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1.001mme moJiokeHus

1.1.MucTpyKIus o aenonpou3BoAcTBy (manee - MHcerpykiusi) B OOHUHCKOM TOPOJCKOM
Cob6pannu (manee ropoackoe Codpanue) pazpaboTaHa B IEIsIX YCTAHOBICHUS €IMHBIX TPEOOBaHMIA
K IOJATOTOBKE, 00pa0OTKe, XpaHEHHWI0O W MCIIOJIIb30BAaHUIO OOpA3yIOIIUXCS B JCSITEIBHOCTH U
MOCTYNAIOUINX B MPEICTABUTENbHBIN OpraH 10KyMEHTOB.

1.2. Wuctpykums pa3paboTaHa Ha OCHOBAHHMU MOJOXCHHU CIEIYIOUIMX HOPMAaTHUBHBIX
MIPaBOBBIX aKTOB B cepe nHpopMalnu, TOKyMEHTAlluU, apXUBHOTO Jiena: denepanbHblil 3aKOH OT
27.07.2006 N 149-®3 «O6 wunHpOpManuu, HHOOPMAIMOHHBIX TEXHOJOTHSX M O 3aIIUTe
nHpopManuny; Oenepanpubiii 3akoH oT 22.10.2004 N 125-®3 «O06 apxwBHOM jelie B
Poccuiickoit ®enepauun»; ['OCT P 7.0.97-2016. Cucrema craHaaproB 1o HHPpOpMAILUH,
OMOIMOTEeYHOMY U H3JaTeNbcKOoMy neny. OpraHu3zalOHHO-paclopsiAUTeIbHas JTOKYMEHTALIUS.
TpeboBanus kK 0HOPMIICHUIO JOKYMEHTOBY.

1.3. UHcTpyKUMs pacnpoCTpaHsSeTcsl Ha OpraHU3al[MOHHO-PACTIOPAIUTENbHbBIE JOKYMEHTHI:
MIOJIOKEHHMSI, TIPAaBUIIA, TIOPSIIKA, MHCTPYKIIUH, TOCTAHOBIICHHS, PACTIOPSHKEHUS, TIPHKA3bI; a TAKKe
peuienus ropoackoro CoOpaHusi, MPOTOKOIIBI, JOrOBOPHI, aKThl, MHUCbMa, CIPAaBKH U 1p. (Ianee -
JIOKYMEHTBI).

JIOKyMEHTBI, CO3/1aBaeMbl€ B JEATEIbHOCTU MPEACTABUTEIBHOTO OpraHa, MOJIKHBI OBbITH
0o OpPMIICHBI 110 TIPaBHJIaM, YCTAaHOBJICHHBIM HACTOSIIEH MHCTPYKITHEH.

BHocuTh Kkakue-nubO HCIpaBieHUS WIM J100aBIEHUS B MOJMUCAHHBbIC (yTBEPXKICHHBIC)
JOKYMEHTHI HE JIOITYCKAEeTCS.

1.4. TTonoxenuss MHCTpYKIIUKM pacpOCTPAHAIOTCS Ha OpraHU3aluio paboThl C JOKYMEHTaMU
HE3aBUCHMMO OT BHJAa HOCHTENS, B TOM YHCIE C OJIIEKTPOHHBIMH JOKYMEHTaMH, BKJIIOYas
MOATOTOBKY, 00pa0OTKy, yU4eT U KOHTPOJIb UCIIOIHEHUSI JOKYMEHTOB, OPraHU3alUI0 UX TEKYIIEro
XpaHEHHS OCYIIECTBIIIEMBIMHU C TOMOIIBIO HH(POPMAIIMOHHBIX TEXHOJIOTHA.

1.5. OcobeHHOCTH oOpraHu3anud padoThl C JOKYMEHTaMH, COJEPKAlIMMHU HH(POPMAIIIO
OTPAaHUYEHHOTO JIOCTymNa (MEPCOHANBHBIE JaHHBIE M HHYIO KOH(DHICHIMAIBbHYI0 WH(OpPMAIIUIO),
PETYIUPYIOTCST OTHAEIBHBIMH HOPMATHBHBIMU aKTaMH, yTBepxkAaeMbIMH [71aBoif Tropoackoro
camoynpasinenus, [Ipeacenarenem ropoackoro Coopanusi.

1.6. Meronuueckoe pPYKOBOJACTBO M KOHTPOJb COONIONEHUS TMopsiaka paboOThl C
JTOKYMEHTaMH B TMOJIpa3/ieieHusx ropojckoro CoOpaHusi Bo3Jlaraercsi Ha TJIaBHBIX COTPYAHUKOB
yIpaBIeHH eJaMu, paboTaroNIMX B MPUEMHOMN, OTBETCTBEHHOTO 32 KaJpOBOE JEIOMPOU3BOJICTBO,
cekperapsi ropojackoro CoOpanus, riaaBHoro Oyxranrtepa. JOMKHOCTHBIE O0SI3aHHOCTH, TIpaBa U
OTBETCTBEHHOCTh COTPYAHHMKOB, OMPEICISIIOTCS TOJKHOCTHBIMH MHCTPYKIHMSIMH, YTBEPKAAEMBIMU
I'maBoii ropoackoro camoymnpasinenus, [Ipeacenarenem ropoackoro Coopanusi.

1.7. TpeboBanuss HWHcTpykuuu Kk pabote ¢  Oyxranarepckod — JOKyMEHTaluen
pacTpoCTPaHSIOTCS JIMIIP B YacTH OONMMX MPHHIMUIOB pabOTBHl C JOKyMEHTaMH, a TaKXke
MOATOTOBKH JOKYMEHTOB K Tiepe/jaue Ha XPaHEHHE B MYHHUIIUIIATbHBIA apXUB.

1.8. Conepxkanue Ciy)kKe€OHBIX JOKYMEHTOB HE TOJJICKHUT pasriaiieHuio. BzanmoaeicTeue
CO CpeJCTBAaMU MacCcOBOM MHpopManuu, nepeaada UM Kakoi-mu6o nHGOpMAIUN UITH TOKYMEHTOB
W WX KONUHA JONMYyCKaeTcss TOJBKO C pas3pemieHust [JaBbl TOPOACKOTO CaMOYIpaBJICHUS,
IIpencenatens ropoackoro CobOpanwus, 3amectutens Ilpeacenarenst ropoackoro CoOpaHus Win
YIIOJTHOMOYEHHOTO MU JIUTIA.

1.9. Ilpm yTpare HOKYMEHTOB COTPYIHUK VIpaBICHHS JelaMu HHGOPMUPYET
YIPaBISIOLIETO I€JIaMH, IIOCJIE€ YeT0 OPraHU3YeTCsl pO3bICK IOKYMEHTOB.

Ecnu po3bICK TOKYMEHTOB HE JaeT pe3yibTara COCTABISETCS aKT, B KOTOPOM YKa3bIBAIOTCS
JaHHBIE YTPAa4eHHOTO JOKYMEHTa, a TaKXe OOCTOSTENhCTBA, NMPH KOTOPHIX MPOM3ONLIA yTpara,
1ocje 4Yero MpeArnpUHUMAIOTCS MEphl MO 3aMELICHHUI0 JTAHHOTO JOKYMEHTa 3aBEpeHHON Komuen
JIOKYMEHTA.

PaGoTHMKM oOpraHu3alMd  HECYT OUCHUIUIMHAPHYIO, aJMUHUCTPATUBHYIO U HHYIO,
YCTAHOBJICHHYIO 3aKOHOJATeIbCTBOM Poccuiickont denepaiuy, OTBETCTBEHHOCTh 3a HapyUIECHUE
CPOKOB XpaHEHHs] JOKYMEHTOB, YTpaTy U HECAHKIMOHHPOBAHHOE YHUUYTOXXEHHUE CIIYyKEOHBIX
JOKYMEHTOB.



2. TepMuHBI 1 onpeaeIeHNs

2.1. B MHCTpYyKIMHU HUCTIOJIB3YIOTCS CIEAYIOIINE TEPMHUHBI M ONPEACIeHUs (B COOTBETCTBUU
¢ I'OCT P 7.0.8-2013: HanmonanbHslid cranaapt Poccuiickoit @enepanum cucremMa CTaHAapTOB 110
uHpopMamy, OMOIMOTEYHOMY M H3JAaTENbCKOMY Jeny. Jlemompous3BOACTBO M apXUBHOE [EIO.
TepMuHsbl 1 onpezneneHusl.)

aBTOP [IOKYMEHTAa: OpraHu3alys, IODKHOCTHOE JIMIO WM TPaKAaHWH, CO3JaBILIHUE
JTOKYMEHT,

ajipecat: PEKBU3UT, COACPIKAIINI HHPOPMAIHIO O OTydaTese JOKyMEHTa,

apXMBHBINH JTOKYMEHT: JIOKYMCHT, COXPaHSIEMbIH WM TOJICIKAIINA COXPAHCHHUIO B CHITY
ero 3HaYMMOCTH JJIsl TPakJaH, 0OIIecTBa, TOCy1apCTBa,

0JIaHK [JOKyMEHTa: JIMCT OyMard WIM OSJCKTPOHHBIAH IIa0JOH C pPEKBU3UTAMH,
UACHTHOUIMPYIOINMHE aBTOpa O(HUIMATBHOTO JTOKYMEHTA,

BHI JOKYMEHTA: KJIAacCH(UKAIMOHHOe TIOHATHE, OO0OO3HaJamee MPUHAIICKHOCTD
JIOKyMEHTa K OIPEICNICHHOW TpyIIe JOKYMEHTOB MO MpPU3HAKy OOIIHOCTH (DYHKIHMOHAIBHOTO
Ha3HAYCHUS,

BH3a: DPEKBH3HT, (HUKCHUPYIOIIMHA COIJIacCe WM HEecorjacue JOJDKHOCTHOTO JIMIa ¢
cosiep)KaHHeM JJOKyMEHTa,

BKJIIOYeHHe JokymMeHTa B CD/I: ocymiecTBieHHe [EHCTBHIL, 00eCHeYHBAIONIINX
pa3MemIeHue CBEICHUH O JOKYMEHTE HW/WIM JOKyMEHTa B CHCTEME 3JEKTPOHHOTO
TOKYMEHTOO000pOTa,

BHYTPEHHSIS ONHUCH: JOKYMCHT, BKIIOYaeMbIii B JEJI0 JUIsi y4era JOKYMEHTOB Jielia,
PaCKpBITHS UX COCTaBa U COACPKaHMU,

BpeMEeHHOE XpaHeHHe JAOKYMEHTOB: XPAaHCHUC JOKYMEHTOB JIO0 WX YHHYTOXKCHHS B
TEYCHHE CPOKOB, YCTAHOBICHHBIX HOPMATUBHBIMU TIPABOBBIMHU aKTaMH,

BBIMHCKA M3 [JOKYMEHTAa: KOIMS 4YacTH JOKYMEHTa, 3aBepeHHas B YCTAHOBJICHHOM
NopsIZIKe,

rpud orpaHuYeHUs JOCTYNA K JOKYMEHTY: PEKBU3UT, CBUACTEILCTBYIOIIUI 00 0COOOM
Xapaktepe HHQopMauy JOKYMEHTa ¥ OTPaHUYUBAIOIIIHA JOCTYII K HEMY,

rpud YTBEpKIEHUsI: PEKBU3UT O(DUIMATIBHOTO JOKYMEHTA, CBUJICTECIBCTBYIOIIUN O
MPaBOBOM CTaTyce TOKYMEHTAa,

JAaTa JOKYMEHTa: pEKBU3UT, OOO3Ha4yaromMUi Bpems NOoANUcaHUs (YTBEP>KICHMS)
JIOKyMEHTa HIIH 3a()UKCUPOBAHHOTO B HEM COOBITHS,

JeJI0: JIOKyMEHT WJIM COBOKYITHOCTH JOKYMEHTOB, OTHOCSIIIUXCS K OJHOMY BOIIPOCY HIJIH
y4acTKy AEATENIbHOCTH, IOMEIICHHBIX B OT/ACIBHYIO O0JIOKKY,

NeJONMPON3BOACTBO  —  JEATEINBHOCTh,  OOecreumBaromias  JOKYMEHTHPOBAHHE,
JTOKYMEHTOO0OPOT, ONIEpaTUBHOE XPaHEHUE U MCIIOIb30BaHHE JTOKYMEHTOB,

JOKYMEHT: 3a)MKCUpOBaHHAs Ha HOCHUTENe MH(OpMALUs ¢ PEKBU3UTAMH, MO3BOJISIOIIMMHA
ee UICHTU(UIIPOBATD,

JIOKYMEHTO00O0POT: JIBIKCHUE JTOKYMEHTOB B OpPTraHM3allMi ¢ MOMEHTA MX CO3JaHUS WU
MOJTYYEHHS J0 3aBEPIICHNUS HCIIOTHEHHSI WIIN OTIIPABKH,

JOKYMEHTAJIbHBII (OHI: COBOKYIHOCTh JOKYMEHTOB, OOpa3yIOIIUXCsS B JICATCIBHOCTH
OpraHM3aIH,

JI0CTOBEPHOCTH (JJIEKTPOHHOI0 AOKYMEHTA): CBOWCTBO 3JIEKTPOHHOTO JOKYMEHTA, MpPU
KOTOPOM COZIep’KaHHE SJCKTPOHHOTO JOKYMEHTa SIBJISETCS MOJHBIM M TOYHBIM IPECTaBICHHEM
MOJTBEPKAAEMbIX OIEpaIid, ACATCIBHOCTH WM (PAKTOB M KOTOPOMY MOXHO [IOBEPATH B
MOCJIEAYIOIIUX ONEPAIMIX WIX B IOCIEIYIOIIEH e TeIbHOCTH,

3aBepeHHasi KONMSl JOKYMEHTA: KOIHs JOKYMEHTa, Ha KOTOPOW B COOTBETCTBHU C
YCTaHOBIICHHBIM TOPSIKOM IPOCTABJICHBl PEKBU3UTHI, OOECIICYHMBAIOIINE €€ HOPHINYECKYIO
3HAYUMOCTb,

3aroJI0OBOK JeJ1a: KpaTkoe 0003HAYCHUE CBEJCHUI O COCTaBe M COACP)KAaHWU JOKYMEHTOB
nena,
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HHAeKCe aena: nudposoe wim OyKBeHHO-IM(PpoBOe 0003HAUEHHUE Jelia B COOTBETCTBUU C
HOMEHKJIATypOH JeJI OpraHu3aluu,

KOHTPOJIb HCIIOJIHEHUS] JOKYMEHTOB: COBOKYIHOCTh JCHCTBHIA, 00€CIeYrBAIOIINX
CBOEBPEMEHHOE UCTIOIHEHUE JOKYMEHTOB,

KONMS JOKYMEHTA: SK3eMIUISIp JOKYMEHTA, MOJHOCTHIO BOCIIPOU3BOAALINI MHGOPMAIUIO
MOJUTMHHUKA TOKyMEHTA,

JIMCT-3aBepUTE/Ib Jesa: JOKYMEHT, COJAEpKalluii CBeleHUs O KOJIMYECTBE JIMCTOB Jea,
(U3NIECKOM COCTOSIHMM JOKYMEHTOB U 0COOCHHOCTSIX (hOPMUPOBAHUS JeTIa,

JIMCT COIJIACOBAHMS (BH3UPOBAHUSI) JOKYMEHTA: 4YacTh OQUIMAIBHOTO JTOKYMEHTa C
OTMETKaMH (BHU3aMH) O COTJIACOBAHUHU,

MeCTO CcOCTaBJIeHUsI (M3JaHUsI) JOKYMEHTA: PEKBU3UT, 0003HAYAIOIIMN HAMMEHOBaHUE
HACEJICHHOTO ITYHKTA, SBJISIFOIErOCsI MECTOHAX0XKICHHEM OpPTaHU3aIMH - aBTOPA JOKYMEHTA,

MeTaJaHHble: JaHHbIC, ONMUCHIBAIOIINE KOHTEKCT, COJCpKaHUE, CTPYKTYPY IOKYMEHTOB,
o0ecTeYnBaoIIMe YIpaBiIeHNE JOKYMEHTaMH B MH(POPMALIMOHHOHN CHUCTEME,

HOMEHKJIATYpa JieJI: CHCTeMaTU3UPOBAHHBIN MEpPEeYeHb 3aroJIOBKOB JIEJ, CO3JaBacMbIX B
OpTaHU3aIH, C YKa3aHUEM CPOKOB MX XPaHEHUS,

HOCHUTEJIb (I0KYMEHTHPOBAHHOI) uHopmanum: MaTepUaJIbHBIN 00BEKT,
npeaHasHAuYeHHBIN Uil 3aKperuieHHus, XpaHeHUs (M BOCIPOM3BENEHUS) PEUYEBOM, 3BYKOBOW WIIM
n300pa3uTenbHON HHGOPMAIIHH,

00beM JOKYMEHT0000pOoTa: KOJMYECTBO JOKYMEHTOB, IOCTYNMBIIMX B OpPraHU3AIMIO U
CO3/IaHHBIX €10 32 OMPE/ENICHHBIN MepHo/I,

onepaTuBHOEe XpaHeHHE JOKYMEHTOB: XpaHEHHE JIOKYMEHTOB B CTPYKTYPHOM
MO/Ipa3IeNICHUH 0 UX Mepeaud B MyHHUIUIAIBHBIA apXUB UM YHUYTOXKECHHUS,

ONMKCH J1eJI: YYCTHBIH JOKYMEHT, BKJIIOUYAIOIIMK CBEACHUS O Jeiax, CPOPMHUPOBAHHBIX B
OpraHu3alMK U MOJIeKAIINX Tepeiaye Ha apXUBHOE XpaHEeHHUE,

OTMETKa 00 MHCIOJHEHHMU JAOKYMEHTa M HaNpaBJeHUM €ro B /IeJIO: DPEKBH3HT,
OTIpeIeNIAIONINI MECTO XpaHEeHUs IOKyMEHTa MOCIe 3aBepIIeHus] pabOThI C HUM,

OTMETKA 0 3aBePeHNH KONMMM: PEKBHU3UT, UCIOIB3yEMBIN IS TIPUIaHUS KOTIMH TIPABOBOTO
craryca,

OTMETKA 0 HAJMYUHU NMPHUJI0KEHHUNA: PEKBU3UT, COEPKAIINN CBEIEHUS O JIOMOIHUTEIHHO
MIPUIIAraeMoM JIOKyMeHTe (JOKyMEHTax),

OTMETKA O MOCTYIUIEHHMH JAOKYMEHTA: PEKBU3UT, MOATBEPKIAONMNIN (GaKT MOTydeHUS
JIOKYMEHTa OpraHu3alei,

odopmieHHe 1es1a: TOATOTOBKA JIeNla K Tiepe/iaye Ha apXUBHOE XpaHEHHE,

odopmiIeHHE TOKYMEHTA: IPOCTaBIEHUE HA TOKYMEHTE HEOOXOMMbIX PEKBH3HUTOB,

ne4yaThb: YCTPOHCTBO, UCTIONB3yEeMOE ISl 3aBEPEHHS ITOJTMHHOCTH MOJIMTUCH JTOJHKHOCTHOTO
JIMIIa TOCPEJICTBOM HAaHECEHHsI €r0 OTTHCKA Ha JIOKYMEHT,

nepBu4YHas o0padoTrka AoKymMeHTOB: OOpaboTKa JOKYMEHTOB (ITPOBEpPKA ILIEIOCTHOCTH,
KOMIUIEKTHOCTH, COPTHPOBKA U JP.) IPU NOCTYIUIEHUU B OPraHU3aIHIO,

NOJJMHHUK JOKYMEHTA: TICPBBII WM €IMHCTBEHHBIH YK3EMIUTSP TOKYMEHTA,

NMOANMChH: PEKBU3UT, COJCPXKAIIUN COOCTBEHHOPYYHYIO POCIHUCH JOKHOCTHOTO HITH
(bu3UIeCcKOoTO JHIIA,

noanucanue (JOKyMeHTA): 3aBEpPeHUE JOKYMEHTa COOCTBEHHOPYYHOH IOJAMUCHIO
JODKHOCTHOTO WII (PU3UYECKOTO JIMIIA TI0 YCTAaHOBJICHHOH (hopwme,

NMOCTOSIHHOEe XpPaHeHHe [OKYMEHTOB: BEYHOE XpaHEHHe JOKYMEHTOB O0e3 IpaBa HX
VHUYTOXKCHUS,

NpeABaAPUTEIbHOE PACCMOTPeHHE JOKYMEHTOB: M3Y4YeHUE JOKYMEHTa, MMOCTYNHUBIIETO B
OpTaHU3aIIo, U OINpPEIENICHUS TOHDKHOCTHOTO JIMIIA, B KOMIETEHIIMIO KOTOPOTO BXOIHT €r0
paccMOTpeHHe,

perucTpamusi J0KYMEHTAa: IIPUCBOEHHE JOKYMEHTY pErucTpaliOHHOTO HOMepa U
BHECEHUE JIaHHBIX O IOKYMEHTE B PETUCTPALMOHHO-YYETHYIO (hopmy,



PerucTpPallMOHHBIH  HOMep  JA0KYyMeHTa: 1udpoBoe Wik  OyKBEeHHO-IIM(PPOBOE
0003HaYeHHE, MPUCBAMBAEMOE JOKYMEHTY IIPH €r0 PErHCTPalnHy,

Pe30JIIONMA: PEKBU3UT, COJACPXKALIMM yKa3zaHHs JODKHOCTHOIO JIMLIA IO HCIIOJIHEHHIO
JIOKYMEHTA,

COIJIACOBaHMeE JOKYMEHTa; BH3MPOBAaHHe: OLIEHKAa MPOEKTa O(YULIMAIBHOIO JOKYMEHTa
3aMHTEPECOBAHHBIMU OpPraHU3alUsIMU, 10JPKHOCTHBIMU JIML[AMH, CIIEHUAINCTAMH,

CPOK XpPAaHEHHMs [OKYMEHTOB: II€pHOJ BPEMEHH, B TEUEHHE KOTOPOro JIOJIKHO
o0ecreynBaThCsl XpaHEHUE IOKyMEHTa B COCTaBe IOKYMEHTAJIBHOTO MJIM apXUBHOTO (hoH/a,

TEeKCT JOKYMEeHTA: OCHOBHasl CoJlepKaTeIbHasl 4acTh JOKYMEHTa,

YHHYTOKeHHEe [JOKYMEHTOB: HCKIIOYEHHE JIOKYMEHTOB U3 JOKYMEHTAJIBHOTO WIH
apxuBHOro (OHJAa MO HUCTEYEHHU CPOKAa HUX XpaHEHHs C IMOCIEAYIOIIUM YHHUYTOXKEHUEM
(yrunuzanueil) B yCTaHOBICHHOM MOPSIKE,

yTBep:KIeHHe JOKYMEHTA: CII0co0 NMpHUAaHus JOKYMEHTY [IpaBOBOTO cTaTyca,

(popMupoBaHue Jesia: IPyNIUPOBKA MCIIOJIHEHHBIX JOKYMEHTOB B JIEJI0 B COOTBETCTBUHU C
HOMEHKJIATYpOH JIes1 M UX CUCTeMaTu3alys BHYTpH JIena,

XpaHeHHe JOKYMEHTOB: OpraHu3allds pPalMOHAJIBHOIO pa3MELIeHUus M oOecredeHue
COXPaHHOCTH JOKYMEHTOB,

JIeKTPOHHBIA [OKYMeHT — JOKYMEHT, HWH(pOpMamus KOTOPOTO MpPEJCTaBIeHAa B
3JIEKTPOHHOH (opme,

3JIeKTPOHHOE /1eJ10: DJEKTPOHHBIM JOKYMEHT WM COBOKYHHOCTb 3JIEKTPOHHBIX
JOKYMEHTOB U METaJJaHHbIX K HUM, C(OOPMHUPOBAHHBIE B COOTBETCTBUH C HOMEHKJIATYpOH e,

3J1eKTPOHHBIN JAOKYMEHTO0000pOT: JOKYMEHTO000POT C HCIIOJIb30BaHUEM
aBTOMAaTU3MPOBAHHOW MHPOPMALIMOHHOM CUCTEMBI (CHCTEMBI 3JIEKTPOHHOI'0 I0OKyMEHTO000pOTa),

3J1eKTPOHHAS KOMUS JOKYMEHTAa: KOIUs JOKYMEHTA, CO3/JaHHasl B 3JIEKTPOHHOU (hopme,

3JIeKTPOHHAs MNOANMCh: WHPOpPMAaLUs B 3NIEKTPOHHOH (opMme, TNPHCOSIUHEHHAas K
NEKTPOHHOMY JIOKYMEHTY WJIM HMHBIM 00pa3oM CBsi3aHHass C HHMM W IO3BOJIAIOIIAs
UACHTU(UIMPOBATH JIUIO, MOANHKCABIIEE JIEKTPOHHBIN TOKYMEHT,

IKCNEePTH3a HEHHOCTH JOKYMEHTOB: H3y4eHHE JOKYMEHTOB Ha OCHOBAaHUU KPUTEPUEB MX
LIEHHOCTH JJIs1 OTIPEEIICHUSI CPOKOB XpaHEHUS IOKYMEHTOB,

3J1eKTPOHHOE coo0ImeHue — UHOopMalMs, NepelaHHas WIK MOoJydeHHas! MOJIb30BaTelieM
MH(POPMAIMOHHO-TEIEKOMMYHUKAIIMOHHON CeTH (Y4aCTHHUKOM 3JIEKTPOHHOI'O IOKyMEHTO000pOTa).

ONEKTPOHHOE COOOIIEHHE COCTOUT M3 CONPOBOJUTENBHONM M COAEpKAaTeIbHOM yacTei.
ComnpoBoauTenbHas yacTh NpeAHa3HadeHa JuIs ajapecauuu coobueHus. ConepxarenbHas 4YacTb
Mpe/icTaBIsieT cO00M TEKCT COOOIIEHUs MO0 TEKCT COOOIIEHHUs C MPUCOETUHEHHBIMU (ailiamu,
COJIEPIKALIMMHU AJIEKTPOHHYIO KOO TOKYMEHTA WIIN 3JIEKTPOHHBIN JOKYMEHT, U UX PEKBU3HTHI.

2.2. TepmuHBI U OINpeNETIeHUs], UCIIOJIb3yeMble B HacTosmel MHCTpyKIuu, COOTBETCTBYIOT
MIOHATHSIM, OIPEJEIIEHHBIM B 3aKOHOAaTeNnbcTBE Poccuiickoit denepanui.

3. B1aHKH JOKYMEHTOB

3.1.Jloxkymentsl ropoackoro CoOpaHusi ohOpMIISIOTCS Ha OJaHKaX WM CTaHIAPTHBIX
muctax Oymaru ¢opmara A4.

bnanku ropoackoro CoOpaHusi H3rOTaBIMBAIOTCS CPEACTBAMH KOMITBIOTEPHON TEXHUKHU

3.2. bnaHKM MMEIOT YCTAHOBJIEHHBIM COCTaB PEKBU3UTOB U MOPSAOK MX PAaCIOJIOKEHUS.
OO6pa3zubl 0JIaHKOB YKa3aHbl B NpUJIOkKeHUSIX K MHCTpyKuuu U oopMIIeHBI B JIEKTPOHHOM BHJIE
KaK INabJOHbI JIOKYMEHTOB. OJEKTPOHHbIE INAOJOHBI OJAHKOB JIOKYMEHTOB JOJDKHBI OBITh
UJICHTUYHBI OJIaHKaM JIOKyMEHTOB Ha OyMa)kKHOM HOCHUTEIIE.

Ha Gyiankax M3roTaBIMBaIOT TOJIBKO MEPBYIO CTPAHHUILYy JOKyMeHTa. [l Bcex Cleayronmx
CTpaHUIl UCTIOJIb3YIOT CTaHJAPTHBIE JIUCTHI YUCTOM Oymaru.

bnaHku MOKYMEHTOB M3rOTaBIMBAIOTCA Ha CTaHAAPTHBIX JucTax Oymaru (opmatom A4
(210x297 Mm).

[Ipy u3gaHuM OKYMEHTOB Ha CTaHAAPTHBIX JIMCTaX OymMarn Ha HUX BOCIPOU3BOIATCSA
PEKBU3UTHI, HEOOXOMMBIE /Ul JOKYMEHTOB KOHKPETHOTO BHU/IA.
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3.3. JInst u3rOTOBJICHHS TOKYMEHTOB B TopoAcKoM CoOpaHUM HCTIOIB3YIOTCS:
- 6mank i oopmitenus Pemenust O6HMHCKOTO TOopoackoro Cobpanus (Ilpuioskenue Ne

1);

- Omank s odopmiieHHs TpoTokona 3acenanus OOHMHCKOrO Topojackoro CoOpanws,
3aceanuil Mpo(UIBHBIX KOMHTETOB U APYrux padounx opranos (Ilpuioskenue Ne 2);

- Omank ['7maBBI TOPOICKOTO caMOyIpaBlIEHUS TOpojacKoro okpyra «l'opox OOGHHMHCK»
(Opuaoxkenne Ne 3) — HCHOIB3YeTCS /IS BBIMOJHEHHUS [71aBOH TOPOJCKOrO CaMOyIpaBIICHHUS
COOCTBEHHBIX MOJHOMOYHMI MO PEIICHHIO BOIPOCOB MECTHOTO 3HAYEHHUS B COOTBETCTBHU C II.l
cT.24 YcraBa MyHUIUINAILHOTO oOpazoBaHus «l'opox OOHHMHCK», YTBEPXKICHHOTO peEIICHHEM
ropoackoro Cobpanust Ne 01-24 ot 4 utomnst 2006 r.;

- Omank ['maBbl ropoackoro camoynpasieHus, IIpencenarens OOHHUHCKOrO TOpPOJACKOIO
CoOpanust ropojackoro okpyra «l'opoxg O6HuuCk» (IIpmioxkenue Ne 4) - wucrnonb3yercs s
BbionHeHUs: [1aBoit ropoxackoro camoympasieHusi, [Ipeacenarenem ropoackoro CobOpanus
nonmHoMounii [lpencenarens ropoackoro CoOpanus B cooTBeTcTBUM C 1. 3. cT. 24 VYcraBa
MyHHIUIATEHOTO oOpa3oBaHus «l'opox OOHHHCK», YTBEP)KIEHHOTO pEIIEHUEM TOPOJICKOTrO
Cob6panust Ne 01-24 ot 4 uromns 2006 r.;

- OnaHk moctaHoBiIeHUs [ TaBbI TOPOJICKOTO CaMOYIpaBIIEHUsI TOPOACKOro okpyra «l opon
Oo6uuuck» (IIpuaoxkenne Ne 5) — wucrnonb3yercs Ui BBINOJNHEHHs [ J1aBOM TOPOJICKOTO
camMoynpaBlieHUus: COOCTBEHHBIX MOJHOMOYMN MO PELICHUIO BOIPOCOB MECTHOTO 3HAYEHHUS B
coorBercTBUM ¢ 1.1 cr.24 VYcraBa wmyHununaabHoro oopasoBanus «l'opox OOHUHCKY,
yTBEpkACHHOTO petieHrueM ropojackoro Codpanus Ne 01-24 ot 4 urons 2006 r.;

- OnaHk pacnopspkeHus: ['naBel ropojackoro camoynpasienus, [Ipencenarens ropojackoro
Cobpanust ropojackoro okpyra «lopox O6uuHCK» (IIpmiioskenue Ne 6) — ucrmosb3yercst s
BBITIOJIHEHUST [ J1aBOI TOPOICKOTO CaMOYIpaBJIeHUs] COOCTBEHHBIX MOJHOMOYHHA MO 00ECIIEUEHUIO
OCYILECTBICHHSI JESITEIbHOCTH OPraHOB MECTHOTO CaMOYIpPABJIECHUS B COOTBETCTBUU C M.l cT.24
VYcraBa MyHununanbHoro oOpazoBaHust «l'opoy OOHHHCK», YTBEP)KIEHHOTO pEIIeHUEM
ropojckoro Coopanust Ne 01-24 ot 4 urons 2006 r.;

- onmank OO6uHmHCKOTO TOopojackoro CooOpanus (IlpuiaoskeHue Ne 7) - wucmonb3yercs s
oopmieHHs TOKYMEHTOB, OTIpaBisieMbIX M3 Topojackoro CoOpaHus 3a HOANMCHIO [71aBbI
ropojckoro camoymnpasienus, IIpencemarenss ropoxackoro CoOpaHusi WIM — 3aMECTUTENA
[Ipencenarens ropoackoro Cobpanus;

- Omank 3amectutens Ilpencemarens ropoackoro CoOpanus(Ilpuiaoskenue Ne 8) —
UCHOJb3YyeTCsl UIs BBINMOJIHEHUs 3amectutenieM Ilpeacenarens ropoackoro Codpanust cOOCTBEHHbBIX
MOJTHOMOYHMH B COOTBETCTBUU C CT. 27 YcTaBa MyHUIIUNIATBHOTO 00pa3oBanus «I opog OOHUHCKY,
YTBEp)KIEHHOTO pemeHneM ropoackoro Coopanus Ne 01-24 ot 4 urons 2006 r.;

- Onmank mpodunbHOro KomureTa Tropojackoro CoOpanust  (IIpmiaokenne Ne 9) -
UCToib3yeTcst i O(OPMIICHUS JIOKYMEHTOB, TIOATOTOBJIEHHBIX  KOMHUTETOM T'OPOJCKOTO
CoOpannsi, 3a TOANMUCHIO TpeAcenaress KOMHTETa WU 10 MOPYYSHHIO KOMHTETa JENmyTaToM,
YJICHOM KOMHTETA (B CIydyae MPUHATHUS PEIICHUS Ha 3aCe]aHUU KOMHUTETA);

- OJlaHK JemyTara — mpeaceaaress Npo@uIbLHOr0o Komurera ropoackoro Codpanus
(Opnaoxenne Ne 10);

- Omamk ngenyrata OOnuHCKOro ropoackoro CoOpanust (IIpuioxkenue Ne 11) -
UCTOJIb3yeTcsl uId 0pOPMIICHHUS JJOKYMEHTOB, MUCEM, MOJTOTOBICHHBIX JEMYTaTOM TOPOJCKOTO
Cobpanus;

- 01aHK NMPHUKa30B MO0 AJMUHMCTPATHBHO-XO03fliCTBEHHBIM BONPOCAM, a TaKikKe IO
KaJpOBBIM BONPOCAaM U MYHHUIIMIAIbHOM ci1ykoe ([Ipuioskenne Ne 12);

3.4.ln1 odopmieHUs pe30TIONUM Ha JOKyMmMeHTe B ropoackomM  CoOpaHuu MOTryT
HCIOJIb30BaThCS OJIAHKU PE3OJTIOLIUM.

3.5. Ha 6mankax ropojckoro CoOpaHust BOCIIpou3BoaAUTCs repd ropoga OOHUHCKA.

3.6. TIpoexTupoBanue OJIAHKOB JTIOKYMEHTOB ocymiecTBisiercss B coorBercTBuu ¢ 'OCT P
7.0.97-2016 "Cuctema crtangaptoB 1mo uWH(poOpManuu, OMOIMOTEYHOMY W H3AATEIBCKOMY JIETy.
OpraHu3alnoOHHO-pacopsAAUTENbHAs JOKyMeHTalus. TpeboBaHus K 0(OPMICHHIO TOKYMEHTOB'".




4. O0mme TpedOBaHMSA K CO3JAHHIO IOKYMEHTOB

4.1 JlokyMeHTBI MOTYT CO3JaBaThCsi HA OyMa)KHOM HOCHTENe M B 3JEKTPOHHOU (opme ¢
COOJIIO/ICHHEM YCTaHOBJICHHBIX MPaBUII 0POPMIICHHS JOKYMEHTOB.

4.2. Kaxnaplii TUCT JOKyMeHTa, oOpMIICHHBIM Ha OjlaHKe wim 0e3 HEero, JOJDKEH WMETh
I10JI1 HE MEHEE:

20 MM - 1€BOE;

10 MM - paBoe;

20 MM - BepxHeE;

20 MM - HUXKHEE.

JlokyMeHThI AuTeNbHbIX (cBbllie 10 JeT) CpoKOB XpaHEHUs JTOJIKHBI UMETh JIEBOE TOJIE HE
MeHee 30 MMm.

4.3. JlomyckaeTcsi co3/laHHe JOKYMEHTOB Ha JIMIIEBOM W 00OpOTHOM cTopoHax sucra. [Ipu
JIBYCTOPOHHEM CO3/I1aHUU JOKYMEHTOB IIMPHHA JIEBOTO MOJISl Ha JIMLIEBOM CTOPOHE JIUCTAa U MPABOT0
T0JI1 Ha OOOPOTHOM CTOPOHE JIUCTA IOJKHBI OBITH PABHBI.

4.4. Ilpu co3maHuMM AOKyMEHTa Ha ABYX U Oojiee CTpaHULAX BTOPYIO M IOCJIEAYIOIIHE
CTpaHUIbl HYMEPYIOT.

Homepa ctpanuil mpocTaBisitoTCsl IOCEPEMHE BEPXHErO MOJS JOKYMEHTa Ha PacCTOSIHUM
He MeHee 10 MM OT BepXHETo Kpasi JIHCTA.

4.5. Ing co3panusi JOKyMEHTOB HEOOXOAMMO HCIIOJIB30BaTh CBOOOJIHO paclpoCTpaHseMbIe
OecruraTHple MPUQTHL.

Jiist opopmiteHHs TOKYMEHTOB PEKOMEHIYETCS MCIIONIb30BaTh pa3Mepsl mpudToB N 12, 13,
l4mr.

[Ipu cocraBneHnH TaOIHIl TOIMYCKAETCs HCIIOJIB30BaHUE MIPUPTOB MEHbIIMX pa3mepoB - N
10,11 mor.

4.6. AG3anHbIit OTCTYI TEKCTa JOKyMeHTa - 1,25 cM.

3arojoBKM pa3feioB M TOJpPA3JesioB IeyaTaloTcs ¢ ab3alHbIM  OTCTYIIOM — HJIH
LEHTPUPYIOTCS 10 IIHPUHE TEKCTA.

