MyHULMNAaNbHOE Ka3eHHOe YUpexaeHne «YnpaBeHne 06pa3oBaHms»
rOPOACKOro oKpyra «ropog AKyTCcK»

NHCTPYKLUWNA MO AENONMPON3BOACTBY



OrNABJIEHVE
1. O6uime NonoXKeHmsA
2. lIOKyMeHTbI YupexaeHuns
3. MpaBuna othopmIeHNS JOKYMEHTOB
3.1. OCHOBHble TpeboBaHMA M0 OHOPMIIEHNIO LOKYMEHTOB
3.2. OthopmneHne peKBM3NTOB LJOKYMEHTOB
3.3. Oc06eHHOCTM NOATOTOBKY U O(hOPMIIEHUA OTAE/bHbIX BUAOB LOKYMEHTOB
4. OpraHusaumnsa LJOKYMeHTo060poTa 1 UCNOHEHUS JOKYMEHTOB
4.1. Mpuem 1 06paboTkKa NOCTyNaKLWNX JOKYMEHTOB
4.2. lNpepBapnTenbHOe pacCMOTPEHME LOKYMEHTOB
4.3. Perncrpauns 4OKYMEHTOB
4.4. PacnpegeneHune nocTynaroLwmnx JOKYMEHTOB
4.5. Mopasok 06paboTKM 1 NPOXOXAEHNSA UCXOAALLUNX N BHYTPEHHUX LOKYMEHTOB
4.6. Oco6eHHOCTM paboThl C 3NEKTPOHHBIMU LOKYMEHTamMu
4.7. HthopmaLmoHHaa 6e30MacHOCTb
5. KOHTpO/b 3a UCNOTHEHUEM AOKYMEHTOB
5.1. OpraHusaumsa KoHTpons
5.2. TTopsAfOK CHATUSA JOKYMEHTOB C KOHTPO/S
6. YueT 1 xpaHeHWe neyaTein, LWTamnos 1 61aHKOB
7. NMopALOK NOATOTOBKWY MPOEKTOB NPaBOBbIX aKTOB
8. MopAfoK cornacoBaHMA NpPaBoBbIX aKTOB

9. MopsAAoK NOAFOTOBKM M COrlacoBaHMS NPOEKTOB PELLEHN N HOPMATUBHbIX
NpPaBOBbIX aKTOB AKYTCKOWM ropoAckoi [lyMbl, paspaboTaHHbIX B CTPYKTYPHbIX
nogpasaeneHnax OKpPY>KHOW afMUHUCTPaLMN ropoja AKyTcKa

10. CocTaBneHe HOMeHKNaTypbl Aen

11. dopmumpoBaHue 1 ohopmaeHne aen

12. OpraHnsaums onepaTUBHOINO XpaHeHUs LJOKYMEHTOB

13. 3KcnepTmn3a LEHHOCTU AOKYMEHTOB

14. Mepepaya JOKYMEHTOB Ha XpaHeHWe B MyHULMNA/IbHbIA apXuB

CrM1COK MCMNOMb30BaHHON NMTepaTypbl

MpunoxxeHue Nel. Mpumep akTa npuemMa-nepesadn gen npu cMeHe OTBETCTBEHHOIO 3a

[le10Npon3BOACTBO, PYKOBOAUTENA NOApPa3LeNneHuns
MpunoxeHue Ne2. ObpaseL, NpoAonbHOro 61aHka

MpunoxeHne Ne3. ObpaseL, 61aHKa NpuKasa

oo oo o o1 b~

21
21
22
22
23
23
24
24
25
25
26
26
27
31
34

36
37
40
40
43
44
45

46
47



MpunoxeHune Ned. ObpaseL, 0hopMIeHUs NUCbMA

MpunoxeHune Ne5. O6pasel, ohopmaeHNs NprKasa

MpunoxeHne Ne6. ObpaseL, ohopMIEHNSA NPUNOXKEHNIA
MpunoxeHune Ne7. O6pasel, ohopmaeHns NpoTokona (BapuaHT 1)
MpunoxeHue Ne8. ObpaseL, 0hopMIeHNA NPOTOKONA (BapUaHT 2)
MpunoxeHue Ne9. XKypHan ydeTta nevartein 1 LITamnos
MpunoxeHne Nel0. dopMa HOMEHKNATYpPbI AeN YupexaeHns

MpunoxeHue Nell. ®dopma 06/10)KKM Aiefia NOCTOAHHOIO U BpeMeHHOro (cebiwe 10 ner)
XpaHeHus

MpunoxeHve Nel2. ®opma BHYTPEHHe ONMUCU LOKYMEHTOB Aena
MpunoxeHne Nel3. dopma onucu gen no IMYHOMY COCTaBy

MpunoxeHne Neld. dopma onucK aen BpeMeHHbIX (CBbiwe 10 N1eT) CPOKOB XpaHeHMs

MpunoxeHne Nel5. dopma onucu gen NOCTOAHHOIO XpaHeHNs

MpunoxeHne Nel6. dopma onucy gen NOCTOAHHOMO, BpeMeHHOro (cabiwe 10 ner)
XpaHeHus 1 No IMYHOMY COCTaBy CTPYKTYPHOIO noapasjeneHus

MpunoxkeHue Nel7. dopma akTa 0 BblAENEHUN K YHUYTOXKEHUIO JOKYMEHTOB, He
nognexatmx XpaHeHunto



MyHunLMNansHOe Ka3eHHoe YTBEPXAAHO

yupexzieHne «YnpasneHue PykoBoguTenb
06pa3oBaHUs» ropoackoro

OKpyra «ropog AKyTCK»

\ A I

MHCTPYKUWNA MO JENOMPON3BOACTBY
1. O6wue nonoxxeHns

11. WHcTpyKuus no AenonponsBofAcTBy MyHUUMNANBHOINO KaseHHOro yupexaeHus
«YnpaeneHne o06pa3oBaHUsA» T[OPOLCKOro OKpyra «ropog HAKyTck» (ganee - WHCTpyKuua)
yCTaHaB/NMBAET eAVMHYK CUCTEMY [eflonpou3BOACTBA M MOPALOK MOAFOTOBKW, O(OPMIEHWS,
MPOX0XAEHNA, KOHTPONA 3a MWCMNOSIHEHMEM, Y4eTa, XpaHeHWs, W3roTOB/IEHWSA, KOMWPOBaHUA U
TUPAXUPOBAHUSA CNYXEOHbIX JOKYMEHTOB B MyHULNNAaNbHOM Ka3eHHOM YUpeXxaeHUN «Y npasreHune
06pa3oBaHUs» ropoAckoro okpyra «ropof AKYTCK» (fanee - YupexzieHue).

1.2. HcTpyKumA pa3paboTaHa B COOTBETCTBMM C TpeboBaHUAMU (hefepasibHbIX 3aKOHOB OT
22.10.2004 Ne 125-®3 «O6 apxmBHOM fene B Poccuiickoin degepaummn», ot 27.07.2006 Ne 149-d3
«O6 MH(hopMaumn, MHHOPMALMOHHBLIX TEXHONOMUSAX U 0 3awmTe UHpopmMaymm», ot 02.05.2006 Ne
59-d3 «O nopsgke paccMOTpeHusi obpalleHnii rpaxaaH Poccuiickoin degepaunn», ot 01.06.2005
Ne 53-®3 «O rocyfapcTBeHHOM s3blke Poccuiickoin defepaumm», ot 06.04.2011 Ne 63-d3 «O6
3N1IEKTPOHHOW nognucu», Npasun XpaHeHWs, KOMMNIEKTOBaHWS, yyeTa 1 UCMOo/b30BaHUA LJOKYMEHTOB
ApxusHoro oHga Poccuiickori Pepepaumn 1 LpYrux apXMBHbIX [OKYMEHTOB B OpraHax
rocyfapCTBEHHOW BNacTW, OpraHax MeCTHOrO CamOynpaB/ieHUs, OpraHu3auuax, YTBEPXAEHHbIX
npukasoM MuHkynbTypbl 0T 31.03.2015 Ne 526, HauuoHanbHbI cTaHgapT Poccuiickoin depepauum
FOCT P 7.0.97-2016 "CwucTtema cTaHZapToB MO MHQoOpMauun, 6MbanoTeYHOMY M 13aaTe/lbCKOMY
neny. OpraHu3aloHHO-pacnopsaanTenbHas gokymeHtauus (Mpukas MocctaHgapTa ot 25.05.2017 N
435-ct "O BHeceHUM wu3MeHeHuin B [puka3 ®defepanbHOrO areHTCTBa MO TEXHUYECKOMY
perynuposaHuio 1 metponorun ot 08.12.2016 N 2004-ct "O6 yTBEPXAEHUWN HALMOHA/IbHOIO
ctaHgapTa Poccuitckoin depepauumn®).

1.3. VIHCTpyKUWs pa3paboTaHa B LeNsxX YCTaHOBNEHUS efUHbIX TpeboBaHW K NOATOTOBKE,
06paboTke, XpaHEHUIO W WUCMO/b30BAHUIO [OKYMEHTOB, 00pasyloLMXCA B XOAe [eATeNIbHOCTU
yupexkaeHus, COBepLUeHCTBOBAHWUA [e/oNpPOU3BOACTBA M MOBbILEHNA ero 3PPeKTUBHOCTU MNyTeEM
YHU(DMKaLM cocTaBa M (POPM ynpaBneHYeCKMX AOKYMEHTOB, TEXHOMOrWi paboTbl C HUMWU W©
obecrneyeHnss KOHTPOAA WCMNONHEHUS [OKYMEHTOB. WHCTpyKuua sBnseTca 006s3aTenbHON ans
NCMonHeHns paboTHUKaMU 1 MLaMU, OCYLLECTBAAOLWUMN NOATOTOBKY U 0(hOPM/EeHWE LOKYMEHTOB.

14.  WHCTpyKuMs  ycTaHaBnmBaeT  obuwue  TpeboBaHMS K  [AOKYMEHTUPOBAHWUIO
ynpaB/fieHYeCKOW [AeATeNbHOCTU W opraHu3aumy paboTbl ¢ oKymeHTamu B MKY «YnpasneHvie
06pa3oBaHNA» ropoAcKoro okpyra «ropof AKyTCK» (ganee - YupexaeHue).

1.5. NonoxkeHns VIHCTpYKLMM pacnpoCcTpaHATCA Ha opraHu3aLmio paboTsl C LJOKYMeEHTaMu
He3aBMCKMMO OT BUAa HOCUTENSA, B TOM YMC/Ie 3/1EKTPOHHbLIMU AOKYMEHTaMK, BKIKOYasA NMOATOTOBKY,
06paboTKy, XpaHeHuWe W UCMO/b30BaHWe [OKYMEHTOB, OCYLUECTB/SEMbIX C MPUMEHEHNEM
NH(OPMALMOHHbIX TEXHOJOTUIA.

1.6. Tpeb6oBaHus VIHCTpYKLMKM K paboTe ¢ OyXranTepCcKoin, Hay4YHO-TEXHUYECKOWN 1N ApYroW
crneynanbHOM AOKYMeHTauUMen pacnpoCcTpaHATCA fiMlWb B YacTU O6LWMX NPUHLMNOB paboThbl C
LOKYMeHTaMu, a TakxKe MoAroTOBKM AOKYMEHTOB K rnepejayve Ha apXMBHOE XpaHeHue.

1.7. OTBETCTBEHHOCTb 3a OpraHM3aLuio U COCTOAHWe AeNonpoM3BOACTBA, CBOEBPEMEHHOE U
KayeCTBEHHOE WCMOJIHEHME [OKYMEHTOB B OTAe/Nax YupexieHus BO3/araetca Ha Haya/lbHUKOB
OT/ENOB.

1.7.1. PyKoBoAMTeNn CTPYKTYPHbIX NOApa3aeneHuii:



- obecneumBalOT  BHeApeHMe U KOHTPONUPYHOT  COGMOLEHME  CTPYKTYPHbIMU
nogpasgaeneHnsammn TpeboBaHuii HacTosALWel IHCTPYKL MK 1 rOCyAapCTBEHHbIX CTaHA4ApPTOB;

- MpPOBOAAT NPOBEPKY COCTOAHWA [eN0MPOu3BOACTBA B CTPYKTYPHbLIX MNOApa3feneHunax
YupexpaeHus,

- 0becneynBalOT MeTOAMYECKOE PYKOBOACTBO, MHCTPYKTAX WU KOHTPO/b 3a CO6/M0AeHVEM
yCTaHOB/IEHHOMO NOpsAAKa paboTbl C JOKYMEHTaMU B CTPYKTYPHbIX NOApPa3feneHnUax YupexaeHus;

- WHWLMUPYET MOoBbILeHWe KBanugukauum paboTHNKOB Mo BOMpocam en0npon3BoACTBa;

1.8. IHCTpYKLMA YTBEPXKAAETCSA PYKOBOAUTENIEM YUpexaeHus nocne cornacosaHusa ¢ LISK
YnpasneHuns o6pasoBaHns OKPYXXHOW agMUHUCTPaLMK ropoga AKyTcKa.

1.9. MonoxeHuss MHCTPYKLUMUM pacnpoCTPaHAKTCA Ha OpraHu3aLmio paboTbl C JOKYMEHTaMM
He3aBMCMMO OT BMAa HOCUTENsA, BKIKOYadA WX MNOArOTOBKY, PErncTpauuto, yyeT U KOHTPO/b
MCNOMHEHUSA, OCYLLECTBNSAEMble C MOMOLLbI aBTOMATU3MPOBAHHBIX (KOMMbIOTEPHbIX) TEXHOOTUIA.

1.10. Mpu yxofe B OTNYCK, Bble3ge B KOMaHAWPOBKY, Ha BpeMsi 60Ne3HW WAWU B Cnyvae
YBOJIbHEHUA U NepemeLLeHns no cnyxobe paboTHMKM 0653aHbl NepefaTb BCE HAXOAALLMECH Y HUX
AOKYMEHTbI APYroMy paboTHWMKY MO YKa3aHWIO BbILLIECTOALWEro PYKOBOAUTENS, NPU YBOJIbHEHUU
paboTHMKa UK NepeBoje Ha ApYryro AO/MKHOCTL Nnepejava LOKYMEHTOB U [efl OCYLLEeCTBNAETCA NO
aKTy npuemMa-nepegayun (npunoxxkeHms Ne 1).

1.11. Mpu nepexofe Ha Apyryt paboTy pabOTHMKOB, 3aHUMAOLLMXCA B CTPYKTYPHbIX
nofpasfeneHuax YupexaeHns BefeHVeM [enonpou3BOACTBa, Nnepefayva BCeX AOKYMEHTOB BHOBb
Ha3HayaemblM paboTHMKAM MPOWM3BOAMTCA MO aKTaMm Mpuema-nepefayn, KOTopble yTBEPXAalTCs
pykoBoauTenem. Konum akToB Hanpas/ifoTCA B NPUEMHYIO PYKOBOAUTENS.

1.12. B cny4vasax [ANUTENbHOrO OTCYTCTBMSA pabOTHMKa CTPYKTYPHOro noAapasaeneHus
(oTnyck, cnyxebHas KOMaHAMPOBKA, OOMbHWYHBLIA fMCT WM T. A.) Heobxo4umo nepefatb
OTBETCTBEHHOMY 3a BefleHVe [LeNonpon3BOACTBa JOKYMEHTbI, HaXOAALWMECSA Y HErO Ha UCMONHEHUN
Nno yKasaHuto HayalbHUKa.

1.13. PykoBOAMTENN CTPYKTYPHbIX MOAPas3feneHnin YUpexxaeHus HecyT MepCcoHasbHYH
OTBETCTBEHHOCTb 3a BbINO/HEHUE TPeboBaHUN NHCTPYKLUMM U COXPaHHOCTb HaXOAALLMXCA Y HUX
OOKYMeHTOB. O cnyyasx yTpaTbl, MOpYM 3aperMcTpuMpoBaHHOro AOKYMeHTa paboTHMK 0653aH
He3aMea/IMTEeNbHO A0M0XUTbL HaYaIbHUKY CTPYKTYPHOrO nogpasjeneHus.

1.14. BHeceHVe W3MeHeHW B VIHCTPYKUMIO OCYLLECTBISETCA MNPUKa3OM PYKOBOAMTENS
YupexaeHus.

1.15. C BHOBb MPUHATbIMKA PabOTHUKAMW, Ha KOTOPbIX BO3/ArardTcsA 00A3aHHOCTWU MO
BeEHNI0 AeN0onpou3BOACTBA, B TeyeHWe TpexX AHeil mocne NocTynieHns Ha paboTy MPOBOAMTCA
WHCTPYKTaX NO BEAEHUIO [eN0onpon3BoACTBa.

1.16. PaboTaTb C JOKYMEHTaMMN BHe CNyXe6HbIX NOMELLEHWNI U BHOCUTb B HUX UCMPaBNeHNs
3anpeLyaeTcs.

1.17. BbINnonHeHWe HacTosAwed WHCTpyKuun 0653aTenbHO A8 KaXA0ro paboTHMKa
YupexaeHus, ¢ ee TpeboBaHMAMMN PabOTHUKM AO/MKHbI ObITb 03HAKOM/EHbI NOJ, NOAMMUCH.

2. [JOKyMeHTbl YupexaeHus

2.1. PykoBOguTeNb YUpexieHWs WAU MU0, WCMONHAKOLWLEe ero 0683aHHOCTW, W3LaeT
NpuKasbl, WHCTPYKLUUW, NpaBuia, MONOXKeHUA, o06s3aTefibHble A1 UCMOMHEHUS  BCEMU
CTPYKTYPHbIMU NOAPA3AENeHUAMN YUpeXKaeHNs.

2.2. Xopf o06Cyx[eHus BOMPOCOB Ha 3acefjaHuaX KoNnervanbHblX OpraHoB, COBETOB,
cobpaHunX, COBELLAHUAX U PeLLEHUs, NPUHUMAaEMble Ha HUX, (DUKCUPYHOTCS B NPOTOKO/IAX.

2.3. Ins ocylecTBneHUs onepaTVBHbIX CBA3el C APYTUMU OpraHu3auuaMy 1 rpaxgaHamu
MCMOJb3YHOTCA Takue opmMbl, Kak N1UCbMa, (hakchl, TeNerpammsl, TeneoHOrpaMmbl.

2.4. N oCyLLeCTBEHUA NPUEMA, YBONIbHEHUS, NepeMeLLeHNs paboTHUKOB, NpeLoCcTaBNeHNs
MM OTMYCKOB O(OPMAAKTCA TPYLOBble [LOr0BOPbI, NPMKasbl MO JIMYHOMY COCTaBy, 3afBleHWS,
TPYAOBbIE KHUXKKN, NIMYHbIE KAPTOYKN U Ap.



3. MpaBuia oopmIeHNS LOKYMEHTOB

3.1. OCHOBHbIe TpeboBaHMA NO 0HOPMSIEHUIO JOKYMEHTOB

3.1.1. [JOKyMeHTbl OOPMAAIOTCA Ha OGnaHKax YUpexAaeHWs W UMEeKT YCTaHOB/EHHbI
KOMM/ieKC 0653aTe/IbHbIX PEKBU3UTOB W CTabWbHbLIA NOPSAOK UX PacnosioXXeHus (pacnosioXeHme
PEKBU3NTOB Ha 6/1aHKaX OpraHn3aLoHHO-pPacnopaAanTENbHbIX LOKYMeHTOB cooTBeTcTBYeT FOCT P
7.0.97-2016_«CucTtema CTaHAapToB MO WHMOpPMauuu, 6UBNNOTEYHOMY U U3AATENbCKOMY [eny.
OpraHun3aunoHHo-pacnopaauTensHas LOKyMeHTauna. TpeboBaHUA K OPOPMIEHUIO LOKYMEHTOB).

3.1.2. B YupexeHUn NnpuMeHA0TCA NPOLOJbHbIE 6/1aHKN:

- 6naHk nucbMa (MpunoxxeHus Ne 2);

- bnaHk npukasa (npunoxeHus Ne 3).

BnaHku [OKYMEHTOB M3roTaBnMBaroTCs Ha bymare popmaros A4 (210 x 297 mm), A5 (148 x
210 MM). Kaxablil nCT OKYMEHTa, 0(hOPMJIEHHBIN Kak Ha 61aHKe, Tak U 6e3 61aHKa, J0/HKeH UMETb
nons:

30 MM - neBoe;

10 MM - npaBoe;

20 MM - BepxHee;

20 MM - HWXHee.

MpesnoyTUTENIbHbIMK FapHUTYpaMy U pasMepamy LWIPUQTOB AN PEKBU3UTOB LOKYMeHTa
ABNAKOTCA:

Times New Roman N 13,14,

Arial N 12, 13;

Verdana N 12,13;

Calibri N 14 v npnbnvXeHHble K HAM.

Mpw cocTasneHun TabnuL, ONYCKaeTCA UCMONb30BaHKe LPUHTOB MEHbLLNX Pa3MepoB.

3.1.3. Ab3auHblil OTCTYN TeKcTa JOKYMeHTa - 1,25 cMm.

- 3aronoBKK pasfenos 1 NoApasfenios nevaTatoTca ¢ ab3aLHbIM OTCTYNOM WU LEeHTPUPYHOTCA
Mo LWUMPUHe TeKCTa.

- MHOrocTpoYHble PeKBU3UTbI NEYaTarTCcsa Yepes OAMH MEXCTPOUHBIA UHTEpBas, COCTaBHbIE
4acCTWN PEKBU3UTOB OTAENAOTCA AOMOSHUTENIbHLIM UHTEPBASIOM.

- TeKCT AOKYMeHTa neyataeTca vepe3 1-1,5 MEXCTPOUHbLIX MHTEpBana.

- Ecnun fOKYMEHT roTtoBUTCA N5 U3[aHNA C YMeHbLUeHeM MacLuTaba, TEKCT neyaraeTcs vepes
[iBa UHTepBana.

- VIHTepBan mexnay 6ykBaMu B CNoBax - 00bIUYHbIA. IHTepBan Mexay cioBaMu - OAWMH Npoben.

3.1.4. TeKCT [JOKYMeHTa BblpaBHMBAETCA MO LUMPUHE NucTa (MO rpaHMLam Nesoro 1M nNpasoro
nonei LOKYMeHTa).
Mcnonb3oBaHme 6/1aHKOB NPOM3BO/bHONM (DOPMbI HE pa3peLuaeTcs.

3.2. OhopmsieHNEe PeKBU3NUTOB JOKYMEHTOB

ABTOp fOKyMeHTa. HavMeHOBaHMe Yupex[eHUs yKa3blBaeTCqd B TOYHOM COOTBETCTBUU C
ycTaBoM YupexaeHusa. CokpalleHHOe HauMeHOBaHWe NMOMeLLaeTca noj nosiHbIM HanMeHOBaHUEM B
CKobKax (npunoxeHune Ne 4).

HanMeHoBaHMe CTPYKTYPHOTO NoApassieneHns - aBTopa JOKYMeHTa UCNOoNb3yeTcs B 61aHKax
nuceMm M 61aHKax KOHKPETHbIX BUAOB AOKYMEHTOB M YKa3blBaeTCA NOL NOJSIHbIM U COKpPaLLEeHHbIM
HaVMEHOBAHUAMWN Y UpexxeHNs.

HavmeHoBaHMe [O/MKHOCTM /nMua - aBTopa [OKYMeHTa WCMNonb3yeTcd B 6naHKax
LAOMKHOCTHBIX /L, M pacrofiaraeTcs Noj HaMMeHOBaHWEM YupexaeHus. HaumeHoBaHWe 40/MKHOCTY
nnua - aBTopa AOKYMEHTa YKa3blBaeTCA B COOTBETCTBUWM C HaMMEHOBaHWEM, MPUBELEHHbLIM B
pacnopsanTeNbHOM SOKYMEHTE O Ha3HauYeHUN Ha LOMKHOCTb.

CnpaBoyHble [aHHble 00 yupexaeHUW. CnpaBoyHble [aHHble 00 YupexzaeHuu
yKa3blBalOTCA Ha 6naHKax nucem W BKAKOYAKOT B cebsA: agpec, HoMep TeneoHa, hakc, agpec
3MIEKTPOHHO MOYTbI, CeTeBOMN agpec, a Takke OKIMO, OIPH, MHH n KIMIM yupexgeHus.

HanmeHoBaHMe Buja [OKyMeHTa. HauMmeHoBaHMe BMAa [OKYMEHTa, COCTAB/IEHHOIO
YupexaeHneM, LOMKHO ObiTb OnpefeneHo ycTaBom (MOMOXEHWEM) WU LO/KHO COOTBETCTBOBATb



HaMMeHOBaHWAM BUIO0B LOKYMEHTOB, npeaycmoTpeHHbiM OKY/: akT, crnpaBKa, 3anucka, CBOJKa,
0T3bIB, MPOTOKO/, CMINCOK, U3BELLEHME 1 Ap. PacnopaanTeNibHble JOKYMEHTbI YUpeXxaeHNs n3LatTcs
CO C/efyOLWMMMN Ha3BaHUAMU: NPUKA3, PaCMOPsHKEHMe.

[aTta fokymeHTa. [laToil JOKyMeHTa SBNsSeTCA faTa ero nognucaHus (Unu yTBepxXaeHus);
ONA OOKYMEHTa, NPUMHUMAeMOoro KO//ernanbHbIM opraHom (NpoTokona), —AaaTa ero 3acefaHus
(NpUHATKA pelleHns), 4N akTa - fata cobblTusA, AN LOKYMEHTa, TPeOYIOLLEro ero yTeepXxaeHus, -
[laTa ero yTBepXxaeHus.

[ns [OKYMEHTOB, COCTaB/IEHHbIX O4HOBPEMEHHO HECKONbKUMW OpraHusauusmMu, [LaToi
[LOKYMeHTa ABMIfeTCA Aata NoANUCcaHns ero nocnefHeli opraHusawmei.

[aTa nognvcaHus, yTBepXAeHNs, COrnacoBaHns LOKYMEHTa, a TaKxe AaTtbl, cofepxalimecs
B TEKCTE, A0/DKHbI 0(hOPMAATLCA LUPPOBLIM CNOCOOOM. DNeMeHTbl AaTbl NPUBOAATCA:

- apabckumu uudpamn B 04HY CTPOKY B NOCNef0BaTeNlbHOCTU: [eHb MecsLa, MecsL, rof.

Hanpumep: 14.06.2018.

- CNOBECHO-UM(poBbIM crnocobom: 14 noHs 2018 .

Ecnv fOKYMEHT NOAroTOBMEH Ha 6/1aHKe, TO AaTa YKa3blBaeTCs B CrewuuansHO 0TBEAEHHOM
MecTe 6naHka. B cnyyae ecnu JOKYMEHT MOAroTOB/IeH He Ha GnaHke, farta MpOCTaBAAeTCA HUKe
TeKcTa, PALAOM C MOAMUCHIO.

PerncTpaynoHHbIA HOMep [OKYMeHTa. PerucrpauuoHHbIA HOMep - UMGpoBOe WK
OYKBEHHO-LM(PPOBOE 0603HAYEHME, MPUCBANBAEMOE JOKYMEHTY MPKW ero perncrpauuu.

PerucTpayms LJOKYMeHTa NPOBOAMTCA NOC/E ero NoANMcaHns Unu YTeepxaeHus.

[ns nexopawmx LOKYMEHTOB PerucTpaLuoHHbIA HOMep COCTOUT:

1) 13 NopALKOBOro HOMepa B Mnpejesiax MaccrBa OTNpPaBIseMoii KOppecnoHAEeHUNN;

2) NHAEKCca Aena B COOTBETCTBMM C HOMEHKIATYPOW Aen YupexaeHus.

PerncTpauMoHHbIi  HOMep [OKYMeHTa, COCTaB/IeHHON0 COBMECTHO [BymMA U 6onee
OpraHu3auusamu, COCTOUT W3 PErncTpauuoOHHbIX HOMEPOB [OKYMEHTOB KaXAO0M U3  3TUX
OpraHu3aLmia, NpocTaBNseMbIX Yepe3 KOCYH YepTy B NOPALKE YKa3aHWs aBTOPOB B JOKYMEHTE.

CcblnKa Ha perncTpauuoHHbI HOMep U AaTy JOKyMeHTa. Ccblnka Ha PerucTpaunoHHbIi
HOMep W JaTy [LOKYMeHTa BK/OYaeT B Cebsi permcTpalvOHHbIA HOMep W [aTy AOKYMeHTa, Ha
KOTOpbIA [O/MKEH ObiTb faH oTBeT. CcbiNka Ha HOMep W AaTy AOKYMeHTa WMCMONb3yeTcs npwu
0(DOpPMIEHUN NUCEM, ABAAKOLWMXCA OTBETAMW Ha MOCTYMMBLUEe NMUCbMO (3ampoc, Npockoy u ap.).
CBefileHMss B  PEKBM3UT MEPEHOCATCA C MOCTYMNUBLUErO [LOKYMEHTa W  COOTBETCTBYHOT
perncTpauroHHoOMy HOMepy 1 faTe NOCTYNMUBLLENO JOKYMEHTA.

OrpaHunumnTenbHas OTMETKA A4/19 AaHHOr0 PeKBM3UTa NPOCTaBIAETCA B /IEBON YacTu 61aHKa
nMcbMa Nof PEKBU3NTOM «AaTa» U «PerncTpauuoHHbI HOMeP AOKYMEHTa».

Hannume [aHHOro pekBmM3MTa UCKIHOYaET HEOOXOAUMOCTb YNOMWHaHWUA HOMepa W Aathbl
MOCTYNMUBLLErO LOKYMeHTa B TEKCTE MUCbMA, YTO 0CBOBOXAeT TEKCT OT CMPaBOYHON MH(OPMALUN.

AppecaT. J[lJOKyMeHTbl aflpecyloT B OpraHbl BnacTu, YUYpexaeHus, WX CTPYKTYpHble
noApasfenieHuns, AOMKHOCTHLIM UM PU3NYECKUM fTULAM.

Mpn afpecoBaHUW [OKYMEHTa B OpraH BfacTW, OpraHu3auuio WM ee CTPYKTYpHOe
nogpasfenerHve (6e3 ykasaHus JO/MKHOCTHOrO NnMLA) MX HAUMEHOBaHME MULLYT B UMEHUTE/IbHOM
nagexe.

Hanpumep'.

MuHUCTEPCTBO 06pa30BaHUS N HAYKK
Pecny6nukm Caxa (AKyTus)
[enapTaMeHT No KOHTPOK U Haf30py

Mpyn HanpaBneHUM [OKYMEHTa [O/MKHOCTHOMY /MLy Has3BaHWE YupexaeHua un ee
CTPYKTYPHOro nofpasfeneHns ykasblBalOT B MMEHUTENbHOM Mafexe, a LO/MKHOCTb U (hamununio
agpecata - B faTeflbHOM. WMHWUManbl cTaBATCA nocse hamuianm He3aBUCUMO OT TOro, Komy
aflpecoBaH LOKYMEHT - LO/MKHOCTHOMY NIULY UN (PU3NYECKOMY.

Hanpuwmep:



MuHUCTEPCTBO 06pa30BaHUA U HayKK
Pecnybnukun Caxa (AKyTuns)
[enapTaMeHT N0 KOHTPOI U Haf3opy
["naBHOMY cneumanucty

WBaHoBoOM N.W.

Nnu HasBaHMe YUpex[eHus BXOAUT B HaMMEHOBaHWE [JO/KHOCTU W OgopMmseTcs B
AaTeNbHOM Najexe

PekTopy MHCTUTYTa
WBaHoBoW ..

Mpy agpecoBaHUN JOKYMEHTa B HECKO/IbKO OAHOPOAHbIX OpraHu3aunii ux HassaHus cnegyet
yKa3blBaTb 0606LLEHHO.

Hanpumep:

PykoBoauTensim 06pa3oBaTe/ibHbIX YUPEXAeHWA,
PYKOBOAUTENAM NPEANPUATUAA U YUPEXKAEHWNIA
MwuHucTepcTBa 06pasosaHus PC(H)

[IOKyMeHT He [O/DKeH cofepxaTb 00/ee 4yeTbipex afpecatoB. C/IOBO «KOMUSA» Mepes
0603HaYeHNemM BTOPOro, TPeTbero W YeTBepTOro ajpecara He ykasbiBaeTca. [Mpu agpecoBaHUU
AOKYMeHTa 60/1ee YeM B YeTbIpe afipecara COCTAB/IAETCA CNNCOK PACChINKM U Ha KaXA0M LOKYMEHTe
NpoCTaBNsAETCA TO/IbKO OfUH afpecar.

B coctaB pekBu3uTa «Agpecar» MOXET BXOLMTb MOYTOBbIA afgpec. 3NeMeHTbl NOYTOBOrO
aZipecata YyKasblBalOTCA B MOCNEL0BATE/IbHOCTM, YCTaHOB/IEHHOW MpaBuaamMy O0KasaHus ycnyr
NMOYTOBOW CBA3W.

B coctaB pekBM3WTa MOXET BXOAUTb MOYTOBbLIA afpec. SNeMeHTbl MOYTOBOrO ajpeca
yKa3blBalOTCA B MNOCNe0BaTe/lbHOCTW, YCTAHOBMIEHHOW [1paBuiaMu OKasaHWs YCiyr no4ToBOM
cBa3n. pu agpecoBaHWM NUCbMa B OPraHM3aLmio YKasblBalOT ee HavMeHOBaHWe, 3aTeM NOoYTOBbIiA
afpec.

Hanpumep:

Pepakuns XypHana
«Kackun»

NeHnHa npocn., 4. 6,
r. AkyTck, 677000

Apec He npoOCTaBNAETCA Ha [OKYMEHTaxX, Hanpas/iseMblX B MNpPaBUTENIbCTBEHHbIE
YUpeXkaeHus 1 MOCTOAHHLIM KOPPECMOHAEHTaM, B 3TUX CyvasaxX MOTyT NMPUMEHATLCA KOHBEPTLI C
3apaHee HamneyaTaHHbIMW afpecamu.

Mpyn appecoBaHMM [OKYMeHTa (U3MYeCKOMY NuLYy HeobX04MMO YKasblBaTb (amuiuio,
WHULUMaNbI, 3aTeM NOYTOBLIN aapec.

Hanpumep:

ViBaHoBy W.W.
YepHbiwesckada yn., 4. 100, k.. 100,
r. AkyTck, Pecnybnuka Caxa (AkyTus), 677000

Mpy oTNpaBKe NUCbMa MO 31eKTPOHHON MOYTe UAKN NO PaKCUMUILHON CBA3K (6€3 LOCHIIKM
Mo MNoYTe) MNOYTOBLIA ajpec He YkKasbiBaeTcs. [lpy HeEOOXOAMMOCTM MOXKET ObiTb YyKasaH
3NEKTPOHHbIV agpec (Homep TenedoHa/takca).

Mprd yTBEpXAEHNA [OKYMEHTA. YTBEPXKAeHWe LOKYMeHTa NPOn3BOAUTCS NPOCTaBNeHEM
rpuda yTBepXAeHVUS WM WU3LaHUeM pacnopsaguTenibHOro AokKyMeHTa (B Tex crydasx, Korja
TpebytoTCA [OMOMHUTENIbHbIE MPEANUCAHUA N Pa3bACHEHNS).

[OKyMeHTbl  YTBEPXAAKOTCA  PYKOBOAWUTENEM  YUpexAeHWs, BbILWECTOAWMUMUA UK
MeXXBEJOMCTBEHHbIMW OpraHamu, OpraHusauusaMu, B KOMNETEHUMIO KOTOPbIX BXOAUT pelleHue
BOMPOCOB, U3/I0XEHHbIX B YTBEPXKAAEMbIX JOKYMEHTaX.

MMonoxkeHus, npaswna, MNOPALKW, LOMKHOCTHbIE WHCTPYKLUKW, WMHCTPYKLMKU, pacrnmcaHus
3aHATUI YPOKOB, BHEYPOUYHOW [esTeNbHOCTU, AOMOMHUTENbHOr0 06pa3oBaHMs U Ap. nognexar



YTBEPXAEHNIO PYKOBOAMTENEM YUpeXaeHUs U NpuobpeTarT HOPUANYECKYH CUNY TOMNbKO C
MOMEeHTa UX YTBEPXAEHUS.

Mput yTBEPXKAEHUS NOMeLLaeTCs B NPaBOM BEPXHEM Yr/y MepBOro ncTa [AOKYMEHTa,
coctouT u3 cnosa YTBEPXOAHK (6e3 KaBblyek), MOSHOMO HaMMEHOBaHMUA [O/MKHOCTU NnLa,

YTBEPXAatoLLero JOKYMEHT, ero IMYHOM NOAMNUCK, ee paclungppoBky (MHULMANO0B, hamMunnm) 1 gatbl
YTBEePXAEHUSA.

