLero peksu3nTa; HoMep
NpoTOKo/ia 0603HavaeTca apabCkumMu Ludpamm, MOXET BKIOYaTb OYKBEHHbIe MHAEKCHI,

MpoTokonam NpucBavBaloTCs MOPSAKOBbIE HOMepa B Npejenax KaneHJapHoro roga



OTAENbHO MO KaXAoW rpynmne nNpoTOKO/IOB: MPOTOKO/bI 3acefaHnin Konneruu, npoToKosibl
KOOPAWHALMOHHbIX, 3KCNEPTHBLIX COBETOB U Ap. OPraHos;

MecTO MpOBELEHMA COBELLaHMUA - YKa3blBaeTCA W BblPpaBHWBAETCA MO LEHTPY Ha
OfHON NNHWW C 4aTOA N HOMEPOM.

OcHOBHada YyacTb NPOTOKONa nevyataeTca vepes 1,5 MeXCTPOUHbIX MHTepBana,

Moanuch - oTAenseTcA OT TEKCTa TPEMSA MEXCTPOYHbIMU MHTepBanaMyu U BKIKOYaeT
HaMMeHOBaHWe [4O/MKHOCTM Nnua, npejcefaTenbCTBOBABLUEr0 Ha 3acefaHuy (CoBelLlaHUn),
ero /IMYHYI MOANUCH, PaclLUNGPOBKY MOANMUCH (MHULWANLI U pamunng).

HaumeHOBaHMe [LO/MKHOCTU nevyataeTcs OT /IeBOM rpaHuLlbl TEKCTOBOrO MO Yepes
OLVH MEXCTPOYHbIA UHTEepBaJl.

PacwudpoBka nognucuM  pacnofiaraeTca  Ha  YpPOBHe  MNOCNeAHeRn  CTPOKu
HaVMeHOBaHWA [O/HKHOCTU C NpPobGenom Mexay uHuuuanamum un gamunueid. FocnegHas
OyKBa B pacLUM(poBKe NOAMUCKU OrpaHNYMBaeTCA NpaBbiM MONEM,

Mognuch cekpetaps BK/IOYaeT e€ro JIMYHYK MNOAMWUCH W PacLIMPOBKY MOAMUCH,
ohopmsiseTcs vepes 2 OAUHAPHbLIX MEXCTPOUHbIX MHTepBana OT NpeablAyLero peKBn3mnTa.

KpaTkuii NnpoToKO/ NOANWCLIBAETCA TObKO MpejcefaTenem.

2.7.4.9. OpraHu13aLMoHHO-TEXHMYECKOe o0b6ecneyeHne COBELLAHWIA, MPOBOAMMBIX C
yyactnem [naBbl, BO3/1araeTcs Ha OpraHu3auMoHHbIA  oTAen ALMUHUCTpaLumM C
npuBnevyeHnem, Mo Heo6X04MMOCTW, OTAena [Aenonpov3BoACTBa, a MNPOBOAMMBIX C
yyacTvemM NepBOro 3amecTuTens rnaebl  AAMUHUCTpaLuK, 3amecTuTeneid  [nasbl
ALMVHUCTPALMK - HA COOTBETCTBYHOLLME KYpUpYyeMble MU OpraHbl ALMUHUCTpaLNN.

2.7.4.10. K npotokony 3acefaHusa (coBewlaHns) MOXET npunaratbCA YykasaTesb
paccbifiKK, MOAMNWUCaHHbIA PYKOBOAWUTeNEeM opraHa AAMWUHUCTpaLUKW, OTBETCTBEHHOrO 3a
MOArOTOBKY COBELLAHMNA, UM PYKOBOAUTENEM annapata ALMUHUCTPALUN.

Paccblfika Konui NpPoOTOKO/OB 3acefaHuii (coBewaHuin) y naebl, Yy 3amecTuTenei
rnasbl AgMUHUCTpaLMu obecneymBaeTcs (PYHKLMOHANbHbIM OPraHoM, OTBETCTBEHHbLIM 3a

MOArOTOBKY TaKOro 3acefaHusa (CosellaHus).

2.7.5. Cny>ebHble nucbma

2.7.5.1. CnyxebHbIMU NCbMamMn 0HOPMAAKTCS:

MHNUNATUBHbIE NMCbMa,

conpoBognTesibHblE NMUCbMa K NPOEKTaM MPaBOBbIX aKTOB,



OTBETbl 006 MCNONMHeHMUM nopy4veHuin [pe3maeHTa Poccuiicko deaepayuu,
MpasBuTenbcTBa Poccuitickon Pegepaynn, NONHOMOYHOrO npefctaBuTens lpesmgeHTa
Poccuiickon ®egepaymu B [LanbHEBOCTOUHOM (hefepanbHOM OKpYre;

0TBeTbl 06 WCMOMIHEHUM MNOPYYEHUn (efepanbHbIX OpPraHoB WCMONHUTENbHOW
BNacTu;

0TBeTbl 06 WMCMNOMHEHUW nopy4vyeHnin ybepHaTopa MPUMOPCKOro Kpas W MnepBbiX
BuLe-rybepHatopos MpuMopcKoro kKpas, Buue-rybepHatopoB MNpuMOPCKOro Kpas;

OTBETbl Ha MPOTeCThbl, MpeAcTaBfieHUs, TpeboBaHMA NpPoKypopa ropoga Haxo4ku
MpuMOpCKOro Kpas no pesysbrtatam NpoBeAeHUs aHTUKOPPYMNLUUOHHOM 3KCNepTu3bl;

OTBETbl Ha 3anpoCbl Pas3/IMYHbIX OpraHU3aLnin N YacTHbIX NNLL;

OTBeTbl Ha 06paLleHnsa rpaxiaH.

ConpoBoauTeNIbHOE MUCbMO COCTAaBMAETCA A1 TEX LOKYMEHTOB, TEKCT KOTOPbIX He
COAEPXMUT NOACHEHUS O LeNn HanpaBfeHUa U K HUM MpuaaraeTcs.

2.7.5.2. CpoKuM NOAroTOBKN OTBETHbIX MUCEM YCTaHaB/IMBAKOTCA pe3ontoLmeit ['nasbl,
nepBoro 3amecTuTens rnasbl AAMUHUCTpaLUK, 3aMecTUTenein rnasbl AAMUHUCTPaLUN,
pykoBoAuTens annapata AAMUHUCTPaLUM HA OCHOBAHUW MMEKLWUXCA CPOKOB UCMOSIHEHUS
MOpPYYeHMUI, 3aNpoCcCoB WA NO PELUEHUIO aBTopa Pe3osioLun.

TeKCTbl OTBETHbIX MWCEM  [O/MKHbI TOYHO COOTBETCTBOBATb  MOPYYEHUAM,
3a)MKCUPOBAHHbLIM B PE30/IIOLNN PYKOBOLUTENS.

2.7.5.3. Cny>kebHble nucbMa (ganee - nucbMa) OQOPMIAKTCA Ha 6naHkax
yCTaHOB/eHHON (opmbl opmaTta A4 wpugtom Times New Roman (Cyr) pasmepom Ne 13
(npunoxeHne Ne 18). CaMOCTOATE/IbHOE M3rOTOBNEHME GNAHKOB NUCbMA C U306paXKeHUeEM
rep6ba HaxoAKMHCKOro ropofCcKoro OkKpyra cpeficTBaMu 3/1€KTPOHHO-BbIYNCANTENbHOM
TEXHUKWN OopraHamMmn AQMUHUCTpaLUM 3anpeLlaeTcs.

2.7.5.4. Tlpn oopMneHnn nucbma Ha [ABYX W 060nee cTpaHuuax BTOpas W
nocnefytowme CTpaHulbl HYMEPYITCA MO LEeHTPY BEPXHero nons nucra apabekumu
ungpammn. TekCcT Cny>XeOGHOro nucbMa, Kak Npasuio, LO/MKEeH KacaTbCA OAHOro Bonpoca
WX HECKOJIbKMX BOMPOCOB, €C/IM OHW B3aMMOCBSA3aHbl U OyAyT paccmaTpuBaTbCs B OLHOM
CTPYKTYPHOM MoApasfeneHnm opraHusaunn-agpecara.

2.7.5.5. Mucbma MOTyT ObITb NPOCTbIMN n CNOXHbIMW.
lMpocTble MMCbMa COCTaBMAKOTCA B CAy4yasX, Korfja He TpebyeTcsi M3NOXEHUS CMIOXHbLbIX B
aAMUHUCTPATUBHOM WX OPUANYECKOM OTHOLIEHUAX cUTyauuii. MpocToe NUCbMO MOXET

MMETb O4HY NN ABE CMbIC/N0BbLIE YacCTu.



2.7.5.6. Mucbmo, cocTosllee M3 Of4HOWM 4acTW, - 3TO npocbba 6e3 NOSICHEHWS,
HanoMunHaHne 6e3 npeambynbl, coobuleHne 6e3 060CHOBaHUSA, BblpaXeHne 6narofapHoCTH
NN COYyBCTBUSA U Ap.

MnceMo, cocTosllee U3 ABYX YacTeid, BKIKOYAET: 060CHOBaHME NUCbMa - U3/I0XKeHUe
NPUYMH HanNUcaHUs nucbMa; MOTMBUPOBKY W 3aK/OUYeHMe - MNpocbby WAM  OTKas,
HanommHaHwue, npeanoXeHue, cornacue, BbIpaXKeHMe rapaHTum " T.0.
TeKCT NpoCTOro NMUcbMa He AO/MKEH NpeBbiWaTb OAHOM - ABYX MALUIMHOMMUCHbLIX CTPaHWLL.

CnoXHble nucbMa COCTaBAAKTCA MO Bompocam, TpebykuwuMm nogpo6HOro
N3N0XEeHUA CUTyauun, ee aHanusa, OLUEHKW, aprymeHTayuu, (POPMYIMPOBKWN BbIBOAOB,
MHEHWIA, NpeanoXeHnin, npocko.

CnoXxHble nNUcbMa MOryT cofepXaTb A0 MNATU CTpPaHWUL, TekCTa. TeKCT C0XHOro
nnucbMa COCTOUT M3 C/efyHOWMX OCHOBHbIX 4acTeil: BCTYMNJeHWe, COAepkaHue,
3aK/N0YeHMe.

Bo BCTynneHun opmynupyetcs Tema MuUCbMa, OOBACHSAKOWAA MNPUYUHBLI  €ro
HanuncaHms.

BcTynneHne MOXeT cogepxatb:

- CCbIIKY Ha [AOKYMeHT (HOpMaTWBHbIA MPaBOBOM, OpraHM3aLMOHHO-NPaBOBOWA,
pacnopsauTeNibHblA, LOrOBOPHbIA, WH(MOPMALUOHHbLIA WX CMPaBOYHO-aHAIMTUYECKNIA) ©
(nnn) ero oThenbHble MYHKTbI, MOCAYXMUBLUNE HOPULNYECKUM OCHOBAHWEM WM MOBOAOM
NS NNCbMa,;

KOHCTaTauunto (hakTa, cobbITUS, CNOXMBLLENCS cuUTyaLun.
CofepxxaHue nucbma COCTaBAAT fJeTaflbHOe onucaHune (akta cobbITUA NN CNOXMBLLEACA
cuTyauum, nx aHanvs v NpUBOAUMbIE fOKa3aTe/IbCTBa.

3aknoyeHne npefacTtaBnseT cob60iM  BbIBOAbI B BUAE NPEASIOXEHUIN, MHEHUMN,
TpeboBaHWi, Npocbb, OTKa30B, HaNOMWMHaHWN. 3akK/OYEHME HAUYMHAETCA C/I0BaMU:
AOMUHUCTpauua npocut (nucbMo-npocbba wAM  3anpoc), BbICbINAET, HanpasserT,
npeactasnset (CONPOBOAUTENbHOE NMUCbMO), coobLaeT (MHPOPMaLUOHHOE NMUCbMO).

MCbMO UMEET cneaytoLime peKBU3UTDI:

[ata - odopmnseTcs UUPPOBLIM CNOCO60OM, [ATOW NUCbMa ABNSETCA faTa ero
nognucaHus.

Mcxopawmii Homep - B NUcbMax 3a NOANUCHLI0 1aBbl, NepBOro 3aMecTUTeNs r/asbl
ALMUHUCTpaLMK, 3aMecTUTenein rnasbl  ALMUHMUCTpaUUKW, PyKOBOAWTeNs annapata

A[MUHUACTPALMM COCTOUT W3 WHAEKCA OTAena [AenonpousBoAcTBa - WHAEKca fena -
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nopsLKOBOro Homepa.

MHpeKebl  PyHKLMOHaNbHbIX  (TeppuTopuanbHbiX) OpraHos  AAMUHKCTPaLUK
npejcTtasfeHbl B npunoxeHum Ne 19,

AfpecaTt - neyaTaeTcs B BEPXHEN MpaBoil yacTu 61aHKa NMcbMa M OrpaHUYMBaeTCs
npasbiM nonem. CTPOKKU pekBM3nUTa «Afpecar» BblpaBHMBAKOTCA MO 1EBOMY Kpato.

B coctaB ajpecata BXOAMT HaMMeHOBaHWe  TrOCYAapCTBEHHOro  opraHa,
nofpasfenieHns, opraHa MecTHOro camoynpasfieHusa, opraHusauum (UM ee CTPYKTYPHOro
noapasfenieHns), HaMMeHoOBaHUe LO/DKHOCTU, (haMuava U MHULMaNbl NosyyaTens, a ecniu
NMUCbMO afpecoBaHO (hM3MYECKOMY NnLY - paMuning u nHuLmManel, agpec nony4varens.

MONHbLIA NOYTOBLIA ajpec yKa3blBaeTCsA COCTaBUTENEM [OKyMeHTa. HavmeHoBaHue
rocyfapCTBEHHOro opraHa, nMoApasfefieHns, opraHa MeCTHOro camoynpasieHus,
opraHusauumn, WX CTPYKTYPHbIX MoApasfeneHnid, a TakXe HauMeHOBaHWe [O/HKHOCTU
neyararoTca yepe3 1 MeXCTPOUHbIN UHTepBan.

damunma MU UHWUUMAaNbLlL  OTAENATCA  OT  HauMeHOBaHWSA  [OJ/IKHOCTM
1,5 MeXCTPOYHbIM MHTepBanoM. lNpu HanpaBNeHUU NUCbMa KOHKPETHOMY [O/IXXHOCTHOMY
NMUy HavMeHOBaHMe TOCYAAapCTBEHHOro opraHa, MnofpasfeneHns, opraHa MecTHOro
camoynpasneHus, opraHusauunm UM X CTPYKTYPHbIM NOApasfeneHnaM YykKasblBaloTCa B
NMEHUTENbHOM Najexe, a AO/HKHOCTb M (hamunma - B faTeflbHOM, MpW 3TOM MHULMANbI
NponucbLIBalOTCA nNocne amuamu, Hanpumep:

JenapTaMeHT Ky/nbTypbl
[MpumopcKoro Kpas

HavyanbHUKY
9KOHOMMUYECKOro oTAena

VBaHoBY A.A.

Mpun  HanpaBneHMW  nNUcbmMa  PYKOBOAUTENO  TFOCYAApCTBEHHOro  opraHa,
noapasfeneHnsa, opraHa MecTHOro caMoynpaBieHus, OpraHusauum N UX CTPYKTYPHbIX
nogpasfesieHNin HaMMeHOBaHME BXOAWT B COCTaB HaMMEHOBaAHMA [O/MKHOCTWU afpecarta,
Hanpumep:

["eHepanbHOMY ANPEKTOPY

06befMHeHN «Arponpom»

iBaHOBY A.A.



B cnyyae ecny nucbMa OfLMHAKOBOTO COAEPXXaHWS HaMpaBNsOTCS HECKObKUM
afpecaTaM, WMeKOWMUM OfMHAKOBbIA MpaBOBOM cTaTyc, TO WX ChefyeT YKasbiBaTb

0600LLeHHO, Hanpumep:

PykoBogutensam
ob6pa3oBaTe/bHbIX
yupexzgeHnin HaxoaKWHCKOro
rOpofiCKOro oKpyra

Ecnu nucbMo aapecoBaHO (GU3MYECKOMY NULY YKasbiBalOTCA (hamunns, MHULMANbI

nonyyatens, 3aTeM NOYTOBLINA agpec, Hanpumep:

iBaHOBY A.A.

yn. CapoBas, 4. 5, KB. 12,
r. JanbHepeyeHck,
Kpai Mpumopckunia, 692100

MnCbMO He LO/MKHO cofepXaTb 60nblie yYeTbipex agpecatoB. CN0BO «KOMUA» Mepes
BTOPLIM W NocneayroWwmnmm agpecataMn He yKasblBaeTCs.

Ecnn KonuyecTBO agpecatoB nucbMa 60/ee 4YeTbipex, TO COCTaB/AeTCA YyKasaTelb
Paccbi/IKW M Ha KaXAoMm 3K3emmnaspe MNUcbMa, Kak MpaBwuio, yKasbiBaeTCs TONbKO OAWH
agpecart.

HauMeHoBaHWe NM60 aHHOTauWMA LOKYMeHTa (3arofioBOK,) - OTAENSAeTCA OT Yr/0BOro
wtamna ABYMA OAMHApPHbIMW WHTEpBanamu, neyaTaeTcs OT /IeBOW rpaHWULbl TEeKCTOBOIO
nons CTPOYHbIMKW ByKBamMu (32 MCK/OUYEHWEM HayanbHON OYKBbI) Yepe3 1 MEXCTPOUHbIiA
NHTepBar.

3arosioBOK MOXeT 3aHUMaTh 4-5 cTpokK no 28-30 3HaKOB B CTPOKE.

TekCT [OKyMeHTa OTAendeTcAd OT 3aronoBKka 3 OAWHAPHLIMU MEXCTPOUYHbIMU
WHTepBanamu, neyaraerca 4yepes 1,5 MeXCTPOYHbIX WHTepBasa W BblpaBHWBAETCA MO
LUNPWUHE TEKCTOBOIO Mons.

TeKCT nnucbma n3naraetcs oT:

3-ro iua egMHCTBEHHOrO YKcna, HanpuMep:

«ALMUHUCTPaLMA HaxO4KUHCKOTO ropoACKOro oKpyra cuutaet He0OXO0ANUMbBIM...»;

1-ro nnua egMHCTBEHHOTO yucna (CYMTar Heo6XOAMMBIM, MPOLLY MpPefoCTaBUTh,



[OKNafAbiBald W T.4.) W3/I0XKEHWEe BO3MOXHO, ecinm MUCbMO O(OpPMSIEHO Ha 6naHke
AOMKHOCTHOrO nua (Ha 6naHke rnaBbl HaXOAKMHCKOrO FOPOACKOr0 OKpyra) WM nucbMo
HOCUT KOH(MAeHUMANbHbIA XapakTep, WU COAEPXMWT MepcoHasbHOe obpalieHne K
afgpecarty;

B cnyxebOHbIX nuMcbMax  MCMOMb3YHOTCA  (hpasbl  3TUKETHOrO  XapakTepa
«YBaxaemblii...!» - B Hayane nMucbma, Hafg TeKCTOM U «C YyBaXeHUem,..» B
3aK1IUNTENbHONM YacTy N1cbMa, nepes NoAMUCHIO.

MpunoxeHune - OTAENSETCS OT TeKCcTa 2 OA4MHAPHLIMU MEXCTPOUYHbIMU MHTEPBAaMU.

CnoBo «[lpunoxeHne» nevyataeTca OT NEBON rpaHMLbl TEKCTOBOro nons. locne
cnoea «lpunoXeHne» CTaBUTCA [ABOeTOYME. TeKCT MPUIOXKEHMA neyaTaeTcsd udepes
1 MEXCTPOUHbIA MHTepBan.

Ecnn npunoxeHue Ha3BaHO B TeKCTe MWCbMa, TO B OTMETKE O MPUIOXKEHUU

YKa3blBaeTCA KO/IMYECTBO NINCTOB N 3K3EMNNAPOB MPUNOXKEHNA:

MpunoxkeHune: Ha 5 N1. B 2 3K3.

Ecnn B TeKCTe Ha3BaHO HECKO/IbKO I'Ipl/l]'lO)KGHI/IVI nnn ecnnm npunoXXeHnda B TEKCTe
OOKYMEHTa H€ Ha3BaHbl, TO HaMMEHOBaHUA TMPUAOXKEHHbLIX AOKYMEHTOB MNEPEeYNCATCA
nocsie TeKCta C yKa3aHMEM KOJinyectBa JINCTOB W I3KIEMIIAPOB KaxXKAOro AOKYMEHTa WU

BbIFAAAT Clefyowmm obpasom:

MpunoxeHue: 1. TpoeKT peweHnsa lymbl Haxog4KMHCKOro ropoAckoro okpyra «O
BHECEHUWN U3MEHEHWUI ...» - HA 7 N. B 13K3.

2. TloAcHMUTeNbHaa 3anucka K NPoekTy pewleHna [ymbl HaxogKUHCKOro
ropoAcKoro okpyra «O BHECEHUMN U3MEHEHUI ...» - Ha 3 N1. B 13K3.

Ecnn npunoxeHwme HanpasnigeTcd He BO BCe YyKas3aHHble B NUCbMe ajpeca, TO

0TMETKa 0 HaIMunK NPUNoXeHUs odhopmaseTcs no opme:

MpunoxeHune: Ha 2 N. B 13K3. B NepBbIii agpec.



Ecnm  npunoxeHus CcOPOLLIIOPOBaHbI, TO KOMMYECTBO /INCTOB He YKa3bIBaeTCH,
Hanpumep:

MpunoxkeHune: nporpamMmma B 3 3K3.

Ecnn K AOKYMEHTY Mnpunaraetcs Apyroi AOKYMEHT, TakKe UMEILNIA NPUNoXxeHue,

TO OTMETKa O Ha/Indnn npunoXxeHna genaetca cnegyrownm O6p3.30MI

MpunoxeHue: nucbmo Pocapxmea oT 05.06.2011 Ne 02-6/172 n nNpUNoXXeHWe K Hemy,

BCEro Ha 2 n.

Ecnv npunoXeHue CcOAEPXUT KOH(PUAEHUMANbHYO WMHGOPMaLuMio, OTMeTKa O

MPUNOXEHNN 0hOPMNSETCS Tak:

MpunoXeHne: CcnpaBKa O HEMJATEXECNOCO6HbIX NPeanpuaTUaX, AN CNYXeGHOro

nonb3oBaHud, per. Ne 26-acn - Ha 2 N1., B 13K3.

Moanucb OTAensieTca 0T TekcTa 3 OAMHAPHbIMU MEXCTPOUYHbIMW MHTepBanaMu.
MucbMa Ha GnaHKax rnaBbl MOANWUCHIBAET rnaBa HaxoAKMHCKOro ropoAckoro OKpyra, Ha
6bnaHkax AAMUHUCTpPaLMX - NepBblii 3aMecTUTeNb naBbl AAMUHUCTPALMK, 3aMeCTUTENN
rnaBbl AAMWHWCTpaUWUW, PyKoBOAMTeNb annapata AAMWHUCTpauuu. TucbMa oOpraHoB
AAMUHUCTpPaLMK ohopMASOTCS Ha 61aHKax NMcbmMa opraHoB AAMUHUCTPALUN.

Ecnm nucbmo, ogopmieHHoe Ha 6naHKe C yKasaHWEM HavMEHOBaHMs) opraHa
AAMVHMCTPaLMKU, NOANUCLIBAET €ro pyKoBOAUTENb, TO LOMYCKAeTCA B COCTaBe PEKBM3MTA
«Mognucb» NponucbiBaTb HAUMEHOBaHME LOIHKHOCTU NOANUCHIBAIOLLETO, TMUYHYH MOANNCH

N eé paclndpoBKy 6e3 ykasaHus Ha3BaHMA opraHa ALMWHUCTPaL MK, Hanpumep:

HayanbHWK ynpaBneHus N.0. damnnung

Ecnu nucbMo 0(hOpMIEHO He Ha GnaHKe, TO B COCTaB PEKBU3UTA «IMoAnNnCb» BXOAUT
HaMMEHOBaHMe [O/DKHOCTM fiMla, MOANMCLIBAIOWLEFO [AOKYMEHT, Ha3BaHWe oOpraHa
A[MUHUACTPALUK, B KOTOPOM AOKYMEHT CO3[aBasicsi, MYHas MoAnMCh U eé paclindpoBka,

Hanpumep:
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HauanbHUK YNpaBneHNs UMYLLECTBOM
afIMUHUCTpaLMM HaxoaKNHCKOTOo
ropofCcKoro okpyra

Mpy nognucaHUyM nucbMa (OOKYMEHTA) COBMECTHO HECKOMbKUMMW [JO/MKHOCTHbIMU
AMuamyM  MX  NOAMWCM  pacrofiaraloTcs ofHa noj [Apyroli B MocnefoBaTeNlbHOCTM,
COOTBETCTBYIOLLEN MepapXunn AOMKHOCTEN.

Mpn noanucaHuy nucbMa (JOKYMEHTA) PasHbIMU NNLLAMM, PaBHbLIMU MO JO/MKHOCTH,
HO MpPeACTaBAAWMUMM pasHble TOCYAAapCTBEHHbIE OpraHbl, MofgpasfeneHns, NoAnUCK
pacronaraldTcs Ha OHOM YPOBHE W OrpaHW4YMBatOTCS, COOTBETCTBEHHO, /IEBOM U MpaBoi
rpaHMLamMyM  TEeKCTOBOrO MOMs, a pacliMpoBKM  MOAMNUCEA  pacnonaratoTcs  Mof
HaMMEHOBAHUAMW  [O/MKHOCTEA M OTAENATCS  OT  HUX  [OMONHUTENbHbIMU

1,5 nHTepBanamn, Hanpumep:

HavyanbHWK ynpasneHus HavanbHWK ynpasneHus
OyxranTepckoro yyera n 0TYeTHOCTY MYHULMNANLHOTIO 3aKa3sa
agMUHUCTPaunmM HaxogKNUHCKOro aAMuHUcCTpaumm HaxogkKnMHCKOro
ropofCcKOro okpyra rOpofiCKOro oKpyra
noanuch N.0. damnnung noanuch N.0. damnnng

Mpy noagnucaHMM COBMECTHOIO AOKYMEHTa NepBblA ero AUCT OPOPMASAIOT HE Ha
6naHke.

He ponyckaetcs noagnucaHue JOKYMEHTOB C MPeAnoroM «3a» WAU NpOoCTaBlEHUEM
KOCOW u4epTbl nepes HaMMEHOBAHMEM [AO/MKHOCTU. EcnuM AOMKHOCTHOE nuuo, noanuch
KOTOpPOro 3aroTOB/IeHa Ha MpPOeKTe [AOKYMeHTa, OTCYTCTBYeT (KOMaHAMPOBKa, OTMYCK,
60Me3Hb), TO AOKYMEHT NOAMNUCbIBAeT ero 3aMecTUTeNlb WAW NULO, WUCMNOMHAKLLEee ero
00643aHHOCTW, UNN UHOE AO/MKHOCTHOE NMLO, MMetoLLee NpaBo NOAMNUCU B COOTBETCTBUU C
npuKasom O pacnpegeneHnn ob6s3aHHocTeil. [lpyu 3TOM 0653aTeNbHO  YKa3blBaeTcA
(hakTM4yecKas AO/MKHOCTb NnLa, NOANUCABLUEr0 AOKYMEHT, 1 ero amunms. MicnpasneHus B
MOArOTOB/MEHHbIN AOKYMEHT MOryT ObiTb BHECEHbl OT PYKU NWLOM, MNOAMMCLIBAIOLLINM
NOKYMEHT.

Mpn nognucaHMM JOKYMeHTa NINLOM, B COOTBETCTBUM C MPUKA30M WCMONHAOLWUM
0653aHHOCTH BPEMEHHO  OTCYTCTBYHOLEro  PyKOBOAUTENS (oTnyck, 60ne3Hb,

KOMaHAMpOBKa), NoANncb 0POPM/IAETCS CNeAyHoLWmMM 06pa3om:



.0. HayasibHNKa ynpaB/ieHNA nN.0. damnnus

damnunns UCNONHUTENS U HOMEP ero TenegoHa - MeyaTaloTcs Ha NIMLEBOW CTOPOHE
nocnefHero nnUcTa NUCbMa B NEBOM HWKHEM Yray OT rpaHuubl neBoro nons (pasmep

wpudTa Ne 12). Hanpumep:

N.N. NNBaHOB
(432) 222 12 63

MucbMa, nofAnucaHHble [NaBoi, MepBbIM 3aMeCTUTENEM [NaBbl AAMUHUCTPALUN,
3aMecTUTeNnsMu rnaBbl AAMUHUCTPALMK, PYKOBOAWTENEM annapaTa AAMUHUCTPaLUK
PErMCTPUPYIOTCA U pacChbiNaloTcs OTAENOM [eNonpousBoAcTBa. [MMcbMa, MOANUCAHHbIE
HayasbHUKamMmy  (OYHKLUMOHaNbHbIX  (OTpacneBbiX)  OPraHoB,  PerucTpupyloTcs ¥

paccbinardTCA MMM CaMOCTOATENBHO.

2.7.6. CnyxebHble TenerpaMmmbl
MMpoeKTbl CNy>XebHbIX Tenerpamm (fanee - TeferpamMmbl)  OQOPMAAKOTCA Ha
CTaHZapTHbIX nnctax bymaru opmata A4 wpnugtom Times New Roman (Cyr) pasmepom
Ne 13nponucHbIMU BYKBaMMU.
TenerpamMmmbl UMEKOT CreaytoLLne peKBU3nTbI:
Agpec (Kyga, Komy). TekCT agpeca neyaTtaeTcs yepe3 1 MeXCTPOYHbIA MHTepBan. B

cocTaB ajipeca BXOAUT NOJIHbIA UK YC/IOBHbIW TenerpafHblil agpec opraHm3auuu:

MOCKBA YNUA KOPOJIEBA 8
nnn

CAHKT-METEPBYPI' 15 BOCXO/,

B agpece Tenerpammbl yKa3blBaeTCsi HalMEHOBaHWE HACENeHHOro NyHKTa (ropog,
Ceno, epeBHs U T.M.), a TaK)Xe HaMMeHOBaHMe pecny6auku, Kpas, 061acTu U paiioHa, Ha
TEepPPUTOPUMN KOTOPbIX HaXOAUTCA HAceNeHHbI MYHKT, Hanpumep:
APCEHBEB NMPNMMOPCKOIO

HaumeHoBaHMe  roCyfapCTBEHHOr0  OpraHa, OpraHuM3auuMu  neyataeTcs B

MMEHUTENTbHOM Najexe:



AOMUNHNCTPAUNA HAXOAKMNHCKOIO NOPOACKOIO OKPYTA

anI HanpaBneHnn Tenerpammbl JO/XKHOCTHOMY WA CbI/I3VILI€‘CKOMy nnyy AOMKHOCTb

" q)aMVII'II/IFI nosiyyatenia nevyataroTCAd B AaTe/ibHOM MafjexXe, Harnpumep:

'YBEPHATOPY MPUMOPCKOIO KPAA ®AMWUINA (B A.1.)

B cnyuae ecnu TenerpaMmMbl OIVHAKOBOTO COZEPXKaHMS HaMpaBAslOTCA HECKONbKUM
agpecatam, WMEHOLWUM O[MHAKOBbIA MpPaBOBOM CTAaTyC, TO WX HaWMeHOBaHWe cnegyet

yKa3blBaTb 0606LLEHHO, HanpuMep:

FMMABAM TOPOACKNX OKPYTOB NMPUMOPCKOI'O KPAA

Mpu HanpaBneHWW TenerpaMMbl B YeTbipe U 60nee aapecoB COCTaBAeTCA yKasaTelb
pacchINKM, KOTOPbI/ NOAMNUCLIBAETCA UCNONHUTENEM, NMOATOTOBUBLLMM TEKCT TeflerpaMmbi.

TeKkcT oTAenseTcs 0T Npeablayllero PeKBu3nMTa 3 OAUHAPHLIMU MEXCTPOUYHbIMU
MHTepBanamy 1 nedyaTaetcs yepe3 1,5 MeXCTPOUHbIX MHTepBana.

TekCT Tenerpammbl AOMYCKAaeTCs HayMHaTb C OOpalleHus K agpecaty, KoTopoe

0(hOPMNNAETCS LEHTPUPOBAHHBLIM CMOCO60M, HaNpUMep:

YBAXAEMbIW BCKJT

TekCT Tenerpammbl M3naraetcs KpaTtko, 6e3 COH30B W MpeasoroB. 3Haku
npennuHaHna cokpatiaroTcs cnegyrowmmm byksamu: TUK - Touka, 3MT - 3anaras, ABTY -
ABoetoume, KBY - KaBblUKN.

TekCT nedyataeTcs Ha /IMLEBOM CTOpPOHe nmucta 6e3 nepeHocoB cfoB, ab3ales,
McnpaBfieHUA N He [O/MKeH NpeBbIlaTh ABYX MAalIMHOMUCHbLIX CTpaHul,. BcTaBky B TeKCTe
He gonycKaroTcs.

Tenerpamma cOCTaB/AETCA W NepefaeTcd Ha OTMPaBKy B TPEX 3K3eMnaspax.

Moanucb oTaensercAa OT TekcTa 3 OAMHAPHBLIMU MEXCTPOUHbIMU WHTepBasiamu "
BK/IIOYAET HauMMEeHOBaHWe [O/DKHOCTM /fiMua W ee pacwmpoBKy (MHULMANBI UMEHN,
oT4yecTBa N HhamuIuto).

HanmeHoBaHMe [LO/KHOCTW Meyataetca OT neBoWn rpaHnubl TEKCTOBOIO MOJA 4epes



1 MEXCTPOYUHbI UHTEPBA.

PacwungpoBka nognucyu  pacrnonaraetcd Ha  YpPOBHE  MNOCNefHEN  CTPOKK
HaMMeHOBaHUA [O/DKHOCTM C MNpob6enom Mexay WHULMANoOM WMeHU W (amMunueil.
MocnenHas 6ykBa B paclUM(POBKe NOAMNUCK OrpaHUYMBaeTCA NPaBbiM MOJEM.

Wcxopawmii Homep W pata B Tenerpammax 3a nognucbto [naebl, MepsBoro
3aMecTUTens  rnasbl  ALMWHUCTpauUMW,  3aMecTuTenein  rnaebl  AAMUHUCTPaLMM,
pyKoBOAUTeNa annapara ALMWHUCTPaUMW NPoOCTaBNAOTCA B OTAeNe [Aefionpou3BOACTBaA.
Tenerpammbl 32 MOANUCLID  PyKoBOAWUTeNe  (PYHKUUOHANbHbIX (TeppuTopuanbHbIX)
OpraHoB pPerucTpupyroTca 3TUMW OpraHamy CamoCTOATeNbHO. HaumeHoBaHuWe W afpec
OTNpPaBUTENs YKa3blBatOTCA MO YepTOM M BK/IOYAKOT B Cebs: HaMMeHOBaHWe opraHa, ero
MOYTOBbIA aapec, HAMMEHOBaHME AONMXHOCTU PYKOBOAUTENA, MOLNUCABLUEro Tefierpammy,
ero JIMYHYI NOAMUCHL N ee pacLlnPpPOBKY.

Busza - Ha Konmuu TenerpaMmbl B HUWXHE ee 4acTu NpoCTaBfAOTCA BU3bl
UCNONHUTENA U PYKOBOAWUTENd  (PYHKLMOHANLHOIO  (TEPPMTOPMANbHOro)  Oprasa,
NMOArOTOBMBLLErO TENErpamMmmy.