MHOrocTpouHble pEKBU3UTHI NI€YATAIOTCS YE€PE3 OJUH MEKCTPOYHBIN MHTEPBAJ, COCTABHBIE
4acTH PEKBU3UTOB OTJIEISIFOTCS IONOJHUTENbHBIM HHTEPBAJIOM.

TekcT nokymeHTa meuataerca depe3 1 - 1,5 MeKCTpodHbIX MHTEpBana. TEKCT TOKyMEHTa
BBIPaBHMBAETCSA O IIMPHUHE JUCTA (110 FPaHULIaM JIEBOTO U MPABOT0 MOJEH TIOKYyMEHTA).

Ecnu 1OKyMeHT roTOBUTCA JUIsl M3JJaHUS C YMEHBIIEHHEM MacuiTada, TeKCT IMedaraeTcs
yepes 1Ba MHTepBaJa.

WuTepBan Mexx1y OyKBaMu B CJIOBaX - OOBIYHBIH.

WHuTepBan Mexay cI0BaMH - OJIMH IpoOer.

CTpoKHu pEeKBU3UTOB BBIPAaBHHUBAIOTCS IO JIEBOM I'PAHULE 30HBI PACIOJIOKEHUS PEKBU3HUTA
WJIY LIEHTPYIOTCSI OTHOCUTENBHO CAMOM JUIMHHOW CTPOKH.

JlinHa caMoil JJIMHHOW CTPOKM PEKBU3UTA IIPHU YITIOBOM PACIOJIOKEHWH PEKBU3UTOB HE
oonee 7,5 cM.

JlinHa caMoil ITMHHON CTPOKH PEKBU3UTA IIPU MPOJIOJIBHOM PACIIONIOKEHUH PEKBU3UTOB HE
6oxee 12 cm.

4.7. JlomyckaeTcsi BBIACNATh MOJTYKUPHBIM IIPU(PTOM peKBU3UTHI "ajpecat", "3arojoBOK K
TEeKCTY" WiH "MoAMMCE", a TAaK)Ke OT/AENbHBIEC ()parMEHTHI TEKCTA.

4.8. HopmaTtuBHble mpaBoBble aKkThl ropojckoro CoOpaHus, a TaKKe HUHbIE
MHOTOCTPAaHUYHbIE JOKYMEHTHI MOTYT OQOPMIISTHCS C TUTYJIbHBIM JHCTOM. THTYJIBHBIA JIHCT
JIOKyMeHTa oopmiisercs: B cooTBeTcTBUHU ¢ IIpuiioxkenuem 13.

5. PeKBU3UTHI JOKYMEHTA U HX 0()OPMJICHUE

5.1. Ilpu moaroroBke AOKYMEHTOB Topojackoro CoOpaHus HCHOJB3YIOTCS PEKBU3HTHI,
ycranoBieHnsie ['OCT P 7.0.97-2016:

a) rep6 ropoga OOHMHCKA



0) Ko (hOpMBI TOKYMEHTA;

B) HAMMECHOBaHWE OPTaHU3AIINH;

I') HANMEHOBAHUE CTPYKTYPHOTO TIOIPa3ICIICHUS;

J1) HAMMEHOBAHUE JOJKHOCTH JIUIIA;

€) CIIpaBOYHBIC JaHHbIC 00 OpraHU3aINH;

’K) HAMMEHOBAHHE BHJIA JOKYMEHTA,

3) JaTa JOKYMEHTa,

1) PETUCTPAIIMOHHBI HOMEP JOKYMEHTA;

K) CChUIKa Ha PETUCTPAIIMOHHBIA HOMED M JIaTy MOCTYIHBIIErO JJOKYMEHTA,

JI) MECTO COCTaBJIeHUs (M3/1aHUs) TOKYMEHTA;

M) rpu¢ OrpaHUYEHUS TOCTYIIA K JOKYMEHTY;

H) ajipecar;

0) rpud yTBEP)KIACHUS JOKYMECHTA,;

I1) 3aT0JIOBOK K TEKCTY;

P) TEKCT TOKYMEHTA;

C) OTMETKA O MPHUJIOKEHUU;

T) rpu( COrNIaCOBaHUs JIOKYMEHTA,

y) BU3a;

¢) moanuce;

X) OTMETKA 00 3JIEKTPOHHOM MOAIHUCH;

11) TICYaTh,

9) OTMETKA 00 UCIIOJTHHUTEIE;

II) OTMETKA O 3aBEPEHHUH KOITHUH;

1) OTMETKA O MOCTYIJICHUH JIOKYMEHTA;

bI) PE3OIIOIHS;

9) OTMETKa O KOHTPOJIE;

10) OTMETKA O HaIllpaBJICHUU JOKYMEHTA B JIEJO.

5.2. CocTaB pEKBHU3HTOB, HCIOJIB3YEMBIX IS O(OPMIICHUS JOKYMEHTOB, OMpEAEISAeTCS
BUJIOM (Pa3HOBUIHOCTHIO) JOKYMEHTA.

5.3. HaumeHnoBaHue BU/la JOKYMEHTa YKa3blBA€TCA HA BCEX JOKYMEHTaX, 3a UCKIIOUEHUEM
MIMCEM, pacrojaraercs o NOoJHbIM OQUIMATIbHBIM HaUMEHOBAaHUEM NPEACTaBUTEIBHOTO OpraHa.

5.4. Jlata pgOKyMeHTa [OJDKHAa COOTBETCTBOBaTh JaTe MOANUCAHUS (YTBEpPXKIEHUS)
JOKYMEHTa WiH (B MPOTOKOJIAX, aKTaX U T.I1.) aTe COOBITUS, 3a()UKCUPOBAHHOTO B JOKYMEHTE.

JlaTa OKyMeHTa 3aliChIBAETCS B MIOCIIEI0BATEIBHOCTH: IEHb MECSLA, MECSLL, TOJl OJJHUM U3
JIBYX CIOCOOOB:

apabckumu nudpamu, pasaeaeHHbIMA Toukoii: 05.06.2018;

cioBecHO-IU(PpoBbIM criocoOoMm: 5 uroHs 2018 . (Wm coBO «Toz1a»).

Ha pokymenrax, odopmisemMblx Ha OjaHke, [gaTa JOKYMEHTa IPOCTAaBIAETCS IOJ
peKBU3UTaMH "HaMMEHOBaHUE BHUAA JAOKyMeHTa" (B OJaHKaX KOHKPETHBIX BHUJOB JIOKYMEHTOB) U
"cripaBOYHBIE JaHHBIE 00 opraHu3anuu’ (B OJIaHKaX MUCEM).

Bce cnyxeOHble OTMETKH Ha JOKYMEHTE, CBSI3aHHBIE C €0 MPOXO0XKICHUEM U UCIIOJIHEHUEM,
JOJKHBI TaTUPOBATHCA U TIOIUCHIBATHCA.

5.5. PerncrpanmoHHblid HOMEP COCTOUT U3 MHJEKCA Jiea 10 HOMEHKJIAType U MOPSAIKOBOTO
HOMEpa NOCTYIUIEHUs JOKYMEHTa B TedueHHe roja. lIpunoikeHus K TOKyMEHTaM OTIEIbHO HE
PETUCTPUPYIOTCS.

Perucrpanus mOCTYNHMBIIUX JOKYMEHTOB NPOU3BOAMTCSA C BBOAOM HMH(pOpMAIMM O HUX B
ANEKTPOHHYI0 0a3y JaHHBIX IyTEM 3aloJIHEHUS SKPAaHHOW pEerucTparioHHO-KOHTPOJIBHOM
KAapTOUKH.

Ccpulka Ha PETrMCTPALlMOHHBIA HOMEDP M ATy NOCTYNHBIIErO JOKYMEHTa, COCTOSIIAs M3
PETHCTPALIMOHHOTO HOMEpa MW JaThl BXOZSINErO JOKYMEHTA, HAa KOTOPBIA JAaeTCsl OTBET,
npocrasisercs B Buae orMeTku "Ha Ne ... ot ..." B OnaHke nuchma.
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B TekcT nmuceMa-oTBETa CBEAEHUS O PETUCTPALMOHHOM HOMEpPE U JlaTe IMOCTYNMBIIETO
MMCbMa HE BKJIFOYAIOTCSL.

5.6. Mecto coctaBiieHus (M3aHMA) OKYMEHTa YKa3bIBA€TCs Ha PELIEHUSX TOpPOJICKOro
Cobpanus, npoTokonax 3acefanuii ropojackoro Codpanus.

5.7. I'pud orpannueHus nocTymna K JOKyMeHTY (momMetka "J{is ciy>keOHOro mosib30BaHus")
IIPOCTABJISIETCSl B IIPaBOM BEPXHEM yIJy IE€PBOrO JIMCTAa JOKyMEHTa (MpOEKTa JIOKyMEHTa,
COIIPOBOJIUTENBHOIO MUCbMA K JOKYMEHTY) OT IPAHHULIbl BEPXHETO MOJIs IPU HAJIUYUK B IOKYMEHTE
uHpOpMalMK, TOCTYIl K KOTOPOW OrpaHUYMBACTCI B COOTBETCTBHHM C 3aKOHOJATEIHCTBOM
Poccuiickoit @enepanuu.

5.8. AnpecaT - peKBU3HUT, UCIOIB3YEMBIN MPU OPOPMIICHHH JETOBBIX (CIyXKEeOHBIX) THCEM,
BHYTPEHHUX HH(OPMALIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

AnpecaToM JOKYMEHTa MOXET OBbITh OpraHu3alus, CTPYKTYpPHOE IOApa3JieleHUe
OpraHu3alMH, JOJPKHOCTHOE MU (PU3HUECKOE JIULIO.

PexBusur "anpecar" odopmisiercs Ha OJaHKe C YIJIOBBIM PAcoOJOKEHUEM PEKBU3UTOB - B
BEpPXHEHl MpaBoOi yacTW JOKyMeHTa, Ha OJIaHKe C MPOAOJIBHBIM PACHOJOXKEHUEM PEKBU3HUTOB -
crpaBa 1oJ| pekBu3uTaMu Onanka. CTpoku pekBu3UTa "azpecat” BHIPABHUBAIOTCS IO JIEBOMY KParo
WIN HEHTPYIOTCSI OTHOCUTEIBHO CaMOM JUIMHHOW CTPOKH.

[Tpu anpecoBaHuU JOKYMEHTa PYKOBOJUTENIO (3aMECTUTEI0 PYKOBOAMTENS) OpraHU3aluu
yKa3blBalOTCS B JIaTEJILHOM IMajie’)Ke€ HAMMEHOBAHHE JOJDKHOCTU PYKOBOJUTENS (3aMECTUTENsS
PYKOBOJMTES), BKJIIOUAIOLEE HAMMEHOBaHUE OpraHMu3aliy, (aMuINi0, HHUIHAIbI JOHKHOCTHOTO
JMLA.

[Ipumep:

[upexropy
OBY "HauMeHnoBanue opraHuzanuu'
Dammmusg U.0.

[Ipu agpecoBaHMM NHCbMA B OPraHU3ALMIO YKAa3bIBAETCS €€ IOJIHOE WM COKPALICHHOE
HaVMEHOBAHHUE B MMEHUTEIBHOM MAJIEKe.

IIpn appecoBaHMM JTOKYMEHTa B CTPYKTYpPHOE IOJAPA3/IEICHUE OpPraHM3allid B PEKBHU3UTE
"agpecar" yKa3plBalOTCS B MMEHMTEIBHOM TMaJeXe HAUMEHOBAHWE OPraHU3alUdd, HUXKE -
HAaNMEHOBAHME CTPYKTYPHOT'O IIOIPA3ACICHUS.

ITpumep:

OBY "HaunMeHnoBanue opranHuzanuu'
DUHAHCOBOE YIPABJICHUE

IIpn anpecoBaHnMM NUCbMa PYKOBOJIUTENI CTPYKTYPHOTO IMOJPA3IEICHUS YKA3bIBAIOTCS B
VMEHUTEIIBHOM I13/1€)K€ HAMMEHOBAaHUE OPraHU3aluy, HUKE - B JaTEIbHOM I1aJ1€Ke HAUMEHOBAHUE
JOJDKHOCTH  PYKOBOAWTENS, BKIIOYAIONIEE HAMNMEHOBAHUE CTPYKTYPHOTO IOAPa3JENICHUs,
(bamMHUITUIO, UHUIHATIBL.

ITpumep:

®ObY "HaumenoBanue opranuzanuu’
PykoBoauTemnto 10roBOpHO-MpaBOBOTO OTAENA
damvumma U.0.

[lepen Qamunuelt TOMKHOCTHOTO JHIAa JOMYCKaeTcsl yHOTpeOisTh cokpaiieHue 'r-ay"
(rocnoauHy), eciiy agpecaT MyXKYuHa, WK "T-xke" (TOCIoXKe), €ClM aJipecaT >KeHIIUHA.

[Tpumep:

r-uy ®amunus 1.0.
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r-xe ®amumng 1.0.

[Ipu paccbUIke AOKyMEHTa TpyIIe OpraHu3alMii OJAHOrO THUMA WU B CTPYKTYpHbBIE
MOJIpa3/IeJIeHus] OJJHOM OpraHu3alru, aapecaT yKa3bIBaeTcsi 0000IEHHO.
[Tpumep:

PyxoBonutensam ¢unuanos
OBV "HaumeHnoBanue opranuzanuu’
PykoBoautensam ynpasinenuit u otaenos ®bY "Hanmenoanue opranuzanuu’

ITpu paccelike JOKyMEHTa HE BCEM OpPIaHU3aLUsAM WM CTPYKTYPHBIM MOJIPA3/IEIEeHUAM 0]
pexBu3uToM "Anpecar” B ckoOKax ykaspiBaeTcs: "(1o crucky)".
[Tpumep:

PykoBoauTensiM yrpaBiieHUi U OTIEN0B
O®bY "HanmeHnoBanue opranuzauun”
(o crucky)

CIucoK pacchblUIKU COCTaBIISETCS] UCIIOTHUTEIIEM.

Ecnu nuceMo HampasisieTcst B OpraHu3alyio UM J0JKHOCTHOMY JIMILY U IS CBEJICHUS €llie
psily OpraHu3aluil WK JOJKHOCTHBIX JIML, 00Iee KOJIMYECTBO a/pecaToB He J0JDKHO ObITh Oosee
YeThIPEX, NP 3TOM OCHOBHOM ajpecaT yKa3bIBaeTcsl NepBbIM, cioBo "Komus" mepen BTOPBIM,
TPETbUM, YETBEPTHIM aJpecaTaMy He I1e4aTaeTcs.

B cocraB pexBuzuta "Anpecat" MOXKET BXOIUTH MOUYTOBBIM ajpec. DJIEMEHThI TOYTOBOTO
azpeca yKasbIBalOTCA B IIOCIENOBATEIBHOCTH, YCTAaHOBJIEHHOH IIpaBmiiamMm oka3aHus yciyr
IIOYTOBOM CBSI3M, YTBEP)KIEHHBIMH MpPHUKa30M MUHUCTEPCTBA CBSI3M M MAacCCOBBIX KOMMYHHKAIUI
Poccuiickoit ®enepanuu ot 31 urons 2014 r. N 234.

a) JUIsl IOpPUIMYECKOro JIMIA - MOJIHOE WM COKpAIlleHHOE HauMEHOBaHHWe (IIPU HaJIU4uu),
JUIs TpaKJaHWHA - (haMIITUs, UM, OTYECTBO (TIOC/IeHEe IPU HAJTMYUN);

0) OaHKOBCKHME DPEKBU3MUTHI (JJIs1 MOYTOBBIX IEPEBOJIOB, HAMPABIAEMBIX HOPHUINYECKOMY
JIMILY WU IPUHUMAEMBIX OT FOPUANYECKOTO JINIA);

B) Ha3BaHUE YJIMIIbI, HOMEpP JIoMa, HOMEp KBAPTHUPHI;

I') Ha3BaHUE HACEJICHHOT' O IyHKTa;

1) Ha3BaHHUE palioHa;

€) Ha3BaHHUe pecnyOInKH, Kpas, 00JacTi, aBTOHOMHOTO OKpyra (00JacTH);

K) Ha3BaHHUE CTpaHbl (7151 MEKYHAPOIHBIX IOYTOBBIX OTIPABIIECHUI);

3) MOYTOBBIA HHIEKC.

[TouToBBIN afpec HE YKa3bIBA€TCSA B JOKYMEHTAaX, HAllPaBJISIEMbIX B BBICIIIME OpraHbl BIACTH,
BBIIIECTOSIIIME OPTaHU3alMH, TI0JIBEJOMCTBEHHbIE OpPraHU3alMi U IIOCTOSTHHBIM KOPPECIIOHEHTAM
(32 MCKJIIOUEHHEM HaIlpaBJICHHUs IHCEM YKa3aHHBIM ajpecaTaM B KOHBEpPTaX C IPO3pauHbIMU
OKHaMH).

[Tpu oTmpaBke nMUCbMa MO 3IEKTPOHHON MOYTE WU M0 (PaKCUMHUIBHOU CBS3U (0€3 TOCBHUIKU
[0 T04YTe) TMOYTOBBIA ajpec He yka3piBaeTcs. lIpm HEoOX0oAMMOCTH MOXET OBbITh YKa3aH
AJIEKTPOHHBIN aapec (Homep Tenedona/daxca).

ITpumep:

Bceepocculickuii Hay4YHO-UCCIE0BATENbCKAN HHCTUTYT
JOKYMEHTOBEACHUS U apXHUBHOTO JI€a
DJNEKTPOHHBIN agpec



12

5.9. I'pud yTBepkIeHHS TOKYMEHTA MPOCTABISAETCS Ha JOKYMEHTaX B IPABOM BEpXHEM
yriay MepBOro Jjucta JokyMeHTa. CTpOKM PEKBU3UTA BBIPABHUBAIOTCS MO JIEBOMY Kpaw WIA
LEHTPYIOTCSI OTHOCUTEIILHO CaMOW JITTMHHOM CTPOKH.

[Tpu yTBEp>KICHUHM TOKYMEHTa COOCTBEHHOPYYHOH MOJIMKCHIO JOJDKHOCTHOTO JIMIAa Tpud
yTBepxkIeHus: cocrour u3 cinoBa "YTBEPX/IAIO", HaumeHOBaHUSA JOJKHOCTU JIMIIA,
YTBEPXKIAFOIIETO JOKYMEHT, €r0 MOANICH, HHUITUAIOB, ((aMIJIUU U 1aThl YTBEPKIACHHUS.

[Tpumep:

YTBEPXIAIO
I';1taBa ropoiCKOro caMoymnpaBiIeHUS,
ITpencenarens ropoackoro Cobpanus

IMoamuce HN.0. ®amunus
[ara

[Tpu yTBEepKIeHUN JOKYMEHTA PACHOPSAUTEIBHBIM JJOKYMEHTOM IpU( YTBEP)KICHHSI COCTOUT
u3 cinopa "YTBEPXIEH" ("YTBEPXJEHA", "VTBEPXAEHBI" wiu "YTBEPXJ/IEHO"),
COIJJaCOBAaHHOTO C HAMMEHOBAaHMEM BHUJA YTBEPKIAEMOIO JOKYMEHTAa, Ha3BaHUS BHJA
pacnopsAUTEILHOIO JOKYMEHTa B TBOPUTEIBHOM NAJEXKE, €ro 1aThl, HoMepa. Hanpumep:

(Pernamenr) YTBEPXIEH
npukazom ®bY "HaumeHnosanue

opranuzamnuu"
ot 5 okTsiOpst 2017 1. N 82

(ITpaBuia) YTBEPXJEHbI
npukazom ObY "Haumenosanue

opraHuzaruu"
otT 5 okTs16ps 2017 1. N 83

5.10. 3arojoBoK K TEKCTY - KpaTKOe COJEep)KaHUE JOKyMeHTa. ECIM 3arojloBOK K TEKCTY
oTBeuaeT Ha Bompoc "o uem?", oH HaunmHaeTcs ¢ npeanora "O" ("O6"). Ecau 3aronoBok K TEKCTy
OTBEYAaeT Ha BoOMpoc '"dero?", OH COCTaBIsAE€T OJHO I€J0€ C Ha3BaHHWEM BHUJA JIOKYMEHTA.
Hamnpumep:

npukas (0 4em?) 0 Co3JaHUU aTTECTAIMOHHOW KOMUCCUH

nUCcbMO (0 yem?) 0 mpeJoCTaBlIeHUH HH(POpMAIUU
aKkT (4ero?) mpuema-nepenadu e
IPOTOKOJI (4ero?) 3aceianus SKCIEePTHON KOMUCCUN

3aroyloBoK K TEKCTy OQopMIIsieTcsl MoJ PEeKBU3UTaMM OJIaHKa cJieBa, OT TPaHUIIbl JIEBOTO
oJIsl.

5.11. Tekcr nmOKyMeHTa JODKEH OBITh COCTaBJIIGH TPaMOTHO, SICHO, TOHSATHO W TIO
BO3MOKHOCTH KpaTko. TEeKCT JOKyMEHTa JOJDKEH ColiepKaTh JOCTOBEPHYIO U aKTyaJIbHYIO
nH(pOpPMAINIO, TOCTATOYHYIO JIJISl TIPUHATHS PEIICHUN WIM WX UCIIOJHEHUS, HE TOJDKEH JOIYCKaTh
Pa3IUYHBIX TOJIKOBAHUU.

B Tekcte mokymeHTa, TOJATOTOBIEHHOM HAa OCHOBAaHUM 3aKOHOJATEIBHBIX WM HHBIX
HOPMAaTUBHBIX MPABOBBIX aKTOB, pPaHEE U3/IAHHBIX PACIOPSAUTEIBHBIX JOKYMEHTOB, YKA3bIBAIOTCS
WX PEKBU3UTHI:

HAMMCHOBAHUE JOKYMCHTA, HAMMEHOBAHUE OpraHa BJacTH (OpraHu3allvu), U3AaBIIero(eii)
JIOKYMEHT, J1aTa IOKyMEHTa, PETUCTPALIMOHHBIA HOMEP TIOKYMEHTA, 3ar0JIOBOK K TEKCTY;
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HAaUMEHOBAHME OpPraHU3alMU WJIK JOJHKHOCTHOTO JIMIA, YTBEPIMBILIETO IOKYMEHT, JaTa
YTBEPKACHUSI TOKYMEHTA.

TexkcT HOKyMEHTa MOXET COAepXkKaTb pa3Aeibl, MOAPA3JENbl, IYHKTbI, MOAMYHKTHI,
HyMepyemble apaOckumMu nudpaMu. YpoBHEH pyOpHKamMu TeKcTa HE JOJDKHO ObITh Oosee
YeThIpEeX.

TeKkcT ToKyMEHTa n3Jlaraercs:

B IMpHKa3ax, HM3JaHHBIX EIUHOJIWYHO, - OT IMEpPBOro JHUIAa €AMHCTBeHHOro uwucia ("...
IIpHKa3bIBaro");

B IPOTOKOJIaX 3aceaHWil - OT TpeThero juia mMHoxkecTBeHHoro uucia ("CJIYILAJIA",
"BBICTYIIWJIN", "PEILIAJIN");

B JINIOBBIX MHUCHbMax, 0(hOpMIICHHBIX Ha OyiaHke ropojckoro CoOpaHus, - OT MEPBOro JHIIA
MHO>KECTBEHHOI0 uucia (MpocuM, HampasiseM, MpeajlaraéM) WIA OT TPETbero Juua
equHCcTBeHHOTO yHncia ("ropoackoe CoOpanue He Bo3paxkaert...", "... cuuTaeT BO3MOXKHBIM...");

B JICJIOBBIX IHUCbMaxX, O(QOPMJIEHHBIX HA JOJDKHOCTHBIX OJIaHKax, - OT IEPBOrO JHIa
eAMHCTBeHHOTO uncia ("mpomy ...", "mpeanarao ...");

B JIOKJIQJHBIX U CIY)KEOHBIX 3alMCKaX, 3asiBJIEHUSX - OT MEPBOIO JULA E€IUHCTBEHHOTO
yucna ("mpomy ...", "cunTaro HEOOXOIUMBIM ...");

B JOKYMEHTaX, yCTaHABIMBAIOUIMX (YHKIUU (OOSI3aHHOCTH), NpaBa M OTBETCTBEHHOCTH
CTPYKTYPHBIX MOApa3/elIeHUd, paOOTHUKOB (IIOJIOKEHUE, WHCTPYKLHUA), a TaKKe COAepKallux
OIMCaHME CUTYaIlMi, aHaau3 (aKTOB U BBIBOJBI (aKT, CIIPaBKa), UCIOJIb3YyeTCs (opMa U3I0KECHHUS
TEeKCTa OT TPEThEro JMIa €IWHCTBEHHOTO WM MHOXXECTBEHHOTo uucia ("OoTxen OCyIIECTBISET
¢dbyHKIMN...", "KOMHCCHS MTPOBEJIa MPOBEPKY...").

[Ipy TDOArOTOBKE TEKCTa JIOKYMEHTa CleyeT CcoONMogaTh IMpaBWiia HAMHUCaHUS
oAb HBIX HANMEHOBAHUH, YHCIUTEIBHBIX U SIHHUAL] U3MEPEHUSI.

B Texcrax MOKYMEHTOB yHOTpeOJIsAtoTCs OOIenpUHAThIE a0OpeBHATypbl U Tpaduueckue
COKpAIIEHHUS.

[Tpu yka3anuu B TeKcTe (paMHUINU JIMIIA UHUIUANIBI CTaBITCS mocie Gamunuu. B nenoBeix
(city)eOHBIX ) MIUChMaX UCTIOIb3YIOTCS:

BCTYNUTEIbHOE OOpallleHue:

YBaxaewmslii rocnionuH IIpencenarens!
YBakaembli rocriogud MunucTp!
VBaxkaemblii rocnioguH MiBaHoB!
VYBakaemas rocnioka [lerposa!
VBaxaewmsliii MBan IleTtpoBny!
VYBaxaemas AuHa HukonaeBHa!
YBaxaemsle rocnonal

3aKJIIOYUTENbHASA dTHUKeTHAs Ppaza: "C yBaxkeHueM, ...".

HanMeHnoBanme MOJDKHOCTH B OOpAIEHUH MHINETCS C MPOMUCHON OYKBBI, B OOpaIICHUH 110
(baMHUITUN MHUIMAIIBI JIMLA HE YKa3bIBAIOTCS.

5.12. OTmerka O TNPUIOKEHUH COACPKHUT CBEICHUS O JOKYMEHTe (JOKYMEHTax),
MPUIIAraeMOM K COIIPOBOAUTEIBHOMY MUCHMY, HHOMY WH(OPMAIMOHHO-CIIPAaBOYHOMY JOKYMEHTY,
WIK O TOM, YTO JOKYMEHT SIBJISIETCSI MPHJIOKEHHEM K OCHOBHOMY JIOKYMEHTY (HOPMaTHBHOMY,
pacnopsAUTEIbHOMY WK HHOMY).

B compoBoauTenbHBIX THCbMaxX W JIPYTHMX HHQOPMAIMOHHO-CIPABOYHBIX JOKYMEHTaX
OTMETKa O TPHJIOXKEHUH O(GOpPMISeTCs MOJ] TEKCTOM OT TPAaHUIBI JIEBOTO TMOJS CIEIYIOIIUM
obOpazoM:

€CJIA IIPUJIOKEHNE HAa3BAHO B TEKCTE:

IIpunoxenue: Ha 2 1. B 1 3K3.
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€CJIU IMMPUJIOKEHUEC HC Ha3BaHO B TCKCTC UJIU €CIIN l'IpI/IJ'IO}KeHI/Iﬁ HECKOJIBKO:

[Tpunoxenus: 1. ITonoxenue o .......... Ha 5 1. B 1 9K3.
2.ChpaBka o ... Ha 2 1. B 1 9K3.

€CJIM MPUJIOKEHHE (MTPUIIOKEHHUS) COPOITIOPOBAHO(BI):
[Tpunoxenue: B 2 3K3.

€CIM JTOKYMEHT, SIBJISIOIIMNACS TMPUIOKEHUEM, HUMEET MPUIIOKEHHUS C CaMOCTOATEIbHOU
HyMepanueil cTpaHuil:

[Tpunoxenue: MyHHUITUTIATBHBIA KOHTPAKT..... oT 05.09.2017 N 32-17/72
U IPWIOKEHUS K HEMY, BCEro Ha 7 L.

€CIIM TMUChMO HAIpPABISCTCS HECKOJIBKHM ajpecaTaM, a JOKYMEHT-NIPHJIOKEHHE TOJIbKO
HIEPBOMY aJipecary:

[Ipunoxenue: Ha 3 1. B | 9K3. TOJILKO B MEPBBIN ajpec.

€CJIM MIPUIIOKECHUEM SIBIISICTCSI 000COOICHHBII 3JIEKTPOHHBIH HOCHTEIb (KOMITAKT-IHCK, USh-
(bren-HaKOMUTENb U JIp):

[Tpunoxenue: CD B 1 3k3.

[Tpu sToM Ha BKJIajbInie (KOHBEPTE), B KOTOPHIN MOMEIIAETCS HOCUTENb, YKA3bIBAIOTCS
HAaUMEHOBAHHMSI IOKYMEHTOB, 3aITUCAHHBIX Ha HOCHUTE]h, UMEHA (haiiiioB.

B  pacnopsauTenpHBIX  JAOKyMEHTax  (IIOCTQHOBIIGHHUSX,  pEHICHHUAX,  IMpUKa3zax,
pacTOpsHKCHHSIX), JTIOTOBOpAaX, TMOJIOKEHUSAX, IMpaBWIAX, HHCTPYKIHMSIX W JPYrUX JOKYMEHTaX
OTMETKA O MPUIOKEHUH 0POPMIISIETCS CIAEAYIOIINM 00pa3oM:

B TEKCTE JOKYMEHTa TpH IIEPBOM YIOMHWHAHUU JOKYMEHTA-TIPUJIOKEHUS B CKOOKax
YKa3bIBAETCS: ... (IPUIIOKEHHE) WIH ... (mpuioxkenue 1), (mpunoxkenue N 1);

Ha TIEPBOM JIMCTE JIOKYMEHTA-TIPHIIOKCHHS B IPABOM BEPXHEM YTy YKa3bIBACTCS:

ITpunoxenne Ne 1

K Pacnopspxenuto ['1aBbl ropoAcKoro caMoyrpaBieHus,
[Ipencenarens ropoackoro Cobpanust

o1 30.08.2018 Ne 01-07/43 «O6 yrBepxaenuu [Ipasui....»

B pemenusix ropoackoro CoOpaHusi OTMETKa O MPHIOKEHUH, B CIy4ae €Clid OHO OJIHO,
oopMIIIeTCs CASAYIOIIMM 00pa3oMm:

B Tekcre pemieHus MHIIETCS CIOBO «IPUIIATaeTCs», Ha MEPBOM JIHCTE MPUIIOKEHUS, B
IIpaBOM BEPXHEM YyITy, MPOCTABIACTCA OTMCETKA O IMPUITOKCHUH:

[Ipunoxenue k pemennto OOHUHCKOTO Topoickoro CobpaHus

ot 28.11.2017 Ne 07-34

«O06 yrBepxkaennu [lomoxxenns o codpanusx (KoH(MEPEHINX ) TPaXkKIaH
B MYHUIIMNAJIBLHOM 00pa3zoBanuu «I'opox OOHMHCK»
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5.14. Tpud cornmacoBaHus MPOCTABISICTCS HA JIOKYMEHTE B Cllydae €ro BHEIIHETO
COrIacoBaHusl (COTJIacOBaHME C OpraHaMu BIIACTH, HHBIMHU OpTraHM3AIMSAMH, JOJKHOCTHBIMU
munamu). ['pud cormacoBanuss B 3aBHCHUMOCTH OT BHAA JOKYMEHTa M OCOOCHHOCTEH ero
o OopMIIEHUS MOKET IPOCTABIIATHCS:

- Ha MEPBOM JIUCTE JIOKYMEHTa (€CIU JOKYMEHT UMEET TUTYJIbHBIN JIUCT, - Ha TUTYJIbHOM
JUCTE) B JICEBOM BEPXHEM YIJIy Ha YpoBHE TIpuda YTBEpKICHHS WIM 0]l HaWuMEHOBaHHEM
JOKyMEeHTa OJMKe K HIDKHEMY TIOJTIO);

- Ha TIOCJIEIHEM JIMCTE JOKYMEHTA MOJ] TEKCTOM;

- Ha JIUCTE COTJIaCOBaHUs, SIBJISIOIIEMCS] HEOThEMJIEMOM YacThIO JOKYMEHTA.

I'pud cormacoBanust coctout u3 ciosa "COI'JTACOBAHO", noybKHOCTH JIHIa, ¢ KOTOPHIM
COTJIACOBaH JIOKYMEHT (BKIIOYasi HAUMEHOBAHHUE OPTaHM3AINH), €r0 COOCTBEHHOPYYHOU MOJIUCH,
WHUIUANOB, (aMIINHU, 1aThl COTJIACOBAHUS.

ITpumep:

COI'’TACOBAHO

3amecturens [Ipeacenarens ropoackoro Cobpanus
(moamucek) N.O.Gamunus

JlaTa

Ecnu cornacoBaHue OCYLIECTBIISICTCSI KOJUIETHAIBHBIM OpPraHoM, B rpude coriacoBaHUs
YKa3bIBalOT CBEJCHUS 00 OpraHe, COrjiacoBaBIIEM JJOKYMEHT, 1aT€ U HOMEPE NMPOTOKOJIA, B KOTOPOM
3a()UKCHPOBAaHO pELIEHHE O CcorlacoBaHUU. Ecam coriacoBaHue OCYLIECTBISETCS IMUCHMOM,
YKa3bIBalOT BU/J IOKYMEHTA, OpraHU3aluIo - aBTOpa JOKYMEHTa, 1aTy U HOMEp IUChMa.

IIpumepsl:

1 COI'JTACOBAHO

I'HTC

(mpoToKOoI OT N )

2 COI''TACOBAHO

MUCHbMOM MYHHIIMIAJILHOTO apXH1Ba

oT N

5.15. BuyTpeHHee coriacoBaHue JOKyMEHTa oopmisieTcs Bu3oil. Buza BelpaxkaeT MHEHHE
JIUIa, BUBHPYIOIIETO MPOEKT JOKYMEHTA, U BKJIIOYAET: JOJKHOCTD JIMIA, BUUPYIOLIEro TOKYMEHT,
MOJIIHUCh, PacIU(POBKY NOAMUCH (MHULMAIBI, (aMUIHIO) U 1aTy BU3UPOBAHMSL.

IIpumep:

HavanbHUK HOPUAMYECKOrO OTIENa
IToamuce N.0. ®amunug
Jara

[Ipu HanMuuu 3aMe9aHuil K JOKYMEHTY BH3Y O(DOPMIISIOT CIAEAYIOMHUM 00pa3oMm:
3aMeuaHus MpUIaraloTcs

HavanbHUK FOpUINYECKOrO OTAEIA

ITonnuce N.0. ®amunus

Jara

B 1okymeHTax, MOJUIMHHUKA KOTOPBIX XpaHATca B ropojackoM CoOpaHuM, BH3BI
MPOCTABISIOT Ha TOCJIEIHEM JIMCTE€ JOKYMEHTa IOJ IOANHUCHIO, Ha 000pOTE MOCIEIHEro JHCTa
MOJJTMHHUKA JTOKYMEHTA WJIM Ha JIUCTE COTIacoBaHus (BU3MPOBAHMUS ), IPUIAraeMOM K IOKYMEHTY.

B wucxomammx JOKyMEHTaX BHU3bl IIPOCTABIIOTCS HA JK3EMIUIIpaX JOKYMEHTOB,
MIOMEIAEMBIX B JIETIO.
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CornacoBaHue TNPOEKTOB JIOKYMEHTOB (BHYTPEHHEE, BHEIIHEE) OCYLIECTBISETCA B
COOTBETCTBUHM ¢ myHKTamu /.1. — 7.8. MHCTpyKIIMU.

5.16. Iloanuce BKIIOYAET: HAUMEHOBaHHUE JOJKHOCTH JIUIA, NOJMHUCHIBAIOIIETO JTOKYMEHT,
ero cOOCTBEHHOPYUYHYIO MOAINUCH, PACIIN(PPOBKY MOANNCH (MHALKAIBL, amunuio). Hanpuwmep:

I';1aBa ropoiCKOro caMoynpaBiIeHUS,
[Ipencenarens ropoackoro Codbpanust IMoamnuce N.0. ®amunus

[Tpu odopmiienun JOKyMEHTa Ha JUYHOM OJaHke aenmyraTta AoskHocTh 1 PHO B moanucu
HE yKa3bIBalOTCS.

Iloanuce

HpI/I MNoANMCaHUN NOKYMCEHTA HCCKOJIbKUMHU JOJZKHOCTHBIMU JIMIAMH, 3aHHMAOIMIUMHU
Pa3HOC IMOJOXCHUC, HX IOAINUCHU pacliojiararorcd oJaHa II0J IIpyFOfI B IIOCJICA0OBATCIIbHOCTH,
COOTBGTCTBYIOIHCﬁ HCPaApXHHU 3aHUMACMBIX I[OJ'I)KHOCTGfI. HaanMep:

I';1aBa ropoaCKOro caMoyIpaBiICHU, Iloamuce N.0. ®amunug
[Ipencenarens ropoackoro Cobpanust
['maBHBI OyxTanTep [Moanuce N.0. Gamunus

[Ipy moamucaHuu JOKYMEHTa HECKOJIBKHUMH JIMIAMH PaBHBIX OJKHOCTEH WX TMOAMKCU
pacnosararoTcs Ha oJHOM ypoBHe. Hanpumep:

3amectutens [Ipencenaresns ropoickoro 3amectutens [Ipencenarens ropoIcKoro
CoOpanus CoOpanus
IHoanuce N.0. ®amunus Ilonnuce N.0. ®amunus

B JOKYMCEHTAX, IMOATOTOBJICHHBIX KOMI/ICCI/IGI\/'I, B MOAINHMUCHU YKAa3bIBACTCA CTATyC JIMIa B
COCTaB€ KOMUCCHHM. Haan/IMep:

IIpencenarens komuccuu [Moanuce N.0. ®amunus
YeHbl KOMUCCUH Iloamuce N.0. ®amunusg
Iloamuce N.0. ®amunusg

[Ipy monxmucaHMu AOKYMEHTA JIMLOM, HWMEIOIIMM MPaBO MOJMHCH B CIy4ae BPEMEHHOTO
OTCYTCTBHSI PYKOBOJIUTEIS, HCIIPABIICHUS B HANMEHOBAaHUE OJDKHOCTH M PAcIIM(PPOBKY (amMIITUU
MOJIrOTOBJICHHOTO M  COTJIACOBAaHHOTO MPOEKTa JIOKyMEHTa BHOCSATCS OT pPYKH WIH C
WCITIOJIh30BAaHUEM COOTBETCTBYIOIIUX INTaMIOB. He momyckaercst CTaBUTh KOCYIO 4YepTy, HaJIHCh
"3a" mepea HAMMEHOBAHMEM JIOJDKHOCTH JIMIA B MOJNHMCH, €CIM JTIOKYMEHT HOJIMHMCHIBAET HHOE
JOJDKHOCTHOE JIUIIO.