Hanpumep:
YTBEPXOAIO
PykoBogmnTens MyHMLMNANbHOTO Ka3eHHOr0 yupexaeHus
«YnpaBneHve 06pa3oBaHUN»
rOPOACKOro oKpyra «ropog, AKyTCK»
nognuce W.N. iBaHoBa
15.06.2018

[Jonyckaetca B pekBu3nTe «pud yTBEPXAEHUA [LOKYMEHTa» LEHTPUPOBATb 3/1EMEHTI
OTHOCWTE/IbHO CaMO ANMHHON CTPOKMN.

Mpn yTBEPXAEHUN [LOKYMEHTA HECKOMbKUMMW AO/MKHOCTHLIMX NuLaMu  UX  MOAMUCK
pacronaratoT Ha O4HOM YPOBHE.

MMpn yTBEPXAEHUWN LOKYMEHTA NOCTaHOB/IEHWEM, pPeLLeHneM, NPUKa3oM, NPOTOKOIOM rpud
yTBEPXAEHNA cocTouT M3 cnosa YTBEPXAEH (-A, -O, -bl), HaumMeHOBaHUS YTBEPXAAHOLLEro
[LOKYMEHTa B TBOPUTE/NIbHOM Mafexe, ero Aatbl, HOMepa.

Hanpumep:
YTBEPXAEH
MpOTOKO/IOM 3KCNEPTHON KOMUCCUM
15.06.2018 N2 32
Vnun
YTBEPXAEHO
npuKasom MKY

«YnpaeneHne 06pa3oBaHNA»
'O ropog AKyTCK
15.06.2018 Ne32

BHOCUTb Kakune-nmbo u3MeHeHUs W [06aBneHWs B NOAMUCaHHble (YTBEPXKAEHHbIE)
[LOKYMEHTbI 6e3 paspeLleHmns nmua, NoAnMcasLLero JOKYMEHT, He LONYCKaeTcs.

OTBeTCTBEHHOCTb 3a Ka4eCTBO NOArOTOBKMN LOKYMEHTOB M LOCTOBEPHOCTbL COLEPKALLUXCA B
HWUX [aHHbIX BO3/1araeTcs Ha Mua, NoAroToBMBLLME, 3aBU3NPOBABLLME U NOANMUCABLUNE JOKYMEHTHI.

3arosioBOK K TeKCTy

3aronoBOK K TeKCTY BK/IHOYaeT B Cebs KpaTkoe CofepXaHwe [OKYMEHTa, ero OCHOBHYHO
CMbIC/IOBYIO Harpysky. 3arofioBok opmynupyetcs ¢ npegsiorom «O» («O6») 1 0TBEYaeT Ha BOMNPOC
«0 YeM?»:

- npukas (0 Y4em?) 0 CO34aHUKN aTTECTALMOHHON KOMUCCUN;

- npukas (0 Yem?) 06 yTBEPXAEHMMN LITATHOrO pacnucaHus;

- nrucbMo (0 Yem?) 0 NpefocTaBNeHNN UHDOPMALUN.

3aronoBOK COCTaB/AeT WUCMONHUTENb [OKYMEHTa. 3aroNoBOK K TEKCTY OgopMAseTcs nog
pekBu3nTamMyu 6n1aHKa CneBa, OT rpaHuLbl NIEBOr0 nons. Ecnu TekCT AOKYMEHTA He MnpeBbillaeT
YeTbIPEX-NATU CTPOK WM OopMIEH Ha 6naHke (hopmaTta A5, 3arol0OBOK MOXXHO HE YKasblBaTb.
3aronoBOK AOKYMEHTA 3anuCbiBaeTCA NPU ero perucTpaLmm B COOTBETCTBYIOLLME PErUCTPaLMOHHbIE
(hopMbI: KapTOUKy, 6a3y AaHHbIX.

TeKCT [OKyMeHTa. TeKCT [OKYMEeHTa COCTaB/SeTCA Ha pPYCCKOM A3blKe  Kak
rocyaapcTBeHHOM f3blke Poccuiickoii ®defepaunn. TeKCT AOKYMEHTa W3naraeTcs PyCCKUM
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NNTepaTypHbIM A3bIKOM C YYETOM 0COGEHHOCTEN O(MLMabHO-Le10BOM0 CTUNS, BUAA JOKYMEHTA U1
ero Ha3Ha4yeHus B ynpaB/ieHYeCKON AeATeNbHOCTU.

Cofep>aHne [OKYMeHTa LO/IXXHO ObITb N3/10XKEHO KPaTKO, IOTMYHO, TOYHO U ACHO.

TeKCcTbl JOKYMEHTOB U3naratoTca:

oT 1-ro nuua eAMHCTBEHHOrO 4YuMcna B [AOKYMeHTax (Mpukas, pacrnopsbkeHue v T. f.)
pykoBoauTens O6pa3oBaTe/lbHOIO YUpeXaeHus, AeNCTBYIOLWEro Ha NpUHUMNax eAvHOHavanus, a
TaKXKe [OKYMeHTaX, aApecoBaHHbIX PYKOBOACTBY YUpeX[eHWA: MpuKasbiBato... NOATOTOBUTL U
npeAcTaBUTb Ha pPacCMOTPeHWe; NpoLly pacCMOTPeTb BOMPOC 06 YCTAHOBMIEHUW NbrOTHbIX
Tapuagos...;

3-ro fiMua efMHCTBEHHOIO 4mcna B [AOKYMEHTax KO//ervanbHbIX OpraHoB: KOMUCCUA
pewwmnna...; ObpasoBaTe/ibHOe yUpeXxjeHre He CYATAET BOSMOXHbIM.. .

1-ro nuua MHOXECTBEHHOr0 4wucna B COBMECTHbIX [OKYMEHTax: MPOCUM MpeAcTaBuTb
[aHHbIe 0...;

npeAcTaBifeM Ha PacCMOTPEHUE U YTBEPXKAEHME. . .;

3-r0 /iMua MHOXECTBEHHOro 4ucna B MPOTOKOMax: Cnylanu, BbICTYNUAW, NOCTaHOBWUIN,
peLwmnnu.

B [LoOKyMeHTax, yCTaHaB/MBatOLMX MpaBa U 00653aHHOCTU YUpeXAeHus, ee CTPYKTYPHbIX
nogpasfeneHunin (MoNoXeHNe, UHCTPYKLKMS), & TaKXKe COAepXKallmx OnucaHue, OLeHKY (akToB nau
BbIBOAbI (aKT, CNpaBKa), UCMOMb3yeTcs (hopMa U3N0XKEHUSA TEKCTa OT TPETbero N1La efUHCTBEHHOTO
WA MHOXECTBEHHOTO Ymncna («0TAen OCyLecTBNsSeT PYHKLUMN», «B COCTaB 00befNHEHNS BXOAAT,
«KOMMUCCUA YCTAHOBUIA»).

B Tekcte [OOKyMeHTa, MOArOTOB/IEHHOrO Ha OCHOBaHWW 3aKOHOAATeSNIbHbIX, WHbIX
HOPMaTUBHbIX MPaBOBbLIX aKTOB, M3[aHHbLIX OpraHamy BNacTu W ynpasfieHUs, AOKYMEHTOB, paHee
N3[4aHHbIX OpraHoOM BflaCTU - aBTOPOM [OKYMEHTa, YKa3blBaeTca HauMeHOBaHWe BUAa LOKYMEHTa,
HanmMeHOBaHWe opraHa, U34aBlUero LOKYMEeHT, JaTa MPUHATUSA UAN YTBEPXKAEHUSA LOKYMEHTa, ero
PErncTpaLmMOHHbIA HOMEp, a TakXke 3arofioBOK K TEKCTY WM HauMeHOBaHWe BMAa AOKYMEHTa,
Hanpvmep:

«B cooTtBeTcTBMM C nocTaHoBneHnem [paButenscta oT 13.08.1997 Ne 1009 «O6
yTBepXaeHun TlpaBun NOArOTOBKM HOPMATUBHbLIX MNPaBOBbIX aKTOB (hefepasibHbiIX OpraHos
MCMNONHWUTE/IbHOW BNacTU 1 UX FOCYAapCTBEHHON pernctpauum»;

«B cooTtBeTcTBUM C [10ONOXKEHMEM O MOCTOSHHO AEWCTBYHOLLEN 3KCMEPTHOW KOMMUCCUM
YUPEXAEHUA, YUPEXXAEHUA, NPeAnpUATUSA, YTBePXKAEHHbIM npukasom Pocapxmnsa oT 19.01.1995 Ne
2...».

Ecnm TekCT COAEPXXUT HECKOSIbKO MOPYYEHUI, PeLlEeHWNiA, BbIBOLOB, B TEKCTE BblAeNsOTCA
pasfensl, noapasaensl, MyHKTbl, NOAMYHKTbI.

B TekCT JOKyMeHTa MOryT BK/OUYaTbCA (PparMeHThbl, 0(hOPM/IEHHbIE B BUAE TabnMLbl 1K
aHkeTbl. CTpaHuLbl TEKCTA HYMepytoTCA apabCKMK LugpaMum NOCepeMHe BEPXHero noss.

B nnucbMax ncnonb3yroT criefyroLime opMbl U3N0XKEHUS:

- OT nMepBOro /NLA MHOXECTBEHHOro 4mcna («NpPoCUMM HampaBuUTb», «Harpas/iseM Ha
pPacCMOTPEHMNE);

- NepBOro NMua eAnHCTBEHHOIO Yncna («CYMTarD HEOOXOAMMbIMY», «MPOLY BbIAENTb»);

- TPeTbero nuua efnHCTBEHHOro yncna («OY He Bo3paxaeT», «OY cUnUTaeT BO3MOXKHbLIM»).

OTMeTKa 0 NMPUNOXKEHUU. ECnv OOKYMEHT MMeeT NPUIOXKeHUs, Ha3BaHHble B TeKCTe, TO
OTMeTKa 0 HUX OPOPM/ISETCA MO CreaytoLleit hopme:

MpunoxkeHwne: Ha 10 n1. B 3 3K3.

Ecnv npunoxkeHus B TeKCTe He Ha3BaHbl, TO HEOOXOAMMO MEPeyncnInTb UX Ha3BaHWs,
KOJINYEeCTBO INCTOB M 3K3eMMSAPOB KaXAOroO.

Mpy HANNMYMKN HECKOMTbKMX NPUIOXEHWNIA OHWU HYMEPYHOTCS:

MpunoxeHna: 1 LLITaTHOe pacnucaHue... Ha 4 n. B 3 3K3.
2. CmeTa pacxofos... Ha 4 n. B 3 3K3.

Ecnu npunoxkeHns cbpoLutopoBaHbl, KOMYECTBO /IMCTOB HE YKa3bIBaeTCH.
MpunoxeHne: OTyeT 0 HAP B 2 3K3.
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Ecnv K JOKYMeHTY npuniaraeTcs Apyron LOKYMEHT, TakXe UMEIOLLMNIA NMPUIOXKEHNEe, OTMETKY
0 Ha/IMUYUN NPUNOXKEHNSA OPOPMAIAIOT CeAYHOLWUM 06pa3oM:

MpunoxeHwue: nucbMo Pocapxmea oT 05.06.2003 Ne 02-6/172 n NpuioXeHWe K HeEMY, BCEro
Ha 3 .

Ecnu npunoxkeHvnem sBASeTCs 060CO6/EHHBIA 3N1EKTPOHHbIA HOCUTENb (KOMMNaKT-AMCK, ush-
(hnew-HaKonuTeNb U 4p.), OTMETKY O Ha/IMUMK NPUIOXKEHNA OPOPMAAIOT CefyoLwmm 0bpasom:

MpunoxeHne: CD B 1 3kK3.

Mpy 3TOM Ha BKnafblwe (KOHBEPTE), B KOTOPbLIA MOMELLAETCA HOCWUTESNb, YKa3blBatoTCH
HauMeHOBaHWA JOKYMEHTOB, 3aN1CaHHbIX HA HOCUTENb, UMeHa (Painsos.

MMpUNoXXeHNs JOMKHbI OPOPMAATHCA HA CTaHLAPTHBIX IMCTAX N UMETb BCe HeO6X0AMMble ANA
[AOKYMEHTOB PEKBM3UTLI (HaMMeHOBaHMWe, 3aro/fioBOK, MOAMWUCU PYKOBOAWUTENEN MNoApasfeNieHui,
OTBETCTBEHHbIX 33 UX COAepXKaHWe, OTMETKY O COrnacoBaHumn U T. 4.).

Ha npunoxeHuyn K pacnopsgutensHOMY [AOKYMEHTY B MPaBOM BeEpXHeM Yrny CTaBuTcA
OTMETKa C yKa3aHWeM Ha3BaHWsA PacnopsaAuTe/IbHOro LOKYMEHTa, ero gatbl M perucTpalMoHHOro
HoMepa.

Hanpumep:

MpunoxeHue Ne 2

K NpyKasy «¥YnpaBieHne 06pa3oBaHNA»
MO «ropof AKYTCK»

o1 15.06.2018 Ne 11

HavmeHoBaHVe BMAa JOKYMEHTA - MNPUIOXeHUs (NepBoe CNOBO 3aro/ioBKa MPUIOXKEHUS)
Bbl4eNAeTCs NPOMUCHbIMK OykBamMu, MoNyXupHbiM wpudtom (MOJTIOXXEHWME, MEPEYEHD,
CMNMNCOKuT. 4.).

Ecnu npunoxeHvem K pacrnopsguTeisHOMY AOKYMEHTY SBSETCA HOPMAaTWMBHBIA NPaBoBOi
aKT UWN WHOW JOKYMEHT, YTBEPXAAeMblli [aHHbIM PacnopsiuTenbHbIM AOKYMEHTOM, Ha MepBOM
NUCTE MPUNOXEHMUS NPOCTaBNAETCA OTMETKA O MPUIoXeHUn (6e3 CCblIKM Ha pacrnopsAuTebHbINA
[OOKYMEHT) M rpud yTBEPXAEHUSA, B KOTOPOM YKa3blBatOTCA aHHbIe PacnopaauTeNIbHOrO JOKYMEHTA,
KOTOPbLIM YTBEPXKAEH LOKYMEHT-MPUMIOXEHNE.

MpunoxeHne N 1

YTBEPXAEHO

Mprkasom MKY

«[lenapTameHT XXUULLHBIX OTHOLLEHUI
O «ropof AKYTCK»

0T 20.09.2018 Ne150

Mpnd corsiacoBaHusi  [OKYMEHTa. BHewHee  cornacosaHve  oopmnseTcs
COOTBETCTBYHOLLNM FPUGOM.

"pn cornacosaHmsa coctont n3 cnosa COMMTACOBAHO (6e3 KaBblYek), AO/MKHOCTM 1L,
KOTOPbIM COrfacoBaH AOKYMeHT (BKNO4Yas HaMMeHOBaHWME YUpeXAeHUs), ero CO6CTBEHHOPYYHOW
noAnNucKn, NHNLMaNoB, aMmunnm, 4aTbl COrnacoBaHus.

Hanpumep:

COINMACOBAHO

3amecTuTenb HavyanbHNUKa MKY «¥YnpasneHue
O6pasoBaHusa» O «ropof AKYTCK»

nognucob .. ViBaHOoBa
11.07.2018
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Ecnwn cornacoeaHve NpoBOAUTCA C KOMJIErnanbHbIM OpraHoM Wv NocpescTBoM NUCbMa, TO
rpud cornacoBaHns oYopmaseTcsa creayowmm obpasom:
Hanpumep:
COIrNnACOBAHO
[Meparornyecknm COBETOM
MOBY COLL Ne 3
(npotokon ot 29.03.2018 Ne 1)

publ cornacoBaHWs MOryT pacrnonaratbCi Ha OTAEe/IbHOM JIACTE COrnacoBaHus, ecnun
COZepXXaHune AOKYMeHTa 3aTparvBaeT MHTepPeChl HECKO/IbKNX OpraHu3auuii. Ha fokymeHTe aenaetcs
OTMeTKa «JINCT corfiacoBaHuUsA npunaraeTcs».

BHellHee cornacosaHWe B 3aBUCUMOCTW OT COLepPXXaHUs LOKYMEHTA OCYLLECTBMSETCA B
cneaytoLein ovepesHoCTL:
- CO CTOPOHHUMMW OpraHM3auMsMW, KOrfa OHW BbICTYNalT 0653aTeNbHON CTOPOHOW B
NMPaBOOTHOLLUEHMSX, BO3HMKAIOLWMX BCNEeACTBME W3LaHWA [OKYMeHTa, WAW KOrga cojepXxaHue
[AOKYMeHTa 3aTparmBaeT UX UHTEPECHI;
- 00LLeCTBEHHbIMY OpraHM3aLmsaMm - B Cly4asxX He06X0AMMOCTM UK B CNyYasX, NPeayCcMOTPEeHHbIX
NOMOXEHUAMU 006 3TUX OpraHn3aLmaX;
- opraHamu, OCYLLEeCTB/AOWMMN rOCYLAPCTBEHHbIA HAABELOMCTBEHHbIA KOHTPONb (Haf3op) B
onpeaeneHHon obnacTu (3KONOrMYECKNIA, MOXKAPHbIA U T. M.);
- BbIWECTOAWMMI OpraHu3auusMmn - B Clyyastx, KOrja 3akoHo4aTe/lbCTBOM MpefycMaTpuBaeTcs
BO3MOXHOCTb COBEPLUEHMNS YNPaB/eHUYeCKUX AeACTBUIA TONBbKO C paspeLleHns aTUX opraHu3aumi.

Bu3sa cornacosaHms JOKYyMeHTa. BM3bl COrnacoBaHUs AOKYMEHTA - PEKBU3UT LOKYMEHTa,
yKasbIBalOLNI/A Ha corfacve WAM Hecornacue AO/MKHOCTHOrO NuULa YUpexaeHus ¢ cofepXxaHuem
npoeKTa JOKYMeHTa (fanee - Bu3a).

Busa BKIOYaeT [LO/MKHOCTb NMUA, BU3MPYIOLLEro AOKYMEHT, MNOAMNWUCb, pacLun(poBKY
nognucy (MHUUManbl, (amuanio) 1 faTy BU3MPOBAHNS.

Hanpumep:
3amecTuTeNlb PyKOBOAMTENSA NO BOCNUTaTe/IbHOM paboTe
JlnyHasa nognuck .. NeaHoBa
10.10.2018

OdopmMieHHast TaKUM 06Pa30M B3a 03HAYAET COrnacue AO/MKHOCTHOTO IULA C COAEPXKaHMEM
[OKYMEHTa.

Mpy HaIMYMKM 3aMeYaHnin N0 LOKYMEHTY BU3Y O(OPMSIOT Criefytowmnm 06pa3om:
3ameyaHua npunararTca

3amecTuTeNlb PyKOBOAMTENS MO BOCNUTATeNbHON paboTe
JlvyHada nognuck .. ViBaHOBa
10.10.2018

[LOKYMEHT BU3MNPYETCS UCTIONHUTENEM 1 3aMHTEPECOBAHHbLIMU B JOKYMEHTE [0/IKHOCTHLIMM
NMuamu, pyKoBOAUTENEM YUPeXaeHNs.

3ameyaHus [0/MKHbI ObiTb MPEACTaBNEHbI HAa OTAENbHOM JUCTE, KOTOPbIA MOANMCHIBALOT,
AATUPYIOT U NpunaraT K AOKYMEHTY.

Ha goKymeHTe, MOA/MHHUK KOTOPOrO OCTAaeTCsi B YUPEXAEHWW, BU3bl MPOCTAaBAAOT B
HWXXHEe YacTy 060pOTHOI CTOPOHBI NOCNEAHEr0 NUCTa NOANMHHMKA JOKYMEHTA.

Ha foKymMeHTe, MOANMHHMK KOTOPOro OTMPaBASHOT U3 YUpEeXAeHWs, BU3bl NPOCTaBNAIOT B
HWXKHE YaCTu NMLEBOI CTOPOHbI BTOPOr0 3K3eMnspa OTNPaBASeMOro JOKYMEHTa.

B03MOXHO OhopM/ieHMe BM3 JOKYMEHTA Ha OTAENbHOM /INCTE COr/lacoBaHms. [onyckaeTcs
MOIMCTHOE BU3MPOBaHNE LOKYMEHTA M €r0 NMPUIOXKEHUS.
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Ecnn B npouecce BU3MPOBaHNA B MPOEKT [OKYMeHTa BHOCATCA CYLLECTBEHHbIE U3MEHEHUS,
OH MOANIEXWUT MOBTOPHOMY BM3MPOBaHMIO. [1OBTOPHOE BM3MPOBaHWME He TpebyeTcs, ecan npu
L0paboTKe B NPOEKT LOKYMEHTa BHECEHbI YTOUHEHWUS, HE MEHAIOLLIME Ero CyTW.

Mopgnucb. [IOKyMeHTbl, Hanpasnsgemble YUpeXAeHVWeM B  BbILECTOALNE OpraHbl,
NoANUCLIBAIOTCA PYKOBOAMTENEM YUpexAeHWs, ero 3amecTuTenem rno nopyyeHMo pyKoBOAUTENSA
YupexaeHus no COOTBETCTBYHOLLUM Hamnpas/ieHUAM.

B cocTaB pekBusmuTa «lloAnucb» BXOAAT: HaMMEHOBaHWe LO/HKHOCTU Nnua, NOAMMCAaBLLEro
[OOKYMEHT (NOMHOe, C YKa3aHMeM Ha3BaHUA YUpeXxKaeHus, ecnv LOKYMEHT 0(hOpM/eH He Ha GnaHke,
N COKpalleHHOe - Ha [OKyMeHTe, OpOpMIeHHOM Ha 6naHkKe); NMyHasa MNOANUCH; pacLIUppPOBKa
nognucu (MHALManbl, haMmunms).

Hanpumep:
3amecTuTenb pyKoBoauTens nu4yHas nognuce W.W. MeaHoBa
no BocnuTaTeNibHOM paboTe

B JOKyMeHTax, NoAroToBNEHHbIX KOMUCCHEN, YKa3blBalOTCA HE AO0/HKHOCTU MnmoanncaBLlnX
g, a nx 0653aHHOCTIN B COCTaBe KOMUCCUMN.

Hanpumep:
npegceparent KoMmMccum nuyHada nognuce  U.0. ®amunua
YsieHbl KOMUCCUN nnyHada nognuck 1.0, damunnua

nnyHaga nognuce .0, ®amunusa

Mpn nognucaHUn [OKYMEHTa HEeCKONbKUMMK AO/HKHOCTHBIMK - vuamMn  UX noAanucu
pacronaratoT OAHY NOL [APYron B MOCNeA0BaTeIbHOCTM, COOTBETCTBYIOLLEN 3aHWMaeMoit
AO/MKHOCTH.

Hanpumep:

AnpekTop nnyHaa nognuce U.0. ®amunns
3amecTuUTENb PYKOBOAUTENA nuyHaa nognucs W.O. ®damunusa

Mpu noAnucaHUKM [OKYMEHTa HECKOMbKUMM NMLAMW PaBHbIX [OMKHOCTER, UX MNoAmnucK
pacrnonaratoT Ha OHOM YPOBHE.

Hanpumep:
3aMecTuTeNlb PYKOBOAMNTENS MO nyHas n.0. damunnunsa
afMUHUCTPATUBHO-X03AACTBEHHOWA MoANnChb
pabote
3aMecTuTeNlb PYKOBOAUTENSA MO NnyHas N.0. damunns
y4ebHO-BOCNMTATE/IbHON paboTe noAnuch

Ecnn  pomkHOCTHOe NnMUO, NOAMWCL KOTOPOro 3aroTOBflIeHa Ha MpPOeKkTe [AOKYMEHTa,
OTCYTCTBYET, TO AOKYMEHT AO/DKEH noAnncbiBaTbCA INLOM, UCNONMHAKOLWNMM ero 0643aHHOCTY UK
€ro 3aMecTuTenem.

Hanpumep:

W.0. pykoBoanTens Moanuck N.0. dammnug
unu

WcnonHsowmii 0683aHHOCTK

pykoBoauTens Moanuck N.0. dammnug

He ponyckaetcs nofnucaHue [LOKYMEHTOB C MPeL/ioroM «3a» WAW NpocTaB/ieHUe KOCOM
yepTbl Nepes HavMeHOoBaHVEM [LO/IKHOCTHU.

OTmeTKa 06 3/1eKTPOHHOM nognucu. OTMeTKa 06 3/1eKTPOHHOIN NoAnNuncK BKOYaeT: hpasy
«[JOKyMEHT noanucaH 3NeKTPOHHOW MOAMUCLIO», HOMEP cepTudMKaTa KIK4Ya 371eKTPOHHOWA
nognucuy, amunnio, UMs, 0TYECTBO B/lafeNbLa CepTugnKaTa u CPoK AeNCTBUS cepTudukaTa Knova
3/IEKTPOHHON nognucu.

Hanpumep:
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rfe  OOKYMEHT NOAMNMNCAH
A SNIEKTPOHHOW Mo4nmcboo

Ceptumkat lal 1laaaOO000000I 1
Bnapgeneu, VisaHoBa IHHa iBaHOBHa
[OevictButeneH ¢ 01.12.2012 no 01.12.2018

OTmeTKa 06 9M1eKTPOHHOW MOANUCK [O/KHA COOTBETCTBOBATb MeCTy pasMelleHus
CO6GCTBEHHOPYYHOM NOANWCU B aHa/IONMYHOM [OKYMEHTE Ha OGYMaXHOM HocuTene. ONeMeHTbI
OTMETKMN AO0/MKHbI OblTb BUAUMBIMU U YNTAEMbIMW U HE [O/DKHbI NMEepeKpbiBaTb 3/IEMEHTbI TeKCTa
JOKYMeHTa 1 apyrue 0TMETKM 06 3N1eKTPOHHON nognucy (Npu Haimumn).

MeyaTb. OTTUCK MeyaTn 3aBepseT MNOLNMHHOCTbL MNOAMWCK [AO/MKHOCTHOrO /fvua Ha
[LOKYMEHTAX, YAOCTOBEPAIOLLMX MNpaBa finL, (UKCUMPYHOLWKX (aKTbl, CBA3aHHbIe C (PUHAHCOBbLIMU
CpefCTBaMM, a TakXKe Ha MHbIX JOKYMeHTax, NpeaycMaTprBatoLLMX 3aBepeHme NOLAMHHOM NOLNNCH.
JOKYMEHTbI 3aBepAIOT NMeyatbio YUpexaeHus.

JOKyMeHTbl 3aBepsaloT MeyaTbio opraHusauuu. [lleyatb NPOCTaBNSETCA He 3axBaTblBas
COOGCTBEHHOPYYHOI MOANMUCK ML, NOANUCABLLErO AOKYMEHT, UM B MecTe, 0603HaYyeHHOM "MIT"
("MecTo nevatun").

OTmeTKa 06 ucnonHutene. OTMeTKa 06 UCMOMHUTENE BK/IOYaET B Cebs haMunvio, 1w,
OTYeCTBO MCMNONHUTENA LJOKYMEHTa, HOMep ero TeneoHa.

OTMeTKy 06 MCnonHMTeNe pacnonaraT Ha IMLEBOWA UM 0B6OPOTHON CTOPOHE MOCNeLHero
NNCTa JOKYMEHTa B /1IeBOM HVKHEM Yr/y.

Hanpumep:

ViBaHoBa IIHHa VIBaHOBHa
8 (495) 994-94-94

OTmeTKa 06 MCNOMHUTENe MOXeT O(OPMIATHCA KaK HUXXHUIA KOMOHTUTYN M nedvaTarbes
LIPUTOM MEHbLLIETO pasMepa.

OTmeTKa 0 3aBepeHUM Konun. Konunm C [OKYMEHTOB BbIAAKOTCA C pas3peLleHus
PYKOBOAUTENEN CTPYKTYPHbIX MOAPA3AEeNEHNIA U TONIbKO C TeX JOKYMEHTOB, KOTOPble OblIN U3AaHbI
B YUpexaeHuWn, U KOTOpble KacalTCA CNy>XeOHON [eATeNbHOCTW [aHHOTO CTPYKTYPHOrO
rnogpasaeneHus.

Mpn Bblgaye KOMUM LOKYMEHT BOCMPOM3BOAUTCA MOSTHOCTbIO (6/1aHK YUpexkaeHus, HOMep,
[arta, CofiepXaHue N T. 4.).

B npaBom BepxHeM yrny Konuu nuwetcs cnoso «Konusa». MMpu Bblgavye Konuu ¢ KOMUn
cnepyet nucatb «Konus ¢ Konum».

Ecnu Konua gna BHYTpeHHero nosnb3oBaHusa, TO 414 3aBepeHns HUxXe pekBu3unTa «oanmncb»
NPOCTaBNAKT 3aBEPUTENIbHYIO HAAMUCL: «BepHO»; f0MKHOCTb N1LA, 3aBEPAIOLLENO KOMUIO; NINYHYIO
NnoAnNuch; paclumMppoBKy noanucy (MHUUManbl, (haMunnio); AaTy 3aBepeHus.

Hanpuwmep:

BepHo
CekpeTapb/Cneunanuct no Kagpam NYHasA nognunch B.B. BaHOBa
10.10.2018

Ecnun Konua BbigaeTca Ana NpefcTaBNeHna B 4pYryr0 opraHusaLlmio, To 0TMETKA O 3aBepeHunu
KOMWK JOMOMHAETCA HAAMMUCHIO O MECTe XPaHeHUs JOKYMEHTa, C KOTOPOro 6blfia U3roTos/ieHa Konus,
N 3aBEPAETCA NeyaTbio YUpexXaeHus.

Hanpumep:

MogMHHMK gokymMmeHTa HaxoauTca B MOBY COLU Ne 3 B gene Ne 12-k 3a 2013 rog.

(4ns npocTaBneHNs OTMETKM O 3aBEPEHWUM KOMUN MOXET UCNOJb30BaTbCA LUTAMI).

OTmeTKa 0 NoCTyn/eHUn JoKyMeHTa. CoAepXXUT gaTy NOCTyN/IeHNA JOKYMEHTa, a Takxe
ero BXOAAWMIA perncTpaLMoHHbIi Homep. Mpy HeO6XOLMMOCTY B OTMETKE MOXHO YKa3aTb Bpems
MOCTYM/IEHNS B Yacax U MUHYTax 1 Cnocob JOCTaBKU LOKYMEHTA.

OTMeTKY 0 NOCTYN/IEHUN [OKYMeHTa B YupexieHvne NpocTaBNaloT B BUAe LWTamna uam ot
PYKMN B HUXKHEI Y4acTu NIMLEBOM CTOPOHbI MePBOro NCTa OKYMEHTA UK Ha ero 060opoTe.
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Hanpuwmep:

MKY «¥npaBneHve o6pa3oBaHus»
'O «ropof AKYTCK»

11.10.2018 Ne23

13 4 40 MuH

Pe3onoumnsa CofepXuT yKasaHue rno UCNONHEHNIO JOKYMeHTa. Pe3ontoums oopmaseTcs Ha
cBOOOLHOM MecTe paboyero nons AOKYMeHTa, KakK MnpaBuio, NULLETCA OT PYKU PYKOBOAUTENEM, Ha
GnaHKe pe3ontiounm NN BHOCUTCA HENOCPELCTBEHHO B CUCTEMY 3/IEKTPOHHOMO JOKYMEHTOO60POTA.

B coctaB pe3ontoumy LO/MKHbI BXOAUTb CNefytoliMe 3M1eMeHTbl: (pamMunnsg, MHUUnanbl
NCNONHUTENS (MCNOMHUTENEN), coaepXkaHne nopyyeHus. Mpu He06XOAMMOCTU - CPOK UCTONHEHNS,
noAnuch Nnua, BbIHECLLEro Pe30ioLmio, faTa pe3oniounn.

Hanpumep:

CwmupHoBoii U.0.

MpoLy NoAroTOBUTL MPOEKT
Mpukasa 06 oTnycke ViBaHoBoin U.W.
K 22.06.2018

JInyHag nognuco

10.10.2018

Mpy HaMuMM B Pe30/OLMM HECKONbKUX WCMOMHUTENe YKa3blBaeTCA OTBETCTBEHHbIN
MCNONHUTENb (KaK Npasunno, 370 L0, Ha3BaHHOE B Pe30/1OLMMN NePBbIM).

Ha gokymeHTax, He TpebyoLWmxX AONOMHNUTENbHbLIX YKa3aHUA N0 UCMOMHEHNIO U UMEIOLLNX
TUMNOBLIE CPOKW WCMOSIHEHWS, B PE30IOLUUN  YKa3blBaeTCA WCMNOMHWUTENb, MNOAMWCL aBTopa
pesoniounun, gata.

OTmeTKa 0 KOHTposne. OTMeTKa 0 KOHTposie 0603Ha4aeT, YTO [LOKYMEHT rOCTaB/ieH Ha
KOHTPO/Ib. OTMETKY O KOHTPO/e 32 UCMONIHEHNEM [OKYMeHTa 0603HayatoT WTaMnom «KOHTPO/b»
nnn 6ykeoi «K» Ha BEpXHEM NpPaBOM Mofe AOKYMEHTA.

KOHTpo/t0 nofnexar Bce 3aperucTpvpoBaHHble JOKYMEHTbI, TPEOYIOLLMe UCTIONTHEHNS.

CpoKM WCMNOMHEHUS [OKYMeHTa YCTaHaBNMBAalOTCA B COOTBETCTBMM CO  CpPOKamu,
0603HaYeHHbIMM 3aKOHOAATENIbCTBOM, OpraHu3auuel, HampaBUBLLEN MNOPYYeHUe WAKM NpPockLOy,
pacnopsanTenibHbIM JOKYMEHTOM WY Pe30oLMeil pyKOBOAUTENA 06pa30oBaTe/lbHOM0 yUpeXxaeHus.

Cpok npocTasnseTcs B (hopme AaTbl 3aBepLUeHNs UCMONHEHNS.

OTmMeTKa 0 HanpaB/ieHUM AOKyMeHTa B feno. OTMeTka 06 MCNOMHEHUWU [LOKYMeHTa U
HanpaeneHWW ero B 4eno BK/IKOYaeT B cebs cnefytolive AaHHble: (pasy «B geno», uHaekc gena no
HOMeHKnaType fefl, B KOTOpOoe NOMeLLaeTcs LOKYMEHT Ha XpaHeHUe, C YKa3aHWeM roga, A0/HKHOCTH
nnua, othopMmUBLLErO OTMETKY, NOAMMUCH, AaTbl.

Hanpumep:

B geno Ne 01-18 3a 2018 r.

3amecTuTeNb PYKOBOAUTENS MO BOCNUTATE/IbHOW paboTe
JlnyHasa noanuce 10.10.2018

OTMeTKa 0 HanpaBNeHNN AOKYMEHTA B 4eN0 MOXET [JOMOMHATLCA KPaTKUMK CBEAEHUAMM O
XapaKTepe UCMONHEHNS JOKYMEHTa.

3.3. Oc06eHHOCTY MOATOTOBKU U ODOPMIIEHUA OTAe/IbHbIX BUAOB AOKYMEHTOB
Mpukas - npaBOBOW aKT, W34aBaeMblii PYKOBOAUTENEM YUpeXAeHUs [ONS peLleHus
OCHOBHbIX 1 OnepaTuBHbIX 3afa4, CTOALWMX nepeq YupexaeHvem (npunoxkeHme Ne 5).

MprKaz MOXeT ObiTb W3AaH JIMLOM, MWCMNOMHAKOLWMM 00S3aHHOCTM  PYKOBOAUTENS
YupexkaeHus B cyyae ero oTCyTCTBUS.
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MpoeKTbl NPUKa30B MO OCHOBHOW AeATe/IbHOCTU MOryT FOTOBWUTb M BHOCUTb CTPYKTYpPHbIE
nofpasfeneHns Ha OCHOBaHWUW MOPYYEHUI PYKOBOAUTENA YUpeXaeHus, ero samectuteneid, Moo B
NHULMaTBHOM nopagke. OTBETCTBEHHOCTb 33 KayeCTBEHHYHO MNOATOTOBKY MpPOeKTa MnpuKasa,
coryiacoBaHue v rnpasunibHOe 0hopMIEHME NPOEKTA HECET PYKOBOAMTE b MOAPA3AeNIeHUs, KOTOPbIiA
rOTOBUT MPOEKT NpuKasa v NpeacTaBndeT ero Ha noanuch.

