AOMUHUCTPALIUA
LUAKMHCKOIO CENbCKOI O NOCEJIEHUA
KYMBIMKEHCKOIO MyHULUUMANBHOIO PAMOHA
BONrorpAOCKOW OBJIACTHU

MOCTAHOBJIEHUE

" 24 pekabpn 2024 r. Ne 93

«06 yTBepxaeHnn MHCTpyKUMUM no Aenonpon3BoAcTBY B agMUHUCTPaLMK
LLaKUHCKOTO CenbLCKOro noceneHna KyMbismKkeHCKOro MyHMUMNansHoro paoHa
Bonrorpanckoi obnactu»

B uensx COBEpLIEHCTBOBAHWA oOpraHvsauun paboTbl C AOKyMeHTamu B
agMuHUcTpaumm LLlakuHckoro cenbcKoro noceneHns KyMblmKEHCKOro
MyHULMNANbHOro paioHa Bonrorpaackon obnacTu, PYKOBOOCTBYACb NpUKasoMm
depepansbHOro apxuBHoro areHTcTBa oT 22.05.2019 r. Ne 71 "O6 yTBEpPXOEHUN
MpaBun Aenonpou3BOACTBA B TOCYAAPCTBEHHBIX OpraHax, opraHax MecTHOro
camoynpasnenus”, Ycrtasom LllaknHCKoro cenbCcKoro nocenexHus KymbimKkeHcKoro
MyHUUMNanbHoro paiioHa Bonrorpagckoi obnactv, aaMWHUCTpaLns LLlakuHckoro
cenbckoro nocenerusi KymblmKEHCKOro MyHWULMNansHoro paiona Bomrorpapckoi
obnactu

noctaHoBnAEeT.

1. YTeBepauTb npunaraemyio WMHcTpykuuio no  AenonpousBoAcTBY B
agMUHUCTpaumn LlaknHckoro CEeNbCKoro nocenexHusa KyMblrKeHCKOro
MyHWLMNAanbHOro paioHa Bonrorpagckoit obnactu.

2. MpwnsHaTb yTpaTUBLUNM CUNY:
nocTtaHoBneHue  aamuHucTpaumm  LlakmHckoro  cenbckoro  NoceneHus
KyMbImKEHCKOro MyHLMNAnbHOro paiioHa Bonrorpaackoit obnactn ot 28.06.2019 .
Ne 46 «O6 yTBepxgeHun WMHCTpykuuu no AenonpousBoAcTBY B aaMWHUCTpauvu
LLIaKUHCKOTrO CEMbCKOro noceneHns KyMbImKeHCKoro MyHLMNansHoro pauoHay.

3. HacTtoslee MoOCTaHOBrEHWe Mognexut 0bHapogoBaHWio B LLlakuHCKOM
Cenbckoil OGUBNMOTEKE, NOANEXWUT pasMELUeHW0 Ha odwnunansHoMm  cainte
agMuHMcTpaunn LLlakuHekoro cenbckoro noceneHns B ceTw VIHTEpHET U Ha cante
aAMUHUCTPaLMK KyMbIMIKEHCKOTO MyHULIMNAMLHOrO parioHa: www.kumadmin.ru.

4, HacToslee nocTaHoBAEHVE séTyﬂaeT B cuny ¢ 01 suBaps 2025 .
nasa LUaknHckoro

CenbCKOro noceneHus i C.H. Monos




YTBEPXOEHA

nocTaHoOBNeHWeM agMUHUCTPpaunu
LLlakMHCKOro cenbcKoro
noceneHnsa KyMmbinxeHCcKoro
MYHULMMNANEHOro panoHa
Bonrorpagckon obnactu

oT 24.12.2024 r. N2 93

MHCTPYKLIUA
o Aenonpou3BOACTBY B aAMUHMCTPauum LLIakuHCKOro cenbCcKoro noceneHuns
KyMBIMKEHCKOro MyHNLMNASILHOTO paioHa Bonrorpaackou o6nacTu

|. OBwume NoNoXKeHUS.
g

1. WHCTpykuMs no [enonpow3BOACTBY B aAMUHUCTpaUnu LllakuHcKoro
cenbckoro nocenenns KyMbIDKEHCKOro MyHWUMIanbHOro panoxa Bonrorpagckon
obnactm (nanee wumeHyeTcs - MHCTpyKkums) paspabaTbiBaeTc B Uenax
YCTAHOBMNEHUS €[UHbIX TpeboBaHWA K NOArOTOBKE, obpaboTke, XpaHeHuWro W
MCNONb30BaHU 06pasylolnxcs B AEATENbHOCTU agMUHUCTPaUn LLIaknHCKoro
Cernbckoro nocesiennsi KyMBIMKEHCKOro MyHALMNANbHOTO panoHa Bonrorpagckou
obnactu (nanee —  AgmMuHMCTpauus)  [OKYMEHTOB, COBEpLUEHCTBOBaHUSA
aenonpomssoacTBa AOMUHUCTPALIMN 1 MOBbILLEHNS €70 3achheKTUBHOCTH.

2. Hactosiwas WHcTpykums paspaboTaHa B COOTBETCTBUM C MOMOXEHUAMU
denepanbHOro 3akoHa OT 27 wmona 2006 r. Ne 149-03 "O6 wHopmauun,
MHOPMAaLMOHHBIX TEXHONOTUAX WU O 3allnTe nHdopmauun', PegepanbHOro 3akoHa
oT 22 okTaopsa 2004 r. Ne 125-03 "O6 apxusHOM fefe B Poccuiickoin ®egepauun’,
npukasom ®epnepanbHOro apxwBHOTO areéHTcTea oOT 22 mas 2019 r. Ne 71 "O6
yTBepxaeHun MpasBun AenonpoussoAcTBa B rocyaapcTeeHHbeIX opraHax, opraHax
MeCTHoro camoynpasneHus”, HauuoHaneHoro ctaHgapta Po IOCT P 7.0.97-2016
"CucTema cTaHAapToB no uHopmaumm, GuGnuoTeyHoMy 1 u3paTenbckomy Aeny.
OpraHusaunoHHo-pacnopsauTenbHas AoKyMeHTaums. Tpe6oBaHua K ohopmIIeHno
[OKYMEHTOR", yTBEPK/AEHHOr0 Npukasom deepanbHoro areHTcTaa o TEXHUYECKOMY
perynuposaHuio U metponoruu ot 08 nekabpsa 2016 r. N2 2004-cT, noctaHOBIEHWEM
[y6epHaTopa Bonrorpaackon obnactu o1 30 nioHs 2021 r. Ne 476 "O6 yTBepxaeHuv
WHCcTpykuMn no AenonpoussoAcTBy B annapare l'y6epHaTopa Bonrorpagckoi
obnactu".

3. Monoxerns MHCTPYKUMU pacnpoCTpaHsTCa Ha opraHusauunio paboTbl C
NOKYMEHTaMy He3aBucMMO OT BwAa HocuTend, B TOM 4ucne C 3NEKTPOHHBIMU
[OKyMeHTaMu, BKfloyas noAroToeky, o6paboTky, xpaHeHue W ncnonb3oBaHue
[AOKYMEHTOB. '

4. MonoxeHwne VHCTPYKUMKN He pacnpocTpaHaeTca Ha opraHusauno paboTel C
JOKYMEHTaMK, CoAepXallumMm CBEAEHUS!, COCTaBNALLnE rocy1apCTBEHHYI0 TanHy.

OcobeHHocT  paboTbl  C  [OKYMEHTamu, cofepxawumut  CBEAEHWUHA
KoHWAEHUNANEHOrO XapakTepa (CBeAeHWs 0 nepcoHanbHBIX AaHHBIX rpaXaaHuHa,
CBeQEHWs,  COCTABMAOWME  CyxebHylo  TaiHy),  MOryT  perynnposarbca
cneyuansHbIMy NPaBoOBLIMW aKTamMu.

5. Opranusaunio, BeAeHue n COBEpPLUEHCTBOBaHUE €4UHOro
[enonpou3BOACTBA, KOHTPOIb Had COGMIOAEHNEM YCTaHOBIEHHOTO NOPAAKA paboTbl
C [OOKyMeHTaMu B AAMMHMCTpaUMM OCYWeCTBNAeT rrasa aaMuHACTpaLili
LLaKMHCKOro cenbcKkoro noceneHns KymbImKeHcKoro  MyHWLIMNanbHOro panoHa
Bonrorpaackoit obnacTu.



6. HenocpeAcTBeHHOe BegeHve [Jenonpous3BofcTea B AAMUHUCTPALNM
ocyLecTBnAeTCA cneunanucTom, coBMeLatoLLmm BbINONTHEHWE
AENONPON3BOACTBEHHbIX 00s3aHHOCTEN C APYrMMI AOMKHOCTHBIMU o06a3aHHOCTAMN.

7. PaboTHVKM AOMUWHUCTPALMW HecyT nepcoHanbHy OTBETCTBEHHOCTL 3a
HecobniogeHne TpebosaHnii VIHCTpYyKUUA.

8. Mpw yTpaTe AOKYMEHTOB NPOBOANTCS CNy)XebHan nposepka.

9. BHOBb nNpvHATbIE pPabOTHWKM [OMKHbI ObiTb  O3HAKOMIMEHblI CBOMM
PYKOBOAWUTENEM C HAcTOALLEN VIHCTpYKLMEN B TedeHue Nt pabounx AHeW co AHA
UX NPUHATUA.

Il. CozpnaHue nOKYMEHTOB B AAMUHUCTPaLIUM.

1. BnaHku 0OKYMEHTOB.
P
" 1.1. BnaHkv OOKYMEHTOB M3roTasnMBalTCa Ha CTaHAapTHbIX nucTax Bymaru
cdopmata Ad (210x297 munnumeTpos), AS (148x210 MUNNUMETPOB), MMetoT
YCTaHOBMEHHbI COCTaB 06s3aTeNbHbIX PEKBU3UTOB 1 NOPAAOK X PACTONOKEHNS.

12. BnaHkm [OKYMeHTOB paspabaTbiBaloTcs Ha OCHOBE YIMoBOro  Wni
NPOAONLHOTO BapuaHTa PacronoXeHus pPeKBM3UTOB: NpW YrNoBOM  BaphaHTe
peksuauTbl BnaHka pacnonaraloTcs B BepXHem nesom yriy, npu NpoAcsbHOM -
nocepeavHe nucTa BAOMb BEPXHEro nons.

B AgMMHMCTpauUWMM  MCNONb3ykwTCs  cnegylowme  BUABI BnaHkos ¢
nsobpaxeHvem repba LLakMHCKOTO  CENbCKOTO  MOCEneHnA KymblmKkeHCKoro
MyHULMNaneLHOro pavioHa Bonrorpapckoit obnactu (aanee MMEHyTeA - repboBble
BnaHku):

6naHK nocraHoBneHus agmuHucTpauuy LLaKMHCKOro CenbCkoro noceneHns
KyMBIMKEHCKOrO MyHULIMNANLHOro paiioHa Bonrorpaackon obnacty;

BnaHk pacnopsbkeHus agmunucTpauuy LlaknHcKoro cenbckoro MoceneHns
KyMbIMKEHCKOro MyHULIMNanbHOro panoxHa Bonrorpagckon obnacTu;

6naHKk nucbeMa agMuHucTpauuun  LllakuHckoro  cenbckoro  noceneHus
KyMbI/KEHCKOre  MyHULMNanbHOro panoHa Bonrorpaackoit obnactu ¢ YrnoBbiM
pacnonoXeHNeM PeKBn3nNToB,

O6pasLibl BbilenepevncneHHLIx 61aHkoB NpuBeAeHb! B NPUIOXEHNY 1.

2. OchopMneHne peKBU3UTOB AOKYMEHTOB.

2.1. [ns TNOATOTOBKM [JOKYMEHTOB NPUMEHSeTCS TEKCTOBbIM PEAaKTop
(Hanpumep, Word for Windows sepcuu 6.0 v Bbile).

2.2. B AaMuHucTpauun ycTtaHasnuealTca cnegytowme pasmepsl nonen Ha
LAOKYMEHTE:!

2,75 cm - neBoe;

2,25 cm - npaBoe;

2 CM - BEPXHEE;

2 CM - HIDKHEE.

2.3. Ucnonbayemsbiit wpndT - Times New Roman, pasmepbl wpudTa ot 12 Ao
14, UCNONb3yEMbI MEXCTPOUHLIA MHTEPBAN OT OAMHAPHOTO 10 ABOWHOTO.

2.4. [lokymeHTbl, co3faBaembie B AQMUHUCTpAUWK, WMEKT cnegyowmnin
COCTaB PEKBU3NTOB:

rep6 LUakuHckoro cenbckoro noceneHus KyMbImMKEHCKOTo MYyHULIMNanbHoro
paiioHa Bonrorpagckot obnactv - nomeilaeTca Ha fnaHkax [OOKYMEHTOB B
cooTBeTcTeMM c pewenvem Copeta LlakuHckoro  cenbckoro  MOCENEHUA
KyMBbImKeHCKOTO MyHULMNAnbHOro paiioHa Bonrorpaackoi obnactn ot 28.11.2007 .



Ne 46/1-C "O npuvBedeHWM B COOTBETCTBME C AEUCTBYIOLWUM 3aKOHOAATENbCTBOM
neyaTteu u wramnos";

HAaUMEHOBAHME OpraHa MecTHOro camoynpaeneHus - aAMuHUCTpauuA
LLIaKUHCKOrO CEenbeKoro noceneHnsi KyMbIMKEHCKOrO MyHMUMNANbHOro paioHa
Bonrorpagckoit obnacTtu, HavMEHOBaHWUE CTPYKTYPHbIX nogpasgeneHuin  (npu
HanMuuyM) AOMUHUCTPALMM HA COOTBETCTBYIOWMX DnaHkax —ykasblBaeTcs B
COOTBETCTBUM C YTBEPXKAEHHON CTPYKTYPON AOMUHUCTPaLMW,

CrpaBoYHble AaHHble - BKMoYatoT B cebs: NoYTOBbLIN aapec, HoMep TenedoHa,
thakca, ouuMancHbIi aapec 3MeKTPOHHOW MoYThbl, KOO opraHusauun no OKNOo,
OrPH, UHH/KIMT;

HaUMeHOBaHWe BN4a AOKYMEHTA - NOCTAaHOBMNEHWE, PacrnopshkKeHWe, NPoTOKOI,
aKkT. HaumeHoBaHve BUAa AOKYMEHTA, He yKa3biBaeTcs B NCbMaXx;

fnaTa OOKymeHTa - gaTta ero noAanucaHus (MocTaHOBMEHWE, pacrnopskeHue,
nUCcbMO, cnyxebHas 3anucka, akT), yTBepXOeHus (MHCTPYKUWS, nonoxeHue,
perhameHT, nnaH, OTYeT), pAaTa cobbiTns, 3aUKCUMPOBAHHOIO B [AOKYMEHTE
(npoTokon). [lata LoKyMeHTa MOXeT 0hopMnsaTLCA ABYMA cnocobamu:

UMpOBLIM - apabekumm Lndpamu, Hanpuvep: 01.01 2015;

crioBecHO-LMdpoBbIM, Hanpumep: 01 aHsapsa 2013 1,

PETNCTPALIMOHHBIA HOMEP AOKYMEHTa - MPOCTaBnAeTcA B COOTBETCTBUM C
cucteMoi  perucTpauuy  pasnuuHblX  BUOAOB  [JOKYMEHTOB, NPUHATOW B
AamuHucTpauun. PernctpaunorHblil Homep

npuceanBaeTcsl JOKYMEHTY Nocne ero noAnucaxns;

appecat - opraHbl BMacTu, OpraHn3auuv, AOMKHOCTHbIE fvua, CTPYKTYPHbIE
nogpasaeneHusi, rpaxgaHe. lNpu agpecosaHun [OKYMEHTa AOMKHOCTHOMY JULl
VHULMAanb! cTaBsaTcA neped damunve,

npy agpecoBaHni YaCTHOMY ULy - nocne amunun.

Mpu appecoBaHWn [OOKYMEHTa B OpraHbl rocynapCTBeHHOW  BracTw,
lopuguyeckum  nuiam  (6e3  ykasaHus  OODKHOCTHOTO niuya) HauMeHoBaHWS
afapecaTtoB NULYTCS B UMEHUTENbHOM naaexe, Hanpumep:

ApmMuHncTpauus Bonrorpagckon obnactu.

Mpu agpecoBaHUM [OKYMEHTa PYKOBOAMTENIO OpraHv3auui HaluMeHOBaHWE
opraHu3auun BXOAUT B COCTAB HAMMEHOBAHUA AOMKHOCTU aapecaTa, HauMEeHOBaHNE
[OSKHOCTM yKa3biBaeTCsA B faTeNbHOM najexe.

Mpn agpecoBaHWyM NUCbMa B OpraHW3auuio ykasblBawT €€ HauMeHoBaHue,
3aTem NoYTOBbLIM agpec.

Mpn agpecoBaHuy AOKYMEHTa (DU3NYECKOMY NULlY yKasbiBaloT hamunuio n
MHULMAanb! nonydaTens, 3aTem noYToBbIi agpec.

[lokyMeHT He [OIKeH copepxaTe bonee yeTbipex afpecaTos. Cnogo "Konua"
nepes BTOPLIM W CrieAylommu aapecatamu He ykasoisaetcs. [py Gonbliem yucne
afpecaToB COCTABNSETCH CNUCOK PACCHINKM AOKyMEHTa.

Ecnu QOKYMEHT OTNPaBMsETCH HECKONbKAM AOMKHOCTHBIM JiUaM, TO OHW
yKasbiBaoTcA 0000LLeHHO, Hanpumep:

PyKOBOAUTENSIM CTPYKTYPHbIX NoApasaeneHnini AMuHncTpaumn.

TekcT AOKYMEHTa - COCTABNAETCSA HA PYCCKOM A3blke, COAepXKaHne JoKyMEHTa
LOMKHO BbITh U3MOMXKEHO KPaTKO U NTAKOHNYHO. TEeKCThbl JOKYMEHTOB M3naratoT OT:

1-ro Nuua eANHCTBEHHOrO Yncna: npukassiBato... NoAroTOBUTL U NPEACTaBUTb
Ha PacCMOTpeHne; NPoLLY PaccMOTpeTh BOnNpoc 00...;

3-ero NuUa eAWHCTBEHHOro uYucna: ..AgMuHUCTpauus noCcTaHOBNSAET...
...,AOMUHNCTPaALUS HE CHUTAET BO3MOXHBIM...;

1-ro nNuua MHOXECTBEHHOro 4ucna: npocum npeAcTaBuTe AaHHbIE 0.
NPeacTaBnseT Ha pPacCMOTPEHWEe W yTBepxaeHue..., B NpoTokonax: caylanw...;
BLICTYNWUMU...; PN (MOCTAHOBWAN).



B coBMmecTHbIX [OOKYMeHTax TeKCT u3narawT OT nepeoro nunua
MHOXECTBEHHOIo Y1cna: pewnnu. ..

CTpaHuLbl TEKCTa HYMEpYHTCH HauyuHas CcOo BTOPOro nucrta AOKyMeHTa
apabckumu umdpamu nocepennHe BEpXHero nons.

OTMeTKa O HaNMUYUn NPUNOXEHNI - 0chOPMNAETCA NOA TEKCTOM nuckma. Ecnv
NPUNOXKEHNE HA3BaAHO B TEKCTE NUCbMa, B OTMETKE O NPUNOXEHUW YKa3biBacTCA
KONWYECTBO NUCTOB W KONMWYECTBO IK3EMMNNAPOB NPUMOXKEHUA, HANpUMep:

MpunoxeHwue: Ha 5 n. B 1 3k3.

Mpy HaNMUUM HECKOMBKUX MPWUNOXEHWA B OTMETKE O NPUNOXEHUA OHK
HYMEPYIOTCS, YKa3biBalOTCA HAUMMEHOBAHWS KaXKAoro MNPUMOXEHUS, KOJMHECTBO
MIUCTOB N KONUYECTBO 3KIEMMNIIAPOB, HAaNpUmep:

MpunoxeHrue: 1. 3aKMo4eHNE Ha NPOEKT... Ha 3 1. B 2 3K3.

2. CnpaBka 0 ... Ha 2 n. B 1 3K3.

Ecnu npunoxenns cOpoLLtOpOBaHbI, TO KONMYECTBO NTUCTOB HE YKa3biBAE€TCA.

*  Ecnu npunoxeHve HanpasnaloT HE BO BCe yKasaHHble afpeca, To OTMETKY O
ero Hann4un oOPMNSIOT criedytoLnm obpasom:

Mpunoxenue: Ha 3 N. B 1 9K3. TONbKO B nepsbIit agpec.

Ha npunoxeHusx K NOCTAHOBMEHUAM, pacnopsXeHuam, npasunam,
WHCTPYKUMSIM, NMaHaMm W ApyriM  JOKYMEHTam  OTMeTka O  NpUIIoXeHUK
NPOCTaBASAETCA Ha NEPBOM NUCTE NPUIIOKEHNS B NPABOM BEPXHEM YITTy.

Ecrv npunoxenuit Heckonbko, oHu Hymepytotea (MPUNOXEHUE 1,
NMPUNTOXEHWNE 2).