5.17. OtmeTka 00 3EKTPOHHOW MOJMHMCH HCIIONB3YEeTCs MPU BU3YATU3aUH 3JEKTPOHHOTO
JTOKYMEHTA, ITOIMHCAaHHOTO YIEKTPOHHON MOAIHUCHIO, C COOIIOICHNEM CIEAYIOINX TPEOOBAHMIA:

a) MECTO pa3MEIICHUsI OTMETKH 00 3JIEKTPOHHOM MOJIHUCH JIOJKHO COOTBETCTBOBATh MECTY
pa3MerieHust COOCTBEHHOPYYHOH IMOJIIICH B aHAJIOTHYHOM JJOKYMEHTE Ha OyMa)KHOM HOCHUTEIIE;
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0) 27E€MEHThl OTMETKH 00 AJIIEKTPOHHOW MOAMKCH JIOJDKHBI OBITh BUJAMMBIMH M YATA€MBIMU
IpH OTOOPaKEHUU JIOKYMEHTA B HATypAITbHOM Pa3Mepe;

B) DOJIEMEHTHI OTMETKH OO0 OJJICKTPOHHOW TOJIMUCH HE JOJKHBI TEPEeKPHIBATHCS HWIIU
HaKJIAJIbIBAThCA IPYT Ha IPYTa;

I') 2JIEMEHTHl OTMETKH 00 JJICKTPOHHOW IOJIUCU HE JOJDKHBI TIEPEKPHIBATH JJIEMEHTHI
TEKCTa JJOKYMEHTA U JPYTHe OTMETKH 00 3JEKTPOHHOU MoAnucH (TIpy HATUYHH ).

OtMeTka 00 DJEKTPOHHOW TMOAMKMCH B COOTBETCTBHHU C 3aKOHOJATEILCTBOM Poccuiickoi
@enepanuu  BkIoyaeT (paszy "JOKyMEHT MOANUCAH JJIEKTPOHHOH MOINHUCHIO", HOMEp
cepruduKara Kiroda 3JeKTPOHHOW MOANKUCH, GaMUIUI0, UMS, OTYECTBO BIajeiblla cepThudUKaTa,
CpOK JIeHcTBUs cepTUdUKATa KIIF0Ya 3JICKTPOHHOU moanmucu. OTMeTka 00 3JIEKTPOHHOW TOIIMTUCH
MOXET BKJIIOUYaTh M300pakeHHne repba, aMOJIeMbl opraHa BiacTH (OpraHu3alluy), TOBAPHOTO 3HAKa
(3Haka 0OCIy>KMBaHMS) OPTaHU3ALMU B COOTBETCTBUU C JEHCTBYIOLIUM 3aKOHOIATEILCTBOM.

[Tpumep:
JJOKYMEHT IIOAITMCAH
DJIEKTPOHHOI OATIUCKIO
I'naBa ropozckoro Ceprudukar lall1aaa000000000011 N.0. Gamumms
CaMOyNpaBJICHUA Brnagenen @amunnsa Mma OtuectBo
Henicteutenen ¢ 01.12.2012 mo 01.12.2017

5.18. Tlewats 3aBepsieT MOUIMHHOCTb MOJANHUCH JOKHOCTHOTO JIMIIA HA JIOKYMEHTaXx,
yIIOCTOBEPSIOLINX IpaBa JIKL, GUKCUPYIOMUX (aKThl, CBA3aHHbIE C (MHAHCOBBIMH CPEICTBAMH, a
TaK)Ke Ha MHBIX JIOKYMEHTaX, MPEAyCMAaTPUBAIOIINX 3aBEPEHHE MOAMKICH MeYaThi0 B COOTBETCTBUU
C 3aKOHOAaTeILCTBOM Poccuiickoit denepanuu.

[Toamuce ['maBbI TOPOJCKOTO CaMOYIPABJICHHS Ha JIOKYMEHTAX, U3JJaHHBIX B COOTBETCTBUU
C €ro TMOJHOMOYHMSMH, 3aBEpPAIOT I€YaThl0, MOANUCH [JaBbl TOPOJCKOrO CamMOYIpaBIEHUS,
[Ipencenarens ropoackoro Cobpanusi, 3amecturtens Ilpeacemarenst ropojackoro CoOpanwus
3aBepstoT neyaTblo OOHUHCKOTO Topoackoro Cobpanus. Ilewats mpocraBnsieTcs, HE 3aXBaThIBas
cOOCTBEHHOPYYHOM TOJIMUCH JIUIA, MOAMUCABIIETO JOKYMEHT, WIH B MecTe, 0003HaueHHOM "MIT"
("Mecto neuatu").

5.19. OTmeTka 00 KCIOJNIHUTENE BKIIOYAET (haMUIIMIO, UMSI M OTYECTBO MCIIOJTHUTEIIS, HOMEP
ero tenedoHa. OTMeTka 00 HCIOIHUTENE MOXKET IOMOJHATHCS HAaWUMEHOBAHHEM JOJIKHOCTH,
CTPYKTYPHOTO TOJIpa3/ICTICHUS U AJICKTPOHHBIM aJPECOM HCIIOTHUTEIIS.

Otmerka 00 wucnonmHutene odgopmisercs Ha IJUIEBOH CTOPOHE TMOCIEAHETO JHUCTa
JIOKYMEHTA OT TPaHUIIBI JICBOTO TOJIS UITH, IPYU OTCYTCTBUU MECTa, - HA 0OOPOTHON CTOPOHE JIUCTA
BHM3Y ciieBa. Hampumep:

Nneun Unesa Unbuy, ynpasiieHUE 1€JIaMH, TJIABHBIN CIIELIMAIIUCT
+7 (484) 394-45-67, llyin@admobninsk.ru

OtmeTKka 00 MCHOJIHHUTENE MOXET OQOPMIISATHCS, KaK HIDKHUN KOJOHTHUTYJ U INe4aTaTbes
HIpU(GTOM MEHBLIETO pa3Mepa.

5.20. OrMerka O 3aBepeHMHM KOMHHU O(OpMIISeTCS JUIsl TMOATBEPKICHUS COOTBETCTBUS
KOIIUM JOKYMEHTa (BBIIUCKM M3 JOKYMEHTAa) MOJUIMHHMKY NOKyMeHTa. OTMETKa O 3aBEpEeHUU
KOIIMM IIPOCTABIISIETCS O], PEKBU3UTOM 'TIOANMUCH" M BKIIFOYAET: CI0BO "BepHO"; HamMeHOBaHHE
JIOJDKHOCTH JIMIA, 3aBEPUBIIETO KOMHIO; €r0 COOCTBEHHOPYUYHYIO MOJIKUCH; paciin(pOBKY MOAMHUCH
(vHMIMATBL, (AMUIIHIO); ATy 3aBepEHUs] KONUH (BBIMUCKU U3 JOKYMEHTA).

Bepno

I'maBHEIN cienMaIuCT TToamuce 1.0. ®ammnus
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JHara ITeuats

Ha xonusix MHOTOCTpaHHYHBIX JIOKYMEHTOB OTMETKA O 3aBEPEHUH KOIUHU MPOCTABIISAETCS Ha
KOKIOM JHCTE€ JOKYMEHTa WJIM Ha TMOCJEIHEM JIHMCTE NPOMIMTOrO MM CKPEIUICHHOTO HHBIM
o0pa3oM JOKyMEHTa. 3aluch O MECTe HAaXOXKACHUS IOJJIMHHUKA MPOCTABISETCA TOJIBKO Ha
MOCIICHEM JIUCTE TOKYMEHTA.

Jnis 3aBepeHUs] KONMHM JOKYMEHTA, W3TOTOBJICHHOH Ha OyMa)XHOM HOCHTENE, MOXKET
HCIOJIb30BATHCS HITAMII.

Konun AJIEKTPOHHBIX JIOKyMEHTOB, HaIpaBJIIEMbIX 1o UH(POPMALMOHHO-
TEJICKOMMYHUKALIMOHHOW CETH, 3aBEpSIIOTCS JJIEKTPOHHOM NOANUCHI0 [J1aBbl TrOpoACKOro
camoympasnenus, IIpeacenarens ropoackoro CoOpaHus WK HHOTO YIIOJHOMOYEHHOTO MM JIMIA U
BBICBUIAIOTCS MOTYYaTEeINI0 C COMMPOBOAUTENBLHBIM MUCEMOM B (JOPME 3JIEKTPOHHOTO TIOKYMEHTA.

Konuu 371€KTpPOHHBIX JOKYMEHTOB Ha (pU3MUECKH 00OCOOJIEHHBIX HOCUTENSX BBICHLIAIOTCS
MOJIYYaTeNI0 C COMPOBOAUTEIHHBIM MUCHMOM Ha OyMa)KHOM HOCHUTEJIE.

B compoBoanTeIbHOM MUCHME K KOIHSIM JIEKTPOHHBIX TOKYMEHTOB YKa3bIBACTCS:

HaUMEHOBaHHE WH(OPMALMOHHON CUCTEMBI, B KOTOPOU XpaHATCs IOKYMEHTHI;

HaMMEHOBAHUS JOKYMEHTOB, KOITMH KOTOPBIX HAPABIISIOTCS TOTYYaTeINIo;

Ha3BaHUs (PaiiyIOB TOKYMEHTOB C yKa3aHueM (opmaroB ¢aitioB u o0bema Kaxkaoro (aiina B
Oalirax;

JaTa U3TOTOBIICHUS U 3aBEPEHUS KOMUU.

[Tpu sTOM Ha ¢uszHyeckn 000COOIEHHOM HOCHTENE HECMBIBAEMBIM MapKEPOM YKa3bIBACTCS:
"[Ipunoxxkenue k muceMy oT (mata) N ...".

Konwust »1eKTpOHHOTO JOKYMEHTa, MPEACTaBICHHAs B BUAE JOKYMEHTa Ha OyMakKHOM
HOCHUTETIE, 3aBepseTcs B TOpSAAKE, YCTaHOBIeHHOM WHCTpykuued ansi 3aBepeHHs] KOMUN
JOKYMEHTOB Ha OyMa)KHOM HOCHTEJE, C yKa3aHHeM, B Kakoi WH(OPMAIIMOHHON CHCTEMe XPaHHUTCS
ANEKTPOHHBIN JOKYMEHT.

5.21. OrMeTka O TOCTYIUIEHUH JOKYMEHTa CIYXHUT JUIsl TOATBEpKICHHUS (akra
MOCTYIUICHUSI TOKyMEHTa B Tropojckoe CoOpaHue W BKIIOUAET AAaTy MOCTYIUICHUS W BXOISIINN
PETUCTPAIIMOHHBI HOMEp JIOKyMeHTa. [Ipym HeoOXOIMMOCTH, OTMETKa O IOCTYIUICHHH MOXET
JIOTIONHATBCS YKa3aHWEM BPEMEHH IOCTYIUIEHHsI JOKyMEHTa B 4Yacax M MHHYTaxX U crocoba
JOCTaBKH JIOKyMEHTA.

OTMmeTKa 0 MOCTYIUICHUH JOKYMEHTA MPOCTABIISETCS C IOMOIIBIO IITamIIa.

5.22. Pesomionus CONEPKUT yKa3aHWE IO MCIHOJHEHUIO JOKyMeHTa. Pesomrormms
oopmisiercs Ha CBOOOJHOM MecTe paboyero Mojisi JOKyMEHTa, Ha OJaHKe pe30JIOLUM WU
BHOCHTCS] HETIOCPEICTBEHHO B CHCTEMY DJIEKTPOHHOTO IOKyMEHTO000pOTA.

Pesomtonus BkIIoUaeT: GaMuINi, HHALMATB UCTIOTHUTENS (MCTIOTHUTENEH ), TopydeHue 1o
JTOKYMEHTY, TIpH HEOOXOAMMOCTH - CPOK HCIIOJHEHHS, MOIHICH JIMIIA, BBIHECIIETO PE30IOIHIO,
JaTy Pe30JIIOIHH.

ITpumep:

®avunmug 1.0,

[Ipomry noarorosuts npegnoxenns k 10.11.2017
IToanuce
Hara

[Ipy yka3aHWKM HECKOJBKUX HCIIOJHUTENEH (aMuiIMsl OTBETCTBEHHOIO HCIOJIHUTENS
yKa3bIBAaETCsl IEPBOH, MOYEPKUBACTCS UM 0003HadaeTcst ci1oBoM "oTB." ("OTBETCTBEHHBIH").
5.23. OTmMeTKa O KOHTpPOJIE€ CBHJETEIBCTBYET O IOCTAHOBKE JOKYMEHTa Ha KOHTPOJb,
npocrtasisercs mramnoM "Kontpons" nnm 6ykBoit «K» Ha BepXHeM I0Jie TOKyMEHTAa.
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5.24. OTmeTKa 0 HampaBJICHUHU IOKYMEHTA B JI€JIO ONpPEEsAeT MECTO XpaHEHUS JOKYMEHTA
MOCJIe 3aBepIIeHHsI padOThl C HUM U BKIIIOYaeT: ciioBa "B 1eno", uHAeKC Jena mo HOMEHKIAType
Jiell, B KOTOpOE MOMeEIaeTcsl JOKYMEHT Ha XpaHEHHe, C yKa3aHHeM Toja, JODKHOCTH JIMIIA,
0 OPMUBIIIETO OTMETKY, MTOJAIUCH, TATHI.

[Tpumep:

B nemo N 01-18 3a 2017 r.
['maBHBIN crienanucT YTpaBlieHUs AeIaMu

IMoamuce Jara

OtMmeTKa 0 HalpaBIEHUH JOKYMEHTA B JI€JI0 MOYKET IONOJIHATHCS KPAaTKUMHU CBEICHUSMH O
XapakTepe UCIOJIHEHUs JOKYMEHTA.

6.IloaroroBka u ogopmiieHne OT/eJIbHBIX BUTOB J0OKYMEHTOB

6.1. JlokajJbHbIE HOPMATHBHBbIE AKThI (IPUKA3bI, PACIIOPSAKEHUS, IOCTAHOBJIEHHS)

6.1.1. JlokanpHble HOpMaTUBHbIE aKThl ropojackoro Cobpanus (nanee - JIHA) uzgatorcs B
BH/JIE MTPABUJI, IOJIOKEHUM, MOPSAAKOB, MHCTPYKIUI U IPYTUX BUJOB JOKYMEHTOB.

JIHA npuobperaroT IOpUAMYECKYI0 CHIIY IIOCJI€ WX YTBEP)KIEHHUS PacHOpSAUTEIbHBIM
JOKYMEHTOM (TIpUKa30M, pacHopsDKEHUSM) WM HEMOCPEACTBEHHO [J1aBoi  ropojackoro
camoynpasinenus, [Ipeacenarenem ropoackoro Codpanus

6.1.2. JIHA moryt ObITh:

MOCTOSIHHO JIEMCTBYIOIUMHU (0€3 OrpaHHYCHHS CPOKA X TIPUMEHEHUS);

BPEMEHHBIMU (JCHCTBYIOIIMMU B T€UEHHE YKAa3aHHOTO B HHUX CpPOKa WJIM JO HACTYIUICHUS
OIIPEIEIIEHHOTO COOBITHS).

6.1.3. OcunoBanueM g n3nanusg JIHA asinstorcs:

3aKOHOJIaTeNIbHbIE U MHBIE HOPMAaTUBHBIE MTpaBoBble akThl Poccuiickoit denepanuu (ykassl u
pacniopsibxkenuss  [Ipesunenra Poccuiickoit @enepauuy, TIOCTAHOBJIEHUS U PACHOPSKEHUS
[IpaButenscTBa Poccuiickoit @enepaiinu, akTsl (peiepabHbIX OPraHOB UCIIOJIHUTEIBHOMN BIACTH);

3aKOHOJIaTeNbHbIE aKThl cyObekTa Poccuiickoit denepaniuu, HOpMaTUBHbIE PABOBBIE AKTHI
OpraHOB TOCY/IapCTBEHHOM BiacTh cyObekTa Poccuiickoit denepanuu;

paHee u3aHHble B ropojickoM Cobpanun JIHA n/unu pacnopsiiuTenbHble TOKYMEHTHI.

6.1.4. JIHA uznatorcs B LeNsx:

YCTAQHOBJICHHsI HOpPM, TpeOOBaHWM, MpaBUJ B OTHOUIEHHH IpeAMETa HOPMATHBHOIO
peryIupoBaHusl, paHee He SABISBLIEMCS PEAMETOM PEryaupoBaHus B ropojackom CoOpanuu;

U3MEHEHMs CYIIECTBYIOIIMX HOpPM, TpeOOBaHWM, MpaBHUJI, YCTAHOBJIEHHBIX paHee
W3/1aHHBIMU HOPMAaTUBHBIMU JIOKYMEHTAMU;

OTMEHBI paHee YCTaHOBIIEHHBIX HOPM, TpeOOBAaHUH, TPaBHIL.

6.1.5. [Ipennoxxenue o pazpabotke npoekrta JIHA BHOCUTCS PyKOBOAUTENEM CTPYKTYPHOTO
MO/IPA3JEIIEHNs] WA UHBIM JOLDKHOCTHBIM JIMIIOM.

6.1.6. JIHA pa3zpabateiBaeTcs B ciiydae, eCiu:

UMEETCs Y4acTOK paloThl (BOMPOCHI JEATENBHOCTH), HYXIAIOMIMKACA B HOPMaTHUBHOM
peryJIupoBaHuH;

TpeOyeTcst BHECEHHE 3HAUUTEIBHOTO KOJIMUECTBA U3MEHEHHH B paHee NpuHATHINA JIHA;

BbISIBJIEHO Heckosibko JIHA, perynupyromux cMeXHbIE BOIPOCHI, KOTOPbIE 1€J1eCO000pa3HO
00BbETUHHUTD B OJJMH JJOKYMEHT.

Axrtyanusanus panee npuHAThIX JIHA ocymiecTBisieTcs uepe3 BHECEHUE B HUX U3MEHEHUH.

6.1.7. IIpoextsl JIHA BU3UPYIOTCS MCIIOJIHUTENEM, BHECIIUM IPOEKT, U COIVIACOBBIBAOTCS
3amectutenem [lpeacenarens ropoackoro CoOpaHus, yHpaBISIONIMM JelaMd ¥ HAdaJIbHUKOM
(COTpYAHMKOM) IOPUAMUYECKOTO OTEINA.

JIHA ytBepxmaeTcs mpuka3zoMm (pacmopstkeHueM) ['J1aBel TOpOJCKOTO camMOyIpaBiIeHUS,
[Ipencenatens roponackoro Codbpanusi.
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6.1.8. B TekcTe nmpukasa (pacnopspkeHus) 00 yTBEpKIACHUHU, M3MEeHeHnH nwin otMeHe JIHA
HCIOJIL3YIOTCSL (POPMYIIUPOBKHU:

npu yrBepkaeHun HoBoro JIHA: "Vteepauts (Ha3zBanme JIHA)" wmm "YTBepauTh
(na3zBanue JIHA) u BBecTH B AeiicTBuUE ¢ (1ata)".

[Tpumep:

1. yTBepI[I/ITB ITonoxenue 0 TOKaIbHBIX HOPMAaTUBHBIX aKTaX OpraHu3aluu,
NJIn:

1. VYrtBepaurs IlltatHoe pacnucanue ropojckoro Codpanus Ha
2019 rox u BBecTH ero B neictBue ¢ 1 saBaps 2019 r. (mpumosxeHue).
IIpY BHECEHUU U3MEHEHU B paHee yTBepkaeHHbIN JIHA: "Buectn
n3MeHeHus B (Ha3Banue JIHA).
ITpumep:

1. Buectu cnenyromue nzmenenus B llltatHoe pacniucanue Ha 2018 rog,
yTBepkaAeHHOE mpuKka3zoM oT 25 nexadps 2017 r. N 01-10-25 «O06 yTBepKIeHuUu. . .»

[Tpu otmene panee yrBepkaeHHoro JIHA: "IIpusnats yrpatuBimmm cuiy (HazBanue JIHA),
yYTBEPKJIEHHOE ...".
IIpumep:
4. TlpusHate yrpaTuBmuM cuily [lonoxkeHrne 0 HEHOPMHUPOBAHHOM padoueM JHe,
YTBEPKACHHOE paclopsbkeHueM [maBbl ropoJckoro camoymnpasiieHus, llpencenarens
ropozackoro Cobpanus ot 15 despans 2015 r. N 01-10/17

6.1.9. Ha npunoxenmsx k JIHA odopmisieTrcs pekBuU3UT "OTMETKa O TMPUIOKCHHH"' B
COOTBETCTBUH C NYHKTOM 5.12. HCTpyKIMH.

6.1.10. JIHA BcTymaer B CHIly B CpOK, YKa3aHHBIH B IpHKa3e (pacrnopsikKeHHH), KOTOPBIM
yrBepxaeH JIHA, unu ¢ natel yreepxaenust JJHA (mpu orcyTcTBUM yKa3aHHOTO CpOKa B IIpUKase).
OcHoBHbIMU pekBu3nTamu JIHA ABISAIOTCSA: HAMMEHOBAHNWE OpraHU3alM, HAMMEHOBAHHUE BUJIA
JIOKYMEHTA U 3ar0JIOBOK K TEKCTY, COCTABIISIONINE OJTHO 11€TI0€, TpU( YTBEPKIEHUS, MECTO U3JaHUS
JOKYMEHTA.

Ecnu npoekt JIHA siBiisieTcss MHOTOCTpaHUYHBIM U K HEMY 0()OpPMIISETCS TUTYJIBHBIHN JIUCT,
YKa3aHHBIE BbIIIE PEKBU3UTHI PA3MEILAIOTCS HA TUTYJIBHOM JIUCTE.

6.1.11. MHWudopmauusa copaBoyHoro xapakrepa (rpaduku, cXembl, TaOMUIbl, (HOPMBI
JOKYMEHTOB) oopmisieTcs B Buae npuioxenuit k JIHA.

6.1.12. PacnopsautenpHble TOKYMEHTBI ropojackoro Cobpanusi uznarorcs B Gopme IpHUKa3oB U
PaCIOpPSKEHU.

Pacnopsbxkenust um3narorcs B 1ensx o(OpMIIEHUS pelIeHWH HOPMAaTHBHOTO XapakTepa (eciu
pacnopsbkeHueM yreepxknaaercs JIHA.

[Tpuka3pl u3natorcd B 1eNsiX o(OpMIICHHS PEIleHUN OpraHu3allOHHOTO, aJIMUHUCTPATHBHO-
XO3SIIICTBEHHOI'O XapakTepa, B TOM YHCJIE IO BOIPOCAM OCHOBHOM JEATENBHOCTH U IO JUYHOMY
COCTaBYy.

6.1.13.  IlpoexTel mNpUKa30B TOTOBUT COTPYJHUK, OTBETCTBEHHBIH 3a  KaJIpOBOE
JIEJIONIPON3BOJICTBO, HA OCHOBaHMM MOpydeHHWW ['7aBbl ropojckoro camoympasieHus, [Ipencenarens
ropozackoro CoOpanusi 1100 B UHUIIMATUBHOM TIOPSIJIKE.

IIpoexThl pacnopsKeHHM W NOCTaHOBIEHWH [J1aBbl TOpPOJCKOr0 CaMOyHpPAaBJIEHHUS TOTOBSAT
CIELMAINCTHI FOPUANUECKOTO OTIENA.

6.1.14. Ilpukasbl, pacrnopssKeHUS U TOCTAHOBJIEHHUS, U3aaBaeMble B OOHHHCKOM TOPOJCKOM
CoOpanuu, He JODKHBI MPOTUBOPEUUTH 3aKOHONATENbCTBY Poccuiickoit ®eneparnuu, YcraBy roposaa,
JIOKAJIbHBIM HOPMATUBHBIM aKTaM ropojckoro CoOpaHus 1 paHee U3AaHHBIM IIPUKA3aM.

6.1.15. Tlpukassl ropoackoro CoOpanusi odopmisitoTcs Ha OJlaHKaX, YCTaHOBJIEHHBIX
(benepanbHBIM 3aKOHOJATEIBCTBOM, M Ha OlaHke MpHKa3a ropojackoro CoOpaHus ¢ UCHOJIb30BaHUEM
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CIIEYIOIIMX PEKBU3UTOB: JaTa JOKYMEHTa, PETUCTPALMOHHBIA HOMEpP JOKYMEHTA, 3ar0JIOBOK K TEKCTY,
TCKCT, IIOAIIMCH. I[aTa u peFI/ICTpaL[HOHHBIﬁ HOMCP IIpUKa3a NpPOCTABJIAKOTCA IMOCJIC MMOANINCAHUS ITPUKa3a
I'maBoii ropoackoro camoympasienus, [Ipencenarenem ropoackoro Codpanus.

6.1.16. 3aromoBoK K MpHKa3zy II€4aTaeTcsi uepe3 OJUH MEKCTPOUYHBIM MHTEpPBAN IO
peKBU3UTaMM OJIaHKa cjeBa OT TpaHUIBI JIEBOTO Mojs. Toyka B KOHIE 3arojioBKa HE CTaBUTCH.
3aroyioBOK K mpukaszy gopmynupyercs ¢ npempiorom "o" ("o0"), KpaTKo U TOYHO OTpaxkasi COACPKAHHE
TeKCTa MPHUKa3a.

ITpumep:

006 yrBepxaeHun MHCTpYKIMHU 110 1€TI0IIPOU3BOJICTBY;

O co31aHuu SKCIIEPTHON KOMUCCHUU.

6.1.17. TekcT mpuKa3a COCTOUT U3 JABYX YacTeil: 000CHOBaHUs (TIpeaMOyIIbl) U
pacnopsAuTenbHON yacTu. B 000CHOBaHMY yKa3bIBaeTCsl OCHOBAHME, TPUYUHA WITU 11€]Ib U3JaHUS
JIOKYMEHTA.

[Tpumep:

B cooTtBercTBHM € Mprka3zoM MHHHUCTEPCTBA CBSI3U U MAacCOBBIX KOMMYHHKAIUH OT
25 npexabps 2014 r. N 1494 "O06 yrBepxnenun IlpaBun oOmMeHa JOKyMEHTaMU B
AIIEKTPOHHOM BHJIE ITPHU OPTraHU3aLNH HHPOPMAIIMOHHOTO B3aUMOIeicTBuUS" ...

B nensx opranuzanuu v npoBeeHus paboThl IO SKCIEPTU3€E LIEHHOCTH JJOKYMEHTOB,
o0pa3yrommxcst B AesTenbHOCTH ropoackoro CoOpanusi, 1 oTOOpy MX Ui Iepefadyd Ha
XpaHEHHE B MyHHUIMIIAIbHbIN apXUB U K YHUUTOXKEHHUIO ...

6.1.18. PacnopsauTenbHas 4acTh IpUKa3a HAYMHAETCS CJIOBOM ''MIpHKa3bIBalo', KOTOpOE
Me4YaTaeTcsi CTPOYHBIMHU OyKBaMHU.

PacnopsiauTenpHas 4acTb MOXKET COJIEPIKATh:

pelieHrs ~ OpraHu3allMOHHOrO  XapakTepa  (yTBepAWTb, CO37aTh, MpeoOpa3oBaTh,
JTUKBHUJIMPOBATH, TPU3HATH YTPATUBIIHNM CUITY);

KOHKpPETHbIE TOPYYEHHMs] C YKa3aHWEM HCHOJHUTENs (MCIONHUTENEH) U CpPOKOB HX
BBITTOJIHEHUS

6.1.19. Kaxnoe pemenue (nopyuyeHue) odopmisieTcss B IpHUKa3e KaK OTAEIbHBIA ITYHKT.
IIyHKTBI TNpuKa3a pacHoJylaratroTcsi B JIOTMKO-BPEMEHHOM IIOCIENOBAaTEIIBHOCTH M HYMEPYIOTCA
apabckumu nudpamu. Ecian nopyuenue naeTcsi KOHKPETHOMY CTPYKTYPHOMY IOJIpa3/IesIEHUI0, €ro
HAaUMEHOBAHHME TMHUIIETCSd TMOJHOCTbIO, B CKOOKax yKa3bIBalOTCS (amMmiiug W HWHUIHAJBI
PYKOBOJUTENS OIpa3esieHUs] B UMEHUTEILHOM MaJIeKe.

ITpumep:

..JIPUKA3BIBAIO:
1. HOpunmueckomy otaeny (Gamumus M.0.) x 01.11.2017 noaroroButs u
MPEACTaBUThH HA YTBEPKICHUE ...

Ecnmun mopyuenue paeTcss KOHKPETHOMY WCIIOTHHUTENI0, €ro JOJDKHOCTh M (paMuiIus
yKa3bIBaIOTCS 0€3 CKOOOK B AaTenbHOM Majexe. Hampumep:

2. T'maBnomy Oyxrantepy (®Pammius W.O.) mnoaroToButs U
NPEJCTaBUTh HA PACCMOTPEHUE W YTBEPKIECHHE CMETY KOMAaHIHMPOBOYHBIX
pacxonoB Ha 2018 rox B cpok 1o 30.11.2017.

[IpenmuceiBaeMoe JACWCTBHE BBIpAXKAETCS TJarojioM B HeompeaeneHHoW ¢opme. He
JIOTTYCKAETCs yIOTPEOIATh HEKOHKPETHBIE BBIpAXCHHS THNA "yCHIHTh", "ycKopuTh'", "0becnieunTh
B KpaT4aiiue cpoku".
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Ecnn ogHOMY MCHONHUTENO0 HEOOXOAUMO MOPYYUTh HECKOJIBKO Pa3HBIX 3a/laHUil ¢ OJTHUM
CPOKOM BBIIIOJIHCHUA, OTBETCTBEHHBIM HCIIOJIHUTEIH U CPOK HMCIOJIHCHH YKA3bIBAKOTCA OJUH Pa3 B
OCHOBHOM IIyHKTE, a IIOPYYEHHS BBIACIAIOTCA B OTAEIbHBIE INOANMYHKTHL. Ecim y nopydeHun
pa3HbIE CPOKU UCIIOJIHEHHUS], CPOKU YKa3bIBAIOTCSI HE B OCHOBHOM ITYHKTE, a B KaX/JI0M ITOAIIYHKTE.

Cpok HuCHONHEHMS B IIYHKTAaX DPACIOPSIAWUTENbHONM 4YacTH IIPUKa3a HE YKa3blBaeTCs, B
ClIydasax €CJik I[eI\/JICTBI/ISI HOCAT perJISIprIf/'I XapaKTCp, U UX BBIIIOJHCHHUC MPCANNCHIBACTCA HAa BCCh
nepuos AedcTBUA npukaza. KonuuecTBo MCIONHUTENEH MO KaXIOMy IYHKTY (IIOJIMYHKTY) He
OrpaHN4uBacTCH. OTBETCTBEHHBII NCIIOJHUTEID YKa3bIBACTCA IICPBLIM.

Ecin nmpyka3 OTMEHSET MOJHOCTBIO WJIM YACTUYHO PAHEE U3/IaHHBIE JOKYMEHTBI 110 TOMY K€
BOMPOCY, TO B MPEANOCICAHEM IIYHKT€ IpUKa3a HEOOXOOUMO HX MEPEUHUCIUTh C YyKa3aHUEM
HAaUMEHOBAHMs JOKYMEHTa, €0 1aThl, HOMEpA, 3ar0JIOBKA.

ITpumep:

3. Ilpu3HaTh yTpaTHBIIUM CHITy Ipuka3 ot 5 aBrycra 2010 . N 175
"O6 yTBepkaeHUH OKcIepTHOH Komuccun OOHUHCKOTO TOPOJCKOTrO
CoOpanus".

[locnenHuil MyHKT IpUKa3a - IyHKT O KOHTPOJE, B HEM YKa3bIBAIOTCS JOJDKHOCTH JIMLA,
OTBETCTBEHHOT'O 33 UCIIOJIHEHUE JOKYMEHTA B 1I€JIOM, €ro (haMuIns U MHULUAJIBL.
IIpumep:

4. KoHTponb 3a HWCIOIHEHHEM IpUKa3a BO3JIaraercs Ha 3aMeCTUTENs
[Ipencenarens ropojackoro Coopanus @amunus 1.0.

B otnenpHBIX ciiydasx ['maBa ropopackoro camoympaieHus, llpencenarens ropoackoro
CoOpaHust MOXKET OCTaBUTh KOHTPOJIb 32 COOOI:

5. KOHTpOJIB 34 UCITIOJIHCHUEM IIpUKa3a OCTABJIAIO 3a cO00M.

6.1.20. He Bxirouaercs B TeKkcT npukasa nyHKT "[Ipukas nosectu 1o ceeneHus ...".

[Tonpa3nenenuss U JOJDKHOCTHBIE JIMIIA, O CBEIEHUS KOTOPHIX HEOOXOAMMO JOBECTU
NpUKa3, NEePeUUuCISIIoTCs B yKaszarene (JIHMCTe, CIUCKE) pPACChUIKH, KOTOPBIH TOTOBUTCA
UCIIOJTHUTEJIEM M MOKET 0(OPMIIATHCS Ha 00OPOTHON CTOPOHE MOCIIEIHEr0 JIUCTA IIPUKaA3a.

6.1.21. B nmpuka3ax He 1OIMyCKaeTcs:

U3MEHEHHE paHEe YCTAHOBJIEHHBIX CpPOKOB BBIMOJHEHHUS 3aJaHUl B CTOPOHY HX
YBEJINYECHMUS;

MPUMEHEHNE MPOU3BOJIBHBIX COKPALICHUM WM UCKaX€HUE HAaUMEHOBAHHWM CTPYKTYpPHBIX
nojipasnenenuii ropojackoro Codbpanus, HAUMEHOBAHUHN TOJIKHOCTEH;

NPUMEHEHUE TNPOM3BOJIbHBIX (HE OOLIENPUHATHIX) TEXHUYECKMX M JPYTUX TEPMHUHOB,
COKpAIICHHBIX CJIOB U1 HAMMEHOBAHMM.

6.1.22. Ilpm Hamuuuu TPUIOKEHUH B TEKCT€ MPHUKa3a B COOTBETCTBYIOIIMX ITYHKTax

pacnopsAMTENbHON YacTH [JAKTCA OTCBUIKM: ... (IIpWIOXKEHHe); ... (mpuwioxenue N 1); ..
(npunoxenue N 2); ... "corjgacHO NPUIIOKEHUIO", HAa NPUIOKEHUH OQPOpMIISIETCS OTMETKa O
MPUIIOKEHUU:

ITpunoxxenne N 1
K npuka3zy ot 12.11.2017 N 215 «O...... »

W3nanve BMecTe C IPUKA30M IPUIOKEHUM, HE YINOMSHYTBIX B TEKCTE€ JOKYMEHTA, HE
JOITyCKAETCsl.
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Ecnu  noxkyMeHT, yTBEpKACHHBIM IPUKA30M, BIOCJIEACTBUM JIEMCTBYET B  BHUIE
CaMOCTOATENILHOTO JIOKYMEHTa, Ha TEPBOM JIUCTE JOKyMEHTa B BEpPXHEM IIPaBOM YIIIy
MpocTaBisieTcsl Tpud yTBEpXKIAeHUs (IPH HEOOXOAMMOCTH, - C YKa3aHHEM HOMepa IPHIIOKEHUS),
HarpuMmep:

NHucrpykuns YTBEPX/IEHA
IPUKa30M
or 22.01.2017 N 02-10/17

6.1.23. PacnopspkeHus: OoQOpMIISIOTCS TIO TEM K€ IpaBWjaM, 4YTO W TIPUKa3bl, 3a
UCKJIIOYEHUEM TOTO, YTO B KOHIIE NMPEeaMOYIbl CTaBUTCS JIBOETOYME, MOCIE YETro CISAYIOT IMyHKTHI
pacnopsAUTEIbHON YacTH.

PacnopspxkeHust MOTYT HE UMETh TIpeaMOyJIbl.

6.1.24. Tlpeambyna B mnoctaHoBieHusX 3aBepmaercs cinoBoM «[IOCTAHOBJIAIO,
KOTOpOE [1€4YaTaeTcsi HPONUCHBIMUA OyKBaMH.

6.1.25. IIpoekTel  pacHmOpSOUTENbHBIX  JIOKYMEHTOB  (IIPUKA30B,  PaCHOPSHKEHUM,
[IOCTAHOBJIEHU), TMOATOTOBICHHBIX Uil MOJNUCAHMS, IOCIE IOATOTOBKM U COIJIACOBAHMS C
3aMHTEPECOBAHHBIMH JIMIIAMU TEPEAOTCs B YIPaBIECHUE JEIaMU, COTPYAHHUKY, OTBETCTBEHHOMY
3a KaJpOBOE JICIONPON3BOJICTBO, JIsl IPOBEPKH MPABMIILHOCTH X 0()OPMIICHUS.

6.1.26. IIpaBunbHO 0GOpPMIICHHBIE MPUKA3bl, PACHOPSKEHHSI, TOCTAHOBICHUS MEPEIalOTCs
Ha noanuck I naBe ropojackoro camoymnpanienus, IIpencenarento ropoackoro Codpanusi.