Mpukasbl 0OPMAAIOTCA Ha OnaHke YupexgeHus. [lepefaya nNpuKasoB, WX KONWI
paboTHMKaM CTOPOHHUX OpraHu3auuii  JONYyCKaeTcs TONbKO C paspelleHus pPyKoBOAUTENS
YupexpgeHus. TpoekTbl MPUKa3oB pa3pabaTbiBalOTCA YMNOMHOMOYEHHbIM fIMLOM MO MOPYYEHUIO
PYKOBOACTBA WM MO COBCTBEHHON UHULMATHBE.

MoaroToBKa NpuKasa BKAKOYAET B Cebs M3yyeHue CyLLecTBa Bonpoca U c6op He0BXo4MMbIX
CBefeHWn; MOArOTOBKY MpOeKTa MpuKasa; COorfiacoBaHve MpoekTa; noanucaHue PyKOBOAMTENEM
YupexaeHus, permcrpauuio.

lMprKa3 nUMeeT cnefyrowime PeKBU3UTLI: HaMeHOBaHME YUpeXAeHuUa COrnacHoO YCTaBy;
HavMeHoBaHwue Buaa gokymeHTa (MPUKAS3), fata, HOMep, MecTo COCTaB/IEHUSA, 3arofI0BOK K TEKCTY,
TEKCT, HaMMeHOBaHWe [JO0/DKHOCTU, MOAMUCL LAO/MKHOCTHOro nuua (MHWLManbl, (aMmunns), BU3bl
COrnacoBaHus, 03HAKOMIEeHNS.

[Jatoii npukasa (pacrnopsbkeHus) sBAseTcA Aata ero nognucaHusa. [arta odgopmnsercs
C/I0BECHO-LM(POBLIM COCO60M, HOMEP COCTOMUT M3 3HaKa "No" 1 MOpPsSAKOBOro HoMepa npukasa.

Hanpumep: 18 utong 2018 r. Ne 28 wmn 18.07.2018 Ne 28.

TekcT npukasa (pacnopsXKeHns) coCcToMT U3 ABYX B3aMMOCBA3aHHbIX YacTeil - 060CHOBaHUSA
(npeambynbl) 1 pacnopaauTenbHOR vacTu.

TekcT npukasa (pacnopskeHws) [LO/MKEeH WMEeTb 3aronoBoK. 3arofioBOK HauMHaeTcs C
npegsiora «O» («O6») 1 PopMUpyeTCa NPU NOMOLLM OTINaroNbHbIX CYLLEeCTBUTE/bHbIX (Hanpumep:
«006 yTBepXAeHUN...», «O perncrpaymu...», «O Co3LaHUN...»).

3aronoBOK [O/IXEH KPaTKO Y TOYHO OTpaXkaTb COAepXaHuve TeKcTa nprkKasa (pacrnops>keHus).
Touka B 3arofioBKe He cTaBuTCA. eyataeTcs yepes ABa MEXCTPOUHbIX WUHTepBasia OT PEKBU3UTA.
[MeyaTaeTcs CTPOUHLIMU BYKBaMK, BbILENAETCA XUPHLIM LLIPUDPTOM.

B 060CHOBaHMM YKa3blBAaeTCA OCHOBaHWE, MPUYMHA WU Lenb M3faHna AoKyMeHTa. OHO
MOXeT HaumHaTbCA croBaMy "B Lendax”, "BO UCMONHEHUE", «B COOTBETCTBMM» U T.4. Ecnu npukas
N3[aeTcs Ha OCHOBaHMM APYroro AOKYMeHTa, TO B 060CHOBaHUWN YKa3blBAETCA HaVMEHOBaHWe 3TOro
[OKYMeHTa B pOAUTENBHOM NMajexe, ero aBTop, Aara, HOMep U 3arooBOK.

KoHcTaTupytowas 4acTb MOXET OTCYTCTBOBaTb, €CAM MNPeAnuCbiBaeMble [ENCTBUSA He
HY>X[JaloTCA B pasbACHEHMU. TeKCT MNpuMKa3oB B TaKMX C/yvyadx HauyMHaeTca CO C/noBa
«MPNKA3bIBAKO» (nNuweTtca nponucHbiMM OGykBamu). pu Hanmumym ABYX 4YacTeil npuKasa
pacnopsanTenibHas YacTb OTAENSeTCA 0T KOHCTATUPYHOLLEN CNOBOM «MpuKasbiBato». locne cnosa
«MPUKA3BIBAKD» cTaBuUTCA ABOETOUNE.

TekCT pacnopsguTeNlbHOM YacTU MOXET [eNUTbCA Ha MYHKTbl, B KOTOPbIX YKa3blBaKOTCA
WCNONHUTENN, KOHKPETHble AENCTBUS W CPOKWU WUCMONMHEHUS NpeAnucbiBaeMbiX AelcTBUi. Ecnm
NpuKa3 JOMoNHAET, OTMEHAET UM U3MEHAET paHee U3faHHbIe NPUKasbl UM NX OTAENbHbIE NYHKTHI,
3TO oroBapuBaeTcs B TekcTe. MocnefHUM NYHKTOM pacnopaguTeNbHON YacTu NprKasa yKasblBaeTcs
[LO/MKHOCTHOE /ML, HAa KOTOPOE BO3/1araeTcs KOHTPO/b 33 WCMO/IHEHWEM MpuKasa B LIENOM.
Hanpumep: «KOHTPO/b 3a UCMOTHEHMEM MPUKa3a OCTaB/IAKD 3a COOO0W».

Ecnn nopyuyeHune [aeTcad KOHKPETHOMY NOApa3feneHuto, ero HavMeHoBaHue nuLleTcs
MOMIHOCTbIO, B CKOOKax YKasblBaKOTCA (haMuivs U WHULMANbI PYKOBOAUTENS NoApasfeneHuns B
NMeHUTeNIbHOM nagexe. Hanpumep:

...MPNKA3bIBAHIO:

1 Otpeny yuyéta xunuuiHoro oHga (MeaHos N.W.) k 01.12.2018 noAroToBuUTh...

Ecnv nopyyeHve [aeTcs KOHKPETHOMY WCMONHWUTENO, €ro AO/DKHOCTb W hamunns
yKa3blBaloTCs 6e3 CKOOOK B faTe/lbHOM nagexe. Hanpumep:

...MMPVKA3bIBAIO:

3. "naBHOMy 6yxrantepy MBaHoBoW W.M. nogrotoButb 1 NpeacTaBUTb Ha pacCMOTPEHME |
YyTBepXXAeHre CMETY KOMaHANPOBOYHbIX pacxofoB Ha 2019 rog B cpok go 30.11.2018.
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Moanuch OTAENsAeTCA OT TEKCTA ABYMSA MHTepBasiaMu, NeyataeTca OT rpaHuLLbl IEBOro Moss.

PaclunpoBKa NoagnMcK nevaTaeTcs Ha YPOBHe MOCNefHeli CTPOKU AO/MKHOCTU y MpaBoi
rpaHuLbl TEKCTOBOrO nons. Mpoben Mexay nHuumanamm n amuineid He genaetcs.

MocnepHas 6yksa B pacLUM(POBKE NOANUCK OrpaHNYMBaETCA npasbiM nosieM (10 Mm).

Mpn nognucaHuM npukasa (pPacrnopsxeHWs) NULOM, 3amellalownm PYKOBOAWUTENA
YupexaeHus, fo/XHa 6bITb YKa3aHa ero (paktuyeckas LOMKHOCTb U haMmunums.

Mpy HaMuUK NPUNOXKEHWUI K NpuUKasy (pacrnops>keHnto) ob6s3aTeNibHO [enaeTca CCblika Ha
HUX B TEKCTe.

Mpukasbl  (pPacnopsXeHUs) HyMepylTCcs MOPSAKOBOW  Hymepauuen B npefenax
KaneHfgapHoro roga. OTAeNbHO HyMepyrloTcs MpuKasbl MO OCHOBHOW AeATeNbHOCTW, MO JIMYHOMY
CoCTaBy pabOTHMKOB, NO JIMYHOMY COCTaBy 00y4aroLLMXCs, N0 OTMyCKam, O KOMaHAMPOBaHUN.

Ecnu npukas (pacnopseHue) BBOAMT B AeiCTBUE Kakue-NnMbo JOKYMeHTbl (MHCTPYKLMW,
rpaukun, npaswna, MOMOXEHUS), TO OHW O(OPMAAOTCA B BUAe MPUIOXKEHUA K MpUKasy
(pacniopshXeHuto). B npaBoM BEpXHEM Yrny TakuxX LOKYMEHTOB OT NATOrO NONOXeHus tabynsartopa
Heobxo4MMO nucaTb CNoBO «[lpuNoXeHue» C yKasaHWMeM HavMeHOBaHWUS pacnopsaanTeNnbHOro
[LOKYMEHTa, ero Aatbl, Homepa (npunoxeHue Ne 6).

Hanpumep:

MpunoxeHune

K npukasy MKY «¥YnpasneHve 06pa3oBaHuNs»
MO «ropof AKYTCK»

ot 11.07.2018 Ne 34

MMpUNoXeHns K NpoeKTam NpuKasoB 0OPOPM/IAIOTCA Ha OTAENbHbIX MCTax bymaru.

Pasmepbl NOMEA U MEXCTPOYHblE WHTepBasbl MpW MNevyaTaHUU TEKCTOB MPUIOXKEHWIA
MOEHTWUYHBI pa3mepaM, NPUMeHSEMbIM NPU neyaTaHny TEKCTOB MPUKa30oB (PacnopsiXXeHWi).

B npnnoXeHnax nomeLLaroTca NONOXeHUs, NepevyHn, CNnckn, rpauku, Tabnuubl, obpasubl
[LOKYMEHTOB U p.

Ecnn B TekcTe faeTca CCblnKa «COMMacHO MPUMIOXKEHWUIO» UAKN (NPUoKeHne Ne...), TO Ha
MepBoi CTpaHWLe MPUIOXEHUs B MPaBOM BepXHeM Yr/y MULLETCA CNOBO «[1pUoXeHWe» U ero
HOMEp, HWKe 4Yepe3 OAMH MEXCTPOUHbIA WHTepBan [aeTCs CCblNKa Ha Mpukas (pacnopsikeHue)
PYKOBOAUTENA YUpexkaeHus, ero gaty n Homep.

Bce cocTaBHble YacTu peKBM3MTa BbIpaBHMBAKOTCA M0 1IEBOMY Kpato, NeyaTaroTcs Yepes o4uH
MEXCTPOYHBIA UHTepBan. [MHa CTPOKM He LO/MKHA NpeBblwaTb 8 CM, OrpaHUM4YMBaeTCA MpaBbiM
nosiemMm LOKyMeHTa. Mpy HaIMUYMN HECKOIbKUX MPUNOXEHWIA OHN HYMePYHOTCS.

Hanpumep:

MpunoxkeHue 1

K npukasy MKY «¥YnpasneHve 06pa3oBaHuNs»
O «ropof AKYTCK»

ot 11.07.2018 Ne 34

Mpn Hannuum B TeKcTe hopMynmpoBkn «YTBEPAWTb» npunaraemoe nonoXkeHue, coctas
KOMUCCUM, MNepevyeHb MeponpuAaTMA U T. [. Ha CaMOM MPWIOXEHWU B MPaBOM BEPXHEM Yry
pacnonaratoTcs cnosa «Y TBEPXAEHO» nnn «YTBEPXXAEH» co ccbinkoil Ha nprKas, ero gary,
HoMep.

Hanpumep:

YTBEPXAEHO

NpUKasom Y npasneHns o6pa3oBaHns
OA ropoja AKyTcKa

ot 11.07.2018 Ne 34
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3aronoBOK K TEKCTY MPUIOXKEHUS neyaTaeTcs LeHTPMPOBaHHbIM CNOCO60M. HavmeHoBaHMe
BUAa LOKYMEHTA MpuioXKeHus (NepBoe CNOBO 3aro/ioBKa NMPUIOXKEHUS NevaTaeTcs NpOnUCHLIMU
OykBaMu XupHbiM wpugTom: NMONTOXKEHUME, NMEPEYEHDL, CIMTMCOK n 1. 4.).

3aronoBOK MPUIOXKEHUA OTAENseTca OT AaTbl M HOMepa MNpuKasa ABYMSA MeXCTPOUHbIMU
NHTEepBanamu.

Mpn HanuumMm B TEKCTE NPUNOXEHUA HECKONbKUX pa3fenoB KX 3arofioBKM MNeyararoTcs
LLeHTPUPOBaHHBLIM CMOCO60M (OTHOCUTENbHO rpaHWL, TekcTa). TOoukKa B KOHLle 3ar0o/NOBKOB He
cTaBuTCA. JlonyckaeTcsi BbIAeNsTb 3arof0BKW pas3fenioB  LPUGHTOM [PYroi  HaCbILEHHOCTH
(OKUPHbBIM, MOMY>XUPHbLIM).

TekCT NpUNoXXeHNs MOXeT OblTb 0opM/IEH B BuAe Tabnuubl. pagbl U CTPOKU TabnumLbl
[LO/MKHBI UMETb 3arofl0BKW, BblPaXKEHHbIE UMEHEM CYLLECTBUTENbHbIM B MUMEHUTENbHOM Mafexe.
MMoAa3aronoBky rpath M CTPOK rpaMMaTUYECKM LO/MKHbI ObITb COrfliacoBaHbl C 3arosioBkamu. TekcT
TabnuLbl NeyaTaeTcs Yepes O4MH MEXCTPOYHbINA UHTEpBa.

Mpy HaMMuMM B TEKCTe MPUIOXKEHWI CCbIIKM Ha CHOCKY OHa O(hOpM/ISeTcs 3Be3L04KOMN.
TeKCT CHOCKM nevyaTaeTcs yepe3 OAMH MEXCTPOYHbLIA MHTEpPBaN B KOHLE KaXOW CTpaHuLbl UK
rnocre NPUNoXeHWs B LLeIOM Mof Y4epToid. Mocne cMMBOA CHOCKM ee TEKCT nevaTaeTcs ¢ MPonucHOA
OykBbl. B KOHLe TeKCTa CHOCKM CTaBUTCHA TOYKa. Ha OLHOWN CTpaHuue He LO/HKHO OOopMIIATHEA
60nee Tpex CHOCOK.

B nonoxeHusax, nporpammax, ycTaBax W [Apyrux nOLOOHbIX [OKYMEHTax pasfefbl,
noApasgesibl, NYHKTbI U MOAMYHKTbI HYMepYyHoTCs apabckumMm undpamu. Homep nogpasgena LOxKeH
COCTOSTb M3 HOMepa pa3fena u Homepa nojpasjena, pasfefieHHbIX TOUKon (Hanpumep: 1.2.). Hovep
MYHKTa MOXeT COCTOATb W3 HOMepa pasgena, Moapasfena v NYHKTa, pasfefieHHbIX TouykKamu
(Hanpumep: 2.3.1.). NyHKTbI NpY HEOOXOAMMOCTU MOTYT MOAPA3AENATLCA Ha MOAMYHKTbI, KOTOPbIE
[O/DKHbI UMeTb MOPAAKOBYHO HyMepauuio B npegenax Kaxaoro nyHkra (Hanpumep: 1.1.1.1., 1.1.1.2.
nT. a.).

Busbl npocTaBnsTCs Ha OGOPOTHOM CTOPOHE MOCNefHero /fmucTa NpoekTa Mpukasa
(pacnopsixeHus).

Ha npnnoxeHunsax K NpoeKkTam NprKasos (pacnopskeHnin) BU3bl MPOCTaBAAKOTCA NOJ TEKCTOM
MPUIOXKEHNS.

MpoTokon. B npoTokonax (LOKYMeHTax, (UKCUPYHOLKUX X0 06CYXAeHWs BOMPOCOB U
MPUHATUS  PELUEeHWN) NOCTOSHHO [AelCTBYIOWMUX KOMMIErnanbHbIX U COBeLLaTe/IbHbIX OpraHoB
(neparornyeckoro, MeTOLMYECKOrO COBETOB, KOMMCCUI), a TakKe KOH(epeHUui, cobpaHuid,
COBeLLaHui, 3aceflaHuid, NeperoBOpoB, BCTPEY) NCNONb3YeTCa (hopMa U3/T0XKEHNSA TEKCTA OT TPETLEr0
nua  MHoxecTBeHHoro yucna  (CNAYLWAJZW, BbICTYNMWAW, PEWNAN). CopepxaHue
BbICTYMN/IEHWIA M3M1araeTca OT TPeTbero AnLa eAMHCTBEHHOI0 Yncna.

[MpOTOKON UMEET CcrefytoLmne peKBU3nTbI:

- HauMeHoBaHve Buaa AoKyMeHTa - cnoBo «MPOTOKO/1» neyataeTcs Ha 2 CM HWXE OT
rpaHuLbl BepXHEro Mo/ NPONUCHbIMKA ByKBaMW, MOMYXUPHbLIM LLUPUITOM W BblpaBHUBAETCSA NO
LEHTPY;

- BWA 3acefaHus, COBelaHus - OTAenseTca OT MNpeablayllero pexksu3nTa ABYMS
MEXCTPOUYHbIMWU WHTEpBanamu, neyataeTcs MNONYXUPHbIM LIPUDTOM 4epe3 OAUH WHTepBas K
BbIPaBHMBAETCA MO LEHTPY;

- [laTa 1 HOoMep NpoToKona - gata ohopMAseTcs LMGpPoBbIM CNOCO60M 1 nevaTaeTcs yepes
[1Ba MEXCTPOYUHbIX MHTEPBaa HUXe MpefblAyLLero peKB13nTa OT 1eBOW rpaHuMLbl TEKCTOBOr0 Nosns,
a HOMep - nocne cfoBa «MPOTOKO/I»;

- MeCTO NpOoBefeHna 3acefjaHna yKasblBaeTcs Mpy oPOpMIeHUM NPOTOKONA COBELLaHUS B
TOM Cnyyae, eC/in OHO NMPOUCXOAMNIIO0 He B 34aHNN YUpeXAeHWM, BbIpaBHMBAETCSA NO LLEHTPY Ha O4HOM
NIMHUK C [aTon;

- TEKCT NpoToKo/a, Kak NpaBui0, COCTOUT U3 ABYX YacTeil: BBOAHOW 1 OCHOBHOIA.

BBOAHasA 4acTb COCTaB/AETCA NO CXEME:

Mpeacepatens - ®amunma N.0. HavyabHKUKa.

Cekpetapb - Pamunusa U.0.
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MpucyTcTBOBANMN:

Cnosa «[peacepatens» U «CekpeTapb» MeyatatdT Cc/fieBa OT HY/EBOr0 MOJIOXKeHUs
Tabynatopa, OTAeNnss ABYMS MHTepBasaMu OT 3arofioBka v Apyr oT gpyra. C HOBOW CTPOKM NuLyT
cnoso «[pucyTcTBOBaNINY,

1 BapvaHT: (amununm u WHULMANbI MOCTOAHHbLIX Y/IEHOB KOJ/EernasbHoOro opraHa,
Y4aCTHUKOB 3acefjaHns, pabOTHUKOB YUPEXAeHUS Y NMPUTNALLIEHHbIX Ha 3acefjaHne NepevyncnatoTcs
B aihaBUTHOM nopsgke 6e3 ykasaHus JO/MKHOCTel. MepeuncneHre NpucyTCTBYOWMX 0HOPMASIOT
BO BCHO LUMPUHY CTPOKM Yepe3 OAMH MEXCTPOUHbIV HTepBan (npunoxeHue Ne 7).

[Mpw ohopMIEHMIN NPOTOKOA C YNCNIOM YYaCTHUKOB 6onee 15 haMunny He NepeyncnatoTcs,
a YKa3blBaeTcs LM(poii nx obLyee KONMYECTBO, CMUCOK YHAaCTHUKOB B TaKMX Cy4yasx npunaraetcs.

Hanpumep:

MpucyTcTBOBa/n 47 YenoBek (CNUCOK npuiaraeTcs).

[MoacyeT y4yaCTHWKOB NPOBOAUTCA MO CrMCKaM peructpauun, KoTopble npuiaratoTcs K
NpOTOKOY.

[Mocne nepeyncneHUss YYacTHUKOB B MNPOTOKO/MEe OQOPMIAETCA MepeyeHb BOMPOCOB,
nognexatimx 06CY>XAEHWNIO, KOTOPbIA HauMHaeTca cnosamu «[loBecTKa AHS» W pacrnofiaraercs
LLleHTPOBAHHO Yepes ABa-TPU MHTEPBaIA OT CNNCKA YHaCTHUKOB.

2 BapuaHT: yKa3blBalOT 00Llee KONMYECTBO Y/IEHOB KOJErnanbHbIX OpraHoB M YWUCNO
NPUCYTCTBYIOLMX, & paclinMgpoBka MNpPeACTaBNseTCA B SBOYHOM JIACTe, KOTOPbIA SB/AETCA
NPUIOXXEHNEM K NPOTOKONY (MpunoxeHne Ne 8).

[MoBeCTKa HA COLEPXKUT NepeyncrieHme NyHKTOB (BONPOCOB) NOBECTKU AHA, (DUKCUPYHOLLUX
nocnefoBaTe/lbHOCTb 0BCYXAeHUs, € (hamuanaMn LOKNagunkoB. Kaxablii BONpoc HymepyeTcs
apabCcKoWi LMgpoii, pacnonaraetcs B NOPsSAKe 3HAYMMOCTU U 0TBeYaeT Ha BONPoC «O yem?».

Hanpumep:

1 AHann3 BbINOHEHUS TOA0BOro MnaHa paboTbl YupexaeHus 3a 2018 rog.
Joknaguuk - Metposa A.W.

OcCHOBHas 4acTb MPOTOKOMA COCTOUT U3 pa3fienioB, COOTBETCTBYOLNX NMYHKTaM MOBECTKU
AHSA. TeKCT KaXXAO0ro pasfena coCTOUT U3 TPeX YacTeil:

- CNYLWANW: KpaTkoe cofepxaHue [OKNaja Uan CCbliKa Ha npuiaraeMblii K NPOTOKONY
TekcT. Mepen cnosom «CNTYLLAIM» npocTaBnseTcs HOMep B COOTBETCTBMM C NMOBECTKON [HS;

- BbICTYTIN/IN: KpaTkoe copep)kaHWe KaXKAoro BbICTYMNEHUA, 3afaHHble BOMNPOCbI U
OTBETHI;

- PEWWWIN (MOCTAHOBW/IN): pewweHve hopmynnpyeTcsa C UCMob30BaHNEM MOAENH,
NPUHATOW 4/19 pacrnopsanTeNbHbIX LOKYMEHTOB: YTO CAenatb, UCNOHUTE b, CPOK UCMOTHEHUS.

PelleHus, BblpaboTaHHblE Ha COBeLLaHWW, BHOCAT B MPOTOKON nocne cnosa «PELUVTN»
(«MOCTAHOBW/IN»), PelueHne MOXeT CcOAepXaTb OAWH WM HECKOJIbKO MYHKTOB, OHU
pacnofnaratoTcs N0 3HAYMMOCTM, KaX[bIA U3 HUX HYMepyeTCs.

B cnyyae korga npoToKos (hMKCUpYeT pelleHne 06 YTBepXXAeHUN KakKoro-nmbo AOKYMEHTa,
B TEKCTe NPOTOKO/1a A0/MKHA COAepPXXaTbCA CCblNIKa Ha 3TOT JLOKYMEHT, a caM AOKYMEHT npuiaraeTcs
K MPOTOKOY.

Mpn HanMuMM 0Co60ro MHEHUS MO MPUHATOMY PELUEHWIO OHO 3anUCbIBAETCA B MPOTOKO/
(nocne coOTBETCTBYIOLLErO MPOTOKONbHOIO PeLleHus).

B KauecTBe MCMONHWUTENA MOXET ObITb YKa3aHO O4HO WAN HECKO/IbKO AO/HKHOCTHBIX /vl
nnbo CTPYKTypHOe nogpasgeneHvie. CpoK MOXET OblTb YKa3aH Kak KaneHjapHas faTa Win Kak
nepuos BbIMNOMHEHUA PaboThl.

CnoBa «CNYLWAIN», «BbICTYMUNN», «PELLNITN» («<MOCTAHOBW/1IN») nevaTatoT
OT /1IEBOr0 NOANA NPOMUCHbIMK BYKBaMM M 3aKaHUYMBAKOT [ABOETOUMEM.

Kaxablii pa3gen nevataeTca ¢ KpacHOM CTPOKM, YTOObI BbIAENUTb B TEKCTE MPOTOKOMA peyb
OCHOBHOI0O [0KNafunKa, BbICTYMN/EHUA YYACTHUKOB O0OCY>JeHWs BONpoca M MNOCTAHOBNAIOLLYHO
4acTb, (DOPMY/NMPYIOLLYIO peLleHVe cobpaHusi. C 3TOIN >Xe Lenbio B TEKCTe MPOTOKOMA KaXAyHo
(hamuIMIo U MHULMASBI BBICTYNAOLLMX MeyaTatoT C HOBOW CTPOKU B UMEHUTE/IbHOM MNajexe, 3anuncb
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BbICTYN/IEHNA OTAENAT OT hamunum gedmcom. Kaxablii BONpoC nevataeTcs ¢ KPacHOM CTPOKM,
(hamunny Npm 3TOM JONYCKAeTCA He YKasblBaTb.

B oTfenbHbIX Cnyyasx Ha OCHOBE PYKOMUCHBLIX WM MarHUTO(OHHbIX 3anuceid, KoTopble
BE/ICb Ha 3acefaHnun, COCTaBMAETCA CTeHorpauyeckunii MPOTOKON, KOTOPbIA AOCNOBHO MepeaaeT
npouecc 06CY)KAEHNA KaXXA0ro Bonpoca 1 BblpaboTKy peLleHns no Hemy.

MpoTOKON OhopMAseT CeKpeTapb 3acefaHus, PUANYECKYHO CUy NPOTOKON npuobpeTtaeTt
TONLKO NPU HANMYMK ABYX NoANUCeN - NpeAcefaTens u cekpeTaps. MNognucu pacnonaratoT, OTAENNB
OT TeKCTa ABYMSA-TPEMS MEXCTPOUHbIMU UHTEPBaNaMu OT rpaHuLbl 1eBoro nons. MognucbiBaeTcs
NepBblil  3K3eMNApP NPOTOKO/MA, KOTOPbIA MOALWIMBAETCA CEKpeTapeM B fAeN0 W XpaHWUTCA B
COOTBETCTBMM CO CPOKOM, OMNpesesieHHbIM HOMEHKNATypoW Aen.

B HEKOTOpbIX cnyyasx 0)opMAseTcs BbIMMUCKA U3 NPOTOKO/A.

Bbinucka ©3 npoTokofia - TOYHas KOMUA YacTM TeKcTa MOAMMHHOrO MPOTOKONa,
OTHOCSLLEroca K TOMY BOMPOCY MOBECTKU [HA, MO KOTOPOMY FOTOBWUTCHA BbiNUcKa. Mpu 3TOM
HeobX04MMO BOCMPOU3BECTM BCE PEKBU3UTLI 6N1aHKa, BBOAHYHO YacTb TEKCTA, BOMPOC NMOBECTKYU [HS,
N0 KOTOPOMY FOTOBWUTCS BbINUCKA, W TEKCT, OTpaXkalowuii o6Cy>KaeHne BoOMpoca W MPUHATOe
pelleHne. B 3aToM ciyyae Ha3BaHWe JOKYMeHTa 0(hOpMIISETCA Kak «Bbinucka 13 NpoToKona.

CnyxebHoe NMcbMO. MNucbMa COCTaBNAKTCA A8 OCYLLECTB/IEHWUS ONepaTUBHOW CBA3U C
OPYrvMMuK opraHu3aumnaMuy rno Bonpocam LesTe/IbHOCTM 06pa30oBaTeNlbHOro yUpexaeHus.

Cny>ebHble NMCbMa YUpexaeHns roToBATCS:

- K&K OTBETbI O BbINOHEHUN MOpYyUeHU OKPYXXHOI agMUHUCTpaLmmn MO «ropof AKyTCK»;

- KaK WCMOJSIHeHME MOpPYYeHWUii OpraHoB rOCyAapCTBEHHOM U WCMONHWUTE/NIbHOW BNacTu Mo
obpaLleHuaM rpaxiaH no Bonpocam, OTHOCALLMMCS K KOMMNETEHLMN YUpeXxaeHuns;

- KaK CONpoBOAUTE/IbHbIE NMUCbMa K MPOEKTaM 3aKoHOoaTe/bHbIX akToB PC (f);

- K&K OTBETbI Ha 3anpocbl pa3/IMyHbIX OpraHu3auunii, NPeAnpPUATUIA N YaCTHBIX AL,

- K&K MHWLMATMUBHbIE NUCbMA.

Cpokn MOArOTOBKM OTBETHbIX MWUCEM YCTaHaB/MBAOTCA Pe30/oLMeil PyKOBOAUTENS
YupexzeHns Ha OCHOBaHWM MMEILMXCH CPOKOB WCMONHEHWS MOPYYeHWI, 3anpocoB Wau Mo
PeLleHN0 aBTopa pe3onitoumn. TeKCTbl OTBETHbIX MWUCEM [AO/KHbI TOYHO COOTBETCTBOBATb
nopyyeHnsaM, 3ahMKCMPOBaHHbLIM B Pe30/IOLMN pyKoBoauTens. CpoKun NOAroTOBKN MHULMATUBHBIX
nucem onpeaenstoTcs PYKOBOAUTENSAMU CTPYKTYPHbIX NoApasaeneHnii.

CnyxebHble nUCbMa nevatarTca Ha obweM npofosibHOM 6naHke qopmata A4. TMpu
othopMIeHNM NUCbMa Ha ABYX K 60/iee CTpaHMLax BTOpas M NOCneaytoLime CTpaHuLbl HyMepyoTca
nocepefuHe BepXHero rnons nucta apabCckumu Lugpamm.

CnykebHOe NUCbMO YupexaeHus, Hanpaensemoe BHYTpu Poccuiickoin deaepauuu,
COCTaBNAETCA Ha PYCCKOM fA3blke. [lOMycKaeTcqd COCTaBfeHWe Ha AKYTCKOM fA3blKe MUCbMa,
Hanpasnsemoro BHyTpu PC (f).

Cny>kebHOe NUCbMO MMeeT CriefytoLLme PeKBU3UTDI:

- TpU( ¥ 0TMeTKa orpaHuyeHns JOCTyna K JOKYMEHTY (ecnu 310 He06X0AnMOo);
- afpecar;

- 3arofiIoBOK K TEeKCTY;

- TEKCT,

- OTMETKa O Ha/IMYUM NPUNOXEHWNIA (ECNN OHW UMEIDTCA);

- NoANuCh;

- 0TMeTKa 06 MCMoSIHUTENE.

TekcT cnyxebHOro nucbMa, Kak MpaBWno, [O/MKEeH KacaTbCA OfHOro Bonpoca Wau
HECKO/IbKMX BOMPOCOB, €C/IN OHWU B3aMMOCBA3aHbl U 6yAyT paccmMaTpuBaTbCsl B O4HOM CTPYKTYPHOM
nogpasfeneHun  yupexneHus-agpecata. Ecnm Heobxogumo  06paTtUTbCA B OpraHv3auuto
OLHOBPEMEHHO MO HECKO/IbKUM BOMpocaM, PeKOMEeHAYeTcsi COCTaBUTb OTAeNbHOe MUCbMO MO
KaXX0MY U3 HUX.

TekcT n3naraeTca oT NepBoro N1LUa efUHCTBEHHONO Yncna (NPocuM, Hanpasasem U T. 4.) Uu
OT TPeTbero NMua eAMHCTBEHHOro yncna (Y cumTaeT..., NPOYCO3HbIA KOMUTET Y paccMoTpen...).



21

TeKcT NMcbMa, Kak NpaBuo, COCTOUT 13 ABYX YacTeil. B nepBoli YacTu n3naraetcs NpuynHa,
OCHOBaHMe WA 060CHOBaHWE COCTaBfiEHWA MNWUCbMa, MPUBOAATCA CCbINKM  Ha  [OKYMEHT,
SBNAIOLMIACA OCHOBaHWEM MNOArOTOBKM nucbMa. BO BTOpOI 4acTu, HaumHatoweinca c ab3aua,
NOMeLLatoTCA BbIBOAbI, NPEANOXEHUSA, NPOCLObI, peLleHns U T. [,

3aaBneHne - 3aT0 ouLmanbHoe coobLieHMe B NUCbMEHHON thopme. OHO COAEPXKMUT yalle
BCEro npeasioXXeHne, >kanoby wnm npocbOy Kakoro-nmbo uYesnoBeka, afpecoBaHHble WK
YUPEXAEHNAM UK SOMHKHOCTHOMY NnLy. 3asBneHne opopMAseTcs Ha cTaHAapTHbIX ncTax 6ymaru
(hopmaTa A4.

3asBeHne noAnucbiBaeTcs 3asaBuTenemM. [atoii 3aaBneHns SABASETCA faTa ero noanucaHus.

3asABneHne HymMepyeTCs MOPSAKOBOW HyMepaLvei B NpeAenax KaieHAapHoro roga. 3asBeHue
nULeTCs 3asBUTENIEM B MPOM3BOMLHONM (hopme. 3asiBfeHMe WMeeT Cneaylolive PeKBU3UTbI: -
HaMMeHOBaHMe YUpeXxeHus;- HauMeHOBaHWe BuAa LOKYMeHTa - 3asBfeHue; - JaTta 3asB/eHUs;-
HaMMeHOBaHVe 3adBUTENSA, KOPUSNYECKUNIA afpec, KOHTAKTHbIE Tene()OHbl.

TekcT 3asBneHus coctout: @.N.0. 3aaBuUTeNs, MOYTOBbIA aapec, KOHTaKTHbIA TeneqoH,
HernocpeAcTBeHHO Tema obpaLLleHus.

Br3bl BKIOYAIOT JO/HKHOCTU BUMPYHOLLMX, SINYHBIE MOLNUCK, PACLLUM(POBKY MOAMMUCEN U
fary.

MofAnNucb COCTOUT U3 HaUMEHOBaHUSA AO/MHKHOCTM Nnua, NOANUCABLUErO AOKYMEHT, MYHOM
NOANWUCK 1 PacLlUUPOBKM Nognucy (MHULManbI, hamunms).

3asBneHne nojaeTca B O4HOM 3K3EMMAPE.

3anucka (aHanuTu4yeckas, [OKnafHas, CnyxebHas, 0ObACHUTENbHAA) -  [OKYMEHT,
afipecoBaHHbIVi PyKOBOAMTENIO 06pa30BaTe/lbHOr0 YUPeXAeHUS N BbILLECTOALLEN YUpeXxaeHns 1
COZEPXKaLLMin 06CTOATEIbHOE M3/I0XKEHUE KaKoro-nnbo BOMpoca C BbIBOLAMU W NPEeAIOXEeHNSMA
cocTaBuTenNs.

[JoknafHaa 3anMcka cocTaB/seTCa Kak No IMYHOW MHUUMaTBe aBTopa (paboTHMKA), Tak U
Mo yKaszaHuto (MUCbMEHHOMY W/IM YCTHOMY) PYKOBOAUTENS.

3anucka coctaBnseTcs Ha OyMaXHOM HOCWUTENe WAN B 3N1eKTPOHHOM Buge. OhopmieHne
3anucku 3aBuCMT OT agpecata. [lpu cocTaBneHUW [OKNAZHOW  3anucKu, afpecoBaHHOM
PYKOBOAMTENO YUpeXAeHUs B paMKax YUpexneHus, OHa CUMTaeTca BHYTPEHHER 1 odopmaseTcs
Ha CTaHZ4apTHbIX nctax bymaru opmaTta A4. BHYTpeHHAS 3anmcka LOMKHa CoLepKaTb cnegytoLive
PEKBU3UTBI: BUL AOKYMEHTa, AaTy AOKYMeHTa, Ha3BaHue LOKyMeHTa (3arofioBOK K TEKCTY), ecnu
TEKCT 60nee YeTbIpeX-NATU CTPOK; afpecaTa, TEKCT, NOANUCHL (C yKa3aHWEM [LO/MKHOCTU, (amMuinu,
nHMLManoB). MoanucbiBaeT BHYTPEHHIOK LOKNALHYIO 3aMNCKY COCTaBUTENb.