Ecnu npunoxeHue OfHO, OHO HE HymepyeTcs. B oTMeTke O MpuioXeHWU
yKaaLBaeTcs HauMeHOBaHWe BMAA OCHOBHOrO [JOKYMEHTa ero jara u HOMep.
Hanpumep:

NMPUNOXEHUE 2

K NOCTaHOBMEHWUIO
agmuHucTpauuu LWaknuHekoro
cenbCKoro nocerneHus
KyMbIImKeHCKOro
MYHULMNanbHOro paioHa
Bonrorpaackoun obnactu

oT 00 siuBapa 0000 r. Ne 000

Mpud cornmacosaHus - COrnacoBaHWe NpoeKTa [OKYMeHTa C  Apyrumu
OpraHU3aLVAaMM, UHTEPECHI KOTOPLIX B HEM 3aTparvBaloTCs, 0hOPMNAETCS CMOBOM
COIMACOBAHO (6e3 kaBbMek W [ABOETOYMMA), AOJDKHOCTU nuua, € KOTOPbIM
COrMacoBaH AOKYMEHT (BKkniouasl HaumeHoBaHue opraHusauuu). JInyHoh noanmcu,
paclmdpoBKu NOANUCU (MHULMANOB, haMnuiuu) 1 AaTkl COrNacoBaHus, Hanpumep:

COIrMACOBAHO
3amecTuTEmNDb rMaBbl adMUHUCTPALNN
LLlaknHCKOro cenbcKoro noceneHuns

Moanuce 1.0. damunus
HaTta

Busa - cormacoBaHue npoeKkTa AOKyMeHTa C AO/MKHOCTHbIMW nuuamn u
cneunanucTamu. Busa sknoyaeT B cebsi NUYHYIO NOANUCH, pacluvdgpOBKY NOAMMUCH
(MHuLManbl, damunuio) U aaty. [pu HeoOXOANMOCTY yKa3biBAETCs HauMeHoBaHWe
AOMKHOCTW Mua, BU3npyioLLero AokyMeHT. Hanpumep:



3amMecTuTeNb rMasbl aagMUHUCTPaLUK
LLIaKMHCKOro cernbCKoro noceneHns

Mopgnucek N.O.damunusa
HdaTta

Ha HopmaTuBHO-NpaBoBbIX akTax AAMWUHUCTpaUUW BU3bl NPOCTABNATCA Ha
060pOTHOWM CTOPOHE MOCMEeAHEro NncTa AOKyMeHTa.

B cnyxebHbix nNMCbMax BW3bl MNPOCTABAATCA Ha KOMUW  [OKYMEHTa,
nomMeLlaemMon B 4eno.

Moanuch AOMKHOCTHOrO NMUA - B COCTAB BXOAST. HAaVMeHOoBaHWe AOMKHOCTY
nuua, nognucaBLLEro JOKYMEHT, NuyHasi NOANNCL U ee paclumdpoBka (MHULnans! v
damunua). Pacwudposka nognucn pacnonaraeTcs Ha ypoBHE nocnegHen CTPOKK
HaiMeHOBaHUA [OMKHOCTM Yy NpaBoil rpaHuubl TekctoBoro mnons. Mexay
UHUUManamm u dhamunueii npoben He ctasutcs. Hanpumep:

maea agmuHucTpauum LaknHckoro
CenbCKOro noceneHus
Moanuce N.0. damunus

He ponyckaetcs noanucbiBaTte [AOKYMEHTbI C  Npennorom "3a"  wunu
NPOCTaBMEHMEM KOCOW 4YepTbl Nepen HaumMeHOBaHWeM [LOJDKHOCTU (nobaenaTte
kakve-nubo npuctaeku). Ecnu pykoBoauTens BpeMEHHO OTCYTCTBYET (oTnyck,
Bone3Hb, KOMaHAUPOBKA) WMNU OOMKHOCTbL BakaHTHA, TO AOKYMEHT NOANUCHIBAET
3aMecTuTenb PYKOBOAWTENS, MWMELUA npaBo MNoAnucCLIBaTL  AOKYMEHThI 33
pykosoguTensi. Mpn 3TOM ecnv B AOKYMEHTE ykasaHbl BOMPOCH!, OTHOCALIMECH K
KOMNeTeHUUW 3aMecTUTENs pyKoBOAWTENsA B COOTBETCTBUW C pacrnpefeneHnem
0653aHHOCTE! MexXay HUM M pyKkoBoguTenem, To B [JOKYMEHTE yKa3blBa€TCA €ro
dhakTuueckan 4OMMKHOCTL. Hanpumep:

Bpwuo rnasbl agMUHUCTPaLK
LLlaknHCcKOro cenbCKoro noceneHus
Moanuck nN.0.Qamunus
3amecTuTenNb rnasbl
apgMuHucTpauum LLlaknHckoro cenbckoro NnoceneHns
Moanuce N.O.Pamunus

Mpu noanUcaHMM [OKYMEHTa HECKONMbKAMM AOMKHOCTHBIMA NUUaMu  1x
nognMcuM  pacnonaralTcs  ogHa  MoA ApYroi B MOCnefoBaTensHOCTH,
COOTBETCTBYIOLLEN UEPAPXUI JOIDKHOCTEA.

Mpu NoAnucaHMn 4OKYMEHTa HECKONbKAMU NMLamMu, paBHbIMU N0 JOIHKHOCTH,
HO MpPEeACTaBAALNMYU pa3Hble OpraHbl, NOANMCH pacnoraraioT Ha 0AHOM YPOBHE.

B QOKYMEHTax, COCTaBIeHHbIX KOMUCCUEN, YKasbiBaOTCA HE AOIMKHOCTU ML,
NOANUCHIBAIOLMX JOKYMEHT, a ux 0083aHHOCTV B COCTaBE KOMUCCUU, Hanpumep:

Mpepcepatens ; n.O.damunusa
KOMUCCUN MNopgnuck
CekpeTapb KOMUCCUK Mopnuck N.0.damunus

YneHbl KOMWCCUU [Mopnuce nN.O.damunua



Moanuck N.O.damunus

Mpud yTBEPXKAEHUS - NPOCTaBNAETCA B BEPXHEM NPABOM yriy AOKyMeEHTa.

JlOKyMeHT yTBEPXKAAETCA AOSMKHOCTHBIM NIMLOM (AOMKHOCTHLIMY nMuamm) unu
cneunanbHo  m3gaBaemMbiM  JoKyMeHToM.  [lpu  yTBEpXAEHWM  JOKYMEHTa
OOMKHOCTHLIM NIULOM Tpud yTBEPXKAEHUA [OKYMEHTA AOMXeH COCTOATb W3 CrnoBa
YTBEPXJAID (6e3 kaBblyek), HAVMEHOBaHWA LOIMKHOCTW fuua, yTBEepX@atoLlero
[OKYMEHT, ero noAnucu, HMLManos, amunui n Aatbl yTBEPXKAEHUSA, Hanpumep:

YTBEPXOAKO

Mnaea agmuHucTpauun LLIakMHCKOro cenbckoro noceneHns
Moponuce N.O.damunus
OaTta

* [pu yTBEPXKOEHUU AOKYMEHTA HECKOMbKUMW [OMKHOCTHBIMW nuLamMi Ux
MOANUCK pacnonaraiTcs Ha 04HOM YPOBHE.

Mpv yTBEPXAEHUM OOKYMEHTa CrneuvansHo U3naBaembiM [OKYMEHTOM rpud
yTBEpXAeHns coctouT u3 cnos YTBEPXIEHO (YTBEP>AEH, YTBEPXOEHbI,
YTBEPXJEHA), cornacoBaHHOro B poge u 4ucne ¢ BUAOM YTBEPXAAEMOro
OOKYMeHTa (MonoxeHwe, nnad, npasuna, nporpamma), HaumeHoBaHus BuAa
AOKYMeHTa B TBOpWUTENbHOM najexe (NOCTAaHOBMEHUEM), ero A[aTkl W HoMmepa,
Hanpumvep:

YTBEPXOEHO
MoCTaHOBMEHUEM
agMuHUCTpaumm LLlakmHckoro
CEenbCKOro NoceneHns
KyMblrm«eHcKoro
MYHULMNAnNbLHOro paioHa
Bonrorpaackoi obnactu

ot 00 siusapa 0000 r. Ne 000

OTTUCK ne4Yatun - SBNAeTCH NOATBEPXASHUMEM NOASIMHHOCTVM noAanucu
AOMKHOCTHOrO Nnvua Ha AokymeHTe. OTTUCK nedatu CTaBuTCA Ha AOKyMEHTaX B
cnyyasix, NPedyCMOTPEHHbIX 3aKOHOAATENbHbIMU WM UHBIMUA - HOPMATUBHBLIMM
npaBoBbIMu akTamu. OTTUCK NeyaTy cTaBuTCs Ha CBOOOAHOM OT TEKCTa MecTe, npu
3TOM OTTWUCK NeYaTn He 3axBaTbIBAET NMUYHON MOANNCK LOSMKHOCTHOrO nuua 1 MoXeT
3axBaTblBaTbh YaCTb HAUMMEHOBaHWUA LOMKHOCTM Nyua, NOANNCaBLUETO AOKYMEHT.

B QOKyMeHTax, NOATOTOBMEHHbIX Ha OCHOBE YHW(WUMPOBAHHBIX OPM,
neuyaTb CTaBUTCA B MecTe, 0603HauYeHHOM oTmeTkoin "MIM" unu nHbim obpasom. [ins
CBUOETENbCTBOBAHWA BEPHOCTW KOMWM (BbIMUCKA W3 [OKYMEHTA) MOASIMHHUKY
[OKYMEHTA Ha NOCNEAHEM JIMCTe KOMuW (BbINMMCKM U3 AOKYMEHTa) Ha ceobogHOM
MecTe noa TekcToM nubo Ha oBpaTHoit cTopoHe odopmnseTcs peksusnT "Konns
BepHa", HauMeHoBaHWe AOSHKHOCTU NULa, 3aBepuUBLLETO KONWIO, NWUYHYIO NoAanucCe,
paclwmdpoBKy NOANWUCK, AATY 3aBEPEHNS, NeYaTb.

NMCTbI  MHOFOCTPAHUYHbBIX KOMWIA (BLINUCOK M3 AOKYMEHTa) HYMEepyrTCs,
OTMETKA O 3aBEpEeHMM KOMUK AOMNOSHAETCS yKasaHWeM KonuyecTsa INUCTOB Konvw,
[OMKHOCTYU, MHULMANO0B, haMUnvi NPOLLMBLUErO AOKYMEHT (BbINUCKMA U3 AOKYMEHTa):
"MpoLunTo, NPOHYMepoBaHo - . cneuuanucT nognuce N.0. damunnsa".

[onyckaeTcs 3aBepsTb wramnom "Konua" kaxabi nuct MHOTFOCTPaHNYHOWM
KOnuUW [OKyMeHTa, oTMeTka "BepHo" B Takom cryyae npocrasnseTcs Ha nuueson
unn obpaTHO CTOPOHE MOCNEAHero NucTa Konum AoKyMeHTa.



OTmeTka 06 MCnonHUTEnNe OOKYMEHTA - NPOCTABNAETCH B NIEBOM HWKHEM yriy
nuueeou

CTOPOHbI NOCMEAHEero nucTa AokKymeHTa.

OTMeTKa BRKMWOYaeT wWHMUManbsl, QaMmunuio WUcnofHuTena W HOMEp Eero
TenedoHa, Hanpumep:

.1 .MBaHoB (844263) 2-12-53

YKaszaHMs N0 UCMOMHEHWIo [oKymeHTa (pesonouua) - odopmnsercs
HEMOCPEACTBEHHO Ha AOKYMEHTE (B 3arofloBOYHON 4acTu OOKYyMeHTa) nnu Ha bnaHke
[OMKHOCTHOrO N (419 Pe30oLmnii U NopyyeHui).

Yka3aHWs no MWCMOSHEHWIO AOKYMEHTa BKMIOHAlOT: WHULMAanbl, aMuniu
WCMONHUTENER, COAEPKaHUE NOopydYeHVs (MpU HeoBXoaMMOCTH), CPOK WCMOMHEHUS,
NOANUChL PyKoBoAMTENA U AaTy, Hanpumep:

% W.WN.UBaHoBy, W.M.MNeTposy
Mpouwy noaroToBUTb
npoekT noctaHosnexHus k 20.02.2025
MNMognuce HaTa

OTMeTKka O KOHTpONe [OKyMeHTa - TMpocTasnsercs Ha AOKyMeHTax,
MOCTaBMNEHHBIX HA KOHTPOSb, C NOMOLLbIO pekBu3nTa "K" ¢ NpaBon CTOPOHbBI OT CPoka
NCMonHeHus.

OTmMeTKa 0 NOCTYMNMEHNN JOKYMEHTa - COAEPXUT EXOASALLNIA perncTpaumoHHbI
HOMEp W AaTy NOCTynmeHus AoKymeHTa (mpu HeobxoAMMOCTW - Yackl K MUHYTBI).
[onyckaeTcst OTMETKY O NOCTYNfeHUM A0KyMEeHTa NpoCTaBnsTe ¢ MCNOMb3oBaHUEM
wramna.

3. Mopsagok ocpopMneHus NPOEKTOB NPaBOBbLIX aKTOB B AOMMHUCTPaLUK.

3.1. B AamuHucTpauuum MOryT paspabaTbiBaTeCA NPOEKTbl  CrefytoLinX
NpPaBOBbIX aKTOB:

MoCTaHOBNEHMA  agMuHucTpaumu  LlakuHckoro — cenbcKoro  NOCENeHWA
KyMblmKeHCcKkoro MyHuLmMnanbHoro panoHa Bonrorpaackoit obnactu - HOPMAaTUBHbIIA
JOKYMEHT,  U3JaBaeMblii MO  OCHOBHbIM  BOMpocam, obecneynsaowmm
KN3HELEATEIbHOCTb CEMbCKOro noceneHus, CcoOnofgeHne 3akoHHbIX npas U
VNHTEPECOB XUTenNel cenbCcKoro noceneHus;

pacnopsikeHuss  agmuuuctpauum  LlaknHckoro  CEMbCKOro  NOCENEeHUA
KyMbImkeHCKoro MyHMLMnanbHoro paiioHa Bonrorpanckon obnacti - HopMaTUBHbIN
LOKYMEHT, M3JaBaeMblii B LEnsAx OnepaThBHOro pelleHus Tekylmx BOMpocos
CTPYKTYPHbIMY noApasfaeneHusamn AMUHuCTpaLnn.

3.2. MMpoekTbl NpaBOBbIX aAKTOB W MPUMOXKEHNS K HUM neyartaloTcs Ha
cTaHaapTHLIX ivctax 6ymarn popmata Ad wpudtom Times New Roman Ne 14.

3.3. BepxHee none npoekTa MpPaBoOBOr0 akTa yCTaHaBMMBaeTCsi pasHbIM 2
caHTUMeTpam, nesoe none - 2,75 caHTuMeTpa, nNpasoe - 2,25 CaHTUMETPA, HIKHEE -
2 caHTUMeTpam.

3.4. MNpu odpopmneHnn NpoeKkTa NPaBoBOro akTa Ha AByX U bonee cTpaHnLax
BTOpas W nocregyroLine cTpaHuLbl Hymepytotes. Homepa cTpaiul NpoCTaBnAoTCA
B BEPXHEWM 4acTu NCTa No LEHTPY.

3.5, TlpoekTbl NpaBoOBblX aKToB WMEKT cnedylune  peKkBUSUTBE
"HaumeHoOBaHVE Buaa JokyMeHTa", "HanmeHoBaH e (3aronoBok) nokymenTa", "TekeT
nokymenTa", "Moanucb OOMKHOCTHOrO nuua”, "Buza" u Mmoryt cogepxaTtb
NPUNOXEHNSA.



3.6. PexkBnanT neyataeTtca WPUGHTOM 0ObIMHOW HACLILEHHOCTU NPONUCHBLIMU
Byksamu LEHTPOBaHHbIM cnocobom, peKBM3NT (MOCTAHOBINEHWE,
PACNOPSXEHME) neuaTaeTcs ABYMSA MEXCTPOYHLIMW OTCTyNnamu OT BEPXHEro
nons ot cnos "AaMuHucTpaums LLIakMHCKOro cenbckoro noceneHus KymblmKkeHCKoro
MyHULMNanLHOro panoHa Bonrorpaackoi obnactu” otaenseTcs OoT NEpBOro Crnosa
peKBN3UTa OANHAPHBLIM MEXCTPOUHLIM UHTEPBASIOM.

3.7. HaumeHoBaHve (3aronoBok) AOKyMeHTa oTBedaeT Ha sonpoc "O yem?”
("O koM?") n3gaH AOKyMeHT. B pacnopsbkeHnsx o6bemom meHee 6 CTpOK 3arofoBok
MOXEeT OTCYTCTBOBATb.

3aronoBoOK NneYaTaeTcs Ha PaccTosHWN He MeHee 6 CAaHTUMETPOB OT BEPXHEro
Kpasi nucTa ¢ NponucHon BykBbl. ToUka B KOHLIE 3aronoBka He CTaBUTCS. 3aronoBok,
cocTosilmin U3 aAByx 1 Boriee CTPOK, NevyaTaeTcs Yepes MEeXCTPOUHLIN nHTepean 12
nT.

3aronoBoK LEHTPUPYETCSH OTHOCUTENBHO rPaHUL, TEKCTOBOTO Mo,

"\ 3.8. TekcT gokyMeHTa oTAensieTca OT 3aronoBka ABYMsA-TPEMS OAWHaPHLIMU
MEXCTPOYHBLIMW MHTEPBanaM M neyataeTcs 4Yepes OAMHAPHbIN MEXCTPOUHbIN
NHTEepBan.

TeKkcT nevaTaeTcs OT NEBOW rpaHyLibl TEKCTOBOrO Nonsi U BblpaBHWBAETCA MO
wupuHe. Mepsas cTpoka aB3aua HauMHaeTcs Ha paccTosHun 1,25 caHTUMeTpa oT
NEeBOW rpaHNLbi TEKCTOBOrO Mons.

TekcToBas 4acTb MOXET MoApasfensaTbCA Ha KOHCTaTUpylollyl 4acTb -
npeambyny u MNOCTaHOBMSAIOWYK YacTb (B pacrnopsXeHuu - pacnopspnTesbHyto
yacTb). peambyna 8 MNOCTAHOBMEHUAX 3aBEpLIAETCA Crnosamu "aaMWHUCTpaLns
LLIaKWHCKOrO CEeMbCKOro MNoceneHns  KyMbIMKEHCKOro  MyHULUMNAnsHOro  panoHa
Bonrorpaackonn obnactu nocTaHosndAeT."  Cnoso "nocraHosnseT"
neyaTaeTcsa Bpa3pAOKY.

Mpeambyna MOXeT OTCyTCTBOBaTb, €CNU NpeanuchiBaeMble AENCTBUS He
HYXOaKTCA B pasbscHeHUU. B aTom criyyae TEKCT NMOCTaHOBMEHUA Ha4YMHAETCs Co
cnos "AgmuHucTtpaums LLakuHCKOro Cenbckoro noceneHns KyMbimkeHcKoro
MyHULMNansHoro paroHa Bonrorpazckon obnactTunocTtaHoBnae T...", KOTOpbIE
nevyaTtatoTca ¢ absaua.

MocTtaHoBnsAWLLAs (pacnopaguTenbHasn) HacTb NPOEKTOB NPaBOBbIX aKTOB, Kak
npaBuno, NoApasgenseTca Ha NyHKTbI.

MyHKTbl B TEKCTE HyMepytoTcs apabekumu LmdpamMu C TOYKOM U 3aronoBKoB
He NMeloT.

[MyHKTbI MOTYT Da3aensaTbCs Ha NOAMYHKTbI, KOTOPbIE HYMEpYOTCA apabckumm
uncbpamMn WU CTPOYHBIMK OyKBamMU C 3aKPbIBAKOLWENA KPYriio CckobKow. Homep
NOAMYHKTA Taloke MOXEeT COCTOATh W3 HOMepa MnyHKTa 1 HoMepa noAnyHKTa,
pasfgeneHHbIX TOYKOW.

Mpu HanU4uM  MPUMOXEHUWW K  MOCTAHOBIEHWIO (pacnopsikeHuo)
AOMUHACTPAUMM B TeKcTe ykasaHHbIX MPaBOBbIX aKTOB Ha HWUX 0Bs3aTensHo
LenaeTca ccbifka.

[lokyMeHTbI (nporpammbl, NOMOXEHWA, PernameHTel, NiaHel, HOPMbI, CAINCKA U
Apyrve), KoTopble npegfiaraetcs yTBepAuTb MOAroTaBnMBaEMbIM MPOEKTOM, B
obszaTenbHOM MOpAAKe npunaralTcss K AaHHOMY TMPOEeKTy MNOCTaHOBNEHUS
(pacnopsxeHus) N SBNATCA €ro HEOTbEMIEMOW HacTbIO.

B npoekTax npaBOBbIX aKTOB YnoTpebnswTcs nonHble oduunanbHble
HaVMEHOBaHWSA OPraHoB N OpraHu3aLmni.

3.9. [lMocTaHosneHWa wn -pacnopskeHvs AMUHUCTPaAUMW NOANUCHIBAIOTCA
rmaso AOMUHUCTPauMM, a B €ro OTCYTCTBUE - BPEeMEHHO WCMONHAKLWUM
oba3aHHOCTM MaBbl AZMUHUCTPaUUN.

Mognuce [AOMKHOCTHOTO nuua oTAenseTcs OoT TekcTa 3-4 oAvHapHbIMU



MEXCTPOYHbIMU MHTEPBANamum 1 COCTOUT B MPaBOBbIX aKTax AoMUHUCTpaLUKU 13
cnoe "Masa agmuHucTpauuu LLakuHckoro cenbckoro noceneHna”, MHULWANOBE W
hamunuu rnaebl CENBCKONO NOCeeHNa.

HauMeHOBaHWe AOMKHOCTUM fMUa, NOAMWCLIBAKLWIETO MNPaBOBOW  aKT,
neyaTaeTcs B [Be CTPOKM Yepes MeXCTPOoYyHbId nHTepean 12 nT oT rpaHuubl Nesoro
nonsi. MHuywranst v chamunva nuua, noanicbiBatowero NpaBoOBON aKT, NevaTarTCs y
NpaBoi rpaHunLIbl TEKCTOBOTO MOMS.

MPUNOXeHUss ¥ MOCTAHOB/IEHUAM U PaCMNOPSKEHUAM AOMUHUCTPaLUK
NOANUCHIBAIOTCS MMaroi CENbCKOro nocenexus.

3.10. [donyckaeTcs W3MEHEHWe UWHTEpPBAnoB  Mexay  PpekBusnTamu
"HaumeHoBaHMe (3aronoBok) dokymenta', "Tekct  gokymeHTta', “lloanuceb
JOMKHOCTHOMO Nuua’ npi HeoBXoAMMOCTV pa3MeLLeHns TeKkCcTa npoekTa npasosoro
aKTa Ha OAHOW cTpakuue nubo npu HeobxoAWMOCTV ONTUMANbLHOrO PA3MELLEHIA
TeKcTa Ha ABYX U Doriee nucTax.