CcblIKa Ha HOMep W [aTy - Mpu OTBeTe Ha MNOCTYNMBLUMIA [LOKYMEHT B TeKcTe
Tenerpammbl 06s3aTe/lbHO YyKa3blBaeTCA HOMep W fgaTa [LOKYMEHTa, Ha KOTOPbIA faeTcs
OTBeET.

Mpy ohopMNeHUN MeXAYHapOLHbIX TefierpaMm WX afpec W TeKCT AOMXKHbI ObITb
HamneyaTtaHbl NaTUHCKMMU BYyKBaMu.

Apnpec MeXyHapoaHO TenerpaMmbl nevaraeTcs B crefytoLLen
nocfief0BaTe/ibHOCTU: HaMMeHoBaHWe agpecarta (B UMEHUTENIbHOM Najexe); HaMMeHoBaHue
rocyfapCTBEHHOro opraHa, opraHusauuv uUaM MecTOXWUTenbCTea afpecara (ynvua, Homep
[,0Ma); HaMMeHOBaHMe NYHKTa U CTpaHbl Ha3HavyeHns (ropog, CTpaHa).

Tun (uan  BUA) NO3APaBUTENIbHLIX TenerpaMm  (NPaBUTENIbCTBEHHAA, «JIHOKC»,

npocTasn) onpeaenset UCNoNHUTENb.

2.7.7. AKT

2.7.7.1. AKT - JOKYMEHT, COCTaBJIEHHbIN HECKO/IbKUMU nmuamu
NOATBEPXAaloLMIA YCTaHOBEHHbIE (haKTbl U COOLITUA.
AKTbl  COCTaBnAlTCA NO pesy/nbTaTaM  PeBM3NN  (HMHAHCOBO-XO3ANCTBEHHOM

DEATENBHOCTN, NPpMUeMa-nepenayn Aen, NPpoBepKnN Hannynsda, WHBeEHTapmusaunnm n ap.
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AKT COCTaBNAeTCA KOMUCCMOHHO (He MeHee ABYX COCTaBWUTeNel) uam cneumnanbHo
YNONTHOMOYEHHbIM JO/MKHOCTHLIM INLLOM Ha OCHOBE YepHOBbLIX 3aruceil, KOTopble BeAYTCS
BO Bpems paboTbl KOMWUCCUMM WA TPYNMbl UL U cofepxxaT (akKTUYecKne [AaHHble,
KO/IMYECTBEHHbIE MOKa3aTenu u apyrve CBeLeHus.

2.7.7.2. AKT oopmnseTcs Ha cTaHAapTHbIX nuctax 6ymaru wpudtom Times New
Roman (Cyr) pasmepom Ne 13 1 nMeeT cnefyroLyie peKBU3nTbI:

rpug  yTBepXKAeHUA BKAoYaeT cnosBo «YTBEPXOAHK», KoTOopoe neyaTaercs
nponucHbIM1 BykBamn, 6e3 KaBblY4eK, HaMMEeHOBaHWe AO/DKHOCTU NLa, YTBEpXAarLwero
aKT, INYHYIO MOAMNUCH, ee paclunppPOBKY © Jary.

Cnoso «YTBEPXOAK» 0T HaMMeHOBaHUA [O/MKHOCTU nuua, YTBepAMBLLEro
LOKYMEHT, pacliM(poBKM NogNUCKU U faTbl OTAenseTcAa 1,5 MeXCTPOYHbIM UHTEPBaIOM;

HaumeHoBaHMe BuAaa AoKymeHTa - AKT - pacnonaraetcd HWXe HaMMeHOBaHMWA
opraHa, YyupexpaeHus yepes 2 OAMHAPHBIX MEXCTPOYHbIX WHTepBana, MNeyaTaeTcs
NPOMUCHbLIMX 6YKBaMW W LIEHTPYEeTCA OTHOCWUTE/IbHO HaMMEHOBAHMA TOCYAapCTBEHHOIO
opraHa, nogpasfefnieHus;

HOMEp W fara odopmasaTca apabCkumMy uugpaMmy M NeyaTarwTCcsa Moc/e Cnosa
«AKT» yepe3 1 MeXCTPOYHbIA MHTepBas OT JIEBON rpaHuLUbl TEKCTOBOro MoAs; fata akra
[0/MKHA COOTBETCTBOBATb AHI0O aKTUPYEMOro (hakTa Uam cobbiTus;

HaMMeHOBaHMe /M60 aHHOTauuMsa  AOKYMeHTa  (3arofloBoK) OTAensetrca  OT
npeablayLero peksnsnTa 2 ogUHapHbIMMU MEXCTPOYHbIMU UHTEPBafaMu, rnevaTtaeTcs 4vepes
1 MEXCTPOYHbIA MHTEPBAN OT NEBOr0 MONS U LLEHTPYETCA OTHOCUTENbHO A/IMHHON CTPOKMW.
Touka B KOHLe 3arosioBka He CTaBUTCA. B 3arofioBke K TEKCTY aKTa yKa3blBaeTCsA Ha3BaHMe
NN KpaTKoe cofepyaHne akTUpyemoro gakta uam cobbiTus. 3aronoBOK LO/HKEH 0TBeYaTb
Ha Bonpoc: «O yemM?» COCTaB/IEH aKT, HaNnpumep:

«O npoBepKe COXPaHHOCTU AOKYMEHTOB B yrnpaBieHUn AQMUHUCTPaLUN;

TEKCT OTAeNseTcAa OT 3arofioBKka 2 OAWHAPHbIMU MEXCTPOUHbIMU WHTepBasamm W
neyataetca yepe3 1,5 MEXCTPOUYHbLIX UHTepBana.

TeKCT akTa COCTOUT M3 TPex yacTell - BBOAHOM, KOHCTATUPYIOLLLEN N BbIBOLOB.

BBogHaa 4acTb TekcTa akta HauyuHaeTtcd cnosoM «OCHOBAHWME:» (0T rpaHuubl
NeBOro nons), nocse KOTOPOro yKasblBaeTCAd HaMMeHOBaHWE AO0KYMeHTa, MOC/y)XMBLUEero
OCHOBaHWEM AN5 COCTaB/IeHUA aKTa, ero fjara, HOMep W 3aros0BOK.

C HOBOW CTPOKM OT NeBOM rpaHuMLbl TEKCTOBOrO MOAs AOKYMEHTA neyaTalTca C/oBa

«CocTaBNneH KOMWUCCUeW», CTaBUTCS [ABOETOYME, W fAanee MepPeuyncnsioTCs [AO/MKHOCTH,



NHULManbl 1 GaMuany cocTaBuTeNell akTa UM coCTaB KOMUCCUW, HanpumMep:

CocTaB/ieH KOMUCCUEN:

MPEACEOATE/Ib KOMUWCCUN: LO/DKHOCTbL, N.0. damnnns

YNEHbI KOMNCCINIA: AOMKHOCTL, .0, damunusa

®amMunnnMm 4neHoB KOMUCCUMM pacnonaratoTcs B angaBUTHOM NOPSAAKE.

KoHcTaTupytowas 4acTb TEKCTa akKTa HauMHaeTcsi ¢ a6s3aua. B Heli m3naratoTcs
CPOKM nNpoBeAeHWs paboTbl KOMWUCCMM, €e LUenu, 3afauyn, CYLWHOCTb YCTAHOB/IEHHbIX
(hakTOB, METOAbI, KOTOPbIMW Benacb NPOBepKa, ee pe3ynbTaTbl. TEKCT KOHCTATMpYHoLLei
yacTy NPY HEOBXOAUMOCTI MOXET 6biThb PA36UT Ha MYHKTbI.

BbIBOAbl, NPEANOXEHWNS, 3aK/IOUEHNS KOMUCCMM NeyaTaloTcs ¢ ab3ala; OHM Takxke
MOTYT COCTOSITb M3 HECKOMIbKNX MYHKTOB.

B KOHLe TeKcTa yKa3blBalOTCS CBefEHMSI 0 KO/IMYeCTBe HaneyaTaHHbIX 3K3eMMsAPOB
aKTa, MecTe UX Hax0XAeHWs Unn aapecaTax, KOTOPbIM OHW HampaBAsTCS.

Hanpuwmep:

CocTaB/ieH B BYX 3K3eMnnaspax:
1-1 ak3eMnasap - otaen AGMUHUCTPaLUN;
2-1 3K3eMnNasp - opraHu3aums.
KonnyecTBo 3K3eMnnApoB akTa OMNpPefensieTcs KOJIMYECTBOM 3aMHTEPECOBAHHbIX
CTOPOH WX MPaBOBbLIMUN aKTaMK, perfiaMeHTUpYyoLWNUMY NOpPSAOK COCTaBeHNS aKTa;
MOAMWCb OTAENAETCA OT TEKCTA 2 OAMHAPHLIMU MEXCTPOYHLIMU MHTEPBANAMMN.
AKT nognucoiBaeTca npegcefaresnieM KOMUCCUMM U BCeMU nnuaMu, NPUHUMABLLUMU
yyacTue B ero cocTtasneHun. Mognucu pacnonaratoTcs B TON XXe NOC/eL0BaTENIbHOCTM, Kak

B BBOJHOW YacTu, HO 6e3 yKasaHUs AOMKHOCTU, Hanpumep:

Mpepcepatens Komuccuu MNOANUCH N.0. ®amunnusa

YUneHbl KOMUCCUN: noan1chb nN.0. damnnuns



3. OPTAHN3ALUVNA JOKYMEHTOOBOPOTA
N NCMONHEHWA JOKYMEHTOB

3.1. OpraHun3auns oKyMeHToo60poTa

3.1.1. [BwXeHne [AOKYMEHTOB B aAMWUHUCTpauMm HaxOAKMHCKOro rOpoACKOro
OKpyra ¢ MOMeHTa UX CO34aHUSA WU NONYYEHUA [0 3aBepLlUeHUs UCMOIHEHUSA, NOMELLEHUA

B [1eN0 1 (Mnn) oTNpaBKK 06pasyeT JOKYMEHTO060pPOT.

3.1.2. MMopsagoK NPOXOXAeHUs AOKYMEHTOB W ornepauuu, MpPoU3BOAUMbIE C HUMMU,
pernameHTUpyoTCa HacToAwed WVHCTpyKumeid no AenonpousBOACTBY, MONOXKEHUAMWU 06
opraHax AAMUHUCTPaLMX 1N AO/HKHOCTHBIMU UHCTPYKUNSAMU MX pabOTHUKOB.

3.1.3. B [oKymeHTOoO60pOoTe ALMUHMCTPaLUM  BbILENAOTCA  clefylouiune
[LOKYMEHTOMOTOKMU:

a) noctynawmowas JoOKymeHTauma (Bxogaias);

6) oTnpaBnfemMas LOKYMeHTauua (Mcxopdawas);

B) BHYTPEHHSA JOKYMeHTaLus.

3.1.4. Tpu nNpUMEHEHUN 3NEKTPOHHOro [AOKYMeHTo060poTa B AAMUHUCTPaLUU
BefyTcsA 6a3bl [JaHHbIX CNY>XeOHON KoppecnoHAeHUMW A[AMUHUCTpPALUM B CUCTeMe
3NeKTPOHHOro fokymeHToo60poTa «DIRECTUM» (panee - C34 «DIRECTUM»). PaboTa
B C34 «DIRECTUM» ocyuiecTBnseTcqd B COOTBETCTBUM C MHCTPYKLMEN MONb30BaTeNs
C34 «DIRECTUMp», ycTtaHaBnuBawowen MOPAAOK (PYHKLUOHUPOBAHUSA 3/IEKTPOHHOM
CUCTEMBI.

3.2. OpraHusaumnsa LOCTaBKN AOKYMEHTOB

3.2.1. JocTaBKa [OKYMEHTOB B AJ[MUHUCTPALWUIO OCYLLECTBNAAETCA CpeacTBaMu
MOYTOBOM, (eNbAberepCcKoi, 3/MeKTPUYECKOM CBA3M, HAPOYHO, a TakxXe Mpu MoMOoLLK
MCNOJ/Ib30BaHUA CUCTEMbBI 3/IEKTPOHHOIO LOKYMEHTO060pOTa.

3.2.2. C nomoLybto NMOYTOBOI CBA3N JOCTaBMAAETCA NMUCbMEHHAas KOPPECnoHAeHUUS B
BUZE MPOCTbIX WM 3aKa3HbIX MUCEM, MOYTOBbIX KapTO4eK, 6aHAeponein M NakeToBs, a Takxe
neyaTtHble N3LaHNS.

3.2.3. Tlo KaHanam 3NeKTPUYECKON CBA3M MOCTYNaKT: Tefnerpammbl, akcorpammbl,
3M1EKTPOHHbIE MUCbMA, 3MEKTPOHHbIE AOKYMeHTbl (no kaHanam CM3[ «MPAKTUKA»,
C34 «DIRECTUMD»).



3.3. Mpuem, obpaboTka, peructpauma u pacnpegeneHue
nocTynarwLwmnx JOKYMEHTOB

3.3.1. lokyMeHTbI, nocTynawuime B8 AGMUHUCTpaLNIO U B opraHbl AAMUHUCTpaLmn
Ha OyMaXKHbIX HOCWUTeNAX, MPOXOAAT NepBUYHYKD 00paboTKy, npeABapuTe/ibHOE
pacCMOTPEHMNE, 3/IEKTPOHHYK  perucrpaumit, pacCMOTpeHuMe PYKOBOACTBOM W nocne
HaNOXKeHNs pe3osilounn  LOCTaBNATCA WUCNONHUTENAM. Perucrpaymsa noctynaruen
[OKYMEHTaUMW B OTAene [eNonpon3BOACTBa OCYLLECTB/AETCA B 3/IEKTPOHHOM Buie, B
opraHax AfgmuHUCTpaumm -  COrnacHoO  3anMcu B HOMEHKNatype fefl  opraHa
AQMUHUCTpaLmn.

3.3.2. MNMpuem, nepBuyHas 06paboTKa, pacnpefeneHne U peructTpayma nocTynaroLlei
KOppecnoHAeHLMN NPOU3BOAMUTCA B C/iefyloLemM Nopsagke:

KOppecnoHAeHuna Ha umsa [nasbl, MepBOro 3amMecTuTena rnasbl AAMUHUCTpPaLNK,
3amMecTuTenelr rnasbl ALMWHUCTPaUWMKW, PYKOBOAWUTeNs annapata AAMUHUCTpauuu, 3a
NCKNIOYEHNEM MUCbMEHHbIX 00palleHnin rpaxkiaH v nepenucky no obpalleHnam rpaxgiat,
perncTpupyeTcs B oTfene AeN0Npon3BoOACTBa;

(PYHKLMOHa/IbHble OpraHbl NONYYalT CBOK KOPPEeCnOHAEHUMIO B OTAENEHUWN CBA3N
nn6o nocpeactsom C3J[] «DIRECTUM» 1 perucTpupyroT ee caMOCTOSITE/NbHO.

TenerpamMmmbl [OCTaBNAKTCA B OTAEN [LeNONPOM3BOACTBA W B (DYHKUMOHANIbHbIE
opraHbl paboTHUKamu Tenerpaga no Mepe nx NOCTYMIEHNUSA.

3.3.3. Bce noctynusLimne KOHBEpPTHI C JOKYMEHTaMWN BCKPbIBAKOTCA (38 UCK/TIOYEHVEM
KOHBEPTOB C NMOMETKOM «/IMYHO»). B npouecce nepBoHavanbHON 06paboTKM NOCTynaroLwen
KOoppecnoHAeHUMN NpoBepseTcs NPaBUNbHOCTb JOCTaBKW, KOMMJIEKTHOCTb M LENOCTHOCTb
AOKYMEHTOB W MPUIOXKEHUA K HUM, a TakKXe Hainume Heob6XO0AMMbIX PeKBM3UTOB. [Mpwu
O0OHapy)>XeHUN HEKOMMIEKTHOCTU COCTaBfseTCA akT B [BYX 3K3emnaspax: MepBblid
9K3eMNAp OCTaeTcs B OTAeNe LeNonpou3BOACTBa, BTOPON - MPMoOLLAaeTcs K NofyyYeHHOMY
AOKYMEHTY M HanpasndeTca OTNpaBuUTeNt0 AOKYMEHTa.

AKT noAnucbiBaeTcA  HayalbHMKOM OTAena AenonpousBoACTBa W ABYMA
MYHUUUNANbHBIMU CNYXaLWMMKN OTAena 4enonpon3BoacTea AGMUHUCTPALUN.

3.3.4. OWNB0YHO NpurcnaHHaa KOPPeCcnoHAEeHLMA BO3BpaLLaeTca OTNPaBUTEeNo.

3.3.5. KoHBepTbl OT MocTynatouiert KOppecnoHAEHUNN COXPaHAOTCA U npunararTca

K AOKYMEHTaM J/nllb B TOM C/iyyae, KoOrga TOJ/IbKO MO HUM MOXHO YCTaHOBWUTb ajpec



oTnpaBuTens WAW Korjga pfata MOYTOBOro LWITEMNENa MWMeeT 3HayeHuMe B KayecTse
[l0Ka3aTenbCTBa BPEMEHW NONy4vyeHUA [AOKyMeHTa (LOKYMEHTbl, nocTynawuiMe U3 Cyfaa,
NpoKypaTypb! 1 T.1.).

3.3.6. MyHuumnanbHbIMK CcnyXawmumu oTAena A4enonponu3BoACcTBa He BCKPbIBAKOTCA
KOHBEPTbI NUCEM C HAAMUCLID «1MYHO». OHKU MepefaroTCsa NO Ha3HAYEHUIO.

3.3.7. Pernctpayma  noCTynMBLUIMX  AOKYMEHTOB  OCYLIEeCTBAAETCA B  [eHb
noctynneHusa. KoppecnoHgeHums, nocTynatowas B Hepaboyee BpemMs, B BbIXOAHble U
npasgHuWYHbIE AHW, NMPUHUMAETCSH B NePBbIA, CNeAyHLW M 3a BbIXOAHBIMU AHAMU, paboyunii
[eHb - A4Na nocneayrowero opopMneHns u opraHusaLum UCNoHeHUS.

3.3.8. Peructpaumn nopnexat BCe AOKYMEHTbl 3a WCK/IOYEHWEeM Cneayrownx
[LLOKYMEHTOB:

- KOMMEpPYECKUNE NpPeaNoXeHuns;

- peKnamHble M3BelleHWs, MPOCMeKTbl, KaTtasory BbICTABOK, MnakaTbl, NporpaMmmsi
KOH(epeHLUMin, COBELLLAHWIA,

- NO34paBuTe/bHbIE Te/lerpaMmbl Y MUCbMa, NPUTrnacuTeNbHble GUNETHI;

- byxrantepckme AOKYMeHTbl (MepefatdTca B yrpaBfieHUe GyXranTepckoro y4vera u
OTYETHOCTN), eXXeMeCAUYHbIe N eXXeHeaeNbHble OTYeThl;

- neyaTtHble n3gaHusa (KHUTK, 6IONNETEHN, XYPHabl U T.4.).

3.3.9. JlokyMeHTbI, agpecoBaHHble ['naBe, a TakXe 6e3 yKaszaHUs KOHKPETHOro nuua
nnn  opraHa  AAMUHUCTpauuu, nNpeaBapuTeNbHO  paccMaTpuBalTCa B OTAene
[leNonpon3BOACTBa, a 3aTeM HanpaBNATCA PYKOBOACTBY.

[MpepBapuTenbLHOe pacCcCMOTpPeHUe AOKYMEHTOB MPOBOAUTCA B Llensax pacnpepeneHuns
NOCTYNMUBLUMX [OOKYMEHTOB, Ha Tpebylowmnx o0653aTeslbHOr0 paccMoTpeHus [nason u
HanpaBNsfeMblX HEMOCPeLCTBEHHO MNEpPBOMY 3aMeCTUTEN0 nasbl  ALMUHUCTPaLUW,
3aMecTUTenaM rnaebl AAMUHUCTpaUUK, PYKOBOAWUTENtO annapata AAMWUHUCTpauuu, B
opraHbl AgMUHUCTpaLUn.

OcHOBaHMEM [Ans MPUHATUA peLeHns B Xofe NpeLBapUTENbHOr0 pPacCMOTPEHUS
ABNAETCA COAEpXaHuMe [OKYMeHTa, a He ajpecoBaHMe [OKYMeHTa COOTBETCTBYHOLLEMY
LOMKHOCTHOMY finLly.

Be3 npeaBapMTenbHOro pacCMOTPeHUs MepefaroTcd MO HasHaYeHU [OKYMEHTbI,
afpecoBaHHble HeNOCPeACTBEHHO opraHam AAMUHUCTPALNM WU LO/DKHOCTHLIM NnLaM.

3.3.10. JOKyMEeHTbI B 3aBMCMMOCTM OT UX BUAOB PErUCTPUPYIOTCA

3.3.10.1. B oTaene fenonpon3BoacTea ALMUHUCTPALNN: BXOAALLas



KoppecnoHzeHUnsa B agpec [nasbl, AOMUHUCTPaUMN N UCXOAALLAA KOppPecnoHAeHLus 3a
nognucoto naBbl, MepPBOro 3amecTuTens rnasbl ALMWUHUCTPaLMW, 3aMecTUTenein rnasbl
ALMUHUCTpaUUK, pyKOBOAUTENd annapata ALMUHUCTpPaUMKW, a TakXe BHYTPEHHAS
KoppecnoHfeHums Ha wumsa [NnaBbl 3a NOANWCLID NepBOro  3aMecTUTeNs  rNnasbl
ALMUHUCTpaLMK, 3aMecTUTenein rnaebl ALMWHUCTpPaLMK, PYKOBOAWUTENs annapara
ALMUHNCTpaLUN, PYKOBOAMTENEN OpraHOB ALMUHUCTPaL K.

3.3.10.2. B opraHu3aynoHHOM oTgaene ALMUHUCTPaLUM - MUCbMEHHbIE 0bpalleHns
rpaxjaH 1 nepenmncka no UCMNONHEHMIO 06palleHNid rpaxiaH, yBeAoMIeHUS O NPOBeLeHUN
cobpaHnil, MUTUHIOB, AEMOHCTPaLNIA, WWECTBUIA N NUKETUPOBAHWIA.

3.3.10.3. B otmene no mo6unM3auMoOHHOW  paboTe, nNo paboTe C
NnpaBoOOXPaHUTENbHLIMWU OpraHamMmn v MHPOPMaLMOHHON 6e3onacHOCTU AAMUHUCTpaLUN -
JOKYMEHTbl  CEKPEeTHOro XxapakTepa Mo ¢opmam, YCTaHOB/IEHHbIM  CreuunanbHo
NHCTPYKLUWEN.

Tenerpammbl, nocTynuelinMe B afpec [NnaBbl, pPerucTpupyroTcs B OTAeNe
penonpounssofactea AAMUHUCTpaLMKM 33 BXOAAWMM NOPALKOBbIM HOMEPOM, KOTOPbIiA
BHOCUTCS B CUCTEMY 3/IEKTPOHHOI0 JOKYMeHTO060poTa.

3.3.11. KoppecnoHzaeHuUus, agpecoBaHHas HenocpeacTBEHHO opraHam
AOMUHUCTpPaUUKN,  PerucTpupyetrcs B HUX  MyHUUMNaNbHbIMU cnyxawmmmn-
flenonponssoanTensiMmu CaMOCTOATENIbHO B )KypHanax  yd4eTa nocTynaroulei
KOPPEeCcnoHAeHUNN, BWUJL KOTOPbIX OnpegeneH HOMEHKNATYpoOW fAen COOTBETCTBYHOLLErO
opraHa AAMUHUCTpaLmnn.

3.3.12. B nepByl0 o0u4epedb pPerucTpmpyroTca AOKYMEHTbl, MOCTynuBLIMe W3
BblleCcTOAWMX opraHusaumii  (AgmuHuctpayms  MpuMopCcKoOro  Kpas, Mpokypartypa,
NMOSTHOMOYHbIN NpefcTaBuTens MpesngeHTa Poccuidickot ®egepaunn), a Takxe JOKYMEHTI,
Tpebylolwme CPOYHOro WUCNOMHEHUA. [OKYMEHTbl, MOAYYEHHble HAapo4yHO, noasexar
06sd3aTeNlbHOM  perucTpauuMm B fAeHb  MOCTYMN/JEHMsA, a MNOJlyYeHHble  3aKa3HOWA
KOPpPEecnoHAeHUMeN - B TeyeHne 3 AHE ¢ MOMEHTa NOCTYNNeHnsa B AAMUHUCTPALNIO.

Pernctpauun nognexar BCe [OKYMEHTbl, Tpebyrouwme y4yeta, MWCMONHEHUA U
MCNONb30BaHUA B CMPABOYHbIX Lensx.

[JOKYMEHTbI PerucTpmpyroTca He3aBUCUMO OT crocoba ux AOCTaBKKW, nepefayvv uam
co3faHus.

Ha fgokymeHTax, nocTynawowmx B agpec [naBbl, AAMUHMUCTPALMK, 3aMeCcTUTeNen

rnaebl  AMUHWUCTPALMUK, PYKOBOAWUTENs anmapata AAMUHUCTPALMM Ha 6yMaxHbIX



HOCUTeNAX, MOC/le CKaHMPOBAHWUA W BBeAEeHUS 3/1eKTPOHHOro obpasa B 6a3y AaHHbIX B
npaBoOM Yr/y HVKHEro nons NMLeBON CTOPOHbI MepBOro MCTa JOKYMEHTa MpoCcTaBiseTcs
perncTpaumoHHbIi WwTamn oTgena AenonpousBoAcCTBa C yKasaHMEM faTbl U NOPSALKOBOro
perncTpaymoHHoOro Homepa. B cnyyae ecnn mecto, npefHasHayeHHoe ANA WTaMna, 3aHATO
TEKCTOM MNUCbMa, LWTamn MOXeT OblTb MOCTaBNeH B MHOM MecTe, obecrneymsaroLlem ero
npoyTeHue.

Permctpauus nocTynawwmx O6yMaXHbiXx [AokymMeHToB B C3[  «DIRECTUM»
BK/IHOYaeT B cebs:

(hopMUpOBaHME  3NEKTPOHHOW  PErucTpayMoOHHO-KOHTPO/NIbHON  KapTOUKM
AOKYMEHTa, B KOTOPYH MyTeM 3anofIHEHUA MOMen KapTOYKM BHOCATCH CBEAEHMA O
LOKYMEHTE;

- CO3aHune 31IEKTPOHHOW KOMUN JOKYMEHTa MyTeM CKaHWMPOBaHUS M MPUKPENIEHNA ee
K 3NEeKTPOHHOM perncTpaymMoOHHO-KOHTPOIbHOM KapTouke LOKYMEHTa,
- NPUCBOEHME pPerncTpaLmoHHOro HoMepa AOKYMEHTY.

Ha yBegomieHUsAX 0 NpoBeAeHUU cobpaHnin, MUTUHIOB, AEMOHCTPaLUiA, LIeCTBUA ©
NMUKETUPOBAHUI  NPOCTaBNAETCA  PErucTPaLMOHHbLIA  WTaMn € YyKasaHMeM  [JaThl,
NOPAAKOBOIo perucTpaLMoHHOro Homepa 1 BpeMeHu MonyyYeHus.

3.3.13. ina o6ecneyeHns y4yeta M MOUCKA AOKYMEHTOB, a TaKXe MpaBuIbHOM
rpynnupoBKN 4OKYMEHTOB B [iefla NPOU3BOANTCA UHAEKCALUA OpraHoB ALMUHUCTpaLNN.

Kaxgomy opraHy ALMUHUCTPaLuM npucBanmBaeTCs YC/IOBHbIA LUMPPOBOA WHAEKC
(npunoxeHue Ne 17).

3.3.14. PeructpaymoHHbIA HOMep [OKYMeHTa COCTOMT M3 YC/MIOBHOTO LU(POBOro
MHAeKca opraHa ALMWHUCTpauMW, MHAeKca fAena B COOTBETCTBMWM C HOMEHKNATypon nen
opraHa AAMUHUCTpaUUN 1 NOPALAKOBOro HOMepa, KOTOpPbIA, NCXoasa M3 MHPOPMaLNOHHbLIX
NOTPeOHOCTEN, MOXET AOMONHATLCA OYKBEHHbIM WAWM LMGPPOBLIM MHAEKCOM. CoCTaBHble
4acTu PerucTpaLMoHHOro HoMepa OTAEeNATCA APYr OT Apyra Aeducom.

3.3.15. IoKyMeHTbI, nojnexatine peructpaynm B OTAene [Aenonpous3BoACTBa
ALMUHMCTPaLMK, MOCNe WX perncrpauymm B CUCTEME 3/1EKTPOHHOIO AOKYMeHToobopoTa
nepefaroTcad LOMKHOCTHbLIM nuuaMm ALMUHUCTPALUM B COOTBETCTBUW C pacnpefefieHnem
0653aHHOCTEN.

3.3.16. PaccmoTpeHne [OKYMEHTOB  [O/XKHO MNPOU3BOAUTLCA  LO/MKHOCTHbLIMU
auamy AAMUHUCTpaLMM U PYKOBOAUTENAMU OpraHoB AAMUHUCTpaUUKM, KakK Mpaswuso, B

[€Hb UX MOCTYyNNeHWs. YKasaHMe NO UCMOMHEHUIO AOKYMEHTa JaeTcs B (hOpMe Pe3ontoLum



JO/MKHOCTHOrO Nnua, NPOMUCAHHOM OT PYKU Ha MepBOM CTpaHuue [AOKYMeHTa, KoTopas
3aTeM BHOCUTCS B CUCTEMY 3/1IEKTPOHHOI0 JOKYMEHTO060pOoTa.

3.3.17. MOANMHHUK [OKYMeHTa, MepeBefeHHOro B 3NEKTPOHHbIA BWUi, KOTOPbIN
NCNOMHAETCA  HECKONbKMMW  opraHamMmy  AAMUHUCTpauUun, nosyyvyaet OTBETCTBEHHbIN
(OCHOBHOW) UcnonHUTENb (B PE30/IOLMK OH YKasaH MepBbIM).

3.3.18. Pe3ynbTar paccMOTpPeHUA AOKYMeHTa OTpaXkaetcd B pe3osiloumn. TeKCThbl
YKazaHWi No WCMOMHEHUIO [OKYMEHTOB (pe3ofiiouun) BHOCATCA B 3/1EKTPOHHbIE
PerncTpaLMoHHO-KOHTPO/IbHbIE KapTOYKW PYKOBOAWTENEM - aBTOPOM pe3ofilouun  uim
YNONHOMOYEHHbIM AN 3TUX Lenein nuuomM. B MOMEHT 3aHeceHus TekcTa pesoniouuu, npu
HeobX0AUMOCTM, OCYLLEeCTBNSETCA MNOCTAHOBKAa [AOKYMEHTa Ha KOHTPO/b C OTMETKOW B
3NEKTPOHHOW PerncTpaymoHHO-KOHTPONIbHON KapTOuKe: BUA KOHTPOANSA, Aata WCMONHEeHUs
JOKYMEHTa, OTBETCTBEHHbIA WCNONHUTENb. [locne 3TOro AOKYMEHT HanpaBasieTcs Ha
ncnonHeHne. OCHOBHbIM UCMOIHUTENEM [LOKYMeHTa AB/SETCA /MU0, YKa3aHHOe MepBbiM B
pe3otoLMn, MPONUCAHHOM OT PYKK, 38 UCK/IKOUYEHMEM OCOObIX YKazaHUMN.

OCHOBHOM WCNONIHATENlb WU COWCNOMIHUTENIb BrMpaBe fJaBaTb MOPYYEHUA B BuUie
pe3ositoLmnii nmuam, HernocpeACTBEHHO nm NMOLYNHEHHbIM.
OCHOBHOMY MCNOMHUTENO MpPefoCTaBNAeTCA NpaBo ONpefenaTb NOPALOK MCMOSIHEeHUA
LOKYMEeHTa.

WcnonHntenn OTBETCTBEHHbl 3@ CBOEBPEMEHHbLIA W KaYeCTBEHHbIN  aHanu3
NHopmaLUn N npeactaBfieHNe OCHOBHOMY WCMONIHUTENO B YCTAHOB/IEHHbIE WM CPOKU
HeoOXoAMMbIX MaTepuanoB (MPOEKTOB [AOKYMEHTOB, CMpaBOK, CBeAeHUA un T.4.).
OCHOBHOW  UCNOMHUTENb HECeT MNepcoHaNbHY OTBETCTBEHHOCTb 3a MOJIHOTY W
[OCTOBEPHOCTb MH(OPMaLMKN, NCNONb30BAHHOW NMPU MOATOTOBKE [OKYMEHTA.

3.3.19. OTBeTCTBEHHOCTb 3a BHeceHWe pesonwounM pykosoauTena B C3[
«DIRECTUM» HeceT ynosHOMOYEHHOE NULUO0 - AeNonpou3BOANTENb B COOTBETCTBUM C
pacnpegeneHnemM LOMKHOCTHbIX 0653aHHOCTE.

3.4. Mpuem 1 06paboTKa LOKYMEHTOB, MOCTYNAKOLMX NO KaHa am
(haKCUMUNLHOW CBA3N

3.4.1. CpeactBa  (hakCMMWUBHOW  CBA3M  MpefHasHayalTcs  Aas  onepaTUBHOWN
nepegaun (npuema) TEKCTOB [AOKYMEHTOB W CNyXebHbiX maTepuanoB agpecatam (0T
agpecatoB), pasMelleHHbIM BHe 3f4aHus AAMUHUCTPaUMnU. PakCUMUMbHLIA annapat C

ouymanbHbIM HOMEPOM AAMUHUCTPALMM YCTAHOB/EH B OTAeNe AeNonNpon3BoACTBa.



3.4.2. MNepefaya C MCNONb30BaHWEM CPeACTB (DAKCUMWUIbHOW CBA3M [OKYMEHTOB,
cofepxawmx cnyxebHyto MHopMaLno OrpaHNYeHHOro AocTyna, B TOM YMcie ¢ NOMeTKOW
«na cny>xebHOro nonb3oBaHUsA», He paspeLuaeTcs.

KaTeropuyeckun 3anpewjaeTcs nepegadya nNo cpefactBam  (PaKCUMWUIbHOW  CBA3W
CEKPETHbIX JOKYMEHTOB.

3.4.3. C 1Cnoib3oBaHUEeM CpPefCTB (PaKCUMWUIbHOW CBA3M MOryT OblTb MnepefaHbl
maTepuasnibl TEKCTOBOro, Tab/MYHOro WAM rpafuyeckoro xapakrepa, WCMOJIHEHHbIE
TUNOrpa)CKUM, MaLINHOMUCHBLIM WUAN PYKOMUCHBLIM CNOCOO0M B YEPHOM WM TEMHO-CUHEM
LiBeTe C YETKUM N KOHTPACTHbIM U306paxKeHneM (nepBble 3K3eMNAAPbl NN UX KCEPOKOMMUM)
Ha 6enoi 6ymare ¢ MMHMMaNbLHOM BbICOTOM BYKB U LU(P ABa MUNIUMETPA.

O6bem nepesaBaeMoro B TeYeHMEe OAHOr0 CeaHca CBA3WN LOKYMEHTA, BbIMOSIHEHHOIO
Ha 6ymare popmaTta A4, He LO/DKeH MpeBbllWaTb NATU IMCTOB.