Ecnmn 3anucka agpecyetca 3a npegenbl YupexzeHus, T0 ee 0hOpMAAOT Ha 6/1aHKe U OHa
Ha3blBaeTCA BHELUHed. BHewWwHAs 3anucka [O/HKHa CofepXxaTb Clefylolime  PeKBUSUTDI:
HauMeHOBaHMe yupexaeHus, Bug LOKYMeHTa, AaTy LOKYMEHTa, perucTpaloHHbIA HOMep, MecTo
COCTaB/IEHUNSA, Ha3BaHUe [OKYMeHTa (3aro/oBOK K TEKCTY), eCN TeKCT 60/iee YeTbIpex-NAaTu CTPOK,
afpecarta, TEKCT, MOAMUCb PYKOBOANUTENS YUpexaeHus.

Pa3HOBMAHOCTLIO JOKNAAHOW 3amMuCcKN ABAAKTCA npeacTaBieHns. OHWM MCNONb3yHTCA Mpu
[LOKYMEHTMPOBAHUN KaJpoBOW [eATeNbHOCTM M COCTAaBAOTCA Haya/lbHUKOM WAW 3aMecTUTesIeM
Haya/lbHuKa. [lpefcTaBneHUs COCTaBAAKT B CAyYasx MNOOWpPEeHUs paboTHUKOB, HaN0XEHUSs
B3bICKaHWI, NPOBefeHNS aTTecTaumun.

4. OpraHunsaums JOKYMeHT0060poTa U UCMONMHEHNSA JOKYMEHTOB
4.1. Mpnem n 06paboTKa NOCTYNarLLNX JOKYMEHTOB
4.1.1. [BmKeHne AOKYMEHTOB C MOMEHTa WX CO3[aHMA WU MONYYEHUA [0 3aBEpLUEeHUS
MCMOMTHEHUA UM OTMPaBKKM 06pa3yeT JOKYMEHTOO60POT.
4.1.2. B JOKYMeHTO060pOTe YUpexaeHus BbILeNATCa crefytowmne JOKYMEHTOMNOTOKM:
a) nocTynatowias JOKyMeHTauns (BXoaawas);
6) oTnpaBnsemas AOKyMeHTauumsa (Mcxogawias);
B) BHYTPEHHAA JOKYMEHTaLMS.



22

4.1.3. [locTaBKka M OTnNpaBKa LOKYMEHTOB B YUpeXAeHUu OCYLLeCTB/AETCA CpeAcTBamu
MOYTOBOW N 3N1EKTPOHHOWA CBA3MW.

4.1.4. [loKymeHTbl, MOCTynawwue B YupexieHue, NPOXOAAT MepPBUYHYIO 06paboTKy,
perucTpauuio, npenBapuTesibHOE pacCMOTPeHue, Mepedavyy pPYKOBOACTBY Ha paccMOTpeHMe,
nepegaroTca UCMONHUTENAM M NOCNe UCNOMTHEHNA NOMeLLaloTCs B Aena.

4.1.5. Mpuem 1 nepernYHast 06paboTKa JOKYMEHTOB OCYLLLECTB/IAETCA CEKPETAPEM.

4.1.6. CekpeTapb NpOBOAWT: MNPOBEPKY NPaBUILHOCTU aApecoBaHWUA MOCTYNatoLLmUX
[OKYMEHTOB, NPaBUIbHOCTN AOCTaBKM N KOMMNEKTHOCTU JOKYMEHTOB; COPTUPOBKY AOKYMEHTOB Ha
noAnexatine n He nognexatime permcrpauun.

4.1.7. Tlony4yeHHble KOHBEPTbI C KOPPECMOHAEHLMEN BCKPLIBAIOTCA, NPW 3TOM NPOBEPSeTCs
Hanume BNOXEHWUI, a TaKXKe YKasaHHbIX B LJOKYMEHTax NPUI0XeHNIA.

4.1.8. OWn60YHO NpucnaHHas KOPPeCNOHAEHLNA NepeckinaeTcs No NPUHALNEXHOCTH, ecnu
N3BECTEH agpec nonyyarend. B npoTBHOM cnyyae KOPPECNOHAEHLMSA BO3BPALLAETCA OTMPABUTENIO.

4.1.9. KoHBepTbl OT MOCTYNaroLLeil KOPPECNOHAEHUMM COXPaHAKTCA W npunararnTcs K
AOKYMEHTaM /LU B TOM C/ly4yae, Korfa T0/1bKO N0 HUM MOXXHO YCTaHOBUTL afpec oTnpaBnuTens nunm
Korfa fata noyToBOro LITemMnens UMeET 3Ha4YeHne B Ka4eCTBe [oKasaTe/IbCTBa BPEMEHN NoNyyYeHUs
[LOKYMEHTA.

4.1.10. CrneumasnctoM He BCKPbIBAlOTCA KOHBEPTbl MWCEM C HAAMUCbIO «/IUYHO». OHK
nepefalTcsa No HasHayYeHwuto.

4.2. MpepgBapuTenbHOe pacCMOTPeHMe JOKYMEHTOB

4.2.1. CekpeTapb NpoBOAWUT nNpeABapuTeNIbHOE pPacCMOTPeHWe [AOKYMEHTOB B  LENAX
BblA€NEHNA W3 BCEro MaccuBa MNOCTYNWBLUE KOPPeCnoHAEeHLUN [OKYMEHTOB, Tpebyowmnx
0653aTe/IbHOr0 PaCCMOTPEHUS PYKOBOAUTENEM YUpeXkaeHus.

4.2.2. OCHOBaHMEM [N TMPUHATUA pPELLEHMA B XOAe NpefBapuTeNIbHOro paccMOTPEHUA
ABNAETCA COAepXKaHMe LOKYMEHTa, a He ajpecoBaHune JOKYMeHTa COOTBETCTBYIOLLEMY PabOTHUKY.

4.2.3. Pe3ynbtatoM npeaBapuUTeNbHOro pacCMOTPEHUA ABNAETCA HanpasieHUe AOKYMEHTa
PYKOBOAWUTENIO YUpeXxaeHna WM [JOMKHOCTHOMY fiMLy B COOTBETCTBUW C YCTAHOB/IEHHbIM B
YupexzeHuu pacnipefeneHvieM 0613aHHOCTe MeXAy PYKOBOAMTENeM W LOMHKHOCTHLIMU NULamu
[NS BbIHECEHWNSA YKa3aHWA N0 UCMNOHEHMIO JOKYMEHTA.

4.3. Peructpayma JOKYMEHTOB

4.3.1. Tlepefaya [OKYMEHTOB Ha perucTtpayuio Mpou3BOAUTCA TONIbKO MOC/e  UX
npeaBapuTeIbHOro PacCCMOTPEHUA.

4.3.2. Pernctpaumu MoAnexar BCe [OKYMEHTbl, TpeOytolimMe y4yeTa, WUCMONHEHUS,
MCNONb30BaHMSA B CNPaBOYHbIX LieNifX, Kak MocTynawlme U3 apyrux opraHm3auuii u 0T YacTHbIX
N, Tak 1 0obpasyrolimecs B LeATEeNIbHOCTU YUpeXKAeHun, U PerucTpupyroTcs He3aBucumo OT
cnocoba nx JocTaBKu.

4.3.3. K joKyMeHTaMm, He nof/exalimm peructpauumn, 0THOCATCA LOKYMEHTbI, He TpebytoLme
WCMNONHEHWS W He cofepXawue MH(OPMaLWUM, WUCMONb3YEMOM B CNPaBOYHbLIX  LENsx:
npurnacuTenbHble, NO34pPaBUTENbHbIE MUCbMa, TeferpamMmmbl, OWNETbl, MNaHbl, MpPorpaMMbl
CEMUHapOB, KOH(epeHLMWA, CUMNO3MYMOB W APYruX MOAOOHbIX MepOonpuUATUA, LOKYMEHTbI MO
OyXxrafiTepcKkoMy y4yeTy, MaTepuasibHO-TEXHUYECKOMY OOecrneyeHunto, nnaHoBble, (UHAHCOBbIE
OOKYMEHTbI, mocTynawrowMe 6e3 COMPOBOAWUTE/NIBHOTO MWCbMA, pPeKNamHble  JOKYMEHTHI,
KOMMepYeckre MpeaiokeHNs, rMeyatHble W3L4aHWUsA, YHUQULMPOBaHHbIe (OPMbl U 6/1aHKK
[LOKYMEHTOB W Ap.

4.3.4. [OKyMeHTbI, MoAfiexallne perncrpauun, perucTpupyroTca B XXypHane perucrpauun
BXOAALMNX JOKYMEHTOB B [ieHb NOCTYM/NEeHNS - B Cyyae NocTynneHns 4OKyMeHTa B paboyee Bpems;
Ha cnefywoownii paboumin geHb - B C/yyae MNOCTYNJeHWs [OKYMeHTa B Hepabouee Bpems;
He3aMea/INTeNbHO - ¢ 0TMeTKamn «CpoyHo», «OnepaTuBHO.

4.3.5. Ha foKyMeHTax, MocTynawwmx B afpec YUpexieHus, B HUXHEM NpaBoM Yrny
NNLEBOA CTOPOHbI MEPBOro /iUCTa [OKYMEHTa MNPOCTaB/AETCA PEerucTpauuoHHbIi WwTaMn c
yKasaHueM faTbl U NOPSAAKOBOro perncTpaLMoHHOro Homepa.
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4.4. PacnpegeneHune noctynarwLmx JOKYMeHTOB

4.4.1. Tocne peructpaumMu [LOKYMEHTbI MepefarTcs Ha PacCMOTPEHME PYKOBOAUTENHO
YupexaeHus.

4.4.2. Tlocne paccMOTpPeHMa pPyKOBOAWUTENEeM YupexAeHus [LOKYMEHTbl BO3BpallaroTcs
CeKpeTapio A/ MepeHeceHUs YyKasaHWiA Mo WCMOSIHEHUIO AOKYMEHTa B >XYpHa/l perucrpauuun
BXOAALMNX AOKYMEHTOB. B COOTBETCTBMM C YKa3aHUAMW MO WUCMNOSIHEHUIO NOASIMHHUK AOKYMEeHTa
HanpasnseTcs paboTHUKY, ABMAKOLEMYCA OTBETCTBEHHbLIM WCMOMHUTENEM, @ COUCMONHUTENAM
HanpaefATCA KOMUW [LOKYMEHTOB (ecniv MMEKTCHA), O YeM [enaeTca OTMeTKa B >KypHane
perncTpaunmn BXoaawmx 40KyMeHTOB.

4.4.3. OneKTPOHHble COO06LLEHMs, MOCblaeMble MO 31eKTPOHHOW MNoYTe, WCMONHAKTCS
aHa0rMUYHO [OKYMEHTaM Ha OYMaXHbIX HOCUTENAX C Y4YeTOM OMpefeneHHON crneynpukn B
rnpouecce NUCMOMHEHWS.

4.5. MNopsAfoK 06paboOTKN N NPOXOXKAEHUA NCXOAALLMUX U BHYTPEHHUX LJOKYMEHTOB

45.1. TlopafoK MNOArOTOBKM WCXOAAWMX [OKYMEHTOB BKIHOYaeT B ceba paboTy no
COCTaBJ/IEHUIO MPOEeKTa AOKYMEHTa, COrnacoBaHuio, NoANUCcaHnIo (YTBEPXKAEHNIO) 1 OTMpaBKe.

45.2. 0o nepefjayn [OKYMEHTa Ha MOAMUCb WCMOMHUTENb [O/DKEH TPOBEPUTL €ro
cofiep>KaHvie, NPaBuIbHOCTb OPOPMIEHUS, HalMYMe HEOOXOAUMBIX BU3 U MPUNOXEHUA. [OKYMEHT
npeacTaBnseTca Ha NOANMUCbL BMECTE C MaTepuanamum, Ha OCHOBaHWN KOTOPbIX OH FOTOBU/ICA.

4.5.3. BHYTpeHHWe LOKYMEHTbI 0(hOPMAAOTCA N UCTIONHAKTCA (MCNOMb3YHOTCA) B Npejenax
YupexpaeHus.

45.4. BHYTpeHHVWEe [OKYMeHTbl (LOKNafHble 3anucku, CnpaskuW, CBOLKW W Ap.)
paccmaTpuBaroTCA TEMU LO/MKHOCTHLIMW NNLLAMW, KOMY OHW Hanpas/eHbl.

4.55. CekpeTapb nepef chayeii KOPPeCnOHAEHUMW Ha OTMpaBKy [AO/KEH 0053aTenbHO
NPOBepUTbL MPaBU/ILHOCTL ee 0opMIEHUA U afpecoBaHWs. KOHBEPTOBaHME KOPPECMOHAEHUNN K
APYTUX NOYTOBbIX OTNPaBeHWUI NPOU3BOAUTCS CTPYKTYPHBIMU NOAPA3AeNeHNAMU Y UpexaeHus.

4.5.6. Peructpauua oTnpasfiseMblX LOKYMEHTOB OCYLLECTBNAETCA B AeHb WX NOAMUCAHMUA
(yTBEPXAEHWSA) MM HA crefytownii pabounii feHb. PerncTpauuoHHbIil HOMep LOKYMeHTa U aata
perncTpaumMm MpocTaBNATCA Ha NOLMMHHMKE [OOKYMEHTa B PEKBU3MTAX OnaHKa U Ha Konuw,
oCTatoLencs B fene YupexaeHus. CnpaBoyHbIM annapaTom 418 UCXOLALLMX JOKYMEHTOB SB/SeTCA
XYPHan perncrpauum aTux JOKyMeHTOB.

45.7. OTnpaBKy MUCXOZAWMX  AOKYMEHTOB  MPOM3BOAUT  cekpeTapb.  CpoyHad
KOpPPEeCcnoHAeHUMA 0hOPMAETCA U OTNPaBNAETCA He3aMea/INTENIbHO CEKPETapeM.

45.8. Cekpetapb, NpoBepseT MPaBUILHOCTL OMOPMIEHUA UCXOAAWMNX [LOKYMEHTOB,
NPOV3BOAMT COPTUPOBKY LOKYMEHTOB M0 CNocoby AOCTaBKM KOPPECNOHAeHUMM afpecaty (npocTas,
3aKas3Has, MeXxAayHapogHas v ap.). HenpaBuibHO OOPMIIEHHbIE LOKYMEHTbl U KOPPeCcrnoHAeHLMA
HecnyXebHOro xapakrepa K OTNpaBKe He NPUHMMAKOTCA U BO3BpaLLatoTCa NnLy, NOArOTOBUBLLEMY
LOKYMEHT.

459. Tlepefaya C WCNONb30BaHMEM CPeACTB  (DAKCUMWIbHON CBSA3U  [OKYMEHTOB,
cofepXalymx CcnyXeobHyt WH(OpPMaLMIO OrpaHNUYeHHOro pacnpocTpaHeHwWs, B TOM u4ucle C
NMOMeTKON «[ns cnyxxebHOro nosb30BaHWSA», He paspeluaeTcd. KaTeropmyecku 3anpeLyaercs
nepefaya no cpefcTsaM (PakCUMWUIbHON CBA3W CEKPETHbLIX AOKYMEHTOB.

4.5.10. C ncnonb3oBaHWeM CpeacTB (haKCUMUBbHOW CBA3M MOTYT 6bITb NepefaHbl MaTepuasbl
TEKCTOBOr0o, TabAMYHOrO WMAM  rpaMyeckoro xapakTtepa, WCMONHEeHHble  TUnorpacKum,
MaLUMHOMUCHBLIM WU PYKOMMUCHLIM CrOCO60M B YEPHOM WAW TEMHO-CUHEM LBETE C YETKUM U
KOHTPacTHbIM M306paxKeHneM (nepsble 3K3eMMAApbl UM WX KCEepokonuu) Ha 6enoin Gymare ¢
MWHWUMasIbHON BbICOTOM OYKB 1 LUndp 2 MM. O6beM nepesaBaeMoro B TeHeHMe O4HOr0 ceaHca CBA3N
[LOKYMEHTa, BbINMO/NHEHHOr0 Ha bymare hopmata A4, He LO/IXKeH NPeBbIWAaTh NATU JINCTOB.

4.5.11. OTBETCTBEHHOCTb 3a CofepXaHue UHhopmaLmKn, nepesaBaeMoii ¢ MCNOb30BaHNEM
CpescTB (haKCUMWUNBbHON CBA3W, BO3/araeTcs Ha UCNONHUTENS, MOArOTOBMBLLErO (akcorpaMmy ans
nepegayun.
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4.6. OCO6eHHOCTN paboTbl C 3/IEKTPOHHLIMU JOKYMEHTaMM

4.6.1. Nprem 3NeKTPOHHbIX LOKYMEHTOB U3 ApYrnX OpraHn3aumini 1 oTnpaBKa 3N1EeKTPOHHbIX
[LOKYMEHTOB OCYLLECTB/IAETCA NPUEMHON YUpeXKaeHus.

4.6.2. [JOKyMeHTbl, cO34aBaeMble B YupexgeHuu U nocTynawwme B YupexieHue Ha
OyMaXHOM HOCWTene, BK/IOYAKOTCA B CUCTEMY 3/IEKTPOHHOIO [JOKYMeHToobopoTa mnocne
CKaHUPOBAHUSA U CO3LaHWA 3/IEKTPOHHbIX 06pa30B AOKYMEHTOB. BK/OUeHMe 31eKTPOHHOro obpasa
NOKYMEHTA B CUCTEMY 3/1eKTPOHHOIO0 AOKYMEHTO0060pOoTa, BO3MOXHO, MOC/e ero Bepudukaumnu
(cpaBHeHMS 3NeKTPOHHOro o06pas3a [OKYMeHTa C MOANUHHWKOM [JOKyMeHTa). [MoaTBepXxaeHue
COOTBETCTBUA 3NEKTPOHHOro obpasa MNOAJIMHHUKY [OKYMEHTa OCYLLECTB/AETCA C MOMOLLbLIO
3M1IEKTPOHHOWN NOANUCU pabOTHMKA, BbINOJTHAOLLErO JaHHYHO NpoLesypy.

4.6.3. ONeKTPOHHble COOOLLEHMs, MOCTynatowWwme Mo CUCTEME MeXBeAOMCTBEHHOIO
3NIEKTPOHHOIO  [OKYMEHTO0060p0Ta, MPOXOAAT  perucrpauuio B CUCTEMEe  3/1eKTPOHHOrO
AOKYMEHTO060p0oTa YupexaeHus.

4.6.4. Cuctema 3/1IEKTPOHHOrO [OKYMEHT0060pOTa YupexieHus npefycmarpusaet
PErncTpaLuio 1 BKKOYEHNE B CUCTEMY 3/1EKTPOHHbIX COOOLLEHWIA, OTNPaBASEMbIX U NOCTYNAKLLNX
Mo CUCTEME MEXXBEJOMCTBEHHOIO 3/IEKTPOHHOI0 JI0KYMEeHT0060poTa.

4.6.5. lpn paccMOTpeHMM W COrnacoBaHWN 3MEKTPOHHLIX [AOKYMEHTOB, a TakKXe Mnpu
NoANMCaHUN BHYTPEHHUX UH(POPMALMOHHO - CMPaBOYHbIX LOKYMEHTOB (LOKNALHbIX, CMY>XXeOHbIX
3anuncok, CnpaBoK, CBOLOK M Ap.), CO34aBaeMbIX B 3/1eKTPOHHOW (hopMe B CUCTeMe 3/1eKTPOHHOIO
NOKYMEHTO060p0Ta  YuUpexaeHus  UCMONb3YT  Clocobbl  NOATBEPXAEHUS  AeWCTBUA  C
3NEKTPOHHbIMU JOKYMEHTaMK, NpU KOTOPbIX 31eKTPOHHasA LudpoBast NOAMUCHL He UCMO/b3YETCA.

4.6.6. EfMHMUA yyeTa 3M1eKTPOHHOrO [AOKYMEHTAa ABMAETCA 3/eKTPOHHbLIA [OKYMEHT,
3aperncTprpoBaHHbIA B CUCTEME 3MIEKTPOHHOIO JOKYMEHT0060p0oTa YUpexaeHUs. INeKTPOHHbIN
LAOKYMEHT, UMEIOLMIA NPUNOXEHNS, PETUCTPUPYHOTCS KaK OAMH LOKYMEHT.

4.6.7. /\ICNONHEHHbIE 3NEKTPOHHbIE OKYMEHTbI CUCTEMATU3NPYIOTCA B iefla B COOTBETCTBUM
C HOMEHKNATYpOl fen YUpexaeHus 1 MHAEKCUPYIOTCA B NOPSAKE, YCTAHOBEHHOM B OTHOLLUEHUN
[ieN, COCTaB/IEHHbIX U3 JOKYMEHTOB Ha 6yMaKHOM HocuTese. [Npy cocTaBNeHUN HOMEHKATYpbl Aen
B 3ar0/10BOK [ie/1a BK/IOUYAETCA YKa3aHne «INEKTPOHHbIE OKYMEHTbI».

4.6.8. CpoKM XpaHEHUA 3NEKTPOHHbIX AOKYMEHTOB COOTBETCTBYIOT CpPOKaM XpaHeHWs
AOKYMEHTOB, YCTaHOB/IEHHbIX 3aKOHOATEe/NIbHbIMU MU UHBIMW HOPMATUBHLIMU MPaBOBbLIMW akTamu
Poccuiickoin ®efepaummn, TUNOBLIMW WM BEAOMCTBEHHLIMU ANS aHANOTUYHbLIX LOKYMEHTOB Ha
OyMaXHOM HOCUTENe.

4.6.9. MeCTO XpaHeHWs 3NEeKTPOHHbIX JOKYMEHTOB 0 X Nnepefayu B apXus, BUA HOCUTENEN,
Ha KOTOPbIX OHW XPaHATCA, a Takke (hopMaTbl UX MOCTOAHHOIO U ANNTENbHOIO CPOKOB XpaHeHus
OrMpesenaTca C y4eTOM (DYHKLMOHMPYIOLWUX B YUpeXAeHUN NPorpaMmmMHO-TEXHUYECKUX CPeACTB,
HOPMATUBHbLIX M MeTOANYECKUX LOKYMEHTOB MMUHUCTEPCTBA KyNbTypbl U AYXOBHOIO PasBUTUA
Pecny6nukun Caxa (AkyTus).

4.6.10. MocTynuBLIME U3 CTPYKTYPHbIX NOAPA3AeNeHNI B apXUB Y UpeXAeHNs 3NEKTPOHHbIE
[LOKYMEHTbI MepefaroTcsa Mo OnuMcAM C O(OPM/IEHMEM aKTa Mpuema - nepefayn 31eKTPOHHbIX
[LOKYMEHTOB Ha apXMBHOE XpaHeHue.

4.7. NHdopmaumnoHHasa 6e30MnacHOCTb

4.7.1. NHopMaLmnoHHble  pecypcbl  YupexpaeHus no  poctyny  (BO3MOXHOCTM
NCMO/Mb30BaHMA) MOAPA3LENATCA Ha OTKPbITYHO (00LLefOCTYNHYI0) WH(OPMAaLMIO, CyXebHYto
NH(opMaL MO U MHPOPMALMIO OrpaHUYeHHOro pacnpocTpaHeHns (4ocTyna).

K Kateropum OTKpbITOA MWH(opMaLMnm OTHOCUTCA WHGOpMauus, cojepxaliascs B
[LOKYMEHTaxX M 6a3ax AaHHbIX YUpexkaeHus, HenocpeCcTBeHHO 3aTparunsatoLLas npasa U UHTEPECHI
rpaxaaH.

K karteropum cnyxebHON wHMOpMaLMM OTHOCUTCA WHMOpMaLmMs, CoAepxxaliasca B
[LOKYMeHTax 1 6a3ax faHHbIX YupexaeHus, npegHasHaveHHas Ans 4OMKHOCTHbIX L, 1 pabOTHUKOB
YupexeHus, Npu BbIMONHEHUN MU CBOMX (DYHKLMOHA/bHbIX 0643aHHOCTEl, He 3aTparmBaoLyas
HanpsMylo npasa W WHTEPecbl rpaxjaH W He OTHOCAWAACA K KaTeropumM OrpaHuyeHHoro
pacrnpocTpaHeHus (gocTyna).
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K kateropum wHQoOpMauum orpaHMyYeHHOro pacrnpocTpaHeHnsa (4ocTyna) OTHOCUTCA
NHopMaLmMs, cofepxalladacs B OOKyMeHTax W 6asax [aHHbIX, BK/KYawollas CBeLeHUs
KOH(MAEHUMAaNLHOTO XapaKTepa.

Bca unHpopmaums, copepxaliasaca B AOKYMEHTaX WM 6a3ax [aHHbIX YupexieHus, no
YMOMYaHWIO SABNSETCA OTKPbITOW U 00LWeAocTynHOW. VcknioueHne coctaBnseT MHGopMauus,
OTHeCeHHas K KaTeropusam cnye6HOR 1 orpaHMYeHHOro pacnpocTpaHeHus (4OCTyna).

4.7.2. [Joctyn nonb3oBateniel K WHHOPMAUMM OrpaHUMYMBAETCA MNyTeM OTHeCeHus
MH(OPMALMM K COOTBETCTBYHOLLE KATEropuMum M HaNOXeHWeM Ha Hee COOTBETCTBYHOLLEro rpuga
orpaHuyeHus pacnpocTpaHeHuns. MHgpopmauma orpaHMYeHHOro JocTyna cHabxaetcs rpugom «/ns
CNy>Xe6HOro Mnosib30BaHUs».

[MpaBOM OTHeCeHWA WH(OpPMaUWUM K KaTeropum OrpaHWYeHHOro A0CTyna W Ha/I0XKeHUs
COOTBETCTBYHOLLEro rpuga obnafaeTr aBTOp [AOKYMEHTa MO COrflacoBaHWK C  Hava/bHUKa
yupexaeHus.

[JOKyMeHTUpOBaHHas MWH(oOpMaUMa OrpaHNMYeHHOro pPacnpocTpaHeHus 6e3  caHKuuu
[OO/MKHOCTHOrO /M@, YCTaHOBMBLLErO PEXWM OrpaHWYeHHOro pPacrnpoCcTpaHeHus And AaHHOro
[LOKYMEHTa, He MOANeXMWT pasrnaweHunto (pacnpoctpaHeHuto). NpefocTaBfieHne Mo/b30BaTeNAM
[0CTYNa K JaHHOW MH(OPMaLMK OCYLLLECTBNSAETCA UCKKOUUTE/IBHO MO COr/IaCOBaHMIO C YKa3aHHbIM
[AO/MKHOCTHBIM IMLOM MyTEM NOoAayu COOTBETCTBYHOLLEN 3aiBKM.

[O/MKHOCTHbIE Mua, NPUHABLUME pelleHne 06 0THECEHUUN UHDOPMaLMK, 3aDMKCMPOBAHHOA
B [AOKYMEHTe, K KaTeropuMm OrpaHW4YeHHOro pacnpocTpaHeHns, HecyT OTBETCTBEHHOCTb 3a
060CHOBAHHOCTb MPUHATOrO PELLEHNs U ero COOTBETCTBUE AENCTBYIOLLEMY 3aKOHOAATE/IbCTBY.

4.7.3. JlnuHble fena pabOTHWMKOB, NUYHble KApTOYKM PabOTHUKOB, TPYAOBble KHUXKU
paboTHMKOB, NPMKa3bl MO IMYHOMY COCTaBY AO/DKHbI XPaHUTLCSA B Celdie MM B METaIINYECKOM
Lwkagy.

BnaHkn TPy#OBbIX KHWKEK MO Mepe HeoO6XOAMMOCTW BbIJAKOTCA OTBETCTBEHHOMY /ULy
KafpoBOW CNy6bl. 3anucy B TPYLOBOW KHWKKE MOANUCHIBAET pabOTHUK KaApoBOMA cnyxbbl OY.
YuyeT, XpaHeHWe W Bblgayy 071aHKOB CTPOroM OTYETHOCTW: AWUM/IOMOB, BKIaAblLEN K HUM,
CBUAETeNbCTB, YAOCTOBEPEHUIA BeAeT 3aMecTUTeNlb PYKOBOAUTENSA. BnaHKun XpaHATCs B celide.

4.7.4. YCcTaHOBKa W 3Kcnyatauus nporpaMmmHoOro obecrneyeHusi, nosy4yeHHoOro m3 obix
MCTOYHMKOB W BbLIMOMHAIOWErO (YHKUMKW, HE CBA3aHHble HemnoCcpefCTBEHHO C BbIMOSIHEHNEM
paboTHMKaMMN CBOMX AO/IHKHOCTHbIX 0653aHHOCTEl, KaTeropuyeckn 3arnpeLLeHa.

4.75. BcAa npefcTaBfieHHas B 3MeKTPOHHOM BuAe WHMOpMaLmMs, nocTynawwas B
YupexaeHue, B 0643aTe/IbHOM MOPALKE MOLNEXUT NPOBEPKE aHTUBUPYCHLIMU CPeACTBaMMU.

4.7.6. DNeKTPOHHas Mouyta MOXeT MCNONb30BaThCA MO/b30BATENAMU TONLKO AN 06MeHa
MH(OpMaLMeit, OTHOCALLENCA K KaTeropum OTKPbITOW U CNy>xe6HOW. 3arnpeLieHo WCnosb30BaTb
3NEKTPOHHYKO MOYTY ANS nepefayn MHGopMauuy, OTHOCALLEACA K KaTeropuu OrpaHU4eHHoro
pacnpocTpaHeHus.

5. KOHTpO/1b 3a NCMNOSIHEHNEM AOKYMEHTOB

5.1. OpraHusauymsa KOHTPOA

5.1.1. KOHTponto nopgnexar BCe 3aperucTpupoBaHHble  OOKYMeHTbl, Tpebytowme
ncnonHeHna. KOHTPONb WCMOSHEHWSA [AOKYMEHTOB BK/HQUAeT: YYeT, MOCTAHOBKY Ha KOHTPO/b,
KOHTPONb CPOKOB WCMOSIHEHWA, HEMNOCPEACTBEHHYKO TMPOBEPKY Xo4a WCMONHEHUS, MNPOBEPKY
KayecTBa MCMNOJIHEHUSA, aHaIN3 PE3YbTaTOB UCMONHEHNS.

5.1.2. KOHTpONb 3a UCNOIHEHWEM [OKYMEHTOB YCTaHaB/IMBAETCA B LeNsiX obecneyeHns nx
CBOEBPEMEHHOI0 N KauyeCTBEHHOr0 MCMO/IHEHMS, NOBbILEHNSI YPOBHSA OpPraH1M3aTOPCKOW paboThbl K
NCMOMHNTENbCKON ANCUUNINHBI.

5.1.3. lNpu nocTaHOBKe [AOKYMEHTa Ha KOHTPO/b Ha MNpaBOM BepxXHEM Mo/e AOKYMeHTa
[lenaeTca 0TMeTKa 0 KOHTPOJIe, KOTOPYH 0603Ha4atoT CNIOBOM (LUTaMMNoM) «KOHTPO/Ib» NN «K».

5.1.4. KOHTpO/O nognexar npukasbl, pPeLeHns COBeTOB, a TakKXe [LOKYMEHTbI,
nocTynaroLine Ha NMA PYKOBOAUTENS YUpeXxAeHWUs.

OpraHu3auns KOHTPO/IA UCMONHEHNA BKIKOYAET B CebA:
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NMOCTaHOBKY [JOKYMEHTa Ha KOHTPO/Ib;

MOHUTOPWHT UCMOSTHEHNS KOHTPO/IbHbIX NOPYYEHWUIA JOKYMEHTOB;
CHATUE UCMOMTHEHHOTO LJOKYMEHTA C KOHTPONS,

Hanpas/IEHNE UCMOHEHHOIO LOKYMEHTA B €NO0.

5.1.5. PykoBoautenu CTPYKTYPHbIX nogpasfenieHnii 06s3aHbl pacCMaTpuBaTb COCTOSHME
NCNONHWUTENIbCKON AUCUUNANHBI NO AOKYMEHTaM C MOPYYEHUSMU PYKOBOACTBA YupexpaeHus, a
TaKXe [OKYMeHTbl, MOCTYNMBLUME B afpec CTPYKTYpPHOro mnojpasfeneHus un Tpebytouine
NCMNONHEHNA U NOATOTOBKM OTBeTa.

5.1.6. IOKyMEHT cUMTaeTCa UCNOJIHEHHbLIM, KOT[ja peLLeHbl OKOHYATENNbHO BCE MOCTAB/EHHbIE
B HEM BOMPOCHI U CO6/IOAEHBI CeAytoLLne CPOKK:

* €C/IN B JOKYMEHTE NoCTaB/eH CPOK UCMONHEHUS - B YKa3aHHbIN CPOK;

* [OKYMeHTbI 6e3 yKa3aHWs CpOKa UCMOMIHEHUS - B MECSYHbIA CPOK;

* €C/N B JOKYMEHTE MMEETCA MOMETKA «CPOUHO» - B TPEXAHEBHbIA CPOK;

* C NMOMETKOWN «0MnepaTuBHO» - B 10-AHEBHbIN CPOK,

* M0 MeXBeJOMCTBEHHbIM 3arnpocam O NpeAcTaBNeHNN LOKYMEHTOB U (UIK) UH(OopMaLMK B

Lenax npefocTaBfeHUs rocyfapCTBEHHbIX U MYHULMUNAbHBIX YCAyr - 5 pabounx AHel co

[HA NoNyYeHWs 3anpoca, ecnm 3aKoHOLaTeNbCTBOM Poccuiickoi ®efepanumn He YCTaHOB/EH

WNHOW CpPOK;

* Nno obpalleHnaM rpaxjaH, TPedyoLwmnm AOMNOMHUTENIbHOTO MU3YYeHUs W MPOBEPKK, - [0
O[JHOT0 MecsiLa Co AHSA perucTpaunn, nNo octasbHbIM - He 6onee 15 gHeN.

Cpok ucyncnseTcs B KaleHAapHbIX AHAX C AaTbl NOANUCAHUSA LOKYMEHTA.

Ecnn nocnegHwin fileHb UCMOMHEHWA AOKYMeHTa MNPUXOAWUTCS Ha Hepabouwuidi AeHb, OH
NOANEXMUT UCNOMHEHWNIO B NPEALLECTBYOWMNIA eMy pabounii AeHb.

Mpyv Heo6XOAMMOCTM W3MEHEHWS CpPOKa WCMOMHEHUA [OKYMEHTa OTBETCTBEHHbI
NCMOMHUTENb 009A3aH MpPeACTaBUTb Ha MMSA PYKOBOAUTENS WM ero 3aMecTuTens, [asLiero
nopyyeHue, 060CHOBaHMeE 0 NPOANEHNUM CPOKA C YKa3aHUeM NPUUUH NPOANEHNA U AaTbl UCTIOTHEHNUS.
O6ocHOBaHMe [O/MKHO OblTb HanpaB/ieHO He MO3JHee, Yem MO UCTEeYeHUU ABYX TPETbUX CpOKa
NCNONHEHNA LOKYMeHTa.

lMpnocTaHOBUTL WCMO/MIHEHWE KOHTPO/IbHOTO AOKYMEHTa, a TakXe OTMEHUTb ero MOXXeT
PYKOBOAMTENb, MOANUCABLUNIA AOKYMEHT UM AAaBLUNIA YKazaHWe (NOpyYeHue).

5.2. TopAfOK CHATUA JOKYMEHTOB C KOHTPO/A

5.2.1. IOKYMEHTbI CHUMAIOTCA C KOHTPO/IA, ECNN PELLEHbI MOCTaB/IEHHbIE B HUX BOMPOCHI UK
aBToOpam faH OTBET Mo cyLecTBy. [MPOMEXYTOUHbIV OTBET, PABHO Kak M 3arnpoc no UCMoHAEMOMY
LOKYMEHTY WM 4aCTUYHOE WCMOSMIHEHWE MOPYYEHUdA, He ABNAeTCA OCHOBAHWEM A4 NPU3HAHUA
[OKYMEHTa UCMNOJTHEHHbBIM.

5.2.2. CHATUE JOKYMEHTa C KOHTPONS OCYLLEeCTB/AET CreumannicT NpueMHoi ¢ OTMETKOMN 06
MCMOSTHEHMW JOKYMEHTA 1 Hanpas/ieHUMN ero B IeN10: KpaTKue CBefeHUs 06 MCNOTHEHUN UK CCbINKa
Ha JOKYMEHT (faTa u HoMep), CBUAETENbCTBYOLWMNIA 06 MCNONHEHUN; OTMETKA «B [1e/10», HOMep fena,
B KOTOPOM OYyZeT XpaHUTbCA AOKYMEHT, AaTta; NOANUCHL UCMONTHUTENS.