" 3.11. Busbi npocTasnaoTces Ha 00paTHOW CTOPOHE NOCNeAHero JINCTa NpoekTa
NPaBOBOro aKkTa B HUX<HEeW ero 4acTu.

3.12. Npunox=+HnaMn K NPoeKTaM NpaeoBbIX AKTOB MOryT BblTb NONOXEHUS,
NOPSAKW, NpaBuna, K-CTPYKUMKM, pernameHTbl, NepeqHn, Cnncku, rpachmkn, obpasubl
[LOKYMEHTOB W1 Apyroe.

B nonoxeHuv ycTaHaBNMBaTCA CUCTEMHO CBA3AHHbLIE MEXAY cobon npasuna
No BOMNPOCAM, OTHECEHHbLIM K KOMNETEHUUN kakoro-nubo opraka.

B npasBunax veTaHaBnNMBAKOTCH HOPMbI Y TpeboBaHus, obssaTenbHble AN
BbIMOSTHEHWS.

B WHCTpyKUvv  W3naraetca  MNOPsSAOK  OCyWecTBneHus Kakown-nubo
[EeATENbHOCTI WK FOPAAOK MPUMEHEHUA MOMOMKEHUA 3aKOHOAATENBHBIX 1 UHBIX
HOPMAaTUBHbLIX aKTOB.

MpUnoXeHns 0HOPMMAITCA Ha OTAENLHbBIX INCTaX bymaru.

PasMepbi Nojien, WPUPTbl W MEXCTPOYHbIE WHTEPBanbl MpU nevataHnn
NPUMOXEHNA MASHT/-HbI  pasMepaM, NPUMEeHsieMbiM Mpy  ne4aTaHun  TEeKCTOB
NpaBoOBbIX aKTOR

B WCKNHYMTENGHBIX Criydasx npu HeobxoAumocTn OOnyckaeTcs nevaratb
NPUNOXeHNs 1LPUMTOIM MEeHbLIEro pasmepa, Yem OCHOBHAs 4acTb NPaBOBOrO akKTa,
HO He meHee Ne 9

3.13. Ecrv 8 ToKcTe NPABOBOrO akTa AaeTcs CCbifika "cornacHo NpUnoXeHnto",
TO Ha NepBoOii CTpa~ulle MNPUMNOXKEHUA B NPABOM BEPXHEM yriy MULIETCs CroBOo
"MPUNOXEHWNE", =1#e naetca :

CobINKa Ha norTaHoBNEHWe (pacnopskeHne) AoMmuHucTpauun. Bee cocTaBHbie
4acTu peKBu3yTa Eb[3BHUBAIOTCA MO IEBOMY KPal TEKCTOBOro nons pekensuta u
neyaTaloTca Yepes MexCTPOYHbIV

uHTepsan 12 (7. [1pyM HanU4uy HeCKOIbKUX NPUNOXEHNA OHW HYMEpPYoTCA
apabckumu uvdopamy Hanpumep: '

MPUNOXXEHWE 1

K NOCTAHOBMNEHUIO agMUuHMcTpaumm LLlakmHckoro
cenbckoro noceneHus KymMmbimkeHCKoro
MyHMLMNansHoro paioxa Bonrorpaackoii obnactu
ot 00 sHBapsa 0000 r. N2 000

3.14. [pn koivdam B - TekcTe [AOKyMeHTa  hOpMynMpoBKM "YTBEpPAUTL
npunaraemos (Npuii=rasmMyto, npunaraembilii)’ nonoxeHne, WHCTPYKUWtO, NOPAAOCK,
npasuna, NPoroammy, nepedeHs MEponpuaTUiA Ha CamoM NpuoXeHnn B NpasoM
BepxHeMm yrny pacrionaraetcs cnoso "YTBEP>KOEHO" co CCBINIKOW Ha NpaBoOBOW



akT, ero aaty, Homep. Cnoeo "YTBEPXIEHO" cornacyetca B poae u 4ucne ¢
[MaBHbLIM CHOBOM HAMMeHOoBaHUsi npunoxenus (nopspok -  YTBEPXKIEH,
nonoxenve - YTBEPXOEHO, wHctpykums - YTBEPXIEHA, npasuna -
YTBEPXIEHbI). Hanpumep:
YTBEPXXOEHO
nocTaHOBMEHWEM aaMUHUCTPaLIMK
LLlakWHCKOrO CernbCKOoro noceneHuns
KyMbIMmKEHCKOro MyHULMNansHoOro panoxa
Bonrorpaackoit o6nactu ot 00 sHsapa 0000
r. Ne 000

3.15. 3aronoBOK NPUNOXKEHWUA OTAENSAETCA OT AaTkl U HOMepa NPaBoBOro akTa
¥ OT TEKCTa MPUIIOXKEHUS OBYMS-TPEMS MEXCTPOYHBIMW UHTEpBaNaMu.

3arofoBOK K TEKCTY MPUNOXEHWS nevaTtaeTcs LeHTPOBaHHbIM Cnocobom
Jyepes MeXCTpouHbll nHTepsan 12 nT. HanmeHoBaHe NpuokKeHns (nepsoe cnoso
3arofioBka NPUNOXKEHUS) BbIAENSAETCS MPONUCHBIMU - BykBamMu (MONOXEHUE,
MEPEYEHbL, CMMUCOK n ap.). MNMocneaytoLine CTPOKU 3arofoBKka MOryT OTAENATLCA
OT NepPBOI CTPOKM OOHUM MEXCTPOYHBIM NHTEPBATOM.

3.16. Mpn HanuuMn B TeKCTe MNPUIOXKEHUS HECKOMbKUX pasAenocs KX
3arofloBKM NevyaTaTCa LeHTPOBaHHbIM CNOCOOOM OTHOCUTENBHO rpaHUL, TEKCTOBOMO
nons. Toyka B KOHUE 3aroflIoBKa He CTaBUTCS.

3.17. B NONoKeHUAX, nporpaMmmax 1 Apyrux nofobHbix 4OKYMEHTax pasferns
W rnasbl, KaKk Npasuiio, HyMepytoTcs apabckumu undpamu. Moapasaens! HyMepyoT
B npeaenax pasgena. Homep nogpasgena JoMMkeH cocToATh U3 HOMEpa pasaena
HoMepa nogpasfera, pasaeneHHbIX TOYKoW (Hanpumep, 1.2). Homep nyHKTa A0oSKeH
COCTOATL W3 HOMepa pasfena u NyHKTa, pasferieHHbIX TO4KoW (Hanpumep, 2.5, a
npu HanuuuMu MOAPa3feNioB - M3 HOMepa pasjena, nogpasgena U nyHKTa,
pasgeneHHbix Toukamu (Hanpumep, 2.3.1). TlyHKTbI npw HeobxoanMoCTh MOryT
pasfenAaTbca Ha MOOMYHKTHI, KOTOPble MOTYT VMeTb MOPAAKOBYHO Hymepauuilo B
npegenax Kaxmnoro nyHkTa (Hanpumep, 1.2.2.1), @ MOTyT HymepoBaTsCA apabckumm
UM paMK URM CTPOYHLIMY GYKBamK C 3aKpbIBatOLLEN KPYrnol CKOBKOA.

3.18. TeKkcT NpUNOXeHWs MOXeT OblTb 0opMNneH B Buie Tabnuupl. Mpn
oopMIeHnM Ha KoMnbloTepe TabnuuHbIX MaTepuanos AOSDKHBI UCMONb3oBATLCA
cpeacTsa TekcToBoro pepaktopa Word. CeTka Tabnuuel Aenaercs HeBUaAUMOW 3a
UCKITIOYEHMEM 3ar0/I0BOYHON YacTu Tabnuubl.

Mpadbl ¥ CTPOKU TabnULbl AOMKHEI UMETh 3arofoBKW, BbIPAXKEHHbLIE UMEHEM
CYLLECTBUTENbHBLIM B UMEHUTENbHOM Nagexe.

Mpadhbl TabnviLsl HyMepyloTca apabekumu uupamu.

B 6GokosBuke Tabnvubl TEKCT Kaxaow no3vumm [OMKeH HaduHatbea C
nponucHon Oyksbl, 3Haku MNpenuHaHWs CTaBATCA TOMbKO BHYTPW NPEAJTOXEHUA.
Mocnie cnoe "UTore" "Bcero" gsoertoyune He CTaBUTCS.

Ecnu Tabnuiy nedatalT Gornee Yem Ha OAHOW CTpaHuue, 3aronoBoYHas
YacTb Tabnuub! (3aronoBKkM 1 HoMepa rpad) NoBTOPSAETCA Ha KaXKAoh cTpaHuue.

3.19. NncTs! TIPUNOKEHNS HYMEPYIOTCSH CaMOCTOATENBHO Ha4MHasA CO BTOPOro
nucta. Homepa cTpaHuL CTaBATCA BBEPXY CTPAHWULBI MO LIEHTPY.

B npunoxexuax K MOMOXEHUsSM, nopsakam, npasinam, WHCTPYKUMAM
PEKBU3NUT NOAMKCHA 42 ohopMNseTCs.

3.20. O6Gpaziibl odopMneHns MPOEKTOB NPaBOBbIX aKTOB NpuBedeHbl B
NPUROXKEHUN 2. g

3.21. OdonmneHHble Hagnexawum obpas3oM npoeKkTbl MNpaBOBbIX aKTOB
COrMacoBbLIBAOTCS C  3aUHTEPECOBaHHbIMW - CTPYKTYPHBIMW - MOApa3AeneHnamu,
LIOMKHOCTHLIMI [iliiiAMU B COOTBETCTBUU C NPUITOKEHUEM 3.



4. Mopsaok U3naHus U perncTpauum
NOCTaHOBNEHWUN, pacnopskeHUn AQMUHUCTPaLIUM.

4.1. OcopMneHHble COOTBETCTBYIOLMUM 00pa3oM W COrnacoBaHHble B
YCTaHOBNEHHOM MOpPsAKe NPOEKTbl MPaBOBLIX AKTOB NPEACTaBMAOTCA 3aMeCcTUTento
rmasbl agMUHUCTPaLUUKU ANS KOPPEKTUpOBaHWS, peaakTUpoBaHWA U nocneaytouero
HanpasneHus Ha noanucanve rnase AQMUHUCTPaLMA.

4.2. Pernctpauus NnpaBoBbIX aKTOB NOCMe Ux noArvcaHnsa ocyulecTnsercs B
XypHanax pervcrpauuu.

[aTtoit u3gaHns nocTaHOBNEHWS, pacnopsikeHnst AOMUHUCTPaLMKU cHATaETCS
farta nognucaHus.

MocTaHOBMNEHU U pacropsXeHWs HYMepYKTCA B Npedenax KaneHgapHoro
roga apabekvumu  uudbpamu. PeructpauuoHHbi HOMEP  pacnopsiKeHus
AgMMHMCTPALMN COCTOMT U3 NOPAAKOBOrO HOMepa W CTpo4HOW OykBbl "p"
npocTtaBnsemoi 4Yepes Aedwuc. PeructpaumoHHbii  HOMEpP  MOCTAHOBMEHWUS
AOMUHUCTPaLUUN - U3 NOPAJKOBOro Homepa.

4.3. Konuv npaBoBbIX aKTOB 3aBepAldTCA nevaTbid W paccbliakTea
agpecataM CcoOrnacHo nNOANWCAaHHOMY WCMOMHUTENEM PEeecTpy agpecaTtoB pAns
pacchinku JOKyMeHTa.

4.4, PacnopsixeHua AgMUHMUCTpaUMM Mo Bonpocam npuema, yBOIbHEHUS,
nepesoga  paboOTHWMKOB  AZMWHUCTpAUMKM,  WHLIM  KagpoBbiM  BOMpocam
PErUCTPUPYIOTCS B OTAEMbHOM ypHane. PeructpauuoHHbIi  HOMEpP  Takux
PaCcMOPSPKEHUIA COCTOMT K3 MOPSAKOBOrO HOMEPa W NpOCTaBnAemon Yepes peduc
CTpoYHon BykBbI "K".

4.5. PacrnopsiXeHuss 0 KOMaHAUPOBaHWM COTPYAHUKOB AOMUHUCTPALMU
rOTOBATCSA 3aMeCTUTENEM T[naBbl agMUHUCTpauun B TPEX 3JK3emnngpax wu
nepegarwTcs Ha nognucaHue.

MoanucaHHble pPacrnopsiKeHUss O KOMaHAWPOBaHWM  PErucTpupytoTcs B
XypHane peructpauun pacrnopsiXeHui, KOnuu 3K3IEMNNAPoB 3aBepAloTCA nevatbio.
PacnopskeHusi 0 KOMaHAWPOBaHUU HYMEPYIOTCA B NpeAenax kaneHaapHoro roaa.

PerncTpaunoHHbIi HOMEP COCTOMT K3 NOPSAKOBOro Homepa, obo3Havaemoro
apabckumun uudpamu.

4.6. TOANUHHUKA MOCTAHOBMEHWA, pPACNoOpsbKeHUn (3a UCKNOYeHUeEM
pacnopsbkeHUin 0 KOMaHaMpPOBaHUK) 3a TEKYLLIMA 1 NATL NpeablayLnx roga XpaHaTcs
B agMUHUCTpauuu. :

4.7. JoBepeHHOCTU rnaBbl AQMUHUCTPALMKU HA COTPYAHUKOB AOMUHUCTPaUnu
rOTOBATCA B ABYX 3K3EMnnApax W PperucTpupyoTca B KypHane peructpaunv
JOBEpPEHHOCTEN.

[loBEpEHHOCTN  HYyMepyloTCs B npegenax  KanewaapHoro roga.
PernctpaunoHHbIii HOMEpP [AOBEPEHHOCTEN COCTOMT W3 MOPSAOKOBOro Homepa W
npoctaBnsaemoi 4epe3 gedwc ctpouyHon Oyksbl "A". MOANUHHUK OOBEPEHHOCTW
XpaHUTCA B aAMUHUCTPALUM B TeYeHWe cpoka AENCTBUA AOBEPEHHOCTW. BTopoW
3K3EMNNAP JOBEPEHHOCTY NepeaaeTca JOBEPEeHHOMY fuLy.

5. OchopMneHne NPOTOKONOB 3aceAaHUn (CoBeLWaHus).

5.1. lpoTokon 3acedaHus (coBellaHws) - [OOKYMEHT WHMOPMaLMOHHOrO
XapakTepa, npegHasHadeHHbln Ans dukcaunnm xoda paccMoTpeHus BOMpOCOB U
NPVHATUA PELLUEHMWIA Ha 3acedaHnax (CoBeLlaHnax) KonnermanbHbiX CoBelaTenbHbiX,
KOOPANHALMOHHBIX, 3KCNEPTHBIX 1 APYrX OPraHos.

5.2. MpoTokon cocTaBnsieTcss Ha OCHOBaHWM 3anuceil, NPoM3BedeHHbIX BO



BpeMs 3acefaHvs  (coseljaHws), NPEeACTaBMeHHbIX  TEe3UCOB  AOKIajos v
BBICTYM/IEHWIA, CNPaBOK, NPOEKTOB peLleHnid 1 ApYrux MaTepuanos.

MpoTokonbl MOryT oOPMNATECA B MOMHOM U kpaTtkon dopmax. B kpaTkoi
chopme onyckaeTca xof OOCYXOEHWS BONPOCOB UM (OUKCUPYIOTCA TOMbLKO MPUHATbIE
Mo HUM peLUeHus.

5.3. B AOMMHUCTPaUMM NPOTOKOSMblI MevyatalTCs Ha CTaHAAPTHBIX nucTax
bymaru coopmaTta A4 1 UMEIOT CNeayoLINe PEKBU3NTLI:

HaUMeHOBaHMEe opraHa MECTHOro CamMmoyrnpasfieHust - ykasblBaeTca nonHoe
ouuManbHOE HaWMEHOBaHWE OpraHa MeCTHOro camoynpasneHus. Peksusut
nevyataeTcst NponucHbIMu Byksamu wpudTom Times New Roman Ne 14 Ges otctyna
OT BEpPXHeli rpaHnLbl Nons JOKYMeHTa Yyepes
OOVHaPHbIA MEXCTPOYHbIA UHTEPBAN ¥ BLIDABHUBAETCA NO LIEHTPY;

Bug, aokymeHta - MPOTOKO/. Pekeuant nevaraetcs Wwpuptom Times New
Roman Ne 14 monyKMpHOW HaCbILLEHHOCTW NPOMMUCHLIMKU DykBamMu, oTAenseTcs oT
Npedblaylero peksnsnTa AByMA OOWHAPHBIMW MEXCTPOYHLIMW WUHTEpBanamn
BblpaBHUBAETCH MO LEHTPY;

BUO 3acefaHusa (coBelyaHwus) - oTaenseTca OT npeapliayliero pexksusura
OBYMSI OAVHAPHBIMU MEXCTPOUHbIMW WHTEpBanamu, nevartaeTcs wpudTom Times
New Roman Ne 14 0OblUHOW HACHILEHHOCTW 4Yepe3 OAWHAPHbIA MEXCTPOYHbI
WHTEpBan v BbIpaBHWBAETCA NO LIEHTPY,

MEeCTO MPOBEAEHWs 3acefaHuns  (cosellaHusl) -  YyKasblBaeTca MNpw
HeobXoauMoCTH, nevyaTaeTcs Yepes ABa MEXCTPOUHbLIX MHTEpBarna rnocre peksnsuTa
"Bug 3acefaHus (cosellaHnsa)", oTOENseTca OT Hero SIMHMEN WU BblpaBHWBAETCHA No
LeHTpY,

fata M Homep npoTokona - data O(OPMISIETCH ClNOBECHO-LUMPOBLIM
cnocobom M neyaTaeTcs Yepes ABa MEeXCTPOUHbIX MHTepBana nocne npeabifyLiero
pekBuauTa. [laToil NpoTokona ABNseTCsA AaTa NPoBeAeHNs 3aceAaHus (CoBellaHuns).
Homep npoTtokona o6Go3HavaeTcs apabckumu uudpamu, MOXET BKNO4aTh
OyKBEHHbIE UHOEKCHI.

5.4. TekcT NonHOro NPOTOKOMA COCTOWUT M3 ABYX YacTeid: BBOAHOW 1 OCHOBHOIA.

Bo BBOAHOI 4acT ykasbiBalTCA WHWUManNbl ¥ damunuu npeacenatens
(npeAcenaTenbCTBYIOLLEr0), CEeKpeTapa, NMpUCyTCTBOBABLUMX Ha 3acedaHnu, u, npu
HeoBGXoOAMMOCTM, NnWL, npurnalleHHbIX Ha 3acefaHue (cosellaHune). Ecnw
KONWYECTBO NPUCYTCTBYIOWMX MpeBbllwaeT 15 yenoeek, BO BBOAHOW 4acTw
npoToKona AenaeTcs CCbiNka Ha CNUCOoK, SBNSAIOWNACA HEOTbeMNIEMON YacTbio
NpoTOKOfa, Hanpumep:

MpucyTcTBoBanu: 25 Yenosek (CNUCOK NpunaraeTcs).

Ecnu B 3acegaHun (coellaHvn) NPUHNMAKOT y4acTne npeacTaBuTenn pasHblX
OpraHoB BMacTy U OpraHu3auuii, ykasbiBaeTcs Mecto paboTsl U AOMHKHOCTb KaXXnoro
nuua. MHOroCcTpoOYHblE HaUMEHOBaHUS AOMKHOCTEN MPUCYTCTBYHOLUMX nevatarTca
yepes OauH MEXCTPOYHbIA nHTepBan nnubo yepes uHtepsan 12 nt.

BBogHas 4acTb MNpOTOKONA 3akaHYMBAaETCs MNOBECTKOM [AHs, coaepxallen
nepeYeHb paccMaTpuBaeMblX BONPOCOB, NePeUUCNEHHbIX B NOPAAKE UX 3HAYUMOCTY,
C yKa3aHueM JoKnagynka no Kagomy paccMmaTpuBaemomMy BOMpocCy.

Bonpocbl noBecTkM AHa dopmynupytotcs ¢ npegnorom  "O"  ("O06"),
neyaTaloTcsa OT rpaHuLibl NEBOTO NOJA U HyMepyTcs apabckumu uudpamu.

OcHOBHaa 4acTb NpPOTOKOMAa COCTOUT W3 pasfenoB, COOTBETCTBYIOLLINX
MyHKTaM NOBECTKM AHS. TEeKCT Kaxaoro pasgena cTponTcs no cxeme:

CITYLATW: :

BEICTYNUNN:

NMOCTAHOBWIIN (unu PELLWUIIN):

OcHOBHOE cogepaHve [OKNafAoB W BbICTYMNEeHUW BKOYAETCA B TEKCT



NpoTOKOMa WNW NpunaraeTcs K HeMy B BuAe OTAENbHbIX MaTepuanos, B NoCnegHeEM
criyyae B TEKCTe NpoToKona AenaeTtca oTMeTka "TeKCT BbICTYMnneHus npvnaraetcsa".
MocTaHoBNeHWe (pelleHne) B TeKCT MPOTOKOSia BHOCWUTCS MOMHOCTbID B TOW
chopMynupoBke, KoTopasi Obina npuHATa Ha saceganun. lpu HeobxoanmocTy
NpUBOASTCS UTOTWU ronocoBaHus: "3a - ..., NPOTUB - ..., BO3Aepxarnoch -

CopiepkaHue 0coboro MHeHUsi, BbiCKa3aHHOTO BO Bpems 0OCYyXAeHWUS,
3anucbiBaeTcs B TEKCTE MPOTOKONa mnocne COOTBETCTBYOWEro MNOCTaHOBIIEHWUS
(peLueHus).

5.5. TeKkCT KpaTKOro MPOTOKOMa Takke COCTOWUT M3 AByx 4yacTeir. Bo BBOAHO
YacTM  yKasbiBalOTCA  WHMUWanNLl 1 amunuv  npeacenaTenbCTByiowero
(npeacenarens), cekpeTaps, a Talke WHWUMANsLl 1 haMunum NpUCyTCTBOBABLUMX
nay,.