3.4.4. OTBETCTBEHHOCTb 3@  COfepXaHuWe  WHGpopmauun, nepegaBaemMon  C
MCNO/b30BaHWEM  CPeACTB  (PAKCUMWUIbHOW  CBA3WM, BO3/araetca Ha  MCMOSIHUTENS,
NoAroTOBMBLLErO (hakcorpammy Ana rnepefaydvm, W pPyKOBOAMTENA COOTBETCTBYHOLLENO

opraHa AgMUHUCTPaLUN.

3.5. ObpaboTka 1 nepegaya OTnpaBAseMblX JOKYMEHTOB

3.5.1. [JOoKyMeHTbl, nofgnucaHHble [NaBoi, MepBbIM  3aMeCcTUTENEM
AQMUHUCTpaLUK, 3aMecTUTeNnAMWU rnaBbl ALMUHUCTPALUKW, PYKOBOAMTeNEeM annapara
ALQMUHUCTpaLUK N HanpaBnsemble B afpec HPUANYECKUX /UL, MNepefarTca Ha
pernctpayuio B 0TAeN AenonponsBoacTsa AAMUHUCTPALUN.

L oKyMeHTbI, nognucaHHble MNaBoi, NepBbIM 3aMeCTUTENIEM [NaBbl AGMUHUCTPaL MK,
3aMecTUTenaMn rnaesbl AAMUHUCTPaLUK, PYKOBOAUTeneM annapata AAMUHUCTpaUUK ©
HanpaefseMble B afjpec  (PU3MYeCKMX UL MepefardTCas  Ha  perucrTpauuio B
OpraHn3auMoHHbIA 0TAeN ALMUHUCTPaL M.

BHyTpeHHMe [OKYMEHTbI, noAnucaHHble PYKOBOAMTENAMMU opraHos
AOMUHUCTpaUUKN, PErnucTpupyroTca y  cekpeTapei  (aenonpoms3BoauTenein)  cBOuUX
(MYHKLMOHaNbHbIX OpraHos.

Otpen genonponssBofcTBa AAMUHUCTPALUK OCYLLECTBAAET NPOBEPKY MpPaBuibHOCTU
0hOpMNIEHNS [AOKYMEHTa, KOMMJEKTHOCTU [OKYyMeHTa. HenpaBuibHO O(QOPM/IEHHbIE

OOKYMEHTbI BO3BpallakTCA NCMNONHUTENIO.

rnaBbl



3.5.2. IMpoeKTbl cnyXebHbIX nnucem 0hOPMAAOTCA B COOTBETCTBUMN C TPEOOBAHUAMMU,
N3NM0XEeHHbIMM B nogpasgene 2.7.5. «CnyxebHble NucbMa», W MeyararoTca Ha 6naHKax
YCTaHOBNEHHOW Qopmbl. CnyxebHble nNUCbMa, [OCTaBKa KOTOPbIX MpejnosiaraeTca
3NEKTPOHHbIM CMNOCOH60M, MOTYT 6bITb OPOPMJIEHBI Ha YePHO-6e/10M repboBOM 6naHKe.

Mucbma Ha 6naHkax «lnaBa HaxO4KUHCKOro ropofAcKoro okpyra» noAnucbiBatoTCs
rnaBoi Haxo4KMHCKOro ropoAckoro oKpyra uam LO/MKHOCTHLIM /TIMLOM, UCMOJTHAKOLWMM ero
0653aHHOCTMN.

Mucbema Ha 6naHkax «AgMUHUCTpaumMsa HaxoAKMHCKOro TrOpOACKOro OKpyrax
NOAMUCHLIBAIOTCA MepBbIM 3aMecTuTefleM rnaBbl ALMWHUCTPaUMK, 3aMeCcTUTEeNSAMU T[NaBbl
ALMUHUCTpaUUKN, pyKoBogMTeNnemM annaparta ALMUHUCTPaLMUN.

[JokyMeHTbl  Ha  GnaHkax  ()YHKUMOHaNbHbIX  OpraHoB  AgMUHUCTpauuu
MOAMUCHLIBAKOTCA UX PYKOBOAUTENAMU.

Mpyn NocTynneHUM nucem - 3anpocoB oT 'ybepHaTopa MpMMOPCKOro Kpasi, NepBbix
BULe - rybepHaTopoB MprMOpCKOro Kpas, 3amectuteneil rybepHaTopa MNMpmMMopcKoro kpas,
LOMKHOCTHBIX Nny, AgGMUHUCTPaLum MNprMOPCKOro Kpas OTBeTbl ODOPMAAKTCA TONLKO 3a
nognucoto [NaBbl, 3aMecTUTeneln rnaBbl AAMUHUCTPaLMK, PYKOBOAMUTENSA annapara
AgMuHUCTpaLnm.

3.5.3. Mpn HanpasneHun nucbma 60/ee 4yem B YeTblpe afpeca WCMONHUTENIEM
COCTaB/IAETCA YKa3aTe/b PacChl/iKu.

3.5.4. Mpn oTnpaBke [OKYMEHTOB  MYHWUUMMaNbHbIA  cAyXawuih  oTgena
fenonpoussofctsa  AAMUMHUCTpauUMmM  (PYHKUMOHANbHOrO opraHa AAMUHUCTpaLUn)
npoBepseT MpPaBUNbHOCTb WX OMOPMEHUS U HaNM4yMe TMPUNOXKEHUA K OCHOBHOMY
AOKYMeHTY. lMpaBunbHO OPOPMIEHHBLIM [LOKYMeHTam MNpucBanBarOTCA PerucTpaunoHHbIe
Homepa. OAuH 3k3emnnap (Konus) OTNpaBAfAeMbIX 3apPerucTpupoOBaHHbLIX [OKYMEHTOB
OCTaeTcA B OTAene fAefonpomsBoacTsa AAMuHUCTpauum (opraHe AQMUHUCTpaLUnN) W
ohopmNseTCA Ha apXMBHOE XPaHeHWe B COOTBETCTBMM C HOMEHKNATYPOR fen.

3.5.5. Peructpauyua oTnpaBnsemMblX [OKYMEHTOB OCYLLECTBNAeTCA B [eHb UX
nognucaHns (YTBepXXAeHMA) AN Ha ClefyoLWmnii paboyumnii feHb.

OTnpaBngemas Mo MoyTe KOPPECMOHAEHUUA Ha OyMa)KHOM HOCUTesne MNpPoXoauT
YNakoBKy, ajpecoBaHue (Npu HanpasneHWW [OKyMeHTa 6Gonee yem B 4 ajpeca - B
COOTBETCTBMM C YyKasaTeNeM pacCbiiKM, KOTOPbIA  COCTaBNAETCA  UCMONHUTENEM
AOKYMeHTa). [JOKYMeHTbl, HanpaB/isieMble NOYTOBOW CBSI3bl0 B OAMH afpec, BKMafAblBalOTCA

B OAWMH KOHBEPT.



Ha oTtnpaBnsemyto no noyTe KOPPecnoHZEeHUWIO COCTaB/IAeTCA peecTp, KOTOpPbIA
3ano/IHAETCS KaXKAbl [ieHb.

3.5.6. CpouHaa KoppecnoHAeHLMa ohopMIAEeTCA 1 OTNPaBAAeTCA He3aMeLNUTENbHO.

3.5.7. Ha uMCMNONHeHHbIX [OKYMeHTax B OyMa)KHOM BWAe CTaBUTCA OTMeTKa 00
NCMOMHEHUN, BKAKOYalOLWaa cnegylowine AaHHble: CCbIIKY Ha AaTy U HOMep [LOKYMeHTa,
CBUAETENLCTBYIOLEr0O O €ro WCMNO/HEeHUWU, WUAX - NPU OTCYTCTBUW TakKOro [LOKYMeHTa -
KpaTKue cBefeHnss 06 MCMNONMHEHUM: CNoBa «B [eN0», HOMep fena, B KOTOpoM Oyget
XPaHUTLCA AOKYMEHT. Hanpumep:

OTnpas/eHO NUCbMO

o1 01.04.2008 Ne 11-2/131;

B aeno Ne 01-15;

Mo wucnonHeHnio fokymeHTa B C3[ «DIRECTUM» BHOCUTCS OT4YeT 00

MCMONHEHMN, BKNKOYAKOLMIA CCbINKY HAa HOMEP U AaTy AOKYMEHTa.

3.6. MopALOK NPOXOXKAEHNA BHYTPEHHUX LOKYMEHTOB

3.6.1. K BHYTpPeHHUM AOKYMeHTaM OTHOCATCA:

- npvKasbl N0 BOMpOCaM oOpraHu3auuMy BHYTPEHHeEN [eATe/IbHOCTU OpraHos
ALMUHUCTpaUMK, a TakXe AOKMafHble 3anucKu, Cny>KebHble 3anucKu, Cnpasku U gpyrue
AOKYMEHTbI, WMeKLMne XoXaeHne B npegenax OAHOTO (YHKUMOHANbLHOrNO opraHa
AQMUHUCTpaLWUN;

- CNny>KeOHble 1 fOKNaAHble 3annUCKy Ha UMA [ naBsbl.

3.6.2. BHYTpeHHMe LOKYMEHTbI, 32 UCKHOYEHNEM CY>KEeOHbIX M AO0KNaAHbIX 3annCcoK
Ha 1M [naBbl 3a NOAMNWUCHLIO NEPBOro 3aMecTUTEeNs rnaBbl ALMUHUCTPaALUW, 3aMeCTUTENEN
rnaebl AQMWHUCTpaUWKM, PYKOBOAWUTENA annapata ALMUHUCTPALUKN, PerucTpupyroTcs
HernocpeACcTBEHHO B opraHax AgMUHUCTpaLUKN, MUHYA OTAeN AeN0onpou3BOACTBA.

3.6.3. CnyxebHble M [JoKnafHble 3anncKM Ha MMsA [TnaBbl 3a MOAMUCHIO MEPBOro
3amMecTuTens  rnaebl  ALMWHUCTpauMW,  3amMecTuTeneid  rnaebl  AAMUHMCTPaUuUM,
pykoBoauTend annapata AAMUHUCTPaLUK, NOATOTOBNEHHbLIe opraHamy AAMUHUCTPaUUK,

perucTpmpyoTca B 0TAeNe Ae/0NPOM3BOACTBA.



3.7. Y4eT KonnyecTsa 4OKYMEHTOB

3.7.1. Y4yeT o6bemMa [AOKYMeHTOOO0pOTa 3a OMpefeNeHHbI nepuog BpemeHun (rog,
MecAl) MpoBOAMTCA NO MEeCTy perucrpaumm aokymeHTtos. C3[ «DIRECTUM»
OCYLLEeCTBNAET aBTOMaTUYeCKMIA yueT ob6bema JOKYMEHTOO60pOTA.

Pe3synbTaThl yyeta KonmyecTBa LOKYMEHTOB ob6obuwatoTca oTAenom
fenonponssoactea (OpraHM3auUMOHHbIM OTAeNIOM AAMUHUCTpaUUM - npu  obpatleHun
rpaxaaH) v npeacTaBnstOTCA PYKOBOACTBY.

3.7.2. 3a eAMHULy Yy4yeTa 06beMa [OKYMEHTO060poTa Ha OyMaXXHOM HocuTene
NPUHMMAETCA CaM JOKYMEHT.

Y4yeT 06beMa JOKYMEHTO060pOTa MOXKET NMPOBOAMTLCA N0 AAMUHUCTPALUMN B LLENOM
WA MO OTAEeNbHbIM opraHaM ALMUHUCTpaLUN.

MocTynatouime u©  co3jalowmecs  OOKYMEHTbl  MOACYUTLIBAKOTCA  OTAE/NbHO.
Mpn yyeTe NCXOAAWMX LOKYMEHTOB COMPOBOAUTENIbHOE MUCbMO W Npuiaraemble K Hemy

AOKYMEHTbI MPUHUMAIOTCA 3@ OfJMH AOKYMEHT.

3.8. PaboTa c obpalieHnamu 1 3anpocamu vyneHos Coseta Pefepauum
n genyTtatoB FocygapcTBeHHOW Aymbl defgepansHoro CobpaHus Poccuinckoin deaepanunm,
nenyTtatoB 3akoHofdaTenbHoro CobpaHusa MpuMoOpPCKOro Kpas,
fenyTtatoB JymMmbl Haxo4KWHCKOIo ropofCcKOro okpyra

3.8.1. NMogroToBka ¥ HanpasfieHWe OTBETOB Ha 06palleHus 1 3anpocbl YEHOB
CoBeta ®epgepauun u pfgenytatoB [ocygapcTBeHHOW [LAymbl degepanbHoro CobpaHus
Poccuitickoin depepaunn (oanee - uneH Coseta depepauyun, genytat [TocygapCTBEHHOW
[Oywmbl), penytatoB 3akoHopatenbHoro CobpaHus puMOPCKOro Kpas, genyTtatoB [dywbl
Haxo4KMHCKOrO  rOpPOACKOrO  OKpyra  OCYL,ecTBAAKTCA B COOTBETCTBMU  C
3aKoHofatenbCcTBOM Poccuiickon ®efepaumm n MpUMOPCKOro Kpas o ctatyce fenyrara.

3.8.2. B kauecTBe obpallleHMsa 1 3anpoca paccCMaTPUBAETCA NUCbMO Ha GaHKe YneHa
Coseta ®Pepgepayun, pfenytata [ocypapcTtBeHHOM [ymbl, genyTtata 3akoHOAaTeNIbHOMO
CobpaHus MNpumopckoro kpas, genytata Aymbl Hax0AKWHCKOrO ropoAcKoro okpyra.

OTBeT Ha 3anpoc uneHa CoseTa ®depgepauyuu, genytata [focygapcTBeHHOW [dymbl
[AeTCA B NMCbMEHHOW opMe He no3fgHee YyeM yepe3d 30 gHeN CO AHA ero Noay4vyeHus unm
B MHOW, COrnacoBaHHbIM C MHULMATOPOM 3anpoca, CPoK.

3.8.3. OTBeT Ha 3anpoc genyTtaTa (rpynnbl genytaToB) 3akoHogaTenbHoro CobpaHus



MpMOPCKOro Kpasi B MUCbMEHHOW (opMe He no3gHee 4yeM 4yepe3 15 AHei co AHA ero
MONYYEHUS WUIW B WHOW, YCTaHOBNEHHbIA 3akoHogatenbHbiM CobpaHuem [puMOpCKOro
Kpas, CpOK.

Mpn obpalleHnn pfenyTtata 3akoHogaTenbHoro CobpaHus TpMMOPCKOro Kpas no
BOMpocaM, CBfi3aHHbIM C ero [JeATe/lbHOCTbIO, OTBET Ha oObpalieHue, a Takxe
3anpawimBaemMble UM JOKYMEHTbI UN CBeAEeHUSA NMpeaocTaBnAtoTcA 6e30TnaratesibHo.

B cnyyae Heob6xoAMMOCTM nNpoBefeHWs B CBA3WM C obpauieHMeM pgenyTarta
3akoHopaTenbHoro Cob6paHus [MpuUMOPCKOro Kpas AOMOSHUTENIbHOW MPOBEPKU UK
LOMOJIHNTENBHOIO U3y4YeHUA Kakux-nMbo BOMPOCOB 06 3TOM coobuwiaetca fenyTarty
3akoHogaTensHoro CobpaHua MpPUMOPCKOro Kpas B TPEXAHEBHbIN CPOK CO AHA NOAYYEHUS
obpalieHnsa. OKOHYaTeNbHbIA OTBET MpefcTaBnfeTca genytaty 3akoHOAaTe/lbHOro
CobpaHusi MpuMopcKoro Kpas He nosaHee 15 AHeN co AHA NONyYeHMsA obpaLleHus.

3.8.4. OTtBeT Ha 3anpoc pgenytata (rpynnbl genytatoB) [Aymbl HaxoOKMHCKOro
ropoACKOro OKpyra faeTcs B YCTHOM (Ha 3acefaHuu [ymbl HaxOLKWUHCKOro ropojckoro
OKpyra) uaM nucbMeHHON (opme He nosfHee yeM 4yepe3 30 AHeN CO AHA €ro nosiyyeHus

NN B MHOW CPOK, YCTAHOBNEHHbIN [yMOii HaX04KUHCKOro ropofckoro okpyra.

3.9. icnonHeHne NpoTecToB, NpeAcTaBNeHUIA, TpeboBaHN
npoKypopa

3.9.1. Mpn noctynneHun rnaBe HaxOAKWHCKOro  ropoackoro  Ookpyra, B
ALMUHMCTpaLMIO NPOTECTOB MPOKypopa, NpeAcTaB/ieHNn NPoKypopa, a Takxe TpeboBaHWiA
NnpoKypopa 06 M3MEHEeHUN HOPMATMBHOIO MPaBOBOr0 akTa B CBSI3U C BbISIBIEHUEM B HUX
KOPPYNUMOreHHbIX (akTopoB (ganee -  MPOTeCTbl, MpeAcTaBneHus, TpeboBaHuA),
yKa3aHHble [OKYMeHTbl 06pabaTbiBalOTCA B COOTBETCTBMM C NyHKTOM 3.3.10 HacTosLlei
MHCTpYKUMK, CTaBATCA Ha KOHTPO/b B OTAene [enonpou3BoAcTBa ALMUHUCTpaUUM u
HanpasNATCA B YCTAHOBNEHHOM nopsake [MnaBe ANA Ha3HavyeHUA NNL, OTBETCTBEHHbIX 3a
NX UCMONHEHNE.

OTBETCTBEHHbLIM WCMOMIHUTENNEM BHECEHHOro MnpoTecTa, TpeboBaHUA, ABNSETCA OpraH
ALMUHUCTPALMK, B KOMMETEHUMIO KOTOPOro BXOAAT BOMPOCHI, COCTaBAAKOLWME npeameT
npoTecTa unn TpeboBaHus.

OTBETCTBEHHbLIM WCMOMHUTE/IeM BHECEHHOro TMpeACTaB/IeHNA ONpefenseTca opraH

AIMVHUCTPaLUN, B KOMMETEHLMIO KOTOPOro BXOAST BOMPOChI, COCTaBNsioLUiNe NpeaMeT



npeacTasfieHUs.

MepBblii 3K3eMNAAp MpoTecTa, MNpeAcTaBfeHUs W TpeboBaHMA HanpaBnseTcs B
npaBoBOE ynpasneHne ALMUHUCTPaLUN.

3.9.2. B TeueHne 10 KaneHpapHbIX [HeA C pfatbl perucTtpayum B OTAene
[enonpon3BoACcTBa NpoTecTa U TpeboBaHMA, MecsAla C AaTbl perucTpaunumn npescTaBneHus,
OTBETCTBEHHbIN UCMNOMHUTENb FOTOBUT U HanpasBnseT NPOKYpPOpy MOTUBMPOBAHHbLIN OTBET
3a noAgnucbio rnaebl HaxO4KMHCKOrO TOPOACKOrO OKpyra uWAM 3aMellarolero ero
[AO/MKHOCTHOrO Nnua 0 pesysnbTaTax pacCMOTPEHUS NpOTecTa, npefcTaBieHUs, TpeboBaHUS
N NPUHATBLIX Mepax, COrnacoBaHHbIA C NMPaBOBbIM yrpaBieHneM AAMUHUCTPaLUN.

Mpn Hecornacum ¢ NPOTECTOM, MpeAcTaBneHuem, TpeboBaHMeM B OTBeTe O
pe3ynbtaTtax pacCMOTpPeHWs MpoTecTa, MNpeAcTaBneHWUs, TpeboBaHWs  M3naratTCH
aprymMeHTUpOBaHHbIe 40BOAbI, MOATBEPXAAtOLLMe MO3ULNIO O HECOTacuMu.

3.9.3. CpoK paccMOTpeHMs npoTecTta, NpeacTaBfieHUs, TpeboBaHWSA UCYUCAETCA C
flaTbl UX pernctpaluun B oTaene 4enonpons3BoACTBa.

3.9.4. CHATUe npoTecTa, NpeacTaBNeHUss C KOHTPONA OCYLLeCTB/IAETCA HAa OCHOBaHWUU
oTBeTa 06 MX UCNONIHEHUM NMBO OTBETA, YKa3aHHOro B ab3ale TpeTbem nyHkTa 3.9.2.

3.9.5. BHeceHne M3MeHeHUI B MyHULUMNaNbHbIe NpPaBoOBble akTbl AAMUHUCTPaLUN MO
NPUHECEHHOMY MPOKYpoOpy nNpoTecTy, TpebGOBaHUKO OCYLLECTB/ISETCA OTBETCTBEHHbLIM
NCMNOJIHUTENIEM B TeUYEHMe OA4HOro Mecsala Co AHA YA0B/eTBOPeHUS NpoTecTa.

3.9.6. TMpuHATME MYHULUNANbHbLIX TMPaBOBbIX AaKTOB AAMUHMUCTpaLUK, a Takxke
BHECEHWE B HWX W3MEHEHWA MO MNPUHECEHHOMY  MNPOKYpPoOpy  NpeAcCTaBlEeHNIO
OCYLLECTB/IAETCA OTBETCTBEHHbLIM WCMONIHUTENIEM B TeYeHWe OfHOro MecAua Cco [HA

Y/10BNETBOPEHUS NMPEACTaBNEHNS.

3.10. OpraHunsaumnsa paboTbl ¢ 06paLleHNAMN rpaxKaaH

3.10.1. Pabota ¢ o6paweHuamMM rpaxpgaH, nocTynawwmmm B afpec
Haxo4KWHCKOro ropoCcKoro okpyra, agMuUHucTpaunum HaxoAKMHCKOro ropoAckoro okpyra,
JO/MKHOCTHBLIX ANy AAMUHWCTpauMK, PYKOBOAMTENein opraHoB  ALMUHMCTpauLun
OCYLLeCTB/IAETCA B COOTBETCTBMN C PefepanbHbIM 3aKOHOM OoT 02 mas 2006 roga Ne 59-@3
«O nopsifke paccMOTpeHUs obpalleHmnid rpaxaaH Poccuinckon ®egepaunms.

MopsAfoK opraHu3auum paboTbl ¢ obpaweHusMyU rpaxgaH B ALMUHUCTpaLUn

pacrnpocTpaHseTCs W Ha NPaBOOTHOLUEHWS, CBSI3aHHble C PAcCMOTPeHMEM O0b6paLleHuit

rnaBbl



00beAUHEHUNI TpaXaaH.

3.10.2. lenonpon3BoACTBO N0 ob6paweHMam rpaxaaH (ganee -  obpalleHus
rpaxpgaH), nocTynuBwWKUM B afpec rnaeBbl Haxo4KMHCKOro TrOpPOACKOro  OKpyra,
agMUHUCTpaUMM HaxoLKWMHCKOro TrOpPOACKOro OKpyra, MepBOro 3aMecTuUTeNns raBsbl
ALMUHUCTpaLMK, 3aMecTUTeneim rnasbl  ALMWHUCTpaLMW, PYKOBOAWUTeENs annapata
AJQMWHUCTpaLMK OCYLLLECTBNAETCA OpraHu3auMoHHbIM OTAENOM ALMUHUCTPALMUN.

B opraHax AfMUHUCTpauuu [Leflonpon3BOACTBO MO  ObpaweHnsaM  rpaxaaH,
NOCTYNUBLUMM B afpec OpraHos AAMWUHUCTPALWUK, OCYLLECTBAAETCA MYHUUUMANbHLIMN
Cny>XawmmMmu, Ha KOTOPbIX PYKOBOAUTENEM BO3/10XKEHbI AaHHble 0653aHHOCTMN.

3.10.3. lenonpoun3BoACTBO MO ObpalleHMaM rpaxpaaH BefeTcs OTAENbHO OT APYrux
BM[OB [le/10NpON3BOACTBA.

3.10.4. O6palwleHns rpaxgaH noanexar o06s3aTeNlbHON pernucTpaunum B [AeHb
nocTtynieHns obpaweHns: B C3[ «DIRECTUM» - B opraHusauuMoHHOM OTAene
ALMUHUCTPaLUN, B XypHane, onpefesieHHOM HOMEHKNATypou fAen ANs peructpayuui - B
opraHe AgMUHUCTpaLUN.

Mpu npveme KN MepBUYHOM 06pabOTKE MUCbMEHHbLIX O6palleHni npoBepseTca
NpaBu/IbHOCTb WX ajpecoBaHUA W OMOPMIIEHUSA, MPaBUIbHOCTL AOCTaBKW, LLENOCTHOCTb
YNaKoBKW, Halnume yKa3aHHbIX B/IOXEHWUA.

Mpw perncTpaumm obpaleHns NPOBePAOTCA Ha MOBTOPHOCTL (COAepXKaTcs NN B HUX
BOMPOCHI, Ha KOTOPble Y>Xe AaBa/iMCb OTBETbI MO paHee HanpasieHHbIM 06palleHnam).lpu
perncTpaunum nUCbMEHHOro obpalieHns B MNPaBOM HUXHEM YAy /IALEBON CTOPOHbI
JOKYMeHTa  MNpOCTaBNsSeTCA  PerncTpauMoHHbIA  WTamMn  C  yKasaHMeM  jaTbl U
perncTpaynmoHHoro HoMmepa. B cnyyae ecnn mecto, npefHasHayeHHoe A4 LWTaMna, 3aHATO
TEKCTOM NUCbMa, LWITaMN MOXeT OblTb NOCTaBfieH B MHOM MecTe, 06ecrneymBaroLLEM €ro
npoyTeHue.

KoHBepTbl K MMCbMaM € 06palleHnamMmn rpaxkjaH cCoXpaHatTCs.

3.10.5. Ob6pauieHma rpaxgaH Ha wma [nhaBbl, NepBOro 3aMecTuUTeNns rNaBbl
ALMUHUCTpaLUN, 3aMecTUTener rnasbl  ALMUHUCTpaLUW, PYKOBOAWTeNs annapata
ALMUHUCTpaLUM NpUHUMAlOTCA, copTupytoTea, pernctpupyrotca B C3L «DIRECTUM»
MYHULUNANBHLIMW CNYyXaWUMU opraHu3ayuMoHHOro otaena AgMmUHUCTpaLmun.

Mocne peructpaunn B C3[ «DIRECTUM» o6palleHne nocTynaet Ha
pacCMOTpeHne COOTBETCTBEHHO [aBe UanM fOMKHOCTHLIM nuuam ALMUHUCTpaLNUN.

[naBa, [AO/DKHOCTHble nuMuUa AAMWHWCTPALUK B TeyeHMe Tpex [AHeid  CO AHS



perncTpauuy BbIHOCAT Pe30/IOLNI0 N0 fanbHEWLWeMY pacCMOTPEHUIO 0bpaLleHus.

Mocne 3aHeceHna B C3[ «DIRECTUM» pesontounn [naebl, AOMKHOCTHbLIX KL,
ALMUHUCTPaUMn  obpalleHne rpaxjaHuHa NOCTynaeT Ha MWCMOJ/IHEHME  opraHam
AQMUHUCTpaLMN.

CpoK paccMOTpeHus NUCbMa Yy UCNOMHUTENA OTCUYUTBLIBAETCA OT AaTbl NOCTYM/eHUA
B ALAMWUHUCTPaALUIO U He Jo/mKeH npesblwatb 30 AHeil, a He TPebyLWMnX NPOBEPKN - He
6onee 15 gHeln.

3.10.6. ObpaweHne rpaxmgaHuHa, N0 KOTOPOMY WMeEEeTca  pe3onwoums o
nepeHanpasfieHUN Ha pPacCMOTPeHMe B MWHble OpraHbl MECTHOro camoynpaB/eHus,
rocylapCTBEHHbIE OpraHbl WAM AOMKHOCTHbLIM NULAM, B KOMMNETEHLWIO KOTOPbIX BXOAUT
peleHne MOCTaB/IeHHbIX B O0OpalleHun BOMPOCOB, Hanpas/feTcAd OpraHU3auMOHHbIM
oTAeNnom AAMUHUCTPaUUN B TEYEHNE CEMM [HEN CO AHA perncTpaunmn B COOTBETCTBYHOLL MW
afjpec c yBefOM/IEHNEM TpaxAaHWHa, HanpaBMBLUEro obpalleHne, 0 ero nepeagpecayuu, 3a
NCKTIOYEHNEM Clyyas, yKa3aHHOro B yacTtu 4 ctatbn 11 ®depepanbHOro 3akoHa.

3.10.7. Bce obpauwieHusa rpaxgaH, noctynueline B agpec nasbl, OMHKHOCTHBIX UL,
ALMUHUCTPaLUK, oOpraHoB ApMUHUCTpauun (B TOM uyucne obpaweHus rpaxpaaH,
HanpaefieHHble U3 (efepanbHbIX rOCyAapCTBEHHbIX OpPraHoB) B COOTBETCTBUMUM C UX
KomneTeHuuMen, paccmaTpmsatoTcad B TedyeHume 30 AHel CO [HA perumcTpaymy CcorfacHo
defepanbHOMY 3aKOHY.

3.10.8. Echm  no nopy4yeHuto [NnaBbl, [AO/MKHOCTHbIX UL  AAMUHUCTpaLUK
obpalleHne rpaxpjaHuHa paccmaTpuBaeTcd B opraHax AAMUHUCTpauumn, OTBeT Ha
obpalleHne nocne cornacoBaHns ¢ Kypupyrowmmm 3aMecTUTENAMM rnasbl AAMUHUCTPaLUN
MOAMUCLIBAETCA  COOCTBEHHOPYYHO  pyKOBOAMTe/NleM  opraHa  AAMUHUACTpauMM n
CamMOCTOATE/IbHO HanpaBAsAeTCa UM 3aA9BUTENIO.

3.10.9. O6pauleHns rpaxnaH, KOMUU OTBETOB Ha HMX, a TakKXe AOKYMEHTbl Mo
NMYHOMY TMpUeMy rpaxgaH (QopMupyroTcsd B fena B COOTBETCTBUM C YTBEPXAEHHOW
HOMeHK/IaTypon fen.

[ OKYMeHTbI B 3TUX Aenax pacnonaraloTca B XPOHONOTMYECKOM MopaakKe.

3.10.10. flena BPeMEHHOro XpaHeHMs NO O06palleHMAM rpaxgaH, NnocTynuBlIUM B
agpec rnaebl HaxO4KMHCKOro TrOPOACKOro OKpyra, agMuHuctpauum HaxogKUHCKOro
rOpoACKOro OKpyra v [AO/DKHOCTHbLIX NuUL agMUHUCTpaumMm HaxoLKWMHCKOro ropoAckoro
OKpyra, a TakXe fJena MOCTOAHHOrO XpaHeHua [0 nepefjayn WX B apXMBHbIA OTAen

afMUHUCTPALUMM HaXOAKMHCKOrO TrOpPOACKOro OKpyra (ganee - apXWMBHbIA  OTAenN



AMUHUCTPALNN) XPaHATCA B OPraHN3aLUOHHOM OTAENe.
[lena BPEeMEHHOro XpaHeHUs Mo O06palleHUsaM rpaxaaH, MoCTYNMBLWIUM B aapec
opraHoB AAMWHUCTpaUuW, a Takxke fena MNOCTOSHHOIO XpaHeHWs [0 nepefaydn ux B

apXMBHBINA 0TAeN AAMUHUCTPALUM XPaHATCS B opraHax AAMUHUCTPaLUN.

3.11. focTtyn K nH(opmaumnm

3.11.1. Nudopmayumsa, copepxalasca B 4OKYMeHTaX M UHPOPMaLMOHHbBIX CUCTEMAaxX
AQMUHUCTpaLuKM, opraHos ALMUHUCTpaLUM, B 3aBUCMMOCTM OT KaTteropum poctyna
(BO3MOXKHOCTM MOMYYEHMA W WUCNOMb30BaHWUA) K HeW nopapasfensercs Ha OTKPbITYHO
(06LLea0CTYNHYI0) MHGDOpMaLUio, CNYXeOHYH WMH(pOopMauuto, a TakxXe Ha MH{opmaumio,
JOCTYN K KOTOPOM OrpaHuyeH egepanbHbIMU 3aKoHaMy (MHopMayuMsa OrpaHUY4eHHOro
aoctyna).

3.11.2. locTyn K MH(opMaunKn, cogepxalleinca B JOKYMeHTax YU UHMOPMaLMOHHbIX
cuctemMax ALMUHUCTpaALUN opraHoB ALMUHUCTpaLMU OCYLLEecTBNSAETCA B COOTBETCTBUWN C
Tpeb0oBaHMAMKN,  YCTAHOB/IEHHbIMU  (efepanbHbIMU  3aKOHaMW,  MOCTAHOB/IEHUAMMU
MpaBuTenscTBa Poccuiickon ®efepauinn M UHLIMW HOPMATUBHbLIMW MPABOBLIMU aKTaMu.

3.11.3. OrpaHu4yeHne pgocTyna K MHGpOpMauMm OCyLLecTBASAETCA NYTEM OTHECEHUS
MH(OpPMaLMU K COOTBETCTBYIOLLEN KAaTEropum M Ha/llOXXEHWEM Ha Hee COOTBETCTBYHLLENO
rputa orpaHMYeHns pacnpocTpaHeHusa (goctyna).

3.11.4. 3awmnTa NH(opMaLmu, cocTaBnsAoLWEeNn rocyaapCTBEHHYH  TaliHy,
OCYLLEeCcTBNAeTCA B COOTBETCTBMM C 3aKOHOAATeNnbCTBOM Poccuiickon Pepepaymn o
rocyaapCTBEHHOW TaliHe.

3.11.5. K «kateropum OTKPbITOA  MHGOPMAUMKM  OTHOCUTCA  MHGOpPMaLUS,
cofepXawasacs B [AOKYMeHTax M 6a3ax AaHHbIX AAMUHUCTPaUUKM, HEMOCPeACTBEHHO
3aTparmBaroLLas npasa v MHTEPECHI rpaXkiaH.

K kateropun cny>e6Ho uMHQoOpmaumMyM OTHOCUTCSH WH(OpMaLmMs, cofepxkallascs B
LOKYMeHTax U 6a3ax faHHbIX AAMUHUCTPaUMN, npegHasHavyeHHasa ans LOMKHOCTHbLIX MIAL U
paboTHMKOB  AAMUHUCTpPALMM  MPWU  BbIMNOJIHEHUM VMU CBOUX  (DYHKUMOHASIbHbIX
0043aHHOCTEl, He 3aTparvpalolias HanpsMyk npaBa W WHTepPecbl TrpaxhaH W He
OTHOCALLaACA K KaTeropum orpaHM4YeHHOro pacnpoctpaHeHus (goctyna).

K kaTteropum nHgpopmayum orpaHMY4eHHOro pacnpocTpaHeHns (4ocTyna) OTHOCUTCSH

WH(opMaLUus, cofepxallascs B AOKYMeHTax W 6as3ax [aHHbIX, BK/lOYatollas CBeAeHMS



KOH(PUAEHUNANbLHOr0 XapakTepa.

3.11.6. T1oNNTUYECKN, IKOHOMMYECKM W coumanbHO 3HayMmas WHpopmayms,
OTHOCAWANACA K KaTeropuuM OTKpbITOW, [OBOAMTCA [0 rpaxjaH nmbo nytem eé
onybnmMKoBaHMA B CpefcTBaxX MaccoBOM  WMHGopmauuu, nM60  pasmelleHMeM  Ha
ouymanbHoM carite Haxo4KMHCKOro ropoAckoro okpyra B cetT VIHTepHeT.