5.2.3. OcHOBaHVEM A1 CHATUA C KOHTPONSA AOKYMEHTOB C MOPYYEHUAMMU PYKOBOAUTENSA
YupexzeHuns SBASeTcA JOKYMEHT - OTBeT, NOAMUCAaHHbIV PYKOBOAMTENEM, €ro 3aMecTuTesieM, iMoo
crnpasKa 06 MCNOMHeHUW AOKYMEHTa 3a MOAMUCHI0 PYKOBOAUTENA CTPYKTYPHOIO NOApasaeneHus.

6. YueT 1 XxpaHeHune neyaTeii, LWUTaMNoB 1 6/1aHKOB

6.1. Ob6s3aTenbHOMY Y4eTy noanexar BCe BWAbl neyaTeid M LWITamMnoB, 61aHKN CTP(
OTYETHOCTM, KOMaHAMPOBOYHbIE YAOCTOBEPEHUS, CNY)XKeOHbIe 3a4aHuns, TPYAO0BbIE KHKKK. [eyaTb
- YCTPOWCTBO, COAepallee KAuwe nedyatu [1A HaHeCeHWs OTTUCKOB Ha Oymary. LUtamn -
YCTPOMCTBO NPSMOYrofibHOM (hopMbl ANS NPOCTaBfieHWs OTMETOK CrpaBOYHOrO Xapaktepa o
MOlyYeHNN, PerncTpaLmm, NPOXoXAeHUN, UCNONHEHUN LOKYMEHTOB U Ap. YUpexaeHue NpuMeHseT
neyartb C M306paxkeHneM repba r. AkyTcka.

MpocTble Kpyrnble nevatn (6e3 m3obpaxkeHUs repba r. HAKyTcKa) CTaBATCA Ha KOMUAX
NOKYMEHTOB [ YAOCTOBEPEHUA WX COOTBETCTBMSA NOAJMHHMKAM. OTTUCK neyaTu [O/KEH
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3axBaTblBaTb OKOHYaHME HauMMEHOBaHWA [LO/HKHOCTM Nuua, MNOoAMMcaBLUero [LOKYMeHT. [Meyatu
N3roTasNMBatOTCA B CTPOr0 OrpaHMyYeHHOM KOJSIMYECTBE W UCKIKOUUTENbHO B CYXeOHbIX Lensx.
PewweHne o Heo6X04MMOCTM WM3rOTOBNEHUA NeYyatu U UX KOMMYeCTBE MPUMHUMAET PYKOBOACTBO
YupexaeHus.

6.2. YueT BCeX neyareil 1 LUTAMMOB, UMEIOLMNXCS B YUpPEXeHUW, BeeTCa B CreumasbHOM
XypHane (npunoxeHue Ne9).

6.3. MeyaTy 1 WTaMMbl AO/DKHbI XPaHUTLCA B Celithax UanM MeTal/iMyeckmx Lwkadax.

6.4. Bblgaya neyateil u WTaMnoB pabOTHUKAM, MEPCOHa/IbHO OTBETCTBEHHLIM 3a WX
MCNONb30BaHME N XpaHeHWe, OCYLLECTBASETCA MOL POCMUCH B XXypHase yyeTa neyatei u LUTaMmnos.
Mepefaya nevyatelr W LWITaMMNOB MOCTOPOHHUM JiMLLAM W BbIHOC W3 MOMELLEHWNIA, 3aHUMaeMbIX
YupexxgeHveM, He [OMyCKaeTcs.

6.5. OTBETCTBEHHOCTb 3@ 3aKOHHOCTb MCMO/Ib30BaHNSA U HAAEXHOCTb XpaHeHWs nevatei c
n30bpaxkeHnem repba r. AKyTCKa BO3naraeTca Ha pyKOBOAUTENS YUpeXKaeHWs, OTBETCTBEHHOCTb 3a
HaJeXXHOCTb XpaHeHMs, 3aKOHHOCTb UCMO0/b30BaHWS APYrnX rneyvaTeli BO3naraeTcs Ha HavyaJlbHUKOB
CTPYKTYPHbIX NOApa3AeneHuii.

6.6. YHWUTOXeHMe 6NaHKOB MPOU3BOAUTCA MO aKTy C OTMETKOW B COOTBETCTBYHOLLMX
XypHanax yuera.

6.7. Meyatn 1 wWTaMnbl, NpULLEALLINE B HETOLHOCTb M yTpaTUBLLUME 3HAYeHWe, NoLnexar
YHUUTOXEHMIO NO aKTy C COOTBETCTBYHOLLEN OTMETKON B XKypHase yyeTa.

6.8. MpoBepka HaMums neyaTel, WTAMMNOB U 6/1aHKOB, a TaKXXe NOPALKa UX XpPaHEHWUs U
1CNOMb30BaHWS NMPOU3BOAUTCA KOMUCCUEN He peXxe OAHOr0 pasa B rof 04HOBPEMEHHO C NPOBEPKOIA
COCTOSIHNA [,e/1I0NPON3BOACTBA.

7. MopsAfoK NOATOTOBKM MPOEKTOB MPaBOBbIX aKTOB

7.1.TpoeKT MpaBOBOr0 akra rOTOBUTCA B COOTBETCTBUM C «PernameHTOM OKpY>XXHOM
agMUHUCTpaUuy ropoga AKyTCKa», yTeepXaeHHbIM [locTaHoBneHnem ot 16 mniong 2014 r. Ne 193n.
CornacoBaHHbI NPOEKT NPaBOBOr0 akTa MpefoCTaBNseTCd B 3/IEKTPOHHOM Buae B OTAeN
0(hopM/IEHMA aKTOB YupexaeHuns obecrieveHuns aeatenibHOCTU OKPYXXHOW aAMUHUCTpaLUN.

K npoekTy npaBoBOro akra B 0643aTeNbHOM MOPSALKE NpuiaraeTca NoACHUTENbHAA 3anncKa
noAnuncaHHas 0TBETCTBEHHbLIM UCMONHUTeNeM. MoACHUTeNIbHAA 3annCcKa LO/MKHA COAepXKaTb:

- npaBoBoe 060CHOBaHME HEOOXOAUMOCTM NPUHATMA  aKTa (KOLEKCbl, 3aKOHbl,
MOCTaHOB/EHNUS, PACMOPSHKEHNS, NPUKa3bl);

- OCHOBaHuSl A/ MOATOTOBKM W BHeCeHMs akta (NPOTOKO/bl, MOPYyYeHus, MUCbMa,
(hakTnyeckme cobbITuA);

- Lenb, 3a4a4umn 1 npeiMeT NpaBoBOro perynmpoBaHus akTa;

- CTPYKTYpa NpoeKTa;

- NPaBOBble aKTbl, B KOTOPbIE BHOCATCA WY NPeLNonaraeTca BHECTU U3MEHEHNS;

- NPOrHO3 OXMAaeMbIX Pe3ynbTaToB AN aAMUHUCTPALUN, TOpoaa;

- (P)MHAHCOBO-3KOHOMMNYeCKOoe 060CHOBaHMe.

Mpy 3TOM K NOACHWUTENbHON 3anncKe K NPOeKTY AOKYMeHTa 0653aTe/IbHO npuiaratoTes:

- [OKYMEHTbI, fABAAKOLWMECA MPaBOBbIM 000CHOBaHMEM A/ MOArOTOBKM aKTa, Kpome
MMeroLwmnXcsa B CBOOGOAHOM f0CTyne (NOCTaHOBNEHUS, PaCMOPSXKEHNA, OTpacneBble NpuKasbl);

- LOKYMEHTbI, fBNAOLINECA OCHOBaHMEM A1 MOArOTOBKM W BHeCeHUs akta (MPOTOKO/bI,
Mopy4YeHuns, NUCbMa);

- pacyeT (PUHAHCOBO-3KOHOMUYECKUX MoKa3aTeneil, 060CHOBbIBAKOLWNA HE0H6X04MMOCTb
MPUHATUA NPOEKTA.

B npoekTtax mpaBOBbIX aKTOB, OCHOBaHWEM A/ MPUHATUA KOTOPbLIX MOCAYXWUNWU Apyrue
[AOKYMEHTbI  (JOroBOpbl, KOHTPaKTbl, COrMalleHWns, pelleHnss KOHKYPCHbIX KOMUCCWUIA W T.M.),
cofepxalwme KoH(hmaeHUNanbHy0 UHpopMaLuIo, AenaeTca CCbifika Ha faHHble [OKYMEeHTbI (6e3
yKasaHus KOH(UAeHLMaNbHOW UH(OpMaLMM B TEKCTe MpaBOBOro akta). lMpu 3TOM K MpoekTy
MpaBoBOro akTa, NPeAcTaB/seMOro Ha MOAMWChb, MPUiaratoTCcAa KOMUW LOKYMEHTOB, ABUBLUMXCA
OCHOBaHWEM /11 ero NoAroToBKMU.
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B npoekTax npaBOBbIX aKTOB O XO€ BbIMO/IHEHWS paHee MPUHATbIX PELUEHUIA B Clyyae
HEBbINOJIHEHUA COLEPXKALLMXCA B HUX MOPYYEHMUIN YKa3blBaOTCA MPUUYUHBLI CPpbIBa 3aaHuid, nvua,
BMHOBHbIE B 3TOM, MPUMEHSiEMble K HVUM B YCTaHOB/IEHHOM MOpPsAAKe Mepbl AUCLUMNIMHAPHON U
mMaTepuanbHOM OTBETCTBEHHOCTM, & TAKXKe HOBble CPOKM BbINOHEHUS MOPYYEHWA.

K npoekTam Takux AOKYMEHTOB MpunaraeTca cnpasKa 3a MoANUCbI0 BHOCKBLLETO NPOEKT
MpaBoBOro aKTa C yKa3aHuWeM MPUYMH HeBbINONHEHUA N 060CHOBaHUSA HEOO6XOAMMOCTU NPOLNEHUSA
CPOKOB WCMOJ/IHEHNA MYHKTOB MPaBoOBOro akTa.

Ecnm nopgrotaBnvBaeMblii NpaBOBOM aKT B/ieYeT 3a CO6GOM W3MEHeHWe ApYruX akToB
OKpY>XHON agMUHUCTpaUuMM ropofa HAKyTCka, TO 3TW W3MEHEHUS BKIKYaKTCA B MNPOEKT
MOAroTaB/NMBAEMOrO aKTa WUav NPeACcTaBnAlTCA B BUAE OTAENbHOro akta. K HUM B 0643aTeNbHOM
nopsigke npuiaraloTCs KOMWW aKTOB, B KOTOPble BHOCATCA W3MEHEHUs, W MNPeLCTaBNsalTCA C
cobnoieHnem nopsasika BHECEHNSA 1 NpoLesypbl COrnacoBaHns NPOEKTOB NPaBOBbIX aKTOB.

7.2.10pAfOK NOArOTOBKM MPOEKTOB  PacnopsbkeHWidi U NPUKa3oB  PYKOBOAUTENEN
CTPYKTYPHbIX NogpasgeneHnii n opraHoB OKPY>KHON agMUHUCTpaLui.

MpuKasbl W pacrnopsXKeHus, ABNAIOLWNECS WHAUBUAYaIbHBIMA  MPABOBLIMW  aKTaMu,
0(hOPM/IAOT peLleHns NepCcoHanbHOro Xapakrepa (KaLpoBble MpuKasbl), peLleHns rno onepaTuBHbIM,
OpraHu3auMoHHbLIM W ApYyrum BoOMpocam paboTbl CTPYKTYPHbIX noapasgeneHnii - OKpy>XXHOWA
aAMUHUCTpaLuK, paccymMTaHHbIe Ha Pa3oBOe BbIMOHEHME.

MpoekTbl MPWUKa3oB (pPacnopskeHWii) TOTOBAT WM BHOCAT Ha OCHOBaHWM MOPYYeHWit
PYKOBOAMTENSA CTPYKTYPHOro nogpasaeneHns OKpyXXHOW agMUHUCTpaLun, ero 3aMecTuTens moo B
NHULNATUBHOM MNOPALKe.

MpoekTbl NPMKa3oB (PACMOPSHKEHWNIA) U NPUNOXKEHNUS K HUM BU3UPYIOTCA UCMONHUTENEM U
PYKOBOAMTENEM MoApasfeneHuns, BHECLUMM NPOEKT, PYKOBOAUTENAMU NOApasfeneHunil, KOTopbIM B
NPOeKTe [alTCA MOPYYeHUs, a TakkKe PYKOBOAMTENEeM HOPUAMYECKON Cnyx6bl. BospaxeHus no
NPOoeKTy npukasa (pacrnopsikeHus), BO3HWUKAKOLLME MpPW COrnacoBaHWW, W3M1araloTcA B CNpaBke,
KOTOpas npunaraeTca K nNpoekTy.

Ecnn B npouecce cornacosaHUsi B MNPOEKT BHOCATCA W3MEHEeHWs MPUHLMNNANIBHOIO
XapakTepa, TO OH MOANEXMUT NepeodOopPMIEHNIO U MOBTOPHOMY COrNMacoBaHMIO.

MpoekTbl NpUKa3oB (PacropsKeHWiA), npeLcTaBNsieMble PYKOBOAWUTENO HA MOAMUCH,
BU3NPYIOTCA 3aMeCTUTENSAMU PYKOBOAUTENS B COOTBETCTBMM C pacnpeaeneHemM 0653aHHOCTEN.

MpoekTbl NPUKa3oB (pacnopshkeHWi) neyataroTcs Ha GnaHKax Mnpukasa YCTaHOB/IEHHOWA
(hopMbl ¥ NPeACTaBNATCA Ha NOANNCL MPWU HEOOXOAMMOCTM CO CMPaBKOM, COAepXKalleil KpaTkoe
N3M10XKeHVe CyTW BOMpoca, 060CHOBaHWE MpefaraeMblX peLleHui, a Takxe CBeAeHWA O TOM, Ha
OCHOBaHUWM Yero MOArOTOB/IEH MPOEKT U C KeM cornacosaH. [laToil npukasa sBNseTca gata ero
nognucaHus.

MpriKasbl perucTpupyroTcs B Nopsgke, ycTaHOBNeHHOM B OKPY>HOM afMUHUCTpauumn no
nopsaKy HOMepoB B npefenax KafeH4apHOro rofa; npukasbl N0 OCHOBHOW [eATenbHOCTU, MO
NMYHOMY COCTaBY M PacropsXKeHUs PerucTpupyoTca OTAeNbHO.

Konuun npukas3oB (pacnops»keHunin) Ha 6yMaKHOM HocuTene 3aBepstoTcs nevaTbio CnyxXobl
[e0NpoM3BOACTBA U HaNpaBATCS afpecaTaM B COOTBETCTBUM C yKasaTesleM PacChl/IK1, KOTOpPbIA
COCTaB/IIETCA W NOANUCLIBAETCA MCNONHWUTENeM. Konua 0693aTeNbHO HanpasiseTcd  Takxke
ncrnonHuTento n B Cnyxoy [enonponssoLCTBa.

7.3. MNpaBuna ohopMIeHNs NPOEKTOB MPABOBbIX aKTOB

MpaBoBble aKTbl 0(HOPM/IAOTCA HA (PMPMEHHbIX 61aHKaxX ropoAcKoro okpyra “ropog AkyTck”
1 OKPY>XHOW afiMMHUCTPaLMN yCTaHOBNEHHOTO 06pasua.

[nsa Kaxporo Buaa npaBoBbiX akToB OKPY>XKHOM aAMUHUCTPaLMK YTBEPXKAeH obpasel, 6naHKa
LOKYMeHTa.

Wcnonb3oBaHue Kcepokonumii 61aHkoB OKPY>XHO afMUHUCTPaLUK 3anpeLLeHo.

7.3.TeKCT [OKYMeHTa [O/XeH ObiTb NpefenibHO KPaTKUM, CyTb AOKYMeHTa LO/DKHA ObiTb
N3N10XKeHa YeTKO, N UCKNKYaTb BO3MOXHOCTbL ABOAKOr0 TO/IKOBaHMA. TeKCT JOKYMeHTa neyaraeTca
Ha nucTe hopmata A4 1 0hopM/IAETCH MO 3IEKTPOHHOMY LLIAG/IOHY.

[MpoeKT pacnopsXeHns [Oo/MmKeH OblTb MOATOTOB/IEH B TEKCTOBOM pefaktope "Microsoft
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Word". Becb [OKYMEHT (opMupyeTcs Kak OAWH (haiin, KOTOPbIA BKAKOYaeT: TeKCT NpoekTa
PacnopsKeHus, NMPUIOXKEHUA K NPOEKTY pacnopshkeHus (ecnm oHU UMeEKoTCA).

[na neyataHus TekcTa cnedyeT UCMOMb30BaTb CTaHAApTHbIA Tun wpudgTa: Times New
Roman, pasmepom 14, yepe3 1 MEXCTPOUHbIA UHTEPBAI.

MpoeKTbl NOCTaHOBNEHWIA CneayeT BHOCUTbL B ABYX BapuaHTax:

1) ¢ wucnonb3oBaHveM Tuna wpupta Times New Roman, pa3mepom 14, uepe3s 1
MEXCTPOYHbIA UHTEPBaN;

2) C¢ ucnonb3oBaHMem Tuna wpugTa Arial, pasmep 12, yepe3 1 MeXCTPOUHbIA MHTEpBa
(ponyckatoTca pasmepsl 10, 11,12).

Becb [AOKyMeHT opmupyeTcs Kak OAWMH (haiifi, KOTOpbIA BK/IKOYaeT: TEKCT MpoeKTa
MOCTaHOBNEHWSA, MPUTOXKEHUA K NPOEKTY NOCTAHOBMIEHUA (ECNIM OHU UMEKDTCA).

OTBETCTBEHHOCTb 3a WAEHTUYHOCTb TEKCTOB B OYMaXHOM W 3/1eKTPOHHOM BWAe HeceT
NCNOJTHUTENb.

[MpaBoBble aKTbl AOMXHbI NPEAOCTaBNATLCA B 3/IEKTPOHHOM BuAe 4yepe3 cuctemy "APM
MyHuumnan”. Tlo TpeboBaHUSAM CUCTEMbI LOKYMEHTbI A0/XHbI 6bITb HabpaHbl C UCMONb30BAHMEM
wpudTa "Arial" pasmep 12, BeCb LJOKYMEHT, BK/HOUasA NPUIOXKEHNS, JO/DKEH BbiTb B O4HOM (haiine.

7.4.3arof1I0BOK K TEKCTY [O/DKEH ObITb KPaTKMM 1 COOTBETCTBOBATL COLEPXKAHMIO JOKYMEHTA.

3aronoBoK HauuHaetca ¢ npegnora "O" wan "O6" (0 4yeM pacnopsdkeHue, MNpUKas,
nopyuyeHue).

3aronoBOK MPaBOBOro aKTa 0 BHECEHMM M3MEHEHWNIA B paHee NMPUHATLIN (M34aHHbIA) NPaBOBO
aKT othopmAsieTca cnegyrolmmM obpasom: "O BHECEHUW M3MEHEHWIA 1 AOMOTHEHWUIA B

B cnyyae BHeCeHWs W3MEHeHWA B HOPMATMBHbIA [OKYMEHT, WUMEKLWMNA CcoO6CTBEHHOE
HaMMeHOBaHWe N YTBEPXXAEHHbI NPaBOBbIM aKTOM, 3aro/10BOK OOPMASeTCs Cnefyowmnm 06pasom:
"O BHECEHWM W3MeHeHW 1 (Unn) AONOMHEHWUIA B Hanpumep, "O BHECEHWW W3MEHEHW B
PernameHT OKpY>XHOI agMUHMCTpaLMM rOPOACKOro okpyra "ropog AKyTcK".

3aronoBoOK K TEKCTY reyataetcd Ha 12 CTpoKe NepBOro nMcTa NPoekTa yepes 1 uHTepsan,
AJ/IVHa 3aro/ioBKa B OfLHON CTpPOKe cocTaBnseT He 6o0nee 30 nevaTHbIX 3HAKOB.
3aronoBOK K TEKCTY BbIAENACTCS XUPHbIM LLPUGHTOM.

Mpy ohopMAEHNN MOPYYEHMIA 3ar0I0BOK OTCYTCTBYET.

7.5.CTpyKTypa TeKcTa npaBoBOro akra

TekCT NpaBOBOro akTa JO/XeH UMETb [IBe YaCcTU: MOTUBUPOBOYHYHO U PaCnoOpALUTENIbHYIO.
TeKCT NoCTaHOBNEHWI, pacnopsHXKeHW 1 NOPYYeHWn HaunHaeTea cnosamu: "B uensx...", "B
", "B cooTBeTcTBMW..." U T.A.

MOTVMBMPOBOYHAA YaCTb He [O/KHA NpeBbIwaTh 1/3 JOKYMeHTa.

B MOTMBMPOBOYHOIN 4acTV MPaBOBOr0 akTa [aeTCs HOPMaTWMBHO-NPaBOBOe 060CHOBaHMe,
060CHOBbIBaeTCA HEOOXOAMMOCTb M LenecoobpasHOCTL NOAFOTOBKM MPOEKTa MpaBoBOro akra. B
HEKOTOpPbIX Cy4Yasax LaeTca aHanu3 NonoXeHus 4en no aHHoOMY BOMpocy.

Moagpo6HOe 060CHOBaHME Leneco0bpasHOCTU MPUHATUA NPaBOBOr0 akTa pacKpblBaeTCs B
MOSAACHWUTE/IbHOM 3anucke.

MOTMBMPOBOYHAA YacTb PACMOPSKEHUSA He WMEeEeT CreuuanbHbIX 3aBepLuaroLinx Cros,
OHAKO [O0/1KHa 6bITb YBAi3aHa C pacnopsaAnTeNIbHON YacTbHo.

PacnopsaguTenbHYH0 YacTb NPaBOBOro0 akTa Heo6X0AMMO n3naratb B NOBENUTENbHON (hopme
M HauMHATb C YKaszaHWs, NpeLnucbiBatoLLlero AencTBms, HanpuMep: YTBepAnUTb, 0643aTb, NOPYUUTb,
yKasatb 1 T.[.

3aTeM yKa3blBaeTCst KOMY, Kakue [eNCTBUSA NPeAnuCbIBAETCS BbIMOMIHUTL U B KaKue CPOKM.

PacnopaguTenbHas 4acTb AeNUTCA Ha MYHKTbI U NOANYHKTLI, MPUYEM UX HYMepaLms LoMKHa
ObITb TO/ILKO B TOM C/lyyae, eC/ii MyHKTOB WWN NOAMYHKTOB HE MeHee ABYX.

MMyHKTbI rPyNNUPYHOTCA MO 3HAYMMOCTM OT CYLLECTBEHHbIX K BTOPOCTEMEHHbIM WU B
nocnefoBaTenbHOCTU PasBUTUSA TeMbl JOKYMEHTA.

7.6.NTyHKTbI  MPaBOBOr0 akTa [O/KHbI COLepXarh:

- TOYHble HAMMEHOBaHMWS CTPYKTYPHbIX nogpasgaeneHnii OKpY>KHON afMUHUCTpaLuu,
ropoga, opraHusauuii (amMmmnnm pPyKOBOAWUTENE He YKasblBalOTCA) B COOTBETCTBUM C WX

CBA3N...

Cny>6



30

yupeauTenbHbIMU  JOKYMEHTAMW WAN  JO/HKHOCTM K (haMUIMK  LOMKHOCTHbLIX NnL  (BHauvane
yKasblBaeTcs (hamuiuns, 3aTeM MHULMaNbI), KOTOPbIM NMOPyYaeTcs BbIMO/HEHWE 3aaHus;

- CPOKM BbIMOMIHEHNSA 3aJaHWIA;

- YKa3aHue Ha 0643aTeNlbHOCTb A0BEAEHNSA MH(OPMaLMK A0 FpaXKaaH, Ybl MHTEPECH! 1 Npasa
3aTparnsaroT NMPUHUMaemble NPaBoBble aKThl;

- TEKCT AOKYMEeHTa C 3aroNoBKOM "O BHECEHWM W3MEHEHWA W LOMOMHEHWN B..." [O/MKEH
cofepXartb MYHKT: "BHECTU U3MeHeHUa (MK LONOSHEHUS) B pacnopskeHne rnasbl oT 15.01.2000 N
111 "O..." nyHKT 3 cneayeT unTaTb B Crefytowen pegakymm ... "', Npyu 3TOM KaXXAoe U3MEHEHMe 1
[OMOSIHEHWE O/MKHO BbITb OPOPMIEHO OTAE/bHLIMU MYHKTaMU;

- YKa3aHue 0 npu3HaHWM yTpaTUBLLUMMMN CUMTYy MPABOBbLIX aKTOB /IMOG0 OTAE/bHbLIX MYHKTOB,
eC/ BHOBb MPUHMMAEMbIVi OKYMEHT UCKIOYaEeT feiCTBME paHee NPUHATbIX;

- YKa3aHue 0 CHATMM C KOHTPO/IA MPaBOBOro akTa B C/lyyae ero BbIMOSHEHUS NN60 MPUHATUN
HOBOr0O LJOKYMEHTa B3aMeH paHee MPUHATOrO;

- NOPYYeHue 0 KOHTPOJIE Haf UCMO/THEHWMEM AAaHHOrO NMPaBOBOro aKTa;

- yKazaHue 06 oduumnanbHom onyb6nukoBaHuMn (06HapofoBaHUKM): B Clyyae C
pacrnopsHkKeHUsMN - UCXOLA W3 XapakTepa pacrnopsKeHWW B COOTBETCTBMM C MyHKTOM 3.1.2
HacTosAllero PernameHTa, B Clyyae C MOCTaHOB/IEHMAMU - B 06A3aTe/IbHOM MOPSAAKe ANA BCEX
MOCTaHOB/IEHWIA.

7.7. B pekBm3nTe "nognuck™ npyv 0hopMaeHNN Ha COOTBETCTBYIOLLEM 61aHKe AO/MKHOCTHOIO
NNLA BHayane yKasblBatoTCA MHMLMANbI, 3aTeM (haMuns LO/MKHOCTHOMO nua.

B cnyuyae, ecnu npaBoBOM aKT MOAMNMCAH MCMOMHAOWMM 0083aHHOCTW [NaBbl, PEKBU3NT
"noanuce” ohopMnseTca cnenyowmm obpasom:

"NcnonHstowmin o6asaHHocTu rnasbl . O. damunns”.

He ponyckaeTtca nognucbiBaTh NpaBoBble akTbl C MPeLoroM “3a" U nNpocTaB/ieHNEM KOCOM
YyepTbl Nepes HaMeHoBaHWEM JOXHOCTHU.

7.8.Hymepauua cTpaHul, TeKCTa MpaBOBOr0 akTa MPOM3BOAWUTCA CO BTOPOro /McTa npu
HanMuum AByX 1 6onee CTpaHWULL.

Homepa cTpaHuL, NpoCTaBNATCA B CEPeUHe BEPXHErO MONA IUCTA (Kak Npy BEPTUKANIbHOM,
TaK M NPy roOpn3oHTAIbHOM PACMONOXEHUW TEKCTA).

7.9.TpnNoXeHNs K NpaBoOBOMY aKTy SB/AIOTCA €r0 HeOTbeM/IEMON YacTbio. Mpu Hanmumu
HECKO/IbKUX MPUIOXKEHNIA NX HYMEPYHOT.

Hywmepaums cTpaHuL, NPUI0XKEHNA NPOU3BOAUTCA OTAENBHO OT HYMepaLumn CTpaHuL, TekcTa
npaBoOBOro aKTa.

Kaxkfoe npuioxkeHve MMeeT CaMOCTOSTE/IbHYHO HyMepauuio CTpaHuL, HauyuMHaroLLycsa co
BTOPOWA CTpaHuLbl.

Homepa cTpaHuL, NpOCTaBNAKOTCA B CEPeAnHe BEPXHero noss nnucTa (Kak npu BepTUKaIbHOM,
TakK 1 NP1 ropu3oHTaIbHOM PaCcrosioXXeHUN TEKCTa).

B peksusute "BHOCUT" nan "NCIMOJIHUTE/D" ykasbiBaeTcAd LO/HKHOCTb, WUHULMANGI,
(hamunna n Homep TenethoHa KOHKPETHOrO CneLuanncTa, roToBMBLUIEro MPOEKT.

MpaBo cornacoBaHWs MPOEKTOB MNPaBOBbIX aKTOB OKPYXHOW afMUHUCTPaLUM WMEIOT:
PYKOBOAMTENWN YNPaBAeHUR, CNyX6 M CTPYKTYPHbIX nogpasfenceHuii OKpY>XXHOW agMUHUCTpauuu,
rnasbl aAMUHUCTPATUBHBIX TEPPUTOPUIA, a TAKXKE NMLa, 0huLManbHO UX 3aMeLlatoLme.

PekBnant "PACCbITIKA" wnnn "PA3OC/NATbL" - nepeyeHb paccbiiKM, B KOTOPbIiA
BKNHOYalOTCA:

OpraHuMsaumMm 1 [O/MDKHOCTHble /ML, HasBaHHble B MPOEKTe B KayecTBe WCMOHUTenNei
3aflaHnin 1 onpeseneHHble aBTOPOM MPOEKTa;

[LO/MKHOCTHbIE NNLA, HA KOTOPbIX BO3/I0XEH KOHTPO/b UCMOSTHEHWS;

OTBETCTBEHHOCTb 3a PAaCcChbI/IKy JOKYMEHTa B HEMOABEAOMCTBEHHbIE OpraHu3aunmn OKpY>XXHOM
aAMUHUCTPaL MM BO3N1araeTcs Ha OTBETCTBEHHOIO UCMONHUTENS.

Mpwn HanpasneHnMn afpecatam 60/ee OLHOMO 3K3emnaspa cnefyeT ykasaTb Heobxoaumoe
KO/INYECTBO 3K3EeMIM/APOB.

B cnyvyae Hanmuma npuioxeHwWidi K NpaBOBOMY aKTy, Hanpas/seMbiX He BO BCe ajpeca,
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cnefyeT caenaTb NOMeTKY "6e3 NpUNoXKeHMs™ N0 yKasaTb, Kakoe 13 NPUIOXKEHNIA HanpaBnseTcs.

8. Mopsagok cornacoBaHUA NPaBOBbIX aKTOB

8.1.CornacoBaHue NpoeKTOB NPaBoBbIX aKTOB OKPY>KHOM aMUHUCTPALMMN C KYPUPYHOLLMMUA
3aMEeCTUTENAMW TN1aBbl, BHOCALLMMW BOMPOC Ha YTBEPXAEHWE, OCYLLECTBAAETCA MOc/e NnosyyeHns
BCEX WHbIX COrNacoBaHWi, nepej Hanpae/ieHWeM TMPOeKTa Ha cornacoBaHue B [paBoBOWA
aenaptaMeHT OKPYXXHOW agMUHUCTPaLUK.

CornacoBaHue MpPOEKTOB MpaBOBbIX akToB [MpaBoBbIM AenapTaMeHTOM  OKpYXXHOIA
agMUHUCTpaLMN OCYLLECTBNAETCA Mnepes BM3MPOBAHWEM 3aMecTUTENsd rnaBbl - PYKOBOAWUTENA
annapata OKpPY>KHOW afiMUHUCTpaLmun.

MpoeKTbl MPaBOBbIX aKTOB OKPY>KHOM agMUHUCTPaLLMX 3aMeCTUTENIO [1aBbl - PYKOBOANUTESHO
annapata OKpY)XXHOW afMUHUCTpauuM Ha OyMaXHOM HOCUTeNle OCYLLEeCTBSAeT OTAe/IOM
0pOpMNEHUS aKTOB.

Bce npoekTbl HanpasnAKTCA Ha COrfacoBaHWe 3amMecTUTENO [NaBbl - PYKOBOAWUTESO
annaparta OKPY>XHOW agMUHUCTPALMX MOCNe NoyyYeHUs BCEX NHbIX COrnacoBaHum.

[MpoeKTbl NpPaBOBbLIX aKTOB, He MNpeACTaB/eHHble B YCTaHOB/EHHble CPOKKW, CYUTaKOTCA
HEenoAroToB/NEHHbLIMU U Ha PaCCMOTPEHME TNaBbl He BHOCATCA.

B 3tom cny4yae, OTBETCTBEHHbIE 32 MOANOTOBKY BOMpOCa LO/MKHOCTHbIE finua OKpPY>KHOWA
afMUWHUCTPaLMN TOTOBAT [AOKNALHYH 3afnuCKy Ha WMSA [NaBbl C OOBACHEHWMEM MNPUUUH K
npeaoXeHeM 0 NnepeHoce CpoKa pacCMOTPEHMNs BOMpPOCa.

HanpasneHune Ha coriiacoBaHue NpoeKTa NpaBoOBOr0 aKTa OCYLLECTB/AeTCA B 6a3e LaHHbIX
"YnpaBneHne NpoeKTamun™ B 3N1eKTPOHHOM BUJE.

OTBETCTBEHHOCTb 3@ NPOXOXAEHNEe CTaAWi COrnacoBaHUA NPOeKTa akTa, OTCYTCTBYHOLLMX B
6a3e faHHbIX "cornacoBaHue™ HeCeT aBTOp NPOeKTa akTa.

B uenax ycKopeHWs npouecca corsacoBaHWA WCMOMHUTENb MOXEeT paccblNaTb MNPOEKT
NnpaBoBOro akTta OAHOBPEMEHHO HEeCKO/IbKMM cornacylowmm opraHam. OTBETCTBEHHOCTb 3a
NAEHTUYHOCTb BCEX PACChINIaeMbIX IK3eMMIAPOB NPOEKTA BO3/1araeTca Ha UCMOMHUTENA (aBTOpa).

cnonb3oBaHue hakCMMUIbHON CBA3M A4/19 NOMYYEHUS COrnacoBaHUA He A0MYyCKaeTCs.

Mo TpeboBaHWMIO COrNaCyloLLEro OpraHa, MPOEKT MpPaBOBOr0 aKTa, O(OPMJIEHHbIA Ha
OYyMa)KHOM HocuTene, MOXeT ObITb MpeACTaB/eH OAHOBPEMEHHO U C MPOEKTOM, O(OPM/IEHHbIM B
3NIeKTPOHHOM BWAe AN15 NOApa3feNeHNiA, He MOAKHOUYEHHbIX K ceTh OKPYXHOW agMUHUCTpaLun.

Mpn opopmeHNN Ha BYMarKHOM HOCUTENe NINCT COrnacoBaHNA AO/MKEH ObITb MPUIOXKEH Ha
06paTHOI CTOPOHe IMCcTa NPOEKTa NPaBoOBOr0O aKTa.

B cnyyae HenpeactaBneHWs WCNONHUTENHO COrMacyloWUM OpraHoM MHGopMauumn o
pesynbTatax PacCMOTPEHWS NpoekTa LOKYMeHTa B YKa3aHHbIi CPOK, UCMOMHUTENb O(OpMAseT B
NPOV3BO/IbHOW (DOpMe 3anucky Ha WMSA [O/HKHOCTHOrO /nua, MOAMMUCHIBAIOLLErO MNPaBOBOWA
[OOKYMEHT, O Hecob6/oLeHUN COrnacylowmnmM OpraHoM CpokKa CcorfacoeaHus (C  yKasaHueM
perncTpauvoHHOro Homepa npoeKkTa AOKYMeHTa W [aTbl HanpasfeHWa MPOeKTa MpaBOBOro akrta
COrNacytoLLEeMY OpraHy).

PykoBoaguTens nogpasgeneHns, Kyfaa nocTynuia Ha cornacoBaHue MpoeKT NpaBoBOro akTa,
06f3aH corniacoeatb NPOEKT WY NPeLCTaBUTb MOTUBMPOBaHHbIE BO3paxkeHUs B CI[, "deno” nnn Ha
OyMaXHOM HOcuTeNe ANa NoApasfeNieHnii, He NOLKNHYEHHbIX K CETH.

Ecnun 3amevaHns 3Ha4UMTeNbHbI N0 06beMY UK TPEOYHOT NOACHEHUI, 3aMeYaHns n3nararTcs
B CNy>Ke6HOI 3anucke n npukpennstoTea K PKMA (pernctpayMoHHas KapTa NpoeKTa JOKYMEHTA).

MoOTMBMPOBaHHbIE BO3pPaXEHWUS MO COr/1aCOBaHUIO MPOEKTa M3naratoTcad B CMY>KeOHOM
3anucke nn6o Ha PKIT4 npy BU3MPOBaHWUN.

OTBETCTBEHHOCTb 38 XOA0M COr1acoBaHUsA BO3/1araeTcs Ha UCNOMHUTENS.