Cnoso '"MpwucytcTBoBanu" nevataetca OT rpaHuubl Nesoro  nons,
nogvepkuBaeTcs, nocne Cnoea cTaBuTcA [JsoeToune. Hwxe nevatarwTcs
HavMeHOBaHWSA [OMMKHOCTEN MPUCYTCTBYIOWMX, a cnpasa 0T HauMeHOBaHWs
JOMKHOCTEN - ux wuHuumans: n damunuu. HaumeHoBaHUS JOIKHOCTEN- MOryT
yKasblBaTbCs 0000LLEHHO, Hanpumep:

MpucyTcTBOBANW:
masa AMUHUCTPaLUUN
N.0.Pamunus
3amecTUTenu rnasbl agMUHUCTPaLU
CenbCcKoro noceneHns nN.0.®amunusa

Cnu1cok oTAensieTcs 0T OCHOBHOW YacTi NPOTOKOMNA CNIIOLIHON YepTOn.

B ocCHOBHOW YacTy NPOTOKONA YKa3blBaeTCA HOMEpP BONpoca B COOTBETCTBUM C
NOBECTKOM AHA, COAepKaHue BOMpoca U NPUHATLIE PELUEHNSA.

Bonpocbl HyMepylTcs puUMcKuMu uudpamn. HavmeHoBaHue Bonpoca
HaunHaeTcs ¢ npeanora "Q" ("06"), nevaTaeTca No LEHTPY U NOAYEPKUBAETCS OAHOM
YepTOoi HMXE NOCNedHeN CTPOKN Ha paccTosHUM He bonee oflHOro UHTepBsana. Mog
YepToi YKa3bLIBaKTCS (haMUIUM SOSDKHOCTHBIX JINL, BBICTYNMBLUMX NPy 0BCyXaeHNN
OaHHoro Bompoca. dPamMunuy  nedartalTca  Yepe3  OOMHAPHbLIA - MEXCTPOUHbIN
UHTEpBas. 3aTeM yKasbiBaeTCA NPUHATOE N0 BOMPOCY peLueHne.

5.6. MpoTokon nognucbiBaeTcA NpeAcefaTenbCTBYOLMM Ha 3acedaHun u
ceKkpeTapeMm.

Mognuck  npeacenaTtenbcTByOWEro  oTAenseTca OoT  Tekcta  Tpems
OAMHAPHBIMWU MEXCTPOYHBIMW VHTEPBANamu 1 BKNKYaeT HauMeHoBaHWe AOMKHOCTU
nuua, npeacenaTenbCTBOBABLLIEro Ha 3acefjaHun  (COBELLaHWM), €ero  MUYHYHo
noanuch, paclwugpoBKy noanucy (MHMUManel U damunuio). HaumeHosaHue
[OIMKHOCTW MevaTaeTcs OT NEeBOii rpaHULbl TEKCTOBOrO MNOMsl YEpes MEXCTPOUHbIN
WHTepBan 12 NT v BblpaBHMBaeTca Mo neeomy nono. Pacwwudposka nognucu
pacnofnaraeTca Ha YpoBHe mnocrnedHenl CTPOKM HaWMEHOBAHWA  [AOJKHOCTWU.
MocnegHss dyksa B paclungpoBke orpaHU4MBaETCS NpasBblM MONeM.

Moanuce cekpeTapa 3acefaHus (coBewlaHusa) OoTAensieTcs oT  NnoAanucu
npeacenaTenbCTBOBABLUEro0 Ha 3acefaHu OAVHAPHBEIM MEXCTPOYHBIM UHTEPBAasioM
1 0hOpPMNSETCH aHanormyHo.

5.7. Cpok MOAroTOBKW NPOTOKOMNA, Kak NMpaBwurio, He AOSDKEeH npesbiwatb 5
[Heil Co AHS NpOBEeAEHUs COOTBETCTBYIOLLEro 3acefaHns (cosellanns). KoHKpeTHbIN
CpPOK NOArOTOBKM NPOTOKOMa MOXET OnpefennTb PyKOBOSUTESb, KOTOPLIA Ben
coBelllaHune, Unu npeacenateslb NOCTOAHHO AEWCTBYIOLLEro KonnernanbHoro opraxa.
Cpok odopmrneHus npoTokona Takke MOXeT ObiTb YCTaHOBNEH B perfameHTe



paboTbl KONNernanLHoOro opraHa.

5.8. [lpoTokonbl coBelaHnini oOpPMAAIOTCA PabOTHUKAMKU  CTPYKTYPHBIX
noapasfeneHnii, OTBETCTBEHHbIX 3a NpoBeAeHVe CoBeLLaHNi.

5.9. Obpa3sLbl 0thopMneHUa NOMHOMO U KPaTKoro NpOTOKOIOB NpeAcTaBneHbl B
NpUNOXeHun 4.

6. CnyxxebHaa nepenucka.

6.1. B 3aBucumocTu OT cnocoboB nepefayv penosowt uHdgopmauun (no
KaHanam MoYToBOI CBSA3M UMK NMOCPEACTBOM 3MEKTPOCBA3W) BblAENAT cnegyolme
BUAbLI AEMOBON MEpernnucku W WX HaseaHus: fJenosoe (cnyxebHoe) nMCbMO,
chakcorpamma (hakc), TenedoHorpamma, 3MEKTPOHHOE TMUCBLMO  (3NEKTPOHHOe
coobLieHune).

6.2. CrnyxxeBHble NUCbMa neyaTaloTcs Ha GnaHkax yctaHosreHHoro obpasua.

. CnyxebHble nucbmMa 3a  NOANWUCLIO  PYKOBOOWTENEW  CTPYKTYPHBIX
nogpasaeneHnin No BOMpocaM, BXOASLWMM B UX KOMAETeHUUIo, 0hopMnaoTCa Ha
BnaHkax CTPYKTYpHEIX MogpasaeneHuin agMUHUCTPaLIUu.

6.3. Mpu ocopmneHun cnyxebHoro nucbma Ha ABYX M Oonee cTpaHuuax
BTOpasA U nocrieayrwLme cTpaHnubl HYMEPYITCS nocepearHe BepxXHero nonsa nucra
apabckumun yudpamu.

6.4. B cnyxeBHblX NUCbMax WCNONb3ylTCs (pasbl 3TUKETHOrO Xxapaktepa
"Yeaykaemblii...!" - B Hayane nucbMa (Hag Tekctom) u "C yBaxkeHuem," (No xenaHuto
agpecaHTa) B 3aKNiOYMTENbHON YacTu NUCbMa Nepers MoANUCLI0. STUKETHBIE dhpasbl
neyaTawTca UCMNONHUTENEM NPU NOATOTOBKE NpOeKTa NucbMa.

TekcT cnyxebHoro nucbma nanaraeTcs: oT 1-ro nuua MHOXECTBEHHOro Yucna
("MNMpocum npegoctaBuTh MHopMauumio...", "Hanpasnsem Ha 3akntoveHue npoexT..."
M gp.), or 3-ro nuua eauHcTBeHHoro uncna (“Agmunnctpauus  LaknHckoro
cenbckoro noceneHns KyMbifKEHCKOro MyHUUMNanbHOro panoHa Bonrorpapckon
obnactu He cuuTaeT BO3MOXHbIM..", "Otgen... npegnaraetT paccMOTpeTb
BO3MOXHOCThb...").

6.5. CnyxebHble nucbMa afpecylT opraHusauusiM, WX CTPYKTYPHbIM
noAapasgeneHuaM UM KOHKPETHBLIM Nuuam.

[okyMeHT agpecyeTcs AOMKHOCTHOMY Nuuy (PYKOBOAWTENK OpraHvWsauunn) B
crny4ae, Korga npednoniaraeTcs, UYTO WMMEHHO 3TO [OMXHOCTHoe nwuo Oyaer
NPUHUMATL PEeLLeHns No BOMpocam, MNOCTaBfieHHbIM B AoKyMeHTe. [lpu 3Ttom
HauMeHOBaHWe oOpraHu3auny BXOAUT B HAMMEHOBaHWE AOMKHOCTY agpecarTa.

6.6. K npoekTy cnyxebHOro nucbma, MOArOTOBMEHHOMO Ha oduumansHOM
bnaHke dopmata A4, npunaraeTcA BTOPOA 3KIEMNNAp MNpoeKTa nucema,
cogepXKaLymin BU3bl UICMONHUTENS NCbMa W 3aMeCTUTENA rMaBbl aAMUHUCTPaLUK.

6.7. MNpaBo nognucaHusa cnyxebHbIX NceM MMelT rmasa AgMUHUCTPaUuUu 1
€ro 3aMecTUTENU, a TAKKe HauvanbHWKU CTPYKTYPHbIX nogpasgeneHuin Ha BnaHkax
CTPYKTYPHbIX NogpasgeneHunii.

Ecnu pomKHOCTHOE nNWUO, NOANUCH KOTOPOro 3aroToBfeHa Ha MpoeKTe
[JOKYMEHTA, OTCYTCTBYET, TO [OOKYMEHT noanucbiBaeT UL, UCMOMHsAoWee ero
obaszaHHOCTW, wnu ero 3amecTutenb. [lpy 3Ttom 06s3aTenbHO YykasbiBaeTcs
chakTyeckan [OMKHOCTL NULa, NOANUCaBLLEro AOKYMEHT, 1 ero amunus.

6.8. Cpoku MOArOTOBKM OTBETHbIX MUCEM YyCTaHaBMMBAKOTCA pesontounen
DYKOBOAUTENA HA OCHOBAHWUM WMEIOLMXCA CPOKOB WCMOMHEHUS  MOpYYeHWid,
3anpoCOB UMW NO PELLEHUI0 aBTOpa Pe30ioLnu.

B cnyyae ecnu Cpok NOArOTOBKM OTBETHbIX MUCEM HE YCTAHOBIEH, OHU
OOMKHbI BblTb NOArOTOBMNEHbI B CPOK, He npeeblwamwvin 30 AHeW co f[HA
MoCTynneHns 3anpoca, obpaLleHvs B aMUHICTPaLMIO CENbCKOro NoceneHus.



7. ®akcorpammsi (thakc).

7.1. [JoKyMeHTbI, TpebyloLne CpO4HOTo UCNONHEeHUs, NnepeaatoTes aapecary ¢
MOMOLLbK hakCUMWUNbHON CBASW.

7.2. MocTtynalolwme uyepes HakCUMUNbHYIO CBA3b CNyXebHble nucbMa W
Apyrue [OKYMEHTbl (bakchl) MPUPABHUBAIOTCA K aHanorvm4HbIM ochuymansHbIM
JokymeHTam. [lpn HeobxoaWmocT 3anpalinsaeTcs opwurnHan [AOKymeHTa Ha
ByMaXkHOM HOCUTENE.

7.3. Mopsgok o6paboTku, pacnpefdeneHus U MPOXOXKAEHUS NOCTynatoLmnX
hakcoB aHanornyeH nopsiaKy, YCTaHOBAEHHOMY ANA AOKYMEHTOB C OTMEeTKamu,
XapaKkTepu3yoLwnMy CTeneHb CPOYHOCTN NX UCTIONHEHUA UM [LOCTaBKN.

7.4. MocTtynuBLMiA BCned 3a (pakcom opuruHan [OKYMEHTa HamnpasfseTcs B
CTPYKTYpHOE NOApasfeneHue - WCMOMHWTENb B COOTBETCTBUKM C pesontouunei
PYKBBOAMTENS K NOCTYMMBLUEMY PaHee (haKcy.

7.5. 3anpeljaetca nepenasaTtb MoCpeAcTBOM (DaKCUMWUNBLHOW CBA3W TEKCT
AOKYMEHTOB C NOMETKOM "[ns cnyeGHOro nons3osaxus'.

7.6. OTBETCTBEHHOCTb 3a CoJepXaHwe nepegasaemMon WHopmaLun
BO3MNaraeTcd Ha WCNOMHWTENsA, NOArOTOBMBLUEro [OOKYMEHT K nepedadye
3aMeCTUTENSA rMaebl aAMUHUCTPALINA.

Ill. Opranusauus nokymeHtToobopoTa.
1. Mpuem n nepeuyHas o6paboTka NoCcTynaoWNX AOKYMEHTOB.

1.1. Bcs koppecnoHaeHuus, nocTynuelias 8 AQMUHUCTPALIMIO, NPUHUMAETCS
N Y4UTBIBAETCA LIEHTPANM30BaHHO.

1.2. Mpu BCKPLITUA KOHBEPTOB MPOBEPAETCS MNPaBUNbHOCTE afpecoBaHuns,
KOMMNEKTHOCTb M LEeNoCTHOCTb LOOKYMEHTOB, MPUOXEHUA K HWM, CBEpAeTCs
COOTBETCTBME UX HOMEPOB YHETHLIM HOMEpaM, ykasaHHbIM Ha KoHBepTax. KoHBepTbl
¢ nomeTkoi "JlnyHo" nepepatoTcs agpecatam B 3aKpbITOM BUAE.

1.3. KoHBepTbl OT MOCTYMUBLLUX AOKYMEHTOB HE YHWYTOXAKTCA B Cly4asX,
Korga TOMbKO MO HUM MOXHO YCTaHOBWUTbL afdpec oTnpaBuTend, AaTty OTnpaeku u
nonyyeHnss [AOKyMeHToB. HenpaBunbHO ajApecoBaHHble UMK 0hopMIIEHHbIE,
OWMWBOYHO BMOXEHHbIe [OOKYMEHTbl MEepechinalTcss NO  Ha3HaYeHWo  Unn
BO3BpaLLATCA OTNPaBUTENIO.

1.4. Bce BxogsliMe [OOKYMEHTbl MNPOXOAAT MNEPBUYHYIO COPTUPOBKY Ha
nogrexaliMe W He nognexawue peructpauuu. He noanexar perucTpauuu
cregyrowve Buabl AOKYMEHTOB!

JOKYMEHTBI, He Tpebyiolwme UCMONMHEHNs W He coaepalune vHopmaunu,
MCMONb3yemMoil B CMpaBOuHbIX UEensX, - MpuUrnacutenbHble, no3apaBuTesNbHbIE
nMucbMa u TenerpaMmmel, buneTsl;

nrAaHbl M NPOrpaMMbl CEMWHAPOB, KOHMEPEHUWA, CYMNO3NYMOB U ApYrix
NOA0OHbBIX MEPONPUATUR;

JOKYMEHTbI Mo  OyxranTepckomy ydyeTy, MartepuanbHO-TEXHUHECKOMY
oBecneyeHnio, MnaHoBble W (PUHAHCOBbIE [AOKYMEHTbl, noctynawuwue 6Ges
COMPOBOANTENBHOMO NUCHMA;

peKnamMHble AOKYMEHTbI, KOMMEPYECKNe NpeanoXeHns;

ne4YaTtHble U3JaHus,

yHUULMpOBaHHbIe hOPMbI U BNIAHKN AOKYMEHTOB;

apyrue Buabl JOKYMEHTOB.

1.5. M3 obLiero notoka BXo4ALWLMX JOKYMEHTOB BbIAENAIOTCA:



LAOKYMEHTHI, Tpebytowne obAzaTensHoro paccMoTpeHus rnasow
AOMUHWCTPaUVUN;

nOKyMeHTbl, He Tpebytowwme obssaTenbHOro  pacCcMOTPEHUS rnaBow
ALMUHMCTPALMKM W MepeaaBaemble  HENOCPEACTBEHHO  3aMecTuTento  rnasbl
AOMUHUCTpaUMK;

LNOKYMeHTbl, He Tpebywowme o06sa3aTensHoro  paccMOTPEHUA rnasou
AOMUHMCTPAUMM W €0  3aMecTuTeneM v nepedaBaemMble HeNnocpeACTBEHHO
cneuvanuctam AgMmmHUCTpaLuu.

2. Peructpaums nocTynawwmx (BXoAsAWMNX) AOKYMEHTOB.

2.1. TMocTtynuBwre (BXOASLUME) AOKYMEHTbI, noanexaiwue perncrpaunn,
perucTpupyloTcs B KypHane B AAMUHUCTPALMK. Peructpauus nocTynuBLLNX
(BXOASALUMX) [OOKYMEHTOB NpPOW3BOAWTCA HE3aBUCUMO OT cnocoba ux [OOCTaBKW
[NOYTOBOIA CBA3LIO, ANEKTPOCBSA3LIO UMK KYPbEPCKOW CBA3LIO (Hapo4HbIM)], Nepegayn
Uy co3gaHusa.

Mepegasa [JOKYMEHTOB rnase AQMWHUCTPaLMK, 3aMECTUTEND  rnasbl
AQMuHUCTpauum 6e3 perucTpauyu B XXypHane He AonyCcKaeTcs.

[lOKYMEHTbI PErUCTPUPYHOTCA B A€HD UX NOCTYNIEHUS. [loKyMeHTbI ¢ OTMETKOW
"Cpok!" perncTpupyrotcs HeaameanuTesnbHo.

Ha nocTynalowmx (BXOAALWMX) AOKYMeHTax Ha OymaHOM HocuTene,
noanexallux PEerucTpauun, B NPaBOW HWXHEW 4YacT NepBoro nucra AOoKyMEHTa
NPOCTABAAETCA OTMETKA O NOCTYNseHUU AOKyMEHTa C ykasaHueM AaTel U BXOAALErO
perucTpaumMoHHOro Homepa.

2.2. Tpu peructpauuu  BXOAAWMM  [JOKYMEHTam  npuceBanBaeTcs
PErncTPaUMOHHBIA HOMEp, COCTOALLMIA U3 UHAEKCa, MHAEKCA Aena No HOMeHKnaType
[en npoctaBnsiemble 4epes [feduc UM MOPsAKOBOTO  BXOAsLEro  Homepa
NPOCTaBMNAEMOro Yepes Kocylo YepTy MOopsiAKoBOrO HOMEpa AOKYMEHTa B Mpenenax
KanenaapHoro roja.

Hanpumep: Ne 01-06/534

2.3. B uensx yd4eTa U mowvicka AOKYMEHTOB Mpu peructpaunn AOKyMEHTa
BHOCWUTCS crniegytolas uHopmayms:

perncTpaLmnoHHbIn HoMep;

aata perucrpaLum;

agpecar;

narta AOKYMEHTa;

HOMEp AOKyMEeHTa;

KpaTKoe coaepaHune [OKYMEHTa,;

BV 4OCTaBKV LOKYMEHTa,

cBefeHWUsi 0 IOKYMEHTax, CBA3aHHbLIX C HUM.

2.4. 3aperncrpupoBaHHble AOKYMEHTbl U1 [Apyras KOppecnoHAeHUWS
OOCTaBNATCS B NPUEMHYIO rNnaBbl  AZMUHUCTpauuW, 3amecTutens rnasel
AOMUHNUCTPALMK K crieunanucTam AQMUHUCTPaLUA.

JloKyMeHTbI C OTMETKON "K' (KOHTPOJIb) AOCTABIIAIOTCA HE3aMeANUTENBHO.

3. MopAanok pacCMOTPeHUs AOKYMEHTOB U AOBeAeHUA UX Ao
UCMONHUTENEN.

3.1. KoppecnoHoeHuus,  nocTynuelias [JOMKHOCTHbIM - fivlaM,  [O/DKHA
paccmaTpuBaTbCA B [eHb €€ JOCTaBKW.

3.2. [MopyyeHus no WCMOMHEHNIO [OKYMEHTOB OMOpMNATCS B BUAe
pesontounii. B cocraB pesonouuu  BKIKOHATCA - cnejylowue obsizarenbHbie



aNeMeHTbI: MHWUMank!, damMunuu WUCMOSHUTENEeNn, conepXaHue MNopyveHUs, CpoK
UCNONHEHMWS, IMYHAA NOANUCHL PYKOBOAUTENS U ee paclundpoBka, Aata pesosounu.

Pesoniouua nuILeTCa Ha NepBOM NUCTe LOKYyMEeHTa.

MopyyeHne o€ WCMOMHEHUU [OOKYMEHTa [A3eTCs, Kak npasuno, OAHOMY
OOIMKHOCTHOMY LY.

Ecnu nopydeHve 06 uvCnonHeHWu MOCTynvBlIero [JOKyMeHTa [aetcs
HECKOMbKMM NuLaM, TO NULO, YKasaHHoe B pesonouun nepebiM, HABNAETCH
OTBETCTBEHHbLIM UCMONHUTENEM, OCTarbHbIE NULA - COUCNIONHUTENAMMU.

3.3. JokymeHTb! ¢ oTMeTkorn "Cpok!" paccmaTpuBaloTcs ONepaTUBHO.

3.4. [okymeHtsl ¢ oTmetkamn "Cpok!" pgoBogAaTtcA A0  CBEAEHWA
OTBETCTBEHHBIX UCMOSIHUTENEl (MocpeacTBOM hakca, NEeKTPOHHOM noyTsl). Bpems
NPOXOXAeHUsi AoKymMeHTa ¢ oTmeTkoir "Cpok!" € MOMEHTa nocTynneHus ero B
aAMUHUCTPAUMIO 40 MOMEHTa MOSyYeHNs UCNoMHUTEeNemM B CUCTEME SNEKTPOHHOro
AoKyMeHTOOBopoTa, No hakcy, 3NEKTPOHHON NoYTe AOJDKHO COCTaBnATh HE bonee
oaHbro yaca.

3.5. [loKyMeHTbl, KOTOpble HanpaBnalTCA HECKONbKUM  UCNONHUTENAM,
nepepjalTcs UM B Kofuax. [MOANWHHWUK LOKYMEHTa NepeaaeTcs OTBETCTBEHHOMY
NCNOSTHUTENIO.

3.6. JokymeHTsl Ha OymaxHOM HocuTesnie, B COOTBETCTBUM C PEECTPOM
agpecatoB [Ans  pacchinkn [AOKyMEHTa HarnpasnalTcA AnA  UCnonHeHus B
AOMUHUCTPALMIO.

4. Pa6oTa UcrnonHuTens ¢ NocTynuBLIMMU (BXOASAWMNMU) AOKYMEHTaMMU.

4.1. Cneusanuctsl AMUHUCTDALMUA WNW HENOCPEACTBEHHBIA WUCMONHUTENb
(coucnonHUTENb) NOMyHaoT BXOAALWME JOKYMEHTbI B BO3MOXHO KOPOTKWE CPOKM (B
[JeHb UX PAcCMOTPErWA COOTBETCTBYHOLIMM pyKkOBOAMTENEM unn Ha cnegytoLnia
pabounii AeHb).