6.1.27 TlloanucaHHble MPHUKA3bl, PACIOPSIKEHUS, IOCTAHOBICHUS PETHCTPUPYIOTCS
COTPYJIHUKOM, OTBETCTBEHHBIM 32 KaJ[POBOE JI€JIONPOU3BOJICTBO.

6.1.28. Ilpukassl, MOCTAaHOBIEHUS, PACTIOPSKEHUS HYMEPYIOTCS MOPSIAKOBBIMU HOMEPAMU B
npenenax KaJeHAapHoro rojja B COOTBETCTBUM C HOMEHKIIATypOM Jie.

6.1.29. TlonnMHHUKY TPUKA30B, pacloOpsHKEHUH, MOCTaHOBIEHUH (HOpPMUPYIOTCA B Jiena B
COOTBETCTBHH C HOMEHKJIATypoil ropojackoro CobpaHus.

6.1.30. IIpuka3bl, pacnopsKEHMsI, IOCTAHOBIIEHUS PACCBHIIAIOTCS IO apecaM IEKTPOHHOU
MOYTHI B COOTBETCTBUU C yKazaresieM (CITUCKOM) PACChUIKH.

6.1.31. DneKTpoHHbBIE KONMH MPHUKA30B, PACHOPSKEHHUH, MOCTAHOBICHUM pa3MeNIaroTCs B
COOTBETCTBYIOMIEH 0aze manubix CO/I.

6.2. Pemmienusi ropoackoro Codopanust

6.2.1. TIlpoextsl pemenuii ropoackoro CoOpaHus TOTOBSTCA U  BHOCATCA B
MPEJCTABUTENBHBI OpraH B COOTBETCTBUM C TIpaBWJIAMH, YCTaHOBJIEHHBIMH PeriameHTOM
ropojckoro Cobpanusi.

6.2.2. Pemenust ropojckoro CoOpaHusi MPEACTABISIOTCS CEKpeTapeM 3aceJaHuil i
nonnucanus ['maBe ropoackoro camoynpasienus, [Ipeacenarento ropoackoro Codpanusi B CpoK U
KOJIMYECTBE, orpeneneHHbx Pernmamentom ropoackoro CoOpanus.

6.2.3. Pemenuss ropoackoro CoOpaHus, MNOANEKAlMe OMYyOIUKOBAHUIO, TOCIE WX
noanucanusi ['nmaBoii ropoackoro camoympasienus, IIpencemarenem ropojackoro CobOpanus
HaMpaBJSIIOTCA CEKpeTapeM 3aceJaHuil Ha ONyOJIMKOBaHME, BCE PEIICHUS pa3MEeLIaloTcs Ha caiite
ropojackoro Cobpanusi.

6.2.4. Peructpanuio pemeHui, MX IMOATOTOBKY, PAacChbUIKY, pa3MelleHHe Ha caiite u
XpaHeHue, B TOM UHCJIE€ B DJEKTPOHHOM BHJEe B 0a3e pemeHuid ropozackoro CobOpanus,
OCYILECTBIISIET CeKpeTapb 3aceqaHuii ropojackoro CoOpanusi. Paccbuika pemieHuii npou3BoauTcs B
CPOK JI0 TpeX JHEH ¢ MOMEHTA X MOIITUCAHNS.

6.2.5. PemenusiM, NpUHATBIM Ha 3acegaHuu ropojackoro CoOpaHusi, NPUCBAMBAIOTCS
PEKBUBHTHI: HOMEP, COCTOSIIIMK M3 MOPSIAKOBOTO HOMepa npuHsaToro pemenus, (01, 02, 03, 04 u T.
71.) ¥ HOMepa MPOTOKoJa 3acenanus ropojackoro Coopanus (Hanmpumep: Ne 01-42, Ne 02-55), nara
MPUHATHS (JaTa 3aceJaHus).
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6.2.6. Jlns HaIEKHOCTH COXPAHEHHsS PEIICHHH W TMPOTOKOJIOB ropojckoro CoOpanHwus
CEKpeTaph 3aCeAAHUN €KEMECSIIHO MPOBOIUT APXUBUPOBAHNE KOMITBIOTEPHOM 0a3bl.

6.2.7. Kommm pemenuii ropoackoro CoOpaHus 3aBEepsAIOTCS Ie4YaThlo «YIIpaBICHUE
JeJIaMm».

6.3. IIporoko.bl 3acenanuii ropoackoro Codpanusi u padbounx OpraHos

6.3.1. JleaTenbHOCTh MO COBMECTHOM BBIPAOOTKE PEUICHHWH Ha 3aceIaHHsIX TOPOJICKOTO
CoOpanusi, mpe3uanymMa, NPOQUIBHBIX KOMHUTETOB, KOMHCCHH M JIPYyruX pabdoyux OpraHoB
odopmIIeTcs MPOTOKOJIOM.

[TpoTokon odopmiisieTcs: B CPOKH, yCTaHOBJICHHBIE PerimamenTom ropojackoro CodpaHus.

[IpoTokon cocTaBiseTcs Ha OCHOBAaHUU JTUKTOPOHHBIX, PYKONHCHBIX 3aIluCei,
MPOU3BEICHHBIX BO BpeMs 3acelaHus, MPEJICTABICHHBIX TE3UCOB JIOKJIAJOB U BBICTYIUJICHUH,
CIPaBOK, TPOEKTOB PELICHUI.

6.3.2. PexBu3uTaMM NPOTOKOJA SBJISIOTCS: HAaUMEHOBAHMUE IPEACTABUTEIBHOIO OpraHa
HAaMMEHOBAaHME BHU/A IOKyMEHTa, 3ar0JIOBOK K TEKCTY, JaTa M MECTO 3aceJaHusl, PEeTUCTPALlMOHHBIN
HOMEp MPOTOKOJIA, TEKCT, MOAIHUCH.

3arojioBOK K TEKCTY IPOTOKOJA OTBEYAEeT Ha BONpPOC "yero?" W COAEpKUT Ha3BaHUE
pabodero opraHa, IesATEIBHOCTh KOTOPOT'O MTPOTOKOIUPYETCSI.

[Tpumep:

MIPOTOKOJ 3aCeaHus ATTECTAIMOHHON KOMUCCUU

MIPOTOKOJI 3aceAaHusI DKCIEPTHOTO COBETA

JaToil mporokona sBIAeTCA nara 3aceAaHus. Ecnu 3acelaHue MpoAoKAaeTCsl HECKOJIBKO
JTHEH, yKa3bIBaeTCs JaTa Havyalla 3aCe/laHusl U uepe3 TUpe - 1ara okoHvyanus: 12 - 13 mas 2018 r.

6.3.3. IIporokou 3acemanus ropoackoro CoOpaHusi COCTOMT M3 JIBYX YacTel: BBOJHOH U
OCHOBHOW.

Bo BBOAHOI YacTu 0QOPMIISIOTCS CIEAYIOUINE PEKBU3UTHL:

[IpencenarenbCTBYIOMINI — YKa3bIBACTCS JOKHOCTD, (PaMUITUs, MHUIIUATIBL.

[IpucyrcTBOBaIM — yKa3bIBAIOTCS (DAMHUIIUU, MHULIUAJIBI ICTTYTaTOB.

OTCyTCTBOBAIM — YKa3bIBAIOTCS (PaMHIINU, HHUIIUAJIBI JETTyTaTOB.

[IpurnameHHble - MEPEUUCISIIOTCS (HAMIIIUKA, MHULUAIIBI, TOJDKHOCTH TIPUCYTCTBYIOIIUX.

CrnoBa «[IpencenarenbCTBYIOMIMITY, «IIpucyrcTBoBaIM», «OTCyTCTBOBAIINY,
«IIpurnamennpie» Te4YaTalOT OT JIEBOM TPaHUIBl TEKCTOBOTO TOJS, OTHESAA OJHUM
MEXIYyCTPOUHBIM MHTEPBAJIIOM JApyr OT japyra. llepeuucneHue NpUCYTCTBYIOIIMX JIEMyTaTOB
opopmiisieTcss B JBa CTOJNOIA 4Yepe3 OJAMHAPHBIA MEXIYCTPOUYHBIM HHTEpBad B ajidaBUTHOM
MOpSIAKE.

[Toacuer nenmyTatoB MPOBOAMTCS MO CIHCKAaM PETUCTPAIlMU, KOTOpPHIE MPHIIAraloTCs K
MPOTOKOITY.

B mpotokone odopmisieTcsi mepedeHb BOIPOCOB, MOJICKANTUX OOCYKIEHUI0, KOTOPBIHA
HaunHaercs cnoBamu «(ITPOEKT) IIOBECTKA JIH», pacnonokxeHHbIMU LIEHTPOBAHO Yepe3 J1Ba
MEXIYyCTPOYHBIX HWHTEpBaJIa OT  Tekcra. [loBecTka  NHSA COJEPKUT TEPEUYUCIICHHE BCEX
00CY>KJJaeMBIX BOMPOCOB B MOpSJKE UX OOCYKJeHHsS. [IyHKTHI MOBECTKHM MUIIYTCS C KPacHON
ctpoku. [locnme kakaoro Bompoca MOBECTKH YyKa3biBaeTCs (pamiuids ¥ WHHUIMAIBI JOKIaIurKa.
HaumeHnoBanme Bompoca B MOBECTKE JHSI HyMepyeTcs apabckoil UQpoil 1 HAUMHAETCS ¢ MpeAiora
«0» («00») M OTBEYaeT Ha BOIIPOC «O UEM.

OcCHOBHas 4acTh MPOTOKOJIA COCTOUT U3 Pa3/iesioOB, COOTBETCTBYIOIIUX MYHKTAM IOBECTKHU
nHsi. OCHOBHOE COJIEpKaHWE JIOKJIAIOB M BBICTYIUICHHM ITOMEIIAETCS B TEKCTE MPOTOKOJIA WA
npuiaraerca K Hemy; B MOCIEAHEM Clydae JIeJaeTcsi B TEKCTe CHOCKa «TeKCT BBICTYIJIEHUS
MIPUIIAraeTCs.

TekcT KaXa0ro pasjiena U3JiaraeTcsi OT TPEThEro JIMIA MHOXKECTBEHHOIO JIUIA U CTPOUTCSA
0 CXeMe:
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CJIIVIHAJIA - BBICTYIIMJIN — PEIIWJIM, ¢ oTpa)k€HHMEM HWTOrOB TOJIOCOBAHUS 10
Ka)kJIOMy BOMPOCY, MOCTABIIECHHOMY MpeJICeaTeIbCTBYIOIMM Ha FOJIOCOBaHuUE, - "3a - ..., IPOTHUB -
..., BO3JIEPKAJIOCH - ...".

6.3.4. Pemenus ropoackoro CoOpaHus MPUIATarOTCS K MPOTOKOIY 3acelaHus, B TEKCTE
MIPOTOKOJIA AeNlaeTcsl cHocka «PereHue npuiaraercs.

6.3.5. IIporokon 3acenanusi ropojickoro CoOpaHusi B OJTHOM 3K3EMIUISIPE MOAMUCHIBACTCS
MpeiceaaTeNbCTBYIOIIHUM.

6.3.6. IIporokomam ropoackoro CoOpaHus TPHUCBAWBAIOTCS TOPSIKOBBIE HOMEpa B
npejenax AemyTaTcKoro co3biBa.

6.3.7. Kommm mpotokona 3acenanusi ropojckoro CoOpaHHs 3aBepsIOTCS I€YaThIo
«YTpaBieHue genaMm.

6.3.8. IlomnuHHBIA 5K3eMIUISIp MPOTOKOIA 3acedanusi ropoackoro CoOpaHus XpaHUTCS B
ropojckoM CoOpaHuu 10 nepeiayd B MyHUIIUTIANbHBIN apXUB.

6.3.9. B mporokonax 3acemaHWii Tpe3UNMyMa, KOMHTETOB, KOMHCCHHA  YKa3bIBAIOTCS
CIIeyIOIlMe JaHHbIC: JaTa NPOBEJCHHs, MOBECTKa AHs, MPUCYTCTBYIOIIME W TMpPUIIIALICHHbIE,
(bamMHIITUH BBICTYTAIONINX, KPATKOE COJIEPYKAHUE KaXKIOTO BBICTYILICHHS, IPUHATHIC PEIICHUSI.

6.3.10. TIlporokonbl 3acemaHuii mpe3uauymMa O(OPMIAIOTCS CEKpeTapeM 3acelaHuid
ropojckoro CoOpaHus, MPOTOKOIBI 3acelaHUi KOMHUTETOB W KOMHUCCHUH  OQOPMIISIOTCS
MTOMOITHUKAMU KOMUTETOB. Bce mpoToKonbl oQopMIIIOTCS B TedeHHe 2-X paboumx JHEH co JHS
MIPOBE/ICHUS 3aCeIaHMi, TIOAMHUCHIBAIOTCS PEACEIaTEeIbCTBYIOIINM Ha 3aCEIaHHH.

[TpoTokonbl 3aceqaHuii KOMUTETOB, KOMHUCCHI ropojckoro CoOpaHusi HyMEpylOTCS IO
KaXX/I0OMYy KOMHUTETY ¥ KOMHUCCHH OTJEIILHO C TIEPBOTO HOMEpA B Ipeesax JACMyTaTCKOro CO3bIBa.

6.3.11. IIporokonsl apyrux pabouux opraHoB ropojckoro CoOpanus ohOpMISIOTCS MO
o0pa3y mpoTokoia 3aceganus ropojckoro Cobpanus. Pemenus, nmpuHATHIEe Ha 3aceJaHUK PabOUyero
oprasa, opOpMJISIOTCS B TEKCTE MPOTOKOJIA.

6.3.12. Kormuu mpOTOKOJIOB MITH BBITUCKHU M3 TIPOTOKOJIOB PACCHUTAIOTCS 3aMHTEPECOBAHHBIM
JUIAM B COOTBETCTBUU C YKa3aTelleM PaCChLIKH.

B BhIIIIICKE M3 IPOTOKOJIA JOJDKHBI BOCIIPOU3BOJUTHCS BCE PEKBU3UTHI 3ar0JIOBOYHON YacTH
MPOTOKOJIA, BBOJHAS YacTh, BOMPOC MOBECTKU JHS, MO KOTOPOMY TOTOBUTCS BBIMHCKA, U TEKCT,
OTpaKaroImui 00CYXIEHHE BOIPOCa U MPUHSITOE PEIICHHE.

6.4. /leioBOE MUCHMO

6.4.1. JlenoBoe (cmyxkeOHOE) MUCbMO TOTOBUTCA Ha OyaHke mucbMa. IIpu coctaBieHUM
nuceM o(opMIISIOTCS PEKBU3MTHI: aJipecar, 3arojoBOK K TEKCTY, TEKCT, MOJIMUCh, OTMETKa 00
UCTIOJHUTEIIE, B HEOOXOMMBIX CITy4yasiX - OTMETKA O MPHUIIOKEHUH.

Ecnn nuceMo SBIsiETCS OTBETOM Ha MOCTYNMBIIMN 3alpoc WU NpPOchOy, 3amoiHsercs
PEKBU3UT "CCBUIKA HA PETMCTPALIMOHHBIM HOMEP U 1aTy NOCTYIMBILIETO NMHChbMa'.

HaumenoBanue Buga nokymeHTta ("mucbMoO") W pa3HOBUAHOCTh MHUChbMa (HampuMep,
"mpock6a", "undopmanuonHoe", "compoBoauTensHoe", "3ampoc", "HamoMuHaHUE") B JIETOBBIX
(citykeOHBIX ) MIChMaX HE YKa3bIBAIOTCS.

6.4.2. JlenoBoe (cinyxeOHOE) MUCbMO, KaK MPaBUIIO, MOCBAIIAETCS OJHOMY Bompocy. Eciu
HEeoOXoIuMO OoOpaTUTbCd B  OpPraHU3alMI0 OJHOBPEMEHHO IO HECKOJBKMM  BOMPOCAM,
PEKOMEHYETCSI COCTABUTh OTAEIBHOE MUCHMO 110 KaXKAOMY U3 HHX.

[TuceMo MOXKET KacaTbCs HECKOJIBKUX BOIIPOCOB, €CIIM OHU B3aUMOCBSI3aHbI.

JlenoBoe (ciy>xe0HOe) MUCHMO /0 MPEACTaBICHUS Ha MOJIKUCH JOJKHO OBITh COTIACOBAHO
(3aBU3MPOBAHO) CO BCEMM 3aWHTEPECOBAaHHBIMU JinllaMu. CoriacoBaHue (BU3HPOBAHHUE) AETOBBIX
MIUCEM MPOBOJUTCS B COOTBETCTBUM € MYHKTOM 5.15. MHCcTpyKIMK.

6.4.3. JlenoBoe (cmyxeOHO€) mUChMO, odopmiIeHHOEe Ha OnaHke ropojackoro CoOpanwus,
nonnuceiBaercs [ maBoit roposackoro camoynpasienus, [Ipeacenarenem ropoackoro Cobpanus uim
3amectuteneM [Ipencenarens ropoackoro Coopanus. [lognucanHoe aenoBoe (CiIy»Ke0HOE) MICHMO
perucTpupyercs.
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He momyckaercst OTHpaBisTh ajpecaraM MHCbMa, HE MMEIONIUE JaThl U PErHCTPAIMOHHOTO
HOMepa.

6.4.4. Tlocne mommucaHusi TMHCbMa M €r0 PETHCTPALMU SK3EMIULSIP MUChbMa C BH3aMH
3aMHTEPECOBAHHBIX JIUI] TOMEIACTCS B JEJIO.

6.5. AKTBI

6.5.1. AKTBI COCTaBIIAIOTCS HA OCHOBE YHHU(HUIIUPOBAHHBIX (JOpM MU B CBOOOAHOU opMe B
LEJISAX MOATBEPKACHUS (PaKTOB, CBI3aHHBIX C ACATEIILHOCTHIO Topoackoro Cobpanusi.

6.5.2. Ilpu cocraBieHUU AaKTOB HCHOJB3YIOTCS PEKBU3HUTHI: HAUMEHOBaHHE T'OPOJCKOTO
CoOpaHusi, HauMMEHOBaHME BHJA JIOKYMEHTa, JaTa JOKYMEHTa, PETUCTPAaLUOHHBIH HOMEp
JOKYMEHTa, MECTO COCTAaBJICHUS WU U3IaHUS JOKYMEHTA, 3ar0JIOBOK K TEKCTY, MOJAIMHUCH.

JlaToli akTa sBJsIeTCs JaTa COCTABJICHUS aKTa U MOJIUCAHMSI €70 COCTABUTEISIMHU.

Ecim  ¢dopmoit akta mpemycMOTpeHO €ero  yTBEp)KIAeHHWe [J1aBoi  ropojCcKOro
camoymnpasnenus, IIpeacenarenem ropoackoro CoOpaHusi WIM HWHBIM  YIOJIHOMOYEHHBIM
JOJKHOCTHBIM JIMIIOM, JIaTOM aKTa SBIISETCS JaTa €ro yTBEeP KICHUSI.

6.5.3. B BBO/IHO1 YacTH akTa B UMEHUTEIbHOM I1a/I€KE YKa3bIBAIOTCSI:

OCHOBaHUE COCTaBJCHHUS aKkTa (JIOKaJIbHBIH HOPMATUBHBIM aKT, pacHoOpsSAUTENbHBIH
JOKYMEHT (TpuKa3, pacrnopsbkeHue), (akT Hiau coObITHE, IOCITY)KMBIIEE OCHOBAaHUEM IS
COCTaBJICHHS aKTa,

COCTaBUTENH akTa (mepeuucisiioTes mocie ciaoBa "CocraBiieH" ¢ yKa3aHHEM JOJDKHOCTEH,
HAaUMEHOBAHWM  OpraHu3aluid, €cClid COCTABUTENH SBJISIOTCA  MPEACTABUTEISIMH  JIPYroi
opraHu3anyu, GamMIIui 1 THALAAIOB.

Ecnu akT cocraBieH KOMHCCHEH, IEPBOM yKa3bIBaeTcs (pamMuiius mpeaceaarens KOMUCCHH,
3aTeM YICHOB KOMUCCHHU B aJI()aBUTHOM TOPSIIIKE.

B Tekcre akTa u3nararoTcs 1eJM U 337a4M COCTaBIICEHUS aKTa, CYIIIHOCTh, XapaKTep, METObI
U CPOKHU MPOJIeNIaHHOM paboThl, €€ pe3ysIbTaThl.

[Tpy HEOOXOIMMOCTH AKT MOXKET COJIEP’KaTh BHIBOJIbI U PEKOMEH AU,

B 3akmounTenbHON 4acTH aKTa YKa3bIBaIOTCS KOJMYECTBO MOATOTOBIECHHBIX AK3EMILISIPOB
aKTa U MECTOHAXOXKJIEHHE KaXAO0ro dK3eMIunsipa. KonuuecTBO 3K3eMIUIIPOB akTa ONpEAeIseTcs
KOJIMYECTBOM CTOPOH, 3aMHTEPECOBAHHBIX B €r0 COCTaBJICHUH, I HOPMATUBHBIMU TPEOOBAHUSIMH,
PErIaMEHTUPYIOIIMMHU COCTABIIEHUE AKTOB KOHKPETHOW Pa3HOBUIHOCTH.

6.5.4. DOk3eMIUIpbl aKTa MOJIMUCHIBAIOTCS BCEMH UJIE€HAMU KOMHUCCHM (€CiIM  akT
COCTaBIISJICS KOMHCCHEW) WM COCTaBUTEISIMM U, HPU HEOOXOIMMOCTH, IMPHCYTCTBOBABILIUMH
JULAMH.

[Ipy mnonamucaHuM akTa TMpeaceAaTeieM W WIEHAMHM KOMHUCCUM HAuMMEHOBAaHUS HX
JOJDKHOCTEMN HE YKa3bIBAIOTCS.

Ocoboe MHEHHE COCTaBUTENs aKTa U3Jaraercd Ha OTHACIBHOM JIMCTE, KOTOPBIH
MOJNKCHIBAETCS U MPUJIAraeTcs K akTy.

6.5.5. Ecnu 3akoHonarenscTBoM Pocculickoit denepanuu nNpeaycCMOTPEHO O3HAKOMIIEHUE C
COJIep’)KaHUEM aKTa JIUL, YHIOMSHYTBIX B aKTe, MOJ MOJNUCh, HAa TOCIEAHEHW CTpaHULE aKTa
MpoCTaBisieTcss o3HaKoMHUTenbHas Bu3a "C akToM oO3HaKOMIICH(BI)", TPU 3TOM YKa3bIBAIOTCS
HAaUMEHOBAHMSI JOJKHOCTEH, JIMYHbIE MOJIMUCH, PAcIIM(POBKU MOMAMUCEH, AAaThl 03HAKOMIICHUS.
JInna, KOTOpble 3HAKOMSTCS C COJAEPKAHUEM aKTa, UMEIOT IIPaBO HE COIVIACUTHCS C COAEPKAHUEM
aKTa B I€JIOM HWJIM €ro OTAEIbHBIMU IOJOXEHHUSIMH, YTO JOJDKHO OBITh 3aUMKCHPOBAHO MPHU
03HaKOMJIEHUH C AKTOM.

6.6. CayxeOHasi 3anUCKa

6.6.1. oxnamgnas  (cmykeOHasl)  3amucKka  HWCTHOJB3YeTCA  JUIT  ONEPAaTHUBHOTO
MH(POPMAIIMOHHOTO 0OMEHa MEXKAY CTPYKTYPHBIMH IOJIpa3/IeJICHUSMU arnapaTa, COTpyIHUKaMHU U
PYKOBOJICTBOM.

6.6.2. OOs3aTeNbHBIMH PEKBU3UTAMHU JOKJIQJAHOW (CIy)KeOHOM) 3aluCKU  SBIISIOTCS:
HAaUMEHOBAaHME CTPYKTYPHOrO mojpasjaencHus (nospkHocTu coTpyaHuka, ®MO) HauMeHoBaHuE
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BUJA JOKYMEHTa (JAOKJaJHasl 3allucKa, ciayeOHasl 3alucKka), JgaTa, 3arojJloBOK K TEKCTy, aapecar,
TEKCT, MOAMKCH.

6.6.3. Ilpu agpecoBaHUM TOKIATHBIX (CIYKEOHBIX) 3alMCOK YKa3bIBAIOTCA B JIaTEIHHOM
Majeke JOIKHOCTb JIUIA, KOTOPOMY aJpecoBaH JTOKYMEHT, MHUITUAIBI B (DaMUITusI.

[Tpumep:

['maBe ropoackoro camoymnpasieHus,
[Ipencenaremnto ropoackoro Cobpanus
N.O0.Damunus

6.6.4. TekcT nmokaaaHOU (CIy>kKeOHOM) 3aITMCKH, B 3aBUCHMOCTH OT CIIOKHOCTH COJICpP KaHUS
Y TIPUBOAMMOM apryMEHTAaIlMH, COCTOUT U3 OJIHOM, IBYX WJIM TPEX YacTei:

B NIEPBOM YaCTU U3NATraloTCs MPUYUHBI, (PAKThl WK COOBITHSI, MTOCTY>KUBIIUE MTOBOAOM JJIs
COCTABJICHHS IOKYMEHTA;

BO BTOPOW 4YacTH [aeTCsl aHalu3 CIOXKHUBIICHCA CUTYyallud, BO3MOXKHBIE BapHaHTHI €€
penieHus;

B TPETbEW YaCTU U3NAraloTCs BHIBOBI.

7. Cor1acoBaHue NpPOEKTOB JOKYMEHTOB

IHoanucanue (yrBep:KaeHue) NpPOeKTOB JOKYMEHTOB

7.1. CornacoBaHue IIpOEKTa JOKYMEHTa IPOBOAMTCA [0 €ro mnoanucanus [masoi
ropoackoro camoymnpasnenus, llpeacemarenem rtopoackoro CoOpaHus B IHENSX OLEHKU
COOTBETCTBHS INPOEKTa 3aKOHOHATeNbCcTBY Poccuiickoin denepanyy, JOKAJIbHBIM HOPMAaTHUBHBIM
aKTaM IMPEICTaBUTEIBHOTO Oprana, KauecTBa 1 3(P(GEKTUBHOCTH MPEIaraeMOro PeIICHHS.

CornacoBaHue NPOEKTa JOKYMEHTAa OpPraHU3YETCsl HEMOCPEACTBEHHBIM HCIIOJIHUTEIEM
(cocTaBuTeNEM), B COOTBETCTBUU C HOPMATUBHBIMU aKTaMu ropozckoro Codpanus,

7.2. CornacoBaHue IIPOEKTOB JIOKYMEHTOB MOXET OCYLIECTBIISITBCS IOCPEACTBOM
KOPIHOPaTUBHON 3JEKTPOHHOM NOYTHI M OQOPMIIEHUS MCIIOJHUTEIEM JIMCTA COTJIACOBaHMS C
MPUIIOKEHUEM JJIEKTPOHHBIX COOOIIEHMM JIMI, Yy4YaCTBOBAaBUIMX B COIJIACOBAHHUHU IIPOEKTa
JIOKYMEHTA.

7.3. IIpO€KTBI JOKYMEHTOB COTJIACYIOTCS:

COUCIIOJIHUTENSAMHU (IIPH UX HATUYHH);

PYKOBOAMTENSAMU CTPYKTYPHBIX IOAPA3JEICHUN ammapara, HalpaBleHUs IESITEIbHOCTH
u/nn QyHKUMOHAbHBIE OOS3aHHOCTH KOTOPBIX 3aTparMBaloTCs B TPOEKTE TOKYMEHTa W/WiIN
KOTOpbI€ YKa3aHbl B IMPOEKTE JOKYMEHTa B KauecTBE HCIOJHUTENEH (B Cilydae BPEMEHHOI'O
OTCYTCTBHSI PYKOBOJAWTENSI TOJpa3AeNeHUus] MpPOeKT JOKYMEHTa BHM3UPYET JIMIO, BPEMEHHO
UCTIOJHSIONIEE €ro 00s3aHHOCTH);

CHeHUalIiCTaMH IOPUINYECKOT0 OT/AeNa.

[TpoekTsl ~ JOKYMEHTOB, peaJu3auusi KOTOpbIX  TpeOyeT  (MHAHCOBBIX  3aTpar,
COTJIACOBBIBAIOTCS C INIaBHBIM Oyxrantepom ropojickoro Cobpanusi.

7.4. BHemHee coriacoBaHME TIIPOEKTa JOKYMEHTa OCYLIECTBIISETCA IOCPENCTBOM
HampaBJIEHUsl MPOEKTa JOKYMEHTa B JPYTYI0 OpPraHH3alUI0 C COMPOBOIUTENBHBIM IMHCHMOM, B
KOTOPOM YKa3bIBa€TCsl CPOK COTIACOBAHUSI.

7.5. Odopmnenue pesynpratoB coriacoBanusi JIHA u pacmopsauTenpbHBIX JOKYMEHTOB
OCYILIECTBIISIETCS. B BUJE BU3, IPOCTABIISIEMBIX 3aMHTEPECOBAHHBIMU JIMIIAMU Ha IMOCIEIHEM JIUCTE
MPOCKTa JOKyMEeHTa (Ha €ro JWIEeBOW WM OOOPOTHOM CTOPOHE) WJIM Ha OTJCIHHOM JIHCTE
COIJIACOBAHUS, SBJISIOIIEMCS] HEOTHEMIIEMON YacThio JJOKyMeHTa. OTMETKH O COTJIaCOBaHUM (TpHU]
COTJIaCOBAHUS U BU3bI) OOPMIIIIOTCS B COOTBETCTBUU ¢ yHKTaMu S5.14. — 5.15. MHCTpyKIIHH.

[Tpu cornmacoBaHuM JeNOBBIX (CIYXKeOHBIX) MUCEM BU3bI MPOCTABISAIOTCS HA KOMUH MUChMa
(BM30BOH 3K3eMIUIAp), KOTOPBIM MOCie MOANMCAHUS MNOJUIMHHMKA MHCbMa U €ro perucTpanuu
MIOMEIIAETCs B JEJI0, MM Ha 000pOTe MOJUIMHHUKA NMChbMa, €CJIU NUChbMO HalpaBJIAeTCs ajpecary
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1o (akcy WM 3JIEKTPOHHOH ModuTe. DTOT K€ IK3EMIUISP MUChMa IOCJe OTIPaBKU aapecaTy (1o
(akcy WM 3JIEKTPOHHOM 1MOYTE B BUJIE 3JICKTPOHHOM KOMHMH) IOMEIIASTCS B JETIO.

7.6. CornacoBaHWe MPOCKTOB JOKYMEHTOB MOXeT ocymecTBiasiTbes B COJ. ITlocne
3aBepIICHHs] TPOIETyphl COTIacoBaHMs (TPU CO3AAHUHU IMOJUIMHHUKA TOKYMEHTa Ha OyMa)KHOM
HOCHTEJIE) JIUCT COorjlacoBaHus pacneuaTsiBaercs u3 COJI, mpukiaapiBaeTcs K IPOEKTy JOKYMEHTa
U NPEICTaBIAETCS Ha MOANUCH ['aBe ropojackoro camoynpasieHus, [Ipeacenarento ropoackoro
Cobpanus.

[Ipu cormacoBaHuUM TPOEKTOB BHYTPEHHHX JOKYMEHTOB, CO3JaHHBIX Ha OyMa)XHOM
HOCUTEJIE, BU3bl IPOCTABJISAIOTCS HEMOCPEACTBEHHO Ha MPOEKTE JOKYMEHTA.

7.7. B Xxome coriacoBaHusi IPOEKTa BHYTPEHHETO JOKYMEHTa JHMLO, COTJIAaCYIOLIee
JNOKYMEHT, IPUHUMAET OJHO U3 CIEIYIOLIUX PEIICHUN:

COIJIacoBaTh IPOEKT AOKyMEHTa 0€3 3aMeuaHuil;

COTJIacOBAaTh MIPOEKT JOKYMEHTA C 3aMEYAHUSIMU;

OTKJIOHUTH MPOEKT IOKYMEHTA;

yKa3aTh, YTO HE HMMEET OTHOIIEHHUS K MPOEKTYy JOKyMEHTa (pacCMOTPEHHE BOIMpOca, MO
KOTOPOMY IPUHUMAETCS PEIICHNE, HE BXOAUT B 00513aHHOCTH PaOOTHHUKA).

Bo3paxkeHus 1Mo mpoeKkTy JOKYMEHTa, BO3HMKAIOLIME IIPU COTJIACOBAHWM, HM3JararoTcs B
CIpaBKe (3aKJII0UYEHUH), KOTOpas MpHlaraercs K MpoeKTy, uiu BHocurca B CO/1.

Ecnu npoekT JOKyMeHTa COIJIacOBaH € 3aMEUYaHUSMH, 3TO O3HAYAET, YTO 3aMEUYaHUs HOCAT
PEAAKIMOHHBIN XapakTep, U MOCIE UX NPUHATUS UCIIOIHUTEIEM MPOEKT HE TpeOyeT MOBTOPHOTO
COrJIaCOBaHUSI.

[TpoekT JOKyMeHTa OTKIIOHSETCS JTUIIOM, COIVIACYIOIIMM JOKYMEHT, B CIIy4asx:

HaJIM4Msl CYLIECTBEHHbBIX 3aME€UaHUM M0 MPOEKTY JOKYMEHTA;

HECOIJIaCUs C IPOEKTOM JIOKYMEHTA.

7.8. HecornacoBaHHbIi MNpPOEKT MJOKyMEHTa TpeOyeT AopabOTKM IO BbICKa3aHHBIM
3aMeyaHusM, nepeoopMIIEHNS U IOBTOPHOI'O COTJIACOBAHUSI.

7.9. Ecnu npu nopaboTke MpoeKkTa JOKYMEHTa HCIOJHHUTENb NPUHUMAET pPELICHHE He
YUUTBHIBaTh 3aMevaHue (3aMedaHus ) Jauna (JIil), y4acTBOBABIIMX B COIJIACOBAHHMM, MCIOJHUTEIEM
TOTOBUTCSI PEECTpP HEYYTEHHBIX 3aMEuyaHUl, KOTOPbIH BMECTE C IPOEKTOM JIOKyMEHTa
npencrasisercs [1aBe ropojckoro camoynpasnenus, [Ipeacenarento ropoackoro Codpanusi.

7.10. Pemenne o ToM, IPUHUMATh WIM HE NIPUHUMATh HEYYTECHHBIE 3aME€YaHUsl IPUHUMAET
I'nmaBa ropoackoro camoynpasienus, [Ipeacenarens ropojckoro Codpanusi.

B cnyuae ecnu I'maBa ropoackoro camoynpasienus, [Ipeacenarens ropoackoro Cobpanus
MPUHUMAET pELIEHHE O HEOOXOAMMOCTH YYeCTh 3aMEyaHHUs, OTKJIOHEHHbIE HCIIOJIHUTENIEM,
UCTIOJHUTEINb J0pa0aThIBaeT IPOEKT JOKYMEHTa B COOTBETCTBUH C BBICKa3aHHBIMH 3aMEYaHUSIMHU.

Ecim TI'maBa ropoackoro camoympasienus, llpencenarens rtopojackoro CoOpaHus
COIJIAIIAETCS] C MHEHUEM MCIIOJIHUTENS, OH IOJNUCHIBAET (YTBEPKIAET) JOKYMEHT.

7.11. IlucbMa (OKYMEHTHI), HallpaBiisieMble B BBICIINE OpraHbl FOCYAapCTBEHHOM BIacTH,
Ha UMs TIEPBBIX pyKOBoJUTeNEH (eepalbHbIX OpraHoB MCIIOJHUTEIBHON BIACTH, pYKOBOAUTENEH
cyowrekToB Poccmiickoit denepannu 1 3apy0eKHBIX TOCYIapCTB, MOAMUCHIBAIOTCSA TOMBKO ['1aBoi
ropojckoro camoymnpasienus, [Ipeacenarenem ropoackoro Codpanus

[Ipy HampaBieHUU MHUCbMa WM BHYTPEHHEr0 MH(GOPMAIMOHHO-CIPABOYHOIO JOKYMEHTa
HECKOJIbKUM asipecataM (He 0ojiee YeThIpeX) MOANUCHIBACTCS KaXIbIA OTIPaBISEMBIA SK3EMILISP
JIOKYMEHTA.

7.12. Tloanuck Ha AOKyMeHTe O(OpMIsieTcs B COOTBETCTBMM ¢ IyHKTamu 5.16., 5.17.
HNHcTpykuun.

7.13. YTBepkACHNE BHYTPEHHETO JOKYMEHTA IPOU3BOIUTCS:

HETOCPECTBEHHO [7aBoil Tropojckoro camoynpasieHus, llpencenareneM TopoaCKOro
CoOpanuss ~ mpocTaBlIeHHEM COOCTBEHHOPYYHOU MOJMKCH B TpU(E yTBEPKICHHS;

MIPUKA30M.

Odopmnenune rpuda yTBEpKIECHUS TPOU3BOJUTCS B COOTBETCTBHM C IIYHKTOM 5.9.
HNHucTpykuun.
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7.14. Tllonmmucw ['maBwl ropoickoro camoymnpasienus, [Ipencenarens ropoackoro Codpanus
Ha JJOKyMEHTaX, TPEOYIOIMX 0CO00T0 YIOCTOBEPEHUS UX TOUIMHHOCTH, a TAK)KE Ha KOMUSIX TaKUX
JOKYMEHTOB M BBIMHCKaX M3 JOKYMEHTOB 3aBepsiercss mnedaTblo  OOHHUHCKOTO TOPOJCKOTO
Cobpanusi.

Ileyath HA JOKYMEHTE MPOCTABJISIETCA B COOTBETCTBUU C MYHKTOM 5.18. MHCTpyKIIMH.