3.11.7. B cooTBeTCTBUM C TpebOBaHWAMMW, YCTAHOB/IEHHbIMU (hefepasibHbIMU
3aKOHaMW, MOXeT OrpaHMUMBaTbLCA AOCTYN K CNY>XeOHOW nHopmauun. NMpaBom OTHeCeHUs
MH(OPMaLMU K KaTeropum OrpaHWYeHHOro AO0CTyna W Han0XeHUs COOTBETCTBYIOLLEro
rpua obnasfaet aBTop LOKYMeHTa Mo COrnacoBaHWio ¢ pyKOBOAUTENEM (PYHKLMOHANLHOTO
opraHa.

Ha goKymeHTax, cofepkawux Cny>KebHyw WHGpopmauuto orpaHMYeHHOro AocTyna,
npocrtaenseTcsa rpud «Jnsa cnyxebHoro nonb3oBaHuAa». [JOKYMeHTMpPOBaHHasA UH(popmaLuus
OTFPaHMYEHHOro pPacrnpocTpaHeHns 6e3 CaHKUMW [O/MHKHOCTHOrO Nuua, YCTaHOBUBLUETO
PEeXXUM OrpaHWYeHHOro pacnpocTpaHeHWs AN [LaHHOrO [AOKYMEHTa, He MOANeXuT
pasrnaweHunio (pacnpocTpaHeHuto). MpegocTaBneHne Monb3oBaTeNnsaM AocTyna K LaHHOWA
NH(OpPMaLMM  OCYLLECTBNSAETCA  MUCKIKUYUTENIbHO MO  COr/lacoBaHWK C  YKa3aHHbIM
LO/IKHOCTHBIM JINLLOM NYTEM MOJAYN COOTBETCTBYIOLLEN 3aABKU.

[ O/MKHOCTHbIE NNLA, NPUHABLLME pelleHne 06 OTHECEHUU CNyXebHON MHpopMaLmm
K KaTeropmm orpaHW4yeHHOro fJocTyna, HecyT MepcoHanbHYyl OTBETCTBEHHOCTb 3a
060CHOBAHHOCTb  MPUHATOIO  pELeHMs U ero  COOTBETCTBME  [eNCTBYOLLEMY
3aKoHOfaTeNbCTBY.

3.11.8. PaboTta cO cnyXebHOW MH(pOpMaLMeid OrpaHMYEeHHOro pgocTyna B
9NEKTPOHHOM BMAE OCYLLECTBMAETCA TO/bKO Ha CreunanbHO npeAHasHayeHHbIX ANa 3TOoro
aBTOMaTU3NPOBaHHbIX PaboymMx MecTax, aKKpeauTOBaHHbIX Ana paboTbl ¢ MHGopMauueit
OrpaHNUYyeHHOro A0CTyna, CEKPETHON MH(OopMaLUeil.

He ponyckaetca nepefaya cnyXe6HOW MHMOPMALMM OrpaHMYeHHOro focTyna no
3N1eKTPOHHOM NoYTe N (hakKCUMMWUIbHOWN CBA3MW.

3.11.9. loKyMeHTbI C NOMETKOWN «[Na Cny)ebHOro nosb3oBaHUsA»:

neyatalwTcd B  opraHax AfMUHUCTpauuun, ABAAKOWMXCA — pa3paboTymkamu
LOKYMEHTOB;

Ha 060poTe MOCNeAHEero NINCTa KaXAoro 3K3emnaspa JOKYMeHTa nedyatatrolininm ux
cneuuanncT AO/HKEH yKas3aTb KOMMYECTBO OTMeyaTaHHbIX 3K3eMMN/IAp0B, CBOK (aMuanio u

AaTy neyataHus AoKymeHTa. OTneyaTaHHble W NOANUCaHHbIE AOKYMEHTbI MepejaloTcs Ans



perucTpaunn MyHUUUNanbHOMY CRyXKallemy, OCYLLEecTBAAILWEMY UX YYeT. YepHOBUKM U©
BapuaHTbl YHUUTOXAKTCA 3TUM MYHULUUMANbHBIM CyXaluMm.

Mepefaya [JOKYMEHTOB C NOMEeTKOM  «[na  cny>Ke6bHOro  Mnonb30BaHUA»,
aApecoBaHHbIX Ha UMSA rnaBbl HaXOAKMHCKOrO rOpOACKOro OKpyra v NepBoro 3amecTuTens
rnasbl  ALMWHUCTpaLMK, 3amecTuTeneid rnasbl  ALMUHUCTPaLUW  OCYLLECTBAAETCS
MYHULMNANbHLIM CRyXawum AAMUHUCTPALMKU, OTBETCTBEHHLIM 3a BefeHWe CEKPETHOro
fenonponssofcTea B AGMUHUCTPaL MK NOA POCMNCL B COOTBETCTBYIOLLEM XYpHane.

Mepefavya [OOKYMEHTOB C  MNOMETKOW  «[nsa  Cny>Xe6HOro  nosib30BaHUs»
MYHULMMANbHLIM CAYyXalMM opraHos ALMUHUCTPaLMK OCYLLECTBSAETCA MOA Pacrucky, a
nepecblfika NPOM3BOANTCA 3aKa3HbIMWU UMW LLeHHbIMY NOYTOBLIMW OTNPABNEHUAMMN.

KonuposaHune (TvpakupoBaHUe) yKasaHHbIX LOKYMEHTOB OCYLLECTB/ISIETCA TO/bKO C
MUCbMEHHOr0 paspeLleHns COOTBETCTBYIOLLEro PYKOBOAMTENA (PYHKLMOHANBLHOIO opraHa
ALMUHUCTPALMU. YYET OTKOMNPOBAHHbLIX JOKYMEHTOB OCYLLECTBISAETCA MO3K3EMMAAPHO.

XpaHeHne  [OKYMEHTOB C MNOMETKOW  «[nd  cny)KebHOro  nosib30BaHMUs»
OCYLLECTB/IAETCA B HAZleXKHO 3anMpaemblX WKagax (AWwmKax, XpaHuamwax).

3.11.10. Mpn  Heo6XOAMMOCTM HanpaBfeHUA [OKYMEHTOB C MNOMETKOW «[ns
CNy>Xe6bHOro nosib30BaHUS» B HECKO/IbKO aApecoB COCTaB/AETCA YyKa3aTe/llb PacCbliiku, B
KOTOPOM M0ajpecHO MPOCTaBNATCA HOMeEpa 3K3eMMNASAPOB OTMPaB/SAeMblX [JOKYMEHTOB.
YKa3aTte/ib paccbl/IKU NOAMNUCLIBAETCA UCMONHUTENIEM U PYKOBOAMTENEM (PYHKLMOHANLHOIO
opraHa AAMUHNUCTpaLUN, TOTOBMBLLETO JOKYMEHT.

3.11.11. NcnonHeHHble JOKYMEHTbl C MOMETKOW «[na cnyxeb6HOro nosib30BaHUs»
rpynnupyloTcs B fefla B COOTBETCTBMM C HOMEHKNATYpPOW [en  HECEeKPeTHOro
fenonponssoacTsa. Npu 3ToM Ha 06/10KKe Jena, B KOTOPOe NOMeLLEeHbl Takue LOKYMEeHThI,
TakXXe NpocTaBfgeTcs NoMeTKa «ns cny>KebHOro nosib30BaHus».

3.11.12. YHNUTOXEHNEe fen, [LOKYMEHTOB C TMOMETKOW «[ns  cny>ebHoro
NoNb30BaHUA», YTPATUBLUMX CBOE MPaKTUYECKOe 3HaYeHME W He MMelLNX UCTOPUYECKON
LLeHHOCTW, NPOU3BOAMTCA MO aKTy, KOTOPbIA XpaHUTCA B (YHKUWOHAIbHOM oOpraHe
AgMuHucTpaumn. B yueTHbIX (opmax 06 3TOM feflaeTcAd OTMeTKa CO CCbIJIKOW Ha
COOTBETCTBYIOLLMIA aKT.

3.11.13. MNepepaya LOKYMEHTOB U Aen € NOMeTKON «[nd cny>Xe6HOro nosib30BaHUs»
OT OAHOr0 MYHWUUMNANLHOrO cayXawero ALZMUHUCTPaUUN K APYroMy OCYLLECTBASAeTCH C
paspeLLeHns COOTBETCTBYIOLLLEro PyKOBOAUTENS.

Mpu cMeHe MYHULMNANbHOIO CRyXalero AAMUHUCTPALLUM, OTBETCTBEHHOTO 3a y4eT



JOKYMEHTOB C MOMETKON «[ns Cny>KeOHOro nonb3oBaHUsA», COCTaBASETCA aKT npuema-
chayn 3TUX [OKYMEHTOB, YTBEPXAAeMbli PYKOBOAWUTENEM opraHa AAMWUHUCTpauuu, B
KOTOPOM OH 3aMellaeT 4O/MKHOCTb MYHULUNANLHOW CNYyX6bl AGMUHUCTPaLUN.
3.11.14. O3HakoMneHne MyHUUMNANbHbLIX CAyXawnx opraHoB AAMUHUCTpauun c

JOKYMEHTamMMn, UMEKLWNMN NMOMeTKY «[ns cny>KebHOro nosb30BaHUA» U HaxXoAALLUMMUCS
Ha apXMBHOM XpaHeHuWW, OCyLlecTBNAeTCA C corfacuMa pykKoBoAUTeNnsa annapata
ALMUHMCTpaUnMM  nmbo  pyKoBOAWUTeNeid  opraHoB  ALMWHUCTpaLMK,  TOTOBMUBLUUX
JOKYMeHTbl (chopmmpoBaBlInX fena). Mpu 3TOM yKasaHHble AOKYMEHTbl MOryT OblTb
BblJaHbl MYHULWUNANbHLIM cnyXawnum ALMUHUCTpaLMM noj pacnucky BO BpPeMeHHOoe

Nonb30BaHNe Ha CPOK He 6onee 10 AHEiA.

4. OPITAHV3AUWVA PABOTbI C AJOKYMEHTAMWN
B ®YHKUMNOHANIbHbLIX OPTAHAX AAMWHNCTPALINN

4.1. lenonpon3BOACTBO B oOpraHax AgMUHUCTpauun BedeTca MYHULUNaNbHbIMK
CNyXalw MW, Ha KOTOPbIX BO3/I0XKEHO WCMOJIHEHWE YKa3aHHbIX 00653aHHOCTEN COrnacHo
LO/MKHOCTHLIM UHCTPYKLUAM.

4.2. Ha BblleyKa3aHHbIX MYHUUMUNANbHBIX CAYXawmx - [e/IoNpon3BoauTene
BO3/1aratoTca crefyrolime QyHKUnK:

npuem, ydet, peructpauna B C3[ «DIRECTUM» un pacnpegeneHue BXOAALLNX
[LOKYMEHTOB;

nepegaya AOKYMEHTOB Ha PacCMOTPEHWE PYKOBOAMTENO W MOCNE MONY4YeHUs
COOTBETCTBYIOLLEN PE30/IOLNN - UCNONHUTENIO;

yyeT n peructpaunsa ucxogawmx pokymeHtos B C3 «DIRECTUM», nposepka
NnpaBuIbHOCTU OOPMJIEHUSA N UX OTNPABKa,;

KOHTPO/Ib 32 MPOX0XAEHNEM [LOKYMEHTOB;

MOAroTOBKa PYKOBOAWUTENO WHMOpMaLUM 06 WMCMONHEHHbIX M HaxXOoAAWMXCS Ha
NCNOMHEHUN [OKYMEHTaX;

Beog B C3[1 «DIRECTUM» uH(popmaumMnm o0 xofde W pesynbratax WUCMONHEHUSA
LOKYMEHTOB;

npoBepKa HanMyma AOKYMEHTOB, HaXO4AWMXCA Ha UCMNOMHEHUU Y MYHULMMNANbHbIX
cnyxawmnx AgMUHUCTpaLLnK;

nepeBoj Ha BYMaXKHblii HOCMTENb NMPOEKTOB MPaBOBbIX aKTOB, CMYXEOHbIX MUCEM 3a



MOAMWCLI0 PYKOBOAMTENSA W MpPefoCTaBNeHWe UX PYKOBOAWUTENH A1 COOCTBEHHOPYYHOro
noanucaHus,

KOHTPO/Ib 3a CBOEBPEMEHHbLIM HarnpasNeHUEM B Aefla UCNOIHEHHbIX LOKYMEHTOB;

pa3paboTka HOMEHKNATypbl fen;

(hopMupoBaHue, oPopmsieHne, yUeT, XpaHeHne 1 obecneyvyeHne UCMNoONbL30BaHUA AeNl B
npowecce [eflONPOU3BOACTBA W 3aKOHYEHHbIX [e/onpou3BOACTBOM, MOArOTOBKA W
CBOEBpPEMeHHas nepejava fiefl Ha apXUBHOe XpaHeHWe B apXUBHbIA O0TAeNn AMUHUCTPaLUN;

npuem K nepefadva cnyXebHON MHMOpmMaLMK cpeacTBaMu (HakKCUMWUIbHOW CBSA3N U
3NEKTPOHHOW MOYThI;

opraHu3aums Ucrnonb3oBaHUs CPeAcTB KOMMPOBASIbHON TEXHUKN;

npoBefeHNe MHCTPYKTaXa BHOBb NMPUHATLIX Ha paboTy MyHMLMMNANbHbIX CAyXalnx
ALMUHMCTPaLUN MO BOMpocam opraHusauum paboTbl C AOKYMEHTAMU;

MOAroTOBKa 3afBOK Ha MOJIyYeHUE KaHUEeNAPCKUX MNpUHaLNeXHOCTer, UX y4yeT U
Bbl4aya MyHULUNANbHbIM ClyXawum AgQMUHUCTPALUN.

4.3. MyHuumnansbHole cnyxawime ALMUHUCTPALWM, HA KOTOPbIX BO3/M0XEHbI
0043aHHOCTM MO BeAeHUD Aenonpon3BOACTBa, MPU UX OCYLLECTBAEHUN PYKOBOACTBYIOTCS
Tpeb0oBaHMAMN HacToAWEA VIHCTpYKLUN.

4.4. AppecoBaHHY opraHam AMUHUCTpaUUM  KOPPECMOHAEHUMIO nonyvyatT B
YCTaHOB/IEHHOE BpemMsA MYHUUWUNanbHble chnyxXawune AAMUHUCTPALUN, OTBETCTBEHHbIE 3a
BEJleHWe [enonpousBoACTBa, B OTAeNne [AenonpousBofcTBa AAMUHUCTpaLUK nnm
OTAeNeHNn CBA3N.

4.5. Peructpaumn B C3[ «DIRECTUM» noanexart cnegywouwmue BuAabl
AOKYMEHTOB:

KOppecnoHAeHUNsA, HenmocpeaCcTBEHHO aapecoBaHHas opraHy AAMUHUCTpaLmMK;

nprKasbl Mo BONPOCaM BHYTPeHHeN AeATeNbHOCTH;

MUCbMEHHbIE N YCTHbIE 0OpaLLeHNs rpaxaaH;

ncxopawime LOKYMEHThI.

4.6. PaccmoTpeHne pykKoBOAWUTENEM opraHa AAMUHUCTpaLUm NoCTYMNUBLUUX
[LOKYMEHTOB, KakK npaBWno, NpoBOAUTCA B [eHb WX MOCTYNNeHUd. 3aTeM AOKYMEHThI
nepeaarnTca UCNOMHUTENIO COMNacHO pPe3oNioLnM PYKOBOAUTENS.

4.7. MMpn cocTaBneHUn N OMOPMSIEHUN [OKYMEHTOB MYHULMMaNbHbIE ChyXalime
ALMUHUCTPaLMX  PYKOBOACTBYKOTCA  MOJMIOKEHUAMW  HacToswen  VHCTpykuum  u

MPUNOXKEHNAMW K HEN.



4.8. MyHUUMNaNbHbIE CRyXaline ALMUHUCTPALNUM, OTBETCTBEHHbIE 33 BefEHME
[Eenonpoun3BoAcTBa, MOryT WCMNO/Mb30BaTb B paboTe He NPOTMBOPeYaline HacTOsLLEN
NHCTPYKUMN MeTOAMUYECKNE [OKYMEHTbl, KOHKPEeTM3MpYoLMe OTAeNbHble BOMPOCHI

opraHnsauun aenonpon3soacTsa.

5. KOHTPOJIb NCMONHEHNA NOKYMEHTOB

5.1. KOHTPONb MCMNOMIHEHMA AOKYMEHTOB nMpefcTaBnseT Cco60/ COBOKYMHOCTb
AEeNCTBWIA, HanMpaB/NEHHbIX Ha 06ecneyeHMe CBOEBPEMEHHOrO BbIMOMHEHMS AOKYMEHTA, U
BK/THOYAET:

- YYeT;

NOCTaHOBKY Ha KOHTPO/lb;

KOHTPO/b 33 CPOKAMU UCMONHEHNUS,

HeMocpeACcTBEHHYO MPOBEPKY XOAa UCTONHEHNUS;

NPOBepPKY KayecTBa UCMOJTHEHUS;

CHATNE NCMOMHEHHOIO0 AOKYMEHTA C KOHTPOA;

Hanpas/ieHne UCNOSIHEHHOTO JOKYMeHTa B [eNo;

- yyeT, 06006LeHNe 1 aHan3 Xofa 1 pesynbTaToB UCMNONHEHNS;

- UH(OPMMpPOBaHNE LOMKHOCTHLIX NN, AAMUHUCTPALUK, PYKOBOLUTENEN OpraHoB
ALMUHMCTPaLNN O COCTOSAHMUM UCMONHEHUSA LOKYMEHTOB.

5.2. KoHTponto nognexar:

- HOpMaTWBHble TMpPaBOBble aKTbl, PacCnopsAfUTeNibHble [OKYMEHTbI, W3AaHHbIe
"y6epHaTopoM lMpumopckoro kpas v AgMuHucTpaument NMpMMopckoro Kpas;

- NUCbMeHHbIe yKa3aHusa 'ybepHaTopa MpuMOpCKOro Kpas;

- NOpYyYeHuns, cofepxkalinecs B MPOTOKO/MAaX COBelaHWin (3acefaHuil) C yyacTuem
M'y6epHaTopa MNpUMOPCKOro Kpas;

- peweHua CoBeTa rnas MyHuUMNanbHbIX 06pasoBaHuii MpUMOPCKOro Kpas;

- 3anpocbl pgenyTtatoB ®egepanbHoro CobpaHus Poccuilckoin depepaunn u
3akoHogatenbHoro CobpaHusa MNprUMOPCKOro Kpas;

- HOpPMaTKBHbIE MPaBOBble aKTbl, PACMOPAAUTENbHbIE LOKYMEHTbI, N3[aHHbIE [NaBou
HaxogKMHCKOro ropofiCKOro oKpyra;

- NOPYYeHUs, AaHHble rNaBoi HaxO4KMHCKOro ropoAcKOro OoKpyra Ha annapaTrHbIX

COBELLAHUSIX.



5.3. ®yHKUMOHaNbHbIe opraHbl AAMUHUCTPAUUW WUCMONHAKT U KOHTPONUPYIOT
NCNOSIHEHNE JOKYMEHTOB M NMOPYYEHUN MO BOMPOCaM, OTHOCALLMMCS K UX chepe BedeHWS,
MW BHOCAT B PernucTpauuoHHbI  XXypHan WHGoOpMauMlo 0  XO04e  WUCMNONHEHUS
KOHTPO/INPYEMbIX LOKYMEHTOB.

5.4.  PacCMOTpeHHble  KOHTPO/IbHble  [OKYMEHTbl C  COOTBETCTBYHLMMU
pe3ontoumMaAMM  OO/DKHOCTHLIX vy, AAMUHUCTpaLMW  nepeparwTcd B OTAeN
penonpomnssofactea AamuHuctpauun. CopgepxkaHue MOPYYEHUA, CPOKM WCMOSHEHUA U
(hamunnm NCrnonHUTEeNein 3aHOCATCS B PErnMCTPaLMOHHbIN XYypHan, KOMUPYKTCA N0 Yucny
NCNONHUTENER N B AeHb NOCTYN/eHMsa oTnpaBnsatoTcs (nepegaroTcs) HemocpeAcTBEHHbLIM
NCNONHUTENAM.

5.5. Mpun ocyLwecTBNeHNN CBOUX KOHTPOJIbHbIX (PYHKLMIA OTAEN Aeflonpon3BOACTBa
ALMUHUCTPaLUN, OpraHn3aunoHHbIR oTAaen AAMUHUCTPaLMK 3anpalivBaloT CBeAEHUS O
X0fe WCMOSIHEHWA  MNOPYYeHUW 'y WX  WUCNOSMHWUTeNed, PYKOBOAWUTENeil  OpraHoB
ApMUHUCTPaLNN.

5.6. KoHTponb 32  UCNO/IHEHMEM  [JOKYMEHTOB  CEKPeTHOro  XapakTtepa
OCYLLECTBNAETCA  OTAE/IOM no  mobunmsaumoHHon  pabote, no pabote cC
NpaBoOOXpPaHWUTENIbHBIMW OpraHaMmu U MHMOPMaLMOHHOK 6e30NacHOCTM ALMUHUCTPaLUN,

5.7. CpOKMN MCMONHEHNSA LOKYMEHTOB UCUYUCNAOTCA B KaNeH4APHbIX AHAX C AaTbl UX
perucrpayuu.

KoHTponmpyemble JOKYMEHTbI MOANEXAT UCMONIHEHUIO B CeytoL e CPOKN:

1) C KOHKPEeTHOM JaToi UCMONMHEHUSA - B YKa3aHHbIN CPOK;

2) 6e3 yKa3aHMA KOHKPETHOMW faTbl WUCMONIHEHUS, MMEtOLNe B TEKCTe MOMETKY
«CPOYHO», ncnonHsoTcs B 3-AHEBHbIN CPOK, OCTa/lbHbIE - B CPOK He 6onee mecsua;

3) no 3anpocam K o6palleHUAM [enyTaToB pasHbiX YPOBHeN (fJenytaTtckomy
3anpocy) - He nosgHee 30 gHel €O AHA perucrpayuu;

4) no ob6palleHnsM rpaxgaH, nocTynuMBlINUM B AAMUHUCTPaLUIO U TPeOYOLWNM
JONOMHUTENBHOTO UM3YYeHUS W MPOBEpPKM, - B CPOK [0 OAHOr0 Mecsiya CO [AHA UX
perucTpayuu, no octanbHbIM 06paLleHnam - He 6onee 15 gHei.

5) ecnm B QOKYMEHTe  WCNOMb3yetca  (DOPMY/IMPOBKa:  «MPeLCTaBUTb
NHopMaumnio 40 (yKasbiBaeTca onpefesieHHas fara)», TO CPOK UCMOMIHEHMUA NPUXOAUTCA Ha
paboynin AeHb paHee yKasaHHOM dathbl.

6) ecin nocfefHUin [eHb CpoKa WCMONHEHUA KOHTPO/IMPYEMOro [OKYMeHTa

NPUXOANTCA Ha Hepabounii fIeHb, TO COOTBETCTBYHOLLNIA JOKYMEHT MOANEXUT UCMONHEHUIO



He no3jgHee paboyero [AHA, MNpeflecTBYlOWero Hepaboyemy [AHIO. [lata MCNONHEHWA
YKa3blBaeTCs B Pe30/H0LUN PYKOBOAUTENA U PUKCUPYeTCSH B PermcTpaLMoHHO-KOHTPObHOM
KapTouKe.

N3MeHNTb CPOKM UCMOMHEHUA KOHTPOJIMPYEMbIX JOKYMEHTOB MMEKT MpaBo TOJSIbKO
BbILLIECTOALME OpraHbl UKW JO/MKHOCTHbIE nnua ALMUHUCTPaLUWU - aBTOPbl Pe30JIOLUN.
Mpn HeoOXOAMMOCTM M3MEHEHWS CpPOKA WUCMNOMHEHMA [OKYMeHTa OTBETCTBEHHbIN
NCNOMHUTENb He no3fHee 3-X AHEeW [0 WUCTEYEeHWUs 3TOro Cpoka MNpefcTaBNseT Ha UMA
PYKOBOAWUTENSA, [aBLIEro nopyyeHne, MOTMBUPOBAHHYK NpocbOby 0 ero npogneHun. O60
BCEX  CMy4yasaX M3MEHEHWS  CPOKa  WCMOMHEHUS  KOHTPONWPYEMbIX  [AOKYMEHTOB
OTBETCTBEHHbIA WCMOMNHUTENb CBOEBPEMEHHO WHMOPMUMPYeT OTAeN AeN0NpOoM3BOACTBA
(opraHu3aumnoHHbIV oTAen ALMUHUCTPaUNN) AN BHECEHMS U3MEHEHWIA B perncTpaynoHHo-
KOHTPO/IbHYIO KapTOuKYy.

CpOKM MCNOSTHEHMA CPOYHbIX NOPYYEHUI HEe NMPOANEBaAOTCS.

Ecnn nopyyeHune, nonyvyeHHOe K UCMOMNHEHUIO, HE BXOAUT B KOMMETEHLMIO opraHa
ALMUHMCTPaLUN, PYKOBOAUTEN [AaHHOro (YHKLMOHaNbHOro opraHa AAMUHUCTpaLuu
Heo6X0aMMO He Mo34Hee [AHA, CNeAytolero 3a [JHEM €ro nosyyeHus, ob6paTuTbCA K
JO/MKHOCTHOMY  nudy  AAMUHUCTPaLMK, TMOPYYMBLUEMY €ro WCMOJ/IHEHME, C  Lefblo
KOPPEKTUPOBKN OTBETCTBEHHOIO UCMOHUTENS.

N3MeHUTb OTBETCTBEHHOr0 WCMOMHUTENS [AOKYMeHTa MOXeT TO/IbKO aBTop
pe3ontoLuu.

Ecnn  OTBETCTBEHHbI WCNOMHUTENb CBOEBPEMEHHO (B TeYEHME CYTOK CO [JHS
NoNyyYeHUss [OKYMeHTa K WCMOJIHEHUKD) He W3MeHeH, [OKYMEHT WCNOMHAeT nuuo,
nonyymnsLlee AaHHbIA JOKYMEHT K UCMOSTHEHUIO.

5.8. OTBETCTBEHHbIMW 3@ WCMOJIHEHWE KOHTPO/IMPYEMbIX [JOKYMEHTOB, c6op,
06006LeHne MHMOpPMaLMM 1N NOATOTOBKY OTBETAa ABMAKTCA Te OpraHbl AAMUHUCTpauuK,
KOTOPbIM [OKYMEHT OTnucaH MepBbiM M B KOMMETEHUMIO KOTOPbIX BXOAAT BOMPOCHI,
perynmpyemble JOKYMEHTOM.

B cnyyae wuCNonHeHWA [OKYMeHTa HECKO/IbKUMW opraHamu AgMUHUCTpauum,
NOA/IMHHUK  [OKYMEHTa HanpaBisieTcad OTBETCTBEHHOMY  MWCMOMHUTENI0, OCTallbHble
NCNONHUTENN NOMYYarT KONUN JOKYMEHTOB.

5.9. Mpn BpemMeHHOM OTCYTCTBMM (OTNYCK, KOMaHAMPOBKa, 60Ne3Hb W Ap.) Wan B
cflyyae  YBO/NIbHEHMWA,  MNepeMeLLeHus, nepeeofa  MYHUUMMaNbHbLIA  CAyXaLni

ALMWHUCTPALUN, OTBETCTBEHHbIA 3a WCMOMHEHWE [OKYMEHTOB, MO COrMacoBaHWIO C



HemnocpeACTBEHHbIM  pyKoBOAUTENeM 06f3aH nepejatb APYromMy MyHUUMNATbHOMY
cnyxatliemy AGMUHUCTPaLMK BCe UMEIOLLLMECS Y HEFO AOKYMEHTbI, CTOALLME HA KOHTPOe.

5.10. MH(opmauns 06 McnonHeHUM nopydeHnin NybepHatopa MpuUMOPCKOro Kpas,
cofepxalymxcs B NpoToKo/ax 3acefaHnin AgMuHucTpaumm NpumMopckoro Kpas ¢ yvyactuem
y6epHaTopa lMpuMOpCKOro Kpas, NpoToKofax coBewaHuin y MNybepHaTopa MpuMMOpCKOro
Kpasi, B TOM 4YMC/ie C rnaBaMyv MyHuUUMNanbHbIX 06pa3oBaHnin MPUMOPCKOro Kpas, a Takxe
nepeyHax nopydeHuin 'ybepHatopa NpMMOPCKOro Kpas no mutoram paboymx noesgok B
MyHUUMNanbHble 06pa3oBaHUs  Kpasd, T[OTOBUTCA W  HanpaBfiseTCA  UCMOJIHUTENEM
(oTBETCTBEHHLIM WCMONHUTENEM) Ha MMA [y6epHaTopa lMPMMOPCKOro Kpas He MNo3fHee
OZIHOTO [HA A0 OKOHYaHMA CpOKa MCNONHEHNSA NOPYUYEHUS.

5.11. CHATMEe [OKYMeHTa C KOHTPO/A OCYL,ecTBNAT rnasa Haxo4KMHCKOro
ropoACKOro OKpyra, nepsblii 3aMeCcTUTeNb rnaBbl AAMUHUCTPALUKW, 3aMeCTUTENN T[N1aBbl
ALMWHUCTpaLMW, PYKOBOAWUTeNb anmnapara AAMUHUCTpauuu. [pu 3TOM OOopMIseTCs
OTMETKa 00 WCMONHEHUW KOHTPONIMPYEMOr0 [AOKYMEHTa M HanpasleHWM ero B Aeno:
KpaTkue cBefeHns 06 WCNOMHEHUU WAW  CCbIIKA Ha [OOKYMeHT (gata #M  Homep),
CBUAETENbCTBYHOWMA 06 UCNOMHEHUN; OTMETKa «B Aeflo»; HOMep fena, B KOTOpoMm 6yfner
XPaHUTbLCA KOHTPONMPYEMbIA LOKYMEHT; AaTa. B permcrpayMoHHO-KOHTPOILHON KapTouke
npocTaBnseTcd OTMeTKa 00 WCMO/MHEHUW, HOMepP WCMOMHEHHOTO KOHTPOUPYEMOrO
AOKYMeHTa, AaTa ero UCMoHeHUa 1 Aata OTrpaBKu B [eNo.

5.12. KoHTpoipyemMbliA  AOKYMEHT CUMUTAeTCA WCMO/IHEHHBIM W CHMMaeTca C
KOHTPONIA  nocne  (PAKTUYECKOro  BbIMONHEHWUA  MOPYYEHUIR, [OKYMEHTMPOBAHHOIO
NOATBEPXAEHUA  WUCMOMHEHUs U COOOLWeHMA  pe3y/nbTaTOB  €ro  paccMOTpeHus
3aMHTepecoBaHHbIM OpraHam, opraHu3auusaM W aduam Wau, ecnum B NpPeAcTaBNeHHbIX Mo
HeMy KapTouykax MOpyyYeHUn He [aHO [AOMONHUTENbHbIX MOPYYeHWUd, maTepuanbl He

BO3BpaLlleHbl Ha opaboTKy.

6. OPITAHU3ALNA NEYATHbBIX
KOMMPOBAJIbHO-MHOXWNTEJIbHbIX PABOT

6.1. B otgene pfenonpoms3BOACTBa MeyatardTCAd TOMbKO MUCbMA U CAYXXeOHble
AOKYMEHTbl M0 nopy4vyeHuto [naBbl (MAM  [AOMKHOCTHOrO Nuua, WCNOMHAKLWENO0 €ro
00653aHHOCTW), NEpPBOro 3aMecTUTens rnaBbl ALMWUHUCTPAUUKN, 3aMeCcTUTeNein rna.bl

AMUHUCTPALUN 1 PYKOBOAMTENS annapaTa AAMUHUCTPALUN.



6.2. Bce cnyxebHble [JOKYMEHTbl OpraHoB AAMUHUCTpaLun neyararTCs
MYHUUUNANIbHBIMU CNYXALWMMWN YKa3aHHbIX OPraHoB CamMOCTOATENbLHO.

6.3. NMeyaTaHVe OOKYMEHTOB B opraHax AAMWHMUCTPaLMKX NPOU3BOANTCA Ha GlaHKax
YCTaHOB/IEHHOW (OpMbl Ha OAHOW CTOpOHe nucta. [puM neyaTaHuu cobnogatoTCs
YCTAHOBJIEHHbIN MOPSAAOK PacnoioXXeHUs TeKcTa, npasuna opgorpauu u MyHKTyauuu.
[JOKYyMeHT nevyartaeTcs B OL4HOM 3K3eMMspe.

[LOKYMEHTbI, MMelLWMe TMOCTOAHHbIA CPOK XpaHeHud, BXoAduwMe B COCTaB
ApxuBHoro ¢oHga Poccuiickon ®egepaumm v nognexaline nocrefyrouwein nepegade Ha
NMOCTOAHHOE XpaHeHWe B apXMBHbIA OTAen ALMWHUCTpaLUW, MOTyT M3rotaB/MBaTbCA B
ABYX 1 6onee aKk3eMnaapax, no Heo6xoANMOCTH.

6.4. icnonb3oBaHHblE MpPU NeyaTaHUM [OKYMEHTOB 011aHKW, MMelLwmMe HoMepa,
nognexar y4eTy.

VicnopyeHHble 3K3emnaspbl 6NaHKOB, MMeLWWX HOMepa, nepefarTcsa B OTAeN
[1leNonpou3BOACTBA A1 YHUUTOXEHUS.

6.5. BbINONHEHME KOMUPOBASIbHO-MHOXUTENIbHbIX pPaboT ANs [AO/MKHOCTHbLIX vy,
AOMUHUCTPaALUM  NPOU3BOANTCA OTAENOM  [eflonpou3BoAcTBa (B KOMUPOBANbHO -
MHOXWUTENbHOM  6Kp0); B opraHax ALMUHUCTPaUUMM  KOMUPOBaHME  [OKYMEHTOB
BbINOMHAETCA MyHULUMNANbHLIMU CMYXXaLWWUMN CAMOCTOATENbHO.

6.6. B otgene penonpoussBofcTBa ALAMUHUCTPaUUN TUPAKUPYIOT [AOKYMEHTbI U
maTepuanbl TOJIbKO CNy>XebHOro xapakrtepa (HO He MX MPOEKTbI) MO 3aKa3am LO/HKHOCTHbIX
Y AAMUHUCTpaUMM W PyKOBOAUTENel opraHoB AAMUHUCTpauum ansa obecrneyeHus
featenbHocTH [naBbl 1 AODMUHUCTPaLUN.

[ OKYMEHTbI 1 MaTepuasnbl IMYHOTO XapakKTepa Uan He OTHOCALLMECHA K AeATeNIbHOCTH
AQMUHUCTPALUN TUPAXKNPOBAHUIO He moafexar.

6.7. JOKYMEHTbl X MaTepuanbl, NOAMeXalwne KOMUpoBaHWMIO, [O/MKHbI  OblTb
pasbpoLlOpoBaHbl, HaneyaTaHbl YeTKO U pa3bopumBo, MX PopmaTt He [LO/DKeH MpeBbllaTh
opmaTr A3, a Tupax - He O6onee 100 3K3emMnnApoB. B MHbIX cnydasx 3akas
OCYLLEeCTB/ISAETCA B TUNOrpaduu.