CneumanucTel AOMUHUCTPaALUM OpPraHW3yloT WCNOSIHEHWE NOCTYNUBLLMX
JOKYMEHTOB. Paccvo peHue A0KyMeHTOB MPOU3BOAMUTCA, KaK npasuno, B AeHb WX
NoCTyNNEeHns.

4.2. Ecnn ncnonHeHne OOKYMEHTa nopyyYeHo HECKONbKUM UCMONHUTENSAM, TO
OTBETCTBEHHbIA UCMOJTHUTESNb HECET OTBETCTBEHHOCTb 3a WCMOMHEHWE NOPYHEHWS,
eMy NpeAoCTaBMNEHO NPABO CO3bIBA COMCNONMHUTENEN U KOOPAUHALMM UX paboTbl.

CoucnonHurenu npencTaBnaoT OTBETCTBEHHOMY MCMOSTHUTENIO
NPeanoXeHvsi B TEUYEHUE MEPBON MOSIOBUHbLI CPOKA, OTBEAEHHOro Ha WCMonHeHne
nopyyeHWss B LENOM, COrnacHn CcBoell cdepe BeAeHUs. OTBETCTBEHHbIN
WCNONHUTENb ONpeperiseT NopPsLoK COrmacoBaHus U NOArOTOBKM MTOrOBOro NMpoeKTa
JOKymeHTa. [py HeoHXoaymMocT UCMOSIHEHWA MOpy4YeHVst B CXaTbleé CPOKU
OTBETCTBEHHbIN WUCMOSIHUTENb OPraHusyeT WCNonHeHne nopyvyeHusa B onepaTuBHOM
nopsgke, AnNa 4ero cosgaeT paboune rpynnbl U NPOBOAUT  COrnacuUTernbHbIe
coBeLLaHuns.

4.3. Cneuwanvcrel AOMWHUCTPALMM B NpPOLIECCE WCMONHEHWA BXOAALLEro
AOKYMEHTa OCYLLECTBIAOT!

cbop 1 obpafo Ky HeoOxoaMMOoW UHOPMALIUK,

NOArOTOBKY MpOeKTa oOTnpasfsemoro (MCxoAsulero) [OKyMeHTa W BCeX
HeoBX0AUMbLIX NPUNOM.EHWNIA C cOBNZEHMeM NpaBun 4OKYMEHTUPOBaHNS,

cormacoBaHue npoekTa OTNPABMAEMOro (MCxXoAsilero) [OOKyMeHTa C
3aMHTEPECOBAHHLIMU TILIAMY;

nopaboTky  mpoekta  OThpapnsemoro  (UCXoAswero)  AoKymeHTa Mo
3aMevaHnsaM, NONyYeHHbIM B XO4e COrMAacOBaHUS,

B HeobxoouMelx cnv4yagy nNoAroToBKy CrKMCKa paccCbiiku OTNpaBnsaemoro



(McxoasLero) AoKyMe +Ta;

npeacTaBneHue MpoekTa OTroaBiIsemoro (ncxogsliero) AOKyMEHTa Ha
noAnvucb PYKOBOAUTET O]

perucTpaLmio O ripaBisemMoro (MCXOLALLEero) AOKyMeHTa.

4 4. VICMIOMHUTE fb He [0MKed pasrnaaTe CoAepaHue NocTynuBLLIUX K HEMY
BXOLOSALLMX JOKYMEHTOE 1 MOATOTOBNEHHbIX MPOEKTOB OTNPaBNASMbIX [LOKYMEHTOB, C
HAMW MOTYT BhbiTh  J3HAKOMMAEHB! TOMLYO AMUA, UMeLne OTHOLLUEHWE K WUX
NCNONTHEHWUID.

45 OTBETCTRAHHOCTL 238 CROSBDEMEHHOCTb  MCMOSIHEeHus, y4er W
COXPaHHOCTb cnyeBHKIX NOKYMEHTOR MOCTYNUBLUMX B aAMUHNCTPALMIO CENbCKOro
NOCEeNEHNs, HECYT COTDYAHUKY AJMUHUCTDALIN.

4 6. WCnomHSHHbLIe B VCTAHORMEHHbIN CPOK [OKYMEHTbl nepepaioTcs B
ALMWHUCTPALWMIO Af1S CHATWA ACKYMERTa C KOHTPONA W HanpasneHuu ero B "geno”, B
COOTBETCTBUM C VTBEDH NEHHOV HOMEHKTATYDON Aen.

N OTmeTka 06 MG I0MHEHMIA HOKYMEHTA BKMIOYAET creayolne AaHHbIe: CCbITKY
Ha 4aTy W HOMep A0KyMeHTa, CivsTenteTBYoWNe O ero WCMOMHEeHNN, Unn npu
OTCYTCTBUM TAKOrO L0 <y MEHTE - kDaTrve CBeeHUA 06 ucnonHeHuu; cnosa "B aeno”;
noanuck 1 aaty

5. Opra +u3aliue paiorh: ¢ oTnpaBnaeMbiMi (ncxopsaWMMH)
MARVIAEHTAMMU,

5.1. OTEeTcTBE HACTH 22 COCTasTeHrne u odopmneHne oTnpaBnAeMoro
(MCXopAWEro) AOKyMeHTa BOSiialaeicA ha rONOBHOTO NCMONHUTENS OOKYMEHTA
(3aMeCTUTENs TMABEI /AIMUHICTDA! i KM OMKHOCTHOE nuuo).

5.2. Onsi OTOpasn QOSyME-Te6, HE UMEIOLLNX afjpeCHON YacTi, roToBATCA
COMPOBOAUTESNbHBIE T iChE.

5.3. [lo NDEACTHEENSKUA HA NI0/7 A0 TOKVMEHTa OTBETCTBEHHBLIN NCNONHUTEND
npoBepseT NPasunbHaCTE OPOLMT=HT STAP2BASEMOro (MCXoAALero) AOKYMEHTa,
ero afpecoBaHns, Harume Hend¥onnuiLY Bua NPUNOXEHUIA.

54. OTnpasnazhse  (Woasladge)  JOKYMEHTHI, rnognucaHHble rnasow

AOMWHVCTPAUMY VAW €10 3BMECT/ TR Vv, (€peljaloTes Ha PerncTpaumio.
Perncrpauust Woxonsiimx niGat OCYUecTBAeTCA cneLmnanieToM NPUEMHOW

W PErucCTPUPYETCR B CHCTENE 3NakT 0L noxkymeHToobopoTa.

PervcTpauus WCXOLmLMK  [WCEM, NOLAMNCAHHBIX  3aMecTUTeneMm rnasel
AAMUHUCTPALMY OCYy' SCTRNAZTCH SOT0) 4N AKEMA aaMUHUCTPaUMn.

He ponyckae e LeriCTpauus » X0 2aLmx cnyxeBHbIX Ncem npu oTCYTCTBUM
BCEX HEOBXOQVMBIX G [iZCuBaRMl [5i%) COOTSETCTBYIOWMX [OMMKHOCTHBIX NNLL

5.5. PerucTpal) 1 GIipassie it o Mexoaumnx) AoKyMEHTOB OoCyLLecTBNsAeTCS
B A€Hb UX MOAMUCAHMS WA K3 Citazi/ic iy pabounin AeHb.

5.6. Peructpamonsily .-+ y n~ata oTNpaBnseMoro (MCcxoaALlero)
OOKYMEHTA MPOCTAES = CTCs Ha D72 & J0KvmenTa, B peksu3uTax OnaHka u Ha
KOMusX.

OTnpapnsembic : (vexonane) «3 AnmrHUucTpaunn cnyxebHble AOKYMEHTEI
WCTIOMAHSIOTCS 2 TOEY 3<iii 1 @0 [ophait 3 KOTOPbIX NOAMUCHIBACTCH rnaBown
AOMUHUCTPALWYA UMK ero  gamecTv /=n2m U 0TnpasnseTcs agpecaTy, BTOpoW
aksemnnsap, o 9. cro o1 B Qene NpUemHon, Tpetu
BO3BpALLAETCs T Ter o.

5.8. QTnpasdky «oxdfAudel (ooneenodaedunn Ha BymaxkHOM HocuTtene
OCYLLECTBAACT CriCky. /vl Apsei/ ) N0y -EHkY AOKYMEHTOB ANS OTNpaBku
CneumMannueT fpremic | I1L0uER A UG TIUANVCEN, MCXOAALWMX HOMEpOosB, a Ha

NUCbMaXx-0TBe 1ax Lo om0 gaTty  nucbMa-sanpoca, Hanuyne



MPUMOXEHNA, YKA3aHHbIX B OCHOBHOM WNW  COMPOBOAUTENLHOM  LOKYMEHTE,
nNpasunbHOCTb  OchopmneHns  OTMpaBfAeMbIX (ucxopawmx)  AOKYMEHTOB.
HenpaBunbHO  ObOpMIIEHHble — OTNpaBnsembie (ncxopAwmMe)  OOKYMEHTBHl 1
JOKyMEHTbl  HecnykebHOro xapaktepa K OTnpaske He  npuHUMarTeAa U
BO3BPALLAIOTCA UCTIONHUTETIO.

5.9. Mcxoasilume AOKYMEHTbI MoAnexar oTnpaske B AeHb WX perncTpaumv nunm
Ha cnegywowuin pabounid OeHb. CpoyHble WUCXOAAWMEe [LOKYMEHThl noAnexar
OTNpaBke B nepsylo ouvepeab. B cnyyae HanpasneHus Konuu OTNPaBnsemoro
(ncxopsilero) OOKYMeHTa cpeacTBamu hakcUMUNBHON CBA3WM WUNWU 3NEKTPOHHLIM
coobLueHnem agpecaTy AocbinaeTcs NOANVHHWK AOKYMeHTa.

5.10. WUcxogswme SOKYMEHThI, OTnpasnsemble CpeacTBamMu NMOYTOBOW CBA3W,
NPOXOAsT ynakoBKy, aApecoBaHue [nNpu HanpaeneHuu AOKYyMeHTa tonee 4yem B
YyeTblpe agpeca - B COOTBETCTBUM C yKazaTesniem pacChirky, KOTOPbIN COCTaBMAETCH
UCMOMHUTENEM OTNPaBNAeMOro (MCxoasilero) AOKYMEHTa] u nepeaady B no4ToBoe
oTdeneHve ceasun. Vcxogsawme AOKYMEHTbI, OTNpaensemMbie cpeacTsamMut NoYTOBOW
CBA3W B OAVH afpec, BKIaabIBaloTCA B OAWH KOHBEPT.

Ha wucxopswme [JOKYMEHTbI 3aKa3HOro xapaktepa COCTaBnsercs pPeectp,
KOTOpbIA 3aTem BO3BpallaeTcs B aAMUHUCTpauuio C pacnuckoin paboTHUKOB
NoYTOBOro OTAENEHNs CBASN.

5.11. MpoxoxaeHue BHYTPEHHUX AOKYMEHTOB Ha 3Tanax Wx NOAroTOBKW,
COrnacoBaHus, MOANMCAHWSA W PerucTpauuMu  COOTBETCTBYET  MPOXOMAEHWIO
oTnpaBnsemMbix (MCXOASLWMX) AOKYMEHTOB, a Ha JTane npuema, perucTpawuu,
PAcCMOTPEHUs!, KOHTPONS WCMOMHEHWUs, UCMOMHEHUA, Hanpaenexsa B aeno,
XpaHeHWs - NOCTYNaKWMX (BXOAALLMX) AOKYMEHTOB.

6. Ucnonb3oBaHue WTaMnoB ¢ hakcUMUNbHbIM BOCNpoU3BeaeHUEM
noanucu (pakcumune).

6.1. WTamnbl ¢ hakcUMunbHBIM BOCMpOU3BEAEHWEM NOANNCH (bakcumune)
MOryT UMeTb rnasa AAMUHUCTPALUM W €70 3aMecTUTenb.

6.2. lWtamnsl ¢ dhakcuMUbHBIM BOCNpouU3BeaeHUEM NOAMUCH (chakcumunne)
MOTYT UCNONb30BaTLCA ANA 3aBEPEHNA CneayownX AOKyMEHTOB.

no3apaBUTenNbHbIX, NPUBETCTBEHHbLIX NUCEM,;

npurnaweHui;

NHpOPMALIMOHHBIX MUCEM, N3BELLEHWUI 1 YBEOAOMNEHWUN.

6.3. B uensax ONepaTUBHOrO PacCMOTPEHUst [OKYMEHTOB LWTaMnbl C
chakcuMUnbHBIM BOCMPOU3BEAEHUEM MOANUCH (bakcumune) MoryT UCMonb3oBaTbCA
nocne cornacoBaHus (B TOM yucne no TenedoHy unn nyTem UCnonb30BaHUS NHbIX
cpencTs CBA3M) C AOMKHOCTHBIMW NULAMW.

6.4. WTtamnbl ¢ dakcMUnbHbIM BOCNpOU3BEAEHUEM NOANUCH (cbakcumnne)
XPaHATCS B aAMUHUCTpaLMUW.

IV. TexHnueckoe obecneyeHue paboTbl C LOKYMEHTaAMM.
1. NMevyaTtaHne OOKYMEHTOB.

1.1. MNevyaTaHue JOKYMEHTOB OCYLIECTBMAETCS creunanucramn CTpyKTypHbIX
nogpasaeneHnit AOMUHUCTpALUM C UCMOMb30BAHUEM KOMNbIOTEPHOW TEXHUKWU C
cobnogeHnem TpebosaHmi VIHCTpyKUUN.

1.2. TMeuaTaHne OOKYMEHTOB MPOM3BOAUTCA Ha OnaHkax yCTaHOBMEHHOM
hopMbI UK Ha Bymare cTaHOapTHBIX PasmMepos.



2. KonupoBsaHue (TMpaXupoBaHWe) AOKYMEHTOB.

2.1. KonupoBanbsHO-MHOXUTESbHbIE paboThl B AOMUHUCTPaLUK
OCYLLECTBNSIOTCA CNEeLManucTaMi aaMUHNCTpaLni. KonupyroTes TONbko cryxebHbie

[OKYMEHTbl 1 MaTepuarns.
2.2. OTBeTCTBEHHOCTb 3@ pasMHOXeHWe [OKYMEHTOB BO3MoXeHa Ha

cneunanucToB agmuHucTpaumn. OHM HecyT nepcoHarbHyr OTBETCTBEHHOCTE 32
KOMMpoBaHue AOKYMEHTOB.

2.3. He ponyckaeTtcs HeobocHOBaHHOE Pa3sMHOXEHWE  OOKYMEHTOB,
HEe3KOHOMHOE pacxodoBaHue Bymaru n pacxofHbiX Matepuarnos.

2.4. MHorotupaxHble nNnbo MHOrocTpaHW4HbIe MaTepuarnbl PasmMHOXarTCH,
KaK npaBuno, B yMeHbLUeHHOM Buge 1 ¢ 060poToMm.

2.5. KonupoBaHnuio nognexar, Kak npasuno, nepsBble 3KIEMNNAPLI
LOKYMEHTOB, 0TBEYaKOLME HEOOXOAUMBIM TEXHUYECKMM TpeDOoBaHUAM. OHU OOMKHbI
BbITh HaneyaTaHbl 4YeTKO U pa3bopymBO YEpHbIM LBETOM Ha CTaHAApPTHbIX nuctax
Bymaru dpopmara Ad.

V. [lokyMeHTanbHbIA poHA AGMUHUCTPALUMN.
1. OpraHun3sauus padoThl ¢ AOKyMeHTaMu B AeNioNpou3BoACTBe.

1.1. Opranusaums paboTel C dOKyMeHTamu B  [4enonpon3BoACTBe
npeacTasnseT coboi COBOKYNHOCTb BMAOB paboT, obecneunsaiomx CoOXpaHHOCTb,
y4eT, CUCTEMATU3aLMIO [OKYMEHTOB, (pOopMUpOBaHWE U ocdopmMneHre gen Ha
Nenonpou3BOACTBEHHOM CTAAMN U UX Nepeady B apXMBHbI 0TAeN AAMUHMCTPaLN
(panee WMeHyeTCs - apxWeHbli OTAEen) B COOTBETCTBUM C TpebosaHvaMM,
YCTAHOBMNEHHBIMY HOPMaTUBHO-METOANYECKUMI [OKYMEHTaMu no apxXMsHOMY AEny,
AenonpounaeoacTey PegepanbHOro apxMBHOrO areHTCTBa.

OcHoBHLIMW BKaaMu pabdoT, obecnevvBarolmMx MNpasBUibHYO OpraHW3aLnio
[IOKYMEHTOB B [LENonpoun3BOACTBE, ABMSAKTCA COCTaBNEHWE HOMEHKnaTypel Aefl W
thopmupoBaHue gen.

2. PaspaboTka u BegeHue HOMeHKNnaTypbl Aen.

2.1. HomeHknatypa pen npegHasHadeHa ANS opraHusauuu rpynnuposku
WCMOMHEHHbIX [OKYMEHTOB B Aena, cuctemarm3auvn u ydeta aen, onpeaeneHuns
CPOKOB WX XpaHeHWs W HABMAETCA OCHOBOW AnA COCTaBneHus onucen aen
NOCTOSIHHOrO M Bpemer+oro (cebie 10 NeT) CPOKOB XpaHeHsA, a Takke And yyera
Jen sBpeMmeHHoro (4o 10 neT BKYMUTENBHO) CPOKA XPaAHEHUS.

2.2. B AOMUHUCTPALMK COCTABNAITCSA HOMEHKNATYpbl AeN AOMUHUCTPaLUN U
CBOAHAA HOMEHKNaTypa gen AaMuHMcTpauun (Oanee UMEHyeTCs - HOMEHKnaTtypa
Aen agMuHUCTpaLmm).

2.3. HomenknaTypa gen AgmuHucTpauuu  cocTasfserca  NULOM,
OTBETCTBEHHbIM 3a [iGNONpPou3BOACTBO B AAMUHUCTPaLWKU, COrnacoBbliBaeTcsa C
rnaBoW AOMUHUCTRaLNN, nognuckiBaeTcA rnaBow AQMUHUCTpaLUK u
npeacraBnseTcsa 8 agMUHUCTpaUmnio.

2.4. HomeHknatypa pgen AOMUHWCTPaLUUW COCTaBNAETCA Ha OCHOBE
HOMEHKNATYpP AeN NOABELOMCTBEHHbLIX OpraHu3aLmii AOMUHUCTPALMN,

2.5. HomeHknartypa oen AoMuHUCTpaLUn BU3MPYeTCs 3aMeCTUTENEM rnaBbl
AOMUHUCTPALMK, KypUPYOLLUMM BOMPOCH! AEMonpon3BoACcTBa, AOMKHOCTHOrO nvua,
OTBETCTBEHHOTO 33 ApX/BHOE /eno, 1 Nocrne COornacoBaHNs SKCMEPTHOW KOMUCCHEN
Anvuuuctpauuu (ganee umenyetca - 3K agMmuHuCTpauun) HanpaenaeTca Ha



yTBepxaeHne rnase ADMAHACTPALINK
2.6. Homenxknatypa [en
aAMUHUCTPALUN He pexe OLHO 0 p:

CTPYKTYpbl AOMUHUCTPaLMMU pacpade
NOANEXUT cornacoBarnio ¢ K E yCTé !
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CocTaB aNeMEHTOB 3aronoBka Aena onpefenseTca XxapakTtepom AOKYMEHTOB
aena.

B saronoBkax gen, cogepxawux OOKYMEHTbl Mo OAHOMY BOMPOCY, HO He
CBSA3aHHLIX MOCMNEeAoBaTENbHOCTLID  WUCMOMHEHWA, B KadecTBe Bwuaa Aena
ynoTpebnseTcs TepMuH "LOKYMEHTbI", @ B KOHLIE 3arofoBka B CKOOKax yka3biBaloTcs
OCHOBHbIE Pa3HOBUAHOCTU OOKYMEHTOB, KOTOpblEe [OMKHbI ObiTh CrpynnupoBaHbl B
nene (0630pbl, CBOAKW, CNpaBKu U apyroe), Hanpumep: "[oKyMEHTbI O PACCMOTPEHUN
obpalueHnil rpaxxaaH (063opbl, CBOAKW, aHanMTUYECKUe crnpasku)”.

TepMuH "JOKYMEHTbI" NMPUMEHSETCA TaKxke B 3aronoskax [ern, cofepxaiiunx
[OOKYMEHTbI - MPUMOXKEHUA K KakoMy-nnbo AOKYMEHTY, Hanpumep: "“[JokyMeHTbl K
NOCTAHOBMEHUAM  agMUHWCTpauun  BykaHOBCKOTO  CEMbCKOr0  MOCENeHuA
KyMBbIMKEHCKOro  MyHuUumMnansHoro paioHa Bonrorpagckoin obnactu (MpoekThl
NOCTaHOBNEHWIA, BNaHKM CornacoBaHusl, 3aKnioYeHns u apyroe)".

B 3aronoBkax gen, npeaHasHauyeHHbIX A5 rpynnupoBKA [OKYMEHTOB OOHOW
pa3NOBUOHOCTH, YKa3blBaeTCs 3Ta PasHOBWAHOCTb AOKYMEHTOB BO MHOXECTBEHHOM
yucne.

HassaHve aBTopa [OOKYMEHTA YKa3blBAeTCA KpaTko WNW NPUBOAUTCA €ro
obwee BuooBOe HasBaHue, Hanpumep: "TlocTaHOBNEHMA  agMUHUCTPaLIMK
LLIaKMHCKOrO CenbCKoro noceneHns KyMblIIDKEHCKOro  MyHULMNANbHOTO — paitoHa
Bonrorpaackoin obnactu".

B 3aronoBkax pgen, cofepxxaliuMx nepernucky, ykasbiBaeTcs, C KeM W no
Kakomy(1MMm) Bonpocy(am) oHa BeaeTcs.

B  3aronmoskax gen, coaepxawux — nepenucky ¢ 04HOPOAHbLIMM
KOppecnoHaeHTamu, MocregHve He YkasblBAaKTCs, a ykasbiBaeTcs ux obllee
BUOOBOE HasBaHue. Hanpumep: "Mepenucka ¢ AgMuHUCTpauvei Bonrorpagckoi
obnactu no Bonpocam ...".