8. Opranmszauusi J0KyMeHT0000poOTa

8.1. JIokyMEeHTOOOOPOT BKIIIOUAET BCIO MOCIIEAOBATENILHOCTD IMEPEMEIICHUN TOKyMEHTOB, a
TaK)Ke OIepally, COBEpIIaeMble C JOKYMEHTaMH B MPOLECCe HX CO3JaHUS U MCIOIHEHUS
(mony4enue, OTHpaBKa, MPEABAPUTEIBHOE PACCMOTPEHME, pErucTpanus, paccMoTpeHue [naBoit
ropoJickoro camoymnpasieHnus, [Ipeacenarenem ropojckoro Cobpanus).

8.2. Llenp opraHm3amnuu JTOKyMEHTOOOOpPOTa - OOECIEYeHHE CBOCBPEMEHHOTO MPUHSATHUS
VIOPaBIEHYECKUX pEHIeHHWM M UX HCIOJIHEHHA. 3afada JOKyMEHTOOOOpOTa - OpraHu30BaTh
JBUKEHHE JOKYMEHTOB I10 HaUMEHEE KOPOTKOMY MYTH C MUHUMAJIbHBIMU 3aTparaMu Tpylaa U
BPEMEHH, B YCIOBHUSIX AJIEKTPOHHOIO IOKYMEHTOOOOpOTa - 00eCHedHuTh JOCTYN K JOKYMEHTaM
nosib3oBarensiM COJ] B COOTBETCTBHUM € IIPEIOCTABIEHHBIMU UM IIPaBaMH.

8.3. B ropoackom CoOpaHuu HCTIONB3YIOTCS JOKYMEHTHI Ha OyMa)kKHOM HOCHTENE, a TaKxkKe
ANEKTPOHHBIE KONMHMMU JOKYMEHTOB, IOJy4YEHHbIE B pe3yjbTaTe CKaHWPOBAHMS JOKYMEHTOB Ha
OyMa)XHOM HOCHTEJIE.

8.4. Opranuzanus JOKyMEHTOO0OPOTa OCHOBBIBACTCS HA TIPUHIIHIIAX

LEHTPaIN3aUH ONlepaluii o MPUEMY U OTIIPaBKe JOKYMEHTOB;

pacnpenenenus JOKyMEHTOB Ha JOKYMEHTOIIOTOKH;

OpraHHU3aIH MPEABAPUTEIHHOIO PACCMOTPEHHUS BXOIAIINX JOKYMEHTOB;

OJIHOKPaTHOCTH perucTpanuy JOKyMEHTOB.

8.5. B gokymenroo6opore ropoackoro CoOpaHusi BBIAEISAIOTCS JAOKYMEHTOIOTOKU:
BXOJd1IME (ITOCTyMHAIOIINE) JOKYMEHTBI; UCXOAsIMe (OTHpaBisieMble) JOKYMEHThI; BHYTPEHHUE
JOKYMEHTBL. B cocTaBe BXOASINX U UCXOIAIINX JOKYMEHTOB BBIIEISAIOTCSA:

JIOKYMEHTBI OPTaHOB I'OCY/IapCTBEHHON BJIACTH, MPOKypaTyphl ropona OOHUHCKA, OpraHOB
MECTHOT'O CaMOYIIPABIICHNUS;

oOpallieHus rpax/iaH, IOPUANYECKUX JIUI.

8.6. JlocTaBka M OTHIpaBKa JOKYMEHTOB OCYLIECTBIIIIOTCS CPEICTBAMHU IOYTOBOM CBSI3H,
HapOYHBIMU M Pa3IMYHBIMU BUAAMU 3JIEKTPOCBSI3U ((akcuMuiIbHasl, TenepoHHas, >JIEeKTPOHHAs
MoYTa) U MO CUCTEME MEKBEJOMCTBEHHOT'O AJIEKTPOHHOTO TI0KyMeHToobopoTa (MD/10).

8.7. IlpyemM TOKyMEHTOB OCYIIECTBISETCS COTPYIHUKAMU YTpaBleHUs Aejaamu (IIpueMHast
ropozackoro CoOGpanus).

8.8. Bce mocrynuBmme B ropoackoe CoOpaHue  JTOKYMEHTHI TOIJIEKAT TEPBUYHON
00paboTKe, BKIIOYAIOIICH:

MIPOBEPKY NMPaBUIBHOCTHU JOCTaBKU JOKYMEHTOB;

IIPOBEPKY LIEJIOCTHOCTH YIAaKOBKU (KOHBEPTOB, MTAKETOB);

BCKPBITHE YMAKOBKH (32 HMCKIIOUYEHHEM KOHBEPTOB, MaKeTOoB C momeTkod "JImuuo" u
rpadamMu OrpaHUYEHUs JOCTYNA K JOKYMEHTY);

MPOBEPKY LIETOCTHOCTH BXOASIIUX JOKYMEHTOB, BKIHOYAs IPUIIOKEHHUS,

YHMUTOKEHNE KOHBEPTOB, IAKETOB MJIM YIIAKOBKU;

IIPOCTaBJIEHUE OTMETKH O MOCTYIJICHUH IOKyMEeHTa B Topozckoe CobOpaHue.

8.9. OmuOOYHO JOCTaBJIECHHbIE JOKYMEHTBHl TEPECHUIAIOTCS 110 HA3HAUYEHUIO WM
BO3BpAIAlOTCSl  OTNpaBUTENO. J(OKYMEHTHI, NOCTYNHBIIME B MOBPEKICHHONW YIaKOBKE,
IIPOBEPSIOTCS HA LIEIOCTHOCTh, B TOM YHCJIE HA HAJIMYME MEXAHUYECKHUX MIOBPEXKICHUN.

[TouToBBIE OTMpaBIEHUs, HECTAHIAPTHBIE 110 BECy, pa3Mepy, hopMe, UMEIOLIIe HEPOBHOCTH
mo OokaM, 3aKJIeEHHBIC JIUTIKON JICHTOW, MMEIOIIME CTPaHHBIM 3amax, I[BET, MPEIIOI0KUTEITHHO
MMEIOILIUE BIIOKEHHS, HE XapaKTepHble [UIsl TMOYTOBBIX OTHpaBlIeHUI, He BCkpbIBatoTcsa. O
MOJIYYEHUH MOA03PUTENBHOIO MOYTOBOTO OTHPABICHUS JOKIAIbIBACTCS YIPABISIONIEMY JIeIaMHU U
I'maBe ropojckoro camoymnpasienus, [Ipencenarento ropoackoro Coopanusi.
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8.10. IIpu mocTymieHun BXOASIIETO JOKYMEHTA B MOBPEKICHHOW YIIaKOBKE, TOBPEKICHUHN
JIOKYMEHTA, P OTCYTCTBUH B KOHBEPTE (IIAaKETE) TOKYMEHTA, €r0 YaCTHU UJIM IPUIIOKEHUH K HEMY,
a Takke IpU OTCYTCTBUM IIOAIMCHA HA BXOZASIIEM JOKYMEHTE COCTAaBIISIETCA aKT B JBYX
9K3eMIUIIpaX Ha OyMa)XHOM HOCHUTENE, MOANUCHIBAEMBIA JBYMS COTPYIHUKAMHU YTIpaBICHUS
JCJIaMHU.

OauH HK3eMIUIIp akTa BMECTE€ C BXOJSAIIMM JIOKYMEHTOM M €ro IpWIOKEHUSIMHU
PETUCTPUPYETCS, BTOPOM SK3EMIUISIP aKTa BBICBUIAECTCS OTIPABUTENIO.

8.11. KouBepTbl, NakeTbl WIM YNAKOBKa COXPAHSIOTCS W MPUIATAlOTCA K BXOJAALIUM
JOKYMEHTaM B CIIy4asx:

€CJIA TOJIKO 110 HUM MOKHO YCTaHOBUTb OTIIPABUTEISI UJIU 1aTy OTIIPABICHUS;

€CJIM BXOAIIMN JOKYMEHT IOCTYNHJ II03KE€ YKAa3aHHOTO B TEKCTE JOKYMEHTa CpOKa
WCIIOJIHEHUS WIN JAAaThl MEPONPUSATHUS;

1py OOJBLIOM PACX0XKJICHUHM MEXy AaTaMH ITOANMCAHUS U ITOIY4YEHUs JOKYMEHTOB.

[Tocne 3aBepuieHust pabOTHI ¢ TOKYMEHTOM KOHBEPT BMECTE C JIOKYMEHTOM IIOMEIIAETCS Ha
XpaHEHUE B JIEJO0.

8.12. KonBepTsl (makeTsl), UMeronpe oTMeTKy "JImuHO", Tpudbl orpaHHYeHHs JOCTyna K
JOKYMEHTaM, COJEpXKalluM CBEIEeHUS KOH(HUIECHIMAIbHOIO XapakTepa, HE BCKPBIBAIOTCS U
NepelatoTCs:

¢ orMeTko# "JInyHO" - HEMOCPEACTBEHHO a/ipecary;

¢ rpudamMu orpaHudeHHs JocTyna — [ 'J1aBe ropoACKOro caMoyIpaBieHHUs.

8.13. Bxopnsuiye 3J€KTPOHHBIE JOKYMEHTHI, IOCTYNMBIIME OT APYTUX OpraHu3alMi I10
NEKTPOHHOU mouTe uiau nocpeacrsoM MOJIO, mpuHUMarOTCs ynpaBieHUEM JienaMu (IpreMHas
ropojackoro Cobpanusi).

ONEKTPOHHbIE JOKYMEHTHI, MOCTYNUBIINE 10 HHPOPMALMOHHO-TEIEKOMMYHUKAIIMOHHBIM
KaHajlaM U MOANKCAaHHbIE YCHJIEHHON KBalU(pUUIUMpPOBaHHON MOANMCKIO, BKItodatoTes B COJ1, mpu
HEeO0OXOJIMMOCTH, pacleyaThIBalOTCs, OpraHM3yeTcs  IocieAyrolas padoTra ¢ HUMH Kak C
JOKYMEHTaMH Ha OyMa)KHOM HOCHUTele

8.14. IlepBuuHas 00pabOTKa JIEKTPOHHBIX JOKYMEHTOB, MOJIYYEHHBIX 10 HH()OPMALIMOHHO-
TEJIEKOMMYHUKAIIMOHHBIM KaHalaM CBs3U (3JeKTpoHHas moura, MOJIO, caiftr opranuzauuu) ot
JOPYTUX OpraHu3aluil ¥ TpaxJaH, JOKHA COOTBETCTBOBATh TEXHOJIOTMHM pabOThl C BXOASIIMMU
JOKYMEHTaMH.

8.15. TlepBuunast 00pabOTKa MOCTYNUBIIUX JTOKYMEHTOB 3aBEPIIAETCS MX PaCIpeeIeHHEM
(cOopTUPOBKOI1) Ha pETUCTPUPYEMBIE U HEPETUCTPUPYEMBIE, B COOTBETCTBUU ¢ IIpnjo:xkenuem 14.

8.16. Peructpanus BXOISIIMX JOKYMEHTOB OCYIIECTBISIETCS OAMH pa3 B YINpPaBICHUU
nenamu B CO/I, He3aBUCUMO OT criocoba UX JIOCTaBKU.

JIOKyMEeHTBI, MOCTyHarouIe U3 JAPYTrUX OpraHu3aluil HEMOCPEJCTBEHHO B CTPYKTYpPHBIE
MOJIpa3/ieieHusl  ammaparta, HO TpeOyrollue pacCMOTPEHHMs pPYKOBOJCTBA, IEpeNaroTcs s
perucTpalnuu u/uiam yuera B YHpapieHue enaMu (mprueMHas ropojickoro Codpanus).

8.17. Perucrpanus BXOAALIUX JTOKYMEHTOB OCYLIECTBIISIETCA B JI€Hb UX MOCTYIJIEHUS WIIU
Ha ClIeJyIoluil pabounii 1eHb MPH MOCTYIJIEHUH JOKYMEHTOB B KOHIIE paboyvero JHS.

Perucrpanus oOpaieHMi TrpaxkJaH OCYLIECTBISETCS B TEUCHHME TpeX AHEH ¢ MOMEHTa
noctymienus oOpamenus (denepanpupiii 3akoH oT 2 Mas 2006 r. N 59-®3 "O mnopsnake
paccMoTpeHus oOpaienuii rpaxaad B Poccuiickoit @enepanun').

8.18. CBeneHus O MOCTYNMBUIEM JOKYMEHTE BHOCSTCS B DJIEKTPOHHYIO PErMCTPALMOHHYIO
kaptouky (OPK) CO/I, mocTynuBiieMy JOKYMEHTY IIPUCBANBACTCS PETUCTPAILIMOHHBIN HOMED.

8.19. Ha Bcex 3aperucTpupoBaHHBIX JOKYMEHTaX, 3a MCKIIYEHUEM JOKYMEHTOB,
MOCTYNMUBUIMX B (OpPME 3JIEKTPOHHBIX JOKYMEHTOB, MPOCTABISIIOTCS OTMETKM O MOCTYIJICHUU
JOKYMEHTa B OpraHuzanuio. B oTMeTke O TMOCTYIUIEHHH JOKyMeHTa (UKCHPYIOTCS JiaTa
MOCTYIUIeHUsT (TIpU HEOOXOIUMOCTH - BpeMs IOCTYIJICHMS B 4acax M MHUHYTax) M BXOISLIMN
PETUCTPAIMOHHBIN HOMEP IOKYMEHTA B COOTBETCTBUM C NYHKTOM 5.5. MHCTpyKUIMH.

8.20. JloxyMeHTHI, MOCTYMUBIIHNE HAa OyMa)KHOM HOCHTENIC, CKaHUPYIOTCS, DJICKTPOHHAs
Komnus AokymeHTa BKitodaercs B COJl u npucoenunsercsa k OPK nokymenra.
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8.21. [IpenBaputeibHOMY PACCMOTPEHHIO MOJIEKAT BXOASAIIUE TOKYMEHTHI, aIpECOBAHHBIE
ropoackomy CoOpanuto, ImaBe ropoackoro camoymnpasienus, IIpenacemarento TopoacKoro
Cobpanus, 3amecturento [Ipencenarens ropoackoro CoOpaHus WU IEMyTaTy.

8.22. Tlo pe3ynbTaTtaM MpeaBAPUTEIBLHOTO PACCMOTPEHHS JOKYMEHTBI PaCIpEACIISIIOTC Ha
JOKYMEHTOIIOTOKH, HaIlpaBJIieMbIe:

Ha paccMoTpeHue [naBel ropoackoro camoymnpasieHus, Ilpencemarenst roponckoro
Cobpanus:

Ha paccMoTpenue 3amecturens [Ipencenarens ropoackoro Codpanus;

Ha paccMOTpeHHe Jienyrara ropojckoro CoOpanus.

8.23. PesynbTaThl paccMOTpeHHUss JAOKyMeHTa [J1aBol TOpOJICKOrO CcaMOYIpaBlICHUS,
[Ipencenarenem ropoackoro CoOpanusi 0hOpMIISIOTCS B BUIE PE3OTIOIIH.

8.24. CeeneHus 0 pe3oNOLUM (MCIOJIHUTEIND, COJIEP/KaHNUE OPYUEHUS], CPOK HCIIOJIHEHUS)
CHeuuaaucToM yhpasieHus nenamu BHocarcss B OPK CDJI, mocne yero MCHOJHUTENSAM
HaIpaBJIAETCs 3JIEKTPOHHAs KONUS JOKYMEHTA IO 3JEKTPOHHOM moure.

8.25. JlokyMeHTBI, MOCTymaromue Ha OyMa)KHOM HOCHUTENe, IOCIe HX pPErUCTpalui,
BimtoueHuss B COJl B BuIE OJICKTPOHHBIX KOMHMM W paccMOTpeHHus [J1aBoil TOpojcKoro
camoynpasnenusi, Ilpencenarenem ropoackoro CoOpaHusi mepemarTcs B COOTBETCTBYIOILIHE
CTPYKTYpHBIE IOJIpa3fiesieHus anrmapaTa, JAelyTaTaM Ha HCIIOJIHEHHME WIM IOMELIAITCS B JEJI0 B
COOTBETCTBUH C HOMEHKJIATYpOil e ropojackoro CoOpaHus.

Jna ¢uxcanuu Qakra nepegaud BXOIALIMX JOKYMEHTOB M HMX KONMM Ha OyMa)KHOM
HOCHUTEJIC HUCIHOJIHUTENSM B CTPYKTYpHBIC MOApa3/eieHHs amnmapara HCHOJB3YIOTCS SKypHAIbI
neperayu JOKyMEHTOB.

8.26. Hcxopsiue AOKYMEHTBI, 3aBU3UPOBAHHBIE BCEMU 3aMHTEPECOBAHHBIMH JIULIAMHU U
noanucanHele ['maBoil ropoackoro camoympasienus, [lpencenareneM ropojcKoro WM HHBIM
JUIIOM, PETUCTPUPYIOTCA.

8.27. Perucrpanusi UCXOASIINX JOKYMEHTOB OCYIIECTBISI€TCS B JIEHb MOJANUCAHUS WM Ha
crenyrmuid pabounii 1eHb, €ClIM JOKYMEHTHl OBbLTM MOJIMUCAHBI B KOHIE paboyero JHS WIH B
Hepalouee BpeMmsl.

8.28. llepen perucrpanueid UCXOIAIIMX TOKYMEHTOB COTPYIHUKHU YIpaBICHUS JelIaMU
MIPOBEPSIOT MPABUIBLHOCTh O(OPMIIEHUSI JTOKYMEHTOB (B TOM 4MCJI€ HaJU4Me MOJIUCEH, BU3,
MPaBIJIBHOCTH HANMCAHUS aJpecoB), a TAKXKE YKA3aHHBIX B UCXOSAIINX JOKYMEHTAX MPUIOKCHHH,
COOTBETCTBHE KOJIMYECTBA IK3EMILISIPOB KOJMYECTBY aJpECaToOB IO YKa3aTe0 PacChUIKU, HATUYUE
OTMETKH 00 UCIIOJHUTEE.

8.29. Ilpu perucrpamuu wucxonsmero nucekma B CDJ] cBepeHus 00 OTHpaBiisieMOM
nokymenTe gukcupyrorcs B OPK, k koTopoil mpukperisercs 3eKTpOHHAs KOMUS OTIPABISIEMOTO
JIOKYMEHTA.

8.30. PerucrpaniioOHHBI HOMEP UCXOISALIETO JOKYMEHTA JOJIKEH COCTOATHh M3 MHJEKCOB B
COOTBETCTBMM C HOMEHKJIATypOll Jel U TMOpSJIKOBOIO HOMEpa JOKyMEHTa B Ipeaenax
KaJIEHAApHOTO rojia.

Jlata perucTtpaliii ¥ pPETUCTPALMOHHBIA HOMEp MPOCTABISIIOTCS Ha OTIPAaBISIEMOM
JOKYMEHTE, a TaK)K€ Ha KOMHMHU MCXOMAILIEr0 JOKYMEHTA, OCTAIOIIEHCS B JElle, B COOTBETCTBUM C
nyHKTOM 5.4. WHCTpyKIUHU.

8.31. MHcxonmaummii OOKYMEHT, MOANMCAHHBIN [J1aBOM TroOpoACKOro camOylpaBileHus,
[Ipencenarenem ropoackoro CoOpanus, 3amectutenem llpencenarenst roponckoro CoOpanHwus,
npejacenareneM KOMUTETa WM JIEMYTaTOM MepelaeTcs Ha OTMIPaBKy, KOMHUS JOKYMEHTa Ha
OyMaXHOM HOCHUTEJIE C BU3aMH ITOMEIIAETCS B I€JI0 B COOTBETCTBUU C HOMEHKJIATypOU JIell.

DJIEKTPOHHBIE JOKYMEHTHI TOCJI€ UX MOAMHUCAHUS DJIEKTPOHHON MOMNUCHI0 M OTIPABKHU
aapecary xpaHsarcs B 6a3e manabix CO/JI.

8.32. B 3aBuUCHMMOCTHU OT COJEP/KAaHUS U CPOUYHOCTU UCXOASIINE JOKYMEHTHI JOCTABIISIFOTCS
aJpecaTaM CpeJICTBaMU TIOYTOBOM CBSI3U, KYyphEepoOM, a TaKkKe IMepelaloTcs MO0 KaHajam
AIEKTPOCBs3H ((hakcuMubHas CBSI3b, TeIehOH, deKTpoHHas moura, MDJ10).
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HenpaBunbHo odopMiIeHHbIE TOKYMEHTBI U KOPPECTIOHCHIIHS HECITYKeOHOTO XapakTepa K
OTIIPaBKE HE IIPUHUMAIOTCS U BO3BPAILAIOTCS UCIIOJHUTEIIO.

JIoKyMeHTBI, OJIeKaIIie OTIPaBKe, JOJKHBI 00pabaThIBaThCS U OTIIPABIISITHCS B ACHb UX
MOJNUCAHUS ¥ PETHCTPAINH WU HA CICIYIOIIHA pabounii 1eHb.

8.33. IlpoxoxkeHue BHYTPEHHHUX JOKYMEHTOB Ha 3Tanax MX MOJArOTOBKU M O(OpMIICHHS
JIOJDKHO COOTBETCTBOBATh IIPOXOXKICHUIO MCXOIALIMX JOKYMEHTOB, a Ha JTale WCIOJHEHUS -
BXOJIALIUX JJOKYMEHTOB.

8.34. Vuyer KoaMuecTBa JIOKYMEHTOB, IIOCTYNMBIINX, CO3JAHHBIX, OTIPABJICHHBIX 3a
oIpeieNIeHHbIN EePHOJ] BpEMEHH, MPOBOIUTCS 10 Topoackomy CoOpaHUIO B LEIOM.

8.35. Ilpu yuere o0BbeMa JOKYMEHTOOOOpPOTa MOACYMTHIBACTCS KOJMYECTBO JIOKYMEHTOB
BBIJICICHHOW Tpynmbl. Y4YeT KOJIMYECTBA JOKYMEHTOB MpOBOAMTCA 10 pgaHHbIM COJI,
PEruCTpallMOHHO-YYETHBIX KYPHAJIOB U KapTOTEK.

8.36. 3a equHUIly y4eTa KOJIUYECTBA JTOKYMEHTOB IPUHUMAETCS €IUHCTBEHHBIA SK3EMILISP
JTOKyMEHTa (TMOJIMHHUK WM KOIHUS, €CITU KOINUA - €IWHCTBEHHBIM SK3EMIUISIP JOKYMEHTa B
ropojckom CoOpaHuu, HampuMep, KOMUs UCXOJAIIEr0 muchMa) 0e3 ydera KOMUM, cO3/1aBaeMBbIX
IIpY N€YaTH U KOIUPOBAHUU (THUPA)KUPOBAHUH).

8.37. PesynbTarhl yuera obbeMa MOKyMEHTOOOOpoTa B ropojackoM CoOpaHHH €XEroHO
0000IIAl0TCsl  CHEeNMATNCTAMH  YIpPABJICHUS JelaMu  (MpUeMHas) | TpeacTaBisaorcs [ nase
ropoJickoro camoyrmpasienus, [Ipeacenarento ropoackoro CoOpanus B Buie otueTa 00 oObeme
JOKYMEHTO000pOTa 3a TOJ.

9. KoHTpOJIb MCIIOJTHEHHS JOKYMEHTOB (MOpy4YeHMii)

9.1. KoHTpOJb UCIIOHEHUSI JOKYMEHTOB (IOPYYEHUI) BEIeTCsl B LIENIAX UX CBOEBPEMEHHOIO
1 Ka4Y€CTBEHHOI'O UCIIOJHEHMUSI.

9.2. KOHTpOJIb HCHIOTHEHUS TOKYMEHTOB (IIOPY4YEHUI) BEJETC:

COTpYJIHUKAMU yTIPaBJICHUS JIeJaMH, OTBETCTBEHHBIMH 32 BE/ICHUE JEONPOU3BO/ICTBA,

PYKOBOIMTEISAMU CTPYKTYPHBIX IIOJpa3AciICHUN anmapara,

MOMOITHUKAaMH NPOPUIBHBIX KOMUTETOB ropojickoro Cobpanus,

cekperapeM ropojckoro Coopanus.

9.3. PacnopsauTenbHble JTOKYMEHTBHI, MPOTOKOJBI 3acenaHuii ropojackoro CoOpanus,
pabouux OpraHoB, COAEpKallMe MOPYYEHHUS ¢ KOHKPETHBIMH CPOKaMH HCIIOJIHEHUS, CTaBiATCSA Ha
KOHTPOJIb 110 KaX/I0My NOPYUEHUIO OTAEIBHO.

9.4. KOHTpOJIb CPOKOB MCIIOJIHEHHSI JOKYMEHTOB (ITOPYUYEHUI) BKIIIOUAET B ceOs:

MIOCTaHOBKY JIOKYMEHTOB (IIOpyUY€HUIT) Ha KOHTPOJIb;

IPOBEPKY CBOEBPEMEHHOCTH JIOBEJICHHSI JOKYMEHTOB (ITOPYUYEHUI) 10 UCIIOTHUTENEH;

NpE/BApUTENbHYIO TMPOBEPKY U  PEryJupoBaHUME XOJAa HCIOJHEHUS JIOKYMEHTOB
(mopyuenwuii);

CHSITHE C KOHTPOJIS IOKYMEHTOB (TIOPYYEHHI);

yueT, 0000I1IeHNe U aHAJIN3 PEe3Yy/IbTaTOB X0/1a UCIIOJHEHUS JOKYMEHTOB (TIOpY4eHUH);

uHpopMupoBaHue [aBel ropojackoro camoynpasieHusi, Ilpencenarens ropoackoro
CoOpaHuss 0 XO/A€ HCHOJHEHUS JOKYMEHTOB (MOpYyYeHHH) W COCTOSIHUM HWCHOJIHUTENIBCKOM
JTUCIUIIIAHBI.

9.5. Cpoku UCIIOJTHEHMS TOKYMEHTOB (MTOPYYEHHI) UCUUCIIAIOTCA B KAJIEHAAPHBIX JHSIX.

Ecniu mocneanuii eHb CpoKa HCHOJHEHHS JIOKyMEHTa (TOpy4YeHHs) NPUXOAMTCS Ha
HepabouMii J€Hb, TO TOKYMEHT MOJJICKUT UCIIOTHEHHUIO B CIICAYIOMINN 32 HUM paOouuil 1eHb.

Jara wucnomHeHusi nokymentra (mopyuyenusi) ¢uxcupyercs B OPK COJl wnm uHoi
PETrUCTpPAIllMOHHO-YYEeTHOW (opMe, HCIONB3YeMON Ul OTCIIEKHUBAHUS CPOKOB HCIOJHEHHUS
JIOKYMEHTA (TIOpY4YEeHHUS).

9.6. JlokyMeHTHI (IOpyUY€HUs1) MOJUIEKAT UCTIOIHEHUIO B CIEAYIOIINE CPOKHU:

C KOHKPETHOM JJaTOM MCIOJHEHHUS - B YKa3aHHbBIN CPOK;

0e3 yKa3aHusl KOHKPETHOW JaThl HCTIOJHEHUS, UMEIOIINE B TEKCTE MOMETKY ""'cpouHo"” - B 3-
THEBHBIN cpokK; "onepaTuBHO" - B 10-1HEBHBIN CPOK; OCTAJIbHBIC - B CPOK He Oosee 30 nHel;

nn
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no 3anpocam uneHoB Cosera ®epeparuu, genyratoB [ocymapctBeHHOUW —J[ymbl
(memyTarckoMy 3ampocy), JenyraTtoB 3akoHojaTenbHoro CoOpanus Kamyxkckoit obmactu He
no3aHee yem uepe3 30 aHel co AHS MOIyYEHHUS.

1o oOpamieHusaM rpaxkaan - 30 qHel co JHS perUCTpaIty.

9.7. IlpuOCTAaHOBUTH HWCIHOJHEHUE KOHTPOJIBHOIO JOKYMEHTa (IOpY4EHHs), a TaKkKe
OTMEHHUTb €r0 MOXET PYKOBOJAWTENb, MOAMUCABIINN JOKYMEHT WM MJaBIIMH IOpy4YeHHE
(yka3aHue).

9.8. B memax o0ecreyeHuss CBOEBPEMEHHOTO MWCIIONHEHUS JOKyMEHTa (TOpydYeHHs)
MIPOBOAUTCS MpPEIBAPUTENbHBIN KOHTPOJIb, 3a JIBE HEAENU, U HANOMUHAHUS HCIIOJIHUTEISIM O
NPUOIMKEHUN CPOKOB UCTIOIHEHUS IOKYMEHTOB (TIOpyUYEHU).

9.9. HanmomuHaHue HCHOJIHUTENSM O NPUOIMKEHUH CPOKOB MCIIOJHEHHUS JTOKYMEHTOB
(mopy4deHuil) MOXKET OCYIIECTBIISTHCS B aBTOMATUUECKOM pexxkume nocpeactsom CO/I.

HanomuHanus WCHONHUTENSAM, a Takxke HHPopManuss o0 UCHOJHEHUH JIOKYMEHTOB
(mopy4eHwii), moOaydeHHass OT HcHonHUTeNeH, ¢ukcupyores B OPK CDJl wim  HWHBIX
PETUCTPALIMOHHO-YUYETHBIX (POpMax, HCHOIB3YEMBIX MJII KOHTPOJS HCIHOTHEHHS JOKYMEHTOB
(nopyuenuit).

9.10. Tlpm HeoOXOIMMOCTH H3MEHEHHUS CpOKa HCIHOJHEHHsS JOKyMeHTa (MOpydeHusi)
OTBETCTBEHHBIH HCIIOJHHUTEIbh 005S3aH MPEJCTaBUTh HAa UMs [ J1aBbl TOPOACKOTO CaMOYIpaBICHUS,
[Ipencenarenss ropoackoro CoOpaHus, HWHOTO JODKHOCTHOTO JIMIA, JABLIETO MOPYYECHHE,
o0ocHOBaHUE (CITY)KEOHYIO 3aIICKY) O MPOJUICHHH CPOKa C YKa3aHWEM MPUYUH MPOJUICHUS W JaThI
UCIIOJTHEHUSI.

O6ocHOBaHME MPOJUIEHUS CpPOKa MCIOJHEHUS JOKyMEHTa (MOpY4YeHMs) AOKHO OBITh
HampaBJICHO HE TMO3/HEe, YeM IO HCTEYCHHH JBYX TpPEThUX CpOKa HCIIOJHEHUS JOKYMEHTa
(mopyuenus).

9.11. JlokyMeHT (TmOpyuYeHHE) CUMTAETCS MCIIOJHEHHBIM, €CIM TNPHUHATHI PEHICHUs IO
MOCTABJIEHHBIM BOTIPOCaM, TIOJITOTOBJICHBI COOTBETCTBYIOIINE TOKYMEHTHI, HAallpaBlieHa CIIpaBKa 00
UCTIOJHEHUU B COOTBETCTBYIOIME OPraHbl BIAcTH (OpraHU3allMM) WIM JIaH OTBET IO CYILIECTBY
3aMHTEPECOBAHHBIM JIUIAM.

Pemienne 00 WuCHONHEHUM JOKyMeHTa (TMOpydeHUs) MNpUHMMaeT [JaBa TropoJCKOro
Cobpanusi, Ipyroe MOJBKHOCTHOE JIUIO WM pabouuii opran ropojackoro CoOpaHusi, MOCTaBUBIIHMA
JOKYMEHT (TopyuYeHHe) Ha KOHTPOJIb.

Ha ucrionHeHHOM JOKYMEHTE NMPOCTaBIsAETCs] OTMETKA O HAIpaBJIEHUU JOKYMEHTA B JEJIO B
COOTBETCTBUM C MYHKTOM 5.24. MHCTpyKLMHU, CBEIeHUs] 00 MCIOJIHEHUH JOKYMEHTa (IOpYy4eHus)
BHOcATCS B DPK COJ] unu uHyr0 perucTpaiioHHO-y4eTHYIO (POpMY, HCTIOJIB3YeMYIO JJIsi KOHTPOJIS
WCIIOJTHEHUSI.

9.12. JlokyMeHTHI (IOpYyYEHUs1), HE CHITHIE C KOHTPOJIS, a TAaK)Ke TOKYMEHTHI (ITOpydeHus),
CPOK HMCIIOJIHEHHSI KOTOPBIX HE MPOJUIEH, CYMTAIOTCS HEUCIIOTHEHHBIMU.

9.13. CoTpynHuKM ymOpaBjieHHS JelaMd (MpUEeMHas), OTBETCTBEHHBIC 3a BEJICHHE
JIeTIOTIPOU3BOICTBA, AHAIU3UPYET COCTOSTHUE U PE3YJIbTaThl UCTIOJIHEHHS JOKYMEHTOB (TIOpYy4YEHHIA)
Y COCTOSTHUE WCTIOJTHUTENBCKON TUCIIUITITHEL:

B TIOpSZIKE MPEIBAPUTEIILHOTO KOHTPOJS HAIMpPABISAIOT B CTPYKTYpHBIE MOJpa3esIeHUs
amrmapara, JermyTaraM, MOMOIIHAKaM KOMUTETOB HAITOMHHAHUS O TOKYMEHTAX, CPOKU HCIIOTHEHHUS
KOTOPBIX UCTEKAIOT (32 3 - 5 THEeH 10 OKOHYAaHUs CpOKa UCIIOJIHEHUS JOKYMEHTA);

pa3 B KBapTall ¥ 110 OKOHYAHHUH T'OJ[a COTPYAHHUKH YIIPABIICHUS JI€IaMU, OTBETCTBEHHBIE 3a
BEJICHUE JEJIONPOU3BOICTBA, IPEJICTABISAIOT YNPABIAIOLIEMY JedaMHU  OTYETHl O KOJIMYECTBE
JTOKYMEHTOB, HWCIIOJHEHHBIX B CpPOK, HCIIOJIHEHHBIX C TPOJJICHHEM CpOKa WCIIOJHEHHS, He
WCIIOJTHEHHBIX, HAXOJAIINXCS HA WCIOJMHEHUH B TPEICTABUTEIILHOM OpraHe IOo OTIeIbHBIM
VCTIOJTHUTEIISIM.

10. Opranusanusi padéoTbl HCHOJHUTEJIS € JOKYMEHTAMHU
10.1. UcnosHuTENb TTOTYyYaET TOKYMEHTHI Ha HCIIOJIHEHUE B J€Hb UX paccMoTpenus [ naBoi
rOpoJICKOTO camoympasienus, lIpencemarenem ropoackoro CoOpaHus WIM Ha CIETYIOIIUN
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pabounii 1eHb B COOTBETCTBUM C pe3otouusaMu. CpodHble JOKYMEHTHI MEPEAAI0TCsl UCTIOTHUTEIIO
HE3aMe T TENBHO.

10.2. JlokyMeHTbI, TOCTYNAIOLINE B CTPYKTYPHOE MOAPA3/IeICHHE alllapara ¢ pe3oaoLusIMu
I'maBel TOpoOICKOTrO camoympasienusi, Ilpencemarenss ropoxackoro CoOpaHus mepenarTcs
PYKOBOJUTEIIIO MOAPA3ICICHHUS.

10.3. cnonHenue JOKyMEHTa MpelyCMaTPUBAET:

cOOp U aHAIM3 HEOOXOANMMOM HH(POPMAIINH;

MOJTrOTOBKY IPOEKTa JIOKyMEHTa U ero 0(popMIICHHE;

COTJIacOBaHUE MPOEKTA JTOKYMEHTA C 3aMHTEPECOBAHHBIMHU JIHIIAMH;

opabOTKY MPOEKTa TIOKyMEHTa 110 3aMEUaHUsIM, TIOJTY4€HHBIM B X0JI€ COTJIACOBAHUS U, IIPH
HE00X0IMMOCTH, TOBTOPHOE COTJIACOBAHUE);

IpeJCTaBICHNE POEKTa JOKYMEHTA Ha MOANUCH [ JTaBe rOpOJICKOTO CaMOYIPaBICHHUS;

MOJTOTOBKY IOKYMEHTA K OTIPABKE U Mepeiady KOMUHU JOKYMEHTa B JIEJO.

10.4. Ilpm HampaBiIeHUH JTOKyMEHTa HECKOJBKHM HCIIOJHUTENSIM OTBETCTBEHHBIM 3a
MOATOTOBKY MPOEKTa JOKYMEHTA SIBIISIETCS MCIOJHUTENb, YKa3aHHBIM B PE3ONIOIMH MEPBBIM WIH
0003HAYCHHBIN B PE30JTFOIIMN KaK OTBETCTBEHHBIN HCITOJIHUTEIb.

10.5. OTBeTCTBEHHBI HCIOJHUTENh HMMEET TMPaBO JAaBaTh MOPYYCHHS OCTaIbHBIM
WCTIOJHUTENSM, TPOBOJIUTH pabdOYHMe COBEIIAHHs s BHIPAOOTKM COBMECTHOTO pelieHus. Bce
WCIIOJIHUTENIA B PaBHOM CTEIEHU OTBETCTBEHHBI 32 CBOEBPEMEHHOE U KaueCTBEHHOE HCIOJIHEHHE
MOPYYCHHUST W TPEACTABICHWE OTBETCTBEHHOMY WCIIOJIHUTENI0 B YCTAHOBIICHHBIE HM CPOKH
HEOOXOIMMBIX MaTepuanoB (MPOEKTOB JTOKYMEHTOB, CIpPaBOK). McrmonHuUTenn He UMEIOT MpaBa
NPEJCTaBIATh MPOEKTHl JOKYMEHTOB [J1aBe TOpoackoro camoympasieHusi, lIpencenareinto
ropojickoro Cobpanusi, 1aBuieMy nNopydeHnue, MHHYS! OTBETCTBEHHOTO HCIIOJHUTEIIS.

10.6. Pe3ynbTaToM HCIOJIHEHUSI JOKYMEHTA ABJISETCS MIPOEKT JOKYMEHTA, MOATOTOBIECHHBIN
HCIIOJTHUTEIIEM.

JIOKyMeHTBI, TpeqHa3HaueHHbIE ISl OTHpPaBKH, O(GOPMISIOTCS Ha OJIaHKE TOPOICKOTO
CoOpanus ycraHoBiIeHHOM (opmbl. [l OTHpaBKM JOKYMEHTOB, HE MMEIOLIMX aJpPEecHOM yacTw,
COCTABIISIETCSI COTIPOBOAUTEIHHOE IMHUCHMO.