6.8. KonupoBaHue (TupaxknposaHue) LOKYMEHTOB OCYLUECTB/SETCA B MOpAAKe MX
NnocTynseHnsa B OTAEN [Aenonpous3BofcTea AgMUHUCTpauuu. B nepsooyepesHoOM nopsaake
KOMUPYHTCA MOCTAHOB/IEHMA W pacnopsXeHus ALMUHUCTpaUUM W MaTepuanbl K
COBelllaHnamM C y4yacTMeM rnaBbl HaxO4KWHCKOro TOPOACKOr0O OKpyra, nepBoro

3aMecTuTens  rnaebl  AAMUHUCTpaUMK,  3amMecTuTeneid  naBbl  AAMUHUCTpaLUW,



pykoBoAuTena annaparta AZMUHUCTPaL UK.

6.9. KonupoBaHve  NOCTaHOB/IEHUA U pacrnopskeHnin  ALMUHUCTPaLUK
MPOM3BOAUTCA TOMILKO MO 3aKasy MYHWULUMMaNbHbIX CAyXawux oTAena Lenornpou3BOACTBa
AQMUHUCTpaumn.

6.10. YKa3aHue JO/HKHOCTHBIX ML, AAMUHUCTPALMM 0 HEO6XOAUMOCTH BbINONHEHNA
CBEPXYPOUHbIX paboT (MM B BbIXOAHbIE U NPa3gHUYHbIE AHWU) AO/HKHO ObITb, KaK Npasuio,
nepefaHo HayanbHMKY OTAena [efionpov3BOACTBA, & B €ro OTCYTCTBME 3amMecTUTEsNto
Haya/fbHUKa OTAena [Aenonpou3BOACTBA He no3fgHee 4em 3a 15 MWHYT [0 OKOHYaHUS

paboyero aHs.

7. N3ArOTOBJIEHWE N NCIMOJIb3OBAHWE
MEYATEW U LUTAMIMOB

7.1. MeyaTn c m3o6paxeHnem repba ropoga Haxoaku CTaBATCA Ha [AOKYMEHTax,
Tpebyowmx 0cob60ro ynoCToBepeHUs UX MNOANMHHOCTWU. [epboBasd neyaTb MpefcTaBnsAeT
coboil nevaTb B (hopMe NpaBUIbHOIO Kpyra ¢ n3obpaxeHunem repba ropoga Haxogku.

[MpocTble Kpyrable neyatn CTaBATCA Ha KOMUAX AOKYMEHTOB A1 YAOCTOBEPEHUA KX
COOTBETCTBUA  NOAMHHUKAM. OTTUCK ne4yaTn [OMXKEH 3axBaTbiBaTb  OKOHYaHue
HaVMEeHOBaHUA LO/HKHOCTU NnLa, NoANMcaBLLero LOKYMEHT.

7.2. MeyaTb agMUHUCTPauMMm Haxo4KMHCKOrO TOPOACKOro OKpyra ¢ m3obpaxeHuem
repba ropoga Haxogku (ganee - repbosasd neyatb AGMUHUCTPALMN) HAXOQNTCA:

Ne 1- B oTAene genonpounssofcTea AAMUHUCTPALLUNA.

Ne 2 - y rnaBbl Haxo4KWHCKOI0 ropoAcKoro okpyra.

MprMepHbIA nepeyeHb [OKYMEHTOB, Ha KOTOpble CTaBUTCA repboBas nedyatb
ALMUHMCTPaLUN, N NepeYveHb AO/HKHOCTHBIX /UL, NOAMUCU KOTOPbIX 3aBepsAOTCSA repboBoi
neyaTtbto AAMUHUCTPaUUK, NpPUBeLeHbl COOTBETCTBEHHO B npuioxeHusax Ne 20 u Ne 21 kK
HacToswen NHcTpykuuum.

7.3. DCKU3bl MeyaTeil M LWITaMMNOB, HEOOXOAMMBIX NS 06ecrneyeHns AesTenbHOCTH
AOMUHUCTPaAUUM N (YHKUUOHANbHBLIX OpraHoB AAMWHUCTpPaLUK, COrlacoBbIBAKOTCA C
HayaNbHUKOM OT/Aena fe/flonpon3BoACTBa.

7.4. 3akasbl Ha W3roTOB/IeHME nevaTel, LWTaMNoB OCYLLECTBAATCA 4epes
MYHULMNaNbHOE Ka3eHHOe yupexaeHune «X039MCTBEHHOE ynpaBeHue» . Haxogka.

7.5. I3rotoBneHHble neyatn W wWtamnbl OTAENOM AefoNPOU3BOACTBA BblJarOTCA MO



aKTy npuema-nepefayv MyHUUMUNANbHLIM  CAyXawmUm ALMUHUCTPALMUK, HA KOTOPbIX
BO3/10)KEHbl 00A3aHHOCTW MO WCMONb30BAHUIKO W COXPAHHOCTW MevaTeld W LWITAMNOB B
opraHax ApmuHucTpauuu. KOHTPO/Mb 32 MCNO/b30BAHWMEM U XpaHeHWEeM reyvarten
BO3/1araeTcs Ha pyKoBOAuTened opraHoB AgMUHUCTPaL UK.

7.6. O6 yTpate neyatuM He3ameA/IUTENIbHO CTaBUTCHA B W3BECTHOCTb PYKOBOAWUTENb
opraHa AZMWUHUCTpaLMN, HaYanbHUK OTAENa AeNonpon3BoacTsa AAMUHUCTPALUN.

7.7. Tlpuwegwe B HErogHoCTb W YyTpaTuMBLUME 3HayeHWe nevyatu noanexar
BO3BpaTy B OTAeN [eNnonpousBOoACTBa MO aKTy npuema-nepefavu, rge, BNocneacTsum,

nepesarTCca Ha YHUUTOXEHME.

8. OCOBEHHOCTW PABOTbI C SJTEKTPOHHbLIMW
OJOKYMEHTAMMU

8.1. HacTtoswumne TpeboBaHWA YyCTaHaBNMBAOT MOPALOK CO34aHWUS, MONYYEHUs,
06paboTKKN, XpaHEeHWs W WCMNO/Ib30BAHUA [OKYMEHTOB B YCNOBMAX nNpuMeHeHusa C3I[
«DIRECTUM» B npotiecce fenonponssoacTsa ALMUHUCTpaLMN, opraHosB
AOMUHUCTPaALUM U pacnpoCTPaHATCA Ha oOpraHusauuto paboTbl C 3N1EKTPOHHbIMM
JOKYMeHTaMu, BK/tO4as NOArOTOBKY, cO3jaHue, 06pabOTKy, XpaHeHMe U UCNosib3oBaHue
[LLOKYMEHTOB, ocyLllecTBngemsble ¢ nomowbio C3[ «DIRECTUM».

8.2. INeKTPOHHbIE [OKYMEHTbl CO34at0TcA, 06pabaTbiBaOTCA U XPAHATCA B CUCTEME
3NEeKTPOHHOI0  AO0KYMeHTOo060poTa. cag «DIRECTUM», npumeHsemas B
AOMUHUCTPaUUK, opraHax AAMWUHUCTPaLUKM [O/HKHA COOTBETCTBOBATb TPeboBaHUAM,
YCTAHOB/IEHHbIM MWHUCTEPCTBOM CBSI3M U MAcCOBbIX KOMMYHMWKauui PoccuiACKoi
depepaunmn.

8.3. B AgMmuHucTpaumnm, opraHax AZMUHUCTpaLMN CO34al0TCA U UCNONb3YIOTCA:

1) 9NneKTpPOHHble [OOKYMEHTbI, CO3JaBaeMble B 3/IEKTPOHHOW (opme Ge3
npeLBapuTeNIbHOr0 AOKYMEHTUPOBAHUA HA OYMaXKHOM HOCUTENE;

2) 3/eKTPOHHble 06pa3bl JOKYMEHTOB, MONYYEHHble B pe3ynbTaTe CKaHMPOBaHMUA
JOKYMEHTOB Ha OYMaXHOW OCHOBe, W XpaHsWiMecs B CUCTEME 3/IEKTPOHHOIO
[OKYMeHToo60poTa.

ONEKTPOHHbIA  JOKYMEHT [O/KeH OblTb oopMaeH no o6wumm npasuiam
[eNIonpon3BOACTBA U UMETb PEKBU3UTLI, YCTaHOB/IEHHbIEe ANA aHAa/IOrMYHOro AOKYMEHTa Ha
OyMaXXHOM HOCUTesie, 3a UCKNOYEHMEM OTTUCKA NeyaTu.

8.4. Npuem ©n oTnNpaBKa 3NEKTPOHHbLIX [AOKYMEHTOB B AAMUHUCTpPaUUN Ha KMA



NaBbl, MepBOro  3amecTuTens  rnasbl  AAMUHUCTPaUUKW,  3aMecTUTeNel  rnasbl
ALMUHUCTpaUNK, pyKoBoauTensa annapata ALMUHUCTPALUW OCYLLECTBAAKTCA OTAENI0M
fenonpoussoacTea AgMUHUCTPaLUN.

8.5. [loKyMeHTbl, nocTynuewune B ALMUHUCTPaUUIO, (YHKUNOHAaNbHbIE OpraHbl
AOMUHUCTPaLMM Ha OGymaKHOM HocuTene, BkawuvawTca B C3L «DIRECTUM» nocne
CKaHMPOBaHMA N CO3[aHNA 3/IEKTPOHHbIX 006pa3oB AOKYMEHTOB. BK/OUeHUE 3M1eKTPOHHOIO
obpasa [okymeHTa B C3[ «DIRECTUM» BO3MOXHO MoOC/e ero cpaBHeHuUs c
NOANMHHUKOM AOKYMEHTA.

8.6. EgMHMUERn yyeTa 3/IeKTPOHHOIO JOKYMEHTa ABNAETCA 3N1eKTPOHHbIA [OKYMEHT,
3apeructpupoBaHHblin B C3[, «DIRECTUM». ONeKTPOHHbIN [OKYMEHT, WMeHLLNi
NPUNOXKEeHUA, PETUCTPUPYETCA KaK OAUH AOKYMEHT.

B cnydae ecnn npunoxeHwe He MNPUKPENNseTcA K 3/1eKTPOHHOMY [OKYMEHTY, B
npuMeYvaHumn yKasbiBaeTCqd KpaTKoe 060CHOBaHME NMPUUYUHBI OTCYTCTBUA BIOXKEHUS.

Mpn cKaHMpPOBaHWW [OKYMEHTOB [ANA MOCNEAYILWEero B/IOXKEHUA B CUCTEMY
3NEKTPOHHOIO0 [OKYMEHT0060pOoTa HEeO6XOAMMO MWCMONb30BaTb CNeAyoLiMe napameTpbl:
pasmep AoKymeHTa - A4, opmart arina - PDF, uBeTtoByto nanutpy - 4/6, paspeLueHue -
200 dpi (200 TOYEK Ha foim).

8.7. [loOKyMeHTbl, nocTynawouwime B AAMUHUCTpaUMiO W  CcO3[aHHble B
ALMWHUCTpaLMK, HOCAWME CBeLEeHWS KOH(PMAEHUMANbHOrO XapakTepa, B TOM u4ucne
CBEfleHMA, cofepxKaline rocyfapCTBeHHYH TalHy W WHYHO, OXpaHseMyto qeaepasibHbIM
3aKOHOM, TaiHy, He noAfexaT pPerucTpauum u BOXKEHUI B CUCTEMY 3/1EKTPOHHOIO
AOKYMEHTO060poTa. [JOKYMEHTbl C MOMETKOW «[ns cny)ebHOro mnosib30BaHMsA», a Takxke
AOKYMEHTbI, COAepXalue nepcoHanbHble AaHHble, MPUN0XKEHNS 60/1bLLIOro 06bema u UHbIe
NPUIOXEHUA, ONA CKAHMPOBaHWUA KOTOPbIX HEOOXOAMMbl LOMOMHUTENbHbIE TEXHUYecKue
YCTPOWCTBA, CKAHMPOBAHWIO He NoAJexar.

8.8. lMpu nepegaye NOCTYNUBLUMX 3M1EKTPOHHbIX [AOKYMEHTOB Ha pPacCMOTpeHue
NaBbl, MepBOro  3amMecTuTensa  rnaebl  AAMUHUCTPaLMK,  3aMecTUTeNeln  rnasbl
ALMUHUCTpaUUK, pyKoBOAUTENA annapata AAMUHUCTPALUMK, HAMpaBleHUU 3NEKTPOHHbLIX
AOKYMEHTOB B OpraHbl ALAMUHUCTPaLUN, OTNpaBKe U XpaHeHUU 3NEKTPOHHbIX LOKYMEHTOB,
BMeCTe C HUMM nepefatoTca (HanpaBAsaTCA, XPaHATCA) UX PErMcTpaLMoHHbIe JaHHbIE.

B uendax yyeta M MOUCKa 3N1eKTPOHHOro pokymeHta B C3  «DIRECTUM»
MCNOMb3YHTCA CBeAEHMA 00 3/1eKTPOHHOM [AOKYMEHTE, BK/OYaemble B perucrpaumoHHo-

KOHTPONbHY KapTouky (PKK). K Takum cBefeHMAM OTHOCATCSA:



- aflpecaHT;

- ajipecar;

- AO/MKHOCTb, (haMuans U UHULManbl Nuua, NoAnncaBLWero JOKYMEHT;
- BUJ, IOKYMEHTa;

- AaTa JOKYMEHTa;

- HOMEP [OKYMEHTa;

- AaTa NocCTYn/JeHNs AOKYMEHTa;

- BXOAALNIA HOMepP 1OKYMEHTa;

- CCbI/IKa Ha UCXOASALLNIA HOMEP U AaTy JOKYMEHTA;

- HaMMeHoBaHMe (3aronoBOK) AOKYMEHTA;

VHAEKC Aena;

CBefleHNs 0 nepeaapecalnn JOKYMEHTa;

KONMMYyecTBO JINCTOB OCHOBHOIO AOKYMEHTA,

KO/INYECTBO NPUNOXKEHWUI;

- 06Lee KOMYECTBO JINCTOB NPUTOXEHUN;

- LO/MKHOCTb, PaMuUIna U UHALKWANbI UCMOTHUTENSA.

B cucteMy 3neKTPOHHOIo AOKYMEHTO060p0oTa MOryT BKIOYATLCSA LOMNOSIHUTENbHbIE
CBELleHVA O AOKYMEHTax: HaMMeHOBaHVe aBTopa AOKyMeHTa (ec/iv aBTOp He COBMAajaeT C
agpecaHToM (OTnNpaBMTENEM) 3MEKTPOHHOro AOKYMeHTa), OTMeTKa O [MepeHoce Cpoka
NCNONIHEHUS [OKYMeHTa, HaMMeHOBaHUA MNPUNOXKEHUA K 3MEKTPOHHOMY [AOKYMEHTY,
K/0YEBbIe CNoBa U Apyrue CBefeHuns.

8.9. DNIeKTPOHHbIE  LOKYMEHTbl  (DOPMUPYKOTCA B Jena B COOTBETCTBUM C
HOMEHKNaTypoin fAen n WHAEKCUPYHTCS B MNOpsAfAKe, YCTAHOB/IEHHOM B OTHOLUEHWUW [en,
COCTaB/IEHHbIX U3 JOKYMEHTOB Ha ByMaXXHOM HOCUTene.

Mpn cocTaBNeHUn HOMEHKNaTypbl Aen YKasblBaeTcsa, 4To [efno BefeTca B
3N1EeKTPOHHOM BUfe.

8.10. ONeKTPOHHbIE [LOKYMEHTbl MNOC/fe MX WCMOJIHEeHUA MOANeXaT XPaHeHU B
YCTaHOB/IEHHOM MOpsAAKe B TeuyeHWe CPOKOB, MNPefYCMOTPEHHbIX [ANA  aHaIorMYHbIX
LOKYMEHTOB Ha 6YMaXXHOM HOCUTeNe.

8.11. Mocne WCTeYEHUA CpOKa, YCTAHOBJIEHHOIO [ANA XPaHEeHUA 3NEeKTPOHHbIX
AOKYMEHTOB, OHW MOANEXAT YHWUUYTOXEHUIO aHallorMYyHO [AOKYMEeHTaM Ha O6yMaXKHbIX
HOCUTeNsx.

8.12. Mpn HeobXxoAUMOCTU nepefavynM 3MeKTPOHHOTO AOKYMeHTa, MnpoLlejLero



pernctpaynio B C3[] «DIRECTUM», opraHusaymam u yUYpexxaeHUaM, He ABAAKLWMMCS
nonb3osarenamu C3/[], ocyLlecTBseTCA NepeBos 3/1EKTPOHHOI0 AOKYMeHTa Ha 6yMaXKHbIN
HOCUTeSb.

MepeBOf4 3/IEKTPOHHOrO [AOKYMeHTa Ha OYMaXHbIi HOCUTENb MNPOU3BOAUTCH C
MCNOMb30BaHNEM  3/IEKTPOHHOro  6riaHKa  AOKYMeHTa  y4yaCTHUKAa  3/1eKTPOHHOro
LOKYMeHTO060poTA.

Copgep>xxaHue 3NeKTPOHHOro0 AOKYMeHTa W ero 6ymMaxHOW Komum [ONXKHO ObiTb

NAEHTUYHbIM.

9. I'IPE,EI,OCTABI'IEHI/IE OJOKYMEHTOB 1 NUH®POPMALINU
AOMUNHUCTPALIMEN I'IOCPE,EI,CTBOM MEXBEAOMCTBEHHOIO
NH®OPMALIMOHHOIO B3AMOAEVNCTBUA ANA NPEAOCTAB/IEHUSA
MYHUUWNANBHBIX N TOCYAAPCTBEHHbLIX YCNYT

9.1. [MpepocTtaBneHne - OOKYMEHTOB n NH(opMaLum ALMUHUCTpaLKen
OCYLLEeCTBNAETCA B TOM 4MCNe WU B 31EKTPOHHOW (OpMEe C WCMNO/b30BaHWEM efVHOWN
CUCTEMbl MEXBeOMCTBEHHOIO0 3/1EKTPOHHOI0 B3aMMOLeNCcTBUS TpUMOPCKOro Kpas U
MOAK/OYAaEeMbIX K Heil pernoHasbHblX WMHMOPMaLUOHHbLIX CUCTEM MEXBELOMCTBEHHOI0
3NEKTPOHHOIO B3aMMOLencTBns no MeXBeJOMCTBEHHOMY  3anpocy opraHa,
npeaocTaBNAloLLLEro rocyfapCTBEHHYIO ycnyry, opraHa, npefocTaBNAOLLLErO
MYHULMNANbHYO yCnyry, nn6o noAseLOMCTBEHHOW rocyfapCTBEHHOMY OpraHy WM opraHy
MEeCTHOro  camoynpaBfieHWs  OpraHusaumu,  y4vacTBylOWeihd B MNPesocTaBieHUn
roCcyfapCTBEHHbIX U MYHULNN&ANBbHBIX YCNYT.

9.2. Tlpn ocywecTBneHUM 3N1EKTPOHHOrO O0OMeHa [OKYMeHTamu CUCTEMOW
MEXBELOMCTBEHHOIO 3/1eEKTPOHHOIrO B3aumogenctens (ganee - CM3IB) ucnonb3yroTcs
obLenprHATbIE U pacnpocTpaHeHHble hopMaThl (haiinos.

9.3. ina nognucaHna 3NeKTPOHHLIX 4OKYMEHTOB yyacTHMKOB CM3B mncnonbsyrorca
3N1eKTPOHHbIE undposblie nognucu (ganee - 3SLIM). Mopagok npumeHeHusa 3L B cucteme
MEXBELOMCTBEHHOIO 3/1EKTPOHHOI0 LOKYMEHTO000pOTa OCYLLECTB/SAETCA B COOTBETCTBUM
c [lonoxeHnem 0O cuUCTeMe MEXBELOMCTBEHHOIO 3/1eKTPOHHOIO B3aMMOLENCTBUSA
[MpMMOpCKOro Kpas, YTBEPXAEHHOro mnocTaHoBAeHMeM AaMUHUCTpauun [1puMOopcKoro
Kpaa ot 10.05.2011 Ne 128-na «O cuctemMe MeXBeLOMCTBEHHOIo 3/IeKTPOHHOIO
B3aMMofeincTems MNpumMopcKoro Kpasy.

9.4. MMpu nepefaye UM XpaHEHWN ISNEKTPOHHbIX [OKYMEHTOB BMECTE C HUMY



nepefaroTca (XpaHATCA) UX PerncTpauoHHbIe AaHHbIe.

9.5. B cnyyae HeBO3MOXHOCTU nepefayn 3/1EKTPOHHbLIX [OKYMEHTOB MO
TEIeKOMMYHMKAUWOHHbIM  KaHafiam  CBA3M  [ONycKaetcs  nepefaya  3/1eKTPOHHbIX
LOKYMEHTOB Ha MArHUTHOM (3/1eKTPOHHOM) HOCWUTene, Npu 3TOM NOPSALOK MCMO/b30BaHNSA
AUIM He u3ameHseTca. DNEKTPOHHbIE AOKYMEHTbl HA MarHUTHOM (3/1IeKTPOHHOM) HOcuTese
MOryT  [OCTaBNATbCA  CMeuunanbHOW  MOYTOBOW  CBA3BKD  WAM  YNMONHOMOYEHHbBIM
npeactaeutenem (Kypbepom) oTnpaBuTens 4OKYMEHTOB.

9.6. Peructpaums  (yyeT) 3/IeKTPOHHbIX [OKYMEHTOB  OCYLUECTB/AETCA B
COOTBETCTBUU C HacToAwen NHCTpYKLUMeN.

Bxopgduwine 3neKTPOHHble [LOKYMEHTbl, MNOCTynuBLIKe nocpeactsom CM3/,
PErncTpupyroTCcs B ieHb UX NOCTYNNEHUS.

MeXXBeJOMCTBEHHbIN 3anpoc, NMOCTYNUBLUWIA MOCPeACTBOM 3/1EKTPOHHOM MOYTblI Ha
3NIeKTPOHHbIA aApec opraHa ALMWHUCTpauUK, nNpefOCTaBAAOLWEr0 MYHULMUNANbHYIO
yCnyry, ykasaHHbli Ha EAMHOM nopTane rocyfapCTBEHHbIX W MYHUUMNANbHbIX YCAyr
(dpyHKLMIA), 0bpabaTbiBAETCA HEMOCPELCTBEHHO OTBETCTBEHHbLIM OPraHoOM - WCMOJIHATENEM
6e3 nepecbinkn IMnase.

MeXXBeJOMCTBEHHbIN 3aNpoc Ha ByMaXXHOM HOcuTesne O NpeAcTaBNeHUN OKYMEHTOB
n (M) NHpopmaymm 4na NpefocTaBfeHNs rocyapCTBEHHON UM MYHULUNANbHOW YCnyru
C MUCNO/b30BaHWEM MeXBELOMCTBEHHOIO WH(POPMALMOHHOIO B3aMMOLENCTBUS [OJIKEH
coflepXaTtb yKasaHMe Ha 6a30Bblii FOCYAAapCTBEHHbIA MHMOPMALNOHHBIA pecypc, B Lensx
BeAieHMs KOTOPOro 3anpawinBaroTcA LOKYMEHTbI U UH(OpMaLKns, Uan B Clyyae, ecin Takue
AOKYMEHTbI M MH(OpMaums He 6bInM NpeacTaBfieHbl 3adBUTENEM, Clefyloune CBefeHUs,
ec/in [OMONHUTeNbHble CBefeHUA He YCTaHOB/EHbl 3aKOHOAATE/IbHbIM aKTOM POCCMIACKON
depepaym M NPUHMMAEMbIMW B COOTBETCTBUM C  HUMW  MOCTAHOB/IEHUAMM
ApMUHUCTpaunm NMpUMOPCKOro Kpas:

1) HauMeHoBaHwue opraHa nm opraHusauum, HanpasnAoLWmx
MeXBeLOMCTBEHHbIN 3anpoc;

2) HauMeHOBaHWe opraHa VAWM OpraHu3auumn, B afpec KOTOPbIX HanpasiseTcs
MeXBe[OMCTBEHHbIN 3anpoc;

3) HauMeHOBaHWe TrOCYfapCTBEHHON WAN  MYHULUMMAbHOW  YCNyru, Ans
npefocTaBfeHNss KOTOPOW HEO6X0ANMO NpeAcTaBfieHne AOKYMeHTa u (Man) nHgopmayms, a
TakXe, ecnn nMeeTcs, HoMep (MAEHTU(MUKATOP) TaKOW YCNyrn B peecTpe rocyfapCTBEHHbIX

YCNyT UNKN B PeecTpe MyHULUMNanbHbIX YCAYT;



4) yKazaHWe Ha TMO0N0XEeHWss HOPMaTUMBHOrO MpaBOBOr0 aKTa, KOTOPbIMU
YyCTaHOB/IEHO nMpeAcTaB/ieHWe [OKYMeHTa W (Mnn) WHGpopmauumn, HeobXoAUMbIX ANs
npefocTaB/ieHUs TOCYAapCTBEHHOMW WM MYHULMMANbHOW YCNyru, W YyKasaHue Ha
PEeKBU3NTbI JaHHOrO0 HOPMaTUBHOIO NPAaBOBOr0 aKTa,;

5) CBeAeHusA, HeobxoAWMmble AN NpPeACTaBfeHUs  JOKYMeHTa ©  (4nn)
MH(OpMaumMn, YCTaHOBNEHHble  aAMWHUCTPATMBHbLIM  pPernaMeHToOM  MpeLoCcTaB/ieHNs
rocyflapCTBEHHOMW YyCNyrm uAM afAMUHUCTPATUBHLIM  PErnameHToM MpeaocTaB/eHus
MYHULMNaNbHOW  YCNyru, a TakXe CBeAeHUs, MNpefyCMOTPEHHblIE HOPMATUBHbLIMU
NpaBOBbIMW aKTaMW Kak Heobxofumble A8 MPefoCTaB/ieHNs TaKUX AOKYMEHTOB U (1K)
NH(opmauum,

6) KOHTaKTHas MHMopmMauunsa Ana HanpasieHWUs OTBETa Ha MeXBeLOMCTBEHHbI
3anpoc;

7) filata Hanpas/ieHUA MeXBeJOMCTBEHHOrO 3anpoca M CPoK 0Xuhaemoro oTeeTa
Ha MeXBeLOMCTBEHHbI 3anpoc. CpoK NOAFOTOBKM W  Hanpas/eHUs OTBeTa Ha
MEXBELOMCTBEHHbIA 3anpoc He MOXeT npeBblwaTb nNATb pabouynx [HeW Cco AHA
MOCTYMN/EHNA MeXBeLOMCTBEHHOro 3anpoca. VIHble CPOKW MOArOTOBKW W HanpaB/ieHUs
OTBETa Ha MeXBEeAOMCTBEHHbIA 3anpoc MOryT O6biTb YCTaHOB/EHbl (hefepanbHbIMU
3aKOHamu, npaBOBbIMW aKTaMu AAMUHUCTpauuUn TpUMOPCKOro Kpasd, afMUHMCTpauuun
HaxoaKMHCKOro ropofCcKoro okpyra,

8) (hamunns, UM, OTYeCTBO W [O/DKHOCTb  NMuUa, MNOATOTOBUBLUETNO W
HanpaBMBLUEro MeXBELOMCTBEHHbIN 3anpoc, a TakXe HoMep Ccny)ebHoro TteneoHa u
(nnwn) agpec aNeKTPOHHOW NOYThbl JaHHOTO fi1ua AN1a CBA3MN.

[aHHble TpeboBaHWA He pacnpocTPaHATCA Ha MeXBELOMCTBEHHble 3anpocbl O
npeacTaBNeHUM  LOKYMEHTOB UM MH(popmMaumm B pamMKax  MeXBeAOMCTBEHHOI0
NHMHOPMaLMOHHOIO B3aUMOAENCTBMA C ucnonsb3oBaHnem CMOB.

B npouecce noAroToBKM OTBeTa Ha MEXBEAOMCTBEHHbIN 3arnpoc WCMOAHUTENb
OCYLLeCcTBNSET MOArOTOBKY 3aTtpebyemMoro yyactTHukom CM3B pokymeHTa (CBeAeHWin) u3
NHopMaLMOHHOM 6a3bl (KypHana), Kotopas BefeTcs B (hYHKUMOHa/rbHOM (OTpac/iieBOM,
TeppUTOpUANbLHOM) OpraHe ALMUHUCTPaLUK, ONpeaeneHHOM KOHEeYHbIM WCNOSIHUTENEM.
INEKTPOHHYK KOMUIO LOKYMEHTa WCMOJIHUTENb, OTBETCTBEHHbIN COTPYAHUK Y4yacTHMKaA
CM3/[, HasHauyeHHbI pacrnopsXxeHnem AAMUHUCTpaUuKn, 3aBepseT cBoeil UM ¢
yKasaHueM, 4TO 3/1eKTPOHHAas KOMnsa COOTBETCTBYET AaHHbIM 3/IEKTPOHHON 6a3bl.

Mocne co3gaHuA o0TBeTa Ha MG)KBG,D,OMCTBEHHI:IVI 3alfpoc WCNOSIHUTENNb MOXET



OTNPaBUTb JOKYMEHT Ha yTBepXAeHue [naBe (ecnm y UCNOMHUTENA HET Mpasa OTMNpaBisaTb
JOKYMEHTbI 3TOr0 TMna B AOKYMeHTO060poT 6e3 yTBepXAeHus). llocne yTBepXaeHUs
JOKYMeHTa [1laBOo/i OH BO3BpalLaeTcA WCMOAHWUTEN0 [ANn8  OTNpaBKM OTBeTa Ha
MeXBeLOMCTBEHHbIN 3anpoc.

Mocne TOro, Kak OTBeT Ha MeXBEeAOMCTBEHHbI/ 3arnpoc MOAroTOB/EH, COrflacoBaH U
3aBepeH JUIM, o0H pgo/mkeH OblTb  3aperucTpuMpoBaH B XXypHane OTNpaBAseMoit
KOppecnoHAeHLnK COOTBETCTBYIOLLETO (PYHKLNOHANBHOTO (oTpacnesoro nnm
TeppUTOPMNaNbLHOro) opraHa AAMUHUCTPaALMK C NOMETKON «MeXBeJOMCTBEHHbIW 3arnpoc».
COTpyAHUK, OTNPaBNSIOWMIA 3NEKTPOHHbIA JOKYMEHT, COAepXXaLinil 3NeKTPOHHY KOMUIO
OyMa>KHOr0 [JOKYMEeHTa, HeCeT T[epCOoHa/llbHYl0 OTBETCTBEHHOCTb 3a COOTBETCTBME
cCofiepXXaHuna 3NeKTPOHHOW KOMuWW [AOKYMeHTa COAepXXaHuto NOANMHHMKA [OKYMeHTa Ha
OyMaXKHOM HocuTesne. JOKyMeHTbl, Noasexaline oTrnpaBkKe, A0/HKHbI OTNPaBAATLCA B [eHb
NX NOANUCaHUSA UK B TeYeHMe NepBoro vaca crefyrouiero paboyero gHs.

9.7. OcylLecTBneHne  MeXBeLOMCTBEHHbIX 3anpocoB And  MNpefocTaB/ieHUs
MYHULMNANbHLIX YCNyr AAMUHUCTpaLne.

Mpn  noctynneHnn B  AQMUHUCTPaUMIO,  QYHKUMOHaNbHLIA  (OTpacnesow,
TeppuTopuanbHblii) opraH AAMUHUCTpaLMM 3anpoca OT 3asBUTeNs O MpeaocTaB/ieHUn
MYHULMNaNbLHOW YyCAYru, nuuo, OTBETCTBEHHOE 3a MpefocTaB/eHMe 3anpallnBaeMol
3aaBUTENIeM MYHUUMNANbHOW YCNyru, B COOTBETCTBMU C [EWCTBYIOLLMM YTBEPXKAEHHbIM
PernamMeHTOM nNpefoOCTaBNEHUS MYHULUMNANbHOW YCAYrn, PYKOBOACTBYACH [lepeyHem
JOKYMEHTOB (CBefleHWNin), 06MeH KOTOpbIMU AN1A NPeAocTaBNeHUs MYHULUUNANbHbIX YCayr
ALMUHUCTPaUMEn OCYLLeCTBNAETCA B pamMKax MeXBeLOMCTBEHHOrO0 MHMOPMaLMOHHOIO
B3auMOJencTBmns, CaMoCTOATENbHO, be3 yyacTusa 3aaBuTeNna Hanpasnset
MEXBELOMCTBEHHbIE 3aMpoCbl HEOOXOAWMbIX [AOKYMEHTOB W CBEeAEHWA B OpraHbl,
npefocTaBNAOLW e TOCYAapCTBEHHbIE YCNYTN, WHble TOCYAapCTBEHHbIe OpraHbl, OpraHbl
MECTHOro camoynpasneHusa nMbo noABefOMCTBEHHbIE TOCYAAPCTBEHHbIM OpraHam wuam
opraHam MeCTHOro caMOynpaBieHus opraHus3auun, y4yacTBylOlWMe B MpefoCTaBleHUM
roCyfapCTBEHHbIX WM MYHWUUMNANbHbIX YCAYr, O MPefoCTaBNeHUN [OKYMEHTOB W (1n)
UHopMauun ans nNpefoCcTaBfieHUs TOCYAApPCTBEHHOW WAM MYHUUMNANbHON yCnyru ¢
MNCNO/Ib30BaHNEM CUCTEMbI MEXBeLOMCTBEHHOro B3ammogenctTeus (CM3B).

MeXBeJOMCTBEHHbIN 3anpoC MOXeT ObiTb HanpaBfieH [OMXKHOCTHbIM JINLOM,
HasHaYeHHbIM pacnopsxxeHnem AgMUHUCTpaymmn, ydacTHukam CMO3B nocpeacTsom

MEXBEAOMCTBEHHOIO 3NEKTPOHHOTIO B33.I/IMO,EI,€I7ICTBI/IFI c 3aBepeHmemM JLLI 0TBETCTBEHHOrO



Mpn ocywecTBieHUM 06OMeHa 3MEeKTPOHHbLIMU  AOKYMEHTaMu, CojepKaljumu
NH(OPMaLMI0 OFPaHMYEHHOro A0CTyNna, MYHUUMMaNbHbIA CAyXawmnin AQMUHUCTpaLmn -
yyacTHUK CMO3B, o0653aH pyKOBOACTBOBAaTbCA HOPMATMBHbLIMU MPaBOBbIMU  aKTaMMu,
PErynnpyoLwmnMMy OTHOWEHUS B cepe WHGPOPMALUOHHBIX TEXHOMNOTMA W 3aWuUThbl
WH(popmaumn, © cobnfatb YCTaHOB/IEHHble TpebOBaHMA MO 3awWuTe MHMopMauum
OrpaHMYeHHOro A0CTyna Ha Bcex atanax eé obpaboTku, xpaHeHMs W nepegayn. lMepepaya
LOKYMEHTOB MO OTKPbLITbIM KaHanam CBSi3W [OMYyCKaeTca npu 06s3aTeslbHOM MPUMEHEHUN
WNPPOBaAHMM COOBLLEHNSA WX KaHana CBA3MW.

JOMKHOCTHBIM ~ nyaMm  AQMWHUCTPaLMK, OTBETCTBEHHbIM 3@  HanpasfieHue
MEeXXBEeLOMCTBEHHbIX 3anpoCOoB 3anpellaeTcd HanpasAATb 3anpocbl O MNpeacTaBeHUn
[OKYMEHTOB W WH(oOpMauMuM 1S OCYLLeCTB/IEHUS [eATENbHOCTU, He CBSI3aHHOW C
npegocTaB/ieHWeM TrOCyAapCTBEHHbIX UAW MYHUUUNANbHbIX YCNYT WX BefeHMeM 6a30BbIX
rocyapCTBEHHbIX NH(OPMALNOHHBIX pecypcosB B uensax npeaocTasneHns
roCyapCTBEHHbLIX UMM MYHULUNANbHBLIX YCAYT.