Mpy HaMYUKM Pa3HOrIacKiA N0 NPOEKTY OTBETCTBEHHbIN UCMONHUTESb [O/IKEH NMPOBECTU €ro
06CYyX/eHVe C 3aMHTEepecoBaHHbIMW CTPYKTYPHbIMU MOAPA3feNleHUAMN C  Lefblo  Moucka
B3aMMOMNpPUemIeMoro peLLeHus.

Mo wutoram Takoro 06CYXAeHUS OOopPMIAETCA MPOTOKO/N COrMacUTeNbHOrO COBeLLaHWs,
KOTOpbI 0653aTe/IbHO MpunaraeTcd K MNPOeKTy BMeCTe C peecTpoOM YyyeTa pasHOrniacui,
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3aK/IYEHNAMY, 3aMeyaHuaMU 1 NpesnoXeHusamu. [IpOTOKON COrnacuUTeNIbHOr0 COBeLLaHUS
COrnacoBbIBaeTCs B TeyeHue 3 paboumx AHeid U MOAMUCHIBAETCA PYKOBOAWUTENEM CTPYKTYPHOro
nogpasgenieHns, BHOCALLEro MPOEKT, PYKOBOAWUTENSAMU  3aMHTEPECOBAHHbIX  CTPYKTYPHbIX
nofpasaeneHnii, 3aMecTUTeNIeM FNaBbl - PYKOBOAMTENEM annapaTta.

HeyperynvupoBaHHble pa3HOriacus rno npoekTam paccMaTrpuBakoTCs 3aMeCTUTENAMU [1aBbl B
COOTBETCTBMM C pacnpejenieHneM 0653aHHOCTEN.

3amecTuUTeNb rNaBbl NN PYKOBOAWUTE/b CTPYKTYPHOIO NoApasfeneHns MoXeT BHECTU [/1aBe
ropofcKoro okpyra "ropog AKyTCcK" — npefnoxeHune 06  yTBepXAeHWW  MpoekTa C
HeyperynmpoBaHHbIMW Pa3HOrNacuAMM, pPacCMOTPEHHbIMW B YCTaHOB/IEHHOM Mopsfake. B atom
C/lyyae K NPOEKTY npunaraeTca NpoToOKO/ COrNMacnTe/lbHOro COBELLaHNSA C U3/TI0XKEHNEM MMEIOLLMXCA
BO3PaXKEHWA.

He ponyckaeTcsi BHeCEHME Ha YTBEPX[JEHWe rfiaBe MPOEKTOB C HeyperynnpoBaHHbIMU
pasHoriacuaMu.

8.2.CpokK cornacoBaHus NpoeKTa NpaBoBOro akTa OAHUM NULOM He 60nee 3 pabounx AHeN.

Mpy onepaTUBHON NOArOTOBKE MPOEKTa MNPaBOBOr0 akTa MO YKa3aHW [fiaBbl CPOK
COrnacoBaHvWs He [O/MKeH npeBbllwaTs 1 paboumil feHb, C MOMEHTa MOMYYeHWUs AOKYMeHTa
COrNIacytoLwmnm opraHom.

B cnyyae Heo6Xxo4MMOCTM MPOAJIEHUS CPOKa [AeWCTBMSA COrnacoBaHUs, WCMONMHUTESNb
o6palLaeTcs K corfiacytoLleMy opraHy ¢ npocb60i NoOATBEPAUTL COrlacoBaHNe.

Mpn NOBTOPHOM MpeACTaBfieHMM HA COrnacoBaHWe MNPOEKTOB MpPaBOBblIX  aKTOB,
[L0paboTaHHbIX MO 3aMeyYaHUsAM COrnacyroLiMx OpraHoB, COrnacoBaHWe He [LO/IKHO MNpeBbiwaTh 3
(Tpex) paboumnx AHeW, ecnun rnaBoil He YCTaHOB/IEH 4PYrO CPOK.

Cpok  cornacoBaHus  [paBOBbIM  [enapTaMeHTOM  MOCTaHOBMeHUA  OKpYXHOi
afMVHUCTPaLMKN ropoja AKyTCKa He MOXET NpeBbILaTh 7 paboumx gHei.

MakcrMasibHbI 06LLMIA CPOK COrNIacoOBaHUA C yYeTOM CO3aHUSA HOBbIX BEPCUIA Y MOBTOPHbIX
BHeCeHuiA -15 pabounx gHeil. B cnyyae, ecv NPOeKT He cornacoBaH B TedeHue 15 paboumx gHel n
ero [fopaboTka nNpoJo/KaeTcAa 3a npefenaMmu YCTAHOBMIEHHOrO 15-AHEBHOro Cpoka, MNpPOeKT
CHUMmaeTcs paspaboTunkom n3 AVC "Oeno-Mpeanpusatme” n BBOAUTCA B CUCTEMY MOC/E YCTPaHEHUS
BCEX 3ameyaHuli KakK HOBbI JOKYMEHT C yKasaHueM MpexHero Homepa PKI1[ B npumeyaHusx K
LOKYMEHTY.

8.3.lMopAfoK npeacTaB/ieHNA NPOEKTOB NPaBOBbIX aKTOB FOPOACKOro okpyra "ropog AKyTck"
[19 paCCMOTPEHUA N YTBEPXKAEHUS.

[Mocne nony4eHns BCexX COrNacoBaHMiA NPOEKTbI NPaBOBbIX aKTOB B 3/IEKTPOHHOM BuAe B 6ase
"YnpasneHve npoektamu™ ANC "[Oeno-MNpeanpuatve™ HanpasnsaloTCa Ha NOANUCL FNaBe WK ero
3aMeCTUTENAM.

OT1fen ohopM/IEHNS aKTOB OCYLLECTBAET:

- MPOBEPKY COOTBETCTBMA OPOPMIEHMS MPOEKTa NPaBOBOro akta PernameHTy OKpY>XXHO
afMUHNCTPaLMX, KOMMMEKTHOCTU NPeLCTaBNeHHbIX JOKYMEHTOB, HA/IMUNS COTacOBaHWIA;

- NepeBOo/ TEKCTA NPOeKTa JOKYMEHTA Ha COOTBETCTBYHOLLUIA BNaHK LJOKYMEHTA;

- Nepefiayy NPoeKTa NPaBoBOro akTa Ha BU3MPOBaHME 3aMeCTUTEO [N1aBbl - PYKOBOAUTESIO
annapata OKPY>XHOW aflMUHUCTpaLMK, rnase, 3aMeCTUTENIAM [/1aBbl;

- BHECEHVE B TEKCT MOAMUCAHHOTO LOKYMEHTa UCMPaB/IeHUI, CAeNaHHbIX rNMaBou;

- perncTpaumio 1 paccbliikKy nNpaBoBOro akra.

PeLLeHMe 0 roTOBHOCTM NPOEKTA NMOCTaHOB/IEHUSA, PACMOPSXEHUA [N1aBbl 415 NOCNEAYIOLLEro
npeLCTaBNeHNs 3aMeCTUTE/NO [NaBbl - PyKOBOAWUTENO annapata OKPY>XHOW afMUHUCTpauun ans
COrnacoBaHuns MPUHMMAETCA Hayvya/lbHUKOM YnpaBneHus obecneveHns LesTenbHOCTU OKpPY>XKHOM
aAMUHUCTPaUUK B fieHb NOMTyYEHUS NPOEeKTa.

B cnyvae npuHATUA pelleHns 3aMeCcTUTENIEM N1aBbl - pyKoBoauTeneM annapata OKpY>XHO
aAMUHUCTPALUM O HEFOTOBHOCTW LOKYMEHTOB K BHECEHUIO Ha NOAMUCb PYKOBOLCTBY COTPYLHUKU
0TAena ohopMIEHNA aKTOB B TOT XKe [ieHb JOBOAAT MPUHATOE PeLleHne L0 UCTONHUTeNS.

lMognucaHHble WM OTK/IOHEHHbIE MPOEKTbl MPaBOBbIX aKTOB MOCTYMawT B OTAeN
ohopMNeHUst aKTOB A48 AalbHENLLEro ohopMIEHNS NN BO3BPATA UCTIONHUTESHO.
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OTBETCTBEHHOCTb 32 CBOEBPEMEHHOCTb MOMYYEHUA UH(OPMALUM O NPUHATUN PeLLeHns U
[l0paboTKy HeceT UCMOMHUTEND.

[opaboTka nNpoekTa NPaBoOBOro akTa OCYLLECTBASETCA UCMOJTHUTENIEM C YYETOM 3ameyaHnii
W [OMOSIHEHUI, MNPUHUMaeMbIX B paboyem MNOpsALKe WAUM MNOLFOTOBMIEHHLIX MO MNOPYYEHUIO
[0/DKHOCTHOIO MLa B CPOK He 6osiee 3 paboumnx AHeR, ecnin He yCTaHOB/EH APYrOi CPOK.

MpoeKT NpaBOBOro akTa, A0pPabOoTaHHbIA MO 3amMeyaHUsAM, OOPMISETCA B COOTBETCTBUM C
TpeboBaHUAMU, N3N0XEHHbIMU B M. 3.5 HacToALero PernameHTa.

OTBETCTBEHHOCTb 3a J0pPabOTKY NPOEKTa pacrnopsHXKeHNs BO3naraeTca Ha fJO/HKHOCTHOe Lo,
npeLCcTaBMBLLEE NPOEKT PACMOPAKEHWS.

8.4.Pernctpauums, paccbl/ika U (hopMMpoBaHWe Aen NpaBOBbIX aKTOB FOPOACKOro OKpyra
"ropof AKyTtck".

PacropsaguTenibHble LOKYMEHTbI MOC/e UX NOAMMUCaHUS MepefaloTcs B OTAeN oopmIeHUs
aKTOB YnpaB/fieHUs obecrneyveHns feateNbHOCTU OKPYXXHOW agMUHUCTpaLMK NS perucrpayun.

BHeceHue kakux-nnmbo ucrnpasieHnin B NOAMNMCaHHbIE NPaBOBbIe aKThbl 3arnpeLLeHo.

Paccblika 3aperMcTpmMpoBaHHbIX MPaBOBbIX aKTOB OCYLLECTB/AETCSA OTAE/NOM OgopMmIeHUs
akToB B C3/] "[eno", KpoMe noapasfeneHunia, He NOAKAOYeHHbIX K AUC "Oeno-MpeanpusaTue".

8.4.1.Pernctpayma npaBoBbIX aKTOB rOPOACKOr0 OKpyra "ropog AKyTcK"

PerncTpayms nocTaHOB/IEHNA U pacropsXXeHU NPOU3BOAMTCA B TeYeHWe rofa B nopsike
BO3pacTaHus HOMEPOB OTAE/IbHO NO KaXA0oMY BUAY LOKYMEHTOB.

[MocTaHOB/EHMAM [/1aBbl NPUCBAUBAKOTCA B TeYeHWe rofa NnopsaKoBble PerucTpauuoHHbIe
HoMepa ¢ fobaBneHnem abopeBmaTypsl "n'".

PacnopsykeHnsmM rnasbl NPUCBaMBAalOTCA B TeYeHWe rofa MopALKOBble PerncrTpalyoHHbIe
HoMepa ¢ fobaBneHnem abbpesmaTypbl "p".

Pacnops>keHMsM  nNepBbiX  3aMecTUTeNiel  rnaBbl  MPUCBaMBAlOTCA  MOPSAKOBbIE
perncTpaymoHHble HoMepa ¢ gobaBneHnem abbpesmatypbl “13p™.

Pacnops>keHnsaM 3amecTuTesieli rnaBbl MPUCBaMBAIOTCA MOPSAKOBbIE PErncTpaLuoHHbIE
HoMepa C AobGaBneHmem abbpeBumaTypbl "3p". [aToil yKasaHHbIX [OKYMEHTOB SIBAsieTCA faTa uX
perncrpauumn.

Paccblnka npaBoBbIX akTOB OKPY)XXHOW agMUHUCTPaLUN.

MMognucaHHble [OKYMEHTbl W NPUIOXKEHUA K HUM TUPaXUPYKTCA W paccbliatoTcs
COTPYAHMKaMK 0TAena 0(hopM/IeEHNS aKTOB B COOTBETCTBUM CO CMIUCKOM PacCbl/iKU, COCTAB/IEHHbIM
NCMNONHUTENEM.

3amMeHa pa3ocnaHHbIX 3K3eMMN/IAPOB NPaBOBbLIX aKTOB NPY 06HAPY>XeHUN oporpapuyeckmx
VAN TEXHUYECKNX OLLUMOOK MOXeT ObITb MPOM3BeAeHa TONbKO C paspeLleHns rnaBbl, 3aMecTUTenel
rnasbl OKPYXXHOW agMUHUCTpaLUK.

CoTpyfHMK oTZena O(opM/IEHUS aKTOB, KOTOPOMY MpefOCTaBfIeHO MPaBO WCMpaB/ieHUs
OLINBOK N He3HaYMTeNIbHbIX U3MEHEHWA, HA BEPXHEM MOJie HOBOro (M3MEHEHHOro) nucTa Aenaet
HaAnucb "B3aMeH paHee pa3ocnaHHOro" (Npu 3ameHe HECKONbKUX NIMCTOB HafnuCb AenaeTcs Ha
Ka)KJ0M CTpaHuLE) U YKa3blBaeT AaTy, HOMep ¥ Ha3BaHWe NPaBOBOro aKkTa, B KOTOPOM NPOU3BOAUTCA
3aMeHa N1cToB. [leno npaBoBoro akta (MOA/IMHHUK) LONONHAETCA 3aMeHSeMbIM IMCTOM (icTamu).

8.5.KoHTponb  MCMoNHeHWs NMpaBOBbIX aKTOB B LE/OM BO3naraeTca Ha /MU0, yKasaHHoe
npaBOBOM aKTe.

B cnyvae, korfa npoekT pacnopsXKeHus MpefcTaBneH CTPYKTYPHbIM MOApasfefieHneMm,
HernocpeACcTBEHHO PYKOBOAUMBLIM T[/1aBOW, KOHTPO/Ib WCMOSIHEHUS MOXET OblTb BO3/I0XEH Ha
PYKOBOAMUTENA CTPYKTYPHOr0 nojpasfeneHuns, NoAroToBMBLLENO NPOEKT NPaBoOBOro akta (BHecLlero
BOMNPOC).

KOHTpO/b MCNOMHEHWS MOPYYeHWiA, 3aUKCMPOBaHHBLIX B NPaBOBbIX aKTax, BO3naraeTcs Ha
OTBETCTBEHHOI O VCMOJIHUTENS.
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9. MNopsJoK NOATOTOBKM M COrNacoBaHNsA NPOEKTOB PELLEHNA U HOPMATUBHbIX
NPaBOBbIX aKTOB AKYTCKOWN ropoAckoi [lyMbl, paspaboTaHHbIX B CTPYKTYPHbIX
nogpasgeneHnax OKpPY>XXHOM agMUHUCTpaLum ropoga AKyTcKa

MofAroToBKa M COrnacoBaHMe MPOEKTOB PELUEHUIA M HOPMATMBHbLIX MNPaBOBbLIX aKTOB
AKYTCKOM TOpoACKOA [yMbl, pa3paboTaHHbIX B CTPYKTYPHbIX MogpasgeneHnsax OKpy>XHOM
agMUHUCTpauunM ropofa $HAKyTCKa, MNPOBOAMTCA B LENAX MPUHATUS MPOEKTOB pPELUEHUn K
HOPMaTMBHbIX MPaBOBbLIX aKTOB K PacCMOTPEHWI0 FAKYTCKOW ropoackoi [ymol B Hagnexatiem
NMOAroTOBNEHHOM M O(hOPM/IEHHOM BUAE.

MoAroToBKa W cOrnacoBaHWe MPOEKTOB PELUEHUIA M HOPMAaTUBHbLIX MNPaBOBbIX aKTOB
FAKYTCKO TrOpOACKON [yMbl, pa3paboTaHHbIX B CTPYKTYPHbIX noapasgeneHusx OKpy>XHOi
afMUHUCTpaLun roposa AKyTCKa, BK/IKOYAET B Cebs cnegytoLine sTanbl:

- 1 3Tan - cornacoBaHue MPOEKTOB PeLLeHW ¥ HOPMATUBHbLIX MPaBOBbLIX aKTOB FAKYTCKOM
FOPOACKON [lymMbl B CTPYKTYPHbIX nogpasfeneHnax OKpYXXHOW agMUHUCTpauun ropoga AKyTcKa u
YNO/IHOMOYEHHbIX OpraHax;

- 2 3Tan - pacCMOTPEHUe MPOEKTOB peLlleHWi U HOPMATUBHBIX MPAaBOBbLIX aKTOB HKYTCKOM
ropogckoin ymbl Ha Komuccun OKpY>XHOW agMUHUCTpaLun ropofa SKyTcka Mo MOAroTOBKE K
BHECEHMIO Ha pacCMOTpeHMe FAKYTCKO ropofckoi [yMbl MPOEKTOB PELUEHWU A U HOPMATUMBHbIX
MpaBoBbIX aKToB (fanee - Komuccus):

- 3 3Tan - HanpaB/fieHMe MNPOEKTOB PELUeHMI HOPMATMBHbIX MPaBOBbIX aKTOB FKYTCKOM
ropogckoin [lymbl Ha nognucaHue npefcTaBneHus (MMcbMa) rnaBbl FTOPOACKOro OKpyra “ropog
AKYTCK" 1 Ha paccMOTpeHne FKYTCKON ropoAcKoin [ymbl.

CoctaB 1 nopsgok pabotbl Komuccum OKpYXHOW afMUHUCTpauuu ropoja FAKyTcka no
MOAFOTOBKE K BHECEHWIO Ha paccMOTpeHue FAKYTCKOW ropoAckoi [yMbl MPOEKTOB PELUEHUA U
HOPMaTMBHbIX MPaBOBbIX AKTOB YTBEPXKAAeTCA MpaBOBbIM aKTOM OKPY>XHOW afMUHUCTpaLmm
ropoja fAkyrcka.

1 atan. Ha cornacoBaHve [O/MKeH OblTb MpefCcTaBfieH MakeT [OKYMEHTOB B COCTaBe,
onpegeneHHoOM PernameHTOM AKYTCKOW ropoAckoit Aymbl. O6s3aTeNbHbIM NPUIOXKEHUEM K NaKeTy
[LOKYMEHTOB ABMIAETCA JINCT COrNacoBaHUA YCTaHOBNEHHOro obpasua. CornacoBaHWe MPOEKTOB
PELIeHNA N HOPMATMBHbLIX MNPABOBbIX aKTOB HKYTCKOW ropoAckoi [yMbl B CTPYKTYPHbIX
nogpasgeneHnsax OKpY>XXHOW afMUHWUCTpauuyM ropofa $KyTcka (BHYTpPeHHee COr/lacoBaHue)
NpoBOAUTCA B aBTOMATU3MPOBAHHOM 3MeKTPOHHOW cucteme AWC "[eno-Mpegnpustue”. Jinuct
corfiacoBaHus yCTaHOBNEHHOro 06pasya AONONHUTENBHO BHOCUTCA B 6YMaXXHOM BUfe C NMOAMNUCHI0
PYKOBOAMTENS CTPYKTYPHOro noppasgeneHns OKPYXHOW afMUHUCTpauun ropoga HKyTCKa,
pa3paboTaBLUero NPOeKT. Takxke K MakeTy [LOKYMEHTOB NpunaraeTcs CpaBHWUTE/IbHAA pejakuus
M3MEHSAEMBIX MOJIOXKEHWI COrNMacHO NPUIOXKEHUIO K HACTOALLEMY PernameHTy.

CornacoBaHve NPOEKTOB PeLLUEHNA U HOPMATUBHbLIX NPaBOBbLIX aKTOB HAKYTCKOW rOpOACKON
OyMmbl B OKpY)XXHOW afMUHUCTpauum ropofa HAKyTCKa OCYLEeCTBNSETCA B CleAyloLLen
nocneAoBaTeNbHOCTU CTPOro B YCTAHOB/IEHHbIE CPOKMU:

1 3auHTepecoBaHHble YMpaBfieHUs,, KOMWUTETbI, OTAENbl, MPeanpuAaTUs,  CNyXobl,
AenaptameHTbl (B HEOOX0ANMBIX CryyasXx) -1 pabouwnii AeHb;

2. HavanbHuk [enaptameHTa (mHaHCOB OKPY>XHOW agMUHMCTpauumn ropoda HAKyTcka - 3
paboymx AHs;

3. HavanbHuk [enapTameHTa 3KOHOMUKM OKPY>XHOW afMUHUCTpaLuy ropoga AkyTcka - 3
pabounx aHs;

4. 3amecTuTeNb rNaBbl FOPOACKOr0 OKpyra "ropof AKyTcK", Kypupyowmid AaHHbIA BONpoc -
1 pabounii geHb;

5. HavanbHuk MpaBoBoro genaptameHTa OKpY>XHOW agMUHUCTpaumMmn ropoga AKyTcka - 3
paboynx OHs;

6. CornacoBaHve 3ameCTWTeNneM [fiaBbl - pykoBoAuTenem annapata OKpPYy>XHOM
aAMUHUCTpaLMK ropoga AKyTCKa, npefcTaBuTeniemM rnasbl FOPOACKOro oKpyra “ropop AKYyTCK" B
AKYTCKON ropoAckoin [lyme, ocylectBnseTca Ha Komuccun OKpY>XHOW afMUHUCTpauuy ropoga
FAKyTCKa MO MOAFOTOBKE K BHECEHWIO Ha pacCMOTpeHue FKYTCKOW ropofckoi [yMbl MpOeKToB



PEeLLEHNA 1 HOPMATUBHBIX NPaBOBbLIX aKTOB.

Mpouesypa cornacoBaHUA HOCUT MocnefoBaTesbHbIA XapakTep. [Mpy nocnefoBaTe/lbHOM
cornacoBaHUN [OKYMeHTbl nepefaroTcsa cnefytollemMy Y4yacTHUKY COrnacoBaHMA TOMbKO rocne
BbIHECEHWSA PELUeHNs NpeablayLWUM YYaCTHUKOM.

CornacoBaHue NPOEKTOB PELUEHMIA M HOPMATMBHbIX MPaBOBbIX aKTOB AKYTCKON rOPOACKOi
[yMbl ¢ 3aMeCTUTENAMM [N1aBbl, KYPUPYHOLLMMU AaHHbIA BONPOC Y BHOCALUMU €r0 Ha YTBEPXKAEHME,
OCYLLLeCTB/IAETCA NOC/e MOJTyYEHUN BCEX UHbIX COrNacoBaHWii nepes HanpasneHNeM JOKYMEHTOB Ha
cornacoBaHve B [lpaBoBoii fenapTameHT OKPYXHON afMUHUCTpaUMM ropoga HAKyTCKa;
cornacoBaHue NPOEKTOB PeLUeHN A Y HOPMAaTUBHbIX MPaBOBbLIX aKTOB FAKYTCKOW ropoAckoin Aymbl
MpaBoBbIM AenapTaMeHTOM OKPY>KHOM agMUMHUCTpaLMKU ropofa AKyTcKa OCYLLeCTBNAeTCS Nepes,
BU3MPOBaHNEM 3aMeCTUTeNs rNasbl - PyKoBoAMTENA annapata OKPY>XXHOW afMUHUCTpaLUn ropoja
AKyTCKa.

Ha astanax B3aumogelicteua ¢ [enaptameHTOM (UHaHCOB OKPYXXHOW agMUHUCTpaLum
ropoga fkytcka u [lenapTamMeHTOM 3KOHOMUKM OKPYXHOW afMUHUCTpauuu ropoja HAKyTcka
JOMycTMMO napansienbHoe cornacosaHve. [pu  napanfienbHOM  COrfacoBaHMM  [LOKYMEHTbI
nocTynaroT BCEM COrnacyroLwmmMm ogHOBpeMeHHO. B napannensHoe cornacoBaHne JOKYMEHTOB TakxXe
MOTYT BKNHOYATLCA Te NOAPA3Ae/IeHNSA, MHTEPECHI KOTOPbIX OTPaXeHbl B JOKYMEHTE, U 3aMeCcTUTENb
rnasbl, KypupyroLuii 3aTparmsaemblii BOMpoc.

B cnydyae cornacma CTOPOHbLI COriacoBaHWA cornacyroT [fOoKymMeHTbl B AUC "[eno-
Mpeanpuatue” M pacnucbiBaloTCA B INCTE cOrnacoBaHWa. B cnyyae Hecornacus Kaxpas u3
COrfacyroLnx CTOPOH rOTOBUT MOTUBUPOBAHHOE 3aKN0YeHVe B afpec pa3paboTyumka npoekTa 6e3
BM3MPOBaHWUSA B NINCTE COr/acoBaHus.

OTBETCTBEHHOCTb 32 MPOXOXAeHWe CTafMil COrnacoBaHMs MNPOEKTOB pelleHnin u
HOPMaTMBHbIX NPaBOBbIX aKTOB HKYTCKOW ropoAcKon [yMbl HeCyT pa3paboTumKu JOKYMEHTOB.

Mo 3aBepLUeHNN BHYTPEHHEro cornacoBaHus cnefyeT BHeLLHee cornacoBaHne JOKYMEHTOB B
COOTBETCTBMM C MOMIOXEHMAMM TNaBbl 7 PernameHTa SKyTCKOI ropofckoin Aymbl (Npeaceaartenb
KOHTpONbHO-CYETHOM Nanatbl ropofa AKyTcKa U NpokKypop ropofa Hkyrtcka). Ha cornacosaHue B
MpokypaTypy ropoja fAKyTcka nakeT AOKYMEHTOB BHOCUTCA He no3gHee 4yem 3a 30 [Heid Ao
oYepeaHoI ceccnn AKYTCKON ropoAcKoin [ymbl.

2 atan. Mo 3aBepLUeHUN NpoLeaypbl BHYTPEHHero cornacosaHus, NoyyeHns cornacosaHus
B KOHTPO/MbHO-CUETHON NanaTe ropofa AKyTCKa U Ha 3Tane cornacosaHus B MpokKypaType ropoja
FAKyTCKa [LOKYMEHTbl B MOSIHOM COCTaBe BHOCATCA Pa3paboOTUMKOM Ha paccMoTpeHue Komwuccuu
OKpY>XHON afMUHMCTpauuM ropofa HAKyTcka MO MNOATOTOBKE K BHECEHUIO Ha paccMOTpeHue
FAKYTCKOA ropoAckod [yMbl MPOEKTOB pPELUEHWIA U HOPMATWMBHBLIX MPaBOBbIX aKTOB - MyTeM
HanpasfieHs Ha MMA npeacejarens Komuccuu MOMHOro naketa [LOKYMEHTOB, BK/IHOYas JUCT
COrnacoBaHua 1 paHee NoJslyyYeHHbIe 3aK/MYEHNS.

3acepaHma Komuccum npoBogsdTcs He no3gHee yem 3a 30 fAHEM A0 O4epeaHoli ceccum
AKYTCKON ropoackoi [iymbl (B ciyvyae BHeOUepeaHOW ceccum 3acefaHus Komumceun HaszHavaroTes
npesacenatenem Komuceun).

Komuceus npu yyactum pa3paboTymKoB pacCMaTpuBaeT NPOEKTbl PELLEHNIn U HOPMATUBHbIX
MpaBOBbIX aKTOB Ha MpeAMEeT UX COOTBETCTBUA TpeboBaHWAM 3aKOHOAATENbLCTBA U PerfiaMeHToB B
4acTW NONHOTLI U 060CHOBAHHOCTY NPaBOTBOPYECKON UHNLMATUBBI.

Mo nToram paccmMoTpeHns Komuccus BbIHOCUT CrieaytoLme pelleHns:

- MPUHATb NPOEKT, HaNpaBUTb Ha MoAMNUCcaHWe NpeacTaBneHns (NMCcbMa) rnaebl FOPOACKOro
oKpyra "ropog AKyTcK" 1 Ha pacCMOTpeHne AKYTCKOM ropofckoi [ymbi;

- OTNPaBUTL NPOEKT Ha A0PabOoTKY B CBA3W MO NPUYMHE HECOOTBETCTBUA 3aKOHOLATE/NbCTBY,
MMEIOLLMXCA 3aK/IOYEHUI C HeyCTpaHWMbIMW 3aMevyaHUAMMW, He Haf/exalle noAroToB/eHHbIM
nakeTom,

- OTK/IOHUTb B CBSA3M C Helle/1eco006pa3HOCTbIO MO0 NPeBbILEHNEM NMOTHOMOUYMNIA TOPOACKOIr0
oKpyra "ropoj AKyTcK".

3 gran. [anee MpoeKTbl pelleHWA U HOPMATMBHbIX MPABOBbLIX AKTOB C MOJIHbIM JINCTOM
COrfacoBaHus, COOTBETCTBYHOLMMU 3aKMOUYeHUAMN K nncty (KOHTpO/bHO-CUeTHas nanara,
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MpokypaTypa ropoga FAKyTCKa) U NakeToM MNPUIOXKEeHUA B GYMaKHOM BMWAe HanpaBsalTCA Ha
noanucaHne npeacTasieHns (NUCbMa) rnaebl FTOPOACKOro OKpyra "ropof AKYTCK" O HanpasieHun
MPOEKTOB peLUeHNss U HOPMAaTMBHOIO MPaBOBOr0 akTa Ha paccMOTpeHue FAKYTCKO ropoAckoi
Oymbl;

B cnyyae, ecnu pa3paboTyMKOM WAM  WHMLMATOPOM ABAAKOTCA CTOPOHHWE NnLa,
opraHumsaumm (genytaTbl, O6LLECTBEHHbIE 00beAMHEHUA W WHble CYOBLEKTbI MPAaBOTBOPYECKOWN
MHWULMATUBBI), JOKYMEHTbI Ha PaCCMOTPEHNE FKYTCKOM ropofckol [ymbl BHOCATCA 3a NMOAMUCHIO
pa3paboTUMKOB, MHULMATOPOB 6e3 MpoxoxaeHns Komuccum OKpPY>KHON afMUHUCTpauuu ropoga
FAKyTCKa M0 MOAFOTOBKE K BHECEHWIO Ha PacCMOTPeHMe FAKYTCKOW ropoackoi [ymbl NPOEKTOB
PEeLLeHNA N HOPMATMBHbIX NPABOBbIX aKTOB, HO C MOJIHbIM IMCTOM COF/1aCOBaHWSA, BK/OYAOLLUM
COrnacoBaHusa C 3aMHTEPECOBaHHLIMU CTPYKTYPHbLIMU NoApasaeneHnaMu 1 LOMKHOCTHLIMW nuLaMu
OKpY>KHOI afiMMHUCTpaLmun ropoja AKyTcKa.

Mpouesypa 3aBepLUaeTcs BHECEHWEM MPOEKTOB PeLLeHN A 1 HOPMATUBHbIX NPABOBbIX aKTOB
AKYTCKOI ropofckoii [lyMbl, KOTOpbIE B COOTBETCTBMU C PernaMeHToOM HKyTCKOI FOpPOACKOW [ymbl
NPUHMMAKOTCA He Mo3fHee ABajuaTW AHel LO AHA OYepefHOro 3acefaHus AKYTCKON FOpOACKOWA
[yMbl, 33 UCK/TIOYEHNEM C/lyvaeB NPOBEAEHNS BHeOUepeLHbIX CECCUI U CyYaeB, YCTAHOBEHHbIX
3aKOHOAaTe/IbCTBOM.

Bo BCex ocTasibHbIX BOMPOCaxX, BO3HUKAaKOLWMX NPU BHYTPEHHEM COrjacoBaHWM MPOEKTOB
PEeLIeHNA N HOPMATMBHbLIX MPABOBbIX aKTOB FKYTCKON ropofckov [yMbl ¥ He YperynmpoBaHHbIX
HacToAlWMM PernameHTOM, HEO6XOAMMO PYKOBOACTBOBATLCA PernamMeHTOM HAKYTCKOM ropofCcKoW
[ymbl 1 IHCTpYKLMein no fenonpoun3soacTsy OKpYXHON afMUHUCTPaL MU ropoja AKyTcKa.

10. CocTaBrieHNe HOMeHKNaTypbl gen

10.1. HomeHKknaTypa fen - cucTemaTU3MpOoBaHHbIA NepevyeHb 3arosI0BKOB (HavMeHOBaHWIN)
[en, 3aBOAMMbIX B YupeX[eHWu, C YyKasaHMeM CPOKOB WX XpaHeHWUs, OMOPMIEHHbIA B
yCTaHOB/IEHHOM MOPAJKe.

HomeHknatypa fen npefHasHayeHa Ans rpynnupoBKUA UCMOMHEHHbIX AOKYMEHTOB B [ena,
cucTematmsauum U ydeta fefl, ONpefeneHns CPOKOB WX XpaHeHWs WU SBASETCA OCHOBOW Ans
COCTaB/IEHMS OMUCEN AeN1 NOCTOAHHOMO U BpeMeHHOro (cBbile 10 fIeT) XpaHeHUs, a Takxe Ans yyerta
[en BpemeHHoro (40 10 net BK/KOUYMTENIbHO) XpaHeHus.

10.2. Tpn cocTaBneHUM HOMEHKNaTypbl Aen cnegyer pPYyKOBOACTBOBATLCA YCTaBOM
YypexaeHus 1 MoMOXKEeHUAMN O ero CTPYKTYPHbIX MNOAPa3feneHnax, LTATHbIM pacrucaHuem,
nnaHamy M OT4yeTamm O paboTe, MepeyHAMU [LOKYMEHTOB C YKa3aHMEM CPOKOB WX XpaHeHwus,
HOMeHKNaTypamu [en 3a npejliectsyowime rogsl. VsyyaroTca LOKYMeHTbl, 06pasytoliuecs B
LeaTeNIbHOCTU YUpexaeHns, X BUibl, COCTaB U COAepXKaHue.

10.3. HomeHknatypa fen YupexieHus CcocCTaBfseTcsi pPaboTHMKOM, OTBETCTBEHHbIM 3a
opraHusauuio [enornpov3BOACTBA W apXMBHOE [eN0 B YUpex[eHUW, COrnacoBbiBaeTcs C
LLeHTPa/lbHOM 3KCMEPTHOW KOMUCCUEN YUpexaeHUs, YTBepXLaeTca pyKOBOAUTENEM U BBOLMTCA B
aenctene ¢ 1aHBapa cnedyroLLEero roga.

10.4. B rpage 1 HOMeHKNaTypbl fien NpoCTaBAAKTCA NHAEKChI KaXAO0ro fena, BKNHYEHHOro
B HOMeHKnatypy. WHAeKCc pena COCTOMT W3 YCTAHOBNEHHOr0 B YupexjeHuu LMEpoBOro
0603HayeHns (kofa) M NOPSALKOBOro HOMepa 3arofioBka fefia N0 HOMeHKnatype. VIHAEKCbI fen
0603HavaroTcA apabCckumn Ludpamm.

Hanpumep: 12-05, rge 12 - kof, 05 - NOpALKOBbIA HOMep 3arofioBKa fena B pasfjene
HOMEHKaTypbl gen.

10.5. B HOMeHKnatype pfeNn pPEeKOMeHAyeTCsa COXpaHATb OAWHAKOBble WHAEKChbI AN
OLHOPOLHbIX fen; ANs Nnepexofdnx Aen MHAEKC COXpaHaeTCs.

10.6. B rpady 2 HOMeHKnaTypbl A€/ BKIOYAKOTCS 3aro/loBKM Aen (TOMOB, YacTeit). 3aronoBokK
Jena 4eTko, B 0606LLeHHOV (hopme OTpakaeT OCHOBHOE COAepXKaHve 1 coCcTaB AOKYMEHTOB fefa.

OCHOBOW AN19 HavMeHOBaHWA (3aro/oBKa) fAeN SBAAKTCS BONPOCHI, OTpaXxaroLme 3agaqv u
(yHKUMM YupexaeHus. HavMeHoBaHWA [OMOMHAKTCA YKasaHMeM poja 3aBOAMMOro fena wunu
Pa3HOBUAHOCTWN JOKYMEHTOB (MOCTaHOB/IEHWNSA, PACNOPSXKEHUSA, NPUKa3bl, NPOTOKONbI U T. 4.).
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Ecnn pgeno, BKNO4Yaemoe B HOMEHKNATYpy [fen, COCTOMT M3 OAWHAKOBBLIX BWAOB WK
pasHOBMAHOCTe [OKYMEHTOB, B 3arO/loBKe TakOro fefla YyKasblBaeTCA HaVMeHOBaHWe BUOB
NOKYMEHTOB, Hanpumep «lpurKasbl MO0 OCHOBHOW AeATENbHOCTU».