Ha nokxymeHT, pacchliaeMblii Oosiee 4eM B YeThIpe ajipeca, UCHOJIHMUTENb TOTOBUT CIIHCOK
PacChUTKH, OMPEEIeT KOTHYECTBO IK3EMILISIPOB TOKYMEHTA.

10.7. HcnonHutenb  (OTBETCTBEHHBIM  WCHOJIHMTENb)  OPraHU3yeT  COIJIaCOBaHHE
(BM3MpOBaHME) TIPOEKTa JOKYMEHTa CO BCEMH 3aWHTEPECOBAaHHBIMH JIMIAMH H IPOBOJAUT
J0pabOTKY MPOEKTa M0 3aMEYaHUSIM B COOTBETCTBUU C MyHKTamu 7.1 — 7.8. IHCTpyKIuH.

10.8. TloamucaHHbBIi TOKYMEHT HCIIOIHUTENb TIEPEIaeT Il PETUCTPAIIMH U OTIIPABKH H/HJITH
BKJIFOYEHHUS B JIETO.

10.9. UcnonuuTtenp HE WMEET IpaBa pas3rjamarh COJEpKaHWE TMOCTYNMUBIIMX K HEMY
JOKYMEHTOB M TMOJTrOTOBJIEHHBIX IPOEKTOB CIYKEOHBIX JIOKYMEHTOB, C HHUMH MOTYT OBITh
03HAKOMJICHBI TOJIBKO JIMIIA, MMEIOIINE OTHOIIEHHE K UX UCIIOTHEHUIO.

11. ®opmupoBanmne J0KYMeHTAJbHOTO oHaa ropoackoro Codopanus

11.1. B roponckom CoOpaHuM XpaHATCS JTOKYMEHTHI IOCTOSSHHOTO M BPEMEHHBIX (CBBILIE
10 net) cpokoB XpaHEHHs, B TOM YHUCJIE€ JOKYMEHTHI IO JIMYHOMY COCTaBy, oOpa3oBaBIIMECS B
JESATENBHOCTH OpraHU3aliy.

11.2.9neKkTpoHHBIE TOKYMEHTHI ITOJUIEKAT XPAHEHUIO B TEUEHHUE CPOKOB, IPETYCMOTPEHHBIX
JUIsl aHAJIOTHYHBIX IOKYMEHTOB Ha OYMa)>KHOM HOCHTEIIE.

11.3. Tlocne ucTeueHus CPOKa, YCTAHOBJICHHOTO TSI XPAaHEHHUs DJIEKTPOHHBIX JOKYMEHTOB,
OHM TIOJUIE’)KAaT YHHMUYTOKEHHIO Ha OCHOBAaHMUU aKTa, YTBEp)KIeHHOro InaBoil ropoackoro
CaMOYIIPABJICHMS.

11.4. OnepatuBHOE XpaHEHHE AOKYMEHTOB ropojckoro CoOpaHHs 10 mNepedadyd HX Ha
XpaHEHUE B MyHHUIUIAIBHBIM apXUB WM YHUUYTOKEHUE OCYIIECTBIISIETCA B YIPABICHUM JEIaMU U
Oyxrantepuu ropojickoro Codbpanus.

11.5. Yopasnenue aenamu ¥ OyXraiaTepHs OCYIIECTBIISIOT:
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KOMILJIEKTOBAHUE, YUET U UCMOJIb30BaHUE JOKYMEHTOB BpeMeHHBIX (cBbliie 10 seT) cpokos
XpaHEHus, B TOM YHUCJIE IO JIMYHOMY COCTaBy, OOpa30BaBIIMXCS B AEATEIBHOCTU TI'OPOJCKOIO
Cobpanusi;

CUCTEMATHU3UPYIOT M pa3MEUIaloT JIOKYMEHTHI, 0Opa30BaBIIMECS B XOJ€ OCYLIECTBIICHUS
AesTenbHOCTH ropoackoro CoOpanus;

OCYIIECTBIISIIOT TOATOTOBKY JOKYMEHTOB K II€pejau€ Ha IIOCTOSHHOE XpaHEHUE B
MYHULUIAJIbHBIN apXUB;

IPOBOJSAT MEPOIPHUATHS N0 OOECHEUEHHIO COXPAaHHOCTH JOKYMEHTOB, HAaXOISMIIMXCS Ha
XpaHeHuu B ropojickom CoOpaHuH.

11.6. YupaBnenue nenamu MpeCcTaBiseT B MyHHLIUIIAIbHBIA apXUB YYE€THBIE CBEIECHHUS 00
o0beMe U coCTaBe XpaHAIMXCs B ropojckoM CoOpaHuM apXUBHBIX JOKYMEHTOB B COOTBETCTBHUHM C
MOPSAKOM TOCYAaPCTBEHHOTO yueTa JOKyMeHTOB ApxuBHoro ponaa Poccuiickoit @denepannu.

11.7. CoTpyiHUKM ynpaBieHUs JielaMu U OyXrajaTepuH, B COOTBETCTBUU C JIOJKHOCTHBIMU
MHCTPYKLHUSMHU, HUCIIOJIHSAIOT 3alpOChl IOJb30BaTeNIed, BbIAAIOT KONUHM JOKYMEHTOB, BBIIUCKH U
CIPaBKH.

11.8. YmpaBnenue aenamMu OpPraHU3yeT U MPOBOAMUT SKCHEPTU3Y LIEHHOCTH TOKYMEHTOB
BpeMeHHbIX (cBbimie 10 JIeT) CpPOKOB XpaHEHUs, HaXOJAILIMXCS Ha ONEPAaTUBHOM XPAHEHUH B
ropoackoM CoOpaHuu, B LENAX 0TOOpa JOKYMEHTOB JUIsl BKJIFOUSHHS B COCTAB MYHHUIUITAIHLHOTO
apXMBHOTO (POH/A, a TAKXKE BBISBICHUS IOKYMEHTOB, HE MOJUIeXKAIUX JalbHEHIIEeMy XpaHEHHUIO.

11.9. Yupanenue nenamu, OyxraiaTepusi OCYIIECTBIISIIOT MTOATOTOBKY U IMPECTABIISIOT:

Ha pacCCMOTPEHME U COIJIaCOBAaHHE SKCIEPTHOU KOMHUCCUU ropojickoro CobpaHust onucu e
IIOCTOSIHHOT'O XpaHEHUs, BpeMeHHbIX (CBbIlIEe 10 J1eT) CpOKOB XpaHEHUs, B TOM YUCJIE MO JIUYHOMY
COCTaBY, a TAK)Ke€ aKThl O BBIIEJICHUU K YHUUYTOXKEHHUIO JOKYMEHTOB, HE MOJIKALINX XPaHEHUIO,
aKThbl 00 yTpaTe JT0KyMEHTOB, aKThl O HEHCIIPABUMBIX MTOBPEXKACHUSIX aPXUBHBIX JOKYMEHTOB;

Ha cormacoBanne OIIK MyHununanpbHOro apxuBa, B CIydae HAJEIECHHS  €ro
COOTBETCTBYIOIIMMH TOJTHOMOYMSIMH, OIIMCH JIEN 10 INYHOMY COCTaBY;

Ha coryacoBanue JIIK MyHHIMIANBHOrO apxuBa akThl 00 yTpaTe JOKYMEHTOB, aKThl O
HEUCIIPABUMBIX ITOBPEKICHUSAX apXUBHBIX JOKYMEHTOB;

Ha yTBepxkaeHHe [yaBpl ropoackoro camoymnpasieHus, Ilpencenartens ropoackoro
CoOpanusi omucH JieJd TOCTOSIHHOTO XpaHEHMs, OMUCH BpeMEHHbIX (cBbimie 10 jeT) cpokoB
XpaHEHUs, B TOM YHCJIE ONUCH € MO JIMYHOMY COCTaBYy, aKThbl O BBIACIECHUH K YHUUYTOXECHHUIO
JIOKYMEHTOB, HE MOJJIekKAIIUX XPaHEHUI0, aKThl 00 yTpaTe JOKYMEHTOB, aKThl O HEHUCIIPaBUMBIX
MOBPEXKICHUSX ApPXUBHBIX JOKYMEHTOB, YTBEP)KIEHHBIE SKCIIEPTHOH KOMHUCCHEW TIOpPOJICKOIrO
Cobpanus.

11.10. B nensix xpaHeHHs1, IOUCKA U UCIOIb30BAHUS JOKYMEHTHI Ha OyMaKHOM HOCHUTENE U
ANEKTPOHHBIE JOKYMEHTHI (POPMUPYIOTCS B JIejIa B COOTBETCTBUU C HOMEHKJIATYpOU Jell.

Homenknarypa gen 3akperwisier  kiaccupukanuio  (TPyNIHUPOBKY) — MCIOJHEHHBIX
JIOKYMEHTOB B Jiefa (2JEKTPOHHBIE Jeja), CUCTEMAaTH3aluI0 M HMHIEKCALHUI0 /e, CPOKU HX
XPaHEHUS U SIBJISIETCS OCHOBHBIM YUETHBIM IOKYMEHTOM.

Homenkiatypa nen sBIIIeTCST OCHOBOM JUIsl COCTABJIEHMSI ONMCEH JeJ IOCTOSHHOTO,
BpeMeHHBbIX (cBblle 10 J1€T) CPOKOB XpaHEHMsI M MO JUYHOMY COCTaBy, aKTOB O BBIIEICHUH K
YHUUYTOKEHUIO JOKYMEHTOB C UCTEKUIIMMH CPOKaMHU XPAaHEHHUs, a TAKKe JJIs yueTa JeJl BPEMEHHBIX
(o 10 neT BKIIOYUTENBHO) CPOKOB XPAHEHUS.

11.11. HomeHnknaTypa Jen COCTaBISE€TCS HAa OCHOBE HM3Y4YEHHUs COCTaBa M COAEPKAHUSA
JOKYMEHTOB, OOpa3yloIIMUXCs B JESATEIBHOCTH ropojckoro CoOpaHus, BKIOYas JOKYMEHTHI,
ITOCTYIIAOIINE U3 APYTUX OPTaHU3aLUN.

11.12. Ilpu cocTaBleHMH HOMEHKIATYpPbl JE€NI CIEIyeT PYKOBOJACTBOBATHCS Y CTaBOM
ropona, Permamentom roponackoro CoOpaHusi, TOKaJIbHBIMH HOPMATHUBHBIMHU aKTaMH TOPOACKOTO
CoOpanusi, coaepKaliMH CBEJCHUS O JOKYMEHTaX, 00pa3yIOIIUXCs B JAEATEILHOCTH TOPOJICKOTO
CoOpaHusi, MOJOKEHUSIMUA O CTPYKTYPHBIX IOJpa3A€iCHUAX ammapara, HMITaTHBIM PACIUCaHUEM,
HOMEHKJIATYpOH JeJ1 3a MPOIIEAINI T/, TUIIOBBIM IIEPEYHEM JTOKYMEHTOB C YKa3aHUEM CPOKOB UX
XpaHEHUS.
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11.13. B HOMEHKIaTypy nesl BKJIIOYAIOTCA BCE JOKYMEHTBI, OTpaXalollUe IeATeIIbHOCTh
ropozackoro CoOpaHusi, TOCTOSHHO WJIM BPEMEHHO JCHCTBYIOUIMX Pa0OYMX OPraHOB, B TOM YHCIIE
JOKYMEHTBl OTPaHMYEHHOIO JOCTYIla, PETHCTPALlMOHHBIE W YYETHBIE >KYPHAJbl, KapTOTEKH, B
HEOOXOJUMBIX CIIydasiX - KOMHUU JOKYMEHTOB. JlOKyMEHTBHI, CO3/IlaHHBIC B 3JIEKTPOHHOU (opme,
BKJIIOYAIOTCA B HOMEHKJIATypy el MO0 TeM >K€ IpaBHjaM, YTO M JOKYMEHThl Ha OyMa)KHOM
HOCHTEJIE.

He BrutouaroTcst B HOMEHKJIATYpY J€J1 HEPUOIUYECKUE U3AaHUsA, KHUTH, OpOLLIIOPHI.

11.14. Homenknatypa paen ropoackoro CoOpanus (Ilpunoskenue 15) cocraBisiercs
VYnpasienuem aenamu 1o ¢opme, ycraHosieHHON IIpaBuiiamMu XpaHeHHsl, KOMILIEKTOBAHMS,
y4yera M MCIOJb30BaHUA J0KYMEHTOB ApXuBHOro ¢gonga Poccuiickoii ®@exepanuu U Apyrux
apXMBHBIX JOKYMEHTOB B OpPraHax TrOCyAapCTBEHHOH BJIACTH, OPraHax MeCTHOIO
caMoynpasJieHusl, opranuzanusx (aajee - [Ipasuia xpanenus).

11.15. Homenknatypa Jeia COCTaBIs€TCSl B TOCJIEAHEM KBapTaje TEKyLIero roja Ha
MPENCTOSIIIMN KaJeHJapHbIH TOA W BBOAMUTCA B JEWCTBUE C 1-rO sHBaps MPEACTOSIIErOo
KaJIEHAAPHOT0 roa.

11.16. Homenknarypa nen ropojckoro CoOpaHusi TOIIUCHIBACTCS YIIPABIISIFOIIAM JISITAMH,
IJIaBHBIM ~ OyXTrajnTepoM, COTPYIHHUKOM, OTBETCTBEHHBIM 3a KaJpOBOE JIEJIONPOU3BOJICTBO,
cornacoBbiBaeTcst 3amectuteneM llpencenarenst ropoackoro CoOpanusi, yrBepknaercs: ['naBoit
ropozckoro camoynpasienus, IIpeacenarenem ropoackoro Cobpanusi.

11.17. IlepBblil 3K3eMIUISIp YTBEP)KACHHOM HOMEHKJIATYphl JI€1 SBISIETCS JIOKYMEHTOM
IIOCTOSIHHOTO XPaHEHMsI, BTOPOW - HCIIOJIb3YyeTCs B KauyecTBe padouero 3K3eMIuisipa, TpeTuil -
NepeaeTcsl B MyHUIUMIIAIbHBINA apXUB B KAUYECTBE YUETHOI'O TOKYMEHTA.

CorpynHukam amnmapata ropojckoro CoOpaHMsi HOMEHKIATypa Jel pacchbulaeTcsl B
ANEKTPOHHOU (hopMme.

11.18. Bce 3aronoBku fei, BKIIOUYEHHBIE B HOMEHKJIATYpy MHIEKcUpyroTcs. MHnekc nena
yKa3bIBaeTcs B rpade 1 HOMEHKIATYphI €)1 U COCTOUT U3 MHJEKCa U MOPAIKOBOTO HOMEpA Jiefia B
paszene HOMEHKJIATyphl Aen. MHaekcsl nen o0o3HauatoTest apabckumu mudpamu. Hampumep: 01-
05, roe:

01 - ko1 HampaBiIeHUs AEATENBHOCTH;

05 - mops,IKOBBIN HOMEP Jeia B pa3jieliec HOMEHKIIATYPHI JeIT.

Jlena o Bonpocam, HEpa3peLIEHHBIM B TEUEHUE OJHOTO roJa, ABIIOTCA ''TepexoasmumMn’
1 BHOCSITCSI B HOMEHKJIATypY JI€J CJIEAYIOLIEro rojia ¢ TEM K€ HHIEKCOM.

Ecnu B TeyeHue rona B aeATeNbHOCTH Topojckoro Cobpanus o0pa3yroTcs JOKYMEHTHI, He
MIPEelyCMOTPEHHbIE HOMEHKJIATYpOil /€J, 3arojOBKM HOBBIX J€J1 JIOMOJHHUTEIbHO BKIIOYAIOTCS B
HOMEHKJIATypy Jel. B kaxaom pasfene HOMEHKIATypbl J€l JUlsi BHOBb 3aBOJAMMBIX JEI
IIpelycCMaTpUBaIOTCs Pe3epBHbIE HOMEPA.

11.19. 3aronoBok nena (rpada 2 HOMEHKIATYphl Jell) JOJKEH B 000O0IIeHHOW (opme
OTpakaTb OCHOBHOE COJIep>KaHHE M COCTaB JOKYMEHTOB Jena. He nmomyckaercs ymnoTpeOieHue B
3aroJOBKe Jiela HEKOHKPETHBIX (opMyanpoBok ("pasHble marepuanbl”, "oOmas mepenucka'), a
TaK)X€ BBOJIHBIX CJIOB U CJIOXHBIX CHHTAaKCUYECKUX O0OpPOTOB. 3arojOBKH JeJl MOTYT YTOUHSTHCS B
TeueHHe rojia B mporecce GopMUpPOBaHUS U OHOPMIICHUS JIEI.

3aroloBOK Jiesia JIOJDKEH COCTOSATh M3 JJIEMEHTOB, paclojaraéMbplX B CleQyrolen
IIOCJIE0BATEIBHOCTH:

Ha3BaHHe BH/A Jiesa (Mepenucka, ;KypHaJ, 1ej0) U1 B J0KYMEHTOB, BKJIIOYEHHbIX
B J1€J10 (IPOTOKOJIBbI, IPHKA3bI);

HAaUMEeHOBaHHe IOCTOSIHHO /eliCTBYIOIer0 WJIM BpPeMEHHOro padodero oprasa,
CO3/1aBIIUX JOKYMEHT(bI);

HaUMeHOBaHHe KOPPeCcHoHAeHTa (OpraHu3alnuu, Juia, KOTOPOMY a/ipecOBaHbl MU OT
KOTOPOT0 NMOJIy4eHbl JOKYMEHTHI);

KpPaTKoe coJepsKaHue JOKYMEHTOB /1eJ1a;

Ha3BaHWe MECTHOCTH (TEPPUTOPHUH), C KOTOPOH CBSI3aHO COAEpP:KAHHE JTOKYMEHTOB

aeJa;
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nara (mepuoa), K KOTOPbIM OTHOCATCH JIOKYMEHTHI /1€J1a;

yKa3aHue Ha KONMUITHOCTh JOKYMEHTOB J1eJia.

11.20. B 3arosioBkax Jief1, CoepxKalux JOKYMEHTHI 110 OJTHOMY BOMNPOCY, HO HE CBSI3aHHBIX
MOCTIeIOBATEIbHOCTRIO PELICHUS BOMPOCAa, B KadyeCcTBE BHJA Jella YHOTPeOIseTcss TEepMUH
"MTOKYMEHTHI", a B KOHIIE 3arojioBKa B CKOOKax YKa3bIBalOTCS Ha3BaHMsI BUJIOB JIOKYMEHTOB,
HanboJee npeICTaBIeHHBIX B JeTe:

"JIOKyMEHTBI O TIPOBEICHUH COBEIIAHUN U CEMHUHAPOB (MPOTPaMMBbI, CITUCKH, JOKIaabI)".

Tepmun "HOoKyMEeHTHI" MPUMEHSETCS TaKKe B 3arojIOBKax e, CoJepiKalluX JOKYMEHTHI-
MIPUJIOXKEHHUS K KAKOMY-JIN0O TOKYMEHTY (BUbI JOKYMEHTOB-TIPUIIOKEHUIN HE MEPEUUCIISIIOTCS).

ITpumep:

"JIOKyMEHTBI K IPOTOKOJIaM 3aceqaHuil mpo(HIbHOTO KOMHTETA. ..";

"IIporokonsl 3aceqanuii [Ipesuauyma'.

B 3arosnoBkax jaen, mpelHa3HaYeHHBIX IS TPYNIUPOBKU OJHOTHIHBIX JOKYMEHTOB, 3Ta
rpynna JOKyMEHTOB yKa3bIBa€TCsS BO MHOYKECTBEHHOM YHCIIE.

[Tpumep:

"IIpoTokodsl 3aceganuii ropojckoro Cobpanus".

11.21. Tlopsgok pacroyioKeHHUs 3aroJOBKOB JIeT BHYTPU pPa3felioB HOMEHKIATYpPHI el
OIIpE/IEIISAETCS CTENEHbIO BAXKHOCTH JOKYMEHTOB, BKJIIOUEHHBIX B JI€Ia.

B mnawane pasnmena pacmojararoTcs 3arojiOBKA €N, COAEpXKAIIUX Y4YpeAUTEIbHBIC,
OpraHMU3alMOHHO-TIPABOBBIE U PACIIOPAIUTEIbHBIE IOKYMEHTHI, 3aTEM 3ar0JI0BKH JIEJ, COAECpKAILUX
IUTAHOBBIE, OTYETHBIC, MHGOPMAIMOHHO-aHAIUTUYECKHE JOKYMEHTHI, JOKYMEHTBI, OTpakarolliue
JeSTENIbHOCTh IOJIpa3/IesIeHus, MEPENUCKy, B KOHIIE pa3jiela - PErucTpalliOHHbIE U Y4YETHBIE
KypHAJIbI, KAPTOTEKH, 0a3bl TaHHBIX.

11.22. IIpu popMupoBaHUH J1e1a U3 HECKOJIIBKUX TOMOB (Y4acTeil), KpoMe 0OMIero 3arojoBKa
Jena TMpu HEOOXOAMMOCTH COCTaBISIOTCS 3aroJIOBKM KaXKJIOTO ToMa (4acTH), YTOUHSIOIIHNE
coJiepKaHue TOMOB (JacTeil) nena.

3aronoBKHU JeJI MOTYT YTOUHSTHCS B Tpoliecce GopMupoBaHUs U 0HOPMIICHHUS JIe.

11.23. I'padpa 3 "KonumuectBo nen" 3amoiHseTcsl MO OKOHYAHUM KajieHaapHoro roza. [lo
JOCTHKEHUH JENIOM, BKIIOYAIONIMM JOKYMEHTHl BpeMEHHBIX (cBblmie 10 J1€T) U MOCTOSHHOTO
CPOKOB XpaHeHHUs, o0beMa B 250 MCTOB, TOM 3aKpbIBaeTCs M OTKPbIBAaeTCsl HOBBIA TOM. B rpade 3
HOMEHKJIATypbl JEJ MOCIEA0BATENbHO YKa3bIBAIOTCS HOMEpPAa TOMOB U KpailHME JaThl JOKYMEHTOB
Ka)KJI0To ToMa:

T. 1. 11.01.2017 -
30.06.2017

ONEKTPOHHbIE J€la Ha TOMa (YacTH) HE paslensroTcs. Bce JIeKTpOHHBIE JOKYMEHTHI,
HE3aBHCHUMO OT UX 00beMa, BKIIOYAIOTCS B OHO JIEKTPOHHOE JEJIO0.

11.24. B rpade 4 "Cpoxk xpaHenus u N CTaThH 10 HEepEUHI0" YKa3bIBAIOTCS CPOKH XPaHEHHS
Jell ¥ HOMepa cTared MO THUIOBOMY IMEPEYHI0 JOKYMEHTOB C YyKa3aHHEM CpPOKOB XpaHEHMS,
(benepanbHOMY 3aKOHY WJIM HHOMY HOPMAaTHBHOMY IPAaBOBOMY aKTy.

11.25. B rpage 5 "lIpumedanue" npocTaBisioTcsl OTMETKH O 3aBesieHuu aen ("3aBeneHo"), o
nepexoasmux genax (Hampumep, "llepexomsmee c¢ 2016 roma"), o BbIAENEHHH ANl K
YHUUYTOXKEHHIO, O JIMLAX, OTBETCTBEHHBIX 3a (opMHUpOBaHME J€J, O Iepelgade el B
MYHHMIMIIAJIBHBIA apXUB.

11.26. Eciiu neno dopmupyercss B HHGOPMAIIMOHHOW CHUCTEME M BKIIOUAET DJIEKTPOHHBIE
NoKyMeHThl, B rpade "lIlpumedanue" ormedaercsi, 4TO IO BEAETCA B 3JICKTPOHHOM BHJE C
yKa3aHHUEM HauMEHOBaHMsI HH(OPMALIMOHHON CUCTEMBI:

"OnexrpoHHble ToKyMeHThl. COJ1 "Iupexktym".
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11.27. Tlo 3aBepiieHHH JETONPOU3BOJCTBEHHOIO TOJla B KOHIE HOMEHKIATYPBI e
odopmIIsIeTCsT UTOTOBasl 3aIlKCh, B KOTOPYIO BHOCSATCS CBEICHHS O KOJIHYECTBE 3aBEICHHBIX JIET
(TOMOB, 4YacTei), OTIEIBHO IMOCTOSHHOTO M BPEMEHHBIX CPOKOB XpaHEHHUsS, BPEMEHHBIX CPOKOB
xpadenus ¢ orMmerkoi "OIIK" u mnepexonsamux. MToroBasi 3amuch IOMOJIHSETCS aHHBIMUA O
KOJIMYECTBE DJICKTPOHHBIX JIeJT COOTBETCTBYIOIIUX CPOKOB XPAaHEHHS.

B wurtoroByio 3amuch CBOJHONW HOMEHKJIATYphl JIeJ CBEIACHHUS BHOCATCA Ha OCHOBAaHUU
JAQHHBIX, TEPEJaHHbIX OTBETCTBEHHBIMH COTPYAHUKAMH YIPABICHUS JeJaMd | TJIaBHBIM
OyXraaTepoM.

11.28. Jlena co aHA WX 3aBEICHHUS 10 Iepelayd B MYHHUIIMIAIbHBIA apXUB WU 10
BBIJICJICHUS] WX K YHHMUYTOXXCHHUIO IO MCTEUEHHHU CpPOKA XPaHEHHUS XPaHATCA MO MECTy HX
hopmMupoBaHuUs.

Heno cuutaercss 3aBeIEHHBIM C MOMEHTA BKJIOUEHHSI B HETrO MEPBOTO HCIHOJHEHHOIO
JIOKyMEHTA.

11.29. Tlpm QopmupoBaHuM 1en1 Ha OyMaXHOM HOCHUTENE OJDKHBI COOJIONATHCS
cienyrolre oouye npaBuia:

B JICJI0 TOMEIIAIOTCS HCIOJTHEHHBIE JOKYMEHTBI, COOTBETCTBYIOIIME IO CBOEMY
COJIEP>KaHUIO 3ar0JIOBKY Jiejia 10 HOMEHKIIAType J1e;

MIPUJIOKEHUS IOMENIAIOTCS BMECTE C OCHOBHBIMU JJOKYMEHTAMH;

B JIEJI0 BKIJIIOYAIOTCA JIOKYMEHTHI OJIHOTO KaJeHJapHOro Troja, 3a HCKIIYEHHUEM
MePEXOIAIINX IETT;

JOKYMEHTHI TOCTOSIHHOTO U BpPEMEHHBIX CpPOKOB XpaHEHHUs TPYNIUPYIOTCS B Jena
pa3zienbHO;

B JICJIO BKJIFOYAETCS IO OAHOMY SK3EMIUISIPY KaKI0T0 TOKYMEHTA;

dakcorpamMMbl, TEJIETPAMMEBI, Tele(OHOTPaMMbI TOMENIAIOTCS B Jella C MEPenucKold Ha
OOIIMX OCHOBAHUSX,

B JICJIO TIOMEIIAIOTCS JOKYMEHTHl MPABWJIHBHO W TOJHOCTHIO O(OPMIICHHBIE (JIOKYMEHTHI
JOJKHBI UMETh JIaTy, OJAMUCH U IPyTHe He0OX0IUMbIe PEKBU3UTHI);

B JICJI0O HE BKIIOYAIOTCS JIOKYMEHTHI, MOJJICKAIINE BO3BpPATY, JIUIIHUE JK3EMIUISIPHl U
YEPHOBUKU;

no o0beMy JeNo, BKIIOYAIIIee JOKYMEHThI Ha OyMa)KHOM HOCHTENE, HE JOJDKHO
npeBbimaTh 250 JUCTOB, MPU TONIIMHE HE Oonee 4 ¢cM (TONIIMHA Jell CO CpoKaMu xpaHeHus a0 10
JeT He noJpkHa mpeBbimarhk 10 cm). [lpu npeBsimieHnn JaHHOTO 00beMa 3aBOJUTCS BTOPOMl TOM.
[Ipn HanmUuyuM B J1eie HECKOJIbKHX TOMOB (YacTeil) MHJIEKC M 3arojIOBOK Jefia MPOCTAaBIISIFOTCS Ha
Ka)kgoM ToMe ¢ goOaBiaeHueM oodosnauenuii: "T. 1", "T. 2".

JIoKkyMEeHTBl BHYTPH J€jJa pacloJiaraloTcsi CHHU3Y BBEPX B XPOHOJOTMYECKOH, BOIPOCHO-
JIOTUYECKOM MOCISA0BATCILHOCTH WA UX COYETAHHH.

PacniopsimutenbHble TOKYMEHTHI TPYNIUPYIOTCS B JieJa N0 BUJAM U XPOHOJOTUHU C
OTHOCAIIUMHCS K HHM TMPUIOKCHUSIMH. J[OKyMEHTBI - OCHOBAaHHS K PAaCIOPSAUTEIHHBIM
JIOKYMEHTaM BKIIFOUAIOTCSI B OTAEJIBHOE JEJO.

[IpoTOKOIBI B 1€TIE PACTIONATAIOTCSI B XPOHOJIOTHIECKOM TOPSJIKE B IO HOMEPAM.

JlokyMeHTBl K 3acefaHusiM (COBEUIaHHSAM) TPYNIUPYIOTCS B OTACNBHOE JeN0, KaKk u
MIPUJIOKEHHUS K IPOTOKOJIaM, €CITM OHU CoJiepKaT bosee 25 CTpaHuLL.

JIokyMeHTBl K TMpPOTOKOJIAM, €CJIM OHHU CIrPyNIUPOBAHBI B  OTHAEIbHBIE Jelna,
CHUCTEMATU3UPYIOTCS BHYTPH JIeNIa 10 MOPSIKY HOMEPOB MPOTOKOJIOB.

JlokanbHble HOPMAaTHBHBIE aKTbl, YTBEPXKICHHBIE PACHOPAIUTEIbHBIMU JTOKYMEHTaMHU,
SIBJISIFOTCSL IPUJIOKEHUSIMHU K HUM U TPYIIITUPYIOTCS] BMECTE C YKa3aHHBIMU JJOKYMEHTAMH.

[Ipuka3pl MO OCHOBHOI I€ATENIBHOCTU TPYNIUPYIOTCS OTAEIBHO OT MPUKA30B IO JIUYHOMY
COCTaBy.

[Tpuka3pl MO JMYHOMY COCTaBy (OPMHUPYIOTCS B Jella B COOTBETCTBHH CO CpPOKaMU
XpaHCHHS.

JIOKyMEHTBI B IMYHBIX JIEJIaX PacIoJiaraloTCs 10 MEPE UX MOCTYIICHHUS.
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[lepenucka rpynnupyeTcss B Jeida IO TeMaTUKe W/MIM  KOPPECHOHICHTaM U
CUCTEMATU3UPYETCS B XPOHOJIOIMUYECKON IOCIEN0BATEIIbHOCTH: JOKYMEHT-OTBET ITOMEIAETCS 3a
JNOKyMeHTOM-3ampocoM. [Ipu BO300HOBIIEHMM TEPENUCKH IO ONpeAeIEHHOMY BOIMpPOCY,
HayaBILEHCS B MPEAbIAYIIEM IOy, JOKYMEHThI BKJIIOYAIOTCS B JEJIO0 TEKYIIEro roja ¢ yKa3aHueM
MHJIEKCa JieJia MpeAbIAYIIero roja.

DONEKTPOHHBIE JIOKYMEHTHI (OPMHUPYIOTCS B OJCKTPOHHBIC JIela B COOTBETCTBHU C
HOMEHKJIaTypoi nen ropoackoro CoOpaHus B TOH MH(POPMAIIMOHHON CHCTEME, B KOTOPOW OHH
ObUIN CO3JIaHBI HJIM B KOTOPYIO OBUIH BKITIOYCHBI.

11.30. Jlena pa3meniaroT B pabounx KomMHaTax B mkadax, cerdax, Ha cTemiakax, 4ToObI
00eCneunTh X COXPAaHHOCTh U 3aIUTY OT BO3ACHCTBHS BPEIHBIX (PAaKTOPOB.

Jena ns ux ydera U OBICTPOTO MOUCKA JTOJKHBI PACIoyiaraTbCsi BEPTUKAIBHO, KOPEIIKaMU
Hapy)Xy U B COOTBETCTBHHM C HOMEHKJIaTypod aen. Ha kopemkax 0OJOXKEK el yKa3bIBalOTCS
UHJCKChl 110 HOMEHKJIAaType [ied, Npd HeoOXOAMMOCTH HOMEp Toma Jeia, JaTy Jena.
Howmenknarypa ien uin BBITMCKA U3 Hee MMOMENIAETCsl Ha BHYTPEHHEH cTOpoHe mKada.

11.31. B cnydae BbISIBIEHUS OTCYTCTBHS JI€Jd, YHUCISIIMXCS IO HOMEHKJIAType Jell,
YIOPABISAIOLIUM JI€JlaMd  TPUHUMAIOTCS MEphl 1O HX PO3bICKY. Eciau po3bick nen He Jaer
pe3ynbrara, COCTaBISETCA CIOpaBKa O TMPUYMHAX UX OTCYTCTBHS, KOTOpas MOJMUCHIBACTCS
YIOPaBISAOLIUM JlelaMu U Tpejacrasisercs [maBe ropoackoro camoynpasiieHus, lIpencenarento
ropojckoro Cobpanusi.

®dakt yrparhl nena (men) QukcHpyercss B aKT€, COCTaBJISIEMOM OTBETCTBEHHBIMHU
COTPYTHUKAMU YIIPABJICHHUS JIeJIaMH U YIIPABJISIONINM JIelaMi B 2-X IK3eMILISpax.

11.32. DxcrepTu3a LIEHHOCTH JOKYMEHTOB MPOBOAMTCS HAa OCHOBE 3aKOHOAATEIIbHBIX M
MHBIX HOPMATHBHBIX MPaBOBBIX akTOB Poccuiickoii denepalny, ycTaHaBIUBAIOIIUX TPEOOBAHUS K
CpOKaM XpaHEHHUsI IOKYMEHTOB, TUIIOBOTO MEPEYHs JOKYMEHTOB C YKa3aHUEM CPOKOB UX XPAHEHUS:

MIPU COCTABIIEHUH HOMEHKIIATYPBI JEIT;

MIPH TIOJITOTOBKE JIeJT K Mepeadye B MyHUIIUTIAIBHBINA apXUB.

11.33. [lna opraHu3anuy U MpOBeNEHUs padOThI MO AKCIEPTHU3E LEHHOCTU JTOKYMEHTOB B
ropojckom CobGpanuu npuka3zom ['naBel ropoJckoro camoympasienusd. [Ipencenarenst ropoackoro
Cobpanus co3maercs IKcnepTHas komuccus (nanee - 9K),

3amaun, pyHkuuu, npasa, opranuzaius padorsl DK (ILIDK) onpenensrorest monoxxeHueMm o
HEW.

11.34. OcHoBHbIMU (pyHKIIHAMU DK sSBISOTCS:

OpTraHHU3aIMs €KEeroJHOro 0TOOpa Jel A XpaHEeHUs! M YHUUTOXKCHHUS,

PacCMOTpPEHHE U COIJIACOBAHUE IPOEKTa HOMEHKJIATYphl JI€J OpraHu3allld, ONMUCEH Nem
MOCTOSIHHOTO U BpeMeHHBIX (cBbIie 10 J1eT) CpOKOB XpaHEHHsI, B TOM YHCIE MO JUYHOMY COCTaBY,
aKTOB O BBIIEJICHUH K YHUUTOXKEHHIO JI€J, HE MOJUIeKAIINX XPaHEHUIO.

11.35. DkcnepTr3a HEHHOCTH JOKYMEHTOB OCYILECTBIISIETCS €KETOAHO.

11.36. Ilpu mpoBeaeHHUHM SKCHEPTU3bl IEHHOCTH JOKYMEHTOB IpPU MOATOTOBKE €l K
nepeaadye B MyHULIUNTAIbHBIA apXUB OCYIIECTBISETCS:

0TOOp JOKYMEHTOB ITOCTOSIHHOTO M BpeMeHHBIX (cBbIIe 10 J1eT) CpOKOB XpaHEHUSI.

0oTOOp JOKYMEHTOB BpeMeHHBIX (10 10 neT BKIIOYHTENHHO) CPOKOB XpaHEHUS H C
nometkamu "Jlo MuHOBaHMS HamoOHOCTH", "Jl0 3aMeHBI HOBBIMH', MOJJICKAIINX JATbHEUIIEMY
XPaHEHUIO B YIPABICHUH JIETIaMHU.

BBIICICHHE K YHUUTOXXCHHIO JIEN 3a TPEIbLIYIINE TOAbI, CPOKU XPAHEHUSI KOTOPBIX UCTEKIIH.

OIHOBpPEMEHHO MPOBEPSIETCS KAYECTBO M TMOJHOTA HOMEHKJIATyphl 1€l OpraHu3aluu,
MIPaBWJIBHOCTH OIPENIETIeHHs] CPOKOB XPAHEHHUS JIell.

11.37. Jlena mOCTOSIHHOrO M BpeMEHHBIX (cBbimie 10 JIeT) CPOKOB XpaHEHHs IMOJJIeKaT
MOJINCTHOMY TIPOCMOTPY ISl BBIJENIEHUS M3 MX COCTaBa JIOKYMEHTOB BpeMeHHbIX (1o 10 ner)
CPOKOB XpaHEHHUS.

11.38. Jenma c¢ ormerkor "OIIK" mnoaBeprarorcsi MOJUCTHOMY MPOCMOTPY B IENAX
oTpezieNieHUs ¥ BBIJCICHUS U3 UX COCTaBa JIOKYMEHTOB, MOJIJIEKAIINX TOCTOSHHOMY XPaHEeHHUIO.
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11.39. Tlo pe3ympraram OSKCIEPTHU3BI IIEHHOCTH JIOKYMEHTOB B TopojckoMm CoOpaHuu
MPOBOIUTCS OOPMIICHHE JIeNT M COCTABISAIOTCS OMHCH JeNl TOCTOSHHOTO XPaHEHWUs, BPEMEHHBIX
(cBpime 10 5eT) CpPOKOB XpaHEHHs] W IO JUYHOMY COCTaBy, a TaKK€ aKThl O BBIJCJICHUU K
YHUUYTOKEHUIO JIEJ1, HE MOAJIeKAIUX XPAHEHHUIO.