[JOMKHOCTHbIE  finua  AAMUHUCTpaUMW,  OTBETCTBEHHble 33  Hanpas/ieHue
MeXBeLOMCTBEHHbIX 3arnpocoB, UMEKT MpaBO 3anpawunBaTtb C YyKazaHWEM OCHOBaHUW U
nosiyyatb y Apyrux yyactTHukKos CM3B 3aBepeHHble KOMUM 3/1EKTPOHHbLIX LOKYMEHTOB Ha
OyMaXHOM HocuTene; nosyyaTb Heob6xoAuMble fdaHHble M3 peectpa CM3[; 0653aHbl
XPaHUTb 3/1EKTPOHHbIE JOKYMEHTbl B TOM (popmaTe, B KOTOPOM OHW Obl/IN OTMPAB/IEHbI WK
NnoslyyYeHbl, MO3BONAKOLWEM YCTAHOBUTb, YTO OTMNPAB/IEHHbIE WAW MONYYEeHHble [aHHble,
cofepxawmecs B 3MeKTPOHHOM COOOLWEHUN, HE WCKaXKEHbI; XpaHWUTb BXoAdAwme W
ncxopsLLme 3N1eKTPOHHbIE JOKYMEHTbI B COOTBETCTBUM CO C/eAyoWwmMmn TpeboBaHNAMN:

1) BXOAALLMEe 3/1eKTPOHHbIE [AOKYMEHTHI, MpolleAline MPOBEPKY MNOAMUHHOCTU
AUIM, [0MKHbI  XpaHUTbCA COBMECTHO ¢ CepTuukatom YdyacTHuMka Cuctembl w
CNY>KeOHbIMW YBEAOMIEHNAMMN O MNONYYEHUMN 3/IEKTPOHHOIO AOKYMEHTA,;

2) BCE MUCXOAALME  3NEKTPOHHble  AOKYMEHTbl  AO/DKHbl  XPaHUTbLCA  CO
CNY>XeOHbIMWU YBELOMNEHUAMMN O MOJIYYEHUWN 3NEKTPOHHOIO [LOKYMEHTa, (POpMUpYEMbIMU
NPUHMUMALOLLLEN CTOPOHOMN.

3) CpoKM XpaHeHWs 3NeKTPOHHOro [OKYMeHTa [O0/DKHbl COOTBETCTBOBATH
CPOKaM XpaHeHus, YCTAHOB/IEHHbIM A1 LOKYMEHTOB Ha OYMaXKHbIX HOCMTENAX.

MpyM nonyyeHUM 3MEKTPOHHON KOMUKM OTBeTa Ha MEXBELOMCTBEHHbIA 3anpoc

OO/1XKHOCTHbIE nnyga A,U,MI/IHI/ICTan'VIVI, OTBETCTBEHHbLIE 3a Harnpas/eHne



MeXBeLOMCTBEHHbIX 3arpocoB, OCYLECTBAAT 006paboTKy MOCTYMUBLLUUX 3MEKTPOHHbIX
JOKYMEHTOB, NPOBepKYy nognnmHHocTh JLIM. Ecnm gna okasaHus MyHUUMNANbHOW YCnyru
HeobXxoaMMa OGymaxHas Konusa 3anpawwuvBaeMoi WHGoOpMauumn, TO K 31eKTPOHHOMY
JOKYMEHTY MpuKnagblBaeTcsa ero 6ymaxHas KOMnusi ¢ NMOMEeTKOM O TOM 4TO BGyMakHblii
BapMaHT COOTBETCTBYET 3/IEKTPOHHOMY.

OcyluecTBneHNe fanbHEWWNX afMUHUCTPATUBHBLIX MNpoueayp npeaocTaB/ieHns
MYHULMNANbHOW  YCNyTu NPOUCXOAMT B COOTBETCTBUM  C  YTBEPXAEHHbIM
aAMUHUCTPATUBHBIM pernameHToM npegocTaBneHuns MYHULMNANbHOM ycnyru

ALMUHUCTpaLnn.

10. OPTAHVSAUVA OOKYMEHTAUMOHHOIO OBECIMEYEHNA B
AOAMNHNCTPALNUN HAXOAKUHCKOIO NMOPOACKOIO OKPYTA

10.1. Pa3paboTKa 1 BefileHe HOMEHKNATYpbI Aen

10.1.1. HomeHKknatypa fen - CUCTEMATU3MPOBAHHbLIA MepeyeHb 3aro/ioBKOB
(HaumeHOBaHWI) fAen, 3aBOAUMbBIX B opraHax AAMUHUCTPaLUKM, C yKasaHMeM CPOKOB WX
XpaHeHUs, 0hOPM/IEHHbI B yCTAaHOBNEHHOM MOPAAKE.

10.1.2. HomeHknatypa Aen ucnonb3yerca [AAA TPYNNUPOBKM  UCMOIHEHHbIX
LOKYMEHTOB B fena, CMcTemMatusaunn u ydeta fef, onpepeseHUs CPOKOB UX XPaHEHUA U
noucka [OKyMeHTOB. HoMeHKnaTypa fen ABNAeTcs OCHOBOW ANS COCTaB/ieHUs Onuceit gen
MOCTOSAHHOTO W BpeMeHHOro (cebiwe 10 f1eT) XpaHeHus, a TakxKe yyeTa Aefl BpeMeHHOro (4o
10 neT BKAHOUUTENBHO) XpPaHeHus.

10.1.3. HomeHKnatypa aen ABnseTCA OCHOBOW ans (hopmMupoBaHus
JOKYMEHTanbHoro ¢oHga AgMWHUCTpaLMK, opraHoB AAMUHUCTPaUuKN. [OKyMeHTalbHbIi
oHp ALMUHUCTpaUUn, (YHKUMOHANbLHOro (0TpacneBoro, TeppuTOpManbHOr0) opraHa -
COBOKYMHOCTb [OKYMeHTOB, ob6pasylowumxca B npouecce ee (ero) AesTeNbHOCTU.
[JOoKyMeHTanbHbll  POHL  AAMUHUCTPaUMK, opraHa AAMUHUCTpPaLMM  COCTaBAAKOT
LOKYMEHTbIl, CO3flaHHble B ALMUHUCTPaLUK, opraHe ALMUHUCTPALUM U MNONYYEHHble el
(um) B pesynbTate B3aMMOEWCTBMA C APYrMMU OpraHamu ynpaBfieHWUsi, opraHu3aumsaMn u
rpaxgaHamu.

10.1.4. OTBETCTBEHHOCTb 3a COCTaB/ieHWe HOMeHKnaTtypbl Aen, nNopsAfokK

(opmMunpoBaHMs U 0HOPMAEHUN feN, 06ecneyeHne Ux yueTta M COXPaHHOCTU, OpraHu3aluio



nepefayv fen B apxXvMB HeCeT  MYHUUMNANbHbIA  cnyXawuii  AQMUHUCTPaLuUK,
OTBETCTBEHHbIN 3a BefeHWe [e/IoNpon3BOACTBA B OpraHe AgMUHUCTpaLUn.

10.1.5. CBofiHad HOMeHKnaTypa fen cocTaBnfeTcAa OTAeNIOM [enonpou3BOACTBa
ALMUHUCTPaUUKN MO yCcTaHOBNEHHOW hopMe (npunoxkeHne Ne 22) u3 HOMeHKNaTyp fen
opraHoB  ALMUMHUCTpaLUKW, He  ABNAOWUXCA  CaMOCTOATE/NIbHbIMU  UCTOYHUKAMU
KOMMN/EKTOBaHNUA apXWBHOro oTAena AAMWUHUCTPaALUK, YTBEPXKOAETCA PYKOBOAUTENEM
annapata AAMUHWACTpauuM nocfie ee  COrfacoBaHMA C  3KCNEPTHO-MPOBEPOYHOW
mMeToAM4YecKon Komuccuen (ganee - IMMK) apxuBHOro otgena ALMUHUCTpPaLMU He
no3gHee KOHLA TeKyLero roga v BBoguTca B geictene ¢ 01 sHBapsa cnefyroLero roga.

10.1.6. HomeHKnaTypa aen opraHos ALMUHUCTpauUmn, ABNAKOLLLMXCA
CaMOCTOATE/IbHbIMU UCTOYHUKAMM KOMMNNEKTOBAHWUA apXMBHOro oTthena ALAMUHUCTpaLUunu,
He BXOAALWMX B CBOAHYK HOMEHKNATypy fen, COCTaBNAETCA MYHWULUMNANbHbLIM CAyXawum
AOMUHUCTPALUKN, OTBETCTBEHHbLIM 3a BefeHWe [eNonpou3BOACTBA, COrNacoBbLIBAETCA C
OMNMK apxuBHOro otgena AAMUHUCTPaUMW U YTBEpPXAaeTcd 3amMecTUTesleM [/aBbl
ALMUHMCTPaUMN He NOo3[Hee KOHLa TeKyLlero roga u seoautca B fgeilcteme ¢ 01 AHBaps
cnepytloLlero roga.

10.1.7. CBogHaa HOMeHKNatypa gen AgMUHUCTpaLMM U HOMEHKIaTypbl Ae/l OpraHoB
AQMUHUCTpaLMN, ABAAKOWMNXCA CAMOCTOATE/NIbHbIMA  UCTOYHUKAMU  KOMIMJIEKTOBAHUA
apxmBHOro otgena AAMWUHWUCTpauun, cornacosbiBatoTca IMNMK apxuBHOro otaena
AQMUHUCTPALMN OLUH pa3 B NATb IeT».

10.1.8. B cny4yae M3MeHeHMs (YHKUWIA W CTPYKTYpbl (PYHKLMOHANbHLIX OpPraHoB
AQMUHUCTpaLMM CBOAHAA HOMeHKnatypa Aen AQMWUHUCTpauuMM W HOMEHKNaTypbl fen
opraHos ALMuHUCTpaLun, ABNAOLLUXCH CaMOCTOATE/NbHbIMU NCTOYHNKaAMMU
KOMMNNEKTOBAHMUA apXMBHOro oTtgena ALMUHUCTpaLUW, NOANMEXUT nepepaboTke u
cornacosaHuto ¢ ANMK apxmBHoro otgena AAMUHUCTPALNN.

10.1.9. BHOBb  CcO34aHHbIA  opraH  AAMUHUCTpauuMm  o6s3aH  paspaboTaTb
HOMEHKNaTypy Aen B MeCAYHbIA CPOK M NPeAcTaBUTbL ee Ha CcornacoBaHne N yTBepXieHue B
aHaNorM4YyHoM NocneaoBaTelbHOCTH.

10.1.10. CocTaBneHU0 HOMEHKNATypbl Aen npeAlwecTByeT M3y4YeHMe COCTaBa,
coflepXXaHns M KONMYecTBa [OKYMEHTOB, 00pasyloluxcs B Mpouecce AesTeNbHOCTU
ALMUHUCTpaUUK, opraHoB ApMuHucTpauuun. [Mpy 3TOM  KUCNONL3YKOTCA: MNOMOXKEHUA
opraHoB AAMUHUCTpauumM, naaHel WU OoT4yeTbl 06 MX paboTe, LITaTHble pacnucaHus,

AEeNCTBYIOLME MEPEYHN AOKYMEHTOB, HOMEHKNATYpPbl AeN 3a NPOL/bIe TOAbl, UX MePEeYEHb,



onucu fgen MOCTOAHHOrO W [O/ITOBPEMEHHOro XpaHeHwus (cBbiwe 10 neT), cnpaBOYHbIE
KapTOTeKW.

10.1.11. Cxema nNOCTPOEHMA HOMEHKNATypbl [en OCHOBbIBaeTCA Ha LUTATHOM
pacnucaHum AQMUHUCTpPaLUN.

10.1.12. B HOMeHKnaTypy Aen BK/IK4alTCA BCe [AOKYMEHTbl, 06pasyrolimeca B
npouecce feATeNbHOCTU opraHoB ALMUHUCTpaLnK. He BKOYAKOTCA B HOMEHKNATypy Aen
neyaTHble M3faHUsi, COOPHMKU NOCTaHOBMeHUI [paBuTenscTBa Poccuitickon depgepaumm,
Ol0NIeTEHN HOPMATUBHbLIX aKTOB MWHUCTEPCTB W BeAOMCTB, OJ/IIETEHN TeKyLero
3aKoHofaTenbLCcTBa M T.4.

10.1.13. 3anosiHeHue rpad HOMeHKAaTypbl gen.

B rpade 1 «MMHAekcbl gen» HOMeHKNaTypbl Aen MPOCTaBASATCA WHAEKCHI KaXaoro
fiena, BKNOYEHHOro B HOMEHKIatypy

WHOekc pgena cOCTOMT U3 YCNOBHOrO UM(POBOro o603Ha4yeHUs (MHAEKca) opraHa
ALMUHUCTpaUUK, LUPPOBOro 0603HAYEHUA CTPYKTYPHOro 0603HaYeHUA BHYTPM OpraHa
AOMUHUCTPALUM NO WTATHOMY pacnucaHuio (UAK HanpasneHwus [eATeNlbHOCTU, ecnu
OTCYTCTBYIKOT CTPYKTYpHble nofpasfeneHus) u MNopsagKoBOro HoMepa 3arofioBka fefa B
npefenax CTPYKTYpPHOro nogpasgeneHuns (HanpaefeHUs AesaTeNbHOCTH).

NHpaekebl gen o6o3HavaloTcA apabckumu umgpamu. Hanpumep: 26-02-01 (rpe
26 - WHAOeKc opraHa AgMuHucTpauun (26 - «TeppuTopuanbHOe yrpas/ieHMe «MOCENOK
BpaHrenb»), 02 - uudgpoBoe 0603HaAYeHMe HanpaB/ieHUA [eATeNbHOCTU  opraHa
AnmuHuctpaunn («OpraHmsaunmoHHble OCHOBbI ynpaBfieHus»), 01 - NopsLKOBbIA HOMep
3arofioBKa fiena B pasfesie HOMeHKNaTypbl («10N0XEeHWEe O TEPPUTOPUAILHOM YrpaB/ieHUn
«Mocefiok BpaHresnb» - nepBoe eNn0 BO BTOPOM pasfjene).

B TeueHne cpoka [eACTBMA HOMEHKNatypbl [en B Hell CBOEBPEMEHHO
NpoCTaBNAKTCA OTMETKM O 3aBefleHUn Aen, 0 Nnepefaye UX B apxXuB, 0 Nepexofdlnx aenax,
0 BbIAENEHUN [eN K YHUUTOXEHWUIO.

B rpagy 2 HOMeHKnatypbl [fen BKIYalTCA 3arofoBku (HaMMeHOBaHMA) gen
(TomoB, yacTei).

3aronoBokK fgena 4eTko, B 0606LIEHHOW (hOpMe OTpaxKaeT OCHOBHOe cofepXXaHue u
cocTaB AOKYMeHTOB fena. OCHOBOW A4 3arofioBka fAenl ABNSKTCSA BOMPOCHI, OTpaxaroLiune
3afaun  u  yHKUMM  ALMUHACTpauumn, opraHa ApmuHuctpaumu. HavmeHoBaHuMA
LONONHAKTCA YyKasaHWeM pofa 3aBOAMMOro pfena WM pasHOBUAHOCTU [LOKYMEHTOB

(nocTaHOBNEHNS, pacnopsXKeHUs, NpuKasbl, MPOTOKONbI 1 T.4.)



Ecnu pgeno, BKNOYaemoe B HOMEHKNATypy fAef, COCTOUT U3 O4MHaKOBbIX BUAOB WK
paSHOBI/IAHOCTEVI OOKYMEHTOB, B 3aro/IoBKE TaKOro pgena YyKa3blBaeTCA HaMMEHOBaHWE

BAOB [OKYMEHTOB, Hanpumep:

[Npukasbl ynpasneHmsa 06paSOBaHI/IF| MO OCHOBHOIA LeATENbHOCTN

He pekomeHayeTcs ynoTpebnaTb B 3aronoBKe fefia HEKOHKPETHble (hOpPMY/IMPOBKY
(«pa3Hble MaTepuanbl», «0bLlLas nepenncka» u fp.), a TakXe BBOAHbLIE C/0BA W C/IOXKHbIE
060pOoTHl.

3arofioBoK gena COCTOUT U3  3/IEMEHTOB, pacnofiaraeMblX B  CleayroLlen
nocnefoBaTe/lbHOCTW: Ha3BaHWe BuAa gena (Nepenuncka, XXypHan v 4p.) Wi pasHOBUAHOCTM
AOKYMEHTOB (MPOTOKOMbI, NPUKasbl M Ap.); Ha3BaHWe opraHa AAMUHUCTpauumn (aBTop
AOKYMEHTA); Ha3BaHWEe opraHm3auun, KOTOpou OyayT agpecoBaHbl UM OT KOTOPOW OyayT
NoNyYeHbl AOKYMEHTbl (afgpecaT WM KOPPECrnOHAEHT AOKYMEHTa); KpaTKoe COoAep)KaHue
AOKYMEHTOB feNna; Ha3BaHMEe MeCTHOCTWU (TeppuTopuun), C KOTOPOM CBS3aHO COAEpPXKaHue
AOKYMEHTOB Aena; gata (nepmog), K KOTOpbIM OTHOCATCA LOKYMEeHTbl Aena.

B 3aronoBkax fen, cogepXawinmx AOKYMEHTbI N0 O4HOMY BOMPOCY, HO He CBA3aHHbIX
nocrefoBaTeNIbHOCTbIO WCMOMHEHWUA, B KayecTBe Buaa fena ynoTpebnserca TepMuH
«[JOKYMeHTbl», a B KOHLe 3arosioBKa B CKOOKax yKa3blBalOTCA OCHOBHblE PasHOBUAHOCTM
[OKYMEHTOB, KOTOpble LO/MKHbI ObITb CrpynnupoBaHbl B Aefie (0630pbl, CBOAKW, CNpaBKu U
T.4.), Hanpumep:

[OKYMEHTbI 0 paccMOTpeHun obpaleHnin  rpa>kgaH  (0630pbl,  CBOAKM,
aHa/IMTUYeCKne CrpasKu)

B 3aronoBkax fen, cofepxaliux Nepenncky, yKasblBaeTcs, C KEM W MO0 KakoMmy
BOMPOCY OHa BefeTcs.
B 3aronoBkax fefl, COAepXalluX Mepernncky C OJHOPOAHLIMU KOPPECMOHAEHTaMK,

nocnegHMe He yKasbiBalOTCA, a YKa3blBaeTCAa UX 06LLl|ee BNA0OBOE Ha3BaHWE, Halnpumep:

Mepenucka C apXMBHbIMW YYPEXKAEHUAMU O KOMMNNEKTOBAHWM APXMBHOrO (hoHAa
Poccuiickoii defgepauym Hay4YHO-TEXHUYECKOW AOKYMEHTauuen

B 3aronoBKax fen, cojepxXawmx MNepenucky C pasHOPOAHbIMU KOPPECMOHAEHTaMu,

nocnegHMe He nepevymncnarTca, Hanpumep:



Mepenucka 06 opraHM3auuMy  CEMUHAPOB W  COBellaHWiAi no  Bompocam
NOKYMEHTMPOBAHMSA YNPaBNeHYECKOW AesTeNbHOCT!

B 3aronoBke yKa3blBaeTCsi KOHKPETHbI KOPPECNOHAEHT, ecnu Mepenucka BeaeTcs
TOMbKO C HUM.

B 3aronoBkax fen, cofepXawux nMAaHOBYK WM OTYETHYH AOKYMEHTauuto,
yKa3blBaeTcs nepuof (KBapTtasn, rof), Ha (3a) KOTOPbIN COCTaB/eHbl MaHbl (OTYETHI).

Ecnn pgeno 6yaeT cCOCTOATb M3 HECKOJIbKMX TOMOB WM YacTeil, TO COCTaBNSETCSH
00 MIA 3aronoBOK Aena, a 3aTeM MpuM HEOO6XOAMMOCTM COCTaBNAKTCA 3aro/loBKU KaXKAoro
TOMa (4acTu), YTOUHSAKOLWME CofepXaHne 3aronoBka gena.

MopsAfOK pacnofioXeHWs 3arofioBKOB [eNn BHYTPWU pasfenoB M NoApasfenos
HOMEHKNATYpPbl Aefl onpefenseTca CTeNeHbo BaXXHOCTU LOKYMEHTOB, COCTABMAKOLWMNX Aena,
MW UX B3aMMOCBA3bID. BHauyane pacnonaraloTcA  3aronoBKM  fen,  cofepxawymx
opraHunsaunoHHO-pacnopsanTesibHble LOKYMEHTbI. [lanee pacnosiaratoTcd 3arofioBKu fen,
cofiepXalwmx naaHoBble N OTYETHble AOKYMEHTbI, U T.A4.

3arofioBKM fenl MOryT YTOUYHATLCA B npouecce popmMmpoBaHnsa U ohOpMIEHNS [den.

Mpaha 3 (KonmMuyecTBO Aen, TOMOB, 4acTel) 3anonHAeTcAs B KOHUE roga, rae
yKa3blBaeTCs KO/IMYECTBO fef, 06pa3oBaBLUMXCA B Ae/I0NPON3BOACTBE.

B rpade 4 ykasbiBaeTCA CpPOK XpaHeHUs [ena, HoOMepa cTaTeli Mo MepeyHaMm
(TvnoBOMY, BeAOMCTBEHHbLIM) CO BCEMW OTMETKaMW W NPUMEYaHUAMWU, UCMOMb3yeMbIMU B
nepeyHsax. Ecnu ctaTbsd Mo nepeyvyHo MMeeT OTMeTKYy «3K», To eé cnegyet nepeHoOCUTbL B
HOMEHKNaTypy Jefl, TaKk KaK OHa O3HayaeT, 4YTO fAaHHOe [Jeno MOAJNeXWUT MPoCcCMoTpy
3KCNepTHON Komuccueln. OKOHYaTeNbHOE pelleHne 0 AasibHeillemM XpaHeHUU [OKYMEHTOB
C OTMeTKOW «3K» npuHMMaeT 3KCNEPTHO-MPOBepOYHas MeToAMYecKas Komwmccus
apXMBHOro otgena ALMUHUCTPaLMN.

CpoKM XpaHeHMs, YKa3aHHble B MNepeyHsaAx, ABAAKTCA 0683aTeNlbHbIMU, W
COKpalleHMe UX He pgonyckaetcda. [lpu HeoOXOAMMOCTM  paspeLlaeTca  XpaHeHue
[OKYMEHTOB CBbILLE YCTAHOB/IEHHOIO CPOKa.

B rpage 5 «[pumedaHue» yKas3blBaeTCs Ha3BaHWe MepeyvyHel [OKYMEHTOB,
MCMNOJIb30BaHHbIX MPW OMpefeNneHn CPOKOB XPaHEHUA fJen, NPOCTaBNATCA OTMETKU O
3aBefleHMn fgen (B TOM 4ucne, B 3/1EKTPOHHOM BUAE), O Mepexofawmnx genax (Hanpumep,

nepexofsuiee ¢ 2018 roga), 0 BblAENEHUN [N K YHUUTOXEHUIO, O NNLAX, OTBETCTBEHHbIX



3a (opmupoBaHuWe fen, O nepejaye fJen B APYroi (YHKUMOHaNbHbIA OpraH Aans
NPOAOC/MHKEHUA 1 ap.

Ecnv B TeuyeHue roga B (YHKUMOHANbHOM opraHe AAMUHUCTPALUMA BO3HUKAKOT
HOBblE [OKYMEHTMPOBAHHbIE YYacTKM paboTbl, Ha HUX (HOPMUPYIOTCS COOTBETCTBYIOLLUE
[ena, OHW [AOMOMHWUTENbHO BHOCATCS B HOMEHKNatypy. [Ans BHOBb 3aBOAUMbIX [eN B
KaXX[JOM pasfenie HOMeHKNaTypbl OCTaBNSOTCA pe3epBHbIe HOMepa.

Mo OKOHYaHMM Troja B KOHLE HOMEHKNaTypbl [enaeTcsd WTOroBasi 3anucCb O

KONu4yecTBe 3aBefleHHbIX aen (TOMOB).

10.2. dopmupoBaHuMe fen U UX TeKyllee XxpaHeHne

10.2.1. ®opmupoBaHNe fAen - rpynnupoBKa WCMONHEHHbIX AOKYMEHTOB B fJena B
COOTBETCTBUW C HOMEHKNATYPOW AeN U cucTematmsayns JOKYMEHTOB BHYTPY fena.

10.2.2. Mpwu opmmnpoBaHMK aen HEOO6XO0AMMO COob6N0AaTh creayrLlme npasuna:

nomewiats B Ae/10 WCNONHEHHblE [OKYMEHTbl, COOTBETCTBYHOLMWE MO CBOEMY
COep>KaHMI0 3aroNoBKY Aena no HOMeHKNaType;

nomeLatb BMECTe BCe AOKYMEHTbI, OTHOCALLMECA K paspeLleHnto 04HOro BOMNpoca;

nomMeLLaTb NPUNOXKEHUS BMECTE C OCHOBHbLIMW AOKYMEHTaMU;

rpynnuposaTb B [efl0 LOKYMEHTbl OLHOr0 KafeHAapHOro roga, 3a WCKAHYEHUEM
nepexoaaLinx gen,

pasfleNlbHO rpynnupoBaTb B Aena AOKYMEHTbl MOCTOAHHOIO UM BPEMEHHbIX CPOKOB
XpaHeHus,

BK/OYaTb B [1€/10 MO O4HOMY 3K3eMNAapy KaxKAoro JOKYMEeHTa,

nomewiats B Aena akcorpammbl, Tefierpammbl, TeneqoHOrpammbl Ha 06LWMX
OCHOBaHMAX; MomewaTb B [Aen0 [LOKYMEHT, MNPaBW/IbHO W MOAHOCTbHO OMOPMIEHHbIN
(LOKYMEHT JO/MKEH UMETb AaTy, NMOAMUCH U AP. PEKBU3UTLI);

He MoMelLaTb B [eN0 AOKYMEHTbl, Moanexaliue BO3BpaTy, NULIHUE 3K3eMMNIAPbl U
4YepHOBMKM (32 UCKHOYEHNEM 0COO0 LEHHbIX);

no 06bemy [eno He LO/MKHO npesbiwars 250 NMCTOB Mpu TONWMHE He 6onee 4 cMm
(TonwmHa gen co cpokamu xpaHeHus Ao 10 net He fos/mkHa npesblwatb 10 cm). MMpu
NPeBbIWEeHNN AaHHOT0 o6beMa 3aBOAUTCA BTOPOW TOM. IMpu Hannunn B Aene HeCKONbKUX
TOMOB (4acTeil) MHAEKC W 3aroN0BOK fena NpoCTaBNATCA Ha KaXA0M ToMe ¢ fob6aBneHnem

0603HauYeHNn: «Tom 1», «Tom 2» N T.A.



Homep fena, B KOTOPOe A0O/XKEH 6bITb MOAWMUT LOKYMEHT, ONpeAensieT UCMONHUTENb.
Ha foKymeHTe npoctaBnaeTcsa oTMmeTka «B geno Ne...», pata.

10.2.3. [JOKYMeHTbl BHYTpM [efla pacnonaratoTcs CBEPXY BHU3 B XPOHOOrMYECKOA,
BOMPOCHO-/10MMYECKOM NOCNeL0BaTENbHOCTA UM UX COYETAHUMN.

PacrnopsaguTenbHble 4OKYMEHTbl TPYNnupyrTca B Aena No BugaMm 1 XPOHONOrun C
OTHOCALLMMUCAH K HAM MPUNONKEHNAMMU.

MMonoXxeHns, ycTaBbl, MHCTPYKUUWN, YTBEPXAEHHbIE MPaBOBbIMW aKTaMu, ABMAKTCA
MPUIOXEHUAMMN K HAM 1 TPYNMNUPYIOTCA BMECTe C YKa3aHHbIMU LOKYMEHTaMM.

MpuKasbl N0 OCHOBHOW [eATe/NIbHOCTU TPYnnupytTCca OTAe/IbHO OT MPMKasoB Mo
NNYHOMY COCTaBy.

MprKasbl onepaTMBHOro Xxapaktepa (0 KOMaHAMPOBKAX, OTMYCKaX, B3bICKaHUAX)
(hopmupyroTCA B 0TAE/NbHOE Aeno.

lMpoToKOoNbl B fene pacnonaralTCa B XPOHO/MOrMYECKOM MopsafKe Mo HOMepam.
[ OKYMEHTbI K NPOTOKONAaM, CrpynnupoBaHHble B OTAENbHbIE fena, CUCTEMATU3NPYIOTCA Mo
HOMepam MPOTOKO/0B (Mpu HebonbWMX 06BbEMAX - TPYNMAUPYHOTCA BMECTE C NMPOTOKO/IOM).

YTBepXAEHHbIE MMaHbl, OTYETbl, CMeTbl, JIMMUTbI W [APYyrue [OKYMEHThI
rpynnupyoTcA OTAE/bHO OT NPOEKTOB.

MMepenucka rpynnupyeTcd, Kak nMpaBuio, 3a Mepuof KaneHjapHoro roja W
cucTemaTusnpyeTcs B XPOHOJIOTMYECKOW  MOCNefoBaTeflbHOCTW;  [OKYMEHT-OTBeT
noMeLtaeTcs 3a  [LOKYMEHTOM-3anpocom. [lpu  BO30OHOBNEHUM  Nepernucku Mo
onpejeneHHOMY BOMPOCY, HayaBlUeilcs B Mpeablgyliem rogy, AOKYMeHTbl BKIHOYalOTCA B
[leNo TeKyLlero roja c ykasaHuem nUHAekca fena npefblayLiero roga.

[ OKYMeHTbI B IMYHbLIX Aenax pacnonaratoTcad B XPOHONOTMYEeCKOM MOPAAKE MO mepe
NX NOCTYNNEHUS.

NlvueBble cuyeTa MYHMUMNANbHbLIX CAYXaWMUX TPYNMNUPyOTCA B CaMOCTOATENIbHbIe
fena 3a KaneHgapHbI rog v pacnonaratotcs no angasuty Gamuini.

Ob6paleHns rpaxpgaH no Bomnpocam [eATeNlbHOCTW AAMUHUCTpauUn, OpraHos
AAQMUHUCTPaLUM N BCe LOKYMEHTbI MO WX PacCMOTPEHMUIO U UCMOJIHEHUIO TPYyNnnpyroTCca
OTAeNbHO OT 06paLleHnin rpaxaaH no MHbIM BOMPOCaM.

10.2.4. lena NOCTOSHHOIO XPaHEHWA Mognexart OPOPMIEHUIO MPU UX 3aBELEHUN U
no 3aeepleHun roga. OdopmieHne fena MNPOBOAUTCA MYHULMUNANbHLIMK CAY>Kalumu
COOTBETCTBYIOLMNX OpraHoB AAMUHUCTpaLUM MpU  MeTOAUYECKOW MNOMOWM W MO

KOHTPONEM apXMBHOI0 oTaena ALMUHUCTPaALUN.



10.2.5. B 3aBUCMMOCTM OT CPOKOB XpaHEHWA NPOBOANTCA MOJIHOE WAW YacTUYHOE
oopmneHve pfen. MosHOMY OMOPMAEHUIO MOAMEXAT fefla MOCTOAHHOr0, BPEMEHHOro
(cBbiwe 10 fnieT) XpaHeHUs W N0 JAMYHOMY cocTaBy. [losHoe odopmneHve pena
npegycmaTpusaer:

MOALUNBKY WAV NepenneT aena;

HymepaLuio INCTOB B Aene;

COCTaBNeHMe nucTa-3aBeputens gena (npunoxkeHune Ne 23);

otopMmieHEe PEKBM3UTOB 0610XKKM fAenia No yCTaHOB/IEHHOW (hopMe;

COCTaB/IeHME B HEO0OXOAMMBIX C/lyyYasX BHYTPEHHeil onucu [OKYMEHTOB fena
(npunoxxeHne Ne 24);

BHECEHME Heo6X0AMMbIX YTOUHEHUI B PEKBU3NTbI 00/0XKW fena (npocTaBrieHue
KpaHWX JaT gena).

10.2.6. O610XKW Aena NOCTOSAHHOro, BpeMeHHoro (cebiwe 10 neT) XpaHeHMsa K no
NIMYHOMY COCTaBy OGOpPMAAKTCA N0 YCTaHOBMEHHOW copme. Ha 0610XKe pgena
YKa3blBalOTCA  PEKBM3UTBLI:  aAMUHUCTpauma  HaxOLKMHCKOro  rOpPOACKOr0  OKpyra,
HaMMeHOBaHWe (YHKUWOHaNbHOro opraHa AAMWHUCTpauUMK; WHAEKC fAena, HOMep pfena
(Toma, yacTu); 3arofsioBoK gena; garta gena (Toma, 4acTtu); KOMYECTBO IMCTOB B fefie; CPOK
XpaHeHus fena; apXmBHbIN WKdp gena.

PekBM3NTbI, NpoCTaB/lsieMble Ha O00/10)KKe f[ena, OQOPMAATCA CNeAyHLUM
obpasom:

HauMeHOBaHMe (hYHKLMOHaNbHOro opraHa ALMWHUCTpauuUM -  yKasblBaeTcs
MONHOCTbIO, B UMEHUTENILHOM Najexe, B COOTBETCTBUN C YTBEPXAEHHON CTPYKTYpPONA;

WHAEKC fena - NpocTaBnfeTcs UuppoBoe 0603HaUYeHMe fefla N0 HOMeHKaType aern;

Homep aena (TomMa, 4yacTm);

3aronoBOK fefia - NepeHoCUTCA U3 HOMEHKNaTypbl 4en, cornacoBaHHon ¢ AMMK;

farta flena - ykasblBaeTcs rof(-bl) 3aBefleHUs N OKOHYaHWA fen B [e/I0NpPou3BOACTBE.

[aToii fen, cofepXalwmx pacnopsaguTenbHyl0 [OKYMeHTauui, a Takke fJen,
COCTOALWMX M3 HECKONIbKMX TOMOB (4acTei), ABNAAOTCA KpaiHWe AaTbl AOKYMEHTOB fAena,
T.e. AaTtbl (4ncno, Mecsy, rof) perumcrpauum (COCTaBNeHMA) CaMOro paHHEro u camoro
NO3AHEro [OKYMEHTOB, BK/IHOUYEHHbIX B Aeno. pu 3TOM 4yucio u rof 0603HavaroTCA
apabckumu Ludpamu, HasBaHWe Mecsua NULIETCA C0BaMMU.

B KOHUe KaxXaoro fena NoCTOAHHOIrO XpaHeHUsa MOALWMBAETCA YMCTbIA 61aHK nUCTa-

3aBepuTens, a B Hayane - OGnaHK BHYTPeHHeid onucu (AN yyeta 0CO6B0O LIEHHBIX



LOKYMEHTOB).

B uenax o6ecneyeHMs COXPAHHOCTM W 3aKpPenjeHus MopagKa pacnofoXeHus
JOKYMEHTOB, BK/IHOUYEHHbIX B f1€/10, BCE JINCTbI, KPOME /INCTA - 3aBEPUTENS U BHYTPEHHEN
OMUCK, HYMEpPYTCA MPOCTbIM KapaHalloM B MNpaBOM BepxHeM Yriy nucrta apabekumu
undpamm.