Ecnn peno 6yfet coCTOATb M3 HECKO/IbKMX TOMOB WM 4acTeid, TO COCTaB/seTCcAa 06Lui
3arosioBOK fiefia, a 3aTeM Mpy Heo6XOAMMOCTM COCTaB/IAKOTCA 3arofIoBKN KaXKAoro toma (4actw),
YTOUHSAIOLLME COolepXKaHue 3aronoBKa gena.

[MopAafoK pacnonoXKeHus 3aro/ioBKOB Aen BHYTpU pas3fenioB U nojpasaenioB HOMeHKNaTypsl
[en onpegenserca cTeneHbH BaXXHOCTU JOKYMEHTOB, COCTaBNAOWMX Aena, U UX B3aMMocBa3bio. B
Havase pacnofaralTCA 3arofioBKM fen, COAepXKawmx OpraHn3alMoHHO-pacnopsagnTenbHyo
[LOKYMeHTaLMI0. 3aronoBKy ien MOryT YTOUHATLCS B NpoLiecce (hOpMMUPOBaHUSA U OPOPMIIEHUSA [en.

10.7. 'pada 3 HOMeHKNaTypbl e 3anoNHAETCA M0 OKOHYaHWUMW KaneHgapHoro oga.

10.8. B rpafe 4 yka3blBaeTcs CPOK XpaHeHUs fiena, HOMepa cTaTeil No nepeyHto, a npu ero
OTCYTCTBMM - MO TUMOBOI UK MPUMEPHOI HOMEHKaType fen.

CpoKu XpaHeHus, yKa3aHHble B MepeyHsx, ABNAIOTCA 0053aTeNbHbIMU, N COKpaLLeHne UX He
fonyckaetcq. Pa3peluaeTcd XpaHUTb AOKYMEHTbI CBbILLE YCTaHOB/IEHHOrO CPOKa, ec/ii B TOM eCTb
npakTnyeckas He06X04AMMOCTb.

10.9. B rpae 5 «[lMpvmMeyaHue» YyKasblBAKOTCA Ha3BaHWUA MepeyHell [LOKYMEHTOB,
NCMONb30BaHHbIX MPWU ONpefeneHn CPOKOB XpPaHeHUsa fef, NPOCTaBNATCA OTMETKU O 3aBeAeHUn
[en (B TOM Yncne B 3NeKTPOHHOM BUfE), 0 Nepexoaallmx aenax, o BblAeneHUn Aen K YHUUTOXEHNIO,
0 NI1Lax, OTBETCTBEHHbIX 3a (hopMUpoBaHue aen (npunoxexue Nel0).

10.10. Ecnn B TeyeHue rofa B YUpeXkgeHUM BO3HUKAKOT HOBble [OKYMEHTWPOBaHHbIE
y4acTKu paboTbl, Ha HUX (POPMUPYIOTCHA COOTBETCTBYIOLLME AeNa, OHN AOMOSIHUTENIbHO BHOCATCA B
HOMeHKnaTypy. [ind BHOBb 3aBOAMMbIX fAefl B KaXAOM pa3fene HOMEHKIATYpbl OCTaBNAKTCA
pe3epBHble HOMEpA.

Mo OKOHYaHUW roda B KOHLe HOMeHKNaTypbl fen AenaeTca UTOorosas 3anucb 0 KoNn4yecTse
3aBefleHHbIX gen (ToMoB).

10.11. Pa3 B nATb /IeT HOMEHK/ATypa Aen YUpexAeHWs COrnacoBblBAETCA C 3KCMepTHO-
npoBepoyHolr Komuccuel (ganee - 3MK) MuHUcTepcTBa Ky/nbTypbl U [YXOBHOFO pPa3BMTUA
Pecny6nmkun Caxa (AkyTust). B cnyyae KOPeHHOro U3MeHeHUs PYHKUMIA 1 CTPYKTYpPbl YUpexaeHus
OHa MOAMEXWUT MepecocTaB/iEHNIO, COr/acoBaHUIO M YTBEPXAEHUIO He3aBMCUMMO OT CpoKa ee
corniacoBaHums.

10.12. CTpyKTypHble nofpasfeneHns exerogHo, He nosgHee 15 HoAGpA Tekylero roga
paspabaTbiBalOT MNPOEKT HOMEHKMaTypbl [en CBOEro noapasfeneHnss Ha Cchnefytowuii  rog.
HoMeHKnatypa fAen CTPYKTYpPHOro mnoApasfieNeHns COoCTaBNsAeTCA /IMLOM, OTBETCTBEHHbIM 3a
BeJieHVe [Lenonpon3BOACTBa CTPYKTYPHOro nojpasfeneHns, cornacoBbiBaeTca WM MOAMUCHIBAETCA
PYKOBOAUTENEM CTPYKTYPHOrO MoApasfenieHns v npeacraBnsercs paboTHUKY, OTBETCTBEHHOMY 3a
opraHusauuio [LenonpousBOACTBA U apXuWBHOe pfeno B YupexzaeHun. OTBETCTBEHHOCTb 3a
OpraHu3auuio CBOEBPEMEHHOr0 COCTaB/ieHUs HOMEHKATypbl [eN BO3/araeTca Ha pyKoBoauTenel
CTPYKTYPHbIX NOApa3aeneHuil.

11. dopmupoBaHme 1 ohopMIeHNE fen

11.1. ®opmupoBaHune gen - rpynnuposka NCNONHEHHbIX JOKYMEHTOB B [lef1la B COOTBETCTBUN
C HOMEHK/aTypol Aen u cuctematumsauns 4OKYMeHTOB BHYTPU fena.

11.2. Homep fena, B KOTOpPOe [O/KEH ObITb MOAWMT AOKYMEHT, ONpefenseT HayalbHUK
CTPYKTYPHOro noapasfeneHns YUpexzaeHus uam UCNonHUTelb B COOTBETCTBMU C HOMEHKIATYpOi
fen. Ha [JoKymeHTe npocTaBnsaTca oTMeTKa «B geno Neo...», MOAMWCb WCMOMHUTENA WK
HayanbHUKa CTPYKTYpPHOro nogpasgeneHvs, garta. [OKymMeHTbl BHYTPW fAefna pacnofaralotcd B
XPOHO/IOMMYECKOM NoCnes0BaTeIbHOCTY.

11.3. MNpu opMmpoBaHUN [en Heobxoaumo cobnfaTh cregyrowme oblme npasuna:
nomMewiaTb B [ef0 TO/IbKO WCMOMHEeHHbIE JOKYMEHTbl B COOTBETCTBMM C 3aro/sioBKamwu fen no
HOMEHK/aType;, rpynnupoBaTb B [eN0 [LOKYMEHTbl OHOIO KaJieHAapHOro roga; pasfenbHo
rpynnuposatb B fena 4OKYMeHTbl MOCTOAHHOI0 U BPeMEHHOr0 CPOKOB XpaHeHus; nomeLLath B Aena



38

Kcepokonuu (pakcoBs, TefiehOHOrpamMm Ha 0OLLMX OCHOBAHWAX; B [0 He LO/DKHbI MOMeLLaThes
[LOKYMEHTbI, MOAJIeXalLlne BO3BPaTY, NLLHUE 3K3eMNAPbl, YePHOBUKM: M0 06bEMY [1e/10 He LO/HKHO
npesbiwaTtb 250 nuctoB uam 4 cm. Mpu HannuuKM B fefie HECKONbKMX TOMOB (4acTeld) MHAEKC W
3aro/lI0BOK /ieNia NPOCTaBNAOTCA Ha KaXAOM TOMe C J06aBNEHVEM «TOM 1», «TOM 2» (NOCNefHuiA).

11.4. PacnopsaanTefibHble JOKYMEHThLI TPYNNMPYOTCA B Aefa No BMAAM B XPOHO/IOrMYECKOM
NMopsifKe C OTHOCALLUMUCA K HAM NPUIOXKEHNAMMU.

YcTaBbl, MOMOXEeHWUA, WHCTPYKUWUWN, YTBEPXAEHHble pacrnopaauTeNbHbIMU LOKYMeHTaMu,
ABNAOTCA MPUNOXEHNAMU K HAM U TPYNNUPYIOTCA BMECTE C YKa3aHHbIMW JOKyMeHTamu. Ecnn ke
OHVW YTBEepPXAeHbl B KayecTBe CaMOCTOATENbHOINO [OKYMeHTa, TO WX TrpynnupyroT B
CaMOCTOSITe/IbHbIE Aena.

MpriKa3bl N0 OCHOBHOMN AeATeNbHOCTW FPYMNNUPYIOTCH OTAENbHO OT NPUKA30B MO IMYHOMY
cocTaBy.

MprKasbl N0 NMYHOMY COCTaBY FPynNNMPYOTCA B ena B COOTBETCTBUN C YCTAHOB/IEHHbLIMU
CPOKaMu NX XpaHeHus.

[MpoTOKONbI B fieNe pacnonaraoTca B XPOHONOITMYecKoM nopsaake no Homepam. JOKYMeHTbI
K MpOoTOKO/MaM, CrpynnupoBaHHble B OTAeflbHble [efa, CUCTeMaTU3MpyrtoTca Mo HOMepam
MPOTOKO/10B.

YTBepXKeHHbIe NMaHbl, 0TYeTbl, CMETbI, IMMUTLI, TUTY/IbHbIE CMIUCKU U ApYTUe LOKYMEHThI
rPynnupytoTca OTAENbHO OT NMPOEKTOB.

[OKYMeHTbI B IMYHbLIX Aefiax pacrnonaralTcs no Mepe ux nocTynieHus.

MMepenucka rpynnupyeTca B paMKax OLHOr0 KaleHZapHOro roga v cuctemaTusvMpyetcs B
XPOHONIOrMYECKO NOCNef0BaTeIbHOCTU: AOKYMEHT - 3arpoc - [OKYMEHT - OTBET.

11.5. lena YupexxgeHus nognexar opopMIeHUIO Npu UX 3aBefeHnn 1 No 3aBePLUEHNN rofa.
OdopmneHmne fena- NOAroToBKa fena K XpaHeHUHo BK/OYaeT B ce651 KOMMNIEKC paboT Nno onmncaHuto
fena Ha 0010XKe, MNOALIMBKe, HyMepauuu IMCTOB W COCTaBNEHUIO 3aBEPUTENbHON HaAnucu.
OdhopmneHmne fen NpoBOAUTCA pabOTHUKAMU CTPYKTYPHbIX MOAPa3LeNeHNiA YupexaeHus.

11.6. B 3aBMCUMOCTU OT CPOKOB XpaHeHWs MPOBOAUTCA NOMHOe UM YaCTUYHOE OPOpPMIIEHNE
aen.

MonHoMy OMopM/IEHMIO NoAexaT fena MOCTOSAHHOro, BpeMeHHoro (csbiwe 10 ner)
XpaHeHus (Mo NIMYHOMY COCTaBY, IMUHbIe Aefla YyBOMIEHHbIX pab0THUKOB). Mo/IHOe ohopmMneHue fena
npeLycMaTpuBaEeT:

- MOALUMBKY WK TBEPAbIA NepenneT gena;

- HyMmepaLuIo NNCTOB B [efe;

- COCTaB/IEHME NINCTa-3aBEPUTENS;

- cocTaBfieHne B 0COObIX cnyyasax (Mpy OPOPMIEHUN NNYHLIX Aen, AnA y4veTa 0C060 LeHHbIX
[AOKYMEHTOB) BHYTPEHHE ONUCK JOKYMEHTOB Aena;

- BHECEHMEe HeOOXOAMMbIX YTOYHEHWIn B PeKBU3UTbI 00NOXKM pAena (YTOYHeHMe Has3BaHus
noAapasfeneHns, NHAEKCa 1 3arofioBKa fiena, Aartbl fena n ap.).

11.7. Oena BpemeHHoOro (go 10 neT BKAKOYMTENbHO) XpaHeHWs MOoAseXaT 4YacTUYHOMY
othopmMneHuto. JonyckaeTca:

- XpaHuTb Aefia B CKOPOCLUMBATENAX;

- He NPOBOAWTL MepecucTemMaTn3aLnio JOKYMEHTOB B [iefie;
- JINCTbI iena He HymMepoBarTb;

- 3aBepuTesibHble HAAMNUCU He COCTaB/ATD.

11.8 [loKyMeHTbI, nof/exatime nosHOMy ohopMIEHUNIO, MOALINBAIOT HA YeTbIpe NPOoKona B
TBEPAYIO 00M10XKY U3 KapTOHa WM NepensieTalnTcs C YY4eTOM BO3MOXHOCTU CBOOOLHOIO YTEHUSA
TeKCTa BCeX AOKYMEHTOB, [aT, BU3 W Pe3oniouuidi Ha HuX. [pu NOArOTOBKe Aen K NOALIMBKe
(nepennety) meTannuyeckue CcKpensieHns (CKOObl, CKPenku) U3 AOKYMEHTOB yaanstotcd. [ena
MOCTOAHHOIO XpaHeHWs, COCTOALLME U3 HePOPMATHbIX JOKYMEHTOB, XPaHATCS B 3aKPbITbIX TBEPAbIX
nankax c Tpems KfianaHamu 1 ¢ 3aBsi3Kamu.

Mpy Hanuuum B fene HeBOCTPeBOBAHHbLIX /IMYHBLIX AOKYMEHTOB (TPYLOBbIX KHUXKEK WU Ap.)
3TN [JOKYMEHTbI BK/1aAbIBAlOTCS B KOHBEPT, KOTOPbIA 3aTeM NOALUMBAETCA B 3TO Aef0. Mpy Hannuum
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60/1bLLIOr0 KONNYECTBA TAKMUX [OKYMEHTOB OHM MOTYT U3bIMaTbCs U3 A€/, U Ha HUX COCTaBMsSeTCA
OT/Ae/IbHast Onuch.

B KOHLe KaX40ro gena NoAwmMBatTCa YACTble 6naHKM hopm ANs 3aBepUTENbHON HafNUCK.

119. B uensax o6ecneyeHns COXPaHHOCTM W 3aKpensieHus MopsafKa pacnosiokeHus
[LOKYMEHTOB, BK/IKOUEHHbIX B [0, BCE JINCTbl, KPOMe 3aBEPUTENIbHOr0, HyMepyroTCcs apabckmumm
undpamm B NpPaBOM BEPXHeM Yriay, He 3a/eBas TeKCTa [OKYMEHTa, MNPOCTbIM rpaguyeckmum
KapaHZalloM UM HymMepaTopoM. YNoTpebneHne YepHWUA M LBETHbIX KapaHjalleid ans Hymepaumm
NINCTOB 3anpeLiaeTcs. BHYTPeHHAS ONMUCb UMeeT CaMOCTOATE/IbHYHO HYMepaLmIo.

NncTtel gen, coCToAWMX U3 HECKONIbKMX TOMOB W/IN YacTeil, HYMepyTCs N0 KaX4oMy TOMY
WU YacTW OTAENbHO.

doTorpaduu, uYepTexu, AuarpaMMbl W Apyrue WANOCTPATUBHbIE U cneuuduyeckme
AOKYMEHTbI, NPeACTaBsAoLLNE CAMOCTOATEIbHbIA NUCT B efie, HYMepyrTca Ha 060POTHON CTOPOHE
B /IeBOM BEPXHEM YrIy.

CNOXeHHbIA NUCT pa3BopaymBaeTCa U HyMepyeTcs B MPaBOM BepXHeM yray. Mpu aTom auct
no6oro ¢opmata, NOAWMTBLIA 3a OLMH Kpai, HyMepyeTCH Kak OfLWH JINCT; JINCT, CMOXEHHbIN W
NOALLUNTBIN 3a cepesnHy, MOLNEXUT NepeLlrBKe U HYMepYeTCs Kak OLWH JIACT.

MoAwnTble B fen0 KOHBEPTbLI C B/IOXEHUAMU HYMEPYIOTCS; MPU 3TOM BHavane HymepyeTcs
KOHBEPT, a 3aTeM oYepeHbIM HOMEPOM KaXKJ0e B/IOXEHWE B KOHBEPTE.

MofwnTble B AeN0 AOKYMEHTbl C COGCTBEHHON Hymepauuein NUCTOB (BKIOYasA MevaTHble
n3LaHns) MOryT HymMepoBaTbCs B 0OLLEM MOPALKE NN COXPaHATb COOCTBEHHYIO HYMepaLmIo, ecnu
OHa COOTBETCTBYET MOPAAKOBOMY PacrofioXeHUo TNCTOB B Jefe.

B cnyvaax o6HapyXeHust 60/bIOT0 4ucna OWnboK B Hymepauuu NUCTOB fena B
[leN1oNpon3BOACTBE NMPOBOAMTCA MX NepeHymMepaums. Ipu nepeHymepaumm NUCTOB CTapble HOMepa
3a4epKMBatOTCA OAHON HAK/OHHON YepTOil U psAOM CTaBUTCS HOBbLIA HOMEP NIMCTA; B KOHLE Aena
COCTaB/IIETCA HOBas 3aBepuTeNbHas HaAMUCb, NpPWM 3TOM CTapas 3aBepuTeNbHas HaAMUChb
3a4epKMBaeTCA, HO COXpaHaeTCs B Jefe.

11.10. Ans yyeTa KO/IMYeCTBa /IMCTOB B Jefie U puKcaumMm 0COBEHHOCTEN UX Hymepauuu
COCTaB/ISIETCA 3aBepuTeNibHas Haanucb fena. OHa COCTAaBNAETCA B [efle Ha OTAe/lbHOM JiuCTe -
3aBepuTene fena. 3aBepuTenbHas Ha4NUCb COCTaBNSETCA NO YCTaHOBIEHHON (hopMe.

Bce nocnepyrolwive W3MeHEHUs B COCTaBe M COCTOAHUM pena (MOBpeXAeHus, 3ameHa
MOL/IMHHBIX [OKYMEHTOB KOMUAMW, MPUCOEANHEHME HOBbIX LOKYMEHTOB W T. [.) OTMeuarTcs B
3aBepUTENbHOM HAAMUCKU CO CCbIIKO Ha COOTBETCTBYHOLLUMNIA aKT.

11.11. O6noxXkKa fen NoCTOAHHOro, BPpeMeHHOro (cebiwe 10 neT) XpaHeHUs U N0 NYHOMY
COCTaBy O(hopM/IAETCS NO YCTAHOBNEHHOW hopme (NpunoxkeHune No 11).

Ha o006noXke [en MOCTOSHHOIO XpaHeHUs BBepxXy MpefycMaTpuBaeTca MecTo A4S
HauMeHOBaHWsA TOCYAapCTBEHHOrO apxuBa, B KOTOPbLIA OHM OyAyT nepefaHbl, & TakXKe apXMBHOIO
LMpa B NPaBOM BEPXHEM W JIEBOM HUXKHEM Yr/iax.

Mpn oopMNeHUN 0BNOXKKN Aefl HAUMEHOBaHWE YUpeXxAeHUs YKa3blBaeTCs NONHOCTHLIO N0
yCTaBy, B UMEHUTE/IbHOM MajieXxe, COKpPaLLeHHOe Ha3BaHWe - B CKOOKax.

O6#A3aTeNnbHBIMU PEKBU3UTAMU 06/10XKKY [lena ABNSETCA YKa3aH1e KONMYecTsa IMCTOB B fefle,
KOTOpOE NPOCTaBNSeTCA Ha OCHOBAHWUM 3aBEPUTE/IbHON HAAMWUCK fena, Y CpoKa XpaHeHus gena (Ha
Aenax MOCTOSHHOIO XpaHeHWs MULIETCS: «XPaHWTb MOCTOSIHHO»), KOTOPbIA MEePeHOCMTCA Ha
06/10XKY Aief1a U3 HOMEHKNATYpbl MOC/e CBEPKM ero rno CPoKaM XpaHeHWs B MepeyHe.

11.12. Ans y4eTa AOKYMEHTOB ONpefAeneHHbIX KaTeropuini gen nocToSHHOIO Y BPEMEHHOTO
(cBbiwe 10 neT) XpaHeHWUs, y4eT KOTOPbIX BbI3bIBAETCA CMELUMUKONA AaHHOW AOKYMeHTauuu
(nnuHble gena, 0co60 LEHHbIE), COCTaBNACTCH BHYTPEHHAS OMUCH LOKYMEHTOB Jena.

BHYTpeHHI0I0 onncb HeOOXOAMMO TakKXe COCTaBNATb B [ienax NOCTOAHHOrO U BPEMEHHOro
(cBbiwe 10 net) XpaHeHUs, CHOPMMPOBAHHLIX MO PasHOBUAHOCTAM [OKYMEHTOB, 3aro/ioBKU
KOTOPbIX HE PaCKpPbIBAOT KOHKPETHOE COZepXKaHne JOKYMEHTOB.

BHYTpeHHAA oOnucb COCTaBNsAeTCA Ha OTAeNbHOM JIMCTe MO YCTaHOB/IEHHOW (opme
(npunoxkeHune Ne 12), KOoTopas COLEPXKMUT CBEAEHMUA O NOPSALKOBLIX HOMepax LOKYMEHTOB fefa, Ux
NHAeKcax, farax, 3arofioBkax u Homepax /IMCTOB Aena, Ha KOTOPbIX PacrosioXeH KaXabl JOKYMEHT.
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K BHYTpeHHEel onucu fiena cocTaBNseTCS UTOroBas 3anuch, B KOTOPOU YKa3biBaeTcs Ludpamu
VM NPOMUCHLI0 KOMIMYECTBO BK/OUYEHHbIX B HEE [JOKYMEHTOB M KONMYECTBO IMCTOB BHYTPEHHE OnicK.

BHYTpeHHAS OMMCb MOAMNMCLIBAETCA €€ COCTaBUTENEM C YKasaHWeM [LO/MKHOCTW, MOAMNUCHK,
pacLwnpoBKN MOAMNMUCU N HYMEPYETCS B ieNie OTAE/bHO.

12. OpraHusauus onepaTtUBHONo XpaHeHUs JOKYMEHTOB
12.1. C moMeHTa 3aBefleHNa U [0 Nnepefadn fen B apxXvB YupexzaeHusa fena XpaHATca no
MecCTy UX (hOPMUPOBAHUSA - B CTPYKTYPHBIX NOAPa3LeNeHUnsaX.
PyKoBOAWTENN  CTPYKTYPHbIX  MofpasfeneHuii 1 paboTHUKM,  OTBevawlme  3a
[,enonpon3BoLCTBO, 06513aHbl 06ecneynBaTh COXPaHHOCTb JOKYMEHTOB U [en.

C uenblo MOBbIWEHUA O0nepaTMBHOCTM MOMCKA [AOKYMEHTOB fefnia pacronaratoTcd B
COOTBETCTBUN C HOMeHKﬂaTyDOVI aen.

Ha KopeLukax 06/10)KeK AeN YKa3blBalOTCA UHAEKCHI AeN Mo HOMeHKnartype.

K LloKymMeHTaM BPeMEHHOr0 XpaHeHUs OTHOCATCS LOKYMEHTbI CO CPOKOM XpaHeHUs He 6onee
10 neT 1 xpaHATCA N0 MeCTy UX POPMUPOBaHUSA B CTPYKTYPHbIX NofpasseneHusx. Jena BpeMeHHoro
(o 10 neT BKMOUUTENbHO) XPaHeHWUs B apxmB He MNepefarTcAd W MOANeXaT YHUUTOXEHUIO B
yCTaHOB/IEHHOM MOpPAAKe.

3aBepLUEeHHble fena NOCTOAHHOIO M LONTOBpPeMeHHOro (CBbiwe 10 f1eT) CPOKOB XpaHeHus
XpaHATCA N0 MeCTy UX POPMUPOBAHUA B TEYEeHWE ABYX /IeT, a 3aTeM CAAI0TCA B apXMB YUpeXkaeHus.

[ena BpemMeHHOro CpokKa XpaHeHWs XpaHATCA N0 MeCTy WX (DOPMUPOBaHUSA B TeYeHue
YCTaHOB/IEHHbIX HOMEHKNATYPOI [ie/N1 CPOKOB.

12.2. \3bATME JOKYMEHTOB U3 Aie/1 MOCTOAHHOI0 XpaHeHNs A0MYCKaeTCsa B UCKNHOUNTENbHbBIX
cny4yaax, Mo 3anpocaM KOMMETEHTHbIX OpPraHoB M MPOU3BOAMTCA C MUCbMEHHOrO paspeLueHus
PYKOBOAMTENS YUpexeHWs C OCTaB/leHMEM B fJefle 3aBEPEHHON KOMWUU [OKYMEHTa W akta o
NnpuynHaxX Bblgayu NoAINHHUKA.

12.3. CamocTosiTe/IbHOE YHUYTOXEeHWe [OKYMEHTOB B CTPYKTYPHbIX MoApa3feneHunsax
YupexzeHua 3anpeLlaeTtcs.

12.4. PabOTHUKW CTPYKTYPHbIX MoApasfeneHnii HecyT OTBETCTBEHHOCTb 3a COXPAHHOCTb
MOCTYNMBLUNX K HUM LOKYMEHTOB M aKKypaTHOe 06paLLeHne C HUMW.

13. 3OKcnepTursa LUeHHOCTU JOKYMEHTOB

13.1. SKcnepTum3a LEHHOCTU AOKYMEHTOB - MU3Yy4YeHNe JOKYMEHTOB Ha OCHOBaHUW KpUTepunes
NX LLEHHOCTU B LieNsiX ONpefenieHns CPOKOB XpPaHeHUs JOKYMEHTOB 1 0T6Opa UX Ha rOCyAapCTBEHHOE
XpaHeHue.

13.2. OKcnepTu3a LEHHOCTUM [LOKYMEHTOB B YUpex[eHUWM Ha CcTagum Aenonpou3BOACTBa
npoBOANTCA:

Mpy COCTaBMIEHUM HOMEHKNaTypbl [en; B Mpouecce (HOPMUPOBAHUA [efl U MPOBEPKM
npaBnIbHOCTN OTHECEHWNA LOKYMEHTOB K [iefiaM; Npu NoAroToBKe Aef K NOC/eAyoLLeMy XpaHeH!o;
B apXu1Be B npoLiecce NOAroToBKN Ha rocyapCTBeHHOe XpaHeHue.

13.3. Ana nposegeHUs 3KCNepTusbl LLEHHOCTW [AOKYMEHTOB B YUpexAeHUW CO3LaeTca
LleHTpanbHas aKcnepTHas Komucensa (ganee - LISK).

13.4. dyHKuun 1 npasa LI3K, a Takxxe opraHusauns ee paboTbl OnpeaenseTcs Nof0KeHNEM,
KOTOPOE YTBEepPXKAaeTCca PyKOBOAUTENEM YUpexAeHUs.

13.5. Okcneptv3a LEHHOCTM [OKYMEHTOB MOCTOAHHOIO W BPEMEHHOro XpaHeHus
OCYLLIECTB/IAETCA €XerogHo B CTPYKTYPHbIX NOApasAeNieHnax YupexaeHus HenocpeacTBeHHO
nvuamn, OTBETCTBEHHbIMW 3a [enonpous3BOACTBO, COBMeCTHO C LIOK npw HenocpefCTBEHHOM
MeTOANYEeCKOM PYKOBO/CTBE apXu1Ba YUpexkaeHus.

13.6. OT60p [AOKYMEHTOB [N51 MOCTOSHHOIO XpaHeHWUs MNPOBOAMTCA B COOTBETCTBUM C
HOMEHKNaTypor fAen YupexieHus, TUMOBbIMU W BeLOMCTBEHHbIMW MEPeyYHsMU [OKYMEHTOB C
YyKa3aHWeM CPOKOB MX XpaHEHUA NyTEM MOCTPAHMYHOI0 NPOCMOTpa Aen.

B fenax NoCTOAHHOro XpaHeHUs NOAMNeXaT U3bATUI0 AyONeTHbIE 3K3EMMNIAPb! LOKYMEHTOB,
YEpPHOBUKMN, HEO(hOPM/IEHHbIE KOMWUMN LOKYMEHTOB U He OTHOCALLMECA K HUM LOKYMEHTbI.
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[ena ¢ otmeTkon «3MK»/«3K» noasepratoTca Takke MOANCTHOMY MPOCMOTPY C LE/bHo
onpeAeneHusa U BblAeNeHNs U3 UX cocTaBa LOKYMEHTOB, MOAMEXALLNX MOCTOAHHOMY XpaHeHWUIo.
Jena ¢ oTmeTKoin «3MK»/«3K», cogepxalimve LOKYMEHTbl MOCTOSHHOIO XpaHeHus, nognexar
nepeopmnpoBaHnio. BblfeneHHble U3 MX CcoCTaBa [OKYMEHTbl MOCTOAHHOrO XpaHeHus
NPUCOEANHAIOTCA K OLHOPOAHbIM Jenam 1 OPOpPMASITCA B CaMOCTOATeNbHble aena. Cpoku
XpaHeHusa Aen, cofepXKalmx OoCTaBLUMecH LOKYMEHTbl BPEMEHHOr0 XpaHeHWs, onpeaensdtoTca Mo
BeJOMCTBEHHOMY (M TMNOBOMY) MepeyHd AOKYMEHTOB C YKa3aHMem CPOKOB WX XpaHeHus Wu
HOMeHKnatype pgen. [loAwmMBKa BHOBb CHOPMUPOBAHHBLIX AeNn MNPOU3BOAWUTCA TONbKO rocne
3aBepLUeHNs 3KCnepTU3bl LLeHHOCTU AOKYMEHTOB.

O[LHOBPEMEHHO C OTOOPOM [OKYMEHTOB MOCTOAHHOINO W BpeMeHHoro (cbiwe 10 fieT)
XpaHeHna Ana nepefayy B apXuB B CTPYKTYPHbIX MOAPa3fenieHnsax npoBoauTca OT6op Aen u
AOKYMEHTOB BpeMeHHOro (g0 10 neT) XpaHeHus, NoAiexalux AanbHenlleMy XpaHeHUo B
CTPYKTYPHbIX MNOApasfeneHusx, BblAeNeHNne K YHWYTOXEHWUIO [en 3a npeablaylive rofbl C
NCTEKLWIMMW CpOKaMu XpaHeHus. [py 3TOM Y4uMTbIBAOTCA OTMETKM B HOMeHKnatype fen «/[o
MWUHOBaHWA HagobHocTu» (AMH), «[Mpu ycnoBux 3aBepLUEHNS NPOBEPKN (PEBU3NN)» K T. M.

MapannenbHO NPOBepPsSeTCA KayecTBO M MOMHOTa [AeiCTBYIOWEA HOMEHKNaTypbl [en
YnpasneHus, nNpaBUIbHOCTb ONPefeneHns CPOKOB XpaHeHUs fen, 3aBefeHHbIX B COOTBETCTBUMU C
HOMeHKNaTypoli fgen, Cco6NIOfLeHNe YCTAaHOB/IEHHOrO nNopsgka O(OpPMIEeHUs [OKYMEHTOB W
(hopMmMpoBaHUA gen.

13.7. ApxuB TMpPOBOAWUT 3KCMEPTM3Y LIEHHOCTU [JOKYMEHTOB MNpuM OTO6Ope WX Ha
rocyfapCTBeHHOE  XpaHeHue  Nof  HemnocpeAcTBeHHbIM  METOAWYECKMM  PYKOBOLCTBOM
MYHMUMNAbHOTO apXxmBa cybbekTa Poccuiickoin degepaumn.

13.8. B cnyyae 06HapyeHWUa B NpoLecce NpPoBeLeHNA 3KCNepTU3bl LEHHOCTU JOKYMEHTOB B
apxmBe HefoCTaynM [OKYMEHTOB MOCTOAHHOrO XpaHeHWs COOTBETCTBYHOLMMWU CTPYKTYPHbLIMU
noApasfeneHnaMm YupexxaeHnusa 40/MKHbI ObITb NPUHATLI MePbI MO PO3bICKY 3TUX AOKYMEHTOB.

CTpyKTypHble MOApasfefieHns  YupexzieHusa 006d3aHbl CUCTEMaTMYeCKM OMUCbIBaTb
[OOKYMEHTbI MO /IMYHOMY COCTaBy M [OKYMEHTbl BPEMEHHOro XxpaHeHus (csbiwe 10 nerT),
obecneymBaTb X COXPaHHOCTb U YYeT.

13.9. Ha Bce 3aBepLUeHHble 4e10npon3BOLCTBOM Aefia MOCTOSAHHOro, BpeMeHHOro (cBblitle 10
NeT) XpaHeHUs W Mo SIMYHOMY COCTaBy, NpOLUefLINe SKCMEepPTU3y LEHHOCTU U OOPMEHHbIE B
COOTBETCTBMU C HaCTOALWMMU TPebOBaHWUAMU, E€XErofHo COCTaBnATCA onucu fen. OThenbHas
onucb fen npeacTaBnseT coOOW nepeyveHb [efl C CaMOCTOATE/IbHOW BaoBON (NOPSAKOBOWA)
HyMmepauwen.

Onwucum cocTaBNATCA OTAENbHO Ha fieNa NOCTOAHHOI0 XpaHeHwus, fena BPeMeHHOro (CBblLle
10 neT) XpaHeHus, fena rno IMYHOMY coctaBy (NpunoxxkeHnsa Nel3-15).

Onucy gen cocTaBNAKTCA B K&KAOM CTPYKTYPHOM NoApasfesieHnn YupexkaeHus exxerogHo
B ABYX 3K3emnnspax. 1o aTuM onucam nogpasfenieHns caatoT LOKYMEHTbI B apXUB YUpexxaeHus.

MMpn HanMumMm B CTPYKTYPHbLIX MOAPa3feNeHnaX HEOMUCaHHbIX Aen 3a HEeCcKO/bKO NeT Mo
COrn1acoBaHM0 C OTBETCTBEHHbLIM 3a apXMB YUpeXXAeHWs HUX MOXET COCTaBATbLCA OfHAa OMnuchb
(BHYTpM >Ke p[ena pacnofiaraloTcd MO rofgam ux 3asefeHuns). Onucu  [en  CTPYKTYPHbIX
nojpasfeneHnin cocTaBNATCA N0 YCTaHOBEHHON hopme (NpunoxeHue Nel6) n npefcTaBNAOTCA B
apxuB YupexzeHusa vepes 4Ba rofa rnocse 3aBepLueHuns fen B genonpomssosctse. OTBETCTBEHHOCTb
3a CBOEBPEMEHHOE 1 KayeCTBEHHOE COCTaB/eHMe ONUCE Aen CTPYKTYPHbIX NOApasAeneHunin HecyT
PYKOBOAMTENN 3TUX NOAPA3LeNeHNA.

13.10. Nepef BHeCceHNeM 3aro/I0BKOB [e/ B OMUCU NPOBEPAIOTCA KA4eCTBO POPMUPOBAHMUSA 1
0(hOpMNEHNA fefl, COOTBETCTBME KOMMYECTBa e/, BHOCUMbIX B OMWUCb, KOIMYECTBY 3aBefeHHbIX fen
Mo HOMeHKNaType YupexxaeHus.

Mpwn NnpocmoTpe Aen NPOoBEPAKTCA: COOTBETCTBME 3aro/ioBKa fena CoAepXaHuo JOKYMEHTOB
B [iefie; NpaBUIbHOCTb OPOPMIEHUSA U TPYNMUPOBKYA SOKYMEHTOB, BK/THOUYEHHbIX B [€N10; Ka4ecTBo
NnoALIMBKA WX Nepenneta Aena, NpaBWIbHOCTb Hymepauuu NUCTOB Aena; Hanvyve B Jene B
He0bX0AMMbIX CNyYasx BHYTPEHHeW onucK; NpaBuibHOCTb OPOPMAEHUS 0610XKKN Aena; Hanmume v
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NpaBUNbHOCTb 3aBepUTE/IbLHOW HagnNucK aena. B cnyyae o6HapyXXeHUs HapyLUeHUs YCTaHOB/IEHHbIX
npasun GopmMmnpoBaHns 1 0POPMNEHNSA Sefl OHU AO/MKHBI ObITb YCTPaHEHBI.

B cnyuae 06Hapy>XeHUs OTCYTCTBUA e, YACNALWMXCA N0 HOMEHKNAType Aen YupexaeHus,
CTPYKTYPHbIM MOApa3feNieHneM MNPUHMMAKOTCA Mepbl N0 UX po3bicKy. OB6Hapy>XeHHble fena
BK/IIOYAKOTCA B ONUCb. ECNM NPUHATLIE Mepbl He fanv pe3ynbTaToB, TO HA HeOOHapyXeHHble fena
COCTaB/IAETCA CNpaBka O MpPUYMHAX OTCYTCTBUA [efl, KOTopasa MOAMUCLIBAETCA PYKOBOAWUTENEM
CTPYKTYPHOro noApasfeneHns 1 nepefaeTca BMeCTe C ONUCbIO Aefl CTPYKTYPHOro noApasjefieHuns B
BEJOMCTBEHHbIV apxuB.