Onucu Jien moCTOSTHHOTO XpaHEeHHs, BpeMeHHbIX (cBbilie 10 JieT) CpOKOB XpaHEHUS U MO
JUYHOMY COCTaBY, a TAK)KE aKThl O BBIACIECHUU K YHUUTOKEHUIO JIEJl, HE MOJUIEkKAIIUX XPAHEHHUIO,
paccmarpuBatotcs Ha 3aceganun DK opranuzanuu ogHoBpeMeHHO. CornacoBanHble DK akThl u
OnuCH yTBeEpkHaroTca [J1aBoil ropoackoro camoympasiieHus, Ilpencenareinem ropoacKkoro
Cobpanus.

11.40. Jlena, oOpa3oBaBimecs B ACSATEILHOCTH ropojackoro CoOpaHHsS W MOAJIEKAIIUE
XpaHEHUIO, MPOXOJAT IMOJHOE WM YacThuyHoe odopmieHue. [lomHomy odopmieHHIO Mmoaiexar
nena BpeMeHHbIX (cBbliie 10 J1eT) cpoKOB XpaHEHMsI U MOCTOSIHHOTO XpaHeHus. Jlena BpeMEHHBIX
(o 10 neT) cpoKOB XpaHEHUs MOJIEKAT YACTUIYHOMY O(OPMIICHHIO.

11.41. Tlonnoe odopmiieHue aena Ha OyMa)KHOM HOCHUTEJIE BKIIIOUYAET:

odopMIIeHHE PEKBU3UTOB 00JIOXKKH JeNa 1Mo (hopme;

HYMEpAIUIO JIUCTOB B JIEIE;

COCTaBIICHUE JIUCTA-3aBEPUTENS JIeTa;

COCTaBJICHUE B HEOOXOAUMBIX CIy4asiX BHYTPEHHEH ONKCH JOKYMEHTOB JI€JIa;

MOJIINBKY U MEPEIUIeT Jena;

BHECEHHE HEOOXOJIUMBIX YTOYHEHMH B PEKBM3UTHI OOJIOKKHU Jiena (YTOUYHEHUE Ha3BaHUS
OpraHu3alliy, HHIEeKca Jiela, KpalHUX JaT Jiefa, 3arojoBKa JIeTia).

Jlucr-3aBeputens gena (Ipwioxenue 16), BHYTpEHHSISI OINUCHh JOKYMEHTOB Jiejia
(Opunosxerrie Ne 17) u 00I0KKa Jiea COCTaBIAIOTCSA MO (popmamM, yCTaHOBICHHBIM [IpaBuiaMu
XpaHEHUS.

11.42. Jlena BpeMeHHBIX (m0 10 5eT BKJIIOYUTEIHHO) CPOKOB XpaHEHUS, MOAJNEKAIIUE
4aCTUYHOMY O(OPMIIEHHUIO, JOIMYCKAeTCsl XpaHWTh B IalKaxX, B KOTOPBIX Jie€Ja XPaHWIUCh B
JIEJIONPOU3BOJCTBE, NEPECUCTEMATH3ALU JTOKYMEHTOB B JI€JI€ HE IPOBOAMTCS, JIMCTHI J€Na HE
HYMEpYIOTCsl, JIMCThI-3aBEPUTENN Jejla He cocTaBisitoTca. Ha o0noxke nerna B COOTBETCTBUM C
HOMEHKJIATYpOH Jen 3amlojHAI0TCS PEKBU3MTHI: HAaUMEHOBaHHME OpraHU3allMK, HaMMEHOBAaHUE
MO/Ipa3IeJIeHs], MHEKC JIeJIa, 3ar0JI0BOK JIeNa, CPOK XPAHEHUs JOKYMEHTOB.

11.43. Ha obnoxke nen BpeMeHHBIX (cBbimie 10 JieT) CpOKOB XpaHEHHUs U MO JUYHOMY
COCTaBY YKa3bIBAIOTCSI:

HAaUMEHOBAaHHE OPTaHHU3AINH - UCTOYHUKA KOMIUIEKTOBAHUSI MYHUIIUIIATHHOTO apXUBa;

HAaUMEHOBAHUE CTPYKTYPHOTO MOPA3/AEICHHUS;

MHJEKC JIeJa 110 HOMEHKJIaType Je;

HOMEp TOMa (4acTH);

3aroJIoBOK Jiefna (ToMa, YacTH);

KpaiiHue JaThl Jena (ToMa, 4acTH);

KOJIMYECTBO JIUCTOB B JIEJIE;

CPOK XpaHEHus Jena.

Ha 00510%Kax J1e1 MOCTOSHHOTO XpaHeHHs HaJl HAMMEHOBAaHUEM OpraHM3allii YKa3bIBaeTCs
HAaUMEHOBAaHME MYHHULMIAILHOTO apXWBa, MCTOYHUKOM KOMILJIEKTOBAHHUS KOTOPOTO BBICTYIAET
OpraHu3aIysl.

11.44. I1pu odopmieHNH 0OJI0XKKH Jiera:

HalMEHOBAHHWE OPTraHM3ALUU YKa3bIBACTCS IOJHOCTbIO, B HMMEHUTEILHOM TMaJieke, C
yKa3aHueM O(HIMATBFHO TPHUHITOIO COKPAIIEHHOTO HAaWMEHOBaHHS, KOTOpPOE YKa3blBaeTcs B
CKOOKax IOCyIe MOJIHOTO HAMEHOBAHHUS;

HAaUMEHOBAHME CTPYKTYPHOIO MOJpPAa3/AeNeHUs] YKa3bIBA€TCSl MOJHOCTHhIO B COOTBETCTBUU C
YTBEPKICHHOH CTpYKTypoi ropojackoro Cobpanus;

MHJIEKC JieJia POCTAaBIISETCS B COOTBETCTBUM C HOMEHKIIATYpOil J1e;

3arojIOBOK JieJla TMEepPEeHOCUTCS U3 HOMEHKIATypsl jnen ropojckoro CoOpanus (B
HEOOXOUMBIX CITy4asX B 3ar0JIOBOK BHOCSITCS yTOUHEHHS);
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JaThl ena (roa(bl) 3aBeICHUS U OKOHYAHUS JIeNia B JISJIOTMPOU3BOJICTBE.

WNupekc nena W 3aroJioBOK Jiesia TEPEHOCATCS Ha OOJIOKKY M3 HOMEHKIATYpbl nen. Eciu
JIeJI0 COCTOUT M3 HECKOJIBKMX YacTed, Ha OOJO0XKKY KaKJOoro Toma (YacTH) BBIHOCHUTCS OOIIMI
3aroJIOBOK JIejia U 3aroJIOBOK KaX10M 4acTu (IpU €ero HaTM4uH).

Jaroil nen, cofepKalux pacnopsIuTeNbHYI0 JTOKYMEHTALNIO, a TAKXKE J€J1, COCTOSIIUX U3
HECKOJIbKUX TOMOB (4YacTeil), SIBJISIFOTCS KpallHUE NaThl JOKYMEHTOB Jl€Jla, TO €CTh JAaThl (UHCIIO,
Mecsill, TO/A) perucrpauuu (COCTaBIEHUs) CaMOr0 PaHHEro0 M CaMOro IO3JHEro JIOKYMEHTOB,
BKJIFOUEHHBIX B Jeno. [Ipu 3ToM neHb mecsma (iBa 3Haka) u roj (YeThIpe 3HaKa) 0003HAYAIOTCS
apabckuMu nMdpamu, Ha3BaHHWE Mecsla NUILeTcsl cloBOoM. Eciin B €70 BKJIIOYEHBI TOKYMEHTHI,
JaThl KOTOPBIX BBIXOJAT 3a KpalHuUE AaThl Aejia, TO MOJ JAaTaMU JIela, ¢ HOBOM CTPOKHU JE€NaeTcs
3anuchk: "B mene mmeroTcs MOKyMEHTHI 3a ... roja(wl)". JlaTel mema MOTyT He yKas3bIBaThCsl Ha
O0JIOXKKE €T, COAepKalluX, HallpUMep, TOJOBbIC IUIAHBI U OTYETHI, TAaK KaK OHU OTPAXKAIOTCS B
3aroJjoBKax Jed.

Jlatamu niena, colieprkaliero NpoTOKOJIbl 3aCeJaHu, SIBISIOTCS 1aThl IEPBOIO U MOCIEAHETO
IIPOTOKOJIA.

KpaiiHumu naramu JIMYHOTO J€ja SIBJISIOTCS AaThl NOJIMCAHUS IpUKa3a o npueme (Ipu
HAJIMYMU TPYIOBOI'O JOrOBOpa - JaTa 3aKJIYeHUs TPYJOBOTO I0r0BOPA) U MpHKa3za 00 YBOJbHEHUU
JuIa, Ha KOTOPOE OHO 3aBeieHO. B ciydyae cMmepTu juila, Ha KOTOPOE 3aBEIEHO JAEN0, KOHEUHOU
JaToM ABIsETCA JaTa JOKyMEHTAa, U3BELIAIOIIEro O ero KOHUYMHE.

PexBm3ut "cpok xpaHeHHs 1ena’ MEPEeHOCUTCS Ha OOJIOKKY Jiea U3 HOMEHKJIATYpBI el
1I0CJIE CBEPKH €r0 CO CPOKOM XPAaHEHHUS, YKa3aHHBIM B IIepeUHe TUIIOBBIX JIOKYMEHTOB.

Ha nenax noctossHHOTO XpaHeHusl numeTcs: "XpaHUTh MOCTOSHHO".

11.45. Ilo okOHYaHMHU Troja B HAJNHCH Ha OOJIOXKKaX JeJI MOCTOSHHOIO M BPEMEHHBIX
(cBbitie 10 1€T) CpOKOB XpaHEHUsS] BHOCSTCS YTOUHEHHUsS: IPU HECOOTBETCTBUU 3aroJioBKa JI€d Ha
O0JIOKKE COJEPXKAHUIO MOJIIUTHIX JIOKYMEHTOB B 3arojIoBOK Jefla BHOCSTCS HW3MEHEHHS U
JIOTIOJIHEHUSI.

HanmMeHoBaHus opraHM3allid W MOJpAa3/eNeHus, To1 U HOMEp Jejla MOT'YT MpPOCTaBISATHCS
Ha 00JIOXKKE C MOMOIIIBIO IITamIIa.

11.46. B nemsix obecriedeHuss COXPAaHHOCTH M 3aKpEIUICHHUs MOpsAAKa pPaClOIOKEHHS
JIOKYMEHTOB, BKIIFOUEHHBIX B JI€JI0, BCE €r0 JINCTHI, KPOME JIMCTA 3aBEPUTENS] U BHYTPEHHEH OMMCH,
HyMepyloTcsi apabckumu nudpamu BajoBoil HyMmepaunueil. JIuctel HymepyroTcs rpaduTOBBIM
KapaHJallloM WM HyMepaTopoM (ymoTpebsieHue YepHWI U I[BETHBIX KapaHJallel Ui HymMepaluu
JIMCTOB HE JIOIYCKAaeTCs1) CBEPXY BHU3, IU(PBI MPOCTABIIAIOTCSA B IPABOM BEPXHEM YNy JIUCTA, HE
3a/ieBas TeKCTa JOKyMeHTa. JIMCThI BHYTpEeHHEN OUCH HYMEPYIOTCS OTJENBHO.

JIMcThI 181, COCTOSALIMX U3 HECKOJIBKUX TOMOB MJIHM YacTel, HyMEpYIOTCS 110 KaX/I0My TOMY
WM YaCTH OTAEIBHO.

JIOKyMEHTBI ¢ COOCTBEHHOW HyMepaluei JMCTOB HyMepYyIOTCs B 00IIEeM MOPSIIIKE.

Jluct moboro dopmara, MOAMMUTHIA 3a OMH Kpail, HyMepyeTcs Kak OAMH JIUCT B IPaBOM
BepXHeM yriry. CII0)KEHHBIHN JTUCT Pa3BOpadMBaETCsl U HyMEPYETCS B IIpaBOM BepXHeM yriy. Jlucr,
CJIOKEHHBIN U MOAIIUTHIN 32 CEPEIUHY, MOAJEKUT MEPEIINBKE U HyMepyeTcs KaK OJUH JIUCT.

Ecin B 1€n0 NMOAIIMT KOHBEPT C BIOKEHUEM, CHAayala HYMEPYETCsl KOHBEPT, a 3aTeM
OYepeTHBIM MOPSIKOBEIM HOMEPOM KaXK0€ BIOKEHHE B KOHBEPTE.

Ecnu B Hymepanuu auctoB gomyiieHo 6osnee 10 ommOok, Bce AeI0 HyMepyeTcs 3aHOBO.
[Ipu 3TOM cTapble HOMepa 3a4epKUBAIOTCS, U PSIZIOM CTaBUTCS HOBBI HOMEp JIMCTA.

[lpy HaMUUMU OTAETBHBIX OIIMOOK B HyMEpalMM JIMCTOB JOMYCKAaeTCs YMOTpeOiieHue
JUTEPHBIX (C OyKBEHHBIMU JJOTIOJTHEHUSMHU) HOMEPOB JIMCTOB.

11.47. Ilocne 3aBeplIeHUsT HyMEpalUU JHCTOB COCTaBJISETCS JIMCT-3aBEPUTEND [IENA,
KOTOpBIN pacrionaraeTcst B KoHIle Aena. B nucte-3aBepurene uudpaMu U NpoNHChi0 YKa3bIBAIOTCS
KOJIMYECTBO JIMCTOB B JIAHHOM JIeJie, OCOOCHHOCTH OTJENIBHBIX JOKYMEHTOB (HESICHBIM TEKCT,
Pa3phIBbI, CKICHKN).

Jlucr-3aBepuTenp JAena IMOJANUCHIBAETCS €ro COCTABUTENEM C YKa3aHHUEM JIOJDKHOCTH,
WHUIIMAJIOB U (paMUJIMH, 1aThl COCTaBJICHUSI.
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KonunuecTBo 7MCTOB B Jene, yKa3aHHOE B JIMCTE-3aBEpUTENIEC Jefia, MPOCTaBIseTCS Ha
00JIOKKE Jiena.

Eciu genmo meperuiereHO W moamuTo Oe€3 JUCTa-3aBEpUTENs, TO COCTABJICHHBIN JUCT-
3aBEpUTEIb MMOJIKJICHBAETCS K BHYTPEHHEH CTOPOHE 3a1HEl 00JI0KKH /iena.

11.48. [ns yyera JOKYMEHTOB ONPEACIICHHBIX KATErOpyUid MOCTOSSHHOIO W BPEMEHHOTO
(cBpime 10 7eT) CpOKOB XpaHEHHs, y4eT KOTOPBIX BbI3BAaH CIEHU(PHUKONH JTOKYMEHTAIHH,
BKJIFOUEHHOM B JIEJIO, COCTABIIIETCS BHYTPEHHSS ONUCh JOKYMEHTOB J€jla, IOMelaemas B €ro
Hayajo.

BHyTpeHHss onuch BKIIIOYaeTCs B J€Nla, UMEIoIUe 0CO0YyI0 3HAaYMMOCTh, a TaKXke B Jena,
chOpMUPOBAHHBIE IO BUJAM JOKYMEHTOB, 3aroJIOBKM KOTOPBIX HE PACKPHIBAIOT KOHKPETHOTO
coJiep>KaHusl JOKYMEHTOB.

BHyTpeHHSs onHCh JOKYMEHTOB JI€JIa COCTABIIACTCS TaK)KE Ha 00BEMHBIE Jieia IIOCTOSTHHOTO
U BpeMeHHbIX (cBbimie 10 JIeT) CPOKOB XpaHEHHUS B ILENAX y4eTa U OBICTPOrO HaXOXKICHUS
JOKYMEHTOB B JIEJI€.

B koHIle BHYTpeHHEW ONMUCH yKa3bIBaeTCsA HU(PpaMu U MPOMUCHIO KOIMYECTBO BKIFOUEHHBIX
B HEE JOKYMEHTOB U KOJIMYECTBO JMCTOB BHYTPEHHEH OIUCH.

BHyTpeHHsi1 oOnuch JOKYMEHTOB Jejia TOJMUCBHIBAETCS COCTaBUTENEM C YKa3aHHUEM
JOJDKHOCTH, HHUITMAJIOB U (DaMIIIUU, JaThl COCTaBJICHUS.

Ecnu neno neperuiereHo ¥ MOoAMMUTO 0e3 BHYTPEHHEH OMUCH, TO COCTABICHHAs! BHYTPEHHSS
OIHCH IOJIKJIEUBAETCS K BHYTPEHHEH CTOPOHE JINLIEBOM OOJIOKKH JAena.

11.49. JIokyMEHTBI MOCTOSHHOTO, BpeMeHHBIX (cBbiiie 10 JeT) CpOKOB XpaHEHUs M IO
JUYHOMY COCTaBYy, COCTaBISIIOIIME JIENO, MOMENIAIOTCS B TBEpAbIe OOJIOKKH W3 KapTOHA,
MOJIIUBAIOTCS B YETHIPE MPOKOJIA WK MEPEIJIETAI0TCS ¢ Y4€TOM BO3MOKHOCTH CBOOOIHOTO YTCHHUS
TEKCTa BCEX JOKYMEHTOB, JaT, BU3 U PE30JIIOLUN Ha HUX. Pe30/onuu pyKoBOJICTBA, COCTABICHHbBIE
Ha OTHENbHBIX JIUCTaX, MOMELIAITCS Nepen AOKYMeHTOM. [Ipu moaroroBke Aen K MOAIIMBKE
(meperuieTy) mpoBepsieTCs MPaBUILHOCTh UX (HOpMHUpPOBaHMS, OPOPMIICHHUS, BCE TJIACTUKOBBIC H
METAJUIMYECKUE KPEIUIEHUS, @ TAKKE TEPMOIIEPEIUIETHI U3 IOKYMEHTOB yIaJISIOTCS.

11.50. Omucu npen (Ilpmioxkenne 18) cOCTaBISAIOTCSA OTOEIBHO HA J€7a IIOCTOSHHOIO
XpaHeHUus; Jlena BpeMeHHbIX (cBbimie 10 JeT) CpOKOB XpaHEeHHWs; Aella MO JMYHOMY COCTaBy,
ANIEKTPOHHBIE JeNla, a TakkKe Ha J[eJa, COCTOSsIIME U3 JOKYMEHTOB, XapaKTepHBIX s
MPEeACTaBUTEIBHOTO OpraHa.

Ha nena BpemeHHBIX cpokoB XpaHeHus (10 10 JIeT BKIIOYUTEIHHO) OMTUCH HE COCTABJISIFOTCS,
Y B MyHULUIIAJIbHBIN apXUB TaKHUE JieJla He TIepeatoTCsl.

[Tpu nanmuuuu B ropoackom Cobpannu COJ] onucu aen GopMUPYIOTCS B CUCTEME.

11.51. OtnenpHas ommch MpeACTaBisieT CcO0OM TepedeHb OIMUCATENbHBIX CcTaTed ¢
CaMOCTOSITENIbHOM MOPSAKOBON HyMmepanuel, Kaxjaas U3 KOTOPbIX JI0JDKHA BKJIIOYATh CIEAYIOLUE
CBEICHMUSL:

MOPSIKOBBIN HOMED JieJIa MO OIKUCH;

WHJIEKC JIeNa;

3aroJIOBOK JIeNa;

KpaiiHue J1aThl Jena;

KOJIMYECTBO JIUCTOB B JIEJIE;

CPOK XpaHEHHUs Jiena;

MpUMEYaHUsI.

11.52. Tlepen BHeceHHEM 3ar0JIOBKOB JI€T B OMUCH IPOBEPSIOTCS Ka4ecTBO (DOPMUPOBAHHUS U
oopMmIIeHHs JIe]l, COOTBETCTBHE KOJUYECTBA JI€JI, BHOCUMBIX B OIUCh, KOJUYECTBY 3aBEJCHHBIX
JIeJ1 TI0 HOMEHKJIAType A€ OpTaHu3alluu.

B xoHI1Ie onucy Beileq 3a MOCIEAHEN ONMCATEIbHOM CTaThEN 3al0JHAETCS UTOrOBAs 3aIHUCh,
B KOTOPO# yKa3bIBatoTCs (IUpaMu U MPOIUCKHIO) KOJIUYECTBO eI, YUCISAIIUXCS TI0 OTICH, TIEPBBIN
U TOCIIEIHUI HOMepa Jied MO ONHMCH, a TaKKe OTOBapHBAIOTCS OCOOCHHOCTHM HyMepaluu Jel B
OTHCH (JIMTEPHBIC HOMEpPA M MPOMYIIEHHBIE HOMEPA).

11.53. Ilpu cocTaBiaeHUH ONUCH JIEKTPOHHBIX A€ B ONUCH BKIIOUYAIOTCA:
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MOPSIAKOBBIM HOMEP 3JIEKTPOHHOTO JI€J1A 110 OIHCH;

MHJEKC 3JIEKTPOHHOTO JIENa;

3aroJIOBOK JI€Na;

JaTa jena (Toma, 4acTH);

CPOK XpaHEHHs Jiena;

00BEM IIEKTPOHHOTO Jiea B MO;

IIpUMEYaHUsl.

B cocraBe ommcu osnextpoHHbix gen B COJl dopmupyercs peectp 3IEKTPOHHBIX
JOKYMEHTOB (KOHTEHHEPOB AJIEKTPOHHBIX JOKYMEHTOB), B KOTOPOM YKa3bIBAIOTCS CBEJEHUS 00
ANEKTPOHHBIX IOKYMEHTAaX, BKIFOYEHHBIX B Ka)KJ0€ JIEKTPOHHOE JAEJI0.

11.54. BeisiBieHHBIE TpH TPOBEPKE HEAOCTATKH B (OPMHUPOBAHUU M O(POPMIICHUU €T
COTPYAHUKH 00513aHBI YCTPAHUTH B IBYXHEICIbHBIA CPOK.

11.55. B cmywyae peopranuzamuu anmapara ropojackoro CoOpaHuss OTBETCTBEHHBIC
COTPYAHUKH, B MEPUOJI MPOBEACHHUS MEPONPHUATHI MO0 peopraHu3anuu GOPMUPYIOT TOKYMEHTHI B
nena, oQOpMIIAIOT Jeia M MepefaroT MX  YOPaBISAIONIIEMY JieJaMH, HE3aBUCUMO OT CpPOKOB
xpaneHnus. [lepenaua nen ocyiiecTBiIseTCs 110 OMUCAM Ae]l 1 HOMEHKJIAType JIe.

11.56. Ha nena ¢ uctekmmmu CpokamMH XpaHeHus B ropojckoM CoOpaHHH cOCTABJISIIOTCS
NpelJIoKeHUs] K aKTy O BbIJeJIeHHM K YHUYTOKEHHI0 JOKYMEHTOB, He MOAJIeKaInuX
xpaHeHuio (mo ¢popme, ycranoBaeHHoii [Ipapuinavu xpanenusi (Ilpuiosxenue 19).

11.57. [ena BKIIOYAIOTCS B aKT O BBIIECJICHUUM K YHHUYTOXKEHHUIO JOKYMEHTOB, HE
MOJIeKAUTUX XPAHEHUIO, €CJIM MPElyCMOTPEHHBIN JIJIl HUX CPOK XPAHEHUs UCTEK K 1 sHBaps roja,
B KOTOpOM cocTaBieH akT. Hampumep, 3axkoHuennsie B 2014 romy nena ¢ 3-JE€THUM CPOKOM
XpaHEeHus, MOTYT ObITh BKIIIOUEHBI B aKT, KOTOPBIN OyzneT coctaBieH He paHee | ssHBaps 2018 rona.

11.58. Hdena ¢ ormerkoit "OIIK" mojyexaT moiaucTHOMY IPOCMOTPY B LENSIX BBISIBICHUS
JOKYMEHTOB, MOJJIEKAIIUX MOCTOSSHHOMY XPAaHEHHIO. BBISBICHHBIE B TakWX JeNax ITOKYMEHTHI
MOCTOSIHHOTO ~ XpPAHEHMsI BBIIESAIOTCS W TNPUCOCIUHAIOTCA K OJHOPOAHBIM JeJaM WU
(bopMHpYIOTCS B CAMOCTOSITENIbHBIE JIENA.

OcranbHble JOKYMeHTHI fena ¢ orMerkor "OIIK" BkimowyaroTcss B akT, MpU 3TOM OTMETKA
"OIIK" B akTe HE yKa3bpIBaeTCs.

11.59. AKT 0 BBLIENEHHMH K YHHUYTOKEHUIO JOKYMEHTOB, HE MOAJIEXKAIIUX XPaHEHHIO,
IIPEJICTABIISIETCS. HA pPacCMOTpPEHHE M coriacoBaHne OK OJHOBpPEMEHHO C ONMCSIMM A€l
MTOCTOSIHHOTO XPaHEHHU U 10 JMYHOMY COCTaBY.

11.60. AKT O BBIIEIEHUM K YHHUTOXKEHUIO JOKYMEHTOB, HE MOJIEKAIIMX XPAHEHHIO,
yTrBepxkaaercs 3amecturenem [Ipeacenarens ropojackoro Cobpanusi.

[Tocne yHMUYTOXKEHHS €1 B HOMEHKIAType JeJ IPOCTABIIAIOTCS OTMETKH, 3aBEpsieMble
MTOATMCHIO CIIENAATINCTA Y IPaBICHUS JEIaMH, U JAaTOU:

"VHauurtoxeno. CMm. akt N oT . [oanuce, nHUIIMATBL, (haMuus'".

11.61. DnekTpoHHBIE TOKYMEHTHI ¢ UCTEKIIMMH CPOKAMU XPAHEHHMS IOJUIEKAT BBIACICHUIO
K YHUYTOXKEHHIO Ha OOIIMX OCHOBAHMAX, TMOCJIE Yero MPOBOJUTCA UX (PU3UYECKOE YHUUTOXKEHUE
WM YHUYTOXEHHE MPOTrPaMMHO-TEXHUYECKUMHU CPEJICTBAMHU C COOTBETCTBYIOIIEH OTMETKOM B aKkTe
O BBIICJIEHUH K YHUUYTOXEHUIO DJIEKTPOHHBIX JOKYMEHTOB.

ONEKTPOHHBIE JOKYMEHTHI CUMTAIOTCS YHHUUYTO)KEHHBIMH, €CIIM HX HEJb3sl BOCCTAHOBUTH
cpeacTBaMu MH()OPMAITMOHHON CHCTEMBI HA HOCUTENAX MH(POPMALIMU U U3 PE3EPBHBIX KOMUIA.

11.62. AKTBI O BBACNICHUU K YHUYTOXXEHHMIO JIOKYMEHTOB, HE MOJIEKAIIUX XPAHEHUIO,
XPaHATCS NOCTOSTHHO.

11.63.Ilpyu TOATOTOBKE JJIEKTPOHHBIX JIOKYMEHTOB, OTOOpaHHBIX K Tiepenade B
MYHUIUOATBHBIA ~ apXMB, BBIMOJHSIOTCS — CJIEIYIOIIME OCHOBHBIE MpPOLEAYphl palboThl ¢
JOKYMEHTaMHU:

KOHBEpTAIMs AIEKTPOHHOTO JIOKyMEHTa B (hopMaT apXMBHOTO JOKYMEHTA;

dbopmupoBanre B WH(pOpMAIMOHHOW cucTteMe Tropojackoro CoOpaHUs AIEKTPOHHBIX e,
SIBJISIFOLMXCS.  COBOKYITHOCTBEO KOHTEHHEPOB D3JIEKTPOHHBIX JOKYMEHTOB WM KOHTEHWHEPOM
NEKTPOHHOTO JOKYMEHTA, BKJIIOUYAIOLIEM: KOHTEHT M METAJaHHbIE AJIEKTPOHHOI'O JIOKYMEHTA,
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Gbaiiabpl  AMEKTPOHHBIX MOANUCEH M BU3YAIN3UPOBAHHYIO KOIHMIO TEKCTOBOTO 3JIEKTPOHHOTO
nokymenta B popmare PDF/A;

(dopMupOBaHNE OMMCH IEKTPOHHBIX JEJl, JOKYMEHTOB ropoackoro Codpanus;

MUTpalys 3JIEKTPOHHBIX JOKYMEHTOB Ha (u3M4YeckH 000COOJIEHHBIE MaTepHaIbHbIE
HOCHUTENH, €CIM JOKYMEHTHI INEPeAaloTcsi B MYHHIMIAIBHBIA apXuB HE MO WH(POPMAIMOHHO-
KOMMYHHUKAIIHOHHBIM KaHaJaMm;

IPOBEPKa BOCIIPOM3BOJMMOCTH JIEKTPOHHBIX TOKYMEHTOB,;

IPOBEPKA AIIEKTPOHHBIX JJOKYMEHTOB Ha HAJIMYKE BPEJOHOCHBIX KOMITBIOTEPHBIX IPOTPaMM;

HNOATBEPXK/ACHHE LEIOCTHOCTH 3JEKTPOHHOTO JieJia JJIEKTPOHHOW MOJMHCHIO JIMIA,
OCYIIECTBISIONIETO MOArOTOBKY 3JICKTPOHHBIX JOKYMEHTOB K IIepeaue B MyHHIIMIIATbHBIA apXuB.

12. Opranusanusi 10CcTyna K J0KyMeHTaM M UX UCII0JIb30BaHue

12.1. Jlema, AOKyMEHTBI, HaXOJSAIIMECSd HAa XpaHEHWH B YIpaBlIeHUU JelamMu (3a
UCKJIIOYEHUEM IIPUKA30B 110 JUYHOMY COCTaBy U JIOKYMEHTOB, COJEpXallUX IEepCOHAJIbHbIC
JlaHHBIE), BBIJAIOTCS BO BPEMEHHOE I0JIb30BaHUE COTPYIHHUKAM ammapara Ha Cpok He Ooiee 2-X
JTHEH.

['ocynapcTBeHHBIM oprasam (cynebHbIM, IIPaBOOXPAHUTEIbHBIM, oprasam
roCy/1lapCTBEHHOI'0 KOHTPOJI U HaJ30pa) Jieda U OTAENbHbIE JOKYMEHTHI BBIJJAIOTCS HA OCHOBAHUU
UX NUCbMEHHBIX 3allpocoB C paspelleHus [aBbl ropojckoro camoymnpasieHus, IIpencenarens
ropoackoro CoOpaHus IO aKTaM Ha CPOK, OTIPEICICHHBIN (heiepaTbHBIM 3aKOHOIATEIIbCTBOM.

[Tpy HEOO6XOIMMOCTH CPOK UCIOIb30BAHUS TOKYMEHTOB MOXET ObITh POJUIEH.

12.2. Ha BbI1aHHOE [1€710 3aBOJIUTCS KapTa-3aMEeCTUTENb, [IOMEIIaeMasi Ha MECTO BBIJAHHOIO
nena. B Hell ykaspIBaroTCs WHAEKC Jena, Jara €ro BblIauM, KOMY J€J0 BBIJAHO, JaTa €ero
BO3BpAIlCHUs], IPEelyCMaTPUBatOTCs Ipadbl IS MOANUCEN B ITOJIyY€HUHU U IpUEME JIeIa.

Ha mecTo u3BATOro No/UIMHHUKA JOKYMEHTa OTBETCTBEHHBIH paOOTHHUK BKJIaJbIBAET B JIENIO
JUCT-3aMECTUTENb C YKa3aHUEeM, KOTJa, KOMy M Ha KaKoil CpOK BbIIaH JOKYMEHT U MOJIHUCSAMHU B
IIOJIy4€HUU U npueme nena. [Ipu 3Tom B 1710 noMenaeTcs 3aBepeHHas KOus JOKYMEHTa.

[Tocne pemienus Bompoca, il pacCCMOTPEHHSI KOTOPOro jeia (JIOKyMEHTbI) U3bIMAJIUCh 110
3arpocaM TOCYAAPCTBEHHBIX OPraHOB, MOJUIMHHUKU JOKYMEHTOB JOJDKHBI OBITH BO3BpAILEHBI B
ropojickoe CoOpaHue U MOMEUIEHBI B AEIO0.

12.3. DneKkTpoHHbIE JOKYMEHTHI, HAXOIAIINECS Ha ONEpPaTUBHOM XpaHEHUH B 0a3ax JaHHBIX
MH(OPMALIMOHHBIX CHUCTEM, BBIIAIOTCA IS MCHOJIb30BAaHUS B BHUJE KOMUH DIEKTPOHHBIX
JOKYMEHTOB B COOTBETCTBMHM ¢ IYHKTOM 5.20. MHCTpyKLINH.

12.4. DnexTpoHHbIE JOKYMEHTHI BBIAAIOTCS:

Ha (puznuecku 060cO00IEHHOM HOCUTETIE;

BBICBUIAIOTCSI 110 3JIEKTPOHHOMY aJipecy paOOTHUKA, 3alPAILIMBAIOIIET0 JOKYMEHT.

12.5. CoTpyaHUK, BBIIABIINIA A€T0 (IOKYMEHT) BEJIET Y4eT BBIIAHHBIX el (TOKYMEHTOB) U
KOHTPOJIb UX CBOEBPEMEHHOT'O BO3BpaTa. DJIEKTPOHHbIE Jiefa (JOKyMEHTbI) BO3BpATy HE MOJIekKaT.

12.6. CotpynHuku o00s3aHbl OOecreyrBaTh COXPAHHOCTh MOJYYEHHBIX BO BPEMEHHOE
MOJTb30BaHUE JOKYMEHTOB (Z1e71) Ha OyMaXHOM HOCHUTENE U HCIOJb30BaTh TOJYYCHHYIO
MHGOPMAIIMIO B CIY)KEOHBIX IENAX B COOTBETCTBUU C TPEOOBAHUSMH JIOKAJIHHBIX HOPMATHUBHBIX
aKkTOB. 3alpelaercsl nepenaya IMOTYYEHHBIX JOKYMEHTOB WM UX KOMUHA pabOTHUKAM JpyTrux
OpraHu3aLui.

12.7. U3bsTHe (BbleMKa) IOKYMEHTOB, OOpa3oBaBUIMXCA B JEATEIHHOCTH TOPOJICKOIO
CoOpaHnusi, MpOU3BOJUTCS B COOTBETCTBHHU C 3aKOHO/AaTENIbCTBOM Poccuiickoii @eneparuu.

12.8. U3bsTue (BbleMKa) JOKYMEHTOB TIPOM3BOJUTCA HAa OCHOBAaHUU MHCbMEHHOIO
pacriopsbkeHus (ITOCTAHOBJICHMs) COOTBETCTBYIOIIETO OpraHa BIIACTH C paspemieHus [ aBbl
ropojickoro camoymnpasienus. [Ipeacenarens ropojackoro Cobpanusi.

12.9. ®akT u3bATUSA (BBIEMKH) JAOKYMEHTOB (DUKCHUPYETCS B HPOTOKOJIE (AKTE) U3BATHS
(BBIEMKH) JIOKyMEHTOB, KOTOpBIH COCTaBJISIETCS HE MEHEee YeM B JIBYX OJK3eMIULIpax U
MOJUCHIBAETCA  YNOJHOMOYEHHBIMM  IpeicTaBuTenssMu  ropojckoro  CoOpanus  u
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COOTBETCTBYIOIIETO TOCYAapCTBEHHOTO opraHa. K mpoTokoiy (akTy) mpuiaraercs omuch (peectp)
U3BATHIX JOKYMEHTOB (€1).

12.10. Ilpy u3BSITUU MOJJIMHHHUKOB JOKYMEHTOB B JI€JIO MOMEIIACTCS 3aBEpEHHAs KOIHS
JIOKyMEHTa, Ha 000pOTe KOTOPOW YKa3bIBACTCS OCHOBAHHE M3BSATHUS MOJIMHHHKA, CPOK BO3BpATaA,
JlaTa v MOJAMUCH paOOTHHKA, OTBETCTBEHHOTO 32 (OPMUPOBAHUE W/WJIH XPAHEHHUE JeNa.

12.11. IlogiuHHUK JOKYMEHTA, U3bATHIM U3 JIela HA OCHOBE COOTBETCTBYIOLIETO PEIICHHUS,
MOCJIe PACCMOTPEHHUS U PELIeHHs BOIPOCa, BO3BPAILACTCS B JIEJI0, IPU 3TOM KOMHUS, TOMEUICHHAs B
JIEJI0 BMECTO MOJIMHHUKA, U3bIMACTCS.

13. UzroroBJjienne, yuer, HCII0/Ib30BaHNEe U XPaHEHHUe NevaTeil, ITaMIoB, 0JIAaHKOB JOKYMEHT

HOCHTeJIel 3JIEKTPOHHBIX MOAMUCel

13.1. Buzpl 01aHKOB OpraHU3alMOHHO-PACIIOPSAAUTENBHBIX JOKYMEHTOB, TPEOOBAHUS K UX
oQOpMIIGHHIO W HCIIOJIb30BAaHMIO  yCTaHaBNUBaKTCA  Hacrosuied — MucTpykuued — mo
JIEJIONPOU3BO/ICTBY.

13.2. bnaHku OpraHu3allMOHHO-PACHIOPSIUTENBHBIX JAOKYMEHTOB, MpPHUMEHsSIEMblE B
ropoackoM CoOpaHuu, HE MOTYT IE€peAaBaTbCsl JPYrMM OpraHu3alusM, JOJDKHOCTHBIM U
(bU3MYECKUM JIHIIaM.

13.3. OTBETCTBEHHBIE COTPYAHUKU YIPABICHUS JCJIaMU, B COOTBETCTBUU C JIOJDKHOCTHBIMU
WHCTPYKUHUSAMHU, OCYIIECTBIAIOT KOHTPOIb 3a MPaBUIBHOCTBIO HCIONB30BaHHUS OJIAHKOB
OpraHMU3alMOHHO-PACIOPSAUTEIbHBIX TOKYMEHTOB.

13.4. B ropoackom CoOpaHuu UCOIb3yeTCs meuaTs ropojackoro Cobpanus, neyars [ naBsl
TOpPOJICKOTO CaMOYTPaBJIEHUS U MeYaTh YIPABICHUS JEJIaMU.