Ninctol  pen, coCTOAWMX W3 HECKONbKUX TOMOB WM 4acTeil, HymepyroTcs Mo
KaXAOMY TOMY WU YacTW OTLENbHO.

doTorpaduun, YepTexu, guarpaMmbl U Apyrue UANKOCTPaTUBHbIE U Chieuuduyeckme
[LOKYMEHTbI, MpeAcTaBnatoLIMe caMmoCTOATe/IbHbIA NCT B Aene, HYMEePYTCA Ha 060POTHOWA
CTOpPOHE B /IEBOM BEPXHEM YT Y.

MoawnTble B LeN0 KOHBEPTbl C B/IOXEHUAMW HYMEPYKTCA crefytowmum obpasom:
CHayasia KOHBepT, a 3aTeM o4yepesHbIM HOMEPOM KaXKJ0e BNOXXEHME B KOHBEpTE.

Mocne 3aBepLlUeHUs Hymepauuu /NUCTOB COCTABNAETCA 3aBepuTesibHas HaAMuUCh,
KOTOpas pacrnosiaraeTcsi B KOHLE fefia Ha OTAe/IbHOM JINCTe-3aBepuTesie fena, rae undpamu
M MPONUCLI0 YKa3blBaeTCA KONMYeCTBO /INCTOB B JaHHOM fJefie, 0COGEHHOCTU OTAEeNbHbIX
LOKYMEHTOB (YepTexu, poTtorpadmm, pUCyHKN n T.M.).

3aBepuTenbHad  HaANWCb  MOAMUCLIBAETCA €6 COCTaBUTENleM C  YKaszaHUeMm
pacwmnppoBKN MNOANUCK, AOMKHOCTU W [aTbl cOCTaBieHWs. KonnmyectBo NUCTOB B fefe
npocTaBNseTca Ha 06/10)KKe [jeNna B COOTBETCTBUMN C 3aBEPUTENIbHOM HAAMUCHIO.

Cpoku XpaHeHMs [fena Ha 06/10)KKe NPOCTaBAATCA B COOTBETCTBUM C
HOMEHKNaTypoi gen.

Ha fenax NOCTOAHHOr0O XpaHeHUs nNuweTtcs: «XpaHUTb NMOCTOAHHO.

ApXMBHbIWA Wnp gena (Homep ¢oHAa, onucK, fena) Ha 06/10)KKax AeN NOCTOAHHOIo
XpaHeHMs NpoCTaBNsfeTCA B apxuBe opraHa ALMWHUCTpaLUW YepHUamu TO/MbKO nocre
BK/IIOYEHUS 3TUX el B rOA0Bble pasfenbl CBOAHbIX ONuUcein, yTBepXAeHHbIX 3MMK
apxmBHOro otgena MprvMopcKoro Kpas.

Ha o06noXkax [fen MOCTOSHHOrO XpaHeHws npefycmaTpuBaeTcs MecTo [Ans
HanMMeHOBaHWA apxuBa, B KOTOPbIA OyAyT nepefaBaTbCs fena.

Mo OKOHYaHUW rofa B HaANUCU Ha 006N10XKax fAen MNOCTOAHHON0 W BPEMEHHOrO
(cBbiwe 10 neT) XpaHeHUs BHOCATCA YTOUYHEHWUSA: NpyY HecOOTBETCTBMM 3aronoBKa Aen Ha
00/10XXKe COAepXKaHUI MOAWMTLIX AOKYMEHTOB B 3aro/l0BOK fefla BHOCATCSA WU3MEHEHUs u
[ONOJSTHEHNS.

Mpu  MCNONb30BaHUM  3KCNEPT-ManokK Ans  (QopMUpOBaHWS fen B TEKYLLEM



[,enonpon3BoACTBe [0NYCKaeTCA BbIHOCUTb BCE PEKBM3UTbI 0BNOXKW [Aefla Ha TOPLEBYHO
yacTb (KOpEeLWoK narku).

10.2.7. Ana [OKYMEHTOB OMpefe/ieHHbIX KaTeropmin MOCTOSSHHOIO W BPEMEHHOro
CpokoB (cBbiwe 10 NneT) XpaHeHUsA, YYeT KOTOpbIX 0OYyCnoBAeH CneuntuKon AaHHOWM
[OKyMeHTaumMm (0Co00 LeHHble, NMYHbIe Aena W T.4.), COCTaBNSAETCA BHYTPEHHSAS OMNUCb
LOKYMEHTOB fena.

BHYTpeHHAA onucb LOKYMEHTOB fena COCTaBAAeTCA TakXe Ha fena NOCTOSAHHOro u
BpeMeHHOro (csbiwe 10 neTt) XpaHeHUd, eciv OHW COPMUPOBAHLI MO PasHOBUAHOCTAM
LOKYMEHTOB, 3aro/IoOBKM KOTOPbIX He pacKpbiBalOT KOHKPETHOE COfep>kaHue [LOKYMEHTOB.
BHYTpeHHAS onucb cocTaBnseTcs Ha OTAe/IbHOM JIUCTe MO YCTaHOB/IEHHON (hopme, KoTopas
COAEPXUT CBEAEHUA O MOPALKOBbIX HOMepax [AOKYMEHTOB Aena, WX MWHAeKcax, Aatax,
3aronoBKax W HoMmepax NUCTOB [ena, Ha KOTOPbIX PacrnofioXeH KaxAablil AokymeHT. K
BHYTPEHHe OMucKU COCTaBNAETCA UTOroBas 3anucb, B KOTOPOM YyKasblBaeTCcsa uUugpamu u
NPONUCbIO KOIMYECTBO BK/HOYEHHbIX B HEE JOKYMEHTOB U KO/IMYECTBO NINCTOB BHYTPEHHEN
onucu,

BHyTpeHHAA onucb NOKYMEHTOB fefia NoAMUCbIBaeTCA COCTAaBUTENEM C YKasaHUEM
paclwmn@poBKM MOAMUCKU, [OO/MHKHOCTM W [aTbl COCTaBfieHUA onucu. Ecnu peno yxe
nepenneTeHo 1 MOALINTO, TO 3aBEpPEeHHAas COCTaBUTe/leM BHYTPEHHAA OMUCb [OKYMEHTOB
Aena nofKnenBaeTcs K BHYTPEHHE CTOPOHe NNLEBON 06M10XKKN Aena 3a BEPXHUIA Kpai.

10.2.8. [loKyMeHTbl, cOcCTaBfdlowme feno, MOAWMBAKOTCA Ha YeTbipe MNPOKOIa B
TBEPAYH 00N0XKY M3 KapTOHa WaM MepensieTaldTcs C YYEeTOM BO3MOXHOro CBO6GOAHOIO
YTeHMA TeKCTa BCeX [AOKYMeHTOB. [lpu MOAroToBKe pAen K MoAWwuMBKe (MepenseTy)
MeTannn4yeckme ckpenneHus (6ynaBku, CKpenkm) u3 JOKYMeHTOB yAansroTCs.

10.2.9. fena BpemeHHoro (go 10 fieT) XpaHeHUs nognexar YacTUYHOMY
ohopM/IEHNIO: [ONYCKaeTCs fAefla XPaHUTb B Nankax-CKOpoCLInBaTenaxX, MArkmx 0610XkKax,
He MPOBOAUTL MepecucTeMaTusaumio [OKYMEHTOB B fene, /INCTbl He HYMepoBaTb,
3aBepuTeNbHble HaAMUCU He COCTaBNATb. PeKBU3UTbI 0BGNOXKW Aena 3anofIHAKTCA Mo
ynpoLieHHOW cxeMe (6e3 NpocTaBNeHUs apXMBHOIO WKU(pa, KONMYecTsa IMCTOB B [iefe).

10.2.10. C moMeHTa 3aBefleHua Aen B opraHax AAMUHUCTpaLUKN, He ABNAKOLLMXCA
CaMOCTOATE/IbHbIMU UCTOYHNUKAMMN KOMIM/IEKTOBAHUA apXMBHOTO 0TAena AAMUHUCTpaLUK, U
[0 nepefayn B apxme (DYHKLUMOHA/IbHOTO opraHa AAMUHUCTPaUUKM fena XpaHAaTcsa no mMecty
X (hOpMUPOBaHUS.

PyKoBOAUTENN (HYHKLMOHA/bHbIX OpPraHoB AAMWHUCTPAUMM W MyHULUNANbHbIE



cnyxauime AGMUHUCTPaLMK, OTBeYarLme 3a [e/onpon3BOACTBO, HECYT OTBETCTBEHHOCTb
3a COXPaHHOCTb [JOKYMEHTOB W fien.

[na obecrneyeHns COXPaHHOCTM W Yy4yeTa [OKYMEHTOB W f[en, LOCTyna K HUM
NPOBOAUTCA KOMIMIEKC paboT:

co3faHve  ONTUMAaNbHbIX  TeXHU4YecKUX  ((PU3MYECKUX)  YCNOBUWA  XpaHeHus
LOKYMEHTOB W fAen;

pasmMelleHune gen;

NpoBepKa HaM4mMa 1N COCTOAHUA Aen;

cobnoieHne nopsgka Bblgayun gen.

[ena pasMewiatoT B paboyumx KabuHeTax WAM creymasbHO OTBefeHHbIX A8 3TOW
Luenn noMeLlleHUsX B 3anuparowmecs wWkagpbl, cerdbl U T.M., 4TO6bl 06ecneynTb uX
COXPaHHOCTb W 3aliMTy OT BO3AEWCTBMA MblIM U COMHEYHOrO cBeTa. [lena B Wwkadax Ansg mx
yyeta K ObLICTPOro MoOWCKa pacnofiaraloTca BepPTUKa/lbHO, KOPELKamMu Hapyxy B
COOTBETCTBMM C HOMeHKNaTypoW fen. Ha Kopelikax 0610XeK [en yKasblBalTCA WHAEKCHI
no HoOMeHKnatype pen. HomeHknaTypa fen WAM BbINWCKA M3 Hee [MOMeLLalOTCAa Ha
BHYTPEHHEN CTOPOHE LWKada.

Mpu noucke Kakoro-nMbo [LOKYMeHTa BHayase crefyeT HalTW HYXXHbIA 3aro/ioBOK
[ena, a 3aTeM No MHAEKCY fena - COOTBETCTBYIOLLYHO Manky Ha Moske.

10.2.11. lena nOCTOAHHOrO W BpeMeHHOro (cebiwe 10 f1ieT) XpaHeHWs OpraHoB
AOMUHUCTpPaUNKN, He ABNAKOLWMXCA CAMOCTOATE/IbHbIMW WCTOYHUKAMW KOMMJIEKTOBaHUA
apXuBHOro oTgena AAMUHUCTPaUMW, BKAKOYAA [LOKYMEHTbl MO JIMYHOMY COCTaBy,
nepegarwTcs B apxXmB PYyHKLMOHANLHOTO opraHa ALAMUHUCTPaLUN He NO3J4Hee CreaytoLLero
roga nocne ux 3aBepLlieHns B Le/0Npon3BOACTBeE.

[ena BpemeHHoro (go 10 fieT BKAKOUYUTENIbHO) XpaHEHWUA nepefjavye B apxuB
(PYHKUMOHANLHOro opraHa AAMUHUCTpaLUN, Kak NpaBuio, He nognexar. OHU XpaHATCA B
opraHax ALMWHUCTpaALMU W NO UCTEYEHUU CPOKOB XPaHEHUA MOAMEeXaT YHUUYTOXKEHUO B
YyCTaHOB/IEHHOM MOpPsALKe.

Mepegaya fen OCyLecTBAAeTCA NO rpaguKy, COCTABIEHHOMY MYHULMMAIbHbIM
cnyXauwum apxmea (PYHKUWOHANLHOIO OpraHa agMWHUCTpauuMM U YTBEPXAEHHOMY
PYKOBOAUTENAMU OPraHoB AAMUHUCTPaLUKM, NepeaaroLinx LOKYMEHTbI».

10.2.12. Bbigaya fen v Konui LJOKYMEHTOB APYrMM Nonb30BaTeNisM Npou3BOAMUTCA C
paspelleHna pykoBoauTena opraHa ALMWHUCTpauuun. Bbigava fen ocylliecTBnseTca noj

pacnucky. [lena BblAalOTCA BO BPEMEHHOE MO0Mb30BAHWME MYHULMUNANbHBLIM CAYXXalUM



opraHoB AAMUHUCTPaLMMN Ha CPOK He 6osiee 0f4HOro Mecaua. locne NcTeyeHUs ykasaHHOro
CpoKa [eno [O/KHO ObiTb BO3BpalleHO Ha MecTo ero XpaHeHus. CTOPOHHUM
nonb3oBaTensM Aena BblAaldTCA Ha OCHOBAHWM WX MUCbMEHHbIX 3arnpoCcoB C paspeLleHuns
rnaBbl Haxo4KWMHCKOro ropofiCKOro okKpyra wnm pykosoguTens annapara AMUHUCTpaLUn
no aktam. W3bATME [OKYMeHTa W3 Aen  MNOCTOAHHOI0 XpaHeHWs [AonycKaeTcs B
NCKIOUYUTENbHbIX Cyyaax, NpesyCMOTPeHHbIX (efepasibHbIMU 3aKOHaMU, Y NPOU3BOAUTCS
C paspeweHns rnaBbl HaxoO4KWMHCKOro ropofCcKoro OKpyra wan pyKoBOAWUTeNs annaparta
ALMUHUCTpPaUUK, NpU 3TOM B [eNe OCTaeTCA 3aBepeHHad Konua [OKYMeHTa W aKT o
NpUYNHax BblAayn NOAMTUHHUKA.

10.2.13. OpraHusauma onepaTUBHOr0  XpaHeHMs OOKYMEHTOB B  OpraHax
ALMUHUCTpPaUNKN, ABNAIOLWMXCA CaMOCTOATE/IbHBIMW  UCTOYHUKAMUW  KOMIMJIEKTOBaHUSA
apxXuMBHOro otgena ALMWUHUCTPaLUW, OCYLLECTBAETCA aHalornm4yHo, C nepefadverd fen B
apxvB (PYHKLMOHANbHOIO opraHa Ag4MUHUCTpaLUN.

10.2.14. Mpwn  peopraHusaumm wau  NUKBUZAUUM  (PYHKLMOHANIbHLIX  OpraHoB
ALMUHUCTPauum obpasyrolmnecs B UX [OeATENbHOCTU [LOKYMEHTbl B YMOPSAAOYEHHOM
COCTOAHUN TMepefarTCcAa MpaBOMpPeeMHUKY, a Npu OTCYTCTBMM MNpaBOMpeeMHWKa - B
apXuBHbIA 0TAeNn AAMUHUCTpPALMKU B COOTBETCTBUMM C MPUHAAJEXHOCTbIO K UCTOYHMKAM

KOMMNNEKTOBaHUA.

10.3. MoaroToBKa JOKYMEHTOB 1 fieN K Nepeaaye Ha apXMBHOe XpaHeHWe

10.3.1. lMoarotoBka [OKYMEHTOB K Mepefaye Ha XpaHeHWEe B apXUBHbIA OTAen
ALMUHUCTpaLUK BKOYaeT paboTy Mo MNPOBefeHWI0 3KCMepTu3bl LEeHHOCTU AOKYMEHTOB,
(hopMMpOBaHMIO M OPOPMIEHNIO AN, COCTaBNEeHUIO ONUCEN AeN U aKTOB O BbleNeHUun K
YHUYTOXEHUIO JOKYMEHTOB U Aien.

10.3.2. 3KcnepTmn3a LLEHHOCTN [OKYMEHTOB - W3y4yeHue [OKYMEHTOB Ha OCHOBaHWW
KpUTEPUEB UX LLeHHOCTU B Lenax onpejesieHNs CPOKOB XpaHeHUs LOKYMEHTOB 1 0T6opa ux
0/19 BK/IIOYEHMSA B cocTaB ApXMBHOTo oHAa Poccuinickont desepaunu.

10.3.3. 9Kcrneptmsa LEHHOCTU AOKYMEHTOB MPOBOAUTCA: TMPW  COCTaB/IEHUN
HOMEHKNATypbl fen; npu (QOPMUPOBAHUW f[en U MPOBepkKe MpaBUIbHOCTU OTHECEHUA
AOKYMEHTOB K Aenam, npu noArotoBke Aen K nocneayroLemy XpaHeHuo.

10.3.4. OT60p AOKYMEHTOB A/ MOCTOAHHOIO XpaHeHus NPOBOAUTCA HA OCHOBaHWUN

I'IGpE‘-IHEVI OOKYMEHTOB C YKa3aHWEM CpOKa WUX XpaHEHUA W HOMEHKNaTypbl A€ NYTEM



MONIMCTHOrO npocMoTpa Aen. He ponyckaetca oT6op AOKYMEHTOB A/ XpaHeHusa W
BblJie/IeHNA K YHUUYTOXEHUIO TONIbKO Ha OCHOBaHUW 3aro/ioBKOB fefn. B genax NoCTOAHHOIO
XpaHeHus nognexar wu3bATUI0 Ay6neTHble 3K3eMNaspbl  AOKYMEHTOB, YEpHOBUKM,
HeoOpM/IeHHble KOMWM [OKYMEHTOB W He OTHOCAWMecs K BOMPOCY [AOKYMeHTbl C
BPEMEHHbLIMWU CPOKaMUN XPaHEHNS.

Hena ¢ oTmeTkon «3OK» noaBepratoTca TakXKe MOMIMCTHOMY MPOCMOTPY [A/1s
onpegeneHns U BblAefleHUA U3 UX COCTaBa [LOKYMEHTOB, NOAJexawmx MoCTOAHHOMY
XpaHeHuto. BblfefleHHble K3  UX CcOCTaBa [OKYMEHTbl MOCTOAHHOrO  XpaHeHus
NPUCOEAMHAKTCA K OAHOPOAHbLIM AenaM Ui oopMasAKTCA B CAMOCTOATE/NbHbIE Aefa.

OfHOBpeMEHHO C 0T6OPOM LOKYMEHTOB MOCTOSAHHOIO M BpeMeHHOro (csbiwe 10 feT)
XpaHeHUs [ANs Mepejayn B apxuB opraHa AAMUHUCTPaUUM NpPoBOAMTCA OT60p gen u
LOKYMEHTOB BpeMeHHOro (go 10 neT BKIOUUTENIbHO) XPaHEHUA C UCTEKWMMW CPOKamu
XpaHeHua. [Mpn 3TOM YyuuUTbIBAlOTCA TakKue OTMETKM B HOMEHKnatype pfen, Kak «ao
MWUHOBaHMA HAaAOOHOCTU», «MPU YCNOBUN 3aBEPLLUEHNS PEBU3UIA» U T.[.

10.3.5. [Ona opraHusaynn npoBefeHUs IKCMepTusbl LEHHOCTU [OKYMEHTOB B
AQMUHUCTpauuM,  opraHax  AQMUHUCTpaUUK,  ABAAIOWMXCA  CAMOCTOATE/IbHbIMU
NCTOYHMKAMWN KOMMIEKTOBAHNSA apXMBHOrO oTaena AGMUHUCTpaLUK, CO34aeTcA MOCTOAHHO
feicTBytoWwas askcneptHas kKomuccusa (panee - 3K). ®dyHKumm u npaBa OK, a Takxke
opraHusauma paboTbl ONpeAensatTca MNofoKeHUAMN 06 aTUX Komuccusax. MonoxeHne o6
3K AamuHMUCTpauumn yTBepXAaeTcd pyKoBoAuTesnem annapata ALMUHUCTpaLUU mnocne
cornacosaHua JMNMMK apxuBHoro otgena AgmuHucTtpayumn. MonoxeHne 06 OK opraHa
ALMUHUCTpaUNK, ABMAIOWEroca CamMOCTOATE/IbHbIM ~ WUCTOYHMKOM  KOMIMJIEKTOBAHUA
apxmBHoro  otgena  AAMUHUCTpaLUWN, YTBEPXKAAETCA  PYKOBOAMUTENEM  opraHa
AaMuHUcTpaumn nocne ero cornacosaHma 3NMMK apxusHoro otgena AgMUHUCTpaLUN.

10.3.6. OKcnepTtn3a LEHHOCTU [LOKYMEHTOB OCYLLECTB/IAETCA eXerofgHo opraHamu
ALMUHMCTPaAUUN MPU METOLMYECKOA MOMOWM MYHULUNANbHBIX CAyXawmnx apXvMBHOIO
otaena AammHuctpauum n K.

10.3.7. Mo pesynbTaTam 3KCNEpPTU3bl LLEHHOCTWM [AOKYMEHTOB COCTAaBNAKTCA ONUCU
[en TMOCTOSHHOro, BPeMeHHOro (cBbiwe 10 fieT) XpaHeHWA W MO JINYHOMY COCTaBy
(npunoxeHne Ne 25), a TakXe akTbl O BblgeNleHUN el K YHUUYTOXEHUIO

(npunoxkeHue Ne 26).

10.4. OT60p ¥ Nepefayva OKYMEHTOB Ha Nocneaytollee



XPaHEHNE B apXnUB NN YHUYUYTOXEHNE

10.4.1. Onuncb Aen - apxXuBHbLIN CNPaBOYHUK, COofepXXallMil CUCTEMATU3NPOBAHHbIN
nepevyeHb eAUHUL, XpaHeHUs apXMBHOro (OHAA W NpefHa3HaYyeHHbIA ANA UX yyeTa U
packpblTns cogepxaHua. OTAenbHas oOnucb MpeactaBnseTr coboil nepevyeHb fgen C
CaMOCTOSITE/IbHOM  BanoBOW  (MOPALKOBOM)  3aKOHYEHHOW  Hymepauumein.  OCHOBOWA
COCTaB/IEHMA ONUCEN [en ABNAeTCA HOMEeHKNatypa gen.

Onuncu cocTaBnAlTCA OTAE/bHO Ha fefla MNOCTOAHHOro XpaHeHus; Aefla BPEMEHHOro
(cBbilwe 10 neT) xpaHeHuUs; gena no NMYHOMY cocTaBy. Ha gena BpemeHHoro (go 10 ner)
XPaHeHNs ONMUCK He COCTaBNAKTCA.

10.4.2. B onucb Aen MOCTOAHHOIO CpoKa XpaHeHWa BKIHOYAKTCA BCe 3aBefeHHble
fena MnOCTOAHHOrO XpaHeHWs B COOTBETCTBUM C MNOPAAKOM WX PacrofioXeHus B
HOMeHKfaType fen. 3aronoBOK fefla, KOTOPbIA  BHOCUTCA B OMUCb,  AOJ/DKEH
COOTBETCTBOBATb 3aro/IoBKY fiena Ha 06/10XKe.

Onucu gen NOCTOAHHOrO XpaHeHus ALMUHUCTpaUUM 1 opraHoB ALMUHUCTPaLUW,
ABNAIOLLMXCA CAMOCTOATENbHLIMW  UCTOYHUKAMW  KOMMIEKTOBAHUSA apXMBHOr0 OTAena
AJQMWHUCTPaALUKM, COCTaBNAKTCA MYHUUUNANbHLIMU CAYXKallMMKW, OTBETCTBEHHLIMU 3a
[enonpon3BoACTBO, MO YCTAHOB/IEHHON (opMe W NpeAcTaBNsAOTCS B apXWMBHbIA OTAEN
ALMUHMCTPaUMN Ha Ccnefylowmii rog nocfne 3aBeplwleHWs fAen B [e/I0NPOU3BOACTBE
COrNacHo rpaguky, yTBEpXAEeHHOMY pPyKOBOAMTEeNeM annapata AGMUHUCTPaLUN,

10.4.3. Mpwu cocTaBneHMM onucu aen cobngaroTca cneaytolime TpeboBaHus:

3aroNnoBKM feNn BHOCATCA B OMNUCb B COOTBETCTBUM C MNPUHATOM  CXEMOW
cucTemMaTmsaumn fen Ha OCHOBe HOMEHKNaTtypbl fen;

KaXxjoe [efio BHOCUATCA B OMUCb NOA CaMOCTOATENbHbIM MOPALKOBbLIM HOMEPOM
(ecnn geno cocTOUT M3 HECKONIbKMX TOMOB (4acTeit), TO KaxAbld TOM (4acTb), B TOM yucne
c(hopMMpOBaHHOE B OTAENIbHbIA TOM TMNPUIOXEHME K Aefly, BHOCATCA B ONUCb NOA
CaMOCTOATE/IbHbIM HOMEPOM);

NnopsLoK Hymepauumn gen B ONUCKU - BaoBbIi;

NnopsiLoK NPUCBOEHWA HOMEPOB OMNUCAM YCTaHaB/IMBAETCA MO COrnacoBaHUKO C
apXMBHbIM 0TAeNOM ALMUHUCTPALUN,

rpagbl ONUCK 3anONIHAKTCA B TOYHOM COOTBETCTBUM C TEMW CBELAEHWUSAMMU, KOTOpPbIE
BHECEHbI Ha 00/I0XKY fena;

npn BHECEHMN B ONMUCb [Aen HECKOJIbKMX Aen C OAWHaKOBbIMWU 3aron10BKaMu



0003HayeHMe [fen cnoBaMy «TO Xe» He ponyckaetca. OAWHAKOBble 3arofioBKW fen
BHOCATCA B ONUCb MOJIHOCTLIO;

ANA Aen, cofepXKalimx [OOKYMEHTbl HECKONIbKMX NeT, B KOHLEe OMuWCU Kaxpaoro
CNneayroLero roga, 3a Kotopble UMEKTCA AOKYMEHTbI B JAHHOM [ene, AenaeTcs CCbllKa Ha
HOMepa [efl, CofepXaliuMx maTepuanbl 3a AaHHbIA rog (nocne vHTepBana 3a nocnefHei
onucaTeNlbHON CTaTbel KaXK4oro nocrefytoLlero roga).

B onucum mexpy HavmeHOBaHMAMMW (3arosioBkamu) [fen OCTaBifAeTCsA WMHTepBan He
MeHee 1cm.

Mpadha onucn «lpumeyaHua» UCMNONb3yeTCA AN OTMETOK O [Mpueme fJen,
O0COBEHHOCTAX UX (PU3NYECKOro COCTOAHUSA, O Mepefayve gen ApYruMm (OYHKUWOHA/IbHbIM
opraHam AAMWHUCTPALUM CO CCbIIKOW Ha COOTBETCTBYIOLMIA aKT, O Ha/IMYMUN KOMWUIA U T.M.

B KoHue onucu Bcnepd 3a nocrefHein onucaTenbHON CTaTbell fAenaeTcs MTOroBas
3anncb, B KOTOPOM yKasbiBaeTca (LngpaMmu M NPONUCLI0) KOIMYECTBO Aefl, YMUCNALMXCA No
onucK, NepsblA KU NOCNeLHUIA HOMepa AeNl Mo ONMUCK, a TaKXKe 0roBapuBaldTC 0CO6EHHOCTH
Hymepauuun gen B onucy (nMTepHble Y NPONYLLEHHbIE HOMEpPA).

10.4.4. Onucu pen opraHoB ALMUHUCTPaALUUK, He ABNAIOLLUXCA CAMOCTOATE/IbHbIMU
NCTOYHMKAMW  KOMMIEKTOBAHUA apXMBHOIO (oHAa AAMUHUCTpaUMKn, MOAMUCLIBAET
OTBETCTBEHHbI 3a AeN10MNPOM3BOACTBO B OpraHax ALMUHUCTPaL UK.

10.4.5. Onucw gen, NOArOTOBNEHHbLIE opraHaMmy ALMUHUCTpaLUK, He ABNALWMMUCA
CamMOCTOATENIbHbIMU UCTOYHMKAMM KOMMIEKTOBaHUA apXMBHOro otgena AAMUHUCTpaUUK,
C/y>aT OCHOBOMW A/ COCTaBfIeHWA CBOAHOW onucu gen ALMUHUCTPaLMK, Ha OCHOBaHUM
KOTOpOW OTAen [enonpov3BOACTBA CAAeT [ena Ha XpaHeHWe B apXuBHbIA OTAen
AgMUHUCTPaLmn.

10.4.6. CBogHble pasfensl ONUCU [en MOCTOAHHOIO XpaHeHWA COCTaBnAlTCA B
yeTblpex 3K3emnaspax, No JMYHOMY COCTaBY — B TpexX 3K3emnnapax, MOAMNUCHLIBAKOTCA
COCTaBUTENEM CBOAHbLIX pasfenoB oOMNUCKM UM NINLOM, OTBETCTBEHHbIM 33 BefeHue
AeNnonpon3BoACTBa, cornacosbiBaloTcA ¢ K W HanpaBnalTCcA: ONUCU [en MNOCTOAHHOro
XpaHeHUss - Ha MNPOBEepPKY B apXWMBHbIA oOTAen ALMUHMUCTpauMn AA8 nocnegyroLlero
HanpasneHua Ha yTeepxpaeHune INMMK apxuBHoro otgena MNMpuMopcKoro kpas, onucu aen
no NMYHOMY COCTaBy - Ha cornacosaHue ¢ IMMK apxuBHOro otgena AAMUHUCTPALNN.
[Mocne yero onucy yTBepPXAaKTCA pyKoBoaguTenemM annapara AgMuHuctpauumn. Onucu gen
NMOCTOAHHOIO XPaHeHUA W Mo SIMYHOMY COCTaBy OpraHoB ALMUHUCTpaUMU, ABAAKOLLNXCA

CaMOCTOATENIbHBIMMN NCTOYHNKaMW KOMMNJIEKTOBaHWA, YTBEPXKAAKTCA UX PYKOBOAUTENAMN.



OfMH 3K3eMnnsap onucKu fen NOoCTOAHHOIO XpaHeHUA nocne YyTBEPXKAeHMA 0CTaeTca B
apxvMBHOM oTgene MpUMOPCKOro Kpas, fBa 3K3eMmmnnspa - HanpaBNAlTCA B apXWBHbIN
otagen AAMUHUCTpauuMn, 4eTBepTbli - BO3BpawaeTca B opraH  AAMUHUCTpaLuWK,
ABNAIOWMIACA CaMOCTOATE/IbHbIM ~ MCTOYHUKOM  KOMMJIEKTOBAHWUA  apXMBHOIO OTAena
AQMUHMCTpaUMN.

OpAunH 3K3emnnap onucu fen no AUYHOMY COCTaBy MOC/E COrnacoBaHUA OCTaeTCA B
apXMBHOM oTgene ALMUHUCTpaLWUKW, ABa APYrUX nepeparoTca B opraH ALMUHUCTpaLuu,
ABNAKOLWMIACA CaMOCTOATENIbHbIM UCTOYHMKOM KOMIM/IEKTOBAHUA apXmBa.

Mpyn nepegaye [OKYMEHTOB Ha apXWBHOE XpaHeHMe Onucu [O/HKHbl  UMEeTb
TUTY/NbHBIA NUCT, OrNaBneHne, CNUCOK COKPaLLeHHbIX CNOB, MPeancoBue, yKasaTenun.

10.4.7. OT60p [OOKYMEHTOB K YHWUYTOXEHWK 3a COOTBETCTBYHLWMIA nepuog w
COCTaB/leHMe aKTa O BbILENEHUN K YHUYTOXEHWK MPOU3BOAUTCA MOC/e COCTaB/eHUs
CBOAHOW ONuMCK fen NOCTOAHHOI0 XpPaHeHWs 3a 3TOT Mepuos.

Mpy  (OU3NYECKOM  YHUUYTOXEHUUM [OKYMEHTOB C/ieyeT pPYKOBOACTBOBATbLCA
cnefyrowmmm NpuHLUNaMn:

YHUUTOXeHME LO/MKHO Bcerfa ObiTb CAHKLMOHMPOBaHHbLIM;

JOKYMEHTbI, CBfi3aHHble C  MNPeACTOAWMMU  UAN  aKTyalbHbIMU  CyAe6HbIMU
pazbupatenbCTBaMyM W pacc/ieflOBaHUAMMU, He YHUYTOXKAKTCA [0 WCTEYEeHUs CPOKOB
YyKasaHHbIX CyAebHbIX pa3bupaTensCTB WM paccnefoBaHWA W YyCTaHOB/IEHHbIX CPOKOB
XpaHeHus,

YHUYTOXXEeHMEe JOKYMEHTOB [O/HKHO MPOBOAUTLCA TaKUM 06pa3oM, YTOObI COXPaHWUTb
KOH(hMAEHUNANbHOCTb 11060 cofepxKaLlenca B HAX MHopMaunu;

BCE  KOMWUM  [OOKYMEHTOB,  paspelleHHbIX K  YHUUYTOXEHUH,  BK/Yas
KOH(DUAEHUNANbHbIE, CTPax0Bble U pe3epBHble KOMUK, CNefyeT YHUUTOXUTb.

YKa3zaHHble OMNUCK 1 aKTbl paccmMaTpuBaroTCca Ha 3acegaHuy K O0LHOBPEMEHHO.

10.4.8. CornacoBaHHble QK aKTbl O BblJeNeHUN K YHUUYTOXEHUIO YTBepXAaroTcA
pyKoBoAuTenem annapata AGMUHUCTPALMK TONBKO nocne yTeepxaeHnsa SNMMK apxnusHoro
otaena MpUMOPCKOro Kpas onucein aen NoCToAHHOro xpaHeHus, ANMMK apxuBHOro otgena
ALMUHMCTpPaLUN ONuncein Aen no NIMYHOMY COCTaBy; MOCNE Yero AOKYMEHTbl BPEMEHHOrO
XpaHeHWs, BKNOYEHHbIE B aKT, MOTYT ObITb YHUUTOXEHbI.

10.4.9. AKT 0 BblefleHUN K YHUUYTOXEHUID [OKYMEHTOB BPEMEHHOro XpaHeHus
(PYHKUMOHANbHbLIX  OpraHoB  AAMWHUCTpaLuK, ABnArLLMXca CaMOCTOATE/IbHbIM

NCTOYHNKOM KOMMNNEKTOBaHUA apxuBa, COoCTaBNnAeTCA OTBETCTBEHHbLIM 3a



[eNonpoun3BoOACTBO, YTBEPXK/AAETCA PYKOBOAUTENEM (YHKLMOHAMLHOFO OpraHa B MOPSKE,

YCTaHOB/IEHHOM MyHKTOM 10.4.8 HacTosAwen VIHCTpYyKUmMN.

10.5. OnepaTMBHOE UCMONb30BaHMNE apPXUBHbIX JOKYMEHTOB,
XpaHaWwmxca B apxmse AGMUHUCTpaLUK

10.5.1. MyHuuMnanecHble cayxawne opraHos ALMUHUCTPaALMM [OMYCKAKTCA K
paboTe C apXMBHbIMU LOKYMEHTaMW, HaXo4AWMMMUCA B apXuBe opraHa ALMUHUCTpauuu, B
LengxX UCNOSTHEHUS CBOUX CNYXXeOHbIX 0643aHHOCTEN.

10.5.2. ApxunBHble [LOKYMEHTbl MNPeLOCTaBAATCA UM A8 paboTbl B MOMELLEHUU
apxusa opraHa ALAMUHUCTPALUN UNN BHE 3TOTO NOMELLEHUS.

10.5.3. ApxuBHble  pgena,  [OKYMEHThI npegocTaBnalTCA MYHULMNaNbHbIM
cnyxawmm opraHos ALMUHUCTpaLUKN, NnepefaBaBLUMX 3TU AOKYMEHTbI, Aena Ha apxuBHoe
XpaHeHue.