13.11. OnucatenbHasa CTaTbsl OMUCK €N CTPYKTYPHOro nofpasfeneHns BKAKOYaeT B cebs
crefytoLme aneMeHTbl (rpadbl): NOPALKOBLIA HOMeP Aena no onucK; UHAEKC Aena; 3aro/foBoK Aena
(Toma, yacTu), NONHOCTbIO COOTBETCTBYIOLLMIA €ro 3aro/IoBKy Ha 06/10XKe fena; aaTa gena (Toma,
4yacTW); CPOK XpaHeHus aena (Toma, 4acTun); KOIMYeCTBO IMCTOB B fene (ToOMe, YacTun); NpuMedaHue.

Mpy cocTaBneHnn onuncu aen cobnobarTes cregytowmne TpeboBaHus:

- 3aro/fiIoBKM Aen B ONUCK LOJIXHbI COOTBETCTBOBATL 3ar0/10BKaM [efl B HOMeHKaType fen v
TOMY, YTO BbIHECEHO Ha 06/10)KKY, B COOTBETCTBUM C MPUHATOM CXEMOI CUCTEMAaTM3aLNK;

- KaXkgoe [ieq10 BHOCUTCA B OMMUCh NOJ CaMOCTOATeIbHbIM NOPSAAKOBLIM HOMepoM. Ecnv feno
COCTOMT U3 ABYX W 60/ee YacTeid MAM TOMOB, TO KaXKaas 4acTb WM TOM BHOCUTCSA B OMUCb MOf
CaMOCTOATE/IbHbIM HOMEPOM.

13.12. 'padhbl ONMCKU 3aNONHAKTCA B TOYHOM COOTBETCTBUW C TEMU CBEAEHUAMMU, KOTOpble
BbIHECEHbI Ha 06/10XKKY fena.

13.13. Tllpwn BHeceHUM B ONUCb NoApsAL [fen C OAMHAaKOBbIMW 3arofioBKaMy MULLETCA
MOMIHOCTbLIO 3aro/I0BOK NEepBOro fena, a Bce OCTa/ibHble OLHOPOAHbIE fena 0603Ha4alTCA CNnoBaMm
«TO Xe», Npu 3TOM Apyrue CBefleHUs O Aenax BHOCATCA B ONUCb MOMHOCTHIO (HA KaXX4OM HOBOM
NNCTE ONKCK 3aroN0BOK BOCNPON3BOANTCA MOSHOCTbLIO).

13.14. Tpaa onucu «MpumeyaHue» WCNONb3YETCA AN OTMETOK O npueme faen, 06
0COBEHHOCTAX MX (PU3NYECKOr0o COCTOAHUA, 0 Nepeaaye fen ApYruM CTPYKTYPHbIM NoApasieneHnsam
CO CCbI/IKOV Ha HEOOXOAMMbIV aKT, 0 HAIMUYUK KOMUIA 1 T. A,

13.15. B KoOHUe onucu BCnef 3a MocnefHeil onucaTeNbHOW CTaTbel AenaeTcs UTOroBas
3anuncb, B KOTOPOi yKa3biBaeTcs (LudpamMm v NPONMUCHI0) KOIMYECTBO AeN, YNCAALWMUXCS N0 ONUCH,
nepsbli 1 NOCNEAHNIA HOMepa Aefl MO OMUCK, a TakXKe 0roBapuBaroTCs 0COBEHHOCTU HyMepaLmmn e
B onucy (NUTepHble HOMepa Aen 1 NPonyLieHHbIe HOMepa).

13.16. Onucb [en CTPYKTYPHOro nogpasgefieHMss MNOAMUCLIBAETCA PYKOBOAUTENEM
CTPYKTYPHOrO nogpasfeneHus.

Onucy CTPYKTYPHbIX MNOAPa3fLeNieHNniA cnyXaT OCHOBOI A5 COCTaB/IeHUA rof0BOro pasfena
OnucKn fien YupexaeHus, NpeancnoBus, TUTYNIbHOTO INCTa, NOArOTOBKA KOTOPOro BO3NnaraeTca Ha
apXxuB YupexaeHus.

13.17. Tlo pesynbTatam 3KCMepTU3bl LEHHOCTM [AOKYMEHTOB COCTaBNAKTCA OMUCK Aen
MOCTOSHHOI0, BPEMEHHOro (CBbie 10 neT) XpaHeHWs M MO SIMYHOMY COCTaBy, a TakKXe aKTbl O
BblAeNIeHUN [ieN1 K YHUUTOXEHMIO.

13.18. AKT 0 BbIi€NEHNUM K YHUUTOXEHUIO JOKYMEHTOB COCTaB/AeTCA, Kak npasnno, Ha gena
BCEro YupexgeHus. Ecnm B akTe ykasaHbl fena HECKOSIbKUX CTPYKTYPHbIX MoApasfeneHuii, To
Ha3BaHMe KaXJoro CTPYKTYPHOro MoApasfefieHns yKasblBaeTca nepes rpynnown 3arofioBKOB [en
3TOro nofpasfeneHns. 3arofioBKU OLHOPOLHbIX e, 0TOOPaHHbIX A1 YHUUTOXEHUS, BHOCATCS B
aKT Mo 0OLMM 3arofloBKOM C yKasaHWeM KOMMYeCTBa feN, OTHECEHHbIX K JaHHOR rpynne. Jena
BK/IIOYAIOTCA B aKT O BbIAENEHWN UX K YHUYTOXEHWUIO, eCNu MPeLyCMOTPEHHbIA 418 HUX CPOK
XpaHeHUs ucTtek K 1 fHBaps rofa, B KOTOPOM COCTaB/ieH akT, Mpu Haauumm yTBEPXAEHHOW
(cornacoBaHHOI) onucy 3a aTOT nepuog (npunoxexue Nel7).

CornacoBaHHble LI9K YupexxaeHnsa akTbl yTBEPXKAAOTCA PYKOBOAUTENEM YUpPEXAeHUA nNpu
HaNMunM yTBEPXKAEHHbIX OMuCel Aen NOCTOSHHOrO0 XpaHeHWst W COrNacoBaHHbIX OMucel gen no
NIMYHOMY COCTaBY 3a TOT XKe Mepuof, Noc/e Yero YupexzieHve MMeeT NpaBO YHUUTOXATb [ena,
BK/IHOYEHHbIE B [JaHHbIE aKTbl.
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14. Mepepaya JOKYMEHTOB Ha XpaHeHWe B MyHULUUNaNbHbIA apXuB

14.1. B cBoeil [eATeNbHOCTU apXMB YUpeXAeHUs PYKOBOACTBYETCA HOPMATUBHbIMU W
MeTOAMYECKUMWN [OKYMeHTaMn defepaibHOr0 apXMBHOrO areHTcTsa Poccum, NonoXxeHwem 06
apxuse YnpasneHus. [OKyMeHTbl, 06pa3oBaBLUMeCH B [eATE/IbHOCTW YNpasfieHUs, UMetoLmne
NCTOPUYECKOE, KY/IbTYpHOE, Hay4yHOe, 3KOHOMWYECKOE, MOMUTUYECKOE N NPaKTUYECKOe 3HaYeHue,
BXOLAT B cocTaB ApXUBHOrO (hoHAa Poccuitickol ®efepaummn n Nogniexar nepefjade Ha XpaHeHue B
MyHWLMNaNbHBIA apXuB.

[Jena BpeMeHHbIX (CBbile 10 N1eT) CPOKOB XpaHeHMs M NO JINYHOMY COCTaBy Nepefaye B
MYHULUNANbHBIA apXUB He MOLNEXAT, UCK/IKOYEHNe COCTaBNSAKOT CyYan NNKBUAALUN YUPeXXAEeHNS.
Takune [fena XpaHATCA B apxXuBe YupeXAeHus U No WUCTEYEHUW CPOKOB XPaHEHUA nognexar
YHUUYTOXEHUIO B YCTaHOB/IEHHOM MOpPALKE.

14.2. Tepepaya fen B MyHULMNaNbHBIA apxXuB OCYLLECTBASETCA MO akTy npuema-nepegaqu
apXMBHbIX OOKYMEHTOB Ha XpaHeHuWe W B 3apaHee COrnacoBaHHble C MYHULMMNaIbHLIM apXMBOM
CPOKMW.

14.3. Vicnonb3oBaHne JOKYMEHTOB apXmnBa YupexaeHns:

14.3.1. [JOKyMeHTbl W [ena, HaxoAdALWMecs Ha XpaHeHWW B apxvBe, MNpPeACTaBNAKTCA
paboTHMKaM noapasfeneHnin gns paboTbl B MOMELLEHUW apXuBa UM BO BpPeMeHHoe (He 6onee
MecsLa) Nnonb3oBaHVe BHE apxXu1Ba MOJ PacrnucKy B XXYpHase y4yeTa Bblgaun OKYMEHTOB (4en).

PabOTHMKM YuUpeXAeHUs HecyT OTBETCTBEHHOCTb 3a COXPAHHOCTb W MpaBW/ibHOE
NCMNONb30BaHME MOMYYEHHbIX apXUBHbLIX SOKYMEHTOB.

14.3.2. N3bATMEe [OKYMEHTOB W3 apXMBHbIX Aef, nepefjaya paboTHMKaM MoApasfeneHui
apXMBHbIX [OKYMEHTOB WM WX KONWi paboTHMKAM ApYrux opraHusauuini 6e3 paspeLLeHus
PYKOBOZCTBA He [0MyCKaeTCs.

Mpy paboTe ¢ apXUBHbIMWU LOKYMEHTAMUW He pa3peLlaeTcsi BHOCUTb B HUX MpaBKy, fenartb
MOMETKW, paboTaTb C HUMMN BHE C/Y>XEOHbIX NOMELLEHWIA.

HavanbHUK 0TAena KagpoBoi paboThl » JT 1iS t e.A. Hukonaesa

COIrMACOBAHO

Mpotokon 3K YnpaeneHus
06pasoBaHus OKPY>KHO
afMUHMCTpaL MK ropoja AKyTcKa
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CMCOK NCMO/Tb30BAHHOW NNTEPATYPbI:

1 .MeToguueckne pekoMeHZauuMm no paspaboTke WHCTPYKUWIA MO Lenonpou3BOACTBY
(hepepanbHbIX opraHax ucnonHmTenbHol Bnactu. (Mpukas Pocapxusa ot 23.12.2009 Ne 76).

2.MeToanyeckue pekomeHAauMm Mo pa3paboTKe WHCTPYKUMIA NO Aenonpou3BOACTBY B
opraHax UcnonHUTenbHoin Bnactn Pecny6nukn Caxa (AkyTus). (PacnopskeHune MNpasuTtensctea PC
(A1) o1 28.02.2010 Ne 143-p). ' *

3.MNepeyeHb TUMNOBbIX YMNPaBNeHYECKNX apXMBHbIX JOKYMEHTOB, 06pa3yoLLmxcs B npoLecce
[eATeNIbHOCTN rOCYAapCTBEHHbIX OpPraHOB, OPraHOB MECTHOrO camoyrnpaBfeHuUs WU opraHu3auuii, ¢
yKasaHuem cpokos xpaHeHus. (Mpukas MuHKynbTypbl P® o1 25.08.2010 Ne 558).

4.MpaBuna opraHusauny xpaHeHus, KOMMNIEKTOBaHWSA, Y4eTa U UCNOJb30BaHNA JOKYMEHTOB
ApPXMBHOIo (PoHAa P® u apyrux apxmBHbIX LOKYMEHTOB B rOCYAapCTBEHHbIX U MYHULMNAIbHbIX
apxmBax, Myseax W 6mbnMoTekax, opraHusaumax POCCUIACKOW akafeMuu Hayk». YTBepXAeHbl
npuKasoM MUHKYNbTYpbl Y MaccoBbiX KOMMyHMKaumin P® ot 18.01.2007 Ne 19 (B pea. lMNMpukasa
MuHKynbTYpbl PO 0T 16.02.2009 N268).

5. MMpaBun XpaHeHus, KOMMIEKTOBaHWA, YYeTa U UCMOMNb30BaHUA LOKYMEHTOB APXUBHC
(oHaa Poccuiickoli defiepaunm U ApYrnx apxvBHbIX LOKYMEHTOB B OpraHax rocyfapCTBeHHOA
BN1aCTW, oOpraHax MecTHOro CcaMOyMnpaB/ieHUs, OpraHusaumnax, YTBEepPXAEeHHbIX MNPUKa3oM
MuHKynbTYpbl 0T 31.03.2015 Ne526.

6. HaumoHanbHbIA cTaHfgapT Poccuitickori degepaymmn TOCT P 7.0.97-2016 "Cuctema
CTaHJApToOB MO WH(opmaumMu, 6uBANOTEYHOMY W u3gaTensckomy geny. OpraHu3alMOHHO-
pacnopaguTensHas gokymeHtaumsa (Mpukas PocctaHgapta oT 25.05.2017 N 435-cT "O BHeceHWn
n3mMeHeHW B MNpukas defepanbHOro areHTCTBa No TeEXHNUYECKOMY PeryiMpoBaHunio U MeTpoorum
0T 08.12.2016 Ne 2004-cT "O6 yTBEpXAEHNM HaLUMOHaLHOTO cTaHAapTa Poccuiickoin ®efepaunmn®)

7. "O6 WH(popMauMmn, MHHOPMAUMOHHbLIX TEXHOMNOrMAX W O 3awuTe WHGpopmauun™ ot
27.07.2006 No149-®d3.

8. "O6 apxmBHOM fene B Poccuiickoin depepaumm™ ot 22.10.2004 Nel25-93.

9. «O nopsagKe paccmMoTpeHns obpalleHnin rpaxaaH Poccuiickoi deaepauunn» ot 02.05.2006
Ne59-P3.

10. «O rocygapctBeHHOM fA3bike Poccuiickoii ®egepaymmn» oT 01.06.2005 No 53-P3.

11. «O6 3neKTpoHHOW nognucu» ot 06.04.2011 Ne 63-P3.

12. TMocTaHoBneHme oT 16 uond 2014 roga N 193n "O6 yTBepxAeHWM PernameHTa
OKpY>XHOI agMUHMCTpaLun ropoda AKyTcka B HOBOW pedakumn®.
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MpunoxeHne Ne 1
Mprmep aKTa npuema-nepesayn gen npu cMeHe
OTBETCTBEHHOIO 3a [1€/10NPOM3BOACTBO,
pyKoBoANTeNa noapasaeneHus

MyHMLMNaNbHOE Ka3eHHOe yupexeHne «Ynpas/neHve o6pa3oBaHus»
rOPOACKOro OKpyra «ropog AKYTCK»

YTBEPXOAIO

PykoBoguTens MyHULMNaNLHOIO Ka3eHHOro
yupexaeHns «YnpasneHvne o6pazoBaHmMsA»
ropoACKOro oKpyra «ropog AKyTcK»

VMBaHoB V.. (nognuce)
05.06.2018

AKT
25.06.2018 Ne 8

r. AKyTcK

npuema-rnepeaayn aen npy cMeHe
OTBETCTBEHHOIO 3a /1e/I0NPOU3BOACTBO

B cootBetcTBUM C Npukasom oT 12.06.2018 Ne 46 MuTpotaHosa V.A. nepegana, a PomaHosa
O.K. npuHana B NpucyTCTBAM KOMUCCUMN, 06pa30BaHHOM Ha OCHOBAHUW JAHHOr 0 NprKasa, B COCTaBe
npegcefatens MeaHosoii AWM. n uneHoB CemeHoBoi JILA. n JlecHuukoli P.U. [OKYMEHTbI
nofpasfeneHns B COOTBETCTBMU C HOMEHKNATypoit fen 3a 2014-2017 rogbl.

Ne n/m HasBaHuMe 1 Ne onuncu Konnyect Konunyectso [MpumeyaHue
BO NPUHATLIX
aK3semnna  gen
poB onucu
1 Onwuck Ne 1 fen NoCTOAHHOro 3 4 5
XpaHeHus 3a 2014—2017 rogbl
2 Onwuck gen Ne 2 no nMyHomMy 1 42

cocTaBy 3a 2014-2017 roppl

NToro npuHATO 65 (LLUecTbAecaT NATb) LeN.
CocTosiHMe JOKYMEHTOB U1 OMuUCeil Y0BNETBOPUTENBHOE.

Mepepan MuTpodarHosa WN.A. MuTtpogaHoBa
MpuHan PomaHoBa O.K. PomaHoBa
Mpeacenatens komuccun iBaHosa A.N. BaHOBa



rOPOJICKOW OKPYT
«FOPOA AKYTCK»
MYHWUWNMNNbIKOE KASEHHOE
YUYPEXAEHUVE
YMNPAB/TEHVE OBPA30OBAHUA
yn. M.AnekceeBa,75/1, . AKyTCK,
Pecny6nuka Caxa (AkyTtus), 677005,
Ten./akc 34-10-54
http://www.vaeuo.ru:
uo@post.vaguo.ru
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MpunoxeHune Ne 2

«[IbOKYYCKA KYOPAT»
KYOPATTASbI YOKYPYK
YOPOXX3 YIMNPABJIEHUETA
MYHULIMMbHAN
KA3EHHAW T3PUTATI
M.Anekcees yyn. 75/1, IboKyycKaii K.
Caxa Pecny6nmkaTa 677005,
34-10-54 Ten./thakca
http: ‘www.vaguo.ru;
uo@post.vaguo.ru

" ~ OrPH 109143501 1799, KI1IM 143501001, NHH 1435223533

« » Ne

O6paseL, NpoAonbHOro 6naHKa NMcbMa


http://www.vaguo.ru
mailto:uo@post.vaguo.ru
http://www.vaguo.ru
mailto:uo@post.vaguo.ru
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MpunoxeHue Ne 3

FOPOACKOW OKPYT «IbOKYYCKA KYOPAT»
«FOPOJ AKYTCK>» KYOPATTASbI YOKYPYK
MYHULMMNANBHOE KA3EHHOE YOP3XX3 YNPABNEHUETA
YUPEXAEHUE MYHULVNANTbHAW
YTMPAB/IEHUWE OBPA30OBAHUA KA3EHHAW TOPUNTITI
MPUKA3
r. AKyTCK
oT 2019 . Ne 01-10/

O6pasel, 6naHKa npukasa
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MpunoxeHue Ne 4
O6pasey, ohopmeHns NcbMa

rOPOACKOW OKPYT «AbOKYYCKAWM KYOPAT»
«FOPOA AKYTCK» KYOPATTA5SbI YOKYPYK
MYHWNUWTTJIbHOE KA3EHHOE YOP3IXX3 YMNMPAB/TEHUVETA
YUPEXAEHUNE MYHULIMNbHAN
YTIPABJIEHVE OBPA30OBAHNA KA3EHHAWN TOPUNTIT3
yn. M.AnekceeBa,75/1, . AKyTCK, M.Anekcees yyn. 75/1, [1bOKyyCKai K.,
Pecnybnuka Caxa (AkyTtus), 677005, Caxa Pecny6nukata 677005,
Ten./pakc 34-10-54 34-10-54 Ten./thakca
http://www.vaguo.ru: http://www.vaeuo.ru:
uo@post.vaguo.ru uo@post.vaguo.ru

OIPH 109143501 1799, KI1M 143501001, NHH 1435223533

« 3 »uona 2018 r. Ne 165-1/15-05
Ne «  » 2018 r.

Mopexogosoii C.B.
Nwvnosasa yn., a. 15,
KB. 3, I. AKyTCK, 677000

O npefCcTaBNeHNN 06bSCHEHNI
Mo NoBOAY HesBKU Ha paboTy

YBaxkaemaa CeTnaHa BayecnaBoBHa!
YBegomnso Bac 0 Heo6xo4MMOCTM MpefoCTaBUTb MUCbMEHHble 00BLACHEHWS MO NOBOAY
HapyLLeHUs TpyA0BOM AUCUMUMANHDI, B CBA3W C HESBKOW Ha paboTy 29.06.2018.
MpunoxkeHne: cnyxebHas 3anucka Ha 1 nucte B 1 ak3emnnspe.
C yBaxKeHuem,

HaYya/IbHUK noanuch .. NBaHOBa

babyLkuHa TaTbsiHa BacuibeBHa,
8(4112) 40-88-49


http://www.vaguo.ru
mailto:uo@post.vaguo.ru
http://www.vaguo.ru
mailto:uo@post.vaguo.ru
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MpunoxkeHne Ne 5
O6pasel, othopMneHnsa npukasa

rOPOACKOW OKPYT «[IbOKYYCKAWN KYOPAT>»
«FOPO/J AKYTCK» KYOPATTASbI YOKYPYK
MYHUUNMANTBHOE KA3EHHOE YOP3XX3 YMNPAB/IEHVETA
YUPEXIAEHWE MYHNUNMASTbHAN
YMPAB/IEHVE OBPA30BAHUNSA KASEHHAW TOPUNTITI
MPUKA3
r. AKyTcK
oT 2019 . Ne 01-10/

O BHegpeHun MOCT P 7.0.97-2016 «CUBNA.
OpraHu3aunoHHo-pacnopaanTensHas 4oKyMeHTaumnsa. TpeboBaHMA K OPOPMIEHUIO JOKYMEHTOB

B uenax agekTMBHOro cosgaHua JokymeHToB MKY  «YnpaBneHve o6pa3oBaHusA»
rOpoACKOro okpyra «ropog Akytck», NMPUKAS3bIBAIO:

1. PaboTHukam MKY «YnpaBneHve 06pa3oBaHWMA» TOPOLCKOro OKpyra «ropof HAKyTCK»
co3fasatb [OKyMeHTbl B cooTBetctBum ¢ FTOCT P 7.0.97-2016 «CUBW[. OpraHu3aynoHHO-
pacrnopagnTenbHasa oKyMeHTauus. TpeboBaHUA K 0hOPMIEHNIO AOKYMEHTOB» (MPUIOXeHWe, fanee
- TOCT P 7.0.97-2016).

2. OenonpounsBoamTento babywkuHoin T.B. He npuHUMaTb AN NpeAcTaBNeHUs Ha NOAMNucChb
PYKOBOAUTENO [OKYMEHTbl, O()OpPM/IEHHbIe C HeCcob6/ofeHnemM npaswus, ycTaHoBMeHHbIX TOCT
P 7.0.97-2016.

3. KOHTPO/b UCMOMTHEHMS HACTOSLLLErO NPKKasa OCTaBAK0 3a COBOM.

PykoBoguTenb MeTposa A.WN. TeTpoBa

babylwknHa TaTbsiHa BacunbeBHa, J0IXHOCTb
8(4112) 40-88-49
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BabyLlkuHa TaTbsiHa BacunbeBHa, JO/MKHOCTb
8(4112)40-88-49

MpunoxeHune Ne 6
O6pasel, ohopMaeHNS NPUNOXKEHNIA

MpunoxkeHue Ne 1
K npukasy MOBY COLL Ne777

oT Ne
MonoxeHune o

1. O6uwme NoNOXKEeHUS

1.1. HacTodlee [lMonoxeHve onpeaenseTr cratyc, Lenb, 3afadn M MopsafoK npoBefeHu
MeXpermoHaibHOro KoHKypca yyalmxcs 5-11 knaccos «PernpeccvpoBaHHas nutepaTtypa» (ganee
- KOHKypC).

1.2..
2III

2.1..

2.2.
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MpunoxeHue Ne 7
O6paseL, ohopmieHNs NPOTOKONA
(1 BapuaHT)

MPOTOKOJI
3acefjaHNs KoMuccmm

Mpeaceparens komuccun  ®amunma N.0.
CekpeTapb ®damunna N.0

MpucyTcTBOBaNN: 30 yen. (cnncok npunaraeTcs)

MoBecTKa AHs:
1. O nopsagKe NOArOTOBKN K KOH(hepeHUUn. oknag 3amecTuTeNs pyKoBOAUTENS. ..

CnyuwAnn:

®amnnna N.0. - TekCT goknaga npunaraeTcs.

BbICTYTAN:

N.0. damunua - KpaTkas 3anucb BbICTYMN/eHMA (OT TpeTbero nuua eAMHCTBEHHOrO 4KUCna).
Bonpochkl, 0TBeTbI (MPUBOAATCA B MOPSAAKE NOCTYNIEHUS).

PELLWAWN:

1.1. OpobpuTh...

1.2...

CopepxaHune 0co60ro MHeHuUs

2. CIYWANN...

BbICTYTNNN...

PELLNN...

2.1.

Mpeacepatens Moanuck nN.0. damunug

CekpeTapb Moanuck nN.0. damunug
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MpunoxeHune Ne 8
O6paseL, othopmsieHUs NPOTOKoNa
(2 BapuaHT)

MPOTOKO
3acefjaHNst KoMmccum

No

Mpeacepatens komuccun  Pamumnma M.0.
CekpeTapb ®damunns N.0

Bcero uneHoB coseTa MpucyTcTBOBaIO

MoBecTKa gHs:

1. O nopsafKe NOArOTOBKMN K KOH(epeHL MK, [loknas 3aMecTUTens pyKoBoAUTENS. ..

2.0..

1 CNyWwAnu:

®amnnna N.0. - TekCT LoKnaga npuiaraercs.

BbICTYTMWNN:

®amunma N.0. - KpaTkas 3anucb BbICTYNNeHNUs (0T TPETbEro Nuua eAUHCTBEHHOIO YMCNa).
Bonpochkl, 0TBeTbI (NPUBOAATCA B NOPALKE MOCTYMNIEHNS).

PELLNNN:

1.1. OpobpuTh...

2.2.

CopepykaHue 0co60ro MHeHuUA

2. CYWANN:
BbICTYTMWJIN:
PELLWNJIN:

2.1

MpeaceaaTenbCTBYHOLLNIA Moanuck N.0. damununs
CekpeTapb Mognuck N.0. damunnusa



HanmeHoBa
HWe neyatun
(wTamna),
nHuumaTop
3akasa, gara
nocTynieHun

a

OTTUCK
nevarm
(wtamna

)

>KypHan yueTa neyaTeit 1 LWITaMMnoB

HaumeHoBa
Hue
nogpasfenexu
A, AONMKXHOCTb
nosyyarens un
hamununs
nonyyarens

Mognuce,
Y [nocToBepaT
as nonyvexve
faTa

PesynbTar
b
€XerogHo
i
npoBepKu
Hanuuus
nevareii un
LLITAMMOB,
fata
npoBepKu

OTmeTKa 06
YHUUTOXEHM
u, Homep
aKTa u gaTa

MpunoxeHune Ne 9

OTTUCK MpumeyaHu
neyvarei e
(wTamnos)
ans
YHUUTOXEHM
A, gara
BO3Bparta



MpunoxeHue Ne 10
dopma HOMeHKNaTypbl Aen

HauMeHOBaHWE YUpeXaeHNs

HOMEHK/IATYPA OE/1 Ha rog
MKY ¥YnpasneHune obpa3oBaHus YTBEPXXAAHO
rOPOACKOro OKpyra «ropof AKyTCK» Pykosoautens
N.N. BaHOB
2019 .
Pasgen

WHgekc  HavmeHoBaHue gena Kon-Bo gen Cpok xpaHeHus  [MpumeyaHus

aena (Toma, yacTu) (ToMOB, yacTein)  gena, TOMa,
4acTu N HOMepa
cTateli no
nepeyHio

HanmeHoBaHue Moanuck n.0. dammnns

[LLO/MKHOCTWN PYKOBOAMTENS

COIMNMACOBAHO COIMNMACOBAHO

Mpotokon LI3K YnpasneHus obpasoBaHus MpoTtokon AMNMK MuHucTepcraa

OKpY>XHOI afiMMHUCTpauun roposta AKyTcKa KYNbTYpbl U 1yXOBHOI0

oT No pa3suTna Pecny6nmkm Caxa

(AxkyTna)
oT No
iITorosas 3anuncb 0 Kateropusax U KofnyecTse fen, 3aBefleHHbIX B rogy
Mo cpokam xpaHeHUA Bcero B TOM 4ucne:
nepexoasaLmnx C OTMETKOM «3IMK»

Mo cpokam xpaHeHus

BpemeHHoro (csbiwe 10 feT)

BpemenHoro (go 10 net

BK/HOUUTESIbHO)

NTOIO:

HanmeHoBaHue Mognuck N.0. damunusa

[0/MKHOCTN PYKOBOAUTENS

JaTta

iToroBble cBefeHUA nepefaHbl B apXyB.

HavnmeHoBaHue fomkHocTU nunua, Mognuck N.0. dammnuns
nepeaasLUlero CBefeHNA

JaTta



SS

MpunoxkeHne Nell
dopma 0610XKKM aena
MOCTOSAHHOIO W BPEMEHHOIO
(cBbiwwe 10 neT) xpaHeHus

(HaumeHoBaHMe rocyfapcTBeHHOro (MyHMLUUNAaNbHOM0) apXxmnBa)

(HaMmeHoBaHMe yupexaeHus)

(HaMMeHOBaHMe CTPYKTYPHOIo NoApasaeneHms)

OENO Ne TOM Ne

(3aronoBok gena)

(KpaliHue patbl)

Ha nmcrax
XpaHutb

®d. No
On. Ne
[ .Ne
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BHYTPEHHAA OMNMUCb

JOKYMeHTOB fena Ne

Ne PerucrpaunoHHbIN [ata 3aro/sioBoK
n/n NHAEKC AOKYMeHTa [AOKYMeHTa
AOKYyMeHTa
1 2 3 4
Toro [JOKYMEHTOB.

(umbpamm 1 NpoNmUCHIO)

KonnyecTBo NMCTOB BHYTPEHHEN onucy

Homepa
nncToB
fena
5

(uMpamu 1 NPONUCHIO)

HanmeHoBaHWe fo/mKHOCTM nnua, lognuck N.0. damunns

COCTABUBLLEr0 BHYTPEHHIO
OMNMCb AOKYMEHTOB fena

[aTta

MpunoxeHune Ne 12

MpumeyaHue

6



MpunoxeHne Ne 13

dopma onvcu Aen no IMYHOMY COCTaBy

(NofHoe HaMMeHOoBaHWe YUpeXxXaeHNs)

®oHf Ne
OMNMNCb Ne
Aien no MYHOMY cocTaBy
3a rog
Ne 3aronoBoK  KpaitHue Cpok KonnuecTso MprumeyaHne
aena JaTbl XpaHeHus McToB
1 2 3 4 5 6

B ,Cl,aHHbIVI pasgen onucu

BHECEHO zen,
(umpamm 1 NPoONUCLHIO)

¢ Ne MO Ne , B TOM 4ucne:

NINTEPHbIE HOMEpa:

MponyLieHHbIe
HOMepa:

(HameHoBaHMe JOMKHOCTM  (Mognuck)  (paclumndgpoBKa Nognucu)
COCTaBUTeNS ONucK)

(HaMmeHOBaHMe LOMKHOCTU pyKoBoAWUTeNa (nognuck) (paclumgpoBKa nognucu)
apxuBa (n1ua, OTBETCTBEHHOIO 3a apXuB))

COIrNnACOBAHO COIrACOBAHO

MpoTtokon LUOK YnpasneHus Mpotokon AMNK MuHncTepcTea KybTypbl U AYXOBHOIO
06pas3oBaHus pa3suTusa Pecnybnnku Caxa (AKyTus)

OKpY>XHOI afMUHMCTpaLmm oT No

ropoga AkyTcka
oT Ne
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dopma onucu gen BpeMeHHbIX
(cBbiwwe 10 neT) CPOKOB XpaHeHWUs

(No/MHOe HaMMeHOoBaHME YUpeXxXaeHNs)
@®oHA Ne
OMNMNCb Ne

[ien BpemeHHbIX (cBbiwe 10 neT)
CPOKOB XpaHeHus

3a rog
No VHpekc 3aronoBok  KpaitHue Cpok
aena fena fatbl XpaHeHus

B faHHbI pa3gen onvcu
BHECEHO

(unppamm 1 nponucso)
C Ne no Ne
NNTEPHbIE HOMEpa:

MponyLLieHHble HOMepa:

KonnyectBo
nncToB

nen,

, B TOM 4ucne:

(HaMmeHoBaHMWe fO/MKHOCTU  (nognuck) (paclumngpoBKa nognucK)

COCTaBUTENS OMUCK)

(HaMmeHoBaHMWe LOMKHOCTU PYKOBOAUTENA
apxuBa (nmua, OTBETCTBEHHOIO 3a apXuB))

COIMACOBAHO

MpoTokon LI3K YnpasneHus o6pazoBaHns OKPY>KHON
aAMUHUCTpaLUKM ropoja AKyTCcKa

oT No

(nognuce)

MpunoxeHune Ne 14

MprumeyaHue

(pacwmngpoBka
noanucu)



dopma onncK fen NoCTOSHHOro XpaHeHus

(NoMHOe HaMMeHOBaHMe yUpeXxxaeHns)
®oHf Ne
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MpunoxkeHne Ne 15

YTBEPXOAIO

(BOMKHOCTb pyKOBOAUTENSA)

Ornumcob (pacwmndpoBka
No (nognuck) nognucu)
[le/1 NOCTOSAHHOT O XpPaHeHns
3a rog
OINMUCb Ne
Ne WHAgekc 3aronoBok  KpaliHue Cpok KonunyecTtso NMpumeyaHue
fena fena faTthbl XpaHeHnsa NINCTOB

B aaHHbI pasgen onucy BHECEHO hen,

(unppamu n

nNponuckio)
¢ Ne no Ne , B TOM uncne:

NUTEPHbIE HOMepa:
MponyLleHHble HOMepa:

(HaMmeHoBaHMe fo/MKHOCTN  (nognuck) (paclumndgpoBKa nognucu)

COCTaBUTENA OI'IVICI/I)

(HameHOBaHMe JO/MKHOCTM pyKoBoauTensa (nognuck) (paclumgpoBKa nognucu)

apxuBa (1mMua, OTBETCTBEHHOIO 3a apXuB))

COIrNnACOBAHO

Mpotokon U3K YnpasneHus
06pasoBaHns OKpPY>KHOI
aAMUHUCTpaL MK roposa AKyTCKa
Ne oT

YTBEPXAEHO

Mpotokon AMNMK MuHucTepcTea
KYNbTYpbl 1 JYXOBHOIO passBuTuUA
PC(A)

Ne oT
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MpunoxeHune Ne 16
dopma onucy Len nocTosHHOro,

BPeMeHHOro (csblwe 10 neT) XpaHeHUs
1 MO IMYHOMY COCTaBYy CTPYKTYPHOIO
noApasfeneHuns

(NonHOe HaMMeHOBaHWe YUpeXxaeHus)

(HaMmeHOBaHWe CTPYKTYPHOro nogpasfeneHuns)

OMNnNCb Ne

Ne n/n NHAeKc 3aronoBoK Jata Kon-Bo nnuctoB B CpoK xpaHeHusa  lpumedaHue
fena  pena Jena fene aena

1 2 3 4 5 6* 7

Ha3saHue pa3gena

B faHHy0 onuck BHECeHo aen,
(uMpamu M NPONKUCHIO)

C Ne no Ne , B TOM yucne:

NNTepHble HOMepa:

MponyLeHHbIe HoMepa:

(HameHoBaHMe Jo/MKHOCTM  (Nognuck)  (paclumdpoBKa nognucu)
coCTaBuUTENSA OMUCK)

(HaMmeHOBaHMe [OMKHOCTU pyKoBoAUTens (nognuck) (paclumgpoBKa nognucu)
apxuBa (n1ua, OTBETCTBEHHOIO 3a apXmB))

COIrNMACOBAHO
MpoTokon LUOK (HavmeHOoBaHMe)
oT Ne
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MpopomkeHne npunoxeHus Ne 16

Mepepgan aen
(umdppamm M NPONUCHHO)

PErmcTpaunoHHO-KOHTPOMbHbIX KapTOTEK K JOKYMEHTaM™.

(HaMmeHoBaHMe JO/MKHOCTU paboTHMKa (nognuck) (paclun@poBka NoAnmcK)
CTPYKTYPHOro nogpasaeneHus)

« » 20 roga

MpuHan Jenn
(umppamu M NPONKUCHIO) (umcppamm 1M NPONMUCHIO)
PerncTpaLroHHO-KOHTPObHbIX KAPTOTEK K JOKYMEHTaM.

(HaMmeHoBaHMWe fO/MKHOCTU  (nognuck)  (paclumgpoBKa nognucw)
paboTHMKa apxuBa)

« » 20 ropga