13.5. B roponackom CoOpaHu# UCHOIB3YIOTCS ITaMIbl ¢ (PaKCUMUIBLHOM MOAMUCHIO [ MaBbl
ropojickoro camoynpasienus, [Ipencenarens ropoackoro Codpanus u 3amecturens [lpencenarens
ropozackoro CoOGpanusi.

[Irammel ¢ pakcuMUIBLHOM TOANKUCHIO [ 1aBbI TOpOICKOTO camoympasienus, [Ipencenarens
ropozackoro Cobpanus u 3amecturens Ilpeacenarens ropoackoro CoopaHus UCIONB3YIOTCS MO UX
YKa3aHUIO YIPABIISAIOLIUM JeTIaMHU.

13.6. Ilewatn u mTamnbl ropojackoro CoOpaHMs H3rOTaBIMBAIOTCA B KOJMYECTBE,
HE0OXOJIMMOM JUIsl OCYLIECTBIIEHUSI paOOTHUKaMM BO3JIOKEHHBIX Ha HUX (QyHKuui. Pemenue o6
U3TOTOBJIEHUM M KOJIMYECTBE DK3EMIUIIPOB IE€YaTEl M LITAMIIOB NPUHUMAET [J1aBa ropoicKkoro
camoynpasnenus, llpencemarens ropoackoro CoOpaHuss 1O MNPEACTABIECHUIO YIPABISIOLIETO
JIEJIaMHU.

13.7. Ileuatsto ropoackoro CoOpaHus 3aBepsIOT NOIMHHOCTh OANUCH [ 1aBbl TOPOICKOTO
camoympasnenus, Ilpencenarenss ropojackoro CoOpaHus Ha JOKyMEHTaxX B COOTBETCTBHM C
nyHktoM 5.18. Wuctpykmuu. Ileuateto [71aBel TOpOJCKOTO  CamMOYIpPaBIEHHUS  3aBEPSAIOT
MOJJMHHOCTh moAnucH [J1aBpl TOPOJACKOTO CaMOYIpPABJIEHUs Ha JIOKyMEHTax, HW3JaHHBIX B
COOTBETCTBHUH C €r0 MOJHOMOYHSIMHU.

[Teuatpro «YIpaBiieHHE J€IaMn» 3aBEPSIOT KON JOKYMEHTOB M MOJIUCH Ha JOKYMEHTaX
B cooTBeTcTBUU ¢ TipuKkazoM Ne 02-10/14 ot 23.08.2011 «O nedatu «YmpaBiaeHUE AeTaMu».

13.8. Ileyatn 1 mTamnsl BEIAAIOTCSI OTBETCTBEHHBIM 33 MX MCIIOJIB30BAHUE U XPAHEHUE 1101
MOAMKUCH B XKypHasIe ydera medatedl u mrammnoB ([Ipunoxkenue 20). Yder meuareld W IITaMIIOB
OpraHu3alMK BEJIET yIpaBlieHHEe JielaMH (COTPYAHUKH, padoTaroIIye B MPUEMHOI).

13.9. IIpu ucnonbp30BaHUM B paboTe MeYaTu U MTaMIIbl XPaHATCS B 3alHUparoiuxcs mkadax
(cefiax) paOOTHHKOB, OTBETCTBEHHBIX 32 XPaHEHHE U HCIIOJIb30BAaHHE NIeUaTel U I TaMIIOB.

13.10. Ilepepmaua mewaTeld W ITaMIOB IOCTOPOHHUM JIMIIAM HE JOIycKaercs. BeIHOC
neJaTei ¥ mTaMnoB 3a npezesnsl ropoackoro CoOpaHus BO3MOXKEH B UCKIIOUUTENBHBIX CIy4asx IO
pemenuto ['maBel ropoackoro camoynpasieHus, [Ipencenarens ropoackoro CoOpanus (Hampumep,
IIpYM MOANMCAHUU A0roBopoB). DakT mnepenayu neyaTel M MITAMIIOB COTPYJHUKAM ammapara

(uKcupyercsi OTBETCTBEHHBIM 3a BEICHHE KaJIpOBOT'O JEIONPOU3BOCTBA B kypHaie ([Ipunoxkenue
21).
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13.11. Cotpyanuku, paboTaroliue B TPUEMHOH, €XKErOJIHO MPOBEPSIOT COOJIIOCHNE
paboOTHUKAMU yCIIOBHIA UCITOJIb30BAHUS U XPAHEHUS MEUaTeH U MITaMITOB.

13.12. Ilpumemrie B HETOAHOCTh M YTPATHUBILME 3HAYEHUE ME€YaTU M IITaMIIbl MOJJIEKaT
BO3BpaTy B NpUEMHYI0 ropojckoro CoOpaHus Uid LEHTPaIU30BaHHOIO yHUYTOXEeHMs. [leuatn
YHHUTOXKAIOTCS 110 aKTy C COOTBETCTBYIOIIEH OTMETKOM B )KypHaJie ydeTa rneyaTei U IITaMIIoB.

13.13. Jlna oOMeHa »JIEKTPOHHBIMU JOKYMEHTamH mocpeactBom MOJIO B opranuzanuu
JOJKHBI  MCIIOJIB30BAThCS YCWIJICHHBIE KBalU(UUMPOBAHHbBIE JJIEKTpOoHHBIE moanucu. CoctaB
JOJHDKHOCTHBIX JIUI[ ¥ PaOOTHUKOB OpPraHU3alliy - BIAJCIBIEB YCUICHHBIX KBAIA(DHUIIMPOBAHHBIX
ANEKTPOHHBIX Tonnuceil ompenenser [maBa ropoackoro camoynpasieHusi, Ilpenceaarens
ropoackoro CoOpanusi.

13.14. Tlpu mnepemade »SJIEKTPOHHBIX JAOKYMEHTOB Ha »JJEKTPOHHBIA aJpec Apyroi
OpraHM3aIi MOTYT HCIIOJIb30BAThCS YCUIICHHBIE HEKBATU(UIIMPOBAHHBIC 3JIEKTPOHHBIE TIOIITUCH
W/WUIM TPOCTHIE AJIEKTPOHHBbIE MOANUCU (Jajiee - SJIEKTPOHHAs MOJINUCh) B COOTBETCTBUU C
®enepanbHbM 3akoHOM 0T 6 anpenst 2011 . N 63-D3 "O06 snekrponHON noanucu".

13.15. DOnexkrpoHHsld aokyMeHT B CDOJl, NOANHMCAHHBIA 3JIEKTPOHHOM MOANKCHIO,
MIPU3HACTCSI ~ PaBHO3HAYHBIM  JIOKYMEHTY Ha  OyMaXHOM  HOCHUTENE,  IOANHCAHHOMY
COOCTBEHHOPYYHOM TMOAMUCHI0O U UMEET OJMHAKOBYID C HHUM HOPUIUYECKYIO CHUITy MpHU
OJIHOBPEMEHHOM COOJIIO/IEHUH CIIETYIOIIUX YCIOBUM:

KIIFOY TOAINUCH, OTHOCSIIMICS K KOHKPETHOW OJIIEKTPOHHON TMOANUCH, HAa MOMEHT
MOAMMUCAHUSL JICKTPOHHOTO JAOKYMEHTa SIBJISCTCS JCUCTBUTEIBHBIM (JIOCTOBEPHBIM), HE YTpaTHII
cuity (He OTO3BaH);

MOJTBEP>K/I€HA MOUIMHHOCTD 3JIEKTPOHHOM MOANKCH B JJIEKTPOHHOM JIOKYMEHTE;

JaTa v BpeMsl CO3/IaHus AJIEKTPOHHOU noanucH 3adukcupoBansl B CO/I.

13.16. I'eHepanmio U XpaHeHUE Kitoued HekBamuuimpoBanHoi u mpocrtoir DI1 B COJ]
ocymectsiser aamuHucTpaTop CO/I.

13.17. YupaBnenue nenamu (OTBETCTBEHHBIN 3a KaJIpOBOE JEJIONPOU3BOACTBO) BEIET yUeT
KIIFOUEeH AJIEKTPOHHBIX TOJIMUCEN B CIEUATbHOM XypHaie. Bplgaua maTepuanbHBIX HOCUTENEH
AJIEKTPOHHOMN MOJIUCH U UX BO3BpAT MO UCTEYEHUHU CPOKA JEHCTBUS OCYIIECTBISETCS MO/ MOANUCH
paboTHUKA B )KypHale.

13.18. Co3ganue naposeit 1t MpOCTOM JIEKTPOHHOM MOIKUCH OCYIIIECTBIISIETCS B TTOPSIJIKE,
YCTaHOBJICHHOM JIOKAJIbHBIM HOPMATUBHBIM aKTOM Topojckoro CoOpaHus, yCTaHaBIMBAIOIIUM
nopsiiok  Akcrutyataruu  COJl W MCMONB30BaHUS dSJIEKTPOHHBIX TOANUCEH Tpu padbore C
JIOKyMEHTaMHU.

13.19. Kntou 31eKTpoHHON MOAIKCH, Ucronb3yemol B COJl, aBngercs KOHPUASHINATLHON
nH(popMalre 1 3alUIaeTcs B COOTBETCTBUU C 3aKOHOIaTenbcTBOM Poccuiickoii Denepariui.

13.20. [leiicTByroliMe OHJIEKTPOHHBIE TIOJAMUCH, 3allMCaHHbIE HAa HOCUTENb, JOJKHBI
XpaHUTBCS B TI€HaJe B OlEYaThIBaeMOM ceiije OTBETCTBEHHOTO JHUIA 3a JJIEKTPOHHOE
B3anMo/jieiicTBe. BO3MOXHOCTH KONUPOBAaHUS U HECAHKIIMOHUPOBAHHOTO HCIIOJIb30BAHUSA
ANEKTPOHHOU MOJMUCH TIOCTOPOHHHUM JIMIIOM JIOJDKHA OBITh UCKITIOYCHA.

13.21. Pa3memnieHne M yCTaHOBKAa CpEACTB KpUNTOrpaguueckoil 3amuThl HHpOpMauu
OCYIIECTBISIETCSI B COOTBETCTBUM C  TpeOOBaHUSAMU  JOKYMEHTAllMd Ha  CPEACTBa
KpUNTOTpapUIeCcKOM 3aIIHUTHI.

14.Cnucok npusioxeHui

[Tpunoxenne Ne 1 — brank mig opopmienus Pemenus ropojackoro Codpanus

[Tpunoxenue Ne 2 — bnank myist opopmieHUs: TPOTOKOJIa 3aceqanus ropoackoro Codopanus

[Tpunosxenne Ne 3 — brnank [ 1aBel TOPOJCKOTO CaMOyTIpaBIeHMs TOPOICKOr0 oOKpyra «l'opoa
OOHHUHCK»

ITpunoxxenne Ne 4 — brnank I'naBsl ropoackoro camoynpasieHnus, [Ipeacenarens ropoickoro
Cob6panwus ropojickoro okpyra «I'opox OOGHUHCK»

ITpunoxenue Ne 5 — briank nmocraHoBiieHus [ 71aBbI TOPOJACKOrO CaMOYIIPABICHHS TOPOJICKOIO
okpyra «I"opog OOHHUHCK»
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[Ipunoxenne Ne 6 —  bnank pacnopspkeHus [7aBbl TOPOJCKOTO  CaMOYIpPaBIICHUS,
[Ipencenarens
ropojickoro Cobpanust ropoackoro okpyra «I'opog O6HHHCK
[Tpunoxxenue Ne 7 — brnank O6HHHCKOTO TOpoackoro CoOpanwst
[Tpunoxenue Ne 8 — binank 3amectutens [Ipencenarenss O6HuHCKOTO ropoackoro Codpanus
[Tpunoxenne Ne 9 — brank Komutera OOHUHCKOTO Topoackoro Cobpanust
[Tpunoxenne Ne 10 — bnank aenmyrara-nipeacenarens komutera OOHUHCKOTO TOPOJICKOTO
Cobpanust
[Tpunoxenue Ne 11 — biank genmyrata O6HUHCKOTO ropojackoro CoOpaHus
[Tpunoxenne Ne 12 — brnank npukaza O6uuHCKOr0 ropoackoro CoOpanus
[Mpunoxkenne Ne 13 (cnpasounoe) — PacnonoxeHue peKBU3UTOB HA TUTYJIBHOM JIHCTE JOKYMEHTA
[Tpunoxxenne Ne 14 — [lepeueHb HEPETUCTPUPYEMBIX BXOJIALINX JOKYMEHTOB
[Tpunoxenue No 15 — @opma HOMEHKIATYPbI €7
[Tpunoxenue Ne 16 — @opma nucra-3aBepurens aemna No
[Tpunoxxenune Ne 17 — @opma BHYTpEHHEH OMUCH TOKYMEHTOB jena No
[Tpunoxenue Ne 18 — @opma onucu Ne aneKTpoHHbIX Aen, AOKYMEHTOB
[Tpunoxxenune Ne 19 — @opma akTa O BbIICJICHUHU K YHUUTOXKECHHUIO IOKYMEHTOB, HE
MO/IIEKALTUX

XpaHEHHUIO
[Tpunoxxenne Ne 20 — @opma KypHajia yyeTa rneyaTeil v ITaMIioB
[Tpunoxxenne Ne 21 — @opmMa xypHaia yyeTa Bbljauu Ile4yaTed U [TaMIIOB
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[Ipunoxenne Ne 1

K MHCTpyKIIMU 110
JIEJIONPOU3BOJICTBY

B OOHHHCKOM rOpOJICKOM
Cobpanuu, yTBEpKIEHHOM
npukazom ot Ne

OBHUHCKOE I'OPOICKOE COBPAHUE
IOPOACKOI'O OKPYT A «I'OPOJ OBHUHCK»

PEIIEHME Ne

r. OOHMHCK
20 1.

(mecmo 3acedarnus)

['maBa ropoJICKOTO CaMOYIIpaBIICHUS,
[Ipencenatens ropojackoro Codpanus N.0.0.

(noonucwv)
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[Tpunoxenue No 2

K MHCTpyKIMK 11O
JIEJIONPOU3BOJICTBY

B OOHHMHCKOM TrOPOACKOM
CoOpanuu, yTBEepKIAEHHOU
npukaszom ot Ne

OBHUHCKOE T'OPOJCKOE COBPAHHE
IrOPOACKOI'O OKPYT A «'OPOJl OBHUHCK)»

ITPOTOKOIJ Ne
(3aceoanus (kaxoeo) opeana)

(MecTo 3acemaHus) oT

20 r.

[IpencenarenscTByOMMUA: J0oMAKHOCTE, ©.1.O.
[IpucyrcrBoBanu:

®.1.0. - 3amectutens [Ipencenarens ropoackoro CoOpanus;
@®.1.0. npucyTCTBYIOLIUX JIEMYyTaTOB

OtcyrctBoBaiit @.J1.0 OTCYTCTBYIOIIUX AETYTATOB

[Tpurnamenusie @.J1.0. 10mKHOCTH

JIOIOKHOCTB  TIPEICeNaTeNbCTBYIOIIETO

N.0.0.

(noonucw)

2 — B JIeJI0
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1 — AamuHUCTpaIms ropoia
1 — npokyparypa

ITpunoxxenue Ne 3

K UHcTpyKumu no
JIEJIONPOU3BOJCTBY

B OOHMHCKOM TrOpOJICKOM
CoOpanuu, yTBEpKIAEHHOM
npukazom ot Ne

I''TABA TOPOJCKOI'O CAMOYIIPABJIEHUSA
IOPOJCKOI'O OKPYT A «I'OPOJI OBHUHCK)»
N.0.P. (nornocmovio)

ni. Ilpeobpaicenus, 1, 2. Obnunck, Kanyscckas obaacmo, 249037
men./paxc (48439) 58-200, E-mail: sobranie@admobninsk.ru Hnmepnem: www.gs-obninsk.ru

No
Ha No oT
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[Tpunoxenue Ne 4

K MHCTpyKIMK 11O
JIEJIONPOU3BOJICTBY

B OOHHMHCKOM TrOpPOACKOM
CoOpanuu, yTBEepKIEHHOU
npukaszom ot Ne

iy

OBHUHCKOE 'OPOACKOE COBPAHUE
I'OPOACKOI'O OKPYT A «I'OPOJ OBHHUHCK»

I''TABA T'OPOJCKOI'O CAMOYIIPABJIEHUS,
NPEACEJIATEJIb 'OPOACKOI'O COGPAHUA
N.0.D. (nornocmoio)
ni. Ilpeobpasicenus, 1, 2. Obnunck, Kanyacckas obnacmo, 249037
men./gpaxc (48439) 58-200, E-mail: sobranie@admobninsk.ru Humepnem: www.gs-obninsk.ru

No
Ha No oT




52

[Tpunoxenue Ne 5

K MHCcTpyKIIMK 11O
JIEIIONPOU3BOJICTBY

B OOHHUHCKOM TOPOACKOM
CobOpannu, yTBEpKIEHHON
npukasom ot Ne

Poccuiickas ®eaepauus
Kanyxckast o01acTh

I'mtaBa ropoackoro camoynpaBJieHHsI
ropoackoro okpyra «I'opogx OOHUHCK»

HOCTAHOBJIEHUE

20 r. No

['maBa TOpoJCKOTO caMOyTpaBICHHS,
[Ipencenarens ropoackoro Cobpanust

N.0.0.
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[Ipunoxenne Ne 6

K MHCTpyKIIMU 110
JIEJIONPOU3BOJICTBY

B OOHHHCKOM rOpOJICKOM
CoOpanuu, yTBEpX AEHHON
npuka3zom ot Neo

Poccuiickas ®@enepauus
Kaanyxckast o01acth

I'1aBa ropoackoro camoynpasJieHUsl,
IIpencenarens ropoackoro Codopanust
TOPOJACKOro OKpyra «ropoa QO0OHHHCK»

PACHOPAXKXEHHUE

20 T No

['maBa ropoackoro caMoymnpaBieHus,
[Ipencenarens ropoackoro Cobpanust 1n.0.0.
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ITpunoxxenne Ne 7

K UHcTpyKumu no
JIEJIONPOU3BOJCTBY

B OOHMHCKOM TrOpOJICKOM
CoOpanuu, yTBEepKIEHHOM
npukazom ot Ne

POCCHUMCKAS ®EJEPALIUA
KAJNYKCKAS OBJIACTD
OBHUHCKOE
I'OPOJCKOE COBPAHME
IF'OPOJCKOI'O OKPYTA
«'OPOJA OBHUHCK»
1. IIpeodpaxenus, a. 1
r. Oonunck, 249037
Tes1./pakc (48439) 58-200
E-mail: sobranie@admobninsk.ru
caiiT: www.gs-obninsk.ru
Ne
Ha oT

JomKHOCTD

N.0.0.
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(noonucv)

ITpunoxxenne Ne 8

K MHCTpYKIIUU IO 1€T0NIPOU3BOJICTBY
B O6HMHCKOM Topoackom CoOpaHuw,
YTBEPKIEHHOU MTPUKAa30M OT  Ne

SAMECTUTEJIDb IIPEJCEJATEJIA
OBHUHCKOI'O 'OPOJACKOI'O COBPAHUA
I'OPOACKOI'O OKPYT A «'OPOJ OBHUHCK»

H.0.®D. (noanocmoio)

ni.llpeobpascenus, I, o. Obnunck, Kanyscckas oonacmo, 249037
men./paxc (48439) 58-200, E-mail: sobranie@admobninsk.ru  caiim: www.gs-obninsk.ru

Ha Ne oT
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ITpunoxxenne Ne 9

K MHCTpyKLIMK 1O 1€0NPOU3BOJCTBY
B OOHMHCKOM Topoackom CoOpanuw,
YTBEPKIEHHOU MTPUKAa30M OT  Ne

KOMMUMTET

Haszeanue Komumema (noanocmwio)

OBHUHCKOTI'O I'OPOACKOI'O COBPAHUA
IOPOACKOI'O OKPYT' A «'OPOJ OBHUHCK»

ni.Ilpeobpascenus, I, 2. Obnunck, Kanyscckas oonacmo, 249037
mei./ghaxc (48439) 58-200, E-mail: sobranie@admobninsk.ru  caim. www.gs-obninsk.ru

Ne
Ha Ne oT
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[Ipunoxenue Ne 10

K MHCTpyKIMK 1o
JIEJI0NIPOU3BOJICTBY

B OOHMHCKOM ropoJICKOM
Cobpanuu, yTBep»)AEHHON
npukazom or  Ne

JEMYTAT
MPEJCEJIATEJIb KOMUTETA

(Hazeanue Komumema)

OBHHUHCKOTI'O I'OPOACKOI'O COBPAHUA
rorPOACKOI'O OKPYT' A «'OPOJ OBHUHCK)»

H.0.D. (noanocmoio)

nn. Ilpeobpascenus, 1, 2. Oonunck, Kanyscckas oonacme, 249037
men./ghaxc (48439) 58-200, E-mail: sobranie@admobninsk.ru  caim. www.gs-obninsk.ru

Ha No oT
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[Ipunoxxenne No 11

K MHCcTpyKumu o
JIEJIOTIPOU3BOJICTBY

B OOHHHCKOM TrOpPOJICKOM
CobOpanuu, yTBEpxkAEHHON
npuka3zom ot  Ne

AEITYTAT
OBHUHCKOTI'O I'OPOACKOI'O COBPAHUA
rorPOACKOI'O OKPYT' A «'OPOJ OBHUHCK)»

H.0.D. (noanocmoio)

nn. Ilpeobpascenus, 1, 2. Oonunck, Kanyscckas oonacmo, 249037
men./paxc (48439) 58-200, E-mail: sobranie@admobninsk.ru  caiim: www.gs-obninsk.ru

Ne
Ha Ne oT
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[Ipunoxenue Ne 12

K MHCTpyKIIMK 11O
JIEJI0NIPOU3BOJICTBY

B OOHHHCKOM TOPOICKOM
Cobpanuu, yTBep»)AEHHON
npukazom or  Ne

Poccuiickas ®eaepauus
Kanyxckast o01acTh

Oo0HuHCcKoe ropoackoe Coopanue
ropoackoro okpyra «I'opoag O0OHUHCK»

INPUKA3

20 1.
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I';taBa ropoackoro caMoynpasieHus,
[Ipencenarens ropojackoro Codbpanus N.0.0.

[Ipunoxxenue Ne 13 (cnpasounoe)

Kk MHCTpYyKIINHK 11O

JIEJI0NIPOU3BOJICTBY

B OOHMHCKOM ropoJICKOM

Cobpanuu, yTBep»)AEHHON

npukasom ot Ne
PacnoJioxeHnne peKBU3UTOB HA TUTYJIbHOM JIMCTE JOKYMEHTA

Oo0HnHCcKoe ropoackoe Coopanue

I'pud cornacoBanus 10KymMeHTa I'pud¢ yrBep:kaeHus 10KyMeHTa

HaumeHnoBaHue BUIa TOKYMEHTA

3aroJiI0BOK K TEKCTYy
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MecTto cocTaBjieHus (U31aHUA) JOKYMEHTA

roa u3laHusl 10KyMEHTa

[Tpunoxenue Ne 14

K MHCTpyKIIMK 11O
JIEJIOTPOU3BOJICTBY

B OOHMHCKOM IrOpoJICKOM
Cobpanuu, yTBep)AEHHON
nmpukasom ot Ne

HHEPEYEHDb
HEPEI'MTCTPUPYEMBIX BXOJALIUX JOKYMEHTOB

Ecin yka3aHHble JOKYMEHTBHl TOCTYNUIM C COMNPOBOJAWUTENbHBIM IMHUCBMOM, MHCbMa
PETUCTPUPYIOTCS B MOPSIKE, YCTAHOBIECHHOM MHCTpyKIIMEn.

1. AHKeTHI (pe3toMe), HaMpaBIIIeMbIe B LIESAX TPYAOYCTPONUCTBA.

2. byxrantepckue TOKYMEHTHI (Oyxranrepckas OTYETHOCTb, cueTa, cueTa-(akTypbl, aKThl
CBEPKH B3aHMOPACUYETOB, aKThl IPUEMKHU-TIEPEIaud OCHOBHBIX CPEJICTB, TOBAPHBIEC HAKJIA/IHbIE).

3. T'OCTpl, TEXHHYECKHE PETIAMEHTHI, PYKOBOIAIIME M APYTHE JIOKYMEHTHI 10
TEXHUYECKOMY PETYJINPOBAHUIO U CTaHAApTU3ALIUY.

4. JlokyMeHTHl (TPOEKTHI JOKYMEHTOB), TpeOylolmue NOANUcaHus (COIJIacoBaHus,
YTBEPKACHMS) U IOCIEAYIOLIEr0 BO3BpaTa.

5. KonkypcHas 1oKyMeHTaIus.

6. Koppecnionnenuus, aapecoBaHHas JelyTaraM M COTPYAHHMKAaM ammapara ¢ IMOMETKOH
"JInano".

7. IledyaTHble W3MaHUS (KHUTH, JKypHaJbl, ra3eThbl), KaTaJOTHU, TEXHUYECKas JUTEpaTrypa,
TEMAaTUYECKUE U CIIeIabHble COOPHUKH, ITAKaThI.

8. IlozmpaBuTenpHble MUChbMA U TEJIErpamMMbl, 0JaroJapcTBEHHbIE MHCbMA U TEIETPaMMBbl,
MIPUTJIACUTEIIbHbBIC OUIICTHI.

9. IlpelickypaHTHI.

10. [IpurnacutenbHble OUIETHI, TPUTIAIICHHS.

11. TIporpammbl KoHGEpEHIINA, COBEILIAaHUI.

12. Peknamuble MaTepuanbl (MUCbMa, JIMCTOBKH, IPOCTIEKTHI, OYKJIETHI).

13. YuebHble miIaHbl, IPOrpaMMBI.

14. ®opmbl 1 G1aHKH, B TOM YHcie (POPMBI CTATUCTUYECKOM U MHOM OTYETHOCTH.
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[Ipunoxenue Ne 15

K MHcTpykumu no
JIEJIONPOU3BOJICTBY

B OOHHHCKOM TOpPOJICKOM
Cobpanuu, yTBepKIEHHON
npuka3zom oT  Ne

OBHUHCKOE I'OPOJACKOE COBPAHUE

(HaumeHoBaHVe opraHu3aLun)

HOMEHKIIATYPA OEN
Ha rog
NHoekc 3aronoBok gena Konunuecteo Cpok xpaHeHus | lNpumedaHune
jena TOMOB (4YacTten) | u Ne ctaTbu no
nepeyHo
1 2 3 4 5
HasBaHue pasgena
(HanmeHoBaHWe AOMKHOCTU (noanuceb) (pacwmdppoBka nognucu)
pyKkoBOAUTENSA CTPYKTYPHOro
noapasgernenuns)

Jara
COINTIACOBAHO ™
MpoTokon 3K cTpykTypHOro
noapasgeneHus
oT Ne

" K HOMeHKnaType [1en CTPYKTYPHOTO NoApa3sAeNieHn sl Mo OKOHYaHUM KaneHaapHOro rofia CoCTaBMseTCs UToroBast
3anvcb no hopMe, ykazaHHOWM B NpuoxeHun 25, n genaetcs oTMeETKa O Nnepegayve UTOroBbIxX cBeaeHun B cryxoby OOY
opraHusaumm.

v Mpwn Hanuuuu 3K cTpykTYpHOro nogpasneneHus.
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[Tpunoxenue Ne 16

K MHCTpyKIIMK 11O
JIeJIOTPOU3BOJICTBY

B OOHMHCKOM ropoJICKOM
Cobpanuu, yTBep)AEHHON
nmpukasom ot Ne

MpunoxeHne N 8
knn. 2.47,4.19, 4.21, 4.23
Mpaeun xpaHeHus

JINCT-3ABEPUTEJIb OEJIA Ne

B gene nogwunTo 1 NpoHyMepoBaHO n1cToB
(umdbpamm 1 Nponmceio)

c Ne no Ne , B TOM vucne:
nuTepHble HomMepa NUCTOB ;

nponyLleHHble HoMepa FIMCTOB
+ NINCTOB BHYTPEHHEN onmcu

OcobeHHOCTN (Pr3MYECKOro COCTOAHUSA U (POPMUPOBAHUA Aena Homepa
JINCTOB
1 2
(HanmeHoBaHVe JOMKHOCTU (mognwuceb) (paclumdpoBka noanucu)
paboTHuka)

Jara
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[Ipunoxenune Ne 17

K MHcTpykumu no
JIEJIONPOU3BOJICTBY

B OOHHHCKOM TOpPOJICKOM
Cobpanuu, yTBepKIEHHON
npuka3zoMm oT  Ne

Mpunoxenne Ne 27
K nn. 4.19, 4.21 MNMpasun xpaHeHWs

BHYTPEHHAA OMNMUCb

OoKymeHTOB gena Ne

Ne | Perucrtpa- HaTta 3aronoBoK JOKYMeHTa Homepa Mpumeva-
n/n | UWOHHBLIA | AOKYMEHTa nncToB Aena Hue
NHOEKC
OOKYMeHTa
1 2 3 4 5 6
NToro OOKYMEHTOB.

(undbpamu 1 NPONUCHIO)
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Konun4yecTtso nucros BHyTpeHHeVI onumcu

(umdbpamu 1 nponuckio)

(HanMeHoBaHWe OOMKHOCTM Nnua, (nognwuceb) (pacwmdppoBka nognucw)
COCTaBMBLLEFO BHYTPEHHIOK ONUCH
[OKYMEHTOB fiena)

Jara

[Ipunoxenne Ne 18

Kk MHCTpYyKIINHK 11O
JIEJI0NIPOU3BOJICTBY

B OOHMHCKOM ropoJICKOM
Cobpanuu, yTBep>KIEHHON
npukasom ot Ne

MpunoxeHue Ne 24
Kk nn. 4.11, 4.31 MNpaBun xpaHeHns

(HanmeHoBaHWe opraHusauum)

doHa Ne

OMNUCb Ne
3IEKTPOHHbIX Aer, JOKYMEHTOB

Ne | WHpekc 3aronosok Kpalhue | o em M6 | Mpumeuarus
n/n aena Aena Aatbl
1 2 3 4 5 6

HanmeHoBaHWe pasgena

B AaHHbLIM pa3gen onncu BHECEHO aen,
(umdbpamu 1 nponnckio)
c Ne no Ne :
ob6bemMom M6.
(HanmeHoBaHWe OOMKHOCTK (mognwuceb) (pacwmdppoBka nognucwn)
PYKOBOAMTENSI CTPYKTYPHOrO
noppasgenexns)

Fpad)a onyckaeTcsa B onncu aen noCTtoAaHHOro Cpoka XpaHeHu4.
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Jara

COINMACOBAHO

(HaumeHoBaHVe AOMKHOCTH
pykoBoautens cnyxobl JOY)

(mognuce) (pacwmdppoBka nognucu)

Jara

v Mpwn Hanuumn 3K cTpykTYpHOro nogpasgeneHus.

COIMACOBAHO ™
MpoTtokon 3K cTpykTypHOro
noapasgeneHus

oT Ne
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MpogomnxeHue npunoxeHus Ne 24
k nn. 4.11, 4.31 MpaBun

Mepenan
aen
(umdbpamu 1 nponuckio)
" perncTpaumoHHO-KOHTPOSTbHbIX KAPTOTEK K JOKYMEHTaM,
(umdpamu 1 nponucko)
o6bemMoMm M6.
(HanmeHoBaHWe JOMKHOCTU paboTHMKa (nognuceb) (pacwmdppoBka nognucwn)
CTPYKTYPHOFO noapasaeneHuns)
MpuHan nen
(umdbpamu 1 nponuckio)
n perncTpaumoOHHO-KOHTPOIbHbIX
(umdbpamu 1 nponuckio)
KapToTeK K JOKyMeHTam, 06 beMom M6.
(HanmeHoBaHWe JOMKHOCTU (nognuceb) (pacwwmndpposka nognucu)

Jara

paboTHMKa apxmBa)
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MpogomnxeHue npunoxeHus Ne 24
k nn. 4.11, 4.31 MpaBun

MPUNOXEHUE K OINMUCH Ne
3NEKTPOHHbIX Aer, OKYMEHTOB

PeeCTp AOKYMEHTOB (KOHTeﬁHepOB ANEeKTPOHHbIX ,CI,OKYMEHTOB) ANNIEeKTPOHHOro ,qena:*

Ne eq. xp. no onucu Wupekc pena
3aronoBok gena
ara Per. Ne
A HavmeHoBaHve foKyMeHTa O6bem, M6 | TMpumeyaHus
OOKYMeHTa | OOKYMeHTa
1 2 3 4 5
(HanmeHoBaHVe JOMKHOCTU (mognwuceb) (pacwmdppoBka nognucw)

COCTaBUTENS ONncK)

CocTaenseTcsa Ha Kaxgoe ANEeKTPOHHOE aeno.
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[punoxenne Ne 19

K MHCcTpyKumnu no
JIEJIONPOU3BOJICTBY

B OOHHHCKOM rOpOJICKOM
Cobpanuu, yTBep K 1IEHHON
puKazoM oT  Ne

MpunoxeHne Ne 21
kK nn. 3.15, 4.11, 4.13 MNpaBun xpaHeHusa

(HanmeHoBaHWe opraHusauum)

AKT YTBEPXXOARKO
Ne PykoBoguTenb opraHusauuu
O BblAENEHUN K YHUUTOXEHNIO (oATGE) (PacLADPoBKa nomnAeH)
apXUBHbIX [OKYMEHTOB, HE NOAMEXaLLMX A P P A
XpaHEeHUIo [aTa

Ha ocHoBaHuu

(HassaHme N BbIXOAHbIE€ J@HHble NepeYHA JOKYMEHTOB C yKa3daHMeM CPOKOB UX XpaHEHVIH)

OTOOpPaHbl K YHUYTOXEHUIO Kak HE WMEeNLLMe Hay4yHO-UCTOPUYECKOW LIEHHOCTU U yTpaTuBLUNe
npakTU4eckoe 3Ha4YeHne JOKyMeHTbl hoHaa Ne

(HasBaHue conaa)

Ne 3aronoBok gena logbl | Homep | Homep Kornu- Cpoku Mpyme-
n/n (rpynnosowm onucy | ed. Xp. Mo | YecTBO | XpaHeHust | YaHue
3aroroBoK onucu ed. Xp. | n Homepa

[OKYMEHTOB) cTarten
MO NepeyHto
1 2 3 4 5 6 7 8
Ntoro eq. xp. 3a rogbl.
(umdpamm 1 NponnckHo)
Onucu gen NoCTOAHHOTO XpaHeHUst 3a rogpbl yTBepxaeHbl AMNK

(HanmMeHoBaHWe apXMBHOIO y4peXaeHUs)
(npoTtokon ot Ne )

(HaMmeHoBaHWe AOMKHOCTU (noanuce) (pacwmdppoBka nognucu)
pykoBoamuTens apxumsa (nvua,
OTBETCTBEHHOIO 32 apxuB))

ﬂpm BbleNneHnn K YHUHYTOXEHNI0O JOKYMEHTOB Npu NOAroToBke Aen K nepenade B apxme opraHnusauunm Fpad)bl 4,
5 He 3anonHsTCS.



COIMACOBAHO
MpoTtokon LI3K (3K) oprannsauum
oT Ne
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,D,OKyMeHTbI B KOJ1n4ecTBe

MpogomnxkeHne npunoxexus Ne 21
k nn. 3.15, 4.11, 4.13 MNpaBun xpaHeHus

en. xp.:

- Ha GymMa)kHOM HOCUTENe BECOM

Kr coaHbl

Ha YHUYTOXEHUNE;
- Ha 3NTeKTPOHHOM HOCUTene caaHbl Ha YHUYTOXEHUNE

(cnocob yHUUTOXEHUST)

(HaumeHoBaHWe JOMKHOCTM paboTHUKA, (nognuceb)
cAaBLUero AOKyMEHTbI)

JHaTta

N3meHeHna B y4yeTHbl€ NOKYMEHTbI BHECEHHbI.

(pacwmdppoBka noanucw)

(HanmeHoBaHWe JOMKHOCTU paboTHMKa (nognwuceb)
apxvBa, BHECLLEro N3MeHeHus
B Y4€THble JOKYMEHTbI)

Jara

(pacwmdppoBka nognucu)



dopmMa KypHaJa yueTa nevareil 1 MITAMIIOB
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[Ipunoxxenne Ne 20
K MHCcTpyKumnu no
JIEJIONPOU3BOJICTBY

B OOHUHCKOM TOPOJICKOM
Cobpanuu, yTBep K IEHHON
IPUKA30M OT

Ne

Nen/mt HaumenoBanu | OtTHCK HaumenoBanue [oanuck o | Pe3ynpTaTsl Otmetka 00 IIpumeuanue
€ revaTu neyaTu MOJpa3ACNeHNs, | MOJyYCHUH | €XKEroxHON YHHYTOXCHUH,
(mrramma), (mraMma) | JTOJDKHOCTH U U Jata TIPOBEPKH HOMEp aKTa
narta bammms HaITMI U Jarta
MOCTYIUICHUS MOTydaTenst neyatei n
IITAMIIOB, HX
OTTHUCKH U J1aTa
HPOBEPKH
1 2 3 4 5 6 7 8
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[Tpunoxenue Ne 21
K MHCcTpyKIIMK 11O
JIEIIONPOU3BOJICTBY
B OOHHUHCKOM TOPOACKOM
CobOpanuu, yTBEpKIEHHON

IMPUKA30M OT

Ne

dopmMa KypHAJIA y4eTa BbIAA4H Nevyaren

No | HanmeHnoBanu Brigaua neuatu BosBpar neuatu
n/ € revaTu el | xorma KOMY IMONIKNCE O | KOorda KOMY IIOIINCE O
- b (mata | (moyKkHOCT | monydeHd | (mata | (IDOJDKHOCT | MOJIy4eHU
u b, ®.11.0.) u u b, ®.1.0.) u
BpeMs BpeMs
1 OcHoBHas
2 VYnpasnenue
eIaMu
3 Iramn