B 3aronoBkax [Oen, COAepxalimx Nepenucky C  pasHopoAHbIMU
koppecnoHdeHTamn (Gonee Tpex), MOCNEAHWE HE NEPEYUCrATCA, HanpuMep:
"Mepenucka No  BOMpPOcaM  peanu3aUuy  OCHOBHbIX — MEPOMPUATAA Mo
NPOTUBOAENCTBUIO KOppynuun Ha Tepputopuu LLlakMHCKOro Cenbeckoro nocenexHus
KyMBIMKEHCKOro MyHuuunanbsHoro paioHa Bonrorpagckoi obnactn'”,

B saronoskax fAen, cogepxawmx nNnaHoByl UMM OTYETHYH AOKYMEHTaUMIo,
yKasbiBaeTCs nepuog (kBaprari, rod), Ha (3a) KOTopbIi COCTaBMEHbI NNaHbl (0TYETHI),
Hanpumep: "MToaoBov ByxranTepckuit oTyeT agMuHucTpaumy LLiakuHcKoro cenbckoro
noceneHus KymbimkeHCKOro MyHUUMNansLHOro paioHa Bonrorpaackon o6nactu'.

Ecnu peno 6yaer cocToATb M3 HECKONMbKUX TOMOB WNU  YacTeid, To
cocTasnseTcs obLLit 3aronoBoK Aena, a 3aTemM npu HeobXoAMMOCTN COCTaBIISAIOTCS
3arofioBKN Ka)kgoro Toma (HacTtu), yTOYHSLWME CoAepKaHue 3arofioBka aena.

B 3aronoBkax [gen, coAepXawMx Konuu [OOKYMEHTOB, YKasblBaeTcs WX
KONMUAHOCTb, Hanpumep: "Pacnops)eHus agmuHucTpauumn LakuHckoro cenbckoro
nocenennst KyMbImKeHCKOro MyHWUMNanbHoro paioHa Bonrorpaackon obnactu.
Konuun".

MopsaoK pacronoXeHus 3aronoBKOB Jen BHYTPW pasgenos v noapasaenos
HOMEHKNaTypbl  Jen  OfMpeAendeTcA  CTeMneHbld  BaAKHOCTU  [OKYMEHTOB,
cocTaBnAWLMX Aerna, U ux B3aumocBA3bil. BHavane pacnonaratoTCcs 3aronoBku
[iefl, coaepallmMx 00raHn3aLnoHHO-pacnopsAUTENbHYO AOKYMEHTALMIO.

Mpada 3 HOMEeHKNaTypbl AeN 3anoNHAETCA MO OKOHYaHUK KaneH[apHoro roaa.

B rpade 4 vkasbiBaeTcs CPOK XpaHeHus Aena, HoMepa craTel cornacHo
MepeyHio TUMOBLIX YMNPABNEHYECKUX apXMBHbIX [OKYMEHTOB, obpasywouwnxcs B
npouecce [OEATENoHOCTW  rocyAapCTBEHHbIX  OPraHoB, OpraHoB  MECTHOrO
caMOynpaBneHus Y  OpraHusauuii, ¢ YyKasaHMeM CpPOKOB WX  XpaHeHus,
yTBEPXAEHHOrO npukasom Pocapxuea ot 20 gekabps 2019 r. Ne 236.



B rpade 5 "lMpumeyaHue" yKasbiBalOTCA YTOYHEHUs CPOKOB XpaHEeHWH
[OKYMEHTOB, Ha3BaHWs NepeyHen AOKyMEHTOB, UCMOMb30BAHHBIX MpK ONpeAeneHm
CPOKOB XpaHeHusl Aen, NpoCTaBnATCA OTMETKMN O 3aBeAeHUM [ief1, O NePEeXoaALLnX
penax (Hanpumep, nepexoasiiee ¢ 2013 roAa), o BeiAeneHun fen K yHUHTOXEHIO, O
nuuax, OTBETCTBEHHbIX 3a (hopMuposaHve gen v Apyrie oTMeTKu.

Ecnu B TeuyeHne roga B AgmuHUCTpauyum  BO3HWKAKT  HOBbIE
[OKYMEHTUPOBAHHLIE YHacTKM paboTbl, HA HUX (HOPMUPYIOTCH COOTBETCTBYIOLINE
JENa, OHW [OMONHUTENbHO BHOCATCA B HOMEHKNATypy COOTBETCTBYIOLIEIO
CTPYKTYPHOrO NoJpasfeneHusi 1 B HOMeHKnaTypy Aen aaMuHnucTpauui. [Ans BHOBb
33aBOAMMBIX AeN B KaXAOM pasfene HOMEHKNATypbl Aef OCTaBnsATCs Pe3epBHbie
Homepa. o OKOHYaHMM roga B KOHLUE HOMEHKNATypbl Aen AenaeTcAa WTorosas
3anucb 0 KONMVYecTBe 3aBeaeHHbIX Aen (TOMOoB).

3. ®DopmupoBaHue gen.

3.1. dopmupoBaHue [OKyMeHTOB B AJMUHMCTPaLUA  OCYLLECTBNAETCH
COrnacHoO BbINWCKAM W3 COOTBETCTBYIOWMX pasfgenos HOMEHKNaTypbl AN
aAMUHUCTPaLMK C COBMoLEeHNEM MPUHLUMMOB CUCTeMaTU3aunn [OKYMEHTOB 1 MUX
pacnpegenieHuns (rpynnmpoBku) Ha Aena nocToAHHOro U BpeMEHHOro (cBbiwe 10 neT)
CPOKOB XpaHeHWsi, B TOM 4ucne Ha fefna no nuYHoMy coctasy, U Ha Agna
BpemeHHOoro (fo 10 NeT BKNYMTENBHO) CPOKa XpPaHEHUS.

3.2. Mpu dopmupoBaHuM [ena npPOBepsioTCA: NPaBUIbHOCTb OTHECEHNHA
[OKYMEHTOB B [JaHHOE [Aeno, Ka4yecTBo OcopMneHns v nonHota AO0KyMEHTOB,
HanuMuue Ha [OKyMeHTax Noanucew, BU3, AaT, PETUCTPALIMOHHbBIX HOMEPOB, CMPaBOK
UAU OTMeTOK 06 ucnonHeruu u apyroe. HenpasunbHO OGQOpMIIEHHbIE AOKYMEHTbI
[OMKHBI ObITb AO00GOPMIIEHSI, @ 3aTeM NOMELLEHbI (nogwwmTel) B AEno.

3.3. Mpu opmuposaHun aen B AgmuHncTpauun Heobxoaumo cobnwoaatb
cnegyroune npasuna:

nomelLaTh B 4eM0 TOMLKO MCMOMHEeHHbIE AOKYMEHTbI, COOTBETCTBYHIOLUME MO
CBOEMY COAepXXaHuWio 3arofoBKy Aena no HOMEHKNaType,

nomellatb BMECTE BCE [JOKYMEHTbl, OTHOCALIMECA K PpeleHno O0OHOro
Bonpoca;

nomeLlaTh NPUNOXEHUss BMECTE C OCHOBHBbIMW AOKYMEHTaMMU,

rpynnupoBaTh B AENO AOKYMEHTbI OAHOrO KaneH4apHoro roAa (ncknoyeHue
COCTaBSAIOT NMUYHbIE 1 NepexosaLiue aena);

OTOENbHO rPynnNuUpoBaTh B AeNa [JOKYMEHTbl MOCTOAHHONO W BPEMEHHbBIX
CPOKOB XpaHeHWs,

BKIOYATL B €10 N0 0AHOMY 3K3eMNNApY KaKaoro AOKyMeHTa;

nomewate B AEN0 [OKYMEHT, NpaBuiibHO W MOMHOCTLIO ohopMNEHHbIY
(OOKYMEHT [orkeH uMmeTb AaTy, NOAMNUCH, OTMETKY 06 WCMONHEHUW N [pyrue
PEKBU3UTBI);

He noAlmBaTh B [OEN0 [AOKYMEHTbl, noAnexawue BO3BpaTy, NULIHNAE
3K3EMMNSPLI U YEPHOBUKY (33 UCKIIOYEHUEM 0COB0 LIEHHBIX);

no obbemy Aeno He AO0MKHO npeBblwaTh 250 NMCTOB NpK TOMNLWMHE HE bonee
4 caHTMMeTpoB (TonwMHa Aden co CpokaMu XpaHeHusa OO 10 neT He pommkHa
npeebiwate 10 caHTumeTpos). [lpn npesbilleHUM OaHHOTO obbema 3aBoamTCA
odyepeaHon ToMm. [pu HanmnMuum B [eNe HEeCKOoNMbKuX TOMOB (4acteit) MHOEKC U
3arofIoBOK Aena MpOCTaBMSOTCA Ha Kaxaom Tome ¢ fobasneHuem obozHa4eHui:
"Tom Ne 1", "Tom Ne 2" n Tak garee.

3.4. TMOCTAHOBMEHWS U PacnopseHus AOMUHWUCTPALMW MO  OCHOBHO
AEATENbHOCTV rPYNNUPYIOTCA B Aena OTAENbHO 0T MOCTAHOBNEHUI U pacnopsKeHUi
no NMM4YHOMY CoCTaBy



3.5. [dena ¢ nNOANWHHLIMA MOCTAHOBNEHUAMW U PaCNOPSKEHUAMU
hopMUPYIOTCA aaMUHUCTPaLMEN.

3.6. JokymeHTbl BHYTpM gena pacnonaratoTcs B XpOHOnornieckom nopsake B
NorvyecKoil NocnefoBaTENLHOCTY PELEHUA BOMPOCca U C y4eTOM CTENEHU BAaXKHOCTU
AOKYMEHTOB.

Mpu XPOHOMOTMMYECKOM MOPSAKE PacnonoXeHWs [OKYMEHTOB MNOCTOSHHOrO
CpoKa XpaHeHusi bofee paHHKe No BpeMeHU NOCTYNNEHUS JOKYMEHThI NOMELLATCH
B Havane pgena. B pgenax BpeMeHHOro cCpoka XpaHeHWs nocnenoBaTenbHOCTb
pacrofioXeHUs [OKYMEHTOB MoxeT ObiTb obpartHonm (To ectb 6Oonee paHHue
AOKYMEHTbI NOMELLaTCA B KOHUE Aena, a bonee nosaHue - B €ro Havyane).

3.7. B gena c nepenuckoil 4OKYMeHThI NOALIMBAOTCH MO gaTe nocTynatolero
(MHULMATUBHOrO) AOKYMEHTA TMpU 3TOM OTNPABNSEMbIA (OTBETHbIN) [LOKYMEHT
nomeLaeTcs Nocre nocTynarLero (MHUUNaTUuBHOro).

3.8. ObpalueHus roaxaaH 1 AOKYMEHTbI MO UX PACCMOTPEHUIO (hopMUPYIOTCS
B Aena OTAENbHO OT Jpyrux OOoKymeHToB. [lpu aToM Kaxpaoe obpauleHue u
[JOKYMEHTbI MO €M0 PACCMOTPEHMNIO COCTaBMSAIT B [ene CaMOCTOSTENbHYO rpynny u
CUCTEMATU3NPYIOTCH M0 BO3PACTAHWUKD HOMEPOB aAMVIHUCTPaunu.

4. Ochopmnenue gen.

4.1. Jena AgMuHucTtpauum nognexar oopmneHvo npu ux saseaeHur 1 no
3aBepLueHny roga.

42. Odopmnerne aen B TeKylwem Mpou3BOACTBE OCYLUECTBMNAETCA
coTpyaHMKaMn AOMUHKCTPAUUN.

Obnoxka aena ooPMIAETCH B COOTBETCTBUN C NPUNOXKEHNEM 7.

Ha obnoxke perna yikasslBar0TCH cneayoline peKBu3nTbl:

HauMeHoBaHue opraHusaumn - AgmuHuctpauus LLakuHckoro cenbckoro
noceneHus KymbimxeHckoro myHulunansHoro painorna Bonrorpaackoin o6nactu;

HaUMEHOBAHUE CTPVKTVOHOTO NoapasgeneHuns (Npyu Hanuy4um);

nUHOeKc gena;

3aronoBok gena

parta gena (Toma, Hactii,

CPOK XpaHeHus gena.

PeksnauThl, npccraBnsieMbie Ha 0bnoxke gena, oopmMnAlTCA Cneayowmum

obpasom:
HauMeHOBaHUe OpidHkusaly  yKasbiBaeTcsl MOMHOCTbD B MMEHUTENbHOM
nagexe — "AgMuHucTcadnA |JakvuHekoro cenbckoro noceneHns KymblrmKeHCKOoro

MYHULMMNANbLHOTO pavoHa Bonrorpagckon obnactun’,

HaWUMEHOBaHVIE CTR YKTWNHHOMD NOApa3AeneHns yKa3biBaeTCA B COOTBETCTBUM C
YTBEPXKAEHHOW CTPYKTYRCH ALMKHMCTpauUny,

WHOeKC mOena - npocTaBnsdeTcs  uudpoBoe obosHaueHwe gena  no
HOMEHKNAType gen aMuEmMcTRamm:

3aronoBOK peia IENSHOCUTCA U3 HOMEHKNaTypbl Aen aaMuHuCTpauuu,
cornacoBaHHon ¢ 3K (@ renfiyonumbix cnyvyasx B 3arofoBOK BHOCATCH YTOYHEHUS:
HOMEepa NOCTAHOBIE Vi, PACIOPAKEHNIA, BUALI U (DOPMbI OTYETHOCTY U ApYroe);

hata pena - ykaselBalwTCA [aTtbl 3aBedeHUss W OKOHYaHua Jdena B
JenonpousBocTBeE.

B kavecTtBe kofvisias LG AFIA MOCTYNalOWWMX AOKYMEHTOB MNPUHATHI OaThbl
MOCTYNAaKLWEN Pernc paLidi, L8 OTNpaBnsaemMbiX U BHYTPEHHUX - aTbl COCTaBNeHNA
WNu nognucaHuns.

Ans gen, chopuvpostiiakbiX U3 JOKYMEHTOB M0 HOMUHaNbLHOMY NpU3HaKy, TO

€CTb No BMaam OOKYyMEHTOL, ,'_;’.'1_’.'."»“’. Hadyana gena gdaBngeTrcd fAarta nognucaHus Unm



YyTBEPXKOEHUSA CAaMOro paHHero AOKyMeHTa, a AaTOW OKOHYaHWus - AaTa NoAnucaHuA
(yTBEPXKOEHMSA) CAMOro NO3AHEr0 AOKYMEHTA.

KpaiiHein naTow gena, Coaepaluero NpoToKonbl 3acefaHuii, ABNSAOTCA AaTbl
YTBEPXXOEHUS (ECNU OHW YTBEPXKAAKOTCS) UMM COCTaBNEHUS NepBoro W nocnenHero
NPOTOKOMNOB, COCTABNSAOWMX AeN0.

MnaHbl, OTYETbl, CMETLI, LTATHLIE PacnUCaHWA UMEKT KpalHue OaTbl, Ha
KOTOpbIE WM 33 KOTOpbIE OHW COCTaBMfeHbl, @ He AaTbl COCTaBNEHUA WK
nognucaHus.

KpaitHumu JaTamMu NUYHOrO Aena SBMAOTCA AaThl pACNOPsHKEHU 0 npueme u
YBOJIbHEHWUW COTPYAHWKA, Ha KOTOPOro OHO 3aBefEeHo.

[INs XypHaAnoB perucTpauni, ydeta kpaiHue AaTtel OnpeaenaTcs nepsoi u
nocnegHen sanncaMmu.

OaTy(bl) 0OPMNAKT CNOBECHO-LUMPPOBLIM CnocoboMm.

B 3aBMCMMOCTU OT CPOKOB XpPaHeHWs MpOBOAMTCA MOSHOE unu YacTUyHoe
othdpmnenve gen. [lena MOCTOSIHHOrO Cpoka XpaHeHWs W No NUYHOMY COCTaBy
noanexaTr nonHoOMy OdOPMNIEHUIO, KOTOpoe npeaycMaTpuBaeT: MNOALMBKY WU
nepenneT, Hymepauuilo NUCTOB B [enax, cocTaBfeHue nucTa-3aseputens aena,
COCTaBNEHMe B HeoBXOAMMbIX Cly4Yasix BHYTPEHHel onucu  OOKYMEHTOB,
ochopmneHune obnoxku gena.

4.3. B uensx obecneyeHuss COXpaHHOCTW W 3aKpeNNeHWs nopsaaka
PacnonOXeHns AOKYMEHTOB, BKIIOYEHHbIX B [eno, Bce NUCTbl 3Toro aena (kpome
BHYTPEHHell onucK 1 nucTa 3aBepuTens Aena) HymepyloTca apabcekumu uudpamm
MPOCTbIM KapaHOaloOM B BO3pacTalowem nopsidke HOMepoB HauduHas C NepBoro.
Lincpbl NpocTaBnsawTCA B MNPaBOM BEpXHEM YrMy JnucTa, He 3ajeBas TekcTa
JOKyMeHTa. JINCThl BHYTPEHHEN OMUCKU HymepyloTest oTaenbHo. loawuTele B Aeno
KOHBEPTbI C BMOXEHUAMWU HYMEPYIOTCA B Crefytolem nopagke: cHavana KoHBepT, a
3aTeM ouyepeaHbIM HOMEPOM KaXgoe BnoxeHue B koHsepTe. doTorpadum v apyrue
WNNIOCTPaTMBHLIE MaTepuansl HyMepylTcs Ha 0OOpOTHOW CTOpOHE B NEBOM
BEPXHEM yrny.

CnoxeHHbI# nucT Bonbloro dopmaTta (popmarta A3, A2) passopaqymBaeTcs u
HyMepyeTcs B Npasoi 4acTu BepxHero nons nucrta. Mpu atom nuct nwoboro
dhopmata, NoAWUTLIN 38 OAUH Kpan, HYMepyeTcs Kak OAWUH NUCT; NNCT, CNOMXEHHbINA U
NOALUMUTLIV 33 cepefunHy, NOANEXUT NepeLLnBKe N HYMepyeTCs Kak OAUH JTUCT.

JIucT ¢ Harnyxo HakneeHHbIMU AOKymMeHTamu (doTorpadusamu, Beipeskamu,
BbINUCKAMU 1 APYrIMKU OOKYMEHTAMMW) HYMEpPYeTCs Kak OfMH NUCT, B HWXHEWR Yactu
WM Ha obopoTe Takoro nncra AenaeTca ONUChb HaKNeeHHbIX Ha Hero JOKYMEHTOB.
Bo BHYTpeHHel onucu v B 3aBepuUTENbHOW HAANWCK B KOHLE Aena O Takux nucTax
penaetcs ytouHeHune. Hanpumep: "Ha nucte 6 Hakneeno 5 doTorpacpuii cornacHo
onucu Ha obopoTe nucta".

KapTbl U CXeMbl, CKME€EHHble M3 HECKOMbKWUX JIUCTOB, HYMEPYIOTCH Kak OfvH
nueT. Ha taxkux nuctax Ha obopoTe unu cBobBOAHOM OT TEKCTa MecTe yKasblBaeTCs
KONMYECTBO SINCTOB B CKneike. Bo BHyTpeHHel onucu 1 B 3aBepUTENBbHOW Haanucy B
kOHUe Aena O TaKkMx nuctax genaerca yTtouHewwe. Hampumep: "Jluct 7 - xapta-
cknewika n3 10 nuctos".

Ecnn K pgokymeHTy (nucTy) nogkneeHsl OAHWM Kpaem Apyrue AOKYMEHTb
(BCTaBKW TeKcTa, NepeBodbl, BbIPE3KW, CMpaBKW W Apyroe), TO Kaxabli LOKYMEHT
HYMEepyeTCs OTAENbHO, 04epeAHbIM MOPAAKOBLIM HOMEDPOM.

4.4. MNocne 3aBepLUEHUsI HYMepaLUKX NNCTOB COCTaBNAETCH 3a-BepuTesibHas
HagnNWch, KoTopasi pacnofnaraeTca B KOHUE pAena. 3a-BeputenbHas Hadnuch
COCTaBNAETCHA B [AeNe Ha OTAenbHOM NnucTe-3aBepuTene gena rno opme cornacHo
npunoxeHuro 8. B 3aBepuTenbHOW HaAANWCU LUdpamMu U NPONWUCbID yKasbiBaeTCA
KONMYECTBO NNCTOB B JaHHOM fene, 0CoBeHHOCTN OTAENbHbBIX JOKYMEHTOB



(4epTexw, coTorpaduu, PUCYHKM U TOMY TMoA0BHOe). 3aBepuTtensHas Haanucb
NoANVCLIBAETCH €e COCTaBuTENEM C ykadaHeM paclungpoBKy NOANKUCH, AOMKHOCTH
n paThl cocTaBneHus. Konv4ecTso NUCTOB B Aerle NpoCTaBnseTcs Ha obnoxke gena
B COOTBETCTBMM C 3aBepuTenbHON Haanucblo (0e3 yyeTa Konuuectsa InCToB
BHYTPEHHEN onucH).

4.5 PexkBusaut "CpoK xpaHeHus gena’ nepeHocuTcs Ha obnoxky gena w3
HOMeHKnaTypbl gen. Ha penax NOCTOSHHOTO CpoKa XpaHeHWs MULLETCA. "XpaHutb
MOCTOSIHHO".

4.6. [Ins yyeTa OOKYMEHTOB OMPEAEneHHbIX KAaTeropuin MOCTOSIHHOMO Cpoka
XpaHEeHUa W Mo JINYHOMY COCTaBy, YYET KOTOPbIX BbI3bIBAETCA cneuynukon JaHHOM
[okyMeHTaLmm (0co60 LieHHbIE, NUYHLIE Aena 1 Npoyee), COCTaBNSAETCH BHYTPEHHAR
ONUCb AOKYMEHTOB Aena.

BHYTPEHHAR ONWUCb [OKYMEHTOB [Aena CcocTaBnseTcs Taioke Ha [ena
MOCTOSIHHOrO CPOKAa XpaHeHus W j[ena no nu4HoMy  CcoCTasy, ecnu OHu
chOpMUpOBaHLI MO  Pa3HOBWAHOCTAM [OKYMEHTOB, 3aronoBKW KOTOPbLIX  HE
pacKpbIBAOT KOHKPETHOE CoAePXaHNe AOKYMEHTOB.