MyHUUMNANbHLIM ~ CNYXaWWM  WHbIX  0praHoB  ALMUHUCTpPALUW  apXUBHbIe
JOKYMEHTbl  MPeAocTaBnATCA MO MUCbMEHHOMY  3anpocy WX  PyKOBOAWTENeMn,
cornacoBaHHOMYy C PpyKOBOAWTEeNeM opraHa AfLMWHUCTpauuu, nepeaasliero pgena wu
NOKYMEHTbl B apXMuB.

10.5.4. MyHuUumnnanbHble Ccnyxawmne HecyT OTBETCTBEHHOCTb 33 COXPaHHOCTb
MONYYEHHbIX apXMBHbIX [OKYMEHTOB W WCMNO/Ib30BaHUE MOJlyYeHHON WHGpopmauumn B
COOTBETCTBUY C AeACTBYIOLLUM 3aKOHOLATENbCTBOM.

10.5.5. 3anpeutaeTcd uU3bATUE [OKYMEHTOB W3 fen, nepefjavya [ApyruMm nuvuam
apXMBHbIX AOKYMEHTOB WM UX KOMWIA.

10.5.6. Npn paboTe C apXMBHbLIMU AOKYMEHTaMM He paspeLlaeTcd BHOCUTb B HUX
nonpaBKK, fenatb NOMETKM, paboTaTb C HUMMW BHE CNY>KEeOHbIX MOMELLEHWNIA.

10.5.7. MOANVMHHUKA HOPMATMBHbLIX NPaBOBbIX aKTOB AAMUHUCTPaLUN U3 apxXuBa
AOMUHUCTPaUmnmM (apxusa oTAena 4enonponssocTsa ALMUHUCTPALUN) He Bbl4AKOTCA.

10.5.8. ApXuBHbI# oTAen ALMUHUCTpPaLUN (oTmen [lenonpon3BoAcTBa
ALMUHUCTPaUMN) nNpeaocTaBnseT Mo MUCbMEHHbIM 3anpocaM OpraHu3auuin u rpaxaaH
KOMUN HaxoAAWMXCA Ha XPaHeHUW npaBOBbIX aKTOB W MHbIX apXMBHbIX [AOKYMEHTOB,
BbIMUCKN W3 HUX, €CIN OHU HeoOXOAUMbI AN1A peLleHUs BOMPOCOB, Kacalwuxcs npas U

3aKOHHbIX MHTEPECOB OpraHu3aLuil 1 rpaxmaaH.

B WHbIX cny4dadax apxXMBHble AOKYMEHTbl W WX KOMUM MOTYyT MpefoCcTaBATbLCA
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opraHmsaunam un rpaxgaHam Mo nMx NMCbMEHHbLIM 3anpocamM C pa3pelleHna PyKoBOAUTENA

annapaTa AAMUHUCTPALUN.



NINCT COIMMACOBAHNA

MpunoxeHune Ne 1

NnpoeKTa NOCTaHOB/IEHMA (pacnopsXXeHUs) agMUHUCTPaL UK
Haxo4KNWHCKOro ropoackoro okpyra lNprumopckoro kKpas

(KpaTKoe cofepxaHue)

OTmeTKa 0
Hata CHATUM
cornacosaHus 3amMevaHus

Oata, nognuce  [lata oTNpaBKu
ny B NPOKypaTypy

VicnonHuteno:
Jata
LOMKHOCTb damunug, NoCTYyn/eHns 3ameyaHus,
NHULMANbI [LOKYMeHTa Ha noAnuchL
corsiacoBsaHue
[Jata, nognuck
HIMA (B Ja/Het paspaboTumnka Oa/Het
npoKypatypy)
lMocTaHoBNeHWE (pacnopsiXeHune) pa3ocnaThb:
PykoBoauTens ynpaenieHns,
oTfena
noAnuch
20T

»

lNepeaaHo B KaHLUENApuio: «

NHUUMabI, haMuins

MprmMeyaHre: 0Taen Aenonpon3BoACTBa PacChiaeT KOMUU NOCTaHOB/EHUIA U PACTIOPSHKEHMIA B CTPOrOM
COOTBETCTBUM CO CNMCKOM. OTBETCTBEHHOCTb 33 KAUeCTBO YKA3aHHOIO CMNCKa HEeCET

NNYHO PYKOBOAWTENb YNPaBNEHMS, KOMUTETA, OTAENa, BHECLLEro NPOeKT

pacropsanTeNbHOro AOKYMEHTA.



MpunoxkeHne Ne 2

ALMUHUCTpaUna HaxogKMHCKOT0 ropoackKoro okpyra
MpuMopcKoro Kpas

MOCTAHOBIJ/TITEHWE

r. Haxogka Ne

O6pasel, 6/1aHKa MOCTaHOBNEHMA aAMUHUCTPaLUN HaXo4KMHCKOro ropofckoro okpyra
[Mpnmopckoro Kpas



MpunoxeHue Ne 3

ALMNHUCTpaUna HaxoAKMHCKOIo ropoackoro okpyra
MpumMmopcKoro Kpas

PACMNOPAXEHMWE

r. Haxogka AY

O6pasel, 6naHKa pacnopskeHuUs agMUHUCTpaunM HaxoAKMHCKOro ropoAckoro okpyra
MprMopcKOoro Kpas



MpunoxeHne Ne 4

ALMUHUCTpauna HaxogKMHCKOIo ropoAcKoro okpyra
NMpumMopcKoro Kpas

NEPBbI 3BAMECTUTE/Tb TMABbl ADMUHUCTPALLNI

PACIMOPAXEHMWE

r. Haxogka Ne

O6pasel, 6/1aHKa pacrnops>XeHnUs MnepBoro 3amecTUTens rnaebl afMUHUCTpaLMU
HaxoJKMHCKOro ropofcKkoro okpyra lNpumMmopcKoro kpas



MpunoxeHne Ne 5

AgMnHUCTpauna HaxogKMHCKOIo ropoAcKoro okpyra
MpumMmopcKoro Kpas

SAMECTUTENDb TNABbl ADMWHUNCTPAL NN

PACMNMOPAXEHMWME

r. Haxogka Ne

O6paseH 6naHKa pacrnopsKeHus 3aMecTUTeNs rnaebl aAMUHUCTPaLMM HaxoaKMHCKOTO
ropoAckoro okpyra MpUMoOpPCKOro Kpas



MpunoxkeHne Ne 6

AgMmunHuncTpauna HaxXxoAKWHCKOro ropoAcKoro okpyra

YMNPABJIEHVNE OBPA3OBAHWA

PACMNMOPAXEHMWE

r. Haxogka

A

2 04MHAPHBIX MEXCTPOUHbLIX UHTEpBana

\V4
O6 yTBepPX/AeHNUN MeTOAMKM pacyeTa CTOMMOCTHU

npoBeAeHNst PaboT Mo cepTURUKALUN YCIYT NUTAHUSA

2-3 OAMHAPHBIX MEXCTPOUHbIX NHTEpPBaNa

Bo wucnonHeHme  nocTtaHoOBAeHUA  AgMuHucTpauum  TpuMOpCKOro  Kpas

oT 21 mada 2009 roga Ne 310-na «O nepBooYepeHbIX Mepax Nno MOArOTOBKE K BBEAEHUIO

15
WHT.

B MPMMOPCKOM Kpae CUCTEMbI CEPTU(MKALUM YCAYT NUTaHNS»
YTBEpAUTb MeTOAMKY pacyeTa CTOMMOCTU NpPoBefAeHUs paboT Mo cepTudukalmu

yCnyr nutaHua (npunaraercs).

3 0AMHAPHBIX MEXCTPOUHbIX UHTEpBana

HayanbHUK ynpasneHus obpasoBaHus
Haxo4KWHCKOro ropofckoro okpyra N.0. damnnua

30 mMm

O6pa3sel, 6n1aHKa pacnopsKeHMs ynpaBneHns o6pasoBaHMUa agMUHUCTPaLUK
Hax0AKWHCKOro ropofickoro okpyra MprvMOPCKOro Kpas

I 20 Mm

110

MM



MpunoxeHue Ne 7

YnpaBneHvne o6pasoBaHuUs agMUHUCTPaLMnM HaxoLKUHCKOro ropoAckKoro okpyra
NMpumopckoro Kpas

MPUMKAS3

« » 20 T. No

O6pa3sel, 6/1aHKa npukKasa ynpasneHns obpasoBaHusd agMUHMUCTPaLUM HaxogKUHCKOro
ropoAckKoro okpyra NprvMOPCKOro Kpas



MpunoxkeHne Ne 8

MMABA
HAXOOKNHCKOIO
FMOPOACKOIO OKPYTA

MPNMOPCKOIO KPAA

HaxogkuHcknii np., . 16, r. Haxogka, 692904
Ten./hakc: 8 (4236) 69-94-54
E-mail: admcity@nakhodka-city.ru
OKT10 04020815, O'PH 122500699704
MHH/KMM 2508020000/250801001

No

H aNe oT

O6pasel, 6n1aHKa NUCcbMa riaBbl Haxo4KMHCKOIO ropoAckoro okpyra MprMopcKoro Kpas


mailto:admcity@nakhodka-city.ru

MpunoxkeHme Ne 9

AOMNHNCTPALUNA
HAXOAOKNHCKOI'O
MOPOACKOIO OKPYTA

MPNMOPCKOIO KPAA

HaxogkuHckuid np., . 16, r. Haxogka, 692904
Teneakc: 8 (4236) 69-94-54
E-mail: admcity@nakhodka-city.ru
OKIMO 04020815, O'PH 122500699704
MHH/KMM 2508020000/250801001

Ne

H aNe oT

O6pazsel, 6naHKa NUCbMa agMUHUCTPALMM Hax04KWHCKOTO ropoAckoro okpyra
MprMOpCKOro Kpas


mailto:admcity@nakhodka-city.ru

MpunoxeHue Ne 10

AOMWHWNCTPALNA
HAXOOKVMHCKOIO
FOPOACKOI'O OKPYTA

OTAEN [ENOTMPOMN3BOACTBA

HaxogkuHckuiA np., 4. 16,
r.Haxogka, 692904
Ten./pakc 8 (4236) 692156
E-mail: delo @ nakhodka-city.ru

Ne
Ha Ne oT

Ob6paszey 6naHka nucbmMa (YHKLMOHANLHOTO opraHa agMuHucTpaunm HaxooKUHCKOro
rOpoACKOro okpyra MpuMMoOpcKoro Kpas



MpunoxeHne Ne 11

MepBblii 3aMeCTUTENb
rnaBbl agMUHUCTpaLUN
HaxoAKWHCKOro ropoAcKoro okpyra

Mpumopcknin Kpai
8 (4236) 69-20-09

« » 20 r.

O6pasel, 61aHKa OMKHOCTHOrO NnLa
afMUHUCTPaLMM HaxoAKMHCKOr0 FOpPOACKOro okpyra



MpunoxeHne Ne 12

AOMNHNCTPALNA
HAXOAKMHCKOIO
FTOPOACKOIO OKPYTIA
MPUMOPCKOIO KPASA
HaxogkuHckuii np., 4. 16, r. Haxogka
692904, Poccuiickan defepauus
Ten.: (4236)69-20-08
dakc: (4236)69-21-49
E-mail: admcity@nakhodka-city.ru

O6pasel, NpeacTaBUTENIbCKOI0 61aHKa aAMUHUCTPALMU Haxo4KMHCKOTO FropoACcKoro
okpyra MpuMopcKoro Kpas


mailto:admcity@nakhodka-city.ru

MpunoxeHune Ne 13
EM D3

AgMUHUCTpaunsa Haxo4KMHCKOIo ropoAckoro okKpyra

Mpumopckoro kpas
| 2 ognHapHbIX MHTepBana (pasmep wpudTa Ne 8)

MOCTAHOBJ/IEHWE

%2 opgnHapHbIX MHTepBana (pasmep wpudTa Ne 8)
r.Haxogka No

| 3 oamMHapHbIX MHTepBana
06 obecneveHUn 06L,ECTBEHHOI0 Nopsifika v oXpaHbl

MaTepuanbHbIX N KYbTYPHbIX LLEeHHOCTEN Npu
BO3HWUKHOBEHUN Ype3BblYaiHbIX CUTYyaLMin
Ha TeppuTopuK ropoga Haxoaku

| 2-3 ogMHapHbIX MHTepBana
15 mm

<> B0 ucnonHeHne degepanbHOro 3akoHa oT No «O 3awuTe

HaceNeHns N TePPUTOPUIA OT YPEe3BbIYAHbIX CUTYaLWii MPUPOJHOTO U TEXHOTEHHOTO

XapakTtepa» agMUHUCTpaums Haxo4KWHCKOro ropoAckoro okpyra
n 2 OfMHAPHbIX NHTEpBasa

MOCTAHOBIJIAET:

£ 2 0fVHapHbIX UHTepBasia

B03M10XXWTb Ha yNpaBfeHne BHYTPeHHUX Aen MpUMopcKoro Kpas QyHKLMM No
sunT, | 06ecneuyeHmnio 061LeCTBEHHOrO NOPSAAKA, YCUNEHNIO OXPaHbl 0C060 BaXKHbIX 06LEKTOB

MpV BO3HUKHOBEHMM Ype3BblUaliHbIX CUTYaL Ml Ha TEPPUTOPUM Kpas.

N 3 0MHAapHbIX MHTepBasia

["naBa HaxoAKWHCKOro ropoficKoro okpyra nN.0. damunnuna

30 mm

MM

® 20 mm

O6paseL, 0hopMIeHNst MOCTAHOBEHMS aAMUHUCTPaLMM HaxoaKUHCKOTO rOPOACKOro
oKpyra MprumopcKoro Kpas
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EM3
UH

AQMUHUCTpaUna HaxoLKMHCKOro ropoAcKoro okpyra
Mpumopckoro kpas

| 2 oguHapHbIX MHTepBana (pasmep wpudTta Ne 8)

PACIIOPAXEHWE

| 2 ognHapHbIX nHTepBana (pasmep wpndta Ne 8)

r.Haxogka Ne

J 3 oguHapHbIX UHTepBana

O6 yTBEPXAEHUN CTOMMOCTWN NpPoBefieHNs paboT

no cepTuduKauum ycnyr nutaHus
1 NHT. £

| 2-3 oAnHapHbIX UHTepBana
15 Mm

Bo ucnonHeHne noctaHoBneHusa NybepHaTopa MprMMOPCKOro Kpas ot
1,5unHT.| 21 Maa 1996 roga Ne 310 «O nepBoo4epenHbIX Mepax Mo NOAroTOBKE K BBEAEHUIO
B MPUMOPCKOM Kpae cUCTeMbl CepTU(MKALUN YCNYT NMUTAHUSA»
YTBepAMTb METOAUKY pacyéta CTOMMOCTU NpoBefeHns paboT no

cepTuukaunmm  ycnyr nutaHus (npunaraercs).

n 3 oMHapHbIX UHTepBana

(naBa Haxo4KWHCKOIo ropofcKoro okpyra nN.0. damununa
30 Mmm

MM

N 20 Mm

O6pasel, ohopMIEHNS PaCNOPSHKEHNS afMUHUCTPaLMN HaxoAKMHCKOro ropoAcKoro okpyra
MprMopcKoro Kpas
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MPUMEPHbIVN MEPEYEHb
JOKYMEHTOB CIPUN®OM YTBEPXAEHUNA

AKTbI (npoBepok u peBu3uiA, Npuéma 3aKOHYEHHbIX CTPOUTE/ILCTBOM OOBLEKTOB,
obopynoBaHusA, 3KCMepTU3bl, Nepesayn fen, YHUUTOXKeHUA JOKYMEHTOB W fefl, TMKBMUaaLum
opraHusauunii, yupexxaeHui, npeanpuaTnim n T1.4.);

MHCTPYKUWMW (npaBuna) - (BO/MKHOCTHbIE, MO [AEeN0NPOM3BOACTBY, TEXHUKE
6e30MacHOCTU, BHYTPEHHero TpyA0BOro pacnopsaaka v T1.4.);

HOMEHKI/TATYPbI AE,

OnnMcCK OEJ/T noCTOAHHOIo XpaHeHna 1 No IMYHOMY COCTaBy;

OTYETbI (0 Npov3BOACTBEHHON AEATENLHOCTU, KOMaHANPOBKAX U T.4.);

MEPEYHW (momkHOCTe pabOTHUMKOB C HEHOPMUPOBaHHLIM pPabounum [HEM,
NpeanpuATUiA, opraHn3aunin, yUupexxaeHnin, Ha KoTopble pacnpoCTPaHAKTCS onpeaenéHHble
NbroTbl, TWUMOBbLIX [AOKYMEHTaNbHbIX MaTepuasnoB, 06pasylLIUXCA B [eATeNbHOCTU
NpeanpuUATUIA, opraHu3aunii N yuypexxijeHuin ¢ ykasaHMeM CPOKOB XpaHeHWs MaTepuanos U
T4);

MTAHbI (paboTbl Konnernn, y4éool, NpoBeAeHNA MePONPUATUA, coBeTa U T.4.);

MONOXEHWA (06 opraHe WCNONHUTENbHOW BRacTu [pPUMOPCKOro  Kpas,
CTPYKTYPHOM  nofpasfeneHnun annapata AAMuUHUCTpayum  TIpMMOPCKOro  Kpas,
npemMupoBaHumn n T1.4.);

MPOrPAMMBI (nposeseHus paboT U MeponpUATUA, KOMaHLUPOBOK U T.4.);

CMETbI (pacxopoB Ha cofep)kaHue annapata yrnpaBneHns, COOPYXeHNI);

CTPYKTYPA N WUTATHAA YACNEHHOCTD;

TAPNO®HbLIE CTABKW,

®OPMbI yHU(PUUMPOBAHHbBIX JOKYMEHTOB;

LUTATHBIE PACIMTNCAHWA 1 n3MeHeHUA K HUM.
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XYPHAN
yyéTa Bblfayn rep6boBbIiX 6/1aHKOB

Ha3BaHue oTfena, Kon-Bo Homep 6naHKoB OTMmeTKa B MpumeyaHune
ynpasneHus 6naHKoB nony4vyeHnn
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NMNCT COIrNMACOBAHNA
K 0roBOpYy

(KpaTkoe cofepxkaHue)

VicnonHuTtenb:
damunnuns, Jata Jata
JomkHocTb UHULManbl NoCcTyrn/ieHna 3ameyaHue, NoAMNUCH corna-
AOKYMEHTa Ha coBaHus
corfiacoBaHue
PykoBogunTeNnb ynpasneHus,
KOMWUTEeTa, oTAena
noanuceb nHuymansl, Gamunms

MepesaHo B KaHUENApUIO: « » 20 .
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EM3
AOMNHNCTPALINA Ha ogHom Ha4vanbHUKY
HAXOOKNMHCKOI'O ypoBHe ["naBHOro ynpaBfieHuA
FOPOACKOI'O OKPYTA WHTtepan | MuHUCTepcTBa HOCTULMUM
OAMHapHbIn  Poccuiickon ®efepaumm
MPYIMOPCKOIO KPASA no MpumopcKomy Kparo
HaxogknHckuin np.,16, r.Haxogka,692904 £ 15 uHTepsana
Ten./bakc: 8 (4236) 69-94-54 B.H.MbILWKNHY

E-mail: admcitY @nakhodka.ru
OKITO 04020815, OIrPH 1022500699704
MHH/KIMM 2508020000/250801001

Ne
Ha Ne oT

| 2 ogMHapHbIX NHTEpBa/IA

O Hanpas/ieHUn UHHopmaLum
no obpauweHuto rp. Kum A.A.
| 3 oamMHapHbIX UHTepBana

YBaxaeMmblin Bnagumup Hukonaesnu!

| 2 ogMHapHbIX HTepBana

Hanpaensem Bam nHopmayuio no obpatieHuto rp. Kum A.A. no sonpocy

30 MM yCTaHOBKM TenedoHa B ero KBapTupe...

(TekcT nucbMa neyaTaeTCs C UCNoNb3oBaHWEM LWpugTa Times New Roman),

pasmep 13, yepe3 1,5 MEXKCTPOYHbIX MHTepBana)

| 2 ogMHapHbIX NHTepBaa

MpunoxeHua: 1. Ha 5n. B 2 3K3.
Ecnu ecTb HECKONbKO pa3HbIX I'IpVIﬂO)K€HVII7I, TO CCbIJIKN

2. Ha4 n. B 1aka. Ha HMX MeyaTalTCH OAHA NOA APYroi C OANHAPHBIM
MEXCTPOUHbIM UHTEPBANOB U PACCTOAHMEM MEXAY HUMM
1,5 nutepsana.

| 3 oaMHapHbIX MHTepBasia

"naBa HaxoAKWHCKOro ropofCckoro okpyra nN.0. damununa

N.N. NBaHOB MevaTaeTca B IEBOM HWKHEM yry nucTta. Pasmep wpudta Ne 13.
69 69 69

N 20 Mm
O6pa3eu, Od)OpMHeHI/IH nMcbMa Ha 6naHke

10Mm


mailto:admcitY@nakhodka.ru

w N

o ~No o~

10
1

12
13
14
15
16
17
18

19

20
21

OTaen AenonpousBoacTea

OT1aen No NCNONMHEHUIO agMUHUCTPATUBHOIO
3aKOHOAaTebCTBa

MOMOLLHMK rNaBbl aAMUHUCTPaLMK (MeXAYyHapoAHble CBSA3N)

YnpaBneHne 6yXranTepckoro y4yéTta n 0TY4ETHOCTHU
MOMOLWHMK rnaBbl agMUHUCTPaUnmn (NpuémHas rnasbl)
MpaBoBOe ynpaBneHne

OTpen no npodnnakTUkKe NpaBoOHapyLIEHWNA cpean
HecoBEepPLLUEHHONETHNX

OTpaen TpaHcnopTa M CBA3M

OTpaen nNo pu3nYeckoin KynbType u CnopTy

YnpasneHuve no gefiaM MOMOAEXN 1 Typu3ma (MOOAEXD)
YnpaBneHve 3eM/1en0b30BaHNA U 3aCTPONKHN
YnpaBneHve XUInwHo-KOMMYHa/IbHOr0 X0351MCTBa
YnpasneHve MyHULMNANbHOMO 3aKa3a

OTaen MyHUUMNanbHOW cny>6bl U KagpoB

YnpaBneHne o6pa3oBaHus

OTpen aKonoruyM n NPMpPoLONoabL30BaHNA

YnpaBneHne 3KOHOMMUKM, NOTPEBUTENLCKOTO PbiHKA U
npeanpuHMMaTeNbCTBA

YnpaBneHne UMyLLLECTBOM

YnpaBneHue no fenam MonoAéxu n typusma (Typusm)
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MHAOEKCDbI
(PYHKLMOHaNbHbIX OPraHoB
agMUHUCTpaun Haxo4KMHCKOIo FOPOACKOro oKpyra

22
23
24

25
26
27
28
29

30
31
32

33
34
35
36
37
38
39

40

41

MOMOLLHUK FNaBbl aAMUHUCTPALUN

YnpasneHne KynbTypbl

TeppuTopmnanbHoe ynpasfieHMe «MOCENOK BpaHrenb»

OTpen no Tpyay

dunHaHCOBOe ynpasneHue

YnpaBneHne apxXnTeKkTypbl, rpagocTponTeNIbCTBA U peKiambl

ApPXUBHbIN oTAEN

Ynpasnenune 3AIC

OTpaen no mobunmnsaunoHHom paboTe, No paboTte ¢ npaBooxpa-
HUTeIbHbIMW OpraHaMu 1 MH(OpPMaLNOHHOW 6e30NacHOCTH
YnpasfieHne nHopmaTunsaymm

TepputopnanbHoe ynpaBneHne «nocénok Jinsagna»
YnpasneHne BHELWWHUX KOMMYHUKaLUIA

OpraHunsaynoHHbI 0TAen
OTAen no cBsA3AM C 0OLW,EeCTBEHHOCTbIO yrpaBieHnUs BHELWHUX
KOMMYHMKaL Wi

OT1aen no Xunbto

YnpaBneHne 6n1aroycTpoiicTaa
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NMPUMEPHbIV MEPEYEHb
[AOKYMEHTOB, Ha KOTOPbIX CTABUTCS MevaTb C N306paKEHNEM
rep6a HaxoKMHCKOro ropofcKOro oKpyra

AKTbl  (NMpuéma  3aKOHYEHHbIX CTPOMUTE/NIbCTBOM  06BLEKTOB, 060pyA0BaHUS,
BbINOJIHEHWE pPaboT; CNUCaHUA; 3KCNepTU3bl 1 T.4.).

BnarogapcTeeHHble NUCbMa rnasbl HaX04KWHCKOro ropoACcKoro okpyra.

[loBepeHHOCTM (Ha NoJfiyyeHWe TOBapHO-MaTepuasnbHbIX LLEHHOCTEW, BefleHue fen B
cyge nT.4.).

[oroBopbl (0 MaTepuanbHOW OTBETCTBEHHOCTM, MOCTaBKax, nogpsagax, HayyHo-
TEXHNUYECKOM COTPYLHWUYECTBe, apeHie NOMeLLeHNn, 0 NPpon3BoACTBe paboT n T.4.).

3afaHns (Ha nNpoekTMpoBaHWe 06BLEKTOB, TEXHUYECKUX COOPYXXEHW, KanuTanbHOe
CTPOUTENIbCTBO, TEXHUYECKOe U T.4.).

3aKM0YEHNA N OT3bIBbI.

McnonHuTeNbHbIE IUCTbI.

JINCTOK BpeMEHHOW HETPYAO0CNOCOBHOCTH.

HomeHKnaTypsbl gen.

Onucy fen NOCTOAHHOrO XpaHeHs 1 No TMYHOMY COCTaBy.

Mucbma rapaHTUitHbIE (Ha BbIMNOIHEHME paboT, yCcnyr v T.4.).

MopyueHus (6roaKeTHble, 6AHKOBCKME, MEHCUOHHbIe NNaTéxHble (CBOAHbIE, B 6aHK,
Ha Nony4YeHne MHBANOTbI CO CYETOB, NEPeBOJ BastOTbl, HA UMMOPT U T.4.).

MonoxeHns 06 opraHu3saLuax.

MMoyeTHble rpamoThl a4MUHUCTPaLMU HaXo4KUHCKOro ropoAcKoro oKpyra.

MOAMHHUKNA NOCTAHOBNEHWI N PACMOPSKEHNIA.

MpepcTaBneHns M xogaTanctea (0 HarpaxzeHuUn opLeHamu n mefansimu, NpPemMusamu
nT.a.).

PeecTpbl (4eKOB, 6HO4XKETHBIX NOPYYEHUA, NpeAcTaBNAEMbIX B BaHK).

CmeTbl pacxofoB (Ha coep)kaHue annaparta agmMuHuUCTpauum Haxo4KWHCKOro
ropoAcKOro oKpyra, Ha KaJibKynsuuio K 4orosopy u 1.4.).

CornaweHus.

CnpaBKun (MMMUTHbIE, O BbINMOSIHEHNUM CTPAX0BbIX CYMM, UCNO/b30BaHME OHOOXKETHbIX
aCcCMrHOBaHWIA Ha 3apnaaTy, 0 HAaYMUC/IEHHOW W NpuYnUTaroLWweincs 3apnnarte u 1.4.).

TpyLOBble KHUXKMW.

Y ocToBepeHus.

LLiTaTHblE pacnucaHus.
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NeEPEYEHb
AOJ/KHOCTHBIX UL, NOANUCKA KOTOPbIX 3aBepAIOTCA rep6oBoi neyarbio

CnaBa Haxo4KWHCKOro ropofCKoro okpyra.
MepBblil 3aMecTUTENb FNaBbl afMUHUCTpaLUN Haxo4KMHCKOTO roOpoACKOro oKpyra.
3amecTuTenun rnaBbl agMMUHUCTPaLMM Haxo4KMHCKOrO ropoACKOro oKpyra.

PykoBoANUTEeNb annapaTa agMuUHUCTpaL M HaxoKMHCKOro ropoAcKoro oKpyra.



ApMuHUCTpaums HaxoLKMHCKOro
ropoAcKoro okpyra
(OYHKLMOHANbHbIN OpraH

HOMEHK/TATYPA AEN
No
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YTBEPXAIO

3amecTUTesNb rNasbl aAMUHUCTPaLUN
HaxoJKWHCKOro ropoAckoro okpyra

N.0. damunus

ha 20 roa oT « » 20 rofa
Cpok
NHaekc 3aronioBOK fena Kon-so XpaHeHus
aena (Toma, yacTtu) zen fena (Toma, MpumeyaHne
(TomOB, 4acTtn)
yacTein)  NeNe cTatei
Mo MepeyHto
1 2 3 4 5
HanmeHoBaHMe LO/HKHOCTU PYKOBOAMUTENA
opraHa AMUHUCTpauuun noanucb n.0. ®amunnusa

HanmeHoBaHMe LOMXHOCTU MYHULMUMNANbHOTO
cnyXxauiero, OTBETCTBEHHOTIO 3a apXuB

opraHa AgMUHUCTpayuun noanucb n.0. damnnng
« » 20 roga

COIrMACOBAHO COIrMACOBAHO
Mpotokon 3K MpoTtokon AMMK apxuBHoOro

oTAaena agMuUHUcCTpauuu
Haxo4KWHCKOro ropofckoro

(opraHa AgmMuHuCTpaLun) OKpyra

oT Ne oT

Ne



NToroBas 3anncb 0 KaTeropusax 1 KonmyecTBe fAeN, 3aBeflEHHbIX B

(HaumeHOBaHUe opraHa AAMUHUCTPALMK)

afiIMMHUCTpaLMM Haxo4KUHCKOrO ropoCcKoro oKpyra rogy

Mo cpokam xpaHeHWs Bcero B Tom uncne:
nepexofaLmnx C OTMETKON «3IK»
1 2 3 4
[MocToAHHOTO
JonrospeMeHHOro

(cbiwe 10 ner)

BpemeHHoro (ao 10 net
BK/IIOUYMTESIbHO)

NToro:

HanmeHoBaHMe AOMKHOCTU PYKOBOAUTENSA
d)yHKLI,I/IOHaI'IbHOFO OopraHa Mognuch

[ata

NToroBble cBefieHNs NepeflaHbl B apXMBHbIA OTAEN
afiMMHMCTpPaLUMM HaxoAKMHCKOro ropo/fCKOro okpyra

HanmeHoBaHMe [O/HKHOCTU nuua,
nepenasLlero ceegeHnA Mognuck

JaTta

nN.0. damunus

nN.0. damnnusg
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NNCT-3ABEPUTENTb AEJTA Ne
B gene noAwmnTo (BNOXEHO) M MPOHYMEPOBAHO nuct(oB)
(unthpamm 1M NPONUCHIO)

B TOM 4Yucne: NNTepHbIE NNCTbI

NponyLeHHble HOMepa + INCTOB BHYTPEHHE
onucm

OCOGEHHOCTU (hM3NYECKOTO COCTOSHMSA Homepa nuctos
1 hopMUPOBAHMSA fieN

HavnmeHoBaHMe LO/MKHOCTU Nnua,
COCTaBUBLLEr0 3aBEPUTENbHYIO
Hagnucb nognwceb nN.0. ®damunnusa
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BHYTPEHHAA OMNCb

LOKYMeHTOB aena Ne

Ne VHpeke JaTa
n/n [IOKYMeHTa [LOKYMeHTa
1 2 3
NToro

Howmepa
3aronoBok JINCTOB MpumeyaHne
[IOKYMeHTa LOKyMeHTa
4 5 6

AOKYMEHTOB

(umdpamu 1 NponuUCkIO)

KonmyecTBO NMCTOB BHYTPEHHEN ONUCY

HanmeHoBaHMe AOMKHOCTU nnya,
COCTaBMBLLUEINO BHYTPEHHIOIO
Oonncb 4OKYMEHTOB fAiefia

(undppamu n nponucsio)

NnoANnChH N.0.damnnng



ALMUHUCTpayms
Haxo4KWHCKOro ropoAckoro
oKpyra

®oHA Ne

Onuncb Ne

[le/1 NOCTOSAHHOT0 XpaHeHuA
3a rog

Ne/Ne  UHpAekc 3aronoBoK gena

n/n fena
1 2 3

B faHHbIN pa3fgen onncu BHECEHO

c Ne no Ne
NINTEPHbIe HOMepa:
nponyLieHHble HoMepa:

Onuck cocTaBun
(HaVIMeHOBaHI/Ie AO/XHOCTK

CoCTaBuUTENA OI'II/ICVI)

[arta

COIrACOBAHO

MpoTtokon 3K

aAMUHUCTPauMn Haxo4KMHCKOTO
ropoAcKOro okpyra

oT Ne
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YTBEPXAAKO

["naBa Haxo4KWHCKOIo
rOpoLCKOro okpyra

nognuch N.0. damunms

« » 20 roga

KpaitHne gatel  Konuyectso  [pumevaHue

NINCTOB B fAene

(umdppamun 1 NponuckIo)
, BTOM 4Hucne:

4 5 6
fen
noAnuch n.0. damunus
YTBEPXAEHO

Mpotokon SMMK apxmBHOro otaena

[MpnmopcKoro Kpas

oT No



ALMUHUCTpaUma HaxoaKMHCKOro
rOpoACKOro okpyra

(HavmMeHoBaHMe (hyHKLUMOHAIbHOrO opraHa
Haxo4KMHCKOro ropofckoro okpyra)

AKT
« » 20 _ropa

0 BbIJJENEHNMN K YHUUTOXKEHNIO
[OKYMEHTOB, He NMOZ/IEXaLLIMX
XPaHEHUIO

Ha ocHoBaHUKU
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YTBEPXAAHK

3aMecTuTeNb FNaBbl aAMUHUCTPALUN
HaxoKWHCKOro ropofcKoro okpyra

N.0. damnnus
« » 20 __roga

(Ha3BaHI/Ie M BbIXOAHbIE AaHHbIE NEepevYHA JOKYMEHTOB

C YKa3aHMeM CPOKOB MX XpaHeHUs)

0TOOpaHbl K YHUUTOXEHMIO KaK He VMEHLLMe Hay4HO-UCTOPUYECKOA LIEHHOCTU W yTpaTMBLUME

MNpPakTN4eCckKoe 3Ha4eHNE NOKYMEHTHI

(HasBaHMe opraHa AAMUHUCTpaLMK)

Ne 3aronosok  [ara Homepa NHpgekc pena  KonuyecTtso Cpoku Mpyme-
n/n  genawnm nena onucen (Toma, yact)  gen (TOMOB,  XpaHEHWA yaHue
rpynmno- nnn (HomeH- rno yacTei) fena (Toma,
BOWA KpailHMe KnaTyp)  HOMeEHK/aType yactn)u
3aro/ioBoK [aTbl 3arogbl  unv Ne gena no No cTareii
nen nen onucu Mo MnepeyHto
1 2 3 4 5 6 7 8
WToro: fensza 20 rop

(unpamu 1 Nponucbo)

HavanbHuK ynpaeneHus (oTgena)

aagMUHUCTPaUMN HaXxoaKMHCKOIO rOPOACKOro oKpyra N.0. damunnma
HavmeHoBaHWe LO/MXHOCTHOIO NnLa,

MPOBOAMBLLErO 3KCNEepTU3y

€HHOCTWN JOKYMEHTOB N.0. damunnus
L [OKY

COINMACOBAHO

Mpotokon 3MNMK

apXMBHOIO 0TAeNa agMUHUCTpaunn
HaxoAKMHCKOro ropoAckoro okpyra
oT Ne

COINACOBAHO

MpoTtokon 9K

agMUHUCTPaLUN Haxo4KNMHCKOro
rOPOLCKOro okpyra

oT Ne