BHYTpPEHHSS ONUCb COCTaBNAETCA Ha OTAENbHOM NUCTe Nno dopme cornacHo
MPUNOXKEHWNIO O M COAEPXKMUT CBEAEHNUS O NOPSAKOBbLIX HOMEpax AOKYMEHTOB Aena, X
MHAeKcax, AaTax, 3arofloBkax U HoMepax NWUCTOB Aena, Ha KOTOPbIX PacnonoxXeH
KaXKOblii [OKYMEHT. K BHYTpEHHEN onucy CocTaBnseTca UTorosas 3annch, B KOTOpOU
yKka3biBaeTCA LMdPamM1 1 NPOMUCHIO KOMNYECTBO BKIIKOYEHHbIX B HEE AOKYMEHTOB U
KONMYECTBO NIUCTOB BHYTPEHHEN ONUCK.

BHYTpEHHSI ONWUCb AOKYMEHTOB [gena noAnucbiBaeTcs cocTaButeénem C
yKasaHuem pacLunpoBKm NOANMCH, AOIMKHOCTU U AaTbl COCTABNEHUS ONUCH.

4.7. NP M3MEHEHWN cOCTaBa [OKYMEHTOB f[ena (M3bATUW, BKIIOHEHUN
[LOKYMEHTOB, 3aMeHbI UX KOMUAMU, APYrvX N3MEHEHWUSAX) 3TV U3MEHEHWS OTPAXAEIOTCH
BO BHYTpeHHel onucu B rpace "Mpumeyanne” co CCbiNkamy Ha COOTBETCTBYIOLINE
aKTbl, U NPY HEODXOAMMOCTV COCTaBMAETCA HOBAaA UTOroBas 3anuchb.

4.8. [lokyMeHTbl, COCTaBNALWMNE A0, MOALIMBAIOTCA Ha YETbIpe NpoKona B
TBEpAYyl0 OBMOXKY W3 KapTOHa Wnu nepenneTanTcs ¢ Y4eTOM BO3IMOXHOrO
cBOBGOAHOrO YTEHWSt TEKCTa BCEX AOKymeHTOB. [lpw moarotoBke Aen K NoAlunBke
(NepenneTy) MeTanIMYecKue CKpenneHus (CKpenku, ckobbl) M3 [OOKYMEHTOB
yaansoTCs.

B pgenax MOCTOSHHOTO CPOKa XpaHEeHWA NoAnexar W3bATUIo aybnukatsl
[OKYMEHTOB, YEPHOBWKYN, HEOOPMIIEHHbIE KONUU [OKYMEHTOB 1 HE OTHOCALLMECA K
BOMPOCY AOKYMEHTbI C BPEMEHHLIMIU CPOKaMU XpaHEHUs.

[lena NOCTOSIHHOrO CpOKa XpaHEHWs, COocTosAluMe U3 AOKYMEHTOB ocoboi
HAYYHO-UCTOPUYECKOM, XYAOXKECTBEHHON W WHOM LEHHOCTM WK HedpopMaTHbIX
[JOKYMEHTOB (KapThbl, CXeMbl, NMaHbl, YEPTEXM, (POTOCHMMKM W Apyrhe NOKYMEHTbI
Gonblworo copmarta), B UendAx WX COXPaHHOCTU WU ynobcTBa NONb3OBaHWA He
noALlMBAaOTCA B [ena, a XPaHATCH CIIOXKEHHbIMU B 3aKpbITbIX TBEPAbIX Nankax c
TPEMS KnanaHamy 1 C 3aBA3kaMu unu B KapTOHHbIX gyTnspax (kopobkax) B
KauecTBE NPUMOXeHWin K Aaenam. Ha kaxayilo nanky (kopobky) cocTaBnsercs
BHYTPEHHSAS ONWUCb HaXOAALMXCA B HEN AJOKYMEHTOB.

O6NOXKM [en C [OKYMEHTaMu, WCMOMHeHHbIMW Ha CTaHOapTHbIX JNCTax,
[OMKHbI MMETb pasMmepbl 229x324 munnuvetpa. O6noxku aen ¢ AOKYMEHTamu,
W3rOTOBMNEHHbIMM Ha  HecTaHdapTHbIX  fMcTax, MoryT WMETb  pasMmepsl,
COOTBETCTBYHLLME pasMepam NOALMTLIX B HUX JIUCTOB.

OBnoXKM Aen ¢ AOKYMEHTaMu, UMELWMMU anvTensHble (25 u Gonee ner)
CPOKM XpaHeHUsi, JOMKHbI B6ITb N3roTOBNEHbI N3 TBEPAOrO KapTOHA.

Jena BpemeHHoro (go 10 neT) cpoka xpaHeHWs noanexart HacTUHHOMY
ocbopMneHnio: fena XpaHATcA B Mankax-ckopoclimsaTensx, MArkux obnoxkax,



AONycKaeTcs He NPOBOAUTL NepecucTemaTu3auuio JOKYMEHTOB B Aene, NUCTel Aena
He HyMepoBaTb, 3aBepuTeribHble Hadnucu He cocTaBnAaTh. PexBu3uTbl 0Bnoxku
[lena 3anonHsITCA No YNpoLLeHHON cxeme (6e3 npocTaBneHns apxuBHOro wudpa,
KosiMyecTea NiCcToB B gene).

4.9. Mo oKoH4YaHMKM roga Ha obnoxkax gen NOCTOAHHOro CpoKa XpaHeHus 1 no
NWYHOMY COCTaBY BHOCATCA YTOYHEHWA: YTOYHAKTCA AaTtel  Adena, npu
HEeCOOTBETCTBUWN 3aronoBka Aena Ha obnoxke cofepxaHui NoaWnTbIX JOKYMEHTOB
B 3arofioBOK Aefa BHOCATCH U3MEHEHUA U JOMONMHEHUS.

5. OpraHusayus onepaTMBHOIO XpaHEeHUsi LOKYMEHTORB.

51. C MOMeHTa 3aBefleHMa W [0 nepefadn B apxuBHeld  oTaen
AAMUHUCTPAUMUN OOKYMEHTbI MOCTOSHHOrO CpOKa XpaHeHus u no NUMYHOMY cocTaBy
XpaHsATCs B AQMUHUCTPaLUM N0 MECTY UX popMUpOBaHMA B Aena.

Y 52. OTBeTCTBEHHble 3a [QOEronpoM3BOACTBO B agMUHUCTpaLun obs3aHbl
obecne4vvBaTb COXPAHHOCTb AOKYMEHTOB U Oen.

5.3. B uensx nOBbILLIEHWS oOnMepaTUBHOCTA MOWCKa [AOKYMEHTOB Jena
pacnonaraloTCA B COOTBETCTBMM C HOMEHKIIATypOW A€, KOMuUsA KOTOpOoii NoMeLLaeTcs
Ha aBepue wkada ¢ BHyTpeHHen
cTopoHbl. Ha kopelukax o6noxek Aen ykasbiBatoTCA HOMepa Aen no HoOMeHKnaType.

6. Mopsgok nepegayn AOKYMEHTOB Ha XpaHeHWe B apXUB, 3KCnepTusa
LIeHHOCTU JOKYMEHTOB.

6.1. [dokymeHTbl AgmuHUCTpauuu nocne npoBeAeHUs 3SKCNepTusbl WX
LUEHHOCTU B YCTaHOBMEHHOM Mopsgke noanexar obasaTenbHoN nepegaqe Ha
XpaHeHue B apxXvBHbIA oTAeN AOMUHUCTPALINN.

6.2. MNoaroToBka AOKYMEHTOB K Nepegaye Ha xpaHeHve BknodaeT paboty no
NpOBEAEHNI0 3KCNEpTHU3bl LIEHHOCTM AOKYMEHTOB, (hOPMUPOBaHUIO U OHOPMIEHUIO
[len, COCTaBIEHMIO ONUCE 4eN U aKTOB O BblAEMNEeHUN K YHUHTOXEHNIO JOKYMEHTOB U
aen.

6.3. OkcnepTusa UEHHOCTU [OOKYMEHTOB - 3TO U3y4eHUEe [OKYMEHTOB Ha
OCHOBaHUWM KPUTEPUEB WX LEHHOCTM C Lernblo onpegeneHuns CpPoKoB XpaHEeHUA
OOKYMEHTOB M 0TDOOpa UX Ha NOCTOAHHOE XpaHeHue.

OCHOBHbIE KPUTEPWM: NMPOUCXOXAEHWE, COAEpKaHue, BHelLUHMe 0CODEHHOCTH
[OKYMEHTA.

6.4. BkcnepTn3a LEHHOCTU AOKYMEHTOB B AMUHUCTpaLV NPOBOANTCH!

B OEenonpou3BoAcTBE - NPU COCTaBlEHWM HOMEHKNaTypbl gen, B npouecce
cdopMmupoBaHUs Aen U npu NOATOTOBKE K mepedadve Aen B apxvBHbi oTaen
AOMUHMCTPaLWK,

B apXMBHOM OTAerne - B NpoLecce NoAroToBKN K nepefadve Aen Ha NoCTosHHoe
XpaHeHue.

6.5. OkcnepTu3a LEHHOCTM [OKYMEHTOB OCYLUECTBNAETCS  eXeroaHo
CoOTpyaHMKamu AOMUHUCTPALMKU NOLA METOAUYECKUM U NMPAKTUYECKUM PYKOBOLCTBOM
cneumManucTa apxuBHoro otaena AAMUHUCTpaLmnu.

6.6. MNpu npoBegeHUK IKCNEPTU3bl LIEHHOCTN AOKYMEHTOB B AOMWHUCTPaLMK
OCYLLECTBAETCA:

oTObOp [Oen NOCTOAHHOrO CpoKa XpaHeHws v no NUYHOMY cocTaBy AnA
nepegadv B apxvBHbIA OTAEN;

otbop gen ¢ BpeMeHHbIMU CPOKamMn XpaHeHWs, noanexaliux XpaHeHWio B
CTPYKTYPHOM OTAEenNe agMnHucTpaLuuu;

BblAENEHNE K YHWYTOXEHWO Aen 3a npenbiaylive rofpbl, CPOKN XpaHeHus



KOTOPbIX UCTEKMW.

O16op [OKYMEHTOB MOCTOSHHOrO CpOKa XpaHeHUs U no JSIMYHOMY cocTaBy
NPOBOAUTCA NyTEM NOMMCTHOrO NPOCMOoTpa Aen.

He gonyckaeTcsi 0T6Op AOKYMEHTOB ANA XPaAHEHUS U YHUHTOXEHWUA TOMbLKO Ha
OCHOBaHWUK 3aroflOBKOB Jern.

6.7. OkcnepTusy LEHHOCTU OOKyMeHTOB c oTmeTtkoih "OK" ocywecrternser
apxuBHbI oTAen AOMUHACTPALIMA.

6.8. Mo pesynbTaTaMm 3KCNEpPTU3bl LIEHHOCTM OOKYMEHTOB B CTPYKTYPHbIX
noapasaeneHnsax AOMUHACTPaUUKM COCTaBAAIOTCA ONUCU Aen MOCTOAHHOro Cpoka
XpaHeHus!, a TaKkke 0hOpMNSETCS NPeASIoKEHNE O BKIIOYEHUN B aKT O BbIASNEHUM K
YHUUTOXKEHMIO Aen, He noanexalux XxpaHeHuto.

6.9. Onucy Oen, nNoaroToBneHHble ALMUHUCTPaUWE, CnyxaT OCHOBOW Ans
NOArOTOBKY CBOAHON onucu aen AOMUHUCTPALMN, KOTOPYHO FOTOBUT U MO KOTOPOM OH
cAaeT Aena Ha XpaHeHWe B apXvBHbIA oTAen AGMUHUCTPaLUK.

* 6.10. Onucu pen AAMUHMCTPaLMM COCTaBMAOTCA MO (hopMe COornacHo
npunoxenuto 10 ¥ NPEACTaBNAKTCA B apXUBHbIA 0TAEN AGMUHUCTPALIMK HEe No3aHee
yeM Yyepes Tpu roja nocne 3asepLUeHVsa Aen B Aenonpon3BOACTBE.

6.11. Onuce gen AaMUHUCTPaUUN UMeeT cneayrLlue 3NeMeHThI:

nopsKOBbIA HOMEp Aena (ToMa, 4acTu) no onucwy,

uHaekc gena (Toma, 4actu);

3aronoBok gena (Toma, 4yactu);

fdata gena (Toma, vyacTi);

KONUYECTBO JIMCTOB B Aene (ToMe, 4acTw),

CPOK XpaHeHus aena.

6.12. Onucb pen AJMUHUCTpaLUKU NOANUCHLIBAETCA CcoOcCTaBuTenem C
yKa3aHVWeM ero JOSMKHOCTU U YTBEPXKAAETCS PYKOBOAUTENEM.

6.13. Onuck gen AOMUHACTpPaLUK COCTaBMAETCA B ABYX dK3emnnApax, O4AvH
13 KOTOPbIX NepeaaeTcs, a BTOPOi OCTaeTCsa B Ka4ecTBe KOHTPOMbHOMo aKkaemnuspa.

6.14. JJena NOCTOAAHHOrQ CpOKa XpaHeHUA M Mo JINYHOMY COCTaBy MPUHATbIE
No OnNuCAM defl B apXuBHblA OTAEN, MPOXOAAT Hay4HO-TeXHWYecKylo 00paboTky
COTPYAHUKaMW apXvBHOTO OTAeNla, BKMYaloTCs B COOTBETCTBYIOLME Onucu Aen
AAMUHUCTPALMUM COrnacHo npunoxexuio 11.

Onucn Jgen nOCTOSHHOIO Cpoka XpaHeHuss W Mo  NUYHOMY CcOCTaBy
paccMaTpuBalTCs Ha 3acejadum OK agMuHUCTpauuu, a 3atem YTBEPXAatTCs
rmasoi AgMUHUCTpaLKK.

6.15. YkasaHHble ONUCKU Oen U akTbl 0 BblAENEHUU K YHUYTOXEHUIO Oen, He
noanexalwmx XpaHeHuio, paccmaTpuBaloTca Ha 3acegaHum 3K annapara
OOHOBPEMEHHO.

Onuce Oen MNOCTOAHHOTO CPOKAa XpaHeHuUsi COoCTaBnsaeTcA B YeTbIpex
aK3eMnnspax, a onuch Aen no NMYHOMY COCTaBy COCTABMAETCA B TPeX dKk3emnnapax.

6.16. Tonbko nocne cornacoBaHUsa onucen gen NoCTOSHHOMO CpoKa XpaHeHWs
1 no nudHomy coctasy JK paspeluaeTca yHUUTOXaTb Aena, BKOYeHHbIe B JaHHbIEe
aKThbl.

AKT O BbIAENEHUU K YHUYTOXEHWUIO [en, He noanexawux XpaHeHuio,
cocTaBnsetcs No  opMe  COrnmacHo  NpunoxeHuto 12 CTPYKTypHbIMU
noapasgeneHuamMm camoCTOATENbHO.

3aronoBku 0AHOPOAHLIX AeN, 0TODPaHHBIX K YHUYTOXEHUK, BHOCATCA B akT
nog OBLYMM 3arONOBKOM C yKa3aHUEM KONMYECTBA [EMN, OTHECEHHbIX K AaHHOW
rpynne. E

6.17. BblOeneHHble K YHUYTOXKEHWIO [LOKYMEHTbl YHUYTOXAOTCA MyTem
CKUraHus, nepepaboTkn, U3MenbYeHUs U APYTUMI YCTAHOBMEHHLIMW CNocoBamu.

6.18. [lena NnOCTOAHHOIO CPOKa XpaHeHWs 1 No NUYHOMY COCTaBy nepeaatTca



B apXMBHbIA 0TAEN AOAMWHUCTPALUMMK NO UCTEYEHUW NATU NET UX XpaHeHUs.

6.19. [ena BpemeHHoro cpoka xpaHeHus (go 10 neT BKNOYUTENLHO)
nepefave B apxMBHbLIA OTOEN He noanexaT, XpaHATca B AAMUHUCTpaUUnM U no
NCTEYEHUU CPOKOB XPaHEHUS MOANEXAT YHUMTOXEHNIO B YCTAHOBNEHHOM NOPSAKE.

6.20. [Mpu nukBMgauuu CTPYKTYpHOro nogpasgeneHna  AAMUHUCTpaLuu
pyKOBOAWTENb  CTPYKTYpPHOro  nogpasfeneHus B Nepuoa  NpoBedeHus
OpraHu3aLMOHHO-LUTATHBIX MEPONPUATUI OpraHuadyeT paboTy no ynopaaoyveHuto
BCEX WMEWLWNXCA [AOKYMEHTOB B pgena, odopmneHve pgen u nepenavy ux B
CTPYKTYpHOE  nogpasdeneHue, Cco34aBaemoro  B3aMeH  NIMKBUAMPYEMbIN U
BbINOMNHAKLLEE BCE UM YaCTb €ro NONHOMOYUNA.

Mpn OTCYTCTBUM CTPYKTYPHOro nogpasfeneHus, co3gaBaeMoro B3ameH
NUKBMOMPYEMOrO, Aena nepefarTcs B apXuBHbIA OTAEN HEe3aBWCUMO OT CPOKOB
XpaHeHUs AOKYMEHTOB.

ke VI. OcoGeHHOCTH pabGoThbl ¢ INEKTPOHHBLIMU AOKYMEHTaMH B
AaMuUHUCTpaLUn.

1. OGwue NonoxeHus padboTbl C INEKTPOHHBIMKW AOKYMEHTaMMu.

1.1. B AaMmuHucTpaumm cO3fatoTCs WM UCNONb3yrTcA creaylowuve Buabl
ANEKTPOHHbIX [OKYMEHTOB:

SMEKTPOHHbIE [OOKYMEHTHI, CO3[4aBaemble B 9S1EKTPOHHOW opme Ges
npeaBapuTENLHOro JOKYMEHTUPOBAHUA Ha ByMaxxHOM HOCUTENE;

3NeKTPOHHble 06pa3bl AOKYMEHTOB, NOMYyYeHHbIE B pe3yrnbTaTe CKaHMpOoBaHUs
JOKYMEHTOB Ha OymMaXHOM HoOcuTene U XpaHslMecs B CUCTEME JNEeKTPOHHOro
OoKymeHToobopoTa.

1.2. BNEeKTPOHHLIA AOKYMEHT JOMKEH ObITb 0dopMneH nNo obLUM npasunam
genonpoussoacTtea, WMeETe PEKBU3WUTLI, yCTaHOBJ'IeHHbIe onAa  adHanoru4yHoro
OOKyMEeHTa Ha OymaHOM HocuTene, W MOAMUCAH SMEKTPOHHOW MOANUCHID B
cooTeeTcTBMM ¢ DefepanbHbim 3akoHoMm oT 06 anpens 2011 r. Ne 63-®3 "O6
3NEeKTPOHHOWN nognucK'.

1.3. llpuem un oTnpaBka SNEKTPOHHLIX [OOKYMEHTOB OCYLLECTBAKTCH
AgMUHUCTpaymen.

2. Mopapnok paboTkl ¢ 3NEKTPOHHbLIMU AOKYMEHTaAMM.

2.1. AOMUMHUCTpauusi  OCYLleCTBNseT B  CUCTEME  JNEKTPOHHOrO
[okymeHToobopora:

NPUEM 3NEKTPOHHOTO AOKYMEHTA;

cosflaHne 3NEKTPOHHOro obpasa AOKyMeHTa Ha ByMaxHOM HocuTene

perucTpauuio 3rneKkTPOHHOrO AOKYMEHTa B XypHane perucrpauuv BXoasiien
KoppecnoHaeHUN;

HanpaBreHne 3NeKTPOHHOIo JOKyMeHTa Ha ByMa)kHOM HOcUTENe Ha BU3Y;

paccbIfiKy aNEKTPOHHOro AOKYMEHTa aapecatam.

2.2. [JoKkyMeHTbl, NocTynvBwmne B AAMUHUCTPAUWIO B SMNEKTPOHHON chopme,
NPOBEPAIOTCA Ha HanNuyue cneayowmnx obasaTenbHbIX PEKBUSUTOB!

pPErucTpaLoHHOro HoMepa 3MeKTPOHHOIo AOKYMEHTa;

AaTbl 3NEKTPOHHOro JOKYMEHTA;

3aronioBka (KpaTKoro cogep)aHusi) aeKTpOHHOro 4OKyMeHTa;

BMOXEHWUI (3NeKTpoHHOro 06pasa AOKYMEHTa Unu BROXeHHOro danna);

3MNEeKTPOHHON NOANNUCH.

2.3. lMpu BbISBNEHUM OWMOOK MNKU OTCYTCTBUM 00s3aTENbHBLIX PEKBU3UTOB



JOKYMEHT BO3BpalL@eTCsl aBTOpy 3MEKTPOHHOro AOoKymeHTa 6es peructpauun c
OTMETKOW O NpuynHax BosspaTa.

2.4. B cnyyae cobnioaeHns BblluenepeuncrieHHbIX TpeboBaHNii 3NeKTPOHHbINA
OOKYMEHT perucTpmpyeTcsa U HanpaBnsaeTca Ha pacCMOTpeHue.

2.5. OnEeKTPOHHbIA AOKYMEHT W ero OymaxHas Konus [OMKHbI ObiTbh
WOEHTUYHbIMKU. OTBETCTBEHHOCTb 33 UAEHTUYHOCTb 3MEKTPOHHOro AOKYMEHTa ero
BYMarKHOW KOMWUU HeceT NULo, NoANUCaBLIee 0TMETKY O 3aBepeHun ByMaxHOW konuu
3NEeKTPOHHOro JOKYMEHTA.

VIl. UsroToBneHue, y4eT, XpaHeHNe M YHUUTOXEeHUe nevaTeu, WITaMNoB.

1. [Ins ypocToBepeHus NOAMMHHOCTH AOKYMEHTOB WK COOTBETCTBUS KOMWIA
JOKYMEHTOB MOANMHHMKAM B AQMVHUCTpauuM ucnonb3yloTca repbosas nevatb W
nevarb.

* 2. lepboeas ne4atb NpOCTaBAsIETCS Ha YA0CTOBEPEHUAX AOIMKHOCTHbLIX 1L
(bMHAHCOBbIX JOKYMEHTAaX, 3aBEpUTESIbHbIX KOMMUAX NOCTAHOBMEHWUI 1 PacnopsiXXeHui
AgMuHMCTpaLUn U B UHbIX YCTAHOBIIEHHBIX Cry4YasnX.

3. Ha pacnopsavTenbHbiX OOKYMEHTAX, KOMUAX AOKYMEHTOB, CnpaBkax W
npoYee NPOoCTaBrsAeTCs nevarb.

4. lWramn AgMWHUCTpaLUMK NPOCTaBASETCS, ecnu 3To Heobxoaumo, Ha
[OKYMEHTe, OTneyaTaHHOM He Ha odwmumanbHom OnaHke AgmuHWCTpauuu, npu
OTNpaBke KOHBEPTOB U Npoyee.

5. Mevyatm wu wramnbl AAMUHACTPAUMW YYUTLIBAKOTCS W XPaHATCA B
agMUHUCTPaLIMK.

6. 3aka3 Ha W3rOTOBMEHWE HOBLIX WMV BblleAWMX W3 CTpoA nevaten u
LUTAMNOB BbINOMHAET aaMUHUCTPaLNS.

7. YHUUTOXEHME ne4yaTten v wramnos AOMWHUCTpaUMKW OcyulecTengercsa no
pacnopshkeHNio AGMUHUCTPaLMK O CO3AaHUM KOMUCCUM MO YHUYTOXEHUIO nevaTten u
LITaMMoB.



MpunoxeHue 1

K MUHCTpyKUuK no
[enonpou3ssoAcTBYy

B aAMWHUCTPaLUU
LLlakMHCKOro cenbCKoro
nocenexnust KymbimKeHCKOro
MYHULMUNANLHOTO panoHa
Bonrorpaackoi obnactu

O6pasubl
ochopMneHuns 6GNaHKOB, UCNONb3YeMbIX B aAMUHUCTPaLUK LLlakMHcKoro
cenbcKoro nocenexns KymbimkeHCKoro MyHuuunankbHoro panoHa
Bonrorpaackon obnactu

1. O6pasey ochopmneHus 6naHka NnocTaHOBEHUA

MEPb CEJIbCKOIo NOCENEHUA
AOMUHUCTPALINA CENbCKOI0 MOCENEHUA
PAUOHA

BOJ'II'OFPA,D,CKOH OBNACTW
NOCTAHOBNEHMUE
oT Ne

2. O6pasel, opopmMmrieHns bnaHka pacnopskeHuns

r'EPB CEJNNIbCKOIO NMOCENEHUNA
AOMUHUCTPALNA CEIbCKOIro NOCENEHUA
PAAOHA
BON I'OFPA,ElCKOl?I OBJIACTHA
PACNOPAXEHMWE
oT Ne

3. O6pasey ochopMneHus 6naxka nucbma
(yrnoBoe pacnonoxeHne PeKBU3UTOB)

FEPB CENbLCKOrro noCENEHUA
AOMUHUCTPALMA
CEJNIbCKOIo NOCENEHWA
PAVOHA
BONIrOrPAACKOW OBNACTU
MHOEKC, Bonrorpagckas obnactb

AIPEC
Ten. , hakc.
E-mail:
http:/flwww.
OKIMO: OrPH:
WMHH/KMM:
oT Ne

Ha Ne g oT



MpunoxeHue 2

K MHCTpyKUMM No
nenonpou3BoAcTBY

B aAMMHUCTPaLUKn

LLlaKMHCKOro cenbCKOoro noceneHus
KyMbImMKeHCKOro MyHULIMNANbLHOro
paitoHa Bonrorpaackon

obnacTtu

Obpas3ubl
ocdopmneHusi NPOEKTOB NPAaBOBbLIX AKTOB aAMUHUCTPaLUK LLlakuHCcKOrO
cenbckoro noceneHus KymbimkeHCKkoro MyHuuunansHoro panoHa
Bonrorpaackoi o6nactu

rEPb CENbCKOrO NOCENEHUA
AOMUHUCTPALIA CENbCKOIo NOCENEHUA
PANOHA

BONIOrPAOCKOW OBJIACTU
NMOCTAHOBNEHWE

oT Ne
O koHKypce
B uensx peanusayuun Ha TeppuTOopUK
CenbCKoro noceneHns agmMuHucTpauus CEenbCKOro noceneHus
NOCTAHOBIJIAET:
1 MpoeecTun KOHKYPC cpeau  opraHusauui
CenbCKOro NoceneHuns.
2. YTBepanTb npunaraemoe lNonoxeHne o KOHKypce cpeau
opraHu3auui CersibCKOro NocereHuns.

3. HacTosiLiee nocTaHoBMNeHVE NOANEXUT odrLmansHoMy ony6nukoBaHni.
4. KOHTPONMb WCMOMHEHWS HACTOSILLEro MOCTAHOBNEHUS BOINOXUTE  HA
3amecTuTens ...

maBa agMUHUCTPaLUK ; N.O.bamunusa
CenbCKoro noceneHns



rEPB CENbCKOIro NOCENEHNA
AOMUHUCTPAUNA CENNbCKOIro NOCENEHUNA
PAVOHA
BOJNITOrPAACKOW OBNACTU
PACTIOPAXEHWE
oT Ne

06 oBpa3zoBaHuu paboyen rpynnel No NPOBEAEHNIO B CenbCKOM
NnoceneHu MeponpusaTHA

B uensix opraHusauuM W nNposBefeHus B CENbLCKOM
noceneHun MeponpusaTus :

1. O6pasosaTb pabouylo rpynny no nNpPoBEAEHWIO B
CeMbCKOM MOCENeHUM  MEPONPUATHUS (nanee wvmeHyeTcA -
paboyasn rpynna) v yTeepAuTb ee COCTaB COrnacHo NPUMOXEHNIO.

2. Paboueit rpynne go 00.00.0000 r. paspabotate ¥ yTBEpAWUTE MNilaH

MEPONPUATUIA MO NPOBEAEHWIo B CenbCKOM MOCeneHun
MeponpuUsTUA
FnaBa agMuHUCTpaLUnUn n.0.®amunua

CenbCKOro nocenexHus



MpunoxeHue 3

K UHCcTpyKUuMKM no
[enonpon3BoacTBy

B aAMWHUCTpPaLMK
LLakuHCKOro cenbLcKoro
noceneHus KymeinxeHckoro
MYyHWLUMNANbLHOrO pauoHa
Bonrorpaackon obnactu

BnaHk
COrNacoBaHusi NPOeKTa NOCTaHOBIEHUS (pacnopskeHuUs) agMUHACTPALIUK
LLIAKMHCKOTO CenbCKoro nocenerus KymbimkeHCKOro MyHMUMNanbHOro painoHa
Bonrorpanckou o6nactu

3amecTuTenb rmaskl agMuUHUCTPaUnmn
CEenbCKOro noceneHus

CneyuanucT agMUHUCTRaLnK

WecnonHnTenbs




MpunoxeHue 4

K MHCTpYKUKUU no
nenonpou3sBoacTBy
B agMMHUCTPaLUK

LLlaKMHCKOro cefnbCKoro
noceneHua KyMblImkeHCKoro
MYHULMNANbHOro panoHa
Bonrorpaackoun o6nactu

O6pasubl

ohopMneHusi NPOTOKONIOB 3acefAaHui (CoBelaHuni)

1. O6paseu, ochopMneHUs NOIHOro npoTokona

(HaumeHoBaHWe opraHa MECTHOTO CaMoynpaBneHus)

NPOTOKOI
3acefaHusi MeXxBe0MCTBEHHOWN KOMUCCUK

(o
00 dhespana 0000 r. Ne

MpeacepatenbcTaytowmi - U.O.Gamunus

CekpeTtapb - N.O.Qamunus

MpucyTtcTBoBany: 30 YenoBek (CMMCOK npunaraeTcs)
MOBECTKA OHA:

I S

Joknag4yvk

L S, E P SR

Hoknagyuk

1. CNYLWANN:

N.0.damunus - TEKCT goknaga npunaraeTtcs

BBICTYMUANW:

N.0.®amunus - kpaTkas 3anuchb BbICTYNNEHUA
MOCTAHOBWIIN:

e PSS

1.2 ..

MNpeacegaTensCTBYOWMNA _ Mopnucek
CekpeTapb Mognuck

N.O.Qamunusa
N.0.®amunus



2. O6pasel odopMneHUs KpaTkoro nporokona

MPOTOKOI
COBelaHNs y rMaebl aAMUHUCTPauny LLIaKMHCKOTO CeNbCKOTo noceneHus
KyMbImkeHCKOro MyHULUMnansHoro paoHa Bonrorpanckon obnactu

52

00 cpespansa 0000 r. Ne
MpucytcTeoBanu:

HanmeHoBaHue A0/MKHOCTH - N.0.damunua
HavmeHoBaHue A0OMKHOCTH - N.0.damunus
HavmeHoBaHWe OOIHKHOCTH - N.0.Qamunua
(damunum B andasMTHOM NopsaKe)

Lo s g S SRR e

(damunus, Gamunus, Gamunus, Pamunua, damunus)

1. MpuHATL K CBEAEHVIO. ..
2. 3amecTuTento rnasbl agMUHUCTPaLUA Cenbckoro noceneHus no...

TE D .. e R R A AR

(Pamunusa, Gamunus, damunus, Pamunus, damunus)
1. MpWHATL K CBEAEHWIO ......

masa agMUHUCTpaLNK N.0.®amunusa
CenbCKOro rnocenexHns



MpunoxeHue 5

K MHCTpyKUXKU no
Oenonpovu3BoacTBy

B aAMUHUCTpPaLUK
LllakMHCKOro cenbCcKoro

noceneHus KyMmbimkeHcKoro

O6pasey

MYHULIMNANbLHOrO panoHa
Bonrorpaackon obnactu

ochopMneHusi HoOMeHKNaTypbl Aen CTPYKTYPHOro noapasaeneHuns
agMuHucTpauum Lakukckoro cenbckoro nocenerns KyMmbimkeHcKoro
MyHMUMNanbLHoro paioHa Bonrorpaackou obnactu

AOMUHUCTpaUms

CenbCcKoro noceneHnAa

(HaMeHOBaHWe CTPYKTYPHOro noapasaeneHus)

HOMEHKIIATYPA OEN
Ne

Ha roq

Konunyectso gen
(TomoB, YacTen)

3aronosok gena
(Toma, yacte#n)

UHoeke
nena

Cpok xpaHeHus gena

[pumevaHne
(Toma, yactu), Ne
cTaten no NepevHio

2 3

4

(HanmeHoBaHUe OOJMKHOCTH (nognuce)
PYKOBOAWUTENSA CTPYKTYPHOrO

nogpasgenexHvs)

(naTa)

(MHMUMansl, pamunus)

(HanmeHoBaHWe O0MKHOCTU NULA, (nognuce)
OTBETCTBEHHOIO 3a A4enonpousBoacTBO

B CTPYKTYPHOM noApasaeneHunu)

(nata)

COI'MACOBAHO

HavanbHUK apxuBHOro otaena
agMUHUCTpaLIMK

CEenbCcKoro noceneHus

(vHMumansl, pamunus)

(noanuce)

(naTa)

(MHUUKManel, hamunus)



MNpunoxeHue 6

K MHCTpyKUuuK no
[oenonpousBoacTBY

B agMMHUCTpauunun
LLlaKMHCKOro ceNbCKoro
noceneHuna KyMmblmKeHCKOro
MYHULMNANLHOro panoHa
Bonrorpaackoi o6nactu

Ob6pa3zey
ocopMneHUA HOMEeHKNaTypbl Aen agMUHUCTpauuu LLlakuHCKOro CenbCcKoro
noceneHuns KymbirmkeHCKOro MyHULUNanbHOro paitoHa Bonrorpaackou

obnacTtu
g
AOMUHUCTPaUMA
CenbCKoro NoceneHns
HOMEHKNATYPA OEN YTBEPXOAIO
Ne Mmaesa agMuHUCTpaLUn
CenbCKOro nocenexuns
(MecTo cocTaBneHus)
Ha ___rof (nognuchk) (vHnymanel, pamnnua)
(nata)
NHaexc 3aronoeok aena | Konuyecteo aen | Cpok xpaHenus gena MpumevaHune
aena (Toma, yacTeit) | (TomOB, Yacrtew) (Toma, 4yacTu), Ne
cTaten nNo NEpPEYHIo
1 2 2 + b
HassaHwe paspena

Cneuwanuct
agMuUHUCTpaLmK CenbcKoro noceneHuns

(noanuck) (MHUUMansl, damunus) (nara)
COIrMACOBAHO

MpoTtokon IK agMUHUCTPaLMK
cenbcKoro NoceneHns

oT Ne
WTorosas 3anuck 0 KaTeropusax 1 KOMMYECTBE A€, 3aBeAeHHbIX B rogy B
agMUHUCTPaLMK CenbCKoro noceneHus
Mo cpokam xpaHeHus Bcero B ToMm uucne
nepexoasLunx c oTMeTKon «IK»
1 2 3 4
[TocTosHHOro

BpemeHHoro (cabiwe 10 net)
BpemeHHoro (Ao 10 neT BKNOYATENBHO)
Wtoro



Cneynanuct
AoMuHuCcTpauun CenbCKOro noceneHus

(nognucek) (MHUUMansl, hamunus) (nara)



o

MpunoxexHue 7

K MHCTpYKUMK No
nenonpovu3BoacTBy

B aAMMHUCTpaLUuKn
LLlakuHCKOro cenbCKoro
noceneHua KymblmKeHCKOro
MYHULMNANLHOro panoHa
Bonrorpaackoin o6nacTu

O6pa3seyn
odropmneHus o6noXKu gena

ALMUHUCTPaUUA CenbCcKoro noceneHnd

(HaMMEeHOBaHWe CTPYKTYPHOrO NofpasaeneHns agMuHncTpaumny

CenbCcKoro NoceneHuns)

MHOEKC OENA Ne TOM Ne

(3aronoBok aena)

(kpaiiHue paThbl)
Ha nmcrax
XpaHWUTb




MpunoxeHue 8

K UHCTpyKUUM no
Aenonpo13BoAcTBY

B agMUHUCTpaLun
LLlakKMHCKOro cenbcKoro
noceneHuna KymbimKeHCcKoro
MYHULIMMAnLHOro pamoHa
Bonrorpaackoi obnactu

O6paseu
ochopmMneHus nucTa-3agepuTens gena

NUCT-3ABEPUTENDb OENA Ne

B gene noAwmMTo ¥ NPOHYMEPOBAHO nuct(oB),
(umdbpamu U NPOMNUCHIO)

c Ne no Ne , B TOM YncCne:
NUTEpHblE HOMEpPa NUCTOB
nponyLeHHbIe HoOMepa NMCToB

+ NUCTOB BHYTPEHHER onncu

OcoBEeHHOCTH (M3NYECKOro COCTORHUA U hopMUpOoBaHUA AeNa Homepa nucTos
1 2
(HaMmeHoBaHMe JOSMKHOCTM Nnua, (nognuchb) (MHVUManbl, pamunus)

ohopMHUBLLETO NUCT-3aBepuUTEnD)

(naTa)



MpunoxexHue 9

K UHCTpYKLUK NO
[enonpou3BoacTBY

B afMUHMUCTPaLUK
LLlakuHckoro cenbcKoro
noceneHns KymbunkeHCKoOro
MYHUUMNANbHOro panoHa
Bonrorpaackon obnactu

O6pas3sey
ocdopMneHusi BHyTpeHHen onnucu 4OKYMEeHTOB Aena

k. BHYTPEHHAA ONUCb OOKYMEHTOB OEJIA Ne
n/n MHpekc Oata 3aronoBok Homepa MpumeyaHue
AOKYMEHTa OOKYMEHTa OOKYMEHTa NUCTOB gena
2 3 4 8 6
WUtoro OOKYMEHTOB.

(KONUYECTBO AOKYMEHTOB Lndpamu 1 NpPONUCbIO)
Konun4yecTBo NUCTOB BHYTPEHHEN OMnucK

(undbpamu 1 NPONUCHLIO)

(HauMeHoBaHve JOMKHOCTY NuLa, CoCTaBuBLUEro (noanucek)
BHYTPEHHIOK ONWUCb AOKYMEHTOB Aena)

(MHMUMans!, hamunus)

(nata)



Mpunoxexnue 10

K UHCTpyKuUK no
[enionpou3BoACTBY

B aAMUHMUCTpaUun
LLlakuHckoro cenbckoro
nocenennsa KymbiumkeHckoro
MYHULIMNANLHOro panoHa
Bonrorpapckou obnactu

O6Gpa3zey
ocopMneHUa oNUCKU Aen CTPYKTYPHOro noapasaeneHns aaMmMHUCTpauum
LLlaknHckoro cenbckoro noceneHua KyMbimkeHCKOro MyHULIMNAanbHOro pamoHa
Bonrorpaagckou obnactu

‘a

AAMIAHMCTPELLI/IFI CENBLCKOro nocenexHna

(HavmeHoBaHWe CTPYKTYPHOro noapasaeneHns)

YTBEP>XIAHO

(HaMmeHoBaHMe JOIMKHOCTY
pyKOBOOWUTENSN

CTPYKTypHOro noapasaeneHus

agMUHUCTpaLnK

Cenbeckoro

nocenexuns)
(noanuce) (MHUYmansl, dhamunus)
(naTa)
OMUCb Ne

Ne n/n NHaeke 3aronoeok | Kpaitnue | Konuuectso Cpok MpumeyaHn

aena aena £aThbl NNCTOB XpaHeHwus e

1 2 3 4 5 6 7
B naHHyk onnck BHECEHO aen

(undcbpamu 1 NpoONUCHLID)
¢ Ne no Ne
HaumeHoBaHuWe QOMKHOCTHOrO Nuua,
COCTaBMBLLETO ONUCh

(nognucek) (MHUUKansl, hamnnus)
COMACOBAHO
(nognuce) (MHUUManbl, hamununs) (nara)
Mepenan aen

(Undbpamm 1 NPoONUCKLID)



(HaMMeHOBaHWe JOIMKHOCTM Nnuua, (MHUUManel, hamununs) (naTa)
nepegaswero gena)
MpuHaAn aen
(undopamu U NPONUCKIO)

(HaMMeHoBaHWe OOMKHOCTU Nuua, (nognucs) (MHWUMansl, hamMunus)
nepeaasLuero gena)

(nata)



Mpunoxexue 11

K MHCTpyKUMUM No
[enonpou3BoAcTBY

B aAMMHUCTpPaLUK
LLlakMHCKOro cenbLcKoro
noceneHnsa KyMbITKeHCKOro
MYHULMNANbLHOro panoHa
Bonrorpapckou obnactu

O6pasey
odopMneHnn onucu Aen NoCTOAHHOro XpaHeHus

b AJQMUHUCTPaUMA CENbCKOro noceneHua
YTBEPXXOAHKD
naBa agMuHucCTpauumn
CenbcKoro noceneHuns
(nognuce) (MHWUMansl, amMunusa)
(nata)
®oHa Ne
Onucb Ne
Aen NnocToaHHOro XpaHeHus
3a roa
Ne n/n | UHaeke aena 3aronoBok KpawnHve gatbl KonuyecTso MpumevaHue
gena NIUCTOB
1 2 3 4 5 6
HasBaHue pasgena
B oaHHyo onvuck BHECEHO aen

c Ne no Ne
nUTEepHbIe Homepa:

, B TOM HLUcCne:

(umcbpamu 1 NPONUCHIO)

NponyLEHHbIE HOMEPa:

(HaMMeHoBaHWe LOMKHOCTU
cocTtasuTena OI'IVICVI)

(naTa)

COIMMACOBAHO )
MpoTtokon IK agmuHMcTpaumm
CenbcKoro noceneHus

(oaTa)

(nognuce)

(MHUUManb!, dhamMununa)



MpunoxeHue 12

K UHCTpYKUMK NO
Oenonpou3BoAcTBY

B agMMHUCTpPaLUK
LllakMHCKOro cenbCcKoOro
noceneHusi KymbimkeHckoro
MyHUUMNanLHOro panoHa
Bonrorpanckon obnactu

Ob6pa3zey
ohopMNEHNA aKTa O BbiAeNeHNU K YHUHTOXEHUIO AOKYMEHTOB, He
noanexauwmx XxpaHeHuIo

AgMUHUCTpauua CENbCKOro nocenexHunn

YTBEP>XIOAHKO
[ naBa agMUHMUCTpaLUK
CellbCKOro noceneHus

(nognuce) (MHULManbl, damMunua)

(naTa)

AKT

oT Ne

O BblAEnNeHUn K YHUYTOXKEHUIO OOKYMEHTOB, He nognexalwmnx XxpaHeHnto

Ha ocHoBaHuu

(HasBaHuWe 1 BbIXOAHLIE AaHHbLIE NepeYHsl LOKYMEHTOB C yKkazaHnem
CPOKOB MX XpaHeHus)
CocraBneH aKkcnepTHOW KoMUccuen

MNMpencenarens KOMUCCUA

(AOMKHOCTL, MHULUManbI, Pamunus)
YreHbl KOMUCCUMN

(BOMKHOCTL, UHUUManb!, hamunus)
MpucyTcTBOBaNM

(AOMKHOCTL, UHULManNLI, aMunus)
Komuccus, pykoBoactBysch [lepeyHem (HasBaHus Nepeyns), otobpana K yHUHTOXEHNIO,
KaK HEe MMerLlMe Hay4YHO-UCTOPUYECKOW LIEHHOCTU W YTpaTMBLUWE MpakTUYeckoe 3HayeHve
cnenylowmne JOKYyMEHThI U Aena, OTNOXUBLINECS B AEATENbHOCTU NPEeANPUATUR:

Ne n/n oAbl 3aronosku okymeHTOB U | [NosicHeH | KonuyecTs Howmepa
LOKYMEHTOB W gen (rpynnosble unu ns 0 crate#n no
nen MHAVBUAYaNbHbIE) DOKYMEHTO nepeYHio
_MHAeKc fen no B 1 aen

HOMeHKnaTtype, onucu

1 2 3 4 5 6




Bcero pgen

(uncbpamu n nponucko)

Mpencepatens 3K

UneHbl 3K

[okymeHTbl caaHbl AN YHUUTOXEHUS no NpuMemMo-caaTovHOW HaknaaHon
Ne oT

MNpencenatens 3K Mognuce pacwmdpoBka nognucu

nara



